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[oBbiweHne 3hHeKTUBHOCTU PabOoTbl CIYXOb!
AOKYMEHTaLMOHHOro obecrneyeHns ynpaBieHus

Y4acTHMKM Kypca nosly4at He TOJIbKO 0630p HOPMaTUBHOW JOKYMEHTaLMK, HO U NoAPO6HO pasbepyT BCe acneKTbl paboTbl CAyXObI
[IOKyMEHTaLMOHHOro obecneyeHus. Hayyartcsi paspabaTtbiBaTb JIOKaslbHble HOPMaTWBHbIE aKTbl U PerflaMeHTbl KOMMaHu,
JIOKYMEHTbI PasfiM4yHOro xapakTepa, NoslyyaT HaBblKWM apXMBHOIO ieN1a U Y3HatOT 06 OCOBEHHOCTSX 3/1EKTPOHHOMO
[LOKYMEHTO060pPOTa U apXUBUPOBaHWSI.

Jata npoBepeHusn: 23-25 anpens 2025 c 10:00 go 17:30
ApTukyn: Cl111973

Bup, 06yyenus: Kypc noBbilleHus KBanudukaumm
dopmart obyyeHus: [IHeBHOW

Cpok obyueHus: 3 gHs

MpopomkuTenbHOCTb 06yyeHus: 24yaca

MecTo npoBepeHusi: r. CaHkT-MeTepbypr, JIMroBckuii npocnekT, 266¢1, BusHec LieHTp Mpembep Jvra (3 ovepefb), 4 aTax, Us nudTa
HanpaBo. CTaHuun MeTpo «MOCKOBCKME BOPOTa», « TEeXHOMOrMYECKUA NHCTUTYT», «OBBOAHbIN KaHan».

CtoumocTb yyactus: 42 300 py6.
[Ans y4acTHMKOB NpelyCMOTpPEHO:

MeToanueckuin matepuman, kode-nayabl.

J[I0KyMeHT no oKoH4YaHuU obyyeHus: o nToram obyyeHus cnyliaTenu, yCnewHo nNpoLleaLine UTOroByo aTTecTaLuto No NporpaMme
06y4eHus, MoslyyatoT Y 4OCTOBEPEHME O NOBbILWEHUN KBanudukaumm B o6bemMe 24 4yacos (B COOTBETCTBUM C NIULIEH3NEN Ha NpaBo
BefleHVsi o6pa3oBaTesibHON AesTeNbHOCTH, BblAaHHOM [enapTaMeHTOM 06pa3oBaHusi U Hayku ropoga Mocksbl).

Ina Koro npegHasHayeH

PykoBoguTenenoTaena JOKYMEHTaLMOHHOro o6ecneyeHmns ynpaseHus, KaHuenapum, cekpetapmaTa, apxuea, MoMOLLHUKOB
pykoBoauTenen, pehepeHToB, NepcoHabHbIX aCCUCTEHTOB, OPUC-MeHEeXKEPOB, AENONPOU3BOANTENEN, JOKYMEHTOBEAOB U
apx1BapuycoB.

Lienb o6y4yeHus

e COBepLUEeHCTBOBaHMe NpoheccuoHanbHbIX HaBbIKOB YH4aCTHUKOB Kypca B ONTUMU3aLMU METOLO0B JOKYMEHTOO60POTa;

e MOBbILLEHNE IMYHON 3DHEKTUBHOCTM YHACTHUKOB KypCa;

e 03HaKOMJIeHWe YYaCTHUKOB Kypca C 0CO6eHHOCTAMM aHanM3a CUCTEMbI AOKYMEHTALMOHHOrO 06ecrneyeHns yrpaBneHus;

e MoJlydeHne NPaKTUYECKMX HaBbIKOB Y4acCTHUKaMM Kypca Mo NOoAroTOBKE HEO6XOAUMbIX AOKYMEHTOB: aKTOB, MUCEM U CIY)KEBHbIX
3anucok;

e MOoJlyYeHMe NPaKTUYECKMX HaBbIKOB Y4aCTHUKaMM Kypca Mo MOBbILLEHWIO MPOU3BOAUTENIbHOCTY TpyZa 3a CYET ONTUMKU3ALNUM
LIOKyMeHToo60opoTa.
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PesynbTaTt 06y4YeHus

B pe3ynbTaTe 06y4eHUs1 y4aCTHUKU Kypca NpUobpeTyT npakTUYecKue HaBbIKK:

e MOBbILEHNSA 3(D(HEKTUBHOCTU B OpraHU3aL M paboTbl CNyX6bl JOKYMEHTALMOHHOIO 06ecrnedeHunst yrnpaBneHus
[lenonpon3BoACTBa U AOKYMEHTO060pOTa B KOMMaHUM B paMKax COBpeMeHHbIX TpeGoBaHuii;

e B OpraHu1saLum BHyTPEHHErO AOKYMEHTOO60pOTa OpraHn3aLmm 1 JOKYMEHTOO60pOTa MeX Ay OpraHu3aumsamy;

e B OpraHusauuu npuema, pacCMOTPEHMUS U PETUCTPaLUM [LOKYMEHTOB;

e B OpraHu13aLum CpOKOB U KOHTPONSA UCMIONHEHUS [LOKYMEHTOB;

e B OpraHusaLum NpoLeccoB B KOMMNaHUM - AOKYMEHTOMOTOKY;

e B OpraHusauuu onepaTMBHOrO XpaHeHU s [LOKYMEHTOB;

e B OpraHu13aLumn COCTaBNEeHUS U BefleHUss HOMEHKaTypbl Aen;

e B MOATOTOBKE AeNl K apXMBHOMY XpaHEHWIO;

¢ 10 0(OPMJIEHMIO AKTOB O BblAeNIEHUN ieN JOKYMEHTaNbHOro hoHAa Ha YHUUTOXEHMUE;

e M0 OpraHM3aLMy CMeLIaHHOro AOKYMEHTO060p0Ta B KOMMaHUK.

3TO MeponpuATMEe MOXHO 3aKa3aTb B KOpnopaTMBHOM opmaTe (06y4eHne COTPYAHUKOB OGHOM KOMMNaHuu).

[TporpamMma 06y4yeHus

AeHb 1.

OpraHu3auus U NepcneKTUBbI Pa3BUTUA CYXX6bl AOKYMEHTaLMOHHOro o6ecneyeHus ynpaeneHus (A0Y). Llenu, 3agaum u byHKumm
cnyx6bl. BsaumogeincTene ¢ Apyrumu CTpyKTYpHbIMU NOAPasaeieHUs MU,

O6ecneyeHne UHPOPMaLMOHHbIX CBA3eil B opraHu3aumuu. CxeMbl [JOKYMEHTaLMOHHO-MH(POPMaLMOHHOrO B3aUMOAENCTBUA BHYTPU
opraHusauum. BepTukanbHble U ropu3oHTanbHble NOTOKK. Ponb cnyx6bl J0Y B ynpaBneHus oKyMeHTaumeln n 6u3Hec-npoLeccamMm.

MonoxeHue o cnyx6e JOKYyMEHTaLUOHHOro o6ecneyeHus ynpaBneHusi, HoOpMaTUBHO-MeToguuecKkoe o6ocHoBaHue. CTPYKTypa, LUTaTHOE
pacnucaHue, LOMKHOCTHOM U YUCNEHHDbI cocTaB cny6bl [J0Y. HopMaTuBbl BpeMEHU Ha BbiNonHeHne paboT. 3agauv n GyHKLMK
nogpasgenenuni cnyeéol [0Y. OpraHnsauusi B3anMoAencTBUSE MeXAy OTAeNaMn u CoTpyaHUKamu. [LoMKHOCTHOM cTaTyc cneyvanicra
cnyx6bl [10Y B CTPYKTYpe opraHusauumu.

3agaum u pyHKUMM pyKoBoauTens cnyx6bl JOY. PacnpefeneHue fOMKHOCTHbIX 06513aHHOCTEN MeXAy COTpyAHUKaMu. CocTaBneHune
LLOJIXKHOCTHbIX MHCTPYKUMIA. [lenernpoBaHue noaHOMoumii. Paapa6oTka HOpMaTUBHO-METOANYECKUX LOKYMEHTOB M MOIOXEHUI O
CTPYKTYPHbIX NOApasfeneHusXx.

FocypapcTBeHHOE perynupoBaHue CUCTEMbI aoy. HopmMaTunBHO-MeToAUYEeCKNE AOKYMEHTbI NO OpraHM3auuu genonpoMsBoacTaa.
M3MeHeHuMsA 3aKoHOAaTeNbCTBAa.

3ddeKkTMBHOCTL AOKYMEHTaLUOHHOro o6ecreyeHus ynpaeneHus, nokasaTtenu addekTMBHOCTH AeaTenbHocTH cnyx6 A0Y (KPI). O6wue
XapaKTepuCTUKM NoKasaTesnei OLleHKN AesiTENbHOCTU B aCMeKTe OpraHn3aumnoHHoro pa3sutus. Mokasatenu ahpdekTMBHOCTH
nestenbHocTu - KPI. OpraHusauunoHHas u tHbopMaunoHHas yHKLUUN CUCTEMDI yipaBieHns JoKyMeHTaMu. Cnyxoa O0Y - ueHTp
KOMMeTeHLUMW B 0611aCTV yNpaB/ieHUst JOKYMeHTaMu.

MpaKTuKa HanMcaHWUs JIOKaJIbHbIX HOPMaTUBHbIX AOKYMEHTOB OpraHu3aLum, peraMeHTUPYIOLUX OKYMEHTO060pOT: anropuTm,
odopMneHme, yTBEPXKAEHUE, TPAHCNALMSA, BHeAPEeHMe, KOHTPOsIb co6ntofeHus. lOpugmndeckne acnekTol opopMaeHUs opraHu3aLmMoHHO-
pacnopsanTeNibHbIX JOKYMEHTOB.

[loKyMeHTaLMoHHOe o6ecneueHne coBeLL,aHUin U UHbIX MEePONPUATHIA, NPOBOAUMbIX Ha NPEeANPUATUU U OPraHN3yeMbiX BHe
npeanpuaTUs.

JeHb 2.
KoHduaeHumuanbHoe AenonpoM3BoACTBO M KOMMepyecKas TalHa. OpraHusaunsa paboTbl ¢ KOHPUAEHLMaNbHbIMU fOKYMEHTaMMU.
Jlo0KyMeHTO060pOT OpraHU3aLm u ero CocTaensioLwue.

o [1oKyMeHTOO60pOT, KaK 35IeMeHT NPOLECCHOro YNpaBneHns B opraHnsauunv. busHec-npouecchi: ynpaBnsioLme n obecneymsatoLime.

e OpraHusauus CUCTeMbl KOHTPOJIA U YNpaBfeHUe UCMOJTHUTENIbCKON ANCLMUMNHON.

o CospaHue cneunanbHbIX CUCTEM yNpaBieHUss LOKYMEHTaMu, UHTErpUPOBaHHbIX C YNpaBieHYeCKMMM npoueccamum. Cxembl
JOKYMEHT0060poTa. BHYTPEHHMIA N BHELUHUI [LOKYMEHTOO60POT. CXEMbI U TEXHONOIMU paboTbl C LOKYMEHTaAMW.
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KOHTpob UCNONHEHUs [OKYMEHTOB U NopyyeHuii. Pa6oTa cneunanmctoB cnyx6bl JOY ¢ 0TBETCTBEHHbIMU UCMOSTHUTENSMU B
CTPYKTYPHbIX nogpasaenieHnax. 3Tarnbl KOHTPOS UCNOSTHEHUSA AOKYMEHTOB: TEKYLLMIN, MPOMEXYTOUYHbIA, UTOrOBbIA KOHTPO/b.
CocTaBnieHne oT4yeTa No KOHTPOJSIHO UCMNOSTHEHWUS AOKYMEHTOB.

OpraHu3auusi XxpaHeHUs1 LOKYMEHTOB. BeOMCTBEHHbI apxuB. HopMaTuBHO-NpaBoBas 6asa No apXMBHOMY XPaHEHMIO JOKYMEHTOB.
HomeHknaTypa gen opraHusaumu. O6ume npuHLmnbl GopMUpoBaHUA Aesl. AKCnepTHas KOMUCCUS opraHusaummn. Tunoeble 1
BeIOMCTBEHHbIE MepeyHn JOKYMEHTOB, UX CTPYKTYpa U 3HauYeHne. ApXMBHOE XpaHeHWe OKYMEHTOB.

MpaBuna u HopMbl OXpaHbl TPYAA, TEXHMKM 6e30nacHOCTH, NPOU3BOACTBEHHOW CAHUTApUKU U NPOTUBOMOXAPHOM 3aLLUTbI.
OeHb 3.
CucTeMbl ynpaBeHUs! 3NEeKTPOHHbIMMU fOKYMEHTaMU: PbIHOK, aHanu3 u Bbi6op.

e CucTemMa 3N1eKTPOHHOr0 AOKYMEHTO060pOTa - OCHOBa KOpPNopaTUBHOM MHGOPMaLMOHHON CUCTEMbI OpraHu3aumn. OCHOBHblE
Tpe6oBaHWA K CpeacTBaM U cUCTEMaM 3/1eKTPOHHOIo JOKYMeHTo060poTa.

o [pegHasHayeHne, BO3MOXHOCTU U OCHOBHbIE XapaKTEPUCTUKN CUCTEM 3NEKTPOHHOIO floKYMeHToobopoTa. [leno, Docs Vision, Kogekc
- [okymeHTo060poT, Mpanok, EBOPAT — [lokymeHToo60pOT, LanDocs, BOCC-PedepeHT, 1 C: [lokymeHTO06pOT, Globus Professional,
OnTtuma, Directum, DOCUMETR, KaHunep, Documentum, Open Text, Alfresco u gp.. OueHKa NpeanoXeHuin ¢ nosnunm 6musHec-
nonb3osaTenei. MNpuHUMNbI BbIGOpa CUCTEMbI 3JIEKTPOHHOIO AOKYMEHTO060pOTa A5 MPEANPUSATUIA.

e [IpakTnyeckune BONpOChl BHEAPEHUS U COMPOBOXAEHUS CUCTEM 3NIEKTPOHHOr0 AeNnionpou3BoacTea. [Npo6iembl 1 pelleHus.

o OpraHusauus opuanYecKr 3HaYMMOro JOKYMEHTOO60POTa B OpraHM3aLMu. SNeKTpoHHO-LMbpoBas NOANUCH U NOATBEPXKAEHUE
NOASIMHHOCTUN JLOKYMEHTOB.

o [paKTnyeckue NpuMepbl UCNONb30BaHNSA SNTEKTPOHHbBIX CUCTEM. TEXHONOrMN paboTbl C BXOASALLMMU, UCXOAALLMMU U BHYTPEHHUMMU
JokyMeHTaMu. PaboTa c NpoeKTaMu JOKYMEHTOB, COCTaB/IEHNE OTYETOB, apX1BHOE XPaHeHWEe AOKYMEHTOB.

MarepuanbHo-TexHuUYeckoe ob6ecneyeHue pa6oTbl cnyx6 [0Y. O6opyaoBaHue ANs CKNAaAUPOBaHUA U XpaHEHNS JOKYMEHTOB.
O6opyfioBaHME NOMELLEHWI CpeiCTBaMU 3aLLMTbl U KOHTPOSS.

OpraHu3sauus 3¢ deKTUBHOI pa6oTbl cnyX6bl JOY. OCHOBHbIE HanpaBneHUsi paboTbl PyKOBOAUTENS: MaHUPOBaHUWe, yrpaBJieHue,
KOHTPOb. CTUAIM yNpaBfeHns: TMAEPCTBO UM PYKOBOACTBO. KOHTpOsb B npoLiecce ynpasneHus. OpraHn3aums KoMaHaHoro
B3aMmogencTeus. McMxonornyeckme acnekTbl PyKOBOACTBA KOIIEKTUBOM. MOTMBALMS NPOU3BOACTBEHHOM aKTUBHOCTM PaBOTHUKOB.
OCOBEHHOCTU U CNOXHOCTH AEN0BOro B3auMoAencTeus. KoHONIMKTHbIE cUTyaumumn u ux npodunaktuka. Camoperynaums B KOHQIMKTHbIX
cutyaumsx. MpodunakTmka «npotheccroHanbHOro BbiropaHus».

3HaKOMCTBO ¢ pa6oToii cny)X6bl, 06ecneunBaloLLeii Je/TONPO3BOACTEO, NPUEM, YUeT U apXMBHOE XpaHeHUe AOKYMEHTOB.

[lpenogaBaTtenu

MAPTBIHEHKO CBeTnaHa BayecnaBoBHa

KoHCynbTaHT No AOKYMEeHTaLMOHHOMY o6ecnedyeHuto, onbIT paboTbl pyKoBoauTenem cryx6bl JOY 6onee 15 ner.

KAPHAYXOB AnekcaHap Muxannosuy

KaHauaaT TeXHWYEeCKMX Hayk, AoUeHT Kadeapbl MHDOPMATUKK 1 KOMMbIOTEPHbBIX TEXHONOIMI [opHoro yHueepcuteTa (CITY), akcnepT no
BHEJPEHMWIO CUCTEM 3/IEKTPOHHOIO JoKyMeHToo60poTa (C3/).

CTONIAPYYK EneHa AHaToNnbeBHa

KoHcynbTaHT-NpakTuK ¢ 20-NeTHUM OMbITOM MO NCUXONOTMU MEHEXKMEHTA, YPaB/IEHUIO NEPCOHANOM U OpraHU3aLMOHHOMY Pa3BUTULO
POCCUIACKMX U 3apyBeXXHbIX KOMMaHWi, 6U3Hec TpeHep U npernogaBaTesib MBA npu banTuilckoM rocyapcTBEHHOM TEXHUYECKOM
yHuBepcuTeTe «<BoeHmex» uMmenn [.0.YcTuHoBa. ABTOp ny6ankaumii no BONpocam MeXJIMYHOCTHOIro B3aMOAENCTBUSA B
opraHv3aunoHHoW cpelie, GOpPMUPOBaHUS NOBEAEHYECKUX CTPATErnil B KpUSUCHbBIX CUTYaLMSIX U Pa3BUTUSE KOPNOPaTUBHOW KyNbTypbl B
rocyfapCTBEHHbIX U KOMMEPYECKMX OpraHU3aLusiX.

MPEMNOOABATESb
Cneumanuctbl LieHTpanbHoro FocygapcTeeHHoro apxvsa CaHkT-lNeTep6bypra.
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