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Mpeancnoeue

1 NMOOIOTOBMNEH ®egepanbHbIM  rocygapcTBEHHbIM  BHOMKETHBIM  yupexaeHuem «Poccuinckuin
WHCTUTYT cTaHgaptusauun» (PrbY «WHctutyT crtaHgapTtuzauuu») m OOWeEecTBOM ¢ OrpaHuyYeHHow
otBeTcTBEHHOCTL «30C Tex» (OO0 «30C Tex») Ha ocHoBe COBCTBEHHOrO NMepeBofda Ha PYCCKUA S3bIK
aHrMosA3bIYHON BEPCUN MEXAYHAPOAHOro CTaHAapTa, yKasaHHOro B NyHKTe 4

2 BHECEH TexHuyeckum komuTeToM no crtaHgaptusauum TK 459 «MHdopmauuoHHasa nogaepkka
YXU3HEHHOro UMKNa uagenunin»

3 YTBEPXOEH W BBEOEH B JEWCTBWE MMpukasom ®enepanbHOro areHTCTBa Mo TEXHUYECKOMY
perynupoBaHnio U metponorin ot 18 nioHa 2025 r. Ne 568-cT

4 HacToswmi ctaHgapT ugeHTudeH MmexayHapogHomy ctangapty MCO 13008:2022 «MHdopmaums u
OoKymeHTauus. Npoueccsl KOHBEPCUNM M MUTPaLIMK ANEeKTPOHHLIX gokyMmeHToB» (ISO 13008:2022 «Information
and documentation — Digital records conversion and migration processy, IDT).

Mpy nNpUMeHeHWM HacTodAWero craHgapTa peKoMeHOYeTCcsl WCMoMb30BaTb BMECTO  CChINOYHbIX
MeXOYHapoOHbIX CTaHOapTOB COOTBETCTBYHWOLIME WM HauWOHamnbHble cTaHOapTbl, CBEOEHWs O KOTOPbIX
npyuBeaeHbl B AOMNOMHATENBHOM NpunoxeHun OA

5 B3AMEH rOCT P MCO 13008—2015

lNpasuna npumeHeHUss HacmosAweao cmaHdapma ycmaHoeeHbl 8 cmambe 26 @edepanbHO20 3aKoHa
om 29 uwHa 2015 2. No 162-®3 «O cmaHdapmu3zauuu 8 Pocculickoli @edepayuuy. MHpopmauus ob
UBMEHEHUSIX K HAacmosiLeMy cmaHdapmy nybrnukyemcs 8 exe200HOM (110 COCMOsIHUK Ha 1 SHeaps MeKyLwe2o
200a) uHghopMayUOHHOM ykazamene «HayuoHansHsle cmandapmel», a oghuyuansHbil mekcm uameHeHul
U MoNPaeoK — 8 eXeMeCHsYHOM UHGOpMaUyUOHHOM ykalamene «HayuoHanbHbie cmaHOapmbl». B cny4yae
nepecMompa (3aMeHbl) Uu OMMeHbl HacmosAweao cmaxdapma coomeemcemeyroujee ysedomieHue bydem
onybnukosaHo & brnuxaluwieMm 6binycKe eXeMecsyHo20 UHEOPMayUOoHHO20 yKkaszamesns «HayuoHanbHble
cmaHOapmsi». Coomeemcmeyowas uUHgopmayus, yeedoMieHUe U MeKCmbl pasMewiaromecss makxe 8
UHGhopMayUoHHOU cucmeme obleao rnonb3osaHus — Ha oghuuuanbsHoM calime @edepanbHO20 ageHmemaa
M0 MEXHUYEeCKOMY PezyrnupogaHuo U Memponoauu ¢ cemu MumepHem (www.rst.gov.ru)

© 1S0, 2022
© Odopmnenue. OIEY «MHCTUTYT cTangapTulaumm», 2025

HacToawwmin ctaHgapT He MOXeT ObITb MOMHOCTLIO UMK YACTUYHO BOCMPOU3BEOEH, TUPaXXMNPOBAH U pac-
NMPpOCTpaHeH B Ka4vecTBe OC*)MLI,MBJ'II:HOFO n3naHua bes pa3pelieHunsa <De,qepaanoro dreHTCcTBa no TeXxHNn4ecko-
MYy perynmpoBaHvMi 1 METPOJIOTUA
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BeegeHue

HacTosilumin ctaHgapT gaeT pekoMeH4auumn no NpoBeaeHnio KOHBEPCUM (CMHOHUMBIL: KOHBEPTAL WS, KOH-
BEpPTUpPOBaHWE) LOKYMEHTOB M3 04HOro hopmMaTa B ApYrod M MUrpaumumn JOKYMEHTOB U3 O4HOW annapaTHon 1/
NN NPOrpaMmMHON KoHurypauun B gpyryto. OH cofepxuT cooTBeTcTByloWme TpeboBaHua B nnaHe ynpas-
NEeHUs JOKYMEHTAMMK, @ TaKKe OMWCbIBAeT OpraHU3alLWOHHbIE W OernOoBble paMKW ONs BLINMOMNHEHUS MpoLec-
COB KOHBEPCHUWU U MUTPaLK, BOMNPOCHI TEXHOMOMMYECKOrO NMNaHMPOBAHUS 1 MOHUTOPUHIA/MCNONB30BaHUA Mep
KOHTPONA Haf XoOoM npoueccoB. B cTaHgapTe ong Kaxaoro U3 sTUX NpPoUeccoB NnepedyucrneHbl aTanbl, KOM-
NMOHEHTBI M KOHKPETHbIE METOL4ONOMNU, NPY 3TOM 3aTparMBaloTCs Takue BOMPOCH, Kak ynpaeneHue pabo4mmm
npoueccamu (workflow), TecTupoBaHue, KOHTPOMNb BEPCUIA U KOHTPONb KadecTea (Banugauusa).

B cBA3n ¢ BbICTPEIMKU TEMMNaMWU M3AMEHEHWSI TEXHONOTMIA U TpeboBaHUAMKN No obecnevyeHuo OONroBpe-
MEHHOW COXPaHHOCTU MHOIMME AOKYMEHTbl B 3NIEKTPOHHON (DOpMeE B KAKOW-TO MOMEHT BpeMeHW Heobxogumo
ByneT npeobpazoBath (MPOBECTM KOHBEPCUIO) M3 OQHOTO chopmara B ApYron Uinu nepeMecTuTb (MUrpUpoBaTh)
W3 OOHOW CUCTEMBI B ApYryto Ans obecnedeHns UX HeMpepbIBHOW JOCTYNHOCTU U NPUIOAHOCTM K 0bpaboTke.

3TO He 03HayaeT, YTO KOHBEpPCUS M MUTrpaumsa SBNAKTCA eOUHCTBEHHO BO3MOXHbLIMKU crniocobamu obec-
neyYeHns OONrOBPEMEHHON COXPAHHOCTM SMEKTPOHHbIX JOKYMEHTOB (3MEKTPOHHON coxpaHHocTh). CyllecTBy-
eT unu paspabatbiBaeTcs PS4 APYrMX METOOOB, TaKMX Kak 3MYMALUs, HO B HACTOSILLEE BPEMS KOHBEPCUS W
MuUrpauma aensTca Hanbonee pacnpocTpaHeHHbIMU cnocobamMu obecnevyeHWsi 3NEKTPOHHOW COXPaHHOCTH.
XoTs B HacTosiLeM CTaHZapTe Tema 3NeKTPOHHOW COXPaHHOCTW chneunanbHo He pacCcMaTpuBaeTcs, OAHaKo
0COBEHHOCTY NPOLLECCOB KOHBEPCHUM U MUTPaLMKA MOTYT NOBMKATL Ha BbIDOP CTpaTernmn SrekTPOHHON coxXpaH-
HocTu. OTHOLWEHWEe opraHU3aL Uy K JOKYMEHTaM U JOKYMEHTUPOBAHUIO IBNAETCH OCHOBHLIM (hakTOpOM, Brvs-
HOLLMM Ha TO, Kak B Hel ByayT HanaxeHbl NpoLEecchl KOHBEPCUU U MUrpaLMmy (BKMoYasa BeIDOP UCNONb3yeMOro
copmata, HeobxoaUMOro YPOBHSI KOHTPONSA U T. A4.). He cyllecTByeT Kakoro-To 0A4HOM0 YHUBEPCaNbHOro, Npu-
rofHOrO Ha BCe CryYau Xu3HKu cnocoba obecrnedeHus 4ONroBpeMeHHOW COXPaHHOCTH 3MEeKTPOHHbIX JOKYMEH-
TOB. YupexaeHus u opraHu3auuu TeEM He MeHee NPU3HAT MOMe3HOCTb CTaHAAPTU3UPOBAHHLIX NpoUeayp; 1
OIS U3YyYeHUsa 1 UccnenoBaHus MeToLoB obecnedeHnst AaNeKTPOHHOM COXPaHHOCTH, B TOM YNCIE KOHBEPCUM,
MUrpauKu, aMynsiuMmM 1 obHOBNEHWs HocuTenen, Obln co3daH psa UCMbITAaTENbHbIX CTEHAOB M LEeneBbIX rpymnn
c Tem, 4Tobbl onpefennTb, Kakne MeTOAbl Nydlle Bcero paboTaloT.

KoHBepcuss 1 murpauusa npencraensawT coboi oToensHble MeToabl 06ecnedeHUs COXPaHHOCTU 3MNek-
TPOHHBIX AOKYMEHTOB. /X BaxXHO peanu3oBbIBATh HA MpaKkTuKe ynpaenseMblM obpasom Bo n3bexaHue non-
HOW UIW YaCTUYHOWN NOTEpPU ayTEHTUYHOCTU JOKYMEHTOB, UX HAAEXHOCTHU, LUEeNOCTHOCTU U NPUrOAHOCTU K UC-
nonb3oBaHuto, obecnevrBasi TEM caMblM COXpPaHEHWE OOBEPUA K JOKYMEHTaAM W X KOPUAWYECKOA 3HAYMMOCTH
(aBTOPUTETHOCTU OOKYMEHTOR), Kak 310 onucaHo B NICO 15489-1—2016 (nyHkT 5.2.2). HacToawwmn ctangapt
OMNUCLIBAET KOMMOHEHTLI MPOrpaMM, BONPOCH! NNaHUpoBaHWsA, TpeboBaHusa 1 Npoueaypsl yNpaBneHns OoKy-
MEHTaMu, UCMOoNb3yeMble A8 OCYLLEeCTBNEHWS KOHBEPCHUM U MUrPaLMKN 3MeKTPOHHbIX JOKYMEHTOB Takum 0b-
pa3oM, YTODbl COXPaHSANNCh MX ayTEHTUYHOCTb, HAAEKHOCTh, LeNOCTHOCTb U MPUIOAHOCTL K MCMONb30BaHUID
W 4TOBbI 3TW AOKYMEHTHI NMPOAOIKANM CNYXUTb B KAYECTBE CBUAETENbLCTB AENOBLIX TpaH3akuui. B cnyyasx,
KOrga KOHBEpPCUs U MUrpaLMsa BbINOSHATCA OAHOBPEMEHHO, MPUMEHKMMEI BCce TpeboBaHWs U pekoMeHdaumMm
HacToslero cTaHaapTa.

[Ons BeinonHeHWs TpeboBaHWIA K yNpaBneHuo JOKYMeHTaMu He obA3aTensHO peanu3oBaThk BCE PeKo-
MEHAOBaHHbIE B HACTOALLEM CTaHOapTe npouenypsl. PelleHne o ToM, KakMe MMEHHO npoLenypsbl BHeOPATb,
3aBUCUT OT Takux HakTopoB, Kak TUM NNaHUpyeMon KOHBEPCUN UM MUTpaLIMM U YPOBEHb PUCKA, KOTOPbIN Op-
raHvW3auus rotoea npuHaTL. Kpome TOro, opraHnsaunsaM pekoMeHayeTcsl y4ecTb B TpeDOBaHMAX K 3NeKTPOH-
HbIM CHUCTEMAM yNpaBreHus JOKYMEeHTaMu 1 KOHTEHTOM (electronic document and records management sys-
tem, EDRMS) cBon nepcnekTUBHLIE NNaHbl MPOBEAEHUS AaTNbHENLLNX KOHBEPCUIA U MUTPaLIUA OKYMEHTOB.

Mpexae Yem NpUCTYNUTb K BIMOMHEHWIO NMPOEKTa KOHBEPCUM UM MUTPaLUK, HYXXHO, YTODbI urpatoLue
KIIOYEBYIO POfib B 3TOM Mpouecce nuua Obinv 03HakoMMAeHbl ¢ TpeboBaHUAMK K yNpaBreHnto JOKYMEeHTaMu.
Mono «kpuTepnamu/TpeboBaHMSAMW K YNPABNEHUI0 JOKYMEHTaMWU» B chepe ynpaBrneHWs OOKYMEHTaMWU U UH-
dopmaLnel noHMMaT cobnigeHue paaa NPUHLMNOR, OTHOCALLMXCS K LEeNOCTHOCTM AOKYMEHTOB, UX ayTeH-
TUYHOCTU, HAJEXHOCTU U MPUroOHOCTU K UCNOMNbL30BaHWIO, a Takke, rae 3TO YMeCTHO, UCMNOMHEHUe NPUMEHHU-
MbIX 3aKOHOAaTenbHO-HOPMaTKMBHLIX TpeboBaHuin. CobnogeHne 3aTMx NpPUHLKMNOB obecnevnBaeT CoXpaHeHue
KOHTEHTA (COOEpPKaHWA), KOHTEKCTA U CTPYKTYPbl JOKYMEHTA, a TAKKE MCKMHYaEeT BO3MOXKHOCTE KOMMpOMe-
TaLWMW KOHKPETHOTO JOKYMEHTA Kak CBUAETeNbLCTBA AEN0OBON AeATENbHOCTU. 3TU NPUHUKUMLI MTPUMEHUMbI BHE
3aBMCMMOCTW OT CPOKOB XpaHeHUs JOKYMEHTOB.

HacTtosilmia cTaHgapT NpMMEeHUM KaK AnsA pa3oBo OCYLLEeCTBSEMbIX NMPOEKTOB KOHBEPCUW W/Unn Murpa-
LMK, TaK 1 oNs perynspHo U HENPEPbLIBHO BbIMOMHAEMbIX MPOrpaMmM KOHBEPCUY Y MUTPaUU.

v
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HAUMWOHANBbHBIA CTAHOAPT POCCUUCKON OEOEPALUMN

WUHdopmauma n gokymeHTauumn
NMPOLUECCHI KOHBEPCUMX U MUTPALMA SNEKTPOHHbLIX OOKYMEHTOB

Information and documentation. Digital records conversion
and migration process

Oara BeegeHnna — 2026—06—01

1 O6nacTtb NnpuMeHeHUA

B HacTosilwem cTaHgapTe pacCMOTPEHbl BONPOCH! NNaHMpoBaHud, TpeboBaHms WM npouedypbl 4nd npo-
BEAEHWUST KOHBEPCUMM W/MIN MUTPaLMK 3MEKTPOHHbIX AOKYMEHTOB C LieNibl0 COXPaHeHUs1 ayTeHTUYHOCTH, Ha-
OEXHOCTWN, LeNOCTHOCTA U BO3MOXHOCTW UCMONb30BaHUA 3TUX JOKYMEHTOB B Ka4YeCcTBE CBUAETENbCTB Mpo-
deccroHanbHbIX OYHKL WA, NPOLECCOB, 4eWCTBUIA U TPaH3aKuWiA.

OnucaHHble B HacTosWeM cTaHZapTe Npoueaypbl He 0XBaTkIBAKOT B MOMTHON Mepe TakMe TeMbl, Kak:

- CUCTEMbl pe3epBHOIo KOMMPOBaHUS;

- obecnevyeHue OONrOBPEMEHHON COXPAHHOCTU 3NEKTPOHHBIX JOKYMEHTOB;

- (PYHKLMOHAamNbHbIE BO3MOXHOCTN JOBEPEHHBIX 3NEKTPOHHBIX XPaHUMULL;

- MPOLECC KOHBEPCUM N3 aHAMNOrOBbIX B 3MEKTPOHHbIE W U3 3NEKTPOHHbLIX B aHanoroeble hopmarhi.

2 HopmaTuBHbIe CCbINKK

B HacToslem cTaHgapTe Kcnonb30BaHa HOpMaTHBHAA CChIfNKa Ha CNeaylLwWwnin cTandapT [Ans gatupo-
BaHHbIX CCbINOK MPUMEHSOT TOMBKO yKasaHHOe WM3[aHWe CCbIMOYHOro cTaHgapTa, ANs HeAaTMPOBaHHbIX —
nocrnegHee usgaHue (BKNYasa Bce U3MeHeHus)]:

ISO 30300 Information and documentation — Records management — Core concepts and vocabulary
(MHbopmauma n gokyMeHTauusd. YnpasneHue gokymeHtamu. OCHOBHbIE MOHATWS W CIIOBaphb)

3 TepMuHbI U onpeaeneHus

B HacToswweM cTaHgapTe NpUMEHEHbBI Criedyrolne TEPMUHBI C COOTBETCTBYHOLLMMM onpegeneHusamu.

NCO n M3K BepyT TepMmuHonorndeckne 6asbl JaHHbIX N9 UCNONb30BaHWSA B cTaH4apTu3auunu no cne-
AYOLWMM agpecam:

- 3nektponegns M3K: goctynHas Ha http://www.electropedia.org/;

- nnaTdpopMa oHnanH-npocmotpa MCO: goctynHaa Ha http://www.iso.org/obp.

3.1 pocTtyn (access): [paBo, BOZMOXHOCTbL, CPEACTBa ANS NMOWCKA, W3BMEYEHUS UMW UCMONb30BaHNS
nHdopmMaLmm.

[MCO 5127: 2017, 3.11.1.01]

3.2 aTtpwmbyrT (attribute): Xapaktepuctrka obbekta Unm CyLLHOCTK.

MpumedyaHune— Ha ocHoBe onpefeneHuns, aaHHoro B MCO/M3K 11179-3:2003.
[MCO 23081-1:2017, 3.3]

MapaHune ochbuumnansHoe
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3.3 KoHTeHTHasa uHdpopmauun (content information) CoBokynHOCTb MHOPMAaLMK, KOTOpPasi ABNAETCH
nepBoHa4YanbHOM Lenbl yeunui no obecnevyeHnio 4ONrOBPEMEHHON COXpaHHOCTK Nubo KoTopasl BKNYaeT
BCIO TaKylo MHhopmaLmio U ee 4acTb.

[MCO 19165-1:2018, 3.6]

3.4 oumucTKa gaHHbIX (data cleansing): MNpouecc, Ucnonb3yemeblt AN NOBLILEHWS KAYeCTBa OaHHbIX
nocpeacTBOM BbIABIEHUA W KOPPEKTMPOBKK (MMbo yaaneHws) eeKToB 1 oWnBoK B aHHbIX.

[MCO 5127:2017, 3.1.11.21]

3.5 obbekT gaHHbIX (data object): OtgenbHas rpynna gaHHbIX, paccmMaTpyMBaemMas kak eguHblil o0bekT
W NpeacTaenawowasa coboi 3Kk3emMnnap N3BECTHOM (MW nonaraeMoi M3BECTHOW) CTPYKTYPbl AaHHbIX/Knacca.

[MCO/M3K 2382:2015, 2121425]

3.6 amynauyusa (emulation): BocnpouseegeHne yHKLMOHANBHBIX BO3MOXHOCTEN M NOBEOEHUA yCTa-
peBLUel aNeKTPOHHOW (UMdPOBON) CUCTEMBI HA COBPEMEHHbLIX KOMMNBIOTEPHBLIX CUCTEMAX C MCMOMNb30BaHUEM
nporpammHore obecnevyeHus (Ha3bIBAEMOr0 3MyNATOPOM).

MpumeyvyaHune — 3Bmynauua ABNAETCA KNOYEeBOW cTpaTtervel obecrneyvyeHus JONrOBPEMEHHOW COXpaHHOCTU
ANEeKTPOHHBIX OOKYMEHTOB.

[MCO 5127:2017, 3.12.1.20]

3.7 wudcbpoBaHue (encryption): (ocbpatumoe) MNpeobpa3oBaHne JaHHbLIX C MOMOLLBIO KpunTorpaduye-
CKOro anropuMtma Ang co3gaHua 3aundpoBaHHOIO TeKeTa, T. e. AN Toro, YTobbl CKpbiTe MHGOPMALMOHHOE
cogepaHue OaHHbIX.

[MCO/M3K 18033-6:2019, 3.8]

3.8 c¢prannoesin copmar (file format): BHyTpeHHaa cTpykTypa w/wunmu kogupoBka daiina onpenenex-
HOro TUNa, KoTopasi MoXeT bbiTb 0TODpaXeHa UNKU MHTEPNPeTUpOBaHa eanHoobpasHbIM, NpeackasyeMbsiMm 1
OCMbICMEHHbBIM 06pasomM nocpeacTBOM MCMOMb30BaHWS COOTBETCTBYIOLLEro nporpaMmHoro obecnedeHus w/
unu obopynoBaHuA, paccYMTaHHOIO Ha NogdepKy atoro oopmara.

MpumeyaHue — Painn MoxeT (HO He 0BsA3aH) NpeacTaBnATL cobon nycTon NMHO codepKaLlunii OauH UMK He-
CKONbBKO hannoB pasnuyHblix hopMaTtoB KoHTerHep. ®annoBele dhopMaTel MOTYT ONPeaenATeCA Kak cneundukaumsiMm,
Tak 1 6a30BbIMM A8 HUX NPOrpamMMHbIMK cucTemami. MHorve daiinoBslie hopMaThl CYLLECTBYHT B HECKOINbBKUX BEPCUSX,
Kaxaas U3 KOTOpbIX Ha NPakTUKE UCMonbayeTcs ¢ Hebonblwmmun Bapuauuamu. MNpu naeHtudukaynmn dannoeoro gopmara
NpeanoYTUTENBHO MCMONbL30BaTh MMOKWIA, @ HE CTPOTUIA MOAX04, HO MPU 3TOM AOCTATOYHO TOYHLINA, AN TOro 4YTobbl pas-
nn4UTL Bepcun hopmara, oTNMYMUA KOTOPLIX OPYr OT Apyra CyLecTBEHHbIM 00pa3oM BNMAKT Ha MHTEPNPeTaLnio AaHHbIX.

[Tepmunonorus peectpa cdannossix dopmatoe PRONOM, HaunoHanbHble Apxuebl Benukobputanum,
2011 (PRONOM Vocabulary Specification, The National Archives UK. 2011)]

3.9 murpauua (migration): MNpouecc nepemelleHns LOKYMEHTOB U3 O4HOW annapaTHOM UMK NporpamMm-
HOW KoHburypauun B opyryto 6e3 nameHeHus opmara.

3.10 nepBoHa4anbHbIW, NEPBUYHBLIA, CXOOHLINW (Originating): XapakTepucTuka nepBoi maTepuanu-
3aumum (opurnuHana) yero-nnbo Nubo ee oTAeNbHbBIX 0COOEHHOCTEN.

3.11 obecneveHue coxpaHHOCTHU (preservation): Mepbl, NnpeanpvHMMaemble ANa NOAAEPXaHUA BO3-
MOXHOCTW UCMONb30BAHWSA, ayTEHTUYHOCTMU, HAAEXHOCTU U LLIENOCTHOCTU AOKYMEHTOB C TEYEHUEM BPEMEHM.

M pumevHyaHmne— B uncno takux Mep BXOOAT NPUHUMNbI, NONMUTUKK, NMpaBuna, cTpaTterun, npoueccel 1 onepaunn.

[MCO 30300:2020, 3.4.11]

3.12 ob6HoBneHune HocuTenen (refreshment): Bua anekTpoHHOR (UKMPOBOK) MUTpaLLIUK, NPU KOTOPOHN
HocuTenb WMHopMaLMM 3aMeHAEeTCs KOMuewn, OOoCTaToYHO TOYHOW Ansa Toro, 4Tobbl oGopydoBaHue u npo-
rpamMmmMHoe obecneyeHne CUCTEMbl apXMBHOMO XpaHeHUsa npogormkanu pabotaTth, kKak npexage.

[MCO 19165-1:2018, 3.31]

3.13 pennukauwms (replication): Bua snekTtpoHHon (UndpoBor) MUrpaLMm, NMpyM KOTOPOM OCTaKTCH He-
W3MEHHbIMKU MHOPMaLKA, CBA3bIBAKOLLAA BOEOMHO 3MNEKTPOHHbLIA 0OBLEKT M aCCOUMMPOBAHHLIE C HUM MEeTa-
daHHble (packaging information); koHTeHTHas nHdopmauwms (content information) — cam anekTpoOHHbIN 00B-
eKT M MHdopmMauums, cylwecTBeHHas ana obecneveHnss ero JOCTYNMHOCTH BO BPEMEHHU; a TakkKe onucaTernbHas
WHpopmMauwms, Heobxogumas ans uenein obecneyeHus LONTOBPEMEHHON CoXpaHHOCTK (preservation descrip-
tion information) n Bknto4arLWwaa MAEHTUDULMPYOLLYH KOHTEHT-MHOPMAaLUKKD, CBEAEHUSA O MPOUCXOXOEHUM
KOHTEHTA, CBEEHUS O KOHTEKCTE WU O MexaHu3Max obecrnedyeHns HeM3MEHHOCTU KOHTEHTA.

2
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MpuMmeyaHus

1 B npouecce nepemMelleHns Ha TOT e UMK HOBbIA HocWTenNb MHopMauun obecnednBaeTcsl COXPaHHOCTb npea-
CTaBMALWUX 3TN MHhopMAaLMOHHBIE 06BbEKTLI NOTOKOB BUTOB.

2 Ha ocHoBe onpeaenenusa, gaHHoro B UICO 14721:2012.

3.14 penpeseHTaTMBHaA MHdopmauusa (representation information): MiHdpopmauna, kotopaa paet
BO3MOXHOCTb NpeacTaBnTb 0ObEKT AaHHbIX B Bonee NOHATHOM NOMbL30BATENH BUAE.

[MCO 19165-1:2018, 3.34, mogndrLMpOBaHHOE — MPHUMEpPbI OMYLLEHbI]

3.15 ncxopHbIM OOKYMeHT (source record). [okymMeHT uiv daiin, KoTopbli Bbin CKoNupoBaH, KOHBEep-
TUPOBAH UMW MUTPUPOBAH; UNK ke ByaeT BXOOHBIMUW AaHHLIMU AN TaKWX MPOLIECCOB.

MpumedyaHune— Ha ocHoBe onpegenenns, aoaHHoro B MCO/TO 13028:2010, 3.8.

3.16 Banupauua (validation): MNpouecc oueHKN CUCTEeMbI UM KOMMNOHeHTa 4518 obecrne4yeHuss COOTBET-
CTBUA (DYHKUMOHAIbHBIM, 3KCMyaTaLuUOHHBIM 1 MHTepMenCcHbIM TpeboBaHMsAM.
[MCO/M3BK 14776-121:2010, 3.1.108]

4 OpraHu3auMOHHbIE U AeNOBble PaMKU

4.1 O6LWune NonoxeHs

B HacTosAwem pasgene paccMaTtpuBakOTCA NMPUYKMHBI, YaCTO Bbi3blBakwllue l'IOTpEGHOCTb B KOHBeEpCun
Mnn Mmurpauunmn snekTpoHHbIX JOKYMEHTOB; BOMPOCHI, KOTOPbIE OpraHnusalun crnenyeTt y4YUTelBaTbh NPy OLUEHKe
H906X0ﬂ,MMOCTM npoeegeHna KOHBepChUn UK MUrpalmM CBOMX OOKYMEHTOB, a TakXe aTanbl pa3p860TKM npo-
rpamMm KOHBEPCKUN U MUTpaunin. B Hem pacCMaTprBakOTCH NPUHATHUE pemeHmﬁ 1 BblereHne peCypcoB B CBA3N
C npoeefeHuemM KOHBepCUU Unu MUrpalin B yCNOBUAX OpraHn3auun, a TakkKe nogaepxuearoulas npoueccol
KOHBEPCUKM N MUTpalnK TeXHU4YeCKan MHquaCprI(Typa, KOTOPYK crnegyet ucnonb3oBaTbk O5A obecnevyeHns
UernoCTHOCTU N ayTEHTUYHOCTU JOKYMEHTOB B TEHEHWE BCEro BpeMeH!, noka B HUX COXPaHAETCHA I'IOTpeGHOCTb.

4.2 MpuWurHLI NpoBeAeHUA KOHBEPCHUU U MUTpaLNK

4.2.1 O6wue nonoxeHun

PaznuyHble npuynHbl MOryT nofyauTe OpraHn3aunio NPoOBECTU KOHBEPCUKD UMW MUTPaLIMi0 CBOUX 3Mnek-
TPOHHBIX JOKYMEHTOB. CPOKW XpaHeHWUsl HEKOTOPbIX 4OKYMEHTOB bonee AnuTenbHble, YeM CPOKM CrnyK0bl npo-
rpamMMHBIX NMPUITOXKEHWUIA U HOCUTENeW MHOPMaLMK, U 3TO BbIHYXJaeT opraHusauun NpoBOAUTb KOHBEPCUIO
MIN MUTPaLMI0 CBOUX OOKYMEHTOB, NOKa NOAAEPXKMBAIOLLME WX CUCTEMBI BCE eLle coxpaHsatoT paboTtocnocob-
HOCTb. HeobxogumocTe B NMpoBeAeHWN KOHBEPCUM WIM MUTpauun onpeferneHHbIX AOKYMEHTOB MOXET BO3-
HWKHYTb 13-3a 3arpsi3HeHnsi COOTBETCTBYOLLMX HocuTenen. OpraHn3aLmm TakkKe MOryT NPOBOAWMTL KOHBEPCUIO
MM MUrpaumnio JOKYMEHTOB B OMepexaloleM nopsgke, MCXOAs M3 ocoDeHHOCTel onepaTUBHOW OesATenb-
HOCTW, CBA3aHHLIX C 06bEMaMU OOKYMEHTOB, YCNOBUSMKW OOCTYNA K HUM, 3(P(PEKTUBHOCTLIO XpaHeHus, ae-
MOBbLIMW W TEXHOMOTMYECKMMI LUKNAMW; UK Ke B CBS3W C OPraHn3aLUWMOoHHbIMA M3MEHEHWUAMW (TakUMK, Kak
MCMOMb30BaHWe ayTCOPCUHra, CNusiHWA U nornoweHus). Kpome Toro, opraHnsaumm MoryT OblTb BbIHYXOEHbI
NPOBOOWTL KOHBEPCUIO MU MUTPALNI0 JOKYMEHTOB B CBA3U C 3arnpocamMu KOHTPONUPYHOLLUMX OpraHoB, paccne-
JOBaHUAMU U cyaebHbIMK pa3bupaTenscTBamu.

4.2.2 MNMpu4nHbI NpoBegeHUA KOHBEPCUN

Moo koHBepcKen NOHMMAT npouecc npeobpa3oBaHWa JOKYMEHTOB M3 ogHoro dhopmaTta B Apyroi. Io-
OyOuUTL K MpOBeaeHUd KOHBEPCUW MOTYT, Hanpumep crneayroline NpuYmHbL

a) nepexoj Ha Opyror popmaT: COXpaHeHHble B NponpueTapHoM dpopMmare OOoKYMeHThl npeobpasyTrcs
B OTKPbITbIA chopMaT (HanpumMmep, u3 ctaporo dannosoro popmarta Word.DOC B chopmar PDF/A);

b) yctapeeaHwve chopmara: Korga, Hanpumep OOKYMEHThI, XpaHsLnecs B ycTapeBLUEM, HO BCe elle Yn-
TaemMoMm popmMaTte AnA NporpaMM NogroToBKW TeKCTOB, NpeobpasyoTca B NOAXOAALLMA COBPEeMEeHHEIR (op-
MaT Takoro Tuna;

c) nHTeponepabensHOCTL: AOKYMEHTbI NpeobpasytoTcs B hopMart, KoTopbli obecnednBaeT NMomnHy co-
BMECTUMMOCTb C onpefeneHHon WU T-nHdpacTpykTypon;

d) NpaBoBbie BOMPOCHI: KOHBEPCUS LOKYMEHTOB NPOBOAUTCHA B COOTBETCTBMMU C CYLLECTBYIOLLMMU SABHbI-
MU 3aKOHOAATeNbHO-HOPMAaTUBHbIMUK TpeboBaHMAMUK, kKacarwWmnmmucs dopMaToB U/UNM NOCTABLLMKOB YCMYT.

Pa3zpaboTka anekTpoHHOWN Bepcun - nopTan GostExpert.ru 7/32
Crpanuua nokymeHTa - https://GostExpert.ru/gost/gost-13008-2025



https://gostexpert.ru?utm_source=pdf&utm_medium=70349
https://gostexpert.ru/gost/gost-13008-2025?utm_source=pdf&utm_medium=70349&utm_term=page

FOCT P NCO 13008—2025

4.2.3 MNpu4rHbI NpoBegeHUA MUTpaLuun

Moa murpaumen NOHMMaKT Npouecc nepeMelleHns AOKYMEHTOB U3 OQHOW annapaTtHoM unu nporpamm-
HOWM kKOHdUrypauuum B Apyryto 6e3 nameHeHus coopmara. MNobyamTe kK NPOBEAEHWIO MUTPpaLMKM MOTYT, HAaNpUMep
cnegyoLlmne npuYmHbL:

a) MOXeT BO3HWMKHYTb He0BX04MMOCTb MUTPMPOBaTh OOKYMEHThI M3 OHOW CTPYKTYpPb! B Apyryk. Hanpu-
Mep, OOKYMEHThI U3 psAga yHacne4oBaHHbIX 6a3 JaHHBIX MOTYT BbITe PECTPYKTYPUPOBaHLI B HOBYH 0bLeau-
HeHHyto 6a3y gaHHbIx (kak npumep: n3 Oracle B SQL Server);

b) 3ameHseTcsa nnartdopmMa, Ha KOTOPOW BbINW Cco34aHbl JOKYMEHThI, 1 UX HEOBX0AUMO MUIPUPOBATh
Ha HoByt nnatdgopmy. HanpumMep, MoxeT NoTpeboBaTLCH NepeMecTuTh JOKYMeHTHI ¢ nnaTtdopmbl Microsoft
Windows Ha nnaTtdopmy UNLX;

c) murpaums Lenecoobpa3sHa ¢ 0eNOBOW TOYKM 3peHUsa (HanpuMep, C Lenbi nepexofa Ha HOBYHO CU-
CTEMY C YNy4lleHHbIMWU YHKLWOHANbHbIMW BO3MOKHOCTAMMK). Tak, HanpuMep Murpauus JOKYMEHTOB MOXeT
oKazaTbcsi HeobXoAMMOWN ONg NOOAEPXKM Nepexona oT (M3MYecKoro AenoBoro NpucyTcTBua K paboTte vepes
WHTEPHET-MarasnH unu Ansi nepemMelleHns JOKYMeHTOB ¢ obLLero gucka B aNeKTPOHHYK CUCTEMY ynpasne-
HWA JOKYyMeHTamu U koHTeHToM (EDRMS). Murpaums Takxe UMeeT MecTo, KOria opraHu3auuns nepegaeTt CBOU
OOKYMEHTbI BHELLUHEeMY NocTaBLUMKY ycnyr/B obnadHyio cpefy Uru ke nepemeLlaeT ux oT OAHOro nocTasLLyMKa
YCNYr K ApYyromy.

OpraHuzauuam criefyeT OLEeHMBaTb CBOWM [AOKYMEHTbl, JOKYMEHTUPOBaTb pesynbTaThl OLEHKW U Npu-
HUMaTb COOTBETCTBYIOLLME Mepbl ynpaeneHus nmu. na obecnevyeHna NocTOAHHOM OOCTYMHOCTU 3MEKTPOH-
HbIX JOKYMEHTOB B YCNOBUAX U3MEHAILWENCA TEXHNYECKOW cpedbl U UCNONHEHWUS AMHAMUYECKN MEHAIOLLMXCA
3aKoHodarenbHo-HOpMaTUBHEIX TpeboBaHui TpebytoTes NpodyMaHHble, CKOOPAWHVMPOBaHHBIE YCUMWA U CTa-
BunbHoe UHaAHCMpOBaHWE.

KacatoLlmecsa KOHBEPCUMY K MUrpaUnK peLleHns OOMXHbI ONMpaThCs Ha aHanua LeHHOCTU 3NeKTPOHHbIX
OOKYMEHTOB OpraHu3auny U BNWAHWA TEXHOMNOMMYeCKon MH(PPacTPYKTYpPbl U MHBECTUL MW B TEHEHWE BCEero ne-
puoda cyLecTBOBaHUA AOKYMEHTOB, a Talke Ha 3HaHWe CTaHOapTOB M Hauny4lwen NPakTUKK, OTHOCALLUXCS K
KOHBEPCUWN 1N MUTpaLMK 3NEKTPOHHLIX JOKYMEHTOB.

4.3 MnaHupoBaHWe KOHBEPCUN U MUTPaLUU

4.3.1 O6wuKre nonoxeHun

B opranusauun nnaHvpoBaHWe KOHBEPCUW W MUrpaLvn JOKYMEHTOB OTHOCUTCS K 06racTi NPOTOKOMOB
W CUCTEM, MCMONb3yeMblx A8 CTpaTern4eckoro ynpaBneHus MHopMaumen (T. e. 3TO 30Ha COBMECTHOM OT-
BETCTBEHHOCTW 3aMHTEPECOBaHHbLIX CTOPOH, BKMOYasA CMeuManucToB MHOpMaLMOHHbLIX Npodeccuin, U co-
OTBETCTBYIOLLME HaNpaBreHus AenoBoi AedATenbHOCTK). Kak v npu ynpasneHnn 6onee NpyBbIMHBIMWA aKTu-
Bamu (Kanutanom, COOpPYKeHUAMW, KAOPOBLIMW pecypcamun), cnefyeT paspaboTtath U yTBEPAUTL NONUTUKA U
npouedypbl NpruobpeTeHns (KOMNIEKTOBaHWSA), YNpaBieHusa 1 BbiBoAa M3 3KCMyaTauun MHOPMaLMOHHbIX
aKTUBOB, KOTOPbIE OOMKHLI BBOOWTLCA B AENCTBUE, UCTIONHATHCA, OKYMEHTUPOBATLCA W NEPUOSUYECKN Mpo-
XOAWTb ayauT Ha cOOTBETCTBUE M adhheKTMBHOCTL. PyKoBOAUTENW OpraHM3auui (M pyKoBogUTENN UX Cryxo
WHOPMALMOHHBLIX TEXHOMNOTMIA U MHOPMALMNOHHON 6e30nacHOCTW) OOMKHbI 3HATh, IOEe W Kak co3gakTcH,
YNPaBnsTCS U XPAHATCA MX JOKYMEHTarnbHble akTUBLI, M, COOTBETCTBEHHO, AOMKHbI OblTb CMOCOOHEI CNNaHu-
poOBaTb KOHBEPCWIO UM MUTpaLMIO U NOATOTOBUTL ee AenoBoe 060CHOBaHMe.

B KOHKpeTHOW opraHu3aluu B KadyecTBe peaKkuuu Ha MNepevucrieHHble Bhllle CUTyallu KOHBEepCHs W
MUrpaumsi MOryT BbIMOMHATLCA U KAk pa30Bble MPOEKTbI, U PErynsipHO KakK NOCTOSHHbLIA BUL OEATENbLHOCTU.
Tem He MeHee anst 3PEeKTUBHOIO obecnevYeHns COXPaHHOCTU BITEKTPOHHBIX JOKYMEHTOB U MX MeTagaHHbIX
KOHBEPCUIO U MUrpaLni0 HeobxoouMOo NPOBOAUTE B paMKax XOpPOLUO CNNaHWPOBAHHOW U CTPYKTYPUPOBAHHON
nporpammbl. Bo Bcex cnydasx xenaTenbHo NnaHupoBaTh, BbINONHATE U KOHTPOMMPOBATh NPOLEeCcChl KOHBEP-
CYM 1 MUrpauuun, NpoayMbiBas CBOM OENCTBUSA Hanepen, BbiOenss Ha HUX JOCTATOYHO BPEMEHU U PECYpPCOB
W B MWHMMAanbLHOW CTEMeHn co3gaeasn HeynobcTea Ans 3aMHTEPECOBAHHLIX CTOPOH U MX COOTBETCTBYHLLMX
OemnoBbIX LMKNOB U (DYHKUKMA. ECrin e KOHBepCcuio UM murpaumio notpebyeTtca NpoBognTh B CBA3KM C Hesa-
NMaHWPOBaHHBIMKW CUTYaUUAMU (BbI3BAHHBIMW KaK NMPUPOOHBIMU ABMEHUSAMU, TaK U OEATENBHOCTLH YenoBe-
Ka), TO AeicTBOBaTb BO3MOXKHO NPUOETCH B IKCTPEMarnbHbIX M MO3TOMY Oaneko He B uaeanbHbIX YCIOBMSIX,
M3-3a Yero 3TU NpOoLIeCCHl MOTYT OKka3aTbCcA Bonee 3aTpaTHBIMU U CUIMbHEE MeLlawLWMU NpodeccMoHansHom
OeATenbHOCTU.

4.3.2 MeHegXMeHT pucka

C npoBegeHWEM KOHBEPCMM UM MUTPaLMN 3NeKTPOHHbBIX JOKYMEHTOB MOMYT ObITh CBSI3aHbl 3HAYUTENb-
Hble 3aTpaTtbl — HanpuMep, 3aTpaThl HA HOBOe 0DOpyAOBaHWE WM NporpaMmmMHoe obecnedveHue, Ha NULEH3UN,

4
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OOMOMHUTENbLHbIE KAAPOBLIE Pecypchl U T. 4. BBMAY 3TOro opraHnsauusa gomkHa onpegenuts obbem paboT no
KOHBEpPCUM UMM MUTPaALIMK HA OCHOBRE aHanv3a 3aTpar, AeroBoi oTAauu U puckos. CnegyeT NpoBeCTH aHanma
OOKYMEHTOB 451 ONPeaeneHnst X LEHHOCTW ANs OPraHvM3aLyy U PUCKOB, CBSA3@HHbIX C UX BO3MOXHOW yTpaTon
unu nopyein. OOHOM U3 COCTABHbLIX YacTel NporpamMmel opraH1M3auunmn rno ynpaBneHuo JOKYMEHTaMKU OOMKHa
ObITb 3KCMEepTU3a LEeHHOCTU LOKYMEHTOB M OLEHKa CBA3aHHbLIX C HUMW puckoB. OBbIYHO COOTBETCTBYHOLLME
peLUeHNA OOKYMEHTUPYOTCA BO BHYTPEHHWX HOPMATUBHbLIX OJOKYMEHTax opraHu3auuu, pernameHTUpyrLLnx
NOPSIA0K U CPOKU XpPaHEHUHA AOKYMEHTOB. [JononHWTENbHBIE peKOMeHAaLMW NO aHanuay pUCcKOB MOXHO HanTh
B MCO/TO 18128.

VMcnonb3yemas opraHv3aluMein npakTuka B obnactv ynpasrneHus AOKYMeHTaMu BbITEKAET U3 OonepaTus-
HbIX U MHBIX NOTPEBHOCTEN M M3 OTHOLEHUA K puckam. OnepaTtuBHble NOTpebHOCTK (CBSA3aHHLIE, HANpUMep,
C WCMONIHEHWEM 3aKOHOAATENbHO-HOPMaTMBHbIX TpeboBaHui, pa3paboTKon NpoOAyKTOB, NpenocTaBneHuem
JOCTyNa WUNKn ¢ 4OKYMEHTUPOBaAHMEM (PUHAHCOBLIX TPAH3aKLMIA) ONpefenstoT cTpaTeru M macwTabsl npes-
NPUHXMAaEMbIX OpraHM3aumnen yecunui no obecneyeHnio HagexHoCT M 4OCTOBEPHOCTU AOKYMeHTOB. OueHka
PUCKOB U UX CMAMYEHUE UCMONbIYTCHA Hapsady C APYrUMM MEeTO4aMK Kak AN HanaxuBaHWA KOHTPONs co
CTOPOHbI PYKOBOZACTBa Haf OEMNOBON OEATENbHOCTbIO, Tak U ANS YCTaHOBMeHWs TpeboBaHWi K ee OOKYMEH-
TUPOBaHUIO. Takme OLEHKW PUCKOB Takke MOTyT ObiTb MCMOMNb30BaHbl NS HaNaKUBaHWs Mep ynpasreHus
pokymeHTamu. OLEeHKW PUCKOB criedyeT NpoBOAUTE W ANSA TOro, YTOObl YCTAHOBUTE Ha Hagnexalem ypoBHe
Mepbl KOHTPOMsi CO CTOPOHbI PYKOBOACTBA 40 Havana OCyLLeCcTBIIeHNA HOBbIX MHULMATMB.

C TOuYKKM 3peHusa ynpaBneHus JOKyMEeHTaMu cnedyeT OLEeHWUTb ABa OCHOBHBIX PUCKa, CBA3AHHbIX C arek-
TPOHHBLIMW JOKYMEHTaMMU:

1) ocnapvBaHve [OCTOBEPHOCTW W LENOCTHOCTW AOKYMEHTOB (Hanpvmep, B cyde) BCNeAcTBue Mpo-
Briem, c KOTOpPbIMM MOXHO CTONKHYTHCH Ha MPOTSXKEHUN UX XKM3HEHHOMO LUKNa;

2) yTpaTta AOKYMEHTOB, B TOM YuCrie B pe3yneraTe NoTepy 4OcTyna K AOKYMEeHTaM UM MX HecaHKuuo-
HUPOBAHHOTO YHUYTOXEHWS.

MocnegcTeua MaMepsaATca No macwTabam noTepkb (BKMYasa penyTaunoHHbIA yulepd), koTopble opra-
HU3aUWsA UMW MHbIE 3aUHTEPECOBaAHHbIE CTOPOHbLI MOTYT NMOHECTK B Cly4ae, ecriv AOCTOBEPHOCTL AOKYMEHTOB
He yOacTcsl NOATBEPAWTL, UMW 3Ke B Cnydae yTpaThl UMW HECAHKLMOHUPOBAHHOIO YHUYTOXEHUSA JOKYMEHTOB.

4.3.3 Korga cnegyeT npoBOoAUTL KOHBEPCUIO UMM MUTPaLUIO

KoHBepcuio unu murpauuio gOKyMeHTOB peKoMeHAyeTcsl MPOBOAMTL OO0 TOro, Kak ycTapekT TexHomno-
MKW U HOCMTENW MHOPMaUWK, OT KOTOPbLIX OHU 3aBUCAT. B 3aBMCMMOCTKM OT Takux akTopoB, Kak obbeM n
TpeboBaHWa K JOCTYNHOCTW, MOXET OKa3aTbCHA MPednoyTUTENbHBIM BbINOMHEHNE KOHBEPCUM MK MUTpaLvm
OOKYMEHTOB Cpas3sy e, Kak TONbKO CTaHeT U3BEeCTHa ueneBas (koHevHas) cpega. Ecnv LeHHOCTb OOKYMEHTOB
U/UNn CBAA3aHHbIE C HUMMW PUCKK CYUTAOTCA OCTAaTOYHO ManbiMW, TO OpraHM3aums MOXeT NpeanovecTs Nogo-
XOaTb [0 Tex nop, Noka kakas-Hubyab apyrasi nobyouMrensHas npuynHa (HanpumMep, obHoBMNeHWe nporpamMmm-
Horo obecrneyeHus, 3aMeHa CMCTeMbl, NPUODpPeTeEHNE UK CIIMAHWE C OPYIOW OpraHu3aunen) He NpUBeSeT K
NPUHATUIO PELLUEHNA O NPOBEAEHNM KOHBEPCUM UM MUTPaLMK.

4.3.4 Bonpochl, cBA3aHHbIE C NPOBeAeHUEM KOHBEPCUMN U MUTPaLUK

B anekTpoHHOI cpeae KOHBEPCUA 1 MUrPaLns JOKYMEHTOB OpraHn3aLmuy Kak B 6onbLmnx, Tak M B Manbix
MacluiTabax 4acTo ABMAKTCA 3MeMEeHTOM NOBCEAHEBHON NpodheccnoHanbHOM AeATensHOCTU. B CBA3K € aTUM
opraHu3auuu crefyeTt MMeThb NOMUTWUKW, NPoueaypbl U NnaHbl, obecneynBalolle WX BbIMOMHEHWE B COOT-
BETCTBUKM CO CTaHAApTaMW U NpodeccuoHanbHon aeaTenbHocThio. OBs3aTensCcTBa M B3aMM0O3aBUCUMOCTH,
CBA3aHHble ¢ obecneyeHneM OONTOBPEMEHHON COXPaHHOCTWM LOKYMEHTOB, HEOBXOOUMO KaK MOXHO paHblue
BbIIBUTb WM 3a[0KYMEHTUPOBAaThL Ha CTaauu aHanuia u hopmMmpoBanns TpeboBaHnin B paMkax nrnaHMpoBaHUs
0EenoBbIX NPOLEeCcCoB W NaHUPOBaHUSA MHBECTULWIA B TEXHOMNOTMM.

Mpy NpuHATUM pelleHnin 06 MCNONb30BaHUK Os MPOBEAEHUSA KOHBEPCUM UMW MUrpauunn (kak npoekTa)
BHYTPEHHMX W/ BHELLUHUX PECYPCOB CnedyeT y4ecTb cregyowme (aktopsbl:

- HaBBLIKM N KOMMNETEHUWU: ecTb N Y OpraHu3auuu coTpyaHukW, obnagatowve HeobxogMMbeIMKU ANA Npo-
BeAeHWs KOHBepPCHUW U MUrpaLMK ONbITOM M 3HAHUAMM,;

- Hanu4ue KagpoBbIX U TEXHWYECKUX PECYPCOB (BKIKYAS Hanuuue cneuvanucTtoB no 6ezonacHocTv u
yrpaBreHW0 JOKYMEHTaM1): MOXHO v obecnevynTb NpoeKT KOHBEPCUM MM Murpauuy obnagallmnmm cooT-
BETCTBYHLLMMU HABLIKAMW CMELMaNnMCTaMmn Ha BECb NMEepUoS ero BbINONHEHUS;

- obopygoBaHue: UMeKTCs N Y OpraHvM3auun NoAXOAALME YCIOBUSA U UHCTPYMEHTbI AN BbINOSHEHNS
KOHBEPCUU U MUTPaLUK;

- CTOMMOCTb 1 CPOKW: MMEeT NI OpraHn3aums pecypchl (O04KeT n Bpemsi) Ans NpoBeAeHUss KOHBEPCUM
U MUTpaLunu;
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- cNocoBHOCTL 06ecnevYnBaTh/KOHTPONMPOBATL KAYECTBO: €CTb MW Y OpraHm3aunn coTpygHukn, obnaga-
oL e OMNbITOM W 3HaHUAMMW AN BbINONHEHUA paboT no obecnevyeHnio U KOHTPOMO KayecTBa;

- COBMECTHOE WCMOMb30BaHWe AaHHbLIX/KypUpoBaHWe OaHHbIX, OTBETCTBEHHOCTL Bnagensla: Kakue co-
TPYOHUWKWM UMK nogpazgeneHns opraHusauum ByoyT HanpaenaTe 4eATeNbHOCTL MO NPOBEAEHNK KOHBEPCUK U
MUrpauunm;

- BanvMpauu: ecTb N y opraHnzaumMm coTpyaHWKK, obrnagatolme onbITOM WM 3HaHWsIMK ANs Banugauum
onepauuii, BbIMOMHAEMbIX B paMKax KOHBEPCUM U MUTpaLunu;

- LMKIbI NpodeccuoHanbHON AeATENBHOCTU: KTO U3 COTPYAHUKOB UMW NoapasfeneHuii opraHmMsaumm oy-
AeT NPUHMMATL peLUeHUst O TOM, Koraa criefyeT NPoBOAKUTL KOHBEPCUIO UMM MUTPaLuio;

- 6e30NacHOCTb W 3aLlMTY NepcoHanbHbIX AaHHbIX: CNOCOOHbLI W BHYTPEHHUE M/WMW BHELLHWE NocTaB-
WMKKn yenyr obecnednTs cobniogeHre Bcex NpUMeHUMbIX 3aKOHOOATeNbHO-HOPMaTUBHbIX U AenoBbiX Tpebo-
BaHWUA?

4.4 ®opMmupoBaHue NporpaMmMbl KOHBEPCUM U MUTpaLMK

4.4.1 O6wWwmMe nonoxeHUs

OpraHusauun, coxpaHsitoLLmMe 3N1eKTPOHHbIe JOKYMEHTbI B TEHYEHWEe CPOKOB, AenallmMx HeoOX04MMbIM
perynapHoe npoBedeHWe KOHBEPCUM UMK MUTPAUWK, JOMKHLI pa3paboTaTe NporpaMMy KOHBEPCUWM U MUrpa-
LMK Npexae, YemM Ha4yHyT KpynHble NPoeKThl B 3ToW obnacTu.

PaspaboTka Takoi nporpammbl NogpasymeBaeT nosiBneHne TpeboBaHUsA 0 NpoBeeHU KOHBEPCUM UMK
MUIPaLMM 31EKTPOHHBIX KOMMOHEHTOB, 0DpasyloLlnXx OOKYMEHThl OpraHu3almun, U co3fgaHue ynpasnsiowen
CTPYKTYPbI, HaAeneHHon cobBCTBEHHbIMK UMK AeNervMpoBaHHbBIMKU NOMHOMOYMAMKU. KopnopaTUBHbIE NOMUTUKM
opraHv3aumu JOMmKHblI CAHKUWOHMPOBaTL BBEAEHWE NporpamMMbl KOHBEPCUM U MUTpaLmnn.

CTpykTypa cTpaTerM4yeckoro ynpaeneHus nporpaMmamu KOHBEPCUM U MUTpaLMK onpedenseT, Korga u
KakMM 0Opasom OCYLLECTBASAOTCA KOHBEPCMM M MUrpauMu U KTo KMx BbinonHseT. OBbl4HO 3a aBToOpM3aLuio
(cormacoBaHne) KOHBEPCUM M MUTpaLUW OTBEYalT cneuuannucTbl NO yrnpaBneHUo OOKYMEHTaMu, KOTOPbIM
nomoratwT UT-cneunanncTsl, BNnagensLlibl 4enoBbIX NPOLEeccoB 1 opucTsl. CTpyKTypa cTpaTernyeckoro ynpae-
NEeHUs NporpamMMamMu KOHBEPCUM U MUTpaLUK Takke onpefensiet, kak 6yaeT ocyllecTBNATLECA ayguT U KTO
OTBeYaeT 3a ero nposedeHue.

Takana aBTOopu3aUnsa 1 onpegeneHne OTBETCTBEHHOMO NMogpasgeneHns UMeroT KIlYeBoe 3HadeHue ans
TOro, 4To6bl KOHBEPCUA U MUTPALMA CTanun B OpraHn3aunm ogHUM M3 BUOOB OObIYHOW, perynapHO BbIMONHAE-
MoK NpodhecCuoHanbHou OeATenbHOCTH.

B KpynHbIX opraHuzauuax ¢ Lenbd MUHUMU3ALKUKW pUcKa nporpamMmmMa KOHBEpCUWM M MUrpauMy OOIKHA
BKITKOYaTb YTBEPXKAEHWE!

- OrpaHU4eHHOro NepeYHsi COBbITUA-TPUITEPOR, MHULIMWPYIOLLWX MPOBEAEHNE KOHBEPCUM UMW MUTpaLuu;

- TUMOB BbINOMHAEMbIX KOHBEPCUI U MUTPaLMA U UX NePUOgUHHOCTH;

- METOOORB JOKYMEHTUPOBAHWA (U Npy HEOBXOOMMOCTW NOATBEPXKOEHUS) TOTO, UTO NPOLIECCHI BbIMOMHS-
l0TCA B COOTBETCTBUU C TpeboBaHUAMMU.

CooTBeTCTBYyIOWME NOMNOXKEHWA OMKHbI BbITh BKMOYEHB!I B NOMNWTUMKY OpraHu3auMy Nno BOnpocaM KOoH-
BEPCUM M MUTPaLUUK UM B OOKYMEHT, pernamMeHTUpyoLWmMiA npoueaypbl KOHBEPCHUM M MUTPaLUu.

4.4.2 PaszpaboTka goKyMeHTaLuUK1 No npouegypamMm KOHBEPCUM U MUTPaLMK

Mpouecchbl KOHBEPCUWM WU MUrpauMy 3NeKTPOHHLIX [OKYMEHTOB CO3[aloT CYLEeCTBEHHble PUCKW ONA
ayTEHTUYHOCTW, LIEMOCTHOCTU, HAAEKHOCTU U MPUrOAHOCTH K NCNONb30BAHWI0 3TUX JOKYMEHTOB. [ns cMmarye-
HUS 3TUX PUCKOB BaXXHO KOHTPONMMPOBATL MPOUECCHl KOHBEPCUM MU MUTpauMy U ynNpaenaTb UMW NOCPeacTBOM
WMCMNOMNb30BaHWNA YTBEPKAEHHbLIX AOKYMEHTUPOBaHHbLIX npoueayp.

Kaxxgas opraHvsauua cama onpefensieT CBoW noaxon K paspaboTke OOKYMEHTaUWW no npouenypam
KOHBEPCUM M MUrpauun. BosamoHa paspaboTKa Kak oTAenbHOW AOKYMEHTaUWM ONs KaX4oro U3 TUMOB KOH-
BEpCcUn 1 MUTrpaunn, Tak U eQUHOI0 JOKYMEHTA, B KOTOPOM KaxKaAoMY TWUMY KOHBEPCWUWU U MUTpaLMKU NOCBALLEH
cBon nogpasgen. Kak MuHuMyM, Takas JOKYMeHTauusa JOMiKHa ONMChLIBaTh BCE 3Tanbl NpoLecCcoB KOHBEPCUK
W Murpauun. KoHeepcua u Murpauusi MoryT BbIMOMHATLCA OQHOBPEMEHHO.

B pokymeHTauum Takke OOMKHbI BbiTb OnMMcaHbl NpoUedypbl OnNpefeneHws OanbHenwen cyabbbl
(Hanpumep, YHUYTOXEHWS) UCXOOHbLIX (40 NpOBEdEeHUs KOHBEPCUM UM MArPaLumn) JOKYMEHTOB M HOCHMTENEeN
MH OopMaLWK.

VicxogHble 4OKYMEHTBI M HOCUTENU MHPOPpMaLMN OMKHbLI BEIBOOWUTLECH U3 Cpefbl aKTUBHOMO MCMNOb30-
BaHWA 1 B AaNbHENLLEM XpPaHUTLCA B COOTBETCTBMU C YCTAHOBMEHHLIMU TpeBOBaHUAMU K CPOKaM XpaHEHUs U

6

Pa3zpaboTka anekTpoHHOWN Bepcun - nopTan GostExpert.ru 10/ 32
Crpanuua nokymeHTa - https://GostExpert.ru/gost/gost-13008-2025



https://gostexpert.ru?utm_source=pdf&utm_medium=70349
https://gostexpert.ru/gost/gost-13008-2025?utm_source=pdf&utm_medium=70349&utm_term=page

rOCT P UCO 13008—2025

LEeNCTBUAM MO UX uctedeHnn. Ecnv noTpebyeTtca BLINOMHWTL 4ONONHUTENbHbIE TUMbl KOHBEPCWIA UMK MUrpa-
UM, TO AN HUX OormkHa BObiTh paspaboTaHa cBos AOKyMeHTauus.

Bce uaMeHeHWs B npolenypax ¥ COOTBETCTBYIOLLME aBTOPU3aLUM OOMKHEI (DUKCMPOBATLCH B IOKYMEH-
Tauwuu no npouenypam. Criegyet naberate BKIOYEHUS B JOKYMEHTALUMIO CNeuMgUIecknX NonoxeHui B nHTe-
pecax pa3oBo BbINOMHAEMbIX paboT, MOCKONbKY TaK1e MONoXeHWUs MOryT NogopBaTh JOBEepue K NporpamMMe B
cryyae paccnefoBaHWUsA UMW NPOBEPKM KOHTPONMPYIOLW MMM OpraHamu, Koraa MeTod KOHBEPCUW MW MUrpaumm
CTaHOBUTCA OCHOBOM NpW NOATBEPXAEHUW LLENOCTHOCTU 3MEeKTPOHHLIX JOKYMEHTOB KaK [0oKa3aTenbeTs.

JokymeHTauusa no npoLedypam KOHBEPCUM U MUTPaLUK OOMKHA OMUCKLIBATb BCE NEPEUYUCTIEHHBIE HUXKE
aTansb! NpoLeccos:

- NNaHWpoBaHue: LWari npoLeayp, MeToabl, KaapoBble 1 MHbIe Pecypchl, He0GXoAUMbIE AMS YCMNEeLHOro
NpoBeeHUsi KOHBEPCUU/MUTPaLnK LeneBblX ANEeKTPOHHbIX JOKYMEHTOB;

- paccMoTpeHue BO3MOXHOCTW NPOBEAEHWA OYMCTKW OAHHBIX B MPOLIECCe MUrpPaLui, YTo NO3BOMUT Mo-
BbICUTb KAYECTBO OAHHEIX U YCTPaHWTL U3BLITOUHYHD UMW yCTapeBLUyo MHAOpMaLni;

- KOH(PMIypUpPOBaHWe U HAcTpolika NporpaMMHoro obecneveHus 4nA NPOBEAeHWs KOHBEPCUM/MUTpaLni
(npwn HeobxognmocTH);

- TECTUPOBaHWE: TecThl, HeoGxoaumble Ans Toro, YToGbl y6eauTsea B cnocoGHOCTY 3annaHUupoBaHHbIX
npouenyp ¥ MeTofoB o6ecrneunTb yCneLlHy KOHBEPCUIO/MUTPaLIMID OKYMEHTOB;

- pe3epBHOE KOMMpOBaHWe: crefyeT 06ecrneynTs BeIMONIHEHWE PE3EPBHOM0 KOMWPOBAHUS A0 NpoBede-
HUS1 KOHBEPCWUU/MWUTPaLUK B Cpeae NpOoMbILUNIeHHOM aKennyaTaumu;

- COBCTBEHHO KOHBEPCUS U/MNu MUrpaLna: Wwarv npoueayp, KoTopble AoMKHb! ObiTh BbINOMHEHB! B XOA4E
HernocpeaCTBEHHOIO BLIMONMHEHWS KOHBEPCUM W/UIMM MUTPALIMK LieMNEBbIX 3MEeKTPOHHbLIX JOKYMEHTOB;

- Banuaauus: MeTodbl W Luaru npoueayp, KOTopkle OOMKHbI UCMOMNb30BaThCA AMA MPOBEPKU YCMELIHo-
o NPOXOXOEHWS LeneBbiMU 3MEeKTPOHHBIMW JOKYMEHTaMKU KOHBEPCUM UMK Murpauuu. Takas npoBepka, Bbi-
norHsieMasl C WCMonb30BaHMEM OOKYMEHTHPOBAHHOW Mpoueaypbl AMs NPOTOKONMMPOBaHWA Xoda npouecca
KOHBEpPCUM UNKU MUrpauuK, obecneynBaeT TPETbUM CTOPOHaM YBEPEHHOCTb B TOM, YTO ayTEeHTWYHOCTb [O-
kymeHTOB Bbina coxpaHeHa. B npouenypax obecnedyeHus kauecTBa OOMKHEI BbITb NepeuyncrneHbl Lwark, He-
obxogumble Ans obecrnevyeHuss KOHTPONUPYEMOCTU U 3aLLULLEHHOCTM NPOLEecca KOHBEpPCUM Mnu Murpaduu. Mo
3aBepLUEeHUX KOHBEPCHUM M MUTPALIMK JOIMKHbI Bbi4aBaTbCs 0T4eThl 06 owmbkax;

- yTBEepxaeHue utoros (sign-off): nognucm, Heobxoanmbie AN NOATBEPXKAEHWS YCNELIHOro 3aBepLUeHUs
KOHBEPCUW UMW MUTPALLMU B COOTBETCTBUU C YTBEPXKAEHHOW NMONMUTUKOM M NpoLedypamu;

- JOKyMeHTupoBaHue: nogpobHas JoKyMeHTauwWs, oTpaxatollas xo4 npouecca KOHBepPCUW U Murpa-
uMn 1 popMMUpyeMasi BO BPEMS BbINOMHEHWS 11 MO 3aBepPLUEHUM KaXKA0ro NpoeKTa KOHBEPCHUW U MUrpaLuu.

B pazgene 7 npusBegeHsbl Gonee getanbHble CBeAeHMS O Npoueaypax, BbIMOMHAEMbIX Ha KaKOOM W3
3TanoB NpoLecca KOHBEPCUNA UMK MUTpaLMu.

5 TpebGoBaHuA K KOHBEPCUU U MUTPaLIUK

5.1 Obwue nonoxeHUn

B HacToAwem pazfene paccMartpuBarTCs BOMPOCHI, CBA3AHHbIE C ynpaeneHnem nognexalwnmmn KOH-
BEPCUK UK MUrpaunm JOKyMmeHTaMn Takum 06p83OM, 4TOObI nony41nTb Ha BbiXo4e, No 3aBeplleHnn npouecca
KOHBEPCUN UMK MUTPALUWK, NOMHEBIE, TOYHbIE, HaAeXHble N ayTeHTUYHbIEe JOKYMEHTDI.

KOHBEDCMH Mnn Murpauna anekKTpoHHbIX JOKYMEHTOB K3 O4HOW TEXHOMOrMYecKoun cpefbl B OpPYryrwo Mo-
XKET NMpuBecTn K UIBMeHeHNKD cogepXXaHUA, KOHTEKCTa ninm CTPYKTYPbl OOKYMEHTOB. B Takom cny4ae opraHun-
3auunsa MOXeT CTOJTKHYTbCA C PUCKOM HEeWCINOITHEeHWUA TDSﬁOBaHMf’I K yrnpaeneHno JOKyMeHTaM BBUAY yTpaTbl
HagexXHoCTn U ayTEHTUYHOCTU JOKYMEHTOB. achbEKTMBHbIﬁ nnaH npoeegeHUAa KOHBEPCUKX U MUTPpaLUKMN MOXKET
BKINHOYaThL NepeYvYeHb BCeX XapaKTepMCTUK OOKYMEeHTOB, KOTOpPbie OOMKHbI BbITb COXpaHeHbl B npouecce ux
KOHBEPCUKX UM MUrpaunn.

5.2 NoagroToBKa K npoeegeHNo KOHBepPCUM M MUTrpaunmn

[ns ycrewHoro ocyuecTBRneHMsi NPOLECCa KOHBEPCHUM UMW MUTPpaLUM HeoBXoaUMO BbIMOMHUTL creay-
OWMe OencTBUA C TeM, YToBbl 0BecneYnTs BbIMOMHEHUE OMUCAHHLIX B HACTOALLEM pasfene TpeboBaHui K
KOHBEPCUWU/MUTPaLIUK:

- BCE OeWCTBMS, BbIMOMHSAEMbIe B XOAe KOHBEPCUM UNW MUrpaLuu, creayeT OOKYMeHTMpoBaTh, obecne-
YyMBas TEM CaMbIM HAMUYME Y OPraHM3aLUK NOMHbLIX, 4OCTYMHbIX U ayTEHTUYHbLIX JOKYMEHTOB Ha MPOTSKEHUM
BCEro YCTAHOBMEHHOTO AMs HWX CPOKa XpaHeHws. Takas OOKyMeHTauws OOMkKHa NoATeepxaaTh, YTo Bbinu
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KOHBEPTMPOBAHLI/MUTPUPOBaHLI BCE AOKYMEHTLI, B TOM YMCe U Te, YTo BbiNi co3aaHbl BO BPeMs BbINONHEHWS
npoueayp KoHBepcuu/Murpaumm;

- cneayeT BoLIGpaTh Ueneeoi chopMaT AOKYMEHTOB. ONeKTPOHHbIe LOKYMEHTHI (HanpuMep, TeKCTOBbIE
OOKYMEHTbI, COOBLLEHUsI 3NEKTPOHHOW NoYThl, 6a3bl AaHHbIX, 3MEeKTPOHHbIe Tabnuubl, Be6-cTpaHuLbl) U UX
MeTagaHHble CO30alTCes ¢ UCNONb3oBaHuem TexHonoruy (o6opyaosaHmsa U NporpamMmmHoro obecnevyeHuns), fo-
CTYMHO HAa MOMEHT UX coafdaHus. XenatensHo BLIOpaTh LeneBoi hopmart JOKYMEHTOB M NMPOBECTU X KOH-
BEPCUIO/MUTPaLMI0 KAk MOXHO CKOpee, [0 TOro, Kak TeKyLLMIA (hopmMaT 3MeKTPOHHON MH)opMaUnK ycTapeerT, ¢
Tem 4ToBbl MOXHO ObINO UCMOMbL30BATL HOBYIO TEXHOMOTMIO AN Npoueayp KOHBEPCUM UMM MUTpaLunn;

- nepes Ha4yanom MpoeKTa KOHBEPCUM WU MWUrpaluM criefyeT CBepUTLCA ¢ TpeBoBaHWAMM K CpOKaM
XpaHeHUs JOKYMEHTOB U OeWCTBMAM MO MX UCTEYEeHUU ONns Toro, YToBbl He NOTPaTUTL BNYCTYK PECYpChl Ha
KOHBEPCUIO UM MUTPaLMIO MOAMNEXALLMX YHUUTOXKEHWU 3MEeKTPOHHBIX JOKYMEHTOB;

- cnegyeT oueHUTb 06beMbl MeTadaHHbIX, OTHOCALLMXCA K MpoLeccy KoHBepcuwu/Murpaummn (npouecc-
HbIX MeTadaHHbIX). TakMe MeTadaHHble WrpalT KMHYeBYHo Ponb NpM AoKasaTenbCTBe ayTeHTUYHOCTM W Ha-
OEXHOCTM OOKYMeHTOB (cM. 5.3). [lo NpUHATUA pelleHnsa 0 HeoBXoaAMMOCTM KOHBEPCHUM UMW MUTpaunn Bcex
UMK YacTK NPOUECCHBLIX MeTadaHHbBIX HE0OX0AMMO NPOBECTM POPManbHYH OLEHKY BCEN COBOKYMHOCTM Takux
MeTafaHHbIX;

- cneayeT onpeaenuTb, KakMe MeTadaHHble U JaHHble HeoBX0AMbI A4S COXpaHeHUsi cnocoBHOCTH BOC-
NPOW3BECTM MOMHbLIA K HAOEXHbIA JOKYMEHT, C TeM 4YTo6bl 0BecneynTb 3aLllUTy 3TUX JaHHbIX B XO4e KOHBep-
CHM UM MUTPALAN;

- cnegyeT onpefenvTb, Kakue MeTadaHHble Heobxoaumbl Ans UOeHTUMKAUMKM U UCMonb3oBaHMsa 4o-
KYMEHTOB, C TeM 4YTobbI Mocrne NpoBedeHUss KOHBEPCUM UMW MUTPaLUU AOKYMEHTbI MOXHO GbIN0 OTLICKUBATL
M nony4atb K HUM JOCTYT;

- cneayet paspaboTaTb METOAONOTUI CpaBHEHWS 3apaHee BbiGpaHHbIX CYLLECTBEHHbIX XapaKTepucTUK
AOKYMEHTOB C Lienbio BLIABMEHWA W UCNpaBneHus npobnem v BanuaaumMm pesynsTaTos;

- CreayeT BhiABUTL B3aKMMOCBSI3aHHbIe JOKYMEHTbI U ONpeaenuTb, He ByayT N CyLWecTBYOLWME CBA3U
UMW CCLINKU HapyleHbl BCNeOCcTBME KOHBEPCUM UMK MUrpauni. HyxXHO BBecTU Mepsl, obecnedymnsarLle 3a-
WMTY TaKUX CBA3EN B X04e KOHBEPCUM UMK MUTpaLUK;

- cneayeT 3aJ0KyMEHTMPOBAaTh, C ykazaHUeM NPUYMH, BCe XapaKkTepuCTUKA M 0COBEHHOCTU LOKYMEHTOB,
KOTOpble He ByayT KOHBEPTMPOBaHbLI B HOBLIMA DopMaT U MUTPUPOBaHLI B HOBYHO CUCTEMY;

- cneayeT onpeaenuTh, HACKONbLKO 0COBEHHOCTM BM3yasibHOro NpeacTaBnieHns aNeKTPOHHOTO JOKYMeH-
Ta BaXHbl AN NMOHUMaHWS ero cMbicria (MpUHUMAasa BO BHUMaHWe Takue hakTopbl, Kak dhopMaTupoBaHue,
uBeta, WpudThl U T. A4.). Ecnu BU3yanbHoe NpeacTaBneHue CyLLeCcTBEHHO ANs NOHMMaHWA cMbIicra, TO nnaH
NpoBeaeHWA KOHBEPCUW U MUrpaLMK JOMKEH NPeaycMaTpyUBaTh Mephl No ero coxpaHeHuto. Mo 3aBeplleHun
KOHBEPCUU UMW MUTPaLMK crieayeT 3a00KyMeHTUPOBaThk BCE M3MEHeHWs B BU3yarnbHOM MpefcTaBneHu Jo-
KYMEHTa;

- cneayet y6eanTbCs U 3a40KYMEHTUPOBaThb, YTO MPU UCTONb30BaHWK B AEMNOBbLIX Npoueccax gainos
HoBoro chopMata ByayT nonydyeHbl OXUOaeMble pe3yneTaThbl, COrMacyloWmrecs ¢ TeMK, YTO Nony4aTcsa npu
MUcnonb3oBaHUK hannoe NepeoHaYansHoOro hopMaTa B TEX e UMM NMOXOXUX AenNOoBbIX NpoLueccax;

- cnenyeT 3aJ0KyMEHTMpOBaTb TMby yTpaTy WNM mnopyy 3MNeKTPOHHOW WMHOpMauuK, BO3HUKLLYIO
BCreAcTBMe NpoBedeHUst Npoluecca KoOHBepcuMW unu murpauum. CyllecTsyeT BeposiTHOCTbL YacTUYHOM yTpa-
Tbl UMK NMOPYK SNEKTPOHHOW MHpopMaUWK eLle 40 NPoBeAeHWUs KOHBEPCUMM U Murpauuin. B Takom cnydae
crnefyeT 3a40KyMEHTUPOBAaTL BhIABNEHHbIN yulep6. MnaH npoBefeHns KOHBEPCHUM U MUrpaLUK JomkeH ObiTb
HanpaeneH Ha ceefeHue kK abCoMTHOMY MUHUMYMY pUCKa AanbHellen gerpagauny (paspyweHus, yTpaTol)
KOHTEHTAa, KOHTEeKCTa U CTPYKTYpbl JOKYMEHTOB;

- NPV NPOBEAEHNN KOHBEPCUM UM MUTpaLMK criegyeT no3aboTuTbes O (OU3nYeckon 1 normyeckomn bes-
onacHocTh. Puanyeckasn 6e30NacHOCTb 03Ha4YaeT KOHTPOMb AOCTYNa B nomelyeHus MT-cnyxBbl; norndyeckas
Ges3onacHOCTb 03HA4YaeT KOHTPOMbL AOCTyna K nnatdopme, Ha KOTOPOW BLINOMHAETCH KOHBEPCUS UM MUrpa-
uusi. MNMpouecckl KOHBEPCUKM Y MUTPaLMK He JOMKHbI BIMATL Ha CYLLECTBYIOLWKME NpaBa AocTyna K JaHHbLIM;

- BCE TeCTMPOBaHWe NMpoLLeCcCOB KOHBEPCUW M MUTPaLUK crieqyeT NPOBOAMTE C UCMNOMb30BaHUEM TECTO-
BOI BLIGOPKM KOMWUIA AOKYMeHTOB. B cny4yae BO3HUKHOBEHMSA Npobnem He crnefyeT npednpuHMMaTh HUKaKux
HeoBpaTuMbIX OeAcTBUA. [TpK BbINONHEHMW NPOLEAYP KOHBEPCUMM UMK MUrpaumm cnegyeT no3aboTuTbes o
TOM, 4YTOOLI UCXOAHbIE halnbl He yaananuck 40 Tex nop, noka He byoeT npoBefeHa NpoBepka peaynsTaToB
1 noka He ByayT BbINOMNHEHbL! BCE COOTBETCTBYIOLLME 3aKOHOA4aTeNbHO-HopMaTKBHbIe TpeGoraHus 1 Tpeboga-
HWSI, yCTaHOBMEHHbLIE NOMMTUKaMU OpraHn3aLmnm.

8

Pa3zpaboTka anekTpoHHOWN Bepcun - nopTan GostExpert.ru 12 /32
Crpanuua nokymeHTa - https://GostExpert.ru/gost/gost-13008-2025



https://gostexpert.ru?utm_source=pdf&utm_medium=70349
https://gostexpert.ru/gost/gost-13008-2025?utm_source=pdf&utm_medium=70349&utm_term=page

rOCT P UCO 13008—2025

5.3 KoHBepcus/murpaums npoLeccHbIX MeTagaHHbIX

5.3.1 O6wWwmMe nonoxeHns

MeTagaHHble, KOTOpble JOKYMEHTUPYIOT MPOLECcChl KOHBEPCUM U MUrpauuu, cogepxat uHdopmauuio,
NO3BOMALYK AoKa3aTb, YTO MpoLIeAlWniA Npouecc KOHBEPCUM UMM MUrpaluM OOKYMEHT OCTaeTcs ayTeH-
TUYHBIM M HAaOeXHbIM. B cBA3M € 3TUM 4Ype3BblHanHO BaXHO cO34aBaTb, NOAOEPXKMBATE U COXPaHATb Takyto
MHopMaLUunio.

[na uenein oOKYMEHTMPOBaHMSA NPOLECCOB KOHBEPCUM U MUTPaLMK BaXKHEWLLYIO POSib UrpatoT MeTagaH-
Hble, oTpaxarLLmne uctoputo cobeitun (event history metadata). B xoge koHBepcuu/mMurpaLlnm cyLLECTBYOLWME
MeTadaHHble, OTpaxarL e UCTOpU0 coBbITUI, CNeayeT MUTPUPOBAaTL BMECTE C AOKYMEHTOM AN TOro, 4Tobbl
MMeTb BO3MOXKHOCTb AenaTb YyTBepKaeHWa 06 ayTeHTWYHOCTWM JOKyMeHTa. B xoge kaxgoro npouecca KoH-
BEPCUWM UITM MUTPaLMK HeODXOOMMO CO34aBaTb MeTadaHHble, OTpaXakle NCTOPMK CODbITUIA, ANS Kaxaoro
OTOENbHOMo KOHBEPTUPOBAHHOTO UM MUTPUPOBAHHOTO OOKYMEHTA.

B xoge koHBepcuu/MUrpaumMyM OMKHbI NOAOEPKMBATLCSA 3a40KYMEHTUPOBaHHbIE B MEeTafaHHbIX B3au-
MOCBSA3U.

B uncno BzaumocBsnasel, Ha KoTopble crnenyeT 06patnTb 0coboe BHUMaHWe, MOryT BXOAWUTL:

- BHYTPEHHWEe B3aMMOCBS3U, T. €. B3AUMOCBSI3M BHYTPUW 3NEeKTPOHHOro obbekTa. MNpumepom MoxXeT cry-
XKUTb JOKYMEHT, cofepaluunin npucoenmnHeHHyto (linked) anekTpoHHy Tabnuuy unm naobpaxeHus;

- hyHKUMOHamNbHbIe B3aUMOCBSA3W (HanpuMep, Mexdy AOKYMeHTaMu, OTpaXalwLw MMy B3auMOCBSA3aHHbIe
acnekTbl NPogeccMoHanbHON AeATEeNBHOCTI);

- arperaylyoHHbIe B3aMMOCBS3M (HanpumMmep, Mexay AOKYMeHTaMu, NoMeLLaeMbiM1 B OOHW 1 TE e aena
M1 Nanku);

- CTPYKTYPHbIE B3aMMOCBA3W (HanpuMep, Mexay AOKYMEeHTaMu U CO34aBLUMMK UX MULAMUW UK nogpas-
OeneHusmun);

- CUCTEMHbIE B3aUMOCBSA3W MeXAY AOKYMeHTaMW W MHCTPYMEeHTaMW KOHTPOMsS W ynpaBneHus, Taku-
MW Kak genoBble KnaccuduKaunoHHbIE CXeMbl, MepeyHu C yKazaHWeM CPOKOB XpaHeHWs, Mepbl KOHTpoONa v
yrnpaeneHusa JoCcTynomM U obecneyeHusa 6e30nacHOCTU, OOMKHOCTHbIE 0DA3aHHOCTH (3TW MHCTPYMEHTLI ynpas-
NEeHWUs coaepKaT KOHTEKCTyanbHyH NHOpMaLMI0, MOMOratoLLy NpaBuibHO NOHATbL CMbICIT AOKYMEHTA).

Mpw BEINOMHEHWN NPOLIECCOB KOHBEepcuu/Murpaumm HeobxogumMmo obecnevmTe, 4T0ObLI MeTagaHHble Oo-
KYMEHTOB OCTaBanucb HEPa3pbIBHO CBA3aHHbIMMW C KOHBEPTUPOBAHHLIMW/MUTPUPOBAHHBIMIA JOKYMEHTaMM.

5.3.2 Bonpocbl NpakTU4eCKOro UCMNOfb30BaHUA MeTadaHHbIX, OTPaXakwWwnX npouecc KoHBep-
cuu/murpaummn

Kak oTmevanoch B 5.3.1, npoueccHble MeTafgaHHble O OAEeWCTBUAX, BbIMOMHEHHbLIX B XO4e KOHBEpCUK
M Murpauum, cogepat MHpopMaLnio, NO3BONAKLLYK A0Ka3aTb, HTO Npolwefli Npouecc KOHBEPCUW unn
MUrpauum OKYMEHT OCTAeTCH ayTeHTUYHbIM M HagexHbIM. B cBA3KM ¢ aTMM 4pe3Bbl4alHO BaXHO cO34aBaTb,
nogaepueaThb M COXPaHATbL Takyk MHopMaLuio.

[OoKyMeHTbl MOryT HEOAHOKPAaTHO MPOXOAWTb KOHBEPCWMIO M MUrpauuio, W B XOOe KaxOoW KOHBEepcuu
WX MUrpaLumn OomKeH ObiTb CO30aH CBOM CODCTBEHHbIN HAbop AaHHLIX, OTPaXKaKLWMX UCTOPUID cobbITUA. B
3ToM cryvae o6bembl CBA3AHHbIX C JOKYMEHTaMW MeTagaHHbIX OyayT aKCMOHEHUMANbHO pacTu B CBA3M C He-
00X0OOMMOCTBI0 LOKYMEHTUPOBATL KAy KOHBEPCUIO W/MINN MUTPaLMio, KOTOPYO 3TM AOKYMEHTbI NPOXOAsT.

AYTEHTUYHOCTb, HAOEXHOCTb, LEeNOCTHOCTbL W NMPUTOQHOCTL K UCMOMb30BaHWUKO AOKYMEHTOB 3aBUCAT OT
KayecTBa Ka)Kgoro u3 nocnegoBatensHo hopMUpyeMbliX HabopoB MeTagaHHbIX, OTPaKatoLWmnX UCTOPUIO CO-
ObITHA.

WHoraa 3HauyeHusi cogepxallnxcs B AOKYMEHTe aNeMeHTOB MeTaJaHHbIX MOryT U3MeHUTLCS B pesynb-
TaTe npouecca KoHBepcun unu murpauunun. Ecnn Takoe npoucxoguT, TO Kax4oe M3MEeHeHWe 3Ha4YeHun meTa-
OaHHbIX HeobxoauMo 3adMKCMpPOBaTE B COMPOBOXAAKLLMX OOKYMEHT MeTadaHHbIX, OTpaxawLnx UCTOPU
cobbIThiA, c Tem 4ToObI 0BecneYnTs MpaBUNbHOE NOHUMAaHWE JOKYMEHTOB.

Mpu BEINOMHEHUX KOHBEPCUW MM MUTPaLMK MOTYT BO3HUKHYTE MpobnemMbl ¢ COCTaBHLIMU OOKYMEHTaMM
M C B3aMMOCBA3AMKW MeXAy OOKYMeHTaMu. Kicxoasa v3 npeanonoeHns, YTO B3aMMOCBA3aHHbIA OOKYMEHT He-
obxogum ansa obecneveHns ayTEHTUYHOCTM U HAOEXHOCTW AOKYMEHTA, B3aUMOCBA3N MEXy ABYMS OOKYMEH-
Tamu SOMKHbI NOSOEPXKUBATLCHA HA MOCTOAHHOW OCHOBE.
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6 TexHonoru4yeckoe nNnaHMpoBaHUEe NPOLLECCOB KOHBEPCUU U MUTPaLUm

6.1 O6wMe nonoxeHnnA

B paHHOM pa3sgene paccMaTpyvBarTCsl BOMPOCH! TEXHOMOMMYECKOTO NNaHMpoOBaHUS MPOLECCOB KOHBEP-
cuu 1 murpaumv. Pazgen He npegHasHavYeH Cny>KUTh NCHEPNbIBALWMM PYKOBOACTBOM MO TEXHOMOrMYecKoMy
NNaHMpPoBaHUIO M 3aKymnKe TexHonorun. Ckopee, B HEeM BblAENEHbI Te KIoYeBble MHPaCTPYKTYPHbIE acnekThbl
N 3aNeMeHTbl TEXHOMOIMK, KOTOpble 0BecnevynBatoT ycnex NpoeKToB KOHBEPCHUW/MUTpaLUK.

Mpw 0B6OBLLEHHOM OMMCcCaHUN MPOEKTOB KOHBEPCHMY U MUTPaLMM yNOMWHAKOTCH ABE CUCTEMBI:

a) ucxogHas AOKYMEHTHasi CUCTeMa, B KOTOPOW AOKYMEHTh! XpaHATCH B HACTOSALLEe BPEMS;

6) ueneBas cucTemMa, KOTopas MOXeT npeacTaBnsaTe cobo:

1) Npw KOHBEPCUW B HOBbIN (DOpMAaT: UCXOOHYI CUCTEMY, B KOTOPOW aKTMBMPOBaHLI UMW obaBneHs!
cneundumyeckme dyHKLMOHANBHbIE BO3MOXHOCTY A8 NOAAEPKKN HOBOrO hopMarta AOKYMEHTa;

2) npu Murpauuun B Apyroe pelleHne Ana XpaHeH s AaHHbIX: UCXOAHYH CUCTEMY, B KOTOPOW aKTMBM-
poOBaHbI MW YCTAHOBMEHbLI HOBblE YCTPONCTBA XpaHeHWs,

3) npu Murpauvmn u3 ogHON AOKYMEHTHOW CMCTEMbI B APYry: COBEPLUEHHO UHYI0 OOKYMEHTHYIO CU-
cTeMY.

TexHonornyeckoe nnaHWpoBaHWe BKNIOYAET OLEHKY TEKYLLUX TEXHONOIMYECKUX BO3MOXHOCTEN, a TakkKe
pa3paboTky crneundukalumin ona HoBoro obopyaoBaHWa 1 NporpammHoro obecnedeHns, KOTopble MOryT Mno-
HapobwuTbcA ANS YCnewHoro ynpaeneHvus MpoueccoM KOHBepcuw/Murpauun u Ansa 3KcnnyaTauvn LeneBow
cuctemMbl. HoBoe obopygoBaHue 1 nporpaMmHoe obecnedyeHne mMoxeT noTpeboBaTbca AN NOAAEPKKU B UC-
XOAHOW cucTemMe HOBOro popmaTa AOKYMEHTOB, ANA yNpaBleHWs HOBbIMW YCTPOWNCTBAMW XpPaHeHUs Unv ng
NpoBedeHns MUrpaumMm OKYMEHTOB M3 OAHOW OOKYMEHTHOW CMCcTeMbl B Apyryl. Kpome Toro, npu TexHono-
r'MYEeCKOM MMaHUpoBaHWK crnefyeT pacCMOTPETb BOMPOCH, CBA3aHHbIE C MHDPACTPYKTYPOA opraHusaumm u
OOCTaTOMHOCTBIO 3TOW MHDPACTPYKTYPhLI ANS nogaepxky dannoBeix dopmaToe 1 gns obecnedeHmsa JOCTyn-
HOCTW W LIeNIOCTHOCT!.

Ecnu B opraHvsaumu elle He BHeOpeHbl NOOAEPXUBAOLINE Pa3BUTUE TEXHOMOIMW UHCTPYMEHTLI, TO
cneynanucTam no ynpasrneHnio JOKYMEeHTaMu U NpedcTaBuTensamM ApYrux crneuranbHOCTEN, Ha KOTOPbIX BO3-
NoXKeHa OTBETCTBEHHOCTb 3a TEXHOMOTMYECcKoe NMaHnpoBaHne, BO3MOXHO ByaeT noneaHo paspaboraTk Takue
WHCTPYMEHTbl — Hanpumep, wabnoHbl onga nnaduposaHus (planning templates), metogonoruo onpegenexHns
TpeboBaHUI M COOTBETCTBYHILINX PECYPCOB, a TaKke MaTpuLy COOTBETCTBMA (traceability matrix — gokymeHT,
yCTaHaBMMBaKLNA NepekpecTHbIe CChINKA MEeXAY B3aUMOCBA3aHHbIMW 3NEMEHTAMN Ha MPOTSHEHUW BCErO
npouecca pa3paboTkn TexHonornu). Y4acTHMKaM npouecca NNaHMpoBaHWA HYXHO TakKe MPUHATL BO BHUMA-
HWe Bce NpYMeHKMMble Npasuna npodeccuoHanbHON AeaTenbHOCTU, AEUCTBYIOWWE B OpraHn3aLmu.

6.2 OenoBkle TpeGoBaHunA

MoHMMaHWe onUcaHHbIX B HAcToALEeM noapasfene TpeboBaHWin UMeeT pellalllee 3HadYeHne ans npo-
uecca paspaboTku cneuudukaumini U onsa obecnevyeHns COOTBETCTBUA NpoLecca TeXHOMOrMYeckoro nnaHu-
POBaHWA CYLLECTBYIOLLUM MOMUTAKAM WM NpoLedypaM OpraHn3auui B OTHOLIEHWM TaKOoro poaa AesiTENbHOCTU:

- crieqyeT BbISIBUTL M ChOPMYNMpoBaTh AenoBble NOTPEeBHOCTM M OXKAaeMyo 0TAaquy oT NNaHMpyemoro
NpoeKTa KOHBEPCUU/MUrpaLnu;

- crienyeT BbiSIBUTb MMEIOLLMECS 3aKOHOAATENbHO-HOPMATUBHLIE TpeboBaHus;

- HeoBX0AMMO MPOKOHCYMLTUPOBATLCS CO BCEMW 3aUHTEPECOBAHHLIMIU CTOPOHAMU, BKIOYas Nonb30Ba-
Tenen JOKYMEHTHOW CUCTEMBI, M MOCTapaThCs B AOCTATOYHON CTEMNeH BOBMNEYb MX B NMPOEKT;

- HeobxoouMo nMo3aboTUTLCA O TOM, YTOBbI BCEM COTPYOHWKAM, KOTOPbIM OTBOOATCS OnNpeldeneHHble
PONY B NPOEKTE KOHBEPCUMU/MUrpaumy, 66inm noctTasneHsl X 3agadn 1 obecneyveHo 1M 3af00KyMeHTUPOBaHO UX
yyacTue B NpoeKTe;

- cnenyeT cobnoaaTe BHYTPEHHWE HeTexHudyeckue TpeboBaHWA OpraHW3auui B OTHOLUEHWM 3aKYMKW
obopynosaHus/nporpaMmHoro obecredeHuns, Kacalmrecs, Hanpumep, Lenen M CPOKOB, YCTaHOBMEHHbIX B
pamMKkax yrnpasrneHus NpoekTamu, LIeHOBbLIX 1 JOroBOPHLIX BOMPOCOB, MPOUEayp NpoBedeHWUs 3aKynoK (Takumx,
KaK pacchifika 3anpoCcoB Ha nogady NpeanoXeHui, opraHusauus Topros). 3T TpeboBaHUA MOTyT BapbUpo-
BaTbCH B 32BUCUMOCTK OT TUMa OpraHn3auuu;

- CMN KOHBEPCWS UMW MUTPaLMs BbIMOMHSAETCS BHELIHWM MOCTaBLUMKOM YCMyr, TO B AOrOBOPE C Mo-
CTaBLUUKOM YCMyT HeOoBXOAMMO MaKCMManbHO MonMHO chopMYyNMpoBaTh AenoBbie NOTPEBGHOCTU opraH13aumm,
BOMPOCLI COBMECTUMOCTW TeXHOMOrvi, Bonpockl 6e3onacHocTH, NoTpebHOCTM B NpoBedeHWn nopaboTok,
TECTMPOBaHWS, Banuaauuu, oByYeHus 1 B OKa3aHUW UHBIX YCIyT;
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- TpeboBaHnA 1 pesynbTaThl aHanuaa AenoBbiX NoTpebHocTen cneayet hopmMynupoBaTth TakMMm obpa-
30M, YTOBObI UX BbINOMHEHWE MOIMO ObiTh M3MEPEHO U MPOBEPEHO;

- nenoBble TpeboBaHua M NoTpebHOCTK cnegyeT npeobpa3oBaTth B HABOP yHKUMOHANbHbIX TpeboBaHuiA;

- Ana Toro, Yytobbl 06ecneunTs YOOBNETBOPEHME B pe3ynkTaTe OCYLLECTBIEHUSA NPOEKTa KOHBEPCUWU/ MU-
rpaunn enoBbix NoTpebHocTel n TpeboBaHU OpraHM3aunK, HY>KHO Ha pasfu4YHbIX ero cTaguax NpoBoguTb
OLIEHKY W aHamnu3 Xo[a MpoekKTa;

- crnegyeT ob6paTnTe BHUMaHWE Ha BOMPOChl 0ByYeHWsa M MOATroTOBKW MepcoHana W BKIKYUTbh COOTBET-
cTByOLME TpeboBaHUS;

- cregyeT NNaHWpoBaTh TECTUPOBaHWE W NapannenbHy 3KCnnyaTauuio UCXOOHOW 1 LeneBoi CUCTEM.
B wacTHocTK, MOryT BbITh paccMOTPEHbLI BOMPOCHI O NpeaocTaBneHny 4ocTyna kK 0beMm cucTemam o 3anpo-
cam nons3oBartener 1 o0 paspaboTke napannensHo paboTawwmx uHTepdencos (agantTepoB) K obemm cucTe-
Mam OnfA Bcex Hyxaawwmxcs B HUX MT-npunoxeHui;

- criegyeT ybeouThea B TOM, YTO pa3paboTaH NpOoBepeHHbI NnaH «oTKkaTay»/CcTpaTernsi pe3epBHOro Ko-
NUpPOBaHWS;

- criegyeT nopOep:KUBaTh 3aMEHAEMYI0 CUCTEMY B paboTocnocoBbHOM COCTOSHMUM OO TEX Mop, Noka B
3TOM ecTb HeobXoOMMOCTb, COXPaHAA BO3MOXHOCTbL BbIMOMHEHMSA NMMaHa «0oTKkaTay» B Cnydyae HeygadHoro 3a-
BEPLUEHUS NpoLecca KoHBepCcuu/Murpaumm;

- crniegyeT 06paTUTe BHUMaHWe Ha BOMPOCHI KOHTPOMS KadecTBa M ONpesennTb COOTBETCTBYHOLLME MO-
TpebHoCTKU 1 Lenu;

- ona Toro, 4YTtobbl 0becnevynTb yooBneTBOpeHue noTpebHOCTeR, BO3HMKAOLWMX NPW YNpasneHun npo-
deccrMoHansHON AeATenbHOCTLI0, credyeT opraHvu3oBaThk ayauT Npoueayp KOHBepcUW/MWUrpauuu nocrne ux
BHeZpEeHWA (a Takke COOTBETCTBYHLLEN AokymeHTauun). [Ina 3Toro Bo3MoXHO noTpebyeTcs npegoctaBuTb
oTpacneBble cepTUUKaLMOHHbIE TpeboBaHUS.

6.3 O6wee agMUHUCTPATUBHOE NNAaHNPOBaHWeE

B pamkax agMWHUCTPaTUBHOIO MiaHWpoBaHua TpebyeTcs paspaboTaTb WHCTPYMEHTBI W BbILEnWThb
pecypcbl, obecrnednsalolLMe NnaBHbIi Nepexoq Ha uenesylo cucTemy. NoTeHumnanbHble NOCTaBLMKA YCyr
[OM¥Hbl 6bITb FOTOBbLI MPEOOCTABUTE aHaANOrMYHYI0 AOKYMEHTaUW M cooblnTh, kKak oHu ByayT aTo genatb.
[Jaxe ecnu NpoeKT KOHBEPCHMU/MUTpaLnn ByAET NONHOCTLIO BbIMOMNHATLCA COBCTBEHHLIMI CUNaMy opraHnaa-
UMM, BHUMATENLHOE OTHOLIEHWE K JOKYMEHTaM afMUHWCTPaTUBHOMO MMAHMPOBaHWA CnocoBCTBYET BhIMOMNHe-
HWIO Mepexoda 0T OQHON CUCTEMbI K APYroi B COOTBETCTBUM C rpadpUKoM, C BbIMONHEHMEM BCex 06A3aTenbCTB.

AIMUHUCTPaATVBHOE MNMaHVpOBaHWe NPOeKTa KOHBEPCU/MUTPaLIMK BKIIOYAET NNaHnpoBaHue KagpoBbix
PEecypcoB, BpeMeHW 1 KoMneTeHUWiA. JomkHbl 6blTh CO30aHbl NEpeYncrneHHble B MPUBEAEHHOM HWKE CNCKe
[AOKYMEHTbI (32 WCKMIOYEHWEM MPOEKTOB, BbIMOMHAEMbIX CUNamMi CaMol OpraHM3aummu, Korqa HekoTopbie U3
nepeyYncrieHHblX JOKYMEHTOB MOryT He noTpe6oBaTbca — HanmpuMep, CBEOEHMA O KBanuUKauum U onbiTe
NOCTaBLUMKOB YCIYr, @ TAKKe KOHTPaKTbl M MNLEH3NOHHbIE COrmalleHuns )

- NNaH ynpaeneHWs NpoeKToM;

- pacnpegeneHune ponei 1 obssaHHocTern. CrieqyeT onpeaenTs BCeX y4aCcTHUKOB NpoekTa (Kak coTpya-
HWKOB OpraHW3aLUuu, Tak U BHELLIHWIA NepcoHan) U Ux ponu;

- CMMCOK TEPMUHOB U ONpeneneHuii;

- rpadVK NOCTaBOK W YCTAHOBKM;

- NNaH TECTUPOBAHWUS KOHBEPCUU/MUMPALIMKN B LIENEBYIO CUCTEMY;

- NNaH TEXHWYECKOro 0BCNYKUBAaHUA BO BPEMS BbINONHEHWNS KOHBEPCUW/ MUTPaLINK;

- nnaH oby4YeHmMs Mo BONPOCAM MCMOMb30BaHNS KOHBEPTUPOBAHHbLIX/MUTPUPOBAHHLIX JOKYMEHTOB;

- JOKyMeHTaUuMa no npoueaypam;

- JOKYMEHTaLMS, OTHOCALLASCA K KOHBepcuu/Murpauumn. B coctas Takol 4OKYMEHTaUmMn BXOASAT BCE py-
KOBOACTEA (B TOM YMCIE N0 NporpaMmMHOMY obecnedeHnto), CTpyKTypa Tabnuu, UHCTPYMEHTbI [4isl yCTaHoBMe-
HUS COOTBETCTBUS (Mapping tools), onucaHus npoueayp, annapaTHoM KoHGUIypauum u TMNoB HeoBXxoaMmoro
obopynoBaHus. B gokyMeHTaLUy OTpaxaeTca NporpaMMHOe 1 annapaTtHoe obecnedeHune, Cnonb3yemMoe ans
BbIMONHEHUS KOHBEPCUWU/MUrpaLUK, MOHUTOPUHTA ee Xoaa, NOATOTOBKM OTYETOB O NPOM3BOAUTENBHOCTU Lie-
MEeBoi CMCTEMbI, MPOTOKONWPOBAHWUSA TPAH3AKUWMIA 1 yNpasBneHusi 0OCTYNOM Nonb3oBaTenei;

- CBeAeHUs1 0 KBanuduKauuy U onbiTe NOCTaBLLMKOB YCMyr. B cnydyae MCnonb3oBaHUs YCnyr BHELIHUX
NOCTaBLUWMKOB Y HUX crieayeT noTpeboBaTs NPeacTaBUTs PekoMeHaaUmMn W/unu CBEAeHWA O HedaBHO BLINON-
HEHHBIX NPOEeKTax;

- KOHTPAKThI W NMULLEH3MOHHBIE COTMNaLleHuns.
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6.4 TpeboBaHMA K TEXHOMOIM4YECKOMY NNaHUPOBaHUIO

6.4.1 O6LwmMe NonoxeHUs

CnenyeT OUeHNUTb M OMMcaTb BOSMOXHOCTWU MCXOAHOW CUCTEMBI M TO, Kak OHa ucnonbayetcs. CobpaHHas
06 UCcXoaHOW cucTemMe MHOpMaLMs MOXET Cepbe3HO NOMOYb NPOEKTHOW rpynne B paboTe Hag TexHonoruye-
CKMMM TpeboBaHMAMM, KOTOPbIE ABNATCA COCTABHOM YacTbio AOKYMEHTA, CoAepXaLlero ceog TpeboBaHnii 1
onpegensowero, YTo KOHKPETHO AOMMKHO AenaTbecsa Anst KoHBepcuu/mMurpauun. PesynbsraTtsl OLEHKW cneayeT
3a[J0KYMEHTUPOBATb WM pasocnaTtb UX YNeHamM NPOeKTHOM rpynnbl U PYKOBOACTBY.

MpoLecc oueHKN OoMKeH oXBaTblBaTh CneytoLlne Bonpochl:

- nogpobHoe onMcaHMe NCXO4HOW CUCTEMBI;

- cobnogeHe OeNCTBYOWMX B OpraHM3anmm TpeboBaHni K 3aKynkam TeXHONMOTWi;

- (hyHKUMOHarbHbIe NOTPEOHOCTN M BO3MOXHOCTM NCXOOHOW CUCTEMBI;

- CTPYKTYPbl M 3NEMEHTbI AaHHBbIX;

- WOEHTUUKaLMA Nognexawnx KOHBepPCUUW/MUrpaLMm OOKYMEHTOB (BKIKOYas MX MeCTOHaxoxaeHue).
Cnenyet ybeguTbCs, 4TO CPOK XpaHeHWs1 JOKYMEHTOB He MCTeKaeT (He HYXHO NpoBOAMTbL KOHBepCuio/Murpa-
LM Tex JOKYMEHTOB, KOTOpbIE NMOANexXaT YHAMTOXEHUIO B Brivkanwem Bynyuiem);

- METOAONOrMA KOHBEpPCUU/MUrpal M. Takaa MeToaonorna AonxHa obecnednTs coxpaHeHue LienocTHO-
CTW OOKYMEHTOB, NOMHOE NPOXOXAEHUE KawAbiM JOKYMEHTOM KOHBEPCUMW/MUIPaLMKN, BO3MOXHOCTb J0Ka3aTh
ayTEHTUYHOCTb KOHBEPTMPOBAHHbLIX/MUIPUPOBaHHbLIX JOKYMEHTOB, COXpaHeHue (U no mepe HeobxooMMoCcTu
KOHBEPCUIO/MUIPaLMI0) BceX HEODX0AMMbIX MeTadaHHbIX U XKYypPHanoB ayanTa,;

- cormacoBaHve MeTogonorun koHsepcuu/murpauun. Cnegyet gobutecs, 4Tobbl BCe MMEIOLLME NPaBO
COrnacoBaHWA 3auHTepecoBaHHble CTOPOHbI (BKOYasa NMLO, OTBETCTBEHHOE 3a [efoBble JOKYMEHTbI) 040-
Opunn MmeTogonorMo 1 BeINK rOTOBLI B COOTBETCTBYHOLLEE BPEMS NPOBECTU BanngaLuunio KOHBEPCUU/MUTpaLImMm
OOKYMEHTOB B LIENEBYIO CUCTEMY;

- aHanv3 1 JOKYMEHTMpPOBaHMe BCEX PUCKOB, CBA3AHHbIX C KOHBEPCUEW/ MUrpaLnei;

- KOHTPOJb Ka4ecTea;

- be3onacHOCTb M 3alMTa NepcoHanbHbIX AaHHbIX.

6.4.2 MNpob6nembl, cBA3aHHbIe C AOKYMEHTaMM1, CO34aHHbIMW C MOMOLWbLI0 HOBbIX U HapoXAaaro-
LWMXCA TEXHOMOTUIA

Huxke nepeuncrieHbl HEKOTOpble M3 Mpobnem, CBsI3aHHbIX C OOKYMEHTaMW, CO34aHHLIMU C MOMOLLbH
HOBbIX W HAPOXOAKLWMXCA TEXHOOTMIA:

- pa3paboTuUmKM HOBLIX U HAPOXAALLMXCH TEXHOMOMMIA MOMYT COCPEAOTAYMBaTL CBOE OCHOBHOE BHUMA-
HWEe Ha KpaTKOCPOYHOM AernoBoin 3heKkTMBHOCT U NPOM3BOAUTENBHOCTH, a TakKe ONMpaTbCs Ha TPaaULNOH-
Hble NapagurMel ynpaeneHus AOKyMeHTamMmu Ha ByMakHbIX HOCUTENAX, B TOM YMcre B Bonpocax obecneyenns
OONTOBPEMEHHOW COXpaHHOCTU 1 yaobcTea ncnonb3oBaHus. B peaynsrate npogomkalT NOABNATLCSA HOBbIE
CNOXHbIE TUMbl 3NEKTPOHHbIX LIMGPOBLIX 0OBbEKTOB, B OCHOBHOM NpeacTaBneHHbIe B NponpueTapHbix hopma-
Tax u TpebyLlme cneunanM3MpoBaHHOIo NPONPUETapHOro NPOrpaMMHOro U/Mnu annapaTtHoro obecnevyeHus
ansa goctyna u 06paboTku. 3TM 06BLEKTbI UCNOML3YIOTCS B NPOhecCHoHanbHON AeSTeNbHOCTU U BhINOMHSOT
hyHKUMM JOKyMeHTOB. OHM MOTrYT UMEeTb HETUMKMYHbIE CBOMCTBA M XapaKTePUCTMKKU, Takue Kak 3anpoekTupo-
BaHHas HEBO3MOXHOCTL BHECEHUA M3MeEHEHUI (BnoK4YelH), BbICOKAsA CTeNeHb CTPYKTYpuUpoBaHHOCTK (Basbl
AaHHbIX, XML- n CAMP-cainsl U T. 4.); MOryT BblTb pacnpegeneHHbiMy U AeUeHTpanu3oBaHHbIMK, HecTaTuy-
HbIMUW, MHTEPAKTUBHLIMU U MOTYT 4EMOHCTPUPOBATL OMpefeneHHoe NoBeaeHuE;

- BLICTpLIE TEMMBI MAMEHEHWUA MPUBOAAT K U3MEHUYMBOCTU MOSBNSALLMXCS (hOPMAaTOB U CTPYKTYP, @ Tak-
e K 4acTol CMeHe BepCWid COOTBETCTBYHOLLEro nporpammHoro obecneveHus. HekoTopblie TEXHOMOTMK OKa-
3bIBAKOTCA HEOONTOBEYHLIMU, U 32 KOPOTKUIA NEpUo BPEMEHUN UX NOALEPXKKA NOCTABLLMKAMUN YCMNYr U Nonb30-
BaTensaAmMun MOXET npekpaTuTbea. B Luenom TexHonornyeckne MHHoBaLuM NpuBoasaT K bonee yacTbiM 1 Bonee
PUCKOBaAHHbLIM KOHBEPCUSM Y MUTPaLUAM;

- UHHOBALMOHHELIE OCOBEHHOCTU AOKYMEHTOB, CO3aBaeMbIX C MOMOLLBH HOBBIX U HAPOXAAKLWMXCS TEX-
HOMOTMIA, MOTYT YCIMOXHUTL NPOBEeHNe UX KOHBEPCUM U MUrpaLi C NpaBOBOM TOYKW 3peHus. [lokazaTb ay-
TEHTUYHOCTb U LIENMOCTHOCTL MUTPUPOBAHHBLIX/KOHBEPTMPOBAHHBIX JOKYMEHTOR MOXET BbITh NpobnemaTuyHo,
0ocoBeHHO B TeX CMny4vasix, Korga y HUX HET Ha3Ha4YEeHHOro OTBETCTBEHHOMO XpaHUTENS UMK MecTa XpaHeHNUs.

OpraHunzauuam, KoTopble BHeAPsT UMK paccMaTpUBaT BO3MOXHOCTb BHEAPEHUA HOBLIX M Hapoxaa-
HOLLMXCH TEXHOMOTWIA B CBOW OENOBbLIE NPOLIECCHI, CMENYET 3apaHee NNaHMpoBaTh U BbIAENATL HeobXxoaumble
pecypchl Ha NpoBefeHUe KOHBEPCUM WU MUTPaLMM CO34aHHBIX C MOMOLLLID 3TUX TEXHOMOrUA OOKYMEHTOB, a
TaKKe Ha BbIBOL M3 3KCMnyaTauuy COOTBETCTBYHLMX MHOPMAaLKMOHHBLIX cucTeM. [ToMUMO 3TOro, opraHm-
3aUMK JOMKHBI peanu3oBaTh Npouecchl Anst HaAnexalwero JOKYMEHTUPOBaHUSA HOBLIX U HApOXOaKLWMXCA
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TEXHOMOrM U ANs CBOEBPEMEHHOro BbIABMNEHWA MHOPMAaLUMOHHbBIX akTMBOB, CO3[aHHbIX C MOMOLLBID 3TUX
TEXHOMOrMM UK Ha UX OCHOBE, a TaloKe ANA MOHUTOPWHra yctapeBaHusa 3TUX TeXHOMNOT1HA.

6.4.3 HoBble M HapoxAaallMecsA TEeXHOMOruM Kak cpakTopbl, cnocobcTBylOWME MpPOBEAEHUIO
KOHBEPCUU U MUTpPaLUKN

HekoTopble MHHOBaLWOHHbLIE TEXHOIMOTMKM MOMYT CNocobcTBOBaThL TpaHCHOPMAaLMOHHLIM U3MEHEHUAM
B CTpaTerusix, NONMTUKax 1 npoueccax KOHBepCUn M Murpauun. Hanpumep, UCKycCcTBEHHbIN MHTennekT (1)
MOXET MOMOYb C OLUEHKOW pUCKa ycTapeBaHM s, C MOUMCKOM MyTeW KOHBEPCUM U MUTPaLMK, a TakKe HagexHbIM
obpaszom BepudULMPOBATL LENOCTHOCTE MUTPUPOBAHHBLIX JOKYMEHTOB. TexHonorun bnokyeiHa v pacnpege-
NEHHbIX PEECTPOB MOTyT BbITh NONe3HbIMW ANA 0becnevyeHnss 4OBEPUS K KOHBEPTUPOBAHHBLIM UM MUTPUPO-
BaHHbIM JOKYMEHTaM.

6.5 BHewHue ycnyru npoeegeHnAa KOHBepcu U Mmurpaygmm

[na BbINOMHEHWSI MPOEKTOB KOHBEPCUW WU MMrpauumn 4acTo TpebylTcs cneuuanusmpoBaHHbie KoMMe-
TeHuun, obopyagoBaHue, nporpaMmmHoe obecneyeHue (BKNOYaa NUUEH3NW HA Hero) U apyrve pecypcel. Ceo-
€BPEMEHHOE BLINONHEHUE KPYMHOMAaCLUTAOHLIX NMPOEKTOB KOHBEPCUMW TaKKe MOXET NPpeacTaBnsaTs cobon npo-
trnemy. [lononHUTENbHLIE CIIOXHOCTY BO3HMKAOT M3-3a2 TPeOOBaHUI K COXpPaHEHWUIO AOMNYCTUMOCTH B Ka4ecTBe
Hagnexalwux JoKa3aTenbCTB, PUAMYECKON U A0Ka3aTenbHOW CUMbl, MONYYeHHbIX B pe3ynsrate KOHBepCcun
OOKYMEHTOB B COOTBETCTBMMW C 3aKOHaMW 1 HOPMATUBHLIMW aKTaMW COOTBETCTBYHOLLNX KOPUCAMKLIMIA.

B pesynkTate ka4yecTBeHHOe NPOBEAEHME KOHBEPCUWM CODCTBEHHBLIMU CUMaMKW CaMOn OpraHu3auum Mo-
eT 0KazaTbCs HeOCyLIeCTBUMbIM MO0 CNWLIKOM 3aTpaTHbIM, 0COBEHHO NS CpeAHUX U Manbix OpraH1M3aLmni,
Jaxe B cnyyae KOHBepCuM JOKYMEHTOB B pacnpoCcTpaHeHHbIX 0pUCHbIX hopMaTtax. BoaMoxHoh ansTepHaTu-
BOW ABNSAETCS Nepenadva NpoBeAeHWs KOHBEPCUUW U MATPaLMy Ha ayTCOPCUHT TPETbUM CTOPOHAaM.

B HekoTopbix obnacTtsx (Hanpumep, onsa CAMNP-dainnos 1 anekTpoHHbIX MEAWLWHCKMX JOKYMEHTOB) yKe
CYLLLECTBYET CNOXMUBLUUACA PbIHOK YCNYT KOHBEPCUU U MUTPALMKM, OKa3biBAEMbIX BHELUHUMMW NOCTABLLMKAMMU.

OpraHusauuam Takke cnefyeT onpefeniTb BO3MOXKHbIX BHELLHUX NOCTABLLUKOB YCMNYr KOHBEPCUM U MU-
rpauMmM B pamkax WX cTpaTeruin: obecnedyeHuss HenpepbIBHOCTN NpodecCMoHanbHON AeATensLHOCTHU, BOCCTa-
HOBMNEHMsA nocrne katacTpodg 1 obecnevyeHns CBoer KN3HeCTOMKOCTM.

B uMcno cooTBETCTBYHOLLMX PYKOBOACTE U peKoMeHaaLuil BXoaaT (He orpaHuyYMBasach UMU) cnegyoLyme
CTaHOAapThl U TEXHUYECKUE OTUYETHI;

- 1ISO/TR 22428-1;

- NCO 17068;

- NCO 37500;

- NCO/M3BK 27017,

- NCO/MBK 27036-4;

- NCO/MBK TO 22678;

- NCO/M3K 19086.

7 Mpouenypbl KOHBEPCUU U MUTPALIUK

7.1 Obwue nonoxeHUnA

B naHHom paszpgene paccmatpuBaeTcs NpUMeHeHne TpeGOBaHMI?I K KOHBEPCUU N MUTPpaLUKnKn, ONMUCaHHbIX
B pasgene 5. I']pou,e,qypbl KOHBEPCWK U MUTpaUUK BKNHO4YakT YeThIpe OCHOBHLIX 3Tana: nnaHnpoBaHWe, TeCTU-
poBaHue, cobCcTBEHHO KDHBEpCMH/MMrDaLI,MFI n Banngauuna.

Kaxgas opraHnsaumsa u Kaxgoe yypexgeHne no-ceoemMy yHMKarlibHbl, M X I'IOTDSGHOCTM nuenn BHegpeHus
nporpamMmm KOHBEPCUMU U MUrpauun pasnudarnTcda. KpoMe Toro, Ans MCNosHEeHUs TDEﬁOBaHMF‘I no ynpaeneHno
OOKYMeHTaMKn He ONnA BCeX OOKYMEHTOB OpraHn3aunn 0bsA3aTensLHo HY>XHO 6y,£l,9T BbINONHATEL BCe npouenypbl
KOHBEpPCUKX N MUrpalmn 1 BCe nepeduncrieHHblie B HAcTodALlemM cTaHgapTe TPEGOBBHMQ, KOTOpble cneayeTt pac-
CMaTpuBaTk CKOpee KakK peKOMeHaAyeMble U TUMOBLbIE. CI'IELI,I/IaJ'II/ICTbI no ynpaerneHW JOKyMEeHTaMn 1M DPUCTbI
OOIKHbI onpenennTb ﬂOTDeﬁHOCTM CBOEW opraHvsauumu B nnaHe ynpaenexHna JoKymeHTaMn U NpuHATDL pelde-
HME O TOM, B KAKOW CTeneHu cnenyet BbINOMNHATL NpUBEOEeHHbIE B HACTOALWLEM cTaHaapTe TpeGOBaHVIFl.

7.2 Mpouenypbl

7.2.1 O6wue nonoxeHus
B naHHom nogpasgene ycTaHOBMNeHbl TpeboBaHMA K KOHBEPCUM U MUTPaLUMK B YBSI3KE C COOTBETCTBYIO-
LMMU NpoLedypaMu, KOTOPbIE CTAHOBATCS aNeMeHTaMy KOHTPOIS U ynpaeneHus, oGecnedymsatoLMMm coxpa-
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HEeHWe ayTeHTUYHOCTU, Ha4eXHOCTH, LeMOCTHOCTU U MPUIOAHOCTM K MCNOMb30BaHWI0 NPOXOAALLNX KOHBEPCHIO
WK MUrpau Mo JOKYMEHTOB.

He onsi Bcex anekTpOoHHbIX AOKYMEHTOB OpraHu3aLun onpaegaHo nonHoMaclutabHoe npuMeHeHne 3Tnx
Mep KOHTpons 1 ynpaeneHus. OpraHusauuun crnegyeT onpefenuTh, KakMe Mepbl KOHTPOMs U ynpasneHus ume-
€T CMbICM NPUMEHATb B OTHOLLEHWUU KOHKPETHbIX JOKYMEHTOB B XOAE BbINOMIHEHWSA MPoeKTa KOHBEPCUU UMK
MUrpaLnu.

B xone npoekTa KOHBEPCUU/MUTPALMKN B OTHOLLEHUWM KOHBEPTUPOBAHHbLIX/MUTPUPOBaHHbIX OKYMEHTOB U
npoueccoB KOHBEpPCUU/MUrpaLMmM HeobxoamMmo obecneynTs criefylollee:

- NMOSTHOTY KOHTEHTA,;

- LLeNIOCTHOCTh;

- aYTEHTUYHOCTb;

- MOMHOTY M TOMHOCTbL METafaHHbIX. Bce HeobxoouMMble MeTafaHHbIE OOIDKHBI UMEThLCA B Hanuuuu u
3anoNHATLCS TOYHbIMKU 3Ha4YeHUAMU. Hegonyctumo, Hanpumep, YTobbl 3Ha4YeHue OaTthl CO34aHMs AOKyMeHTa
W3MEHMMNOCH Ha AaTy KOHBEPCUU/MUTpauun Unu 4Ttobbl HasBaHWe opraHW3auun-co3garens U3MeHUNoch Ha
HasBaHMWe NMPOBOASLLEr0 KOHBEPCUI/MUTpaLnio onepaTopa;

- NPO3paYyHOCTb peanusauuun NpoueccoB KOHBEpCUU/MUrpauMu (3Ta Mepa KOHTPONSA MOXKeT UMeTb pe-
LwaklLlee 3Ha4YeHWe, ecnu OOKYMeHThl NoTpebyTca B xoae cyaebHbix pasbupatenscTs);

- UICMNOJSIHEHME OOMONMHUTENBbHBIX TpeboBaHWA, Takmx Kak TpeboBaHWA B OTHOLIEHWMW CPOKOB XpaHeHWs
unn TpeboBaHWa 3aKkoHOOATEeNbLCTBA, KacarlmMecs AoONYCTMMOCTU 3MeKTPOHHbLIX JOKYMEHTOB B KayecTBe 40-
KasaTenbCTB.

7.2.2 PexomeHpauuu no otb6opy noaxoaAawmx npoueayp

Kaxgas onncaHHasa B HACTOSALLEM Nogpasaene npouenypa cnpoekTupoBaHa Takum obpasom, 4Tobbl pe-
anusoBaTb OAWH U3 3MEMEHTOB Mepbl KOHTPOMS W ynpaeneHus, HanpasrneHHOW Ha coxpaHeHue nocne Bbinor-
HEHWA KOHBEPCUW/MUTpPaLUK UENOCTHOCTW, ayTEHTUYHOCTW, HAOEXHOCTW U NMPUrOAHOCTU K MCMNOMNb30BAHMID
OOKYMEHTOB B Ka4ecTBe CBUAETENbLCTB AeN0BbIX onepaLni.

Kak y»e oTMe4anoch, opraHnsauns He 0bs3aHa MCNoONb30BaTh BCE OMWCAHHbIE B HACTOALLEM CTaHaapTe
npoueaypsbl. BonbLWMHCTBY OpraHusauwnii npuaeTcs HalTu HeNpocToi BanaHc MexXay BbINMOHEHWEM BCEX NPO-
ueayp (T.e. MgeanbHbIM BAPUAHTOM B MMaHe COXpaHeHWs LeNOoCTHOCT N ayTEHTUYHOCTU JOKYMEHTOB) 1 TaKu-
MW orpaHu4YMBaoLWMMIK bakTopamMu, Kak pacxodbl U 3aTpaThl BpeMeHW. BbiBop BEIMONHAEMbIX OpraHu3auuen
npouenyp n obecne4ynBaemMoro MMM ypoBHS KOHTPOMS 3aBUCWT OT COEMNAaHHOW CaMOW OpraHv3auver OLEeHKW
COOTHOLWEHWA puck/oTgaqa, T. €. COOTHOLUEHWS Mexay BenvynHon ywepba BcrneacTere yTpaTthbl LenoCTHOCTH
OOKYMEHTOB (MMM MOMHOW MX yTpaThl) M pacxogamMmy Ha NpoOBeAeHNE KOHBEPCUM JOKYMEHTOB, Cnedysa onucax-
HbIM B HacToALWEM CTaHAapTe npouenypam.

[Mpy onpeneneHMyM COOTHOLLUEHMS puUck/oToadqa crnefyeT NPUHATbL BO BHUMaHWe psag hakTopoB, Takux
Kak TpeboBaHWs B OTHOLUEHMW CPOKOB XpaHeHWA OOKYMEHTOB, BEPOSITHOCTb WMCMOMNb30BaHWA JOKYMEHTOB B
KavyecTBe A0Ka3aTenbCTB B Xo4e cyaebHbix pa3zbupartenscTs, a Takke TUM BbINONHAEMOW KOHBEPCUW UM MU-
rpauvu. B Tabnvue 1 npuBeneHa CBO4Ka OCHOBHbBIX TOYEK NPUMHATUS pelleHui (decision points) B Buae Bonpo-
COB, OTBEThbI HA KOTOpbIE crnegyeT y4uThiBaTk NpW onpegeneHnn Toro, B KaKoW CTeneHn cneayeT UCNoNb30BaTh
onWcaHHble B aHHOM Mogpasgene npouenypbl. 3agadva JaHHOTO MHCTPYMEHTa 3aknivaercsd B TOM, YToObl
NoOMOYb OpraHn3aumMsam HalTK NpaBUIbHbIA BanaHc pucka v oTAauK.

7.2.3 CoxpaHeHue XapaKTepUCTUK OKYMEHTOB

lMpoBedeHWe KOHBEPCUK, Kak NpaBuio, CBA3aHO C M3MeHeHneM dannoeoro hopmara ¢ TeM, 4tobbl Oo-
KYMEHTB! MOXHO ObIiN0O MCNONbL30BaTh B HOBLIX cucteMax. [pu murpayumn cdainnosbiil popmaTt 3MeKTPOHHOro
OOKYMEHTa HMKOMM 00pa3oM He U3MEHSIETCS — B 3TOM Clyyae 3MeKTPOHHbI JOKYMEHT crieQyeT CKONMpoBaTh
Mnu nepeMmectuTb 6e3 nameHeHns dannosoro popmara.

MpouedypHble acnekTbl COXpaHEeHUsl XapakTepuCcTHMK JOKYMEHTOB OTpaxeHbl B Tabnuue 1.

[ns gokasatenbcTBa TOro, YTO MPOEKT KOHBEPCUMW MMM Murpauun Gein npoBedeH ycnewHo, cnegyet
npegnpuHATL cnegyoLine waru:

- ybeoutbcs B TOM, 4TO hainoBblid QOpMaT He U3MeHUrca (B cnyvyae MUrpauun);

- obecneynThb BKMOYEHNe Bcen HeobxoaMmon nHhopMaLum B KOHBEPTUPOBAHHbLIE UM MUTPUPOBAaHHbIE
OOKYMEHTHI;

- ybeaouTeca B criyvyae NosiBNeHWs pasfinyuii B NpeacTtaBneHMn MHgopMaumm (Hanpumep, CBA3aHHbIX
C MCNONb30BaHUEM OTIMYAKLLUXCH WPUGTOR M/MNM KOMMOHOBKOW CTPaHWUL) B TOM, YTO MOXHO J0Ka3aTb Le-
JIOCTHOCTL HOBOTO NMpeacTaBlneHns;

- BbISIBUTE BCE OLIMBKN KOHBEPCUU/MUTPALMKN M 3a00KYMEHTMPOBATL 3TW Crny4vau;
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- y6eauTbCs, YTO BCe AOKYMEHTHI Db KOHBEPTUPOBAHL! UITM MUTPUPOBaHbl (MW MOeHTUhULMPOBaTL
Te JOKYMEHTbI, KOTOPLIE He MPOLUM KOHBEPCUI/MUTpaLmio);

- 0BHOBUTL MeTafaHHble LOKYMEHTOB, BKMIOYMB B HUX CBEOEHMUS O MPOLECCe KOHBEPCUM UMK MUTPALIUUK;

- cO30aTb OOKYMEHTALIMIO, OTPAXaKLWY X04 U peaynbTaThl NpoLecca KOHBEPCUM UMK MUTpaumu, B TOM
yucne ayauTOPCKOE 3aKrYeHue.

B psape cnyvyaes uenecoobpasHo coxpaHuTk 06paslbl JOKYMEHTOB A0 W MOCcne KOHBepcuu/Murpaumm
BMecTe ¢ obpasuamMu X BU3yarnbHbiX 0ToGpaxeHWil (B BUAE pacnedyaTok unu aiinoe ¢ rpacuyeckmmm obpa-
3aMu), KOTopble MOryT BbITb MCMOMNB30BaAHLI ANS AOKa3aTeNbCTBA COXPaHEHMS ayTEHTUYHOCTM, LEeNOCTHOCTH,
HageXHOCTU JOKYMEHTOB M WX MPUIOAHOCTU K UCTIONB30BaHMIO.

Tabnuya 1— lNpouenypHsie acnekTbl COXPaHEHNA XapakTepUCTMK AOKYMEHTOB

Mpoueaypa

Kntodeskle Bonpocs!

KoMmmeHTapui

ﬂnaanOBaHue: BCe
warun

Kakoi ypoBeHb nnaHWpoOBaHWA
HeobXxoOMM C Y4eTOM KOHTeKcTa
npoekra?

Heobxogumein 06beM NNaHMpoBaHMA 3aBUCUT OT Xapak-
Tepa OOKYMEHTOB, OT KONTMYECTBA YKe MMELEeNca o HUX
WHhopMaLMK 1 OT CMIOXHOCTW U TUMa KOHBEPCUM UITK MU-
rpaumm

TGCTHDOBEIHVIBZ BCE
warun

Bbicoka nu cTeneHb BaXHO-
CTW COXpaHEeHUs1 LENOCTHOCTM,
ayTEHTUYHOCTU, HafEXHOCTU W
NMPUrogHOCTM K WCMOMb30BaHMUIO
[OKYMeHTOB?

CrteneHb, B KOTOPOW COXpPaHEHWE LENOCTHOCTW, ayTeH-
TWYHOCTW, HAOEKHOCTW W MPUrOAHOCTU K UCMONb30BAHWIO
[OKYMEHTOB BaXHO AMs opraHv3auuv, MOXHO onpene-
MUTb Ha OCHOBAHWW COXPaHEHUs1 JOKyMEHTaMK akTyanb-
HOCTM M MO BEPOATHOCTM TOTO, 4TO OHW NOHA#obATCA ANs
WCMONHEHUSA 3aKOHOAATENbLHO-HOPMAaTUBHBIX TpeboBa-
HUI 1 B cnyyae cyoebHbix pasbupatenscTB. Ecnn gpy-
rme hakTopbl, TAKME KaK BENUYMHA pacxodoB W AenoBasi
rMBKOCTb, OKa3biBalTCH Gonee BaXKHbIMMW, TO 3Tan TECTU-
poBaHWUA MOXET OblTb MPOMYLLEH, U MOXHO NEPEXoanTb
HEMNOCPEACTBEHHO K KOHBEPCUW UM MUTpaLunn

TectupoeaHue, war 1:
nnaHupoBaHWe TecTa

KakoB obbem/oxBaT WU TWM KOH-
BEPCUM MMM MUrpaLn?

MeHbLKe No 06beMy M CNOXHOCTM NPOEKTEl KOHBEPCUK/
MWUrpaummn (Hanpumep, oBHOBMNEHWE HOCWUTENER B cpas-
HEHUW C OPYTVMU TUMAMK KOHBEPCUM/MWUTPaLUK) 0BbIYHO
TpebyT MEHLLUKX YCUMUIA MO NINaHUpPOBaHUID

TecTupoBaHue, war 2:
HacTpolka cpeabl
TECTUPOBaHUA

Mmeetca nu yxe Heobxogumas
TexHonoruyeckas WHdpacTpyk-

Typa?

CootBeTcTBYIOWWIA 06beM paboTel BapbUpyeTcs B 3a-
BMCUMOCTK OT TWMa BbIMOMHAEMOW KOHBEPCUW/MUrpaLMm
W OT TOro, B KaKOW CTeNeHu yxe umeeTca Heobxogumas
TexHonornyeckas MHpacTpyKTypa

TectvpoBaHue, war 3:
BbINOMHEHWE TECTa

KakoBbl TMM M CROXHOCTb KOH-
Bepcuu/MUrpaumun?

CootBeTcTBYOLWMIA 06beEM paboThl BapbUpyeTca B 3aBu-
CMMOCTW OT TUMa BbINOMHAEMON KOHBEPCUWU/MUrpaLIMn

TectupoBaHue, war 4:

KakoBbl TMN U CNOXHOCTb KOH-

CooteeTcTBYIOWMIA 06beM paboThl BapbUpyeTca B 3aBU-

noaroToBka oT4eTOB
O pe3ynbTatax Tecta

M YCTaHOBIEHHLIE ONA HUX CpO-
KM XpaHeHusa? Bbicoka nu ux
LEeHHOCTbL Ang cobriogeHusa 3a-
KOHOZAATENbHbLIX U HOPMAaTWBHO-
npaBoBbix TpeboBaHWA?

aHanua pesynLTaTtoB Bepcuu/Murpaumnm? CMMOCTW OT TUMa BbINOMHAEMON KOHBEPCUM/MUrpaLIum
Tecta
TectuposaHwve, war 5: | Kakosbl LEHHOCTb [OOKYMeHTOB | TllaTenbHoe OOKYMEHTMPOBaHWEe npouecca KoHsepcun/

MWUrpaLMmn UrpaeT KIYEBYH POIb NPU YCTAHOBINEHWA Lie-
NOCTHOCTWU OOKYMEHTOB, 0COBEHHO TeX, KOTOpbIE MOXET
notpeboBaTbcA NpeacTaBvTL B Cyd B Ka4yecTBe Jokasa-
TenbcTBa. Ecnu e AokymeHTsl Bpad N ByayT npeacras-
NATLCA B CyAbl B Ka4ecTBe [0Ka3aTenbCTB, TO [JOKy-
MEHTUpPOBaHWE MpoLecca KOHBepcUW/MUTpauuM KMmeeT
MeHbLLEE 3HaYeHue

KoHBepcua/Mmurpayms,
war 1: nogroToBka

K KOHBEPCUM UIK
MUrpawmm

KakoBbl 0O6bem, oxBaT W TWM
KoHBepcuu/murpaumn? B kKakon
CTEMEHW MOArOTOBUTENLHLIE pa-
6oTbl ye BbinuM BbINOMHEHBLI B
pamkax Opyrux atanos?

CooteTcTBYHOWMA 06bemM paboTel BapbMpyeTcA B 3a-
BMCUMOCTK OT obbema M oxeata npoekTa v OT Tuna Bbl-
NOMHAEMOR KOHBepcuu/Murpaumun. PaspelleHve Ha uc-
none3oeaHue MT-pecypcoB MOrmMo BGbiTe MNOMYYEHO YXKe
Ha aTane TecTUpoBaHUsi
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OkoHYaHue mabnuuysi 1

Mpouenypa

Kntovesble BONpOCkI

KommeHTapuin

KoHeepcusa/
Murpaums, war 2:
oT60p OOKYMEHTOB
OIS KOHBEPCUK U
MUrpaumm

CobpaHa nu yxe unHopmauus,
JocTaTtoyHas Ons npoBefeHus
KOHBepcuw/Murpauun  (Hanpu-
Mep, B XO[e 3TanoB nnaHupoBa-
HWA U TECTUPOBaHKA)?

CooteeTcTByOWMKA 06beM paboTbl BapbMpyeTcs B 3a-
BUCMMOCTK OT oBbema 1 oxBaTa NpoekTa 1 OT TUMna Bbl-
NMOMHAEMOI KOHBEpPCUW/MUTpaLUKN. SHAYUTEMNBHASA 4acTb
HeoOXoaMMbIX JaHHLIX Yke Morna beiTe cobpaHa B xoge
aTana TeCTMPOBaHWA

KoHBepcua/murpaums,
war 3: HacTpoKKa
cpenbl NPOBeAeHUSA
KOHBEPCUW UK
MUrpaumm

MmeeTca nu yxe Heobxogumas
TEXHOMorm4yeckaa WHdpacTpyk-
Typa?

[aHHbIv Wwar moxeT ObiTh NPONyLLEH, ecnin Heobxoanmas
TEXHOMOrMYeckas WHPPaCTPyKTypa yKe WMMenacb Wiu
Bbina NoaroToBMNeHa Ha aTane TeCTUPOBaHKUS

KoHeepcua/murpauus,
war 4: BelNonHeHwe
KOHBEepcun Unu
mMuUrpaumm

PexomeHgyeTcss Ans BCEX KOH-
BEpPCUIA U MUTpaLIMIA

CooTteeTcTByOWMA 06bem paboTel BapbMpyeTcs B 3aBu-
CUMOCTK OT obbema W oxBaTa NpoekTa 1 OT TWNa BhIMoM-
HAEMOWN KOHBEPCUWU/ MUTpaLLMK

KoHeepcua/murpauus,
war 5: npoBepka Ha
Hanu4ne ownBoK 1 nx
ncnpaeneHue

Bblcoka nv cTeneHb Ba)KHOCTU
COXpaHeHWs LEernocTHOCTK, ay-
TEHTUMHOCTW, HAOEMKHOCTM U
NPWrogHOCTA K WCMOMNb30BaHUI
pokymeHtoB? KakoBbl 06bem,
oxXBaT WM TWM KOHBepcuW/Murpa-
Lmn?

CTeneHb, B KOTOPOW COXpaHeHWe LUenoCTHOCTWU, ayTeH-
TUYHOCTW, HAAEKHOCTI U MPUIOOHOCTU K MCTIOMNb30BaHMIO
OOKYMEHTOB BaDKHO AN OpraHv3auuu, MOXHO onpefe-
NMUTE Ha OCHOBaHWM COXPaHEeHWUA AOKYMEHTaMW akTyanb-
HOCTU W MO BEPOATHOCTM TOMO, YTO OHM NoHapobaTca ana
MCMNONHEHWA 3aKOHOOATENbHO-HOPMATUBHEIX Tpebora-
HMA W B cnydae cygebHbix paszbupatenbcts. CooTBeT-
cTBytoWMiA 06bem paboTbl BApbMPYETCA B 3aBUCMMOCTU
oT obbema U oxBaTta MpoekTa W OT TUMa BbINOMHAEMON
KOHBEPCUU/MUTpaLInm

Banupauus: Bce warun

Beicoka nv BEpOATHOCTb TOrO,
4YTO [JOKyMeHTel noTpebytotca
B xopge cynebHeix pasbupa-
TenecTe?

AHanus v Bepudukaums npouecca KoHBepCcUu/Murpaumm
UrpatoT KIYEBYIO POMb NPUY YCTAHOBNEHUM LLENOCTHOCTA
TEX JOKYMEHTOB, KOTOpPbIE C GOMbLWON BEPOATHOCTLI No-
TpebyloTCA B Ka4ecTBe JoKasaTenbCTea B Xo4e cyaebHbIx
pasbupatenects. B Takom cny4yae cTOMT Takke nogy-
MaTb O BanuAauuWM KOHBepCUW/MUrpaumMu HesaBUCHUMOW
TpeTbel CTOPOHON

ABTOpU3aLUms: Bce
waru

MMeT N1 OOKYMEeHTbl MOCTO-
SAIHHYH LI@HHOCTb ANs opraHuaa-
uun?

[aHHbIA 3Tan pekoMeHOyeTcsi ANA BCEX KOHBEPCWIA U
MWUrpaLMii, oHako YpoBeHb aBTopu3auum 1 cobniogae-
Mble NMpY 3TOM (DOPManbHOCTM MOTYT BapbUpoBaThCs B
3aBUCUMOCTM OT ATNUTENBLHOCTU CPOKOB XpPaHEHWA [OOKy-
MeHTOB. [Ina OOKYMEHTOB, KOTOpble MOTyT NoTpeboBaTh-
€Sl B KAYeCTBE [0Ka3aTenbLCTB B cyae, Heobxoaumo odu-
UMansHO YTBEPAWTbL OKOHYaTeNbHLIE UTOMM KOHBepcuw/
MUrpaumm

7.3 MnaHupoBaHWe NPoeKTa KOHBEePCUU/MUTPaL N

7.3.1 O6LwMe nonoxeHun

KpallHe BaxHO MMeTb YeTKO CtHOPMYNUPOBAHHLINA MNaH KOHBEPCUW/MUTPaLMK, Tak Kak 3TO MOXET 03-
Ha4yaTb pasHULy Mexady ycnelHbIM NpoekToM (T. e. Tem, B pesynbTaTe KOTOPOro COXpaHeHbl OCTYNHOCTE U
LLeNoCTHOCTL LierneBblX JOKYMEHTOB) M Heyga4HbIM, B XO4e KOTOPOro LOKyMeHThl 6binv 6e3so3spaTHo yTpa-
YyeHbl NBo BbINM CKOMNPOMETHUPOBAaHbLI UX ayTEHTUYHOCTb, LENOCTHOCTb, HAAEeXHOCTb M MPUrOAHOCTL K MC-
NonbL30BaHuio. YTobbl YBENMYMTL LWAaHCKLI Ha ycnex, NnaH KoHBepcuu/Murpauumn He cnegyet paspabatbiBaTth
B M30MALMN — HeoBXoauMOo MPUHATE BO BHUMaHWE MHEHUS CMeuuanucToB Mo YNpaBneHuio JOKYMEeHTaMmu,

WT-cneunanucToB M NpeacTaBuTeENen nogpasgeneHunin.

HesaBncKMMO OT TOro, BLIMOMHAETCA N NPOEKT KOHBEPCHMMW/MUTpaLMK Kak pa3oBoe MePONpUsTUE WUITK e
B paMKax NOCTOAHHO OeWACTBYIOWEN NporpamMmmMsbl, crnegyeT BbINONHWUTL WarK, nepedncnedHsie B 7.3.2—7.3.10.
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7.3.2 War 1. U3yyeHne UCXOOHLIX AOKYMEHTOB U UX Cpeabl CYLWEecTBOBaHWA B opraHM3auunu

[na pa3paboTkm achpeKkTUBHOrO NnaHa HeobxoanmMo NonyyYnThb deTanbHoe NpeacTaBneHue O OOKYMEH-
Tax, KoTopble npeanonaraeTca KOHBEPTUPOBaTb UMM MUTPUPOBATL, OAHUM M3 AcMeKkTOB KOTOPOro sABMsieTcs
NMOHMMAaHWEe BaXXHOCTW 3TWUX OOKYMEHTOR ANs opraHu3auuu. [Ana 3Toro HyHO OTBETUTHL Ha criegylLllue Bo-
npochbl:

- KAKOBbl O(PMUMNANBHO YCTAaHOBMNEHHbBIE CPOKM XPaHEHNA MCXOAHbIX AOKYMEeHTOB? Ecnu cpoku XxpaHeHns
ohuLManbHO He YCTaHOBNEHDI, UX CredyeT YCTaHOBUTD;

- HY>KEeH I COTPYOHMKaM OpraHv3auuu HenocpeacTBEHHbIA OHNANH-AOCTYMN K JOKYMEHTaM WMu xe O0-
KYMEHTLI MOTYT XpaHUTLCSl B aBTOHOMHOM pexume?

- HEOOXOAWMBI N 3TW OOKYMEHThI Ans obecneyeHusa HeNpepbLIBHOCTW AeM0oBOW AeATENEHOCTA?

Elle oouH KNOYEBOW acnekT NOHUMMAaHUSA MCXOOHbLIX JOKYMEHTOB CBSI3aH C onpeferneHnemM Mx TexHude-
CKOW CTPYKTYPbl (Kakue, Hanpumep, 4acTu AOKYMEHTOB COLEpXKaT KOHTEHTHY0 MHdopmMauuio (content informa-
tion), a kakne — penpeseHTaTMBHYO MHOopMauumio (representation information), Heobxognmyto gns obecne-
YeHWs HEeNnpPepbIBHOM LOCTYNHOCTM 0ObeKTa BO BPEMEHW M BKNIOYALLYI0 cBeaeHus o chainnosom dopmare,
onepauWoHHOR cucTeme, Heobxogumom obopyaoOBaHMM M NPOrpaMMHOM obecnevyeHurn U T. 4.). 3TO MOXKET
ObITb cOenaHo NocpeACTBOM CNefyloL X Waros:

a) 4Ns KOHTEHTHOW MHbopMaLUnK cnenyeT BoiABUTEL BUThI, 0bpa3syollne gaHHble (KOHTEHTHBIE AaHHbIE);

b) cnenyeT BbIABUTL PEnpe3eHTaTMBHYI0 MHhOpMaL MK, KOTOpasa No3BosisieT KakuM-nnbo obpazom uH-
TEPNPETUPOBaTL BCe BUTbl KOHTEHTHBIX AaHHbIX, NpeBpalwas ux B 6onee oCMbICNEHHYO MHDOPMAaLKIO;

C) cnegyeT M3y4YnTb coaepKaHue BbiOeNeHHOW penpeseHTaTMBHOW MHdopmaunu, 4Tobbl onpegenunTb,
HY>XJaeTcs N OHa B JOMNONHUTENLHOW penpe3eHTaTMBHON MHpOpMaLUK, U €CNU HY>KAaeTcs, TO NoNy4YnTs He-
obxooumMyto MHOpMAaLIMIO TaKoro poAa. JTOT LWar NoBTOPSAETCS OO0 Tex Nop, NoKa He NepecTaHeT BhIABNSATLCS
OOMONHUTENbLHas penpeseHTaTUBHasA MHOPMaLUS;

d) KOHTEHTHas MHopMaLIMA COCTOMT U3 KOHTEHTHBIX AaHHBIX U BCEN penpeseHTaTmBHON MHhopmMaumu,
BbISIBIIEHHOW NPW BbINOMHEHWW LUArOB Mo nepedncneHuam b) u c).

7.3.3 War 2. Belbop xenaemMoro cocTosHUA AOKYMEHTOB nocne KoHBepcun/Murpaumm

YUTobbl MMETL YeTKOe NpeacTaBneHne o paboTe, KOTOPYK NPeAcTOUT Npodenars, cnegyeT co3naTh Mo-
Jenb TOro LIENeBOro COCTOSAHUS, B KOTOPOE XenaTenbHO NepeBecT! JOKYMEHTEI B pe3ynsTate KOHBEPCUM UMK
murpauumn. MNpr aToM BO3MOXKHO NpoBeAeHWe onpeaeneHHbIX UCCNefoBaHui ¢ Lenblo caenaTtb NpaBUibHbIA
BbIOOp chopmata (B cny4ae KOHBEPCUW) MNK HOCUTENs MHGopMauun (B crnydyae Murpauun).

7.3.4 War 3. Beibop unu paspaboTka MeToga v npouegyp KOHBepcuu/Murpaumu

[Mocne Toro Kak onpefeneHsl TeKYLLee COCTOSIHUE UCXOAHbLIX JOKYMEHTOB U XenaeMoe LierneBoe CoCTo-
SIHWEe JOKYMEHTORB Nocne KOHBepcuu/Murpauum, crenyet BolbpaTs unu paspabotaTse METO KOHBEpPCUU/MUTpa-
LWKX JOKYMEHTOB U3 TEKYLLIEr0 COCTOSHASA B LLENEeBOE, OOHOBPEMEHHO BbIOpar unu paspaboTaB COOTBETCTRY-
oLLNe MHCTPYMEHTLI U/unu nporpamMMHoe obecnedeHne, HeobxoguMble AN OOCTUXKEHWS Lernei KOHBepCcUn
unu murpaumun. Beibupaa unu paspabatbiBasi MeToq KOHBepCcuu/mMurpaumm, criegyet NpUHATbL BO BHUMaHMWe
cnegywoluimMe BOMNpockI:

- HY>HO nn DygeT oOHOBNATL B X04e NpoLiecca KOHBepCUMM/MUrpaLm OTHOCSLLYHOCS K JOKYMeHTaM onu-
caTenbHY MHopMAaLMIo (HanpuMep, Hay4uHO-CMPaBOYHbIA annapar UM MHAEeKChI)?

- HY>XHO N ByOeT AOKYMEHThI pacnakoBbIBaTb UMM paclundpoBLIBaTL Nepen NpoBeAeHUEM KOHBEPCUN
U Mmurpauun?

- noTpedyeTcs Nu ANa KOHBEPCUKM UMM MUrpaumy 4OKYMEHTOB B LiefleBOe COCTOSIHME OCYLLECTBUTbL UX
cxaTtue unu WwudposaHue?

- MO KaKoMy MyTW NOMAET NPOLECcC KOHBEPCUW UM MUrpaunn?

- noTpebyeTcsa N1 OCyLECTBUTL U3BIEYEHNE OaHHbLIX NEPeq NPOBEAEHUEM KOHBEPCUU UMK MUrpaLUn?
Ecnu pa, 1o kakum obpazom? MHorvme obuienocTynHble NporpaMmsl UMEKT CpeacTBa ANs 3KCnopTa AaHHbIX
B CTaHOapTHbIX hopmarax, Takux kak CSV, PDF, JPG un TIFF. B kauecTee ankTepHaTUBbI LENEBOE NporpaMmm-
HOE NMPWMOXKEeHMEe MOXET MMETb KOHBepTepbl Unv (unbTpel 4Na umnopTa «nnockux» dainos. CylecTByoT
TaKKe MHCTPYMEHThI M3BMEeYEeHWs, KOTOpble MO YTBEePKAEHUK UX pa3paboTyMkoB cnocobHel NepemellaTts AaH-
Hble 13 NB6Oro UCTOYHKKA B ApYroe MecTo;

- noTpebyeTcsa N B xoe NpoLecca KOHBepcUu/MUrpaLumn npoBoanTL OYMCTKY AaHHbIX (data cleansing)?
B HekoTOpbIX cnyvyasax (mpuMmepom moryT cnyxuTe HTML-chainsl) nepBuYHbIn hOpMaT UCXOOHbLIX OaHHBIX
MOKET NPeAcTaBNATh 3aTPyOHEHUS NpYU NPOBEAEeHUN KOHBEPCUM UMW MUTPaLUmn U3-3a TOro, YTO OH OTpaxaeT
crnoco® OyHKUMOHWPOBaHMSA WCXO4HOM cucTembl. [pu paboTe ¢ Takumu bopmatamm MoXeT noTpeboBaTtb-
cs yoanuTb chopmaTupoBaHue, ybpaTb Teru, nepenncartb CTPOKW Koda M NPOBECTU YUCTKY HeKa4eCTBEHHOro
Koga (kak mpaBuno, ¢ NCNosb3oBaHWeM 0400pEeHHOro NOCTaBLLMKOM YCIyT U NOMb30BaTENbCKOro CKpunTa).
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Bo BpemMsa BbIMOITHEHWA cobCcTBEHHO KOHBEPCUK NN MUTrpaLlnn opraHn3aunK cnegyeT nogymatb O Lenecoo-
6p83HOCTM npoBeneHna OMUCTK OaHHbIX nubo 3arpy3kn aHHbIX B UENEBYH) CUCTEMY ez ouncTkn. OuncTtka
OaHHbIX MOXeT ObITb 0cOBeHHO HY>XHa npu nposefjeHrn KOHBEPCUK UMM MUTrpaumn OOKYMEHTOB M3 CTapbiX
Cnctem ynpapneHAa KOHTEHTOM, KOTOPbIE HaCTO XPaHAT fonblive BNokM KOHTEHTa B B1UOE OTOENbHbIX CTpa-
HUL, B TO BpeMA Kak Bonee COBpeMEHHble CUCTEMbl XPaHAT BECb OJOKYMEHT Kak e4nHbIN obbexT, pa3gensds
€ro Ha CTpaHulbl BO BpeM4A B1U3yalbHOIo OTOGDE}KEHMFL npi/l BbIMOINMHEHUW NMPOEKTa KOHBEepPCUK NN Murpaummn
TaKNX JOKYMEHTOB BO3MOXEH Bbl60p: NMPOBECTU UX OHNCTKY nyTem KOHBepCMV‘I:"MMI’paL]MH B OOWH SJ'IEKTDOHHI::If/'I
obbekT nubo octaBUTb OaHHble KaK eCTb U paapaﬁoTaTb npasuna nepeHoca B LeneByrd CUCTEMY. B cny4dae
BbINONMHEHUA NMpouecca OMUCTKU OaHHbIX ero cnegyer TlaTtelnbHO 3aJ0KYMEeHTUPOBaTb BO n3bexaHue KOMMpo-
MeTaunn LUenoCTHOCTWU OaHHbIX;

MpumeyaHue — Bo MHOrMX cny4asx HEBO3MOKHO pPa3geniTe KOHBEPCUIO M MUTpauunio. VIHeIMKW cnoBamu, Ans
COXpPaHEHWUA LENOCTHOCTU [OKYMEHTOB MOXET DbiTb HEAOCTATOMHO MPOCTOTO UX MEpPEMELLEHNa U3 OAHOW annapaTHoi
nnatdgopMbl B OPYry0 U HYXHO ByAeT BbINOMHUTL onpeeneHHble onepauu KOHBEPCUM.

- ByayT NM OOKYMEHTbI y4acTBOBaTb OQHOBPEMEHHO B HECKOMbKMX Mpoueccax KoHBepcuu/Murpauumn?
JoKyMEHTLI MOryT B OZIHO U TO e BPEMS Yy4aCTBOBaTbL B HECKONbKMX MpoLeccax KOHBREpCUU/MUrpaumum, koraa,
Hanpumep, npouecc TpaHcdopMauuy KOHTEHTA AOKYMEHTa Mo BPEMEHW COBNagaeT C MpoLeccoM pennuka-
UMM UMK C NepeMelleHUeM OOKYMEHTOB U3 OHMaWH-XpaHUIULa Ha CbeMHbld HocuTenb. B Takux crny4dasx
peKoMeHAYETCS BbINOMHATE NPOLeCcChl KOHBEPCUU/MUIPaLIMK MO OTAENbHOCTH.

7.3.5 llar 4. Beibop unu pazpaboTka MeToga TECTUPOBaAHWA MeToda U npouenyp KoHBepcuwu/
MuUrpauum

TecTupoBaHue BbIDpaHHOIO MeToAa KOHBepPCUK/MUTPaLIMM UMeeT peLuatoLLee 3Ha4yeHne ang Toro, 4Tobbl
n3bexaTte B Xo4e npouecca yTpaThbl, NoOpYM UnuM HenpeneuaeHHoN MoguduKauum AaHHblX. Ha sTane nnaHupo-
BaHuWs cnefyeT BbibpaThk COOTBETCTBYIOLL YO METO4ONOMNMI0 TECTUPOBAHKUS 1 3aA0KYMEHTUPOBaTh NpoLeaypsl,
HeobxoguMmble Ans peanvsauuy 3T0M METOLONOMMK B paMKax npoLecca KOHBepCcun/Murpaumm.

[OononHuTtensHelie TpeboBaHWSA B OTHOLLEHUM TECTUPOBAHUSI KOHBEPCUI/MUTpaL Ui onucaHsl B 7.4.

7.3.6 War 5. Beibop unu paspaboTka meToga Banuaauum KOHBepcuu/Mmurpaumm

Banugauusa KoHBepcuM UM Murpaumu, ocyllecTBrsiemas ans Toro, 4Tobbl ybeauTecs B BbIMOSTHEHMM
npouecca KOHBepCUU/MUTpaLUKU B COOTBETCTBUM C NNAHOM, UMEET KIMHUYEBOE 3HAYEHWE ANS COXpaHeHUsa Oo-
CTOBEPHOCTM 3NEKTPOHHBLIX OOKYMEHTOB. Ha aaHHom ware cnenyet paspabortaTts nnaH a)dekTUBHOW Banu-
Jauuy npolecca, KOTOpbIi OO/MKEH Takke BKOYaTbh BbINOMHEHWE B criydyae HeobXoQuMOCTU KOppeKTUpYyto-
WMX OEWCTBUA (T. e. AEACTBUIA MO BOCCTAHOBMNEHWIO YTPAYeHHbIX UM NOBPEXOEHHbBIX AaHHbIX).

[ns obecneyeHus LENOCTHOCTU PE3YNETATOB Banuaauumn hakTUYecKoe BbINONHEHE KOHBEpCUU/MUrpa-
LMK 1 Banugauusl 3Toro npouecca OOSMKHbI MOpyYaThCs pasHbIM nuuam unu rpynnam. CnegyeT NnpoBecTy ay-
OWUT NpeAcTaBUTENbHOM BbIOOPKM KOHBEPTUPOBAHHLIX/MUTPUPOBAHHBIX AAHHbLIX, OTpaxatollein ocobeHHOCTH
Bcero maccuea obpabaTbiBaeMblX OaHHbIX, 8 TaKKe BCeX OWWBOK M UCNpPaBrneHui, BHECEHHLIX B LENEBYHD
nnatdopmy. Npu HeobxogumMocTy MOryT BbITh BBEAEHLI HOBLIE NPOLIEaYPhI.

[ononHuTenbHble TpeboBaHWs B OTHOLEHUWU Banngauun KOHBEPCUIA/MUIrpauniiz onucaHsl B 7.6.

7.3.7 War 6. MpuHATHE pelleHUA 06 YHUHUTOXEHUU UCXOAHBLIX AOKYMEHTOR

OpraHuzauuam cnegyeTt camuM pelunTh, CNeayeT N YHUYTOXKaTbh UCXOOHbIE OOKYMEHThI Nocne 3aeep-
LUEHWS UX KOHBEPCUU UMW MUrpaumnn. PelleHne OOMMKHO MPUHUMATLCH MCXOAS M3 HOPMAaTUBHO-MPaBOBbLIX U
0emnoBbIX YCNIOBWIA AeATENEHOCTU OpraHM3auum, ee yCTaBHbIX 3a4ad U 0683aHHOCTeN M U3 LLeHHOCTW JOKYMEH-
TOB ANs OpraHu3auuu.

B cnydvae npuHATMA pelieHusa 06 YHUYTOXKEHUWM MCXOOHbLIX AOKYMEHTOB Takoe YHUHYTOXEeHWe npenno-
YTUTENbHO OCYLLECTBMNATL B paMkax ODbIMHOM pEerynsapHOM AenoBoi AeATensHOCTM ¢ cobniogeHrem 4eTko
onpedeneHHblX npoueayp, Ans pazpaboTku koTopbix cnegyet vcnons3oeats MCO 15489-1, cogepxawui
nogpobHoe PYKOBOACTBO MO XOPOLUE NPakTUKe YHUUTOXKEHUS JOKYMEHTOB.

7.3.8 War 7. OnpegeneHue Heo6XxoAMMbIX pecypcoB

Mocne pa3paboTku AeTansHOro nnaHa TeCTUPOBAHUS, BLIMOMHEHWUS U Banuaau M KOHBepcuu/Mmurpagum
OTBETCTBEHHOE 32 NPOEKT NMWLIO UMW TPYNMna OOMKHbLI ONPeaeniTbL HeobXxoaumMble ANs ero BeINONHEHUNA pecyp-
cbl (kagpbl, obopyagoBaHue 1 GlogxeT).

Mocne MaeHTUMKALMM KOHKPETHLIX ML, KOTOpble ByoyT NpUHUMAThL y4acTUe UnM noMorartb B BbINOM-
HEHWW 3TANOB NpoLiecca, crneayeT NnonyyYnTs Bce Heobxoaumele cnelmanbHble pa3peLleHns 1 npaea qocTyna,
KOTOpble NoTpebyloTcs 3TUM nMuaM Ans UCNOMHEeHWs BO3MIOKEHHbIX Ha HUX 3agay.

CnenyeT oueHWTb, eCrnK 3TO YMECTHO, 3aTpaTthl Ha BbLINOMHEHWEe KOHBEePCUM MU MUrpauum Kak cuna-
MW CaMOW OpraHu3auuu, Tak U Ha ycrnoBusx ayTcopcuHra. OoHuUM u3 (hakTopoB, KOTOpbIE CreayeT NpUHATL
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BO BHMMaHWe npuv oueHKe BO3MOXHOCTM WMCMOMNb30BaHUA ayTCOPCUHra, sIBMSETCH BONPOC O TOM, MOTYT fn
JaHHble NOKMAaTh NMEPUMETP OpraHv3aLMy UMK Ke OOIBKHbI ocTaBaTbea Ha mecte. Cnegyet obecyouTb 1 3a-
OOKYMEHTUpOBaTh HauxygllMe BO3MOXHbIE CLLeHapuK, CBA3aHHbIE C YTPaTOW AaHHbIX B X04e KOHBEPCUM UMK
MUrpaLMn Npyu UCNONb30BaHWUK KaXO0ro U3 3TUX noaxonoB. CrnefyeT Takke OUeHUTb 3HAHUS U OMNbIT UMEID-
Lerocs y opraHnsauun nepcoHana. OpraHusaumus MoxeT BbiTh BbiHYXOEHa nepefaTbh KOHBEPCUH/MUrpaLmio
Ha ayTCOPCWHI B CMy4ae, ecnv BbIACHUTCS, YTO ee COBCTBEHHBIA NepcoHan He pacnonaraetr HeobxoguMbIMUA
3HaHUAMU U HaBbIKAMMW.

Mocne TWaTenbHOro U3y4YeHWUs BCEX BO3MOXHbBIX BapWaHTOB NpOBeAeHsi KOHBepCUW/MUrpauumn oTeeT-
CTBEHHbIA PYKOBOAUTENbL AOIKEH pellvTb, HEe NepeBeLLVBalT N pacxodbl HA KOHBepPCUio TOT yliepd, KoTo-
pbli BO3MOXEH BCIeACTBME HECNOCOOHOCTH NonyyYeHus goctyna k nHpopmayum B 6yaywem. Kpome Toro, npu
NPUHATUM peLLleHNs O NPOBEedeHUM KOHBEPCUM WKW MUrpauuu crieqyet y4ecTb pesynbrarbl OUEHKW pucka u
CyllecTByOLLME 3aKoHOAATeNbHO-HOPMaTUBHLIE TpeboBaHus.

7.3.9 War 8. lokymeHTUpOBaHWe npouecca KOHBepcuu/Murpauyum

Becbk xog npouecca KOHBEPCUWM/MUTPaLMK HYKHO OTCIEXMBATL U AOKYMEeHTMpoBaTk. Ond 4OKYMeHTUpo-
BaHWs HEOOMbLUNX UM OFPAaHWYEHHbIX MO 0XBATy NPOEKTOB MOXHO MCMNOMNb30BaTh 3NEKTPOHHY Tabnuuy. Xoa
KOHBEpPCWUWA W MUrpauui, NPOBOAMMbBIX B pamMKax MOCTOAHHO OEWCTBYHLEA NporpaMmbl, MOXET BbiTb yaob-
Hee OTCRexMBaTb M JOKYMEHTUPOBaTb C MOMOLLbI MpWKNagHbiX nporpaMm, paboTtanwmx ¢ 6asamm gaHHbIX
(CYBL-npunoxeHwi).

Bce npouecchl KOHBEpCHMW/MUrpaunm xenatenbHo 3a40KYMEHTUPOBaTh B HEPa3pbiBHO B3aMMOCBSA3aH-
HbIX C CAMWUMWU JOKYMEHTaMW NPOLECCHbBIX METadaHHbIX.

7.3.10 LWar 9. JlokymeHTUpOBaHUe U cornacoBaHue/yTBepKAeHUe NrnaHa KoHBepcuu/Mmurpauum

OTBETCTBEHHOMY AOMKHOCTHOMY NMLY UMK rpynne cregyeTt 3a40KyMeHTUPOoBaTb BCE 3fIeMeHTbI NnaHa
KoHBepcuu/MUrpauumn. B nnaHe crnegyeTt oTpasuTh:

- 0bbeKT KoHBEpCUU/MUTpaLLMK (T. e. Te JOKYMEHTbI, KOTOPbLIe AOIKHBI MPOUTH KOHBEPCUIO/MUTpaLMIo);

- cobbITne-Tpurrep nubo obocHoBaHWE NPOBEAEHUS KOHBEPCUU/MUTPALMN;

- TEKYLLEEe COCTOAHNE KOHBEPTUPYEMbBIX/MUTPUPYEMbIX JOKYMEHTOR;

- NnaHupyeMoe ueneBoe COCTOSIHUE KOHBEPTUPYEMbIX/MUTPUPYEMBIX AOKYMEHTOB;

- METOL W TEeXHOMOrMK, KoTopble ByayT MCMONb30BaTbCs ANA BbINOMHEHWS KOHBEPCUMW MMM MUrpaLum
OOKYMEHTOB;

- LA W/Unu rpynnsl, OTBETCTBEHHLIE 3a BLINONHEHWE KOHBEPCUM UM MUTPALIK;

- METOA, KOTOphI/ ByAeT MCNoNbL30BaTLCA A4S TECTUPOBAHUS METOLA KOHBEPCUN/MUrpaLIMK;

- METOZ, KOTopblit ByOeT ncnonb3oBaTbCs ANS BanuiauuM KOHBEpPCUM/MUrpaLmMM, N OTBETCTBEHHbLIX 3a
BanMgaumnio Nuuo Wunu rpynny;

- DeNCTBUSA C UCXOOHBIMU OOKYMEHTaMW MO 3aBePLUEHUM UX KOHBEPCHUU/MUTpaLIU;

- MOPSLOK OKOHYATENBHOIO YTBEPXAEHWUS MTOTOB KOHBEPCUM/MUTPaLMM MO UX 3aBEPLUEHUN;

- DOKYMEHThI, KOTOpble cnefyeT COXpaHWUTh B CBA3U C NPOBEAEHUEM KOHBEPCUU/MUTpaL M, a Takke no-
PAOOK M CPOKWN UX XPaHEHWUS;

- CPOKW 3aBepLUeHWsT KIK4YeBbiX 3TanoB MNpouecca KoHBepcuu/murpaunm (HanpumMep, gaTbl Havana u
OKOH4YaHWs npouecca).

MnaH KoHBEpCUU/MUTPALMK O0MKEH ObITh COrMAacoBaH U YTBEDXKAEH B YCTAHOBINEHHOM NOPALKE YNOMHO-
MOYEHHBLIMW NMULAMU W/UNMKU OpraHamu.

7.4 TecTupoBaHue

7.4.1 O6wWwme nonoxeHns

3agava TecTUpoBaHWsA 3aknwdaeTcs B pas3paboTke mpouecca nepeMeLleHnst cyLecTByWwmux gannos
(Murpauus) nnwm npeobpasoBaHns 13 TEKYLLMX B LieneBble dainosble opmatsl (KoHBepcus) 6es yTpaTthbl AaH-
HbIX MM 4OCTyna K HUM, 1 Be3 yuwepba Ana ayTeHTUYHOCTU, HadEeXHOCTH, LeNOCTHOCTM W NMPUIOOHOCTH K UC-
nonb3oBaHvio. [ins npoBedeHus TECTUPOBaHWA TpebyrTcs:

- 3HAHWE WCXOQHOTO COCTOSHUS OaHHbIX, AOKYMEHTOB, HOCUTENen MHpopMmaumMm W Tak ganee, B TOM
yucne 3HaHue cyllecTrylolwero gainoeoro coopmarta (B criydae KOHBEPCUM) U MCXOLHOW NporpaMMHo-anna-
paTHOW KoHMrypaumm (B crnyyae murpawmn);

- MpefcTaBneHne O LeneBoM COCTOSIHWM, BKNoYas BbiDOp LeneBoro (painoBoro dopmara (B cnydae
KOHBEPCWMU), UK LIeNeBon NporpaMMHO-annapaTHOW KoHdUrypauum (B cnyyae Mmurpauuu);

- cTpaTerus BbINOMHEHWS KOHBEPCUWU/MUTPaLUK;
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- cpegcTea v cnocobbl onpefeneHus cTeneHn yenewHocT KOHBepCUn/MurpaLmm, HanpuMep ans:
1) TecTupoBaHuA pe3ynsTaToB 06paboTku (MPaBUMbBHO MY BLINOMHEHA KOHBEpPTaUUa/MUrpauums);
2) TecTMpoBaHUA MHTerpauuu (NpoBepsAeTcs B3anMoOeNcTBMe KOMMOHEHTOB nporpammMHoro obecne-
UYEHUS B paMKax MHCTPYMEHTa MUrpaLn UMK KOHBEPCUK);
3) npoBepku NONHOTHI (BCE NU AaHHbIE MUTPUPOBaHbLI/KOHBEPTMPOBAHBI);
4) TecTupoBaHUs onepauui (4enaeT nu nporpammMHoe obecnedyeHne TO, YTO OHO OOIMKHO AenaTth).

[eTancHble 3HaHMA 0 Noanexalnx KoHBepcuu/Murpauu matepmanax Heobxogumel ana nogbopa MH-
CTPYMEHTOB M pa3paboTku npouenyp, pernaMeHTUpYLWKUX NpoBefeHe cOBCTBEHHO KOHBepcUu/Murpauuu,
a Takke ANs YCTaHOBMNEHUS KPUTEPUEB NMPUEMIIEMOCTH peaynbTatoB. OQHOBPEMEHHO 3TW 3HAHWSA NMOMOrawT
OLEeHUTb HeobxoauMble O5S BLINONHEHUS KOHREPCUM UMK MUTPaLIMK pecypchl (Takue, Kak painnoBblie cepeepa
unu paboyee BpeMs nepcoHana).

Bo MHOMMx OTHOLWLEHMAX TECTMPOBaHWE KOHBEPCUU/MUTPALIMK CXOOHO C NabopaTopHbIMK 3KCMEPUMEH-
TaMmu. Y TECTUPOBaHWA €CTL CBOM LIENW U 3a4a4un, Ans Hero TpebyeTca onpegeneHHoe obopygoBaHue, UMerT-
CS1 BbINOMHAEMbIE B YETKOW NOCNefoBaTeNLHOCTY NpoLeaypbl, a8 ero pe3ynsratel JOKYMeHTUpYTCA. BaxHee
BCEro TO, YTO pe3ynbTaThl TECTUPOBAHWSA OOIMKHbLI BbiTh BOCMPOU3BOAUMBIMMU.

7.4.2 War 1. NnaHnpoBaHue TecTta

HavaTe cnegyeT ¢ OOKYMEHTMPOBAHWS TEKYLLEro COCTOSIHWSI AOKYMEHTOB, 3aKnagbiBaloLero OCHOBY
Ona nocregytollero TectupoeaHns. CnefyeT BKMIOYMTL cloda MHGOpMaLuio 0 TOM, YTO UMEHHO npeanona-
raeTcs KOHBEPTMPOBaTL UMM MUTPUPOBAThL (Hanpumep, CBEAEHWUS O TOM, YTO OCTaHEeTCsl HEM3MEHHBIM U YTO
n3meHuTcs). Cnegyert ykasaTb Uenb KOHBEpCUU/MUrpaLmm (3To MOXeT BbiTb, HAaNpUMep BOCCTaHOBMNEHNE/CO-
XpaHeHue OOCTYMHOCTW AOKYMEHTOB MOCPeACcTBOM NpeobpazoBaHusa JOKYMEHTOB B ycTapeBlUMX dopmarax
nubo nyTem nepemMeLleHns JOKYMEHTOB Ha HOBble HOcuTenu). B cnyyae, ecnun KoHBepcua/MUrpaums npoBo-
OWTCSl HE Ha perynapHon NNaHoBOW OCHOBE, crieqyeT 3a40KYMEHTUPOBATL NPUYUHY NPOBeAeHus KoHBepcuiu/
MUrpaunM MMEeHHO B AaHHbI MOMEHT BPEMEHN.

CnenyeT onucaTb LEeNeBoe COCTOSAHME TecTa, 3a40KyMeHTWpPOBaB XenaeMblid pesynstaT koHBepcuu/
MUrpaumu, yaenssi npyM aToM OCHOBHOE BHMMaHWe TOMbKO TOMY, YTO AOITKHO M3MEHWUTLCH MO CPaBHEHMUIO C
NCXoOHBIM cocTosiHMeM. CnedyeT Takke nepedncnuTe Bce TpebGoBaHusA, KOTOPbIM JOKYMEHTbI AOMKHbI DygyT
YOOBMNETBOPSATh B LENeBOM (KOHEYHOM) COCTOSHUK. Takoe onucaHue (OUKCUPYET OXKWAAEMbIA pe3ynbTaT KOH-
BEPCUN UK MUTpaLUn.

CnepnyeT 3af0KyMeHTMPOBaTb CTpaTeruio, kotopast byoeT peanu3oBbiBaThbCs B LEMNSAX YCMNELHOro npo-
BEAEHUs] KOHBepcuin 1 Murpauuin. OCHOBHOE BHMMaHWe criegyeT yOenuTb MMeKLWMcs pecypcam, BKMKYMB
onucaHue annapaTHOro 1 NporpaMmMHoOro obecnedveHuns, a Takke TpeboBaHMA K 0OTBeYAOLEMY 38 BbINONHEHNUE
TecToB nepcoHany. o cyTu gena Ha JaHHOM Llare criegyeT nepeyncnute UCrnorb3yeMble MmaTepuansl 1 Bbl-
NMoNHAEMbIE B XO4€ «3KCNepuMeHTa» npoueaypsl. Ecnv npuaetcs Buibupate o6opyaoBaHne 1 nporpaMMHoe
obecneveHune, TO cnegyeT ykasaTb NpuUyuHbl caenaHHoro Beibopa. Ecnn TecT OydeT npoBoguThLCs Ha penpe-
3EeHTaTMBHON BbIBOpKe M3 06LLEr0 MaccBa Nognexallnx KOHBepCcUM/MUrpaLnum OaHHbIX, TO cneayert 3ag0Ky-
MEHTMpOBaTbk MeTod POPMUPOBAHUS BLIDOPKH.

HakoHel, cnefyeT yCTaHOBWUTb MOPALOK aHanu3a M OLEeHKU pes3ynsTaToB KOHBEPCUW WMKW MUrpauun.
Takyto oUeHKy crnefyeT JenaTb Ha OCHOBE HEMOCPEACTBEHHOINo COMOCTABEHUSA MOMYYEeHHbIX PesynsTaToB
C OXuOaembiMu, KOTOpble BbinK yKa3aHbl MpyM NO4roToBKe TecTa. AHanwuz crieqyeT NpoBOAWMThL Takum obpa-
30M, 4TOObl 0Gecne4YnTb BbISIBNIEHWE U JOKYMEHTMPOBaHME BCEX HEMpPeaBUOEHHbIX pesynbsraTos. Hanpumep,
aHanu3 MOXeT nokasaTtb, 4TO BblIbOp (coenaHHbli No coobpaxeHuam Be3onacHoOCTW) BapvaHTa KOHBEpCcUW/
MUrpaumm coobLLEeHWNIA 3NEKTPOHHOM NOYThl C MCNOMNb30BAaHWEM ABTOHOMHOW CUCTEMbI MPUBEN K HEyOa4YHOW
KOHBEpCcUM paga coobLeHWi, B KOTOPbIX MCNOMb30Bancs BCTpoeHHbin HTML-kog ansa noarpysku rpadude-
CKux 06pa3oB U3 BHELHUX MCTOYHMKOB.

7.4.3 War 2. HacTponkKa cpenbl TECTUPOBaHUA

Cnepnyet obecneunTb HaANexallnin ypoBeHb NOArOTOBKY MPUBEKAeMbIX ONepaTopoB M FTOTOBHOCTL MH-
dhpacTpykTypbl, 000pyAOBaHWSA M MHCTPYMEHTOR K MPOBEAEHUI0 TeCTUPOBaHKA. Hy)XHO NoAroTOBUTL TECTOBLIN
Habop gaHHbIX, HA KOTOPOM B AanbHelweM ByaeT NpoBOAUTLCS TECTUPOBAHUE.

7.4.4 War 3. BoinonHeHWe TecTa

CnepyeT BLINONHUTE TECTOBYH KOHBEPCUIO B COOTBETCTBUM C NNaHOM. TecTsl criefyeT NpOBOAUTL TOIb-
KO Haj BKMOYEHHbIMW B TECTOBbIN Habop OaHHbIX KOMUAMW UCXOOHLIX JOKYMEHTOB, @ He Haj WCXOOHbLIMM
OaHHBLIMUA.

Ecnu BbiNoNHeHWe TecTa OTKMOHAETCA OT nnaHa, 3TU OTKIIOHEHUA crefyeT 3aJ0KyMeHTUpoBaTh. B oT-
yeTe HeobxoQUMO 3a40KYMEHTUPOBATL Pe3ynbTaThl TECTA M UTOMM UX aHanuaa.
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7.4.5 War 4. AHanu3 pe3ynsLTaToB TecTa

OcHoBHOE BHUMaHWE NpW aHanv3e pe3ynsTaTtoB TecTa crnegyet obpatuTe Ha To, BbIWM MU JOCTUTHYTHI
oXxuaaemsle pesynsratel. CnedyeT yCTaHOBUTh, MOBNUANY MM MMEBLUME MECTO HenpeaBUAeHHbIe pe3yneTaThl
Ha Xenaemble UTOTM KOHBEpPCUM/MUTrpaLuK (BO3MOXHA CUTyaluus, KOr4a B Xo4e TecTa xenaemMble pesynsrathbl
©bInu QOCTUMHYThI, O4HAKO Npouecc bbin NpU3HaH HENOAXOAALUMM U3-3a OOMNOMHUTENbHbBIX HENPEeABUOEHHbIX
pe3ynbTaToB).

7.4.6 Llar 5. NMoaroToBKa oT4yeTa O pe3ynbraTax

Ecnn TecT npu3HaH ycnewHbIM, TO OTYET O ero pesynsraTax CTaHOBUTCH YacTblo KOHTEeKCTa AnS MNof-
nexalux KOHBEPCUM MW MUrpaumMy SOKYMEHTOB, MOCKOMBKY OH AOKYMEHTUPYET KntodeBoe cobbiTve B Xxoae
XW3HEHHOTO LWKNa 3TUX JOKYMEHTOB. Takne oT4eTbl cnedyer coxpaHaTb, No KpanHeln Mepe, 0 Tex rnop, noka
He MCTeKyT CPOKW XpPaHeHWs1 BCeX COOTBETCTBYIOLLMX KOHBEPTUPOBAHHBIX/MUTPUPOBAHHBLIX JOKYMEHTOB, Nnbo
B TEYEHMEe CPOKa XpaHeHWs, YCTaHOBMEHHOro 3aKoHo4aTenbCTBOM AN nodcbHbeix oTyeToB. Ecnu no utoram
TecTa oXuMaaeMblil pesynsraT He Bbin JOCTUrHYT YAOBNETBOpUTENBHEIM 00pa3oM, TO OTYeT cnedyeT coxpa-
HWTb N9 Uenev 4OKYMEeHTUMPOBaHWA NepecmoTpa oxugaeMoro pesynsrarta NMbo M3MeHeHUIn B cTpaTeriu.

OT4eT 0 pesynbrartax TecTa AOIKeH CTaTb 4acTbi OCHOBbI A5 MOCMEAYIOLLEero nnaHa, BHe 3aBUCUMO-
CTW OT TOro, BbINy MW pesynesTaThl TECTa Y40BNETBOPUTENbHLIMKU UNK HET. Ecnin TecT Bbin HeyaaYHbIM, TO CO-
[AepXallascs B oT4eTe 0 ero pesynsratax uHdopmaumsa asnsercs Ha3oBol NpU TECTUPOBAHUKM CKOPPEKTUPO-
BaAHHOW MeToaoMnorMn KoHsepcuu/murpauni. Ecnu Tect 6bin yo0BNETBOPUTENBHBLIM, TO OTYET O HEM SBMSIETCH
4aCTbi OCHOBbI AN BanuaaLumn peanbHOro npowlecca KoHsepcun/mMmurpaummn. Hanpumep, B xoge tecta MoryT
ObITb JOCTUTHYTBI OXMOAeMble pe3ynsTathl, HO MPW 3TOM MOXET ObiTh BbiIBMNEHA BO3MOXHOCTb MOSABNEHUS
onpegeneHHeix ownbok. B cnyyae BO3HMKHOBEHWS OLWIMOOK MOXKET BbiTh MPUMEHEeHa onepauus oTkaTa.

Bnarogaps aTum 3HaHuAM aTan Banvgauun ByaeTt npegycmaTpuBaTb KOPPEKLMH Taknx OLWMBOK.

7.5 KoHBepcua/murpauyus

7.5.1 O6wue nonoxeHns

KoHBepcuo/MuUrpaLmMo UCXOOHbIX JOKYMEHTOB CrefyeT OCYLLeCTBNSATL B COOTBETCTBMY C OBLLMM nna-
HOM, BKMIOYAKLMM U3MEHEHWS, BHECEHHLIE MO UTOraM aHannaa pe3ynsTaToB TeCTUPOBaHUS.

7.5.2 lWWar 1. MogroToBKa K KOHBepCcHUU/MUrpaLum

CnegyeT nony4nTb BCce HEODXOAMMblE pa3peLleHns Ha BbliaeneHe HeobXoauMbIX N5 NPOBEAEHNA KOH-
BEpCUW/MUTPaLKN pecypCcoB.

Hy>xHo ybeanTbCcsl B TOM, YTO MCXOAHBIE AOKYMEHTHI 0 Hadana npowecca Beinv npoaybrnupoeaHsl. 3TK
AybrnvkaTel cnyxaT CTpaxoBOW KOMWeW Ha crydvan yTpaTtbl UINKM NOpYU OOKYMEHTOB B XOOE KOHBEpPCUMW UMK
MUrpaumm.

CnegyeT BbIMONHUTL BCE ONepauuun no OYUCTKE OaHHbIX, NPeayCMOTPEeHHbIE HAa 3Tane nraHWpoBaHWUs
(cm. 7.3.4).

7.5.3 LWar 2. OT60p [OKYMEHTOR ONnA KOHBepcun/mMmurpaumum

MogpobHoe onucaHWe KoHTeHTa W dopmarta obpasylolnMX 3NEeKTPOHHbIE AOKYMEHTbI KOMMbIOTEPHbIX
charnoB 1 ux B3aMmocesasell, obecrneyrBaloLLee HaJeXHY MHPOPMaLMIo 0 JOKYMEHTax Ha TOT Cny4Yau, ecrnv
BMOCNeAcTBUM NOHAOoBUTCA X KOHBEPTUPOBATL MMM MUTPUPOBaTh, UMEET peLlarlliee 3Ha4YeHe AN yeneL-
HOrO BbIMOMHEHWSA KOHBepcuA/Murpauuin. OHO Takke NMones3Ho And COXpaHeHWs CnocoBHOCTU OAOKYMEHTOB
CNY>UTb B Ka4ecTBe CBUAETENbCTB AeMNOBbIX TPaH3aKUWK.

Bce aneKkTpoHHble OOKYMEHTHI CYLLeCTBYIOT B Buae 06bekToB. KpaliHe BaxHO, YTobObl BCce 06pasyLme
OOKYMeHT 06beKTbl (KOMNOHEHTbI) BbiNM NOeHTUHULMPOBaHbLI U cobpaHbl BMECTE MpU BbINONHEHNN KOHBEP-
cun unu murpaumn. CnegyeTt MMeTb B BUAY, HYTO MEXKAY 3MEKTPOHHbIMW AOKYMEHTaMu W NpeacTaBnsaiowLumm
MX KOMMOHEHTbl 06bekTamMu MOryT CyLLIeCTBOBAaTbL B3aWMOCBA3N TUNa «OAMH K OOHOMY», «OOWH KO MHOTUM» W
«MHOMMe K OQHOMY».

Bo3amMoXHbI cnefyolne cuTyaunm:

a) ogHOMY OOKYMEHTY COOTBETCTBYET OAWMH OBbeKT (HampuMmep, MUCbMO MOXET NpedcTaBnaTb coboi
OOWH 3MNEKTPOHHbLIA TEKCTOBLIA hann);

b) ogHOMYy OOKYMEHTY COOTBETCTBYHT HECKOMNbKO OOBLEKTOR (MPUMEPOM MOXET CMYXUTh coaepxallas
TEKCT W YeTbipe rpacuyeckux nsobpaxeHuns Beb-cTpaHuua, KoTopas hOpMUPYeTCH Ha OCHOBe MATH 00bek-
TOB);

C) HECKONbKO AOKYMEHTOB COOTBETCTBYHOT O4HOMY 06LEKTY (ecnu, Hanpumep, obbekToM sisnaetca baza
OaHHbIX, KOTOpasa MOXEeT COOAepXaTb MHOXECTBO JOKYMEHTORB).
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Moanexalimin KOHBePCUU/MUTPALIMKN KOHTEHT cnegyeT MaeHTM(UUMpoBaTL NOCPeaCcTBOM ONUCaHNS O0-
KYMEHTOB (BKMYas CBEAEHUs O AuManasoHe AaT, NPOUCXOXOEeHUU W Tak danee, a Takke 06 obbekTax 1 ux
MECTONONOXEHWUN).

Mpumep 1 (Havano) — JokyMeHmMbI, KOHeepcUr/Mu2payuro KOmopbIx npedrnonazaemcs npoeecmu, npeo-
cmaensaom coboll 2IeKMPOHHYH Mepenucky 2eHepanbHo2o dupekmopa 3a nepuod ¢ 1990 no 1995 2. Kaxdbii
makol doKkymMeHm codep)Xum meKcmoeakle 31eMeHMbl U MPpunoxeHus (8 0CHOBHOM fpe3eHmayuu).

Bce 0GbekThl CyLIECTBYOT B TOM Unu MHOM dhopmarte. 3HaHue dhopmarta gaeT MHOPMaUWio O CTPykK-
Type 06bekTa, U OHO HeobXoaMMO AMsi MPaBUILHOIO OTOBpa)eHWs JoKyMeHTa. YacTo Takke Heobxogumo
3HaTb, YTO 03HAY2T 06LEKTLI (MPW YCNOBWMM MX MPaBUNbHOMO oToBpaeHus). CrnenyeT cobpaTb UHGopMa-
LUK 0 hopmare U 3HadeHU 0BbeKToB U A0BaBWTL ee K UX ONUCaHUI0.

WHorga dopmaT 06bEKTOB MOXET ObiTh YCTAHOBMEH MPOCTO MO MMEHM MPOTPaMMHONG MPUNOXeHWs,
KOTOpOE WUCMOMb30Banock ANA UX co3OaHua U XxpaHeHuda. [ononHUTenbHaa onuckiBalWwasa dopmMat uHdop-
MaLmns MoxeT noTpeboBaTbCs, HanpuMep B Criyyasx, korga 0bbekTbl:

- BbINK CO3AaHbI C UCTIONb30BaHWEM ManopacnpocTpaHeHHbIX (HanpuMmep, pazpaboTaHHbIX CBOUMK CU-
namu UNu ycTapesLUMX) NPorpaMMHbIX NPUINOXEHW;

- CYLECTBYIOT B Buae 6assbl 4aHHLIX C NOMNSAMU ONpPedeneHHoro pasmepa;

- UMEIOT onpeaeneHHbie (PYHKUMOHANbHbIE WK NOBEOeHYEeckMe acrnekTbl (MPUMEPOM MOTYT CNYXWUTb
Beb-caiTbl U hainbl CUCTEM aBTOMaTU3NPOBAHHOTO NPOEKTUPOBAHUS).

Tpebyertca Takke uHpopmauus (T. e. MeTagaHHbie), Heobxoaumas AN NOHUMAaHWSA CMbICMA BCEX OTO-
Bpaxaembix 06beKToB. 3Ta MHOPMAaLMA CBA3aHa C MOHUMaHMEM camoro o6bekTa WU ero B3auMOCBA3ed ¢
APYTMMU 0BbEeKTaMK (ECNKM TAKOBLIE MMEKTCA), BMECTE 06pasyoLUMM NOMHbIA JOKYMEHT.

Tpumepbi:

1 (npodomxkeHue) MeHepanbHLIl dupekmop Ona ynpaeaeHus codepkawuMUCs @ 3JIeKmpPoHHol noyme do-
KymMeHmamu npumeHsisi noumosoe npunoxeHue Eudora eepcuu 6.0. [Toumoeoe rpunoxeHue UCNONL308AN0CH
8 Kayecmee cucmeMsbl ynpaeneHuss dokyMeHmamu, u, kak cnedcmeue, ycmaHogums damy nosyyYyeHuUs unu om-
npaeku npucoeduHeHHbIX halinoe MOXHO 6bUT0 Nuwb eGUHCMEEHHbLIM CMocoboM — Yepes UX 83aUMOC8A3b
€ coobueHUAMU 371eKMPOHHOL noymsl. CoobueHuss 3/1eKmpPoHHOL NoYmbl, uMeroujue cmamyc 0o0KyMeHmos,
CHabeHbl KnaccuguKkayuoHHBIM KOOOM 10 KopropamueHoU KnaccugukayuoHHOU cxeme (HoMeHKnamype den)
1992 2.

2 Onsa noHumaHus 6a3bi demozpaghuyecKkux 0aHHbIX HYXHO UMems UHgopMayuro o mom, 4ymo «1» e nose
«Nos» 03HaYaem MYKYUHY, a «2» — KeHUWUHY.

3 Ansa npasunbHo20 omobpaxeHUsa U OCrpusamusa eeb-cmpaHuybl mpebyemcss He NPOCMO Mokazamb
2paghudeckoe uzobpaxkeHue, HO U NoKaszams €20 € onpedesleHHOM Mecme Ha cmpaHuuye, pgsdom ¢ onpedeseH-
HbIM MeKcmoMm (Hanpumep, MoopuUCyHOYHOU MOONUCKLHD).

HakoHeu, HyHO cobpaTte MHGOPMAaLKID, KOTOPast:

- YHUKanbHbIM 06pa3soM MOeHTUUUUPYET MAacCUB AOKYMEHTOB, OTODPaHHbLIX ANA KOHBEPCUM UMW MU-
rpaunu;

- OTpakaeT B3avMOCBA3W NOANEXKallUX KOHBEPCUMU/MUTPaLMU OOKYMEHTOB C NPOYMMMU, CBA3AHHLIMW C
HUMM, JOKYMEHTaMu UMK NMoToKaMu1 paboumx NpoLeccos;

- ONUCLIBAET NPOUCXOXKAEHWNE UMM UCTOYHUK OBBLEKTOB, BCE BHECEHHbBIE B HUX U3MEHEHUS, a TaKkxkKe cBe-
OeHUsA 06 X OTBETCTBEHHBIX XPaHUTENsX;

- NOATBEPXKOAEeT WM YCTaHABNWBAET LENMOCTHOCTb OaHHbIX UMW OMUCLIBAET NMpoLecchl BepudurKaumnm
06BLEKTOB (HanpyrMep, 3MeKTPOHHbIE LUMPOBLIE MNOANUCY UMK NHbIE KpUNTOrpaddUyeckne MexaHuamebl), KOTO-
pble UCMOoNb30Banuck UMK NPOOOMMKAaT UCTONb30BaThCH.

Mpumep 1 (okoH4YaHue) — B 6asze daHHbIX CO ceedeHUAMU O Npoueccax KoOHeepcuu 3JIeKMPOHHOL NoYmo-
8oll nepenucKe 2eHepanbHo20 dupekmopa 3a 1990—1995 22. npuceoeH uHdekc 2005-001. Cena3b 31eKMPOHHOU
nepenucku ¢ dpy2umu GoKyMeHmamMu op2aHu3ayuu ycmadoeaJsieHa nocpedcmeom denoeoll knaccughukayuoHHOU
cxembl. fJo 1996 2. anekmpoHHas noyma noddep)kusanack Ha KOPIOpamMuUsHOM cepaepe, nocie Yezo 6bina nepe-
nucana Ha nleHmy ¢ UcnoJib308aHueM KOHMPOoupyemMozo npoyecca u danee xpaHunack e UT-nodpasdeneHuu.
OmdenbHble ucxodsujue nNUcbMa WuUgposanuchk nNpu nepedaye ¢ MNOMoOUwLI nMpoapaMmbl PGP, HO xpaHamcs e
He3zawugpoeaHHoM eude. [Jocmyn Kk neHme umMenu monkko compydHuku UT-nodpasdeneHus.

7.5.4 War 3. HacTpoWka cpegbl NnpoBegeHUs KOHBepCcUU/MUrpauum

Cnenyet npyvobpecTn u HacTpouTe 06opyadoBaHMe U NporpammHoe obecrnevyeHune, Heobxogumble Ans
NpoBefeHWUsi KOHBEPCUM MMM MUTPaLIUK B COOTBETCTBUM C NNaHoOM. B uaeansHoM criydae cpefa TecTUpOBaHUA
ByneT coBnagatb CO CPeaoM, UCMOoNb3yeMon NS peansHoro BbIMOMHEHWUS KOHBEPCUM UM MUTpaLIMK.
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CnepgyeT obecneynTb NPOTOKONMPOBAHNE BCEX CBA3AHHbLIX C KOHBEpPCUER/MUrpaumein 0encTBUIA, BbINOM-
HAEeMbIX B Cpefe NpoBefeHWs KOHBepcuu/murpauun.

7.5.5 Wlar 4. BeinonHeHWe KOHBepCcUU/MUTpaLum

Habop gencTBuii, BEINONMHAEMbIX B paMKax NpoLiecca KOHBEPCUKU UNU MuUrpaLmu, OyaeT BapbMpOBaThCS
B 3aBMCUMOCTHW OT CINIOXHOCTU MpoLecca. Tak, HanpuMep, HEeKOTOpble BUAbl KOHBepCcUW/ MUrpauun ByoyT BKIO-
YyaTb JEWACTBUA MO U3BNEYEHUIO OaHHbIX.

7.5.6 Llar 5. MNpoBepka Ha Hann4ue oWUBOK U UX UCNpaBfieHUe

CnenyeT BbINOMHATE MPOBEPKY KayecTBa C TeM, YToObl BbISBNATL HeNpeaHaMepeHHble OWKBKK, cno-
cobHble NOBMMATE Ha LeNOCTHOCThL AaHHBIX B X0o4e npouecca KoHBepcuu/Mmurpaumuy. Takyro NpoBepKy crieqyeT
OCYLLEeCTBNATbL HEeNPEpPbIBHO Ha NPOTAXEHWKM BCEro npouecca C BbiNOMHEHWEeM OKOHYaTerbHOW NpOoOBepKu B
KoHLe. [MoCTOSIHHBIN KOHTPOMb Ka4ecTBa ynpoLlaeT BbiABNEHWE W ycTpaHeHue npobrnem u obecnedvnBaet 6o-
nee KayecTBeHHOE JOKYMEHTUPOBaHWE onepauuii.

KoHTponupoBaTb Ka4ecTBO MOXHO MOCPEACcTBOM WMCMOMb30BaHUSA KOHTPOMbLHBLIX CYMM, BblYWMCNAEMbIX
OIA KaxkOooro dpanna gaHHbIX, anropyTMOB XEWWPOBaHUA UMMM CUCTEMHbIX KYPHAnNoB, B KOTOPbLIX MPOTOKOMM-
pyloTcs BCe onepauun no nepenade ¢annos.

Bce BbisiBNeHHble oWNBKN AOMKHBI BbITh MCNpaBneHbl. [Ina 3To# Leny BO3MOXHO NpPOBEAEHWe corna-
COBaHWs (CBEPKW) AaHHbIX, BHECEHWE VMCMpaBNEeHMIA B PYYHOM PEXMME WX e NMOBTOPHOE NpoBedeHne one-
pauuu go Tex rnop, noka pesynbraTbl He CTaHYT COOTBETCTBOBATL 3aMnnaHMpoBaHHOMY LIENEBOMY COCTOAHUIO.

7.6 Banngauusa

7.6.1 O6LWure nonoxeHns

Llensto npouecca Banupauuu SBNSIETCS MPOBEPKA YCMELIHOCTW BLIMOMHEHWUS KOHBEpPCUW/MUrpauumm
3MNEKTPOHHLIX JOKYMEHTOB C TeM, YTOObI TPETbM CTOPOHLI B JOCTATOMHOW CTENEHW MO BbITh YBEPEHLI B CO-
XpaHeHWn JoKYMeHTaMWn ayTeHTUYHOCTW, HAAEXHOCTH, LUeNOCTHOCTA W NPUroAHOCTU K MCMOMB30BaHMUIO.

B 3agauv Banngauum BXxogaT:

- NpOBEpKa TOro, YTO B XOA4e KOHBEPCUM UMM MUTPaLMUKN He BbiNo BHECEHO HUKAKUX HENPUEMITEMbLIX UMK
HenpeaBUAEHHbIX U3MEHEHWIH W YTO ayTEHTUYHOCTb, HAOEeXHOCTh, LUENOCTHOCTL WU NPUrOAHOCTb K MCMNOSb30-
BaHWIO JOKYMEHTOB BbINM COXpaHEHDI;

- @aHanu3 1 oLeHKa BCex NOSIBUBLUUXCHA B pe3ynbTaTte KOHBEPCHUW/MUIrpauny pasnmymi B KOHTEHTE, KOH-
TEKCTe, CTPYKTYPE U NOBEAEHUU U NPUHATUE peLleHU B NX OTHOLUEHUMN.

B woeane Banugauus SormkHa NPoBOOUTLCS HEMPEPBIBHO MO XOAY NpoLuecca KOHBEPCUW UK MUTpaLnu,
a no ero 3aBepLUeHUM JOMKHA BLIMOMNHATLCS OKOHYaTensHas Banuaawums Bcero npouecca. Takon nogxod gaet
BO3MOXHOCTb ONEPaTUBHO UCNPaBNSATL CEPbE3HLIE HEQOCTAaTKN NMpoLiecca, YTo YyNpoLLaeT peLlleHne npobnem-
HbIX BONPOCOB W B KOHEYHOM CHETEe NO3BONAET CIKOHOMUTL Pecypchbl.

7.6.2 Lllar 1. HazHa4yeHne OTBeTCTBEHHbLIX NUL

Ha nuu, koTopblie ByayT BLINOMHATL BanuaauuMio npolecca, cnegyet BO3NOXUTL COOTBETCTBYHOLL YO OT-
BETCTBEHHOCTb. JTO HE JOIMKHbI ObITh Te XKe MoAW, YTO BbIMOMHANNW KOHBEPCUIO UMM MUrpaL Mo JOKYMEHTOB.
OgHumM uz cnocoboB pasgeneHnsa obs3aHHOCTEN MO BbIMOMHEHUK KOHBEpCcUM/MUrpauMn 1 Bannoaummn ss-
NAeTcA co3gaHue rpynnbl Banuaauunm v, npyv HeobXxoOMMOCTW, KOOPAWHALWOHHOM rpynmnbl Mo NpOBEeAeHUHo
Banugauunun.

7.6.3 llar 2. OnpegeneHne AeACTBMUIA, BbINMONMHAEMbIX B X04e Banugauuum

PaboTa no Banugauun HayMHaeTcsa ¢ onpedeneHns Habopa nognexawmx Banuoaunumy KOHKPEeTHbLIX Cu-
CTeM, KOMMOHEHTOB 1 OaHHbIX.

CnegyeT B TOYHOCTM ONWcaTh OeNCTBUS, KOTOpble HeoBXoaMMO BbIMOMHWUTL Ha Ka)X4oM U3 Laros npo-
uecca Banupauun, a Takke BCce BUAbl KOPPEKTUPYIOLWNMX EWCTBUIA, OCYLLEeCTBNAEMbIX AMNA UCNPaBNeHWs Bbl-
SIBMEHHbIX B XO4€e BanujauwWy HedocTaTKoB M ownbok. B pesynbrate gomkeH ObiTb paspaboTaH nnaH Ba-
nuaauuw, onpegensaWni Wwarn npoyecca sanuaauumv, NpMMeHUMbIE B YCNOBUAX Pa3NUYHbIX ONepaTUBHbIX
COCTOSIHWIA, U CLieHapuK, BbINOMHEHWE KOTOpbIX o6ecneyvynT nocTeneHHoe yKpenneHue OOBEPUsSt K NMpoueccy
KOHBEPCUWU/MUTPALUK U MOMOXET BbISBUTE MMEKLLMECH HECOOTBETCTBUA.

7.6.4 LWar 3. PazBepTbiBaHMe CUCTEMbI B cpege Banuaauum

Cnegyet obecneunTb Hagexallyii YypoBeHb NOATOTOBKM MPMBNEKaeMbIX ONepaTopoB M rOTOBHOCTL 060-
pyOooOBaHWUA U MHCTPYMEHTOB K NpoBedeHuo Banuaaunn. HyxHo cornacoBartk rpadpuk NnpoBeaeHns Banugauum
npoLecca KOHBEPCUMWU/MUTPAUUU U pe3ynbTaThl BEINOMHEHWSA €r0 NMYHKTOB B MMaHe NOCTaBKW, pa3BepThiBAHUS
n cneyudukaumin CUCTEMbI.
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7.6.5 War 4. BeinonHeHne Banugauuu

Mo 3aBeplLUeHUN KOHBepCUU/MUrpaLuy cnefyeT npoaHanvM3vpoBaTh €e pe3ynsTaTthl, AnA Toro YTobbl
yBeauThcs B MONMHOTE BLINMOMHEHUA KOHBEPCUW/MUrpaumMy bainoB OaHHbIX, a Takke B TOM, 4TO UaeHTUguLK-
POBaHHLIE W OMNMUCAHHbIE B MiaHe KOHBepCcUU/MUrpaunn gannbl AaHHbIX OblnK nepegaHbl B COOTBETCTBUM C
yKasaHuaMM.

Cnepnyet ybeouTecs B TOM, YTO BanuAauus BbIMOMHSETCA COMMACOBAHHO C NMaHamu, npoLeccaMu u
npouegypamMmu v Takum obpasom, 4Tobbl obecnevmBanach BOCNPOM3BOAUMOCTb AEACTBUIA, YCITOBUIA U Pe3yrb-
TaToB Banugauuu.

7.6.6 War 5. AHanus3 pe3ynLTaToB

[MonyyaeMmble B Xo4e Banugauuun gaHHble cnefyeT aHanu3upoBaTh C Uelbio onpefeneHns TeH4eHUUA v
3aKOHOMEPHOCTEN Heyaad (0TKasoB), NPUHATUS U NOATBEPKAEHUA TOro, 4To TpeboBaHMs BbiNKM BbIMNOMHEHDI,
a Takke C LLenbio BbISBIEHUs OWKMBOK N NOTEeHUWanNbHbIX PUCKOB HENMPUIOAHOCTKU ANA akcnnyatauun. Cnenyet
OOKYMEHTMPOBaTb U OTCIIEXMBaTh PeKOMeH4aLuM B OTHOLWEHWM cTaTyca npouecca U KoppekTupyowue gen-
CTBUA.

[Ons otcnexuBaHusa olunboK nepegayun pannos UNKM YTEHWS/3aNUCKM Ha HOCUTENW MHopMaLuK cnegyeT
MCMOMNb30BaTh XypHanbl npobrem (issue log). [NpyM NPOTOKONMPOBAHUM W ONUCAHWUM NPOBNEM HYXHO YKasbl-
BaTk crnefylolne cBedeHus:

- HoMep npobnemsbl;

- onucaHue;

- BEPOAITHOCTb (BbICOKAs!, CPEAHSAA UMK HU3KasA);

- BO3JelcTBue (CunbHoe, cpegHee unu cnaboe);

- caoepxuBalLlee aencteue (containment action) n ero Bnageneu;

- KparHWin CPOK;

- AaTa paspeLueHus.

7.6.7 War 6. NogroToBKa oT4yeTa o0 pe3ynkratax Banuaauuu

Cnepyet nogrotoButb oT4eT 06 obecnevyeHUn Ka4ecTBa UK 3anonHUTL OpMy, KOTopasi AeKNapupyer,
4YTO KOHBEPTUPOBAHHbIE/MUIPMPOBaHHBIE JOKYMEHTLI OblNK NPOBEPEHEI, YTO B pe3ynksTaTe CpaBHEHWS MHAOop-
MaLMX B MeTaZaHHbIX C COOTBETCTBYHLLEN MHOPMaLMen B UCXOOHbLIX AOKyMeHTax Bbina noareepxaeHa ee
HEW3MEHHOCTb B MOMHOM 0bbeme, YTO BCe JOKYMEHThI ObiNn JOMmKHEIM 06pa3oM KOHBEPTUPOBAaHbLI/ MUTPUpOo-
BaHbl M YTO B XOl€ NPOLIECCa KOHBEPCUW/MUTpaLM1M UCNoNb3oBanuch Bce HeobxoovMmele npoLeanypbl KOHTPO-
ng. B otyeTe crnepyeT ykasaTb, YTo Obi NpoBedeH BU3yarnbHbIM KOHTPOMb Cy4aiHOM BEIDOPKWM KOHBEPTUPO-
BaHHbIX/MUTPUPOBAHHbIX OOKYMEHTOB W YTO HET OCHOBAHWI nomnarath, YTO Kakne-nubo WCXOOHbIe OaHHble
Obinu yTpadeHbl. PekomeHgyeTtcs, 4To6bl 06beM TakoW BbIGOPKKM ObIN HE MeHee YCTaHOBMEHHOro MUHUMarb-
HOro NMpoueHTa BCeX KOHBEePTUPOBAHHLIX/MUIPUPOBaHHbLIX OaHHLIX U 4TODObI BeiGOpKa Gbina penpeseHTaTue-
HOW MO OTHOLUEHUIO KO BCEMY MacCUBY KOHBEPTUPOBAHHbLIX/MUTPUPOBAHHBLIX AOKYMEHTOB, a TakKe oTpaxana
BCE KOPPEKTUPOBKW, BHECEHHLIE B Lienesyo nnardgopmMy. OT4eT fomKeH BbiTh yTBEPKOEH OTBETCTBEHHbLIM 33
npoBefeHne sanugaumm nuuom.

B oTyet Bknto4akoTCA, HanpuMmep, cnegylowme cBeAeHus:

- 4T ObINIO CAENaHO N Kakne pesynbraThl OblIM NOMYYeHbl;

- BCe BOMpochl, noTpeboBaslwmne 0coboro BHUMaHUs;

- BbINOMNHAMNACHL Ny Npouenypa sanuoaunm,

- KpaTKoe ornucaHue Bce CO3AaHHON OOKyMeHTauuu;

- CBEOEeHWA O MecTe XpaHeHWs JoKyMeHTauMmM no Banuaayunu;

- CPOKM XpaHeHWs JOKYMeHTaLMK No KOHBEpCUM/MUrpauumn 1 sanugaunm.

7.6.8 llar 7. O6HoBNEeHWe onucaTensbHOW MH(OpPMAaLMKU O JOKYMEHTAX

Mocne Toro Kak NpoBefeHa Banvaaunsa npouecca KOHBePCUU/MUTpaLun U HOBble, KOHBEPTUPOBaHHbIe/
MWUIPUPOBaHHbBIE BEPCUN JJOKYMEHTOB YXKEe MOXHO UCMOMbL30BaTL AOMOMHUTENBHO W/WUNMKY BMECTO MCXOOHLIX O0-
KYMEHTOB, criefyeT 0OHOBWMTb MHPOPMAaLMIO, OTHOCSLLYIOCS:

- K MOeHTUUKaUnm JOKYMEHTOB;

- KOHTEHTY, KOHTEKCTY, CTPYKTYpe W NoBeSeHWIO0 OOKYMEHTOB;

- UBMEHEHUSIM B JOKYMEHTaxX, B TOM YMCIe K TEM U3 HUX, KOTOpbIe 3aTparMBarT ayTEHTUYHOCTb, HaOeX-
HOCTb, LeNOCTHOCTb M MPUrOgHOCTb K MCMONb30BaHMI0O JOKYMEHTOB (O TOM, Kak cobupaetcs onucatenbHas
WHdopmaLuma 0B UCXOOHBIX OKYMeHTax, cMm. 7.5.3).

Kak npaBuo, cChiNMo4YHbln MOEHTUPUKATOP U MH(POPMaLKUA O B3aMMOCBHA3HAX HOBOW BEPCUM JOKYMEHTOB
OCTaKTCA HEU3MEHHbLIMU MO CPABHEHUK C MCXOOHOW BEPCUEN.
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7.6.9 War 8. YnpaBneHne NcXogHbLIMU JOKYMEHTaMu

CrnepgyeT pewunTb BONPOC O AanbHenwen cyabbe MCXOOHOW BEPCUM OOKYMEHTOB. Kak MUHMMYM, 3Th
OOKYMEHTbI CnefyeT BbIBECTU U3 Cpefbl ONepaTUBHOIO UCMONb30BAaHUA U COXPaHATL OO TeX Nop, NoKa HoBas
BEpPCUSA OOKYMEHTOB He OyOEeT MHTEerpupoBaHa B Cpedy ONepaTUBHOMO UCMONb3oBaHuA. [ancHelee coxpa-
HeHWe (B TedeHWe OnpedeneHHOro Cpoka UMM MOCTOSHHOE) NMMBO YHUUTOXEHWE 3TUX OOKYMEHTOBR [JOMKHbI
pernaMeHTUpoBaTbCs NONUTUKOW OpraHu3auny B obnacti ynpaBneHus OKYMEeHTaMu C y4eTOM COOTBETCTBY-
lOLLEe OLIEHKW pUCKa.

7.6.10 War 9. BeegeHve HOBOW BEPCUM JOKYMEHTOB B ONepaTMBHOE UCNONb30BaHue

CnepnyeT NoAroToBWTL MaH-rpadnk MHTErpaLnn HOBbIX, KOHBEPTUPOBAHHLIX/MUTPUPOBAHHbLIX AOKYMEH-
TOB B Cpefdy OnepaTUBHOro Mcnons3oBaHua. OnpeneneHHbil Nepnos onepaTtyMBHOMO MCMONb30BAHUSA MOXET
ObITh BKIIOYEH B NpoLecc Banuaauumn, okasbieas OAHOBPEMEHHO BrUSIHWE HAa MPUHATUE pPeLleHus O ganbHen-
we cyabbe NCXO4HbIX JOKYMEHTOB.

7.6.11 War 10. AsTopM3aumn

OpraHmsauns aorxHa ObiTe roToBa K TOMY, YToObl NPEACTaBUTL CBOW LOKYMEHTLI MO NPOLECCY KOHBEP-
cuu/MurpaLmMm B kadyecTee O0Ka3aTenbCTBa B TEYEHWE BCEro nepuoaa BpeMeHU, Noka coxpaHaeTca notpeb-
HOCTb B 3TUX JOKYMEHTAX.

[na yooBneTBOpeHWsa NpegbsaBMsAeMbiX K OOKasaTenbcTBam TpeboBaHWi crefyeT BKMKYUTL B OOKY-
MEHTaLMIO CBEAEHWSI O TOM, YTO KOHKpeTHoe 00opyaoBaHue, UCNofb30BaHHOE Afs NPOBEAEHWNA KOHBEPCUI/
MUrpaLmm, Ha MOMEHT ee BbinonHeHust Bbino B xopolwem paboyem coctosHuK. XKypHanbl ayguTa, MCnonb3o-
BaBLUMECH A5 MPOTOKONMPOBAHWUS TpaH3aKLMid B XO4e KOHBEPCUW/MUrpaunmn JOKYMEHTOB, crnegyeT UCnosb-
30BaTh B Ka4ecTBe [0KazaTenbCcTBa, MoATBEpXKatoLero adeKkTUBHYK paboTy obopynoBaHus.

Kpome TOro, ucnons3oBaHne obopyaoBaHUs U MporpaMmMHoOro obecnedeHusi Ans BbIMOMHEHWA KOHBEpP-
cun/mMurpauumn cnepyeT Hagnexawum obpa3om aBTOpU30BaTh W cnedyeT MMeTb AoKalaTenbCTBa TOro, YTo
KOHBEPCUS/MUTPaLNUs N YHUHTOXKEHME MCXOOHbBIX LOKYMEHTOB MPOBOAWMMCH B pamKkax ODblMHOW NoBcegHeB-
HOW NMpPodeccUoHanbHOW OeATENbHOCTH.

Ecnu uenesble 4OKYMeHTbI MMetoT 6oMbLLOe NPaBoBOe 3HaYeHUe, TO OpraH13aLumn cnegyeT ceptTuduum-
pOBaTb UCMOMb3YEMbIV €K MPOLIECC KOHBEPCUU/MUTpaLMm.

YnomsaHyTasa Bbille OOKYMEHTaLUA OOMMKHA NOAOepXKMBATLCA TakMMm obpa3om, YTobbl B AONTOBpEMEH-
HOW nepcrekTuBe obecne4vymMBanuch ee LeNoCcTHOCTL, ayTEHTUYHOCTbL, HAAEXKHOCTE U NMPUTOAHOCTL K UCMOIMb-
30BaHN0 — [0 TeX Mop, Noka coxpaHsaeTca NnoTpebHOCTbL B Hel.

8 MoHuTOopUHr

Mepbl KOHTPONS 1 yNpasBneHus 1 ninaHbl MOHUTOPWHra oGecneynBatoT NpoTeKaHne npouecca KOHBepPCHK
MM MUrpaLMn:

- B COOTBETCTBUMU C OEMNOBbIMU TpeBoBaHUAMM,

- ¢ cobniogeHneM ycTaHOBMNEHHOTO rpadiuka;

- Takum 06pa3oM, YTo NPOLECC BbINOMHAETCS B COOTBETCTBUMU C YCTAHOBNEHHBIMU KPUTEPUAMU;

- C NpoBeAeHNeM NepuoaNYEcKUX Haa30PHbIX MPOBEPOK, a TakkKe

- ¢ oBecneyeHneM perynapHoi oTYETHOCTU U BHYTpeHHero obMeHa nHgopmMaunein B pamkax opraHuaa-
L.

Mepbl KOHTPONA 1 yrnpasneHnusa 1 nraHbl MOHUTOPUHIa crneayeT paspaboTaTe 4O Hayana npoekTa, oT-
PasuB B HUX KaK oTEOp, BHEAPEeHWe 1 3KCNyaTaLluio NPorpamMMHOro NPUIOXKeHUs!, Tak M KOHBEPCUIH/MUrpaLnio
AaHHbIX. HegocTatouHo BBECTM Mepbl KOHTPOMS M MOHUTOPWUHT BO BPeMsl U NOCMNe BbINOMHEeHUs KoHBepcuu/
mMurpauuun. na Toro, 4ytobbl AOKa3aTh HAOEXHOCTbE KOHTPOMA M MOHMTOPUHIa B XOO4e KOHBepcuu/Murpauum
OaHHbBIX BO3MOXHO NPUAETCA AoKa3aTh NpoABNeHue JOIMKHOM OCMOTPUTENBHOCTY NpK BbliBope U BHegpeHum
LeneBoro peLleHus.

Mepbl KOHTPONS U YNPAaBNEeHsa U MOHUTOPUHT 06GecneynBatoT:

- MPOBEPKY U JOKYMEHTUPOBAHUE CBA3M TPeBOBaHMIA C XapaKkTepucTMKaM CUCTEMBI;

- LOKYMEHTUPOBAaHNE NPOEKTUPOBaHUA cucTeMbl (0OLWee onucaHue, KOHMUrypauus, TEXHUYecKoe 3a-
daHue);

- aHanua ¥ JOKYyMEHTUPOBaHME MCXOAHOI0 Koda NporpaMMHOro NPUNOXKeHUs;

- TECTMPOBaHNEe NPOrpaMMHOro NPUNOXEHNUs (JOKYMEHTUPYHTCA MaH TeCTUPOBAHWS, TECTbI, CLIeHapuK
TECTUPOBAaHWA, pe3ynsLTaThl TECTMPOBAHUSA, OTUYEThI O BbISIBIIEHHLIX B X04e TeCTUPOBaHUs ownbkax, otyeTsl 06
WHCTanNNsAUMKU, CBoAHbLIE OTYETLI U CBEOEHUS O CBA3N TpeBoBaHWii ¢ XapakTepucTUKaMn CUCTEMbI);

- MOATOTOBKY U YTBEP¥KAEeHWe oT4eTa 060 BCeX BLIMOMHEHHbIX AeUCTBUSAX W paspelleHns Ha BHeapeHue.
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Mpunoxenue OA
(cnpaBo4Hoe)

CBefeHMsA 0 COOTBETCTBUM CCLINMOYHOTO MeXOyHapoOHoro CtaHgapTta HauMoHanNnbHOMY CTaHOaApPTY

Tabnuua JA.1

OBo3Ha4eHne 1 HanMeHoBaHne COOTBETCTBYHOLLEro HaunoHansHoro

O603Ha4YeHme CCbINOYHOro CreneHb
MexayHapogHoro ctaHgapTta COOTBETCTBUA cTaHgapTa
ISO 30300 IDT [OCT P MCO 30300—2015 «Cunctema ctaHOapToB no uHgop-

mauuy, BubnuotedHomy v magatensckomy geny. WHdopmauuma u
pokymeHTaumsa. Cuctemel ynpasneHus gokymeHtamu. OCHOBHble
NONOXKEHWSA U CNOBapPb»

M pmMedHyaHne — B HaCTDFlLLlef;I TaGJ'IVILlE Mncnonbe3oBaHO cnegykwuee yCcrioBHoe obozHa4eHre CTeneHn cooT-

BETCTBWSA cTaHOapTa:
- IDT— naeHTWYHbIA cTaHOapT.
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