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ONeKTPOHHbIN apXuB opraHnsaunun: cobntoaeHne TpeboBaHum,
NpaKTU4YecKmne BONPOChl OpraHmM3aLum n TEXHUYECKOro
obecneyeHuns

Ha cemuHape paccmaTpuBaeTca coBpeMeHHas npaeoBas 6asa, ycTaHaBIMBatoLLasi Tpe6oBaHUA K CUCTEMaM XpaHeHUs
3NEeKTPOHHbIX AOKYMeHTOB (CX3/), BHEAPEHME U NPUMEHEHME COBPEMEHHbBIX aBTOMATU3UPOBaHHbIX U LUGPOBbIX TEXHONIOMU,
opraHv3aums XpaHeHWsi apXUBHbIX 3N1EKTPOHHbIX JOKYMEHTOB.

Data npoBegenus: 18 gekabps 2025 ¢ 10:00 go 17:30
ApTtukyn: MC24129

Bup ob6yyenus: CemuHap

®dopmart obyueHuss: OHNalH-TpaHCAsAUMS

Cpok obyueHus: 1 feHb

MpopomkuTenbHOCTb 06yyeHus: 8yacos

CtoumocTb yyacTtus: 19 800 py6.

JAns y4acTHUKOB NpeflyCMOTPEHO:

MeToaunueckuin matepuan.

[lOKYMeHT 1o oKoH4YaHun 06ydenus: CepTudukaT 06 ydacTum B ceMUHape.

Ina Koro npegHasHayeH

PykoBoguTeneil apxMBoB NPeanpuaTUA U OpraH13aLnii pa3finiHbIX OpraHU3aLMoHHO-NPaBOBbIX GOPM, pyKoBoguTeneit cnyxeé [0V,
COTPYZAHWUKOB KaHLeNApUK, ceKkpeTapuaTa, obLmnx OTAeNI0B, CeKpeTapei, MOMOLLHUKOB PyKOBOAUTENEN, pehepeHTOoB, NepCoHabHbIX
acCUCTEHTOB, 0(UC-MeHeXepoB, AeNONPOU3BOAUTENEN, LOKYMEHTOBEAOB W apXMBapUyCcoB, PyKOBOLUTENEH U COTPYAHUKOB CIYXK6
aBToMatusauum (IT-cnyx6), BHeAPSAIOLWMX UM MOAEPHUSUPYIOLLMX 9N1EKTPOHHbIN apXMB OpraHu3aLuu.

Llenb o6y4yeHus

[MonyunTb pasbACHEHUA K NocnegHUM HOPMATUBHbIM JOKYMEHTAM U NpakTUYeCcKue peKoMeHaaLmu rno opraHMsauum apxXuBHoro
XpaHeHUA 3NTEKTPOHHbIX AOKYMEHTOB B OpraHn3auuax no6oro Tuna.

PesynbTaTt 06y4YeHus

B pe3synbTaTe 06y4eHUs1 y4aCTHUKU Kypca NpuobpeTyT npakTUyecKne HaBbIKK:

o [lo BHeapeHuto MHCbOpMaLl,MOHHbIX TEXHONOIN B AleATENbHOCTb apXuBa, MPUMEHEHUIO NPUKIAAHOro NPOrpaMMHOro
obecneyeHnsa n CpaBHUTENIbHOIo aHaM3a NporpaMMHbIX NPOAYKTOB AJ1A MOUCKa ONTUMaNbHOro peleHus.
o [lo opraHusaLum XxpaHeHUs apXnBHbIX 3N1EKTPOHHbIX JOKYMEHTOB.

CtpaHuua: 113 3
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9TO MeponpuaTUe MOXHO 3aKa3aTb B KOpNopaTuBHOM opmaTe (06y4eHne COTPYAHUKOB OLHOM KOMMNaHuu).

MeponpuaTre NpoxXoauT B paMKax Kypca noBblleHUs KBannpukawmu:

o Cneymanuct no opraHm3aunoHHOMY U OKYMEHTaUNOHHOMY obecneyeHunto ynpaBneHua opraHmsaumeM

[TporpamMmma ob6y4yeHus

KomMnnekroBaHue, apXuBHoOe XpaHeHue, YHUYTOXKEeHUE 3JIEKTPOHHbIX 4 OKYMEHTOB.

e PerynmpoBaHune apxMBHOIO XpaHEHUA JOKYMEHTOB B 3/1IEKTPOHHOM dopme. MoHATHNE «apXMB 3NEKTPOHHbIX 4OKYMeHTOB». TOCT P NCO
30300-2015,FOCT P 7.1.101-2018/MCO 30301:2011 u p. Mpukas Pocapxuea oT 31 utons 2023 r. N 77. (3KcnepTHbI KOMMEHTapMWiA).
MepcneKTUBbI pasBUTUS HOPMaTUBHOMN 6a3bl.

e Tpe6oBaHUs K apxXMBHOMY XpaHeHuto 9. OyHKLMOHaNbHble TPE6OBaHUS K cucTeMaM XpaHeHust 3. AyTEHTUYHOCTb, AOCTOBEPHOCTb,
LieNIOCTHOCTb, MPUrOAHOCTb AJ151 UCMONb30BaHus S/ TEXHOMOrMM 3aLmTbl; TEXHOIOTMM 06ecrneyeHunst LONroBPEMEHHOW COXPaHHOCTH
9[; noaaep>xka MUrpaLmMmn u KoHeepTaLuy; GopmaTbl XpaHeHus1.

e CTaHAapTbl, pyKOBOACTBA U MeToAu4Yeckue pekoMeHaunm. OCO6eHHOCTM 9KCNEPTU3bI LLEHHOCTM 31eKTPOHHbIX JJOKYMEHTOB.
YHUUTOXEHMNE 3NTEKTPOHHbIX JOKYMEHTOB.

e [loaxoAbl K opraHM3auUmm apXMBHOI0 XpaHeHUs 3NEKTPOHHbIX JOKYMEHTOB.

TexHonoruun co3pgaHus 3NeKTPOHHOIr0 apXuBa U 3/IEKTPOHHOIO XpPaHEHUSA LOKYMEHTOB.

o Ouudposka 6ymaxkHoro apxuBa. Llenecoo6pasHocTb U NepcrneKkTUBbl OLUGPOBKU. INEKTPOHHbIN Ay6NMKaT apXMBHOFO AOKYMEHTA.
KoHBepTauua JOKYMEHTOB. NeKTPOHHbIe Ay6MKaTbl JOKYMEHTOB Ha 6yMaKHOM HocuTene. MepeBoj JOKYMEHTOB B 3/IEKTPOHHYHO
topMy (ckaHVMpoBaHWe, pacno3HaBaHue, MaeHTUdMKaUMs U MapkupoBka). MpugaHue opuanyeckor saHaummocTum 3.

o OpraHusauus npouecca nepegayn oundpoBaHHbIX JOKYMEHTOB.

e XpaHeHune oundpoBaHHbIX JOKYMEHTOB Ha GU3NYECKN 060COBNEHHBIX HOCUTENSAX 3anncK, B COCTaBe UHPOPMALIMOHHOM CUCTEMDI
3NEKTPOHHOr0 apXuBa.

e YCnyru «apxuBHOro» aytcopcuHra. Micnonb3oBaHue «061a4yHbIX» TEXHOMOTUA.

[lpenopaBaTenu

MBAHOBA Jlapnca AHaTonbeBHa

9KCNepT-NPaKTUK ¢ 25-N1eTHUM OMbITOM NpenofaBaTeNbCKon U aAMUHUCTPATUBHO-YNPaBEHYECKON paboTbl B KPYMHbIX KOMMEPYECKUX U
roCcyAapCTBeHHbIX CTPYKTypax, BEAYLLMIA KCNePT No AOKYMEHTO060poTy hUpMbl «1C».

HNOPOHWHA Jlapuca AnekceeBHa

KaHampaTt aKOHOMMYeCKMX Hayk, AOLEHT Kadefpbl rocyAapCTBEHHOrO ynpaBneHus u kaaposon nonnTtuku MIYY lMNpasuTtenbctea
MockBbl, aBTOP y4ebHbIX MOCO6MI1 MO JOKYMEHTOBELEHNIO, IKCTNepT HauunoHanbHoM accoumannm obUCHbIX CNeLManncToB 1
aAMUHUCTPaTUBHbIX paboTHUKOB npu MpesnaeHTe Poccuitckon epepavmm, copaspaboTymk NpoheccmoHanbHbiX CTaHAapToB.

Cdepa npodeccrmoHanbHbIX UHTEPECOB:

MpodeccnmoHanbHble KOMNETEHLMU: ONTUMMU3aLMSA BU3HEC-NIPOLLECCOB NPeAnNpPUaTUs], paspaboTka HOPMATMBHbIX MaTepuanos no
[OKYMEHTUPOBaHUIO yNpaBfeHYeCKOl AesiTeNbHOCTH, ayAUT KafpoBOro Aenonpon3BoACTBa, KOHCYbTUPOBaHME Mo BbIGOPY
NporpaMMHOro NpoAykTa no asTomMaTusaunm 4enonponsBoACTBEHHbIX NPoLECcCoB. YyacTBoBana B NpoekTax no aBTomaTmsawmm
[oKyMeHToo60poTa koMnanum IKT, IBS, BecTb MeTa-TexHO0MMM.

O6pasoBaHue:

OkoHuuna 'ocylapCTBEHHYHO akaaeMuio yripaBneHns umenn C.OpaxoHnkmase, kadpenpa AJOKYMEHTOBEAEHUSA U OKYMEHTALNOHHOMO
o6ecneyeHus ynpaBneHus,, [LOKYMEHTOBES, CNeLMUanucT no MHGOPMaLMOHHBIM TEXHONIOMMUSIM YTpaBieHus!.

My6nukauum:

CtpaHuua: 2 M3 3


/training/all/spetsialist-po-organizatsionnomu-obespecheniyu-upravleniya-kurs-v-moskve-online/
http://www.fcaudit.ru/training/teachers/ivanova-larisa-anatolevna/
http://www.fcaudit.ru/training/teachers/doronina-larisa-alekseevna/

ABTOp 60nee 150 ny6nukauumii, B TOM Yncne ctaTei B XypHanax «CnpaBoyHMK cekpeTapsi u obuc-MeHeaxepar, «CrnpaBoyYHUK
KafpoBuKa», «[lenonpon3BoAcTBO», «CekpeTapckoe feno», «YnpasneHne nepcoHanom», «Cnyxba kagposy, «[lonck: oT npoekTa f0
KJHo4a» 1 ap.

CtpaHuua: 313 3



