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CoBpeMeHHble TEXHOJIOTUN 3/IEKTPOHHOIO AOKYMEHTOo060poTa

Ha kypce cnywarenu y3HatoT 06 akTyasnbHbIX 3aKOHOAATeNIbHbIX U3MEHeHUsX B chepe 3N1eKTPOHHOI0 JOKYMEHTO060p0oTa, O
JIYYLUKUX MPaKTUKax No BHeAPEHWIO M ONTUMMU3ALMN CUCTEMbI 3JIEKTPOHHOMO JOKYMEHTOO60pOTa.

Jata npoeegenusa: 18- 19 pekabpsa 2025 ¢ 10:00 go 17:30
ApTtukyn: MC24103

Bup, 06yuenus: Kypc noBbilleHus KBanmdukaumm

dopmat obyyeHun: OHnaiH-TpaHCIAUMA

CpokK obyueHus: 2 fHsl

MpopomkuTenbHoCTb 06yuyeHus: 16yacos

CtoumocTb yyacTtus: 38 900 py6.

[ns y4acTHUKOB NpefycMOTPeHo: MeToAnYecKunii MaTepumarn.

[loKyMeHT no oKoH4YaHuM o6y4eHmns: o nToram obyyeHms cryliaTenu, yCnewHo NpoLeaLline UTOroByto aTTecTaluio No nporpaMmme
06y4eHus, NolyyatoT Y [OCTOBEPEHME O MOBbILWEHUN KBanudukaumm B o6bemMe 16 4acos (B COOTBETCTBUM C NIULEH3UEN Ha NpaBo
BefleHVsi 06pa3oBaTesibHON AesTeNbHOCTY, BbliaHHO [enapTaMeHToOM 06pa3oBaHusi U Hayku ropoga MockBbl).

,U,J'Iﬂ KOro npegHa3Ha4deH
PykoBoauTtenei n cneuyunanuctos cnyx6 [0Y, pykoBoauTenei cekpeTapmaTa, apXxmBoB, CEKpeTapei, MOMOLLHUKOB PyKOBOAUTENEN,

pedepeHTOB, NEPCOHAJIbHbIX aCCUCTEHTOB, OPUC-MEHEAXKEPOB, AENONPOU3BOAUTENEN, LOKYMEHTOBEA0B U apXMBapUyCcoB, COTPYAHUKOB
KaHuensapuin.

Llenb o6y4yeHus

PaccMoTpeTb U3SMeHeHUs 3aKOHOAAaTeNIbCTBa B chepe 3NeKTPOHHOIo JOKYMEHTO060pOTa, KpUTepumn Boibopa 1 aTanbl BHeapeHus CI/,
6€30MacHOCTb, XpaHeHWUe JOKYMEHTOB, OpraHW3aLmio paboTbl C 3NEKTPOHHOW NOAMMUCHIO.

3TO MeponpuATMe MOXHO 3aKasaTb B KOpNopaTMBHOM hopmaTe (06yyeHne COTPYAHUKOB OAHOM KOMMNaHMK).

MepoanﬂTme npoxoguT B paMKaX KypcCa nosbllleHUA KBaJ'IVI(bI/IKaLI,I/II/IZ

e Cneymnanuct no opraHM3aunoHHOMY U AOKYMeHTaluNOHHOMY obecneyeHuto ynpasieHusa Opl'aHVI3aLl,VIel7I

[TporpamMmma oby4yeHus

OeHb-1.
ONeKTPOHHbIV apXUB OpraHu3aLmn: cobnlopeHne TpeboBaHUi, NPaKTUYECKUEe BONPOChl OpraHM3aLun U-TeXHUYECKOro obecneyeHus.

e PerynmpoBaHue apxMBHOIO XpaHeHWs OKYMEHTOB B-3/1eKTPOHHON hopme. [oHATUE «apXMUB 31eKTPOHHbIX foKyMeHToB». FOCT P-UCO
30300-2015, FOCT P-7.1.101-2018/UCO 30301:2011 u-gp. Npukas Pocapxuea oT-31-utona 2023-r. N-77. (3KcnepTHbI KOMMEHTapui).

CtpaHuua: 113 3
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MepcnekTUBbI pa3BUTUSE HOPMATUBHOMN 6a3bl.

o TpeboBaHWA K-apXMBHOMY xpaHeHuto 3. DyHKLMOHabHble TpeboBaHNsA K-cucteMam xpaHeHns S/1. AyTEHTUYHOCTb, AOCTOBEPHOCTD,
LIeJIOCTHOCTb, MPUrOAHOCTb AJ151 UICMOJIb30BaHWSA-3[1: TEXHONOMMW 3aLLUTbI; TEXHONOrMM o6ecneveHns AoNroBpeMeHHOM
COXpPaHHOCTW-O/[]; noaAepXKKa MUrpaLmmn n-KoHeepTaLumy; popmaTbl XpaHeHUs.

o CTaHpapTbl, PyKOBOACTBA U-MeTOAMYECKME peKoMeHAaunn. OCOBEHHOCTY 3KCNepTU3bl LLEHHOCTM 3/TEKTPOHHbIX AOKYMEHTOB.
YHUYTOXEHMNE 3JIEKTPOHHbIX JOKYMEHTOB.

¢ [ToaxoAbl K-opraH13aLunn apxMBHOIro XpaHEeHWUs 31EKTPOHHbIX [JOKYMEHTOB.

TexHonorum cosgaHus 3/IeKTPOHHOIO apXuBa U-3JIEKTPOHHOIO XpaHeHUs AOKYMEHTOB.

¢ Oumdposka 6ymarkHoro apxvea. LienecoobpasHocTb n-nepcnekTnBbl OLUPPOBKN. INEKTPOHHbIN fy6IMKaT apXMBHOTO JOKYMEHTa.
KoHBepTauua OKYMEHTOB. NeKTPOHHbIe Ay6/IMKaTbl AOKYMEHTOB Ha-OyMaXKHOM HocuTene. MNepeBog fJOKYMEHTOB B-3/IEKTPOHHYHO
topmy (ckaHUMpoBaHMWe, pacno3HaBaHue, MAEHTUDUKALUA U-MapKUPOBKa). MpuaaHue lopuanyeckon saHaummocTu /.

e OpraHusaums npouecca nepegaym oundpoBaHHbIX JOKYMEHTOB.

o XpaHeHue ouMbpOBaHHbIX [JOKYMEHTOB Ha-pU3nM4ecKkn 060CO6SIEHHBIX HOCUTENAX 3anucK, B-cocTaBe MHPOPMaLMOHHON CUCTEMBbI
3/1eKTPOHHOrO apxuBa.

e Ycnyru «apxMBHOro» ayTcopcuHra. Micnonb3oBaHue «o61aqyHbIX» TEXHONTOMUM.

JAeHb-2.
MocTpoeHune 3NneKTPOHHOro JLOKyMeHToo6opoTa.

o KpaTkunii KOMMEHTapuin USMEeHEHUI B-3aKOHOAATENbHbIX U-APYrMX HOPMaTUBHO-— NPaBOBbIX akTax, perynupyowmx 340 n-apxmsHoe
XpaHeHwue.

e 3akoHopaaTenbHan 6a3a, perfaMeHTUpYoLLas UCNoJIb30BaHUE 3NIeKTPOHHOM NoANUCHU.

o PepepanbHbIi 3akoH N0O-63 «06-211eKTPOHHOIN NOAMMUCU»: NPAKTUKa MPUMEHEHUS -aHanu3 Npobnem.

o N3meHeHus B-3akoH No-63-03. GepepanbHble 3aKoHbl 0T-8-UtoHA 2020-r. No-166-03 n-ot-2-utonsa 2021-r. No-359-03.

o [TpaBoBas 6a3a paboTbl YAOCTOBEPSIOMNX LLEHTPOB U-NPUMEHEHUSI MPOCTOMN U-yCUNEHHbIX-II, NpUMeHeHWe yCuneHHom
KBanM@ULUMPOBaHHOMN 3N1EKTPOHHON NOAMUCH.

o depepanbHbIfi 3aKOH 0T-27.12.2019-No 476-03 «O-BHeCeHUN n3MeHeHui B-DefepanbHbiii 3aKoH «06-3N1eKTPOHHOW noanucu» n-ct.1-e3
«0-3alumTe NpaB PUANYECKUX NUL M-MHAMBUAYANbHbIX NpeAnpuHUMaTENein Npu OCyLLECTBIEHUN FOCYLapCTBEHHOrO KOHTPONS
(Hap3opa) U-MyHULMNaNbHOrO KOHTPONS».

o CoBepLUeHCTBOBaHWE 3aKOHOAATENbCTBA, perfiaMeHTUpytoLLero ncrnonbsosaHue 3. NnaHupyemble nsmeHeHus B-3akoH No-63-03
«06-3/71eKTPOHHOIN NOAMUCU.

o [lpaBunia KOHBepPTaLWW 3NIEKTPOHHbIX JOKYMEHTOB, a-TaKXXe MOPSAAOK NX-XPaHEHWUS U-CO3[aHNS 3NEKTPOHHbIX U-MaTepuasnbHbIX

Ay6nukaTtoB 3akoHoMnpoekT No-1173189-7 «O-BHeceHUM nameHeHui B-OefiepanbHblil 3akoH ,06-nHbopmaLmm, MHGOPMaLMOHHbIX

TEXHOMOrMAX M-0-3aluTe UHbopMaL K" N-0TAeNbHbIE 3aKOHOAATENbHbIE aKTbl»).

«KoHUenuusi 3neKTPOHHOro JOKYMEHTO060pOTa B-XO3AMCTBEHHOWN AEATENIbHOCTU» U-NJTaH MEePONPUATUIA No-e€-peannaanmm, yTB.

MpaBUTENbCTBEHHON KOMUCCUM MO-LU(BPOBOMY Pa3BUTUIO, UCMONb30BaHNIO UHOOPMALIMOHHBIX TEXHONOMUIA ANA YNydLleHNUs KayecTBa

YXWU3HU U-YCNOBUI BEAEHUS NPEANPUHUMATENbCKON AeATeNbHOCTH (MPOTOKON Npeauanyma o1-25.12.2020-No 34). C3/[], kak UHCTPYMEHT

yrpaBfieHUsA JOKYMeHTaMU. DNIeKTPOHHbIE JOKYMEHTbI B-Ae/I0BON AesATeIbHOCTH.

Tpe6oBaHUA K-CUCTEMAM 3/IEKTPOHHOIO LOKYMEHTO060pPOTa M-CUCTEMAM XPaHEHUS! INEKTPOHHbIX ALOKYMEHTOB B-apXuBax
rocyfapcTBeHHbIX opraHoB (yTB. npuka3omM PocapxuBa 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 JOKYMEHTOB («3/IEKTPOHHbIN
apxuB»). [locTonHcTBa U-crelnduka pasnnyHoro nporpaMMHoro o6ecnevyeHusi. CoBpeMeHHasi NpakTuka n-oueHka kayectsa C3/.
O6ocHoBaHWe Bblibopa onTuManbHoro BapuaHTa C3/. AHanus pbiHka C3[] u-npeasioxXeHunii BeHAEPOB No-peannsaunm Tpe6oBaHui
6u3Hec-Mosib3oBaTenen.

HoBbie TexHOMOrMU BHIPUMEHEHNU CUCTEM 3JIEKTPOHHOIO A,OKYMEHTO060poTa Ha-npeanpuaTun. Npo6nembl HTerpaumm C3,
B-MH(OPMaLUMOHHOE NPOCTPAHCTBO KOMMNaHuu. CoBpeMeHHoe BugeHne KUC. Cnocobbl U-HOAHCbl MHTErpaunm pasimyHbiX NPUIOXKEHNH
B-paMKax Bbl6paHHoi C3/[1. MeToamKa n-npakTUYecKne peKkoMeHAaLmMmn No-BbiiBIEHUIO NyYLLUX Af51 CBOEW KOMMNaHWW BapuaHTos C3/.

MeTtoauka BHegpenusa CI3/1. Ponb cny)x6bi enonpousBoacTBa B-peann3alum npoekTa no-BHegpeHunto CI[. PaspaboTka nokanbHbIX
HOPMaTMBHbIX aKTOB U-METOANYECKNX JOKYMEHTOB MO-AOKYMEHTALMOHHOMY 06eCreyeHuo yNpaBieHusi opraHu3auum B-06nactu
3/TIEKTPOHHOr0 JOKYMEHTOO60pPOTA.

WHdopMmaLmoHHas 6e30nacHOCTb B-CUCTEME 3/IEKTPOHHOIO JOKYMeHToo60poTa opraHu3auun. O6ecneyeHme KOHUAEHLMANbHOCTY,
OOCTYMHOCTU U-LLleNOCTHOCTU AO0KYMeHTOB B-C3/,. 3alimTa nepcoHanbHbIX AaHHbIX B-COOTBETCTBMM C-P3 N2-152.

MpakTU4yeckne Bonpochbl BHeAPEHUA JIEKTPOHHOI0 JOKYMEHTO060pOTa B-opraHusaLm. AHanns Jy4Lmnx NpakTUK POCCUIMCKMX
KOMMaHui no-acdhekTMBHOMY BHeApeHuto u-akcnnyaTauumn C3[, CY[ (cuctembl ynpaBneHuss fokymeHTamu) u-KUC (kopnopatuBHow
MHbOPMALIMOHHOM CUCTEMDBI).

CtpaHuua: 2 M3 3



[lpenogaBaTenu

CABWH Bsadyecnas Bnagumuposuy

3KcnepT, NpaKkTUK M-pa3paboTymk B-061aCTU 3/IEKTPOHHOIO AOKYMEHTOO60pOTA. [NaBHbIN aHaNMTUK CUCTEM 3/IEKTPOHHOIO
nokymeHToob6opoTa MNAO MarHuT. Takxke siBnsancs pykosoautenem LieHTpa paseutusa 03310 B-000 «PocCenbxo3baHk-UHTEX, oTaena
aHanUTUKN M-UT-NPOeKToB B-KPYMHbIX KOMNaHusAx-— «CepBroHnKa» (BxoauT B-TK-«AiiTeko»), 0AO 3apy6exHedTb, 000 JTYKONN-
NHdopm.

AKTWBHO NpuHMMan yyactue B paboTte Accoumnaunm «Paspabotumkm u Onepatopbl CUCTEM INEKTPOHHbIX Ycnyr» (POC3Y) Ha npaBax
NMOCTOSIHHOIO YfleHa: yyacTue B pa3paboTke cTaHAapTa poyMuHra onepaTtopoB 310, NpoekToB 3aKoHoAaTeNbHbIx akToB B chepe 103
300, aneKTPOHHbIX NOANUCEN.

MBAHOBA Jlapuca AHaTonbeBHa

9KCNepT-NPaKTUK ¢ 25-N1eTHUM OMbITOM NpenoAaBaTeNbCKoi U aAMUHUCTPATUBHO-YNPaBNeHYECKoi paboTbl B KPYMHbIX KOMMEPUYECKUX U
rocyAapCTBEHHbIX CTPYKTypax, BeAyLLUiA 3KCNEPT Mo JOKYMEHTO060poTY hUpMbl «1C».

HNOPOHWNHA Jlapuca AnekceeBHa

KaHaupaTt SKOHOMUYECKMX HayK, foUeHT Kadeapbl rocyapCTBEHHOrO YNpaBieHUs U KagpoBoW nonutuku MIYY MpaBuTenbcTBa
MoCKBbI, aBTOp y4e6HbIX NOCO6UIA MO JOKYMEHTOBeeHMIo, akcnepT HaumoHanbHoM accoumaumm oUCHbIX CreunanucTos u
aAMMHUCTPATMBHbIX paboTHUKOB Npu Mpe3ungeHTe Poccuitckon Geaepaunm, copaspaboTumk npobeccnoHanbHbIX CTaHAAPTOB.

Cdepa npoeccuoHanbHbIX MHTEPECOB:

MpodeccroHanbHblie KOMMETEHLUN: ONTUMMU3aLUsi 6GU3HEC-NPOLIECCOB NpeanpusaTUs, paspaboTka HOPMATUBHbIX MaTepuanos rno
[OKYMEHTMPOBAHUIO YNpaBeHYeCcKon AeATeNbHOCTH, ayAnT KagpoBOro Aenonpon3BoACcTBa, KOHCYIbTUPOBaHMeE No Bbl6opy
NporpaMMHOro NpoAykTa rno asTomMaTusaumm 4enonpons3BoACcTBEHHbIX NMpoLeccoB. YyacTBoBana B NpoeKTax no aBTomarmsawlmm
[OKyMeHToo60opoTa komnanum IKT, IBS, BecTb MeTa-TexHonorunu.

O6pasoBaHue:

OkoHuuna rOCYﬂ,apCTBEHHyK) aKageMuio ynpasieHnda UMeHU C.Opﬂ,)KOHVIKVIﬂ,Se, Kad)ep,pa AOKYyMeHTOBeAEHUA U JOKYMEHTALMOHHOIO
obecneyeHuns ynpasneHusa, OKyMeHTOoBeA, cneynanunct no VIHCbOpMaLl,I/IOHHbIM TEeXHOJ/1I0rMAM ynpasieHUA.

My6nukauum:

ABTOp 60nee 150 ny6nvMKauuii, B TOM YMChe cTaTell B XXypHanax «CnpaBoYHMK CEKpeTaps U opuc-meHegxepar, «CnpaBoYHUK
KagpoBurKay, «[lenonpon3BoacTBO», «CeKpeTapcKoe fenoy, «<YnpaBneHne nepcoHanom», «Cnyxba kagpos», «[ouck: oT npoekTa 4o
KfoYa» u ap.

CtpaHuua: 313 3
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