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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 obyuyeHus: [JHeBHOW

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.

[ns y4yacTHUKOB NpefyCcMOTPEHO:

MeToaunyeckuii MaTepuarn, kode-naysbl.

JIOKYMEeHT Nno oKOHYaHuM o6yyeHus: o nToram obyyeHus cnyliaTenu, yCnewHo npoLeaLine UTOroByo aTTeCTaLUIo Mo NporpaMme
06y4eHus, MoslyyatoT Y 4,0CTOBEepeHME O NoBbIWeHUN KBanudukaumm B o6bemMe 40 Yacos (B COOTBETCTBUM C NIULIEH3UEN Ha NPaBo
BefeHVs 06pa3oBaTeNibHON AeATeNbHOCTH, BblAaHHOM [enapTaMeHToM 06pasoBaHus U Hayku ropoaa Mocksbl).

Ina Koro npegHasHayeH

PykoBoguTtenei cnyx6 LOY, pykoBoauTenei apxmeBoB NpeanpusTUil U opraHnu3aumii pasnnyHbiX OpraHu3aumMoHHO-NpaBoBbix GopM,
COTPYAHWKOB KaHLENApUM, cekpeTapuaTta, o6LLMX OTAENOB, CeKpeTapei, MOMOLLHUKOB PYKOBOAUTENEN, petepeHTOoB, NepcoHalbHbIX
aCCUCTEeHTOB, 0UC-MEHEKEPOB, AENONPOU3BOAUTENEN, LOKYMEHTOBEOB U apXMBapUyCOB.

Lienb 06y4yeHus

e M3yyeHune aeicTBytoLLEr0 3aKOHOAATENbCTBA M HOPMAaTUBHbBIX MPABOBbLIX aKTOB B cdepe AeNonpon3BoACTBa U apXMBHOIO Aena.

o GopMupoBaHUe KOMMETEHLMIA B 061aCTU HOPMATUBHOIO PEryIMpoBaHua paboTbl C JOKYMEHTaMM.

¢ O3HaKoOM/EHME C MeTOAaMI aHanM3a v oNTMMU3aLmMN OCHOBHbIX AeN0NPOU3BOACTBEHHbIX OMnepaLuii.

o AKTyanusauusi NpakTUYeCcKUX HaBbIKOB COCTaB/IEHUA U 0OPMIIEHNSI OCHOBHbIX BUAOB YNpaBieHYeCKUX AOKYMEHTOB.

e /3yueHne coBpeMeHHbIX NPaBui BeAEHWS LEeN0BO Nepenmucku.

o GopMUpOBaHUE NMPAKTUYECKUX HAaBbIKOB B 06/1aCTW TEKYLLETO ONepaTUBHOIO U apXMBHOIO XpPaHeHUs1 AOKYMEHTOB.

e O3HaKoMJieHMe C METOAAaMU ONTUMM3aLMUU AOKYMEHTOO60pOTa.

e [lonyyeHve CBEAEHUI O COBPEMEHHBIX TPEGOBAHMUSAX K CUCTEMAM 3JIEKTPOHHOTO JOKYMEHTOO60POTa U CUCTEMAM XpaHeH st
3NEKTPOHHbIX JOKYMEHTOB.

e M3yyeHune npaBui NpUMEHEHNs SNEKTPOHHbIX MOAMNUCEN B 3N1EKTPOHHOM JOKYMEHTOO60pOTE.

OCO6EHHOCTU NPOrpaMmbl

Kypc cooTBeTcTBYyeT NnpodeccrmoHanbHbiM cTaHaapTaM «CrewuanucT No opraHn3aunoHHOMY U JOKYMEHTaLUOHHOMY 06ecneyeHmto
ynpaBJieHusi opraHu3auuei» (perncTpaumoHHblil Homep 37509, yTBepXXAEHHbIN Npuka3oM MUHMUCTEpCTBa TpyAa M COLManbHOMN 3aLuuThbl
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P® ot 06.05.2018 N2 276H).

PesynbTaT 06y4YeHus

B pe3ynbTaTe 06yueHNsl y4aCTHUKM Kypca NPMO6PeTyT NpaKTUYecKne HaBbIKU:

Peanmsaumm HOPpMaTUBHbIX TpeéOBaHMVI K opraHmsauum npoueccoB JOKYMEHTUPOBAHNA U TEXHOI0TMN Aenonpon3BoacTBa.
[LOKYMEHTMPOBaHNA YNpaB/IeHYECKON AEATENIbHOCTU M PaboTbl C AOKYMEHTaMM CUCTEMbI OPraHM3aLMOHHO-PaCTOPAANTENbHOMN
LLOKYMeHTaLuum.

OpraHusauum 1 onTUMmn3aLnm JOKYMeHTO060poTa OpraHnsaumm.

OpraHusaumm nprema, perucTpaumm n pacCMOTPEHNS OKYMEHTOB.

OpraHu3aumn KOHTPOSISA UCMOIHEHUA [OKYMEHTOB.

OpraHVI3aL|,VIVI TeKyllero onepaTtuBHOro XxpaHeHna JOKYMEHTOB.

e Pa3paboTKu 1 BeileHNsi HOMEHKIaTypbl Ae.

e MOArOTOBKM Aef K apXMBHOMY XpaHeHMIo.

e MMpoBeAeHWsi IKCNEePTUSbI LLEHHOCTU LOKYMEHTOB, COCTaBJIEHUS OMNWUCEN 4eSl M aKTOB O BbIAESIEHUN K YHUUTOXXEHNIO JOKYMEHTOB,
He MOoAJIEXaLLMX apXNBHOMY XPaHEHWHO.

Peanusaumu TUMNOBbIX hYHKLMOHaMbHbIX TPE60BaHUIM K CUCTEME 3NIEKTPOHHOTO fOKyMeHToo6opoTa (C3/1) n cucTeMe XxpaHeHus
3NEeKTPOHHbIX AOKYMeHTOB (CX3M).

9TO MeponpuaTMe MOXHO 3aKa3aTb B KOpNopaTMBHOM opmaTe (06y4eHne COTPYAHUKOB OAHOM KOMMNaHuu).

OTAaenbHble CEMUHApbI B paMKax Kypca

o CoBpeMeHHble TEXHOJIOMUM 3N1EKTPOHHOI0 IOKYMeHToo60poTa

e O/IeKTPOHHbIN apX1B opraHusaLmmn: cobnoaeHne TpeboBaHuit, NPpaKkTUYECKe BONpoChl OpraHn3aLum U TeXHUYECKOoro
obecnevyeHus

e CreuuanucT apxmBa opraHusaLum

YyacTve BO3MOXHO OTAENbHO B Ka)XA0M CeEMUHape.

[TporpamMmma oby4yeHus

AeHb-1.

HopmaTuBHoe perynupoBaHue n-opraHusaLusi CUCTEMbI Ae/I0NPoOU3BOACTBA.

CucTema 3akoHoZaTesNbHbIX U-HOPMAaTUBHbIX NMPaBOBbIX aKTOB. Llefib BHELLHero perynMpoBaHusi-— o6ecneynTb cobntofeHne

JeicTByIOLLEero 3aKOHOAATENbCTBA, O6LErocyAapCTBEHHbIX HOPM U-NpaBu paboTbl C-AOKYMEHTaMU.

¢ [MonHoMouusi PocapxuBa B-061aCTM HOPMaTUBHOIO PEryIMpoBaHns AeNonpou3BOACTBa U-apXMBHOIO Aena.

CTeneHb 06a3aTeNIbHOCTU U-NPOBIEMbI BHeAPEHUA MPUMEPHO MHCTPYKLIMM NO-AEN0NPOU3BOACTBY B-TOCYJapCTBEHHbIX OpraHn3aumax

(yTB. Nnpukasom Pocapxusa o1-11.04.2018 N2-44) u-lpaBun 4enonpov3BoACTBa B-TOCYAApPCTBEHHbIX OpraHax, opraHax MeCTHOro

camoynpaeneHus (yTB. npuka3omM Pocapxuea oT-22-mast 2019-r. N2-71). OcCo6eHHOCTM NPUMEHEHMUS 06LLerocyAapCTBEHHbIX Tpe6oBaHNM

B-KOMMepYEeCKUX opraHusauusx.

e HaumoHanbHble cTaHaapTbl Poccuiickoih ®epepaunm B-061acTv LOKYMEHTUPOBAHUS, yNpaBfieHUs1 AOKYMEHTaMM U-paboThbl
C-3/1eKTPOHHbIMMK foKyMeHTamu. CtaHgaptbl FOCT P-UCO. Basosbin ctangapt FOCT P-UCO 15489-1-— 2019. CemencTBO CTaHAapToB
cepumn FOCT P-MCO 30300.

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

MpaBuna opopmneHns JOKyMeHTOB Ha-ocHoBe TOCT P-7.0.97-2016.

Jenonpou3BoAcTBO KaK TexHonorus. NpuHuunbl opraHvsauumn onymeHToo6op0Ta.

o pMHUMNbI OpraHn3aummn gokyMeHToo6opoTa. MoHATHE 0-A0KyMeHToo6opoTE. [paBuia opraHn3aummn u-KpUTepun oLeHKU. AHanmu3
JLOKyMeHT0060p0Ta, y4eT 06béMa AOKYMEHTOO60POTa, CNPaBKN N-CBOAKM 06-06bEME [OKYMEHTOMOTOKOB B-6YMaXKHOW U-3/1eKTPOHHOMN
dbopme.

o MNpurém n-npeaBapuTenbHas o6paboTka NOCTYNaoLWMX JOKYMEHTOB. MNPUEM 3/1EKTPOHHBIX JOKYMEHTOB U-COOBLLEHWIA.
MpepBapuTenbHOe pacCMOTPEHME NOCTYMaloLWMX JOKYMEHTOB, NOIHOMOUNSA CEKpeTaps Uimn cnyx6bl AenonponsBoacTaa. Pernctpaums
LLOKyMeHTOB. [epeyeHb perncTpmpyeMbix U-HeperncTpupyembix JOKYMeHTOB. HanpaBieHne fOKYMEHTOB Ha-UcnonHeHne. PaboTa
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UCMOSTHUTENEN C-KONMUAMU NOCTYNUBLUMX fOKYyMeHToB B-CO/.

e PaboTa MCnosHMTeNEeN C-BHYTPEHHUMUN [OKYMeHTaMU. PernameHTaLms npoueaypbl COrnacoBaHnsa NPOEKTOB AOKYMEHTOB.
MapannenbHoe n-nocnepgoBaTtenbHoOe cornacosaHue. NoHOMOYNS UCNIONHUTENEN U-PYKOBOAUTENE NoApa3aeNeHnn.

e KOHTPONb MUCNOMHEHUSA JOKYMEHTOB WU-NOPYYEHNA. TUNOBbIE N-UHANBUAYANbHbIE CPOKU UCNONHEHMUSA. [TONTHOMOYNS OTBETCTBEHHbIX
ncnonHutenen. KOHTpoAb UCMOMHNUTENBCKON ANCLUMMIIMHDBI, CPaBKX U-CBOAKM NO-CPOKaM, UCMONHUTENAM U-Noapa3aeneHunsm.
dopmupoBaHue nokasaTtenei oLeHKN fesTenbHOCTH (0TYeTbI).

e O6paboTKa n-perncTpaunsi oTnpaBnsieMbix JOKYMEHTOB.

AdeHb-2.

COBPeMeHHbIe Tpe603a|-w|ﬂ K-ynpaB/ieH4eCKMM AOKYMEHTaM. Cuctema u-nopcuctembl OpraHVI3aU,VIOHHO-paCI10PiIAMTeJ1bHOﬁ
AOKYMeHTaluuu. CocTtaBneHue M-odJopmneHue oTAeNIbHbIX BUAOB AOKYMEHTOB.

e Cuctema JloKkasibHbIX HOPMATUBHbIX aKTOB OpraHn3auuy B-061acTn 4enonpov3BoACTBa.

e ANIrOpUTM pa3paboTKM MHCTPYKLUK NO-Ae/10Npon3BOACTBY Ha-OCHOBE MeToaNYECKUX peKOMeHAaL Mt No-pa3paboTKe MHCTPYKLMIA
no-AenonpousBOACTBY B-roCylapCTBEHHbIX OpraHax, opraHax MecTHOro caMmoynpaesieHus (yTB. NpMkasomM PocapxuBa oT-25-aekabps
2020 roaa N2-199). NMpo6nemMbl CTPYKTYpbl M-06bEMa AOKYMeEHTa. YNpaBeHne UHCTPYKLUMEN KakK JJOKYMEHTOM, 06ydeHne
ucnonHuTenen. AKTyanuaauusi 4eNCTBYIOLEN MHCTPYKLMU NO-AEN0NPOM3BOACTBY NPU BHEAPEHUUN 3/IEKTPOHHOIO AOKYMEHTOO60pOTa

o [Ipyrue opraHnsaLoHHbIe fOKYMEHTbI. HasHauyeHne AOKYMEHTOB: NOSIOXEHWUE, MPaBWa, UHCTPYKLUNS, pernaMeHT.

e PacnopsiavTenbHble JOKYMEHTbI, U3faBaeMble Ha-OCHOBe eMHOHavyanus. MNprkasbl NO-OCHOBHOMN AeATENIbHOCTU U-MO-TMYHOMY
COCTaBY, pacnopsieHue, nopyyeHue (ykasaHue)-— Tunosow Gopmynsip, ohopMeHne, CTPYKTypa TEKCTa, CPOK AeACTBUS, GopMbl
npeacTaBeHus.

e PacnopsigMTenbHble JOKYMEHTbI KOIernanbHbIX OpraHoB yrpaBnieHus. [poTokon, NocTaHOBMEHME, peLleHre-— TpeboBaHus
K-0(hOpMIIeHUIO, CTPYKTYpa TEKCTa, CPOK AeNCTBUSA, HOPMbI NPeCcTaBNeHUS.

¢ CocTaBneHve n-ohopMieHne crpaBoYHoO-MHHOOPMaLMOHHBIX AOKYMEHTOB. AKT, CripaBka, cyxe6bHas (foknaaHas, 06bACHUTENbHAs)
3anucka, 3asBfieHe-— TUNoBon GopMynsAp, PEKBU3UTbI, TPEGOBAHUS K-0DOPMJIEHUIO, CTPYKTYpa TeKCTa, PopMbl MpeAcTaBeHuS.

o [oHsiTWe O-fenoBol nepenucke. Knaccudukauums BUA0B U-pasHoBuaHocTel nucemM. O6Lue npaBuna oGpopMaeHns peKBU3UTOB
n-TpeboBaHMA K-CTPYKType TekcTa. Buabl 6naHkoB ana nuceM. bnaHku nnucem Kak anemMeHT dmpMeHHoro ctuns. FnaBHas GyHKLuS
cny>xe6Horo nucbma-— ycnewuHasi KOMMyHVKauus. CTpyKTypa TeKcTa MMcCbMa B-pamMKax yrnpaB/ieHYeCKUX KOMMYHUKaLuii. PeyeBble
(hbopMynbl BEXIMBOCTM. 13bIKOBbIe 0COBGEHHOCTU CNYXEBHbIX MUCEM U-CIIOBA-— «METKU» KOHKPETHbIX Pa3HOBUAHOCTEN MUCEM.

o TpeboBaHMA K-CTUIIMCTUKE 3NTEKTPOHHbIX COO6LLEHMIA. [epenncka No-3NeKTPOHHOM NoyTe.

OeHb-3.

[loKyMeHTanbHbIi M-apXUBHbIiA poHAbI opraHn3aumu. HopmaTuBHble Tpe60BaHUS K-OPraHM3aLm TEKYLLLEro onepaTMBHOro U-apXUBHOIO
XpaHeHUs1 LOKYMEHTOB.

o PepepanbHbIf 3aKoH 0T-22.10.2004 N2-125-03 «O6-apxvBHOM aene B-Poccuiickon Gegepaumm». 06513aTeNIbHOCTb apXMBHOIO XpPaHEHUS
[OKYMEHTOB B-Te4eHne HOPMaTUBHbIX CPOKOB.

o [TOHATUA «AOKYMEHTaNbHbIA GOHAY, «apXUBHbIA POHAY», «apPXUBHbIN AOKYMEHT». OTBETCTBEHHOCTb 3a-OpraHn3aLuio TeKyLLero
ornepaTUBHOMO N-apXMBHOIO XpaHeHUs JOKYMeHTOB. OTBETCTBEHHOCTb 3a-OCYLLECTB/IEHNE TEKYLLEro XxpaHeHns n-obecneyeHms
COXPaHHOCTW. [1I0KyMeHTbl OpraH13aLn-— aKkTuB, UMetoLLUA LLeHHOCTb.

o [IpaBuna opraHnsaumm xpaHeHus, KOMMNIEKTOBaHMA, y4eTa N-MCnosib3oBaHus AOKyMeHTOB ApxusHoro dpoHga Poccuitickon Gepepauum
U-APYrnX apXMBHbIX JOKYMEHTOB B-OpraHax rocyAapCTBEHHON BNacTyW, OpraHax MeCTHOro camMoynpaBfieHUst U-opraHusauusx (ys.
npuka3oM Pocapue-31.07.2023 N2-77). NpoeKT HoBoOW Bepcuu MNpaBus.

o [epeyHun LJOKYMEHTOB CO-CPOKaMU XpaHeHUs. MepeyeHb TUMOBbIX YNPaBEHYECKMX apXUBHBIX JOKYMEHTOB, 06pa3yroLLMUXCs B-NpoLecce
[eATeNbHOCTM roCyfapCTBEHHbIX OPraHOB, OPraHOB MECTHOro caMoyrnpas/ieHUs N-opraHnsaLnii, c-ykasaHnem CpoKoB UX-XpaHeHus
(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 LLEHHOCTU JOKYMeHTOB. Co3faHune aKCnepTHON KOMUCCUM opraHusauuu. NMpumepHoe
NosioXeHune 06-aKCNepTHOM KOMUCCUK opraHu3auuy (yTB. npukasoM Pocapxuea o1-11.04.2018 N2-43). OpraHusauus
N-A,OKYMEHTUPOBaHMe paboTbl IKCMEPTHON KOMUCCUMN.

e Posib HOMeHKNaTypbl fen B-cucTemMaTnsaummn AoKyMeHTanbHOro GpoHaa. Tunbl n-BuAbl HOMeHKNaTyp gen. Metogmka
M-opraHv3saLoHHble NpoLeAypbl pa3paboTku U-BeAeHUss HOMEHKNaTypbl Aen. [JonosiHeHne K-HOMeHKnaType fen. 3HadeHne
HOMEHKaTypbl Aen A5 COCTaBNEHNSA Onuncei AOKYMEHTOB. HoMeHKNaTypa Aen Kak KnaccupukaTop B-CUCTEME 3/1eKTPOHHOIO
JlOKyMeHTOoO60poTa.

o ApXMBHbI OHA OpraHn3aLmmn n-ycTaHoBIIEHME ero rpaHuL,. MNonoxeHne o06-apxmMBe UK NONOXeHNE 06-apXMBHOM XpaHeHUK
[LOKyMeHTOB. [JoKyMeHTbl hunnanos, NpeAcTaBUTENIbCTB U-OTAENEHNIA: UX-MECTO B-apXMBHOM (OHAE FOSI0BHO OpraHv3aLuuu.
OTBETCTBEHHOCTb 3a-apXMBHOE XpaHeHWe JOKYMEHTOB.

o KOHTpOJIb 3a-COG/IIOAEHNEM CPOKOB XpaHeHUsi n-o6ecrneyeHmemM COXpPaHHOCTU AOKYMEHTOB. [ONTHOMOYMS YNOTHOMOYEHHbIX aPXUMBHbIX
opraHoB. AMUHUCTPaTUBHAsA OTBETCTBEHHOCTb 3a-HECO6NIOAEHNE CPOKOB XPaHEHNUS.

o OpraHusauus xpaHeHus n-obecrneyeHne COXPaHHOCTU apXMBHbIX JOKYMEHTOB. TpeboBaHNsA K-3[aHuI0, MOMELLLEHUAM U-TEXHUYECKOMY
OCHaLLeHMIO apxvBa. TpeboBaHUs K-peXXMMaM XpaHeH st LJOKYMEHTOB. JKCNepTU3a NpUrogHoOCTM NOMeLLEHWS AN1A Ppa3MeLLeHUsl B-HEM
apxvBa. 0630p COBPeMeHHOro 060pyA0BaHNA AJ1A OCHALLLEHUS apXUBHbIX MOMELLLEHMIA, 06PaboTKMN U-XPaHEHNS @aPXMBHbIX [JOKYMEHTOB.

e CucTemMa yyeTHbIX JOKYMEHTOB apxuBa. CocTaB OCHOBHbIX (06513aTeNbHbIX) M-BCMOMOraTeNbHbIX yYeTHbIX AOKYMeHTOB. [leno doHAa.
Buabl onucen fen. Metoanka coctaBneHus onnucen fen afekKTPOoHHbIX JOKYMEHTOB.

« KomrnektoBaHue apxuBa opraHusaummn. Crmcok CTpyKTYpHbIX MoApasaeneHni-uCTOYHMKOB KOMIMIEKTOBaHMS.
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e lNopsAzOK NOArOTOBKM AeN ANsi nepefayn B-apxuB (Ha-apxmBHoe xpaHeHue). paduk npuéma-nepeaaun. ApXMBHO-TEXHUYECKas
06paboTKa, cocTaB/eHne BHYTpeHHUX onucer gen. OhopmneHmne 06510)KeK Aen NoCTOAHHOMO, BpeMEHHOTO (CBbiwwe 10-1€eT) cpokoB
XpaHeHuWs K-aen no-IM4HOMy CocTaBy.

o OnucK paen CTPYKTYPHbIX NoApa3faeneHuii U-NpoeKTbl akTOB O-BblAENEHUMN K-YHUUTOXEHWIO AOKYMEHTOB, HE-MOA/1eXallux apxXMBHOMY
XpaHeHuto. FoaoBble pasfenbl CBOAHbIX OMUCEN U-CBOAHbIE aKTbl.

¢ Mcnonb3oBaHune apXMBHbIX JOKYMEHTOB B-ynpaB/ieHYeCKON JeATENbHOCTU U-B-LIeIAIX 3alMUTbl coLManbHbIX Npae rpaxgaH. Mopsaok
BblJa4yM apXMBHbIX AOKYMEHTOB M0-3anpocaM YrnoJIHOMOYEHHbIX rOCYapCTBEHHbIX OPraHOB U-KOHTPOJIb 3a-UX-BO3BPATOM.

Apxus Hay‘-IHO-TEXHW-IeCKOﬁ AOKYMEeHTaLuu.

o OpraHusaums apxvMBa Hay4YHO-TEXHUYECKOM AOKYMeHTauuu. NpaBuna opraHnsauumn xpaHeHus, KOMMNJIEKTOBaHuUS, yyeTa
N-UCNONb30BaHMA HAyYHO-TEXHUYECKOW OKYMEHTaL MU B-opraHax rocyAapCcTBEHHOM BNacTW, opraHax MeCTHOro camoynpaB/ieHus,
rocyZlapCTBEHHbIX U-MYHULMMNANbHbIX OpraHu3auusx (yTB. npukasom defiepanbHOro apxuBHoOro areHTcTea oT1-09.12.2020 N2-155,
3apeructp. MuHtoctoM Poccuu-12.03.2021 N2-62735): xapaKkTepUCTKA HOPMATUBHOIO NPaBoOBOro akta. OCHOBHbIE MOMOXEHWS.

e JJIEKTPOHHbI apXMB HayYHO-TEXHUYECKOMN AoKYyMeHTaummn (HT/) Kak YyacTb KOpriopaTUBHOW MHPOpMaLMoHHOW cucTembl (KUC).
Oco6eHHOCTM 31eKTPOHHOro apxuea HT/L. BaaumopeicTeume cnyobl 1e5oNpou3BOACTBa, apxmBa U-cryx6bl HT/.

OeHb4.
ONeKTPOHHbIV apXuB OpraHu3aLmu: cobnopeHne TpeboBaHui, NPaKTUYECKUe BONPOChl OpraHM3aLum U-TeXHUYECKOro obecneyeHus.

e PerynmpoBaHune apxMBHOIO XpaHEHUS JOKYMEHTOB B-3/1IEKTPOHHOM dopme. MoHATHNE «apXMB 3NEKTPOHHbIX 4OKYMeHTOB». [OCT P-CO
30300-2015, FOCT P-7.1.101-2018/MCO 30301:2011 u-gp. Npukas Pocapxusa oT-31-utons 2023-r. N-77. (3KcnepTHbI KOMMEHTapMWiA).
MepcneKTUBbI pa3BUTUS HOPMaTUBHOMN 6a3bl.

e Tpe6oBaHUS K-apXxMBHOMY XpaHeHuto 3. OyHKLMOHaNbHble TPE6OBaHUS K-cCUCTeMaM XpaHeHust 3. AyTEHTUYHOCTb, AOCTOBEPHOCTb,
LieNIOCTHOCTb, NPUrOAHOCTb AJ151 UCMONIb30BaHUA-3]; TEXHOMOMMM 3alUThl; TEXHOIOrMN 06eCrneyeHns LONroBpeMEHHOWM
coxpaHHocTu-3[; noaaep>Kka MUrpaLMmn n-koHeepTauuy; GopmaTbl XpaHeHus:.

o CTaHAapTbl, pyKOBOACTBA U-MeToau4Yeckue pekoMeHaunm. OCO6eHHOCTM 3KCNEPTU3bI LLEHHOCTM 31EKTPOHHbIX JJOKYMEHTOB.
YHUUTOXEHNE 3NTIEKTPOHHbIX JOKYMEHTOB.

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

TexHonoruun co3pgaHus ANEeKTPOHHOIr0 apXuBa U-3/IEKTPOHHOTO XPaHEHUSA JOKYMEHTOB.

o OuudpoBka 6ymaxkHoro apxuBa. Llenecoo6pasHocTb U-nepcrnekTuBbl OLUGPOBKU. INEKTPOHHbIN Ay6MKaT apXMBHOFO AOKYMEHTA.
KoHBepTauua JOKYMEHTOB. NeKTPOHHble Ay6/MKaTbl JOKYMEHTOB Ha-ByMaXKHOM HocuTene. MepeBoj JOKYMEHTOB B-3/IEKTPOHHYHO
topMy (ckaHVMpoBaHWe, pacno3HaBaHue, uaeHTUdKKaumMs U-mapkupoBka). MpugaHue ropuanyeckoi saHaummocTum 3.

o OpraHusauus npouecca nepegayu oundpoBaHHbIX JOKYMEHTOB.

o XpaHeHue oundpoBaHHbIX JOKYMEHTOB Ha-GU3NYeCKN 060COBNEHHBIX HOCUTENAX 3anncK, B-CocTaBe MUHPOPMALIMOHHOM CUCTEMDI
3NEKTPOHHOr0 apxuBa.

e YCnyru «apXuBHOro» aytcopcuHra. Micnonb3oBaHue «o061a4yHbIX» TEXHOMOTMA.

JeHb-5.
MocTpoeHne 3NeKTPOHHOro fOKYMEHTOo060poTa.

e KpaTkuii KOMMeHTapuii U3MeHeHU B-3aKOHOAaTe IbHbIX U-APYrMX HOPMaTUBHO-— MPaBOBbIX akTax, perynupyowmx 340 n-apxusHoe
XpaHeHue.

e 3akoHopaaTenbHas 6a3a, pernaMeHTUpYoLLas UCNoJib30BaHUe 31EKTPOHHOM NOANUCH.

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

o /I3mMeHeHus B-3akoH No-63-03. depepanbHble 3aKoHbl 0T-8-ntoHs 2020-r. No-166-03 n-01-2-utona 2021-r. No-359-03.

e [IpaBoBas 6a3a paboTbl yAOCTOBEPSAIOMNX LLEHTPOB U-NPUMEHEHUSI MTPOCTON U-yCUIEHHbIX-II, NPUMeEHeHVe YyCUNeHHOM
KBanU@ULMPOBaHHOMN 3N1eKTPOHHOMN NoANUCH.

o depepanbHbiil 3aKOH 0T-27.12.2019-No 476-3 «O-BHeceHun nameHeHuin B-PepepanbHblit 3aKoH «06-31eKTPOHHOM nognucm» u-cT.1-03
«O-3aLWwumTe NpaB PUANYECKUX JTUL, U-MHANBUAYANbHbBIX NPeAnpUHUMaTENEN NPy OCYLLECTBNEHUW FOCYJapCTBEHHOIO KOHTPOIS
(Hap3opa) u-MyHMLMNaNbHOro KOHTPOSA».

o CoBepLUEHCTBOBaAHNE 3aKOHOAATENbCTBA, PErflaMeHTUpYoLLEro ncnonb3oBaHue M. MnaHnpyemble nameHeHus B-3akoH No-63-03
«06-3/1eKTPOHHON MNOANUCU».

o [paBuna KOHBepPTALMUN SNTEKTPOHHbBIX JOKYMEHTOB, a-TaKXXe NOPSi0K UX-XPAHEHUSI U-CO3AaHNA 3NIEKTPOHHbIX U-MaTepuanbHbIX
Ay6nmkatoB 3akoHonpoekT No-1173189-7 «O-BHeceHUn nsmeHeHui B-OefepanbHblin 3akoH ,06-nHbopmaLnmm, MHGOPMaLMOHHbIX
TEXHOMOrnsiX M-0-3almTe UHbopMaLMnU” N-0TAENbHbIE 3aKOHOATENbHbIE aKTbl»). «KOHLEeNnLuMst 31eKTPOHHOIO JOKYMEHTOO60poTa
B-XO3ANCTBEHHOW AeATEeNbHOCTU» U-MNaH MeponpuaTKiA no-eé-peannsaunm, yTe. NpaBnuTenbCTBEHHON KOMUCCUM NO-LUPPOBOMY
pasBUTUIO, UCMOJIb30BAHUIO MHPOPMALIMOHHbIX TEXHONIOMUIA AN1A YNYULLEHUA KayeCTBa XXU3HU N-yCNOBUI BeAeHNA
npeanpuHUMaTeNIbCKON feATenbHOCTU (MPOTOKON NpesnauyMa o1-25.12.2020-No 34).C3/[, kaK MHCTPYMEHT yrpaB/ieHUs LOKYMEHTaMMU.
ONeKTPOHHbIE JOKYMEHTbI B-1e/I0BOMN AeATeNbHOCTU.

Tpe6oBaHUA K-CUCTEMaM 3/IEKTPOHHOIO LOKYMEHTO060pOoTa M-CUCTEMaM XPaHEHUs! NEKTPOHHbIX JLOKYMEHTOB B-apXuBax
rocyfiapcTBeHHbIX opraHoB (yTB. npuka3omM PocapxuBa oT-31-utons 2023-r. N-77). dyHKumoHanbHble Tpe6oBaHus K-C3/[,. CoBpeMeHHas
oueHKa 3QPEKTUBHOCTN MPUMEHEHNS.

CTtpaHuua: 4 s 6



Kputepum Bbi6opa cUCTEMbI 3JIEKTPOHHOIO AOKYMEHTO060pOTa U-CMCTEM XPaHEHUS! INTEKTPOHHBIX LOKYMEHTOB («3N1€KTPOHHbIMN
apxuB»). [locToMHCTBa u-cneundmka pasnnyHoro nporpaMMHoro obecnedeHuns. CoBpeMeHHasi npakTuka n-olleHka kayectsa CO/,.
060CcHOBaHWe Bbl6opa onTUManbHoro BapuaHTa C3/. AHanus poiHka C3[, n-npeanoXxxeHuii BeHAEPOB Nno-peanmsauum TpedboBaHum
6usHec-nonb3oBaTenen.

HoBbie TexHOMOrMU BHIPUMEHEHMU CUCTEM 3JIEKTPOHHOIO AOKYMEHTO060poTa Ha-peanpuaTun. Npo6nembl HTerpaumm C3/,
B-MH(hOpPMaLIMOHHOE NPOCTPaHCTBO KoMnaHun. CoBpeMeHHoe BuaeHne KMUC. Cnocobbl n-HOaHChl MHTErpaummn pasnnyHbiX NPUIOXEHNI
B-pamMKax Bbl6paHHoi C3/1. MeToauka n-npakTuyeckme peKoMeHaaLUnm no-BbisIBEHUIO NYYLUUX 47151 CBOEW KOMMNaHuu BapuaHToB C3/,.

MeToauka BHeipeHus C3/l. Ponb cny)x6bl Aenonpon3BoacTBa B-peanusauumn npoekTa no-eHeapeHuto CI/. PaspaboTka floKasbHbIX
HOPMaTMBHbIX aKTOB U-METOANYECKNX AOKYMEHTOB NMO-A0KYMEHTALUOHHOMY 06eCreyeHuo yNpaBieHusi opraHu3auum B-06nactu
3/1eKTPOHHOr0 JOKYMEHTO06pOTAa.

WHdopmaumoHHas 6e30nacHOCTb B-CUCTEME 3/IEKTPOHHOIO AOKYMeHToo60poTa opraHu3auumn. O6ecneyeHme KOHOUAEHLMANBHOCTY,
OOCTYMHOCTU U-LLleNOCTHOCTH A0KYMeHTOB B-C3/. 3almTa nepcoHanbHbIX AaHHbIX B-COOTBETCTBMM C-P3 N2-152.

MpaKTnuyeckune BONPOCbl BHEAPEHUSA INIEKTPOHHOTO LOKYMEHT0060pOTa B-OpraHusauumn. AHanus nyywnx NpakTUK pOCCUMCKUX
KOMMaHui no-adeKTMBHOMY BHeApeHUto u-akcnnyaTaummn C3[, CYL (cucteMbl ynpaBneHus 4okymeHTamm) u-KUC (kopnopaTueHoi
MH(HOPMALMOHHOM CUCTEMBI).

[lpenopaBaTenu

KAPIbIYEBA EneHa BayecnaBoBHa

KaHguzat uctopuyeckmx Hayk, foueHT kadenpbl «<MHpOpMaLMOHHbIE TEXHONOTMK B OPUANYECKON AEATENIBHOCTU U AOKYMEHTaLMOHHOE
o6ecneyeHue ynpaeneHus» OpUANYECKOro MHCTUTYTa POCCHItCKOro yHMBEpCUTeTa TpaHcnopTa.

CABWH Bsa4yecnas Bnagumumposuy

AKcnepT, NPaKTUK N-paspaboTymk B-061aCTU 3/IEKTPOHHOIO AOKYMEHTOO60pOTA. [NaBHbIN aHANMTUK CUCTEM 3/IEKTPOHHOO
[okymeHToo6opoTa MNAO MarHuT. Takxke siBnsncs pykosogutenem LieHTpa passutus 03310 B-000 «PocCenbxo3baHk-UHTEX, oTaena
aHanUTUKN M-UT-NpoeKToB B-KPYMHbIX KOMMaHUAX-— «CepBuoHuKa» (BxoauT B-IK-«AinTeko»), 0AO 3apy6exHedTb, 000 JTYKOWSI-
NHdopMm.

AKTUBHO NpuHMMan yyactue B pabote Accounauum «PaspaboTunku n Onepatopbl Cuctem AneKTpoHHbIX Yenyr» (POC3Y) Ha npaBax
NOCTOSIHHOIO YfleHa: y4acTue B pa3paboTke cTaHAapTa poyMuHra onepaTtopoB 310, NpoekToB 3aKoHoAaTesbHbIX akToB B chepe 103
310, aneKTPOHHbIX Nognucen.

MBAHOBA Jlapuca AHaTofnibeBHa

3KcnepT-NpakTUK ¢ 25-n1eTHUM ONbITOM MNpenofaBaTenbCKON U afMUHUCTPATUBHO-YNPaBIeHYeCKOh paboTbl B KPYMHbIX KOMMepPYeCcKMx 1
rocyfapCTBEHHbIX CTPYKTYpax, BEAYLLUMA SKCNEePT N0 LOKYMEHTOO60POTY GpUpMbIl «1C».

HNOPOHWHA Jlapuca AnekceeBHa

KaHAamaaT SKOHOMUYECKMX HayK, AOLeHT Kadeapbl rocyAapCTBeHHOro yrnpasneHus u Kagposoi nonutukn MIYY MpasutenscTea
MocKBbI, aBTOp y4e6HbIX MOCO6MIA MO JOKYMEHTOBEAEHUIO, IKCTNepT HauuoHanbHoi accoumauum obuCHbIX CrneumancTos 1
aAMMWHUCTPaTUBHbIX paboTHMKOB npu MpeangeHTe Poccuitckon ®eaepaumm, copaspaboTumk NpoheccmoHanbHbiX CTaHAapToB.

Cdepa npoeccMOHaNbHbIX MHTEPECOB:

MpodeccnmoHanbHbie KOMNETEHLUU: ONTMMMN3aLMSA BU3HEC-NPOLLECCOB NPeANPUATUS, padpaboTKa HOPMaTMBHbLIX MaTepuanos nNo
[OKYMEHTUPOBaHUIO yNpaBieHYeCKo AesiTeNbHOCTH, ayAUT KafpoBOro AeNonpon3BOACTBa, KOHCYbTUPOBaHWE No BbIGOpY
nNporpaMMHOro NpoAyKTa no aBTomMaTmsauum AenonpomM3BOACTBEHHbIX MPOLLECCOB. YyacTBOBana B NpoeKkTax no asToMaTunsawmm
[OKyMeHToo60poTa komnanum IKT, IBS, BecTb MeTa-TexHoNOrmu.

O6pa3oBaHue:

OKoHunna [ocyaapCTBEHHYO akafeMuio yripaBsieHUs UMeHN C.Op,D,)KOHI/IKVIﬂ,Se, Kad)ep,pa AOKYyMeHTOoBeAEeHUA U JOKYMEHTALMOHHOIoO
obecneyeHus ynpasneHusa, LOKyMeHToBe/, cneynanuncTt no I/IHCbOpMaU,I/IOHHbIM TEXHOJ/I0IrMAM ynpas/ieHUA.

My6nukauum:
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http://www.fcaudit.ru/training/teachers/karpycheva-elena-vyacheslavovna/
http://www.fcaudit.ru/training/teachers/savin-vyacheslav-vladimirovich/
http://www.fcaudit.ru/training/teachers/ivanova-larisa-anatolevna/
http://www.fcaudit.ru/training/teachers/doronina-larisa-alekseevna/

ABTOp 60nee 150 ny6nukauumii, B TOM Yncne ctaTei B XypHanax «CnpaBoyHMK cekpeTapsi u obuc-MeHeaxepar, «CrnpaBoyYHUK
KafpoBuKa», «[lenonpon3BoAcTBO», «CekpeTapckoe feno», «YnpasneHne nepcoHanom», «Cnyxba kagposy, «[lonck: oT npoekTa f0
KJHo4a» 1 ap.
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