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BcrynneHue

MexayHapoaHasa opraHusauus no craHgaptusauum MCO (International Organization for Standardiza-
tion, 1ISO) n MexxayHapoaHas anekrporexHuyeckas komucceuas MIK (International Electrotechnical Commis-
sion, IEC) BMecTe 00pasyioT CneumanusMpoBaHHyl0 CUCTEMY BCEMUPHON cTaHAapTusauuu. HaumonanbHble
opraHbl Mo cranaaprusauuu, asnaowmecs uneHamm NCO unu M3K, npuHumalot yyactue B paspabotke Mex-
AYHapOAHbLIX CTaHAapToB Yepe3 TexHUYecKkne KOMUTETLI, CO3AaHHbIE COOTBETCTBYIOLWEN OpraHu3auuen ans
paccMOTpEeHUs BOMPOCOB, KacCaloLMXCA KOHKPETHLIX 00nacTeil TEXHUMYECKON AEATENbHOCTU. TexHuYeckue
komuterbl ICO u MOK coTpyaHuyaloT B 00nacTax, npeactaBnsaiowmx B3aumHblin uHTepec. dpyrne mexay-
HapoAHbIE MPABUTENbLCTBEHHBIE U HEMPABUTENLCTBEHHLIE OpraHu3auuu B cotpyaHudectse ¢ MICO u M3K
TaKKe NPUHMMAIOT yyacTue B aTol pabote. B o6nactu uncopmaumoHHbix TexHonorun MCO u M3K cosganu
CosmecTHbIn TexHnyeckuin komutetr MICO/MIK CTK 1 (ISO/IEC JTC 1).

MexayHapoaHbie cTaHaapTbl pa3pabaTbiBaloTCA B COOTBETCTBUM C NPABUAMKU, YCTAHOBMIEHHLIMM B Ya-
ctu 2 Jupektus MCO/M3K.

OcHoBHOWM 3agayert COBMECTHOro TEeXHUYECKOro KOMUTETa ABMNAETCA NOArOTOBKA MEXAYHApPOAHbIX
craHpgaptoB. OpobpeHHble COBMECTHbIM TEXHUYECKUM KOMUTETOM NPOEKTbl CTAHAAPTOB PacCbiNaloTcs Ha-
LMOHanbLHbLIM OpraHam Ha roniocosaHue. ing nybnukauum B Ka4ecTBe MEXAyHapOAHOro CTaHaapTa NpPoexT
JOMmKeH ObITb 0400peH He MeHee YeM 75 % HauuoHanbHbIX OPraHOB, NPUHABLLUMX Y4acTUE B FONOCOBAHUU.

Crefyer UMETb B BUAY, YTO HEKOTOPLIE 3rIEMEHTLI JAHHOTO JOKYMEHTa MOTyT nognaaarb noa AencrBue
nareHTHoro npaesa. NCO n M3K He HeCyT OTBETCTBEHHOCTb 3a UAEHTUMUKAUUNIO COOTBETCTBYIOLMX NATEHT-
HbIX NpaB.

CraHpgapt MCO/MO3K 27038 6bin noarotoBneH TexHuyeckum Moagkomutetom MK 27 «MeToabl u cpea-
cTBa obecneveHusa 6e30nacHOCTM MHPOPMALIMOHHBIX TEXHONOMUI» COBMECTHOrO TEXHMYECKOro KOMUTETA
MNCO/MOIK CTK 1 «<UHopmaLmoHHbIe TexHonoruu» (SC 27 IT Security techniques, ISO/IEC JTC 1 Information
technology).
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BeepeHue

HekoTopble AOKYMEHTbI MOTYT COfilep>kaTh MH(OPMALIMIO, HE NOANEXALLYIO PACKPLITUIO ONpeAeneHHbIM
rpynnam nuy mnu coobliecteam. B 10 e Bpems Ans STUX rpynn nuw unu coo0LeCTB MOryT ObITb PACKPbIThI
MOAUULIMPOBAHHbIE JOKYMEHTbI, MONYYEHHbIE B Pe3ynbrate COOTBETCTBYIOLEH 00paboTku NCXOAHBIX AOKY-
MEHTOB, KOTOpasi MOXET BKMtovaTh B cebs yaaneHune pasaenos, abzaues nnv npeanoxeHnin ¢ ykasaHmem, rae
3TO YMECTHO, Ha (hakT X yaaneHus. Takoi NpoLecc Ha3bIBAETCA KLIEH3YPUPOBaHUEM» AOKYMEHTA.

OneKTPOHHOE LIEH3ypMpOBaHME [OKYMEHTOB SBIAETCA CPABHWUTENLHO HOBLIM 3MIEMEHTOM NPAKTUKK
ynpaBneHus JOKYMEHTaMU, C KOTOPbIM CBA3aHbl creuuduyeckue npodnems! U noTeHUManbHble pucku. Bos-
MOXHOCTb BOCCTaHOBMNEHMWS yaaneHHoW B Mpouecce LieH3ypupoBaHus MHopMaummn AormkHa ObiTb UCKIIO-
yeHa. CnegoBaTenbHO, HYXXHO NMPUHATL Mepbl, YTODbI OTLEH3ypuMpOBaHHasa MHdopmMaumsa bbina yaaneHa us
3MEKTPOHHOrO AOKYMEHTa 6e3 BO3MOXXHOCTU €€ BOCCTaHOBMNEHUs1 (Hanpumep, OHa He AOMKHaA ObiTb MPOCTO
cnpsATaHa BHYTpY HeoToBpaXkaeMbiX dNEMEHTOB JOKYMEHTA).

Hacroawumint MexayHapoAHbIi CTaHAAPT ONUCLIBAET METOAbI ANIEKTPOHHOTO LIEH3YPUPOBAHNS 3NEKTPOH-
HbIX [JOKYMEHTOB.

MpoLecc LeH3ypupoBaHMsi MOXET TaKXKe BKMIOYaTh B ce0A yaaneHne MeTaaaHHbIX JOKYMeHTa unm yaane-
HWe onpeaeneHHoi UMNOPTUPOBAHHON (BCTABMNEHHO) B AOKYMEHT MHAOpMaUuMKn (Hanpumep, U3o0paxkeHus).

MHorga xapaktep uHpopmaumm, yaaneHHoi 13 aNeKTPOHHOro AOKYMEHTa B NpoLiecce LEH3ypupoBaHus,
MOXHO OMpeaenuTb Mo KOHTEKCTY. Hanpumep, pasMep aneMeHTa, 3aMeHsIOLLEr0 BbiMapaHHbii hparmenr,
MOXET yKa3blBaTb Ha €r0 ANMHY, YTO NO3BONSAET AenaTb NPEAnoioKEHUs 0 caMoii yaaneHHow nHopmaumu.
B HacTosiLLem cTaHAapTe BBOAATCA [Ba YPOBHSA LIEH3YPUPOBAHUS:

- 6a30Boe LeH3ypupoBaHMe 6e3 yyeTa KOHTEKCTa;

- YCUNEHHOE LIEH3YpUpPOBaHUE, KOrAa KOHTEKCT NPUHUMAETCH BO BHUMAHUE.

MeTtoab!l LeH3ypupoBaHWUA MOTYT UCMONL30BATLCA ANA 06e3nMuMBaHUA UHOpMALMKN B AOKYMEHTE, Ha-
npuMep, NyTeM yaaneHus U3 TEKCTa onpeaeneHHsIX UMeH 1 hamunuii. Takke MOXET UCNONb30BaTLCA yaane-
HWe U3 TEeKCTa YMCen U HOMEPOB U MX 3aMEHA CUMBOMNaMU-3aMeCTUTENAMU Bpoae «XXX».
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HAUMWOHANBbHBLIA CTAHAOAPT POCCUMUCKOW ®OEALEPALUUMN

UHdopmMaunoHHbIe TEXHONOIrUKN
METOAbI OBECNEYEHNA BESOMACHOCTU
Tpe6GoBanusa u MeToAbl 3MEKTPOHHOIO LIeH3ypUpoOBaHUA

Information technologies. Security techniques. Specification for digital redaction

Dara BBeaeHua — 2017—07—01

1 O6bnactb NPUMeHeHusA

Hacrosimi ctaHaapT ycraHasnueaeT TpeGoBaHUst K METOAAM, UCMOSIb3yeMbIM AN BbINOMHEHUS SNeK-
TPOHHOTO LIEH3YPUPOBAHUS SIEKTPOHHbIX [JOKYMEHTOB. HacTosumin cTangapt Take yctaHasnmeaeT TpeGosa-
HUSA K NPOrPAMMHBLIM MHCTPYMEHTAM [MS LEH3YPUPOBAHNSA M K METOAM TECTMPOBAHUS, NO3BONAWMM yGe-
AUTHLCSI B TOM, YTO SMNEKTPOHHOE LieH3ypuUpOBaHue Gbino BLIMOIHEHO HAANEeXalmmM o6pasom.

B HacToslLLeM CTaHaapTe HE pacCMaTpHUBAaEeTCs LIEH3ypUpPOBaHUE UHhOpMaLmu B 6a3ax AaHHbIX.

2 TepMuHbI 1 onpepneneHus

B HacTosileM cTaHaapTe NPUMEHEHbI CreayoLmMe TepMUHbI C COOTBETCTBYIOLUIMMM ONpeAeneHNsaAMMN:

2.1 o6esnnumnBaHue (anonymization): MNpouecc, NOCPeaCTBOM KOTOPOro NEPCOHanbHbIE AaHHbIE HEOD-
paTMMO U3MEHSIIOTCS TakuM 06pa3oM, UTO CyObEeKT NMePCOHANbHbLIX AAHHBIX Y>K& He MOXET ObITb NPSAMO uUnu
KOCBEHHO MAEHTUMPULMPOBAH ONEPATOPOM NEPCOHANBHBLIX AaHHbIX, AENCTBYIOLMM KakK B OAUHOYKY, TaK U B
COTPYAHUYECTBE G Mo6oit Apyroit cTopoHoii!).

[MCO M3K 29100:2011, onpegenexue 2.2].

2.2 pokymeHT (document): 3admkcupoBaHHas uHOpPMaLUA, KoTopas MoxeT obpabartbiBaTbCs Kak
enHoe uenoe.

MpumMedaHune — [JoKyMeHTbl MOTYT cogepxaTb TEKCT, N30bpaxeHus, BUAEO- U ayAUOKOHTEHT, METafaHHbIe 1
WNHOW B3aUMOCBSI3@HHbIA KOHTEHT.

2.3 nepcoHanbHble AaHHble; MNAH (personally identifiable information, Pll): Nio6as ungopmauus, koropas:

a) MoXeT BbITb UCMONb30BaHa ANst MAeHTUdMKaL MU TOro CybbekTa NepcoHaribHbIX AAHHBLIX, K KOTOPOMY
OHa oTHocuTes, nubo

b) KOTOPYIO BO3MOXHO MPSIMO UNTM KOCBEHHO CBSI3aThb C CYGHEKTOM NEePCOHANBHbIX aHHBIXZ).,

MpumMeyaHune —pu oLeHKe BO3MOXHOCTW WAEHTUdDMUKaLMN cybbekTa nepcoHanbHbIX AaHHbIX Heobxoaumo

NPWHATL BO BHUMaHWe BCe pasyMHbIE Mepbl, KOTOpblE MOTYT BbITb MpefnpUHSTE 3aUHTEPECOBaHHBLIM NMLIOM — Briagenb-
LieM AaHHbIX unu nto6oit 4pyroi CTOPOHOM AN naeHTUdUKaLm cooTBETCTBYIOLWEro (DU3NYECKOro nuua.

[MCO M3K 29100:2011, onpeaeneHue 2.9].

2.4 uensypupoBaHnme (redaction): HeoGpatumoe yaaneHue ungopmMaumm u3 JOKyMeHTa.

2.5 akcnepTt (reviewer): Jluuo (nuMua), npoBoASALLUME 3KCNEpPTU3y AOKYMEHTa Ha nNpegMeT BbINONHEHUs
TpeboBaHUI K LIEeH3ypUpOBaHMUIo.

MpuMedaHUe — SKCNepTU3Y KOHKPETHOMO 1OKYMEHTa MOTYT NPOBOAMTE HECKONBKO CMeLuanicToB.

1) Cm. Takke onpepeneHne obeannunBaHNsa NepcoHasbHBIX AaHHbIX B degeparbHoM 3akoHe oT 27 utons 2006 .
Ne 152-03 «O nepcoHanbHbIX AaHHbLIX», MYHKT 9, cTaTbs 3.

2) CMm. Takxe onpefeneHne nepcoHanbHbIX AaHHLIX B GeepantHoM 3akoHe oT 27 uiansa 2006 . Ne 152-03 «O
nepcoHanbHbIX AaHHbIX», MYHKT 1, cTaTes 3.1

N3paHue ocdouumanbHoe
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3 O603HauYeHnsa u cokpaleHus

B HacTosiLem cTaHAapTe NPpUMEHEeHb! cneaylowme CoKpaLLeHus:

MOH — nepcoHarnbHblE AaHHbIE;

PDF (Portable Document Format) — oTKpbITbIli NNaTtopMeHHO-HE3aBUCUMbIN POPMAT AN ONUCAHUA
IOKYMEHTOB, CO3Z1aHHbIN komnaHuen Adobe u ctanaapTusuposaHHbii UCO;

OCR (Optical Character Recognition) — onTuyeckoe pacnosHasaHue CUMBOOB,

XML (Extensible Markup Language) — paclumpsaeMblil 3bIK pa3MeTKu.

4 O6buwmMe NPUHLUMNDLI ANEKTPOHHOrO LIeH3ypUpPOBaHUA

4.1 BBepeHue

LleH3ypupoBaHue npuMeHseTcs Ans HeoOpaTMMOro yaaneHus onpeaereHHoi mHdopmaumm us Ao-
KymeHTa (Kkonuu AoKymeHTa). LleHsypupoBaHue cneayet MCNONb30BaTb B TeX Cryvasix, Korga, Hanpumep,
OZHO-ABA OTAENbHbIX CIOBA, OTAENLHOE NpeasnoxeHue unu absau, nsobpaxenue, uMmsa, agpec uunu noa-
MUCb HY>KHO YAANWUTb M3 AOKYMEHTA NepeA ero packpbiTUeEM nuuam, He aBTOPM30BAHHLIM BUAETL Yaansemylo
nHdopMauuio.

Mpouecc 3neKTPOHHOIO LIEH3YpUpPOBaHUA NPeayCcMaTpUBaET He NPOCTO yaarneHne UHopMaumm, Ho n
ob6o3Ha4eHune, rge 3To HeobxoauMo, TOro, YTO onpeaeneHHas uHdopmaumsa Gbina yganeHa, ¢ TeM YToObI
nons30BaTtefb 3Han 0 TOM, YTO AOKYMEHT npoLuen ueH3ypy. Hanpumep, Ans coxpaHeHus NPUCYLLIEH NCXOAHO-
MY JOKYMEHTY CEMaHTUKN MOXET ObITb HY)KHO 3HATb O TOM, YTO HEKOTOPbIE CNOBa UNn ab3saubl ObinNu yaaneHsbl.

4.2 O6e3nuyuBaHmne

OpHol K3 uenen UeH3ypupoBaHus MOXeT ObiTb yaaneHne nepcoHanbHbiX AaHHbiX (MOH) U3 AOKyMEH-
Ta (06eanuynBanune). Ecnm Takas uenb noctaeneHa, NPoLecchl LLeH3ypupoBaHsa He0OXx04MMO OpraHM30oBaTb
Takum o6pa3om, 4ToObl 06ecneunTb 3aWmuTy CBeaAeHUI, naeHTUULMPYIOLLMX TO PUMYECKoe NULo, YbM Nep-
COHarnbHbIE AaHHbIE YAANAIOTCS.

Hanpumep, BO3MOXHA CUTyaLus, KOraa, HECMOTPA Ha yaaneHue U3 AoKyMeHTa haMunum u UMeHu Yeno-
BEKA, NIMYHOCTb 9TOr0 YeNnoBeKa MOXET ObITb YCTAHOBIIEHA HA OCHOBE OCTaBLueinca nHdopmauuun. B cnyvasnx,
korga Tpebyerca obesnuunBaHue, AOMKHA ObITb yaaneHa BCS UHAOPMAaUUA, KOTOpas MOXET ObiTb UCMONb-
30BaHa Ansa uaeHTudukaumm NMYHOCTU, BKITIOYAA TaKkKe BCIO MH(OpMALMIO, KOTOPas MOXET ObiTb MCMOMb30-
BaHa Ana naeHTudukaymm MMYHOCTM B COMETAHUU C MHOW uHdpopmauuen (BO3MOXHO, NoNy4aeMon us apyrux
WNCTOYHUKOB).

5 Tpe6oBaHus

5.1 OOwWwKe nonoxeHus

OpraHuzauusiM cnegyet ob6ecnevnTb BO3MOXHOCTb BbIIBMSITL JOKYMEHTbI, HYXKAAIOLLMECS B LIEH3YpUPO-
BaHWUM, Nepes WX packpbiTeM Ans APYrux NoApasaesnieHnii OpraHn3aumm Unm Ans UHblX nuy (Hanpumep, ans
LLMPOKOW 0BLLECTBEHHOCTH).

LieH3ypupoBaHue JOIHKHO BbIMOMHATLCA UM KOHTPONMPOBATLCH 3KCNEPTaMM, KOTOPbIE XOPOLLO OPUEH-
TUPYIOTCA B JOKYMEHTaxX U MOTyT onpeaenuTb, kakas uHdopmauus aomkHa ObiTb yaaneHa. Ecnm akcneprbl,
BbISIBNSAIOLLME NOANEXALLYIO YAANEHUIO MHPOPMALMIO, HE BLINOMHSIOT LIEH3ypMpOBaHUEe CaMOCTOATENLHO, TO
UX UHCTPYKLMK JOIDKHBI ObITh YETKMMM U KOHKPETHLIMU, Hanpumep, «B memopaHayme or ..., ab3al Homep ...,
CTPOKA, HAYMHAIOLLASICA C ... U 3aKaHYMBAIOLWAACA ...» U T.4.

LleH3ypupoBaHue A0mMKHO GbiTh BbLINOMHEHO HA KOMUAX 3NEKTPOHHOIO AOKyMeHTa. lNpouecc ueHsypu-
pOBaHUsl [OIHKEH 3aBEPLUMTLCA CO3[aHMEM HOBOTO 3MEKTPOHHOIO JOKYMEHTA, U3 KOTOPOro NOJIHOCTbLIO U He-
obpaTumo yaaneHa BCsi NOANeXaLlas BbIMapbiBaHNIO MHOPMAaLUs. YNPaBneHne STUM HOBbIM 3NEKTPOHHBIM
JOKYMEHTOM M OKOHYaTeNbHOE peLueHne ero cyabObl (YHMUTOXEHUE MO0 nepegada Ha apxXMBHOE XpaHEHUe)
JOIMKHBI OCYLLECTBNATLCA TAKUM e 00pasoMm, YTO U ANA UCXOAHOTO OKYMEHTA.

Mpu onpefeneHun noanexaiyen yaaneHwio U3 AOKYMEHTa nepes ero packpbitueM MHOpMauuu He
cnegyet oTbupaTh Ha yaaneHue Lenble NnpeanoxkeHus unu absaubl, ecnu B HUX Ha camoM aene HeoGxoauMo
BbIMapaThb N1LLUbL OHO-[1Ba CNOBA, — €CMM TONbKO pacKpbITMe OCTanbHOM YacTu npeanoxeHusa unu absaua He
co34aeT BO3MOXKHOCTM Anst uaeHTudUkaummn yaaneHHon uHcopMaumm rno KOHTEKCTY.

2
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WHdopmaumio 0 co3aaHumM LIEH3yPUPOBAHHOW BEPCUM INEKTPOHHOTO AOKYMEHTA Crieayer, I4e B 3TOM
€CTb He06X0AUMOCTb, CBSI3aTh C UCXOAHLIM 3NEKTPOHHbLIM A0KyMeHTOM. [nA 0603HaveHus cakra nposese-
HUA LEH3YpUpoBaHUA yaansemas UHopMauusi MOXET ObiTb 3aMEHEHa NpeanoXXeHneM, coobLuaiomm ob
yaaneHun Hekoen uHdopmaumu.

B xoae ueH3ypupoBaHus 3nEeKTPOHHOIO JOKYMEHTa HeobBXx0AuMMO NPOBECTM IKCMEPTU3Y BCEX COAEpXKa-
LUMXCA B HEM METafaHHbIX HA NpeAMET NOANAAAHUS UX NOA KPUTEPUUN LIEH3YPUPOBAHUA U BbINOMHUTL COOT-
BETCTBYIOLUWE AEWCTBUA NO yAaneHuio nHopmanmm.

Mpu ueH3ypnpoBaHUM INEKTPOHHOIO AOKYMEHTA, coaepallero nsobpaxeHus, Buaeo- U/unu ayauoKkoH-
TEHT, He06X0AUMO MCNONL30BaTh METOABI LIEH3YPUPOBaHUA, obecneunsatoLme yaaneHme cooTBETCTBYIOLLEH
uHopMaLuu.

5.2 MpuHUMNBbI UEH3ypUPOBaHUA

LieH3ypupoBaHus 3neKTPOHHbIX OKYMEHTOB [JOIDKHO OCYLLECTBASATLCA B COOTBETCTBUM CO CReaylowm-
MU MPUHLMNAMKU:

- CoxpaHeHue UCXOAHOro aNeKTPOHHOIO AOKYMEHTa.

OpuruHan unum Mactep-konus ANEKTPOHHOTO AOKYMEHTA HEe AOSMKHbI NOABEPraTbCs LEH3YPUPOBAHUIO.
LieH3ypupoBaHWe BbINOMHSIETCS HA KOMUKU SMNEKTPOHHOr0 AOKYMEeHTa. MCXoAHble 3MeKTPOHHbLIE AOKYMEHTbI
JOMXKHbI ObITb COXPAHEHbI, U AOCTYN K HUM AOMKHbI UMETb TOMbKO aBTOPU3OBaHHbIE NULIA.

- MonHoe yaaneHue nognexawen LeH3ypupoBaHUio MHOpMaLmn.

B npouecce LeH3ypupoBaHusi COOTBETCTBYIOLLAA MH(OpMaLMS AOMkHA ObITb HEOBpPaTUMO yaaneHa u3
OTLEH3YPUPOBAHHON BepcuK AoKyMeHTa. MHcdopmaums aAomkHa ObiTb NONHOCTLIO yAaneHa u3 anekTPOHHOTO
JOKYMEHTA, a He NPOCTO cenaHa HeEoToOpaXkaeMou.

- Ncnonb3oBaHne MeToa0B LIEH3YPUPOBaHUS, MPOBEPEHHBIX C TOYKU 3peHust 6e30nMacHOCTU.

LleHsypupoBaHue Bceraa LOIDKHO OCYLUECTBNATLCA C MCNONbL30OBaHWEM OA0OpEHHBbIX OpraHu3auuen
METOA,0B.

- icnonb3oBaHue KOHTPONUPYEMON Cpeabl.

OnekTPOHHOE LieH3ypMpOBaHue A0IMKHO OCYLLECTBIISIETCA B cpeae, o6ecnevmBaloLei 4oCTyn nuilb 06-
YYEHHOMY U aBTOPU3OBAHHOMY Ha BbIMONIHEHUE LIEH3yPUPOBAHUS NEepCoHany.

- MpomesxyTo4HbIE CTaaum

Bce Bepcumn AOKYMEHTa Ha NPOMEXYTOYHbIX CTaAUAX NPOLECCa LEH3YPUPOBaHUA A0MKHbI ObiTh yaane-
Hbl. CneagyeT COXPaHUTh NULLb UCXOAHbINA AMEKTPOHHBLIN AOKYMEHT U €10 Haanexawmm obpasom OTLEeH3ypu-
poBaHHYI0 Bepcuto. B cniyvasix, Korga KOHKPETHbIW 3MEKTPOHHbIN AOKYMEHT AOMKEH ObITb OTLEH3ypupoBaH
pasnuyHbIMKU cnocobamu (Hanpumep, Ans pasHoOW LENeBon ayauTopumn), MOXET 0KasaTbeCs LienecoobpasHbiM
BPEMEHHO COXPaHATb COCTOSHUSA JOKYMEHTa Ha NPOMEXYTO4HBIX 3Tanax To TeX Nop, noka He OyayT 3asepLue-
Hbl BCE MPOLECCHI LLEH3YPUPOBAHUA.

Ecrn umeercs 60nbLIOe YUCIO SNEKTPOHHBLIX AOKYMEHTOB, ANA KOTOPbLIX NO psAy NPUYUH BO3MOXHO
CO34aHME HECKOILKO PasnuyYHbIX LEH3YPMPOBaHHBIX BEPCUI, U €CNKU C TEYHEHMEM BPEMEHN HEKOTOPbIE 13 NPU-
YMH ANS CO3AaHMSA LIeH3YpUMPOBaHHLIX BEPCUIA OTNAAAIOT, TO MOXET NOTpeboBaTbCs CO3aHNe U COXpPaHeHue
BO BPEMEHM NMPOMEXKYTOMHOI KOMUM, YKa3biBaOLLEN noanexawme yaaneHuto TeKCT unu o0beKTbl M NPUYUHLI
ana ux yganexnus. dakrnyeckoe yaaneHume nHgopmaumm B 3ToM crnyyae OCyLLIECTBIIAETCA NpYU CO34aHUN LIeH-
3ypupoBaHHON Bepcun. Takon NoAxo4 AAaeT IKcnepTam BO3MOXHOCTL MPOBECTU MOBTOPHYIO 3KCNEPTU3y npo-
MEXYTOYHOW KOMUM NOANEXALLErO LEH3YPUPOBAHUIO JOKYMEHTA U OTMEHUTb T€ BbIMApbIBaHUSA, NPUYUHbLI ANA
KOTOPbIX NOTEPANN HEAKTYamNbHOCTb, HE 3aTPaYMBasn NPU 3TOM YCUIUIA HA MOBTOPHYIO 9KCMEPTU3Y AOKYMEHTOB
B OTHOLLEHWUM COXPaHWUBLUMX CUIY NPUYUH AN LEH3YPUPOBAHUA.

6 Mpouecchbl LeH3ypupoBaHUua

6.1 BBegeHue

LleH3ypnpoBaHUE IMEKTPOHHLIX JOKYMEHTOB ABNAETCA OTHOCUTENbHO HOBOW OONAacTblO B NpakTUKe
ynpaeneHus uHdopmaumen u JOKYMEHTaMMU, C KOTOPOI CBA3aHbI crneumduyeckne npobnemMsl n NOTeHuuarnb-
HbIE PUCKM.

LieH3ypupoBaHue MOXeT ObiTb OCYLLECTBIIEHO C UCMOSIb30BAHMEM psfia METOA0B U NPUEMOB:

- UCNonb3oBaHue GymMakHbIX NPOMEXKYTOUHBIX JOKYMEHTOB;

- UICNONb30BaHUE B KAYECTBE NPOMEXYTOYHbIX AOKYMEHTOB 9NIEKTPOHHbIX rpadomyeckux o6pasos;

- NPOCTOE LIeH3ypMpOBaHUE C UCMOMb3oBaHueM hannoe B MPOCTOM TEKCTOBOM dhopmare;

- CNOXHOE LeH3YypUpoBaHUE C UCNONb30BaHUEM (DannoB B UX UCXOAHBIX «CAOXHbLIX» dhopmaTax.

Huxe paccMOTpeHbl TEXHUYECKME aCneKThbl LIEH3YPUPOBaHUS SNMEKTPOHHbLIX AOKYMEHTOB.
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6.2 Vicnonb3oBaHne 6yMaXHbIX MPOMEXYTOYHbIX [OKYMEHTOB

[ns ueH3ypupoBaHusi pacneyarbiBaeMblX 3MeKTPOHHbIX JOKYMEHTOB MOTYT ObITh MPUMEHEHbI METOALI C
UCNonb3oBaHMeEM ByMaXkHbIX NPOMEXKYTOYHbIX OKYMEHTOB. B pamkax 4aHHOro noaxoaa MoryT 6biTb UCNOSb-
30BaHbl ABa MeTOAA:

- ONeKTPOHHLIN AOKYMEHT pacnedyaTtbiBaeTcs Ha Bymare, 3ateM uHdopmauusa yaansercsa u3 OymarkHom
Konuu.

B 3TOM crnyyae ucnonb3yeMble ANsi LIEH3ypupOBaHUs npoLecc/obopyaoBaHne AOmkHb! obecneynBarb
HEBO3MOXHOCTb BOCCTAHOBIIEHUS BbIMapaHHOW MHpopmauun. NpumMeHeHne YepHbiX MapkepoB MOXET OKa-
3aTbCA HEAOCTATOUHbIM AN BbINONHEHUA 3TUX TpeboBaHuii. YToObl 06ecnevnTs HEBO3MOXHOCTb U3BNEYEHUSA
yaaneHHoin uHdopmauun, cneayet caenatb )OTOKOMMIO OTLEH3YPUPOBAHHOTO BYMaXHOro AOKYMEHTa, KO-
TOpas AOrmKHa 3aTeM UCMONb30BaTLCS B KAYECTBE OKOHYaTENbHOW OTLEH3YPUPOBAHHON BEPCUM JOKYMEHTA.

- NHhopmaumn yaansercs us anekTPOHHON KONUKU MCXOAHOrO 9M1EKTPOHHOIO AOKYMEHTa, KoTopas 3aTtem
pacne4yarbiBaeTcs Ha Gymare.

Ecnu ueHsypupoBaHHas Bepcus aomkHa OblTb NPeACcTaBneHa B 3NeKTPOHHOM BMAe, ee MOXHO co3aaTh
nyTeM CKaHUPOBaHMUA OTLIEH3YPUPOBaHHOI BymakHOi Konuu B chaiin coOTBETCTBYIOLLEro chopmara, obecne-
uYKuBas Npu 3TOM, YTOGLI yaaneHHas uHopmaums He Gblna BOCNPOU3BEAEHA B ANIEKTPOHHOM [JOKYMEHTE.

6.3 Micnonb3oBaHWe B Ka4eCTBE NMPOMEXYTOUYHbIX AOKYMEHTOB 3NIEKTPOHHbIX rpacdnyeckux
obpasoB

OneKTPOHHbIE AOKYMEHTbI MOTYT BbITh NPe0obpa3oBaHbl B aNEKTPOHHbIE rpaduyeckue o6pasbl C UCTONb-
30BaHWEM ApaiiBepoB NpUHTEPa UNK APYIMX aHaNOrMYHbIX MeTodoB. Moanexaluas yaaneHuio uHcdopMaums
B 9NEKTPOHHbLIX rpacdmyeckmnx obpasax (310 MOXeET ObITb TEKCT U/UNK YaCcTu M300paXkeHus) 4O0IDKkHA ObITb 3a-
MEHeHa 0bnacTsiMK TOM e NNOTHOCTH, YTO U GYOH, C TeM YTOObI yaaneHHas nHdopMaums yxe He Morna obiTb
U3BrneYyeHa.

6.4 NMpocToe aneKTpoHHOE LeH3ypupoBaHue

6.4.1 OOwWwKe nonoxeHusa

[pocTenwmM Ans LEeH3ypupoBaHMA TUNOM SNEKTPOHHLIX AOKYMEHTOB SIBMAETCA MPOCTOW TEeKCTOBOW
daiin, B KOTOpoM BaliTbl OAHO3HAYHO COOTBETCTBYIOT OTODOpaXkaembiM CUMBONaM. Beneacteue T1akoro coor-
BETCTBUS LIEH3ypuMpOBaHue nHpopMaLmm, xpaHsLwencs B 3ToM chopmare, CBOAUTCS K yaaneHuto otobpaxae-
MOt MHGYOpMaLUuK U Nocre coxpaHeHus o6paboTaHHoro caiina yaaneHHast MHOPMaLUS YXKe He MOXET BbITb
BOCCTaHOBMEHA.

6.4.2 KogupoBka cUMBONOB

HeobxoauMO NpUHMMAaTL BO BHUMaHWE UCMOSIb3yEMYIO B MPOCTOM TEKCTOBOM paiine KOAUPOBKY CUM-
BOMNOB. PacLumpeHHble MexaHU3Mel KOAMPOBaHUSA, Takue, kak Unicode, TpebyloT MCnonb30BaHUA NOAXOASALLMX
TEKCTOBbIX PEAaKTOPOB; B MPOTUBHOM Cllydae nNpsMoe COOTBETCTBUE Mexay Oaiitamu u otobpaxkaembiMu
CMMBONaMK TEPSETCA.

6.5 CnoxHoe 3neKTpoOHHOE LeH3ypupoBaHue

6.5.1 O6wuMe nonoxeHma

OneKTPOHHOE LIEH3ypMpOBaHNe JOKYMEHTOB MOXET ObITb OCYLLECTBIIEHO C UCMONbL3OBAHUEM WX NEPBO-
HavyanbHoro popmara. OHO MOXET BbINOMHATLCA NGO C NMOMOLLLIO UHCTPYMEHTOB YAANEeHUs, UMEIOLLMXCA
B MPUMEHAEMOM AN co3gaHus ainnos gaHHoro dopmara nporpaMMHOM obecneyeHumn, nbo ¢ NoMOoLLbIO
cneumanu3MpoBaHHOro NporpaMMHoOro obecnedeHun Ans LEH3ypupoBaHus. [aHHbIi noaxoa AOMMKEH Mpu-
MEHSATLCA C 0COO0N OCTOPMKHOCTLIO BBUAY BO3MOXHOCTM TOrO, YTO yaaneHHast MHpopmaums no-npexHemMy
MOXET ObITb BOCCTAHOBMNEHA, U Takxke MOTEHLUManbHOro pucka coxpaHeHust MHopMaLun B CKPbITOM BUAE B
HeoToOpaXkaeMbIX ANEeMEHTaxX ANEKTPOHHOTO AOKYMEHTA.

Mpu aNEKTPOHHOM LIEH3ypUPOBAaHM CneAyeT NPosBAsATb 0CODYyI0 OCTOPOXHOCTL Npu Bbibope cdopmara
ANsi COXPaHEHUs1 OTLEH3YPUPOBAHHON KONUU. Ype3BblvaiiHO BaXKHO, YTOObI B OTLEH3YPUPOBAHHOM KOMUKN HE
0CTanoch HUKaKMX crneaos yaaneHHomn nigpopmaumu. Hekotopbie GuHapHbIe (hOpMaThl MOTYT NOAAEPKUBATD
OTMEHY BbIMOMHEHHBIX U3MEHEHUIN (BHECEHHBIX, HANPUMEP, C MOMOLLLIO MHCTPYMEHTOB BbiAENeHUs 1 yaane-
HUSI BbIMapbIBaeMOM UHAOpMaLUUK).

B psine cnyvyaes MOXeT noTpeboBaTbCA NPEACTaBAATb OTLEH3YPMPOBaHHbIN AOKYMEHT B hopmare uc-
XOAHOTO AOKYMEeHTa, 4ToObl, HaNpPUMep, COXpPaHUTb CRoXHoe chopmaTupoBaHue. B Takux cnyyasx cneayer
ucnonb3oBaTb KOHBEPCUIO OKYMEHTa B Apyron hopmar, ¢ nocneaytowen obpaTHoin KOHBEPCUEN B UCXOAHbLIN
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cdopmar, ¢ Tem, 4TOObI BECb NPOLIECC B LIENIOM 06ecneyuunn yaaneHne Bcex CreioB BbIMapaHHoOW MHgopMauum.
YnaneHue nHopmaummu MOXeT NPoBOAUTLCA NMBo A0 npeobpasoBaHusi, NGO B NPOMEXYTOYHOM chopmarte.
Takow noaxoa TpebyeT AeTanbHOrO NOHMMAHUA COOTBETCTBYIOLLUX (hOPMATOB M NPOLIECCOB KOHBEPCUM, A TaK-
K€ MeéXaHU3MOB, NOCPEeACTBOM KOTOPbIX MH(pOpMAaLMs nepenaeTca B xoe KoHBepcuu hopmMaros.

B cnyyae Hanuuusi MIHCTPYMEHTOB ANA yaaneHusi B obpabaTbiBaeMoM JOKyMEHTE BblAENEHHON ANS Bbl-
MapbiBaHUa UHAOPMALMK, UX CneayeT NPUMEHUTb A0 CO3AaHWUA FOTOBOM OTLIEH3YPUMPOBAHHOMW konuu. Cne-
ayet usberarb MCMONb30BaHUS TEX NPOrPaMMHBIX CPEACTB, KOTOPbIE «NPAYYTY» MOANEXALLYIO BbIMAPbIBAHUIO
MHAOPMaLMIO BMECTO €€ yaarneHus.

6.5.2 lokyMeHTbI B CIOXHbIX (popmaTax

BONbLMHCTBO 3NMEKTPOHHbLIX AOKYMEHTOB, CO3[1aBaE€MbIX C MOMOLLBIO COBPEMEHHOr0 O(PUCHOro npo-
rpammHOro obecneyeHunsi, XpaHATCA B NPONpUETapHbIX OMHAPHbLIX hopmMaTax unu B TEKCTOBLIX hopmarax ¢
paclIMpEeHHbIMU BO3MOXHOCTAMU chopmaTupoBanus (rich text formats). Hu paclumpeHHbie TekcToBble hop-
MaTbl, HW BuHapHbIEe hbopmaTkl HE UMEIOT TOM NPSMON KOPPENsiLuM ¢ 0ToGpa)xaeMbiMM CUMBOMaMm, KOTopas
XapakTepHa And NpocCTbIX TEKCTOBbIX (pannos, M MOIyT COAEPKAaTh CYLLECTBEHHYIO MH(OPMaLMIO, KOTOpas He
oTobpaxkaeTcs Ans nonb30BaTens U HanUu4uMe KOTOpoK, TakuM 06pa3om, MOXKET He ObITb O4EBUAHDBIM.

ONEKTPOHHbIE JOKYMEHTbI HA OCHOBE CIIOXKHbLIX (hOPMATOB MOTYT BKIIOYaTh UCTOPUIO UBMEHEHUIA, NPO-
TOKOSbI BbINOSTHEHHBbIX onepauun (audit trails) n BCTpoeHHble MeTaaHHbIe. YacTb 9TOW AOMOMHUTENLHON UH-
cdopmaLmMm MOXET MOCHY>XUTb CPEACTBOM ANSA BOCCTAHOBNEHMS yAaneHHOW uHdOopMauuum nubo Ans UHOro
06xofa NpoLEeCccoB NPOCTOro LieH3ypupoBaHuA. KpoMe Toro, noTeHuuansHO ANS BbiSBNIEHUS yAaneHHON UH-
dopmaumm MOryT ObITb MCNOMb30BaHbI KpUNTOrpachMyeckue n CeMaHTMYeCckne METObl aHanu3a.

Ecnu cdopmathbl C pacLUMpPeHHbIMU BO3MOXHOCTAMM (DOPMATUMPOBAHUA SABMAIOTCA NPEAMETOM MEeXAy-
HapOAHOW CTaHAapTU3auuu, To GuHapHble PopMarThl, Kak NPaBUIIO, SABMAOTCA COOCTBEHHOCTLIO pa3paboTas-
LIero Mx MoCTaBLUMKa NporpaMmHoro obecneyeHust. MexaHusmbl xpaHeHust nHopmaLum B 9Tux popmarax
4acTO Marno U3y4eHsl.

6.5.3 HerekctoBas uHdopmauunsa

Ecnu AOKYMEHTbI BKIMIOYAIOT BCTPOEHHbIN HETEKCTOBON KOHTEHT, TakOW Kak U300paxkeHusl, ayamo- uunu
BMAEOKOHTEHT, TO MOXET NOHAA00MTLCA NporpaMMHoe obecneveHue aAns LieH3ypupoBaHusi, CnocobHoe Heoo-
paTuMbiM 06pa3om yaanuTb BCTPOEHHYIO MHopMauuio. Ecnu Tpebyercs yaanutb TONMbKO YaCTb BCTPOEHHOTO
00bekTa, TO 00bEKT AOMKEH ObITb M3BNEYEH, OTPEAAKTUPOBAH C UCMONb30BAHUEM COOTBETCTBYIOLLETO NMpPO-
rpaMMHOro o6ecnevyerHuns U BHOBb BROXEH B LEH3YPUPYEMbIA AOKYMEHT.

Ecrnn goKyMeHTbl NpefcTaBneHbl B rpadmyeckom, ayauo- uunu suaeodopmare, 10 Ans TOro, Ytobsl
06ecne4nTb HeBO3MOXHOCTb BOCCTAHOBIIEHNA yAANEHHON MHdOpMaLun, MOXET NOHAA06UTLCA cneunansHoe
nporpaMMHoOe obecneyeHmne ans LeH3ypupoBaHua, CNOCoOHOE NpoYMTaTh U Moauduumposarth cann.

6.6 KoHTekcTHasa nndopmauusa

6.6.1 BBegeHue

Mo npolueaLemMy LEH3YypUPOBaHWE AOKYMEHTY MOXET 0Ka3aTbCA BO3MOXHLIM ONpeaenutb (Mnu yra-
[aTb) nepBOHaYansLHOE COAEpXaHUE OTAENbHbIX yAaneHHbIX 3neMeHToB uHdopmauuu. Ecnu, Hanpumep,
ObINo yaaneHo Has3BaHue Mecsua, a no LEeH3ypMpOBaHHON BEPCUU MOXHO NPEANOSIONMUTL, YTO 3TO ObINO cno-
BO U3 Tpex ByKB, TO BMOJIHE BEPOATHO, YTO yaaneHo Obino CnoBo «Mam».

B HekoTopbIX criydasix ManoBeposiTHO, YTO MO KOHTEKCTHOW MHOPMaLIMK yAAaCTCA NOHATL COAEePXKaHue
yaaneHHoi nHdopmMmaummn. B Takux crnyyasx crnegyer Mcrnonb3oBatb 6a30Boe LEeH3ypupoBaHue.

Ecnu e KOHTeKCTHasi uHdopmauusa ¢ 60nbLUOI BEPOATHOCTBLIO CNOCOGHA AaTh COrNacoBaHHbIE NOA-
CKasKku O NMpupoae W CMbIcrie yaaneHHo! MHdopmaummn, To Heo6xoaMMO MCNONBb30BaThb YCUNEHHOE LEH3YpU-
poBaHue.

6.6.2 bazoBoe LeH3ypupoBaHue

Pesynsratom 6a30B0Oro LEeH3ypupOBaHUS JOJKHO CTaTb HEOOpaTUMOoe yaaneHue CoOTBETCTBYIOLLEN UH-
dopmauuu. Mecra, rge pacnonaranack yganeHHas MHOpMaums, MOTyT ObiTb OTMEYEHbI NoObIM CNOCOGOM,
Hanpumep, NyTeM 3amMeHbl yaansemon MHopMaL K, KOraa kaxabin yaansaemblil CUMBON 3aMEHAETCA Ha «3a-
Ma3aHHbIN» YEPHbIM LBETOM.

6.6.3 YcuneHHoe LeH3ypupoBaHue

Pe3ynsraTtoM yCUneHHOro LieH3ypuMpoBaHMA JOIMKHO CTaTb HEOOpaTuMoe yaaneHue CoOTBETCTBYIOLLEN
MHbOpMaLMM BMECTE C TOW KOHTEKCTHOW MHpOpMaUmMel, KoTopas MOXeET ObiTb UCNONb30BaHA ANA WAEHTU-
dukauun yaaneHHon nHgpopmaumu. Bes yaaneHHas B KOHKPETHOM AOKYMEHTE UHpopMauusa AOMKHO ObiTb
eanHoobpa3HO oTMedeHa (MpomMapkupoBaHa). OnuHa u apyrue atpubyTbl MAapKUPOBKU MECT YAANEHUs WH-
dopmMaummy AOMKHbI B KOHKPETHOM AOKYMEHTE UCMOMb30BaTbCS COrNacoBaHHO.
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7 NlokyMeHTUpPOBaHUe AEATENILHOCTU NO LEeH3YpUpoBaHUIo

OCYLLECTBRAIOLWME LIEH3YPUPOBAHNE OPraHM3aLmMn JOMKHbI OKYMEHTUPOBATL BCE Cry4Yau LIEH3ypupo-
BaHUsA, 0COGEHHO TOrAa, KOraa OCHOBaHUA AN NPOBEAEHUSA LieH3ypUpoBaHua MOryT GbiTh OCMopeHbl. Takas
[AOKYMEHTaLMA AOMHKHA BKMIOYaTh NGO KOMUIO OTLEH3YPUPOBAHHOM BEPCUK AOKYMEHTA, NGO onucaHue cae-
NaHHbIX NPaBOK.

MoxeT noHagoGuTbCH BO3MOXHOCTL YKasblBaTb NPUYMHY (MPUHMHLI) LUEH3ypUpoBaHusi nub6o B camom
BbIMapaHHON 06nacTu, NGO B SNEKTPOHHOM LUTaMMe PsiioM C HENA.

8 XapaKTepuCTUKM NPOrpaMMHbIX MHCTPYMEHTOB AN LeH3yPUpoBaHus

Mpn NpPoBEAEHUM LEH3YPUPOBAHWUSA 3NEKTPOHHBIX AOKYMEHTOB HEOGX0AUMO MCNOML30BaTb NPOrpamm-
Hble CpeacTBa, (DYHKLUMOHUPYIOLLME B COOTBETCTBUM C TPeOOBAHUAMU HACTOALLETO MEXAYHAapOAHOro CTaH-
papra. Takme MHCTPYMEHTbI MOTYT ObiTb KaK YaCTbl0 NPOrpaMMHOr0 o6ecneyeHus, CNonb3yemoro Ansa cos-
JaHua JOKYMEHTA, Tak U OTAENbHbIMW MPOrPaMMHBIMU MHCTPYMEHTAMM.

VIHCTpYMEHTbI LLeH3YypUpPOBaHUA AOIMKHbI (DYHKLIMOHMPOBATL Takum 06pa3oM, 4ToObl NONb30BaTesNb CHa-
yana OTMETUI COOTBETCTBYIOLLYIO 06MacTb SNEKTPOHHOTO AOKYMEHTA, a 3aTeM NpuMmeHun PyHKUMIO yaaneHus
nHdopmauum. XKenatenbHo HanM4me yHKLMOHANbLHON BO3MOXHOCTU, MO3BONSIOLWEN BBOAUTL KOMMEHTapUN
K KOHKPETHbIM 00nacTaAM BbIMapaHHOW MHpopmaLmu.

VIHCTpYMEHTbI LIEH3ypPUPOBaHWA AOMMKHbI HEOOPATUMO YAANATb OTMEYEHHbIN TEKCT U3 INEKTPOHHOTO A0-
KyMeHTa. Hegonyctumo Hanmuyue kakon-nmbo pyHKuuMmn Ans «OTMEHbLI/OTKaTay onepauum no yaaneHuio oT-
MeyeHHo uHdopmauun. MHcbopmaumsa 4omkHa ObITb yaaneHa U3 3NeKTPOHHOTO 4OKYMEHTA Takum 06pa3som,
4yTOOblI €6 HEBO3MOXHO ObIfI0 BOCCTAHOBUTL C MOMOLLBLIO Kakux-nmmbo nNporpamMMHbIX CPeAcTB, B TOM uncne
AMarHOCTUYECKOrO NPOrpaMMHOro 06ecneyeHns u Apyrmx UHCTPYMEHTOB AN NPOBEAEHUS NEKTPOHHON Cy-
Ae0HO-KPUMUHANMUCTUYMECKON 9KCNepTU3bl.

Ecnu nognexaian yganeHuio MHopMmauma xpaHuTca B dpaine B HECKONbKUX BapuaHTax (Hanpumep,
B BUAE TEKCTa U B Buae rpadmuyeckoro obpasa), To0 Heo6xoauMO yaanuTb BCE BAPUAHTbLI TAKOW MHpOpMaLmu.

Ecnn MHCTPYMEHTbI LIEH3YPUPOBaHMA UMEIOT (DYHKLIMOHAMbHBIE BO3MOXHOCTU ANt YaCTUHMHOTO UNW Non-
HOTO yAaneHus BCTPOEHHbIX U306paxkeHuii, OHn 06s13aHbl obecneunBarb HeobpaTumMoe yaaneHue nsobpaxe-
HUIA UKW UX YacTen U/Mnn MHON BCTPOEHHOW MHAGYOpMaLIMK.

MHCTPYMEHTBI LEeH3ypupOBaHMSA HE AOIMKHbI KakuM-nubo o6pa3oM BNUATbL HA TEKCT UM BCTPOEHHbIN
KOHTEHT, HE OTMEYEHHbIN Kak noanexalyuin yaaneHuio.

MHCTPYMEHTbI LEH3YpUPOBAHUS AOIKHbLI ObiTb CMOCOOHLI yAansaTh BCe UNK BbiOpaHHblE METafaHHbIe
JOKYMeHTa, MHOpMAaLIMIO O CBOMCTBAX AOKYMEHTa (BKMoYas uHGopMaLmmu 0 TOM, KTO U KOraa OCyLLEeCTBnAN
LIEH3YPUPOBaHWUE) U APYTYIO «KBTOPUYHYIO» MHAOPMALMIO.

B cnyyae ucnonb3oBaHMsa OTAENLHOMO NPOrPaMMHONO MHCTPYMEHTA ANSA LIEH3YPUPOBaHUSA, NEKTPOH-
HbIA JOKYMEHT N0 3aBEpLUEHUU LIEH3YPUPOBaHUSA JOIDKEH COXPAHATLCA B hannoBoM chopmare UCXOQHOro
JOKyMeHTA.

Ecnn WHCTPYMEHTbI LEH3ypUpOBaHUA NOAAEPKUBAIOT MAaccoByl0 06paboTKy AOKYMEHTOB, TO LIEH3YpU-
pOBaHWE KaXaoro OTAENMbHOrO AOKYMEHTA AOIMKHO OCYLLECTBNATLCHA B COOTBETCTBUM C TpeBOBaHUAMYU HACTO-
ALLEro MexagyHapoaHoro ctaHaapra.

B cnyyasx, koraa TpebyeTca yCuneHHoe LeH3ypupoOBaHUeE, TEKCT AOKYMEHTA A0MmkeH ObiTb nepedopma-
TupoeaH (reflowed), npu 3TOM BCE NEPBOHAYAnNbHbLIE MECTA PACMONOXKEHUA YAANEHHOTO TEKCTA AOSHKHbI ObITb
e4MHo06pa3HO OTMEYEHbI (MPOMapKUpPOBaHbI). Takas MapkMpOBKa MOXET ObITb UCNONb30BaHa ANS yaaneHus
TakUX «KOHTEKCTYarnbHbIX» NOAPOOHOCTEN, Kak ANIMHA yAANeHHON TEKCTOBON UHdopMaLuK.

[ns noaaepXku LieH3ypupoBaHUs MHOTOKPATHO BCTPEYAIOLLMXCA CNOB unu ¢pas xenartenbHo Hanuuue
CBA3N Mexay PYHKLMOHANOM MOUcKa NporpaMmMHOr0 06ecnevyeHust u UHCTPYMEHTOM LIEH3ypupoBaHUA. Takon
MExXaHU3M NO3BOMSET B X0e OAHON onepauuun yaanutb cpasy BCe BCTPEYaIoLWUECs: B TEKCTE onpeaeneHHble
cnosa unu gpassl.

YKenatenbHO Hanu4ne BO3MOXHOCTU UCTONb30BAHUSA B SNMEKTPOHHOM AOKYMEHTE pPa3nuyHON MapKUpOB-
Ku (OTMETOK) Ans 0603HaYeHUs1 pas3nUYHbIX TUMOB NOANEXalLUel yaaneHuo uicgopmauum. ns atoro mMoryrt
ObITb MCMOMb30BAaHbI PA3NMYHbIE LIBETA NPU 3aMa3bIBAHUM UIK 3aMEHAIOLLME CUMBOIbI (HanpUMep, CTPoKa U3
CUMBOINOB «X»), pasnuyatromecs pasmepom u/mnu WpudTom.

CsefeHus 0 LueHsypupoBaHuu dannos dopmara PDF npuseaeHbl B npunoxeHumn A.
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9 TpeboBaHMA K NPOBEpKe KauyecTBa LIeH3ypUupoBaHusi

B AaHHOM pa3saene onuchLIBaeTcs psifi TECTOB, KOTOPbIE MOTYT ObITb BbINONHEHbI HAA NPOWE/LLINUM LieH-
3ypupOBaHue JOKYMEHTOM C LIENbIO OLIEHKM YCMELLHOCTU NpoLecca LieH3ypupoBaHusi. TecTbl Cneayer Bbiou-
paTb C YY4ETOM HANU4YMs NOAXOASALLErO NporpammMmHoro o6ecneyenns u obLmx TpeboeaHuit no 6e3onacHoOCTy.

OTu TeCTbl HE onpeAensior, Obina Ny yaaneHa CoOTBETCTByOWas MHpopmaumusa. OHW, OHAKO, noa-
TBEPXAAIOT, YTO NPOLECC LIEH3YPUPOBaHUSI Obin 3aBEPLUEH M YTO yaaneHue uHdopMauumn aensetTcs Heoo-
paTUMbIM.

B kaxxaom crnyvae TeCt NpoBOAUTCA HaJ NPOLUEALUMM LIEH3ypUpOBaHUE AOKYMEHTOM. Ecnu BbisiBnaeTcs
kakas-nmbo uHpopMauusa unu MeTagaHHble, KOTOPbIE AOIMKHbI ObINK ObITH YAANEHb!, TO NPOLIECC LIEH3ypnpo-
BaHUA CNeAyeT BbINONHUTL MOBTOPHO.

TecT 1. Lien3sypupoBaHue MeTagaHHbIX

M3yuute MeTagaHHble B OTLUEH3YPMPOBAHHOM AOKyMeHTe. B 3aBucumoctu ot copmara dainna u npo-
rpaMMHOro o6ecrneyeHus 4ns ero co3aaHus Takas MHOPMaLIsi MOXET COAEPXKATLCS B NONAX «CBOWCTB dhail-
nay (File Properties) unu B oTaAenkbHbLIX MONAX METaaHHbIX.

TecT 2. MevaTk B gpyrow cain

Ecnu npouecc LUeH3ypupoBaHus He 6bin AoBeAEH A0 KOHLA, TO MOXKET OKa3aTbCsl BO3MOXKHbIM 0TOOpa-
3UTb yAaneHHy UHOPMaLUUIO G NOMOLLLIO PyHKLMKM nevaTu. Boibepute obnactb TEKCTa, COAEPXKALLYIO KaK
yAaneHHyo nHopmaumio, Tak U MHopmaLuio, kotopas He Bbina yaaneHa. Pacneyarante 3Ty BblAENEHHYIO
obnacTb Ha Bymare unu B ¢haiin (Hanpumep, B PDF-cbaiin). NMpocmorpuTe peaynsratbl U onpeaenuTe, MOXHO
1M NpOYMTaTh yaaneHHy uHdopMauumio.

TecT 3. KonupoBaHue n BCTaBKa B APYron 4OKYMEHT

Ecnun npouecc LEH3ypupoBaHus He Obin A0BEAEH A0 KOHLIA, TO MOXET OKa3aTbCsl BO3MOXHBIM 0TOOpa-
3UTb yAaneHHY0 UHPOPMALIMIO MYTEM KOMMPOBAHUSA €€ B NPOLLEALLEM LIEH3YpUpoBaHue A0KYMEHTe u nocne-
ZyloLLel BCTaBKN B HOBbIN JOKYMEHT (KOTOpbIN MOXeT BbiTb B Apyrom cdopmare). Beibepute obnacrb Tekcra,
coepxaLluyto Kak yaaneHHyto uHdopmauuio, Tak U uHdopmaumio, kotopas He Gbina yaanexa. Ckonupynre
3Ty UHdopmauuio B «Bydpep obmeHa» komnbloTepa. OTKPOITE NYCTON AOKYMEHT M BCTaBbTE TyAa 3Ty UHGOp-
maumio. MpocMoTpUTE pe3ynbTaThl U ONPEAEnuTe, MOXHO NN NPOYMTaTh yAaneHHylo nHhopmaumio.

TecT 4. Ucnonb3oBaHue pacno3HaBaHUA TEKCTa

Ecnu npouecc LeH3ypupoBaHus He Bbin AOBeAEH A0 KOHLA, 0CODEHHO B Crny4yae, eCcrnu UCXOAHbIN [10-
KYMEHT npeactaBneH B rpaduyeckom opmare, MOXET 0Ka3aTbCsl BO3MOXHbIM BOCCTAHOBUTHL YAANEHHYIO
MHDOPMAaLMIO C UCNONb30BaHWEM NPOrPaMMHOI0 06eCcrneYeHus AN ONTUHMECKOrO pacno3HaBaHus Tekcra. Bol-
GepuTe 06nacTb TEKCTa, COAEPXKaLLYIO Kak yaaneHHyo uHcdopmauuio, Tak u uHcopmauumio, kotopas He bbina
yaaneHa. 3anycTuTte nporpaMMmy pacrnosHasaHusa Tekcra. MpocMoTpuTe pesynsratbl M ONpeaenuTe, MOXHO Jn
npoYnTaTh YAANeHHY0 MHPopMaLmIO.

TecT 5. Ucnonb3oBaHue peyeBOro BOCNPOM3BeAeHUs TeKCTa

Ecnu npoLecc LeH3ypupoBaHhus He Obin AoBeAEH A0 KOHLIA, MOXKET 0Ka3aTbCsl BO3MOXHbLIM NPOCNyLLIaTh
yAaneHHyo WHopMaLmMio, MCNONb3ys NporpaMMHOE obecneveHune Ansi pe4eBoro BOCNPOU3BEAEHNA TEKCTa.
BbibepuTte o6nacTb TEKCTa, COAEPKALLYIO KaK yAAreHHyl0 MHGOPMaLUMIO, TaK U MHGOPMALMIO, KOTopas He
Obina yaaneHa. 3anyctute Nnporpammy peqeBoro BocrnpousseaeHus Tekcra. Mpocnylaite unu 3adukeupyi-
Te pesynbsrarbl U ONpeaenuTe, MOXHO N YCMNbILLATL YAANEHHYI0 MHOPMALMIO.
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Mpunoxexnue A
(cnpaBouHoe)

LleH3sypupoBaHnue gokymeHToB B (popmaTte PDF

B GonbLmHCcTBE cnyyaeB nonesosaTeniv PDF-4OKyMeHTOB MCMonb3yloT NporpaMMHoe obecrnedeHne, He MMetoLLee
Unu uMetoLLiee orpaHuUYeHHble OYHKLUOHaMNBHbLIE BO3SMOXHOCTU ANSA LIEH3YPUPOBaHWUSA 3MeKTPOHHEIX OKYMEHTOB B 5TOM
cdopmate. B Takoil cuTyaumm cneayeT UCNonb3oBaTh cneLnanmanpoBaHHbie MHCTPYMEHTLI 4518 LeH3YpUpoBaHUa coaep-
Xaleiica B PDF-gokyMeHTax nHgopmMauumu.

B obLem cny4ae ctpaHuupl PDF-goKkyMeHTa (hOpMUPYHOTCS Ha OCHOBE OOBLEKTOB CNEAYIOLLMX YETHIPEX OCHOBHBIX
TUMOB:

1) TekcToBbIN 06beKT (Text Object) — nHdopMaLus, 4N oTobpaxeHWs KOTOPOI Ha CTpaHULEe UCNOMb3YIOTCH LWPUGTH,

2) rpadondeckuii 06vekT (Image Object) — PDF-06bekT, 06bI4HO Mcnonb3yeMblil AN NpeAcTaBeHns Ha cTpaHuLe
pacTpoBoii rpacdudeckoit MHdopmaLun. OAUH U TOT Xe rpadudecknii 06LEKT MOXET BblTb MHOMOKPaTHO UCMONb30BaH B
[LOKYMEHTe;

3) BCTpoeHHbI rpadmyeckunii 06bekT (Inline Image Object) — rpadouyeckve faHHbIe, BCTPOEHHbIE B KOHTEHT KOH-
KPETHOW cTpaHuUbl. Takne oObeKTbI, Kak MPaBuUII10, MCMOMb3YIOTCA NporpaMmmMamMmn ONTUHECKOro pacro3HaBaHUs TekcTa ANs
BCTaBKU M30BpaxeHUs OTAENBHOro CroBa, Pacro3HaHHOro ¢ HU3KUM YPOBHEM YBEPEHHOCTH;

4) o6beKT TMna KoHTyp (Path Object) — Habop koMaHa BeKTOpHOW rpaduku, BKIOYAIOLLMIA KOMaHAbl PUCOBaHWA
TIVHWRA, KPUBBIX W NPAMOYrofbHUKOB. TEKCT Ha CcTpaHuLe MOXeT ObiTk NpefcTaBneH ¢ UCMonb3oBaHWeM 0ObeKTOB TUNa
KOHTYpP BMECTO TEKCTOBbLIX OOLEKTOB.

B npegenax PDF-cTpaHuubl 3T 06bekThl MOryT 06pa3oBbiBaTh BIIOXEHHbIE CTPYKTYpbI B Ntoboii nocrnegosatenb-
HOCTW U Ha ntobyto rmy6uny. Mpouecc LueHaypuposaHua PDF-cTpaHWL AOMKEH COOTBETCTBOBATL CMEAYHOLLUM KPUTEPUAM:

a) U3 nognexatleil yganeHuo obnactv cTpaHuLbl yAansoTcA BCe cogepallime nHdpopmauyuio o6bekTsl, Ha NnobomM
YyPOBHE BMNOXEHHOCTH;

b) oToBpaxkeHne He3aTpOHYTHIX LeH3ypupoBaHueM YacTei PDF-cTpaHuLbl He N3MEHSETCS.
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Mpunoxexnue JA
(cnpaBouHoe)

CBegeHUsA 0 COOTBETCTBUM CCbUTOYHbIX MEXAYHAPOAHbIX CTaHAAPTOB HAaLMOHANbHbLIM CTaHAApTaM
Poccuitickon ®egepaumnn

Tabnuya A1

OBo3Ha4eHWe CCbINOYHOTO MeXay- CTeneHb cooTBeT- OBo3Ha4eHNe N HaMMeHoOBaHWe COOTBETCTBYOLLEro HaLoHaslb-
HapojHoro cTaHaapTa cTBUSA HoTO cTaHAapTa
ISO/IEC 29100:2011 IDT MOCT P MCO/M3K 29100-2013 «MHdOpMaLMOHHasa Tex-

Honorna. MeTtoabl 1 cpeacTea obecneveHunsa 6e3onacHoOCTH.
OcHoBbl 06ecneyeHus npuBaTHOCTU»
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