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CneunanucT No opraHM3aLnuoHHOMY U OKYMEHTALNOHHOMY
obecrneyeHuto yrnpaB/ieHUss opraHusaumen

B pamkax KypcCa cnywatenu nonyyat KOMnJieKCHble 3HaHUA 06 opraHusauuu ,D,OKyMeHTOO60pOTa B OpraHusauyunu c y4eTomMm
HOBaUM 3aKOHOAATENbCTBA, Y3HaKT O COBPEMEHHDbIX Tpe6OBaHVIF|X BeAeHNA Aenonponu3BOACTBa, NosyyaT NpakTuyeckue
pekoMeHgauum no Bonpocam ynpasneHna JOKyMeHTaMu, BHEAPEHUIO N ONTUMKU3aL NN CUCTEMDI 3JTEKTPOHHOIO
AOKyMeHTOO60p0Ta.

[ata nposepeHus: 2 -6 mapta 2026 ¢ 10:00 go 17:30
ApTukyn: MC27284

Bup, 06yyenus: Kypc nobilueHns KBanudukaumm
®dopmart obyyeHus: [IHeBHOM

Cpok obyueHus: 5 fHei

MpopomkuTenbHocTb obyyenus: 404acos

MecTo npoBefieHus: r. MockBa, yn. 3os1oTas, f. 11, 6usHec-LeHTp «30/10T0», 5 aTax. BceM ydacTHWKaM BbicbllaeTcs nogpo6Has cxema
npoesfa Ha ceMuHap.

CtoumocTb y4yacTus: 69 800 pyo6.
[AnA y4acTHMKOB NpeyCMOTPEHO:

MeToaunyeckuit MaTepmarn, Kobe-naysbl.

JI0OKyMeHT no oKoH4YaHuU oby4eHuns: o ntoram obyyeHus ciyliaTenu, yCnewHo NpoLueaLlne UTOroByto aTTecTaLuio No NporpaMme
o6yyeHus, nosyyaroT YL0CTOBEpEHNE O NOBbILLEHUN KBanubukauum B o6beMe 40 Yacos (B COOTBETCTBUM C JIMLIEH3UE Ha NpaBo
BefleHVsi 06pa3oBaTesibHON AeATeNbHOCTH, BblAaHHOK [lenapTaMeHTOM 06pa3oBaHusi M Hayku ropoaa Mocksbl).

Ilna Koro npegHasHa4veH

PykoBoguteneii cnyx6 [0Y, pyKoBoguTenen apxusos NpeanpuATHii U opraHu3aLmnin pasnMyHbiX OpraHM3aLMOHHO-MPaBOBbLIX HopM,
COTPYZAHUKOB KaHLeNApuK, cekpeTapuaTa, obLmnx OTAeNI0B, CeKpeTapei, MOMOLLHUKOB PyKOBOAUTENEN, pethepeHTOB, NepPCOHaNbHbIX
acCUCTEHTOB, 0(1C-MeHeXepoB, AeNONPOU3BOAUTENEN, [LOKYMEHTOBEOB M apXMBapuycoB.

Lienb o6y4yeHus

o M3yueHune peicTBytoLLErO 3aKOHOAATENbCTBA M HOPMATUBHbBIX MPABOBbIX akTOB B cdepe AenonponsBoACTBa U apXMBHOIO Aena.

o GopMupoBaHUe KOMMETEHLMIA B 061aCTU HOPMATUBHOIO PEryIMPOBaHUA PaboThbl C JOKYMEHTaMM.

o O3HaKOM/EHWE C METOaMM aHanM3a 1 oNTMMU3aLMN OCHOBHbIX AeNONPOU3BOACTBEHHbIX OMnepaLui.

o AKTyanusauusi NpakTUYEeCKMUX HaBbIKOB COCTaB/EHUA U 0OPMIIEHNSI OCHOBHbIX BUAOB YNpaBieHYeCKUX JOKYMEHTOB.

e /I3yyeHne coBpeMeHHbIX NPaBui BeAEHWS LEeN0BO NEPEnUCKM.

o dopMMpoBaHME NPaKTUYECKUX HABbIKOB B 06/1aCTW TEKYLLErO ONEPaTUBHOMO M apXMBHOIO XpaHEHUS fOKYMEHTOB.

e O3HaKoOMJIeHMe C METOAAMU ONTUMM3aLMU AOKYMEHTOO60pOTa.

e [NonyyeHne CBefeHNI 0 COBPEMEHHbIX TPEGOBaHMSAX K CUCTEMAM 31EKTPOHHOIO AOKYMEHTOO60p0Ta M CUCTEMAaM XpaHeH!s
3/IEKTPOHHbIX JOKYMEHTOB.

o M3yuyeHune npaBu NpUMEHEHNUS! 3NEKTPOHHbIX NOAMUCEN B 3/IEKTPOHHOM JOKYMEHTOO60pOTe.

Oco6eHHOCTH NporpaMmmsil
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Kypc cooTBeTcTBYyeT NnpodeccroHanbHbiM cTaHaapTaM «CrewLuanucT No opraHn3aunoHHOMY U JOKYMEHTaLUOHHOMY 06ecneyeHmto
ynpaBJieHusi opraHu3auuei» (permcTpaumoHHblil Homep 37509, yTBepXXAEHHbIN Npuka3oM MUHMCTEpCTBa TpyAa M CoLManbHOM 3alumThbl
P® ot 06.05.2018 N2 276H).

PesynbTaT 06y4yeHus

B pesynbTaTe 06y4eHUs1 y4aCTHUKU Kypca NpUobpeTyT npakTuyecKue HaBbIKK:

Peanusaumu HoOpMaTUBHbIX TPEGOBAHUI K OpraHU3aLmMu NPoLLecCcoB AOKYMEHTUPOBAHUSA U TEXHOOMMU 4eN0NPOU3BOACTEA.

o [JOKyMeHTUPOBaHUA yNpaB/IEHYECKON AeSTENbHOCTU U paboTbl C LOKYMEHTAMU CUCTEMbI OPraHN3aLUOHHO-PACcTopSAUTENBHOM
LOKYMeHTaLum.

OpraHusaumy 1 oNTUMMU3aLnK JOKYMEeHTO060poTa OpraH13aLmu.

OpraHu3auuu npuema, perucTpaummn U pacCMOTPEHUS JOKYMEHTOB.

OpraHu3aumy KOHTPOJISt UCMONTHEHUS! [JOKYMEHTOB.

OpraHu3aumu TeKyLLero onepaTMBHOrO XpaHEHUS! IOKYMEHTOB.

o Pa3paboTku 1 BefleHUs1 HOMEHKNATypbl Aen.

e MMoArOTOBKM AieN K apXMBHOMY XpaHEHMUIO.

o lpoBefeHNs1 3KCNePTU3bl LLEeHHOCTU JOKYMEHTOB, COCTaB/IeHUs ONUCEN AeN U aKTOB O BbIAENEHUN K YHUUTOXEHUIO [JOKYMEHTOB,
He NoAJIeXaLLMX apXUBHOMY XPaHEHW!HO.

Peanusaumu TUNoBbIX GYHKLMOHANbHBIX TPEGOBAHUI K CUCTEMe 3JIEKTPOHHOTO AoKyMeHToo6opoTa (CO/) U cucTeMe XxpaHeHus
3NEKTPOHHbIX JOKyMeHTOB (CX3[).

9TO MeponpuaTUe MOXHO 3aKa3aTb B KOpnopaTuBHoOM opmaTe (06y4eHne COTPYAHUKOB OfHOM KOMMaHuK).

[TlporpamMmma oby4yeHus

AeHb-1.

HopmaTuBHoe perynupoeaHue u-opraHmsauyusa CUCTeMbl fenonpou3soacrTea.

CucTtema 3akoHoZaTesNbHbIX U-HOPMAaTUBHbIX NMPaBOBbIX aKTOB. Llefib BHELLHero perynMpoBaHusi-— o6ecneynTb cobnoaeHne
[eiCTByIOLLEero 3aKOHOAATENbCTBA, O6LErocyAapCTBEHHbIX HOPM W-MpaBu paboTbl C-AOKYMEHTaMW.

MonHomouusi PocapxmBa B-0611aCcT¥ HOPMaTUBHOIO PeryvpoBaHusi Ae/IoNponM3BOACTBa U-apXMBHOIO Aena.

CteneHb 06s13aTeNIbHOCTU U-NPo6ieMbl BHeapeHusi NpUMepHO UHCTPYKLMMW NO-AeN0NPON3BOACTBY B-TOCYAaPCTBEHHbIX OpraHU3auumsx
(yTB. Npuka3soM Pocapxusa 01-11.04.2018 N2-44) n-MpaBun fenonponsBoAcTBa B-FOCYJapCTBEHHbIX OpraHax, opraHax MeCTHOro
camoynpaeneHus (yTB. npuka3oM Pocapxusa o1-22-mast 2019-r. N2-71). Oco6eHHOCTM NPUMEHEHMUS 06LLLerocyAapCTBEHHbIX Tpe6oBaHNM
B-KOMMEPYECKUX OpraHusauusix.

HaumnoHanbHble cTaHgapTbl Poccuiickon Pepepaumn B-o6nacti JOKYMEHTUPOBAHWS, yNpaBieHns JOKYMeHTaMu n-paboTbl
C-9N1eKTPOHHbIMU AoKyMeHTamu. CtaHgapTtbl FOCT P-UCO. basosbliit ctaHgapT FOCT P-MCO 15489-1-— 2019. CemeiicTBO CTaHAApTOB
cepun FOCT P-MCO 30300.

HopMaTvBHbIe LOKYMEHTbI B-0671aCTU apXMBHOIO XpPaHEHUS1 AOKYMEHTOB.

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

ﬂeﬂonpOVBBOACTBO KaK TexHoorus. anIHLI,VIan opraHu3sauum onymeHT0060p0Ta.

MpYHUMNBI OpraHn3aunm JoKyMeHToo6opoTa. MNoHsATUE 0-A0KyMeHToo60poTe. [NpaBuna opraHM3aLmmn -KpuTepumn oLeHKU. AHanus
[OKYMEHTO060pO0Ta, y4eT 06béMa JJOKYMEHTO060POTa, CNPaBKN U-CBOAKN 06-06bEMe fOKYMEHTOMOTOKOB B-6YMaXHOW N-3/IEKTPOHHOW
dbopme.

Mpuém n-npegBapuTenbHas 06paboTka NOCTyNnaroLmX JOKYMEHTOB. [pUEM 311eKTPOHHbIX JOKYMEHTOB U-COOBLLEHWIA.
MpepBapuTenbHOE pacCCMOTPEHME NOCTYNAOLWMX JOKYMEHTOB, MOJIHOMOYMSI CEKPETAPs UM CNYXX6bl fienonponsBoacTBa. Pernctpauus
JOKYMeHTOB. [epeyeHb perucTpupyemMbix -HEPErucTpuMpyemMblx OKYMeHTOB. HanpaBneHne JOKYMeHTOB Ha-McnosHeHue. Pa6oTa
UCMOSTHMTENEN C-KOMUAMU NOCTYNUBLUMX AOKYyMeHToB B-CO/.

Pa6oTta ucnonHutener c-BHyTpeHHUMM JOKYMeHTaMu. PernaMmeHTaums npoueaypbl COrnacoBaHuns NPOEKTOB JOKYMEHTOB.
MapannenbHoe n-nocnegoBaTtenbHoOe cornacosaHune. NosHOMOYNA UCNIONHUTENEN U-PYKOBOAUTENE NoApas3aeNieHNI.

KOHTpOsb MCNONHEHUSI AOKYMEHTOB U-NOPYYeHUiA. TUNoBble U-UHANBUAYANTbHbIE CPOKU UCNONHEHUA. [TONHOMOYMSA OTBETCTBEHHbIX
ncnonHutenei. KOHTpoAb CNOMHUTENBCKON ANCUUMIIUHDI, CPaBKU U-CBOAKM MO-CPOKaM, UCMONHUTENAM N-MoApasaeneHusM.
dopmupoBaHue nokasaTenei oLeHKN AeATeNbHOCTH (0TYeTbI).

06paboTka K-perncTpauns oTnpaBsieMblX JOKYMEHTOB.
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JAeHb-2.

COBpeMeHHbIe Tp66OBaHMﬂ K-ynpaB/iieH4eCKUM AOKYMEHTaM. Cuctema u-noacuctembl opraHMaau,uouHo-pacnopﬂAuTeanoﬁ
AOKYMeHTaluu. CocTaBneHue u-od)opmneuue oTAeNIbHbIX BUAOB AOKYMEHTOB.

o CucTema floKanbHbIX HOPMATUBHbIX aKTOB OpraHv3aLuuy B-o6nacTu Ae/Ionpon3BoOACTBa.

e ANroput™m paspaboTKu UHCTPYKLMU NO-LeNONPON3BOACTBY Ha-OCHOBE MeToaNYEeCKMX PeKOMeHAaLNi No-pa3paboTKe MHCTPYKLMiA
no-AeNonpou3BOACTBY B-TOCY[apCTBEHHbIX OpraHax, opraHax MeCTHOro camoynpassnieHus (yTB. npukasom Pocapxusa oT-25-aekabps
2020 roga N2-199). Npo6nemMbl CTPYKTYpbl U-06bEMa JOKYMeHTa. YNpaB/ieHWe MHCTPYKLMe Kak JOKYMEHTOM, o6yyeHne
ncnonHuTenein. AKTyannsauus LeNcTBYHOLLEeR MHCTPYKLMM NO-Ae/T0NPOM3BOACTBY NPY BHEAPEHUU 3NTEKTPOHHOIO JOKYMEHTOO60pOTa

o [Ipyrme opraHusaLnOHHble AOKYMEHTbI. HadHauyeHne JOKYMEHTOB: NOSIOXeHWe, NpaBuiia, UHCTPYKLUS, perfiaMeHT.

e PacnopsiauMTenbHble JOKYMEHTbI, U3fjaBaeMble Ha-0OCHOBe efjJMHOHavyanus. lNpukasbl NO-OCHOBHOMN AeATeNIbHOCTU U-NO-TUYHOMY
COCTaBY, pacnopsikeHue, nopyyeHue (ykasaHue)-— Tunosoii GopmMynsp, obopmieHme, CTPYKTypa TEKCTa, CPOK AeNCTBHUS, GOopMbl
npefcTaBneHus.

o PacnopsifutenbHble AOKYMEHTbI KOJIernanbHbix OpraHoB ynpassieHus. [IpoTokos, MoCTaHOBNEHWE, peLleHre-— TpeboBaHus
K-oopMIIeHUIO, CTPYKTYpa TeKCTa, CPOK AeNCTBUSA, HOPMbl NpeAcTaBneHUs.

e CocTaBneHue n-ohopmseHne cnpaBoYHO-MHHOPMALIMOHHBIX AOKYMEHTOB. AKT, CrpaBKa, cry)kebHas (foknafHas, 06bsACHUTENbHAs)
3anucka, 3asaBneHve-— TUNoBOWM GopMysAp, PEKBU3UTbI, Tpe6OBaHMUS K-0POPMIIEHUIO, CTPYKTYpa TeKCTa, GOpMbl NpeacTaBieHNs.

o [ToHsATUe O-fenoBoi nepenncke. Knaccuukaumsa BUAOB U-pasHoBUAHOCTeN nuceM. O6Lwue npasuna oopMaeHns peKBU3nToB
n-Tpe6oBaHNsA K-CTPYKTYpe TekcTa. Buabl 6n1aHkoB Ans nuceM. bnaHku nucem Kak anemMeHT GrpMeHHOro ctuns. MnasHasa dyHKLmA
cnye6Horo NUcbma-— ycrnewuHas KoOMMyHuKaLumus. CTpPyKTypa TekcTa MMcbMa B-pamKax yrnpaBJ/ieH4eCKUX KOMMYHUKaLMiA. PeyeBble
hopMybl BEXNNBOCTU. A3bIKOBblE OCOBEHHOCTU CNYXEBHbIX MUCEM W-CIOBa-— «METKN» KOHKPETHbIX Pa3HOBUAHOCTEN NUCEM.

o TpeboBaHWA K-CTUIMCTHKE 3NEKTPOHHbIX COOBLLEHMIA. Mepenncka No-a51eKTPOHHO noyTe.

AeHb-3.

JloKyMeHTanbHbIi n-apXxmBHbiiA poHAbI opraHusaumu. HopMaTuBHbIE TPe60BaHMA K-OpraHM3aLMm TEKYLLLEro onepaTUBHOrO U-apXUBHOMO
XpaHeHUs! JOKYMEHTOB.

o QepepanbHbIi 3aKoH 0T-22.10.2004 N2-125-03 «O6-apxuBHOM aene B-Poccuiickon Geepaumm». 06s13aTeIbHOCTb apXMBHOTO XpaHEHUSI
[OKYMEHTOB B-Te4YeHne HOPMaTUBHbIX CPOKOB.

o [TOHATUA «[OKYMEHTaNbHbIW GOHAY, «apXUBHbIVA POHAY», «apXMUBHbIN JOKYMEHT». OTBETCTBEHHOCTb 3a-OpraHn3aLuio TeKyLLEro
onepaTMBHOIO M-apXMBHOIO XpaHeHWs fOKYMeHTOB. OTBETCTBEHHOCTb 3a-0CYLLECTBIEHNE TEKYLLErO XpaHeHUsl n-obecrneyeHns
COXpaHHOCTU. [lIOKYMEeHTbI OpraHnsaLn-— akTue, UMEIOLMIA LLEHHOCTb.

o [IpaBuna opraHn3aumm XxpaHeHUs!, KOMMIEKTOBaHMSA, y4YeTa U-MCnosib30BaHUsi JOKYMeHTOB ApxuBHoro doHga Poccuiickon ®epepauum
U-OpYrux apXUBHbIX JOKYMEHTOB B-OpraHax rocylapCTBEHHO BlacTU, OpraHax MeCTHOro camoynpaBfieHns u-opraHusauusix (yTe.
npvkasom Pocapwe-31.07.2023 N2-77). MpoekT HoBOM Bepcum MNpasun.

o [lepeyHy JOKYMEHTOB CO-CPOKaMM XpaHeHus1. [epeyeHb TUNOBbIX YNPaBNEHYECKUX apXUBHbIX AOKYMEHTOB, 06pasytoLmxcs B-npoLecce
[esATeNIbHOCTUN rocyapCTBEHHbIX OpPraHoB, OpraHOB MECTHOIO caMOoynpaBfieHUst n-opraHn3aumni, c-ykasaHneM CPOKOB UX-XpaHeHUs
(yTB. npuka3soM PocapxuBa 01-20.12.2019 N2-236 U-UHCTpyKLUMs No-ero NpuMeHeHuio (YTB. npuka3oM Pocapxuea 01-20.12.2019 N2-237).
CpoKM XpaHeHUs1 LOKYMEHTOB B-OYMa)KHOW U-3N1EKTPOHHOM Gopme.

o [pVHLMNbI, KPUTEPUU M-3Tarbl AKCNEPTU3bI LEHHOCTU AOKYMeEHTOB. Co3faHune 3KCMepTHOM KOMUCCUMM opraHusauuu. NpumepHoe
nosioXeHne 06-aKCNepTHOM KOMUCCUK opraHu3auun (yTB. NpukasomM Pocapxuea o1-11.04.2018 N2-43). OpraHusauums
W-A,OKYMEHTUPOBaHME paboTbl IKCMEPTHON KOMUCCHUM.

e Posib HOMeHKNaTypbl fen B-cucTemMaTusaummn AoKyMeHTanbHoro GoHaa. Tunbl U-BUAbl HOMeHKNaTyp aen. Metoguka
N-opraHv3aLmoHHble npoueaypbl pa3paboTKun U-BeAeHNs HOMeHKNaTypbl Aen. [lononHeHne K-HOMeHKnaType Aen. 3HauyeHue
HOMeHKaTypbl AeNn AN COCTaBMeHUs1 onucei JoKyMeHToB. HoMeHKknaTypa Aen Kak knaccubukaTop B-cUCTEMe 3/IEKTPOHHOIO
LLOKyMeHToo60poTa.

o ApXMBHbIN HOHA OpraHM3aLmMmn N-ycTaHoOB/EHWNE ero rpaHuL,. MonoxeHne o6-apxvMBe UK NONOXEHNE 06-apXUBHOM XpaHeHUH
JOKYMeHTOB. [10KyMeHTbl GUIManoB, NpeacTaBUTeNIbCTB U-0TAENIEHUI: UX-MECTO B-apXMBHOM (QOHAE FO/IOBHOW OpraHM3aumu.
OTBETCTBEHHOCTb 3a-apXMBHOE XpaHeHNe JOKYyMEHTOB.

o KOHTpOb 3a-CO6/10JeHMEM CPOKOB XpaHEHUs U-06ecneyeHnemM COXPaHHOCTU AOKYMEHTOB. INOTHOMOUMS YNOTHOMOYEHHbIX apXMBHbIX
opraHoB. ALMWHUCTpaTUBHasi OTBETCTBEHHOCTb 3a-HECOBNIOAEHNE CPOKOB XpaHEHMUSI.

o OpraHusauus XxpaHeHus n-obecrneyeHmne COXPaHHOCTU apXMBHbIX JOKYMEHTOB. Tpe6oBaHNsA K-34aHUI0, MOMELLLEHUAM U-TEXHUYECKOMY
OCHaLLeHNIO apxnBa. TpeboBaHWA K-PeXXMMaM XpaHEHUs JOKYMEHTOB. JKCMepTn3a NpUrogHOCTM NOMELLLEHUS A5 pa3MeLLEeHNs B-HEM
apxuBa. 0630p COBPEeMEHHOro 060pyA0BaHUs A1 OCHALLLEHUS] apXMBHbIX MOMELLEHWIA, 06pabOTKMU U-XPaHEHUS! apXUBHbIX LOKYMEHTOB.

e CucTeMa yYeTHbIX [JOKYMEHTOB apxuBa. CocTaB OCHOBHbIX (06513aTeNbHbIX) U-BCMOMOraTeNbHbIX YYeTHbIX JOKYMeHTOB. [leno ¢hoHaa.
Buabl onucew gen. Metoamka cocTaBneHns onncen Aen 3NeKTPOHHbIX JOKYMEHTOB.

o KomMnnekToBaHue apxuBa opraHmsaunn. Cnucok CTPYKTYpHbIX NOApasaeneHMin-uCTOYHUKOB KOMIMIEKTOBaHUSA.

e [NopsAfOK NOAFrOTOBKM AeN ANsi nepefayn B-apxus (Ha-apxmBHoe xpaHeHue). Mpaduk npuéma-nepegaun. ApXMBHO-TEXHUYECKas
06paboTKa, cocTaB/ieHMe BHYTPEHHUX onuceit gen. ObopmeHne 0610XeK ien NOCTOSIHHOrO, BpeMeHHoro (cBbiwwe 10-n1eT) CpokoB
XpaHeHus u-gen no-TM4YHOMy cocTany.

o Onucu aen CTPYKTYPHbIX NoapasfesieHNin N-NMPOeKTbl aKTOB O-BblAENEHUN K-YHUHTOXEHWNIO JOKYMEHTOB, He-NoAJIexallmx apXmuBHoOMy
XpaHeHwuto. fofoBble pa3fesibl CBOAHbIX ONUCEN U-CBOAHbIE aKTbl.

e icnonb3oBaHne apXMBHbIX JOKYMEHTOB B-yrpaBfIeHYeCKON feATeIbHOCTU U-B-LieNsiX 3aluTbl coLManbHbIX NpaB rpaxaaH. Mopsaaok
Bbliayn apXMBHbIX JOKYMEHTOB M0-3arpocam yrnosIHOMOYEHHbIX FOCYAapCTBEHHbIX OPraHoB U-KOHTPO/Ib 3a-MX-BO3BPATOM.
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ApXUB HayYHO-TEXHMYECKOW AOKYMEHTaLUN.

o OpraHusaums apxvMBa Hay4YHO-TEXHUYECKOMW AOKYMeHTauun. NpaBuna opraHnsanmnmn XpaHeHus, KOMMNIeKTOBaHuUS, yyeTa
M-MCMONb30BaHNA HaYYHO-TEXHUYECKOM AOKYMEHTaLMmN B-opraHax rocyjapCTBEHHOM BNacTH, opraHax MeCTHOro camMoynpaBeHus,
roCyAapCTBEHHbIX U-MyHULMMNANbHbIX OpraHu3auusx (yTB. npukasom GefepanbHoOro apxmBHoro areHTcTea 01-09.12.2020 Ne-155,
3apeructp. MuHtoctoM Poccuu-12.03.2021 N2-62735): xapakKTepUCTHKA HOPMATUBHOIO NPaBoOBOro akta. OCHOBHbIE MONOXEHWS.

o JNEeKTPOHHbIN apXMB Hay4YHO-TEXHUYECKOW fokyMeHTauuu (HT L) kak yacTb KopriopaTuBHOW MHbOpMaLMoHHOW cucTeMbl (KUC).
0CO06eHHOCTH 31eKTPOHHOrO apxusa HT[,. Bsaumogmenctene cnyx6bl fe0NpousBOACTBA, apxmBa U-cnyxobl HT/.

[AeHb4.
OneKTPOHHbDI apxXUB opraHU3aLumn: cobnoeHne TpeboBaHmiA, NpaKTUYECKUe BONPOCHI OPraHM3aLum U-TEXHUYECKOro o6ecneyeHus.

e PerynmpoBaHune apxMBHOIO XpaHEHUA LOKYMEHTOB B-3/1IEKTPOHHOM GopMme. MOHATNE «apXMB 3NEKTPOHHBIX AOKYMeHTOB». [OCT P-1UCO
30300-2015, FOCT P-7.1.101-2018/1CO 30301:2011 u-gp. Npukas Pocapxuea oT-31-utonsa 2023-r. N-77. (3KCnepTHbI KOMMEHTapui).
MepcneKTUBbI pasBUTUS HOPMATUBHOMN 6a3bl.

e Tpe60oBaHUsA K-apXxMBHOMY xpaHeHuto 3. yHKLMOHaNbHble TPe60BaHUS K-CUCTeMaM XpaHeHus 3[]. AyTEHTUYHOCTb, AOCTOBEPHOCTb,
LLeNIoCTHOCTb, NPUrOAHOCTb AJ151 UCMOMIb30BaHUSA-O /1 TEXHOMOMMM 3aLUTbI; TEXHOIOrMU 06ecrneyeHunst LoNroBpeMeHHowM
coxpaHHOCTU-3[1; noaaepKka Murpaumm n-KoHeepTauuu; GopmaTbl XpaHeHuUs.

e CTaHAapTbl, pPyKOBOACTBA U-MeToAMnYecKue pekoMeHgaumnm. OCo6eHHOCTM 9KCNEPTU3bl LIEHHOCTM 3J1EKTPOHHbIX JOKYMEHTOB.
YHUUTOXEHUE 3NEKTPOHHbIX [JOKYMEHTOB.

o nO)J,XO)J,bI K-OpraHmsaunm apxmBHOro XxpaHeHna 3aJIEKTPOHHbIX AOKYMEHTOB.

TexHonorum cospgaHus 3NIEKTPOHHOIO apXuBa U-0NIEKTPOHHOIO XpaHEHUS JOKYMEHTOB.

o OundpoBka bymaxkHoro apxuea. Llenecoo6pasHocTb n-nepcnekTnBbl OUMPPOBKM. INEKTPOHHDIV AYOIMKAT apXMBHOIO AOKYMEHTA.
KoHBepTaLusi AJOKYMEHTOB. NEKTPOHHble Ay6AuKaTbl JOKYMEHTOB Ha-6yMaXHOM HocuTene. [NepeBof, AOKYMEHTOB B-3JIEKTPOHHYHO
topMy (ckaHVMpoBaHWe, pacnosHaBaHue, MAeHTUGMKaUMS U-MapKUpoBKa). MpuagaHue puaNYecKor saHaumMmMocTy 3,

o OpraHusauus npouecca nepegayun oundpoBaHHbIX JOKYMEHTOB.

e XpaHeHue oundpoBaHHbIX JOKYMEHTOB Ha-hn3nyeckn 060co6NEHHbIX HOCUTENAX 3anucK, B-cocTaBe UHOOPMALIMOHHOW CUCTEMBI
3NTIEKTPOHHOIO apxuBa.

e YCnyru «apxMBHOro» ayTcopcuHra. icnonb3oBaHune «06nayHbIX» TEXHONIOTUNA.

JeHb-5.
MocTpoeHne aNeKTPOHHOro JOKyMeHTOoo60poTa.

o KpaTkuit KOMMeHTapuin USMEHEHUIN B-3aKOHO4aTe bHbIX U-APYrMX HOPMaTUBHO-— MPaBOoBbIX akTax, perynupytowmnx 340 n-apxusHoe
XpaHeHue.

e 3akoHopaaTenbHasa 6a3a, perfnaMeHTUpYyoLLas UCNoJIb30BaHUE 3NIEKTPOHHOM NOANMUCHU.

o depepanbHbiil 3aKoH No-63 «06-31eKTPOHHON NOANUCU»: NPAKTUKa MPUMEHEHUA M-aHaNn3 Npo6eM.

o /IameHeHusi B-3akoH No-63-03. depepanbHble 3aKoHbl OT-8-UtoHs1 2020-r. No-166-03 n-o1-2-ntonst 2021-r. No-359-03.

o [lpaBoBas 6a3a paboTbl yAOCTOBEPSIOLMNX LLEHTPOB U-NPUMEHEHUSI TPOCTOMN U-yCUNEHHbIX-II, NpUMeHeHNe yCUneHHom
KBann@ULMpPOBaHHON 3N1EKTPOHHON NoAMNMUCH.

o ®OepepanbHbIv 3aKOH 0T-27.12.2019-No 476-03 «O-BHECEHUN n3MeHeHU B-DefiepanbHbiii 3aKoH «06-3N1eKTPOHHOM nognucu» n-cT.1-e3
«0-3almTe NpaB OPUANYECKUX UL M-MHAMBUAYaNbHbIX NpeanpuHUMaTenei Npu oCyLLEeCcTBIEHUN rOCyJapCTBEHHOro KOHTPONS
(Hap3opa) u-MyHMUMNAaNbHOro KOHTPONAX.

o COBepLUEHCTBOBAHNE 3aKOHOLATENbCTBA, perflaMeHTUpyoLLero ncnonbsoraHuve Al. MnaHnpyemble nsmeHeHus B-3akoH No-63-03
«06-371eKTPOHHOIN NOAMUCU.

o [NpaBuna KoOHBepTaLMu 31IEKTPOHHbIX OKYMEHTOB, a-TakXXe NOPAAO0K UX-XpaHEHUS U-CO3AaHUA 3SIEKTPOHHbIX U-MaTepuanbHbIX
Ay6nukator 3akoHonpoekT No-1173189-7 «O-BHeceHUM nameHeHui B-OegepanbHblit 3aKoH ,06-MHPopmaLmm, MHOOPMaLMOHHbIX
TEXHOMOrMsX U-0-3aLLMTe UHhopMaL K" N-0TAENbHbIE 3aKOHOATEeNbHbIe aKTbl»). «KOHLenLmMs 3IeKTPOHHOTO JOKYMEHTOO60poTa
B-XO3SINCTBEHHOMN AeATENIbHOCTU» U-NNIaH MEPONPUATUI No-eé-peannsaumm, yTB. [paBUTENbLCTBEHHOW KOMUCCUN NO-LMGPOBOMY
pasBUTUIO, UCMOJIb30BAHNIO MH(OPMALMOHHbBIX TEXHOIOMMI AN YNYyYLLEHUst KaYeCTBa XXM3HU U-YCIIOBUI BeAeHUsI
npeanpuHUMaTeNIbCKon AeATeNnbHOCTU (MPOTOKON NpesnauyMa o1-25.12.2020-No 34).C3/[, KaK MHCTPYMEHT yrpaB/ieHUs AOKYMeHTaMMU.
ONeKTPOHHbIe AOKYMEHTbI B-A€/10BON AEATENIbHOCTH.

Tpe60oBaHUA K-CMCTEMaM 3/IEKTPOHHOIO LOKYMEHTO060pOTa M-CUCTEMAM XPaHEHUS! NIEKTPOHHbIX fLOKYMEHTOB B-apXuBax
rocyAapcTBeHHbIX opraHoB (YTB. Npuka3oM Pocapxuea o1-31-utons 2023-r. N-77). dyHKumnoHanbHble TpeboBaHus k-CI/. CoBpeMeHHas
oueHka 3G (eKTUBHOCTH MPUMEHEHUS.

Kputepum Bbi6opa cUCTEMbI 3JIEKTPOHHOIO AOKYMEHTO060pOTa U-CMCTEM XPaHEHUS! INTEKTPOHHBIX JLOKYMEHTOB («3N1eKTPOHHbIN
apxuB»). [locToMHCTBa u-cneundmka pasnnyHoro nporpaMMHoro obecneyeHuns. CoBpeMeHHasi npakTuka u-olleHka kayectsa CO/,.
060cHOBaHWe Bblbopa onTUManbHoro BapuaHTa C3/. AHanus poiHka C3[, n-npeanoXxxeHuii BeHAEPOB No-peanusauumn TpedboBaHui
6usHec-nonb3oBaTenen.

HoBbie TexHOMOrMU BHIPUMEHEHMU CUCTEM 3JIEKTPOHHOIO AOKYMEHTO060poTa Ha-peanpuaTun. Npo6nembl HTerpaumm C3,
B-MH(hOPMaLIMOHHOE NPOCTPaHCTBO KoMnaHun. CoBpeMeHHoe BuaeHne KUC. Cnocobbl n-HOaHChl MHTErpaummn pasnnyHbiX NPUIOXEHNI
B-pamMKax BblbpaHHoi C3/1. MeToauka n-npakTuyeckme peKoMeHgaLUmnm no-BbisIBEHUIO TYYLUUX 471K CBOEW KOMMNaHuu BapuaHToB CO/,.
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MeToauka BHepeHus CO/l. Ponb cny)x6bl fenonpon3BoacTBa B-peanusauum npoekTa no-eHegpeHuto CI/. PaspaboTka NloKasbHbIX
HOPMaTMBHbIX aKTOB U-METOANYECKNX AOKYMEHTOB MO-AOKYMEHTALUOHHOMY 06eCreyeHuo ynpaBieHusi opraHu3auum B-06nactu
3N1eKTPOHHOI0 JOKYMEHTOO06pOTA.

WHdopmaumoHHas 6e30nacHOCTb B-CUCTEME /IEKTPOHHOIO OKYMeHToo60poTa opraHu3auumu. O6ecneyeHme KOHUAEHLMANBHOCTY,
OOCTYMHOCTU U-LLleNOCTHOCTH AO0KYMeHTOB B-C3/. 3alwmTa nepcoHanbHbIX AaHHbIX B-COOTBETCTBMM C-P3 N2-152.

MpakTHyeckue BONpocbl BHeAPEHUs NIEKTPOHHOIO JLOKYMEHT0060poTa B-OpraHn3aLun. AHaIn3 Nyyllyx NpakTUK POCCUICKUX
KOMMaHwui no-adheKTMBHOMY BHeZipeHuto u-akennyaTtauum C3[, CY[, (cucTembl ynpaBneHust fJokyMeHTaMm) u-KNC (KopropaTMBHOM
MHGbOPMALMOHHON CUCTEMBI).

[lpenogaBaTenu

KAPIbIYEBA EneHa BayecnaBoBHa

KaHzuaaT uctopuyeckmx Hayk, foueHT kadenpbl «MHPOpMaLMOHHbIE TEXHONOTMK B OPUANYECKON AeATENbHOCTU U AOKYMEHTaLMOHHOe
o6ecneyeHue ynpaeneHus» OpUaANYECKOro MHCTUTYTa POCCUIMCKOro yHMBEpCUTeTa TpaHcnopTa.

CABWH Bsayecnas BnagumumpoBuy

9KCNepT, NPaKTUK M-pa3paboTumK B-061acTu 3/1IEKTPOHHOIO OKYMEHTOO60pOTA. NaBHbIA aHaIMTUK CUCTEM 3NIEKTPOHHOIO
[okymeHToo60opoTa MNAO MarHuT. Takxke siBnsincst pykosogutenem LieHTpa passutus 03340 B-000 «PocCenbxo3baHk-UHTEX, oTaena
aHanuTUKKN M-UT-NpoeKToB B-KPYMHbIX KOMMaHUsAX-— «CeperoHuKa» (BxoauT B-TK-«AiTeko»), OAO 3apy6exHedTb, 000 JTYKOWSI-
NHdopm.

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

MBAHOBA Jlapuca AHaTofnibeBHa

JKCNepT-NPaKTUK C 25-1ETHUM OMbITOM NpernoAaBaTe/ibCKoi U afiMUHUCTPATUBHO-YNpaBAeHYecKoi paboTbl B KPYMHbIX KOMMEPYeCKUX u
rocyAapCTBeHHbIX CTPYKTypax, BEAYLLUIA IKCMEPT No OKYMEHTO060poTy hUpMbl «1C».

HNOPOHWHA Jlapuca AnekceeBHa

KaHaupaT SKOHOMUYECKMX HayK, foUeHT Kadeapbl roCyAapCTBEHHOIO YNpaB/ieHUs U KagpoBoW NoanMTMKM MIYY MpaBuTenbcTBa
MocKBbI, aBTOP y4e6HbIX MOCO6UiA MO AOKYMEHTOBEAEHUIO, IKCTepT HauuoHanbHoi accoumauum obuCHbIX CneumanncTos 1
aJMMWHUCTPaTUBHbIX paboTHUKOB npu MpeangeHTe Poccuitckon deaepavmm, copaspaboTumk NpoheccmoHanbHbiX CTaHaapToB.

Cdepa npoeccmoHanbHbIX MHTEPECOB:

MpodeccnmoHanbHblie KOMNETEHLMU: ONTUMMN3aLMSA BU3HEC-NPOLLECCOB NPeANPUATUS], pasapaboTka HOPMaTMBHbIX MaTepuanos no
[OKYMEHTUPOBaHUIO yNpaBieHYeCKOM AesiTeNbHOCTH, ayAUT KafpoBOro Aenonpou3BoACTBa, KOHCYbTUPOBaHWE No BbIGOpY
NporpaMMHOro NpoAykTa no asTomMaTusaunm 4enonponsBoACTBEHHbIX MPoLEeccoB. YyacTBoBana B NpoekTax no aBTomatmsawumm
[OKyMeHToo60opoTa komnanum IKT, IBS, BecTb MeTa-TexHoNOrmu.

O6pa3oBaHue:

OkoHuynna rOCYﬂ.apCTBeHHy}O aKageMuio ynpaBsieHUa UMeHU C.OpA)KOHI/IKVIﬂ,Se, Kad)ep,pa AOKyMeHTOBeAeHUA N AOKYMEHTaUuNOHHOIo
obecrneyeHuns ynpaeneHusa, OKyMeHTOoBeA, cneynanunct no VIH¢)OpMaL|,VIOHHbIM TEXHOJI0IrMAM ynpasJieHUA.

My6nukauum:

ABTop 6onee 150 ny6nunkaumi, B TOM YMChe cTaTen B )KypHanax «CnpaBoYyHUK cekpeTaps U opuc-meHemxepar, «CnpaBoOYHUK
KaapoBuKay, «[JenonponsBoacTBo», «CekpeTapckoe Aeno», «YnpaBneHue nepcoHanomy, «Cnyx6éa kaapo», «[ToUck: OT MpoekTa Ao
KNto4a» u ap.
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