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AP hekTNBHOE AEN0NPOU3BOACTBO N OpraHmM3aLus
AOKYMEHTO060pOTa Ha rocygapCTBEHHOWM rpaXgaHCKON
(MyHMUMNANbHOW) cnyx6e

Ha Kypce paccMaTpuBaroTCA COBpEMEHHbIe TEXHOJIOTUKU paéOTbI C ynpaBnqueCKon ,D,OKyMeHTaLWIeﬁ B OpraHax FOCWJ,apCTBeHHOVI
n MyHVILI,VII'IaﬂbHOVI BJ1aCTn C y4eTOM HOBaLW 3aKoHOAATeNbCTBA.

[ata npoBepeHusn: 25-28 mapta 2025 c 10:00 go 17:30
ApTtukyn: C112044

Bup, 06yuenus: Kypc noBbilleHus KBanmdukaumm
dopmart obyyeHus: [IHeBHOM

Cpok obyueHus: 4 fHs

MpoponxutenbHocTb 06y4YeHus: 324yaca

MecTo npoBefeHus: . CaHkT-MeTepbypr, JIMroBckuii npocnekT, 266¢1, BusHec LieHTp Mpembep Jvra (3 ovepefnb), 4 aTax, Us nudTa
Hanpaso. CTaHUMn MeTpo «MOCKOBCKME BOPOTa», «TE€XHONOMMUYECKUIA MHCTUTYT», «O6BOAHBIN KaHan».

CtouMocTb yyacTus: 48 200 py6.
[ns yyacTHUKOB NpefycMOTpeHo: MeToanueckuii MaTepumarn, Kotbe-naysbl.

[lOKYMEHT 1o OKOH4YaHuM 06yueHus: o nToram obydeHus ciyLiaTeny, yCrnewwHo npoLuejLine UTOroByto aTTecTaluio no nporpaMmMe
06ydeHus, MoslyyatoT Y 40CTOBEepEHME O NOBbIWEHUM KBanuduKaumm B o6bemMe 32 4acos (B COOTBETCTBUM C NIULIEH3UEN Ha NpaBo
BefleHUsi o6pa3oBaTesibHOM AesTeNIbHOCTY, BblAaHHON [lenapTaMeHTOM 06pa3oBaHus U Hayku ropoaa MocKBbl).

CtpaHuua: 113 3
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Ina Koro npegHasHayeH

PyKOBOﬂ,VITeJ'IeIZ ncneynanucToB Cﬂy)K6 AOKYMEHTaLUOHHOIro obecneyeHuns ynpaBneHus, nenonpowasonmeneﬁ, apxuBapuycos,
crneynanmncToB NO KOHTPOJIKO UCMOJTHEHUA nopyquMVl opraHos FOCYD,apCTBeHHOﬁ BNacTu U MECTHOIo camMoynpaB/ieHUA.

PesynbraT 06y4yeHus

B pe3ynbTaTe 06yuyeHns Ha Kypce cnyliaTenu:

e M3yuaT AeiicTBylOLLEE 3aKOHOAATENBCTBO M HOPMATUBHbIE NMPaBOBbIe akTbl B cdhepe AeNoNponsBOACTBa U apXMBHOIO Aena B
opraHax rocyfiapCTBeHHOM BlaCTU U MECTHOIO CaMOyNpaB/ieHNs, NpaBuna JOKYMEHTMPOBAHUSA U OpraHM3aummn paboTbl ¢
LLOKyMEHTaMu, HOpMbl 1 MpaBuna BeeHNsl AeNTONPOV3BOACTBA MO MUCbMEHHbBIM U YCTHbIM 06PaLLEHVSIM FPaXkaaH.

e CMOryT co3fiaBaTb OpraH1M3aLMOHHO-PacNopAANTENbHYHO AOKYMEHTALMIO B COOTBETCTBUM C AEMCTBYIOLMM 3aKOHOAATEIbCTBOM,
OCYLLeCTBNATbL 06paboTKy NOCTyNatoLLel, BHYTPEHHEN U OTNPABISEMOi JOKYMEHTALMK, B TOM YKC/E C NPUMEHEHUEM CUCTEM
3N1eKTPOHHOI0 AOKYMEHTO060p0Ta Y MPUMEHEHNEM COBPEMEHHbIX MHHOPMALMOHHBIX TEXHOMOMUMA.

e YCOBEepLUEHCTBYIOT NpaKTUYecKne HaBblKM COCTaBNeHUA U 0QOPMIIEHNA OCHOBHbIX BUAOB YNpaB/eHYeCKUX AOKYMEHTOB; HaBbIKM
[1eJTOBOTrO CTUJIA NUCbMa NP NOArOTOBKE JOKYMEHTOB U B CNYXe6HOM Nepenucke; HaBblKy OpraHv3aLmum TeKyLero
OMepaTUBHOIO XpaHEHWSI LOKYMEHTOB, pa3paboTKu U BeAeHUSt HOMEHKNATypbl Aefl, NOATOTOBKM e K apXUBHOMY XpaHeHMUIo.

9TO MeponpuATUe MOXHO 3aKa3aTb B KOpMopaTMBHOM opmaTe (06y4eHne COTPYAHUKOB OGHOM KOMMNaHuK).

[TporpamMma 06y4YeHus

AeHb 1.

3aKoHopaTenbHoe N-HOPMaTUBHO-METOANYECKOE perynuposaHue Aenonpon3BoAcTBa.-3akoHoAaTe lbHble akTbl. HopmaTuBHble
[OKyMeHTbl. focyaapcTBeHHbIe n-oTpacneBble cTaHAapTbl. MeToanyeckume pekomeHgaumm Pocapxusa. Beegenne NOCT P-UCO 15489-1-
2019 «HaumoHanbHbI cTaHaapT PO. Cuctema ctaHgapToB No-MHbopMaunm, 6ubnnoTeyHoMy n-n3gatenbckomy geny. MHpopmauma
W-fOKYMeHTaLus. YrpaBrneHve okyMeHTaMu. YacTb-1. MoHATUS u-npuHumnbl». TpeboBaHus FOCT K-31€KTPOHHbIM JOKYMEHTaM.

OpraHu3auus cny)x6 fOKyMeHTaLMOHHOro o6ecneyeHuns ynpaeneHus (1,enonpousBoacTBa).11paBoBoit CTaTyc U-opraHusauus paboTbl
cnyx6 [0Y B-annapaTe ynpaefieHus. PasgeneHve Tpyaa Mexay nofgpasgeneHnamu n-ucnonHuTensMu. Tunoeas go/mKHOCTHas
MNHCTPYKLMUSA.

TexHONOrun A0KyMeHTaLMoHHoro obecneyeHuns ynpaenenus.-O6LLuue NpUHLMIbLI OpraHnsaummn AOKYMEHTO060pOTa, Mx-peanuaaums
B-AEMCTBYIOLLMX rOCYAapPCTBEHHbIX HOPMATUBHbIX AOKYMEHTax. ATanbl AOKyMeHToobopoTa. CTpyKTypa n-o6Las xapakTepucTuka
[OKYMEHTOMOTOKOB. 06beM AOKYMEHTOO60POTa YUpeXAeHNs. YUeT KOoNMYecTBa, PerncTpaums JOKYMEHTOB.

JloKyMeHTUpOBaHUe AeATeNIbHOCTU OpraHoB BNacTU.-OpUrMHanbHOCTb, MOAJNMHHOCTb, KOMUAHOCTb OKYMEHTA. INEKTPOHHbIA LOKYMEHT.
Knaccudukaumsa gokymenToB. FOCT P-7.0.97-2016 «CUBWU[,. OpraHnsaunoHHO-pacnopsiguTenbHas 4oKyMeHTaums. TpeboBaHus
K-0(OPMNEHUIO fOKYMEHTOBY.

JeHb 2.

OcdopmneHue fOKYMEHTOB.-[ pynbl peKBU3UTOB JOKyMeHTa. CocTaB n-opopmMneHne pekBU3UTOB, 06ECMEUNBAIOLLNX FOPUANYECKYIO CUITY
[OKyMeHTa. Pa36op TUNMYHbIX oWM60K Npu opopmMiieHnn ob6a3aTeNibHbIX PEKBU3UTOB LOKYMeHTa. MNpakTuyeckasn paboTa
no-oopMIEHNIO PEKBU3UTOB PasINYHbIX BUAOB JOKYMEHTOB.

0OC06eHHOCTH COCTaBNEeHNs OTAeNbHbIX BUAOB JLOKYMEHTOB,-06pasytoLLMXCsl B-FOCY4apCTBEHHOM YNpPaB/iEHUWN U-FOCY[,apCTBEHHOW
rpaxgaHckon cnyx6e. OhpopMneHre opraHM3aLMOHHO-NPaBOBbIX JOKYMEHTOB. Tpe6oBaHUsA K-61aHKaM. f13bIKOBble 0COGEHHOCTH
JIOKYMEHTOB: op1LManbHO-AEN0BON CTUITb. TUMMYHbIE OLUMGKUN B-A3bIKE U-CTUSE JOKYMEHTOB. PeflakTMpoBaHWe TEKCTOB.

[loKyMeHTHpoBaHMe paboTbl KosINernanbHbIX OpraHoB.-OCO6eHHOCTM BeAeHUs N-0hopMIIeHUs NpoTokona. MopagoK NogroToBKM
MpaBOBbIX aKTOB, 0(POPMIIEHNSA PACTIOPAANTENbHbBIX JOKYMEHTOB. PEKOMEHAaLMM NMO-COCTaBNEHMIO TEKCTOB NPaBOBbIX akTOB
(nocTaHoOBNEHWIA, pacnopsiXXeHuW, NpUKasos).

OpraHu3auusa KOHTPONS UCMOJIHEHUA AOKYMEHTOB U-10py4yeHuii.-Tpe6oBaHusA, NpaBoBble akTbl, CPOKKU. MeToAbl. ABTOMaTM3auums
npouecca. KOHTposb UCNONTHEHUsI MOpYYeHUit rnaB cy6bekTa PO. KOHTPOSIb MCNONHEHWS 3anNpoCOB U-06paLleHuii fenyTaToB
locypapcTBeHHON [yMbl-P®, ynonHOMOYeHHbIX 1L, (No-NpaBam YyenoBeka, pe6eHka U-T.4.), AenyTaToB OpPraHoB 3aKOHOAATeNIbHOM

CtpaHuua: 2 M3 3



BnacTu cy6bekTa PO. KOHTPOnb UCMOMHEHUS 3anNpoCcoB NPoKypaTypbl. OTBETCTBEHHOCTb 3a-HECBOEBPEMEHHYO NOAFOTOBKY OTBETOB.
OeHb 3.

Pa6oTa rocysapcTBeHHbIX OPraHoOB C 06paLLeHNAMM rpaXkAaH. MopsaoK pacCMOTPEHMS MUCbMEHHbIX O6paLLeHNii rpaXkaaH,
3aKoHOAaTeSIbHO-HOPMAaTUBHbIE aKTbl. TeXHOI0rMM paboTbl C 06paLleHUsIMU FpaxaaH. TpeboBaHUsl K COAEPXXaHMIO OTBETOB Ha
obpalleHust rpaxaaH. EanHbIi feHb npuema rpaxkgaH. OCo6eHHOCTU AeNONpPoM3BOACTBA U NOPSAoK paboTbl Ha nopTane CCTY.P®.

AneKTPOHHbIN AOKYMEHTO060pOT— HEO6X0AMMOE YCNOBUE peaiu3aLn rocyAapCTBEHHbIX NPOrpaMMm.-3N1eKTPOHHasA NOANNUCH
n-ee-ICnonb3oBaHne B-A0KYMEHTO060pOTe opraHu3auuun. PaspaboTka JIHA opraHu3auum gnsi paboTbl C-3/1eKTPOHHBIMU JOKYMEHTaMMU.
ONeKTPOHHbIe WabIoHbl JOKYMEHTOB. CodeTaHue 3/1IEKTPOHHOTO U-6YMaXXHOro AOKYMeHTO060poTa. MNpakTUYeCcKuii onbIT opraHnsaLmum
[LOKYMEHTaLMOHHOro o6ecrneyeHmns B-opraHax rocyfapCTBEHHOM BacTu. MHbopMaUMOHHbIA 06MeH B-paMKax ELUHON cucTeMbI
MeXXBEJOMCTBEHHOIO 3/1IeKTPOHHOI0 B3anMoaencTensa. OCoO6eHHOCTU JOKyMeHToo60poTa B-pamkax OIrUC «EanHasa nHbopmMaLMoHHas
cucTeMa ynpaBneHus Kaf[poBbiM COCTaBOM rOCYAapCTBEHHOM rpaXAaHCKoM Ciyx6bl PO».

AeHb 4.

OpraHu3aLus XpaHeHns1 OKYMEHTOB U-ob6ecneyeHne Mx-coxpaHHoOCcTU.-TIpaBuna opopmMseHns, cornacoBaHms U-yTBEPXKAEHUS
HOMeHKNaTypbl fien. Cpoku XxpaHeHUs fJOKYMeHTOB. Pa6oTa c-HoMeHKknaTypoit aen B-ycnousix CO/,.

XpaHeHMe AOKYMEHTOB u-aen e4iepuon MCHOHHeHMﬂ.—XpaHeHMe AOKYMEHTOB B-CTPYKTYPHbIX noApa3fesieHnAX ydypexxkaeHua.
OTBETCTBEHHOCTb 3a-COXPAHHOCTb OOKYMEHTOB. Mopsfaok Bbigavn OOKYMEHTOB BO-BpeMEeHHOe NnoJjib3oBaHue.

Moprotoeka u-Nepegayva Aen B-apxme yupexxaeHus.-Y Hudvkaumsa TpeboBaHui K-genam, caaBsaeMbiM B-apxuB. MNMpukas 01-20.12.2019-T.
N-236 «O6-yTBEPXKAEHUN NEPEYHSI TUMOBbIX YNPaBeHYECKNX apXUBHbIX JOKYMEHTOB...». OCHOBHble Tpe6oBaHuWs K-GOPMUPOBaHUIO Aer.
OcdopMeHne 0610XKU Aen NOCTOSAHHOIO U-BPEMEHHOI0 XpaHeHusi. OcopMsieHne onucK Aen CTPYKTYpHOro nogpasaenexus. EauHbie
Tpe60oBaHUs K-XpaHEHWUIO AOKYMEHTOB B-Le/IONPON3BOACTBE U-B-apX1Be.

Pa3pa6oTka TeXHU4eCKOro 3aflaH1s NPoeKTa KOHTPaKTa Ha-apXuBHble ycnyru.-NopsaaoK NoAroTOBKU AOKYMEHTOB, pa3paboTKu
KpUTEPMEB OLIEHKM 3aABOK YHaCTHNKOB OTKPbITOro KOHKypCa Ha-3aKyrnKy apXuBHbIX ycnyr. OCo6eHHOCTU paboTbl 3aKkasunka
C-MCMOJTHUTENIEM apXMUBHbIX YCIYT NPU KOHTPOJIe U-Npueme ycnyr.

[lpenogaBaTenu

'PUTOPBLEBA Onbra BnagnmunpoBHa

JKcnepT B 06/1aCTU pa3paboTKM 3N1EKTPOHHbIX KYPCOB M OpraH13aummn AUCTaHUMOHHOro o6ydeHns Ha nporpammax AM0.
MpaKTUKYIOLLWA FOPUCT, CreLmanucT no TpyLoBOMY MNpaBy v BEAEHUIO Ae/IONPOM3BOACTEA, C OMNbITOM roCyAapCTBEHHOW CYX6bI U
npoBeAeHUsA NPOBEPOK FOPUANYECKUX NNLL.

9KcnepT No 3akoHofaTenbeTBy B chepe o6pa3oBaHus, y4acTBYOLWMIA B OpraHn3aLmm y4ebHoro npowecca, B TOM Yncse B 061actu
3/1EKTPOHHOIO 06YYEHMS.

MMeeT onbIT NpoBeAeHNA NEKLMIA U MPaKTUYECKUX 3aHATUI No HanpaBneHusam «06ydyeHne nepcoHanar, «06pasoBaTenbHas opraHvMsaums
OMNO0».

KAPHAYXOB AnekcaHap Muxannosu4

KaHAamnaaTt TeXHUYeCKMX Hayk, foLEeHT Kadenpbl MHDOPMaTUKK M KOMMbIOTEPHBIX TEXHONOMMI MopHoro yHuBepcuteTa (CMIY), akcnepT no
BHEAPEHMNIO CUCTEM 3/1EKTPOHHOIO AOKYMeHToo6opoTa (C3/).

MPEMOLOABATE/b
CneuuanucTbl LieHTpanbHoro MocypapcTBeHHOro apxusa CaHkT-lMeTepbypra.

CtpaHuua: 313 3
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