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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: MC24128

Bup ob6yyenus: CemuHap

®dopmart obyuyeHus: [JHeBHOW

Cpok obyueHus: 1 feHb

MpopomkuTenbHOCTb 06yyeHus: 8yacos

MecTo npoBeaeHus: r. MockBsa, yn. 3onoTas, 4. 11, 6uaHec-LeHTp «30/10TO», 5 aTax. BceM yyacTHMKAM BbiCblnaeTcs nogpo6Has cxema
npoesfa Ha ceMuHap.

CtoumocTb yyactus: 19 800 py6.
JAns y4acTHUKOB NpelyCMOTPEHO:

MeToaunuyeckmii MaTepuarn, Kode-naysbl.

[lOKYMeHT o oKoH4YaHun 06ydeHus: CepTudukaT 06 y4acTum B cEMUHape.

Ina Koro npegHasHayeH

PykoBoguTenei apXxMBoB NPeanpusaTUA U OpraH13aLnii pasfiniHbIX OpraHU3aLMoHHO-NPaBOBbIX GOpM, pyKoBoauTeneit cnyxeé 0V,
COTPYAHUKOB KaHLENApuUm, cekpetapumaTta, o6LLMX OTAENOB, CeKpeTapen, MOMOLLHUKOB PYKOBOAUTeNEN, petepeHTOB, NepcoHalbHbIX
acCUCTEHTOB, o(1C-MeHeXepoB, AeNONPOU3BOAUTENEN, LOKYMEHTOBEOB U apXMBapUyCcoB, PyKOBOAMUTENEH U COTPYAHUKOB CIYXK6
aBToMatusauum (IT-cnyx6), BHeAPSAIOLMX UIIM MOAEPHUSUPYIOLLMX 9N1EKTPOHHbIN apXMB OpraHu3aLmu.

Lienb o6yyeHus

[MonyunTb pasbACHEHUS K NocnegHUM HOPMaTUBHbIM JOKYMEHTAM U NpakTUYeCKMe peKoMeHaaLmm rno opraHMsauum apxXuBHoro
XpaHeHUA 3NTEKTPOHHbIX AOKYMEHTOB B OpraHn3auunax no6oro Tuna.

PesynbTaTt 06y4YeHus

B pesynbTaTe 06y4eHUs1 y4aCTHUKU Kypca NpUobpeTyT npakTuyecKue HaBbIKK:
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o o BHeAPEeHUO NHOPMALMOHHBIX TEXHONIOTUIA B AeATENbHOCTb apXUBa, MPUMEHEHUIO MPUKNAAHOro NPOrpaMMHOro
obecrneyeHns N CpaBHUTENbHOrO aHannsa NPorpaMMHbIX NPOAYKTOB AJ15 MOMCKa ONTUMAasbHOrO peLleHus.
e [0 opraHusaLuu XpaHeHUs1 apXMBHbIX 3JIEKTPOHHbIX AOKYMEHTOB.

3T0 MeponpuaTUe MOXXHO 3akasaTb B KOPNopaTUBHOM cbopMaTe (o6yquMe COTPYAHNKOB ofHoMn KOMI'IaHMI/I).

MeponpusaTne npoxoauT B paMKax KypcCa rnosblllieHnA KBaJ'IMd)MKaLI,MMI

L] CﬂeLl,VIaﬂVICT no opraHn3ayMOHHOMY U JOKYMEHTALUMOHHOMY obecneyvyeHunto ynpaBneHua OpraHI/IBaLI,VIeVI

[lporpamma obyyeHus

KOMnneKTOBaHMe, apXuBHOe XpaHeHue, YHUYTOXKEeHUe 3JIeKTPOHHbIX JOKYMEHTOB.

o PerynvpoBaHne apXMBHOIro XpaHEHNU OKYMEHTOB B 3N1eKTPOHHOM hopMe. MoHATHE «apXWB 3NeKTPOHHbIX fJOKyMeHTOB». TOCT P UCO
30300-2015,FOCT P 7.1.101-2018/MCO 30301:2011 v ap. NMpukas Pocapxvea oT 31 utons 2023 r. N 77. (3KcnepTHbI KOMMEHTapMWiA).
MepcnekTuBbl pasBUTMS HOPMATUBHON 6a3bl.

o Tpe6oBaHWA K apXMBHOMY xpaHeHuto 3[1. PyHKLMOHabHble TPe6oBaHNA K cucTeMam xpaHeHns S/1. AyTEHTUYHOCTb, AOCTOBEPHOCTD,
LieIOCTHOCTb, MPUrOAHOCTb AJ151 UCMOMIb30BaHWs S/1: TEXHOMOMMK 3aLLUTbI; TEXHOSIOMMM 06ECNeYEHN AONTOBPEMEHHOW COXPAHHOCTU
9/1; nopaepXKa MUrpaLnm N KoHBepTaumum; hopmaTbl XpaHeHuWs.

o CTaHAapTbl, PyKOBOACTBA M METOAMYECKME peKOMeHAaLMN. OCOBEHHOCTH 3KCNepTU3bl LIEHHOCTM 3/IEKTPOHHbIX AOKYMEHTOB.
YHUUTOXEHNE 3NEKTPOHHbIX [JOKYMEHTOB.

o MNMoAxoAbl K OpraHN3aL MM apxMBHOIO XPaHEHUS 3NTEKTPOHHbIX JOKYMEHTOB.

TexHonornn cospaHus 9JIEKTPOHHOro apxuBa U 3J1IeKTPOHHOro XxpaHeHus1 OKYMEHTOB.

o OumdpoBka 6yMaxkHoro apxmea. Lienecoo6pa3HocTb 1 nepcnekTuBbl oUUdPOBKU. INEKTPOHHbIN Jy6AMKaT apXMBHOTO JOKYMEeHTa.
KoHBepTauus JOKYMEHTOB. NeKTPOHHbIe Ay6nmKaTbl JOKYMEHTOB Ha 6yMa)XxHOM HocuTese. NepeBoj AOKYMEHTOB B 3JIEKTPOHHYHO
topMy (ckaHVMpoBaHWe, pacno3HaBaHue, MaeHTUdKKaUMs U MapkupoBka). MpugaHue ropuanyeckor saHaummocTum 3.

o OpraHusauus npouecca nepegauvm ounhpoBaHHbIX JOKYMEHTOB.

o XpaHeHue oundpoBaHHbIX JOKYMEHTOB Ha HU3NYECKM 060CO6NEHHbBIX HOCUTENAX 3aMucK, B cCOCTaBe MHHOPMALMOHHO CUCTEMBI
3NEKTPOHHOrO apxuBa.

e YCnyru «apxvMBHOro» ayTcopcuHra. Micnonb3oBaHue «061auHbiX» TEXHOOMUM.

[lpenogaBaTenu

MBAHOBA Jlapuca AHaTofibeBHa

JKCNepT-NPaKTUK C 25-1ETHUM OMbITOM NpernoAaBaTe/ibCKoi U afMUHUCTPATUBHO-yNpaBAeHYeckKoi paboTbl B KPYMHbIX KOMMEPYeCKUX u
rocyAapCTBEeHHbIX CTPYKTypax, BEAYLLUIA IKCNEPT No OKYMEHTO060poTy hUpMbl «1C».

HNOPOHWHA Jlapuca AnekceeBHa

KaHauaaT aKOHOMUYECKUX HayK, foLeHT Kadeapbl roCyAapCTBEHHOIO YNpaB/ieHUs U KagpoBoW NoaMTMKK MIYY MpaBuTenbcTBa
MocKBblI, aBTOp y4e6HbIX MOCO6UIA MO AOKYMEHTOBEAEHUIO, IKCMNEepPT HauunoHanbHoM accoumauum obuCHbIX CreumanncTos 1
aAMMWHUCTPaTUBHbIX paboTHMKOB npu MpeangeHTe Poccuitckon deaepaumm, copaspaboTumk NpoheccmoHanbHbiX CTaHAapToB.

Cdepa npopeccmoHanbHbIX MHTEPECOB:

MpodeccnmoHanbHblie KOMNETEHLMU: ONTUMM3aLMSA BU3HEC-NPOLLECCOB NPeANPUATUS], pa3paboTKa HOPMaTUMBHbIX MaTepuanos no
[OKYMEHTUPOBaHUIO yNpaBieHYeCKOM AesiTeNbHOCTH, ayAUT KafpoBOro Aenonpon3BOACTBa, KOHCYbTUPOBaHME No BbIGOpY
NporpaMMHOro NpoAykTa no asToMaTusaunm 4enonponsBoACTBEHHbIX MPoLEeccoB. YyacTBoBana B NpoekTax no aBTomarmsawmm
[OKyMeHToo60poTa komnanum IKT, IBS, BecTb MeTa-TexHoM0rmu.

O6pa3oBaHue:
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/training/all/spetsialist-po-organizatsionnomu-obespecheniyu-upravleniya-kurs-v-moskve/
http://www.fcaudit.ru/training/teachers/ivanova-larisa-anatolevna/
http://www.fcaudit.ru/training/teachers/doronina-larisa-alekseevna/

OkoHuuna FocypapcTBeHHYHO akaemMuto yripaBneHus uMermn C.OpaKoHnkuase, kadenpa JOKYMeHTOBeAEHNS U [JOKYMEHTALMOHHOMO
ob6ecrneyeHmnst ynpaB/ieHUs, LOKYMEHTOBeS, CrneLumanmucT no MHGOpPMaLMOHHbIM TEXHOSIOMUAM yrpaB/ieHus.

My6nukauum:

AsTop 60nee 150 ny6imKauui, B TOM Yuciie cTaTeit B KypHanax «CrnpaBoYHUK cekpeTaps u odpuc-meHemxepar, «CnpaBoYHMK
KafpoBuKay, «[lenonpon3BoAcTBO», «CekpeTapckoe Aeno», «YnpaBneHue nepcoHanom», «Cnyxoéa kapposy, «Iouck: oT npoekTa fo
KJto4a» u ap.
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