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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.

[ata npoBegenun: 24 -25 pekabpsa 2026 ¢ 10:00 go 17:30
ApTtukyn: MC27299

Bup, 06yuenus: Kypc noBbilleHus KBanmdukaumm

dopmat obyyeHun: OHnaiH-TpaHCIAUMA

CpokK obyueHus: 2 fHsl

MpopomkuTenbHoCTb 06yuyeHus: 16yacos

CtoumocTb yyacTtus: 40 900 py6.

[ns y4acTHUKOB NpefycMOTPeHo: MeToAnYecKunii MaTepumarn.

[loKyMeHT no oKoH4YaHuM o6y4eHmns: o nToram obyyeHms cryliaTenu, yCnewHo NpoLeaLline UTOroByto aTTecTaluio No nporpaMmme
06y4eHus, NolyyatoT Y [OCTOBEPEHME O MOBbILWEHUN KBanudukaumm B o6bemMe 16 4acos (B COOTBETCTBUM C NIULEH3UEN Ha NpaBo
BefleHVsi 06pa3oBaTesibHON AesTeNbHOCTY, BbliaHHO [enapTaMeHToOM 06pa3oBaHusi U Hayku ropoga MockBbl).

Ilna koro npegHasHaveH

PykoBoauTtenei n cneuyunanuctos cnyx6 [0Y, pykoBoauTenei cekpeTapmaTa, apXxmBoB, CEKpeTapei, MOMOLLHUKOB PyKOBOAUTENEN,
pedepeHTOB, NEPCOHAJIbHbIX aCCUCTEHTOB, OPUC-MEHEAXKEPOB, AENONPOU3BOAUTENEN, LOKYMEHTOBEA0B U apXMBapUyCcoB, COTPYAHUKOB
KaHuensapuin.

Llenb o6y4yeHus

PaccMoTpeTb U3SMeHeHUs 3aKOHOAAaTeNIbCTBa B chepe 3NeKTPOHHOIo JOKYMEHTO060pOTa, KpUTepumn Boibopa 1 aTanbl BHeapeHus CI/,
6€30MacHOCTb, XpaHeHWUe JOKYMEHTOB, OpraHW3aLmio paboTbl C 3NEKTPOHHOW NOAMMUCHIO.

3TO MeponpuATMe MOXHO 3aKasaTb B KOpNopaTMBHOM hopmaTe (06yyeHne COTPYAHUKOB OAHOM KOMMNaHMK).

[TporpamMmma oby4yeHus

AeHb-1.
OneKTPOHHbII apxXUB OpraHU3aLUm: cobntofeHne Tpe6oBaHmiA, NpaKTUYECKUe BONPOChl OpraHM3aLum U-TEXHUYECKOro obecrneyeHus.

¢ PerynvpoBaHue apxMBHOro XpaHeHUs AOKYMEHTOB B-3/1eKTPOHHOM hopMe. MoHATHE «apXWB 3NEKTPOHHbIX fOKyMeHToB». TOCT P-MCO
30300-2015, FOCT P-7.1.101-2018/MCO 30301:2011 u-gp. Npukas Pocapxvea oT-31-utonst 2023-r. N-77. (3KCnepTHbI KOMMEHTapMWiA).
MepcnekTnBbl pasBUTMS HOPMATUBHON 6a3bl.

o TpeboBaHWA K-apXMBHOMY xpaHeHuto 3. DyHKLMOHabHble TPe6oBaHNsA K-cucTeMam xpaHeHns S/1. AyTEeHTUYHOCTb, AOCTOBEPHOCTD,
LieSIOCTHOCTb, MPUrOAHOCTb AJ151 UCMOMIb30BaHWA-3[1: TEXHOMOMMY 3aLLUTbI; TEXHONOMMM 06eCNeYeHns AONrOBPEMEHHOM
COXpaHHOCTW-3/[]; noaAep>KKa MUrpaLmmn n-KoHBepTaLum; popmaTbl XpaHeHUs.

o CTaHAapTbl, PyKOBOACTBA U-MeTOAMYECKME peKOMeHAaLMN. OCOBEHHOCTH aKCNepTU3bl LIEHHOCTM 3/IEKTPOHHbIX OKYMEHTOB.
YHUUTOXEHNE 3NEKTPOHHbIX JJOKYMEHTOB.
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e [Mogxoapl K-OpraHmsaunm apxmBHOro XxpaHeHna 3JIEKTPOHHbIX AOKYMEHTOB.
TexHonorum cosgaHus 3/IEKTPOHHOIO apXuBa U-9/IEKTPOHHOIO XpaHeHUs AOKYMEHTOB.

e Oumdposka 6ymarkHoro apxvea. LienecoobpasHocTb u-nepcnekTnBbl oLUPPOBKN. INEKTPOHHbIN fy6AMKaT apXMBHOTO JOKYMEHTa.
KoHBepTaunsa OKYMEHTOB. 3NeKTPOHHble Ay6/IMKaTbl AOKYMEHTOB Ha-ByMaXKHOM HocuTene. MepeBog fOKYMEHTOB B-3/IEKTPOHHYHO
topmy (ckaHMpoBaHMWe, pacno3HaBaHue, MAEHTUDUKALUA U-MapKUPOoBKa). MpuaaHue lopuanyeckon saHaummocTy /.

e OpraHusauus npouecca nepegaym oundpoBaHHbIX JOKYMEHTOB.

o XpaHeHune ouMbpOoBaHHbIX JOKYMEHTOB Ha-pU3nN4eckn 060CO6SIEHHbBIX HOCUTENAX 3anucK, B-cocTaBe MHPOPMaLMOHHON CUCTEMbI
3/1eKTPOHHOr0 apxuBa.

e Ycnyru «apxMBHOro» ayTcopcuHra. Micnonb3oBaHne «061aqyHbIX» TEXHONTOMUA.

JAeHb-2.
MocTpoeHne aNeKTPOHHOro JOKyMeHTOoo60poTa.

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

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

o QepepanbHbIi 3akoH N0-63 «06-271eKTPOHHON NOAMMCU»: NPaKTUKa MPUMEHEHUS N-aHanus3 Npobnem.

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

¢ [paBoBas 6a3a paboTbl yAOCTOBEPSIOLMNX LLEHTPOB U-NPUMEHEHUSI TPOCTOMN U-yCUNEHHbIX-II, NpUMeHeHWe yCUneHHom
KBanuuUUMpoOBaHHOW SNIEKTPOHHOW NOAMUCH.

o depepanbHblfi 3aKoH 0T-27.12.2019-No 476-03 «O-BHeCeHUN naMeHeHui B-OefepanbHbiii 3aKoH «06-31eKTPOHHOW nognucu» n-cT.1-e3
«0-3alumTe NpaB PUANYECKUX UL M-UHAMBUAYaNbHbIX NpeAnpuHUMaTenein Npu OCyLLECTBIEHUN FOCYLapCTBEHHOrO KOHTPONS
(Hap3opa) U-MyHULMNaNbHOrO KOHTPONS».

o CoBepLUeHCTBOBaHWE 3aKOHOAATeNbCTBA, perfiaMeHTUpyoLLero ncnonbsosaHue 3. NnaHnpyemble nsmeHeHus B-3akoH No-63-03
«06-371eKTPOHHOIN NOAMUCU.

o [lpaBunia KOHBepPTaLUW 3/TIEKTPOHHbIX JOKYMEHTOB, a-TaKXXe MOPSAAOK NX-XPaHEHWUS U-CO3[aHNS 3NEKTPOHHbIX U-MaTepuasbHbIX
Ay6nukatoB 3akoHonpoekT No-1173189-7 «O-BHeceHUn nameHeHui B-OefilepanbHblin 3akoH ,06-nHbopMaLm, MHGOPMaLMOHHbIX
TEXHOMOrMAX M-0-3aLuTe UHbopMaL K" N-0TAEeNbHbIE 3aKOHOAATENbHbIE aKTbl»).

o «KOHLenums 3NeKTPOHHOr0 AOKYMEHTOO60pOTa B-XO3ANCTBEHHON AEATENIbHOCTU» U-MIaH MePONpPUATUA No-eé-peannaaumm, yTB.
MpaBUTENbCTBEHHO KOMUCCHUM MO-LU(BPOBOMY Pa3BUTUIO, UCTONb30BaHNIO MHOOPMALIMOHHBIX TEXHONOMUIA ANA YNydLlleHNs KayecTBa
YXW3HU U-YCNOBUI BEAEHUS NPEANPUHUMATENbCKON AeATeNbHOCTH (MPOTOKON Npeauanyma oT-25.12.2020-No 34). C3/[, kak UHCTPYMEHT
ynpasneHus [OKYMeHTaMW. DeKTPOHHbIE AOKYMEHTbI B-Ae/10BON AeATeIbHOCTH.

Tpe60oBaHUA K-CUCTEMaAM 3/IEKTPOHHOIO LOKYMEHTO060pPOTa M-CUCTEMAM XPaHEHUS! INEKTPOHHbIX fLOKYMEHTOB B-apXuBax
rocyfapcTBeHHbIX opraHoB (yTB. npuka3omM Pocapxusa o1-31-utons 2023-r. N-77). dyHkumoHanbHble TpeboBaHus k-C3[,. CoBpeMeHHas
oueHka 3 (HeKTUBHOCTU MPUMEHEHUSI.

Kputepum Bbi6opa cUCTEMbI 3JIEKTPOHHOIO AOKYMEHTO060POTa U-CUCTEM XPAaHEHUS! INTEKTPOHHBIX JOKYMEHTOB («3N1€KTPOHHbIN
apxue»). [locToMHCTBa U-cneundmrka pasnnyHoro nporpaMMHoro obecnedeHus. CoBpeMeHHasi npakTuka u-olieHka kadectsa CO/,.
060CcHOBaHWe Bbl6opa onTUManbHoro BapuaHTa C3/. AHanus pbiHka C3[, n-npeanoxKeHuii BeHAEPOB Nno-peanusauum TpedbosaHui
6U3Hec-nonb3oBaTenen.

HoBbie TexHOMOrMU BHIPUMEHEHMU CUCTEM 3JIEKTPOHHOIO AOKYMEHTO060poTa Ha-npeanpuaTun. Npo6nembl HTerpaumm C3,
B-MH(OPMaLMOHHOE NPOCTPaHCTBO KOMMNaHuu. CoBpeMeHHoe BuaeHne KUC. Cnocobbl U-HOaHChbl MHTErpaunm pasimyHbiX NPUIOXEHNA
B-paMKax BblbpaHHoi C3/[1. MeToamKa n-npakTUYeckne peKkoMeHAaLmm no-BbiABIEHUIO NyYLLUX A/151 CBOEW KOMMNaHWW BapuaHToB C3/.

MeToauka BHefipeHus C3/l. Ponb cny)x6bl fenonpon3BoAcTBa B-peannsauumn npoekTa no-eHegpeHuto CI[1. PaspaboTka JloKasbHbIX
HOPMaTMBHbIX aKTOB U-METOANYECKNX JOKYMEHTOB MO-AOKYMEHTALMOHHOMY 06ecreyeHuto ynpaBieHusi opraHu3auum B-06nactu
3/IEKTPOHHOrO JOKYMEHTOO60pPOTA.

WHdopmaumoHHas 6e30nacHOCTb B-CUCTEME 3/IEKTPOHHOIO OKYMeHToo60poTa opraHu3auumn. O6ecneyeHme KOHUAEHLMANBbHOCTY,
OOCTYMHOCTU U-LLleNOCTHOCTM A0KYMeHTOB B-C3/. 3alimTa nepcoHanbHbIX AaHHbIX B-COOTBETCTBMMU C-P3 N2-152.

MpakTuyeckue BONpocbl BHeAPEHUs 3NIEKTPOHHOIO JLOKYMEHT0060poTa B-OpraHn3aLun. AHan3 Nyyllyx NpakTUK POCCUICKUX
KOMMaHwui no-adheKTMBHOMY BHefipeHuto u-akcnnyaTtauum C3[, CY[, (cuctembl ynpasneHust okymeHTaMm) u-KNC (KopropaTMBHOM
MHGbOPMAaLMOHHOMN CUCTEMBI).

[lpenogaBaTenu

CABWH Bsa4yecnas Bnagumuposuy

9KCMepT, NPaKTUK U-pa3paboTumK B-061acTh S/IEKTPOHHOIO LOKYMEHTOO60pOTA. [NaBHbIA aHaIMTUK CUCTEM INIEKTPOHHOIO
JokyMeHToo6opoTa MAO MarHut. Takxe aBnsinca pykosoautenem LieHtpa passutus 103340 B-000 «PocCenbxo3bank-UHTEX, oTaena
aHaNUTUKN M-UT-NPOEKTOB B-KPYMHbIX KOMNaHusax-— «CepBroHnKa» (BxoauT B-TK-«AiiTeko»), OAO 3apy6exHedTb, 000 JTYKOMN-
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NHdopm.

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

MBAHOBA Jlapuca AHaTofnibeBHa

9KcnepT-NpakTUK ¢ 25-n1eTHUM OnbITOM MNpenofaBaTenbCKON U aAMUHUCTPATUBHO-YNPaBIeHYeCKOoh paboTbl B KPYMHbIX KOMMepYecKmx 1
roCyf,apCTBEHHbIX CTPYKTYpax, BEAYLLUMA SKCNEPT NO LOKYMEHTOO60POTY PUpMbl «1C».

HNOPOHWHA Jlapuca AnekceeBHa

KaHAamaaT aKOHOMUYECKMX HayK, AOLEeHT Kadeapbl rocyAapCTBeHHOro ynpasneHus u kagposoi nonutuku MIYY MpasutenscTea
MocKBbI, aBTOP y4e6HbIX MOCO6MiIA MO JOKYMEHTOBEAEHUIO, IKCMEepPT HauuoHanbHoi accoumauum obuCHbIX CrneumanncTos 1
aAMMWHUCTPaTUBHbIX paboTHMKOB npu MpeangeHTe Poccuitckon deaepaumm, copaspaboTumk NpoheccMoHanbHbiX CTaHAapToB.

Cdepa npoeccoHanNbHbIX MHTEPECOB:

MpodeccnmoHanbHbie KOMNETEHLUU: ONTMMMN3aLMSA BU3HEC-NPOLLECCOB NPeANPUATUS, padapaboTka HOPMaTMBHbLIX MaTepuanos no
[OKYMEHTUPOBaHUIO yNpaBfeHYeCKOM AesiTeNbHOCTH, ayAUT KafpoBOro AeN0onpon3BOACTBa, KOHCYbTUPOBaHWE Mo BbIGOpY
nNporpaMMHOro NpoAyKTa no aBTomMaTusauum AenonpoMsBOACTBEHHbIX MPOLLECCOB. YyacTBOBana B NMpoeKkTax no asToMaTunsawmm
[OKyMeHToo60opoTa komnanum IKT, IBS, BecTb MeTa-TexHoNormnu.

O6pa3oBaHue:

OkoHunna rOCY}J,apCTBeHHy}O aKageMuto ynpasneHna MMeHu C.Op,D,)KOHI/IKVIﬂ,Se, Kad)ep,pa AOKyMeHTOBeAEeHUA N OKYMEHTaUNOHHOIo
obecneyeHus ynpaeneHua, LOKyMeHTOoBe/, cneynanuncTt no I/IHCbOpMaU,I/IOHHbIM TEXHOJ/I0IrMAM ynpasieHUA.

My6nukauum:

AsTop 6onee 150 ny6nmkaumi, B TOM Yncne cTater B XXypHanax «CnpaBoYyHUK cekpeTaps n oduc-MeHemxepar, «CnpaBoyHMK
KafpoBuKa», «[lenonpon3sBoAcTBO», «CekpeTapckoe feno», «YnpasneHne nepcoHanom», «Cnyxba kagposy, «Ilonck: oT npoekTa f0
KnoYa» u ap.
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