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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: MC23616

Bup, 06yyenus: Kypc nobilleHus KBanudukaumm
dopmar obyyeHus: [1HeBHOW

Cpok obyyeHus: 3 fHA

MpogomkuTenbHoCcTb 06yyeHus: 24yaca

MecTo npoBegeHus: r. MockBa, yn. 3onoTas, 4. 11, 6usHec-LeHTp «30/10TO», 5 3Tax. BceM yyacTHUKaM BbicblnaeTcs noapobHas cxema
npoesaa Ha ceMuHap.

CtoumocTb yuacTus: 47 900 py6.
[Ansa yyacTHMKOB NpefycMoTpeHo: MeToanyeckuit maTepuan, Kode-naysbi.

JIOKYMEeHT Nno oKOHYaHuM o6yyeHuns: o nToram obyyeHus cnyliaTenu, yCnewHo npoLeaLine UTOroByo aTTeCTaLuio No NporpaMme
06y4eHus, MoslyyatoT Y 40CTOBepeHME O NOBbIWEHUN KBanudukaumm B o6bemMe 24 4acos (B COOTBETCTBUM C NIULIEH3UEN Ha NPaBo
BefeHVs 06pa3oBaTeNibHON AeATeNbHOCTH, BblAaHHOM [enapTaMeHToM 06pasoBaHus U Hayku ropoaa Mocksbl).

Ina Koro npegHasHayeH

PykoBoguTenei apXMBoB Hay4HO-TEXHUYECKOI [OKYMEHTaLuK, pyKkoBoauTenei cnyxo6 L0Y, AenonponssoanuTenei, 4OKYMeHTOBEAOB,
apxvBapuycoB.

Lienb o6y4yeHus

Mony4ynTb pasbsACHEHUS K MOCEAHUM HOPMATUBHbIM JOKYMEHTaM v NpakTuieckue pekoMeHaauum no ahheKTMBHON opraH1saumm
XPaHeHUsi Hay4YHO-TEXHUYECKOW JOKYMEHTALMMW B OPraHU3aLmsax ¢ pasnnyHbiMU GopMamu CO6CTBEHHOCTM.
3TO MeponpuATUe MOXHO 3aKasaTb B KOpNopaTMBHOM opmaTe (06yyeHne COTPYAHUKOB OGHOM KOMMNaHuK).

[TporpamMmma oby4yeHus

CtpaHuua: 113 3
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AeHb-1.
HopmaTtuBHo-MeToamnyeckas 6a3a opraHu3aLMmn apxMBa Hay4HO-TeXHUYeCcKoi AoKymeHTauuu. CoctaB HT/[] u-cpoku ee-xpaHeHus.

e 3aKoHOAATENbCTBO B-0611aCTH apxMBHOro Aena. dopMypoBaHMe NCTOYHUKOB KOMMIeKTOBaHUst apxmeoB HT. Oco6eHHOCTM apxuBa
Hay4YHO-TEXHMYECKOM AOKYMEHTaunn. Buabl co6cTBeHHOCTU Ha-HT/. Buabl HayYHO-TEXHUYECKON LOKYMEHTALMM, MOCTYNatoLLen
Ha-XxpaHeHWe B-TOCYAapCTBEHHbI apxunB. 06a3aTeNbHOCTb Nepefayn HayuHO-TEXHUYECKON JOKYMEHTAaL N B-TOCYAapCTBEHHbIV apXuB.

¢ paBoBble U-HOPMATUBHO-TEXHUYECKUE AOKYMEHTbI, perynmpytolime coctas u-opopmneHune HTL (noctaHoBneHus MpaBuTtenbcTBa

Poccuiickoi defepaunu, MeXrocyfapCTBEHHbIe, HauuoHanbHble cTaHaapTbl, CHul (CH/CM), (TKWUHIM), CTO 123456RW-144-2021.

defepanbHbI 3aKOH 06-McYepnblBatoLLLEM NepeyHe npoLeayp B-CTPOUTENbCTBE, O-TUMOBOM NPOEKTUPOBaHUM U-paboyent

JOKyMeHTauum n-gp.

MpaBnna opraHM3auumn XxpaHeHu s, KOMINJIEKTOBaHUS, y4eTa U-MCrnosib30BaHWs Hay4YHO-TEXHNYECKOMN JOKYMEHTAaLMN B-OpraHax

rocyAapCTBEHHOW BacTy, OpraHax MecTHOrO CaMOyMNpaBJieHUs], FOCy1apCTBEHHbIX U-MYHULMNANbHbIX OpraHu3aumsx (yTe. NpMKasom

PocapxuBa 0T1-09.12.2020-No 155, 3aper.-B-MuHtocTe Poccnu-12.03.2021-No 62735). BkntoueHne gokymentos HT, B-OUC THA

n-ErNCY.

e 06513aHHOCTb Nepefayn HayuYHO-TEXHUYECKON fIOKYMEHTAL MK NPU CMEHE PyKOBOAUTENSA, peopraHv3aLmu, MIMKBUAALMY, UBMEHEHUN
(hopMbl CO6CTBEHHOCTU OpraHM3aUmn.

o [oHaTue n-knaccudukaumsa HTL. Cneunduka HT. CoctaB HTA. OnpegeneHne komnnekTHocTn HT[, npu nepefaye B-apxue
opraHusauumm.

Yuet pokymeHToB HT/[] B-HOMeHKnaType aen opraHusauuu. Mpasuna opopmneHus 3aronoekos gen HTA.

o OnpepeneHne CPOKOB XpaHEHNA HaYYHO-TEXHUYECKOW AOKYMEHTaLUN.

e 0630p MepeyHa HT[;: npukas Pocapxusa 01-20.12.2019-N 236 «06-yTBEP)KAEHMM [NEepEYHSI TUMOBbIX YNPaBIeHYECKMUX apXUBHbIX
[OKYMEHTOB, 06pasyoLLnXca B-NpoLecce AeaTeNbHOCTU FOCyAapCTBEHHbIX OPraHOB, OPraHOB MECTHOIr0 caMoyrnpaBJieHus!
n-opraHn3auni, c-ykasaHmem CpoKoB UX-XpaHeHus». CpoKKn xpaHeHus forosopos B-TlepeyHe HT/: Teopus n-npakTnka. Skcneptusa
ueHHocTn HT 1. U3sMeHeHne CpOKOB XxpaHeHus gokymeHToB HT/,.

o danbuoBKa YepTexen, nepenseT (NOALWNBKA) AOKYMEHTOB TEKCTOBOM fOKYMEHTaLUK; HyMepaLusi TMCTOB eANHULbI XPaHEHWST;
COCTaB/IeHWe BHYTPEHHEW OMNWCK; 3anoJTHEHWE NCTa-3aBepuTens; opopmeHne 0610XKHY fena.

e O6opynoBaHue ans xpaHenua HTL,.

JAeHb-2.
OpraHu3sauus paboTbl TEXHUYECKOro apxuea. YUeTHble AOKYMeHTbl apxuea HT/.

e lNepeaaya HayYHO-TEXHUYECKOW [JOKYMEHTALMMN B-apXUB (TEXHUYECKUI apXM1B), UHOE CTPYKTYpHOE nojpa3sfeneHue, opraHusytollee
XpaHeHune HT[], B-opraHnsaumu. CoctaBneHne onucen gen n-akToB nepefayn gen B-apxve opraHunsaumn. ApxmBHble onucu. Pasnuuuma
B-0hOPM/IEHUMN apXMBHOWM ONUCK eN Hay4YHO-UCcCnefoBaTeNbCKON, KOHCTPYKTOPCKOM U-NPOEKTHOM AOKYMeHTaLmMmn. CXxeMbl NOCTPOEHMUSA
onucern. HayyHo-cnpaBoYHbIv annapaT k-onucu HT,. O6n10)KKa onucu, NNCT-3aBepuTenb Aena, BHYTPEHHSS ONUCH Jen.

e [lokymeHTbl apxmBa HT[. MacnopT apxua. CocTaB yY4eTHbIX JOKYMEHTOB: MHBEHTAPHbIE KHUMN YYETa; KapTOUKM yyeTa JOKYMEHTOB;
KHWUIM (3KypHanbl) perucTpauum paspeLleHuii Ha-BHeCEHWE USMEHEHUI 1St TPOEKTHON AOKYMEHTauumn ans CTpouTenbCcTea
N-NPOrpaMMHOM OKYMEHTAaL MK, U3BELLEHWUI, NPeABapUTENbHbIX U3BELLEHWI N-NPEeaSIOXKEHNI 06-USMEHEHMMN AN KOHCTPYKTOPCKOM
N-TEXHONOIMYeCKON AOKYMeHTaLnn. BHeceHne n3MeHeHNI B-MPOEKTHYIO fOKYMeHTaLumto. [puMepbl BapuaHTOB BHECEHWUS USMEHEHUI:
aHHYNMpOBaHWeE U-3aMeHa INCTOB.

o [IpoBepka Hanuuus U-coctostHMsA aen. NopsfoK YHUUTOXKEHUS AOKYMEHTOB C-UCTEKLLMMU CPOKaMM XpaHeHusi. OpraHnsaums paboTbl
apxusa HT[, no-sanpocam nonb3oBaTenen.

JAeHb-3.

XpaHeHune 9N1eKTPOHHbIX HayYHO-TEXHUYECKUX JOKYMEHTOB Ha-hu3nyecku 060co6aeHHbIX HOCUTENSIX U-CUCNOIb30BaHUEM
MH$OpMaLMOHHON CUCTEMDI.

e [MoOHATME 3M1EKTPOHHOIO AOKYMEHTa U-3/IEKTPOHHOMO apxuBa. Mpo6iemMbl OpraHM3aLmMmy apXMBHOrO XPaHeHUs HayYHO-TEXHUYECKOM
[LOKYMeHTauun. 3aKoHOAaTe/IbCTBO 06-3/1eKTPOHHOM XpaHeHUN AOKYMEHTOB. PernameHTaums paboTbl C-351eKTPOHHbIMU JOKYMEHTaMM
B-JIOKaJIbHbIX HOPMaTUBHbIX aKTax OpraHusaLum.

e BapuaHTbl OpraHu3aLmmn 3N1eKTPOHHOIo apXmnBa: NChl U-MUHYCbl. COCTaB AOKYMEHTOB 3/1IeKTPOHHOro apxmsa HT/,. dopmarTsl
LOKYMEHTOB W-MX-3HaueHWe Npu opraHn3aLmm 3NeKTPOHHbIX apXMBOB. PekoMeHAaumm no-paboTe c-HayYHO-TEXHUYECKOW
JOKYMEHTaLMEN B-3NIEKTPOHHOM BUAE B-CTPYKTYPHbIX NOAPA3AeNeHNsIX OpraHu3aLmmn u-8-apxmeax opraHusauuin. Tpe6osaHus
K-apXMBOXPaHMUJINLLAM 3/1IEKTPOHHbIX AOKYMEHTOB Ha-CbeMHbIX HocUTeNAX. Tpe6oBaHUA K-TeMnepaTypHO-BIaXHOCTHOMY PeXUMY
XpaHeHUst JOKYMEHTOB Ha-pasHbiX HOCUTENAX.

e [pueM Ha-TocyfapCTBEHHOE apXMBHOE XpaHeHWe NPOEKTHOW JOKYMEHTALMMN Ha-31EKTPOHHbIX HOCUTENSX.

MpakTuuyeckme Kecbl. Bbi6op cMcTeMbl aBTOMaTU3aL MM NIEKTPOHHOIO apxmBa. APXMBbI TEXHUYECKOMN U-CTPOUTENIbHOW AOKYMEHTALMM.

TexHuYeckue pelleHuns u-nx-byHKLMOHaNbHOCTU.

[lpenogaBaTtenu

CtpaHuua: 2 M3 3



HNOPOHWHA Jlapuca AnekceeBHa

KaHamnpaaTt 3KOHOMUYECKUX HayK, AOLEHT Kadeapbl rocyAapCTBEHHOro ynpaBneHus U KagpoBow nonuTukn MIYY MpaButenscTea
MoCKBbI, aBTOP Y4e6HbIX NOCO6MI MO AOKYMEHTOBEAEHMIO, aKCNepT HauuoHanbHoi accoumanmnm ohUCHbIX CNeumanvcToB 1
aAMUHUCTPATUBHbIX paboTHUKOB Npw MpesuaeHTe Poccuiickoin defepaumy, copaspaboTumk NpodeccrMoHasbHbIX CTaHAAPTOB.

Cdepa npodeccrmoHanbHbIX UHTEPECOB:

MpodeccnmoHanbHblie KOMNETEHLMU: ONTUMMU3aLMSA BU3HEC-NPOLLECCOB NPeAnNpPUsaTUs], pasapaboTka HOPMaTMBHbIX MaTepuanos no
[OKYMEHTUPOBaHUIO yNpaBfeHYeCKOl AesiTeNbHOCTH, ayAUT KafpoOBOro Aenonpou3BoACTBa, KOHCYbTUPOBaHME No BbIGOPY
NporpaMMHOro nNpoAykKTa no asTomMaTusaunm 4enonponsBoACTBEHHbIX MPOLECCoB. YyacTBoBana B NpoekTax no aBTomaTmsawmm
[OKyMeHToo60poTa koMnaHum IKT, IBS, BecTb MeTa-TexHOMOMMN.

O6pa3oBaHue:

OkoHuuna Focyp,apCTBeHHylo aKageMuio ynpasseHUa UMeHU C.OpaXoHuKuase, Kacbep,pa AOKyMeHTOBeAeHUA U AOKYMEHTaUuNOHHOIo
obecnevyeHus ynpasneHusa, LOKyMeHTOoBe/, cneynanunct no I/IHCbOpMaLWIOHHbIM TEXHOJI0rMAM ynpaBieHUA.

My6nukauuu:

ABTop 6onee 150 ny6nunkaumii, B TOM YMChe CcTaTel B )KypHanax «CnpaBoYyHUK cekpeTaps U oduc-meHemxepa», «CnpaBoOYHUK
KaapoBuKay, «JenonponsBoacTBo», «CekpeTapckoe Aefo», «YnpaBneHue nepcoHanomy, «Cnyx6éa kaapoy, «[ToUck: OT NpoekTa Ao
Kno4a» u ap.

MPEMOLOABATE/Ib
CneunanuncTbl apXMBHOWM OTPAc/K, 3KCNEPTbI-NPaKTUKN KOMMaHU-pa3paboTYnKoB creumannsanposaHHoro MM0.
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