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B cootBeTcTBHM ¢ MMCbMOM MUHHUCTEpCTBA TPYla U COLMAIBHOM 3aIUThI PocCHiCKOM
®eneparuu ot 21.02.2020 Ne 14-3/10/B-1401, moctynuBmumM B pabouem mopsake B LleHTp
kommneTeHIun «Kaapel s udpoBoit S3KOHOMHUKW» HAIMOHAIBHOUM mporpammel «lludpoBas
skoHOMUKa Poccuiickoit ®@epepaunn» (nanee — LleHTp KommeTeHIMII) OT aBTOHOMHOM
HEeKoMMepueckoi opranmu3zauuu «L{npposas skoHOMUKa», coolIIaeM cieayolee.

[leHTp KOMIETEHIMI COrNIacOBBIBAET IOPAOOTAHHBIN MO UTOTaM 3aceaHusl SKCIEPTHOM
rpynnsl  «[Ipodeccuonanbuble  KBadu(UKALMIY MPOEKT NpodeccHoHaNIbHOro CTaHaapTa
«Cneunanuct uudpoBoil TpaHcPopMaluuu JAOKYMEHTUPOBAHHBIX cdep eATeIbHOCTU
OopraHu3aImy (Ianee — MpoeKT NpodheCCUOHAIBHOIO CTAHIAPTA).
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komrieteHnd M.A. BomommuHoit 00 omo0peHHN mMpoekTa MpodecCHOHATBLHOr0 CTaHAapTa
MIPUJIOKEHBI K HACTOSALLEMY [TUCBMY.

[Mpunoxenue: 1. Ilpoekt npodeccronanbHoro cranmapra «Crnenuaiuct udpoBoit
TpaHcoOpMallMi  JOKYMEHTUPOBAHHBIX  chep  JeSATeIbHOCTH
opranu3anun» Ha 45 1. B 1 2K3.

2. IluceMO pgupekTOpa MO PA3BUTUIO CHCTEM NPO(PECCHOHATBHBIX
kBampukanui OI'bY «BHUU Tpyma» Muntpyna Poccun -
pykoBoauTenss  dkcneptHoi  rpymmbl  «lIpodeccuonanbHbie
kBanupukauun» Llentpa xomnerenuuit M.A. Bonommuoi Ha 1 1.
B 1 3K3.
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I1. Onucanue Tpya0BbIX PYHKUIMIA, BXOAAILINX B MPO(ecCHOHAIbHbII

CTAHIAPT

(pyHKUMOHAIBLHASA KAPTA BUAA NPO(PECCHOHAIBHOM AeITEJbHOCTH)

O0o001IeHHBIE TPYIOBBIE (PYHKIHH TpynoBslie pyHKINN
YpoBeHb YpoBeHb
Kon HaumenoBanue KBaTM(UK HaumenoBanue Kon KBaTU(UK
arun aluu

Nnentudukanms v u3BICYCHUE CTPYKTYPUPOBAHHBIX JAHHBIX U METaJaHHBIX A/0LS5 5
JIOKYMEHTHPOBAHHBIX c(pep MesITeTbHOCTH OpraHU3aIHH '
CuctemaTtH3alus CTPyKTypPUPOBAHHBIX TAaHHBIX JJOKYMEHTHPOBAHHBIX cep A0S 5
JIeATEIbHOCTH OPraHU3aIMH ISl UCTIOIb30BAaHUS U XPaHEHUS

TexHoJIOrHYeCcKOE KoHTpoJIb 11€T0CTHOCTH CTPYKTYPUPOBAHHBIX JTAHHBIX U METAIaHHBIX AJ03S 5

COTNIPOBOXICHUE JIOKYMEHTHPOBAHHBIX c(hep NesITeTbHOCTH OpraHU3aliH '

uuQpoBoi Yyer wu o0ecmedyeHHe COXPAHHOCTH  CTPYKTYPUPOBAaHHBIX  JaHHBIX

A | Tparchopmanuu ) JIOKYMEHTHPOBAHHBIX C(ep AeATEeTLHOCTH, pa3MEIICHHBIX Ha O(QHUIIMATBLHBIX A/04.5 5

AOKYMCHTHPOBAHHBIX cauTax OpraHm3anuu

chep nesTenbHOCTH Kontposb 3a cobmroeHueM J0KaabHbIX MPaBUJ y4eTa U COXPAaHHOCTH A/05.5 5

OpraHu3anuur COOOITICHUH AIIEKTPOHHON MTOYTHI OPTraHU3aIIN )
KoHncynbranmonsas moanep:kka paOOTHUKOB OpTraHM3alli B IPOIEccax AJ06.5 5
1 poBoi TpaHCcHoOpMaLIMK JOKYMEHTHPOBAHHBIX cep eI TeIbHOCTH )
@®opMUpOBaHHE OTYETHOCTH IO pe3ylbTaTaMm IUGpoBON TpaHChOpMaIIUU AJ0TS 5
JIOKYMEHTUPOBAHHBIX cpep NeaTeTbHOCTH OpraHu3aIluu '

OpraHnuzaliMOHHOE Pa3zpaboTka METOOWKM OpraHW3allid CTPYKTYPUPOBAHHBIX JAaHHBIX | B/01.6 6

COIPOBOXKJICHUE METaIaHHBIX JTOKYMEHTUPOBAHHBIX c(hep AesITeTbHOCTH ’

uudpoBoi CTpyKTypupOoBaHWE [aHHBIX M METAJaHHBIX JTOKYMEHTHPOBAHHBIX cdep B/02.6 5

B | tpanchopmanuu 6 JESTEIbHOCTH OpPraHu3aluu )

JIOKYMEHTHUPOBAHHBIX Pa3paboTka opraHM3allMOHHBIX MEPOIPHUATHNA IO MPABONPEEMCTBEHHOCTH

chep neaTeTpHOCTH CTPYKTYPHUPOBAHHBIX JIAHHBIX M METAJaHHBIX JTOKYMEHTHPOBAHHBIX cep B/03.6 6

OpraHu3aluu JIeSATeIIbHOCTH




Omnpenenenue TpeOoBaHUi K UH(pOPMaLIMOHHBIM cucremMam
JOKYMEHTUPOBAHHBIX c(ep JeATEIbHOCTH IO COXPAaHHOCTH M 3allUTe B/04.6
11M(POBOro KOHTEHTa OPraHU3aLUU
PaszpaboTka MeponpusaTuii Mo 06ecrieYeHuI0 YCTOWIMBOTO TOCTyTA K
MH(OPMALIMOHHBIM CUCTEMaM JIOKYMEHTHPOBaHHBIX chep AeaTeIbHOCTH B/05.6
OpraHu3aluu
AIMUHUCTPUpPOBaHHE HHU(POBOTO KOHTEHTA IOKYMEHTHPOBAHHBIX Cep B/06.6
JIeSITeIbHOCTH OpraHHU3allun
Pa3paboTka TpeOoBaHUI K AIEMEHTaM I0JIb30BATEIbCKOT0 HHTEpdeiica
MH(OPMALIMOHHBIX CUCTEM JOKYMEHTUPOBAHHBIX ChEp IeATEIbHOCTH B/07.6
OpraHu3aluu
@opmupoBaHue (PYHKIMOHAIBHBIX TpeOOBaHWH K cHCTEeMaM LU(POBO B/0S.6
TpaHC(OpMalui JOKYMEHTUPOBAHHBIX Cep AEsITeIbHOCTH OpraHU3aliu '
Mertonuueckoe PyKOBOJCTBO  IpoleccoM IudpoBoit  Tpanchopmauu B/09.6
JOKYMEHTHPOBAaHHBIX c(hep esITeTbHOCTH OpraHu3aIllui )
XpaHeHHe M YHHUYTOXKEHHUE CTPYKTYPUPOBAaHHBIX NaHHBIX U METaJaHHbBIX B/10.6
JOKYMEHTHPOBAaHHBIX cep AesTeTbHOCTH OpraHnu3alluu '
Obecneuenue 3pPEKTUBHOCTH nudpoBoi TpaHchopmauuu B/11.6
JOKYMEHTHPOBAaHHBIX c(hep AeATETbHOCTH OpraHu3aluu '
KoHTposnb 3a cobmoieHneM KOppEeKTHOCTH TPUMEHEHMSI BUJIOB 3JIEKTPOHHBIX B/12.6
NOJIHNCEN B JOKYMEHTUPOBAHHBIX cepax NesITeIbHOCTH OpraHu3aluu '
Passutue  uum¢poBoil  TpaHchopMmalMM  JAOKYMEHTUPOBAHHBIX  chep C/01.7
JIeSATeIbHOCTH OpraHu3aluu
Kontponp 3a peanuzanueil KOJEKCOB 3TUKM LU(PPOBOH TpaHCchHopmMauu C/02.7
VYnpanenue g poBoi JOKYMEHTHPOBAaHHBIX c(hep esITeTbHOCTH OpraHu3alluu '
TpaHchopmanuen Kontpons 3a coOmogeHueM TMpaB Ha HCIOJIb30BaHWE HHGOpMAIMU C/03.7
JOKYMEHTHPOBAHHBIX JOKYMEHTHPOBAHHBIX c(hephl AesITeIbHOCTH OpraHUu3aIu )
cdep nesTeaTbHOCTH bromxetupoBanue MIPOLIECCOB g poBoit TpaHcpopMaIu C/04.7
OpraHu3aluu JIOKYMEHTHPOBAaHHBIX chep AesTeTbHOCTH OpraHu3alluu '
[InanupoBanue MEPOIPUATHI 1o BOCCTaHOBJICHUIO U
KaTacTpo(OyCTOMUYMBOCTH CTPYKTYPUPOBAHHBIX JaHHBIX W METaJIaHHBIX C/05.7

JOKYMCHTHPOBAHHBIX C(bep ACATCIIBHOCTHU OpraHru3aluu




Pa3pabotka moauTUKH OOpabOTKM W  3alUTHl  KOH(UICHIIHATBHBIX

CTPYKTYpUPOBAaHHBIX JAaHHBIX W METAJAaHHBIX JIOKYMEHTHPOBAHHBIX cdep C/06.7
JIeSITeJIbHOCTH OpraHu3aliy

Pa3pabotka ¥  BHeApeHHs cTparterud HUQpPoBOH  TpaHchopmaruu C/07.7
JOKYMEHTHPOBAaHHBIX c(hep eI TeTbHOCTH OpraHu3aIllui )
Pa3paboTka CUCTEMBI aHAJINTHKH g poBoi TpaHchopmaru C/08.7

JOKYMCHTHPOBAHHBIX cq)ep ACATCIILHOCTH OpraHu3aluu
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III. XapakTrepucTnka 00001IeHHBIX TPYAOBbIX QYHKIMA

3.1. O0o0mennas TpyaoBasi pyHKuus

TexHoJI0rHUECKOE CONPOBOXKICHHE ITU(POBOI y
OBEHb
H K P
auMeHoBaHHe | TpaHC(OPMALIMU JTOKYMEHTHPOBAHHBIX cep on A S —— 5)
JACATCIIbBHOCTH OPIraHU3aliin
IIpoucxoxnenue Opuruzan X 3auMCTBOBAHO U3
0000 IEHHOM TPYI0BOU OpUTHHANIA
GbyHKIIIH
Kon Perucrpanuonsslii
OpHUTHHAaJa HOMEp
podecCHOHATBHOTO
CTaHIapTa
Bo3MoxxHBIE CHGHI/IaJ'II/ICT o I_[I/I(l)pOBI/I?)aHI/II/I JOKYMCHTAIITHOHHOI'O obecnieyeHus
HanMMCHOBAaHMUA YHpaBJICHUAA,
JOJKHOCTEH, Crnermanuct o paboTe ¢ JaHHBIMH TOKYMEHTHPOBAHHBIX c(hep IesITeTbHOCTH;
npodeccuit Crnemuanuct mo mudpoBU3ALMKM JTOKYMEHTOOO0OpOoTa M paboTe ¢ JaHHBIMHU

AOKYMCHTHUPOBAHHBIX cq)ep ACATCIIbHOCTH

TpeboBanus k
00pa30BaHMIO
00y4eHHIO0

Cpennee mnpodeccroHanbHOE 00pa3oBaHUE — MPOrpaMMbl  MOATOTOBKH
CHEIMAINCTOB CPETHETO 3BEHA

1501851

Cpennee mpodeccronanbHoe oOpa3zoBaHue (HE MPOGUIBLHOE) — MPOrPaMMBbI
MOJTOTOBKMA  CHEIHAIMCTOB  CPEJAHEr0  3B€HA M JIOTOJIHUTEIBHOE
npodeccuoHanbHOe  O0pa3oBaHWE — MPOrpamMMbl  MpodecCHOHATBLHON

NEeperoAroToBKHU 1o HpO(I)I/IJ'IIO ACATCIIbHOCTH.

TpeGoBaHMS K OIIBITY
MPaKTUYECKOU PabOTHI

He menee ogHoro roja B o6nact paboThl ¢ JaHHBIMH M WH()OPMALMOHHBIMH
00BEKTaMHU TOKYMEHTHUPOBAHHBIX CEp ACATEIBHOCTH OPraHN3aIu

Oco0ble ycinoBus
JIOITyCKa K paboTe

[TpoxoxaeHne obydeHust MmepaM WHPOPMAIIMOHHON OE30MACHOCTH U YCIOBUSM
KOH()HMICHITNATBHOCTH JIEATEIBHOCTH 110 COOTBETCTBYIOIIEH Iporpamme,
MPOXOXKJICHUE MIEPBUYHOTO HHCTPYKTaXKa 10 WH(OPMAITMOHHON 0€3011acHOCTH
U YCJIOBUSAM KOH(DHICHIINATBHOCTH JIesATeIbHOCTH (6)

Apyrue
XAPAKTCPUCTUKH

JlononHuTENFHOE TPO(PECCHOHAIIBHOE 00pa30BaHUE — MPOTPAMMBbI TTOBBIIIICHUS
KB UKAIUU 10 PO UITIO ASITEILHOCTH HE PEKE OJHOTO pasa B TPU rofa

JlononHUTEeIbHBIE XapaKTEPUCTUKHU

HaumenoBanue Ko HanmenoBanue 6a30B0ii IpyIIIbI, JOHKHOCTH
JTIOKYMEHTA A (mpodeccun) wim crienuaabHOCTH
OK3 3343 AJIMUHUCTPATUBHBIN U MHON UCIIOJIHUTEIbHBIN
CpPEIHETEXHUYECKU I MIEPCOHA
EKC - JIOKyMEHTOBE/
OKIIATP? 20193 ApxuBHCT
26541 CrenmainucT

3 O6wepoccuiickuii knaccuduratop mpodeccuii pabounx, JOIKHOCTEH CIYKAIMX U TAPUPHBIX paspsaaoB




OKCO*

2.09.02.04 HNudopmanmoHHbIe CUCTEMBI (ITO OTPACTISIM)

2.09.02.05 [Tpuknagnas napopmatuka (o 0Tpacisam)

7.46.02.01 JlokymeHTanmoHHoe oOecrieueHue ynpaBIeHUs U
apXHBOBEJICHHE

3.1.1. TpynoBasi pyHkuus

HaunmenoBanue

IIpoucxoxnenue TpynoBoi
GbyHKIIHA

I/II[CHTI/I(I)I/IKB.I_II/IH u HU3BJICUCHUC v
OBEHb
CTPYKTYPUPOBAHHBIX JAHHBIX U METaJIaHHbBIX Kon | AJOLS (HIZ)JJypOBeHb) 5
JTOKYMEHTUPOBAHHBIX cdep AeITeIbHOCTH KBaJTH UK
OopraHu3anuu
Opurasan X 3auMCTBOBAHO U3
OpHUTrHHaJa
Kon PerucrpannoHHbli
OpHUTHHaJa HOMEp
podecCHOHATBHOTO
CTaHJapTa

Tpynossle nencTBUA

Nnentudukanus CTpyKTypUPOBAHHBIX TaHHBIX, MOCTYHNAIONIMX M3 BHEIIHUX
MCTOYHUKOB HH(GOpMAMKM JUIsI JIOKYMEHTHPOBAHHBIX CQep AeSITEIbHOCTH
OpraHu3aluu

W3pnedenne CTPyKTypUPOBAHHBIX JaHHBIX W3 BHENIHMX HMCTOYHUKOB
nHGOpPMAINH [T JOKYMEHTHPOBAHHBIX C(ep AEATeIbHOCTH OpTaHU3aIIH
dopmMHupoBaHHE CTPYKTYPUPOBAaHHBIX JAHHBIX JOKYMEHTUPOBAHHBIX cdep
ACATCIIbBHOCTHU OpraHru3alliid B COOTBCTCTBUC C Tpe6OBaHI/IHMI/I ME€TaMOacInu
JaHHBIX

3arpy3ka  CTPYKTypUPOBaHHBIX  JaHHBIX  JIOKYMEHTHPOBAaHHBIX  cdep
NESTeIBbHOCTH  OpraHM3alli B  WH(QOPMALMOHHBIE CHCTEMBI  (py4Has,
ABTOMATU3UPOBAHHAA UJIU aBTOMaTI/I‘—IGCKaSI)

KoHTponb  KOpPpEeKTHOCTH  3arpyK€HHBIX  CTPYKTYPHPOBAaHHBIX  JaHHBIX
JAOKYMCHTHPOBAHHBIX 0(1)ep JACATCIIBHOCTU OpraHu3aliun

Hactpoiika BHYTpeHHUX CBs3edl Mexay WHGOPMAIMOHHBIMU  OJIoOKamMu/
CTpaHUIIAMU B CUCTEME yIPaBIEHUS KOHTEHTOM

Heob0xoaumsie
yMEHUSA

[lonb30BaThCs MEpPCOHANBHBIM KOMIIBIOTEPOM U €r0  NepuQepuiHbIMU
YCTPOMCTBaMH, OPTTEXHUKOH

Hcnonp30BaTh crienMaan3upoOBaHHbBIE TPOrpaMMHBIE NMpUIokeHUs U VHTepHeT
JUTSL BBINIOJIHEHUS pabounx 3a/1a4 uudposoit TpaHcpopMaluu
JTOKYMEHTUPOBaHHBIX chep AesITeTbHOCTH OpraHU3aluu

PaboraTp c 60JIbIIIM MacCHBOM UH(POPMAIMOHHBIX TAHHBIX
JOKYMEHTUPOBAHHBIX c(hep AesATeTbHOCTH

[IpumeHsTH METOIBI pabOTHI C hOpMaMHU, SITEKTPOHHBIMU TAOIUIAMH, JaHHBIMU
Y METaJaHHBIMH JJOKYMEHTUPOBAHHBIX cep AeATeTLHOCTH OpraHnu3alluu
[IpumensTe MeToAbpl paboTel ¢ HMHPOPMALMOHHBIMM  OazaMH  JIaHHBIX
JTOKYMEHTUPOBAHHBIX c(hep AesITeTbHOCTH OpraHu3aluu

4 O6mepoccuiickuii Knaccu(GUKaTop CIENUATbHOCTEN M0 0OPa30BaAHUIO



HCOGXOI[I/IMLIC 3HaHHUA

Hpyrue

XApPaKTCPUCTHUKU

PaGorats ¢ oOopynoBaHMEM /Il CKAHMPOBAaHUS H300paKEHUM: CKaHEPOM,
MHOTO()YHKIIMOHATBHBIM YCTPOHCTBOM, (poTOKamepoi

PaGotaTs B rpaduyeckux pegakropax

OOpabaTbIBaTh pacTpOBbIE W BEKTOPHBIE M300pa)K€HUS: MAacIITaOHpPOBATH,
KaJIpUpOBaTh, N3MEHSATh Pa3pelICHNE U MATUTPY, KOMIIOHOBATh H300paskeHUS
PaGoTtaTh ¢ TEKCTOBBIM pPEIAKTOPOM

[IpuMeHSATh TEXHOJNOTHUH pa3MEIleHUs M Tepenadyd WHPOpMaIlMU B CETAX
WNHTepHeT/uHTpaHeT

Pa3memate MynbTUMeAUHHBIE O0BEKTHI B MH(OPMAIIMOHHBIX CUCTEMAaX
3amonHATh BeO-(POpMBI JOKYMEHTUPOBAHHBIX C(hep ACITEIbHOCTH OPTaHN3aAIHH
Hcnonp30BaTh MOMCKOBBIE CHCTEMBI

TexHHKO-IKCIUTyaTallMOHHBIE XapaKTEPUCTUKN, KOHCTPYKTUBHBIE OCOOCHHOCTH,
Ha3HA4eHHUE M PE&KHUMbI pabOThl 000OpPYNOBAHMS, MpaBWIIA €ro TEXHUYECKOH
SKCIUTyaTalluu

TexHonorust MexaHU3UPOBAHHOH 00padOTKK HH(POPMAIMN TOKYMEHTHPOBAHHBIX
cdep aesaTeIbHOCTH OpraHu3alun

Bunbl Texarngeckux Hocutesei nadopmarim

Metonsl KinaccuuKay ¥ KOAWPOBAHUS WHPOPMAIMK TOKYMEHTHPOBAHHBIX
cdep aesaTeabHOCTH OpraHu3alun

CrannmapTel, CHCTEMBI CUUCIICHUH, M(POB U KOAOB TOKYMEHTHPOBAHHBIX cep
NeSITeIbHOCTH OpraHU3alun

[IpuHIMIBI OpraHu3auy HHPOPMAIIMOHHBIX 0a3 TaHHBIX

XapaKTepUCTUKH U pacpocTpaHeHHbIE popMaThl rpapuueckux ¢ailnos
OCHOBBl KOMIIBIOTEPHOM TIpa(uKh, METOJbl IpEACTaBIECHUS U 00pabOTKU
rpaduyeckoit HHGOpMaUH

TpebGoBaHuUs K XapakTepuCTUKaM H300paXEHU ITPH pa3MEeIlIEeHUH Ha BeO-caiiTax
Texuuueckue cpeacTra coopa, 06pabOTKH U XpaHEHHs] UH(OPMAITH

CTpyKTypy OpraHM3alid U TOPSIOK PACIpe/esieHUs] MOJTHOMOYUN MEXIy ee
CTPYKTYPHBIMHU TOJPA3JEIEHUSIMH U JOJKHOCTHBIMH JIUIIAMU

[lpuHIUOBl pasrpaHUYeHUs NpaB JOCTyNa K HHPopMamuu, obecredyeHue
nH(pOpMaIIMOHHON 6€301MacHOCTH

[lpuHIMOBl W METOABI  YNOPSANOYEHHUS  CTPYKTYPUPOBAaHHBIX  JIAHHBIX
JOKYMEHTUPOBAHHBIX C(ep AeATeIbHOCTH OpPTaHU3allMi ¥ MH(POPMALMOHHBIX
MoKasaTesiel OpraHu3aiuu

Kputepun OIeHKM KayecTBa BBINOJIHEHHUS PYUYHBIX M aBTOMATHU3UPOBAHHBIX
orepanuii Mo WACHTH(PUKAIMHA U U3BJICYCHUIO CTPYKTYPHUPOBAHHBIX JaHHBIX U
METaJIJaHHBIX JOKYMEHTHPOBAHHBIX cep IeATeIbHOCTH OPraHu3aluu
TpeGoBanus oXpaHbl TpyAa U MOKAPHOU OE30M1aCHOCTH

3.1.2. TpynoBasi pyHkuus

HanmenoBanme

CucremaTu3anus CTpyKTypHUPOBAaHHBIX

YpoBeHb
AHHBIX JTOKYMCHTHUPOBAHHBIX C(PEC
. AOKYMEHTHP (bep Kox | AJ02.5 | (nomyposer) 5
ACATCIIBHOCTHU OpFaHI/I3aHI/H/I JJIA KBaJ'II/I(i)I/IKaLII/II/I

HCIIOJIb30BAHWA U XPAaHCHUSA




IIpoucxoxnenue TpynoBoi
byHKIIIN

3anMMCTBOBaHO U3
OpuruHan X

TpynoBble nencTBUA

opurHHaa
Kon PeructparroHHbIA
OpHUTHHaja HOMEp
poheCCHOHATBHOTO
CTaHJapTa

Knaccudukanus w  MHIEKCUpOBaHME  CTPYKTYPHPOBAHHBIX  JAaHHBIX
JIOKYMEHTHUPOBAaHHBIX c(hep AeATEIbHOCTH OpraHu3aluu

dopmanuzanus u HOpMaJHn3anus CTPYKTYpPUPOBaHHBIX TAHHBIX
JOKYMEHTHPOBAaHHBIX C(hep AeATEIHbHOCTH OPraHu3allun
Homunanenas,  mpenMeTHass M XpOHOJIOTHYECKas  KiacCU(UKalus

CTPYKTYpPUPOBAaHHBIX JAHHBIX JIOKYMEHTHPOBAaHHBIX cdep AesITeIbHOCTH
OpraHu3anuu

Pacripenenenne  CTpyKTypHpOBaHHBIX ~ [JaHHBIX IO  HOMEHKJIAType
JOKYMEHTUPOBAHHBIX c(hep AesITeTbHOCTH OpraHU3aluu

[IpoBepka CpOKOB JEHCTBUSI W XpPAaHEHUS CTPYKTYPUPOBAaHHBIX JaHHBIX
JOKYMEHTUPOBaHHBIX chep AesTeTbHOCTH OpraHU3aluu

Benenue peectpa JOKyMEHTUPOBAaHHBIX CEP AEATEILHOCTH

Heo0xonnmsie
yMEHUs

Heo0OxoanMmele 3HaHUA

[IpoBoauTe  JOrMYecKyr0  00pabOTKYy  CTPYKTYpUPOBAaHHBIX  JTAaHHBIX
JTOKYMEHTUPOBAHHBIX c(hep AesITeTbHOCTH OpraHu3aluu

@opmupoBath  MHPOpPMAIMOHHBIE  OOBEKTHI W3  MPEIOCTABICHHBIX
CTPYKTYPUPOBAaHHBIX JAHHBIX JIOKYMEHTHPOBAaHHBIX c(ep AesITeIbHOCTH
OpraHu3aluu

OneHuBaTh IMOJHOTY M  JOCTaTOYHOCTh CTPYKTYPUPOBAHHBIX JaHHBIX
JOKYMEHTHPOBAaHHBIX c(hep AesTeTbHOCTH OpraHU3aluu

Hcnonp30BaTh crienManu3upoOBaHHbIE IPOTPAMMHBIE TIPUIIOKEHUS U VIHTEpHET
JUIs  BBINOJHEHUs  pabounx  3amad  uudpoBoil  TpaHchopmanuu
JTOKYMEHTHPOBAHHBIX c(hep AesITeTbHOCTH OpraHu3aluu

[IpoBoauTh WHBEHTAPHU3AIHIO CTPYKTYPHUPOBAHHBIX JTAHHBIX
JOKYMEHTUPOBaHHBIX c(hep AesITeIbHOCTH OpraHU3aluu

@opMHUPOBATH OTYETHOCTD IO YUETY M XPAHEHHUIO CTPYKTYPUPOBAHHBIX JTaHHBIX
JOKYMEHTHUPOBaHHBIX chep AeATeIbHOCTH OpraHu3alun

3aKkoHOAATENIbHBIE 1 HOPMATUBHBIE ITPaBOBbIE aKThl Poccuiickoil Penepannu B
00J1acTH ynpaBiIeHHUs JOKYMEHTaMU

3aKOHO/IaTeJIbHbIE U HOPMATHUBHBIEC MPaBOBbIE akThl Poccuiickoit Peaepanuu B
obmactu  uH(popManuy, HMHOOPMALMOHHBIX TEXHOJOTMH U 3aIIUTHI
nH(pOpPMAaIIH, TIEPCOHABHBIX TaHHBIX, HUPPOBON TpaHCchHopMauu

CranzmapTtel M METOJUKU ONMCAHUS, KIACCUPUKALMM M HHACKCHUPOBAHUSA
CTPYKTYpPUPOBAaHHBIX JAaHHBIX JIOKYMEHTHPOBAHHBIX cdep JesITeIbHOCTH
OpraHu3anuu

CraHzmapTel M METOAMKHM OLICHKM KayecTBa CTPYKTYpUPOBaHHBIX JaHHBIX
JOKYMEHTUPOBAaHHBIX c(hep AesITeTbHOCTH OpraHu3aluu

CranzmapTel 1 METOTUKHU YTIPABICHUS JTOKYMEHTaAMH

Crioco0b! cucTeMaTU3aluu CTPYKTYPUPOBAHHBIX IAHHBIX JTOKYMEHTHPOBAHHBIX
cthep AesITeTLHOCTH OPTaHU3AIIN

[puHIIMTIBL OpTaHN3au WH(POPMAIIMOHHBIX 0a3 TaHHBIX

OO1Me NpUHIMIIBI pa3rpaHUYCHHS IPaB JOCTYIA K HH(POpMAIH, oOecreueHre
nH(POPMAITMIOHHOHN 0€301TacHOCTH
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Texuuyeckue cpeactBa cOopa, oOpabOTKM M XpaHEHUS CTPYKTYPHUPOBAHHBIX
JaHHBIX JOKYMCHTHUPOBAaHHBIX C(’pep ACATCIIbBHOCTU OpraHru3allnnu

[IpaBuia BelneHUsT PEeCTPOB CTPYKTYPUPOBAHHBIX IAHHBIX M METaJaHHBIX
JOKYMEHTHUPOBaHHBIX c(hep AeATEIHbHOCTH OpraHu3allun

TpeOoBaHus OXpaHbl TPyAa U MOKapHON 0€30MacHOCTH

Hpyrue

XapaKTePUCTUKU

3.1.3. TpynoBasi pyHkuus

KonTpons nenoctaoctr v
OBEHb
HanMeHoBame CTPYKTYPHPOBAHHBIX JAHHBIX U MCTAaJJaHHBIX Kox | AJO3.5 (le) JIypOBEHE) 5
JOKYMEHTUPOBaHHBIX chep AeATEIbHOCTU KBanIHKATIH
opraHus3anuu
[Ipoucxoxnenue TpynoBon Opurunan X 3aMMCTBOBAHO U3
GbyHKIIH OpHUTHHAJIA
Kon Perucrpanuonsslif
OpHUTHHAJA HOMED
podecCHOHATBHOTO
CTaHIapTa

TpynoBbie aercTBUS

Heo0Oxonumsie
yMEHUS

@dopmupoBaHHE IEIOCTHOCTH CTPYKTYPHUPOBAHHBIX JAaHHBIX M METAaJaHHBIX
JTOKYMEHTUPOBAaHHBIX c(hep AesITeTbHOCTH OpraHu3aluu

dopMHUpOBaHHE IIEIIOCTHOCTH CTPYKTYPHPOBAHHBIX TaHHBIX M METaJaHHBIX
JTOKYMEHTHPOBAHHBIX chep NesaTeTbHOCTA OpraHU3aI|K 1T0CIIe aBapuii U cO0eB
Haxoxnenne u ¢ukcanus dakra c6os B pabore MHPOPMAIMOHHBIX CHUCTEM,
00pabaThIBAOIINX CTPYKTYPUPOBAHHBIC aHHBIE JOKYMEHTHPOBAHHBIX cdep
NeATeIbHOCTA OPTaHU3aluu

Haxoxnennme u ¢Quxcanus ¢akrta HECaHKIMOHWPOBAHHOTO YHUYTOXKEHUS,
MEePEMEIICHHNS, NCKKEHHUS CTPYKTYPHPOBAHHBIX JTaHHBIX JTOKYMEHTHPOBAHHBIX
cdep AeATeTLHOCTH OpTaHU3aAIINH

[IpuMeHsTh aBTOMAaTH3UPOBAHHBIE CPEICTBA KOHTPOJSI COCTOSIHHUS 0a3 JaHHBIX
JTOKYMEHTHPOBAHHBIX chep AeTeTbHOCTH OpraHu3alin

Pa3pabateiBaTh 0a3bl JAaHHBIX JIOKYMEHTHPOBAHHBIX cdep AeATelIbHOCTH
OpTaHU3alUU B OCYIIECTBISATh KOHTPOJIb X BEICHUS

Co3naBathb CUCTEMY UH/IeKCallu1 CTPYKTYPHPOBaHHBIX JTaHHBIX
JOKYMEHTUPOBAHHBIX c(ep NeATeTbHOCTH OPraHM3allii U HCIOJIb30BaTh €€ B
WH(POPMAITIOHHO-CTIPABOYHBIX LIEJISIX

[lpuMeHsATH  SI3BIKK W CUCTEMbl  NPOTrpaMMHUpPOBaHUS  0a3  JaHHBIX
JOKYMEHTUPOBAaHHBIX c(ep IesITeIbHOCTH OpraHu3aliyd IS ONTHMHU3ALUU
BBITIOJTHEHUS 3a1IPOCOB

MogenupoBaTb ~ yrpo3bl  IIEIOCTHOCTH  CTPYKTYPUPOBAaHHBIX  JITaHHBIX
JOKYMEHTHPOBAHHBIX c(hep AesITeTLHOCTH OpraHu3alluu

Pa3pabaTtbiBaTh IpoLIeAypHI 10 00ECTICUSHHIO LIETIOCTHOCTH CTPYKTYPHPOBAHHBIX
JAHHBIX JTOKYMEHTUPOBAHHBIX C(ep ACITEIbHOCTH OpTaHU3aIHH
Pa3pabateiBaTh  periaMeHTHPYIOIIME JOKYMEHTBI B  COOTBETCTBUH  C
TpeOOBaHUSIMH HOPMATHUBHBIX MPABOBbIX aKTOB



Heo0OxoanMmble 3HaHUSA

Hpyrue

XApPaKTCPUCTHUKHU
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@dopmynupoBath TpeOOBaHUST HAa pa3pabOTKy mporexyp oOecrieueHus
[IEJIOCTHOCTH ~ CTPYKTYPHPOBAHHBIX JAHHBIX JIOKYMEHTHPOBAaHHBIX  cdep
JESITeTbHOCTH OPTaHU3aINN

3akoHOJaTeNbHBIE U HOPMATUBHBIC MPaBOBbIe akThl Poccuiickoit denepanuu B
obmactu nHOpMaImu, HHPOPMAITMOHHBIX TEXHOJIOTHH 1 3aIIUTHl HH(POPMAIIHH,
MepCOHATBHBIX JaHHBIX, ITUGPOBOM TpaHCHopMaIuu

3akoHOJAaTEeNbHBIE U HOPMATUBHBIC TMPaBOBbIe akThl Poccuiickoit Deneparuu B
chepe ynpasieHus: JOKyMEHTaMH

MeTtoanveckue TOKYMEHTHI U HAIIMOHAJBHBIE CTAHIAPTHI B 00JIACTH YIIPABICHHS
JTOKYMEHTaMH U UCTIOJIb30BaHUS MHPOPMAIIUU B OpraHU3aluN

OcHOBHBIE ~ TIOKazaTenu  paboThl  0a3  CTPYKTYPHPOBAaHHBIX  JIaHHBIX
JOKYMEHTUPOBAaHHBIX cdep AesITeNbHOCTH B WH(GOPMAIMOHHBIX CHCTEMax
OpraHu3aIuu

OCOOCHHOCTH peai3aliy CTPYKTYPhI JaHHBIX M YIPABICHHUS METaJaHHBIMH B
0a3ax JaHHBIX TOKYMEHTHUPOBAHHBIX cep ACITeTbHOCTH OpraHU3aIuu
ApPXUTEKTypa CHCTEM XpaHEHUS U 00pabOTKH WHPOPMAIIUU B BO3MOXHOCTH HX
B3aUMO/ICHCTBUS

Mognensn u CTPYKTYpbl JaHHBIX JOKYMEHTHPOBAaHHBIX cep AesITeTbHOCTU
OpraHu3aIuu

OcHOBBI  SI3BIKOB M CHCTEM  TNPOTPAaMMHpOBaHUS  0a3  JaHHBIX
JOKYMEHTHUPOBAaHHBIX C(hep AeATEITHBHOCTH OPraHu3allun

CoBpeMeHHBIE METOIBI U CPEJICTBA YIPABICHHS CTPYKTYPUPOBAHHBIMHE JJaHHBIMA
B JOKYMEHTUPOBAHHBIX c(hepax IesTeNbHOCTH OpraHu3alluu

OCHOBBI TIOCTPOCHUS PEIISAIIMOHHBIX 033 TAaHHBIX

JlokanbHbIC HOPMATHBHBIC AKThI B 00JIACTH WHPOPMAIIMOHHOTO B3aUMOICHCTBHS
CTPYKTYPHBIX TIOJIpa3/IeICHUI OpraHu3aIH

[paBuia paboTHI ¢ TOKYMEHTaAMH OPTaHU3AIINHY, YCTAHOBIICHHBIE €€ JIOKAIbHBIMU
HOPMATHUBHBIMU aKTaMH

[TpaBwia u mopsAaok GopMHPOBAHUS U yueTa 0a3 TaHHBIX JOKYMEHTHPOBAHHBIX
cdep nesTeTbHOCTH OpTaHU3aluH

TpeboBaHus 0XpaHbI TPyAA U MOKAPHOHN O€30MaCHOCTH

3.1.4. TpynoBasi pyHkuus

VY4et u obecrieyeHue COXPaHHOCTU

CTPYKTYPUPOBAHHBIX JAHHBIX VpoBeHs
HammMenoBanue JOKYMEHTHUPOBaHHBIX C(hep AeATEIbHOCTH, Kon | A/04.5 (TmomypOBEHB) 5

pa3MeIeHHbIX Ha O(pUIMANTBbHBIX caliTax KBaHUKaLmH

OpraHU3aIuu

[Ipoucxoxnenue TpynoBon
GbyHKIIHHA

3auMCTBOBAHO M3
OpurvHan X

OpUTHHAaNa
Kon Perucrpanuonsslii
OpUTHHaNa HOMeEp
podecCHOHATBHOTO

CTaHJdapTa



TpynoBsie neiicTBus
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Co3maHue M ydeT pPEe3epBHBIX KOMHMM  CTPYKTYpUPOBAHHBIX  JaHHBIX
JOKYMEHTHPOBAaHHBIX c(ep IesATeIbHOCTH, pa3MENIEHHBIX Ha calTe, Tocle
Ka)J0r0 U3MEHEHUS U UX COXPAaHHOCTh

dopmanuzalis CTPYKTYPHUPOBAHHBIX JaHHBIX JOKYMEHTHPOBAaHHBIX cdep
NEATEILHOCTH JJIsl pa3MeIeHUs Ha O(DUIMAIBHOM CaliTe OpraHU3aIinu
®opMupoBaHHE TPEUIOKEHUN 00 ymydmeHun padoThl OPHUIMATBHBIX CaHTOB
Opra"u3aluu

JlokyMeHTupoBaHuE paloT MO Y4YEeTy M YNPaBICHHUIO CTPYKTYpUPOBAHHBIMU
JaHHBIMU JOKYMEHTHUPOBAaHHBIX cep MAesITeTbHOCTH B HHGOPMAIMOHHBIX
pecypcax Ha caiTe OpraHu3alyu

Heo0Oxoanmeie
yMEHUs

[Ipumensate Metoasl paboTel C ¢dopmMamu, dSIEKTPOHHBIMH TaOJIMIIAMH,
MH(}OPMAITMOHHBIMU 0azamu CTPYKTYpHUPOBaHHBIX TaHHBIX
JAOKYMCHTHPOBAHHBIX C(bep ACATCIBHOCTU OpraHu3aliun

Pa3memate 1 OOHOBIIATH CTPYKTYpUPOBAHHBIE TaHHBIC JOKYMEHTHPOBAHHBIX
ctep AesITenbHOCTH Ha O(QHITMATBFHBIX CaliTaX OpraHU3alluy 4epe3 CUCTEMY
yIpaBIeHUSI KOHTEHTOM

Bectu  yuer  wcTOopM =~ HM3MEHEHMH  CTPYKTYPHUPOBAHHBIX  JIAHHBIX
JOKYMEHTUPOBAaHHBIX cep nesTenbHOCTH Ha OQUIHANBHBIX  caiTax
OpraHu3aIuu

H606XOI[I/IMLIG 3HaHHUA

TpeOoBaHnus K XapakTepUCTUKaM H300pakeHUM TpHU pa3MeleHMH Ha
o(unMaIbHBIX caiiTaXx OpraHu3aluu

bazoBbie MpUHIIMTIBI OpTaHU3AIMH HHPOPMAIIMOHHBIX 0a3 TaHHBIX

Crnenuduka 1 TeMaTika o(pUIIHaIbHBIX CAWTOB OPraHU3alluy, X 1IeJH, 3a/1a41 U
Ha3HAYCHUS

ba3oBble  TEXHUKO-3KCIUTyaTALlUOHHBIE XAPAKTEPUCTUKH, KOHCTPYKTHBHBIE
0COOEHHOCTH, Ha3HAYCHUE U PEKUMBI pPaOOThI 000PYIOBAHUS

[IpaBuiia TeXHUYECKOI 3KCIUTyaTaliu 000pyA0BaHUs

OCHOBHbBIE IPUHIUIIBI TEXHOJIOTHI CO3aHUs BEO-peCypcoB

OCHOBBI THIIEPTEKCTOBON Pa3METKH

ba3oBble MeTO/BI peleHus 3a/1a4 110 CO3AaHUI0 U PEeAAKTUPOBAHUIO KOHTEHTA
OcHoBbI HTHGOPMALIMOHHOM 0e30TTaCHOCTH

TpebGoBaHus OXpaHbI TPyJa U MOKAPHON 0€30MaCHOCTH

Hpyrue
XapaKTEPUCTUKHU

3.1.5. TpynoBasi pyHkuus

KonTpounsb 3a cobmoieHueM JI0KambHbIX YpoBeHb
Haumenosanue MIPaBWJI y4eTa U COXPAHHOCTH COOOIICHHIA Kon | A/05.5 (momypoBeHs) )
AIEKTPOHHOU MOYTHI KBaHUKaIMu
IIpoucxoxnaenue T BOI AUMCTBOBAHO U
POHCXOKICHHE TPYAOBO Opurmaan X 3aHMCTBOBAHO U3
GbyHKIIH OpuruHai€a
Kon Perucrpanuonsslii
OpuruHalia HOMEp
po(heCCHOHANTBHOTO
craHzapra

TpynoBsle nencTBus

PazpaboTka 1 momnepkaHue B aKTyaIbHOM COCTOSTHUH JIOKAJBHBIX ITPaBUJI yUeTa
Y COXPaHHOCTH COOOIIEHU JIEKTPOHHOM MOYTHI



HeoOxoaumeie
yMEHUS

HeoOxomnMble 3HaAHUSA

Hpyrue

XapaKTEepPUCTUKU
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HNudopmupoBanre paOOTHUKOB OpraHM3allid O TMPaBWIAX U MOPSIKE
VCTIOJTHEHHSI IOKAJIBHBIX MPABUJI Y4€Ta M COXPAaHHOCTH COOOIIEHHH SIEKTPOHHOM
HOYTHI

BrisBienne (akToB HapymIeHHWH JIOKaJIbHBIX IMPAaBWJI y4eTa M COXPAHHOCTH
COOOUICHNH AIIEKTPOHHON TTOYTHI

[IpoBOIMTE aIMUHUCTPUPOBAHHUE KOPIIOPATUBHBIX ITIOYTOBBIX CEPBUCOB U CUCTEM

[IpuMeHSTh TONIOKEHNUS HOPMAaTHBHO-TEXHMUYECKOW JOKYMEHTAIlMH B 00JacTH
nH(}OpPMAIIMOHHON 6€30MaCHOCTH U KOMMYHHKAITMOHHBIX TEXHOIOT M
3akoHO/IaTeNIbHBIE M1 HOPMATUBHBIE MpaBoBble akThl Poccuiickoit denepanyu B
obnactu nHopManmu, HHPOPMAITMOHHBIX TEXHOJIOTUH U 3aIUTH HH(OPMAIIUH,
MEPCOHANIBHBIX TAHHBIX, UPPOBOI TpaHChHOpMaITUU

OcHOBBI O0OecrieyeHHst CeTeBOW O€30MacHOCTH, KOHTPOJS JOCTyna W IpaB
MI0JIb30BATENEHN

JlokanbHblE HOPMATHBHBIE AKThl OPraHM3allMHM, PETJIAMEHTUPYIOLIME MOPSIOK
paboThI ¢ KOPIIOPATHBHOM IMOYTOBOM CHCTEMOM

Metoauueckue ykazaHUs, PEKOMEHJAMM W TEXHOJOTUU OOecIedeHUs
KOH(UICHIINAIBHOCTH ITOYTOBBIX COOOIIEHUI U OTpaBUTENIEH

MeTtonnveckue 1 HOpMaTHBHBIE JJOKYMEHTHI IO BOITPOCAM TEXHUYECKOM 3aIUThI
nHpOpMAITIU

OTHYECKHEe HOPMBI U MPaBUiIa KOPIIOPATUBHOTO MTOBEACHUS

OpraHuzanoHHas CTPYKTypa U puiinalibl Opranu3aiuu

Tpe©oBanus oXpaHbl TpyAa U MOXKaPHOM 6€301M1acHOCTH

3.1.6. TpynoBasi pyHkuus

HamMmenoBanue

[Ipoucxoxnenue TpynoBon
GbyHKIIHH

TpynoBbie gercTBUS

Koncynpranmonnas noaaepxka pabOTHUKOB v
o POBEHB
OopraHu3alnuu B IIponeccax LII/I(I)pOBOI/I Kox | AJOB.5 (HOIYpOBEHS) 5
TpaHchopMalvy JOKYMEHTUPOBaHHBIX chep KBATHbHKAIIH
JACATCIIBHOCTH
Opurunan X 3aMMCTBOBAHO U3
OpUTHHAaNa
Kon Perucrpanuonsslii
OpHUTHHAJA HOMEp
podecCHOHATBHOTO
CTaHIapTa

IIpueM mnocTymarommx 3ampocoB O Ipoueccax LU(GPOBOM TpaHCHopMaLUU
JOKYMEHTUPOBAHHBIX c(hep AesITeTbHOCTH OT PaOOTHHUKOB OpraHU3aIuU
[IpoBeneHne HHCTPYKTaXKa paOOTHIUKOB OPTaHMU3AIIMH IO BHITOTHEHUIO (PYHKIIUH
1M poBoi TpaHChOpMALIMK JOKYMEHTUPOBAHHBIX CEp AeATeIbHOCTH
[MoaroroBka y4eOHBIX M METOIMYECKUX MAaTEPUAJIOB, TPE3CHTAIN 110 U POBOI
TpaHcGopMaluu JOKYMEHTHPOBAHHBIX chep AeSITeIbHOCTU

KoHcynpTupoBanue pabOTHUKOB OpraHU3alMM Mo IU(PPOBON TpaHCHOpMALIUU
JOKYMEHTUPOBAHHBIX c(hep eI TeTbHOCTH

N3yuenune 3ampocoB paOOTHUKOB OpraHu3allud O mporeccax uQpoBoi
TpaHc(hOopMaIK JOKYMEHTUPOBAHHBIX Cep AeITEIbHOCTU



Heo0xoanmeie
YMCHUS

Heo0Oxoanmele 3HaHUS

Jipyrue
XapaKTepUCTUKH
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Boigaua pekoMeHanmii 1 pa3bICHEHHM M0 TUIIOBBIM OOpalieHusIM pabOTHUKOB
0 mpomeccax 1udpoBod TpaHchopMaMH JTOKYMEHTHPOBAHHBIX  chep
NeSITeIbHOCTH

[loaroroBka mpemiokKEeHWH 1O  ONTUMM3ALMM  HPOLECCOB  IU(PPOBOH
TpaHCc(OpMaIi JTOKYMEHTHPOBAHHBIX C(ep IesATeTbHOCTH Ha OCHOBAaHUHU
TUIOBBIX 3alIPOCOB PAOOTHUKOB OpraHU3aluH

Hcnonp3oBaTh NporpaMMHble NpWIOKeHHs W HHTepHET sl BBINOJHEHUS
pabounx 3azay 1UPpoBoll TpaHchHOpMALMK JTOKYMEHTUPOBAaHHBIX cdep
NEeSITeIbHOCTH OpraHu3aluu

PaGorath ¢ WMH(pOPMAIIMOHHBIMU CHUCTEMaMH M 0a3aMu CTPYKTYPHPOBAHHBIX
JAHHBIX TOKYMEHTUPOBAHHBIX cep AeSITeTbHOCTU

KnaccuduunpoBaTh 1 BBIOIHATH TUIIOBBIE 3aIIPOCHl pAOOTHUKOB

CornacoBaTh penIeHrEe HETUITOBBIX 0OpalieHuil paOOTHIKOB CO CIEIIHATHCTAMH
COOTBETCTBYIOLIMX MOJIpa3IeIeHUI OpraHu3aiu

KoppekTrpoBats CBOU AEHCTBHS B COOTBETCTBHHU C YCIOBUSMHU CUTYallUN
3aKkoHOJaTeIbHBIE U HOPMATHBHBIE MTPaBOBbIE akThl Poccuiickoit denepannu B
obmactu nHopmarmu, THPOPMAITMOHHBIX TEXHOJIOTUN U 3aIIUTHl HHPOPMAIIUH,
NEepPCOHANBHBIX JAaHHBIX, IIU(POBOI TpaHchopmariu

3aKOHOJaTeNIbHBIE U HOPMAaTHBHBIE ITpaBOBbIe aKThl Pocculickoii Penepannu B
cdepe yrpaBieHUs TOKyMEHTaMU

Crenuanu3upoBaHHOE MPOTPAMMHOE OOecTieYeHHe i Mpuema, 00paboTKu U
peructpaiuu oopamnieHuii pabOTHUKOB

BHyTpeHHMe cTaHAAPTHI U METOAMYECKUE JOKYMEHTHI MO0 00paboTKe 3ampocoB
pabOTHUKOB

JlokanbHbIE HOpPMATHBHBIE TMPABOBBIE AaKThl, METOJUYECKHUE JOKYMEHTBHI
OpraHM3alliy M0 BOIIPOCAM YTNpaBJICHUsI JOKYMEHTaMHU M IpolieccaM UG poBoi
TpaHcGopMaluu JOKYMEHTHPOBAHHBIX chep AeSITeIbHOCTH

TunoBsie pemieHus Ha HanboJee YacTo 3ajJaBaeMble BOMPOCHI MO IMpoleccaM
1 poBoii TpaHCchopMaMK JOKYMEHTHPOBAHHBIX CeEp NeATeIIbHOCTH

[IpaBuiia neoBoro OOIIEHUsI U PeYEBOro 3THKETA

Crnioco6b! 1 kKaHaIbl HH(POPMUPOBAaHUS paOOTHUKOB OpraHU3aIN

[IpaBuna cobmoaeHnss HHPOPMAITMOHHONH OE30TTACHOCTH

TpeGoBanus 0XpaHbl TPyAa U MOXKAPHONW O€30MaCHOCTH

[TonsiTHEe KOMMepUecKas TaliHa

[IpaBuiia 1es10Boi MEepenucKy U MUCbMEHHOTO 3THKETa

Opranu3anroHHast CTPYKTYpa, (GUiIHajbl OpraHu3aui

[Topsimok B3aUMOIECUCTBUS CTPYKTYPHBIX MOAPA3AEICHUI OpraHu3auu

3.1.7. TpynoBasi pyHkuus

dopMHUpPOBaHHE OTYETHOCTH T10 Pe3yJibTaTaM YpoBeHsb
Haumenosanue upoBoii TpaHChopMaALIUN Kon | A/07.5 (mosypoBeHs) )
JOKYMEHTHUPOBAaHHBIX chep AeSATeTbHOCTH KBaIM KAy
HpOI/ICXO)KHGHI/IC TPpyAOBOU OpI/II‘I/IHaJ'I X 3anMCTBOBAHO U3
GbyHKIHHA OpHUTHHAJIA

Kon PeructpaunoHHbiit
opuUruHaia HOMEp
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TpynoBbie AeHCTBUS

Heo0Oxoanmeie
YMCHHUS

Heo0Oxoaumble 3HaHUSA

Hpyrue

XapaKTCPpUCTUKU

podecCHOHATBHOTO
CTaHapTa

COop wmHpOpMaIuK s GOPMUPOBAHUS OTYETOB MO Pe3ylbTaTaM MUPPOBOI
TpaHc(OpMaIK JOKYMEHTUPOBAHHBIX Cep NesTeTbHOCTH OpraHu3auu
OOpabGotka  coOpaHHOW  HMHpOpMAUMM MO  pe3yjibTaTaM  IUPPOBOU
TpaHc(hOpMaIH TOKYMEHTUPOBAHHBIX CHEp ACSITETPHOCTH OPraHU3alun
3anonHEeHNWEe OTYETHBIX (GOpPM MO pesyiabTaTaM LUPPOBOI TpaHChHOpMALUH
JOKYMEHTUPOBAHHBIX c(hep NesTeIbHOCTH OpraHu3aluu

ABTOMATHYECKOE WM aBTOMATU3UPOBAaHHOE (OPMHPOBAHHE OTYETOB TIO
pesynbrataM  nUGpoBOM  TpaHC(GOpPMALUMU  JTOKYMEHTHPOBaHHBIX  cdep
JESITeIbHOCTH OpTaHU3aIuN

KoHTpoIh KOPPEKTHOCTH NAaHHBIX B C(hOPMUPOBAHHBIX OTYETAX TI0 PE3yJIbTaTaM
uuppoBoil  TpaHChoOpMaMKM  JAOKYMEHTUPOBaHHBIX cep  AeATeNbHOCTH
OpraHu3aluu

Hcnonp30BaTh NpOrpaMMHBIE MPUIOKEHUS W VHTepHET I BBINOJIHEHUS
pabouux 3amau 1UppoBON TpaHC(hOpMALMK JOKYMEHTHPOBAHHBIX cdep
NeSITeIbHOCTH OpTaHU3aIuN

PaGorate ¢  OompmMM ~ MAacCMBOM  CTPYKTYPHPOBaHHBIX  JaHHBIX
JOKYMEHTUPOBAHHBIX c(hep AesITeTbHOCTH OpraHu3alun

[IpoBOIUTE MOHHTOPUHT CTPYKTYPHPOBAHHBIX IAHHBIX JOKYMEHTHPOBAHHBIX
cdep AeATeTLHOCTH OpraHnu3aIiu

Crenmanu3upoBaHHOE MPOTPAaMMHOE OOecTIeUeHHE

BHyTpeHHue cTaHZapThl W METOJMYECKHE JOKYMEHTHI IO 3aIlOJIHEHHIO
OTYETHOCTH

Mertonbl ipencTaBaeHus HHGOpMauu

TpeboBanus o 06paboTke OOpalICHHI 32 TEXHUYECKON MOIICPIKKOM
[punune!, MeTo 61 POPMUPOBAHUS OTIYETHOCTH

OCHOBBI CTATUCTUKH

Opranu3anroHHast CTPYKTypa U (pUIINaibl OpraHu3aliu

3.2. O000menHas TpyaoBasi GyHKIMS

Opranu3anroHHOE COTMPOBOXKICHUE U POBOMA v
POBEHb
Haumenosanne | TpaHchOpMalui JOKYMEHTHPOBAHHBIX cep Kon B O -
JEATEIHOCTH OpraHu3alun
IIpoucxoxnenue Opuruzan X 3anMCTBOBAHO U3
00001ICHHON TPYI0BOH OpHUTHHAA
GbyHKIAH
Kon PerucrpannoHHbIi
OpUrHHaIA HOMep
podeccHOHaNBHOTO
craHjapra
BosmosxHbIe PykoBoautesns otaena mo paboTe ¢ TaHHBIMU JOKYMEHTHPOBAHHBIX Cep
HAUMEHOBAHU S JEATEIILHOCTHA OpPraHU3aLluy;
JIOJKHOCTEH, PykoBoautens rpynibl (0TAeNa) BHEAPEHUS HHOOPMAITMOHHBIX CUCTEM
npodeccuit JOKYMEHTHUPOBAHHBIX c(hep AeATETHPHOCTH OPraHu3alliy;
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PykoBoautesns rpymnisl (0Te1a) CONPOBOXKACHHS HHOOPMAIIMOHHBIX CHCTEM
JOKYMEHTHUPOBAaHHBIX C(hep AeATEITPHOCTH OpraHU3aIHH

TpeboBaHus K
00pa3oBaHHIO U
00y4eHUIO

Bricuiee o6pa3zoBanue — GakaiaBpuar

WITH
Bricmiee oOpazoBanue (He mpoduiibHOE) — OakanmaBpWiaT U JIOMOJHHUTEIBHOE
npodeccuoHanbHOe  O0pa3oBaHHE — TPOTpaMMbl  MPOQecCHOHATHHON
MEPETIOITOTOBKH TI0 TPO(UITIO ACSITETLHOCTH

WIH

Cpennee mnpodeccroHanbHOe 00pa3oBaHHE — MPOrpaMMbl  MOATOTOBKH
CHEIMAINCTOB CPETHETO 3BEHA

WK

Cpennee mpodeccronanibHoe obpa3zoBaHue (HEe MPOPUIBLHOE) — MPOrPaMMBbI
MOJOTOBKMA  CHEIHAIMCTOB  CPEJHEr0  3B€HA M JIOTOJIHUTEIFHOE
npodeccoHaNbHOEe ~ O0pa3oBaHWE —  MPOrpaMMbl  MPOQECCHOHATHHOMN
MEepPEenoAroTOBKM 1Mo mpoduiro aestenbHocTH CpenHee mpodeccroHambHOE
00pa3oBaHKe — MPOTPAMMBI IOJrOTOBKHU CIEIIHAIMCTOB CPETHETO 3BEHA

TpeOGoBaHUsI K OTIBITY
NPaKTUYECKON pabOTHI

JIi1st crieninancToB C BBICIIMM 00pa30BaHHEM — HE MEHEE r'o/ia OIbITa B 00J1acTh
TEXHOJIOTUYECKOTO COIMPOBOXKICHUS 1 poBoi Tparchopmaru
JTOKYMEHTHPOBAHHBIX chep NeATeTbHOCTH OpraHu3aluu
JInst cnenranucToB Ge3 BRICHIErO 00pa30BaHUs — HE MEHEE TPEeX JIET OIbITa B
00JIaCTH TEXHOJIOTHYECKOTO COIMPOBOXKIACHHUS HH(PPOBOH TpaHchopManuu
JTOKYMEHTHPOBAHHBIX c(ep AesTeTHHOCTH OpraHu3aluu

Oco0ble ycinoBus
JOITyCKa K paboTe

Hpyrue
XapaKTepUCTUKU

[loBbllieHne KBalNM(UKAIMKA MO TMporpamMmaM yHpaBiIeHUs JIOKYMEHTaMH,
CEpPBUCHOTO TOJXOJa K YIPABICHUIO HHPOPMAIMOHHBIMH TEXHOJIOTHSIMH
JOKYMEHTUPOBAaHHBIX cdep JeATSIBHOCTH, METOJUKaM OOCTYKHUBaHUS
M0JIb30BaTENIeH TOKYMEHTUPOBAHHBIX cep AeSITeIbHOCTU

JlononHuTEIbHBIE XapaKTEPUCTUKHU

HaumenoBanue Kox HaumenoBanue 6a30B0ii rpyIIibl, JOHKHOCTH
JIOKyMEHTA (mpodeccun) Uy crenualbHOCTU
OK3 1219 VYnpasisomue GUHaAHCOBO-?PKOHOMUYECKON U
aJIMUHUCTPATUBHOM JIESITEIbHOCTBIO, HE BXOSIINE B
Jpyrue rpymmsl
EKC - HauanbsHuk otnena (610po, Tpymiisl) (B MPOMBIIIIIEHHOCTH)
OKIIATP 24695 Hauanpuuk otaena (puHaHCOBO-I3KOHOMHUYECKOTO U
aJIMUHUCTPATUBHOTO)
OKCO 2.09.03.01 HNudopmatrka u BEIMUCIUTEIbHAS TEXHUKA
2.09.03.04 NudopmanmoHHbIe CUCTEMBI
7.46.03.02 JlokymMeHTOBEeICHUE U apXUBOBEICHHE.

3.2.1. TpynoBasi pyHkuus
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HanmenoBanme

[Ipoucxoxnenue TpynoBon
GbyHKIIHH

TpynoBbie gercTBUS

Heo0xoanmeie
yMEHUs

Pa3pa60TKa MCTOJUKH OpraHru3aliun
CTPYKTYPUPOBAHHBIX JAHHBIX U METaJJaHHBIX Yposennb
Kox | B/01.6 (oypoBeHb) 6
JIOKYMEHTHPOBAHHBIX C(Hep NeATEITHHOCTH
KBATH(PUKALIH
3anMCTBOBaHO U3
OpurvHan X
OpHUTHHAJA
Kon Perucrpanuonsslii
OpHUTHHAJA HOMED
podecCHOHATBHOTO
CTaHIapTa

YcTaHOBIIEHHE TIOCIEAOBATEILHOCTH W COJCPKaHUSA pPAOOYMX oOmepaluii B
mpoleccax OpraHW3allud CTPYKTYPUPOBAaHHBIX JaHHBIX M METaJaHHBIX
JOKYMEHTUPOBAaHHBIX c(hep eI TeTbHOCTH

OmnpenencHue byHKIMH YYaCTHHKOB MIPOIIECCOB OpraHu3aliu
CTPYKTYpUPOBAaHHBIX JaHHBIX M METaJlaHHBIX JOKYMEHTUPOBAHHBIX cdep
JESITeTbHOCTH

Pa3paboTka  JOKambHBIX ~ HOPMATUBHO-METOAMYECKUX  JOKYMEHTOB IO
OpraHu3aIuu CTPYKTYpHUPOBaHHBIX JTAHHBIX u METaTaHHbBIX
JOKYMEHTHPOBAHHBIX c(hep eI TeTbHOCTH

JloBeieHnEe  yTBEp)KJIEHHBIX HOPMATUBHO-METOJMYECKHUX JOKYMEHTOB IO
OpTraHU3alUU CTPYKTYPUPOBAHHBIX JAHHBIX U METaIaHHBIX IO UCTIONHUTEIEH
KonTponb cobmroneHust TpeOOBaHWH, JOKAIBHBIX HOPMATHBHO-METOANYECKUX
JOKYMEHTOB IO OpraHU3allUd CTPYKTYPUPOBAHHBIX NAHHBIX M METaJaHHBIX
JOKYMEHTHPOBAHHBIX c(hep eI TeTbHOCTH

AxTyanu3anuss HOPMATHBHO-METOJIMYECKMX JIOKYMEHTOB 10 OpTraHH3aluu
CTPYKTYpUPOBAaHHBIX JaHHBIX M METaJIaHHBIX JOKYMEHTUPOBAHHBIX cdep
JESITeTbHOCTH

Hcnonp3oBaTh  CHEMUANIM3UPOBAHHOE  IPOTPAMMHOE  OOCCIICYCHHE  I10
YIPABJICHUIO JOKYMEHTAMHU OPTraHU3alun

[IpoBOIWTE MOHWUTOPUHT 30H OTBETCTBEHHOCTH, 3aWMHTEPECOBAHHBIX CTOPOH
MIPOIIECCOB, PECYpCOB U MOKa3aTeNed MpOLECCOB YHPABICHHUS NOKYMEHTaMU
OpraHu3aluu

[IpoBoauTh HaOMIOIEHUS, MHTEPBBIO M aHKETHUPOBAHUE PAaOOTHUKOB /i cOopa
HeoOxoauMoi uHpopManMu 0 pabouux oNepauusx MPOLECCOB OpPraHU3aLUU
CTPYKTYpPUPOBAaHHBIX JAaHHBIX M METAJaHHBIX JIOKYMEHTUPOBAaHHBIX cdep
JESITeITbHOCTH

O606maTe coOpaHHyl0 HHPOPMALUIO O paboyux OMeparusix MPOIECCOB
OpTraHu3aluu CTPYKTYpHUPOBAaHHBIX TTAHHBIX u MeTaJaHHBIX
JTOKYMEHTUPOBAHHBIX chep AesITeTbHOCTH

Heo0Oxoaumble 3HaHUSA

3akoHOJaTeIbHbIE U HOPMATHBHBIE MpaBOBbIe akThl Poccuiickoit denepannu B
oOnactu nHdopmalyu, THPOPMAITMOHHBIX TEXHOJIOTUN U 3aIUThl HH(OPMaIIUH,
NePCOHAIBHBIX JaHHBIX, IIU(POBOIl TpaHchHOpMaK

3akoHOIaTeJIbHBIE 1 HOPMATUBHbIE NIpaBoBble akThl Poccuiickoii denepanun B
cdepe ynpasieHuUs JOKyMEHTaMU

3aKOHOJATEIbHbIE U HOPMAaTUBHBIE MpaBoOBble akThl Poccuiickoil Penepanuu B
chepe 3ammThI MpaB MOTpeOUTENECH

Mertonbl coopa nHDOpMauu

TpeboBanus k pazpaboTKe periaMeHTOB, METOIHUK, POLIECCOB




Hpyrue

XAPAKTCPUCTUKH
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OCHOBBI CTATUCTUKHU

WNupopmanus o npoaykTax v yciayrax opraHuszaluu

TpebGoBaHus HAIMOHAJIBHBIX U MEKIYHAPOAHBIX CTaHIApTOB B cdepe
yIpaBieHUs: JOKyMEHTaMU

3.2.2. TpynoBasi pyHkuus

CTpyKTypupOBaHHE TaHHBIX U YpoBeHb
HaumeHoBanue | METaJIaHHBIX JOKYMEHTHPOBAHHBIX Cep Kox | B/02.6 (moypoBeHb) 6
JIEATEIbHOCTU OpraHu3aliu KBaHUKALAHI

[IpoucxoxaeHue TpynoBoi
(hyHKIIH

TpynoBbie nenicTBUS

Heo0xoaumbie
YMEHHS

Heo0Oxonumeble 3HaHUA

Opurunaan X 3anMCTBOBAaHO U3 OPUTHHATIA
Kon PeructpaunoHHbiit
OpHUTHHAJA HOMED
po¢heCCHOHAIBHOTO
CTaHJapTa

OnpezneneHne NCXOTHOTO YPOBHS OpraHU3aIMi CTPYKTYPHUPOBAHHBIX JaHHBIX U
MeTaJaHHbIX JOKYMEHTUPOBaHHBIX C(ep AesITeIbHOCTH OpraHu3aIiu
OnpeneneHue BUIOB, CIIOCOOOB MPEICTABICHHS CTPYKTYPUPOBAaHHBIX JTAHHBIX U
MeTaJaHHbBIX, METOJIOB UX CTPYKTYPHPOBaHUS

[IpuBeeHne CTPYKTypUPOBAaHHBIX JAHHBIX U METAIaHHBIX TOKYMEHTHUPOBAaHHBIX
cdep nesTenbHOCTH K (hOpMaTbHOMY BUITY

Pazpabotka Metamozenu (apXUTEKTypbl) CTPYKTYPHPOBAaHHBIX JaHHBIX U
MeTaJaHHbIX JOKYMEHTUPOBAHHBIX chep NesITeIbHOCTH OpraHu3aluu
PaspaboTka K1accupuKaTopoB U CIPABOYHUKOB CTPYKTYPHUPOBAHHBIX TAaHHBIX U
MeTaJaHHbIX JOKYMEHTUPOBaHHBIX chep AesITeIbHOCTH OpraHU3alun
Paspabotka aTtpuOyTMBHOrO cocTaBa CTPYKTYPUPOBAaHHBIX JAHHBIX U
MeTaJaHHBIX JOKYMEHTHPOBAHHBIX chep NesITeTbHOCTH OPraHU3aInN
PaspaboTka Momenu cBsi3ed CTPYKTYpUPOBAHHBIX JAHHBIX M MeETaJaHHBIX
JOKYMEHTHPOBAaHHBIX c(hep AesITeTbHOCTH OpraHu3aluu

Pa6orath ¢ 60ap1IIME 0O0BEeMaMu HHPOpMAITT

BoiaBnsaTh Henu CTPYKTYpHUPOBaHUS JTAHHBIX U MeTaJaHHBIX
JOKYMEHTHPOBAaHHBIX c(hep AesITeTbHOCTH OpraHu3aluu

[Tonp30BaThCsl MPUKIAAHBIM HPOrPaAaMMHBIM oOOecreueHueM [uis 0OpaboTKH
00JIbIIMX 00BEMOB JAHHBIX

[IpoBoauTs nouck uHpopmanuio B cetu MIHTepHeT

3akoHO/IaTeNIbHBIE M1 HOPMAaTHBHBIEC MTpaBoOBble akThl Poccuiickoit denepanyu B
oOnacti nHGopMaIK, HHYOPMAITHIOHHBIX TEXHOJIOTHH U 3aIIUTHl HHPOPMAIIUH,
MEPCOHAIBHBIX TaHHBIX, U(PPOBOI TpaHCHOpMAITI

Crienmanu3upoBaHHOE TpOrpaMMHOe olecrieyeHue st 0OpaboTKH OOJbIIMX
00BEMOB JaHHBIX

Crioco0b! CTPYKTYpHUPOBAaHUS JAHHBIX IOKYMEHTHUPOBAHHBIX Cep AesITeIbHOCTH
OpraHu3alun

[MpuHIMIBL ~ CTPYKTYPHPOBAHHUS  JAHHBIX  JOKYMEHTHPOBaHHBIX  cdep
NeSITeIbHOCTH OpraHU3aLUuN




Hpyrue

XapaKTCPHUCTUKU
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CriocoObl M MHCTPYMEHTHl BHM3YyalIM3allUUd pPE3yJIbTaTOB CTPYKTYPUPOBAaHUS
JAHHBIX JOKYMEHTUPOBAHHBIX C(ep ACITEIbHOCTH OpraHnu3alluu

JloxanbHble HOPMATUBHBIE AaKThl OpraHU3alMM B OOJACTU CTPYKTYPHUPOBAaHHUS
JAHHBIX U METaJaHHBIX JTOKYMEHTHUPOBAHHBIX Cep AeATeIbHOCTH
HNudopmanust 0 IpoayKTax U yciayrax opraHuzaluu

OcHOBHBIE TpeOOBaHMS HALIMOHAIBHBIX U MEXAYHAPOIHBIX CTAaHAAPTOB B cdhepe
yIpaBICHUs JOKYMEHTAMU U aBTOMAaTU3aLlMM IPOLECCOB JOKYMEHTUPOBAHHBIX
chep AesITeTbHOCTH OpraHU3aIii

3.2.3. TpynoBasi pyHkuus

Pa3zpaboTtka opranuzalnoHHBIX

MEPOIPHUITHHI 10 TPABONPEEMCTBEHHOCTH YpoBeHb
HaumeHoBanue = CTPYKTYPUPOBAHHBIX JAHHBIX U Kon | B/03.6 | (moayposeHs) 6
MeTaJIlaHHBIX IOKYMEHTUPOBAHHBIX cep KBanHuKamu
JIEATETbHOCTU
Ip OUCXONICHHE OpurnHan X | 3auMCTBOBaHO U3 OpUTHHAJA
TPyZOBO# PpyHKINN
Kon Peructpaunonusii
OpHUTHHaIa HOMEp
po(heCcCHOHAIBHOTO
cTaHjapra

TpynoBbie nercTBUS

HeoOxomumele
yMEHUs

Pa3paGotka mepedHsi CTPYKTYpUPOBAaHHBIX  JI@HHBIX M METaJlaHHBIX
JOKYMEHTHUPOBAaHHBIX chep NESTEIIBHOCTH, o0ecreynBaroIero
IIPaBONPEEMCTBEHHOCTD JESATEIILHOCTH

Pa3pabotka nepeuneil JOKYMEHTUPOBAHHBIX CPep NESITEIbHOCTH OpraHU3aluu U
€€ IIPeIIECTBEHHUKOB

Kontpouis BBIIOJTHEHUS OpraHU3alMOHHBIX MEPOIPUATUN o
IIPaBOIIPEEMCTBEHHOCTH ~ CTPYKTYPUPOBAHHBIX  JaHHBIX W METaJaHHBIX
JOKYMEHTHPOBAHHBIX c(hep AesITeTbHOCTH OpraHu3aluu

PaspaboTka OpraHM3allMOHHO-PACIIOPIUTEIbHBIX JIOKYMEHTOB o
IIPaBONIPEEMCTBEHHOCTH ~ CTPYKTYPUPOBAaHHBIX  JaHHBIX W  METaJaHHBIX
JOKYMEHTUPOBAHHBIX c(hep AesITeTbHOCTH

NudopmupoBanue u KOHCYJbTUPOBAHUE OTBETCTBEHHBIX 3a IIPOBEJICHUE
MEPOIPUATHA 110 IPABOIPEEMCTBEHHOCTH CTPYKTYPUPOBAHHBIX JAHHBIX U
METaJIJaHHBIX JJOKYMEHTUPOBAHHBIX c(hep NesITeIbHOCTH OpPraHU3alun
[IpoBenenue BHYTPEHHETO KOHTPOJIA COOTBETCTBHS IIPOLIECCOB
OpraHu3alMOHHbIX MEpPONPUATUI 1o IIPaBOIIPEEMCTBEHHOCTH
CTPYKTYPUPOBAaHHBIX JAaHHBIX M METaJaHHBIX JOKYMEHTHPOBAHHBIX chep
JESATEIbHOCTH OpraHU3aluu

Pa3pabaTeiBaTh KOHIENIMIO U MJIaHBl MEPONPUATHH MO MPaBONPEEMCTBEHHOCTH
CTPYKTYpPUPOBAaHHBIX JAaHHBIX M METAJaHHBIX JOKYMEHTHPOBAHHBIX chep
NESATEIbHOCTH OPraHU3alNu

CoOupatph, M3yyaThb M aHAJU3UPOBATH TPEOOBaHUS K IMPABONPEEMCTBEHHOCTH
CTPYKTYpPUPOBAaHHBIX JAaHHBIX M METAJaHHBIX JTOKYMEHTHPOBAaHHBIX cdep
JESATEIIbHOCTH OPraHNU3alun
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3akoHOIaTEeNIbHBIC 1 HOPMATUBHBIC MPaBOBbIe aKkThl Poccuiickoit deneparuu B
obmactu nHopMaru, HHHOPMAIMOHHBIX TEXHOJIOTUH U 3aIUTHI HH(OPMAIIHH,
MepCOHATBHBIX JaHHBIX, ITUGPOBOM TpaHCHopMaIuu

3aKoHOIaTe/IbHBIC M HOPMATUBHBIC MPAaBOBbIC aKkThl Poccuiickoii denepanuu B
cthepe ynpaBlIeHUS JOKYMECHTAMH

JlokanpHBIE HOPMATHBHBIC AKThl, METOJIMYECKHE MaTepHalibl 10 BOIPOCAM
MPABONPEEMCTBCHHOCTH  CTPYKTYPUPOBAaHHBIX  JaHHBIX W METaJaHHBIX
JOKYMEHTHPOBAaHHBIX chep ACATSITHHOCTH OpTaHU3aIHH

Metonsl cOopa u 00paboTKM HHGOPMAIMK C MPUMEHEHHEM COBPEMEHHBIX
TEXHUYECKHX CPEJICTB CBSI3M U KOMITBIOTEPHBIX TEXHOJIOTHiA

JlokanpHBIE HOpPMATHUBHBIC AaKThl OpraHU3allM B OOJACTH OTPAaHHUYCHHOTO
JOCTyIa K CTPYKTYPUPOBAHHBIM JIAHHBIM M METaJIaHHBIM JOKYMECHTHPOBAaHHBIX
chep AeITeTLHOCTH OpPTaHU3aAIIN

3.2.4. TpynoBasi pyHKuus

Omnpenenenue TpeOOBaHUM K
MH(OPMAIIMOHHBIM CUCTEMAM

YpoBeHb

HaumeHoBanue AOKYMCHTHPOBAHHBIX C(l)ep Kox | B/04.6 | (momyposensn) 6

ACATCIIBHOCTH 11O COXPAHHOCTU U KBaJ‘II/I(bI/IKaIII/II/I

3alIuTe I_[I/I(I)pOBOl"O KOHTCHTAa

OpraHu3auu
Tp OMEXOACHHC Opurunan X | 3auMCTBOBaHO M3 OpUTHHAIA
TPYHOBOH () yHKIHH

Konx Peructpaunonnsiit
OpUTHHANA HOMEp
PO eCCHOHAIBHOTO
CTaHmapra

TpynoBble aecTBus

Heo0xoanmsie
YMEHUSA

MOHUTOPUHT cOOII0/IeHNS KOH(DHUIEHINATbHOCTH CTPYKTYPHUPOBAHHBIX JAHHBIX
U METaJaHHBIX JOKYMEHTHUPOBAaHHBIX cdep HesATEIbHOCTH OpraHU3alH B
MH(OPMAIIOHHBIX CUCTEMAaX

MoHuTopuHr  yrpo3 U ys3BUMOCTe  MH(POPMALMOHHBIX  CUCTEM
JOKYMEHTUPOBAaHHBIX cdep JeATeIbHOCTH OpraHu3allukd U CHOCOOOB HX
HEUTpaIU3aluu

Pa3zpaboTtka mpennoxeHuil Mo COBEPIICHCTBOBAHUIO 00ECIIEUeHHsI COXPAHHOCTH
JOKYMEHTHPOBAaHHBIX cdep NesATeTbHOCTH M 3aluTe IU(PPOBOro KOHTEHTA
OpraHu3anuu

[IpoBOAUTF MOHHUTOPUHI HCXOJHBIX JaHHBIX JOKYMEHTHPOBaHHBIX cdep
JEeSITeIbHOCTH M OM3HEC-TIPOIecCOB PadOThI MOJIb30BaTeIeH NH(POPMAIMOHHBIX
CUCTEM

Knaccudpunnposatsb CTPYKTYpUPOBaHHbIE  JaHHbBIE U MeTaJaHHbIE
JOKYMEHTHPOBAaHHBIX c(hep IeATeTbHOCTH OpraHU3alllH 10 BUAAM M CTEIICHIM
KOH(DHICHIINAIbHOCTH

OmnpenensTs pUCKM YIpo3 U YSI3BUMOCTEH HMH(POPMAIMOHHBIX CHCTEM
JOKYMEHTHPOBAaHHBIX CQep IeATeTbHOCTH OpraHu3allii W CIIOCO0OB UX
HEeUTpann3anuu



HeoOxonnmele 3HaHUS

Apyrue
XapaKTepUCTUKH
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OOecneunBaTh COOJIIOJIEHUE 3TAHOCTH cOOpa TpeOOBaHUM IO COXPAHHOCTU
JOKYMEHTUPOBAaHHBIX c(ep IeATeNbHOCTH W 3almTe HH(PPOBOTO KOHTEHTA
OpraHu3anuu

3aKOoHOJATEJIbHBIE 1 HOPMAaTUBHBIE NIpaBoBble akThl Pocculickoil denepanun B
obnacti nH(pOpMaImH, NHOOPMAIMOHHBIX TEXHOJIOTUH | 3aIIMTH HH(pOpMauy,
MePCOHATBHBIX JTAHHBIX, ITUPPOBOM TpaHCHopMaIuu

3aKkoHOJATEJIbHBIE 1 HOPMATHUBHBIE NIpaBoBble akThl Pocculickoil denepanun B
chepe ynpasieHus: JOKyMEHTaMU

TexHHueckue U MporpaMMHbIE peIleHUs] 00eCreueHns] COXPAaHHOCTH U 3aIlUThI
1M (pPOBOro KOHTEHTA

KopriopaTuBHble cTaHIapThl U MIPaBUJIa NOCTPOCHUS HHPOPMALIMOHHBIX CHCTEM
JOKYMEHTHPOBAHHBIX cep AATETLHOCTH B OpraHU3aluN

Ilepeuenp  TpebGoBaHMI K  KOPHOpPAaTHUBHBIM  CHCTEMaM  XpaHEHHUS
CTPYKTYpUPOBaHHBIX JAHHBIX JOKYMEHTUPOBAHHBIX CHep ACATEIBHOCTU
WHCTpYMEHTHI U METOAMKH BBISIBICHUS B cOOpa TpeOoBaHUI

TexHOIOTMM  MEXJIMYHOCTHOM M IPYIIIOBOM KOMMYHUKAalMM, OCHOBBI
KOH(JIMKTOIOT U

OcHoBBI HHPOPMAIIMOHHOW 0€30MTaCHOCTH

OcHOBBI yIipaBiieHUs! TPeOOBAHUAMU

3.2.5. TpynoBasi pyHkuus

Pa3paboTka MeporpusTuii no

00ecTieYeHHI0 YCTOMYUBOTO JJOCTYIA K YpoBenb
Haumenosanne | HH()OPMAIMOHHBIM CHCTEMaM Kon ' B/05.6 (mozypoeHs) 6
JOKYMEHTHPOBaHHBIX cep KBaMQrKALHH

ACATCIIBHOCTH OpPraHru3allun

IIpoucxoxnenue
TPYIOBOH yHKIINH

TpynoBble aecTBus

Heo0xoanmeie
yMEHUS

Opurunan X | 3auMCTBOBAaHO W3 OpHTHHAIA
Kon Perucrpaunonsslii
OpHUTHHAJA HOMED
podeccCHOHATBEHOTO
CTaHIapTa

Onpenenenne TpeOoBaHMM K  JOCTYNMHOCTH HMH(POPMALMOHHBIX CHUCTEM
JOKYMEHTHPOBAaHHBIX cep NesATeIbHOCTH OpraHu3allMd Ha MpeaMeT ydeTa U
XpaHEHUs CTPYKTYPUPOBAHHBIX TaHHBIX

KoHTponb 3a HENpPEepHIBHOCTHIO JAOCTYIHOCTH K HMH()OPMALMOHHBIM CHCTEMaM
JOKYMEHTHPOBAaHHBIX c(hep AeATETbHOCTH OpraHu3aluu

Pa3paboTka KOMIUIEKCa MEPOIPUSATHI TI0 HEMPEPHIBHOCTH IMPEIOCTABICHUS
JOCTynma pabOTHUKAM  OpraHU3allMd K  CTPYKTYPUPOBAHHBIM  JaHHBIM
JOKYMEHTHPOBAaHHBIX Cep NeATETbHOCTH B COOTBETCTBUH C YCTAHOBICHHBIMU
IpaBamMu

Omnpenensats ciennpuKy HHPOPMALMOHHBIX CUCTEM JIOKYMEHTUPOBAHHBIX cep
ACATCIIBHOCTH OpraHu3alun
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®opmupoBaTh 000CHOBAHUS JUISI MEPOIIPUITUI 1O 0OECIEUEHUI0 YCTOHYMBOTO
JIOCTyna K  MHPOPMAIMOHHBIM  CHUCTEMaM  JIOKYMEHTHpPOBAaHHBIX  cdep
JESATEIIBHOCTH OPraHU3aluH

OcCy1EeCTBIAT ACIOBYH0 KOMMYHHUKAIUIO

3akoHOJAaTeNIbHbIE U HOPMAaTUBHbIE MTpaBoBble akThl Poccuiickoit denepanuu B
oOnactu uH(popManuu, UHPOPMALIMOHHBIX TEXHOJIOTMH 1 3aIIUThl MH(OpMaLuy,
NEePCOHANIBHBIX JaHHBIX, IM(POBOH TpaHCchHOpMAIH

3aKOHOJATeNIbHBIE 1 HOPMATHBHBIE MPAaBOBbIE aKThl Poccuiickoir denepanuu B
cdepe ynpasieHuUs JOKyMEHTaMU

Opranu3anroHHasi CTPYKTypa OpTaHU3alUu U €€ MOJIBEIOMCTBEHHBIX (prinaioB
Mertonpl  obecrieyeHHsl OTKa30yCTOWYMBOCTH HMH(DOPMALIMOHHBIX  CHCTEM
JOKYMEHTHPOBAaHHBIX c(hep AesTeTbHOCTH OpraHu3aluu

Heo6xonumbie

SHAHMS MeTtoapl MIaHUPOBAHUS U OpPraHU3allMU MPOBEIEHUS PabOT Mo 00ecrneYeHUIo
YCTOMUMBOro AOCTyna K HH(OPMALMOHHBIM CHCTEMaM JOKYMEHTHPOBAHHBIX
chep AesITeTLHOCTH
[lepeyeHp pPEKOMEHAYEMBIX MEPONPUITUM IO OOECIEYEHUIO YCTOHYMBOTO
JOCTyNa K CTPYKTYPUPOBAaHHBIM JaHHBIM  JIOKYMEHTHPOBAaHHBIX cdep
JESATEIbHOCTH OpPraHn3aluu
TexXHOIOrMM  MEXJIMYHOCTHOM W TpPYyNNOBOM KOMMYHHUKAallMM, OCHOBBI
KOH(IMKTOIOTUH

Hpyrue

XapaKTEepUCTUKU i

3.2.6. TpynoBasi pyHkuus

AnmMuHHCTpUpPOBaHUE HU(DPOBOrO YpoBeHb
Hanmenosanne = KOHTEHTA JIOKYMEHTHUPOBAHHBIX c(ep Kox = B/06.6 | (momyposers) 6
JESITETbHOCTH OpraHu3alliu KBaTHUKAIIH

IIponcxoxkaeHue TpyaoBon
p Py Opurpnan | X | 3aWMCTBOBaHO W3 OpHTHHAJA

hyHKIIH
Kon Peructpanuonsslii
OpHUTHHAJA HOMEp
podecCHOHATBHOTO
CTaHIapTa
TpynoBsle nencTBus Kontpomns BBIIIOJTHEHUSA pouesyp UIeHTU(UKALIH, U3BJICYCHUS,

CTPYKTYpUPOBaHMsI M  MWCHOJB30BaHMS  JAHHBIX WM METaJaHHBIX
JOKYMEHTHPOBAHHBIX c(pep AeATeTbHOCTH

MOHUTOPUHI ~ KadecTBa XPAHALIMXCSA CTPYKTYPUPOBAHHBIX JIaHHBIX U
MeTaJaHHbIX JOKYMEHTUPOBaHHBIX C(hep A TeTbHOCTH

Pasrpannyenue noctymna K KOHTEHTY JTOKYMEHTHPOBAHHBIX Cep NesITeIbHOCTH
10 (YHKIMOHAJILHOMY W/UJTU TEPPUTOPUATEHOMY IPU3HAKAM OPraHU3allMOHHOM
CTPYKTYpbl OpraHH3alHH

KoHTposnb  KOppeKTHOCTM  Ha3HA4yeHWs INpaB JOCTyNa K  KOHTEHTY
JTOKYMEHTHPOBAaHHBIX chep AeaTeIbHOCTH IS MOJIb30BaTeNeH

KOHTpOonb  BBIMONHEHUS  PETYNSATHBHBIX  HOPM  KOH(HICHIMATBHOCTH
CTPYKTYpUPOBAaHHBIX JaHHBIX M METaJaHHBIX JOKYMEHTHPOBaHHBIX cdep
JIeATEIbHOCTH



HeobOxoaumbie ymMeHHs

HCOGXOI[I/IMLIC 3HaHUA

Hpyrue

XAPAKTCPUCTUKH

23

[Tonp30BaThCs TEXHOJIOTUAMU, 000PYIOBAaHUEM M HHCTPYMEHTaMH 00pabOTKU U
nepesaud  CTPYKTYpUPOBAaHHBIX  JIAHHBIX  JOKYMEHTHPOBAaHHBIX  cdep
JEeSITeIbHOCTH

[TpoBOAMTE MOHMTOPUHI LM(POBOrO KOHTEHTa M BBOAMTH HH(OPMALUIO B
UHPOpPMAIOHHBIE CHCTEMBI W 0a3bl JAaHHBIX JOKYMEHTHPOBAaHHBIX cdep
JESITeIbHOCTH

[Tonp30BaThCs cTaHAAPTHBIM O(HCHBIM ITPOrPAMMHBIM O0eCTIeUeHHEM
Hcnonp30BaTh CTaHAAPTHl MO OpraHM3alMM CTPYKTYPUPOBAHHBIX JAHHBIX WU
MeTaJaHHbIX JOKYMEHTHPOBAHHBIX c(hep AesTeTbHOCTH OpraHu3aluu
OcyuiecTBiATh JIETIOBYIO KOMMYHHKAIINIO c I10JIb30BaTEISIMU
JOKYMEHTHPOBAaHHBIX c(hep AeSATETbHOCTH OpraHUu3aluu

3aKoHOJATENIbHBIE U HOPMAaTHBHBIE NTPaBOBbIE aKThl Poccuiickoil Penepanuu B
oOmactu nHGOpMaIMU, THPOPMAIMOHHBIX TEXHOJIOTHH U 3aIIUTH HH(POPMAIIHH,
MepCOHAIBHBIX JTAHHBIX, ITUPPOBOM TpaHChHOpMaITUU

3aKoHOJATENIbHBIE U HOPMATHBHBIE NTPAaBOBbIE aKThl Poccuiickoil Penepanuu B
cepe ynpaBieHuss JOKyMEHTaMHI

[TpaBuia u npuHIUIBI HHOOPMAITMOHHOT'O OOMEHA B OpraHU3aliu
TexHuyeckue W SKCIUTyaTallUOHHBIE XapaKTEPUCTUKH, KOHCTPYKTHBHbBIE
0COOEHHOCTHU, HA3HAYEHUE U PEKUMBI pabOTHI 000PYT0BaHUS

[TpuHIUNBL, paBUIa U METOJBI KOHTPOJIS 0OecreueHus 3alUThl HHPOpMAIH
JOKYMEHTHPOBAaHHBIX c(hep AesITeTLHOCTH OT HECAaHKITMOHUPOBAHHOTO JIOCTYTIA
30HBI OTBETCTBEHHOCTH JIOJIKHOCTHBIX JIMIL IO OPraHU3aLMK YCTPaHEHUs cO0eB
KOMIIOHEHTOB ~ MH()OPMAIIMOHHBIX  CHCTEM  JIOKYMEHTUPOBaHHBIX  cdep
JIeSATEIbHOCTH

[Topsimox geWicTBUIl MO oOpraHu3aluM ycTpaHeHUss cOOEB KOMIIOHEHTOB
MH(POPMAIIMOHHBIX CUCTEM JIOKYMEHTHUPOBAHHBIX cpep AesITeTbHOCTH

Mertobl u CTaHJApPThI yIpaBIeHUS UG POBBIM KOHTEHTOM
JOKYMEHTHPOBAaHHBIX c(hep AesITeTbHOCTH OpraHUu3aluu

3.2.7. TpynoBasi pyHkuus

Pa3paboTtka TpeOOBaHMUIi K d7I€MEHTaM

HI0JTb30BATEIBCKOTO HHTEpdetica YpoBeHsb
HanmernoBanne | WH(OOPMAIIMOHHBIX CHCTEM Kox  B/07.6  (momyposens) 6
JOKYMEHTHPOBAaHHBIX chep KBaMUKaMH

ACATCIIBHOCTH OpraHu3aliun

Ipoucxoxaenue TpyroBoi
dyHKIIH

TpynoBbie AercTBUS

Opurunan X | 3aUMCTBOBaHO M3 OPUTUHATA
Kon PerucrpannoHHbIi
OpHUTHHAJA HOMEDP
poheCCHOHAITBHOTO
cTaHaapTa

Coop u aHamu3  TpeOOBaHMH K  BU3yWIbHOMY  IpPEACTaBICHUIO
CTPYKTYPHUPOBAHHBIX JTAHHBIX B MH(OPMAITMOHHBIX CHCTEMAxX
JIOKYMEHTHPOBAHHBIX c(ep NeaTeIbHOCTH
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OnpeneneHnue COOTBETCTBUS TpeOOBaHMII K BU3yaJIbHOMY MpPEICTABICHUIO
CTPYKTYypUPOBaHHBIX JTAHHBIX B UH(POPMAITIOHHBIX cucremax
JOKYMEHTUPOBAaHHBIX cdep [AedaTeIbHOCTH TpeOOBaHUAM K JIOTHKE U
(GyHKIMOHATBHOCTH UHPOPMAIIMOHHBIX CUCTEM IO 00pabOTKe JaHHBIX
Pa3paboTka KOHIENIMM I0JIb30BATEILCKOIO HMHTEpdeiica HMHPOPMAIMOHHBIX
CUCTEM JIOKYMEHTHPOBAHHBIX chep AeSITeTbHOCTH
Pa3paboTka creHapueB B3aUMOJICMCTBUS  IONB30BATENs C  CUCTEMaMH
JOKYMEHTHPOBAaHHBIX chep AeaTeIbHOCTH
Onucanue CTPYKTypbl, HABUTAllMU M JIOTMKUA PabOTHI 3JIEMEHTOB MHTepdeiica
MH(OPMAIIMOHHBIX CUCTEM JIOKYMEHTUPOBAHHBIX cpep AesITeTbHOCTH
OnpeneneHue 3JIE€MEHTOB BHU3YaJbHOI'O IPEICTABICHHS I10Jb30BATEIBCKOTO
uHTepdeiica  MHOOPMALMOHHBIX  CHUCTEM  JOKYMEHTHPOBAaHHBIX  cdep
JIESATEIIbHOCTH
JlokymeHTHpOBaHHE TpeOOBAHUM K dJIEMEHTaM MOJIb30BaTEILCKOTO HHTEpderica
MH(OPMAIIMOHHBIX CUCTEM JIOKYMEHTUPOBAHHBIX cep AesITeTbHOCTH
[TpoBOAMTE MOHUTOPUHT TOTPEOHOCTH OPraHHU3ALMU MO OTIEIBHBIM OW3HEC-
mporeccaM JOKYMEHTHPOBAHHBIX cep nesTeIbHOCTH
Cobupare W aHanu3upoBaTh  MHYOpPMALMIO  OT  MOJIb30OBaTEJeH
MH(OPMALIMOHHBIX CUCTEM JOKYMEHTUPOBAHHBIX Cep AESITETbHOCTU
OnpenensaTe HEOOXOAUMBIE JIEHCTBUSA MO OOCITYKHUBAaHUIO HWH(POPMAIIMOHHBIX
CHUCTeMaM JIOKyMEHTHPOBAHHBIX c(ep HesATeTBHOCTH B COOTBETCTBHE C
HeoOxoaumble ymeHus | 3ampocaMu paOOTHHUKOB
OnpenensaTs  mapaMmMeTpbl  OLEHKM  JGHCTBHM MO  0OCITYXKHBaHHIO
MH(POPMAIIMOHHBIX CHCTEM JIOKYMEHTHPOBAHHBIX Cc(ep AeATeIbHOCTH B
COOTBETCTBHE C 3alpocamMy pabOTHUKOB
OcymiecTBIATh JOKyMEHTAIbHOE O()OPMIICHUE IOJIb30BAaTEIbCKUX CLECHAPHUEB,
cneunpukanuii U TpeOOoBaHMM K pa3paboTke HHPOPMALKMOHHBIX CHCTEM
JIOKYMEHTHUPOBAaHHBIX c(hep AeaTeIbHOCTH
3akoHOJaTeNIbHbIE 1 HOPMATUBHBIE MTPaBOBbIC akThl Poccuiickoit denepannu B
o0nactu nHGOpMaLuu, HHOOPMALMOHHBIX TEXHOJIOTHI U 3alIUTHl HHGOpMaIIUH,
MEPCOHANBHBIX TAaHHBIX, ITUPPOBOI TpaHCchOpMaIuu
3akoHOJaTeNIbHBIE 1 HOPMATUBHBIE TTPaBOBBIC akThl Poccuiickoit denepannn B
chepe ynpaBieHHs JOKyMEHTaMHU
MeTozaps! IpoBEAEHUS OIIPOCOB U UCCIIEIOBAHUI
[Tonnmanue OCHOB YeJI0BEKO-OpUEHTUPOBAHHOTO MIPOEKTUPOBAHUS
MHTEPAKTUBHBIX CUCTEM
Criennanu3upoBaHHOE MPOrpaMMHOE obecriedeHne Uisi 00pabOTKH MacCHBOB
JaHHBIX W CTATUCTHYECKOM uHpOpMaluu, TIpaduyeckoro IMpeacTaBlICHUs
uH(pOpMALINK O TOKYMEHTUPOBAHHBIX cepax NesTeIbHOCTU
OCHOBBI ~ TOCTpPOCHHsSI ~ Mojenei  OW3HEC-TPOIECCOB U CTPYKTYP
JIOKYMEHTHPOBAaHHBIX c(hep AeaTeIbHOCTH
OCHOBBI TPOTOTUIIHPOBAHUS HHTEP(PEiicoB
OCHOBBI aBTOMATH3a1IUs TIPOIIECCOB JIOKYMEHTHPOBAHHBIX C(Ep AeATeIILHOCTH
OCHOBBI yIIpaBJI€HUS MPOEKTAMHU YIIPABJICHUS JOKYMEHTAMU

HCO6XOI[I/IMLIC 3HaHHUA

Hpyrue

XapaKTECPUCTUKU

3.2.8. TpynoBasi pyHkuus
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®opmupoBaHue (yHKIIMOHAIBLHBIX

TpeOoBaHMIT K cucTeMaM MuGPOBOH VpoBeHb
Hanmenosanne | TpaHc(hOpMaIuu Kox  B/08.6 | (momyposers) 6
JOKYMEHTHPOBaHHBIX chep KBaMQrKaLHK

ACATCIIBHOCTH OpraHu3alun

[Ipoucxoxenue TpynoBoit
yHKIIH

TpynoBsle nencTBus

Heo6xonumble yMeHUs

HeoOxomnMble 3HaAHUSA

Opurunaan X | 3amMCTBOBAaHO M3 OPUTHHAIA
Kon PerucTtpaunoHHbiit
OpHUTHHAJIA HOMEp
po(heCCHOHAIBHOTO
CTaHJapTa

[TpoBeneHMEe MOHUTOPUHTA HOPMATHBHBIX IPABOBBIX aKTOB B O0JIACTH CHCTEMBI
mudpoBoil  TpaHchopManUM  JOKYMEHTHPOBAaHHBIX cdep  JesATeITbHOCTH
opraHu3aluu

[IpoBeieHne MOHUTOPHHIa OTEYECTBEHHOIO M  MHPOBOIO  OIBITA IO
OPUMEHEHHUIO CUCTEM LU(POBOH TpaHCHOpMALMU JTOKYMEHTHUPOBAHHBIX cdep
JESATEIIbHOCTH OpPraHu3alu

[TpoBeieHME MOHUTOPUHTA KOPIIOPATUBHBIX M OTPACIEBBIX CTAHAAPTOB CUCTEM
mudpoBoil  TpaHchopMalK  JOKYMEHTHPOBAHHBIX  cep  JesATeTbHOCTH
opraHu3zaluu

Coop u aHaym3 TpeOOBaHMH 1O NPUMEHEHHUIO CUCTEM LM(POBOM
TpaHc(hOpMaIUH TOKYMEHTUPOBAHHBIX CEP A TETHLHOCTH OpraHU3AINH
Cucrematuzauus TpeOoBaHUM K cucTeMaM HUPPOBOH TpaHchoOpMauu
JOKYMEHTHPOBAaHHBIX c(ep HesTeIbHOCTH OpraHu3allud, IpOBEepKa WX Ha
MIOJIHOTY, ITOCJIEA0BATEIBHOCTh U HEIPOTHBOPEUNBOCTD

JlokymMeHTHpOBaHHE TpeOOBaHUI K HOPMAaTHBHOMY, OPIaHU3aLUOHHOMY,
TEXHOJIOTHYECKOMY  OOecledyeHU0 cucteM LupoBoi  TpaHchopMaruu
JOKYMEHTHPOBAaHHBIX cpep AesATeTbHOCTH OpraHu3alun

[lpoBoguTe aHamM3 M OLEHKY BO3MOXKHOCTEH cucreM 00paboTKu
CTPYKTYPUPOBAaHHBIX JaHHBIX M METaJaHHBIX LU(PPOBON TpaHchoOpMaIUH
JIOKYMEHTHUPOBAaHHBIX cep AeATeIbHOCTH OpraHu3aluu

[TpuMeHATh METOJOJOIHI0 OPraHU3al[MOHHOIO IPOEKTUPOBAHUS IMPH aHAIN3e
CUCTEM YTIPaBJICHUS CTPYKTYPHUPOBAHHBIX JAHHBIMU B OpraHU3aIUN
[TpencraBnste pe3ybTaThl aHaJIu3a IIPOLIECCOB yIpaBieHUs
CTPYKTYPHUPOBAHHBIMHU JaHHBIMU B rpa)MuecKOM BUIE

BbISIBIATE  MPUOPUTETHBIE  HANpPABICHHUS  aBTOMATHU3AalMU  YIPABICHHS
CTPYKTYPHUPOBAaHHBIMU JIaHHBIMU B OpraHU3allH

OcyiecTBIATh A€N0Bble KOMMYHHKAIIUN C 3aUHTEPECOBAHHBIMU CTOPOHAMH U
NOTPEeOUTESIMA JOKYMEHTUPOBAHHBIX c(pep AeATEIIbHOCTH OpraHU3aIii
Onpenensate 3¢ (HEKTUBHOCTh MEPONPUATHH IO aBTOMATHU3aLUU YIIPAaBICHUS
CTPYKTYPUPOBAaHHBIMU JaHHBIMH JOKYMEHTUPOBAHHBIX c]ep IesATeTbHOCTH
opraHu3aluu

3akoHO/IaTeNIbHbIE U HOPMAaTUBHBIE MPaBOBbIe akThl Poccuiickoit denepanun B
oOmactu nHpopMaIy, HHPOPMALIMOHHBIX TEXHOJIOTHH U 3alIUTH HH(OPMAIUH,
MEPCOHAIIBHBIX TAaHHBIX, TU(PPOBOH TpaHCHOpMAITIT

3aKoHO/aTeNIbHBIE U HOPMATUBHBIE TIpaBOBbIE akThl Poccuiickoit denepannu B
cepe ynpaBiaeHus: JOKyMEHTaAMHI
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MesxayHapoAHble ¥ HallMOHAJIbHBIE CTaHAAPTHI B 00JIACTH cucTeM IUGPOBOI
TpaHc(hOopMaIuH TOKYMEHTUPOBAHHBIX CEp ACSITETHHOCTH OpraHU3AIIH
OCHOBBI TEOPHH CUCTEMHOT'O aHaJn3a

MeTtouKy ONMUCaHUS U MOJICIMPOBAHUS MPOLECCOB, CPEJCTBA MOICITUPOBAHHUS
MPOIECCOB JOKYMEHTUPOBAHHBIX CEp AeATSILHOCTH OPraHU3aIuN

MeToapl uWccneoBaHUS, aHAlM3a, MPOEKTUPOBAHUS W Pa3BUTHUS CUCTEM
nudpoBol  TpaHCPOpPMAIMKM  JTOKYMEHTUPOBAHHBIX cep  AesITeTbHOCTH
OpraHH3alNN

PbolHOK  mporpaMMHBIX  MPOAYKTOB MO  aBTOMATH3al[MU  yIpPaBICHUS
CTPYKTYPUPOBAaHHBIMU JaHHBIMH JOKYMEHTUPOBAaHHBIX CQep IesATeIbHOCTH
opraHu3zaluu

@DyHKIMOHAIbHBIE O0COOEHHOCTH Pa3IMYHBIX CUCTEM 1 poBoit
TpaHc(hOpMaIUH TOKYMEHTUPOBAHHBIX CEP ACSITETHBHOCTH OpTaHU3AIIH
[IpaBuna oOpraHuM3zalid TPOLIECCOB  YIPABIEHUS  CTPYKTYPUPOBAHHBIMU
TaHHBIMU

HopmaTuBHO-TEXHHUYECKHE JOKYMEHTHI, ONpenelstonme TpeOoBaHUA K
MIPOEKTHON M TEXHUYECKOM MOKYMEHTAIIMU CHCTEM HHU(POBOIl TpaHCchOopMauu
JTOKYMEHTHPOBAHHBIX c(ep AesATeTbHOCTH OpraHU3alun

VYerpoiictBo GyHKIMOHUPOBAaHWE  HWH(DOPMAIMOHHBIX  PECYpPCOB
JOKYMEHTHPOBAaHHBIX chep AesATeTbHOCTH

Hpyrue

XapaKTepPUCTUKU
3.2.9. TpynoBasi pyHKIUA

Metoauueckoe pyKOBOJICTBO

npoieccom mudpoBoi VpoBeHb
Hanmenosanne =~ TpaHCOpMAIIUU Kox  B/09.6 | (momyposenn) 6
JNOKYMEHTHPOBAaHHBIX chep KBaMUKaLMH

JACATCIIBHOCTH OPraHru3aln

ITpoucxoxaenue TpyroBoi

Opurunan X | 3anMCTBOBaHO U3 OpHUIHHAJIA
dyHKIIH
Kon Perucrpannonssii
OpHUTHHAJa HOMEp
podecCHOHATBHOTO
CTaHJapTa
TpynoBble neiicTBUs MOHUTOPUHT TEeKyIIeH JEeATENIbHOCTH B paMKax MpoueccoB IudpoBon

TpaHc(hOopMaIui TOKYMEHTUPOBAHHBIX CEP ACSITETBHOCTH OpraHU3aINH
Pa3paboTka OKaJIBHOTO HOPMATHBHOTO M METOAMYECKOTO OOecreueHus
mpoueccoB  1udpoBolt  TpaHchopMmanmMM — JOKYMEHTUPOBAHHBIX  cep
JIESITCIILHOCTH OpPTraHU3aIie

PazpaboTka kimroueBBIX mokaszateneil 3pdekTuBHOCTH TporeccoB IHU(PPOBOU
TpaHchopMaluu JOKyMEHTUPOBAHHBIX c(hep AeSITeTbHOCTH OpraHU3aINH
KoHTponb coOmoeHusT KIIIOYEeBBIX TOKazaTenaeld 3()(EeKTHBHOCTH IMPOIECCOB
mupoBoil  TpaHchOpMAIMK  JIOKYMEHTHPOBAaHHBIX  cep  IeATeIbHOCTH
OpraHu3aluu
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CocraBienue rpaduka oOydeHHs ¥ TOBBIIICHUS KBUIUPUKAIIMH PAOOTHUKOB-
YYaCTHHKOB MPOIieccoB U poBoii TpaHchopMaIiy JOKYMEHTUPOBAHHBIX cep
JESITeTHHOCTH OpTaHU3aIHH

KoncynetupoBanue y4aCTHUKOB udpoBoi Tpanchopmauu
JTOKYMEHTHPOBAHHBIX c(hep AesITeTbHOCTH OpraHu3aIluu

[naHupoBaTh NEATENBHOCTh CTPYKTYPHBIX TOJPA3JCIICHHI [0 BOIpPOCAM
mudpoBoil  TpaHchopMalMM  JTOKYMEHTHPOBAHHBIX  cep  JesATeTbHOCTH
OpraHHU3alNN

[TnanupoBaTh OOydYeHHWE W  TIOBBIIICHHE KBAIU(PUKAUK  PaOOTHHKOB
opraHuzallid B Bompocax IUGpoBoi TpaHcopMauu AOKYMEHTHPOBAHHBIX
cdep nesTenbHOCTH OpTaHN3aluH

3akoHOaTeNIbHBIE U HOPMATHBHBIE TIPaBOBbIe akThl Poccuiickoit dexepanuu B
obnactu mHGOpMany, HHOOPMAITMOHHBIX TEXHOJIOTHIA U 32U THI MH(OPMAIIHH,
MepCOHATBHBIX JTAHHBIX, ITUPPOBOI TpaHChHOopMaIuu

3akoHOJATEeNIbHBIE U HOPMATHBHBIC TIPaBOBbIe akThl Poccuiickoit depepanuu B
chepe yrpaBieHHs TOKyMEHTaMHU

HopmatuBHBIE  mpaBOBbIE  aKThl W KOJCKCHI 3THKM B 00J]acTH
JIOKYMEHTUPOBAHHBIX cpep NesITeNbHOCTA OpraHU3aIliu

Creuuduka COCTaBICHUS AHAIUTUYECKOW M ONEpPaTUBHOW OTYETHOCTH B
OopraHu3aluu

Opranu3anroHHO-PACTIOPSTUTEIHHBIE JOKYMEHTBI o 1 poBoit
TpaHc(hOpMaIUH TOKYMEHTUPOBAHHBIX CHEP ACSITETHPHOCTH OpTaHU3AIIH

3.2.10. TpynoBasi pyHKuusI

XpaHCHI/IC 1 YHUUTOKCHHA

HaumenoBanune

IIpoucxoxenue TpynoBoi
dbyHKIIH

YpoBeHb
CTPYKTYPUPOBAHHBIX JaHHBIX U
TpyKTypHp Kox  B/10.6  (moayposenb) 6
MeTaJaHHBIX JOKYMEHTUPOBAHHEIX KBATHHKALIH
chep nesarenpHOCTH
Opurunan X | 3auMCTBOBaHO M3 OpUTHHAIA
Kon PeructpaunoHHbii
OpHUTHHAJA HOMEp
po(heCcCHOHANBHOTO
CTaHjaapTa

TpynoBbie nenCcTBUS

IlonroroBka MeponpUATUH IO  IPOBEAEHUIO  AKCIEPTU3bl  LIEHHOCTH
CTPYKTYpUPOBAaHHBIX JAaHHBIX M METaJaHHBIX JIOKYMEHTHPOBAHHBIX cdep
JESATEIIBHOCTH OPraHU3alH

IIpoBenenne SKcHepTu3bl LEHHOCTH  CTPYKTYPUPOBAaHHBIX  JAHHBIX WU
METa/IaHHbIX JOKYMEHTUPOBAHHBIX c(hep NeATeIbHOCTH OpraHu3alun
[TonroroBka MeponpusiTHi 1O OTOOPY CTPYKTYPHUPOBAHHBIX JaHHBIX H
METaJaHHbIX /Ul JAJIbHEUILET0 XpPaHEHUS WM YHUUTOKEHUS

[TpoBenenue npoueayp no 0T0OpPY CTPYKTYPUPOBAHHBIX JAHHBIX U METAJaHHBIX
JUISL JAJIbHEUILEr0 XpaHEHUS WM YHUUTOXKEHUS

[lonroroBka MeponpuaTuii MO pa3paboOTKe JIOKAJbHBIX HOPMAaTHUBHBIX
JOKYMEHTOB U METOIUYECKUX nocooui o HCITOJIB30BAHUIO
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CTPYKTYPUPOBAaHHBIX [JaHHBIX M METaJaHHBIX JOKYMEHTHPOBAaHHBIX cdep
JESATEIbHOCTH OpPraHUu3alu

[ToaroroBka MepoIpHUSTUI 110 BOCCTAHOBJIECHUIO YTPAaYE€HHBIX, MCIOPYEHHBIX
WIA HENPaBOMEPHO YHHUUYTOXKEHHBIX CTPYKTYPUPOBAaHHBIX JaHHBIX H
MeTaJaHHBIX JOKYMEHTUPOBAHHBIX cep NeATETLHOCTH OpPraHu3aluu
Pa3paboTka pekomMeHpalMii 1O BONpPOCaM XpaHEHUS M YHUUTOXKECHHS
CTPYKTYPUPOBAaHHBIX JaHHBIX M METaJaHHBIX JOKYMEHTHPOBAaHHBIX cdep
JIESTEJIbHOCTH OpraHu3aluu

BHecenne npemioxkeHnii 00 U3MEHEHHHM CPOKOB XpaHEHMs OTAEIbHBIX BUIOB
CTPYKTYPUPOBAaHHBIX JaHHBIX M METaJaHHBIX JOKYMEHTHPOBAaHHBIX cdep
JeSTEIbHOCTH OpraHu3aliu

[TnanupoBaTh paboTy 1O BBOAY, Y4eTy, nepejaade, oOpabOTKE M XpaHEHMIO
CTPYKTYPUPOBAaHHBIX JaHHBIX M METaJaHHBIX JOKYMEHTHPOBAaHHBIX cdep
NESTEeIbHOCTH OpraHU3aLuN

OcymiecTBIATh  METOJMYECKOE  PYKOBOACTBO  HpoleccaMd  LU(pPOBOi
TpaHchopmanuu CTPYKTYpUPOBaHHBIX JTAHHBIX u MeTaJaHHBIX
JOKYMEHTHPOBAaHHBIX c(hep AesTETbHOCTH OpraHU3aluu

KoHTtponupoBats yueT, mpaBornpeeMcTBO, JOPMHUPOBAHUE, TEpeiady U XpaHeHHEe
CTPYKTYpUPOBAaHHBIX JaHHBIX M METaJaHHBIX JIOKYMEHTHPOBAHHBIX cdep
NeSITeIbHOCTH OpraHU3aluU

ObecrneynBaTh COXPAaHHOCTH, MPABOIPEEMCTBO U 3AIIUTY CTPYKTYPUPOBAHHBIX
JAHHBIX U METAaJaHHBIX TOKYMEHTUPOBAHHBIX c(ep NeATeIbHOCTH OpraHu3aluu
3aKoHOJATENIbLHBIE U HOPMAaTUBHBIE TIPaBoOBbIe akThl Pocculickoit depepanuu B
oOmactu nHpopMaIy, HHPOPMALIMOHHBIX TEXHOJIOTHH U 3alIUTH HH(OPMAIUH,
MePCOHATBHBIX JTAHHBIX, UG POBOM TpaHChHOpMaITUn

3aKoHOJATENIbHBIE U HOPMAaTUBHBIE IIPaBOBbIe akThl Pocculickoit depepanuu B
cepe ympaBiaeHUs JOKyMEHTaAMHU

HanuonanbHble cTaHAApThl B 00JIACTH YIPABICHUS JAOKYMEHTaMH, apXUBHOTO
XpaHEeHHUs

JlokanbHble ~ HOpPMAaTUBHBIE  aKThl ~ OpraHu3anuu 1o  pabore  co
CTPYKTYPUPOBAaHHBIMU JTaHHBIMH U METAJaHHBIMU JIOKYMEHTHPOBAaHHBIX cdep
JIESATEIbHOCTH

[lpaBuna opraHu3zaluu XpaHEHHUs BHUJOB CTPYKTYPHPOBAHHBIX JAHHBIX H
MeTaJaHHbIX JOKYMEHTUPOBaHHBIX C(ep A TeTbHOCTH

[IpaBusia opraHuM3al XpaHEHUS BUJOB CTPYKTYpHUPOBAaHHBIX JAHHBIX H
METaJaHHbIX JIOKYMEHTHPOBAHHBIX c(ep [eATeIbHOCTH OrPAaHUUYEHHOTrO
J0CTyna

[IpaBusia cuctemMaTU3alMM U KiacCU(DUKAIMU CTPYKTYpPUPOBAHHBIX JAHHBIX U
MeTaJaHHbIX JOKYMEHTUPOBaHHBIX C(ep AESITeTbHOCTH

Kputepuu onpeneneHus HEHHOCTH CTPYKTYPUPOBAHHBIX JAHHBIX U METAJaHHBIX
JOKYMEHTUPOBAaHHBIX cep AESITeTbHOCTH A MX 0TOOpa Ha JajbHeiliee
XpaHEHHEe WIN YHUUYTOXKEHHUE

OCOOCHHOCTH XpaHEHUS CTPYKTYpUPOBAHHBIX JAHHBIX M METaJaHHBIX
JOKYMEHTHPOBAaHHBIX c(hep AeATETbHOCTH

TexHOnOrnM MEXJIMYHOCTHOM U TIPYINIIOBOM KOMMYHUKALIMH, OCHOBBI
KOH(JIMKTOJIOTHUH
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3.2.11. TpynoBasi pyHKuus

Ob6ecnieuenue 3¢ PeKTUBHOCTH

HanmenoBanue

IIpoucxoxaeHue TpyroBoi
dbyHKIIIH

o YpoBeHb
1 poBoii TpaHChHopMaALIUU
uudp TpaHcdopmall Kox BJ/11.6  (momypoens) 6
JOKYMEHTHPOBAaHHBIX chep N N——
NEeSITeIbHOCTH OpTaHU3aInN
OpI/IFI/IHaH X 3aMMCTBOBAaHO M3 opurvHalia
Kon Perucrpannonsbri
OpHUTHHAaNa HOMeEp
pOodeCCHOHATBHOTO
CTaHJapTa

TpyoBbie nencTBUA

HeoOxoanmele ymeHus

dopmupoBanne TpeOOBaHUN K aHAJUTUYECKOH U ONEPaTHBHOW OTYETHOCTH IO
pesyabTataM  1UGPOBOM  TpaHChOpMAIMKM  JTOKYMEHTHPOBAHHBIX  chep
NeSITeTTHHOCTH OpTaHU3aIHA

ABTtomaTu3anys GOpMUPOBAHMS aHAIMTHYECKON U ONIEPATUBHOIN OTYETHOCTH 110
pesyiabrataM  UGPOBOH  TpaHChOpMAIMK  JTOKYMEHTHPOBAHHBIX  chep
NeSITeTHHOCTH OpTaHU3aIHA

MOHUTOPUHT C(HOPMHUPOBAHHBIX AHATUTUYECKHX W ONEPATHUBHBIX OTYETOB,
KOHCOJIMIMPOBAaHHON OTYETHOCTH O (PYHKIMOHUPOBAHUH TPOIIECCOB MU (PPOBOI
TpaHC(OPMAIK JOKYMEHTUPOBAHHBIX Cep AeATeIbHOCTH OpraHU3aun
Onenka 3(p¢peKTUBHOCTH W KayecTBa MIPOIECCOB HU(PPOBOH TpaHCchOpMAIUH
JNOKYMEHTHPOBAaHHBIX cpep AesITeTHHOCTH OpraHu3aluu

[InanupoBaHKEe MEpPONPHUATHIA IO MOBBIECHUIO 3P(HEKTUBHOCTH IMPOIECCOB
mudpoBoil  TpaHchopMaK  JOKYMEHTHPOBAHHBIX cep  JeATeIbHOCTH
OpTraHM3aINN

KOHTpoib BBINOJIHEHHS MEPONPUATHH MO TMOBBIMIEHUIO 3()PEKTUBHOCTH
nporieccoB  ImdpoBoil  TpaHchopMaMM  JOKYMEHTUPOBAaHHBIX  cdep
NeSITeIFHOCTH OPTaHU3aINN

Pa3pabateiBaTh (pOopMai30BaHHbIE MOJEIH, METOJbl M aJTOPUTMbI pPEIICHUs
THUMOBBIX  3a/a4  ABTOMATHU3UPOBAHHOW  WH(OPMAIIMOHHO-aHAIUTHYECKON
HOJJICPKKH TMPOLECCOB MPUHATHS PEIICHHH MO HU(PPOBOH TpaHCHOpPMALUH
JOKYMEHTHPOBAaHHBIX cep AeATeTbHOCTH OpraHu3aluu

[TpuMeHSATH METOABI W CPEICTBA MOHHTOPHHTA WM CHUTYAaIlMOHHOTO aHaJN3a
CTPYKTYPHPOBAHHBIX JAaHHBIX Ha 0a3e NH(POPMALMOHHBIX aBTOMATH3UPOBAHHBIX
CUCTEM JOKYMEHTUPOBAHHBIX Cep ASITEITHHOCTH

Hcnonp30BaTh COBPEMEHHBIE MOJICIIN I METOJIbI H3MEPEHUS, TPOTHO3UPOBAHHS,
IUIAHUPOBAHUS, IPUHSATHS PELICHUI PU PELICHUH 33124 MTOICPIKKHU MTPOIIECCOB
NPUHATHS pelIeHnui o nuppoBoii TpaHcHopMaIK JOKYMEHTHPOBAHHBIX cdep
JeSITeIFHOCTH OPTaHU3aNN

OnenuBath 3(PPEKTUBHOCTh M KA4YeCTBO MPOTHO3MPOBAHHUS, IJIAHUPOBAHUS,
NPUHATHS PEUICHUN B YCIOBUSIX HEONPEACIEHHOCTH UMEIoNIelics HHPOpMAIIH
mo nudpoBol TpaHChHOpPMAMK JTOKYMEHTUPOBAHHBIX cdep IeATeIbHOCTH
OpraHu3aluu

[IpenctaBisiTh pe3yabTaThl pEIICHUS aHATUTHICCKHX 33/1a4 B CTAHJAPTHOM BHJIE
no uudpoBoil TpaHCchHOpMAUK TOKYMEHTHPOBAHHBIX c(ep ESTEIBHOCTH
OpraHu3aluu
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Merto10510TH4€CKHEe OCHOBBI TEOPUH MPUHATHS PEIICHUH, TEOpUN U3MEpeHuil,
TEOPHH TPOTHO3ZUPOBAHHUS U IUJIAHUPOBaHHUA LU(GPOBOH TpaHCPOpMaIUU
JOKYMEHTHPOBAaHHBIX c(hep AesATeTbHOCTH

KnroueBble nmokasatenu 3p(heKTUBHOCTU M CIIOCOOBI X M3MEPEHHUs B Ipolieccax
1 poBoii TpaHC(HOPMAINY JOKYMEHTUPOBAHHBIX CEp AeATSILHOCTH
CrpyKTypa, NPUHLIMIIBI OCTPOSHUS M (DYHKIIMOHUPOBAHUS MHPOPMALIMOHHBIX
CUCTEM JOKYMEHTUPOBaHHBIX CPeEp AESITETHHOCTH

OCHOBBI CTATUCTHKY ¥ aHAJH3a

Mertonpl oueHkH 3()PEKTUBHOCTH M KadecTBa B 3ajjauyax IPOTHO3UPOBAHMA,
IUIAHUPOBAHUS,  TPHUHATHS  PELICHUH udpoBoit TpaHcopmanuu
JOKYMEHTHPOBAaHHBIX c(hep AeATETbHOCTH

Metoio0rH4ecKie OCHOBBI MH(OPMALMOHHO-aHAIUTHUECKOH JeATeIbHOCTH
1 poBoii TpaHC(HOPMAIMK JOKYMEHTUPOBAHHBIX CEP AeATSILHOCTH
[TpuHiunsl  opraHu3anuu  HMHPOPMAILIMOHHO-aHATUTUYECKON JIeATEeNIbHOCTH
1 poBoii TpaHC(HOPMALINY JOKYMEHTUPOBAHHBIX Cep AeATSILHOCTH
CnocoOsl  popMHpPOBaHHS OMUCAHUNW OOBEKTOB W  KJIACCOB OOBEKTOB
JOKYMEHTHPOBAaHHBIX chep AeATeTbHOCTH

Opranu3anoHHbIE MEPHI 10 3alMTe HH(POPMALUK TOKYMEHTHPOBAHHBIX chep
JeSITeTbHOCTH

TpeboBaHus OXpaHbI TPyAa U MOXKAPHOHN 6€301MacHOCTH

3.2.12. TpyaoBasi pyHKIUA

HaunmenoBanme

IIpoucxoxnenue TpynoBoi
GbyHKIHH

TpynoBsle nencTBUs

Heo0Oxonnmeie

KoHTposnsb 3a cobimoieHueM KOppeEKTHOCTH v
. POBEHB
IIPUMECHCHUS BUIOB 3JICKTPOHHBIX ITOAIINCCHU
P P Kon | B/12.6 (momypoBeHb) 6
B JOKYMEHTUPOBAHHBIX chepax N ———
ACATCIIbBHOCTU OpraHu3allun
3anMCTBOBAHO M3
Opurunan X
OpHUTHHAJA
Konx PeructpaunoHHbiit
OpHTHHAaa HOMED
podeCCHOHATBHOTO
CTaHmapTa

Pa3paboTka IOKanbHBIX HOPMATHUBHBIX AaKTOB OpraHW3alid B 00JACTH
MPUMEHEHUSI BHUJIOB IEKTPOHHOW MOJINUCH B JIOKYMEHTUPOBAHHBIX cdepax
JEeATEIbHOCTH OpraHU3aluu

Kontponb coOmtoieHnsi JTOKaJbHBIX HOPMATHBHBIX aKTOB OpraHU3AIMHU [0
MPUMEHEHUIO BUJOB 3JEKTPOHHOM MOANUCU B JIOKYMEHTUPOBAHHBIX cdepax
NEeATEIbHOCTH OpraHUu3aluu

®dopmupoBaHue TpeOOBaHUN MO XpaHEHHIO WH(GOpPMAIUU OO0 SICKTPOHHBIX
noAnucsx pabOTHUKOB OpraHu3ali B JOKYMEHTHPOBAaHHBIX  cdepax
NEeATETbHOCTH

KontponupoBaTs cobmoaeHne TpeOOBaHMH, MPABIII U HHCTPYKIUM 10 paboTe ¢
AIEKTPOHHBIMHU TOJIMUCSAMHU B JOKYMEHTUPOBAHHBIX chepax AesTeIbHOCTH
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YMEHHUS

HCOGXOI[I/IMLIC 3HaHHUA

Hpyrue

XAPAKTCPUCTUKHA

KoHcynpTHpoBaTh paOOTHUKOB OpPraHM3alMK 110 BOIpOcaM HH()OPMALMOHHON
0€30MMacHOCTH U paboTe ¢ AIEKTPOHHBIMHU MOMAMUCIMUA B JOKYMEHTHPOBAaHHBIX
chepax aesITeNbHOCTH

3akoHOJAaTeNbHbIE U HOPMATUBHBIC MPaBOBbIe akThl Poccuiickoii Denepauu B
obmactu nHOpMaImu, HHPOPMAITMOHHBIX TEXHOJIOTHH 1 3aIIUTHl HH(POPMAIIHH,
MEPCOHANBHBIX JJAHHBIX U JICKTPOHHOU MOANHMCH, TUPPOBOH TpaHCHOpMaLTUU
3akoHOJAaTEeNbHBIE U HOPMATUBHBIC TMPaBOBbIe akThl Poccuiickoit Deneparuu B
chepe ynpasieHus: JOKyMEHTaMH

OtedyecTBeHHBIW H 3apyOeXHBIH OMBIT pa3pabOTKM W  HCIOJIb30BAHUS
ANIEKTPOHHOU MOAINKCH B JOKYMEHTHPOBAHHBIX chepax AesITeIbHOCTH

OCHOBBI CPEJICTB U CHCTEMBI 3alIUTHl HHPOPMAIIMU JOKYMEHTHPOBAHHBIX c(ep
JeSITeIbHOCTH

[Mopsimok  co3maHusi, BBIAAYM, TPEKpPAIICHUS JNCHUCTBHS, AHHYJIUPOBAHWS,
MPUOCTAHOBIICHUSI W BO30OHOBICHHS JCWCTBUS CEePTU(PUKATOB  KITFOUECH
ANEKTPOHHOU MOAMUCH

[IpaBuna cobmoaeHnss THPOPMAITMOHHON OE30TTACHOCTH

JlokanbHBIC HOPMATHBHBIC aKThI MO 3aIIUTE MIEPCOHATBHBIX JAHHBIX

OCHOBHBIE  CEpPBUCHI IO OKA3aHUIO  3JCKTPOHHBIX  YCIYT, TOPTAIBI
TOCYJapCTBEHHBIX U MYHUIIUTIAIBHBIX YCITYT

OpraHu3annoHHas CTPYKTypa U (priIMaibl OpraHu3aIHm

3.3. O000menHas TpyaoBast GyHKu M

VYnpasnenue mdpoBoit

HanmenoBaume TpaHcopmanuei Kox C VpoBeHb 7

AOKYMCHTHUPOBAHHBIX cq)ep KBaHWbHKaHHH

ACATCIIbBHOCTU OpraHUu3allun
IIpoucxoxnenue
0000 1IIeHHON TPYIOBOH Opurnaan | X 3aMMCTBOBAHO U3 OpUTMHAJIA
hyHKIIH

Kon Perucrpaunonnsiit
OpHUTHHAJIA HOMED
PO ECCHOHAIBHOTO
CTaH7apTa

Bo3MoxHbIe
HaMMCHOBAHHS
JOJDKHOCTEH,
npodeccuit

TpebGoBaHus K
00pa3oBaHUIO U
00y4EeHUIO

JIMpeKTop 1o TaHHBIM TIOKYMEHTHUPOBAHHBIX cep ACITETbHOCTH OpraHu3aluu
JlupekTop 1o yrpasieHuo HudpoBoii TpanchopManuet JOKyMEHTHPOBAHHBIX
cdep aesTeIbHOCTH OpraHu3aun

JIMpeKTop 10 NEepCreKTUBHOMY Pa3BUTHIO [IU(PPOBBIX TEXHOIOTHIM
JOKYMEHTHUPOBAaHHBIX c(hep AeATeIbHOCTH OpraHu3alun

Briciiee o6pa3zoBaHue — MarucTpaTypa

WK

Briciiee o6paszoBanue (He mpopuIbHOE) — MarucTpaTypa
"
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JlononHuTenbHOE MpodeccuoHaibHOe 00pa30BaHUE — POTPAMMEI
poQeCCUOHANBHO MEPETIOATOTOBKY 110 MPOQUITIO JIESITSIIBHOCTH

TpebGoBanwust k onbiTy = He MeHee Mt JIeT pyKOBOISIICH ACSITEIBHOCTH B Chepe YIpaBICHUS JaHHBIMA

NPaKTHYECKON JTOKYMEHTHPOBAHHBIX chep NesTeTbHOCTH OpraHu3aliu

paboThI

Oco0Oble ycioBHs -

Jonycka K pabote

Hpyrue [ToBsiiieHre KBaTH(HUKAIIUK IO TPOrpaMMaM YIPaBICHUs TOKYMEHTAMH,

XapaKTePUCTUKU JaHHBIMH U MTHPOPMAITMOHHBIMU 00BEKTAMHU JOKYMEHTUPOBAHHBIX Cep
JEATeIbHOCTH OPraHU3aluu

I[OHOJ'IHI/ITCJIBHBIG XapaKTCPpUCTUKU

HanmenoBanue Kox HaunmenoBanue 6a30B0ii rpyIiibl, JOHKHOCTH (Tpodeccun)
JOKyMEHTa WIN CHEeIHaIbHOCTH
OK3 1213 PykoBoauTesns B 001acTH ONpeIeIeHHs TOJIMTHKU 1
TUTAHUPOBAHUS ICATEIIEHOCTH
EKC - JlupexTop (HayaJbHUK) BEIYUCIUTENBLHOTO (MH(OPMAIITMOHHO
- BBIYUCIIUTEJILHOTO) IIEHTpa
OKIIITP 21571 JIupeKTop TEXHUIESCKHIT
24924 Havanbnuk ciyx05b1 (GHHAHCOBO-9KOHOMUYECKOM U
aJMUHHUCTPATUBHOMN )
OKCO 2.09.04.02 HNudopManmoHHbIE CUCTEMBI U TEXHOJIOTHH
2.10.04.01 ' MapopManmonHas 6e30macHOCTb
7.46.04.02 \ JIoKyMEHTOBEICHUE U apXUBOBEICHHE

3.3.1. TpynoBasi pyHkuus

PazButne nudpopoii

YpoBeHb
aHC(hopMalInu
HaunmenoBanue P (b pMall Kon | C/01.7 (ToypoBeHb) 7
JOKYMEHTHPOBAaHHBIX chep KBATHQHKAIH
ACATCIIbBHOCTU OpraHu3aliin
Tpoucxoxenne TpyoBoi Opurusan X | 3auMCTBOBaHO M3 OpUTHHAA
byHKIAN
Kon PerucrpannoHHbIH
OpHUTrHHaNa HOMep
podecCHOHATBHOTO
cTaHjapra
TpynoBsle neicTBUsS Pa3paboTka koHIenuu uppoBoii TpaHcHopMaIuu JOKYMEHTUPOBAaHHBIX chep

ACATCIBHOCTH B OpraHru3alnu

Pa3paboTka Iu1aHOB MO peaju3aluy KOHIEMIHHA HHU(POBOW TpaHCHOpMAIHH
JOKYMCHTHPOBAHHBIX C(bep ACATCIIBHOCTH B OpraHru3alin

KoHTpons uCHONHEHWS IUIAHOB MO pealu3allid KOHLENIMH IH(POBOiM
TpaHc(hOopMaIuu TOKYMEHTUPOBAHHBIX cep NesITeIbHOCTH B OPTaHU3al|H
Pa3paboTka KiroueBHIX MoOKa3zarenaei 3((HEeKTUBHOCTH TpPOIEecCcOB HHU(POBOI
TpaHC(OPMAIH JOKYMEHTUPOBAHHBIX Cep NeATeTbHOCTH OpraHU3anu
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[InanupoBaHWE W KOHTPOJb MPOBEACHUS BHYTPEHHUX MEPONPUATHIL B
OpraHu3aluu 1o IPOJBHKEHUIO udpoBoit TpaHchopManuu
JIOKYMEHTHPOBAHHBIX cep NesaTeIbHOCTH

[TnaHupoBaHue MEpONPHUATUH IO MOBBIMLCHUIO 3(PQPEKTUBHOCTH IMPOLECCOB
mupoBoil  TpaHchoOpMaMK  TOKYMEHTHPOBAaHHBIX cdep ACATEIbHOCTH
OpraHu3auu

[IpoBeneHue MepoNpHUIATUH MO TOBBIIIEHUIO 3()(PEKTUBHOCTH IMPOLECCOB
uuppoBoi  TpaHCPOpMaLMKU JOKYMEHTUPOBAHHBIX cdep  JeATeIbHOCTH
OpraHu3aIuu

[InanupoBaHue W KOHTPOJb MPOBEACHHUS BHYTPEHHUX MEPONPUATHNA IO
MOBBIIICHUIO KOMIIETEHIIMM pPa0OTHUKOB B HCIOJIb30BAHHHM  IMPOIECCOB
nuppoBoli  TpaHCPOpMALMKM JOKYMEHTUPOBAHHBIX cdep  NeATeIbHOCTH
OpraHu3aluu

OOecnieunBaTh  BBINIOJIHEHWE  KIFOYEBBIX  MoOKasareneid  3(dexTuBHOCTH
nporeccoB  nUppoBoit  TpaHCchHOpMaMM  JOKYMEHTHUPOBAHHBIX  cdep
JIEATEIBHOCTH OpraHu3aluu

BoBrnekate pabOOTHMKOB OpraHM3allid B ONTHMHU3ALMIO OM3HEC-TPOLIECCOB B
obusiact 1K(poBoil TpaHchopMaKi JOKYMEHTUPOBAHHbBIX C(hep A TETbHOCTH
ObecneunBath pa3pabOTKy yueOHBIX M HH()OPMAIIMOHHO-KOHCYJIBTAIIMOHHBIX
nporpaMM, HWHCTpyKTaxeid B  obOmacth  1udpoBoil  TpaHchopmanuu
JIOKYMEHTUPOBAHHBIX c(pep NeaTeIbHOCTH OPTaHU3aIUH

3akoHOJaTeIbHBIC 1 HOPMATHUBHBIE TTPaBOBhIe akThl Poccuiickoit denepanuu B
obnactu nHGpOpMaLH, UHPOPMAITMOHHBIX TEXHOJIOTUH U 3a1UTHI HH(OpMAIINH,
NEePCOHABHBIX JaHHBIX, IIU(POBOI TpaHCchHOpMaIH

3aKoHO/IAaTeIbHbIE U HOPMATUBHBIE MTpaBOBbIE akThl Poccuiickoin denepannu B
cdepe yrpaBieHUs TOKyMEHTaMU

CraHmapTel 1 METOJMKHU YIIPABICHUS JaHHBIMH JOKYMEHTHPOBAaHHBIX cdep
JIeSTEIIbHOCTH

[Tcuxomoruss KOMMyHUKaWN

[TpuHIIUIIBI 1 METOTBI OLIEHKHU 3((HEKTUBHOCTH BHYTPEHHUX KOMMYHHKAITAN
OpranuzanvoHHasi CTPYKTypa U KOPIOpaTHUBHAS KyAbTypa OpraHu3aliu
[TpyHIMIIBI M METO/BI MOTYUYEHUSI OOPATHOM CBSI3U

OteuecTBEHHBI U 3apyOEKHBIM OMBIT yHpaBieHUs MPOEKTaMU B 00JaCTH
uudpoBol  TpaHCPOpPMAIMKM  JOKYMEHTUPOBAHHBIX cep  NeATeIHHOCTH
OpraHu3aiui

3.3.2. TpynoBasi pyHkuus

KonTpo:s 3a peanuzanuein KOJIeKCOB

IIpoucxoxnenue
TPYIOBOH () yHKIIUH

9 YpoBeHb
HaumenoBanu OTUKHU IU OBOH aHC(popMannun
wgp Tpanchopvar Kox  C/02.7 @ (momypoBes) 7
e JIOKYMEHTHUPOBAaHHEIX chep KBaTHHKATIH
ACATCIIBHOCTH OpraHu3alun
OpuruHan X | 3aMMCTBOBaHO U3 OPUTHHAJIA
Kon PerucrpaunoHHbIH

OpHUTHHaNa HOMeED
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Heo0xoaumbie
yMEHUs

Heo0xoaumeie
3HAaHUA

Hpyrue

XapaKTCPUCTUKU

npo¢eCCHOHAIBHOTO
CTaHzAapTa

Pa3paboTka KomekcoB 3TUKH LU(POBOM TpaHCHOPMALIUU JOKYMEHTHUPOBAHHBIX
chep AesITeT HOCTH OPTaHU3AIIN

Pa3paboTka J0KaJIbHBIX HOPMATUBHBIX AKTOB 110 MPUMEHEHUIO KOJEKCOB 3THUKU
mudpoBoil  TpaHchoOpMalMM  JIOKYMEHTHPOBAaHHBIX  cep  JeATeNbHOCTH
pabOTHUKaMU OpraHU3aluu

Co3maHue  KOMHUCCHMM IO  pEalM3allUd  KOJEKCOB AITUKM  LU(PpOBOMH
TpaHc(hOopMaIuy TOKYMEHTUPOBAHHBIX Cep AeSTEIbHOCTH B OpraHu3aluu
[InanupoBaHue MeEpONPHUATHI MO pealnu3aluu KOJEKCOB 3TUKH LHUPPOBOI
TpaHc(hOopMaIUK TOKYMEHTUPOBAHHBIX Cep AESITETbHOCTH OpraHU3aIu
[IpoBeenne MepompusATH TO peaau3alMd KOAEKCOB JSTHKU IU(pOBOI
TpaHc(hOpMalK JOKYMEHTUPOBaHHBIX Cep AESTEIbHOCTH OpraHU3alu
[IpoBeneHne MOHMTOpPUHIA OM3HEC-TIPOLECCOB HA COOTBETCTBHE 3THUYECKHM
HOpMaM B oOmactd mudpoBOi TpaHCHOpPMALUU JTOKYMEHTHPOBAHHBIX cdep
NEeSITeIbHOCTH OpraHU3aLUN

[IpoBeneHuss MOHMTOpUHIAa  ACWCTBUII  pabOOTHUKOB  OpraHM3allUd  Ha
COOTBETCTBHS JTHYECKUM HOpMaM B obOmactu nudpoBoil TpaHChHoOpMaIn
JOKYMEHTHPOBAaHHBIX c(hep AesATeTbHOCTH OpraHu3aluu

[IpoBeenue ciaykeOHBIX MPOBEPOK MO (haKTaM HAPYUICHHs KOJIEKCa ATUKHU U
JIOBEJICHHUE PE3YJIBTATOB JI0 PYKOBOJICTBA OpTaHU3AINN

BripaboTka pexomMeHJalMii Ha BBIABICHHbBIE HAapyIICHUS KOJIEKCOB 3THKU B
mudpoBoil  TpaHchoOpMAMK  JIOKYMEHTHPOBAaHHBIX  cep  JesATeNbHOCTH
OpTraHM3alNN

I'oTOBUTH aHATUTHYECKHE OTYETHI IO IPUMEHEHUIO KOJIEKCOB ITUKH B IIU(POBOI
TpaHc(hopMaIuH TOKYMEHTUPOBAHHBIX cep AeSITETbHOCTH OpraHU3aIIH
OneHMBaTh 3HaHMOETs PUCKHU BBIABICHHBIX HAapYyLIEHUH KOJEKCOB J3THUKU B
mudpoBoil  TpaHchoOpMalMK  JIOKYMEHTHPOBAaHHBIX  cep  JeATeNbHOCTH
OpTraHM3allMU U BEIPA0aTHIBATh PEKOMEHIAINH 10 XapaKTepy B3bICKAHUMA
OneHuBaTh JOCTATOYHOCTh, HAJEKHOCTh U OOBEKTHBHOCTH JOKA3aTEIbCTB
HapyIIEHUs] KOJEKca STHKU IU(PPOBON TpaHCHOpMAIMU JTOKYMEHTHUPOBAHHBIX
chep nearenpHOCTH

PernameHThl KOMHCCMM 1O pealM3allid  KOJEKCOB JTHUKU  IU(poBOI
TpaHc(hopMaIy TOKYMEHTUPOBAHHBIX Cep ACITEITHHOCTA OpTaHU3AIIH
[Tpodeccronanphas sThka 1MM(pPoBOH TpaHcPOpMAIUM JTOKYMEHTHPOBAHHBIX
cdep aesTeaTbHOCTH OpraHu3alun

[lpakTka pa3paOOTKM JIOKAJTHHBIX HOPMATHBHBIX AaKTOB TIO YIIPAaBICHUIO
CHUCTEMaMH BHYTPEHHETO KOHTPOJIS M YIPABICHUS JOKYMEHTaAMU

OcHOBBl MH()OPMALMOHHBIX TEXHOJIOTMA M MH(OPMAaLMOHHOW O€301mMacHOCTH
JOKYMEHTHPOBAaHHBIX c(hep AesITeTLHOCTH OpraHu3aluu

[IporpammHbIe TPOXYKTHI B 00JacTH aHalu3a KOHTPOJIBHBIX MpPOLEIyp B
JOKYMEHTHPOBAaHHBIX c(hepax AesTeIbHOCTH OpPraHU3auN

[lporpamMHble  CcpeacTBa  aBTOMATU3allMUd  JOKYMEHTHPOBAaHHBIX  cep
NeSITeIbHOCTH OpraHU3aluU

Teopust U MpakTHKa TPUMEHEHUS TPOIEITyp KOHTPOJIS B TOKYMEHTHPOBAHHBIX
cdepax AesITeTbHOCTH OpraHu3aluu
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3.3.3. TpynoBasi pyHnkuus

KonTtposs 3a cobnroieHueM npas Ha

HaunmenoBanue

IIpoucxoxaenue TpynoBoi
dyHKIMH

YpoBeHb
HUCIIOJIL30BAaHUE UH(OPMAILIUU
$op Kox | C/03.7 (OIypOBEHB) 7
JIOKYMEHTUPOBAHHBIX cep KBATHHKAIHH
ACATCIIbHOCTU OpraHU3alluu
Opurunan | X | 3aUMCTBOBAHO M3 OPUTHMHANA
Konx Perucrtpannonsslit
OpUTHHaJa HOMeEp
po(hecCHOHANBHOTO
CTaHJapTa

TpynoBbie AeiCTBUSA

HeoOxoaumbie ymeHUs

[TnanupoBaHue MpoBeJCHUS Pa3padOTKU CUCTEMBI KOHTPOJIS 32 COOIIOCHUEM
MmpaB Ha  WCHOJB30BaHWE HMHPOpPMAMK  JOKYMEHTHPOBAHHBIX  cdep
JEeSITEIbHOCTH OPTaHU3aINN

BHuesnpeHne cucTteMbl KOHTPOJS 3a COOJIIOJICHHEM IIpaB Ha HCIOJIb30BAHUE
nH(OpPMAINK TIOKYMEHTUPOBAHHBIX CPeEp NeATEIbHOCTH OpraHu3aluu
[InanupoBanue  HpoBeAEHUS  pa3pabOTKM  HOPMATHBHO-METOJUYECKOIO
obecreyeHnss MO KOHTPOJIIO 3a COONIOJICHWEM TIIpaB Ha HCIOJIB30BAHUE
UH(OPMAINH JOKYMEHTUPOBAHHBIX Cep NeATEeTbHOCTH OpraHU3aluu
Kontpons 3a mpoBeneHHeM  pa3pabOTKM  HOPMATHBHO-METOANYECKOTrO
obecrieyeHuss IO KOHTPOJIO 3a COONIOJICHHEM MIpaB Ha HCIIOJIb30BaHHE
UH(OPMAINH JOKYMEHTUPOBAHHBIX Cep NeATETHHOCTH OpraHU3aluu
Pa3paboTka periiaMeHToB M0 pa3rpaHUYCHHIO TMpaB JOCTyNa K WHGPOpMAIHH
JOKYMCHTHPOBAaHHBIX C(i)epI)I ACATCIIBHOCTU OpTraHU3alin

[TpoBeieHue MOHUTOPUHTA COOJIIO/ICHHS PETJIAMEHTOB 10 Pa3rPaHUYEHUIO ITPaB
Joctyna K HMHGOpMamMM  JOKYMEHTUPOBAHHBIX  C(epbl  JeATeIbHOCTH
OpraHU3aluu

KoHTposnb coOmo/ieHUs] PerjiaMeHTOB [0 pa3rpaHHuYEHHUI0 IMpaB JOCTyHa K
MH(}OpPMALMK TIOKYMEHTUPOBAHHBIX CPEPBI AESITEIbHOCTH OPraHU3alNH
Pa3pabateiBaTh JIOKaJbHBIE HOPMATHBHBIC aKTHI MO BOIPOCAM YIIPABICHUS U
UCIIOJIb30BaHUsl CTPYKTYPUPOBAHHBIX JAaHHBIX JOKYMEHTHPOBAaHHBIX cdep
NEeSITeTLHOCTH OPTaHU3aInN

OcymiecTBIATh pa3pabOTKy MPOrpaMMHO-LIEIEBBIX IUIAHOB Ha HCIIOJIb30BAHHE
uH(pOpMAIH JOKYMEHTHPOBAHHBIX Cephl ASITETbHOCTH OpraHU3aIIH
KoHTponnpoBaTh COOTBETCTBHE JOKYMEHTAJIBHO YTBEPXKAEHHOTO IOPSAKA
pacnpeneneHus — MpaB  JIOCTyla  HAa  MCIOJB30BaHME  HMH(pOpMaIuu
JOKYMEHTHPOBAaHHBIX  cepbl  NEATENbHOCTH  (PAKTUYECKUM  JICHCTBHSIM
paOOTHUKOB OpraHU3aUH

[TpoBOAUTE MOHUTOPUHT HWH(POPMAIMOHHBIX HCTOYHUKOB JJISI BBISBICHUS
MOMBITOK  HECAaHKIIMOHUPOBAHHOTO JIOCTYNa K 3alWIIaeMbIM  pecypcam
JOKYMEHTHPOBaHHBIX Cephl AEATETBHOCTH OPTaHU3AINH

Pa3pabaTeiBaTh NpPEUIOKEHUS] 1O YCTPAHEHHWIO BBISBICHHBIX HapyIIeHUN
UCIIOJIb30BAaHUS TpaB JOCTyNa K HHQOpPMALMK JOKYMEHTHPOBAaHHBIX CQEphI
NS TEIIbHOCTH OpraHu3anuu u CTPYKTYPHPOBAaHHBIM JTAHHBIM
JOKYMCHTHPOBAHHBIX cq)ep ACATCIILHOCTHU OpraHru3alun
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Pa3pabateiBaTh NpeAIOkKEHNs M0 MOBBIIEHUIO 3 (HEKTUBHOCTH UCIIONIb30BaHUS
npaB JOCTyna K WHGOpMAlMKM JIOKYMEHTUPOBAHHBIX C(epbl IesATeNTbHOCTH
OpraHu3allud U CTPYKTYPUPOBAHHBIX MIAHHBIX JOKYMEHTHPOBAHHBIX cdep
JIEATEIIBHOCTH OPraHU3aLH

[IpoBOANTE MHCTPYKTaX paOOTHUKOB OpPraHM3alM IO IMpaBuiaM padoOThl C
TEXHUYECKUMH  CpPEACTBAMM M CHUCTEMAaMM  3alllUThl  MH(OpMaLuu
JOKYMEHTUPOBAHHBIX chep AesITeTbHOCTH OpraHU3auu

3akoHOJaTeJIbHbIE 1 HOpMAaTHBHbBIE NTPaBOBbIE aKThl Poccuiickoit denepannu B
obsiacTi HHpopMaLuu, UHOOPMALMOHHBIX TEXHOJIOIMH U 321U THl MH(OpMaLnH,
NEePCOHAIBHBIX JaHHBIX, IIU(POBOI TpaHchHOpMarK

3akoHOJaTeNIbHbIE 1 HOPMaTHBHbBIE NPaBOBbIE aKThl Poccuiickoit denepannu B
cdepe yrpaBiaeHUs TOKyMEHTaMU

busnec-niporiecchl, THPOPMAIMOHHBIE TOTOKH CTPYKTYPUPOBAaHHBIX TAHHBIX U
MOPSAIOK B3aUMOJICHCTBHUS MOIPA3ACIICHUNA OpraHru3alui

IIpouenypsl nperoCcTaBiICHUS MOJTHOMOYUN TOCTYIIA Ka)XIOr'0 IOJIb30BaTels K
MH(POPMAIIMOHHBIM ~ pecypcaM JTOKYMEHTUPOBaHHBIX cep JIesTeTbHOCTH
OpraHu3aluu

OcHOBHBIE METOJbl aHAJM3a W ONTUMH3ALMU MPOLECCOB MH(OOPMALMOHHOIO
oOMeHa B JOKYMEHTUPOBAaHHBIX c(hepax NesATeITbHOCTH OPraHu3alun

Bunsl 1 MeTonbl IUIaHUPOBAaHUS M KOHTPOJS B JOKYMEHTHUPOBaHHBIX cdepax
JIeATEIIbHOCTH OpraHU3auu

OCHOBHBIE TEXHOJIOTMH, METOJbl, MPUEMbl U HHCTPYMEHTHl pabOThl CHCTEM
KOMIUIEKCHOM 3aIUThl HHPOPMALIUU JOKYMEHTUPOBAHHBIX chep AeSTeTbHOCTH
OpraHu3aLuu

IlepcieKTUBBI M HaIpaBICHHUs Pa3BUTUSA TEXHUYECKHX CPEACTB 3allUThI
uH(pOpMAIK JOKYMEHTUPOBAHHBIX Cep AeITEIbHOCTH OpTaHU3aIH

OCHOBBI METOJIOB U CPEJCTB KOHTPOJS OXpaHSEMBbIX CBEJCHUN, BBIABICHUS
KaHAJIOB yT€YKU UH(POpMaLUU

[lpaBuna pasrpaHudyeHHus NOpaB JOCTyNa K JOKYMEHTHPOBAHHBIM cdepam
JIEATEIIbHOCTH OpraHU3aIuu

OCHOBBI 1€710BOM KOMMYHHUKaIUU

3.3.4. TpynoBasi pyHkuus

bropxeTupoBanue npoueccoB

HaunmenoBanne

IIpoucxoxnenue TpyaoBon
hyHKIIH

o YpoBeHb
n OBOU aHCPopMalnu
unp TpaHchop Kox | C/04.7 | (nomyposenn) 7
JIOKYMEHTHUPOBaHHBIX chep KBATHQHKAITHH
JEATEIIbHOCTU

Opurmaan | X | 3auMCTBOBAaHO M3 OpUTHHAJIA

Kon PeructpauronHbiit
OpUTHHANA HOMeEp

po¢heCCHOHAIBHOTO
cTaHzapTa
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CO6op HeoOxomuMoil WHpOpMaUU IS TUTAHUPOBAHUS U OHOIKETUPOBAHUSA
(¢uHAHCOBBIX CpeAcTB B HU(MPOBYIO TpaHCHOpPMALMIO AOKYMEHTHPOBAHHBIX
cdep IesATeTbHOCTH OpraHu3aluu

[ToaroroBka JOKyMEHTOB JUIs IUTAHUPOBAHUS U OIOPKETUPOBAHUS (DMHAHCOBBIX
cpenctB B IHQPPOBYO  TpaHCHOpPMAIMIO JOKYMEHTHPOBAaHHBIX  cdep
NESATeIbHOCTH OpraHU3aluN

CornacoBanue (pMHAHCOBBIX IJIAHOB U OIOPKETOB HEOOXOIMMBIX JUIsl pa3BUTHS
uuppoBol  TpaHCPoOpMalMU JOKYMEHTUPOBAaHHBIX cdep JesTelIbHOCTU
OpraHu3aLuu

KoHTpo:b TekyIero ucrnoiHeHus: (PUHAHCOBBIX TUIAHOB U OIOJHKETOB Pa3BUTHUS
uuppoBol  TpaHCPoOpMalMU  JOKYMEHTUPOBAaHHBIX cdep JesTeNIbHOCTU
OpraHu3aLuu

OmnpeneneHre pucKOB 010 KETUPOBAHUS MPOLIECCOB MG POBOH TpaHCHopMauu
JOKYMEHTHPOBAaHHBIX c(hep AeATeTbHOCTH OpraHU3auu

Kontpons ¢uHaHCOBBIX moKazaTene 1o wuuppoBoil  TpaHchopmanuu
JOKYMEHTHPOBAaHHBIX cpep AesTeTbHOCTH OpraHu3alun

VYnpaBieHue u3MeHEHUsIMUA O10JDKETOB MPOLECCOB UG POBOH TpaHCHopManuu
JOKYMEHTHPOBAHHBIX c(hep AesITeTbHOCTH OpraHU3auu

CornacoBaHu€ OTYETOB 10 MCIOJIHEHUIO (PMHAHCOBBIX IJIAHOB U OIOKETOB 110
upoBoil  TpaHchopMaUMM  JTOKYMEHTHPOBAaHHBIX cdep  AESITeIbHOCTH
OpraHu3aluu

Hcnonp30BaTh  CIEMUANTM3UPOBAHHOE  MpPOrpaMMHOE  oOecmieueHue s
(MHAHCOBOIO MJIAHUPOBAHUS M OIO/DKETUPOBaHUS LUPPOBON TpaHCHOpMaLUU
JTOKYMEHTHPOBAHHBIX cpep AesTETbHOCTH OpraHU3alun

[TpoBOAUTE MOHUTOPHHT MH(OPMALIUH JUIs IIJIAHUPOBAHUS U OIOPKETUPOBAHUS
(UHAHCOBBIX CPeACTB B LU(POBYIO TpaHC(HOPMAIMIO JOKYMEHTHPOBAHHBIX
cdep nesTenbHOCTH OpTaHNu3alUuH

®opMHPOBATE MPEJIOKEHUS 110 OKA3aTeIM OCBOCHUS (PMHAHCOBBIX CPEJICTB B
mupoBoil  TpaHchopMaMK  TOKYMEHTHPOBAHHBIX cdep  AESITEIbHOCTH

OpraHH3alNN
[TpoBoUTE MOHUTOPUHT (AKTHUECKHX W 3aIJITAHUPOBAHHBIX (PUHAHCOBBIX
pE3yJIbTAaTOB NS TEIbHOCTH 1o 1 poBOi TpaHcopMauu

JIOKYMEHTHPOBAaHHBIX c(hep AeaTeIbHOCTH OpraHU3aluu
MareMaTHKO-CTaTUCTUYECKHE METO/IbI 00paboTKH MH(OpMaLUU

Metonbl  OlEHKM  (PUHAHCOBBIX  BJIOXKEHHWH B TMPOEKTHl  ITU(POBOIL
TpaHC(hOpMaIUH TOKYMEHTUPOBAHHBIX CEp AESITETbHOCTH OpraHU3aNH
[TopsiioK ¥ CPOKH COCTABICHUS OTYETHOCTH 110 OFOKETUPOBAHUIO (PUHAHCOBBIX
cpeacts  1mo  mudpoBoi  TpaHchoOpMalMM  JIOKYMEHTUPOBAaHHBIX  cdep
JEATEIIBHOCTH OPraHNU3alHH

BO3MOXXHOCTH TNPUMEHEHHs BBIYUCIUTEIBHON TEXHUKU JJIs BBIIOJIHEHUS
aHaym3a OrpKeTa

Mertonpl  uaeHTU(UKAIMM, aHAIW3a M OLUEHKH PUCKOB  LU(POBOI
TpaHc(hOopMaIu TOKYMEHTUPOBAHHBIX CEP ACSITETBHOCTH OpraHU3AIIH
Mertonpl (opMupoBaHHs M KOHTpOJs OJDKeTa MPOEKTOB IO LU(POBOIL
TpaHc(hOpMaIUH TOKYMEHTUPOBAHHBIX CEP ACSITETHHOCTH OpraHU3aIIH
MeTtozp! aHanu3a GUHAHCOBO-XO3WCTBEHHOM JIEATENBHOCTH OPraHU3alu
JlokanbHblE HOPMATUBHBIE AaKThl OpraHM3alMd 10 IUIAHUPOBAHMIO U
OI0/DKETUPOBAHUIO ITHM(PPOBOK TpaHCHOPMALMU JTOKYMEHTUPOBAHHBIX cdep
JeSTEIbHOCTH OpraHu3aluu
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MeToauKy BBISIBICHUS OTKJIOHEHHUH (PaKTHUECKHX IOKa3aTenel OrokeTa
poekTa MU poBoi TpaHcHopMaUK TOKYMEHTUPOBAHHEIX cep NeATeIbHOCTH
OpraHMu3alyy OT IIAHUPYEMBIX

3.3.5. TpynoBasi pyHkuus

[InaHupoBaHre MEPONPUATUI 110
BOCCTaHOBJICHUIO U

HanmeHnoBanue

Ipoucxoxaenue TpyroBoi
byHKIAN

- YpoBeHb
KaTaCcTpO(POyCTOMYNUBOCTHU
Pohoy Kox | C/05.7 (moLypoBEHB) 7
CTPYKTYPHUPOBAHHBIX JaHHBIX U KBaHI/I(i)I/IKaL[I/II/I
METadaHHBIX JOKYMCHTHPOBAHHBIX
cthep nesarenpHOCTH
Opurunan X | 3auMCTBOBaHO M3 OpUTHHAJA
Kon Perucrtpannonsslit
OpHUTrHHaJAa HOMEp
po(heCCHOHAITBHOTO
CTaH/apTa

TpynoBbie nercTBUS

HeoOxoaumbie ymMeHUs

Pa3paboTka cTpaTeruu karacTpopoyCTOHUNBOCTH CTPYKTYPUPOBAHHBIX TaHHBIX
¥ METaJaHHBIX TOKYMEHTHPOBAHHBIX C(hep NesATeIbHOCTH OpraHu3alun
OneHka yrpo3 M ys3BUMOCTEH B OTHOUICHHHM CTPYKTYPUPOBAHHBIX JAHHBIX U
MeTaJaHHbIX JOKYMEHTUPOBAHHBIX C(Eep AESITeIbHOCTH OpraHU3aH
HaznaueHue nmpHOpUTETOB U1 BOCCTAHOBIICHUS CTPYKTYpHUPOBAaHHBIX JAaHHBIX
JOKYMEHTHPOBAaHHBIX c(ep AEATeNBHOCTH Cpenu Ou3HeC NpOLECCOB U HUX
HOIJEPKKHU

CocTaBrieHre NepeyHsl MPEBEHTUBHBIX MEP Ul MOAJEPKaHUS HEMPEPHIBHOCTU
(GYHKIIMOHMPOBAHUSA CHCTEM JOKYMEHTUPOBaHHbIX chep JesTeabHOCTH
opraHu3aluu

Pa3pabotka mana obecrieueHUs] HEMPEPHIBHOCTH ()YHKIIMOHUPOBAHUSL CUCTEM
JOKYMEHTHPOBAaHHBIX cep AesITeTbHOCTH OpraHUu3aluu

Pa3paboTka clieHapueB BOCCTaHOBJICHHMS CTPYKTYPHPOBAHHBIX JaHHBIX
JOKYMEHTHPOBAaHHBIX c(hep AesATeIbHOCTH, IPUII0KEHUH, ceTel U pabouux cpex
KOHEYHBIX M0JIb30BaTelNel B ciydyae cO0sl MU aBapuu

[IpoBeneHue WHCTpyKTaxka pPabOOTHUKOB OpPraHU3allMM 1O IUIAHY JACUCTBUN B
ciydae cOOsl WIM aBapuM CUCTEM JIOKYMEHTHPOBAHHBIX cep HesTeIbHOCTH
opraHu3aluu

IIpoBeneHne MEpONpPUATHHI IO PETYJIPHOMY TECTUPOBAHMIO M COTJIACOBAHHOM
HOJIEP)KKH CUCTEM JOKYMEHTUPOBAHHBIX Cep AesITeIbHOCTH OpraHUu3aIiuu
[TpoBeneHue akTyalaM3alMy IUIaHA U CIIEHApPHEB 00ECIeUeHUs HENPEPHIBHOCTH
(GYHKLIMOHUPOBAHUS CUCTEM JIOKYMEHTHPOBAHHBIX cep ACSITEITbHOCTU B CBA3U
C UBMEHEHUSMHU B OpraHU3aLMH

Ompenenenye U COriaacoBaHHE OOS3aHHOCTEH NOJDKHOCTHBIX JIMI[ U IUIAHOB
JNEUCTBUI CTPYKTYpPHBIX MOAPA3EICHUN B CUTYallUsIX aBapuu WK cO0sl CUCTEM
JOKYMEHTHPOBAaHHBIX cep AesATeTbHOCTH

[InanupoBaTh AEATEIBHOCTh 0 PELICHUIO NPAKTUYECKHUX 3a7ad, TPeOyroImux
CaMOCTOSITEJIBHOTO aHAIW3a CUTyallud U €€ U3MEHEHUH 110 BOCCTAHOBJICHUIO U
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KaTacTpo(hOyCTONYMBOCTH CTPYKTYPHUPOBAHHBIX JAaHHBIX M METaJaHHBIX
JOKYMEHTHPOBAHHBIX cep AesATeTbHOCTH

[IpoBOIUTP MOHHUTOPHHI, NPOrHO3UPOBATH W  OLEHHMBaTh PHUCKU B
aBTOMATU3UPOBAaHHBIX CUCTEMAaX JIOKYMEHTHPOBAHHBIX cCQep IesITeIbHOCTH
opraHu3zaluu

BripaOaThiBaTh TUIOBBIE CIIEHAPUM BOCCTAHOBJICHUS CTPYKTYPHUPOBAHHBIX
JAHHBIX ¥ METAJAHHBIX TOKYMEHTUPOBAHHBIX C(hep NeaTeTbHOCTH OpraHU3aluK
[InanupoBaTh JEHCTBUS CTPYKTYPHBIX TMOApA3ACICHU 1O OOECIICUCHHIO
KaTacTpo(hOyCTONYMBOCTH CTPYKTYPHUPOBAHHBIX JAHHBIX W  MeETaJlaHHBIX
JOKYMEHTHPOBAHHBIX chep AesITeTbHOCTH OpraHU3aluu

['0TOBUTP HOPMATHMBHYIO TOKYMEHTALIMI0 B COOTBETCTBUU C YCTAHOBJIEHHBIMHU
IpaBUIaMH M TpEOOBaHUSIMHU B 00J1aCTH 0OecrieYeHs KaTacTpo(OoyCcTOHIMBOCTH
CTPYKTYPUPOBAaHHBIX JaHHBIX M METAJaHHBIX JTOKYMEHTHPOBAaHHBIX cdep
JIEeATEIbHOCTH OpraHU3auu

3aKoHOJATENIbHbIE U HOPMATUBHBIE IIpaBOBbIE akThl Poccuiickoit denepannu B
o0acTi uype3BbIYalHBIX CUTyalui, HU(PpoBoil TpaHchopmarm

MeToapl M cpeacTBa BOCCTAaHOBIEHUS pPabOTOCIOCOOHOCTH MPOrPaMMHO-
anmapaTHbIX CPeCTB HH(OKOMMYHHUKAIIMOHHON CUCTEMBI IOKYMEHTHPOBAHHBIX
chep AATENTLHOCTH OPraHU3aLUH

AJTOPUTMBI OIIEHKH PUCKOB MH(OPMAIMOHHBIX CUCTEM JOKYMEHTHPOBAHHBIX
cep nesTenbHOCTH OpraHU3aIuI

TexHuyeckue xapakKTepUCTHKU, KOHCTPYKTHBHbIE OCOOCHHOCTH, Ha3HaYEHUE U
MpaBUjia HKCILTYaTallMU CPEJICTB BBIUMCIUTEIbHON TEXHUKU, KOMMYHUKAIIMN 1
CBSI3U JIOKYMEHTHPOBAHHBIX C(ep AesATeTLHOCTH OPraHnu3alluu

[lepenoBoii OTEYECTBEHHBIH U 3apyOEKHBIM OMBIT IO TPOIleccaM, METO/aM,

MHCTPYMEHTaM aBapUMUHOIO BOCCTAaHOBJICHUS nH(}OpPMAIIMOHHO-

TEXHOJOTUYECKUX CEPBUCOB JOKYMCHTHPOBAHHBIX chep IeATEIbHOCTH

OpraHu3anuu

IlonoxxeHnus W HMHCTPYKOHUU TIO acCIICJOBAHUIO WU yeT aBapui
HeoOxoanMele 3HAHUSA by . P yaery PHH,

TEXHOJIOTUUECKHAX HapylUICHUH, HECYACTHEIX CIIy4aen o BHUJIAM

JIOKYMEHTHPOBAHHBIX c(pep NeaTeIbHOCTH OpraHu3aluu

[Topsimoxk  B3aUMOJEWCTBUS MOAPA3ACICHUA B  ClIydyae BO3HUKHOBEHHUS
HECTaHAAPTHBIX U YPE3BBIYANHBIX CUTyalluil B JOKYMEHTHPOBAaHHBIX cdepax
JIeATEeIbHOCTH OpraHU3auu

Opranu3anroHHast CTPYKTYpa U (PHIIHAIBI OPTaHU3ALIIH

busnec-niponecchl U MOPSIAOK B3aUMOJICUCTBUSL CTPYKTYPHBIX MOJIpa3/Ie/ICHUN B
opraHu3aluu

[TpaBuisia U cTaHAAPTHI MO 3alMTE HHOPMALIUU

OCHOBBI W  MPUHUMIBl  TOBBINEHUS CTAOMIBHOCTHM M HAJCKHOCTH
(GYHKIIMOHMPOBAaHUS UHPOPMAITMOHHON HHPPACTPYKTYPhI JOKYMEHTUPOBAHHBIX
chep AeSITETLHOCTH OpraHU3al|N

[lepeyenb MeTpUK, MOATBEPKAAIOUIMX YCIHEIIHOCTh MPOrpaMM oOOecTeYeHUs
HENPEPBHIBHOCTH IOKYMEHTHPOBAHHBIX c(hep NeATeIbHOCTH OpraHu3aIiun
TpeboBanus oXpaHbl TpyAa U MOXKapHOI 0€30MaCHOCTH

Hpyrue

XapaKTCPUCTUKN

3.3.6. TpynoBasi pyHkuus
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Pa3paboTka moauTuku oOpabOTKH U

3aIUTHl KOHPUICHITHATBHBIX YpoBeHb
Hanmenosanue = CTPYKTYpUPOBAaHHBIX JaHHBIX U Kon  C/06.7 | (momyposenn) 7
METaIaHHbIX TOKYMEHTHPOBAaHHBIX KBasHUKAIH

chep AesITeTbHOCTH

[Ipoucxoxenue TpynoBoit
yHKIIH

TpynoBsle nencTBus

HeoOxoaumbie yMeHUs

Heo0OxoauMmble 3HaHUSA

Opurunaan X | 3auMCTBOBaHO M3 OpUTHHAJIA
Kon Perucrtpaunonubii
OpHUTHHAJIA HOMED
po(heCCHOHAIBHOTO
CTaHJapTa

BrisBrenre TeKynmx MOTPEOHOCTEW OpraHv3aiiu Mo 00paboTKe W 3amuTe
KOH(HICHIIMANBHBIX  CTPYKTYpPUPOBAHHBIX  JAHHBIX M METaJaHHBIX
JIOKYMEHTUPOBAHHBIX c(hep NeaTeIbHOCTH OPTaHU3aAUH

Pa3pabotka, corjacoBaHue W MEpPUOAMYECKAs aKTyaldu3alus [OJIUTUKU
00paboTKM ¥ 3aln|Thl KOH()HUAECHIIMATBHBIX CTPYKTYPHUPOBAHHBIX [AHHBIX W
METa/IaHHBIX JOKYMEHTHPOBAHHBIX C(ep NeATeITbHOCTH OpraHUu3alun
Pa3paboTka JOKanbHBIX HOPMATHBHBIX M METOAWYECKHX JIOKYMEHTOB IO
peanu3al  TOJUTUKH  OOpa0OTKM W 3alMThl  KOH(PUACHIIHMAIBHBIX
CTPYKTypPUPOBAHHBIX JaHHBIX M METAJaHHBIX JIOKYMCHTHPOBAHHBIX cdep
JIESITeIbHOCTH OpTraHu3aluu

KoHTponb BbIONHEHUS TpeOOBaHUM MOMUTUKM OOpaOOTKM ¥ 3alUTHI
KOH(HICHITMANBHBIX ~ CTPYKTYPUPOBAHHBIX  JIAHHBIX W METAJIaHHBIX
JIOKYMEHTHUPOBAaHHBIX c(hep AeATeIbHOCTH OpraHU3aluU

Onpenenare TpeboBaHUs K pa3pabOTKe JIOKAJIbHBIX HOPMATUBHBIX U
METOJMYECKUX JIOKYMEHTOB MO 00paboTkKe M 3amuTe KOH(HUICHIIMATbHBIX
CTPYKTypUPOBAHHBIX JaHHBIX M METaJaHHBIX JIOKYMEHTHPOBAHHBIX cdep
JIeATETLHOCTH OpraHU3aIuu

Onpenenarbs TpeboBaHus K obOecrneueHUI0 MH(GOPMAIIMOHHOW 0€30MacHOCTH H
KOH(DHICHIIMANBHOCTH  CTPYKTYPUPOBAaHHBIX  JAHHBIX W METaJaHHBIX
JIOKYMEHTUPOBAaHHBIX c(hep AeATeTbHOCTH OPTaHU3ANN

OneHuBaTh ¥ KOHTPOJMPOBATh  KayecTBO  MpoIlecca  yIpaBICHUA
uH(OPMAITMOHHON 0€30I1aCHOCTBHIO u KOH(HICHIINATHHOCTHIO
CTPYKTypPUPOBAHHBIX JaHHBIX M METaJaHHBIX JIOKYMCHTHPOBAHHBIX cdep
JESITEIbHOCTH OpraHu3aluu

[TpoBOAUTHE MOHUTOPUHT CUCTEMBI OOPAOOTKU M 3aIIUTHI KOHPUACHIIMAIBHBIX
CTPYKTYpPUPOBAHHBIX JaHHBIX M METAJaHHBIX JIOKYMCHTHPOBAHHBIX cdep
JESITEIbHOCTH OpPraHUu3aliu

3aKkoHOJATeNIbHBIE 1 HOPMATUBHBIE IIPaBoOBble akThl Poccuiickoit depepanuu B
obnactu nHGopMaIuu, THPOPMAITMOHHBIX TEXHOJIOTHI 1 3aIIUTHl HH(POPMAIIUH,
MIEPCOHANBHBIX TAaHHBIX, ITUPPOBOI TpaHCHOpMAITIT

TpeboBanusi kK WH()OPMAIIMOHHOW 0€30MaCHOCTH JIOKYMEHTHPOBAHHBIX Cdep
JIeSITEIbHOCTH OpraHu3aluu

[TpyHIMIIBI TIOBBIICHUS CTAOMJIBHOCTH W HAJSKHOCTH (DYHKIIMOHUPOBAHUS
MH(}OpPMALIMOHHONW UHPACTPYKTYpPbl JOKYMEHTHPOBAHHBIX CEpP AEATEIbHOCTH
OopraHu3aluu

[TpuHIMIB GYHKIMOHUPOBAHUS CUCTEM IJIEKTPOHHOTO JOKYMEHTOO00pOTa



Hpyrue

XapaKTCPHUCTUKU
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OcHOBBI aHalmu3a M ONTHMHU3ALMHU TPOIECCOB HH(OPMAIMOHHOTO OOMEHa
CTPYKTYPUPOBAaHHBIMH JaHHBIMH JOKYMEHTUPOBAHHBIX CQep IesATeIbHOCTH
OpraHu3aluu

[Topsimok TMOCTaHOBKM 3a/a4 JOKYMEHTUPOBAaHHBIX c¢ep AesITeIbHOCTH
OpraHu3alliu, UX aIrOPUTMH3ALUS

[IpaBuiia cocTaBieHHs] TEXHUYECKUX 3aJJaHUN HA pa3pabOTKy U MOICPHU3ALMIO
aBTOMATU3MPOBAHHBIX MH(OPMAIMOHHBIX CHCTEM JOKYMEHTHPOBAaHHBIX chep
JIESTEIbHOCTH OpraHu3alu

[Topsimok pa3paOOTKM M COCTaBIEHHWE peErJlaMeHTOB Ha pa3paboTKy H
MOJIEpHU3ALUIO aBTOMAaTU3UPOBAHHBIX MH(pOPMAITMTOHHBIX CHUCTEM
JIOKYMEHTHUPOBAaHHBIX c(hep AeaTeIbHOCTH OpraHU3aluu

JlokanbHBIE HOPMATHUBHBIE aKThl OpraHM3alli B OOJAcTH  KadecTBa
JOKYMEHTHPOBAaHHBIX cep AesITeTbHOCTH OpraHu3alun

3.3.7. TpynoBast pyHkuus

Pa3pabotka u BHeipeHUE CTpaTEeruu

YpoBeHb

1P poBOI TpaHC(HOpMALITUU
Hanmenosanue 1 (1)13 P (b pMan Kox | C/07.7 (ToypoBeHB) 7
JOKYMEHTHPOBAaHHBIX cep P N——
ACATCIIBHOCTH OpraHu3alun
Tponcxoxerte TpyroBoii OpuruHan X | 3auMCTBOBaHO U3 OpUTHHAIA
byHKIHAN
Kon PerucrpannonsbIi
opuruHana HOMEp
podeCcCHOHAIBHOTO
CTaHAapTa

TpynoBbie aeHcTBUS

[TpoBeneHne MOHHTOpPHHTa MH(POPMALMOHHBIX aKTHBOB JOKYMEHTHPOBAaHHBIX
cdep AeSITeTbHOCTH OpraHU3aIid

[IpoBeneHne MOHHUTOPHMHIA OW3HEC-TIPOIECCOB JIOKYMEHTHPOBAaHHBIX cdep
JeSITeIbHOCTH OpraHU3aluu

OmnpeneneHre y3KUX MECT HCHOJIB30BAHUS PA3NUYHBIX HHPOPMAIMOHHBIX
CHCTEM JOKyMEHTHPOBAHHBIX cep AeITeIbHOCTH OpraHu3aIliH

OmnpeneneHue MepcreKTUBHBIX HANPABICHUN Pa3BUTHS MPOLECCOB LU(PPOBOI
TpaHc(hOpMaIu TOKYMEHTUPOBAHHBIX CEp ACSITETHPHOCTH OpraHU3AIIH
dopmupoBaHue cTpaTerud B OOJIACTH YNPaBICHUS CTPYKTYPHUPOBaHHBIMHU
JaHHBIMU W METAaJIaHHBIMU JIOKYMCHTUPOBAaHHBIX C(ep JAeATeIbHOCTH
OpraHu3aIluu

Pa3paboTka aJIMUHUCTPATHBHBIX MHPOLEAYp U PErIaMEHTOB IO BHEAPEHMIO
cTpaTeru  IUGPOBOH  TpaHCHOpMAlMM  JTIOKYMEHTHPOBAHHBIX  cdep
NeSITeTHHOCTH OPTaHU3aInN

Pa3paboTtka miaHoB LU(ppPOBOM TpaHcHOpMaLUK JTOKYMEHTHPOBAHHBIX cdep
NeSITeILHOCTH OpTaHU3aInN

BeipaGoTka  mpemtoKeHW 1O  TEXHHMYECKMM  PEHICHUSM  U(POBOH
Tpanc(hopMauu JTOKYMEHTHPOBAHHBIX cdep AEATEIbHOCTH OpraHM3aluu C
aHAJIM30M PHCKOB U TIPOTHO30M SKOHOMUYECKOTO0 3(h(heKTa OT MX BHEIPCHUS



Heo6xonumble ymMeHUsS

Heo0Oxonumele 3HaHUA

Hpyrue

XapaKTCPHUCTUKU
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Onenka 3 GEKTUBHOCTH BHEJPEHUS CTpaTeruu mUudpoBoi TpaHchopManuu
JOKYMEHTHPOBAaHHBIX c(hep IesATeTbHOCTH OpraHu3aluu Ui TOCIeIy el ee
KOPPEKTHUPOBKHU U aKTyalu3aluu

Omnpenenste nenu u 3agauu nudpoBoi TpaHcHopMaUK TOKYMEHTHPOBAHHBIX
cdep nesTeTbHOCTH OpraHu3aIin

[TpoBOANTE MEPOTIPUATHS 10 BHEPEHUIO CTpaTeTuu U POBOil TpaHchopMauu
JIOKYMEHTUPOBAHHBIX c(hep NeaTeIbHOCTH OPraHU3aIUH

OneHuBaTh pecypchl Ui COBEPIICHCTBOBaHUS OW3HEc-mporecca IudpoBoit
TpaHchopMaluu JOKYMEHTUPOBAHHBIX chep AeSITeTbHOCTH OpraHU3aINH
Pa3pabaTeiBaTh NpPEUIOKEHUS 1O COBEPUICHCTBOBAHHIO IPOLIECCOB H
aJMUHHUCTPATUBHBIX PETIAMEHTOB yIPaBIEHUS JaHHBIMU JTOKYMEHTHPOBAHHBIX
cdep aesaTeabHOCTH OpraHu3auu

dopmupoBaTh cucTteMy  Tokasarened  dddexTuBHOCTH  HHUQPPOBOI
TpaHchopMalluu JOKYMEHTUPOBAHHBIX chep AeSITeTbHOCTH OpraHU3al|U
OOOCHOBBIBATh TPEIJIOKEHUS C HCIOIH30BAHHEM KOJIWYECTBEHHBIX U
KaueCTBCHHBIX  IIOKa3aTelell 10  BHEAPEHUIO  CTpaTeTud  IHQPPOBOH
TpaHchopMaluu JOKYMEHTUPOBAHHBIX chep AeSITeTbHOCTH OpraHU3aINH
CocTaBnate WH()OPMAIMOHHO-AHATTUTHYECKUE JOKYMEHTBI i OOOCHOBAHHS
3p(EeKTUBHOCTH  CTpaTeru B  oOjacTd  HUGPPOBOH  TpaHCPopMaLuu
JIOKYMEHTHPOBAHHBIX c(pep NeaTeIbHOCTH OPraHU3aUH

3akoHOaTeIbHbIE 1 HOPMATUBHBIE TTPaBOBBIC akThl Poccuiickoit denepannu B
oOnacTu HHpopMalnK, HHGOPMAITMOHHBIX TEXHOJIOTHUH U 3aIIUThI HH(OPMALIHH,
MEPCOHANBHBIX TAHHBIX, ITUPPOBOI TpaHCHOpMaITIU

HanmonanbHble W MEXIyHApOJHBIE CTaHIAPTBI B 00JacTH ympaBICHUS
JIOKyMEHTaMu, HUGPOBOM  TpaHCPopMaIlMd  JTOKYMEHTHPOBAHHBIX  cdep
JeSITeIbHOCTH

MeTomukn  CTPaTerMYecKOro  YIpaBlIeHHS JOKYMEHTHPOBAHHBIX  cdep
JIESTeIbHOCTH OpraHu3aluu

MeTonmuku W CpeACTBA CHCTEMHOTO M CTPaTeTHYECKOro aHajuu3a M
TUTAHWPOBAHUS JIOKYMEHTHPOBAHHBIX chep MesITeTbHOCTH OpTaHn3aIlui
OCHOBBI  ympaBlIeHUsT CTPYKTYPHUPOBAHHBIMU JaHHBIMH U METaJaHHBIMU
JTOKYMEHTHPOBAHHBIX c(ep AesITeTbHOCTH OpraHu3aluu

OcCHOBBI yHpaBlieHHUS TPOEKTaMU JIOKYMEHTHPOBAaHHBIX c]ep AesITeTbHOCTH
OpraHHu3aIuy U UX H3MECHEHUSIMU

TexHOJIOTHUECKHEe WHHOBAIMM B O0JACTH TPUMEHEHHS WH(OPMAIIMOHHBIX
TEXHOJIOTUH 7151 JOKYMEHTHPOBAHHBIX cep AeSITeIbHOCTH OpraHu3aluu
OtedecTBeHHBI M 3apyOEKHBIA OMBIT B 007acTH mU(POBO TpaHCchOpMaIH
JOKYMEHTHPOBAaHHBIX chep eI TeTbHOCTH

[lepeueHbp U 1ieNeBbIE 3HAUCHHS KIIOYEBBIX MOKa3aTenel 3PGEeKTUBHOCTH B
obmactu upoBol TpaHCchHOPMAIHH TOKYMEHTHPOBAHHBIX CEp MeATSIHHOCTH
[Icuxomnorus aenoBoro oOUEeHMs, KOHPIUKTOIOTHS

DTUKA JIEJT0BOTO OOIICHUS

3.3.8. TpynoBasi pyHkuus

Pa3paboTka crcTeMbl aHATTUTHKH YpoBeHsb

HanmenoBanmne

g poBoi TpaHchopMaTH

Kox C/08.7 @ (momyposews) 7
KBaTH(pUKAIH
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JIOKYMEHTHUPOBaHHBIX chep
JEATETbHOCTH OpraHu3aIuu

[Ipoucxoxnenue TpynoBoi
¢byHKIAN

TpynoBsle nercTBus

Heo6xonumble ymMeHUs

Heo0xomnMmele 3HaHUA

Opuruaan X | 3auMCTBOBAaHO M3 OpHTHHAJA
Kon Peructpaunonubii
OpUTHHANA HOMeEp
po(hecCHOHAIBHOTO
cTaHmapTa

Omnpenenenne 00BEKTOB aHANMM3a M IMUMPOBBIX MOKA3aTeNel JUIsi MOHUTOPHHTA
udpoBoil  TpaHchopMalMK  JOKYMEHTHPOBAHHBIX cep  AeATeIbHOCTH
OpraHu3aluu

Pa3zpaboTka KOHIIETIIIMM CHUCTEMBbl AHAJIUTUKU HHPPOBOH TpaHCHOpMAITIU
JOKYMEHTHPOBAHHBIX chep AesITeTbHOCTH OpraHU3auu

Paszpabotka CTPYKTYpbI OTYETHOCTH ¢ poBoi TpaHcopmanuu
JIOKYMEHTHPOBAHHBIX c(hep NeaTeIbHOCTH OpraHU3aluN

Pa3paboTka JOKaNbHBIX HOPMATHBHBIX aKTOB IO MPOBEJCHUIO AaHATUTHYECKOM
pabotsl rdpoBoi TpaHCcHOpMaALIMK TOKYMEHTUPOBAHHBIX cep NeITeTbHOCTH
OpraHu3aluu

ABTOMaTH3aIMsI ~ CHUCTEMBl  aHAJUTUKH  1M(GPOBOM  TpaHchopManuu
JIOKYMEHTHPOBAaHHBIX c(hep NeaTeIbHOCTH OpraHU3aluN

MOHUTOPUHT  (QYHKIMOHUPOBAHHUS ~ CHUCTEMbl  aHAJUTUKU  UU(POBOU
TpaHc(hOpMaIUU TOKYMEHTUPOBAHHBIX CEP ACSITETHBHOCTH OpraHU3AIIH
[IpoBeneHne MeponpusTHII MO COBEPIICHCTBOBAHUIO CHUCTEMBl aHAJIUTUKHU
upoBoil  TpaHchopMalMM  AOKYMEHTHPOBAaHHBIX cdep  JesATeTbHOCTH
OpraHu3aluu

MOHUTOPUHT Pe3yIbTaTOB MPOBEICHUS MEPOIPUATUH 110 COBEPIICHCTBOBAHUIO
CUCTEMBbl aHAJMTUKU IHUPPOBOIH TpaHCPOpMALMU JOKYMEHTHPOBAHHBIX cdep
JIeSATeIbHOCTH OpraHu3aluu

YpaBnaTe JOKyMEHTaMU OpPTraHU3alMK ¢ IPUMEHEHUEM aBTOMATU3UPOBAHHBIX
CHUCTEM aHAIMTUKH LHU(POBOH TpaHChHOpMaIMK ITOKYMEHTHPOBAHHBIX cdep
JIeSITeIbHOCTH OpraHu3aluu

Pa3pabateiBaTh TpeOOBaHUS K pe3ysibTaTaM AaHATUTUYECKOTO HCCIIECI0BAHMS
nudpoBol  TpaHCPOpPMALMKM  JIOKYMEHTUPOBAHHBIX cep  ACSITeIbHOCTH
OpraHU3aliy B COOTBETCTBUU C CYIIECTBYIOIIMMH PErIaMeHTaMU OpTraHU3aluu
Hcnonp30BaTh METOJIOJOTHYECKYIO U TEXHOJIOTHMUECKYI0 MH(PACTPYKTYpY Ui
BBIIIOJIHCHUSA AHAIMTHYECKUX pabor U poBoit TpaHcopMauu
JIOKYMEHTHPOBAHHBIX c(hep NeaTeIbHOCTH OPraHU3aluN

[IpoBoauTh aHaANM3 CTPYKTYPUPOBAHHBIX JAHHBIX B COOTBETCTBHUH C
TpeOoBaHusIMU LU (ppoBOK  TpaHCHOpMaLMKM  JOKYMEHTHPOBAaHHBIX  cdep
JIESTEIIbHOCTH OpTraHU3aIiu

[TpoBOAMTE CpaBHUTENBHBIA aHAIU3 U BBIOOP METOJOB M METOJIUK aHaIu3a
uuppoBol  TpaHCPOpMALMKM  JIOKYMEHTUPOBAHHBIX Ccep  AESITeITbHOCTH
OpraHu3aluu

CocTaBiATh pEKOMEHJIALMU 10 UCIIOJIb30BAHHUIO METOJIOB U METOJMK aHaIn3a
nudpoBoit  TpaHchopManuM  TOKYMEHTHPOBAHHBIX cep  eATeTbHOCTH
OpraHu3aluu

3akoHO/aTeIbHBIE 1 HOPMATHUBHBIE TTPaBOBBIE aKkThl Poccuiickoit denepannu B
chepe ynpasieHus: JOKyMeHTaMu, UGPOBOM TpaHChHOpMAITUN
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HammonanbHble W MeXAyHapoJgHble CTaHIApPThl B 00JacTH yIpaBlICHUA
JIOKYMEHTaMHU

CognepxaHue M NOCJIEIOBATENBHOCTh BBINOJIHEHUS 3TallOB AHAIUTUYECKOIO
MPOEKTa TOKYMEHTUPOBAHHBIX c(hep AeSITeTbHOCTH OpraHU3aIin

CranpmapTel ommcaHus  OM3HEC-TIPOIECCOB  JOKYMEHTHPOBAHHBIX  cdep
JIeATEIbHOCTH OpraHu3aluu

MeTtononoruu pa3pabOTKu MojeNed TpeaIMeTHOW 00JacTH, METOJOJIOTHU
TECTUPOBAHUS TOKYMEHTHPOBAHHBIX CPep AeATETHHOCTH OpPTaHU3aIuN

OCHOBBI METOJIOB HMHTEJUIEKTYaJIbHOTO aHalu3a JAaHHBIX, CTATUCTUKH,
MOJICTTUPOBAHUS, MAIIMHHOTO OOyYeHHS M HCKYCCTBEHHOTO HHTEJUICKTA B
JIOKYMEHTHUPOBAaHHBIX c(pepax AesTeIbHOCTH OpraHU3aluu

OCHOBBI METOJIOB U MHCTPYMEHTAJbHBIX CPEJCTB AHAIMTHUKH, MOJIXOJbl K UX
BHEJIPCHUIO B IOKYMCHTHPOBAHHBIX cepax NeATeITbHOCTH OpraHUu3aIuu
Texnonorust aHanu3a JaHHBIX JOKYMEHTHUPOBAaHHBIX cdep AedaTeabHOCTH

OpraHu3anuu
TexHONmOrusT MEXJIMYHOCTHOM M TIPYINIOBOM KOMMYHUKAIIMM, OCHOBBI
KOH(JIMKTOIOT U

OcHOBBI aHaJIM3a OOJBIIMX JAAHHBIX JTOKYMEHTHPOBAHHBIX CEp AeSTEIHLHOCTH
OpraHu3anuu

OCHOBBI TEOPETUYECKOMN U MPUKIATHON HHPOPMATUKHU

TeopeTnyeckre u NPUKIATHBIE OCHOBBI aHAJIN3a CTPYKTYPUPOBAHHBIX JAHHBIX
JIOKYMEHTHPOBAHHBIX Cep NeATEITHHOCTH OpPraHU3aIluu

OcHOBBl  OH3HEC-HMHTEIUIEKTa, THIBI CHUCTEM  OM3HEC-MHTEIEKTA B
JIOKYMEHTHPOBAHHBIX cpepax AeATCIHPHOCTH OpraHU3aIuu

Tumbl aHanmM3a JaHHBIX, BHUJBl AHAIUTUKA JOKYMEHTHPOBAaHHBIX cdep
JIESITEIbHOCTH OpraHu3aluu

CraHnmapTel TMPOBEJAEHUS aHAJIW3a JaHHBIX JOKYMEHTHUPOBAaHHBIX cdep
JIESATENIbHOCTH OpraHu3aluu

MeTobl HHTEPIIPETAlUA U BU3yaIH3allMA JAHHBIX TIOKYMEHTUPOBAHHBIX chep
JIESITEIbHOCTH OpTraHu3aIuu

MeToapl  pa3pabOTKM  OTYETHOW  AHAIMTUYECKOM  JOKYMEHTAIlUU  JUIS
JIOKYMEHTHPOBAHHBIX Cep NeATETHHOCTH OpraHU3aIluu

Tpyrue
XapaKTCPHUCTUKU

IV. Ceenenus 00 opranusanusax — paspador4ymkax
npo¢ecCHOHAJIBHOI0 CTaHAAPTA

4.1. OTBeTCTBEHHAS OPraHU3aANUA-Pa3pPaA0OTIUK

HIT «HammmonanpHas accoruarus 0UCHBIX CTICIIMAIMCTOB M a/IMUHUCTPATUBHBIX paOOTHUKOBY, TOPO/T
MocxkBa

(HaMMEHOBaHHME OpPTaHU3AIIH)

Hupextop HIT «<HAOCAP» Xmrocuesa Jlrogmuiia [letpoBHa

(momxHOCTH 1 PUO pyKOBOAMTENSA)
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4.2. HamMeHOBaHUS OPraHu3anuii-pa3padoTYuKOB

Poccuiickuii Coro3 UT-nupexropos, ropoa Mocksa

OI'bOY BO «Poccuiickuii rocyJapcTBEHHbII I'yMaHUTapHbIN YHUBEPCUTET», ropo]l MockBa
AO «UT Okcnepr», ropox Mocksa

000 «1Cy», ropox Mocksa

00O «Takckom», ropog MockBa

000 «9kcnobaHk», ropo Mocksa

00O «llenTp sxcrepTu3sl U cepTuduKanumy, ropo Mocksa

®I'BITOY «Komnemx MU Poccuny»

O 0 N o O &~ PN

1 O61EepOCCHICK I KITaCCH(PHUKATOP 3aHATHIA.

2 O6uepoccuiickuii KiaccuUKaTop BUIOB YKOHOMUYECKON JESTETLHOCTH.

8 ExuHBIA KBTM(PHUKAIIMOHHBIA CIPABOYHHK JOJDKHOCTEN PYKOBOIUTENEH, CIIENMATIMCTOB U APYIUX CYKaIMX.

4 O6wmepoccuiickuii Kiaccupurarop npodeccuii paboumx, A0HKHOCTEN CIyKalMX U TApHU(PHBIX Pa3psIoB.

5 O0mEepOoCCHICKUI KIacCH(PUKATOP CIIENMATBLHOCTE 110 00pa30BaHUIO.

*6 denepainbHblii 3ak0H 0T 27.07.2006 . Ne 149-®3 "O6 undopmaimu, HHOPMAIMOHHBIX TEXHOJIOTHSAX U O 3allUTe
uHpopmarmm» C U3MECHCHUSIMHU U TOTMOJHEHUsMH OT: 27 utons 2010 r., 6 anperst, 21 urons 2011 1., 28 urons 2012 1., 5
ampess, 7 uroHs, 2 utois, 28 aexadbps 2013 1., 5 mas, 21 urons, 24 Hos6pst, 31 aexadps 2014 1., 29 urons, 13 wronst 2015
T., 23 urons, 3 utons, 19 nexadps 2016 r., 1 mas, 7, 18 urons, 1, 29 utons, 25 Hos6ps, 31 nexadps 2017 r., 23 ampens, 29
utoHs, 19 utons, 28 Hos0ps, 18 nekabps 2018 r., 18 mapTa, 1 mas, 2, 27 nekadps 2019 r., 3 anpens 2020 r.



OEMEPAJILHOE F'OCYIAPCTBEHHOE LleHTp KOMITETEHIU I cbeﬂepaj[b[-]oro

BIOJ/UKETHOE YYPEXIEHUE &
= ~ npoekTa «Kaapsl 11s b poBoii
«BCEPOCCHITCKHIT HAYYHO- p aap uugp

HCCAETOBATEJILCKHIT SKOHOMHUHKH» HAILITMOHAJIEHOH
HHCTUTYT TPY1A» IIporpaMMEl ((I_[Hq)pOBaﬂ 3KOHOMHKA
MHHUCTEPCTBA TPY/]IA

Poccuiickoit @enepaunmy
H COLUAJIBHO 3ALIITBI

PocCcHiiCKOI ®ENEPALINNA
(®I'bY «BHHWM tpyna» Muntpyna Poccun)
4-1 IlapkoBas yi., 1.29, Mocksa, 105043
Ten. (499) 367-13-09, daxc (499) 164-93-20
E-mail: veot@vcot.info, http:// www.vcot.info
OKITIO 11271713, OI'PH 1027739708358,
HMHH/KIIIT 7719127048/771901001

/506 ZACAL o (7-C0 ~516
Ha No OT

O npoekre npodeccruonanbHOro cranaapra
«Cneupnanuer uudpooit TpaHchopmanum
JOKYMEHTUPOBAHHBIX c(hep AEATENBHOCTH OpraHn3aiumy

IIpoext npogeccronansroro craniapra «Crenuanict uuppoBoit TpaHchopmarLiu
JAOKYMEHTUPOBAaHHBIX  Ccpep  JeATeNbHOCTH  OpraHu3aluu»  (Jajee —  [POEKT
IpoheccCHOHATEHOTO CTaHJapTa) paccMOTpeH SKCIEPTHOM IpYINoi o
npodeccroHabHbBIM  KBanuduKkaunaM LleHTpa KommereHUMH (enepalbHOrO MpoeKTa
«Kanpsr 1715t ir¢ppoBoi 5KOHOMUKMY HALMOHAIBHOMN Tporpammel «L{udposas skoHOMuUKA
Poccuiickoit Menepanumny» (nanee — 3KCrepTHas rpymnmna) Ha 3aceqaHud 12 mas 2020 r. u
PEKOMEH/I0BAH K 10paboTKe.

IIpoekT mpodeccHoHanbHOro cTaHAapra, I0pabOTaHHBIM B COOTBETCTBUM C
NOCTYNMBIUMMH  3aMEYaHHsSIMH MW  TNPEIOKEHUSAMH, [OBTOPHO HaMpaBisjics Ha
pacCMOTpEHUE 4YJIEHAM OKCIEPTHONW rpynmbl. 3aMeyaHWs M [PeUIOKEHHs I10
A0paboTaHHOMY MPOEKTY MPO(ECCHOHATBEHOTO CTaHIapTa He TOCTYITHIIH.

B cBsi3u ¢ OTCYTCTBHEM 3aMeuaHuit U TIPEUIOKEHHUI CINTAEM BO3MOYKHBIM 0JJ00PHUTE
IPOEKT NMPO(ECCHOHAIBHOTO CTaHIapTa.

JIMpeKTOop 110 pa3sBUTHIO CHCTEM '
NpopecCHOHANIBHBIX KBATH(DUKALINA, A .-
PYKOBOAMUTENb 3KCIIEPTHOU I'PYIIIbI [/, Gl rd > WN.A.Bonomuna

by

Hen. E.B. Annpeiivenko
+7 (495)917-88-82
r.elena97@vcot.info
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