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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: 4 -5 mapta 2026 ¢ 10:00 go 17:30
ApTtukyn: MC27301

Bup, 06yuenus: Kypc noBbilleHus KBanudukaumm

dopmart obyyeHuss: OHNaiH-TpaHCsAUmMS

Cpok obyueHus: 2 fHs

MpopomkuTenbHOCTb 06yuyeHus: 164acos

CtoumocTb yyactus: 40 900 py6.

[ins y4yacTHUKOB NpefycMOTPeHo: MeToAnYecKunii MaTepuar.

JI0OKyMeHT no oKoH4YaHuU obyyeHus: o nToram obyyeHus cnyliaTenu, yCnewHo nNpoLleaLlne UTOroByo aTTecTaLuto No NporpaMme
06y4eHUs, MOlyyatoT Y 4OCTOBEPEHME O MOBbILWEHUN KBanudukaumm B o6bemMe 16 4acos (B COOTBETCTBUM C NIULIEH3NEN Ha NpaBo
BefleHVsi o6pa3oBaTesibHON AesTeNbHOCTH, BblAaHHO [enapTaMeHTOM 06pa3oBaHusi U Hayku ropoga Mocksbl).

Ina Koro npegHasHayeH

PykoBoauTenei apxvBoB NpeAnpusTUIA U OpraHn3aLnil pasnnyHblX OpraH1M3aLMoHHO-NPaBoBbIX GopM, pykoBoauTenen cnyx6 A0Y,
COTPYAHWKOB KaHLEeNsp1m, cekpetTapmnaTa, obLLMxX OTAENOB, CEKpPeTapew, MOMOLLHUKOB pyKoOBoAUTENER, pedepeHTOoB, NepCoHanbHbIX
acCUCTEHTOB, 0rC-MeHeXXepoB, Ae/I0NPon3BoOAUTeNel, AOKYMEHTOBEAOB 1 apX1BapuyCcoB, PyKOBOAUTENEN U COTPYAHUKOB CNyX6
aBToMaTtusaumu (IT-cnyx6), BHEAPAIOLLMX UM MOLEPHU3UPYHIOLLMX 3NIEKTPOHHbIN apXuUB OpraHusaumu

Llenb o6yyeHus

nOﬂy‘JVITb pa3bACHeHUA K nocsieHUM HOPMaTUBHbIM AOKYMEHTaM U NpakTuyeckmne peKkoMmeHgauum no opraHnsaumm xpaHeHus
AOKYMEHTOB B OpraHm3aumax no6oro Tuna.

OCco6eHHOCTH NporpaMmmsil

3a nocnegHune rofbl yTBEPXAEHO MHOMO HOPMaTUBHO-METOANYECKUX JOKYMEHTOB MO apXMBHOMY Aesy: HOBble NnpaBusia XxpaHeHns
nokyMeHToB ¢ peBpansa 2020 roga (Mprka3 Pocapxuea oT 20.12.2019 N2 236); HoBble Tpe60BaHMS K CUCTEMAM 3/IEKTPOHHOMO
JokKymeHToo60poTa (C3/1) M cucTemaM XpaHeHuWst 3N1eKTPOHHbIX JoKyMeHToB (CX3/1) B apxuBax rocyapcTBeHHbIx opraHoB (Mpukas
Pocapxuea oT 15.06.2020 N269); BHeceHbl M3MeHeHWs B [paBuna opraHM3alunm XpaHeHusi, KOMINJIEKTOBaHUS, y4eTa U UCMONb30BaHusA
Hay4yHO-TexHUYecKon fokymeHTaumu (Mpukas GeaepanbHOro apxMBHOro areHTcTBa oT 12.08.2021 N2 72), B MNopagok MCnonb30BaHuUs
apXVBHbIX OKYMEHTOB B FOCYAapCTBEHHbIX MU MyHULMNANbHbIX apxuBax Poccuiickoit depepauun (Mpukas denepanbHOro apxMBHOro
areHTcTBa 0T 09.06.2021 N2 51); ¢ okTsi6psi 2020 roaa 3a HapyLUeHWe NpaBW XPaHEHWUSA apXMBHbIX AOKYMEHTOB AECATUKPATHO BbIPOCIN
wrpadbl.

PesynbTaT 06y4YeHus

B pe3ynbTaTe 06yyeHNst y4aCTHUKM Kypca NPpMO6peTyT NpaKTUYecKne HaBbIKU:
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e [0 0T60PY AOKYMEHTOB Ha XpaHeHne, NPOBEeAEHUIO 3KCMEePTU3bl LEHHOCTU [OKYMEHTOB, ONpefeNieHN0 CPOKOB XpaHeHust
apXUBHbIX OKYMEHTOB, YNOPSIAOYEHMNIO JIOKYMEHTOB AJ151 UX Nepefayn Ha apxMBHOE XpaHeHMe.

e [0 BHeapeH o MH(HOPMaLMOHHbIX TEXHOMOTUI B 1eATeNIbHOCTb apXuBa, MPUMEHEHUIO NPUKIAAHOro NPOrpaMMHOro
obecrneyeHnss u CpaBHUTENIbHOrO aHann3a NPOrpaMMHbIX MPOAYKTOB AJ151 MOMCKA ONTUMAsbHOMO pPeLleHus.

e [1o opraHu3auny XpaHeHUs1 apXMBHbIX 3JIEKTPOHHbIX JOKYMEHTOB.

3TO MeponpuATUe MOXHO 3aKa3aTb B KOpNopaTMBHOM topmaTe (06yyeHne COTPYAHUKOB OAHOM KOMMNaHuu).

[TporpamMmma oby4yeHus

OeHb 1.

J[loKyMeHTanbHbIi U apXnBHbIiA poHAbI opraHusaLmu. HopMaTuBHbIE Tpe60BaHMSA K OpraHM3aLMm TeKYLLLero onepaTUBHOrO ¥ apXUBHOMO
XpaHeHUs JOKYMEHTOB.

o GOepepanbHbIii 3aKoH 0T 22.10.2004 N2 125-d3 «06 apxuBHoM aene B Poccuitickoit Gepepaumm». 0693aTeNlbHOCTb apXMBHOMO XpaHeHUs

[OKYMEHTOB B TeYeHWe HOPMaTUBHbIX CPOKOB.

MoHATMA «AOKYMeHTaNbHbl1 GOHAY», «<apPXMBHbIN OHAY, «KAPXUBHbIA AOKYMEHT». OTBETCTBEHHOCTb 3@ OpraHM3aLuio TEKYLLEero

OMnepaTMBHOIO U apXMBHOIO XpaHeHWs fOKYMeHTOB. OTBETCTBEHHOCTb 3a OCYLLECTB/IEHNE TEKYLLErO XpaHeHUsl U obecrneyeHns

COXpPaHHOCTU. [IOKyMEHTbI OpraHusaLmnm - akTuB, UMEIOLLNIA LIEHHOCTb.

MpaBnna opraHM3aLumn XxpaHeHu s, KOMMNIEKTOBaHUS, y4eTa 1 UCMoNb30BaHWs JOKYMEHTOB ApxuBHoro ¢doHaa Poccuiickoin Pepepavmm

U APYrvX apXUBHbIX 4OKYMEHTOB B OpraHax rocylapCTBEHHOM BIaCTU, OpraHax MeCTHOIro camoynpaBieHnsa U opraHusauymsx (yTse.

npukasomM Pocapus 31.07.2023 N2 77). NpoeKT HoBoW Bepcum Mpasu.

MepeyHn OKYMEHTOB CO CPOKaMU XpaHeHUs. [NepeyeHb TUMOBbIX YNPaB/IeHYECKMX apXMBHbIX JJOKYMEHTOB, 06pasyoLLmMxcs B npoLecce

[eATeNbHOCTUN roCyapCTBEHHbIX OPraHOB, OPraHOB MECTHOIO CaMOYMNpaBfIeHUst U OpraHM3auuni, C yKasaHMeM CPOKOB UX XpPaHeHUst

(yTB. npuka3soM Pocapxusa oT 20.12.2019 N2 236 1 MHCTpyKUMs MO ero npuMeHeHuio (YTB. npuka3oM Pocapxusa ot 20.12.2019 N2 237).

CpoKM XpaHeHUs LOKYMEHTOB B 6YMa)KHOW 1 3NEKTPOHHOM Gopme.

o [pYHLMNbI, KPUTEPUU U 3Tarbl IKCNEPTU3bI LEHHOCTU JOKYMEHTOB. Co3aHne 3KCMepTHOM KOMUCCUMM opraHusaLuun. NMpumepHoe
nosioxeHune 06 3KCNepTHO KOMUCCUM opraHu3auum (yTB. npukasoM Pocapxuea oT 11.04.2018 N2 43).— OpraHusauus u
[OKYMEHTUpOBaHMe paboTbl 3KCMEPTHON KOMUCCUN.

o Pofib HOMeHKaTypbl Aen B cucTteMaTmaaunm JOKyMeHTanbHoro poHaa. Tunbl U BUAbI HOMEHKNATyp aen. Metogumka u

OpraHv3auMoHHbIe npoLeaypbl pa3paboTKu U BeAeHUsi HOMeHKJIaTypbl Aen. [JononHeHWe K HOMeHKaType fefl. 3HayeHne

HOMeHKaTypbl AeN AN COCTaBNeHUsl onucel JoKyMeHTOB. HoMeHKkaTypa fien Kak KnaccuhukaTop B CUCTEME 3/IEKTPOHHOO

[OKYMeHToOo60poTa.

Apxu1BHbI HOHA OpraHM3aummn U YCTaHOBIEHUE ero rpaHuL. MonoxeHne 06 apxuBe UM NOJIOXeHNE 06 apXMBHOM XpaHEHUU

JOKYMeHTOB. [10KyMeHTbl pUIManoB, NpecTaBUTeNIbCTB U OTAENIEHUI: UX MECTO B apXMBHOM (POHAE FONIOBHOW OpraHM3aLumu.

OTBETCTBEHHOCTb 3a apXMBHOE XpaHeHWNEe JOKYMEHTOB.

e KOHTpOb 3a CO6M0AEHMEM CPOKOB XpaHEHUS U 06ecneyeHMeM COXPaHHOCTU AOKYMEHTOB. [NOTHOMOUMS YNOTHOMOYEHHbIX apXMBHbIX

opraHoB. ALMUHUCTpaTUBHasi OTBETCTBEHHOCTb 3a HECOBNOAEHNE CPOKOB XpaHEHMUSI.

OpraHusauumsa xpaHeHus 1 obecrnevyeHne COXpPaHHOCTM apXMBHbIX OKYMEHTOB. TpeboBaHWA K 34aHMI0, MOMELLEHUSAM U TEXHUYECKOMY

OCHalLleHMIo apxuBa. TpeboBaHMWs K PeXXMMaM XpaHeHUs1 JOKYMEHTOB. JKCMepTn3a NpUrogHOCTM NOMELLEHUS A5t pa3MeLLEeHUs1 B HEM

apxuBa. 0630p COBPEeMEHHOro 060pyAOBaHUs AN OCHALLEHUSI apXMBHbIX MOMELLEHWI, 06paboTKMU U XPaHEeHUs1 apXUBHbIX AOKYMEHTOB.

CucTeMa y4yeTHbIX JOKyMEHTOB apxvBa. CocTaB OCHOBHbIX (06A3aTefbHbIX) 1 BCMOMOraTesibHbIX Y4eTHbIX AOKYMeHTOB. [leno doHaa.

Buabl onucewt gen. Metoamka coctaBneHus onncen aen 3f1eKTPoHHbIX JOKYMEHTOB.

o KomMnnekToBaHue apxuBa opraHmsaunn. Cnucok CTPYKTYpPHbIX MOApas3AeneHMn-MCTOYHUKOB KOMMIEKTOBaHUS.

o MNopsifoOK NOArOTOBKY fen Ansi nepefayn B apxme (Ha apxuBHoe xpaHeHue). [paduk npuéma-nepesayun. ApXMBHO-TEXHUYECKas
06paboTKa, cocTaB/ieHMe BHYTPEHHMX onuceit gen. OdopmieHne 0610XeK fien MOCTOSIHHOTO, BpeMeHHoro (cBbiwe 10 neT) cpokos
XPpaHeHus u aen no IMYHOMY CocTaBy.

o Onucu aen CTPYKTYPHbIX NOAPasfeieHNn U MPOEKTbl aKTOB O BbIAENEHUN K YHUUTOXEHWUIO JOKYMEHTOB, HE NOAJIeXaLlmxX apXMBHOMY

XpaHeHuto. fofoBble pa3fesbl CBOAHbIX ONUCEN U CBOAHbIE aKTbl.

Ucnonb3oBaHWe apxMBHbIX JOKYMEHTOB B YNpaBieHYECKOMN AeATENIbHOCTU U B LieNsAX 3aluTbl coLManbHbIX NpaB rpaxaaH. Mopsaok

BblAayn apXMBHbIX OKYMEHTOB M0 3arnpocam YNoSHOMOYEHHbIX FOCYAapCTBEHHbIX OPraHOB U KOHTPO/Ib 3a X BO3BPATOM.

Apxus Haquo-TexuuquKoﬁ AOKYMEeHTaLuu.

e OpraHusauus apxmea Hay4YHO-TEXHUYECKOW AOKYMeHTauuu. [paBuna opraHM3aummu XxpaHeHusl, KOMMIEKTOBaHWS, y4eTa u
NCNOSIb30BaHUA Hay4YHO-TEXHUYECKOM AOKYMEHTaLUUn B OpraHax rocyilapCTBEHHOM BNacTH, OpraHax MECTHOr0 camMoynpaB/eHus,
rocyZlapCTBEHHbIX U MyHULMMNANbHbIX OpraHu3auusax (yTB. npukasom defepanbHOro apxuBHoro areHtcTea ot 09.12.2020 N2 155,
3apeructp. MuHtoctoM Poccum 12.03.2021 N2 62735): xapaKTepUCTHKA HOPMATUBHOIO NPaBoBOro akta. OCHOBHbIE MOMOXEHWS.

CtpaHuua: 2 M3 3



o JNEeKTPOHHbIN apXMB Hay4YHO-TEXHUYECKOW fokyMeHTauuu (HT L) kak yacTb KopriopaTuBHOW MHbOpMaLMoHHOW cucTeMbl (KUC).
0C0o6eHHOCTH 31eKTPOHHOro apxusa HT L. BaaumogmencTene cnyx6bl fen0npousBOACTBA, apxmBa u cnyxobl HT/.

JeHb 2.
OneKTPOHHbI apxuB opraHU3aLumn: cobnogeHne TpeboBaHmiA, NpaKTUYECKUe BONPOCHI OpraHM3aLum U TEXHUYECKOro obecneyeHus.

e PerynvmpoBaHune apxMBHOIO XpaHEHUA JOKYMEHTOB B 3/IEKTPOHHOM Popme. MOoHATNE «apXMB 3NEKTPOHHBbIX AOKYMeHTOB». [OCT P NCO
30300-2015,TOCT P 7.1.101-2018/1CO 30301:2011 u ap. MNpukas Pocapxuea oT 31 utona 2023 r. N 77. (3KcnepTHbI KOMMEHTapui).
MepcneKTUBbI pasBUTUS HOPMATUBHOMN 6a3bl.

e Tpe60oBaHUsA K apxMBHOMY XxpaHeHuto 3. yHKLMOHaNbHble TPE60BaHUS K CUCTeMaM XpaHeHusl 3[]. AyTEHTUYHOCTb, AOCTOBEPHOCTb,
LLeNIoCTHOCTb, NPUrOAHOCTb A5t UCMOoNb30BaHus S0 TEXHOMOMMM 3aLUTbl; TEXHOIOTMN 06ecrneyeHust LONroOBPEMEHHOW COXpPaHHOCTH
3/[; noaaep>kKa Murpaunm u KoHsepTauuu; dopmMaTtbl XpaHEHUS.

e CTaHAapTbl, pPyKOBOACTBA U MeToAMYeCcKue pekoMeHaunm. OcCo6eHHOCTM 9KCNEPTHU3bI LIEHHOCTM 3J1EKTPOHHbIX JOKYMEHTOB.

e [MoaxoAbl K OpraHn3aLUuny apxMBHOIO XpaHEHUs1 3NeKTPOHHbIX [JOKYMEHTOB.

TexHonoruu co3paHus 3NeKTPOHHOIr0 apXuBa U 3/IEKTPOHHOTO XpPaHEHUS J,OKYMEHTOB.

o OuudpoBka 6yMmaxkHoro apxuBa. Llenecoo6pasHocTb 1 NepcrneKkTuBbl OUUGPOBKU. INEKTPOHHbIN Ay6MKaT apXMBHOFO AOKYMEHTA.
KoHBepTauua JOKYMEHTOB. NeKTPOHHbIe Ay6/MKaTbl JOKYMEHTOB Ha 6yMaXXHOM HocuTene. MepeBoj JOKYMEHTOB B 3/IEKTPOHHYHO
topMy (ckaHVMpoBaHWe, pacno3HaBaHue, MAeHTUdMKaUMS U MapkupoBka). MpugaHue ropuanyeckoi saHaummocTy 3.

o OpraHusauus npouecca nepegayu oundpoBaHHbIX JOKYMEHTOB.

o XpaHeHune oundpoBaHHbIX JOKYMEHTOB Ha GU3NYECKN 060COBNEHHBIX HOCUTENSAX 3anncy, B COCTaBe UHPOPMaLIMOHHOM CUCTEMDI
3NEKTPOHHOr0 apxuBa.

e YCnyru «apXuBHOro» aytcopcuHra. Micnonb3oBaHue «o61a4yHbIX» TEXHOMOTMA.

[lpenopaBaTenu

MBAHOBA Jlapnca AHaTonbeBHa

9KCNepT-NPaKTUK C 25-N1eTHUM OMbITOM NpenofaBaTeNbCKon U aAMUHUCTPATUBHO-YNPaBIEHYECKON paboTbl B KPYMHbIX KOMMEPYECKUX U
roCyAapCTBEHHbIX CTPYKTypax, BeAyLLMiA SKCNePT Mo OKYMEHTO060pOTY hUpMbl «1C».

HNOPOHWHA Jlapuca AnekceeBHa

KaHampaTt aKOHOMMYeCKMX Hayk, AOLEHT Kadefpbl rocyAapCTBEHHOrO yNpaBneHus n kaaposon nonntuku MIYY MNpasuTtenbctea
MockBbl, aBTOP y4ebHbIX MOCO6MI1 MO JOKYMEHTOBELEHNIO, IKCTNepPT HauunoHanbHoM accoumanmnm odUCHbIX CNeLmanncToB 1
aAMUHUCTPaTUBHbIX paboTHUKOB npu MpesnaeHTe Poccuitckon epepavumm, copaspaboTymk NpoheccmoHanbHbiX CTaHAapToB.

Cdepa npodeccnmoHanbHbIX UHTEPECOB:

MpodeccnmoHanbHble KOMNETEHLMU: ONTUMMU3aLMSA BU3HEC-NPOLLECCOB NPeANpPUaTUS], paspaboTka HOPMAaTMBHbIX MaTepuanos no
[OKYMEHTUPOBaHUIO yNpaBfeHYeCKol AesiTeNbHOCTH, ayAUT KafpoBOro Aenonpou3BoOACTBa, KOHCYNbTUPOBaHME Mo BbIGOPY
NporpaMMHOro NpoAykTa no asTomMaTusaunm 4enonponsBoACTBEHHbIX NPoLEeccoB. YyacTBoBasna B NpoekTax no aBTomaTmsawmm
JoKyMeHToo60poTa koMnanum IKT, IBS, BecTb MeTa-TexHOOMMM.

O6pasoBaHue:

OkoHuuna 'ocylapCTBEHHYHO akaeMuio yripaBneHns umenn C.OpaxoHukmase, kadenpa AJOKYMEHTOBEAEHUSA U OKYMEHTALNOHHOMO
o6ecneyeHnst ynpaBfeHus], [LOKYMEHTOBES, CNELMannUCT No MHDOPMALMOHHBIM TEXHONIOTUSIM YTpaBieHus!.

My6nukauuu:

ABTop 6onee 150 ny6nunkaumii, B TOM YMChe cTaTen B KypHanax «CnpaBoYHUK cekpeTaps U oduc-meHemxepar, «CnpaBoYHUK
KaapoBuKay, «enonponsBoacTBo», «CekpeTapckoe Aefo», «YnpaBneHue nepcoHanom, «Cnyx6éa kagpoy, «[ToUcK: OT NpoekTa Ao
KnoYa» u ap.
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