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TecT ANns 3arosioBKa 3JIeMeHTa

B pamkax Kypca crylaTeny pacCMOTPSIT COBPEMEHHYHO NPaBOBYHO 6a3y, Ha KOTOPYHO HY)>XHO OPUEHTUPOBATLCS NpU BEAEHUN
apXMBHOrO eNoNpon3BOACTBa, TPEGOBaHMS K apXMBOXPaHUMLLAM, NOPALOK GOPMUPOBaHNUS apXMBHOW CNYXX6bl, OpraHM3aLmio
XpaHeHus, NpueMa u Bbl4aun apXMBHbIX LOKYMEHTOB, BHEAPEHWE Y NMPUMEHEHNE COBPEMEHHbIX aBTOMATU3UPOBaHHbIX U
LMbPOBbIX TEXHONOTMIA, OPraHU3aLMIo XpaHEHUs1 aPXMBHBIX 31EKTPOHHbIX AOKYMEHTOB.

[ata nposepeHusn: 27 -28 mas 2026 ¢ 10:00 no 17:30
ApTukyn: MC27303

Bup, 06yuenus: Kypc noBbilleHus KBanudukaumm

dopmart obyyeHuss: OHNaiH-TpaHCsAUmMS

Cpok obyueHus: 2 fHs

MpopomkuTenbHOCTb 06yuyeHus: 164acos

CtoumocTb yyactus: 40 900 py6.

[ins y4yacTHUKOB NpefycMOTPeHo: MeToAnYecKunii MaTepuar.

JI0OKyMeHT no oKoH4YaHuU obyyeHus: o nToram obyyeHus cnyliaTenu, yCnewHo nNpoLleaLlne UTOroByo aTTecTaLuto No NporpaMme
06y4eHUs, MOlyyatoT Y 4OCTOBEPEHME O MOBbILWEHUN KBanudukaumm B o6bemMe 16 4acos (B COOTBETCTBUM C NIULIEH3NEN Ha NpaBo
BefleHVsi o6pa3oBaTesibHON AesTeNbHOCTH, BblAaHHO [enapTaMeHTOM 06pa3oBaHusi U Hayku ropoga Mocksbl).

Ina Koro npegHasHayeH

PykoBoauTenei apxvBoB NpeAnpusTUIA U OpraHn3aLnil pasnnyHblX OpraH1M3aLMoHHO-NPaBoBbIX GopM, pykoBoauTenen cnyx6 A0Y,
COTPYAHWKOB KaHLEeNsp1m, cekpetTapmnaTa, obLLMxX OTAENOB, CEKpPeTapew, MOMOLLHUKOB pyKoOBoAUTENER, pedepeHTOoB, NepCoHanbHbIX
acCUCTEHTOB, 0rC-MeHeXXepoB, Ae/I0NPon3BoOAUTeNel, AOKYMEHTOBEAOB 1 apX1BapuyCcoB, PyKOBOAUTENEN U COTPYAHUKOB CNyX6
aBToMaTtusaumu (IT-cnyx6), BHEAPAIOLLMX UM MOLEPHU3UPYHIOLLMX 3NIEKTPOHHbIN apXuUB OpraHusaumu

Llenb o6yyeHus

nOﬂy‘JVITb pa3bACHeHUA K nocsieHUM HOPMaTUBHbIM AOKYMEHTaM U NpakTuyeckmne peKkoMmeHgauum no opraHnsaumm xpaHeHus
AOKYMEHTOB B OpraHm3aumax no6oro Tuna.

OCco6eHHOCTH NporpaMmmsil

3a nocnegHune rofbl yTBEPXAEHO MHOMO HOPMaTUBHO-METOANYECKUX JOKYMEHTOB MO apXMBHOMY Aesy: HOBble NnpaBusia XxpaHeHns
nokyMeHToB ¢ peBpansa 2020 roga (Mprka3 Pocapxuea oT 20.12.2019 N2 236); HoBble Tpe60BaHMS K CUCTEMAM 3/IEKTPOHHOMO
JokKymeHToo60poTa (C3/1) M cucTemaM XpaHeHuWst 3N1eKTPOHHbIX JoKyMeHToB (CX3/1) B apxuBax rocyapcTBeHHbIx opraHoB (Mpukas
Pocapxuea oT 15.06.2020 N269); BHeceHbl M3MeHeHWs B [paBuna opraHM3alunm XpaHeHusi, KOMINJIEKTOBaHUS, y4eTa U UCMONb30BaHusA
Hay4yHO-TexHUYecKon fokymeHTaumu (Mpukas GeaepanbHOro apxMBHOro areHTcTBa oT 12.08.2021 N2 72), B MNopagok MCnonb30BaHuUs
apXVBHbIX OKYMEHTOB B FOCYAapCTBEHHbIX MU MyHULMNANbHbIX apxuBax Poccuiickoit depepauun (Mpukas denepanbHOro apxMBHOro
areHTcTBa 0T 09.06.2021 N2 51); ¢ okTsi6psi 2020 roaa 3a HapyLUeHWe NpaBW XPaHEHWUSA apXMBHbIX AOKYMEHTOB AECATUKPATHO BbIPOCIN
wrpadbl.

PesynbTaT 06y4YeHus

B pe3ynbTaTe 06yyeHNst y4aCTHUKM Kypca NPpMO6peTyT NpaKTUYecKne HaBbIKU:
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e [0 0T60PY AOKYMEHTOB Ha XpaHeHne, NPOBEeAEHUIO 3KCMEePTU3bl LEHHOCTU [OKYMEHTOB, ONpefeNieHN0 CPOKOB XpaHeHust
apXUBHbIX OKYMEHTOB, YNOPSIAOYEHMNIO JIOKYMEHTOB AJ151 UX Nepefayn Ha apxMBHOE XpaHeHMe.

e [0 BHeapeH o MH(HOPMaLMOHHbIX TEXHOMOTUI B 1eATeNIbHOCTb apXuBa, MPUMEHEHUIO NPUKIAAHOro NPOrpaMMHOro
obecrneyeHnss u CpaBHUTENIbHOrO aHann3a NPOrpaMMHbIX MPOAYKTOB AJ151 MOMCKA ONTUMAsbHOMO pPeLleHus.

e [1o opraHu3auny XpaHeHUs1 apXMBHbIX 3JIEKTPOHHbIX JOKYMEHTOB.

3TO MeponpuATUe MOXHO 3aKa3aTb B KOpNopaTMBHOM topmaTe (06yyeHne COTPYAHUKOB OAHOM KOMMNaHuu).

MepoanﬂTme npoxogunT B paMKaX KypcCa nosbllieHnA KBaJ'IVId)I/IKaLI,I/II/II

e CreuuanucT no opraHU3auMoHHOMY U JOKYMeHTaLMOHHOMY 06ecreyeHnto yripaBieHns opraHusaumen

[TlporpamMmma oby4yeHus

OeHb 1.

[loKyMeHTanbHbIi U apXUBHbIiA GpOHAbI opraHn3aumu. HopmaTUBHble Tpe60BaHUS K OpraHM3aLu TEKYLLLEro onepaTUBHOro U apXUBHOIO
XpaHeHUs1 LOKYMEHTOB.

o PepepanbHbIf 3aKoH oT 22.10.2004 N2 125-03 «06 apxvBHOM aene B Poccuiickon Gegepaunmn». 06513aTeNIbHOCTb apXMBHOIO XpaHEHUS

[JOKYMEHTOB B Te4eHWe HOPMaTUBHbIX CPOKOB.

MoHATMA «AOKYMeHTanbHbIA HOHAY, «<apXMBHbIN HOHAY, «KaPXUBHbIA AOKYMEHT». OTBETCTBEHHOCTb 3a OpraHM3aLunio TeKyLLLero

OMnepaTMBHOIO U apXMBHOIO XpaHeHWs fOKYMeHTOB. OTBETCTBEHHOCTb 3a OCYLLECTBIEHNE TEKYLLLErO XpPaHeHWs U obecrneyeHns

COXpaHHOCTU. [IOKyMEHTbI OpraHusaLmnm - akTuB, UMEIOLLNIA LIEHHOCTb.

MpaBuna opraHn3aLumn XxpaHeHu1sl, KOMNIEKTOBaHUS, yyeTa 1 UCMoNb30BaHWA AOKYMeHTOB ApxmBHoro doHAaa Poccuiickon Pepepaumn

U OpYruX apXUBHbIX OKYMEHTOB B OpraHax rocyiapCTBEHHOI BlacTU, OpraHax MeCTHOIro camoynpaBfieHUs U opraHusauusix (yTB.

npukasoM Pocapus 31.07.2023 N2 77). MNpoeKT HoBoOW Bepcuu MNpaeus.

MepeyHn fOKYMEHTOB CO CPOKaMM XpaHeHust. [epeyeHb TUMOBbIX YyNPaBNEHYECKMX apXMBHbIX JOKYMEHTOB, 06pasyoLMxcs B npoLecce

[esATeNIbHOCTUN rocyfapCTBEHHbIX OpraHoB, OpraHOB MECTHOIO caMOoyrnpaBfieHNst U OpraHM3aumni, C ykasaHMeM CPOKOB UX XpaHeHUs

(yTB. Nnpukasom Pocapxusa oT 20.12.2019 N2 236 1 MHCTpyKUMs MO ero npumeHeHuto (yTB. npukasom Pocapxuea oT 20.12.2019 N2 237).

CpOoKM XpaHeHUS LOKYMEHTOB B 6YMa)KHOWN M 3NEKTPOHHOW dhopme.

o [1pyMHLMNbI, KPUTEPUU M 3TaMbl AKCNEPTU3bI LEHHOCTN JOKYMeHTOB. Co3faHune 3KCMepTHOM KOMUCCUM opraHusauun. lNpumepHoe
nosioXeHune 06 aKCNepTHOM KOMUCCUU opraHu3auun (yTB. NpukasoM Pocapxuea oT 11.04.2018 N2 43).— OpraHusaums u
[OKYMEHTUpOBaHWe paboTbl 3KCMEPTHON KOMUCCUW.

e Ponb HOMeHKNaTypbl Aen B cUCTEMaTU3aLNM AOKYMeHTanbHoro doHAaa. Tunbl v BUAbI HOMEHKNATYp Aen. Metoanka u

OpraHusauMoHHble NpoLeaypbl paspaboTku U BeAEHUA HOMEHKNaTypb! Aen. [lonofHeHne K HOMeHKaType fen. 3HayeHve

HOMeHKNaTypbl AeNn AN COCTaBMIeHUs onucein JOKYMeHToB. HoMeHKnaTypa Aen Kak knaccubukaTtop B CUCTEME 3/1IEKTPOHHOIO

JOKYMeHToo60poTa.

ApXUBHbIA HOHA OpraHn3aunmn n ycTaHoBeHWE ero rpaHul. MonoxeHne 06 apxvBe UM NONOXeHWE 06 apPXMBHOM XPaHEHUM

[OKYMEeHTOB. [10KyMeHTbl GuinManos, NpeacTaBUTeNbCTB U OTAENIEHUI: UX MECTO B apXMBHOM (POHAE rO/IOBHOW OpraHm3aumu.

OTBETCTBEHHOCTb 3a apXMBHOE XpaHeHne JOKYMEHTOB.

KoHTposb 3a cO6N0AEHMEM CPOKOB XpPaHeHUs M 06ecnevyeHnemM COXpaHHOCTU JOKYMEHTOB. [TOTHOMOYMS YNIOSTHOMOYEHHbIX apXUBHbIX

opraHoB. ALMVHUCTpATMBHAasi OTBETCTBEHHOCTb 3a HECOBNIOAEHNE CPOKOB XPaHEHMUSI.

OpraHusauumsa xpaHeHns 1 ob6ecrieyeHme COXpaHHOCTM apXMBHbIX fJOKYMEHTOB. TpeboBaHWA K 34aHUI0, MOMELLEHUSAM U TEXHUYECKOMY

OCHaLLLeHMIo apxvBa. TpeboBaHUs K PeXXMMaM XpaHeHU st LJOKYMEHTOB. JKCNepTU3a NpUrogHOCTM NOMELLEHNS AN1A Pa3MeLLeHUs B HEM

apxuBa. 0630p COBPEeMEHHOro 060pyA0BaHUs A1 OCHALLEHUS] apXMBHbIX MOMELLEHWIA, 06PabOTKMU U XPaHEHUS apXUBHbIX AOKYMEHTOB.

CucTema y4yeTHbIX JOKYMeHTOB apxuBa. CocTaB OCHOBHbIX (06513aTeIbHbIX) U BCMIOMOraTesIbHbIX YYeTHbIX [JOKYMEHTOB. [leno doHAaa.

Buabl onucen aen. Metoamka cocTaBfieHUss onucen Aen a1eKTPOHHbIX JOKYMEHTOB.

o KomMnnekToBaHue apxvBa opraHmsaunn. Cnnucok CTPYKTYPHbIX MOApasAeneHNn-MCTOYHUKOB KOMMIEKTOBaHUS.

o MNopsifoOK NOArOTOBKY fien Ansi nepefayn B apxve (Ha apxuBHoe xpaHeHue). Mpaduk npuéma-nepesadn. ApXMBHO-TEXHUYECKas
06paboTKa, cocTaB/eHMe BHYTPEHHMX onuceit gen. OdopmieHne 0610XeK fen NOCTOSHHOrO, BpeMeHHoro (cebiwe 10 neT) cpokos
XpaHeHus v Aen no JIMYHOMY CocTaBy.

o Onucu gen CTPYKTYPHbIX NOAPasfaesieH!n U NPOEeKTbl aKTOB O BblAENEHUN K YHUUTOXEHWUIO JOKYMEHTOB, He NOoAJIeXaLlMX apXMBHOMY
XpaHeHuto. o oBble pa3fesibl CBOAHbIX ONUCEN U CBOAHbIE aKTbl.

e /icnonb3oBaHne apXMBHbIX AOKYMEHTOB B yrpaB/IeHYeCKON [eATeIbHOCTU U B LiefISIX 3aluTbl CoLManbHbIX Npas rpaxaaH. Mopsaaok
BblAayn apXMBHbIX OKYMEHTOB M0 3arnpocam YyNoSIHOMOYEHHbIX FOCYAapCTBEHHbIX OPraHOB U KOHTPO/Ib 3a X BO3BPaTOM.

Ale‘IB Haquo-TexuuquKoﬁ AOKYMeHTauuu.
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o OpraHusauns apxmBa Hay4YHO-TEXHMYECKOM AOKYMeHTauumu. NpaBuna opraHMsanmm XxpaHeHUs, KOMMIEKTOBaHUS, yyeTa 1
NCMNoJSIb30BaHUSA Hay4YHO-TEXHUYECKOMN AOKYMEHTaLUun B opraHax rocyiapCcTBeHHOM BacTH, OpraHax MeCTHOro camoyrnpaB/ieHus,
roCyAapCTBEHHbIX ¥ MyHULMMNANbHbIX OpraHu3auusx (yTB. npukasom defepanbHoOro apxmeHoro areHTcTea ot 09.12.2020 N2 155,
3apeructp. MuHtoctoM Poccum 12.03.2021 N2 62735): xapakTepUCTHKA HOPMATUBHOIO NPaBOBOro akTa. OCHOBHbIE MONOXEHUS.

e ONIEKTPOHHbI apXMB HayYHO-TEXHUYECKOMN AoKyMeHTaumm (HT/L) Kak yacTb KopropaTuBHOW MHGOpMaLMoHHoW cucTembl (KUC).
OcobeHHOCTHM 3neKTpoHHOro apxuea HT/L. BaaumopeincTeume cnyxobl AefIoNpou3BOACTBA, apxuBa U cnyx6bl HT.

JeHb 2.
OneKTPOHHbI apxXUB OpraHU3aLum: cobnofeHne Tpe6oBaHmiA, NpaKTUYECKUe BONPOChbl OpraHM3aLum U TEXHUYECKOro obecrneyeHus.

e PerynvpoBaHue apxMBHOro XpaHeHUs ALOKYMEHTOB B 311eKTPOHHOM hopMe. MoHATHE «apXMB 3NEKTPOHHbIX fOoKymMeHToB». TOCT P UCO
30300-2015,FOCT P 7.1.101-2018/MCO 30301:2011 v ap. Npukas Pocapxuea oT 31 utons 2023 r. N 77. (3KcnepTHbI KOMMEHTapUiA).
MepcnekTnBbl pasBUTMS HOPMATUBHON 6a3bl.

o Tpe6oBaHWA K apXMBHOMY xpaHeHuto 3[1. PyHKLMOHabHble TpeboBaHNsA K cucTeMam xpaHeHns S/1. AyTEeHTUYHOCTb, AOCTOBEPHOCTD,
LieIOCTHOCTb, MPUrOAHOCTb AJ/151 UCMOJIb30BaHWs 3[1: TEXHOMNOrMK 3aLLUTbI; TEXHOSIOMMM 06ECNeYeHNs AONTOBPEMEHHOW COXPaHHOCTH
9/1; nopaepXKa MUrpaLnm N KoHBepTaumm; hopmaTbl XpaHeHWS.

o CTaHAapTbl, PyKOBOACTBA M METOAMYECKME peKOoMeHAaLMN. OCOBEHHOCTY 3KCNepTU3bl LIEHHOCTM 3/IEKTPOHHbIX OKYMEHTOB.

e [loaxoAbl K OpraHn3aLuny apxMBHOIO XpaHeHUs 3N1EeKTPOHHbIX [JOKYMEHTOB.

TexHonorum cosgaHus 3/IeKTPOHHOIO apXuBa u 3/IEKTPOHHOI0 XpaHeHUs AOKYMEHTOB.

o Oundposka bymaxkHoro apxuea. Llenecoo6pasHocTb 1 nepcnekTnBbl OUMPPOBKM. INEKTPOHHDIV AYONIMKAT apXMBHOIO AOKYMEHTA.
KoHBepTaLusi AJOKYMEHTOB. NeKTPOHHble Ay6auKaTbl LJOKYMEHTOB Ha 6yMaXHOM HocuTene. [NepeBof, LOKYMEHTOB B 3JIEKTPOHHYIO
topMy (ckaHMpoBaHWe, pacnosHaBaHue, MAeHTUdMUKaUMSA U MapKUpoBKa). MpuaaHue opuanYecKor sHauMmocTy 3,

o OpraHusauus npouecca nepegayuv oundpoBaHHbIX JOKYMEHTOB.

e XpaHeHue oundpoBaHHbIX JOKYMEHTOB Ha hranueckn 060Cco6NEHHbIX HOCUTENAX 3anucK, B cocTaBe UHOOPMALIMOHHOW CUCTEMbI
3/IEKTPOHHOIO apxuBa.

o YCnyru «apxMBHOro» ayTcopcuHra. Micnonb3oBaHune «061ayHbIX» TEXHONIOTUNA.

[lpenogaBaTtenu

MBAHOBA Jlapuca AHaTo/ibeBHa

JKCnepT-NPaKTUK C 25-1eTHUM OMbITOM NpenofaBaTenbCKon U aaMUHUCTPATUBHO-YNPABEHYECKON paboTbl B KPYMHbIX KOMMEPYECKUX M1
rocyfapCTBEHHbIX CTPYKTYpax, BeAyLuii 3KCNepT No JOKYMeHTo060poTy hupMbl «1C».

HNOPOHWNHA Jlapuca AnekceeBHa

KaHampaTt aKOHOMMYECKMX Hayk, AOLEHT Kadepbl rocyAapCTBEHHOr0 yNpaBieHus U kagposoi nonuTtuku MIYY lMNpaBuTtenbctea
MocCKBbI, aBTOp y4e6HbIX NOCO6UIA MO JOKYMEHTOBeeHMIo, aKcnepT HaumoHanbHoM accoumaumm oUCHbIX CNeunanucTos u
aAMMWHUCTPATMBHbIX pa6oTHUKOB npu Mpe3sungeHTe Poccuitickoin deaepaunm, copaspaboTymk npoheccnoHanbHblX CTaHAAPTOB.

Cdepa npoceccMoHanbHbIX UHTEPECOB:

MpodeccroHanbHblie KOMMNETEHLUN: ONTUMMU3aLUst 6U3HEC-NPOLIECCOB NpeanpusaTUs, paspaboTka HOPMaTUBHbIX MaTepuanos rno
[OKYMEHTMPOBAHUIO YNpaBeHYeCKOM AeATENbHOCTH, ayANT KaapoBOro Aenonpon3BoACcTBa, KOHCYIbTUPOBaHMeE No Bbi6opy
nporpaMMHOro NpoAykKTa no aBTomMaTuMsaunm AenonpoMsBoACTBEHHbIX MPOLLECCOB. YyacTBOBana B NpoeKkTax no asToMaTusawmm
[OKyMeHToo60poTa koMnaHum IKT, IBS, BecTb MeTa-TeXHOIOMUN.

O6pasoBaHue:

OKoHumna FocyaapCTBEHHYIO akaZeMuto yrnpaBneHust uMeHn C.OpaXKoHUKnase, kadepa JOKYMEHTOBELEHVS U [OKYMEHTALMOHHOMO
o6ecneyeHns ynpaBfeHus, LOKYMEHTOBEZ, CNeLMUanucT No MHGOPMaLMOHHBIM TEXHOIOMMSIM YrpaBieHus.

My6nukauuu:

ABTOp 60nee 150 ny6nvMkauuii, B TOM YMChe cTaTeil B XXypHanax «CnpaBoYHMK CEKpeTaps U opuc-meHegxxepar, «CnpaBoYHUK
KafpoBwuKay, «[lenonponsBoAcTBO», «CekpeTapckoe Aeno», «YnpaBneHue nepcoHanom, «Cnyxéa kagposy, «Iouck: oT npoekTa fo
KJto4a» u ap.

CtpaHuua: 313 3


http://www.fcaudit.ru/training/teachers/ivanova-larisa-anatolevna/
http://www.fcaudit.ru/training/teachers/doronina-larisa-alekseevna/

