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CoBpeMeHHble TEXHOJIOTUN 3/IEKTPOHHOIO AOKYMEHTOo060poTa

Ha kypce cnywarenu y3HatoT 06 akTyasnbHbIX 3aKOHOAATeNIbHbIX U3MEHeHUsX B chepe 3N1eKTPOHHOI0 JOKYMEHTO060p0oTa, O
JIYYLUKUX MPaKTUKax No BHeAPEHWIO M ONTUMMU3ALMN CUCTEMbI 3JIEKTPOHHOMO JOKYMEHTOO60pOTa.

[arta npoBegenus: OTKpbiTas garta

Bup o6yyeHus: Kypc noBbllweHust KBanudukaumm

®dopmart obyueHuss: OHNaiH-TpaHCsAUMS

Cpok obyyeHusi: 2 fHA

MpopomkuTenbHocTb obyyeHus: 164acos

[lns yyacTHMKOB nNpegycMoTpeHo: MeToauueckuit matepuarn.

J[I0KyMeHT no oKoH4YaHUU obyyeHus: o nToram obyyeHus cnyliaTenu, yCnewHo npoLleaLline UTOroByo aTTeCTaLuIo No NporpaMme
06y4eHus, NoNlyyatoT Y [OCTOBEPEHME O MOBbILWEHUU KBanudukaumm B o6bemMe 16 4acos (B COOTBETCTBUM C NIULIEH3UEN Ha NpaBo
BefleHVsi o6pa3oBaTesibHON AesTeNbHOCTY, BblAaHHOM [enapTaMeHTOM 06pa3oBaHusi U Hayku ropoga MockBbl).

Ilna koro npegHasHaveH
PykoBoauTteneit n cneuynanuctos cnyx6 [0Y, pykoBoauTenein cekpeTapmaTa, apXmBoB, CEKpeTapeit, MOMOLLHUKOB pyKoBoAUTENEN,

pedepeHTOB, NEPCOHAJIbHbIX aCCUCTEHTOB, OPUC-MEHEAXKEPOB, AENONPON3BOAUTENEN, LOKYMEHTOBEAO0B U apXnBapuyCcoB, COTPYAHUKOB
KaHUenspun.

Lienb o6yyeHus

PaccMOTpeTb USMEHeHUs 3aKOHOAAaTeNIbCTBa B chepe 3NeKTPOHHOIo JOKYMEHTOO60pOTa, KpUTepumn Boibopa 1 aTanbl BHeapeHus CO/,
6e30MacHOCTb, XpaHeHUe JOKYMEHTOB, OpraHu3aLmio paboTbl C 3/IEKTPOHHO NOAMMUCHIO.

3TO MeponpuATMe MOXHO 3aKa3aTb B KOpNopaTMBHOM opmaTe (06yyeHne COTPYAHUKOB OGHOM KOMMNaHuu).

MeponpuaTre NpoxXoauT B paMKax Kypca NoBblleHNs1 KBanndbukKaumu:

e CrneuuanucT nNo opraHn3auMoHHOMY U IOKYMEHTaLMOHHOMY 06ecrneyeHnto yrpaBieHns opraHusaumen

[TporpamMmma oby4yeHus

AeHb-1.
ONeKTPOHHbIV apXuB OpraHu3aLmu: cobnopeHne TpeboBaHUi, NPaKTUYECKUe BONPOChl OpraHM3aLum U-TeXHUYECKOro obecneyeHus.

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

o Tpe6oBaHUs K-apXxMBHOMY XpaHeHuto 3. OyHKLMOHaNbHble TPE6OBaHUS K-CUCTeMaM XpaHeHust 3], AyTEHTUYHOCTb, AOCTOBEPHOCTb,
LieNIOCTHOCTb, NPUrOAHOCTb AJ151 UCMONIb30BaHUA-O/]; TEXHOMOMMM 3alMThl; TEXHOIOrMN 06ecrneyeHuns LONroBpeMEHHOWM
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COXpaHHOCTU-3[; noafep)Ka MUrpaLumn U-KOHBEPTaLMK; GopmMaTbl XpaHeHusl.

e CTaHAapTbl, PyKOBOACTBA U-MeTOAMYECKME peKOMeHAaUMN. OCOBEHHOCTH 3KCNepTU3bl LLIEHHOCTM 3/IEKTPOHHbIX JOKYMEHTOB.
YHUUTOXEHWNE 3NEKTPOHHbIX [JOKYMEHTOB.

e MNMoaxoAbl K-OpraHN3aLMmn apxMBHOIO XPaHEHUS 3NTEKTPOHHbIX JOKYMEHTOB.

TexHonorum cospaHus 3/IeKTPOHHOIO apXuBa U-9/IEKTPOHHOIO XpaHEeHUs AOKYMEHTOB.

¢ Oumdposka 6ymarkHoro apxvea. LienecoobpasHocTb n-nepcnekTnBbl OLUPPOBKN. INEKTPOHHbIN fy6VMKaT apXMBHOTO JOKYMEHTa.
KoHBepTauusa OKYMEHTOB. NeKTPOHHble Ay6/IMKaTbl AOKYMEHTOB Ha-OyMaXKHOM HocuTene. MepeBog JOKYMEHTOB B-3/IEKTPOHHYHO
topmy (ckaHUMpoBaHMWe, pacno3HaBaHwue, MAeHTUDUKaLUA U-MapKUMpPoBKa). NpuaaHue lopuanyeckon saHaummocTv .

e OpraHusauus npouecca nepegaym oundpoBaHHbIX JOKYMEHTOB.

o XpaHeHue ouMbpOBaHHbIX [JOKYMEHTOB Ha-pU3N4eCKM 060CO6SIEHHBIX HOCUTENAX 3anucK, B-cocTaBe MHPOPMaLMOHHON CUCTEMBbI
3/1eKTPOHHOrO apxuBa.

e Ycnyru «apxMBHOro» ayTcopcuHra. Micnonb3oBaHne «o61aqyHbIX» TEXHONTOMUM.

JAeHb-2.
MocTpoeHue 3N1eKTPOHHOro LOKyMeHToo6opoTa.

o KpaTkui KOMMEHTapuin USMeHeHUI B-3aKOHOAATENbHbIX U-APYrMX HOPMaTUBHO-— NPaBOBbIX akTax, perynupyowmx 340 n-apxusHoe
XpaHeHwue.

e 3akoHopaaTenbHan 6a3a, perfaMeHTUpYoLLas UCNoJIb30BaHUE 3NIEKTPOHHOM NoANUCHU.

o PepepanbHbIi 3akoH N0O-63 «06-211eKTPOHHON NOAMUCU»: NPAKTUKa MPUMEHEHUS N-aHanu3 Npobnem.

o N3meHeHus B-3akoH No-63-03. GepepanbHble 3aKoHbl 0T-8-UtoHA 2020-r. No-166-03 n-ot-2-utonsa 2021-r. No-359-03.

o [paBoBas 6a3a paboTbl yAOCTOBEPSIOMNX LLEHTPOB U-NPUMEHEHUSI MPOCTOMN U-yCUNEHHbIX-II, NpUMeHeHne yCUneHHom
KBanuuUMpoBaHHOW 3/TIEKTPOHHOM NOAMUCH.

o ®OepepanbHblfi 3aKoH 0T-27.12.2019-No 476-03 «O-BHECEHUN n3MeHeHU B-DefepanbHbiii 3akKoH «06-3N1eKTPOHHOW noanucu» n-ct.1-e3
«0-3alumTe NpaB PUANYECKUX UL M-MHAMBUAYaANbHbIX NpeAnpuHUMaTenein Npu OCyLLECTBEHUN FOCYLapCTBEHHOrO KOHTPONS
(Hap3opa) U-MyHULMNaNbHOrO KOHTPOS».

o CoBepLUeHCTBOBaHWE 3aKOHOAATENbCTBA, perfiaMeHTUpyoLLero ncrnonbsosaHue 3. NnaHnpyeMble nsmeHeHus B-3akoH No-63-03
«06-371eKTPOHHOIN NOAMUCU.

o [lpaBunia KOHBepPTaLUW 3NIEKTPOHHbIX JOKYMEHTOB, a-TaKkXXe MOPSAAOK NX-XPaHEHWUS U-CO3[aHNS NEKTPOHHbIX U-MaTepuasnbHbIX
Ay6nukaTtoB 3akoHonpoekT No-1173189-7 «O-BHeceHUM nameHeHui B-OefiepanbHblin 3akoH ,06-nHbopmaLmm, MHGOPMaLMOHHbIX
TEXHOMOrMAX M-0-3aluTe UHbopMaLMn” N-0TAeNbHbIE 3aKOHOAATENbHbIE aKTbl»).

o «KoHLenums 3NeKTPOHHOr0 AOKYMEHTOO60pOTa B-XO3AWCTBEHHON AEATENIbHOCTU» U-MIaH MePONpUSTUA No-eé-peannaauum, yTB.
MpaBUTENbCTBEHHON KOMUCCUM MO-LU(BPOBOMY Pa3BUTUIO, UCTONb30BaHNIO UHOOPMALIMOHHBIX TEXHONOMMIA ANA YNydLlleHNUs KayecTBa
YXWU3HU U-YCNOBUI BEAEHUS NPEANPUHUMATENbCKON AeATeNbHOCTH (MPOTOKON Npeauanyma o1-25.12.2020-No 34). C3/[, kak UHCTPYMEHT
ynpasneHns [OKYMeHTaMW. DeKTPOHHbIE OKYMEHTbI B-Ae/10BON AesATeIbHOCTH.

Tpe6oBaHUA K-CUCTEMAM 3/IEKTPOHHOIO ALOKYMEHTO060POTa M-CUCTEMAM XPaHEHUS! INEKTPOHHbIX fLOKYMEHTOB B-apXuBax
rocyfapcTBeHHbIX opraHoB (yTB. npuka3omM PocapxuBa o1-31-utons 2023-r. N-77). dyHkumoHanbHble TpeboBaHus k-C3/[,. CoBpemMeHHas
oueHka 3 (HeKTUBHOCTU MPUMEHEHUS.

KpuTepumn Bbi6opa cUCTEMbI 3/IEKTPOHHOIO OKYMEHTO060pOTa U-CUCTEM XPAHEHMNS 3NIEKTPOHHBIX JOKYMEHTOB («3JIEKTPOHHbIN
apxuB»). [locTonHcTBa U-crielnduka pasnuyHoro nporpaMMHoro o6ecneveHusi. CoBpeMeHHasi pakTuka n-oueHka kayectsa C3/.
O6ocHoBaHWe Bblibopa onTUManbHoro BapuaHTa C3/. AHanus pbiHka C3[], n-npeanioXxeHunii BeHAEPOB No-peannsaunm Tpe6oBaHui
6u3Hec-nosib3oBaTenen.

HoBbie TexHOMOrMU BNIPUMEHEHMU CUCTEM 3JIEKTPOHHOIO AOKYMEHTO060poTa Ha-npeanpuaTun. Npo6nembl HTerpaumm C3,
B-MH(OPMaLMOHHOE NPOCTPAHCTBO KoMMNaHumu. CoBpemMeHHoe BugeHne KUC. Cnocobbl U-HOAHChl MHTErpaunm pasimyHbiX NPUIOXEHNH
B-paMKax BblbpaHHoi C3/[0. MeToamKa n-npakTUYeckne peKkoMeHAaLmm No-BbiiBNIEHNIO NyYLLUX A/51 CBOEW KOMMNaHWW BapuaHToB C3/.

MeToauka BHepeHus C3/l. Ponb cny)x6bl fenonpon3BoAcTBa B-peansauumn npoekTa no-eHegpeHuto CI/. PaspaboTka floKasbHbIX
HOpPMaTMBHbIX aKTOB U-METOANYECKNX JOKYMEHTOB MO-AOKYMEHTALUOHHOMY 06eCreyeHuto yNpaBieHusi opraHu3auum B-06nactu
3/IEKTPOHHOrO JOKYMEHTOO60pOTa.

WHdopMaumoHHas 6e30nacHOCTb B-CUCTEME 3/IEKTPOHHOIO AOKYMeHToo60poTa opraHuM3auumu. O6ecneyeHme KOHUAEHLMANBHOCTY,
OOCTYMHOCTU U-LLleNOCTHOCTU A0KYMeHTOB B-C3/. 3almTa nepcoHanbHbIX AaHHbIX B-COOTBETCTBMMU C-P3 N2-152.

MpakTu4yeckne Bonpochbl BHeAPEHUA JIEKTPOHHOI0 JOKYMEHTO060pOTa B-OpraHusaLm. AHanmns Jy4Lmnx NpakTUK POCCUIMCKMX
KOMMaHuit no-addekTUBHOMY BHeApPeHUto u-akcniyatauuv C3[, CY[, (cuctembl ynpaeneHus flokymeHTamu) n-KUC (kopropaTuBHoWM
MHGHOPMALMOHHON CUCTEMBI).

[lpenogaBaTenu

CABWH Bs4yecnas Bnagumuposuy
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JKCnepT, NPaKTUK U-pa3paboTymK B-061aCTU 3/IEKTPOHHOIO AOKYMEHTOO60pOTA. [NaBHbIN aHANIMTUK CUCTEM 3/TIEKTPOHHOO
[okymeHToo60poTa MNAO MarHuT. Takxe siBnsincs pykosogutenem LieHTpa paseutus 0330 B-000 «PocCenbxo3baHk-UHTEX, oTaena
aHanuTUKKN M-UT-NpoeKToB B-KPYMHbIX KOMMaHUsAX-— «CeperoHuKa» (BxoauT B-IK-«AinTeko»), 0AO 3apy6exHedTb, 000 JTYKOWSI-
UHdopm.

AKTUBHO NpuHMMan yyactue B pabote Accounauum «PaspaboTunku u 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 Jlapunca AHaTofnibeBHa

JKCMNepT-NPaKTUK € 25-1ETHUM OMbITOM NpernoAaBaTe/ibCKoi U afMUHUCTPATUBHO-yNpaBAeHYeckoi paboTbl B KPYMHbIX KOMMePYeCKUX u
roCyAapCTBEHHbIX CTPYKTypax, BEAYLLUIA IKCNEPT No OKYMEHTO060poTy hUpMbl «1C».

HNOPOHWHA Jlapuca AnekceeBHa

KaHAamaaT aKOHOMUYECKMX HayK, AoLeHT Kadeapbl rocyAapCTBeHHOro ynpasneHus u kagposoi nonutukn MIYY MpasutenscTea
MocKBbI, aBTOp y4e6HbIX MOCO6UiIA MO JOKYMEHTOBEAEHUIO, 3KCMNEepPT HauunoHanbHoi accoumauum obuCHbIX CrneumanncTos 1
aAMMWHUCTPaTUBHbIX paboTHMKOB npu MpeangeHTe Poccuitckon deaepavmm, copaspaboTumk NpoheccmoHanbHbiX CTaHAapToB.

Cdepa npodeccrmoHanbHbIX UHTEPECOB:

MpodeccnmoHanbHblie KOMNETEHLMU: ONTUMMN3aLMSA BU3HEC-NPOLLECCOB NPeANPUATUS, padapaboTka HOPMaTMBHbLIX MaTepuanos no
[OKYMEHTUPOBaHUIO yNpaBfeHYeCKO AesiTeNbHOCTH, ayAUT KafpoBOro Aenonpon3BoACTBa, KOHCYbTUPOBaHWE Mo BbIGOpY
NporpaMMHOro NpoAykTa no asToMaTusaunm 4enonponsBoACTBEHHbIX MPoLEccoB. YyacTBoBana B NpoekTax no aBTomarmsawumm
[OKyMeHToo60poTa komnanum IKT, IBS, BecTb MeTa-TexHONOrmu.

O6pa3oBaHue:

OKoHuynna rOCYﬂ,apCTBeHHy}O aKagemMuio ynpaBsseHUsa UMeHU C.Opﬂ,)KOHI/IKVI}J,Se, Kad)ep,pa AOKyMeHTOoBeAeHUA N AOKYMEHTaLuNOHHOIo
obecrneyeHus ynpaeneHusa, LOKyMeHTOoBeA, cneynanunct no VIHCbOpMaU,VIOHHbIM TEeXHOJ1I0IrMAM ynpasJieHUA.

My6nukauum:

ABTop 6onee 150 ny6nunkaumi, B TOM YMChe cTaTen B )KypHanax «CnpaBoYyHUK cekpeTaps U oduc-meHemxepar, «CnpaBoYHUK
KaapoBuKay, «[enonponsBoacTBo», «CekpeTapckoe Aeno», «YnpaBneHue nepcoHanomy, «Cnyx6éa kagpo», «[1oUck: OT MpoekTa Ao
KNto4a» u ap.
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