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CneunanucT No opraHM3aLnuoHHOMY U OKYMEHTALNOHHOMY
obecrneyeHuto yrnpaB/ieHUss opraHusaumen

C 18 aBrycTta 2025 roga Bctynun B cuny HoBbli TOCT P 7.0.97-2025 06 odpopmMneHun opraHM3aLMOHHO-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 npoBegenus: 21 -25 pgekabpsa 2026 ¢ 10:00 go 17:30
ApTtukyn: MC27290

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: 69 800 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.
HopmaTtuBHOe perynupoBaHue U-opraHusaL s CUCTEMbI 4eN0Npou3BoACTBa.

e Cuctema 3aKoHofaTeslbHbIX U-HOPMATUBHbIX NPaBOBbIX akTOB. Lienb BHeLHero perynupoBaHus-— o6ecneynTb cobnoaeHune
JeNCTBYIOLLEro 3aKoHOAaTENbCTBA, O6LLEroCYyAapCTBEHHbIX HOPM U-NPaBu paboTbl C-AOKYMEHTaMMU.

e [MonHoMouus PocapxuBa B-0611aCTM HOPMaTUBHOIO PEryIMpoBaHns AeNoNpou3BOACTBa U-apXUBHOIO Aena.

CteneHb 06s13aTeNIbHOCTU U-NPo6eMbl BHeapeHusl [pUMepHO MHCTPYKLUW MO-Ae/T0NPON3BOACTBY B-TOCYAapCTBEHHbIX OpPraHU3aLusx

(yTB. Nnpukasom Pocapxusa oT-11.04.2018 N2-44) u-lpaBnn AenonponsBoACTBa B-TOCYAapCTBEHHbIX OpraHax, opraHax MeCTHOro

camoynpasneHus (yTB. npuka3omM Pocapxusa o1-22-mast 2019-r. N2-71). Oco6eHHOCTM NpUMEHeHUs 06LLLerocyAapCTBEHHbIX Tpe6oBaHUM

B-KOMMeEpYEeCKUX OpraHusauusx.

e HaumoHanbHble cTaHaapTbl Poccuiickoin ®epepauum B-061acTn AOKYMEHTUPOBAHUS, yNpaBfieHUss AOKYMEHTaMM1 U-paboThbl
C-9/1eEKTPOHHbIMM gokymeHTamu. Ctangaptbl FOCT P-UCO. basoebii ctaHgapt FOCT P-UCO 15489-1-— 2019. CemencTBO CTaHAapTOB
cepun OCT P-MCO 30300.

e HopmaTuBHble JOKYMEHTbI B-06/1aCTV apXMBHOIO XpaHEHUs1 JOKYMEHTOB.

MpaBuna opopmieHns LOKYMeHTOB Ha-ocHoBe TOCT P-7.0.97-2016.

[Lenonpon3BofcTBO KakK TexHonorus. MpuHLMNbI opraHn3aumm JoKyMeHToo60poTa.
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MpUHLMNbI OpraHn3aummn AoKyMeHToo6opoTa. MoHsATUe 0-A0KyMeHToo6opoTe. [NpaBunia opraHusaLum U-KpuTepun oLeHKu. AHanus
[OKYMEHTO060pOoTa, y4eT 06béMa JJOKYMEHTO060POTa, CNPaBKN U-CBOAKN 06-06bEMe fOKYMEHTOMOTOKOB B-6YMaXHOW U-3/IEKTPOHHOW
dbopme.

o [pném n-npepgBapuTenbHas o6paboTka NOCTyNarOLLUX JOKYMEHTOB. [PUEM 3NEKTPOHHbLIX JOKYMEHTOB U-COOBLLEHUN.
MpeaBapuTenbHOE pacCCMOTPEHME NOCTYNaLWMX JOKYMEHTOB, MOJIHOMOYMSI CEKPETAps UMK CNYX6bl fienonponsBoacTBa. Peructpauus
JOKYMeHTOB. [epeyeHb pernucTpupyemMbix -HEPErucTpmMpyemMblx OKYMeEHTOB. HanpaBneHne JOKYMeHTOB Ha-McnonHeHue. Pa6oTa
UCMOSTHUTENEN C-KOMUAMU NOCTYNUBLUMX AOKyMeHToB B-CO/].

e PaboTa ucrnonHuTenen c-BHyTpEHHUMM AOKYMEHTaMU. PernameHTauus npoueaypbl COrnacoBaHusi MPOEKTOB AOKYMEHTOB.
MapannenbHoe n-nocnegoBaTenbHOe cornacosaHue. NoHOMOYNS UCNIONHUTENEN U-PYKOBOAUTENEW NoApa3aeNeHNN.

o KOHTPOb NCMONHEHUSI LOKYMEHTOB U-NOPYYEHUiA. TUNOBbIE U-MHANBUAYATIbHbIE CPOKU UCMONHEHUS. TOTHOMOUYNA OTBETCTBEHHbIX
ncnonHutenen. KOHTposib UCMONHUTENBCKOW ANCUMMIIUHDI, CNPABKU U-CBOAKWU NO-CPOKaM, UCMOSTHUTENSIM U-NoApasaeNieHUsIM.
dopmMupoBaHue nokasaTtenei oLeHKN AeATenbHOCTH (0TYeTbI).

e O6paboTKa M-perncTpaunsi oTnpaBnsieMbiX JOKYMEHTOB.

AeHb-2.

COBPeMeHHbIe Tp96OBaHMﬂ K-ynpaB/ieH4eCKUM AOKYMEHTaM. Cuctema u-noacuctembl opraHMaauuouHo-pacnopﬂAMTeanoﬁ
AOKYMeHTaluu. CocTaBneHue M'OdJopMIIEHMe oTAeNIbHbIX BUAOB AOKYMEHTOB.

e CucTema JloKasibHbIX HOPMATUBHbIX aKTOB OpraHn3auuy B-061acT 4enonpov3BoACTBa.

ANroputM paspaboTKu MHCTPYKLMK NO-Ae10Npon3BOACTBY Ha-OCHOBE MeToANYECKUX peKOMEHAAL M NO-pa3paboTKe MHCTPYKLMIA
no-AenonpousBoACTBY B-rocylapCTBEHHbIX OpraHax, opraHax MecTHoOro camoynpaesieHus (yTB. NpMkasomM Pocapxua oT-25-aekabps
2020 roga N2-199). Npo6nemMbl CTPYKTYpbl U-06bEMa JOKYMeHTa. YNpaB/ieHWe MHCTPYKLMe Kak JOKYMEHTOM, o6yyeHne
ucnonHuTenen. AKTyanuaauusi AeNCTBYIOLWEN MHCTPYKLMU NO-AEN0NPOM3BOACTBY NPU BHEAPEHUUN 3/IEKTPOHHOMO OKYMEHTOO60pOTa
[pyrve opraHusaunoHHble JOKYMEHTbI. HasHauyeHne JOKYMEHTOB: MONOXEHWE, MPaBuNa, UHCTPYKLNSA, PErNIaMeHT.
PacnopsguTtenbHble AOKYMEHTbI, U3faBaeMble Ha-OCHOBE eAnHOHaYanus. Mpukasbl MO-OCHOBHOW AeSATENbHOCTU U-NO-TMYHOMY
COCTaBY, pacnopsieHue, nopy4yeHue (ykasaHue)-— Tunoeoi Gopmynsip, ohopMieHne, CTPYKTypa TEKCTa, CPOK AeACTBUS, GopMbl
npefcTaBneHus.

PacnopsgutenbHble AOKYMEHTbI KOJINErmanbHbIX OpraHoB ynpasneHus. [IpoToKos, NOCTaHOB/EHUE, peLleHne-— Tpe6oBaHUs
K-0pOpMIIEHUIO, CTPYKTYpa TEKCTa, CPOK AencTBUSA, GOpMbl NPeacTaBeHUs.

CocTaBneHue n-ohpopMrieHne CrpaBoYHO-UHPOPMALIMOHHbBIX AOKYMEHTOB. AKT, CpaBKa, Clyxe6Has (foknagHas, 06bsiCHUTENbHas)
3anucka, 3asBfieHe-— TUNoBon GopMynsAp, PEKBU3UTbI, TPEGOBAHUS K-0DOPMJIEHUIO, CTPYKTYpa TeKCTa, OpMbl MpeAcTaBleHus.
MoHATHe o-aenoBoii nepenucke. Knaccudurkauma BuAoB n-pasHoBmaHocTen nucem. ObLume npasuna ohopMIeHUsi PeKBUSUTOB
n-TpeboBaHnA K-CTPYKType TekcTa. Buabl 6naHkoB Ans nuceM. bnaHku nnucem Kak afnieMeHT dupmMeHHOro ctuns. naBHas GyHKLus
cny>xe6Horo nucbMa-— ycnewuHasi KOMMyHUKauus. CTpyKTypa TekcTa MMcbMa B-pamKax yrnpaB/ieHYeCKUX KOMMYHUKaLuii. PeyeBble
(hopMynbl BEXIMBOCTM. 13bIKOBbIe OCOBGEHHOCTU CNYXEBHbIX MUCEM U-CIIOBA-— «METKU» KOHKPETHbIX Pa3HOBUAHOCTEN MUCEM.

e TpeboBaHMUA K-CTUIIMCTUKE 3NTEKTPOHHbIX COO6LLEHMIA. [epenncka No-3NeKTPOHHOM NoYTe.

AeHb-3.

[loKyMeHTanbHbIi M-apXUBHbIiA GpoHAbI opraHn3aumu. HopmaTuBHble Tpe60BaHUS K-OPraHM3aLm TEKyLLLEro onepaTMBHOro U-apXUBHOIO
XpaHeHUs1 LOKYMEHTOB.

o QepepanbHbIf 3aKoH 0T-22.10.2004 N2-125-03 «O6-apxvBHOM aene B-Poccuiickon Gepepaunm». 06513aTeNIbHOCTb apXMBHOTO XpaHEHUS

[JOKYMEHTOB B-Te4YeHWe HOPMaTUBHbIX CPOKOB.

MoHATMA «AOKYMeHTaNbHbIA HOHAY», «<apXMBHbIN HOHAY, «KaPXUBHbIA AOKYMEHT». OTBETCTBEHHOCTb 3a-OpraH13aLuio TeKyLLero

onepaTMBHOIO M-apXMBHOIO XpaHeHWs OKYMeHTOB. OTBETCTBEHHOCTb 3a-OCYLLECTBIEHNE TEKYLLErO XpaHeHUs n-obecrneyeHns

COXpaHHOCTU. [IOKyMEeHTbI OpraHn3aLmn-— aKkTuB, UMEIOLMIA LLEHHOCTb.

MpaBnna opraHn3aLumn XxpaHeHu s, KOMMNIEKTOBaHUS, yyeTa U-Mcnonb3oBaHns AOKYMeHTOB ApxmBHoro doHaa Poccuiickon Pepepaumn

U-OpYrux apXuBHbIX JOKYMEHTOB B-OpraHax rocyjapCTBEHHOI BacT, OpraHax MeCTHOro camoynpaBieHns u-opraHusauusix (yTs.

npukasoM Pocapue-31.07.2023 N2-77). MpoeKT HoBOW Bepcuu MNpaeus.

MepeyHn [OKYMEHTOB CO-CPOKaMM XpaHeHus. lNepeyeHb TUMOBbIX YNPaBIeHYECKMX apXMBHbIX JOKYMEHTOB, 06pasyoLMXcs B-npoLecce

OesATeNIbHOCTUN rocyfapCTBEHHbIX OpraHoB, OpraHOB MECTHOMO caMOoyrnpaBfieHNs N-opraHn3auuni, c-ykasaHneM CPOKOB UX-XPaHeHNs

(yTB. npukasoM PocapxuBa 07-20.12.2019 N2-236 U-UHCTpyKUMsi No-ero NpuMeHeHuto (YTB. npuka3oM Pocapxuea 01-20.12.2019 N2-237).

CpOKM XpaHEHUS LOKYMEHTOB B-0YMa)HOWN U-3NEKTPOHHOW dhopme.

o [1pyHLMNbI, KPUTEPUU K-3TaMbl IKCNEPTU3bI LLEHHOCTN JOKYMeEHTOB. Co3faHune 3KCMepTHOM KOMUCCUM opraHusaLuun. lNpumepHoe
nosioXeHne 06-aKCNepTHOM KOMUCCUK opraHu3auum (yTB. npukasomM Pocapxuea o7-11.04.2018 N2-43). OpraHusauus
N-A,OKYMEHTUPOBaHMe paboTbl IKCMEPTHON KOMUCCUMN.

e Ponb HOMeHKNaTypbl AeNn B-CUCTEMATU3aUNK AOKYMeHTanbHoro doHAaa. Tunbl n-Buabl HOMEHKNATyp aen. Metoauka

M-opraHv3saLoHHble NpoLeaypbl pa3paboTku U-BeAeHWss HOMEHKNATypbl Aen. [JonosiHeHWe K-HOMeHKnaType fen. 3HadeHne

HOMeHKNaTypbl AeN A1 COCTaB/IeHUs onucei JOKYMeHToB. HoMeHknaTypa Aen Kak knaccubukaTop B-cMCTeMe 3/1IEKTPOHHOIO

JOKYMeHToo60poTa.

ApXUBHbIA HOHA OpraHn3aunmn n-yctaHoBeHWE ero rpaHul. MonoxeHne 06-apxvMBe UM NONOXKEHNE 06-aPXMBHOM XPaHEHWM

[OKYMEHTOB. [10KyMeHTbl GuinManos, NpefcTaBUTeNbCTB U-0TAENIEHUI: UX-MECTO B-apXMBHOM (POHAE rO/IOBHOW OpraHm3aumu.

OTBETCTBEHHOCTb 3a-apXMBHOE XpaHeHNe JOKYMEHTOB.

o KOHTPOJIb 3a-COG/OAEHNEM CPOKOB XpaHeHUsi n-o6ecrneyeHmemM COXpPaHHOCTU AOKYMEHTOB. [ONTHOMOYMS YNOTHOMOYEHHbIX aPXUMBHbIX
opraHoB. ALMVHUCTpATMBHAasi OTBETCTBEHHOCTb 3a-HeCOBNI0AEHNE CPOKOB XPaHEHMUSI.
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o OpraHusaums xpaHeHus n-o6ecrnevyeHne COXPaHHOCTU apXMBHbIX JOKYMEHTOB. Tpe6oBaHUA K-3AaHuWI0, MOMELLEHUAM U-TEXHUYECKOMY
OCHalLeHu o apxuBa. Tpe6oBaHUsA K-peXXMMaM XpaHeHUst AOKYMEHTOB. QKCMepTusa NpurogHoCTM NoMeLLeHus AN pasMeLLeHus B-HeM
apxuBa. 0630p COBpeMeHHOro 060pyA0BaH1s A5 OCHALLEHUS apXMBHbIX MOMeLL,eHA, 06paBboTKN U-XpaHEHUA apXMBHbIX AOKYMEHTOB.

e CUCTeMa YYETHbIX JJOKYMEHTOB apxuBa. CocTaB OCHOBHbIX (06513aTeNIbHbIX) U-BCMOMOraTesNbHbIX yYeTHbIX JOKYMeHTOB. [leno ¢hoHaa.
Buabl onuceit fen. MeToanKa CoCTaBEHNUs ONUCEN AeN 3NeKTPOHHbIX LOKYMEHTOB.

¢ KoMnekToBaHWe apxvBa opraHnsaummn. CnMcok CTPYKTYpHbIX NOApPasAeneHnin-MCTOYHUKOB KOMIMIEKTOBAHUS.

e TNopsAzoK NOArOTOBKM AeN ANs nepefayn B-apxuB (Ha-apxMBHoe xpaHeHue). paduk npuéma-nepeaaun. ApXMBHO-TEXHUYECKas
06paboTKa, cocTaB/ieHNe BHYTPeHHUX onucer gen. OhopmneHmne 06510)KeK Aen NoCTOAHHOMo, BpeMEHHOro (CBbiwwe 10-1eT) cpokoB
XpaHeHUs K-fen No-NTMYHOMY COCTaBy.

o OnucK aen CTPYKTYPHbIX NoApa3faeneHuii U-NpoeKTbl akTOB O-BblAENIEHUMN K-YHUUTOXEHWIO AOKYMEHTOB, He-MoA/exallux apxMuBHOMY
XpaHeHuto. FoaoBble pasfesnbl CBOAHbIX OMUCEN U-CBOAHbIE aKTbl.

¢ Mcnonb3oBaHune apXMBHbIX JOKYMEHTOB B-ynpaB/ieHYeCcKON AeATENbHOCTU U-B-LIeNIAX 3alMUTbl coLManbHbIX Npae rpaxgaH. Mopsaok
BblZJa4yM apXMBHbIX AOKYMEHTOB M0-3anpocaM YNoJIHOMOYEHHbIX rOCYLapCTBEHHbIX OPraHOB U-KOHTPOJIb 3a-UX-BO3BPATOM.

Apxus Hay'-IHO-TeXHM'-IeCKOﬁ AOKYMEeHTaLuu.

e OpraHusauus apxmBa Hay4YHO-TEXHUYECKOW AOKYMeHTauuu. [paBuna opraHmsaumm XxpaHeHns, KOMMIEKTOBaHWS, y4eTa
M-MCMNONb30BaHNA HaYYHO-TEXHUYECKOM AOKYMEHTaLMmN B-opraHax rocyjapCTBEHHON BfacTu, opraHax MeCTHOro camMoynpaBeHus,
rocyZlapCTBEHHbIX U-MYHULMMNANbHbIX OpraHu3auusx (yTB. npukasom defiepanbHOro apxuBHOro areHTcTea o1-09.12.2020 N2-155,
3apernctp. MuHtoctoM Poccnu-12.03.2021 N2-62735): xapakTepUCTKa HOPMATUBHOIO NPaBoBOro akta. OCHOBHbIE MONOXEHWS.

o JNEeKTPOHHbIN apXMB Hay4YHO-TEXHUYECKOW fokyMeHTauumn (HTL) kak yacTb kopriopaTuBHOW MHbOpMaLMoHHOW cucTeMbl (KUC).
OCO6EeHHOCTH 3/1EKTPOHHOIO apxuBa HT[,. BsaumogencTeue cnyobl 4ENONPOM3BOACTBA, apxua n-crny>xéol HT /.

AeHb4.
ONeKTPOHHbIV apXUB OpraHu3aLmn: cobnoaeHne TpeboBaHUi, NPaKTUYECKUe BONPOChl OpraHM3aLum U-TeXHUYECKOro obecneyeHus.

e PerynmpoBaHue apxMBHOIO XpaHeHWs fOKYMEHTOB B-3/1eKTPOHHON popme. [OHATUE «apXMUB 31eKTPOHHbIX foKyMeHToB». FOCT P-MCO
30300-2015, FOCT P-7.1.101-2018/MCO 30301:2011 u-gp. NMpukas Pocapxusa oT-31-utons 2023-r. N-77. (3KcnepTHbI KOMMEHTapMWiA).
MepcnekTuBbI pa3BUTMS HOPMATUBHON 6a3bl.

o Tpe6oBaHuWs K-apXMBHOMY xpaHeHuto 3. DyHKLMOHaNbHble TPe6oBaHNUA K-CUcTEMaM XpaHeHns J[1. AyTEHTUYHOCTb, AOCTOBEPHOCTD,
LIeJTOCTHOCTb, MPUrOAHOCTb AJ15 MCMOMb30BaHWA-3[]: TEXHONOMMN 3aLLUTbI; TEXHONOrMM 06ecneveHns oNroBpeMeHHON
COXpaHHOCTK-3/[]; noaAep>KKa MUrpaLmmn u-KoHBepTaLum; popmaTbl XpaHeHUs.

o CTaHAapTbl, PyKOBOACTBA U-MeTOAMYECKME pEKOMEHAALMMN. OCOBEHHOCTH 3KCNEePTU3bI LLEHHOCTM 3/IEKTPOHHbIX JOKYMEHTOB.
YHUUTOXEHUNE 3/IEKTPOHHbIX [JOKYMEHTOB.

o [loaxoAbl K-OpraH13aLunm apxMBHOIro XpaHeHUs 3A1eKTPOHHbIX JJOKYMEHTOB.

TexHonoruu cospaHus 9JIEKTPOHHOro apxuBa U-9JIeKTPOHHOro XxpaHeHus1 LOKYMEHTOB.

o Ouudposka 6yMmaxkHoro apxuea. Llenecoo6pasHocTb U-nepcrnekTuBbl OUUGPOBKU. INEKTPOHHbIN Ay6MKaT apXMBHOIFO AOKYMEHTA.
KoHBepTauua JOKYMEHTOB. NeKTPOHHbIe Ay6/MKaTbl JOKYMEHTOB Ha-ByMaXHOM HocuTene. MNepeBoj JOKYMEHTOB B-3/IEKTPOHHYHO
topMy (ckaHVMpoBaHWe, pacno3HaBaHue, MAeHTUdKKaUMS U-MapkupoBka). MpugaHue ropManYecKor saHaumMmMocTum 3.

o OpraHusauus npouecca nepegayn oundpoBaHHbIX JOKYMEHTOB.

e XpaHeHune oundpoBaHHbIX LOKYMEHTOB Ha-GU3NYECKN 060COBNEHHBIX HOCUTENSAX 3anncy, B-CocTaBe MUHPOPMALIMOHHOM CUCTEMDI
3NEKTPOHHOr0 apxuBa.

e YCnyru «apXuBHOro» aytcopcuHra. Micnonb3oBaHue «061a4yHbIX» TEXHOMOTMA.

JAeHb-5.
MocTpoeHne 3NEeKTPOHHOro fOKYyMEHTO060poTa.

e KpaTkuit KOMMEHTapuit U3MeHeHU B-3aKOHOaTe NbHbIX U-APYrMX HOPMaTUBHO-— MPaBOBbIX aKkTax, perynupyowmx 340 n-apxusHoe
XpaHeHue.

e 3akoHopaaTenbHas 6a3a, pernaMeHTUpYyoLas UCNoJib30BaHUe 3IEKTPOHHON NOANMUCH.

o QepepanbHbIit 3akoH No-63 «06-371eKTPOHHON NOAMUCU»: NPAKTUKA MPUMEHEHUSI U-aHaNU3 NPo6GeM.

o I3meHeHus B-3akoH No-63-03. epepanbHble 3aKoHbl 0T-8-MtoHs 2020-r. No-166-P3 n-01-2-utona 2021-r. No-359-03.

e [lpaBoBas 6a3a paboTbl yAOCTOBEPSAIOMNX LLEHTPOB U-NPUMEHEHUSI TPOCTON U-yCUNEHHbIX-II, NpUMeHeHVe yCUneHHom
KBanU@GULMpPOBaHHON 3NEKTPOHHON NoANUCHU.

o dOepepanbHbIv 3aKoH 0T-27.12.2019-No 476-03 «O-BHECEHUN n3MeHeHU B-DefiepanbHbiit 3aKoH «06-3N1eKTPOHHOM noanucu» n-cT.1-e3
«O-3aLunTe NpaB PUANYECKUX STUL U-MHANBUAYANbHbBIX NPeanpUHUMaTENeN NPy OCYLLECTBNEHUW FOCYapCTBEHHOIO KOHTPOS
(Hap3opa) u-MyHMUMNanbHOro KOHTPONSA».

o CoBepLUeHCTBOBaHWE 3aKOHOAATENbCTBA, PErflaMeHTUpYoLLero ncnonb3osaHue 3M. NMnaHnpyemble nsmeHeHus B-3akoH No-63-03
«06-3/1eKTPOHHOM MNOANUCU».

o [TpaBuna KOHBepTaLMUN 3NTEKTPOHHbBIX OKYMEHTOB, a-TaKXXe NOPsifoK UX-XPaAHEHUSI U-CO3AaHNA 3NIEKTPOHHbIX U-MaTepuanbHbIX
Ay6nvkatoB 3akoHonpoekT No-1173189-7 «O-BHeceHUn nsmeHeHui B-OefiepasnbHbiin 3akoH ,06-nHbopmaLnmm, MHGOPMaLMOHHbIX
TEXHOMOrUsX U-0-3aLLmTe UHbopMaLMn” N-0TAeNbHblE 3aKOHOATEeNbHbIe aKTbl»). «KOHLEeNnLmMst 31IeKTPOHHOMO JOKYMEHTOO60poTa
B-XO3AMCTBEHHOW AesATENbHOCTU» U-MNaH MepPonpuUsATMiA No-eé-peanusaunu, yTe. NpaBUTeNbCTBEHHON KOMUCCUM NO-UUPPOBOMY
pasBUTUIO, UCMOJIb30BAHUIO MHPOPMALIMOHHBIX TEXHONIOTUIA ANA YNYULLEHUA KayeCTBa XXU3HU U-YCNOBUI BeAeHNA
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npeAnpUHUMATENBCKON AeaTenbHOCTM (MPOTOKON NpesnguymMa o1-25.12.2020-No 34).C3 [, kKak MHCTPYMEHT yrnpaBieHusi LOKYMEeHTaMM.
OneKTPOHHbIE OKYMEHTbI B-1e/I0BON JeATeNIbHOCTU.

Tpe60oBaHUA K-CUCTEMAM 3/IEKTPOHHOIO JOKYMEHTO060POTa M-CUCTEMAM XPaHEHUS INEKTPOHHbIX JOKYMEHTOB B-apXuBax
rocyfapcTBeHHbIX opraHoB (yTB. npuka3omM Pocapxusa o1-31-utons 2023-r. N-77). dyHkumoHanbHble TpeboBaHus k-C3[,. CoBpemMeHHas
oueHka 3 (HeKTUBHOCTU MPUMEHEHUS.

KpuTepumn Bbi6opa cUCTEMbI 3/IEKTPOHHOIO JOKYMEHTO060pOTa U-CUCTEM XPAHEHMNS 3NIEKTPOHHBIX LOKYMEHTOB («3/IEKTPOHHbIN
apxuB»). [locTonHcTBa U-crieluduka pasnnyHoro NnporpaMMHoro o6ecneveHusi. CoBpeMeHHasi NpakTuka n-oueHka kayectsa C3/.
O6ocHoBaHWe Bblibopa onTuManbHoro BapuaHTa C3/. AHanus pbiHka C3[] u-npeanioXxeHunii BeHAEepOB No-peannsaunm Tpe6oBaHui
6u3Hec-osib3oBaTenen.

HoBble TexHONornn BNIpUMEHEHUN CUCTEM 3/IEKTPOHHOIO A0KYMeHToo60poTa Ha-ipeanpuaTum. Npobnembl uHTerpaumn CI[,
B-HpOPMaLMOHHOE NPOCTPAHCTBO KOMMaHuu. CoBpeMeHHoe BugeHne KUC. Cnocobbl U-HI0aHChl MHTErpaLum pasnnyHbIX NPUIOXKeHUN
B-paMKax Bbl6paHHo CI[1. MeTofuKa U-NpakTUYeCKMe peKOMeHAALMMN NO-BbISIBIEHMIO Ny4YLIMX A4S CBOEW KOMMNaHuu BapuaHTos C3/.

MeTtoauka BHegpeHusa CI3/1. Ponb cny)x6bi fenonpousBoacTBa B-peann3aulum npoekTa no-BHeagpeHuto CI[]. PaspaboTka nokanbHbIX
HOpPMaTMBHbIX aKTOB U-METOANYECKNX JOKYMEHTOB MO-AOKYMEHTALMOHHOMY 06eCreyeHuo yNpaBeHusi opraHu3auum B-o6nactu
3/1eKTPOHHOI0 JOKYMEHTOO06pOTA.

WHdopMaLmoHHas 6e30MacHOCTb B-CUCTEME 3/IEKTPOHHOIO OKYMeHToo60poTa opraHu3auumn. O6ecneyeHne KOHUAEHLMANbHOCTY,
OOCTYMHOCTU U-LLleNOCTHOCTM AO0KYMeHTOB B-C3/,. 3alymTa nepcoHanbHbIX AaHHbIX B-COOTBETCTBMMU C-P3 N2-152.

MpakTU4yeckne Bonpochbl BHeAPEHUA JTIEKTPOHHOI0 JOKYMEHTO060pOTa B-opraHusaLumu. AHanmns Jly4yLmnx NpakTUK POCCUIMCKMX
KOMMaHui no-acdhekTMBHOMY BHeApeHuto u-akcnnyaTaummu C3[, CY[ (cuctembl ynpaBneHuss fokymeHTamu) u-KUC (kopnopatueHow
MHHOPMaLIMOHHOM CUCTEMDI).

[lpenogaBaTenu

KAPIbIYEBA EneHa BayecnaBoBHa

Kangmaat NUCTOPUYECKUX HaYK, AOLUEHT Kad)e,qpbl «MHd)OpMaLWIOHHbIe TeXHoONnorum B IOpVI,D,VIHeCKOVI [eATEeNIbHOCTU U AOKYMEHTaLUOHHOEe
obecrneyeHune ynpasneHua» |'OpI/Iﬂ,I/I‘-IeCKOFO MHCTUTYTa Poccuiickoro YHUBEpCUTETa TpaHCnopTa.

CABWH Bsa4decnas Bnagumuposuy

9KCMepT, NPaKTUK M-pa3paboTymK B-061acTh S/IEKTPOHHOIO LOKYMEHTOO60pOTA. [NaBHbIA aHaIMTUK CUCTEM 3NIEKTPOHHOIO
nokyMeHToo6opoTa MAO Marnut. Takxe aBnsinca pykosoautenem LieHtpa passutusa 03340 B-000 «PocCenbxo3bank-UHTEX, oTaena
aHaNUTUKN M-UT-NPOEKTOB B-KPYMHbIX KOMNaHUsax-— «CepBUOHNKa» (BxoauT B-TK-«AiiTeko»), OAO 3apy6exHedTb, 000 JTYKONN-
NHbopm.

AKTUBHO NpuHMMan yyactue B pabote Accounauum «PaspaboTunku u Onepatopbl CUcTeM INeKTPOoHHbIX Yenyr» (POC3Y) Ha npaBax
NOCTOSIHHOIO YfleHa: y4acTue B pa3paboTke cTaHAapTa poyMuHra onepaTopoB 310, NpoekToB 3aKoHoAaTesbHbIX akToB B chepe 103
310, aneKTPOHHbIX Nognucen.

MBAHOBA Jlapuca AHaToNbeBHa

9KCNepT-NPaKTUK ¢ 25-1eTHUM OMbITOM NpenofaBaTeNnbCKon U aAMUHUCTPATUBHO-YNPaBIEHYECKON paboTbl B KPYMHbIX KOMMEPYECKUX U
rocyAapCTBEHHbIX CTPYKTypax, BeAyLLuii SKCNepT No AOKYMEHTO060pOTY hupMbl «1C».

HNOPOHWHA Jlapuca AnekceeBHa

KaHampaTt aKOHOMMYeCKMX Hayk, AOLEHT Kadefpbl rocyAapCTBEHHOrO ynpaBneHus n kaaposon nonntuku MIYY MNpasuTtenbctea
MockBbl, aBTOP y4ebHbIX MOCO6MI1 MO JOKYMEHTOBEAEHNIO, IKCMEePT HauunoHanbHoM accoumannm obUCHbIX CNeLnanncToB 1
aAMUHUCTPaTUBHbIX paboTHMKOB npu MpesnaeHTe Poccuitckon Pepepavumm, copaspaboTymk NpoheccmoHanbHbiX CTaHAapToB.

Cdepa npodeccrmoHanbHbIX UHTEPECOB:

MpodeccnmoHanbHble KOMNETEHLMU: ONTUMMN3aLMSA BU3HEC-NPOLLECCOB NPeANpPUaTUs], pasapaboTka HOPMaTMBHbIX MaTepuanos no
[OKYMEHTUPOBaHUIO yNpaBfeHYeCKOl esiTeNbHOCTH, ayAUT KafpoBOro Aenonpon3BoACTBa, KOHCYbTUPOBaHME Mo BbIGOpY
NpPOrpaMMHOro NpoAykTa no asTomMaTusaumnm 4enonponsBoACTBEHHbIX MPOLECcCoB. YyacTBoBana B NpoekTax no aBTomaTmsawmm
[OKyMeHToo60poTa koMmnanum IKT, IBS, BecTb MeTa-TexHo0MMM.
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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/

O6pa3oBaHue:

OKoHuynna rOCYﬂ.apCTBeHHyIO aKageMuio ynpasieHUa UMeHU C.Opﬂ,)KOHI/IKVIﬂ,Se, Kad)ep,pa AOKyMeHTOBeAeHUA U AOKYMEeHTaUuNOHHOIo
obecrneyeHus ynpasneHusa, OKyMeHTOoBe/A, cneynanunct no VIHCbOpMaLWIOHHbIM TEXHOJI0IrMAM ynpas/ieHUA.

My6nukauuu:

ABTop 6onee 150 ny6nunkaumi, B TOM YMChe CTaTel B )KypHanax «CnpaBoYyHUK cekpeTaps U opuc-meHemxepar, «CnpaBoYHUK
KaapoBuKay, «enonponsBoacTBo», «CekpeTapckoe Aeno», «YnpaBneHue nepcoHanomy, «Cnyx6a kagpo», «[ToUckK: OT MpoekTa Ao
KNo4a» u ap.
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