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CoBpeMeHHble TEXHOJIOMMN 3/IEKTPOHHOIO AOKYMeHToo60poTa

Ha Kypce cnywarenu ysHaroT 06 aAKTYyaJIbHbIX 3aKOHOAATeNIbHbIX UBMEHEHUAX B cd)epe ANNIEKTPOHHOIo AOKyMeHTOO60pOTa, o
NYYWnX NpakTukKax no BHeAPEHUIO N ONTUMU3aUUN CUCTEMbI 3NIEKTPOHHOIO p,OKyMeHTOO60pOTa.

Jata nposepeHusn: OTKpbiTas gata

Bup o6yueHus: Kypc noBbilleHusi KBanudukaumm
dopmart obyyeHus: [IHeBHOWM

Cpok obyueHus: 2 fHs

MpoaomkuTenbHocTb 06yyeHus: 164acoB

MecTo npoBegeHus: r. MockBa, yn. 3onoTas, 4. 11, 6usHec-LeHTp «30/10TO», 5 3Tax. BceM yyacTHMKAM BbicblnaeTcs noAgpobHas cxema
npoesga Ha ceMuHap.

[ns y4acTHUKOB NPefyCMOTPEHO:

MeToaunuyeckmii MaTepmarn, Kode-naysbl.

[lOKyMeHT no oKoH4YaHuM obyyeHus: o ntoram obyyeHus cnyLiaTenu, ycnewHo npoLleaLine UTOroByo aTTecTaumio No nporpamMmme
o6yJyeHus, nosyyatoT YAOCTOBEpEHNE O NOBbILEHUUN KBanupukauum B o6beMe 16 Yacos (B COOTBETCTBUM C JIMLIEH3MEl Ha NpaBo
BefleHusi o6pa3oBaTesibHOM AeATeIbHOCTH, BblAaHHON [lenapTamMeHTOM 06pa3oBaHus 1 Hayku ropoaa MocKBbl).

Ilna koro npegHasHaveH

PykoBoguteneit n cneumanuctoB cnyx6 [0Y, pykoBoguTenen cekpetapnara, apxMBoB, CEKpeTapei, MOMOLLHUKOB PyKOBOAUTENEN,
pedepeHTOB, NEPCOHAsbHbLIX aCCUCTEHTOB, OPUC-MEHEIKEPOB, AENONPOU3BOAUTENEN, LOKYMEHTOBEA0B U apXnBapuyCcoB, COTPYAHUKOB
KaHUensapun.

Lienb o6y4yeHus

PaccMOTpeTb MBMEHEHUSI 3aKOHOaTeNbCTBA B Chepe 3N1EKTPOHHOI0 JOKYMEHTO060p0Ta, KpUTepun Bbibopa v aTanbl BHegpeHus CI[,
6e30MacHOCTb, XpaHeHMe JOKYMEHTOB, OpraHn3aLmio paboTbl C 351eKTPOHHOR NOAMUCHIO.

3TO MeponpusiTUe MOXHO 3aKasaTb B KOPNopaTMBHOM GopmaTe (06yyeHne COTPYAHUKOB OJHON KOMMNaHWK).

MeponpusaTne nNpoxoauT B paMKax KypcCa rnosbllieHnsA KBaJ'IMd)MKaLI,VIMZ

L] CﬂeLl,VIaﬂVICT no opraHn3ayMoOHHOMY U LOKYMEHTALMOHHOMY obecneyeHunto ynpaBneHua OpraHI/IBaLI,VIeVI
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[TporpamMmma oby4yeHus

AeHb-1.
OneKTPOHHbII apxXUB OpraHU3aLum: cobnofeHne Tpe6oBaHmiA, NpaKTUYECKUe BONPOChl OpraHM3aLum U-TEXHUYECKOro obecreyeHus.

e PerynvMpoBaHue apxMBHOIO XpaHeHUs1 OKYMEHTOB B-3/1eKTPOHHOMN hopme. [oHSITUE «apXMUB 3N1eKTPOHHbIX JokyMeHTOB». [OCT P-UICO
30300-2015, FOCT P-7.1.101-2018/MCO 30301:2011 u-gp. Npukas Pocapxusa oT-31-utons 2023-r. N-77. (3KcnepTHbI KOMMEHTapMWiA).
MepcneKkTUBbI pasBUTUSA HOPMaTUBHOWN 6a3bl.

e Tpe6oBaHUs K-apXxMBHOMY XpaHeHuto S, OyHKLMOHaNbHble TPE6OBaHUS K-CUCTeMaM XpaHeHust 3], AyTEHTUYHOCTb, JOCTOBEPHOCTb,
LiesIOCTHOCTb, NPUrOAHOCTb AJ151 UCMONb30BaHUA-O/l; TEXHOMOrMM 3almTbl; TEXHOIOrMKN 06ecneyeHuns LONroBpeMEHHOWM
coxpaHHocTu-3[0; noaaep>Kka MUrpaLmmn n-koHeepTauuy; GopmaTbl XpaHeHus.

o CTaHAapTbl, PyKOBOACTBA U-MeTOAMYECKME peKOMEHAALMN. OCOBEHHOCTH 3KCNEepPTU3bI LIEHHOCTM 3/IEKTPOHHbIX OKYMEHTOB.
YHUYTOXEHMNE 3/TIEKTPOHHbIX JOKYMEHTOB.

e [logxoAbl K-OpraHM3aumm apXMBHOI0 XpaHeHUs1 3NEKTPOHHbIX JOKYMEHTOB.

TexHonorun cospaHus 9JIEKTPOHHOro apxuBa U-9JIeKTPOHHOro XxpaHeHus1 OKYMEHTOB.

o OumndpoBka 6yMaxkHoro apxmea. Lienecoo6pa3HocTb U-NepcnekTuBbl oundPOBKU. INEKTPOHHbIN Jy6AMKaT apXMBHOTO JOKYMEHTa.
KoHBepTauus SOKYMEHTOB. NeKTPOHHbIe Ay6nmKaTbl JOKYMEHTOB Ha-6yMaXXxHOM HocuTese. NepeBo AOKYMEHTOB B-3JIEKTPOHHYHO
topMy (ckaHVpoBaHuWe, pacno3HaBaHue, uaeHTUdKKaums U-mapkupoBka). MpugaHue ropuanyeckor saHaummocTm 3.

o OpraHusauus npouecca nepegauvm ounhpoBaHHbIX JOKYMEHTOB.

o XpaHeHue oundpoBaHHbIX JOKYMEHTOB Ha-hU3NYecKn 060CO6NEHHbBIX HOCUTENAX 3aMUCK, B-COCTaBe MHHOPMALMOHHO CUCTEMBI
3NEKTPOHHOrO apXxuBa.

o YCnyrv «apxuBHOrO» ayTCOPCUHra. Mcnosb3oBaHue «06/1a4HbIX» TEXHOMOTUA.

JAeHb-2.
MocTpoeHne 3NeKTPOHHOro fOKYyMeHTOoo60poTa.

o KpaTkuit KOMMEHTapUin USMEHEHUI B-3aKOHOAaTeNbHbIX U-4PYrMX HOPMATUBHO-— MPaBOBbIX akTax, perynupytowmnx 340 n-apxusHoe
XpaHeHue.

e 3akoHoAaTenbHasn 6a3a, pernaMeHTUpYoLLas NCNoJsib3o0BaHUe 3IEKTPOHHON NOAMUCH.

o QepepanbHbiit 3akoH No-63 «06-371eKTPOHHOIN NOAMUCU»: NPAKTUKA MPUMEHEHUS U-aHaNU3 NPobeM.

o /I3MeHeHus B-3akoH No-63-03. depepanbHble 3aKoHbl 0T-8-MtoHsA 2020-r. No-166-03 n-01-2-utona 2021-r. No-359-03.

e [IpaBoBas 6a3a paboTbl yAOCTOBEPSAIOWMX LLEHTPOB U-NPUMEHEHUSI MPOCTON U-yCUIEHHbIX-II, NPUMeHeHVe yCUNeHHoM
KBanU@ULMPOBaHHON 3N1eKTPOHHON NOANUCH.

o depepanbHbiil 3aKOH 0T-27.12.2019-No 476-3 «O-BHeceHUn nameHeHnin B-PepepanbHblil 3aKoH «06-a1eKTPOHHOM nognucu» u-cT.1-e3
«0-3alymTe NpaB PUANYECKUX NNL N-UHAMBUAYANbHbIX NpeAnpuHUMaTeNein Npu OCyLLECTBIEHUN rOCY[apCTBEHHOrO KOHTPONS
(Hap3opa) u-MyHMUMNanbHOro KOHTPOSSA».

o CoBepLUEHCTBOBaHWE 3aKOHOAATENbCTBA, PerflaMeHTUpyoLLEero ncnonbsosaHue M. MnaHnpyemble nsmeHeHuns B-3akoH No-63-03
«06-3/1eKTPOHHON MOANUCU».

o [paBuna KoOHBepTaLuW 3N1EKTPOHHbIX JOKYMEHTOB, a-TaKXXe MOPSAAOK UX-XpPaHEeHWUs U-CO34aHNSA 3NEKTPOHHbIX N-MaTepuanbHbIX
ny6nukatos 3akoHoNpoekT No-1173189-7 «O-BHeceHWUN n3MeHeHuii B-OefepanbHblii 3aKoH ,06-uHbopMaumm, MHhoOpMaLMOHHbIX
TEXHOMOrUsIX U-0-3aLLuTe UHbopMaLMn” N-0TAENbHbIE 3aKOHOAATENbHbIE aKTbl»).

o «KoHLenums 3NeKTPOHHOr0 JOKYMEHTOO60pOTa B-XO3ANCTBEHHON AeATENIbHOCTU» U-TIaH MeponpusiTUA No-eé-peanuaawuu, yTB.
MpaBUTENbCTBEHHON KOMUCCUM MO-LMDPOBOMY Pa3BUTUIO, UCTMONb30BaHNIO MHHOPMALIMOHHBIX TEXHONOMUIA ANA YNYyULleHWsa KadyecTBa
YXWU3HU U-yCNOBUIA BEAEHUS NPEANPUHMMATENbCKON AeATeNbHOCTU (MPOTOKON Npe3anauyMa o1-25.12.2020-No 34). C3/], Kak UHCTPYMEHT
ynpaBneHus JOKYMEeHTaMWN. DNEeKTPOHHbIE OKYMEHTbI B-Ae/I0BON AeATeIbHOCTH.

Tpe6oBaHUA K-CUCTEMaM 3/IEKTPOHHOIO JOKYMEHTO060pOoTa M-CUCTEMaM XPaHEHUS! ANIEKTPOHHbIX JLOKYMEHTOB B-apXuBax
rocyfiapcTBeHHbIX opraHoe (yTB. npuka3omM PocapxuBa oT1-31-utons 2023-r. N-77). dyHkumoHanbHble Tpe6oBaHus K-C3/[,. CoBpeMeHHas
oueHKa 3P PEKTUBHOCTU MPUMEHEHMS.

KpuTepumn Bbibopa CUCTEMbI 3NIEKTPOHHOIO JJOKYMEHT0060poTa U-CUCTEM XPaHEHUS INIEKTPOHHBIX AOKYMEHTOB («3/1eKTPOHHbIN
apxuB»). [locTouHCTBa KU-cneundmka pasnMyHoro NnporpaMMHoOro obecrnedyeHns. CoBpeMeHHasi npakTMKa u-oleHka kayecta CO/[,.
060CcHOBaHWe Bbibopa onTUManbHoro BapuaHtTa C3/1. AHanus poiHka C3[, n-npeanoXxkeHuii BeHAEPOB No-peanvsauum TpedboBaHuim
6U3Hec-nonb3oBaTenen.

HoBble TexHONOrMn BNIPUMEHEHUN CUCTEM 3/IEKTPOHHOIO AOKYMEHToo60poTa HafipeanpuaTum. Npobnembl nHterpauun CO/,
B-MH(hOpPMaLMOHHOE NPOCTPaHCTBO KomnaHun. CoBpeMeHHoe BuaeHne KMUC. Cnocobbl n-HIoaHChl MHTErpaLmmn pasnanyHbiX NPUIOXKEHNI
B-pamkax Bbl6paHHoin C3/[]. MeToaMKa U-NpaKTUYECKME pEKOMEHALIMU NO-BbIABNEHWIO NYYLLKX A5t CBOEW KOMMaHuv BapuaHTos C3/,.

MeToauka BHeppeHus C3[. Ponb cny)6bi AeNnonpon3BoACcTBa B-peann3anmm NnpoekTa no-sHeapeHuto C3[. PaspaboTka NoKanbHbIX
HOPMaTUBHbIX aKTOB U-METOANYECKUX JOKYMEHTOB NO-A0KYMEHTaLUOHHOMY 06ecreyeHmto ynpaB/ieHns opraHnusaumm B-061actm
3N1eKTPOHHOIO JOKYMEHTO060pOoTa.

WHdopmaLmuoHHas 6e3onacHOCTb B-CUCTEMe 3/IEKTPOHHOIO JOKYMeHToo60opoTa opraHu3auumu. O6ecrneyeHne KOHUAEHUUANbHOCTY,
OOCTYMHOCTU U-LLleNOCTHOCTU AOKYMEHTOB B-CO/. 3alimTa nepcoHanbHbIX AaHHbIX B-COOTBETCTBMM C-P3 N2-152.
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MpakTnuyeckune BONPOCbl BHEAPEHUS INIEKTPOHHOTO LOKYMEHT0060poTa B-OpraHusauumn. AHanu3 nyynx NpakTUK POCCUMCKUX
KOMMaHuit no-addekTBHOMY BHeApeHUto u-akcnyatauum C3/, CY[, (cuctembl ynpaBneHust fLokymeHTamum) n-KUC (kopriopaTuBHOWM
MH(HOPMALIMOHHOM CUCTEMBI).

[lpenogaBaTenu

CABWH Bsa4yecnas Bnagumumposuy

3KcnepT, NPaKTUK N-pa3paboTymk B-061aCTN 3/IEKTPOHHOIO AOKYMEHTOO60pOTA. [NaBHbIN aHANMTUK CUCTEM S/IEKTPOHHOO
[okymeHToo6opoTa MNAO MarHuT. Takxke siBnsncs pykosogutenem LieHTpa passutusa 03310 B-000 «PocCenbxo3baHk-UHTEX, oTaena
aHanuTUKKN M-UT-NpoeKToB B-KPYMHbIX KOMMaHUAX-— «CepBroHUKa» (BxoauT B-TK-«AinTeko»), 0AO 3apy6exHedTb, 000 JTYKOWSI-
NHdopm.

AKTVBHO NpuHMMan yyactue B pa6oTte Accoumaunm «Paspabotumku u Onepatopbl CucteM dnekTpoHHbIx Yenyr» (POCJY) Ha npaBax
NOCTOSIHHOIO YfleHa: yyacTue B pa3paboTke cTaHAapTa poyMuHra onepaTtopoB 310, NpoekToB 3aKoHoAaTesbHbIX akToB B chepe 103
310, aneKTPOHHbIX Nognucen.

MBAHOBA Jlapuca AHaTofnbeBHa

3KcnepT-NpakTUK ¢ 25-n1eTHUM ONbITOM MNpenofaBaTenbCKON U afMUHUCTPATUBHO-YNPaBIeHYeCcKoh paboTbl B KPYMHbIX KOMMepPYeCcKumx 1
rocyfapCTBEHHbIX CTPYKTypax, BEAYLLUMA SKCNEPT NO LOKYMEHTO060pPOTY pUpMbl «1C».

HNOPOHWHA Jlapuca AnekceeBHa

KaHAmaaT aKOHOMUYECKMX HayK, AOLeHT Kadeapbl rocyAapCTBeHHOro yrnpasneHus u kagposoi noautuku MIYY MpasutenscTea
MocKBbI, aBTOp y4e6HbIX MOCO6MiIA MO JOKYMEHTOBEAEHUIO, IKCTepT HauuoHanbHoM accoumauum obuCHbIX CrneumanncTos 1
aAMMWHUCTPaTUBHbIX paboTHMKOB npu MpeangeHTe Poccuitckon ®eaepaumm, copaspaboTumk NpoheccMoHanbHbIX CTaHAapToB.

Cdepa npoeccOHanNbHbIX MHTEPECOB:

MpodeccnmoHanbHbie KOMNETEHLUU: ONTMMMN3aLMSA BU3HEC-NPOLLECCOB NPeANPUATUs, pazapaboTka HOPMaTMBHbLIX MaTepuanos nNo
[OKYMEHTUPOBaHUIO yNpaBieHYeCKoM AesiTeNbHOCTH, ayAUT KafpoBOro Aenonpon3BoACTBa, KOHCYbTUPOBaHWE No BbIGOpy
nporpaMMHOro NpoAyKTa no aBTomMaTusauum AenonpoM3BOACTBEHHbIX MPOLLECCOB. YyacTBOBana B NpoekTax no asToMaTusamm
[OKyMeHToo60poTa komnanum IKT, IBS, BecTb MeTa-TexHonorunu.

O6pa3oBaHue:

OKoHunna ["locyaapCcTBEHHYO akafeMuio yripaBsieHUs UMeHN C.Op,D,)KOHI/IKVIﬂ,Se, Kad)ep,pa AOKYyMeHTOoBeAEHUA U JOKYMEHTALMOHHOIoO
obecneyeHus ynpasneHusa, LOKyMeHToBe/, cneynanuncT no I/IHCbOpMaU,I/IOHHbIM TEXHOJ/I0IrMAM ynpasieHUA.

My6nukauum:

AsTop 60onee 150 ny6nmkauuii, B TOM Yucie cTaTei B ypHanax «CnpaBoYHUK cekpeTapsi u oduc-MmeHemxepar, «CnpaBoYHUK
KafpoBuKa», «[lenonpon3BoAcTBO», «CekpeTapckoe feno», «YnpasneHne nepcoHanom», «Cnyxba kagposy, «[lonck: oT npoekTa f0
KJIHoYa» 1 ap.
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