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ONEKTPOHHbIN IOKYMEHTOO60POT: COBPEMEHHbIE TPEOOBAHUS U
peLleHns No opraHnsaumm paboTbl C 3/IEKTPOHHbIMU
JOKYMEHTaMMU

Ha Kypce cnywaTtesim y3HaroT O npenMyliectBax 1 puckax CUCTeM 3/1EKTPOHHOIo AOKyMeHTOO60pOTa, 0COBEHHOCTSIX pa60TbI Cc
ANEKTPOHHbIMU AOKYMEHTaMU U 3NEKTPOHHbIM apXUBOM, O NPpUMEHEHUN 3ﬂeKTpOHHOI7| noanunucu, BapuaHTax cMelaHHoro
AOKyMeHTOO60pOTa N XpaHeHUA OOKYMEHTOB, O Ny4llnX NpakTukax rno BHegpeHUo 1 onNnTuMn3auum CUCTEMbl 3N1IEKTPOHHOIO
AOKyMEHTOO60p0Ta.

[arta npoeegenus: OTKpbiTas gata

Bup o6yuyeHus: Kypc noBbileHust KBanudukaumm
dopmart obyueHus: [JHeBHOW

Cpok obyueHus: 3 fHs

MpopomkuTenbHOCTb 06yyeHus: 24yaca

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

ans Y4aCcTHUKOB NpeAyCMOTpPEHO: MeTopunyeckui maTepuan, Kod)e-nay3b|.

J[IOKYMeHT no oKoH4YaHuM obyuyeHus: o ntoram obyyeHus cnyLiaTenu, ycnewHo npoLleaLne UTOroByo aTTecTaumio no nporpaMmme
o6yJyeHus, nosyyatoT Y0CTOBEpPEHNE O NOBbILLEHUUN KBanubukauum B o6beMe 24 yacos (B COOTBETCTBUM C JIMLIEH3UEl Ha NpaBo
BefieHMsi o6pa3oBaTesibHOM AeATeIbHOCTY, BblAaHHON [lenapTaMeHTOM 06pa3oBaHus 1 Hayku ropoaa MocKBbl).

Ilna koro npegHasHaveH

PykoBoguteneit cnyx6 [0Y, pykoBoauTene apxmBoB NpeanpuUsATUIA U OpraHn3aLmin pasinyHbiX OpraHM3aunoHHO-NpaBoBbIX GopMm,
COTPYAHWUKOB KaHLensipu1, cekpetapmnaTta, o6LUx OTAENO0B, CEKpeTapei, NOMOLLHMKOB pyKoBoAUTENEN, pedepeHTOB, MePCOHabHbIX
aCCUCTEHTOB, 0MC-MEHEKEPOB, AeNoNpon3BoaUTENEN, LOKYMEHTOBEAOB N apXMBapUyCcoB.

Llenb o6yyeHus

MN3yunTb cOBpEMEHHbIE TPEGOBAHUSI K CUCTEMAM 3N1EKTPOHHOMO AOKYMEHTOO60pOTa U CUCTEMAM XpPaHEHUs 3NIEKTPOHHbIX JOKYMEHTOB,
KpuTepun Bblbopa 1 aTanbl BHegpeHusa C3/, 6€30MacHOCTb, OpraHn3aLmio paboTbl C 3NIEKTPOHHOM NOAMUCHIO.
9TO MeponpusiTue MOXHO 3aKa3aTb B KOpnopaTMBHOM GopmaTe (06yyeHne COTPYAHUKOB OJHON KOMMaHWK).

[TporpamMmma oby4yeHus

AeHb-1.
OpraHusauus JOKYyMeHT0060poTa U-3/IEKTPOHHOr0 JOKYMeHTo060poTa.
e HopmMaTuBHO-NpaBOBOE U-METOANYECKOe O6ECTIeUEHE CO3aHUA U-3KCyaTaL M CUCTEM 3IEKTPOHHOIO AOoKyMeHToo6opoTa (COM).

bepepanbHble 3aK0oHbl 0T-27.07.2006 N2-149-03 «06-uHbopMaLun, MHGOPMALIMOHHbBIX TEXHONOMUSIX U-0-3aLUnUTe MHOPMaLUK»,
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0T7-22.10.2004 N2-125-®3 «O6-apxmBHOM fene B-Poccuiickoint Pepepauun», 01-06.04.2011 N2-63-03 «06-3/1€KTPOHHOI nognucu»
(B-pen.-01-19.12.2022, c-M3MeHeHWsIMY, BCTYNUBLUMMM B-cuily B-2022-rofy), nocTaHoBneHus MNpaButenbcTBa Poccuiickon Gepepauum
0T1-15.06.2009 N2-477 «06-yTBEpxAeHuM [MpaBun Aenonpon3BoACcTBa B-pefepanbHbIX OpraHax UCMOSTHUTENbHON BRacTu»,
07-06.09.2012 N2-890 «O-Mepax No-COBEPLLUEHCTBOBAHMWIO 3/IEKTPOHHOIO fLOKYMEHTOO60pOTa B-OpraHax rocyiapCTBEHHOW BNacTm»
n-4p., HaUuMOHanbHble CTaHAapThl NO-ynpaBneHuto gokyMmeHtamu: FOCT P-15489-1-2007, TOCT P-MCO 23081-1-2008, TOCT P-UCO
22310-2009, FOCT P-MCO 30300-2015 un-ap.

o [IpUHLMNbI OpraHM3aunn JOKyMeHToo6opoTa. MoHATUe 0-foKyMeHToo6opoTe. MNpaBuia opraHnsaunm n-Kputepum oueHku. MoctpoeHune
CUCTEMbI MOTOKOB MHMOPMaLUM B-OpraHM3aLMOHHbIX Npoleccax. AHanns u-onTMMU3aLus ABUXXEHNUA JOKYMEHTaLMUN.

o BHYTpEHHUI N-BHELLHUI OKYMEHTO060pOoT. Peanusauus B-C3/. EgmMHas cucteMa opraHusaumm paboTbl C-A0KyMeHTaMu. Cnocobbl
naeHTubukaumm otnpasuTtens. Npasa gocTyna K-A0KyMeHTaM u-pannam. Mposepka npas AocTyna.

o [puém n-npeaBapuTenbHas 06paboTka NOCTyNarLWUX AOKYMEHTOB. [NPUEM 3N1EKTPOHHBIX JOKYMEHTOB U-COOBLLEHUIA.
MpeaBapuTenbHOE pacCCMOTPEHME NOCTYMNaKLWMX JOKYMEHTOB, MOSIHOMOYUSI CEKPETAPS UMK CNYX6bl AenonpousBoacTBa. Peructpauus
[OKYMEHTOB. [lepeyeHb pernucTpupyemMbix N-HeperncTpmpyembix OKyMeEHTOB. HanpaBneHne JOKYMEHTOB Ha-McnosiHeHue. PaboTa
UCNOJSIHUTENEN C-KONUAMM NOCTYNUBLLMX AOKYMeHTOB B-CI /1.

o KOHTPONb UCNOMHEHUA JOKYMEHTOB U-MOPYYEHUIA. TUNOBbIE N-MHAMBUAYaNbHbIE CPOKM UCMOMHEHMS. [TONITHOMOYMS OTBETCTBEHHbIX
ncnonHutenen. KOHTpob UCNOMHUTENBCKON ANCLUMUMIIUHDI, CNPaBKU U-CBOAKMU MO-CPOKaM, UCMONHUTENAM W-OAPasAeNeHUsAM.
dopmMupoBaHue nokasaTtesie OLEeHKN AeATENbHOCTU.

e 06paboTka U-perncTpauusi oTrpaBIseMblX LOKYMEHTOB. O6MeH 3N1eKTPOHHbIMU COO6LLEHUSIMU. Tpe6oBaHNA K-3/TEKTPOHHbBIM
coobLeHusM. MNepenvcka No-3/1eKTPOHHOW noyTe.

e AHanns JOKyMeHTO060pOTa, yueT 06bEMa JOKYMEHTOO60POTA, CPaBKU U-CBOAKMN 06-06bEME JOKYMEHTOMOTOKOB B-6yMaXKHOM
N-311eKTPOHHON popMme.

OeHb2.
Tpe60BaHMA K-CUCTEMaAM 3JIEKTPOHHOIO AOKYMEHTO060pOTa U-CUCTEMAM XPaHEHUS 3NIEKTPOHHbIX AOKYMEHTOB.

e C3O/1 KaK MHCTPYMEHT ynpaBneHns AOKYMeHTaMW. DNeKTPOHHbIe AOKYMEHTbI B-AefI0BON AesTenbHoCTU. IOpuanyeckasa 3Ha4MMoCTb
9NIEKTPOHHbIX AOKYMEHTOB. TpeboBaHWA MeXAyHapOAHbIX CTaHAAPTOB.

e JneKTpoHHas nognuck. Buapl noanuceit. 0CO6EHHOCTM MCNOIb30BaHUS 3NIEKTPOHHOM noAnucu. [lenernpoBaHue 31eKTPOHHOM
nognucw. MopsifoK NoNyyYeHUs 31EKTPOHHBIX NOANUCEN U-3aMeHbl cepTudukaTos nognucu. OpraHusaLuusi 06MeHa FopUANYECKU
3HaYMMbIMU AOKYMEHTaMU: C-TOCYAAaPCTBEHHbIMU OPraHn3aunaMm, MeXay opraHnsaumnsamMm Bcex GopmM co6CTBEHHOCTH.

o QyHKUMOHanbHble TpeboBaHusA K-CI/. MoacucTeMbl, HEO6X0AUMbIE ANS YCNEeLWHOro GyHKLMOHMPOBaHNA CUCTEMbI 3NEKTPOHHOI0
JoKyMeHToo60poTa. MNpobnembl UMNopTo3amelleHus. BHeapeHue/moaepHusaumsa C3/. Cnyxba enonponsBoACTBa-— «MEHELKep»
pecypca.

e ABTOMAaTU3UPOBaHHbIE CUCTEMbI YIpaBAeHNa JOKYMEHTaMM Kak OCHOBA MNoBblweHus 3G deKTMBHOCTU paboTbl yNpaB/ieHYeCKoro
annapaTa. MaBHble dyHKUMK CI[], n-cepBuChbI LeHTpanu3oBaHHoro ynpaeneHus C3/. BapnaHTtbl peanusaumm C3 ans
TeppuTopunasnbHo-pacnpefeneHHbIX OpraHusauui.

e KpuTepum Bbibopa cUCTEMbI 3/IEKTPOHHOI0 JOKYMeHToo60poTa. O60CcHOBaHUe Bbibopa onTuMasnbHoro BapnaHta C3/1. Metoauka
U-NpaKTUYeCcKne peKOMeHAALMUN NO-BbISIBNEHUIO NYYLLUX AS1St CBOEN KoMMaHumn BapuaHToB CI/1. Yek-nmMcT no-Bbl6Opy CUCTEMBI
9N1eKTPOHHOrO AOKYMeHTO060poTa. [lOCTOMHCTBA M-cneuudmrKa pasiMyHoro nporpaMmMHoro obecneyeHunsi. AHanums pbinka C9/,
U-NpesnioXXeHnin BeHAEPOB No-peanusauum TpeboBaHuin GUsHec-nonbL3oBaTenein.

¢ MHbopMaLMoHHas 6e30MacHOCTb B-CUCTEME 3M1EKTPOHHOI0 JIOKYMEHTO060poTa OpraHu3auum.

e O6ecneyeHne KOHOUAEHLNANBHOCTM, JOCTYMHOCTU U-LLeNIOCTHOCTM AOKYMeHToB B-C3 /1. 3awuTa nepcoHasnbHbIX AaHHbIX
B-cooTBeTCTBMM C-O3 N2-152.

o [pakTnyeckune BONpPOChl BHeAPEHUSI 3NEKTPOHHOI0 JIOKYMEHTO060pOoTa B-OpraHn3aunm. AHanm3 nyyumx npakTuK pOCCUMMCKUX
KOMMNaHuii No-ahpdeKTMBHOMY BHeZpeHuto u-akcnnyaTaumu C3/, CY[ (cuctembl ynpaBneHus jokymeHTamm) u-KUC (kopnopaTueHoii
MHGHOPMALMOHHOM CUCTEMBI).

e Cuctembl M310. SnekTpoHHOE NpaBuTENbCTBO. [epcnekTUBHbIE HarnpasieHus, NyTU n-TexHonormm passutua C3.

JOeHb-3.

OneKTPOHHbII apxuB opraHu3auum u-apxue HTJ: cobniopaeHne Tpe6oBaHUiA, NpaKTUYECKNE BONMPOChI OpraHU3aLumn N-TEXHUYECKOro
obecneuyeHus.

o [NOHATNE 3NEKTPOHHOI0 apxmBa u-ero BUAbI.

e TexHO0rMm opraHnsaLmmn 371eKTPOHHbIX apX1BOB.

o XpaHeHue oundppoBaHHbIX JOKYMEHTOB Ha-pu3nyeckn 060Cc06NEHHbIX HOCUTENAX 3anucK, B-cocTaBe UHHOPMALMOHHOW CUCTEMDI
3/1eKTPOHHOrO apxuBa.

e Ouudposka 6yMaxkHoro apxuBa. Llenecoo6pasHocTb u-nepcrnekTuBbl ouUdPOBKU. INEKTPOHHbIN Ay6IMKaT apXMBHOIO AOKYMEHTA.
KoHBepTaLusi AOKYMEHTOB. NeKTPOHHble Ay6AnKaTbl JOKYMEHTOB Ha-6yMaXHOM HocuTene. MNepeBos LOKYMEHTOB B-3/IEKTPOHHYIO
topMy (CkaHMpoBaHWe, pacnosHaBaHue, MAeHTUdKKaumsa u-mapkuposka). MpugaHue ropmandeckoi sHadmmoctu 3. OpraHusaums
npouecca nepegayv oundpoBaHHbIX AOKYMEHTOB. Mpo61eMbl OpraH1M3aLnmn 3NeKTPOHHbIX apxMBOB (hopMaTbl 3/1eKTPOHHbIX
[LOKYMEHTOB, BbI60op cKaHepa u-np.)

o OpraHusauuv apxMBHOIO XpaHEHUS 3JIEKTPOHHbIX JOKYMEHTOB B-KOPMOPaTUBHON MHOPMaLMOHHON CUCTEME.

e CucTeMbl aBTOMaTM3auUnM apxuea: NiOCbl N-MUHYCbI

o MoHsiTWe apxuea HTM. OTnnymTenbHble 0CO6EHHOCTMU.

e CocTtaB apxua HT/.
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o JNEeKTPOHHbIN apXMB Hay4YHO-TEXHUYECKOW fokyMeHTauuu (HT L) kak yacTb KopriopaTuBHOW MHbOpMaLMoHHOW cucTeMbl (KUC).
OCO6EHHOCTH 3/1eKTPOHHOrO apxmBa HT/,

e OCO6EHHOCTM IKCMEPTM3bl LLIEeHHOCTU 3/1EKTPOHHbIX [LOKYMEHTOB.

® YHNUUYTOXKEHMNE 3N1EKTPOHHbIX [JOKYMEHTOB.

[lpenogaBaTenu

KAPHAYXOB AnekcaHap Muxannosuy

KaHamaaTt TeXHUYeCKMX Hayk, JoLEHT Kadenpbl MHDOPMATUKKU M KOMMbIOTEPHBIX TEXHONOMMI MopHOro yHuBepcuteTa (CIIY), akcnepT no
BHEAPEHMWIO CUCTEM 3/1EKTPOHHOIO AoKyMeHToo6opoTa (C3/).

MPEMNOOABATE/b
CneuunanucTbl Mo BHEAPEHMUIO U 3KCMyaTaLmmn CUCTEM 3/1eKTPOHHOIo AoKyMeHToo6opoTa (C3/).
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