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1. UCIIOJIb3YEMBIE TEPMUHBI M COKPAIIIEHUSA

1.1. Tepmunb

B tabnmre 1 npuBeeHE TEPMHUHEI U ONIpENENeH s, HCIIOIE3yeMbie B [T0I0KeHHH.

Tabnuya 1
Tepmun Onpenenenne
IP-meneonusn Tenedonnas cBs3b yepe3 WHTEPHET.
Ilpozpammuoe Bce wmmu wacTe mporpamm, mpoueayp, IHpaBWiI M COOTBETCTBYIOIIEH
obecneuenue JOKYMEHTALUU CUCTEMBI 00paboTK UHpOpMAITHH.
Hugpopmayuonnvie
mexHonozuu ITpoueccsl, MeTonkl HOUCKa, cOopa, XpaHeHwus, 00pabOTKH, MPEIOCTABICHUS,

pacnpocTpaHeHusI MHPOPMAIHHK B CIIOCOOH! OCYIIECTBICHUS TaKIX
IPOLIECCOB  METOJOB; IPUEMEI, CIIOCOOBI M METO/IEI IIPUMEHEHHUS CPEJICTB
BEIYHMCIIMTENILHOM TEXHUKY [IPY BBHIIIOTHEHUH QYHKIMH cOopa, XpaHEHHU ],
00paboTKu, epefiauy U UCIONB30BaHUs JaHHBIX; PECYPChI, HEOOXOIUMEIE
1t cbopa, 06pabOTKH, XpaHEHUS U PACTIPOCTPAHEHUS HHPOPMAITHH.

1.2. Coxpamenust

B T3.6JIHII€ 2 MIPUBEOCHEBI COKPAIICHHUsI, HCIIOJIb3YCMBIC B Ilonoxxenuu.

Coxpamenne Omnpenenenne
«1C: [lokymenmoobopom | Cuctema 5neKTPOHHOTO JOKYMEHTOOOOPOTa (CHCTEMA YIIPaBJIEHHUS
8» JIOKYMEHTaMH), o0ecneunBaromas c6op JOKyMEHTOB (BKIIOYEHUE

JIOKYMEHTOB B CUCTEMY), UX 00pabOTKY, yIpaBJeHHE JOKyMEHTaMH U
noctyn kK HUM Ha 6a3e «1C: JlokymenToo60poTa 8».

IT (UT) WNudopMaioHHEIE TEXHOJIOTHH

AHC ABTOMaTH3UpOBaHHAasl HHGOPMAIMOHHAS CHCTEMA

KMT KonupoBaibHO-MHOXHUTEIbHAS TEXHUKA

HBM IlepcoHayibHAs! BEIUUCIUTEIbHAS MalTHHA

110 IIporpamMmMHOe obecrieueHue

1.3. Poyi y4aCTHHKOB NPOLECCOB PAOOTHI ¢ JOKYMEHTAMH

B Tabnune 3 nmpruBeAeHE COKpaLeHuUs, HCIONb3yeMble B [1ooxKeHu .

Tabauya 3
Coxkpamenne Omnpenenenue
3asedyrowuii omoenom | PaboTHUK, PYKOBOASAIIHIM co3maHmeM M obecreueHmeM OecriepeGoHHOTo
unopmayuoHHsix mex- | QYHKIIMOHUPOBAHUS UHGOPMAIMOHHO-TEXHUIECKOU 6a3sl AY)
Hoaoz2uu «HedTeroraHcKu# MOUTEXHUIECKUAN KOJITISIKY.

HHuncenep- Paboruuk (rpynma pabGOTHHKOB), pa3pabaThiBalOmMii IPOrPaMMEI,
npocpammucm obecrieuynBaroIue BO3MOXXHOCTb BBITIOJTHEHHS ajropuT™Ma 51
COOTBETCTBCHHO IIOCTABICHHOH 2aJaduH CPeACTBAMH BEIUHC/IMTEIEHOM

TE€XHUKH, IPOBEICHUE UX TECTUPOBAHUS
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CoxpalieHne Omnpenenenne

otnaaky B AV «HedTeroranckuii HOTATEXHUICCKUN KOIUIEIKY.

Huncenep-sneKmpoHuK | Pagotruk (rpymmna pabOTHHKOB), 00€CIeYHBAOIINI TPaBUIIBHYIO
TeXHHUYECKYIO SKCILTyaTanuio, GecrepeboiHyro paboTy 2JIEKTPOHHOIO
obopynosanust AY «HedTeroranckui MOMMTEXHUIECKUH KOTITEK.

Texnuk Pa6oTHuk (rpymia pabOTHAKOB), 3aHUMAIOIIUHCS HACTPOUKOW U BBOJOM B
uHgopmayuonHozo SKCILTYaTaldIo MprobpeTaeMoil KOMIBIOTEPHOM, OPUCHOI, Tene-ay 11o-
omoena BH/Ie0-()OTO TEXHHUKH, CPEICTB U cucTeM cBsizu B AY «Hedreroranckuit

MMOIUTEXHUUECKHUH KOJIIEIKY.

2. OBJIACTb IPUMEHEHUWA

2.1Tlonoxenre 06 oTaere HHPOPMAMOHHEIX TexHomoru# (mamee - Ilomoxkenme) AY
«Hedreroranckuil MONMTEXHIYECKHH Komnemky (nanee - Koyuiemk) ycTaHaBIMBAET eIHHEIE TPaBUIa
BHEJPEHHS B Y4eOHO-IPOM3BOJCTBEHHEIN U aIMHHHCTPATUBHO-XO3HCTBEHHBIN mpoueccs Komnemka
HanboJIee YCHenHoro U 5GdeKTHBHOrO OIBITA IIPUMEHEHH] HHPOPMALMOHHBIX H KOMMYHUKAIIHOHHBIX
TeXHOJIOTHI, CO3aHUS COBOKYIHOCTH MH()OPMAIMOHHO-TEIEKOMMYHUKAIIMOHHBIX CHCTEM U CETEH, 6as
¥ GaHKOB [AHHEIX, OCYIIECTBIEHMS METOJUYECKON MOANCPIKKH H IIOBBINIEHME KBaIH(pUKALKHA
VH)XCHEPHO-IIe]aTOTMYECKAX U aJMHUHHCTPATMBHBIX ~ paOOTHHKOB  Kowie/pka B  o0macTu
HH(GOPMAIMOHHEIX TEXHOIOTHI, (POPMUPOBAHKS BEICOKOH HHPOPMAIIMOHHOH KYIBTYPEI B KOJLIE/DKE.

2.2 1lonmoxenue pa3pa60TaHo B COOTBETCTBHUH ¢ HOPMATUBHBEIMU U METOAUICCKUMU NJOKYMCHTAMHU
B o0JacTu JEJIONPOMU3BOACTBA U apXUBHOTO ACTIA:

2.3. TlepeuneM THIIOBBIX YIPAaBICHYECKUX APXUBHBIX JOKYMEHTOB, 00pasyIOIIMXCs B MPOIECCE
JEATENBHOCTH TOCYJapCTBEHHBIX OPraHoB, OPraHOB MECTHOI'O CaMOYIPABJICHHS ¥ OpraHMU3alui, C
yKa3aHHEM CPOKOB MX XpaHEHHUs, yTBEPXKIEHHBIM nprKka3oMm Pocapxusa ot 20.12.2019 Ne 236;

2.4.®enepanbHbiil 3aK0H 0T 29.12.2012 Ne 273-03 «O6 obpazosanuu B Poccuiickoit Oenepanumny;

2.5.®enepanbHeii 3akoH oT 27.07.2006, Ne 149-03 «O6 mupopmamyu, HHOOPMAHOHHBIX
TEXHOJIOTHSIX ¥ O 3aIluTe HHPOpMaLUny;

2.6. IlpaBmia [elTONpPOM3BOACTBA B TOCYJAapCTBEHHEIX OpraHax, OpraHax MeCTHOIO
CaMOYIIpaBJIeHUs] YTBEPXKACHHEIE IIprka3oM DeaepanbHOro apXMBHOTO areHTcTsa ot 22 mMag 2019 roma
Ne 71 (3apeructpupoBano B Muntocte Poccun 27 nexadbpst 2019 roma, peructpannonnsiii Ne 57023).

3. OBIIHUE ITOJIOXEHUS

3.1. OUT sBnsieTcst CTPYKTYPHBIM TIOApa3/IeIEHUEM KOJIIEKa;
3.2.0UT co3naetcs, peOpraHu3yeTCs U JTUKBUAUPYETCS IPUKA30M JTUPEKTOPA KOJUIEIKA;

3.3.0MT BoO3rnaBisieT 3aBeAyIOMIAM, KOTOPHIA HAa3HAYAETCSl HA JOJDKHOCTh U OCBOOOXKIAETCS OT
3aHMMAEMOH [NOJDKHOCTH MPUKA30M JUPEKTOpa KOJUIEIKA, IO MPEACTABICHUIO MEPBOTO 3aMECTHTEIS
IUPEKTOopa.

3.4.OcHOBHBIMHY ITOKa3aTeNIIMU OLIeHKHU aesTeabHocTH OUT sBiseTcs pernenue mocTaBaeHHBIX Ie-
pen HUM 3a7a4 U BBITTOJIHEHHE BO3JIOKEHHBIX HA HETO () YHKIIHIH;
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3.5.Ctpykrypy u mraTHy!o yncienHocts OUT, a Takke H3MeHEHHs K Hell yTBEPIIAET JUPEKTOP,
HCXO/s U3 YCIIOBHH U 0COOEHHOCTEH AeATeTbHOCTH KOJIIEIKa.

4. CTPYKTYPA

4.1.Ctpykrypa, mTaTHBI cocTaB i qucieHHOCTs OUT M3MEHSIOTCS U YTBEPIKIAIOTC IPUKAa30M
JIUPEKTOpa KOJUIeKa;

4.2.B coctas OUT Bxomut: ormen 6a3 JaHHBIX U CIENHATLHOTO IIPOrPaMMHOIO 0OECIIEYeHH s,
Ciy’)k0a TEXHHYECKOTO OOCIY)XKHBAaHHS W aJMHHHUCTPUPOBAHMA, CIy>k0a COIPOBOXKIEHHS y4eGHOTO
nporecca, FHOOPMAITMOHHEIN OTAEN, OT/eN OTlepAaTUBHOM HOMUrpadum;

4.3.06s3anH0CTH MeXAYy coTpynuukamu OUT pacnpeensioTces 3aBeIyIOIIHM B COOTBETCTBHH C
JOJDKHOCTHBIMU MHCTPYKIIMSIMU M HACTOSIIEM ITOJIOKEHHEM;

S. OCHOBHBIE ®YHKIIUHA

5.1.K ocHoBHEIM dyHKIHssM OUT oTHOCHTCS:

5.1.1. KoopauHamus U sKcrepTH3a MporeccoB HHGOpMAaTH3aIMK KOJUIEIKa, BHEPEHHE HOBBIX
UH(OPMAITMOHHEIX TEXHOJIOTHI B 00pa30BaTeIbHYIO M YIIPABIEHYECKYIO Chepy;

5.1.2. Opranu3anys OpOeKTHPOBAaHUS, pa3pabOTKH U BHeApeHHe WHPOPMAIHOHHOU CHCTEMEI,
peanu3yroei OpraHu3aHOHHO-YIIPABIEHUECKYIO MOIENb U 00pa30BaTeIbHYIO CpeNy KOJUIEIKA;

5.1.3. Oxa3aHue KOHCYJBTAI[MOHHBIX YCIYyr B OOJAacTH WCHONB30BaHUS COBPEMEHHEIX
HH(OOPMALMOHHBIX TEXHOJOTHH B y4eOHOM MPOIECCEe U YIPABICHIECKOM AESTEIFHOCTH KOJIIEKA,;

5.1.4. OcymiecTBieHHE METOJUYECKOTO PYKOBOJACTBA M KOOPAUMHAIMK  JESATEIBHOCTH
CTPYKTYPHBIX IIOApa3eeHui KoJUleKa 110 BorpocaM HHPOpPMATH3AIIHY;

5.1.5. OGecmeuenue  ydeOHOro  mpomecca IPOTPaMMHO-alIIapaTHHIMH  CPEICTBAMHM
KOMHLIOTCpHOfI TEXHHUKHU B KOMIIBIOTEPHBIX KJlIacCax,

5.1.6. Opranusanus ¥ IpOBEJCHHUE TOCTOSIHHO AEHCTBYIONIMX CEMHHAPOB, KypCOB, JIEKIUH U
KOHCYJIbTaIMH 1t oOyuarommxcsi ¥ pabOTHUKOB KOJUIEIKa 10 BOIpocaM HHGOpMaTU3aLuH;

5.1.7. Pa3zpaboTka ¥ BHeApeHHE TOKYMEHTOB CHCTEMBI MEHEIKMEHTA KaueCcTBa, 3aKPEIJICHHBIX 3a
oApa3ieicHHEM;

5.1.8. Co3anue TEXHOJIOTHYECKOU MIaTHOPMEL M TEXHHIECKOE oOecredeHre paboT CTPYKTYPHBIX
HOJpa3/iee Ui 0 CO3JaHHIO U PA3MELICHHIO B CETH KOJIIEKA HJIEKTPOHHEBIX PECYPCOB;

5.1.9. Pa3BuTHe NPOM3BOACTBEHHO-PEMOHTHOH 0a3bl CpENCTB BBIYUCIMTEIBLHOM TEXHHKH,
CETEBBIX KOMMYHUKAIIMH U KOMMYHHUKAITHOHHOTO 000pYy10BaHMUS];

5.1.10. Cozpganue u compoBoxiaeHue cucteMmbl IP-tenedonun koiemka U ee HHTErpals B
eIUHYI0 HHHOPMAITHOHHYIO CETh KOJLIEIKA;

5.1.11. OcymecTBIeHrEe KOHTPOJIS 32 PabOTOCTIOCOOHOCTBIO aHAJIOTOBHIX TeNIE(OHHBIX JIMHUM;

5.1.12 Pa3paboTka u mOIep)KKa JIEKTPOHHOH OUOIHOTEKH, HHTETPUPOBAHHON € 3JIEKTPOHHBIM
KaTaJIoroM y4eOHOM OHONMnoTeKH;
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5.1.13. TlpoexkTupoBaHue, CO3TaHHE U OOCITY)XMBAaHME JIOKATBHEIX U KOPIOPATHBHBIX
KOMITBIOTEPHBIX CETEH KOJIEIKA,

5.1.14. Texuuueckoe 0OCIIy)KHBaHHE BEIYMCIUTENIEHON, MHOKHTENLHON TEXHUKH, OPITEXHUKU U
ceTeBoro 060pyI0BaHMsI B CTPYKTYPHBIX IMOAPa3IeICHUIX KOJUIeIXKa;

5.1.15. AIMEHHCTPHEpPOBaHHUE CEPBEPOB 00pa30BaTENEHOTO MOpTana, obecnedeHre 6e30MacHOCTH,
OTKa30yCTOWYMBOCTH M MacITaOUPYEMOCTH CUCTEMBI;

5.1.16. ITpoBeenne 3KCIEPTH3 MPEIOKEHNH, OCTYNAKOMIMX OT CTPYKTYPHBIX TOAPa3IeCHHI
KOJUTe[Ka, CBA3aHHEIX ¢ mpuobperenrem [IBM u KMT, noakmodenreM K MHQOPMAIMOHHEIM CETSIM,
pa3paboTKOM MPOrPaMMHEIX CPeJICTB M popMupoBaHreM OAHKOB TaHHBIX;

5.1.17. Obecneuenne paGoOTOCIOCOOHOCTH YHUGHUIMPOBAHHOTO IPOrPaMMHOI0O OO€ECTIeYeHH s B
KOJUIE/IKE;

5.1.18. ABTOMaTH3aIMs JOKYMEHTOOOOPOTA B KOJIIEIKE;

5.1.19. Yupasienue mporeccoM 3aKynky Junen3nonnoro I10;

5.1.20. PacmipeienieHue JINIEH3MH, yIIpaBiIeHHe JUCTPUOYTHBAMH IIPOrPaMMHOTO O0ECIIEUeHH ST
5.1.21. Co3zanue H COMPOBOXKAECHHE CETEBRIX apXUBOB JierajabHoro [10;

5.1.22. BHenpeHue ¥ COMPOBOXKIEHHE IPOTPAMMHEIX CPEJCTB [JIs aBTOMATH3ALUH Yy4eOHOTO
mporiecca B KOJUIEIKE;

5.1.23. Tlogmep)kka CETEeBBIX OIEPAIIMOHHBIX CHCTEM, IUIATGopM U (aHIOBOH CTPYKTYpHL
KOJLIEIKA;

5.1.24. TlpencraBieHne KOJeka B CETH HHTEPHET:
5.1.25. AaMuHHCTpHUPOBaHHE HHPOPMALMOHHOTO IIOpTajla KOJUIeIKa:
5.1.26. PaspaGoTKa it CTPYKTYPHBIX MOAPa3aesieHHH KoJIIeIka IPpOorpaMMHOTO obecreueHus;

5.1.27. Peanusanus WHOOPMAITHOHHBIX TEXHOJOTHWH B INPENOJaBaHUU YUeOHBIX TUCHUIUIUH U
yIIpaBJICHUS;

5.1.28. O6cnyxuBanue [10 u cepBepoB CHCTEMBI KOHTPOJIS 1OCTYTIA, BeJeHHE 06a3bl COTPYAHUKOB
KOJIIeKa, BbIjauya KapToueK KOHTPOJIS JOCTyIa;

5.1.29. Opranuzanus W TpOBEIEHHE MEpONpUsATHil Mo obecnedeHur0 KHDOPMALMOHHOU
6e301acHOCTH KOJUIEKa:

5.1.30. BrisBaeHHe NOTPeOHOCTH B 3aKyIKe BBIYMCIUTENBHON, MHOXHUTENBHON TEXHUKH,
OpPITEXHHUKH, CETEBOr0 OOOpYHOBaHUS M HPOTPaMMHOIO OO€cIedYeHHs M BCEX CTPYKTYPHBIX
Moipa3AesieHui KOJIIeKa;

5.1.31. CBoeBpeMEHHO MOATOTABINBATh TEXHUUECKOE 3afjaHue Ha puodperenue ycuyr, [10 umun
obopynoBaHue;

5.1.32.0pranuzanus npodunaktuuaeckoro odciayxusanus 1 pemonta KMT.
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6. IIPABA 1 OBA3AHHOCTH

6.1.3aBenyromuit OUT moxer TpeGoBaTh, B mpenenax cBOel KOMIETEHIHH, OT COTPYIHHKOB
CTPYKTYPHBIX IIOJPAa3IENeHUH KOJUIe[Xa IpPeAOCTaBICHUS HEOOXOMHMMBIX MaTepHalioB, OTYETOB U
HHGOPMAIUHY JUIS IUTAHUPOBAHUS U Opranu3anuu padotel OUT.

6.2.3aBenyromuit u corpynHukd OUT Mo/DKHBEI CaMOCTOSATENHFHO BECTH IEPEMUCKY IO BOPOCaM
UH(OPMAITHOHHOTO OOCIY)XHBAaHUS KOJUIEDKA, a TaKKe II0 JPYTHM BONPOCaM, BXOMSIIAM B
xommeTeHnuo OUT u He TpeOyronuM coriiacoBaHus ¢ AUPEKTOPOM KOJIIEIKA.

6.3.3aBenyromuii wiu corpynaukd OMT HOIDKHBI MpeCcTaBUTENBCTBOBATH B yCTAHOBICHHOM
HOpsIKE OT MMEHHM KOJUIe[)Ka IO BoIpocaM, OTHocsmMcs K komnereHmuu OHWT  Bo
B3aUMOOTHOIIEHUAX C TOCYHAPCTBEHHBIMM M MYHHUIMIIAIPHBIMH OpraHaMiu, a Takxke ApYIMMH
HpPEeIIPUATHIMY, OPTaHU3AIMAME U yIPEIKTCHUIMH.

6.4.0UT o6s3aH naBaTh pa3bsCHEHHUS, PEKOMEHAAIMH U yKa3aHUs 10 BOIPOCaM, BXOISIIUM B
xomnerenuo OUT.

6.5.3aBenyromuiit OUT siBsieTCss OTBETCTBEHHBIM 3 IEJIOMPOU3BOJICTBO B OT/EIE.

6.6.3aBenyromuit OUT BpaBe BHOCHTE MpeIUIOKEHHs PYKOBOJCTBY KOJUIEHXKA O TEepPeMEIeHHN
paboraukoB OUT, mx moompeHuH 3a ychmemHyio paboTy, a Taikoke HpeUIOKEHHS O HalOXKEHHH
JUCLIMIIIMHAPHBIX B3BICKaHUH Ha pabOTHUKOB, HAPYMIAIOIUX TPYIOBYIO JUCIUIUIMHY.

6.7.3aBenyromuit OUT MoxeT IpOBOIUTH COBEMIAHHUS TI0 BOIPOCAM, BXOSIIUAM B KOMIIETEHITUIO
OUT.

6.8.3aenyromuit OUT BpaBe NpHUBIIEKATH CHEIIMATHCTOB APYTUX CTPYKTYPHBIX MOApa3AeICHUN
KOJJIe[Ka K BBIIOJHEHMIO BO3JOXEeHHBIX Ha OUT Qyskiuil B ciydasx, ecid 3TO IPELyCMOTPEHO
HOJIOKEHUSIMU O CTPYKTYPHBIX TOAPa3IeIeHISIX, THO0 ¢ pa3penieHns TUPeKTopa KOJUIEIKa.

7. OTBETCTBEHHOCTbD

7.1.0TBETCTBEHHOCTE 3aBEAYIOMIETO u CIEITUaINCTOB OUT yCTaHaBJINBAETCSA
COOTBETCTBYIOIIMMH JODKHOCTHBIMU UHCTPYKIIMSIMHU;

7.2.3aBenyromuit OUT HECET OTBETCTBEHHOCTD 32 BHIMOJTHEHUE I[ENEBHIX 3a/1a4;

7.3.0TBETCTBEHHOCTh 3a OOecleueHue B MpeleNiax CBOEeM KOMIETEHIIMH 3allUThl CBEICHHIA,
COCTaBIISIONUX KOMMEPYECKYIO TallHy, U HHBIX CBEJICHUM OrpaHUIEHHOTO PaCIIPOCTPAHEHHMS JIEKHUT Ha
COTpYIHHKAX OT/AeNA.

7.4.HeucnonueHue (HeHa jiexailee) WK HECBOEBpEMEHHOE (POPMUPOBaHHE JEl B COOTBETCTBUA
C YTBEPXKIEHHOM HOMEHKIIATypoi, oOecrieueHre UX COXPaHHOCTH U B YCTAHOBJIEHHEIE CPOKH Mepeada
B apXHB KOJUIEKA.

8. B3AUMOOTHOIIEHUA (CJY>XEBHBIE CBA3H)

8.1.B mporiecce coeit gesitensHocTH OUT B3auMoeicTByeT cO BCEMH CTPYKTYPHEIMH IIOAPa3ae-
JICHHUSIMH KOJIJIEKa B paMKaX CBOEi KOMITETEHIIUN
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9. 3AKJIOYUTEJBHBIE ITOJOXEHUA

B ciiyuae H3MEHEHHH 3aKOHONATENBHBIX W HHEIX HOPMAaTHBHEIX akToB Poccuiickoit denepanu, a
taoke Ycrasa AY «He(TeloraHcKui MOMMTEXHHIECKUH KOJUIEDK» HACTOSIIKM JOKYMEHT, a TakKke
HA3MEHEHHs K HEMY IIPHMEHSIOTCS B YaCTH, HE IPOTHBOPEYaIed BHOBb IPHHATEIM 3aKOHONATEBHEIM 1
WHBIM HODMATHBHEIM akram Poccmiickoii ®eneparun, u YcraBy AY «Hedreroranckuit
TOJUTEXHHYECKHH KOJIIEKY.
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