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CoBpeMeHHbIN apxmB. HopMaTuBbl, TEXHONOMMKN, aBTOMaTM3aLms

B 2023 ropy namenunuco lNpaBuna opraHMsaumm XpaHeHUsl, KOMMIEKTOBaHUSA, yyeTa 1 UCMOb30BaHUS LOKYMEHTOB APXMBHOMO
doHaa Poccuiickorll defepaumu u Apyrx apxXmBHbIX JOKYMEHTOB B rOCYAapCTBEHHbIX OpraHax, opraHax MecTHOro
camoynpaBJieHuUs u opraHusaumsx (yTe. npukasom Pocapxmea ot 31.07.2023 No 77). B pamkax Kypca cywiaTesnin nonyyat nosiHyto
MHdOpMaLMIO MO BOMpOCaM rocyapCTBEHHOrO PEryIMpoBaHns U 3aKOHOAATENbCTBA B apXMBHOM Aerne, HaydaTcst opopMneHnto
Aen Ana nepefayn Ha apxMBHOE XpaHeHue Noj, pyKOBOACTBOM MpakTUKytoLero cneuunanucta FocyaapcTBeHHOro Apxuea u
pa3bepyTcsi B CNOXHbIX BONPOCAX 3NEKTPOHHbIX apX1BOB.

Jata npoBegenus: 14 -17 oktsa6psa 2025 ¢ 10:00 go 17:30
ApTtukyn: Cl111989

Bup, 06yuenus: Kypc nobilueHus KBanudukaumm

dopmar obyyeHus: [1HeBHOW

CpokK 06y4eHust: 4 fHs

MpogomkuTenbHoCTb 06yyeHus: 324aca

MecTo npoBepeHusi: . CaHkT-MeTep6bypr, JIMroBckuii npocnekT, 266¢1, BusHec LieHTp Mpembep Jlvra (3 oyepefb), 4 aTax, Us nudTa
Hanpago. CTaHLMU MeTpo «MOCKOBCKME BOPOTa», «TE€XHONOMMYECKUIN MHCTUTYT», «O6BOAHBIN KaHan».

CtoumocTb yuyacTus: 51 600 pyo6.
[AnA y4acTHMKOB NpeyCMOTPEHO:

MeToAunuyeckuin MaTepuan, Koge-naysbl.

J[IOKYMEHT Nno oKOHYaHuM 06yyeHuns: o ntoram obydyeHus cnyliaTenu, yCnewHo npoLeaLine UTOroByo aTTeCTaLuIo No NporpaMme
06y4eHus, MoslyyatoT Y 40CTOBEpEHME O NOBbILWEHUN KBanudukaummn B o6bemMe 32 4acos (B COOTBETCTBUM C NIULIEH3UEN Ha NPaBo
BefeHVs 06pa3oBaTesibHON AeATeNbHOCTH, BblAaHHOM [enapTaMeHToM 06pa3oBaHus U Hayku ropoaa Mocksbl).

Ina Koro npegHasHayeH

PyKOBOﬂ,VITeJ'IeIZ apxuBoB I'Ipe)J,I'IpVIﬂTMVI n OpFaHVI3aLI,VIIZ, npep,cep,aTeneDl N 4YNeHOB 3KCNePTHbIX KOMMCCUHR,
pyKOBO,D.I/ITe!'IeVIOTp,eﬂOBp,OKyMeHTaLWIOHHOFO obecrevyeHus ynpaeneHua, KaHuendapum, cekpetapumara, cereTapeVl, NOMOLLHUKOB
pyKOBO,D,VITeJ'IeVI, ped)epeHTOB, NnepCcoHaNbHbIX aCCUCTEHTOB, Od)VIC-MeHeﬂ,)KepOB, }J,eﬂOI'IpOVISBOD,VITeﬂeVI, OOKYMEHTOBEO0B U apXnBUCTOB.

Lienb o6y4yeHus

e nepejaya HaBbIKOB MO OPraHM3aLyy COBPEMEHHOMO apX1Ba B KOMMaHUy;

e 03HaKOMJIEHWE C COBPEMEHHbIMU TPeGOBaHUSIMU K COXPaHHOCTU AOKYMEHTOB B OpraHusaLmy;
o Tpe6OBaHUSIMU MO BEAEHMIO YYETHBIX JOKYMEHTOB apXuBa;

e nepepaya HaBbIKOB MO CO6MIOAEHMIO OCHOBHbIX MPaBuI1 paboTbl apXMBOB OPraHU3aLMii;

e MOPASOK NPOBefEHUs SKCMEPTU3 LIEHHOCTU AOKYMEHTOB [/l apXUBHOMO XPaHeHus;

o MOPSIAOK CO3/aHUSA IKCMEPTHON KOMUCCHM.

PesynbTaT 06y4YeHus
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B pe3synbTaTe 06y4eHUs1 y4aCTHUKU Kypca NpuobpeTyT npakTUyecKue HaBbIKK:

e 0 OpraH13aLMy COBPEMEHHOro apxm1Ba B KOMMNaHWW, OTBEYAOLLEr0 COBPEMEHHbIM Tpe6oBaHMAM 3aKOHO4ATeNIbCTBa;
e M0 COCTaBNEHUIO NMPoeKTa Nprnkasa 06 opraHn3aLum 3KCNepTHON KOMUCCUY;

e M0 MNpoLeaype nepesaym AOKYMEHTOB Ha XpaHEHWe B apxXMB OpraHusaLum;

e 0 OpraHM3aLMm NPOLIECCa YHUUTOXEHNUS JOKYMEHTOB C pas/inyHbIMU CPOKaMU XpPaHEHUS;

e M0 COCTaBNEHMIO akTa 06 YHUUTOXEHUN fien apxXuBHOTro GOHA];

e 10 ohopMIIEHNE apXUBHOM CNPaBKMK;

e 0 B3aMMOAENCTBMIO apX1Ba OpraH13aLMi C KOHTPOSIMPYIOLLMMU OpraHamu;

e M0 OpraHM3aLMy ayTCOPCUHIa apxmBa: ero AOCTOMHCTBAX U HeAOCTaTKaX;

e M0 OpraHM3aLMy CMEeLIaHHOro AOKYMEHTO060p0Ta B apXBe KOMMNaHuu.

3TO MeponpuATMEe MOXHO 3aKasaTb B KOpNopaTMBHOM thopmaTe (06yyeHne COTPYAHUKOB OAHOM KOMMaHuu).

[TporpamMmma oby4yeHus

AeHb 1.
HopmaTuBHO-MeTOoAMYEeCcKas 6a3a No opraHM3aLum U BeAeHUIO apXMuBa.

AHanua nameHeHwuii MNMpaeun pa6oTbl apxuBoB opraHusauuit (Mpukas Pocapxusa oT 31.07.2023 N2 77) «O6 yTBEP>KAEHWUM NpaBuU
opraHvMsauumn XxpaHeHusl, KOMMNIEKTOBaHMS, y4eTa U UCNOoJIb30BaHMA [OKYMEHTOBY.

HopmaTtuBHo-npaBoBasi 6a3a apxmeHoro gena B P®. KommeHTapun k ®epepanbHoMy 3akoHy N2 125-03 ot 22.10.2004 «06 apxvBHOM
nene B PO». KoHTponb 3a cobntofeHneM 3akoHoaTebcTBa 06 apxMBHOM fene. Mopaaok npoBeAeHns NpoBepok. MpaxaaHcKo-
npaBoBasi, afMMHUCTPATMBHAsA M yroNnoBHas OTBETCTBEHHOCTb CMeLUanmMcToB U pykoBoAMTeNst opraHusauuu. LtpadHbie caHkuuu.

MoHsITMe apxuBa opraHu3aumu. Buabl apxmBoB. 3aKoHOAAaTENbHOE peryimpoBaHune paboTbl apxuBa. BaaumogencTeme ¢
rocyAapCcTBeHHbIMU apxuBamu. NpaBo CO6CTBEHHOCTH Ha JOKYMEHTbI, NepefaBaeMble B roCyAapCTBEHHbI apXuB.

Tpe6oBaHNs K MOMELL,EHUIO apXuBa. PeXVMbl XpaHEHUS! ,OKYMEHTOB: CBETOBOW, TEMNEPATYPHO-BIAXKHOCTHbIW, CAaHUTapHO-
TUrMeHNYecKUi, OXpaHHbIil. PaamelleHne AOKYMEHTOB B apXMBOXpaHUIIULLE, CPEACTBa XpaHeHus, TonorpadupoBaHue.

BefoMCTBeHHbI apXMB opraHM3aumu. Paspa6oTka NosioXxeHus 06 apxmMBe opraHusauum: 3agadu, byHKUMK, Npasa, 0653aHHOCTY.
MnaHvpoBaHWe paboTbl apxunBa, OpraHM3aLma Tpyaa. HopMaTuBbl BpeMeHu Ha paboThl B apxyvBe.

KoMnnekToBaHue apx1MBa fJOKyMeHTaMU CTPYKTYPHbIX NoApa3sgeneHunit. Buabl 4OKYMEHTOB M Ux ocobeHHoCTU. Knaccudukauus n yuet
[OKYMeHTOB B apxuBe. MopsifoK Bblaauv Aen u3 xpaHuiuia.

MpoBepKa HanMuus U COCTOSAHUSA [LOKYMEHTOR B apxuBe. OpopmIieHne pe3ynbTaToB NpoBepku. OTBETCTBEHHOCTb 3@ COCTOSIHUE
[OKYMeHTaunoHHoro goHaa.

MopaAoK NpoBeAeHNs IKCNepTU3bl LIEHHOCTU AOKYMEHTOB B OpraHu3aumu. PaspaboTka NonoXeHns 06 3KCNepTHOM KoMUcCHn
opraHusaumm: 3afauu, GyHKLUK, NOpsSAOK paboTbl. TUNOBbIE M BEAOMCTBEHHbIE NepeyYHn JOKYMEHTOB C yKa3aHWEM CPOKOB UX XPaHEHHUS.
M3MeHeHUst HopMaTUBHO 6a3bl. MopsAAOK NpoBefeHNs U 0POPMIEHUA pesyNibTaToB IKCMEPTUSbI LLEHHOCTU A0KYMeHTOB. CocTaBneHne
aKTa 0 BblAeNeHUN K YHUUTOXEHMIO [JOKYMEHTOB, He MOAJEXaLLMX XpaHeHuto. MopsAaoK YHUUTOXEHUS Aefl, B TOM Yuchie LOKYMEHTOB
orpaHM4YeHHOro gocTyna.

OeHb 2.

OCHOBHbIe y4yeTHble AOKYMEHTbI apxuBa. CocTaBNeHue onucer, Aesl NOCTOSHHOMO XpaHEeHUs U Mo IMYHOMY cocTaBy. CucTemMaTu3aums
Zen B onucsx. CocTasneHue npeancnosus K onucu. OhopmeHne TUTYNIbHOro ucta. OCO6eHHOCTU COCTaBEHUS ONUCKU U
dhopMupoBaHue fen. CocTaBneHue nacnopTa apxvMea opraHusaumn.

OcHoBHble Tpe6oBaHusA K popmMupoBaHmio U opopmMneHuio aen. Hymepauus, NUCT-3aBepuTenb Aena, 0610XxKa, nepenneT. MpuHLmUnbI
dhopMupoBaHus fen. TUNUYHbIE HapyLUEHWS.

KoHTponb Hap BefieHUeM Aen B eNIONPon3BOACTBE CTPYKTYPHbIX Nofpa3AesieHnit apXuBHOM cyX60ii opraHusauuu. Mopsaok
nepegayu fen B BEAOMCTBEHHbIN apxuB. CocTaBneHue CAaTOYHOI onucy gen.

HomeHKnaTypa Aen opraHn3auuu. CprKTypa, cucremaTusauua, CoCctaBHble YaCTU HOMEHKIaTypbl Aern. CocTaBneHve BBeLEHNS,
Od)OpMﬂeHVIe nTOroBoi 3anucu. 0cCo6eHHOCTN COCTaBIeHUS HOMEHKNnaTypbl Aen gna pasanyHbix opransau,MVl. TUNWYHbIE OLLUMOKM.
CornacoBaHue HOMEeHKNaTypbl Aen Cc rocyaapCtBeHHbIM apXUBOM. I'Iepequb TUNOBbIX apXNUBHbIX AOKYMEHTOB, o6pa3y|ou4|/|xc;| B Hay4HO-
TEXHUYECKOM U I'IpOVISBO}J,CTBEHHOIZ AEeATENbHOCTU opranaauMFl, C YKa3aHueM CpoKOB UX XpaHEHUA (peFVICTpaLI,VIH B MuHiocTe
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PerucTpauus 06.06.2020). AHanu3 NpUMEHeHUs U ONpeaenieHnsi CPOKOB XpaHeHUs. AHanu3 CTPYKTYpbl MNepeyHs.-
MoaroToBKa Aien K nepepAaye Ha rocyAapcTBeHHoe xpaHeHue. CocTaBneHne NCTOPUYECKOM CNpaBKu K JOKYMeHTaM.

MUcnonb3oBaHue OKYMEHTOB apXMBa. Bbiaya JOKYMEHTOB BO BpeMeHHOoe Nosb3oBaHue. CoCTaBMIEHWE U Bblfaya apXMBHbIX CNIPaBoOK.
MHdbopmMaLmoHHo-cnipaBoYHas pa6oTa ¢ AOKYMeHTaMu apxuBa.

AeHb 3.

MoHATUe NpoeKTa, 3Tanbl NPoeKTa, MeToAuKa BHeapeHUs CI/], pbIHOK 3/IEKTPOHHOI0 JOKYMEHTO0060poTa M apX1MBa, 0CO6eHHOCTH
AenonpousBoacTea B ycnosusax COA:

Kputepum Bbi6opa cucTeMbl 3/IEKTPOHHOIO AOKYMeHToo60poTa. [locTOMHCTBA U cneLuduKa pasfiIM4HOro NporpaMMHoro o6ecneyeHus.
CoBpeMeHHas npakTuKa 1 oLeHKa kadectBa C3/[]. 06ocHOBaHMe BbIGopa onTUManbHoro BapuaHta C3/]. AHanus pbiHka C3/, u
NpeaIoXeHn BEeHAEPOB NO peannsaLlumn TpeboBaHuni 6usHec-nonb3oBaTenei. Cnocobbl M HIOAHChI UHTErpaLMm pasnyHbIX NPUIOXKEHUI
B paMKax Bbl6paHHoi C3[1. MeToamMKa 1 NpakTUYeCKne peKoMeHAaLmMmn Mo BbIABIEHUIO NyYLLUX Afs1 CBOEW KOMMNaHUW BapuaHTos C3/.

WHdopMaLmoHHas 6e30MacHOCTb B CUCTEME 3/IEKTPOHHOIO AOKYMeHToo60poTa opraHu3auumn. 06ecneyeHme KOHUAEHLMANBHOCTY,
OOCTYMHOCTU U LLeNOCTHOCTH A0oKYMeHTOB B C3/. 3almTa nepcoHanbHbIX AaHHbIX B cOOTBETCTBMMU ¢ D3 N2 152.

HoBble TeXHONOrUM B NPMMEHEHUU CUCTEM I/IEKTPOHHOTO LOKYMEeHT0060poTa Ha npeanpuaTUn. Mpobnembl MHTerpauum CO/L, B
MHbOPMaLMOHHOE MPOCTPaAHCTBO KoMMNaHuu. CoBpeMeHHoe BuaeHue KUC.

MpaKTnyeckune BONPoCbl BHEAPEHUSA 3NIEKTPOHHOTO lOKYMEHT0060poTa B OpraHu3auumn. AHanus nyywmx npakTMK pOCCUMCKUX
KOMMaHui No abheKTMBHOMY BHeApPeHUIo 1 aKkcrayaTaummu C3/.

MpaKTnyeckune BONPOCbI CO3AaHNSA U UCNOJIb30BaHNSA 3NEKTPOHHbIX apXMBOB opraHu3auuu. Mpo6nemMbl U peLueHns.

3afaun apxXMBHOro XxpaHeHus MHdopmauun. MHGopMaLUoHHbIE TEXHONOMMK B apXMBHOM XpaHeHun. CUcTeMbl aBTOMaTU3auum paboTsbl
apXMBOB 1 3/1EKTPOHHbIE apXMBblI.

HopmaTtusHo-npaBoBas 6asa no paGOTe C NIEKTPOHHbIMU [ OKYMEHTaMu. TepMuUHbI 1 onpefeneHus.

OcobeHHOCTHN pa60Tb| C /IEKTPOHHbIMU AOKYMEHTaMU: co3aHune, npuaaHue POpMAMHECKOVI Cunbl, UCNosHeHne, onepatTnBHOE XpaHeHue.
SKcnemesa LEHHOCTUN 3JIEKTPOHHbIX AOKYMEHTOB. MeToabl YHUHTOXXEHUA 3NEKTPOHHbIX 4OKYMEHTOB.

MopapoK NOAroTOoBKM U Nepefaya 3NMEeKTPOHHbIX JOKYMEHTOB Ha apxuBHOe xpaHeHne. OnucaHue JOKYMEHTOB Ha 3JIEKTPOHHbIX
HocuTensix. OpraHnsauus ydeta 3N1eKTPOHHbIX JOKYMeHTOB. O6ecneyeHuns ayTeHTUYHOCTU (MOAJIMHHOCTM) 3/1EKTPOHHBIX JOKYMEHTOB.
O6ecneyeHne CoXpaHHOCTU [OKYMEHTOB Ha 3/TEKTPOHHbBIX HOCUTENSIX.

MpUHLMNbI co34aHNA 9NTIEKTPOHHOIO apXuBa opraHusauun. Buabl 351eKTPOHHbIX apXUBOB. Cnocobbl 1 3Tanbl coO3faHus ANEKTPOHHbIX
apXxXunBoOB. CDyHKU,MOHaJ'IbeIe cocTaBnsawowme. YnpasneHue CprKTypOVI apxuBa.

0630p CyLLECTBYIOLLUX PELLEHUIA ANt INEKTPOHHbIX apXMBOB. 3aKOHOMEPHOCTU M3MEHEHUS 9IKOHOMUYECKON 3HEKTUBHOCTM Npu
MCMOJSIb30BaHNUN 3NEKTPOHHbIX apXUBOB.

[lpenogaBaTenu

MOJIOYHWUKOB Munxann AnekcaHaposuy

PykoBoauTenb fenapTameHTa BHeAPEHUS MHOOPMAaLIMOHHBIX CUCTEM U CUCTEM JOKYMeHTOo60poTa C 15-N1eTHUM onbITOM paboTbl B
oTpacnu.

MPEMNOOABATEJb
Cneumanuctbl LieHTpanbHoro FocysapcTBeHHoro apxvsa CaHkT-lNeTep6bypra.
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