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CneunanucT apxmea opraHusaLum

B pamkax Kypca crylaTeny pacCMOTPSIT COBPEMEHHYHO NPaBOBYHO 6a3y, Ha KOTOPYHO HY)>XHO OPUEHTUPOBATLCS NpU BEAEHUN
apXMBHOrO eNoNpon3BOACTBa, TPEGOBaHMS K apXMBOXPaHUMLLAM, NOPALOK GOPMUPOBaHNUS apXMBHOW CNYXX6bl, OpraHM3aLmio
XpaHeHus, NpueMa u Bbl4aun apXMBHbIX LOKYMEHTOB, BHEAPEHWE Y NMPUMEHEHNE COBPEMEHHbIX aBTOMATU3UPOBaHHbIX U
LMbPOBbIX TEXHONOTMIA, OPraHU3aLMIo XpaHEHUs1 aPXMBHBIX 31EKTPOHHbIX AOKYMEHTOB.

Jata nposepeHusn: OTKpbiTas gata

Bup ob6yyeHus: Kypc noBblileHusi KBanudukaumm

dopmart obyyeHuss: OHNalH-TpaHCAAUMS

CpokK obyueHus: 2 fHsl

MpogomkutTenbHocTb 06yyeHus: 164acoB

JAins y4yacTHUKOB nNpeflycMOTpeHo: MeToauyeckuni matepumarn.

J[IOKYMEHT No OKOHYaHuM o06yyeHus: o ntoram obydyeHus cnyliaTenu, yCnewHo npoLeaLine UTOroByo aTTeCTaLUIO MO NporpaMme
06y4eHus, NMoslyyatoT Y 4OCTOBEpPEHME O NOBbILWEHUN KBanudukaumm B o6bemMe 16 4acos (B COOTBETCTBUM C NIULIEH3UEN Ha NPaBo
BefeHVs 06pa3oBaTeNibHON AeATeNbHOCTH, BblAaHHOM [enapTaMeHToM 06pa3oBaHus U HayKu ropoaa Mocksbl).

Ina koro npegHasHayeH

PykoBoguTenei apXxMBoB NPeanpuUsaTUA U OpraH13aLnii pa3finiHbIX OpraHU3aLMoHHO-NPaBOBbIX GOpPM, pyKoBoguTeneit cnyxeé [0V,
COTPYZAHUKOB KaHLeNApuK, cekpeTapuaTa, obLmnx OTAeNI0B, CeKpeTapei, MOMOLLHUKOB PyKOBOAUTENEN, pethepeHTOB, NepCOHaNbHbIX
acCUCTEHTOB, 0(1C-MeHeXepoB, AeNONPOU3BOAUTENEN, LOKYMEHTOBEOB U apXMBapUyCcoB, PyKOBOLMUTENEH U COTPYAHUKOB CIYXX6
aBToMaTtusauum (IT-cnyx6), BHeAPSAIOLWMX UIIM MOAEPHUSUPYIOLLMX SNIEKTPOHHbIN apXMB OpraHu3aLmm

Lienb o6yyeHus

[MonyunTb pasbACHEHUA K NOcnegHUM HOPMATUBHbIM JOKYMEHTAM M NpakTUYeCcKne peKoMeHgaLmm rno opraHusauyum xpaHeHus
AOKYMEHTOB B OpraHm3aumax no6oro Tuna.

Ocob6eHHOCTH NporpaMmmsil

3a nocnefHue rofbl yTBEPXAEHO MHOIMO HOPMAaTUBHO-METOANYECKMX JOKYMEHTOB MO apXMBHOMY feny: HOBble NpaBuia XxpaHeHns
IoKyMeHTOB ¢ deBpans 2020 roga (Mpukas Pocapxuea oT 20.12.2019 N2 236); HoBble Tpe60BaHMS K CUCTEMAM 3IEKTPOHHOIO
LlokyMeHToo6opoTa (C3/1) 1 cucTeMaM XpaHeHUs! 3NeKTPOHHbIX AoKyMeHToB (CX3/1) B apxuBax rocyaapcTBeHHbIx opraHoB (Mpvkas
PocapxuBa oT 15.06.2020 N269); BHeceHbl M3MeHeHWs B MpaBuna opraH1M3alnm XpaHeHUsi, KOMINJIEKTOBaHUS, yYeTa U UCMONb30BaHus
Hay4yHO-TeXHUYecKon fokymeHTaumu (Mpukas GeaepanbHOro apxMBHOro areHTcTBa oT 12.08.2021 N2 72), B MNopafok MCnonb3oBaHuUs
apXVBHbIX JOKYMEHTOB B rOCYAapCTBEHHbIX U MyHULMNANbHbIX apxuBax Poccuiickoit depepauun (Mpukas degepanbHOro apxMBHOro
areHTcTBa oT 09.06.2021 N2 51); c okTsi6psi 2020 rofa 3a HapyLUeHWeE NpaBW XPaHEHWUS apXMBHbIX OKYMEHTOB AECATUKPATHO BbIpOCIU
wrpadsbl.

PesynbTaT 06y4YeHus

B pe3ynbTaTe 06yuyeHNsl y4aCTHUKM Kypca NPMO6peTyT NpaKTUYecKne HaBbIKU:

e [10 0T6OPY LOKYMEHTOB Ha XpaHeHWe, NPOBEAEHUIO 3KCMEePTU3bl LEHHOCTU fOKYMEHTOB, ONpefeNieHNo CPOKOB XpaHeHust
apPXUBHbIX OKYMEHTOB, YNOPSIA0YEHMNIO JOKYMEHTOB AJ151 UX Nepefayn Ha apxMBHOE XpaHeHMe.
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o o BHeAPEeHUO NHOPMALMOHHBIX TEXHONIOTUIA B AeATENbHOCTb apXUBa, MPUMEHEHUIO MPUKNAAHOro NPOrpaMMHOro
obecrneyeHns N CpaBHUTENbHOrO aHannsa NPorpaMMHbIX NPOAYKTOB AJ15 MOMCKa ONTUMAasbHOrO peLleHus.
e [0 opraHusaLuu XpaHeHUs1 apXMBHbIX 3JIEKTPOHHbIX AOKYMEHTOB.

3T0 MeponpuaTUe MOXXHO 3akasaTb B KOPNopaTUBHOM cbopMaTe (o6yquMe COTPYAHNKOB ofHoMn KOMI'IaHMI/I).

MeponpusaTne npoxoauT B paMKax KypcCa rnosblllieHnA KBaJ'IMd)MKaLI,MMI

L] CﬂeLl,VIaﬂVICT no opraHn3ayMOHHOMY U JOKYMEHTALUMOHHOMY obecneyvyeHunto ynpaBneHua OpraHI/IBaLI,VIeVI

[lporpamma obyyeHus

[eHb 1.

JloKyMeHTanbHbIi U apXnBHbIi poHAbI opraHusaumu. HopMaTuBHbIE TPe60BaHMA K OpraHM3aL M TEKYLLLEro onepaTUBHONO ¥ apXUBHOIO
XpaHeHUs! JOKYMEHTOB.

o QepepanbHbIi 3akoH oT 22.10.2004 N2 125-03 «06 apxuBHOM aene B Poccuiickon Gefepaunm». 06s13aTeIbHOCTb apXMBHOTO XpaHEHUSI

[OKYMEHTOB B Te4eHNe HOPMaTUBHbIX CPOKOB.

MoHATMA «AOKYMeHTasNbHbI GOHAY», «<apXMBHbIN HOHAY, «KAPXUBHbIA AOKYMEHT». OTBETCTBEHHOCTb 3@ OPraHM3aLuio TEKYLLEero

onepaTMBHOIO U apXMBHOIO XpaHeHWs JOKYMeHTOB. OTBETCTBEHHOCTb 3a OCYLLECTB/IEHNE TEKYLLErO XpaHeHUsl U obecrneyeHns

COXPaHHOCTW. [1IOKyMeHTbl OpraHn3aLun - akTUB, UMeoLLUiA LLleHHOCTb.

MpaBnna opraHn3aLumn XxpaHeH s, KOMINJIEKTOBaHUS, y4eTa 1 UCMob30BaHWsA JOKYMEHTOB ApxuBHoro doHaa Poccuiickon Pepepaumm

U ApYryX apXUBHbIX OKYMEHTOB B OpraHax rocylapCTBEHHON BacTU, OpraHax MeCTHOro camoynpaB/ieHns U opraHusauusix (yTe.

npukasomM Pocapus 31.07.2023 N2 77). NpoeKT HoBoW Bepcuu MNpasus.

MepeyHn [OKYMEHTOB CO CPOKaMM XpaHeHUs. [lepeyeHb TUMOBbIX YNPaB/IEHYECKMX apXMBHbIX JOKYMEHTOB, 06pasyoLMxcs B npouecce

[esATeNIbHOCTUN rocyapCTBEHHbIX OpPraHoB, OpraHOB MECTHOIO caMOoynpaBfieHUst U OpraHM3auuni, C ykasaHneM CPOKOB UX XpaHeHUs

(yTB. npukasoM PocapxuBa oT 20.12.2019 N2 236 v MHCTpyKUMsi MO ero npuMeHeHuio (YyTB. npuka3oM Pocapxua oT 20.12.2019 N2 237).

CpoKM XpaHeHNs LOKYMEHTOB B 6yMa)KHOW 1 3N1EKTPOHHOM Gopme.

o [pVHLMNbI, KPUTEPUU U dTarMbl AKCNEPTU3bI LEHHOCTU AOKYMeEHTOB. Co3faHune 3KCNepTHOM KOMUCCUMM opraHusauun. NpumepHoe

nosioXeHune 06 sKCNepTHOM KOMUCCUK opraHunsauuu (yTB. npukasoM Pocapxuea oT 11.04.2018 N2 43).— OpraHusaumsa u

[OKYMEHTUpPOBaHWe paboTbl 3KCMEPTHON KOMUCCUW.

Ponb HOMeHKNaTypbl Aen B cucTeMaTusaunm JoOKyMeHTanbHoro gonaa. Tunbl 1 BUAbI HOMeHKNATYp gen. Metogmka u

OpraHv3auMoHHble npoLeaypbl pa3paboTKu U BeAeHUss HOMeHKaTypbl Aes. [JononHeHWe K HOMeHKaType fefl. 3HayeHne

HOMeHKaTypbl AeNn AN COCTaBNIeHUs1 onucein JoKyMeHToB. HoMeHKkNaTypa Aen Kak KnaccubukaTtop B CUCTEME 3/IEKTPOHHOO

LLOKyMeHToo60poTa.

ApxuBHbI HOHA OpraHMW3aummn 1 yCTaHOBNEHME ero rpaHuL. MonoxeHne 06 apxuBe UM NONIOXeHNe 06 apXMBHOM XpaHEHUU

JOKYMeHTOB. [10KyMeHTbl GUIManoB, NpecTaBUTeNIbCTB U OTAENIEHUI: UX MECTO B apXMBHOM (QOHAE FO/IOBHOW OpraHM3aumu.

OTBETCTBEHHOCTb 3a apXMBHOE XpaHeHWe AOKYMEHTOB.

o KOHTpONb 3a CO6/104eHNEM CPOKOB XpaHEHUS U 06ecneyeHneM COXPaHHOCTU AOKYMEHTOB. MOTHOMOUMS YNOTHOMOYEHHbIX apXMBHbIX

opraHoB. AMWHUCTpaTMBHasi OTBETCTBEHHOCTb 3a HECOBNOAEHNE CPOKOB XPaHEHMUSI.

OpraHusaums XxpaHeHus u obecrneyeHne COXPaHHOCTU apXMBHbIX JOKYMEHTOB. Tpe6oBaHUsA K 34aHUI0, MOMELLLEHUSAM U TEXHUYECKOMY

OCHaLLeHNIO apxnBa. TpeboBaHMA K PeXXMMaM XpaHeHUs LJOKYMEHTOB. JKCMepTn3a NpUrogHoOCTM NOMELLLEHWS A5 pa3MeLLEeHNs] B HEM

apxuBa. 0630p COBPEeMEHHOro 060pyA0BaHUs A1 OCHALLEHUS] apXMUBHbIX MOMELLEHWIA, 06paboTKMU U XPaHEHUS! apXUBHbIX LOKYMEHTOB.

CucTeMa y4yeTHbIX JOKyMEHTOB apxvBa. CocTaB OCHOBHbIX (06A3aTefbHbIX) ¥ BCMOMOraTesibHbIX Y4eTHbIX OKYMeHTOB. [leno doHaa.

Buabl onuceit gen. Metogmka cocTaBneHns onncen Aen 3NeKTPOHHbIX JOKYMEHTOB.

o KomMnnekToBaHue apxuBa opraHmsaunn. Cnucok CTPYKTYpHbIX NOApasaeneHMin-ucCTOYHUKOB KOMMIEKTOBaHUSA.

e [NopsAzOK NOAFOTOBKM AN NS nepefayn B apxuB (Ha apxmBHoe xpaHeHue). Mpaduk npuéma-nepeaaun. ApXMBHO-TEXHUYECKas

06paboTKa, cocTaB/ieHMe BHYTPEHHUX onuceit gen. OdopmieHne 0610XeK ien MOCTOSIHHOTO, BpeMeHHoro (cBbiwwe 10 neT) CpokoB

XpaHeHus u aen no IMYHOMY cocTaBy.

Onucu fen CTPYKTYPHbIX NoApa3aeneHuii n NPOeKTbl akTOB O BblAENEHNU K YHUUYTOXEHUIO IOKYMEHTOB, HE MOAEXaLLnX apXMBHOMY

XpaHeHuto. fofoBble pasfesibl CBOAHbIX ONUCEN U CBOAHbIE aKTbl.

e icnonb3oBaHMe apXMBHbIX JOKYMEHTOB B ypaB/ieHYECKON AeATeIbHOCTU U B LieNsX 3aluTbl coLManbHbIx Npas rpaxaaH. Mopsaaok
BblAa4M apXMBHbIX AOKYMEHTOB MO 3arnpocaM YynoJHOMOYEHHbIX rOCYyapCTBEHHbIX OPraHOB Y KOHTPOJb 3a UX BO3BPaTOM.

Apxus Hay‘-IHO-TeXHW-IeCKOﬁ AOKYMEeHTaLuuu.
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o OpraHusauns apxmBa Hay4YHO-TEXHMYECKOM AOKYMeHTauumu. NpaBuna opraHMsanmm XxpaHeHUs, KOMMIEKTOBaHUS, yyeTa 1
NCMNoJSIb30BaHUSA Hay4YHO-TEXHUYECKOMN AOKYMEHTaLUun B opraHax rocyiapCcTBeHHOM BacTH, OpraHax MeCTHOro camoyrnpaB/ieHus,
roCyAapCTBEHHbIX ¥ MyHULMMNANbHbIX OpraHu3auusx (yTB. npukasom defepanbHoOro apxmeHoro areHTcTea ot 09.12.2020 N2 155,
3apeructp. MuHtoctoM Poccum 12.03.2021 N2 62735): xapakTepUCTHKA HOPMATUBHOIO NPaBOBOro akTa. OCHOBHbIE MONOXEHUS.

e ONIEKTPOHHbI apXMB HayYHO-TEXHUYECKOMN AoKyMeHTaumm (HT/L) Kak yacTb KopropaTuBHOW MHGOpMaLMoHHoW cucTembl (KUC).
OcobeHHOCTHM 3neKTpoHHOro apxuea HT/L. BaaumopeincTeume cnyxobl AefIoNpou3BOACTBA, apxuBa U cnyx6bl HT.

JeHb 2.
OneKTPOHHbI apxXUB OpraHU3aLum: cobnofeHne Tpe6oBaHmiA, NpaKTUYECKUe BONPOChbl OpraHM3aLum U TEXHUYECKOro obecrneyeHus.

e PerynvpoBaHue apxMBHOro XpaHeHUs ALOKYMEHTOB B 311eKTPOHHOM hopMe. MoHATHE «apXMB 3NEKTPOHHbIX fOoKymMeHToB». TOCT P UCO
30300-2015,FOCT P 7.1.101-2018/MCO 30301:2011 v ap. Npukas Pocapxuea oT 31 utons 2023 r. N 77. (3KcnepTHbI KOMMEHTapUiA).
MepcnekTnBbl pasBUTMS HOPMATUBHON 6a3bl.

o Tpe6oBaHWA K apXMBHOMY xpaHeHuto 3[1. PyHKLMOHabHble TpeboBaHNsA K cucTeMam xpaHeHns S/1. AyTEeHTUYHOCTb, AOCTOBEPHOCTD,
LieIOCTHOCTb, MPUrOAHOCTb AJ/151 UCMOJIb30BaHWs 3[1: TEXHOMNOrMK 3aLLUTbI; TEXHOSIOMMM 06ECNeYeHNs AONTOBPEMEHHOW COXPaHHOCTH
9/1; nopaepXKa MUrpaLnm N KoHBepTaumm; hopmaTbl XpaHeHWS.

o CTaHAapTbl, PyKOBOACTBA M METOAMYECKME peKOoMeHAaLMN. OCOBEHHOCTY 3KCNepTU3bl LIEHHOCTM 3/IEKTPOHHbIX OKYMEHTOB.

e [loaxoAbl K OpraHn3aLuny apxMBHOIO XpaHeHUs 3N1EeKTPOHHbIX [JOKYMEHTOB.

TexHonorum cosgaHus 3/IeKTPOHHOIO apXuBa u 3/IEKTPOHHOI0 XpaHeHUs AOKYMEHTOB.

o Oundposka bymaxkHoro apxuea. Llenecoo6pasHocTb 1 nepcnekTnBbl OUMPPOBKM. INEKTPOHHDIV AYONIMKAT apXMBHOIO AOKYMEHTA.
KoHBepTaLusi AJOKYMEHTOB. NeKTPOHHble Ay6auKaTbl LJOKYMEHTOB Ha 6yMaXHOM HocuTene. [NepeBof, LOKYMEHTOB B 3JIEKTPOHHYIO
topMy (ckaHMpoBaHWe, pacnosHaBaHue, MAeHTUdMUKaUMSA U MapKUpoBKa). MpuaaHue opuanYecKor sHauMmocTy 3,

o OpraHusauus npouecca nepegayuv oundpoBaHHbIX JOKYMEHTOB.

e XpaHeHue oundpoBaHHbIX JOKYMEHTOB Ha hranueckn 060Cco6NEHHbIX HOCUTENAX 3anucK, B cocTaBe UHOOPMALIMOHHOW CUCTEMbI
3/IEKTPOHHOIO apxuBa.

o YCnyru «apxMBHOro» ayTcopcuHra. Micnonb3oBaHune «061ayHbIX» TEXHONIOTUNA.

[lpenogaBaTtenu

MBAHOBA Jlapuca AHaTo/ibeBHa

JKCnepT-NPaKTUK C 25-1eTHUM OMbITOM NpenofaBaTenbCKon U aaMUHUCTPATUBHO-YNPABEHYECKON paboTbl B KPYMHbIX KOMMEPYECKUX M1
rocyfapCTBEHHbIX CTPYKTYpax, BeAyLuii 3KCNepT No JOKYMeHTo060poTy hupMbl «1C».

HNOPOHWNHA Jlapuca AnekceeBHa

KaHampaTt aKOHOMMYECKMX Hayk, AOLEHT Kadepbl rocyAapCTBEHHOr0 yNpaBieHus U kagposoi nonuTtuku MIYY lMNpaBuTtenbctea
MocCKBbI, aBTOp y4e6HbIX NOCO6UIA MO JOKYMEHTOBeeHMIo, aKcnepT HaumoHanbHoM accoumaumm oUCHbIX CNeunanucTos u
aAMMWHUCTPATMBHbIX pa6oTHUKOB npu Mpe3sungeHTe Poccuitickoin deaepaunm, copaspaboTymk npoheccnoHanbHblX CTaHAAPTOB.

Cdepa npoceccMoHanbHbIX UHTEPECOB:

MpodeccroHanbHblie KOMMNETEHLUN: ONTUMMU3aLUst 6U3HEC-NPOLIECCOB NpeanpusaTUs, paspaboTka HOPMaTUBHbIX MaTepuanos rno
[OKYMEHTMPOBAHUIO YNpaBeHYeCKOM AeATENbHOCTH, ayANT KaapoBOro Aenonpon3BoACcTBa, KOHCYIbTUPOBaHMeE No Bbi6opy
nporpaMMHOro NpoAykKTa no aBTomMaTuMsaunm AenonpoMsBoACTBEHHbIX MPOLLECCOB. YyacTBOBana B NpoeKkTax no asToMaTusawmm
[OKyMeHToo60poTa koMnaHum IKT, IBS, BecTb MeTa-TeXHOIOMUN.

O6pasoBaHue:

OKoHumna FocyaapCTBEHHYIO akaZeMuto yrnpaBneHust uMeHn C.OpaXKoHUKnase, kadepa JOKYMEHTOBELEHVS U [OKYMEHTALMOHHOMO
o6ecneyeHns ynpaBfeHus, LOKYMEHTOBEZ, CNeLMUanucT No MHGOPMaLMOHHBIM TEXHOIOMMSIM YrpaBieHus.

My6nukauuu:

ABTOp 60nee 150 ny6nvMkauuii, B TOM YMChe cTaTeil B XXypHanax «CnpaBoYHMK CEKpeTaps U opuc-meHegxxepar, «CnpaBoYHUK
KafpoBwuKay, «[lenonponsBoAcTBO», «CekpeTapckoe Aeno», «YnpaBneHue nepcoHanom, «Cnyxéa kagposy, «Iouck: oT npoekTa fo
KJto4a» u ap.
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