DONHKOHT +7(495) 698-63-64 seminar@finkont.ru

y4ebHbI LeHTp 8 (800) 234-55-22 www.finkont.ru

CneunanucT No opraHM3aLMoHHOMY U IOKYMEHTALNOHHOMY
obecrneydyeHnto yrpaB/ieHUsi opraHn3aumen

B pamkax Kypca cryliaTtenm nonyyaT KOMMIEKCHbIe 3HaHUsi 06 OpraHW3aLuy JOKYMEHTO060poTa B OpraHn3aLmm ¢ y4eToM
HOBaLMil 3aKOHOAATENbCTBA, Y3HAOT O COBPEMEHHbIX TPe6OBaHUSX BEAEHUA AEN0NPOU3BOACTBA, MOSyyaT NpakTuyeckne
peKoMeHaaLuy Mo Bornpocam yrnpaB/ieHUst [OKYMEHTaMu, BHEAPEHMWIO U ONTUMU3ALUM CUCTEMbI 3N1EKTPOHHOTO
[OKYMeHToo60poTa.

Jata npoBegenus: 15-19 ceHTsabpsi 2025 ¢ 10:00 go 17:30
ApTtukyn: MC24117

Bup, 06yyenus: Kypc noBbilleHus KBanudukaumm

dopmart obyyeHus: [IHeBHOW

Cpok obyueHus: 5 nHen

MpopomkuTenbHocTb 06yuyeHus: 40yacos

MecTo npoBefeHus: r. MockBa, yn. 3osi0tas, 4. 11, 6U3Hec-LeHTP «30/10TO», 5 aTax. BceM yyacTHUKaM BbicbliaeTcs nogpobHas cxema
npoesfa Ha ceMuHap.

CtoumocTb yuacTus: 64 800 py6.
[ins yyacTHMKOB NpefyCMOTPEHO:

MeToanueckuin matepuman, kode-nayabl.

J[I0KyMeHT no oKoH4YaHuU obyyeHus: o nToram obyyeHus cnyliaTenu, yCnewHo nNpoLleaLine UTOroByo aTTecTaLuto No NporpaMme
06y4eHus, MoJlyyatoT Y 4OCTOBEPEHME O NOBbIWEHUN KBanudukaumm B o6bemMe 40 Yacos (B COOTBETCTBUM C NIULIEH3UEN Ha NpaBo
BefleHVsi o6pa3oBaTesibHON AesTeNbHOCTH, BblAaHHOM [enapTaMeHTOM 06pa3oBaHusi U Hayku ropoga Mocksbl).

Ina Koro npegHasHayeH

PykoBoguTteneit cnyx6 [,0Y, pykoBoauTenei apxuBoB NpeanpusaTUiA U OpraHn3auuii pasfimyHblIX OpraHM3aLMoHHO-NPaBoOBbIX HOPM,
COTPYAHWUKOB KaHLensipuv, cekpetapmnaTta, 061X OTAEN0B, CekpeTapei, NOMOLLHWUKOB pyKoBoauTenen, pedepeHToB, MepcoHabHbIX
acCcUCTEHTOB, 0MC-MeHeXXePOB, AeJI0NPOon3BOAUTENEN, AOKYMEHTOBEAOB U apXMBapuycoB.

Lienb o6y4yeHus

e M3yuyeHune aeicTByIoLLErO 3aKOHOAATENbCTBA M HOPMATUBHbBIX MPABOBbLIX aKTOB B cdepe AeNonponsBoACTBa U apXMBHOIO Aena.

o ®opMHpoBaHME KOMMETEHLMIA B 0651aCTU HOPMATUBHOMO PEryIMPoBaHusi paboTbl C AOKYMEHTaMM.

o O3HaKOMJIeHMe C METOAAMU aHanu3a v oNTUMMU3aLMKU OCHOBHBIX Ae/ONPOU3BOLACTBEHHbIX OMepaLii.

o AKTyanusauusi NpakTUYeCKMUX HaBbIKOB COCTaB/IEHUA U OOPMIIEHNSI OCHOBHbIX BUAOB YNpaBieHYeCKUX AOKYMEHTOB.

e M3yyeHune COBpEMEHHbIX NPaBWU BEAEHUS AEeI0BOW Nepenucku.

o GopMUpOBaHUE NMPAKTUYECKUX HAaBbIKOB B 06/1aCTW TEKYLLEro onepaTMBHOIO U apXMBHOIO XpaHeHUs1 AOKYMEHTOB.

e O3HakoMJieHMe C METOAAaMU ONTUMMU3aLMU AOKYMEHTOO60poTa.

e [lonyyeHne cBEAEHUI O COBPEMEHHBIX TPEGOBAHMUSAX K CUCTEMAM 3JIEKTPOHHOTO JOKYMEHTOO60POTa U CUCTEMAM XpaHeHUs
3NEeKTPOHHbIX JOKYMEHTOB.

e M3yuyeHune npaBu NpUMeEHEHNs 3NEKTPOHHbIX MOAMNUCEN B 3/1EKTPOHHOM JOKYMEHTO060pOTe.
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OCO6EHHOCTU NPOrpaMmbl

Kypc cooTBeTcTBYeT NnpodeccroHanbHbiM cCTaHaapTaM «CrewLuanucT No opraHn3aunoHHOMY U JOKYMEHTaLUOHHOMY 06ecneyeHmto
ynpaBJieHusi opraHu3auuei» (perncTpaumMoHHblil Homep 37509, yTBepXAEHHbBIN Npuka3oM MUHMUCTEPCTBA TpyAa M COLManbHOMN 3alumThbl
P® ot 06.05.2018 N2 276H).

PesynbTaT 06y4yeHus

B pe3synbTaTe 06y4eHUs1 y4aCTHUKU Kypca NpUobpeTyT npakTuyecKue HaBbIKK:

Peanusaumu HopMaTUBHbIX TPEGOBAHUI K OpraHU3aLmMm NPoLLecCcoB AOKYMEHTUPOBAHMUSA U TEXHOOMMU 4eN0NPOU3BOACTEA.
[LOKyMEHTUPOBaHWsI yrpaBreHYeCKoW JesTeNbHOCTH U paboTbl C AOKYMEHTaMu CUCTEMbI OpraHM3aLMOHHO-PacNopAAUTENbHO
LOKYMeHTaLum.

OpraHusaumv 1 oNTUMU3aLMK JOKYMEeHTO060poTa OpraH13aLmu.

OpraHu3auuu npuema, perucTpaumm U pacCMOTPEHUS JOKYMEHTOB.

OpraHu3aumy KOHTPOJISt UCMONTHEHUS! [JOKYMEHTOB.

OpraHu3aumuu TeKyLLero onepaTMBHOMO XpaHEHUS! OKYMEHTOB.

o Pa3paboTku 1 BefleHUs1 HOMEHKNATypbl Aen.

e MMOATrOTOBKM AieN K apXMBHOMY XpaHEHMUIO.

MpoBefeHNst 3KCNEPTU3bI LLEeHHOCTU AOKYMEHTOB, COCTaB/IeHUs ONWUCEN AeN U aKTOB O BbIAENEHUN K YHUUYTOXEHUIO [JOKYMEHTOB,
He NoAJIeXaLLMX apXVBHOMY XPaHEHW!HO.

Peanusaumu TUNoBbIX GYHKLMOHANbHBIX TPEGOBaAHUI K CUCTEME 3JIEKTPOHHOTO AoKyMeHToo6opoTa (CO) 1 cucTeMe XpaHeHus
3NEKTPOHHbIX fJOKyMeHTOB (CX3[).

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

OTAenbHble CEMUHapbl B paMKax Kypca

e COBpeMeHHble TEXHOIOMUM 3NEKTPOHHOI0 IOKYMeHTo060poTa

e CreuuanucT apxmBa opraHusaLum

e ONeKTPOHHbIN apX1B opraHusaLmmn: cobnoaeHne TpeboBaHuit, NPpaKkTUYECcKe BOnpochl OpraHn3aLunm U TeXHUYEeCKoro
obecnevyeHus

YyacTvie BO3MOXKHO OTAENbHO B KaXXOM CEMMHaPpe.

[TporpamMmma oby4yeHus

AeHb-1.
HopmaTtuBHOe perynupoBaHue U-opraHusaL s CUCTEMbI 4eN0Npou3BoACTBa.

e Cuctema 3aKoHofaTeslbHbIX U-HOPMATUBHbIX NPaBOBbIX akTOB. Lienb BHeLHero perynupoBaHus-— o6ecneynTb cobnoaeHune
JeNCTBYIOLLEro 3aKoHOAaTENbCTBA, O6LLEroCYyAapCTBEHHbIX HOPM U-NPaBu paboTbl C-AOKYMEHTaMMU.

e [MonHoMouus PocapxuBa B-0611aCTM HOPMaTUBHOIO PEryIMpoBaHns AeNoNpou3BOACTBa U-apXUBHOIO Aena.

CteneHb 06s13aTeNIbHOCTU U-NPo6eMbl BHeapeHusl [pUMepHO MHCTPYKLUW MO-Ae/T0NPON3BOACTBY B-TOCYAapCTBEHHbIX OpPraHU3aLusx

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

camoynpasneHus (yTB. npuka3omM Pocapxusa o1-22-mast 2019-r. N2-71). Oco6eHHOCTM NpUMEHeHUs 06LLLerocyAapCTBEHHbIX Tpe6oBaHUM

B-KOMMeEpYEeCKUX OpraHusauusx.

e HaumoHanbHble cTaHaapTbl Poccuiickoin ®epepauum B-061acTn AOKYMEHTUPOBAHUS, yNpaBfieHUss AOKYMEHTaMM1 U-paboThbl
C-9/1eEKTPOHHbIMM gokymeHTamu. Ctangaptbl FOCT P-UCO. basoebii ctaHgapt FOCT P-UCO 15489-1-— 2019. CemencTBO CTaHAapTOB
cepun OCT P-MCO 30300.

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

MpaBuna opopmieHns LOKYMeHTOB Ha-ocHoBe TOCT P-7.0.97-2016.

[Lenonpon3BofcTBO KakK TexHonorus. MpuHLMNbI opraHn3aumm JoKyMeHToo60poTa.
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MpUHLMNbI OpraHn3aummn AoKyMeHToo6opoTa. MoHsATUe 0-A0KyMeHToo6opoTe. [NpaBunia opraHusaLum U-KpuTepun oLeHKu. AHanus
[OKYMEHTO060pOoTa, y4eT 06béMa JJOKYMEHTO060POTa, CNPaBKN U-CBOAKN 06-06bEMe fOKYMEHTOMOTOKOB B-6YMaXHOW U-3/IEKTPOHHOW
dbopme.

o [pném n-npepgBapuTenbHas o6paboTka NOCTyNarOLLUX JOKYMEHTOB. [PUEM 3NEKTPOHHbLIX JOKYMEHTOB U-COOBLLEHUN.
MpeaBapuTenbHOE pacCCMOTPEHME NOCTYNaLWMX JOKYMEHTOB, MOJIHOMOYMSI CEKPETAps UMK CNYX6bl fienonponsBoacTBa. Peructpauus
JOKYMeHTOB. [epeyeHb pernucTpupyemMbix -HEPErucTpmMpyemMblx OKYMeEHTOB. HanpaBneHne JOKYMeHTOB Ha-McnonHeHue. Pa6oTa
UCMOSTHUTENEN C-KOMUAMU NOCTYNUBLUMX AOKyMeHToB B-CO/].

e PaboTa ucrnonHuTenen c-BHyTpEHHUMM AOKYMEHTaMU. PernameHTauus npoueaypbl COrnacoBaHusi MPOEKTOB AOKYMEHTOB.
MapannenbHoe n-nocnegoBaTenbHOe cornacosaHue. NoHOMOYNS UCNIONHUTENEN U-PYKOBOAUTENEW NoApa3aeNeHNN.

o KOHTPOb NCMONHEHUSI LOKYMEHTOB U-NOPYYEHUiA. TUNOBbIE U-MHANBUAYATIbHbIE CPOKU UCMONHEHUS. TOTHOMOUYNA OTBETCTBEHHbIX
ncnonHutenen. KOHTposib UCMONHUTENBCKOW ANCUMMIIUHDI, CNPABKU U-CBOAKWU NO-CPOKaM, UCMOSTHUTENSIM U-NoApasaeNieHUsIM.
dopmMupoBaHue nokasaTtenei oLeHKN AeATenbHOCTH (0TYeTbI).

e O6paboTKa M-perncTpaunsi oTnpaBnsieMbiX JOKYMEHTOB.

AeHb-2.

COBPeMeHHbIe Tp96OBaHMﬂ K-ynpaB/ieH4eCKUM AOKYMEHTaM. Cuctema u-noacuctembl opraHMaauuouHo-pacnopﬂAMTeanoﬁ
AOKYMeHTaluu. CocTaBneHue M'OdJopMIIEHMe oTAeNIbHbIX BUAOB AOKYMEHTOB.

e CucTema JloKasibHbIX HOPMATUBHbIX aKTOB OpraHn3auuy B-061acT 4enonpov3BoACTBa.

ANroputM paspaboTKu MHCTPYKLMK NO-Ae10Npon3BOACTBY Ha-OCHOBE MeToANYECKUX peKOMEHAAL M NO-pa3paboTKe MHCTPYKLMIA
no-AenonpousBoACTBY B-rocylapCTBEHHbIX OpraHax, opraHax MecTHoOro camoynpaesieHus (yTB. NpMkasomM Pocapxua oT-25-aekabps
2020 roga N2-199). Npo6nemMbl CTPYKTYpbl U-06bEMa JOKYMeHTa. YNpaB/ieHWe MHCTPYKLMe Kak JOKYMEHTOM, o6yyeHne
ucnonHuTenen. AKTyanuaauusi AeNCTBYIOLWEN MHCTPYKLMU NO-AEN0NPOM3BOACTBY NPU BHEAPEHUUN 3/IEKTPOHHOMO OKYMEHTOO60pOTa
[pyrve opraHusaunoHHble JOKYMEHTbI. HasHauyeHne JOKYMEHTOB: MONOXEHWE, MPaBuNa, UHCTPYKLNSA, PErNIaMeHT.
PacnopsguTtenbHble AOKYMEHTbI, U3faBaeMble Ha-OCHOBE eAnHOHaYanus. Mpukasbl MO-OCHOBHOW AeSATENbHOCTU U-NO-TMYHOMY
COCTaBY, pacnopsieHue, nopy4yeHue (ykasaHue)-— Tunoeoi Gopmynsip, ohopMieHne, CTPYKTypa TEKCTa, CPOK AeACTBUS, GopMbl
npefcTaBneHus.

PacnopsgutenbHble AOKYMEHTbI KOJINErmanbHbIX OpraHoB ynpasneHus. [IpoToKos, NOCTaHOB/EHUE, peLleHne-— Tpe6oBaHUs
K-0pOpMIIEHUIO, CTPYKTYpa TEKCTa, CPOK AencTBUSA, GOpMbl NPeacTaBeHUs.

CocTaBneHue n-ohpopMrieHne CrpaBoYHO-UHPOPMALIMOHHbBIX AOKYMEHTOB. AKT, CpaBKa, Clyxe6Has (foknagHas, 06bsiCHUTENbHas)
3anucka, 3asBfieHe-— TUNoBon GopMynsAp, PEKBU3UTbI, TPEGOBAHUS K-0DOPMJIEHUIO, CTPYKTYpa TeKCTa, OpMbl MpeAcTaBleHus.
MoHATHe o-aenoBoii nepenucke. Knaccudurkauma BuAoB n-pasHoBmaHocTen nucem. ObLume npasuna ohopMIeHUsi PeKBUSUTOB
n-TpeboBaHnA K-CTPYKType TekcTa. Buabl 6naHkoB Ans nuceM. bnaHku nnucem Kak afnieMeHT dupmMeHHOro ctuns. naBHas GyHKLus
cny>xe6Horo nucbMa-— ycnewuHasi KOMMyHUKauus. CTpyKTypa TekcTa MMcbMa B-pamKax yrnpaB/ieHYeCKUX KOMMYHUKaLuii. PeyeBble
(hopMynbl BEXIMBOCTM. 13bIKOBbIe OCOBGEHHOCTU CNYXEBHbIX MUCEM U-CIIOBA-— «METKU» KOHKPETHbIX Pa3HOBUAHOCTEN MUCEM.

e TpeboBaHMUA K-CTUIIMCTUKE 3NTEKTPOHHbIX COO6LLEHMIA. [epenncka No-3NeKTPOHHOM NoYTe.

AeHb-3.

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

o QepepanbHbIf 3aKoH 0T-22.10.2004 N2-125-03 «O6-apxvBHOM aene B-Poccuiickon Gepepaunm». 06513aTeNIbHOCTb apXMBHOTO XpaHEHUS

[JOKYMEHTOB B-Te4YeHWe HOPMaTUBHbIX CPOKOB.

MoHATMA «AOKYMeHTaNbHbIA HOHAY», «<apXMBHbIN HOHAY, «KaPXUBHbIA AOKYMEHT». OTBETCTBEHHOCTb 3a-OpraH13aLuio TeKyLLero

onepaTMBHOIO M-apXMBHOIO XpaHeHWs OKYMeHTOB. OTBETCTBEHHOCTb 3a-OCYLLECTBIEHNE TEKYLLErO XpaHeHUs n-obecrneyeHns

COXpaHHOCTU. [IOKyMEeHTbI OpraHn3aLmn-— aKkTuB, UMEIOLMIA LLEHHOCTb.

MpaBnna opraHn3aLumn XxpaHeHu s, KOMMNIEKTOBaHUS, yyeTa U-Mcnonb3oBaHns AOKYMeHTOB ApxmBHoro doHaa Poccuiickon Pepepaumn

U-OpYrux apXuBHbIX JOKYMEHTOB B-OpraHax rocyjapCTBEHHOI BacT, OpraHax MeCTHOro camoynpaBieHns u-opraHusauusix (yTs.

npukasoM Pocapue-31.07.2023 N2-77). MpoeKT HoBOW Bepcuu MNpaeus.

MepeyHn [OKYMEHTOB CO-CPOKaMM XpaHeHus. lNepeyeHb TUMOBbIX YNPaBIeHYECKMX apXMBHbIX JOKYMEHTOB, 06pasyoLMXcs B-npoLecce

OesATeNIbHOCTUN rocyfapCTBEHHbIX OpraHoB, OpraHOB MECTHOMO caMOoyrnpaBfieHNs N-opraHn3auuni, c-ykasaHneM CPOKOB UX-XPaHeHNs

(yTB. npukasoM PocapxuBa 07-20.12.2019 N2-236 U-UHCTpyKUMsi No-ero NpuMeHeHuto (YTB. npuka3oM Pocapxuea 01-20.12.2019 N2-237).

CpOKM XpaHEHUS LOKYMEHTOB B-0YMa)HOWN U-3NEKTPOHHOW dhopme.

o [1pyHLMNbI, KPUTEPUU K-3TaMbl IKCNEPTU3bI LLEHHOCTN JOKYMeEHTOB. Co3faHune 3KCMepTHOM KOMUCCUM opraHusaLuun. lNpumepHoe
nosioXeHne 06-aKCNepTHOM KOMUCCUK opraHu3auum (yTB. npukasomM Pocapxuea o7-11.04.2018 N2-43). OpraHusauus
N-A,OKYMEHTUPOBaHMe paboTbl IKCMEPTHON KOMUCCUMN.

e Ponb HOMeHKNaTypbl AeNn B-CUCTEMATU3aUNK AOKYMeHTanbHoro doHAaa. Tunbl n-Buabl HOMEHKNATyp aen. Metoauka

M-opraHv3saLoHHble NpoLeaypbl pa3paboTku U-BeAeHWss HOMEHKNATypbl Aen. [JonosiHeHWe K-HOMeHKnaType fen. 3HadeHne

HOMeHKNaTypbl AeN A1 COCTaB/IeHUs onucei JOKYMeHToB. HoMeHknaTypa Aen Kak knaccubukaTop B-cMCTeMe 3/1IEKTPOHHOIO

JOKYMeHToo60poTa.

ApXUBHbIA HOHA OpraHn3aunmn n-yctaHoBeHWE ero rpaHul. MonoxeHne 06-apxvMBe UM NONOXKEHNE 06-aPXMBHOM XPaHEHWM

[OKYMEHTOB. [10KyMeHTbl GuinManos, NpefcTaBUTeNbCTB U-0TAENIEHUI: UX-MECTO B-apXMBHOM (POHAE rO/IOBHOW OpraHm3aumu.

OTBETCTBEHHOCTb 3a-apXMBHOE XpaHeHNe JOKYMEHTOB.

o KOHTPOJIb 3a-COG/OAEHNEM CPOKOB XpaHeHUsi n-o6ecrneyeHmemM COXpPaHHOCTU AOKYMEHTOB. [ONTHOMOYMS YNOTHOMOYEHHbIX aPXUMBHbIX
opraHoB. ALMVHUCTpATMBHAasi OTBETCTBEHHOCTb 3a-HeCOBNI0AEHNE CPOKOB XPaHEHMUSI.
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o OpraHusaums xpaHeHus n-o6ecrnevyeHne COXPaHHOCTU apXMBHbIX JOKYMEHTOB. Tpe6oBaHUA K-3AaHuWI0, MOMELLEHUAM U-TEXHUYECKOMY
OCHalLeHu o apxuBa. Tpe6oBaHUsA K-peXXMMaM XpaHeHUst AOKYMEHTOB. QKCMepTusa NpurogHoCTM NoMeLLeHus AN pasMeLLeHus B-HeM
apxuBa. 0630p COBpeMeHHOro 060pyA0BaH1s A5 OCHALLEHUS apXMBHbIX MOMeLL,eHA, 06paBboTKN U-XpaHEHUA apXMBHbIX AOKYMEHTOB.

e CUCTeMa YYETHbIX JJOKYMEHTOB apxuBa. CocTaB OCHOBHbIX (06513aTeNIbHbIX) U-BCMOMOraTesNbHbIX yYeTHbIX JOKYMeHTOB. [leno ¢hoHaa.
Buabl onuceit fen. MeToanKa CoCTaBEHNUs ONUCEN AeN 3NeKTPOHHbIX LOKYMEHTOB.

¢ KoMnekToBaHWe apxvBa opraHnsaummn. CnMcok CTPYKTYpHbIX NOApPasAeneHnin-MCTOYHUKOB KOMIMIEKTOBAHUS.

e TNopsAzoK NOArOTOBKM AeN ANs nepefayn B-apxuB (Ha-apxMBHoe xpaHeHue). paduk npuéma-nepeaaun. ApXMBHO-TEXHUYECKas
06paboTKa, cocTaB/ieHNe BHYTPeHHUX onucer gen. OhopmneHmne 06510)KeK Aen NoCTOAHHOMo, BpeMEHHOro (CBbiwwe 10-1eT) cpokoB
XpaHeHUs K-fen No-NTMYHOMY COCTaBy.

o OnucK aen CTPYKTYPHbIX NoApa3faeneHuii U-NpoeKTbl akTOB O-BblAENIEHUMN K-YHUUTOXEHWIO AOKYMEHTOB, He-MoA/exallux apxMuBHOMY
XpaHeHuto. FoaoBble pasfesnbl CBOAHbIX OMUCEN U-CBOAHbIE aKTbl.

¢ Mcnonb3oBaHune apXMBHbIX JOKYMEHTOB B-ynpaB/ieHYeCcKON AeATENbHOCTU U-B-LIeNIAX 3alMUTbl coLManbHbIX Npae rpaxgaH. Mopsaok
BblZJa4yM apXMBHbIX AOKYMEHTOB M0-3anpocaM YNoJIHOMOYEHHbIX rOCYLapCTBEHHbIX OPraHOB U-KOHTPOJIb 3a-UX-BO3BPATOM.

Apxus Hay'-IHO-TeXHM'-IeCKOﬁ AOKYMEeHTaLuu.

e OpraHusauus apxmBa Hay4YHO-TEXHUYECKOW AOKYMeHTauuu. [paBuna opraHmsaumm XxpaHeHns, KOMMIEKTOBaHWS, y4eTa
M-MCMNONb30BaHNA HaYYHO-TEXHUYECKOM AOKYMEHTaLMmN B-opraHax rocyjapCTBEHHON BfacTu, opraHax MeCTHOro camMoynpaBeHus,
rocyZlapCTBEHHbIX U-MYHULMMNANbHbIX OpraHu3auusx (yTB. npukasom defiepanbHOro apxuBHOro areHTcTea o1-09.12.2020 N2-155,
3apernctp. MuHtoctoM Poccnu-12.03.2021 N2-62735): xapakTepUCTKa HOPMATUBHOIO NPaBoBOro akta. OCHOBHbIE MONOXEHWS.

o JNEeKTPOHHbIN apXMB Hay4YHO-TEXHUYECKOW fokyMeHTauumn (HTL) kak yacTb kopriopaTuBHOW MHbOpMaLMoHHOW cucTeMbl (KUC).
OCO6EeHHOCTH 3/1EKTPOHHOIO apxuBa HT[,. BsaumogencTeue cnyobl 4ENONPOM3BOACTBA, apxua n-crny>xéol HT /.

AeHb4.
ONeKTPOHHbIV apXUB OpraHu3aLmn: cobnoaeHne TpeboBaHUi, NPaKTUYECKUe BONPOChl OpraHM3aLum U-TeXHUYECKOro obecneyeHus.

e PerynmpoBaHue apxMBHOIO XpaHeHWs fOKYMEHTOB B-3/1eKTPOHHON popme. [OHATUE «apXMUB 31eKTPOHHbIX foKyMeHToB». FOCT P-MCO
30300-2015, FOCT P-7.1.101-2018/MCO 30301:2011 u-gp. NMpukas Pocapxusa oT-31-utons 2023-r. N-77. (3KcnepTHbI KOMMEHTapMWiA).
MepcnekTuBbI pa3BUTMS HOPMATUBHON 6a3bl.

o Tpe6oBaHuWs K-apXMBHOMY xpaHeHuto 3. DyHKLMOHaNbHble TPe6oBaHNUA K-CUcTEMaM XpaHeHns J[1. AyTEHTUYHOCTb, AOCTOBEPHOCTD,
LIeJTOCTHOCTb, MPUrOAHOCTb AJ15 MCMOMb30BaHWA-3[]: TEXHONOMMN 3aLLUTbI; TEXHONOrMM 06ecneveHns oNroBpeMeHHON
COXpaHHOCTK-3/[]; noaAep>KKa MUrpaLmmn u-KoHBepTaLum; popmaTbl XpaHeHUs.

o CTaHAapTbl, PyKOBOACTBA U-MeTOAMYECKME pEKOMEHAALMMN. OCOBEHHOCTH 3KCNEePTU3bI LLEHHOCTM 3/IEKTPOHHbIX JOKYMEHTOB.

e [ToaxoAbl K-opraH13aLunn apxMBHOIro XpaHeHUs 31eKTPOHHbIX JJOKYMEHTOB.

TexHonorun cospaHus 9JIEKTPOHHOro apxuBa U-9JIeKTPOHHOro XxpaHeHus1 AOKYMEHTOB.

e Ouudposka 6ymaxkHoro apxuaa. Llenecoo6pasHocTb u-nepcrnekTuBbl ouUGPOBKU. INEKTPOHHbIN Ay6IMKaT apXMBHOTO AOKYMEHTA.
KoHBepTaLusi AOKYMEHTOB. INEKTPOHHble Ay6AnKaTbl JOKYMEHTOB Ha-6yMaXxHOM HocuTene. MNepeBos, OKYMEHTOB B-3/IEKTPOHHYIO
topMy (ckaHMpoBaHuWe, pacnosHaBaHue, MaeHTUdMKaumsa u-mapkuposka). MpugaHue ropuanYecKon sHaummocTm 3.

e OpraHusauus npouecca nepegauv oundpoBaHHbIX JOKYMEHTOB.

o XpaHeHue oundppoBaHHbIX JOKYMEHTOB Ha-pu3nMyeckn 060Cc06NEHHbIX HOCUTENAX 3anucK, B-cocTaBe UHHOPMALMOHHOW CUCTEMDI
9/TIEKTPOHHOIO apxXuBa.

e YCnyru «apXuBHOro» aytcopcuHra. MicnonbsoBaHue «061a4yHbIX» TEXHOMOT M.

JAeHb-5.
MocTpoeHue 3NeKTPOHHOro JlOKyMeHToo60poTa.

o KpaTkuit KOMMEHTapUin USMEHEHWI B-3aKOHO4aTeNbHbIX U-APYrMX HOPMAaTUBHO-— MPaBOBbIX akTax, perynupytowmnx 340 n-apxusHoe
XpaHeHwue.

e 3akoHopaaTenbHana 6a3a, perfaMeHTUPYIoLWas UCNoJib30BaHUE 3N1IeKTPOHHOM NOAMMUCH.

o QepepanbHbIi 3akoH No-63 «06-311eKTPOHHON NOAMUCU»: NPAKTUKA MPUMEHEHUS U-aHanNn3 Npobnem.

o iameHeHus B-3akoH No-63-03. GegepanbHble 3akoHbl 0T-8-ntoHs 2020-r. No-166-03 n-o1-2-ntons 2021-r. No-359-03.

o [IpaBoBas 6a3a paboTbl yAOCTOBEPSAIOMNX LLEHTPOB U-NPUMEHEHUS MPOCTON U-yCUIIeHHbIX-II, NPUMeHeHVe yCUneHHon
KBanU@ULUMPOBaHHON 3N1EKTPOHHOM NOAMNUCH.

o OepepanbHblii 3aKoH 0T-27.12.2019-No 476-03 «O-BHeCeHUN n3MeHeHu B-OefepanbHbiii 3akoH «06-31eKTPOHHOM noanucu» n-cT.1-e3
«0-3aLymTe NpaB PUANYECKUX NNL N-UHAMBUAYaANbHbIX NPeAnpuHUMATENEN NPU OCYLLLECTBIEHUN FOCYapCTBEHHOI0O KOHTPONSA
(Hap3opa) u-MyHMUMNanbHOro KOHTPONSA».

o CoBepLUEHCTBOBaHWE 3aKOHOAATENbCTBA, perfiaMeHTupytoLLero ncnonbsosaHue M. MnaHnpyemble nsmeHeHus B-3akoH No-63-03
«06-271eKTPOHHON MNOANUCU».

o [lpaBunia KOHBepTaLMW 3NIEKTPOHHbIX JOKYMEHTOB, a-TaKXXe MOPSAAOK UX-XpPaHEHWUS U-CO3[aHNSA 3NEKTPOHHbIX U-MaTepuasnbHbIX
ay6nukatoB 3akoHonpoekT No-1173189-7 «O-BHeceHUn nameHeHui B-OefiepanbHblil 3akoH ,06-nHdopMaLmm, MHGOPMaLMOHHbIX
TEXHONOIUAX U-0-3aLnTe MHGOPMaLMKN” M-OTAESNbHbIE 3aKOHOAATENbHbIE aKTbl»). «KOHLENUMsi 3N1eKTPOHHOro fOKYMEHTO060poTa
B-XO3AIMCTBEHHOW AesATENbHOCTU» U-MNaH MePONpPUATMIA No-eé-peannsaunu, yTe. NpaBUTeNbCTBEHHON KOMUCCUM NO-UUGPOBOMY
pasBUTUIO, UCMOSIb30BaHNIO MHOOPMAaLMOHHbBIX TEXHOMOMMI ANA YNYyYLLEHUs Ka4yecTBa XXM3HU U-yCIOBUI BeAeHUs
npeanpuHUMaTeNIbCKON AeATeNbHOCTU (MPOTOKON Npe3ananyMa oT-25.12.2020-No 34).C3/[], KaK MHCTPYMEHT yrpaB/ieHUA OKYMeHTaMMU.
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aﬂeKTpOHHble AOKYMEHTbI B-4,EN0BOM AEATENBHOCTU.

Tpe6oBaHUA K-CUCTEMaM 3/IEKTPOHHOIO LOKYMEHTO060pOTa M-CUCTEMAM XPaHEHUS! NIEKTPOHHbIX fLOKYMEHTOB B-apXuBax
rocyfiapcTBeHHbIX opraHoB (yTB. npuka3om PocapxuBa oT-31-utons 2023-r. N-77). dyHKkumoHanbHble TpeboBaHus k-C3/[,. CoBpeMeHHas
oueHka 3O HeKTUBHOCTH MPUMEHEHMUS.

Kputepum Bbi6opa cucTeMbl 3/IEKTPOHHOIO AOKYMEHTO060pOTa U-CUCTEM XPaHEHUS! INEKTPOHHBIX JLOKYMEHTOB («3N1eKTPOHHbIN
apxuB»). [locToMHCTBa M-cneuudmka pasnnyHoro nporpaMMHoro obecneyeHuns. CoBpeMeHHast npakTuka nu-olieHka kavectsa CO/,.
060CcHOBaHWe Bblbopa onTUManbHoro BapuaHTa C3/. AHanus poiHka C3[, n-npeanoXxxeHuii BeHAEPOB No-peanmsaunm TpedboBaHui
6u3Hec-nonb3oBaTenen.

HoBblie TexHOMOrMU BHIPUMEHEHNU CUCTEM 3JIEKTPOHHOIO AOKYMEHToo60poTa Ha-peanpusaTun. Npo6nembl HTerpaummn C3/,
B-MHPOPMaLIMOHHOE NPOCTPaHCTBO KoMMaHuu. CoBpemeHHoe BuaeHne KUC. Cnocobbl U-HIOAHChl MHTErpaLMmn pasnnyHbiX MPUITOXEHWI
B-pamMKax BblbpaHHoi C3/1. MeToauka n-npakTuyeckme peKkoMeHAaLUnm No-BbisIBEHUIO NTYYLUUX 4N1S CBOEW KOMMNaHuu BapuaHToB C3/,.

MeToauka BHeipeHus C3/l. Ponb cny)6bl fenonpon3BoacTBa B-peanusanum npoekta no-eHeapeHuto CI/. PaspaboTka foKasbHbIX
HOPMAaTMBHbIX aKTOB U-METOANYECKUX LOKYMEHTOB MNO-AOKYMEHTaLNMOHHOMY O6€eCMNeYeHMI0 YNpaB/ieHUst opraHnsaumm B-oénactm
3/1IEKTPOHHOI0 OKYMEHTOO6pOTA.

WHdopmMaLmnoHHas 6e3onacHOCTb B-CUCTEMe 3/IEKTPOHHOIO JOKYMeHTo060poTa opraHusaummn. O6ecrneyeHne KoHbUAEHUMaNbHOCTY,
[OCTYMHOCTU U-LLeNOCTHOCTUN AOKYMeHTOB B-C3/]. 3almTa nepcoHanbHbIX AaHHbIX B-cooTBETCTBUM C-O3 N2-152.

MpakKTnyeckune BONPOCbl BHEAPEHUS INIEKTPOHHOIO LOKYMEHT0060poTa B-OpraHusauumn. AHanu3 nyyinx NpakTUK POCCUMCKUX
KOMMaHuit no-addekTBHOMY BHeApeHUto u-akcnyatauum C3/, CY[, (cuctembl ynpaeneHust fLokymeHTamum) n-KUC (kopropaTuBHoOwM
MHbOPMAaLMOHHON CUCTEMDI).

[lpenogaBaTenu

PbIKOB Anekceun Butanbesuy

Ynpasnsatowmin napTHep 'pynnbl KOMNaHnin «Tanoc Apxms», YnieH LieHTpanbHON 3KCrnepTHO-MPOBEPOYHOM KoMuccumn npu Pocapxumse.

CABWH BayecnaB Bnagnmuposuy

JKCnepT, NPaKTUK M-pa3paboTunK B-061acTh 3/IEKTPOHHOMO LOKYMEHTO060poTa. NaBHbIA aHaIUMTUK CUCTEM 3NIEKTPOHHOIO
nokyMeHToo6opoTa MAO MarHut. Takxe aBnsinca pykosoautenem LieHtpa passutus 103300 B-000 «PocCenbxo3baHk-UHTEX, otaena
aHanUTUKKN M-UT-NPoeKToB B-KPYMHbIX KOMMaHUAX-— «CepBroHuka» (BxoauT B-TK-«AiTeko»), 0AO 3apy6exHedTb, 000 JTYKOWSI-
NHbopm.

AKTUBHO NpuHMMan yyactue B paboTe Accounauum «PaspaboTunku u Onepatopbl CUCTeM INEKTPOHHbIX Yenyr» (POC3Y) Ha npaBax
NOCTOSIHHOIO YJieHa: yyacTue B paspaboTke cTaHAapTa poyMuHra onepatopoB 3/10, NpoeKTOB 3aKOHOAaTeNbHbIX akToB B chepe 03
310, 3neKTPOHHbIX Nognucen.

MBAHOBA Jlapunca AHaTonbeBHa

JKCNepT-NPaKTUK C 25-1eTHUM OMbITOM NpenofaBaTenbCKon U aaMUHUCTPATUBHO-YNPABEHYECKON paboTbl B KPYMHbIX KOMMEPYECKUX U1
rocyfapCTBeHHbIX CTPYKTypax, BeAyLLMiA SKCNepT Mo AOKYMEeHTO060poTy hupMbl «1C».

HNOPOHWNHA Jlapuca AnekceeBHa

KaHanaaT 3KOHOMUYECKUX HayK, AOLEHT Kadeapbl rocyAapCTBEHHOMO yNpaBieHus u kagposorn nonutnkn MIrYY MpaeuTtenbctea
MocKBbI, aBTOp y4e6HbIX NOCO6UI MO JOKYMEHTOBeeHMIo, akcnepT HaumMoHanbHOM accoumaumm odUCHbIX CNeunanncTos U
aAMMHUCTPATMBHbIX paboTHUKOB npu Mpe3sungeHTe Poccuitickoin deaepaunm, copaspaboTumk NnpoheccnoHanbHbIX CTaHAAPTOB.

Cdepa npodeccrmoHanbHbIX UHTEPECOB:

MpodeccroHanbHbie KOMMETEeHLUKN: ONTUMMU3aLUsi 6GU3HeC-NPOLIECCOB NpeanpusATUs, pa3paboTka HOPMATUBHbIX MaTepuanos Mo
[OKYMEHTUPOBAHMIO YpaBiieHYeCKOM AesiTeNbHOCTH, ayAUT KafpoBOro Aenonpon3BoACTBa, KOHCYIbTUPOBaHWE No BbI6oOpy
nporpaMMHOro NpoAykKTa no aBTomMaTusaunm 4enonpomMsBoACTBEHHbIX MPOLLECCOB. YyacTBOBasna B NpoeKTax no asToMaTusawmm
[oKyMeHToo60poTa koMnanum IKT, IBS, BecTb MeTa-TexHOOM M.

O6pasoBaHue:
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http://www.fcaudit.ru/training/teachers/rykov-aleksey-vitalevich/
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/

OkoHuuna FocypapcTBeHHYHO akaemMuto yripaBneHus uMermn C.OpaKoHnkuase, kadenpa JOKYMeHTOBeAEHNS U [JOKYMEHTALMOHHOMO
ob6ecrneyeHmnst ynpaB/ieHUs, LOKYMEHTOBeS, CrneLumanmucT no MHGOpPMaLMOHHbIM TEXHOSIOMUAM yrpaB/ieHus.

My6nukauum:

AsTop 60nee 150 ny6imKauui, B TOM Yuciie cTaTeit B KypHanax «CrnpaBoYHUK cekpeTaps u odpuc-meHemxepar, «CnpaBoYHMK
KafpoBuKay, «[lenonpon3BoAcTBO», «CekpeTapckoe Aeno», «YnpaBneHue nepcoHanom», «Cnyxoéa kapposy, «Iouck: oT npoekTa fo
KJto4a» u ap.
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