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Mpeancnoeue

1 PABPABOTAH O6wectBOM C OrpaHUM4YeHHOW OTBEeTCTBEHHOCTh «[okMeHemxkmeHT KoHcanT»
(OO0 «OMK») npu yuactum MexpernoHansHon obuwecTBeHHoW opraHusauum «Cow3a WT-gupektopoB»
(MPOO «Co[lNT») n ®PrHaHcoBOro yHuBepcuTeTa npu MNpasutensctee Poccuiickoin Penepaunm

2 BHECEH TexHu4yecknm KomuTeToM no ctaHaapTtusaumm TK 055 « TepMUHOMOTUSA, aNeMeHTbl JaHHbIX
W OOKYMeHTauus B BU3Hec-npoueccax 1 3MeKTPOHHOW TOProene»

3 YTBEPXIOEH W BBEJEH B JEWCTBWE lMpukasom ®eaepansHOro areHTcTea No TEXHUYECKOMY
perynupoBaHuio 1 Metponorin ot 26 espans 2025 r. Ne 100-ct

4 BBEJEH BINEPBbIE

lNpasuna npumeHeHUss HacmosAweao cmaHdapma ycmaHoereHbl 8 cmamese 26 @edepanbHO20 3aKoHa
om 29 uroHsa 2015 a. Ne 162-03 «O cmaHdapmu3sauyuu 8 Pocculickol ®edepayuu». MHgopmayusa ob us-
MeHeHUaX K HacmosuweMy cmaHdapmy rnybnukyemcs 8 exez00HOM (M0 COCMOSIHUK Ha 1 AHeaps mekyujeao
200a) uHghopMayUOHHOM ykazamene «HayuoHansHsle cmandapmel», a oguyuansHbil mekcm uaMeHeHul
U ONPasoKk — 8 EXeMEeCHAYHOM UHOPMaUUOHHOM ykazamene «HayuoHansHsle cmaHdapmel». B cnyyae
rnepecMmompa (3aMeHbl) unu omMeHbl Hacmosuje2o cmaH@apma coomeemcmayouwee ygedomneHue bydem
onybnukosaHo 8 bnuxalweM 8bINycKke eXeMecayHo20 UHPOPMaUUOoHHO20 ykaszamesns «HayuoHanbHble
cmaHOapmbi». Coomeemcemayoujas UHGopmayus, yeedoMIeHUe U meKcmbl pa3Mewalomcs makxe 8 UH-
hopmayuUoHHOU cucmeme obuieao nofib3osaHus — Ha ouluansHoM calime @edepansbHo20 azeHmemea ro
MEexXHUYECKOMY peaynupogaHuro u Memponoauu 8 cemu MHmepHem (www.rst.gov.ru)

© Odbopmnenue. OIBY «UMHcTUTYT cTaHgapTuaayumuy», 2025

HacToawmin ctaHgapT He MOXeT ObITb MOMHOCTLIO UMK YACTUYHO BOCMpOU3BEJEH, TUPaXXMNPOBaH U pac-
NMPOCTpaHeH B Ka4vecTBe OCbMLI,VIElJ'IbHOrO n3gaHua bes pa3peweHusa CDe,qepaanoro dreHTCTBa no TeXHN4eckKo-
MYy perynmpoBaHvMi 1 METPOJIOrnn

]
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BeegeHue

HacToawmi ctaHgapT HanpasneH Ha nocrnefoBaTenbHbIi Nepexod oT aBTOMaTU3NPoBaHHON 0BpaboTku
[OKYMEHTOB K LUMMPOBLIM TEXHOMOTUAM UX CO34AHWSA, UCMOMb30BAHWS U XPaHEHNs.

OnHOW N3 OCHOBHBIX MpobnemM nepexoaa K LMGPOBbLIM TEXHOMOMMAM ABMAETCA OTCYTCTBME €4UHON Tep-
MUHOMOrMYecko 6asbl, 06beaunHALLEH CMexXHble cdepbl AeATENBHOCTM B paMKax Mpouecca yrnpasneHus
JAOKYMeHTaMu.

CnoxXunochb OBOSIKOE TOMKOBaHWE TEPMUHA «3MEKTPOHHLIA OOKYMEHT». Mo 3NeKTPOHHBIM JOKYMEHTOM
MOMKET MOHUMATbLCS W AOKYMEHTUpPOBaHHas MHdOopMaLMs, NpeacTaBneHHasl B 3MeKTPOHHON (opmMe, BKMO-
yasl He3aBepPEeHHbIe 3MEeKTPOHHLIE KOMWK OOKYMEHTOB (CKaH-KOMuK), U OOKYMEHT, CO30aHHbIA B 3MEeKTPOHHON
thopme Ge3 NpegBapuUTEnbLHOrO OOKYMEHTUPOBAHUS Ha BYyMarkHOM HocuTene, MOAMMCaHHbLIA 2NeKTPOHHOW
noanuckIo.

ObbeanHeHne OBYX MCKMYaKWMX OPYr Apyra NOHSATUA B OAMH TePMUH BefdeT K HenoHMMaHuio W
cepbesHbIM oLKnbkam npy paboTe ¢ 3NeKTPOHHLIMKU JA0KyMeHTamu. B cBsi3n ¢ 3Tum TpebyeTcs ycTpaHuTe pa-
BEHCTBO MeXay 3NeKTPOHHOM KOMWen 1 NOAMMHHUKOM 3MEeKTPOHHOIO AOKYMEHTA.

B HacTosilem cTaHgapTe OOKYMEHTbl KnaccudnumMpoBaHbl Mo NPU3HaKy HOCWTENs NOANWHHMKE: und-
POBOI JOKYMEHT BblAENEH B OTAENbHYI KaTeropuio aNeKTPOHHOIO OKYMEHTa, U K HeMy NpeabABnAlTCs Te
xe TpeboBaHWa 3aKkoHodaTeNbHbIX U HOPMaTUBHbLIX NMPABOBbLIX AKTOB, YTO U K MOAMWHHBLIM 3MEKTPOHHbLIM O0-
KyMeHTaM.

HacTosiwmin ctaHgapT ycTaHaBnUBaeT NPUHLUWNGLI BeOeHnsl LMdPOBOro AOKyMeHToo6opoTa, npyu KoTo-
POM MOMMMO CKaHWPOBAHHBLIX KOMWA OOKYMEHTOB, W3HAYanbHO CO3OaHHbIX Ha ByMaMHbIX HOCUTENSX, U UX
aBTOMaTU3MpoBaHHOW 06paboTKK NosBnsAeTCA LUGPOBON OOKYMEHT Kak 06BEKT MH(OPMAELMOHHON CUCTEMBI.

HacToswwmin cTaHaapT cogep:uT MeToauky LM poBoi TpaHchopMaLmn JokyMeHTooBopoTa 1 ycTaHaBs-
nueBaeT TpeboBaHWA K MeToANYEeCKOMY NPOeKTy, HanpaBneHHOMY Ha (hOpPMUpOBaHUe LeneBoi Moaenu und-
poBoro gokymeHToo60poTa ¢ nocneayollen ee peanvaauunei Ha 6ase BbibpaHHOro NporpaMmHoro obecneye-
HUS (METOONYECKNE NPOEKTHI MOryT OCYLIECTBNSATLCS Ha [OrOBOPHON OCHOBE UMK BbITh peann3oBaHbl BHYTPU
opraHusauvun). CTagun METOAMYECKOro NMPOEKTa CXEMAaTMYHO NMoKasaHbl Ha pUCyHKe 1.

OuarHocTuka AOKVMGHTOOGODOTa:

- cBop nepemMeHHbIX MHOPMALIMOHHBLIX KOMMOHEHT; Mogenb gokymeHTooGoporTa,
- aHanWa cobpaHHbIX OAHHbIX, BbIABNEHWE OTKNOHEHUIA npUMeHsiemas B
OT 3TanoHHON Mogenu; opraHu3aunmn «Kak ecTb»

- BulpaboTKa pekoMeHJauuii

lMpoekTupoBaHue Ou3aiHa ueneBoro pelweHnA:

- KOPPEKTMPOBKa (ONTUMMU3ALNSA) LOKYMEHTHBIX
NpoLeccos;
- MOAENUPOBaH1e JOKYMEHTHbIX NPOLECCOB

Llenesas mogens

[NakeT pernameHTUpyLL X

PernameHTauus ,qoxymeHTooﬁopOTa [OKYMEHTOB

MakeT opraHn3aunOHHbIX

MocTpoeHue LeHTpa KOMAETEeHUMIA
P HOHTP u [LOKYMEHTOB

PucyHok 1 — CTtagum MeToM4YecKoro npoekTa

CTtaHgapT onpefenseT apxXUTEKTYpy Lenesoi Moaenu uMdpoBoro 4okymeHToobopoTa, KoTopas noka-
3aHa Ha pUcyHke 2.

v
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LUENEBAA MOOENL LIW®POBOTO
AOKYMEHTOOBOPOTA

STanoHHaA Mogenk YudpoBoro

AoKymeHTooGopoTta
MpegonpeneneHHLIe MOOSNH MocToAHHEIE MHPOPMALIMOHHLIS
AOKYMeHTHbLIX npoleccoB KOMMOHeHTL!

MepemMeHHbIe WHpOPMALIMOHHBIE
KOMMOH@HTHI
20%

PucyHok 2 — ApxuTeKTypa Leneson Moaenu uudpoBoro gokymeHtoobopota

LleneBana mogens BKNKYAET 3TANOHHYK MOAENb UMQPOBOro AOKYMeHToo60opoTa U MepemMeHHbIe WH-
HOpMaLMOHHBLIE KOMMOHEHTHI.

OTanoHHasa MoAenb CTPOUTCS U3 NOCTOSAHHBIX MHDOPMAaLMOHHBIX KOMNOHEHT W NpegonpeneneHHbiX Mo-
Jenen JOKYMEHTHLIX NPOLEeCcCoB.

MocToaHHbIE MHDOPMALMOHHBIE KOMMOHEHTEI NpeacTaBnsaT coboi Habop gaHHbIX O JOKYMEHTe, npe-
JonpefeneHHbiX HOPMaTUBHbIMUK NPaBOBLIMU aKTaMK U METOANYECKUMU LOKYMeHTaMn. MocToAHHbIe MHdOopP-
MaLMOHHbIE KOMMOHEHTLI 3aaK0TCA HA KaXKOblA OTAENbHLIN B OOKYMEHTA.

lNepeMeHHble MHPOPMALUWOHHBLIE KOMMNOHEHTLI NPeACcTaBNSAT cOB0M NepeMeHHbIe 3Ha4YeHWUs NOCTOSH-
HbIX MH(DOPMAaLMOHHBLIX KOMMOHEHT, XapaKkTepHble TONMBKO ANA onpeaeneHHon opraHn3aunn.

MpenonpeneneHHblie Moaenu JOKYMEHTHbIX MPOLECCOB NpeAcTaBnsanT CTPOro 3akpenneHHy nocneno-
BaTeNbHOCTb onepaLwuia.

MNocTosiHHbIE MHOPMALIMOHHbIE KOMMOHEHTHLI NpeobnafatoT Hag nepemMeHHbIMK B cooTHoweHun 80:20,
Kak MokasaHo Ha pUcyHke 2.

CocTaB nHopmMaLnOHHBIX KOMNOHEHT JOKYMEHTa NpeacTaBneH B Tabnuue 1.

Tabnuuya 1— CocTaB MHOPMALMOHHBLIX KOMMOHEHT JOKYMEHTa

MNocToAHHLIE MHOPMALMOHHLIE KOMMNOHEHTHI MepemeHHble MHhOPMALMOHHLIE KOMMOHEHTHI
PekBn3uThI 3Ha4YeHUsa PEKBU3UTOB
Buabl aneKTpoHHbIX Noanucen YcuneHHas KBanuUUMpPOBaHHAA 3MNEKTPOHHas noanuck/

yCuneHHaa HEI{BEHMCI.)MLI,MPOBBHHEH 3NEKTPOHHadA nognuce/
npocTan anekTpoHHaA noanvuchb

Habop meTanaHHbIX 3Ha4YeHUss MeTagaHHbIX
Cpokun xpaHeHns BpemeHHbI/gonroBpeMeHHbBIA/MOCTOSHHBIN
HanpaeneHus geatensHocTH YnpaBneH4eckas, JOroBopHas, 3akyrnodyHas u np.
Cuctembl 4OKYMEHTaUMMK OpraHvzauvoHHO-pacnopaaUTenbHas, Kafpoeas, TexHu4e-
ckas v np.
[loKyMEeHTOMNOTOKK Bxopsawmin/mexogaiwmia/BHy TpEHHUIA
dopmats! harinoe dopmManmnzoBaHHbIN/HedOpManuM3oBaHHGIN
A%
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OkoHYaHue mabnuuysi 1

[NocTosiHHbIE MHOPMALMOHHbLIE KOMNOHEHTLI [TepemeHHble MHPOPMALMOHHbLIE KOMMNOHEHTHI

apxuB)

ObnactM XpaHeHus (SMEeKTPOHHbLIA WMAKM  UWMGPOBON | BNEKTPOHHbLIA MM LMPOBOIA apXmB

Ponn Y4acCTHMKOB Nnpoueccoe

3HaveHus ponen

B tabnuue 2 npuMBedeHa 3TanoHHAsA MoAgenk NpuKasa Nno OCHOBHOW OeATeNnbLHOCTW. M3 HopMaTUBHbIX
NMPaBOBbIX aKTOB U3BECTHbI BCE obazaTenbHble XapakTepuUCTUKK NpUKasa no OCHOBHOM OEATEeNbHOCTU, NO3TO-
MY MOXHO NMOCTPOUTE 3TalOHHYH MOOElb NpUKasa rno OCHOBHOW OeATeNnsHOCTH.

Tabtnuua 2— 3TanoHHas Mo4erb NpukKasa no OCHOBHOW AeATENbHOCTH

[NocTosiHHbIE
WH(OPMALMOHHbIE [MNepemeHHble MHOPMALWOHHbIE KOMMOHEHTbI

KOMIMOHEHTHI
HaumeHoBaHue opraHusauuin.
HaumeHoBaHWe BUOA OOKyMEHTA.
Oara.
PernctpaunoHHbI HOMep.
MecTo nspaHms.

PekBuaunTsl

3aronoBok.

TekcT (BBOAHAA W pacnopaauTenbHas YacTb).
Mopnwce pykoBoOUTENS OpraHn3auun.

Bu3el cornacoBaHus.

OTtmeTka 06 ucnonHuTene

Bua anekTpoHHOW nognucu

YcuneHHas Kean I/‘ICbMLlMpDBaHHaH 3ANEeKTPOHHaA noanucb

HaBop meTagaHHbIX

Vi

ID goKyMeHTa BHELLUHEN CUCTEMBI.

ABTOp OOKYMeEHTa.

PervctpauuoHHbIi HOMep OOKYMeHTa.

[ata gokymeHTa.

[NpwraHak gokymeHTa ana cnyxxebHoro nons3osanus (OCIT).
HomKHOCTE YNONHOMOYEHHOIo n1ua.

Homep ceptudumkarta.

OO nuua, KoTopoMy BblaaH cepTUMUKAT 3NEKTPOHHON NOAMUCH.
Cpok oencteus cepTudmkaTa aneKTpoHHON Nognmucu.

Twun nognucu.

[aTa npoBepKW anNeKkTPOHHOW NoAMnMcH.

PeaynetaTt npoBepku aNeKTPOHHOW NoANUCH.

dopmar harina uMdpoBOro AOKYMeHTa.

Obwvem danna unpoBOro 4OKyMeHTa.

Xelw-cymmMma chainna uyngpoBoro JOKyMeHTa.

[ata nocnegHero nameHeHus danna uMgpoBoro 4OKYMEHTA.

GostExpert.ru

https://GostExpert.ru/gost/gost-59999-2025



https://gostexpert.ru?utm_source=pdf&utm_medium=69915
https://gostexpert.ru/gost/gost-59999-2025?utm_source=pdf&utm_medium=69915&utm_term=page

OkoHYaHue mabnuukl 2

MOCT P 59999—2025

[MocTosHHbIE
VHOpPMaLUMOHHbIE lNepemeHHble MHOPMALMOHHbLIE KOMMNOHEHThI
KOMMNOHEHTbI
Bpemsa nocnegHero uameHeHus daiina UMgpoBOro JOKyMeHTa.
[ata cnucaHusa AoKyMeHTa B Aeno.
[ara oTnpasku B apxmB.
[laTa oKOH4YaHWs CpoKa XpaHeHus
Cpok XxpaHeHus [MocTosiHHO
HanpaBneHwe paboThl Iloboe
Cucrtema gokymeHTaumm OpraHun3aunoHHo-pacnopaguTensHas
[okyMeHTONOTOK BHyTpeHHWA
dopmart dpanna Pdf/A

O6nacte xpaHeHwsa (anek- | LUudposon
TPOHHBIA  WMNKM  UudpbpoBoi
apxuB)

ABTOp AOKYMEHTA.

SEVIHTEDECOBBHHI:IE nuua.

Ponun yyacTHUKOB

[enonpon3BoguTens.
NMpoLEeccoB

KoHTponep.

[poBepsoLLMiA.

PyKDBO,EWITeJ'Ib opraHm3aunm

JIMHerHbIA pykoBOOMTENL aBTOPa AOKYMEHTA.

OTanoHHas Modernb OOKYMEHTHOro npouecca npukasa no OCHOBHOW [OeATensLHOCTU BKIYaeT cnegywo-

LLYIO NMocrnefoBaTenbHOCTL OnepaLmii:
- cosgaHve NpoekTa Nprkasa;
- cornacoBaHWe NMpoeKTa Npukasa;
- HOPMOKOHTPOIL;
- nognucaHue;
- peructpauus;
- crnucaHue B feno;
- UCMonHeHwue;
- O3HaKoMIeHwWe;
- KOHTPOIb UCMOMHEHUA.

LLEHEBaFl MoAenb NnpuKasa (anKasa KOHKDETHOFI Opl'aHVlSaU,VIVI) co3faeTcd nyTem BKINKOYEHNA B 3TANOH-
HYH MOAelNb NepeMeHHbIX 3HaYEHUN, XapaKTepHbIX TONbBKO Ans KOHerTHOFI opraHun3auunin. HpVIIVIEp 3anoriHe-

HWUA NepeMeHHbIX 3Ha4YeHuin npuBedeH B Ta6rw1u,e 3.

Tabnuya 3 — Leneeas Mogens npukasa no OCHOBHOW AesATENBHOCTU

MocTosiHHBIE MHOPMAaLWMOHHbBIE KOMMNOHEHTLI NMPMKa3a Nno OCHOBHOMN
[eaTenbHoOCTH

3Ha4YeHnn NepemMeHHbIX MHHOPMAaLMOHHBIX
KOMMOHEHT

HaumeHoBaHne opraHunsavun
PekBnaunTbl

O6wecTBO C OrpaHUYEHHOW OTBETCTBEHHO-
CTbi0 «Anbda»

HawnmeHosaHwne BrOa OOKYMEHTa

GostExpert.ru
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lMpodomxernue mabnuysl 3

MocTosHHbIE MHADOPMALMOHHbIE KOMMOHEHTLI NPKUKa3a No 0CHOBHOW

AEATenbLHOCTH

3HavyeHns nepemMeHHbIX MHHOPMAaLMOHHbIX
KOMMNOHEHT

JaTta

[aTa nognucaxus

PeructpaluyoHHbI HoMep

B cooteetcTBUM C YCTaHOBNEHHbIMW B Oopra-
HU3aluuu npasunamMmn Hymepaunun

MecTo nznaHua

r. YpeHron

3aronoBok

O6 yTBEPXKOEHUW NEPEYHS BPEAHbLIX U onac-
HbIX Npodeccuin

TexkcT (BBOAHAA M pacnopaguTenbHas 4acTb)

KOHKpeTHbIA TEKCT AOKYMEHTa

Moanucek PyKOBOOWUTENA OpraHn3aumnm

Mognuck reHepanbHOro AMpeKkTopa

Buakl cormacoBaHns

HavanbHWKOB:

- oTOena oxpadbl Tpyga M NMpOMbILINEHHON
BesonacHocTH;

- oT@ena Kagpos;
- oT@ena Tpyaa v 3apaboTHOW nnaTkl.
[maeHoro Byxrantepa.

[vpekTopa no ynpaeneHuo NepcoHanom

OTtmeTka 00 ucnonHuTene

CoTpygHuk oTaena Tpyaa v npoMbILLTIEHHON
Be3onacHoCcTK

Buobl  aneKTpoHHbIX
nognucen

YcuneHHas KBaﬂMCbMLI,HpOBaHHaﬂ ANEKTPOH-
Has noannucb

YcuneHHas KBaﬂVECbVILalOBaHHaH BNEeKTPOH-
Had nognnck reHepanbHOro gupekTopa

Habop meTagaHHbIX

Homep cepTudmkara.

®NO nwua, KoTopoMy BblgaH cepTudukar
3MNeKTPOHHOWN MOAMNMUCK.

Cpok geicTeuna cepTudmkKaTa aneKTPoHHOU
NoANNCH.

Tvn nognucu.

[arta npoBepky aNEKTPOHHOW NMOANUCH.
Peaynsrat NnpoRepKM 3aNeKTPOHHOM NoanucK.
®opmaT dhaiina uMdpoBOro AOKYMeHTa.
O6bem thaina LmdpoBoro JOKYMEHTA.
Xew-cymma doarna umdpoBoro AoKyMeHTa.

[arta nocnegHero uaMeHeHus dganna uudpo-
BOro JOKYMEHTA.

Bpemsa nocnegHero nameHeHusa danna und-
POBOrO AOKYMEHTA.

[aTa cnucaHva gokymeHTa B geno.
[aTa oTnpaBku B apxuB.

[aTta okoH4yaHus CPOKa XpaHeHWA

3Ha4eHun MeTagaHHbIX MNMpuUKasa rno 0oCHoB-
HoM O0eATeENbHOCTHU

CpoKku xpaHeHus MocTosiHHO [MocTosHHO
HanpaBneHua  pes- i OxpaHa Tpyga v npomebiwneHHon Gesonac-
TENLHOCTH HOCTH

Cucrembl OOKyMeHTa-
LMn

OpFaHMSBLLIAOHHD-paCI’IOpH,D,MTE.‘ﬂbHaH

OpraH M3aumoHHO-pacnopagnuTenbHasa

,D,OKyMEHTOI'IOTOKVI

BHyTpeHHUIA

BHyTpeHHMI

dopmarbl thainos
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OkoHYyaHue mabnuukl 3

MOCT P 59999—2025

MocTosiHHBIE MHOPMALWMOHHBIE KOMMNOHEHTHI NPMKa3a No OCHOBHOMW

3HadYeHna nepemeHHbIX MHHOPMaLMOHHBIX

AeATeNnbHOCTHU KOMMOHEHT
OBbrnactn  xpaHeHus
(3neKkTpoHHbIA  unu | Ludppooit Lincdposon
UnchpOBON apxuB)
CneumanucT oTaena oxpaHel Tpyaa W npo-
ABTOp JOKYMEHTa 4 7 21 P PYA P
MbILLMEeHHOW Be3onacHoCTu
g o HavyaneHuk otgena oxpaHbl Tpyga W npo-
NuHelHbIR pyKoBOAUTEMD SO P PYA P
MblILLIMNEeHHOW Be3onacHocTy
HavaneHuk oTaena Kagpos.
HavaneHuk oTgena Tpyga v 3apaboTHoW nna-
Thl.
Péiiii YUACTHUKOR 3auHTepecoBaHHble nuua
NpOLECCOB [maBHbIN ByxranTep.

[OupekTop No ynpaeneHuio NepcoHanom

[enonpounseoanTens PedepeHT npuemHoli
KoHTponep PedepeHT npuemMHoi
MpoEspsiow HavaneHuk oTgena Tpyga v 3apaboTHou nna-

Thl

PyKOBO,EI,VITEHb opraHm3aunu

[eHepanbHbIA gMpeKTop

[Npumep onncaHus Leneson Mogenu OOKYMEHTHOIO npouecca ansd npukasa no OCHOBHOW AEATENBHOCTH

npvBedeH B Tabnuue 4.

Tabnwu ua 4 — Ll,enesaﬂ Mogenb JOKYMEeHTHOTO npouecca nprkasa no OCHOBHOW OEATENBHOCTH

Ne 3T1an npouecca

Mpouecc B
KopnopaTtveHo
cucteme unchposoro
[okymeHToobopoTa

3apadva e KoprnoparneHou
cucteme Lucposoro
[oKymeHTooBopoTa

Ponb

AOOKYyMeHTa

1 Co3gaHue npoekTta

Het Het

Cneumanuct otgena TpyooBOW U
NPOMBILLNEHHOK Ge3onacHoOCTH

EKTa OOKYMEeHTa

2 CornacoBaHue npo-

CornacoeaHue (war 1)
Kasa

Cornacoeatb NPOEKT Npu-

JIMHeRHbIN pyKoBOOUTEND

3 CornacoBaHue npo-

CornacosaHue (Lar 2)

Cornacoeatb NPOEKT Npun-

HavanbHuk otgena KagpoB.

eKTa npuKasa

HOCTb OhOpPMMEHUSA Mpo-

eKTa [loKyMeHTa Kasa HavanbHuk oToena Tpyaa v 3apa-
B6oTHOW NnaTbl.
[maBHbIM Byxrantep. [dupektop
no ynpaeneHuk NepcoHanom
4 HopmokoHTponb CornacosaHue (war 3) | lNpoeeputb npaeunb- | KoHTponep

(B MOMEHT noanucaHus)

5) Moonucanune Moanucanune MognucaTe npukas ycu- | eHepanbHbIA OUpPEKTOR
neHHon  keanuduumpo-
BaHHoOW ANEKTPOHHON
NoAMNMuchIo

6 ABTOperucTpaums

Tponb, CnUcaHue
neno

7 MocTaHoBka 3apad
MCMonHUTeNsaM, ro-
CTAHOBKA Ha KOH-

McnonHeHne 3anyctute npouecc Ha | PedepeHT npuemHon
03HAKOMIEHWE.
MomectuTe npukasz B
B 0eno B COOTBETCTBUAW C

HOMEHKNaTypoW aen
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FOCT P 59999—2025

OkoHYaHue mabnuubi 4

Konr?:u:r‘incasoﬁ 3apada B KopnopatueHon
Ne 3T1an npouecca cmcr:nnep HEDPOBOTO cncTeme ungpoBoro Ponb
u p ,ClOKyMQHTOOinpOTa
AokymeHToobopoTa
8 O3HakomMneHue O3HakommneHue Os3HakomMuTbCA C npuka- | HadanbHWK oTOena Kagpoe.
Hom HavanbHuk otaena Tpyada v 3apa-
BOTHOW NNaThbl.
[MaBHbIM cneynanucT no Tpyay.
[MaBHbIA NHXEHEp.
naBHbIA reonor.
[MaBHbIA MapKwengep.
[NaBHbIA MEXaHUK
9 WcnonHenne WcnonHeHue BbinonHuTe 3agavy HavanbHuK oToena Kagpos.
HauaneHuk otoena Tpyada v 3apa-
BoTHOM NNaThl.
[maBHbIV cneymanucT no Tpyay
10 | KonTponb ucnonHe- | Het Het KoHTponep
L McnonHenue [MpoBEPUTL UCMONMHEHWUE [MpoBepsatowmn

PeaynbTaTel NpakTUYECKMX UCMbITaHUA METOAMKA LMDPOBOR TpaHchopMauny oKyMeHToobopoTa Bbl-
ABUINKN TEXHUKO-9KOHOMUYECKYH 3(PHEKTUBHOCTL, JOCTUIaeMyHo 3a CYeT:

- cucTeMaTM3auun cBefeHWin O BUAax (PasHOBMAHOCTAX) AOKYMEHTOB, (DOPMeE MX CO34aHUsl U cpoKax
XpaHeHUs;

- ONTUMKU3aLUW NMPOLIECCOB ABWKEHUS 1 CO30aHNSA JOKYMEHTOB.

K nokaszatensiM TEXHUKO-2KOHOMWYECKOW ahhekTUBHOGTH METOAMKMA OTHOCATCA:

a) CHWxeHne cebeCcTOMMOCTM MPOEKTOB LUMGPOBU3aLMM JOKYMEHTOOBOpOTa, KOTOpOEe AOCTUraeTca 3a
cyeT:

1) HacTPOWMKK TUMOBbLIX BUAOB LOKYMEHTOB,

2) HaCTPOWKM TMMOBLIX MoZenen JOKYMEHTHLIX NPoLEeccoB,

3) BO3MOXHOCTM OBICTPOW afanTauMy TUMNOBLIX HACTPOeK Nof 0coBeHHOCTH opraHu3auUuy;

6) noBblleHWe NPOU3BOAUTENLHOCTM TPYAA, KOTOpPOe AOCTUraeTcs 3a CHeT:

1) noBbilWeHNUA 3hPEKTUBHOCTU OPraHn3aLun adMUHUCTPATUBHOTO Tpyaa nyTeMm:
- BbIFIBNIEHUS U YCTPaHeHWs (hakTOpOB, MPUBOOALMX K W3NWILUHKM 3aTpaTtaMm Ha OOKYMEHTHbIe
npoLeccsl,
- onpegenexus Haubonee pauMoHanbHbIX CNOCcOG0B NOBLIWEHWA 3PEKTUBHOCTH AOKYMEHTHbIX
npoLeccos,
- COKpalleHWs TPyAOeMKOCTH onepauni JOKYMEHTHbIX NMPOLLeCccoB,

2) WHTeHcupUKaLUKM agMUHUCTPATUBHOIO TpyAa NyTeM BBEAEHUS KOHTPOMS UCMONMHUTENbCKOW Ouc-

LMMNIAHBI;

B) MOBbILIEHWE BO3MOXHOCTW MaclTabupyeMoCTU U KOHTPOMUPYEMOCTU CUCTEMEl YNpaBrneHus OOKy-
MEHTaMW, KOTOpPOe OOCTUraeTcs 3a cYerT:

1) yHucbukauumn (npyBefeHns K eqnHoobpasnio) JOKYMEHTHBIX NMPOLIECCOB U BO3MOXHOCTH UX TUpa-
XKUpoBaHWA,
2) yxopa oT aybnupoBaHusi BYMaXHOro U 3MeKTPOHHOro (UM poBoro) 4okyMeHToo60poTa;

r) MoBbIEHWE YPOBHA kubepbe3onacHOCTHU, KOTOPOe OOCTUMIaeTcs 3a CUeT CTPOrol kaTeropusaumm fo-
KYMEHTOB, NPOWU3BOAMMON MpU LUPOBM3aLMK 0OKyMeHTooBopoTa, YTo obneryaet npoBegeHMe Meponpus-
Tuin no obecnevyeHno MHGopMaLUOHHON Be30nacHOCTH;

) CHWXEeHWe perynaTopHbIX PUCKOB, KOTOPOe OOCTUraeTcsa 3a cYeT NpuBeaeHus OoKyMeHTooGopoTa B
COOTBETCTBUE 3aKOHOOATENbHBLIM ¥ HOPMATWUBHbLIM MPaBOBLIM aKTaM.

X
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rOCT P 59999—2025

HAUMWOHANBbHBIA CTAHOAPT POCCUUCKON OEOEPALUMN

LUMPPOBOU OOKYMEHTOOBOPOT OPFAHU3ALUK
TpeboBaHusA K 3TaNOHHOW Modenu

Digital document management of the organization. Reference model requirements

Oarta BeepgeHna — 2025—12—01

1 O6bnacTtb NnpuMeHeHunA

HacTtosiwumin ctanHgapT yctaHaBnueaeT TpeboBaHWA K UWDPOBbIM OOKYMEHTaM, MPUHLMMLI BeAeHWs
uncpoBoro AokymeHToobopoTa U METOAWKY ero BHEAPEHWUS, KOTOPbIE PACMNPOCTPaHSTCS:

- Ha JOKYMeHTooBopoT opraHusaumii Bcex opm coBCTBEHHOCTM (CyBOBEKTOB XO3ANCTBEHHOW AesTelb-
HOCTW);

- TpeboBaHus K DYHKLMSIM aBTOMATU3MPOBAHHLIX cUCTEM, 0BecneumBaroLLMX yrpaBneHne LudpoBLIMA
LOKYMEHTaMW U JOCTYM K HAM.

HacTosiwmin cTaHgapT HanpaeneH Ha obecnevyeHne METOANYECKOW NOAAEPXKKM:

- pabounx rpynn no BHEOPEHWHO 3MNEeKTPOHHOrO OOKYMeHToobopoTa, BKMOYas MEHEeAXepoB MO WH-
hOPMaLMOHHBIM TEXHOMOTUSAM, CUCTEMHBLIX aHANMTUKOB, BU3HEC-aHaNWUTUKOB, CNeLManicToB No LugpoBoi
TpaHcopMaL M1 JOKYMEHTUPOBAHHbLIX cchep AesTENBHOCTU W CNeuuanucToB no JOKYMeHTauuMoHHOMY obe-
CMEYEHUIO YNPABNEHWS;

- npow3BoguTenei nporpaMmHoro obecnedveHus.

2 HopmaTuBHbI€ CCbINKK

B HacToflwem cTaHgapTe MCNONb30BaHbl HOPMATMBHLIE CChIMKW HA cnefyrlne cTaH4apThbl:

MOCT 7.32 Cuctema ctaHgapToB no vHdopMauumn, bubnuotedHomy 1M mspgatensckomy geny. OTyeT o
Hay4HO-uccnegoBartensckon pabote. CTpykTypa 1M Nnpaeuna oopMneHus

FOCT ISO/IEC 24760-2 WHdhopMaumnoHHble TexHonoru. MeTtoakl U cpencTtea obecnedyeHusa BGesonac-
HocTU. OCHOBELI yrpaBneHust MOeHTUYHOCTEI0. YacTe 2. ba3oBas apxutekTypa U TpeboBaHuUs

FOCT P 7.0.8 Cuctema ctaHgapToB no uHopmauun, bubnuotedHomy u nsgatenbckomy geny. Jeno-
NPOW3BOACTBO W apXMBHOE Aeno. TepMuHbl M onpegeneHus

FOCT P 7.0.97 Cuctema ctaHgapToB no uHdopMaumu, bubnuotedHomy n nagarensckomy geny. Opra-
HW3aLUWOHHO-pacnopaaMTeNbHas OOKyMeHTauusa. TpeboBaHusa K 0QOpMMNEHU0 JOKYMEHTOB

MMOCT P 7.0.101/MCO 30301:2011 Cuctema cTaHaapToB no nHdopMauuun, 6ubnmotedHoMyY M n3gartens-
ckomy geny. MHdopmauusa u gokymeHTauusa. Cuctemel ynpaeneHus JoKymeHTamu. TpeboBaHna

FOCT P 50922 3awwuta uHhopmaunn. OCHOBHbIE TEPMUHbLI U ONpeaeneHus

FOCT P 51275 3awwuTa nHdopmMauunn. O6bekT nHdopmaTtnsaunn. PakTopbl, BO3AENCTBYOWME HA MH-
cdopmaumio. OBwmne NonoxeHns

FOCT P 53114 3awwuTa uHcdopmauyumu. ObecnedeHne MHHOPMALMOHHONK Be30NacHOCTY B opraH1u3auun.
OCHOBHble TEPMUHEI U onpedeneHns

FOCT P 54869 [poekTHbIN MeHeIKMeHT. TpeboBaHUA K yNpaBreHWo NPOeKToM

FOCT P 54989/ISO/TR 18492:2005 O6ecne4yeHue OOMNTOBPEMEHHON COXPaHHOCTU 3MEKTPOHHbIX O0-
KYMEHTOB

MOCT P 57551—2017/ISO/TR 18128:2014 Wudopmauus u gokymeHtauus. OueHka pUcKoB Ansi 4o-
KYMEHTHbIX NMPOLECCOB U CUCTEM

FOCT P 58833 3awuta undopmauumn. MoeHTudukaumna n ayteHtudukaums. ObLmMe NonoxeHus

MapaHune ochbuumnansHoe
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FOCT P 59999—2025

MOCT P 59381 WHopmaunoHHble TexHonormn. Metoabl w cpenctea obecnedeHns Ge3onacHoOCTH.
OcHOBBI yrnpaBneHnsa WoeHTUYHOCTbI0. YacTb 1. TepMUHONOrMs U KOHLENUUK

MOCT P 59382 WMHdbopmaunoHHble TexHornoruu. Metoabl M cpefdcTBa obecnedeHuss Be30nNacHOCTH.
OcHoBEI ynpaBneHus uoeHTUYHOCThI. YacTb 3. NpakTudeckue npuemsl

MOCT P 59383 WMHdopmaunoHHble TexHomnoruu. Metoabl M cpenctBa obecnedeHuss HBe30NacHOCTH.
OcHOBbI yNpaBneHus 4OCTYNoMm

MOCT P 59853 MHdopmMaunoHHble TexHonorui. Komnnekc craHgapTOB Ha aBTOMAaTM3WPOBaHHbIE
CUCTEMbI. ABTOMaTMU3UPOBaHHbIE CUCTEMBI. TEPMUHLI U ONpeaeneHust

FOCT P MCO 10007 MeHeoxmeHT kadecTea. PykoBogsiLe yKasaHUsa No MeHEIXMEHTY KOHUrypauum

rOCT P UCO 15489-1 CucTema cTangapToB No MHopMaumm, GubnuoTedHoMY 1 M3aaTensckoMy aeny.
WHcopmaumsa n gokymeHTauua. YnpaeneHue gokyMmeHtamu. Yacte 1. MoHATUSA 1 npuHLANGI

rOCT P MCO 22310 Cuctema cTaHgapToB No MHopmauun, GubnnoTedHoMy M U3OaTenbckomy Oeny.
WHchopmauns n nokymeHTaums. PyKoBoACTBO Ans pa3paboTynkoB cTaH4apToB, ycTaHaBnuBaloLwmx Tpebosa-
HWA K yNPaBMNeHno JOKyMeHTamMu

rOCT P NCO 23081-1—2008 CucTtema ctangapTtoB no uHdopmauumn, 6ubnmuoTeuHoMy U U3gaTensCcKo-
My geny. MNpouecchl ynpaeneHus gokymeHTamu. MetagaHHele Ang gokymeHToB. YacTb 1. MpuHumMnbl

FOCT P NCO 30300 Cuctema ctaHOapToB no MHopMauuy, BUbnmotedyHOMY U M3haTensckoMy aeny.
Wudopmaums u gokymeHTauusa. CuctemMbl ynpaeneHus gokymeHTaMmu. OCHOBHbIE NOMOXKEHUS U CNOBapb

rOCT P MCO 30302 Cuctema cTaHgapToB no MHopmauuu, GubnnotedHoMy M U3gatenbckomy Oeny.
CwcTtemMbl ynpaBneHusi LOKyMeHTamu. PyKOBOACTBO MO BHEAPEHWIO

MOCT P NCO 31000 MeHemxmeHT pucka. [MpuHUMNEI U pYKOBOACTBO

MOCT P UCO/M3BK 13335-1 NHdopmaunoHHas TexHonorusa. Metoasl U cpenctea obecnedveHusa tes-
onacHocTu. YacTte 1. KoHuenuua u Mmogenu MeHemxmeHTa 6e30nacHOCTU MHPOPMALMOHHBIX U TENEeKOMMYHU-
KaLMOHHbBIX TEXHOMOIMNn

rOCT P NCO/M3BK 19770-1 WMHdopMalnoHHble TexHonoruu. YnpasneHuwe WMT-aktuBamu. Yactb 1.
Cwuctembl ynpaenenuss UT-aktueamu. TpeboBaHus

MOCT P MCO/M3K 27001 MHdopmaumoHHasa TexHonorusa. Metoabl U cpenctea obecnevyeHns besonac-
HOoCTU. CUCTEMBI MeHegKMeHTa MHopMaUnoHHon BesonacHocTH. TpeboBaHus

MOCT P NCO/M3K 27002 NHdopmaumnoHHble TexHonorumu. MeTtogkl U cpencTea obecnedeHus besonac-
HocTu. CBOA HOPM M MpaBUN NpUMeHeHUs Mep obecnedeHnsa MHopMaLUOHHOW Be3onacHoCTH

MpumedvaHue — [pyU NONL3OBAHUW HACTOALMM CTAHAAPTOM LENecoobpa3Ho NPoBEpUTL AENCTBUE CCbINOY-
HbIX CTAaHOAPTOB B MHAOPMALMOHHOW cucTeMe 06LLero nonb3oBaHus — Ha oduLuansHoOM caiiTe defepansHoro areHT-
CTBa MO TEXHUYECKOMY PEryriMpoBaHWio U METPOMNOTMN B CETU MIHTEPHET UMK MO eXerogHoMy MH(OPMaLMOHHOMY yKasa-
Teno «HauuoHanbHble CTaHAapThI», KOTOPbIA onyGrMKoBaH Mo COCTOSIHWIO Ha 1 siHBaps TeKyLLero roga, v no Bbinyckam
EXEMECAYHOTO MHAOPMALMOHHOTO yKasartens «HaunoHansHbie CTaHaapThi» 3a TeKkyLmui roa. Ecnu 3aMeHeH CCbinoYHbIN
CTaHOapT, HA KOTOPLIA AaHa HeAaTUPOBaHHAS CCbINKa, TO pEKOMEHOYETCs UCTONb30BaTh AEUCTBYIOLYK BEPCUID 3TOMO
CTaH4apTa C YYETOM BCEX BHECEHHbIX B AaHHYI BEPCUIO M3MEeHeHWin. Ecnn 3ameHeH CChINoYHbIA CTaHAAapT, Ha KOTOPbIN
JaHa [aTnpoBaHHas CCbINka, TO peKOMEHAYeTCH MCMoNb30BaTh BEPCHIO 3TOMO CTaHAApTa C yKa3aHHbIM BbILLE FOA0M YT-
BepxOeHus! (NpuHaTUS). Ecnv nocne yTBREpXOEHWS HAcTOALLEro CTaH4ApTa B CCbIMOMHBIM CTAHAApT, HA KOTOpLIA AaHa
[aTUpOBaHHas! CCbINKa, BHECEHO U3MeHEeHWe, 3aTparvBatoLLiee NoNoXeHWe, Ha KOTopoe JaHa CCbINka, TO 3TO NMoNoXeHue
PEKOMEHYETCA NPUMEHsATE Be3 y4eta 4aHHOrO U3MeHeHUs. Ecnu cebinoyHbIn cTaHaapT oTMeHeH 6e3 3aMeHbl, To Nomno-
KEeHWe, B KOTOPOM [aHa CChINKa Ha HEro, PEKOMEHAYETCH NPUMEHHATE B YACTU, HE 3aTParvBaloLLe 3Ty CChInKy.

3 TepMuHbI, onpeaeneHUs U COKpaleHns

3.1 TepMUHbLI M onpegeneHUunA

B HacToslwem cTaHfapTe npuBefeHbl crefyiolne TEPMUHbI B COOTBETCTBYIOLLMMW ONpefeneHusiMu:

3.1.1 pOoKYyMeHTHbIA npouecc: PopMann30BaHHbIA XU3HEHHbLIA LMKN OOKYMEHTA, B XOL4E KOTOPOro
NPOUCXOANUT co3daHue 1 cbop MeTagaHHbIX O JOKYMEHTE.

3.1.2 nHcopMaLMOHHBIE KOMNOHEHTLI MOAENU OOKYMeHToo6opoTa: DnemMeHTsl MeTagaHHbIX O0-
KYMEHTOB M QOKYMEHTUPOBaHHOM MHopMaumm (chainos), obpasytowme nHdopmauMoHHbIA hoHg Kopnopa-
TUBHOW CUCTEMbI LMPOBOro AoKyMeHToobopoTa (Mogenb 4aHHbIX KOpnopaTUBHOW CUCTEMBI LMCGIPOBOro 40-
KymeHTooOopoTa).

3.1.3 KkopnopaTuBHas cuctema uudpoBoro AokymeHToobopoTa; KCU: nmHdopmaunoHHas WH-
hpacTpykTypa opraHus3auun, BKNoYawLlasa cucteMy, obecneumBaroLLyo ynpaBneHne JOKYMeHTaMu U JOCTyn
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MOCT P 59999—2025

K HAM B Te4dYeHue onpegeneHHoOro spemMeHu, 1 CUCTeEMbl — WUCTOYHWKKM OaHHbLIX O5A CO30aHWA L{VICprBbIX
OOKYMEHTOB.
3.1.4

MeTafaHHble AOKyMeHTOB: CTpYKTYpupOBaHHas WUNW NONycTPYKTYpUpoBaHHas MHMOpMaLus, KoTo-
pasi no3BonseT co3fasaTh, yNpaBnATbh M UCNOMb30BaTh AOKYMEHTHI B pa3Hoe BpemMs U B pasnuyHbIx obna-
CTAX AeATEeNbHOCTH.

[FTOCT P NCO 15489-1—2019, nyHkT 3.12]

MpumeyaHue — He cnegyet cMellMBaTe MeTagaHHble JOKYMEHTOB C PEKBU3UTAMM, NPeacTaBnsAoWwMmMA co-
6ol anemeHTel odpopmneHuns gokymeHToB (cm. [OCT P MCO 23081-1—2008, nogpasgen 5.2). Y HEKOTOPLIX PEKBU3MTOB
HET aHanoros B BUOE METaAaHHbIX 4OKYMEHTOB.

3.1.5 onepauUWOHHLIN PUCK ANA OOKYMEHTHOro npouecca: Puck y6GbiTka B CBA3W C 3aTpaTtamun us-
MULHWX PECYPCOB Ha UCMOMHEeHe AOKYMEHTHLIX NPOLEeCCOB, YTpaThl HAAEXHOCTH, ayTeHTUYHOCTM, NOMNHOTI
W/UNU HEU3MEHHOCTW JOKYMEHTOR B pe3ynbraTe OTKMOHEHWIA OT BbINOMHeHWs TpebGoBaHWid 3TanoHHOW Moae-
nu unchpoBoro AokymeHToo6opoTa, AeNCTBUIA COTPYOHMKOB W/WMKM CMCTEM OpraHusauumn nubo nog BrusaHuem
BHELLHUWX COBLITUNA.

Mpumeuvanne — Cwm. TOCT P 57551—2017 (pasgen 4), FTOCT P MCO 31000—2019 (pa3gen 3).

3.1.6 nepemeHHble MH(OPMALMOHHbIE KOMMOHEHTLI LeneBod Mogenu UuMdpoBoro AoKyMeHTO-
obopoTa: Habop MHOPMALMOHHBLIX KOMMOHEHT, 3HAYEeHUA KOTOPLIX XapakTepHbl AN KOHKPETHOW opraHu-
3aLuMK 1M ONpedensTcs B X04e AMarHOCTUKMA (DYHKUWOHANBbHOIO HanpaBneHusa AesTernbHOCTU opraHn3anuun.

3.1.7 nocTofiHHbIE MH(OPMALWNOHHbLIE KOMMOHEHTLI 3TanNnoHHOW Mogenu undpoBOro AOKyMeHTO-
obopoTta: Habop obsazaTenbHbIX MHHOPMALMOHHBLIX KOMMOHEHT, 3HAaYeHWe KOTOpPbIX NpegonpeseneHo Hop-
MaTUBHO-NPaBOBON U MeToanYyeckor 6a3ol (B TOM 4YKUCre NnokKansHon) B 0bnactu ynpaBneHns JOKYMeHTaMu
0N KOHKPETHOTo BMAA JOKYMEHTA.

3.1.8 uyeneBas mogenb UWPOBOro JOKyMeHToobopoTa; du3alH yeneso2o peweHusa: COBOKyM-
HOCTb 3TAJIOHHON MOAENW LMPOBOro AOKYMeHTOo000poTa U NepeMeHHbIX MHDOPMaLNOHHBIX KOMMOHEHT.

3.1.9 uudporan TpaHctopmMauuma gokyMmeHToobopoTa: [pouecc nepexona opraHu3auuum Ha pabo-
Ty C LMOPOBLIMUW AOKYMEHTAMM, CONPOBOXAAEMEIN U3MEHEHUAMU B ee LM POBON 1 OPraHU3aLUMOHHON CTPYK-
Type.

3.1.10 umcbpoBOK apxuB: XpaHunuile UMDOPOBLIX AOKYMEHTOB AOMTOBPEMEHHOro W MOCTOSIHHOMO
CPOKOB XpaHeHwus.

3.1.11 undpoBon poKyMeHT: Kateropus aNeKkTpOHHOIO OKYMEeHTa, M3HavyanbHO CO34aHHOro B LMd-
poBoi chopme ¢ cobnogeHnem npaswn 4oKyMeHTUpoBaHusa 6e3 nagaHusa ero Ha BymakHOM HOCUTene, Noanu-
CaHHbINA 3NEeKTPOHHON NOANUCKHI0 B NOPSALKE, YCTAHOBNEHHOM 3akoHoaaTtenscTBoM Poccuickon ®egepaymn.

3.1.12 3nekTpoHHbIA apxmMB: OBbeKTHOE XpaHunuLLe, No3BONsLWEee HakannMeaTe 6onbLoh 0b6beM
LaHHbIX 1 obecnevynBaTb MX MOMCK K AOCTYN K HAM.

3.1.13 aTtanoHHaAa mogenb undgpoBoro AokymeHToobopoTa: COBOKYNHOCTb MOCTOSAHHBIX MHCbOpMa-
LMOHHBIX KOMMOHEHT U NpefonpefeneHHbIX JOKYMEHTHbIX NPOLECCOB, HA OCHOBE KOTOPOW CTPOUTCS LeneBast
mMogens AoKkymeHToobopoTa.

3.1.14 wpuguyeckaa cuna yudpoBoro aokymeHTa: CBONCTBO LMPOBOro AOKYMEHTA MOOTBEPXK-
LaTb NPaBOOTHOLEHUS U BbI3biBATb NPAaBOBbIE NOCNEOCTBUS.

3.2 CokpauweHus

B HacTodwem ctaHgapTe npuMeHeHbl cnefyrwune CoKkpalleHna:

rmc — rocygapcTBeHHas MHopMaLuMOHHasa cUcTema;
M300 — MEXBEOOMCTBEHHBI 3MeKTPOHHBIA AOKYMeHTooB0opoT;
cepeuc 300 — 3awMLIEHHbIA KaHan CBA3W ANA OpraHM3alnmn BHELIHEro 3neKTpoHHoro (undposo-

ro) 4okymeHToobOpOTa.

4 OcHoBbl UucpoBM3aLUM JOKYMeHTOObopoTa

4.1 MpuHUMNBI BegeHUA UM PoBOro gOKyMeHToobopoTta

BobligensioT cnegylolwme NpuHLMILN BeAeHUs Mg poBoro 4okyMeHTooGopoTa:
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- BbIBOP MHPOPMALIMOHHOM cucTeMbl U3 apxmuTekTypbl KCL[, B koTopon ByaeT obecnevyeH NomnHbIN 13-
HEeHHbIA UMK LMGPOBLIX AOKYMEHTOB;

- BKnoveHwne B KCLU undpoBoro AokyMeHTa, obnagaroLero puandeckon cUnom, Kak caMmocToATenb-
Horo o6bekTa no NTOCT P NCO 15489-1;

- BkrnroveHne B KCLIO nokymeHTOB BceX OyHKLMOHAMNbHBIX HAaNpaBneHuit 4eaTenbHOCTU OpraHn3anmnm
no MOCT P NCO 15489-1;

- UMdpoBM3aLIMS BCEX Onepauni OKYMeHTHbIX npoueccos no FOCT P MCO 15489-1;
COOTBETCTBME Onepaunin JoKyMeHTHbIX npoueccos B KCLIO HopmaTtuBHbIM TpeboBaHusm (cm. [1]1—[4]);
nposefeHve yHUUKaLM cocTaBa BUAOB OOKYMEHTOB;
paunoHanusayusa 1 onTUMU3aLns JOKYMEeHTHBIX NpoLeccoB;
Hanu4ue apxuea LUQPOBLIX AOKYyMEHTOR (cM. [5],[6]).

4.2 YnpaBneHue onepauMoHHbIMKU pUCKaMu anAa OOKYMEeHTHOro npouecca

YnpaeneHve oONepauuoHHBIMW pUCKaMu Ans  OOKYMeHTHbix npoueccoB no [OCT P 57551,
rOCT P NCO 31000 npepnonaraet:

- OLEHKY PWUCKOB, BKIKOYAA WX MOEHTUKKALMIO, aHaN13 1 OLeHUBAHME;

- NPUOPUTM3ALNK MOEHTUMDULMPOBAHHBIX PUCKOB;

- MMHMMW3ALMI PUCKOB C Y4ETOM CyllecTBylwwen cTpaternn passutua KCLO ons noctuxkeHwa 6ums-
Hec-3a4adq opraHu3aunu;

- perynapHbiA MOHUTOPUHI PUCKOB.

OpraHuzauusa OOKYMEeHTHbLIX MPOLIeCCOB B COOTBETCTBUM C METOAUKOW LM pOoBON TpaHcdopMauumn u
NPUMEHEHNEeM 3TanoHHON MoAenu LMpPoOBOro JOKyMeHT00b0opoTa cnocobCTBYET CHUKEHUIO OnepaunoHHbIX
PUCKOB ANl JOKYMEHTHbBIX NMPOLLECCOB.

4.3 (DYHKLWIH ynpaBneHuA, BbiNnonHAeMble KOpnopaTUuBHbLIMKU CUCTEMaMHK uucpoBoro
ﬂOKyMBHTOOGOpOTa

KCL[ BeinonHawoT criegytoLlme OyHKLMK YyNpaBneHus opraHusawlmnen:

- KOMMYHWUKaTUBHAs — MHOPMaLMOHHOE B3aUMOAENCTBIME YUaCTHUKOB LUpoBoro AoKyMeHTo0bopoTa,

- ydyeTHasa — perucrtpauus 1 BKAYeHne LMPoBbIX JOKYMEHTOB B JOKYMEHTHYIO CMCTEMY OpraHusaumu
no FOCT NCO 15489;

- KOHTpONnbHasg — nogaepXaHwe WCNOMHUTENbCKOW AWCLUMMNIMHBLI 1 CBOEBPEMEHHOIO MCMOMTHEHWA SO-
KYMEHTOB;

- KYMynsaTuBHas — cbop, HaKkonneHne, cUCTeMaTn3aunsa U coXxpaHeHue LudpoBbIX JOKYMEHTOR U J0-
KYMEHTUPOBaHHOW MHOpPMaLUK € Uenbio gansHenwWwero UCnonb30BaHus;

- ynpaerneH4yeckas — nogaep:ka NpuHATUS ynpaBlieHYeckux peLleHun;

- aHanuTMyeckas — nonyyYeHue aHanuTU4ecKnux OTYeTOB NO npoueccamM U cocTaBy MHOPMAaLWOHHOIo
thoHaa oprannsayum;

- MHopMaunoHHas — npencTaBneHne akTyanbHOW, NOMHOW U 4OCTOBEepHOW MHopMaumnu o undpo-
BOM [OKYMeHTe 1 06 nHdopMaunn, B HEM 3aKpenneHHOoN, No 3anpocaM nonbL3oBaTenen ¢ y4eTom pacnpege-
NeHHbIX Npae gocTtyna.

4.4 XapaKTepUCTMKMA KOPNOPaTUBHbLIX CUCTEM LM poBOro 4OoKYMeHToo60poTa

BeigensioT cnegyowme xapakrepuctukm KCL:

- cucTema peluaeT (PyHKUMOHanNbHbIEe 3adadyn paboTthl ¢ undpoBbIMK AokyMeHTamn ana obecneyeHus
MOMHOIO XW3HEHHOTO LWKNa LM POBLIX JOKYMEHTOB (cM. [1]—[4], [6]);

- cucTemMa NoanepuBaeT STanoHHY0 Mofens LMpPOBOro OKYMeHTOO00poTa Ha YPOBHE apXUTEKTYphI
(cm. [1]—[4], [6]);

- cuctema obecnedvBaeT ycrnoBusa And cO34aHus UM pOoBOro AoKyMeHTa, obnagarLlero npnauydeckon
cunon (cm. [1]—[4], [6]);

- cuctema obecnevmBaeT COXpaHEHWE 3ANEeMEHTOB LMPOBOro AOKYMEHTAa, KOTOpPbIE NPUaAKT eMY HOpU-
OVYeCKyH CUMy, BKIOYasa nepuod AONroBpeMeHHoro xpaHeHus no FOCT P 54989, [6];

- cuctema obecneunBaeT 3awmTy WHpopmauyum no TOCT P MCO/M3K 13335-1, TOCT P 50922,
FOCT P 53114, TOCT P 51275, TOCT P 59381, TOCT ISO/IEC 24760-2, [6];

- cuctema obecneymBaeTt cbop M aHanUTUYecKyro 06paboTKy AaHHbIX O LUMGPOBLIX AOKYMEHTax 1 Jo-
KYMEHTHbIX npoueccax (cMm. [6]);

4
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- cuctema obecneuvMBaeT ynpaBneHVWE WM3MEHEHUSIMW [OKYMEHTHBLIX MPOLECCOB WM MOOAEPKKY WX
aktyaneHocty no FOCT P MCO/M3K 19770-1.

4.5 Mepbl o6ecneveHus uHpopmaLMoHHoM 6e3zonacHocTu LU poBOro JOKyMeHToobopoTa

B uenax obecnevyeHus uWHpOpMaUWOHHOW Be3onacHoCcTM UMPPOBOro [AoKyMeHToobopoTa chne-
ayet paspaboTtate W BHEOpPUTb MNOMWUTUKY YNpaBneHws UMPOBbIMWA [OOKYMEHTaMW oOpraHusauuu no
FOCT P NCO 15489-1, HanpaBneHHy Ha NpefoTBpaLleHWe HeqonyCTUMbIX HEraTUBHbLIX NOCMEACTBMA pea-
nusauumn MHUMUMaTUB UMpoBoA TpaHcdopMaLunn JOKyMeHToo6opoTa, BeAYLWNUX K HAPYLUEHUID /UMK MOJTHON
OCTaHOBKe MpoLEecCcoB AenoBO AedTeNbHOCTHM opraHmM3aLmn.

MonuTtuka ynpaeneHuss UMPoOBLIMKM AOKYMEHTaMK OOMKHA coAepaTbe Mepbl 3alluThbl UMGpPOBbLIX O0-
KYMEHTOB, BKMYeHHbIX B KCL, obecneumnBatoLme:

- KOHhnaeHUManbHOCTb LMPOBbLIX JOKYMEHTOB (MCKMOYEHUEe HenpaBOMEPHOro A0CTyna, KonvpoBa-
HWSA, MPegoCTaBNeHNsa UMM PacnpoCTPaHeHns);

- LeNoCTHOCTb LN(POBLIX AOKYMEHTOB (MCKTIOYEHUE HENPABOMEPHOIO YHUYTOXEHWUS UM M3MEHEHNS,
KpUTEPUM CAHKLMOHMPOBAHHBIX N3MEHEHWI, HEe HapYLLIAKLWKUX LENOCTHOCTL);

- OOCTYMHOCTb UUPOBLIX JOKYMEHTOB (MCKMOYEeHWEe HeNpaBoMepHoro BrnoknpoBaHus).

Monutuka ynpasneHns LU POBLIMU OOKYMEHTaMU pa3pabaThiBaeTcs U peanu3yeTcsl B COOTBETCTBUIM
C OCHOBHbIMW HOPMaTUBHbIMMK NONOXKEHWAMW HAUWOHanNbHbLIX cTaHgapToB B obnactn MHopmaunoHHON Bes-
onacHocth no FTOCT P MCO/M3K 27001, TOCT P 59383, TOCT P 58833, TOCT P 59381, TOCT P 59382,
MOCT P NCO/M3K 27002.

B uensx MOHUTOpWUHra HaCTyNneHns HeraTUBHbIX NOCNeACTBUA MHMUMATMB LM poBOM TpaHcdopmauum
OOKyMeHTo0bopoTa peKoMeHAYeTCA MCNOMNb30BaThL NPOrpaMMHbIe M TEXHUYECKNE cpedcTBa 3aluuThl UHAOpP-
Maumu.

5 Tpe6oBaHuA K UN(PPOBOMY OOKYMEHTY

5.1 O6GecneyeHne HPUMANYECKON CUNbI LU POBOro AOKyMeHTa

KOpuawdeckas cuna uugpoBoro gokymeHTa obecnedvmBaeTtcss nyTem cobnwgeHust TpeboBaHui K ero
C03[aHWI0, KOTOPbIE BbICTYNAKT rapaHToM Hanu4iusa obs3aTenbHbIX CBOWCTB LM POBOr0 AOKYMEHTA.
5.1.1 TpeboBaHuWA K co3gaHWUIO UM poBOro JOKyMeHTa
Mpwv cosgaHny uMdpoBoro JoKyMeHTa Heobxoamnmo obecneyunTb:
a) cobniogeHne ycTaHOBMEHHOro Habopa 06s3aTenbHbIX CTPYKTYPHbIX 31EMEHTOB (BKIOYas MeTagaH-
Hble) ANS1 KOHKPETHbIX BUAOB LU POBLIX JOKYMEHTOB;
6) vMcnonb3oBaHWe 3NeKTpoHHOW nognuck (cMm. [8]);
B) MPOBEPKY W NoATBEPXOEHNE NOANUHHOCTW 3NEKTPOHHON nognuck (cm. [8]);
r) NpaBoBYyl OCHOBY paboThbl C LMPOBLIMA AOKYMEHTAMMU;
4) cobniogenne paga TpeboBaHui, onpedensemblX NPaBoBbLIMW HOPMaMW K MOArOTOBKE JOKYMEHTOB,
HEe3aBMCMMO OT BWMAA HOCWUTENS, 8 UMEHHO:
1) K cocTaBy M OPOPMITEHWNIO PEKBU3WTOB, YCTAHOBMEHHbIX ONA OKYMEHTOB KOHKPETHOW CUCTEMbI
nokymeHtauuu no FOCT P 7.0.97;
2) TekcTy (coaepaHWu) AOKYMEHTa;
3) dhopmynapy OOKYMEHTa — pacnonoXeHWe PeKBU3MTOB Ha YHUMULMPOBaHHOW DOpMe JOKYMEHTA,
YCTaHOBIEHHOW OpraHvsauunei, Uiy no TUNoBoM yHuduurpoeaHHon popme no MOCT P 7.0.8;
4) nuuy, nognucaBlieMy OOKYMEHT, U ero nonHomMo4umam (cm. [1] v [9], ctaten 53.1, 160, 185.1);
5) nHOeKkcy JokyMeHTa v npaBunam peructpauuu (cm. [1]);
6) nopsioKy M cpokam NpeacTaBneHus AOKYMEeHTa BO BHELLHIOW cpesny.

Mpumedyanue — [pyu cO30AHWN BNEKTPOHHBIX OOKYMEHTOB MPWMEHSIOT eduHble TpeboBaHUA K COCTaBy U
dopmaTam 3nekTPOHHbIX AOKYMEHTOB, KOTOpblE YCTaHABMUBAKTCsA (eaepanbHbiM OpraHoM WCMONHUTENBHOM BNacTy,
OCYLLECTBNAOLWMM PYHKLMUM MO BbipaboTke U peanusauun rocydapcTBeHHOW NONMUTUKM U HOPMATUBHO-NPaBOBOMY pery-
NUPOBaHUID B chepe OeATeNbHOCTM, B KOTOPOW UCMOMNb3YeTcst LOKYMEHT, MO COrMacoBaHuio ¢ deaepansHbIM OpraHoM 1c-
MONHUTENEHOW BMAcTy, OCYLLECTBASIOWMNM (PYHKLUMK Mo BeipaboTke 1 peanvMaauny rocygapCcTBEHHON NONUTUMKM U HopMa-
TUBHO-NPABOBOMY PETYNUPOBaHUI0 B Chepe MHAIOPMALMOHHBIX TEXHOMOMMIA, U (hefepansHbIM OpraHoM UCNONHUTENBHOM
BMacTuW, OCYLIECTBNAOLWLMM hyHKLMUM MO BbipaboTke U peanusalmu rocyfapcTBEHHOM NONMUTUKM U HOPMAaTWBHO-NPaBOBO-
MY PETYNUPOBaHUID B cpepe apxMBHOIO Aena W AenonpoM3BoacTBa.
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5.1.2 CeoiictBa UMppoBOro AOKyMeHTa, BIUAKLLINE HA €ro KPUANYECKYIO cuny
BeigenawoT  cnegywlwive  ceoncTtBa  UMdpoBoro  gokymeHta no  [OCT P MCO 15489-1 w
MOCT P MCO 30300:
a) UenocTHOCTL (B JOKYMEHT He BHECEHbI HECAHKLMOHUPOBAHHbLIE U3MEHEHUS, MOAMMHHOCTE 3NEKTPOH-
HOW Nognucu NoaTBepXaeHa);
6) ayTeHTUYHOCTb:
1) QOKyMeHT ohOpPMMEH B COOTBETCTBMMW C YCTAHOBIMEHHBIM MOPSAAKOM,
2) 6bl1 cO34aH NN OTNPAaBIeH YNOMHOMOYEHHBIM JTULIOM,
3) Bpemsa cozfaHus (OTNpaBneHus), ykazaHHoe B JOKYMEHTEe, COOTBETCTRYET PaKkTUUYECKOMY;
B) OOCTOBEPHOCTL (CoAep)aHue OOKYMeHTa COOTBETCTBYyeT TpebOBaHMAM K JAHHOMY BUAY OOKYMEHTa
W MOXEeT ObITb MOMHLIM WM TOYHLIM NMpeacTaBneHueM NoATBEPXKAaeMbIX onepauuii);
r) MPUrO4HOCTb AN MCNONb30BaHMA (MCKIIOYEHO ycTapeBaHue HocuTenei, (hopmMaToB, HEBO3MOXHOCTb
NIoKanvM3auunn, BOCNPoOU3BeaeHMs U/UnM MHTeprnpeTaummn JOKyMeHTa);
) akTyanbHbIA CPOK LENCTBUS.

5.2 CTpyKTypHbIe 3NeMeHThkl LM poOBOro AOKYMEHTa

5.2.1 CTpyKTypHble 3MeMeHThbl ANA JOKYMEHTOBR AONrOBpPeMeHHOro U NocToSAHHOTrO CPOKOB Xpa-
HeHuA
BeigensioTt cnegyowime obasaTtenbHble CTPYKTYPHbIE 3MIEMEHThI LMPOBbLIX JOKYMEHTOB OONTOBPEMEH-
HOro M NOCTOAHHOMO CPOKOB XPaHeHus:
- OCHOBHasl YacTb LM(POBOro JOKYMeHTa B apXUBHOM chopmare;
NpUNOXeHUs LN POBOro AOKYMEHTA;
3NEKTPOHHLIE MOANNCKM OCHOBHOW YacTW U NPUINOXEHWIA (MpY Hanu4ymMun) uugpoBOro JOKYMEHTA;
- hann meTagaHHbIX UM POBOro AOKYMEHTA.
CTpyKTypHble 3aneMeHTbl LM POBbLIX JOKYMEHTOB MOMELLATCHA B KOHTEAHEP B BUOe ogHOro thanna c
pacwwupeHnem dopmarta ZIP.
5.2.2 Ina AOKYMEHTOB BpeMeHHbIX CPOKOB XpaHeHUA
BelgensoT cnefyolmne CTpYKTYpHbIE areMeHThl LM POBLIX JOKYMEHTOB BPEMEHHbIX CPOKOB XpaHEeHUS:
a) obsAzaTenbHbIe:
1) OCHOBHas YacTb LMPOBOro AOKYMEHTa B (hopMaTe, yCTaHOBMEHHOM ANs aHHOMO BMAA AOKYMEHTa,
2) 3neKTPOHHbIE NOAMNWCH;
6) QonoOnMHUTENbHbIE:
1) dhaiin meTagaHHbIX UMGPOBOro AOKYMEHTA,
2) nNpunoxeHus.
Mpy HEOOXOQUMOCTH CTPYKTYPHbBIE 3NEeMEHTLI MOryT BbITh MOMELLEHE! B KOHTEMHED B BUAe o4HOro dai-
na copmara ZIP.

MpumevyaHme — [pu CO30AHUM BMNEKTPOHHLIX OOKYMEHTOB MPUMEHAIT eauHble TpeGoBaHUA K cocTaBy W
hopmartamM 3MeKTPOHHBLIX AOKYMEHTOB, KOTOPbIE YCTAHABNMBAKTCA (heaepanbHbIM OpraHoM WCTMOMHUTENBHOW BRacTw,
OCYLUECTBNAKLMM (DYHKLMK MO BbipaboTke W peanuaaunu rocyaapcTBEHHOWM NOMUTUKA U HOPMaTWBHO-NPaBOBOMY pery-
NMPOBaHWIO B CcChepe AeATENbLHOCTH, B KOTOPOKR UCNONb3yeTcs AOKYMEHT, MO COrMacoBaHuio ¢ (hefepanbHbiM OpraHoM Uc-
MOMHUTENBHOM BMACTU, OCYLLECTBNAILWMM (YHKUMM NO BbIPAaBboTKe M peanvaaunin rocyqapCTBEHHON NOMMTUKA 1 HOpMa-
TUBHO-NPABOBOMY PEryrnvMpoBaHuio B cdhepe MHPOPMALMOHHBIX TEXHOMOMMIA, U (peaepansHbiM OpraHoM UCTOMHUTENBHOM
BMACTH, OCYLLECTBNSAOLWMUM (MYHKLUUM MO BbipaboTke M peanvaauun rocyaapCTBEHHON MONMUTUKA U HOPMaTUBHO-TPAaBOBO-
MYy perynupoBaHmnio B ccpepe apxMBHOMO dena W 4enonpovaBoicTea.

5.3 KpuTtepuu ot6opa AOKYMEHTOB, co3faHue, XpaHeHWe U UCMOoMb30BaHUe KOTOPbIX JOMKHO
ocylecTBNATLCA B chopMe L poBOro AOKYMEHTa

K kputepusam oTbopa JOKYMEHTOB, CO34aHWe, XpaHEeHWE U UCMONb30BaHWEe KOTOPbIX AOMKHO OCYLLecT-
BNATLCH B dhopMe UndpoBoro gokymeHTa, oTHocATesi no FOCT P 54989 w [6]:

- OTCYTCTBME 3aKOHOOATEelNbHOro OrpaHU4eHnsa Ha co3gaHue KOHKPeTHOro Buaa AOKYMeHTa B LMdpoBon
tdhopme;

- cnocoBHOCTb opraHM3aunm obecneynTb CoOXpaHeHne PUONHECKON CUMbl JOKYMEHTa Ha BECb NEPUOS
XpaHeHUs C y4eToM KaTeropumn xpaHeHus (BpeMeHHoe/0onroBpeMeHHoe/MoCToSHHOE.).

Mpn 3aTOM OOKYMEHThl BPEMEHHOro Cpoka XpaHeHWs OCTalTCs B cMCTeMe-UCTo4HuKe NMbo nepefaroT-
Csl B SMEKTPOHHLIA apxWB, AOMONMHUTENLHbLIX MeponpuATUiA AN obecnevyeHMs COXpPaHHOCTM He TpebyeTtcs;

6
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OOHaKo AOKYMEHTbI, OTHOCALLMECH K BPEMEHHOMY CPOKY XpaHeHWsl, ANA KOTOPbIX CPOK WCMONHEeHUs gonbliue
YCTaHOBMEHHOMO ANA HUX CPOKA XpaHeHWs (HanpuMep, AOrOBOPHbLIE AOKYMEHTbI, JOKYMEHTbI MO y4YeTy ToBap-
HO-MaTepuarnbHbIX LUEHHOCTEN), AOMKHEI DbITh OTHECEHBI K JOKYMEHTaM [JOMroBpeMEHHOro CpoKa XpaHeHus!
W nepefaHbl B LM POBOK apXmB.

[OoKyMeHTEl O0ONroBpeMeHHOro Y NOCTOSIHHOTO CpoKa XpaHeHus nepefaloTcs B uMpoBow apxve gns
NpoBeAeHUs MePONPUATUIA ANTEKTPOHHON COXPaHHOCTMU.

5.4 Kputepuu BuiGopa BMAA aNMeKTPOHHOM NoanucKy Ans pasHbiX BUAOB UA(POBLIX
OOKYMEHTOB

KpuTepun Bbibopa BMaa 3NEKTPOHHON NOANUCK Pa3fMYHbI ANS BHELIHEro U BHYTPEHHEro NPUMEHEHMA.
Mof BHELIHUM MPUMEHEHWEeM MOHUMAaKT 3ANEeKTPOHHOE B3auMOOeWCTBME Mexay BeQOMCTBaMW UMW KOHTP-
areHTamu. o BHYTPEHHMM NPUMEHEHUEM — UCNONb30BaHWe anekTpoHHon noanucu B KCL opraHusauumu.

Kputepuamn Boibopa BMaa aNeKTPOHHOW NOANUCHK OIS PasHbIX BUAOB LU(POBLIX JOKYMEHTOB SIBNSAOTCA:

- CPOK XpaHeHus JOKYMEHTa, OT KOTOPOro 3aBUCUT Hanu4ue yCcroBus rapaHTMpoBaTh NPOBEpPKY Noanu-
CW B gonrocpoyHoi nepcnektuee (cMm. [10]—[13]);

- OOMKHOCTb YNOMHOMOYEHHOro Nuua, co3fasllero (NoanvMcasLlero) AoOKYMEHT;

- LIeHHOCTb JOKYMEHTA 151 OpraHM3alumn U Bo3MOXHaA BOCTpeOOBaHHOCTL BO BHELLHEW cpefe;

- TpeboBaHWA MHOPMALWMOHHOKW Be30NacHOCTM KOHKPETHOW OpraHn3aunu;

- HopMaTuBHble TpeboBaHWA, yCcTaHaBNMBaeMbie K BbIDOpY 3MeKTPOHHOW MOAMUCKU ANsi KOHKPETHOro
BMOA OOKyMeHTa.

5.4.1 3neKTpoHHas NoAnNUchk ANA BHYTPEHHEro NpUMeHeHUA

MMpocTas aneKTpoHHas Nognuchk NpUMMeHseTcs ANnA UMdpPOoBLIX JOKYMEHTOB BPEMEHHOro CpoKa xXpaHe-
HWS, KOTOpble He ByayT BbICTyNaTh B Ka4eCTBe MpsAMbIX 00OKA3aTeNbCTB B cyAebHbIX cnopax U pasbupartens-
cTBax.

HekBanuduvumnpoBaHHasa 3MeKTPoHHAaA NogNUCL NPUMEHSETCA OS5 BHYTPEHHUX UMM POBLIX AOKYMEHTOB
BPEMEHHOr0 CPOKa XpaHeHWs, KOTopPbIe NOAMUCHLIBAKT YNONMHOMOYEHHbIe N1La cpegHero pykoBogsLlero 3se-
Ha UNU nuua, 9BnsawLnecs OTBETCTBEHHLIMM 3a HanpaBreHns AedaTensHOCTU. Takne OOKYMEeHThl MOryT Bbl-
CTynaTb B KayecTBe MNpsAMbIX JOKA3aTeNbLCTB B cyaebHbIX cnopax v pasbuvpaTtenscrBax.

KeanuduumpoeaHHasa snekTpoHHas Nognmck NpUMeHSeTcs:

- ONA BHYTPEHHWUX JOKYMEHTOB AOMrOBPEMEHHOro U NOCTOAHHOIO CPOKa XpaHeHus;

- BHYTPEHHWX JOKYMEHTOB BPEMEHHOrO CpoKa XpaHeHWs, ecinun Ux NoanucbkiBaeT yNornHOMOYeHHoe N1uo
BbICLLErO pyKOBOASALLEro 3BeHa Nnbo Nnuo no 4OBEPEHHOCTW OT MMEHMW BbICLLEr0 PyKOBOACTBA;

- BHYTPEHHUX JOKYMEHTOB BPEMEHHOr0 CpOKa XpaHeHUsl, ecnu Takoe TpeboraHMe YyCTaHOBMNEHO 3aKO-
HogaTeNnbHO Ans aHHOro BMAaa AOKYMEHTa.

5.4.2 3neKTpoHHasA NoANUCEL ANA BHELWHEro NpUMeHeHUsA

[MpocTas anekTpoHHas NOAMWUCHL U yCUMeHHas HekBanuuuUpoBaHHasa aneKTpoHHas Nognucs NpUMeHs-
OTCA 417 JOKYMEHTOB, CO3[aHHbIX B LOBEPEHHOWN cpefe opraHusauunn unm MC.

KBannduumposaHHas anekTpoHHas Noanucb NPUMEHSIETCHA Npu nepefade JOKYMEeHTa 4Yepes CepBuChl
300 u B cny4yasx, Korga NpUMeHeHWe YCUITEHHOW KBaNMULMPOBAHHON 3MEKTPOHHON NOANUCU YCTaHOBNEHO
3akoHogdaTenbCTBOM Poccuiickon egepaumu.

Bce gokymeHThl, yyacTByrLKWE B 3NEKTPOHHOM B3aMMOOEUCTBUN MeXay BeAOMCTBaMU UMW KOHTpareH-
Tamu, MoryT 6bITb NpeaocTaBnexsbl B Nobyo opraHM3aunilo no 3anpocy nnbo BbICTyNaTh B Ka4eCcTBe NpsiMbiX
JoKasaTenbCTB B cyfebHbix cnopax u pasbupartenbcTBax.

6 ApxuTekTypa ueneesou mogenu UM poBOro JOKyMeHToobopoTa

6.1 CocTaB aTanoHHOW Mofenu UM poBoro JokymeHToo6opoTa

3TanoHHas Moaernb LI,MCppOBDFO ,D,OKyMEHTOOﬁOpOTa, Mn3Ha4arnbHO NOCTPOEHHAaA N3 NOCTOAHHbIX Mchop-
MauUMOHHbIX KOMMOHEHT, O0MNONHAETCA nepeMeHHbIMN MHCbOpMEL]MOHHbIMM KOMIMOHEHTAMUW UeneBon Mogenm
n I'Ipe,ElOI'Ipe,ElEJ'IEHHOIﬁ nocnenoBaTterbHOCTU onepaumﬁi OOKYMEHTHBIX NMpoLeccoB.

6.2 MepeyeHb NOCTOAHHbLIX UH(POPMALMOHHbLIX KOMMOHEHT 3TaNlOHHOW Mogenu uud poBoro
AoKymeHTooGopoTa

lNocTosHHbIE HHCbOpMaLIVIOHHble KOMMOHEHTbl ANnA Kaxaoro BMaa OOKyMeHTa 3apaHee WM3BeCTHbI, Tak
KaK yCTaHaBIIMBaAKTCAH hefepanbHbiM OpraHoM WCMOMHUTENBHOW BNacTwu, OoCyLwecTBnALLWNUM beHKLI,I/IH no
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BbipaboTke M peanu3auuy rocygapCTBEHHON NOMUTUMKM M HOPMaTUBHO-MPaBOBOMY PErynmpoBaHuio B cdepe
OEeATenbHOCTU, B KOTOPOW MCMOMNb3yeTcA AOKYMEHT, MO COrnacoBaHWio ¢ hegepanbHbiM OpraHoM MCMOMHK-
TEeNbHOM BNACTUW, OCYLLECTBNASKLWMM hyHKUUKN Mo BbIpaboTKe U peanui3auuu rocyagapCTBEHHOW MOMUTUKN U
HOpPMaTUBHO-NPaABOBOMY PErynUpoBaHulo B cchepe MHPOPMALMOHHBIX TEXHONOTWIA, U dhefepansHbIM OpraHom
WCMOIMHUTENBHOW BNAcTH, OCYLLECTBASOLWUM OYHKLMM NO BeIpaboTKe M peanu3auny rocydapCTBEHHOW Nonu-
TMKA M1 HOPMaTMBHO-NPaBOBOMY pPeryrnvpoBaHunio B cdpepe apxuBHOro Aena v aenonpovseoactea. K noctosH-
HbIM MH(POPMALNOHHBIM KOMMNOHEHTaM OTHOCATCA:

- PEKBU3NTHI;

- BUAbI 3NEKTPOHHLIX NOANUCEN,;

- Habop MeTafaHHbIX;

- CPOKW XpaHeHWs;

- HanpaeneHus OesTenbHOCTY;

- CUCTEMbl JOKYMEHTaLWK;

- OOKYMEHTOMOTOKM;

- cdhopmaTbl hannos;

- obnactn xpaHeHna (3NeKTPOHHLIN UMK LM POBOW apxunB);

- pOnu y4acTHWUKOB MPOLECCOB.

6.3 MepeyeHb NepemMeHHbIX MH(OPMALUOHHBIX KOMMNOHEHT LeneBoi Mmogenu undpoBoro
OoKyMeHTooBopoTa

HEDEMEHHbte MHCDODM&L]MOHHI:IE KOMMNOHEHTbI UMEKT YHUKalbHbIE 3HAa4YE€HWUA B Kaxaom KOHerTHOﬁ op-
raHnaaumun. K HUM OTHOCATCS:

- 3Ha4YeHWnA peKBU3nToB LI,I/'ICprBI::IX HAOKYMEHTOB;

- 3Ha4YeHnAa MeTagaHHbIX And LI,MCprBbIX AOOKYMEHTOB;

- 3Ha4deHnA pone|7| ONS 3TanoHHbIX Mogenen OGpaGOTKM OOKYMEHTOB.

6.4 MepeyeHb onepauuit AOKYMEHTHOIO npouecca

Onepauuu 4OKYMEHTHOrO npollecca BknovawT B cebs (cm. [1], [14], [15]):

- MOCTyNneHue, NepBUYHyD 06paboTKy AOKYMEHTOR U NpeABapuUTENbHOe PAaCCMOTPEHUE;

- paccMoTpeHue;

- co3fdaHue;

- perucTpauuio;

- COrnacoBaHue;

- MoANUCaHunE;

- YTBEPXOEHHUE;

- WCMOMHEHME;

- O3HaKOMITEHME;

- OTnpaBkKy;

- KOHTPOIb UCMOMHEHUS;

- MOMeLLeHWe Ha XpaHeHME;

- KOHTPOINb OTCYETa CPOKAa XpPaHEeHUs.

Kaxxgomy Buay OoKyMeHTa (BKIoHasa ungpoBbie) NN JOKYMEHTOMNOTOKY COOTBETCTBYET OMpefereHHas
nocnefoBaTenbHOCTL onepauui, obecneynBarolLlas 3anonHEHWE PEeKBM3UTOB — MOCTOSHHbLIX MHbopmayuu-
OHHbIX KOMMOHEHT, XapaKTepHbIX ANA KOHKPETHOrO BMAa AOKYMEHTA, COCTaB MeTafaHHbIX (4ns ungpoBbIxX) 1
06paboTKy JOKYMEHTA ANA BLIMOMHEHWS CrneuuanbHON QyHKUUN.

OTanoHHas Mofenks LudpoBoro 4okyMmeHToobopoTa opraHu3anum ABNSEeTCAa OCHOBOW ONsS MPOEKTUPOo-
BaHusa 1 pazpaboTku KCLO opraHuzaumun.

6.5 OnucaHune nepeyvyHa onepauuﬁ, KOTOpPbIe NPUBOOAT K 3aNONTHEHUIO HeOGXOHMMbIX
PEKEU3IUTOB U OGPETEHHIO OOKYyMeHTaMu I‘OpH,ElM'-IBCKOﬁ cunbl

HOokymeHTHble npoueccel B KCLI HacTpauealoTcs B COOTBETCTBUM ¢ NOTPeBHOCTAMMW opraHM3auum ¢
YYE€TOM HOPMAaTMBHO-MIPABOBLIX U MeToAudYeckux TpeboBaHWi B cepe ynpasneHus oKyMeHTaMu 1 apxue-
Horo gena (cm. [1], [7], [14], [15]).

YcnoBueM UmdpoBM3aLnKU JOKYMEHTOOB0pOTa SBNSETCS BbiCTPAUMBaHWE AOKYMEHTHbIX MPOLECcCoB Mo
3TanoHHON Mogenu.
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6.5.1 NMoctynneHue uncpoBLIX JOKYMEHTOB, NepBUYHaA ob6paboTka UM pPOBbIX JOKYMEHTOB U
npegBapuUTenbHOE PpacCMOTpPEHUe

[lokyMeHThbI MOryT nocTynaTte B dpopMe LMPOBOro AOKYMEHTA, a Takke Ha ByMaXHOM HocuTene, ecnu
KOHTpareHTbl He NepeLunu Ha UM poBOA JOKYMEHTOODOPOT.

Mpw nony4yeHUM OOKYMeHTa ero o6paboTky BeOyT B aBTOMATU3WPOBAHHOM UMK py4YHOM pexume. [ns
aBTOMaTN3MPOBAaHHON 0OpaboTKM NPUMEHSIOT MexaHWaMbl pacrno3HaBaHUs TeKcTa.

KCL aBTomaTtuyeckn onpegenset MmappyT obpaboTkm JOKYMEHTa HA OCHOBaHMKW Npasun pacnpege-
NEeHUs BXOASALLEN KOPPECNOHAEHLUWNW, YCTaHOBIEHHbIX B OpraHM3aLmm.

6.5.2 PaccmoTpeHune unpoBbLIX AOKYMEHTOB

JIMyo, OTBETCTBEHHOE 3@ paccMOTpeHue, BbIHOCUT pesontouuntio B KCLO ¢ npuMeHeHneM anekTpoHHOR
noanuncu.

6.5.3 Co3pgaHune undpoBbIX QOKYMEHTOB

[oKyMeHTbl CO34alTCA C MCMONb30BaHMEM COOTBETCTBYOWMUX hopmynsapos (nmbo XML-cxem) B KCLIO
U1 OPMUPYIOTCH B OPYTMX MHPOPMALKMOHHBLIX CUCTEMaX, MHTerpupoBaHHblix ¢ KCL, B Buae BU3yasnbHbIX
cdopwm.

6.5.4 Peructpauus undpoBbIX AOKYMEHTOB

Pernctpauunsa ungpoBoro JoKyMeHTa BKNOYaeT B cebs:

- aBTOMarvyeckoe NPUCBOEHWE LUGPOBOMY AOKYMEHTY PErMcTpaLMOHHOIO HoMepa B MOMEHT nognu-
CaHusA JOKYMEHTa 3MeKTPOHHOW NOoANUCHI0 W/nnn

- 3anucb YYETHbIX JaHHbIX O LMPOBOM LOKYMEHTE B perucrTpaumoHHoi dopme B KCLI.

PernctpauunoHHbii HOMep LMgPOoBOro JOKYMeHTa CO31aeTcs aBTOMATUYECKU ¢ YYETOM HACTPOEK HYyMe-
patopa B KCLLO no Buaam OKYMEHTOB U JOKYMEHTOMOTOKAM.

6.5.5 CornacoraHue LU pOBbLIX 4OKYMEHTOB

OCHOBHbIE NPVHLMMNBI BHYTPEHHENO COrMacoBaHmsa LNUgPOBbIX JOKYMEHTOB:

- npouenypa BHYTpPEHHero cornacosaHusi nposogutcs B KCLU,;

- 0N BHYTPEHHEero cornacoBaHWs UCMomNb3yeTcs 3MeKTPoHHast NoanNUch;

- PEKBU3UT «BW3a COrMacoBaHWs» He BU3yanuanpyeTcs Ha LM POBOM OKYMEHTE; K JOKYMEHTY MOXET
ObITb NPUNOXKEH NUCT COrMacoBaHUs.

OcHOBHbIE NPUHLMMBI BHELLIHEND COrMacoBaHns LNGpPOBLIX JOKYMEHTOB!

- mpouenypa nepeaayn LMpOPOBOro AOKYMEHTa Ha cornacoBaHune nposoguTesa Yyepes M30, MMC, cep-
Buckl 300;

- npouenypa cornacosaHus nposoautcsa B KCUL;

- [N$ BHELIHEro COrnacoBaHUsA UCMONb3yeTcs KBanuduLMpoBaHHAS 3NEKTPOHHAS NOAMUCH YNONMHOMO-
YeHHOro Nuua;

- rpuc cornacoBaHus BU3yanuanpyetca Ha LMPOBOM AOKYMEHTE B COOTBETCTBUU C OENCTBYHOLLUMU
NpaBoOBbLIMWU HOPMaMM.

6.5.6 MNMognucaHue UU(PPOBLIX JOKYMEHTOB

MognucaHve UMdpoBLIX JOKyMeHTOB npoBoguTea B KCLLO vnn cepeuce 300.

LincppoBoit JOKYMEHT NognucLIBAETCA TEM BUAOM 3MEKTPOHHON MOAMUCH, KOTOPbLIA HA3HadYeH Onsa AaH-
HOro BWMAA AOKYMEHTA B COOTBETCTBMM C KPUTEPUAMM, YKa3zaHHbIMU B 5.4.

Mpw co3gaHumn konuu LMPOBOro AOKYyMeHTa Ha ByMa)XkHOM HocuTene oTMeTka 06 3NMeKTPOHHOW Nof-
nucu Busyanusupyetcs no FOCT P 7.0.97.

6.5.7 UcnonHeHne UM POBLIX OOKYMEHTOB

WcnonHutens nony4aeT undpoBor gokymeHT B KCLI, npuHuMaeT ero k ucnonHeHuio. KCLO dukcnpy-
eT akT nony4YeHus OOKYMeHTa UCNOoNHUTENEeM, akT UCNONHEHUS] OKYMEHTA B YCTAHOBIEHHLIN CPOK, pakT
HapyLlIeHNs cpoKa NCMNOMHEHWUS JOKYMEHTA.

6.5.8 OzHakomneHue ¢ UNPPOBLIMUA AOKYMEHTAMM

Monb3oBatens cucTemMbl nonyyaet gokymeHT B KCL n ctaBut oTMeTky 06 03HaKOMMAEHWW C 3MEeKTPOH-
HOW NOANUCLIO, NOATBEPXKAALW e 03HakoMmneHne ¢ gokymeHTom. KCLI domkcupyeT hakT n gaty o3Hakomre-
HWS MoMb3oBaTens cUcTeMbl C UMPOBLIM JOKYMEHTOM.

6.5.9 Otnpaeka UM poOBLIX JOKYMEHTOB

OTBeTCcTBEHHOE 32 OTNPaBKY NULO HanpaenseT UMpPOBON AOKYMEHT ¢ ucnonszosaHuem M300, TUC,
cepsucos 300 1N 3aNeKTPOHHON No4ThI.

OTBeTCTBEHHOE 3a OTNPaBKy NMUO HanpaenseT UudgpoBOA OOKYMEHT C MCMONb30BaHWEM AOCTYMHbIX
KaHanoe cBfA3v, Hanpumep M3O0, MMC, cepeucoB 300, aNeKTPOHHOW NOYThI UKW UHbBIX, AOMYCKaeMbiX 411s
OTnpaBKn LMPOBOro JOKYMEHTa B opraHu3aunmn unu npu MHpopmMaLuuoHHOM B3aUMOOENCTBUN.
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6.5.10 KonTponb ncnonHeHusi LM poBbIX OOKYMEHTOB

BbigenaoT ABa BuOoa KOHTPONSA UCNONHEHUA JOKyMEeHTa:

- KOHTPOINb KayecTBa UCMONHEeHKUs;

- KOHTPONb CPOKOB UCMOMHEHUS.

KoHTponb ucnonHeHus Begetcsa B KCLIO no Bcem JOKyMeHTaM, TPeDYOLWMM NPUHATUA peLueHuid Unu
NPOBEPKKN Ka4eCcTBa MX UCMONHEHNS.

KoHTponb MCNONHEHWSA JOKYMEHTOB BKIHOYaeT B cebsi:

- MOCTaHOBKY AOKYMEHTa Ha KOHTPOIb;

- onepaTWBHOE J0BefeHWe LOKYMEHTa 0 UCMONHUTENS;

- MpefBapUTENbHYK MPOBEPKY U perynupoBaHne Xoaa UCMONHEHUS;

- CHAITWE WCMOMHEHHOTO OOKYMEHTA C KOHTPOMS;

- MHOpMUpPOBaHME OOMKHOCTHOMO NULA O XOLE WCNONMHEHWS SOKYMEHTOB W COOMogeHWM MCNOMHU-
TENbCKOW AUCLUUMNNUHbI.

6.5.11 XpaHeHue unpoBbLIX 4OKYMEHTOB

LUndpoBblie 4OKYMEHTbI MOMELLAKT Ha XpaHeHWe B AMeKTPOHHbIN UMK LM poBOM apxuB.

ONeKTPOHHLIN apXUB CO34AETCA C LUEeNbH OpraHu3auuu efuHOro obObEeKTHOro XpaHWunuila U pasrpys-
KW CUCTEM-UCTOYHUKOB, BBLICTPOro nomMcka WM AocTyna K o6bekTam XpaHeHMs: UMPpPOBbLIM JOKYyMeHTaMm Bpe-
MEHHbIX CPOKOB XPaHeHWsl U JOKYMEHTUPOBaHHOW MHopmaumnu (harnnam) (cm. [4]), B TOM YMcne anekTpoH-
HbIM KOMWSM OOKYMEHTOB, M3Ha4yarnbHO CO3[4aHHbIX Ha GyMaKHOM HocuTerne (CKaHMpOBaHHbIe KOMWK) Mo
MOCT P 7.0.8.

Lincdpoeoi apxue cozgaeTcs C Uenbio obecnevyeHnsa 4ONroBPeEMEHHOro U NOCTOAHHOMO XpaHeHus uund-
pPOBBLIX JOKYMEHTOB B COOTBETCTBUM C 3aKOHOAATENbHLIMW Y HOPMaTUBHBLIMUW NPaBOBLIMKU akTaMu Poccuinckon
®enepauuu (cMm. [4]).

EouHuuen knaccucukaumm M cucTtemMatrusaunm UUpoBbIX apXMBHbBIX JOKYMEHTOB (MO CTPYKTYPHOMY,
hYHKLMOHANBEHOMY, TEMaTUYECKOMY NPKU3HaKkam 1 CPoKaM XpaHeHus ) senaeTtca aeno (cum. [4]).

EouHuuen cuctematnsaumm L poBbIX apXMBHbLIX JOKYMEHTOB ABMAETCS eauHMUa XpaHeHnus (cm. [4]).

EouvHunuen xpaHeHus siBnsaeTcs oTAeNbHbIN LMPPOBOM JOKYMEHT UMM COBOKYMHOCTb LMPOBLIX apXuB-
HbIX JOKYMEHTOR, OTHOCALLMXCSA K OOHOMY BOMpOCY AeATensHocTr (cMm. [4]).

Cpok xpaHeHus Kak NocTosiHHaaA MHGOPMaLMOHHAA KOMMOHEHTa 3TanoHHON Mogenu uudpoBoro o-
KymeHToobopoTa AormkeH ObiTe M3HavYanbHO 3aaaH B KCLU Ha kaxOblii BMA OOKYMEHTa B COOTBETCTBMM CO
CPOKaMW XpaHeHUs1, yCTaHOBNEHHbIMU heaepanbHbIMU 3aKOHaAMU, MHBIMW HOPMAaTUBHbLIMUW NPaBOBbLIMU aKTa-
MK Poccuiickon @efepauunm, a TaKke nepevyHamMm 4OKYMEHTOB C yKa3aHueM CPOKOB MX XpaHeHus (cM. [5]), 1
3aPMKCUPOBAH B HOMEHKNAType Oen opraHu3aunn, yTBepX4aeMor eXerogHo.

DOpMUPORAHME W YyUET EQUHUL XpPAHEHUA NpeanonaraeT OTHECEHWE 3NEKTPOHHBLIX AOKYMEHTOB K Aenam
B COOTBETCTBUM C YTBEPXKOEHHOW B OpPraHn3aLMy HOMEeHKNAaTypon aen.

KCULO nomkHa thmukcupoBaTh JaTy OTcHeTa CPOKa XpaHeHUs JoKyMeHTa.

Ons uenei JONroBpeMeEHHOro U MOCTOSIHHOIO XPaHeHWUst UCMOoMb3yeTca HOPMAaTUBHO YCTaHOBIEHHbIN
dhopmat apxXmMBHOIO XpaHeHWUs s Kax4oro Buaa AoKyMeHTa. ApXUBHBLIA hopMaT MOXET MCMNOSb30BaTbCA Kak
HenocpeaCcTBEHHO NPY CO34aHUKM LUGPOBOro JOKYMEHTA, TaK U B MpoLecce nepeaayu B LMGPOBONA apXumB.

[Ons OOKYMEHTOB, XpaHALIUXCH B onepatuBHOM obnacTtu, ucnonb3oBaHue popmaTa apXMBHOIO XpaHe-
HUA He TpebyeTcs.

7 Metoguka undpoBon TpaHcopmauum OoOKyMmeHToobopoTa

7.1 MNpoeKTHaa TeXHONOrMsA

MeToguka undpoBon TpaHcopMauun OOKyMeHTooBopoTa peanusyeTcs B X04e MeToAM4Yeckoro npo-
eKTa, CTaguy KOTOPOro HanpasneHbl Ha (hopMupoBaHWe LEeneBon mogenu LudpoBOro OoKyMeHToobopo-
Ta opraHu3auuk C¢ nocrefywllei ee peanusauuen Ha 6ase BoibpaHHoro nporpammHoro obecnedeHusa no
FOCT P NCO 15489-1, TOCT P NCO 30302.

MpyMeHeHWe METOAUKMA LUPOBOM TpaHcdopmMaLlmm AokymeHToobopoTa obecneunBaeT achpeKkTBHOE
ynpasrneHue onepaunoHHbIMKA PUCKaMK AN AOKYMEHTHbIX NPOLEeCcCcoB.

MnaHnpoBaHue paboT 1 ynpaBneHue MeToONnYecKUM NPOEKTOM NPOBOAAT C MPUMEHEHWEM CTaHaapToB
NMPOEKTHOIO ynpaBneHus, BKITKO4asa TEXHONOIMIO KOHTPONbHbIX Todek no FOCT P 54869.
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7.2 NpaHMUbl METOOWYECKOrO NPOeKTa

MpaHvubl NpoekTa UudpoBn3aumnm 4okymeHToobopoTa opraHusaumy BKIo4aloT B cebs gokyMmeHToobo-
POT OCHOBHbIX (PYHKLMOHAITbHbIX HanpasneHnn JeaTenbHOCTU:

- ynpaeneH4YecKow;

- OOrOBOPHOM;

- 3aKymno4How;

- OCHOBHOW (HanpvMep, NPOVM3BOACTBEHHOM, 0Bpa3oBaTenbHOW, MEAULMHCKON U Np.);

- MPOEKTHOW;

- KagpoBOMW;

- Byxrantepckoi;
1HaHCOoBON.

7.3 Ctaguwv peanu3aumm MeTOONYECKOro npoeKkTa

CTtaguu peanusaluu MeTOQUYECKOro NpoekTa UudpoBM3aLumn JokyMeHToo60poTa opraHu3anuy BKo-
YaloT:

- OMarHoCTUKY AOKyMeHTooBopoTa (DyHKLMOHAMLHOIO HanpaBneHus 0eaTensHOCTH;

- MPOEKTUpPOBaHWe LeneBoi MOgeny 4oKyMeHToo6opoTa (Au3aiiHa LeneBoro pelleHus);

- pernaMeHTaLulo JOKYMEHTHbIX NMPOLECCOE;
opraHv3auuio paboTkl LeHTpa KOMMNeTeHUMA No uudpoBOMY AOKYMEHTO0GOoPOTY.

7.4 OQuarHocTuka noxymeH‘rooSopOTa beHKLlMOHaﬂbHOFO HanpaBneHWA OeATeNbHOCTHU

JwnarHocTuka 4OKYMeHTo06opoTa (hyHKUMOHANBHOTO HanpaBrneHusi AesTeNbHOCTW NpedycMaTpuBaeT:

- cbop 1 chopManusaumio nepemeHHbIX MHOPMALMOHHLIX KOMMOHEHT MO CUEeHapusiM (CM. npuroxeHne A);

- aHanw3 cobpaHHbIX AaHHBIX, BbISBNEHWE OTKIOHEHWUI OT 3TanoHHOW MOAEn LMdpoBOro AOKYMEHTO-
06opoTa M MHTEPNpPEeTaLMI0 NOMYyYEHHbIX Pe3ynbTaToB C LeNbi OUEHKU rOTOBHOCTMU OpraHM3aunm K LM poBoi
TpaHchopmauum JokyMeHToobopoTa;

- BblpaboTKy pekomMeHOauun no pauuoHanM3auvun 4OKYMeHTOoOopoTa, NMOArOTOBKE apXMTEKTYPbl WH-
hOPMaLMOHHbIX CUCTEM OpPraHn3aLMy U JOKYMEHTHbIX NMPOLLECCOB K LudpoBnsaumn gokymeHToobopoTa.

OunarHocTtuky gokymeHTooBopoTa hyHKLMOHANBHOMO HAaNpaBneHWs AesTeNnsHOCTU peKoMeHayeTcs npo-
BOOAUTL CMeunanucTy-aHanmTuky. Peaynstat QMarHocTUKM NOANEKUT 3aHECEHUIO:

- B hopMy peecTpa BULOB JOKYMEHTOB (DYHKLMOHANLHOIO HanpasneHuss 4enTenbHOCT ¢ Habopom no-
CTOSIHHBIX M NEePeMeHHbIX MH(OPMALMOHHBIX KOMMOHEHT (CM. npunoxexue b);

- thopmy onucaHua Mogenu OOKYMEHTHOTO npouecca, NPUMEHSeMOoln B OpraHu3aLmm, Ans Kaxgoro ao-
KymMeHTa (cMm. npunoxeHue B);

- MPOMW3BOMNbHYK HOPMY ONUCAHWUA aPXUTEKTYPbLl MH(POPMAaLMOHHBIX CUCTEM, 3a4E€ACTBOBAHHbLIX B KOP-
nopaTMBHOM AOKYMeHToobopoTe (nepedeHb Moaynei, hopMUpYOLWLMX MHOPMaLMOHHOE NPOCTPAHCTBO, CXe-
Ma obMeHa gaHHbIMK U Mp.);

- thopMmy pekoMeHOaumWin No pauuoHanusauMm 4oKyMeHToob0opoTa ¢ NepeyHem npeanaraembix Mame-
HEHWIN, X 0DOCHOBaHMEM, MEPOMPUATUAMM AN UX peanu3aumm U BIUSHMEM Ha gpyriue npoekTbl (CM. npu-
noxexue I);

- MpPOW3BOMNbHYK hopMYy pekoMeHaaUWni No ONTUMU3ALUK apXMTEKTYPbl MHCOPMALMOHHBIX CUCTEM.

PeaynbraT AMarHOCTUKM OOKYMeHToo6opoTa (hyHKLMOHANBHOTO HanpaBneHusa AesTenbHOCTU odopM-
nsgeTca JOKYMEHTOM, HanpuMep «AHanWTUYeCcKMiA OTHET O COCTOSIHWM OKYMeHTOooO0opoTa opraHusauun» no
MOCT 7.32, TOCT P 7.0.8, TOCT P 59853.

7.5 MpoekTupoBaHWe gU3anMHa LeneBoro peleHns

Ha cTagvu npoekTupoBaHus NPOBOAAT pauvoHanu3auuil Modenu AokyMeHToobopoTa, MpuMeHseMold
B OpraHu3auum1, U NpUBeLeHNe ee B COOTBETCTBUE C STAaNOHHOW MOENbH LM poBoro AoKyMeHToobopoTa.

Pe3ynsTaToM NpoeKTUpOoBaHMs AW3ailHa LUeneBsoro peleHust ABnsioTCs:

- peecTp BMAOB JOKYMEHTOB (PYHKLUMOHAMNLHOMO HanpaBneHns 4eaTensHoCT ¢ HabopoM NOCTOSIHHBIX 1
nepeMeHHbIX MHOPMAaLMOHHBLIX KOMMOHEHT (CcM. npunoxexHue B);

- onucaHue uenesoi Moaenu JOKYMEeHTHOro npouecca (CM. npunoxexue [);

- TpeboBaHUs K apxXuTeKType MHDOPMAaLMOHHBIX CUCTEM.

PeaynbTaT nNpoekTUpoBaHWs Ou3aiiHa LeneBoro pelleHus odopMnsieTcs OOKYMEeHTOM, Hanpumep
« DyHKUMOHANbHLIN ON3aiH LENeBOro pelleHnsay», B COOTBETCTBUM C HOPMAaTKHBHLIMUK TpeboeaHusMu 1 Tpebo-
BaHUAMM HaLMoHanbHbIX cTaHaapToe no MOCT 7.32, TOCT P 7.0.8, TOCT P 59853.
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7.6 PernameHTaums AOKYMEHTHbIX NpouyeccoB opraHn3auynm

PernameHTauus JOKYMEHTHbLIX MPOLECCOB 3aKpennaeT U3MeHeHWsl, Mpou3BeAeHHbIe Ha cTaduu Npoek-
TUPOBAHMWA AM3aiiHa LLeneBsoro peLleHuns.

PeaynbTaT pernameHTaumMm JOKYMEHTHbLIX MPOLECCOB 0OOPMMASETCA NAKeTOM JIOKaNbHbIX HOPMaTUBHBIX
aKTOB, MPMMEPHLIA COCTAR KOTOPOro BKMKOYAET B cebsi:

- MONUTKKY YNpaBneHns UMpoBbIMA JOKYMEHTaMM;

- cTaHgapT opraHu3aunmn no ynpaeneHuo JOKyMeHTaMu;

- WMHCTPYKLMIO N0 AOKYMEHTaLMOHHOMY obecnedyeHunio ynpasneHus;

- MopsdoK paboTbl C 3MEKTPOHHON NOANUCHID;

- TeXHOMorMyeckne KapTbl JOKYMEHTHBIX MpoLeccoB (CM. npunoxeHue E);

- anbbom yHUUUMPOBAHHLIX (HOPM LOKYMEHTOB, UCMONb3YEMEIX B OpraH13auuu;

- OOKYMEHTHI, pernaMeHTupyolme JOKYMeHTO060poT dyHKUMOHANbHLIX HanpasneHuin 4eaTenbsHOCTY
opraHusaumu (NonoXxeHue o LOrOBOPHOM paboTe, NMonoXeHue O 3aKyno4HOW AesTenbHOCTW, NONOXKeHWe o
KadpoBOM goKyMeHToobopoTe, rpadmk Byxrantepckoro AokyMeHToo6opoTa v np.).

7.7 MocTpoeHue LeHTpa KOMMNeTeHUUI No LucpoBOMYy AOKYyMeHTooBopoTy

7.7.1 MecTo UeHTpa KOMMNETEHL WA NO LUhPOBOMY AOKYMEHTOOBOPOTY B CTPYKTYpPE OpraHusaumu

LleHTp KomMneTeHUMW Mo LMPOBOMY OOKYMEHTOODOPOTY MOXET (DOPMUPOBATLCA KakK camoCTosiTenb-
Hoe CTPYKTYpHOE MoApasferieHne unu BXoaAuTb B cocTaB cnyxbbl genonpoussoacTtsa. KeanvgpukayuuoHHbIe
TpeboBaHusa paboTHUMKOB LIEHTPA KOMMETEHUMI NO LM POBOMY AOKYyMeHT00BopoTy yCcTaHaBNMBAKOTCA COOT-
BETCTBYIOLWMMW NpodheccuoHanbHeIMKM cTaHgaptamu [16]—[19].

7.7.2 Uenwu v 3apgaum UeHTpa KOMNeTeHUM No undpoBOMy ACKYMEHTOOGOpOTY

Llenamu ueHTpa koMneTeHUM No LUMpoBOMY OOKYMEHTOODOPOTY ABNSAOTCA OpraHv3auusi, pykoBog-
CTBO, MeToAMYecKas npopaboTka, KoopAuHaL WA, KOHTPOMb U peanvsauuda paboT No ynpasneHuo LngpoBbiM
OOKyMeHToobopoToM.

BbigensoT cnegyowyve 3a4aqn LeHTpa KOMNEeTeHUUM No LMPOBOMY OOKYMEHTOOB0pOTY:

- COBepLUeHCTBOBaHWe (hopM 1 MeTofoB paboTbl ¢ UMD POBLIMY JOKYMEHTAMY;

- obecnevyeHne egMHoOro nogxoda Kk UMppoBon TpaHcdopMaLmMm JOKYMeHToo00poTa M KOHTPOIb 3a ero
peanuiaunen;

- YHUdMKaUMA 1 paumoHanusauma uMdpoBbiX JOKYMEHTOB U JOKYMEHTHbIX NPOLECCOB, B KOTOPbIX OHU
CO3[alTCs U UCMOMNb3YITCS;

- paspaboTka 1 BHeApEeHWe NoKanbHbIX HOPMAaTUBHbLIX aKTOB, BEAEHWEe eOWHON CUCTeMbl NOoKanbHbIX
HOPMaTUBHbIX aKTOB opraHuaauum (6asbl 3HaHWRA);

- ynpasreHue U3MEHEHUAMMU.

PaboTHMKN UEeHTpa KOMMETEeHUWMIM OOMKHbl MPOXOAWTE NpodeccUoHanbHyK MepenofroToBKy Mo npo-
rpammam LmdpoBu3aunmM AoKyMeHToobopoTa.

PesynkTaTt nocTpoeHus LeHTpa KOMNEeTeHUMA No LMpoBoOMYy AOKYMeHTO0ObopoTy ohopMnaeTcs OOKY-
mMeHTamu «llonoxeHue o nogpasgeneHnny, «JomKHOCTHaA MHCTPYKUNA», «KBanudpukaunoHHbie TpeboBaHns
K paboTHMkam cnyxb, 3aHATbLIX B JOKYMeHToobopoTe».

7.8 MNMocTnpoekTHOE ynpaBrieHWe U3MEeHEeHUAMU

LleneBasi Modenb UMGPOBOro AoKyMeHTooBopoTa He ABNAeTcA cTabunbHOW 1M 3aBUCUT OT psada (akTo-
pos no MOCT P MCO 10007, TOCT P 7.0.101:

- M3MEHEHWSI BHELLHEN PerynaTopHoi cpedbl (BHELHUX oduumanbHbIX HOPM);

- M3MEHEHWS BHYTPEHHE’ PerynsaTopHOM cpedbl (MoKanbHbIX HOPMaTHBHbLIX aKTOB);

- M3MEHEHWs OpraHW3aLMOHHON CTPYKTYpbl, nepepacnpegeneHvs YHKUMA W TMOMHOMOYMA Mexay
CTPYKTYPHBIMW NOApasaeneHnsamMmmn 1 JOMKHOCTHLIMUW NLaMK;

- peaynbTaToB MPOBEPOK, MPOBEAEHHbLIX BHYTPEHHUMMW U/UMA BHELIHWMUW HAA30PHBIMU OpraHamu;

- M3MEHEHWI Ha3BaHW CTPYKTYPHbIX NOAPA3AeNeHUi — Yy4acTHUKOB UMGPOBOro AoKymeHToobopoTa;

- M3MEHEHWs ornepauuni JOKYMEHTHOIO NPOLEecca, BbI3aBaHHOMO ONTUMMU3aUMeRn TEXHOMOMN 1 LMAPOBK-
3auven npouecca.

OpraHu3auma OomkHa NnogaepueaTe LeneByto Mogenb LMPoBOro AOKYMeHTo000poTa B akTyallbHOM
COCTOSIHUW M CBOEBPEMEHHO OOKYMEHTUPOBATE U3MEHeHWsa B HacTpoikax KCL,.
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MpunoxeHune A
(obsAzaTensHoe)

MOCT P 59999—2025

®opmbl cueHapueB cbopa nepeMeHHbIX UH(hOPMaLUOHHLIX KOMMNOHEHT

Tabnuya A.1— dopma cueHapus cbopa nepeMmeHHbIX MHOPMAaLMOHHBIX KOMMOHEHT AMNA BXOAALLErO AOKYMEHTOMNOTOKa

[MepemeHHbie nHopMaLMOH

Hble KOMMOHEHTE! ANA AOKYMEeHTa «lMncemo-
yBeaoMneHue»

HaumeHoBanue

XapaktepucTuka

3HaveHue (Npumep 3anonHeHus)

TemaTtuka OOKYMEHTa

HaumeHoBaHue TemMaTUKK

O npoBefeHUM NpOBEpKM

HanpaeneHwe geaTenbHOCTH

‘DYH KUWMOHarbHOE HanpasrneHne Oes-
TENbHOCTU

Y4eT 1 OTYETHOCTb

Bnageney AoKyMeHTa

MogpasgeneHue

KasHaveicTBo PUHAHCOBOrO yrnpasneHus

Kanan NOCTYNNeHnA

[MouTa Poccum

KOHTDOJ’II: NCNOoNHEeHWA

dopmaT NocTynNeHus BymaHbIN
Moctynnenve MoppazaeneHue, KoTopoe npuHuMaeT | KaHuensipus
[OKYMEHT
KoHTpareHT YnpaeneHue PegepanbHOro KasHayencTea
Peructpatop KaHuenapus
Peructpauus
[MporpammMHoe obecneyeHne YkaszaTb 0OUCHYH nporpamMmmy
HomkHocTHoe nuuo, KoTtopomy nepe- | Oupektop
[aeTcs Ha paccMOTpeHne
PaccmoTperve Cnocob nepenayv okymeHTa OpurnHan JOKYMEHTa Yepes NpuUeMHYIo
Cnocob nepefayn OokymeHTa Ha uc- | OpvruHan JOKyMeHTa
nonHeHue
McnonHuTenbs ®uHaHCcOoBbLIN oTAEN
WcnonHeHne [MporpammMHoe obecneveHue Het
Cnocob nepegayu okyMeHTa Het
KoHTponep cpoKoBbIii KaHuensapusi

npOBepHI'OLLI,Mﬁ Ka4yeCTBO BbIMONHEHNA

PUHaAHCOBBLIA OUPEKTOpP

[MporpammMHoe obecneyeHne

YKazaTtb 0oUCHYH nporpamMmmy

XpaHeHue

Hocutens opurnHana

BymarHbIA

MecTo xpaHeHUs OoKyMeHTa:
- BymaxkHoro
- 3NeKTPOHHOro

= GHEKTPDHHOFI KOnuu

KasHadelcTBo PUHAHCOBOrO ynpaBneHws
Het

[Manka Ha ceTeBoM guckKe <afpec=>
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Tatnuua A.2 — ®opma cueHapusa cbopa nepemMeHHbIX MHPOPMALMOHHBLIX KOMMIOHEHT A8 UCXOOALWEro JOKYMEHTO-

NMnoToKa

MepemeHHble MHPOPMALIMOHHbBIE KOMMOHEHTbI ANA AokyMeHTa « OTBeT Ha NCbMO
rocopraHa»

HawvmeHoBaHue

XapakTepucTtuka

3Ha4eHune (npMmep 3anonHeHus)

Tematuka OoKyMeHTa

HanmeHoBaHWe TeMaTukK

O npoBeaeHUr NPOBepKK

HanpaBneHwe OEeATENbHOCTH

q)yHKLMOHaJ'I bHOE HanpasneHwe gen-
TEeNbHOCTH

YYET 1 OTHETHOCTL

Bnageneu fokymeHTa

MNoppasgeneHve

KasHauenctBo hUHAHCOBOro ynpas-
neHwus

ABTOp NMpoekTa AoKYMEHTA

CoTpyoHuUK Ka3HadehcTBa (buHaHCO-
BOrO ynpaBneHus

Comganne LlabnoH Ectb
[NporpammHoe obecneveHune YKasaTb OOMUCHYIO NporpaMmmy
CornacoBaHue Cornacytowwme nuua (no cylwecTBy) JInHenHbIA pykoBOAMTEND.
HauanbHuk kasHavyercTBa
YcnoBus cornacoBaHua Het
HopmokoHTponep KaHuensipusa
[NporpammHoe obecnevyeHune YkaszaTb ohUCHY0 nporpaMmmy
Cnocob nepegay4m ookyMeHTa KopnopaTtusHasa noyta
[omkHocTHoe Nuuo PykoBoanTens opraHuaaiim
Bua anekTpoHHOW NognucuK Het
Moanucakne MporpamMmmHoe 06ecrneyeHme Het
Cnocob nepegayn OoKymMeHTa bymaHbIi opuUrMHan yepes npuem-
HYyH
Perunctpatop KaHuensipus
Pervuctpauun [porpammHoe obecneyeHne YkazaTb 0QUCHYHO NporpaMmmMmy
Cnocob nepegayv ookyMmeHTa McnonHuTtens nepeaeT nognuHHMK
OTBETCTBEHHbIW 32 OTNPaBKY KaHuenspusa
OtnpaBka [NporpammHoe obecneyeHne Het
Cnocob nepegayu OoKyMeHTa MouTa Poccuun
Hocwutene opuruHana BymakHbIA
MecTo XpaHeHUs1 JOKYMEHTa:
XpaHeHune - BymaxHoro KaHuenspus
- 3NEeKTPOHHOro Het
- 3NEeKTPOHHOW Konum [Manka Ha ceTeBOM Oucke <agpec>
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Tabnuua A.3 — ®Popma cueHapus cbopa nepemeHHbIX MHMOPMAaLMOHHBLIX KOMMOHEHT AN BHYTPEHHEro 4OKYMEHTO-

noToka

[MepemMeHHble MHOPMaLMOHHbIE KOMMOHEHTbI AR AoKyMeHTa «[puka3 no ocHOBHOW
neaATenbHOCTUY

HavmeHoBaHue XapakTepucTtuka

3Ha4eHre (npymep 3anonHeHus)

TemaTuka QOKYMeHTa HaumeHoBaHWe TeMaTWKK

O BBOOE B NPOMBbILLUNEHHYH 3KCnnya-
Tauu nporpaMmMHOro Komnnekca

HanpaeneHMe AeATENbHOCTU (DyHKLIVIOHaJ'IbHOE,‘ HanpaeneHue OeATenbHO-

MHdopmaLnoHHbIE TEXHONOMMK

cTH
Bnapeneu gokymeHTa lNogpasgeneHve Otnen conpoBoXaeHUs MHhopMaLm-
OHHbIX CUCTEM
CosnaHune ABTOp NpoekTa AOKYMeHTa MHxeHep oTOena COMNpPOBOXAEHUSA
VMHPOPMALMOHHEIX CUCTEM
LLlabnoH Ectb

lNporpammHoe obecneyeHune

YkasaTe ouCHyH nporpammy

Cornacyiolume nuua (No cywecTBy)

HavaneHuK oTaena conpoBoOXOeHnA
MHd)OpMaLWIOHHbIX CUCTEM.

Owvpektop ynpaBneHus wuHdopmauu-
OHHbIX TEXHOMOMWA.

[VpeKTop No pasBuTuHIO.

dUHaHCOBbLIA OUPEKTOP

Cornacoeanve YcnoBusi cornacoBaHus HayaneHuk oToena conpoBOXAEHWA
WH(OPMaALMOHHBIX CUCTEM — nep-
BbIM COrMacyoLLniA, NPU NoNoX1Tenb-
HOM COrnacoBaHWM — OCTarnbHble
napannensHo
HopmokoHTponep KaHuenapusa

lNporpammHoe obecneyeHue

YkasaTb 0pUCHYH nporpammy

Cnocob nepegayum gokymeHTa

KopnopaTreHas novta

[omkHocTHOE NuUo

PyKDBOﬂMTeJ’Ib opraHu3auuu

Bua anekTpoHHOW NnognucK Het
Moanucanme MporpamMmmHoe obecneyeHue Het
Cnocob nepegaqu gokymeHTa MoonuHHKMK Ha Byma)xHOM HocuTene
Yyepes NpUeMHYH
Peructpatop KaHuensapusi
[MporpammHoe obecnevyeHue YKasaTb 0(hUCHYH NporpaMmm
Peructpauus porp thucHYto nporp y
Cnocob nepegayun gokymeHTa MoonuMHHKMK Ha Byma)XHOM HocuTene
nepenaeT UCMOMHUTENb
[Nony4yaTtenb 03HaKOMITeHWUs] Bce cornacytwowme nuua
O3HakomneHue lNporpammHoe obecneyeHune Het

Cnocob nepegayn goKymeHTa

KopnopaTueHas novta
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OkoHyYyaHue mabnuust A.3

[MepemeHHbIe MH(POPMALMOHHBLIE KOMMNOHEHTL! ANs AokymeHTa «[1puka3s no OCHOBHON
LEATensHOCTUY

HavmeHoBaHwe XapakTepucTuka

3HaveHue (npumep 3anonHeHus)

McnonHeHne McnonHuTens

OTgen conpoBoXaeHWs nHdopmauu-
OHHbIX CUCTEM

[MporpammHoe obecneyeHue

Het

Cnocob nepegayv gokymeHTa

KopnopaTtueHas noyta

CpOKOBbIW KOHTpOMNEep

KaHuenspusa

[NpoBepstoLwLMiA Ka4eCTBO BbINOMHEHKA
KoHTporb ncnonHeHus

[Oupektop ynpaeneHus vHdopmauu-
OHHbIX TEXHOMNOTUIA

[MporpammHoe obecneyeHve

YkaszaTb 0UCHYI0 NporpaMmmy

Hocutens opuruHana BymaskHbIiA
MecTo xpaHeHua OoKyMeHTa:
- BymaxHoro KaHuenspus
XpaHeHue 4 LR
- ANEKTPOHHOro Het
- ANEKTPOHHOW KOMuu Manka Ha ceTeBOM gMcke W Koprnopa-
TUBHbIW nopTtan
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MpunoxeHue B

(ob6asaTensHoe)

CDopma peecTpa BMOOB OOKYMEHTOB qDyH!(LWIOHaanOI'O HanpaepneHWAa geATerNIbHOCTU C HaGOpOM NOCTOAHHBLIX M NepeMeHHbIX
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Bubnuorpadcun

MpaBvna oenonpon3BoacTBa B rocyAapCTBEHHBIX OpraHax, opraHax MecTHOro CaMmoynpaeneHus (yTBepaeHb!
npukasom Pocapxuea ot 22 maa 2019 . Ne 71)

MocTtaHoeneHwue [NpaButensctBa Poccuickon ®epgepaunn ot 22 ceHTtsabpa 2009 r. Ne 754 «O6 yTBepKOeHUn
MonoXxeHus 0 cUCTEME MEXBELOMCTBEHHOIO 3NEKTPOHHOTO AOKyMeHTooBopoTan

MNocTaHoBneHue MpaBuTtensctea Poccuinckon ®enepauim ot 8 ceHTabpa 2010 r. Ne 697 «O egunHoi cucteme
MEXBEOOMCTBEHHOIMO 3NEKTPOHHOMO B3aMMOLENCTBUAN»

MpaBuna opraHU3auuM XpaHeHWsl, KOMMNIEKTOBAHWS, Y4eTa M UCMOMNb30BaHWA JOKYMEHTOB APXMBHOMO (OH-
Aa Poccuiickon ®egepauuu u Apyrux apxXmBHbIX JOKYMEHTOB B rOCYAApPCTBEHHbIX OpraHax, opraHax MecTHOro
camoynpaBneHns 1 opraHuaaunsax (yTBepxaeHsl nprvkasom ®eaepansHoro apxvmBHoro areHTcTea ot 31 uiond
2023 . Ne 77)

®efepaneHbIi 3akoH oT 27 okTabpa 2004 r. Ne 125-03 «O6 apxuBHoM Aene B Poccuiickoih ®egepayumy

TunoBble yHKLMOHanNbHLIE TpeBoBaHMA K CUCTEMaM 3NeKTPOHHOMO AokyMeHToo6opoTa U cUcTEMam XpaHEHWS
3MEKTPOHHBIX JOKYMEHTOB B apXMBax rocydapCTBEHHbLIX OpraHoB (yTBEpXaeHb! npukasom PenepansHoro ap-
XMBHOro areHTcTBa oT 15 uioHa 2020 r. Ne 69)

MocTtaHoeneHuve lMNpaeutensctea Poccuickon @egepaumn ot 24 niona 2021 r. Ne 1264 «O6 yteepxgeHuun lNpa-
BMN o6MeHa JOKYMEHTaMU B 3MEKTPOHHOM BUAE NPW OpraHn3auin MHopMaLMoOHHOMO B3auMOAenCTBUS »

®epepanbHbIi 3akoH oT 6 anpensa 2011 . Ne 63-®3 «Ob anekTpoHHOW Noanucu»
paxpaHckui kogexkc Poccuinckon ®enepauumm ot 30 Hoabpa 1994 r. Ne 51-03

ISO 14533-1 lNpoueccol, anemMeHTbl aHHbIX Y AOKYMEHTEI B TOProBne, NPOMbILLNEHHOCTY U ynpaeneHuu. Jon-
rocpoyHas nognuce. Yacte 1. MNMpodwmnm ans CMS ycoeeplueHCcTBOBaHHBIX 3MekTpoHHbIX nognvcei (CAdES)

ISO 14533-2 [Mpouecckl, anemMeHTbl 4aHHbIX U AOKYMEHTbI B TOPrOBMe, NPOMbILNEHHOCTH U yNpaBneHuu.
HonrocpouHan nognvck. Yacte 2. MNMpodwmnu gna XML ycoBepLUeHCTBOBAHHbLIX 3NEKTPOH-
HbIX nognucen (XadES)

1SO 14533-3 [Mpouecckl, anemeHTbl AaHHbIX U AOKYMEHTbI B TOProBMe, NPOMbILWNEHHOCTH WU yNpaBneHuu.
Honrocpo4dHble npocdunu nognuceir. Yactes 3. JonrocpoyHble npodunu nognucein ans PDF
YCOBEpPLUEHCTBOBAHHbLIX 3MeKTPOHHbIX noanucen (PadES)

1ISO 14533-4 [Mpouecchkl, anemeHTbl AaHHbIX U OOKYMEHTbI B TOProBne, MPOMbILWIIEHHOCTH WM YNpaBneHuu.
Honrocpo4yHkie npodunu nognucei. HacTe 4. ATpubyThl, yKasblBaloLWWe Ha NoOATBEPXKAEHWE
Hanu4us obbeKkToB, UCNOMNb3yeMbIX B A0NrOCPOMHLIX hopmaTtax nognvcei (PoEAttributes)

MpumepHas MHCTPYKUMA MO Aenonpou3BOACTBY B FOCYAAPCTBEHHbLIX OpraHuW3auuax (yTBepkaeHa npukasom
Pocapxuea ot 11 anpens 2018 r. Ne 44)

MeTognyeckue pekomeHgauuu no paspaboTke MHCTPYKUMIA NO A4enonpou3BOACTBY B rOCYAapPCTBEHHLIX Opra-
Hax, opraHax MecTHOro camoynpasneHus (yTBepxaeHbl npukasom Pocapxuea ot 25 gekabpa 2020 r. Ne 199)

MpodheccroHaneHeli cTaHgapT «CneynanucT No yNpaeneHuio OKYMEHTaMKU OpraHM3auMny (yTeepxaeH npu-
kazoMm MuHMCTepcTBa Tpyaa U counaneHoR 3awmTel Poccuiickoin ®egepaumm ot 27 anpens 2023 . Ne 421H)

MpodeccnoHaneHell cTaHaapT «CneunanncT UMdpoBoW TpaHcdhopmauum OOKYMEHTUPOBaHHLIX cdep aea-
TEMBHOCTW opraHnzauumy (yTBepxaeH npukasom MuHucTepcTBa Tpyda v counanbHoW 3awmuTel Poccuiickoi
Penepauunm ot 31 mapta 2021 r. Ne 192H)

MpodeccnoHaneHbin cTaHgapt «CneunanvcT No NpoLecCHOMY ynpaBneHunio» (yTBepxaeH npukasom MuHu-
CcTepcTBa Tpyda W couuaneHon 3awmTtel Poccuinckon ®egepaumn ot 17 anpena 2018 r. Ne 248H)

MpodeccnoHanbHelil cTaHgapT «Cneumannct no opMMPOBaHWUID 3MEKTPOHHOTO apxuBay (YTBepXAeH npu-
kazoMm MuHMCTepCcTBa Tpyaa U coumnanbHoR 3awmTel Poccuiickon ®egepaumm ot 19 anpens 2018 r. Ne 266H)
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YOK 004.01:004.422.63:004.451.54:005.92:006.354.006.72 OKC 01.140.30

KnioueBble crnoBa: aBTOMarMsauws OOKyMeHToobopoTa, KopnopaTuBHasd cucTemMa UMGPOBOr0 AOKYMEHTO-
obopoTa, uenesas Mogernb LMdpoBoro goKkyMmeHToobopoTa, uudposas TpaHcdopmauusa gokymeHToobopoTa,
UMppoBOA apxus, UNAMPOBON OOKYMEHT, SMEKTPOHHLIN apxvBe, 3TarnoHHaa Mo4ernb UMEpPOBOro OJOKYMEHTO-
obopoTa
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ANs kKoMnnekToBaHua PegepansHOro MHopMaunoHHoro ooHaa cTaHaapToB,
117418 Mockea, Haxumosckui np-1, 4. 31, k. 2.
www.gostinfo.ru info@gostinfo.ru
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