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ONEKTPOHHbIN apXnB OpraHn3aLuun: cobnoaeHne TpedboBaHui,
NpaKTU4YecKne BONpPoChl OpraHmM3aLum n TEXHUYECKOro
obecneyvyeHus

Ha ceMuHape paccmaTpuBaeTcs coBpeMeHHasi paBoBas 6a3a, ycTaHaB/MBatoLas Tpe6oBaHNUsA K CUCTEMAaM XpaHeHUs!
3NEeKTPOHHbIX JOKYMeHTOB (CX3/[1), BHeAPEHME M NPUMEHEHME COBPEMEHHbIX aBTOMATU3UPOBAHHBIX U LIMPPOBbLIX TEXHOMOMUH,
opraHv3aums XpaHeHWs: apXUBHbIX 3N1EKTPOHHbIX JOKYMEHTOB.

Jata nposepeHusn: OTKpbiTas gata

Bup o6yyeHus: CemuHap

dopmart obyyeHus: [IHeBHOWM

Cpok obyuyeHus: 1 fieHb
MpoaomkuTenbHoCTb 06yyeHus: 8uacos

MecTo npoBefeHus: r. MockBa, yn. 3onoTas, 4. 11, 6usHec-LeHTp «30/10To», 5 3Tax. BceM yyacTHMKAM BbicblnaeTcs noApobHas cxema
npoesja Ha ceMuHap.

JAns y4acTHUKOB NpelyCMOTPEHO:

MeToaunyeckmit MaTepmarn, Kode-naysbl.

[lOKYMeHT Mo oKOH4YaHuM 06ydeHus: CepTudukaT 06 ydacTum B ceMUHape.

Ina Koro npegHasHayeH

PykoBoguTeneit apXxMBoB NPeanpuaTUA U OpraH13aLnii pa3finiHbIX OpraHU3aLMoHHO-NPaBOBbIX GOPM, pyKoBoguTeneit cnyxeé 0V,
COTPYAHWKOB KaHLENApUM, cekpeTapmaTa, 06LLMX OTAENOB, CEKpeTapen, MOMOLLHUKOB PYKOBOAUTeNEN, pecepeHTOoB, NepcoHalbHbIX
acCUCTEHTOB, 0(UC-MeHeXepoB, AeNONPOU3BOAUTENEN, LOKYMEHTOBEAOB M apXMBapuyCcoB, PyKOBOLMUTENEH U COTPYAHUKOB CIYXK6
aBToMaTtusauum (IT-cnyx6), BHeAPSAIOLWMX UIIM MOAEPHUSUPYIOLLMX 9N1EKTPOHHbLIN apXMB OpraHu3aLuu.

Llenb o6y4yeHus

[MonyunTb pasbACHEHUA K NocnegHUM HOPMATUBHbIM JOKYMEHTAM U NpakTUYecKue peKoMeHgaLmm rno opraHMsauum apxXuBHoro
XpaHeHUA 3NIEKTPOHHbIX AOKYMEHTOB B OpraHn3auunax no6oro Tuna.

Pe3ynbTaTt 06y4YeHus

CtpaHuua: 113 3
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B pe3synbTaTe 06y4eHUs1 y4aCTHUKU Kypca NpuobpeTyT npakTUyecKue HaBbIKK:

o [lo BHeapeHuto MHCbOpMaLl,MOHHbIX TEXHONOIMNI B fleATENIbHOCTb apXuBa, MPUMEHEHUIO NPUKIAAHOro NporpaMMHOro
obecneyeHnsa n CpaBHUTENIbHOIo aHanM3a NporpaMMHbIX NPOAYKTOB AJ1A MOUCKa ONTUMaNbHOIo peLeHus.
o [lo opraHusaLmm XxpaHeHUs apXnBHbIX 3N1EKTPOHHbIX JOKYMEHTOB.

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

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

e Cneymnanuct no opraHnM3aunoHHOMY U AOKYMeHTauNOHHOMY obecneyeHunto ynpasiieHusa OpI'aHVI3aLI.VIel7I

[TporpamMmma oby4yeHus

KomMmnnekToBaHue, apxMBHOe XpaHeHue, YHUUTOXKEeHUE I/IEKTPOHHbIX JOKYMEHTOB.

e PerynvpoBaHue apxMBHOIO XpaHeHWs1 [OKYMEHTOB B 3/1eKTPOHHOMN hopme. [oHSATUE «apXMUB 3N1EKTPOHHBIX JoKyMeHToB». [OCT P UICO
30300-2015,TOCT P 7.1.101-2018/1CO 30301:2011 u ap. MNpukas Pocapxuea oT 31 utonsa 2023 r. N 77. (3KCNepTHbI KOMMEHTapui).
MepcnekTuBbI pa3BUTUS HOPMATUBHON 6a3bl.

e Tpe60oBaHUsA K apxMBHOMY XxpaHeHuto 3. yHKLMOHaNbHble TPE60BaHUS K cUCTeMaM XpaHeHust 3. AyTEHTUYHOCTb, AOCTOBEPHOCTb,
LLeNIoCTHOCTb, NPUrOAHOCTb ANst UCMONb30BaHus D1 TEXHOMOMMM 3aLUThI; TEXHOOrMU 06ecrneyeHust 1O0NroBpeEMEHHOW COXpaHHOCTH
9[; noaaep>Kka MUrpaLmmn u KoHeepTauuy; GopmaTbl XpaHeHus.

e CTaHAapTbl, pyKOBOACTBA U MeToAMYecKue pekoMeHaunm. OcCo6eHHOCTM 3KCNEPTU3bI LLEHHOCTM 3/1EKTPOHHbIX JOKYMEHTOB.
YHUUTOXEHWE 3NEKTPOHHbIX JOKYMEHTOB.

e [loaxoAbl K OpraHn3aLuny apxMBHOIO XpaHEHNUs 3NIEKTPOHHbIX JJOKYMEHTOB.

TexHonorum cospaHus 3/IeKTPOHHOIO apXuBa u 3/IEKTPOHHOIO XpaHeHUs AOKYMEHTOB.

¢ Oumdposka 6ymarkHoro apxvea. LienecoobpasHocTb 1 nepcnekTnBbl OLUPPOBKN. INEKTPOHHbIN Jy6IMKaT apXMBHOTO JOKYMEHTa.
KoHBepTaLua OKYMEHTOB. NeKTPOHHble Ay6/IMKaTbl AOKYMEHTOB Ha 6yMaXKHOM HocuTene. MNepeBog JOKYMEHTOB B 3/IEKTPOHHYHO
tbopmy (ckaHMpoBaHMWe, pacno3HaBaHue, MAEHTUGUKALUA U MapKUMPOBKa). NpuaaHue lopuandeckon aHauumocTu /.

o OpraHusauus npouecca nepegaym oundpoBaHHbIX JOKYMEHTOB.

o XpaHeHune ouMbpoBaHHbIX JOKYMEHTOB Ha PU3NYECKM 060COGSIEHHBIX HOCUTENAX 3anucK, B cocTaBe MHMOPMaLMOHHON CUCTEMBbI
3/IEKTPOHHOrO apxusa.

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

[lpenogaBaTenu

MBAHOBA Jlapuca AHaTonbeBHa

9KCnepT-NPaKTUK C 25-1€THUM OMbITOM NpernoAaBaTe/IbCKON U afMUHUCTPaTUBHO-yNpaBieHYeckoi paboTbl B KPYMHbIX KOMMEPYECKUX U
rocyfapCTBEHHbIX CTPYKTYpax, BeAyLUMUIA 3KCNepT No JOKYMEeHTO060poTy hupMbl «1C».

HNOPOHWNHA Jlapuca AnekceeBHa

KaHAamnaaT aKOHOMUYECKMX HayK, AOLEHT Kadeapbl rocyAapCTBeHHOro ynpasneHus u Kagposoi nonutukn MIYY MpasutenscTea
MocCKBbI, aBTOp y4e6HbIX MOCO6MI MO JOKYMEHTOBEAEHUIO, IKCTEPT HaumoHanbHoi accoumauum opuCHbIX CNeLmanncTos 1
aAMUHUCTPATUBHbIX paboTHUKOB Npw MpesuaeHTe Poccuiickorn defepavm, copaspaboTumk NpodeccMoHalbHbIX CTaHAAPTOB.

Cdepa npoeccMoHanbHbIX MHTEPECOB:

MpodeccnoHanbHble KOMMNETEHLUKU: ONTUMMN3aLUs 6U3HeC-NPOLIECCOB NpeanpuATUS, pa3paboTka HOPMATUBHbIX MaTepnanos no
[OKYMEHTUPOBaHUIO YyNpaBfeHYeCKOoM AesiTeNbHOCTH, ayAUT KafpoBOro Aenonpon3BoACTBa, KOHCYbTUPOBaHWE Mo BbIGoOpy
nporpaMMHOro NpoAyKTa no aBTomMaTmsauum AenonpoM3BoACTBEHHbIX MPOLLECCOB. YyacTBOBana B NpoekTax no asToMaTusawmm
[OKyMeHToo60opoTa komnanum IKT, IBS, BecTb MeTa-TexHonorunu.

CtpaHuua: 2 M3 3
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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.

CtpaHuua: 313 3



