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BBEJAEHHUE

TepMuHONIOrMYECKUI CIOBaph MO JUCHUIUIUHE « DIEKTPOHHBIN TOKYMEHTO-
000pOT» CIOCOOCTBYET CUCTEMAaTH3allud 3HAHWM CTYJEHTOB BBHJY aKTHUBU3AIUU
UX CaMOCTOSITEIbHOM paboThl ¢ 0a30i MCTOYHHUKOB, & UMEHHO, C HOPMATHUBHO-
MIPABOBBIMH AKTaMH, CIIEUAJILHON JIUTEPATYPOH, DIEKTPOHHBIMU PECYPCAMM.

B cocTaB ciioBaps BKIIFOUEHBI CIIEHUAJIBHBIC CJIOBA U 3HAYECHUS, KOTOPBIE SIB-
JSIOTCS Y3KOTPOo(heCcCHOHATBHBIMEI TEPMUHAMH 110 JAHHOW TUCITUTIIINHE.

3HaueHUE TEPMHUHA PACKPBIBAETCS B KPaTKOM OMNPEACIICHUH, JOCTATOYHOM
JUTS IOHUMaHMSI CaMOT0 CJIOBA M €T0 yIOTPEOICHHUS.

TepMuHONIOTUYECKUI CIOBaph HE COAEPKUT CBEACHUS ISl BCECTOPOHHETO
3HAKOMCTBA C CAMUM Ha3bIBAEMBIM OIPE/ICTICHUEM.



Kparkuii TepMHHOJI0rHYEeCKHH CJI0Baphb

AamvuHucTparop (administrator) - posib nons3oBatens B cucreme. OTBe-
YaeT 3a MOBCEJHEBHOE MPUMEHEHHUE perjamMeHTa paboThl CO CIY:KEOHBIMU JIOKY-
MEHTaM{ B OpraHu3aluu. 3ajaud, OTHECEHHBbIE B JJAHHOM crielMpUKaIUU K 00s-
3aHHOCTSAM aJMUHUCTPATOPA, MOTYT OBITH Pa3eieHbl MEXIY HECKOJIbKUMU POJIS-
MU.

AJMMHHCTPATOP 0€30MACHOCTH - JIOJDKHOCTHOE JIMIIO, OTBEYarolee 3a
skcruryataruio CK3U u COI1 u ynpasienne kpuntorpa@uuecKUMH KITIOUaMU.

AyTeHTHYHOCTH (authenticity) - B KOHTEKCTE ynpaBiieHUs JOKyMEHTallu-
€ii: CBOMCTBO OBITh TIOITTMHHBIM.

Bepcus (version) - cOCTOSIHUE TOKYMEHTa B HEKOTOPBI MOMEHT €T0 paspa-
OOTKHU.

Buangesien ceprudgukara KJIK0Ya 3JEKTPOHHOM MOANMCH - JIUIO, HA UM
KOTOPOTO BBbIJIAaH CepTU(UKAT KIIt0Ya AJIEKTPOHHOM MOAMUCH U KOTOPOE BIaJIeeT
COOTBETCTBYIOIIUM 3aKPBITHIM (CEKPETHBIM) KITIOUOM AJIEKTPOHHOM MOIMUCH, TI03-
BossirouM ¢ noMoiibro COII co3maBaTh CBOXO 3JIEKTPOHHYHO IOANMCH B JJIEK-
TPOHHBIX IOKYMEHTAaX.

I'mopunnas nanka (hybrid file) - COBOKyTHOCTh B3aMMOCBSI3aHHBIX 3JIEK-
TPOHHBIX JOKYMEHTOB W/WJIM MaTEPUAIbHBIX JTOKYMEHTOB, XPAHSIIIMXCA YACTUIHO
B 2JIeKTpoHHOM jene B COJl U 4acTUYHO B COOTBETCTBYIOIIEM OYMa)KHOM Jiefie
BHe CD/I.

I'pud orpanmyenuss pocryma (security category)- OJWH WM HECKOJBKO
TE€PMOB, aCCOLIMUPOBAHHBIX C JJOKYMEHTOM, KOTOPBIE OMPENEISIOT MpaBmiia J0CTYIa
K HEMY.

JlokymeHT - 3apukcupoBaHHas HA MaTEPUATBLHOM HOCHUTENE WUJICHTU(PUIIH-
pyemas uHopmalus, co31aHHasl, OJyYeHHAs! U COXpaHseMasi OpraHu3aIueit uim
YaCTHBIM JIMIIOM B Ka4€CTBE JJOKA3aTeIbCTBA MPU MOITBEPKIACHUHU MPABOBBIX 00sI-
3aTENbCTB WUJIU JEJI0BOU €SI TEIbHOCTH.

JloKyMeHTO0000POT - IBI>)KEHUE TOKYMEHTOB B OpraHM3aliyi ¢ MOMEHTa HX
CO3/IaHUSI I MOJTYYECHUS JO 3aBEPILICHUS UCTIOJTHEHUS UM OTIPAaBICHUS.

7Kv3HeHHbI UKJ JOKYMEHTA — TUI MOBEICHHUS JOKYMEHTa OT MOMEHTA
dbopMHUpOBaHUS IO MOMEHTA Tepelavyr B apXUB (Ha XpaHEHUE) WIIH YHUITOKEHUS.

3akpbIThlil (CeKpeTHbIN) KJIKY IH(POBAHUSA - YHUKAJIbHAS MOCIIEI0BA-
TEJIBbHOCTh IaHHBIX, UCTIOJIb3yeMas ISl KU(POBAHUS SJIEKTPOHHOTO JOKYMEHTA.

3aKpbITHIN (CEKPETHDbI) KJII0Y JIeKTPOHHOM MOANMCH - YHUKAJIbHAS MO-
CJIEI0BATEIbHOCTh JAHHBIX, U3BECTHAS BIIAJIEIbIly cCepTU(PHUKATA KITFOYA DJIEKTPOH-
HOM TOANUCH M MpeIHa3HaueHHas sl (OPMHUPOBAHUS JICKTPOHHOM MOAMKUCHU
AJIEKTPOHHOTO JIOKYMEHTA C ucrnoiab3oBanueM COII.

Knaccugukamus (classification) - cucremarndeckas uaeHTUHKAIHMSI U
PacCIoJIOKEHHUE JIETTOBBIX AKTHBHOCTEW W/WJIM JOKYMEHTOB TIO KAaTETOPHSIM, CO-
IJIACHO JIOTUYECKHU CTPYKTYPUPOBAHHBIM COTJIAIICHUSIM, METOJIaM U MIPOLIEAYPHBIM
npaBujIaM, MPEJCTABICHHBIM B CXeME KJIaCCHU(UKAIIAH.



Kurou perucrpanum - 3akpbIThii (CEKPETHBIN) KIIFOY 3JIEKTPOHHOM MOJIIH-
c, chOPMHUPOBAHHBIN B IMPOIIECCe PETMCTpaIlMi HOBOTO Biajeliblia cepTudukara
KJIFO4a 3JICKTPOHHOM MOJIIHCH.

KuroueBoii HocuTe b - MHOOPMAITMOHHBIA HOCUTENb, COACPKAUTUN KPUII-
TorpaduuecKue KIHYH.

Kpunrorpadpuuyeckue k/aroum - o0iiee Ha3BaHHE OTKPBITHIX U 3aKPBITHIX
(CEeKpeTHBIX) KJII0UeH JIEKTPOHHOMN MOANUCH W/ WK MU(ppOBaHUSI.

Mapumpyru3zanusi JI0KyMEHTOB M 3aJaHMil - TOCTaBKa JOKYMEHTOB U 3a-
JaHUHM Ha pabodee MECTO UCIIOJTHUTEIIS.

Meragannbie (metadata) - B KOHTEKCTE JOKYMEHTOOOOPOTa: CTPYKTYpH-
pOBaHHAsg WM TOJXYCTPYKTypUpOBaHHas HH(GOpManus, KOTopas oOecreunBaeT
BO3MOYKHOCTh CO3/IaHHSI, YIPABJICHHS, U UCIOJIb30BAHUS JOKYMEHTOB B T€UEHUE
BPEMEHU U BHYTPH U BHE OPTaHU3alMH, B KOTOPOIl OHU CO3/JIaHBI.

OTKpBITHIA K104 IM(POBAHUS - YHUKAIbHAS MOCIEAOBATEIIBHOCTD JaH-
HBIX, COOTBETCTBYIOLIAs 3aKPHITOMY (CEKPETHOMY) KJtouy MU(POBAHUS, KOTOpas
UCIOJIB3YETCs U1 IU(POBaHUS SJIEKTPOHHOTO TOKYMEHTA.

OTKpBITHIA KJI0Y 3JIEKTPOHHON MOANMCH - YHUKAJIBHAS NOCIEI0BATENb-
HOCTb JIaHHBIX, COOTBETCTBYIOIIAsl 3aKPHITOMY (CEKPETHOMY) KIIIOUY 3JIEKTPOHHOMN
HOJIIUCH, AOCTYyMHas 1to0oMy yyacTHUKY COJl v npenHa3HayeHHas AJis MOATBEP-
XIeHUs ¢ ucnosnb3zoBaHneM COIl MOJIMHHOCTH 3JIEKTPOHHOW IMOJIUCU B 3JIEK-
TPOHHOM JOKYMEHTE.

MoarBepxaenue mogauHHOCTH LI - MOMOKUTENBHBIN pPE3yNIbTAT MPO-
Bepku npaBuiibHOCTH DLII, BbIpaOOTaHHON MPaBOMOYHBIM JUIIOM M3 HCXOJIHOM
uH(pOpMaIUK MyTEM NMPUMEHEHUS TPUHAAJIEKAIIEro eMy 3aKkpoiToro kiatoya O,
MOJIYYEHHBIA C KCIIOJIB30BAHUEM 3apETUCTPUPOBAHHOIO U CEPTU(HULIMPOBAHHOTO
OTKpeITOrO Kiroua DI

IMopsinok xpanenus (retention schedule) - nmocinenoBaTeILHOCT UHCTPYK-
111, Ha3HAUYEHHBIX KJIaccy WX JeNly YTOObI 337aTh MPOI0JKUTEIbHOCTh BPEMEHH,
B TEUEHHUE KOTOPOTO CIYKEOHBIE TOKYMEHTHI JOJKHBI OCTaBaThCS B OpraHU3aluu
B CBSI3U C NOTPEOHOCTSMHM TEKyILIeH AESITENbHOCTH U OKOHYATEIbHYIO CyAbOY
CITy>K€OHBIX JOKYMEHTOB 10 HCTEYCHUH YCTAHOBJICHHOTO CPOKA XPaHEHUSI.

IIporokoa ayaura (audit trail) - uadopManys 0 TpaH3AKIUAX WU UHBIX
JNENUCTBUSX, KOTOPBIE OKAa3bIBAIOT BIUSHUE HA CYIIHOCTH WJIM U3MEHSIOT UX (B T.Y.
U DJIEMEHTHl METAJaHHbIX), XpaHUMas B JOCTATOYHO ACTAIM3UPOBAHHOM BHJIE,
4YTOOBI 00ECTIEYUTh PEKOHCTPYKIMIO BHITOJHEHHBIX JICUCTBUI.

PerucrpupoBanue (capture) - peructpaunus, kKiaccupukanus, 100aBIeHne
METaJJaHHBIX U COXpPaHEHHUE JTOKYMEHTa B CUCTEME, KOTOpasi yIpaBisieT TOKyMEH-
TaMHU.

Poab (role) - cOBOKymHOCTh pa3pelieHud Ha JOCTYN K (PYHKIMOHAIbHBIM
BO3MOYKHOCTSIM CUCTEMBI, IPEAOCTABIICHHAS MPEAONPEAEIEHHOMY OJIMHOXKECTBY
IIOJIb30BATEIICH.

Cucrema ynpasiaenus 6azamu nanubix (CYBJI) - nporpammaoe obecte-
YeHHe, KOTOpoe o0ecreunBaeT BBOJI, XpaHEHHE U 00pabOTKy OOJbIINX 00BEMOB
uHpopMaluu (0a3 JaHHBIX).



Cucrema 3J1eKTPOHHOr0 Jo0KyMeHT0000poTa (CIMD) - cucTtema aBTOMAaTH-
3a1uK paboThl ¢ JOKYMEHTAMH Ha MPOTSHKEHUU BCEro UX KU3HEHHOIO IUKIIA (Co-
3/laHue, U3MEHEHHUE, XpaHEHUE, TTOUCK, KIIacCU(UKAIUS U TIP.), & TAK)KE MPOIIECCOB
B3aMMOJICHCTBUSL MEXIY COTpyIHHKaMmH. [Ipu 3ToM moa AOKyMEHTaMH B MEPBYIO
ouepe/ib MOJPAa3yMEBAIOTCS HECTPYKTYpHUpPOBaHHbIE JOKYMeHTHI ((aitner Word,
Excel u nip.). Kak npaBuno, C3J1 BkitouaeT B ce0st 2JI€KTPOHHBIN apXUB JTOKYMEH-
TOB U CUCTEMY aBTOMAaTH3alMHU JEJIOBBIX IPOLECCOB.

CpeacrBa kpunrorpapuueckoii 3amurbl uHpopmauuu(CK3H) - coso-
KyIHOCTh TPOTPAMMHO-TEXHUYECKUX CPEACTB, OOECIEUMBAIOIINX NPUMEHEHHE
AIIGKTPOHHON TMOAMHUCHA M MIH(PPOBAHUS MPU OPTraHU3AIUU SIEKTPOHHOTO JOKY-
MeHToo00poTa. CK3M MOryT mpUMEHSATHCA Kak B BHJIE CaMOCTOSITENBHBIX IPO-
TPAMMHBIX MOJYJIEW, TaK U B BUJI€ MHCTPYMEHTAIBHBIX CPEJCTB, BCTPAUBAEMBIX B
MPUKIIAJHOE TPOTPaMMHOE 00ECTICUEHHE.

CpencrBa 3jexkTponHoii moamucu(CIII) - anmapatHele u (Uiu) Mpo-
IPaMMHBIE€ CpE/ICTBA, OOECIEUNBAIOIINE PEATU3ALUIO XOTs Obl OJTHOM U3 CIENyI0-
mMX QyHKUMN: cO3aHNe SJIEKTPOHHOM MOJIUCH B AJIEKTPOHHOM JOKYMEHTE C HC-
MI0JIb30BAHUEM 3aKPBITOrO (CEKPETHOI0) KJII0Ya 3JIEKTPOHHON MOJIUCH, MOATBEP-
XKJICHHUE C UCMOJIb30BaHUEM CEPTHU(PUKATA KIH0YA 3JIEKTPOHHOW MOAMUCU MOJJINH-
HOCTH 3JIEKTPOHHOW ITOANMCH B 3JIEKTPOHHOM JOKYMEHTE, CO3aHUE OTKPBITBIX U
3aKPBITBIX (CEKPETHBIX) KIIt0UeH 31ekTpoHHOU noanucu. COIl MoryT npuMeHsTh-
Csl KaK B BHUJIE CAMOCTOSITENBHBIX MPOrPAMMHBIX MOJAYJEH, TaK U B BUJE HUHCTPY-
MEHTaJIbHBIX CPEJICTB, BCTPAUBAEMBIX B MIPUKJIIAIHOE MPOrpaMMHOE 00eCIIeUeHHE.

Tom (volume) - 4acTh AIEKTPOHHOTO Jieja Wik OyMa)KHOTO Jiela.

YpoBeHs aonycka (security clearance)- 0JlMH WJIX HECKOJIBKO TEPMOB, ac-
COLIMMPOBAHHBIX C IMOJIB30BATEIEM, KOTOPBIE ONMPENENIAIOT, K JOKYMEHTAMH C Ka-
KUMH rpudaMy OTpaHUYEHUS JOCTyIa JAHHBINA MOJIb30BATENb UMEET JTOCTYII.

®opmaT JIEKTPOHHOIO0 JAOKYMEHTA - CTPYKTypa COJAEP>KATEIBbHON 4acTH
AJIEKTPOHHOT'O COOOIIEHUS, HA OCHOBE KOTOPOro c(hopMHpOBaH 3JIEKTPOHHBIN 10-
KYMEHT.

IIudpoBanne - kpunrtorpadpuueckoe Mnpeodpa3oBaHUE AAHHBIX, MO3BOJIS-
IolIee MPEAOTBPATUTh JOCTYI HEYMOJIHOMOYEHHBIX JIMI K CONEPKUMOMY 3allu -
poBanHoro J/1.

JunexTpoHHas nanka (electronic file) - COBOKYNHOCTh B3aMMOCBSA3aHHBIX
AIEKTPOHHBIX TOKYMEHTOB.

Jaexkrponnas nudpposas noanuch (LI, digital signature) — pekBu3uT
AIEKTPOHHOTO JOKYMEHTA, MPEAHA3HAYEHHBIN ISl 3alIUThl TaHHOTO 3JIEKTPOHHO-
ro JOKyMEHTa OT MOJJICJIKH, MOJYYEHHBI B pe3ysibTaTe KpHUNTOrpaQuuecKoro
npeoOpa3oBaHusd UHPOPMALMKU C MCMOJIB30BAHUEM 3aKPBITOTO KJIIOYa AJIEKTPOH-
HOM 1IMPOBON MOANUCH U TO3BOJISIOMUN UACHTU(GUIUPOBATH BIaAENblia CEPTH-
¢ukara KiIro4a MOJNUCH, a TAKXKE YCTAHOBUTH OTCYTCTBHE HMCKa)KeHUsI MHPOpMa-
LMY B AJIEKTPOHHOM JOKYMEHTE.

DJIEKTPOHHBIN AJMUHUCTPATHBHBIN peraameHTt (JAP)— agmunuctpa-
TUBHBIN PETrJIaMEHT, MOJHOCTHIO PEANM30BAHHBIN ¢ MTPUMEHEHHEM MH(POpPMAIUOH-
HO-KOMMYHHKAIMOHHBIX TexHonoruit (MKT). DAP mpeamonaraer ¢opmansHOE
ONMCaHNE aJMUHHUCTPATUBHBIX IIPOLEAYP, IPUTOJHOE [JIs1 HEOCPEACTBEHHON HH-
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TEePIPETANMA ¥ UCTIOJHEHUS CPEACTBaMU HH(POPMAIMOHHO-KOMMYHUKAIIMOHHBIX
TEXHOJIOTUH.

DJIEKTPOHHBII aApXHB JOKYMEHTOB — CHCTEMa XPaHEHHUsS JIOKYMEHTOB B
AJIIEKTPOHHOM BHJIe, OOecreunBaroas HaJeKHOCTb XpPaHEHUs, KOHPUICHIINAIb-
HOCTh M pa3rpaHUyeHue A0CTyNa, OTCICKUBAHUE UCTOPUM U3MEHEHUMN, yI00CTBO
U CKOPOCTb MOMUCKA.

JeKTpPOHHbIN AOKyMeHT (D) - HOKYMEHT, CO3[aHHbId C TMOMOILIBIO
CPEICTB KOMIMBIOTEPHON 00paboTKN MH(POpMAIMK, KOTOPBIA MOXKET OBITH MOJIHU-
caH 3JeKTpoHHOW udpoBoit noanuceio (D1I1) u coxpanéH Ha MAITMHHOM HOCH-
Tese B BUAE daiiia COOTBETCTBYIoMIEro (hopmara.

DJIeKTPOHHBI JoKyMeHT0000poT (I0) - enuHblii MEXaHU3M MO padoTe
C JOKYMEHTaMH, MPEJCTABICHHBIMU B 3JICKTPOHHOM BHUJIE, C peaiu3alliel KOH-
HEMINHN «0e30yMakHOTO JEJI0MPOU3BOACTBAY.

Jran koHurypaumuu (configuration time) - ToYka B KU3HEHHOM LIMKJIE
CO/1, xorna npou3BOAUTCS €€ YCTAHOBKA U HACTPAUBAIOTCS €€ MapamMeTphl.

Ad-hock mapmpyTH3anms - JTMHAMUYECKOE OMPECICHHS MapIIpyTa JIBU-
JKEHUS JOKYMEHTa OT OJIHOTO TOJIb30BaTelNd K JPYroMy, KOTOPOE MOXKET OBITh 3a-
JTAaHO TOJIb30BaTENIEM, KOTOPBIM B TaHHBIA MOMEHT pabOTaeT C JOKYMEHTOM.

Document management system (DMS) - cucrema ynpaBieHHs] JOKyMEH-
TOOOOpOTa, MPOrpaMMHOE OOECIeueHUEe, KOTOpOoe O0ECIEeYMBAET OpPraHU3aLUI0
JOKyMEHTO000pOTa NMPEATPUITHS.

Enterprise Content Management (ECM, ynpasienue uHGOpManMOH-
HBIMH pecypcaMu NpeaNpusiTus WM yNpaBjieHHe KOPNOpaTUBHOW UHGOP-
Maiuei) — cucteMa nojAep>KaHus MOJIHOTO KU3HEHHOTO LMKJIa MH(OpMaluu, OT
€€ CO3JIaHMs WJIM TIOJIYYEHUSI U3BHE JO YHUUTOXKEHHUS, KOT/Ia OHA MOTEPSET aKTy-
aJbHOCTD Y IIEHHOCTb.

Electronic Document Management Systems (EDMS) - o xe, uyto u CO/I.

MoReq (Model Requirements for the Management of Electronic
Records) - ¢pyHkimoHanbHas crielupuKaius 1Mo yIpaBIeHUIO dJIEKTPOHHBIMU J10-
KyMeHTaMH, pa3paboTaHHas Ha JeHbru EBpomeiickoit komuccuu B 2002 romy.
MoReq He conepXUT HAITMOHAILHON CTIEIIM(PUKHA U JIETKO aAanTHPYETCS NS MPH-
MeHeHus B ool ctpane. O0beM JTOKyMeHTa - Oosiee cotHu cTpanuil. OH coaep-
*®uT 514 TpeboBaHMil, U3 KOTOPBHIX 335 OTHECEHBI K KAaTErOpuu 00s3aTeIbHBIX,
OCTaJIbHbIE PEKOMEH/IaTeIIbHBIC.

MoReq-2 — Bepcusi cranmapra MoReq. IlpencraBnsier coboii eranbHbIC
pekoMeHaanu K (GOPMUPOBAHUIO TEXHUYECKOTO 3aJaHus JJIs CO3JaHUS TOJHO-
IIEHHBIX MTPOTPAMMHBIX MPOYKTOB MO aBTOMATH3AIMHU JIeT0npon3BoicTBa. OqHUM
u3 HauboJjee CYIIeCTBEHHBIX HOBIIECTB B MoReq-2 sBiseTcs NpUIIOKEHUE K
CTaHJapTy - pazpaboTaHHas cUCTeMa CepTU(UKAIIUU MPOTPAMMHBIX MPOIYKTOB Ha
COOTBETCTBHE TPEOOBAHUSIM CIEIU(DUKAIUH.

Structured Query Language (SQL) - s3bIK CTPYKTYpHpPOBaHHBIX 3aIlpo-
COB. SIBsieTCSl CTaHAAPTOM JIJIsl PEJISIIUOHHBIX 0a3 JaHHBIX, KOTOPBIE MUPOKO WC-
NOJIB3YIOTCS U1 XpaHeHUs1 MeTafgaHHbIX B CO/1.



