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CneunanucT No opraHM3aLnuoHHOMY U OKYMEHTALNOHHOMY
obecrneyeHuto yrnpaB/ieHUss opraHusaumen

C 18 aBrycTta 2025 roga Bctynun B cuny HoBbli TOCT P 7.0.97-2025 06 odpopmMneHun opraHM3aLMOHHO-pacnopsiAnTeNbHbIX
[OKYMeHTOB. B paMKkax Kypca cnywaTenu noayyat KOMMIeKCHble 3HaHUA 06 opraHv3aummn JOKYMeHTo060poTa B OpraHvM3aumm ¢
y4eTOM HOBaLMI1 3aKOHOAATENbCTBA, Y3HAKOT O COBPEMEHHbIX Tpe6oBaHUsAX BeeHNs Ae/ToNpon3BOACTBa, NoyyaT npakTuyeckme
pekoMeHzaLmm no Bonpocam ynpassieHnss LOKYMEHTaMu, BHEAPEHUIO N ONTUMU3aLUN CUCTEMbI 3IEKTPOHHOIO
[OKYMeHToOo60poTa.

[arta npoBepenus: OTKpbiTasa garta

Bup o6yuenus: Kypc noBblilleHusi kBanudukaumm
®dopmart obyueHuss: OHNalH-TpaHCAsAUMS

Cpok obyueHnus: 5 fHei

MpopomkuTenbHocTb obyyeHns: 404yacos

MecTo npoeefeHus: r. MockBa, yn. 3onoTas, 4. 11, 6u3Hec-LeHTp «30110TO», 5 aTax. BceM yyacTHMKaM BbicbliaeTcsi NoApo6Has cxemMa
npoesga Ha cemMuHap.

[ins y4yacTHUKOB NpefycMOTpeHo: MeToanYecKuii MaTepumarn.

,D,oxymeH'r MO OKOHYaHUn 06yquMﬂZ Mo utoram 06yqum| cnywaTtenu, ycnewHo npowejluimne UToroeyro atrectayuto no nporpamMme
o6yquvm, nosiydaroT yﬂ,OCTOBepeHVIe O NoBbIWEeHNN KBaJ'IVId)VIKaLI,VIVI B 06beme 40 yacoB (B COOTBETCTBUM C NIULEH3NEN Ha npaeso
BeaeHuna o6pa303aTean017| [eATeNnbHOCTH, BblgaHHOWM LenapTtameHTOM 06pa3OBaHVIF| M HayKun ropoaa MOCKBbI).

Ina Koro npegHasHayeH

PykoBoguTtenei cnyx6 JOY, pykoBoguTeNnen apxmeoB NpesnpusaTUil 1 opraHu3aumin pasnnyHbiX OpraHn3aLumMoHHO-NpaBoBbix GopM,
COTPYZAHWUKOB KaHLeNApuK, cekpeTapuaTa, obLmux OTAeNI0B, CeKpeTapei, MOMOLLHUKOB PyKOBOAUTENEN, pethepeHTOoB, NepCoHabHbIX
acCUCTEHTOB, 0UC-MEHEKEPOB, AENONPOU3BOAUTENEN, LOKYMEHTOBEOB U apXMBapuyCOB.

Lienb o6y4yeHus

M3ydyeHune geicTBytoLLEro 3aKOHOAATENbCTBA M HOPMaTUBHbIX MPaBOBbLIX akTOB B cdepe AeNoNpon3BOACTBa U apXMBHOIO Aena.
o GopMupoBaHUe KOMMETEHLMIA B 061aCTU HOPMATUBHOIO PEryIMpoBaHua paboTbl C JOKYMEHTaMM.

¢ O3HaKoOM/eHME C MeTOlaMI aHann3a v ONTMMU3aLMN OCHOBHbIX AeN0NPOU3BOACTBEHHbIX OnepaLuii.

o AKTyanusauus NpakTUYeCKUX HaBbIKOB COCTaB/EHUA U 0OOPMIIEHNSI OCHOBHbIX BUAOB YNpaBieHYeCKUX AOKYMEHTOB.

e M3yyeHne COBPEMEHHbBIX NPaBWU BEAEHUS AEeI0BOW Nepenucku.

o GopMUpOBaHUE NMPAKTUYECKUX HAaBbIKOB B 06/1aCTW TEKYLLETO OrNepaTUBHOIO U apXMBHOIO XpaHeHUs1 AOKYMEHTOB.

e O3HakoMJieHMe C METOAaMU ONTUMK3aLMU AOKYMEHTOO60poTa.

e [lonyyeHve cBeAEHUI O COBPEMEHHBIX TPEGOBAHMUSX K CUCTEMAM 3JIEKTPOHHOTO JOKYMEHTOO60POTa U CUCTEMAM XpaHeH s
3NEeKTPOHHbIX JOKYMEHTOB.

M3yuyeHune NpaBu NpUMEHEHNUS SNEKTPOHHBIX NOAMNUCEN B 3NIEKTPOHHOM JOKYMEHTO060pOTe.

OCO6EHHOCTU NPOrpaMmbl

Kypc cooTBeTcTBYyeT NnpodeccroHanbHbiM cTaHaapTaM «CrewLuanucT No opraHn3aunoHHOMY U JOKYMEHTaLUOHHOMY 06ecneyeHmto
ynpasneHus opraHu3aumei» (perucTpaunoHHbI HoMep 37509, yTBepXXAEHHbIN NPpUKa3oM MUHUCTEPCTBA TPyAa U COLMalIbHOMN 3aluTbl
P® ot 06.05.2018 N2 276H).
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PesynbTaTt 06y4YeHus

B pe3ynbTaTe 06y4eHUs1 y4aCTHUKU Kypca NpUobpeTyT npakTUYecKue HaBbIKK:

Peanusaumun HopMaTMBHbIX Tpe6GOBaHMIA K OpraHn3aLmm NpoLeccoB AOKYMEHTUPOBAHMUS 1 TEXHONOMMU AeNoNpon3BOACTBa.
JloKyMeHTMpOBaHMs ynpaBiieHYeCKON AeATeNbHOCTH U paboTbl C JOKYMEHTaMn CUCTEMbI OpraHW3aLMOHHO-PacnopaanTeIbHON
[OKYMeHTaLuu.

OpraHusaumm u onTUMM3aLum JOKYMEHTO060pOTa OpraHn3aumu.

OpraHusaumu npuema, permcTpaunm 1 pacCMOTPEHUS [JOKYMEHTOB.

OpraHusaummn KOHTPONA UCMOSTHEHNSA AOKYMEHTOB.

OpraHusaumm TekyLL,ero onepaTMBHOro XpaHeHns JOKYMEHTOB.

¢ Pa3paboTku 1 BefeHNA HOMeHKNaTypbl Aer.

o MoAroToBKM Aes K apXMBHOMY XPaHEHMIO.

e [lpoBefeHns aKCnepTU3bl LLeHHOCTU AOKYMEHTOB, COCTaB/IEHWS OMNUCe AeN N aKTOB O BblAeNEHUN K YHUUTOXEHUIO AOKYMEHTOB,
He NnoaJjieXxalLlmx apXuBHOMY XpaHEHHIO.

Peanusauuu TMNoBbIX byHKLMOHasbHbIX TPE60BAHWUIN K CUCTEME 3NIEKTPOHHOMO fJOKyMeHToo6opoTa (CI/) u cucTeMe XpaHeHUs!
3NEKTPOHHbIX JOKyMeHTOB (CX3 /).

9TO MeponpuaTUe MOXHO 3aKa3aTb B KOpnopaTuBHoM topmaTe (06y4eHne COTPYAHUKOB OfHOM KOMMNaHuu).

OTAenbHble cEMUHapbl B paMKax Kypca

e CoBpeMeHHble TEXHOIOMUM 3M1EKTPOHHOI0 IOKYMEeHTo060poTa

e ONeKTPOHHbIN apX1B opraHusaummn: cobnoaeHne TpeboBaHmuit, NpaKkTUYeCcKe BONpoChl OpraHn3aLum U TeXHUYECKOoro
obecnevyeHus

e CreuuanucT apxuBa opraHusaLum

YyacTvie BO3MOXKHO OTAENbHO B KaXXOM CEMMHaPpe.

[TporpamMmma oby4yeHus

AeHb-1.

HopmaTuBHoe perynupoBaHue n-opraHmsaulusa CUCTeMbl fenionpon3soaCcrea.

CucTema 3akoHofaTeNbHbIX U-HOPMAaTUBHbIX NMPaBOBbIX aKTOB. Llefib BHELLHero perynMpoBaHusi-— o6ecneynTb cobntoaeHne

[eVCTBYIOLLEro 3aKOHOAATENbCTBA, O6LErocyAapCTBEHHbIX HOPM W-NpaBui paboTbl C-AOKYMEHTaMU.

e [MonHoMouust PocapxuBa B-0611acTM HOPMaTUBHOIO PEryIMpoBaHns Aenonpou3BOACTBa U-apXMBHOIO Aena.

CteneHb 06513aTeNIbHOCTU U-NPo6eMbl BHeapeHust NpUMepHO MHCTPYKLMUMW MO-AeN0NPON3BOACTBY B-TOCYAaPCTBEHHbIX OpraHU3aLusx

(yTB. Nnpukasom Pocapxusa oT-11.04.2018 N2-44) u-lpaBun AenonponsBoACcTBa B-TOCYAapCTBEHHbIX OpraHax, opraHax MeCTHOro

camoynpaeneHus (yTB. npuka3oM PocapxuBa o1-22-mast 2019-r. N2-71). Oco6eHHOCTM NPUMEHEHMUs 06LLLerocyAapCTBEHHbIX TPe6oBaHUM

B-KOMMEpPYECKUX OpraHusauusix.

e HaumoHanbHble cTaHaapTbl Poccuiickoih ®epepauum B-061acTv LOKYMEHTUPOBAHMUS, ypaBfieHUs1 AOKYMEHTaMM1 U-paboThbl
C-9N1eKTPOHHbIMU AoKyMeHTamu. CtaHgapTbl FOCT P-UCO. basosbliit ctaHgapT FOCT P-MCO 15489-1-— 2019. CemeiicTBO CTaHAaApTOB
cepun FOCT P-MCO 30300.

e HopmaTuBHble JOKYMEHTbI B-06/1aCTV apXMBHOIO XpaHEHUs1 JOKYMEHTOB.

MpaBuna odhopmneHna JOKYMeHTOB Ha-ocHoBe MOCT P-7.0.97-2016.

[Lenonpon3BofcTBO KakK TexHonorus. MpuHLMNbI opraHn3aumm JOKyMeHToo60poTa.

o [pUHLMNbI OpraHM3aLumn JOKyMeHToo60poTa. MoHsITUe 0-JoKyMeHToo6opoTe. MNpaBuna opraHnusauun n-KpUTepun oLleHKU. AHanu3
JOKYMEHTO060pOTa, y4eT 06bEMa JOKYMEHTOO60POTA, CNpaBKu U-CBOAKN 06-06BbEME [LOKYMEHTOMOTOKOB B-OYMaXXHOM U-3/1EKTPOHHOM
dopwme.

o [puém n-npeBapuTenbHas 06paboTka NOCTyNatoLWmUX AOKYMEHTOB. MNPUEM 3NEKTPOHHBIX fOKYMEHTOB U-COOBLLEHUIA.
MpepBapuTenbHOE pacCCMOTPEHWE NOCTYNAOLWMX JOKYMEHTOB, MOJIHOMOYMSI CEKPETAPS UM CNYXX6bl fienonponsBoacTBa. Pernctpauus
[OKYMeHTOB. [lepeyeHb pernucTpupyemMbix -HeperucTpmupyemblx JOKyMeHTOB. HanpaBneHne JOKYMeHTOB Ha-McnosiHeHue. Pa6oTa
UCMONHUTENEN C-KONMUAMU NOCTYNUBLUUX fOKYyMeHTOB B-CI/.

e PaboTa ncrnonHuTenen c-BHyTPEHHUMM AOKYMeHTaMK. PernameHTauus npoueaypbl COrnacoBaHusl NPOEKTOB JOKYMEHTOB.
MapannenbHoe u-nocnefoBaTeNbHOE cornacoBaHue. NMosHOMOUYUSI UCMONHUTESNEN U-pyKoBoAUTENEN NoApa3aeseHNN.
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o KOHTpOJ'Ib NCMNOJNTHEHUA LOKYMEHTOB VI-I'IOpyl-IeHVIVI. TunoBble n-nHianBuayanbHble CPDOKU UCMOJTHEHUA. MonHOMo4YMNsA OTBETCTBEHHbIX
ucnosnHuTeneir. KOHTpob UCMOMHUTENIbCKON ANCLMIIUHDI, CNIPaBKU U-CBOAKW MO-CPOKaM, UCTIONHUTENSAM U-TIOAPa3LeNeHnsIM.
dopmupoBaHue nokasaTtenei oLeHKN AesTeNnbHOCTH (0TYeTbI).

e O6paboTKa M-perncTpaunsi oTnpaBnsieMbiX JOKYMEHTOB.

OeHb2.

COBPeMeHHbIe Tpe603a|-w|ﬂ K-ynpaB/ieH4€CKUM AOKYMEHTaM. Cuctema u-noacuctembl OpraHVI3aU,VIOHHO-paCI10PﬂAMTeJ1bHOﬁ
AOKYMeHTaluuu. CocTtaBneHue M'OdJOPMIIeHVIe oTAeJIbHbIX BUAOB JOKYMEHTOB.

e Cuctema loKkasibHbIX HOPMATUBHbIX aKTOB OpraHnsauum B-061acT 4enonpov3BoACTBa.

ANroputm pa3paboTKu MHCTPYKLMK NO-Ae10Npon3BOACTBY Ha-OCHOBE MeToANYECKUX peKOMEHAAL M No-pa3paboTKe MHCTPYKLMIA
no-4enonpousBOACTBY B-roCcylapCTBEHHbIX OpraHax, opraHax MecTHoOro camoynpaesieHus (yTB. NpukasoM Pocapxua oT-25-aekabps
2020 roga N2-199). Npob6nemMbl CTPYKTYpbl U-06bEMaA JOKYMeEHTA. YNpaB/ieHne MHCTPYKLMeR Kak JOKYMEHTOM, 06yyeHne
ucnonHuTenen. AKTyanuaauusi 4eNCTBYIOLEN MHCTPYKLMU NO-AEN0NPOM3BOACTBY NPU BHEAPEHUMN 3/IEKTPOHHOIO AOKYMEHTOO60pOTa
[pyrve opraHusaunoHHble AOKYMEHTbI. HasHauyeHne JOKYMEHTOB: MONOXEHWE, NPaBuna, UHCTPYKLNSA, PErNaMeHT.
PacnopsaguTtenbHble AOKYMEHTbI, U3faBaeMble Ha-OCHOBe eAnHOHa4Yanus. Mpukasbl MO-OCHOBHOW AeSATENbHOCTU U-NO-TMYHOMY
COCTaBY, pacnopsieHue, nopyyeHue (ykasaHue)-— Tunosow Gopmynsip, ohopMieHne, CTPYKTypa TEKCTa, CPOK AeACTBUS, GopMbl
npeacTaBeHus.

PacnopsagutenbHble AOKYMEHTbI KOJIErnanbHbIX OpraHoB ynpasneHus. [IpoToKos, MOCTaHOBIEHWE, peLleHne-— Tpe6oBaHUs
K-0(hopMIIeHUIO, CTPYKTYpa TEKCTA, CPOK AehCTBUSA, HOPMbl NpeAcTaBNeHUs.

CocTaBneHue n-ohopMieHne crpaBoYHoO-MHHOOPMaLMOHHBIX AOKYMEHTOB. AKT, CrpaBka, ciyxe6Has (foknagHas, 06bACHUTENbHas)
3anucka, 3asBrieHe-— TUNoBon GopMynsAp, PEKBU3UTbI, TPEGOBAHUSA K-0DOPMJIEHUIO, CTPYKTYpa TeKCTa, POopMbl MpeAcTaBeHuS.
MoHATMe o-aenoBoii nepenucke. Knaccudmkauma BuAoB n-pasHoBmaHocTen nucem. ObLume npaBuna ohopMIeHUsi PeKBUSUTOB
n-Tpe6oBaHns K-CTPYKType TekcTa. Buabl 6naHkoB ans nuceM. bnaHku nucem Kak aieMeHT hUMpMeHHOro cTuns. MnaBHaa GyHKLus
cny>xe6Horo nMcbma-— ycrnewuHasi KOMMyHuKauus. CTpykTypa TeKcTa MMcbMa B-pamMKax yrnpaB/ieHYeCKUX KOMMYHUKaLuii. PeyeBble
(hopMy bl BEXIMBOCTM. 13bIKOBbIe OCOBGEHHOCTU CNYXEBHbIX MUCEM U-CIIOBA-— «METKU» KOHKPETHbIX Pa3HOBUAHOCTEN MUCEM.

o TpeboBaHMA K-CTUIIMCTUKE 3NTEKTPOHHbIX COO6LLEHMIA. [epenncka No-31eKTPOHHOM NoYTe.

OeHb-3.

[loKyMeHTanbHbIi M-apXUBHbIiA GpoHAbI opraHn3aumu. HopmaTuBHble Tpe6oBaHUS K-OPraHM3aLm TEKYLLLEro onepaTMBHOro U-apXUBHOIO
XpaHeHUs1 LOKYMEHTOB.

o PepepanbHbIf 3aKoH 0T-22.10.2004 N2-125-03 «O6-apxvBHOM aene B-Poccuiickon Gefepaunmn». 0653aTeNIbHOCTb apXMBHOIO XpaHEHUS

[OKYMEHTOB B-Te4eHne HOPMaTUBHbIX CPOKOB.

MoHATWA «AOKYMeHTanbHbIA HGOHAY, «<apXMBHbIN HOHAY, «KaPXUBHbIA AOKYMEHT». OTBETCTBEHHOCTb 3a-OpraHn3aLnio TeKyLLero

ornepaTWBHOMO N-apXMBHOIO XpaHeHUs JOKYMeHTOB. OTBETCTBEHHOCTb 3a-OCYLLECTB/IEHNE TEKYLLEro XpaHeHWs n-obecneyeHms

COXPaHHOCTW. [I0KyMeHTbl OpraH13aLn-— akTuBe, UMeoLLUA LLeHHOCTb.

MpaBuna opraHn3aLumn XxpaHeHusl, KOMMNIEKTOBaHUS, yyeTa U-Mcnonb3oBaHns AOKYMeHToB ApxmBHoro ¢doHAaa Poccuiickon depepaumn

U-OPYrvX apXMBHBIX JOKYMEHTOB B-OpraHax rocyjJapCTBeHHO BacTy, opraHax MECTHOrO CaMoynpaBeHusl U-opraHusaumsx (yTe.

npuka3oM Pocapue-31.07.2023 N2-77). NpoeKT HoBOW Bepcuu MNpaBu.

MepeyHn fOKYMEHTOB CO-CPOKaMM XpaHeHust. [lepeyeHb TUMOBbIX YyPaBNEHYECKMX apXMBHbIX JOKYMEHTOB, 06pasyoLmxcs B-npoLecce

[eATeNbHOCTM roCyfapCTBEHHbIX OPraHOB, OPraHOB MECTHOro caMoyrnpaB/ieHUs N-opraHnsaLuii, c-yKasaHnem CpoKOB UX-XpaHeHuns

(yTB. Nnpukasom PocapxuBa 01-20.12.2019 N2-236 K-UHCTpYKUMS NO-€ro NpuMeHeHuto (YTB. NpukasoM Pocapxusa 01-20.12.2019 N2-237).

CpOKM XpaHeHUsi LOKYMEHTOB B-6yMa)KHOMN M-3NeKTPOHHOM hopme.

o [IpUHLMNbI, KPUTEPUM U-3TaNbl SKCNEPTU3bl LLEHHOCTN JOKYMeHTOB. Co3faHune aKCnepTHON KOMUCCUM opraHusauuu. NMpumepHoe
NoJsioXeHune 06-9KCNepTHOM KOMUCCUK opraHu3auuy (yTB. npukasomM Pocapxuea 01-11.04.2018 N2-43). OpraHusauus
U-AOKYMEHTMPOBaHME paboTbl IKCNEPTHOW KOMUCCUN.

e Posib HOMeHKNaTypbl fen B-cucTemMaTnsaummn AoKyMeHTabHOro GpoHga. Tunbl n-BuAbl HOMeHKnaTyp gen. Metoguka

M-opraHu3saLoHHble NpoLeAypbl pa3paboTku U-BeAeHUss HOMEHKNATypbl Aen. [JonosiHeHWe K-HOMeHKnaType fen. 3HadeHne

HOMeHKNaTypbl AeNn AN COCTaBMIeHUs onucen JOKYMeHTOB. HoMeHknaTypa Aen Kak knaccmbukaTop B-cMCTeMe 3/1IeKTPOHHOIO

JlOKyMeHTOoO60poTa.

ApXUBHbIA HOHA OpraHM3aummn n-yctaHoBeHWe ero rpaHul. MonoxeHne 06-apxvBe UM NONOXKEHNE 06-apXMBHOM XPaHEHWM

[LOKyMeHTOB. JJoKyMeHTbl hunnanos, NpeAcTaBUTENIbCTB U-OTAENEHNIA: UX-MECTO B-apXMBHOM (OHAE rOSI0BHO OpraHv3aLuum.

OTBETCTBEHHOCTb 3a-apXMBHOE XpPaHeHNe JOKYMEHTOB.

o KOHTPOJIb 3a-COG/IIOAEHNEM CPOKOB XpaHeHUsi n-o6ecrneyeHmemM COXpaHHOCTU AOKYMEHTOB. [ONTHOMOYMS YNOTHOMOYEHHbIX aPXMBHbIX

opraHoB. AMUHUCTPaTUBHAsA OTBETCTBEHHOCTb 3a-HECO6NI0AEHNE CPOKOB XPaHEHNUS.

OpraHusaums xpaHeHus n-obecrneyeHne COXPaHHOCTU apXMBHbIX JOKYMEHTOB. Tpe6oBaHNsA K-3aHuI0, MOMELLLEHUAM U-TEXHUYECKOMY

OCHaLLeHMIo apxmBa. TpeboBaHUs K-peXXMMaM XpaHeH st JOKYMEHTOB. JKCNepTU3a NpUrogHOCTM NOMeLLEHNS A1A Pa3MeLLeHUs B-HEM

apxvBa. 0630p cOBPeMeHHOro 060pyA0BaHNA AJ1F OCHALLLEHUS apXUBHbIX NOMELLLEHWIA, 06PaboTKMN U-XPaHEHNS @aPXMBHbIX [JOKYMEHTOB.

CucTeMa y4yeTHbIX JOKYMEHTOB apxvBa. CocTaB OCHOBHbIX (0613aTefbHbIX) U-BCMOMOraTesibHbIX Y4eTHbIX AO0KYMeHTOB. [leno dpoHaa.

Buabl onucen fen. Metoanka coctaBneHns onnucen fen afekKTPOoHHbIX JOKYMEHTOB.

o KoMnnektoBaHue apxuBa opraHusaummn. Crmcok CTpyKTYpHbIX MoApasaeneHnit-uCTOYHMKOB KOMIMIEKTOBaHMS.

e [NopAfoK NOAroTOBKM Aen ANsi nepefayn B-apxus (Ha-apxmBHoe xpaHeHue). paduk npuéma-nepegayn. ApXMBHO-TEXHUYECKas!
06paboTKa, cocTaB/ieHne BHYTPEHHUX onucer aen. OhopmneHmne 06510XeK Aen NOCTOSAHHOMO, BpEMEHHOTO (CBbile 10-1€T) CpoKoB
XpaHeHus u-gen no-InYHoOMy CocTaBy.
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e Onucu gen CTPYKTYPHbIX nonpasneneHMVl N-NPOEKTbl aKTOB O-BblAE/IEHUN K-YHUYTOXXEHUIO AOKYMEHTOB, He-noasieXalnx apxmBHOMY
XpaHeHuto. fogoBble pasfgesbl CBOAHbIX onucen n-cBoAHbIE aKTbl.

e lVicrnonb3oBaHne apxXmMBHbIX OOKYMEHTOB B-ynpaBnqueCKoﬂ 0eATeNIbHOCTU U-B-LeNAX 3aluTbl coyunanbHbIX Npas rpaxaaH. lNopagok
BblAa4yn apXnBHbIX AOKYMEHTOB MOo-3anpocaM YrnoJIHOMOYEHHbIX roCyAapCTBEHHbIX OPraHOB N-KOHTPOJ1b 3a-UX-BO3BPATOM.

Apxus Hay‘-IHO-TEXHW-IeCKOﬁ AOKYMEeHTaLuu.

o OpraHusaums apxvmBa HayYHO-TEXHUYECKOM AOKYMeHTauuu. NpaBuna opraHnsauumn XpaHeHus, KOMMNJIEKTOBaHuUS, yyeTa
N-UCMONb30BaHMA HAyYHO-TEXHUYECKOW OKYMEHTaL MK B-opraHax rocyaapcTBeHHOM BNacTu, opraHax MeCTHOro camoynpaB/ieHus,
rocyZlapCTBEHHbIX U-MYHULMMNANbHbIX OpraHu3auuax (yTB. npukasom defiepanbHOro apxuBHOro areHTcTea oT1-09.12.2020 N2-155,
3apernctp. MuHtoctoM Poccnu-12.03.2021 N2-62735): xapaKkTepUCTKa HOPMATUBHOIO NPaBoOBOro akta. OCHOBHbIE MONOXEHWS.

e JJIEKTPOHHbI apXMB Hay4YHO-TEXHUYECKOMN AOKYMeHTaummn (HT/) Kak YyacTb KOpropaTUBHOW MHPOpMaLMOoHHOW cucTembl (KUC).
Oco6eHHOCTM 31eKTPOoHHOro apxuea HT/L. BaaumopeicTeume cnyxobl 1efloNnpou3BOACTBa, apxmBa U-cryxeébl HT.

OeHb4.
ONeKTPOHHbIV apXuB OpraHu3aLmn: cobnopeHne TpeboBaHUi, NPaKTUYECKUe BONPOChl OpraHM3aLum U-TEXHUYECKOro obecneyeHus.

e PerynmpoBaHue apxMBHOIO XpaHeHUS JOKYMEHTOB B-3/1IEKTPOHHOMN dopMme. MoHATHUE «apXMB 3NEKTPOHHbIX JOKYMeHTOB». TOCT P-ICO
30300-2015, FOCT P-7.1.101-2018/MCO 30301:2011 u-gp. NMpukas Pocapxvsa oT-31-utons 2023-r. N-77. (3KcnepTHbI KOMMEHTapMWiA).
MepcneKkTUBbI pasBUTUSA HOPMaTUBHON 6a3bl.

e Tpe6oBaHUs K-apXxMBHOMY XpaHeHuto S, OyHKLMOHaNbHble TPE6OBaHUS K-CUCTeMaM XpaHeHust 3. AyTEHTUYHOCTb, AOCTOBEPHOCTb,
LieNIOCTHOCTb, NPUrOAHOCTb AJ151 UCMONb30BaHUA-O[1; TEXHOMOMMM 3aLUTbl; TEXHOIOTMN 06ecrneyeHuns JONroBpeMEHHOWM
coxpaHHoCcTu-3[; noaaep>Kka MUrpaLMmn n-koHeepTauuy; GopmaTbl XpaHeHus.

e CTaHAapTbl, pyKOBOACTBA U-MeToau4Yeckue pekoMeHaumnm. OCoO6eHHOCTM IKCNEPTU3bI LLEHHOCTM 3/1EKTPOHHbIX JJOKYMEHTOB.
YHUYTOXEHNE 3NTIEKTPOHHbIX JOKYMEHTOB.

e [loaxoAbl K-OpraHM3aumm apXMBHOI0 XpaHeHUs 3NEKTPOHHbIX JOKYMEHTOB.

TexHonoruu co3pgaHus 3NeKTPOHHOIr0 apXuBa U-3/IEKTPOHHOI0 XpaHEHUSA JOKYMEHTOB.

o OumncbpoBka 6yMaxkHoro apxmea. Lienecoo6pasHocTb U-nepcnekTnBbl oundpPoBKU. INEKTPOHHbIN Ay6AMKaT apXMBHOTO JOKYMEHTa.

KoHBepTauua JOKYMEHTOB. NeKTPOHHble Ay6/MKaTbl JOKYMEHTOB Ha-ByMaXXHOM HocuTene. MepeBoj JOKYMEHTOB B-3/IEKTPOHHYHO

topMy (ckaHVMpoBaHWe, pacno3HaBaHue, uaeHTUdKKaUmMs U-mapkupoBka). MpugaHue ropuanyeckor saHaummocTy 3.

OpraHusauuma npouecca nepegayn oundpoBaHHbIX JOKYMEHTOB.

o XpaHeHue oundpoBaHHbIX JOKYMEHTOB Ha-hU3NYeCKN 060COBNEHHBIX HOCUTENAX 3anncK, B-cocTaBe MUHPOPMaLIMOHHOM CUCTEMDI
3NEKTPOHHOr0 apxuBa.

e YCnyru «apxXuBHOro» aytcopcuHra. Micnonb3oBaHue «061a4yHbIX» TEXHOMOT M.

JeHb-5.
MocTpoeHne 3NeKTPOHHOro OKYMEHTOo060poTa.

e KpaTkunii KOMMEeHTapuit U3MeHeHU B-3aKOHOaTe IbHbIX U-APYrMX HOPMaTUMBHO-— MPaBOBbIX akTax, perynupyowmx 340 n-apxusHoe
XpaHeHue.

e 3aKkoHopaaTenbHasa 6a3a, pernaMeHTUpYLLas CNoJsib3oBaHUe 31EKTPOHHON NOAMUCH.

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

o /I3meHeHus B-3akoH No-63-03. depepanbHble 3aKoHbl 0T-8-MtoHs 2020-r. No-166-03 n-01-2-utona 2021-r. No-359-03.

e [IpaBoBas 6a3a paboTbl yAOCTOBEPSAIOMNX LLEHTPOB U-NPUMEHEHUSI MPOCTON U-yCUNEHHbIX-II, NPUMEHeHVe YyCUNeHHOM
KBanU@ULMPOBaHHOMN 3N1eKTPOHHOWN NoANUCH.

o depepanbHbiil 3aKoH 0T-27.12.2019-No 476-3 «O-BHeceHUn nameHeHui B-PepepanbHblil 3aKoH «06-a1eKTPOHHOM nognucm» u-cT.1-03
«O-3aWwumTe NpaB PUANYECKUX JTUL U-MHANBUAYATbHbBIX NPeAnpUHUMAaTENEN NPY OCYLLECTBNEHUW FOCYJapCTBEHHOIO KOHTPOS
(Hap3opa) u-MyHMUMNAaNbHOro KOHTPOSISA».

o CoBepLUEHCTBOBaHNE 3aKOHOAATENbCTBA, PErflaMeHTUpYoLLEro ncnonb3osaHue M. MnaHnpyemble nameHeHus B-3akoH No-63-03
«06-3/1eKTPOHHON MNOANUCU».

o [TpaBuna KOHBepPTALMUN SNTEKTPOHHbBIX JOKYMEHTOB, a-TaKXXe NOPsi0K UX-XPAHEHUSI U-CO3AaHNA 3NIEKTPOHHbIX U-MaTepuanbHbIX
Ay6nvkatoB 3akoHonpoekT No-1173189-7 «O-BHeceHUn nsmeHeHui B-OefiepanbHbiit 3akoH ,06-nHbopmaLnmm, MHGOPMaLMOHHbIX
TEXHOMOrnsiX M-0-3almTe UHbopMaLMn” N-0TAeNbHbIE 3aKOHOATENbHbIe aKTbl»). «KOHLenLmMsi 31eKTPOHHOMO JOKYMEHTOO60poTa
B-XO35IMCTBEHHOW AeATENIbHOCTW» U-NN1aH MeponpuATUIA No-eé-peannsaumi, yTs. MNpaBUTENbCTBEHHOK KOMUCCUK NO-LdPOBOMY
pasBUTUIO, UICNOJIb30BAHUIO MHPOPMALIMOHHbIX TEXHONOMUIA AN YNYULLEHUA KayeCTBa XXU3HU N-YCNOBUI BeAeHNA
npeanpuHUMaTeNbCKoN fesTenbHOCTU (MPOTOKON NpesnauyMa o1-25.12.2020-No 34).C3/[], kaK MHCTPYMEHT yrnpaB/ieHUs LOKYMEHTaMMU.
OneKTPOHHbIe JOKYMEHTbI B-Ae/I0BON AeATeNIbHOCTU.

Tpe6oBaHUA K-CUCTEMaM 3/IEKTPOHHOIO LOKYMEHTO060pOoTa M-CUCTEMaM XPaHEHUs! ANIEKTPOHHbIX JLOKYMEHTOB B-apXuBax
rocyfiapcTBeHHbIX opraHoB (yTB. npukasomM PocapxuBa oT-31-utons 2023-r. N-77). dyHkumoHanbHble Tpe6oBaHus K-C3/[,. CoBpeMeHHas
oueHKa 3O PEKTUBHOCTN MPUMEHEHNS.

KpuTepumn Bbi6opa CUCTEMbI 3NIEKTPOHHOIO JOKYMEHT0060pOTa U-CUCTEM XPaHEHUS INTIEKTPOHHBIX AOKYMEHTOB («3/1eKTPOHHbIN
apxuB»). [locTonHcTBa M-cneundmka pasnnyHoro nporpaMMHoro obecneyeHuns. CoBpemMeHHast NpakTuka n-oleHka kavectsa Co/M,.
060CcHOBaHWe Bbibopa onTUManbHoro BapnaHta C3/1. AHanus poiHka C3/, n-npeanoXxkeHuii BeHAEPOB No-peanvsauum TpedboBaHui
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613Hec-nonb3oBaTenen.

HoBble TexHOMOrMU BHIPUMEHEHMU CUCTEM 3JIEKTPOHHOIO AOKYMEHTO060poTa Ha-peanpuaTun. Npo6nembl HTerpaummn C3,
B-MH(hOPMaLIMOHHOE NPOCTPaHCTBO KoMnaHun. CoBpeMeHHoe BuaeHne KUC. Cnocobbl n-HoaHChl MHTErpaummn pasnnyHbiX NPUIOXEHNI
B-pamMKax Bbl6paHHoi C3/1. MeToauka n-npakTuyeckme peKoMeHgaLUmnm no-BbisIBEHUIO TYYLUUX 471K CBOEW KOMMaHuu BapuaHToB CI/,.

MeToauka BHeipeHus C3/l. Ponb cny»6bl fenonpon3BoacTBa B-peanusanum npoekta no-eHeapeHuto CI/. PaspaboTka floKasbHbIX
HOPMaTMBHbIX aKTOB U-METOANYECKNX AOKYMEHTOB NO-A0KYMEHTALMOHHOMY 06eCreyeHuo yNpaBieHusi opraHu3auum B-06n1actu
3/1eKTPOHHOI0 JOKYMEHTOO06pOTAa.

WHdopmaumoHHas 6e30nacHOCTb B-CUCTEME 3NIEKTPOHHOIO AOKYMEeHToo60poTa opraHu3auumn. O6ecneyeHme KOHOUAEHLMANBHOCTY,
AOCTYMHOCTU U-LLleNOCTHOCTU AO0KYMeHTOB B-C3/. 3almTa nepcoHanbHbIX AaHHbIX B-COOTBETCTBMM C-P3 N2-152.

MpakKTnuyeckune BONPOCbl BHEAPEHUSA 3NIEKTPOHHOIO LOKYMEHTO060poTa B-OpraHusauumn. AHanus nyynx NpakTUK pOCCUMCKUX
KOMMaHWi no-ahekTMBHOMY BHeApeHUto u-akcnnyaTaummn C3[, CY/ (cucteMbl ynpasneHus 4okymeHTamm) u-KUC (kopnopaTueHoii
MH(HOPMALMOHHOM CUCTEMBI).

[lpenopaBaTenu

KAPIbIYEBA EneHa BayecnaBoBHa

KaHguaat uctopuyeckumx Hayk, foueHT kadenpbl «<MHpOpMaLMOHHbIE TEXHONOTMK B OPUANYECKON AeATENIbHOCTU U AOKYMEHTaLUOHHOe
obecneyeHue ynpaBneHus» OpUanNYeckoro MHCTUTyTa POCCUINCKOro yHMBepCUTETa TpaHcnopTa.

CABWH Bsayecnas Bnagumumposuy

3KcnepT, NPaKTUK K-paspaboTymk B-061aCTU 3/IEKTPOHHOIO AOKYMEHTOO60pOTA. [NaBHbIN aHANMTUK CUCTEM 3NIEKTPOHHOO
[okymeHToo6opoTa MNAO MarHuT. Takxe siBnsncs pykosogutenem LieHTpa passutusa 03310 B-000 «PocCenbxo3baHk-UHTEX, oTaena
aHanUTUKK1 M-UAT-NPOeKTOB B-KPYMHbIX KOMNaHusax-— «CepBroHnKa» (BxoaunT B-TK-«AiiTeko»), 0AO 3apy6exHedTb, 000 JTYKONN-
NHdopm.

AKTUBHO NpuHUMan yyactue B pa6oTe Accounauum «Pa3paboTumku n Onepatopbl CUCTeM INeKTPOHHbIX Ycnyr» (POC3Y) Ha npaBax
NOCTOSIHHOIO YflieHa: yyacTue B pa3paboTke cTaHAapTa poyMuHra onepaTtopoB 310, NpoeKToB 3aKoHoAaTeNbHbIX akToB B chepe 103
310, aneKTPOHHbIX Nognucen.

MBAHOBA Jlapuca AHaToflbeBHa

3KcnepT-NPakTUK ¢ 25-N1eTHUM ONbITOM NpenofaBaTenbCKON U afMUHUCTPAaTUBHO-YNPaBIeHYeCKOoh paboTbl B KPYMHbIX KOMMepPYecKux 1
rocyfapCTBEHHbIX CTPYKTYpax, BEAYLLUMA SKCNEPT N0 LOKYMEHTO060pPOTY PupMbl «1C».

HNOPOHWHA Jlapuca AnekceeBHa

KaHAmnaaT aKOHOMUYECKMX HayK, AOLeHT Kadeapbl rocyAapCTBeHHOro ynpasneHus U Kagposoi nonutuku MIYY MpasutenscTea
MocKBbI, aBTOp y4e6HbIX MOCO6MIA MO JOKYMEHTOBEAEHUIO, IKCTepT HauuoHanbHoi accoumauum obuCHbIX CneumanncTos 1
aAMUHUCTPaTUBHbIX paboTHMKOB npu MpeangeHTe Poccuitckon deaepaumm, copaspaboTumk NpoheccmoHanbHbIX CTaHAapToB.

Cdepa npoeccMoHaNbHbIX MHTEPECOB:

MpodeccnmoHanbHbie KOMNETEHLUU: ONTUMMN3aLMSA BU3HEC-NIPOLLECCOB NPEeANPUATUS, padapaboTKa HOPMaTMBHbLIX MaTepuanos nNo
[OKYMEHTUPOBaHUIO yNpaBfeHYeCKoM AesiTeNbHOCTH, ayAUT KafpoBOro Aenonpon3BoACTBa, KOHCYNbTUPOBaHWE No BbIGOpy
nporpaMMHOro NpoAyKTa no aBTomMaTmsauum AenonpomMsBoACTBEHHbIX MPOLLECCOB. YyacTBOBana B NpoekTax no asToMaTusawmm
[OKyMeHToo60poTa komnanum IKT, IBS, BecTb MeTa-TexHonorunu.

O6pasoBaHue:

OKoHunna ["locyaapCcTBEHHYO akafeMuio yripaBsieHUs UMEHN C.Op,D,)KOHI/IKVIﬂ,Se, Kad)ep,pa AOKYyMeHTOBeAEHUA U JOKYMEHTALMOHHOIO
obecneyeHus ynpasneHusa, LOKyMeHTOoBe/, cneynanuncTt no I/IHCbOpMaU,I/IOHHbIM TEXHOJ1I0IrMAM ynpasieHUA.

My6nukauum:

AsTop 6onee 150 ny6nmkauuii, B TOM Yucie cTaTei B XypHanax «CnpaBoYHUK cekpeTapsi u oduc-MmeHemxepar, «CnpaBoYHUK
KafpoBHuKa», «[lenonpon3BoAcTBO», «CekpeTapckoe feno», «YnpasneHne nepcoHanom», «Cnyxoéa kagposy, «[lonck: oT npoekTa f0
KJto4a» u ap.
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