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Cneumnanuct apXunBa opraHm3aLunu

B pamkax Kypca crywarteny pacCMOTPSIT COBPEMEHHYIO NPaBOBYHO 6a3y, Ha KOTOPYHO HY)>XHO OPUEHTUPOBATLCA NpU BEAEHUN
apXMBHOrO eNoNpon3BOACTBa, TPEGOBaHUS K apXMBOXPaHUULLAM, NOPALOK GOPMUPOBaHUSA apXUBHOW CNYX6bl, OpraHM3aLmio
XpaHeHUs,, NpMeMa v Bbliauun apXMBHbIX AOKYMEHTOB, BHEAPEHWUE U NMPUMEHEHNE COBPEMEHHbIX aBTOMATU3UPOBaHHbIX U1
LMbPOBbIX TEXHOOTMIA, OPraHU3aLMIO XpaHeHUS aPXMBHBIX 31EKTPOHHbBIX AOKYMEHTOB.

Jata npoBegeHusn: 17 - 18 ceHTs6psi 2025 ¢ 10:00 o 17:30
ApTtukyn: MC24109

Bup, 06yuenus: Kypc noBbilleHus KBanudukaumm

dopmart obyyeHus: [IHeBHOM

Cpok obyueHus: 2 fHsl

MpopomKuTenbHOCTb 06yuyeHus: 16yacos

MecTo npoBegeHus: r. MockBa, yn. 3onoTas, 4. 11, 6usHec-LeHTp «30/10To», 5 3Tax. BceM yyacTHMKAM BbicblnaeTcs noAapobHas cxema
npoesga Ha ceMuHap.

CtoumocTb yyactus: 38 900 py6.
[ins yyaCTHUKOB NpeflyCMOTPEHO:

MeToanueckuin matepuman, kode-nayabl.

[lOKYMEHT o OKOH4YaHuM 06ydeHus: o nToram obydeHus ciyLlaTeny, yCrnewHo npoLlejLime UTOroByto aTTecTaluio No nporpaMmMe
06y4eHus, Mosly4atoT Y 40CTOBepeHME O NOBbIWEHUN KBanudukaumm B o6bemMe 16 4acos (B COOTBETCTBUM C NIULIEH3UEN Ha NPaBo
BefleHusi o6pa3oBaTesibHOM AesTeNIbHOCTY, BblfaHHON [lenapTaMeHTOM 06pa3oBaHus U Hayku ropoaa MocKBbl).

Ilna Kkoro npegHasHaveH

PykoBoauTenei apxvBoB NpeanpusiTUl U OpraHn3aLmil pasnnyHblX OpraH1M3aLMoHHO-NPaBoBbIX GOpM, pykoBoauTenen cnyx6 A0Y,
COTPYAHWUKOB KaHLensipu1, cekpetapmnaTta, 061X OTAEN0B, CeKpeTapei, NOMOLLHMKOB pyKoBoauTenen, pedepeHToB, MePCOHaNbHbIX
accUCTeHTOB, 0rC-MeHeXXepoB, Ae/I0NPon3BoAUTeNei, AOKYMEHTOBEAO0B 1 apX1BapuyCcoB, PyKOBOAUTENEN U COTPYAHUKOB CNyX6
aBToMaTtusaumu (IT-cnyxk6), BHEAPAIOLLMX UM MOAEPHU3UPYHOLLMNX 3IEKTPOHHBIN apXMUB OpraHnsaLmu.

Llenb o6y4yeHus

nOJ'Iy‘-WITb pa3bACHEeHUA K nocsiegHUM HOPMaTUBHbIM AOKYMEHTaM U NpakTu4yeckmne pekoMmeHgauum no opraHnsaumm xpaHeHus
AOKYMEHTOB B OpraHm3aumax no6oro Tuna.

Ocob6eHHOCTH NporpaMmmsil

3a nocnefHune rofibl yTBepXAeHO MHOIO HOPMaTUBHO-METOANYECKMX [JOKYMEHTOB MO apXMBHOMY fiefly: HOBble NpaBuia XpaHeHus
[oKyMeHTOoB ¢ deBpans 2020 roga (Mprkas Pocapxusa oT 20.12.2019 N2 236); HoBble Tpe60BaHMS K CUCTEMAM 3JIEKTPOHHOMO
IokymeHToo60poTa (C3/1) M cucTeMaM XpaHeHWst 3NeKTPOHHbIX JoKyMeHToB (CX3[1) B apxuBax rocyiapCTBeHHbIx opraHoB (Mpukas
PocapxuBa oT 15.06.2020 N269); BHeceHbl M3MeHeHWs B [paBuna opraHuW3aLumy XpaHeHusl, KOMMNIEKTOBaHUS, yYeTa U UCMONIb30BaHus
Hay4YHO-TeXHUYeckom fokyMeHTauum (Mpukas degepanbHoro apxuBHoro areHTcTBa oT 12.08.2021 N2 72), B MopagoK UCnonb3oBaHus
apXMBHbIX OKYMEHTOB B rOCYAapCTBEHHbIX MU MyHULMNANbHbIX apxuBax Poccuiickoi ®egepauum (Mpukas denepanbHOro apxMBHOro

CtpaHuua: 1us 4
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areHTcTBa o1 09.06.2021 N2 51); c okTsi6ps 2020 rofa 3a HapyLleHWe NPaBUJI XPaHEHUSI apXMBHbIX JOKYMEHTOB AeCATUKPATHO BbIPOCIU
wrpadbl.

PesynbTaT 06y4YeHus

B pe3ynbTaTte o6yquuﬂ Yy4aCTHUKHU Kypca anoGpeTyT npaKTu4yeckKkue HaBblKK:

e o oT6OPY AOKYMEHTOB Ha XpaHeHMe, NPOBEAEHNIO IKCNEPTU3bI LIEHHOCTW [JOKYMEHTOB, ONPeAesIEHNIO CPOKOB XpaHeHns
apXMBHbIX OKYMEHTOB, yNOPSiA0YEHNIO JOKYMEHTOB A5 X Nepefiayn Ha apxMBHOE XPaHEeHHe.

¢ o BHeAPEHUO NHOPMALMOHHBIX TEXHONIOTUIA B AeATENbHOCTb apXUBa, MPUMEHEHUIO MPUKNAAHOro NPOrpaMMHOro
obecrneyeHns N CpaBHUTENbHOIO aHannsa NPorpaMMHbIX MPOAYKTOB AJ15 MOMCKa ONTUMAasbHOTO peLleHus.

e [0 opraHusaLuu XpaHeHWs1 apXMBHbIX 3JIEKTPOHHbIX AOKYMEHTOB.

3TO MeponpusTUe MOXHO 3aKasaTb B KOpNopaTMBHOM GopmaTe (06yyeHne COTPYAHUKOB OJHOM KOMMNaHWK).

MeponpusaTtne npoxoauT B paMKax KypcCa rnosbllieHnA KBaJ'IMd)MKaLI,MMI

. CﬂeLl,VIaﬂVICT no opraHn3ayMOHHOMY U LOKYMEHTALMOHHOMY obecneyeHunto ynpaBneHua opraHMaaumeM

[lporpamma ob6yyeHus

[eHb 1.

JloKyMeHTanbHbIi U apXvBHbIiA poHAbI opraHusaumu. HopMaTuBHbIE TPe60BaHMA K OpraHM3aLMm TEKYLLLEro onepaTUBHONO ¥ apXUBHOMO
XpaHeHUs! JOKYMEHTOB.

o QepepanbHbIf 3akoH 0T 22.10.2004 N2 125-03 «06 apxuBHOM aene B Poccuiickon Gepepaunmn». 06513aTeIbHOCTb apXMBHOTO XpaHEHUSsI

[JOKYMEHTOB B TE€YEHME HOPMATUBHbIX CPOKOB.

MoHATMA «AOKYMeHTasNbHbI GOHAY», «<apXMBHbIN GOHAY, «KAPXUBHbIA AOKYMEHT». OTBETCTBEHHOCTb 3@ OPraHM3aL Mo TEKYLLEro

onepaTMBHOIO U apXMBHOIO XpaHeHWs fOKYMeHTOB. OTBETCTBEHHOCTb 3a OCYLLECTB/IEHNE TEKYLLErO XpaHeHUsl U obecrneyeHns

COXpaHHOCTU. [IOKyMEeHTbI OpraHusaLnm - akTus, UMEIOLLNIA LIEHHOCTb.

MpaBnna opraHM3aLumn XxpaHeH s, KOMINJIEKTOBaHUS, y4eTa 1 UCMOob30BaHWsA JOKYMeEHTOB ApxuBHoro ¢doHaa Poccuiickon Pepepaumn

U ApYryX apXUBHbIX OKYMEHTOB B OpraHax rocylapCTBEHHO BacTU, OpraHax MeCTHOIro camoynpaB/ieHns U opraHusauusix (yTe.

npukasomM Pocapus 31.07.2023 N2 77). NpoeKT HoBoW Bepcuu MNpasus.

MepeyHn [OKYMEHTOB CO CPOKaMM XpaHeHUs. [lepeyeHb TUMOBbIX YNPaB/IEHYECKMX apXMBHbIX JOKYMEHTOB, 06pasyoLMXcs B npouecce

[eATeNIbHOCTUN roCyapCTBEHHbIX OpPraHoB, OpraHOB MECTHOIO caMOynpaBfieHUst U OpraHM3auuni, C ykasaHneM CPOKOB UX XpaHeHus

(yTB. npuka3soM PocapxuBa oT 20.12.2019 N2 236 1 MHCTpyKLMs MO ero npuMeHeHuio (YTB. npuka3oM Pocapxua oT 20.12.2019 N2 237).

CpoKM XpaHeHNs LOKYMEHTOB B 6yMa)KHOW 1 3N1EKTPOHHOM Gopme.

o [pVHLMNbI, KPUTEPUU U dTarbl AKCNEPTU3bI LEHHOCTU AOKYMeEHTOB. Co3aaHune 3KCMepTHOM KOMUCCUM opraHusauun. NpumepHoe
nosioxeHune 06 sKCNepTHOM KOMUCCUU opraHun3aumuu (yTB. NpukasoM Pocapxuea oT 11.04.2018 N2 43).— OpraHusaums u
JOKYMEHTUpPOBaHWe paboTbl 3KCMEPTHON KOMUCCUW.

e Ponb HOMeHKNaTypbl AeN B CUCTEMATU3aALMUM AOKYMeHTanbHoro GoHAaa. Tunbl 1 BUAbI HOMEHKNATYp Aen. MeToanka u

OpraHv3auMoHHble npoLeaypbl pa3paboTKu 1 BeAeHUss HOMeHKaTypbl Aen. [JononHeHWe K HOMeHKaType fefl. 3HayeHne

HOMeHKaTypbl AeNn ANs COCTaBNeHUsl onucei JoKyMeHToB. HoMeHKknaTypa Aen Kak knaccubukaTop B CUCTEME 3/IEKTPOHHOO

LLOKyMeHToo60poTa.

ApxuBHbI HOHA OpraHMW3aummn 1 yCTaHOBEHME ero rpaHuL. MonoxeHne 06 apxuBe UM NOIOXeHNe 06 apXMBHOM XpaHEHUN

[OKYMeHTOB. [10KyMeHTbl GUIManoB, NpeacTaBUTeNIbCTB U OTAENIEHUI: UX MECTO B apXMBHOM (QOHAE FO/IOBHOW OpraHv3aumu.

OTBETCTBEHHOCTb 3a apXMBHOE XpaHeHNe JOKYMEHTOB.

o KOHTpONb 3a CO6/I0eHMEM CPOKOB XpaHEHUs U obecneyeHneM COXPaHHOCTU AOKYMEHTOB. MOTHOMOUNS YNOTHOMOYEHHbIX apXMBHbIX

opraHoB. AMWHUCTpaTUBHasi OTBETCTBEHHOCTb 3a HECOBNOAEHNE CPOKOB XPaHEHMUSI.

OpraHusaums XxpaHeHus 1 obecrneyeHne COXPaHHOCTU apXMBHbIX JOKYMEHTOB. Tpe6oBaHUsA K 34aHUI0, MOMELLLEHUAM U TEXHUYECKOMY

OCHaLLeHNIO apxnBa. TpeboBaHMA K PeXXMMaM XpaHeHUs LOKYMEHTOB. JKCMepTn3a NpUrogHOCTM NOMELLLEHUS A5 pa3MeLLEHUs] B HEM

apxuBa. 0630p COBPEeMEHHOro 060pyA0BaHUs A1 OCHALLLEHUS] apXMBHbIX MOMELLEHWIA, 06pabOTKMU U XPaHEHMS! apXUBHbIX LOKYMEHTOB.

CucTeMa y4yeTHbIX JOKyMEHTOB apxvBa. CocTaB OCHOBHbIX (0613aTefbHbIX) ¥ BCMOMOraTesibHbIX Y4eTHbIX AOKYMeHTOB. [leno doHaa.

Buabl onucew gen. Metogmka cocTaBneHns OnNncen Aen 3NeKTPOHHbIX JOKYMEHTOB.

o KomMnnekToBaHue apxuBa opraHmsaunn. Cnucok CTPYKTYpHbIX NOApasaeneHMn-uCTOYHUKOB KOMMIEKTOBaHUSA.

CTpaHuua: 2 us 4


/training/all/spetsialist-po-organizatsionnomu-obespecheniyu-upravleniya-kurs-v-moskve/

e [NopsAzoK NOArOTOBKM AeN ANsi nepefayn B apxuB (Ha apxmBHoe xpaHeHue). paduk npuéma-nepeaaun. ApXMBHO-TEXHUYECKas
06paboTKa, cocTaB/ieHne BHYTpeHHUX onucer gen. OhopmneHmne 0610)KeK Aen NoCTOAHHOMO, BpeMEHHOTo (cBbiwwe 10 feT) cpokoB
XpaHeHuWs 1 gen no SIMYHOMY CoCTaBy.

o OnucK aen CTPYKTYPHbIX NoApa3faeneHuii U NPOeKTbl akTOB O BbIAENEHUN K YHUUTOXEHWIO AOKYMEHTOB, HE MOAJ/1eXallux apxXMBHOMY
XpaHeHuto. FoaoBble pasgenbl CBOAHbIX OMUCEN U CBOAHbIE aKTbl.

¢ Mcnonb3oBaHue apXMBHbIX JOKYMEHTOB B yNpaB/ieHYeCKON JeATENbHOCTU U B LIeSIAX 3alMUTbl coLManbHbIX Npae rpaxgaH. Mopsgok
BblZJa4yM apXMBHbIX AOKYMEHTOB MO 3anpocaM YrNoJIHOMOYEHHbIX rOCYLapCTBEHHbIX OPraHOB M KOHTPOJIb 3@ UX BO3BPATOM.

Apxus Hay‘-IHO-TEXHW-IeCKOﬁ AOKYMEeHTaLuu.

o OpraHusauums apxvmBa Hay4YHO-TEXHUYECKOMW AOKYMeHTauuu. NpaBuna opraHnsaLmmn xpaHeHus, KOMMNIEKTOBaHUS, yyeTa un
NCNOJSIb30BaHUA Hay4YHO-TEXHUYECKOM AOKYMEHTaLUun B opraHax rocyiapCcTBeHHOM BfacTH, OpraHax MECTHOr0 camMoynpaB/ieHus,
rocyZlapCTBEHHbIX U MyHULMMNANbHbIX OpraHu3auusx (yTB. npukasom defiepanbHoro apxuBHoro areHtcTea ot 09.12.2020 N2 155,
3apeructp. MuHtoctoM Poccum 12.03.2021 N2 62735): xapaKTepUCTKa HOPMATUBHOIO NPaBoOBOro akta. OCHOBHbIE MOOXEHWS.

e JJIEKTPOHHbI apXMB HayYHO-TEXHUYECKOMN AoKYyMeHTaummn (HT/) Kak YyacTb KOpriopaTUBHOW MHPOpMaLMoHHOW cucTembl (KUC).
Oco6eHHOCTM 31eKTPOHHOro apxuea HT/L. BaaumopeicTeume cnyobl 1e5oNpou3BOACTBa, apxuBa U cnyx6bl HT/.

JOeHb 2.
ONeKTPOHHbIV apXuB OpraHu3aLmu: cobnopeHne TpeboBaHuUi, NPaKTUYECKUe BONPOChl OpraHM3aLum U TeXHUYECKOro obecneyeHus.

e PerynmpoBaHune apxMBHOIO XpaHEHUS JOKYMEHTOB B 3/1IEKTPOHHOM dopMme. MoHATHNE «apXMB 3NEKTPOHHbIX 4OKYMeHTOB». TOCT P NCO
30300-2015,FOCT P 7.1.101-2018/MCO 30301:2011 v ap. Npukas Pocapxvsa oT 31 utons 2023 r. N 77. (3KcnepTHbI KOMMEHTapMWiA).
MepcneKTUBbI pa3BUTUS HOPMaTUBHOMN 6a3bl.

e Tpe6oBaHUs K apxXMBHOMY XpaHeHuto 3. OyHKLMOHaNbHble TPE6OBaHUS K cucTemMaM XpaHeHust 3. AyTEHTUYHOCTb, AOCTOBEPHOCTb,
LieNIOCTHOCTb, MPUrOAHOCTb A5 UCMONb30BaHusA S/1; TEXHOMOMMM 3aLUTbl; TEXHOIOTMM 06ecrneyeHuns: LONroOBPEMEHHOW COXPaHHOCTH
9[; noaaep>xka MUrpaLmmn u KoHeepTaLuy; GopmaTbl XpaHeHus1.

o CTaHAapTbl, pyKOBOACTBA U MeToAM4Yeckue pekoMeHaunm. OCO6eHHOCTM IKCNEPTU3bI LLEHHOCTM 31EKTPOHHbIX JJOKYMEHTOB.

e [loaxoAbl K opraHn3aumm apXMBHOIro XpaHeHUs1 3N1EKTPOHHbIX JOKYMEHTOB.

TexHonormm co3paHus 3/IeKTPOHHOIO apXuBa M 3/IEKTPOHHOIO XpaHeHUs AOKYMEHTOB.

e OuudpoBka 6ymaxkHoro apxuBa. LlenecoobpasHocTb 1 nepcrneKkTuBbl ouUdPOBKU. INEKTPOHHbIN Ay6IMKaT apXMBHOIO AOKYMEHTA.
KoHBepTaLusi AJOKYMEHTOB. NEKTPOHHble fy6AuKaThbl JOKYMEHTOB Ha 6YyMaxXHOM HocuTene. MNepeBof OKYMEHTOB B 3/IEKTPOHHYIO
topMy (ckaHMpoBaHWe, pacnosHaBaHue, MaeHTUdKUKaUmMsa U MapkupoBka). MpugaHue opuanYecKon sHaumMmocTy 3.

o OpraHusauus npouecca nepegauv oundpoBaHHbIX JOKYMEHTOB.

o XpaHeHue oundppoBaHHbIX JOKYMEHTOB Ha pr3nMyeckn 060Cc06NEHHbIX HOCUTENAX 3anucK, B cocTaBe UHHOPMALMOHHOW CUCTEMDI
9NTIEKTPOHHOrO apxuBa.

e YCnyru «apxXuBHOro» aytcopcuHra. Micnonb3oBaHue «061a4yHbIX» TEXHOOT M.

[lpenogaBaTenu

MBAHOBA Jlapuca AHaTonbeBHa

9KCnepT-NPaKTUK € 25-1€THUM OMbITOM NpenoAaBaTe/ibCKON U afMUHUCTPaTUBHO-yNpaBneHYeckoi paboTbl B KPYMHbIX KOMMEPYECKUX 1
rocyAapCTBEHHbIX CTPYKTypax, BeAyLUuii 9KCNepT No AOKYMeHTO060poTy hupmbl «1C».

HNOPOHWHA Jlapuca AnekceeBHa

KaHAmnaaT aKOHOMUYECKMX HayK, AOLeHT Kadeapbl rocyAapCTBeHHOro ynpasneHus u Kagposoi noautukn MIYY MpasutenscTea
MocKBbI, aBTOP y4e6HbIX MOCO6MIA MO JOKYMEHTOBEAEHUIO, IKCTEepT HauuoHanbHoi accoumauum opuCHbIX CrneumanncTos 1
aAMMWHUCTPaTUBHbIX paboTHMKOB npu MpeangeHTe Poccuitckon ®eaepaumm, copaspaboTumk NpoheccmoHanbHbiX CTaHAapToB.

Cdepa npoeccMoHaNbHbIX MHTEPECOB:

MpodeccroHanbHblie KOMMETEHLUKU: ONTUMMN3aLUst 6U3HEC-NPOLIECCOB NPeAnpuATUSs, pa3paboTka HOPMATUBHbIX MaTepranoB no
[OKYMEHTUPOBaHUIO YNpaBieHYeCKo AesiTeNbHOCTH, ayAUT KafpoBOro Aenonpon3BoACTBa, KOHCYbTUPOBaHWeE No BbIGoOpy
nporpaMMHOro NpoAykKTa no aBTomMaTusauum AenonpoMsBoACTBEHHbIX MPOLLECCOB. YyacTBOBana B NpoekTax no asToMaTusawmm
[OKyMeHToo60opoTa komnanum IKT, IBS, BecTb MeTa-TexHonorunu.

O6pasoBaHue:

OKoHunna ["ocyaapCTBEHHYO akafeMuio yripaBsieHUs UMeHN C.Op,D,)KOHI/IKVIﬂ,Se, Kad)ep,pa AOKYyMeHTOoBeAEHUA U JOKYMEHTALMOHHOIO
obecrneyeHuns ynpasneHusa, 4OKyMeHTOoBe/, cneynanunct no I/IHCbOpMaLl,I/IOHHbIM TEXHOJ/I0IrMAM ynpasieHUA.

CtpaHuuya: 3us 4


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

My6nukauum:

ABTop 60onee 150 ny6imKauuii, B TOM Yyucie cTaTei B XypHanax «CrnpaBoYHUK cekpeTaps n oduc-meHemxepar, «CnpaBoYHUK
KafpoBwuKa, «[lenonpon3BoAcTBO», «CekpeTapckoe Aeno», «YnpasneHue nepcoHanom», «Cnyxoéa kagposy, «Iouck: oT npoekTa fo
KJto4a» u ap.

CtpaHuua: 4 us 4



