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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: C113457

Bup, 06yuenus: Kypc noBbilleHus KBanmdukaumm
dopmart obyyeHus: [IHeBHOW

CpoK 06yyeHus: 4 fHs

MpopomkuTenbHoCcTb 06yyeHus: 32yaca

MecTo npoBepeHusi: . CaHkT-MeTepbypr, JIMroBckuii npocnekT, 266¢1, BusHec LieHTp Mpembep Jvra (3 ovepefb), 4 aTax, Us nudTa
HanpaBo. CTaHuun MeTpo «MOCKOBCKME BOPOTa», « TEXHONOrMYECKUA NHCTUTYT», «OBBOAHbBIN KaHan».

CtoumocTb yuacTus: 53 800 py6.
[Ans y4acTHMKOB NpelyCMOTpPEHO:

MeToanueckuin matepuan, kode-naysbl.

J[IOKYMEeHT Nno oKOHYaHuM 06yyeHuns: o nToram obyyeHus cnyliaTenu, yCnewHo npoLieaLline UTOroByo aTTeCTaLuIo No NporpaMmme
06y4yeHus, MoslyyatoT Y ,0CTOBepeHME O NOBbIWEHUN KBanudukaumm B o6bemMe 32 4acos (B COOTBETCTBUM C NIULIEH3UEN Ha NpaBo
BefeHVs 06pa3oBaTeNibHON AeATeNbHOCTH, BblAaHHOM [enapTaMeHToM 06pasoBaHus U Hayku ropoaa Mocksbl).

Ina Koro npegHasHayeH

PyKOBOAMTeJ’IeI?I apxuBoB npep,npmmm?l n OpFaHI/I3aLI,MI7I, npep,ce,u,aTenePl N 4NeHOB 3KCNePTHbIX KOMMCCUHI,
pyKOBO,D,VITe!'IeVIOTp,eﬂOB}J,OKyMeHTaLWIOHHOFO obecrnevyeHus ynpaBneHua, KaHUuendapum, cekpetapumara, cereTapeVl, NOMOLLHUKOB
pyKOBO,D,I/ITe!'IeVI, ped)epeHTOB, NnepCcoHaNbHbIX aCCUCTEHTOB, Od)VIC-MEHEﬂ,)KepOB, AeﬂOI‘IpOVISBOD,VITeneVI, AOKYMEHTOBELOB N apXUBUCTOB.

Lienb o6y4yeHus

e Nepenadya HaBbIKOB MO opraHn3aunm CoBpeMeHHOro apxmea B KOMnaHuu;
e O3HaAKOMJieHue c coBpeMeHHbIMU Tp96OBaHMﬂMM K COXpaHHOCTWU AOKYMEHTOB B OpraHusauunu,;
. TpGﬁOBaHVIHMVI Nno BeAeHUK YYETHbIX JOKYMEHTOB apXunBa;

CtpaHuua: 113 3


mailto:seminar@finkont.ru
http://tst4.finkont.ru

e Mnepefaya HaBblKOB N0 COBNIOAEHNIO OCHOBHbIX NPaBuS paboTbl apXMBOB OpraHuU3aLuii;
¢ MOPAAOK NPOBeAEHNSA 9KCNEPTU3 LLIeHHOCTN AOKYMEHTOB AJ151 apXUBHOMO XpaHeHWs;
e MOPAAOK CO3[aHUA IKCMEPTHOW KOMUCCUN.

PesynbTaT 06y4YeHus

B pe3ynbTaTe 06yyeHNst y4aCTHUKM Kypca NPpMO6peTyT NpaKTUYecKne HaBbIKU:

e 0 OpraHM3aLMy COBPEMEHHOMO apXvMBa B KOMMaHUW, OTBEYAOLLEro COBPEMEHHBIM TPe6OBaHUAM 3aKOHOATENbCTBa;
e M0 COCTaB/EHMIO MPOEKTa NpKKasa 06 opraHnsaLum aKCNepTHON KOMUCCUK;

e M0 MpoLeaype nepefayn AOKYMEHTOB Ha XpaHEHWE B apXMB OpraHusaLuy;

e M0 OpraHM3aLMu NPOLLIECCa YHUYTOXEHNS LJOKYMEHTOB C Pas/iMyHbIMU CPOKaMU XpPaHEHUS;

e 0 COCTaBEHMIO aKTa 06 YHUUTOXKEHUN e apXUBHOTro GOHA];

¢ 10 oopMIIeHNE apXUBHOI CTNIPaBKY;

e M0 B3aMMOAENCTBMIO apX1Ba OpraHW3aLMn C KOHTPOSIMPYIOLLMMY OpraHamu;

e M0 OpraHM3aLuy ayTCOPCUHra apxXmBa: ero AOCTOMHCTBAX U HeAoCTaTKax;

e 10 OpraHM3aLum CMeLaHHOro JOKyMeHTOo060poTa B apxmBe KOMMaHUu.

9TO MeponpuaTMe MOXHO 3aKa3aTb B KOpnopaTuBHoOM opmaTe (06y4eHne COTPYAHUKOB OJHOM KOMMaHuu).

[TporpamMmma oby4yeHus

OeHb 1
HopmaTtuBHO-MeToauuyeckas 6a3a Nno opraHU3aLmn U BeAeHUIO apXUBa.

AHanus nameHeHu MpaBun pa6oTbl apxuBOB opraHusauuii (Mpukas Pocapxuea oT 31.07.2023 N2 77) «O6 yTBepXXAeHUM NpaBun
opraHusaLumn XpaHeHUs], KOMMNJIEKTOBaHUS, yyeTa 1 UCMOoSIb30BaHNA JOKYMEHTOBY.

HopmaTuBHo-npaBoBas 6a3a apxuBHoro gena B PO. KommeHTapum k GepepanbHomy 3akoHy N2 125-03 o1 22.10.2004 «06 apxuBHOM
nene B PO». KoHTponb 3a cobntofieHnem 3akoHogaTenbcTea 06 apxMBHOM gene. Mopsafok npoBeaeHns NpoBepok. 'paxaaHcKo-
npaBoBas, aAMUHUCTPaTVBHasA W YroNoBHasi OTBETCTBEHHOCTb CNELMannucToB U PyKoBoAMTENA opraHusaumuu. LLUitpadHblie caHkumm.

MoHsaTHe apxuBa opraHusaumu. Buabl apxuBoB. 3aKoHoAaTENIbHOE peryiMpoBaHne paboTbl apxmBa. Baaumogeincrene ¢
rocyfapCcTBeHHbIMU apxuBamu. NpaBo CO6CTBEHHOCTU Ha AOKYMEHTbI, MepefiaBaeMble B rocyjapCTBEHHbIN apXuB.

Tpe6oBaHMs K NOMELL,EHUIO apXUBa. PeXXMMbl XpaHeH!s! JOKYMEHTOB: CBETOBOIA, TEMMNepaTypPHO-BaXKHOCTHbI, CAaHUTapHO-
TMrMeHNYecKUi, OXpaHHbIil. PaamelleHne AOKYMEHTOB B apXMBOXpaHUIIULLE, CPeACTBa XpaHeHus, TonorpaduposaHue.

BeJOMCTBEHHbIi1 apXx1B opraHu3auumn. PaspaboTka NnonoxeHuss 06 apxmee opraHusauuu: 3agadu, GyHKUMK, npaea, 0693aHHOCTY.
MnaHupoBaHue paboTbl apxvBa, OpraHusaums Tpyaa. HopmaTuebl BpeMeHUM Ha paboTbl B apXUBeE.

KomnnekToBaHue apxuBa JOKyMeHTaMU CTPYKTYPHbIX Nogpa3aeneHunii. Buabl AOKYMEHTOB U Ux 0cobeHHOCTU. Knaccudukaums n yyet
[OKYMEHTOB B apxuBe. [1opsfoK Bblgauv Aen U3 XxpaHunuiua.

MpoBepKa HaNMuYUsA 1 COCTOSHUSA JOKYMEHTOB B apxuBe. OpopmieHune pe3ynbTaToB NpoBepku. OTBETCTBEHHOCTb 3@ COCTOAHME
[OKYMEHTaLMOHHOro poHzAa.

MopsifoK NpoBeAeHNs IKCNEPTU3bl LLEHHOCTH JOKYMEHTOB B OpraHu3auuu. Pa3paboTka nosioXXeHusi 06 3KCNepTHON KoMuccum
opraHv3aumu: 3agauu, GyHKLUKM, NopsaoK pa6oTbl. TUMOBbLIE M BEAOMCTBEHHbIE NEPeYHU JOKYMEHTOB C yKa3aHWEM CPOKOB UX XPaHEHWS.
M3MeHeHus HopMaTUBHO 6a3bl. MopAAoK NpoBeAeHUs U 0POPMIEHUA pesy/ibTaToB 3KCMEPTUSbI LLEHHOCTM A0KYMeHToB. CocTaBfeHne
aKTa O BblAeNIEHUN K YHUUTOXXEHUIO JOKYMEHTOB, He NoA/exallmx XpaHeHuto. MopsgoK YHUUTOXEHUS Aesl, B TOM YKC/e JOKYMEHTOB
OrpaHWYeHHOro AoCTyna.

AeHb 2

OCHOEBHbIE YYeTHble AOKYMEHTbI apxuBa. CoCTaB/IeHMe ONnceN, e/l MOCTOSIHHOTO XpaHeHUs U Mo JINYHOMY cocTaBy. CucTeMaTnaaums
nen B onucax. CocTasreHne npeamcnosms K onuck. OhopmneHne TUTYbHOO ncTa. 0CO6eHHOCTU COCTaB/IEHNUS OMUCK U
topmupoBaHue gen. CocTaeneHne nacnopra apxmea opraHusaLumm.
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OCHOBHble Tpe6oBaHMA K (POpMUPOBaHMIO U oopMIIeHMIO Aen. Hymepauus, TMcT-3aBepuTeNb Aena, 06/10XKa, nepeneT. MNpuHumnbl
dhopmupoBaHusi fen. TUNUYHbIE HapyLLEHWSI.

KoHTponb Hap, BeieHneM fien B Ae/IoNPOM3BOACTBE CTPYKTYPHbIX NoApa3faeneHunit apxmBHoi cnyx6oii opraHusauuu. MNopsaok
nepefauv fen B BEAOMCTBEHHbIV apxuB. CocTaBneHve cAaTo4HON onncK gen.

HomeHknaTtypa aen opraHusauuu. CTpyKTypa, cUCTEMATM3aLns, COCTaBHble YacTU HOMeHKNaTypbl aen. CoctaBneHne BBeAEHMS,
odbopmneHne UToroBoi 3anmcu. OCO6eHHOCTU COCTaBIIEHUS HOMEHKNATYPbI Aef ANA Pa3/INYHbIX OpraHn3auuii. TUNnYHbIe OWNGKN.
CornacoBaHWe HOMEHKNATYpPbI ieN1 C FOCYAapCTBEHHbIM apxMBOM. epeyeHb TUMOBbIX apXMBHbIX JJOKYMEHTOB, 06Pa3yoLLMXCA B HAy4HO-
TEXHUYECKOM M NPOU3BOACTBEHHON AEATENbHOCTY OpraHU3aLuii, C yKa3aHWeM CPOKOB MX XpaHeHus (peructpauusa B MuHiocTe
Pernctpauus 06.06.2020). AHanns NpMMEHEHUs 1 ONpeAeeHNst CPOKOB XpaHeHWs. AHann3 CTPYKTypbl MepeyHs.-

MoaroToBka aen K nepepavye Ha rocyfaapcTBeHHoe XpaHeHue. CocTaBneHuve MCTOpW-IeCKOI?I CrnpaBkKU K LOKYMEHTaM.

WUcnonb3oBaHue AOKYMEHTOB apXuBa. Bbigaya JOKYMEHTOB BO BpeMeHHOoe Nnosb3oBaHne. CocTaBfieHWE U BblAadya apXMBHbIX CNIPpaBoK.
NHbopMaumMoHHO-cnipaBoYHast paboTa ¢ JOKYMeHTaMu apXuBa.

OeHb 3-4

MoHATHe NpoeKTa, aTanbl NPoeKTa, MeToAuKa BHeapeHUs CI/], pbIHOK 3/1IEKTPOHHOIO JOKYMEHTO0060poTa U apXMBa, 0CO6eHHOCTH
AenonpousBogcTea B ycnosusix COA:

KpuTtepumn Bbi6opa cUCTeMbl 91eKTPOHHOI0 JOKYMeHToo60poTa. JloCTOMHCTBA U cneuudmKa pasfIuiHOro NporpaMMHoOro o6ecneyeHus.
CoBpeMeHHasn npakTuka u oueHka kadyectsa C3/1. O6ocHoBaHMe Bbi6opa onTuMasbHoro BapuaHta CO/[l. AHanus pbiHka CO/ u
npeasioXeHWin BEHAEPOB MO peanusauun Tpe6oBaHU 6U3Hec-Nonb3oBaTeneil. Cnocobbl U HIAHCbI MHTErpaLuy pasnnyHbIX NPUIOXEHNUI
B pamkax Bbl6paHHoi C3/]. MeToAMKa 1 NpaKTUYECKME PEKOMEHAALIMU MO BbIABNEHWIO NyYLUKX A5t CBOeW KOMMaHuv BapuaHTos C3/,.

WHdopmaumoHHas 6e3onacHOCTb B CUCTEMeE 3/IEKTPOHHOIO JOKyMeHToo60opoTa opraHu3auumn. O6ecrneyeHne KOHbUAEHUUANbHOCTY,
OOCTYMHOCTU U LLeNOCTHOCTM A0KYMeHTOB B CO/. 3alymTa nepcoHanbHbIX AaHHbIX B cOOTBETCTBMM ¢ D3 N2 152.

HoBble TexHONOrMn B NPUMEHEHUN CUCTEM 3JIEKTPOHHOIO AOKYyMeHToo60poTa Ha npeanpuaTum. Npobnemsl nHTerpaumn C3/M B
MH(OpPMaLMOHHOE MPOCTPaHCTBO KoMMNaHun. CoBpemeHHoe BuaeHune KUC.

MpaKTUyeckue BONpocbl BHEAPEHUSA IeKTPOHHOIr0 AOKYMEeHTo060poTa B oOpraHM3aLuuu. AHann3s nyyimnx NpakTMK POCCUNCKUX
KoMMaHui no acddekTMBHOMY BHeApeHUIO 1 akcnnyaTauuv CI/.

MpakTuyeckune BOnNpocbl CO3AaHUA U UCMOJSIb30BAHUA INIEKTPOHHbIX apXMBOB OpraHu3aLuu. I'Ipo6neMb| WU pellieHud.

3apaum apxuBHOro xpaHeHust Hdopmauum. MiHbopMaLMOHHbIE TEXHONMOMMK B @pXMBHOM XpaHeHWU. CUCTEMbI aBTOMaTU3aLUum paboThbl
apXVBOB 1 9N1EKTPOHHbIE apXMBbl.

HopmaTtuBHo-npaBoBasi 6a3a no pa6oTe ¢ 3Ne€KTPOHHbIMU AOKYMEHTaMU. TEpPMUHbI U OnpeseneHns.

OcobeHHOCTHN pa60Tbl C ANIEKTPOHHbIMU AOKYMEHTaMU: co3aHune, npuagaHune I’OPVI,D,VNGCKOVI CuUnbl, UCNonHeHne, onepatnBHOE XpaHeHMe.
SKcnemesa LEHHOCTUN 3JIEKTPOHHbIX AOKYMEHTOB. MeToabl YHUHTOXXEHUA 9NEKTPOHHbIX AOKYMEHTOB.

MopaAOK NOArOTOBKM U Nepefaya 3NeKTPOHHbIX IOKYMEHTOB Ha apXUBHOe XpaHeHue. OnvcaHue AOKYMEHTOB Ha 3JIEKTPOHHbIX
HocuTensix. OpraHnsaumns ydeTa aN1eKTPOHHbIX JOKYMeHTOB. O6ecneyeHuns ayTeHTUYHOCTU (MOASIMHHOCTM) 3/1EKTPOHHBIX AOKYMEHTOB.
O6ecrneyeHne COXPaHHOCTH [JOKYMEHTOB Ha 3N1EKTPOHHbIX HOCUTENSAX.

MpUHLMNbI CO3A4aHUA ANEKTPOHHOr0 apXUBa OpraHU3aLuu. Buabl 31eKTPOHHbIX apxMBOB. CNocobbl U 3Tanbl CO34aHUA 3NEKTPOHHbIX
apx1BoB. QyHKLUMOHaNbHbIE COCTaBMAOLME. YNpaBNeHWe CTPYKTYpPO apxuBea.

0630p CyLLECTBYIOLLUX PELLEHUA A1l 3NeKTPOHHbIX apXMBOB. 3aKOHOMEPHOCTH M3MEHEHUS 9KOHOMMUYECKON 3 HEeKTUBHOCTM Npu
MCMOSIb30BaHNUN 3N1eKTPOHHbIX apXUBOB.

[lpenogaBaTenu

MOJIOYHWUKOB Munxann AnekcaHapoBuy

PyKOBOﬂ,VITeJ'Ib AenapTtaMeHTa BHegpeHUA VIHd)OpMaLI,VIOHHbIX CUCTEM U CUCTEM ,D,OKyMeHT0060p0Ta C 15-N€THMM OMbITOM pa6OTbI B
oTpacnu.

MPEMNOOABATEJb
Cneuuanuctbl LieHTpanbHoro FocyaapcteeHHoro apxmea CaHkT-TNeTep6ypra.
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