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ONeKTPOHHbIN apxuB opraHnsaunun: cobntoaeHne TpeboBaHui,
NpaKTU4YecKne BONPOChl OpraHmM3aLum n TEXHUYECKOro

obecneyeHus

Ha cemuHape paccmaTpuBaeTcs coBpeMeHHas npaBoBas 6a3a, ycTaHaBIMBaloLLas TpeboBaHNsA K CUCTEMaM XPaHeHUs
3NEeKTPOHHbIX JOKYMeHTOB (CX3[), BHeAPEHWE Y NPUMEHEHWE COBPEMEHHbIX aBTOMATU3UPOBaHHbIX U LIMGPOBbLIX TEXHOMOMUHN,
opraHusauus XpaHeHUs1 apXMBHbIX 3/IEKTPOHHbIX JOKYMEHTOB.

[ata npoBepeHusn: 5 mapta 2026 ¢ 10:00 go 17:30
ApTtukyn: MC27309

Bup ob6yyenus: CemuHap

dopmart obyyeHus: [1HeBHOM

Cpok obyyeHus: 1 ieHb

MpoponxutenbHocTb 06yyeHus: 8yacos

MecTo npoBegeHus: r. MockBa, yn. 3onoTas, 4. 11, 6Bu3Hec-LeHTp «30/10TO», 5 aTax. BceM yyacTHMKaM BbicblnaeTcs NoApo6Has cxema
npoesfa Ha ceMuHap.

CrtoumocTb yyacTtus: 20 800 py6.
[infA y4acTHMKOB NpefyCMOTPEHO:

MeToaunyeckuii MaTepuarn, Kode-naysbl.

[loKyMeHT Mo oKOH4YaHuM o06ydeHus: CepTudukaT 06 y4yacTum B cEMUHape.

Ins Koro npegHasHayeH

PykoBogutenei apxnBoB NpenpUsiTUIA U OpraHn3aLmii pasnyHbIX OpraHM3aunoHHO-NpaBoBbIX GOpM, pykoBoguTenein cnyxeé [0V,
COTPYAHWUKOB KaHLensipu1, cekpetapmnaTta, o6LUX OTAENO0B, CEKpeTapei, NOMOLLHMKOB pyKoBoAUTeNeN, pedepeHTOB, MepCOHabHbIX
acCUCTEHTOB, oUC-MeHeKepOoB, Aelonpon3BoauTesNeil, OKYMEHTOBEAOB 1 apX1BapuyCcoB, PYKOBOAUTENEN U COTPYLHUKOB CNyX6
aBTomMaTtusaumu (IT-cnyx6), BHEAPAIOLLMX UM MOLEPHU3UPYHOLLUX 3JIEKTPOHHBI apXvB OpraHusaLmu.

Lienb o6y4yeHus

nOJ'Iy‘-IVITb pa3bACHEHUA K nocsieAHUM HOPMaTUBHbIM AOKYMEHTaM U NpakTu4yeckne pekoMmeHgaumm no opraHnsaumnm apxmBHoro
XpaHeHnsa aNeKTPOHHbIX AOKYMEHTOB B OpraHn3aumax nto6oro Tuna.

PesynbTaT 06y4yeHus

B pe3ynbTaTte 06y'-|eva Y4YaCTHUKHU Kypca anO6p6TyT NnpaKTUu4yeckKue HaBblKK:

e 10 BHEAPEHWIO MHGDOPMALIMOHHbBIX TEXHOMOTUIA B AeATENIbHOCTb apX1Ba, MPUMEHEHMUIO NMPUKIAAHOro NPOrpaMMHOro
o6ecrneyeHuns U CpaBHUTENBHOIO aHannsa NPorpaMMHbIX NPOAYKTOB A5 MOMCKA ONTUMasbHOIO peLleHus.
e Mo opraHW3aumu XpaHeH!sl apXUBHbIX NEKTPOHHbIX JJOKYMEHTOB.

9TO MeponpuaTMe MOXHO 3aKa3aTb B KOpNopaTMBHOM opmaTe (06yueHne COTPYAHUKOB OAHOM KOMMNaHuK).

CtpaHuua: 1us 2
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MeponpusaTne nNpoxoauT B paMKax KypcCa rnosbllieHnA KBaJ'IMCI)MKaLI,MMI

L] CﬂeLl,VIaﬂVICT no opraHn3ayMOHHOMY U LOKYMEHTALMOHHOMY obecneyeHunto ynpaBneHua OpraHI/IBaLI,VIeVI

[lporpamma o6yyeHus

KOMnneKTOBaHMe, apXuBHOe XpaHeHue, YHUYTOXKEeHUe 3JIeKTPOHHbIX JOKYMEHTOB.

o PerynvpoBaHue apXMBHOro XpaHeEHNUs AOKYMEHTOB B 311eKTPOHHOM opMe. MOoHATHE «apXWB 3NEKTPOHHbIX fOKyMeHToB». TOCT P UCO
30300-2015,FOCT P 7.1.101-2018/MCO 30301:2011 v ap. Npukas Pocapxusa oT 31 utons 2023 r. N 77. (3KcnepTHbI KOMMEHTapMWiA).
MepcnekTuBbl pa3BUTMS HOPMATUBHON 6a3bl.

o Tpe6oBaHWA K apxMBHOMY xpaHeHuto 3. PyHKLMOHabHble TPe6oBaHNA K cucTeMam xpaHeHns S[1. AyTEHTUYHOCTb, AOCTOBEPHOCTD,
LieNIOCTHOCTb, MPUrOAHOCTb AJ151 UCMOIb30BaHWs S/1: TEXHOMOrMK 3aLLUTbI; TEXHOSIOMMM 06ECNeYEHN AONTOBPEMEHHOW COXPAHHOCTU
9/1; nopaepXKa MUrpaLnm N KoHBepTaumm; hopmaTbl XpaHeHuWs.

o CTaHAapTbl, PyKOBOACTBA M METOAMYECKME peKOMeHAALMN. OCOBEHHOCTH 3KCNepTU3bl LIEHHOCTM 3/IEKTPOHHbIX OKYMEHTOB.
YHUYTOXEHNE 3NEKTPOHHbIX JOKYMEHTOB.

o MNMoAxoAbl K OpraHN3aL MM apxMBHOIO XPaHEHUS 3NTEKTPOHHbIX JOKYMEHTOB.

TexHonoruu cospaHus 9JIEKTPOHHOro apxuBa U 3J1IeKTPOHHOro XxpaHeHus1 OKYMEHTOB.

o OumdpoBka 6yMaxkHoro apxmea. Lienecoo6pa3HocTb 1 nepcnekTuBbl oundpPoBKU. INEKTPOHHbIN Jy6AMKaT apXMBHOIO JOKYMeHTa.
KoHBepTauusa JOKYMEHTOB. NeKTPOHHbIe Ay6nmKaTbl JOKYMEHTOB Ha 6yMa)xXxHOM HocuTese. NepeBo AOKYMEHTOB B 3JIEKTPOHHYHO
topMy (ckaHVpoBaHWe, pacno3HaBaHue, uaeHTUdKKaums U MapkupoBka). MpugaHue ropuanyeckor saHaummocTm 3.

o OpraHusauus npouecca nepegauvm ounhpoBaHHbIX JOKYMEHTOB.

o XpaHeHue oundpoBaHHbIX JOKYMEHTOB Ha HU3NYECKM 060CO6NEHHbBIX HOCUTENSAX 3anMucK, B cCOCTaBe MHHOPMALMOHHO CUCTEMBI
3NEKTPOHHOrO apxuBa.

e YCnyru «apxvMBHOro» ayTcopcuHra. Micnonb3oBaHue «061auHbiX» TEXHOOMUMA.

[lpenogaBaTenu

MBAHOBA Jlapuca AHaTofnibeBHa

9KCnepT-NPaKTUK C 25-N€THUM OMbITOM NpernoAaBaTefibCKoN U afMUHUCTPATUBHO-yNPaBneHYeckoi paboTbl B KPYMHbIX KOMMEPYECKUX U
rocyfapCTBeHHbIX CTPYKTYpax, BeAyLLMI 9KCMEePT NO JOKYMeHTOo060poTy hupMmbl «1C».

HNOPOHWHA Jlapuca AnekceeBHa

KaHauaaT aKOHOMUYECKMX HayK, foUeHT Kadeapbl roCyAapCTBEHHOIO YNpaBeHUs U KagpoBoW Motk MIYY MpaBuTenbcTBa
MocKBblI, aBTOp y4e6HbIX MOCO6UIA MO AOKYMEHTOBEAEHUIO, 3KCMNepT HauuoHanbHoi accoumauum obuCHbIX CrneumanncTos 1
aAMUHUCTPaTUBHbIX paboTHMKOB npu MpeangeHTe Poccuitckon ®eaepavmm, copaspaboTumk NpoheccmoHanbHbIX CTaHAapToB.

Cdepa npoeccmoHanbHbIX MHTEPECOB:

MpodeccnmoHanbHblie KOMNETEHLMU: ONTUMMN3aLMSA BU3HEC-NPOLLECCOB NPeanNpPUaTUs], pazapaboTka HOPMaTMBHbLIX MaTepuanos no
[OKYMEHTUPOBaHUIO yNpaBfeHYeCKOM AesiTeNbHOCTH, ayAUT KafpoBOro Aenonpou3BoACTBa, KOHCYbTUPOBaHWE No BbIGOpY
NporpaMMHOro NpoAykTa no asTomMaTusaunm 4enonponsBoACTBEHHbIX MpoLeccoB. YyacTBoBasna B NpoekTax no aBTomarmsawmm
[OKyMeHToo60poTa komnaHum IKT, IBS, BecTb MeTa-TexHoMOrmu.

O6pa3oBaHue:

OKoHuynna rOCYﬂ.apCTBeHHy}O aKageMuio ynpasseHUa UMeHU C.Opﬂ,)KOHI/IKVIﬂ,Se, Kad)ep,pa AOKyMeHTOBeAeHUA N LOKYMEHTaUuNOHHOIo
obecrneyeHus ynpasneHuna, 4OKyMeHToBe/, cneynanunct no VIHCbOpMaLWIOHHbIM TEXHOJ/1I0IrMAM ynpas/ieHUA.

My6nukauuu:

ABTop 6onee 150 ny6nunkaumi, B TOM YMChe cTaTen B )KypHanax «CnpaBoYyHUK cekpeTaps U oduc-meHemxepa», «CnpaBoOYHUK
KaapoBuKay, «[JenonponsBoacTBo», «CekpeTapckoe Aeno», «YnpaBneHue nepcoHanomy, «Cryx6a kaapo», «[1oUck: OT NpoekTa Ao
KNto4a» u ap.

CTtpaHuua: 2 us 2
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