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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/.

Jata nposepeHusn: OTKpbiTas gata

Bup o6yuyeHus: Kypc noBbiLleHWst KBanudukalmm

dopmart obyueHus: OHnanH-TpaHCAALUS

Cpok obyueHus: 3 Hsl

MpopomkuTenbHocTb o6yyeHus: 244aca

JAins y4yacTHUKOB nNpeflyCMOTpeHo: MeToauyeckuni matepumarn.

JIOKyMeHT no oKoH4YaHuU oby4eHus: o ntoram obyyeHWs cryLiaTenu, yCrnewHo NpoLueaLlne UTOroByto aTTecTaLuto No nporpaMme
o6yyeHus, nosyyaroT YL0CTOBEpPEHNE O NOBbILLEHUU KBanubukauum B o6beMe 24 yacos (B COOTBETCTBUM C JIMLIEH3UE Ha NpaBo
BefleHVsi 06pa3oBaTesibHON AeATeNbHOCTH, BblAaHHOK [lenapTaMeHTOM 06pa3oBaHus U Hayku ropoga Mocksbl).

Ilna Kkoro npegHasHa4veH

PykoBoauTenein apxmBoB Hay4HO-TEXHUYECKOMN AOKYMeHTaLum, pykoBoauTenei cnyx6é [0Y, aenonponssoaurenen, 4OKYyMeHTOBEOB,
apXvBapuycoB.

Llenb o6y4yeHus

Mony4nTb pasbsACHEHUS K MOCEAHUM HOPMATUBHbIM JOKYMEHTaM W NpakTUyeckue pekoMeHaauum no ahekTMBHON opraH1saumm
XpaHeHUs1 Hay4YHO-TEXHUYECKOW JOKYMEHTALMM B OPraHU3aLmsax ¢ pasnnyHbiMu GopMamMu CO6CTBEHHOCTM.
9TO MeponpusiTue MOXHO 3aKa3aTb B KOpropaTuBHOM GopmaTe (06yyeHne COTPYAHUKOB OJHON KOMMaHWK).

[TporpamMma o6y4yeHus

AeHb-1.
HopmaTuBHO-MeToaMYecKas 6a3a opraHM3aLMu apxMBa Hay4yHO-TeXHUYecKoi foKkymeHTaumu. Coctae HT[] u-cpoku ee-xpaHeHus.

e 3aKoHOAaTeNIbCTBO B-06/1aCTU apXMBHOro fAena. PopMupoBaHne NCTOYHMKOB KOMMJIeKToBaHus apxuBoB HT/[. Oco6eHHOCTH apxuBa
HayYHO-TEXHUYECKOMN AOKYMeHTaumn. Bugbl co6ctBeHHOCTU Ha-HT /. BuAbl Hay4YHO-TEXHMYECKOM AOKYMEHTaLMW, NOCTynatoLLen
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Ha-XpaHeHWe B-roCyAapCTBEHHbI apxuB. 06a3aTeNbHOCTb Nepeaayun HayYHO-TEXHUYECKON JOKYMEHTAL N B-rOCYAapCTBEHHbIV apXuB.
e [paBoBble U-HOPMaTUBHO-TEXHUYECKUE AOKYMEHTbI, perynupytoLime coctas u-opopmnenune HTL (noctaHoBneHus MNpaBuTtenbcTBa
Poccuitckor deaepaumu, MeXrocyiapCTBeHHbI€, HaLMoHanbHble cTaHaapTbl, CHulM (CH/CM), (TKWUHMM), CTO 123456RW-144-2021.
(depepanbHbIii 3aKOH 06-MCYeprbIBatoLLEM MEPEYHE NPoLEeayp B-CTPOUTENbCTBE, O-TUMOBOM NPOEKTUPOBAHMMN U-paboyent
OOKyMeHTauuu n-ap.
lMpaBuna opraHnsaunn XxpaHeHns, KOMMNIEKTOBaHUS, yyeTa n-Mcrnosib30BaHNS Hay4YHO-TEXHUYECKOW [OKYMEHTauun B-opraHax
rocyaapCTBEeHHOW BacTyW, opraHax MecTHOro caMoyrnpaBsieHus,, FocyapCTBEHHbIX U-MYHULMNANbHbIX OpraHn3aumsx (yTe. NpMKasom
PocapxuBa 01-09.12.2020-No 155, 3aper.-B-MuHtocTe Poccnu-12.03.2021-No 62735). BkntoueHne gokymentos HT, B-OUC THA
n-ErncCy.
o 0683aHHOCTb Nepefayvm HayYHO-TEXHUYECKON JOKYMEHTALMM NMPU CMEHE PYKOBOANUTENS, peopraHnsaLmm, nMKBMaaunm, U3aMeHeHnm
hopMbl CO6CTBEHHOCTM OpraHn3aLuu.
o [MoHATHe n-knaccudpukauma HTA. Cneunduka HTL. CoctaB HT[. OnpegeneHune komnnektHocT HT/, npu nepefaye B-apxus
opraHusauuu.

YueT pokymeHToB HT/] B-HOMeHKnaType aen opraHusauyuu. NMpasuna opopmneHus 3aronoskos gen HTA.

o OnpepeneHne CPOKOB XpPaHEHUSA HAYYHO-TEXHNYECKOM AOKYMEHTaUun.

e 0630p Mepeyna HTM: npukas Pocapxmea 01-20.12.2019-N 236 «O6-yTBepXXAeHUM epeyHsi TUNOBbIX YNpaBAeHYECKUX apXUBHbIX
JOKYMEHTOB, 06pa3yoLLMXCcA B-NpoLecce AeATENbHOCTM FOCy4apCTBEHHbIX OPraHOB, OPraHOB MECTHOIO CaMoyrnpaB/eHuUs
N-opraHu3auni, c-ykasaHmeM CpoKoB UX-XpaHeHUsi». CPOKK XpaHeHus forosopos B-TlepeyHe HT/: Teopus n-npakTunka. Skcneprusa
ueHHocTn HT . M3MeHeHne CpoKOoB xpaHeHus aokymeHToB HT/,.

o GanbloBKa yepTexei, nepenneT (NOALIMBKA) JOKYMEHTOB TEKCTOBOM AOKYMEHTaLWK; HYMepaLus JIMCTOB eAUHULbI XPaHEHWS;
COCTaBJIeHVe BHYTPEHHEN OMNWCK; 3amnosIHEHNe NUCTa-3aBepuTensi; odopmneHne o6noXxKY gena.

e O6opynoBaHue ans xpaHenus HT/,.

JOeHb2.
OpraHu3auus paboTbl TEXHUYECKOro apxuBa. YUeTHble AOKyMeHTbl apxuBa HTA.

o Nepefaya HayYHO-TEXHMYECKOWN AOKYMEHTALMUN B-apXMB (TEXHUYECKMI apXmB), MHOE CTPYKTYPHOE NoJpa3fesieHune, opraHusyollee
xpaHeHue HT[ B-opraHusauun. CoctaBneHme onucen aen n-akToB nepegayv aen B-apxvs opraHusaumu. ApxvBHble onvucu. Pasnunuuns
B-0(DOPMJ/IEHMM apPXMBHOM ONUCK e Hay4YHO-UCCe[oBaTeNbCKOMN, KOHCTPYKTOPCKOM U-NPOEKTHOM [OKYMEHTaLMmn. CXeMbl NOCTPOEHMUS
onucei. HayuHo-cnpaBoyHblii annapaT k-onucu HT. O6n10Ka onvcK, nMcT-3aBepuTesb Aena, BHYTPEeHHSsIS onuch aern.

o JlokyMeHTbl apxvuBa HT/,. MacnopT apxuBa. CocTaB y4eTHbIX JOKYMEHTOB: MHBEHTapPHbIe KHUMM YYeTa; KapTOYKKU yyeTa JOKYMEHTOB;

KHUIM ()KypHanbl) perucTpaLm paspeLleHuil Ha-BHECEHWE U3MEHEHWII NSt NPOEKTHOM AOKYMEHTaL UK As CTPOUTENbCTBA

U-NPOrpaMMHON JOKYMEHTaLUN, U3BELLEHUI, NpeABapUTeNbHbIX U3BELLEHWUI U-NPEANOXEHUA 06-M3MEHEHUUN 151 KOHCTPYKTOPCKOM

N-TEXHONOMMYECKON AOKYMeHTaLun. BHeceHne nsmeHeHun B-NPOEKTHYIO OKyMeHTauuto. NpruMepbl BapuaHTOB BHECEHUSA U3MEHEHUN:

aHHYNMpOBaHWe u-3amMmeHa JINCTOoB.

MpoBepka Hanuunsa n-cocTosiHUA fen. MopsaaoK YHUUTOXEHNA LOKYMEHTOB C-UCTEKLLMMU CPOKaMU XpaHeHus. OpraHmsaumst paboTbl

apxusa HT[] no-sanpocam nosb3oBarenen.

JOeHb-3.

XpaHeHUe 3NeKTPOHHbIX HayYHO-TEXHUUYECKMX AOKYMEHTOB Ha-(hn3nueckn 060co6s1eHHbIX HOCUTENAX U-CUCNONIb30BaHNEM
MHGOPMALMOHHOI CUCTEMDI.

o [TOHAITUE 31IEKTPOHHOIO [OKYMEHTA U-9N1EKTPOHHOr0 apxmBa. [1po6aieMbl OpraHn3aLum apxMBHOIO XpaHeHUA HayYHO-TEXHNYECKOW

JOKYMeHTaLuMKn. 3aKoHo4aTeNIbCTBO 06-3/1EKTPOHHOM XpaHEHUW AOKYMEHTOB. PernameHTaumsa paboTbl C-3/1EKTPOHHbIMU JOKYMEHTaMM

B-N1OKaJIbHbIX HOPMAaTMBHbIX aKTax opraHvM3aunu.

BapuaHTbl opraHu3auum 3N1eKTPOHHOr0 apxMBa: NChl N-MUHYCbl. COCTaB AOKYMEHTOB 3/1IEKTPOHHOrO apxusa HT/. dopmaTbl

[OKYMEHTOB U-UX-3HauyeHWe Npu opraHn3aLmm afNeKTPOHHbIX apxMBOB. PekoMeHaauum no-paboTe c-HayYHO-TEXHUYECKOW

JOKYMeHTaLMel B-3/IeKTPOHHOM BUJE B-CTPYKTYPHbIX NoJpasfieNieHusiX opraHu3aLmum u-s-apxmeax opraHusaumii. TpeboBaHust

K-apXMBOXPaHUIMLLAM 3JIEKTPOHHbIX JOKYMEHTOB Ha-CbeMHbIX HOCUTeNsiX. TpeboBaHWA K-TeMNnepaTypHO-BNIaXXHOCTHOMY PEXUMY

XpaHEeHUs1 JOKYMEHTOB Ha-pasHbIX HOCUTENSX.

o anEM Ha-rocyaapCTBeHHOE apXnBHOE XpaHeHne I'IpoeKTHOVI AOKYMeHTaLUNN Ha-3JIEKTPOHHbIX HOCUTENAX.

o [IpakTnyeckue Keincbl. Bbibop cuctemMbl aBTOMaTM3aLUN 3N1EKTPOHHOIO apxmBa. APXMBbI TEXHUYECKOW U-CTPOUTESIbHON [OKYMEHTaLMN.
TexHu4yeckue pelleHunst U-nx-byHKLUOHANbHOCTM.

[lpenogaBaTenu

HNOPOHWHA Jlapuca AnekceeBHa

KaHanaaT SKOHOMUYECKMX HayK, foUeHT KadeApbl roCyAapCTBEHHOIO YNpaBeHUs U KagpoBoW NoanMTMKK MIYY MpaBuTenbcTBa
MocKBbI, aBTOP y4e6HbIX MOCO6UIA MO AOKYMEHTOBEAEHUIO, 3KCMepT HauuoHanbHoi accoumauum obuCHbIX CNeumancTos 1
aJMUHUCTPaTUBHbIX paboTHMKOB npu MpeangeHTe Poccuitckon deaepavmm, copaspaboTumk NpoheccmoHanbHbiX CTaHAapToB.

CtpaHuua: 2 M3 3
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Cdepa npoeccuOHanNbHbIX MHTEPECOB:

MpodeccnmoHanbHbie KOMNETEHLUU: ONTMMMN3aLMSA BU3HEC-NPOLLECCOB NPeANPUATUS, pazpaboTka HOPMaTMBHbLIX MaTepuanos no
[OKYMEHTUPOBaHUIO yNpaBieHYeCKoM AesiTeNbHOCTH, ayAUT KafpoBOro AeNonpon3BOACTBa, KOHCYbTUPOBaHWE No BbiGOpy
nNporpaMMHOro NpoAyKTa no aBTomMaTmsauum AenonpomMsBOACTBEHHbIX MPOLLECCOB. YyacTBOBana B NpoeKkTax no asToMaTunsawmm
[OKyMeHToo60poTa komnanum IKT, IBS, BecTb MeTa-TexHonorunu.

O6pa3oBaHue:

OkoHunna ["locyaapCcTBEHHYO akafeMuio yripaBsieHUs UMeHN C.OpA)KOHI/IKVIﬂ,Se, Kad)ep,pa AOKYyMeHTOoBeAEeHUA U JOKYMEHTALMOHHOIoO
obecneyeHus ynpasneHusa, LOKyMeHToBe/, cneynanunct no MHCbOpMaU,I/IOHHbIM TEXHOJ/1I0IrMAM ynpasieHUA.

My6nukauum:

ABTop 60nee 150 ny6nukauumii, B TOM Yncrne cTaTei B XypHanax «CnpaBoyYHMK cekpeTapsi U obuc-MeHeaxepar, «CnpaBoYHUK
KafpoBuKa», «[lenonpons3BoAcTBO», «CekpeTapckoe feno», «YnpasneHne nepcoHanom», «Cnyxoéa kapposy, «[lonck: oT npoekTa fo
KJIHoYa» 1 ap.

MPEMOAABATE/b
CneunanucTbl apX1BHOM OTPacsu, 3KCNEePTbI-NMPaKTUKM KOMNaHW-pa3paboTymkoB crneymanuanposaHHoro MO.

CtpaHuua: 313 3



