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COBpeMeHHbIM dpXuB opraHn3auunn:. HOopmMaTuBbI, TEXHOJI0I NN,
aBTOMaTu3auund

B 2023 roay nsmeHunucb lNpaBuna opraHnsaummn XxpaHeH!Us, KOMMIEKTOBaHWSA, y4eTa U UCMONb30BaHWUA [OKYMEHTOB APXUBHOIO
doHpa Poccuitckonll depepaumnn n Apyrux apXmBHbIX JOKYMEHTOB B rOCYyapCTBEHHbIX OpraHax, opraHax MecTHOro
camoynpaBneHusi M opraHu3aumsix (YTB. npukasoM Pocapxusa oT 31.07.2023 No 77). B pamkax Kypca crylaTtenu nosyJyat nosiHyto
nHbopMaLmio No BOMPOCaM rocyfapCTBEHHOrO PEryiMpoBaHmns U 3aKOHOAaTeNbCTBa B apPXMBHOM Aesle, HayyaTcs OPOpMIIEHMIO
Aen Ans nepefayn Ha apxMBHOE XpaHeHue Noj pyKoBOACTBOM MpaKTUKYyLoLLero cneyuanucta focyaapcTBeHHOro Apxusa u
pa36epyTcsi B COXHbIX BONPOCaX 3/1EKTPOHHbIX apXMBOB.

Jata nposepeHusn: 7 -10 utona 2026 ¢ 10:00 go 17:30
ApTukyn: C113458

Bup, 06yuenus: Kypc noBbilleHus KBanmdukaumm

dopmart obyyeHuss: OHNaiH-TpaHCsAUMS

CpoK 06yyeHus: 4 fHs

MpopomkuTenbHoCcTb 06yyeHus: 32yaca

CtoumocTb yuacTtus: 53 800 py6.

[ins y4yacTHUKOB NpefycMOTPeHo: MeToAnYecKunii MaTepuar.

J[I0KyMeHT no oKoH4YaHuU obyyeHus: o nToram obyyeHusi cnyliaTenu, yCnewHo nNpoLleaLline UTOroByo aTTecTaLuto No NporpaMme
06y4eHus, MolyyatoT Y 4OCTOBEPEHME O NOBbILWEHUU KBanudukaumm B o6bemMe 32 4acos (B COOTBETCTBUM C NIULIEH3NEN Ha NpaBo
BefleHVsi o6pa3oBaTesibHON AesTeNbHOCTH, BblAaHHOM [enapTaMeHTOM 06pa3oBaHusi U Hayku ropoga MockBbl).

Ina Koro npegHasHayeH

PykoBoauTenein apxveoB NpeanpuaThii U opraHusaumii, npeacefatenieit U YNEHOB 3KCMEPTHbIX KOMUCCHUIA,
PYKOBOAWUTENENOTAENOBLOKYMEHTALMOHHOIO 06ecneyeHus yrpaBieHus, KaHLensapum, cekpetTapuaTa, ceKpeTapem, NoMOLLHUKOB
pykoBoauTenen, peepeHToB, NepcoHasbHbIX aCCUCTEHTOB, OpUC-MeHeAKEPOB, AeNONPOU3BOANTENEN, LOKYMEHTOBEAOB U apXUBUCTOB.

Lienb o6y4yeHus

e nepefaya HaBbIKOB MO OpraHM3aLuM COBPEMEHHOMO apXmMBa B KOMMaHUK;
e 03HAKOMJIEHWE C COBPEMEHHbIMU TPEGOBaHUSIMU K COXPAHHOCTU AOKYMEHTOB B OpraHusauuy;
e Tpe6oBaHUAMMU MO BEAEHMIO YYETHBIX JOKYMEHTOB apXuBa;

e nepefiaya HaBbIKOB MO COB/OAEHNIO OCHOBHbIX NPaBua paboTbl apXMBOB OpraHW3aLmii;

e MOPAAOK NPOBEAEHUS IKCNEPTU3 LLIEHHOCTN AOKYMEHTOB AJ11 apXUBHOMO XPaHEHWS;

o MOPSAOK CO3/aHUSA IKCMEPTHON KOMUCCUM.
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PesynbTaTt 06y4YeHus

B pe3ynbTaTe 06y4eHUs1 y4aCTHUKU Kypca NpUobpeTyT npakTUYecKue HaBbIKK:

e 0 OpraH13aLuy COBPEMEHHOro apXm1Ba B KOMMaHWW, OTBEYaOLLEro COBPEMEHHbIM Tpe6oBaHMAM 3aKOHO4ATeNIbCTBa;
e M0 COCTaB/NEHUIO NMPoeKTa Nprnkasa 06 opraHn3aLum 3KCNepTHON KOMUCCUK;

e M0 NpoLeaype nepesaym AOKYMEHTOB Ha XpaHEHWe B apxXmB OpraHusaLum;

e 0 OpraHM3aLMu NPOLIECCa YHUUTOXEHNUS JOKYMEHTOB C pas/iMyHbIMU CPOKaMU XpPaHEHUS;

e M0 COCTaBNEHMIO akTa 06 YHUUTOXEHUN fen apxXuBHOTro GOHA];

e 10 ohopMIIEHNE apXUBHOM CNPaBKMK;

e M0 B3aMMOAENCTBMIO apX1Ba OpraH13aLmi C KOHTPOSIMPYIOLLMMIM OpraHamu;

e M0 OpraHM3aLMy ayTCOPCUHIa apxXmBa: ero 4OCTOMHCTBAX U HeAOCTaTKaX;

e M0 OpraHM3aLMy CMEeLIaHHOro AOKYMEHTO060p0Ta B apXuBe KOMMaHuu.

3TO MeponpuATMe MOXHO 3aKasaTb B KOpNopaTMBHOM thopmaTe (06yyeHne COTPYAHUKOB OAHOM KOMMaHuu).

[TporpamMmma oby4yeHus

AeHb 1
HopmaTuBHO-MeTOoAMYEeCKas 6a3a No opraHM3aLum U BeAeHUIO apXMuBa.

AHanua nameHeHwuii MNMpaeun paboTbl apxuBoB opraHuaauuit (Mpukas Pocapxusa oT 31.07.2023 N2 77) «O6 yTBEP>KAEHWUM NpaBU
opraHvMsauumn XxpaHeHu s, KOMMNIEKTOBaHMS, y4eTa U UCNOoJIb30BaHUA [OKYMEHTOBY.

HopmaTtuBHo-npaBoBasi 6a3a apxmeHoro gena B P®. KommeHTapum k ®epepanbHoMy 3akoHy N2 125-03 ot 22.10.2004 «06 apxvBHOM
nene B PO». KoHTponb 3a cobniofeHneM 3akoHofaTebcTBa 06 apxMBHOM fene. Mopaaok npoBeAeHns NpoBepok. MpaxaaHCcKo-
npaBoBasi, aMMHUCTPATMBHAs W yroNoBHas OTBETCTBEHHOCTb CMeLUanmMcToB U pykoBoaMTeNs opraHusauuu. LtpadHbie caHkuuu.

MoHsiTMe apxuBa opraHu3auuu. Buabl apxmBoB. 3aKoHOAATENbHOE peryimpoBaHune paboTbl apxuBa. BaaumogencTeme ¢
rocyAapCcTBeHHbIMU apxuBamu. NpaBo CO6CTBEHHOCTH Ha JOKYMEHTbI, NepefaBaeMble B roCyAapCTBEHHbI apXuB.

Tpe6oBaHMs K MOMELL,EHUIO apXuBa. PeXVMbl XpaHEHUS! ,OKYMEHTOB: CBETOBOW, TEMNEPATYPHO-BIAXKHOCTHbIW, CAaHUTapHO-
TUrMeHNYecKUi, OXpaHHbIil. PaamelleHne AOKYMEHTOB B apXMBOXpaHUIIULLE, CPeACTBa XpaHeHus, TonorpadupoBaHue.

BefoMCTBEHHbI apXMB opraHM3aumu. Paspa6oTka NnosioXeHus 06 apxmMBe opraHusauum: 3agadu, byHKUWK, Npasa, 0653aHHOCTY.
MnaHvpoBaHWe paboTbl apxunBa, OpraHM3aLma Tpyaa. HopMaTuBbl BpeMeHu Ha paboThl B apxXyvBe.

KoMnneKkToBaHue apx1MBa fJOKyMeHTaMU CTPYKTYPHbIX NoApa3sgeneHunit. Buabl 4OKYMEHTOB M Ux 0cobeHHOCTU. Knaccudukauus n yuet
[OKYMeHTOB B apxuBe. MopsifoK Bblaauv Aen u3 xpaHuauia.

MpoBepKa HanMuuUs 1 COCTOSAHUSA [OKYMEHTOR B apxuBe. OpopmIieHne pe3ynbTaToB NpoBepku. OTBETCTBEHHOCTb 3@ COCTOSIHUE
[OKYMeHTaunoHHoro goHaa.

MopaAoK NpoBeAeHNs IKCNepTU3bl LLEHHOCTU AOKYMEHTOB B OpraHu3aumu. PaspaboTka NonoXeHns 06 3KCNepTHOi KoMuccum
opraHusaumm: 3agauu, GyHKLUK, NOpsSAoK paboTbl. TUNOBbIE M BEAOMCTBEHHbIE NepeyYHn JOKYMEHTOB C yKa3aHWEM CPOKOB UX XPaHEHHUS.
M3MeHeHust HopMaTUBHO 6a3bl. MopsAOK NpoBefeHNs U 0POPMIEHUA Pe3yNibTaToB IKCMEPTUSbI LLEHHOCTU A0KYMeHTOB. CocTaBneHne
aKTa 0 BblAeNeHUN K YHUUTOXEHMIO [JOKYMEHTOB, He MOAJEeXaLLMX XpaHeHuto. MopsAaoK YHUUTOXEHUS Aefl, B TOM Yuchie LOKYMEHTOB
orpaHM4YeHHOro JgocTyna.

HOeHb 2

OCHOBHbIe y4yeTHble AOKYMEHTbI apxuBa. CocTaBNeHue onucen, Aesl NOCTOSHHOMO XPaHEeHUS U Mo IMYHOMY cocTaBy. CucTemMaTu3aums
Zen B onucsx. CocTasneHune npeamcnosus K onucu. OhopmeHune TUTYNIbHOTro ucta. OCO6EHHOCTU COCTaBIEHUSA ONUCKU U
dhopmMupoBaHue fen. CocTaBneHue nacnopTa apxvMea opraHusaumn.

OcHoBHble Tpe6oBaHusA K popmMupoBaHmio U opopmMneHuio aen. Hymepauus, NUCT-3aBepuTenb Aena, 0610XxKa, nepenneT. MpuHLmUnbI
dhopMupoBaHus fen. TUNUYHbIE HapyLUEHWS.

KoHTponb Hap BefieHUeM Aen B feNIoNPoM3BOACTBE CTPYKTYPHbIX Nofpa3AesieHnit apXuBHOM cyxX60ii opraHusauuu. Mopsaok
nepegaqu fen B BEAOMCTBEHHbIN apxuB. CocTaBneHue CAaTOYHOI onucy gen.
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HomeHknaTtypa aen opraHusaumuu. CTpyKTypa, cUCTEMATM3aLNs, COCTaBHble YacTU HOMeHKNaTypbl aen. CocTaBneHne BBeAEHMS,
odopmMneHne UToroBoi 3anmcu. OCO6eHHOCTU COCTaBIIEHUS HOMEHKNATYPbI Aes AN1A Pa3/IMYHbIX OpraHn3auuii. TUNnYHbIe OWNGKMN.
CornacoBaHWe HOMEHKNATYpPbI ieN1 C FoCyAapCTBEHHbIM apxXMBOM. NepeyeHb TUMOBbIX apXMBHbIX JJOKYMEHTOB, 06Pa3yoLLMXCA B HAy4HO-
TEXHUYECKOMN U MPOU3BOACTBEHHOI AeATENbHOCTYU OpraHu3aLuii, C ykazaHMeM CPOKOB UX XpaHeHus (peructpauus B MuHtocte
Pernctpauus 06.06.2020). AHanns NpMMEHEHUs 1 ONpeaeneHns CPOKOB XpaHeHWs. AHann3 CTPYKTYpbl MepeyHs.-

MoaroToeka Aen K nepefaye Ha rocyaapcTBeHHOe XpaHeHue. CocTaB/ieHVe UCTOPUYECKON CMPaBKK K AOKYMEHTaM.

Mcnonb3oBaHue JOKYMEHTOB apxuBa. Bbigaya AOKYMEHTOB BO BpeMeHHOe nosib3oBaHue. CocTaBneHne 1 Bblaya apxMBHbIX CMIPaBOK.
NHbopMaumoHHO-cnpaBoYHas paboTa C JOKyMeHTaMM apxuBa.

OeHb 3-4

MoHsATUe NpoeKTa, 3Tanbl NPOEKTa, MeToAuKa BHeapeHus CI/], pbIHOK 3/IeKTPOHHOIO JOKYMEHTO0060poTa U apxmBa, 0CO6eHHOCTU
AenonpousBojcTBa B ycnoeusix C3/:

KpuTtepumn Bbi6opa cUCTeMbl 91eKTPOHHOI0 JOKYMeHToo60poTa. JlocTOMHCTBA U cneuudmrKa pasfiuyHOro NporpaMMHoOro o6ecneyeHus.
CoBpeMeHHas npakTuka u oueHka kadyectea C3/1. O6ocHoBaHMe Bbl6opa onTuMasbHoro BapuaHTa CO/[l. AHanus pbiHka C3/ u
npeanoXeHWin BEHAEPOB MO peanusauun Tpe6oBaHU 6U3Hec-Nonb3oBaTenein. Cnocobbl U HIOAHCbI MHTErpaLuy pasnnuyYHbIX NPUIOXEHNUI
B pamKax BblbpaHHoi C3/1. MeToauka 1M npakTU4eckmMe peKoMeHAaLnK No BbISIBEHUIO NTYYLUUX AN1S CBOEW KOMNaHum BapuaHToB CO/,.

WHdopmaLmuoHHas 6e3onacHOCTb B CUCTEME 3/IEKTPOHHOIO JOKyMeHToo60opoTa opraHu3auumn. O6ecrneyeHne KOHhUAEHUUANbHOCTY,
OOCTYMHOCTU U LLeNOCTHOCTU AO0KYMeHTOB B CO/. 3alymTa nepcoHanbHbIX AaHHbIX B COOTBETCTBMM ¢ D3 N2 152,

HoBble TeXHONOrMn B NPUMEHEHUN CUCTEM IEKTPOHHOTO AOKYMeHToo60poTa Ha npeanpuaTum. Npobnemsl uHTerpaumn C3/M B
MH(OpPMaLMOHHOE MPOCTPaHCTBO KoMNaHun. CoBpemeHHoe BuaeHune KUC.

MpakTU4yeckne BoNpocbl BHeAPEHUA JIEKTPOHHOI0 JOKYMEHTO060poTa B opraHusaLm. AHann3 JlyyLnx NpakTUK POCCUIMCKMX
KoMnaHui no acdekTMBHOMY BHeAPEHUIO 1 aKcnyaTauum CO/.

MpakTuyeckune BONpocbl CO3AaHUA U UCMOJSIb30BAHUA ANIEKTPOHHbIX apXMBOB OpraH13aLuu. I'Ipo6neMb| WU pelieHud.

3afaun apxMBHOro XpaHeHust MHdopmauun. HGopMaLMOHHbIE TEXHONOMMK B apXMBHOM XpaHeHun. CucTeMbl aBTOMaTU3auum paboTbl
apXMBOB 1 3/1EKTPOHHbIE apXMBblI.

HopmaTtuBHo-npaBoBasi 6a3a no pa6oTe ¢ 3Ne€KTPOHHbIMU JOKYMEHTaMU. TEPMUHbI U OnpesieNieHns.

OcobeHHOCTH pa60TbI C /IEKTPOHHbIMU AOKYMEHTaMU: Co3aHune, npugaHune IOpVI,D,M‘-IeCKOI?I CuUnbl, UCNonHeHune, onepatnBHOE XpaHeHMe.
3KCﬂepTI/I3a LLEHHOCTUN 3JIEKTPOHHbIX AOKYMEHTOB. MeToabl YHUYTOXXEHUA 9NNEKTPOHHbIX AOKYMEHTOB.

Mopspok NoAroToBKU U Nepepava 3MeKTPOHHbIX AOKYMEHTOB Ha apXuBHOe XpaHeHue. OnucaHue AOKYMEHTOB Ha 3JIEKTPOHHbIX
HocutTenax. OpFaHVI3aLJ,VIF| yyeTa 3JIEKTPOHHbIX AOKYMEHTOB. 0O6ecrnevyeHus AYTEHTUYHOCTHU (HO}ZUWIHHOCTVI) ONIEKTPOHHbIX JOKYMEHTOB.
O6ecneyeHune COXPaHHOCTU AOKYMEHTOB Ha 3JIEKTPOHHbIX HOCUTENAX.

MpUHUMNbI CO3AaHUA ANEKTPOHHOr0 apXUBa OpraHU3aLuu. Buabl 31eKTPOHHbIX apxMBOoB. CNocobbl M aTanbl CO34aHUA 3NEKTPOHHbIX
apx1BoB. OyHKLUMOHaNbHbIE COCTaBNAOLME. YNpaBneHWe CTPYKTYpOi apxuBea.

0630p CyLLeCTBYIOLLMX PeLUeHuil AN1Sl 3NEeKTPOHHbIX apXMBOB. 3aKOHOMEPHOCTM U3MEHEHUS 9KOHOMUYECKOW 3P HEKTUBHOCTH Npu
MCMOb30BaHUM 3NEKTPOHHbBIX apXMBOB.

[lpenogaBaTenu

MOJIOYHWUKOB Munxann AnekcaHapoBuy

PykoBoguTenb genapTtaMeHTa BHeApPEeHUs VIH(bOpMaLI,VIOHHbIX CUCTEM U CUCTEM ,D,OKyMeHTOO60p0Ta C 15-neTHUM OrbITOM pa6OTbI B
oTpacnu.

MPEMNOLABATESb
CneuuwanucTtbl LeHTpanbHoro MNocypapctBeHHoro apxusa CaHkT-lMeTepbypra.
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