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I. O0uine cBeneHNs

VYnpasienue nudpoBoii Tpanchopmarels JOKyMEeHTUPOBAHHBIX cdep
JEATSIIFHOCTH OPTraHU3aLUH

(HaumMeHoBaHME BHUIA TPOPECCHOHATIBHON e TEIBHOCTH) Kon
OcHoBHas 11€7b BUJ1a TPOPECCUOHATBHON JEATETLHOCTH:
Hcnonb3oBaHME COBPEMEHHBIX TEXHOJIOTHM M OpPraHU3allMOHHBIX MEPONPHUATHNA [JIs1 TTOBBIIICHUS
MIPOU3BOUTEILHOCTH, [IEHHOCTH 3alMCAaHHONW WHGOpPMAIMU U HOCUTENEH, KOTOpPhIE pacCMaTpPUBAIOTCS

KaK €MHOE I1eJI0€, M COCTABIISIOT aKTUB, MTOATBEPKIAIOIMINNA PeaTH3aluio padoT U yCIyT

I'pynna 3ansTuii:

1210 PykxoBogurenu yupexaeHui, 2422 Cry>xaiue 1o BBeICHHIO JaHHBIX
OpraHU3aLMi U NPEITPUATUN

4132 CrennanucT B 00J1aCTH IIOJIUTUKHU
AIMUHUCTPUPOBAHUS

(xox OK3') (HauMeHOBaHME) (xox OK3) (HanmeHOBaHME)




OTtHeceHEe K BUIAaM DKOHOMUYECKON NEITEIHLHOCTH:

63.11 JlesTenbHOCTh IO 00pa0OTKE JaHHBIX, TPEIOCTABICHUE YCIIYT IO Pa3MEIIEHUIO
MH(GOPMALIMHU U CBA3aHHAS C 3THUM JESITEIbHOCTD

72.40 JlesTeNnbHOCTD 10 CO3/IaHUI0 U UCTIOIB30BAaHUIO 0a3 JaHHBIX U MHPOPMAITMOHHBIX
pecypcoB

91.01 JlesiTenbHOCTh OMOIMOTEK M ApXUBOB

(xox OKBDJT)

(HamMeHOBaHNE BUa SKOHOMHYECKOMN JeITeILHOCTH)




I1. Onucanue TpyaA0BbIX PyHKIMHA, BXOAAIIUX B MPO(eCCHOHATBHBINA CTAHAAPT

(pyHKIHOHAIBLHAS KAPTAa BUAA NPO(eCcCHOHAIBHOM N1eITeJIbHOCTH)

O060011eHHBIE TPYA0BbIE GYHKLIUU

TpynoBsle pyHKIUT

Kon HaumenoBanune YpoBeHb KBaJl. HaumenoBanue Kon YpoBeHb KBaJl.
BbimonHenne  py4yHbIX M aBTOMATH3MPOBAHHBIX  OHEpanuil 1o
UACHTUGUKAIIMM M U3BJICUCHHUIO CTPYKTYPHPOBAaHHBIX HaHHbIX u | A/0L.S 5
MeTalaHHbIX
ObecneueHne CucremaTtu3zanus HHPOPMAIIUH VIS €€ UCTIOIb30BaHUS U XPaHCHUS A/02.5 5
TEXHOJOTMYECKOI0
COIPOBOXKIACHUS KOHTpob 1€EI0CTHOCTH CTPYKTYPUPOBAHHBIX JTAHHBIX U METaJaHHBIX A/03.5 5
1 poBoi
A 5 Benenue, yder u oOecriedeHHe COXPAaHHOCTH JAHHBIX OQUIIUATBHBIX
TpaHchopMauu L A/04.5 5
CaliTOB OpraHu3aluu
JOKYMEHTUPOBAaHHBIX
Kontpons 3a colOmogeHHeM JIOKaJdbHBIX MpaBUJI OOMEHa, yuyeTra u
cdep nesaTenbHOCTH - . A/05.5 5
oprAHHANMY COXPAaHHOCTH COOOLIEHHUH JIEKTPOHHOM MOYTEHI
KoncynpranuonHas mojaepkxka paOOTHHUKOB OpPraHM3alldi B Tpoleccax AJ06.5 5
nndpoBoi TpaHchopMalK TOKYMEHTHPOBAHHBIX C(hep AeATETHbHOCTH '
dopMHupOBaHUE OTYETHOCTH IO pe3yJibTaTaM NU(PpoBOi TpaHCHOpMAITHH A/07.5 5
B Obecneuenue 6 Pazpa®oTka METOAMKM OpraHu3all CTPYKTYPUPOBAaHHBIX IAHHBIX H B/016 6
OpPraHU3allMOHHOTO MeTalaHHBIX '
COIIPOBOXKICHHS
p et CTpyKTypHpOBaHHE JaHHBIX U METaJaHHBIX B/02.6 6
1 poBoi
Tpa"chopManum PazpaboTka opraHu3aliMOHHBIX MEPOIPHUATUH MO MPaBOIPEEMCTBEHHOCTH B/03.6 6
JOKYMEHTUPOBAaHHBIX CTPYKTYPHUPOBAaHHBIX JaHHBIX U METaJaHHBIX '
cdep nesATeNnbHOCTH Omnpenenenne  TpeOoBaHWil K  HMHGOPMAIMOHHBIM  CHUCTEMaM IO B/04.6 6
OpraHM3aluu COXPaHHOCTH U 3aIIUTE HH(POBOr0 KOHTEHTA OPTaHU3aAINH '
PazpaboTtka meponpusiTHii 1m0 00€CHEYeHUI0 YCTOHYMBOrO JOCTyma K B/05.6 6
MH(POPMALMOHHBIM CUCTEMaM )
AIMUHHUCTpUPOBaHHUE ITU(GPOBOTO KOHTEHTA OPraHU3alUN B/06.6
Pa3paboTtka TpeboBaHuil K 3IeMEHTaM MOJIb30BaTENIbCKOT0 HHTEpdeiica B/07.6 6




O060011IeHHbIE TPYA0BbIE GYHKLIUU

Tpynossle pyHKIUT

Kon HanmenoBanune YpoBeHb KBaJI. HaumenoBanue Kon YpoBeHb KBaJI.
dopmupoBanue (YHKIIMOHATBHBIX TpPeOOBaHHWA K cCHUCTeMaM IU(PPOBOH B/0%.6 6
TpaHchopMalMy JOKYMEHTUPOBAHHbIX C(ep AeATeIbHOCTH OpraHU3aluu )
Metoanyeckoe pPYKOBOJCTBO IPOLECCOM IU(PPOBOK TpaHChOpMAIHU B/09.6 6
JOKYMEHTHPOBAHHBIX c(ep AesITeIbHOCTH OpraHu3aIiuH )
Opranu3anust XpaHeHUsl 1 YHUYTOXXEHUSI CTPYKTYPHPOBAHHBIX JAHHBIX U B/10.6 6
MeTalaHHbIX
[IpoBeneHne aHATUTHYECKOM pabOTBI MO pe3yibTaTam  IUdPOBOM B/11.6 6
TpaHchopMalMy JOKYMEHTUPOBAHHbIX Cep ACATEIbHOCTH OPraHU3aIiH )
Kontpons 3a coOmofeHHEM  KOPPEKTHOCTH INPUMEHEHUS  BUIOB B/12.6 6
JIEKTPOHHBIX MOJITUCEH
[IponBmwxenue mudpoBol TpaHCHOPMAMH TOKYMEHTUPOBAHHBIX cdep C/01.7 7
JeSITeIbHOCTH OpPTaHU3AINH
Kontpons 3a peanuzanueil KOJEKCOB 3THUKH LU(PPOBON TpaHCchopMauu C/02.7 7
JOKYMEHTHPOBAaHHBIX c(hep AesITeTbHOCTH OPraHn3allul )
Kontpons 3a coOmtojeHHeM @paB Ha MCIOJIb30BaHHE HH(pOpMALUU C/03.7 7
VYnpasieHue JOKYMEHTHPOBAaHHBIX C(Eephl NeTETbHOCTH OpraHu3aluu )
wppoBOid . BbromxetupoBanue nporeccos 1uppoBoi TpaHchopManuu C/04.7 7
C TpaHchopmanuen 7 u
JTOKYMEHTHPOBAaHHBIX [TnanupoBanue MEPOTIPUSTHIA o BOCCTaHOBJICHHIO 1 0057 7
cdep AeaTenbHOCTH KaTacTpo(oycTOMYMBOCTH CTPYKTYPUPOBAHHBIX JAHHBIX U METaJaHHbBIX )
OpraHu3aluu Pazpaborka monmuTHKH 00paOOTKM W  3amIUTHl  KOH(HICHIMAIHHBIX C/06.7 7
CTPYKTYPHUPOBAaHHBIX JaHHBIX U METaJaHHBIX
Pazpabotka w BHeapeHus crparermu LUGPOBOH  TpaHChOpMAIHU C/07.7 7
JOKYMEHTHPOBAHHBIX c(ep AesITeIbHOCTH OpraHUu3aIiuH )
Pazpaborka  cuctembl — aHanUTHKH ~ OUGPOBOM  TpaHChHOpMaIiH C/08.7 7
JOKYMEHTHPOBAHHBIX c(ep AesITeIbHOCTH OpraHu3aIiuH )




II1. XapakTepucrtuka 00001eHHBIX TPYAOBbIX (PYHKIMI

3.1. O0o0menHas TpyaoBasi QyHKIus

ObecneueHne TEXHOIOTHUECKOTO
COIPOBOXKAEHUA LIM(PPOBOM TpaHCHOopMauu VpoBeHb
HaumeHoBaHue p A I (bp p (b pMail Kon A p 5
JIOKyMEHTHPOBAHHBIX c(hep ACATEIHHOCTH KBaIHUKALIH
OpraHu3anuu
IIpoucxoxaenue OpurusHan X 3aMMCTBOBAHO U3
0000IIIeHHON TPYI0BOI OpHUTHHAJIA
GbyHKIMN
Kon PerucrparnuonHsIit
opHrHHaja HOMeEp
npodeccroHanbHOro
CTaHIapTa

Bo3MoxHBIE
HaUMEHOBAaHUS
JIOJDKHOCTEH,
npodeccuit

CrienanucT TeXHOJIOTHYECKOTO COTPOBOXKICHUS IUPPOBON TpaHCPOpMALIUU
JOKYMEHTUPOBAHHBIX C(ep AESITEIbHOCTH OPraHUu3aliuu

DKCIepT Mo cUcTeMaM YIpaBJiIeHUs JOKyMEHTHPOBAHHBIX Cep AeSTeIbHOCTH
OpraHM3alH

TpeboBanus k
00pa3oBaHMIO U
00y4eHHI0

Cpennee mnpodeccuoHaibHOE 00pa3oBaHHE — MPOrPAMMBI  MOJITOTOBKU
CTEMAIIMCTOB CPETHETO 3BCHA

1001

Cpennee mpodeccrnoHambHOE 00pa3zoBaHHMe (HE MPO(HUIBLHOE) — MPOrpamMMBbI
MOJITOTOBKH  CIEIMAIMCTOB  CPEAHEr0  3BEHA W JIOTIOJIHUTEILHOE
npodeccnoHalbHOE  00pa3oBaHWE —  MPOTpamMMbl  MpodeccCHOHATBHOM

MepeoAroTOBKHU I1O HpO(I)I/IJ'IIO ACATCIIBHOCTH.

TpeboBaHMs K OIIBITY
HPAKTUYECKON paboThI

He menee ogHoro roma B o0macté paboTHl ¢ JaHHBIMH U UHPOPMALIMOHHBIMA
00BEKTaMHt JIOKYMEHTUPOBAHHBIX C(ep NeSTeTbHOCTH OpraHu3aluu

Oco0Oble ycmoBust
JIOITyCcKa K paboTte

Apyrue
XapaKTEPUCTUKU

JlononHuTeNnbHOE MpodeccnoHanbHOe 00pa30BaHNUE — MPOTPAMMBbI TTOBBIIICHUS
KBAJTM(HUKAIIMU IO TPOPIITIO ACITEIHHOCTH HE PeKe OJJHOTO pasa B TPH roja

JlononHuTebHBIE XapaKTEPUCTUKH

HanmenoBanue Ko HaunmenoBanue 6a30B0ii rpymnbl, JOKHOCTH
JIOKyMEHTa A (mpodeccun) umu cnenuaiTbHOCTH

OK3 4120 Cexkpetapu (o61ero npoduss)
4132 Crnyxaiiue 1o BBeICHUIO JaHHBIX

OKIIJITP’ 20193 ApXHBHCT
26541 Cnenuanuct

OKCO* 7.46.01.03 JleT0mpOH3BOAHTEND
2.09.02.04 Nudopmannonnbie cUCTEMBI (10 OTPaCIIsAM)
2.09.02.05 [Tpuknagnas naGopmaTuka (110 OTPaACIISIM)

3.1.1. TpynoBas ¢pyHKIUSA




HaumenoBanue

[Ipoucxoxxaenue Tpya0Boi
GbyHKIHN

TpynoBsle 1eiCTBUS

HeoOxoaumere
YMEHUS

Heo0xoauMsie 3HAHUS

BrinosiHeHUE py4YHBIX U
aBTOMATHU3MPOBAHHBIX OTEPAIHil TI0 YPOBCHE
Koxn | A/01.5 (0/LypOBEHE) 5
UACHTU(DUKAIIIT U U3BJICUYCHUIO KBaTAHKATIHH
CTPYKTYPUPOBAHHBIX JAHHBIX U METAJaHHBIX
3auMCTBOBAHO M3
Opurunan X
OpHTHHAJA
Kon PeructpaunoHusii
OpUTHHAJA HOMEP
poeCCHOHATHFHOTO
cTaHmapTa

Unentudukanuss  JaHHBIX, TMOCTYHNAIOMIMX M3  BHEIIHUX  HCTOYHUKOB
WH(GOPMAITUU JOKYMEHTHPOBAHHBIX Cep ACATSILHOCTH OpraHU3aI[uu
W3BrieueHre qaHHBIX W3 BHENIHUX HCTOYHUKOB HH(OpMAIK OpraHu3aIiuu
dopMupoBaHUE JaHHBIX B COOTBETCTBUE C TPEOOBAHUSIMU METAMOJIEIIN JaHHBIX
3arpy3ka JaHHBIX B MTHOPMAIIMOHHEBIE CUCTEMBI (py4HAasi, aBTOMaTHU3UPOBaHHAS
WJIM aBTOMATHUYECKast)

KOoHTpoJib KOPPEKTHOCTH 3arpy>KEHHBIX TaHHBIX

Hactpoiika BHyTpeHHUX CBsI3ei My HH(DOPMAIIMOHHBIMU OJIOKaMu/
CTpaHHLIaMU B cucTeMe ynpaieHus: KoHTeHToM (CMS — Content Management
System).

[Tonp30BaTbcst MEPCOHAIBHBIM ~ KOMITBIOTEPOM U €ro  mnepudepuiiHbIMU
YCTPOMCTBaMU, OPITEXHUKOHN

Hcnonb3oBath crienuain3upoBaHHbIC MPOrpaMMHBIe TIpHIoxkeHuss U HTepHeT
JUTSI BBITIOJTHEHUS pabouuX 3a1a4

PabGorath C 0O0JIBIIUM MacCHUBOM nH(})OPMAITMOHHBIX TAHHBIX
JIOKYMEHTHUPOBAHHBIX c(hep NesaTeTbHOCTH

Bragets MeTomamu paboThl ¢ popMaMu, FIEKTPOHHBIMU TaOJIUIIAMH, TAHHBIMHU
1 MeTaTaHHBIMA

Bragets MeTogamu paboTsl ¢ HHOOPMAITMOHHBIME 0a3aMu JaHHBIX

PaGoTtats c oOopyaoBaHMEM I CKaHUPOBAHMS H300paKEHUU: CKaHEPOM,
MHOTO(YHKIIMOHATIBHBIM YCTPOUCTBOM, (hOTOKaMepon

PaboraTh B rpaduecKux perakTopax

OOpabaTpiBaTh pacTpPOBbIE U BEKTOPHBIE H300paKEHUS: MacIITabUpOBaTh,
KaJIpupoBaTh, U3MEHATh Pa3pelIeHNEe U TATUTPY, KOMIIOHOBATh N300payKEHUS
Brnanets HaBbIKaMu pabOTHI C TEKCTOBBIM PEAAKTOPOM

Brnagets TexHOMOTMSAMH pa3MelieHuss W Tepeaadn MHEGOpMAIMHd B CETAX
WHTepHeT/uHTpaHeT

Pa3meniaTe MynbTuMenuiiHbie 00BEKTHI B MH(POPMAIIMOHHBIX CHCTEMAax
3anonHATh BeO-POpMbI

Brnaznets Opay3epamu

3aKkoHO/IaTeNbHBIE U HOPMATHBHBIC MPaBOBbIe akThl Poccuiickoit denepanun B
obnmactu  uHpopmanuu, WHPOPMAIMOHHBIX  TEXHOJOTHMM U 3al[UTHI
WH(GOPMAITUH, IIEPCOHATBLHBIX JTAHHBIX

3akoHogarenscTBO Poccuiickoit ®exepanuu B 00JacTH HHTEIUIEKTYyalbHOU
COOCTBEHHOCTH

3akoHOAATENbHbIE U HOPMAaTUBHBIE NMpaBoBble akThl Poccuiickoit denepanuu B
cthepe ynpaBieHus TOKYMEHTaMHU

HopmartuBHBIE TOKyMEHTBHI B OOJIACTH MPOTPAMMHUPOBAHUS U HCIIOJIb30BAHUS
BBIYMCIIMTEIILHON TEXHUKHU TIPH 00paboTke HHPOpMAITIHI



Jpyrue
XapaKTepI/ICTI/IKI/I

TeXHUKO-IKCIUTyaTallMOHHbIE XapaKTEPUCTUKU, KOHCTPYKTUBHBIE OCOOCHHOCTH,
Ha3HAUYEHUE U PEXUMBI pabOThl O0OPYAOBaHUS, NpPaBWIA €ro TEXHUYECKOM
HKCILTyaTallH

TexXHOJOTHI0O MEXaHU3UPOBAHHOW 00padOTKN MH(POPMALTUT

Busl TexHuueckux HocuTenel nHdopMaiu

MeTtop! Ki1accupUKaluy U KOJAUPOBAHUS HH(OpMaLIUU

JlelicTByroIue CTaHAAPTHI, CUCTEMbI CUMCICHHUH, IU(POB U KOJOB

[TpuHIMNBI OpraHu3anuy MHPOPMALIMOHHBIX 0a3 JAHHBIX

XapaKTepUCTUKU U paclpocTpaHeHHbIe popMaThl rpaduueckux (haiion
OCHOBBI KOMMBIOTEpHON TpaduKH, METOABl TPEACTaBICHHUS W O00pabOTKH
rpadudeckoil nHpopmManuu

TpeboBaHus K XapakTepUCTHKAM H300pakeHUIl NpH pa3MelleHHH Ha BeO-
canTax

TexHuueckue cpenctsa coopa, 00pabOTKU U XpaHEeHUs WH(GOpMaILIUU

CTpyKTypy OpraHM3aldd U TOPSIOK PACIpEeNIeHUs] TIOTHOMOYHA MEXIy ee
CTPYKTYPHBIMH MOJIPA3/IE€TICHUAMH U JOJDKHOCTHBIMU JIULIAMU

[TpuHIMOBI pa3rpaHUuYeHUs MpaB JOCTyna K HHPOpManuu, obOecreueHue
UH(POPMALIMOHHOM 0€301MacHOCTH

[TpuHIMIBI 1 METOBI YIIOPSAZOYEHUS COCTaBa JOKYMEHTOB U MH()OPMaIIMIOHHBIX
MoKa3areJie opraHu3auuu

Kpurepun oOLiEHKHM KadecTBa BBINOJHEHUS PYYHBIX M aBTOMATU3MPOBAHHBIX
onepauuii Mo UACHTH(PHUKAINNA U U3BJICUCHUIO CTPYKTYPUPOBAHHBIX JAHHBIX H
METaJaHHbIX

TpeboBanus 0XpaHbl TpyJa U NOXKapHOW OE30MTaCHOCTH

3.1.2. Tpynosas pyHKUUS

CucreMaTHu3aiys I/IH(bopMauI/H/I 1A €€ VpoBeHb
Hanmenosatue HCIIOJIb30BAHUS U XPAHCHHUS. Kox | A/02.5 (moayposets) 5
KBaTH(pHUKAITIH
[Ipoucxoxxaenue Tpya0Boi Opurmman X 3aMMCTBOBAHO U3
byHKIMH OpHUTHHAJIA
Kon Perucrpannonsslii
OpHTHHAIA HOMEp
poeCCHOHATHFHOTO
CTaHaapra

TpynoBsie 1eCTBUS

Heo0Oxonumbie

Knaccudukanus v WMHIEKCHpOBaHHE JaHHBIX JOKYMEHTHPOBAaHHBIX cdep
JESATeTLHOCTH OpraHU3aluN

dopmanuzanys ¥ HOpPMalu3alysl JaHHBIX JOKYMEHTHPOBaHHBIX cdep
JeSITeIbHOCTH OpraHu3aluu

HOMI/IHaJII:HaSI, NpeaAMCTHAsA M XPOHOJOIMYCCKass CHUCTEMAaTHU3alud HJaHHBIX
JIOKYMEHTHUPOBAHHBIX chep NesTeTbHOCTH OpraHu3alun

Pacnpenenenue CTPYKTYpPHPOBAHHBIX JaHHBIX o HOMEHKIIAType
JIOKYMEHTHUPOBAHHBIX cep NesATeTbHOCTH OpraHu3aluu

[IpoBepka CpOKOB JEHCTBHS W XpaHEHUs CTPYKTYPUPOBAHHBIX JIAHHBIX
JIOKYMEHTHUPOBAHHBIX chep NeATeTbHOCTH OpraHu3aluu

Benenne peectpa JOKYMEHTHPOBAHHBIX CEP NEATETHHOCTH

AHanu3upoBaTh U MPOBOJIUTH JIOTHUECKYIO OOpabOTKY CTPYKTYPHPOBAHHBIX



YMEHUs

Heo0Oxoaumeble 3HaHAA

Apyrue
XapaKTePUCTHKH

JAHHBIX TOKYMEHTHPOBAHHBIX Chep ACSITEIBHOCTA OpraHu3aIiu
®dopmupoBaTh WHPOPMAIMOHHBIE OOBEKTHI W3 MPEIOCTABICHHBIX JTaHHBIX
JIOKYMEHTHUPOBAHHBIX c(hep NeATeTbHOCTH OpraHu3aluu

KnaccudummpoBate u WHAEKCHPOBATH JaHHBIE JIOKYMEHTHPOBAHHBIX Cdep
JEeSITEIbHOCTH OpraHU3aIluu

OueHuBaTh IMOJHOTY M JIOCTaTOYHOCTh CTPYKTYPHUPOBAaHHBIX  JaHHBIX
JIOKYMEHTHUPOBAHHBIX chep NeATeTbHOCTH OpraHu3aluu

Hcnonp30Barh crienuaan3upOBaHHbIE IPOTPAMMHBIE NPUIIOKEHUS U IHTEpHET
JUTSI BBITIOJTHEHUS pabouyuXx 3a/1a4y

[TpoBomuTh WHBEHTApU3AIHIO CTPYKTYPHUPOBAHHBIX JaHHBIX
I[OKyMeHTI/IpOBaHHBIX C(bep NCATCIIBHOCTHU OpI‘aHI/ISaLII/II/I

®dopMHUpPOBaTH OTYETHOCTh IO YYETy M XPaHCHHUIO CTPYKTYPHPOBAHHBIX
JOAHHBIX IIOKYMGHTI/IPOBaHHBIX cq)ep JCATCIIBHOCTU opraHmauI/m
3aKkoHOJaTeNIbHbIE U HOPMATUBHBIEC TTPaBOBbIEC akThl Poccuiickoit denepainuu B
00J1acTH ynpaBJieHUs JOKyMEHTaMHU

3akoHOAaTeNbHBIE 1 HOPMATUBHBIC MPAaBOBBIE akThl Poccuiickoit Meaepanuu B
obnmactm  wmHMOpManKuK, WHQPOPMAIMOHHBIX  TEXHOJIOTHH W  3allUTHI
uHGbOpMaInH, IEPCOHATIBHBIX TaHHBIX

CTaHIlapTI)I U MCETOOAMKH OIIMCaHu, KJ'IaCCI/I(l)I/IKaIII/II/I nu HHZ[GKCHpOBaHI/Iﬂ
CTPYKTYpPUPOBAHHBIX JaHHBIX JOKYMEHTHPOBAHHBIX cdep NesATeIbHOCTH
OpraHu3aIu

CraHgapThl 1 METOJIMKH OIICHKU KayecTBa TaHHBIX

CTaHIlapTI)I U MECTOAUKU praBJ'IeHI/IFI I[OKYMGHTaMI/I

Crioco6b1 CHCTEMaTU3aluu CTPYKTYpPHUPOBAHHBIX JIAaHHBIX
JTIOKyMEHTHPOBAHHBIX c(hep ACATEITHHOCTH OPTaHU3aIuN

[TpuHIHIE OpraHu3anuy HHOOPMAIMOHHBIX 0a3 TaHHBIX

OO0mme TpUHIUNB pa3TpaHUYEHUs TMpaB JOCTyna K HMHPOpMAINH,
obecrnieueHne HHHOPMAITMOHHON OE30MaCHOCTH

TexHuyeckue cpenctBa coopa, oOpabOTKH U XpaHEHUS CTPYKTYpPUPOBAHHBIX
JTAHHBIX I[OKYMGHTI/IpOBaHHI)IX C(bep NCATCIIBHOCTHU opraHmauI/m

[IpaBuna BeneHUsT PEECTPOB CTPYKTYPUPOBAHHBIX JaHHBIX W METaJaHHBIX
I[OKYMCHTI/IpOBaHHI)IX C(bep HCATCIIBHOCTHU OpFaHI/ISaIII/II/I

TpeGoBaHus OXpaHbl TPyJa U MOKAPHON 0€30MaCHOCTH

3.1.3. TpynoBas pyHkumst

Kontpoib nenoctHoctu YpoBeHb
Haumenosanue CTPYKTYPUPOBAHHBIX JAHHBIX M METAJaHHBIX | KOA A/03.5 (nozyposets) 5
KBaJTU(DUKAIIHA

IIpoucxoxaeHue Tpy1oBoOi
byHKIIH

TpynoBsie neicTBUS

3arMMCTBOBAHO U3

OpuruHan X
OpHUTHHAJA
Kox PeructpannoHHbIi
OpHTrHHANa HOMEp
npodeccnoHaTEHOTO
cTaHgapra

Brimonaenue mporeayp oOecnedeHHsl MEOCTHOCTH JaHHBIX W METaJIaHHBIX
JIOKYMEHTHPOBAHHBIX C(hep NesATeTbHOCTH OpraHu3alun

Prrrrarr TTXA  TEia~T 7- Aoanrrarrarrr TroaT x T TTTIT TS rroaaTr ANTITE T
D v

IMTOJTHCHC



Heo0xonnmeie
YMEHHUS

Heo0Oxoaumeble 3HaHAA

cboeB

Oo6napyxenne u ¢ukcanus ¢akra c6os B paboTe MHOOPMAIMOHHBIX CHCTEM,
o0pabaThIBalONINX CTPYKTYpPHUPOBAaHHBIC NaHHBIE JOKYMEHTHPOBAHHBIX cdep
NeSITETIbHOCTH OpPTaHU3aIIH

Obnapyxenue u ¢ukcanus ¢akTta HECAHKIIMOHUPOBAHHOTO YHUYTOKEHUS,
NepeMEIIeHNs], UCKaXECHUSI CTPYKTYPHPOBAHHBIX JTAHHBIX JOKYMEHTHPOBAHHBIX
ctep nesaTenbHOCTH OpraHu3aluu

[TpuMeHSITh aBTOMATH3UPOBAHHBIE CPEICTBA KOHTPOJIS COCTOSTHHS 0a3 JTaHHBIX
JIOKYMEHTHPOBAHHBIX c(hep NesATeTbHOCTH OpraHu3aluu

Pa3zpabarbiBaTh 0a3bl JaHHBIX JOKYMEHTHUPOBAaHHBIX cdep AesITeTbHOCTU
OpTraHHu3aIi U OCYLIECTBIATh KOHTPOJIb UX BEACHUS

Co3naBaTh cucTeMy HHJIEKCAllMM JIaHHBIX JIOKyMEHTHpPOBaHHBIX cdep
NESTeIbHOCTH OpPraHM3allid M HWCIHOJb30BaTh €€ B  HMH(OPMAIMOHHO-
CIPABOYHBIX LIETISAX

[IpuMeHATH  SI3BIKM M CHUCTEMBl  IPOTpaMMHUpOBaHHs  0a3  JaHHBIX
JIOKYMEHTHPOBAHHBIX c(dep NeATeIbHOCTH OpraHu3alud s ONTHUMH3AIHNH
BBITOJIHEHHS 3aIIPOCOB

MonenupoBaTh Yrpo3bl LETOCTHOCTH JaHHBIX JOKYMEHTHPOBaHHBIX cdep
JeSITeIbHOCTH OpTaHU3aIH

PazpabatbiBaTh  mpoleAyphl 1O  OOECHEYEHUI0  I[ENOCTHOCTH  JIaHHBIX
JOKYMEHTHPOBaHHBIX c(hep AesITETbHOCTH OpraHu3aluu

Pa3pabatbiBaTh  periaMeHTHpYIOUIHME  JOKYMEHTHI B COOTBETCTBHHM  C
TpeOOBAHUSIMHU HOPMATHBHBIX TPABOBBIX aKTOB

dopmynupoBaTh TpeOOBaHHMA Ha Ppa3pabOTKy mpoueayp obecrneueHus
I[IEJIOCTHOCTH JIaHHBIX JOKYMEHTHPOBAHHBIX c(hep NesITeTLHOCTH OpraHu3allul
3akoHOAaTeNbHbIE U HOPMAaTUBHBIE MPaBOBbIe akThl Poccuiickoii deaepanuu B
obmactu  wmHpopManuu, WHGOPMAIMOHHBIX  TEXHOJOTMA ¥  3alIUTHI
nH(bOpMaIH, TIEPCOHATBHBIX TaHHBIX

3aKOHOJIaTeJIbHbIE 1 HOPMATHUBHBIE MTpaBOBbIe akThl Poccuiickoit denepanun B
cdepe ynpaBlieHUs JOKYMEHTaMHU

Metoauueckie JOKYMEHTbl M HAllMOHAJIbHbIE CTaHAapThl B  oOnacTu
JOKYMEHTAllMOHHOTO ~ O0OECTeYeHHss U  HCIONb30BaHMA HMHPOpPMALUU B
OpraHu3anuu

OcHOBHBIE TIOKa3aTeau paboThl 0a3 NaHHBIX B HMH(MOPMAIIMOHHBIX CHUCTEMax
OpraHu3aluu

Oco0eHHOCTH peai3aluy CTPYKTYPHI JaHHBIX U YIPABICHUS METaJaHHBIMH B
0a3ax JaHHBIX JOKYMEHTUPOBAHHBIX c(hep NeATeIbHOCTH OPraHu3aluu
APXUTEKTYpY CUCTEM XpaHEHHs U 00pabOTKM MH(OPMAIIH M BO3MOXHOCTH HX
B3aMMOJICICTBHS

Mogenn M CTPYKTYyphl JaHHBIX JOKYMEHTHPOBAaHHBIX chep IesTeTbHOCTH
OpraHu3aIuu

OCHOBBI ~ SI3BIKOB W CHCTEM  MpPOrpaMMHpOBaHUS  0a3  JaHHBIX
JIOKYMEHTHUPOBAHHBIX c(hep NesATeTbHOCTH OpraHu3aluu

CoBpeMeHHbIE METOAbl M CpPEACTBA YIPABICHUS DPACIPEACICHUEM [aHHBIX B
JOKYMEHTHPOBAaHHBIX c(hepax IesTeNbHOCTH OpraHu3aluu

OCHOBBI IOCTPOCHUS PEIISILIMOHHBIX 0a3 JaHHBIX

JlokanpHBIE ~ HOpPMATHUBHBIE  aKThl B 0o0jmacTd  WHGPOPMAILMOHHOTO
B3aMMOJICHCTBYS CTPYKTYPHBIX MOApa3IeiIeHH OpraHu3auu

[lpaBuna paboTBl € JOKyMEHTAaMH OpTaHU3allH, YCTAHOBIICHHBIE ¢
JIOKQJIbHBIMU HOPMATUBHBIMU aKTaMU

[TpaBuia 1 OpsiIOK GOPMHUPOBAHUS M yueTa 0a3 JaHHBIX OpraHU3auN
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TpeboBanms OXpaHbl TPY/Ia U MOKAPHOH O6€30MacHOCTH

3.1.4. TpynoBas pyHKIUSA

Be,[[eHI/IC, YUeT u 06ecnequI/Ie COXPAaHHOCTH ypOBGHI’
Hanmenosarue JTAHHBIX O(UIHATIEHBIX CAHTOB OPraHU3aIUH Kon | A/04.5 (moztyposenn) 5
KBaITU(PUKAIIHN
IIpoucxoxaeHue Tpy1oBOi 3auMCTBOBaHO U3
Opurunain
GbyHKIMN P X OpUTHHaNa
Kon PerucrparmoHHslit
OpHTHHANA HOMEp
npodeccroHanbHOro
cTaHjapra

TpynoBsie neicTBUS

Heo0xonnmeie
YMEHHUS

HeoOxonuMble 3HaHUS

MoHuTOpUHT pabOTOCTIOCOOHOCTH CaliTa OpraHu3aIuu

Obecrnieuenne CO3aHUS M y4yeTa PE3EpPBHBIX KOMHUM caiiTa mocie KaXIoro
M3MEHEHUS U IOMEIICHHUE UX Ul XpPaHEHUS C YKA3aHUEM JIAThl CO3aHus KON
dopmanuzanus JaHHBIX IS pa3MenleHus Ha O(UIMATBHOM CaiiTe OpraHu3aluu
KonTponb mMONHOTBI M  aKTyaJdbHOCTH pa3MelleHuss HHPoOpMaluu Ha
O(UIMATEHBIX CaliTaX OpraHU3aINH

dopMHUpOBAaHUE TPEVIOKEHHUH O BO3MOXKHOCTAX  YIydIIEHHS PabOThI
O(UIMATEHBIX CATOB OpraHU3aIUN

JlokyMeHTHpOBaHHE pabOT MO YYEeTy M YIPaBICHUIO HHPOPMAIMOHHBIMH
pecypcaMu caiTa OpraHu3auu

Bnagers wmetomamu paGoTel ¢ dopMaMu, JIEKTPOHHBIMU TaOIHMIIAMH,
WHGOPMAITMOHHBIMU 0a3aMH JTAHHBIX

Pa3memniaTe 1 OOHOBIATH NaHHBIE O(UITUANBHBIX CAUTOB OpPraHU3alluu Yepes
cucreMy ynpasieHnus koHTeHToM (CMS — Content Management System).
Brnaners mporpaMMHBIM OOECHIEYCHHMEM M TEXHHUUYECKUMH CPEICTBAMHU JUIS
PEryJIsIpHON KOMMYHHUKAIIMU, MOHUTOpUHTA nH(GopMannu B lHTepHeT
[IpoBonuTh aHaNM3 CTPYKTYPUPOBAHHBIX U HECTPYKTYPUPOBAHHBIX JaHHBIX
O(UIMATBHBIX CATOB OpraHU3aIul

Ocy1ecTBIsITh KOHTPOIIb pa3MelieHus] HHPOpMAIuu Ha OPHUIMATBHBIX calTax
OpraHu3auu

BecTu y4er uctopun n3MEeHEHHH JaHHBIX O(QUITHATIEHBIX CAUTOB OPTaHU3AIIH
3aKkoHO/IATeNbHbIE U HOPMATUBHBIE MPaBOBbIe akThl Poccuiickoit @enepannn B
obmactu  wHpopManuu, WHGOPMAIMOHHBIX  TEXHOJOTMA ¥  3alIUTHI
nH(bOpMaIH, TIEPCOHATBHBIX TaHHBIX

3akoHO/IaTeNbHBIE U HOPMATHBHBIC MPaBOBbIe akThl Poccuiickoit denepanun B
00J1aCTH HHTEJUIEKTYyaIbHOM COOCTBEHHOCTH

TpeboBaHusT K XapaKTEpUCTHKaM M300pakKeHWH TpU pa3MELIEHUU Ha
O(UIMATBHBIX CaliTaX OpraHU3aINH

[TpuHUIMIIBI OpraHu3anuy HHGOPMALMOHHBIX 0a3 JaHHbBIX.

Pa3mernienue u 00HOBIEHHE HHPOPMALIMOHHBIX MaTEPHAJIOB Yepe3 CUCTEMY
yrpasieHus: konteHToM (CMS — Content Management System).

Criennuky ¥ TeMaTUKy OQHUIIMATBLHBIX CATOB OpTaHU3AINH, UX IIETTU U 3a/1a4U
ba3oBble  TEXHMKO-3KCIUTyaTallUOHHBIE XAPAaKTEPUCTUKH, KOHCTPYKTHUBHBIE
0COOEHHOCTH, HA3HAUYCHUE U PEKUMBI paObOTH 000PYIOBaHUS

[TpaBuiia TEXHUYECKO KCILTyaTaliui 000pyA0BaHUs
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[TpoToxossl n 6a30BbIe MPUHIMITE (HYHKIIMOHHpOBaHHU MHTEpHETA

OCHOBHBIE IPUHIIHUITBI TEXHOJIOTUI CO3IaHHS BeO-pECYpCoB

OCHOBBI T'MIIEPTEKCTOBON pa3METKU

OcobeHHOCTH ~ (PYHKIIMOHUPOBAHHUS COBPEMEHHBIX KOHTEKCTHO-MEIUHHBIX
CHCTEM

ConepkaHue ¥ METOABI PEUICHHWS 33Jad IO CO3JAaHHI0 U PEeNAaKTUPOBAHHIO
KOHTEHTA

OcHOBBI HTHGOPMAITMOHHON 0€301TaCHOCTH

TpeboBanus oXpaHbl TpyJa U NOXKApHOW OE30MaCHOCTH

3.1.5. Tpynosas pyHKuUHuS

KonTtpoms 3a cobaroieHneM JT0KaIbHBIX YpoBeHb
Hanmenosanue npaBUJl OOMEHa, y4eTa i COXPaHHOCTH Koxn | A/05.5 (TO/LypoBeHD) 5
COOOILIEHUH 3JIEKTPOHHOM MMOYTHI KBaIMUKALIH

IIpoucxoxaeHue Tpy1oBOi
byHKIIH

TpynoBsie necTBUS

Heo0xoaumsie
YMEHUSA

HeoOxonuMble 3HaHUS

3arMMCTBOBAHO U3

OpuruHan X
OpHUTHHAJA
Kon PeructpannoHHbIH
OpHTrHHANA HOMeEp
npodeccnoHaTEHOTO
CTaHgapra

VYyactue B pa3paboTKe U MOAJIEPKAHUU B aKTyaJIbHOM COCTOSHUU JIOKAJIbHBIX
npaBui 0OMeHa, yueTa U COXPAaHHOCTH COOOIIECHHA JIEKTPOHHOM MOYTHI.
WudopmupoBanre © KOHCYJIbTHPOBAaHHE COTPYAHMKOB OpraHU3alud O
MpaBWIaX ¥ TOPSAKE WCIOTHEHHUS JIOKAIBHBIX MpaBWiI OOMEHa, ydera u
COXPAHHOCTH COOOIICHHH JIEKTPOHHOM IMOYTHI

BrusiBienne (hakToB HapyIHIeHWH JIOKadbHBIX TpaBWwi oOMEeHa, yd4era W
COXPAHHOCTH COOOIICHHUM 3TEKTPOHHON MOUTHI

Co3nanune azapeca SJIEKTPOHHOM IOYThI COTPYJIHUKY BHOBb IPHUHSATOMY Ha
paboty

[IpenocraBienue noctyna K KOPIOPaTUBHOW 3JEKTPOHHOM MOYTE COTPYAHUKY
BHOBB IIPUHATOMY Ha paboTy

OcylecTBiasTh ~ TEXHUYECKYI0  MOAJNEPXKKY W aIMUHUCTPUPOBAHUE
KOPIIOPATUBHBIX MOYTOBBIX CEPBUCOB U CHCTEM

Ocy1ecTBIATh YIIPaBICHUE MOJUTUKAMHU KOPITOPATUBHOW MMOYTOBOW CHUCTEMBI

Ocy1iecTBIsATh KOHCYJIBTUPOBAHKE, IOIEPKKY U 00yUEHHE M0JIb30BaTeNeit

OcymiecTBIATh YIPABICHNUE TOYTOBBIMHU SIIUKAMHU M OOITUMH TTAITKaMHu
NnentndunmpoBath M yCTpaHATh HApyUIEHUS JIOKAJIbHBIX TMPaBWI OOMEHa,
y4eTa U COXPaHHOCTH COOOIICHUN AIIEKTPOHHOMN TOYTHI

[IpuMeHATh MOJOXKEHHUSI HOPMATHUBHO-TEXHUYECKON TOKYMEHTAIMU B OOJacTH
nHGOPMaIMOHHON 6€30MaCHOCTH U KOMMYHUKAIIHOHHBIX TEXHOJIOTUN
3akoHO/IaTeNbHbIE U HOPMATHBHBIC MPaBOBbIe akThl Poccuiickoit denepanun B
obnmactu  uHpopmanuu, WHPOPMAIMOHHBIX  TEXHOJOTHMM U 3al[UTHI
nH(GOPMAITNH, IIEPCOHATBLHBIX JTAHHBIX

OCHOBBI CETEBBIX TEXHOJOTMH M MPOTOKOJBl CETEBOM MOJENU Meperayu
JAHHBIX, PEJICTABIICHHBIX B IIU(PPOBOM BHIC

OCHOBBI aIMUHUCTPUPOBAHHUSI IOYTOBBIX CUCTEM
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[ToHnMaHMe NPUHIUIIOB U OIBIT paOOTHI C CUCTEMAaMU BUPTYaIU3aLMH.

OcHOBBI O0ecriedeHns CeTeBOW 0e30MacHOCTH, KOHTPOJS JOCTyNla W IpaB
[10JIb30BaTENEN

JlokasibHblE HOpPMAaTUBHBIE aKThl OpraHU3allMH, PETIAMEHTHPYIOIINE MOPSI0K
paboThI C KOPIIOPATUBHOM MOYTOBOI cHUCTEMOIt

TunoBeie cxeMbl (HOPMHPOBAHUS HICHTU(PUKATOPOB AJPECOB DICKTPOHHOU
IIOYTBI [TOJIB30BATENSA

Metoauueckie yKkasaHMs, PEKOMEHJALUMU M TEXHOJOTMU oOOecredeHus
KOH(HIEHIIMAJIbHOCTH MOYTOBBIX COOOIICHUH 1 OTpaBUTENEH

Mertoauueckue ¥ HOPMATHBHBIE JOKYMEHTBI II0 BONPOCAM TEXHUYECKOU
3alUThl HHPOPMAIUU

[IpyHIMIIBI OpraHU3alMOHHBIX NPOLEAYP, NPOTPAMMHBIX H TEXHHUYECKHX
CPEICTB TMepeJauyd COOOUIEHHH N0 CTaHJApTHBIM MPOTOKOJIAM Tepeaayu
JAHHBIX

OTHyecKkue HOPMBI U IIPaBUiIa KOPIIOPATUBHOI'O MOBEAEHUS

OpraHu3allMOHHYIO CTPYKTYpy OpraHM3alMd M €€ IOJBEJOMCTBEHHBIX
¢unmnanon

TpeboBaHus 0XpaHbl TpyJa U NOXKapHOW 6€30MaCHOCTH

3.1.6. TpynoBasi pyHkumst

Hanmenosanune

IIpoucxoxaeHue Tpy1oBOi
GbyHKIHN

TpynoBsle neicTBUS

KOHCy.]'IBTaLII/IOHHaSI MNoAACPIKKA pa6OTHI/IKOB
OpraHM3aIMH B IIpoLeccax MUuQpPoBOii YpoBeHs
Kox | A/06.5 (1101ypoBEHE) 5
TpaHC(l)OpMaLII/II/I AOKYMCHTHPOBAHHBIX cq)ep KB (I)I/IKaIII/II/I
ACATCIIBHOCTHU
3anMCTBOBAHO W3
OpuruHan X
OpHUTHHAJA
Kong PeructpaunoHsbii
OpHTrHHANa HOMEp
npodeccnoHaTbEHOTO
cTaHaapra

[IpenoctaBienne KOHCyJbTalMii paOOTHHKAM OpraHu3alud 1o UUGPOBOH
TparcopMaIiy JOKYMEHTHPOBAHHBIX chep NeITeTbHOCTH

[IpoBenenne WHCTpyKTaxka pPaOOTHUKOB OpTraHU3allMM 1O  BBIMOJHEHUIO
¢byskumi rdpoBoit TpanchopMaIui JOKYyMEHTHPOBAHHBIX chep MesITeTbHOCTH
[TonroroBka yueOHBIX M METOJUYECKHMX MaTepuasnoB, IMpPe3eHTAlud IO
1 poBoi TpaHC(hHOPMAIIUN JOKYMEHTHPOBAHHBIX Cep ACATSILHOCTH

[Ipuem mocTymarommx 3ampocoB O Mmporeccax HUppoBoil TpaHchopmanuu
JIOKYMEHTHPOBAHHBIX C(hep NeATETHbHOCTH OT paOOTHUKOB OpraHU3aI[uN

AHanu3 3ampocoB paOOTHHKOB OpraHM3alki O Tporeccax Mu(pPOBOiA
TpaHcGopMaIlK JOKYMEHTUPOBAHHBIX chep NeaTeIbHOCTH

Brigaua pekoMeHIauil ¥ pa3bsICHEHUH IO TUTIOBBIM OOpaIICeHUSIM paOOTHUKOB
0 Tmporeccax mudpoBoM TpaHchopManuM ~JTOKYMEHTHPOBAHHBIX  cdep
JIeATETbHOCTH

[TogroToBka TpemIOKEHUH 1O  ONTHUMH3alMA  TPOIEeccoB  IUppoBoit
TpancopMaIi JOKYMEHTUPOBAHHBIX cep MesATEThbHOCTH Ha OCHOBAHHH
TUIOBBIX 3aIIPOCOB PAOOTHUKOB OpraHU3AIUN
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Vcnonb30BaTh NpOrpaMMHbIE NPWIOKEHUS UM VIHTEpHET Ui BBINOJIHEHUS
pabounx 3ama4

PaGotath ¢  uHQOpPMaMOHHBIMH  cHcCTeMaMM W 0a3aMH  JIaHHBIX
JOKYMEHTHPOBaHHBIX chep AesITeTbHOCTH

AHaJIM3UPOBATh U BBINOJIHATH TUIIOBBIE 3aIIPOCHl pA0OTHUKOB

['0OTOBUTH CHpaBOYHBIE MaTEpUAIBl B COOTBETCTBHHM C JICHCTBYIOUIMMH B
OpraHu3aliy periaMeHTaMu

CoracoBatp pelieHue HETUIOBBIX 0OpalieHuil paOOTHHKOB CO CHEIHATHCTaMH
COOTBETCTBYIOILMX MOJIPA3/IeIeHUI OpraHu3aluu

OTcnexxnBaTh CBOEBPEMEHHOCTh U KadyeCTBO KOHCYJIBTUPOBaHMS PaOOTHUKOB
OpraHu3aIUH 10 MOCTYMAIONIUM 3aIpocam

KoppekTnpoBath CBOU AEHCTBUS B COOTBETCTBUHU C YCIOBUSIMH CUTYaIMH
3akoHOAATENbHbIE U HOPMAaTUBHBIE NMPaBOBble akThl Poccuiickoit denepanuu B
obmacth  umHpoOpManuu, HUHPOPMAIMOHHBIX  TEXHOJOTHH W  3aIIUTHI
UH(OPMaLINH, IEPCOHATBHBIX JTaHHBIX

3akoHOJaTeIbHbIE 1 HOPMATHBHbIE MpaBoBble akThl Poccuiickoit denepanun B
cdepe ynpaBlieHUs JOKYMEHTaMHU

Crnenuanu3upoBaHHOE MPOrpaMMHOE oOecredeHue Ajs npuema, oOpaboTKu U
perucTpanuu oopaiieHuid paboTHUKOB

BHyTpeHHHEe cTaHIapThl U METOAMYECKHE JTOKYMEHTHI MO0 00paboTKe 3arpocoB
pabOTHUKOB

JlokanbHBIE HOPMATHUBHBIC IIPABOBBIC aKThl, METOAMYECKHE JIOKYMEHTHI
OpraHu3aIiy 10 mpoleccaM MUPPOBON TpaHCHOPMAIMKA JOKYMEHTHPOBAHHBIX
cdep AesaTenbHOCTH

Tunossle pemieHus Ha HauboJiee YacTO 3aJaBacMble BOIPOCHI IO IMpoLEccam
UG poBOH TpaHCPOPMALIMU TOKYMEHTHPOBAHHBIX cep e TeTbHOCTH

[TpaBuia nenoBoro oOIIEHUsS U PEYEBOI0 AITUKETA

CrniocoObl 1 KaHaJIbl UHPOPMHUPOBAHUS PAOOTHUKOB OpraHU3ALUU

[TpaBuna coOmoneHust UHGOPMAIIMOHHON 0€30IacHOCTH

TpeboBanus OXpaHbl TPY/1a U MOKAPHOIN O€30MacHOCTH

IToHATHSA KOMMEPYECKON TaHBI

[IpaBuia nen0BOM NEPENUCKU U TUCbMEHHOTO 3TUKETA

OpraHM3allMOHHYI0 CTPYKTYypy OpraHu3allidl W €€ I0JBEIOMCTBEHHBIX
¢winanroB W TOPSAOK B3aUMOJEHCTBHSI CTPYKTYPHBIX —IOJpa3[esIeHUi
OpraHu3aIiu

3.1.7. Tpynosas pyHKuUUS

@opMHpOBaHNE OTYETHOCTH IO pe3ysbTaTaM Yposenb
Haumenosanue 1 $poBoif TparchopMamum. Kox | A/07.5 (moaypoBeHs) 5
KBaJTU(UKAIIMA

IIpoucxoxaeHue Tpy10BOi
GbyHKIHN

TpynoBble 1eCTBUS

3arMMCTBOBAHO U3

OpuruHan X
OpHUTHHANA
Kong PeructpaunoHHbii
OpHUTHHAJIA HOMEDp
npodeccnoHaTbEHOTO
CTaHgapTa

C6op u mpemocraBieHME NO 3ampocaM HHPOpMauuu JUisl (HOpPMUPOBaAHMS
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OTYETOB IO pe3yJibTaTaM MUQPPOBON TpaHChHOPMAITTH

O6paboTka cobpanHOI HHPOpMATHN

3arnoHeHHEe OTYETHBIX POPM

ABTOMaTHYECKOE WJIH aBTOMATH3UPOBAHHOE (DOPMHUPOBAHKE OTICTOB

KoHTpOJIb KOPPEKTHOCTH JTAHHBIX B CPOPMHUPOBAHHBIX OTUETAX

Hcnonp30BaTh MporpaMMHBIE TPWIOKEHUS W VIHTEpHET Ui BBIMOJHEHHUS
pabounx 3ama4

PaGotath ¢  OoJBIIMM  MacCHBOM
JOKYMCHTHPOBAHHBIX C(I)ep ACATCIIbHOCTHU
®opMUPOBATH OTUETHI 110 Pe3yJIbTaTaM PaOOTHI
[IpoBoauTh  aHAIUTHUYECKYI0  pabOTy  CTPYKTYpUPOBAaHHBIX  JIaHHBIX
JIOKYMEHTHPOBaHHBIX chep MesITeTbHOCTH

[TpencraBisaTh HHGOPMAIIHIO TT0 Pe3yIbTaTaM aHATUTHIECKON paOOTHI
[TpoBOIUTH OOCYKICHHUS IO PE3yJIbTaTaM aHAIUTHYECKOH PabOThI
Crnenani3upoBaHHOE MMPOTPaMMHOE 00ecIIeYeHUE

BHyTpeHHI/Ie CTaHAapThl W MCTOAUWYCCKUC JOKYMCHTBI II0 3allOJIHCHHUIO
OTYETHOCTH

Mertobl pencTaBieHust HHGOpMAIUU

[TpaBuia nemoBOroO OOIIEHUS M PEYSBOTO ATUKETA

TpeboBaHus 10 00pabOTKE OOPAMIEHUH 32 TEXHUIESCKOW MO IIEPIKKOMH
[TpuHIHUIIBI, METOIBI (HOPMHUPOBAHUST OTIYCTHOCTH

OCHOBBI MATEMATUYECKOU CTATUCTUKHU

Opranu3aloOHHYI0 CTPYKTYpy OpraHu3al M €€ I0JIBE€JOMCTBEHHBIX
¢bunuanon

CTPYKTYpPUPOBAHHBIX  JaHHBIX

3.2. O0o01menHas TpyaoBasi yHKIMS

Oo0ecrieuenue OpraHnu3allMOHHOIO
Hamveroparye | CCTIPOBOMKICHHS udpoBoit TpaHchopmauH Ko B YpoBeHb 6
JOKYMEHTHPOBaHHBIX c(hep AesITeTbHOCTH KBaTH(HKALIH
OpraHu3aI1Y.
IIpoucxoxaeHne Opwurunan X 3aMMCTBOBAHO U3
00001TIeHHON TPy I0BOIt opuUTHHAIIa
byHKIIH
Kox PeructpannoHHbIH
opuruHaia HOMEp
npodeccroHanbHOro
cTaHaapTa
Bo3moxubIe PyxoBoauTens otaena mo paboTe ¢ JaHHBIMU
HanMCHOBAaHU PYKOBOI[I/ITGJ'IL T'pyHnIibL (OTI[GJ'Ia) BHCAPCHUA I/IH(1)OpMaI_II/IOHHBIX CUCTEM
JIOJIKHOCTEH, PykoBoauTens rpyIis! (0TaeIa) COMPOBOXKACHUS NHOOPMAIIMOHHBIX CHCTEM
npodeccuit

TpeboBanus k
00pa3oBaHHIO U
00y4YeHHIo

Bricuiee obpa3oBanue — 6akanaBpuaT

WIIN

Bricuiee o6pa3oBanue (He npoduibHOE) — OakazaBpuat

"

JlonongHuTenbHOE  MpodeccHoHaNbHOE  00pa3oBaHHE —  MPOrpaMMBbl
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npodeccnoHanbHOM MepenoAroTOBKY MO MPOGUITIO AESITETbHOCTH
WA

Cpennee mpodeccroHaibHOE 00pa3oBaHWE — MPOTPAMMBI  TTOATOTOBKH
CIICIIMAJICTOB CPETHETO 3BEHA
17001

Cpennee mpodeccuonanbHoe obOpa3zoBaHHe (HE MPOPUIBHOE) — MPOTPAMMBI
MOJICOTOBKH CIICIIHATUCTOB CPEAHETO 3BCHA U

JlononaHuTenbHOE  TMpPOdecCHOHANbHOE  00pa3oBaHHE —  MPOrPaMMBbI
podeCcCHOHATBHOM MEPENOATOTOBKHU 10 MPOQUITIO IEATETBHOCTH

TpeGoBaHMs K OTIBITY
MPAKTUIECKON pabOTHI

OnpiT B 00MacT  TEXHOJOTHYECKOTO  CONPOBOXKIEHUS  LU(POBOH
TpaHchopMali JTOKYMEHTHPOBAHHBIX c(hep AEATENbHOCTH OpraHu3alud He
MEHEE TpeX JEeT

Oco0Oble ycioBust
JI0IycKa K pabote

Jlpyrie
XapaKTepI/ICTI/IKI/I

[ToBpiieHne KBaNM(HUKAIMKA 1O MPOrpaMMaM CEPBHCHOTO IMOIXOAa K
YIPaBJICHUIO HH(GOPMALIMOHHBIMH TEXHOJIOTHAMHU, METOAUKAM OOCTYXUBAHUS

HOJIL30BaTeIe

JlononHUTEebHBIE XapaKTEPUCTUKH

HaumenoBanue Kon HaumenoBanue 6a30Boii rpynmbl, JOTHKHOCTH
JIOKYMEHTa (mpodeccun) WK crnenuarbHOCTH
OK3 1213 PykoBoauTens B 007aCTH OonpeeeHus MOJIUTUKH 1
IUITAHUPOBAHMS JeSITEIbHOCTH
EKC - HauanpHuk otaena (61opo, rpymiibl) (B MPOMBIIIIICHHOCTH )
OKIIATP 24695 Hauvanpauk oTnena (puHaHCOBO-3KOHOMUYECKOTO U
aIMUHUACTPATUBHOTO)
OKCO 7.46.03.02 JlokyMeHTOBEICHUE U apXHUBOBEICHUE.
2.09.03.01 Nudopmartrka u BEIYUCTUTENbHAS TEXHUKA
2.09.03.04 Nudopmanmonsbie cucTemMsl

3.2.1. TpynoBas pyHkumst

HanmenoBanue

PazpaboTka METOMKHU OpraHu3anuu
CTPYKTYPHUPOBAHHBIX JaHHBIX U ME€TaJaHHBIX YposeHb

Kox | B/01.6 (m0aypOBEHS) 6
KBaTH(pHUKAITIH

IIpoucxoxaeHue Tpy1oBoi
byHKIIH

TpynoBsie necTBUS

3arMCTBOBAHO U3
OpuruHan X
OpHUTHHAIA
Kox PeructpannoHHbIi
OpHUTHHAIIA HOMED
npodeccroHanbHOro
cTaHgapra

YcTaHOBIEHHE TMOCIEIOBAaTEIbHOCTH W COJIEp)KaHusl padouux omnepauuil B
mpoiieccax OpraHu3aluu  CTPYKTYPUPOBAHHBIX JAHHBIX M METaJaHHBIX
JIOKYMEHTHUPOBAHHBIX cep NesaTeIbHOCTH

Ornpenenenue POJICH-y4aCTHUKOB MIPOLIECCOB OpraHu3alu



Heo0Oxoanumere
YMEHUS

HeoOxonuMble 3HaHUS

Hpyrue
XapaKTEPUCTUKU
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CTPYKTYPUPOBAaHHBIX JaHHBIX M METAJAaHHBIX, JOKYMEHTHPOBaHHBIX cdep
JESATEIIbHOCTH

Onpenenenue byHKUIMH YYaCTHHUKOB IPOLIECCOB OpraHu3aIuu
CTPYKTYpPUPOBAHHBIX JAaHHBIX M METaJaHHbIX JOKYMEHTHUPOBAaHHBIX cdep
JeSITeIbHOCTH

Pa3paboTka HOPMAaTUBHO-METOJWYECKUX JOKYMEHTOB [0  OpraHu3aluu
CTPYKTYPUPOBAaHHBIX JAHHBIX W METaJlaHHBIX JIOKYMEHTHUPOBAHHBIX cdep
JIeSITEIbHOCTH

JloBenieHne yTBEpXKIEHHBIX HOPMATUBHO-METOAMYECKUX JIOKYMEHTOB IO
OpraHMu3ali CTPYKTYPUPOBAHHBIX JAHHBIX U METAJIaHHBIX /10 UCTIOJTHUTENEH
KonTtposas cobmonenust TpeboBaHUi, HOPMAaTUBHO-METOIUYECKUX JOKYMEHTOB
[0  OpraHM3allud  CTPYKTYPUPOBAaHHBIX  JaHHBIX M METaJaHHBIX
JOKYMEHTHPOBaHHBIX chep AesITeTbHOCTH

AxTyanuzanys HOPMAaTHBHO-METOJUYECKUX JOKYMEHTOB II0 OpraHU3aliu
CTPYKTYPHPOBAHHBIX JAHHBIX W METaJaHHBIX JIOKYMEHTHPOBAHHBIX cdep
JeSITeIbHOCTH

Hcnonb30BaTh  CIEMUATU3UPOBAHHOE  IMPOrpaMMHOE  oOecriedueHue 1o
YIPaBJICHUIO JOKYMEHTaMH OpraHU3aluu

AHanu3upoBaTh  30HBI  OTBETCTBEHHOCTH, 3aWHTEPECOBAHHBIE  CTOPOHBI
IPOILIECCOB, PECYpPChl M TIOKA3aTeNM IPOLECCOB YIPABICHUS JAOKYMEHTaMH
OpraHu3aluu

OnpenensaTb HEOOXOAUMBbIE JIeHiCTBUA paOOTHUKOB OpraHU3alMK Ipu 00paboTKe
CTPYKTYpPUPOBAHHBIX JAHHBIX U METaJaHHbBIX, COCTAB M IOCIEIOBATEIbLHOCTh
olnepauuii J0KyMEHTUPOBAHHBIX cep IeATeIbHOCTH

[TpoBOIUTH HAOIIOCHNS, HHTEPBBIO U AaHKETHPOBAHHUE JIJIs1 cOOpa HEOOXOAMMOi
uHbOopMaIuu

006061aTh cOOpaHHY0 HH()OPMAIIHIO

Pa3zpa0OaTbiBaTh ~ CXeMbl  IPOLECCOB,  aJIMUHHMCTPATUBHBIE  PErJIaMEHTBI
JOKYMEHTHPOBAaHHBIX chep AesITeTbHOCTH

Pa3palaTbIBaTh JTOKaJbHBIE HOPMAaTUBHBIE aKThl OpraHU3aIMU
3aKOHOJIaTeJIbHbIE 1 HOPMATHUBHBIE MTpaBOBbIe akThl Poccuiickoit denepanun B
obmactu  uHbopManuu, HUHGOPMAIMOHHBIX  TEXHOJOTMA M 3alIUTHI
MH(pOPMALIUH, IEPCOHATIBHBIX JaHHBIX

3akoHOAATENbHbIE U HOPMAaTUBHBIE NMPaBoBble akThl Poccuiickoit denepanuu B
cdepe ynpaBieHHs] JOKYMEHTaMU

3akoHO/IaTeNbHBIE U HOPMATHBHBIC MPaBOBbIe akThl Poccuiickoit denepanun B
cdepe 3aIUTHI TpaB NOTpedUTENeH

Mertob! cOopa nHpopMauu

TpeboBaHus K pa3paboTKe PeryiaMeHTOB, METOIUK, POLIECCOB

OcHOBBI MaTEMaTHYECKON CTATUCTUKU

Wudopmanus o IpoayKTax U yCiIyrax OpraHu3aluu

TpeboBaHMs HAaUMOHANBHBIX W MEXIYHapOAHBIX CTaHIApTOB B cdepe
YIPaBJIEHUS TOKYyMEHTAMU

3.2.2. Tpynosas pyHKUHUSA

CTpyKTypHpOBaHUE JAHHBIX U Yposenb
Haunmenosanue METAIAHHbIX. Koxn | B/02.6 (TToypoBeHb) 6
KBaTH(pUKAITIH




IIpoucxoxaeHue Tpy10BOM
GbyHKIMN

TpynoBsie neicTBUS

Heo0Oxoanumere
YMEHUS

Heo0xoauMsie 3HAaHUS

Hpyrue
XapaKTEPUCTUKU
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Opurunan X 3aMMCTBOBAHO U3 OpUTHUHAA
Kon PerucrpaunonHsli
OpHUTHHAJIA HOMEp
poheCCHOHATHLHOTO
CTaHAapTa

AHanu3 WCXOMHOTO YPOBHSI OpraHU3allid CTPYKTYpPUPOBAHHBIX MAHHBIX U
METaJaHHbIX JOKYMEHTUPOBAHHBIX cep NesTeTbHOCTH

OmnpeneneHue BHIOB, CHOCOOOB MPEJCTABICHHUS JAaHHBIX W METa/JIaHHBIX,
METOJI0B X CTPYKTYpPUPOBAHUS

[IpencraBneHne JaHHBIX W METAJAaHHBIX  JIOKYMEHTHPOBAaHHBIX  cdep
NEeSITeNIbHOCTH K (POpMaIbHOMY BUTY

Pa3paborka  Meramonenu  (apXUTEKTypbl) JaHHBIX W METaJaHHBIX
JOKYMEHTHUPOBAHHBIX C(ep NesSATeTbHOCTH

PazpaboTka KilacCH(HUKATOPOB ¥ CIPABOYHUKOB JAaHHBIX M MeETaJaHHBIX
JOKYMEHTHUPOBAHHBIX C(ep NeSTeTbHOCTH

Pazpabotka aTpruOyTUBHOTO cocTaBa JTAHHBIX u MeTaJJaHHbIX
JOKYMEHTHUPOBAHHBIX C(hep NeATeTbHOCTH

Pa3paboTka Monenu cBsA3ei NaHHBIX U METAJlaHHBIX JJOKYMEHTHPOBAHHBIX cdep
JeSITeTbHOCTH

Pabotath ¢ 60abIIIMU 0OOBEMaMu HHPOPMALTUH

[TpoBOANTH CTPYKTYPHU3AIUIO, AaHAIIN3 U KIACCU(PUKALINIO HH(HOpMALIUN
BrisBnsaTh (1% CTPYKTYypUPOBAHUS TAaHHBIX u MeTaIaHHbIX
JOKYMEHTHPOBAHHBIX c(hep NesITeTbHOCTH

[Tonb30BaThcs TPUKIATHBIM MPOTPAMMHBIM oOOecrieueHueM st 00paboTKu
O0JBIINX 00HEMOB JTAHHBIX

[IpoBoauTth nouck uHbopMmanuio B cetu MIHTepHeT

CocTaBnaTh HHCTPYKIMU, TEXHUYECKHE 33JaHUS, CTAHIaPThl OpraHU3aIHii
3aKoHOAATEIbHBIE U HOPMATUBHBIE NIPAaBOBbIE akThl Poccuiickoil Penepanuu B
obmactn  wHbOpMaruu, WHPOPMAIIMOHHBIX  TEXHOJOTHH W 3alIUTHI
nH(pOpMaIIHU, IEPCOHATBHBIX JAHHBIX

CrnenuayM3upoBaHHOE MPOTPaMMHOE oObOecriedueHne st 00padOTKU OOJBITNX
00BEMOB TAHHBIX

CrnocoObl  CTPYKTypUpPOBaHMSI ~ JaHHBIX  JIOKyMEHTUPOBAHHBIX  cdep
JeSITeTbHOCTH

[IpyHIMIBI ~ CTPYKTYPUPOBAHUS  JAaHHBIX  JOKYMEHTHPOBAaHHBIX  cdep
JeSITeTbHOCTH

CrnocoObl M WHCTPYMEHTBI BH3YalU3allMU pPE3YyJIbTaTOB CTPYKTYPHUPOBAHUS
JTAHHBIX JIOKYMEHTHPOBAHHBIX Cep IesATeIIbHOCTH

TpebGoBanusi Kk wuepapXuu MoJeNel JaHHBIX JOKYMEHTHPOBAHHBIX cdep
JeSITeTbHOCTH

JlokanbHble HOPMATHBHBIC aKThl OpPraHU3alUd B O0JACTH CTPYKTYpPHUPOBAHUS
JAHHBIX U METaJaHHbIX JTOKYMEHTUPOBAHHBIX chep NesaTeIbHOCTH
Nudbopmanus o mpoayKTax U ycinyrax opraHu3aiiu

OcHoBHbIe TpeOOBaHMS HALIMOHAJIBHBIX U MEXIYHAPOJIHBIX CTAaHIApPTOB B chepe
aBTOMATH3aIMY TPOIIECCOB JOKYMEHTUPOBAHHBIX c(hep AesITeTbHOCTH

3.2.3. Tpynosas pyHKuUS
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Pa3paboTka opraHu3alnOHHBIX

i YposeHnb
Hauveropanne | MEPOTIPHATHI 1O IPABOTIPECMCTBEHHOCTH | | | b3 ¢ (H%ﬂypomﬂb) 6
CTPYKTYPUPOBAHHBIX JaHHBIX U KBaTM(UKALIH
METaJaHHBbIX
Ip OUCXONCICHIE Opuruaan X | 3aMMCTBOBaHO M3 OpUTHHAJA
TPYAOBO# (HYHKIIAU
Kon PerucrpanuonHslit
OpHUTHHAJIA HOMEp
npodeccuoHATEHOTO
cTaHjapra

TpynoBsle 1eiCcTBUS

Heo0xoaumsie
YMEHUS

Heo0xoauMsie 3HAaHUS

OnpeneneHve nepevyHs CTPYKTYPUPOBAHHBIX JaHHBIX M METa/JaHHBIX,
o0ecrneyrBaroIMX IPaBOIPEEMCTBEHHOCTb
Pa3pa0oTtka nepeyHst JOKyMEHTHPOBaHHBIX chep AesITeTbHOCTH

KonTponb BBITIOJTHEHUS OpraHU3aI[MOHHBIX MEpPOIPHUATHIA 1o
MIPABONPEEMCTBEHHOCTH CTPYKTYPUPOBAHHBIX TaHHBIX U METAIaHHBIX
Pa3paboTka OpraHU3aIOHHO-PACTIOPSAUTEIBHBIX JIOKYMEHTOB o

IIPABONIPEEMCTBEHHOCTH  CTPYKTYPUPOBAaHHBIX  JAaHHBIX M METaJaHHBIX
JOKYMEHTHPOBaHHBIX c(hep AesITETbHOCTH

WudpopmupoBaHne ¥ KOHCYJBTHPOBAHHWE OTBETCTBEHHBIX 32 IIPOBEJICHHE
MEPOIPHUATHA IO IPABOINPEEMCTBEHHOCTH CTPYKTYPHPOBAHHBIX JaHHBIX U
METaJaHHBIX JOKYMEHTUPOBAHHBIX C(ep AeSITeTbHOCTH

[IpoBenenue BHYTPEHHETO KOHTPOJIA COOTBETCTBUS IIPOLIECCOB
OpraHU3aIlMOHHBIX MEpPOIPUATHI 1o IIPABONPEEMCTBEHHOCTH
CTPYKTYPHUPOBAHHBIX JAHHBIX " MeTaJJaHHbIX OpraHn3alMOHHO

pacnopsAMTENbHBIM JOKYMEHTAM OpraHU3aluu
Pa3pa0aTbIBaTh KOHLEIIUIO U [UIaHBI MEPOIIPUATUH MO MPaBONPEEMCTBEHHOCTH
CTPYKTYPHUPOBAHHBIX JaHHBIX U METaJaHHbIX

[InanupoBaTh M OpPraHU30BBIBATH MEPONPUATHSA IO IPABONPEEMCTBEHHOCTU
CTPYKTYPHUPOBAHHBIX JaHHBIX U METaJaHHbIX

CoOupatp, M3y4yaTh M aHAIU3UPOBATh TPEOOBAaHUS K IMPABONPEEMCTBEHHOCTHU
CTPYKTYpPUPOBAHHBIX JaHHBIX W METAJaHHBIX JOKYMEHTHPOBAaHHBIX cdep
JESATEIIBHOCTH

[IpoBOIUTH  WHCTPYKTaX 1O  pa3pabaThlBaeMbIM  OpPraHU3alMOHHBIM
MEPOIPHUATHSIM IO TPAaBOIPEEMCTBEHHOCTH CTPYKTYPUPOBAaHHBIX JaHHBIX U
METaJaHHbIX

Co3naBaTh OTYETHI IO pe3yjbTaTaM BHYTPEHHETO KOHTPOJS COOTBETCTBHS
mporuecca OpraHU3allMOHHBIX MEPOIPHUATHH OpPraHMU3alMOHHO
pacnopsAMTENbHBIM JOKYMEHTAM OpraHU3aluU

3aKkoHOJIaTeNIbHbIE 1 HOPMATHUBHBIE MpaBoBbIe akThl Poccuiickoit deneparuu B
oOnactu nHpopMaIK, THPOPMALMOHHBIX TEXHOJIOTUN U 3aIUTHl HHPOpMaIuH,
IIEPCOHAJIBHBIX JaHHBIX

3akoHOAATeNbHbIE U HOPMATUBHbBIE NIPABOBbIE aKkThl Poccuiickoil Penepanuu B
cdepe ynpaBieHUs] JOKYMEHTaMU

JlokasibHblE HOPMATHBHBIE AaKThl, METOJUYECKHE MaTepHajbl IO BOIPOCAM
IIPABONIPEEMCTBEHHOCTH ~ CTPYKTYPUPOBAaHHBIX  JAaHHBIX W METAJaHHBIX
JOKYMEHTHPOBaHHBIX chep AesITeTbHOCTH

Cnemuduka  opraHM3alMd  MEpPONPUATHH IO  NPaBOINPEEMCTBEHHOCTU
CTPYKTYpPUPOBAHHBIX JaHHBIX W METAJaHHBIX JOKYMEHTHPOBAaHHBIX cdep
JESATEIIBHOCTH



Jlpyrie
XapaKTepI/ICTI/IKI/I
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Meroasl cbopa m 00paboTku WHGOpPMAIMU C MPUMEHEHHEM COBPEMEHHBIX
TCXHUYCCKUX CPCACTB CBA3U U KOMIIBIOTCPHBIX TEXHOJIOTUH

JlokanbHBIE HOPMATHUBHBIC AaKThl OpTraHU3allMM B OO0JIACTH OOECIECUYCHUs
MMPaBOIMMPECMCTBCHHOCTH JaHHBIX M MCTAJaHHBIX JOKYMCHTHUPOBAHHBLIX C(bep
JeSITeIIbHOCTH

JlokanbHbIE HOPMATUBHBIC AaKTbl OpraHHu3ali B O6J'IaCTI/I OTpaHUYCHHOI'O
JIOCTYTIA IAaHHBIX U METAJJaHHbIX JJOKYMCHTUPOBAHHBIX Cep ACITEIbHOCTH

3.2.4. TpynoBas pyHkumst

Omnpenenenue TpeOOBaHUH K

YpoBeHb

HarMeHoBaHHe HH()OPMAITMOHHBIM CHCTEMaM T10 Kox  B/04.6 (H%HypOBeHL) 6

COXPaHHOCTH U 3aluTe u(poBoro e —

KOHTCHTA OpraHu3anuunu
Hponcxouxc JICHHC Opwurunan X | 3auMCTBOBaHO M3 OPHTHHANA
TPYAOBOH QYHKINH

Kox PeructparnmonHbIit
OpHTrHHANIa HOMeEp
poheCCHOHATBHOTO
cTaHaapra

TpynoBsle 1eiCcTBUS

Heo0Oxoanumere
YMEHUS

AHanu3 mpeIMeTHON 00JIacTM JOKYMEHTHPOBaHHBIX c(ep AeATeNbHOCTH U
Mojeniell OM3HEeC-NIPOIIECCOB B YAaCTH COXPAHHOCTH M 3AIIUTHl LHU(POBOTO
KOHTEHTA OpraHu3aluu

AHaM3 HOPMAaTHBHO-METOJMYECKUX JOKYMEHTOB B 00JAacTH COXPAaHHOCTH M
3alIUTe NUPPOBOro KOHTEHTAa OpraHU3aluu

@opmupoBaHue  mepedHss  MHPOPMAIMOHHBIX ~ CHCTEM B OOJIaCTH
KOH(UACHIIMATbHOCTU 00pabaTbiBaeMoii HH(MOpMaLIUU

@opMHpOBaHUE TIEPEUHS Yrpo3 U YSI3BUMOCTEH HH(OPMAIMOHHBIX CHCTEM
JIOKYMEHTHPOBAaHHBIX c(ep AesITeIbHOCTH, CIIOCO00B UX HEHTpalIn3auu
Pa3zpaGoTka mpemIoKeHHss IO  COBEPIIEHCTBOBAHUIO  OPraHU3al[lOHHO-
pacmlopsauTeNbHbIX JOKYMEHTOB B 00JacTH O0ECledYeHus: COXPaHHOCTU
JOKYMEHTHPOBAaHHBIX CQep NesITeTbHOCTH H 3aIluTe IU(PPOBOrO KOHTEHTA
OpraHu3aIu

Pa3zpaboTka TpeboBaHui kK MHGOPMAIIMOHHBIM CHCTEMaM JOKYMEHTHPOBAHHBIX
cdep neATeNbHOCTH B 00JIACTH COXPAaHHOCTH W 3aIUTHl HU(POBOr0 KOHTEHTA
OpraHu3aIuu

Kontpons cobmofenus pa3pabOTaHHBIX TpeOOBaHUM K HH(OPMAIIMOHHBIM
cucTeMaM JJOKYMEHTHPOBAaHHBIX Cep NesATETbHOCTH B 00JAaCTH COXPAaHHOCTH U
3alIUThl HM(POBOTr0 KOHTEHTA OpraHU3aluu

OcyuiecTBIATh aHANM3 M ONUCAHME HCXOAHBIX JaHHBIX JOKYMEHTHPOBAaHHBIX
chep  HEATETBHOCTM U OM3HEC-TIPOIECCOB  pabOThl  IMOJIB30BAaTENCH
MH(POPMALIMOHHBIX CUCTEM

[IpumeHsaTs JEHCTBYIOIIYI0O HOpMaTHUBHYIO 0a3y B oOiactu oOecredeHus
0€30I1aCHOCTH JJOKYMEHTUPOBAHHBIX c(hep AesITeIbHOCTH

Knaccudunuposars 3amuniaeMyr0 UHHOPMAIUIO TOKYMEHTHPOBAHHBIX Cdep
JeSITeIbHOCTH 1O BUJAM TalHbI U CTETIEHAM KOH(UIECHIINAIbHOCTH

Ompenensatb TUNBI CYOBEKTOB JOCTyNa M OOBEKTOB JIOCTyMHa IO 3alluTe
JOKYMEHTHPOBaHHBIX c(hep AesITeTbHOCTH



HeoOxonuMble 3HaHUS

Hpyrue
XapaKTEePUCTUKHU
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Bri6upars Mepbl 3anmuThl MHQOpMaUM B CHUCTEME 3allUTHl HHGOpMAIIH
ABTOMATH3MPOBAHHBIX CHCTEM JOKYMEHTHPOBAHHBIX CEpP NeATEIHHOCTH
OnpenensiTh CTPYKTYpPy CHCTEMBI 3alIUTHl HH()OPMAIIMA aBTOMATHU3UPOBAHHBIX
CUCTEM JIOKyMEHTHPOBAHHBIX c(hep NesaTeTbHOCTH

OcymiecTBisITh COOp MaHHBIX O 3alpocax M MOTPEOHOCTAX MOApa3JeeHUuN
OpTraHW3aIy ¥ BHEITHHUX IT0JIh30BaTENIeH MPUMEHHTEIHHO K NH()OPMAIIMOHHBIM
CUCTeMaM JOKYMEHTUPOBAHHBIX c(hep NesaTeTbHOCTH

Pa3pabatpiBaTh HOPMAaTUBHYIO U MOJIH30BATEIHCKYIO IOKYMEHTAILIUIO
OcCy1IecTBISITh BCE BUBI JEIOBOI KOMMYHUKALIUN

OGecneunBaTh COOJIIOICHHE ITAITHOCTH cOOpa TpeOOBaHMIA

3akoHOAATENbHBIE U HOPMAaTUBHBIE MpaBoBble akThl Poccuiickoir denepanuu B
obmacth  umHpoOpManuu, WHPOPMAIMOHHBIX  TEXHOJOTHMH W 3aIlIUTHI
uHGOpPMAIUH, IEPCOHATBHBIX TAHHBIX

3aKkOHOJIaTeNIbHbIE 1 HOPMATHUBHBIE TTpaBOBbIe akThl Poccuiickoit denepanun B
cdepe ynpaBieHus: JOKyMEHTaMU

TexHu4yeckue U MPOrpaMMHBIE PEUICHHs] 00eCTIeYeHUsI COXPAHHOCTH U 3alUThI
IUPPOBOr0 KOHTEHTA

KopnopatuBHbie cTaHAapTHI U MIPaBUiIa TOCTPOCHUST HHPOPMAIIMOHHBIX CHCTEM
JOKYMEHTHPOBAHHBIX C(hep NeATEITPHOCTH B OPraHUu3alun

[lepeuenr  TpeGoBaHUN K  KOPIOPATUBHBIM  CHCTEMaM  XpaHEHUs
CTPYKTYpPHUPOBAHHBIX JaHHBIX IOKYMEHTHPOBAHHBIX c(hep NeaTeIbHOCTH
Kpurepun kadectBa mTpOrpaMMHOTO OO€cleYeHHs, METOJOB U CPEACTB
HU3MEPEHUS

Kpurepuu YUCIICHHOU OILICHKU oKa3aTeliel KauecTBa JTaHHBIX
JIOKYMEHTHUPOBAHHBIX chep NesTeTbHOCTH

HNHCTpyMEHTBI M METOJMKH BBISIBICHUS U cOOpa TpeOoBaHUM

MeTtoapl, crnocoObl, CpeAcTBa, MOCIENIOBATEIBHOCTh U COAEPKAHHE 3TaIroB
pa3paboOTKU CHUCTEM 3aIUTHl HHPOPMAIIMOHHBIX CHUCTEM JIOKYMEHTHPOBAHHBIX
chep AesTeNpHOCTH

OpranuzalilnoOHHbIE MEPHI 110 3aLIUTE HH(OPMALIUN

TexHonoruu MEXINYHOCTHOW U TPYNMNOBOW KOMMYHUKAIIMM B JIETOBOM
B3aUMOJICCTBUH, OCHOBBI KOH(DIUKTOIOTUH

OcHoBbl HHGOPMAITMOHHOM 0€30MacHOCTH

OcHOBBI ynipaBjieHHs TPeOOBaHUIMU

3.2.5. TpynoBas pyHKIUSA

Pa3zpaboTka MeponpusITHii 1O YpoBeHs
Haumerosanue = 00€CMEYCHHUIO YCTOWYMBOTO TOCTYIIA K Kon | B/05.6 (TIoxypOBEHE) 6

HH()OPMAITMOHHBIM CHCTEMaM KBamQuKamu
Ip OUCXONCICHIE Opurunaan X | 3auMCTBOBaHO M3 OpUTHHATA
TPYIOBOH (QyHKIINH

Kon Peructpanmonsslit
OopuUruHaa HOMEp
PO eCCHOHATHLHOTO
cTaHjapTa

TpynoBsle 1eiCTBUS

Omnpenenenue TpeOOBaHUH K JOCTYIHOCTH HH()OPMAIIMOHHBIX CUCTEM TI0 yUeTy,
00paboTKe M XpaHEHHsI JAaHHBIX JTOKYMEHTHPOBAHHBIX Cep AeATeIbHOCTH



Heo0Oxonnmeie
YMEHHUS

HeoOxoanumere
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Opranuzanus ciykO0bl MOJIEPKKH IMOJIb30BaTeNIed MHPOPMALMOHHBIX CHCTEM
no ydery, oOpaOOoTKe M XpaHEHHMIO JAHHBIX JOKYMEHTHPOBAaHHBIX cdep
JeSITebHOCTH

Obecnieuenue  (QYHKIMOHHMPOBAHMSA  Ipollecca  yCTpaHeHUss cOos B
MHPOPMALIMOHHBIX CHCTEMax II0 Yy4eTy, OoOpaloTKe W XpaHEHUIO IaHHBIX
JOKYMEHTHPOBAaHHBIX c(hep NesITeTbHOCTH

PazpaboTka KoMIIIeKca MEPONPUATUI MO HENPEPHIBHOCTH (YHKIIMOHUPOBAHUS
WHPOPMAIIMOHHBIX ~ CHUCTEM yd4era, oOOpaOOTKM W  XpaHEHHWS JaHHBIX
JOKYMEHTHPOBAaHHBIX c(hep NesITeTbHOCTH

KoHTponb  BBIMONHEHHWST KOMIUIEKCA MEPONPHUATHH TIO0  HENpPEpHIBHOCTH
(YHKIIMOHMPOBAHUS MH(POPMALIMOHHBIX CUCTEM ydeTa, 0OpabOTKH M XpaHEHUs
JAHHBIX JIOKYMEHTHPOBAHHBIX Cep IesATeIbHOCTH

Obecnieuenue  (QyHKUMOHUPOBAHMS Ipollecca IMPEJOCTaBICHUS  JOCTyIa
paboTHHKaM OpraHM3alyy K JaHHBIM JTOKYMEHTHPOBAHHBIX c(hep AeATeIbHOCTH
B COOTBETCTBHHM C YCTAaHOBJICHHBIMU IIPaBaMU

KoHTpons ~ cOOTBETCTBHS ~ JOCTUIHYTBIX  IOKa3aTeledl  JOCTYNHOCTH
WHPOPMALIMOHHBIX CHUCTEM IO YYeTy, OOpabOTKe W XpaHEHHIO JaHHBIX
JOKYMEHTHPOBAHHBIX C(ep AesITeIbHOCTH LIEJIEBbIM MTOKAa3aTEsIM
AHanu3upoBaTh crenupUKy HHPOPMAIMOHHBIX CHCTEM JIOKYMEHTHPOBAHHBIX
cdep AeATeNbHOCTH OpraHu3aluu

BrLsBiATE pecypcsl M HH(GOpMAIMOHHBIE OJI0KH, TpeOyIOIune 3aIuThl
OnuchiBaTh HOJHOMOYMS, OTBETCTBEHHOCTh M 0O0S3aHHOCTH paOOTHHUKOB B
chepe oOecneuenust OecnepeOoOitHON pabOThl HMH(OPMAIMOHHBIX CHCTEM
JOKYMEHTHPOBAaHHBIX c(hep AesITeTbHOCTH OpraHnu3aluu

[IpoBomuTh pacueTsl HEOOXOIUMOTro (MHAHCOBOTO W OPTraHU3AIOHHOTO
o0ecneueHus )i pealn3alui MEpOIpUITUI

®opmupoBaTh TpeOOBaHMSA K TpOLEAypaM M TMpPOLEccaM 3alluThl JTaHHBIX
JOKYMEHTUPOBAaHHBIX C(ep MAeATeJbHOCTH, OLICHUBAaTh WX COOTBETCTBUE
HOPMATHUBHBIM TPEOOBaHUSIM

OdopmiiiT HOpPMAaTHBHBIE JOKYMEHTBHI M pErJIaMEHThl IO 00ecreueHUro
YCTOMYMBOTO NIOCTyNa K WH(POPMALMOHHBIM CHCTEMaM JTOKYMEHTHPOBAHHBIX
cdep AeATeNbHOCTH

OcymiecTBIsITh KaJeHJapHOE IUIAaHUPOBaHHE

OcymiecTBIATh BCE BHJIBI €T0OBOM KOMMYHHKALIUU

3akoHOJaTeNbHbIE 1 HOPMATUBHBIE MPaBOBbIE akThl Poccuiickoii denepanuu B
obmacti nHMOpMaIK, HHPOPMALMOHHBIX TEXHOJIOTHHA U 3aIIUTHI HHPOPMAIIKH,
NEPCOHAIBHBIX JAHHBIX

3akoHO/aTeNbHBIE U HOPMATUBHBIE MPaBOBbIEe akThl Poccuiickoit deneparuu B
cdepe ynpasieHHUs JOKYMEHTaMU

OpraHu3anyoHHast CTPYKTypa OpTaHU3aIMH U €€ TTOIBEIOMCTBEHHBIX (DHITHAIIOB
TexHonorun o6paboTKH MHGOPMALUU B IKCIUTyaTUPYEMbIX MH()OPMAIIMOHHBIX
cucTeMax JOKYMEHTUPOBAHHBIX Cep ACITeTHbHOCTH

[IpaBuna sKcrTyaTaluy BBIYUCIUTENLHON TEXHUKH, CPEICTB aBTOMATH3allUU U
MH(POPMAIIMOHHBIX CHCTEM OpraHH3aluu

Metoabl oOecnieueHUs OTKAa30yCTOMUMBOCTH  HMH(OPMAIIMOHHBIX  CHCTEM
JOKYMEHTHPOBAHHBIX c(hep AesITeTbHOCTH

Cucrema OpraHu3aIiu KOMILJIEKCHOU 3aLUTHI uHpOpMaIUU
JOKYMEHTHPOBAHHBIX c(ep AesITeTbHOCTH

MeToapl MIAHUPOBAHUS W OPTaHU3AIMM MPOBEACHUS paboT Mo obecreueHuro
YCTOMUMBOro JOCTyNna K HMH(MOPMALMOHHBIM CHCTEMaM JOKYMEHTHPOBAHHBIX
cdep IesTeNbHOCTH
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MeTtonpl TPOBEACHUS CHEUUATBHBIX HCCICIOBAHUN M TPOBEPOK IO 3aIUTE
TEXHUYECKUX CPEJICTB Nepeaayn, 00paboTKH, 0TOOpayKeHHs U XpaHEHUS JaHHBIX
JTOKyMEHTHPOBAHHBIX c(hep ACATEITHHOCTH

Mertoasl mpoBeAcHUS PabOT MO 3alIUTe TEXHUUYECKUX CPEJCTB IMepeaayw,
00paboTKH, OTOOpa)KeHHsI M XpaHEHHs JAaHHBIX TOKYMEHTHPOBAHHBIX cdep
JEeSITSIbHOCTH

[TepeueHb pekOMEHAYEMBIX MEpPOMNPUATHH MO OOECHEUYEeHUI0 YCTOHYHMBOIO
noctyna K  HMHOOPMANMOHHBIM  CHUCTEMaM  JOKYMEHTHPOBAaHHBIX  cdep
JIeSITEILHOCTH

TexHoNnornn MEXIMYHOCTHOM W TPYNNOBOM KOMMYHHUKAlMHd B J€JIOBOM
B3aMMOJCHCTBHH, OCHOBBI KOH(JIUKTOIOTHH

3.2.6. Tpynosas pyHKIUS

AJMUHUCTpUpPOBaHUE IIUPPOBOTO Yposenb
HaumenoBanue | oprenra OpraHH3aLyuy Kox | B/06.6 | (momyposenn) 6
KBaJTU(UKAITAA

IIpoucxoxaeHue Tpy10BOM
GbyHKIMN

TpynoBeie nencTBUS

Heo6xonumele ymeHus

Heo0Oxoaumeble 3HaHAA

Opurunan | X | 3aMMCTBOBaHO U3 OpUTHHAIA

Kon Perucrpanuonnsiit
OpHTHHAaNa HOMEp
o eCCHOHATHHOTO
CTaHmapra
KonTpoas BBIIIOJTHEHHUS  MPOLENYp UICHTHU(HKAIINY, U3BIICYECHHS,

CTPYKTYpHpPOBaHMS ¥  HUCIIOJIB30BaHUS  JaHHBIX W METaJaHHBIX
JOKYMEHTHPOBAaHHBIX c(hep AesITeTbHOCTH

MoHHTOPHHT ~ KayecTBa  XpaHAMMXCA  JaHHBIX W METaJaHHBIX
JOKYMEHTUPOBAaHHBIX c(hep AesITeTbHOCTH

Pasrpanndenue jgoctyma K  KOHTGHTY 1O (YHKUIHOHAJIBHOMY  W/WIIU
TEPPUTOPUATBHOMY TPU3HAKAM OpPTraHU3AIMOHHON CTPYKTYpPhI OpraHU3alluN
KOHTposIb KOPPEKTHOCTH HAa3HAUCHHMS TIPaB JOCTYMA ISl TTOJIb30BATEINCH
KoHTponb  BBHIMONHEHUS  PETYISATHBHBIX  HOPM  KOH(UACHIUAILHOCTH
nH(pOpMaNNU TOKYMEHTHPOBAaHHBIX Cep AesITeNbHOCTH

[Tonmp30BaThCs TEXHOIOTHUAMHU, 00OPYIOBAHUEM M WHCTPYMEHTaMH O0pabOTKH
¥ MIepeayn JaHHBIX JOKYMEHTHPOBAHHBIX Cep AesSTeTbHOCTH

Anamm3upoBaTh LU(PPOBOH KOHTEHT M MEPEeHOCHTh HH(oOpManuioo B
UH(POPMALIMOHHBIE CHUCTEeMBbl M 0a3bl JaHHBIX JOKYMEHTHPOBAaHHBIX cdep
JeATEIILHOCTH

[Tonp30BaThes CTaHAAPTHBIM O(DUCHBIM POTPAMMHBIM 00ECTICYCHUEM.
Wcronp3oBaTh CTaHIApThl M HOPMATHUBBI [0 OpraHM3alUU JAHHBIX |
METaJaHHbIX B OPraHU3aAINH

OcyuiecTBiasATh BCe BUIBI JEJIOBOM KOMMYHHMKALIMM C II0JIb30BaTENIIMU
JOKYMEHTHPOBaHHBIX c(hep NesITeTbHOCTH

3akoHOJaTeIbHbIC 1 HOPMAaTUBHBIE NpaBoBble akThl Poccuiickoit denepanyu B
obmactu  wmH(popMaruu, WHPOPMAIMOHHBIX  TEXHOJOTHH W  3aIIUTHI
nH(popManny, NepCOHATBHBIX JTaHHBIX

Axxrrarensr MAramaorreres

OCCHWCKOW WCACpalivin B
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cdepe ynpaBiieHUs! JOKYMEHTaM1

[IpaBwia u npUHIUITE HHOOPMAIIMOHHOTO OOMEHA B OpTaHW3aIuN
TexHuyeckue ¢ OKCIUTyaTAallMOHHBIE XapaKTEPUCTUKU, KOHCTPYKTHBHBIC
0COOEHHOCTH, Ha3HAUYEHUE U PEKUMBI padOThl 000PY10BaHUS

[TpuHLIMIIBI, TPaBUJIa M METOABI KOHTPOJIS 0OecreueHus 3aluThl HH(OpMaLuu
JOKYMCHTHPOBAHHBIX C(bep ACATCIIBHOCTU OT HCCAHKITMOHUPOBAHHOI'O J0OCTYyIIa
30HBI OTBETCTBEHHOCTH JOHKHOCTHBIX JIMIL IO OPTaHU3allUU yCTPaHEHHUs cO0eB
KOMIIOHEHTOB ~ MH(OPMAIMOHHBIX CHUCTEM JOKYMEHTHPOBAaHHBIX  cdep
JESITEIbHOCTH

[Topsimok  ACWCTBUH 1O OpraHu3aliu  yCTpPaHEHUS COOEB KOMIIOHEHTOB
UH(POPMALMOHHBIX CUCTEM JJOKYMEHTHPOBAHHBIX chep AesTeTbHOCTH

MeTob1 U CTaHIAPTHI YIIpaBieHUs HU(POBHIM KOHTEHTOM B OpraHU3aINH

3.2.7. TpynoBas pyHKUUSA

Pa3paboTka TpeOOBaHMI K 3JIeMEHTaM Yposenb
HaumenoBanue | o 1p30Batenpekoro nurepbeiica Kox | B/07.6  (nonyposens) 6
KB (PUKAIHN

IIpoucxoxaeHue Tpy1oBoi
GbyHKIMN

TpynoBsie neicTBUS

Heobxomumblie ymeHUs

OpuruHam X | 3anMCTBOBaHO W3 OpHTHHATA
Kon PerucrparmoHHsIit
OpHTUHaNa HOMeEp
npoheCCHOHATHLHOTO
CTaHIapTa

COop u aHanu3 TpeOOBaHMM K BHM3YaJbHOMY IPEJCTABICHUIO JaHHBIX B
MH(POPMALMOHHBIX CHCTeMaX JOKYMEHTUPOBAHHbIX c(ep AeATeIbHOCTH
Omnpenenenne COOTBETCTBUS TpPeOOBaHMN K BHU3YAIBHOMY IIPEICTABICHUIO
JaHHBIX B  HMH(OPMAIMOHHBIX CHUCTEMax JOKYMEHTHPOBaHHBIX cdep
NESITeIbHOCTH  TpeOOBaHUSAM K  JIOTHKE W (YHKIHOHAIHHOCTH
MH(OPMALIMOHHBIX CHCTEM MO0 00pabOTKe JaHHBIX

Pa3paboTka KOHIENIMM MOJIB30BATENbCKOr0 HHTEp(elica MHPOPMALMOHHBIX
CHCTEM JIOKYyMEHTHPOBAHHBIX cep IesATeIbHOCTH

PazpaboTka crieHaprieB B3aUMOJICHCTBHS TIOJNB30BATENsI C  CHCTEMaMH
JOKYMEHTHPOBAaHHBIX c(hep NesITeTbHOCTH

Onucanue CTPyKTYpbl, HABUTALIMU U JIOTUKUA pabOThl 3JIEMEHTOB MHTepdeiica
MH(POPMALMOHHBIX CHCTEM JIOKYMEHTHPOBAHHBIX cep IesATeTIbHOCTH
OmnpeneneHue 3JI€MEHTOB BU3YaIbHOI'O MPEJICTABICHHUS MOJIb30BATEIBCKOIO
uHTepdeiica  MHOOPMAIIMOHHBIX  CHCTEM  JIOKYMEHTHPOBAHHBIX  cdep
JeSITebHOCTU

JlokyMeHTHpOBaHHE  TpeOOBaHWMI K  DJIEMEHTaM  IOJIb30BATEIHCKOTO
uHTepdeiica  MHPOPMAIMOHHBIX  CHUCTEM  JOKYMEHTHPOBAHHBIX  cdep
JeSITeTbHOCTH

HccnenoBaTh MNOTPEOHOCTH OpPraHM3alUMU 1O OTIENBHO B3STHIM Ou3HEC-
mporeccaM JTJOKyMEHTHPOBAHHBIX Cep AeATEIbHOCTH

CoOupate W aHanu3upoBaTb  MH(MOPMAIMIO  OT  HOJb30BaTENeH
WH(POPMAIMOHHBIX CHCTEM JIOKYMEHTHPOBAHHBIX Cep IesATeTbHOCTH

OmnpenensTh HEOOXOIUMBIE NEHCTBHS TO OOCITY>KMBAaHHIO WH(POPMAIMOHHBIX
CHCTEeMaM JOKyMEHTHPOBAaHHBIX c(ep IeSITEIbHOCTH B COOTBETCTBHE C
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3ampocaMu pabOTHUKOB

Ompenenarb  mapaMeTpbl  OICHKA  JCUCTBUH MO  OOCTYKMBaHHUIO

WH(OPMALIMOHHBIX CHUCTEM JOKYMEHTHPOBAHHBIX cdep ACSITeNbHOCTH B

COOTBETCTBUE C 3apocamMu pabOTHUKOB

OcCymIecTBIATh TOKYMEHTaIbHOE O(GOPMIICHHE IMOJIb30BATEIBCKUX CIIEHAPHUEB,

cnenuuKanuii u TpeOOBaHWA K pa3paboTKe WHPOPMAIMOHHBIX CHCTEM

JIOKYMEHTHUPOBAHHBIX C(ep NesTeTbHOCTH

3akoHO/AaTeNbHBIE 1 HOPMATHUBHBIE TIPaBOBBIC akThl Poccuiickoit deneparu B

obrmactu  uHpOpMAIMK, WHPOPMAIMOHHBIX  TEXHOJNOTUH M  3aAIIUTHI

vH(pOpMaIU, TEPCOHATIBHBIX TAHHBIX

3akoHOaTeNbHbIE U HOPMATUBHBIE MPaBOBbIe akThl Poccuiickoii denepannn B

chepe ynpaBiieHUs TOKYMEHTaMH

Metobl TPOBEACHHS ONPOCOB U UCCIEAOBAHUI

[Tonnmanue OCHOB YeJI0BEKO-OPUEHTUPOBAHHOTO MIPOEKTUPOBAHUS

WHTEPAKTUBHBIX CUCTEM

Crnenuann3upoBaHHOE TPOrpaMMHOE obecrieueHrne i 00paboTKH MacCHBOB
HeoOxoaumble 3HaHMS | JaHHBIX M CTaTUCTUYECKOW wWHMOpManuu, rpaduueckoro mpenCcTaBICHHS

nH(pOpMalMU 0 TOKYMEHTUPOBAHHBIX chepax AesiTeIbHOCTH

OCHOBBI  TIOCTPOCHHS ~ MoOjeNell  OHM3HEC-TIPOLIECCOB M CTPYKTYp

JOKYMEHTHUPOBAHHBIX C(hep NesTeTbHOCTH

OCHOBBI IPOTOTUTTUPOBAHUS UHTEPPEIHCOB.

OCHOBBI IPOrPaMMHUPOBAHMS], TECTUPOBAHUS, aJITOPUTMOB, SKOHOMHUKHU

OCHOBBI aBTOMATH3AIIHS TPOIIECCOB JTOKYMEHTHPOBAHHBIX cep ACSITEILHOCTH.

OCHOBBI yTIpaBJieHUs MPOEKTAMU YIIPaBICHUS JOKYMEHTaMHU

[IucemenHass W ycTHas JenoBass KOMMYHHUKAIMS, HAaBBIKM IPOBEICHMS

MEPErOBOPOB U COBEILIAHUI

Apyrue
XapaKTePUCTHKH

3.2.8. Tpynosas pyHKuus

®opmupoBaHue QyHKIIMOHATBHBIX

TpeOoBaHMil Kk cucTeMaM UG pPOBOI YpoBeHb
Hamnvenosanne | TpaHcopmarun Kon B/08.6 | (momyposens) 6
JIOKYMEHTHUPOBAHHBIX cdep KBaM(puKauu

ACATCIIBHOCTH OpraHru3alnunu

IIpoucxoxaeHue Tpy1oBoOi

OpuruHan X | 3aMMCTBOBAaHO W3 OpHUTHHAJIA
byHKIIH
Kon PeructpannoHHbIH
OopuruHaiua HOMEpP
npodeccroHanbHOro
cTaHjapra
TpynoBsie necTBUS AHanu3 paboumx omeparuii, OM3HEC-MPOIECCOB YIPaBIEHUs TOKYMEHTAMH B
OpraHu3aIu

AHanu3 HOPMATHUBHBIX IIPABOBBIX AaKTOB B 00JAacTH cUCTEMBI IH(POBOI
TpaHchopMaluy JOKYyMEHTUPOBAHHBIX Cep ACATEIbHOCTH OPraHU3aliH
AHanu3 OTEYEeCTBEHHOTO W MHPOBOTO ONBITa 10 NPUMEHEHUIO CHCTEM
uudpoBoil  TpaHchopMalM  TOKYMEHTHPOBAHHBIX cdep  AeSATEIbHOCTH
OpraHH3aLIH

AHam3 KOPHOPATUBHBIX W OTPACIEBBIX CTAaHIAPTOB CHUCTEM HH(POBOMA



Heo6xomumblie ymeHus

HeoOxonuMble 3HaHUS
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TpaHcopMalu JOKYMEHTUPOBAHHBIX chep NeATeIbHOCTH OpraHu3aluu

Cbop wu ananmu3 TpeOOBaHMM MO NPUMEHEHHUIO CHCTEM IUPPOBOI
TpaHcopmalu JOKYMEHTHPOBAHHBIX c(hep eATeTbHOCTH OPraHnu3aluu
CucremaTtu3zanusi TpeOOBaHUM, MPOBEPKA Ha IMOJIHOTY, MOCJIEI0BATENLHOCTh U
HEMPOTUBOPEUNBOCTD

JlokyMeHTupOBaHHE TpeOOBaHMM K HOPMAaTUBHOMY, OpraHMU3allIOHHOMY,
TEXHOJIOTHYECKOMY  oOecredeHuto cucteM 1uppoBoi  TpaHChopMauu
JIOKYMEHTUPOBAHHBIX c(ep IesTeIbHOCTH OpraHu3aluu

[IpoBoauTh aHaMM3 U OLIEHKY BO3MOKHOCTEH CUCTeM 0OpabOTKHU JAaHHBIX U
METalaHHBIX ~ IUPPOBOKH  TpaHcPOpMauu  JOKYMEHTHPOBAaHHBIX  cdep
JEeSTeIbHOCTH OpraHU3aIuu

[IpyuMeHSITh METOAOJOTHIO OPraHU3AIIMOHHOTO MPOECKTHUPOBAHUS NPU aHAIHU3E
CUCTEM YIPaBIICHUS JAHHBIMHU B OPraHU3aluN

[IpencraBnsaTh pe3ynbTaThl aHaiW3a MPOLECCOB YIMpaBiICHHUsS TaHHBIMU B
rpau4ecKoM BHJIE

BbIsSBISATE MPUOPUTETHBIE HANIPABICHUSI aBTOMATH3AI[MH YIIPABICHUS JaHHBIMU
B OpraHu3aIuu

PaGorate B cucteme 1udpoBoil TpaHnchopMmalyu JOKYMEHTHPOBAHHBIX chep
JeSITEIbBHOCTH OpraHu3aluu

OcymiecTBIsITh KOMMYHUKalldMd C 3aUHTEPECOBAaHHBIMH CTOPOHAMU U
oTpeOUuTensIMu

Omnpenensat 3QGEKTUBHOCT MEPONPHUITHI MO aBTOMATH3alMU yMpPaBICHUS
JTAaHHBIMU B OPTaHHU3AIHH

3akoHOAaTeNbHBIE M HOPMATHUBHBIE MPaBOBBIe akThl Poccuiickoit denepaiuu B
obmactn  wmH(pOpMarmK, WHOOPMAIMOHHBIX  TEXHOJOTHH W  3aIIUTHI
nH(pOpMaIIHU, TEPCOHATBHBIX JAHHBIX

3aKkoHOJaTeNbHbIE U HOPMATUBHBIE TTPaBOBbIC akThl Poccuiickoit denepanuu B
cdepe ynpaBieHUs: JOKYMEHTaMH

JleiicTByronue MeXAyHapOAHbIE M HAIMOHAIbHbIE CTaHAApPThl B 00JACTH
cucTteM UGpPoBOH TpaHChOpMAIMU JOKYMEHTUPOBAHHBIX Cep AeITeIbHOCTH
OpraHu3aIu

OCHOBBI TEOPHH CUCTEMHOTO aHAIN3a

MeToauky OonucaHusi ¥ MOJAETUPOBAHUS MPOIIECCOB, CPEACTBA MOJICTHPOBAHUS
IIPOLIECCOB

MeTonsl HWCCNEOBaHMSA, aHaIN3a, MPOSKTUPOBAHHUS M PA3BUTHUS CUCTEM
mudpoBoil  TpaHchoOpMAIK  TOKYMEHTHPOBAHHBIX  Cep  JIeATETHHOCTH
OpraHHU3aIiH

PBIHOK MpOrpaMMHBIX MPOTYKTOB 110 ABTOMATHU3AINH YIIPABICHUS TAHHBIMH
OyHKIMOHATBHBIE 0COOEHHOCTH pa3IMyYHBIX CUCTEM ugpoBon
TpaHchopMaIy JOKyMEHTUPOBAHHBIX Cep ACATEIbHOCTH OPTaHU3aIiH
[TpaBuia opraHu3aIuy MPoOIEeCcCOB YIPABICHUS TaHHBIMH
HopmaTuBHO-TeXHHMYECKHE JOKYMEHTBI, ONpeaensiomue TpeOoBaHUS K
MIPOEKTHON U TEXHUYECKOW TOKYMEHTALIUHU

YerpoiicTBO W (YHKIMOHUPOBaHHWE  HH(QOPMAIMOHHBIX  PECypcoB
JOKYMEHTHPOBAaHHBIX c(hep NesITeTbHOCTH

3.2.9. Tpynosas pyHKUUS

Hanmenopanne = MeTOauyecKoe pyKOBOACTBO Kox | B/09.6 VpoBeHb 6
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HPOLIECCOM ITUPPOBOI (mozyposes)

TpaHchopmanuu

KBaJTU(PUKAIINN

JIOKYMEHTHUPOBAHHBIX cdep
JeATEeTbHOCTH OpraHU3aluu

IIpoucxoxaeHue Tpy1oBoi
byHKIIH

TpynoBsie neicTBUS

HeoOxonumelie ymeHust

Heo0xonnMeie 3HaHUS

OpuruHam X | 3auMCTBOBaHO W3 OpHTHHATA
Kon PerucrparmoHHsIit
OpHTrHHaNa HOMEp
poheCCHOHATHLHOTO
CTaHIapTa

AHanu3 TEKyIIeW JeATeNbHOCTH B  paMKax IMPOIECCOB  IUPPOBOI
TpaHcopmalu JOKYMEHTHUPOBAHHBIX c(hep eATeTbHOCTH OpraHnu3aluu
PazpaboTka HOPMATHBHO-METOJIUYECKOTO OOECIICYECHHUsSI TPOLECCOB HU(BPOBOMA
TpaHcopmalu JOKYMEHTHUPOBAHHBIX c(hep esaTeTbHOCTH OpraHnu3aluu
Pa3paboTka kmroueBBIX mMokazarened 3(PpQPEeKTUBHOCTH TPOIECCOB IU(POBOI
TpaHcopmalu JOKYMEHTHUPOBAHHBIX c(hep eATeIbHOCTH OPraHnu3aluu
KoHTposib coOnrofeHust KIIOYEBBIX IMOKa3aTenel 3(pQGEeKTUBHOCTH MPOIIECCOB
uudpoBoil  TpaHchopMaIlM  TOKYMEHTHPOBAHHBIX cdep  AeSATEIbHOCTH
OpraHu3aIu

[IpenocraBienne  peKOMEHAAIMI  y4YaCTHMKaM  IPOLECCOB  HUGBPOBOIA
TpaHchopMalu JOKYMEHTUPOBAHHBIX chep NeATeIbHOCTH OpraHu3aluu
Opranm3anuss oOy4yeHHs W TOBBIIICHHS KBaJH(PHUKAIUU  paOOTHHKOB-
YYaCTHUKOB TIPOIIECCOB MU(PPOBON TpaHChHOpPMAITUU JOKYMEHTHPOBAHHBIX cdhep
JeSITeIbHOCTH OpPTaHU3AINH

[ToarotoBka 5>(QEKTUBHBIX MPOEKTHBIX peUIeHHH B 001acTH UPPOBOI
TpaHchOopMaIMy JOKyMEHTUPOBAHHBIX C(ep ACITEIbHOCTH OPTaHU3aIH
[InanupoBaTh MAEATENBHOCTh CTPYKTYPHBIX TMOApPA3AeICHU IO BOIpocam
mudpoBoil  TpaHchopMaAIK  TOKYMEHTHPOBAHHBIX  Cdep  IeATETHHOCTH
OpraHHu3aIiH

OpraHn3oBeiBaTh OOY4Y€HHE W TMOBBIINICHUE KBAaTHU(PHUKAIMKA pPaOOTHHUKOB
OpraHM3ali B Bompocax IudpoBoil TpaHchopMmanmuu IOKyMEHTHPOBAHHBIX
chep AeATENBHOCTA OpTraHu3aIuu

AHanu3upoBaTh CTaHAAPThl OpraHU3alMM, TEXHOJOTHYECKHE IPOLECCH MO
uudpoBoii  TpaHchOpMAIK  TOKYMEHTHPOBAHHBIX  Cdep  IeATEITHHOCTH
OpraHHu3aIiu

Pa3pabarpiBaTh HOpMAaTUBHYIO JOKYMEHTAIIMIO IO ITU(POBOI TpaHChOpMaIu
JOKYMEHTHPOBAaHHBIX c(hep NesITeTbHOCTH OpraHn3alul

3aKkoHOJaTeNbHbIE U HOPMATUBHBIE TIPaBOBbIE akThl Pocculickoit denepanuu B
obmactu  uH(popMaruu, HHPOPMAIMOHHBIX  TEXHOJOTMH W  3aIIUTHI
nH(pOpMaliY, TEPCOHANBHBIX JAHHBIX

3aKkoHOAATENbHBIE 1 HOPMATHUBHBIE MPaBOBbIe akThl Poccuiickoil denepanuu B
cdepe ynpapieHUs JOKyMEHTaMH

HopmatuBHBIE mTpaBOBBIE aKThl B OOJIACTH JOKYMEHTHPOBAHHBIX cdep
JeSITeIbHOCTH OpraHu3aIuu

CrenduKy cOCTaBICHHS AHAIMTUYECKOH W OINEPAaTUBHOW OTYETHOCTH B
OpraHHU3aIiH

Opraan3annoHHO-PACTIOPSIUTEIbHEIC JTOKYMEHTBI o uppoBOH
TpaHcopmalu JOKYMEHTHUPOBAHHBIX c(hep eATeTbHOCTH OPraHnu3aluu
Metonpl, GopMBbl U TEXHOJOTUU OOYUYEHHUS M TOBBIIICHUS KBaTH(PHUKAIIUU
pabOTHUKOB OpPraHU3AINH



Hpyrue
XapaKTEPUCTUKU
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3.2.10. TpynoBasi pyHkums

Opranuzanus XxpaHeHus U VpoBeHs
HaumeHoBanue | YHUYTOKEHUS CTPYKTYPHUPOBAHHBIX Kon | B/10.6 | (momyposens) 6
JIAHHBIX U METaJaHHbIX KB pHKaLHH

IIpoucxoxaeHue Tpy10BOi
byHKIIH

TpynoBsie neicTBUS

HeoOxonumelie ymeHus

OpuruHan X | 3aMMCTBOBAaHO W3 OpHUTHHAIA
Kon PeructpannoHHbIH
OpUTHHAJIA HOMeEp
npodeccroHanbHOro
cTaHaapra

Opranmzanusi SKCHIEPTU3bl LEHHOCTH CTPYKTYPHPOBAaHHBIX JaHHBIX U
METaJaHHBIX JOKYMEHTHPOBAHHBIX c(ep AeATEILHOCTH OpraHnu3aIin
[IpoBeneHne OSKCIEpTH3Bl IIGHHOCTH  CTPYKTYPUPOBAHHBIX ~ JTaHHBIX W
MeTaJlaHHBIX JOKYMEHTUPOBAHHBIX C(ep ACITEeIbHOCTH OPTaHU3aIIH
Opranmzanuss oTOOpa CTPYKTYPUPOBAaHHBIX JaHHBIX M METAIaHHBIX IS
JaTbHEHIIEro XpaHeH!sI WM YHUYTOKECHHUS

[IpoBenenne mpoueayp MO OTOOPY CTPYKTYPHPOBaHHBIX JaHHBIX W
METaJaHHBIX IS JATbHEUIIEro XpaHCHUS JIH YHUYTOXKCHUS

Opranmzanuss  pa3pabOTKM  HOPMAaTHBHO-METOIUYECKHX  TOCOOMH  TO
WCTIOJIb30BAHUIO CTPYKTYPHPOBAHHBIX JTAHHBIX " MeTaaHHBIX
JOKYMEHTHPOBAHHBIX c(hep AeATeIbHOCTH OpraHu3aIiu

Opraam3anusi pabOT MO BOCCTAHOBIICHUIO YTPAaYCHHBIX, WCIOPUYEHHBIX WIH
HETPaBOMEPHO YHUUYTO)KEHHBIX BHUJIOB CTPYKTYPUPOBAHHBIX JaHHBIX W
MeTaJlaHHBIX JOKYMEHTUPOBAHHBIX Cep ACITEITHbHOCTH OPTaHU3AIIH
Pa3zpaboTka pexoMeHmammMii TO BONPOCAaM XpPAaHEHUS H  YHUUYTOKCHHS
CTPYKTYPHPOBAaHHBIX JAHHBIX W METAJaHHBIX JOKYMEHTHPOBAHHBIX cdep
JEATEIIbHOCTH OpPTraHU3alUuH

BHuecenne npennoxxeHuii 00 M3MEHEHHH CPOKOB XPaHEHUs OTICIbHBIX BHIOB
CTPYKTYPHPOBAaHHBIX JAHHBIX M METaJaHHBIX JIOKYMEHTUPOBAHHBIX Cdep
JeSITeTbHOCTH OPTaHU3AINH

Opranu3oBbIBaTh paboOTy MO BBOAY, YUETy, nepeaaye, o0paboTke U XpaHEHUIO
CTPYKTYPHPOBAaHHBIX JaHHBIX M METAJaHHBIX JOKYMEHTHPOBAHHBIX cdep
JeSITeIbHOCTH OpPTaHU3aINH

OcyImmecTBisITh  METOAWYECKOE  PYKOBOACTBO  MpoleccaMu  HU(pPOBOI
TpaHchopmanuu CTPYKTYPHPOBaHHBIX JTaHHBIX u MeTaIaHHBIX
JOKYMEHTHPOBAHHBIX c(ep AeATeIbHOCTH OpraHNu3alin

KontponupoBars yder, mpaBolpeeMcTBO, (opMupOBaHHe, TIepenady Hu
XpaHEHHE CTPYKTYPHPOBAHHBIX JAHHBIX W METaJaHHBIX JTOKYMEHTHPOBAHHBIX
cdep nesaTeNbHOCTH OpraHu3aluu

O0ecrieunBaTh COXPAHHOCTH, MPABOIIPEEMCTBO M 3aIIUTY CTPYKTYPHPOBAHHBIX
JaHHBIX W METaJaHHBIX JOKYMEHTHUPOBAaHHBIX cdep  JIesATeTbHOCTH
OpraHu3anuu

Pa3zpabaTeiBaTh HOPMATHBHO-METOJUYECKHE JOKYMEHTHI IO  BOIPOCaM
OpPraHM3ali XPAaHEHUS M YHUYTOKEHHS CTPYKTYPHPOBAaHHBIX MJaHHBIX U
MeTalaHHBIX

Opranu3oBbIBaTh M TPOBOAUTH OKCIEPTH3Y LEHHOCTH U  PEBU3HUIO



28

CTPYKTYPHUPOBAHHBIX [JaHHBIX M METaJaHHBIX JOKYMEHTHPOBAHHBIX cdep
JEATEIIbHOCTH OpTraHU3alkHy.

3akoHOAaTeNbHbIE U HOPMATUBHBIE MPaBOBbIe akThl Poccuiickoii denepannn B
obrmactm  wHpOpMAIMK, WHPOPMAIMOHHBIX  TEXHOJOTHHA W  3aIIUTHI
nH(pOpMaIIiHU, TEPCOHANBHBIX JaHHBIX

3akoHO/AaTeNbHBIE 1 HOPMATHUBHBIE TIPaBOBBIC akThl Poccuiickoit deneparu B
cdepe ynpaBieHUs: JOKyMEHTaMH

Hanmonaneubie cTaHmapThl B 00JaCTH yIpaBiICHUS JTOKYMEHTAMH, apXUBHOTO
XpaHEeHUs

JlokambHBIE ~ HOPMATWUBHBIC  aKTBl ~ OpraHuW3anmud 1o  pabore  co
CTPYKTYpUPOBAHHBIMHU JTAHHBIMU U METaJaHHBIMU JTOKyMEHTHPOBAHHBIX chep
eATeIIFHOCTH

[IpaBuna opraHu3auuv XpaHEHUS BUJIOB CTPYKTYPUPOBAHHBIX JAHHBIX M
METaJIaHHBIX TOKYMEHTHPOBAHHBIX CHep ACATEIHHOCTH

[IpaBuna opraHu3auuv XpaHEHUS BUJIOB CTPYKTYPUPOBAHHBIX JAaHHBIX U
METaJIaHHBIX JIOKYMEHTUPOBAHHBIX c(ep MeATeTbHOCTH OTrPaHUYCHHOTO
JIOCTyTa

[IpaBuna cucremaTu3anuu U KJIacCU(PUKAIMKA CTPYKTYPUPOBAHHBIX JAHHBIX U
METaJaHHBIX JTOKYMEHTHPOBAHHBIX C(hep NeaTeTbHOCTH

Kpurepun omnpeneneHuss 1EHHOCTH  CTPYKTYpPUPOBAaHHBIX  JaHHBIX U
METaJIaHHbIX JOKYMEHTHPOBAHHBIX c(ep ACATEIBHOCTH UIsi X OoTOOpa Ha
JanbHENIIee XpaHEHUE WIH YHUUYTOKEHHE.

OcoOeHHOCTH XpaHEHUS CTPYKTYPUPOBAHHBIX JaHHBIX W METaJaHHBIX
JOKYMEHTHUPOBAHHBIX C(ep NesTeTbHOCTH

TexHonornn MEXIMYHOCTHOW M TPYNIOBOM KOMMYHHUKAIIMM B JIEJIOBOM
B3aMMOJCHCTBHH, OCHOBBI KOH(JIUKTOIOTHH

Heo0Oxoaumeble 3HaHAA

Hpyrue
XapaKTEPUCTUKU

3.2.11. TpynoBasi pyHKIHSA

[IpoBeneHne aHanUTUUECKOI paboThI

o pe3yJibTataM nudpoBoi YposeHb
Haumerosanue = TpaHchopmanmu Kon | B/11.6 (moLypoBEHE) 6
JIOKyMEHTHPOBAHHBIX chep KBamQuKamm

ACATCIIbHOCTU OpTraHU3allun

IIpoucxoxaeHue Tpy1oBOi

OpuruHam X | 3anMCTBOBaHO W3 OpHTHHATA
GbyHKIMN
Kon PerucrparmoHHsIit
opurruHajia HOMCED
npodeccroHanbHOro
cTaHaapTa
TpynoBeie 1elcCTBUS ®opmupoBaHue TpeOOBAHUN K aHAIUTUYECKOW U ONEPATUBHOM OTYETHOCTH IO

pesyiabTataM  LU(POBOM  TpaHChOpMaLMU  JTOKYMEHTHPOBAaHHBIX  cdep
JEeSITEIbBHOCTH OpraHu3aluu

Obecneuenue aBToMaTu3aluu (GOpMUPOBAHMS aHAITUTUYECKOM U ONEepaTUBHON
OTYETHOCTH IO pe3yibTaTaM IU(PpPOBON TpaHCHOpMAIH JOKYMEHTUPOBAHHBIX
cdep AeATeNbHOCTH OpraHu3aluu

AHanu3 cQOpPMHPOBAHHBIX AHAJUTHYECKUX M  ONEPATUBHBIX OTYETOB,
KOHCOJIMJUPOBAHHOM  OTYETHOCTH O  (PYHKIMOHUPOBAHMM  IPOLIECCOB



HeoOxonumelie ymeHust

Heo0xoauMsie 3HAHUS

Apyrue
XapaKkTECPUCTUKU
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nudpoBoit  TpaHchopManuu  JOKYMEHTHPOBAHHBIX  cdep  IeATeTbHOCTH
OpTraHu3aIuu

Onenka 3¢ ¢GeKTUBHOCTH U KayecTBa MPOIecCOB IU(POBOIl TpaHChOpMaAIIUU
JOKYMEHTHUPOBAHHBIX Cep NeATSITHBHOCTH OpraHu3aluu

[InanupoBaHre MEpONPUATUN MO MOBBIIICHUIO 3((HEKTUBHOCTH MPOLIECCOB
muppoBoli  TpaHCHOpPMAIUU  JOKYMECHTHPOBAHHBIX cep MeATeIbHOCTH
OpraHHU3aIiH

KOHTpONb BBIMOJIHEHUST MEPOINPHUATHH 10 TOBBIMICHUIO 3((HEKTHBHOCTH
mpoueccoB  1UGpoBoil  TpaHchopMaluMKd — JOKYMEHTHUPOBaHHBIX  cdep
JEeSATSIILHOCTH OpTaHU3aI[uu

Pa3pabatbiBaTh (popManu3oBaHHBIE MOJEIH, METOABI U AJITOPUTMBI PELICHUS
TUTIOBBIX ~ 3a7]ad  aBTOMATH3WPOBAHHOW  HMH(OPMAIIMOHHO-aHATUTHIECKON
MOAJIEPKKH MPOLIECCOB MPUHATHUS PEIICHUI

[IpuMeHsTh METOABI M CpEelCTBA MOHMTOPMHTA M CHUTYallMOHHOTO aHajiu3a
MaHHBIX HAa 0aze WHGOPMAIMOHHBIX  aBTOMATU3WPOBAHHBIX  CHUCTEM
JOKYMEHTUPOBAHHBIX c(ep NesTeTbHOCTH

Hcnonb30BaTh COBpEMEHHBIE MOJCII U METOBI U3MEPEHUS, IPOTHO3UPOBAHUS,
IUTAHUPOBAHUS, TPHUHATHS pEHIeHWH TMpH peHIeHuH 3a1ad  MOAAEPKKU
MPOLECCOB NPUHATHSI PELLICHUI

OcylecTBIAT,  aHANWM3  JaHHBIX € TOCIEAYIONIe  HMHTepHpeTanuen
pohecCHOHATEHOTO CMBICIIA MOJTy4aeMbIX Pe3yIbTaTOB

OnenuBath 3(PPEKTUBHOCTh W Ka4eCTBO MPOTHO3MPOBAHMS, IJIAHHUPOBAHMUS,
MPUHSITHS PEIICHUN B YCIOBUIX HEOMPEACICHHOCTH UMEIOIIeiicst nHpopMarmu
[IpencraBasaTh pe3ynbTaThl pEIICHHUS AHATUTUYECKHX 3a/Jad B CTaHIAPTHOM
BH/JIE

MeTo1010TUYeCKUe OCHOBBI TEOPUU MPHUHITHS PELICHUH, TEOPUH HU3MEPEHHUIA,
TEOPUH TPOTHO3UPOBAHUS Y TUTAHUPOBAHHUS

KitoueBbie nokaszarenu 3pPeKTUBHOCTH U CIIOCOOBI MX U3MEPEHHS B MPOIleccax
1upoBoi TpaHCcHOpPMAIUN JOKYMEHTUPOBAHHBIX CEp NeATSIHHOCTH
CTpyKTypa, NPUHIHUIBI TOCTPOCHUS U (PYHKIIMOHUPOBAHUS WH()OPMAIIMOHHBIX
CUCTEM JJOKYMEHTHPOBAHHBIX chep NeATeTbHOCTH

OCHOBBI CTATUCTUKH U aHAJIH3A

MeTtonpl oneHkH 3(PGEKTUBHOCTH M KayecTBa B 3ajadyax MPOTHO3UPOBAHUSA,
TUTAHUPOBAHUS, IPUHATHS PEIICHUIA

Ponp u mecto uMHpOpPMAIMOHHO-aHATUTUYECKON IEATENBHOCTH B CHCTEMax
OPTaHHU3AI[MOHHOTO YIIPABJICHUS

MeTo0n0ruYecKrue OCHOBBI MH()OPMAIIMOHHO-aHAIUTUYECKOM eI TeIbHOCTH
[TpuHIHIE OpraHu3anuu HHHOPMANMOHHO-aHATUTHICCKOU e TSIIEHOCTH
CrocoObl  OopMHUpPOBaHUSI OMHCAHUNA OOBEKTOB U  KIACCOB OOBEKTOB
JOKYMEHTHUPOBAHHBIX Cep NeATEITHHOCTH

Opranu3zaliioOHHBIE MEPHI 110 3aIUTe HH(HOPMALIUN

TpeGoBanus OXpaHbl TPY/Ia U TOKAPHOH O€30TTaCHOCTH

3.2.12. TpynoBasi pyHKkums

KoHTposs 3a cobmroieHneM KOPPEeKTHOCTH Yposerb
Hamuerosarye IPUMEHEHHs BUOB 5JeKTPOHHbIX mogmuceii | Ko | B/12.6 (11021ypoBeHb) 6
KBaJTU(PUKAIIHN




IIpoucxoxaeHue Tpy1oBoOi
GbyHKIHN

TpynoBsle 1eiCcTBUS

Heob0xoaumsie
YMEHUS

Heo0Oxoaumeble 3HaHAA
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3arMMCTBOBAHO U3

OpuruHan X
OpHUTHHANA
Kon PeructpaunoHusii
OpHUTHHAJIA HOMEDp
npodeccnoHaTbEHOTO
CTaHgapTa

Pa3paboTka JOKalbHBIX HOPMATHUBHBIX AaKTOB OpraHu3allid B o01acTu
MIPUMEHEHUS BUIOB JICKTPOHHOU MOATHCH

Brinyck HeKBaTHPUIIMPOBAHHON AJIEKTPOHHON MOIITUCH

ObecrieueHne BBHITyCKAa B YJOCTOBEPSIONIEM IIEHTPE KBAIM(UIIMPOBAHHOM
AIIEKTPOHHON MOIIMUCH

KonTponb coOirofeHust JOKaJbHBIX HOPMATHUBHBIX aKTOB OpraHU3allud IO
MIPUMEHEHHUIO BUAOB 3JIEKTPOHHOM MOANUCH

dopMupoBaHrue TpeOOBaHWUW MO XpaHEHHUIO WHOOpPMAIMU 00 3JICKTPOHHBIX
MOJIMUCSAX PAOOTHUKOB OPTaHU3AIHH

[Tonp30BaThCs MIEPCOHATBLHBIM KOMITBIOTEPOM, MIEpUPEPUITHBIMUA YCTPONUCTBAMHU,
OPI'TEXHUKOHN

Hcnonp30BaTh mpOrpaMMHBbIE TNPUIOKEHHs W VHTEepHET [Isl BBINOJHEHUS
pabounx 3ama4q

CocTaBlATh OpraHU3alMOHHO-PACIIOPATUTEIBHYIO JOKYMEHTAIMI0 B 00JIacTu
HHOPACTPYKTYPBI OTKPBITHIX KITFOUCH

OcymiecTBIsATh PETUCTPALIMIO 3JIEKTPOHHOM MOANUCH Ha caiTax, mopTranax u
AJIEKTPOHHBIX TOPTOBBIX TUIOMIAAKAX

YcTaHaBnuBaTh, ~ HACTpaWBaTb M YYHUTHIBATh  CHEIHAIM3HPOBAHHOE
porpaMMHOE oOecrieueHue U cepTU(UKATHI AIIEKTPOHHOHN MOIHUCH Ha pabodnx
MeCTax MOoJIb30BaTese

['OTOBUTH TOKYMEHTBHI JIJIsl TOTYUYEHHUSI 3JIEKTPOHHOM MOANNUCH

Konrtponuposats coOmronenue TpeGoBaHMA, IPaBUI U MHCTPYKIUH 110 paboTe ¢
AIIEKTPOHHBIMU MOJIUCIMHU

[TpoBOANTh KOHCYIBTUPOBaHHWE M OOy4YeHHE pPAOOTHHKOB OpraHU3alldd TI0
BOIIpocaM HMH(POPMAIMOHHON Oe30macHOCTH W PaboTe C  BIEKTPOHHBIMHU
MOJMHUCSAMHU B JOKYMEHTHPOBAHHBIX Cepax AesaTeIbHOCTH

3akoHOAaTeNbHBIE U HOPMAaTUBHBIE MPaBOBbIe akThl Poccuiickoii deaepanuu B
obnmactm  wmHOpMANMK, WHPOPMAIMOHHBIX  TEXHOJIOTHMA W 3al[UTHI
nH(GOpMaIlNH, IEPCOHATBHBIX JaHHBIX U 3JIEKTPOHHOMN MOAMICH
3akoHO/IaTeNbHbIE U HOPMATHBHBIC MPaBOBbIe akThl Poccuiickoit denepanun B
cdepe ynpaBlieHUs: JOKYMEHTaMHU

Crenmanu3upoBaHHOE MTPOrPaMMHOE OOecTieueHue

CucteMbl KpunTOrpapuuecKou 3auThl HHPOPMAIUU

OreyecTBEHHBIN U 3apyOEKHBI OMBIT Pa3pabOTKM ¥ HMCTOJIb30BAHMS
AIEKTPOHHOMU MOJIIUCH

Opranuzanusg yd4era M XpaHEHUs KIIOUEBBIX HoOcuUTeled uHpopMauuu
JIOKYMEHTHUPOBAHHBIX c(hep NesaTeTbHOCTH

[Topsimox  M3roTOBJICHUS, Yy4Ye€Ta, YHHUUTOXKEHHS HOCHUTEIEH  KIIOYEBOH
uHpOpMALIUU

Obecnieuenue GyHKIIMOHUPOBAHUS CPEACTB M CHCTEM 3alUThl WH(MOpMAaLUU
JIOKYMEHTHPOBAHHBIX c(hep NesaTeTbHOCTH

[Tonnmanue TPUHIUIIOB pabOThl HMHQPACTPYKTYpbl U  yIOCTOBEPSIOLINX
LIEHTPOB

OcHoBbI KpunTorpaduu

v

N ANA AT rTEAATeTT Ao TATETYAATATEY, x
vLlnubbl ICUPCL TACURVIA n lljal\lﬂ"ﬁlcbl\ 1A AdAUIICVR1UD vosdanvin RJIUH

=
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AJIEKTPOHHOMU MOMUCH
[Topsimox  co3nanus,
MPUOCTAHOBICHUS H
AIEKTPOHHOMU MOIIMUCH
TexHONOruIo MPOBEPKH MOATUHHOCTH NEKTPOHHON TOITUCH

[TpaBwita cobmroaeHust HHOOPMAIIMOHHOW OE30TTACHOCTH

[TonokeHHs JOKANbHBIX HOPMATHBHBIX AaKTOB [0 3alllUTe TMEePCOHAIBHBIX
JAHHBIX

BbIJauM, TpEeKpalleHus JAEWCTBUS, aHHYJIUPOBaHUS,
BO300HOBJICHUS JIEHCTBHUS CEpTHUPHUKATOB  KIIIOUEH

OCHOBHBIE ~ CEpBHUCHI IO  OKa3aHUIO  AJIEKTPOHHBIX  YCIYT, IOPTaJIbl
rOCYIapCTBEHHBIX 1 MyHULIUIAIBHBIX YCITYT
Opranu3aloOHHYI0 CTPYKTYpy OpraHu3al M €€ I0JIBE€JOMCTBEHHBIX
¢bunnanon
Apyrue
XapaKTEePUCTUKHI
3.3. O0o01menHas TpyaoBasi yHKIMs
VYnpasienue nudpoBoit
aHc(popmanuen BEHb
Hanvenosanue | P (opman Kon C Ypose 7
JIOKYMEHTHPOBaHHBIX chep KBaTH(UKALIH
JEATEILHOCTH OpTraHu3aIvu.
IIpoucxoxnenue
00001IeHHOH TPYAOBOI Opururan | X 3auMCTBOBAHO M3 OPUTHHAIA
GhyHKIHN
Kon Peructpaunonssi
OpUTHHAJA HOMEP
PO eCCHOHATBEHOTO
CTaHmapTa

Bo3moxxuHbie
HanMEHOBaHUS
JOJKHOCTEH,
npodeccuit

TpeboBanus k
00pa3oBaHHIO U
00y4eHuto

TpeboBaHMs K ONBITY
MPAKTUYECKOMN
paboThI

Oco0Oble ycmoBust
J0IycKa K padote

Jlpyrue
XapaKTepI/ICTI/IKI/I

PykoBonurenu yupex1eHui, OpraHu3aluii U IpeAnpUusaTUnd
JupexTop 1o JaHHBIM

JupekTtop 1o ynpasieHuto nudpoBoii Tpancopmariueit
JIMpeKTOp MO MEepPCIeKTUBHOMY Pa3BUTHIO I (PPOBBIX TEXHOJIOTHMA

Bricuiee o6pa3zoBaHue — ClIEUANINUTET, MarucTpaTypa

WIN

Bricuiee o6pa3oBanue (He TpoQHUIbHOE) — CIIEHUATUTET, MaruCTpaTypa

u

JlononHuTeNbHOE MPO(hecCHOHAIBHOE 00pa30BaHIE — IPOrPaAMMBbI
podeCCHOHAIBHON TTEPENOATOTOBKHU MO MPOGUITIO IeATETLHOCTH

He meHee msaTu s1eT pyKOBOASIIEH AESTETLHOCTH B cepe yrpaBlIeHUs JaHHBIMH
JOKYMEHTHPOBaHHBIX c(hep NesITeTbHOCTH OpraHu3alluu

[TpoxoxaeHue NepBUYHOTO HHCTPYKTUPOBAHUS IO HH(OPMALIMOHHON
0€30IIaCHOCTH U YCJIOBUSAM KOH(UACHINAIBHOCTH JIEATEIHOCTH
[ToBbieHre KBATH(PHUKAIUH 110 TIpOorpaMMaM YIpaBiIeHUs JaHHBIMU U
UH(POPMALMOHHBIMHA 00BEKTaAMHU

I[OHOJIHI/ITCHBHBIG XapPaKTCPUCTHUKHU
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HaumenoBanue Ko HaunmenoBanue 6a30B0ii rpynimbl, JOIKHOCTH (TTpodeccun)
JOKyMEHTa A WIN CHIeIUATbHOCTH
OK3 1219 VYnpapistomue GUHaHCOBO-3KOHOMUYECKOH U
aJIMAHUCTPATUBHOM JIESITETLHOCTHIO, HE BXOJAIINE B APYTHE
TpYIIbI
OKCO 7.46.04.02 JIOKyMEHTOBE/IEHHE U apXUBOBEICHUE
2.10.04.01 NudopmanmonHas 6€30MacHOCTh
2.09.04.02 HNHubopmanmoHHbIe CUCTEMBI U TEXHOJIOTHH
3.3.1. Tpynosas pyHKuus
[Tponsuxenue nudpoBoi v
pPOBEHB
Haumenosanue TpaHcopMaLn Koxn | C/01.7 (noaypoBeHsb) 7
JOKYMEHTHPOBaHHBIX chep D —

ACATCIIbHOCTH OpraHU3aliunu

IIpoucxoxaeHue Tpy10BOM
GbyHKIMN

TpynoBeie nelcTBUS

HeoOxonumelie ymeHus

Opurunan X | 3auMCTBOBaHO M3 OpUTHHAIIA

Kon PerucrpaunonHsli
OpHUTHHAJIA HOMED
po(heCCHOHATHFHOTO
CTaHAapTa

Pazpaborka koHHenuuu UU(GPOBOM TpaHChOpMAUK JTOKYMEHTHPOBAHHBIX
cep aesITeNbHOCTH B OPraHU3aIIH

PazpaboTka I1aHOB 1o  peanu3anuu  TUGPOBOW  TpaHCHOpMALUU
JTOKYMEHTHPOBAHHBIX c(ep AATEITLHOCTH B OpPraHU3aluu

KoHTponb ucmonHeHHs IJIaHOB MO pealu3aluu IUQpoBOH TpaHCPOpMALUU
JTOKYMEHTHPOBAHHBIX c(ep AATEITLHOCTH B OpPraHU3auN

PazpaboTka KimroueBBIX TOKazarenei 3((HEKTHBHOCTH TPOIECCOB IH(PPOBOI
TpaHc(opManuu TOKYMEHTHPOBAHHBIX Cep AeSITeIbHOCTH OPTaHH3aluH
[lmaHupoBaHWEe © KOHTPOJb TPOBEACHUS BHYTPEHHHUX MEPOIPHATHH B
OpraHH3aLuu o TPOJIBIKECHHIO 1 poBOii TpaHc(opMauu
JTOKYMEHTHPOBAHHBIX c(hep AesITeTbHOCTH OPraHnu3allul

[ToBeimienne  3(HEeKTUBHOCTH  MPOIECCOB  IHUQPPOBOM  TpaHcHopMariu
JOKYMEHTHPOBAaHHBIX c(hep NesITeTbHOCTH OPraHnu3allui

OpraHu3anusi TOBBIIICHUS KOMIIETCHIMH paOOTHUKOB B HCIOJIb30BAHUU
nporeccoB  1udpoBol  TpaHchopMmanMK  JOKYMEHTHPOBAHHBIX  cdep
JeSITeIbHOCTH OpPTaHU3AINH

Pa3pabareiBaTh M peasM30BHIBATH IIEJEBHIE MPOTPAMMBI IO IPOABHKECHHUIO
IIPOEKTOB BHYTPH OpraHU3aLUU

[TponBurate cucreMy ympaBlICHHS HaHHBIMH JOKYMEHTHPOBAaHHBIX cdep
JeSITeTbHOCTH

BeictpauBath 3¢ hekTHBHBIE KOMMYHUKAIIMN HAa BCEX YPOBHIX
OpraHn3oBeIBaTh MEPOTPUSTHS 110 BOBJICUECHUIO PAOOTHHKOB OpPraHU3ALUU B
ONTUMHU3AINIO OW3HEC-TpoleccoB B oOmactu 1udpoBod TpaHchopManuu
JOKYMEHTHPOBAHHBIX C(hep NesITeTbHOCTH

VYnpaBiasate MHOOPMAIMOHHBIM M HOBOCTHBIM TOTOKOM Il MOJAEp KaHUS
Pa3BUTHSI TPOEKTOB

ObecneunBaTh pa3pabOTKy Y4eOHBIX UM MH(POPMALNOHHO-KOHCYJIbTALMOHHBIX
mporpaMM,  HMHCTpyKTaked B obOmacth  mudpoBoil  TpaHCPOpManuu
JOKYMEHTHPOBAHHBIX c(hep AeSTeIbHOCTH OpraHu3aliu
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HeoOxonuMble 3HaHUS

Apyrue
XapakTECPUCTUKU

[TpoBoauTh ananmu3 3PGHEKTUBHOCTH KOMMYHHUKAITHHA

3akoHO/IaTeNbHbIE 1 HOPMATUBHBIE MpaBoOBbIe akThl Poccuiickoit denepanuu B
obrmactu  wHPOpMAIMK, HWHPOPMAIIMOHHBIX  TEXHOJOTHMH W  3alUThI
“H(pOpMaIU, TEPCOHATIBHBIX TAHHBIX

3aKkoHOIaTeNbHbIE U HOPMAaTUBHBIE MpaBOBbIEe akThl Poccuiickoit denepanuu B
chepe ynpaBiieHUs TOKYMEHTaMH

HNHcTpyMeHTBI IO yIIPaBIEHUIO B3aMMOOTHOIICHUSIMH C IOTPEOUTESIMU
CraHgapTel ¥ METOIUKH YIPABIICHUS TAaHHBIMHA JIOKYMCHTHPOBAHHBIX Cdep
NeSATEIbHOCTH

[Tcuxomoruss KOMMyHUKaUK

Bunsl, popmbl 1 MeTOIBI 00YUYeHHsI PAOOTHUKOB OpraHU3aLuU

[IpuHIMIIBI 1 METOABI OLIEHKH 3()()EKTUBHOCTH BHYTPEHHUX KOMMYHHUKAIIUI
Oco0OeHHOCTH OpraHU3alMOHHON CTPYKTYphl U KOPHOPAaTHUBHOW KyJIbTYpPBI
OpraHu3aLNU

[TpuHIUTIBI 1 METOIBI IOTYYCHHUsSI OOPAaTHON CBSI3U

OTtedecTBEHHBIM U 3apyOeXKHBI OMBIT YMpaBICHHS MPOEKTAaMH B 00IacTu
1 poBoi TpaHCHOPMALTUU

3.3.2. TpynoBas pyHKIUS

KonTtponsb 3a peanu3zanmeil KOJeKCcoB

o YpoBeHb
9THUKHU IIU OBOHU TpaHCPOpMaLlUU
HaumeHoBaHue I q)p p (b pMall Kox | C/02.7 | (momyposensb) 7
JIOKyMEHTHPOBAHHBIX chep KBaTUKaILH
ACATCIIbHOCTU OpTraHU3allun
IIpoucxoxnenne
POHCXOACHI Opuruxan X | 3auMCTBOBaHO U3 OpHIHHATA
TPYAOBOH (HyHKIIMU
Kon PerucrpanuonHsit
opurHrHaa HOMEp
poeCCHOHATHHOTO
CTaHIapTa

TpynoBsie neicTBUS

Pa3paboTka xomekcoB 3TUKH IUGPOBOH TpaHCHOPMAIMH TOKYMEHTHPOBAHHBIX
cdep AeATeNbHOCTU OpraHu3alu

Ananranysi KOIEKCOB 3THKH IHU(PPOBON TpaHChOpMAIMKA TOKYMEHTHPOBAHHBIX
cdep AeATeNbHOCTH OpraHU3aluu

Co3manrie  KOMHUCCHM IO  pealm3alldd  KOJEKCOB JTHKH  IH(PPOBOH
TpaHchopMaIMK JOKYMEHTUPOBAHHBIX Cep ACATEIbHOCTH OPTaHU3aINH
VYyactue B paboTe KOMHMCCHUHM IO peaau3alMd KOAEKCOB ITHKH LM(POBOI
TpaHchOopMaIMy JOKYMEHTUPOBAHHBIX Cep ACATEIbHOCTH OPTaHU3aINH
KoHTposb AesITeabHOCTH KOMUCCUH IO Pealn3alui KOJEKCOB 3TUKU LU(POBOI
TpaHchopMaIMy JOKYMEHTUPOBAHHBIX C(ep ACATEIbHOCTH OPTaHU3aIIH
Opranu3anus MOHHMTOPUHIA OM3HEC-TPOLECCOB HAa COOTBETCTBHUE STHUECKUM
HOpMaM B oOnacTy LM(POBOH TpaHCPOpMAILMKM TOKyMEHTHUPOBAHHBIX cdep
JeSITeIbHOCTH OPTaHU3aINH

Opranm3anyss MOHUTOPHHTA  JCHCTBUH  paOOTHMKOB  OpraHU3alid  Ha
COOTBETCTBUSI ATMYECKMM HOpMaM B o0iacTu uudpoBoil TpaHCPopManuu
JOKYMEHTHPOBAaHHBIX c(hep AesITeTLHOCTH OpTraHu3aluu

[lpuMeHeHHEe STHYECKUX HOPM B IOBCEJHEBHOM MpaKTUKEe LHU(POBOI
TpaHchOopMaIMK JOKYMEHTUPOBAHHBIX Cep ACITEITHHOCTH OPTaHU3AINH
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Jlonecenne 110 pPaOOTHUKOB OpraHU3alUU HEOOXOJMMOCTH IPUMEHEHUS
TUYECKHMX HOpM IM(poBOH TpaHchopMaAMU JTOKYMEHTHPOBAHHBIX cdep
JeATEIIbHOCTH OPTraHU3aLUH

Opranm3anysi TPOBEACHUS CIYyKEOHBIX TPOBEPOK MO (pakTaM HapyIICHUS
KOJIEKCa ATHKHU U JIOBEICHHE PE3yJIbTATOB 0 PYKOBOJCTBA OPraHU3aIliH
OO6oOuieHne ompiTa ¥ TUCHHUIDIMHAPHON MPaKTHKH B 00JacTh IuQpOBOI
TpaHc(opManyy TOKYMEHTUPOBAHHBIX Cep AesITeTbHOCTH

BripaboTka pekoMEeHIaIMii Ha BBISIBICHHBIC HApYIICHUS KOJEKCOB JTHUKU B
mudpoBoil  TpaHchopManuM  TOKYMEHTHPOBAaHHBIX  Ccdep  IeSITEIbHOCTH
OpTaHu3aINH

AHaJIM3UPOBATh 3aKOHOJATEIBCTBO U IPABOINPHUMEHUTEIBHYIO TPAKTHKY B

obnactu mpodecCHOHALHOM U CITYKEOHOH 3TUKH

l'oTOBUTH aHaNMUTHYECKHWE OTYETHl IO MPHUMEHEHHUIO KOJEKCOB JTHKU B

1ndpoBoit TpaHchopMaUK JOKYMEHTUPOBAHHBIX Chep ACSITEIBHOCTH

l'oTOBUTH aHANMTHYECKHE OTYETHI MO KOHTPOJIO 3a NMPHUMEHEHHEM KOJEKCOB

STUKH B IUGPOBOM TpaHCHOpPMAITUU JOKYMEHTUPOBAHHBIX Cep NeITeIbHOCTH
Heo6xonumeie Pa3pabaTbiBaTh 1 BHEAPATH BHYTPEHHHUE PETIIAMEHTHI TPO(ECCHOHATBHOMN STHKU
yMEHHUS ¥ METOJIMKU BHYTPEHHETO KOHTPOJIS

OneHnBaTh 3HAYNMOCTHh BBIABJICHHBIX HApyIICHHH KOJEKCOB OSTHKH U

BbIpa0ATHIBATh PEKOMEHIAIMH 110 XaPaKTEePy B3bICKAHHIM

OneHnBaTh JOCTAaTOYHOCTh, HAJEKHOCTh U OOBEKTHBHOCTH JIOKA3aTEIILCTB

HapyIIEHHUsT KOJEKCa ITHKH IU(PPOBOH TpaHChOpMAIMKU TOKYMEHTHPOBAHHBIX

chep AesTeNbHOCTH

dopmMyMpoBaTh MPEIJIOKECHUS 110 YCTPAHESHHIO BBISIBJICHHBIX HAPYIICHUH

[lonoxxenne o0 KOMHCCHSX IO pealn3allMd KOJEKCOB JTUKH LUQPPOBOI
TpaHcGopMaIiK JOKYMEHTUPOBAHHBIX chep AeaTeIbHOCTH OPTaHu3aIiH
BryTpennue perJiaMeHThI npodeccCuoHaTbHON STUKH ndposoit
TpaHchopMaIMy JOKYMEHTUPOBAHHBIX C(ep ACITEIbHOCTH OPTaHU3aINH
[TpakThka pa3pabOTKH JIOKAIbHBIX HOPMATHUBHBIX aKTOB IO YIIPABJICHUIO

Heo6xonumsie
CUCTEMaMHU BHYTPEHHEr0 KOHTPOJIS

SHATHA OcHOBBI HTHGOPMAITMOHHBIX TEXHOJIOTHH U HHGOPMAITMOHHON 0€301TaCHOCTH
[IporpamMmMHbIe IPOAYKTHI B 00JIACTH aHAIU3a KOHTPOJIbHBIX MTPOLIEYP
[lporpaMMHBIE  CpeACTBa  aBTOMATH3AallMKd  JIOKYMEHTHPOBAHHBIX  cdep
JESITSIILHOCTH OpraHU3aI[uu
Teopus u nmpakTHKa MPUMEHEHUS MPOLEAYP KOHTPOIIS

HApyrue

XapaKTePUCTHKU

3.3.3. TpynoBas pyHkumst

Kontposs 3a cobnroenuemM mpas Ha

HCIIONB30BaHNE HHPOPMAITHH YPOBCHE

Haumenosanue Kox | C/03.7 (moaypoBeHs) 7
JOKYMEHTHPOBAaHHBIX C(hepbl KBATHpHKAITIH
JACATCIBHOCTH OpraHru3alunu

[Ipoucxoxxaenue Tpya0Boi

P A Py Opurunan | X | 3aUMCTBOBaHO M3 OPUTHHANA
GbyHKIHN
Kon PeructpanuonHslit
OpHTHHAIA HOMEp

npodeccuoHATBEHOTO
cTaHaapra



TpynoBsie necTBUS

Heo6xomumbie ymeHus

Heo0xonnMeie 3HaHUS
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Opranuzanus pa3pabOTKH CHUCTEMbl KOHTpOJIL 3a COONIOJIGHHEM IpaB Ha
WCIONIb30BaHWE WH(GOpMANUKM JOKYMEHTUPOBAHHBIX cdep AesITenbHOCTU
OpraHu3aIu

Buenpenue cuctembl KOHTpOJS 3a COOJIIOJIEHHMEM IpaB Ha HCIOJIb30BAHUE
nH(pOpMaILIUU JOKYMEHTHPOBAHHBIX Cep AeATEIbHOCTH OpraHN3aluu
Opranmzanus pa3pabOTKH HOPMATHBHO-METOJIUYECKOTO O00eCleueHus IO
KOHTPOJIO 3a COOJIOACHMEM TpaB Ha UCHOJIb30BaHUE HH(MOpMALIUU
JIOKYMEHTUPOBAHHBIX c(ep IesSTeIbHOCTH OpraHu3aluu

Pa3paboTka perimaMeHTOB MO pa3TpaHUYCHUIO MpaB AOCTyNa K HWH(OpMALUU
JIOKYMEHTUPOBAHHBIX C(epbl ACSITETbHOCTH OpraHU3aliu

ObecrieueHue MOHUTOPHHTA COONIONCHUS PETJIAMEHTOB IO pasTPaHUYEHUIO
IpaB JOCTyNa K HHPOpMAIUH JOKYMEHTHPOBAaHHBIX CQEpPHI AESITEIbHOCTU
OpraHHu3aIiu

KonTponb cobmioaeHust perjaMeHTOB IO pa3rpaHUYeHHIO IpaB JIOCTyMa K
nH(pOpMAIIUK JOKYMEHTHPOBAHHBIX CHEPHI ACITEILHOCTH OPTaHU3AINH
Pa3pabaTbiBaTh JOKaNbHBIE HOPMATHBHBIE aKThl [0 BOMpPOCAM YIIPAaBJICHUS U
WCIOJIb30BAaHUSI CTPYKTYPUPOBAHHBIX JAaHHBIX JOKYMEHTHPOBAHHBIX cdep
JeSITeIbHOCTH OpraHu3aluu

OcymiecTBiIsATh pa3paboTKy MPOrpaMMHO-1IEIEBIX TUIAHOB

KoHnTponupoBaTh COOTBETCTBHE JOKYMEHTAJIbHO YTBEPKICHHOTO MOPSAIKA
pacmpeneneHuss TpaB  IocTyna  (paKTHYeCKHMM JEeHCTBHAM  pabOTHHUKOB
OpraHHU3aIiH

ObecneunBaTh B3aMMOJEICTBHE 110 BOIPOCAM KOHTPOJIS UCIIOJIb30BAHUS MPaB
noctyna K uHQOpMAMKM  JOKYMEHTHPOBAHHBIX  chepbl  AESTeNbHOCTU
OpraHu3aluu

[IpoBoauTh aHanu3 UH(OOPMALMOHHBIX WCTOUYHUKOB JJISl BBISABICHUS MOMBITOK
HECAaHKLHOHUPOBAHHOTO Joctyna K 3aIUIIAEMbIM pecypcam
JIOKYMEHTHUPOBAHHBIX C(epbl ACITETbHOCTH OpraHU3aIHH

DopMyIUpOBaTh NPEJIOKEHHS 1151 PYKOBOJACTBA 10 YCTPAHEHUIO BBISBIEHHBIX
HapyUICHUH HUCIOIB30BAaHUS MpaB JOCTyNa W CTPYKTYpPUPOBAHHBIX JaHHBIX
JIOKYMEHTUPOBAHHBIX c(ep IesATeIbHOCTH OpraHu3aluu

@opMyIMpOBaTh  NPEAJIOKEHHUS Uil  PYKOBOJICTBA 1O  TOBBILIECHHUIO
3¢ (HEeKTUBHOCTH UCIOJB30BAaHUS MPaAB JOCTYIA U CTPYKTYPUPOBAHHBIX JTaHHBIX
JIOKYMEHTHUPOBAHHBIX Cep NeATEIHbHOCTH OpraHu3aluu

[IpoBOANTH HMHCTPYKTAaX paOOTHHUKOB OpraHU3alMy MO MpaBUiaM paboOThI ¢
TEXHUYECKUMU  CPEICTBAMH H  CHUCTEMaMH  3alluThl  WH(OpMALUU
JTIOKYMEHTUPOBAHHBIX c(ep NesTeIbHOCTH OpraHu3aluu

3aKOHOAATENbHBIE 1 HOPMATUBHBIE ITpaBoBbIe akThl Poccuiickoii denepaunu B
obmacth  wHpOpManKMKM, WHOOPMAIMOHHBIX TEXHOJOTHH W 3aIIUTHI
nH(pOpMAIIHU, IEPCOHATBHBIX JAHHBIX

3aKkoHOJaTeNbHbIE 1 HOPMATHUBHBIE MPAaBOBbIE akThl Poccuiickoin denepannu B
cdepe ynpapieHUs JOKyMEHTaMH

busnec-npouecchl, MHPOPMAIIMOHHBIE MOTOKHM M TOPSAOK B3aUMOJEHCTBUS
MOAPA3ACIICHANA OpPraHu3aliu.

[Ipouenypsl npeaocTaBiIeHHUs MOTHOMOYHNA JOCTyHa Ka)JAO0ro IMOJIb30BaTeNs K
MH(OPMALIMOHHBIM ~ pecypcaM JOKYMEHTHPOBAaHHBIX cep AeSITeIbHOCTU
OpraHHU3aIiH

OcHOBHBIE METO/BI aHaJIM3a U ONTHMHU3ALMU HPOLECCOB MHPOPMAIMOHHOTO
oOMeHa

Bunbl 1 MeTo1bI MIaHUPOBAHUS M KOHTPOJIS



Hpyrue
XapaKTEPUCTUKU
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KOMIUIEKCHOM 3alUThl THPOPMALIUU JOKYMEHTUPOBAHHBIX c(ep AeATEIbHOCTH
OpraHu3aLu

TexHonmorun oOpabOTKM W Tepelauyd JaHHBIX, CHUCTEMbl IOCTPOCHHUS
JIOKQJIbHBIX BBIUMCIUTEIbHBIX CETEH, IPOTOKOJIbI IEPEIAUM JaHHBIX
[lepcriekTUBBI W HANpaBJIEHUS PA3BUTUS TEXHUUYECKUX CPEICTB 3alUThI
nH(pOpMalLUU JOKYMEHTHPOBAHHBIX Cep AEATEIbHOCTH OpraHNu3aluu

MeTtoabl U cpeAcTBa KOHTPOJS OXpPaHSAEMbIX CBEICHHM, BBISBICHHUS KaHAJIOB
yTeUKH HH(OpMaLIUU

OpraHu3anuio MOHUTOPUHIA COOMIONEHHUS MpPaBUJ pa3rpaHUuYCHHs MpaB
JOCTYTIA K JIOKYMEHTHPOBAHHBIM c(hepaM AeSTeTbHOCTH OPTaHU3aIIH

OcCHOBBI 1€710BOM KOMMYHHUKAIIUU

3.3.4. Tpynosas pyHKUUSA

BrokeTupoBanue mporeccoB Yposenp
Haumenosanue 1 $poBoii TpaHchopMaLH Kox | C/04.7 | (momyposeHs) 7
KBaJTH(pHUKAUU

IIpoucxoxaeHue Tpy1oBoOi
GbyHKIHN

TpynoBsie necTBUS

Heo0Oxonumble ymMmeHUs

OpuruHan | X | 3aMMCTBOBAHO M3 OPMIHHAIIA

Kox PeructparnuoHHbIit
OpHUTHHAJIA HOMEP
npodeccuoHATEHOTO
cTaHgapra

Coop HeoOxomuMol uHGOpPMAIMU [Jis TUIAHUPOBAHHS W OFOJKETHPOBAHUS
(MHAHCOBBIX CPEACTB B LU(PPOBYIO TpaHC(HOPMAIHMIO JOKYMEHTHPOBAHHBIX
cdep nesaTeNbHOCTH OpraHu3aluu

[TonroroBka JOKYMEHTOB /IS TNIAHUPOBAHUS U OI0/DKETUPOBaHHS (PUHAHCOBBIX
cpencts B nudpoByr  TpaHchOpMalMiO  JTOKyMEHTHPOBAHHBIX  cdep
JeSITeTbHOCTH OPTaHU3AIIH

[InanupoBaHre HEOOXOAMMOIO YpPOBHS MAaTEPHANBHBIX U YEJIOBEYECKUX
pecypcoB HEOOXONMMBIX Ui pa3BUTHUS muppoBol  TpaHCcHOpMaLTUH
JIOKYMEHTHUPOBAHHBIX chep NesATeTbHOCTH OpraHu3aluu

®dopMmupoBaHUe (PUHAHCOBBIX IUIAHOB U OIO/KETOB HEOOXOIUMBIX ISt
pazButuss  1UpoBOil  TpaHchopMalMM  JOKYMEHTHPOBAHHBIX  cdep
JeSITeTbHOCTH OpPTaHU3AIIH

KonTponb Tekymiero ucnoiaHeHus (UHAHCOBBIX TUIAHOB M OOKETOB Pa3BUTHUS
muppoBol  TpaHchopMaMK  JOKYMEHTHPOBAaHHBIX cdep AeATeIbHOCTH
OpraHu3aIuu

Onpenenenne PHCKOB OIOKETUPOBAHHMS MPOIIECCOB nudposoit
TpaHchopMaIMy JOKYMEHTUPOBAHHBIX C(ep ACATEIbHOCTH OPTaHU3aINH
Kontpons ¢QuHaHCOBBIX TOKazarened 1o mupoBOH TpaHChHOpMaIUU
JOKYMEHTHPOBAaHHBIX c(hep AesITeTbHOCTH OpraHu3aluu

VYrpaBneHue U3MeHEHUSIMH OIO/KETOB TMPOIecCOB MUGPOBOM TpaHchopmaluu
JOKYMEHTHPOBAaHHBIX c(hep AesITeTbHOCTH OpraHu3aluu

[TonroroBka M MpenCTaBICHHE OTYETOB IO HUCIIOJHEHUIO (PMHAHCOBBIX IUIAHOB
u OIJKETOB MO LU(PPOBOH TpaHcPopMalMu JOKYMEHTUPOBAaHHBIX cdep
JEeSITEIbHOCTH OpraHU3aIluu

Y1CIIOJAb30BaTh CTICIiMaJii3ripOBaHHOC MpoOrpaMmHOC OOCCIICUYCHIC I
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(bHMHAHCOBOTO TJIAHUPOBAHUS U OFOHKETUPOBAHMS

AHanu3upoBaTh HMHPOPMAIUIO IS IUIAHUPOBAHUS M OIOHKCTUPOBAHHS
(UHAHCOBBIX CPEICTB B IUPPOBYIO TpaHCHOPMAIMIO JOKYMEHTHPOBAHHBIX
chep AesTeIHbHOCTH OpPraHU3aIuu

Ocy1iecTBIATh TIAHUPOBAHKUE U OIOJKETHPOBAHUE (DMHAHCOBBIX BIOKEHUI B
IMPpPOBYI0  TpaHCHOpPMAIMIO TOKYMEHTHPOBAHHBIX cdep IeATeNbHOCTH
OpraHu3aIu

[Momywyate HEeoOXOomMMyI0 HH(DOPMAMIO TIO  IOKA3aTelisiM  OCBOCHHS
(UHAHCOBBIX CPEICTB B IU(PPOBON TpaHCHOPMAIIUU TOKYMEHTHPOBAHHBIX
chep AesTeNHbHOCTH OpPraHU3aIuu

AHaM3UpoBaTh (PaKTHUECKUE M 3aIlJIAHUPOBAaHHBIC (PMHAHCOBBIC PE3YJILTAThI
NeSTeIBbHOCTH 10 IH(POBOH TpaHChOpMAMK JOKYMEHTHPOBAaHHBIX cdep
NeSITEIIbHOCTH OPTaHU3aIUH

MaTeMaTHKO-CTaTUCTHYECKHE METO bl 00paboTKK MH(MOpMALIUN
MeTob! o1leHKH (DUHAHCOBBIX BIIOKEHUH B TPOEKTHI
[Topsimok ¥ CPOKM COCTABJICHHS OTUYETHOCTH TI0 OIOKETHPOBAHUIO
(MHAHCOBBIX CPEICTB
B0o3MOXHOCTH TPUMEHEHUS BBIYUCIUTCILHON TEXHUKH JUIS BBITIOTHCHHS
a”am3a OroKeTa
MeTo1bl HASHTU(PUKAIINY, AaHATTN3a U OIEHKHA PUCKOB
Heo6xonumele 3HaHUs | MeTobl pOPMUPOBAHUS M KOHTPOJIS OFOKETa IIPOSKTOB
MeTtonapl aHann3a GUHAHCOBO-XO03SUCTBEHHON JEATEILHOCTH OPTaHU3aAIuN
PermameHT pa3paboTKH JOKYMEHTOB MO TUIAHUPOBAHHUIO U OIOIKETUPOBAHUIO
(MHAHCOBBIX BJIOKEHUHN
JlokanbHbIE HOPMATHBHBIE aKThl OpTaHM3AlMd [0 IUIAHUPOBAHHUIO W
010 KETUPOBAHUIO
MeTonuKku BBISBICHHS OTKJIOHEHUH (DaKTHYEeCKMX TIOKa3aTeliell OrokeTa
MPOCKTA OT IUIAHUPYEMBIX

Jlpyrie
XapaKTepI/ICTI/IKI/I

3.3.5. TpynoBas pyHKIuSA

[InaHrpoBaHuE MEPONTPUATHIA TIO

BOCCTAaHOBJICHUIO U YpoBeHb

Hanmenosanue | KaTacTpodoycTOHUMBOCTH Kox | C/05.7 | (momyposenn) 7
CTPYKTYPHPOBAaHHBIX JaHHBIX U KBamuQuKaImH
MeTaIaHHBIX

IIpoucxoxaeHue Tpy1oBOi

OpuruHan X | 3aMMCTBOBAaHO W3 OpHUTHHAIA
GbyHKIHN
Kon PeructpannoHHbIH
OpUTHHAJA HOMEp
npodeccnoHaTEHOTO
CTaHaapTa
TpynoBsie necTBUS Pazpabotka crparermm  KatacTpo(OyCTOWYHUBOCTH  CTPYKTYPHUPOBAHHBIX
JaHHBIX W METQJaHHBIX  JIOKyMEHTHPOBAHHBIX CQep  eATeTbHOCTH
OpraHu3anuu

AHanu3 OHM3HEC-NPOILIECCOB OpraHU3allMd U HUX B3aUMOCBS3b C pecypcamMu
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OpraHu3aLU

OrneHka yrpo3 U ysi3BUMOCTEH B OTHOIICHHH CTPYKTYPHUPOBAHHBIX JTaHHBIX U
METaJaHHbBIX JOKYMEHTHUPOBAHHBIX Chep NesATEeTbHOCTH OpraHu3aluu
Ha3nauenue mnpHOPUTETOB [JIs BOCCTAHOBJIEHUS JaHHBIX Cpeau Ou3Hec
MIPOLIECCOB M UX MOAJIEPKKHU

CocraBrneHre nepeyHsi NPEeBEHTUBHBIX MEp JUIsl MOAJIEpKaHNsl HEMPEPHIBHOCTH
(YHKIIMOHMPOBAHHSI CHUCTEM JIOKyMEHTHPOBAHHBIX cdep eATeIbHOCTH
OpraHu3anuu

Pa3paboTtka miaHa obecrieueHUs] HEMPEPHIBHOCTU (DYHKIIMOHUPOBAHUS CHUCTEM
JIOKYMEHTUPOBAHHBIX c(ep IesATeIbHOCTH OpraHu3aluu

PazpaboTka clieHapHeB BOCCTAaHOBJICHUS [aHHBIX, MPUJIOKCHUH, CeTe W
pabounx cpell KOHEUHBIX MOJIb30BaTeNeH B ci1y4yae cO0sl U aBapuu
[IpoBeneHne HHCTPYKTaXxa BceX paOOTHUKOB OPTaHU3AIUH 110 TUIAHY JACUCTBHUMA
B cilydyae cOOsl WM aBapuu CHUCTEM JOKYMEHTHPOBAHHBIX cep NesATeIbHOCTH
OpraHu3alu

OObecrieueHue pETyJIspHOrO TECTUPOBAHUSA M COIVIACOBAHHOW MOJAEPKKHU
CUCTEM JIOKYyMEHTUPOBAHHBIX c(hep NeaTeTbHOCTH OPTaHU3aIiH

AkTyanuszanus. IUlaHA W CLeHapueB  oOecledeHHs  HENpPephIBHOCTH
(YHKIIMOHHPOBAHMSI CUCTEM JOKYMEHTHPOBAHHBIX c(hep NeATCILHOCTH B CBSI3U
C U3BMEHEHUSIMUA B OpraHu3aluu

Ompenenienne W corjiacoBaHue OOS3aHHOCTEH MOKHOCTHBIX JIMI[ M TUIAHOB
NEHCTBUM CTPYKTYPHBIX MMOAPA3ICICHUN B CUTYaLIUSAX aBapUU WK cO0s
OcCylIecTBISATh IJIAHUPOBAHUE JAESITEIBHOCTH [0 PEUICHHIO MPaKTHYECKUX
3a/1a4, TpeOYIOIINX CaMOCTOSITEIbHOTO aHaTu3a CUTYalluu U €€ U3MEHEHUN
OcyuiecTBisATh ~ aHaNU3, I[POTHO3UPOBAHUE U  OIEHKY PHUCKOB B
ABTOMATU3MPOBAHHBIX CHCTEMaX JAOKYMEHTHPOBAaHHBIX cdep IesATeIbHOCTH
OpraHu3anuu

OcymiecTBisITh ~ BBIPAOOTKY  THUIOBBIX  CIICHAPUEB  BOCCTAHOBIICHUS
CTPYKTYpPUPOBAHHBIX JaHHBIX M METaJaHHBIX JOKYMEHTHUPOBaHHBIX cdep
JeSATETbHOCTH OPraHU3aluN

[InanupoBaTh MEHCTBHSI CTPYKTYPHBIX TMOJIpa3ieieHUui B 00JaCcTH 00eCTICUeHMS
KaTtacTpo(OyCTOMYMBOCTH CTPYKTYPHPOBAHHBIX JaHHBIX W  METaJaHHBIX
JIOKYMEHTUPOBAHHBIX c(ep NesTeIbHOCTH OpraHu3aluu

['oTOBUTH HOPMATHBHYIO JTOKYMEHTALIMIO B COOTBETCTBUU C YCTAHOBJIECHHBIMU
MpaBWJIaMU U TPEOOBAHUSIMHU

WHcTpykTrpoBath, 00ydaTh U 00€CeUnBATh MOCIEAYIONIEEe KOHCYJIbTUPOBAHUE
moJsib30Bareeil MHGOPMAIMOHHBIX CHCTEM OpraHu3allid 10 BOIpocam
obOecrieueHuss KaTtacTpoPOyCTOMYMBOCTH CTPYKTYPUPOBAHHBIX JTaHHBIX W
METaJaHHbIX JOKYMEHTUPOBAHHBIX Chep NesATETbHOCTH OpraHu3alun
3akoHOAaTeNIbHBIE 1 HOPMATHUBHBIEC TIPaBOBBIC akThl Poccuiickoit deneparu B
o0JacTu Ype3BbIYANHBIX CUTYAIUil

MeTtoapl W CpeACTBa BOCCTAHOBIEHHS pPabOTOCIIOCOOHOCTH MPOTPaMMHO-
anmnapaTHBIX CPEICTB HHPOKOMMYHUKAITMOHHON CHCTEMBbI

AJNTOPUTMBI OIIEHKH PUCKOB HH(DOPMAIIMOHHBIX CUCTEM OpraHU3aIluu
TexHUYecKue XapaKTEPUCTUKH, KOHCTPYKTUBHBIE OCOOCHHOCTH, Ha3HAUCHUE U
MpaBUjIa HKCILTyaTallMi CPEJICTB BBIYMCIUTEIBHON TEXHUKHA, KOMMYHUKAUN U
CBSI3U

[TepenoBoif oTedeCTBEHHBIN M 3apyOEKHBIN OMBIT MO TPOIeccaM, METOaM,
WHCTPYyMEHTaM aBapuiHOTO BOCCTaHOBJICHUS nH(POPMAIMOHHO-
TEXHOJIOTMYECKUX CEPBHUCOB
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TE€XHOJIOIMYECKUX HAapyLICHWM, HECYACTHBIX CIIy4aeB IO BUAAM JNEATEIbHOCTH
OpraHu3aLuu

Ilopsanox B3auMOIEHCTBUS TNOAPA3NEICHUM B  Cllydae BO3HUKHOBEHHS
HECTaHJAPTHBIX U YPE3BbIYAWHBIX CUTYALUN

OpraHu3alluOHHYIO CTPYKTYpy OpraHM3alliM U €€ IOABEIOMCTBEHHBIX
¢buranon

busHec-npouiecchl ¥ CUCTEMY B3aUMOJEHCTBUS CTPYKTYPHBIX MOAPA3AEICHUN B
OpraHu3aLu

Ilopsamox  cocTaBieHHs M COIVIACOBAaHUS  IUIAHOB  IIPOU3BOJCTBEHHO-
XO35CTBEHHON JI€ATEIbHOCTH OPraHU3aliN

[IpaBuia ¥ cTaHAApPTHI 1O 3alIMTE HHPOPMALTUU

OCHOBBl M  NPUHIMNBI  IOBBIIEHUA CTAOMIBHOCTH W HAJEXKHOCTHU
(GYHKIIMOHUPOBAHUS UH(POPMALMOHHOM UHPPACTPYKTYPHI
JOKYMEHTHPOBAHHBIX C(ep NesITeIbHOCTH OpraHnu3aluu

[lepeyenb MeTpPUK, MOATBEPKIAIONIMX YCHEIIHOCTh MPOTrpaMM oOOecreueHHs
HENPEepbIBHOCTH JOKYMEHTUPOBAHHBIX c(hep AeSTEIbHOCTH OpraHnu3allui
[IpaBuna mo oxpaHe Tpyla, MPOMBINIJIEHHON W TIOKapHOW O€30MacHOCTH,
IIPOU3BOJCTBEHHONW CAHUTAPUU U MPOTUBOIIOKAPHON 3aIIUTHI

3.3.6. TpynoBas pyHkumst

Pa3zpaboTtka monutuku 06paboTKH U

Hanmenosanune

IIpoucxoxaeHue Tpy10BOi
GbyHKIHN

3aIUTHl KOH(DHUICHIIMATIBHBIX Yposenb
Kox C/06.7 | (nomyposeHs) 7

CTPYKTYPUPOBAHHBIX JAaHHBIX U KBATH (bPIKaHI/II/I

METaIaHHBIX

OpuruHan X | 3aMMCTBOBAaHO W3 OpHUTHHAIA
Kon PeructpannoHHbIH
OpHTrHHaNa HOMeEp
npodeccnoHaTEHOTO
CTaHIapTa

TpynoBsie necTBUS

Heo0xoauMmble yMeHuUs

AHanmM3 HOPMATHBHBIX aKTOB B  o0Omacth OOpabOTKM ®  3aIlUTHI
KOH(QHUIEHIMATIBHBIX  CTPYKTYPUPOBAaHHBIX  JaHHBIX M METaJaHHbBIX
JTOKYMEHTUPOBaHHBIX c(hep NesITeTbHOCTH OpraHnu3allui

AHanmu3 TeKymHX TOTpPeOHOCTeH opraHu3aluu Mo oO0paboTKe M 3aluTe
KOHQUICHIMATBHBIX  CTPYKTYPHPOBAaHHBIX  JTAHHBIX M METaJaHHBIX
JOKYMEHTHPOBAHHBIX c(hep AesITeTbHOCTH OpraHnu3alul

PazpaGoTka, coriacoBaHne ¥ TEPUOAWYECKAS aKTyaldu3alus MOJUTHKH
00pabOTKM W 3amUTHl KOH(HICHIMATIBHBIX CTPYKTYPUPOBAHHBIX NaHHBIX WU
MeETaJlaHHBIX JOKYMEHTUPOBAHHBIX Cep ACITEIbHOCTH OPTaHU3aIIH
PazpaboTka HOPMAaTHBHO-METOAMYECKMX JOKYMEHTOB IO  pealu3alliu
MOJUTHKH O0paOOTKM W 3aIlUThl KOH(DHUICHIMAIBHBIX CTPYKTYPUPOBAHHBIX
JaHHBIX W METaJaHHBIX JOKyMEHTHUPOBAaHHBIX cdep  JesATeTbHOCTH
OpraHu3aIuu

KoHTpons BbIMONHEHUS TPEeOOBAHWH TMOJUTHKH OOpPaOOTKM ¥ 3alHTHI
KOHQUICHIMATBHBIX  CTPYKTYPHPOBAaHHBIX  JAHHBIX M  METaJlaHHBIX
JTOKYMEHTHPOBAHHBIX c(hep NesITeTbHOCTH OPraHNu3allul

Th  HOPMATHBHO-MCTOANYCCKUC — HOKYMCHTbI 10 pcajin3ainun
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MOJIMTUKA 00pabOTKM W 3alUThl KOH(PHUACHUUAIBHBIX CTPYKTYPHUPOBAHHBIX
JaHHBIX W METaJaHHBIX JOKYMEHTHUPOBaHHBIX cdep  JesATeIbHOCTH
OpraHu3aIu

Omnpenensats TpeOoBaHUS K oOecrieueHn0 MH(GOPMAlMOHHON O€30MacHOCTH U
KOH(MUIEHIIMATbHOCTH JaHHBIX

OcymiecTBiIsATh OIEHKY H KOHTPOJb KadecTBa IMpolecca YIpaBiICHHUS
nH(MOPMAIIMOHHON 6€30MaCHOCTHIO M KOH(PHIEHIIUATHHOCTHIO

OcCymeCTBISIT, aHAIU3 CHUCTEM OOpabOTKH M 3alUThl KOH(GUIECHIIUATBHBIX
CTPYKTYpPUPOBAHHBIX JAHHBIX M METaJaHHBIX JOKYMEHTHUPOBaHHBIX cdep
JeSITeTbHOCTH OPTaHU3AIIH

3akoHOAaTeNbHBIE M HOPMATHUBHBIE MPaBOBbIe akThl Poccuiickoit denepaiuu B
obmactn  wmH(pOpMarmK, WHOOPMAIMOHHBIX  TEXHOJOTHH W  3aIIUTHI
nH(pOpMaIIH, TIEPCOHANBHBIX JAHHBIX

TpeboBanust kK HHOOPMAITMOHHONW 0€301TaCHOCTH

[TpuHIUIBI TOBBILIECHUS CTAOMJIBHOCTH M HAAECKHOCTH (DYHKIMOHUPOBAHHS
nH(pOpMaMOHHON HHOPACTPYKTYPHI JOKYMEHTUPOBAHHBIX C(ep MeATeTbHOCTH
OpraHu3aIu

[TpuHUMIIBI GYHKIIMOHUPOBAHUS CUCTEM JIEKTPOHHOTO IOKYyMEHTO000pOTa
OcCHOBBI aHanmM3a W ONTHMH3AIMU TPOLECCOB HH(POPMAIMOHHOTO OOMEHa
CTPYKTYpPUPOBAHHBIMU JaHHBIMU JOKYMEHTHPOBAHHBIX c(ep IesaTenbHOCTH
OpTaHu3aIH

[Topstok MOCTAaHOBKY 33724, UX aJTOPUTMHU3ALIHS

[IpaBuna cocTaBieHHs] TEXHUYECKUX 3aJjaHUM Ha pa3pabOTKy M MOJEPHU3ALNIO
ABTOMATHU3UPOBAHHBIX HHPOPMAIIMOHHBIX CUCTEM

[Mopsimoxk pa3pabOTKM M COCTaBJICHHWE pETIaMEHTOB Ha pa3paboOTKy W
MOJIEPHU3ALIMIO0 ABTOMATH3UPOBAHHBIX NH(POPMAIMOHHBIX CUCTEM

JlokanibHble HOPMATHUBHBIE aKThl OPraHU3AIMH B 00JIACTH KauecTBa

3.3.7. TpynoBas pyHKIUSsA

Pa3paboTtka 1 BHeipeHHE CTpaTeruu

Hanmenosanune

IIpoucxoxaeHue Tpy1oBoi
byHKIIH

9 VYposeHs
o OBOU TpaHCHOpMaALIUU
bp parcopman Koxn | C/07.7 (ToypoBeHb) 7
JIOKyMEHTHPOBAHHBIX chep KBa KA
ACATCIIBHOCTH OpraHru3alnunu
OpuruHam X | 3anMCTBOBaHO W3 OpHTHHATA
Kon PerucrparmoHHsIit
OpUTHHAJA HOMED
poheCCHOHATBHOTO
cTaHaapTa

TpynoBsie neicTBUS

AHanu3 W OIeHKa WH(OPMAIMOHHBIX AKTUBOB JIOKYMEHTHPOBaHHBIX cdep
JEeSATEIbHOCTH OPraHU3aluN

AHanu3 OU3Hec-poLeccoB U (PyHKIMOHANIA MTOIPa3/IeIeHUH OpraHU3aliu
Omnpenenenre y3KHX MECT HWCIONB30BAHMS PA3NIUYHBIX HHOOPMAMOHHBIX
CUCTEM JIOKYMEHTHUPOBAHHBIX chep IedaTeIbHOCTH OpraHu3aluu

Omnpenenenne MEPCIEKTHBHBIX HAMPABICHUN Pa3BUTHUS MPOILECCOB ITUPPOBOI
TpaHchopMalu JOKYMEHTUPOBAHHBIX chep NeATeIbHOCTH OpraHu3aluu

Arraomy T A — AT S X

TpaTeriii B O0JIaCTH yHpaBJICHUA AaHHbIMU W MCTaddaHHBIMU
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JOKYMEHTHPOBaHHBIX c(ep AesITeTbHOCTH OpraHnu3aluu

PazpaboTka agMHHHCTPATHBHBIX MPOIEIYyp M PETIAMEHTOB IO BHEAPCHHIO
cTpateru  1MQpoBOH  TpaHchoOpMalMM  JOKYMEHTHPOBAaHHBIX  cdep
JeSITETbHOCTH OPTaHU3AINH

Pa3zpaboTka minaHoB Lu(ppoBOM TpaHchopManuu JTOKYMEHTHPOBAHHBIX cdep
JeSITeTbHOCTH OPTaHU3AINH

BripaboTka nmpeuioskeHuil 0 TEeXHUYECKUM PEIEHUsIM C aHaJM30M PUCKOB U
MIPOTHO30M SKOHOMHUECKOTO 3P heKTa OT UX BHEIPEHUS

Opranu3anusi OLEHKM KBaJdu(UKaluu pabOTHUKOB C LEJIbI0 ONpeAeTIeHUs
TOTOBHOCTH K  pealM3alud  CTparerud  1udpoBoil  TpanchopMarmm
JOKYMEHTHPOBAaHHBIX c(ep AesITeIbHOCTH OpraHu3aluu

Onenka 3¢Q@QeKTUBHOCTH BHEApPEHMs] CTpaTeruu JUlsl TOCIEAyoUed ee
KOPPEKTHPOBKH M aKTyaJTU3aIHH

OpraHu3oBbIBaTh paboyme MPOLECCH

OmnpenensaTs LeAu U 3a7a4u HUPPOBON TpaHCHOpMaLUU JOKYMEHTUPOBAHHBIX
cdep AeATeNbHOCTH OpraHu3aluu

AHanmu3upoBaTh ~ CTPATETHIO  YIpPaBICHHWS  JAaHHBIMH ©W  OU(POBOM
TpaHchopMaluU JOKYyMEHTUPOBAHHbIX C(ep AeATeIbHOCTH OpraHU3aluu
PazpabaTeiBaTh MpEUIOKEHUS 10 COBEPIICHCTBOBAHWIO IPOLECCOB |
aJIMUHUCTPATUBHBIX PETJIAMEHTOB JOKYMEHTHPOBAaHHBIX c(ep AeATeIbHOCTH
OpTaHu3aIH

OneHnBaTh pecypchl JUIsl COBEpIIEHCTBOBAHUS OU3HEC-Tpoliecca

dopmMupoBaTh cUCTeMy  ToKazatened  3(PQPEKTUBHOCTH 1 poBoi
TpaHchopMaluy JOKYMEHTUPOBAHHBIX C(ep AeATeIbHOCTH OpraHU3aluu
Ananu3nupoBaTh 3PPEKTUBHOCTb, OPraHU3aLlMOHHbBIE M TEXHUUECKUE YCIOBHUS B
oOmacty 1QpoBoi TpaHChOpMaLUU JOKYMEHTUPOBAHHBIX cep AeITeTbHOCTH
OpraHu3aIuu

OOOCHOBBIBaTh MPEUIOKEHUSI C  HCIOJIB30BAaHMEM KOJIWYECTBEHHBIX U
KayeCTBEHHBIX NTOKa3aTesei

CoctaBisaTh MH()OPMAMOHHO-aHATUTHYECKUE MaTepHaibl JUIsi 00O0CHOBAHUS
3(PEeKTUBHOCTH CTpATETHH B O0IACTH YIIPABICHUS JaHHBIMHU

CocraBnath MHPOPMALMOHHO-aHAIMTUYECKHE MaTepuajbl s 0OOCHOBaHUS
3¢ (deKTUBHOCTH  CTpaTerud B  00macTd  HUQPPOBOM  TpaHCchopMaruu
JTOKYMEHTHPOBAaHHBIX c(hep NesITeTbHOCTH OPraHnu3allul

3akoHOJaTeIbHbIE 1 HOPMaTUBHBIE NpaBoBble akThl Poccuiickoit denepanun B
obmactn  wmH(pOpMaruK, WHOOPMAIMOHHBIX  TEXHOJOTHH W  3aIIUTHI
uHpOpMaINH, TEPCOHAIBHBIX TAHHBIX

HammonaneHble W MEXIyHapOJHBIE CTaHAAPTHI B o0macTu 1UdPOBOI
TpaHchopMalMy JOKYMEHTUPOBAHHbIX cep AeATeNbHOCTU

MeToauKH CTpaTern4ecKoro yupaBieHus

MeTtoauk UM CpeicTBAa CHUCTEMHOTO M CTPAaTErMYECKOro aHajlusa MU
TUTAHUPOBAHHS

OCHOBBI YIIPaBJICHHS JaHHBIMU M METaJaHHBIMU JOKYMEHTHPOBAaHHBIX cdep
JeSITeIbHOCTH OpPTaHU3aINH

OCHOBBI ynpaBiIeHUs IPOEKTaMHU U U3MEHEHHUSIMU

TexHONOrMYECKHEe WHHOBALMM B OOJACTH TPHUMEHEHHS HWH(POPMAIMOHHBIX
TEXHOJIOTUH JUI JOKYMEHTUPOBAHHBIX Cep AeITeIbHOCTH OpTaHU3aIlH
OTeuecTBEHHBI M 3apyOCKHBIA OMBIT B 007acT nuU(poOBOil TpaHChopMauu
JOKYMEHTHPOBAaHHBIX c(hep NesITeTbHOCTH

Ilepeyenp U 1ieneBble 3HAYEHUS KIIOUEBBIX IOKa3zarened 3(PQPEeKTUBHOCTH B
obact unupoBoii TpaHchopMaIMK JOKYMEHTUPOBAHHBIX Cep ACATEIbHOCTU
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[Tcuxonorust AeM0BOro 00MEHNSI, KOHPIHMKTOJIOTHS
DTHKA AEJI0BOT0 OOIIEHUS

3.3.8. Tpynosas pyHkuus

Pa3zpaboTka cucTemMbl aHATUTUKH

HanmenoBanue

IIpoucxoxaeHue Tpy10BOH
GbyHKIMN

- YpoBeHb
OU@EPOBOHU TpaHCPHPOpMaAIIUH
dpooif Tparicop Kox C/08.7 | (noaypose) 7
JIOKYMEHTHUPOBAHHBIX cep KBATHHKATHH
ACATCIIbHOCTU OpraHU3alun
Opurunan X | 3auMCTBOBaHO W3 OpHTHHAJA
Kon PerucrpannonHsslii
OpHTHHaNa HOMeEp
npodeccroHanbHOro
cTaHIapTa

TpynoBeie nencTBUS

Heobxomumblie ymeHMs

Omnpenenenre 0ObEKTOB aHAIM3a U IU(PPOBBIX MOKA3aTeNel A MOHUTOPUHTA
nudpoBoit  TpaHchopMauM  JOKYMEHTHPOBAHHBIX cdep  IeATeTbHOCTH
OpTraHu3aIuu

Pa3paboTka KOHIETIIMM CHUCTEMBl AHAIUTUKH MHQPPOBONH TpaHChHOpMAITUH
JOKYMEHTHPOBAaHHBIX c(hep AesITeTbHOCTH OpraHn3alul

Pa3pabotka  CTPyKTypHI OTYETHOCTH uudpoBoil  TpaHchopMaruu
JTOKYMEHTHPOBAaHHBIX c(hep NesITeTbHOCTH OPraHnu3allul

Pa3paboTka HOPMATUBHBIX MPABOBBIX AKTOB MO MPOBEACHUIO aHATUTHUECKON
pabotsl mHudpoBoil TpaHchHopMaH JOKYMEHTUPOBAHHBIX chep MesTeTbHOCTH
OpraHHU3aIiH

ABTOMAaTH3aIMsi ~ CHCTEMBl  AHAIMTUKKA  LTUPPOBOM  TpaHchopMarum
JIOKYMEHTHUPOBAHHBIX C(hep eSATeTbHOCTH OPraHnu3aluu

AHanu3 (yHKIIMOHUPOBAHUS CHCTEMbI aHAIMTUKHU ITU(DPOBOI TpaHChHOpMAITIN
JOKYMEHTHPOBAHHBIX c(hep AesITeTbHOCTH OpraHnu3alul

KonTponb (bYHKIIMOHUPOBAHUS CUCTEMBI aHAJIUTUKU uuppoBoit
TpaHchopMalMy JOKYyMEHTUPOBAHHbIX cep ACATEIbHOCTH OPraHU3aIiH
[IpoBenenue MeponpusiTUl 1O COBEPIICHCTBOBAHUIO CHUCTEMBbl aHAJIUTUKU
uudpoBoil  TpaHchopMalM  TOKYMEHTHPOBAHHBIX cdep  AeSATEIbHOCTH
OpraHu3aIu

KoHTponb pe3ynbTaToB MPOBEACHUS MEPONPUSATHH IO COBEPIICHCTBOBAHHIO
CHUCTEMBbl aHAIIMTUKU IHU(PPOBOH TpaHcPopMauu JOKYMEHTHPOBAHHBIX cdep
JeSITeIbHOCTH OpPTaHU3aINH

Pa3pabaTpiBaTh NPOEKTHYIO M HOPMATUBHYIO JOKYMEHTAIUIO B COOTBETCTBUU C
TpeOOBaHUSIMU CTAaHJAPTOB

OOGecrieunBaTh ympaBleHUE JAOKYMEHTAMH OpraHU3ald C MpPUMEHEHUEM
aBTOMATH3MPOBAHHBIX CHCTEM

['OTOBUTH W COTNIACOBBIBATh TEXHMUYECKHE M OSKCILTYyaTallMOHHBIE JTOKYMEHTHI
CHCTEM  aBTOMATHM3allM¥  JOKYMEHTHPOBAaHHBIX  cdep  AEATeIbHOCTH
OpraHHU3aIiH

[ToaroraBnuBaTh TpeOOBaHUS K pe3ysbTaTaM aHATUTHUYECKOIO HCCIEAOBAaHUS B
COOTBETCTBHUH C CYLIECTBYIOIINMH PErJaMEeHTaMH OpTaHU3aluU

Hcnonb30BaTh METONONIOTMYECKYIO U TEXHOJIOTHUECKYI0 UHOPACTPYKTYpy s
BBITOJIHEHUS AaHATUTUYECKUX paboT
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[IpoBoaNTH aHAIN3 AJAHHBIX B COOTBETCTBUU C YTBEPKIECHHBIMU TPEOOBaHUSIMU
Oprann3oBbIBaTh Pa3pabOTKy U COTIACOBAHUE TEXHUYECKOTO 3aJaHuUs
Ocy1iecTBIATh BCE BUJIbI 1€T0OBON KOMMYHUKALIUH

[IpoBOAUTH CpaBHUTENBHBIN aHATN3 U BEIOOP METO/IOB M METOAMK aHATN3a
CocTaBisATh pEKOMEHIALUHU 10 UCII0JIb30BAaHUIO METOJOB M METOJIMK aHAJI3a
3aKkoHOJaTeNbHbIE U HOPMATUBHBIE TIPaBOBbIE akThl Pocculickoit dexepanuu B
cdepe ynpaBieHUs JOKYMEHTaMH

HanuonaneHple W MEXIyHAapOJIHbIE CTaHAAPTHI B 00JacTH yHpaBiICHUS
JIOKyMEHTaMU

Conepxanve M TOCIEIOBAaTEIbHOCTh BBINOJHEHUS 3TallOB AHAIUTHYECKOTO
MPOEKTa

CrangapTel onucaHusi OM3HEC-IIPOIECCOB

Mertogonorun pa3pabOTKM MOJAENECH MNPEeAMETHON 007acTH, METOI0JIOTHI
TECTUPOBAHUS

Mertoas! pa3pabOTKH MPOrpaMMHOTO 0OeCTIeUeHUs

Meroabl MHTEUIEKTYabHOTO aHaIM3a JaHHBIX, CTATUCTHKU, MOJIEITUPOBAHMUS,
MalIMHHOTO 00yY€HHUs U UICKYCCTBEHHOT'O MHTEJIEKTa

Meroasl M HMHCTPYMEHTAJbHBIE CPEACTBA AHAJIUTUKHU, TMOAXOJAbl K UX
BHEJIPEHHUIO B OPraHU3aliN

TexHoNOTHIO aHanM3a JAHHBIX JOKYMEHTHPOBAaHHBIX c(ep NesaTeTbHOCTH
OpraHu3aLHU

TexHONOrnIw MEXKIMYHOCTHOW M TPYIIOBOM KOMMYHHMKALIMM B JIEJIOBOM
B3aMMO/JICHICTBUH, OCHOBBI KOH(QIUKTOIOTUH

OMNBIT KCTIOJE30BAHUS aHATN3a OOJIBIITUX TAHHBIX

OCHOBBI TEOPETHUYECKOHN U MPUKIAIHON HHPOPMATUKHI

Teopernueckre U MPUKIIAIHBIE OCHOBBI aHATU3a JAHHBIX JTOKYMEHTHUPOBAHHBIX
cdep nesaTeNbHOCTH OpraHu3aluu

OcHOBBI OM3HEC-UHTEIIEKTa, TUIIBI CUCTEM OM3HEC-MHTEIUIeKTa

OCHOBBI MATEMATUYECKOT'O MOJCIMPOBAHUS

Tunel aHanM3a TaHHBIX, BUABI AaHATUTUKA

CrannapThl MPOBEICHUS aHATN3a TAHHBIX

Mertoabl MHTEpIPETALIMN U BU3YaIU3alUH JAHHBIX

Mertoas! pa3pabOTKH OTYETHON aHATUTUYECKONW TOKyMEHTAIlUN

IV. CBenenust 00 opranusanusx — pa3padoruynkax

npogeccHoOHAIBHOI0 CTAHAAPTA

4.1. OTBeTCTBeHHAs1 OPIraHU3ANUA-PA3PAOOTIHK

HIT «HammonanpHas acconuanust OPUCHBIX CIICIUATNCTOB U aIMUHUCTPATUBHBIX PAOOTHHKOBY, TOPOJT

Mocksa

(HanMeHOBaHUE OPraHU3ALNH)

Hupextop HIT «<HAOCAP» XntocueBa Jlronmuina I[lerpoBHa

(momxuOCTE M ®UO pyKOBOAMTENS)

4.2. HamMeHOBaHNsl OpPraHU3aNMii-pa3padoTYNKOB
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Accouuanuu pa3paboTuNKOB MPOTrPaMMHBIX MTPOAYKTOB «OTeuecTBeHHBIN co(hT», Topoa MockBa

OI'BOY BO «Poccuiickuil rocy1apcTBEHHBIN T'yMaHUTApHBIA YHUBEPCUTET», ropoa MockBa
Poccuiickuit Coro3z UT-nupexropos, ropox Mocksa

000 «1Cx», ropox Mocksa
00O «Takckom», ropon Mocksa

AO «MT Dxcnepr», ropox Mocksa

000 «9xkcnobdank», ropoa Mocksa

O 0 3 AN W B~ W

00O «llenTp sxcnepTu3ssl U cepTrdUKanumy, ropoa Mocksa

®OI'BIIOY «Komnemx MU Poccrmy

[a—
(=)

! O6utepoccuiickuii Knaccu(puKaTop 3aHsTHit

2 oo .
O6mepoccuiicknii KtacCU(UKATOP BUAOB SKOHOMUYECKOHN JIESITENEHOCTH

i Oomepoccuiicknii kaccudurarop npodeccuii pabounx, JOJKHOCTEH CIyXAIKX U TapU(HBIX pa3psaoB
Obmepoccuiickmii kKiraccu(hUKaTOp CIENHaTbHOCTEH 0 00pa30BaHHIO



