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MaCcT P MCOM3IK 27036—2016

MNpeaucnoewne

1 NOArOTOBRMNEH OHwecTroM C Orpaiu4eHHOA OTRETCTEEHHOCTEK « 300 Texs Ma ocHoRe CoDCTREH-
HOTO NEPEB0aa Ha PYCCKWA A3kiK aHINORIRIMHON BEOCHM CTAHOADTA, YHAIAHHOM B NyHETe 4

2 BHECEH TexHn4eciym KOMATETOM No CTaHdapTHzauxM TK 459 cMudopmau-orHan NoO0gepska wna-
HEHHOM LMKNA HI0ENnis

3 YTBEPXOEH W BBELEH B AENCTBVE MNpukazom $enepansHoro areHTcTea no TEXHWYBCHOMY -
MYNADOBEAHKIO M METPONOMAW OT S wicna 2016 r. Mo B03-cT

4 HacToAwkrA cTaHgapT WOeHTHUHEH MexdyHapogHomy cTangapTy MCOMMIK 27038:2014 o Mudopra-
LUHOHHBLIE TEXHOMOrAK,. MeToas obecnederus BeaonacHocTi. Tpeboaanka W METOAL! ANEKTROHHOMD LEHIYEK:
paosawuas (ISONEC 270382014 «information technology — Security techniques — Specification for digital
redactions, 1DT).

MpH NEAME&HEHWHA HACTOAWETD CTAKZARTA PEROMEHTYETCH HCTIONEIOEATE BMECTO COBNOHHBIX MEXIYHA-
poOHEE CTAHOAPTOR COOTEETCTBYMILME MM HALWMOHENEHEIE CTAH0apTH Poccriickod DPenepaumy, CRELEHMA O
KOTOD®IX NPHBEOEHE B OONONHATENBHOM NprnoseHni A,

5 BBEOEH BIEPBLIE

Mpaeuna ApuMaHeHUR Hacmoawess cmandapma yomadoanaess: ¢ NOCT P 102072 (paaden 8).
Hughopmauua of uaMedeHuAy & HacmomleMy chandammy nyGnuKyemcs @ exceodnom (Mo COCmOAnLIK Ha
1 ArEaps Mmekyweso 2oda) uHhopMaLLIoHNOM yRAZIAMeNe sHayuoHaANLHLE cimandapimely, & ouLUATLNBIT
IMEKCT UAMEREHUT L NTONDSE0K — § SXEWECAYHOM UHBODMILUCORRONM YEazamene «HaluoNanssbie cman-
dapmes. B cAyYas NEpecMompsa (3amenat) LAy OmMMelsl RACMoAWe20 cmandapma CcoomEsmoimeyIowes
yeedomnenue Bydem onyinurosano & SnUsaLen BalTYCKE EXREMECAYRIED UNGOOMALUONKEED FKaIaAMmERR
rHALUoRANEHEE CiMandapmbiy, Coomeemomayiowan Wibopmiagyua. peedorierue U MeNcmes DaIMaLyaion-
CA Makxe @ UNGhopMaUUoRRoD cucmane obilyesn NoNLICEaNLA — Ha ogdliluansHan calime PedepansHoss
S2EHMCMER N0 MEXRUYBCHOMY De2yTUDOSaRL U Memponozuy & cemu Humeprem (waww.gosiru)

E Crangaprandgropn, 2016

HacToAwmE CTAHAIPT HE MOKET BeiTe NONHOCTER WK YECTHYHO BOCNDoMIBEREH, THRANKMPORAH W pac-
APOCTOaHEN B KAYECTDE GPMUMANEHOrD waganra Ged parpeweHMs ©anepansHone areHTCTREa No TEXHUYecKD-
Ry DECYTHADOSBAHKIO 14 META0T0MIAL
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MaCcT P MCOM3IK 27036—2016

BerynneHue

MexoyHapogHan opradd3auda no cradgaptuaagnd MCO {International Organization for Standardiza-
tion. 150) 1 Mexgysapodsas anekTpoTexHMseckan kosmuceda M3K [International Electrotechnical Commis-
sion, [EC) eMecte oDpasyioT CNeyraniinpoBaHiyio CHOTEMY BOEMWPHOR CTaHgapTHIaLUHKM. HauxMoHansHobie
OpraHkl No CTAHGAPTHIAUWKA, ABNAWHech anenani MCO ume M3EK, npdHuManT y9acTie B paspaboTrie Mex:
OyHAPOQHLIX CTAHZADTOR Yeped TeXHNYECKME KOMWTETR, COZ0aHHEIEe COOTEETCTEYMWENR OpraMaauwmein gna
PACCMOTREHMA BONPOCOE, XACAMALMYCA KOHKDETHEX O0NAacTed TeXHWYeCKOR OeATenNbHOCTH. TexXHHYeCEHe
KopMUTETE VOO 1 M3K coTpyoHM4aioT B 0BNacTAX, NPeSCTARNSIOWHE BIaMMHBIE WHTepec. Odpyria mMewgy-
HApCOHBIE MPABHTENECTREHHBIE W HENDABATENBCTEEHHBIE OPrAHWIAUMKM B cOoTpyaHkdecTEe ¢ MCO 1 M3K
TaEMe NEWHAMAIT YYacTee B aT0d padote. B oGnacTd WHgopMaunoHHeER TesHonorid MCO 1w MOK coagansd
CosmMecTHeR TexHusecksi kommuteT MCOM K CTK 1 (ISOVEC JTC 1)

MewoyHapogHslie CTaMGapTe paipabaTHeaOTeA B COOTRETCTENM C NDABKNAMK, YCTAHOBNEHHLIMK B 4a-
cTH 2 Dupertee MCOMIK.

OcHoBHOW a3afa-eid CoamecTHOro TeXHWYeCKOrD KOMHMTETa SBNASTCA NOAMOTOBKS MewdyHapogHbIX
cTanfapTer. OnobpedHee CORBMECTHLM TEXHWYECKAM KOMWTETOM NPOEETEl CTAHAAPTOR PACCHUNANTEA Ha-
LMOHANEHLIM CRradam Ha ronocoeadve. Ana nybNUEagun B KAYECTEE MENOYHADOAHOID cTaMdapTa NPOeKT
Oonmsed BeiTe o0obper He MeHee 4em 75 Y HauWoHaNsHBIX ODraloBs, MPUHMABLIAY YHACTHE B rONOCOBEHHH,

CrenyeT MMeTs B BUAY, YTO HEKOTODSIE INSMEHTEl DAHHOM JOKYMEHTA MOMYT NOONALATE NOO AERCTEME
naredTHore. npaea. MCO 1 M3K He HecyT OTEETCTESHHOCTE 38 WIEHTHDUEALWK COOTEBETCTEVIOW MK NATEHT-
HilX Npas.

Crangapt WCO/MBK 27038 Guin nogroToaned TexHddeckiin Nogrosureros MK 27 «MeTonw v cpen-
CcTEa ofecneseHdA BeaonacHocTh BHpOoPMALKORHLIX TexHonorkhy CoBMEcTHOMD TexXHHYECKOrD KoOMHTETa
MCOMEK CTE 1 sMudopmadodsHslie TexHonordis (ST 27 IT Security technigues, ISOVEC JTC 1 Information
rechnalogy).
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MoCT P MCOM K 27038—2016

EeegeHne

HEROTOPRIE OKYMENTE MOTYT COQEPMATE MHDOPMaLMID, He NOANEKaLLYID PACKDETHY ONpedeneHH LM
rpynnam nwu mni coobiwectean. B To we BpemA ONA ITWX MPYNN NHY AN cooBWecTs MoTYT BTk PAcKpPRITE
MO HEHLHPOBAHHBIE J0KYMEHTEL, NONYYeHHLIE B PE3yNLTATE COOTRETCTEYIOWEA 0BpaboTen HCKOOHBIX DOKY-
MEHTCR, KOTORaA MOMET BEMOYaTe 8 cela yoanedwe paigencos, adiaues WNu NpegnoseHsil © yEaladnen, rge
ATO YMECTHD, Ha DakT ux yoaneHdua. Takol Npoyece HalkEIRTCA SUSHIVDMPOBAMMEME NOKYMEHTA.

SNEETOOHHOE UEHIYDWPOREHKWE JOKYMEHTOR ABNASTCA COABHWTENBHD HOBLIM JINeMEHTOM NDAKTWKKE
YNDABNEHWA OOKYMEHTAMK, C KOTODLIM CERA3aHE CNeUMdMHecke Npobnessl W NoTeHURansHEe pyackin. Boa-
MOKHOCTE BOCCTAHOBNEHWA YIANSHHMW B NDOUSCCE USHIYPHPDBAHWA WHODMALWE OOMHHE DeiTe WCKNKD-=
YeHa. CnegonartensH, Wy WHO NPHHATE MEDL, 4TOBL OTUSHIYDWPORaAHHaA WHdopMauxa Oeina yoanasa ma
ANEKTPOHHOMG JosymenTa Hea BOaMOSsHOCTH 88 BOCCTAHORNEHWA {HANDUMEpP, OHa He NomsEHa OeTh NpocTo
CIDATAHS BHYTPW HECTOSPAMASMBLIX ANEMEHTOS OOKYMENTA).

HacToRWKWA MEXTYHEPOOHLH CTAHZADT ONHCLIBAET METOOE INeKTPOHHOMD LEHIYPHDORANH KA INeKTPOoH-
HEts BOKYMEHTOE,

Mpougco LEHIYyPHPOBaHKMA MOKET TRKKE BKNINYATE B CalA YianeHWe METanaHibix OOKYMEHTE UK yOoane-
HWE ONPEdeneHHDN HMNOPTUDOBAHHOH [BCTARNEKHON) B aosymMesT refopMayy (Hanpumep, sactpaskeHna).

HMHorga xapakTep WHEOPMAaLUHK, YOaneHHOA M3 ANeETROHHOMD JOKYMeHTa B NpoUEeCcos UEHIYPUPOBaHWA,
MOMKHO ONPESEnKTE M0 KOWTEKCTY. HanpWmep, pasMep JNeMedTa. JamMeHAiowWens bobisapaineid dparmes,
MOMET YEAIHBEATE HA B0 ONHHY, 4TO NO3B0NAET GEAaTe NPESONONCEEHEA O CAMON YIANeHHOA HHDODMaLKm.
B HacToAwWes CcTaHOARTE BECOATCA 0Ba YPORHA UEHIYPHUDOBAHKAL

- GAICR0S YeHayprpoRande Ge3 YyueTa KOHTEKCTA;

= YCMMAEHHOE LEHIYDHUDOBAKKE, K000 KOMTEKCT NPUHMMASTCE BO BHAMAHWE,

MeTodbl LEHIYPUDCEAHKA MOMYT MCNONBEA0BaTECA GNA 0DEINKYKBAHWA KHPODMALKWK B QOKYMEHTE, Ha-
NEKMMED, MYTEM YOANEHWA W3 TEKCTa ONPEOEne HHEX MeH 1 damMdnni. Take MOWET MCNoNB30BATRCH YOane-
HIE W3 TEKCTA YHCEN W HOMEPDOE W HX J3MEHA CHMBONAMH-IAMECTUTENAMW BOOOE a XX X0,

W
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rocT P UCO/M3K 27038—2016

HAUWMOHANBHBIA CTAHOAPT POCCHMWMCKOW OEAEPALMM

MHpopMauMoOHHLIE TEXHOMOM MK
METOOEl OBECNEYEHMA BEZONACHOCTH
TpeBonaMua M METOfLl ANSKTROHAOMN LeHIYPHpORaHMA

Information technologies. Sacunty techregques. Specification for digial redaction

Oata seegensn — 2017—07—01

1 0O6BnacTb NpUMEHEHWA

HacToswmil CTaugapT yeTaHaennueaeT TREB0BaHMA K METOOAM, MCNONEIYEMEIM INA BEOONHEHUA ANek-
TROHMOTG LI@HTYDHEOBAHNA ANEKTROHHE QokyMeHToR. HacToAwMii cTaunapT Takke yeTadapnueaet Tpefiopa.
HMA K NPOrpamMMHBLIM MHCTRYMEHTAM GNA UEHIYDHPORIAHKA W K METCOAM TECTMPOBAMWA, NO3BOMAKLLAM yoe-
SWTLCA B TOM, 4T INEKTROHHOE LUEHIYDHPDBAHKE BRIN0 BEINCNHEHND HAANERALMM oBpazom.

B HACTOAWEM CTAHOADTE HE PECCMATRWBRETCA LEHAYDHPOBAHWE MHMopMaLY B §a3ax JaHHLIX.

2 TepMMHEI U onpegeneHHA

E HacToAWEM CTAHOANTE NPHMMEHEHE CRBOYIOWWE TEPMKHE C COOTBETCTEYIOWMME ONPEOenaHrAMN,

2.1 obeanvurBarMe (ancnymization): Npouece, NOCPELCTROM KOTOROMD NEpCOHanuHble JaHHoie Heob-
PETHMO MAMEHAKTCA TaKMM 0GPA30M, 4T0 CyDBLEKT NEPCOHANBHEIX NAHHBE VHE HE MONET GHTE MEAMD WM
KOCEEHHO WASHTWEDHLWPODaH ONepaTopom NEPCOHANLHLIX JaHHBX, DEACTEVICWWKM KaK B O0WHHCHEY, Tak W B
COTpYOHHYeCTRe © moboi apyroi cToposoi ).

[HMCO M3K 259100:2011, cnpegenexne 2.2].

2.2 pokyment [document). 3adukcHpoRaHRas MHDOpMALKA, KOTopana MoMeT obpabaTelBaTecA Kax
BOWHOE LIENDE.

Mpusmedadrne — JoxyMEHTE MOMYT COSEQHETE TEKCT, MI00PAKEHAR, BUGA0- 1 SYQWOHOHTEHT, METEOSHHBIE W
AHDE BRAMMOCBRISHHBIE KOHTEHT.

2. 3nepcoHansHisie ganksie; N0y (personally identifiable information. Pl): MoGas negopmauma, koTopan:

a) MoMeT DbiTh MCNONB3I0EAHA ANA KOEHTWEWEaWHA TOM CyOLeRTa MepocoHankHby DaHHsx, K KOTOpoMy
OHE OTHOCKWTCR, NKBo

b} KOTOPYIO BOIMOXHO NEAMC UMK KOCBEHHMO CBAIATE C CYOGREKTOM NEPCOHANEHE HaHMbxX" .

Mpumedadwa — [Npy OUSHEE BOIMOHHOCTH MEEHTAGAKALMK CyER8KTa NepooHanHeXE AaHHBIX Heoxoguao
NPHHATE B BHUMEHAE BES PAAYMHEE MEPE], HOTOPBIE MOryT GeiTh NPEGNPHHRTE 3AWHTERECOBAHHEIM MHALOM — ENa0S:-
Uk O3HHBEE WA M0G0 QpyroR CToORpoOHOA 4rA HOSHTHGHMEELMK COOTBETCTEYEILEND aMHSCHROND MMuE.

[MCO M3K 28100:2011, cnpegeneuke 2.9].

2.4 yenaypuposadMe (redaction). HeoSpatumoe yoaneswse WHhopMaUH W3 QOKYMEHTA.

2.5 akcnepr [reviewer) Juuo (nuua), NDOBCASWME IKCHERTMIY A0KYMEHTA HA NPEOMET BRIMONHEHKA
TpEBOBaHHA K LEHIYDADOBAHKKD,

M PAMEYHHKME — E'HE-FEFITI.'IT_-,' FKOHEEETHOND JUEYMBHTE MONYT NpLBOOWTE HECKONERD CHalHanicTaeE.

" Cw. ramse onpagenequs oBBANMYMBEHWA NEPCOHANLHEN aHHLx B PanepansHom awaHa ot 27 wons 2006 r
Mg 152-33 ol nEpcoHaANbBHEX OAHHBIXY, MyHET 9, cTateR 3.

Zf Cw. TEKHE ONPEOANEHHE NEPCOHANBHEE JaHHEX B DENEPAnsHOM J8Kk0He o7 27 wons 2006 r Me 152-03
NEPCOHANBHERE O3HHBIXG, MyHKET 1, cTaren 3.1

Wanauue oduHansHoR
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MaCcT P MCOM3IK 27036—2016

3 OBozHa4YeHWA M COKpaLLEHWA

B HacToAWEM CTAHZARTE NPAMEHEHSE] CNEOYHILWE COKDALLIEH A

MOH — NepcoHansHbE ZaHHBIE,

PDF {Portable Document Format) — oTERLITRIE NRaTopMeHHO-HEIABHCHMEIR hopsMaT ANA onvcaHH-A
OCKyMEHTOR, COIOaHHBR KoMnaHHel Adobe ¥ CTavdapTHIkpoRaHHeiA MCO,

OCR {Optical Character Recognition) — oNTHYECKOE DAcNoIHABAHWE CUMBOMOE,

XML (Extenzible Markup Language) — pacluMpiemblii 36K DaiseT ki,

4 OBuwMe NPUHLKWNLI NEKTPOHHOTD UEH3YPUpoBaHUA

4.1 BeegeHwe

LeHaypHpoBaHWe NpMMEHRETCH ANs HeobpaTuMors YOaneHHA onpegengiHol MHgopMagid Wi go-
KyMEHTE [HOMWH OOKyMEHTA). LeHaypripopaHye cnedyeT WCnonL3onath B Tex Chy4adx, Korga, Hanpwmen,
OAHC-0Ba OTOEMEHEX CNOEa, OTRENsH0E NpednoweH e WK abaay, wiobpakedde, WaA, agpec WWnK nog-
MACE HYHHO YOAMKMTE K3 A0KYMEHTA NEped e DackpsTHEM NHLEKM, HE BETOPHI0BAHHbIM BALETE YOANAEMYH
HMHpopMaLMD.

Mpoyecc ANEKTPOMMONT UBHIYDHPOBEHHAA NPE0YCMaTPUBaeT HE NPOCTO YIANSHWE WHDODMaLKK, MO W
OF0IHANEHWE, [Oe ITO HEOEXCOWMO, TOM, YT0 OnpegeneHHan MHbopMalWs Deina yoaneda, ¢ TemM Y100k
MoNLICEATENE IHAN O TOM, 4TO GOEYMEHT NPOoWwWen ueHaypy. Hanpuiep, ANA COXpasedina NoAcyLLeE WeXoaHo-
By QOKYMEHTY CEMANTRA MOMET Dbl Te HYMHO IHATE O TOM, Y4TO HEXKOTOPLIE CROBA WNK aG3aLe DRNA YOaneHbl.

4.2 ObeanMynBEaHWe

OnHol K3 Leneld ueHIyDHpoBaHMA MokeT BriTe YOANeHWE NepcoHansMbix Jandeis (MTOH) 13 gorynes-
Ta (chernv4rEadye). Ecnd Takaa yenk NOCTaENeHa, NPoUScos UEHIYPHPORARWA HeobX00uMO OpraHik30BaTE
TaEWk 0Gpaz0mM, YToDE CGeCcneqYnTe JALWKHTY CREOEHMH, HZeHTHDNUADYIDWHE TO DHAHYSCKDE NALD, Yok Nep-
COHANBHEE A3HHBE YOANAKTCA.

Hanpumep., BoImokka CHTYaUMUA, Kora, HECMOTPA Ha YOANEHWE M3 OOKYMEHTE amaniy 1 HMEHIK 4ano-
BEKA, NASHOCTE 3TOMD Yen0BExa MOKET GblTh YCTAHOBNEHE Ha OCHORE CCTABWEWCA MHDopMaLkn. B cny4asy,
korga TpebyeTcA obeanYMEaHne, DonwHa BulTh yganeHa BcA AHDODMALKWA, KOTOPAA MOMET ObiTe MCNOME-
I0BAHA ANA WOEHTUEHKAUME NHYHOCTH, BKNKY3A TIICHE BCD HHOPMAaUWIo, BOTODaR MOWET BeITE MCNoNB30-
BaHa ONA BOeHTHDMEI LM NWYHOCTH B CoOYeTaHHdH © HHOA HHbopMaUMeld (BOIMONKHD, NONYYSeM0oR M3 apyrbx
WCTOHHIKKOR ).

5 TpeboBaHuA

5.1 OBwmMe nonoMaHHA

DOprasn3adwmam cnedyeT ohecneY|Te BOIMOMHOCTE BRIABMNATE OOKYMEHTE, HYMIAWWWECA B UEeHIYDHpo-
BaHWK, MEPED WK PACKRHTHEM ANA OEYTHE NoOPasdenelii SPrasrIaniy Mnn GNA KHBX MWy (Hanpusen, gna
LHMPOKoR 0GWEeCTBEHHOCTH).

LlgHaypuposaHye JomMaH0 BelNCNHATECA WK KONTPONMPORATECA JKCTIERTAMK, KOTODRIE XODOLID OPMEH-
THPYHITCA B OOKYMEHTEX o MOMYT ONPESENHTE, KAKaA HHDOPMALMA JoMmHHa DuTe YoaneHda. Ecnd akcnepTol,
BEIABMAMLLME NOOMNEHALYID YOANEHKIO HAPODMaLHMID, HE BRINOMHAKT UEHIYPHPOBAHWE CAMOCTORTEMEHD, T
WX MHETPYELMA DOMMHE BiTe H8THAMA W KOHEDETHRIMK, HaNpHMMep, «B memopasgyme oT ... abaay Homep ...,
CTPOKA, HEYHHAKLWIAACA © ... H IZHAHYWBADWARCH .0 W T.0.

LeHaypHposadyde 0omeHD ObiTe BRINONHEHD H3 KONWAX ANeKTpoMHOre AokyMedTa. Npouect yeHaypr-
poRaHKA OOMHKEH 33BEPUNTECA COIOAHWEN HOBOMD ANEXTROHHOMD AOKYMEHNTE, M3 KOTODOID NOAHOCTE U HE-
ODpaTHMO YOANEHa BCA NOGNEHKALWAR BEMAPLBAHWG WHEDODMAaULWA. YNPaBneHke 3THM HOBLIM ANEeKTROoHHEIM
OOKYBMEHTOM W SKOHYATENLHOE PalleHle Bro cyAbdel (YHUHTOREHKWE NKWEC Nepedaqa Ha APXHEHOE XPaHeHwe)
AoM¥HE OCYLWECTENATECA TAKHM HE 0GpasomM, 4TS W ONA HCXOOHOM JOKyMEHTE.

MpW onpeaeneHidd NoSNewaleld yIane D M2 JOoEYMEeHTa Neped ero PackpsiTUEM WHQODMaLUW He
chedyer oThupaTe Ha yEaneHue Lense NDeqioseHaa wiv abaauds, ecnv 8 H1x Ha camom Jene Heobxogumo
BEIMAPaTE NHWb 0OHO-0Ba CNOBa, — SCMk TOMNLKD DackpeITHe CCTAMNEHOA YAcTH NPEgNOKEHWA “Nik adlaua He
CO3038T BOAMOHHOCTA OMA HOSHTHOWMEALWW yOaneHHoR MHPoEMaLKM No ROHTEKCTY.

2
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MHdopmaunio o coagask LeHaypruposasHon BEPCHH INeKTPOHHOM DOKYMEHTA ChedyeT, rge B aTom
BCTh HEOEHOAMMOCTE, CEAIATE © WCXOOHLIM JTEKTROHHEM OokyMeHTos. [na oboiqadenus drakta nposene-
HAA LEHIYDHPOBaHHA yOanAeman wHPoDMaUHs MomeT ObiTe JaMeHeRa npegnoseisen, coobLanw«m of
YOANEHHNK HEKOSH MHDopMaLMK.

B xooe ueHaypHpoBaHMA ANeKTROoRHOr JoKyMEeHTa HeobXodiMo NPoBECTH JKCNERTMIY BCEX COOSHa-
WWACA B HEM METAZIHHLIX Ha NPegMeT NOAnadaika HE Nod KPATERWMA UeHIYPHPOEIHKEA ¥ BhINENHWTE CO0T-
BETCTEYKILLME JEACTEHA N0 yOANEHHI0 MR OpRMaLmMK.

MW UEH3YpAPOEEHAA ANEKTROHHOND A0KYMEHTA, COOepHaLLEro MaohrEsaHMA, BUAS0- MMM ayQMoKoH-
TEHT, HEoBXOOMMO WCNONE30BATE METOHIE USHIYDHEOEIHWA, 0BECNSHMBANWLWE YOANEHAE COOTBETOTEYHILLSH
HHODMALMIA.

3.2 MNpHHWKANLI UEHIYpWpoBaH KA

LiesayppoBania aNekTpoHHLIX SOEYMEHTOR OOMKHD CCOYLLBCTANSTECA B COOTBETCTEMM CO CIEgyIowM-
M NEAHLAMTEMHM

- COXpPaHEHHEe MCKOOHOM ANeETRORHOM GOKYSMEHTA.

COpWIMEAN AW MACTEP-KONWA INeKTPOHHOD O0KYMEHTA HE A0MEHLl NOGBEPraTeCA LEHIVPHDOSaHKI0.
LegHayprupoBasite BeINONHAETCR HA KOMWHW JMNEXTROMHOMD OOKyMEHTa. VICKOOHBE ANeKTROHHEE O0KYMEHTE
GON¥HE BhiTh COXpaHEHEl, W O0CTYN K HWiM OOM#HL MMETL TONEKS SETOPHA0OBAHHLIE MWMLUA.

= MNonHoe yganesus Nognesaed LeHaypHpoBaHdio MHODMALmME,

B npougcce ugHIypHpOBaHKMA COOTEETCTRYIOWAA MHChopMaUWMa GonmHa OpTe HeohpaTuMo yganeHa 1a
CTUEHIVPHPOBaHHOR BEPCHM aokyMenTa. MudopMan«a QomsHa DeiTe NONHOCTRO YOAneHa U3 WexTpoHHorD
BOEYMEHTA, @ HE NPOCTS COENaHa HEOTOBLaABMOIH.

= Vcnons3oBsadve MeTOACE UEHIYPUPOBAHKS, NPOBEDeHHBIX © TOYKW Jperrs BeaonacHooTK,

Lievaypyipoeanie BCErda OOMMHO OCYLWECTBNATECA C WCNONLICBAHMEM CoOo0peHHBIR OprasMsaumeR
METOODE.

= McnoneaosaHWe KOHTRONWpYEMOH Coet.

SNEKTOOHHOE LEHIYDUMPOBEHWE ONKHO OCYLWECTENASTCA 8 cpede, 0Secneqrsa Wen AoCTyn N ob-
YHEHHOMY W aBTODHIOBAHHOMY HE BRINONHEHWE UEHIYPHDOBAHWA NEpcoHany.

= MNpoMesyToHHBIE CTAOHKA

Boe BRpCAA QOKYMEHTA Ha NPOMERYTONHEX CTAGWAK NPOUSCCE UBHIYPUDORAHWA JonNsH e DeiTe yoane-
Hit, CRNEayeT CoXpaHdTh NAWb KCXO0HLIR ANENTRORHEIR ACKYMENRT W Bro Hagnexawy\m obpason oTUEHIYDM-
POBAHHYIO BERCHH. B cny4anx, 0003 KOHEDETHRIA ANBKTPOHHER GOKYMEHT Jon#eH BeiTe OTUSHIYDHpOBaH
PAINAHHBIMA CROCOSaMKA (HANDKMMER, 3NA PAZHOA LENES0H SyOUTODKMH ), MOMET OKalaTecA LenacoobpaiH bha
BPEMEHHD COXPEaHATE COCTORKMA JOKyMEHTa Ha NPOMERYTOSHEX ITANAX TO TEX NOP, NOKa e DyOyT JaBepule-
Hbi BoE NPOUECCH! LEHIYDHPOBAHHA.

Ecrii vseeTcA BONBWOE YMCNs ERTPOHHBY ACKYMEHTOB, ONA KOTOPLIX NO PAOY NPHYMH BOIMOKHD
COANAHNE HECKONLKD PAINHYHEX LEHIYOWDCRAHHEEE BEDCHA, U BCNW C TEYEHWEN BDEMEHK HEKOTODSLIE M3 NP#H-
YiH O0A CO0AHHA LEHIYPUDOBAHHEY BERCHA OTNASAKT, TO MOMET NOTPeGOBaTLCA COIAMKME W CoNpaHaHnE
BO BEMEHA MROMERYTOHNHON KONWA, YE3ILIBACLWEA NOGNEXallWe yOaANaH D TEKCT WNKH O5wEKTb W NPRYUHE
BNA ¥ yoaneHds. PasTHdeckoe yOaneHWe WHgrophaldy 8 3ToOM CNYYae OCyLWecTENRSTCA NPH COITAHKK LEk=
IVDHPOBAHHOW BEPCKHN. TaKoW NoOxog SacT AKCNepTam BOSMOMHOCTE NOOEECTH NOBTOPHYIO IKCNEpTHaY Npo-
MENYTOHHOR KoMK NOANEHaLLIerD JaHIyPUECRaHKI0 DoKyMEHTA H OTMEHWTL TE BulMapLIBAHHA, TPHHMHB ONA
KOTOPLIX NOTEPANKA HEAKTYANSHOCTE, HE 3JATEAYHBAA NPH ITOM YCUNKE Ha NOBTORHYH IKCNEPTHIY ACKYMEHTOR
B OTHOLWEHMK COXPaHHBLUMY CUTY NDMYHH N8 UEHIYDUDOBAHKMA.

6 lNpouecchl UEH3YPHUPOBaHWA

6.1 Beepenue

LieH3ypupoBaHe INEKTPOHHLE OOKYMEHTOB SBMNASTCA OTHOCHTENLHO HOBOM oOnacTeio B NpakTuke
YNDABNEHMA KHPOPMAULKER W OOKYMEHTAMM, C KOTODOR CERIAHE CNeuMdMyecke npodnems! i NoTeHUWan-
A PACHIA.

LiesaypupoBaHME MOMET GRiTE DCYLWIECTEMNEHD © MCNONEI0BAHWENM DAGA METOO0E ¥ NPHEMOB:

- MCMONLIOBAHKE BYMANHE NPOMEXYTOHHLIX JOKYMEHTOS;

- HCNONBI0BAHKE B KAYSCTEE NPOMERYTOUHED JOKYVMEHTOD INEKTROHHEIX rpadHueckly oGpason;

- NpOCTOR L@HIYPUposaHWe C HCNONLIoEaHKMeM (hafnon B NpoCToM TEKCTOBOM hopmMaTe:

- COMHOE LEHAYDHPOBAHWE C HCNONLAOBAHWEM DAAN0E B WX MCXOOHBX «CNomHBX dopMaTax.

Hiie pacCMOTpEHE TEXHHYSCKWE 3CNEKTEl LEHAYDHPOBAHWA ANEKTROHHLIX A0KYMEHTOE.
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6.2 HenonbaosaHHe GYMaKHBIX NPOMEKYTOMHLIX OOKYMERTOR

LN ugHaypHpoBaHHA DacnevaTHBEAEMbIX INEKTROHHEX OOKYMEHTOR MOy T DbiTe NPUMEHEH B METOOR C
WCNOMNBA0BAHAEM GyRENHLIX NDOMENY TOMHEX JOKYMEHTOE. B pamiax JaHHoro noaxona MoryT SeTe Kenonke-
I0BAHLI JBa METOOA:

= INEKTPOHHER QORYMEHT DacnevaTLHeE3eTea Ha Bysare, 3atem WHQOpMaUHA yOanAeTcs 1 ByYMakHOA
KOMHH.

B aTom cnydas McnonbayeMels ANS USHIYPWDOBIHKA NpolectiofopyioBanme 00Nk 0fecnestBaTe
HEBZIMIKHOCTE BOCCTAHOBNEHWA BhMADANHONR MHDOpMaLKK. NpHMEHEHWE YEpHBY MADKEDOB MOKET OKa-
3ATLCA HEQOCTATOHHEIM GNA BLINGNHEHAA 3THE TpEGoRaKWA. HTobe obecnedrTE HEBOIMOMHOCTE WABNEYEHHA
YOAMNEHHOW WHgopMaUnWd, cnegyar coenaTe QOoTORONHIG OTYSHAYPHDOBAHHOMD OyMamHore QOEYMENTA, KO-
TORAA JOMHHE 23TeM HCNONBI0EATECA B KAUSCTEE CKOHYATENEHON OTUSHIYDHPOBAHHOH BEPCHH JOKYMEHTA.

= Mudopmaums yaanaerca M3 ANeKTPOHHON EONHIA MCXOOHOMD 3MEKTPOHHOND JOKYMEHTS, KOTODAs 3aTeM
pacnedaTeBasTeA Ha Dynara.

Ecnu UgHIypHpOBaHHAA BEDCHA OOoMwHa BbiTy NpEACTaBNEHa B ANSKTROHHOM BHOE, B8 MOKHD COI0aTl
NyTEM CEKAHWDOBAHMA OTUBHIYDWPOBaHHoR DysakHci KonuK B ain cooTeeToTeyioWwero QropmMara, obecne-
YMBAA NpK 3TOM, SToDG YOaneHHan KHpopMaLKUs He GeiNa BOCNPOMIBE0EHa B INEXTROHHOM OoKYMEHTE,

6.3 MecnoneiopadMe 0 KAYECTEE NPOMEKYTOYHLIX AOKYMEHTOR 3NEKTPOHHLLE rpatiMyaciax
obpazoB

ANEKTPOHHBIE OOKYMEHTEl MOryT BbiTe Npeofpaz0paes B ANEKTPOHKBE TEafMYECKe 0Dpaakl C MCHOMk-
A0BAHMEM NPARBEDOR MRUHTEDRS WNK JPYIAY aHaNorddHbx MeTonoe. Noanexawan yaaneH#Hio HHiopMaLma
B ANEKTROHHEIX rpadivyeckx obpasax (370 MORET GhiTE TEKCT WIKNKM 4acTd ManGpakerna) JormeHa bulTh 3a8-
MEHEHS CONACTAMMA TOH M NNOTHOCTH, 410 1K oH, C Tes 4Tobk yaanesHHan dHopMaLHA Y#e He Morna GhiTk
WMaEneqeHa.

6.4 MNpocToe aNeKTPoOHHOE LeHIYDHPOBaHWE

6.4.1 OBLwKe nonoMaHAA

MpocTelluKMKM ANR LEHIYPUDOBAHKWA TWNOM INEKTROHHBX JOKYMEHTOR ARNASTCA NPOCTOW TEKCTOBOA
dain, B koTopoM DaRTE OOHOIHAYHO COOTRETCTRYIOT CTODpakaeMeEIM CHMBEOnaM. BonegcToWe Takoro cooT-
BETCTEWA WEHIYPHDOBaHKe WHEOopMaLWH, XDaHRWERcA B 3TonM opMaTte, CEOOUTCA K yaanaduio oTobpakas-
MoK MHDOPMALMA W NOChe coxXpadeHds obpatoTanHomn @aina yoaneHHaa WHopMaUHA Ve He MOMET BTk
BOCCTAHOBMEHS.

6.4.2 Kogupoexa cHMMBONOR

HeobxoguMo NPUHUMATE B0 BHAMEHWE MCIONLIYEMYID B NPOCTOM TEKCTOBOM Dadne KOOMpOBKY G-
BOMNCE. PEclUMpeHHbIE MEXAHWIME KOOWDOBAHWA, TasWe, Kak Unicode, TpebyioT MCNOoNs30BaHWA NoOXSOALLKE
TERCTOBLE PESAKTOROE, B NEPOTWBHOM CNyYae NEAMOE COOTEETCTEME MexOy DaRTamd W oTobpamasmMbiMy
CHMMBONEMM TEPABTCH,

6.5 Cnoxnoe aNeKTPOHHOE UeHIYPHPOBRAHWE

6.5.1 OBLKe nonoMaHAA

JNEKTPOMHOES LUEHIYDUPOBAHKME OKYMEHTOS MOKET ObiTh OCYILECTENEHD C ACNANLICBAHKEM WK NEPEO-
Hadanesors fopMata. OHo MOEET BLINONHATECA NWE0 © NOMOLWSK WHCTRYMEHTOR YIANSHHA, WMERLMXCA
B NPHMEHASMONM ONA coagaqqa arnoe gaddore GopMara NporpakMHos oSecneseHAd, MBS ¢ NOMOLbHY
CREUHANUIKPOBAHHOMD NPOrPasMHECre 0DecnadeHdia AnNs UeH3ypHpoEaHuA. JadHsid Nogxon NoneeH npe-
MEHATLCA C OCoB0d OCTOPCMHOCTEIO BEEMAOY BOIMOMMOCTI TOMO, 4TO YaaneHHana MHDopMaUmMea No-npesHemy
MOET OblTe BOCCTAMORMNEHA, M TAKKE MOTEHUWANLHMOID PUCKA COXPAHEHMA MHMODMaLMKA B CHPRTOM BHOE B
HECTODPAKARMELE ANEMEHTAX INEKTROHHOMD QOKYMEHTA.

MpK 2NeKTROHHOM UWEHIYDHPOBAHK CAeqyeT NPOABNATE GCODy0 OCTOPONMKOCTE NpKM Bubope dopMaTa
OMA COXpAHeHUA OTUSHIYDMPOBIHHONA KoMK, Ypasap4aiHe BamHo, YTobsl B OTUEHIYPUPOBAHHON KON He
OCTANOCk HUKAKMY CREnos yaaneHHod WHQopMagmy, HekoTopee SuHagHue hopmMatsl MOnyT NoO0eoKHEAT
OTMAEHY BhIMOAHEHHBEX KIMEHEHMN [BHECEHHBX, HANPUMED, © NOMOWBLK MHCTRYMEHTOR BblOBAEHWA 1 YOame-
HHA BblMapLIBAEMOH MHDODMAaL WA,

B pAge cnyYaen MoxeT noTpebosaTech NOedcTaBNATE OTUSHIYDHPOBAHHLIA AoKyMeHT B hopMaTe M-
MOQHOMD GOEYMEHTA, YTODL, HANDUMED, COXPAHWTE CNOMHOE POpMaTUpoBande. B Takux cnyyanx chenyeT
WCNONe30BATE KOHBEPCHED OQOKYMEHTA B OpyToi hopmart, © nocneqysilen 0SpaTHON KOHBEDCHENR B HCXOOMbIA

4
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droprar, © Tem, YToD! BECk NPOUECC 8 Uenow 0DeCned N yoaneHke Bcex CNefos BEMapaHHo R HHDODMALMIA.
YoaneHywe nHEopMalie MoHeT NEoRSONTLCA N0 4o NpeobpasoBaniA, NHE0 &8 NPOMERYTOYHOM (DODMETE.
Takoi Noaxo TRetyYeT OETaNLHOTS NOHKMAHKA COOTRETCTRY KW MK (DODMATOR K NPOUSCCOR KOHBEDCHK, 2 TaK-
ME MENIHMIMOE, NOCPBOCTEOM KOTODEX WHDOPMaUKMa NepanacsTes 8 MO0 KOHBEPCHK DOoPMATOR.

B cnyyas Hanu4ua MHCTpYMEHTOR ONA yoanedna B obpataTHBaeMom AOKYMEHTE BRIOETEHHOR GNA Bil-
MAPLIBAHKA MHPOPMALMK, WX CREAVET NPUMEHWTE G0 CO3AAHKS TOTOBOR OTUSHIYDMDOBAHHOHR KOMM-, Cne-
aveT Maberare WCNONLINBIAHWA TEX NPOrPAMMHBL COS0CTE, KOTOPRRIE «NpaAdyTr NOONEKALYH BalMADLIBAHMKID
HHEODMALMI0 BMECTO S8 YOANEHMA.

6.5.2 JokyMeHTEl B CNOMHLIX hopmaTax

BONBUMHCTED ANEKTROHHEIX JOKYMEHTOR, CO3OABAEMEIX C NOMOWBI COBPEMEHHONT OQKUCHOrD npo-
rpamMmMuore cbecnededys, XpaHATCA B NOONPHUeTAPHBIX BUHapHeE OpMAaTAX MNK B TEKCTOBLIX dhopMaTtax ©
PACIUMPEHHBIMK BOIMOKHOCTAMA popMaTHpoRaH@A (rich text formats). HW pacllspeHHsle TeKCToRRIE dop-
MaTei, HA GHHApHEE DOPMATE HE HMEIDT TOR NPAMOR KODPENALMK C OTOSDEMAEMBIMKA CHMBONAMK, KOTOpas
XapakTepHa ANA NPOcThi TEKCTORBY (alnom, ¥ MoryT COOeQEaTh CYLLBCTBAHHY I WHOopMaLIMD, KOToOpaA He
oToDpaMaeTCA GNA NoNBICEATENA W HAMWYWE KOTOPOM, TAKMM oOpaios, MOeT HE Dkl OHEBMOM kI,

JNEETOOHHEIS JOKYMEHT: HA OCHOBE CNOHBIX DOPMATOR MOMYT BENKYATE HCTODHIO HIMEHEHWA, Npo-
TOKONBI BRINONHEHHBIX ONEepauWi (audit trails) 1 BCTPOEHHEBIE METANAHHEE. HaCTE I3TOH JONOMHATENLHOR WH-
GOopMaLMK MORET MOCTYHWTE CPEACTEOM ONA BOCCTAHOBNEHHA YIANSHHOR WHEoDMaLKMK NUED 0NA WO
ofxona npoUsccoB NPOCTOND UEHIYPUPoBAHnA. Kpome Tom, NOTEHUMANBHNO ONA BRARMEHWA YOANEHHOA MH-
dropMatMy MoryT BeTeE MCNONB3I0OBAHE KPAUNTOrRaPUHECKHE M CEMAaHTHHECKWME METOOL aHaANKMIA,

Ecnd fopmatel C pacludpeHHbBA BOIMOKHOCTAMH DODMATHEORAKKMA ABRNSIOTCA NPEOMETOM MEMIY-
HEPOOHOR CTAHAAPTHAALMK, TG BUHApHEE GOpMaTel, KAK NPABAN0, ABNAOTEA cobcTReHHOCTRID patpaboTap-
Wers Mx NOCTABLWMKA NporpaMmHore obecnededus. Mexanuasmsl xpaHeaHus wHdopMmaumMin B aTux hopMaTax
YACTO MAND WAYYEHEL.

©6.5.3 HeTekcToBan WHGgQopMaLmMa

Ecn DORYMENTE BEMHANT BCTPOEHHEBIA HETEECTOROW KOHTEHT, TAKOW K3K Maobpaxedus, ayomo- nunu
BHOSOKOHTEHT, TO MONMET NOHAS0EKMTECA NPOFRaMMHoe 0GECneYsHMe ONA UeHIYPUPoRaHKa, Cnocobioe Heob-
PATUMBM OGQAI0M YOANUTE BCTROEMMYD MHgopMagne. Ecnm TpeByeTca yOanuTe ToNsKO YacTe BCTROEHHOM
oibekTa, T0 OBLeKT DONMeH CeiTe MIBNSYEH, OTPEAAKTUPOSaH © WCNOMNLIOBAHMEM COOTBETCTREVIOWEMD Npo-
rpamMmMHors 0BecneyeHna W BHOBE BIOMEH B LEHIYDUDYEMBIA SOKYMEHT.

Ecnd OokyMENTH NPecTapneqH B rpadiudeckomM, ayauws- WuNnn auagecdapMaTe, To Ana Torg, 4Tob
obEcnedTs HEBOIMOKHOCTE BOCCTAHORNEHMA YOI NSHMOH HHDOpMALMKY, MOKET NoOHaR0EUTLCA CHEUMaNBHDE
nporpamMmHos obecneYeHre ans UeHIYPUpoBaHKA, CnocolHoe NpoYMTaTE i MogidvunpoRaTe drain.

6.6 KoHTekeTHan wHihopmawna

6.6.1 BeegeHue

Mo npowenuemy EeHAYDHPOBaHwe SOKYMENTY MOMET OKA3aTLCA DOIMOEHBIM ONPEOEnTE (MKW yra-
0aTs) NepROHAYANLEHOS CONeARKME OTOENEHLIX YAANEHHBIX INeMeHTon WHbopMaUuK. ECmn, HanpuMep.
BRBIN0 YOANEHO HASEAHWE MECRLA, 8 N0 UEHIYPUDOEAHHDN BEDCHA MOEHO NEPeaNnGnoEMTE, YT0 3T0 Buino crno-
BO W3 Tpex BYER, TO BNOMHE BELOATHD, 4TC YOANESHD BLING CNOBO «Mai:,

B HEHOTOPRBY CNYYasy MANCREDORTHO, YTO NG KOHTEKCTHON WHpODMaLKKA YOACTCA NOHATE COOSRKAHNE
YaaneHHon MHdopMagky. B Tasx crnyydanx cneayet Menonsaoearte Daiosos LeHIyDipOBaHNE.

Ecnu we KoMTeECTHaA kHMopMauds o GonbWol BepOATHOCTRIS CNocobHa gaTe COMAacoBaHHbIE nod-
CEAIKM O NDUPOGE M CMBICNE YOANEHHOR MHEODMAaLKMK, TO HeoBXoQMMo HCNONBIOEATE YCUNEHHOE LIBHIY[H-
pOBAHME.

6.6.2 Bazopoe UeHIYPHUpOBaHWE

PeayneTatom Baioscio UeHIYDHPOBRAHMA OOMKHD CTATE HEQDPATHMOS YOANEHWE COOTBETOTEVHILLEMA M-
dpoprause. MecTa, roe pacnonaranace yaane=Han MHPopMauka, MoryT BelTe OTMEYeHE MoBsIs crocobon,
HANDHUMED, NYTEM 3AMEHE YOANASMON HEDODMALKK, KOrDA Kaddel YOanAemMeld CHMBON IAMEHSETCA HA «33-
MAIAHHEAS HEDHBLIM LBSTOM.

6.6.3 YounenHoe WeHAYPUpOBaHHE

PeaynsTaTom yCUReHMHON UEHIYPUDOEIHMA OO0MEHD CTaTeE HEoOpaTUMOe YIANeHWE COOTEBETOTEYLLEA
HHDODMALKMK BMECTE C TOR KOHTEKCTHCR wHDODMAUKER, KOTODAR MOMET OkiTe MCNONBIOBAHA ANA WMOEHTH-
drrkaurk yoanedkod didopmauwis. Boa yOanedHan B KOHKDETHOM JOKYMEHTE HHOODMaUKs A0MmeEHo BulTe
EouHooBpaIe OTMEYEHa (NpoMapKHpoRara). AnuHa v Apyrde aTpuByTel MADEHPOBKK MEeCT YOAMEHHA MH-
opMaLMK O0MEHsl B KOHEDETHOM DOEYMEHTE WCNOME30BATECA COMMAcOBaAHHD.
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7 JOoKyMEHTUpOBaHWEe OEATENBHOCTH NO LEH3IYPUPOBAHMID

OoylWecTENAKLKE LEHIYPHMPOBAHME OpTaHHIAUKK DONMHE JOKYMEHTHPOBATE BCE CRYYaH UEHIYDHpOo-
BaHWA, ocofeHHD ToOrga, KOrga OCHOBAHKA ANA NOCEEGEHHA UEHIYDHPOBAHWA MOTYT Dbt OCNOpEHp. Takan
OOKYMEHTALWA JOMEHS BRNIOYaTE MMO0 KONHID OTUEHIYPUPOBAHHOR BEPCHA J0KyMeHTa, NWi0 onicadkwe coe-
NaHHEBX NPABoK.

MoweT noHagobHTECA BOAMOKHOCTE YE3ZHEATE NPA-MHY (NDHHKHE ) UEHIYPWDOBAHKWA NWEo B camou
BeiMapaHHoR 0BNacTd, NWE0 B ANEKTPOHHOM WTaMNe pRIOM © HEA.

8 XapakTepuCTHKW NPOrpaMMHBIX MHCTPYMEHTOR ONA UEH3IYPUPOBAHMA

MpK NpoOBEOEHWA LEHIYDUMPOBAMWMA ANEKTROMHHEX OOKYMEHTOR HeoBXoOKuMe MCNOoNBEI0BATE NPOMDaM-
Hble CREOCTER, dyyHKUWMOHWUPWIOLEWE B COOTEBETCTEMK ¢ TREGOBEAHWAMM HACTOALLEND MEXOVHAPOAHOID CTaH-
[apTa. Takme AHCTRYMEHTE MOMYT BbiTe KaK YACTeK NPOfpaMMHorg 0Seclese WA, MONonNeayemors Ona cos-
OAHUA DOKYRMEHTA, TAK M OTOENbHEIMA NDOrDAMMHbIMA HHCTDYMEHTAMM.

MHCTDYMEHTE LEHAYPHPOBAHWA DONMHE BYHELROHWDOEATE TakKs obpasos, uTobsl NONLICBATENL CHA-
YaANa OTMETI COOTEBETCTEVIOW, VIO SONACTE ANEKTROMHOND AOKYMENTA, A 3aTEM NPUAMEHATN DYHELKIO YOaNaHUA
MHOpMALMA. HanaTansHo HanuyYue GyHKLMOHANEHOR BOIMONMHOCTI, NOIBONAKDLLEN BEODWTE KOMMEHTIDMM
K KOHEDETHLIM OGNacTAM BhiMapaHHOA WHDOPMaLWAA,

MHCTDYMEHTE LEHAYVDHDOBAHWA A0MEHbl HECBPaATHMO YIANATE OTMEYEHHbIHE TEKCT W3 ANEKTPOMHONS 0.
KyMEHTa. HegonycTHMo Hank4Ke Kakoi-nibo dyHkUMK ONA soTMEHLIIOTEATAY ONEpauyi No yOaneHnsg oT-
MEYEHHOR MHdropMauxs. Mdopmadus aonsHa OeiTe YOaNeHa U3 ANeKTROHHOMD OOKYMEHTa Taras 0Bpazom,
YTOBL B2 HEBOIMOMHO DBING BOCCTAHOBMTE © NOMOWEBIG K3KMX-NWDC NPOrpaMMHEE COERCTE, B TOM YUCne
AWArHOCTHHNECKOrD NPOTDEaMMHOrg 0BacnEYeEHnA M ApYIMN MHCTPYREHTOR ANA NPOSSOSHNA JMeKTROHHDR Cy-
Oe0HO-KPUMHAHANACT AL CEDA IKCNEDTHIR,

Ecniy nognesawan yoaneHus Mg opManHa XxpaddTcs B faine B HeckonsRHy BapHaHTax (HanpymMen,
B BMOE TEKCTa ¥ B BHge rpadnseckors obpaaal, To HeoSKoOQuMo yOAN|Te BCe BAPWAHTE TAKOW MHdopMaumd.

Ecnu MHCTDYMEHTE HEHAYPUPOBAHKAE MMEIOT Gy HKUWOHANBHEIE BOIMOMHOCTI ANA YACTAHHOMD UMK Non-
HOTS YAANEHAA BCTROEHHEE H3000ameHdi, oHu 00A3aHE oBecneYrBEaTe HEODBDATHMOR yaaneHue Haobpawe-
HHA MK WX Y3CTEA WUNK MHOR BOTPOEHHOW WHODODRMELHH.

MHCTDYMEHTER LEHIYDADOBIHMA HE QOMNMHE. KasMM-AMD0 oBpaios GNHATE HA TEKCT WK BCTROSHHLIA
KOHTEHT, He OTMEYEHHELR KaK NOOINEMAWHA YOANEHHIo.

MHCTRYMEHTE LeHIYPHUDOBAHMA O0M4HEl BuTe cnocoluel YOanATE B8 WNM BLICPaHHLIE MeTagaHHLIE
OOKYMEHTA, HHDODMAUMIO O CEORCTEAX NOKYMEHTa (BINMaA HRCODMALKM O TOM, KTO M KOMA OCyLecTanan
LIEHIYOMPORIHWE ] U OPYTYED ¢ BTOPWUYHYIOD MHODMaLiegm,

B cnyya@ MononbaoBadMs OTASNLHOTS NPOrpaMMHOND MHCTRYMERTA ONA UeHAyDUPOBAHME, INeLTDOH-
Hibli OOKYMEHT N0 JABEOLUEHWM [EHIYPUPOBAHWMA OOMMeH COXpaqHATeECA B dahnopoM OpMaTe MCXOaHo
OOKYMEHTA.

Ecnn MHCTPYMEHTE LEHIYDHPOBAHWA NOAGEMKUBRINT MaccoByio oBpaboTky GOKYMEHTOB, TO LEHIYPK-
POBAHHE KANOO0MD OTASNEHOM ACKYMEHTa JOMMHD OCYWECTENATECR B COOTEETCTREMA C TPEDORAHKWAMM HACTD-
ALLEND MEXOYVHADOOHOMD CTaKgapTa.

B cnydaax, ¥oroa TpelyeTcR YCUNeHHOEs LeHaYPUPOBaAHWE, TEKCT oKy MEHTa JonweH BulTe napedopia-
THpoRaH (reflowed), NpW 3TOM BCE NEPEOHAYANEHEE MECTa PACNONOMEHWA YOANEHHOTD TEKCTS OOMMkHEl BRITL
EAMHO0BRAIHMO OTMEYEHE! (NPOMaPKMPOBaHL] ). TAKAA MAPKMPOBKS MOMET GbiTk MCNONLICBAHA ANA YOANEHHA
TAKMY 4EOHTEKCTYANBHSLIXN » NOOLOBHOCTEN, Kak ANKHA YOANEHHOR TRKCTOROE MHChODMALMH.

Ona nogne pers LeHaypUpOBsaHUa MHOMCKRATHD BCTREYAINWLMXCA CNOE KW Dpas MenaTens o HanA4Hea
CEATM MEXAY EYHKLMOHANOM NOWCKS NPOrDamMsHonD oDecnedeHia B HHCTDYMENTOM LEHIYPHDoRaH KA. Taxoi
MEXAHMIM MOIBONAST B X048 OOHOA ONepanMi yOaNKTe Cpaay BLE BCTPEYAMWMWECA B TEKCTE ONpedenaH L
CROEa WNW ppa3akd.

HenareneHo HanWYue BOIMOMHOCTI UCNONESORAHMA B ANEKTROHHOM J0KYMENTE PAINAYHOR MapKHpoa-
KW {OTMeTok] OnA oDo3HaYeH A paanvHYHLX TUNOB NoOQNeXaled yoaneHwss nHioomauu. [nA atoro moryT
BbiTh MCROMNLIOBAHL PAIMMHHEES LBETA NPA JAMAZHERHUKA WM IAMEHAKOWKWE CHMBONL! [HANDMMEAD, CTPOKA M
CHMBOMOE « X0 ), PAANHYIIOWWETA DAIMEDCH WRNA WEKudToM.

CaegeHHa o ueHaypHposaHydy thadnos iopmaTta PDF npuBeaeHs B NPANCHEEHEKA A,
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9 TpeDoOBaHWA K NPOBEPKE KAMECTBA LEHIYPUPOBAHWA

B gasHonM paigens OnWCHEASTCA DAL TECTOR, KOTODbIE MOMYT GbiTe BRINONHEHE HA0, NDOWETLLIAM LigH=
WOHPOEIHWE OOKYMEHTOM ¢ UBNED DUEHKN YCIEWHOCTH NPOUSCCS UeHAYDHPOoBakUA. TeCTel CNnanvar Bribu-
PATE C YHETOM HAMNWYMA NOOXOORLWErD NPerpaMMEon ofacnedenus v oblMy TpeBoRaHME No GEs0NACHOCTH.

3TH TECTH HE ONpefenAlnT, GuiNg N9 YIaneHa coOTBETCTBYIOWASA WHGOopMaura. OHK, oaHakn, nog-
TEEQ#OAT, 470 NPOUESE UBHIYDMPOBAHWA Gkl J388pWEH W 4TO YIANEHKE WHDOPMALMY ABNAETCA Heof-
PATHMEIN.

B ka#aom cny4ae TecT NPOSnOMTCA HAL NPOWEAWHM UEHAYPHpORa ke A0KYMeHTOM. ECni BLIARNRETCA
EAKAA-NHED MHOPMALKMA MNW METAAAHHEE, KOTOPEIE 0ONKHE Baink GulTe YOANEH:, TO NPOLECC LBHIYPUpO-
BAHKA CNAOYET BEMOAHWTE NOBTORHO.

Tect 1. UeHaypHpoBaHWE METAOAHHBIX

HayudTe MeTadaHHee B OTUSHIYPHPoBaHHoOM JorymenTe. B aaaMousocTi o7 dropsata doaiina v npo-
rpanEHCro oORCNSYeHMA ONA 8r0 CO30aHWA TaKaA WHNOPMaLWMA MOKET COOep®aTeCh B NONAX « CEOHCTE dhai-
nax (File Properties) N9 B OTOENEHBIX NOMAAX META0aHHBIX.

Tect 2. Nevyate &8 apyrod dann

Ecnu npougct UeHIYPMPORZHWA HE GhiN JOBROEH A0 KOHUA, TO MOMET 0831aTECR BOAMORHEIM oTobpa-
AT YOAMEHHYI0 HHDOPMaUKIo C MOMOWED dyHELKK nevaTt. BubepiuTe odnacTe TEKCTA, COOepHallyk Kak
YOAMEHHYHD WHpODMALKIO, TAE W MHOPMAaLMHe, KOTopan He Coing yoaneHa. PacnedaraiTe 3Ty BeOenaHHYI0
obnacTe Ha GyMare Wne B dadn (Hanpemeg, B POF <padn). NpocMoTprTe pesyneTaTel W ONPegendTa, MOWHD
A NEDHMATATE YEATEHHYID Mo pMaLHIo.

Tect 3. KonvposarWe W BCTABEA B APYTOR AOKYMEHT

Ecnw npougce LeHaypupoRaHuA He Bhin QoBenes 00 KOHUA, TO MOWMET OXA3aThCA BOAMOMHLIM oToDpa-
AT YAARSHHYIO MHRODMALWI0 NYTEM EONMPOBAHMA B8 B NPOLWENWEN LEHIYRWDOBAHKE DOKYMEHTE 1M NOGNEa-
OYIOLEH BOTABKK B HOBBIR A0KYMEHT {KOTOPRIA MOMET BeiTe B gpyrom dopmate). Belbepdte ofnacte TEKCTA,
COoOOep+alyiy KaK yoaneHuy HHOOpMaLMo, Tak i kHpopsaumio, KkoTopad He Beina yoaneda. CronupyaTe
ATy MHDoDMaU Kk B «Bydpep OSMEHA Y KoMNBRTEDa. OTEDORTE NYCTOW OOKYyMEHT W BCTIBLTE Ty0a 3TV HEdop-
Maymi. NpocMoTpuTe PesYNETATEL M ONPEOSTMTE, MOKHD N NPOYMTaTE YOaneH Y0 wHiopsaLmio.

TecT 4. Henons3oBaHMe PacnoiHABAHWA TEKCTA

Ecn¢ npouecc UeH3ypMpoBaKuA He Bein goBeieH 0o koHua, ocobeHHo B cnyyae, ecnid MCxoaHeR ao-
KyMEHT NpeacTaEnesd B rpadwdeckom opMaTe, MOKET OKAZATECA BOIMOKHEIM BOCCTAHOBMTE YOAMEHHYIO
HHDODMALMIO ¢ MCNOMNB3A0BAHKWEM NPOMPAMMHOND 06ECNEYEHUA ANA ONTHYECKOND PAcNoIHABAHKWA TEKCTa. Bil-
GepuTe 0GNACTE TEKCTA, COGEDMALLYIO KAK YOANEHHYI0 HHDOPMAaLKIO, TaK 1 MHOpMaLWe, KoTopan we Geina
yOAneHa. JanycTuTe NporpaMMy pacnoiHasaKnA TekcTa. MpocMoTpUTE PeaynsTaTe ¥ ONPEgEnKTe, MOMHD N
NPOYRTETE YOANRHHYIO WHIDODMALIMIO.

Tect 5. McnonesoBanMe peyeBoro BOCNPOMIBEASHWA TEKCTA

Ecnu npouect UeHIypupoBanks He D A0BE0eH A0 KOHUE, MOMET CKalaTkCA BOIMOMHEIM NpOCnyLaTs
YOAMEHHYD WHPOPMaLKNKD, HCNONsEIYA NpoTpaMMHoe oDeCneYeHws QNA PEYSBOro BOCNPOMIBEREHHA TEKCTE.
BribepHTe GBnacTe TEKCTA, COASMALYID KaK YOINeHHYD WHDOPMALKK, Tak i KHgopMaLnio, KOToOpan He
Opina yoaneqa. 3anycTUTE NporpaMmy ge4es0nd BOCAPoMIBeleHWA TeRcTa. [NpocnyiUanTe Mk JadkcH pyi-
TE PEIYNETATE W ONSE0envTe, MOKHD NH YoNbHUATE YEANEHHYHD MHDOPMALUNE,
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Mprnomexne A
(CApaeo4YHoe)

UeHaypupoBaHde gokysmeHToR B popsare PDF

B GonpblmHoTEE chy<Rea naneaosateny POF-goryMaHToe MCNonLIYHET NPOrpEmdHos oSecie-HaHneE. HE HMS LSS
VT HMEDLLEE OFPaHHYEHHBIE [y HEUMOHANBHEE BOAMOHEHOCTA ONA USHIYPWMPOBEHWA ANEKTROHHEE OOKYMEHTOE B 3TOM
chopMate. B TaKkoR CHTYELMN CNegysT MCNoNe3nBaTh CREYHANKINAOEEHHEIE HHCTDYMEHTE ONR BEH3YPUDOSaHME Cooep-
#awarcA 8 POF-gokymedTaxs mHhopaaumi.

B ofwsan coyqas crpadiyel POF-AosymedTa hopumrpyroTca Ha OcHOBS 0ObeTIOR CREEy LML HEThIPEN DOHOEHEX
THIROE:

1} TercToRER ohLesT | Taxt Object] — rHgopMaura, 0nA OToOpEMEsIR KOTOPOR HE CTPaEHULE HCNONE3YHITCR WoHG T,

2} rpadivHeckin obeext [Image Objecl) — POF-obeakt. 0DbIMHD MCNONE3YEMEN GMA NRESCTABNEHEA HA CTRAHWLE
pacrpoBol rpadmyackor vagopmanre. Dasd ¢ 107 me rpadmyeckad 00sesT Moset BoitTe MEGMORDATHO MCNONLI0EEH B
OUKYMBEHTE,;

3} eorpoaHHeld rpadkwseckda obearT (Inline Image Object) — rpadwu-ackne gaHHEE, BETPOBHHLIE B KOHTEHT KOH-
HPETHOR cTPaHALE. Tamme obbeKTe, K88 NPEBMND, MCOONLIVHITCR MPOIREMMEMK ONTMYECKO PACHOZHABEHMA TEXCTA ONA
BCTEEEM ME0DPSHEaHWR OTAENEHOND CADEE, PACHOIHEHHAND § HWIEHM YPOBHEM YESPEHHODTH;

4} ofwest THNA ROHTYR (Path Object) — Habop komasn pekTopHol rpagieey, BENHamWUaE BOMEHOEl DIECOBAHNR
FEHKA, KPHELY W NPAMOYTONEHHEDE, TarsT Ha CTpasdue Mmoken Dume npegcTEensd © ononbs0eaHnes obbektos Tuna
HOMTYD EMECTD TERCTORLIY 00 berTOR.

B npaganax POF-ctpaduus &1W obe2kThl MoryT 0bpai080iBaTh BMHEHHEE CTPYETYDE B NHOD0A NocnegoRaTens-
HOCTH W HE NGy rySuay. MNpogace uasayprpoesHde POF-cTpaHdy QorssH cooTEETCTEOBATE CNEAYHMLHM KDHTEDMAM:

8} W3 NOONEFALWEA YoaneHNE CANEcTH CTPaHMLE YOANAKTCR BCS COgBpalmMe rHhopsaune obbekTel, Ha nobom
YEOEHE ENOHEHHDCTA;

b} oTofpasEHUE HEZATPOHYTRIX USHIYPHMPOBEHWEN JacTel PDF-CTpaHHULl HE WIMEHASTCR.
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Mpunomxerae 04
[cnpaBoyHoE)

CeaeHHA O COOTEETCTEWM CCLINOUYHBIX MERAYHAPOOHLIX CTAHOAPTORE HALWOHANLHLIM CTAHOAPTAM
Poccuickod QegopalWm

TaGbnuua OAT

O AMEHRE CERNEMHOM MExRay
HAEIONAT CTAHGAP TR

Crismaisn COOTEET
CTENA

OHaIHAEEHEE M HAWMEHDDEH RS COOTEETS TEVHWETD MALAdHENE
HDID STAOHEEETA

ISCVIEC 28100:2011 IoT MICT P WCOMAZK 29100-2013 «HucdhopmausoHHaR Tex-
Honarus, Mearooe v cpegorea ofecnesardr GRIONACHOCTH.
OioHossl DOSCNEYSHUA NEWBATHOCTH R
a
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