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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.

Jata npoBegenus: 23 -24 pekabpsa 2026 ¢ 10:00 go 17:30
ApTtukyn: MC27307

Bup, 06yuenus: Kypc noBbilleHus KBanudukaumm

dopmart obyyeHus: [IHeBHOW

Cpok obyueHus: 2 fHs

MpopomkuTenbHOCTb 06yuyeHus: 164acos

MecTo npoesegeHus: r. MockBa, yn. 3os0Tas, 4. 11, 6u3Hec-LeHTP «30/10TO», 5 aTax. BceM yyacTHUKaM BbiCblnaeTcs NoApo6Has cxema
npoesfa Ha ceMuHap.

CtoumocTb yuacTus: 40 900 py6.
[AnA y4acTHMKOB NpelyCMOTPEHO:

MeToaunyeckuii MaTepuarn, kobe-naysbl.

J[IOKYMEHT No oKOHYaHuM o6yyeHuns: o nToram obydeHus cnyliaTenu, yCcnewHo npoLeaLline UTOroByo aTTeCTaLuIo No NporpaMmme
06y4eHus, MoslyyatoT Y 40CTOBEepeHME O NOBbIWEHUN KBanudukaumm B o6bemMe 16 4acos (B COOTBETCTBUM C NIULIEH3UEN Ha NPaBo
BefeHVs 06pa3oBaTeNibHON AeATeNbHOCTH, BblAaHHOM [enapTaMeHToM 06pasoBaHus U Hayku ropoaa Mocksbl).

Ina Koro npegHasHayeH

PykoBoguTeneit apXxMBoB NPeanpuaTUA U OpraH13aLnii pa3finiHbIX OpraHU3aLMoHHO-NPaBOBbIX GOpPM, pyKoBoauTeneit cnyxeé [0V,
COTPYAHWKOB KaHLENApUM, cekpeTapumaTta, o6LLMX OTAENOB, CEKpeTapei, MOMOLLHUKOB PYKOBOAUTENEN, petepeHTOoB, NepcoHabHbIX
acCUCTEHTOB, 0(UC-MeHeXepoB, AeNONPOU3BOAUTENEN, LOKYMEHTOBEAOB M apXMBapUyCcoB, PyKOBOLMUTENEH U COTPYAHUKOB CNYXX6
aBToMaTtusauum (IT-cnyx6), BHeAPSAIOLWMX UM MOAEPHUSUPYIOLLMX 9N1EKTPOHHbLIN apXMB OpraHu3aLmu.

Llenb o6y4yeHus

[MonyunTb pasbACHEHUA K NOCNegHUM HOPMATUBHbIM JOKYMEHTAM U NpakTUYecKne peKoMeHaaLmm rno opraHusauum xpaHeHus
AOKYMEHTOB B OpraHm3aumax no6oro Tuna.

Ocob6eHHOCTH NporpaMmmsil

3a nocnegHue rofbl yTBEPXAEHO MHOIMO HOPMAaTUBHO-METOANYECKMX JOKYMEHTOB MO apXMBHOMY fefy: HOBble NpaBuia XxpaHeHns
IOKYyMeHTOB ¢ deBpans 2020 roga (Mpukas Pocapxuea oT 20.12.2019 N2 236); HoBble Tpe60BaHMSA K CUCTEMAM 3IEKTPOHHOIO
JokymeHToo60poTa (C3/1) M cucTemaM XpaHeHu st 3N1eKTPOHHbIX JoKyMeHToB (CX3/1) B apxuBax rocyapcTBeHHbIx opraHoB (Mpukas
Pocapxuea oT 15.06.2020 N269); BHeceHbl M3MeHeHWs B MpaBuna opraHM3aLnm XpaHeHUsi, KOMINJIEKTOBaHUS, yY4eTa U UCTONb30BaHus
Hay4Ho-TexHUYecKon fokymeHTaumu (Mpukas deaepanbHOro apxMBHOro areHTcTBa oT 12.08.2021 N2 72), B MNopagoK MCnonb30BaHuUs
apXVBHbIX OKYMEHTOB B rOCYAapCTBEHHbIX U MyHULMNAnbHbIX apxuBax Poccuiickoi degepauun (Mpukas degepanbHOro apxMBHOro
areHTcTBa 0T 09.06.2021 N2 51); ¢ okTsi6psi 2020 roaa 3a HapyLUeHWe NpaBu XPaHEHWUS apXMBHbIX AOKYMEHTOB AECATUKPATHO BbIpOC/U
wrpadbl.

CtpaHuua: 1us 4
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PesynbTaTt 06y4YeHus

B pe3ynbTaTe 06y4eHUs1 y4aCTHUKU Kypca NpUobpeTyT npakTUYecKue HaBbIKK:

e 1o 0T60OPY AOKYMEHTOB Ha XpaHeHUWe, NPOBEAEHUIO IKCNEPTUSbI LIEHHOCTM [JOKYMEHTOB, ONpeAesieHNI0 CPOKOB XpaHeHu s
apXMBHBIX JOKYMEHTOB, YNOPsSiA0UYEHUIO JOKYMEHTOB A9 UX Nepefaymn Ha apxXuBHOe XpaHeHue.

e 1o BHEAPEHWIO MHGDOPMALIMOHHbBIX TEXHONOTUIA B AeATENIbHOCTb apX1Ba, MPUMEHEHMUIO MPUKIAAHOro NPOrpaMMHOro
o6ecrneyeHuns U CpaBHUTENbHOIO aHannsa NPorpaMMHbIX NPOAYKTOB A5 MOMCKA ONTUMasbHOrO peLleHus.

e Mo opraH13aumu XpaHeH!sl apXUBHbIX 3NEKTPOHHbIX JJOKYMEHTOB.

9TO MeponpuaATMe MOXHO 3aKa3aTb B KOPNopaTMBHOM opmaTe (06y4eHne COTPYAHUKOB OLHOM KOMMNaHuu).

MeponpuaTve NpoxXoauT B paMKax Kypca NoBbleHNs1 KBanndbukaumm:

e Cneymnanuct no opraHn3aLMoOHHOMY U JIOKYMEHTaLUOHHOMY obecnevyeHunto yrnpaBfieHUsi opraHusauuen

[TporpamMmma oby4yeHus

AeHb 1.

[loKyMeHTanbHbIi U apXUBHbIii poHAbI opraHn3aumu. HopmaTuBHble Tpe60BaHUS K OPraHM3aLu TEKYLLLEro onepaTUBHOIo U apXUBHOIO
XpaHeHUs1 LJOKYMEHTOB.

o depepanbHbiil 3aKoH 0T 22.10.2004 N2 125-03 «06 apxuBHOM fene B Poccuiickoin Gefepauum». 0653aTeNIbHOCTb apXMBHOMO XpaHeHuUst

[OKYMEHTOB B TeYEeHME HOPMATUBHbIX CPOKOB.

MoHATMSA «AOKYMeHTaNbHbl GOHAY», «<aPXMBHbIN (DOHAY, «KAPXUBHbIA AOKYMEHT». OTBETCTBEHHOCTb 3@ OpraHM3aL Mo TEKYLLEero

OMepaTMBHOIO M apXMBHOIO XpaHeHWs fOKYMeHTOB. OTBETCTBEHHOCTb 3a OCYLLECTBIEHNE TEKYLLLEro XpaHeHWs n obecrneyeHns

COXPaHHOCTW. [JOKyMEHTbI OpraHM3aLun - akTUB, UMeLUiA LLeHHOCTb.

MpaBuna opraHn3aLmmn xpaHeHUs, KOMMAEKTOBaHWSA, y4eTa U UCMONb30BaHWA JOKYMeHTOB ApxmBHoro doHaa Poccuitickon depepavmm

U OpYrux apXMBHbIX JOKYMEHTOB B OpraHax rocyAapCTBEHHON BNacTW, OpraHax MecTHOro caMoynpaBfieHnsl U opraHusauusix (yTB.

npukasoM Pocapus 31.07.2023 N2 77). NpoekT HoBOW Bepcuu MNpaBu.

MepeyHn [OKYMEHTOB CO CPOKaMU XpaHeHus. lNepeyeHb TUMOBbIX YNPaBeHYeCKMX apXMBHbIX JJOKYMEHTOB, 06pasyoLLMxcs B npoLecce

[eATeNbHOCTM FOCYyAapCTBEHHbIX OPraHOB, OPraHOB MECTHOr0 CaMoynpaB/ieHNs U OpraHn3aLni, C ykasaHnem CpOKOB UX XpaHeHUs

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

CpOoKM XpaHeHs [JOKYMEHTOB B 6YMa)KHOW 1 3NEKTPOHHOM Gopme.

o [IpUHLMMbI, KPUTEPUM U STaNbl IKCNEPTU3bl LLEHHOCTU JOKYMeHTOB. Co3paHne aKCnepTHON KOMUCCUM opraHnsauum. NMpumepHoe
nosioxeHune 06 aKCNepTHOM KOMUCCUU opraHu3auum (yTB. npukasoM Pocapxuea oT 11.04.2018 N2 43).— OpraHusauus u
JOKYMeHTUpOBaHMe paboTbl 3KCMEePTHON KOMUCCUN.

e Ponb HOMeHKNaTypbl Aen B CUCTEMaTU3aLMUM AOKYMeHTanbHoro doHAaa. Tunbl v BUAbI HOMEHKNATYp Aen. Metoanka u

opraHvsauMoHHbIe npoLeaypbl pa3paboTKu U BeAeHUss HOMeHKaTypbl Aen. [JononHeHWe K HOMeHKaType fefl. 3HayeHne

HOMEHKNaTypbl Aen ANs coCTaBNeHUS oNncen AOKYMeHTOB. HoMeHKknaTypa gen Kak knaccudukaTop B CUCTEME 3/1EKTPOHHOIO

JOKYMeHToo60poTa.

ApXxu1BHbI HOHA OpraHW3aumm U yCTaHOBIEHUE ero rpaHuL. MonoxeHne 06 apxuBe UM NONIOXeHNe 06 apXMBHOM XpaHEHUU

JOKYMEHTOB. [lOKyMeHTbI punuanos, NpeAcTaBUTENLCTB U OTAENEHUIA: UX MECTO B apXMBHOM QOHZE rOIOBHOM OpraHn3avuumu.

OTBETCTBEHHOCTb 3@ apXMBHOE XpPaHEHWE JOKYMEHTOB.

e KOHTpOsb 3a CO6MOAEHMEM CPOKOB XpaHEHUS U 06ecneyYeHMeM COXPAaHHOCTH AOKYMEHTOB. NOTHOMOUYUS YNOTHOMOYEHHbIX apXMBHbIX

opraHoB. AJMUHUCTpaTUBHasi OTBETCTBEHHOCTb 3@ HECOOMIOAEHNE CPOKOB XPaAHEHHUS.

OpraHunsauusa xpaHeHus n obecrievyeHme COXpPaHHOCTM apXMBHbIX flOKYMEHTOB. TpeboBaHWUA K 34aHUI0, MOMELLEHUSAM U TEXHUYECKOMY

OCHalLleHMIo apxuBa. TpeboBaHMWs K PeXXMMaM XpaHeHUs1 LJOKYMEHTOB. JKCMepTnaa NpUrogHOCTU NOMELLEHUS! ANsi pa3MeLLEeHUsI B HEM

apxvBa. 0630p COBPEMEHHOr0 060PYAOBaHNS AJ1S OCHALLEHUSI apXMBHbIX MOMELLLEHMIA, 06PabOTKMN U XpaHEHUS apXMBHbIX [LOKYMEHTOB.

CucTema y4yeTHbIX JOKYMeHTOB apxuBa. CocTaB OCHOBHbIX (06513aTeNIbHbIX) M BCMIOMOraTe IbHbIX YYeTHbIX JOKYMeHTOB. [leno doHAa.

Buabl onucent fgen. Metoanka cOCTaBNEHUsSI ONUCEN AeN 3NEeKTPOHHbIX JOKYMEHTOB.

KomnnekToBaHue apxusa opraHusauun. Cmcok CTPyKTYPHbIX NOAPa3AeNeHNN-UCTOYHUKOB KOMMIEKTOBAHUSA.

o MNopsifoK NOArOTOBKYM fen Ansi nepefayn B apxme (Ha apxuBHoe xpaHeHue). [paduk npuéma-nepesayun. ApXMBHO-TEXHUYeCKas
06paboTKa, cocTaB/IieHMe BHYTPEHHMUX onucei gen. OdopmieHne 0610XeK fieN NOCTOSIHHOTO, BpeMeHHoro (cBbiwe 10 neT) cpokos
XpaHeHus v gen no IMYHOMy COCTaBy.

CTpaHuua: 2 us 4


/training/all/spetsialist-po-organizatsionnomu-obespecheniyu-upravleniya-kurs-v-moskve/

e Onucu gen CTPYKTYPHbIX nonpasneneHMVl N NPOEKTbl akKTOB O BblAE/IEHUN K YHUHTOXXEHUIO AOKYMEHTOB, He noaJieXalnx apxmuBHOMY
XpaHeHuto. fogoBble pasfgesbl CBOAHbIX Onucen n cBOAHbIE aKTbl.

e lVicrnonb3oBaHne apxXmMBHbIX OOKYMEHTOB B ynpaBnqueCKoﬂ 0eATeNIbHOCTU U B LeNAX 3aluTbl couunanbHbIX Npas rpaxaaH. lNopagok
BblAa4yn apxXnBHbIX AOKYMEHTOB MO 3anpocaM YrnoJIHOMOYEHHbIX roCyAapCTBEHHbIX OPraHOB 1 KOHTPOJ1b 3a UX BO3BPATOM.

Apxus Hay‘-IHO-TEXHW-IeCKOﬁ AOKYMEeHTaLuu.

o OpraHusaumsa apxvmBa Hay4YHO-TEXHUYECKOM AOKYMeHTauuu. NpaBuna opraHnsaLumn xpaHeHus, KOMMNIEKTOBaHUS, yyeTa un
NCNOJSIb30BaHUA Hay4YHO-TEXHUMYECKOM AOKYMEHTaLUun B opraHax rocyiapCcTBeHHOM BfacTH, OpraHax MeCTHOro camMoynpaB/ieHus,
rocyZlapCTBEHHbIX ¥ MyHULMMNANbHbIX OpraHu3auusx (yTB. npukasom defiepanbHoro apxuBHoro areHtcTea ot 09.12.2020 N2 155,
3apernctp. MuHtoctoM Poccum 12.03.2021 N2 62735): xapaKkTepUCTKa HOPMATUBHOIO NpaBoBOro akta. OCHOBHbIE MONMOXEHWS.

e JJIEKTPOHHbI apXMB Hay4YHO-TEXHUYECKOMN AOKYMeHTaummn (HT/) Kak YyacTb KOpropaTUBHOW MHPOpMaLMOoHHOW cucTembl (KUC).
Oco6eHHOCTM 31eKTPOHHOro apxuea HT/L. BaaumopeicTeume cnyobl 1efIoNnpouM3BOACTBA, apxmBa U cnyx6bl HT.

JOeHb 2.
ONeKTPOHHbIV apXuB OpraHu3aLuu: cobnoaeHne TpeboBaHUi, NPaKTUYECKUEe BONPOChl OpraHM3aLum U TEXHUYECKOro obecneyeHus.

e PerynmpoBaHue apxMBHOIO XpaHeHUs JOKYMEHTOB B 3/1IEKTPOHHOM dopMme. MoHATHNE «apXMB 3NEKTPOHHbIX JOKYMeHTOB». TOCT P NCO
30300-2015,FOCT P 7.1.101-2018/MCO 30301:2011 v ap. Npukas Pocapxvea oT 31 utons 2023 r. N 77. (3KcnepTHbI KOMMEHTapMUiA).
MepcneKkTUBbI pasBUTUSA HOPMaTUBHON 6a3bl.

e Tpe6oBaHUs K apxMBHOMY XpaHeHuto 3. OyHKLMOHaNbHble TPE6OBaHUS K cucTeMaM XpaHeHust 3. AyTEHTUYHOCTb, AOCTOBEPHOCTb,
LieNIOCTHOCTb, MPUrOAHOCTb AJ151 UCMONb30BaHusA S/1; TEXHOMOMMM 3aLmTbl; TEXHOIOTMN 06ecrneyeHuns LONroOBPEMEHHOW COXPaHHOCTH
9[; noaaep>xka MUrpaLmmn u KoHeepTaLuy; GopmaTbl XpaHeHUs.

e CTaHAapTbl, pyKOBOACTBA U MeToAM4Yeckue pekoMeHaunm. OCoO6eHHOCTM IKCNEPTU3bI LLEHHOCTM 31EKTPOHHbIX JJOKYMEHTOB.

e [loaxoAbl K OpraHn3aLny apxMBHOIO XpaHEHWUs 3NIEKTPOHHbIX [JOKYMEHTOB.

TexHonornm co3paHus 3/IeKTPOHHOIO apXuBa M 3/IEKTPOHHOIO XpaHEeHUs AOKYMEHTOB.

e OuudpoBka 6ymaxkHoro apxuaa. LlenecoobpasHocTb 1 nepcrneKkTuBbl ouUdPOBKU. INEKTPOHHbIN Ay6/IMKaT apXMBHOTO AOKYMEHTA.
KoHBepTaLusi AOKYMEHTOB. NeKTPOHHble Ay6AnKaTbl JOKYMEHTOB Ha 6YyMaXHOM HocuTene. [NepeBof OKYMEHTOB B 3/IEKTPOHHYIO
topMy (ckaHWpoBaHuWe, pacnosHaBaHue, MaeHTUdMKaumsa U MapkupoBka). MpuaaHue opuanYecKoln sHaumMmocTy 3.

o OpraHusauus npouecca nepegauv oundpoBaHHbIX JOKYMEHTOB.

o XpaHeHue oundppoBaHHbIX JOKYMEHTOB Ha pr3nyeckn 060Cc06NEHHbIX HOCUTENAX 3anucK, B cocTaBe UHGOPMALMOHHOW CUCTEMDI
9/IEKTPOHHOIO apxuBa.

e YCnyru «apXuBHOro» aytcopcuHra. Micnonb3oBaHue «061a4yHbIX» TEXHONOT M.

[lpenogaBaTenu

MBAHOBA Jlapuca AHaTofnbeBHa

9KCnepT-NPaKTUK € 25-1eTHUM OMbITOM NpenoAaBaTe/ibCKON U afMUHUCTPaTUMBHO-yNpaBneHYeckoi paboTbl B KPYMHbIX KOMMEPYECKUX 1
rocyfapCTBEHHbIX CTPYKTYpax, BeAyLUMUIA IKCNEPT No JOKYMEeHTO060poTy hupMbl «1C».

HNOPOHWHA Jlapuca AnekceeBHa

KaHAamnaaT aKOHOMUYECKMX HayK, AOLEeHT Kadeapbl rocyAapCTBeHHOro ynpasneHus U kagposoi nonutuku MIYY MpasutenscTea
MocKBbI, aBTOp Y4e6HbIX MOCO6MI MO JOKYMEHTOBEAEHUIO, IKCTEepT HauuoHanbHoi accoumauum obuCHbIX CNeumanncTos 1
aAMMWHUCTPaTUBHbIX paboTHMKOB npu MpeangeHTe Poccuitckon ®eaepaumm, copaspaboTumk NpoheccMoHanbHbiX CTaHAapToB.

Cdepa npoeccMoHanbHbIX MHTEPECOB:

MpodeccroHanbHbie KOMMETEHLUN: ONTUMMN3aLUs 6U3HeC-NPOLIECCOB NPeAnpuATUS, pa3paboTka HOPMATUBHbIX MaTepranoB no
[OKYMEHTUPOBaHUIO yNpaBfeHYeCKo AesiTeNbHOCTH, ayAUT KafpoBOro Aenonpon3BoACTBa, KOHCYbTUPOBaHWE No BbiGOpy
nporpaMMHOro NpoAyKTa no aBTomMaTmsauum AenonpoMsBoACTBEHHbIX MPOLLECCOB. YyacTBOBana B NpoekTax no asToMaTusawmm
[OKyMeHToo60poTa komnanum IKT, IBS, BecTb MeTa-TexHonorunu.

O6pasoBaHue:

OkoHunna ["locyaapCTBEHHYO akafeMuio yripaBsieHUs UMEHU C.Opﬂ,)KOHI/IKVIﬂ,Se, Kad)ep,pa AOKYMeHTOBeAEHUA U JOKYMEHTALMOHHOIO
obecrneyeHuns ynpasneHusa, OKyMeHTOoBe/, cneynanunct no I/IHCbOpMaLl,I/IOHHbIM TEeXHOJI0IrMAM ynpasieHUA.

My6nukauum:

AsTop 60onee 150 ny6nmkauui, B TOM Yuce cTaTei B ypHanax «CnpaBoYHUK cekpeTaps u odbuc-meHemxepar, «CnpaBoYHUK
KafpoBHuKa», «[lenonpons3BoAcTBO», «CekpeTapckoe feno», «YnpasneHne nepcoHanom», «Cnyxba kagposy, «Ilonck: oT npoekTa f0

CtpaHuuya: 3us 4
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KtoYa» u ap.

CtpaHuua: 4 us 4



