8 (495) 698-63-64
8 (800) 234-55-22

seminar@finkont.ru

www.finkont.ru

TecT onga 3aronoBKa a/1eMeHTa

B pamKax Kypca crywarteny pacCMOTPST COBPEMEHHYHO NPaBOBYHO 6asy, Ha KOTOPYHO HY)XXHO OPUEHTMPOBATLCA NpU BEAEHUN
apXVMBHOTO [1e/I0NPOM3BOACTBA, TPE6OBaHNSA K apXMBOXpaHWuLLaMm, Nopsaok hopMUPOBAHUA apXUBHOW CIYX6bl, OpraHu3aumto
XpaHeHus,, NpueMa u BblJauu apxXMBHbIX LOKYMEHTOB, BHEAPEHWE Y NPUMEHEHNE COBPEMEHHbIX aBTOMATU3UPOBaHHBIX U
LMbPOBbIX TEXHOOT WA, OPraHU3aLMIO XPaHEHUS aPXMBHBIX 3/1EKTPOHHbIX AOKYMEHTOB.

Jata npoBepeHusn: 27 -28 mas 2026 ¢ 10:00 po 17:30
ApTtukyn: MC27302

Bup ob6yyenus: Kypc noBbileHust KBanudukaumm
®dopmart obyueHus: [1HeBHOM

CpokK obyueHus: 2 fHsl

MpogomkuTenbHocTb 06yyeHus: 16uacoB

MecTo npoeefeHus: r. MockBa, yn. 3on10Tas, 4. 11, 6Bu3Hec-LeHTp «30/10TO», 5 aTax. BceM yyacTHMKaM BbicbliaeTcsl NoApo6Has cxema
npoesfa Ha ceMuHap.

CtoumocTb yyactus: 40 900 py6.
[ins yyacTHMKOB NpefyCMOTPEHO:

MeToaunuyeckuii MaTepumarn, Kode-naysbl.

[loKyMeHT no okoH4YaHuu o6y4eHuns: o ntoram obyyeHns cryliaTenu, yCnewHo NpoLiefLline UTOroByto aTTecTaluto No nporpamMmme
06y4eHus, NoslyyatoT Y 4OCTOBEPEHME O MOBbIWEHUN KBanudukaumm B o6bemMe 16 4acos (B COOTBETCTBUM C NIULIEH3UEN Ha NpaBo
BefleHVs1 06pa3oBaTesibHON AesTeNbHOCTH, BblAaHHO [enapTaMeHToM 06pa3oBaHusi U Hayku ropoaa MockBbl).

Ilna koro npegHasHaveH

PykoBoautenei apxmBoB NpenpUsITUIA U OpraHn3aLmii pasnyHbIX OpraHM3aunoHHO-NpaBoBbIX GOpM, pykoBoguTenen cnyxeé 0V,
COTPYAHWUKOB KaHLeNsipu1, cekpetapmnaTta, o6LUx OTAENO0B, CEKpeTapen, MOMOLLHUKOB pyKoBoAUTENEN, pedepeHTOB, MepCOHabHbIX
accUCTEHTOB, opUC-MeHeXXepOoB, AeloNpon3BoauTeNei, OKYMEHTOBEAO0B 1 apX1BapuyCcoB, PyKOBOAUTENEN U COTPYLHUKOB CNyX6
aBToMaTu3auum (IT-cnyx6), BHEAPSIOLMX UIIM MOLEPHU3UPYIOLLMX SNIEKTPOHHbBIN apXMB OpraHu3aLuu.

Lienb o6y4yeHus

nO.ﬂy‘-WITb pa3bACHEHUA K nociegHUM HOPMaTUBHbIM AOKYMEHTaM U NpakTuyeckmne pekoMmeHgauum no opraHnsaumm xpaHeHna
AOKYMEHTOB B OpraHuU3aumax no6oro Tmna.

OCco6eHHOCTM NpOorpaMmbl

CtpaHuua: 1us 4
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3a nocnefHune rofbl yTBepXAeHO MHOIO HOPMaTUBHO-METOANYECKMX [JOKYMEHTOB M0 apXMBHOMY [iefly: HOBble NpaBuia XpaHeHus
noKyMeHTOoB ¢ peBpansa 2020 roga (Mprka3 Pocapxusa oT 20.12.2019 N2 236); HoBble Tpe60BaHMSA K CUCTEMAM 3JIEKTPOHHOMO
[lokymeHToo60poTa (C3/1) M cucTeMaM XpaHeHuWst 3N1eKTPOHHbIX JoKyMeHToB (CX3[1) B apxuBax rocyiapCTBeHHbIx opraHoB (Mpukas
Pocapxuea oT 15.06.2020 N269); BHeceHbl M3MeHeHWs B [paBuna opraHm3aLnm XxpaHeHus, KOMINJIEKTOBaHUS, y4eTa U UCMOb30BaHUA
Hay4yHO-TeXHWUYeckol fokyMeHTauum (Mpukas degepanbHoro apxuBHoro areHTcTBa oT 12.08.2021 N2 72), B MopagoK UCNonb3oBaHUs
apXMBHbIX JOKYMEHTOB B rOCYAapCTBEHHbIX M MyHULMNabHbIX apxuBax Poccuitickoin depepauum (Mpukas GefepanbHOro apxuBHOroO
areHTcTBa oT 09.06.2021 N2 51); ¢ okT6ps 2020 roaa 3a HapyLUeHWe NpaBu XPaHEHUA apXMBHbIX AOKYMEHTOB AeCATUKPATHO BbIpOCN
wrpadbl.

PesynbTaT 06y4YeHus

B pe3ynbTaTte 06y'-IeHMﬂ Y4YaCTHUKHU Kypca ano6peTyT NnpaKTUu4YeckKue HaBblKK:

e Mo 0T60OPY AOKYMEHTOB Ha XpaHEHWE, MPOBEAEHUIO KCMEPTU3bI LLEHHOCTU AOKYMEHTOB, ONpefeneHuio CPOKOB XpaHeH!s!
apXMBHbIX LOKYMEHTOB, YNOpsAA0YEHUIO JOKYMEHTOB A/1A UX Nepefayn Ha apXMBHOe XpaHeHue.

o Mo BHEAPEHWIO MHDOPMALIMOHHbBIX TEXHONOTUIA B AESTENIbHOCTb apXUBa, MPUMEHEHUIO NMPUKIAAHOI0 NPOrpaMMHOro
o6ecneyeHnsa U CPaBHUTENIbHOTO aHasiM3a NPOrpaMMHbIX NMPOAYKTOB A/ NMOUCKa ONTUMAIbHOTO PELLEHUS.

e [0 opraHusaLuy XpaHeH s apXMBHbIX 3JIEKTPOHHbIX AOKYMEHTOB.

9TO MeponpuaTUe MOXHO 3aKa3aTb B KOpnopaTuBHoM opmaTe (06y4eHne COTPYAHUKOB OHOM KOMMNaHuK).

MeponpusaTne npoxoauT B paMKax KypcCa rnoBblllieHnA KBaJ'IMCl)MKaLI,MMI

L] CﬂeLl,VIaﬂVICT no opraHn3ayMOHHOMY U JOKYMEHTALMOHHOMY obecneyeHunto ynpaBneHua opraHMsaumePl

[TporpamMma 06y4YeHus

AeHb 1.

JloKyMeHTasnbHbIi U apXnBHbIi poHAbI opraHusaumu. HopMaTuBHbIE TPe60BaHMA K OpraHM3aLMm TeKYLLLEro onepaTUBHOrO ¥ apXUBHOIO
XpaHeHUs! JOKYMEHTOB.

o QepepanbHbIi 3akoH oT 22.10.2004 N2 125-03 «06 apxuBHOM aene B Poccuiickon Gefepaunm». 06s13aTeNIbHOCTb apXMBHOIO XpaHEHUs!

JOKYMEHTOB B TE€YEHME HOPMATUBHbIX CPOKOB.

MoHATMA «AOKYMeHTasbHbI GOHAY», «<apXMBHbIN HOHAY, «KAPXUBHbIA AOKYMEHT». OTBETCTBEHHOCTb 3@ OPraHM3aL Mo TEKYLLEro

onepaTMBHOIO U apXMBHOIO XpaHeHWs fOKYMeHTOB. OTBETCTBEHHOCTb 3a OCYLLECTBIEHNE TEKYLLErO XpaHeHUsl U obecrneyeHns

COXpPaHHOCTU. [lOKYyMEHTbI OpraHusaLuu - akTuB, UMEOLLNIA LIEHHOCTb.

MpaBnna opraHM3aLumn XxpaHeHu s, KOMINJIEKTOBaHUS, y4eTa 1 UCMOob30BaHWs JOKYMEHTOB ApxuBHoro doHaa Poccuiickon Pepepaumm

U ApYrvX apXUBHbIX OKYMEHTOB B OpraHax rocylapCTBEHHOM BlacTH, OpraHax MeCTHOro camoynpaB/ieHns U opraHusauyusix (yTe.

npukasoM Pocapus 31.07.2023 N2 77). NpoeKT HoBoW Bepcuu MNpasus.

MepeyHn fOKYMEHTOB CO CPOKaMM XpaHeHUs. [NepeyeHb TUMOBbIX YNPaB/IeHYECKMX apXMBHbIX JOKYMEHTOB, 06pasyoLMxcs B npouecce

[esATeNIbHOCTUN rocyapCTBEHHbIX OpPraHoB, OPraHOB MECTHOIO caMOoyrnpaBfieHUsi U OpraHM3auuni, C ykasaHneM CPOKOB UX XpaHeHUs

(yTB. Nnpukasom Pocapxmsa oT 20.12.2019 N2 236 1 MHCTpYKUMS MO ero npumeHeHuto (yTB. Npukasom Pocapxusa oT 20.12.2019 N2 237).

CpoKM XpaHeHNs fLOKYMEHTOB B 6YMa)KHOW 1 3NEKTPOHHOM Gopme.

MpuHUMNbI, KPUTEPUM U 3Tanbl SKCNEPTU3bI LLEHHOCTN AOKYMEHTOB. Co3aHue aKCnepTHON KOMUCCUK opraHusaumu. NMpumepHoe

nosioxeHune 06 aKCNepTHOM KOMUCCUU opraHunsaumuu (yTB. npukasoM Pocapxuea oT 11.04.2018 N2 43).— OpraHusaums u

[OKYMEHTUpPOBaHue paboTbl 3KCMEPTHON KOMUCCUW.

e Pofib HOMeHKATypbl AeNn B cucTeMaTmaaunm JOKyMeHTanbHoro poHaa. Tunbl U BUAbI HOMeEHKNaTyp gen. Metoamka u

OpraHv3auMOoHHbIe npoLeaypbl pa3paboTKu 1 BeAeHUss HOMeHKIaTypbl Aen. [JononHeHWe K HOMeHKaType fefl. 3HayeHne

HOMeHKIaTypbl AeN AN COCTaBNeHUs1 onucein JoKyMeHToB. HoMeHKNaTypa Aen Kak knaccubukaTop B CUCTEME 3/1IEKTPOHHOO

LLOKyMeHToo60poTa.

ApxuBHbI HOHA OpraHM3aummn U YCTaHOBIEHME ero rpaHuL. MonoxeHne 06 apxvnBe UM NOJIOXKeHNE 06 apXMBHOM XPaHEHUU

JOKYMeHTOB. [10KyMeHTbl GUIManoB, NpeacTaBuUTeNIbCTB U OTAENIEHUI: UX MECTO B apXMBHOM (QOHAE FO/IOBHOW OpraHv3aumu.

OTBETCTBEHHOCTb 3a apXMBHOE XpaHEeHNEe JOKYMEHTOB.

e KOHTpOb 3a CO6/M04eHNEM CPOKOB XpaHEHUS U 06ecneyeHneM COXPaHHOCTU AOKYMEHTOB. [OTHOMOUMS YNOTHOMOYEHHbIX apXMBHbIX
opraHoB. AMWHUCTpaTUBHasi OTBETCTBEHHOCTb 3a HECOBNOAEHNE CPOKOB XPaHEHMUSI.

CTpaHuua: 2 us 4
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o OpraHusaums xpaHeHus U obecrnevyeHne COXPaHHOCTU apXMBHbIX JOKYMEHTOB. Tpe6oBaHUA K 3[aHMUI0, MOMELLEHUAM U TEXHUYECKOMY
OCHalLeHu o apxuBa. Tpe6oBaHMs K peXXMMaM XpaHeHUst AOKYMEHTOB. QKCMepTu3a NpurogHoCTM NoMeLLeHus AN pasMeLLeHus B HeM
apxuBa. 0630p COBpeMeHHOro 060pyA0BaH1s A5 OCHALLEeHUs apXMBHbIX MOMeLLeHA, 06paboTKM U XpaHeHUS apXMBHbIX AOKYMEHTOB.

e CUCTEMa YYETHbIX JJOKYMEHTOB apxuBa. CocTaB OCHOBHbIX (0613aTeNIbHbIX) M BCMOMOraTesbHbIX yYeTHbIX JOKYMeHTOB. [leno ¢hoHaa.
Buabl onuceit fen. MeToanKa CoCTaBEHNUs ONUCEN AeN 3NeKTPOHHbIX LOKYMEHTOB.

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

e lNopsAzoK NOArOTOBKM AeN AN Nepefayn B apxuB (Ha apxMBHoe xpaHeHue). paduk npuéma-nepeaaun. ApXMBHO-TEXHUYECKas
06paboTKa, cCocTaB/ieHNe BHYTPeHHUX onucer gen. OhopmneHme 06510)KeK Aen NoCTOAHHOMo, BpeMeHHOro (cBbiwe 10 feT) cpokoB
XpaHeHUs U fien No IMYHOMY COCTaBy.

o OnucK aen CTPYKTYPHbIX NoApa3faeneHuii U NPOeKTbl akTOB O BbIAENEHUN K YHUUTOXEHWIO LOKYMEHTOB, HE MoAJ/1exallux apxXMBHOMY
XpaHeHuto. FoaoBble pasfesnbl CBOAHbIX OMUCEN U CBOAHbIE aKTbl.

¢ Mcnonb3oBaHune apXMBHbIX [JOKYMEHTOB B yNpaB/ieHYeCKON AeATENbHOCTU U B LIeSIAX 3alMUTbl coLManbHbIX Npae rpaxgaH. Mopsaok
BblZJa4yM apXMBHbIX AOKYMEHTOB MO 3anpocaM YNoJIHOMOYEHHbIX rOCYLapCTBEHHbIX OPraHOB U KOHTPOJIb 3@ UX BO3BPATOM.

Apxus Hay'-IHO-TeXHW-IeCKOﬁ AOKYMEeHTaLuu.

e OpraHusauus apxmBa Hay4YHO-TEXHUYECKOW AOKYMeHTauuu. lNpaBuna opraHmsaummn XpaHeHWs, KOMIMIEKTOBaHUS, y4eTa u
NCMONb30BaHNA Hay4YHO-TEXHUYECKOM AOKYMEHTaLMK B OpraHax rocyfapcTBEHHOM BfacTu, opraHax MeCTHOMO CaMoynpaBieHus,
rocyZlapCTBEHHbIX U MyHULMMNANbHbIX OpraHu3auusx (yTB. npukasom defepanbHoOro apxuBHoro areHtTcTea ot 09.12.2020 N2 155,
3apernctp. MuHtoctoM Poccum 12.03.2021 N2 62735): xapakTepUCTKa HOPMATUBHOIO NPaBoBOro akta. OCHOBHbIE MOMOXEHWS.

o JNEeKTPOHHbIN apXMB Hay4YHO-TEXHUYECKOW fokyMeHTauumn (HTL) kak yacTb kopriopaTuBHOW MHbOpMaLMoHHOW cucTeMbl (KUC).
OCO6EeHHOCTH 3/1EKTPOHHOrO apxuBa HT[,. BsaumogencTeue cnyobl 4ENONPOM3BOACTBA, apxuea v ciyxébl HT /.

AeHb 2.
ONeKTPOHHbIV apXUB OpraHu3aLmn: cobnoaeHne TpeboBaHUi, NPaKTUYECKUe BONPOChl OpraHM3aLum U TeEXHUYECKOro obecneyeHus.

e PerynmpoBaHue apxMBHOIO XpaHeHWs OKYMEHTOB B 3/1eKTPOHHON opme. [oHATUE «apXMUB 31eKTPOHHbIX foKyMeHToB». TOCT P UICO
30300-2015,FOCT P 7.1.101-2018/MCO 30301:2011 u ap. NMpukas Pocapxvsa oT 31 utons 2023 r. N 77. (3KcnepTHbI KOMMEHTapMWiA).
MepcneKTUBbI pasBUTUS HOPMAaTUBHOMN 6a3bl.

o Tpe6oBaHUs K apXMBHOMY XpaHeHuto S, OyHKLMOHaNbHble TPE6OBaHUS K cucTeMaM XxpaHeHust 3. AyTEHTUYHOCTb, AOCTOBEPHOCTb,
LieNIOCTHOCTb, MPUrOAHOCTb AJ151 UCMONb30BaHus S/ TEXHOMOMMM 3alUTbl; TEXHOIOTMN 06ecrneyeHunst LONroOBPEMEHHOW COXPaHHOCTH
9[; noaaep>xka MUrpaLmmn u KoHeepTaLuy; GopmaTbl XpaHeHus1.

o CTaHAapTbl, PyKOBOACTBA M METOAMYECKME pEKOMEHAALMMN. OCOBEHHOCTH 3KCNEePTU3bI LLEHHOCTM 3/IEKTPOHHbIX JOKYMEHTOB.

e [loaxoAbl K opraHM3aLmm apXMBHOIr0 XpaHEHUs 3N1EKTPOHHbIX JOKYMEHTOB.

TexHonorun cospaHus 9JIEKTPOHHOro apxuBa U 3JIeKTPOHHOIro XxpaHeHusd AOKYMEHTOB.

e OuudpoBka 6ymaxkHoro apxuaa. LlenecoobpasHocTb 1 nepcrnekTuBbl ouUGPOBKU. INEKTPOHHbIN Ay6IMKaT apXMBHOIO AOKYMEHTA.
KoHBepTaLusi AOKYMEHTOB. INEKTPOHHble Ay6AuKaThbl JOKYMEHTOB Ha 6YyMaxHOM HocuTene. MNepeBos LOKYMEHTOB B 3/IEKTPOHHYIO
topMy (ckaHWpoBaHuWe, pacnosHaBaHue, MaeHTUdMKaumsa U MapkupoBka). MpugaHue ropuanYecKon sHaummocTm 3.

e OpraHusauus npouecca nepegauv oundpoBaHHbIX JOKYMEHTOB.

o XpaHeHue oundppoBaHHbIX JOKYMEHTOB Ha pu3nMyeckn 060Cc06NEHHbBIX HOCUTENAX 3anucK, B cocTaBe UHHOPMALMOHHOW CUCTEMDI
9/TIEKTPOHHOIO apxXuBa.

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

[lpenogaBaTenu

MBAHOBA Jlapuca AHaTofnbeBHa

3KcnepT-NpakTUK ¢ 25-n1eTHUM ONbITOM MNpenofaBaTenbCKON U afMUHUCTPATUBHO-YNPaBIeHYeCKoh paboTbl B KPYMHbIX KOMMepPYecKmx 1
rocyfapCTBEHHbIX CTPYKTYpax, BEAYLLUMA SKCNEPT N0 LOKYMEHTO060POTY GpUpMbl «1C».

HNOPOHWHA Jlapuca AnekceeBHa

KaHAmnaaT aKOHOMUYECKMX HayK, AOLeHT Kadeapbl rocyAapCTBeHHOro ynpasneHus u kagposoi nonutuku MIYY MpasutenscTea
MocCKBbI, aBTOp y4e6HbIX MOCO6MiIA MO JOKYMEHTOBEAEHUIO, IKCTEepT HauuoHanbHoi accoumaumum obuCHbIX CneumanncTos 1
aAMUHUCTPATUBHbIX paboTHMKOB npu MpeangeHTe Poccuitckon deaepaumm, copaspaboTumk NpoheccMoHanbHbIX CTaHAapToB.

Cdepa npoeccOHaNbHbIX MHTEPECOB:

nPOdJECCVIOHaﬂbeIe KOMMneTeHUuun: ontumMunsauuna 6V|3Hec—npou,eccos npeanpuaTus, pa3pa60TKa HOPMAaTUBHbIX MaTepunanos no
AOKYMEHTUPOBAHUIO ynpaBnqueCKoM AeATeNIbHOCTH, ayauT KagpoBoro Aenonpon3soacTea, KOHCYybTUpoBaHUE No Bbl60py
nporpaMMHOro NpoaykTa no aBTomMaTusaumm Aenonpon3BoaCTBEHHbIX MPOLECCOB. YyacTteBoBana B npoekTax No aBToMaTusauuu

CtpaHuuya: 3us 4
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[OKyMeHToo60poTa KoMnanum IKT, IBS, BecTb MeTa-TeXHOIOMUN.

O6pasoBaHue:

OKoHuMna FocyaapCTBEHHYIO akaZeMuto yrnpaBneHnst uMeHn C.OpaXKoHMKna3e, kadenpa AOKYMEHTOBELEHNS U [OKYMEHTALMOHHOMO
o6ecneyeHns ynpaBfeHus, LOKYMEHTOBEZ, CNeLmanucT no MHGOPMaLMOHHBIM TEXHOIOMMUSIM YrpaBieHus.

My6nukauum:

ABTOp 60nee 150 ny6nvkauuii, B TOM Y1Cie cTaTeil B XXypHanax «CnpaBoYHUK CEKpeTaps U opuc-meHegxepar, «CnpaBoYHNK
KagpoBurKay, «[lenonpon3BoacTBO», «CekpeTapcKoe fenoy, «<YnpaBneHue nepcoHanom», «Cnyxba kagpos», «[ouck: oT npoekTa 4o
KfoYa» u ap.

CtpaHuua: 4 us 4



