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VISR M U BN

1 NOOQroOTORNEH ObwecTeoM C OMpaHKHeHHOR OTBETCTEEHHOCTRID ¢ 300 Texs Ha OcHORE CODCTREH-
HOTO NEPEB0Oa HA PYCCKWA ALK AHIMOAILYHOR BEPCUK CTAHOAPTA, YKaIaHHOM B NyHKTe 4

2 BHECEH TexHW4eckm KOMWUTETOM Mo CTaHgapTHaanMd TK 459 c e opsmausodHan NoooepwKa #ina-
HEHHOMD LMENS MIgeniis

3 YTEBEPHEH W BEBEOEH B JEACTEVWE MpukazoM drenepankHOM areHTcTEA N0 TEXHUHECKOMY pe-
MYNMDOBAHKID W METDONOMAA OT 5 wonA 2016 r. Ne B03-cT

4 HacToAwMA CTangapT MOeHTHYEH MexOyHapogHoMy cTaHgapTy MCOM3K 27038:2014 «udopma-
LUHOHHBIE TEXHONOMAKW. MeToas obecnederua BeaonacHocT . TpeboaaHua M METOOL! ANBKTROHHOM LEHIYpH-
posawuan (ISONEC 27038:2014 «Information technology — Security techniques — Specification for digital
redactions, IDT).

Mpk NPUMEHEHUHM HACTORWENS CTAKGAPTA PEKCMEHTYETCH HCTNONBICRATE BMECTO COBINOYHBLIX MEXIYHA-
POOHER CTAHOAPTOR COOTBETCTEYIILME MM HALWOHANEHBIE CTAHLApTH PoccHtckoll ©enepauyi, CRELEHUA O
KOTOP&IX NPMBEASHE B ACTONHUTENBHOM NEKUnoxeHHu 04

5 BEBEAEH ENEFBLIE

MNpaguna NpUMaHEHUA Hacmoalleas cmaddapma yemakoanesdsl @ TOCT P 1.0—2012 (pasden 8).
HuchopMaliua 0f UaMeHEHUAX & HACMOoALLeM) cmandapmy Ny GnuKyemcs @ exesodHoM (M0 COCMOARLK Ha
1 Areapr mexyweso 2oda) WbopWMauloHHOM yradamene sHayuoHanbkse cmakdapmeds, 8 ouluansseil
MSKCT LAMBHEHUD U NONDSEoK — 8 8XEMACcAYHOM UHDOPMAYUOHKOM YKasamens «HauuoNansHble cmaH-
dapmeis. B clyyae NEpEcMOMpa (3aMénsl] Umy OmMessl HACMOALLES0 cmandapma coomeamcimayiownee
yeadormesue Gydem onyinukoeako @ Sruwaiilen SeITYCNE EMEMBCAYHDED UHGODMALLOMHOSD YXNaIaMEns
wHayuoransxee cmandapmsiy, Coomeemomayiowas wWibopuauyls, paedormenUe U MEKCMs DaImeLyaom-
CA MAaKkxe 8 UHboAMaUUoHHoE cucmene obWesn Nomk308aMLs — Ha ogbuuuansHoM caime DadepansHozo
azaHMCMEs No MeXHUYBCKOMY DESyTLpOSaHUId U Memponoeuy @ cemu Fhmepram {www.goslru)

& Crangaptuxdgopm, 2016

HacToAwwmi cTaRgapT He MOKeT GeiTe NONHOCTED WNM Y3CTHYHO BOCTIDOHIBENEH, TUDAKWPORAH M pac-
NPOCTREHEH B KaYecTRe odbMUMANEHON WanasuA Gea paipeweHns ©enepansHong areHTCTEa No TEXHUYBCHD-
MYy DEMYIUDOBAHMIO M METPONOMAN



rMoCT P MCOMA3K 2T038—2016

Copgepmanne

T OBMACT b TEPMBMEBHEHEF ..o oo ooeettammeas e sammeesas shosmemas bt famemaass s s mesemns e s emammsde s Semmmmmeea s oh Sommnsan st bmmmmnaanssse
2 TepMUHBLI M ONPENENEHKA. ..
3 ODoaHa4aHHa | Dl}Kﬂau.IBHHﬂ =~
4 OBwre npuHLMNE anerrpnnnnm uanayphp&aama
4.1 Bmm&umL“m_m“m“m“m_m_m“m“m“m“m“m_m“m_m“m“m_m“m_m“m_m“m_m_m"m“m“m_
4.2 Obeanv4rBanHe ..
5 TpeGoranua... e
51 Dﬁmuanunnmnuun iz
5.2 NMprHLMnE u&nwpmp&muﬂ
& MNpouecces YEMIYPUDOBAHMA.
6.1 Bagneqme ..
6.2 chonmaaﬂua ﬁymmﬂuhm npnumﬂwmuu: ,qnn;ymanma
6.3 Mocnoneaosatle B Ka4ecTBE NPOMENYTOHHENX QOKYMEHTOR amn‘rpnnnux rpacbma::mx nﬁpaaua.........
6.4 [MpocToe aNEKTPOHHOS LBHIYDHPOBAHWE ..
6.5 CNoMHOE anexkTpoHHOS uanaypupuaauue
6.6 KoHTEKCTHaA MHDopMaLUKHA ...
T OokyMeHTHpORaHWE p,BFlIE.I'IhHDCTH ne anaypupnnanum
8 XapakTepWcTHEN NPOrPasMMHELIX HHCTRYMEHTOR ANA uanaypmpc-aa HMA,
9 TpeSoRaHWA K NPOBEDKE KA4ECTEA UeHAYDHUpOBaHWA..
Mpunowenwe A (cnpascynoe) Uewaypuposarie ,u,mcymumn B qx}pr.-laT& PDF S
Mpunoxeqwe 04 (cnpasoyHoe) CRENeHWA O COOTBETCTEMH CORUNOUHBLIX m.u,ynapn,unhm
CTAHGAPTOE HALMOHANBHLIM CTaHgapTam Poccritceoi Ceoepammi ..o

A= = R I A A E R TR R S O ORI O

=]

i



rMoCcT P MCO/MM3K 27038—2016

Becrynnexue

Mexoynapoguan oprasusauma no cradgapruiayud MCO {International Organization for Standardiza-
tion, 150) ¥ MexgyHapooHas anekTpoTexHuueckan komuccua M3K (International Electrotechnical Commis-
sion, IEC) emecte obpasayioT CneynanManpoEaHHyin CHCTEMY BCEMWDHOR CTAHOapTHIaUHWd. HauMoHanbHLie
Opradkl No CTAHSAPTHAALMK, ARNADWMecA ynesanid MCO rnnn M3K, npuuumaoT yyacThe B paipaboTie Mem-
OYHAPOOHLX CTAHOARTOR Yeped TeXHWYSCKUE KOMWTETE., CO30aHHLIE COOTBETCTRYIWER OpraHM3Iaynen ona
pPacCMOTDEHWA BONPOCOE, KACAMMUMKCH KOHKPETHEX 0ONacTed TeXHWYeCcKol OEeATENLHOCTH. TeXHWYEeCcKHe
komMuTeTE MCO v M3K cotpygruyanT B 0BnacTax, NpEOCTABNKIOWMY BIAUMMBIN WuTepec. Jdpyrve mewmy-
HAPOOHEBIE NEEBMTENBCTEEHHEIE W HENDABMTENBCTREHHEIE OPraHWIALMK B CoTpYaHMdecTEe ¢ MCO W M3K
TAKHE NDUHHUMAIDT YY4acTie B aToll pabote. B obnacTi MHgopMaUnorHex TexHonorii MCO 1 M3K coaganu
CoamecTHel Texuudeckmit komutetr MCOM3K CTK 1 (ISO/IEC JTC 1).

MewnyHapoaHbie CTaHAapTe paipabaTeEaIoTeA B COOTRETCTEMR C NPEBMNAMIA, YCTAHOBNSHHBIMN B Ya-
cTi 2 OQupexktue MCOMMIK.

OcHoedol 3agadei CoamecTHornn TexHWHECKORD KOMWTETA ABMAETCA MOOTOTOBKA MEXOyHapOooHBIX
ctangapTor. OnobpeHHee CopMecTHBIM TeXHWUYECKHM KOMMTETOM NPOEKTEl CTAHOAPTOR PACCHUNANITCA Ha-
LUMOHANEHEIM OpradamM Ha ronocoeakye. Aqna nyBnuekauun B KAYECTEE MENOYHADOAHOID CTAKMOAPTa NPOEKT
OomyeH DulTe odobped He MeHee Yam 75 Yo HaUWOoHANEHLIX ODTaHoe, NPUHABWKME YHacTHE B MoNoCcoBaH M.

Cnenyer MMeTs B BUOY, YTO HEKOTODBIE ANEMEHTEl GAHHOMD SOKYMEHTA MOMYT NOGNALATE NN AekcTaME
naredTHoro npaea. MCO W M3K He HecyT OTEBETCTERHHOCTE 33 MOEHTMDWEALWKD COOTBETCTEYIOWNY NaTeHT=
Helx Npaa.

Cranwpapt MCO/M3K 27038 Gwein nogrotoaned TexHrdeckrm Mogrosurerom MK 27 «Metogm u cpeg-
cTea ofecnederHda BE3IonNacHoCTi MHMOPMALMOHHLIX TEXHONKWAY CoBMECTHOM TEXMHWYECKOND KOMWTETa
HMCO/M3K CTK 1 s MndopmayuoHHsie TexHonomds {SC 27 IT Security technigues, |SOVIEC JTC 1 Information
technology).
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BeepeHne

HeroTopble OOKYMEHTE MOTYT COQEPMATE MHHOPMALMID, HE NOANEXALVIO PACKDEITHE ONPELEnEHHBIM
rpynnas nuu une coofiwecteam. B To e Bpema JNA 3TWX FPYNN N4y “nn cooblyecTs MoryT BTk packpeiTel
MOOMDMLMPOBAHHBIE AOKYMEHTE, NOMYyYeHHLIE B pEIYNLTATE COOTEETCTRYIOLWEN 0DpaloTrM MCXOOHBIX OOKY-
MEHTOR, KOTOPRAA MOMET BEMOYaTE B ceba ynaneHwe pasnenos, aBaauen MNW NpegnoxeHnil ¢ yHasadue, roe
ATO YMECTHD, Ha hakT ux yaaneHvd. Takol Npoyece HAIRBEIETCH SLBHIYDUPOBAHWMEM: OOKYMEHTA.

INexTRCHHOE UEBH3YDWPOBAHWE OOKYMEHTOR ABNAETCA CPABHWTEMBHD HOBLIM INEMEHTOM NDAKTHKK
YNPABNEHWA OOKYMEHTAMMK, C KOTODBIM CBA3EHL! cneuMdudeckie npobnemsl W NOTEHUMANBHEE pUCKW. Boa-
MOMHOCTE BOCCTAHOBNEHMA YOANSHHOR B NPOUSCCE UEHIYDUPOBAHWA WHEDODMAaLMM OoMsHa DeiTh WCKNK-
Yexa. CneqoBatensHo, HyMHO NPUHATE MEpbl, YToBR OTUeHIYDUPORAHHAA MHdopMmaurs Bwina yoaneda wa
ANBKTPOHHOMD O0KYMEHTa G683 BOIMORHOCTH 88 BOCCTAHOBMNEHWA (HanpUMep, oHa He NomsHa BeiTe NpoCcTo
CNPATAHA BHYTRW HEOTOBDAKABMBIX ANEMEHTOR OOKYMEHTA).

HacTosWMA MExgyHapoaHeld CTAHOADT ONWCHIBAET METONE INEKTPOHHOM LEHIYPHUPOBAHKMA ANEKTPOH=
HLEX BOKYMEHTOR.

Mpouecc LeHIYPHPOBAHMA MOKET TAKKE BKNKDHATE B cabA yaanexne meTagaHHbix OoKyMEeHTa nnK yoane-
HWE ONPEOenEHHOR HMNOPTHDOBAHHON (BCTARMEHHOA) B AOKYMEHT MHMODPMALWH (HANDUMED, Haobpawena).

WMHorga xapakTep HOOPMAaLMH, YOAMEHHOA M3 2NEKTPOHHOND QOKYMEHTA B NPOLECCE LEHIYPUPOBAHNA,
MOMHO CNPESendTs Mo KOHTERcTY. Hanpumep, paisMep SneMeHTa, 3aMeHAKWens BeIMapaHHeii parseHT,
MOMET YEAIRBATE HA 8ro OMMHY, YTO NO3IBONAET QenaTk NPeanofoKeHMa O CAMOR yOaNeHHoN WHDOpMaLLKMI.
B HacToAwWeEM CTaHaApTe BECOATCA OBA YPORHA UEHIYPWROBAHKA:

- GasoRoe YeHayprposanke Gea Y4eTa KoHTEKCTA;

- YCHMEHHGE LEHIYDUDOBAHKE, KOTAA KOHTEKET NPUHMMAETCA BO BHMMAHWE,

MeTodsl LEHIYPUPOBAHKA MOMYT MCNONLA0BATECA ONA 00EINUMHUBAHWA HHDODMALMK B JOKYMEHTE, Ha-
NPUMED, NYTEM YOANSHWA M3 TEKCTA CNPeeneHHBx HMEeH i DaMunui. TaKe MORET WCNoNB30BATECA YAANe-
HHE M3 TEKCTA YACEN M HOMEDOB M MX 3AMEHA CHMBONAMM-3aMECTUTENAMN Bpone «X XX,
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HAUMOHANBHBIA CTAHOAPT POCCUMNCKOW GOENEPALMM

MupopMmauMoHHEIe TEXHONOIHK
METOObI OBECNEYEHWA BE3ONACHOCTH
TpeboBaHHA U METOALI ANEKTPOHHOM LUEHIYPHPOBAHKWA

Information technologies. Secunty techriques. Specification for digital redaction

Oata eeegeHddAa — 2017—07—01

1 OBnacTe NpUMEHEHWA

HacToAWwWiA cTaKgapT yeTaHaenneaeT TpeGosasnA K METoO0am, MCNoNeIyeMel ONA BeNONHEHUA anex-
TROHHOTD LEH3YPHPOBAHWA ANEKTPOHHBIX GOKYMEHTOR. HACTOAWMIA CTAHOADT TaKHKE yeTaHaenueaeT Tpeboaa-
HWA K NDOTPAMMHEIM MHCTRYMEHTAM ONA LEHIYDHPOEEHWA 1M K METOOaM TeCTMPOEIHWA, NOIBONAKLLM yEe-
LWTLCA B TOM, UTO ANEKTROHHOE L2HIYDHPOEAHWE GRN0 DRINOMNHEHO HAONewawam obpasom.

E HACTOALLEM CTAHOADTE HE PACCMATLUBAETCA LUEHAYDUpOBaHHE MHhopMaL il B Gaaax JaHHLIX.

2 TepMUHbI U ONpeaeneHun

B HacToALeM CTAHOAPTE NPUMEHEHE CNBOYIOLLME TEPMKHE! C COOTRETCTEYKLMWMM ONPEOenieHNAMA.

2.1 oGeanvunBanme (ancnymization): MNpouece, NCCPeIcTAoM KOTOPOND NepCoHanHue JaHHble Heob-
PATHMO MAMEHAKTCA TaKMM 0GPa30M, 4T CyBLEerT NepCoHaNbHBIX NaHHBE VHE HE MOKMET GhTE NPAMO MK
KOCREHHD MOSHTMOWYKMPOBAH CNEPATORoM NEPCOHANEHBLIX OaHHEX, JEACTEYIOWMM KaK B OOWHOYRY, TAK 1 8
coTpyOHWYecTee ¢ MoBol opyrol cToponoi!l,

[MCO M3K 28100:2011, onpepnenanue 2. 2.

2.2 poxkymedTt (document): JadmkcHpoBadHad MHOODMALKMA, KoTopaA moweT obpafareBarecA Kax
EOWUHOE BN,

Mpume4adwes — JoKyMBEHTE MOMYT COSBMEATE TEKCT, MAODPAKEHNRA, BUOBO- W SYOWOKOHTEHT, METEOEHHBIE ¢
MHONA BISMMOCBRIAHHLIR KOHTEHT.

2.3 nepcoHankHLE gaHHee; NO4 (perscnally identifiable information, PIl): MoGas nedopMauya, kKoTopan:

a) MEMeT DbiTh MCNOMNBIOBEANA ANA WAEHTWQHEALHK Toro cyeeiTa NepcoHanbHBE JaHHEXE, K KOTODOMY
OH3 OTHOCKTCR, NWbo )

b) KOTOPYIO BOIMONHO NPAMC MNK KOCBEHHO CBAIATE C CyGLEKTOM NEPCOHANEHEL BaHHbIX,

NMpumedaduwa — MNP OUBHKE BOIMOKHOCTH MSEHTHgIMKALHK Cy DaKkTa NepooHanbHEIX OaHHBIx Heobxoguma

NPHHATE B0 BHAMAHAE BES PAAYMHEIE MEPL], ROTOPLIE MOMYT GEITE NPEANPUHATE! JAUHTERECOBEHHEIM MULOM — BNa0SN:-
UM OSHHEE MW mobold ApyroR CTOPpoHOA AR MOeHTHGMEESLMK COOTBETCTRYRILEBND (MMIMHECHOND MMUA.

[MCO M3K 28100:2011, onpenenedwe 2 9]

2.4 yenaypuposanue (redaction): HeoBpatumoe yoanesise MHgopMagiy U3 JOKYMEHTA.

2.5 akcnepT (reviewer): Nuyo (Nuua), NPORSAALME AKCNHSENTHAY OGKYMEHTA HA NPEAMET BRIMONHEHNA
TpeboBaHHA K LIEHIYDHDOBAHKKD.

MpumeYaHWe — IKCHEPTHIY KOHKPETHOM JOKYMEHTE MOTYT NPOBOOWTE HECKONEKD CNELMANMCTOR.

' G, Tamse onpapenaHss 0BeINMYMBAHWA NEPCOHANEHEN ABHHLN B DEOEPANEHOM 38Kk0HE oT 2T wons 2006
Ng 152-33 « D nepcoHanbHL AaHHBXS, MYHET B, cTatsA 3.

2l Cwm. TEKME ONPEQENEHMHE NEPCOHAMLHEN SaHHEX B DENSpansHOM 3akoHe of 27 wons 2006 « Ne 152-03 «0
NEPCOHANLHLX AaHHLIXE, MyHKT 1, cTatsA 3.1

Wagauuwe otMumansHoe
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3 Obo3HAYEHWA W COKPALLEHMA

B HacToAWeEM CTAHAARTE NPMMEHEHE! CNE0YMLWMWME COKPALLEHNA:

MAOH — NepcoHanbHBE GaHHLIE,

PDF (Portable Document Format) — oTEDRITRIE NRATHOpMEHHO-HEIABRCHMEIR DOpMAET ONA onNUCaHKA
OOKYMEHTOR, COIOAHHEBIR KoMNaMMen Adobe W cTangapTHakpoBaHHe@ MCO;

OCR (Optical Character Recognition) — onTHYeckoe pacno3HasaHne CUMBONoR,

XML (Extensible Markup Language) — pacliMpieiiblit A3 Da3sMeT Kd.

4 OBiMe NPUHLMNBLI 3NEKTPOHHOTO LIEH3YPUPOBaHWA

4.1 BeagaHHe

LleHaypupoBaHHe NpMMEHRETCA ANR HeoGpaTWMOre yOaneHWA onpeqeneHHon WHGopMauvK 1l go-
KYMEHT [KOMWK aokyMedTa). LleHaypuposaswe cneiyeT Wonone3oBaTe B Tex CHyYanx, Korga, Hanpumep,
OAHO-0Ba OTAENBHBX CNOBa, OTOANEHOS NpennoweHHe Mnu abaay, waobpameHde, WMA, anpec WWNKW nog-
MHACE HY#HO YOAMKTE W3 JOKYMEHTE NEpen ern DacspsITHEM MWLM, He ABTOPUI0BAHHLIM BULETE YOANASMYID
MHOpMaLHED.

Mpouece ANSKTROHHOND LEHAYDHPOBAHWA NPEOYCMaTPUBAET HE NDOCTO YOANEHWE HHEOPMALIMKA, HO M
ofoadadente, e aTo HeodxoauMo, Tor, YTo onpefeneqHan wHmopMmauxs bena yoanesa, © TeM 4rTobhl
NONLICEATENL AHAT O TOM, 4T0 JOKYMEHT NPOLWEN LUEHIYPY. Hanpumep, ANA COXpaHeHnA NDMCYLLISH WCXOOHD-
MY AOKYMEHTY CEMaHTHEN MOMET BiiTe HYHHO IHATE O TOM, 4TO HEKOTOPGLIE CROBA MW afaalysl SNy yoaneHs.

4.2 OBeanvYnBaHHE

Oamol M3 Lenei LeHIyDHPOBAHWA MOXEeT OkiTe YOANEHWE NEPCOHANLHLE OaHHED (TTOH) W3 goKyes-
Ta (obeanvyreanue ). Ecnyd Takana uens NOCTABNEHA, NPOUSCCH UBHIYDUPOBAHWA HeoBXOOUMO OpradM30BaTE
Takum 0GpasomM, YTobE! 0GECNEYMTE AAWWTY CREOEHIWA, HOEHTHDHMLMDYIOLMY TS PUAMYScKDs ML, YsM Nep-
COHANBHEIE NaHHBE YOANAINTCA.

Hanpumep, BOIMONHA CHTYALMKA, KOTOA, HECMOTPA Ha YOANEHWE K3 QOKYMEHTA haMHNiKg U HMEHK Heno-
BEKA, MWYHOCTE ITOMD YENOBEKA MOKET GblTe YCTAHOBMEHA HA OCHOBE oCTaBWwENcA nHdopMmauM. B cnysanx,
korga TpebyeTca obeanwuMEaHMe, OOMNKHa BelTe yOaneHa acA WHHODMALKMA, KOTOPaA MOMET DeiTe WCHONE-
A0BAHA ANA WOEHTUMKALMK NHYHOCTH, BLNMOYEA TAICKE BCIO MHMODMALMIO, KOTODAR MOXET GbiTh MCNONB30-
BaHa ONA HOEHTHDWEALWA NWYHOCTH B COYETAHMM C MHOA MithopMalmel (BOIMOMHO, NOMNYSAEMoN K3 Opyrax
WCTOUHMIKOR).

5 TpeBoBaHWA

5.1 OBwWme nonoXeHWA

Opranuzaumam cnegyeT oOECNe4MTE BOIMOMHOCTE BRARNATE QOKYMEHTE, HYHQAOWNECA B LeHIypPHpo-
BAHWK, NEPE] WX PACKPETAEM ONA ORYTHX NOOPA3Nene Wi CPradiraaniig MNv OnNA MWHeix NWL (Hanp9sep, ana
WAPOKDRA 0GB CTBEHHOCTH).

LleHaypupoBaHie QOmKHO BuINONHATECH WKW KOHTPONMPOBATECA JHCTIEDTAMK, KOTODBIE XOpOLLO OpHEH-
THPYIOTCA B AOKYMEHTEX ¥ MOMYT ONPefenyTs, Kakan MepopMauma gomyHa Geme yganesa. Ecnv akcnepThsl,
BEIABNAKLLWAE NOANEHALWYIO YOANEHWD MHDOPMALMIG, HE BEINCIHAKT UEHIYPHUPOBIHWE CAMOCTORTENEHO, TO
WX MHCTPYKL MM O0M#HE BeiTh YETHMMH W KOHEDETHEIMK, Hanpumep, «B Mmemopangyme oT ..., abaay Homep ...,
CTPOKA, HAYMHAKULAACA © ... W 3AKAHYWBAKLAACA ... 0 W T.0.

LleHaypupoBadie omsHo GeiTh BRINONHEHD HA KOMWAX SNEKTROHHOMD AoKyMeHTa. Npouect LeHaypu-
POBAHMA JOMKEH 3AREDIUNTECA COANAHMEM HOBOMD ANEXTROHHOD JOKYMENTA, W3 KOTOPROMD NOMHOCTED 1 HE-
0BpaTHMO YOANEHA BCA NOONERALLEA BEMAPBBAHKKG HHDOPMALKWA. YNPaBNeHWE 3THM HOBbIM ANEKTPOHHEIM
ACKYMEHTOM W OKOHYATENBHOE PELUEHKE Bro CyObER [YHUYTOMEHKE NKWG0 Nepeaaqa Ha ApKHBHOE XpaHaHHe)
ACM#HEl OCYIWECTENATECA TAKMM XE 0Bpa30M, YTO W ONA MCXOOHOM DOKYMEHTA.

Mpu onpegensHrE Noonesawei YIansHuD W3 OOKYMEHTA NEPEd ero packpeTHem WHGopMaLUK He
cneayeT oTHHpaTe Ha YOaneHWe Lenkie NpEqnokeHHA WM abaausl, 8Cni B HKX HA caMomM Ogne HeobzoauMo
BBIMAPaTE NG GOHO=0B3 CNO8A, = 8CMW TONBKD PACKDEITHE OCTANBHON YACTIA NPELNOMEHWA MK adiana He
CO3NAET BOIMOKHOCTH AMA MASHTHOHEALUWK YaaneHHoW MHEOEMAaLKN N KOHTEKCTY.

2
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HMudopMayno 0 Coa0aHMK LEHIYPHPOBRAHHOH BEPCHH ANeKTPOHHOMD JOKYMEHTa cneayer, roe B atomM
BCTh HEOBXOAHMMOCTE, CEA3ATE © WCXOAHEIM 3NEKTROHHEM OoKyMmeHTom. [na oboisadenus dakTa npoeege-
HUA LEHAYDHPOBRAHHA yoanaesman vHhopMadns MoseT OuTe JameqeHa npeonosersen, coobwaowmm ofb
YOANEHWK HEKDER MHDopMaLkn.

B xone ueHaypuposaHyMA ANekTRoHHoM AosyMeHTa HeoBxoduMo NPoBECTY IKCTIEDTHIY BOEX COO8pMa-
WHXCA B HEM METASAHHLIX HA NPEGMET NOONA0aHKUA KX NOO KPUTEPHM LUEHIYPUOOBAHKMA M BeINGNHKTE COOT:
BETCTRYIOLWME O2ACTEKMA NO YIANSHKIO WHIODRMALHMK.

MpH LEHZYPUPOBIHWK ANBKTROHHOMD ACKYMEHTA, COOEpHALLEro HaoBpameHna, BROEC- WMNK ay0KoKOH-
TEHT, HEoOX0aMMO NCNONB30BATE METOOE LEHIYDHPOBANWA, 0DECHEYMBAINWWE YOANEHWE COOTRBETCTREYIOWER
MHDopMaLL K.

5.2 MpUHLKNLI LEHIYPUPOBAHWA

LieHaypvpoBaHa aNekTPOHHBIX QOKYMEHTOE QOMKHO OCYLLECTENATECA B COOTBETCTEMM CO CNEemyoLM-
M NP AHLIMMAMMA:

= CoxXpaHeHne MCXOOHOM INeKTPORHOND JOKYMEHTA,

CpPUIHAN MO MAcTep-KONWA ANeKTROHHOTS JOKYMEHTa HE A0MHHEl NOGBSpraTecA LeHIYPUpOBaHKID.
LleHaypupoBamHue BRINONHASTCA HA KOMWM ANEETROHHOMD OOKyMEHTa. MCXoOHBe 3NeKTROHHBE OOKYMEHTE
SONAHE! GhITh COXPAMEHSE, W AOCTYN K HHM JOMKHL MMETE TONBKS ABTOPWIOBAHHBIE NMUA.

- Monkoe yoaneHdyws NooNeRawed LeHIyprpoBaHID MHOORMaLMA,

B npouecce LeaHIypHPOBAHWA COOTRETCTRYIOWAA WHPOPMALWMA QoNXHA BeiTe HeoBpaTuMo yaaneHa 1a
OTUEHIYPUPOBAHHON BERCHW QokymedTa. MudropMauma QonsHa OblTe NONHOCTRG YOANSHa W3 ANeKTROHHOMD
DOKYMEHTA, & HE NPOCTO COenaHa HeoToBpamasmoi.

= MicnonsaoeaqWe METOA0R EHIYDHUDOBAHKA, NDORBDEHHEX C TOUKKM 3peHra BeaonacHocTK.

LeHaypHpoBaHke Boerga OOMMHO OCYWWECTBNATECA © WCNONLICBaHHEM oO00peHHEIX OprasMIaumeR
METOAOE.

= VicnioneaoaaHye KOHTRONMpYEMOR ek

BNEKTPOHHOE LEHIYDHPOBAHNE OOMKHO OCYLWECTENASTCA B cpege, ofecneqneailen AocTyn nuwe ob-
YHEHHOMY W ABTOPHI0EAHHOMY HA BEINONHEHWE LEHIYPUPOBAHWA NepCoHany.

= MpoMeXyToOMHEIE CTAOMIA

Bce pepcvi QOKYMEHTA Ha NPOMEXYTOMHEX CTAOWAK NPOUECCE UeHIYPUPOBAHWA A0MsHbl BT yaane-
Hiet. CRegyeT coXpaHiTb NHWE WCKOOHLIA INEKTPOHHBIA OoKYMEHT | 8ro HagNesawum ofpaon oTUeHIYDK-
pOBAHHYIO BEPCHe. B cny4anx, Korda KOHKDETHLIA INEKTDOHHER DOKYMEHT qonMes OwiTe OTUEHIYDHPOBaH
PasNHYHBIMK CNOCOGAMI (HANPUMED, ONA DAIHOR LENeBod ayauToRKK), MOMET OK33aTeCA LEnacosbpasHbim
BPEMEHHO COXPAHATE COCTOAMMA OOKYMEHTA HA NPOMERYTOHHEBIX ATANAX TO TEX NOp, NoKa He DyayT aapepuie-
Hbl BCE NPOUYECEH LEHIYPHPOBAHMA,

Ecny WmeaTcA BONBLOE YACND 3NEKTPOHHEY NOKYMEHTOR, OANA KOTOPBIX NO pAOY MPUYAH BOIMONHO
COA0AHWE HECKOMNBKD PAINHYHELX LEHIYPUDOBAHHBEY BEDCHA, W 8CNK C TEYEHWEM BPEMEHK HEKOTODbIE W3 NPH-
YMH ONA COINAHMA YeHIYPHUDODAHHEE BepCHi OTNaRakT, TO MOKeT NoTpeGoBaTeCA COANAHWE W COXPAHEHE
BO BPEMEHW MPOMERYTOMHON KONKK, YEAILIBAOWENR NOONEHAWHE YOANEHWD TEKCT WK 00LEKTEl 1 NPHUYMHE
ONA MX yoanesuA. PasTHHeckoe ynaneHne nHGopManmMH 8 3ToM CNyYae OCyLUBCTEMASTCA NPHM CO3OaHKK Liek-
WYPMPOBAHHOW BEpCcHK. Takol NoaxXca SAeT JKCNepTaM BOIMOMHOCTE NPOBECTH NOBTORHYIO SKCNepTWay npo-
MENYTOMHOR KONMA NOANEXALLESTD UEHIYPUPOEAHKIO OKYMEHTA M OTMEHHTE TE BLIMAPLIBAHKA, NPWEMHE N8
KOTOPEIX NOTEPATA HEAKTYANLHOCTE, HE 3aTPa4WBAA NDH 3TOM YCUNHEA HA NOBTORHYH JKCNERTHIY A0KYMEHTOR
B OTHOLWEHWW COXPAHWBLLMWY CINY NDWYKH ONA LeH3YPUPOBaHAA.

6 MNpouecckl WeH3IYpUPOBaHUA
6.1 BeepeHue

LeHayppoBanne aNekTPoOHHEDY JOKYMEHTOR ABMAETCA OTHOCHTENEHO HOBOH oDNAcTRC B NpakTHKe
YNOAENEHWA WHDopMaLWel W QOKYMEeHTAMW, C KEOTODOR CEAXAHL cneyuduieckre NpoGnemel M NOTEHLWANL-
HIBIE PECKA.

LleHayppoBaHne MOoKeT GeiTe OCYLWECTRMEHD ¢ MCNONLI0OBAHWEM PAGA METOO0E M NPUEMOR:

= HCNONL30BAHKE BYMaMHEIX NPOMEXYTOHHLX JOKYMEHTOS,

= MCNONBICBAHKE B KAYECTES NPOMEKYTOYHBEE JOKYMEHTOR INSKTROHHLIX rpadvyeckny obpasos;

- NPOCTOR LEHAYPUPOBaHWE C HCNONBIOBAHWEM (halnos B NPOCTOM TEKCTOROM dropMaTe;

- COWHOE LEHIYPUPOBAHWE C MCNONEAORAHKEM DENN0B B WX MEXOOHBEX «CNOMHBIX hopMmarax.

Huse paccsoTpetbl TEXHHYECKWE ACNEKThl LEHIYDHPOBAHWA ANEKTPOHHBIX ACKYMEHTOE.
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6.2 Mcnonb3oBaHne BYMaKHBLIX NPoOMEXYTOMHLIX OOKYMEHTOR

[nA ugHaypHpoBaHWA PacnedaTRBaARMbIX JNBKTPOHHER GOKYMEHTOR MOryT BeiTh NPWMEHEHBI METOOR ©
WNCNONS3I0BAHMEM DyMERHLIX NPOMENMYTOMHEIX AOKyMEHTOR. B pamkax gaHHom noaxoaa MoryT OsiTe KCnonk-
a0BaAHL QB3 METaOA:

- ANEKTPOHHEIA OOKYMEHT pacnedaTsBEaeTcA Ha Gysane, 3atem HHQOpPMAaLHMA YyIanAeTcs M3 Gy ManHol
KOTTHM.

B aToM cnydas MCnonbayemele ONA LeHIYpUPOBaHKMA NpoueccioGopyloBaHue OonmHe ofecna4ueaT
HEBOIMOKHOCTE BOCCTAHORNEHHA BRIMAPaHHOH WHbopmaun. NMpHMEHEHNE YeDHBE MADKEDOB MOKET OKa-
3ATLCA HEOOCTATOMHEIM ONA BRINGTHEHAA 3TH TPESoRaHKA. HTob s 00eCnEdHTE HEBOIMOMHOCTE MIANEYEHHA
yOAneHHoA vHthopMaUMd, cnegyeT coenaTts GoToKONWIo OTUEHIYPHPOBAHHOID GyMamHore OOKYMEHTE, HO-
TOPAA OO0MMHA JATeM HCNONBEIOBATECA B KAYECTES CHOHYATENEHON OTLEHIYDHPOBAHHOR BEPCHH O0KYMBHTA.

- MHdopMaumMa yoanAeTcA M3 ANEKTPOHHOM KONWA MCXOOHOMD 3NSKTPOHHOMD OOKYMEHTS, KOTORAaR 3aTemM
pacne4aTeaaTeA Ha Dymara.

Ecnu UeH3ypHMpOBSHHAA BERCHA SonsHa BelTe NPEACTABNEHA B ANEKTROHHOM BAOE, 88 MORHD COINATE
NyTeM CKAHWDOBAHWA OTUBHIYDUPOBAHHOR ByMamHof KonWKM B aiin cooTBaTCTEVIOWarD dopmaTa, obecna-
YWBAA NPH ITOM, 4ToDE YOANeHHan MHoDMauMa He GbiNa BOCNPOMIBEOEHA B ANEXTPOHHOM JOKYMEHTE.

6.3 Mcnonb3oBaHne B KAYECTEE NPOMEKYTOYHLIX JOKYMEHTOR ANEKTRPOHHLIX rpadiMYeckx
obpazoR

SNEBKTPOHHBIE JOKYMEHTEI MOrYT OeITe NpeobpasoRaHel B ANEKTPOHHBE rEafruieckue obpaakl © MCMHoNke-
I0BAHHEN APARBEPOE MPYHTERAE MNKM JDYIHMK aHanoridsslx metoaoe. Nognexawan yaaneH3io MHiopsau«Ma
B ANEKTPOHHBIX rpadiiecky obpasax (3To MOMET GhiTh TEKCT UMMM YacTH MAoBpaxeHna) 0omeHa BeiTe 3a-
reHEHa oBnacTAMK Tol e NNOTHOCTH, 4T0 1M (hoH, © Tes YToDkl yaaneasHan HHRopMALIKA YHe HE Morma GeTe
nagne4eHa.

6.4 MNpocToe INEKTPOHHOE LE@HIYPHPOBAHHE

6.4.1 OBwMe NONOMEHHA

MpocTedlwMM ANA UEHIYPUDOBAHWA THMNOM ANEKTPOHHBIX OOKYMEHTOR ABNAGTCA NPOCTOR TEKCTOBOW
daitn, B koTopom CalTel 0AHOIHAYMO COOTRETCTEYIOT oTobDpakaemMeiM cuMBanam. BonegoTere Takoro cooT-
BETCTREMA LEHIYPUDOBAHKE MHEOPMALWM, XPAHAWEACH B 2TOM hopMaTe, CEOMTCA K yaaneHwn oTobpaxas-
MOH MHEOpPMaL KUK W NOCHe coxXpasedds obpadoTanHoro oaina yaaneHHan MHEOPMaLMA YiEE HEe MOMET GeTe
BOCCTAHORMEHA.

6.4.2 KogWpoBEKa cCHMBONOR

HeolxonuMo NPUHAMATE BO BHUMAHWE WCNONEIYEMYID B NPOCTOM TEKCTOBOM (Daine KOAMPOBKY CliM-
BONCE. PACIUMPEHHEIE MEXAHNIME KOOQWDOBAHKA, Takke, Kak Unicode, TpebyoT KCNoNE30BaHWA NOSXGIALLIME
TEKCTOBREX PEOSKTODOR, B NPOTUMEHOM CMYyYae NPpAMOS COOTBETCTEME Meway BalTamv W oTobpamasmbiMi
CHMBONAMK TEDAETCH,

6.5 CnoxHoe ANEKTRPOHHOE WEHIYPHPOBAHWE

6.5.1 OBwme NnonoxeHHA

JNEKTROHHOS LEHIYPUDOBAHME OOKYMEHTOS MOKMET GhiTh OCYLBCTRNEHT C HCNONLIDBAHWEN KX NEpBO-
Hasanesore dopmata. OHe MOMET BeINONHATECA NWE0 C NOMOWSKD MHCTRYMEHTOR YOANEHHA, WMEKLWWACA
B NpUMEHASMOM ANA co3naHuA ainoe gaHdHoro opMaTa NporpaMmHol 0DeCcneseHM, NMGo C NoOMOLWLIY
CNEUHANUAKPOBAHHOND NPorpasMMEore obecnedeHus ANA UeHIypHpoeakva. JadHsid Nogxon Aomees npu-
MEHATLCA C 0CoBoi OCTODCHHOCTEIO BERAY BOIMOMHOCTH TOMO, 4TO Y4aneHHan MHfopMaumra no-npemHesy
moeT OuiTe BOCCTAHOBNEHA, W TAKKE NOTEMUWANEHOTD PHUCKa COXPaHEHMA MHDOpMaLMK B CKPEITOM BHOE B
HeoToBpaKaeMEX ANEMEHTAX INEKTROHHOMND QOKYMEHTA.

MpK ANeKTPOHHOM LEHIYPHPOBaHK CNeOyeT NPOARNATE 0Cobyio OCTOPOMMOCTE NpK BeiBope diopmara
ONA COXpPaHeHWA OTLEHIYPHDOBaHHON KONk, YpeassyaiHo samHo, STofsl B OTLEHIYPUPOBAHHOR KOMMKH He
OCTANCCE HAKAKKX CNenos yaaneH o HdopMalmi. HekoTopesie SuHapHse OopMaTsl MOoryT NOLAEMMUBATE
OTMEHY BEMOAHEHHLE HIMEHEHWEA (BHECEHHBIX, HANDWUMED, C NOMOWLI MHCTRYMEHTOR BbIOSNEHHA W yaane-
HHA BhIMADLIBARMON MHEODMALNAK).

B pAge ciy4qass MoweT noTpeboBaTech NPeqcTasNaTe OTUSHIYDHPOBAHHBIR JOKYMEHT B chopMaTe We-
XOQMOND JOKYMEHTA, HTOGkl, HANDUMED, COXDAHWTE CNowMoe dopMaTipoBanmwe. B Tawx cnyyasx cnegyet
WCMNONLE3I0BATE KOHBEPCHID GOKYMEHTA B 4pYToi (MOpMaT, C NoCNenyweln oSpar oA KoHBEPCHER B MCXOOHEIR
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ropmMar, ¢ Tem, 4Tobbl BECk NPOUECE B WanoM 0becneyun yoanaH4e BCas CNeNos BEMapaHHoR nHpopMaunmn.
YaaneHwe nHgopMaLMKM MOMET NPOBRSOUTECA MDD 0o npeobpasoBaHKA, NWE0 B NPOMEXYTOYHOM hopsaTe.
Takoi nonxon TpedyeT OeTankHOre NOHKMAHWA COOTRETCTRY LMK (hODMATOB W NPOUSCCOR KOHBEDCHM, A TakK-
WE MEXAHKMIMOE, MOCHEOCTROM KOTOPEX HHODMALMA NepEAARTCA B X008 KOHBERCHK (DOpMAaTOR.

B cny4ase HanW4Ma MHCTPYMEHTOR ONA yoaneHua B obpabaTHESemMom AOKYMEHTE BRIASMEHHOW ONA Bhl-
MAPLIBAHWA WHEOPMALMM, WX CNEAYeT NPUMEHWTE G0 CO3AaHWA MOTOBOR OTUEHIYDUPORAHHON konuy. Cne-
OYeT kaberaTs MCNoNLIoCBaHWA TeX NPOrpamMMHLEE COEO0CTE, KOTOPRIE sNPAYYTr NOGNEHALYD BbiMADLIEAHKIO
MHbOpMALMIO BMECTD 28 YOaNSHWA.

6.5.2 [okyMEHTLI B CNOMHBIX DOPMATAX

BONBUMHCTED ANEKTPOHHBIX A0KYMEHTOR, CO3TARASMBIX C NOMOLLED COBPEMEHHOND ofWUCHOro npo=
rpaMmMHoere oBecnedaHa, XPaHATCA B NPONpUETApHBIX BUHApHEE OpMATAX WK B TEKCTOBLIX hopMaTax ¢
pacLlMpeHHBIMA BOAMOMHOCTAMA opMaTMpoBaHida (fich text formats). HA pacludpeHHble TEKCTOBRIE dop-
MaTkl, M4 GUHapHEe QOpMaTEl HE WMEIOT TOR NPAMOR KODPENALMK C OTODpaMAEMBIMIM CHMBOMNAMK, KOTORAA
XapaKTepHa ANA NPOCTRE TEKCTOBRXK Galnos, M MOMNYT COOEEMATE CYLSCTEEHHYKD MHEODMALWG, KOTOPaA He
oTobpaxaeTcA ONA NoNe30BATENA W HANWMYWE KOTORON, TAKMM obpajon, MOKET HE BkiTe OUEBUOHBIM.

SNEKTROHHBIE QOKYMEHTE HA OCHOBE CNoMHEIX QOPMATOR MOYT BKNKHATE MCTODKIO HAMEHEHWIA, Npo=
TOKOMEl BeINONHEHHLX ONepauyia (audit frails) v BCTpOEHHEE METADAHHEIE. HYACTE ITOR QONCNHATENEHOR WH-
ROpPMaLMK MOKET NOCTYHUTE CPEACTROM ONA BOCCTAHOBMNEHWA YOANSHHON MHBDOPMAaLKMK NWGo ONA KWHOM
ofxona NPOUBCCOR NPOCTOND LUEHIYPHPOBRaHKMA. Kpome Tor, NoTEHUMANLHMO ONA BRIRENEHMA YOANEHHON M-
dropMaLmMi MoryT BeTe MCNONB30BAHE! KPUNTOMREHUYECKE M CEMAHTHYECKWE METOOL SHANWAA,

Ecnv $hopMmaTsl ¢ PACUMPEHHBIMK BOSMOMHOCTAMK ODMATHEOBIHWA ABNAIOTCA NPEAMETOM MEKIY-
HAPOOHONA CTAHOARTHAALKK, TO DMHapHee DOopMaTel, K3K NPpaanno, ARNAKTCA cobcTEeHHOCTRIO paspaboTap-
WEere My NOCTABWKKS NporpammHors obecnedernA. MexaHnamsl xpaHeHna mHdopmaumK B aTux dopmarax
YACTO MAMD WIYUEHE.

6.5.3 HeTexcTroBsan wHdopMayMa

ECne QORYMEHTEE BKNHAHNT BCTPOSHHEIR HETEKCTOROR KOHTEHT, TAK0R KaKk naobpaweHua, ayguo- Wknu
BHOBCKOHTEHT, TO MOMET NOHAgOGHTECA NPOTPaMMHOE 0BECNeYaHMe 1NA UEHIYPUPOBAHKA, CNocoBHo: Heob-
paTHMEIM ODRA30M YOANKTE BCTROEHHYID MHOopManme. Ecnik TpebyeTca yaanuTe ToNBKD YacTk BCTPOSHHOM
offbenta, 70 ofLenT Qonwed ObiTk WIENEYeH, OTPEAAKTHMPROBAH C WCNONLI0BAHWENM COOTBETCTEYIOWErD Npa-
rpamMmMHere 0BECNEYeHUA 1 BHOBL BIOHKEH B LEHIYPUPYEMBIA OOKYMEHT.

ECny OoKyMEHTeI NpeOcTARMNeHs B rpaduueckomM, ayauo- wiinu exngeodopmMare, To ANA Torg, 4Tobe
oBECHeYrT b HEBOIMOHHOCTE BOCCTAHORNEHWA YOANSHHDR MHEODMALMH, MOHET NOHAZ0EMTBCA CNeLWanEHoe
nporpammHos obacnedeHne Ona UeH3YPUDOBaHWA, cnocobHoe NPOYMTATE W MOgWEMUWpOBAaTE dain.

6.6 KoHTEKCTHAA WHPOPMALIKA

6.6.1 BeegoHWe

Mo npoweafuemy BeHIYPUPOBaHWE OOKYMEHTY MOMET OKAIATECA BOAMOEHLIM ONPEOEnnTe (MNK yra-
0aTk) NEPROHAYANBHOE COAEPHEAHKWE OTABNBHEX YOANEHHBIX 3NeMeHTos WepopMauumn. Ecnn, Hanpumep,
GeiNe yOanNeHs HAIEAHWE MECRLA, @ NO UEHIYPUPOBAHHON BEPCHMK MORHO NPEaNoio#MTE, 4TC 370 Buino cno-
BO W3 Tpex ByKR, TO BRONHE BEQOATHO, Y4TO YOANEHD GRING CNOBO dMais.

B HEKOTOpBIX CMTYYAAX MANOBEDOATHO, YTO N0 KOHTEKCTHON MHOPMALKK YOACTCA NOHATE COOBPKaHWE
yaaneHHoR MHgiopmauvn. B Tasmx cnydanx cneqyet nononsaoears Baiosoe LeHsypUpoBaHne.

Ecne we KoMTEXCTHAA uhpopmauus c BonslUuol BEpOATHOCTEIY CnocobHa gaTe COMAacoBaAHHLIE MNOg-
CEIIH O NPUPOOE M CMBICNE YOANEHHOH WHDODMALKMK, TO HEODX0OWMO MCNONEI0RATE YCUNEHHOE LIBHIYDH-
poBaHWE,

6.6.2 Bazopoe LeHIypUpoBaHAe

PeaynsTatom Gaioeon UeHIYDUPOBAHWA JONMHO CTaTs HEOBPaTUMOE YOANEHWE COOTBETCTRYIILLIEN WH-
topmauwk. MecTta, rig pacnonaranace yoanesHan MHEopMaLKA, MoryT BeiTh oTMEYeHE oG cnocobow,
HANDHUMED, NYTEM 3aMEHB! YOANASMOR HHDODMALMA, KOIDA KakOsIA yOanAemMblil CUMBON 23MEHABTCA Ha «aa-
MAIAHHBAE YEDHBIM LBETOM.

6.6.3 YeHneHHOS UWEHIYPHPOBAHWE

PeaynkTaTom YCHNEHHOM USHIYPUDOBAHWMA OOMEHO CTaTh HeobpaTuMoe yoaneHwe coOTBETCTEYHWER
HHDODMALWMA BMECTE C TOH KOHTEKCTHON MHDODMALMER, KOTODAA MOMET OkiTe MCNONBI0BAHA ONA WOSHTH=
PrKkaLKMKA YIaneHHon HHMOopMauMK. BoA yoaneqHan B KOHKPETHOM JOKYMEHTE HHOOpMaUMA NoMmEHO BT
eguHoobpaive oTMedeHa (NpoMmapMpoBaKal. AnkuHa v apyrue artpufyTel MADKMPOBKA MECT YOAMEHHA WH-
FopMaLMK OMEHEl B KOHKPETHOM QORYMEHTE MCNoNBEI0BATECA COMacoBaHHO.
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7 DokyMeHTHUpOBaHWe OeATENEHOCTH NO LEH3YPUPOBAHWID

Oyl ecTEBNANLLME LEHAYDHUPOBAHME OPTaHHIALMK OOMKHE QOKYMEHTHDOBATE BCE CMYYAM LEeHIYPHpOo-
BaHWA, 0CODEHHD TOMDA, KOrga OCHOBAHWMA ANA NPOBEOEHHA LEHIYPHPDEIHWA MOryT BuiTe ocnopeHs. Takan
OOKYMEHTAL KA A0MKHA BRNICYaTE MWDo KomWio OTUEeHIYPUPOBAHHOA BepCn AokyMenTa, nubo onucanke coe-
NAHHBIX NPaB0K.

MoeT noHagobHTECA BOAMOKHOCTE YE33LIEATE MPUHYMHY (NDWHHHE ) LUeHIYDUDOBEaHWMA NWEo B camoi
BeIMapaHHoi 00nacTy, NMGo B INeKTROHHOM LITaMNE pAA0K G HEN.

8 XapaKkTepWCTHKKM MPOrPaMMHBIX MHCTPYMEHTOE ANA LUEH3IYPUPOBaHUA

Mpk NpoBeneHd LEHAYPMPOBAHMA ANEKTPOHHBIX OOKYMEHTOR HeOBXOOMMO MCNONBI0BATE NPOrDaMa-
Hulg CREe0CcTES, dWHEUWOHUPYIOWWE B COOTBETCTEMH © TPEGOBAHWAMK HACTOALLEND MERIYHAPOAHOTD CTaH-
napTa. TAakWe WHCTPYMEHTE MOMYT ObiTe KaK YaCThi NPOTPAMMHOTG ODECNEYEHHA, WCNONLIYEMOre ONA Co3-
AAHHWA JOKYMEHTA, TAK W OTOENLHBIMA NDOrPaMMHBIMA HHCTRYMEHTAMM.

HMHCTRYMEHTE LBHIYPUPOBEHKA JOMKHEL (YHELMOHWDOBATE TaKke ofpaiom, yTofisl NoNbIoBaTENL CHAa-
yana oTMETMI COOTRETCTRYIOW IO CONacTe INSKTROHHOM AOKYMEHTA, 8 3aTeM NPMMEHMN hyHELMIO YOaneH1A
MHopMaLHK. HenaTansHo Hanu4ue QyHKLMOHANBHOR BOIMONHDCTH, NOABONAKLWLER BEOOWTE KOMMEHTaDHH
K KOHEDETHLIM OSNACTAM BRIMADAHHOA MHDOPMaLNA.

MHCTRYMEHTE LEHIYDHDOBAHWA ACMHHE HEOODATHMO YAANATE OTMEYEHHBIR TEKET W3 ANEKTROHHOND 00-
KYMEHTA. HaaonycTUMo HanKuuMe KakoR-nubo yHELMK ONA «OTMEHBI/OTEATas ONepaumu No yoanaHWumw oT=-
MEYEHHOR HHopMauMKd. MHdopmauus AomeHa OpTe YOANeHa W3 ANeKTPOHHOMD OOKYMEHRTE TAKMM 0Bpaz0om,
YToBLl 88 HEBCIMOMHO BeUNG BOCCTAHOBMTE C NOMOWBKD KAKHX-NWE0 NPOrpaMMHBR COSOCTE, B TOM 4YKCNE
AMATHOCTAYECKOND NPOrpamMMHore 0BaCNEYsHnA 1 APYTHY WHCTDYMEHTOR ANA NPOBEOEHWA JMEKTPOHHOR Cy-
OeBHO-KPUMAHANNCT AYSCKOR IKCNEDTHIR.

Ecnn nognexawan yoaneHns HHpopMagHa XpaHnTcA B daine B HecKonkeKWE BApPHANTaX [HaNpHMED,
B BWAE TEKCTa ¥ B BHAE rpatuseckoro obpasa), 7o HeoBXoOWUMo YOANKWTE BCE BAPUAHTE TAKOA WHQOpMaLWM.

ECNWA MHETRYMEHTEI LIEHIY DUPOBAHWA MMEIOT YHEUWOHANEHBIE BOIMOIMHOCTH ANA YACTUYHOM WM Non-
HOTO YOANEHHWA BCTPOEHHEBX HI00paeHrN, oHK 0BA3aHel 0DECNEYHBEATE HEoBpaTHMoR yoanexswe naobpawe-
HHR WK KX 43cTel WANK MHOA BCTPOEHHON MHdopsaLmMi.

MHCTPYMEHTE LBHIYDHUPOBAHWA HE OOMMHE KakMm-nubo obpasos BNMATE HA TEKCT WM BCTROEHHBIA
KOHTEHT, HE OTMEYEHHBIR KaK NOONENALMA YOANEHHI0.

MHCTPYMEHTE LIBH3YPHDOBAHWA J0MMHL BbMs cnocob sl YIanATe BCE MK BuDpaHHbe MeTafaHHbIe
ACKYMEHTa, HHDOPMaUMIo O CBOACTEAX AOKYMEHTA (BKNHN4aA HEOpMaUKK O TOM, KTS M KOMaa ocylecTenAn
LEHIYPHPOBAHWE) W OPYIYED «BTOPWUHYR » MHORMALMID.

B cny4yas MCNoNbIoBaHua OTOENsHOND NPOMPaMMEOND WHCTRYMEHTA ONA UEHIYDUDOBAHKA, JNEKTROH-
HBlA OOKYMEHT N0 32BEPLWEHMW LEHAYPHPOBAHMA OOMMEH COXpaqATeCA B dainoeom GopMare NoxXoaHors
AOKYMBHTA.

Ecnu MHETPYMEHTE LEHIYDUPOBIHWA NOLOEDHWBaKNT Maccoays obpaboTky OOKYMEHTOR, TO LEeHIYDW-
pOBAHKE KAMAOTD OTASNLHOMD A0KYMEHTA DOMAHO OCYIUECTENATLECA B COOTEETCTEMW C TPEB0BAHMAMM HACTO-
AWEND MEXIYHAPOOHOrD CTaHgapTa.

B cnyyasx, korga TpebyeTc YoUNeHHOR LEHAYPUPOBaAHKWE, TEKCT A0KYMEHTA AomseeH BolTe napadopma-
THpCEaH (reflowed), NpW 3TOM BCE NEPBOHAYANBHEE MECTA PACNONCHEHHA YOANSHHOD TEKCTA N0MMHLl BRiTe
BAHHO0GDA3HO OTMEYEHE (NpoMapKUpoBaHE!). Takas MapKMPOBKA MOKET GbiTh MCNONLICBAHA ANA YOaNEHHA
TAKHMX «KOHTEKCTYaNbHLIX NOOpofHOCTEN, Kak ANWHA YOAaneHHSH TEKCTOROW MHOPMaL WM.

[na nogoepssy LEHIYPUROBAHKA MHOTOKPATHD BCTPEYAIOLLMXCA CNOB WKW hpas MenaTensHo HanH4Me
CBAZM MeXay QyHKLKOHANOM NOWCKA MNpOrpamMMHorg oDecnedeHMa W MHCTPYMEHTOM LEHIYPUPOBaHMA. Takoi
MEXaHMIM NO3B0NAET B X008 OOHOA ONepauW yaanuTk cpady BCE BCTPEYaKIUMEcH B TEKCTE ONpeqeneHHbLIE
cNoBEa WNM pase.

HanarensHo HAaNWYKE BOIMOKHOCTH MCNONEZ0EAHMA B ANEKTROHHOM OOKYMEHTE PAsnNUYHCh MapkupoR-
KW {OTMETOK) ONA OoB0IHaAYEHHA PAIMNMHHEIX TUINOE NoOQNEXaWed YyDaneHu WHhopMaukK. [InA 3Toro mMoryT
GhbiTh MCNONEI0BAHE PAINMHHEIR LUBETA NPW 3aMAILHEAHNA WK 3aMEHAKLKE CHMBONSE (HANPMMED, CTPOKA M2
CHMBONOE «X% ), PAANUYANWWECH PAIMEDOM WIKMNK WpndbTomM.

CeageHna o ueHaypuposanMu dhaiinos dopMata PDF NpUaedeHsl B NpAnosesdn A,
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9 TpeGoBaHWA K NPOBEPKe KaYECTEa LeHIYPUPOBAaHMWA

B naMHoM pazgens onMceBaeTCA pAG TECTOR, KOTODLIE MOMYT DiTe BRINONHEHE HAD NPOWEILLIMM LEH=
IYPMPOEAHHME OOKYMEHTOM © LENEI0 OUEHEN YCNEWHOCTH NPOUecea UEHIYDHPOoBaHWA. TecTr cnegyeT eoibu-
PaTE C YUETOM HANWYMA NOOXOOALErD NPOrpamMMHorg obacnedaqia 1 oBWKy TpeboraHMA No GRI0NACHOCTH.

3TH TECTBl HE ONPEOenAkT, Beina N9 yoaneda cOOTEETCTEYIOWaA wHdopmauwa. O K, 0aHako, nog-
TEEPWOAKT, 4T0 NPOUSSe LEHIYDHMPpoBaHnA Own japepwed W 4To yoanedHwe vadopmauuny AenaeTcA weob-
PaTHMBIM.

B xawaom crnydae TecT NPOBOAMTCA KA NPOLWSIWIMM EHIYDHpoBaKHke QoKyMeHTOM. ECnk BeiABNSeTCA
KaKan-nwbo MHGopMaUHMA MMM METAJAHHEE, KOTOPEIE DoMKHE Bbink GuiTe yOaneHs, TO NPOUECC LUEHIYPHMPO-
BAHWA CNEAYET BEMOMHMTE NOBTOPHO.

Tect 1. LaHaypupoBaHide MeTagaHHLIX

HaydurTe meTanaHHele B OTUSHIYPWDOBAHHOM SOKYMEHTE. B saavcnssocTik oT dropmaTta dalna u npo-
rpamMmMHore obecnedeHHA ONA 8ro Co30aHUA Takaa MHOOPMALWA MOMET CO0ep#aTLCR B NONAX 4CRORCTE hai-
nax (File Properties) uny B oTOENEHEX NOMNAX META0AHHLIX.

Tect 2. MNeyaTe B Apyrod camn

Ecny npougcs WeHaypHpoBaHWA He Guin JoBedeH 00 KOHUA, TO MOMET ORAXATRCA BOAMOKHBEIM oToGpa-
IUTE YOANEHHYH HHDODMALKID C ROMOWED dyHELMK Nedati. BeibepuTe 0GnacTe TEKCTA, CONEEHALLYID KK
YyOANeHHy HHopMaULMio, Tak M MHgopMauWie, KoTopan e Geina yganeda. PacnedataiTe aTy BeldeneHHY 0
obnacTe Ha Gymare unu e pain (Hanpumep, e POF-chain). MpocmoTpuTe peayneTaTel W ONPEgenaTe, MoMHO
N NPCYATATE YOANEHHYIO HHBOPMALMIO,

Teer 3. KonupogaHue W BCTABKA B APYToOH AOKYMEHT

Ecnw npougct ueHIypHpoEaHnA Be Goin oBegeH 00 KOHUE, TO MOMET OXaIaThCA BOAMOMHLIM oTobpa-
AT YOANSHHYD KHEHORMALWD NYTEM KONUMPOBAHWA B8 B NPOWEIWEM UBHIYDWPOBAHWE OOKYMEHTE M NOCNE-
OYIOWEN BCTARKWA B HOBBIA JOKYMEHT (KOTODBIA MOMET DT B gpyTom dopmate). BubepuTe 0bnacts TexcTa,
COOEPHALLYIO KaK YORneHHy WHhopMmagmio, Tak v Megopiaumio, koTopan He Beina yoanasa. Cronvpyiite
aty uHdopmauwo B «bydep ofuexas komneTepa. OTepolme nycTol ACKYMEHT M BCTARLTE TYO3 3TY MHOD-
Mavmi. MNpocMOTpMTE Pe3yNETATEL M ONPEOENMTE, MONHO N NPOYUTATE YAANEHHY WHpopMaumio.

Tect 4. Hcnons3oBEaAHKE PACNOIHABAHWA TEKCTA

Ecni npouect UsHlypHpoBaHKWa He Buin gosened 0o KoHua, ocoBeqHo B cnydas, Scnd WexXon s ao-
KYMEHT npeacrasnesd B rpadivyeckom GopMaTe, MOMeT 0KA3aThCA BOAMOMHEIM BOCCTAHOBMTE YOAMESHHYIO
HHBOPMALKIO ¢ MCNONL30BAHHEM NPOIPAMMHON 05ECNEYeHMA ANA ONTHYECKOND PACNO0IHaBaHKA TexcTa. Bul-
GepuTe o0NacTs TEKCTA, COQEPMALLYIO KAK YAAMEHHYIO HHOPMALMIO, TaK U HHMOopMaLWo, KOTopana He Beina
yOanaHa. 3anycTiTe NporpamMMy pacnoasasanua Tekcta. NpocmoTpuTe peayneTaTk i ONPegenyTe, MOSHS M
NPOHATETE YOANEHHYIO MHIDODMALIMIO.

Tect 5. Mcnonb3oBanKe PeYeBoro BOCNPOMIBE08HHA TEKCTA

Ecnd npouect UeHIypapoBaHda Be Bein AoBENEH A0 KOHLUE, MOKET OKA3aTECA BOSMOMHEIM MPOCTyWLaTs
YOANEHHYD WHBOPMALMID, MCNONLIYA NporpaMmMHoe oDecneYeHs ONA PeYeBorD BOCNPOU3BEIEHHA TEKCTA.
Brifepure ofnacTe TEKCTA, COOEQRMALYH KAk YOANEHHYI0 MHDOpMAaLMD, TaK M MHQODMALKKD, HOTOpaA He
Brina ynanada. 3anycTiTa Nporpassy pe4enond BOCHPOMIBENEHWA TekcTa. MNPocnyiLaiTE WK aaduKcHpyi-
TE PEIYNETATE W ONDELENUTE, MOKHO MK YCNBIUATE YOANeHHYI MHGOoDMatimie.
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Mpunomenne A
{cnpasouHoe)

LUeHaypupoBaHke qokymeHToR B chopmate PDF

B GonbwmHcTes cny4ass nonsaosatend POF-goxyMaHdTo8 MononkayiT NporpaMMyos ofecnedeHna. He nmawes
WM MMEHILLEE OrPEaHHHEHHBIE YHELMOHANbHEME BOAMOMHOCTH ONA UEHIYMPOBEHWA ANEKTROHHEN QOKYMEHTOR B 3TOM
hopmars. B TAKOR CHTYELWH CNe0yeT MENoNLIOEATE CREYUaNMIMPOBEHHLIE MHCTRYMEHTE ONA LEHIYPHPOBSHHA CoOgep-
wawarcA 8 PDF-gokyMeHTax MHQopMaumi.

B obweam cryyase crpaduuysl PDF-aoxymeadTta hopmupyroTes Ha ochoBs 00LesToE CReyowMe YaThipas BCHOBHEIX
THMOE:

1} TekcToasm oibesT {Taxt Object) — nHBOpMaLWRA, ANR OTOBPEMEHAR KOTOPOR HA CTPEHWUE HENOMBIYKTER WondThl,

2} rpadrecki obbexT (Image Objecty — POF-06aKT, 00LIMMD MCNOMNLIYEMERA GMA NPEACTABNEHIEA HA CTDEHHLE
pactpoeol rpadeivackol uHgopMaume, DouH ¥ ToT me rpaduseckiil 00bexT MOXET BhiTh MHOMOKDATHO MCNONSLI0EAH B
OOKYMBHTE,

3} BoTpoaHHEIA rpathrseckia oibert (Inline Imaga Object) — rpadH-ackne QaHHEE, BCTPORHHLIE B KOHTEHT KOH-
HPETHOW CTPaHAUL. Tamne obbaKTel, Ka% NPEEMND, MENRONLEVIITCR NPOMPAMMEMH ONTHUHECKDMM PECNOZHABEHWA TEXCTa OANA
BCTAERKM W30DPaaHNA OTREN6EHOND CNOBE, PACAD3HAHHOMN C HUZKMM YDOBHEM YBEDEHHOTTH,

4} obfnext Tana moHTyp (Path Object) — HaBop koMaH BEKTODHOR rpadiukl, BEMOYSIOWNMAR KOMAHSGL PUCOBIHWSR
AEHER, KPHELIX M NPAMOYTONEHMEDE. TEKCT HE CTREHMUE MOoweT GeiTe NPpeOCTEBNEH ¢ HCNONb3OEaHMEM oDLeKTOE THNA
HOHTYD BMECTO TEKCTOELIX ofwakTos.

B npegenax PDF-crpaduus 3T 06bakTel MOnyT 0fpaiossniBaTe BNOMEHHES CTRYRTYDE B NODOA NocnegoBaTent-
HOCTH W Ha nobyo rnyGany. Mpogace uaHaypupaeasna POF-cTpaHUMy QonHeH CcoOOTEETCTEOBATE CNEAYHHLMM KDHTEDWAM:

a)) Ha NOANEHE WA YaanaHmi oGnacTy cTpaHWUR YIANAKTCR BCE COOBpMALLWE WHpopMaUme obeerTel, Ha nobom
YPOBHE BNOMEHHOCTH,

b} oTolpamseEHWe HE3ATDOHYTEIX LUEHIYPHpOBaHWeM HacTai PDF-CTpaHMULl HE MIMEHRETCR,
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CeegeHWA O COOTBETCTEMM CChINOYHLIX MEROYHAPOOHLIX CTAHAAPTOR HALUWOHANLHLIM CTAHOAPTAM
PococuAckod Pegepalmnn

Tabnuua QA

OEOMHAYERME CORNBMHOMD MAER1Y-
HAPIOHIM CTAHAAPTE

Crensns cooTner-
cCTaMa

OB HASEH HE M HAWMEHOBAHHE COOTEETS TEVHMUETD HALUATHANE-
HOMD CTaHoAanTA

ISCVIEC 29100:2011

IDT

MCT P MCOMIK 291002013 «bucdopmauyoHHas Tax-
Honarwa. Matoge 1 cpegcrea obecnesesna BEAONACHOCTH.
OcHoBbl oOeCne4eHMA NPMBATHOCTHES
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