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CospaHune 1 BegeHune apxmBa Hay4YHO-TEXHUYECKOMU
AokymeHTauuun (HT/[) Ha TpagMUMOHHbBIX U 3IEKTPOHHbIX
HOCUTENAX

Ha kypce paccmaTpuBaeTcs coBpeMeHHasi HopMaTUBHO-NpaBoBast 6a3a, perynupytoLas paboTy ¢ HayYHO-TEXHUYECKOM
nokyMeHTauumer (HT/), nopsfok ydeTta v opraHmsaums xpaHenus HT L, nopsaoK aKCnepTuabl LEHHOCTU M COCTaBJIEHUE ONCeit
fen HT[, o6wue TpeboBaHua k HT/1, nepefgaBaemMoil B rocyapCTBEHHbIE U MyHULUMNANbHbIE apXuBbl, 0CO6eHHOCTM NepeBoga HT/,
B 3/IEKTPOHHYIO (hOPMY, COBPEMEHHbIE TEXHUYECKMe cpeficTBa B paboTe apxuBa HT/.

[ata nposepeHusn: 28 -30 asrycta 2024 ¢ 10:00 po 17:30
ApTtukyn: MC23617

Bup, 06yyenus: Kypc nobilleHus KBanudukaumm

®dopmart obyyeHuss: OHNaiH-TpaHCsAUmMS

Cpok obyyeHus: 3 fHA

MpogomkuTenbHoCcTb 06yyeHus: 24yaca

CtoumocTb yuacTtus: 47 900 py6.

[ins y4yacTHUKOB NpefycMOTPeHo: MeToAnYecKunii MaTepuar.

JI0KyMeHT no oKoH4YaHuW obyyeHus: o nToram obyyeHus cnyliaTenu, yCnewHo npoLleaLlne UTOroByo aTTeCcTaLuto No NporpaMme
06y4eHUs, MoJlyyatoT Y 4OCTOBEPEHME O NOBbILWEHUN KBanudukaumm B o6bemMe 24 4acos (B COOTBETCTBUM C NIULIEH3NEN Ha NpaBo
BefleHVsi o6pa3oBaTesibHON AesTeNbHOCTY, BblAaHHOK [enapTaMeHTOM 06pa3oBaHusi U Hayku ropoga MockBbl).

Ina Koro npegHasHayeH

PykoBoauTeneil apXxMBoB Hay4HO-TEXHUYECKOI [JOKYMEHTaLum, pykoBoauTenei cnyxo6 L0Y, aenonponssoanTenei, 4OKYMEHTOBEAOB,
apxvBapuycoB.

Llenb o6y4yeHus

Mony4ynTb pasbsACHEHUS K MOCEAHUM HOPMaTUBHbIM JOKYMEHTaM M NpakTuyeckue pekoMeHaauum no ahhekTMBHON opraH1saumm
XPaHeHUs Hay4YHO-TEXHUYECKOW JOKYMEHTALMM B OPraHU3aLusax ¢ pasnnyHbiMU GopMamu CO6CTBEHHOCTM.
3TO MeponpuATMe MOXHO 3aKasaTb B KOpNopaTMBHOM hopmaTe (06yyeHne COTPYAHUKOB OAHOM KOMMNaHuK).

[TporpamMmma oby4yeHus

AeHb-1.

CtpaHuua: 113 3


http://www.finkont.ru

HopmaTuBHO-MeTOoAMUYeCKan 6a3a opraHM3aLumn apxMBa Hay4YHO-TEXHMYECKOIN AoKyMeHTauun. CoctaB HT/] n-cpoku ee-xpaHeH#us.

e 3aKoHOAATENbCTBO B-0611aCTH apXMBHOMo Aena. PopMypoBaHMe NCTOYHUKOB KOMMIeKToBaHUst apxmeoB HT/. Oco6eHHOCTM apxuBa
Hay4YHO-TEXHUYECKOI JoKYMeHTauun. Buabl co6cTBeHHOCTM Ha-HT. Buzibl HayYHO-TEXHUYECKOW AOKYMEHTaLMK, MOCTyNatoLein
Ha-XxpaHeHWe B-TOCYAapCTBEHHbI apxuB. 06a3aTeNbHOCTb Nepefayun HayuHO-TEXHUYECKON JOKYMEHTaL N B-TOCYAapCTBEHHbIV apXuB.
MpaBoBble U-HOPMaTUBHO-TEXHUYECKWE LOKYMEHTbI, perynupytolime coctae u-opopmneHune HT (noctaHoBneHus MNpaBuTenbcTBa
Poccuitckor Peaepaumm, MeXrocyaapCTBeHHble, HaLMoHanbHble cTaHaapTbl, CHulM (CH/CM), (TKUHM), CTO 123456RW-144-2021.
defepanbHbIN 3aKOH 06-McYepnbiBaloLL,EeM NepeyHe npoueayp B-CTPOUTENbCTBE, O-TUMOBOM NPOEKTUPOBaHUM U-paboyeit
JOKyMeHTauuu n-ap.
MpaBuna opraHn3aummn xpaHeHUs, KOMMIEKTOBaHWSA, y4eTa U-MCMOb30BaHUA HayYHO-TEXHUYECKOW AOKYMEHTaL MK B-opraHax
rocyAapCTBEHHOW BlacTy, OpraHax MeCcTHOrO caMOyrnpaBJieHUs!, FOCyapCTBEHHbIX U-MYHULMNANbHbIX OpraHu3aumsix (yTe. NpMkasom
PocapxuBa 01-09.12.2020-No 155, 3aper.-B-MuHtocTe Poccumn-12.03.2021-No 62735). BkntoueHne gokymeHToB HT B-OUC THA
n-EFCNCY.
e 06513aHHOCTb Nepefayn HayuYHO-TEXHUYECKON [IOKYMEHTAL N NPU CMEHE PYKOBOAUTEISA, PeopraH13aLmy, MIMKBUAALMY, UBMEHEHUN
(hopMbl COBCTBEHHOCTH OpraHu3aLuu.
o MoHaTue n-knaccudukaumsa HTO. Cneunduka HT. CoctaB HTA. OnpeaeneHne komnnekTHocTu HT, npu nepefaye B-apxus
opraHusaunu.

Yuet pokymeHToB HT[] B-HOMeHKnaType aen opraHusauuu. NMpaesuna opopmneHus saronoskos gen HTA.

e OnpepeneHne CPOKOB XpaHEHWNS HAYYHO-TEXHUYECKOW AOKYMEHTaLuN.

e 0630p MepeyHs HTA: npukas Pocapxva 01-20.12.2019-N 236 «06-yTBEpXXAEHUM [TepeyHs TUMOBbIX YNPaBAeHYECKNX apXMBHbIX
JIOKyMeHTOB, 06pa3sytoLLnxca B-NpoLiecce AeATeNbHOCTH roCyAapCTBEHHbIX OPraHOB, OPraHOB MECTHOIO CaMoynpaB/ieHNs
n-opraHusaLmii, c-ykasaHmeM CpoKOB MX-XpaHeHUusi». Cpoku xpaHeHust oroBopos B-TlepeuHe HT/[: Teopus n-npakTuka. dkcnepTmsa
ueHHocTn HT . U3MeHeHne CpoKOoB xpaHeHus gokymeHToB HT/,.

o GanbLoBKa yepTexei, nepenneT (NOALIMBKA) JOKYMEHTOB TEKCTOBOW AOKYMEHTALMK; HYMepaLus IMCTOB €AUHULbI XPaHEHWS;
cocTaB/ieHWe BHYTPEHHEW ONWCK; 3anoJIHeHWe NucTa-3aBepuTens; opopmIieHne 06I0XKHY fena.

o O6opynoBaHue ansa xpaHenma HTL,

OeHb2.
OpraHu3sauus paboTbl TEXHUYECKOro apxuBa. YueTHble AOKYMeHTbl apxuBa HT/.

¢ Nepefaya HayYHO-TEXHUYECKOM AOKYMEHTALMUN B-apX1B (TEXHUYECKMIN apXMB), MHOE CTPYKTYPHOE NoJpasAesieHune, opraHusyollee
XxpaHeHue HT[ B-opraHunsauun. CoctaBneHme onnucen aen n-akToB nepegayv aen B-apxve opraHusaumv. ApxvBHble onvucu. Pasnnuuns
B-0OpMNEHUN apXMBHOW ONUCK AN Hay4YHO-UCCNef0BaTENbCKOMW, KOHCTPYKTOPCKOW U-NPOEKTHOM AOKYMeHTauMmn. CxeMbl NOCTPOEHUS
onuvcei. HayyHo-cnpaBoyHblii annapaT k-onucu HT. O610yKa onucK, nucT-3aBepuTesb ena, BHYTPEeHHsIs onuch Jer.

o [lokymeHTbl apxuBa HT[. MacnopT apxua. CocTaB YY4eTHbIX JOKYMEHTOB: MHBEHTAPHbIE KHUMN YYETa; KapTOUYKM yyeTa fJOKYMEHTOB;
KHWUIW (3KypHanbl) perucTpauum paspeLleHuii Ha-BHeCEHWE U3MEHEHUI st IPOEKTHON AOKYMEHTaLUumn afs CTpouTenbCcTea
U-NpOrpaMMHOM JOKYMEHTaL UK, U3BELLEHWI, NTPeABapUTENbHbIX U3BELLEHUI U-NPEANTOXKEHWUI 06-U3MEHEHNM AJ151 KOHCTPYKTOPCKOWA
N-TEXHONOIrMYeCKON AOKYMEHTaUnn. BHeceHne n3MeHeHNI B-NMPOEKTHYIO AOKYMeHTaLUmIo. MNpuMepbl BapuaHTOB BHECEHWUS USMEHEHUI:
aHHYNMpoBaHWe n-3aMeHa JINCTOB.

o [MpoBepKa Hanuuusi U-cocTosiHusA aen. NopsaLoK YHUUTOXKEHUS] LOKYMEHTOB C-UCTEKLUMMU CPOKaMu XpaHeHusi. OpraHunsaumsa paboTbl
apxusa HT[], no-sanpocam nonb3oBaTenen.

JeHb-3.

XpaHeHune 311eKTPOHHbIX HayYHO-TeXHUYECKUX JOKYMEHTOB Ha-hu3ndyecku 060cob6n1eHHbIX HOCUTENSAX U-CUCNOo/Ib30BaHUEM
MHGOpPMaLIUOHHON CUCTEMDI.

e [OHATME 3NEKTPOHHOIO AOKYMEHTa U-3JIEKTPOHHOMO apxuBa. Mpo6nembl opraHM3aLmmn apXMBHOMO XPaHEHUs HayYHO-TEXHUYECKOM
LOKYMeHTauun. 3aKoHOAaTeNIbCTBO 06-3/1eKTPOHHOM XpaHeHWUN AOKYMEHTOB. PernameHTaumus paboTbl C-3/1eKTPOHHBIMU JOKYMEHTaMM
B-JIOKaJIbHbIX HOPMAaTUBHbIX aKTax OpraHusaLum.

e BapuaHTbl OpraHu13aLmmn 3N1eKTPOHHOIo apXmnBa: NChl U-MUHYCbl. COCTaB AOKYMEHTOB 3/1IEKTPOHHOro apxusa HT/,. dopmaTbl
[LOKYMEHTOB W-UX-3HaYeHWe Npu opraHn3aL M 3NeKTPOHHbIX apXUBOB. PekoMeHJaumn no-paboTe c-Hay4YHO-TEXHUYECKOW
JOKYMEHTaLMEN B-ONIEKTPOHHOM BUAE B-CTPYKTYPHbIX NOAPA3AeNeHNsIX OpraHu3aLmm u-8-apxmeax opraHusauuin. Tpe6osaHus
K-apXMBOXPaHMUJIULLAM 31IEKTPOHHbIX AOKYMEHTOB Ha-CbeMHbIX HoCcUTeNAX. Tpe6oBaHNUA K-TeMnepaTypHO-BIaXHOCTHOMY PEXUMY
XpaHeHUst JOKYMEHTOB Ha-pasHbiX HOCUTENAX.

o [NpueM Ha-rocyapCTBEHHOE apXMBHOE XpaHeHWe NPOEKTHOW JOKYMEHTALMMN Ha-3/1EKTPOHHbIX HOCUTENSX.

e [pakTuyeckue Keicol. Boi6op cMCTEMbl aBTOMaTU3aLMM 971eKTPOHHOTO apxmBa. ApX1Bbl TEXHUYECKON U-CTPOUTENIbHON JOKYMEHTALMMN.
TexHUYecKue peLeHuns n-ux-byHKLMOHaNbHOCTH.

[lpenopaBaTenu

HNOPOHWHA Jlapuca AnekceeBHa

CtpaHuua: 2 M3 3


http://www.fcaudit.ru/training/teachers/doronina-larisa-alekseevna/

KaHampaTt aKOHOMMYECKMX Hayk, AOLEHT Kadefpbl rocyAapCTBEHHOrO ynpaBieHus u kagposon nonntuku MIYY lMNpasuTtenbctea
MockBbl, aBTOP y4ebHbIX MOCO6MIA MO JOKYMEHTOBEAEHNIO, IKCTNepPT HauunoHanbHo accoumannm ohUCHbIX CNeLmanncToB 1
aAMUWHUCTPaTUBHbIX paboTHUKOB npu MpesnaeHTe Poccuitckoin deaepavumn, copaspaboTymk NpoheccmoHanbHbiX CTaHAapToB.

Cdepa npodeccrmoHanbHbIX UHTEPECOB:

MpodeccnmoHanbHble KOMNETEHLMU: ONTUMMN3aLMSA BU3HEC-TIPOLLECCOB NPeanNpUsaTUs, paspaboTka HOPMATUMBHbIX MaTepuanos no
[OKYMEHTUPOBaHUIO yNpaBieHYeCKol AesiTeNbHOCTH, ayAUT KafpoBOro Aenonpou3BoACTBa, KOHCYNbTUPOBaHME Mo BbIGOpY
NporpaMMHOro NpoAykTa no asTomMaTusaunm 4enonponsBoACTBEHHbIX MPoLECccoB. YyacTBoBana B NpoekTax no aBTomaTmsaumm
[OKyMeHToo60poTa koMnanum IKT, IBS, BecTb MeTa-TeXHOOMMN.

O6pasoBaHue:

OkoHuuna 'ocyiapCTBEHHYIO akaaeMuio yripaBneHns umenn C.Opa)XoHnkmase, kadeapa LJOKYMEHTOBEAEHUSA U [OKYMEHTALMOHHOIO
o6ecneyeHns ynpaBneHus, LOKYMEHTOBeZ, CNELMUanucT No MHOOPMAaLMOHHBIM TEXHONIOMMSIM YTpaBeHus!.

My6nukauum:

ABTop 60nee 150 ny6nuKawmii, B TOM YMCe cTaTeil B XypHanax «CnpaBoYHUK cekpeTaps U oduc-MeHegxepar, «CnpaBoYHUK
KaapoBuKa, «[1enonponsBoacTBO», «<CeKpeTapcKoe Aenox, «YnpasseHue nepcoHanoMy», «<Cnyx6a kagpos», «[oMcK: OT NpoekTa Ao
KntoYa» 1 ap.

MPEMNOOABATESb
CneuunanucTbl apXUBHOW OTPacs1, 9KCNepTbI-NPaKTUKM KOMMaHW-pa3paboTuynKoB creluanusnpoBaHHoro Mo.

CtpaHuua: 313 3



