MonOdunc

[logmeprxkaHue XXU3HEHHOT'O IIUKIIA
1aTgpopmbl MonOdpuc

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'HW», 2013-2023




00O «HOBBIE OBJIAYHBIE TEXHOJIOI'MN»

HHOJJEPHKAHUE XKUSHEHHOI'O IIUKJIA

TUIAT®OPMBI MOMOPUC

Ha 18 sincrax

MockBa

2023



MonOdpuc

Bce yrioMsiHyTBIE B 3TOM JJOKyMeHTe Ha3BaHUS IIPOJIyKTOB, JIOTOTHUIIBI, TOPrOBbIe MapKy U
TOBapHble 3HaKU NIPUHAIJIeXaT UX Bila/ielIbllaM.

Tosapusie 3Haku «MoirtOduc» u «MyOffice» npunamgnexar OO0 «HOBBIE OBJIAYHDLIE
TEXHOJIOT'MW».

Hu npu xakux oOCTOSTeNbCTBAX HeJlb3sl UCTOJIKOBBIBATH JIFOO0E COIep>KMMOe HACTOSIIero
JIOKyMeHTa Kak IIpsiMoe WJIM KOCBEeHHOe IIpe/loCTaBjIeHNe JIUIeH3UM WK IIpaBa Ha MCIO0JIb30BaHUe
TOBApHbIX 3HAKOB, JIOTOTMIIOB MJIM 3HAKOB OOCIy>XMBaHMS, IpUBelleHHbIX B HeM. Jlio6oe
HeCaHKI[MOHMPOBAaHHOE MCIIOJIb30BaHWE 3TUX TOBApPHBIX 3HAKOB, JIOTOTUIIOB WJIM 3HAKOB

O6CJIy>KI/IBaHI/I$[ 0e3 MM CbMEeHHOI0 pa3penieHus ux HpaBOO6ﬂaHaTeﬂﬂ CTPOro 3alipenieHo.
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TEPMHWHbLI, COKPAIIIEHUSA U OITIPENEJIEHUSA

B HacTodmeM JOOKyMeHTe HCIIOJIb3YyIOTCHI

(cm. Tabmuny 1):

dleayromye TepMHUHBI W COKpPAIIEHUA

Tabnuna 1 — TepmuHsl, cokpalieHus U onpeielleHus!

TepmuH, cokpanieHue

OmnpeneneHue

[Tnarpopma MoitOduc

COBOKYTTHOCTb KJIMEHTCKUX U CEepBEPHBIX MPOTPAMMHBIX TTPOYKTOB,
pa3pabarsiBaeMbIX KoMmnanueidr MoiOduc.

Kommepueckuit mpoykT

[IpomyKT, yKa3aHHBIN B KOMMEPYECKOM TpPaNC-JIMCTe W/UIH
MIPUCYTCTBYIOLIWI B peecTpe oTedecTBeHHOTO [10.

[TocTaBiyk KOMMep4YeCKUX NpOrpaMMHBIX IPOAYKTOB Ilnatdopmel

Bernop MoitOduc, komnanust MonOduc.

REVERE 171X Koneunslit nosnb3oBaTesb npoaykroB MoitOduc.

S — ABTOpH30BaHHBIN TAPTHED, 06ecedYnBaroiye MpoIecC MOCTAaBKU U
COTIPOBO>KAeHHsI KOMMepUYeCKHX IPOrPaMMHBIX ITPOJIyKTOB.

K1 7KyisHeHHbBIH UKL

110 [IporpammHoe oGecrieueHue.

Product Owner

MeHemxep, SBISIIOIIUANCS TPOMEXXYTOYHBIM 3BeHOM MeX]y 3aKa3uMKOM
1 pa3paboTYUKaMU.

Pemus

Brimyck ouepenno#t Bepcuu [10, roToBOrO /17151 HCHOB30BAHUSI.

CrpuHTt

Opnna nrepanus pa3paboTku ¢ PUKCUPOBAHHON IPOJI0JDKUTEIBHOCTBIO.

Kpocc-dpyHknmonansHas
KOMaH/1a

Komanna, o6bpequHsoIas moiei C pa3iuaHbIM Ipo¢deCCHOHAIBHBIM
OTIBITOM JIJISI COBMECTHOW pabOoTHI 10 JOCTHXeHUIo 0611el e, OHa
MO>KeT BKJIFOYATh KaK IIpeJ/ICTaBUTellell Pa3HbIX YPOBHeH OpraHH3alvy,
TaK ¥ BHEIIHUX COTPYIHUKOB.

Hard skills

Amnrn. "xectkve" HaBbIKU. [IpodeccroHanbHble HABBIKH, KOTOPBIM
MOXHO Hay4YUTb U KOTOPbIe MOXXHO U3MEPUTh.

Soft skills

Amnrn. "msarkve" HaBbIKY. JIMUHbBIe KaueCTBa, YHUBepCaJbHbIe
KOMIIETeHIIUH, KOTOPbIe CJI0KHO U3MEpPUTh KOJIMYeCTBeHHbBIMU
MOKa3aTessIMH.
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1 OO1me mooxkeHus

[Inatdopma MoitOduc (manee - Ilnardopma) — HaOOp MUHTErpUPOBAHHBIX HACTOJIBHBIX,
MOOUJIBHBIX U BeO-TIPUJIOXKeHUH, a TakXKe CepBepHbIX CHUCTeM [jii OpraHM3allMi COBMEeCTHOU
paboThI C IOKyMeHTaMH, a Takxe JJIs1 KOMMYHUKAIlMK Ha MOIYJISPHBIX OllepalluOHHBIX CHUCTeMaXx.
B cocraB miatrdopmbl BXoAST (BKJIIOYasi, HO He OTPaHWYMBAsICh) CPeICTBA yIIpaBjeHus gaiiaMu U
IIallKaMH, PpefaKTOpbl TeKCTOBBIX JOKYMEHTOB, JJIEKTPOHHBIX TabiMI] M IIpe3eHTaluH,
IIPUJIOXKEHUS [yl BU3yaJIM3alluy Ipe3eHTalluii U OTYeTOB, IPUIIOXKEHHs JUIsl YIIpaBJIeHUs TI0YTOH,
KajleHJapeM U KOHTaKTaMW, 6ubiuoTeka MmpU@TOB, KOMIUIEKT cpeAcTs paspaborku (SDK), a
TaK)Ke CUCTeMbl XpaHeHHsI JaHHBIX, peJaKTUPOBAHUSI U COBMECTHOW paboThl, I0YTOBAs CUCTeMa U
aJIMAHMCTPAaTHMBHAs NaHesb. AKTyaJlbHBIM COCTaB IPOJIyKTOB, CO3JaHHBIX Ha Oaze Ilmatdopmsr,

npuBeJleH Ha crpaHuiie MoitOduc: https://myoffice.ru/products.

[TocTpoenne ¥ coBepilleHCTBOBaHUWe >XW3HeHHOro Iukia (manee - 7KII) Ilmatdopmbr
MoitO¢uc ocHOBaHO Ha TpUMEHeHHUH IpolieccHoro noaxoaa mo mozaenu ISO 9001 ('OCT P UCO
9001-2015), ¢ yuerom mnpunnunoB ISO 9000 (IT'OCT P HCO 9000-2015) u cucremsl
pekomenanui U onvcanuu mporeccoB I I10O B cranpapte ISO 12207 I'OCT P UCO/MBK
12207-2010) (cm. Tabnuiy 6).

ns cepruduniupoBannbix Bepcuit [10 MoitOduc npumensitoTcs onoxxenus: TpeboBaHuM
no Ge3omacHOCTH MHoOpMalnu, yTBepkaeHHbIX npukazoMm N 76 ®@CTIK Poccuu ot 2 uioHs
2020 r.
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2 OcHoBHBIe CBeJieHHUs 0 »KM3HeHHOM 1ukJie mwiaTgpopmbl MoitOduc

Hns IlpopykroBout mnuneiiku Ilnarpopmer MoiitOduc ompeneneHa gojarocpovHast

CTpaTerus pa3BuTHs, B PaMKadX KOTOpOfI COCTaBJISIeTCA BbICOKoypOBHEBbIﬁ IIJIaH Ha T'OMd. Hogrie

Bepcuu [lnmatdopmbl (penn3bl) BBITYCKAIOTCS, B

cpenHeM, 3 — 4 pasza B roj. ['omoBoi miaH

NeTau3upyeTcs U KOPPeKTUPYeTCsl Ui KaXKA0M BBIITYCKaeMOM BepCHUH.

AKuznennwii 1ukn  [I0  paccmaTpuBaetcs

C Yy4YeTOM OCHOBHBIX M OJIOX)KEHU I

I'OCT P UCO/MDBK 12207-2010 (cm. Tabnuny 6), u mnoppadyMeBaeT IOCIeI0BATEIbHOCTh

craguit (cMm. Pucynok 1).

KoHuenuua /
3amMeicen f
NNaHMpoEaHKE

h J
h J
h 4

PazpadoTka Mprme

Mogaep*ka
NpUMEHEHKUA

MpekpaweHne
NpUMEHEHNA

h 4
h 4

HEeHHWe

E0IEPALYEHME K CTAOMM NNSHUPOEAHKA, P23padoTin.
Euinyce 0GHOBNEHHL BEEPCHA NPOOYKTA H3 OCHOBE

MHDOPM ALK, NONYYEHHON B0 BPEMA SKCMIYATALMK.

Pucynok 1 — Cragun

KM3HEHHOTI'O ITUKJIa

[Tepexon k ciiemytoliieil CTaiiii BO3MOXEH I0CJe JOCTHXXeHUs 11eiel, ITOCTaBJIeHHbIX B

npeabiaymen craguu. e u pesynbraTtel craguii 7K1 onucansl B Tabauie 2 .

Tabmuna 2 — Onucanue cragui xxusHeHHoro mukia [1C

Ienn

Pe3zynbTaT

Konmemnius / 3amMbices / TulaHUPOBaHHe

OmnpenemuTs U MPUOPUTU3UPOBATH MOTPEOHOCTHU
3aWHTEepPeCOBAaHHBIX CTOPOH. Boimermmts
nepBoovyepenHble 3amadd. OIEHWTh BapUAHTHI
pelleHU ¥ BO3MOXKHOCTH pear3aliiu.

CocTraBeHo TexHHYeCKoe 3a/laHue Ha pa3paboTKy
O/mpKaiiiiiero  peim3a C  y4eTOM  3asiBOK
3aKa34MKOB,  HANpaBJIeHHBIX HAa  pa3BUTHE
$YHKIIMOHAIBHOCTH U UCIIPaBJleHre 3aMeydyaHuni.

Pazpa

Co3maTth odepenHyio penusHyio Bepcuio 10,
yIOBJIETBOPSIOINIYIO TIOCTaBJIeHHBIM TpPebOoBaHUIM
Y TeKYIUM 3alipocaM IMoJIb30BaTese.

boTka

Co3smana pemsHas Bepcus [10O, orTBevaromast
MOCTaBJIeHHBIM TPeOOBaHUSIM H  TOTOBas K
MIPUMeEeHEeHUIO.

Co3zmana aKTyasbHast SKCIUTyaTaIMOHHAS
JIOKyMEeHTAaIus, OIHUCHIBAIOIIas IPOTPaMMHbIN

IMPOAYKT, BKJIFOYas BCe OGHOBJIQHI/ISI, XdpaKTepHbIe

IUIsl TeKyIlleil BepCuH.

OCYIIEeCTBUTb  WHCIIEKITMOHHBIN
dCTOK Pocuunmn.

KOHTpOJIb BO

[Ipumenenue
Obecneunts pasBepThiBaHWe U oOHOBieHWe IO |IIporpaMMHBIe  HPOAYKTHl ~ yCTaHOBJIEHBI U
Ha CTeHJlaX U yCTPOMNCTBax MoJb30oBaTesel. (YHKIMOHUPYIOT ~ COIVIACHO  YCJIOBUSIM — MX
IIPUMEHEHNS.
I ceprudurnmpoBandbix Bepcuii [10 Moi#tOduc | [Iporpammabie NIPOAYKTHI COOTBETCTBYIOT

TpeboBaHUIM HHPOPMAIIMOHHOM 06e30MaCHOCTH.
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ens Pe3zynbTaT
[Togmeprxka mpuMeHeHUs
Obecneyuts ycToiunBoe GYHKIMOHUpPOBaHUE | B TeueHne Bcero cpoka TNpuMeHeHHs cobpanHa
IO, cobpaTh CTAaTUCTUKYy  WCHOJIb30BaHUS, | aHAJIMTHKA HUCIIOJIb30BaHU, HaKOIIJIeHBI
BBISIBUTH TMPOOJIEMbI, C KOTOPBIMH CTAJIKWUBAIOTCS | 3aMedaHusl U TOKeJIaHUs TI0JIb30BaTeNiel. 3asiBKU
10JIb30BaTeJIH. [10JIb30BaTeei perucTpupyoTcs,
UIEeHTUDHUITUPYIOTCS u KITaCCUDHUITUPYIOTCS.
[Tonmb3oBaTensM  obecliedeHO  COINEUCTBUE U

KOHCYJIbTallidW B COOTBETCTBUUA C YCJIOBUSIMH
cornamienust. OcyIiecTBsieTcs pellleHde Ipo6semM
HoJIb30BaTeslel, BO3MOXXHOe B paMKaxX TeKyIero
IUMKIa. Bompockl, KOTOpble He MOTYT OBITh
pellleHbl MTHOBEHHO, (WIbTPYIOTCS, ¥ MOTYT
OBITH BKIIOUEHBI B IJIAHbI peajM3aliui B OJJHOU U3
cnenytomux ureparuii 2K

[Ipekpatienue npuMeHeHuUs

Ob6ecneunTh BHIBOJ MMPOAYKTa U3 3KCIUTydTdllun

HpOJIYKT BbIBeJleH M3 3KCIULydTalluH.

Hns ceprudunuposannbix Bepcuii [10 Mo#Oduc
obecreyuTh IpeKpallleHhe IPOU3BOJCTBA U
peaym3anuu  CepTHUOUITUPOBAHHBIX CpencTB
3alIUTHl MHPOpMaIKH.

[IpekpalieHsl NPOM3BOACTBO U peav3alus
CcepTUPUIINPOBAHHBIX CpeJliCTB 3aIIUTHI
VHG}OpMaIIUH.
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3 OmnmcaHue ’KH3HeHHOT0 IHKJIa Iiargopmel MoitOduc
3.1 IInanupoBaHue
[Tpu cocraBiieHMU U JleTanu3aliuy IylaHA pa3BUTHs [ImaTdopmbl Takke yIUTBIBAeTCS

rHopMalus, oJlydeHHas: B pe3yJibTaTe B3aUMOJIEMCTBHUS C IOJIb30BATeIsIMU. OTH CBeleHUs

MOCTYTAIOT OT JIMpeKINu CIelTpoeKTOB, SKCILUTyaTallu¥, ¥ BHEAPEeHHUSI.

MnanupoeaHue

MnaHe pazeMTHA
e Jafaun TeKyLwero pennsa > Peanvaauma

L 4

— l
Janaqn TeKyLers
penusa
BHenpeHne
Janaqn Byayumx
PENKI0GE l
Knaccudgueauma / - Mopnepsxa

OUNETPALWA 3aAB0K 3aABEX

Pucynok 2 — Iporiecc niiaHupoBaHus

Ha srane myaHWpoBaHWs aHAIM3UPYIOTCS IBAa WCTOYHMKA JaHHBIX — HAOOp 3ajad,
CcofiepKallliXcsl B TjlaHe pa3BuThs [lmargopmbl, a Takke oOpaTHasi CBsi3b OT KJIMEHTOB,
¢dopmanuzoBaHHas B 3anvcy basel 3HaHui City>x0bl moamepxky. [lepen kaxabiM pesii3oM K3
TMAHHBIX MCTOYHHUKOB WHGOPMAIUU OTOMpAIOTCsS HauboJjiee BakKHbIe W aKTyaJibHbIe 3a/IayH,

dopmupyst coboii cmrcok HeoOXOAUMBIX 3a/lad TEKYIIero pen3a, KOTOpble MOCTYMaoT Ha 3Tall
pa3pabotku (cM. Pucynok 2).

3.2 Pa3spaborka

3.2.1 Omnmcanue nporecca pa3padboTku

Paspabotka HOBBIX Bepcui mNpoayKToB [lmatdopmel BeleTcs MoCieIoBaTeIbHBIMU
UTepanusMu (COIPUHTAMH). 3afadd KaXKIOTO CIPUHTA JAEKOMIIO3UPYIOTCS TaKUM 00pa3oM,
YTOOBI 06eCreYnTh BO3MOXXHOCTD pealn3aliuy JII000H 3a/1auu He Oojiee, 4eM B JIBYXHe/IeJIbHBIM
nepuoji. B citydae, eciiv OlleHUTH 3a/1a4y CJIOXHO, IIJIAHUPYeTCsS BpeMsl Ha IpefBapUTeNIbHOe

HcCciiegoBaHHe. Ecmm 3a/la4a OKda3bIBAETCHd 60J'[bH.IOﬁ, OHa [JeJIMTCA Ha I10A3dJ4d4H. Takum
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obpa3oM, B paMKax OJIHOTO WJIM HECKOJIbKHX TI0CJIeJIOBAaTeIbHbIX CIPUHTOB KaXKIas
pa3pabarbiBaeMasi 3ajlada MPOXOJUT IMOJHBIM >KM3HEHHbIM UK pa3pabotrku [10: anamms -
NpoeKTHpPOBaHMe — pa3paboTka — TecrupoBaHme (cM. PucyHok 3). PesynmbraT cripunTa

aHaIM3UPYeTCs U SIBJISIeTCSl OCHOBOM /1Jisl IPOEKTUPOBAHUS CJIe[lyIOIIero ClipyuHTa.

CnpuHT

Axanuz —» [IpogkTMpOBaHWMe —» Paapafotka [——» TecTvpoBaHve

|

Kommep4eckuid penua

\/

KoMNoHEHT CNpuHT = CNpuHT [ CnNpMHT —* ... —» COpuHT [ CnpuHT
KOMNOHEHT CnpuHT ™ CnpuHT —» CNpuHT —®» .. ... —» CnpyHT —» COpKHT
KoMMOHEHT CnpuHT ™ CnpuHT —» CnpuHT —* ... —» CnpuHT 3 COpWHT

|
I

KoMMmepdeckli penns ——» KoMMepYeckdi penus —» ... — KoMMEpYeckdid penus

Pucynok 3 — CtpykTypa npoiiecca pa3paboTKu

Kaxnpii npomykt matdopmbl paspabaTbiBaeTcsi CUJIAaMU  OTHEeNbHBIX KpOCC -
$YHKIMOHANIBHBIX KOMaHJl. Takue KOMaH[Ibl YKOMIIJIEKTOBAHbBI CIlellUaluCTaMy, KOTOphIe

rapaHTUPYIOT MOJIHBIN IIUKJI peajii3allui TpeOOBaHUM K IIPOAYKTY:

Product Owner;

pa3paboTyuky;

AQHAJIMTUKH I10JIb30BATEJIbCKOI' O ITIOBeJIeHUs U iu3aiiHepbl MHTep(eiCoB;

TeCTUPOBIIUKHU,

— TexXHUYeCKHe MMHUCaTelI .
3.2.2 ]JlokymMeHTHpOBaHHe

JloKyMeHTHpOBaHMEe — COCTABJISIOINIAsl MPOIecca pa3paboOTKH, IEJIbI0 KOTOPOH SIBIISETCS

obecriedeHre pa3paboTKW U BHEJPEeHUS JIOKyMeHTOB, TpeOyeMbIx [Uisi HCIOJIHeHHsi Ou3Hec-
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npotieccoB. IloMrmo pa3paboTky JOKyMeHTHpOBaHMe COIIPOBOXKIAeT M BCe OCTaJIbHbIe MPOIecChl
KL [Tnatdopmer MoiiOduc.

OKCIJTyaTallMOHHAs JOKyMEHTAllUsl 10 TpPWJIOXKeHUsM U 1npoaykram [lnardopmbr
MoitO¢duc pasmeriena Ha cate Bengopa W JoCTymiHa [t WCIOJIb30BAaHUSI  BCEM

3aMHTEPeCcOBaHHBIM JIMIIaM B pa3zesie «I[poayKThl U qoKyMeHTaIus»: https://support.myoffice.ru.

3.3 IIpumeneHue

JIuneHsuu Ha KOMMepyeckHe IIpOrpaMMHble IIPOAYKTBI PACIHpOCTPaHSIOTCS —depe3
[TapTHEpoB (Yy4aCTHHMKOB IIapTHEpCKOM IporpaMMbl BeHopa, CIMCOK IIpUBelleH Ha CTpaHHUIle

https:/myoffice.ru/partners). HMHcTamnsinus KoOMMepueCKUX IIPOTPAMMHBIX IIPOJYKTOB MOXET

OCYIIIeCTBJISITCS:

— camocrosrenbHo IT cneruanucramMu 3akasynka;
— B OTIEJIbHBIX CTy4asiX CaMOCTOSITeIbHO MOJIb30BaTeseM;
— IapTHEepOM;

— cllenManbHbIM nofipaszenenueM MonOduc Koncantunr.

[To 3anpocy 3aka3zunka eMy NpefoCTaBJISIOTCS JIUIleH3UOHHbIe CepTh(UKaTHI.

3aKa3yuK, TOJYyYHUB JTUCTPUOYTUBBI U JIUIeH3UOHHbIe cepTudukatbl OT IlocTaBiuka,
OpraHM3yeT YCTAaHOBKY KOMMePYeCKHX IMPOrPaMMHBIX IMPOAYKTOB Ha KJIMEHTCKUe pabodyue MecTa,
Y IIpU HeoOXO0JJMMOCTH Ha CcepBepa OpraHU3alluH, eciii 3Toro TpedyeT KoHGUTyparivs IpoayKTa.

[Ipomecc skcmiyatanuu nopjaepxuBaercss 3aka3dukoM U [locraBumikom (ITapTHepom),
cootBeTcTBeHHO. [Ipu Heobxomumoctu BeHnop okasbiBaeT TpebyemMyio IMOMOIbL B paMKax
YCJIOBUM, COOTBETCTBYIOIIMX YPOBHIO TEXHUYECKOU MO/JIEPXKKH.

Ceprudurupoanubie  Bepcuu [I0  MoiOduc  obecneymBaroTCs — MOJIEP>KKOM

6e3011acCHOCTH CpeJICTBa, IIpe/lyCMaTpUBaIOIIeH:

— yCTpaHeHMe He[JOCTaTKOB U JiepeKTOB CPe/ICTBA, B TOM YHCJle YyCTpaHeHue Ys3BUMOCTel 1
HeJleKJIapUpPOBAaHHBIX BO3MOXHOCTeM cpeicTBa (#alee — ycCTpaHeHHe HeJOCTaTKOB
Cpe/iCTBa);

— nHdopMupoBaHue I0TpebUTesiell 06 0OHOBJIEHUH ITPOrPaMMHOr0 obecliedyeHusl CpeficTBa
U JIOBeJieHHWe JI0 1oTpebuTesniell 0OHOBJIEHUM MporpaMMHOr0 obecriedyeHUs! CpeiCTBa, a
TakkKe H3MeHeHUN B OJKCIUTyaTal[MOHHYIO [IOKyMeHTallulo (Janee — OOHOBIleHHe
Cpe/iCTBA);

— JJOKyMeHTUpOBaHUe Npollelyp YCTpaHeH!sl HeJoOCTaTKOB U OOHOBJIEHUS! CPeJICTBa;

— nHbopMupoBaHue 00 OKOHYAaHWM IIPOM3BOACTBA M (WJIM) IOANEpPXKU Oe30macHOCTH

CpeJcTBa.
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3.4 Ilongepixka mpuMeHeHUs
[Tonnep>xanue K11 [InaTtdopmel ocyiiecTBiisieTcs 3a C4eT COIPOBOXKAEHUS KaKIOro U3 ee
KOMITOHEHTOB U BKJIIO4aeT B ce0si:

— IIpoBefleHHe peryJsipHbIX MOJepHU3alui MpoaykToB [ImaTdopmbl B COOTBETCTBUU C
COOCTBEHHBIMH IIJTaHAMU Pa3BUTHS;

— obHoBJeHUs TPOAyKTOB [lnatdopmel, cBsiZaHHBIE C 0OpalieHUsIMUA 3aKa34UKOB.
Kareropuu ob6paiiieHuii 3aka3urkoB puBeieHbl B Tabmnuiie 3.

Tabnuna 3 — Kareropuu obpaiieHuit

Kareropus Omnpenenenue

Wnnunent OOpamienue nosjb3oBaTessl 10 IPUYMHE IOBelleHUs], OTJIMYHOTO OT OXHUIaeMOIo
COIJIACHO JIOKyMeHTalluu nporpaMMHbix peniteHudl MoiiOduc. laHHOe moBeneHUe

BJIMsieT Ha HeNpepblBHOCTb OusHec-mpomecca U 3GQeKTUBHOCTh paboThl

10JIb30BaTeJsl.
3ampoc Ha OOpaiienue moJib30BaTelIs C IeJbl0 MOJyYeHUs] KOHCYJIbTAalluh O (YHKIMOHAIbHBIX
[0JIy YeHue 0C00eHHOCTSIX MpOrpaMMHBIX perteHuit MoitOduc, ux koHpUrypamusx, crenuduke

vHbOpManuy | MHCTAJUBIINN, 0OHOBIeHUH. K 1aHHOM KaTeropuu OTHOCHUTCS 3alpOC I0JIb30BATeJs O

CMeHe TapoJIs.

3anpoc Ha [Toxxenanve nosnb3oBaTesss 00 W3MeHEHWM TeKyIIMX XapaKTepPHUCTHK MPOrpPaMMHBIX

HM3MeHeHHe petnenuit MorOduc wm 106aBIeHNHA HOBBIX.

[Iponiecc mopmepxkyu mnpuMeHeHUs ocyilecTBisieTcs Benmopom u IlocraBmmkom. B
TedeHHe rapaHTUMHOTO Nepuosia Bennop obecneuriBaeT 6e3B03Me3IHOe yCTpaHeHHWe BO3HUKIIHAX
HercripaBHocTedt [1O B cpoku, corjacoBaHHBbIe I0JIb30BaTeieM IIpU YCJIOBUU COOIIOfeHUs
nocienuuM npasui skciuryaranuu 110. [To mepe mopepuuzanum 10 kommnanus — pa3paboT4uk
MoitOduc obs3yercst uHGOPpMUPOBATh TOTPeOUTENIS O HOBBIX BO3MOXHOCTSIX [Ipo/iyKTOB.

JlelicTBUe rapaHTUMHBIX 0013aTeJILCTB MPeKpalliaeTcs, ecyiv MoJjib3oBaTejieM ObIM BHEeCeHbI
nsmenenus B [10 6e3 coriacoBaHus ¢ ero pa3paboOTIYMKOM.

[Iponenypa obHoBiienus I10 nmpegycMarpuBaeT JoBefieHHe 10 3aka3dyMka WHGOpPMaIUU O
HeobxouMOCTH OOHOBJIEHUSI U obecriedyeHre JocTtaBku obHoBiieHHOro I[10O. YcraHoBka HOBOM
BepCUU MPOJIyKTa OCYIIECTBIISIeTCS Ha CTOPOHe 3aKa3uuKa.

[Ipw BBIsSIBIEHUM KPUTUYHOM YS3BUMOCTH B cepTUdUIMpoBaHHBIX Bepcusx 110 Mo Oduc
MpelpUsTHe-U3rOTOBUTENb He3aMeUIUTelIbHO HHPOpMUpyeT 06 3TOM MoTpebuTenell MpoayKIUuu
W TpPeoCTaBJIsieT  ONKWCaHWe  TPOBOAUMBIX  OPraHU3AllMOHHO-TEXHUYECKUX  IMPOoLeayp,
HalpaBJIeHHbIX Ha YCTPaHeHHWe BbISBJIEHHOW ysI3BUMOCTU. [Ipeanpusrtre-u3roToBUTEND

IIPe/IOCTaBJISIIOT TIOTpeOUTeNt0 OOHOBJIEHMS, 3aKpbIBalOIMe BBISBIEHHYIO YSI3BUMOCTb. Bce
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0OHOBJIEHHMS 00S53aTeJIbHO IIPOXOAST IpOIeflypy WHCIEeKIIMOHHOTO KOHTPOJISL U IIOCTaBJISIOTCS
IIOTPeOUTeNI0 Ha OTYY)K[aeMblX HOCUTeNISIX MHPOpPMalluu MO0 C MOMOIIbI0 WHTepHeT-pecypca
auth.myoffice.ru. 'apanTuiiHble 00s3aTeNbCTBA NPeANpPUITUS-U3TOTOBUTENSI IPeKpalialoTcs, U

oTpebuTesb 00si3aH IPeKpPaTUTh IPUMeHeH e U3Ie/IUs B CITydasixX, eciiu:

1. TloTpebuTens He MOXET peanr30BaTh OTPaHUYEeHMe 110 TPUMEeHEeHUI0 TPOIYKIIUH;

2. Oumbka QYHKIMOHMPOBAHUS u3fenus (YSI3BUMOCTb) He YCTpaHseTcs IyTeM
IIpUMeHeHUsI 0OHOBJIEHHUSI WJIM YCTAaHOBJIEHUS] OTPaHUYeHUH 110 IIPYMeHeHHUIO;

3. Perynsrop npekpaTui leicCTBUe cepTUdHUKaTa COOTBETCTBHUS (QaHHYJIMPOBaNl CepTUPUKAT

COOTBETCTBHUS).

[Tonnepxanue I — ato 1mukiamyeckass MoaudUKalyMs MPOAYKTa, BBHIMIOJHsEMas I0CTe
Hayvasa 3KCIITyaTaluu.

[Tonnep>kka TPOM3BOAWTCS C IleIbI0  MCIpaBJeHMsl OIIMOOK, COBepIIeHCTBOBAHUS
IIPOJIYKTA, a TaKXKe afjalTalli¥ IIPOJIyKTa K MU3MEeHeHUI0 OKPY>KeHHUSI.

B pamkax conmpoBOXIeHWUSI TMPOAYKIIMM MOXHO BBIIEJIMTh CJIeAYIOIIde TPYIIIbI

AKTUBHOCTEH:

— yIpaBJieHue TOJIIepXKKOU TPOYKTOB;
— aHa/IM3 NpobJem;

— BBITIOJIHEHH e MOTMPUKAIUH;

— TeCTUpOBaHHUe MOJIU(UKAIIHH;

— MUTrpalysi 0OHOBJIEHUH.

ConpoBoXxaeHHWe  KOMMepUYeCKMX  IPOIrPaMMHBIX  IIPOJyKTOB OCYIIIeCTBJISIeTCS
cneruanucTamMu 3akazuuka. [1py HeobxonuMocTH 3aka3urk MOXKeT 0OpaTUTHCS 33 MOJIEPXKKON K
[TocTaBmyKy, KOTOPBIN B CBOIO 04Yepe/ib MOXKeT 00paTtuThecs K Benmopy.

Bce obpamenus nonb3oBartenei k [loctaBimky u Bengopy akkymynupytotrcs y Bengopa B
CHeIMATM3UPOBAHHON AHAJMTUYECKOM CHCTeMe W UCIOJb3yloTcs s pa3Butusi llmardopmbr
MoiiOduc.

HWHnupeHnTsl, Bo3HMKawmMe B Iporecce CompoBoxaeHUs, cobuparorcs y Benpopa B
crenManu3upoBaHHOM base 3HaHMI, KOTOpas Tak)Ke BHITONIHSET GYHKIIUM aHAIUTUKU.

baza 3nanuii CiyxObl TOJAJIEPXKKKM — 3TO BHYTpeHHee xpaHuiuile Benpopa, koTopoe

COJIEPKUT CJleflyIolllie JaHHble 0 Kax1oMy 13 1poaykToB [Inatdopmer MoiOduc:

— CIIMCOK BCeX M3BeCTHLIX CYIIeCTBYIOIINX HeHCHpaBHOCTEﬁ;
- I/IHCl)OpMaI_II/IH 0 TeXHUYECKUX 0COOEHHOCTSIX KaXXZ10I'o U3 ITIPOAYKTOB;
— CIIMCOK M3BEeCTHBIX OﬁXOHHbIX pEHIEHI/Iﬁ TeX UJIM MHBIX HpO6JI€M;

— IMOJIb30BaTe/IbCKad U MHad JOKYMEHTAallH4 110 ITPOAYKTaM.
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baza 3Hanuii wucnosmb3yercss He Tosbko Ciy>x60¥ TOANEPXKKW, HO U JPyTUMHU
CTPYKTYPHBIMH I10/Ipa3fieJieHUsIMU. B Hee Tak>ke ITOCTYIIAlIOT BCe TUIIbl 3aMeYaHWU U IOXKeJJaHUH
HEe3aBHCHUMO OT UX UCTOYHHKA BO3HUKHOBEHHUSI.

Ob6parienus mosib30BaTeell paHXUPYIOTCS 110 KPUTUYHOCTU U 1O PacpOCTPaHEeHHOCTH.
WHIuOeHTsl YIOpSIOUMBAIOTCS IO CTeleHW BaXHOCTH U Jajiee aHAJIM3UPYIOTCS Ha IpeaMeT
BO3MOJKHBIX JaJIbHEHIINX JeHCTBUMU.

TumnoBble TOBTOPSIONMECS 3alpPOChl, KOTOpPble MOXHO pemuTh cuwiaMu  Ciy>K0b
IOAIJIepKKH, 1obaBJisitoTcs B bazy 3HaHui CitykObl TOJIEpXXKY.

B HexoTopwIXx ciy4yasix MoxeT ObITb pa3paboTaHO BpeMeHHOe OOXO/JHOe pellleHHe, He
Tpebytolllee y4acTUs pa3paboTUUKOB, peasiudyemoe City>k00H NOAJIEPXKKUA U CMsTrYaroIiee OCTPOTY
npoOsieMbl, HO He peliamollee eé B IOJHOM OOBEMe, TOTJla 3TO BpeMeHHOe pelleHHe TaKXKe
nobasisiercst B bazy sHanuit City»KObl MOJIEPKKH.

Jl7isi BHOBB BBISIBIIEHHBIX 3alIPOCOB, KOTOpble He MOTYT ObIThb perieHbl cuiiamu Ciiyxo
noAsiep>Kku, GopMuUpyeTcs 3assBKa Ha pa3paboTky. Takue 3asBKU SIBJISIOTCS TPUOPUTETHBIMU JIJISt
pa3paboTYMKOB, U B Cllydae, ecjid MpobiieMa KpUTHYHAs, UCIPaBJIeHUs MOTYT TOSIBUTHCS YXKe B
HrmokaiiineM penuse.

B ocranbHBIX Ciyyasix HakKoOIUJIeHHble Ipobjembl cCiyxar s (pOpMUPOBaHUS 3ajady,

MOCTYMAIONMX Ha pa3paboTKy B CJIeyloled uTepaluyd >KU3HeHHOro Iukia [Imatdopmbl

(cMm. PucyHok 2).

3.5 IIpexkpamieHye nNpUMeHeHMS

[To mepe nosiBiieHus cienyomux Bepcuit [I0 mpoucxoguT oOHOBIIEHHWE MPOTrPaMMHBIX
nponykToB. Ilpenbimymivie Bepcuy IpeKpalialoT KCIOIb30BaThCsl, MPOUCXOIXWT MHUTpalus Ha
HOBble. OKOHUYaHHWe TOJIeP>XKKH YCTAPeBIIMX BEPCUM — eCTeCTBEHHBIM 3Tall >KU3HEeHHOTO IIHMKJIa
MPOTPAaMMHOTO MPOAYKTA, KOTOPBIA 3aK/II0YaeTCsl B MpeKpallleHuH UCIOIb30BAHUS MPedblIyIInX
BepCUM IPOrpaMMHBIX ITPOJIYKTOB U Tlepexoj] Ha OOHOBJIEHHbIE BEPCUH.

[IpekpaiiieHre prMeHeHUs OlpeJleJIeHHONM BepCHMU IPOTPaMMHOIO MPOoAyKTa 0603HavaeT
TaKXXe IIpeKpallleHre OKa3dHUA TeXHUYeCKOU IMMOONEPXKHU I10JIb30BaTesIsIM, HCIIOJIB3YIOIUM
yCTapeBIIIe BepCUH.

[Tognepxka mporpaMMHBIX TPOAYKTOB MonOduc NpoMCXoauT, HAaYyMHAs C MOMEHTa
MyOJIMYHOTO BBIITyCKA BEPCUM ITPOJYKTa.

HomnonauTtensHo [lapTHeps! momy4aoT yBeqoMIIeHHe O MpeKpalieHuu MOAJIeP>KKU Bepcuu
MPOTPAaMMHOTO pellleHUs] He TO3[JHee YCTAaHOBJIEHHOTO CPOKa IO JaThl OKOHYAHUS MOJIEpP>KKHU
BEpCHUU MPOrpaMMHOTI0 pelleHUs. T0o ke camMoe MPOMCXOJUT B Cilydae IpeKpalleHus MOep>KKU

IMTPOAYKTAa U ero IIOJIHOT'O BbIBOd M3 3KCILJIydTallhH.
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4 Nlnpopmanus o nmepcoHane

4.1 IloBblmeHnne KBaJIH(pHUKaIUH IIepCOHANA

OnmHolt M3 BaXkHBIX 3a7lad BeHjopa sBjseTcss TMOBBLIIeHHWEe KBaTUpUKAIIUA CBOUX
coTpyaHUKOB. HeobxomuMbIli ypOBeHb 3HAHWM, YMEHHUU M HABBIKOB, KaK TpeOOBaHHWE K KaXKJIOH
JOJDKHOCTH, OTIpeJiesIsieTCsl MOJeNIbI0 TPOPeCCUOHANIBHBIX Y JIMYHBIX KOMIIeTeHIIUN, IPUHSTON ISt
cooTBetcTBYyIoIiei no3unuu B Komnanuu (hard skills, soft skills).

enp moBblllleHUs KBaTM(UKALNK IepcoHala — IMOJjiepXKaHhe U IOBbIIIeHHWe YpPOBHS
KBAJIMPUKALIMKA COTPYJHUKOB C ydeToM TpeboBanui KommnaHuu K omnpejiefieHHOM JIOJDKHOCTH,

pOJIH.

4.2 O0yueHme moIb30BaTeJIei

OcymiecTBisieTcst Ha 6a3e ceTH MAapTHEPCKUX Y4eOHBIX IIeHTPOB, KOTOpble aBTOPU30BAaHbI
g obyuenus pabore c [IO MoitOduc. Llentp opranusanuu obydenus AHO «Xab 3Hanun
MoitOduc» ocyiiecTBiseT UX aBTOPU3AIMI0 B COOTBETCTBUH C OnyOiMKoBaHHOW Ha caiite AHO
«Xab 3nanmii MonOduc» mnporpamMmor — aBTOpPM3alMM, [JOCTYIHOH IO  CCBUIKE:

https://myofficehub.ru/center. ~V4ebGHble I11eHTPHI T'OTOBSAT CIENUAIMCTOB JUIsi paboThl C

KOMMEpYeCKUMH TpOorpaMMHbIMHA  TipojaykTamu  [Imatdopmbl  MoirOduc 1o mnporpamme,
yTBepxxaeHHON Benmopom. Crimcok y4eOHBIX IIEHTPOB JOCTyIeH Ha cauTe BeHyiopa, Ha cTpaHwuIle

«YuebHbIe MIeHTpBI» https:/myofficehub.ru/center/list.

JlocTymHa mOAroTOBKa CJIeAYIONMX ClienrairucToB (cM. Tabmuity 4):

Tabmuna 4 — Bunpel cierquaimicroB

Cnenuaaucr Onucauue

[Tomb3oBaTens CuctemMbl CreruamvcTt (CayXaluid OpPTraHM3aINK) 3aKa3uWKa, HCHIOJIb3YIONAN
KOMMepUecKre mporpaMMHbie poaykTel [lnatdopmer MoiOduc s

OCYIIeCTBJIEHUS HeIllIoCpeCTBEeHHON TPYAOBOM eaTelIbHOCTH.

Anmvunnctpatop Cuctembl Crnermmamict WT-noppasnenenvs 3aka3udka, OTBETCTBEHHBIM 3a
KOPPEKTHYI0 paboTy MPUKIAIHBIX CEPBHCOB BHYTPH OpraHHW3allvH, a
TaKKe OKAa3bIBAIOIIUN BHYTPEHHIOI TOJJEPXKKY I0Jb30BaTeNled Hpu
paboTe ¢ KOMMep4YeCKUMH MPOTPAaMMHBIMH NMpoAyKTaMu [Imatdopmer
MoiiOduc.

Hnxenep Unmxenep WT-nonpaszneneHvs 3aka3yMka WM aBTOPU30BAHHOTO
napTHepa, OCYLIeCTBJSIONINM paboThl IO YyCTaHOBKe OOJIAYHBIX
(cepBepnbix) npwioxenudt Ilnatrdpopmer MointOduc Ha Teppuropuu

3aka34yuka.
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O61mas 4MciIeHHOCTh IIepCoHaa, OTHOCSIIErocsl K IepedrciIieHHbIM KaTeropyusiM, 3aBUCUT
OT cllelM$UKU pellaeMbIX NMPUKIAAHBIX 3a7iad M MacliTaba CUCTeMbl, IOCTPOEHHOW Ha OCHOBe
KOMMepYecKHUX IPorpaMMHbIX TPoAyKToB [lnatdopmer MoitOduc.

Ob6yuenue IlepcoHarma BO3MOXHOCTSIM M MeTOAUKAM HACTPOMKH KOMMeEpPYecKHUX
MporpaMMHBIX TIpoayKToB Ilnmatdopmbr MoiOdurc MoXkeT BBITIOTHSATHCS Ha y4eOHBIX Kypcax,
OpraHU3yeMbIX YY4aCTHUKAMM ITapTHEePCKOW CeTH U aBTOPU30BaHHBIX BeHiopoM.

Bup o0ydeHus ocymiecTBisieTcsi B 3aBUCMMOCTH OT Kareropuu ciyuiaresis (cMm. Tabnuiry 5).

Tabmuna 5 — Bunbl o6yuenuit

Kareropus Bup o0yuenns IIpomykT Tpenocrasisempie
TOKYMEHTHI
[Tomb3oBaTernb Obyuenue MoitOduc Cranmaprtaeii, | PykoBoacTBO 1o ycTaHOBKe,
noJsib3oBatesei pabote | MoiiO¢uc ObpazoBanue, | PykoBojcTBO mosmb3oBaTeris.
¢ [IK B yuebHOM Mo#Oduc
neHtpe, nepeuyHbill | [IpodeccuonanbHbIH,
HWHCTPYKTaX Ha MoitOduc YactHoe
pabodem mecTe O6mnako,
[Tomb3oBaTedns. MyOffice Plus,
Mailion.
Anmununcrtparop | Obyuenue MoitOduc PykoBoncTBO
aIMHHHCTPaTOPOB. ITpodeccuonanmbHbIA, aIMUHUCTpaTopa,
Moi#Oduc YacTtHoe PykoBozicTBO 10O ycTaHOBKe
Ob6nako, PykxoBozcTBO nosib3oBarers.
MyOffice Plus,
Mailion.
HUnxenep O6yuenue umxeHnepoB | MoitOduc PykoBonicTBO
pasBepTLIBAHUIO U [IpodeccronanbHbIN, AnMuHHCcTpaTopa,
HaCTpOMKe. MoitOduc YacrtHoe PykxoBoAaCTBO IO yCTaHOBKe,
O6mnako, PykoBojicTBO nosyb3oBaTers.
Moi#Ooduc IlouTa,
MyOffice Plus,
Mailion.

[TepBUYHBIE HHCTPYKTaXX I10OJIb30BaTeNiel OCYIecTBiseTcsi B ¢opMe IeMOHCTpaluu
KJIIOUeBbIX OCOOEHHOCTel IMPOAYKTAa M ero HKCIO0JIb30BaHUS HAa paboueM MecTe IOJIb30BaTessl.
HWHcTpykTaxk MoXKeT ObITb NpOBefleH B JMCTAHIIMOHHOW (BeOMHAp) WM OYHOM Qopmax.
JlmuTenbHOCTh MHCTPYKTaXKa COCTaBJistleT okoyio 90 MUHYT.

Ob6yuenne AnmMuHHCTpaTOpoB U HMHXeHepoB paboTe C IMPOAYKTOM U ero yCTaHOBKe
OCYIIIeCTBJIsieTCs Ha 6a3e ABTOPHM30BAHHBIX YUeOHBIX IIeHTPOB.

B xonme oOydeHus TOnb30BaTelNM 3HAKOMSATCS C METOAAMH M ClleHapusiMu PaboThl C
npoaykramMu MoiOduc, a Takke BBINOJHSIOT NpakTUYeckue paboTsl. OOydeHMe 3aBepIliaeTcs
BBITIOJTHEHHEM UTOTOBOT'0 KOHTPOJILHOTO 3a/IaHUSL.

OOyueHne MoXxeT ObITH IPOBEJIEHO B OYHOM M JUCTAaHIIMOHHOM (BebrHap) dopmax.
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3auncieHre Ha obOydeHHe BO3MOXXHO IyTeM oOpaieHuss B ABTOPU30BaHHBIN Yy4eOHBIN
I[eHTp, a Takxe odopmieHreM 3asBKM Ha caiiTe lleHTpa opranusanuu obydeHust «Xab 3HaHUU

MoitOducy. O3HaKOMUTBCS C TIepedyHeM JOCTYITHBIX KypPCOB MOXKHO Ha cate lleHTpa B pasmerne

«Kypcoi» https://myofficehub.ru/courses.
JlokyMeHTaIus 1Mo KaxkaoMy 3 npoaykToB MouOduc pasmereHa Ha cate Benpopa u

JOCTyTIHA 10 cchlike https:/support.myoffice.ru B pa3nene «IIpogykTsl ¥ JOKYMeHTAIHS.
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5 Chomcok HCII0JIB3yeMbIX CTAHIAPTOB

Tabnuna 6 — CiMcok UCoJIb3yeMbIX CTaHapTOB

rocT

Onucauue

I'OCT P UCO 9000-2015

Cucrembl MeHeJI)KMeHTd Kd4deCTBa. OcHOBHBIE TOJIOKEHUSI U
CJIOBaphb.

'OCT P UCO 9001-2015

Cucrembl MeHekMeHTa KauecTBa. TpeboBaHUs.

'OCT P MUCO 9004-2010

MEHe)I[)KMEHT JJIsL JOCTH)KeHUs1 YCTOIZHHBOFO ycIiiexa
OpraHMU3allvN.

I'OCT PHUCO 19011-2012

PykoBoasiue ykaszaHus o ayAUTy CUCTEM MeHeJI’)KMeHTa.

I'OCT P UCO 10005-2007

MEHe)I[)KMEHT OpTraHU3allvU. PYKOBO)I[HHII/IE YKa3dHUg 110
IMJIaHWUPOBAHWIO Ka4eCTBd.

I'OCT P UCO/MBK 12207-2010

Uudopmanuonnasi texHosiorusi. CucteMHas ¥ TpoTrpaMMHast
vHxeHepus. [lpomecchl XW3HEHHOTO IMKJIA IPOTPAMMHBIX
CPeJCTB.

I'OCT 19781-90

Obecneuenue cucteM obpaboTku uHbOpManud. TepMUHBI U
onpeiesleHusl.
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