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ONEKTPOHHbIN JIOKYMEHTOOH60POT: COBPEMEHHbIE TPEOOBaAHUS U
peLleHNs No opraHn3auumn paboTbl C 9NEKTPOHHbIMY

OJOKYMEHTaMM

Ha Kypce cnywaTenu y3HatoT 0 NpeMMyLLECTBaX U PUCKaX CUCTEM 3NEKTPOHHOIrO AOKYMEHTO060pOTa, 0CO6EHHOCTAX paboThl C
3N1EeKTPOHHBIMU AOKYMEHTaMMU U 3N1eKTPOHHBIM apXUBOM, O NMPUMEHEHUW 3NIEKTPOHHOW NOAMUCH, BapuaHTax CMeLlaHHOro
[LOKYyMEHTO060pOTa U XpaHeHUs AOKYMEHTOB, O NyYLIMX MPaKTUKaX Mo BHEAPEHMWIO 1 ONTUMMU3ALMKU CUCTEMbI 971EKTPOHHOIO

[ OKYMeHToo60poTa.

Jata nposepeHusn: OTKpbiTas gata

Bup o6yuyeHus: Kypc noBbiLleHWst KBanudukalmm

dopmart obyyeHus: [1HeBHOM

Cpok obyueHus: 3 Hsl

MpopomkuTenbHocTb o6yyeHus: 244aca

MecTo npoBegeHus: r. CaHkT-MNeTepbypr, yn. NeTtponaenoBckas, 4. 4, nutep A. CtaHuns meTpo «[leTporpagckas».
[N yyacTHMKOB NpefycMoTpeHo: MeToandeckuii MmaTepuarn, kode-naysbi.

[loKyMeHT no okoH4YaHuu o6y4eHmns: o ntoram obyyeHns cnyliaTenu, yCnewHo nNpoLiefLline UTOroByto aTTecTaluio No nporpaMmme
06y4eHus, NoslyyatoT Y 4OCTOBEPEHME O MOBbIWEHUN KBanudukaumm B o6bemMe 24 4acos (B COOTBETCTBUM C NIULEH3UEN Ha NpaBo
BefleHVs1 o6pa3oBaTeNibHON AesTeNbHOCTY, BbliaHHO [enapTaMeHToM 06pa3oBaHusi U Hayku ropoaa MockBbl).

Ilna koro npegHasHaveH

PykoBoguteneit cnyx6 L0Y, pykoBoanTenen apxmeoB NpeanpuUATUIA U OpraHnsanmin pasfinyHbiX OpraHM3aunoHHO-NpaBoBbIX GopMm,
COTPYAHWUKOB KaHLEeNsipu1, cekpetapmnaTta, o6Lux OTAENO0B, CEKpeTapei, NOMOLLHMKOB pyKoBoAUTENEN, pedepeHTOB, MePCOHabHbIX
acCUCTEHTOB, 0MC-MeHEKEPOB, AeN0Npon3BoaUTENEN, LOKYMEHTOBEAOB N apXMBapUyCcoB.

V|3y‘-WITb COBpPEMEHHbIe Tp66OBaHI/IF| K cuctemMam aNneKTpoHHOro AOKyMEHTOO60pOTa N cucteMam XpaHeHUA 3N1EKTPOHHbIX JOKYMEHTOB,

KpUTEPUU BblGOpa U dTanbl BHeapeHus C3/[, 6e30nacHOCTb, OpraHn3auuto paboTbl C 3N1eKTPOHHON NOAMUCHIO.
3TO MeponpusaTMe MOXHO 3aKa3aTb B KOpnopaTuBHoM dhopmaTe (06yyeHne COTPYAHUKOB OJHOM KOMMNaHuw).

[TporpamMma o6y4yeHus

AeHb-1.

OpraHusauums AOKyMEHTOO60pOTa U-9NIEKTPOHHOro AOKyMEHTOOGOpOTa.
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HopmaTuBHO-NpaBoOBOE U-MeTOAMNYECKOe 06ecrneveHne Co3aaHna U-aKenayaTauum CUCTEM 31IEKTPOHHOIo AoKyMeHToo6opoTa (CAM).
depepanbHble 3aKoHbl 0T-27.07.2006 N2-149-03 «06-uHdopmaLmm, MHOOPMaLIMOHHBIX TEXHONOMUAX M-0-3aLLMTe MHPOPMaLUmn»,
07-22.10.2004 N2-125-03 «06-apxuBHoM aene B-Poccuitickon depepaunn», o1-06.04.2011 N2-63-P3 «06-21€KTPOHHON NOANUCK»
(e-pen.-01-19.12.2022, c-M3MeEHEeHNsAMY, BCTYNUBLUMMM B-cuny B-2022-roAy), NocTaHoBfieHus MpaBuTenbcTea Poccuiickon Gefgepauum
0T-15.06.2009 N2-477 «06-yTBEep>KaeHuM MNpaBun fenonponsBoacTBa B-heaepanbHbIX OpraHax MCMONHUTENIbHON BNacThy,
071-06.09.2012 N2-890 «O-Mepax No-COBEPLUEHCTBOBAHMIO 3/1IEKTPOHHOI0 JOKYMEHTO060pOoTa B-OpraHax rocyapCTBEHHOW BlacTu»
n-ap., HauMoHanbHble CTaHAapThl No-ynpaBneHuto AokyMeHTamu: TOCT P-15489-1-2007, TOCT P-MCO 23081-1-2008, TOCT P-UCO
22310-2009, OCT P-MCO 30300-2015 un-ap.

MpyHUMNBI OpraHn3aunm JoKyMeHToo6opoTa. MNoHsATUE 0-A0KyMeHToo60poTe. MNpaBuna opraH13aLumn U-KpuTepum oueHku. Noctpoexue

CUCTEMbI MOTOKOB MHOPMaLUK B-OPraHM3aLMOHHbIX npoLeccax. AHanns n-onTMMM3aLmus ABMXXEHNUA [OKYMEHTaLMUN.

e BHYTpEeHHUI N-BHELLHUI fOKYMeHToo60poT. Peanusaums B-C3/. EgmMHas cucteMa opraHusaumm paboTbl C-4OKyMeHTaMu. Cnocobbl
naeHTudukauum otnpasuTens. lNMpaea fgocTyna K-gokyMmeHTaMm u-parnam. NMposepka npas gocrtyna.

o [pném n-npepgBapuTenbHas o6paboTka NOCTyNarOLLUX JOKYMEHTOB. [PUEM 3NEKTPOHHbIX JOKYMEHTOB U-COOBLLEHUN.
MpeaBapuTenbHOE pacCCMOTPEHME NOCTYMNaKLWMX JOKYMEHTOB, MOJIHOMOYUSI CEKPETaps UK CNYX6bl AenonpousBoacTBa. Peructpauus
JOKYMeHTOB. [epeyeHb pernucTpupyemMbix U-HEPErMCTPUPYEMbIX AOKYMEHTOB. HanpaBneHue JOKYMEHTOB Ha-McnonHeHue. Pa6oTa
UCMOSTHUTENEN C-KONMUAMU NOCTYNUBLUMX [OKYyMeHToB B-CO/.

o KOHTPONb UCNOSIHEHUA JOKYMEHTOB M-MOPYYEHMI. TUNOBbIE N-UHAMBUAYaNbHbIE CPOKM UCMONHEHMUS. [TONIHOMOYMS OTBETCTBEHHbIX
ncnonHutenen. KOHTPONb UCNONHUTENBCKON ANCUUMIIMHDI, CPaABKU U-CBOAKM MO-CPOKaM, UCMONMHUTENAM W-NMOApasaeneHnsaM.
dopmMupoBaHmne nokasaTenein oLeHKN AeATeNIbHOCTHU.

e 06paboTka U-perucTpauusi oTnpaBasieMblX LOKYMEHTOB. O6MeH 3NeKTPOHHbIMU COO6LLEHUSIMU. TpeboBaHNA K-3/1EKTPOHHbIM
coobLeHusM. MNepenncka No-31EeKTPOHHOW noyTe.

e AHanus JOKyMeHTO060pOoTa, yueT 06bEMa JOKYMEHTOO60POTA, CPaBKMU U-CBOAKMN 06-06bEME JOKYMEHTOMOTOKOB B-6yMaXKHOM

U-3NEKTPOHHOW hopMe.

JAeHb2.
Tpe60oBaHUA K-CUCTEMAM 3/IEKTPOHHOIO AOKYMEHTO060pOTa U-CUCTEMaM XPaHEHUS! 3NIEKTPOHHbIX AOKYMEHTOB.

o COJ] KaK MHCTPYMEHT ynpaBfieHUss LOKYMEHTaMU. DNeKTPOHHbIE AOKYMEHTbI B-AeN0BON AeAaTenbHOCTU. lOpuguyeckas 3HauMMocTb
3NTIEKTPOHHbIX fIOKYMEHTOB. TpeboBaHWUsA MeXyHapOAHbIX CTaHAApTOB.

e OnekTpoHHas nognucb. Buabl nognucein. OCO6eHHOCTM UCMOIb30BaHNSA 3NEKTPOHHOM noanucu. enernpoBaHve 31eKTPOHHOMN
noanucu. Nopsgok NonyvYeHns 3NeKTPOHHbIX NOAMNUCEN N-3aMeHbI cepTUPUKATOB nognucu. OpraHnsauus o6MeHa rpuanyeckm
3HAaYUMbIMU AOKYMEHTaMU: C-TOCYAapCTBEHHbIMU OPraHU3aLnsIMU, MeXxay opraHnsaumnaMm Bcex GopmM co6CTBEHHOCTU.

o OyHKUMOHaNbHble TpeboBaHus K-CI/L. NMoacncTembl, HeO6XoAUMbIE AN YCNELHOTO PYHKLUMOHUPOBAHUSI CUCTEMBI 3IEKTPOHHOIO
JoKyMeHToo6opoTa. lNpobnembl uMnopTo3amelleHusi. BHeapeHue/MoaepHusaumsa C3/. Cnyxba enonponsBoACTBa-— «MEHeAXKep»
pecypca.

e ABTOMAaTM3MpPOBaHHbIE CUCTEMbI YNPaB/IEHNA AOKYMEHTaMM Kak OCHOBA NOBbILeHNUA 3 HEKTUBHOCTH paboTbl yNpaBiIeHYECKOro
annapaTa. MnaBHble ¢yHKUMK CI/[], n-cepBuUChl LeHTPannM3oBaHHoro ynpaeneHuns C3/. BapmaHTbl peanusaumu C3/ ans
TeppuTopuanbHo-pacnpefeneHHbIX OpraHusauuii.

o Kputepum Bbi6opa CUCTEMbI 3/IEKTPOHHOMO JOKYMeHToo60opoTa. 060CcHOBaHME Bbl6Opa oNTMManbHoro BapvaHta C3/. Metoanka
N-NpaKTUYECKNE peKOMeHAaLMmn No-BbIBIEHNIO NYYLIUX A5 CBOEN KOMNaHWUW BapuaHToB C3/1. Yek-nncT no-Bbl6oOpy CUCTEMDI
3NTIEKTPOHHOIO AOKYMEHTO060poTa. [loCTOUHCTBA U-cneundrka pasnMYyHoro NporpaMMHoOro obecnedyeHns. AHanu3s poiHka CO[,
N-NPeaoXeHNA BEHAEPOB NO-peannsaLmmn TpeboBaHnii GusHec-nosib3oBaTenen.

¢ MHbopMaLmoHHas 6e30MacHOCTb B-CUCTEME 3N1EKTPOHHOI0 JOKYMEHTO060pOTa OpraHu3aLum.

O6ecneyeHne KOHOUAEHUNANBHOCTU, LOCTYMHOCTM U-LIeNIOCTHOCTM AoKYMeHTOB B-CI/1. 3alyuTa nepcoHanbHbIX faHHbIX

B-cooTBeTCTBUM C-P3 N2-152.

e [pakTnyeckue BONpPOChl BHeAPEHUSI 3N1EKTPOHHOI0 JOKYMEHTO060p0oTa B-opraHn3auny. AHanm3 nyyumx npakTuK POCCUMNCKUX

KOMMNaHuii No-ahdekTMBHOMY BHeZpeHuto n-akcnnyaTauuu C3[, CY[ (cuctembl ynpaBneHus sokymeHTamm) u-KUC (kopnopatueHoii

MHbOPMALMOHHO CUCTEMBI).

Cuctembl M300. IneKTpoOHHOEe NpaBuTeNbCTBO. [lepcnekTUBHbIE HanpaBfieHus, NyTU u-TexHonoruv passutua CI.

JAeHb-3.

OneKTPOHHbI apxuB opraHusauum n-apxue HTA: co6niopeHne TpeboBaHUi, NpaKTUYECKUe BONPOChl OpraHM3aLun U-TeXHUYECKOro
obecneyeHus.

o [TOHSITWE 31eKTPOHHOIO apXuBa U-ero BuAbl.

e TexHONOrMmn opraHM3aLmMmn 3/1EKTPOHHbIX apXUBOB.

XpaHeHune oundppoBaHHbIX JOKYMEHTOB Ha-puU3nyeckn 060Cco6NEHHbIX HOCUTENAX 3anucK, B-cocTaBe MHOOPMALIMOHHOW CUCTEMDI
9N1eKTPOHHOIO apxuBa.

o Oundposka bymaxkHoro apxuea. Llenecoo6pasHocTb n-nepcnekTnBbl OUMPPOBKM. INEKTPOHHDIV AYOIMKAT apXMBHOIO AOKYMEHTA.
KoHBepTaLusi AJOKYMEHTOB. NeKTPOHHble Ay6auKaTbl JOKYMEHTOB Ha-6yMaXHOM HocuTene. [NepeBof LOKYMEHTOB B-3JIEKTPOHHYHO
topMy (ckaHMpoBaHWe, pacnosHaBaHue, MAEHTUGUKaLMA U-MapKUpoBKa). MpugaHue opuandeckoi sHadmmocty 3. OpraHusaums
npouecca nepegayv oundpoBaHHbIX JOKYMEHTOB. [po6/1eMbl OpraH13aunmn 3NeKTPOHHbIX apxMBOB (hopMaTbl 351EKTPOHHbIX
[LOKYMEHTOB, BbI60p cKaHepa u-np.)

OpraHusauum apxMBHOro XpaHeHMUS 3NEKTPOHHbIX JOKYMEHTOB B-KOPNopaTMBHOM MHPOPMaLMOHHON cUCTEME.

e CUCTeMbl aBTOMATU3aLUK apxmBa: NikoCbl U-MUHYCbI

MoHsiTne apxuea HT . OTAnMunTeNIbHble OCOGEHHOCTM.

CtpaHuua: 2 M3 3



e CocTtaB apxua HT/.

e ONIEKTPOHHbI apXMB HayYHO-TEXHUYECKON AoKyMeHTaumm (HT/L) kak yacTb KopropaTuBHOW MHGOpMaLMoHHoW cucTembl (KUC).
OCO6EHHOCTH 3/1eKTPOHHOIO apxmBa HT/,

o OCO6EHHOCTU 9KCMEePTU3bI LLIEHHOCTU 3NEKTPOHHbIX AOKYMEHTOB.

® YHUUYTOXEHWNE 3NEeKTPOHHbIX OKYMEHTOB.

[lpenogaBaTenu

KAPHAYXOB AnekcaHap Muxannosuy

KaHanaaTt TeXHUYEeCKMX HayK, OoLeHT Kadeapbl MHHOPMaTUKM 1 KOMMbIOTEPHbIX TexHosoruin FopHoro yHusepcuteta (CMIY), skcnept no
BHEAPEHMIO CUCTEM 3/IEKTPOHHOI0 AoKyMeHToo6opoTa (C3/).

MPEMOLOABATE/b
CneunanucTbl No BHEAPEHUIO U SKCTTyaTaLyum CUCTEM 3JIEKTPOHHOMO JoKYyMeHToo60opoTa (C3/).

CtpaHuua: 313 3
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