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y4ebHbI LeHTp 8 (800) 234-55-22 www.finkont.ru

AP hekTNBHOE AEN0NPOU3BOACTBO N OpraHmM3aLus
AOKYMEHTO060pOTa Ha rocygapCTBEHHOWM rpaXgaHCKON
(MyHMUMNANbHOW) cnyx6e

Ha Kypce paccMaTpuBaroTCA COBpEMEHHbIe TEXHOJIOTUKU paéOTbI C ynpaBnqueCKon ,D,OKyMeHTaLWIeﬁ B OpraHax FOCWJ,apCTBeHHOVI
n MyHVILI,VII'IaﬂbHOVI BJ1aCTn C y4eTOM HOBaLW 3aKoHOAATeNbCTBA.

[ata npoeegenus: 5 -8 Hosi6psi 2024 ¢ 10:00 o 17:30
ApTukyn: C110898

Bup, 06yuenus: Kypc noBbilleHus KBanmdukaumm

dopmat obyyeHun: OHnaitH-TpaHCIAUMA

Cpok obyueHus: 4 fHs

MpoponxutenbHocTb 06y4YeHus: 324yaca

CtouMocTb yyacTus: 43 800 py6.

[ns y4acTHUKOB NpefycMOTPeHo: MeToanueckunii MaTepumarn.

[lOKyMeHT no oKoH4YaHuu oby4eHmns: o ntoram obyyeHns cnyliaTenu, yCnewHo NpoLleaLline UTOroByto aTTecTaluto nNo nporpamMmme
06y4eHus, NoslyyatoT Y 4OCTOBEPEHME O MOBbILWEHUU KBanudukaumm B o6bemMe 32 4acos (B COOTBETCTBUM C NIULIEH3UEN Ha NpaBo
BefleHVsi 06pa3oBaTesibHON AesTeNbHOCTY, BblAaHHO [enapTaMeHToOM 06pa3oBaHusi U Hayku ropoga MockBbl).

Ilna koro npegHasHaveH

PykoBoauTenei n cneunanucToB Cny>K6 AOKYMEHTaLUUOHHOIro ob6ecrneyeHuns ynpaBreHus, 4eN0Npon3BoAMTENEN, apXMBapUyCoB,
CreLmanncToB MO KOHTPOJIHO UCTIONHEHWS MOPYYEHUIA OPraHoB rocyAapCTBEHHOM BMAaCTU U MECTHOrO CaMOoyrnpaBJieHus.

PesynbTaT 06y4YeHus

B pe3ynbTaTe 06yyeHUs: Ha Kypce ciyluaTenu:

e M3yyaT feicTBYyOLLEee 3aKOHOAATENBCTBO U HOPMATHBHbIE NPaBOBbIE aKTbl B chepe AeNonponsBoACTBa U apXMBHOIO Aena B
opraHax rocyfapCTBeHHOW BacT U MECTHOIO CaMOYNpaBJIeHUs, MpaBuia JOKYMEHTUPOBAHWSA U OpraHnsaumm paboTbl ¢
[OKYMeHTaMu, HOpMbI 1 MpaBunia BeAeHUs [eIoNpou3BOACTBA NO MUCbMEHHbBIM M YCTHbIM 06palLeHMsIM rpaXK aaH.

e CMoOryT co3flaBaTb OpraHM3aLMOHHO-PacnopsAMTeNbHYO0 AOKYMEHTALMUIO B COOTBETCTBUM C AENCTBYIOLMM 3aKOHOAATEIbCTBOM,
OCYLLECTBNATb 06pabOTKy NOCTyNaloLWEeN, BHYTPEHHEW U OTNPaBIAeMON JOKYMEHTaLUW, B TOM YUCNE C MPUMEHEHWNEM CUCTEM
3NIEKTPOHHOrO AOKYMEHTOO60POTa U MPUMEHEHNEM COBPEMEHHbIX MHHOPMALMOHHbBIX TEXHOMNOTUIA.

e YCOBEPLUEHCTBYIOT NPaKTUYECKMEe HaBbIKU COCTaBNeHUS U OPOPMIIEHUSI OCHOBHbIX BUOB YrNpaBAeHYECKUX AOKYMEHTOB; HaBbIKU
[esIoBOro CTUis NUcbMa npu NOAroTOBKE AOKYMEHTOB U B CIY)Xe6HOM Nepenuncke; HaBbIKM OpraH1M3aLumn TeKyLLEro
onepaTUBHOrO XpaHEHUsI JIOKYMEHTOB, pa3paboTKu U BeAeHUsi HOMEHKNATYpbl Aefl, MOAFOTOBKM fefl K apXMBHOMY XpaHEHUIO.

3TO MeponpusTUe MOXHO 3aKasaTb B KOPNopaTMBHOM GopmaTe (06yyeHne COTPYAHUKOB OJHOM KOMMNaHWK).

CtpaHuua: 113 3


http://www.finkont.ru

[TporpamMmma oby4yeHus

AeHb 1.

3akoHopaTeNlbHOe U-HOPMaTMBHO-METOAUYECKOE perynmpoBaHue AenonpousBoAcTBa.-3akoHoAaTe bHble akTbl. HopMaTuBHble
[OKyMeHTbI. ocypapcTBeHHbIe n-oTpacneBble cTaHAapTbl. MeToguyeckme pekomeHgaumm Pocapxmea. Beegenne NOCT P-UCO 15489-1-
2019 «HauuoHanbHbI ctaHaapT PO. Cuctema ctaHfapToB no-uHbopmMaLuuu, GU6NMoTed4HoMy U-nsgatenbckoMy feny. MHbopmauuma
N-AOKYMeHTauus. YnpasneHue fokymeHTaMu. Yactb-1. MoHATUA n-npuHumnnbl». TpeboBaHus FOCT K-3NEKTPOHHbIM LOKYMEHTaM.

OpraHu3auus cny)x6 JOKyMeHTaLMOHHOro o6ecrneyeHus ynpaeneHus (fenonpouseoacTea).41paBoBoi CTaTyC U-OpraHu3auns paboTbl
cnyx6 [10Y B-annapate ynpaBneHus. PasgeneHve Tpyha Mexay nogpasaeneHusamMm n-McnoiHuTensiMu. Tunosas fO/MKHOCTHas
MHCTPYKUUS.

TexHonorun AOKyMeHTaLMOHHOro o6ecrneyeHus ynpaeneHus.-O6LLve NpUHLUMbI OpraHM3aLmm JOKyMeHTO060poTa, UX-peanu3aums
B-AENCTBYIOLLMX rOCYAAapPCTBEHHbIX HOPMATUBHbIX JOKYMEHTax. ATanbl JOKyMeHToo6opoTa. CTpyKTypa 1-06Lasi XapakTepUcTuka
JIOKYMEHTOMNOTOKOB. O6bEM JOKYMEHTOO60POTA YUpPEXAEHUS. YUET KONIMYECTBA, PErNCTPaLMs JOKYMEHTOB.

JloKyMeHTUpOBaHue AeATeNbHOCTU OpraHoOB BNacTU.-OpurMHanbHOCTb, MOA/MHHOCTb, KOMUAHOCTb AOKYMEHTA. NEKTPOHHbIV OKYMEHT.
Knaccudmkauma gokymeHTtoB. FOCT P-7.0.97-2016 «CUBU[. OpraHu3aLmoHHo-pacnopaanTenbHas JoKyMeHTaums. Tpe6oBaHus
K-0(POPMNEHNIO [OKYMEHTOBY.

OeHb 2.

OdopmneHne fOKyMeHTOB.- pynnbl peKBM3UTOB JOKyMeHTa. CocTaB U-0hopMIIEHNE PEKBU3NTOB, 06ECTIEYNBAIOLLMX IOPUANYECKYIO CUY
LOKyMeHTa. Pas6op TUNUYHbIX OWMB0K Npy opopMeHnn o6sizaTeNlbHbIX PEKBU3UTOB AOKYMeHTa. MpakTuyeckasn pa6oTa
Nno-otopMEHNIO PEKBU3UTOB PasINYHbIX BUAOB JOKYMEHTOB.

0Oco6eHHOCTH COCTaBNEeHUs OTAE/IbHbIX BUAOB AOKYMEHTOB,-06pa3yoLLMXCA B-roCy4apCTBEHHOM YrpaBfieHUn U-rocyaapCTBEHHOM
rpaxxgaHckom cnyx6e. OhopMneHne opraHM3aLMoHHO-NPaBOBbIX AOKYMEHTOB. Tpe6oBaHUs K-6naHkaM. 13bIKOBble 0CO6EHHOCTH
LOKYMEHTOB: obMLManbHO-AEMN0BOM CTUIIb. TUMMYHbIE OLUMGKMN B-A3bIKE U-CTUSIE JOKYMEHTOB. PeflakTMpoBaHue TEKCTOB.

[loKyMeHTUpOBaH1e paboTbl KonnernanbHbIX OpraHoB.-OCO6eHHOCTU BefleHusi U-0hopMeHnsl MpoToKona. MNopsaoK NoAroTOBKM
NnpaBoBbIX aKTOB, 0HOPMIIEHUs pacnopaaUTENbHbIX JOKYMEHTOB. PEKOMeHAaLMK No-COCTaBIEHUIO TEKCTOB NMPaBOBbIX aKTOB
(nocTaHOBMEHUI, pacnoPsXKEHWIA, MPUKA30B).

OpraHu3aLusi KOHTPOJSA UCMOJIHEHUS LOKYMEHTOB M-TOpPyYeHuid.-Tpe6oBaHus, NpaBoBble akTbl, CPOKU. MeTofbl. ABTOMaTH3auus
npouecca. KoHTPOsb UCMONMHEHUS MOPYYeHUii rnaB cy6bekTa PO. KOHTPONb MCMONHEHUS 3anpoCoB M-06palleHuii fenyTaToB
locypapcTBeHHoOM JyMbl-P®, ynonHoMoueHHbIX nuL (No-NpaBam YenoBeka, pebeHka W-T.4.), AenyTaToB OpraHoB 3aKOHOAATeNbHOM
BnacTu cy6bekta PO. KOHTPOb UCMOMTHEHWS 3aNpOCcOB NPOKypaTypbl. OTBETCTBEHHOCTb 3a-HECBOEBPEMEHHYIO MOAFOTOBKY OTBETOB.

OeHb 3.

Pa6oTa rocyapcTBeHHbIX OPraHoOB C 06paLLeHNAMM FpaXkAaH. MopsaoK pacCMOTPEHMS MUCbMEHHbIX O6paLLeHnii rpaXxaaH,
3aKoHoAaTesIbHO-HOPMAaTUBHbIE aKTbl. TeXHOI0rMM paboTbl C 06paLleHUs MU FpaxaaH. TpeboBaHUs K COAEPXXaHMIO OTBETOB Ha
obpalleHust rpaxaaH. EanHbIi feHb npuema rpaxkgaH. OCo6eHHOCTU AeNONPOM3BOLCTBA U NOPSA0K paboTbl Ha nopTane CCTY.P®.

ONeKTPOHHbIN JOKYMEHTO060POT— HEO6XOAUMOE YCNIOBUE peann3aLumn rocy,apcTBEHHbIX MPOrpaMMm.-3n1eKTPOHHasA NoAMNUCH
n-ee-ICnonb3oBaHne B-A0KYMEHTOO60poTe opraHu3auuun. PaspaboTka JIHA opraHu3auum ans paboTbl C-91eKTPOHHBIMU JOKYMEHTaMMU.
OneKTPOHHbIe WabIoHbl JOKYMeHTOB. CoyeTaHne 31EKTPOHHOMO U-ByMaXHOro JOKYMeHTO060poTa. MNpakTMYecKmnii onbIT OpraHM3aLumnm
[OKYMEHTaLMOHHOro obecrneyeHns B-opraHax rocyjapcTBeHHon BnacTu. MHGopmaLmoHHbIi 06MeH B-paMKkax EfuHO cnuctembl
MEXBELOMCTBEHHOMO 3/IEKTPOHHOI0 B3anMoaencTans. 0CO6eHHOCTH LOKYMeHToo60poTa B-pamkax PrUC «EanHasa nHbopmaLlmoHHas
cucTema ynpasJieHUst KaApOBbIM COCTaBOM rocyjapCTBEHHON rpaXkaaHCKom Cry»6bl PO».

AeHb 4.

OpraHu3aLus XpaHeHns1 [OKYMEHTOB U-o6ecneyeHne Mx-coxpaHHoOCTU.-TIpaBuna opopmMseHus, cornacoBaHms U-yTBEPXKAEHMS
HOMeHKNaTypbl fien. Cpoku XxpaHeHns JOKyMeHTOB. Pa6oTa c-HoMeHknaTypoit aen B-ycnousix CO/,.

XpaHeHue AOKYMEHTOB U-Aen BA1epuop, UCMONTHEHUS.-XpaHEHE JOKYMEHTOB B-CTPYKTYPHbIX NOApasfeneHnsax yupexaeHus.
OTBETCTBEHHOCTb 3a-COXPAHHOCTb OOKYMEHTOB. Mopsaok Bbigavn OOKYMEHTOB BO-Bpe€MEeHHOe NnoJjib3oBaHue.

Moprotoeka u-epepgayva Aen B-apxme yupexxaeHus.-Y Hudvkaumsa TpeboBaHui K-genam, caaBaeMbiM B-apxuB. MNpukas 01-20.12.2019-T.
N-236 «O6-yTBEPXKAEHUN NEPEYHSI TUMOBbIX YNPaBeHYECKNX apXUBHbIX JOKYMEHTOB...». OCHOBHble Tpe6oBaHuWs K-hOpPMUPOBaHUIO Aer.
OdopMieHne 0610XKU Aen NOCTOSAHHOIO U-BPEMEHHOI0 XpaHeHusi. OcopMsieHMe onucK Aen CTPYKTYpPHOro noapasaenerus. EguHbie
Tpe60oBaHUs K-XpaHEHWIO LOKYMEHTOB B-Le/IONPON3BOACTBE U-B-apX1Be.

Pa3pa6oTka TeXHUYECKOro 3aflaHns NPoeKTa KOHTPaKTa Ha-apXuBHble ycnyru.-lopsaaoK NoAroTOBKU AOKYMEHTOB, pa3paboTKu
KpUTEPMEB OLIEHKMN 3aABOK Y4aCTHNKOB OTKPbITOro KOHKypCa Ha-3aKyrnKy apXuBHbIX ycnyr. OCo6eHHOCTU paboTbl 3aKkasunka
C-MCNOJTHUTENIEM apXMBHbIX YCIYT NPU KOHTPOJIe U-NpUueme yCnyr.

CtpaHuua: 2 M3 3



[lpenogaBaTenu

'PUTOPbLEBA Onbra BnagnmunpoBHa

3KcnepT B 0611acTW pa3paboTKM M1EKTPOHHbLIX KYPCOB U OpraHusauum AUCTaHLMOHHOro 06ydyeHuns Ha nporpammax [M0.
MpaKTWKYIOLLMIA FOPUCT, CeumanqcT no TpyAOBOMY NpaBy U BEAEHUIO AeNTONPOU3BOACTEA, C OMNbITOM roCcyAapCTBEHHOMN CIYX6bl U
NpoBeLEeHNs MPOBEPOK HOPUANYECKUX UL,

3KcnepT No 3aKoHoAaTeNbCTBY B chepe 06pa3oBaHus, y4acTBYHOLLMI B OpraHU3aLmm y4ebHoro npotecca, B TOM Y1cne B o61actu
3/1IEKTPOHHOI 0 0BYyYeHMs.

MMeeT onbIT NpoBeAeHNA NEKLMI U MPaKTUYECKUX 3aHATUI No HanpaBneHusam «06yyeHne nepcoHanar, «06pasoBaTenibHas opraHvMsaums
OMO».

KAPHAYXOB AnekcaHap Muxannosuy

KaHaupaT TeXHWYECKMX HayK, AoUeHT Kadeapbl MHDOPMATUKK 1 KOMMbIOTEPHbBIX TEXHONOIMI [opHoro yHuBepcuteTa (CITY), akcnepT no
BHEAPEHMWIO CUCTEM 3/IEKTPOHHOI0 AoKyMeHToo6opoTa (C3/).

MPEMOLOABATE/b
CneuuanucTbl LieHTpanbHoro MocypapcTBeHHOro apxusa CaHkT-leTepbypra.

CtpaHuua: 313 3


http://www.fcaudit.ru/training/teachers/grigoreva-olga-vladimirovna/
http://www.fcaudit.ru/training/teachers/karnaukhov-mikhail-aleksandrovich/

