006 yTBep>xaeHun npocdeccmoHanbHOro craHpaprta "Cneunanucr
uudposon TpaHchopMauum AOKYMEHTUPOBAHHbLIX chep
feATeNbHOCTU opraHM3auum”

Mpukas - Ne 192H - oT 31.03.2021 - MMHUCTEPCTBO TPYAa M COLMANbHON 3aLUTLI -+ [leNcTByeT 6e3 n3MeHeHui

MWHWUCTEPCTBO TPYJA N COLUNANBHOW 3ALLINTHI POCCUACKOW ®ELEPALIAN
MPNKA3
MOCKBA

31 mapTa 2021 r. Ne 192H

06 yTBepXAeHUN NpodeccnoHanLHOro cTaHaapTa "CneumanncT undposon TpaHCchopMaLmm
JOKYMEHTUPOBaAHHbIX Chep AeAaTeNbHOCTU opraHusaymumn”

3aperncTpupoBaH MuHiocTom Poccnm 29 anpensa 2021 r.
PernctpauunoHHbin Ne 63290

B cooTBeTCTBUM C NyHKTOM 16 lNpaBun pa3paboTku 1 yTBEPXAEHNA NPODECCUOHANbHBIX CTaHAaPTOB,
YTBEPXAEHHbLIX NOCTaHoBNeHUeM NpaBuTenbcTBa Poccninckon ®egepaumm ot 22 sHaps 2013 . Ne 23
(CobpaHue 3akoHopaTenbcTBa Poccminckonm ®epepaunm, 2013, Ne 4, cT. 293; 2014, Ne 39, cT. 5266),
NpuKasblBalo:

1. YTBepAnTb Npunaraembln NpoeccuoHanbHbIn CTaHaapT "Cneunannct Lngpposon TpaHcdopMaLmm
[OKYMEHTUPOBAHHbIX Chep AeATeNbHOCTM opraHmnsauumm”,

2. HacToawmn nprkas BCTynaeT B cuny ¢ 1 ceHTsabpa 2021 r. n pencteyeT 8o 1 ceHtabps 2027 r.

MuHncTp A.O0.KoTsKoB

YTBEP)XX[EH

npuka3om MuHucTepcTBa
TpyZa 1 counanbHOM 3alnThl
Poccuinckon ®epepauun

oT 31 mapTa 2021 r. Ne 192H

NMPODECCUOHANBbHbBIA CTAHIAPT
CneuunanucT undpoBon TpaHCHopMaL MM OOKYMEHTMPOBAHHbIX Chep AeATe/IbHOCTM OpraHn3auum

1440
PernctpaumnoHHbIn HoMep

Copep»xaHue

|. Obwme cBepeHUs

Il. OnucaHue TpynoBbIX QYHKLMIA, BXOAALWMNX B NPOECCMOHANbHbBIN CTaHAAPT (PyHKLUMOHaNbHAsA KapTa
BMAa NpodhecCnoHa bHON OeATENbHOCTHN)

lll. XapakTepncTrka 0606LLEeHHbIX TPYLOBbLIX (hYHKLMIA

3.1. O6obuweHHasa TpyaoBas QyHKLUNS "TexHOI0rnyeckoe ConpoBoXaeHMe LUndpPoBOA TpaHCopMaLmm
LOKYMEHTUPOBAHHbLIX Cpep AeATeNbLHOCTN opraHu3aumn”

3.2. O6obueHHas TpyaoBas pyHKUMA "OpraHm3aLnoHHOE COMPOBOXAEHME LMGPOBON TpaHChopMaLun
JOKYMEHTUPOBaHHbIX Chep AeAaTeNbHOCTH opraHusaumumn”

3.3. 0606LeHHas TpyaoBasa GyHKLUMUS "YnpaBaeHue LUdPoBON TpaHCchopMaLmen LOKYMEHTUPOBAHHbIX
chep oeAaTenbHOCTK opraHusauyum”
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IV. CBeneHunsa 06 opraHunsaumax - paspaboTymkax npodeccnoHanbHOro cTaHaapTa
|. Obwue ceeneHns

YnpaBneHne 1 Cnosib3oBaHne LMdpoBon TpaHChopMaL MM 4OKYMEHTUPOBAHHbIX Chep AeaTeNbHOCTM
opraHm3auun07.013
(HanMeHoBaHVe BUAa NpoeccMoHansHoN geatenbHocTM)Koa

OcHoBHa# Lesb BUAa npodeccnoHanbHon gestenbHocTn:0becnevyeHune 3hheKTUBHOMO YNpaBIeHUs
uMgpoBon TpaHchopMaLMen JOKYMEHTUPOBAHHLIX Chep OeATENbHOCTW OpraHM3anmm 3a cHeT
NCNoNb30BaHNSA COBPEMEHHLIX TEXHONOMMIN U aHaNM3a OaHHbIX

Ipynna 3aHaTuin:1213PykoBoantenn B 061acTu onpegeneHms NoaMTUKU U NAaHMPOBaHNS
aeatenbHocTM1219Ynpasnsowme GUHaHCOBO-3KOHOMUYECKOW N aAMUHNCTPATUBHON OEATENbHOCTLIO, HE
BXOASLMe B Apyrue rpynnsbl

3343AOMUHNCTPATUBHBIA U MHOW UCMOJIHATENbHBIN CPpeAHETEXHNYECKNIA NepCcoHan--

(kog OK3 1)
(HaumeHoBaHMe)
(kog OK3)
(HanMeHoBaHue)

OTHeceHMne K BMAaM 3KOHOMUYECKON AeATenbHOCTN:63.110eAaTenbHOCTh No 06paboTke faHHbIX,
npefocTaBaeHme yCyr rno pasMeLLeHnio MHpopMaumm N CBA3aHHasA C 3TUM OeATeNbHOCTb
91.01[0eATenbHOCTL BUBINOTEK 1 apXMBOB

(kon OKB3[ 2 )
(HaMMeHoBaHMe BUOA SKOHOMUYECKOW OeATEe/IbHOCTHN)

Il. OnncaHue TPYAoBbLIX (hYHKLMIA, BXOAAWMX B MPOGECCMOHaNbHbIA CTaHAapT (DYHKLUMOHaNbHasA KapTa
BMAa NPOhecCMoHabHON AeATeNbHOCTH)

0606LeHHbIe TPYLOBbIE YHKLMNTPYAOBLIE DYHKLM

KOLHaNMEeHOBaHNeYpPOBEeHb KBaMKaLMMHanMeHOBAHNEKOAYPOBEHb (MOAYPOBEHb) KBaAU(MKaL MK

A

TexHoN0rn4yeckoe ConpoBoXAeHNe LnMdpoBon TpaHChHopMaL MM JOKYMEHTUPOBAHHLIX Chep AeATeNbHOCTH
opraHusauunns

NoeHTrngunkauma n n3sseyeHmne CTPYKTYPUPOBAHHbLIX AAHHbLIX U MeTadaHHbIX JOKYMEHTUPOBAHHbIX cep
LeAaTeNIbHOCTM opraHunsauunmnA/01.55

CncTteMaTum3aumsa CTPYKTYPUPOBAHHBIX AaHHbIX 4OKYMEHTUPOBaHHbLIX chep LeATeNbHOCTU OpraHu3aunm
ANS MCN0JSIb30BaHUA 1 XpaHeHnaA/02.55

KOHTPOJIb LLEeNOCTHOCTU CTPYKTYPUPOBAHHbBIX AaHHbIX U MeTafaHHbIX LOKYMEHTUPOBAHHbLIX cep
AesaTenbHOCTN opraHu3saunmnA/03.55

YueT n obecneyeHne COXpaHHOCTU CTPYKTYPUPOBAHHBIX AaHHbIX LJOKYMEHTUPOBaHHbIX cep
LeATeNbHOCTH, pa3MeLLeHHbIX Ha ouLManbHbIX CanTax opraHu3aumnA/04.55

KoHTposb 3a cobntofeHnem NoKabHbIX MPaBua yyeTa u COXPaHHOCTW COOBLLEHNI 31EKTPOHHON MOYThI
opraHmsaunnA/05.55

KoHcybTauuoHHasa noanep>xka paboTHMKOB OpraHmM3aLumM B npoLeccax LngpoBon TpaHchopMaLum
[OKYMEHTUPOBaHHbIX chep aeaTenbHocTMA/06.55

®opMUPOBaHME OTYETHOCTM MO pe3ybTaTaM LUMPOBON TpaHCPOPMaL MM OOKYMEHTMPOBAHHLIX Cthep
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neaTenbHoCTn opraHusaunnA/07.55

B

OpraHn3aLoHHOe CONPOBOXXAEHNE LM(POBOM TpaHCHOPMaLMM LOKYMEHTUPOBAHHbIX Chep AeATeNbHOCTM
opraHu3sauunmeé

Pa3paboTka MeTOAUKM OpraHM3auumn CTPYKTYPUPOBAHHbLIX AaHHbLIX N MeTaAaHHbIX LOKYMEHTUPOBAHHbIX
cthep peatenbHocTUB/01.66

CTpyKTypMpoBaHue faHHbIX 1 MeTafaHHbIX JOKYMEHTUPOBAHHbLIX Chep AeATesIbHOCTH
opraHunsauunnB/02.66

Pa3paboTka opraHn3aLUMOHHbIX MepoNpuaTHIA Mo obecneyveHnto NPaBoNpPeeMCTBEHHOCTM
CTPYKTYPUPOBAHHbIX AAHHbIX Y MeTafaHHbIX JOKYMEHTUPOBAHHLIX cdep aeaTensHocTnB/03.66

OnpepeneHne TpeboBaHUN K MHPOPMALMOHHBIM CUCTEMAM AOKYMEHTMPOBAHHLIX Chep AeATENbHOCTM MO
COXPaHHOCTM 1 3alLnTe ULNPPOBOro KOHTEHTa opraHn3aunnB/04.66

Pa3paboTka MeponpusaTuii Mo obecneyeHmno yCTONYMBOro AOCTYNa K MHOPMALIMOHHBIM CUCTEMAaM
LOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTY opraHn3aunnB/05.66

ALMWHUCTPUPOBaHMNE LNMPOBOIro KOHTEHTA OKYMEHTUPOBAHHbLIX Chep OeATeNlbHOCTH opraHm3aummnB/06.6

Pa3spaboTka TpeboBaHMIN K 31eMeHTaM MoAb30BaTENbCKOro NHTEP(enca NHPOPMaLIMOHHBIX CUCTEM
LOKYMEHTUPOBaHHbIX chep feAaTelbHOCTU opraHn3aunmB/07.66

dopMmpoBaHMe PYHKLMOHaNbHbIX TpeboBaHWA K cucTeMaM LMGPOBON TpaHChopMaLnn
LOKYMEHTUPOBAHHbIX Chep AeAaTenbHOCTM opraHn3aunnB/08.66

MeToLmM4Yeckoe pyKoBOACTBO MPOLLECCOM LnMpoBON TpaHChopMaL M JOKYMEHTUPOBAHHLIX cdep
LeAaTesIbHOCTM opraHn3auumnB/09.66

XpaHeHNE N YHNYTOXEHMNE CTPYKTYPUPOBAHHbBIX AaHHbIX 1 MeTafaHHbIX JOKYMEHTUPOBAHHbLIX chep
LeAaTeNIbHOCTM opraHn3auumnB/10.66

Ob6ecneyeHne athHeKTMBHOCTY LNGPOBON TpaHCHOpMaLUN LOKYMEHTUPOBAHHbLIX Chep AeATebHOCTH
opraHm3aunmnB/11.66

KoHTponb 3a cobnofeHneM KOPPEKTHOCTM NPUMEHEHUS BULOB SNEKTPOHHbLIX MOAMNNCEN B
LOKYMEHTUPOBAHHbIX chepax AeaTesIbHOCTU opraHu3aummB/12.66

C
YnpaBneHne undpoBon TpaHChopMaLMen [OKYMEHTUPOBAHHbIX Chep AeATENbHOCTY OpraHu3aummn’
Pa3BuTre untpoBon TpaHCcopMaLUN JOKYMEHTUPOBAHHbLIX Chep AeaTenbHoCcTu opraHn3aunnC/01.77

KOHTpOJb 3a peanm3aumen KogekCcoB 3TUKK LNEGPOBOA TpaHCopMaL MM OKYMEHTMPOBaHHbIX cdhep
LeAaTeNbHOCTM opraHnsauunC/02.77

KoHTposb 3a cobnogeHnem npas Ha UCMOJb30BaHWE UHADOPMALUN OKYMEHTUPOBaHHbIX cdhep
AeaTenbHOCTM opraHn3sauunC/03.77

brog)xeTnpoBaHMe NpoLeccoB LMMPOBOM TpaHCHOPMaL MM AOKYMEHTUPOBAHHbIX Chep AeATeNbHOCTH
opraHm3aunnC/04.77

MnaHnpoBaHMe MeponpuUATUA N0 BOCCTAHOBJIEHUNIO 1 06ecnevyeHnto KaTacTpodoyCTONYMBOCTY
CTPYKTYPUPOBAHHbLIX AaHHbIX U MeTafaHHbIX LOKYMEHTUPOBAHHbLIX Cpep AeATEeNbHOCTH
opraHm3aunmnC/05.77

Pa3paboTka nonnTnkm 06paboTKu 1 3alUNThl KOH(MUAEHLMANBHBIX CTPYKTYPUPOBAHHLIX AaHHbLIX U
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MeTadaHHbIX JOKYMEHTUPOBAHHbIX chep AeATenbHOCTN opraHn3aunnC/06.77

Pa3paboTka 1 BHeapeHNe cTpaTerum LnudpoBor TpaHcopMaLmm 4O0KYMEHTUPOBAHHbIX cdep
LeaTeNbHOCTM opraHnsauunC/07.77

Pa3paboTka cncTeMbl aHaNMUTUKK LIMGPOBON TpaHCOpMaLUmM JOKYMEHTUPOBAHHbIX CHep AeATENbHOCTY
opraHmn3aunnC/08.77

lll. XapakTepucTmka 0606LLEeHHbIX TPYLOBbLIX (YHKLMUIA

3.1. O6obuieHHas TpyaoBas PyHKLMS

HanmeHoBaHMeTexHO0rn4yeckoe conpoBoXaeHne LndpoBon TpaHCchopMaL MM LOKYMEHTMPOBaHHLIX Cdhep
LeATeNlbHOCTU opraHunsaumnmkon

AYpoBeHb KBanndukaumm

5

MpoucxoxaeHne obobLyeHHON TpyaoBON HYHKLUMOPUrnHanX3aumMcTBOBaHO 13 OpUruHana

Kopn opuruHana
PerncTpaunoHHbIn HoMep NpoeccMoHabLHOro cCTaH4apTa

Bo3MO>XXHble HaMeHOBaHNA AOJHKHOCTEN, NpodeccminCneunanncT no uMhpoBM3aLMmM JOKYMEHTALMOHHOIO
obecneyeHuns ynpaBneHus

CneuuanucT no paboTe ¢ AaHHLIMW AOKYMEHTUPOBAHHBIX Chep AeAaTeNlbHOCTU

CneumanucT no undposmusauun JokymeHToobopoTa 1 paboTe C HaHHbIMU JOKYMEHTUPOBAHHbIX chep
nedaTesibHOCTU

TpeboBaHus K obpa3zoBaHuio 1 obyvyeHuoCpeagHee npodeccmoHansHoe obpa3oBaHme - MPorpaMMbi
NOArOTOBKM CNeLManncToB CPeIHEro 3BeHa

nnm

CpepnHee npodeccnoHansHoe obpasoBaHne (HeMpogUabHOE) - MPOrpaMMbl MOLFOTOBKN CNEeLnaancToB
CpefHEero 3BeHa 1 AOMONHMUTENbHOE NpodeccuoHanbHoe 0bpa3oBaHMe - NporpaMMel NPoeCCMOHaNbHON
nepenoaroToBKY MO NPOGUII0 AeATeNbHOCTY

TpeboBaHMA K OMNbITY NpakTU4eckon paboTeiHe MeHee ofiHOro roga B 06nactu paboThl C AaHHBIMU U
MHHOPMALNOHHBIMU 06 bEKTaMK LOKYMEHTUPOBAHHbIX Chep AeATeNbHOCTY OpraHu3aLmnm

Ocobble ycnoeusi monycka k pabotellpoxoxaeHune obyvyeHus mepaM MHHOPMaLMOHHOM 6e30MacHOCTU U
YCNOBUAM KOH(MULEHLUMAIbHOCTM AeSTeNIbHOCTM N0 COOTBETCTBYIOLLEN MPOrpamMme, NpoxoxaeHune
NepBMYHOIr0 UHCTPYKTaxa no MHGopMaLMoHHON 6e30MacHOCTM U YCNOBUAM KOHPUAEHLMANBHOCTH
feaTenbHoCTK 3

MpoxoxaeHne obyyeHns mepam noxkapHon 6esonacHocTu 4

MpoxoxxaeHne oby4yeHns 1 NpoBepKK 3HaHWIN TpeboBaHUI 0xpaHbl Tpyaa 5

Opyrue xapakTepucTuknononHuTeNbHoOe npodheccnoHanbHoe 0bpasoBaHne - NPOrpamMmmbl MOBLILEHUS
KBaMrKaL M No Npoduo AesTeNbHOCTU HE peXxxe 0QHOro pasa B TpU roga

[ononHNTENbHbIE XapaKTEPUCTUKK

HavMeHoBaHVe fOKyMeHTa

Kon

HanmeHoBaHme 6a30B0M rpynnbl, [OHKHOCTU (NPodeccnmn) nam cneumanbHOCTM
OK33343ALMWHUCTPATUBHBIA M MHOWN UCMONHUTENbHBIA CPEeAHETEXHUYECKMI NepcoHan
EKC 6 -[lokymeHTOBE[

OKMATP 7 20193ApxumBucT

21792 JokymeHTOBEq
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26541Cneunannct
OKCO 8 2.09.02.04/HthopMaLMOHHbIE CUCTEMBI (MO 0Tpacasam)

2.09.02.05MpuknagHaa nHpopmaTuka (Mo oTpacnam)
7.46.02.010okyMeHTaUnOHHOEe obecrneyeHne ynpaBieHUs U apXUBOBeaeHNe

3.1.1. Tpynosasa pyHKUMSA

HavMeHoBaHVefeHTUdpMKaLNA U U3BNeYeHne CTPYKTYPUPOBAHHbIX AaHHbIX N MeTaLaHHbIX
LOKYMEHTUPOBAHHbIX Chep AeAaTeIbHOCTM opraHm3aunmkos

A/01.5YpoBeHb (MooypoBeHb) KBanUgmKaLumm

5

MponcxoxxaeHue TpyaoBon PyHKUMMOpUrnHanX3anmMcTBOBaHO U3 OpUrMHana

Kofn opuruHana
PernctpaunoHHbIn HoMep NpoecCcMoHaibHOro CTaHaapTa

Tpynoble AencTBuaaeHTUPUKALNS CTPYKTYPUPOBAHHBIX JaHHbIX, MOCTYMNAKLWMUX N3 BHELIHUX
NCTOYHUKOB MH(OPMALIML AN IOKYMEHTUPOBAHHLIX CPep AesTeNbHOCTU OpraHn3aLmnm

M3BNneYeHne CTPYKTYPUPOBAHHBIX AaHHbIX U3 BHELIHMX UCTOYHUKOB MHOpMaLIMK Ans
NOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTI OpraHn3aLum

®opMmMpoBaHME CTPYKTYPUPOBAHHBIX JaHHbIX JOKYMEHTMPOBAHHbLIX Chep AeATENbHOCTY OpraHusaunm B
COOTBETCTBUM C TPeBOBAHUAMN METaMOAENN AaHHbIX

3arpy3Kka CTPYKTYPUPOBaHHbIX AaHHbIX JOKYMEHTUPOBaHHbIX Chep AEATENIbHOCTM OpraHn3aLmuy B
NHMOPMALIMOHHBLIE CUCTEMBI (PyYHas, aBTOMaTU3MPOBAHHAS UM aBTOMaTUYeCcKas)

KOHTPOJIb KOPPEKTHOCTU 3arpy>KEHHbIX CTPYKTYPUPOBAHHBIX [aHHbIX AOKYMEHTUPOBAHHbLIX Cep
AesTENbHOCTU OpraH13aLmum

HacTpoiika BHYTPEHHUX CBS3eN MeXAY UH(POPMaLMOHHLIMK Ba0KaMy/ CTpaHULaMN B CUCTEME YNPaBJEHUS
KOHTEHTOM

Heobxoamnmble ymMeHUAM0b30BaTLCA NEPCOHAbHLIM KOMMbIOTEPOM N €ro nepugepuinHeIMN yCTPONCTBAMN,
OPrTEXHNKON

Micnonb3oBaTh CreLnann3npoBaHHbIe NPOrpaMMHble MPUNOXKEHNA U UHPOPMALMOHHO-
TeNIEKOMMYHWKALMOHHYO ceTb "VIHTepHeT" ans BbiNoJHeHMS paboynx 3agay umdpoBo TpaHchopMaLmm
LOKYMEHTUPOBAHHbIX Chep LeAaTeNbHOCTM OpraHu3auum

PaboTaTb C 6onbLINM MaCcCMBOM I/IHdJOpMaLI,VIOHHbIX OaHHbIX OKYMEHTUPOBAHHbIX cqaep 0eATEeNbHOCTH

MpUMEHSTL MeToabl PaboTbl C hOPMaMi, 3NEKTPOHHLIMU TabanLaMK, AaHHBIMU N MeTaAaHHbLIMK
NOKYMEHTUPOBAHHbIX Chep AeATeNIbHOCTY OpraHmn3aLnm

MpuMeHATL MeToabl pa60TbI C UH(POPMALIMOHHBLIMU 6asamu gaHHbIX JOKYMEHTUPOBaHHbLIX cdhep
neAaTeNbHOCTU OpraHn3aunmn

PaboTaTb B rpathmyeckux pegaktopax

ObpabaTbiBaTb PacTPOBbLIE 1 BEKTOPHbIE N306paXKeHNs: MaclTabupoBaTb, KAAPUPOBATb, U3MEHSATh
pa3peLleHne 1 NanamTpy, KOMNOHOBaTb N306paxxeHns

PaboTaTb C TEKCTOBLIM PELAKTOPOM

[MpUMeHATL TEXHONOrNK pa3MeLLeHns n nepefadm nHpopmMaLmm B MHPOPMaLIMOHHO-
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TENIEKOMMYHUNKALMOHHON CeTN "MHTepHET" 1 CETAX UHTPaHET

PasmelaTb MyNbTUMEAUIAHbIE 00BEKTHI B UH(OPMALMOHHbBIX CUCTEMAX
3anonHATL Be6-hopMbl JOKYMEHTUPOBAHHbLIX Chep AeATEeIbHOCTI OpraHmM3auum
Micnonb3oBaTb MOMCKOBbLIE CUCTEMbI

HeobxoayMble 3HaHUATEXHUKO-3KCTTyaTaLUOHHbIE XapaKTePUCTIKM, KOHCTPYKTUBHbIE 0COBEHHOCTH,
Ha3HayeHne 1 pexxuMbl paboTbl 060pYA0BaHMS, NPaBUIa ero TEXHUYECKON 3KCIyaTaumum

TexHonorna MexaH1M3MpPoBaHHoOW 06paboTKM NHMOPMaLIUK JOKYMEHTMPOBAHHbIX CHep AesTeNIbHOCTY
opraHu3auum

Bnabl TEXHNYECKMX HOCUTENEN NHopMaL MK

MeToabl KNaccurKauuy 1 KOANPOBaAHNS MHHOPMALIMN AOKYMEHTUPOBAHHLIX Chep AeATeNbHOCTM
opraHusauum

CTaHOapThl, CUCTEMbI CHUCNIEHUS, LUNKPOB U KOMIOB AOKYMEHTUPOBAHHbIX Chep AeaTeNlbHOCTY
opraHu3saumm

MPWHUMNBI OpraHM3aLmMm UHGHOPMALMOHHbIX 6a3 AaHHbIX

XapaKTepUCTUKN 1 pacnpoCcTpaHeHHble hopMaThbl rpadnyeckmx qanios

OCHOBbI KOMMbIOTEPHON rpadmKn, METOALI NPeACTaBAeHNs U 06paboTKy rpacmyeckon NHGopMaLnn
TpeboBaHMA K XxapakTepucTnkam n3obpaxeHnn Npu pasMeLleHnn Ha Beb-cantax

TexHnyeckme cpencTea cbopa, 06paboTKy 1 XxpaHeHUs MHdopMaLmm

CTpyKTypa opraHu3auuu 1 nopsaoK pacnpeneseHuns nosHOMOYNA MeXAay ee CTPYKTYPHbIMM
noapasaeneHnsiMn 1 AoHKHOCTHBIMY ULIaMK

MPVHUMMbI pa3rpaHNYeHns NpaB AoCTyna K MHopMaLmuy, obecneveHns NHHOPMaLMOHHOK 6e30MacHoCTM

MPUHUMMBI 1 METOAbI YNOPAL0YEHUS CTPYKTYPUPOBAHHBIX AaHHbIX AOKYMEHTUPOBAHHbLIX Chep
NEeATeNbHOCTW OpraHn3aLnm U MHMOPMALIMOHHbIX NMoKa3aTesell opraHnu3aLum

KpuTepnn oLeHKN Ka4eCcTBa BbINMOJHEHNS PYYHbIX 1 aBTOMATU3NPOBAHHbIX ONepaL/nii Mo MAEHTUDUKALUA 1
N3BJIEYEHUIO CTPYKTYPUPOBAHHbIX AaHHbIX U METaAaHHbIX AOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTH
opraHu3auum

TpeboBaHmMA oxpaHbl TpyAa 1 NoXapHou 6e3onacHoCTU
[pyrvne xapakTepucTuku-

3.1.2. TpynoBas hyHKLNA

HanmeHoBaHmeCucTeMaTun3aLma CTPYKTYPUPOBAHHbIX AaHHbIX JOKYMEHTUPOBAHHLIX Chep AeATeIbHOCTM
opraHu3auunm 4ns ncnosib30BaHna 1 xpaHeHmaKon

A/02.5YpoBeHb (NoAypoOBEHb) KBanudukauum

5

MpouncxoxxaeHne Tpynoson hyHKUUMOpUrnHanX3anMCcTBOBAHO U3 OpUrnHana

Kopn opurvHana
PerncrtpauunoHHbI HoMep NpodeccMoHasibHOro CTaHaapTa

Tpynosble AencTensgKnaccuukaumns n MHAEKCMPOBaHNE CTPYKTYPUPOBAHHBIX JaHHbIX
NOKYMEHTUPOBAHHbIX Chep AeATeNIbHOCTY OpraHmn3aLnm
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dopMann3aums 1 HopMann3aLus CTPYKTYPUPOBAHHBIX JaHHbIX OKYMEHTUPOBAHHbLIX Chep AesTeNbHOCTH
opraHusauum

HoMuHanbHas, NpeaMeTHas 1 XPOHOJIOrMyeckas KinaccmduKkaumus CTPYKTYPUPOBAHHBIX AaHHbIX
NOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTI OpraHn3aLum

PacnpefeneHne CTPYKTYPUPOBAHHBIX aHHbIX MO0 HOMEHK/IAType AOKYMEHTUPOBAHHbIX Chep AeaTeNlbHOCTY
opraHusauum

MpoBepKa CPOKOB AENCTBUSA 1 XPaHEHNS CTPYKTYPUPOBAHHBIX AaHHbIX JOKYMEHTUPOBAHHbIX Chep
NeaTeNbHOCTW OpraHn3aLmm

BeneHve peecTpa AOKYMEHTUPOBAHHLIX Chep AeATeNbHOCTM

Heobxonnmble yMeHUSATPOBOANTL IOrMYecKyto 06paboTKy CTPYKTYPUPOBAHHbIX AaHHbIX
LNOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTY OpraHn3aLmnm

®opMMpPOBaTh NHPOPMALIMOHHBLIE 06BEKTHI U3 MPENOCTaBNEHHbIX CTPYKTYPUPOBAHHbIX AaHHbIX
NOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTI OpraHn3aLum

OueHMBaTb MOJIHOTY 1 [OCTAaTOMHOCTb CTPYKTYPUPOBAHHbLIX AaHHbIX 4OKYMEHTUPOBAHHLIX chep
LEeATENbHOCTW OpraHn3aLmm

Vicnosib30BaTh Cneunasm3npoBaHHble MPOrpaMMHbIe NMPUIIOXKEHUSA U MHPOPMaLMOHHO-
TeNeKOMMYHUKALUUOHHYIO ceTb "VIHTepHeT" ons BbinonHeHNs paboynx 3agay LngpoBon TpaHcdopMaLmm
LOKYMEHTUPOBAHHbLIX Chep AeATe/IbHOCTU OpraHun3aunm

MpoBOANTbL UHBEHTAPU3ALIMIO CTPYKTYPUPOBAHHBIX AaHHbIX [OKYMEHTMPOBAHHbIX Chep AeATEbHOCTM
opraHusauum

®opMMpOBaThL OTYETHOCTb MO YYETY U XPaHEHUIO CTPYKTYPUPOBAHHLIX AaHHbIX LOKYMEHTUPOBAHHLIX cdhep
neAaTeNbHOCTU OpraHn3aunmn

HeobxonnMble 3HaHWA3aKoHOAATENIbHbIE M HOPMAaTUBHbIE NPaBoOBble akTbl Poccuiickoin ®epepaunm B
obnacTu ynpaBieHns LOKYMEHTaMm

3aKoHoaTesibHble U HOPMATWBHbLIE NPaBOBble akTbl Poccuiickon Peaepaunn B 06nacTn MHDopMaLun,
NHMOPMaLMOHHbBIX TEXHOOMMIA U 3alUThl UHOPMaLMK, NEPCOHANbHBLIX AaHHbIX, LN(POBON
TpaHchopMaLum

CTaHAapThl U METOAUKM OMUCAHNS, KNAaCCMMUKALMA N MHAEKCMPOBAHNSA CTPYKTYPVPOBAHHbIX JaHHbIX
NOKYMEHTUPOBAHHbIX Chep AeATeNIbHOCTY OpraHn3aLnm

CTaHﬂ,aprI N METOANKN OLIEHKN Ka4eCTBa CTPYKTYPUPOBAHHBLIX AaHHbIX JOKYMEHTUPOBAHHbIX cq)ep
0eAaATeNbHOCTU OpraHn3aunmn

CTaHﬂ,aprI N METOANKWN ynpaBeHNA OOKYMeHTaMU

Cnocobbl cucTemMaTU3aLnn CTPYKTYPMPOBAHHbLIX AaHHbIX JOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTY
opraHu3auum

MPUHLUMNBI OpraHM3aLmMm MHGHOPMALMOHHBIX 633 JaHHbIX

O6L1Me NpUHLMMBI pa3rpaHUyYeHust NpaB A0CTyNa K MHopMaLmmn, obecnevyeHns MHDOPMaLIMOHHON
6e3onacHocTn

TexHu4eckune cpencTa cbopa, 06paboTky N XpaHEHNUS CTPYKTYPUPOBAHHBIX AaHHBIX 1OKYMEHTUPOBAHHbIX
chep AeaTeNbHOCTW opraHu3aunm
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MpaBuia BefeHNs PeeCcTPoB CTPYKTYPUPOBAHHbBIX AaHHbLIX M METadaHHbIX AOKYMEHTUPOBAHHbLIX Cdhep
NeaTeNbHOCTW OpraHn3aLmm

TpeboBaHMA 0xpaHbl TPyAa 1 NoXKapHou 6e3onacHoCTU
[pyrune xapakTepucTuku-

3.1.3. Tpynosasa pyHKUMSA

HanmeHoBaHWeKOHTPOb LENOCTHOCTH CTPYKTYPUMPOBAHHBIX LaHHbLIX U MeTafaHHbIX JOKYMEHTMPOBAHHbIX
chep feaTenbHOCTW opraHu3aunm

Kona

A/03.5YpoBeHb (MoaypoBEHb) KBaNU(rKaLnm

5

MpoucxoxaeHve TpyaoBon yHKUMNOPUrnHanX3anMcTBOBaHO M3 opUruHana

KoL opurnHana
PerncTpaunoHHbIi HoMep NpodeccMoHabHOro CTaHdapTa

TpynoBble AencTBUAPOPMUMPOBaHME LLENIOCTHOCTU CTPYKTYPUPOBAHHbIX AaHHbIX 1 MeTa4aHHbIX
LAOKYMEHTUPOBAHHbIX Chep AeATeNbHOCTM OpraHm3aumm

®opMUPOBaAHME LESIOCTHOCTY CTPYKTYPUPOBAHHBIX AAaHHbIX U METaAaHHbIX JOKYMEHTNPOBAaHHbIX chep
AeATeNbHOCTU OpraHn3aLmm nocse aBapuin n cboes

HaxoxaeHve n ukcauus dakta c6os B paboTe MHPOPMALIMOHHBLIX cucTeM, obpabaTbiBaloLLmx
CTPYKTYPMPOBaHHbIE laHHbIE JOKYMEHTNPOBAHHbIX Chep AeATeSIbHOCTY OpraHn3aLnm

HaxoxzaeHve n ukcaumus gakta HeCaHKLMOHUPOBAHHOIO YHUYTOXEHWNS, NepeMeLLeHns, UCKaXXeHNs
CTPYKTYPVPOBAHHbIX AAaHHbIX AOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTM OpraHm3aumm

Heobxoanmble yMeHUSAPUMEHATb aBTOMAaTU3MPOBaHHbIE CPEeACTBA KOHTPOJIS COCTOSHUSA 6a3 HaHHbIX
NOKYMEHTUPOBAHHbIX Chep AeATeNIbHOCTY OpraHmn3aLnm

Pa3pa6aTbIBaTb 6a3bl AaHHbIX OOKYMEHTUPOBAHHBLIX cq)ep 0eATeNIbHOCTUN OpraHn3aunn n oCyLlecTBaATb
KOHTPOJIb X BeJeHnA

CospaBaThb CUCTEMY NHOEKCALUN CTPYKTYPUPOBAHHBIX OAHHbLIX JOKYMEHTUPOBAHHbLIX Chep AeATeNbHOCTH
opraHmsaunn n NCnoJib3oBaThb €€ B I/IHCDOpMaLI,VIOHHO-CI'IpaBO‘-leIX uenax

MPUMEHSTb A3bIKA U CUCTEMbI NPOrPaMMUPOBaHNs 633 AaHHbIX JOKYMEHTUPOBAHHbIX Chep AEATENIbHOCTY
opraHusauny ans onTUMKU3aLMKU BbINOSIHEHNS 3aMpPOCoB

MoLenmpoBaTb Yrpo3bl LLEJIOCTHOCTM CTPYKTYPUPOBAHHbIX AaHHbIX AOKYMEHTUPOBAHHbLIX cep
LesTENbHOCTU OpraH13aLmum

Pa3pabaTbiBaTb NpoLeaypbl 06ecnevyeHns LenoCTHOCTU CTPYKTYPUPOBAHHbLIX AaHHbIX AOKYMEHTUPOBAHHbIX
cep fedTenbHOCTM opraHm3aumnm

Pa3pabaTbiBaTb perjaMeHTUpyoLne JOKYMEHTbI B COOTBETCTBIM C TPeBOBaHNAMU HOPMATHBHbIX
MPaBOBbIX AaKTOB

®opmMynmpoBaTb TpeboBaHUS Ha pa3paboTKy npoueayp obecnevyeHns LeNoCTHOCTU CTPYKTYPUPOBAHHbIX
AaHHbIX OKYMEHTNPOBaHHbIX Chep AEATENIbHOCTM OpraHu3aLmm

Heobxogumble 3HaHMA3aKoHOAATENbHbIE U HOPMATMBHbIE NPaBOBbIe akThl Poccuiickon ®epepaumm B
obsacTn nHopmaumm, MHHOPMALMOHHBLIX TEXHOMOMIA W 3alLMThl MHGOPMALUK, MEPCOHAJIbHBLIX AaHHbIX,
LumdpoBon TpaHchopMaLnm
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3aKoHoaTelbHble M HOPMATMBHbIE MPaBOBbIE akTbl Poccuinckon ®egepauum B chepe ynpabieHus
LOKYMEeHTaMu

MeToan4eckme OKYMEHTbI 1 HaLMOHAbHbLIE CTaHAaPThl B 06/1aCTV yNpaBAeHUs AOKYMEHTaMU 1
CNO/b30BaHNSA MH(OPMALIMK B OpraHn3aLum

OcCHOBHble Noka3aTenn paboTel 6a3 CTPYKTYPUPOBAHHLIX AaHHbIX OKYMEHTUPOBAHHLIX cthep
LEeATENbHOCTN B UH(OPMALMOHHBLIX CUCTEMaX OpraHn3aLmm

OcobeHHOCTU peanun3aLmnmn CTPYKTYPbl AaHHbIX U yNPaBAeHUs MeTafaHHbIMK B 6a3ax AaHHbIX
NOKYMEHTUPOBAHHbIX Chep AeATeNIbHOCTY OpraHmn3aLnm

ApxuUTeKTypa CUCTEM XpaHeHUs 1 06paboTKM NHOPMaLMK 1 BO3MOXHOCTW UX B3aUMOAENCTBUSA
MoZenu u CTPYKTYpbl AaHHbIX LJOKYMEHTUPOBAHHBIX Chep AesTENbHOCTU OpraHn3aLum

OCHOBbI S13bIKOB 1 CUCTEM NPOrPaMMUpPOBaHns 6a3 AaHHbIX LOKYMEHTUPOBAHHbIX Chep AeATEeIbHOCTM
opraHu3auum

CoBpeMeHHble METOAbI 1 CPeACTBa yNpPaBAeHNs CTPYKTYPUPOBAHHBLIMW faHHbIMW B LOKYMEHTMPOBAHHbIX
chepax fesaTenbHOCTU opraHusaumm

OcHoBbI NoCTpoeHNA penaynoHHbIX 6a3 maHHbIX

JlokanbHble HOPMaTMBHbIE aKTbl B 06/1aCTN MHGOPMALIMOHHOIO B3aMMOAENCTBNA CTPYKTYPHbIX
nogpa3aeneHnin opraHnsauum

Mpasuna pa60Tb| C AOKYMEeHTaMu opraHn3aunmn, yCtaHOBJIEHHbIE €€ JIOKaJ/IbHbIMWA HOPMaTUBHbLIMN aKTaMW

MpaBuna 1 NopsaoK GopMUpoBaHNs 1 y4eTa 6a3 AaHHbIX AOKYMEHTUPOBAHHLIX cep AeaTeNbHOCTM
opraHu3auum

TpeboBaHMA 0XpaHbl TPyAa 1 NoXKapHoW 6e30nacHOCTU
[pyrvne xapakTepucTuku-

3.1.4. TpynoBas pyHKUUA

HanmeHoBaHMeY4YeT 1 obecneyeHne COXPaHHOCTM CTPYKTYPUPOBAHHBIX AaHHbIX JOKYMEHTMPOBAHHbLIX Cep
LesATeNbHOCTH, pa3MeLLeHHbIX Ha ouLumnanbHbIX CanTax opraHusaummnkon

A/04.5YpoBeHb (NOAYypOBEHL) KBanM@rKaumm

5

MpoucxoxxaeHne TpyaoBoN yHKLMMOPUrMHaNX3anMCTBOBaHO U3 OpuUrnHana

Kopn opurvHana
PerncTpaunoHHbIA HoMep NpoeccMoHaLHOro cTaH4apTa

TpynoBble aencTBMACo38aHNE N YHET pe3epBHbIX KOMWUIA CTPYKTYPUPOBAHHbIX AaHHbIX
LOKYMEHTUPOBaHHbIX Chep AeATENbHOCTU, Pa3MELLEHHbIX Ha CaliTe, MOC/Ie KaXXA0ro N3MEHEHUS 1
obecneyeHmne nx COXpPaHHOCTK

dopManm3aLmns CTPYKTYPUPOBAHHbIX AaHHbIX AOKYMEHTUPOBAHHLIX Chep AeATeNbHOCTM ANS Pa3MELLEHUS
Ha ohMLMANbHOM CaliTe OpraHu3aLum

®opMupoBaHMe NpesnoXeHnin 06 ynydlweHnn paboTbl orLMaibHbIX CANTOB OpraHM3aLmm

JoKyMeHTUpoBaHVe paboT No y4yeTy CTPYKTYPUPOBAHHbLIX AaHHbLIX 4OKYMEHTUPOBAHHbLIX Cdhep
LEeSTENbHOCTU W YMPABEHNIO UMU B UHEOPMALIMOHHBIX PECYpPCax Ha CalTe opraHm3aumm
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HeobxoauMble yMeHUAMNPUMEHATb MeTOAbI PaboThl C hopMaMU, SNEKTPOHHBIMU Tabauuamu,
MHOPMaLMOHHBIMK Ba3aMu CTPYKTYPUPOBAHHbIX AaHHbIX LOKYMEHTUPOBAHHbLIX Chep AeaTebHOCTH
opraHu3auum

Pa3mellaTb 1 06HOBASATL CTPYKTYPUPOBAHHbIE AaHHbIE LOKYMEHTNPOBAHHbLIX CHep AeATeNbHOCTM Ha
opULManbHbIX CaiTax OpraHn3aLuUm Yepes CUCTEMY YNPABIIEHNS KOHTEHTOM

BecTtun yyeT NcTopumn N3MEHEHUI CTPYKTYPVPOBAHHLIX JAaHHbLIX JOKYMEHTMPOBAHHbLIX Chep AesTEeNbHOCTH
Ha ohMLMaNbHBIX CaiTax opraHu3aLmnn

Heobxogumble 3HaHMATpeboBaHMA K XapakTePUCTMKaM M300paxeHnin Npy pa3MeLLeHNN Ha orLnanbHbIX
CanTax opraHu3auunm

Ba3oBble MPUHLMMbLI OPraHM3aLMM MHEHOPMALMOHHBIX 6a3 JaHHbIX
Cneunduka n TeMaTUKa 0MLMaNbHBIX CANTOB OPraHn3aLnn, Ux Lenu, 3aauu 1 Ha3HavyeHne

Ba30Bble TEXHNKO-3KCMJIyaTaLMOHHbIE XapaKTEPUCTUKMN, KOHCTPYKTMUBHbIE 0CODEHHOCTM, Ha3HAaYeHMNe 1
peXxunMbl paboTbl 060pya0BaAHUS

MpaBuna TeXHUYeCKon 3KcnyaTauun obopynosaHms

OCHOBHbIe NPUHLIMMbI TEXHOIOTUIA CO3AaHMs Beb-pecypcoB

OCHOBBI FMMNEePTEKCTOBON pa3MeTKU

Ba3oBble MeTOLbl PeLIEeHNS 3a1aY Mo CO3AaHMI0 N PefaKTUPOBAHNIO KOHTEHTA
OCHOBbI MH(hOPMaLIMOHHOW Be3omacHOCTK

TpeboBaHMA 0XxpaHbl TPyAa 1 NoXKapHoW 6e30nacHOCTU

Ipyrue xapakTepucTuKu-

3.1.5. Tpynosasa pyHKUMSA

HanmeHoBaHneKoHTpoNb 3a cobnogeHneM noKaabHbIX MPaBUl y4eTa 1 COXPaHHOCTM CoobLLEeHMI
3NEKTPOHHOW MOYThl opraHusaunnkon

A/05.5YpoBeHb (NoAypOBEHL) KBanMdmrKaumm

5

MponcxoxxaeHue TpyaoBon PyHKUMMOpUrnHanX3anmMcTBOBaHO U3 OpUrMHana

Kop opuruHana
PerncTpauunoHHbIn HoMep NpodecCcnoHa LHOro CTaH4apTa

Tpyanosble gencrensPaspaboTka 1 NogLepXXaHUe B akTyaslbHOM COCTOSHWM JIOKabHbIX MPaBWuI y4eTa u
COXPaHHOCTY COOBLLEHNA 3N1EKTPOHHON MOYThI

NHpopMupoBaHme paboTHUKOB OpraHM3auumn o nNpaBmaax U Nopsaake NCMOAHEHNS NIOKaJbHbIX MPaBW
y4yeTa 1 COXPaHHOCTM COOBLLEHNIA 3IEKTPOHHOM MOYThI

BbisiBneHne hakTOB HapyLLEeHWs JI0KaibHbIX MPaBUIT y4eTa U COXPAHHOCTU COOBLLEHWNIA 31eKTPOHHON MOYThI
Heobxonumble yMeHUATPOBOANTL aAMUHUCTPUPOBAHNE KOPMOPATUBHBIX MOYTOBLIX CEPBICOB 11 CUCTEM

MpUMeHATL NONOXKEHNS HOpMaTI/IBHO-TEXHI/IHECKOIZ OOKYMEHTaunn B obnactun I/IHCbOpMaLI,I/IOHHOIZ
6e3onacHoCTU 1 KOMMYHUKaLUWNOHHbIX TEXHOJIOTUN

HeobxonnMble 3HaHWA3aKoHOAATENIbHbIE M HOPMAaTUBHbIE NPaBoOBble akTbl Poccuiickoin ®epepaunm B
o61acTn nHopmaLmMm, MHHOPMALMOHHBLIX TEXHOAOTUA 1 3aLLMTbl MHOPMaLUK, NePCOHANbHBIX AAHHBIX,
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umdgpoBon TpaHchopmaLnn
OcHoBbI 0becneyeHmns ceTeBon 6e30NacHOCTN, KOHTPOJIA AOCTYMNa 1 NpaB NoJib30BaTenew

JlokanbHble HOPMaTMBHbIE aKTbl OPraHM3aLuK, pernaMeHTupyoLwme Nopsaaok paboTbl C KOPNOpaTUBHONM
MOYTOBOW CUCTEMON

MeToAanyeckne ykasaHns, peKOMeHAaLMM 1 TEXHONOrMmn obecneyeHuns KoHUAEHUNaNbHOCTA NOYTOBbIX
coobLeHnin n oTnpasuTenei

MeToamnyeckme LOKYMEHTbl U HOPMATUBHO-TEXHNYECKasA LOKYMEHTaLMA No BONPOCaM TeXHUYeCKowm
3alUNTLI MHDOPMaLLUK

STUYECKME HOPMbI 1 MpaBWia KOPNOpaTUBHOIO MNOBEAEHUS
OpraHn3aunoHHas CTPYKTypa 1 buananbl opraHmsaumnm
TpeboBaHMA 0XpaHbl TPyAa 1 NoXKapHoW 6e30nacHoCTU
[pyrve xapakTepucTuku-

3.1.6. TpynoBas (hyHKLNA

HaumeHoBaHMeKoHCYIbTaLUMOHHasA Noaaep>XKa paboTHNKOB OpraHu3aumm B npoLeccax Lnugposon
TpaHCchopMaumMn JOKYMEHTUPOBAHHBIX chep fedTenbHoCcTuKog

A/06.5YpoBeHb (NofypoBeHb) KBanudukauum

5

MpoucxoxaeHve TpyAoBon yHKUMNOPUrnHanX3anMcTBOBaHO M3 opuruHana

Kopn opuruHana
PerncTpauunoHHbI HoMep NpodeccMoHasbHOro CTaHdapTa

TpyLnosble gencrtauallpmem NocTynawLmMx 3anpocoB 0 npoueccax LngpoBon TpaHchopmaumm
LOKYMEHTUPOBAHHbIX chep AeaTeNbHOCTM 0T PaboTHUKOB OpraHm3auum

MpoBeAeHNe NHCTPYKTaXKa PabOTHMKOB OpraHn3aLnm No BbINOJHEHUIO DYHKLUIA LNGPOBOIA
TpaHc(opMaLMN LOKYMEHTNPOBAHHbIX Chep AeATEIbHOCTM

MoAroToBKa y4ebHbIX U METOANYECKUX MaTepUasoB, Npe3eHTaunin no LMgpoBon TpaHchopMaLum
LOKYMEHTUPOBAHHbIX Chep AeATEeNbHOCTH

KoHCynbTMpoBaHMe paboTHNKOB OpraHn3aummn no uugpoBor TpaHChopMaLuy JOKYMEHTMPOBaHHbLIX Cep
LeATeNbHOCTH

M3y4yeHune 3anpocoB paboTHMKOB OpraHu3aLmm o npoLeccax LndpoBon TpaHchopMaLmn
LOKYMEHTUPOBAHHbIX Chep AeATENbHOCTH

Bblgaya pekoMeHOaunn 1 pa3bAaCcHEHWU MO TUMNMYHbLIM 0bpalleHnsM paboTHMKOB OpraHM3aLmMm o0 npoueccax
uMdpoBon TpaHCchHopMaLMN 4OKYMEHTUPOBAHHLIX chep AeATENbHOCTH

MoAroToBKa NPeAoXEHN MO ONTUMM3aLMUK NPOLLECCOB LINDPOBOI TPaHC(hOPMaLMN LOKYMEHTUPOBAHHbIX
chep LesTeNbHOCTY Ha OCHOBAHUM TUMNYHBIX 3aMpOCOB PaboOTHMKOB OpraHn3aLmm

Heobxonmmble ymeHUaMcnonb30BaTb MPOrpaMMHbIe NMPUA0XKEHNS U MHADOPMALOHHO-
TeNeKOMMYHUKaLUUOHHYI0 ceTb "VHTepHeT" ons BbinonHeHNs paboymx 3agay LngpoBon TpaHcdopMaLmm
LOKYMEHTUPOBaAHHbLIX Chep AeATeIbHOCTU OpraHn3aunm

PaboTaTb C MHPOPMALIMOHHBIMKU CUCTEMAMM U Ba3aMn CTPYKTYPUPOBAHHbLIX AaHHbIX JOKYMEHTUPOBAHHbLIX
chep oeAaTenbHOCTK
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KnaccmguumpoBaTh 1 0TBEYaTb Ha TUMUYHBIE 3aNpPOCkl PabOTHUKOB

CornacoBbiBaTb pelweHne HETUMNYHbIX o6pau.|,eHv||7| paGOTHI/IKOB CO cneunanncTtamMm COOTBETCTBYOLNX
noLpasfeneHnin opraHm3aumm

KoppeKTunpoBaTb CBOV AENCTBUSA B COOTBETCTBUM C YC/I0BUAMMN CATYaLIAK

Heobxogumble 3HaHMA3aKoHO4ATENbHbIE U HOPMATWBHbIE NPaBOBbIe akThl Poccuiickon ®epepaumnm B
obsacTn nHopMaumm, HHOPMALMOHHBLIX TEXHOAOMIA W 3alLMThl MHHOPMaLIUK, MEPCOHAJIbHbLIX AaHHbIX,
umdgpoBon TpaHchopMaLnn

3aKoHOAaTesIbHbIE U HOPMATMBHbIE NPaBOBLIE aKThl Poccuinckon depepalinm B chepe ynpaBneHus
LOKYMeHTaMu

CneumnannsnpoBaHHoe nporpaMmmHoe obecneyeHne ans npuema, obpaboTkn 1 perncTpaunn obpalieHni
paboTHUKOB

BHYTpeHHVe cTaHOapThl 1 METOAUYECKME IOKYMEHTLI No 06paboTke 3anpocoB paboTHMKOB

JlokanbHble HOPMaTHBHbIE MPABOBLIE aKTbl, METOANYECKME AOKYMEHTbI OpraHn3aLm no Bonpocam
yrnpaBfieHNs JOKYMEHTaMM 1 NpoueccaM UngpoBoi TpaHChopMaLMi 4OKYMEHTUPOBAHHLIX chep
LEeATENbHOCTY

OTBeThbl Ha Hanbosiee 4acTo 3alaBaeMble BOMPOCHI MO MpoLeccamM LUndpoBon TpaHCchopMaLmm
OOKYMEHTUPOBAHHbIX cq)ep neaTesiIbHOCTHU

MpaBuna fenoBoro obLLEeHNS 1 Pe4eBOro 3TUKeTa

Cnocobbl 1 KaHabl MHOPMUPOBAHNA PAabOTHMKOB OpraHM3aLnm
MpaBuna cobnogeHns NHHopMaLMOoHHOM 6e30nacHOCTH

TpeboBaHMA 0XpaHbl TPyAa 1 NoXKapHoW 6e30nacHOCTU

MoHATNE KOMMEPYECKON TalHbI

MpaBuna Aen0BO NePEnnCcKn N NMMCbMEHHOI0 3TUKETA
OpraHusaumnoHHas CTPYKTypa 1 uaranbl opraHn3auum

MopsaoK B3aMOLENCTBUA CTPYKTYPHbIX MNOAPA3LENEHNIA OpraHn3aLnm
Opyrve xapakTepucTuku-

3.1.7. TpyLoBas pyHKUUA

HanmeHoBaHne®opMmnpoBaHme 0TYETHOCTU MO pe3ynbTaTaM LG PoBOM TpaHchopMaLum
LOKYMEHTUPOBAHHbIX chep AeAaTeNbHOCTU opraHnsaunnkon

A/07.5YpoBeHb (NOAYypOBEHL) KBaNM@rKaumm

5

MpoucxoxxaeHne TpyaoBoN yHKLMMOPUrMHaNnX3anMCTBOBaHO U3 OpuUrnHana

Kopn opurvHana
PerncTpaunoHHbIA HoMep NpoeccMoHaLHOro cCTaH4apTa

Tpynosble aenctensaCoop MHpopMaLMmM NS OPMUPOBAHUS OTHETOB MO pe3ysibTaTaM LMGpPOoBON
TpaHChopMaL My AOKYMEHTUPOBAHHBIX Chep AeATENbHOCTM OpraHn3aLmnm

ObpaboTka cobpaHHOW NMHGOPMaLMK MO pe3ynbTaTaM LUGPOBON TPaHCHOPMaLUN OKYMEHTUPOBAHHbIX
chep AeaTeNbHOCTW opraHu3aunn
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3anosIHeHNE OTHYETHLIX (hOPM MO pe3ysibTaTaM LUGPOBOA TpaHCHOPMaL MM JOKYMEHTMPOBAHHbIX cdhep
LeATesIbHOCTM OpraHu3aumnm

ABTOMATNYECKOE NN aBTOMATU3MPOBAHHOE (hOPMUPOBAHUE OTHETOB MO pe3ysibTaTaM LUGpPOBOW
TpaHcdopMaLMKN OKYMEHTUPOBAHHbIX Chep AEATENbHOCTU OpraHn3aLum

KOHTPOJ/Ib KOPPEKTHOCTU AaHHbIX B CPOPMUPOBAHHBIX 0THETaX MO pe3ysbTaTaM LndpPoBoON
TpaHchopMaL MM [OKYMEHTUPOBAHHLIX Chep AeATeNbHOCTY OpraHn3aLmm

Heobxonmmble ymeHUAMCNonb30BaTb NPOrpaMMHbIe NMPUA0XKEHNS U MHADOPMALOHHO-
TeNeKOMMYHUKaLUUOHHYI0 ceTb "VHTepHeT" ons BbinonHeHNs paboymx 3agay Lndgposon TpaHcdopMaLmm
LOKYMEHTUPOBaHHbLIX Chep AeATeIbHOCTU OpraHn3aunm

PaboTaTb C 60NbLINM MAaCCMBOM CTPYKTYPVPOBAHHbIX AaHHbIX JOKYMEHTUPOBAHHbLIX CHep AeATENbHOCTH
opraHusauum

MpoBOANTL MOHUTOPWHI CTPYKTYPUPOBAHHBIX [aHHbIX JOKYMEHTUPOBAHHbIX Chep AeATeNbHOCTU
opraHm3auum

Heobxopgumble 3HaHMACNeUMann3npoBaHHOE NPOrpamMMHoe obecneyeHne
BHYyTpeHHMe cTaHOapTbl U METOANYECKUE LOKYMEHTLI MO 3aM0/IHEHNI0 OTYETHOCTHU
MeTonbl NpeacTaBneHns nHhopMaLum

TpeboBaHumsa no 0bpaboTke obpalleHNin 3a TEXHNYECKOWN NOALEPIKKONA

MprHUKMNbI, MeToAbl HOPMUPOBAHNSA OTYETHOCTU

OCHOBbI CTAaTUCTUKN

OpraHusalUmnoHHas CTPYKTYypa U uiranbl opraHn3auum

[pyrvne xapakTepucTukun-

3.2. 0606LeHHas TpyaoBas hyHKUUS

HanmeHoBaHneOpraHmn3aLMoHHOE CONPOBOXKAEHNE LM POBOM TpaHCHOopMaLMM LOKYMEHTMPOBaHHBIX chep
AeATeNbHOCTY opraHunsauunKon

BYpoBeHb KBannukaLmm

6

MpoucxoxxaeHme 0606LweHHON TPyA0BON DYHKLUMMOPUrMHanX3aumMcTBOBaHO N3 OpUruHana

Kopn opurvHana
PerncrtpauunoHHbI HoMep NpodeccMoHasbHOro CTaHaapTa

Bo3MOXXHble HaMeHOBAHUS AO/HKHOCTEN, NpotecCcnitPykoBoanTeb 0TAeNa no paboTe ¢ AaHHbIMU
LOKYMEHTUPOBAHHbIX Chep AesTEeNbHOCTY OpraHn3aumnm

PykoBoguTesb rpynmbl (0TAENa) BHEAPEHNS MHGOPMALMOHHbBIX CUCTEM [OKYMEHTMPOBAHHbIX Cdep
[EeATeNbHOCTN OpraHu3aLmm

PykoBoauTesb rpynnbl (OTAEa) CONPOBOXAEHUS MHPOPMALMOHHBIX CUCTEM [OKYMEHTUPOBAHHbIX Chep
[EeATeNIbHOCTN OpraHu3aLmn

TpeboBaHma kK obpa3zoBaHmio U 0byyeHntoBbICLee obpa3oBaHue - bakanaspunaT

nnm

Bbicluee obpa3oBaHue (HenpodnabHOe) - bakanaBpuaT U AONONHUTENIbLHOE NPOodecCUoHaNbHoe
obpa3oBaHmWe - NPOrpaMMbl NPOYPECCMOHaABLHON NEPENOArOTOBKI MO NPOGUI0 AEATENBHOCTY
nnn
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CpegfHee npogeccmoHanbHoe obpa3oBaHue - MporpaMMbl MOAFOTOBKM CMELMaNMCTOB CPeHEro 3BeHa
nnm

CpepnHee npodeccnoHansHoe obpa3zoBaHne (HeMpoguabHOE) - MPOrpaMMbl MOLFOTOBKM CNEeLnaancToB
CpefHEero 3BeHa 1 AOMOSHMUTENbHOE NpodeccuoHanbHoe 0bpa3oBaHMe - NporpaMMel NPoeCCMoHaNbHON
nepenoaroToBKW Mo NpoMuo 4eaTeNbHOCTH

TpeboBaHMs K OMbITY NpakTU4eckon paboTbiHe MeHee ogHOro roga B 061acTy TEXHONOMNYECKOro
COMPOBOXAEHUSA LMPPOBON TpaHCHOPMaL MM AOKYMEHTUPOBAHHLIX Chep AesATenbHOCTU OpraHnu3aLmm npu
Haan4um Bbicllero obpa3oBaHuns

He meHee Tpex neT B 061aCTV TEXHOJIOTMYECKOr0 CONMPOBOXAEHNS LG POBOA TpaHChopMaLnm
LOKYMEHTUPOBAHHbLIX Chep AeATeIbHOCTU OpraHn3aLny npu Haandnum cpefHero npodeccnoHasbHoro
obpa3oBaHuWs - NporpaMm NOArOTOBKU CMEeLMannMcToB CpeHero 3BeHa

Ocobbie ycnosusa gonycka k pabotellpoxoxaeHune obyyeHns mepam MHGOPMaLMoHHoM 6e30macHoCTY 1
YCJI0OBUSAM KOH(DUAEHLNANBHOCTU AEATEIbHOCTM N0 COOTBETCTBYIOLLEN MpOrpaMMe, MPoxXoXKaeHune
NepBMYHOIr0 UHCTPYKTaxa No MHGOPMaLMOHHON 6e30MacHOCTY 1 YCNOBUAM KOHPUAEHLMANBHOCTHY
LesATeNbHOCTH

MpoxoxxaeHne oby4eHns Mepam noxkapHomn 6e3onacHoOCTU

MpoxoxaeHne oby4eHns 1 NpoBepky 3HaHWIN TpeboBaHUM oOxXpaHbl Tpyaa

Opyrue xapakTepucTUKUIoBbILLEHNE KBaAU(MKALMM HO NPOrpaMmamM yrpaseHns 4OKYMeHTaMu,
CepBUCHOro Noaxoaa K yrnpasJieHNI0 MHHOPMaLNOHHBIMU TEXHOJIOTUAMMN LLOKYMEHTUPOBAHHLIX chep
LEeATENbHOCTW, MeTOAMKaM 00CyXMBaHUS NO/b30BaTeNeN JOKYMEHTUPOBAHHbIX Chep AeATenbHOCTH

[lonosHnTEeNbHbIE XapaKTepUCTUKN

HanmeHoOBaHMe JOKYMeHTa

Kogn

HanmeHoBaHme 6a30BoM rpynnbl, 4O/HKHOCTKU (Mpodeccnn) unm cneunanbHoOCTH

OK31219Ynpasnaowme GrHaHCOBO-SKOHOMUYECKON N aAMUHUCTPATUBHON AEATENIbHOCTLIO, HE BXoAdALWMe
B Apyrue rpynneoi

EKC-HavanbHuk oTaena (6topo, rpynnsl) (B MPOMBbILLIEHHOCTN)

OKNATP24695HavanbHmK oTaena ((PUHaHCOBO-3KOHOMNYECKOr0 N aAMUHNCTPATUBHOIO)
OKC02.09.03.01MHopMaTUKa 1 BbIMUCAUTE/IbHASA TEXHUKA

2.09.03.02NHopMaLIMOHHbBIE CUCTEMBI U TEXHOJIOM U
7.46.03.02[lokymMeHTOBEilEHNE N apXNBOBEAEHNE
2.09.02.01KomMnbloTEepHblEe CUCTEMBI Y KOMMJIEKChI
2.09.02.02KoMnbloTepHbIe ceTn

7.46.02.010okyMeHTaumnoHHoe obecneyeHne ynpaBJeHNs 1 apXuBoBegeHne

3.2.1. TpynoBasa pyHKUUSA

HanmeHoBaHnePa3paboTka METOAMKM OpraHn3aLny CTPYKTYPUPOBAHHLIX AaHHbLIX U MeTaAaHHbIX
LOKYMEHTUPOBAHHbIX cpep peaTensHocTuKon

B/01.6YpoBeHb (MoaypoBeHb) KBanUpuKauum

6

MponcxoxxaeHue TpyaoBon PyHKUMMOpUrnHanX3anmMcTBOBaHO U3 OpUrMHana

Kop opuruHana
PerncTpauunoHHbIn HoMep NpodecCcnoHa LHOro CTaH4apTa

TpynoBble AeNCTBUAYCTaHOBIEHME NOCEN0BAaTENLHOCTU U COfepXXaHus paboymx onepaunin B mpoLeccax
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OpraHM3auUnmn CTPYKTYPUPOBAHHbBIX AaHHbLIX U METaJaHHbIX AOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTH

OnpepeneHne QYHKUUIA YHaCTHUKOB NPOLLECCOB OpraHM3aL iy CTPYKTYPUPOBAHHBIX AaHHbIX U MeTadaHHbIX
LOKYMEHTUPOBAHHLIX Chep AeATeNbHOCTM

Pa3paboTka fI0KaJibHbIX HOPMaTUBHbLIX @aKTOB U METOANYECKNX LOKYMEHTOB MO OpraHn3aLmm
CTPYKTYPUPOBAHHbLIX AaHHbIX U MeTafaHHbIX JOKYMEHTMPOBAHHbLIX Chep AeATENbHOCTYH

[loBefieHve 10 UCMOSIHUTENEN YTBEPXKAEHHbIX JIOKa/IbHbIX HOPMATUBHbIX aKTOB 11 METOANYECKMX
NOKYMEHTOB MO OpPraHM3aLnmn CTPYKTYPUPOBAHHbIX AaHHbIX U METadaHHbIX

KOHTpOJ’Ib cobnoneHmns Tpe6OBaHI/IVI JTOKaJIbHbIX HOPMATUBHbLIX aKTOB 1 METOOANYECKUX OOKYMEHTOB MO
opraHm3saunn CTPYKTYPUPOBAHHbLIX AaHHbIX N METaAaHHbIX OOKYMEHTUPOBAHHbLIX ccpep neATeNIbHOCTHN

AKTyanm3aumns 10KaJbHbIX HOPMATUBHbBIX aKTOB U METOANYECKUX AOKYMEHTOB MO OpraHu3aunm
CTPYKTYPUPOBAHHbLIX AaHHbIX U MeTafaHHbIX JOKYMEHTMPOBAHHbLIX Chep AeATENbHOCTH

Heobxogunmebie yMeHualcnonb3oBaTh CneumannsnpoBaHHOe NporpamMmMmHoe obecneyeHne ons ynpaBneHuns
OOKYMeHTaMWn opraHn3auunmn

MPOBOANTL MOHUTOPWHI 30H OTBETCTBEHHOCTU, 3aMHTEPECOBAHHbIX CTOPOH MPOLIECCOB, PECYPCOB U
rokasaTesiell NPOLLeCCoB YNPaB/eHNs JOKYMEHTAMM OpraHn3aLmm

MpoBoanTb HabNoaeHUS, MHTEPBbLIO K aHKETNPOBaHME PaboTHNKOB opraHu3auuy ons cbopa Heobxoammoi
nHgopMauun 0 paboymx onepaumax NPOLLECCOB OPraHN3auun CTPYKTYPUPOBAHHbIX AaHHbBIX N MeTafaHHbIX
LOKYMEHTUPOBAHHbIX Chep AeaTeNbHOCTM

06061WaTh cobpaHHyto MHGOPMaLMO 0 paboynx onepaLnsx NPOLLECCOB OPraHn3aLUn CTPYKTYPUPOBaHHbIX
NAHHbIX U MeTaJaHHbIX JOKYMEHTMPOBAHHbLIX Chep NesATeNbHOCTH

Heobxoaunmble 3HaHWA3aKOHOLaTe/IbHbIE M HOPMaTMBHbIE NPaBOBbIe akTbl Poccuiickon GepepaLmmn B
o61acTn nHopmMaLmm, NHHOPMALMOHHBIX TEXHOAOMUIA 1 3aLLMTbl MHOPMaLUK, NePCOHANbHbBIX AaHHBbIX,
umncpoBor TpaHchopmaLum

3akoHoLaTesIbHble U HOPMATUBHbLIE MPaBOBbIE aKThbl Poccuinckon <Den,epau,|/|m B C(pepe yrnpaBneHunsa
OOKYMeHTaMu

3aKoHoAaTenNbHble 1 HOPMATUBHbIE MPaBOBbIe akTbl Poccuinckon ®epepauny B cepe 3allmThl NpaB
notpebutenen

MeTonbl cbopa nHpopmaLun

TpeboBaHua K pa3paboTke pernaMeHToOB, METOAVK, MPOLLECCOB

OCHOBbI CTATUCTUKN

WHpopmaLus o npofyKTax 1 ycsyrax opraHusaumm

TpeboBaHMA HaLMOHaNbHBLIX N MEXAYHAPOAHbIX CTaHAAPTOB B Chepe ynpaBSieHNS AOKYMEHTaMU
[pyrve xapakTepucTuku-

3.2.2. TpynoBas (hyHKLNA

HanmeHoBaHMeCTPpYKTYpUPOBaHME AaHHbIX 1 METafaHHbIX LOKYMEHTUPOBAHHbLIX Chep AesTeNbHOCTHY
opraHusauunmkon

B/02.6YpoBeHb (MoaypoBeHb) KBanUpuKaumum

6

MpoucxoxaeHve TpyAoBon yHKUMMOPUrnHanX3anMcTBOBaHO M3 opUruHana
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Kopn opuruHana
PerncTpaunoHHbIA HoMep NpoeccMoHaLHOro cCTaH4apTa

Tpynosble aenctensOnpeneneHne NCXOAHOr0 YPOBHS OpraHn3aunm CTPYKTYPUPOBAHHbIX AaHHbIX 1
MeTalaHHbIX 4OKYMEHTMPOBAHHbIX Chep AeATENbHOCTY OpraHn3aumm

OnpepeneHune BMAOB, CNoCo6OB NPeCTaBAEHNS CTPYKTYPUPOBAHHBIX JaHHbIX U MeTafaHHbIX, METOA0B WX
CTPYKTYPUPOBaHUS

MpuBeneHne CTPYKTYPUPOBAHHBIX AaHHbIX U MeTafaHHbIX OKYMEHTUPOBAHHBIX Chep AeATeNbHOCTU K
hopmasibHOMY BuaY

Pa3paboTka MeTamomenn (apxXUTeKTypbl) CTPYKTYPUPOBAHHBIX AaHHbIX N MEeTaAaHHbIX
LOKYMEHTUPOBAHHbIX Chep AEATENbHOCTM OpraHnm3aumm

Pa3paboTka KnaccnguKaTopoB U CMPaBOYHNKOB CTPYKTYPUPOBAHHbLIX AaHHbIX N MeTa4aHHbIX
LOKYMEHTUPOBAHHLIX Chep AeaTeNIbHOCTY OpraHmn3aLmnm

Pa3paboTka aTpnbyTVMBHOIr0 COCTaBa CTPYKTYPUPOBAHHbIX AaHHbIX N METaAaHHbIX JOKYMEHTNPOBAHHbIX
cthep 0esTeNbHOCTY OpraHn3aLum

Pa3paboTka MoLenun CBA3el CTPYKTYPUPOBaAHHbIX AaHHbIX N MeTaAaHHbIX JOKYMEHTMPOBaHHbIX cdhep
AesTENbHOCTU OpraH13aLmum

Heobxoaunmele ymeHusPaboTtaTb ¢ 60nblIMMM 06beMamMy MHGOPMaLIAN

BbISIBNSTL L& CTPYKTYPUPOBAHUS AaHHbIX U METaZaHHbIX JOKYMEHTMPOBAHHbIX Chep AesTeNIbHOCTY
opraHusauum

Monb30BaTbCs NPUKAALHLIM NPorpaMMHbIM obecnevyeHnem ans 06paboTkm Gonblunx 06 bEMOB AaHHbIX
MpoBoAnTbL NOUCK MHPOPMALIUIO B MHHOPMALIMOHHO-TENIEKOMMYHUKALMOHHON ceTn "HTepHeT"

HeobxoaunMmble 3HaHWA3aKoHOLaTe/IbHblE U HOPMaTMBHbIE NPaBOBbIe akTbl Poccuiickon GepepaLmm B
o61acTn nHopmMaLmm, MHHOPMALMOHHBIX TEXHOAOMUIA 1 3aLLMTbl MHOPMaLUK, NePCOHANbHbIX AaHHBbIX,
umncpoBor TpaHchopMaLum

CneumannsnpoBaHHoe nporpaMmmHoe obecneyeHne ana obpaboTkm 6onbnx 06BHEMOB faHHbIX
Cnocobbl CTPYKTYPUPOBAHUS AaHHbBIX AOKYMEHTUPOBaHHbIX chep [eaTenbHOCTM OpraHn3aumm
MPUHLMNBLI CTPYKTYPUPOBAHUSA OAaHHbIX LOKYMEHTUPOBAHHbLIX Chep AeATeNbHOCTU OpraHu3aumnm

Cnocobbl U MHCTPYMEHTbI BU3yann3aunm pesynbTaToB CTPYKTYPUPOBAHUA faHHbIX AOKYMEHTUPOBAHHbIX
cep fedTeNbHOCTM OpraHm3aumnm

JloKanbHble HOPMATMBHbIE aKTbl OpraHu3auuy B 061acTu CTPYKTYPUPOBAHNS [aHHbIX U MeTaAaHHbIX
LOKYMEHTUPOBAHHLIX Chep AeATeNbHOCTM

NHdopMaLma o NnpoayKTax v ycayrax opraHusaumm

OcCHOBHble TpeboBaHMs HaLMOHAbHbIX 1 MEXAYHAPOAHbIX CTaHAAPTOB B chepe ynpaBieHns JOKyMeHTaMm
1 aBTOMATN3aLIMM NPOLIECCOB JIOKYMEHTUPOBAHHbIX Chep AeSTeNIbHOCTY OpraHu3aLuii

[pyrve xapakTepucTuku-

3.2.3. TpynoBasa pyHKUNSA
HanmeHoBaHnePa3paboTka opraHM3aunoHHbIX MeponpusaTuin no obecnevyeHnio NPaBoNPEEMCTBEHHOCTH
CTPYKTYPUPOBaAHHbIX AAaHHbIX Y METafaHHbIX LOKYMEHTMPOBAHHLIX cdhep aesTensHocTnKog
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B/03.6YpoBeHb (MoAypOBEHb) KBaIMPMKaL MM
6

MpoucxoxaeHve TpyAoBon GyHKUMNOPUrnHanX3anMcTBOBaHO M3 OpUruHana

Kopn opuruHana
PerncTpaunoHHbI HoMep NpoeccMoHabHOro cTaH4apTa

Tpynosble aencTersPa3paboTka NepeyHs CTPYKTYPUPOBAHHbBIX AaHHbIX U MeTafaHHbIX
LOKYMEHTUPOBAHHbIX Chep AeATeNbHOCTH, 06ecneynBaoLLErO NPaBONPEEMCTBEHHOCTb AeATEIbHOCTY

Pa3paboTka nepeyHen 4OKYMEHTUPOBAHHBIX Chep AeATeNIbHOCTM OpraHM3aLnm 1 ee NpeallecTBEHHNKOB

KOHTPOJIb BbIMOJIHEHUSA OPraHU3aLLMOHHbIX MepOI'IpI/IﬂTVIIZ Nno nNpaBonpeeMCcTBeHHOCTUN CTPYKTYPUPOBAHHbBIX
JaHHbIX 1 MeTadaHHbIX OKYMEHTUPOBAHHbIX Chep AesTeNbHOCTN OpraHu3aumnm

Pa3paboTka opraHn3aLMOHHO-PACNOPSANTENbHBLIX 4OKYMEHTOB MO NPaBONPEeMCTBEHHOCTH
CTPYKTYPUPOBAHHbIX AaHHbIX U METaJaHHbIX JOKYMEHTMPOBAHHbLIX Chep AesTeNbHOCTH

WHhopMrpoBaHUue 1 KOHCYIbTUPOBAHME OTBETCTBEHHbIX 3@ MPOBELEHNE MeponpuaTuin No obecneyeHmno
MPaBOMPeeMCTBEHHOCTM CTPYKTYPUPOBAHHBIX AAHHbIX N METaAaHHbIX OKYMEHTUPOBaAHHBIX Chep
LEeATENbHOCTW OpraHn3aLmm

MpoBeaeHne BHYTPEHHErO0 KOHTPOJIS COOTBETCTBIUSA MPOLIECCOB OPraHN3aLMOHHbIX MEPOMNPUSATIIA MO
obecneyeHnto NPaBoNpPeeMCcTBEHHOCTY CTPYKTYPUPOBAHHbIX AaHHbIX U MEeTadaHHbIX JJOKYMEHTUPOBAHHbIX
cthep AesTeNbHOCTY OpraHu3aLnm

HeobxoavMble ymeHusiPazpabaTbiBaTb KOHLEMNLMIO U MJlaHbl MEPOMPUSATUIA MO obecneyeHunio
NPaBoONpPeeMCTBEHHOCTY CTPYKTYPUPOBAHHbIX AaHHbIX U MeTaaHHbIX JJOKYMEHTUPOBAHHbIX cdhep
0eATeNbHOCTN OpraHn3aLmn

CobupaTb, M3y4aTb M aHaM3MPOBaTb TPEOOBAHNS K MPABONPEEMCTBEHHOCTMN CTPYKTYPUPOBAHHbIX AaHHbIX
1 MeTaflaHHbIX OKYMEHTUPOBAHHbIX Chep AeATeNIbHOCTY OpraHn3aLnm

HeobxoaunMmble 3HaHWA3aKoHOLaTe/IbHblE U HOPMaTMBHbIE NPaBOBbIe akTbl Poccuiickon GepepaLmm B
o61acTn nHopmMaLmm, MHHOPMALMOHHBIX TEXHOAOMUIA 1 3aLLMTbl MHOPMaLUK, NePCOHANbHbIX AaHHBbIX,
umncpoBor TpaHchopMaLum

3aKoHoaTesibHble 1 HOPMaTWBHbIE NPaBOBble akTbl Poccninckon depepaunn B chepe yrnpasneHns
JOKYMeHTaMu

JloKasnbHble HOPMATUBHbIE aKThl, METOAUYECKME MATEPWAbI MO BONPOCaM NPaBonpeeMCcTBEHHOCTH
CTPYKTYPUPOBAHHBIX AAaHHbIX N METaAaHHbIX JJOKYMEHTUPOBaHHbIX C(hep AEATENIbHOCTM OpraHmn3aLun

MeToabl cbopa 1 06paboTKM MHGOPMALIAM C MPUMEHEHNEM COBPEMEHHBIX TEXHUYECKNX CPELCTB CBSA3N 1
KOMMbIOTEPHbIX TEXHOJIOT Ui

JIoKasibHble HOPMATMBHbIE aKTbl OPraHM3aLmMn B 061acTh orpaHNYeHHOro A0CTYNa K CTPYKTYPUPOBAHHbIM
AaHHbIM 1 MeTaZaHHbIM AOKYMEHTUPOBAHHbLIX Chep AesTeNbHOCTU OpraHu3aLum

Opyrue xapakTepucTukm-

3.2.4. TpypnoBas (hyHKLNA

HanmeHoBaHneOnpeaeneHne TpeboBaHUN K MHPOPMALIMOHHBIM CUCTEMAM AOKYMEHTUPOBAHHbIX Cdhep
LeATEeNbHOCTY MO COXPAHHOCTU M 3alLMTe L1GPOBOro KOHTEHTa opraHusaumunkos

B/04.6YpoBeHb (MoAypOBEHb) KBaIM(PrKaL MM

6
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MponcxoxxaeHue TpyaoBon PyHKUMMOpUrnHanX3anmMcTBOBaHO U3 OpUrMHana

Ko opurunHana
PernctpaunoHHbIn HoMep NpoeccMoHanbHOro CTaHaapTa

TpynoBble AeNCTBMSMOHUTOPUHT COBMIOAEHNS KOHDUAEHLNANBHOCTY CTPYKTYPUPOBAHHBIX AAHHBIX 1
MeTaAaHHbIX OKYMEHTMPOBaHHbIX Chep AeATEeNbHOCTU OpraHn3aLuy B UHHOPMaLIMOHHBIX CUCTEMAX

MOHWUTOPUHT Yyrpo3 1 ysS3BMMOCTEN MHOPMALIMOHHBLIX CUCTEM AOKYMEHTUPOBAHHbLIX Chep LeAaTeNbHOCTH
opraHusauuy 1 Beibop cnocoboB Ux HeMTpann3aLmm

Pa3paboTka NpeasioXKeHnii Mo COBEPLIEHCTBOBaHNIO obecneyeHns COXPaHHOCTY AOKYMEHTUPOBAHHbIX Chep
NEeATeNbHOCTM U 3alUTe UUGPOBOro KOHTEHTA OpraHn3aLmm

Heobxoavmble yMeHUSAPOBOANTL MOHUTOPUHT NCXOMHbIX AaHHbLIX OKYMEHTUPOBAHHbLIX Chep
AeATeNbHOCTM 1 BusHec-npoueccoB paboTbl Nosib3oBaTesen MHPOPMALMOHHBIX CUCTEM

KnaccugumumpoBaTb CTPYKTYPUPOBAHHbIE AaHHbIE N MeTafaHHbIE JOKYMEHTMPOBaHHbIX Cdhep
AesTENbHOCTU OPraHU3aLMy no BUAAM U CTEMNeHAM KOH(PUAEHUNANbHOCTY

OnpeaensiTb PUCKU Yrpo3 1 YSI3BUMOCTEN MHEOPMALIMOHHBIX CUCTEM [OKYMEHTUPOBAHHBIX Chep
LEeATENbHOCTM OpraHn3aLmm 1 cnocobbl Nx HedTpanm3aLum

ObecneynBaTb cobntomeHne aTanHocTu cbopa TpeboBaHWIA MO COXPAHHOCTU NOKYMEHTMPOBAHHLIX chep
neAaTesIbHOCTU 1 3alnTe LI,I/I(*)pOBOFO KOHTEHTa opraHun3auunn

Heobxogumble 3HaHMA3aKoHO4ATENbHbIE U HOPMATMBHLIE MPaBOBble akThl Poccuinckon ®epepaumm B
obnactn nHhopMaLmm, MHPOPMALMOHHBIX TEXHONOTMNIA 1 3aLUNTLI MHPOPMALIUK, NEPCOHANbHbBIX AaHHBbIX,
LM poBon TpaHchopMaLnm

3akoHofaTesIbHble U HOPMAaTVBHbIE NPaBOBbLIe akThbl Poccuiickon Pepnepaunm B chepe yrnpasieHus
LOKYMeHTaMu

TexHn4eckue n nporpamMMHsble pelleHns obecneyeHuns COXPaHHOCTW 1 3alNTHI LI,I/ICppOBOFO KOHTEHTa

KoprnopaTuBHble CTaH4apThl Y NpaBuia NOCTPOEHUA NHOPMALMOHHbLIX CUCTEM OOKYMEHTUPOBAHHLIX Cchep
neAaTeNbHOCTUN B OpraHmn3aumnn

MepeyeHb TpeboBaHMI K KOPMOPATUBHBLIM CUCTEMAM XPaHEHNS CTPYKTYPUPOBAHHBIX AaHHbIX
LOKYMEHTUPOBAHHLIX Chep AeATeNbHOCTM

VNHCTpYMEHTbI U METOAMKM BbiSBJIEHNA U cbopa TpeboBaHMi

TexHONOrnm MeXNYHOCTHON N FPYNNOBOM KOMMYHMUKAaL MKW, OCHOBbI KOH(IMKTONOM K
OCHOBbI MH(hOPMaLIMOHHOWM Be30macHOCTK

OcHoBbI ynpaBaeHns TpeboBaHNAMM

[pyrvne xapakTepucTuku-

3.2.5. Tpynosasa pyHKUMSA

HanmeHoBaHnePa3paboTka MeponpumaTuin no obecnevyeHunto yCTon4YnBoro 4ocTyna K MHGMOPMaLMOHHbIM
CMCTEMaM OOKYMEHTMPOBAHHLIX Chep AesTeNbHOCTY opraHm3auunkos

B/05.6YpoBeHb (Mo4YypOBEHb) KBaIMPUKaL MM

6

MponcxoxxaeHue TpyaoBon PyHKUMMOpUrnHanX3anmMcTBOBaHO U3 OpUrMHana
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Kopn opuruHana
PerncTpaunoHHbIA HoMep NpoeccMoHaLHOro cCTaH4apTa

Tpynosble gencteusOnpeneneHve TpeboBaHNn K LOCTYNHOCTU MHGOPMALMOHHLIX CUCTEM
LNOKYMEHTUPOBAHHbLIX Chep AesTENbHOCT OpraHn3auuy Ha NpeaMeT yYeTa U XpaHeHus
CTPYKTYPVPOBAHHbIX AaHHbIX

KOHTPO/b 3@ HEMPEePbLIBHOCTbLIO LOCTYMHOCTU MH(OPMALIMOHHBIX CUCTEM LOKYMEHTMPOBAHHbIX Chep
LEeSTENbHOCTU OpraH13aLmum

Pa3paboTka KoMnnekca MeponpusaTuin no obecnevyeHmio HenpepbIBHOCTY NPeLoCTaBeHNs A0CTYNa
paboTHMKAM OpraHu3auun K CTPYKTYPUPOBAHHBIM JaHHbIM AOKYMEHTUPOBAHHbLIX Chep AesTeNbHOCTH

Heobxogumble ymeHnsOnpenenste cneunudunky NHMOPMaLMOHHbIX CUCTEM AOKYMEHTUPOBAHHbLIX Cdhep
LeATesIbHOCTM OpraHu3aumnm

®opmMmpoBaTh 060CHOBaHWS 415 MEPOMNPUATIIA Mo obecnevyeHnto yCTONYMBOro 0CTyna K
MHOPMALMOHHBIM CUCTEMAM AOKYMEHTUPOBAHHbIX Chep AesTENbHOCTI OpraHn3aLum

OcyLLl.eCTBJ'IﬂTb 0enoByto KOMMYHUKaLU WO

Heobxoaunmble 3HaHWA3aKOHOLaTe/IbHbIE M HOPMaTMBHbIE NPaBOBbIe akTbl Poccuiickon GefepaLmm B
o61acTn nHopmMaLmm, NHHOPMALMOHHBIX TEXHOAOMUIA 1 3aLMTbl MHOPMaLUK, NePCOHANbHbBIX AaHHBbIX,
umncpoBor TpaHchopMaLum

3akoHoLaTesIbHble U HOPMATUBHbLIE MPaBOBbIE aKThbl Poccuinckon <Den,epau,|/|m B C(pepe yrnpaBneHunsa
OOKYMeHTaMu

OpraHn3aLMoHHas CTPYKTypa OpraHn3aLmmn 1 ee huananos

MeTonbl obecneyeHns OTKa30yCTOI7I‘-II/IBOCTI/I NHPOPMALIMOHHBLIX CUCTEM LOKYMEHTUPOBAHHLIX Cdhep
neAaTeNbHOCTU OpraHn3aunmn

MeToabl N1aHWPOBAHNS U OpraHu3auny NnposeaeHus paboT no obecneyeHnto yCTOMYMBOro 4OCTYMNa K
NH(OPMALMOHHBIM CUCTEMaM AOKYMEHTUPOBAHHbIX Chep AeATeNbHOCTH

MepeyeHb peKOMEHIyeMbIX MEPONPUATIIA N0 06eCNeYeHNto YCTONYMBOrO A0CTYMNa K CTPYKTYPUPOBAHHLIM
NAHHbIM 10KYMEHTUPOBAHHbIX CPep AesTeNbHOCTU OpraHn3aLmnm

TexHONornm MeXANYHOCTHOM N FPYNNOBOM KOMMYHUKAL MKW, OCHOBLI KOHIMKTON0M N
[pyrune xapakTepucTukun-

3.2.6. Tpynosasa pyHKUMSA

HanmeHoBaHWEAOMUHNCTPUPOBAHME LIUPPOBOro KOHTEHTA LOKYMEHTUPOBAHHLIX Chep AeATEbHOCTY
opraHusauuu

Koga

B/06.6YpoBeHb (MoaypoBeHb) KBanUpuKaumum

6

MpoucxoxaeHve TpyAoBon GyHKUMMOPUrnHanX3anMcTBOBaHO M3 opUruHana

KoL opurunHana
PerncTpauunoHHbIi HoMep NpodeccMoHasbHOro CTaHaapTa

Tpyoosble ﬂeﬂCTBMHKOHTDOHb BbINOJIHEHUSA NpoLenyp NAeHTUNKaLnK, N3BeYeHUs, CTPYKTYPUPOBAHUA U
MCNoJib30BaHNA AaHHbIX N METaaHHbIX JOKYMEHTUPOBAHHbIX ccpep neAaTesibHOCTHU
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MOHWUTOPUHI Ka4yeCTBa XPaHALWMNXCA CTPYKTYPUPOBAHHBIX AaHHbIX Y MeTafaHHbIX JOKYMEHTUPOBAHHbIX
chep oeAaTeNbHOCTH

Pa3rpaHnyeHne AOCTyNa K KOHTEHTY [OKYMEHTVPOBAHHbIX CDEP AeATENbHOCTU MO PYHKLIMOHANILHOMY
U/MAn TePPUTOPMANbHOMY MPU3HAKaM OpraHn3aLMOHHOM CTPYKTYPbl OpraH13aumm

KOHTPOJIb KOPPEKTHOCTM Ha3HaYeHUs NpaB AOCTYyMa Nojib30BaTeNien K KOHTEHTY AO0KYMEHTUPOBAHHbIX
chep LeAaTeNnbHOCTH

KOHTPOJb BbIMOJHEHUS PEFYAATUBHBIX HOPM KOH(UAEHLMANbHOCTA CTPYKTYPVUPOBAHHbIX AaHHbIX U
MeTallaHHbIX [I0KYMEHTVNPOBAHHLIX CDEP AesATebHOCTH

HeobxonvMble ymMeHus0b30BaTbCs TEXHONOMMAMI, 060pYyLOBaHNEM U MHCTPYMeHTaMmn 0b6paboTku 1
nepenayun CTPYKTYPUPOBAHHBIX AaHHbIX JOKYMEHTUPOBAHHbIX Chep AeATeSIbHOCTY

MpoBOANTE MOHUTOPUHT LU(POBOro KOHTEHTA 1 BBOAUTL MHGOPMaLMIO B MUHPOPMALIMOHHbLIE CUCTEMBI 1
6a3bl AaHHbIX JOKYMEHTUPOBAHHbLIX Chep AeATenbHOCTH

MoNb30BaTbCA CTAaHAAPTHLIM O(MCHBLIM MPOrPaMMHbIM 0becneyeHnem

Wcnonb3oBaTbh CTaHAAPTHI NO OPraHU3aLUnn CTPYKTYPUPOBAHHbLIX AaHHbLIX U MeTafaHHbIX
LOKYMEHTUPOBAHHLIX Chep AesTeNIbHOCTY OpraHmn3aLmnm

OcCyLecTBAATb AE0BY0 KOMMYHMKALIMIO C M0JIb30BaTENAMU LOKYMEHTNPOBAHHbIX Chep AeaTebHOCTM
opraHusauum

Heobxogumble 3HaHMA3aKoHO4ATENbHbIE U HOPMATMBHLIE MPaBOBble akThl Poccuinckon ®epepaumm B
obnactn nHhopMaLmm, MHPOPMALMOHHBIX TEXHONOTMNIA 1 3aLUNTLI MHPOPMALIUK, NEPCOHANbHbBIX AaHHBbIX,
LM poBon TpaHchopMaLnm

3akoHofaTesIbHble U HOPMAaTVBHbIE NPaBOBbLIe akThbl Poccuiickon Pepnepaunm B chepe yrnpasieHus
LOKYMeHTaMu

MpaBuna n NPUHLMNLI UHGHOPMaLMOHHOIO 06MeHa B OpraHn3auum

TexHU4eckmne 1 3KCnayaTaunoHHbIE XapaKTEPUCTUKN, KOHCTPYKTUBHbIE 0COBEHHOCTU, Ha3HAYeHNe U
peXxunMbl paboTbl 060pya0BaAHUS

MpUHUMNbI, NpaBKUia N METOLbI KOHTPOIS obecnevyeHmns 3aLlnMTbl MHGOPMALMKN LOKYMEHTUPOBAHHBIX Chep
LEeATENbHOCTN OT HECAaHKLMOHNPOBAHHOI0 AOCTYMa

30Hbl OTBETCTBEHHOCTW LOJIKHOCTHBIX JIAL, MO OPraHn3aunm ycTpaHeHus cboeB KOMMOHEHTOB
NHMOPMALMOHHBIX CUCTEM AOKYMEHTUPOBAHHLIX Chep AeATENbHOCTY

MopsaoK AeiCcTBUIA Mo OpraHn3aLnm ycTpaHeHns cboeB KOMMNOHEHTOB UH(POPMALMOHHBIX CUCTEM
NOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTH

MeTofLbl M CTaHAAPTLI YNPaBAeHUS LNGPPOBLIM KOHTEHTOM [LOKYMEHTNPOBAHHbIX CHEP AEATENbHOCTH
opraHu3auum

[pyrvne xapakTepucTuku-

3.2.7. TpynoBasa pyHKUMSA

HanmeHoBaHnePa3paboTka TpeboBaHUi K 31eMeHTaM N0/b30BaTEbCKOr0 UHTepdenca NHPOPMaLIMOHHBLIX
cucTeM LOKYMEHTUPOBAHHbLIX chep AeATeIbHOCTW OpraHm3aunm

Koga

B/07.6YpoBeHb (MoaypoBeHb) KBanUpuKaumum

6
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MponcxoxxaeHue TpyaoBon PyHKUMMOpUrnHanX3anmMcTBOBaHO U3 OpUrMHana

Ko opurunHana
PernctpaunoHHbIn HoMep NpoeccMoHanbHOro CTaHaapTa

Tpyaosbie aencTensaCbop n aHann3 TpeboBaHUN K BU3yaSbHOMY NPeaCTaBAEHNI0 CTPYKTYPUPOBAHHBIX
OaHHbIX B I/IHCpOpMaLI,VIOHHbIX cncTteMax OOKYMeHTUPOBAHHbIX ccpep n0eaTeNIbHOCTHU

OnpepfeneHne cooTBETCTBUS TPeboBaHWIN K BU3yalbHOMY NPeACTaB/IEHNIO CTPYKTYPUPOBaHHbIX AaHHbIX B
MH(OPMALMOHHBIX CUCTEMAX [OKYMEHTUPOBAHHbLIX Chep AeSTENbHOCTU TPe6OBAHNSAM K JIOTMKe U
(hYHKLMOHaNbHOCTM MHAOPMALMOHHBIX CUCTEM N0 06paboTKe AaHHbIX

Pa3paboTka KOHLENLMM NOb30BaTENLCKOr0 MHTepdenca MHPOPMaLMOHHbBIX CUCTEM OOKYMEHTMPOBAHHbIX
chep 0eAaTeNlbHOCTM

Pa3paboTka cLieHapunes B3aMMOAENCTBISA NoJb30BaTeNs C CUCTEMaMU JIOKYMEHTUPOBAHHbIX Chep
NEeaTeNbHOCTY

OnuncaHmne CTPYKTYPbI, HABUrALIAMN 1 JIOFMKU paboThl 31EMEHTOB MHTEpdEeca MHDOPMALIMOHHBIX CUCTEM
NOKYMEHTUPOBAHHBIX Chep AeaTeNbHOCTY

OnpepneneHne 3/1eMeEHTOB BM3YasIbHOO MPeACTaB/IEHNS NO/b30BaTEbCKOr0 MHTEpdeiica
MHOPMALIMOHHbBIX CUCTEM [OKYMEHTUPOBAHHbLIX CHep AeATENbHOCTH

[lokyMeHTUpoBaHne TpeboBaHMIN K 3/1eMEHTaM MoJ1b30BaTEIbCKOro MHTepdenca MHGHOPMALIMOHHbLIX CUCTEM
JIOKYMEHTUPOBAHHLIX Chep AEATENbHOCTM

Heobxoavmble yMeHUSAPOBOANTL MOHUTOPUHI NOTPEOHOCTY OpraHM3aLnmn B OTAebHbIX Bu3Hec-
npoLeccax JOKYMEHTMPOBAHHbIX Chep AesTeNbHOCTH

CobupaTb 1 aHaNM3MPOBaATb MHHOPMALIMIO OT MOJb30BaTENEN NHDPOPMALIMOHHBIX CUCTEM
LOOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTH

OnpepensTb HeobXxoaMMble AeNCTBUS MO 0OCNY)KMBAHNIO MHHOPMALIMOHHbIX CUCTEMAM
LOKYMEHTUPOBAHHLIX Chep AesATeNbHOCTM B COOTBETCTBUM C 3anpocaMu paboTHNKOB

OnpenensTb NapamMmeTpbl OLEHKN AeACTBUIA MO 06CNY)KUBAHNIO MHPOPMALIMOHHBIX CUCTEM
NOKYMEHTUPOBAHHbIX Chep AeATeNIbHOCTW B COOTBETCTBUM C 3anpocaMmn paboTHINKOB

OcCylLeCcTBAATb OKYMEHTaJIbHOE 0DOPMJIEHME MOJIb30BATENbCKMX CLIEHAPUEB, CNeLUGKaLuii 1
TpeboBaHMi K pa3paboTke NHHOPMALMOHHBIX CUCTEM [OKYMEHTUPOBAHHbLIX CHEp AeATENbHOCTY

Heobxoamnmble 3HaHMA3aKOHOLaTe/IbHbIE N HOPMaTMBHbIE NMPaBOBbIE akTbl Poccuniickon ®epepaumm B
obsacTn nHopMaumm, MHHOPMALMOHHBLIX TEXHOAOMIA W 3alMThl MHGOPMALIUK, MEPCOHAJIbHBLIX AaHHbIX,
umdgpoBon TpaHchopmaLnm

3akoHoLaTesNbHbIE U HOPMaTMBHbIE MPaBOBbIE aKThbl Poccuinckon Qepepauun B chepe yrnpassieHUs
OOKYMeHTaMI

MeToAbl MPOBEAEHMS ONPOCOB 1 UCCEA0BAHMIA
MOHVMaHMWE OCHOB Ye/I0BEKO-0PUEHTUPOBAHHOIO NPOEKTMPOBAHNSA MHTEPAKTUBHBLIX CUCTEM

CneumannsnpoBaHHoe nporpaMmmHoe obecneveHne ons 0bpaboTKu MacCMBOB AaHHbLIX M CTaTUCTUYECKON
nHgopMaumnm, rpamnyeckoro npegcTaBieHna NHPoOpMaLUMmM 0 JOKYMEHTUPOBAHHbIX chepax OeATesIbHOCTH

OCHOBbI MOCTPOEHMUS MoJeneit BU3HEC-NPOLLECCOB 1 CTPYKTYP AOKYMEHTUPOBAHHbIX Chep AesTeNIbHOCTY

OCHOBbI NPOTOTUMMPOBaHNSA UHTEP(ENCOB
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OCHOBbI aBTOMaTM3aLMM NPOLLECCOB LOKYMEHTNPOBAHHbIX Chep AeATeNbHOCTH
OCHOBbI YNpaBJ/ieHNsi NMPOEKTaMu yNpaBieHnst AOKYMEHTaMu
Opyrue xapakTepucTukm-

3.2.8. TpynoBas (hyHKLNA

HanmeHoBaHne®opmMmpoBaHue hyHKLIMOHaIbHbIX TPeboBaHWUA K CMCTEMaM LiMGPOBON TpaHchopMaLum
LOKYMEHTUPOBAHHbIX Chep AeaTeNbHOCTM opraHu3aunnkog

B/08.6YpoBeHb (MoaypOBEHb) KBaIMPMKaL MM

6

MpoucxoxaeHvie TpyaoBon GyHKLMNOPUrnHanX3anMcTBOBaHO M3 OpUruHana

Kopn opuruHana
PerncTpaunoHHbI HoMep NpodeccMoHasbHOro cTaH4apTa

Tpynosble gencrensallpoBeneHne MOHUTOPMHIA HOPMATUBHBIX NPABOBbLIX akTOB B 06/1aCTW CMCTEMbI
uMdpoBon TpaHChHOPMaLIMN JOKYMEHTUPOBaHHbLIX chep AeATeNbHOCTU OpraHM3aunm

MpoBeneHne MOHUTOPUHIa 0TEYECTBEHHOMO N MUPOBOTO OMbITa MPYMEHEHNS CUCTEM LG POBON
TpaHCcHopMaLMKN LOKYMEHTUPOBAHHbIX Chep AEATENbHOCTU OpraHn3aLum

MpoBeaeHe MOHUTOPUHIA KOPMOPATUBHBIX 1 OTPAC/IEBLIX CTaHAAPTOB CUCTEM LMGPOBOIA TpaHChopMaLnK
LNOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTY OpraHn3aLmum

C6op 1 aHanu3 TpeboBaHNI K NPUMEHEHMIO CUCTEM LIN(POBOI TPAaHCHOPMALIMKN JOKYMEHTUPOBAHHLIX Cep
AEeATENbHOCTN OpraHu3aLmn

CuctemaTtumsaums TpeboBaHW K cUCTEMaM LMDPOBOI TpaHC(hOPMaLMKN LOKYMEHTUPOBAHHBIX Cep
LEeATeNbHOCTY OpraHn3aLnm, MPpoBepKa UX Ha NOJIHOTY, NOC/1e[0BaTENIbHOCTb 1 HEMPOTMBOPEYNBOCTb

JokyMeHTUpoBaHMe TpeboBaHWn K HOPMATUBHOMY, OPraHM3aLMOHHOMY, TEXHOJIOrMYecKoMy obecrneyeHnto
CUcTeM UndPOBOI TpaHCHOPMaLMKN JOKYMEHTMPOBAHHbIX Chep AEATENbHOCTM OpraHn3aLmn

HeobxonvMble ymMeHUSATPOBOANTL aHANIU3 U OLLEHKY BO3MOXKHOCTEN cncTeM 06paboTku
CTPYKTYPUPOBAHHbIX AaHHbIX U MeTaAaHHbIX LU(POBOI TPaHC(hOPMaLIMM LOKYMEHTUPOBAHHLIX cep
[EeATeNIbHOCTN OpraHu3aLmm

MpUMEHSTL METOL0OMNI0 OPraHN3aLIMOHHOr0 MPOEKTUPOBAHUS NPU aHaIN3e CUCTEM YNpPaBIEHUS
CTPYKTYPUPOBAHHBLIMI AaHHLIMU B OpraHn3aLum

MpencTaBnsTb pe3ynbTaThl aHaAM3a NPOLECCOB YNPaBieHNS CTPYKTYPUPOBAHHLIMU JaHHbIMU B
rpaguyeckom Buge

BbISIBNATb NPYOPUTETHbLIE HAaMpPaBEeHNs aBTOMATU3aLUN YNPaBIEeHUS CTPYKTYPUPOBAHHBIMY AaHHLIMU B
opraHusauum

OCyLLEeCTBAATL A€/I0Bble KOMMYHUKALIMMN C 3aMHTEPECOBaHHbIMI CTOPOHAMM U NOTPebuTensmu
NOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTI OpraHn3aLum

OnpepensiTb 3PHEKTUBHOCTL MEPONPUATUI NO aBTOMATM3aL MU YNpaBieHNs CTPYKTYPUPOBAHHbIMU
LaHHbIMU LOKYMEHTUPOBAHHbLIX Chep AesTeNbHOCTY OpraHn3aLmnm

Heobxogumble 3HaHWA3aKoHO4ATENbHbIE U HOPMATWBHbIE NPaBOBbIE aKThl Poccuiickon ®epepaumm B
0bs1acTn nHdopMaLmm, MHHOPMALMOHHBLIX TEXHONOMMIA W 3alUMThl MHGOPMaLIUK, MEPCOHAJIbHbLIX AaHHbIX,
LmnpoBor TpaHchopMaLmm
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3aKoHoaTelbHble M HOPMATMBHbIE MPaBOBbIE akTbl Poccuinckon ®egepauum B chepe ynpabieHus
LOKYMEeHTaMu

MeXLyHapoAHble 1 HauMoHabHble CTaHAapThbl B 06/1aCTU cMCTeM LMGpoBON TpaHCchopMaLumum
LOKYMEHTUPOBAHHbIX Chep AeATENbHOCTM OpraHm3aumnm

OCHOBbI TEOPUU CUCTEMHOIO aHasn3a

MeTOoAVKM OMMCaHUS U MOJIENMPOBAHNS MPOLIECCOB, CPEACTBA MOAEIMPOBAHMS NPOLECCOB
NOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTI OpraHn3aLum

MeTofLbl MCCNef0BaHNSA, aHan3a, NPOEKTUPOBAHNSA N PA3BUTUS CUCTEM LUK POBOIA TpaHChopMaLmMm
LOKYMEHTUPOBAHHLIX Chep AesTeNIbHOCTY OpraHmn3aLmnm

PbIHOK MporpamMmMHoro obecneyeHns Ois aBToOMaTU3aLUMM YNPaBAEHUS CTPYKTYPUPOBAHHLIMW AaHHbIMY
LNOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTY OpraHn3aLmnm

®OYHKLUMOHaNbHbIE 0COBEHHOCTY Pa3/IMYHbIX CUCTEM LIMPPOBON TPaHCHOPMaLIMN 1OKYMEHTUPOBAHHbLIX
cthep OesTeNbHOCTU OpraHn3aLun

MpaBuna opraHusauuy NPOLECCOB YNPaBEHNS CTPYKTYPMPOBAHHBLIMU LaHHbIMU

HopMaTNBHO-TEXHWYECKUE OOKYMEHTHI, onpefensiowmne TpeboBaHMs K NPOEKTHON 1 TEXHUYECKOW
OOKYMEHTALMN CUCTEM LIMGPOBOI TPaHCHOPMaLIMM JOKYMEHTUPOBAHHbIX CHep AeaTeNbHOCTH
opraHusauum

YCTPONCTBO U (hYHKLMOHMPOBaHUE MHOPMALIMOHHBLIX PECYPCOB AOKYMEHTUPOBAHHbIX Chep AeATeNbHOCTH
[pyrue xapakTepucTuku-

3.2.9. TpynoBasa pyHKUMSA

HanmeHoBaHneMeToamn4yeckoe pyKoBOACTBO NPOLLECCOM LMDPOBOM TpaHCHOopMaL MM OKYMEHTUPOBAHHbIX
chep oeAaTenbHOCTU opraHmnsauumkon

B/09.6YpoBeHb (MOAYPOBEHb) KBaIMPMKaL MM

6

MponcxoxxaeHue TpyaoBon PyHKUMMOpUrnHanX3anmMcTBOBaHO U3 OpUrMHana

Ko opurvnHana
PernctpaunoHHbIn HoMep NpoecCcMoHanbHOro CTaHaapTa

TpyaoBble 4eNCTBUAMOHNTOPWHE TEKYLLEN OeATENbHOCTM B paMKax NpoLeccoB LngpoBon TpaHCdopMaLum
LOKYMEHTUPOBAHHbLIX Chep AeATeNIbHOCTM OpraHn3auum

Pa3paboTka NOKaibHbIX HOPMATUBHbLIX aKTOB U METOAMNYECKUX AOKYMEHTOB Mo obecneyeHmnto NpoLLeccoB
uMdpoBoM TpaHChHOPMaLIMN JOKYMEHTUPOBaHHbLIX chep AeATeNbHOCTU OpraHM3aunmn

Pa3paboTka KNtoYeBbIX NoKa3zaTenen ahhHeKTUBHOCTI NPOLECCOB LMMPOBON TpaHChopMaLmm
LOKYMEHTUPOBAHHbIX Chep LeAaTeNbHOCTM OpraHn3auum

KoHTposb cobntogeHuns KayeBblix NokasaTenen appeKTUBHOCTM NPOLLECCOB LG POBON TpaHChopMaLn
LOKYMEHTUPOBAHHbLIX Chep AeATesIbHOCTM OpraHn3sauum

CocTaBneHune rpaduka oby4yeHns 1 NOBbILLIEHNSA KBanUUKaum paboTHMKOB - y4aCTHUKOB NPOLLECCOB
uMdpoBoM TpaHChHOPMaLIMN JOKYMEHTUPOBaHHbLIX chep AeATeNbHOCTU OpraHM3aunmn

KOHCY/IbTUPOBaHME Y4aCTHUKOB LIN(POBON TpaHCHOopMaLUy JOKYMEHTUPOBAHHbIX Chep AesATeNbHOCTH
opraHusauuun
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HeobxoauMble yMeHMAMNaHNPOBaTh AeATENbHOCTb CTPYKTYPHbIX MOAPa3AeNeHNIA MO BONPOCaM LUGPOBOW
TpaHchopMaLMN LOKYMEHTUPOBAHHbIX Chep AEATENbHOCTU OpraHn3aLum

MnaHnpoBaTb 06y4YeHMe 1 NOBbILLEHNE KBAUGUKaLUM pabOTHUKOB OpraHM3aLm B BONPoCax LMgpoBo
TpaHChopMaL MM AOKYMEHTUPOBAHHBIX Chep AeATENbHOCTM OpraHn3aLmnm

Heobxoamnmble 3HaHMA3aKOHOLaTe/IbHbIE N HOPMaTMBHbIE NMPaBOBbIE akTbl Poccuiickon ®epepaumm B
obsacTn nHopmaumm, MHHOPMALMOHHBLIX TEXHOAOMIA W 3alMThl MHGOPMALUK, MEPCOHAJIbHBLIX AaHHbIX,
umdgpoBon TpaHchopmaLum

3akoHoLaTesNbHbIE 1 HOPMaTWMBHbIE MPaBOBbIE aKThbl Poccuninckon Qepepauun B chepe yrnpassieHUs
OOKYMeHTaMI

HopMaTuBHbIE NPABOBbLIE aKTbl U KOAEKChI 3TVKM B 06/1aCTU [OKYMEHTUPOBAHHBIX Chep AEATENbHOCTU
opraHusauum

CI'IELI,I/IqJI/IKa COCTaBJIEHUS aHAINTUYECKON U OI'IepaTI/IBHOVI OTHETHOCTWN B OpraHmn3aumnn

OpraHun3aLMoHHO-PaCNopPSANTENbHbIE OKYMEHTbI MO LMGPOBOM TPaHChOopMaLU OKYMEHTUPOBAHHbIX
cthep 0esTeNbHOCTY OpraHn3aLum

Opyrue xapakTepucTnkm-

3.2.10. Tpynosasa pyHKLUMS

HanmeHoBaHneXpaHeHNE N YHUUYTOXEHNE CTPYKTYPUPOBAHHBIX AaHHbIX U MeTadaHHbIX
LOKYMEHTUPOBAHHbIX Chep AeaTeNbHOCTM opraHusaunnkog

B/10.6YpoBeHb (MoAypoBeHb) KBanUpuUKaumum

6

MpouncxoxxaeHne Tpynoson hyHKUMMOpUrnHanX3anMCcTBOBAHO U3 OpurnHana

Kopn opuruHana
PernctpauunoHHbIn HoMep NpodecCnoHaNLHOr0 CTaH4apTa

TpynoBble AencTBMAMNOArOTOBKA MEPOMNPUSATMII MO NMPOBEAEHMNIO SKCMEPTU3bI LIEHHOCTY
CTPYKTYPUPOBAHHbIX AaHHbIX N METaAaHHbIX OKYMEHTUPOBaHHbIX Chep AEATENbHOCTM OpraHn3aLun

MpoBeneHne 3KCNepTM3bl LEHHOCTY CTPYKTYPUPOBAHHbIX AaHHbIX N MeTafaHHbIX JOKYMEHTUPOBAHHbIX
cep fedTenbHOCTM opraHm3aumnm

MoAroToBKa MeponpuaTiin No 0T6opy CTPYKTYPUPOBAHHbLIX AaHHbLIX U METafaHHbIX A1s OafbHENLero
XPaHEHUS NN YHUYTOXKEHNS

MpoBeneHne npouenyp oTbopa CTPYKTYPUPOBAHHLIX AaHHbIX U MeTaaHHbIX A8 AaflbHEALWero XpaHeHus
VAN YHNHTOXKEHNS

MoaroToBKa MeponpuaTiin No pa3paboTke NIOKabHbIX HOPMATUBHbLIX aKTOB U METOANYECKNX AOKYMEHTOB
MO MCMOJIb30BaHUI0 CTPYKTYPUPOBAHHbIX JaHHbIX U METafaHHbIX LJOKYMEHTUPOBAHHbIX Chep AesTENbHOCTM
opraHmsauum

MoAroToBKa MepPONpPUATUIA MO BOCCTAHOBIEHNIO YTPAYEHHBIX, UCMOPYEHHbIX UM HEMPABOMEPHO
YHUUTOXEHHBIX CTPYKTYPVUPOBAHHbIX JaHHbIX 1 MeTafaHHbIX [JOKYMEHTNPOBAHHbIX Chep AEATENbHOCTM
opraHu3sauum

Pa3paboTka pekoMeHaaLuii No BOMPOCAM XPaHEHWS U YHUUYTOXEHNS CTPYKTYPMPOBAHHbLIX AaHHbIX 1
MeTafaHHbIX JJOKYMEHTNPOBaHHbIX Chep AeATEeSIbHOCTM OpraHu3aLmn

BHeceHMe npeanoxeHnin 06 M3MeHEHNN CPOKOB XpaHEHNS OTAESbHbIX BUAOB CTPYKTYPUPOBAHHBIX AaHHbIX
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1 MeTaZlaHHbIX [JOKYMEHTNPOBAHHbLIX Chep AeATeNbHOCTM OpraHM3aumm

Heobxoaumble ymeHuslnaHmpoBaTb paboTy no BBOAY, y4eTy, nepeaaye, 06paboTke 1 XpaHeHWo
CTPYKTYPUPOBAHHBIX AAHHbIX 1 MeTaAaHHbIX JOKYMEHTMPOBAHHbLIX Chep AesTeNbHOCTY OpraHu3aLun

OcyLecTBAATb METOANYECKOE PYKOBOACTBO MPoLEccamMy LMGPOBOIA TpaHCHOPMaLIMM CTPYKTYPUPOBAHHBIX
AAHHbIX U MeTaJaHHbIX JOKYMEHTUPOBAHHbLIX Cthep AesTeNbHOCTI OpraHnu3aLnm

KOHTPO/IMPOBaTL YYeT, NPaBoNpeeMCcTBo, POPMUPOBaHNE, Nepeaady 1 XpaHeHne CTPYKTYPUPOBAHHbIX
AaHHbIX N MeTafaHHbIX OKYMEHTUPOBAHHLIX Chep AesTeNbHOCTU OpraHu3aLum

ObecneymBaTb COXPAaHHOCTb, MPABOMNPEEMCTBO W 3aLLMTY CTPYKTYPUPOBAHHbBIX AaHHbIX N MeTa4aHHbIX
LOKYMEHTUPOBAHHLIX Chep AesTeNIbHOCTY OpraHmn3aLmnm

Heobxoaumble 3HaHMA3aKOHO4ATEIbHbIE U HOPMATMBHbIE MPaBOBbIE akTbl Poccunckon ®epepaunn B
o0bs1acTn nHdopMaLmm, MHHOPMALMOHHBLIX TEXHOMOMIA 1 3alLMThl MHOPMALIUK, MEPCOHAJIbHbLIX AaHHbIX,
umndcpoBor TpaHchopMaLum

3aKoHoaTelbHble M HOPMATMBHbIE MPaBOBbIE akTbl Poccuinckon ®egepauum B chepe ynpabieHus
LOKYMEeHTaMu

HaunoHanbHble CTaH4apThI B obnactm yrnpaBneHna OOKYMEHTaMW, aPpXNBHOI0 XpaHeEHUA

JloKanbHble HOPMATUBHbIE aKTbl OPraHM3auuy no paboTe Co CTPYKTYPUPOBAHHLIMU AaHHLIMU U
MeTaAaHHbIMU JOKYMEHTUPOBaHHbIX Chep AeATENIbHOCTU

MpaBunna opraHn3aLnn XpaHeHUs BUAOB CTPYKTYPUPOBAHHbLIX AAaHHbLIX U MeTadaHHbIX JOKYMEHTUPOBAHHbIX
chep oeaTeNbHOCTK

I'Ipaana opraHn3aunn XpaHeHna BUOOB CTPYKTYPUPOBaAHHbLIX OaHHbLIX N MeTaJaHHbIX JOKYMEHTUPOBAHHbIX
CqJGp neAaTesibHOCTN OrpaHN4YeHHOro AocCTtyna

MpaBuia cMcTeMaTU3aLUM U KNAaCCUPUKALUM CTPYKTYPUPOBAHHBIX AaHHbLIX U METaAaHHbIX
NOKYMEHTUPOBAHHBIX Chep AeATeNbHOCTY

KpuTepumn onpeaeneHns LeHHOCTU CTPYKTYPUPOBAHHbIX AaHHbIX U METaAaHHbIX JOKYMEHTMPOBAHHbIX
cthep OesTeNbHOCTU C Liesbto X 0TOopa AN Aa/ibHENLEro XpaHEHNUS UK YHUYTOXEHNS

OCobeHHOCTU XPaHEHNS CTPYKTYPUPOBAHHBIX aHHbIX N MeTafaHHbIX LOKYMEHTUPOBAHHbIX Cep
LEeATENbHOCTY

TexHONornm MEXANYHOCTHON N FPYNMNOBOM KOMMYHMUKAL MK, OCHOBbI KOH(IMKTON0M N
[pyrve xapakTepucTukun-

3.2.11. Tpynosas pyHKLMA

HanmeHoBaHneObecneyeHne athHeKTUBHOCTY LMGPOBON TpaHChOopMaLMM JOKYMEHTUPOBAHHbLIX Cdhep
LeATeNbHOCTY opraHunsauunKon

B/11.6YpoBeHb (NOAYyPOBEHbL) KBaNUduKauuu

6

MpouncxoxxaeHrne Tpynoson hyHKUUMOpUrnHanX3anMCcTBOBaAHO U3 OpuUrnHana

Kopn opurvHana
PerncTpauunoHHbI HoMep NpodeCcCMoHabHOro CTaHaapTa

TpyZzoBble gencTeus®opmupoBaHne TpeboBaHUM K aHaAUTUYECKON U ONEPATUBHOM OTHYETHOCTY MO
pe3ynbTaTam LUPPOBON TpaHChHOopMaLMM JOKYMEHTUPOBAHHBIX Chep AeATeNbHOCTU OpraHu3aLmm
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ABTOMaTU3aUMs HOPMMUPOBAHUS aHAIMTNYECKON N ONEPATUBHON OTHETHOCTM MO pe3ysbTaTaM LudpoBon
TpaHchopMaLMN LOKYMEHTUPOBAHHbIX Chep AEATENbHOCTU OpraHn3aLum

MOHWUTOPUHI CHOPMUPOBAHHBIX AHAJIMTUYECKMX 1 ONEPATUBHbLIX OTHETOB, KOHCOIMANPOBAHHOM OTHETHOCTH
0 OYHKLMOHMPOBAHMM NPOLLECCOB LINGPOBON TpaHCOpPMaLUmM LOKYMEHTUPOBAHHbIX CPEpP AEATENbHOCTM
opraHusauum

OueHKa 3heKTUBHOCTM 1M KaYecTBa NPOLIECCOB LidpoBo TpaHCHOPMaLIMM AOKYMEHTUPOBAHHbIX cdep
AEeATENbHOCTN OpraHn3aLmn

MnaHypoBaHMe MepPONpPUSATIIA MO NOBLILLEHNIO 3PMEKTUBHOCTU NPOLLECCOB LIMPOBOM TpaHCHOopMaLMn
NOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTI OpraHn3aLum

KOHTPOJIb BLINMOJSIHEHUS MEPOMPUATWIA MO MOBbILEHNO 3 (HEKTUBHOCTM NPOLLECCOB LINGPOBON
TpaHchopMaLnmn LOKYMEHTUPOBAHHLIX chep AedATeNbHOCTU opraHu3aumnm

HeobxoanMble ymeHusiPazpabaTbiBaTb (hOpMannM30BaHHbIE MOLENN, METOLbI U aNirOPUTMbI PeLLEHUS
TUMUYHBIX 33[1@4 aBTOMATU3UPOBAHHOW NH(OPMALIMOHHO-aHAINTUYECKOW NMOALEPXKKM NMPOLLECCOB
NPUHSATNS peLleHnin No LMpoBon TpaHCchopMaLuyM AOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTH
opraHu3auum

MpUMeHsTL MeTOAbl U CPeACTBA MOHUTOPUHIA M CUTYALMOHHOIO aHan3a CTPYKTYPUPOBAHHbLIX AaHHbIX Ha
6a3e MHHOPMaLMOHHBLIX aBTOMAaTU3MPOBAHHbLIX CUCTEM LOKYMEHTMPOBaHHbIX CDep AeATeNbHOCTU

Wcnonb3oBaTh COBPEMEHHbIE MOLEN U METOLbI U3MEPEHNS, MPOrHO3MPOBaHWSA, NIaHNPOBAHNA, MPUHATHA
PEeLUEHWNA NPY OCYLLECTBIEHNN NOAAEPKKMN NPOLLECCOB NPUHATUS PELLEHNI NO LG POBOM TpaHChopMaLmm
LOKYMEHTUPOBAHHbIX Chep AeaTeNIbHOCTY OpraHmn3aLmnm

OueHuBaTb 3DPEKTUBHOCTH 1 KAYECTBO MPOrHO3MPOBAHWS, MIAHUPOBAHUSA, MPUHATUS PELLEHNI B
yCN0BUAX HEOMNPeLeNeHHOCTU UMetoLLEeNcst HopMaLun No LndpoBoi TpaHCchopMaL
LAOKYMEHTUPOBAHHbIX Chep AeATeNbHOCTM opraHm3aumm

MpeAcTaBAsATbL B CTAHAAPTHOM BUAE Pe3y/ibTaTbl PELUeHNS aHAIMTUYECKUMX 33434 LndpoBOM
TpaHchopMaLMN fOKYMEHTUPOBAHHbIX Chep AEATENbHOCTU OpraHmn3aLum

Heobxonumble 3HaHNAMETO4010rMYECKUE OCHOBbLI TEOPUM NMPUHSATUS PELLIEHUIA, TEOPUN N3MEPEHUI, TEOPUK
MPOrHO3MPOBaHNSA 1 MAAHNPOBAHMS LNMPOBOIA TPaHCHOPMALIMKN LOKYMEHTNPOBAHHbIX Chep AeATEbHOCTM

KntoyeBble nokasatesnm 3pheKTUBHOCTM 1 CNOCobbl X M3MEPEHNS B NMpoLieccax LMgpoBoi
TpaHChopMaL My AOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTM

CTpyKTypa, NPUHLAMLI MOCTPOEHUSA N PYHKLMOHNPOBAHNA NHGOPMALMOHHBIX CUCTEM AOKYMEHTUPOBAHHbIX
chep oeAaTenbHOCTK

OCHOBbI CTAaTUCTUKN N aHasIM3a

MeTobl OLEeHKN 3PPEKTUBHOCTU N KaYecTBa B 3aAa4ax NPOrHO3MPOBaHWs, NAaHUPOBAHUS, NMPUHATUS
peLeHnin LMgpoBoi TpaHChopMaL 4OKYMEHTUMPOBAHHbIX Chep AesTeNbHOCTU

MeToA0M0rNYecKne 0CHOBbI MHDOPMALIMOHHO-aHAINTUYECKON AeATENbHOCTYU LMGPOBOI TpaHCchopMaLuu
LOKYMEHTUPOBAHHbIX Chep AeATEeNbHOCTH

MpyHLMNbBI OpraHnsaumnm MHPOPMaLMOHHO-aHANINTNYECKON AeaTelbHOCTU LMdppoBon TpaHCcdopMaLmm
LLOKYMEHTUPOBAHHbLIX Chep AeATeslbHOCTU

Cnocobbl (hoOpMIPOBaHUS ONUCaHUI 06 BEKTOB M K1AacCOB 06BEKTOB AOKYMEHTUPOBAHHbIX Cdep
NeaTeNbHOCTY
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OpraHu3aLMOoHHbIE MepbI MO 3aLLUTe MHADOPMaLMM OKYMEHTUPOBAHHBIX Chep AeATeNbHOCTU
TpeboBaHMA 0XpaHbl TPyAa 1 NoXKapHoW 6e30nacHOCTU
[pyrvne xapakTepucTuku-

3.2.12. Tpynosas pyHKLMA

HanmeHoBaHneKOHTPOb 32 COBNOAEHNEM KOPPEKTHOCTN NPUMEHEHNS BULOB /IEKTPOHHBLIX NOAMNUCEN B
LOKYMEHTUPOBAHHLIX Chepax fedaTeNlbHOCTU opraHu3aummnkon

B/12.6YpoBeHb (MOAypOBEHb) KBaIMPMKaL MM

6

MpoucxoxaeHvie TpyaoBon GyHKLMNOPUrnHanX3anMcTBOBaHO M3 OpUruHana

Kopn opuruHana
PerncTpaunoHHbI HoMep NpodeccMoHasbHOro cTaH4apTa

TpynoBble aencTBMsIPa3paboTKa NoKasbHbIX HOPMATUBHLIX aKTOB OpraHM3auuy B 06,1acTi NpuMeHeHns
BUII0B 3/IEKTPOHHO NMOAMNCYA B JOKYMEHTMPOBAHHBIX Chepax AesaTeNbHOCTY OpraHM3aLmm

KOHTpOJ’Ib NCNOoJIHEHWA NOKaJIbHbIX HOPMaTUBHbIX aKTOB OpraHmn3auni no npuMeHeHMto BUO0B 3}'IeKTpOHHOIh
noanncn B LOKYMEHTUPOBAHHbIX cq)epax 0eAaATesIbHOCTN OpraHn3aumnn

®opmMmpoBaHne TpeboBaHWIA MO XpaHEHUO UHGOopMaLUK 06 3MEKTPOHHBLIX NOANNCAX PabOTHNKOB
OpraHM3aunmn B LOKYMEHTNPOBAHHbIX chepax AesTeNbHOCTH

Heobxoaunmble ymeHUsKoHTposimpoBaTb cobnogeHne TpeboBaHUin, NpaBuna N MHCTPYKLMIA No paboTe ¢
3/1eKTPOHHBIMY NOAMUCAMU B OKYMEHTUPOBAHHbIX Chepax AeaTenbHOCTU

KOHCYNbTMPOBaTh PabOTHMKOB OpPraHn3aLii no BonpocaM MHMOPMaLIMOHHOK 6e30nacHoCTY U paboThl €
3/1EKTPOHHbBIMY NOAMUCAMI B JJOKYMEHTMPOBAHHbIX Chepax AeaTeNbHOCTM

Heobxoaumble 3HaHMA3aKOHO4ATEIbHbIE U HOPMATMBHbIE MPaBOBbIE akTbl Poccunckon ®epepaunn B
o0bs1acTn nHdopMaLmm, HHOPMALMOHHBLIX TEXHOOMIA 1 3aLLMUTbl UHOPMALMK, MEPCOHAJbHbLIX AaHHbIX U
3NEeKTPOHHOW NOANNUCY, LN POBOA TpaHChopMaLnn

3aKoHoaTelbHble M HOPMATMBHbIE MPaBOBbIE akTbl Poccuinckon ®egepauum B chepe ynpasieHus
LOKYMEeHTaMu

OTEeYeCTBEHHbIN 1 3apyOeXHbI OMbIT Pa3paboTKy U UCNOb30BaHNSA SNEKTPOHHOW NOAMNUCA B
NOKYMEHTUPOBAHHbIX Chepax AesaTesbHOCTH

OCHOBbI CPEACTB U CUCTEMbI 3aLLMTbI UHGOPMaLUN LOKYMEHTMPOBAHHbLIX Chep AeATENbHOCTH

Mopsagok co3gaHns, Bbi4ayn, NpekpaLleHns AeNcTBNS, aHHYAMPOBaHWSA, MPUOCTAHOBAEHNS U
B0O30OHOBNEHNS AENCTBUS CEPTUDNKATOB KIItOUYEN 3/IEKTPOHHON NoANNCH

MpaBuna cobnogeHns nHpopMaLMoHHOM 6e30nacHOCTH
JlokanbHble HOPMATMBHbIE aKTbl MO 3aWMTE NEPCOHAbHbIX AaHHbIX

OCHOBHble CEPBUCHI MO OKa3aHWUIO 3JIEKTPOHHLIX YCYT, MOPTaJibl FOCYAapPCTBEHHbBIX N MyHULUWNAJIbHbIX
ycnyr

OpraHun3aLMoHHas CTPYKTypa U puananbl opraHmsaumm
Opyrue xapakTepucTnkm-

3.3. 0606ueHHasa TpyaoBas QyHKLNS
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HanmeHoBaHueYnpasaeHne LndpoBoin TpaHCHOpMaLMEN JOKYMEHTUPOBAHHbIX Chep AeATENLHOCTH
opraHusauunmkon

CYpoBeHb KBanupukauum

7

MpoucxoxaeHve 0606LLeHHON TPYLOBON YHKUUNOPUTMHaNX3auMCTBOBaHO 3 OpUriiHana

KoL opurnHana
PerncTpaunoHHbIi HoMep NpodeccMoHabHOro CTaHdapTa

B03MOXHbIe HAaUMEHOBaHUS OJHKHOCTEN, NpodeccunmpeKkTop No AaHHbIM JOKYMEHTMPOBAHHLIX cdep
LeATeNIbHOCTU OpraHu3aLmm

JvpekTop no ynpasneHuo LMdpoBon TpaHChopMaLMen OKYMEHTUPOBAHHbIX Chep AeATelbHOCTH
opraHusauuun

[VpeKTop No NepcrekTUBHOMY Pa3BUTUIO LNMPOBLIX TEXHOOMUI LOKYMEHTUPOBAHHLIX chep
LeaTesIbHOCTM OpraHu3aumnm

TpeboBaHuns k 0bpa3oBaHuio 1 0by4eHuoBeICWee 0bpa3oBaHMe - MarmcTpaTypa

nnm

Bbicliee obpa3oBaHue (HENPOGUALHOE) - MarncTpaTypa v AOMNOJHUTENbHOE NPodheccnoHabHOe
obpa3oBaHuMe - NporpaMMbl NPOGECCNOHANLHOM MNEPENOAroTOBKIM N0 NPOGUI0 AEATENLHOCTH
TpeboBaHMs K OMNbITY NpakTU4eckon paboTbiHe MeHee NATK NIET PYKOBOASALLEN AeATeNbHOCTU B chepe
yNpaBAeHns faHHbIMW 1OKYMEHTMPOBAHHbLIX Chep AesTEeNbHOCTM OpraHu3aunm

Ocobble ycnosusi nonycka K pabotellpoxoxxaeHne obyvyeHus mepaM MHGOPMaLMOHHOM 6e30MacHOCTU 1
YCJIOBUSIM KOH(UIEHLMAbHOCTN AEATENbHOCTM N0 COOTBETCTBYIOLLEA NporpaMme, MPoXoXKaeHune
NepPBMYHOI0 UHCTPYKTaXa Mo MHGPOPMaLMOHHON 6e30MacHOCTY 1 YCNOBUAM KOHPUAEHUNANBHOCTHY
NesiTeNbHOCTHU

MpoxoxaeHne oby4yeHns MepaM noXxapHom 6e30nacHOCTK

MpoxoxxaeHne 0by4yeHns 1 NpoBepKK 3HaHWIN TpeboBaHUI OXpaHbl TpyAa

Apyrue xapakTepncTuKnIoBbILLIEHNE KBaAUGMKaLMX NO NPOrpaMmaM yrnpaBieHUs OKYMeHTaMum,
AaHHBIMU N MH(OPMALMOHHBIMU 06 bEKTaMN LOKYMEHTUPOBAHHLIX Chep AEATENbHOCTM OpraHM3aLnm

[lononHnUTEeNbHbIE XapaKTepUCTUKN

HanmeHoBaHMe JOKyMeHTa

Kopn

HanmeHoBaHme 6a30BoM rpynnbl, 4OHKHOCTKU (Mpodeccnn) uam cneunanbHoOCTU
OK31213PykoBoantenu B 061acTu onpegeneHns NoJMTUKN U NNaHWPOBaHNS AeATeNbHOCTH
EKC-OnpekTop (HavanbHUK) BEIYUCANTENBHOMO (MHPOPMALMOHHO-BEIYUCINTENBHOMO) LEeHTpPa
OKNATP21571npeKTop TEXHNYECKNN

24924HavanbHuK cnyx6bl ((hMHAaHCOBO-3KOHOMUYECKON U aAMUHNCTPATUBHOMN)
OKC02.09.04.02HhopMaLIMOHHbBIE CUCTEMBI U TEXHOJI0M UK

2.10.04.01/H¢opMaumoHHas 6e30nacHOCTb
7.46.04.02[lokymMeHTOBeEHNE N apXNBOBEAEHNE

3.3.1. TpynoBas hyHKLNA

HanmeHoBaHWePa3BuTUMe LMMPOBOMA TpaHCHOPMaLMN LOKYMEHTUPOBAHHbIX Cep AeATeNbHOCTH
opraHusauunmkon

C/01.7YpoBeHb (MoaypoBeHb) KBanugpukaLmm

7
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MponcxoxxaeHue TpyaoBon PyHKUMMOpUrnHanX3anmMcTBOBaHO U3 OpUrMHana

Ko opurunHana
PernctpaunoHHbIn HoMep NpoeccMoHanbHOro CTaHaapTa

Tpyaosble gencTBnsiPaspaboTka KOHLENUUN LMgPoBON TpaHCHOPMaLIMN JOKYMEHTUPOBAHHbLIX Ccep
neAaTeNbHOCTU B OpraHmn3saumnn

Pa3paboTka NnaHoB peasn3aunm KOHLENUUM LUdPOoBO TpaHCHOPMaLM JOKYMEHTUPOBaHHBIX cdhep
LesTENbHOCTU B OpPraHun3aLumm

KOHTpPO/Ib UCMOSIHEHWS NJAHOB peann3alum KoHLenuuy Ldposoi TpaHcgopMaLum LOKYMEHTMPOBAHHbIX
chep LesTeNbHOCTY B OpraHmn3aumnm

Pa3paboTka kno4eBbIX NOKa3aTenen 3HeKTUBHOCTI NPOLLECCOB LINGPOBON TpaHChopMaLum
LOKYMEHTUPOBAHHbLIX Chep AeAaTesIbHOCTM OpraHn3auunm

MnaHWpoBaHMe N KOHTPOb NPOBEAEHNS B OPraHM3aunumn BHYTPEHHNX MEPONPUSATUIA MO NPOABUXKEHWNIO
uMgpoBoM TpaHCHOpPMaLMN AOKYMEHTUPOBaHHbLIX chep AeATENbHOCTH

MnaHupoBaHMe MeponpuAaATUIA MO NOBbIWEHNIO 3MHOEKTUBHOCTI NPOLECCOB LINGPOBOA TpaHCdopMaLumm
[OKYMEHTUPOBaHHbLIX Chep AeAaTelbHOCTU opraHusaumm

MpoBeaeHne MeponpusATUN MO NOBbILLEHNIO 3PPEKTMBHOCTM MPOLLECCOB LM(POBON TpaHCHOopMaL UK
LOKYMEHTUPOBAHHbLIX Chep AeAaTesIbHOCTM OpraHn3auum

MnaHMPOBaHME N KOHTPOJIb NMPOBENEHNS BHYTPEHHNX MEPONPUATAI MO NMOBLILIEHWUIO KOMMETEHLIMM
PabOTHUKOB B 1CMOJIb30BAHMM MPOLIECCOB L(POBOIA TpaHCHOPMaLIMKN JOKYMEHTUPOBAHHbIX Cdep
NeaTeNbHOCTW OpraHn3aLmm

Heobxogumble ymeHnsObecneynBaTb BbIMOJHEHWE KJIIOYEBLIX NOKa3aTesen 3heKTUBHOCTY MPOLECCOB
uMdpoBoOM TpaHCHOPMaLMN JOKYMEHTUPOBAHHbLIX chep AeATENbHOCTN OpraHM3aunmn

BoBnekaTb paboTHMKOB OpraHu3auuy B onTuMmnsaumo busHec-npoueccos B 061actu ungposoin
TpaHchopMaLumMm LOKYMEHTUPOBAHHbLIX chep LeAaTeNbHOCTH

ObecneynBaTb pa3paboTKy y4ebHbIX N MHPOPMALMOHHO-KOHCYIbTALMOHHbIX MPOrPaMM, MHCTPYKTaXKel B
06nacTn unhpoBot TPAaHCHOPMaLMIN [OKYMEHTUPOBAHHBIX Chep AEATENbHOCTM OpraHmn3aLmn

Heobxoamnmble 3HaHWA3aKOHOLaTe/IbHbIE U HOPMaTUBHbIE NPaBOBbIe akTbl Poccuiickon GepepaLmm B
o61acTn nHopmMaLmm, NHHOPMALMOHHBIX TEXHOIOMUIA 1 3aLMTbl MHOPMaLUK, NePCOHANbHbBIX AAHHBIX,
umncpoBor TpaHchopmaLum

3akoHoLaTesIbHble U1 HOPMATUBHbLIE MPaBOBbIE aKThbl Poccuinckon <Den,epau,|/|m B C(pepe yrnpaBneHunsa
OOKYMeHTaMu

CTaHAapThl U METOAUKM YNPaBAEHUS AaHHLIMU AOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTH
McUXoNorns KOMMYHUKALLNIA

MPUHUMMBI 1 METOAbI OLEHKMN 3PMEKTUBHOCTU BHYTPEHHNX KOMMYHUKALWIA
OpraHu3aLnoHHas CTPYKTypa U KoprnopaTUBHAs Ky/bTypa OpraHun3auum

MpUHUMMBI 1 MeTOAbl NoNyYeHns o6paTHON CBA3N

OTeyveCTBEHHbIN 1 3apybeXxHbI ONbIT yNpaBieHUs NpoekTamu B 061acTu LMgpoBoi TpaHchopMauum
LOKYMEHTUPOBAHHbIX Chep AEATENbHOCTM OpraHn3aLmnii
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[pyrve xapakTepucTuku-

3.3.2. TpynoBas hyHKLNA

HanmeHoBaHWeKOHTPOb 3@ peann3almnen KOLEKCOB 3TUKM LUGPOBOM TpaHCchopMaLum
LOKYMEHTUPOBAHHbIX Chep AeAaTesIbHOCTM opraHm3aunmkos

C/02.7YpoBeHb (NoaypoBeHb) KBasndukauum

7

MponcxoxxaeHue Tpyaoson PyHKUMMOpUrnHanX3anmMcTBOBaHO U3 OpuUrMHana

Kopn opuruHana
PerncTpauunoHHbIn HoMep NpodecCcnoHaNbHOro CTaH4apTa

Tpynosble aencTensPazpaboTka KOAEKCOB 3TUKU LMDPOBON TpaHCHOPMaL MK OKYMEHTUPOBAHHbIX chep
LeATesIbHOCTM OpraHu3aumnm

Pa3paboTka JIoKaJibHbIX HOPMATUBHLIX aKTOB MO NMPUMEHEHUIO KOLEKCOB 3TUKW LIMPOBOI TpaHCcdopMaLum
LOOKYMEHTUPOBAHHbIX Chep AesTeNbHOCT paboTHMKaMU OpraHu3aLum

Co3aaHune KOMUCCKM MO peanmn3aumm KoAeKCoB 3TUKIN LMGPOBOM TpaHChopMaLuy AOKYMEHTUPOBAHHbIX
cep fesTenbHOCTM B OpraHn3aumum

MnaHupoBaHne MepONpPUATUIA MO peann3aum KOOEeKCOB 3TUKK LUNMGPOBOA TpaHCdopMaLumm
LOKYMEHTUPOBAHHbIX Chep LeAaTeNbHOCTM OpraHu3auum

MpoBeneHne MeponpuaTA MO peannsaunm KOAEKCOB ITUKU LMGPOBOM TpaHCchopMaLuu
LOKYMEHTUPOBAHHbIX Chep AEATENbHOCTM OpraHm3aLmm

MpoBeneHne MOHUTOPUHIa BU3HEC-NPOLIECCOB Ha COOTBETCTBUE 3TUYECKMM HOpMaM B 061acTu LMGpoBON
TpaHChopMaL My AOKYMEHTUPOBAHHBIX Chep AesTeNbHOCTM OpraH3aumnm

MpoBeAeHNs MOHUTOPUHTa LEACTBUIA PabOTHNKOB OpraHM3aL My Ha COOTBETCTBUE STUYECKM HOPMaM B
obnacTn unhpoBot TpaHCHOPMaLMK [OKYMEHTUPOBAHHBIX Chep AEATENbHOCTM OpraHn3aLmum

MpoBeaeHne cnyxebHbIX MPOBEPOK MO hakTaM HapyLIEHNS KOJAEKCa 3TUKUN 1 JIOBEEeHNE UX Ppe3ybTaToB
[0 PYKOBOZCTBA OpraHu3aLmum

BbipaboTka pekoMeHAaLmnii No yCTPaHEHWIO BbISIBJEHHbIX HAPYLLIEHWA KOAEKCOB 3TUKK B LG POBON
TpaHChopMaL My AOKYMEHTUPOBAHHBIX Chep AesTeNbHOCTM OpraH3aumnm

HeobxoauMble yMeHNA0TOBUTL aHAIMTUYECKME OTHETHI MO NMPYMEHEHUIO KOAEKCOB 3TUKM B LIMGPOBOIA
TpaHchopMaLMN JOKYMEHTUPOBAHHbIX Chep AeATENbHOCTU OpraHn3aLum

OueHMBaTb PUCKMN BbISBAIEHHbIX HAPYLLEHNA KOAEKCOB 3TUKMN B LIUGPOBONA TpaHChopMaLnm
JNOKYMEHTUPOBAHHbIX CPeP AeATeNbHOCTN OpraHn3auny 1 BelpabaTbiBaTb PEKOMEHJALMMN MO XapaKTepy
B3bICKAHWN

OueHVBaTb AOCTAaTOYHOCTb, HALEXHOCTb N 06 bEKTUBHOCTL [0Ka3aTeIbCTB HAapYLLEHWA KoLeKca 3TUKM
LMPoBON TpaHCopMaL MM LOKYMEHTUPOBAHHbIX chep AeAaTelbHOCTH

HeobxoauMble 3HaHUAPEr naMmeHTbl KOMUCCKW M0 Peann3aLny KOAEKCOB 3TUKW LMdPoBOI TpaHcdhopMaLun
NOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTI OpraHn3aLum

MpoteccnoHanbHas 3TUKa LMAOPOBON TpaHCHOPMaL MM OOKYMEHTMPOBAHHbLIX Chep AeaTeIbHOCTM
opraHusauum

MpakTrka pa3paboTKM NIOKaNbHbIX HOPMATVBHbLIX aKTOB MO YMPaBAEHUID CUCTEMAMMN BHYTPEHHEr 0
KOHTPOJIS U CMCTEMaMM YrPaBAEHUS [JOKYMEHTaMM
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OCHOBbI MH(OPMALIMOHHBIX TEXHOIOT NI U NHOPMaLIMOHHON 6e30MacHOCTY [OKYMEHTUPOBAHHbIX cdhep
LeATesIbHOCTM OpraHu3aumnm

MporpammHoe obecneyeHne B 061aCTV aHaIM3a KOHTPOJIbHbIX NMPOLIEAYP B AOKYMEHTUPOBAHHLIX Chepax
AEeATENIbHOCTN OpraHu3aLmn

MporpamMMHble CPefCTBa aBTOMaTU3aLUMN JOKYMEHTUPOBAHHLIX Chep AeSTENbHOCTY OpraHn3aunm

Teopus 1 NPaKTUKa NPUMEHEHNSs NpoLeayp KOHTPOS B 1OKYMEHTUPOBaHHLIX CPepax AesTeNIbHOCTY
opraHusauum

[pyrue xapakTepucTuku-

3.3.3. TpyLoBas (pyHKLNA

HanmeHoBaHMeKoHTpob 3a cobntogeHneM npas Ha NCMoJib30BaHNe NHPOPMaLUM LOKYMEHTUPOBAHHbIX
chep [eaTenbHOCTM opraHm3aunnkog

C/03.7YpoBeHb (MoaypoBeHb) KBanugpukaLmm

7

MpoucxoxaeHve TpyaoBon yHKUMMOPUrnHanX3anMcTBOBaHO M3 opUruHana

Kopn opuruHana
PerncTpauunoHHbIi HoMep NpodeccMoHasbHOro CTaHaapTa

TpynoBsle aeicTBUsAMNNaHNPOBaHNE NPOBeAEHNS Pa3pPaboTKM CUCTEMbI KOHTPOASA 3a coboaeHneM npas Ha
NCMoJib30BaHNe NHMOPMaLUM JOKYMEHTUPOBAHHbIX Chep AeATeNIbHOCTY OpraHn3aLnm

BHeapeHMe cucTeMbl KOHTPOJIS 3a Cob/l0AEHEM NPaAB Ha UCMOJb30BaHME NHMOPMaLIK
NOKYMEHTUPOBAHHbIX Chep AeATeNIbHOCTY OpraHmn3aLnm

MnaHMpoBaHWe NpoBeAeHUs pa3paboTKy NOKasbHbIX HOPMATKBHbIX aKTOB 1 METOANYECKMX NOKYMEHTOB MO
obecneyeHnto KOHTPOJs 3a cob/Il0AEHEM NPaB Ha UCMOJb30BaHNE MH(OPMALIMN LOKYMEHTNPOBAHHbIX
cthep nesTeNbHOCTY OpraHn3aLnm

KoHTpo/b 3a NpoBefeHeM pa3paboTKM JIOKaNIbHbIX HOPMATUBHbLIX aKTOB U METOAMYECKUX JOKYMEHTOB M0
obecneyeHnto KOHTPOS 3a cob/l0AeHEM NPaB Ha UCMOJb30BaHNE MH(OPMALIMN LOKYMEHTNPOBAHHbIX
cthep AesTeNbHOCTY OpraHn3aLnm

Pa3paboTka pernaMeHTOB Mo pa3rpaHNYeHnto NpaB A0CTYNa K MHGOPMaL UK AOKYMEHTUPOBAHHbIX Chep
AEeATEeNbHOCTN OpraHu3aLmn

MpoBeaeHe MOHUTOPUHIa Cob0AeH NS PeriaMeHTOB Mo pa3rpaHNyeHto NpaB foCTyna K MHgopMaLmun
NOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTI OpraHn3aLum

KoHTposb cobnioaeHns pernamMeHToB Mo pa3rpaHWyeHmnio NpaB AoCTyna K MHdopMaLun
NOKYMEHTUPOBAHHbIX Chep AeATeNIbHOCTY OpraHmn3aLnm

Heobxonnmble ymeHusiPazpabaTbiBaTb JIOKabHbIE HOPMATMBHbLIE aKTbl MO BOMPOCaM yrnpaBieHus
CTPYKTYPUPOBAHHBLIMI AAaHHBIMU 1 CMOJIb30BaHNS CTPYKTYPUPOBAHHbIX AaHHbIX LOKYMEHTUPOBAHHbIX
chep 4esTeNbHOCTU OpraHn3aLmum

OcyluecTBASTb pa3paboTKy NPoOrpaMMHO-LIENIEBLIX MIAHOB NCMOJIb30BAHNS MHAOPMALINN
LNOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTY OpraHn3aLmnm

KOHTPO/MPOBaTL COOTBETCTBME JOKYMEHTAJIbLHO YTBEPXXAEHHOI 0 NMOpsi[iKa pacnpeneneHns npas 4oCTyna
Ha MCMO/b30BaHMe UHAOPMALMK [IOKYMEHTUPOBAHHBIX Chep AEATENbHOCTU PAaKTUYECKUM AeACTBUAM
PabOTHMKOB OpraHmn3aLnm
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MpPOBOANTL MOHUTOPUHT MH(OPMALMOHHBIX NCTOYHIKOB 4151 BbISIBJIEHWS MOMbITOK HECAHKLVOHUPOBAHHOMO
A0CTYNa K 3alyLLaeMbIM pecypcam LOKYMEHTUPOBaHHbIX Chep AeATeSIbHOCTM OpraHu3aLmm

Pa3pabaTbiBaTb NPEAIOKEHUS MO YCTPAHEHUIO BbISBIEHHBIX HAPYLLIEHWIA UCMOJIb30BaHNSA NpaB [0CTyna K
MHOPMaLUM AOKYMEHTUPOBAHHbLIX CHep AesTENbHOCTY OpraHn3aLnmn  CTPYKTYPUPOBAHHbLIM JaHHbIM
NOKYMEHTUPOBAHHbIX Chep AeATeNIbHOCTY OpraHn3aLnm

Pa3pabaTbiBaTbh NPeAsIOXKEHUS MO MOBLILLIEHNIO 3PEHEKTUBHOCTM UCMOJIb30BAHNS NpaB A0CTyNa K
MHOPMaLUM AOKYMEHTUPOBAHHbLIX CEP AesTENbHOCTY OpraHnM3aLnm 1 CTPYKTYPUPOBAHHbIX AaHHbIX
NOKYMEHTUPOBAHHbIX Chep AeaTeNIbHOCTY OpraHn3aLnm

MpPOBOANTbL NHCTPYKTaX PaboTHUKOB OpraHM3aLmMi no npasuiaM paboTbl C TEXHUYECKUMI CPEACTBAMM 1
CUCTEMaMI 3aLLMTbl MH(OPMALIMN LOKYMEHTUPOBAHHLIX Chep AesaTeNbHOCTM OpraHM3aLmm

Heobxogumble 3HaHMA3aKoHOAAaTENbHbIE U HOPMATMBHbIE MPaBOBble akThl Poccuickon ®epepaumm B
o0bsacTn MHopMaumm, MHOOPMALMOHHBIX TEXHOMOMIA W 3alLMThl MHGOPMAaLUK, MEPCOHAJIbHBLIX AaHHbIX,
umdpoBon TpaHchopmaLum

3akoHoLaTesbHble U HOPMaATUBHbIE MNMPaBOBbIE aKThbl Poccuinckon Qepepauun B chepe ynpassieHUs
OOKYMeHTaMu

Bu3Hec-npoLuecchl, UHPOPMALMOHHbIE NOTOKN CTPYKTYPUPOBAHHBIX AAaHHbBIX U MOPSALOK B3aUMOLENCTBUSA
nofpasfeneHnin opraHm3aLnmm

Mpoueaypbl NpenocTaBAeHMs NOJb30BaTENSM NOJAHOMOYUIA JOCTYMNa K MH(OPMALIMOHHBIM pecypcam
LNOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTI OpraHn3aLmum

OCHOBHble MeTOAbl aHaNM3a 1 ONTUMK3ALIMM NPOLIECCOB UH(OPMALIMOHHOTO 0bMeHa B AOKYMEHTUPOBAHHbIX
cthepax AeaTenbHOCTM OpraHM3aumm

Buabl n metoabl NJaHNPOBaHNA N KOHTPOJIA B JOKYMEHTUPOBAHHbIX ccpepax 0eaTesIbHOCTWN opraHmn3aunmn

OCHOBHblE TEXHONOT UM, METO/IbI, MPUEMbI U MHCTPYMEHTbI PaboThl CUCTEM KOMMIEKCHOW 3aLLNTHI
MHOPMaLUM AOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTY OpraHn3aLum

MepcrneKTUBbLI N HanpaBIeHNS Pa3BUTUS TEXHUYECKMX CPEACTB 3alUTbl MHPOPMALMUN LOKYMEHTNPOBAHHbIX
cthep AesTeNbHOCTY OpraHn3aLnm

OCHOBbI METOL0B U CPELACTB KOHTPOJISi OXPaHSEMbIX CBELIEHWIA, BbISIBIEHWS KaHA/I0B YTEYKM MHOPMaLUW
MpaBuna pasrpaHUyeHns nNpas LOCTYNa K LJOKYMEHTUPOBAHHBLIM Chepam AesTENbHOCTU OpraHn3aL Uy
OCHOBbI A1€/10BOV KOMMYHMKALLMK

Opyrue xapakTepucTnkm-

3.3.4. TpyLoBas pyHKUUA

HanmeHoBaHuebogxeTmpoBaHme npoueccoB LndpoBon TpaHChopMaLm JOKYMEHTUPOBAHHLIX cdep
LeAaTeNbHOCTM opraHnsauunnkon

C/04.7YpoBeHb (NoaypoBeHb) KBannhukaumnm

7

MpoucxoxxaeHne TpyaoBon yHKLMMOPUrMHaNnX3anMCTBOBaHO U3 OpuUrnHana

Kopn opurvHana
PerncTpaunoHHbIA HoMep NpoeccMoHaLHOro cCTaHhapTa

Tpynosble aenctensaCobop HeobxoaMMOW MHGOPMALMK ANS NAAHUPOBAHMS 1 BIOAXXETUPOBAHMS
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(PUHAHCOBLIX CPeacTB, TPebyLWMXCa AN LnpPoBo TpaHchopMaLUM JOKYMEHTUPOBAHHbLIX Cthep
LeATesIbHOCTM OpraHu3aumnm

MoAroToBKa JOKYMEHTOB A1 MNAaHUPOBAHMUS U BI0)KETUPOBAHUS (DMHAHCOBLIX CPEACTB, TpebytoLnxcs
A5 UMGpoBON TpaHChopMaLUy AOKYMEHTUPOBAHHbLIX Chep AesTeNbHOCTY OpraHn3aLum

CornacoBaHue (YMHaAHCOBbIX MAAHOB 1 B10AXXEeTOB, HEOOX0AMMBIX A8 Pa3BUTUS LUEGPOBOIA TpaHChopMaLnm
LOKYMEHTUPOBAHHbIX Chep AeaTeNIbHOCTY OpraHmn3aLmnm

KOHTpPOJ/Ib TEKYLLIEr0 NCMOSHEHWUS (PUHAHCOBLIX MAHOB 1 B104)KETOB Pa3BUTUS LMGPOBOI TpaHChopMaLmm
LOKYMEHTUPOBAHHbIX Chep LeAaTeNbHOCTM OpraHu3auum

OnpefeneHne puckoB B10AXKeTUPOBAHMS NPOLLECCOB LG POBOI TpaHCHOPMaLMN LOKYMEHTUPOBAHHbIX
cep fedATeNbHOCTM OpraHm3aumnn

KOHTpOJIb (DMHAHCOBBIX NOKa3aTesien LMppoBon TpaHCopMaL M 4OKYMEHTUPOBAHHbIX chep
[eATesIbHOCTM OpraHu3aumnm

YnpaBneHne nameHeHMaMn 6104)KETOB NPOLECCOB LMMPOBON TPpaHCHOPMaL MK JOKYMEHTUPOBAHHbIX cdhep
LEeATesIbHOCTM OpraHu3aumnm

CornacoBaHue 0T4eTOB 06 MCNOAHEHUN (DUHAHCOBLIX NAAHOB U 6104XXETOB LMGPOBON TpaHChopMaLnm
LOKYMEHTUPOBAHHbIX Chep AEATENbHOCTM OpraHm3aumnm

HeobxouMble yMeHUAMCNONbL30BaTh CNeLaNM3npoBaHHoe NporpaMmMHoe obecrneyeHune ans (UHaHCOBOro
NJaHNPOBAHWS 1 BIOOXXETMPOBAHMS LIMGPOBOI TpaHCchopMaLUn JOKYMEHTMPOBAHHbIX Chep AesTeNbHOCTY
opraHusauum

MpoBOANTL MOHUTOPWHI MH(OPMALIMN ANS NAAHUPOBAHNS U 610 4)KeTUPOBaHNS (DUHAHCOBLIX CPEACTB,
Tpebytowmnxcs aas unudpoBoi TpaHchopMaLm JOKYMEHTUPOBAHHbLIX Chep AesTebHOCTY OpraHun3aLmnm

dopMUpoBaTb NPEAJIOKEHNSA MO NOKa3aTENAM 0CBOEHNS (PMHAHCOBbLIX CPeACcTB B LM(POBON
TpaHchopMaLnmn LOKYMEHTUPOBAHHLIX chep AedATeNbHOCTU opraHu3aumnm

MpoBOAUTE MOHUTOPUHT (haKTUYECKUX U 3anaHNPOBaHHbLIX (PMHAHCOBLIX Pe3yNbTaToOB AeATeSIbHOCTY Mo
uMdppoBoM TpaHChopMaLMN 4OKYMEHTUPOBaHHLIX chep AeATeNbHOCTN OpraHmM3aunm

Heobxogumble 3HaHMAMaTeEMaTMKO-CTaTUCTMYECKUE METOAbI 06p860TKM nHopmaumnm

MeToAbl OLLEHKN (DMHAHCOBLIX BIOXKEHWIA B MPOEKTbI LUPOBOMA TpaHCHOPMaLMKN [OKYMEHTUPOBAHHbIX
cep fedATeNbHOCTM OpraH3aumnm

MopsiAOK 1 CPOKM COCTaBJIEHNS OTHETHOCTY Mo BI0KETNPOBAHUIO (PUHAHCOBbLIX CPEACTB ANS LUDPOBOWA
TpaHCcHOpMaLMN [OKYMEHTUPOBAHHbIX Chep AeATENbHOCTU OpraHmn3aLmum

BO3MOXXHOCTU NMPUMEHEeHs BbIYUCANTENBHOW TEXHUKW 15 BbIMOJHEHWUS aHan3a BloaxeTa

MeToAbl UAEHTUMUKALMM, aHAM3A U OLLEHKN PUCKOB LU(MPOBON TpaHCHopMaLmn 4OKYMEHTUPOBAHHbIX
chep neAaTenbLHOCTM OpraHmnsauum

MeToabl hOPMNPOBaHNS 1 KOHTPONA Bloa)xeTa NPOeKTOoB LNGPOBOM TPaHCHOPMaLIUN JOKYMEHTUPOBAHHbIX
chep 0eATesIbHOCTU opraHmn3aumnm

MeTonbl aHanM3a CpI/IHaHCOBO-XO3FII7ICTBeHHOI7I 0eAaTeNbHOCTN OpraHn3auunmn

JlokanbHble HOPMaTUBHbIE aKTbl OPraHM3aL Uy No NAaHUPOBaHMIO U 610 4XKETUPOBaHNIO LLMGPOBON
TpaHcdopMaLMKN JOKYMEHTUPOBAHHbIX Chep AEATENbHOCTU OpraHn3aLum

MeTOANKYM BbISIBNEHNS OTKJIOHEHWI (haKTUYeCcKnx nokasaTenen bogxeTa npoekTa LUdpoBoii
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TpaHCcdopMaL MM LOKYMEHTUPOBAHHLIX CPep OeATeSIbHOCTM OpraHn3aLuny oT MJIaHOBbIX
[pyrue xapakTepucTuku-

3.3.5. TpynoBas (hyHKLNA

HanmeHoBaHmellnaHpoBaHWe MEPONPUATMIA MO BOCCTAHOBAEHMIO 1 06eCneyeHnto
KaTacTpohoyCTONYMBOCTU CTPYKTYPUPOBAHHBIX AaHHbIX N MeTafaHHbIX 4OKYMEHTUPOBAHHbIX Cdhep
LesTenbHOCTY opraHunsauunKkon

C/05.7YpoBeHb (NoaypoBeHb) KBaangukaumum

7

MpouncxoxxaeHne Tpynoson hyHKUMMOpUrnHanX3anMCcTBOBAHO U3 OpurnHana

Kopn opuruHana
PerncTpauunoHHbIn HoMep NpodecCcnoHaNLHOr0 CTaH4apTa

Tpynosble aencTeusPa3spaboTka CTpaTernm KatacTpooyCTONYNBOCTY CTPYKTYPUPOBAHHBIX AAHHbIX 1
MeTalaHHbIX 4OKYMEHTMPOBAHHbIX Chep AEATENbHOCTY OpraHn3aLmm

OueHka yrpo3 un yﬂ3BI/IMOCTeIZ CTPYKTYPUPOBAHHbLIX AaHHbLIX N MeTaJaHHbIX JOKYMEHTUPOBAHHLIX chep
0eATesIbHOCTUN OpraHn3aumnmn

Ha3HayeHMe NpUopuTETOB /19 BOCCTAHOBEHWUS CTPYKTYPUPOBAHHBIX [aHHbIX AOKYMEHTUPOBAHHbIX Cep
NeaTeNbHOCTW cpeaun 6U3HeC-NPOLIECCOB U X NOAIEPXKKU

CocTaBNEHUE NEPEYHS NMPEBEHTUBHLIX MEp A5 NOAAEPXKAHUS HENPEPLIBHOCTU (PYHKLIMOHMPOBAHUS
CUCTEM AOKYMEHTUPOBAHHbIX Chep AeATENbHOCTY OpraHM3aLmnm

Pa3paboTka nniaHa obecnevyeHnss HENPEPbLIBHOCTU PYHKLIMOHMPOBAHMUS CUCTEM [OKYMEHTUPOBAHHLIX chep
0eATeNbHOCTN OpraHn3aLmn

Pa3paboTka cLeHapueB BOCCTAHOBIEHNS CTPYKTYPMPOBAHHbIX JaHHbIX [LOKYMEHTUPOBAHHbIX chep
NEeATeNbHOCTY, NPUIOXKEHUI, ceTel 1 paboyunx cpel, KOHeYHbIX NoJib30BaTeNe B ciyyae cbos nam aBapuu

MpoBeaeHne MHCTPYKTaXka paboTHMKOB opraHu3aLmm no naaHy AeicTBuUi B ciydae cbos uav aBapum
CUCTEM AOKYMEHTUPOBAHHbIX Chep AeATENbHOCTY OpraHM3aLmm

MpoBeneHne MeponpusaTiA Mo PeryaspHoOMy TECTUPOBAHUIO 1 COrlacOBaHHOW NOAAEPKKE CUCTEM
LAOKYMEHTUPOBAHHbIX Chep AeATeNbHOCTM OpraHm3aumm

MpoBeneHne aKTyann3auuy niaHa u cueHapues obecneyeHns HENPEPbIBHOCTY (YHKLMOHNPOBAHMS CUCTEM
NOKYMEHTUPOBAHHbIX Chep AeATeNIbHOCTY B CBSA3M C U3MEHEHUAMY B OpraHn3aLunm

OnpefeneHune 1 cornacoBaHue 06A3aHHOCTEN LOMKHOCTHBIX UL, U MJaHOB AENCTBUN CTPYKTYPHbIX
noapasaeneHuii B Cnyvyae asapum nam cbos cMctem JOKYMEHTUPOBAHHBIX Chep AesTeNIbHOCTH

Heobxonnmele yMeHUsTNaHWpoBaTh AEATENLHOCTbL MO PELUEHNIO MPaKTUYECKMX 3aaad, Tpebyrowmx
CaMOCTOSTE/IbHOr0 aHaM3a CUTyaLnn 1 ee U3MeHeHVN A9 BOCCTaHOBEHNS 1 obecneyeHns
KaTacTpPooyCTONYNBOCTU CTPYKTYPUPOBAHHBIX JAaHHbIX N METaAaHHbIX LOKYMEHTUPOBAHHBIX Chep
LEeATENbHOCTY

MpoBOAUTL MOHUTOPWHT, MPOrHO3MPOBaTb U OLEHMBATb PUCKM B @BTOMaTU3MPOBAHHbIX CUCTEMAX
LOKYMEHTUPOBAHHLIX Chep AeATENbHOCTY OpraHmn3aumnm

Pa3pabaTbiBaTbh TUMOBbIE CLIEHAPWMN BOCCTAHOB/IEHNS CTPYKTYPUPOBAHHLIX JaHHbIX U METadaHHbIX
NOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTY OpraHn3aLum

MnaHnpoBaTb AENCTBUSA CTPYKTYPHbIX NoApa3aeneHnii no obecneveHmnto KatacTpohoyCTONYMBOCTH
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CTPYKTYPUPOBAHHbIX A@aHHbIX N METaAaHHbIX JJOKYMEHTUPOBaAHHbIX Chep AEATENIbHOCTM OpraHun3aLun

FOTOBWTb NOKaJibHble HOPMATUBHbIE aKTbl M METOAUYECKUE AOKYMEHTbI B 061acTh obecneyeHuns
KaTacTpooyCTONYNBOCTY CTPYKTYPUPOBAHHBIX AaHHbIX N METaAaHHbIX JOKYMEHTMPOBaHHbIX Cdhep
AesTENbHOCTU OpraH13aLmum

Heobxoamnmble 3HaHMA3aKOHOLaTe/IbHbIE N HOPMaTMBHbIE NMPaBOBbIE akTbl Poccuiickon ®epepaumm B
obnacTy YpesBblHalHbIX CUTYaLNiA, LMDPOBON TpaHChopMaLMm

MeToabl 1 CpeACcTBa BOCCTAaHOB/IEHMS PaboToCNOCOBHOCTM MPOrpaMMHO-anmnapaTHbIX CPeACTB
VH(MOKOMMYHUKALIMOHHON CUCTEMbI [JOKYMEHTUPOBAHHbIX Chep AeATebHOCTU OpraHn3aLmumn

ANropuTMbl OLIEHKN PUCKOB MH(OPMALIMOHHBIX CUCTEM [0KYMEHTUPOBAHHbIX Chep AedATeNbHOCTH
opraHu3auum

TexHUYecKne XapakTePUCTUKUN, KOHCTPYKTUBHbLIE 0COOEHHOCTW, Ha3HAYeHMe U NPaBKUIa SKCNIyaTaLum
CPeAcCTB BbIYNCANTEbHON TEXHUKU, KOMMYHUKALWUIA U CBA3W JOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTY
opraHm3auum

MepenoBO 0TEYECTBEHHbIN 1 3apybeXxHbI OMbIT Mo Npoueccam, MeToaM, MHCTPYMEHTaM aBapuinHOro
BOCCTAHOBJ/IEHUS MH(OPMALMOHHO-TEXHOIOMMYECKNX CEPBUCOB JOKYMEHTNPOBAHHbIX C(hep AesTebHOCTY
opraHmsauum

MON0XEHUS U MHCTPYKLUM MO PacciieAoBaHNIO 1 YYETY aBapuid, TEXHOIOMMYECKUX HapyLLEHW,
HeCYaCTHbIX CJlyYaeB Mo BUAAM AOKYMEHTMPOBAHHLIX Chep AesTeNbHOCTU OpraHn3aLum

MopsiAOK B3aMMOAENCTBISA NOApa3AesieHNiA B ClyYae BO3HNKHOBEHWS HECTaHAAPTHBIX U YPe3BblHaNHbIX
CUTYaLMA B OKYMEHTUPOBaHHbIX CPepax AesTeNIbHOCTY OpraHu3aLunm

OpraHn3alynoHHas CTPYKTYpa 1 puanasibl opraHmsauum
BusHec-npoueccs! 1 NopsAAoK B3aMOAENCTBUSA CTPYKTYPHbIX NoApasfesieHnin B opraHu3aunm
MpaBuna 1 cTaHZapThl 3aWUTLl UHOPMaLUK

OCHOBbI U MPUHLIMTBI MOBbILLEHNS CTaOUSILHOCTY U HAAEXHOCTW (OYHKLUOHUPOBAHNS MHDOPMALIVOHHOA
MHPACTPYKTYPbl AOKYMEHTUPOBAHHLIX Chep AeATENIbHOCTU OpraHn3aLun

MepeyeHb METPUK, MOATBEPXKAAIOLINX YCNELWHOCTb NPorpaMmM obecrnevyeHns HernpepbIBHOCTY
LNOKYMEHTUPOBAHHBIX Chep AeATeNbHOCTM OpraHM3aLmm

TpeboBaHMA 0XpaHbl TPyAa 1 NoXKapHoW 6e30nacHoCTH
[pyrve xapakTepucTukun-

3.3.6. TpynoBas hyHKLNA

HanmeHoBaHnePa3paboTka NoANTUKKM 06paboTKM 1 3alnTbl KOHDUAEHUMANbHBIX CTPYKTYPUPOBaHHbIX
JaHHbIX N MeTaAaHHbIX LOKYMEHTMPOBaHHbLIX Cpep AesTENbHOCTM opraHn3aunnkon

C/06.7YpoBeHb (NoaypoBeHb) KBangmrKaumnm
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MpouncxoxxaeHrne Tpynoson hyHKUUMOpUrnHanX3anMCcTBOBaAHO U3 OpuUrnHana

Kopn opurvHana
PerncTpauunoHHbI HoMep NpodeCcCMoHabHOro CTaHaapTa

TpynoBble AeNCTBUSBLISBNEHNE TeKyLWwMX noTpebHOCTen opraHn3aumm B 0bpaboTke 1 3awute
KOH(UAEHUMANbHBIX CTPYKTYPUPOBAHHbIX JaHHbIX M MeTaAaHHbIX LOKYMEHTUPOBaHHbIX cep
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neAaTeNbHOCTU OpraHn3aunmn

Pa3paboTka, cornacoBaHme 1 Nepuoanyeckas akTyannsauns noanTuku obpaboTkn 1 3aLnThbI
KOH(MAEHUMNANbHBIX CTPYKTYPUPOBAHHbIX JaHHbIX U MeTagaHHbIX LOKYMEHTUPOBaHHbIX Cep
AEATENbHOCTY OpraHn3aLun

Pa3paboTka NI0KaJIbHbIX HOPMATUBHBLIX aKTOB U METOAMYECKUX NOKYMEHTOB M0 pPeann3aLny NoanTukn
06paboTKM 1 3aLNTbl KOHPMAEHLMANBHBIX CTPYKTYPUPOBAHHbIX AaHHbIX U MeTadaHHbIX
AOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTI OpraHn3aLum

KOHTPO/b BbINOSHEHUS TpeboBaHMA NOANTUKIN 06pabOTKM 1 3aLNTbl KOHMAEHUMANbHbBIX
CTPYKTYPVPOBAHHbIX AAHHbIX 1 MeTaAaHHbIX JOKYMEHTUPOBaHHbLIX Chep AesATeSIbHOCTY OpraHn3aunm

Heobxoavmble ymeHnsOnpenensTb TpeboBaHNsa K pa3paboTke IOKabHbIX HOPMATUBHBIX aKTOB 1
MeTONYECKMX AOKYMEHTOB No 06paboTke 1 3alunTe KOHDUAEHUMANbHBLIX CTPYKTYPUPOBAHHLIX AaHHLIX 1
MeTafaHHbIX [JOKYMEHTUPOBaHHbIX Chep AeATEeSIbHOCTM OpraHu3aLmm

Onpenensatb TpeboBaHNsa K obecnevyeHunto NHHOPMaLMOHHON 6€30MacHOCTU U KOH(UAEHUMANbHOCTH
CTPYKTYPUPOBAHHbIX AaHHbIX U METaaHHbIX JOKYMEHTUPOBAHHbIX Chep AesTeNIbHOCTY OpraHn3aLnm

OueHMBaTb N KOHTPOIMPOBaTb KAaYecTBO MpoLiecca yrpaBieHUs MHPOPMaLVOHHO 6e30MacHOCTbIO 1
KOH(IMAEHLUMANBHOCTbIO CTPYKTYPUPOBAHHbIX AaHHbIX M MeTafaHHbIX [OKYMEHTUPOBAHHbIX Cdhep
LEeATeNbHOCTN OpraHun3aLmm

MpoBOANTL MOHUTOPWHI CUCTEMbI 06PabOTKMN 1 3aLUNTbI KOHMMAEHLUMAbHBIX CTPYKTYPUPOBAHHbIX AaHHbIX
1 MeTaZaHHbIX LOKYMEHTUPOBAHHbLIX Chep AeaTesbHOCTM OpraHM3aumm

Heobxogumble 3HaHMA3aKoHO4ATENbHbIE U HOPMATMBHbIE MPaBOBble akThl Poccuinckon ®epepaumm B
obnactn nHhopMaumm, MHPOPMALMOHHBIX TEXHONOTMIA 1 3aLUNTLI MHPOPMALIUK, NEPCOHANbHbBIX AaHHBbIX,
LUmdpoBon TpaHchopMaLum

TpeboBaHWs K MHGHOPMALIMOHHOM 6e30MacHOCTU JOKYMEHTUPOBaHHbIX Chep AesTeNbHOCTU OpraHm3aLmnm

MpUHLMMbI NOBbILLEHWS CTAaBUNIBHOCTY U HAAEXHOCTU DYHKLUMOHUPOBAHNA NHADOPMALIMOHHOW
NHPACTPYKTYPbl AOKYMEHTMPOBAHHbIX Chep AeATENbHOCTU OpraHn3aLum

MPUHLMMNBI (YHKLMOHWPOBAHNSA CUCTEM 3/1IEKTPOHHOI0 AO0KYyMeHToobopoTa

OCHOBbI @aHa/M3a 1 ONTUMM3ALMUN NPOLLECCOB MH(OPMALIMOHHOTO 0OMeHa CTPYKTYPUPOBAHHBLIMU AaHHbLIMK
LNOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTY OpraHn3aLmum

MopanoK NOCTAaHOBKY 3a4a4 AOKYMEHTUPOBaHHbLIX Chep OeATesIbHOCTU OpraHu3auunm, nx aaroputMmsanmsa

MpaBuaa COCTABMAEHUS TEXHUYECKNX 3afaHUI Ha pa3paboTKy 1 MOLEPHM3ALIMI0 aBTOMATN3MPOBAHHbIX
MHOPMALIMOHHbBIX CUCTEM [OKYMEHTUPOBAHHLIX Chep AeaTeNbHOCTM OpraHM3aumm

MopsifoK pa3paboTKy U COCTABNEHUS PersiamMeHToB pa3paboTky 1 MoAEpHM3aLMM aBTOMATN3NPOBAHHbIX
MH(OPMALMOHHBIX CUCTEM JOKYMEHTUPOBAHHbIX Chep AesATeSIbHOCTY OpraHn3aunm

JloKanbHble HOPMATUBHBIE aKTbl OpraHun3aLuy B 061aCT Ka4yecTBa OKYMEHTNPOBAHHLIX cep
NeaTeNbHOCTW OpraHn3aLmm

Opyrue xapakTepucTnkm-

3.3.7. TpynoBasa pyHKUUSA

HanmeHoBaHnePa3paboTka v BHeApeHMe cTpaTerny LMdpoBon TpaHChopMaLMm 4OKYMEHTUPOBAHHbIX
chep peAaTenbsHOCTU opraHmnsaunnkon

C/07.7YpoBeHb (NoaypoBeHb) KBangukaumum
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7
MpouncxoxxaeHne Tpynoson hyHKUUMOpUrnHanX3anMCcTBOBAHO U3 OpuUrnHana

Kopn opurvHana
PerncTpauunoHHbI HoMep NpodeccMoHasibHOro CTaHaapTa

Tpynosble gencrtemallpoBefeHne MOHUTOPUHIA MHGOPMaLMOHHBLIX aKTMBOB AOKYMEHTUPOBAHHbLIX Cep
LeATesIbHOCTM OpraHu3aumnm

MpoBeAeHe MOHUTOPUHIa 613HEC-NPOLECCOB LOKYMEHTUPOBAHHbIX Chep AeSTENbHOCTU OpraHn3aLmum

OnpefeneHune y3knx MecT UCMoJsIb30BaHNs Pa3INyHbIX MHDOPMALIMOHHBIX CUCTEM AOKYMEHTUPOBAHHbIX
cthep nesTeNbHOCTY OpraHn3aLnm

OnpefeneHne NepcnekTUBHbLIX HanpaBieHWA pa3BUTMS NPOLLECCOB LMGPOBOIN TpaHChopMaLum
LOKYMEHTUPOBAHHbIX Chep AEATENbHOCTM OpraHm3aLmm

®opMupoBaHMe cTpaTermn B 061acTi ynpaBaeHus CTPyKTYPUPOBAHHBIMU AaHHLIMU U MeTaLaHHbIMY
LAOKYMEHTUPOBAHHbIX Chep AeATeNbHOCTM OpraHm3aumm

Pa3paboTka aAMUHUCTPATMBHbIX NPOLEAYP W PETNIAMEHTOB BHEAPEHUS CTpaTeruy LndpoBon
TpaHchopMaLMN JOKYMEHTUPOBAHHbIX Chep AeATENbHOCTU OpraHmn3aLum

Pa3paboTka nnaHoB L(POBOMA TpaHCHOPMaLIMUN [OKYMEHTUPOBAHHBIX Chep AEATENbHOCTM OpraHmn3aLum

BbipaboTka NpeasioXXeHunii No TEXHUYECKUM pelleHnaM LndpoBoi TpaHCHOpMaLMn JOKYMEHTUPOBAHHbIX
cthep nesTeNbHOCTY OPraHn3aLun C aHalM30M PUCKOB 1 MPOrHO30M SKOHOMUYECKOr0 3h(eKTa OT UX
BHeApEeHMs

OueHka 3(pPeKTMBHOCTM BHEAPEHMNSA CTPaTErmm ULMMPOBON TpaHCHOPMaL MM OOKYMEHTMPOBAHHbIX cdhep
AeATeNbHOCTU OpraHn3aLmm ANa nocneayowen ee KOPPEKTUPOBKN 1 aKTyanmnsaunm

HeobxonvMble ymeHnsONpenensTb Lenn n 3afadn LmcpoBon TpaHchopMaumum AOKYMEHTUPOBAHHbLIX cdep
LeSTENbHOCTU OpraH13aLmum

MpoBOANTbL MEPOMPUSATIS MO BHEAPEHWIO CTPaTernn LMgGpoBoi TpaHCchopMaLuy AOKYMEHTUPOBAHHbIX
cep fedTenbHOCTM opraHm3aumnm

OueHMBaTb pecypchl 419 COBEPLIEHCTBOBaHNS BrsHec-npoLecca LndpoBon TpaHchopMaLum
LOKYMEHTUPOBAHHbIX Chep AeATeNbHOCTM OpraHu3auum

Pa3pabaTbiBaTbh NPenJsIOXKEHUS MO COBEPLIEHCTBOBAHWIO MPOLIECCOB 1 aAMUHUCTPATUBHBIX PEr1aMeHTOB
ynpaB/ieHnst AaHHbIMU JOKYMEHTUPOBAHHbIX Chep AeATENbHOCTM OpraHn3aLum

®opMMPOBATL CUCTEMY MOKa3aTenein sPpheKTUBHOCTY LUKBPOBOIA TPaHCHOPMALIUM AOKYMEHTUPOBAHHbIX
cthep OesTeNbHOCTU OpraHn3aLun

OB0CHOBbLIBATH C MCMOJIb30BAHNEM KOIMYECTBEHHbIX U Ka4E€CTBEHHbIX NOKa3aTenel npeaioKeHuns no
BHEZPEHMIO CTPATErMmn LMMPOBON TPAHCHOPMALIMKN 10KYMEHTUPOBAHHLIX CDEP AesATebHOCTU
opraHusauum

CocCTaBnATb NHOPMALIMOHHO-aHAIMTUYECKE AOKYMEHThI Ans 060CHOBaHUSA 3 PEKTUBHOCTN CTpaTeErnn B
obnacTn umdpoBon TpaHCHoOpMaLMM LOKYMEHTMPOBAHHbIX Chep AeATeNbHOCTM OpraHu3aLnm

Heobxogumble 3HaHMA3aKoHO4AaTENbHbIE U HOPMATMBHbIE MPaBOBble akThl Poccunckon ®epepaumm B
o0bs1acTn nHdopMaLmm, MHHOPMALMOHHBLIX TEXHOMOMIA 1 3alMThl MHOPMALIUK, MEPCOHAJIbHbLIX AaHHbIX,
umncpoBor TpaHchopMaLum
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HaunoHanbHbIe N MeXAyHapOoHble CTaHAaPThbl B 06/1aCTU yNpaBieHNs JOKYMeHTaMu, LMgpoBoN
TpaHc(opMaLMN LOKYMEHTNPOBAHHbIX Chep AeATEeIbHOCTM

MeToOMKK CTpaTern4yeckoro ynpasieHna LOKYMEHTUPOBaHHbLIX Chep AeATeNIbHOCTM OpraHu3aumm

MeToAnKM 1 cpeacTBa CUCTEMHOMO M CTPATErMY4eCKOro aHaamsa 1 naaHMpoBaHNS LOKYMEHTUPOBAHHbIX
chep 0eATesIbHOCTU opraHmn3aumnm

OCHOBbI YNpaB/ieHUst CTPYKTYPUPOBAHHBLIMW AaHHBIMU U MeTaAaHHbIMI [OKYMEHTUPOBaHHbIX chep
AesTENbHOCTU OpraHU3aLmum

OcHoBbI yrnpaBieHNA NPOeKTaMn OOKYMEHTUPOBAHHbIX cqoep neAaATesIbHOCTN opraHun3aunnm n nx
M3MEeHEeHNAMMN

TexHonornyeckme MHHOBaLMU B 061aCT NPUMEHEHUst MHPOPMALMOHHBLIX TEXHOJIOM I Ais
LOKYMEHTUPOBAHHLIX Chep AeATENbHOCTY OpraHmn3aLmnm

OTeyeCcTBEHHbIN 1 3apybexxHbIn onbIT B 061aCTW LNDPOBOMA TPAaHCHOPMaLM OKYMEHTUPOBaHHBIX cdhep
LesTENbHOCTM

MepeyeHb 1 LeneBble 3HAYEHNSA KNOYEBLIX NMOKa3aTenen 3phekTUBHOCTY B 061acTu LngpoBoN
TpaHchopMaLMmM LOKYMEHTUPOBAHHbLIX cpep AeATeNbHOCTH

Mcuxonornsa genoBoro o6LeHnsl, KOHPANKTONOI NS
9TWKa AenoBoro obLueHns
Lpyrue xapakTepucTunku-

3.3.8. TpyLnoBas (hyHKLHKA

HanmeHoBaHnePa3paboTka CUCTEMbI aHANNTUKK LINGPOBON TpaHChopPMaLM LOKYMEHTUPOBAHHbIX cdhep
LesATensHOCTY opraHunsauunKon

C/08.7YpoBeHb (NoaypoBeHb) KBaanukaLum
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MpoucxoxaeHvie TpyaoBon yHKUMMOPUrnHanX3anMcTBOBaHO M3 opUruHana

KoL opurunHana
PerncTpauunoHHbIi HoMep NpodeccMoHabHOro cTaHdapTa

Tpyanosble genctensaOnpeaeneHne 06bLEKTOB aHaM3a U LMGPOBLIX NOKa3aTesiel gas MOHUTOPUHIa
UMgpoBOM TpaHCHOPMaLIMN AOKYMEHTUPOBaHHbLIX chep AeATeNbHOCTU OpraHM3aunmn

Pa3paboTka KOHLENLMN CUCTEMBI aHANIUTUKK LUMPOBOIA TpaHCHOpMaLMK LOKYMEHTMPOBAHHbIX Ccep
LeATesIbHOCTM OpraHu3aumnm

Pa3paboTka CTPYKTYpbl OTHETHOCTM O LUDPOBON TPpaHCHOPMaLMN LOKYMEHTUPOBAHHbIX chep
neAaATeNbHOCTUN OpraHn3aunmn

Pa3paboTka SIoKaJibHbIX HOPMATUBHLIX aKTOB MO NPOBEAEHNI0 aHaNN3a LMDPOBON TpaHcdopMaLum
NOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTI OpraHn3aLum

ABTOMaTU3aLMA CUCTEMbI aHANNTUKN LMGPOBOM TPaHCHOpMaLMN 4OKYMEHTUPOBAHHbLIX cep
LeATesIbHOCTM OpraHu3aumnm

MOHWUTOPUHI YHKLNOHNPOBAHUSA CUCTEMbI @aHANNTUKK LNGPOBOIA TPaHCHOPMaLIMK LOKYMEHTMPOBAHHbIX
chep 0eAaTesIbHOCTU opraHn3aumnm

lNpoBeneHue MepOl'IpI/IﬂTI/II7I Mo CoBePLUEHCTBOBAHNIO CUCTEMbI aHAJIUTUKN LI,I/ICl’)pOBOIZ TpaHcgopmaummn
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NOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTI OpraHn3aLum

MOHUTOPVHI pe3y/ibTaToB NPOBEAEHNS MEPONPUATUI MO COBEPLUEHCTBOBAHMIO CUCTEMbI aHAINTUKM
LUMPOBOIA TPaHCHOPMALIMUN LOKYMEHTNPOBAHHbIX Chep AeATESIbHOCTM OpraHu3aLmm

Heobxonumble yMeHUSYNPaBasTb OOKYMEHTaMM OpraHu3aunn ¢ NpUMeHeHeM aBTOMATN3MPOBAHHbIX
CUCTEM aHaANINTUKU LMGPOBOI TpaHChOoPMaLUM AOKYMEHTUPOBAHHbLIX Chep AesTeNbHOCTY OpraHn3aLum

Pa3pabaTbiBaTbh TPeboBaHMS K pe3ynbTaTaM aHaIUTNYECKOr0 NCCeA0BaHNS LdPOBO TpaHChopMaLmm
NOKYMEHTUPOBAHHbLIX Chep AesTeNbHOCTU OpraHn3aLuy B COOTBETCTBIM C CYLLECTBYIOLWUMU
perfaMeHTamu opraHu3aLum

Micnonb3oBaTb METOLOJIOMMYECKYIO U TEXHOIOMMYECKYI0 UHPPACTPYKTYPY AJ15 BbINOJIHEHUS aHanm3a
uMdpoBoM TpaHChHOPMaLMN JOKYMEHTUPOBAHHbLIX chep AeATENbHOCTN OpraHM3aunmn

MpoBOANTb aHaNN3 CTPYKTYPUPOBAHHbIX AaHHbIX B COOTBETCTBIM C TPeBOBaHMAMU LMGPOBON
TpaHCchOpMaLMN LOKYMEHTUPOBAHHbIX Chep AeATENbHOCTU OpraHn3aLum

MpoBOANTbL CPABHUTENbHBIN aHaN3 1 BbIGOP METOAOB U METOAMK aHaAU3a LUGPOBOIA TpaHChopMaLm
NOKYMEHTUPOBAHHbIX Chep AeATeNIbHOCTY OpraHn3aLnm

CoCTaBNsATb PEKOMEHAALIMMN MO NCMOJb30BaHNI0 METOJ0B 1 METOAUK aHaM3a LndpoBo TpaHChopMaLmm
NOKYMEHTUPOBAHHbIX Chep AesTeNbHOCTI OpraHn3aLum

Heobxoamnmble 3HaHMA3aKOHOLaTE/IbHbIE U HOPMATKBHbLIE NPaBOBbLIE aKTbl Poccuinckon ®epepaumm B chepe
yrnpaBaeHus LOKYMeHTaMu, LMMPoBOoi TpaHchopMaLuum

HaunoHanbHble N MeXAyHapoHble CTaHAapPThLl B 06/1aCTU yrpaBaeHs JOKYMEHTaMM

Coflep>KaHune 1 Nocne10BaTeIbHOCTb BbINOJHEHUS 3TANoOB aHaIMTNYECKOr0 NPOEKTa AOKYMEHTUPOBAHHbIX
cthep AesTeNbHOCTY OpraHn3aLnm

CTaHaapThl onMcaHns 6r3Hec-NpPoLEeccoB AOKYMEHTUPOBAHHbLIX Chep AesTeNbHOCTI OpraHn3aLum

MeTogmonorumn pa3paboTky Moaenei npeaMeTHoOM 061acTu, METOLOIOr UM TECTUPOBAHNS
NOKYMEHTUPOBAHHbIX Chep AeaTeNIbHOCTY OpraHn3aLnm

OCHOBbI METOA0B UHTE/IEKTYasIbHOrO aHan3a AaHHbIX, CTaTUCTUKK, MOLEMPOBAHMNS, MALLUMHHOMO
06y4eHNs N UCKYCCTBEHHOIO MHTENJ/IEKTA B OKYMEHTUPOBAHHBIX Chepax AesTeNbHOCTY OpraHu3aumum

OCHOBbI METO[I0B U MHCTPYMEHTA/IbHbIX CPEACTB aHan3a, NOAX0bl K UX BHEPEHWIO B
NOKYMEHTUPOBAHHbIX Chepax AeATebHOCTM OpraHmn3aLmun

TexHoNorna aHasm3a faHHbIX 4OKYMEHTUPOBAHHBIX Chep AeATENbHOCTM OpraHm3aumm
TexHOoNorna MeXXIM4YHOCTHOW 1 TPYNMnoBON KOMMYHMKALWUW, OCHOBbI KOH(IMKTONOT UK
OcHOBbI aHaM3a 60/1bLWNX OaHHbIX [OKYMEHTUPOBAHHbLIX Chep AeATENbHOCTY OpraHu3aummn
OCHOBbI TEOPETUYECKOW 1 NPUKJIAaAHON NHHOOPMATUKN

TeopeTnyeckne 1 NprkiagHble 0CHOBLI aHaM3a CTPYKTYPUPOBAHHBIX AaHHbIX AOKYMEHTUPOBAHHbLIX Cdep
NeaTeNbHOCTW OpraHn3aLmm

OCHOBbI 6V13HEC-MHTENIEKTA, TUMbl CUCTEM BU3HEC-MHTENNIeKTa B [LOKYMEHTUPOBaHHbIX chepax
AEeATEeNbHOCTN OpraHu3aLmm

Tunbl aHann3a faHHbIX, BUAbl aHAIMTUKWN SOKYMEHTUPOBAHHbIX Chep AedATeNbHOCTN OpraHun3aLmnmn

CTaHﬂ,aprI npoeeneHnAa aHaam3a aHHbIX OOKYMEHTUPOBAHHbBIX cq)ep 0eATENIbHOCTN OpraHn3aumnn
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MeToAbl MHTEPMPETALMNA 1 BU3Yyann3aLMn JaHHbIX JOKYMEHTUPOBAHHbLIX chep AeaTesbHOCTM OpraHM3aumm

MeTofbl pa3paboTKM OTYETHON aHAMTUYECKOW [OKYMEHTALNUN AN AOKYMEHTUPOBAHHLIX Chep
LEeATENbHOCTW OpraHn3aLmm

[pyrune xapakTepucTuku-
IV. CBeneHmnsa 06 opraHmnsaumsax - paspaboTymkax npodeccnoHanbHOro cTaHaapTa

4.1. OTBETCTBEHHAs OpraHM3auns-pa3paboTymk

HM "HaunoHanbHas accoumauma orCHbIX CNeLNanncToB N agMUHUCTPATMBHbIX paboTHMKOB", ropoa
MockBa

OupekTopXntocHesa JllogMua lNeTpoBHa

4.2. HaumeHoBaHMa opraHn3aumnin-pa3paboTynkos

1A0 "UT 3kcnepT", ropog Mocksea

2000 "1C", ropog Mocksa

3000 "Takckom", ropon MockBsa

4000 "UeHTp 3KCnepTussl U cepTugmkaumm”, ropos Mockea

5000 "3kcnobaHk", ropog MockBa

6Poccunckumn cotos UT-gupekTopos, ropod Mockea

7Orb0Y BO "PoccuMncknii rocyAapCTBEHHbIN FyMaHUTapHbIA yHUBepcuTeT", ropod Mockea
8®I'BINOY "Konnepgx MUL, Poccun", ropog Mocksa

1 ObLLepOCCHMIACKII KnacCudrKaTop 3aHATUR.

2 0O6LLepoCCMnCKMn KnaccuukaTop BUAOB SKOHOMUYECKON AeATENbHOCTH.

3 ®epepanbHbI 3aK0H 0T 27 nions 2006 roga Ne 149-03 "O6 nHpopmaLmmn, MHPOPMaLMOHHbIX
TexHoJIornsx u o 3awmute nHdopmauun" (CobpaHue 3akoHogaTenbcTBa Poccuiickon Peaepaunu, 2006, Ne
31, cT. 3448; OdhwmLmanbHbIn MHTEpPHET-NOPTan NPaBoBoON MHGopMaLuy (www.pravo.gov.ru), 9 mapta 2021
r., Ne 0001202103090041).

4 MNocTaHoBneHmne MpaBuTenbcTBa Poccminckon ®epepaumm ot 16 ceHTabps 2020 Ne 1479 "0O6
yTBEpXAeHumn MNpaBua NpoTMBONOXKaPHOro pexxnma B Poccuiickon Pegepaunn” (CobpaHne
3aKoHofaTenbCTBa Poccuinckon deaepaunm, 2020, Ne 39, cT. 6056).

5 MocTaHoBneHne MuHTpyaa Poccumn, MuHobpasosaHus Poccum ot 13 aHBapsa 2003 r. Ne 1/29 "Mopagok
0byyeHuns No oxpaHe TpyAa 1 MPOBEPKM 3HAHMIN TpeboBaHMI o0xpaHbl TpyAa paboTHNKOB opraHu3aumin”
(3aperuncTpupoBaHo MuHiocTom Poccum 12 despanst 2003 r., pernctpaumoHHbiin Ne 4209), ¢ M3MeHeHMAMN,
BHECEHHbIMW Npuka3zoM MuHTpyna Poccun, MuHobpHayku Poccum ot 30 Hosi6pst 2016 Ne 697H/1490
(3apernctpmpoBaH MuHiocTom Poccum 16 nekabps 2016 r., perncTpaunoHHblin Ne 44767).

6 ELVHBIN KBaNU(UKALMOHHBIA CPABOYHWK LODKHOCTEN PyKOBOAUTENEN, CNEeLnannucToB 1 Cay>KaLlmX.

7 ObwepocCcMncKun knaccudukaTop npodeccuii paboymx, 4OMKHOCTEN CNyXalMX 1 TapuHbIX pa3psaoB.
8 ObLepoccninckuin knaccudukaTop cneunanbHOCTeNn No 06pa3oBaHuIo.
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