[Mpuno>xeHue Ne 6 K U3BelLeHUIO O NIPOBe/IeHUH 3JIEKTPOHHOTO ayKL[MOHa

YcnoBus okasaHus yCiayr
TI0 CONPOBOXK/IEHUIO CHCTEeMbI FOpPUANYECKH 3HAUMMOT0 3/IEKTPOHHOT'O JOKyMeHT0000poTa

1. OBIIIVE CBEJAEHUSA
1.1. CoctaB M 00BeM yCayr: OKasaHHWe YCJIYr IO COTMPOBOXKAEHUIO CHCTEMbBI OPHUIUYECKU
3HAUMMOTO  3J/MIeKTPOHHOTO  JIOKyMeHToobopoTa Ha  0a3e  aBTOMAaTHM3WPOBaHHOW  CHUCTEMbI
JIOKyMeHTaI[uoHHOTo obecrieueHust yrpaBieHuit «Docsvision» (manee — AC IOV, Cucrema).

1.2. CocrasB ycayr:

1.2.1. BoisiB/IeHHe U UCTIPaB/IeHHE BbISIB/IEHHBIX HAPYyLIeHU! B padoTe CHCTEMBI:

st obecrieyeHust BEICOKOTO YPOBHSI JOCTYITHOCTU cepBrCOB CHCTeMBbI HEOOXOJUMO OPraHN30BaTh
CTy>K0y TexHUUecKoW TOAJIeP)KKH, KOTopasi [0/DKHA YCTPaHATh 3aMKCUPOBAHHOE HECOOTBETCTBHE B
TIOBe/IeHNU CUCTeMbI (YHKI[MOHATBHBIM U He(hyHKITMOHA/TBHBIM TpeboBaHUsAM. TexHUUecKast TIoZiIepyKKa
J0JDKHA UMeTh C/IeyIOIIyI0 CTPYKTYpPY:

1 nuHUSA — crielMaMCThI 3aKa3uuKa (BK/IH0Yast a/MUHUCTPaTopoB CHCTeMbI), B3aUMO/IeHCTBYIOLIHEe
C MO/b30BAaTe/ISIMH, KOTOPble UMEIOT YUYeTHYIO 3aruch B CrcTeMe M UCMOMb3YI0T (PyHKUMOHaN CUCTeMBI.
K dbyHKIMOHA/TEHBIM 00513aHHOCTSM 1 JTMHHUY TEXHUUECKOU TO/ZIeP>KKH OTHOCHUTCS:

¢ Co3fjaHue KaHasa TeXHUYeCKOW Mo/JepsKKU JJ1s TIpreMa 3asiBOK OT T0JIb30BaTesiel;

¢ Co3laHue KaHala TexXHUUecKoW TOAJep)KKU [/ TepeHarpaB/eHusl 3asBOK Ha 2 JIMHUIO
TEeXHUUYECKOU MO//IeP>KKH;

*Pabota C ydYeTHbIMU JaHHBIMU TIO/Nb30BaTesell (aKTWBAL[Us, W3MeHEHHe, BOCCTAaHOBJIEHHE
rapoJisi);

® PelakTipoBaHue CripaBOYHUKOB CUCTeMBbI;

¢ KoHCy/ibTalus 1osb3oBareieit no ¢pyHkiuoHany CucreMsr;

® IIHCTpyKTaX HOBBIX I10JIb30BaTesiel (110 3arpocy);

® PerucTpalnysi MHLUIEHTOB, CBS3aHHBIX C paboToli CucTeMbl, KOTOpble HEBO3MO)KHO yCTPAHUTh
CaMOCTOSITe/IbHO, Tlepe/lada TaKUX UHIIU/IEHTOB Ha BTOPYIO JIMHUIO TeXHUUECKOMN MO AepiKKY;

® B3auMo/ieiicTBe €O 2 JMHUEN TeXHUYeCKoW TIOJep>KKU TIpu paboTe HajJ OTKPBITHIMU
VHI[U/IeHTaMu;

* B3anMo/ieiicTBUe C TEeXHUUYECKHMM I1epCOHAoM (CHCTeMHble aIMMHHCTPATOPbI, MH)XEeHephl 0
nH(pOpMaMoHHOW 6€30T1aCHOCTH U T.JI.), OTBETCTBEHHBIM 3a 00C/Ty>KBaHMe 000py/10BaHUs], HA KOTOPOM
pa3meliieHa CrcTema nipy paboTe HaJl OTKPLITHIMU WHIU/I€HTaMHU.

2 MUHUS — CrielanucThl VicnomauTens, obiaziarolfie HaBbIKaMUA B HACTPOWKe U pa3BepPThIBaHUU
Cuctembl. K ¢hyHKIMOHATBHBIM 00513aHHOCTSM 2 TMHUW TeXHUUECKOU TI0/1eP>KKU OTHOCHUTCS:

¢ KoHCy/IbTalUs CIIeLXaIuCcToOB 1 MTMHUM TeXHUUeCKOM nofaep>kku no ¢hyHKIuoHany CUCTeMbl;

® BeJieH1e 3/1eKTPOHHOTO )KypHasa perucTpalyy UHLUJEHTOB;

* O6paboTKa UHIW/IEHTOB, MOCTYTAMIUX OT 1 TMHUY TeXHUUECKOU TIOZI€P’KKHA B COOTBETCTBHUU C
KaTeropueu MHIUeHTa KaK CaMOCTOSITE/IbHO, TaK U C MPUBJIeUeHreM 3 JIMHUY TeXHUUeCKOU MO/1ePiKKH.

3 IMHUS — CcrieuanucThl VicromHuTes, ob/iajaromniye 3HaHUSIMH B apXUTeKType CHUCTeMBI, a TakKe
VHTerpanusix co CMeXxHbiMu CHCcTeMaMH.

3aka3uyMK HeceT OTBETCTBEHHOCTH 3a TIOAJep>KaHHe paboToCrocoOHOCTH U 6e30TKa3HOW paboThI
CcepBepHOM arirapaTHOM YacCTH.

VcriosHUTE/TE HECeT OTBETCTBEHHOCTh 3a IEePUOJUUYHOCTb Tiepe3arycka Ciykb Ha cepBepax
TIPUJIOXKEeHUH U cepBepe 6a3 AaHHBIX JJis1 TIOAepKaHus Oecriepe6oiiHoi paboThl CHUCTeMBbI M yCTPaHEHUsT
CUCTEMHBIX OIINOOK.

1.2.2. KoHcy/1ibTUpOBaHUEe aAMHUHHCTPATOPoB CucTremMbl no ¢pyHKIHoHaMy CUcTeMbl:

e (Oka3aHue YC/Iyr I0 KOHCY/JbTHPOBaHMIO aJMUHHUCTPAaTOPOB CHUCTEMbI TIPOM3BOJAUTCS IO
TesniepOHy, 3/1eKTPOHHOM 1ouTte, MecceHkepy MAKC, ¢ nomoupto crucremsl redmine.magnitogorsk.ru
(manee — PenmaiiH). 3aka3uMk mpefocTaBseT VcmomHUTe 0 HeoOXOAWMbIe NaHHbIE IS OCTYTA K
Penmaiin, a VicriosHUTeNb TIpeOCTaB/sseT yueTHble [aHHbIe CIeL[Ua/JMCTOB, KOTOPbIX HeoOX0JuMo
MOAK/IHOYUTE K HEeU.



e VicrioHUTENIEM IO/DKEH OBITH TIpefiocTaB/ieH TereOHHBI HOMEp «Tropsiuell JIMHUW» W afjpec
3/IEKTPOHHOM TOYTHI, Ha KOTOPBIY IPUHUMAIOTCsI 0OpallieHus C 3asiBKaMU Ha KOHCYJIbTALIUIO 110 BOTIPOCaM
¢dbyHk1moHrpoBaHust CUCTEMBI.

¢ KoHCy/nbTHPOBaHUeE T10 TesiehOHY J0/KHO OCYIeCTBAATLCS 1o pabounm anHsM ¢ 08:30 go 17:30
10 BpeMeHM 3aKa3uuKa

¢ KOHCy/IbTallUh [O/DKHBI TIPOBOJMUTBCS IO OKOHYATE/JBHOIO 3aKpbITHSl 3arpoca, MOJHATOIO
COTpy/IHMKaMu 3akKa3uuka. [Ipy HEBO3MOKHOCTH pPEIIMTh MpPOOJeMy C TIOMOIIBI0 KOHCY/IbTal[|H,
cneranuct VcnonHuTesnsi, NMPOBOJAMBILUMN KOHCY/IbTallUM, [OJ/DKEH Iepearb 3amnpoc (3asBKy) Ha
C/IeIyIOLIMKA YPOBEHb TEXHUUECKOW MOAePXXKHA U KOHTPOJIMPOBATh Jaj/ibHelIlee BIMOTHEeHNEe TaHHOTO
3anpoca (3asBKH).

1.2.3. Y cTpaHeHMe HEeIITAaTHBIX CUTyanuii u cooeB (ganee — HIIIC):

e B paMmkax yCayrd [OJ/DKeH OCYLIeCTBIATbCSA aHanu3 IpusHakoB mnposisjieHuss HILC wu
rnapaMeTpoB coCTosiHUs (CuHCTembl, BbIsiBJieHWe NpUYUH Bo3HUMKHOBeHus HIIIC, ocymecTsieHue
MeporpusTuii 1o ycrpaneHrto HIIIC u KOHTPO/IIO AaibHenIero (yHKIMOHUPOBaHUS.

e Tlox HemTaTHBIMM CUTyalUssMU W cOOsMHU 37eCb W [lajiee TIOHMMAEeTCS HapylleHHe
TIPaBUIBHOTO X0/ia paboTbl CHCTeMBI, B TOM YKC/Ie OCTAaHOBKA B X0/ie paboTel CUCTeMbl WM OIIUOKY B
TpoLiecce BBIMOTHEHUSI TOU UM UHOM OrepaLyu.

e B cnayuae, ecniu HelUTaTHas CUTyallUs TPUBOJWUT K OCTAaHOBKAM B (DYHKLIMOHMPOBaHUM
Cuctembl, VcrionmHuTeieM He3aMeJIUTE/LHO MJO/DKHBI OBbITh TIPUHSTBI Mephbl TI0 BOCCTaHOBJIEHUIO
paboTocrnoco6HocTH CHCTEMBI.

®  JIo/KHBI TIPUHUMATBLCSL Mephl 110 HeZIOMYIeHUI0 MOBTOPHOTO BO3HUKHOBEHUSI aHA/IOTUUHBIX
HIIC, B Tom uncie Heobxoaumasi HACTPOMKa TIPUK/IAJHOTO TIPOTPAMMHOI0 0becrieueHusi, yCTaHOBKA
0OHOB/IEHUI CICTEMHOT0 TIPOrPaMMHOT0 obecrieueHust 1 (POPMUPOBAaHKE METOIUUECKUX PEKOMEeHAAITH
JIs 3aKa3urKa.

e Anamm3 HIIC, Bkmrouass aHammu3 coctosiHus BJI, ¢aiiyioB XypHasioB W T.MM., HEOOXOAMMO
TIPOM3BO/IUTH Ha 000PY/I0BaHUH, TTPEJOCTaBIeHHOM 3aKa3uHuKOM.

e Tlo cornacoBanuto c 3aka3unkoM yctpaHenre HIIIC Mo)keT TIpOM3BOAUTRECS B pabouee W B
Hepabouee BpeMsi.

2. HABHAYEHME, I1EJ/IN 1 3AJJAYU, PEIITAEMBIE B PAMKAX
COITPOBOXJEHUS CUCTEMBbI

2.1. Ha3nauenue CucreMsbl

AC IOY npepnnHasHaueHa [/ CO3[JaHUSI eJUHOTO 3JIEKTPOHHOI'O apXuBa JOKYMEHTOB, CUCTEMbI
JIOKYMEHTHPOBAHUS U 37IeKTPOHHOT'O IOKYMeHT0060poTa ¢ HAbopoM CITPaBOYHO-TIOMCKOBBIX CEPBHUCOB,
s 3hGdeKTUBHONW pabOThI COTPYJHMKOB AJMHHUCTpPAI[UM Tropojia MarHMUTOropcka B paMKax
cobctBenHoro genonpousBozacTtea. AC JJOY mpeaHasHaueHa /il aBTOMaTH3al[dd BCEro KOMIIIeKca
paboT c JOKyMeHTaMH:
JIOKyMeHTHPOBaHMUe;
JIOKyMeHTO000pOT;
KOHTPOJIb UCIIO/THEHUSI 3a/JaHUM;
XpaHeHHe UH(OpMaLy;
TIOMCK.

2.2. llenu co3pganuss CucreMbl

® TIOBBIIIIEHHE KAayecTBa U OTMEPAaTUBHOCTH yIipaBiieHUs, 3()deKTUBHOCTH pabOThl COTPYAHUKOB
yepe3 MOBbILLIEHNEe KauecTBa U CKOPOCTU PA0bOTHI C IOKyMeHTaMU;

* 00befvHEHWE B €/IMHBIM [1eJIOTIPOU3BO/ICTBEHHBINA I[UK/I BCEX CTPYKTYPHBIX TMOZpa3zie/eHHH,
BKJIIOUAsl TEPPUTOPHUAJILHO Y/ia/IeHHbIE;

e obecrieueHWie  OTEPaTMBHOTO  pErJIaMEHTUPOBAHHOTO /IOCTyMa K  HMH(OPMaI[MOHHBIM
(IOKyMeHTaLMOHHBIM) pecypcaM aJIMUHUCTPALUK ropojia MarHuToropcka;

® CHWKEeHMUs] TPYJOBBbIX M BPEMEHHBIX 3aTpaT, MU HAK/Ia[JHbIX PacXO/l0B Ha JOKYMEHTAal[MOHHOe
obecrieyeHre yripaBJieHUs;

* obecrieueHre KOHTPOJISI UCITOJTHUTETBCKOW AUCITUTUTUHBI COTPY/IHUKAMHU a[IMUHUCTPALUY;

¢ obecrieueHue IOPUINYECKU-3HAUUMOTO IEKTPOHHOTO IOKYMEHT0000pOTa;

® Mepexof K 3/IeKTPOHHOMY /leJIONIPOU3BO/ICTBY.
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2.3. 3agaum, peniaeMbie B paMKax conpoBoxjenusa AC 10Y:

TexHuueckoe comnpoBoXaeHHe CHUCTEMBbI [JOJDKHO O0eCIeUnTh BBICOKHMH YPOBEHBb OCTYITHOCTH
cepBucoB Cucrembl, KoTopas obecrieurdBaeT eJuHOe [JIOKyMeHTAallMOHHOe HWH(OPMAaLMOHHOEe
TIPOCTPAHCTBO, Zaloliee COTPYJHUKAM a/IMUHHACTPALIU TOpofa Ha JiroboM paboyeM mecTe (B paMKax MX
KOMIIeTeHIIMH), B TOM YKCJle Ha aBTOMaTU3MPOBaHHBIX pabourx MecTax C 0TeueCTBeHHOM OTepaljioHHON
CHCTEMOM, Cpe/iCTBa /il TOBBIIIeHUsT 3()(EKTUBHOCTH ympaBleHHsST WU COBMECTHOM pabOoThI Haf
JIOKyMeHTalL[el B pe)KuMe peasbHOr0 BpEMeHU.

3. XAPAKTEPUCTUKHN CUCTEMbI
3.1. ITos1HOe HAaUMeHOBaHHUeE CHCTEMBI U ee YC/IOBHOe 0003HaueHue
[lonHoe HauMMeHOBaHMe CUCTeMbl: aBTOMAaTM3MpOBaHHas CUCTeMa JJOKYMEHTallMOHHOIO
obecrieueHust yripaBIeHUs a;MUHUCTpaLy ropoga Marauroropcka «Docsvision».
Kpamkoe HaumeHosaHue cucmembi: AC 10Y.
AC IOY co3nana Ha 6a3e mporpaMmmHoro nipoaykTa Kommanud OO0 «/JokcBmwkKH».

3.2. IlepeueHb JOKYMEHTOB, HA OCHOBAHUM KOTOPbIX co3AaHa Cucrema:

e TOCT P UCO 15489-1-2019 «Cucrema CTaHJApTOB MO WH(OpMaTU3alyd, OUO/IMOTeUHOMY U
U3[aTeIbCKOMY Jieny. YTipaB/ieHue floKyMeHTaMu. OO1yie TpeboBaHUS».

e ®desrepasibHbIM 3aKOH 0T 27.07.2006r. Ne 149-®3 «O6 wuHbopMalyy, HHGOPMAIJMOHHBIX
TeXHOJIOTUSIX U O 3all[uTe UH(OOPMAaLIUN».

¢['OCT P 7.0.8-2025 «Cucrema cTaHAapToB 10 WHMopMaluu, 6UOIMOTEUHOMY U U3/aTeTbCKOMY
Jeny. [lenonpor3BoCTBO U apXMBHOE Jiefi0. TepMUHBI U OTpefiesiIeHus».

® MexrocyzapctBeHHblid  ctangapt ['OCT 34.201-2020 «WHdbopMalioHHasi —TeXHOJIOTHUS.
Komriiekc cTaH[apTOB Ha aBTOMAaTW3WPOBaHHbBIE CUCTeMbI. BHZBI, KOMILJIEKTHOCTH U 0003HaueHHe
JIOKYMEHTOB TIPU CO3/laHUU aBTOMAaTU3MPOBAHHBIX CUCTEM».

® MexrocyaapctBeHHbli  ctangapt ['OCT 19.105-78 «EpuHasi cucTeMa NOpOrpaMMHOM
JokyMmeHTaruu. O01ue TpeboBaHMs K IPOrPAMMHBIM JIOKyMeHTam».

® HaumonanbHbii ctangapt PO I'OCT P 59795-2021 «MH(popmalioHHbIe TexHOA0rUU. KoMmriiekc
CTaHJAPTOB Ha aBTOMAaTHU3WPOBaHHbIE CHUCTeMbl. ABTOMAaTH3UPOBAaHHbIe CHUCTeMbl. TpeboBaHUS K
COJlep>KaHUI0 JOKYMEHTOB».

¢ HarrionanbHseIM cradgapt PO I'OCT P 50922-2006 «3atuta uHpopMaiiyiv. OCHOBHbIE TEPMUHBI
Y olipejie/IeHuUs».

e ®esrepanbHbIN 3aK0H 0T 02.05.2006r1. Ne 59-@3 «O 1opsiiKe pacCMOTpeHUst 00paltieHHi TpaXk1iaH
Poccutickoii @egeparym».

¢ Yka3 [Ipe3usenta Poccuiickoit @egeparuu ot 17.04.2017r. Ne 171 «O MOHUTOPUHTE U aHaIU3e
pe3yJIbTaTOB PaCCMOTPeHUs 0OpalljeHni rpaXk/jaH U OpraHu3aruii».

3.3. TepMHHBI U onIpee/IeHUs
Vcnonb3yemble B HacCTOsLleM TeXHUUYECKOM 33/JaHMM TepMHMHbI M OCHOBHbIE TIOHSTUSA
aBTOMaTU3UPOBaHHBIX cucTeM orpezeseHsl B 'OCT P 7.0.8-2025.

3.4. IlpuHATHIe COKpalleHus

AUMC, cucrema — aBTOMaTHU3UpOBaHHAs MHPOpMalMOHHasl CUCTEeMa;
AC JOY — aBTOMaTU3UPOBaHHAs CUCTeMa JJOKYMEHTALIMOHHOTO 00ecrieueHus! yIpaB/IeH s
B/l — 6a3a maHHBIX;

NT — undopmarioHHbIe TeXHOJIOTUH;

HITA — HOpMaTUBHO-TIPAaBOBOM aKT;

OI" - oOpaitrieHye TpaXk/aH;

P/1 — pacriopsiiuTe/bHbIN JOKYMEHT;

PU — pabouasi MHCTPYKLUS T0/Ib30BaTeseld CUCTeMBI;

CYB/| — cucteMa yripaB/ieHHs 6a3amMH JaHHBIX;

TKC — TeJleKOMMYHHUKAL|MOHHbIE KaHaJIbl CBSI3H;

T3 — TexHMUeCKOe 3a/laHue;

III — 3/1eKTpOHHas MOLIIUCh;



910 — 3/1eKTPOHHBII JOKYMEeHTO000POT;

YKOII — ycuneHHast KBani(ULIMPOBaHHAs 37IeKTPOHHAs! MOATNCh;
YIIJI — yHuBepcanbHBIN NepeJaTOuHbIN JOKYMEHT;

FO3/10 - 3/1eKTpOHHBII FPUANYECKH 3HAUMMBIN JOKYMEHTOO0OO0POT.

3.5. Texnuueckue XapaKTepUCTHKH CHCTEMbI

Wcnonb3yemoe cepBepHoe [10 — Astra Linux Special Edition 1.8.

Wcnonb3yemasi CYB/I — Postgres Pro Standart 17.

Ceprep CYB/I v cepBepa Npu/ioyKeHUi pa3BEPHYTHI Ha OT/AENbHBIX (HM3NUECKUX CepBepax.

Cepsepa rpusioykeHHit 00be/IHEeHbI B 0TKa30ycToiurBbiii NLB Knacrep.

KonuecTBo pa3BepHYTHIX C€pPBEpOB NPUIOKEHHUM: 2.

CepBep OusHec-riporjeccoB workflow, siBastomuiics KommnoHeHToM Tiatdopmbel  Docsvision,
pasBepHYT Ha OJJHOM U3 CepBepOB NMpUioxkeHU Docsvision.

O6beMm 6a3wl gauHbIX AC [IOY — 60s1ee 3,5 Th.

Wcnonb3zyemoe T10 Ha knueHTCKUX KommbioTepax: OC Windows 7/8/10, OC Astra Linux 1.7/1.8,
nipunokeHust MS Office/LibreOffice/Moii oduc.

Ksm-cepBuc Redis, cepuc nonHoTekctoBoro noucka Elasticsearch, BHelHuii cepep aBTopu3anyn
Keycloak, uHTerpauioHHble YW BCIIOMOraTe/ibHble CEPBUCHI, CUCTEMA /Jii TOCTPOEHUs OTYeTOB
pa3BepHYTHI Ha OT/e/bHbIX BUPTya/lbHbIX MalllWHAaX.

[MpuknagHas dyHkuproHaabHOCTE AC [JOY peanu3oBaHa Ha miatdopme Docsvision.

HWcnosnb3yemas Bepcus ratrdgopmbl Docsvision — Linux Edition.

OmnucaHue HACTPOEK, CKPUIITOB U TPOrPaMMHBIX MeXaHH3MOB, 00eCIieuMBaroliuX peasr3aliuio
npuk/asHoN pyHKIMoHaneHOCTH, AC IOY u310)KeHsl B TeXHUUeCKOM onvcanuu rnogcucreM AC 10V,
KOTOpbIe MO/IPSZUMK U3yUyaeT CaMOCTOSITEIbHO U 3a CBOM CYeT, B IIPOL[eCce OKa3aHUs YCIyT.

3.6. CTpykTypa 1 pyHKIHoHHMpPoBaHUue CHCTeMbl

3.6.1 KoMIuiekc UCriosnb3yeMbIX IPOrpaMMHBIX CPeZCTB IIOCTPOeH 10 MOZy/IbHOMY IpUHLIUITY. Bee
KoMroHeHThI nogcucteM AC [10Y nMeroT BO3MOXXHOCTb UHTerpaLiy ApyT C APYTOM.

3.6.2. KonmuecTBO 0IHOBpeMEHHO pabOTaroIUX To/b30Baresei - 750.

3.6.3. B skcrninyatupyemoii CuctemMe peajii30BaHbl:

® Bo3MOXXHOCTh pab0TaTh C Pa3BeTBJIEHHOM CTPYKTypOM oOpraHu3aiyud (B TOM UHC/TE C
TEePPUTOPHAJIbHO YJal8HHBIMU M10/ipa3/ieNieHHs MU );

* Pabora B CrcTeMe HeCKOJIBKMX TUTIOB PA00OUYMX MeCT, OPUeHTHPOBAHHBIX Ha Pa3/IMYHbIe TPYIIIbI
T0J1b30BaTesieil B 3aBUCUMOCTH OT BBIMOHSIEMbIX UMU (QYHKLIMII:

e [locTyn nosib3oBaresnel B CUCTeMY OCYILIeCTB/ISIETCS B COOTBETCTBUH C UX IIpaBaMy;

® PasrpaHnueHue TpaB [JOCTyrna K MH(OpPMALUM B 3aBUCUMOCTU OT CJIy)KEOHOTO TOJIOXKeHUs
COTPYJHUKOB;

¢ CoxpaHeHHe PeKBU3UTOB OYMa)KHBIX JOKYMEHTOB B UX 3JIEKTPOHHBIX BEPCHUSIX;

* KoppeKTHOe pellleHMe 3aJau OIepaTUBHOIO M KaueCTBEHHOTO (POPMUPOBAHUS 3/IEKTPOHHBIX
JIOKYMEHTOB, OpraHM3alliy UX XpaHeHus1, IOMCKa 1 UCTI0/Ib30BaHus;

* duKcalus JeUCTBUM M0J/Ib30BaTelel C 3/IeKTPOHHBIMU JOKyMeHTaMH (TTPOTOKO/TMPOBAHUE):

0Co3aHre/0TKPBITUE/3aKPbITHE/3aKPbITHE KapTOUKH;

OolI3meHeHue nosel KapTOUKY;

0CMeHa COCTOSTHUM KapTOUKW;

0 OTKpbITHE/M3MeHeHe/3aKpbITHe (DaiiioB KapTOUKH;

0/lobaBnenue/ynanenve haios;

OBrInonHeHue onepaluii (MoAMNKMCcaHKe, COrylacOBaHUe/He COT/lacOBaHUe, UCTIOTHEeHMe);

® AnmuHucTprpoBaHue CUCTEMBI;

® Ciy>kObI (haityioBeIX XpaHUUIL, CHCTeMBI ITO3BOJISIOT YIIPABIATH OOMbIIMMU 00BeMaMy IaHHbIX B
eMHOM CUCTeMe, XpaHeHHe JJOKYMeHTOB B OMepaTUBHOM U apXMBHOM XPaHW/IUIIAX, HACTPOUKY MpaBU/
XpaHeHUs;

*Cucrema o6nasaeT  MH(POPMALMOHHOW  COBMECTHMOCTBIO C  KOMIIOHeHTamMu  MS
Office/LibreOffice/Moii Oduc B OTHOILLIEHUM BO3MOKHOCTH COXPaHEHUs, IPOCMOTPa U pelaKTHPOBaHUs
JIOKYMEHTOB;

* Bo3MOXXHOCTb TpPOCMOTpa 3arpykeHHbix B Cucrtemy aiinoB (rpaduueckue, TeKCTOBbIe

4



JIOKYMEHTbI M COXPaHEeHHbIe WHTEPHET CTPaHWIIbl) HEMoCpe/[CTBeHHO B WHTepdeiice Cucrembl 0e3
OTKPBITUS [PYTUX TIPUIO’KEHU;

*B Cucreme peanu3oBaH aTPUOYTHBHBIA TOWUCK TI0 PEKBU3WUTAM [JOKyMeHTa (OTIIPaBUTEIb,
ToJiy4aresb, Criocob JOCTaBKH, PyOPUKH, KOMMeHTapuid, UCTIOJTHUTe b, TToJTyYaTesib, Mo/ipa3jieneHre u
T.1.);

® Hacrpoiiku 6e3oracHocTi CHCTeMbI TIO3BOJISIFOT OTPaHUUMBATh AOCTYIT Ha UTeHUe U U3MeHeHHe
orpe/ie/ieHHbBIX M0/l U BJIO)KeHHBIX I0KYMEHTOB BHYTPY KapTOUKH ZIJis Pa3HbIX TPYIII T0/Ib30BaTesIeil;

® Bo3MOXXHOCTb aZiMUHUCTpaTOpaM CHCTeMbl U3MeHSITh BHEIIHWN BU/ KapTouek ([00aBiaTh WU
yaanaTb oTobpa)kaemble B KapTOUKe TI0JIsI, U3MEHSITb Ha3BaHU M0JIel, pacTioNIoXKeHUs TIo/iel, BhIOMpaTh
THI JaHHBIX OTOOpa)kaeMoro T0Jisi, U3MeHsTb pa3mep ToJs, WPUT TeKCTa, TpaHULIbI rosiel U T.7.), 6e3
obparrienusi K paspaborurkam CHCTeMBI C TIOMOII[bI0 BHU3ya/JbHOTO KOHCTPYKTOpA BHEIIIHETO BH7A
KapTouek, BCTpoeHHOro B CUCTeMy;

® BO3MO>KHOCTb MOJTHOCTBEO HACTParMBaTh BHELLIHWW BUJ, KAPTOYEK, BK/IHOUAs CJIO>KHbIE 3/IEMEeHTHI,
HacTpavMBaThb TaHe/lb HWHCTPYMEHTOB (371eMeHT Trpaduuyeckoro HHTepdeiica MOIb30BaTes,
TpeJiHa3HAUEHHBbIM /711 pa3MellleHuss Ha HEM 3/IEMEHTOB YTIpaB/IeHUs, TIpeZCTaBisieT COOOM
TOPU30HTA/IbHBI WM BePTUKA/IbHBIM pas3fiesl B HMHTepdelice MoJb30BaTeNs), pa3MeljaTb Ha MaHeIu
WHCTPYMEHTOB KHOTIKU CMEHbI COCTOSIHUM KapTOUKU, KHOTIKA CO3/IaHUS CBSI3aHHBIX KapTOuKe, KHOMKHU
CO3/1aHusl 3a/laHul, corjacoBaHui U Jip. Co3faBaTh HECKOIBKO BUIOB 9KPaHHBIX (POpM (OrpeseneHHbIN
Habop TMoJsieli KapTOUuKW W WX B3aWMHOE pacIiO/IOKeHWe) [l OJHOTO BUZA KapTouku. [Ipu 3ToMm
otoOpakaeMblIil [7IsI T10/Ib30BaTesIsi BU, SKPAaHHOUM (POPMBI 3aBUCUT OT COCTOSIHWSI KapTOUKH, 3HAaUeHHsI
CBOWCTB T0Jiell BHYTPU KapTOUKH, POJIM TI0/Tb30BaTesisl, pab0TaroIIero ¢ KapTOUKOw;

® CuctemMa obecrieuriBaeT BO3MOKHOCTh HAaCTPOWKM 3TarioB >KW3HEHHOTO LIMK/IAa JOKyMeHTa (U
JIFOOBIX APYTHX KapTouek). [103B0sIseT, KaK yIpaB/IsATh NePeX0oaMy MEXTy COCTOSTHUSIMU JOKYMEHTAa, TakK
Y OTIpeiesIsiTh JOCTYIHOCTb Pa3/IMUHBIX JelCTBUN B Pa3/IMUHBIX COCTOSTHUSIX;

* BO3MOXXHOCTh HACTPOMKHK pa3/MuHbIX UHTepdeiicoB CuUCTeMbl [Jii pa3/MUHBIX TPYIIT
ToJib30Bareseii (Habop posieBbIX Marnok, Habop BUAUMBIX 10Jieli B KapTOuKax);

*B Cucreme ecTb BO3MOXHOCTb CO3/[jaHUSI MHTEPAKTUBHBIX OTUETOB pa3/IMUHOM CTereHu
CJI0XKHOCTH;

¢ CucTeMa M03BOJISIeT IIPOCMATPUBATh CITMCOK T10J/Ib30BaTe/iel, paboTaroIuX Ha IaHHBI MOMEHT B
stou Cucreme;

¢ CucteMa obecrieurBaeT OTIIPABKY MOAMMUCAHHBIX D11 TOKYMEHTOB C coxpaHeHreM uHMOpMaIiu o
MO/ITIUCSIX;

e CucteMa mMo03BOJ/IsIeT [100aBISITh HOBYHO (DYHKIMOHATBHOCTb, B UACTHOCTU pa3pabaThiBaTh
JIOTIO/THUTe/TbHbIe (PYHKIMKU PabOTHI C 371eMeHTaMy KapToueK U (yHKIM 613HeC-TpoLiecCoB C MOMOIIIBIO
pa3paboTku pacmmpenuii Ha iatdpopme .NET CORE u si3bike C#.

¢ CrcreMa Mo3BOJIsIeT HACTpauBaTh MpeficTaB/ieHrue AIMUHUCTPaTOpoM CHUCTeMBbI CaMOCTOSITE/IBHO
yepe3 unTepdetic Cucremsl. [IpeicTaBneHre — 0ToOpa)keHHe TIepeUHsT 37IEMEHTOB (JJOKYMEHTBHI, 3a/laHus,
cofiep>kKMOe CITPAaBOYHUKOB), chopMHpOBaHHOe Ha OCHOBe Habopa aTpuOyTOB MpaBW/I BU3YalbHOTO
otobpakeHus ((hUbTpalYsi, TPYIIITUPOBKA U COPTUPOBKA T10 3HAUEHUSIM T10J1eH 37IeMeHTOB ITPUMeHeHHe
L[BETOBBIX CXe€M B 3aBUCHMOCTH OT 3HAUEHHWH TOJIeM).

¢ Cuctema obecrieurBaeT paboTy TO/b30BaTe/iel MOCPeACTBOM TOJICTOTO M TOHKOTO K/IMEHTOB.
ToHKUIN KJTMEeHT T103BOJIsieT Mosib3oBaTesito paboTtats ¢ Cucremoii yepe3 oKHO Opay3epa 6e3 3arpysku
JIOTIOJTHUTE/TbHBIX MPU/IO’KEeHUH. TOJICTHIN K/IMEHT yCTaHAB/IMBAETCsS Ha pabouee MeCTO T0/Tb30BaTe/s U
peasii3yeT MOTHOLeHHbBIN (hyHKI[MOHAIBHBIA Habop UHTepdeiica rMob3oBaTess.

¢ B Cucreme eCTh BO3MO>KHOCTh CO3/IaBaTh HAOOPHI MAIOK (CTPYKTYPUPOBAHHBINM HAOOP 371eMEHTOB
HaBWTallUM T0/b30BATE/NbCKOTO HHTepdeiica) /i KOHKPEeTHOrO TO/b30BaTess, JJjsg TPy
ToJIb30BaTesied U 0O0IIeA0CTyIHbIA Habop mamnok. ITpu 3TOM Ha3HaueHWeM IpaB JOCTyMa K Tarkam
oripe/ieJisieTCst HaCTpokamu 6e3omacHOCTU CHUCTEMBI.

* B CucreMy BCTPOeH BU3ya/lbHBIN peJakTop O13HeC-TIPOLeCCoB:

- ObecrieurBaeT ro3TarHoe rpaguueckoe orvcaHue OU3HeC-TIpoLiecca Mpy MOMOILY COOCTBEHHOTO
WHCTpYMeHTapusi. B MHCTpyMeHTapuii BK/IOUeHbl (DYHKIMOHA/bHbIE OJIOKW — OIepaTophbl yCIOBHOTO
nepexoia, yjaneHde oOBeKTa, CO3/aHUSI O0BEKTa, W3MeHeHHs 00bekTa, 0OMeH JAaHHBIMH MEXIYy
repeMeHHbIMH, OJIOK PaCITUCAHUsI BBITIOJHEHUs1 OWU3Hec-mipoliecca, OJI0K BbI30Ba JIPYroro mpoiiecca,
CYeTUMK, 00paboTKa KOJITEKIIHM.



- ObecrieuriBaeT BO3MOKHOCTb BBITIONIHUTDL IIPeBApUTEbHYI0 KOMITHISILIUIO KOZA U TIPOBEPKY
CUHTaKCHUYeCKUX OMIMOOK B KO/le B paMKax CO3/laHHOT0 OU3HecC-TIpoLiecca.

- OGecrieunBaeT 3arpy3ky B Cuctemy pa3paboTaHHOro Ou3Hec-miporjecca 6e3 WCIOJb30BaHUS
TIPOMEKYTOUHBIX IPOrPaMM U KOMIIOHEHT.

- EcTb BO3MOXKHOCTB CO37iaHus 111a0/10Ha Ou3Hec-mipoliecca (obpasel] Ou3Hec-Tipoliecca, B KOTOPOM
CoxpaHeHbI CBSI3U U TIpaBuia paboThl (yHKIIMOHATBHBIX OJI0KOB).

- EcTb BO3MOXKHOCTH CcO37aHust OMOMOTeKH 111ab/10HOB OM3HEC-TIPOL[eCCOB (CTPYKTYpPHUPOBAHHOE
XpaHu/HILe 111a0/I0HOB) 00pabOTKU U ABW)KeHHsT MH(MOPMAL[MX B OPraHU3aLi|H.

- PenakTop obecrieunBaeT noOaBjieHHe MPOTPAMMHOTO KOJa B CreljyabHble (DyHKLMOHA/IbHbBIE
6/10Ku OU3Hec-TIporecca.

- Peay3aumsi  1umo30B, 00ecrieuyMBaroMX B3aUMOJIEHCTBHE C BHELIHUMH CUCTeMaMd M|
MO3BOJISAIOIIMX 00pabaThiBaTh 00BEKTHI 3THX CUCTEM.

- Bo3MO)KHOCTE KOMOWHALIUM YKeCTKOW ¥ CBOOOZHOM MapIIpyTU3aLuH JOKYMEHTOB.

¢ Cuctema obecrieuvBaeT WCIIOJTHEHWE W MOHUTODHUHI XOJla BBIMOJIHEHUWsS OW3Hec-Tiporiecca (C
oToOpa)keHreM TeKYIIeTo dTara BbITIOTHeHUsT, HAJTMUUSI UJTH OTCYTCTBHSI OIIMOOK U OTTMCAHUS OLIUOKH), a
TaK)Xe BHeCeHHe U3MeHeHuH B paboTaroliieM 6u3Hec-Tiporiecce peajbHOM BpeMeHH.

* B Cucreme eCTb BO3MOXXHOCTb CO3/IaHUSI ZIOTIO/THUTE/TbHBIX (PYHKIMH OU3HeC-TIpoLieCcCoB.

B CucreMe BBITIONHSAETCS KOHTPOJIb BXOJHBIX [JAHHBIX C I[€JIbI0 WCK/TFOUEHUS TOSIBIEHUS
nyompytorredd nHdopmauuu. laHHast GYHKLUS MTO3BOJISIET HAaCTPaMBaTh CITUCOK aTPUOYTOB TIPOBEPKH
JJ1s1 TAKUX CyLjHOCTe! Kak: KoHTpareHT, /JOKyMeHT.

* BO3MOXKHOCTU WH/MBH/ya/lbHOW HACTPOMKM TIpeJCTaB/Ie€HUs T0/b30BaTesieM. V3mMeHeHUs
TIOpsi/ika KOJIOHOK, IIIMPUHBI KOJIOHOK, /J00aB/ieHre TPyIIUPOBOK, H3MeHeHHe TeKYIIero Npe/cTaBIeHus
JJIs1 TIATTKH, C COXpPaHeHNEeM T10/1b30BaTe/TbCKUX HAaCTPOeK.

¢ CucteMa 06s1aZiaeT BO3MOXXHOCTBIO HAaCTPOUThL OTOOpakeHHe CTIIMCKOB IOKyMEHTOB 1 TIOPYYeHHU
(pe3osmmoLuii), oToOpa’kaeMbIX B paMKax Tpe/ICTaB/IeHNH, B TOM UHCJIe:

- OToOpakeHre TMOpyYeHUl (pe30/IoNuii) B COOTBETCTBUM C Ha3HAaUeHHWEM IallKd W BUJOM
KapTouek B 00/1aCTh TIPOCMOTPA COZAEP>KUMOTO TaroK;

- Bo3MOXXHOCTb BBIBOJUTh 3HAUEHHUS U3 CBA3aHHBIX JOKYMEHTOB U MOPYUYeHUN (Pe30II0LN);

- BO3MO)KHOCTh HaCTpaMBaTh aBTOMAaTUYeCKYI0 COPTUPOBKY U IPYTMITUPOBKY;

- Bo3M0O>KHOCTbh HaCTparBaTh MO/ICBETKY CTPOK B TIPEZICTAB/IEHHH 10 OTIPe/Ie/IEHHBIM YCIOBUSIM.

3.7. IlepeueHs pea30BaHHBIX MOACKCTeM U Moayaeit AC 1OY

3.7.1.Tlogcucrema «Bxopsiiyue [OKyMeHTbI», KOTOpas BK/IouaeT B cebsi  crefyrolue
(byHKI[MOHA/TbHbIE BO3MOXXHOCTHU:

1. BBOA mokymeHTa B CucTemy;
perucTpauys JOKyMeHTa;
o6paboTka BXOAslIel KOppecrioH/1eHLUHY;
WCIIO/THeHHWe 3aJJaHUM 10 JOKYMEHTY;
Co3/laHie HOBBIX WY f00aB/ieHNe CYIeCTBYIOIINX CBS3aHHBIX JOKYMEHTOB,;
CO3JjaH1e UCXOJSAIIETr0 JOKYMEHTa B OTBET Ha BXOZSALINM;

7. TiepeBOJ; JOKYMeHTa B apXUB.

3.7.2.Tlogacucrema «Vicxopsiie AOKYMEHTBbI», KOTOpas BK/IHOUaeT B cebs  cremyroiue
(yHKI[MOHA/IbHbIe BO3MOXXHOCTH:

® (CO3/aHMe MPOeKTa JOKYMEeHTa;

® Co03/laHHe HOBBIX WM Jj00aB/ieHHe CyLeCTBYIOIIUX CBSI3aHHBIX JOKYMEHTOB;

® (CorjacoBaHue [OKyMeHTa (OTIpaBKa JOKYMeHTa Ha COIJIaCOBaHWe, TMOJydeHHe 3a/laHhi Ha
CorjiacoBaHue);

® [oAnMMcaHWe JOKyMeHTa (OTHpaBKa [JOKyMeHTa Ha MOANHUCAHWe, MOJydeHWe COrIaCyHOLIUX
rnoAnucei);

® perucTpalus JOKYMeHTa;

® OTIIpaBKa JOKyMeHTa [10/1yJaTessiM;

® [epeBOJ JOKyMEHTa B apXUB.

3.7.3.Tloacucrema «BHYTpPeHHsII TepemnucKa», KOTopasi BK/IOuUaeT B cebs cieayroriue
(byHKI[MOHA/TbHbIE BO3MOXXHOCTHU:

* BBOJZ JoKyMeHTa B CucteMy, hopMupoBaHue 6/1aHKa JOKYMeHTa;
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® corjacoBaHue [OKyMeHTa (OTIpaBKa AOKYMEHTa Ha COIJIaCOBaHWe, TMOJydeHWe 3a/laHhid Ha
COr/IacoBaHue);

® perucTpanus JOKYMeHTa;

® opraHu3alus paboT Mo JOKYMEeHTY;

® epeBOJ JOKyMEHTa B apXUB.

3.7.4.Tloacucrema «PacriopsiiutenibHble JAOKYMEHTbI», KOTOpas BK/IHOUaeT B cebsi Crefyrolue
(byHKI[MOHA/TbHbIE BO3MOXXHOCTHU:

¢ (Co3paHue NIpoeKTa JOKyMeHTa;

¢ Co3JaHue HOBBIX WM 100aB/IeHre CYIIeCTBYIONUX CBSI3aHHBIX JOKYMEHTOB,;

e (CornacoBaHue JOKyMeHTa (OTIpaBKa JOKyMeHTa Ha COrJiacOBaHWe, MOJy4yeHWe 3a/laHui Ha
corJjiacoBaHue);

® Perucrpauys JOKYMEeHTa;

¢ [loamucanue JOKyMeHTa (OTMpaBKa [JOKyMeHTa Ha MOANKWCAHUE, TMOy4YyeHue COT/IacyRIIUX
rnoAnucei);

¢ Opranu3anus paboT 1Mo I0KyMEeHTY;

* BHeceHUe W3MeHEHUH B JJOKYMEHT;

¢ [lepeBoj JOKyMeHTa B apXuB.

3.7.5.Tloacucrema «O6paitieHus rpaXkiaH U OpraHu3al||ii», KOTopast BK/IFoUaeT B cebst ciefyrolue
(byHKI[MOHA/TbHbIE BO3MOXXHOCTHU:

e KoHTpoJsib UcroHeHust 00pallieHysl PerucTpaTopoM;
[onomHuTebHBIM KOHTPOJIb UCTIOJTHUTENIEM;
Hanuuue TemMaTuueckoro pyoprkaropa;
KomMmMmeHTapuu 411 UCHIOSTHUTEel;
Nwmnopt ganHbix Ha rioptan CCTY . P®d;

e ®opMHpOBaHKE OTUYETHOCTH 0 0OpaIl[eHHUsIM TPaXk/jaH, TIOCTYITUBIIIMM B OpPTaH.

3.7.6.Monynb «CornacoBaHusi», KOTOPbI BK/IHOYaeT B cebs crexyroifue (yHKLHOHATbHbIE
BO3MOJKHOCTH:

® aBTOMAaTHM3alMsl 3TAIOB COrIaCOBaHUS:

® UHULMMPOBaHMe (MOATrOTOBKA JOKYMEHTa U CO3[jJaHue COr/IacOBaHUs);

® [OoC/e/oBaTe/bHble W Tlapasule/ibHble COrJIacoBaHWs (C BO3MOXKHOCTBIO peJaKTUPOBaHUS
datiinos);

® KOHCOMUJALMS.

® [I03TarHbIN TIPUHIUI CO3/IaHUS MapIIIpyTa COTJIaCOBAaHUS, TIO3BOJISIFOIUN KOMOUMHUPOBATh BCE
BO3MOJKHbI€ THITbI COTJIACOBAHUS, [I/ISI TFOOBIX COTJIACYIOLUX JIUL];

® HaCTpavBaeMbI TMOPSAOK MPOXOXKAEHUs TIpoLiecca Mo 3TarnaM, BO3MOXXHOCTb MCIOJIb30BaHUS
OJJHOTO 3Taria B pa3HbIX MaplLIpyTax COrJlaCOBaHMUS;

® O/IMH W TOT )Xe MapIIPyT COTJIACOBAaHUSI MOKET OBbITb WCIIOB30BaH B Pa3/MUHBIX BHUAX
JIOKYMEHTOB, B TO >Ke BpeMsi BO3MOJKHa OTIIpaBKa OJHOTO BH/la JOKYMEHTa MO pa3HbIM MaplipyTam
corjiacoBaHusl (4epe3 MexXaHW3Mbl CO3/IaHUsI KAPTOUKU COTJIaCOBAHUS);

® BO3MOJKHOCTh BBIBO/Ia JIUCTa COT/IACOBaHUsI B TpeOyeMoii ¢hopmMe ¢ BO3MOKHOCTBIO TedaTH, Ha
JIF0O0M 3Tare CorjiacoBaHus;

® OTC/Ie)KUBaHUE CTaJUid COrJIacOBaHMs B pealbHOM BpeMeHU (MCTOPUSI Y JIMCThI COT/IaCOBaHUs),
KOTOpbI€ YUaCTHUK COTJIaCOBaHUSI MOXXeT MPOCMAaTpuBaTh M3 KapTOUKM 3afaHue. JIMCT coriacoBaHUs
(hopMHpyeTcsi HA OCHOBAaHUM [JaHHBIX U3 KapTOUKKU «CoriacoBaHue»;

® JCMO0J/Ib30BaHWE 3JIEKTPOHHBIX MOANUCEd TIpU TNPUHATUM  pellleHUs (B COCTOSIHUH
«[Togmucanue»).

3.7.7.Mopnynb  «3afaHusi», KOTOPbIM BK/IOUaeT B cebs ciexpywoiye (GyHKIMOHATbHbIE
BO3MO)XHOCTH:

® (CO3/,aHMe KapTOUKH 3aJjaHus:
Ha pacCMOTPEHHUE;
Ha VCIIO/THEHUE;
yKa3aHre CPOKOB MCIIOTHEHUS 3a/laHusT;
HaCTPOUWKa KOHTPOJISI UCTIO/THEHUS 3a/JaHus;
MPOCMOTP XOZa UCIIO/IHEHUS;
HaCTpPOWKa JieJIerMpOBaHUs BPYUHYIO;



HaCTpPOWKa TUIa MapLIPyTU3aLiy 3a/laHus;
3arpoCc KOMMeHTapus TIPU OTK/IOHEHWY 3a/laHus;
KOIMPOBaHKe 10JIer B [OJUUHEeHHOe 3a/laHue;
HacTpoliKa crocoba 3aBepIlieHus 3a/IaHus;
yTpaBJieH’e BJIO>KeHHbIMU (paiiiaMy U KapTOUKaMu;
M3MeHeHVe CPOKOB UCTIO/IHeHHs 3a/laHus;
revyaTh KapTOUKHY;

® (CMeHa COCTOSIHUM KapTOYKH.

3.7.8.Moaynb «KOHTpO/Ib  pacnopsiiUTeNbHBIX JOKYMEHTOB», KOTOPBIM BK/IIOUaeT B cCeOst
cnepyromye (GyHKIMOHAIbHbIE BOSMOXKHOCTH:

¢ KOHTPOJIb TIPU UCTIOJTHEHHH PACHOPSIUTETbHBIX JOKYMEHTOB;

* BHeceHMe M3MeHeHWH B [€UCTBYIOLME PaClOpsiAUTe/bHbIe JOKYMEHTHI;

* (OTMeHa JeucTBus;

¢ Bo3Bpar Ha KOHTPOJIb;

¢ (CHATHUe C KOHTPOJIBHOIO yyYeTa.

3.7.9.Monynb «HomeHKk/aTypa [Jiesi», KOTOPbIi BK/IOUaeT B cebsi ciaepyroliye GyHKLIHOHATbHbIE
BO3MOXXHOCTH:

* B03MOXHOCTb pasfie/isaTh JOCTYIl K BeTKaM CIIPaBOYHMKA B COOTBETCTBUU C TOJpasjeseHueM
COTPYJHUKA;

* B03M0>KHOCTb OBICTPOTO TMOMCKA [IeT;
[TpocMoTp Zen 3a BIOpaHHBIN TOf;
HobaBnenue gen;
ITomeTka Ha yzaneHue fer;
[TepemerieHue fies 110 epeBy;
KonmposaHnue fien B ciieiyroLui rog;

* OTKphITHE [le]1 HA peJlakTUpPOBaHue.

3.7.10. Mogyne «3aMelrieHHe COTPY/JHUKOB», KOTOPBIM BK/IOUaeT B Cebs  Cefyrolue
(GyHKI[MOHA/IbHbIe BO3MOXXHOCTH:

¢ T[lonHoueHHas paboTa 3a 3aMeIaemMoro;

¢ Pabora 3a HeCKOJIbKHX 3aMelllaeMbIX OZJHOBPEMEHHO;

¢ Hanuuue crieljuasibHOM KapTOUKU /17151 o(popMIieHus 3aMeltieHus;

¢ (Ocy1lecTB/IeHKe [TIepeBo/ia U YBOJIbHEHUSI COTPYHUKA.

3.7.11. Moaynb  «OneKTpOHHasi TIOANUCH», KOTOPBbIA BK/IIOUAeT B Cebs  Cieayrolue
(GyHKI[MOHA/IbHbIe BO3MOXXHOCTH:

¢ lcronb3oBaHUe MPOCTON U KBanvduiypoBaHHoi mofnucu B AC IOY mnpu moAnvcaHuu
VCXOJALLMX, BHYyTPEHHUX JJOKYMEHTOB;

¢ llcronb3oBaHUe MPOCTOM U KBanuduipoBaHHo# noanvcy B AC I0Y npu coryiacoBaHUU [Ji/ist
(uyKcalyy peleHni COorlacyolyXx JInL;

¢ lcronb3oBaHWe TIpocTo M KBanuduimpoBaHHod nogamucu B AC IOY B 3afaHusx s
(bUKcaluy 3HaUMMBIX []eiCTBUM COTPY/JHHUKOB.

3.7.12. Mogyne «bnaHKW», KOTOpPbIM BK/IHOYaeT B cebs  cieaytomue (GyHKIMOHATbHbIE
BO3MOJKHOCTH:

¢ ABTOMaTHUYeCKOe 3aro/iHeHHe OylaHKa JaHHBIMHU U3 KAPTOUKH JJOKYMEHTA;

¢ BnHeceHue W3MeHeHUl B chOpMHUPOBAHHBIN O/1aHK;

e VHauBUayanbHas HAaCTPOLKa O/1aHKa MO/ KapTOUKY.

3.7.13. Moaynb «/lopo>kHble KapTbl», KOTOPBIM BK/IHOUaeT B cebsi ciefyroliye QyHKI[MOHATbHbIE
BO3MOXXHOCTH:

¢ (Co3paHue NIpoeKTa JOPOXKHOW KapThl;

¢ Co3JaHue HOBBIX WK 100aB/ieHre CYIIeCTBYIONUX CBSI3aHHBIX JOPOKHBIX KapT;

¢ (Co3paHye MepOIpUITUN TI0 JOPO’KHBIM KapTaM;

¢ (CornacoBaHue JJOPO’KHOU KapThl (OTIIpaBKa JOKYMeHTa Ha COIJIaCcOBaHUe, IOoyYeHre 3a/laHni
Ha COIJIaCOBaHUe);

® PerucTpauys JOPOKHOM KapThl;

* YTBepXJeHHe [OPOXXHOM KapTbl (OTIpaBKa /[JOKyMeHTa Ha YTBepXX/JeHHue, I0/yueHre
COTJIaCYHOIIUX MOANHICEN);



Opranusanysi paboT 1o UCIIOTHEHUIO MepPOTIPUSTHIA TOPOKHOM KapThl;
VicniosiTHeHWe JOPOXKHOM KapThl.
7.14. OTueTsl pelieHns1 « AZIMUHACTPATHBHOE [1eJI0TPOM3BO/CTBO», KOTOPbIe BK/TIOUAIOT B Ce0s:
«KypHas perucTpalnyu BXOJAMX JOKYMEHTOB;
«KypHan perncrpany UCXOJAIIMX JOKYMEHTOBY;
«KypHas perucTpalv BHyTPEHHUX JOKYMEHTOBY;
«KypHan perucrpanuy paciopsiiUTe/IbHbIX JOKYMEHTOBY;
«KypHan perucrparuu obpailjeH1 rpaxxjaH»;
«[IpocpoueHHbIe TOPyUYeHUST PYKOBOJUTEIS»;
PeecTpbel HOpMaTUBHO-TIPABOBBIX aKTOB» Y IIPOUMe.
7.15. Moaynb «Web-kment» AC [IOY, KOTOPBIN BK/IIOUAET B Ce0sI CieyIOIIHe BO3MOKHOCTH:
obecrieuerre pabotel ¢ AC [IOY Ha mepcoHaJbHOM KOMITbIOTEDe uepe3 OKHO Jitoboro us3
CYIIIeCTBYHOIUX Opay3epoB 6e3 3arpy3KH [IOTIO/THUTETbHBIX TTPUIOKEeHUH;
¢ uHTepdeiic Moayns obecrieurBaeT paboTy Kak ¢ MaHUITY/IASTOPOM «MBIIIb», TaK U C TIOMOIIIbIO
CEeHCOPHOr0 9KpaHa;
® MOAY/Ib UMeeT aZlalTUBHbIN SKPaH /i 5KPaHOB Pa3/IMUHbIX PACLLVPEeHU;
® T103BOJIsieT PabOTaTh CO BCEMH THITaMH JOKYMEHTOB (BXOASIIMMH, UCXOJSIAMU, BHYTPEHHUMU,
pacrnopsiiuTenbHbIMI);
* obecrieurBaeT BO3MOKHOCTb CO3/JaHNs1, YTBEPKAEHHUS Pe30JIIOLUH, OCYIIIeCTBIeHHsI KOHTPOJIS 3a
VICTIOJTHEHUEM, a TaK)Ke MPUeMKHU BbITIOJTHEHHbBIX [TOPYYeHU;
* obecrieurBaeT BO3MOKHOCTb CO3/JaHHSI, COTJIACOBAHMUS ¥ TIOATMCAHNS JOKYMEHTOB;
obecrieurBaeT BO3MOXXHOCTh paboThI C TIOPYUYeHUsIMI/3a/JaHUSIMU;
obecrieunBaeT paboTy € JOKyMeHTamMu Oe3 TIPUBSI3KU K pabouemMy MecTy;
“MeeT HabOp TIOMCKOBBIX TATOK, YTPOIIAIIUX TTOUCK JOKYMEHTOB;
obecrieunBaeT (hOpMUPOBAHUE OTUETOB;
obecrieurBaeT BO3MOXXHOCTb PErMCTPALIUY U OTTIPaBKX Ha UCTIOJTHEHHE BCeX THUIIOB JJOKYMEHTOB,;
obecrieurBaeT BO3MOKHOCTb UMITOPTA AaHHBIX Ha rioptan CCTY .Pd;
obecrieurBaeT BO3MOXKHOCTb (popMHpOBaHUsS 0JIaHKOB /IOKyMEHTOB [i/ii BCeX THUIIOB
JIOKYMEHTOB;
¢ obecreurBaeT BO3MOKHOCTh HarpaB/ieHHsl JOKYMeHTOB KOHTpareHTaM uepe3 oreparopa 30
«KoHtypa,Juanok».
3.7.16. Moaysb «3asBku» AC JIOY, KOTOpbIii BK/IIOUaeT B cebs creyroIre BO3MOXXHOCTH:
® Co3/jaHue, OTMpaBKa, HCIIOJHEHWE U OCYLeCTB/IeHWe KOHTPOJII 3a MCIOJHEHWeM 3asBOK,
MOCTYTAIOIUX U3 OPraHOB aJIMUHUCTPALIUM rOpoJia B OpraHbl, OTBeyaroljye 3a UCIIOJIHeHUe 3asiBOK, B
peXXriMe «peasbHOI0 BpeMeHU».
3.7.17. «Moaynb uHTerpauuu c oreparopom D0 «KoHTyp.Juamok», KOTOPBIA BKIIOYAET B Cebs
C/lefyrolye BOSMOXKHOCTH:
® [oly4YeHHe BXOJsLEN KOppecnoHZeHIMU (HeopManu3oBaHHbIX J0KymMeHTOB) B AC [JOY u3
cuctembl 310 «Kontyp.dnanok»,
®  oTrnpaBKa ucxogsiieii koppecrongeHuu uz AC JOY B cuctemy 310 «KoHTyp.duagok».
3.7.18. Moaynb «CornacoBaHue 3aKyToK», KOTOPBIH BK/TFOUAeT B ce0st CieyIoliie BO3MOYKHOCTH:
® [I0/lyyeHHe Ha COIrJlaCOBaHWe I1aKeTOB [JOKYMEHTOB OT I0/BeJOMCTBEHHbIX aJMHUHHUCTpaLU
ropoZia npeAnpusTii 1 yupexzaeHnd nocpeacrsoM cuctemsl 310 «KonTyp.Juagok»,
® [poBejleHHe TPOLeyphl COIVIaCOBAHUS MaKeTOB JOKYMEHTOB COTPYAHUKaMU aJMHUHUCTpaLU
ropoza,
® OTIpaBKa pe3y/bTaTa COIJIaCOBaHWs B aJpec IO/BeJOMCTBEHHBbIX aJMWHUCTpaLMd ropoja
NIpeJIIPUATUN U yupeXx[eHuM nocpectBom cucreMsl 3]0 «KoHTyp.[luafok».
3.7.19. Moaynb «VcronHuUTeNnbCKas [JUCLIUIIMHA», KOTOPBIM BK/IOUaeT B ce0si cieAyroliue
BO3MOXXHOCTH:
® [oly4yeHWe aHaJUTUUECKOM MH(OpMalMKM, TO3BOJISIONIEN KOHTPOJMPOBaTh  MpOLIeCC
VICTIOJIHEHUS! [IOPYYEeHHH, a TaKyKe [10/1y4aTh aHaJIUTUYeCKue OTYeThl,
® OCyl[ecTBJAeHWe KOHTPOJSl 3a MCIOJHEHWeM T[OpYYeHWM CreLaJucTaMu  OpraHoB
aZIMUHUCTPALIUU B PEXXUME «PeasbHOr0 BpeMeHn»,
® [pe/CTaB/ieHUWEe [OCTOBEPHOM OTUYETHOCTM O CpPOKax W KayecTBe BbIMIOJHEHUS 3afau
CrierayvMCcTaMy aJ[MUHUCTPaLY,
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® 0TOOpa)keHHe KapTHHBI O 3arPYKeHHOCTH KaXK/[OTO COTPYHUKA.

3.7.20. Moaynb «Ycyru», KOTOPBIM BK/IHOUaeT B ceOsi Crie[ytoliiie BO3MOKHOCTH:

® yyeT U KOHTPOJIb TPeAOCTaB/eHUs] TOCYJAapPCTBEHHBIX U MYHUIMMNAJbHBIX YCAyT ((QYHKLIMI)
aZiMUHUCTpaLuel ropoja Marautoropcka B AC JOY;

® (CIpPaBOYHMK YCJIYT, TIPeOCTaB/IsSIeMbIX OPraHaMu aJIMUHUCTPALIUY;

e yunrerpauuto AC IOY «Docsvision» aamuHucTpauyu ropoga ¢ AUC CUSP.

3.7.21. Moaynb «CoryiacoBaHre TeXHUUECKUX 3aflaHWi», KOTOPBIM BK/IIOUAeT B ce0sl Cyieyrolpe
BO3MO>XHOCTH:

® [lo/lyyeHHe Ha COTJlaCOBaHHWEe TeXHWUECKUX 3afiaHuil/crieliuduKalvii oT Mo/BeJOMCTBeHHBIX
aJIMWHUCTPALIUY ropo/ia MpeAnpUsaTHi U yupexxaeHuid nocpeactsoM cuctemsbl /10 «KonTyp.dnagok»,

® [IpoBe/ieHHe TIPOLieAyPhl COTJIACOBAHUS TeXHUUECKUX 3aJjaHuil/crieliuUKaliiii COTPYJHUKaMU
aZIMUHUCTpPALIUU ropo/a,

® OTnpaBKa pe3y/bTaTa COrJIaCOBaHWS B aJpec MOABEAOMCTBEHHBbIX aJMWHUCTpALMA ropoja
NIpeJNIpUSITUN U yupexJeHui nocpectBoM cucteMbl D/JO «KoHTyp.[Inafok».

4. TPEBOBAHUS K YCJ/IYT'AM I10 COITPOBOXJEHUIO CUCTEMbI

4.1. Tpe6oBaHus K HH(OPMALHOHHOH 0€30MaCHOCTH

B xoje BbIrosiHeHUs paboT Ao/KHa ObITH 0OecrieueHa KOHPU/eHIIMATLHOCTh 00pabaThiBaeMbIX B
CUCTeMe NTepCOHA/bHBIX [JaHHbIX.

4.2. nbie TpebOBaHUA K yCJIyraM M YCIOBHAM MX OKa3aHUA

4.2.1. YcTpaHeHMe BbISIBJIEHHBIX HapyuieHui B pabote Cuctemsl, HIIIC nipu conpoBoskaeHun AC
OOY TpebyeTcs BHITIOMHATEL C YUETOM PaHee peaii30BaHHbIX 10paboTOK U MOAU(PUKALIAN.

4.2.2. O6bHoBnennble GpyHkrmy AC IOY npu 0Ka3aHWU YCIYT B PAMKax yCTPaHEeHHs BBISIBJIEHHBIX
HapyiueHui B pabote Cuctemsbl, HIIIC, no/mKHBI OBITH MOMHOCTBIO COBMECTUMBI C CYIL@CTBYIOIIUMU
nogcucremamu AC 10Y.

4.2.3. [1o/kHbI OBITH COXpaHeHbI CyIecTBYoLMe 6a3bl JaHHBIX 6e3 He0OX0JUMOCTU TTOBTOPHOTO
BBO/]a. B ciyuae n3MeHeHusi CTPYKTYPbI 0a3bl IJaHHBIX /I0/DKHBI ObITH pa3paboTaHbI CpeiCTBa MUTPALin
JlAaHHBIX.

WcriosHUTEE TIPU  OKa3aHWM YCIYT AO/DKeH 00ecreunTs COXpaHeHHe —CyIeCTBYIOIIei
(YHKI[MOHAbHOCTA TIPOTPaMMHBIX CpeJCTB 3aKa3uMKa, He CBSI3aHHOW C OKa3aHWeM YCJIyr B
COOTBETCTBHUHM C HACTOSIIMMHU TeXHUUeCKUMHU TpeboBaHusiMU. OKa3aHue YC/IyT He JO/DKHO TIPUBOAUTE K
ocTaHOBKaM B pabote 3kcruiyatdpyemoro I1O 3a HCK/IIOUEHHEM TeXHOJIOTHUeCKHUX I1epephiBOB,
CBSI3aHHBIX C OOHOBJIEHHWEM TIPOTPAaMMHBIX CPEeZCTB, Jara W BpeMs KOTOPBIX COTJIaCOBBIBAETCS C
3aKa3urKOM.

4.2.4. B cBsa3u c teM, uto B AC [JOY wucnosnb3ytoTcss QyHKUUA NOANMUCAHUS (YTBEp>K/eHus)
JIOKYMEHTOB Y KapTOUeK yCU/IeHHOW KBaTU(PULIIMPOBAaHHOW 3/IeKTPOHHOM TMOJINHUCHIO, a TAK)Ke YUUThIBast
ToT (hakt, uto AC JOY sBisieTcss CHUCTeMOM, pa3pabOTaHHOW C WCIO/Ib30BaHHEM IH(POBATBHBIX
(xpunTorpaduuecKrx) CpeACTB, [/ BbIMONHeHUs TpeOoBaHWI HacTosirero TexXHUUECKOro 3aJjaHus
VcniosmHuTens J0/DKeH UMeTh C/IeYIOLYHO JIALeH3HIO:

- ®Cb Poccuu Ha ocyiiecTBieHHe pa3paboTKH, MPOM3BOACTBA, PaCPOCTPaHeHUsT IM(PPOBATBEHBIX
(xpunTorpaduueckrx) CpeAcTB, WH(GOPMALMOHHBIX CUCTEM U TeJeKOMMYHUKALIMOHHBIX CHUCTEM,
3alUIIeHHBIX C UCTOb30BaHKeM IM(PoBaIbHbIX (KpUNTOrpadguuecknx) CpefiCcTB, BLIMOIHEHUs paboT,
OKa3aHHs yciyr B obsacty nmdpoBaHust MHGOPMAL|H, TeEXHUUECKOTO 00C/TyKMBaHUS MH(POBATBHBIX
(xpunirorpadmyecknux) CpeAcTB, HWH(OPMALMOHHBIX CHUCTEM U TeleKOMMYHUKALMOHHBIX CHCTEM,
3alUIeHHBbIX C UCI0/Ib30BaHUeM IIM(POBaabHbIX (KpUnTorpadruyeckux) CpefCTB (3a HMCKIIOUeHUEM
Clydasi, eclnd TeXHUueckoe 0OOCIy)KWBaHWe IIMQPOBaNbHBIX (KpuUrrorpadguyeckux) CpeJcTB,
MH(POPMALIMOHHBIX CUCTEM U TeJeKOMMYHMUKAIJMOHHBIX CHUCTeM, 3alliMIeHHbIX C HCI0/JIb30BaHUEM
1mdpoBanbHBIX (KpUNTOrpadruecKrx) CpeiCTB, OCYILeCTBIIsSeTCS /it obecrieueHus: COOCTBEHHBIX HY»K]
IOPUIMUECKOT0 JIMLja WIM WHAWBHU/Ya/JbHOIO IpeANpUHUMATessl) C yKa3aHWeM B IIPUJIOKeHUM
C/1eyIOIIUX BUIOB JIeSITe/IbHOCTU:

* pa3paboTKa 3alUIeHHbIX C UCIOb30BaHNeM MM(pOBaNbHBIX (KPUNITOrpaguuecKrx) CpeJCTB
MH(OPMaLIMOHHBIX CUCTEM;

® MOHTaX, yCTaHOBKA (MHCTa/ISILMA), Hajla/jKa 3allMIeHHbIX C MCTO0Ib30BaHUEeM IM(PPOBaTbHbIX
(xpunTorpacdrueckux) cpe/iCTB UHPOPMALIMOHHBIX CUCTEM.
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4.2.5. Hanuure y yyaCTHHKA 3aKyTKH MTPaBO00/IaIal0IUX JOKYMEHTOB (MCK/TFOUMTE/TBHBIX TIPaB)
TIPOrPaMMHOTO TIPOZIYKTa WK [IeMCTBYIOIIEro /oroBopa (KOHTpakTa) ¢ pa3paboTuMKOM MPOrpaMMHOTO
NIPOAYKTa WX UHOU JJOKYMEHT, JAroLUU ITPaBo Ha CONPOBOJK/eHUe NMPOrpaMMHOI0 MPOYKTa Ha IepUOZ,
OKa3aHMs yCIyT 3aka3uvkKa Ha OCHOBaHMM ctateit 1229, 1233, 1235 I'paxkgaHckoro Koaekca PO.

4.2.6. OkasaHue yCIyr II0 CONPOBOXKAEHUID MEXBeJOMCTBEHHOI'O KPUAMNYECKU 3HAUYMMOI'O
3/IEKTPOHHOTO JIOKYMEeHT0000pOTa BO3MOXKHO Y/la/ieHHO C HCIO/b30BaHHWEM TIPOTPaMMHBIX CDeJCTB,
obecreunBarOIUX 3allUTy yAaieHHoro AocTyra 1o anroputMaM 'OCT K jloKasbHOM ceTH 3akKa3uMKa.
Y nanenHslii JocTyn nipefocTasisieTcs VicnonHuTento nocse nognucanus CoralieHys o HepasrialleHUu
KOH(pUeHIMaIbHOM UH(OPMAaLH, KOTOPOe SIBJISIeTCS HeOTheMJIEMOM UacTbi0 KOHTPaKTa.

4.2.7. VicnonHuTesb 06s13yeTcs He pa3riaiiaTh TPeTbUM JIMLaM KOH(GHAeHL[Ma/IbHYI0 UHPOPMALUI0
Y He WCTI0/Ib30BaTh eé JIFoObIM ApyruM 00pa3oM, KpoMe Kak Aisi BBITIOHEHUs 3aiau 110 HACTOSIIeMY
TEXHUUYECKOMY 3a[jaHUI0, 3@ UCK/IFOUEHUEM C/IyuaeB, YCTAaHOBJ/IEHHBIX 3aKOHO/AaTe/IbCTBOM Poccuiickoit
depepauyn. VicnonHutenb o0s3yeTcsi TIPeANIPUHATL BCe HEOOXOAWMBbIe Mephl il TpeAOoTBpalLeHUst
pasrjiaiieHys KoH(UeHIMaIbHOU NH(OPMAaLUY UX COTPYAHHUKAMU.

4.2.8. Tloz koH(YAEHIMATbHON TTOHUMaeTcs Jito0ast MHGOpMaLKs TeXHUUeCKOTr0, KOMMepUeCcKoro,
(brHaHCOBOrO XapakTepa IpSIMO WM KOCBEHHO OTHOCSILASACS K B3aWMOOTHOIIEHUsIM VicmosHuTens u
3aka3uuKa, He OIyO/IMKOBaHHAst B OTKPHITOM TleyaTy Wi MHBIM 00pa3oM He Tiepe/iaHHast [jjis CBOO0HOTO
Jl0CTyTa, U CTaBIllas U3BECTHOM CTOPOHAM B X0/l BbITIOJIHEHUS] HACTOSIIIEr0 TEXHUUECKOr0 3a/|aHusl.

4.2.9. Oxka3zaHue yCIyr He CONPSIKEHO C IIpejocTaB/ieHHeM 3aKa3uMKy IIpaB Ha
HCMO/Ib30BaHHEe MPOrpaMMHOro ofecmeyeHUsi WIM pacllMpeHHeM paHee IPe/0CTaB/JIeHHOr0
o0bema mpas.

4.2.10. VicriosHUTeb CaMOCTOSITE/ILHO M 3a CYeT COOCTBEHHBIX CPeZCTB M3yuyaeT YCTPOMCTBO U
(GYHKLIMOHAIbHbIE BO3MOXKHOCTH AelcTBYOLMX KOMITOHeHTOB AC [IOY, a Tak’Ke CMeXXHbIX CUCTeM U UX
B3aUMOCBSI3€eM.

4.2.11. lomxHa 6bITH 0OecrieueHa OecripepbiBHAs ¥ KOppeKTHasi paboTel CHCTeMbI Ha TIPOTSHKeHUH
BCero CpoKa HUCIO/THeHUs] KOHTpPaKTa COrJlaCHO TeXHUUeCKOMY 3a/laHuIo.
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