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JOKYMEHTAIIMOHHOE OBECIIEYEHHE
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KonunuecTBO 4acoB Ha BBLITIOJIHEHHUE

®opMBbI y4acTusi B KOHKYpCe

3ananue 11 KOHKypca

Monynu 3a1aHust 1 HEOOX0IUMOE BpeMs
Kpurepun ouenku
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1. ®OPMbI YYACTHUA B KOHKYPCE
NuauBuayanbHbIl KOHKYPC.
2. SAJAHME JJIs1 KOHKYPCA

ConepxaHueM KOHKYPCHOTO 3a/IaHUs SBIJISIIOTCS paOOThl IO OpPraHU3allUOHHOMY
U JOKYMEHTAIIMOHHOMY OOECIEUECHHIO YIpaBICHUS OpraHu3aluu. YYaCTHUKHU
KOHKypca TOJy4ar0T WHCTPYKIHIO W B COOTBETCTBHU C YCJIOBHEM MOMYJS TaKeT
nokyMeHTOB. KOHKypcHOe 3ajlaHhe HMEET HECKOJIbKO MOMIYJIEH, BBIMOJHIEMBIX
MOCJIETOBATENBHO.

KoHKypc BKIIOYaeT B ceOsl BBIMTOJTHEHUE Pa3IMYHBIX MPOIECCOB NEATCIBHOCTH
[0 OpraHU3allMOHHOMY M JOKYMEHTAallUOHHOMY OOECIEUECHHUIO JeATEIbHOCTU
OpTraHU3aIUH.

OkoHUaTeNnbHbIC ACMEKThl KPUTEPUEB OILCHKA YTOUHSIOTCA WICHAMHU >KIOPH.
OrneHka MPOU3BOAMUTCS KaK B OTHOIIEHUM DPAOOTHI MOJYJIEH, Tak U B OTHOIICHUHU
Mporiecca BBITIOJIHEHHS KOHKYPCHON pa®oThl. Eciii ydacTHUK KOHKypca HE BBITTOJTHSCT
TpeOOBaHUS TEXHUKA O€30MacHOCTH, TMOABEpPracT OMacHOCTH ce0s WU JIpYrux
KOHKYPCAHTOB, TAKOH yYaCTHUK MOYET OBITh OTCTPAHEH OT KOHKYypCa.

Bpewms u neranm KOHKYPCHOTO 3aJlaHHsI B 3aBUCUMOCTH OT KOHKYPCHBIX YCIOBUN
MOTYT ObITh U3MEHEHBI YWICHAMH JKIOPH.

KoHkypcHOE 3alaHWe JOJDKHO BBITOJHATHCS IMOMOAYJbHO. OIIGHKa TaKke

MPOUCXOJUT OT MOJYJIA K MOAYJIIO.
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3. MOAYJIA 3BAJAHUS U HEOBXO/IUMOE BPEMSI
Monynu u Bpemsi CBeIcHBI B Tabiwmile 1
Tabmura 1.
0 B
N HaunmenoBanue Momyns Pabouee Bpems PeL A
n/n 3aJlaHue
1 |Mogyns 1: [ToaroToBka TEKCTOBOTO JTOKyMEHTA C1 11-00 - 13-00 2 yaca
C1 14-00 - 16-00 2 yaca
2 | Monyns 2: JlokyMeHTaOHHOE o0ecrieueHre padboThl ¢ C2 09-00 -13-00 4 qgaca
MIepCOHAIIOM
C2 14-00-15-00 1 yac
3 Monynb 3: Opranusanus 10KyMeHTo000poTa C2 15-00 - 18-00 3 gaca
4 | Monyns 4: ObGecrieueHHE COXPaHHOCTH IOKYMEHTOB U C3 09-00 — 13-00 4 yaca
aen
C3 14-00-16-00 2 yaca

Moayas 1: IloaroroBka TeKCTOBOI0 J0KYMEHTA

YyactHuky HE0O0X0aUMO HAOPaTh U OQOPMUTH TEKCT TEMATUYECKOTO COOOIIEHNUS
PYKOBOJUTENS B COOTBETCTBUU C TPeOOBaHUAMH, 00bEMOM 5 CTpaHMI], CBEPUTh CHOCKHU
Ha 3akoHbl P®, mnocranosinenus IlpaBurensctBa PP u apyrue HOpPMAaTUBHO-
METOJUYECKHE JOKYMEHTBl C UCIIOJIb30BAHUEM CIPABOYHO-IPABOBON  CHUCTEMBI.
JIOTIOJIHUTh HENOCTAIOIINE JaHHBbIC, WCIPABUTH JOMYIIEHHbIE B TEKCTE€ OIIMOKUA B
COOTBETCTBHUH ¢ TpeboBaHusIMU OubOIMOrpaduyeckoro onucanus. [IpaBuiabHO 0POPMUTH
MOCTPaHUYHBbIE CHOCKU. BCTaBUTH B MOJTOTOBJICHHBIM TEKCT CKAaHHMPOBAHHBIM PHUCYHOK
(cxemy, rpaduk). [ns BbITONHEHMS 3aJaHUs YYaCTHUKY Mpe[jaraercs TEKCT Ha
OyMa)KHOM HOCHTEJIE C KOPPEKTYPHOU MPaBKOM M PyKOMUCHBIMHU BCTaBKaMHU.

IIprmepHBIN aJropuTM BBINIOJIHEHUS 3a1aHUS.
1. TlomroroBka pabouero Mecra: BKIIOUYEHHE OpPIrTEXHUKH, TpOBEpKa U

pa3MenieHrne KaHUEIIPCKUX MPUHAIIIEKHOCTEN.
2. H3ydyeHue KOHKYpPCHOTO 3aJaHUS.

3. I/ISY‘{CHI/IG MMpEACTAaBJICHHOI'O TCKCTA Ha 6YMa)KHOM HOCHUTCIIC.
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4. CBepka CHOCOK M IIUTAT C HOPMATHUBHBIMU JOKYMEHTAMH C HCIOJIb30BaHUEM
CIIPaBOYHO-TIPABOBOM CHCTEMBI.

5. Habop nmeuaTHOro ¥ PyKOMHUCHOTO TEKCTa C y4E€TOM UCHpPaBICHUI, BHECEHHBIX
KOPPEKTYPHBIMH 3HAKaMHU.

6. BcraBka B TekCT 0hopMIIIEMOr0 TEMAaTUYECKOTO COOOIIECHUS BBIACPKKH W3
HOPMAaTUBHOTO JIOKYMEHTA C UCTOJIb30BAaHMUEM CIIPABOYHO-TIPABOBOM CUCTEMBI.

7. CkaHupoBaHME, BCTaBKa M (opmaTupoBaHME H300paKEHUSI B  TEKCT
0hOpMIISIEMOTO TEMAaTHYECKOTO COOOIIICHUSI.

8. Odopmienne HaaMHCcel K BCTABICHHBIM B TEKCT N300paKECHUSM.

9. BcraBka MOCTpaHMYHBIX CHOCOK B COOTBETCTBUM C TpeOOBaHUSMHU
ouborpauuecKoro OMucaHusl.

10. ®dopmatupoBaHHE TEKCTa TEMATUYECKOTO COOOIECHUS C YUYETOM TpeOOBaHUM
K neyatHomy coobmenuto B cootBerctBun ['OCT.

11. CoxpaHeHHe TOTOBOTO TEKCTa B MAIKe MO/ CBOUM KOJOBBIM HOMEPOM.

12. BwIBOJ TEKCTOBOTO JOKYMEHTA Ha IE€YaTh.

13. CoxpaHeHue Manku ¢ TEKCTOBBIM JOKYMEHTOM Ha (prienr-HoCHUTere.

14. Tlepenaua nokymMeHTa U (JEMI-HOCUTENS SKCIEPTaM JIJIsl OLICHUBAHUS.

15. YG6opka pabodero mecra.

MoayJb 2: JIoKyMeHTAUMOHHOE o0ecrnieueHre padoThl ¢ MEPCOHATIOM

YyacTHUKY HEOOXOAUMO BBIMIOJHUTH JJOKYMEHTHUPOBaHUE KaJPOBBIX OIEpaluii Ha
OCHOBAHUHU MPEJCTABICHHBIX TPYJIOBBIX JIOTOBOPOB, 3asBJICHUM, MPUKA30B IO JIUYHOMY
coctaBy; O(GOPMHUTH TMPHKa3bl, 3aMOJHUTh TPYAOBbIE KHUXKKH B 3aBUCUMOCTH OT
cuTyauuu. Bcero Juisi BBIMOJHEHUS 3alaHUsl YYaCTHUKY mpeayiaraercss 10 KOMILIEKTOB
nokyMeHTaruu. JlomkHbl ObITh OpopMIteHbI Bce 10 KOMILIEKTOB.

[IpumMepHBbIN aaTOPUTM BBIMOJTHEHUS 33/IaHUS:
1. [ToaroToBka paboyero wmecra: BKIIOYEHHE OPITEXHUKH, IIPOBEpKA W

pPasMCIICHHUEC KaHICIISAPCKUX HpPIH&,Z[J'IC)KHOCTCﬁ, PasMCIICHUEC TOKYMCHTOB.
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2. N3ydeHne KOHKYpCHOIO 3aJJaHus.

3. Cucremarusaiys JOKyMEHTOB MO KaJIpOBBIM OIEPaIUsIM.

4, Odopmiierne TpHWKa30B MO  JUYHOMY COCTaBy Ha  OCHOBAaHHH

MPEJICTABICHHBIX JIOKYMEHTOB: TPYIOBBIX JOTOBOPOB, 3asABICHUN pPaOOTHHUKOB,
JOKJIaJIHBIX 3alIUCOK, MNPEIOKEHUM, YBEIOMIICHUI 1 UHBIX IOKYMEHTOB C PE30JIIOIUEN
pykoBogutens.  [Ipm  odopmieHHH  TNPUKAa30B  YYAaCTHHUKOM  HCIOJIB3YeTCs
yHUpUIMpOoBaHHas  (¢opMa TIpHKa3a MO JHUYHOMY COCTaBy, JUId  IIOMCKa
yHU(ULIHPOBaHHOUN (opmbl ucnosbzyercs CIIC.

S. OO0paboTka M perucTpanus KaJpoBbIX JOKYMEHTOB B PETUCTPALMOHHBIX
¢dopmax. dopma KypHajla PETUCTPALIMA MOXKET OBITh HCIIOJIb30BAHA KaK B OyMa)KHOM
BapHaHTe, TaK U B DJIEKTPOHHOM, IPHU 3TOM YYAaCTHUKH MOTYT HCIOJB30BaTh BCE

IIPpOrpaMMHBIC ITPOAYKTBI (Hal'IpI/IMep 0aza JaHHBIX COTPYIHHUKOB WJINM PCTUCTPALIMOHHBIC

bopmbI).

6.  CucremaTtuzanusi U COXpaHEHUE TOKYMEHTOB B MamKe IMOJl CBOMM KOJOBBIM
HOMEPOM.

7. BriBon Ha meudaTh BCEX CO3JaHHBIX JOKYMEHTOB, BKJIIOYAsl >KypHasbl
PETUCTpPAIINH.

8.  CucremaTu3zaius ne4aTHbIX KaJpOBbIX JOKYMEHTOB.

Q. CoxpaHenue Ha (pyeni-HocuTesne Nanky ¢ KaIpoOBbIMU IOKYMEHTaMU

10. Tlepemada JOKyMEHTOB | (JICTI-HOCHUTEIIS SKCTIEPTaM JIsl OLICHUBAHUS

11. VY6opka pabouero mecra

Moayas 3: Opranu3anusi J0KyMeHT0000poTa
YyacTHUKY HE0OXOIMMO 3apETUCTPUPOBATH BXOASIINE, HCXOIALINE U BHYTPECHHHE
JOKYMEHTBl TpPEANpUsATHS B JKypHajlaxX perucTpanuu. YUYaCTHUKY IPEICTaBIICHbI
JOKYMEHTBI Ha OyMa)KHOM U 3JIEKTPOHHOM HocuTelsix. HeoOxoaumo npoussectu oTOOp
JOKYMEHTOB, HE TMOJJIEeKAIIMX PErHCTpalud, COPTUPOBATh JOKYMEHTBI IO UX

HAa3HAYCHUIO, CPOYHOCTH, BAXHOCTH, XPOHOJIOTHUH. 3apCFI/ICTpI/IpOBaTI> JOKYMCHTEI B
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COOTBCTCTBUU C MX HABHAYCHUCM B KYPHAJIaX U IIPOCTABUTH HGO6XOI[I/IMBIC PECKBHU3UTELL
Ha JOKYMCHTHI. HpI/I BBIIIOJIHCHHU pa60T51 HUCIIOJIB30BaTh HOMGHKJIaTypy ACI
MMpCOAIPUATHA. PaboTa MOKET BBIIIOJHATHECS C MCIIOJB30BAaHUEM Oa3bl JaHHBIX HJIIM B

TPaJAULIMOHHOM (PYKOIIMCHOM) BapHaHTe.

[IpuMepHBIN aarOpyuT™M BBIIIOJIHEHHUS 3aJaHUS:
1. [lonroroBka pabouero MecTa: BKJIIOYEHHWE OPITEXHUKH, IPOBEpKA U

pPasMCIICHHUC KaHICIIIPCKUX HpPIHElI[JIG)KHOCTGfI, pasMCIICHUC TOKYMCHTOB.

2. N3yyeHnne KOHKYpCHOTO 3aJaHusl.

3. OT60p JOKYMEHTOB JIsl PETUCTPALIUH.

4. Peructparus u o0paboTka BXOASIIMX JOKYMEHTOB

S. O0paboTka 1 perucTpanus UCXOASAIMINX U BHYTPEHHUX IOKYMEHTOB

6. CoxpaHeHHe TMEYaTHbIX JOKYMEHTOB M PETHCTPAllMOHHBIX (OpM B mamke

MTOJT CBOUM KOJIOBBIM HOMEPOM
7. BriBog Ha medarh JKypHaJIOB perucTpanud W ux odopMmIIeHHE B
CcOOTBETCTBMM ¢ HOMEHKIIaTypou nien
8. Cucremarusanus 00pabOTaHHBIX JOKYMEHTOB
9. CoxpaHeHue Ha (IIeII-HOCHUTEIIC MMaNKy ¢ 0a301 TaHHBIX IO JIOKYMEHTaM
10. Ilepemaua ypHajoOB M JTOKYMEHTOB dKCIIEPTaM JIJIsI OICHUBAHUS

11. VYo6opka pabouero mecra

. Moayasb 4: ObecnneyeHrne COXpaHHOCTH JOKYMEHTOB U J1eJI

YyacTHUKY HEO0OXOAMMO O(POPMUTH OOJOXKKH JeN JJIUTEIBHBIX U BPEMEHHBIX
CPOKOB XpaHCHHUs, TPOHYMEPOBAaTh JIUCTHI Jed, O(GOPMUTH BHYTPEHHHE OIHUCH
JOKYMEHTOB JeJI, O(OPMHTH JIMCTHI-3aBEpUTEIN. Bcero st BBIMOJHEHUS 3aJaHUA

yuacTHUKY npesaraercs 10 nen. JlomkHbl ObITh 0OpMIICHBI BCE JI€TIa.

III PernonansHslif uemnuonat «Moionsie npodeccronans! (Bopmackumic Poccus)» B ropone CeBacromnone B 2018 T.
JlokyMeHTaIOHHOe o0ecreyeHe yIpaBIeHHs 1 apXHBOBEICHHE



A\

worldskills
Russia
[IprMepHBIN anrOpyuTM BBINIOJHEHHUS 3a1aHHUS.
1.  IloaroroBka pabOouero MecTa: BKJIIOYEHHE OPITEXHUKH, IPOBEPKA U
pa3MelleHNnEe KaHIEISIPCKUX MPUHAIICKHOCTEN, pa3MEIICHUE JIE.
2. V3yueHne KOHKYPCHOTO 3aJjaHus.
3. OTtOop J1en CTPYKTypHbIX NOJpa3felieHud 18 uxX oQopmileHUs Ha
OCHOBAHHH MPEJCTABICHHBIX HOMEHKJIATYp AEII.
4. CBepka 3arojoBKOB JeJ1 Ha 00JI0KKEe, COCTABJICHHOM MU 3aBEJICHUU JeNa U
10 HOMEHKJIATYPE JENl.
5.  IlpoBepka mnpaBUIBLHOCTH (OPMHPOBAHUSA JIOKYMEHTOB BHYTpU Jea,

COCTaBJICHHE BHYTpeHHeHl omucu nena. [Ipu coctaBieHuM BHYTPEHHEH OIMKUCU MOMKET
OBITh HWCITOJIB30BaH OJIAaHK BHYTPEHHEH OMHCH, MPEAYCMOTPEHHBIM HOPMATHBHBIMH
JTOKyMeHTamMu. JIJisi BBITIOJIHEHUS 3TOTO 3aJaHUsl MCHOJB3YETCs CIPaBOYHO-TIPABOBAs
cucteMa. BHyTpeHHsAS OmMCh MOXKET ObITh OdopMIIeHA KaK B JJIGKTPOHHOM BHUJE U
pacreuaTaHa, a Take Ha OyMa)KHOM HOCHUTEJE pPyKOITHUCHBIM CIIOCOOOM.

6. Hymepamust nucroB gema u  odopmieHue Jsucra-zaBeputens. [lpu
0OpPMIICHUU JUCTA-3aBEPUTENST MOXKET OBITh HCIIOJb30BaH OJIAHK JIMCTa-3aBEPUTEIIS,
MPETYCMOTPEHHBIA HOPMATHUBHBIMH JTOKyMEHTaMU. J[JI1 BBIMOJHEHHUS ITOTO 3aJIaHUS
MOET OBITh HCIOJIb30BaHA CIPABOYHO-TIPaBOBas cuctema. JIucr-3zaBeputenb MOMKET
OBITH 0(OpMIIEH KaK B SJICKTPOHHOM BHJIE M paclieyaTaH, WM Ha OyMa)KHOM HOCHTEJC
PYKOITUCHBIM CITOCOOOM.

7. OdopmiieHne 00JIOKKU Ji€Ja MOCTOSHHOIO, BPEMEHHOTO XPAaHEHUSI U IO
JUYHOMY COCTaBy HJisl Tepenadd Ha apxXuBHOE XpaHeHue. [Ipu BHIMOTHEHWM 3aJaHUA
MOKET OBITh UCIOJh30BaHa (popMa OOJOKKH Jieia, MPEAYyCMOTPEHHAsT HOPMATHBHBIMH
JOKyMeHTaMu. J[J1s1 BRITIOTHEHUS ATOTO 3aaHUS MOXET OBITh UCTIOJB30BaHa CIIPABOYHO-
nmpaBoBas cucrtema. OO0M0KKa MOXET ObITh O(OpPMIICHA KaK B DJICKTPOHHOM BHJE H
pacreuaTaHa, a Takke Ha OyMa)KHOM HOCHUTEJE PyKOTHCHBIM CIIOCOOOM.

8. BBIBO,Z[ Ha Ie4YaTh BCCX CO3AaHHBIX TOKYMCHTOB
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Q. Pazmenmienne BHYTpEHHUX  ONUCEHW, JIMCTOB-3aBEpPUTEIECH B  Jienax,
PUKPETICHUE 00JIOKKH K JIeJaM
10. CoxpaHeHUE CO3JaHHBIX JOKYMEHTOB Ha pa0o4yeM CTOJie¢ B TMamke MOJ

CBOUM KOJIOBBIM HOMEPOM
11. Coxpanenue Ha (JelI-HOCUTENE MANKU C JOKYMEHTaMH

12. Ilepemaua odopmieHHBIX 1e1 W (QICM-HOCUTENS JSKCIepTaMm  JUis

OLCHUBAaHUA

13.  Y6opxka pabouero mecta

4. KPUTEPUU OLHEHKH

B nanHOM pasmerne ompenenieHbl KPUTEPUU OIEHKH W KOJMYECTBO HAYHMCIISIEMBIX
O0amioB (cyObeKTHBHBIE M OOBEKTHBHBIC) Tabmuia 2. OOmee KOIMYECTBO OallioB

3aJIaHUsI/MOTYJISI TIO BCeM KpuTepusM orieHkn coctasisier 100.

Tabnuma 2.
Pasnen Kpurepnit Ouenku
CyObekTuBHas OO0BeKTUBHAS O61mas
(ecnu 3TO
IPUMEHHUMO)
A Mognyis 1: IlogroroBka TEKCTOBOIO 25 25
JOKYMEHTa 0
B Monynb 2: JIokyMeHTallmOHHOE 25 25
obecrieueHre paboThI C IEPCOHATIOM 0
C Mopyns 3: Opranuzamus 0 25 25
JTOKYMEHT0000poTa
D Monyne 4: OGecnieueHue 0 25 25
COXPaHHOCTH JOKYMEHTOB H 1€l
Hroro = 0 100 100

CyO0bekTHBHBIE OLIeHKH - He npumMeHumo.

5. MPUJIOKEHUSA K 3AJAHUTIO
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Bo3M0xkHO mprMepHbIE MAKEThl TOKYMEHTOB U JICII.
Hampumep, B [Ipunoxenuun 1 npuBeaeH NpuUMepHbIN TeKCT 3aAaHus B Mopayne 1

«HOI[FOTOBK& TCKCTOBOI'O IOKYMCHTAa».

MpunoxenHne 1

COOBLUEHNE O KOH®U-HOE AINMPOUSB.

B 1993 r. B 3akone Poccniickoit ®eneparmu «O rocyIapcTBeHHOI TaliHe» ' BiepBbie
ObLIO OPUIIMATIEHO OMPEENIEHO MOHATUE «TOCYAAPCTBEHHON TaliHbl». B nelicTBytoniem
3aKOHOJIATEIbCTBE HET ONPEACIICHUS OHATHS CITYy>KEOHOH TailHbl, HO €CTh OT/AEJIbHbBIE
YIOMHHaHUS, KaK, HarpuMmep, B DenepanbHom 3akoHe «O0 nHpopmanuu
MH(OPMAIHOHHBIX TEXHOIOTHSX U 3aIUTe HHPOPMAIAI»-. .. .. .. Bwmecre ¢ Tem Ha
OCHOBE aHAJIM3a HOPMATUBHBIX MMPABOBBIX aKTOB MOYKHO BBIJIETUTh COJEPKAHHUE U

OCHOBHBIE TPU3HAKN OTHECEHUSI HHPOPMALIUU K CITy>KeOHOM TaiiHe.

B Yerseproii yactu I'pak1aHCKOTO KOJEKCA Poccuiickoii® ®denepanry BBEJICHbI
OIpeJIeJICHUS] HOBBIX MOHATUN: «CEKPET MPOU3BOJICTBA (HOY-Xay)» U «CIIy>KEOHbII ceKkpeT
npousBoJicTBa». B ®@enepanbHoM 3akoHe «O0 nHPOpMAIMK HHPOPMAIIMOHHBIX TEXHOJIOTUSAX U 3alllUTe
uH(pOpMaLUN» ONIPeNIeIeHO MOoHATHE «IIpodeccuoHanbHas TaitHa». [Ipunateiii B 2004 r. ®enepanbHblit
3aKk0H «O KOMMEPUYECKOH TaifHe»" NI IOHITHE «KOMMepUecKas Taiina». HoBas penaxist
3akoHa 2007 r. BBOOUT B3aUMOCBSI3b KOMMEPUYECKOM TaliHbI U CEKpETa IPOU3BOJICTBA.

Kaxk MBI mpeamoniaraeM, MOHATHE «TalHA) UMEET JIBa CMBICIIOBBIX 3HAYCHUS: HEUTO
abCOFOTHO HEM3BECTHOE BCEM M HEYTO OTHOCUTEIHLHO HEM3BECTHOE JIJISl KAKUX-JIH00
. UasiMu crioBaMu, nHGOpMaIius J0DKHA ObITh M3BECTHA WU JIOBEPEHA Y3KOMY
Kkpyry jmil. [Ipu 5ToM 0OcHOBaHMEM M3BECTHOCTH MH(POPMAIIUU TOMY WU HHOMY JIUILY
MOTYT OBITh TPOQPECCHOHATIbHAS UJTU CITYKEOHAas ACSITEIbHOCTh, CEMEHHO-OpayHbIe
OTHOIIEHUS U JIp.

3akoHoOaTenbCTBOM BBeAEHbl BA OrPaHUYEHNS HA OTHECEHME

NHpopMaUUKn K KoHuaeHunansHon. K Hen He MoXeT BbITb OTHECEHa
NHJOOPMaLNS, BO-NEPBbIX, COCTaBNAOLWAas rocy4apCTBEHHYO TalHy, U, BO-
BTOpbIX, MHGOPMaLMs, KOTOpasa AOMKHa BbITb 06LWea0CTYNMHOM B LiensxX
npeaynpexneHnsa CoKpbITUA nNpaBoHapyLLUEHUW 1 NpeaoTBpaLeHNa HaHEeCEeHUS

yuiepba 3akOHHbIM MHTEpecaM rocyaapcTea, M3NYEeCKUX U KPUANYECKUX NUL.

2 ®3 «O6 nupopMauy, HHPOPMALMOHHBIX TEXHOJIOTHSX H 3aIATe HHYOPMAIIHI
3 I'paxxnanckuii konekce Poccmiickoit (I'K P®) (pex. ot 31.01.2016

* DenepanbHblii 3aKkoH "O KoMMepueckoii Taitie" ot 29.07.2004 N 98-®3 (pex. ot 12.03.2014)
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[MepeyHun Takon nHdopmauum cogepxatcs B 3akoHe Poccuinckon Geagepaunmn
«O rocygapcTBEHHOM TalHe»”, denepanbHbiX 3akoHax «O6 nHdopmaumn,
MHPOPMALIMOHHBIX TEXHOMOMMSX U 3aLuTe uHopmaumm»®, «O KoOMMepUHecKon
TaiiHe» ', «O nepcoHarnbHbIX AaHHbIX»®, B [TonoxeHun o nopsiake obpaLleHnst co
cnyxebHon nHpopmaumen orpaHNYeHHOro pacnpocTpaHeHns B peaeparbHbIX
opraHax UCMOSIHUTENbHOM BNacTn 1 ap.

B cootBercTBUU ¢ DenepanbHbIM 3aKOHOM OTpaHUYEHUE JOCTYIA K
nHOpMaAIMK yCTaHABIMBAETCA B IEJSIX 3allUThl OCHOB KOHCTUTYIIMOHHOTO CTpOS,
HPaBCTBEHHOCTH, 370POBBS, TPaB W 3aKOHHBIX WHTEPECOB IPYTUX JIHI], 00ECTICUCHUS
000pOHBI CTPaHbI U OE30MMACHOCTH I'OCYIApCTRA.

depepanbHbli 3akoH «06 MHbOpMauMn MHMOOPMALMOHHBIX TEXHOMOTUSAX W
3awmTe uHGopMaunm» noapasaenun UHdopmauuio B 3aBUCMMOCTU OT KaTeropumu
[AOCTyNna K Hel Ha obLeaocTynHy U MHdopMaunio, AOCTyN K KOTOPOM OrpaHuyeH
dbenepanbHbIMM 3akoHaMu (MHMOPMaLMS OrpaHUMYEHHOro A0CTyna), a TakKxe B
3aBMCUMOCTM OT TMopsiika ee MpefoCTaBfieHUs WAW  pacrnpoCTpaHEeHUs Ha
cneaytowme BUAbI:

—cBO60AHO pacrnpoCTpaHsieMyi0; eMNpefoCTaB/sSEMYIO MO COrNMalleHuto nuu,
y4acTBYIOLWMNX B COOTBETCTBYIOLMX OTHOLUEHUSX;

—NpenocTaBIiEMYIO UM PAcNpOCTPaHsAEMYH0 B COOTBETCTBUUN C peaepanbHbIMU
3aKOHaMu;

—pacnpocTpaHeHne Kotopon B Poccuinckon depepaumm orpaHUuMBaeTca Wiaun
3anpeLaeTcs.

O0s13aTeNbHBIMU SBJISIOTCS COONIOACHUE KOHPUACHITMATBHOCTH HH(DOpMaIuu
OTPaHUYEHHOTO JIOCTYTIA, WIH «KOH(PHUICHIIMATIbHON HH(OPMAITINY, 32 UCKITIOYCHUEM
uH(popMaIu, COCTaBISAIONICH TOCYAapCTBEHHYIO TaliHY.

NHupopmarys orpaHideHHOTO T0CTYTa, OTHOCAIIAACS K KOH(PHUICHIIMAIBHON 1
COCTaBJISIIONIAs KaKyHO-JIM0O TaiHY, 32 UCKIIFOUCHUEM TOCYIapCTBEHHOM, HE CYIIECTBYET
cama 1o cebe. OHa oTOOpaKaeTCs Ha Pa3TUIHBIX HOCUTEIISAX, KOTOPBIE MOTYT €€
COXpaHsTh, HAKAIINBATh, TIepeaaBaTh. Mcroib3oBanue Takoi HHGOPMAITHH
OCYIIIECTBJISIETCS C TIOMOIIBI0 HOcuTeneH. JlokymenTupoBanHas HHGOPMAIIHS — 3TO
3aUKCHpOBaHHAS Ha MaTePUATBHOM HOCUTEJNE IMyTEM JOKYMEHTHUPOBAHMS HHPOPMAITHS
C PEKBU3UTAMHU, MO3BOJISIOIINMHE ONPEACIIUTh TaKyt0 HH(POPMAIIHIO, WU B

> ®denepanbHbII 3aKOH

6 denepanpHoM 3akoHe «OO0 mHopManuy, MHGOPMALMOHHBIX TEXHOJOTHMAX M 3amure mHGopmauum» ot 20.07.2006 r.
(pemakuus ot 13.08.2015)

" denepanbsiii 3ax0H "O koM. .. Taitne" N 98-D3 (pex. ot 12.03.2014)
8 B ®exep. 3akon "O mepcoHanbHBIX HaHHBIX" oT 27.07.2006 N 152-D3 (pex. ot 21.07.2014)
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YCTaHOBJIEHHBIX 3aKOHOATENLCTBOM Poccuiickoint denepanuu ciaydasx ee
MaTepUAIIbHBIA HOCUTEIIb.

Tunsl mMaTepuanbHbIX OOBEKTOB Kak HocuTened wuHpopmanuu pasnuyHbl. Vmwu
MOTYT OBITh OyMakKHbIE HOCUTENIA, MArHUTHBIC JICHTHI, MATHUTHBIC U JIA3€PHBIC JUCKH,
($b0TO-, KUHO-, BUJICO- U AyJIUOIUICHKH, Pa3JIMYHbIE BHUJbI MPOMBIILICHHON MPOMYKIIHH,
TEXHOJIOTMYECKHE MPOIECChl, ABTOMATU3UPOBAHHbBIE NH(HOPMAIIMIOHHBIE CUCTEMBI U JIP.

Takum  oOpazom, NOHATHE  «KOH(HIECHIMAIbHAS  JOKYMEHTHUPOBAHHAS
uH(pOpMaIKs», COCTABIIONIAS KaKyl0-TH00 TaiiHy, 3a UCKIIIOUEHUEM TOCYyAapCTBEHHOM,
ABJISIETCSI CBOETO POJA COOMPATENbHBIM MOHATHEM, BKIIOYAIOIUM PAa3IMYHbIE HOCUTEIN
C COOTBETCTBYIOILEH HH(OpMaLIUEl OTPaHUYEHHOTO IOCTYTIA.

K cBeneHHsIM KOH(DHICHIMAIEHOTO XapaKTepa® OTHOCATCS:

- Caenenus o (pakTax, COOBITUAX M OOCTOSTENHCTBAX YACTHOM JKU3HU
rpaKJaHUHA, TTO3BOJISIONINE UACHTH(PUIIUPOBATH €0 JIMYHOCTD (IIEPCOHAIIbHbBIE
JITAaHHBIC), 32 UCKIIFOUEHUEM CBEACHHUI, MOIeKAITUX PACIIPOCTPAHEHHUIO B CPEJICTBAX
MaccoBOl MHGOpPMAIIMK B YCTAHOBIIEHHBIX (heliepaibHBIMU 3aKOHAMU CITydasiX.

- CBeneHns, COCTaBISIIOIINE TAWHY CIEACTBUS U CyIONPOU3BOJICTBA, A TAKKE
CBEJICHMS O 3alMIIAEMBIX JINIAX U MEPAX FOCYIapCTBEHHOM 3aIUTHI, OCYIIECTBISIEMON
B cooTBeTCTBUU ¢ DenepanbHbIM 3aKOHOM «O rocyaapCTBEHHOW 3alIUTE MOTEPIEBIINX,
CBHZETEIEil U MHBIX YIACTHUKOB YTOJIOBHOTO CYIOMPOU3BOACTBA» ~ M APYTHMH
HOPMATUBHBIMU ITPaBOBbIMU akTamu Poccuiickon denepanuu.

- CrnyxeOHble CBEJIEHUS, JOCTYM K KOTOPBIM OTpaHUYEeH OpraHaMU
rOCyJJapCTBEHHOW BJIACTH B COOTBETCTBUM C I paxk1aHCKuM KoziekcoM Poccuiickon
Deneparmu’ U QenepanbHbIMU 3aKOHAMH (CITyKeOHas TailHa).

- CBenenusi, CBSI3aHHbBIE C TPO(ECCHOHATIBHOM 1€ATEIbHOCThIO, JOCTYI K
KOTOPBIM OrpaHuyeH B cooTBeTcTBUU ¢ KoHcTuTymen Poccniickon @enepanuu n
(dbenepanbHBIMU 3aKOHAMHU (BpaueOHasi, HOTapualibHasl, aiBOKAaTCKas TaifHa, TailHa
MePEeNUCKH, Teae(OHHBIX TIEPETOBOPOB, TOUYTOBBIX OTIPABICHUMN, TEIErpadHbIX WU
WHBIX COOOIIEHUNA U T.1.).

- Caenenusi, CBI3aHHBIE C KOMMEPYECKOU 1€ATEIbHOCTBIO, JOCTYI K KOTOPBIM
OrpaHUYEH B COOTBETCTBUH C [ paxxmanckuMm kojekcoM Poccuiickoit deaepanuu u
(benepalbHBIMU 3aKOHAMH (KOMMEpUecKas TaifHa).

- CBeneHus 0 CyIIHOCTH U300PETEHMUSI, TTOJIE3HON MOJIECTN W
MPOMBIIIUIEHHOT'0 00pa3iia 10 opUIManbHON MyOJIuKauu HHGOPMALIMK O HUX.

’ [lepeuens cBeneHnit KOHGUICHIMATIBHOTO XapakTepa yTBepxkaeH Yka3oM IIpesunenra Poccuiickoit deneparmu B
Mmapte 1997 r.(penakuus ot 13.07.2015).

10 ®enepanbibiM 3aK0HOM «O rOCYIAPCTBEHHOI 3aIITE IOTEPICBIINX, CBUAETE/ICH i HHBIX yIaCTHHKOB YTOJIOBHOTO
cynonpon3Boactsay ot 20.08.2004 Ne 119-®d3 (pex. ot 08.03.2015)

Y " paxnascknii koxeke Poccmiickoii ®exepammn " ot 30.11.1994 N 51-®3 (pex. ot 31.01.2016)
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3akoHoaarenscTBoM Poccuiickoit deaepaniuil MOTYT OBITh YCTAaHOBIJIEHBI BUIBI
uH(GOpPMaIMK OTPAHUYCHHOTO JOCTYTA, WA KOH(UICHINATbHOW nHOopManuu, B
3aBHCHMOCTH OT €€ COJAEp KaHMs WIIH pelIeHus obaaaarens HHPOopMaIiH.

ITocranoBnenuem IlpaBurenscTBa Poccuiickon denepannu yrBepKIeHO
[Tonoxxenue o mopsake oOpalieHus co cayeOHOoH HHPOopMaIe! OrpaHUYEHHOTO
pacrpocTpaHeHns > B heiepatbHbIX OPraHax HCIOTHHTENIbHOM BIACTH.

TepmuH «koHpuACHIIMATBHBIN» (0T JaT. confidentia — .....) 03HaYaeT :..........
(BcTraBuTH onpeaesnenue). O0muUM A BceX BUI0B HHPOPMAIIUU OIPaHUYEHHOT O
JO0CTYyTA ABJAETCSA TOT (PAKT, YTO CBOOOHBIN JOCTYH K HEM OrpaHUYEH B CUITY
npeanucaHuil penepaibHOTO 3aKOHOJATENIbCTBA.

OrpanudeHue A0CTyna K UH(OpMaIUY, COCTABISAIONIEH roCyAapCTBEHHYIO TaliHy,
OTIPE/IETISICT PEKUM CEKPETHOCTH MH(OPMAIINH, €€ 3aIIUTy OpraHaMH,
YIOJHOMOYEHHBIMH TOCYAApCTBOM, IPUMEHIEMBIMU UMH MEPOTIPUSATUSIMU U
CpeaCTBaMH.

Orpanudenue A0CTyna K UHQOpPMAIUY U OTPAaHUYCHHE €€ PACTIPOCTPAHCHHUS
OTIPE/IETISICT PEXKUM KOHPHUICHIIUATHHOCTH HH(POPMAIIHK, KOTOPBINA IPENOIaraeT ee
oxpaHy o0anatesneM HH(GOPMaIIMU MEpaMHU U CPEACTBAMH, HE TIPOTHBOPEUALTUMHU
3aKOHO/IATEIbCTBY.

XapakTeprucTUKa MOHATUN «OrpaHUYEHHE JOCTyNa K HHPOpMAIU) U
«OrpaHUYEHUE PACTIPOCTPaHEHHsI HH(POPMALIMU» COCTOUT B PACKPBITUN CUCTEMBI
MPU3HAKOB, UCIIOJIB30BAHUE KOTOPBIX HEOOXOAMMO I PEIICHUs 3a1a4 3alUThl
uH(pOpMalnK, a TAKXKE ONpeAeNICHUs MOHATUH «TalfHa» U «KOH(UIEeHIMaIbHAS
uH(pOpMaLKs», KOTOPbIE HUCIIONIB3YIOTCS TIOBCEMECTHO ITPpH padboTe ¢
KOH(UICHIIMATBHBIMUA JOKYMEHTaMHU.

BxurounTs B 3aBepIiiieHnn

Konghu A,eHu,1anbHOCTD MHGIOPMALLUM — 00sI3aTeTbHOE JIJIST BBITIOTHEHUS JIUIIOM, TTOTYYUBITAM
JOCTYTI K OoTpeieJIecHHOW nHdopMaIuy, TpeOoBaHNE HE MepeaBaTh TaKyto HH(OPMAIIUIO
TPEThUM JIMIIaM Oe3 coryacus ee obnanarens. O6nagaTens nHOOPMALUK — JIUIIO,
CaMOCTOSITENIbHO cO3/1aBIliee HHGOPMAIIUIO JIMOO MOTyYUBIIIee HA OCHOBAHUH 3aKOHA WU
JI0OTOBOPA MPaBO pa3peiiaTh WM OTPAHUYMBATH TOCTYT K HHGOPMAIIUH, OTIPEaeIsseMOi
10 KaKUM-JIM0o npu3HakaM . ObnagaTensiMu HHGOPMALIMK MOTYT OBITh IPaK/IaHUH
(bu3uyeckoe JauIo), OPUANIECKOE JTUI0, TOCYAapPCTBEHHBIE OPTraHbl U OPTraHbl MECTHOTO

caMOYIIpaBJIEHUs B Mpejeiax ux noaHomounii. O6magarens nHpopMaluy BrpaBe:

12 S o
[ocr. ITpaB-ctBa P® "O6 yrBepxnennu [lonoxeHus o nopsake odpaleHus co ciry>xkeOHol nHpopMarmeit
OrpaHMYEHHOT'O PaclpOCTpaHEeHHs B eJiepalibHbIX OpraHax MCIOIHUTEIFHON BIACTH, YIIOJTHOMOYSCHHOM OpraHe

YIpaBJICHHUS HCIIOIB30BAaHUEM aTOMHOM SHEPTHH M YIIOJTHOMOYCHHOM OpTaHe 10 KOCMUYECKOW AATEIbHOCTH" OT
03.11.1994 N 1233 (pexn. ot 18.03.2016)
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> Pa3peLuarb UNW orpaHuuMBaTh A,06TYN K MHhopMaiLMK, onpe A.enathb NopaaoK U YCNOBUA TaKoro
A0CTyna;

> MCNoNb3oBaTh MHGIOPMALLUIO, B TOM UMCHE PACTIPOCTPAHATD ee N0 CBOBMY YCMOTPEHMIO;

> Nepe,aBath MH(IOPMALLUIO ApYTUM NWLLAM N0 4,0roBOpY UNIW Ha MHOM YCTaHOBJIEHHOM 33KOHOM
0CHOBAHUM.

> NPUHAMATh Mepbl N0 3aLLLUTE MHIOPMALLUM;

> OrpaHAuMBaTh A,0CTYN K UHGOpMAILUK, 8CNM TaKaA 06A3aHHOCTD YCTaHOBMNEHA theA.epanbHbIMM
JaKOHaAMM.

Omnpenenenve Hocutenss HHPOpMAIMM KaK (PU3MUECKOTrO JIMLA WIM MaTepHaIbHOTO
oObekTa. B Tom unciie puznyeckoe mnose, B KOTOPbIX MHPOPMALIHS HAXOJUT CBOE
OTOOpa)KE€HHE B BUJIE CUMBOJIOB, 00pa30B, CUTHAJIOB, TEXHUYECKUX PEIICHUNA U
TPOLIECCOB COCPIKUTCS B TOCYIAPCTBEHHOM CTamapTe. JIaHHOE OIpeaeieHue
aHAJIOTUYHO OIPEAEIIEHUIO HOCUTEINS TOCYIAPCTBEHHON TallHbl B COOTBETCTBUU C
3akoHOM «O rocy1apCTBEHHOU TalHE».

N3 ckazaHHOrO Cleayer, 4To:

- mMamepuanibhvle 00beKmbl — 9M0 He MOJIbKO MO, YO MONCHO YEUOemb, HO U
Qusuneckue nous;

— UHGDOPMAYUSL HA HOCUMETISIX OMOOPANCACTCSL HE MOIbKO CUMBOAAMU, M.e.
byKeamu, yugpamu, 3HaKamu, Ho U 00pa3amu 8 sude PUCYHKO8, uepmedicell, cxem, Opy2ux
3HAKOBLIX MOOEEl, CUCHAIAMU 8 (PUSULECKUX NOJISX, MEeXHUYECKUMU PeULeHUSMU 8
UB0eNUSX, MEeXHULECKUMU NPOYECCAMU 8 MEXHON0SUU U320MOBAEHUS NPOOYKYUU.

BceraBuTh cxemy win Ta0auIy BUIOB KOHQUI.MH(POPMAIIUH [0 TEKCTY

BTOCT 50922-96 «3amura nHdpopmanny. OCHOBHBIC TEPMHUHBI U OTIPEICICHUS

1 ®enepanbhbiii 3akon «O rocyaapcTBeHHOI TaitHe» 21.07.1993 r. (penakuus ot 08.03.2015)
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