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CoBpeMeHHble TEXHOJIOMMU 3JIEKTPOHHOIO IOKYMEHTO060poTa

Ha kypce cnywaTtenu y3HatoT 06 akTyanbHbIX 3aKOHOAATENbHbIX U3MEHEHUSAX B Chepe 3NEKTPOHHOIO JOKYMEHTOO60POTa, O
NIYYLWUX NPaKTMKaX No BHEAPEHMIO U ONTUMM3ALMU CUCTEMbI 3N1EKTPOHHOrO AOKYMeHToo60poTa.

Data npoeegeHusn: 17 - 18 nekabpsa 2024 ¢ 10:00 go 17:30
ApTtukyn: MC21783

Bup ob6yuenus: Kypc noBblileHusi KBanudukaumm

dopmart obyyeHus: [IHeBHOWM

CpoK obyueHus: 2 fHs

MpogomkuTenbHocTb 06yyeHus: 16yacoB

MecTo npoeefeHus: r. MockBa, yn. 3onoTas, 4. 11, 6u3Hec-LeHTp «30/10TO», 5 aTax. Bcem yyacTHMKaM BbicbliaeTcsl NoApo6Has cxemMa
npoesga Ha cemMuHap.

CtoumocTb yyacTtus: 33 800 py6.
JnA y4acTHUKOB NpeayCMOTPEHO:

MeToaunuyeckmii MaTepumarn, Kode-naysbl.

J[lOKyMeHT no oKoH4YaHuM obyuyeHus: o ntoram obyyeHus cnyLiaTenu, ycnewHo npoLleaLine UTOroByo aTTecTaumio No nporpaMmme
o6yJyeHusi, nosyyatoT YOCTOBEpEHNE O NOBbILIEHWUUN KBanubukauum B o6beMe 16 Yacos (B COOTBETCTBUM C JIMLIEH3MEl Ha NPpaBo
BefleHMsi o6pa3oBaTesibHOM AeATeIbHOCTY, BblAaHHON [lenapTameHTOM 06pa3oBaHus 1 Hayku ropoaa MocKBbl).

Ilna koro npegHasHa4veH

PykoBogutenei n cneumanuctoB cnyx6 [0Y, pykoBoguTenen cekpetapnara, apxMBoB, CEKpPeTapei, MOMOLLHUKOB PyKOBOAUTENEN,
pedepeHTOB, NEPCOHASbHbIX aCCUCTEHTOB, OPUC-MEHEIKEPOB, AENONPOU3BOAUTENEN, LOKYMEHTOBEA0B U apXnBapuycoB, COTPYAHUKOB
KaHUenspun.

Llenb o6yyeHus

PaccMoTpeTb USMeHeHUs 3aKOHoAaTeNIbCTBa B chepe 3M1eKTPOHHOIo JOKYMEHTO060pOTa, KpUTepumn Boibopa 1 aTanbl BHeapeHus CI/,
6€30MacHOCTb, XpaHeHWe JOKYMEHTOB, OpraHW3aLmio paboTbl C 3EKTPOHHOW MNOAMMUCHIO.

3TO MeponpuaTne MOXHO 3aKasaTb B KOPNopaTUBHOM cbopmaTe (06y‘4€HMe COTPYAHNKOB ofHoMn KOMI'IaHMI/I).

MepoanﬂTme npoxoguT B paMKaX KypcCa nosblllieHNA KBaJ'II/ICI)MKaLl,I/II/IZ

L] CﬂeLl,VIaﬂVICT no opraHn3ayMOHHOMY U LOKYMEHTALMOHHOMY obecneyeHunto ynpaBnieHua opraHMsaumePl

CtpaHuua: 1us 4


/training/all/spetsialist-po-organizatsionnomu-obespecheniyu-upravleniya-kurs-v-moskve/
http://www.finkont.ru

[TporpamMmma oby4yeHus

AeHb 1.
[Lenonpon3BofcTBO KaK TexHonorus. MpuHLUMNbl opraHu3saummn OKyMeHToo6opoTa.

e [lenonpon3BoACTBO Kak TexHoorus. [lenonponsBoacTBO-— KOMMIEKC B3aUMOCBA3aHHbIX U-B3aUMO3aBUCHMMbIX OnepaLuii.
OTBETCTBEHHOCTb 3a-A0KYMEHTasNbHbIA GOHA M-OpraHusauuio genonpounssoacTea. OTBETCTBEHHOCTb PYKOBOAMTENEN CTPYKTYPHbIX
noppasgpeneHunii. OTBETCTBEHHOCTb 3a-BeieHNe AeNonpon3BOACTBa NO-yCTaHOBMIEHHbIM B-OpraHu3auuv npasunam. [lenermposaHuve
OTBETCTBEHHOCTU 3a-Aenonpon3BoacTBo. OhopmieHne 0TBETCTBEHHOCTH B-TPYAOBbIX KOHTPaKTaX, fJO/MKHOCTHbIX MHCTPYKLUSX
n-poBepeHHOCTAX. OTBETCTBEHHOCTb UCNoNHUTeNe. MpobnemMbl 06y4eHNUs paboTe C-LOKYMEHTaMM U-OLeHKa AesiTeNbHOCTY.

o [pyHLMNbI OpraHM3auun JOKyMeHToo6opoTa. [oHsTUe 0-foKyMeHToo6opoTe. MNpaBuia opraHn3auny u-KpUTepUN OLLEHKMK.
[OKYMEHTONOTOKM U-UX-MapLUPYTU3ALNSA, «TOYKU MapLLIpyTM3aLIMmn».

o [pném n-npepgBapuTenbHas o6paboTka NOCTyNarOLLUX JOKYMEHTOB. [PUEM 3NEKTPOHHbLIX JOKYMEHTOB U-COOBLLEHUN.
MpeaBapuTenbHOE pacCMOTPEHME NOCTYNALWMX JOKYMEHTOB, MOJIHOMOYMSI CEKPETaps UK CNYX6bl fenonpousBoacTea. Peructpauus
[OKYMeHTOB. [epeyeHb pernucTpupyemMbix U-HEPErMCTPUPYEMbIX AOKYMEHTOB. HanpaBneHue JOKYMeHTOB Ha-McnonHeHue. Pa6oTa
UCMOSTHUTENEN C-KOMUAMU NOCTYNUBLUMX AOKYyMeHToB B-CO/.

e PaboTa ucrnonHuTenen c-BHyTpEHHUMM AOKYMeEHTaMU. PernameHTauus npoueaypbl COrnacoBaHusi MPOEKTOB AOKYMEHTOB.
MapannenbHoe n-nocnegoBaTenbHOe cornacosaHue. NoHOMOYNS UCNIONHUTENEN U-PYKOBOAUTENEW NoApa3faeNeHNN.

o KOHTPONb NCMONTHEHUSI LOKYMEHTOB U-NOPYYEHUiA. TUNOBbIE N-MHANBUAYATIbHbIE CPOKU UCTMONHEHUS. OTHOMOUYNA OTBETCTBEHHbIX
ncnonHutenen. KOHTposib UCNONHUTENBCKOW ANCLMMNIIUHDI, CNPABKU U-CBOAKWU NO-CPOKaM, UCMOSTHUTENSIM U-NoApasaeNieHUsIM.
(dopmMupoBaHue nokasaTtesieil OLEHKN AeATENbHOCTY.

e O6paboTKa M-perncrTpauusi oTnpaBasseMbix LOKYMEHTOB. O6MeH 3/1EKTPOHHbIMU COOBLLEHUSIMMN.

e AHanns JOKyMeHTO060pOTa, yueT 06bEMa JOKYMEHTOO60POTA, CPaBKU U-CBOAKMN 06-06bEME JOKYMEHTOMOTOKOB B-6yMaXKHOM
N-3NEKTPOHHOW opMme.

HopmaTuBHO-NpaBoBOE U-MeToANYeCcKoe obecreyeHne CO3aHNs U-BKCNyaTalun CUCTEM INIEKTPOHHOro floKyMeHToo6opoTa (C3/).
N3MeHeHUs1 B-HOPMATUBHO-NPaBOBbIX aKTax 2022-2023+r. yuntbiBatowwux paéorty C3/.

o OepepanbHbivi 3akoH 0T-06.04.2011 N2-63-03 «06-3n1eKTPOHHOW Noanucu» B-pea.-01-08.06.2020, c-M3MeEHEHMSIMM, BCTYNAOLWMMN B-CUITY
B-2023-roay.

o PepepanbHbIi 3aKoH 0T-27.07.2006 N2-149-03 «06-uHdbopmaLumum, nHOOPMaLIMOHHbIX TEXHONOMMAX U-0-3aLuTe uHGopmaLmmn»
(pen.-0T1-08.06.2020).

e CtaHgaptbl. FOCT P-7.0.8-2013. TepmuHonorus.

e [OCT P-7.0.97-2016.®opmynsp-o6paseL.

e CtaHgapTbl cepum 30300.

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

Tpe6oBaHUsA K-CUCTEMAM 3/IEKTPOHHOIO JJOKYMEHTO0060poTa U-CUCTEMaM XPaHEHUS 3/IeKTPOHHbIX AOKYMEHTOB B-apXuBax
rocyfiapcTBeHHbIX opraHoe (yTB. npuka3omM Pocapxuea oT-15-utoHa 2020 roaa N2-69). dyHKUMOHaNbHble Tpe6oBaHus K-CI[,.
CoBpeMeHHas oueHka 3QPEKTUBHOCTU NpUMeHeHUsA. [Tpobrnembl MMNopTo3aMelleHns. BHegpeHne/moaepHusauus C3/. Cnyxoba
LEenonpon3BoACTBa-— «<MEHe[Kep» pecypca.

C3/] KaK MHCTPYMEHT ynpaB/ieHUsi LOKYMEHTaMW. J/IeKTPOHHbIE JOKYMEHTbI B-Ae/10BOW AeATENbHOCTH.

IOpnamnyeckas 3HaYMMOCTb 3N1EKTPOHHbIX [JOKYMEHTOB. YNpaBiieHYeCKUI JOKYMEHT B-CTaTyce 3/1eKTPOHHOro opuruHana.
MpoeKkTUpOoBaHWE 3NIEKTPOHHOTO WabnoHa/BXOAHOK GopMbl AokymeHTa B-CO[,.

Ponu nonb3soBatenei B-C3/[, n-npasa goctyna.

AnekTpoHHas nognucb. PefepanbHbiil 3aKoH N2-63-«06-371eKTPOHHOM Nognucu». Buabl nognucein. OCO6eHHOCTU NCMONIb30BaHNS
3N1eKTPOHHOM noanucu. lenernpoBaHune afekTPoHHOM noanucu. OpraHm3aums o6MeHa HpUAMYECcKU 3HaYUMbIMU JOKYMEHTaMMU:
C-roCyfAapCTBeHHbIMU OpraHnsaumamMmm, Mexxay opraHnsaynamMmm scex d)OpM COéCTBeHHOCTM.

MepcneKTUBHbIE HaNpaB/eHus, MYyTU U-TeXHONIorun pa3euTus CI[] B-cocTaBe cucTeM MHGOPMALIMOHHOIO 06ecrneyeHUst ynpaeneHus
6U3Hec-npoLeccamu COBPEMeHHOW opraHn3auuu. ABTOMaTU3MpOBaHHbIe CUCTEMbI YNPaBIeHUst JOKYMeHTaMM Kak OCHOBa NOBbILIEHNS
3 deKTUBHOCTM paboTbl ynpaBnaeHYecKoro annapata. lMogcucremMbl, HEO6X0AMMbIE ANS yCNewWwHoro GyHKLUMOHMPOBAHUA CUCTEMbI
3/IEKTPOHHOIO JOKYMEHTOO60pOoTa. naBHble ¢hyHKUMKn CI[ u-cepBUCHI LLeHTpanuM3oBaHHoro ynpaenernus C3/. BapuaHTbl peanmaauum.
KoHTponb u-onTumMm3aLmsi paboyero BpeMeHu COTPYAHUKOB Npu ucnonb3osaHuv C3M. MpeagocTaBneHne AOCTYNA K-3/IEKTPOHHOMY
apxuBy yepes Internet. PazpaboTka nokanbHbIX HOPMaTUBHbIX aKTOB U-METOANYECKUX [LOKYMEHTOB MO-AOKYMEHTaLUOHHOMY
o6ecneyeHuto yrnpasieHusi opraHu3aLuu.

MocTpoeHune cUCTEeMbl NOTOKOB MHGOPMaLIUKM B-OPraHN3aLMOHHbIX NpoLieccax. AHanu3 M-ONTUMU3aLUA ABMKEHUS [OKYMEHTaLUN.
EavHas nHdopmaumoHHas cpega. CokpalleHue notepb MHbopmaumu. NMpumep BHEAPEHWS CUCTEM YNpaBNeHUst JLOKYMEHTaMU. AHanns

3 PeKTUBHOCTM ABUXKEHUS MHPOPMALMOHHDBIX MOTOKOB. [OCTPOEHNe MapLUPYTOB COrnacoBaHUA AOKYMeHTOB. CorflacoBaHue peanbHbix
OpraHW3aLUWOoHHbIX MPOLIECCOB U-ABUKEHUS JOKYMEHTALNUN.

YnpaBneHue npoekTamu no-BHeapeHuto cuctembl [0Y.

CTpaHuua: 2 us 4



MoHsTMe NnpoekTa. ATanbl NpoekTa, KpUTepumn Bbi6opa C3/. MeToauka BHeapeHusa CI[1. Ponb cnyx6bl senonponssopcTea
B-peanusaLum npoekTa.

KpuTtepumn Bbi6opa cUCTEeMbl 9N1eKTPOHHOI0 JOKYMEHT0060poTa U-CUCTEM XPaHEHUS ANTEKTPOHHbIX AOKYMEHTOB («3/1eKTPOHHbIN
apxuB»). [locToMHCcTBa U-cneundmka pasnnyHoro nporpaMMHoro obecneyeHuns. CoBpeMeHHasi npakTuka u-olieHka kayectsa CO/,.
060CcHOBaHWe Bblbopa onTUManbHoro BapuaHTa C3/. AHanus poiHka C3[, n-npeanoXxxeHuii BeHAEPOB No-peanmsauum TpedboBaHui
6u3Hec-nonb3oBaTtenein. Cnocobbl U-HAHChI UHTErpaLmMmn pasnuyHbIX NPUIIOXKEHNI B-paMKax BbibpaHHoi C3[. MeToauka
N-NpakTuYecKme peKoMeHAaunm Nno-BbiiBAIEHUIO TyYLINX AN1A CBOEW KoMMaHuy BapnaHTos CI/.

MHdopmaLmoHHasa 6e30NacHOCTb B-CUCTEME IEKTPOHHOI0 AO0KYMEHT0060pOTa OpraHM3aLum.

O6ecnevyeHune KOHCIJVIAGHLWIaJ'IbHOCTVI, AOCTYNHOCTU U-LLENOCTHOCTU JOKYMEHTOB B-C3/. 3awuTta nepcoHanbHbIX AaHHbIX B-COOTBETCTBUA
c-®3 Ne-152.

HoBble TexHoNOrMKU BHIPUMEHEHUU CUCTEM INIEKTPOHHOTO AOKYMEHTO060poTa Ha-NpeANpUATUN.
Mpo6nembl HTerpaumm C3/ B-nHbOpMaunMoHHOE NPOCTPaHCTBO KoMNaHuu. CoBpeMeHHoe BuaeHne KUC.
MoTuBaLus COTPYAHUKOB NpeAnpuUATUSA Npu peann3aummu Bo3MoXxHocTel CI3/.

MpakTHyeckue BOoNpocbl BHeAPEHUs NIEKTPOHHOIO JOKYMEHT0060poTa B-OpraHn3aLun. AHanu3 fyyLimx NpakTUK POCCUMACKMX
KOMMaHwui no-adheKTMBHOMY BHeZipeHuto U-akcnnyaTtauum C3[, CY[, (cucTembl ynpaBneHus fokyMeHTaMm) u-KNC (KopnopaTMBHOM
MHGbOPMALMOHHON CUCTEMDI).

OeHb 2.

CoBpeMeHHble Tpe6oBaHUSA K-yNpaBlieHYeCKUM JOKYMeHTaM. CUCTeMa U-10ACUCTEMbI OPraHN3aLMOHHO-PacNopPsAANTENbHOI
AOKyMeHTauuu. CocTaBneHue n-opopmneHne oTAeNbHbIX BUAOB JOKYMEHTOB.

OnTummsaums coctaBa JOKYMEHTOB B-COOTBETCTBUM C-6M3HEC-NpoLieccaMmn N-aMUHUCTPaTUBHbIMY NpoLeaypamMu. Bugbl

N-pasHOBUAHOCTUN OpraHU3aLMOHHO-PaCcMoPAANTESbHBIX JOKYMEHTOB. [loroBopbl B-CUCTEME OpraHU3aLUOHHO-pacnopsaanTesibHON

[OKYyMeHTaLuu.

OpraHusaunoHHble AOKYMEHTbI. [onoxeHune, NpaBuia, MHCTPYKLWS, pernaMmeHT-— Tunosomn Gopmynsp, TpeboBaHna K-0GopMIIEHHUIO,

CPOK Ae/CTBMSA, 6yMaXkHasA N-a51eKTpoHHas GpopMbl MpefCcTaB/IeHNst OpUrnHana u-Konuu.

PacnopsautenbHble JOKYMEHTbI, M3[jlaBaeMble Ha-OCHOBE efjMHOHavanus. Npnkasbl NO-OCHOBHOWN AeATENIbHOCTU U-NO-JIMYHOMY

COCTaBY, PacropsiXeHue, nopyyeHue (ykasaHue)-— TUNoBom hopmynsp, obopmineHune, CTpyKTypa TEKCTa, CPOK AencTBUs, GOopMbl

npefcTaBneHus.

PacnopsauTtenbHble JOKYMEHTbI KOMernanbHbiX OpraHoB yrnpasieHus. [NpoToKon, NocTaHOBIIEHME, pelleHne-— Tpe6oBaHus

K-othopMIIeHMIO, CTPYKTYpa TEKCTa, CPOK AeCTBUSA, HOPMbI NpeAcTaBNeHNS.

o CocTaBneHue n-ohopmsieHne cnpaBoYHO-MHHOPMALIMOHHBIX AOKYMEHTOB. AKT, CrpaBKa, cry)kebHas (foknajHas, 06bsCHUTENbHAs)
3anuncka, 3asaBneHve-— TUNoBOWM GopMynsap, PEKBU3UTbI, TpEGOBaHMUS K-0POPMIIEHUIO, CTPYKTYpa TeKCTa, hopMbl NpeacTaBNeHNs.

e TpeboBaHWA K-3/IEKTPOHHbIM COO06LLEHNAM. [Mepenncka No-31eKTPOHHON noyTe.

o [opeKBU3NTHbIV aHaIM3 OKYMEHTOB. MPOTOTUMbI 3/1EKTPOHHbIX LWAbNOHOB JOKYMEHTOB M-KaccubukaTopbl.

MoHsTe o-penoBoii nepenucke. Knaccudbukauus BugoB n-pasHoBuHocTen nucem. O6Lwme npasuia ohpopmieHns peKBUsnToB

n-Tpe6oBaHNs K-CTPYKTYpe TekcTa. Buabl 6n1aHkoB Ans nuceM. bnaHku nucem Kak anemMeHT GupMeHHOro ctuns. MasHasa dyHKLmA

cnyebHoro nucbma-— ycrnewuHas KOMMyHuKaLumus. CTPyKTypa TekcTa MMcbMa B-paMKax yrnpaBJ/ieH4eCKUX KOMMYHUKaLMA. PeyeBble

(hopMy”nbl BEXINBOCTU. A3bIKOBbIE OCOGEHHOCTMU CNYXXEOHbBIX MUCEM W-C/TOBA -«METKN» KOHKPETHbIX Pa3HOBUAHOCTEN NUCEM.

o [opekBU3NTHbIV aHanu3 cnyxebHoro nucbma. MNpoToTMN 9N1EKTPOHHbIX LWABI0HOB U-KnaccudukaTopbl.

[lpenogaBaTenu

NMPUTUKOBA Bepa CtenaHoBHa

MpodeccnoHanbHbI yNpaBnaoWmii LOKYMeHTaMu, LOKYMEHTOBES, 3KCnepT.
JlekTop Poccuitickoit akaieMum HapoaHOro X035IUCTBA U FroCyLlapCTBEHHOMN CnyX6bl nNpu MpesuaeHTe PO.
ABTOp CTaTel U KOHCY/IbTaHT MO yrpaB/ieHNIO AJOKYMeHTaMu (JOKYMeHTOBeAeYeCKUii U apXMBOBEeAYECKUIA acneKTbl).-

HNOPOHWHA Jlapuca AnekceeBHa

KaHaupaT SKOHOMUYECKMX HayK, foLeHT KadeApbl roOCyAapCTBEHHOIO YNpaB/ieHUs U KaApoBoW NoaMTUKM MIYY MpaBuTenbcTBa
MoCKBbI, aBTOP Y4E6HbIX NOCOGMIA MO AOKYMEHTOBEAEHMIO, 9KCMepT HauuoHanbHoi accoumanmnm odUCHbIX CNeLmanmcTos 1
aAMUHUCTPATUBHbIX paboTHUKOB Npw MpesuaeHTe Poccuiickomn defepalm, copaspaboTumk NpodeccMoHalbHbIX CTaHAAPTOB.

Cdepa npoeccmoHanbHbIX MHTEPECOB:

CtpaHuuya: 3us 4


http://www.fcaudit.ru/training/teachers/iritikova-vera-stepanovna/
http://www.fcaudit.ru/training/teachers/doronina-larisa-alekseevna/

MpodeccroHanbHble KOMNETEHLMU: ONTUMKU3ALUS BU3HEC-IPOLIECCOB NPeANpUATUSA, pa3paboTka HOPMaTUBHbIX MaTepuanos Nno
[OKYMEHTUPOBaHUIO YNpaBfeHYeCKOM AesiTENbHOCTH, ayAUT KafpoBOro Aenonpon3BOACTBa, KOHCYIbTUPOBaHWE Mo BbiGopy
nporpaMMHOro NpoAyKTa no aBTomaTusauum AenonpoMsBoACTBEHHbIX MPOLLECCOB. YyacTBOBana B NpoeKkTax no asToMaTusawmm
[OKyMeHToo6opoTa komnanum IKT, IBS, BecTb MeTa-TexHonorunu.

O6pasoBaHue:

OkoHuuna rOCYﬂ,apCTBeHHyK) aKageMuio ynpasieHna UMeHU C.Opﬂ,)KOHVIKVIﬂBe, Kad)ep,pa AOKYMeHTOBeAEHUA U JOKYMEHTALMOHHOIO
obecneyeHuns ynpaBneHusa, LOKyMeHTOoBeA, cneynanunct no VIHCbOpMaLl,I/IOHHbIM TEeXHOJ/1I0IrMAM ynpasieHUA.

My6nukauum:

ABTOp 60nee 150 ny6nvMkauuii, B TOM YMChe cTaTeil B XXypHanax «CnpaBoYHMK CEKpeTaps U opuc-meHegxepar, «CrnpaBoYHUK
KagpoBurKay, «[lenonpon3BoacTBO», «CekpeTapcKoe fenoy, «<YnpaBneHne nepcoHanom», «Cnyxba kagpos», «[ouck: oT npoekTa 4o
KfoYa» u ap.

CtpaHuua: 4 us 4



