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I. O01Me cBejeHUA

YrpaByieHHe 1 UCT0/Ib30BaHue LU POBOM TpaHCPOPMALIMK 10KYMEeHTUPOBAHHBIX 07.013
cdep eATeIbLHOCTH OpraHU3alvu
(HanMeHOBaHHe BUZa IPOdeCcCHOHATBEHOM e TeTbHOCTH) Kog,

OcHoBHas 11e/1b BU/ja TTpo(eccoHaIbHOM esiTe/IbHOCTH:

Ob6ecrieuennie 3peKTUBHOTO yripaBieHUs: U(POBOY TpaHChOpPMalLrel JOKYMEeHTHPOBAHHBIX Cdep
JlesiITe/IbHOCTU OpraHu3aliiu 3a CYeT MUCI0/b30BaHUsl COBPEMEHHbBIX TEXHOJIOTUM M aHa/n3a JaHHbIX

['pynmna 3aHATHII:

1213 PykoBoauTenv B obsiactu onpesienienus: | 1219 Ynpagsitoiie GUHAHCOBO-
TOJIMTUKU Y TIJTAHUPOBAHUSA 5KOHOMUYECKOW U a/IMUHUCTPAaTUBHOU
JlesATe/IbHOCTH JlesATe/IbHOCTBIO, He BXO/SILIeE B

JIpyTye TPyIIbl

3343 AJMUHHCTPaTUBHBIN U UHOU - -
WCIIO/THUTE/IbHBIM CpeHeTeXHUUeCKUN
repcoHasn

(xoz OK3) (HavMeHOBaHUe) (xozm OK3) (HauMeHOBaHUe)

OTHeceHue K BU/laM 95KOHOMUYECKOW JesiTe/IbHOCTHU:

\91.01 ‘,[[eHTEJIbHOCTb OubIMOTEK U apXUBOB




63.11 HesitenbHOCTB TI0 00pabOTKe AAHHBIX, TTPeJOCTaBIeHHe YCIIYT TI0 Pa3MellieHHto0 MHPOpPMaLiu 1
CBSI3aHHAs1 C 3TUM [JIeSITe/IbHOCThb

(xog OKB3/) (HaMeHOBaHUe BHA SKOHOMUUECKOM /1eATeTbHOCTH)




II. Onucanue TPyAOBBIX (DYHKIHI, BXOAAIINX B MPo¢eccHoHAMbHBIN cTaHAApT (PyHKIHOHA/IbHAsA KapTa BHAA
npodeccCHoOHATBHOM IeATe/TbHOCTH)

O600111eHHBIe TPYA0BbIe HYHKLIUN TpyzoBble QYHKIMU
YPOBeHb
Ko YPOBeHb (moxypoBeHb
HavMeHOBaHUe KBa/M(uUKalj HavMeHOBaHue KOJ, )
A 14151 KBa/M(uKaLll
15151
A | TexHomornueckoe COMPOBOXAEHHE 5 Npentrdukaiys v u3BneueHre CTPYKTYPUPOBaHHbBIX IaHHBIX U A/01.5 5
11 poBoM TpaHCchopMaLu MeTa/IaHHbIX JJOKYMEeHTUPOBaHHBIX c(ep JesiTe/IbHOCTH OpraHu3aLun
JIOKYMEHTHPOBaHHBIX c(ep Cucremartusalys CTPYKTYPUPOBAHHBIX JaHHBIX JOKYMEHTHPOBaHHbIX A/02.5 5
JlesATe/IbHOCTU OpraHu3aLyu cdep esTeIbHOCTU OpraHu3aLyu /1/1s1 UCTI0Ib30BaHUsI U XpaHeHHs
KoHTpoJIb 11e/I0CTHOCTH CTPYKTYPHUPOBAHHBIX JAaHHBIX U MeTaJaHHbIX A/03.5 5
JIOKYMEHTHPOBaHHBIX c(ep esaTelbHOCTH OpraHr3alyn
Yuer u obecriedeHre COXpPAHHOCTH CTPYKTYPHUPOBAHHBIX JAHHBIX A/04.5 5
JIOKYMEHTHPOBaHHBIX c(ep JesTeNlbHOCTH, pa3MellleHHbIX Ha
oduIManbHBIX caliTaX OpraHu3alyn
KoHTposb 3a co0/Tr0/[eHreM JIOKaIbHBIX MTPaBUJT yueTa ¥ COXPaHHOCTH A/05.5 5
COOOIL[EHHUH 3/IEKTPOHHOM ITOUTHI OPraHu3alin
KoHcynbTaroHHast o/ifiep>kka paboTHUKOB OpraHU3aIivy B A/06.5 5
riporjeccax 1 poBoi TpaHCchOpMaLy JOKYMeHTUPOBaHHbBIX cdep
JlesATe/IbBHOCTU
@®opMypoBaHUe OTUETHOCTH TI0 pe3y/bTaTaM L poBOi A/07.5 5
TpaHC(OopMaLy JOKYMEHTUPOBaHHBIX cep JesiTeIbHOCTU
OpraHu3saLyu
B |OpranusanuoHHOe COnpoBOXAeHue 6 Pa3paboTka MeTOAUKM OpraHU3al[ii CTPYKTYPHUPOBAHHBIX JAHHBLIX U B/01.6 6
¢ poBol TpaHCchopMaLu MeTa/IaHHbIX JJOKYMEeHTHUPOBaHHBIX c(ep [1esTelbHOCTU
JIOKYMEeHTHPOBaHHBIX cdep CTpyKTypHUpOBaHUE JaHHbIX U MeTaJJaHHbIX JOKYMEHTUPOBaHHbIX B/02.6 6
JleATe/IbBHOCTU OpraHu3aLiviu cdep JesTeIbHOCTU OpraHu3aLuu
Pa3paboTka opraHM3aI[MOHHBIX MEPOIIPUSITUM 110 00eCIIeueHU 0 B/03.6 6
NpaBOIPeeMCTBEHHOCTH CTPYKTYPUPOBAHHBIX JaHHbIX U MeTa/laHHbIX
JIOKYMEHTHPOBaHHbIX cep JesTeTbHOCTH




Omnpeenenve TpeboBaHWMA K MH(POPMAIIMOHHBIM CHCTEMaM
JIOKYMEHTHPOBaHHBIX c(ep AesaTebHOCTH M0 COXPAHHOCTU U 3all[UTe
1[1(POBOTro KOHTEHTa OpraHu3aluu

B/04.6

Pa3paboTka MeponpusTHiA 110 06ecrieueHn0 yCTOMUMBOTO JOCTYIIA K
HMH(OPMaI[MOHHBIM CUCTeMaM I0KYMEeHTHPOBaHHBIX cep
JlesiTe/IbHOCTU OpraHu3aluu

B/05.6

A MHMHHCTpUpPOBaHKeE IU(PPOBOr0 KOHTEHTA JOKYMEHTHPOBAaHHbBIX
cdep aesTeIbHOCTU OpraHu3aluu

B/06.6

PaspaboTka TpebGoBaHuii K 371eMeHTaM I10/1b30BaTe/IbCKOr0
MHTepdelica MHPOPMAaLMOHHBIX CUCTEM JOKYMEHTHPOBaHHbIX c(ep
JlesiTe/IbHOCTH OpraHu3aluu

B/07.6

dopmupoBaHKe QYHKIMOHAIBHBIX TPeOOBaHUI K CCTEMaM
Lu¢poBoi TpaHCPOPMaLK JOKYMEHTUPOBaHHBIX chep JesiTeTbHOCTU
OpraHu3sanuu

B/08.6

MeTo 1ueckoe pyKOBOZCTBO IIPOLIeCCOM LiU(ppOBOi1 TpaHC(HopMaLiu
JOKYMEHTHPOBAHHBIX cep AesTeTbHOCTH OpraHy3alin

B/09.6

XpaHeHHe Y YHUUYTOXKeHUe CTPYKTYPUPOBAHHBIX JaHHBIX U
MeTaJJaHHbIX JOKYMEHTHUPOBAHHBIX Cdep AesTeJbHOCTH OpraHu3aliu

B/10.6

Ob6ecneuenuie 3¢ deKTUBHOCTU LM POBOM TpaHCHOPMALIUK
JOKYMEHTHPOBaHHbIX Cc(ep JesTeTbHOCTA OpraHu3aliiu

B/11.6

KoHTposib 3a cobstofieHneM KOppeKTHOCTH TIPUMeHeHHs BU/I0B
3/IEKTPOHHBIX TOAMKCEeH B JOKYMEeHTUPOBaHHbBIX Chepax
JlesiITeJIbHOCTA OpraHu3aLuu

B/12.6

Ynpasnenue 1r¢poBoii
TpaHcdopmaLeit
JIOKyMEeHTHPOBaHHBIX cep
JlesITe/IbHOCTA OpraHU3aL{uu

Pa3BuTtue urdpooii TpaHchopMaly OKYMeHTUPOBAaHHBIX cdep
JlesiTe/;TbHOCTU OpraHu3aLyu

C/01.7

KoHTposnb 3a peanu3aiiyeil KOZIeKCOB 3THKU LM(POBOI
TpaHCc(hopMaluy JOKYMEHTUPOBAaHHBIX cdep JesiTeIbHOCTU
OpraHu3aIyu

C/02.7

KoHTposib 3a cobsitoZieHreM TipaB Ha MCIO/Ib30BaHue UH(OpMaLIH
JIOKYMEHTHPOBaHHbIX C(ep JesTe/lbHOCTH OpraHu3aliu

C/03.7

BroxeTrpoBanue nporieccoB LU poBoi TpaHChOpMaL1
JIOKYMEHTHPOBaHHbIX c(ep JesTelbHOCTA OpraHu3aliiu

C/04.7

HJ'IaHI/IpOBaHI/Ie MEPOHPI/IHTI/If/i 10 BOCCTAHOBJIEHUIO U 00€CTIeUeHHIO

C/05.7




KaTacTpoh0yCTOMUMBOCTU CTPYKTYPUPOBAHHbIX JaHHBIX U
MeTa/IaHHbIX JOKYMEHTHUPOBAHHBIX cdep AesTe/IbHOCTU OpraHu3al[uu

Pa3paboTka rmomTHKY 00pabOTKH 1 3aIUThI KOH(PHIeHI[HaTbHBIX C/06.7
CTPYKTYPHUPOBAHHBIX AHHBIX U METa/laHHBIX JOKYMEHTHUPOBAaHHBIX

cdep JesTeIbHOCTU OpraHu3aLun

Pa3paboTka 1 BHeZipeHHe cTpaTeruu 1 poBoii TpaHchopMalin C/07.7
JIOKyM@HTHUPOBaHHbBIX cep AesiTelbHOCTA OpraHy3aluu

Pa3paboTka crcTemMbl aHaIUTHUKU 1M(POBOI TpaHCchopMalin C/08.7

JAOKYMEHTHPOBAHHBIX C(bep AeATe/IbHOCTHU OpPraHrW3aliin




IT1. XapakTepucTHKa 00001[€eHHBIX TPYAOBBIX (QyHKIHIA

3.1. O6o01enHas TpyaoBas pyHkius «TexHosoruueckoe conpoBoxaeHue nudpposoi
TpaHcopManuM JOKyMeHTUPOBAHHBIX cdep /eaTe/TbHOCTH OpraHu3anun»

TexHonoruueckoe COTpoBOXJeHNE
1hpoBOM TpaHCHopMaLIUU YpoBeHb

HaumeHoBaHKe up pancgopmayy Kop A P 5

JOKYMEHTHPOBaHHbIX c(ep JesaTelbHOCTU KBaM(UKALH

OpraHu3alu
IIpoucxoskaeHre 006001eHHOM 3aMMCTBOBAHO U3

P u)K’q B Opurunan X 1440
TPY/I0BOU (DyHKIUM OpHrHMHaia
Kon PerucrpaliioHHbI HOMep
OpHIMHaJ npogeccroHaIbHOrO
a cTaHzapTa

Bo3MoyKHbIe HAIMEHOBAHHUS
JO/DKHOCTeH, rpodeccuit

Crieriauct 1o 1udpoBU3aLUY JOKYMEHTALIMOHHOTO 00eCTieueHus yIipaBIeH st
CrieriasucT 1o paboTe C AaHHBIMU JJOKyMEHTHPOBAHHBIX Cdep /1esTeTbHOCTH
CrierasiicT 1o 1U¢poBU3aIuY JOKyMeHT0000poTa U paboTe C JaHHBIMU
JOKYMEHTHPOBAHHBIX Cep JesaTelbHOCTU

TpeboBanus K 006pa30BaHMIO
1 00y4eHuto

CpenHee npodeccrioHanbHOe 00pa3oBaHKe - TPOrpaMMbI TIOATOTOBKU
CreLManriCTOB CpeJjHero 3BeHa

W

Cpeanee npogeccruoHaibHOe 0bpa3oBaHue (HEePO(UILHOE) - POrPAMMBbI
MO/JrOTOBKY CIeLIMaIMCTOB CPe/IHero 3BeHa U I0T0/THUTE/ILHOe
npodeccrioHabHOe 00pa3oBaHue - MPOrpaMMBbI TIPO(deCcCHOHATBHON
Teperno/roTOBKU M0 NMpoGuII0 JesaTelbHOCTU

TpeboBaHus K OMBITY
TIPaKTHUeCKO# paboThI

He meHee oziHOTO rojia B 06/1aCTH pabOTHI C JaHHBIMKA U UH()OPMAaI[MOHHBIMU
00BeKTaMU JIOKyMEHTHPOBAHHBIX Cdep /eATeTbHOCTH OpraHU3aluy

Oco0ble yc/1oBUS OTTyCKa K
pabore

[TpoxoxaeHre oOyueHst MepaM UHPOPMAIIMOHHOW 6e30MacHOCTH U yCIOBUSIM
KOH(H/IeHIIMaIbHOCTH [esITe/IbHOCTU 10 COOTBETCTBYIOLLeH Tporpamme,
MPOXOXK/eHNe TIePBUYHOTO MHCTPYKTaKa Mo MH(OpMaI[oHHOW 6e301acHOCTH U
yCJI0BUSIM KOHOUAEHLIMATbHOCTH JesiTeJTbHOCTH

[Tpoxox/eHre 0OyueHNst MepaM T0KapHOU 0e30TacHOCTH

[Tpoxox/eHre 0OyueHUs ¥ POBePKH 3HaHUM TpeOOBaHMI OXpaHbI TPY/a

[pyrue xapakTepucTUK1

MonoHUTebHOE MPodeccHoHaTbHOe 00pa30BaHKe - MPOrPaMMbl TTOBBIILIEHHS
KBanMUKaLK 1o NMpopuIro AesiTeTbHOCTU He pexke OJJHOTO pa3a B TPU rofia

JloroyiHUTeNbHbIE XapaKTepUCTUKU

HauMeHOBaHHE /IOKyMEHTa Kox HaumeHoBaHre 6a30BOi TPYIITbI, JO/HKHOCTH (TTPOdeccri)
WY CreLaJbHOCTH
OK3 3343. AJIMUHUCTPATUBHBIA ¥ UHOW UCTIOJTHUTE/IbHBIN
CpeJHeTeXHUYeCKUI epcoHa

ETKC nwm EKC JOKyMeHTOBe[,

OKIIATP 20193 ApXVIBUCT
21792 L oKymMeHTOBe/,
26541 CrielimanmucT

OKCO 2016 2.09.02.04 WHudopmalioHHble CUCTeMbI (TI0 OTPAC/ISIM)
2.09.02.05 [TpuknagHas HPopMaTUKa (10 OTPACISIM)
7.46.02.01 JlokymeHTaI[ioHHOe obecrieueHre yIripaB/eHus U




dpXHWBOBeJEeHNE

3.1.1. TpypoBasi pyHKIMA

HaumeHoBaHue

IMpoucxosxaeHre 06001IeHHOM
TPyZAOBOM (HyHKIUH

NpenTtudukalys v u3BieueHye
CTPYKTYPHUPOBAHHBIX NAdHHBIX U YpoBeHb
PYKTYPHP A Kog | A/OLS P 5
MeTaJJaHHbIX JOKYMEeHTUPOBaHHbIX cdep KBa/M(HKALH
AedATe/JIbHOCTHU OPIrdHMU3dlIMN
3aMMCTBOBaHO U3
Opurusan 1440
OpUrvHama
Kon PerucTpaljioHHbIit HOMep
OpUrMHan nipodeccroHanBEHOTO
a CTaHgapra

TpyZoBbIe 1elCTBUS

VpeHTU(UKaLMs CTPYKTYPUPOBAHHbIX [JaHHBIX, MOCTYIAIOIIMX U3 BHEIIIHUX
VMCTOYHMKOB MH(OPMaLUH [/ JOKYMEHTHPOBaHHbIX C(ep JesaTebHOCTH
OpraHusaluu

W3BneueHre CTPYKTYpPUPOBAHHBIX [JaHHBIX U3 BHEITHUX UCTOYHUKOB
vH(pOopMaLWK /i1 JOKYMEeHTUPOBaHHBIX cdep AesiTe/IbHOCTU OpraHu3aLun

dopmupoBaHue CTPYKTYPUPOBAHHBIX IaHHBIX JOKYMEHTUPOBaHHbIX cdep
JlesITeIbHOCTU OpraHU3aL{i B COOTBETCTBUM C TPeOOBaHUSMU MeTaMO/le/n
JJAHHBIX

3arpyska CTpPyYKTYPUPOBaHHbIX /IaHHBIX JOKYMEHTHUPOBaHHBIX cdep
JlesiTeIbHOCTU OpraHu3alyy B MHGOpPMaL[MOHHbIE CUCTeMBbI (pyuHas,
aBTOMAaTH3UPOBaHHAsI WIM aBTOMaTHUyecKasl)

KOHTpO/1b KOPPEKTHOCTH 3arpy>KeHHbIX CTPYKTYPUPOBAHHBIX JaHHBIX
JIOKyMEeHTHPOBaHHBIX C(ep JesATebHOCTH OpraHv3alyy

HacTpoiika BHYTpPeHHHX CBsi3el Me>Kay MH(GOPMAL[MOHHBIMU O/10Kamu/
CTpaHMLIaMU B CHCTeMe yIpaB/IeHUs] KOHTeHTOM

HeobOxopymbie ymeHust

[Tonb30BaThCS MEpCOHATBHBIM KOMIIBIOTEPOM U ero nepudepruitHbIMU
YCTPONCTBaMU, OPTTeXHUKON

HWcnosib30BaTh Crieljiaan3vpoBaHHbIe POTPaMMHbIe TIPUIOXKEHUST U
MH(}OpPMaLIMOHHO-TeIeKOMMYHUKALIMOHHYO0 CeTb «VIHTepHeT» [i/isl BbITIO/IHEHUST
paboumx 3aziau 1udpoBoit TpaHCHOpMaIK JOKYMEHTHPOBaHHBIX chep
JlesiTeIbHOCTU OpraHu3aliu

PaboTatb ¢ 60/bIIMM MacCHBOM MHGOPMAIIMOHHBIX JaHHBIX
JIIOKYMEHTHPOBaHHBIX C(ep AesiTeTlbHOCTU

[TpumeHsTH METO/BI PAOOTHI C (hOpMaMHu, 3/1IeEKTPOHHBIMH TabMUI[aMH, JaHHBIMU
Y MeTa/laHHbIMU [JOKYMEHTHPOBaHHBIX c(ep JesATelbHOCTH OpraHu3alyn

[TpumeHsTH MeTO/IBI PAOOTHI C MH(POPMALIMOHHBIMH 0a3aMH /JaHHBIX
JIOKYMEeHTHPOBaHHbIX C(hep JiesTeJIbHOCTU OpraHnu3aLiu

PaboTaTb B rparuecKux pefakTopax

O6pabatsiBaTh pacTpOBBIe Y BEKTOPHbBIE M300paXkKeHHsT: MacIiTaOMpPOBaTh,
KaZIpUpOBaTh, U3MEHSTh pa3pelieHre 1 MajuTpy, KOMIIOHOBATb N300paskeHHsI

PaboTaTb C TEKCTOBBIM peJaKTOPOM

[TpuMeHSATb TeXHOMOTUU pa3MellieHus U repejauu uH(opmalyy B
HMH(MOPMaLMOHHO-TeIEKOMMYHHUKAI[MOHHOM ceTu «IHTepHeT» U CeTsX UHTPaHeT

Pasmeniate My/bTUMeIHHbIE 00beKTHI B MHGOPMALIMOHHBIX CHCTEMaxX

3anonHATh Be6-(hopMbl JOKYMEeHTUPOBAHHBIX chep AeaTelbHOCTH OpraHi3aljin




Hcnonb3oBaTh MMOMCKOBBIE CUCTEMBI

Heobxoaumble 3HaHUS

TexXHUKO-IKCIUTyaTal[MOHHbIe XapaKTePUCTUKU, KOHCTPYKTHUBHBIE 0COOEHHOCTH,
Ha3HaueHWe U PeXXUMbI paboThl 000PYZOBaHUsl, TIPaBU/Ia €r0 TeXHUUECKOU
9KCIUTyaTaliuu

TexHoIOrusi MeXaHU3UPOBaHHOW 00paboTKM MHPOPMAIUK JOKYMEHTUPOBAHHBIX
cdep AeATeNIbHOCTH OpraHU3aLiy

Bubl TexHUUECKMX HOCUTe el nHdopMaru

Merto/ib! KaccuUKaIU ¥ KOAMPOBAHUS UH(POPMAITUK JOKYMEHTUPOBAHHBIX
cdep esaTeNbHOCTU OpraHu3alyy

CraHZapThl, CUCTEMbI CUUC/IeHUs], IIM(POB U KOAOB JOKYMEHTHPOBAaHHBIX cdep
JlesATeJIbHOCTH OpraHu3aLyn

[TpuHLMTIBI OpraHU3ay HHHOPMALIMOHHBIX 0a3 JaHHBIX

XapaKTepuCTHUKU U pacripocTpaHeHHbIe hopMaThbl Tpaduueckux ¢aiisios

OCHOBBI KOMTIBIOTEPHOM rpaduKu, MeTO/IbI Tpe/iCTaB/IeHus U 00paboTKH
rpaduyeckoit uHbopMaru

TpeboBaHUs K XapaKTePUCTHUKaM M300pakKeHUH MPU pa3MelleH|H Ha Beb-caitax

TexHuueckre cpesictBa cbopa, 06paboOTKM 1 XpaHeHUs: HH(OpMaIuH

CTpyKTypa opraHusalyy 1 MOps/I0K pacrpeseseHus: IOJTHOMOUHN MeX/y ee
CTPYKTYPHBIMU T0/ipa3/ieNIeHrsIMU 1 JO/DKHOCTHBIMU JIMLaMU

[TpuHLMIBI pa3rpaHUueHUs MpaB JOCTyTa K MHpopMaruu, obecrieueHus
HWHGOPMaI[MOHHOM 6e301acHOCTH

[TpUHLMNBI U METO/[bI YIIOPSIJOUeHHs] CTPYKTYPHUPOBAHHBIX JAHHBIX
JIOKYMeHTUPOBaHHBIX c(hep AesaTeIbHOCTH OpraHru3aliy U NHGOPMaLMOHHBIX
ToKasaresell OpraHu3aLuu

KpI/ITepI/II/I OLIEHKW Ka4€CTBd BBITTO/THEHUA PYUHBIX 1 dBTOMATHU3WPOBAHHBIX
OHepaL[I/Iﬁ I10 I/I'Z[eHTI/ICl)I/IKaL[I/II/I " N3BJI€EHEHUIO CTPYKTYPHUPOBAHHLIX JdHHBIX WU
MeTadJaHHBIX JOKYMEHTUDOBAHHBIX chep AedATe/IbHOCTHU OPIrdHHU3adlin

TpeboBaHus OXpaHbl TPY/ja U TIOYKApHOU Oe30TacHOCTH

Oco0ble yc/ioBus OITyCKa K
paboTe

Lpyrue xapakTepuCTUKU

3.1.2. TpypoBas QpyHKIuUsA

HanmeHoBaHue

CucreMaTH3alyisi CTpyKTYPUPOBaHHBIX

IMpoucxoxxaerre 06001IeHHOH
TPY/I0BOM HyHKLIH

JAaHHBIX TOKyMEHTUPOBaHHbIX chep Ko N YpoBeHb 5
JlesiTeTbHOCTU OpraHU3alydy Jj1st A ' KBa/MQUKaLH
HCI10JIb30BaHHWA U XpPAdHEHUA
OpurnHan X 3aMMCTBOBaHO U3 1440
OpWrHMHana
Kon PerucrpaiiioHHbI HOMEp
OpWTHMHa npocecCUOHaIBHOTO
a CTaHJapTa

TpyzoBbIe felCTBUS

Knaccudukaiys v MHAeKCHpPOBaHUe CTPYKTYPUPOBAHHBIX /JaHHbBIX
JIOKYMEHTHPOBaHHbIX c(hep JiesiTe/IbHOCTU OpraHr3aLyu

cDOpMaJII/BaL[I/IH U HOpMaJ/IM3aljysi CTPYKTYPHUPOBAHHBIX [JdHHBIX
AOKYMEHTHPOBAHHBIX Cd)ep AeATeJIbHOCTHU OPIdHU3dLIUN

HOMI/IHaJIBHaH, rnpeaMeTHad M XpOHOJIOTHYeCKdsd KJIaCCI/I(l)I/IKaL[I/IH




CTPYKTYPHPOBaHHBIX JJaHHbIX JOKyMEHTHPOBAHHBIX Chep AesaTebHOCTH
OpraHu3anuu

PacripesienieHrie CTPYKTYpHPOBAHHBIX JJAHHBIX 110 HOMEHK/IaType
JIOKyMEeHTHPOBaHHBIX C(ep JesATebHOCTH OpraHv3alyy

[TpoBepKa CPOKOB ZIeMCTBUSI U XpaHeHUsI CTPYKTYPUPOBAHHBIX JAaHHbIX
JIOKyMeHTHPOBaHHBIX C(ep JesATebHOCTH OpraH13alyy

Benenue peectpa JOKyMe@HTUPOBaHHbBIX cdep AesiTe/IbHOCTH

HeobOxopymbie ymeHust [TpoBoAWTH TOTMYECKYI0 00pabOTKY CTPYKTYPUPOBAHHBIX JJAHHBIX
JIOKYMEeHTHPOBaHHbIX c(hep JiesTeIbHOCTU OpraHy3aLu

dopmupoBaTh MHPOPMALIOHHBIE 00BEKTHI U3 MPeJ0CTaB/IeHHBIX
CTPYKTYPHUPOBaHHbIX [JaHHBIX JOKYMEHTHUPOBAHHBIX Cdep AesTebHOCTH
OpraHu3aLuu

OreHMBaTh MOMHOTY U JJOCTATOUHOCTh CTPYKTYPHUPOBaHHbIX JAHHBIX
JIOKYMEeHTUPOBaHHBIX c(ep AesTelbHOCTH OpraHr3alin

Wcnonb30BaTh Crieluaau3upoBaHHbIe POrpaMMHbIe TPUIOKeHUs 1
VMH(OPMaLMOHHO-Te/IeKOMMYHUKAL[MOHHYIO ceTb «/IHTepHeT» [/1s1 BbIIIO/IHEHUS
paboumx 3azau 1udpoBoit TpaHCHOpMaIK JOKYMEHTHPOBAaHHBIX Cchep
JlesiTeTbHOCTU OpraHr3aL{uu

[TpoBOAWTH MHBEHTAPHU3aLMIO CTPYKTYPUPOBAHHBIX JJAHHBIX
JIOKYMEeHTUPOBaHHBIX c(hep ZesTelbHOCTH OpraHy3alin

dopmMUpoBaTh OTUETHOCTH 10 YUYeTy U XPaHEeHUI0 CTPYKTYPHUPOBaHHbIX JAHHBIX
JOKYMeHTUPOBaHHBIX c(hep ZesTelbHOCTH OpraHy3alin

HeobOxopumbie 3HaHUS 3aKoHO/jaTelbHbIe 1 HOPMAaTHBHBIE TIPaBOBbIe akThl Poccuiickoit deseparyy B
00/1acTy ynpaB/ieHus: JOKyMeHTaMU

3akoHO/jaTelbHbIe M HOPMAaTHBHBIE TIPaBOBbIe akThl Poccuiickoit depeparyv B
obactu nHMOpMaIK, HHPOPMAIJMOHHBIX TEXHOJIOTUM 1 3aIIUThl HHPOPMAI|H,
TepCoOHa/IbHBIX IaHHBIX, [TUGPOBOM TpaHChOpMaIn

CraHzapThl U METOAUKU OMUCaHUS, KJIaCCU(DUKALUU U UH/IEKCHPOBaHUS
CTPYKTYPHUPOBAHHBIX JJAHHBIX JOKYMEHTHUPOBAHHBIX Cdep AeATebHOCTH
OpraHU3aLuu

CraH/apThl U METOAUKU OLIEHKU KaueCcTBa CTPYKTYPHUPOBAaHHBIX JJAHHBIX
JIOKYMEHTUPOBaHHBIX c(hep /iesiTe/TbHOCTU OpraHu3aLin

CTaHAapThl U METOAWKY YIIPABIeHUs JOKyMeHTaMu

Crioco0bI crucTeMaTH3aly CTPYKTYPUPOBAHHBIX [JaHHBIX JOKYMEeHTUPOBaHHBIX
cdep fesaTeNbHOCTU OpraHu3alyn

[TpuHIMITBI OpraHu3ayy UHGOPMAI[MOHHBIX 0a3 JaHHBIX

OO11Me IPUHLUIIBI pa3rpaHUYeHUs MpaB JOCTyTa K HHpopMalyu, obecrieueHust
UH(OPMAIMOHHOW 06e301MacHOCTH

TexHuueckue cpezictBa cbopa, 06pabOTKU U XpaHeHUs! CTPYKTYPHUPOBAHHBIX
JAHHBIX TOKYMEHTUPOBAHHBIX chep AeATeTbHOCTH OpraHu3alfiu

[TpaBu/a BeZieHUsI PeeCTPOB CTPYKTYPUPOBAHHBIX IaHHBIX U MeTaJaHHbIX
JOKYMEHTUPOBAHHBIX cep AeATeTbHOCTH OpraHy3alfiu

TpeboBaHust 0XpaHbI TPY/la U TI0YKApPHOU Oe30TMacHOCTH

Oco0bble yc/ioBUS JOTTyCKa K
pabore

[pyrue xapakTepucTHUKN

3.1.3. TpypoBas pyHKIHA

Haumenosanve | KOHTPOJIb [I€/IOCTHOCTH Kog A/03.5 YpoBeHb




CTPYKTYPUPOBaHHbBIX JAHHBIX U
MeTa/IaHHBIX JJOKYMEeHTHUPOBAaHHBIX cdep KBaMUKALKT
JlessTeTbHOCTU OpraHu3aLin

IMpoucxosxaeHre 06001IeHHOM

TPyZAOBOM (HyHKLIUH

Oprunan 3aMMCTBOBaHO U3 1440
OpUrMHana
Kon PerucrpaljioHHbIit HOMep
OpUrMHasn nipodeccroHanBEHOTO
a cTaHzapTa

TpyZoBbIe 1elCTBUS

dopmupoBaHue 11e/I0OCTHOCTU CTPYKTYPUPOBaHHbBIX [JaHHBIX U MeTaZlaHHbIX
JIOKYMEeHTHPOBaHHbIX C(hep [iesTeJIbHOCTU OpraHyu3aLyu

dopmupoBaHue 11e/IOCTHOCTUA CTPYKTYPUPOBaHHbBIX [JaHHBIX U MeTaZlaHHbIX
JOKYMEHTUPOBAHHBIX c(hep AesTeTbHOCTH OpraHy3aljiy Tocsie aBapuii v c6oeB

HaxoxeHue u ¢pukcanus ¢akra coosi B pabote MHPOPMALMIOHHBIX CHUCTEM,
00pabaThIBalOIMX CTPYKTYPUPOBaHHBIE JaHHbIE JOKyMEHTUPOBAHHBIX cep
JlesITeIbHOCTY OpraHU3aLiuu

HaxoxaeHuve u ¢pukcaiusi hakrta HeCAaHKIJMOHHPOBAHHOTO YHUUTOXEHMUS,
riepeMelLeHus], UCKa)KeHHsl CTPYKTYPUPOBAHHBIX JJaHHBIX I0KyMEeHTUPOBAHHbIX
cdep esaTenbHOCTU OpraHy3alyn

Heobxomvmbie ymMmeHUst

[TpuMeHsTh aBTOMATH3MPOBAHHBIE CPe/ICTBA KOHTPOJISI COCTOSIHUS 0a3 JaHHBIX
JIOKYMEeHTHPOBaHHbIX C(hep [iesTeJIbHOCTU OpraHyu3aLu

Pa3pabareiBaTh 06a3bl JaHHBIX JOKYMEHTUPOBAHHBIX cep AesaTelbHOCTH
OpraHu3aly 1 OCYLeCTB/ISITh KOHTPOJIb UX Be/IeHUs

Co3zaBaTh CHCTeMy MHJEKCali CTPYKTYPHUPOBaHHbBIX JaHHBIX
JIOKYMEeHTHPOBaHHbIX c(hep [iesTeTbHOCTU OpraHr3aliii U UCT0Ib30BaTh ee B
VMH(OPMaLMOHHO-CIIPABOYHBIX LieJIsiX

[TpuMeHSTh A3bIKM U CHUCTEMbBI TIPOTPaMMUPOBaHKs 06a3 JaHHBIX
JIOKYMEeHTHPOBaHHbIX C(hep [esTelbHOCTU OpraHy3aLyu Ji/1s1 ONTUMU3aLuU
BBITIO/THEHUS! 3alIpOCOB

MogenrpoBaTh yrpo3bl LIe/IOCTHOCTA CTPYKTYPHUPOBAHHBIX JJaHHBIX
JIOKyMEeHTHPOBAHHBIX Ccep /lesaTelbHOCTH OpraH13alyn

Pa3spabareiBaTh NpoLieAyphl 00ecrieueHus 1{eI0CTHOCTH CTPYKTYPUPOBAaHHBIX
JIlAaHHBIX JJOKYMEHTUPOBAaHHBIX Cdep AesTeJbHOCTH OpraHu3aliu

Pa3pabaTeiBaTh persiaMeHTUPYIOLIYe JOKYMEeHTh B COOTBETCTBUH C
TpeOOBaHMSIMM HOPMATHBHBIX ITPABOBBIX aKTOB

dopmynupoBaTh TpeOOBaHMS Ha pa3paboTKy mpoleayp obecrieueHUst
1[e/IOCTHOCTH CTPYKTYPUPOBAHHBIX JJAHHBIX JOKYMEHTHUPOBAHHBIX chep
JeATeTbHOCTHA OpraHU3aL[uK

Heobxoqumble 3HaHUs

3akoHo/laTe/IbHbIe M HOPMATHBHLIE TIPaBOBbIe akThl Poccutickoit denepaiiviv B
obactu nHbOpMaly, HHPOPMAIJMOHHBIX TEXHOJIOTUM 1 3aIIUThl HHPOPMAaI|H,
TiepCoOHa/IbHBIX AaHHBIX, [TUGPOBOM TpaHChOpMaIun

3akoHo/jaTelbHbIe U HOPMaTUBHBIE TIPaBOBbIe akThl Poccutickoii Pegepariyuu B
ctepe ympaB/ieHUs1 JOKyMeHTaMU

MeToauueckre JOKYMeHTBI ¥ HallMOHAIbHbIE CTaHJapThl B 00/1aCTH yTIpaB/IeHuUs
JIOKYMeHTaMH U HUCI0/1b30BaHKsl MH(POPMaLMU B OpraHy3aLn

OcHoBHbIe TIOKa3aTe i paboTel 6a3 CTPYKTYPUPOBAHHBIX [JaHHBIX
JIOKYMEeHTHPOBaHHbIX c(hep [esTeTbHOCTU B MHPOPMALIMOHHBIX CUCTeMax
OpraHusaluu

OcobeHHOCTH peanu3allii CTPYKTYPhI JAHHBIX U YTIPaBIeHUs] MeTaZlaHHbIMU B




6a3ax [JaHHBIX JOKYMEHTUPOBAHHBIX Cdep AesaTebHOCTH OpraHu3aluu

ApxuTekTypa cucteM XpaHeHUs: 1 06pab0TKY MHGOPMALIMK ¥ BOSMOKHOCTH UX
B3aWMO/IeCTBUS

Mogenu v CTPYKTYPbI lJaHHbIX JJOKYMEHTHPOBaHHbIX C(ep AesaTebHOCTH
OpraHu3saluu

OCHOBBI SI3bIKOB U CHCTeM TPOrpaMMHPOBaHUs 0a3 JaHHBIX
JIOKYMEeHTHPOBaHHbIX C(hep [iesTeJIbHOCTU OpraHyu3aLyu

CoBpeMeHHbIe MeTO/IbI U CPe/ICTBA yIpaB/leHUs] CTPYKTYPHUPOBaHHBIMU
JJAHHBIMU B IOKYMEHTHPOBaHHbIX c(epax /iesTelbHOCTU OpraHr3aluu

OCHOBBI TTOCTPOEHUS PEJISIIIUOHHBIX 0a3 JaHHBIX

JlokanbHble HOpMaTHUBHBIE aKThI B 001aCTH MH(OPMAI[MOHHOTO B3aUMO/IeMCTBUS
CTPYKTYPHBIX MOZpa3zesieHnii OpraHu3alun

[TpaBua paboTHI C JOKyMEeHTaMU OpTraHK3al[iH, yCTaHOBJ/IEHHbIE ee
JIOKa/TbHbIMM HOPMAaTHMBHBIMU aKTaMH

[TpaBua v opsioK GOpMUPOBaHUS U yueTa 0a3 JaHHBIX JOKYMEHTHPOBaHHbBIX
cep JesATeNbHOCTU OpraHv3alyy

TpeboBaHust 0XpaHbl TPy/ja U TI0YKapHOU Oe30T1acHOCTH

Oco0ble yc/1oBUS JIOTTyCKa K
pabore

Jpyrue xapakTepuCTUKU

3.1.4. TpypoBasi pyHKIMA

IMpoucxoxxaerre 06001IeHHOH
TPY/I0BOM HyHKLIH

YueT u obecrieueHre COXPaHHOCTH
CTPYKTYPUPOBAHHBIX JAHHBIX
YpoBeHb
Hawnmenoanue JIOKYMEHTHPOBaHHbIX c(ep [eaTebHOCTH, Koa A/04.5 S 5
pa3MellleHHbIX Ha O(ULIMA/IbHBIX CalTax
opraHusaLyu
3auMCTBOBaHO U3
OpuruHan X 1440
OpurvHana
Koz PerucrpauyoHHbIl HOMep
OpUTHHAJ npodeccroHabLHOTO
a CTaHzapTa

TpyzoBbIe elCTBUSA

Co3zanue U yueT pe3epBHBIX KOIWIM CTPYKTYPUPOBaHHBIX JaHHBIX
JIOKYMEeHTHPOBaHHbIX cep JesTeTbHOCTH, Pa3MellieHHbIX Ha caiiTe, rociie
KaX/[0T0 M3MeHeHHs1 1 obecriedeHre X COXPAaHHOCTH

dopmasnu3alusi CTPYKTYPUPOBAHHBIX JAHHBIX JOKYMEHTUPOBAaHHBIX C(ep
JlesiTeIbHOCTH [I71s1 pa3MeliieHust Ha 0UL[MaJbHOM CaiiTe OpraHu3aluu

dopmupoBaHue Tpe/IoKeHui 00 yiyuriieHny paboTsl oULMaTbHBIX CaliTOB
OpraHu3anuu

[okymeHTHpOBaHHWe PaboT 10 yueTy CTPYKTypHUPOBaHHbBIX JAHHBIX
JOKYMEHTUPOBAHHBIX cep AesaTeTbHOCTH U yTIPABIEHUIO MU B
MH(OPMAIMOHHBIX PeCypcax Ha caiTe OpraHU3aLuu

HeobOxopumbie ymeHust

[TpumeHsTH METO/IBI PAOOTHI C (hOPMaMHU, 3/IeKTPOHHBIMH TabHIjaMHy,
WH(OPMaIMOHHBIMU 0a3aMU CTPYKTYPUPOBAHHBIX [JaHHBIX JOKYMEHTHPOBAaHHBIX
cdep AeATeNbHOCTH OpraHu3aliy

Pa3melrate ¥ 0OHOB/ATH CTPYKTYPHUPOBAHHbBIE JaHHbIE JOKYMEHTHPOBAHHBIX
cdep AeATeNbHOCTY Ha O(ULIMATBHBIX CaiTaX OpraHU3aliiy yepe3 CUCTeMY




yrpaBJ/i€HUS KOHTEHTOM

BecTH yueT UCTOpUM M3MeHEHUI CTPYKTYPUPOBAHHBIX JaHHBIX
JIOKyMEeHTHPOBAHHBIX C(hep eAaTebHOCTH Ha O(HIMaNbHbIX CalTax
OpraHu3aru

Heobxoqumble 3HaHUS

TpeboBaHus K XapaKTePUCTHUKaM M300pakKeHHH TIPU pa3MelleH|uH Ha
o(uIMabHBIX cCalTaXx OpraHU3aLuu

Ba3oBble MPUHLMIIBI OpraHy3alii MH(HOPMALMOHHBIX 0a3 JAHHBIX

Crietiiduka v TeMaTHKa o(pULIMAIBHBIX CAUTOB OPraHU3alUU, UX LIe/H, 3a/lauu U
Ha3HayeHue

Ba3oBble TeXHUKO-IKCIUTyaTallMOHHbIE XapaKTePUCTHUKH, KOHCTPYKTUBHbBIE
0Cc00eHHOCTH, Ha3HAUeHHe U PeKUMbI paboThl 000pyI0BaHUS

[TpaBusia TeXHUUECKOM IKCIUTyaTaliyu 000pY/J0BaHUS

OCHOBHbBIe TIPUHIIUTIBI TEXHOJIOTHI CO3/laHKsI BeO-pecypCoB

OCHOBBI TUIIEPTEKCTOBOM pa3MeTKH

bazoBnie METO/bI pelieHUsA 3a/idu Mo CO34dHUI0 U PEeAdKTUDOBAHUIO KOHTEHTA

OcHoBbI HHGOPMAI[MOHHOM 6e301acHOCTH

TpeboBaHust 0XpaHbl TPY/ja U TIOYKapHOU Oe30TMacHOCTH

Oco0bble yc/ioBUs OTTyCKa K
pabore

Jpyrue xapakTepuCTUKU

3.1.5. TpypoBas pyHKIMA

ITpoucxosaeHre 0600IIEHHOM
TPYZA0BOH (HyHKLIMH

KoHTposb 3a cobJtto/jeHreM JIOKaTbHbIX
< YposeHb
HavmMeHoBaHve  |[IpaBWJI yUeTa M COXPAaHHOCTH COOOILeHuH Kog A/05.5 5
o KBa/TU(UKAINN
3JIGKTPOHHOU IIOYTHI OpPraHrU3adliun
3auMCTBOBaHO U3
OpuruHan X 1440
OpUrMHana
Kop PerucrpaliioHHbI# HOMEp
OpHUTHHA rpo¢ecCroHaIbHOTO
a cTaHzapTa

TpyzoBble felcTBuUs

Pa3paboTka v nopiep)kaHuie B akTyaTbHOM COCTOSTHUU JIOKa/IbHBIX TIPAaBUJT yueTa
1 COXPAHHOCTH COOOIIIeHUI 37IeKTPOHHOM TTOUTBI

WudopmupoBaHre pabOTHUKOB OPraHU3al[|y O MpaBUIaX U MOPsIKe
WICTIO/THEHUS JIOKA/IbHBIX MPABUJI yueTa ¥ COXPAHHOCTH COOOIIeHu
3/1eKTPOHHOM TIOUThI

BrisiBieHue (hakTOB HapylleHus JIOKa/lIbHBIX [TPaBU/I yyeTa U COXPAaHHOCTH
Co00111eHHH 3/IEKTPOHHOM MOUThI

Heobxomymbie ymMeHUst

[TpoBOUTH aiMUHUCTPUPOBaHNE KOPIIOPAaTUBHBIX TTOYTOBBIX CEPBUCOB U
CUCTeM

[TpUMeHSTD T10J10’KeHUsSI HOPMAaTUBHO-TEXHUYECKOU JOKYMEeHTAaI[UH B 00/1acTh
rH(MOPMaIMOHHOM 0e30MMaCHOCTY U KOMMYHUKAIIMOHHBIX TEXHOJIOTHIH

Heobxoqumble 3HaHUs

3akoHo/laTe/IbHbIe M HOPMATHBHLIE TIPaBOBbIe akThl Poccutickoit denepaiiyiv B
obnactu nHbOpMaLy, HHPOPMAIJUOHHBIX TEXHOJIOTUN 1 3aIIUThl HHPOPMAaI|H,
TiepCoOHa/IbHBIX aHHBIX, [TUGPOBOM TpaHChOpMaILuu

OcHoBbI 0becrieueHHst ceTeBOl 6€30MacCHOCTH, KOHTPOJISL ZIOCTYTIA U TIPaB
[10/Ib30BaTe e

JlokanbHble HOpMaTHUBHbIE aKThl OpPraHy3al{uy, per1aMeHTUPYIOLHe MOPsZoK




paboThI C KOPIIOPAaTHBHOM ITOUTOBOM CUCTEMOM

MetoaryecKue yKa3aHusl, pEKOMeH [l ¥ TEXHOIOTUK 0becrieueHust
KOH(MUJEHITMA/TLHOCTH TTOUTOBBIX COOOIIEHUI W OTpaBUTeIeH

Mertozryeckre JOKYMeHTbl 1 HODMaTUBHO-TeXHUUECKas! JOKYMeHTaLlWsl 110
BOMNPOCaM TeXHUUECKOW 3alUThl HH(OpMaLUK

OTUUecKre HOPMBI U MpaBula KOPIIOPAaTHBHOTO MOBe/|eHUS

OpraHu3aloHHasi CTPYKTypa U (uiranbl OpraHyi3aluu

TpeboBaHusi oxpaHbl TPy/ja U TTOKapHOU 6e301acHOCTU

Oco0bble yc/ioBUS JOITyCKa K
pabote

[pyrue xapakTepucTUKN

3.1.6. TpypoBas ¢pyHKIus

HanmeHoBaHue

IMpoucxoxaerre 06001IeHHOH
TPY/10BOM HyHKLIH

KoHcynbranmonHas noagepxka
pabOTHHKOB OpraHU3aliy B MPOLieccax Koz A/OG.S YpoBeHb 5
udpoBoi TpaHChopMaLU ' KBa/MUKALH
JIOKyMeHTHUPOBaHHbBIX chep AesTelbHOCTH
OpruHan X 3auMCTBOBaHO U3 1440
OpurvHana
Koz PerucrpauyoHHbIN HOMep
OpUrMHa npoeccHOHaNTbHOTO
a CTaHJapTa

TpyZoBbIe elCTBUS

[TpyeM MOCTYMAIOIIMX 3alPOCOB O TpoLieccax [rdpoBoii TpaHCchHopMaLUH
JIOKYMEHTUPOBAHHbBIX chep 1esTeTbHOCTH OT pabOTHUKOB OpraHU3aLiy

[TpoBefjeHMe NHCTPYKTa)ka pAOOTHUKOB OpraHU3al[iH 10 BLITIOTHEHUIO (BYHKITUIA
uM@poBol TpaHCHOopMaLIUU JOKYMEeHTHPOBAHHBIX cep AesiTeTbHOCTU

[ToaroToBKa yuebHBIX U METOAMUECKMX MaTepUasIoB, Tipe3eHTalyi 1o [udpoBoi
TpaHchopMalLiK JOKYMEeHTHPOBAHHBIX Cdep /esTelbHOCTH

KoHcyibTHpOBaHHe pabOTHUKOB OpraHU3aIiiy 10 U PoBOi TpaHCchopMal[un
JIOKYMEHTUPOBaHHBIX chep JesTeTbHOCTH

M3yueHue 3aripocoB pabOTHUKOB OpraHU3aliy o Tporieccax HuhpoBoi
TpaHChOopMaLK JOKYMEeHTHPOBAHHBIX Cdep /esTelbHOCTH

Bbijlaua peKoMeH/Ial|ii U pa3bsiCHEeHU! TI0 TUIMAYHBIM 00paiijeHUsiM paboTHUKOB
OpraHM3aluu o mpoleccax udpoBoi TpaHChOpMaLUK JOKYMEHTUPOBAHHbBIX
ctep AesTeIbHOCTH

[ToaroToBKa Mpe/ioyKeHui 1Mo ONTHMHU3aLKHY TIPOLeCCoB L(poBoi
TpaHchopMaluKu JOKYMEeHTUPOBAaHHBIX Cep /lesaTeTbHOCTU Ha OCHOBAaHUU
TUTTUYHBIX 3alIPOCOB PabOTHUKOB OpraHu3aliy

Heob6xoivMble ymMeHUst

Hcrosb30BaTh MporpaMMHble MPUI0XKeHHs: ¥ UH(OPMaLIOHHO-
Te/IeKOMMYHUKALIMOHHYIO ceTh «/HTepHeT» 1151 BbINOHeHUsI pabourx 3aziau
L1 poBoOii TpaHCPOPMALIMH JOKYMEHTUPOBAHHBIX Cep /esTeIbHOCTH
opraHu3aluu

PabotaTb ¢ MH(MOPMAILMOHHBIMU CHCTEMaMH 1 6a3aMM CTPYKTYPHUPOBaHHBIX
JIAaHHBIX JIOKYMEHTHUPOBAHHBIX Cdep AesTesbHOCTH

KJIEICCI/ICI)I/IL[I/IPOBEITB N OTBE€UYATH Ha TUITUUHLIE 3aIlIPOCHI pa6OTHI/IKOB

CornacoBbIBaTh pellieHre HeTUITUYHBIX 0OpalijeHni pab0THUKOB CO
CrieLMaIucTaMy COOTBETCTBYIOIIUX MOApa3ze/ieHui OpraHu3alyuu




KOppeKTI/IpOBaTb CBOHU ﬂEﬁCTBHH B COOTBETCTBHU C YCJIOBUSAAMU CUTYaLIUU

Heobxoaumble 3HaHUS

3aKoHo/jaTelbHbIe U HOPMaTUBHBIE TIPaBOBbIe akThl Poccuiickoit ®efepaiiuu B
obactu nHbOpMaLK, HHPOPMAIJMOHHBIX TEXHOJIOTUM 1 3aIIUThl HHPOPMAaI|H,
TepCoHaMbHBIX JJaHHBIX, LU(POBOI TpaHCHOPMaLIUH

3aKoHO/aTeNbHble U HOPMaTUBHBIE NPaBOBbIe akThbl Poccuiickor ®efepanuu B
ctepe yrnpaB/ieHuUs1 JOKyMeHTaMH

CrieriaTM3upoBaHHOE MPOrpaMMHOe obecrieueHue 7t ipreMa, 00paboTku u
pervcrparyy obparieHnii pabOTHUKOB

BHyTpeHHUe CTaHAapPThl K METOAWUYECKHEe JOKYMEHTHI 110 00paboTKe 3arpocoB
paboOTHUKOB

JlokanbHble HOpMaTUBHBIE TIPABOBbIE aKThl, METOAUUECKUE TOKYMEHThI
OpraHu3aluy 10 BOMPOCaM yrpaB/ieHus JOKyMeHTaMy U TpoLjeccam Liu(poBoit
TpaHCc(opMaLK JOKYMEeHTHPOBAHHBIX chep /esaTebHOCTH

OTBeTbl Ha HauboJIee YacTO 3a/jaBaeMble BOTIPOCHI 110 TIpolieccam LrhpOBOMA
TpaHChOopMalLiY JOKYMEHTHPOBAHHBIX Cdep /esTelbHOCTH

I[TpaBusia fie/10BOro oOILeH sl M peueBOro STUKeTa

Crioco6bl ¥ KaHasbl HTHGOPMUPOBaHUsI PAOOTHUKOB OpraHU3aLid

I[TpaBusa cobmoeHnst HHGOPMALMOHHOM 6e30TacHOCTH

TpeboBaHust 0XpaHbI TPY/ja U TI0YKAapPHOU Oe30TMacHOCTH

[ToHsTHE KOMMEPUeCKOM TaliHbI

HpaBHna I,ZLEJ'IOBOI‘/JI Meperimcky U rIMCbMEHHOI'O 3TUKETa

OpraHu3zalMoHHas CTPYKTypa U (yarasbl opraHu3anun

ITopsifoK B3aMO/ZIeCTBYSL CTPYKTYPHBIX NOZipa3zie/leH|i OpraHvsanyy

Oco0bble yc/1oBUs JI0TTyCKa K
pabore

[pyrue xapakTepucTUKU

3.1.7. TpypoBasi pyHKIMA

HaumeHoBaHue

ITpoucxosxaeHue 06001eHHOM
TPY10BOM QYHKI[UH

@opMUpPOBaHUE OTYETHOCTH T10
pe3yJibTaTaM [UPPOBOM TpaHCHopMaLUU Ko AJO75 YpoBeHb 5
JOKYMEeHTHPOBaHHbIX c(ep JesTeTlbHOCTU ' KBa/M(HKALH
opraHusaLyu
OpuruHan X 3aMMCTBOBaHO U3 1440
OpHruHamna
Koz PerucrpauyoHHbIéi HOMep
OpHUTHHa rpodeccroHaIbHOTO
a CTaHjapra

TpyZoBbIe 1elCTBUS

C6op unbopmaryu it GOPMUPOBAHUS OTUYETOB T10 pe3y/bTaTaM [udpoBoi
TpaHc(opMaly JOKYMeHTUPOBaHHbIX cep JesaTelbHOCTA OpraHu3aLuu

O6paboTka cobpaHHOM WHGOPMALIMY TI0 pe3yJbTaTaM IUPPOBOi
TpaHCchOpMAaLK JOKYMEHTUPOBAHHBIX C(hep [esTelbHOCTH OpraHu3ariui

3arnosiHeHre OTYeTHbIX (hopM M0 pe3ysbTaTaM LK POBOW TpaHCPOpMaLIK
JIOKYMEeHTUPOBaHHBIX c(hep ZesTelbHOCTH OpraHy3alin

ABTOMaTUUECKOe WM aBTOMaTH3UpOBaHHOe (hOpMHPOBaHKE OTUETOB I10
pe3yJsbTaTam LU(PPOBOM TpaHCHOpPMAaLM JOKYyMEHTUPOBAHHBIX chep
JIesITeTbHOCTH OpTraHW3aliui

KOHTpO/1b KOPPEKTHOCTH [JaHHBIX B C(POPMUPOBAHHBIX OTUETAX M0 pe3yJ/bTaTaM




urdpoBol TpaHchopMaLMK JOKYME@HTUPOBaHHBIX cdep AesiTe/IbHOCTU
OpraHu3aiuu

Heobxomvmbie ymMeHUst

Vcrnonib30BaTh MporpaMMHbIe TIPUIO’KEeHUST 1 UHPOPMAaLMOHHO-
TeJIeKOMMYHUKALIMOHHYIO CceTb «VIHTepHeT» //isi BbIIO/HeH!s: paboumnx 3a7au
uM@poBol TpaHCPOpMaLIUU JOKYMEeHTHPOBaHHBIX cep AesiTeTbHOCTU
OpraHu3aluu

PaboTatb ¢ 60JIbIIMM MacCCUBOM CTPYKTYPUPOBAHHBIX JJaHHbBIX
JIOKYMEHTHPOBaHHbIX c(hep JiesTeTbHOCTU OpraHy3aLyu

ITpoBOAWTH MOHUTOPUHT CTPYKTYPUPOBAHHBIX [JAHHBIX JOKYMEHTUPOBAHHBIX
cdep fesaTeNbHOCTU OpraHu3alyn

Heobxoaumble 3HaHUS

CrieriaIM3upoBaHHOe NPOrpaMMHOe obecrieueHue

BHYTPEHHI/IG CTaHAapTbhl U METOANYECKHWE JOKYMEHTHI 10 3dl1IO/THEHWUHO
OTUETHOCTU

MeTogpl Tipe/icTaBieHus MHGOPMaLK

TpeboBanus Mo 06paboTKe 0OpalleHuH 3a TEXHUUECKOH MOI1ePKKOU

[TpuHLMIIBI, MeTO/bI (POPMUPOBAHUSI OTUETHOCTH

OCHOBBI CTaTUCTUKA

OpraHu3alMoHHas CTPYKTypa U (pUrasibl OpraHu3aluu

Oco6blie yc/ioBUS AOMyCKa K
pabore

[pyrue xapakTepUCTUKU

3.2. O600menHast TpyaoBas GyHKIuA «OpraHu3anoHHOe CONMPOBOXKAeHHe IU(POBOI
TpaHchopMaLii JOKYMeHTHPOBAHHbIX cdep e TeTbHOCTA OPraHU3aLuu»

HaumeHoBaHue

IMpoucxosxaeHre 0600IIEHHOM
TPyZAOBOU HyHKIUH

OpraHu3aliioHHOe COTTPOBOXK/eHHEe
1MpoBoii TpaHCchopMalr Koz B YpoBeHb 6
JOKYMEHTUPOBaHHBIX c(ep [1esTeIbHOCTH KBa/M(HKALH
OopraHu3aLyu
OpruHan X 3aMMCTBOBaHO U3 1440
OpUrvHama
Kon PervcrpaijioHHbIi HOMep
OpWTHMHA npocecCcOHaNIBLHOTO
a CTaHJapTa

Bo3Mo)KHBIE HAUMEHOBaHMS
JO/DKHOCTeH, rpodeccuit

PykoBozuTesb 0T/ies1a o paboTe € JaHHBIMU JOKYMEHTUPOBAHHBIX chep
JlesiTe/IbHOCTU OpraHu3aliu

PykoBoguTenb rpymnnbl (0T/ena) BHeApPeHss UHPOPMAaLIMOHHBIX CUCTEM
JIOKYMEHTUPOBaHHBIX cep JesTeTbHOCTH OpraHnu3aLin

PykoBouTeb rpyTrbl (0TAes1a) COTPOBOXKAeH s HH(OPMALIMOHHBIX CUCTEM
JIOKyMEeHTHPOBAHHBIX Ccep /eAaTelbHOCTH OpraHu3alin

TpeboBaHus K 06pa30BaHHUIO
1 00y4eHuto

Beiciiee ob6pa3oBaHue - 6akasmaBpuaT

WM

Briciiee obpa3oBanue (HempoduibHOE) - 6aKaaBpuaT U AOTIOTHUTETEHOE
nipodeccroHaIbHOE 00pa3oBaHKe - MPOrpaMMbl IPOQeCCHOHATTBHOM
TeperoAroTOBKY M0 TIPOGUIIO AeATeTlbHOCTH

CpenHee ripodeccrioHanibHOe 00pa3oBaHue - MPOrpaMMbl TIOATOTOBKU
CreLanriCTOB CpeJJHero 3BeHa

CpegHee nipodeccroHabHOE 0Opa3oBaHue (HEMpPOGhUILHOE) - TPOrPaMMBbI
TMO/ITOTOBKHU CIEIIMaIMCTOB CPeIHEro 3BeHa U IOTIO/THUTE/IbHOe




rpodeccrioHa/ibHOe 00pa3oBaHue - MPOrpaMMbl TIPOheCCUOHATBHOM
TeperoAroToBKY M0 TPOGUII0 AedaTeTbHOCTH

TpeboBaHUs K OTBITY
MPaKTHUeCKOH paboThI

He meHee ofiHOTO rojja B 06/1aCTH TEXHOJIOTMYECKOTO COTIPOBOKIEHHS
1r¢ppoBoy TpaHC(OpPMaLMK JOKYMEHTUPOBaHHBIX C(ep AesiTe/IbHOCTU
OpraHU3aL[UuM TTPY Ha/TMYKUH BBICILIETO 00pa30BaHus

He meHee Tpex JsieT B 06/1aCTH TEXHOIOTUYECKOTO COTIPOBOXKAEHUS [(pOBO
TpaHc(opMaLUK JOKyMEeHTHPOBAaHHBIX cep /esTelbHOCTH OpraHr3aLyiy Mpu
Ha/IM4MK CpeiHero mpodecCcHoHanbHOTr0 00pa30BaHus - IPOrPamMM IMOATOTOBKU
CTeLMaTMCTOB CPeIHero 3BeHa

Oco6blIe yc/IoBUS AOITyCKa K
pabote

[TpoxoxaeHue 00yueHust MepaM UHPOPMAIIMOHHOV 6e30MacHOCTH U yCIOBUSIM
KOH(UEHIMATbHOCTH [IeSITeIbHOCTH TI0 COOTBETCTBYIOIIIEl TIporpamMMme,
MIPOXOXK/IeHWEe TIEPBUYHOTO MHCTPYKTaXKa Mo MH(OpMaI[MoHHOM 06e301acHOCTH U
YCJIOBUSIM KOHPHIEHITMATbHOCTH JIeSITeTbHOCTU

[TpoxoxkaeHue oOyueHUst MepaM TI0KapHOU 6e30macHOCTH

[Tpoxox/eHue 00yueHus ¥ POBEPKH 3HaHUM TpeOOBaHUI OXpaHbl TPY/a

[pyrue xapakTepyuCTUKU

[ToBbIIeHWe KBaMUKaLMY M0 TPOrpaMMaM YIipaBJieHUs JOKyMeHTaMH,
CepBHCHOr0 NOAX0/a K YIpaB/ieHU0 HH(OPMALIMOHHBIMU T€XHOJIOTHUSIMU
JIOKYMEeHTHPOBaHHbBIX cep JesTeTbHOCTH, MeTOIMKaM 00C/Ty>KUBaHUsI
T10JIb30BaTesiel JOKyMeHTHPOBaHHbIX Chep /esaTeTbHOCTH

[JononHuTenbHbIe XapaKTePUCTUKH

HauMeHoBaH e J0KyMeHTa Koz HanmeHoBaHre 6a30B0ii IPYTIIbI, AO/HKHOCTH (TIpodeccrn)
WU CTeLuaJbHOCTU
OK3 1219. Ynpassnsolue (UHaAHCOBO-5KOHOMUUECKON U
aJIMUHHCTPATUBHOM J1eITe/IbHOCThIO, He BXOZSIIMe B
JIpyTyie TPYIIIb
ETKC nwm EKC HauanbHuk otfesna (6ropo, rpymnrbl) (B MPOMBILLIZIEHHOCTH)
OKIIOTP 24695 HauanbHuK oTAena (hrHaHCOBO-9KOHOMUUECKOTO U
aJIMUHHACTPATHBHOIO)
OKCO 2016 2.09.03.01 WHdopmaTrKa ¥ BIYMCIUTE/IbHAs TeEXHUKA
2.09.03.02 WHbopMaliioHHbIe CUCTeMbI U TeXHOJIOTUU
7.46.03.02 L oKyMeHTOBeJjeH’e U apXUBOBe/eH1e
2.09.02.01 KoMmbroTepHbIe CUCTEMBI Y KOMIIIEKChI
2.09.02.02 KommnbroTepHsbie ceTu
7.46.02.01 JokymeHTal[MoHHOe obecrieueHre yTipaB/ieHUs U
apXuBOBeZleHHe

3.2.1. TpypoBas GpyHKIUA

HaumeHoBaHue

IMpoucxosxaeHre 06001eHHOM
TPyZAOBOU HyHKIUH

Pa3paboTKa METOZMKH OpraHU3aliiu
CTPYKTYPHUPOBAHHLIX JAdHHBIX U YpoBeHb
PYKTYPHD A Kon | B/OL6 P 6
MeTaJJaHHbIX JOKYMEeHTUPOBaHHBIX cdep KBaM(UKLH
AedaTe/JIbHOCTH
3aMMCTBOBaHO U3
Opurusan X 1440
OpUrvHama
Kon PerucrpaliioHHbI HOMep
OpUTHMHa npodeccroHaNBEHOTO

a CTaHJapTa




TpyzoBble felcTBuUS YcraHoB/IeHHe TI0C/Ie/[OBATeIbHOCTH U COZiepKaHusl pabourx oreparyii B
rpoliieccax OpraHu3aljuy CTPYKTYPHUPOBAHHBIX JAaHHBIX U MeTaZlaHHbIX
JIOKyMEeHTHPOBAHHLIX cep feaTebHOCTH

OrnpepiesieHre (PyHKILMM yU4aCTHUKOB MPOLIECCOB OpraHU3aliu
CTPYKTYPHMPOBAHHBIX J@HHBIX U MeTaZlaHHbIX JOKYMEHTUPOBAaHHBIX C(ep
JlesiTeIbHOCTH

Pa3paboTKa /0Ka/IbHBIX HOPMaTUBHBIX aKTOB U METOJUUECKUX JOKYMEHTOB 110
OpraHu3aluy CTPYKTYPUPOBAHHBIX aHHBIX U METa/laHHbIX
JIOKyMEeHTHPOBaHHLIX Ccep /esaTebHOCTH

[oBeneHue 10 UCTIOJIHUTE/IEN YTBEPK/I€HHBIX JIOKATbHbIX HODMaTUBHBIX aKTOB
1 MeTOANYECKUX JOKYMEHTOB T0 OpraHU3al[ii CTPYKTYPHPOBAHHbBIX JaHHBIX U
MeTa/laHHbIX

KoHTposb cobtoienus: TpeboBaHM JIOKaTIbHBIX HOPMAaTUBHBIX aKTOB U
MeTOMYeCKUX JOKYMEHTOB M0 OPraHM3aliyi CTPYKTYPUPOBAHHBIX JJaHHBIX U
MeTa/IaHHbIX JJOKYMEeHTHUPOBaHHBIX cdep JesiTeIbHOCTU

AKTyanu3aiysi I0KaJabHbIX HOPMaTHUBHBIX aKTOB U METOAUUYECKUX JOKYMEHTOB
T0 OpraHu3alyy CTPYKTYPHUPOBAHHBIX JaHHBIX U MeTaJlaHHbIX
JIOKYMEHTHPOBaHHBIX c(ep AesiTeTlbHOCTU

Heobxoaymbie ymeHust Vcrosib30Bath Crielyaai3upoBaHHOe TPOrpaMMHOe obecrieueHye st
yTIpaBJIeHUs JOKYMEHTaMH OpraHu3alvu

[TpoBOIUTH MOHUTOPHUHT 30H OTBETCTBEHHOCTH, 3aMHTEPECOBAHHBIX CTOPOH
TIPOLIECCOB, PECYPCOB U MOKAa3aTesiel MpOoLieCcCoB YIPaB/IeHUs JOKyMEeHTaMu
OpraHu3aLuu

[TpoBoAWTH HAO/IO/IEHUS, UHTEPBBIO U AHKETUPOBAaHUE PAOOTHUKOB
opraHu3anu s cbopa Heo6xoauMol HHMOPMAILMK 0 pabounx oreparusix
TIPOIIECCOB OpraHW3aliy CTPYKTYPUPOBAaHHBIX JAHHBIX U MeTa/laHHbIX
JIOKYMEHTUPOBAHHBIX chep esTe/TbHOCTH

O60611jaTh COOpaHHY0 HHPOPMALHIO 0 PAabOUKX OTeparHsiX MPOLeCCOB
OpraHu3al[iy CTPYKTYPUPOBAHHBIX JaHHBIX U MeTaZlaHHBIX
JIOKYMEHTHPOBaHHbIX Cep JesaTelbHOCTU

Heob6xopvMble 3HaHUS 3aKoHOZaTebHbIe 1 HODMaTHBHbIE TIpaBOBbIe aKThl Poccuiickoit dezepaliyiv B
obmactu uHbopMaru, HPOPMAIMOHHBIX TEXHOJIOTHUH M 3al[UThl UH(HOpPMAIWH,
NepCoOHasbHBIX JAHHBIX, M(POBOW TpaHC(hOpPMaLIU

3akoHOZaTebHbIe 1 HOPDMaTUBHbIE MpaBOBbIe akThl Poccuiickoii Pesepaniiv B
cdepe ympaB/ieHUs1 JOKyMeHTaMU

3aKoHOZaTebHbIe 1 HOPDMaTUBHbIE TIpaBOBbIe aKThl Poccuiickoii desepaliiv B
cdepe 3amUThI TIPaB TIOTpeOUTeNek

MeTtogp! cOopa nH(poOpMaru

TpeboBaHus K pa3paboTKe perjiaMeHTOB, METO/UK, IIPOIIECCOB

OCHOBBI CTaTUCTUKU

VHdopmatysi o poiyKTax M ycjiyrax opraHu3aluu

TpeboBaHust HALMOHABHBIX U MeX/IyHaPOHBIX CTaH|apTOB B cepe
yTpaB/ieHusi JOKyMeHTaMu

Oco0blie yC/ioBUs I0MyCKa K
paboTe

Lpyrve xapakTepuCTUKA -

3.2.2. TpypoBas QpyHKIUsA

HanmeHnoBanue ’CprKTypI/IPOBaHI/Ie JIaHHBIX 1 Ko B/02.6 YposeHb |I|




IMpoucxosxaeHre 06001IeHHOM
TPyZAOBOM HyHKLIUN

MeTa/laHHbIX TOKYMEHTHPOBAHHBIX C(pe
A AOKY p (bep KBa/mMuKaum
AedATe/IbHOCTHU OPIrdHHU3dlIUN
3aMMCTBOBaHO U3
OpuruHan X 1440
OpUrMHana
Kon PerucrpaijioHHbIit HOMep
OpUrMHan nipodeccroHanBEHOTO
a cTaHzapTa

TpyZoBbIe elCTBUSA

OrnpefienieHre NCXOQHOTO YPOBHS OPraHM3aliy CTPYKTYPHUPOBAaHHBIX [JaHHBIX U
MeTaJJaHHbIX JOKYMEHTHUPOBAHHBIX C(ep AesATeIbHOCTH OpraHu3aliu

OnpepeneHve BUIOB, CII0COOOB Mpe/iCTaBIeHUs] CTPYKTYPUPOBaHHBIX JAHHBIX U
MeTa/laHHbIX, METOJ0B UX CTPYKTYPHUPOBaHUS

[TprBefieHre CTPYKTYpHPOBaHHBIX [JAHHBIX U MeTa/laHHbIX [JOKYMEHTHPOBaHHbIX
cdep pedaTenbHOCTH K GOpMaTbHOMY BULY

Pa3paboTka MeTamozienu (apXUTeKTyphl) CTPYKTYPHUPOBaHHBIX JAHHBIX U
MeTa/IaHHbIX JOKYMEHTHUPOBAHHBIX cdep AesTe/IbHOCTU OpraHu3al[uu

Pa3paboTka Kaccu(rKaTopoB 1 CIIPaBOYHUKOB CTPYKTYPUPOBAHHBIX JaHHBIX U
MeTa/laHHbIX JOKYMEHTHUPOBAHHBIX cdep AesTeIbHOCTA OpraHU3al[un

Pa3paboTka aTpuOyTHUBHOTO COCTaBa CTPYKTYPUPOBAHHBIX JJaHHBIX U
MeTaZlaHHbIX JOKYMEHTHUPOBAaHHbBIX c(ep AesTeIbHOCTHA OpraHu3aluu

Pa3paboTka MoJiesii CBsi3eil CTPYKTypUPOBAHHbBIX JaHHBIX U METaJaHHBIX
JIOKyMEeHTHPOBaHHBIX C(ep JesATebHOCTH OpraHv3alyy

Heobxomvmbie ymMeHUst

PaboTtats ¢ 6osbIMu 0ObeMamu HHGOpMAaLUX

BBISBAATE Lle/IM CTPYKTYPUPOBAaHUS JaHHBIX U MeTaJaHHbIX
JIOKYMEHTHPOBaHHbIX c(hep JiesTeTbHOCTU OpraHr3aLu

[Tonb30BaThCS MPUK/IAIHBIM IPOTPAMMHBIM 0becriedeHreM Ayisi 00paboTKu
OoJBIIINX 0OBbEMOB JJaHHBIX

[TpoBoaWTh NOWCK UH(GOPMALIMIO B MTH(POPMALMOHHO-Te/IeKOMMYHUKALIMOHHON
cetu «/IHTEepHeT»

Heobxoumble 3HaHUs

3aKoHOZaTebHbIe 1 HODMaTHUBHbIE TIpaBOBbIe aKThl Poccuiickoit Pezepaliiv B
obsiacty nHMOpMaLUH, MHPOPMALIMOHHBIX TEXHOIOTHH 1 3aL[UTHI MHPOPMAIUH,
TepCoHabHbIX JJaHHbIX, LW(POBOI TpaHCHOPMALIUK

CrieLivaiM3upoBaHHOE MPOrpaMMHOe obecrieueHye [jist 00pabOTKU OOJIBIINX
00BeMOB JJaHHBIX

Crioco0bl CTPYKTYPUPOBAHUS JaHHBIX OKYMEHTUPOBAHHBIX cep AesTeTbHOCTH
OpraHu3aLyu

[TpUHLMITBI CTPYKTYPUPOBaHUS JAHHBIX JOKYMEHTHPOBAHHBIX cdep
JIesITe/TbHOCTH OpTraHu3al[u|

Criocobbl 1 UHCTPYMEHTBI BU3yaI3aliy Pe3y/bTaTOB CTPYKTYPUPOBAHUS
JTaHHBIX TOKYMEHTUPOBaHHbBIX cep AesTebHOCTH OpraHU3aluu

JlokanbHble HOpMaTUBHBIE aKThI OPraHW3aLiu B 00/1aCTH CTPYKTYPUPOBaHUS
JIAaHHBIX ¥ MeTaZlaHHbIX JOKYMEeHTHPOBAHHLIX Ccep JesTebHOCTH

WHudopmariys o NpoiyKTax v ycayrax opraHu3aluu

OcHoBHbIe TpeOOBaHUs HAlJMOHAILHBIX U MeXX/IyHapO/HBIX CTaHAAPTOB B Cdepe
yTpaB/ieHus JOKYMeHTaM{ U aBTOMaTH3al{uM MPOL{eCCOB JOKYMEeHTUPOBAHHBIX
cep fesaTenbHOCTU OpraHv3alyi

Oco0bble yc/1oBUS JOTTyCKa K
paboTe

Jpyrue xapakTepuCTUKU




3.2.3. TpypoBasi pyHKIMA

Pa3paboTka opraHM3aIjuOHHBIX
MEpOTPHUATHMN 110 00eCcTieueHH o
HayiMeHOBaHue IMMpaBOINMpeeMCTBEHHOCTH Kon B/03.6 YpoBeHb 6
CTPYKTYPUPOBaHHBIX JaHHbBIX U KBa/MHKALIH
MeTa/IaHHbIX JJOKYMEeHTHUPOBaHHBIX cdep
AedaTe/JIbHOCTH
IMpoucxosxzerre 06001IeHHOH 3alMCTBOBaHO 13
Tp[;,qosoﬁ)l(!;yHKuHH a OpuriHan X OpHUrHHajAa 1440
Kon PerucTpaijioHHbIi HOMep
OpUTHHA npo¢heCcCHOHATBHOTO
a CTaHzapTa

TpyzoBbIe elCTBUS

Pa3paboTKa repeyHsi CTpyKTYPUPOBAHHbBIX JJaHHBIX U MeTaZlaHHbIX
JOKYMEeHTHPOBaHHBIX cep AedaTeslbHOCTH, 00eCTrieurBaroIiero
NPaBONPEeMCTBEHHOCTh J1eATe/IbHOCTH

Pa3paboTKa nepeuHeli JOKyMeHTHPOBAHHBIX Cdep AeATeTbHOCTH OpraHU3ariy U
ee TIpe/ilieCTBeHHUKOB

KoHTpOJIb BBINOTHEHUS] OPraHU3aLMOHHBIX MEPONPUSITUI 110
MPaBOIPEeMCTBEHHOCTH CTPYKTYPUPOBAHHBIX JAHHBIX U MeTaJaHHbIX
JIOKyMEeHTHPOBAHHBIX Ccep /esaTebHOCTH OpraHr3alyn

Pa3paboTka opraH13al[MOHHO-PACIIOPSAUTEIBHBIX J0KYMEHTOB IO
NPaBONPeeMCTBEHHOCTH CTPYKTYPHUPOBaHHbIX JAaHHBIX U MeTa/laHHbIX
JIOKYMEeHTHPOBaHHbIX C(hep JiesTeTbHOCTU

VHpopmrpoBaHue ¥ KOHCY/IbTUPOBaHWe OTBETCTBEHHBIX 3a MPOBeJieHHe
MepOTPUSATAIN TI0 00eCTieYyeHUIO TPABOTIPEEMCTBEHHOCTH CTPYKTYPHUPOBAaHHBIX
JIJAaHHBIX Y MeTa/laHHbIX [JOKYMEHTHPOBaHHbIX C(hep JesaTe/lbHOCTH OpraHu3aliuu

[TpoBesieHre BHyTpeHHEr0 KOHTPOJIsl COOTBETCTBHUSI IIPOLIECCOB
OpraHu3al[MOHHBIX MEPOTIPUSTHH 110 0becrieueHHI0 MPaBoIpeeMCTBeHHOCTH
CTPYKTYPHPOBaHHBIX JaHHBIX U MeTaJlaHHbIX JOKYMEeHTHPOBaHHBIX ctep
JlesiITe/TbHOCTU OpraHr3aLun

HeobxoavmMbie ymMeHUst

PaspabaTbiBaTh KOHIIEMLIMIO U TJIaHBI MEPOTIPUSATHI 110 00ecriedeHr 0
MPaBOIPEeMCTBEHHOCTH CTPYKTYPUPOBAHHBIX JAHHBIX U MeTaJlaHHbIX
IOKyMEeHTHPOBAHHBIX cep /eAaTebHOCTH OpraHu3alin

CO6I/IpaTb, N3y4daTb U dHA/IN3UPOBATH TpeGOBaHI/IH K IIpaBOIpeeMCTBEHHOCTHU
CTPYKTYPHPOBAHHBIX NJdHHBIX U M€TaJdHHbBIX JOKYMEHTHUPOBAHHBIX C(bep
AeATe/IbHOCTHU OpPraHKv3aliin

HeobOxoaumble 3HaHUS

3aKoHOZaTelbHbIe 1 HODMaTHBHbIE TIpaBOBbIe aKThl Poccuiickoit dezepaliyiv B
obmactu uHbopMaru, HPOPMAIMOHHBIX TEXHOJIOTHUH M 3al[UThI UHHOOpPMAIWH,
NepCOHa/bHBIX JAHHBIX, M(POBOW TpaHC(HOPMaLIU

3aKoHOZaTeIbHbIE 1 HOPMATHUBHbBIE TIPaBOBbIe akThl Poccuiickoit dezpepanyiv B
cdepe ympaB/ieHUs1 JOKyMeHTaMU

JlokanbHble HOpMaTUBHBIE aKThl, METOJWYECKHe MaTepuasbl 10 BOMpocaM
MPaBOIPEeMCTBEHHOCTH CTPYKTYPUPOBAHHBIX JAHHBIX U MeTaJaHHbIX
JIOKyMEeHTHPOBAHHBIX Ccep /esaTebHOCTH OpraHu3alyn

Mertozbl coopa 1 06paboTKH UH(POPMAIUK C IPUMEHEHHEM COBPEMEHHBIX
TeXHUUECKHX CPeZICTB CBSI3W M KOMIbIOTEPHBIX TeXHOIOTUN

JIoka/ibHble HOpMAaTHUBHBIE aKThl OPraHK3aluy B 00/1aCTH OrPaHUUeHHOT0
JIOCTYTIa K CTPYKTYPHUPOBaHHbIM JIaHHbIM U MeTa/JaHHbIM [JOKYMEeHTUPOBaHHBIX




cep fesaTeNbHOCTU OpraHy3alyn

Oco0bble yc/ioBHs OTTyCKa K
paboTe

Lpyrue xapakTepyuCTUKU

3.2.4. TpypoBasi pyHKIHA

IMpoucxosxaeHre 06001IeHHOM
TPyZAOBOU HyHKIUH

Onpepenenve TpeboBaHUMN K
MHGOPMaLMOHHBIM CUCTeMaM
YpoBeHb
HanmeHoBanne | JOKyMEHTMPOBaHHBIX Cep [esATe/IbHOCTH Kog B/04.6 T — 6
10 COXPAHHOCTH | 3all[UTe LU(PPOBOro
KOHTEeHTa OpraHu3aLiu
3aMMCTBOBaHO U3
OpuruHan X 1440
OpHUrHHasa
Kon PerucrpaliioHHbI HOMep
OpUTHHA 1po(eCcCHOHANBHOr0
a cTaHzapra

TpyzoBbIe felCTBUSA

MonuTopuHr co6sTroZieHNs1 KOHPUIEHI[MATbHOCTH CTPYKTYPHUPOBAHHBIX JAHHBIX
Y MeTaJlaHHBIX I0KyMEeHTUPOBAHHBIX Cep /esTeIbHOCTH OpraHu3alyy B
VMH(OPMaLMOHHBIX CHCTeMax

MOHUTOPUHT YTPO3 U ysA3BUMOCTel MHGOPMAI[MOHHBIX CUCTEM
JIOKYMEHTUPOBaHHBIX c(hep JesTeTbHOCTH OpraHr3aliil U BEIOOP CrocoO0B UX
HeWTpanu3aLuu

Pa3paboTka rnpe/ioXKeHHi 10 COBePIIeHCTBOBAHMIO 00ecrieueHrsi COXPaHHOCTH
JIOKYMEeHTHPOBaHHbIX c(ep [esTe/IbHOCTU U 3aluTe LM(pPOBOro KOHTEHTa
OpraHu3aluu

Heobxomvmbie ymMeHUst

[TpoBOUTH MOHUTOPUHT UCXOJHBIX JAHHBIX JOKYMEHTUPOBAHHBIX c(ep
JlesiTe/IbHOCTU U OM3HecC-TpoLieccoB paboThl M0Jb30BaTeseil HHOPMalMOHHBIX
CUCTEM

KnaccupuimpoBaTk CTPYKTYpUPOBaHHbIe JaHHbIE U MeTaJjaHHbIe
JIOKyMEeHTHPOBaHHBIX C(ep /eATelbHOCTH OPraHM3alvy 0 BUiaM U CTeleHsIM
KOH(MUJeHIMATbHOCTU

OrnpefiensiTb pUCKK YTPO3 U ySI3BUMOCTel MH(OPMALIMOHHBIX CUCTEM
JIOKYMEHTUPOBaHHbBIX chep JesTeTbHOCTH OpraHM3al[ui U CIIOCOOBI UX
HeWTpanu3aluu

O6ecrieunBaTh COO/IOZIeHHE STAlTHOCTU cOOpa TpeOOBaHMIi TT0 COXPaHHOCTH
JOKYMEHTHPOBAHHBIX c(ep AeAaTeTbHOCTH U 3allyTe LUPPOBOTO KOHTEHTa
OpraHU3aLuH

HeobOxoaumble 3HaHUS

3aKoHOZaTelbHbIe 1 HODMaTHBHbIE TIpaBOBbIe aKThl Poccuiickoit Pezepaliyiv B
obmactu uHbopMaru, HPOPMAIMOHHBIX TEXHOJIOTHUH M 3al[UThI UHHOpPMAIWH,
NepCOHa/bHBIX JAHHBIX, M(POBOM TpaHC(HOPMaLIU

3aKoHOZaTeIbHbIE 1 HOPMATHUBHbBIE TIPaBOBbIe akThl Poccuiickoit dezpepaniyiv B
cdepe ympaB/ieHUs1 JOKyMeHTaMU

TexHUYeCKHe 1 TIPOrPaMMHBIe pellieHust 00ecrieueHNsi COXPaHHOCTH U 3alL{UThI
1{M($POBOro KOHTEHTA

KOpHOpaTI/IBHbIe CTdHAAPTHI U IIpABUJId ITOCTPOEHUSA I/IH(i)OpMaL[I/IOHHBIX crucrem
AOKYMEHTHPOBAHHBIX Cd)ep AeATe/IbHOCTHU B OPraHU3aliu

Hepequb TPEGOBaHI/Iﬁ K KOPITOPAaTUBHBIM CUCTEMdM XPaHEHUA
CTPYKTYPHPOBAHHBIX NdHHBIX JOKYMEHTHDOBAHHBIX C(bep AedaTe/JIbHOCTH




VIHCTpYMEeHTHI U MeTOJMKH BbISIBJIeHHsI M cOOpa TpeOoBaHui

TexHOIOrUM MEX/TUUHOCTHOW U TPYTITIOBOM KOMMYHHUKAI[UH, OCHOBBI
KOH(IUKTOJIOTUU

OcHoBbI MH(GOPMALMIOHHON 6€30macHOCTH

OCHOBBI yrpaB/ieHUs] TpeOOBaHUAMU

Oco6blie yc/ioBUS AOMyCKa K
paboTe

[pyrue xapakTepUCTHUKU

3.2.5. TpypoBas QpyHKIuUsA

ITpoucxosxaeHre 06001IeHHOM
TPyZA0BOM HyHKLIMU

Pa3paboTka MepOmnpusITUIA TI0
obecrieueHuIo YCTOﬁQHBOFO AOCTYyIIa K v
OBEHb
HanmeHnosanue VMH(pOPMAaLMOHHBIM CUCTeMaM Kop, B/05.6 P 6
KBa/mMUKam
JIOKYMEHTHUPOBaHHBIX cdep /1esiTelbHOCTU
OopraHu3aLyu
3aMMCTBOBaHO U3
OpuruHan X 1440
OpHUrHHaja
Kog, PerucrpalioHHBINA HOMep
OpHUTHHas rpodecCHOHaTBHOTO
a CTaHzapTa

TpyzoBble felcTBUs

OnpepeneHve TpeOOBaHUM K JOCTYITHOCTH UH(OPMAI[MOHHBIX CUCTEM
JIOKyMeHTHPOBAHHBIX Ccep /lesATelbHOCTH OpraHr3alliy Ha mpeJMeT yJeTa U
XpaHeHUs CTPYKTYPHUPOBAHHBIX JaHHBIX

KoHTpo/b 32 HeNpepbIBHOCTHIO OCTYITHOCTA UH(POPMALIMOHHBIX CUCTEM
JIOKyMEeHTHPOBaHHBIX C(ep JesATebHOCTH OpraH13alyy

Pa3paboTka KomrieKca MepOIIpUSTH 110 00ecrieueHH 0 HelpepbIBHOCTH
TipeZioCTaB/ieHUs JOCTyTa pabOTHUKAM OpraHU3alii K CTPYKTYpUPOBaHHBIM
JTAHHBIM JJOKYMEHTUPOBAHHBIX chep /esiTeTbHOCTU

Heobxogumble ymeHHsI

OmnpegensaTts crieurKy MHGOPMAL[MOHHBIX CUCTEM JOKyMEHTHPOBAHHBIX chep
JlesiTe/IbHOCTU OpraHu3alyu

dopmupoBaTh 000CHOBAHUS /I/Is1 MEPOTIPUSTHH 110 00ecTieueH|I0 YCTOWYUBOTO
JlocTyrna K MHpOpMal[MOHHBIM CUCTeMaM JIOKYMeHTUPOBaHHBIX cdep
JlesATeJIbHOCTH OpraHu3aLin

Ocy111ecTBIATh [ieJI0BYH0 KOMMYHHKALIHIO

Heobxoqumble 3HaHUS

3aKoHOaTeNbHbIe 1 HOPMAaTUBHBIE NPaBOBbIe akThl Poccuiickor ®efepanuu B
obmactu uHbopMaru, HPOPMALMOHHBIX TEXHOJIOTHHN U 3all[UThI MUH(MOpPMAIWH,
NepCoHabHbIX JAHHBIX, HU(GPOBOM TpaHChOpPMAaLIK

3aKoHO/aTelbHbIe U HOPMAaTUBHBIE NPaBOBbIe akThbl Poccuiickori ®efepanuu B
cepe yrpaB/ieHNsl JOKyMeHTaMU

OpraHu3alyoHHasi CTPYKTypa OpraHu3ayy 1 ee Gpyaianos

MeTozp! 0becrieueHusT OTKa30yCTOWYMBOCTH MHPOPMALIMOHHBIX CUCTEM
JIOKYMEeHTHPOBaHHbIX c(hep JiesiTe/IbHOCTU OpraHy3aLyu

MeTo/ibI TJITAHMPOBAHUS ¥ OPTraHU3al[|uM TTPOBeZIeHHsT pPabOT Mo 00eCIeYeHH 0
YCTOWUMBOIO JIOCTyTa K UHPOPMAIIMOHHBIM CUCTeMaM JA0KYMeHTUPOBaHHBIX
cdep aesTeNbHOCTH

[TepeueHb peKOMeH/IyeMbIX MepOTIPUATHI 10 00ecrieueHnt0 yCTOMYMBOTO
JIOCTyTIa K CTPYKTYPHUPOBaHHbIM /IaHHbIM I0KyMEHTHUPOBAHHBIX cep




AeATe/IbHOCTH OpPraHrU3aliin

TexHOIOrUM MEX/TUUHOCTHOW U TPYTITIOBOM KOMMYHHUKAI[UH, OCHOBBI
KOH(IUKTOJIOTUU

Oco0bble yc/ioBUS OITyCKa K
pabore

Lpyrue xapakTepuCTUKU

3.2.6. TpypoBasi pyHKIHA

ITpoucxoskaeHue 06001eHHOM
TPYZA0BOU (HyHKLIMH

A,I[MI/IHI/ICTpHpOBaHI/Ie L[I/I(i)pOBOI"O y
OBeHb
HaumeHoBaHHe KOHTEeHTa JJOKyMeHTHUPOBaHHBIX cdep Kon B/06.6 P 6
KBa/TU(UKaIUN
AedaTeJIbHOCTHU OpraHyu3dliun
3alMCTBOBaHO U3
Opurunan X 1440
OpUruHamna
Kog, PerucrpaljioHHbIN HOMep
OpHUTHHa rpogecCroHaIbHOTO
a cTaHjapra

TpyoBble feliCTBUS

KoHTposib BbINO/THEHUS TpoLielyp WAEeHTU(UKALIUY, W3B/IeYeHMUS,
CTPYKTYPHPOBAaHUS U UCIOJIb30BaHus JAHHBIX U METa/laHHbIX
JIOKyMEeHTHPOBAHHLIX cep /esaTebHOCTH

MOHUTOPHHT KauecTBa XPaHsIIUXCSl CTPYKTYPHUPOBAaHHBIX JAaHHbIX U
MeTa/laHHbIX JOKYMEeHTHUPOBAaHHBIX Ccdep JesiTe/IbHOCTU

Pasrpannuenue JocTyrna K KOHTEHTY J0KyMeHTUPOBaHHBIX C(pep JesiTeIbHOCTU
10 (PYHKLIMOHA/IbHOMY W/W/IM TEPPUTOPUAIbHOMY MPH3HAaKaM OpraHu3aliOHHON
CTPYKTYPbl OpraHu3aLu

KOHTPOJ'IB KOPPEKTHOCTH Ha3HAUYE€HMs IMPpaB AOCTYyIld I10JIb30BaTesei K KOHTEHTY
AOKYMEHTHPOBAHHBIX cq)ep AedaTe/JIbHOCTH

KOHTpO/Ib BHITIOSTHEHUST PeTyISATUBHBIX HOPM KOH(U/eHIIMaTbHOCTH
CTPYKTYPHUPOBaHHbBIX JJaHHBIX U MeTa/laHHbIX JOKYMeHTUPOBaHHBIX chep
JesITe/TbHOCTH

Heobxogumble ymeHUsI

[Tosib30BaThCs TEXHOIOTUSIMU, 060pYZI0BaHHEM U MHCTPYMeHTaMu 006paboTKy 1
nepe/iaud CTPYKTYPHUPOBAHHBIX JAHHBIX JOKYMEHTUPOBAHHBIX Chep
JIesITe/TbHOCTH

HpOBO,Z[I/ITL MOHUTOPHHT L[I/ICl)pOBOI‘O KOHTeHTa 1M BBOJAUWTb I/IH(I)OpMaL[I/II-O B
I/IHd)OpMaL[I/IOHHbIe CHCTeMBI U 0as3bl AdHHBIX JOKYMEHTHPOBAHHBIX Cd)ep
AeATe/IbHOCTH

ITonb30BaThCS CTaHAdPTHBIM OCI)I/ICHBIM MMpOrpaMMHbIM obecrieueHeM

Hcnonb3oBaTh CTAHAAPTHI 110 OpraHr3alil CTPYKTYPHUPOBAHHBIX OdHHBIX U
MeTaJdHHBIX JOKYMEHTHUPOBAHHBIX C(bep AeATe/IbHOCTHU OpPIrdHHU3aliuN

OCYLLIECTBJ'IHTB AeJIOBYIO KOMMYHHKALWIO C ITOJ/Ib30BaTe/IAMU
AOKYMEHTHPOBAHHBIX C(bep AeATe/JIbHOCTHU OPraHMU3dliN

Heobxoaumble 3HaHUS

3aKoHOZaTeIbHbIe 1 HOPMaTHUBHbBIE TIPaBOBbIe aKThl Poccuiickoit dezneparivy B
obactu nHbOpMalLy, THPOPMAIJMOHHBIX TEXHOJIOTUN 1 3aIlIUThl HHPOPMAaIUH,
TepCcoHabHbIX JJaHHBIX, LIU(POBOI TpaHCHOPMaLIUH

3akoHo/laTelbHbIe M1 HOPDMATHBHLIE MIPaBOBbIe akThl Poccuiickoi ®esepalivv B
cdepe yrpaB/ieHUs! JOKYMeHTaMU

[TpaBu/a ¥ NIPUHIUTIEI MHGOPMAITMOHHOTO OOMeHa B OpraHu3aliu

TexHUUeCKre U FKCIUlyaTal[MOHHble XapaKTePUCTHUKH, KOHCTPYKTUBHBIE




0COOEHHOCTH, Ha3HauUeHUE W PEXKUMBI pabOTBI 000PY/[0BaHHS

[TpuHIMIILI, TIPAaBUIa U METOABI KOHTPOJIsI 00ecrieueHUs 3alUThl H(MOpMAaILUU
JIOKyMEeHTHPOBAHHBIX Cep /esaTelbHOCTH OT HeCAHKI[MOHUPOBAHHOT'O JOCTYIIA

30HBI OTBETCTBEHHOCTH [[O/DKHOCTHBIX JIML] TI0 OPraHy3aljiy ycTpaHeHusi cOoeB
KOMIIOHEHTOB UH(OPMaL[MOHHBIX CUCTEM JOKYMEHTUPOBaHHBIX cdep
JlesiTeNIbHOCTH

[TopsifoK AelCTBU 10 OpraHU3aly YCTpaHeHus CO0eB KOMITOHEHTOB
MH(POPMAaLMOHHBIX CUCTEM JJOKYMEeHTUPOBaHHBIX C(hep JiesTe/IbHOCTU

Merto/ibl ¥ CTaHAAPTHI YIIpaB/ieHUs LHU(POBbIM KOHTEHTOM JOKYMEHTHUPOBAHHbIX
cdep AeATesIbHOCTH OpraHu3aLiy

Oco0ble yc/1oBUS J0ITyCKa K
paboTe

[pyrue xapakTepucTUKU

3.2.7. TpypoBasi pyHKIMA

HaumeHoBaHue vHbopMarLo

IMpoucxosxaeHre 06001IeHHOM
TPyZAOBOU HyHKIUH

Pa3paboTka TpebOBaHUi K 3/IeMEeHTaM
TI0/Tb30BaTeIbCKOTO UHTEp(detica y
OBEHb
HHBIX CUCTEM Kog, B/07.6 P 6
KBa/MUKaLn
JIOKYMEHTHUDPOBaHHBIX cdep [1esiTelbHOCTU
OpraHu3aLu
3aMMCTBOBaHO U3
Opurusan X 1440
OpHUTrHHAIA
Kon PervcrpaijioHHbIi HOMep
OpUTHHA npoeCCHOHAIBHOTO
a cTaHzapra

TpyzoBbIe elCTBUS

C6op u aHamm3 TpeboOBaHMIA K BU3ya/IbHOMY Tpe/ICTaB/IeHUIO
CTPYKTYPUPOBAHHBIX /JaHHBIX B MHPOPMAIIMOHHBIX CUCTEMAX
JOKYMEeHTHPOBaHHBIX cep AesaTeslbHOCTU

Ompe/esieHrie COOTBETCTBHSI TPeOOBaHMH K BU3Ya/TbHOMY TIPe/[CTaBIeHUIO
CTPYKTYPHUPOBaHHbIX [JaHHbIX B MH(POPMALMOHHBIX CUCTEMAax
JIOKyMeHTUPOBaHHBIX c(ep AesaTelbHOCTH TpeOOBaHUSM K JIOTHKE U
(bYHKI[MOHATbHOCTH UH(OPMAaLMOHHBIX CHCTeM 110 06paboTKe JaHHbIX

Pa3paboTKa KOHI[EMINH [T0/Ib30BaTe/TbCKOT0 HHTepdetica HHPOPMAIJHOHHBIX
CUCTeM JIOKyMEHTHUPOBAHHBIX cep /esTeTbHOCTH

Pa3paboTka crieHapreB B3aUMO/IeCTBHSI TT0/Ib30BaTe s C CUCTEMaMU
JOKYMEeHTHPOBaHHBIX cep AesaTeslbHOCTU

OmnuicaHve CTPYKTYPbI, HABUTAL[UM U JIOTUKUA PabOTHI 371eMeHTOB nHTepdetica
VMH(OPMAaLMOHHBIX CUCTeM JJOKYMEeHTUPOBaHHbBIX C(hep JesTeTbHOCTU

OmnpefienieHre 3/1eMeHTOB BU3ya/lbHOIO Mpe/CTaB/IeHHs II0/1b30BaTeIbCKOro
vHTepdeiica THPOPMALIMOHHBIX CUCTEM [JOKYMeHTUPOBaHHbIX cep
JesITeIbHOCTH

IokymMeHTHpOBaHHe TpeOOBaHUH K 371eMeHTaM I10/1b30BaTe/IbCKOT0 MHTepdelica
MH(OPMaLIMOHHBIX CUCTEM JOKYMEHTUPOBaHHbIX Cep AesiTeTbHOCTH

HeobOxopumbie ymeHust

[TpoBOIUTH MOHUTOPUHT TIOTPEOHOCTU OPraHU3al[UM B OT/Ie/IbHBIX OH3HeC-
ripoLieccax JOKyMeHTHPOBaHHBIX cep fesaTebHOCTH

CobupaTthb ¥ aHa/TM3UPOBATh MHPOPMALHMIO OT TI0/Ib30BaTeiell UHPOPMAaIMOHHBIX
CUCTeM [JOKyMEeHTHPOBaHHBIX chep AesaTebHOCTH

OnpepensiTb He0OXOAUMBIe AeMCTBUSI 110 00CTYKUBaHUIO0 WH(GOPMALIMOHHBIX




CHCTEMaM JJOKYMEHTHUPOBAHHBIX Cep /1eTeIbHOCTH B COOTBETCTBUM C
3arpocamMy pabOTHUKOB

OnpepensTh apaMeTPhl OLIeHKU JeUCTBUM 110 00CTyKUBAHUIO
MH(OPMAaLIMOHHBIX CUCTeM I0KyMeHTUPOBAHHBIX Cep /1esTeTbHOCTH B
COOTBETCTBHH C 3arpocaMy pabOTHUKOB

Ocy1ecTBATh JOKyMeHTalbHOe 0(opM/IeHHe T10/1b30BaTeIbCKUX CLieHapyeB,
cneuyduUKaLuii 1 TpeboBaHUM K pa3paboTke MHPOPMALMOHHBIX CUCTEM
JIOKYMEeHTHPOBaHHbIX C(hep JiesiTeTbHOCTU

Heobxogumble 3HaHUS

3aKoHOZaTebHbIe 1 HODMaTHBHbIE MPaBOBble akThl Poccuiickoit Pepepanyy B
obsacty nHMOpMaLUH, MHPOPMALIMOHHBIX TEXHOIOTHH 1 3aL{UTHI MHPOPMAIWH,
NepCOHa/bHBIX JAHHBIX, M(POBOM TpaHChOpPMaLIU

3akoHO/jaTelbHbIe U HOPMAaTUBHBIE MPaBOBbIe akThl Poccutlickoii Pefepariyuu B
cdepe ympaB/ieHUs1 JOKyMeHTaMU

MeTo/bl TIPOBE/IeHUsI OTIPOCOB U UCC/IeJOBaHUN

[ToHMMaHKe OCHOB Ye/I0BeKO-OPUEeHTHPOBAHHOTO MPOEKTUPOBAHUS
WHTepaKTUBHBIX CUCTEM

CrieriiaTM3upOBaHHOE MPOrpaMMHOe obecrieueHue it 06paboTKU MaCCUBOB
JAHHBIX U CTaTUCTUUYECKON MH(pOPMAIHY, rpaduuecKkoro rnpeCTaBIeHus]
WH(OpPMAIMY O JOKYMEHTUPOBAHHBIX Cepax /1esiTe/TbHOCTH

OcHOBBI TTOCTPOEHUsI MOienield O13HeC-TPoLIeCCOB U CTPYKTYP
JIOKYMEHTUPOBaHHBIX cep JesTeTbHOCTH

OCHOBBI NPOTOTUNMPOBAHUS UHTep(deiicoB

OCHOBEI dBTOMATH3alIMU ITPOLIECCOB JOKYMEHTHUPOBAHHBIX ccl)ep AedATe/IbHOCTH

OCHOBBI YIIpaBJ/IEHUA ITPOEKTAMU YTIpaB/IEHHUA JOKYMEHTAMUA

Oco0bble yc/ioBHs OTTyCKa K
pabote

[pyrue xapakTepyuCTUKU

3.2.8. TpypoBas ¢pyHKIusA

HaumeHoBaHue

IMpoucxosxaeHre 0600IIeHHOM
TPyZAOBOU HyHKIUU

dopmupoBaHue (PYHKLIMOHATbHBIX
TpeboBaHU K cucTeMaM UG POBOM YpoBeHp
Koz B/08.6 6
TpaHC(OopMaLM JOKyMEeHTHPOBAHHBIX KBa/M(HKALH
cdep aesTeIbHOCTA OpraHu3al[un
3aMMCTBOBaHO U3
OpuruHan X 1440
OpHUrHHajAa
Kon PerucTpaijioHHbIi HOMep
OpUTHHA NpodeCcCHOHaTLHOTO
a CTaHzapTa

TpyzoBbIe elCTBUSA

[TpoBefeHre MOHUTOPHYHTAa HOPMATHUBHBIX TIPABOBBIX aKTOB B 00J/1aCTH CUCTEMBI
1M poBO TpaHCPOPMALIMH J0KYMEHTUPOBAHHBIX Cep /esTeIbHOCTH
opraHu3aLuu

[TpoBe/ieHNE MOHUTOPUHTA OTeUeCTBEHHOT'O0 ¥ MUPOBOTO OTIbITa TPUMeHeHHs
cucteM 1M(ppoBoI TpaHCHopMaLK JOKyMEeHTUPOBAHHBIX cdep AesTe/IbHOCTH
OpraHu3aluu

[TpoBeseHe MOHUTOPWHTA KOPIIOPATUBHBIX M OTPAC/IEBBIX CTaHAaPTOB CUCTEM
urdpoBol TpaHchopMaLMK JOKYME@HTUPOBAaHHBIX cdep AesiTe/IbHOCTU
OpraHu3aluu




C6op 1 aHa/mM3 TpebOBaHWM K MPUMEHEHHUIO CUCTeM 1H(poBoii TpaHChHOpMaLUr
JIOKyMEeHTHPOBAHHBIX cep eAaTebHOCTH OpraHu3alin

CucremaTH3aius TpeOOBaHUM K crcTeMaM [U(POBOU TpaHCHopMarvm
JIOKyMeHTHPOBAHHLIX cep /eAaTelbHOCTH OpraHM3alivy, TIPOBepPKa UX Ha
TIOJIHOTY, TIOC/IeI0BaTe/IbHOCTh U HETIPOTUBOPEUMBOCTD

TokyMeHTHpOBaHWe TpeOoBaHU K HOPMAaTHBHOMY, OPraHU3al[UOHHOMY,
TEeXHOIOTMUeCcKoMy obecrieueHUIO CUCTeM LiMdpoBoii TpaHChHOopMaLn
JIOKyMEeHTHPOBAHHBIX Ccep /esaTebHOCTH OpraHu3alin

Heob6xoivMble ymMeHUst

[TpoBOUTH aHa/IN3 U OL[eHKY BO3MOKHOCTel cucteM 00paboTKu
CTPYKTYPHPOBAHHBIX J@HHBIX U MeTa/laHHbIX 1[M(poBoi TpaHChOopMaLuu
IOKyMEeHTHPOBAHHBIX Ccep /eAaTelbHOCTH OpraHu3alin

HpI/IMEHHTb METO0J/IOTUO OPIrdHU3dLIMOHHOI'O TIPOEKTUPOBAHUA TIPU dHAJIN3€
CUCTEM YIIpABJ/IEHUS CTPYKTYDUPDOBAHHBIMU NdHHBIMU B OPTraHU3dlUN

IIpencraBaaTh pe3y/bTaThbl aHa/IM3a MPOLIECCOB yIIPaBIeHUs
CTPYKTYPHUPOBaHHBIMU JJaHHBIMU B rpayecKoM BHje

BrIsIBISATE MPHUOPUTETHLIE HallpaB/I€EHWA dBTOMATHU3dlIVN YTIDAB/IEHUA
CTPYKTYPHUPOBAHHBIMUA [AdHHBIMHW B OPIrdHU3dLIMN

OCYU.[ECTBJ'IHTB AeJIoBble KOMMYHHUKALIMK C 3dMHTePpEeCOBAHHBIMKU CTOPDOHAMHU U
HOTpe6I/ITEJ'IHMI/I AOKYMEHTHPOBAHHBIX C(bep AeATe/IbHOCTHU OPraHMU3alin

Omnpepenstb 3¢pGeKTUBHOCTb MEPOTIPUSTHI 110 aBTOMAaTH3alluK yTIpaB/IeHUsI
CTPYKTYPHUPOBaHHBIMU JIaHHBIMH [JOKYME@HTUPOBAHHBIX Chep /esTeTbHOCTU
OpraHu3alfuu

Heobxoaumble 3HaHUS

3akoHOZaTebHbIe 1 HODMaTUBHbIE [paBOBble akThl Poccuiickoit Pesepanyy B
obsiacty nHMOpMaLUH, MHPOPMALIMOHHBIX TEXHOIOTHH 1 3aL{UTHI MHPOPMAIUH,
NepCoHasbHbIX JAHHBIX, M(POBOM TpaHCHOpPMaLIK

3akoHO/jaTelbHbIe U HOPMaTUBHBIE MIPaBOBbIe akThl Poccutickoii Pefepariuu B
cdepe ympaB/ieHUs! JOKYMeHTaMU

Me>xyHapoiHbIe Y Hal[HOHA/IbHbIE CTAaHJAPThI B 00/1aCTH CUCTEM ILIUGBPOBOM
TpaHchOopMaLuu JOKYMEeHTUPOBAaHHbIX C(ep JesaTeTbHOCTH OpraHu3aLuu

OcHOBBI T€OpHUU CUCTEMHOI'O dHa/I134d

MeToauKY OMKUCaHUsI ¥ MO/IeIMPOBaHUSI MPOLIeCCOB, CPeICTBA MO/Ie/TMPOBaHUs
TIPOLIECCOB [JOKYMEHTHPOBAHHBIX C(ep JesaTelbHOCTH OpraH13alyn

MeTo/pbl MCC/ieJOBaHUs], aHaIU3a, MPOEKTUPOBAHUS U Pa3BUTHSI CUCTEM
uu@poBoli TpaHChopMaLUK JOKYMeHTHPOBaHHBIX cep AesiTeTbHOCTU
OpraHu3aluu

PBIHOK mporpaMMHOro obecrieueHust jis aBTOMaTU3aLdd YIIpaBJIeHUsT
CTPYKTYPHPOBaHHBIMU [JaHHBIMU JJOKYMEHTHUPOBaHHBIX cdep [esiTelbHOCTU
OpraHu3aLuu

OyHKI[MOHATbHBIE 0COOEHHOCTH Pa3/IMUHBIX CUCTeM I[U(PPOBOM TpaHCPOPMAaLIUH
IOKyMEeHTHPOBaHHBIX cep AeATelbHOCTH OpraHu3alin

I[TpaBua opraHM3aluu NpoLeCCOB YIIpaB/eHUs] CTPYKTYPUPOBAHHBIMHU JAHHBIMU

HopmaThBHO-TeXHUYECKHe JOKYMEHThI, OTIpe/iesistoiiyie TpeOoBaHus K
TPOEKTHOM U TeXHUUeCKOU JOKyMeHTalUU CUCTeM Liu(poBoM TpaHCHopmaLuu
JIOKYMEeHTHPOBaHHbIX C(hep JiesTeJIbHOCTU OpraHnu3aLiu

Y CTpOCTBO ¥ PyHKLMOHMPOBaHUe MH(GOPMALIMOHHBIX PeCypCoB
JIOKYMEeHTHPOBaHHbIX C(hep JiesTeIbHOCTU

Oco0ble yc/1oBUS OTTyCKa K
paboTe

[lpyrue xapakTepucTUKU




3.2.9. TpypoBasi pyHKIMA

HaumeHoBaHue

[TpoucxosxieHre 06001IeHHOM
TPYJOBOH (QYHKLIM

MeTtorueckoe pyKOBOZACTBO TIPOLIECCOM
LuQpoBoi TpaHCPOpMaLIUU YpoBeHb
Kop B/09.6 6
JOKYMEHTHPOBaHHbIX cep JiessTellbHOCTU KBa/M(HKALH
opraHu3saluu
3auMCTBOBaHO U3
Opurunan X 1440
OpUrvHasa
Koz PerucrpauvioHHbIN HOMeEp
OpUIMHasI rpodeccroHaabHOTO
a cTaHjapTa

TpyzoBbIe 1elCTBUS

MOHUTOPHHT TeKyllel fesATelbHOCTU B paMKax MpoLieccoB LupoBoi
TpaHC(opMaLK JOKYMEHTHPOBaHHbIX c(ep JesATelbHOCTH OpraHu3alyn

Pa3paboTKa /T0Ka/lbHbIX HOPMAaTHUBHBIX aKTOB M METOJMUECKUX JOKYMEHTOB I10
obecrieueHHO TPOLECCOB 1M(POBOIT TpaHCHOPMALK JJOKYMEHTHPOBaHHbBIX
cdep AeATeNbHOCTH OpraHU3aluy

Pa3paboTKa K/roueBbIX TToKa3aTesield 3¢ heKTUBHOCTH MPOLeccoB I POBOH
TpaHchOpMaLK JOKYMEeHTHPOBAHHBIX Cdep AeATelbHOCTH OpraHU3aLin

KoHTposb cobJTi0/1eHus KITFOUeBbIX MTOKa3zaTesiel 3(pGpeKTUBHOCTH TIPOI[eCCOB
urdpoBol TpaHchopMaLMK JOKYME@HTUPOBaHHBIX cdep AesiTe/IbHOCTU
OpraHu3aiuu

Cocrasnenue rpaduka o0yueHus 1 MOBBILIEHNS KBaTU(PUKALUK PAOOTHUKOB-
Yy4aCTHUKOB TIPOLIeCCOB LM(poBOM TpaHC(OPMaLMK JOKYMEHTUPOBaHHBIX cdep
JlesiTeIbHOCTU OpraHu3aln

KoHcyibTpOBaHue yuyaCTHUKOB LIM(PpOBOM TpaHC(OpMaLvu
JIOKyMEeHTHPOBaHHBIX Cep JesATebHOCTH OpraHv3alyy

Heob6xoivMble ymMeHUst

[TnaHupOBAaTh JieTeTbHOCTb CTPYKTYPHBIX TI0pa3/ie/ieHui 10 BOIpocaM
1QpoBoi TpaHchopMaLK JOKYMEeHTUPOBAaHHBIX cep JesTeTbHOCTU
OpraHu3alfuu

[TnanupoBaTh 0OyueHHe U MOBBILLIEHWe KBaTU(PUKALIMK paOOTHUKOB
OpraHu3aliuy B BOTpocax [U(poBoi TpaHCHopMalvu JOKYyMeHTHPOBAHHBIX
cdep AeATesbHOCTH OpraHU3aLiy

Heobxoumble 3HaHUs

3aKoHOZaTebHbIe 1 HODMaTHUBHbIE TIpaBOBbIe aKThl Poccuiickoit Pesepaiiiv B
obsiacty nHMOpMaLUK, MHPOPMALIMOHHBIX TEXHOIOTHH 1 3aL[UTHI MHPOPMAIIWH,
TepCoHabHbIX JaHHbIX, LM(POBOI TpaHCHOPMALIUK

3akoHo/laTelbHbIe 1 HOPDMAaTHBHBIE MPaBOBbIe akThl Poccuiickor ®efepauyy B
cdepe yrpaB/ieHNs JOKyMeHTaM1

HopMaTuBHbBIe TTpaBOBbIe aKThl U KOZEKChI 3TUKH B 06/1aCTH
IOKyMEeHTHPOBAHHBIX Ccep /esaTelbHOCTH OpraHu3alin

Crnietr¢uka COCTaB/IeHUsI aHaTUTUYECKOW U OTIepaTUBHOW OTUETHOCTH B
OpraHu3aLuu

OpraHu3alOHHO-PaCIopsUTe/bHbIE JOKYMEHTHI 10 LU POBOi
TpaHc(opMalK JOKYyMEeHTHPOBaHHBIX chep /esaTebHOCTH OpraHu3alyn

Oco0bble yc/ioBUs OTTyCKa K
pabote

[pyrue xapakTepyuCTUKU

3.2.10. TpyaoBas (pyHKIUA




XpaHeHUe U YHUUTOXKeHue

HaumeHoBaHue

ITpoucxosxaeHre 0600IIeHHOM
TPYJOBOH (QYHKLIAH

CTPYKTYPUPOBAHHBIX JAHHBIX U YpoBeHb
Koz B/10.6 6
MeTaJJaHHbIX JJOKYMEeHTUPOBaHHbIX cdep KBa/M(HKALH
AeATeJIbHOCTHU OpraHru3dliun
3aMMCTBOBaHO U3
Opurunan X 1440
OpUrMHasma
Koz PerucrpauyoHHbIéi HOMep
OpUTHHa rpogeccroHaIbHOTO
a CTaHJapTa

TpyZoBbIe 1elCTBUS

[ToaroTOBKA MEPONPUATHI TI0 TIPOBE/IEHUIO SKCITEPTH3bI LIEHHOCTH
CTPYKTYPHUPOBaHHbBIX JJaHHBIX U MeTa/laHHbIX JOKYMeHTUPOBaHHBIX chep
JlesITeTbHOCTU OpraHr3al[iuu

[TpoBefjeHMe 9KCIePTU3bI LIEHHOCTU CTPYKTYPHUPOBAHHBIX [JJAHHBIX U
MeTa/laHHbIX JJOKYMEeHTUPOBaHHBIX cdep AesiTe/IbHOCTA OpraHu3aluu

[ToaroTOBKa MEPONPUSTHI TI0 0TOOPY CTPYKTYPHUPOBaHHBIX JAHHBIX U
MeTa/laHHbIX [IJisl [ja/IbHeIIero XpaHeHusl UM YHUUTOKeHHsI

[TpoBezeHue rpoleiyp 0TO0pPa CTPYKTYPUPOBAHHBIX JaHHBIX U MeTaZlaHHBIX JI7Ist
JlanbHeNIIero XxpaHeHUsi UM YHAUTOXKeHUs]

[ToaroToBKa MeporpysATAiA TI0 pa3paboTKe JIOKaJIbHBIX HOPMaTUBHBIX aKTOB U
MeTOAUYEeCKUX JOKYMEHTOB I10 UCIO0/Ib30BAHMIO CTPYKTYPHUPOBaHHbIX JAHHBIX U
MeTa/laHHbIX JOKYMEHTHUPOBaHHbBIX C(ep JAesiTe/IbHOCTU OpraHu3aLun

[TogroToBKa MeponpusITUIA TI0 BOCCTAHOB/IEHUIO yTpaueHHbIX, UCTIOPUYEHHBIX
WIY HelIpaBOMEePHO YHUUTO)KeHHBIX CTPYKTYPHUPOBaHHbIX JAHHBIX 1
MeTaJJaHHbIX JOKYMEeHTHUPOBAHHBIX C(hep AesATeIbHOCTH OpraHu3ariy

Pa3paboTka pekoMeH/Ial[|ii 110 BOMIPOCaM XpaHeHUsI U YHUUTOKeHUsI
CTPYKTYPHMPOBaHHBIX JJaHHBIX U MeTaJlaHHbIX JOKYMEHTHPOBaHHBIX ctep
JlesATeJIbHOCTH OpraHu3aLyn

BHeceHue nipefiyioykeHHi 00 U3MeHeHHWH CPOKOB XpaHeHHs! OT/Ae/TbHbIX BU/IOB
CTPYKTYPHPOBAHHBIX JAaHHBIX U MeTaJlaHHbIX JOKYMEHTHPOBAaHHKIX chep
JlesATeJIbHOCTH OpraHU3aLvuu

HeobOxopumbie ymeHust

I[1naHupoBaTh paboTy 10 BBOZY, yueTy, repefade, 06paboTke 1 XpaHEHHIO
CTPYKTYPHUPOBAHHBIX JaHHBIX M METaflaHHbIX JOKYMEHTHPOBAHHBIX Chep
JlesITeIbHOCTA OpPTraHU3aL{|ux

Ocy11ecTB/IATh METOIMYeCKOe PYKOBOZCTBO TpoLjeccaMu [u(poBoit
TpaHchOpMalLY CTPYKTYPHUPOBaHHbIX JAaHHBIX U MeTa/laHHbIX
JIOKYMEeHTHPOBaHHbIX c(hep JiesTeIbHOCTU OpraHy3aLiu

KoHTponupoBars yuer, mpaBorpeeMcTBO, (GOpMUpPOBaHUeE, Tepejjauy U XpaHeHHe
CTPYKTYPHUPOBaHHbIX [JaHHbIX U MeTa/laHHbIX [JOKYMeHTUPOBaHHbIX chep
JlesITeJIbHOCTU OpraHu3aliuu

ObecreurBaTh COXpPaHHOCTB, TTPABOTIPEEMCTBO U 3allIUTY CTPYKTYPHPOBAHHBIX
JIJAaHHBIX U MeTa/laHHbIX [JOKYMEHTHPOBaHHbIX C(ep [esTe/lbHOCTH OpraHu3aliuu

Heobxoumble 3HaHUs

3aKoHOZaTebHbIe 1 HODMaTHUBHbIE TIpaBOBbIe aKThl Poccuiickoit Pezepaiiiv B
obmactu uHbopMaru, HPOPMALMOHHBIX TEXHOJIOTHHN M 3all[UThl UH(OpPMAIWH,
TepCoHabHbIX JJaHHbIX, LW(POBOI TpaHCHOPMALIK

3akoHO/aTeNbHbIe U HOPMAaTUBHBIE MPaBOBbIe akThl Poccuiickor Pefepanyu B
cdepe yripaB/ieHNs JJOKyMeHTaM1

HatmoHasbHbIe CTaHAAPTHI B 00/1aCTH YIIpaB/IeHUs JOKYMeHTaMH, apXHUBHOTO
XpaHeHus!

JIoka/nibHbIe HOpMATHBHBIE aKThl OpPraHM3aluy 1o pabore co




CTPYKTYPHMPOBaHHBIMU [JaHHBIMU Y MEeTa/laHHbIMU [JOKYMEHTHPOBaHHBIX cdep
e Te/TbHOCTH

[TpaBusia opraHM3aliu XpaHeHUs1 BUJ0B CTPYKTYPUPOBAHHbIX JaHHBIX U
MeTaZaHHbIX JOKyMeHTHUPOBAHHbBIX c(ep AesTeIbHOCTH

[TpaBuia opraHv3alui XpaHeHUsi BUJJOB CTPYKTYPUPOBAHHBIX JIaHHbIX U
MeTa/laHHbIX JJOKYMEeHTHUPOBaHHbBIX C(ep AesTeIbHOCTA OTPaHUUEHHOT0 JOCTyIa

[TpaBuna cucreMaTH3alvy U K1acCU(QUKALIMK CTPYKTYPUPOBaHHbIX [JaHHBIX U
MeTaJJaHHbIX JOKYMEHTUPOBAHHBIX C(ep esTebHOCTH

Kputepuu onpepiesieHus [leHHOCTH CTPYKTYPUPOBAHHBIX JJaHHBIX U MeTaJaHHbIX
JIOKYMEeHTUPOBaHHBIX c(hep ZesaTeIbHOCTH C Le/Ibl0 UX 0TO0pa AJIs1 JaibHeHIIero
XpaHeHHsl WIA YHUUTOXKeHUSI

Oco6eHHOCTH XpaHeHUs CTPYKTYPHUPOBaHHBIX JAHHBIX U MeTa/laHHbIX
JIOKyMEeHTHPOBAHHBIX Chep /iesaTelbHOCTH

TexHOOTUY MEX/TUUHOCTHOW U TPYTITIOBOM KOMMYHHUKAI[UH, OCHOBBI
KOH(IUKTOJIOTUU

Oco0bble yc/1oBUS OITyCKa K
pabore

Lpyrue xapakTepyuCTUKU

3.2.11. TpyaoBas ¢pyHKIus

Obecrieuenue 3¢ HeKTUBHOCTH LIUPPOBOI
YpoBeHb
HaumeHoBaHHe TpaHc(opMaLUK JOKyMeHTHPOBAHHbIX Kon B/11.6 6
KBa/TU(UKAIUN

cdep aesTeIbLHOCTA OpraHu3aluu

ITpoucxo eHue 000011eHHON 3auMCTBOBaHO U3
P A . Opurunan X 1440
TPYyZA0BOU (HyHKLIMU opurvHasia
Kog, PerucrpaljioHHbIN HOMep
OpHUrHHa rpogeccroHaIbHOTO
d CTaHapTa

TpyoBble feliCTBUS dopmupoBaHre TpeOOBaHU K aHATUTUUECKOW U OTIepaTUBHOM OTUYETHOCTH T10

pe3y/nbTaTaM 1{udpoBoM TpaHchOpMaluK JOKYMEHTUPOBAHHBIX cdep
JlesiTeIbHOCTU OpraHu3alyiu

ABToMatu3aijysi (GOpMHUPOBaHUS aHATUTUUECKOW U OTlePaTUBHOM OTUETHOCTHU T10
pe3y/bTatam L$poBoil TpaHChOpMaLY JOKYMEHTUPOBaHHBIX cdep
JlesiITe/TbHOCTU OpraHr3aLuu

MOHUTOPHHT CPOPMHUPOBAHHBIX aHA/IMTUUECKUX U ONePaTUBHBIX OTUETOB,
KOHCOJIUZIUPOBAaHHOW OTUETHOCTH O (PYHKLIMOHUPOBAHUU MPOLIECCOB LIU(PPOBOM
TpaHchopMaLMy JOKyMEeHTUPOBAHHBIX Cdep AesATelbHOCTH OpraHu3aliu

OneHka 3¢(eKTHBHOCTU U KauecTBa NpoLieccoB Ly(poBoy TpaHC(hopMaLvy
JIOKYMEHTHPOBaHHbIX c(hep [iesTeTbHOCTU OpraHy3aLu

[1naHvpoBaHye MepONpUSTHiA 110 MOBBILIEHHI0 3()()eKTUBHOCTH IPOLIECCOB
L1 poBoOii TpaHCPOPMALIMH JOKYMEHTUPOBAHHBIX Cep /esTeIbHOCTH
opraHu3saluu

KOHTpO/b BBITIOJIHEHUST MEPOTIPUATHIH 110 MOBBILLIEHHIO 3¢ (eKTUBHOCTH
riporieccoB 1poBoii TpaHCchOpMaLK JJIOKYMEHTHPOBaHHbIX c(ep
JlesITeIbHOCTA OpraHu3aL{uu

HeobOxoaumbie ymeHust PaspabaTbiBaTh (popMan30BaHHbIE MOZETH, METO/bl U allTOPUTMBbI pellieHHs]
TUINHWYHBIX 3a/ja4 aBTOMaTU3UPOBAHHOW MH(OPMAaLMOHHO-aHATUTUUeCKOU
MO/l P>KKU MPOLIeCCOB MPUHSTHS PellleHrH 1o U(poBoi TpaHC(hopMaLuu




JIOKyMEeHTHPOBaHHBIX Cep /lesaTelbHOCTH OpraHv3alyn

[TpyMeHATb METO/IbI U CPe/ICTBAa MOHUTOPUHIA U CUTYaLIMOHHOTO aHan3a
CTPYKTYPHUPOBaHHBIX JJaHHBIX Ha 0a3e MH(OPMaIMOHHBIX aBTOMAaTH3UPOBAHHBIX
CUCTeM JJOKyMEeHTUPOBAaHHbIX cdep JesaTeTbHOCTH

Vicnionb3oBaTh COBPEMEHHbIE MOZIe/I Y MeTO/Ibl U3MepeHHsl, IPOrHO3UPOBaHUs,
TJIaHUPOBAHMUS, TIPUHSITUS PeLleHnl TTPU OCYILLeCTBIeHNH TIOJeP)KKU
TMPOLIeCCOB MPUHSATHS PelleHU 10 UPPOBOU TpaHCHOopMaLu
JIOKYMEHTHPOBaHHbIX c(hep JiesTeTbHOCTU OpraHy3aLyu

OtuieHrBaTh 3()()eKTUBHOCTh M KaUueCTBO MPOrHO3UPOBaHUs, T/IAHUPOBaHUS,
TIPUHSTUS pellieHri B yC/IOBUSIX HeOoTpe/ie/IeHHOCTH UMeloleiicss tHpopMaluu
1o 1u@poBoii TpaHcHopMalK JOKYyMeHTHPOBAHHBIX cdep esaTebHOCTH
OpraHu3aluu

[TpencTaBasSTh B CTaHAAPTHOM BU/Ie Pe3y/IbTaThl PellleHUs] aHaTUTUUeCKUX 3aZiau
urdpoBol TpaHchopMaLMK JOKYME@HTUPOBAaHHBIX cdep AesiTe/IbHOCTU
OpraHu3aluu

Heobxoqumble 3HaHUS

Mertoz0/10rM4ecKrie OCHOBbI TEOPUU MPUHATHS PeLleHrl, TeOPUU U3MepeHuH,
TeopUY NIPOrHO3UPOBAHMS U IJIaHUPOBaHUs LM(PPOBOM TpaHCHOpMaLu
JIOKyMEeHTHPOBaHHBIX Cep /esaTebHOCTH

KnroueBble roka3zatenu 3(h(heKTUBHOCTH U CTIOCOOBI UX U3MEPEHUs B MPOoLjeccax
MQpoBoi TpaHCHOpMALUK JOKYMEHTUPOBAaHHBIX cep JesTeTbHOCTU

CTpyKTypa, IPUHLIUITEI TOCTPOeHUS U (PYHKLIMOHUPOBaHUSI UH(POPMAIIMOHHBIX
CUCTeM [JOKyMEHTHPOBAHHBIX Chep AesaTebHOCTH

OCHOBBI CTaTUCTUKU Y aHa/IM3a

Merto/b! orjeHKH 3¢ (eKTUBHOCTH U KauecTBa B 3a/layax MPOrHO3UPOBaHUs,
TJIaHUPOBaHMUS, TIPUHATHS pellieHU LuppoBoi TpaHCHopMaLuu
JIOKYMEeHTHPOBaHHbIX C(hep JiesTe/IbHOCTH

Mertoposiornueckrie 0CHOBbI MH()OPMal[MOHHO-aHATUTUYECKOM /1eTeIbHOCTH
urdpoBoi TpaHchopMaLY JOKYME@HTUPOBAaHHBIX cdep AesiTeIbHOCTU

[TpuHLMIBI OpraHu3alyy UHPOPMaLMOHHO-aHATUTUYEeCKOH 1esTelbHOCTH
urdpoBoii TpaHCchOpMaLK JOKYME@HTUPOBAHHBIX cdep AesiTe/IbHOCTU

Crioco6n1 hopMHUpOBaHUS OTHMCAHUM 00BEKTOB U K/1aCCOB 0ObEKTOB
JIOKYMEHTUPOBAHHBIX chep /esTeTbHOCTH

OpraHu3alMoHHbIe MephbI TT0 3allUuTe MHPOPMAaLUHU JOKYMeHTUPOBaHHBIX cdhep
JesITe/TbHOCTH

TpeboBaHMs OXpaHbI TPY/ja U TOXKApHOM 6€30T1acHOCTH

Oco0bble yc/ioBHs OTTyCKa K
paboTe

Lpyrue xapakTepuCTUKU

3.2.12. TpyaoBas pyHKIus

IMpoucxosxaeHre 0600IIeHHOM

KOHTpOJIb 3d CO6JII-O,E[€HI/IEM
KOPPEKTHOCTH TIPUMEHeHUsT BUZIOB
o YpoBeHb
HaunmeHoBanue 3/IEKTPOHHBIX MTOAIUCEeH B Kop, B/12.6 6
KBa/mMuKaum
JIOKYMEHTHPOBaHHBIX c(epax
AedATe/IbHOCTHU OPIrdHHU3dlIUN
3aMMCTBOBaHO U3
OpuruHan X 1440
OpHUrHHajAa

TPyZAOBOU HyHKIUH

Kon PerucrpaijioHHbIit HOMep




OpUTHHa rpogeccroHaIbHOTO
a CTaHjapra

TpyZoBbIe 1elCTBUS

Pa3paboTka /10Ka/bHBIX HOPMaTUBHBIX aKTOB OPTraHU3aL[K B 00/1aCTH
NIpYMeHeHNs] BUZIOB 3/IEKTPOHHOM IOJNUCH B JOKYMEHTHPOBaHHBIX c(epax
JlesITeJIbHOCTU OpraHy3aliu

KoHTposb ncrnosiHeHus 10KaabHbIX HOPMAaTUBHBIX aKTOB OpraHU3aliuu 1o
TIPUMEHEHHIO BU/IOB 3JIEKTPOHHOM MOJMNMUCH B JOKYMEHTHPOBAHHBIX Chepax
JlesATeJIbHOCTH OpraHu3aLyn

dopmupoBaHue TpeOOBaHMI 10 XpaHeHUI0 UH(OPMAI[K 00 3/1eKTPOHHBIX
MO/ITTUCSIX paOOTHUKOB OPraHM3al[uK B JOKYMEHTUPOBAaHHBIX chepax
e Te/TbHOCTH

HeobOxopumbie ymeHust

KoHTporpoBath cob/ioieHre TpeboBaHHM, TIPaBU/I U MHCTPYKI[UH 110 paboTe ¢
3/1eKTPOHHBIMU TIOAMUCSIMU B JOKYMEHTUPOBAHHBIX cdepax [jesTelbHOCTH

KoHCy/ibTHpOBaTh pabOTHUKOB OpraHMW3aliiu 110 BOMpocaM WHGOPMAI|MOHHOH
6e30macHOCTH ¥ pabOThI C 3IEKTPOHHBIMH MOATHMCAMU B JOKYMEHTHPOBAaHHBIX
cdepax AesTeTbHOCTH

Heobxoaumble 3HaHUS

3akoHo/laTelbHbIe M1 HODMAaTHBHBIE MPaBOBbIe akThl Poccuiickort ®efjepaliyy B
obsacty nHMOpMaLUK, MH(POPMALIMOHHBIX TEXHOIOTHH 1 3al{UTHI MHPOPMAIWH,
MepCOHAa/IbHBIX JJAHHBIX U 31eKTPOHHOM MOAMNNCH, LM(pOBOM TpaHCchopMaLiu

3akoHO/jaTelbHbIe U HOPMAaTUBHBIE MPaBOBbIe akThl Poccutickoii Pefepariyuu B
cdepe ympaB/ieHUs1 JOKyMeHTaMU

OteuecTBeHHBIN U 3BPY6eﬂ(HbIﬁ OTIIBIT pa3pa60TKH N HCITI0/Ib30BAHUA
BHEKTPOHHOﬁ MoAINMUCHU B AOKYMEHTHDOBAHHbIX cd)epax AedaTe/JIbHOCTH

OCHOBBI CpeacCTB U CUCTEMBI 3allJUTHI I/IHCI)OPM(:IL[I/II/I AOKYMEHTHPOBAHHBIX C(bep
AedaTe/JIbHOCTH

[Topsimok co3panus, BblJlauM, MpeKpalljeHusl [1elCTBYsI, aHHY/TMPOBaHUSI,
TPUOCTAaHOBJIEHHUSI U BO30OHOB/IEHUS [IeMCTBUS CEPTU(PUMKATOB K/Troueid
371eKTPOHHOM TOJANUCH

[TpaBuna cobmogeHust HGOPMAIIMOHHOM 6e30macHOCTH

JIoKa/ibHbIE HOPMATHUBHBIE dKThI I10 3dllUTEe NMePCOHA/IBHBIX JdHHBIX

OCHOBHBIE CEPBUCHI 10 OKa3aHUIO JIEKTPOHHBIX YCIYT, TTOPTaJIbl
roCy/JapCTBEHHbIX ¥ MYHULIATATBHBIX YCIyT

Opl"aHI/BaL[I/IOHHaH CTDYKTYPpa U Cl)I/I]II/IaJ'IbI OpraHu3alin

Oco0bble yc/ioBUs JOTTyCKa K

paboTe

[pyrue xapakTepucTUKU

3.3. O6001eHHas TpyaoBas GyHKIusA «YnpaB/eHue HuppoBoi Tpanchopmanmeit
AOKYMEHTHPOBAHHBIX c()ep AesiTe/IbHOCTH OPraHU3aI[uK»

HanmeHoBaHue

IMpoucxoxxaerre 06001IeHHOH

TPY/I0BOM HyHKLIH

Ymnpasnenue UPpoBoi TpaHCHopMarieit
OKyMEeHTHPOBaHHBIX cdep AesTeIlbHOCTH Ko C Y'poeeti 7
AOKY p PA A KBa/MUKaLuy
OpraHu3aLuu
3auMCTBOBaHO U3
Opurusan X 1440
OpWI'MHaIa
Koz PerucrpauyoHHbIl HOMep
OpHUTHHas npo¢ecCOHANBHOTO
a CTaHJapTa

Bo3MoykHbIE HAMEHOBaHMS ‘,[[I/IPEKTOP Mo JaHHBIM JOKYMEHTHPOBAHHBIX Cd)ep AedATe/JIbHOCTU OPTrdHHU3dllUN




JIOJKHOCTeH, npodeccuii

[upekTop 10 yripaB/ieHuto LKMdpoBol TpaHchopMalveli JOKyMeHTUPOBaHHBIX
cdep AeATeNbHOCTH OpraHU3aLiy

[IpeKTOop 0 MepCreKTUBHOMY Pa3BUTHIO I[U(GPOBLIX TeXHOIOT U
JIOKYMEHTUPOBaHHBIX c(hep /esTeTbHOCTH OpraHu3alin

TpeboBaHus kK 06pa30BaHMIO
1 00y4eHHto

Bericiiee o6pa3oBaHue - Marucrparypa

W

Briciiee o6pa3oBanue (HempogUIBLHOE) - MarucTpaTrypa

¥ JIOTIOJIHHTETbHOEe NTpodeccroHabHOe 00pa3oBaHue - IPOrpaMMbl
npogeCCHOHaIbHOM MepernoAroTOBKY 110 MPOMUIIIO JlesiTeJIbHOCTH

TpeboBaHMS K OIBITY
TIPAKTHUeCKOH paboThI

He meHee 1iiTH /1eT pyKOBOZASILLel JeaTe/TbHOCTH B cdepe yrnpaB/ieHUs! JaHHbIMU
JIOKyMEeHTHPOBaHHBIX Cep JesaTebHOCTH OpraH13alyy

Oco0bble yc/ioBUs OTTyCKa K
paboTe

ITpoxoskieHre obyueHUss MepaM HH(POPMAaLIMOHHOM 06e30TacCHOCTH ¥ YCIIOBUSIM
KOHOU/IeHI[MAIbHOCTH /IeSITe/IbHOCTH 110 COOTBETCTBYIOLIIEH MporpaMme,
MPOXOyK/IeHe TIEPBUYHOTO MHCTPYKTaKa 10 WH(OpPMaIMOHHOW 6e30MacHOCTH 1
YC/IOBUSIM KOH(DUIEHIIMATbHOCTH [1eSITeTbHOCTH

[TpoxoxkaeHue oOyueHUst MepaM TI0KapHOU 06e30macHOCTH

[TpoxoskaeHre o0yueHUst ¥ TPOBEPKU 3HaHW TPeOOBaHUI OXpaHbI TPyZa

[pyrue xapakTepyuCTUKU

[ToBbIIeHWe KBaMpUKaLMY 10 TpOrpaMMaM yIipaB/ieHUs JOKyMeHTaMH,
JAHHBIMHU 1 TH()OPMALIMOHHBIMUA 00bEeKTaMU JOKYMEHTHPOBAHHBIX Cep
JlesITe/IbHOCTU OpraHy3aluu

,Z[OHOJ'IHI/ITEJ'IBHBIE XdPaKTePUCTHUKU

HanmeHoBaHue jOKyMeHTa

HanmeHoBaHve 6a30BOM TPYIIIbI, O/DKHOCTH (TIpOdeccrm)

Kop,
WU CTIeLUaJbHOCTU

OK3 1213. PykoBoauTenu B 001aCTH OTIpe/iesieHust TIOJTUTUKY U
M7IaHUPOBAHUS [1eATeIbHOCTU
ETKC nmu EKC [upekTop (Haya/lbHUK) BEIUMC/IUTETEHOTO
(uHbOpPMaLMOHHO-BLIYUC/IUTETBHOTO) 1LIeHTpa
OKILOTP 21571 JIVpeKTop TeXHUYeCKU
24924 HauanpHUK C1y>KObI ((PMHAaHCOBO-9KOHOMHUUECKOH U
aZIMUHUCTPATUBHOM)
OKCO 2016 2.09.04.02 WH}popMaLMOHHbIe CUCTeMbI U TEXHOJIOTHUU
2.10.04.01 VudbopMmaiioHHast 6e301acHOCTh
7.46.04.02 L OKyMeHTOBeJijeH’e U apXUBOBe/eHue

3.3.1. TpypoBas pyHKIUA

PasButHe 1y poBoii TpaHChOpMaLIK

HaumeHoBaHie | JOKYMEHTHUPOBAHHBIX CEp /esTeTbHOCTH Kog C/01.7 Yposerb 7
y ’ KBa/TMUKaLUA

opraHusanuu

IIpoucxo eHue 000011eHHON 3auMCTBOBaHO U3
P A . Opurusan X 1440
TPY/10BOM HyHKLM OpuryHana
Koz PerucrpalvoHHbIN HOMep
OpUTHMHa npogeccroHaNBEHOTO
a CcTaHjapra

TpyzoBbIe elCTBUS

Pa3paboTka KoHIenuu udpoBoii TpaHcHopMaliiy JOKYMEeHTHPOBAaHHBIX cdep
JlesITeJIbHOCTH B OpraHu3aliuu




Pa3paboTKa I/1aHOB pea3al[iy KOHIeNuK 1idpoBoii TpaHchopMaliim
JIOKyMEeHTHPOBAHHLIX cep eATeTbHOCTH B OpraHu3alin

KoHTposb ncrosiHeHust T/1IaHOB peanu3aliu KOHLIeNLWHY LU poBOi
TpaHchopMalLKM JOKYMEeHTUPOBAHHBIX Cep [iesaTeTbHOCTU B OpraHu3aLuu

Pa3paboTka K/TroueBbIX TToKa3aresel 3hheKTUBHOCTH TTPOL[eCCOB [udpoBOi
TpaHchopMaLY JOKyMEeHTUPOBAHHBIX cdep AesTelbHOCTH OpraHU3aLiu

[TnaHupoBaHKWe U KOHTPOJIb TIPOBE/IEHUS B OpPraHU3alliy BHYTPEHHUX
MepOTpHUSTUN 10 TIPOJIBUYKEHUIO 1[U(POBOM TpaHChOopMaluu
JIOKYMEHTUPOBaHHBIX cep JesTeTbHOCTH

[TnaHupoBaHWe MepOIIPUSTHH T10 MOBbIIIeHHIO 3(DPEKTUBHOCTH TMPOLIECCOB
uu@poBoli TpaHChopMaLUK JOKYMeHTHPOBaHHBIX cep AesiTeTbHOCTU
OpraHu3aiuu

[TpoBeseHre MePOTIPUSITHI TI0 MOBBIIIEHHIO 3(DPEKTUBHOCTH TIPOLIECCOB
1rdpoBoii TpaHchopMaliK JOKYME@HTUPOBAHHBIX cdep AesiTe/IbHOCTU
OpraHu3aiuu

[TnaHupoBaHue ¥ KOHTPOJIb TIPOBe/leHNsI BHYTPEHHUX MepOIIPUSITHI 110
TOBBIIIEHUIO KOMITeTeHLIMY pabOTHUKOB B UCIOJ/Ib30BaHUU TTPOLIECCOB

urdpoBo TpaHchopMaLMK JOKYME@HTUPOBAaHHBIX cdep AesiTe/IbHOCTU
OpraHU3aLuH

HeobOxopymbie ymeHust

OOGecreurBaTh BBITIOJTHEHHE K/TFOUEBBIX IMOKa3aTesel 3 deKTHBHOCTH
TrpoLieccoB LU(PoBoOM TpaHCHOpMaLUU JOKYMEHTHPOBAaHHBIX cep
JesiTeTbHOCTU OpraHr3al[iuu

BoByiekaTh pabOTHUKOB OpraHU3al[iy B ONITUMH3AI|I0 OU3HEC-TIPOI[eCCOB B
obmacty urpoBoit TpaHCchOpMaILUK JOKYMEHTHPOBAHHBIX Cdep AesaTelbHOCTH

Ob6ecrneurBaTh pa3pabOTKy yueOHBIX U MHPOPMAIMOHHO-KOHCY/IbTal[AOHHBIX
MpOrpamMM, UHCTPYKTaXkel B 06s1acTvl U poBO TpaHChOpMaLiu
JIOKYMEHTUPOBAHHBIX c(hep /iesTe/TbHOCTH OpraHnu3aliin

Heobxoqumble 3HaHUS

3aKoHO/aTelbHbIe U HOPMAaTUBHBIE MPaBOBbIe akThl Poccuiickor Pefepanyu B
obmactu uHbopMaru, HPOPMALMOHHBIX TEXHOJIOTHHN U 3all[UThI UH(MOpPMAIWH,
NepCoHabHbIX JAHHBIX, U(GPOBOM TpaHChOpPMaLIUU

3akoHO/aTeNbHbIe U HOPMAaTUBHBIE MPaBOBbIe akThl Poccuiickor Pefepanu B
cepe yrpaB/ieHNsl JOKyMeHTaMU

CraHAapThl 1 METOJUKH yTpaBieHUsl JaHHbIMUA JJOKYMEHTHUPOBaHHBIX cdep
JlesiTeNIbHOCTH

ITcuxonoruss KOMMyHUKaLN

[TpyUHLMIBI U METO/bI OLeHKH 3()()eKTHBHOCTH BHYTPEHHUX KOMMYHUKALUN

OpraHu3alMoHHasi CTPYKTypa ¥ KOpPopaThBHasi KyJIbTypa OpraHv3alyu

[TpUHIMITBI U METOABI TTOTyUYeHHUs] 0OpaTHOM CBSI3U

OTeuecTBeHHBIN U 3apyOe>KHBIHN OTBIT YIIpaB/IeHUs TIPOeKTaMH B 00/1aCTH
urdpoBol TpaHchopMaLMK JOKYME@HTUPOBAaHHBIX cdep AesiTe/IbHOCTU
OpraHu3aLyn

Oco0ble yc/1oBUs OTTyCKa K
pabore

Jpyrue xapakTepuCcTUKU

3.3.2. TpypoBasi pyHKIMA

HanmenoBaHnue KoHTposb 3a peanu3aiiyeii KOZeKCOB Kog C/02.7 Yposetb 7

3TUKU LIU(PPOBOW TpaHCHOpMaLu
JOKYMEHTHPOBaHHbIX cep [esTebHOCTU

KBa/TMUKaLUA




’ OpraHu3aLuu

IMpoucxoxaerre 06001IeHHOH
TPY/10BOM HyHKLIH

] ]
OpruHan X 3auMCTBOBaHO U3 1440
opuryHasa
Koz PerucrpalyoHHbIN HOMep
OopuyruHasn npogeccroHaabHOT 0
a CTaHzapTa

TpyzoBbIe elCTBUS

Pa3paboTka KOIeKCOB 3THKHU LIUPPOBOI TpaHCHOpMaLUK JOKYMEeHTUPOBAHHBIX
cep JesaTeNbHOCTU OpraHv3alyy

Pa3paboTKa JI0Ka/IbHBIX HOPMaTUBHBIX aKTOB I10 TIPUMEHEHHIO KOJIeKCOB STHKU
1{(ppoBo# TpaHCHOPMALIMH JOKYMEHTHPOBAHHBIX Cep JeaTelbHOCTH
pabOTHUKAMM OpTraHU3al[uu

Co3faHre KOMUCCHY TI0 peann3aliy KOJeKCOB 3THKU LM(POBOH
TpaHc(opMalK JOKYMEeHTHPOBAaHHBIX cep /esTebHOCTU B OpraHu3alyn

[TnaHupoBaHWe MepOIPUSTHH TI0 peaar3aliui KOIeKCOB 3TUKHU 1[U(POBOI
TpaHc(opmMalK JOKYMEeHTHPOBAaHHBIX cep /esaTebHOCTH OpraHu3alyn

[TpoBesieHre MePOTIPUSTHH TI0 pear3aliii KOIeKCOB 3TUKHU 1U(pOBOM
TpaHc(opMalK JOKYMEeHTHPOBaHHBIX chep /esTebHOCTH OpraHu3alin

[TpoBefeHre MOHUTOPHHTA OM3HEC-TIPOL[ECCOB HA COOTBETCTBUE STHUECKUM
HOpMaM B obs1acTv 1jppoBoii TpaHCHOpPMALIMK JOKYMEHTUPOBAaHHBIX chep
JlesiTeIbHOCTU OpraHu3aln

[TpoBeeHUs MOHUTOPHHTA JeliCTBUM pabOTHUKOB OpraHU3aliiy Ha
COOTBETCTBHE 3TUUECKUM HOpMaM B 00/1acTy LIU(ppoBoi TpaHCHOopMaLuu
JIOKYMEHTHPOBaHHbIX c(hep JiesTeTbHOCTU OpraHy3aLu

[TpoBeseHue cyKeOHBIX MPOBEPOK IO (haKTaM HapyIleHus: Ko/ieKca STUKU U
JIOBeZIeHHe X Pe3y/bTaToB [0 PYKOBO/CTBA OPraHU3alii

BripaboTKa peKoMeH/alyii 110 yCTPaHEeHHIO BbISIBI€HHbIX HapyIlIeHUH KOJJeKCOB
3TUKU B LIU(PPOBOM TpaHCPOPMaLK JOKYMEHTUPOBAHHBIX C(ep /esiTeTbHOCTU
OpraHu3anuu

HeobOxopumbie ymeHust

['0TOBUTL aHAMUTUUECKHE OTUETHI TI0 TIPUMEHEeHUI0 KO/IeKCOB 3TUKH B LIU(PPOBOI
TpaHc(opMalK JOKYMEeHTHPOBaHHBIX chep JesTebHOCTH OpraHu3alun

OueHUBaTh PUCKY BbISIBJIEHHBIX HAapYLIeHWH KOJEKCOB 3THKU B LIM(POBOU
TpaHC(opMaLy JOKYMEeHTHPOBaHHbIX c(ep JesATelbHOCTH OpraHu3alyy U
BbIpabaThIBaTh PEKOMEH/[AlUH 110 XapaKTepy B3bICKaHUN

O1leHHBaTh [JOCTaTOYHOCTb, HA/IE)KHOCTb U 00ObEKTUBHOCTD /I0Ka3aTe/TbCTB
HapyIIeHUs KOJieKca 3THKH 1U(hPOBOM TpaHChOpPMaIUK TOKYMEHTHPOBAHHBIX
cdep JesTesIbHOCTU

Heobxoqumble 3HaHUs

PersiamMeHTbl KOMUCCHU 110 peanr3alii KOJeKCOB STUKU LM pOoBOM
TpaHchopMalMy JOKYMEeHTUPOBAHHBIX cdep AesTeIbHOCTH OpraHu3aliu

[MpodeccroHanbHas 3THKa LHU(PPOBOM TpaHCHOPMALIMU JOKYMEHTHPOBAHHBIX
cdep AeATesbHOCTH OpraHU3aLiy

HpaKTI/IKa pa3pa60TK1/1 JIOKAJIbHBIX HOPDMATHUBHBIX dKTOB 10 YIIPABJ/IEHHUIO
CUCTEMAMH BHYTPEHHETI'O KOHTPOJIA U CUCTEMAMU YTIpaBJ/IEHHUA JOKYMEHTAMN

OcHoBbI HH(POPMAI[MOHHBIX TEXHOJIOTUM Y MHGOPMaI[MOHHOM 6e30macHOCTH
JIOKYMEHTHPOBaHHBIX C(pep AesiTeTbHOCTU OpraHu3aliu

ITporpamMmHoe obecriedeHre B 06/1aCTH aHaM3a KOHTPOJIBHBIX MTPOLIeYP B
JOKYMEHTHPOBAHHBIX Chepax JesTelbHOCTH OpraHU3aLuu

[TporpamMMHbIe CpeZiCTBa aBTOMAaTU3alUK JOKYMEeHTUPOBAHHBIX cdep
JlesITeTbHOCTU OpraHr3al[iuu




Teopusi U IpaKkTHKa MPUMeEHEHUs MPOoLieJyp KOHTPOJISI B JOKYMEHTHUPOBaHHBIX
cdepax JesTebHOCTA OpraHU3aluu

Oco0bble yc/ioBUs OTTyCKa K
paboTe

Lpyrue xapakTepuCTUKU

3.3.3. TpypoBas ¢pyHKIus

HaunmeHoBaHue

IMpoucxosxaeHre 06001IeHHOM
TPyZAOBOU HyHKIUH

KoHTponb 3a cobroieHreM IpaB Ha
WCTOJTb30BaHue UH(POpMaLu YpoBeHb
Kop C/03.7 7
JIOKYMEHTHPOBaHHBIX c(ep [1esTeIbHOCTU KBa/M(HUKALIH
opraHu3aLyu
3aMMCTBOBaHO U3
OpuruHan X 1440
OpUrvHama
Kon PerucrpaliioHHbI HOMep
OpUTHMHa npodeccroHaNBEHOTO
a cTaHgapTa

TpyzoBbIe felCTBUSA

[1nanrpoBaHue MpoBeZieHNsT pPa3pabOTKK CUCTeMBbI KOHTPOJIS 3a COOM0jeHreM
TIpaB Ha UCI10/Ib30BaHWe UHPOPMALMK JOKYMEeHTUPOBAHHBIX Chep JesiTeTbHOCTU
OpraHu3aluu

BHe/ipeHMe cHCTeMbI KOHTPOJIS 3a COO/TFO/IeHNeM TIPaB Ha MCTI0/Ib30BaHHe
MH(pOpMaLK JOKYMEeHTUPOBaHHBIX cdep AesiTeIbHOCTU OpraHu3aluu

[TnanupoBaHue TIpoBesieHUs pa3pabOTKHU JI0KaTbHbIX HOPMAaTUBHBIX aKTOB U
MeTOJMUeCKHX JOKYMEHTOB T0 00ecrieueHHI0 KOHTPOJIS 3a COOJII0IeHreM TIpaB
Ha UCI10/Ib30BaHKe MH(POPMaLMK JOKYMEeHTUPOBaHHbBIX C(hep [esTeTbHOCTU
OpraHu3anuu

KoHTposib 3a poBeieHreM pa3paboTKy JIOKaTbHBIX HOPMAaTHBHBIX aKTOB U
MeTO/JMUeCKUX JOKYMEHTOB I0 obecrieueHHI0 KOHTPOJIS 3a COOJII0/ieHeM TpaB
Ha HCI0/Ib30BaHKe UH(POPMaLMU [JOKYMEHTHPOBaHHBIX C(hep JesTeIbHOCTU
OpraHu3anuu

Pa3paboTKa persiaMeHTOB 10 pa3rpaHUYeHuIo TpaB A0CTyMa K uHhopMaruu
JIOKyMEeHTHPOBaHHBIX Ccep /eAaTelbHOCTH OpraHu3alin

[TpoBeseHVe MOHUTOPWHTA COOJIIOIeHUsI PerJiaMeHTOB TI0 pa3rpaHUUeHUI0 TIpaB
JocTyria K mHGOopMal[uu JOKyMeHTUPOBaHHbBIX cep AesTeTbHOCTH OpraHU3aliuu

KoHTpo/b cob/r0/IeHus perjiaMeHTOB T10 pa3rpaHUUYeHUIO TIPaB JJOCTYTIA K
“H(OpMaLK JOKYMEHTUPOBAHHbBIX cdep AesaTe/IbHOCTH OpraHU3aLuu

Heobxomvmbie ymMmeHUst

Pa3pabatbIBaTh JI0Ka/bHbIE HOPMATHUBHBIE aKThI 10 BOMPOCaM yTIpaB/eHHs
CTPYKTYPHMPOBaHHBIMM JJaHHBIMU W UCTIO/Ib30BaHUs CTPYKTYPHUPOBaHHBIX
JIaHHBIX JOKYMEHTUPOBAHHBIX C(ep AesaTeTbHOCTH OpraHu3aluu

Ocy1iecTBaSTh pa3paboTKy MPOrpaMMHO-1Ie/IeBbIX TVIAHOB HUCTIOIb30BaHUS
MH(pOPMaLIMHU JOKYMeHTUPOBAHHBIX Cep /esiTeTbHOCTH OpraHu3aLin

KoHTponrpoBaTh COOTBETCTBHE JOKYMEHTA/IbHO YTBEP)K/€HHOTr0 MopsiKa
pacrpe/iesieHusi TIpaB OCTYyIla Ha UCI0/Ib30BaHKe MH(GOpMaLu1
JIOKyMEeHTHPOBAHHBIX cep feaTebHOCTH (GaKTUUeCKUM /1eHCTBUSIM
pabOTHUKOB OpraHW3aryu

[TpoBOUTH MOHUTOPUHT MH(POPMALMOHHBIX UCTOUYHUKOB [1J1s1 BbISIB/IEHUS
MONBITOK HECAHKLJMOHMPOBAHHOTO OCTYIA K 3allj1IllaeMbIM pecypcam
JIOKyMEeHTHPOBAHHBIX Ccep /esaTebHOCTH OpraHu3alyn

Pa3paﬁaTbIBaT]: npeajoXKeHus 110 YCTPAHEHHWIO BhISIBJIEHHBIX Hapyu.[eHI/Iﬁ




WCIT0/1b30BaHKs NIpaB IOCTYyIa K MHPOpMaL[uK J0KyMEHTUPOBaHHbIX Cep
JlesATeJIbHOCTH OpraHU3allid U CTPYKTYPHUPOBaHHBIM JaHHBIM
JIOKyMEeHTHPOBAHHBIX cep eAaTebHOCTH OpraHu3alin

Pa3pabaTbIBaTh IMpe/jIoKeHus1 10 TOBbILLeHHUI0 3((eKTUBHOCTH UCIT0/Tb30BaHUs
TpaB I0CTyIa K MH(OpMaLMy JOKYMEHTUPOBAHHbIX C(ep AesaTeTbHOCTH
OpraHu3aly U CTPYKTYPHPOBaHHbIX [JAaHHBIX JOKYMEHTUPOBAHHBIX C(ep
JlesITe/IbHOCTU OpraHr3alun

[TpoBOAWTH MHCTPYKTa)K paOOTHUKOB OpPraHU3al{|K T0 TIpaBUiaM paboThI C
TeXHUYEeCKMMU Cpe/ICTBaMM U CUCTeMaMH 3alljUThl UH(OpMaLu
JIOKyMEeHTHPOBaHHBIX Ccep JesaTebHOCTH OpraH13alyn

Heobxoqumble 3HaHUs

3akoHo/laTe/IbHbIe M HOPMATHBHLIE TIPaBOBbIe akThl Poccutickoit denepaiiviv B
obnactu nHbOpMaIy, HHPOPMAIJMOHHBIX TEXHOJIOTUN 1 3aIIUThl HHPOPMAaI|H,
TiepCoOHa/IbHBIX IaHHBIX, [TMGPOBOM TpaHChOpMaIuu

3aKoHoO/jaTelbHbIe U HOPMaTUBHBIE TIPaBOBbIe akThl Poccuiickoit defepaiiyuu B
cdepe ympaB/ieHus1 JOKyMeHTaMU

busHec-mpotiecchl, MH(GOPMaLMOHHbIE TTOTOKU CTPYKTYPUPOBAHHBIX JAHHBIX U
MOPSIIOK B3aWMO/EeNCTBYSA MOAPa3/eIeHr OpraHu3aLu

[Tpouieiypel nipef0CTaB/IeHUS [10/1b30BaTe/IsIM ITOJIHOMOUMI /10CTyTa K
VMH(OPMaLIMOHHBIM pecypcaM /I0KyMeHTUPOBAHHBIX Cep /1esTeIbHOCTH
OpraHusaluu

OcHoBHbIe MeTO/Ibl aHa/IM3a U ONTUMHU3ALIUU TIPOLIeCCOB UHPOPMAIIMOHHOTO
oOMeHa B IOKYMEeHTHUPOBaHHBIX cdepax JesTelTbHOCTA OpraHu3aliu

Bubl ¥ MeTO/IbI TI/TAHUPOBAHUS U KOHTPOJIS B IOKyMEHTUPOBAHHBIX chepax
JlesiTe/IbHOCTU OpraHu3alyn

OCHOBHbIE TEXHOJIOTUH, METO/IbI, TIPUEMbBI U MIHCTPYMEHThI Pab0ThbI CUCTEM
KOMITJIEKCHOM 3al[uThl MHGOPMALMU JOKYMEHTUPOBaHHbIX Cep AesTeTbHOCTH
OpraHu3aluu

[TepcrieKTUBBI M HamlpaB/ieHUsl Pa3BUTHSI TEXHUUECKUX CPeJCTB 3all{UThI
r“H(OpMaLMK J0KyMEeHTUPOBAHHBIX Cep JesTe/IbHOCTH OpraHu3aLii

OCHOBBI METO/IOB U CpPe/iCTB KOHTPOJISI OXPaHsIeMbIX CBeJleHUH, BbIsSIBJIEHHUS
KaHasoB yTeuku WH(opMaLu

[TpaBuna pasrpaHryeHysi TpaB JAOCTYyNa K JOKYMeHTUPOBaHHbIM cepam
JlesiTeIbHOCTH OpraHu3aly

OCHOBBI /1€/10BOY KOMMYHUKaL[UU

Oco6ble yc/IoBUS OITyCKa K
pabore

Jpyrue xapakTepyuCTUKU

3.3.4. TpypoBasi pyHKIMA

[MTpoucxosxaeHre 06001IeHHOM
TPyZAOBOM (HyHKLIUH

BropkeTripoBaHe TpoiieccoB UG POBOi
YpoBseHb
HaumeHoBaHue TpaHchopMalLiy JOKyMeHTUPOBaHHbIX Kop, C/04.7 7
KBa/mMuKaum
cdep aesTeILHOCTA OpraHu3al[un
3aMMCTBOBaHO U3
OpuruHan X 1440
OpHUrHMHajIAa
Kon PerucTpaijioHHbIit HOMep
OpUrMHan nipodeccroHaNBEHOTO
a CTaHzapTa

| TpyzoBbIe JeiCTBHS

\C60p HeoOX0IMMoM UHPOPMALIMH /1S TJITAHUPOBAHUS U OFOI)KETHUPOBaHUS




(bMHAHCOBBIX CPeJCTB, TpeOyroLMXCs /s LM POBOM TpaHChOpMaLUK
JIOKyMEeHTHPOBAHHBIX cep eAaTebHOCTH OpraHu3alin

[ToAroTOBKA IOKYMEHTOB [I/Isl TIJIAaHUPOBaHUS U OFO[KeTHPOBaHUs (PUHAHCOBBIX
Cpe/iCTB, TPEOYIOIIUXCS 15 U(PPOBOM TpaHCPOPMALIUH JOKYMEHTHPOBAHHBIX
ctep AesTeIbHOCTHA OpraHy3aLluu

CoriacoBaHue (PMHaHCOBBIX TVIAHOB U O0/)KETOB, HEOOXOAMMBIX [I/IsT pa3BUTHS
1rdpoBoii TpaHchopMalii JOKYME@HTUPOBAHHBIX Cdep AesiTe/IbHOCTU
OpraHu3aiuu

KoHTpo/Ib TeKylIero UCrosHeHus (PYHAHCOBBIX MJIAHOB U OI0/I)KETOB pa3BUTHS
L1 poBOii TpaHCPOPMALIMH JOKYMEHTUPOBAHHBIX Cep /esTeIbHOCTH
opraHu3aluu

OripezienieHrie pUCKOB 610pKETUPOBaHMUS TPOLIeCCOB LiH(poBoii TpaHCHOPMaLu
JOKYMEHTUPOBAHHBIX c(hep AesaTeTbHOCTH OpraHy3alin

KoHTposnb (prHaHCOBBIX TOKa3aTesiel 1{udpoBoii TpaHchopMaliuu
IOKyMEeHTHPOBAHHBIX cep /eATeTbHOCTH OpraHu3alin

YrpaBsieHre U3MeHeHUsIMU OF0/PKeTOB TIPOLIECCOB LIM(PPOBOM TpaHC(HOpMaLiu
JIOKyMEeHTHPOBaHHBIX C(ep JesATebHOCTH OpraHv3alyy

CornacoBaHue 0T4eTOB 00 UCIIOTHEHWU (PMHAHCOBBIX TJIAHOB U OFO/I)KETOB
1rppoBoy TpaHC(OpPMaLMK JOKYME@HTUPOBaHHBIX C(ep [esiTe/IbHOCTU
OpraHu3anuu

Heob6xoivMble ymMeHUst

Wcronb30Bath CrielivajM3upoBaHHOe MporpaMMHoe obecrnieueHue st
(bMHaHCOBOTO TJIAHMPOBAHUS U OFOPKeTUPOBaHUs L(pOBOii TpaHCHOpMALIUH
JIOKYMEeHTHPOBaHHbIX c(hep JiesiTe/IbHOCTU OpraHy3aLyu

[TpoBOAWTE MOHUTOPHHT UH(OPMALIMH 115 TUVITAHUPOBAHUS ¥ OFO/[KeTUPOBAHMUSI
(bMHAHCOBBIX CPeACTB, TPeOYIOIMXCs A7 UGPOBOM TpaHCHOpMAaLTK
JIOKYMEeHTHPOBaHHbIX C(hep [iesTeJIbHOCTU OpraHr3aLu

dopmupoBaTh Mpe/IoXKeHH s TI0 TIoKa3aTessiM 0CBOeHUs (prHaHCOBBIX CPe/ICTB B
urdpoBol TpaHchopMaLMK JOKYME@HTUPOBAaHHBIX cdep AesiTe/IbHOCTU
OpraHu3aLuH

[TpoBOAWTE MOHUTOPHHT (PaKTUUECKUX M 3alJIAaHMPOBAHHBIX (PTHAHCOBBIX
pe3yJ/IbTaToB /lesATeIbHOCTH 10 LU pOoBOi TpaHChOpMaLuU
JIOKYMEeHTUPOBaHHBIX c(hep AesTeTbHOCTH OpraHy3alin

Heobxoqumble 3HaHUS

MareMaTHKO-CTaTUCTUYECKHEe METOZbI 00paboTKH MH(OpMAaIUH

MeTo/ib1 OLleHKU (PYHAHCOBBIX B/IO’KEHUM B TIPOEKTHI LU(POBOi
TpaHchopMaLy JOKYMEeHTUPOBAHHBIX cdep AesTeIbHOCTH OpraHu3aliu

[TopsiOK ¥ CPOKHM COCTaB/IeHHsI OTYETHOCTH TI0 OO/PKETHPOBAHMIO (PMHAHCOBBIX
cpeACTB AJisl M(pPoBOI TpaHCHOpMaLUM JOKYMEHTUPOBaHHbIX cdep
JlesITeIbHOCTA OpraHu3aL{uu

B03MOXHOCTH NTPUMEHEHHSI BBIUMCTUTEILHOW TEXHUKH [I/IS1 BHITIOJTHEHUS
aHa/M3a OromKeTa

MeTogp! uaeHTA(UKALMY, aHaau3a U OLeHKU PUCKOB LIM(POBOH
TpaHc(opMaLUK JOKYMEeHTHPOBaHHBIX cep /esTebHOCTU OpraHu3alyn

MeTo/p! hOpMUPOBaHUS ¥ KOHTPOJISI O10/KeTa TTPOeKTOB 11U POBOi
TpaHc(opMalU JOKYyMEeHTHPOBaHHBIX cep /esaTebHOCTU OpraHu3alyn

METOABI dHaJ/IM3d CbHH&HCOBO-XO3HI>iCTB€HHOﬁ AeATe/IbHOCTHU OPraHMW3aliin

JlokanbHble HOpMaTHUBHBIE aKThl OPTaHK3aL[|H 110 IJIAHUPOBAHUIO U
OrO/IPKeTUPOBaHHIO 1[M(hPOBOI TpaHChOpMaIUH JOKYMEHTUPOBAaHHBIX cdep
JlesiTeIbHOCTU OpraHu3alyu

MeToUKY BISBIEHUs OTK/IOHEHHHM (aKTHUeCKHX TTOKa3aTeseld Oro/pKeTa
ripoekTa 1KhpoBoi TpaHChOpPMaLMY JOKYME@HTUPOBAaHHBIX cdep AesTeTbHOCTH




OpraHr3alivii OT I1JIdaHOBBIX

Oco0bble yc/ioBHs OTTyCKa K
paboTe

Lpyrue xapakTepyuCTUKU

3.3.5. TpypoBas pyHKIUA

HaunmeHoBaHue

[TnaHrpoBaHWe MepOIPUATHM 110
BOCCTAHOBJIEHHIO U 00ecrieueHHto
KaTacTpoh0oyCTOMUNBOCTU

YpoBeHb

[TpoucxosaeHre 0600IIEHHOM
TPYZA0BOU (HyHKLIMU

Kop C/05.7 7
CTPYKTYPUPOBAHHBIX JAHHBIX U KBa/M(HUKALIH
MeTaJdHHBIX JOKYMEHTHUDOBAHHBIX c¢)ep
AedaTe/IbHOCTHU OpraHu3dliun
3aMMCTBOBaHO K13
OpwuruHan X 1440
OpUrvHana
Kon PerucrpalivioHHbI# HOMEp
OpHUTHHA rpodeccroHaIbHOTO
a CTaHjapTa

TpyzoBbIe felCTBUSA

Pa3paboTka cTpaTeruu KaracTpohoyCTOMUNBOCTH CTPYKTYPHUPOBAaHHBIX JAHHBIX
Y MeTa/laHHbIX JOKYMEHTUPOBaHHBIX cdep AesiTeIbHOCTA OpraHu3aLun

OLeHKa yrpo3 ¥ ys13BUMOCTelN CTPYKTYPHUPOBAHHbBIX JaHHBIX U MeTaZlaHHBIX
JIOKyMEeHTHPOBAHHBIX Ccep /esaTebHOCTH OpraH13alyn

Ha3HaueHue NprUOpPUTETOB /711 BOCCTAHOB/IEHUS] CTPYKTYPUPOBAHHBIX JJaHHBIX
JOKyMEeHTUPOBaHHBIX cep AeaTelbHOCTH cpe/id OM3HeC-TpoLecCoB U UX
NO/JIePIKKU

CocraB/eHyre niepeyuHsi IPeBeHTUBHBIX Mep /i/1s1 T0/ijep>KaHusl HelpepbIBHOCTU
(YHKLIMOHMPOBaHUS CUCTEM [JOKYMEHTUPOBaHHbIX cep JesTeTlbHOCTU
OpraHusaluu

Pa3paboTka riaHa obecrieueHust HerlpepbIBHOCTH (H)YHKLIMOHHUPOBAHUSI CUCTEM
JOKYMEHTHUPOBAHHBIX Cep /AesTe/IbHOCTH OPraHU3aLin

Pa3paboTKa ciieHapyieB BOCCTaHOBJIEHHS CTPYKTYPUPOBAHHBIX JaHHBIX
JIOKYMEHTUPOBaHHBIX chep JesTeTbHOCTH, TIPUIOXKEeHUH, ceTell ¥ pabounx cpef
KOHEUHbIX I10JIb30BaTesiel B ciydae cO60si UM aBapuu

[TpoBeseHre UHCTPYKTaXKa pabOTHUKOB OpPTraHU3alvH T10 TI/IaHy JIeMCTBUN B
citydae cOOst WM aBapyUu CUCTEM JJOKYMEHTUPOBaHHBIX cep JesTeTbHOCTH
OopraHu3aLuu

[TpoBesieHMe MepPONIPUATHI 10 peryJsipHOMY TeCTUPOBAHUIO M COTJIaCOBaHHOM
TO/I/IeP’KKE CHUCTEM I0OKyMEHTUPOBAHHBIX C(ep AesaTe/TbHOCTH OpraHu3aLiu

[TpoBefeHue akTyany3alyy TlaHa U CLieHapreB o00ecrieueHus1 HeMPepbIBHOCTH
(YHKLIMOHMPOBaHUS CUCTEM [JOKYMEHTUPOBaHHbBIX C(hep [iesTeJIbHOCTH B CBS3U C
M3MeHeHUsIMU B OpraHu3ariy

OnpepeneHvie U coraacoBaHre 00s3aHHOCTEN [JOJDKHOCTHBIX JIUL] U TIJIaHOB
JIeCTBUM CTPYKTYPHBIX MOZpa3ae/eHnii B C/Tyuae aBapyuy Wi CO0sT CUCTEM
JIOKyMEeHTHPOBAHHLIX cep /eaTebHOCTH

Heobxoavmbie ymMeHUst

[11aHMpOBAaTh JeATeTBHOCTD TI0 PellieHHI0 TIPaKTUUeCKUX 3a/ay, TpeOyromux
CaMOCTOSITE/ILHOTO aHa/iu3a CUTyaliy M ee U3MeHeHWH /1711 BOCCTaHOB/IEHUS U
obecrieueHNst KaTaCTPO(POYCTONUMBOCTHA CTPYKTYPUPOBAHHBIX IaHHBIX U
MeTaJJaHHbIX JOKYMEHTUPOBAHHBIX C(ep AesATebHOCTH

HPOBO,I[I/ITL MOHUWTOPHHT, ITIPOrHO3MPOBATL Y OLIEHWUBATHL PUCKHU B




aBTOMAaTHU3UPOBaHHBIX CUCTeMaXx JOKyMEHTHPOBAHHBIX Chep /esaTeTbHOCTH
OpraHu3aLuu

Pa3pabaTbiBaTh TUTIOBLIE CLeHAPDHUHM BOCCTAHOBJIEHUS CTPYKTYPUPOBAHHBIX
JIaHHBIX U MeTa/IJaHHbIX JOKYMEHTHPOBaHHbBIX cep AesiTelbHOCTA OpraHy3aluu

[1naHMpoBaTh AENUCTBYS CTPYKTYPHBIX M0pa3zesieHuii o obecreyeHuto
KaTacTpo(0yCTOMUYMBOCTH CTPYKTYPUPOBaHHBIX JAHHBIX U METa/laHHbIX
JIOKyMEeHTHPOBaHHBIX Cep JiesATelbHOCTH OpraHv3alyy

['OTOBUTH JIOKa/IbHbIe HODMaTHUBHbBIE AKThl U METOAUYECKHe JOKYMEHTHI B
obmactu obecrieueHust KaTaCTPOPOyCTOMUMBOCTH CTPYKTYPHUPOBAaHHBIX JAHHBIX
Y MeTaZIaHHBIX JOKYMEHTHUPOBAHHBIX Cep AesTeTbHOCTH OpraHu3aliu

Heobxoaumble 3HaHUS

3akoHOZaTebHbIe ¥ HODMaTUBHbIE [PaBOBble akThl Poccuiickoit Pesepanyiv B
00J1aCTH Upe3BbIUaHBIX CUTYaIUH, U(PPOBOM TpaHCHOpMariu

MeTo/ibI ¥ CpeZiCTBa BOCCTAHOB/IEHHMsT Pab0TOCIIOCOOHOCTH TIPOTPAMMHO-
anrapaTHbIX CPeICTB UHPOKOMMYHHKAIIMOHHON CHUCTEMBI JJOKyMEHTHPOBAHHBIX
cdep JesTeNlbHOCTA OpraHU3aLUuH

ANrOpUTMBI OIIEHKH PUCKOB UH(MOPMALIMOHHBIX CUCTEM JOKYMEHTHUPOBAHHBIX
cdep esTeNbHOCTH OpraHU3aLUuM

TexHUUeCKre XapaKTePUCTHUKU, KOHCTPYKTHBHBIE 0COOEHHOCTH, Ha3HaueHHe 1
TrpaBW/ia SKCILTyaTallul CPeJICTB BbIYMCIUTE/IbHON TeXHUKH, KOMMYHHUKALIUM U
CBSI3U JJOKyMEHTHPOBAHHBIX Cep /esaTebHOCTH OpraHu3alyn

[TepenoBoii 0TeueCTBeHHBIN U 3apyOeKHBIN OTIBIT TI0 TIPOLieccaM, MeTojaMm,
WHCTPYMEHTAM aBapUMHOT0 BOCCTAHOBJIEHHUsSI MH(MOPMAILIMOHHO-
TeXHOJIOTUUECKHUX CEPBUCOB JOKYMEHTUPOBAHHBIX Chep JesTe/TbHOCTH
OpraHu3aluu

[TonoyxeHusi U UHCTPYKLMU 110 paccaeJlOBaHUIO U yueTy aBapuid,
TeXHOJIOTMUeCKUX HapyllleHHH, HeCuaCTHBIX C/lyuaeB 0 BUaM
JIOKyMEeHTHPOBAHHBIX Ccep /lesaTelbHOCTH OpraH13alyn

[TopsiioK B3aMMO/eiCTBYS NoZpasze/leH!id B cylyuae BO3HUKHOBEHUS
HeCTaH/,ApTHBIX Y Upe3BblYaliHbIX CUTyalMi B JOKYMEeHTUPOBAHHBIX C(hepax
JlesiTeIbHOCTU OpraHu3aLyn

OpraHu3alMoHHas CTPYKTypa U (pUrasibl OpraHu3aluu

busHec-nporLiecce! ¥ NOPsAJ0K B3aMMO/IeMCTBYUS CTPYKTYPHBIX NOZipaszie/leHui B
OpraHu3anuu

[TpaBua ¥ cTaHAAPTHI 3alLMThl MHPOPMAaLIMU

OCHOBBI Y IPUHLIUIIBI TTOBBIIIEHNs] CTAOUIBHOCTH U HaZie)KHOCTU
(GyHKLMOHUPOBaHUSI MH(POPMAaLMOHHOW MHPPACTPYKTYPbI JOKYMEeHTUPOBAHHBIX
cdep AeATesIbHOCTH OpraHU3aLiy

HepequL METDHUK, IIOATBEPKAAIOIMNX YCIIEIIHOCTb MMPpOrpaMm obecrnieueHus
HerpepbIBHOCTHU AOKYMEHTHUPDOBAHHBIX chep AeATe/IbHOCTHU OPrdHMU3adlIUU

TpeboBaHus OXpaHbl TPY/ja U TTOYKApPHOM Oe30TacHOCTH

Oco0ble yc/ioBUs OITyCKa K
paboTe

Lpyrue xapakTepyuCTUKU

3.3.6. TpypoBas pyHKIusA

Hanmenosanue Pa3paboTka MoauTUKM 06paboTKY U Koz C/06.7 YposeHb 7

3aIUTHI KOHOUIEHIMATBHBIX
CTPYKTYpPHPOBaHHBIX JJAHHBIX U
MeTaJJaHHbIX JOKYMEeHTHUPOBaHHbIX cdep

KBa/TMUKaLUA




esmemsHoCTH opranmarn ] ]

Hponcxoum,quHe 000011[eHHO# OpruHan X 3auMCTBOBaHO U3 1440
TPYZAOBOU (HyHKIUH OpUrMHasa
Koz PerucrpalyoHHbIN HOMep
OopuyruHasn npogeccroHaabHOT 0
a CTaHzapTa
TpyzoBbIe elCTBUS BhisiB/ieHre TEKYIIUX MOTpeOHOCTeH opraHu3alyi B 00paboTKe U 3alyre

KOH(UIEHIMATbHBIX CTPYKTYPUPOBAHHBIX JaHHBIX U MeTaZlaHHbIX
JIOKYMEHTHPOBaHHBIX chep ZieAaTeTbHOCTH OpraHu3al|iu

Pa3paboTka, CorjiacoBaHue 1 MepuouuecKast akTyannu3alyst OTUTHKH
00paboTKH U 3alUThl KOH(UEHIIMATbHBIX CTPYKTYPHUPOBAaHHBIX JAHHBIX U
MeTaJJaHHbIX JOKYMEHTHPOBAHHBIX Cep /eATelbHOCTH OpraHU3aruy
Pa3paboTKa /T0Ka/bHbIX HOPMAaTUBHBIX aKTOB M METOJMUECKUX JOKYMEHTOB I10
peasM3arivy MOJUTUKA 00pabOTKU U 3aIuThl KOH(DUJEHIMaTbHbBIX
CTPYKTYPHUPOBAHHBIX IaHHBIX ¥ METa/IaHHbIX JJOKYMEHTHPOBAHHBIX Chep
JIesITeIbHOCTH OpraHU3aluu

KoHTpo/b BBITIO/THEHUS TpeOOBaHU TTOJTUTHKH 00pabOTKH U 3aIIUTEI
KOH(UIEHIIMAIbHBIX CTPYKTYPHUPOBAHHBIX JAHHBIX U METaJaHHBIX
JIOKYMEHTUPOBAHHbBIX chep esTe/TbHOCTH OpraHu3aliin

HeobOxopymble ymeHust Omnpegensath TpeOOBaHMS K pa3paboTKe JTOKaJTbHBIX HOPMaTUBHBIX aKTOB U
MeTOAUYEeCKUX JOKyMeHTOB 110 06paboTKe U 3aiyTe KOHGUAEHL[MATbHBIX
CTPYKTYPHUPOBaHHbBIX JJaHHBIX U MeTa/laHHbIX JJOKYMeHTUPOBaHHbBIX chep
JlesITe/IbHOCTU OpraHr3aLun

OrpefensiTb TpeboBaHus K obecrieyeHnI0 HHGOPMaLMOHHOM 6e30MacHOCTU U
KOH(H/IeHIMaTbHOCTU CTPYKTYPUPOBAHHBIX /IaHHBIX U MeTaJaHHbIX
JIOKYMEeHTHPOBaHHbIX c(hep JiesiTe/IbHOCTU OpraHy3aLyu

OrneHnBaTh U KOHTPOIMPOBAaTh KauyeCTBO TPOLiecca yIpaB/eHus
MH(OpPMaIMOHHOW 06€30MacHOCTHI0 M KOHPUEHI[UaTbHOCTHIO
CTPYKTYPHPOBaHHbIX [JaHHBIX U MeTa/laHHbIX [JOKYMeHTHPOBaHHbIX Chep
JlesITeJIbHOCTU OpraHr3alun

[TpoBOAWTE MOHUTOPUHT CUCTEMBI 00pPabOTKU U 3alUThI KOH(DHAEHIIMATbHBIX
CTPYKTYPHPOBaHHbIX [JaHHBIX U MeTa/laHHbIX [JOKYMEHTHPOBaHHbIX chep
JlesiTeTbHOCTU OpraHu3aL{uu

Heobxoqumble 3HaHUS 3akoHO/aTeNbHbIe U HOPMAaTUBHBIE MPaBOBbIe akThl Poccuiickor Pefeparyu B
obmactu uHbopMaru, HPOPMALMOHHBIX TeXHOJIOTHH U 3alUThI UH(OpPMALUH,
MepCOHA/IbHBIX JJaHHbIX, LM(POBOM TpaHChHOPMaLUH

TpeboBanus K MHGOPMAI[MOHHOM 6e3011aCHOCTH JOKYMEHTHUPOBAHHBIX cdep
JlesiTeIbHOCTU OpraHu3aluu

[TpUHILMITBI TOBBIIIIEHNsT CTAOMIBHOCTH U HaZIe)KHOCTH (PYHKI[MOHUPOBAHUS
“H($OpMaLMOHHOK MH(GPACTPYKTYPbl JOKYMEHTUPOBaHHBIX cdep JesiTelbHOCTU
OpraHu3aiuu

[TpuHIMIbI GYHKIMOHUPOBAHUS CUCTEM JIEKTPOHHOTO IOKyMeHTO0O0poTa
OCHOBBI aHa/IM3a ¥ ONMTUMH3AL[|H TTPOL[ECCOB UH(POPMAI[MOHHOTO 0OMeHa
CTPYKTYPHPOBAHHBIMU [JaHHBIMU JJOKYMEHTHUPOBAHHBIX cdep [esiTelbHOCTU
OpraHu3aruu

[Topsi0K MOCTaHOBKM 3aZlau JOKYMEHTUPOBaHHbBIX Cdep AesiTeTbHOCTH
OpraHu3alyu, UX aJrOpUTMU3ALMS

[TpaBua cocTaBeHUs] TEXHUUECKUX 3a/IaHWUH Ha Pa3pab0TKy U MOJIepHU3AIIHIO
aBTOMAaTHU3UPOBaHHBIX UHPOPMALIMOHHBIX CUCTEM [JOKYMEHTHPOBaHHBIX cdep




AeATe/IbHOCTH OpPraHrU3aliin

[Mopsiiok pa3paboTKK U COCTaB/IEHUS PETJIaMeHTOB Pa3pabOTKU U MO/IePHU3ALIUN
aBTOMAaTHU3UPOBaHHBIX UHPOPMALIMOHHBIX CUCTEM [JOKYMEHTHPOBaHHBIX cdep
JlesiTe/TbHOCTH OpraHu3aluu

JloKanbHbIe HOPMATHUBHBIE dKThl OPraHM3alji B obJiacT KauecTBa
AOKYMEHTHPOBAHHBIX c¢)ep AeATe/IbHOCTHU OPrdHU3dLIMU

Oco0ble yc/ioBUS JOTTyCKa K
paboTe

Jpyrue xapakTepuCTUKU

3.3.7. TpypoBas QpyHKIUsA

HanmeHoBaHue

IMpoucxoxxaerre 06001IeHHOH
TPY/I0BOM QyHKL[H

Pa3paboTka v BHeZJpeHUe CTpaTeruu
LM(ppoBol TpaHCHOpMaLU YpoBeHs
Kop Cc/07.7 7
JIOKYMEHTHPOBaHHBIX c(ep [1esiTeIbHOCTU KBa/MUKALIH
opraHu3aluu
3aMMCTBOBaHO 13
OpuruHan X 1440
OpHUTHHasa
Koz PerucrpauyoHHbIl HOMep
OpUTHHas rpodeccroHaabHOTo
a CTaHJapTa

TpyzoBbIe elCTBUSA

[TpoBesieHe MOHUTOPUHTa UH(POPMAI[MOHHBIX AKTUBOB I0KYMEHTHPOBAHHBIX
cdep JesTeNbHOCTH OpraHU3aLUuH

[TpoBefeHNe MOHUTOPUHTA OM3HEC-TIPOLIECCOB AOKYMEHTUPOBAHHBIX Cdep
JlesITeJIbHOCTH OpraHU3aLuu

Orlpe,qeneHHe Y3KHUX MeCT HUCI10J/Ib30BAHUSA PA3/TMUYHBIX I/IH(i)OpMaL[I/IOHHbIX
CUCTEM JOKYMEHTHPOBAHHBIX c¢)ep AeATeJIbHOCTHU OPraHU3aliuU

OnpepeneHve TiepCreKTUBHBIX HarpaB/IeHWI pa3BUTHS MPOLECCOB [U(POBOI
TpaHchopMaLK JOKYMEeHTUPOBAHHBIX cdep esTelbHOCTH OpraHU3aliu

dopmupoBaHue CTpaTeruy B 00/1aCTU yTpaB/ieHUs] CTPYKTYPHUPOBAaHHBIMU
JlaHHBIMU Y MeTaJJaHHbIMU JOKYMEHTHUPOBaHHBIX cdep [esTeIbHOCTU
OpraHu3aLuu

Pa3paboTKa aZ/MUHUCTPATUBHBIX TIPOLIEZYDP U PerJiaMeHTOB BHeJpeHUs
cTpareruu LydpoBoii TpaHchopMalvK JOKYMEHTHPOBAaHHBIX cdep
JlesATeJIbHOCTH OpraHu3aLin

Pa3paboTka riaHoB LK poBoi TpaHChOpMaLMK JOKYMEeHTUPOBAHHBIX Cdep
JlesiTeIbHOCTU OpraHu3aln

BripaboTKa rpe/ijioxKeHH 110 TeXHUUeCKUM pellieHUsIM L POoBO
TpaHchopMalLvY JOKyMEeHTUPOBAHHBIX cdep /AesTelbHOCTH OpraHU3aliy C
aHaJIM30M PUCKOB U ITPOrHO30M 3KOHOMUUECKOTro 3¢ (eKTa OT UX BHeJpeHUs

OreHka 3¢ ¢heKTUBHOCTH BHeJPeHUs CcTpaTeruu 1{udpoBoii TpaHchopmalyum
JIOKyMeHTHPOBAHHLIX Cep /eaTeTbHOCTH OpraHM3alivu Jjis Toc/ieyroliel ee
KOPPEKTUPOBKY U aKTyanu3aljuu

HeobOxopumbie ymeHust

OnpezensTsb Lieny U 3ajaud LUPPOBOM TpaHCPOPMaLK JOKYMEeHTUPOBAHHBIX
cdep AeAaTesbHOCTH OpraHU3aLy

[TpoBOUTH MEPOMNPUSATHS 110 BHEJPEHHUIO CTpaTervy LUQpoBoi TpaHCHopMaLuu
JIOKYMEeHTHPOBaHHbBIX c(hep JiesiTeTbHOCTU OpraHr3aLyin

Ot1leHUBAThL PeCypChl /IJIsi COBEPLLIEHCTBOBaHMs OM3HeC-TIporiecca UQpPOoBOi




TpaHCc(opMaLK JOKYMEeHTHPOBaHHbIX cep JesTelbHOCTH OpraHu3alyn

Pa3pabaTbIBaTh Mpe//IOKEeHUS TI0 COBEPIIIEHCTBOBAHUIO TTPOL[ECCOB U
a/IMAHUCTPATHUBHBIX PeTJlaMeHTOB YIIpaB/ieHUsl JAHHbIMU OKYMEHTHPOBAHHBIX
cdep JesTeNbHOCTA OpraHU3aLUuM

®opMupoBaTh CUCTeMy ToKa3aTesel 3¢ ¢heKTHUBHOCTU Lu(pPOBOit
TpaHchopMaLY JOKyMEeHTUPOBAHHBIX cdep AesTelbHOCTH OpraHU3aLiu

OO0OCHOBBIBATH C UCTIO/TH30BAHMEM KOJTMUECTBEHHBIX M KAUECTBEHHBIX
TIoKa3aresiei Tipe/l/IoyKeHUs 110 BHeJPeHUI0 cTpaTerur [udpoBoit
TpaHchOopMaLK JOKYMEeHTUPOBAHHBIX cdep AesTelbHOCTH OpraHU3aliu

CoctaBnsTb WHGOPMALIMOHHO-aHAIUTHUECKHE TOKYMEeHTbI /i1 000CHOBaHUsI
3¢ deKTUBHOCTH CTpaTeruu B 00/1acTy 1M poBoii TpaHchopMaliun
JIOKyMEeHTHPOBAHHBIX Ccep /eAaTelbHOCTH OpraHu3alin

Heobxoaumble 3HaHUS

3akoHOZaTebHbIe 1 HOPDMAaTHBHbIE MpaBOBble akThl Poccuiickoit Pesepaniiv B
obsiacty nHMOpMaLUH, MHPOPMALIMOHHBIX TEXHOIOTHH 1 3aL[UTHI MHPOPMAIWH,
NepCoOHabHbIX JAHHBIX, HM(POBOM TpaHChOpPMaLIU

HaumoHaibHbIe ¥ MeXX/IyHapO/JHble CTaHJApPThI B 00/1aCTH yTIpaB/IeHUs
JIOKyMeHTaMH, U(POBOI TpaHCPOpPMaLMM JOKyMEHTHPOBAHHBIX Chep
JlesITe/IbHOCTU

METO,[[I/IKI/I CTpAaTern4eckoro yripdB/ieHHUA JOKYMEHTHPOBAHHBIX c¢)ep
AeATe/IbHOCTHU OpraHKv3alin

METOAI/IKI/I " CpeaCTBa CUCTEMHOI'O U CTPATETMUECKOI'0 aHa/IM3ad U
IJIaHMPOBaHUA JOKYMEHTHPOBAHHBIX ccbep AedaTe/IbHOCTHU OpraHKr3alivu

OcHOBBI yripaB/eHUs CTPYKTYPUPOBaHHbIMY JJAHHBIMU U MeTaZlaHHbIMU
JIOKyMEeHTHPOBAHHBIX Ccep /eAaTelbHOCTH OpraHu3alin

OcHoBBI yripaB/eHUs MPOEKTaMU JOKYMEHTHUPOBaHHBIX cdep [1esiTelbHOCTU
OpraHu3aluy U UX U3MeHeHUsIMU

TexHoOrMUeCKHe MHHOBALIMU B 00/1aCTH TIpUMeHeH s MHPOPMAaLMOHHBIX
TeXHOJIOTUM [I/1s1 JOKYMEHTUPOBaHHBIX Cdep /esaTe/IbHOCTH OpraHu3aLuu

OTeuecTBeHHbBIN U 3apy0OeXKHBIN OMBIT B 06/1acTH 1M(MPOBOM TpaHChOpMarun
JIOKyMEeHTHPOBaHHBIX C(ep /esaTelbHOCTH

[TepeueHs U 1ie/ieBble 3HAUEHUsT K/TFOUEBBIX TTOKa3aTeseld 3GeKTUBHOCTH B
obmactu urpoBoit TpaHCchOpMaLUK JOKYMEHTUPOBAHHBIX Cdep AesTelbHOCTH

[Ncuxonorusi fes10BOro o01eHNs], KOHGIMKTOIOTHST

OTHKa /Ie/I0BOro 00IieHust

Oco6ble yc/IoBUS AOITyCKa K
pabore

Jpyrue xapakTepuCTUKU

3.3.8. TpypoBasi pyHKIMA

HaumeHoBaHue

[MTpoucxosxaeHre 06001IeHHOM
TPYyZAOBOM HyHKLIUN

Pa3paboTKa CUCTeMBbI aHATUTHKU
1dpoBoit TpaHCchopmalr YpoBeHb
Kop, C/08.7 7
JOKYMEeHTHPOBaHHbIX cep JesTeTbHOCTU KBa/M(HKALH
OpraHu3aLuu
3aMMCTBOBaHO U3
OpuruHan X 1440
OpUryHama
Kon PerucrpaijioHHbIit HOMep
OpUrMHan nipodeccroHanBEHOTO

d CTaHAapTa




TpyzoBbIe felCTBUS

OmnpefesieHrie 00bEKTOB aHaM3a ¥ LUPPOBLIX TOKa3aTesel /7isi MOHUTOPUHTa
urdpoBol TpaHchopMaLMK JOKYME@HTUPOBAaHHBIX cdep AesiTe/IbHOCTU
OpraHu3aluu

Pa3paboTKa KOHLIETILIMY CUCTeMbl aHATUTUKU L(poBoii TpaHCHopMaLuu
JIOKYMEeHTHPOBaHHbIX C(hep JiesTeJIbHOCTU OpraHy3aLu

Pa3paboTKa CTPYKTYpPbI OTYETHOCTH O LIU(POBOM TpaHChOpMaLUr
JOKyMEeHTUPOBAHHBIX c(hep AesTeTbHOCTH OpraHr3alfin

Pa3paboTka JI0Ka/bHBIX HOPMaTUBHBIX aKTOB TI0 TIPOBEZIEHUIO aHa/TN3a
1M poBO TpaHCPOPMaLIMH JOKYMEHTUPOBAHHBIX Cep /esTeIbHOCTH
OpraHu3aLuu

ABTOMaTH3aLMsl CUCTEMbI aHAIMTUKK LW(POBOi1 TpaHCchopMaLu
JIOKYMEeHTHPOBaHHbIX C(hep [esTeJIbHOCTU OpraHyu3aLiu

MOHUTOPUHT (PYHKLIMOHUPOBAHHUSI CUCTEMbI aHA/TMTUKU LIM(POBOM
TpaHchopMaly JOKyMEeHTUPOBAHHBIX Cdep AesATebHOCTH OpraHu3aliy

[TpoBeseHre MePOTIPUSATHI 110 COBEPIIIEHCTBOBAHMIO CUCT@MbI aHA/TUTUKU
urdpoBol TpaHchopMaLK JOKYME@HTUPOBAaHHBIX cdep AesiTe/IbHOCTU
OpraHu3aLuH

MOHUTOPHHT pe3y/bTaToB MPOBeIeHNs MEPOIIPUSTUI TI0 COBEPILIEHCTBOBAHHIO
CUCTeMbl aHA/IUTUKY 1M poBOI TpaHChOpMaLMy JOKYMEeHTUPOBaHHbBIX cdep
JlesITe/IbHOCTU OpraHu3aLiuu

Heobxopymbie ymeHust

YnpaB/isTh AOKyMeHTaMU OpraHu3aliiy ¢ IpuMeHeHreM aBTOMaTU3HMPOBaHHBIX
CHUCTeM aHaTMTUKU LIU(PpoBol TpaHCHopMaliK JOKYMeHTHPOBaHHbBIX chep
JlesITeTbHOCTU OpraHK3al[iuu

PaspabaTbiBaTh TpeOOBaHUS K pe3y/ibTaTaM aHA/IUTUUECKOTO UCC/IeI0BaHMUS
urdpoBol TpaHchopMaLMK JOKYME@HTUPOBaHHBIX cdep AesiTe/IbHOCTU
OpraHu3alii B COOTBETCTBUM C CYIIIECTBYIOLMMU perjiaMeHTaMH OpraHu3aliin

Vcrnosib30BaTh METO0/IOTUYECKYIO U TEXHOJIOTMUeCKYI0 HH(MPACTPYKTYPY /11
BBITIOJIHEHUS aHa/IM3a LU poBOM TpaHC(hOpMaLMy JOKYMEeHTUPOBaHHbBIX C(ep
JlesiTeIbHOCTU OpraHu3aln

[TpoBOAUTL aHA/N3 CTPYKTYPUPOBAHHBIX [JaHHBIX B COOTBETCTBUU C
TpeboBaHUAMU LTUPPOBOM TpaHCHOPMAIK JOKYMEHTHPOBAHHBIX chep
JleATeJIbHOCTH OpraHu3aLyn

[TpoBOAWTH CpaBHUTE/bHBIN aHa/IN3 U BEIOOP METO/IOB U METOJMK aHa/lu3a
L1 poBoii TpaHCPOPMALIMH JOKYMEHTUPOBAHHBIX Cep /esTeIbHOCTH
opraHu3aluu

CocTaBniATh peKOMeH/al|K 110 UCTI0Ib30BaHUI0 METOZ0B U METO/IMK aHaan3a
L1 poBOii TpaHCPOPMALIMK JOKYMEHTUPOBAHHBIX Cep /esTeIbHOCTH
OpraHu3saluu

Heobxoumble 3HaHUs

3aKoHOZaTebHbIe 1 HOPMaTHUBHbIE TIpaBOBbIe aKThl Poccuiickoit Pezepaiiyiv B
cdepe yrnpaBiieHus: JOKyMeHTaMH, L poBoii TpaHchopMaLyu

HaL[I/IOHaJIBHbIe N MeXAYHapoAHble CTaHAAPTHI B objlacTi yIipaBJ/IeHUA
JAOKYMEHTaMU

Cojiep>kaHue U MOC/e/l0BaTe/IbHOCTh BBITIOJIHEHHUSI 3TAall0B aHATMTUYeCKOTO
TpoeKTa JJOKYMEeHTHPOBaHHBIX cdep /esTelbHOCTU OpraHu3alyn

CranzapThl onucaHusi OKM3HeC-TPoLeCCOB JOKYMEeHTUPOBAHHBIX cdep
JIesITe/TbHOCTH OpTraHu3al[u|

MeTo/o/10rHH pa3paboTKU Mozesielt peMeTHOMH 00/1acTH, METOZ0JIOTHH
TeCTUPOBaHUS JOKYMEHTUPOBaHHbBIX Cep AesTeTbHOCTA OpraHU3aliuu

OCHOBBI METOJO0B MHTE/IVIEKTYd/IbHOT'O dHA/IM3d JdHHbIX, CTATUCTUKH,




MOe/IMPOBaHKA, MAlIMHHOI'O O6yq6HI/Iﬂ N UCKYCCTBEHHOT'O MHTEJIJIEKTA B
AOKYMEHTHPOBAHHBIX C(:bean AeATeJIbHOCTHU OPrdHU3aliun

OCHOBBI MeTOJ0B U MHCTPYMEHTA/IbHBIX CPEACTB dHa/IM34d, ITOAX0AbI K UX
BHEeJPEHWIO B JOKYMEHTHPOBAHHBIX chepax AeATe/IbHOCTHU OPIrdHU3dlINN

TexHosi0rUs aHanv3a JaHHBIX 0KYMEeHTUPOBAHHBIX Cep AesTebHOCTH
OpraHu3anuu

TexHO/I0rUsI MeX/IMYHOCTHOW Y TPYIIIIOBOM KOMMYHHKAL[MH, OCHOBBI
KOH(JIMKTOJIOTUH

OcHoBBI aHaM3a OOMBIINX JaHHBIX JOKYMEHTHUPOBAaHHBIX Cep AesaTelbHOCTA
OpraHusaluu

OCHOBBI TEOPETHYECKOM U MPUKJIaJHOW HH(OPMATHUKU

TEOPETI/I‘-IQCKI/IE U TIpUKJIaAHbI€ OCHOBBI dHAJ/IN3d CTPYKTYDUPOBAHHBIX AdHHbBIX
AOKYMEHTHPOBAHHBIX cq)ep AeATeJIbHOCTHU OPIdHU3dLIUN

OCHOBBI 6H3H8C—I/IHTeHJIeKTa, THUIIBI CUCTeM OM3HEeC-UHTe/I/IeKTa B
AOKYMEHTHPOBaHHBIX C(i)ean AeATeJIbHOCTHU OPIrdHU3aliun

Tune! aHanuza AdHHBIX, BUJbl aHAJIMTUKKU JOKYMEHTUPOBAHHBIX C(bep
AeATe/IbHOCTHU OPraHU3alin

CraHapThl MPOBe/JieHNUsI aHaM3a JaHHbIX JOKyMeHTUPOBaHHbIX cdep
JlesITeJIbHOCTH OpraHu3aLuu

METOABI HWHTepIrpeTalr U BU3yaln3adliin JdHHBIX JOKYMEHTHUPOBAHHBIX ccbep
AeATe/IbHOCTHU OPraHMU3aliin

MeTo/p! pa3pabOTKH OTUETHOM aHATUTUUECKOH TOKYMEeHTALUU IS
JIOKYMEHTHPOBaHHBIX Cc(pep AesTeTbHOCTU OpraHu3aliiu

Oco0bble yc/ioBHs OTTyCKa K
paboTe

Lpyrue xapakTepyuCTUKU

IV. CBepienus 00 opraHu3anusx — pa3padoTunkax npogecCHoOHa/JILHOr0 CTaHAAPTA

4.1. OTBeTCTBeHHAsA OpPraHU3alUsI-Pa3padoTUNK

HIT «HarmoHambHast accoriariyst OPUCHBIX CITE[Ha/MCTOB U aJMUHUCTPAaTUBHBIX PaOOTHUKOB», ropo, MocKBa

JvpekTop

XmocHesa JIrogmuia [letpoBHa

4.2. HauMeHOBaHMs OpraHU3aI[Hii-pa3padoTUMKOB

AO «UT Okcnept», ropos MockBa

000 «1C», ropos Mocksa

000 «Takckom», ropos, MockBa

OOO «lleHTp 3KCIIepTU3bI U cepTU(UKaLK», Topos MockBa

000 «3DkcmnobaHk», ropos MockBa

Poccutickuii coro3 UT-aupekTopoB, ropoj, MockBa

OI'BOY BO «Poccuiickuii rocyZiapCTBeHHbIM I'YMaHUTapHbBIM YHUBEPCUTET», ropo, Mocksa

O[O UT|BA WIN|F-

®I'BIIOY «Komnemx MU Poccun», ropos Mocksa




