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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.

[ata nposepeHusn: 27 -31 mas 2024 ¢ 10:00 po 17:30
ApTtukyn: MC21772

Bup, 06yyenus: Kypc noBbilleHus KBanudukaumm
dopmart obyyeHuss: OHNaiH-TpaHCAsAUmMS

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: 58 900 py6.
[ins yyacTHMKOB nNpefycMoTpeHo: MeToauueckuit matepuan.

J[I0KyMeHT no oKOH4YaHuU o6yyeHus: o nToram obyyeHus cnyliaTenu, yCnewHo npoLleaLine UTOroByo aTTecTaluto No NporpaMme
06y4eHus, NoslyyatoT Y 4OCTOBEPEHME O NOBbIWEHUU KBanudukaummn B o6bemMe 40 Yacos (B COOTBETCTBUM C NIULIEH3UEN Ha NPaBO
BefleHVsi o6pa3oBaTesibHON AesTeNbHOCTH, BblAaHHOM [enapTaMeHTOM 06pa3oBaHusi U Hayku ropoga MockBbl).

Ina Koro npegHasHayeH

PykoBoguTteneii cnyx6 ,0Y, pykoBoauTenei apxuBoB NpeanpusaTUiA U OpraHn3auuii pasimyHbIX OpraH1M3aLMoHHO-NPaBoOBbIX HOPM,
COTPYAHWUKOB KaHLensipuv, cekpetapmnaTta, 061X OTAEN0B, CekpeTapei, NOMOLLHMKOB pyKoBoauTenen, pedepeHToB, MepcoHabHbIX
acCcUCTEHTOB, 0MC-MeHeXXePOB, Ae/I0NPOon3BOAUTENEN, JOKYMEHTOBEAOB U apXMBapuycoB.

Lienb o6y4yeHus

e M3yyeHune aeicTByIOLLErO 3aKOHOAATENbCTBA M HOPMATUBHbBIX MPABOBbLIX aKTOB B cdepe AeN0oNpon3BOACTBa U apXMBHOIO Aena.

o ®opMHpOoBaHME KOMMETEHLMIA B 0671aCTU HOPMATUBHOMO PEryIMPOBaHUsi paboTbl C AOKYMEHTaMM.

o O3HaKoOMJIeHMe C METOAAMU aHanu3a v oNTUMMU3aLMKU OCHOBHBIX Ae/ONPOU3BOLCTBEHHbIX ONepaLii.

e AKTyanusauus NpakTUYEeCKUX HaBbIKOB COCTaB/EHUA U 0OPMIIEHNSI OCHOBHbIX BUAOB YNpaBieHYeCKUX AOKYMEHTOB.

e M3yyeHne COBPEMEHHbIX NPaBWU BEAEHUS AEeI0BOW Nepenucku.

o GopMUpOBaHUE NMPAKTUYECKUX HAaBbIKOB B 06/1aCTW TEKYLLEro ornepaTUBHOIO U apXMBHOIO XpPaHeHUs1 AOKYMEHTOB.

e O3HakoM/ieHMe C METOAaMU ONTUMKU3aLMU SOKYMEHTOO60poTa.

e [lonyyeHve cBEAEHUI O COBPEMEHHBIX TPEGOBAHMUSAX K CUCTEMAM 3JIEKTPOHHOTO JOKYMEHTOO60POTa U CUCTEMAM XpaHeH s
3N1EeKTPOHHbIX JOKYMEHTOB.

e M3yyeHune npaBua NpUMEHEHNs 3NEKTPOHHbIX MOAMNUCEN B 371EKTPOHHOM AOKYMEHTO060pOTe.

CtpaHuua: 1 M3 6


http://www.finkont.ru

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 O/IeKTPOHHbIN apXMB OpraHu3saumu: cobntofeHne TpeboBaHuit, NpaKTUYECKe BONPOChl OpraHn3aLum U TeXHUYECKOro
obecnevyeHus

e CoBpeMEHHbIE TEXHOOT UM 3IEKTPOHHOIO AOKYMEHTO060poTa

e CreuuanucT apxmBa opraHusaLum

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, O6LLEroCyAapCTBEHHbIX HOPM MU-NPaBun paboTbl C-AOKYyMeHTaMu. BHegpeHne nHdopmMaunoHHbIX
TEXHONIOTUI N-UundpoBmU3aLmnm B-paboTbl C-AOKYMEHTaAMMU.

MonHomouusi PocapxmBa B-061acT¥ HOPMaTUBHOIO PerynvMpoBaHusi AefoNpoM3BOACTBa U-apXMBHOIO Aena.

CteneHb 06513aTeNIbHOCTMN U-MPO6IeMbl BHeApPeHWs [PUMepHOA MHCTPYKLMMW MO-AeTONPON3BOACTBY B-TOCYAaPCTBEHHbIX OpPraHU3aumsax
(yTB. npukasom Pocapxusa o1-11.04.2018 N2-44) u-lpaBnn 4enonpov3BoACTBa B-TOCYAApPCTBEHHbIX OpraHax, opraHax MeCTHOro
camoynpaeneHus (yTB. npuka3omM PocapxuBa oT-22-mast 2019-r. N2-71). OcCo6eHHOCTM NPUMEHEHMUS 06LLLerocyAapCTBEHHbIX Tpe6oBaHuM
B-KOMMepYeCKUX opraHusauusx.

e Cuctema loKasibHbIX HOPMATUBHbIX aKTOB OpraHusauuu. Llenb BHYTpeHHero perynnpoBaHus-— ob6ecrneuntb ynpaBasieMoCcTb
opraHusauuu.

Anroputm paspaboTKn MHCTPYKLMK NO-Ae10NPOn3BOACTBY Ha-OCHOBE MeToANYeCKNX peKOMeHAaL M No-pa3paboTKe MHCTPYKLMIA
No-4enonpousBoACTBY B-TOCYlapCTBEHHbIX OpraHax, opraHax MecTHOro camoynpaesieHus (yTB. Npvkasom PocapxuBa oT-25-aekabps
2020 roga N2-199). Cpok AefcTBUA U-OTBETCTBEHHOCTb 3a-CO6/t0ieHMe MHCTPYKLUK. [po6neMbl CTPYKTYpbl M-06bEMa AOKYMeHTa.
YnpaBneHue UHCTPYKUMEN KaK SOKYMEHTOM, 0byyeHune ncnonHutenein. HoBble anieMeHTbl B-perfiameHTauum Aenonpon3BoacTBa.
AKTyanusauus 4eACTBYHOLLEN MHCTPYKLUKN NO-AeSI0NPOU3BOACTBY, HOBblE CPOKWN UCMONIHEHWUSI AOKYMEHTOB U-NOPAAO0K UX-UCUUCTIEHUS.
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/training/all/elektronnyy-arkhiv-organizatsii-soblyudenie-trebovaniy-seminar-v-moskve-online/
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e HaunoHanbHble cTaHaapTbl Poccuiickoin depepaunm B-061acTv AOKYMEHTUPOBAHMUS, ypaB/ieHUss OKYMEHTaMM U-paboThbl
C-9/1eEKTPOHHbIMMK gokymeHTamu. CtaHgaptbl FOCT P-UCO. basosbii ctangapt TOCT P-UCO 15489-1-— 2019. CemencTBO CTaHAapTOB
cepun FOCT P-MCO 30300.

JeHb 2.
[enonpon3BofcTBO KaK TexHonorus. MpuHLMNbl opraHu3auumn JoKyMmeHToo6opoTa.

e [lenonponsBoACcTBO Kak TexHosnorus. [1enonponssofcTBO-— KOMMIEKC B3aUMOCBA3aHHbIX U-B3aUMO3aBUCUMbIX onepaLui.
OTBETCTBEHHOCTb 3a-A0KYMeHTaNbHbIN (OHA N-OpraHnsaLuio genonpomssofcTea. OTBETCTBEHHOCTb PYKOBOAUTENEN CTPYKTYPHbIX
noppasaeneHunii. OTBETCTBEHHOCTb 3a-BefleHNe Aenonpou3BoCcTBa No-yCTaHOB/IEHHbIM B-OpraHnsaLluv npasunam. [lenermposaHuve
OTBETCTBEHHOCTM 3a-Ae/Ionpon3BoAcTBO. OpopmiieHne OTBETCTBEHHOCTM B-TPYAOBbIX KOHTPaKTaX, fO/MKHOCTHbBIX MHCTPYKLIMSX
U-AoBepeHHOCTAX. OTBETCTBEHHOCTb UCNoNHUTeNel. Npobnembl 06y4eHust paboTe C-A0KYMEHTaMU U-OLieHKa [eATENIbHOCTU.

o [pMHUMNbI OpraHnsaummn gokymeHToobopoTa. MoHATHE 0-[O0KyMeHToo60poTE. [paBuia opraHnsaummn N-KpUTEPUN OLEHKMN.
[LOKYyMEHTONOTOKM K-UX-MapLUPYTU3aLMA, «TOYKU MapLLIpyTMU3aLmMmn».

o MNpurém n-npeaBapuTenbHas o6paboTka NOCTYNaoLWMX JOKYMEHTOB. MNMPUEM 3/1EKTPOHHBIX JOKYMEHTOB U-COOBLLEHWIA.
MpepBapuTenbHOe pacCMOTPEHME NOCTYNalLWMX 4OKYMEHTOB, NO/IHOMOUNSA CEKpeTaps Uin cnyx6bl AenonponsBoacTaa. Pernctpauus
LLOKyMeHTOB. [epeyeHb perncTpmpyeMbiX U-HeperncTpupyembix JOKYMeHTOB. HanpaBneHne fOKYMEHTOB Ha-UcnonHeHne. PaboTa
UCMOJTHMTENEN C-KONMUAMU NOCTYNUBLUMX AOKYyMeHToB B-CO/.

e PaboTa vcnonHuTenel c-BHyTPEHHUMHN [JOKYMeEHTaMu. PernameHTauus npoLeaypbl COrlacoBaHWs MPOEKTOB [JOKYMEHTOB.
MapannenbHoe u-nocnepoBaTenbHOe cornacoBaHune. NMoHOMOUYUS UCMONHUTENER n-pyKoBoAUTENeN NoapasaeeHnn.

o KOHTPO/b UCNOJSTHEHUA JOKYMEHTOB W-MOPYyYeHMIn. TUNOBbIE N-UHAMBUAYaNbHbIE CPOKN UCTIONTHEHUSA. [TOSIHOMOYMA OTBETCTBEHHbIX
ncnonHuTenen. KOHTposib MCNONHUTENbCKOW ANCLMIMIIUHDI, CNPaBKU U-CBOAKWU NO-CPOKaM, UCMOSTHUTENAM U-NnofpasfefieHUsaM.
dopmMupoBaHmne nokasaTesnein oLeHKN AeATeNIbHOCTU.

e O6paboTka u-perucTpaumsi oTnpasfseMbix LOKYMEHTOB. OBMEH 3/1EKTPOHHbLIMU COOBLLEHUAMM.

e AHanus JOKYMeHTO060pOoTa, y4eT 06bEMa AOKYMEHTOO60POTa, CpaBKM U-CBOAKKN 06-06bEMe JOKYMEHTOMOTOKOB B-6yMaXXHOM
N-311eKTPOHHOIN hopMe.

HopmaTuBHO-npaBoBOE U-MeTofNYecKoe obecrneyeHne CO3aHNA U-BKCNTyaTalun CUCTEM INIEKTPOHHOro floKyMeHToo6opoTa (C3 /).
N3MeHeHUs1 B-HOPMATUBHO-NPaBOBbIX aKTax 2022-2023-r. yunTbiBatowwux paborty C3/.

o PepepanbHbIi 3akoH 0T-06.04.2011 N2-63-03 «06-971€KTPOHHOM Nognucu» 01-28.12.2022, c-M3MEHEHUSIMU, BCTYMNAKOLLMMM B-CUITY
B-2023-roay.

o deplepanbHbiil 3aKOH 0T-27.07.2006 N2-149-03 «06-mHbopMaLmu, MHOOPMaLMOHHBIX TEXHONIOMUAX U-0-3aluuTe MHGopMaLum»
(pen.-01-08.06.2020).

e CtaHgapTbl. TOCT P-7.0.8-2013. TepmMuHonorus.

e [OCT P-7.0.97-2016.dopmynsp-o6paseL.

e CtaHgapTbl cepum 30300.

e [OCT P-UCO 15489-1-2019.

Tpe6oBaHMs K-CUCTEMAM 3NIEKTPOHHOIO JOKYMEHTO060pOTa U-CUCTEMAM XPaHEHMS ANTIEKTPOHHBIX AOKYMEHTOB B-apXvBax
rocyaapcTBeHHbIX opraHoB (YyTB. Npuka3oM Pocapxusa oT1-15-utoHst 2020 roga N2-69). dyHKUMOHaNbHble Tpe6oBaHusa K-C[,.
CoBpeMeHHas oLeHKa 3hdeKTUBHOCTU NpuMeHeHus. NpobnemMbl uMnopTosamelleHusi. BHeapenune/moaepHusauusa C3M,. Cnyxoba
[leNToNpon3BOACTBa-— «MEHeAXep» pecypca.

C3[ kak WHCTPYMEHT ynpaBJieHUss AOKYMeHTaMu. 31'IEKTp0HHbIe AOKYMEHTbI B-[,€N10BOV AEeATENbHOCTU.

lOpugmyeckas 3HaYMMOCTb /IEKTPOHHbIX OKYMEHTOB. YNpaBfeHYeCKUIA fOKYMEHT B-CTaTyce 9/1IEKTPOHHOro opurMHana.
MpoeKTMpoBaHUe 31eKTPOHHOIO LWaboHa/BXoAHOM hopMbl AoKyMeHTa B-CO[,.

Ponu nonbsoBatenen B-C3/[] n-npaea gocryna.

AnekTpoHHas nognucb. GefiepanbHblil 3aKoH N2-63-«06-31eKTPOHHOM nognucu». Buapl nognuceit. 0CO6€HHOCTM UCMOJIb30BaHUS
3/IEKTPOHHOM Nognucu. [lenernpoBaHune a/1eKTPOHHOM nognucu. OpraHnaaumsa o6MeHa opUANYECKU 3HAUYUMbIMU LOKYMEHTAMMU:
C-TOCYyapCTBEHHbIMW OpraHU3aLusaMu, MeXAy opraHm3saumsMmn Bcex Gopm CO6CTBEHHOCTY.

MepcneKTUBHbIE HanNpaBNeHUs, NyTU U-TeXHoNorum passutua C3/] B-cocTaBe cucteM UHOPMaLMOHHOro o6ecnevyeHus ynpaBneHus
6M3Hec-npoLeccamu COBPeMEeHHOM opraHn3aumuu. ABTOMaTU3MpPOBaHHbIE CUCTEMbI YNPaBeHUsl JOKYMEHTaMU KaK OCHOBA NOBbILIEHNSA
3 heKTUBHOCTU paboTbl ynpaBiieHYecKoro annapara. lNogcucrembl, HEO6X0AMMbIE A5 YCNELHOrO GYHKLUMOHUPOBAHUSI CUCTEMDI
3/1IEKTPOHHOI0 AOKYMEHTOo060poTa. NaBHble GyHKLMKN CO[, n-cepBUCHI LLEeHTPann3oBaHHOro ynpasneHmsa CO/[. BapnaHTbl peanusawumu.
KoHTponb u-onTumMu3aanmsi paboyero BpeMeHu COTPYAHUKOB Npu ucnonb3osaHuv C3M. MpeagocTtaBneHne AOCTYNA K-3/IEKTPOHHOMY
apxuBy yepes Internet. PaspaboTka flokasibHbIX HOPMATUBHbIX aKTOB U-METOAMYECKUX AOKYMEHTOB MO-A0KYMEHTALMOHHOMY
obecrneyeHunto ynpaBieHusi opraHu3auuu.

MocTpoeHne cucTeMbl NOTOKOB MH(OpMaLIUN B-OPraHU3aLMOHHbIX NpoLieccax. AHanu3 U-ONTUMU3aLUA ABUKEHUA JOKYMEHTaLMK.
EavHas uHdopmaumoHHas cpepa. CokpalleHue notepb MHbopmaumu. NMpumep BHEAPEHWS CUCTEM YNPaBNEHUS JOKYMEHTaMU. AHann3
30 hEeKTUBHOCTY ABUXEHNSA MHDOPMALMOHHBIX MOTOKOB. [OCTpOeHWe MapLUPYTOB COrlacoBaHWs 4OKYMeHTOB. CornacoBaHmne peanbHbIX
OpraHM3auUMOoHHbIX MPOLLECCOB U-ABUXEHUSI JOKYMEHTaLMN.
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YnpaBneHue npoekTaMu no-BHeApeHuio cuctemol [0Y.

MoHATHe NpoeKTa. ATanbl NPpoeKTa, KpUTepuu BbiGopa CA[Ll. MeToauka BHeapeHusa CI/]. Ponb cnyx6bl fenonpousBoacTea
B-peann3auum npoekTa.

KpuTepumn Bbibopa CUCTEMbI 3NIEKTPOHHOIO JOKYMEHT0060poTa U-CUCTEM XPaHEHUS NIEKTPOHHBIX AOKYMEHTOB («3/1eKTPOHHbIN
apxuB»). [locToMHCTBa MU-cneunduka pasnMyHoro NnporpaMMHoOro obecrnedyeHns. CoBpeMeHHasi npakTMKa u-oleHka kayecta CO/[,.
060CcHOBaHWe Bblbopa onTMManbHoro BapuaHtTa C3/1. AHanus poiHka C3/, n-npeanoXxkeHuii BeHAEPOB No-peanvsauum TpedboBaHum
6usHec-nonb3oBaresnei. Cnocobbl U-HIOAHCbI MHTErpauun pasnmMyHbIX NPUNOXEHUIA B-paMKax BblbpaHHoi C3/1. MeToauka
n-npakTU4yeckne pekoMeHaauum no-BbIsBAEHUIO Ny4LINX A1 CBOen KoMnaHum BapuaHToB C3/[.

MHdJOpMaLIMOHHaﬂ 6e30MacHOCTb B-CUCTEME ANIEKTPOHHOro p,oxymeHT0060p0Ta opraHusauuu.

O6ecneyeHne KoOHMOMAEHLMANBHOCTH, LOCTYNHOCTM U-LLENIOCTHOCTM AOKYMeHTOB B-C3/1. 3alimTa nepcoHanbHbIX AaHHbIX B-COOTBETCTBUM
c-®3 N2-152.

HoeBble TexHONOrUM BTIPUMEHEHUN CUCTEM 3IEKTPOHHOTO LOKYMEHT0060poTa Ha-ipeanpusaTUM.
Mpo6nembl nHTerpauun C3L, B-uHGOpMaLMOHHOE NPOCTPAHCTBO KoMMaHun. CoBpeMeHHoe BugeHue KUC.
MoTuBaumsa COTPYAHNKOB NpeAnpuUATUS NpU peanu3auum Bo3MoXKHocTeli CI/.

MpaKTuyeckue BONPOCbI BHEAPEHUS NIEKTPOHHOIr0 AOKYMEHTO060poTa B-opraHu3aLuuu. AHanm3 nyyumx npakTuK pOCCUMNCKUX
KOMMaHuit no-ahhekTUBHOMY BHeZpEHUIO n-akcrniyaTaumum C3[M, CY[, (cucteMbl ynpaBneHus gokymeHTamm) n-KUC (kopnopatuBHoi
MH(HOPMALIMOHHOM CUCTEMBI).

AeHb 3.

CoBpeMeHHble Tpe6oBaHMsA K-yNpaBneHYecKUM fOKYyMeHTaM. CucTemMa N-104CUCTeMbl OPraHM3aLMOHHO-PacnopARNTENbHOM
AOKyMeHTauuu. CocTaBneHune n-opopmsieHmne oTaenbHbIX BUAOB JlOKYMEHTOB.

OnTUMU3aLMA cOCTaBa AOKYMEHTOB B-COOTBETCTBUM C-6U3HeC-NpoLeccaMm U-aMMHUCTPATMBHbIMU NpoLieaypamMu. Bugbl
M-pa3HOBUAHOCTM OPraHN3aLMOHHO-PACMOPSAANTENbHbBIX JOKYMEHTOB. [loroBopbl B-CUCTEME OpraHU3aLMOHHO-PacNopsaANTENbHONM
JOKYMeHTaLuW.

OpraHu3aumnoHHble AOKYMeHTbI. MofioXKeHuWe, NpaBusa, MHCTPYKLMSA, pernaMeHT-— Tunosow hopMynsp, Tpe6oBaHUA K-0hpopMeHuto,
CPOK AeicTBuS, ByMaxkHasa U-a11eKTpoHHas GopMbl NpefcTaB/IeHUst OpUrnHana u-Konuu.

PacnopsigutenbHble JOKYMEHTbI, U3AaBaeMble Ha-0CHOBe eAnHOHavanus. MNpukasbl NO-OCHOBHOW AeATENIbHOCTU U-NO-TUYHOMY
COCTaBY, pacnopsieHue, nopyyeHue (ykasaHue)-— Tunosoi Gopmynsip, ohopMieHne, CTPYKTYpa TEKCTa, CPOK AeACTBUS, GOopMbl
npefcTaBneHus.

PacnopsigutenbHble JOKYMEHTbI KOMIernanbHblX OpraHoB ynpasneHus. MpoTokos, NoCTaHOBMEHWE, peLleHne-— Tpe6oBaHusA
K-0(hOpMIIeHMIO, CTPYKTYpa TEKCTA, CPOK AENCTBUSA, HOPMbI NPeACcTaBeHNS.

CocTaBneHve n-opopMreHne CrpaBoYHO-UHPOPMALIMOHHbBIX AOKYMEHTOB. AKT, CripaBKa, clyxe6Has (foknafHas, 06bsiCHUTENbHas)
3anucka, 3asBfieHe-— TUNoBoi GopMynsap, PEKBU3UTLI, TPeGOBaHNUA K-0QOPMIIEHUIO, CTPYKTYpa TEKCTA, POPMbI NpeAcTaBNeHus.

o Tpe6oBaHWA K-3/IEKTPOHHbIM CO06LLEHMSIM. [MepenncKa No-3NeKTPOHHOM noyTe.

o MOPEKBU3UTHDI aHaNU3 JOKYMEHTOB. MPOTOTUIMbI 3/1EKTPOHHbIX LIAGIOHOB [JOKYMEHTOB U-KnaccuhukaTopsbl.

o [NoHATMe 0-AenoBoit nepenuncke. Knaccudukaums BUAOB M-pasHoBUAHOCTEN nucem. O6Lume npaBuna opopmMaeHns peKBUIUTOB
U-Tpe6oBaHUs K-CTPYKTYpe TekcTa. Buabl 61aHKOB AN NMceM. BnaHku nuceM Kak anemMeHT GUpMeHHOro cTuns. MasHas GyHKLuS
CNy>Xe6HOro NMcbMa-— ycrnelHas KOMMYHUKaums. CTpyKTypa TeKcTa nucbMa B-paMKax yrpaBneHYecKux KOMMYHUKaLuin. PeyeBble
(opMybl BEXXIMBOCTU. 13bIKOBble 0CO6EHHOCTH CNYXXEBHbIX MUCEM U-C/TOBA -«<METKU» KOHKPETHbIX Pa3HOBUAHOCTEN NUceM.
MopeKBU3UTHbIN aHanU3 cnyxe6Horo NnucbMa. MpoTOTUN 3/1EKTPOHHBIX LWABJIOHOB KU-KnaccuduKaTopbl.

AeHb 4.

[loKyMeHTanbHbIi M-apXuBHbIii poHAbI opraHn3aumu. HopmaTuBHble Tpe60BaHUS K-OPraHM3aLu TEKYLLLEro onepaTUBHOIo U-apXUBHOIO
XpaHeHUs1 LOKYMEHTOB.

o deplepanbHbiil 3aKoH 0T-22.10.2004 N2-125-03 «O6-apxuBHOM fene B-Poccuiickoin efepauum». 0653aTeNIbHOCTb apXMBHOMO XpaHeHuUst
[OKYMEHTOB B-TE€4YeHME HOPMATUBHbIX CPOKOB.

MoHATUSA «AOKYMeHTaNbHbll GOHAY», «<apPXMBHbIN OHAY, «KAPXUBHbIA AOKYMEHT». OTBETCTBEHHOCTb 3a-OpraHM3aLuio TEKYLLEero
OMepaTMBHOIO N-apXMBHOIO XpaHeHWs fOKYMeHTOB. OTBETCTBEHHOCTb 3a-0CYLLECTBNIEHNE TEKYLLLEro XpaHeHWs n-obecrneyeHns
COXPaHHOCTW. [IOKyMeHTbI OpraH1M3aLun-— akTuB, UMEeoLUA LLeHHOCTb.

MpaBuna opraHM3aLumn XxpaHeHu s, KOMMNIEKTOBaHUS, y4eTa U-MCnonb30BaHus AOKYMEHTOB ApxmBHoro ¢doHaa Poccuiickoit Pepepavmu
U-OpYruX apXMBHbIX JOKYMEHTOB B-OpraHax rocyAapCTBEHHON BNacTW, OpraHax MecTHOro camMoynpaBfieHnst U-opraHusauusx (yTs.
npukasoM MuHkynbTypbl Poccum 01-31.03.2015 N2-526). MNMpoeKT HoBoW Bepcuu Mpasui.

HoBbIi [MepeyeHb TUMOBbIX yNpaBaeHYeCKMX apXMBHbIX JOKYMEHTOB, 06pasytoLLMXCs B-NpoLecce feATeNbHOCTU roCyAapCTBEHHbIX
OpraHoB, OpraHoB MeCTHOIO CaMOyNpaBIeHNs! U-OpraHU3aLuit, C-yKa3zaHMeM CPOKOB UX-XpaHeHus (YTB. NpukasoM Pocapxuea
07-20.12.2019 N2-236 n-UHCTpyKUWMS No-ero npuMeHeHuto (yTB. npukasom Pocapxmea 01-20.12.2019 N2-237). Cpoku XpaHeHust
LLOKYMEHTOB B-6YMaKHOI 1-31eKTPoHHOM hopMe.

HoBble MpaBuna opraHn3auuny XpaHeHUs], KOMMIEKTOBaHUS, yyeTa U-UCMosib30BaHUA HayYHO-TEXHUYECKON [OKYMEHTAaL N B-OpraHax
rocyfapCTBEHHOW BlacTy, OpraHax MecTHOrO caMOyMnpaBJieHUs], FOCyJapCTBEHHbIX U-MYHULMNANbHbIX OpraHn3aumsx (yTe. NpMKasom
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depepanbHoOro apxueHoro areHTcTea 01-09.12.2020 Ne-155, 3aperncTtp. MuHioctomM Poccun-12.03.2021 N2-62735): xapakTepucTuka
HOpMaTUBHOI0 NpaBoBOro akta. OCHOBHbIE NOIOXEHUSA.

o [pVHLMNbI, KPUTEPUU M-3Tarbl AKCNEPTU3bI LEHHOCTN AOKYMeHTOB. Co3faHune 3KCMepTHOM KOMUCCUMM opraHusauuu. NpumepHoe
nosioXeHne 06-aKCNepTHOM KOMUCCUK opraHn3auun (yTB. npukasoM Pocapxuea o1-11.04.2018 N2-43). OpraHusauums
W-A,OKYMEHTUPOBaHME paboTbl 3KCMEPTHON KOMUCCUM.

e Pofib HOMeHKaTypbl Aen B-cucteMaTmsaunm JOKyMeHTanbHoro poHaa. Tunbl -Buabl HOMeHKNaTyp gen. Metogmka

N-opraHM3aumoHHble npoueaypbl pa3paboTKun U-BefeHNs HOMeHKNaTypbl Aen. [lononHeHne K-HOMeHKnaType Aen. 3HauyeHue

HOMeHKaTypbl AeNn AN COCTaBNieHUsl onucein JoKYMeHToB. HoMeHKNaTypa Aen Kak KnaccubukaTop B-cMCTeMe 3/1IEKTPOHHOIO

LLOKyMeHToo60poTa.

ApxuBHbI HOHA OpraHM3aummn U-ycTaHOBNEHME ero rpaHuL. MonoxeHne o6-apxvnBe UM NONIOXXEHNE 06-apXMBHOM XpaHEHUN

[OKYMeHTOB. [10KyMeHTbl GUIManoB, NpeacTaBUTeNIbCTB U-0TAENIEHUI: UX-MECTO B-apXMBHOM (QOHAE FO/IOBHOW OpraHv3aumu.

OTBETCTBEHHOCTb 3a-apXMBHOE XpaHEeHNe JOKYMEHTOB.

o KOHTpONb 3a-CO6/10eHMEM CPOKOB XpaHEHUs U-06ecneyeHnemM COXPaHHOCTU AOKYMEHTOB. INOTHOMOUMS YNOTHOMOYEHHbIX apXMBHbIX

opraHoB. AMWHUCTpaTMBHasi OTBETCTBEHHOCTb 3a-HECOBNOAEHNE CPOKOB XPaHEHMUSI.

OpraHusaumsa xpaHeHns n-obecrieyeHme COXpaHHOCTM apXMBHbIX fLOKYMEHTOB. Tpe6oBaHWA K-34aHMI0, MOMELLEHUSAM U-TEXHUYECKOMY

OCHaLLleHNIO apxuBa. TpeboBaHWA K-PeXXMMaM XpaHEHUS [LOKYMEHTOB. JKCMepTn3a NpUrogHoOCTM NOMELLEHUS A5 pa3MeLLEeHUs B-HeM

apxuBa. 0630p COBPEeMEHHOro 060pyA0BaHUs A1 OCHALLEHUS] apXMUBHbIX MOMELLEHWI, 06pabOTKMU U-XPaHEHUS apXUBHbIX LOKYMEHTOB.

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

Buabl onucewt gen. Metogmka cocTaBneHns onncen Aen 3NeKTPOHHbIX JOKYMEHTOB.

o KomMnnekToBaHue apxuBa opraHmsaunn. Cnucok CTPYKTYpPHbIX NOApasaeneHMin-ucCTOYHUKOB KOMMIEKTOBaHUSA.

e [NopsAzOK NOAFrOTOBKM AN ANsi nepefayn B-apxuB (Ha-apxmBHoe xpaHeHue). paduk npuéma-nepegaun. ApXMBHO-TEXHUYECKas
06paboTKa, cocTaB/ieHMe BHYTPEHHUX onuceit gen. OdopmieHne 0610XeK fien NOCTOSIHHOTO, BpeMeHHoro (cBbiwwe 10-1eT) CpoKoB
XpaHeHus u-aen no-TM4YHOMy cocTasny.

e Onucu AeN CTPYKTYPHbIX no,qpasneneHMVl N-NPOEKTbl aKTOB O-BblAE/IEHUN K-YHUYTOXXEHUIO AOKYMEHTOB, He-noasieXalnx apxuBHOMY

XpaHeHuto. ofoBble pasfesibl CBOAHbIX ONUCEN U-CBOAHbIE aKTbl.

Mcnonb3oBaHMe apxmMBHbIX OKYMEHTOB B-yNpaBieHYeCKON AeATeNIbHOCTU U-B-LieNsx 3aluTbl coLmanbHbIX NpaB rpaxaaH. Mopsaok

BblAayn apxXnBHbIX AOKYMEHTOB Mo-3anpocaM yrnoJIHOMOY€eHHbIX roCyAapCTBEHHbIX OpraHOB N-KOHTPOJ1b 3a-UX-BO3BPATOM.

AeHb 5.

ONeKTPOHHbIV apXUB OpraHu3aLmu: cobnopeHne TpeboBaHU, NPaKTUYECKUe BONPOChl OpraHM3aLyum U-TeXHUYECKOro obecneyeHus.

PerynupoBaHue apXMBHOro XpaHeHUsi LOKYMEHTOB B-3N1€KTPOHHOW hopMe. MNMoHATUE «apXmUB 3NEKTPOHHbIX JOKyMeHToB». FOCT P-UCO
30300-2015,FOCT P-7.1.101-2018/MCO 30301:2011 u-gp. Npukas Pocapxmsa oT-15.06.2020 N2-69-(3kcnepTHbIA KOMMeHTapuit).
MepcnekTUBbI pasBUTUS HOPMaTUBHON 6a3bl.

Tpe6oBaHUs K-apxMBHOMY XpaHeHuto 3, GyHKLMOHaNbHble TPE6OBaHUS K-cCUCTeMaM XpaHeHust O[], AyTEHTUYHOCTb, JOCTOBEPHOCTb,
LieNIOCTHOCTb, NPUrOAHOCTb AJ151 UCMONIb30BaHUA-O/]; TEXHOMOMMM 3aLUTbl; TEXHOIOTMN 06eCrneyeHns LONroBpeMEHHOM
coxpaHHoCTU-3[; noaaep>Kka MUrpaLmmu n-koHeepTaumm; GopmaTbl XpaHeHus. YCNyrn «apxMBHOro» ayTCopcuHra. Micnonb3oBaHue
«061a4HbIX» TEXHOSOTUA.

e JNIEKTPOHHbI apXMB Hay4YHO-TEXHUYECKOMN AoKyMeHTaummn (HT/) Kak 4yacTb KOpropaTuBHOW MHGOpMaLMoHHO cucTembl (KUC).
OcobeHHOCTM aneKTpoHHOro apxuea HT/L. BaaumopeincTeume cnyxobl Aef0Npou3BOACTBA, apxuBa U-cnyx6bl HT.

Ouwndposka ByMaXkHOro apxmea. Llenecoo6pasHocTb U-NepcrneKkTUBbl OLUMGPPOBKM. DNEKTPOHHbIN fy6NMKaT apXMBHOIO JOKYMEHTa.
KoHBepTaLusi AJOKYMEHTOB. NeKTPOHHbIe Ay6AnKaTbl LJOKYMEHTOB Ha-6yMaXHOM HocuTene. [NepeBof, AOKYMEHTOB B-3JIEKTPOHHYHO
topMy (ckaHMpoBaHWe, pacno3HaBaHuWe, MAEHTUdKKaLMS U-MapKupoBka). MpugaHue opuandeckoi sHaumumocTy 3. OpraHusauums
npotecca nepefauv ounppoBaHHbIX JOKYMEHTOB. XpaHeHue oLMbpPOBaHHbIX JOKYMEHTOB Ha-PpuU3nyeckn 060CO61EHHBIX HOCUTENSIX
3anucu, B-coctaBe MHOOPMaLMOHHOW CUCTEMbI 3JIEKTPOHHOMO apXmBa.

e [loaxoAbl K-OpraHU3aLumm apXMBHOIoO XpaHeHNst 3NEKTPOHHbIX AOKYMeHTOB. CTaHAapTbl, PyKOBOACTBA U-METOAMYECKNE pEKOMEHJaLUN.
0Oc06eHHOCTM 3KCNEPTU3bI LLEHHOCTM 3/1eKTPOHHbIX [JOKYMEHTOB.

[lpenogaBaTenu

BYPOBA EneHa MuxannoBHa

KaHampaT nctopuyeckux Hayk.

3aBegytowmin kadegpon “ApxusoBegeHne” ictopuko-apxuBHoro nHctTutyTa PITY.

YneH yyeHoro coseta NAW, uneH LISTK Pocapxusa, YneH peakonnerum xxypHana «0Te4eCcTBEHHbIE apX1BbI», Y11€H MONEYNTENBCKOro U
meTtoamyeckoro cosetoB PIAJTA.

NMPUTUKOBA Bepa CtenaHoBHa

MpodeccunoHanbHbI yNpaBnaoWwmi LOKYMeHTaMu, LOKYMEHTOBeS, SKCNepT.
NekTop Poccuiickor akageMumn HapoAHOro X03ANCTBa U rocyAapCTBEHHOM cnyX6bl npu MNpesngeHTe PO.
ABTOp CTaTei U KOHCY/IbTAHT MO yNpaB/ieHUIo JOKyMeHTaMm (JOKYMEHTOBELeYEeCKUIi M apXMBOBEAYECKUI aCMeKTb).
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HNOPOHWHA Jlapuca AnekceeBHa

KaHamnpaaTt 3KOHOMUYECKUX HayK, AOLEHT Kadeapbl rocyAapCTBEHHOro ynpaBneHus U KagpoBow nonuTukn MIYY MpaButenscTea
MoCKBbI, aBTOP Y4e6HbIX NOCO6MI MO AOKYMEHTOBEAEHMIO, aKCNepT HauuoHanbHoi accoumanmnm ohUCHbIX CNeumanvcToB 1
aAMUHUCTPATUBHbIX paboTHUKOB Npw MpesuaeHTe Poccuiickoin defepaumy, copaspaboTumk NpodeccrMoHasbHbIX CTaHAAPTOB.

Cdepa npodeccrmoHanbHbIX UHTEPECOB:

MpodeccnmoHanbHblie KOMNETEHLMU: ONTUMMU3aLMSA BU3HEC-NPOLLECCOB NPeAnNpPUsaTUs], pasapaboTka HOPMaTMBHbIX MaTepuanos no
[OKYMEHTUPOBaHUIO yNpaBfeHYeCKOl AesiTeNbHOCTH, ayAUT KafpoOBOro Aenonpou3BoACTBa, KOHCYbTUPOBaHME No BbIGOPY
NporpaMMHOro nNpoAykKTa no asTomMaTusaunm 4enonponsBoACTBEHHbIX MPOLECCoB. YyacTBoBana B NpoekTax no aBTomaTmsawmm
[OKyMeHToo60poTa koMnaHum IKT, IBS, BecTb MeTa-TexHOMOMMN.

O6pa3oBaHue:

OkoHuuna Focyp,apCTBeHHylo aKageMuio ynpasseHUa UMeHU C.OpaXoHuKuase, Kacbep,pa AOKyMeHTOBeAeHUA U AOKYMEHTaUuNOHHOIo
obecnevyeHus ynpasneHusa, LOKyMeHTOoBe/, cneynanunct no I/IHCbOpMaLWIOHHbIM TEXHOJI0rMAM ynpaBieHUA.

My6nukauuu:

ABTop 6onee 150 ny6nunkaumii, B TOM YMChe CcTaTel B )KypHanax «CnpaBoYyHUK cekpeTaps U oduc-meHemxepa», «CnpaBoOYHUK
KaapoBuKay, «JenonponsBoacTBo», «CekpeTapckoe Aefo», «YnpaBneHue nepcoHanomy, «Cnyx6éa kaapoy, «[ToUck: OT NpoekTa Ao
Kno4a» u ap.
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