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CoBpeMeHHble TEXHOJIOMMU 3JIEKTPOHHOIO IOKYMEHTO060poTa

Ha kypce cnywaTtenu y3HatoT 06 akTyanbHbIX 3aKOHOAATENbHbIX U3MEHEHUSAX B Chepe 3NEKTPOHHOIO JOKYMEHTOO60POTa, O
NIYYLWUX NPaKTMKaX No BHEAPEHMIO U ONTUMM3ALMU CUCTEMbI 3N1EKTPOHHOrO AOKYMeHToo60poTa.

Jata npoeegeHus: 18- 19 ceHTsa6psi 2025 ¢ 10:00 no 17:30
ApTtukyn: MC24101

Bup ob6yuenus: Kypc noBblileHusi KBanudukaumm

dopmart obyueHus: OHNalH-TpaHCAAUMS

CpoK obyueHus: 2 fHs

MpogomkuTenbHocTb 06yyeHus: 16yacoB

CtoumocTb yyacTtus: 38 900 py6.

[ina yyacTHMKOB npefycMoTpeHo: MeToanyeckuii MmaTepuann.

[lOKyMeHT no oKoH4YaHuM obyyeHus: o ntoram obyyeHus cnyLiaTenu, ycnewHo npoLleaLine UTOroByo aTTecTaumio No nporpaMmme
o6y4yeHus, nosyyatoT Y/LOCTOBEpPEHNE O NOBbILLEHUUN KBanudukauum B o6beMe 16 4acos (B COOTBETCTBUM C JIMLIEH3MEl Ha NpaBo
BefieHMsi o6pa3oBaTesibHOM AeATeIbHOCTH, BblAaHHON [lenapTameHTOM 06pa3oBaHus 1 Hayku ropoaa MocKBbl).

Ilns Koro npegHasHayeH

PykoBoguteneit n cneuymanuctoB cnyx6 [0Y, pykoBoguTenen cekpetapnara, apxMBoB, CEKpeTapei, MOMOLLHUKOB PyKOBOAUTENEN,
pedepeHTOB, NEPCOHASIbHBLIX aCCUCTEHTOB, OPUC-MEHEIKEPOB, AENONPOU3BOAUTENEN, LOKYMEHTOBEA0B U apXnBapuycoB, COTPYAHUKOB
KaHUensapun.

Lienb o6y4yeHus

PaccMOTpeTb MBMEHEHUSI 3aKOHOaTeNbCTBA B Chepe 3N1eKTPOHHOI0 JOKYMEHTO060p0Ta, KpUTepun Bblibopa v aTanbl BHegpeHus CI[,
6e30MacHOCTb, XpaHeHMe JOKYMEHTOB, OpraHn3aLmio paboTbl C 351eKTPOHHO NOAMUCHIO.

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

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

L] CﬂeLl,VIaﬂVICT no opraHn3ayMOHHOMY U JOKYMEHTALMOHHOMY obecneyeHunto ynpaBneHua OpraHI/IBaLI,VIeVI

[lporpamma obyyeHus

[eHb-1.

CtpaHuua: 113 3


/training/all/spetsialist-po-organizatsionnomu-obespecheniyu-upravleniya-kurs-v-moskve-online/
http://www.finkont.ru

OneKTPOHHbI apXUB OpraHU3auuu: cobntoaeHne Tpe6oBaHmiA, NpaKTUYECKMe BONPOCH] OpraHU3aLun N-TeXHUYEecKoro o6ecrneyeHus.

e PerynvpoBaHue apXMBHOIro XpaHeHUs OKYMEHTOB B-3/1eKTPOHHOM hopMe. MOoHATME «apXMUB 3NEKTPOHHbIX fJOKYyMeHTOB». TOCT P-MCO

30300-2015, FOCT P-7.1.101-2018/MCO 30301:2011 u-gp. Npukas Pocapxuea oT-31-utons 2023-r. N-77. (3KcnepTHbI KOMMEHTapMUiA).

MepcnekTuBbl pasBUTMS HOPMATUBHOM 6a3bl.

TpeboBaHusa K-apxMBHOMY xpaHeHuto /[, yHKUMOHaNbHble TpeboBaHUA K-cUCTeMaM xpaHeHust 3[]. AyTEHTUYHOCTb, OCTOBEPHOCTb,

LieIOCTHOCTb, MPUrOAHOCTb AJ151 UCMOMIb30BaHWA-3/1: TEXHOMOMMY 3aLLUTbI; TEXHONOMMM 06ECNeYEHNS AONTOBPEMEHHOM

COXpaHHOCTK-9/[]; noaAep>XKa MUrpaLmn n-KoHBepTauum; popmaTbl XpaHeHUS.

o CTaHAapTbl, PyKOBOACTBA U-MeTOAMYECKME peKOMeHAaLMN. OCOBEHHOCTY 3KCNepTU3bl LIEHHOCTM 3/IEKTPOHHbIX OKYMEHTOB.
YHUUTOXEHNE 3NEKTPOHHbIX [JOKYMEHTOB.

e MNofxoAbl K-OpraHN3aLMmn apXMBHOTO XPaHEHUS 3NTEKTPOHHbIX JOKYMEHTOB.

TexHonornn cospaHus 9JIEKTPOHHOro apxuBa U-9JIeKTPOHHOro XxpaHeHus1 LOKYMEHTOB.

o OumndpoBka 6yMaxkHoro apxmea. Lienecoo6pa3HocTb U-nepcnekTuBbl oundPOBKU. INEKTPOHHbIN Jy6AMKaT apXMBHOTO JOKYMeHTa.
KoHBepTauus JOKYMEHTOB. NeKTPOHHbIe Ay6nmKaTbl JOKYMEHTOB Ha-6yMaxXxHOM HocuTese. NepeBos OKYMEHTOB B-3JIEKTPOHHYHO
topMy (ckaHVMpoBaHuWe, pacno3HaBaHue, uaeHTUdKKaums U-mapkupoBka). MpugaHue ropuanyeckor saHaumumocTum 3.

o OpraHusauus npouecca nepegauvm oundpoBaHHbIX JOKYMEHTOB.

o XpaHeHue oundpoBaHHbIX JOKYMEHTOB Ha-hU3NYeCcKn 060CO6NEHHbBIX HOCUTENAX 3aMuCK, B-COCTaBe MHHOPMALMOHHO CUCTEMBI
3NEKTPOHHOr0 apxuBa.

e YCnyru «apxMBHOrO» ayTcopcuHra. Micnonb3oBaHue «061auHbiX» TEXHONIOMUMA.

JAeHb-2.
MocTpoeHune 3NeKTPOHHOro fOKYyMeHToo60poTa.

o KpaTkuit KOMMEHTapUIn USMEHEHWI B-3aKOHO4aTeNbHbIX U-APYrMX HOPMAaTUBHO-— MPaBOBbIX akTax, perynupytowmnx 340 n-apxusHoe
XpaHeHwue.

e 3akoHoAaTenbHasn 6a3a, pernaMeHTUpYoLLas UCNoJib3o0BaHNe 3N1eKTPOHHON NOAMMUCH.

o QepepanbHbIit 3akoH No-63 «06-371eKTPOHHOIN NOAMUCU»: NPAKTUKA MPUMEHEHUS U-aHaNn3 NPobeMm.

o iameHeHus B-3akoH No-63-03. GegepanbHble 3akoHbl 0T-8-ntoHS 2020-r. No-166-03 n-o1-2-ntons 2021-r. No-359-03.

o [paBoBas 6a3a paboTbl yAOCTOBEPAIOLLUMX LEHTPOB U-NPUMEHEHUS NPOCTOM U-YCUNEHHBbIX-II1, NPUMEHEHNE YCUNEHHOM
KBanU@ULUMPOBaHHOMN 3N1EeKTPOHHOM NOANUCH.

o depepanbHbIit 3aKoH 0T-27.12.2019-No 476-03 «O-BHeceHMM u3MeHeHu B-PeaepanbHblii 3aKoH «06-311eKTPOHHON nognucu» u-cT.1-d3

«0-3alymTe NpaB PUANYECKUX NNL N-UHAMBUAYANbHbIX NpeAnpuHUMaTENEeN Npu OCYLLLECTBIEHUN FOCY[apCTBEHHOIO KOHTPONSA

(Hap3opa) u-MyHMUMNanbHOro KOHTPOSA».

CoBepLUeHCTBOBaHWE 3aKOHOAATENbCTBA, PernamMmeHTupytoLero ucnonbaosaHue 3. NMnaHmpyembie nameHeHus B-3akoH No-63-03

«06-3/1eKTPOHHON MOANMUCU».

o [lpaBuna KOHBepTaLUW 3N1EKTPOHHbIX JOKYMEHTOB, a-TaKXXe MOPSAAOK UX-XpPaHEeHWUst U-CO3aHNSA 3NEKTPOHHbIX N-MaTepuasnbHbIX

nybnukatoB 3akoHONpoekT No-1173189-7 «O-BHeceHWUN n3MeHeHuih B-OefepanbHblii 3aKoH ,06-uHbopMaumm, MHHOpMaLMOHHbIX

TEXHONOIUAX U-0-3aLnTe MHGOPMaLMKN” M-OTAESbHbIE 3aKOHOAATENbHbIE aKTbI»).

«KoHLenuusi 3neKTPOHHOro JOKYMEHTO060p0Ta B-XO3AUCTBEHHOWN AeATENIbHOCTU» U-NJ1aH MepoNpusTUA No-eé-peanusaLuu, yTB.

MpaBuTENLCTBEHHON KOMUCCUM NO-LiPOBOMY PasBUTUIO, UCMONb30BaHNIO MHOPMALMOHHbBIX TEXHONOMUIA ANS YNYYLLIEHNA KayecTBa

YKWU3HU U-YCNOBWUI BEAEHUS NPEANPUHUMATENbCKON AeATeNbHOCTH (MPOTOKON Npeananyma o1-25.12.2020-No 34). C3/[], Kak UHCTPYMEHT

ynpaBneHus JOKYMeHTaMW. DNeKTPOHHbIE OKYMEHTbI B-Ae/I0BON AeATeIbHOCTH.

Tpe6oBaHUA K-CUCTEMaM 3/IEKTPOHHOIO LOKYMEHTO060pOTa M-CUCTEMaM XPaHEHUS! ANIEKTPOHHbIX JLOKYMEHTOB B-apXuBax
rocyfiapcTBeHHbIX opraHoe (yTB. npuka3omM PocapxuBa o1-31-utons 2023-r. N-77). dyHKuMoHanbHble Tpe6oBaHus k-C3/[,. CoBpemMeHHas
oueHKa 3QPEKTUBHOCTN MPUMEHEHNS.

KpuTepumn Bbi6opa CUCTEMbI 3NIEKTPOHHOIO JOKYMEHT0060poTa U-CUCTEM XPaHEHUS NIEKTPOHHBIX AOKYMEHTOB («3/1eKTPOHHbIN
apxue»). [locToMHCTBa U-cneundmrka pasnnyHoro nporpaMMHoro obecnedeHuns. CoBpeMeHHas NpakTuka U-olieHka kadectsa CO/,.
060CcHOBaHWe Bbibopa onTMManbHoro BapuaHta C3/1. AHanus poiHka C3/, n-npeanoXxkeHnii BeHAEPOB No-peanvsauum TpedboBaHui
6U3Hec-nonb3oBaTenen.

HoBble TexHONOrMN BNPUMEHEHUN CUCTEM INIEKTPOHHOIO JOKYMeHTOo060poTa Ha-npeanpuaTun. Mpobnembl nHTerpauun C3/,
B-MH(OPMaLMOHHOE NPOCTPaHCTBO KoMnaHuu. CoBpeMeHHoe BugeHne KUC. Cnocobbl U-HIOAHCbl MHTErpaLum pasiimyHbiX NPUIOXeHN
B-paMKax Bbl6paHHoi C3[0. MeToamMKa U-NpakTUYeCKne peKoMeHAaLmMmn No-BbIABEHMUIO NyYLLUX Afs1 CBOEN KOMMaHWUW BapuaHToB C3/.

MeToauka BHeppeHus C3[. Ponb cnyX6bi AeNnonpon3BoACTBa B-peann3anmm NpoekTa no-sHeapeHuto C3[. PaspaboTka NoKanbHbIX
HOPMaTUBHbIX aKTOB U-METOANYECKUX JOKYMEHTOB NO-A0KYMEHTALMOHHOMY 06ecrneyeHmto ynpaBieHns opraHusaumm B-0651actm
3N1eKTPOHHOI0 JOKYMEHTO060pOoTa.

WHdopmaLmuoHHas 6e3onacHOCTb B-CUCTEMe 3/IEKTPOHHOIO JOKyMeHToo60opoTa opraHu3auumn. O6ecrneyeHne KOHbUAEHUUANbHOCTY,
[OCTYMHOCTU U-LLleNOCTHOCTU AOKYMEHTOB B-CO/. 3alimTa nepcoHanbHbIX AaHHbIX B-COOTBETCTBMM C-P3 N2-152.

MpakTUyeckne BONpochbl BHeAPEHUA JIEKTPOHHOI0 JOKYMEHTO060poTa B-opraHusaLu. AHann3 JyyLnx NpakTUK POCCUICKMUX
KOMMaHui no-acbhekTMBHOMY BHepeHUto U-akcnnyaTauumn C3[, CY[ (cuctembl ynpaBneHuss fokymeHTamu) u-KUC (kopnopaTuBHoi
MHGHOPMaLIMOHHON CUCTEMBI).

CtpaHuua: 2 M3 3



[lpenogaBaTenu

CABWH Bsadyecnas Bnagumuposuy

3KcnepT, NpaKkTUK M-pa3paboTymk B-061aCTU 3/IEKTPOHHOIO AOKYMEHTOO60pOTA. [NaBHbIN aHaNMTUK CUCTEM 3/IEKTPOHHOIO
nokymeHToob6opoTa MNAO MarHuT. Takxke siBnsancs pykosoautenem LieHTpa paseutusa 03310 B-000 «PocCenbxo3baHk-UHTEX, oTaena
aHanUTUKN M-UT-NPOeKToB B-KPYMHbIX KOMNaHusAx-— «CepBroHnKa» (BxoauT B-TK-«AiiTeko»), 0AO 3apy6exHedTb, 000 JTYKONN-
NHdopm.

AKTWBHO NpuHMMan yyactue B paboTte Accoumnaunm «Paspabotumkm u Onepatopbl CUCTEM INEKTPOHHbIX Ycnyr» (POC3Y) Ha npaBax
NMOCTOSIHHOIO YfleHa: yyacTue B pa3paboTke cTaHAapTa poyMuHra onepaTtopoB 310, NpoekToB 3aKoHoAaTeNbHbIx akToB B chepe 103
300, aneKTPOHHbIX NOANUCEN.

MBAHOBA Jlapuca AHaTonbeBHa

9KCNepT-NPaKTUK ¢ 25-N1eTHUM OMbITOM NpenoAaBaTeNbCKoi U aAMUHUCTPATUBHO-YNPaBNeHYECKoi paboTbl B KPYMHbIX KOMMEPUYECKUX U
rocyAapCTBEHHbIX CTPYKTypax, BeAyLLUiA 3KCNEPT Mo JOKYMEHTO060poTY hUpMbl «1C».

HNOPOHWNHA Jlapuca AnekceeBHa

KaHaupaTt SKOHOMUYECKMX HayK, foUeHT Kadeapbl rocyapCTBEHHOrO YNpaBieHUs U KagpoBoW nonutuku MIYY MpaBuTenbcTBa
MoCKBbI, aBTOp y4e6HbIX NOCO6UIA MO JOKYMEHTOBeeHMIo, akcnepT HaumoHanbHoM accoumaumm oUCHbIX CreunanucTos u
aAMMHUCTPATMBHbIX paboTHUKOB Npu Mpe3ungeHTe Poccuitckon Geaepaunm, copaspaboTumk npobeccnoHanbHbIX CTaHAAPTOB.

Cdepa npoeccuoHanbHbIX MHTEPECOB:

MpodeccroHanbHblie KOMMETEHLUN: ONTUMMU3aLUsi 6GU3HEC-NPOLIECCOB NpeanpusaTUs, paspaboTka HOPMATUBHbIX MaTepuanos rno
[OKYMEHTMPOBAHUIO YNpaBeHYeCcKon AeATeNbHOCTH, ayAnT KagpoBOro Aenonpon3BoACcTBa, KOHCYIbTUPOBaHMeE No Bbl6opy
NporpaMMHOro NpoAykTa rno asTomMaTusaumm 4enonpons3BoACcTBEHHbIX NMpoLeccoB. YyacTBoBana B NpoeKTax no aBTomarmsawlmm
[OKyMeHToo60opoTa komnanum IKT, IBS, BecTb MeTa-TexHonorunu.

O6pasoBaHue:

OkoHuuna rOCYﬂ,apCTBEHHyK) aKageMuio ynpasieHnda UMeHU C.Opﬂ,)KOHVIKVIﬂ,Se, Kad)ep,pa AOKYyMeHTOBeAEHUA U JOKYMEHTALMOHHOIO
obecneyeHuns ynpasneHusa, OKyMeHTOoBeA, cneynanunct no VIHCbOpMaLl,I/IOHHbIM TEeXHOJ/1I0rMAM ynpasieHUA.

My6nukauum:

ABTOp 60nee 150 ny6nvMKauuii, B TOM YMChe cTaTell B XXypHanax «CnpaBoYHMK CEKpeTaps U opuc-meHegxepar, «CnpaBoYHUK
KagpoBurKay, «[lenonpon3BoacTBO», «CeKpeTapcKoe fenoy, «<YnpaBneHne nepcoHanom», «Cnyxba kagpos», «[ouck: oT npoekTa 4o
KfoYa» u ap.

CtpaHuua: 313 3


http://www.fcaudit.ru/training/teachers/savin-vyacheslav-vladimirovich/
http://www.fcaudit.ru/training/teachers/ivanova-larisa-anatolevna/
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