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®EAEPANBHOE ArEHTCTBO NO TEXHUWYECKOMY PEIYIIMPOBAHUIO
N METPOJIOIrn

HALUMOHANBbHbIA CTAHOAPT POCCUACKON ®EOEPALIUN
FOCT P UCO 15489-1-2019

CUCTEMA CTAHOAPTOB NO UHOOPMALIUN, BUBITMOTEHHOMY
N U3OATENBbCKOMY OENY

MWHOOPMALIUA U AOKYMEHTALIUA. YIIPABNEHUE OOKYMEHTAMMU
YACTb 1
MOHATUA U NPUHLUMUNDbI

(ISO 15489-1:2016,
Information and documentation - Records management -
Part 1: Concepts and principles, IDT)

System of standards on information, librarianship and
publishing. Information and documentation. Records
management. Part 1. Concepts and principles

[arta BeegeHus - 2020-01-01
Mpeancnosue

1 TMNOOIMOTOBJIEH ®epepanbHbIM  rOCyOapCTBEHHBIM — YHUTapHbIM - npeanpusatveMm  "Poccuiickui
Hay4YHO-TEXHUYECKMI LEHTP WHopmaumm no craHgapTusauuu, metponorum u oueHke cootseTcTBus" (PIyrl
"CtangapTtuHdopm"), depepanbHbiM rOCyAapCTBEHHLIM OIOMKETHBIM  yupexaeHmem Hayku "Bcepoccuinckuia
WHCTUTYT Hay4yHOM W TexHuyeckonm uHGopmauum Poccuiickon akagemun Hayk" (BUHUTU  PAH),
McTopuko-apxmBHbIM MHCTUTYTOM (Poccuiickuim rocygapCTBEHHbIN F'yMaHuTapHbI yHUBepceuTeT), PegepanbHbim
BromKeTHbIM - yypexaeHneM "BcepoCccunckMn HayyYHO-UccrneqoBaTeNbCKUn  UHCTUTYT  JOKYMEHTOBEAEHUS W
apxuHoro gena" (BHUMOAL) PenepanbHOro apxvMBHOIMO areHTCTBAa Ha OCHOBE COOCTBEHHOro nepeBofa Ha
PYCCKMI A3bIK aHIMOA3bIYHOM BEPCUU MEXAYHAPOAHOro cTaHaapTa, yKa3aHHOro B NyHkTe 4

2 BHECEH TexHunyeckum komuTeToM no ctaHgaptudauum TK 191 "Hay4yHo-TexHunyeckaa wnHdopmaums,
ombnmnoTteyHoe n nsgartennckoe geno”

3 YTBEPXOEH W BBEJEH B OEWCTBME [pukasom ®deaepanbHOro areHTCTBA MO TEXHUYECKOMY
perynupoBaHuio 1 meTponoriun ot 26 mapta 2019 r. N 101-cT

4 Hacrtoswun ctaHgapT vaeHTudeH mexayHapogHomy ctaHgapTty MCO 15489-1:2016 "UHdopmaumsa u
JOKyMeHTaumsa. YnpaeneHne aokymeHtamu. Yactb 1. MNMoHatna n npuHumnel” (ISO 15489-1:2016 "Information and
documentation - Records management - Part 1: Concepts and principles”, IDT).

HavmeHoBaHMe HacToswero craHgapTa W3MEHEHO OTHOCUTENbHO  HAMMEHOBaHUSA  yKa3aHHOro
MeXayHapoaHoro ctaHgapTa ans npusegeHus B cooteetctBue ¢ FTOCT P 1.5-2012 (nyHKT 3.5) v ansa yBA3ku ¢
HaMMEHOBaHUSIMU, TNPUHATHIMM B CYLLECTBYIOLIEM KOMMIEKCE HauMOHamnbHbIX CTaHgapToB  Poccuinckon
degepaumm

5 BBAMEH [OCT P NCO 15489-1-2007

lMpaBuna npMMeHeHUs HacTosLLlero cTaHgapTa YCTaHOBMeHbl B cratbe 26 PepepanbHoro 3akoHa oT 29
moHa 2015 r. N 162-®3 "O craHgaptmsaumm B Poccuiickon Pepepaummn”. MHdopmauma o6 nM3MEHEeHUsIX K
HacTosweMy cTaHgapTy nybnukyetca B eXerogHoMm (Mo COCTOsiHMIO Ha 1 sHBaps Tekywero roga)
nHopMaUMOHHOM yka3aTtene "HauuoHanbHble cTaHaapThl”, @ oduumanbHbIi TEKCT N3SMEHEHUI U NMONPaBoK - B
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€XXeMeCAYHOM MHGOPMaLMOHHOM YkasaTene "HaumoHanbHble cTaHgapThl”. B cnyyae nepecmoTtpa (3aMeHbl) nnm
OTMEHbI HACTOSILLIEro CTaHAapTa COOTBETCTBYIOLLEE yBeAOMIeHe ByaeT onybnmkoBaHo B Gnvkaniiem Bbinycke
eXeMeCAYHOro UHMOPMaLMOHHOrO ykasaTtensa "HauuoHanbHble cTtaHgapTbl". CooTBeTCTBYOWAA MHdOpMaLus,
yBEeOMIIEHME W TEKCTbl pa3MeLlalnTcs Takke B WHAOPMAaUMOHHOW cucTeMe oO6Liero nonb3oBaHUsA - Ha
odmumanbHom cante PepepanbHOro areHTCTBa MO TEXHWYECKOMY PErysiMpoBaHWIO U METPONiorMM B CeTu
WHTepHeT (www.gost.ru)

BBepeHune

MexayHapogHeln ctaHgapt MWCO 15489-1 aBnsdetca uvactbio cepum ctaHgaptoB WNCO 15489
"IHopMaLumsa u JokyMeHTauus. YnpasneHne AoKyMeHTamn".

MexayHapogHbin ctaHgapt MCO 15489-1 cogepXuT NOHATMSA M NPUHLUMMBLI CO34aHNs, BBOAA B CUCTEMY U
ynpaBneHus AokymeHTamu. [aHHbIi CcTaHgapT SBNseTCs OCHOBOMOMarawlWMM W COAEPXKUT AanbHenwuve
pyKOBOACTBA U MHCTPYKLMW B OTHOLLEHUU OCHOBHbLIX KOHLEMLMIA, TEXHUYECKUX NPUEMOB U NPaKTUYECKUX METOO0B
CO3[aHusi, BBOAA B CUCTEMY U yNpaBrieHns JOKyMEHTaMMm.

O [OKYMeHTax U yrnpaBrieHUM OKyMeHTamMu

,D,OKyMeHTbI ABNAKOTCA OOHOBpPEMEeHHO cBuaeTenbCTBamMu 0ernoBon OeATenbHOCTU U MH(bOpMaLLMOHHbIMM
aktueamu. OHM OoTNMYalTCs OT apyrux MH(*)OpMaLlI/IOHHbIX pecypcoB Ha OCHOBaHUN UX [okasaTernbHON ponn npun
coBepLlleHnn aenoBbIX Ol'lepaLl,Mlh N NX onopbl Ha MeTaadaHHble. MeTagaHHble OOKYMEHTOB UCMNONb3YKOTCA AO5A
onpeaeneHna n CoxXpaHeHUA KOHTEKCTa, a TakKkKe MNpUMEeHEeHUA COOTBETCTBYHLLMX npaBuil Mo ynpaBrieHUo
OOKYMeHTaMu.

YnpaeneHve JOKyMeHTaMu BKoYaeT B cebs criegytollee:
a) cozaaHne OOKYMEHTOB U UX BBOA B CUCTEMY C LiENbi0 [oKa3aTenbCcTBa BeeHUs AeNOoBbIX onepaLuii;

b) NpuHATME Haanexawunx wmep no 3awute Uux ayTeHTUYHOCTU, AOCTOBEPHOCTH, UEeNOCTHOCTU WU
NpUrogHoCTn OnA MUCNoJsib30BaHUA B YCIOBUAX N3MEHSIIOLLIENCS BO BpeMEHN nenoson cpeabl n Tpe6OBaHMVI K
ynpasJrieHNo JOKyMEeHTaMu.

Mpumevanwue - "[denosas gesTensHocTb" B MexayHapogHoMm ctaHgapTe NCO 15489-1 moxeT TonkoBaTbCS
B LUMPOKOM CMbICNE U O3HadaTb Te BUAObl OAEATENbHOCTU, KOTOPbIE NOAAEPXKUBAIOT OOCTMXKEHME CTOSLWMX nepeq
opraHusauven uenen. OyHKUUKW, BUObl [EATENbHOCTW, onepaumM U paboynMe npouecchl SABMAKTCHA
cneundundecknmm doopmamm "genoBon gesatenbHoCcTU" 1 onpegeneHsl B pasgene 3.

Bce uvauwle OOKYMEHTbI €O34aloTCA W XpaHATCS B LUUGPOBON cpede, YTO OTKpPbIBAET psnd  HOBbIX
BO3MOXHOCTEN AN UCnonb3oBaHus AoKyMeHTOB. LincdpoBasa cpena takke obecneudnaeT 60nbLUyo rMOKOCTL B
OTHOLLUEHUN BHEAPEeHUs CpeacTB YhpaBneHWs [OOKYMEeHTaMu BHYTPU U MexXay CUcTemMamu, KOTopble
OCYLLECTBMAIT yrpaBreHne JOKyMEHTaMMU.

NameHsowmecs mogenu BedeHWs [enoBOW AEeSTeNbHOCTU PacLIMPSOT  KPyr OTBETCTBEHHOCTM B
OTHOLUEHMN OOKYMEHTOB, NpeojoneBas TPaguUMOHHbIE rPaHuLbl OpraHn3auun n lpucamkunin. 1o TpebyeT oT
cneumanucToB B 06nactu ynpaBrneHust 4JOKyMeHTaMy NMOHUMaHUs 1 YAOBMETBOPEHNUS pasnmyHbIX NoTpebHocTen
BHYTPEHHMX N BHELUHNX 3auHTepecoBaHHbIX CTOPOH, YTO MOXET BKMOYaTb B Ce0S MOBbIWEHHbIE OXMOAHUA B
OTHOLLEHMWN NPO3PAYHOCTU MPUHATUA PELLEHUA OT KOMMEPYECKUX OpraHvM3aumnin U rocyaapCTBEHHbIX CTPYKTYp, CO
CTOpPOHbl OOLLECTBEHHOCTN, KMWEHTOB, MOMb3oBaTenen Ycnyr, [OOKYMEHTHbIX CYObekToB [JOKYMEHTHOro
B3aUMOAEWNCTBUSA M OPYIrUX NAL, 3aUHTEpPEeCOBaHHbIX B CO34aHUN, BBOAE B CUCTEMY M YNPaBreHNM JOKyMEHTaMMm.

MpumeuaHue - B cepumn mexayHapofHbix ctaHgaptoB MICO 15489 cdopmynupoBka "cosgaHue, BBOA B
cUCTEeMY M ynpaBreHue" ncnomnbayeTtcs ansg obobLeHns npouecca ynpaBneHns JOKyMeHTamu B LenoM. [laHHas
hopMynuMpoBKa BKMoYaeT B cebA npouecc nonyyvyeHust JOKYMeHTa U MHOrMe Opyre MnpoLecchbl yrnpaBrneHus
OOKyMeHTamu, onncaHHbie B UICO 15489-1.

C y4eToM BbILLEN3NOXEHHbIX hakTopoB B UCO 15489-1 npusHaeTca BaXXHOCTb:
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a) ponu [OOKYMEHTOB Kak BaXKHEWLIero WHCTPyMeHTa [AerloBON [AesiTeNbHOCTM U hOPMMPOBaHMS
MHOPMALIMOHHBIX aKTUBOB;

b) paclumpeHnsa BO3MOXXHOCTEN UCNONb30BaHNA JOKYMEHTOB B LIMOpOBOWN cpeae;

C) cUCTEM UK MpaBun CO3[aHWs, BBOAA B CUCTEMY W YNpaBreHUs JOKYMEHTaMW, BbIXOASLLMX 32 PaMKu
TPagAULMOHHbBIX OPraHM3auMOHHbIX rPaHUL, Hanpumep, B COBMECTHOW 1 MHOTOYpOBHEBOW paboyen cpege;

d) cpencrtB ynpaeleHnd OOKYMEeHTaMWu, KOTOpble MOryTt OblTb HE3aBUCUMbI OT Opyrmx KOMMOHEHTOB
OOKYMEHTHbIX CUCTEM;

e) nepnoan4eckoro aHanmsa [enoBon OesaATeNnbHOCTU U KOHTEKCTa Ans onpepeneHna, Kakme OOKYMEeHTbI
OOIMKHbI ObITb CO3AaHbl, BBEAEHLI B CUCTEeMY U KaK crnegyeTt Mu ynpaBnATh B hanbHenwem;

f) ynpaBneHus puckamu npu pa3paboTke cTpaTernii ynpaBneHust AOKYMEHTaM1 U UCMONb30BaHWMU Noaxoaa
K ynpaBrneHunto JOKYMeHTaMu, KOTOPbIA NO CYTW NpeacTaBnseT cobor cTpaTernio ynpaBreHust puckamu.

Mockonbky nomnoxenuss w  npuHumnel UMCO 15489-1 npumeHsIlOTCA B pasnu4HbIX  OEMOBbIX U
TEXHOMOIMYECKMX cpedax, TpebylTcs pasHble MOAXOAbl K BHEAPEHWID CPeAcCTB yNpaBreHus OOKyMeHTamu,
npoueccoB n cucteM. B NCO 15489-1 He npepcraBneHbl NogpobHble pekoMeHZauMM No BHEOPEHUIO CPEACTB
yrnpaBneHnsa Ons KOHKPETHbIX YCMNOBWK, B KOTOPbIX MPOMCXOOAT CO34aHWe, BBOL B CUCTEMY M yrnpaBrieHue
nokymeHTamu. B UCO 15489-1 onpeneneHs! knoyeBble NOHATUSA U YCTaHOBMNEHbI MPUHLUMBI BbICLLETO YPOBHS, Ha

OCHOBE KOTOPbIX MOTyT GbITb pa3paboTaHbl NPoLecchl, CpeAcTBa U CUCTEMbI YpaBneHus JoKyMeHTaMu B No6oi
cpene.

MpeumyulecTBa

OcHoBaHHble Ha nonoxeHusx NCO 15489-1 nogxodbl K co3gaHuio, BBOAY B CUCTEMY U YNpaBrieHUIO
AOoKymeHTaMu obecneunBaloT 4OCTYN K oduumanbHbiM CBMAETENbCTBaM AeMN0BON AeATEeNbHOCTM ANs TeX, KTO B
HUX Hy>XOaeTcs, U 40 Tex nop, noka aTo TpebyeTcs.

3710 cnocobceTByeT:

a) NOBbILLUEHWIO MPO3PAaYHOCTUN U MOAOTYETHOCTH;

b) dbopmmpoBaHnio ahPEKTUBHON NONUTUKM;

C) cornacoBaHHOMY MPUHATWIO PELLEHWNN;

d) ynpaBneHuto puckamu B enoBon cpeae;

e) obecrneyeHnNto HeMPePbLIBHOCTU [OENoBOM AesATEeNbHOCTM B Chnyvae KaTacTpod (4pe3BblyaiHbiX
cuTyaumn);

f) 3awmTe npaB 1 06sA3aHHOCTEN OpraHM3aLMii U YacTHbIX NnL;
g) 3awmTe u nogaepxke B cyaebHbix pasdbrpaTenbcrBax;
h) cobntogeHno NONoXXeHUn 3akoHoAATENbHBIX U HOPMaTUBHO-NPABOBLIX AKTOB;

i) paclwmpeHuio BO3MOXHOCTEM [OEMOHCTPUPOBATb KOPMOPATMBHYHD OTBETCTBEHHOCTb, BKIO4as
OOCTUXEHUe uenen B 06nacTn yCTOMYMBOro pasBuUTus;

j) COKpaLLleHUno n3gepXKek 3a cHeT NoBbILWEHNST 3EKTUBHOCTY BEAEHUS AEMNOBbLIX ONepauui;
k) 3almTe MHTENneKkTyanbHOM COOCTBEHHOCTY;
I) Hay4HO-UccnegoBaTENBCKON AeATENBHOCTU, OCHOBAHHOM Ha (DAKTUYECKUX OAHHbIX;

m) chopMMPOBaHNIO AENOBOW, NEPCOHANBHOW U KyNbTYypHOW cneuundmku;
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n) 3awWwuTe KOpnopaTMBHON, NEPCOHANIbHON N KONMSIEKTUBHOW MaMsTH.

MonuTuka, pacnpeaeneHHas OTBETCTBEHHOCTb W MpoLeaypbl Co3aaHUs, BBOAA B CUCTEMY W YNpaBrieHus
[OKYMeHTaMu1 NoadepX1BatoT NporpaMmmMbl YNpaBrieHusi KoprnopaTuBHON MHdopMaLmei.

CBA3b ¢ ApyrMmu ctaHpapTamm

MexayHapogHbin ctaHgapt WCO 15489-1 paspaboTaH kak aBTOHOMHbIA pecypc. TeM He MeHee OH
SIBNSIETCA 4YacCTbl0 MeXOYHapOAHbIX CTAHAAPTOB M TEXHWYECKUX OTYETOB B LIENOM psiie acrnekToB COo3faHus,
BBOJA B CUCTEMY U ynpaBreHust JokymeHTamn. OHM nepedncneHsl B pasgene "bubnuorpadms”, 1 K HAM MOXHO
obpaTtuTbcs 3a 6onee nogpobHOM MHopMaLMEN NO KOHKPETHBLIM acneKkTaM yrnpaBreHUst LOKyMEHTaMu.

YnpaBneHne 4OKyMEHTaMy B COOTBETCTBUM CO BCEMU HACTAMU CepUM MexayHapoaHbix ctaHgaptos CO
15489 umeeT nepBOCTENEHHOE 3HAYeHue Ans ycnewHon peanu3auun Cuctembl ynpaBneHWs OOKYMeHTamu
(CYD) - cuctembl MeHepxkmeHTa NCO, koTopas pernameHTUpyeTcs MexayHapoaHbiMy cTaHaapTamm cepun CO
30300. CY[ cBs3biBaeT ynpaBreHWe [OKYMEHTAaMU C YCMEWHONW [OeATeNbHOCTbI —OpraHusaummn u
NMOAOTYETHOCTBLIO MYyTEM CO34aHWs CTPYKTYpPbI, BKIOYAOLWEeN NONUTKKY, LeNu 1 pyKoBoACTBa A8 JOKYMEHTOB.

B NCO 15489-1 ycTaHoBNeHLI criegytolime TpeboBaHus:

a) onpeaeneHne poren n OTBETCTBEHHOCTMY;

b) cuctemaTtuyeckme nporecchi;

C) MOHUTOPWHT U OLIEHKa;

d) nepecmoTp 1 COBEpPLUEHCTBOBAHME.

PykoBogutenam u gpyrum nvuam, 3anHTepecoBaHHbIM BO BHEAPEHWM, KCnnyaTaummn u ynydwenmmn CY[,
pekoMmeHayeTcs ucnonb3oBaTb cTaHgapT MCO 15489-1 coBMECTHO C MeXAyHapoOHbIMW CTaHgapTamu cepumn
MCO 30300.

1 O6nacTb NnpuUMeHeHus

HacTtosawun ctaHgapT onpegensdeT NOHATUS U NPUHLMIbBI, HA OCHOBE KOTOPbIX pa3pabaTbiBaloTcs Noaxoabl
K CO3[daHuvio, BBOAY B CUCTEMY W YMNpaBfeHUIO OOKyMeHTamu. B cTtaHgapTe onucaHbl MOHATUS U MPUHLUMNGI,
OTHOCSALLMECH K:

a) AOKyMeHTaM, MeTafaHHbIM JOKYMEHTOB U JOKYMEHTHbIM CUCTEMAM,;

b) nonutuke, pacnpegeneHnto OTBETCTBEHHOCTW, MOHUTOPUHIY W o0ByyeHuto, obecnednBaroemy
apdekTUBHOE ynpaBneHne JoKyMeHTaMu;

C) neproanyeckomy aHanuay AenoBOn cpefpbl U onpeaeneHunto TpeboBaHNin K JOKYMEHTaumm;
d) cpeacTeam ynpasneHns AOKYMEHTaMu;
€) npoueccam co3aHusi, BBo4a B CUCTEMY U yNpaBeHns AOKYMEHTaMM.

HacTroawwun CTaHOapT OTHOCUTCA K CO34aHu0, BBOAY B CUCTEMY U ynpaBlieHU0 AOKYMEeHTaMn He3aBUCUMO
OT UX CTPYKTYpPbl Unn (bOprI BO BCEX BMaax AENOBOWN N TEXHONOMMYECKOM cpenbl C Te4EHNEM BPEMEHMN.

2 HopmatuBHbIe CCbISIKK
B HacTodLeM cTaHaapTe HOPMAaTUBHBIE CChINKU OTCYTCTBYIOT.
3 TepMuHbI 1 onpeaeneHns

B HacToswem cTaHaapTe NpuMeHeHbl cnegyoLlmne TepMnHbl C COOTBETCTBYIOLLNMMU OnpeaesieHUsMu:
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3.1 pgoctyn (access): NpaBo, BO3MOXHOCTb, CpeAcTBa, obecrnedvBatoLne MOUCK, UCMONb30oBaHWE WK
n3BneyeHne nHoopmMaumm.

3.2 pesartenbHocTb (activity): OcHoBHas 3agaya, BbINONHAeMas AenoBon CTPYKTYpOW B pamkax ee (PyHKLMN
(cm. 3.11).

3.3 areHT (agent): OtgenbHoe nuuo, paboyass rpynna wnu opraHusaumsl, OTBETCTBEHHas 3a/vnu
BOBJIEYEHHas B NPOLECChl CO34aHus, BBOAA U/UNWN yNpaBneHus AOKYMEHTaMMU.

MprmeyaHune - TexXHONOorM4yeckne MHCTPYMEHTbI, Takue Kak NporpaMMHble MPUMOXKEHWs!, MOFYT CYMTaTbCS
areHTamu, ecriv OHW BLIMOMHAIT onepauun ¢ JOKyMeHTaMu.

3.4 cxema knaccudukauumn genosbix onepaumi (business classification scheme): UHCTpymeHT ans ceAsm
AOKYMEHTOB C KOHTEKCTOM MX CO3[aHus.

3.5 knaccudukaums (classification): Cuctematmyeckas vaeHTMdUKaUMs w/unu ynopsgoveHme LenoBown
OeATenbHOCTU W/MNM  OOKYMEHTOB MO KaTeropusm B COOTBETCTBMM C  JIOTMYECKN CTPYKTYPUPOBAHHbLIMM
YCroBUAMU, METO4AMM U NPOLLEeAYPHBIMU NpaBunamu.

3.6 koHBepTMpoBaHue (conversion): MNpouecc nepeBofa 4OKYMEHTOB U3 0AHOro dhopmaTta B ApPYron.

3.7 yHuutoxenue (destruction): lMpouecc YHUMTOXEHWUS WM yaaneHuss OOKYMeHToB 6e3 kakow-nnbo
BO3MOXHOCTMN NX BOCCTAHOBIIEHUSI.

3.8 otbop ¥ nepepaya Ha XxpaHeHue unn yHudTOXeHue (disposition): CoOBOKYMHOCTb MpPOLIECCOB,
BKITHOYAIOLLMX IKCNEpPTU3y LieHHOCTW, oTOop, nepedady Ha XpaHeHne UNu YHUYTOXEHWEe OOKYMeHTOoB (cMm. 3.7),
OCYLLIECTBMAEMbIX B COOTBETCTBUM C Npasunamu (cm. 3.9) nnv gpyrumm MHCTPYMEHTaMMU.

3.9 npasuna otbopa n nepenaydn (disposition authority): IHCTpymMeHT, koTopbI onpedensieT AeiCcTBMS No
oT6opy 1 nepenaye (cM. 3.8) OTAEMNbHbIX JOKYMEHTOB Ha XpaHEHUE UINN YHUUTOXEHME.

3.10 pokasaTtenbcTBO (evidence): [lokymeHTaLmMsa 0 TpaH3akuum (denoson onepauumm) (cm. 3.18).

MpumevaHne - [JokymMeHTanbHOe NOoATBEpXOEeHME COBEpLUEHUSI TpaH3akuuu (4enoBor onepauun),
CcO34aHHoe MNpY OObIYHbIX YCMNOBUSIX BEOEHUS OEeATENbHOCTM U ABMSIOWEECs LEeNOoCTHbIM (HEMNOBPEXOEHHbIM) U
NOMHbIM. ATOT TEPMUH NPUMEHSIETCS HE TONbKO B OPUANYECKOM CMbICHIE.

3.11  dyHkuma  (function): MeponpusaTns, BbIMONIHEHME  KOTOPbIX obecrnevvMBaeT  OOCTUXEHUE
cTpaTernvyeckmnx Lenen enoBon CTPYKTYpbI.

3.12 meTagaHHble gokymeHToB (metadata for records): CTpykTypMpoBaHHas unm nonycTpykTypupoBaHHas
nHdopmMaums, KoTopasi NO3BONSET co3gaBaTtb, YNPaBMfsATb U UCMONb30BaTb AOKYMEHTbl B pas3HOe BpeMs U B
pa3nnyHbIX 0bnacTsax AeaTenbHOCTU.

3.13 murpauusa (migration): MNMpouecc nepemeLleHns AOKYMEHTOB M3 OQHOW annapaTHOW Ui NporpaMmHoONn
KoHdurypaumm B apyryto 6e3 nameHeHus copmara.

3.14 pokymeHThI (records): [JokyMeHTUpOBaHHas MHGOPMaLUs, Co3daHHas!, MONyvYeHHas U coxpaHsiemas
opraHMsaumen UnM 4YacTHbIM NUUOM B KadecTBe pokasartenbctBa (cm. 3.10) u akTMBa ONs NOATBEPXOEHUSA
npaBoBbIX 06A3aTeNbLCTB UNMN AenoBov TpaH3akumm (cm. 3.18).

3.15 ynpaBneHne pokymeHTamn (records management): O6nacTe ynpasneHusi, obecnedvBaroLlas
3 eKTMBHOE 1 CMCTEMaTUYECKOe Co3aaHne, NonyvyeHne, CoOXpaHeHne, UCNomnb3oBaHve, nepeaady Ha XpaHeHve
WNN YHUYTOXEHWE AOKYMeHTOB (cM. 3.8), BKnoYasi Npouecchbl BBOAA B CUCTEMY U COXPaHEHUS OOKa3aTenbCTB
(cm. 3.10) 1 MHdopMaLun o0 AenoBon AesTenbHOCTU U TpaH3akumm (obmeHe uHpopmaumen) (cm. 3.18) B Buae
OOKYMEHTOB.

3.16 npokyMeHTHas cuctema (records system): MIHpopmaumnoHHas cuctema, obecnevmBaroLLasl ynpaBreHue
OOKYMeHTaMu 1 JOCTyN K HUM (CM. 3.1) B TedeHue onpedeneHHoro BpeMeHu.
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Mpumevanne - [JOKyMeHTHasi CUCTEMA MOXET COCTOATb W3 TEXHUYECKUX OMEMEHTOB, TakUX Kak
nporpamMmmHoe obecneyeHne, KOTopoe MOXeT ObiTb crneuvansHO paspaboTaHo AN ynpaBrneHus OOKyMeHTamu
nmbo ana kakon-nnbo Opyron KOMMEpPYECKOM Lenu, a Takke HEeTEXHUYECKUX ANEMEHTOB, BKMHOYasi NOSIUTUKY,
npouenypbl, Noaen N Apyrux areHToB, a Takke pacnpeneneHne o6sa3aHHOCTEN.

3.17 cxema MeTafaHHbIX (schema): Jlormyeckunii nnaH, NokasblBalOWMIA OTHOLLUEHUS MEXOY dMeMeHTaMu
MeTafaHHbIX, Kak MpaBuo, NOCPEeACTBOM YCTAHOBIIEHUS MPaBUIT UCMONb30BaHNS U yNpaBrieHus MeTagaHHbIMU,
0CODEHHO KacalLMXCA CEMaHTUKN, CUHTaKcUca N CTeneHn 06a3aTenbHOCTUN JaHHbIX.

3.18 TpaHsakuma (transaction): HaumeHbwas epuHuua pabodero npouecca (cm. 3.19) obmeHa
nHdopmaumen n/vnm opyrumm pecypcamm Mexay AByMsi unu 6onee y4acTHUKaMm Unm cuctemMamu.

3.19 pabouunn npouecc (work process): OgHO MM HECKONbKO NocrneaoBaTeNibHbIX AENCTBUIA, HEOOXOANMBIX
ONs co3faHns pesynbTaTa, CoOOTBETCTBYHOLLENO NpaBuiiaM yrnpasrneHus.

4 MpvHUMNbI yNpaBneHuUsi OKyMeHTamMu
YnpaBneHne AOKYMEHTaM1 OCHOBaHO Ha CreayroLmMxX npuHumunax:

a) cosfaHue, BBOAO B CUCTEMY M ynpaBrieHWe LOKYMEHTaMWU SIBMSIOTCS HEOTbEMIIEMOM YacTblo BeOeHUs!
Aenosbix onepauun (cm. 5.1);

b) OOKyMeHTbl, He3aBUCUMO OT HOpPMbl UMM CTPYKTYPbl, SABASKTCA MNOASIMHHBIMW [OKasaTenbCTBaMu
OedATenbHOCTU B TOM Criyyae, KOrga OHW COOTBETCTBYIOT XapakTepuUCTUKaM ayTeHTUYHOCTWU, AOCTOBEPHOCTH,
LeNoCTHOCTM U NPUrOAHOCTY ANSA UCNOMb30BaHUsA (CM. 5.2.2);

C) OOKYMEHTbI COCTOAT U3 KOHTEHTA U MeTagaHHbIX, KOTOpble OMUCHLIBAKOT KOHTEKCT, KOHTEHT U CTPYKTYpy
OOKYMEHTOB, a Takke yrnpaBrneHue nMu B TedeHune Bpemeru (cm. 5.2.3);

d) peweHusn, Kacawowmecs CO3daHUs, BBO4A B CUCTEMY M YNpaBfeHus AOKyMEeHTaMu, OCHOBaHbl Ha
aHanuse W OLEHKe PUCKOB AenoBov OesATenbHOCTW B AefIOBOM, MpaBOBOM, HOPMaTMBHOM W COLMarbHOM
KOHTeKcTe (CM. pasgen 7);

€) cucTembl ynNpaBeHUs OOKYMEHTaMu, He3aBUCUMO OT CTerneHuM WX aBTomaTuM3auun, no3BOMAHT
NMPUMEHATb CpeacTBa ynpaBlieHMs LOKYMEHTaMM M OCYLLECTBNATb MPOLECChl CO34aHWsl, BBOA4A B CUCTEMY U
ynpaeneHns ummn (cM. 5.3). OHM 3aBUCAT OT oOnNpegeneHHoW NONUTUKKM, pacnpegenenna obsisaaHHoCTeNn,
MOHUTOPWHIa, OUEHKU " 06yquV|$| B LenAax BbINONIHEHNA YCTAHOBJIIEHHbIX Tpe6OBaHVIl7I K AOKyMeHTauunu (CM.
pasgen 6).

Bonee nogpobHO nepevncrieHHble MPUHLMMLI PaccCMaTpUBalOTCA B pasdenax O CpefcTBaXxX yrnpaBlieHus U
npoLeccax yrnpaeneHust JOKyMeHTaMMu.

5 lOKyMeHTbl U AOKYMEHTHbIe CUCTEMbI

5.1 O6wume nonoxeHus

[OKyMeHTbI ABMSIOTCS OOHOBPEMEHHO CBUOETENBCTBOM [EMOBON AEATENbHOCTU U UH(OPMALMOHHBLIMM
aktmBamu. VHdopmaumen, He3aBUCUMO OT ee CTPYKTYpbl Unu (popMbl, MOXHO YMpaBnsaTb Kak AOKYMEHTOM:
WHpopmaLmen B Buae OOKYMEHTa, COBOKYMHOCTbIO AaHHbIX UMW APYrMX TUMNOB UMPOBON MHOPpMaLUN Unin
MHdopMaLMeNn Ha TPaAULMOHHBIX HOCUTENsIX, KOTOPYH CO34alT, BBOAAT B CUCTEMY WM KOTOPOW YNpaensitoT B
npolecce OeNOBOWN AeATENbHOCTH.

YnpaBneHne AOKyMeEHTaMu BKIOYaET B cebsa cregytolee:

a) co3faHne n BBOO4 OOKYMEHTOB B CUCTEMY OJ1A BbINOJIHEHUA Tpe6OBaHl/II7I K OOKa3aTesibCTBY [enosown
DeATeNIbHOCTH;

b) NPpUHATUE Hagnexawunx mep Ana 3awuTtbl UX ayTeHTUYHOCTU, OOCTOBEPHOCTH, UEeNOCTHOCTU U
NPpUrogHoCTn AnAa Ucnonb3oBaHMA B CBA3WM C TEM, 4YTO 0EernoBON KOHTEKCT U Tpe6OBaHI/IF| K ynpasJlieHuto COo
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BPEMEHEM MEHSIOTCS.

B ynpaBneHun pOokymeHTamMu MeTafaHHble NpeAcTaBnsAlT cobOM AaHHble, OMUCHIBAMOLLME KOHTEKCT,
coaepxaHue u CTPYKTypy OOKYMEHTOB, a TakkKe yrnpaBrfieHne UM ¢ TedeHneM BpeMeHn. MeTagaHHble ABRAOTCA
Ba)XHbIM KOMIMOHEHTOM Mtoboro gokymeHTa (cm. 5.2.3).

YnpasneHve OKyMEHTaMU NOAAEPKNBAETCH AOKYMEHTHbIMWU cuctemamm (cm. 5.3).

5.2 [lokyMeHTbI

5.2.1 O6LwwKre nonoxeHns

[OKyMEHTbI U MX COBOKYMHOCTU (DUKCUPYIOT OTAErbHble COObITUS WM ofnepauum M co3gatoTcst B
pesynbTate paboynx npoueccos, AENCTBUIA UNN OYHKLNA.

[oKkyMeHTbl, He3aBUCMMO OT (POpMbI UMM CTPYKTYpbl, [AOMKHbI ObrnagaTb XapakTepucTukamu
ayTEeHTMYHOCTU, AOCTOBEPHOCTW, LENOCTHOCTM W MPUrOAHOCTM Ans Ucnonb3oBaHus (cMm. 5.2.2), koTopble
CUMTalTCA [0Ka3aTeNnbCTBOM MOASIMHHOCTM [JENOoBbIX COObITUA MMM onepauuit U MNOMHOCTb OTBEeYaloT
yCTaHOBIEHHbIM TpebOBaHUSIM NO BeAEHMWIO Aer0BbIX Onepaumi.

5.2.2 CBoncTBa AOKYMEHTOB

5.2.2.1 AyTeHTUYHOCTb

[oKyMeHT aBnseTca ayTeHTUYHbIM, €CIN OH:

a) COOTBETCTBYET YCTaHOBMEHHLIM Npasunam;

b) 6bin1 co3gaH nnu oTNpaseH YNofIHOMOYEHHbBIM NNLIOM;

C) 6bIn co3gaH Uy oTNpaBeH B TO BpeMS, KOTOPOE yKka3aHO B AOKYMEHTE.

MNpaBuna BedeHWs AOenoBbIX onepauui, Npouecchbl, MONWTUKA M npouedypbl, KOTOpble KOHTPONUPYIOT
co3fdaHue, BBOA B CUCTEMY W yrpaBreHue OOKyMeHTamu (CM. 6.2), 4OMKHbI ObiTb BHEAPEHbl U AOKYMEHTarnbHO
3adomkcmpoBaHbl Ans obecnevyeHnss ayTEHTUYHOCTU OOKYMEHTOB. YYaCTHMKM npouecca co3gaHus OOKYMeHTa
OOIMKHbI ObITb aBTOPU30BaHbI N NAEHTUHOULNPOBAHbLI (CM. 6.3).

5.2.2.2 locToBEpPHOCTb

ﬂ,OCTOBeprIM ABNAETCA OOKYMEHT!

a) coaepxaHme KOToporo MOXHO CHUTaTb MNOJIHbIM WM TOYHbIM NpeacTtaBneHNnEM noaTBepXOaeMbiX
onepauwﬁ, OeATEeNIbHOCTUN UIn (baKTOB;

b) KoTOpOMy MOXHO [OBEPATL B NOCNeayroLWmMX onepaumsax U B NocrneayoLwen 4eaTenbHOCTY.

JlOKyMEHTbI AOMKHbI ObITb CO3OaHbl BO BPEMs UNK cpasy Mnocre CobbITUs, K KOTOPOMY OHWM OTHOCSTCS,
nuuamn, OOCTOBEPHO 3HAKLWMMM (PaKTbl, UMM CUCTEMaMM, OBLIMHO WCMOMb3yEMbIMM NPY NPOBEAEHUN OaHHOM
onepauuu.

5.2.2.3 LlenocTHOCTb
LlenocTHbIM aBRsieTCA JOKYMEHT, KOTOPbIA XapakTepuayeTcs NONIHOTON U HEU3MEHHOCTBHO.

[OKyMEHT [OfmKeH ObiTb 3aliMeH OT HeCaHKLUMOHUPOBAHHOIO M3MeHeHusi. MMonutuka u npouegypb
yrnpaBneHus OOKyMEeHTaMM OOSMKHbI YKasblBaTb, KakMe OOMOSIHEHUS UNN U3MEHEHUs] MOTyT OblTb NPUMEHEHbI K
OOKYMEHTY MOCre ero Co3faHusi, Mpu Kaknx oBCTOsITENbCTBaX Takne AOMOSHEHUS UMM U3MEHEHUS MOTYT OblTb
paspeLUeHbl U KTO YMNOSIHOMOYEH caenaTtb 3To (cM. 6.2). [JormkHa 6biTb obecneveHa BO3MOXHOCTb BbISIBIIEHUS U
oTCcnexvnBaHns NbbIX CAHKLMOHUPOBAHHBLIX M3MEHEHW, [obaBneHn nnn yganeHui B JOKyMEHTE.
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5.2.2.4 NMpurogHoCcTb ANA UCNOJNb30BaHUA

MpurogHbIM NSt UCNOMb30BaHUA SBNSETCA OOKYMEHT, KOTOpPbIA MOXET ObiTb HalgeH, W3BIEYEH,
BOCMNpPOU3BEAEH N NHTEPNPETUPOBAH B TeYEHNE BPEMEHN, YCTAHOBMNEHHOIO 3aUHTEPECOBAHHBLIMIN CTOPOHAMN.

[OKYMEHT, MNpUrogHbIN Onsi UCMNOMb30BaHMSA, OOMKeH OblTb CBSA3aH C [OEfOBON OeATENbHOCTbI0 WUIK
onepaumen, B pesynbTate KOTOpOM OH Obin co3gaH. Heobxooumo noadepXmBaTth CBA3N MexXay OOKYMEeHTamu,
KOTOpble (PMKCUPYIOT COOTBETCTBYHOLLYYHO AEMOBYIO Onepauuio.

MeTagaHHble [OKYMEHTOB [OMKHbI obecneunBaTb WX MPUrOAHOCTb A7 UCMOMb30BaHUS MyTEM
npegocTaBneHnss MHdopMaumm, Kotopas MoXeT noTpeboBaTbCA AN UX U3BMEYEHUS U MOMCKA, Hanpumep
noeHTucrkaTopos, hopmaTa nnm nHdopmMaLmm o XxpaHeHum (cm. 5.2.3).

5.2.3 MeTagaHHble JOKYMEHTOB

MeTagaHHble JOKYMEHTOB AOMMKHbI OTOOpaXaTh:

a) oenosyto cpeny;

b) B3anmM03aBMCUMOCTb U CBA3N MEXAY AOKYMEHTaMUN U JOKYMEHTHBIMU CUCTEMaMM;

C) cBeAeHUs, OTHOCSLLMECS K MPABOBOMY M COLMANbHOMY KOHTEKCTY;

d) B3aMmoCBSI3M ¢ areHTaMu, KOTopble CO34aloT AOKYMEHTbI, ypPaBrsioT AOKYMEHTaMM U UCMOSb3YHOT UX.

MeTagaHHble BBOAA OOKYMEHTOB B CUCTEMY YCTaHaBIIMBAKTCA WM NpUCBamBalOTCA Mpu COo3gaHUun
OOKyMeHTa unm eeoe ero B CUCTemMy U He USMEHAKTCA.

MeTagaHHble NPOLLECCOB YNpaBrieHWsi OOKYMEHTOM cogepXaT CBedeHUMsl O AeUCTBUAX B OTHOLUEHMM
OOKYMeHTa W JpyrMx coOblTUsix B MNepuos €ero CyLeCcTBOBaHWSs, BKMOYasi 3a4elCTBOBAHHbLIX areHTOB.
MeTagaHHble O LOENCTBMAX B OTHOLUEHWM [OKYMEHTa MNPOAOIKAOT HaKannuBaTbCsi Ha MPOTSPKEHWM BCEro
BpeMeHMU, noka obecnevmBaeTcs ynpasneHne JOKYMEHTOM M ero UCMoNb30BaHUeE.

MockonbKy MeTagaHHble HakannMBalwTCA C TEYEHWEM BPEMEHW, MOMUMO MPOYErO, OHWM OOKYMEHTUPYIOT
NCTOPUIO JOKYMEHTA.

MeTagaHHbIMM JOKYMeHTa criedyeT ynpaBnsTb, Kak U CamnM AOKYMEHTOM, NMOCKOSbKY OHW AOSMKHbI OblTh
3almLLeHbl OT yTpaTbl MW HECaHKUMOHUPOBAHHOIO YyAaneHus U COoXpaHeHbl nMMBo yHuuYTOXeHbl (cm. 9.9) B
COOTBETCTBMMN C TpeboBaHWAMK, onpefeneHHbIMM Ha OCHOBE aHanu3a [enoBbiX npoueccoB (cMm. pasgen 7).
ﬂ,OCTyI‘I K MeTagaHHbIM cneayeTt KOHTPOJSIMpoBaTb NOCPeACTBOM pacnpeneneHna npae gOCTyna U BbIMOJTHEHUA
COOTBETCTBYIOLWMX Npasun (cM. 8.4).

YnpaBneHWe KOHTEHTOM JOKYMeHTa U CBA3aHHbIMW C HAM MeTafaHHbIMWU MOXET OCYLLECTBNSATLCA B OAHOW
WMIN HECKOMbKMX cucTemMax nmbo B OAHOM MeCTe U cucteme. Jlornyeckne B3aMMOCBA3M UMW CBA3M KOHTEHTA
OOKYMeHTa M MeTadaHHbIX clneayeT co3faBaTtb U nogaepXuBaTb C UCMNONb3OBaHMEM aBTOMATUYECKUX WUIKU
PY4YHbIX MPOLECCOB.

MeTagaHHbIe JOKYMEHTOB AOMKHbI COCTOATh M3 MHAOPMAaLIMK, OTpaxaroLlen crnegyoLlee:

a) onucaHue KOHTeHTa JOKYMEHTa;

b) cTpykTypy AokymeHTa (Hanpumep, dopmMy, PopmaT n CBA3N MEXAY KOMMNOHEHTaMW AOKYMEHTa);

C) AenoBylo cpeay, B KOTOPOW AOKYMEHT Obln co3gaH Unm nonyyeH u UCnosb30BaH;

d) B3anmocBs3un ¢ ApyrmmMy AOKYMEHTamMun 1 ApyruMun MeTagaHHbIMu;

€) MOEHTUUKATOPLI U MHYIO MHGOPMaLNIO, HeOBXOAUMYIO ANA U3BMEYEHUs U NPeacTaBleHNs JOKYMeHTa,
TaKyto kak dpopmaT Unm MHdopMaLms 0 XpaHeH!u;
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f) mencTBua M cobbITHs, CBSI3aHHbIE C AOKYMEHTOM Ha MPOTSDKEHUU BCEro €ro CylleCcTBOBaHUA (BKIHOYas
naTy u Bpemsi AeNCTBUIA, U3MEHEHNSI MeTafaHHbIX U areHTOB, OCYLLECTBIIAIOLWNX OAaHHbIE AEACTBUS).

JOKyMeHTbI, He wuMeloLMe Takux MeTafdaHHblX, He obnagalT XapakTepucTUKaMu MOMHOLEHHbIX
OOKYMeHTOB (cM. 5.2.2).

JdononHutensHble MeTagaHHble MOryT noTpeboBaTtbCA B 3aBUCUMOCTM OT HOPMAaTMBHO-MPaBOBbLIX
TpeboBaHWA W OTpacrneBbiX CTAHOAPTOB, a Takke KOHKPEeTHbIX TpeboBaHWiA [ernoBON [OeATernbHOCTH,
onpeferneHHbIX BO BpeMsi aHanuaa AenosbIX NpoueccoB (CM. pasfen 7).

MeTagaHHble OOKYMEHTOB AOMKHbI ObiTb ONMCaHbl U 3aduKCUpoBaHbl B CXxeMax MeTagaHHbIX (cMm. 8.2).
PaspaboTky cxem meTagaHHbIX cnegyet NPoBOAMTbL HA OCHOBaHWUM pe3ynbTaToB aHanMsa 4enoBbiX NPoLEecCcoB, K
KOTOPbIM OHW OTHOCATCS (CM. pasgen 7).

5.3 [JoKyMeHTHble CUCTEMbI

5.3.1 O6wme nonoxeHus

[OKYyMeHTHbIE CUCTEMBI JOIMKHbI:

a) NpUMeHATb cpeacTBa ynpaBneHns 4OKyMmeHTamu (cM. pasgen 8);

b) nooaepxuBatb Npolecckl co3aaHnus, BBoda B CUCTEMY U YNpaBreHusl JOKyMeHTamu (CM. pasaen 9);

C) noggepxuBaTb CO3[aHWE M COXpPaHEHMEe IOrMYEeCKMX CBSA3EM MexOy KOHTEHTOM M MeTadaHHbIMU
AokymeHTa (cM. 5.2.3).

Mpu pa3paboTke U BHEAPEHWUWN OOKYMEHTHbLIX CUCTEM CrefyeT YuMTbiBaTb [ENOBOM KOHTEKCT (cM. 7.3) u
TpeboBaHus, NpegbsaBsemMble kK JOKyMeHTaM (CM. 7.4). [JokyMEHTHbIE CUCTEMbI JOIHKHbI OTBEYaTh TPEGOBaHUSIM:

a) COOTBETCTBUA XapaKTepPUCTUKaM OOKYMEHTHbIX CUCTEM, NepeynUCrieHHbIX B 5.3.2;

b) coBmecTUmMocTM AONS NOAAEpPXKM B3aMMOAEWCTBMSA C OPYrMMM cucTemamy M rmbkoro noaxoda K
NCMONb30BaHMWI0 CPeacTB yrnpaBreHnUs JoKyMEHTaMu;

C) NPOCTOThI N ONepaTUBHOCTU NCMNOJIb30BaHNA OOKYMEHTOB;

d) roTOBHOCTU K TEXHOMOIMYECKMM WM OPraHM3auMOHHbIM WM3MEHEHWsIM, TakUM Kak MOAepHM3auus
CUCTEMbI UMW afIMUHUCTPaTUBHAs PECTPYKTYpU3aLms;

€) FOTOBHOCTU K BPEMEHHOMY MpeKpaLLEHU0 OENOoBON AeATENbHOCTU U obecrneyeHno HenpepbIBHOCTH
paboTbl B Criyvae HeoXunaaHHbIX CO0eB.

[oKyMeHTHble cucTemMbl MOryT ObiTb pazpaboTaHbl CneunansHO A yNpaBneHnst AoKyMeHTaMu Unm MoryT
ObITb cMCTEMamu, NpefHasHa4YeHHbIMW ANS APYrMx AenoBbiX NPOLECCOB, afanTUPOBaHHbLIX Takum o6pasom,
4yTOObl OHU TaKke NogaepXXuBanu cosgaHne, BBOA B CUCTEMY W yNpaBfieHne JOKYMEeHTaMu.

[MonHoueHHOCTb OOKYMEHTOB oObecrneymBaeTcd 3a CYeT YnpaBneHus MMW B OOKYMEHTHbIX CcucTemax,
KOTOpble COOTBETCTBYIOT CreAyloWMM  XapakTepucTukam: HagexXHocTb, 6e3onacHOCTb, COOTBETCTBME,
KOMMMEKCHOCTb U CUCTEMHOCTb (CM. 5.3.2).

5.3.2 XapaKkTepuCTUKN JOKYMEHTHbIX CUCTEM

5.3.2.1 HapexHocTb

J[loKyMeHTHbIe CUCTEMbI AOJTKHbI ObITb NPUroAHbI AN HEMPEPbLIBHOW 1 PErynsipHoi paboTbl B COOTBETCTBUM
C YTBEPXKOEHHOW NONUTUKON 1 npouenypamin. [JokyMeHTHbIE CUCTEMbI OKHbI:

a) perynapHo BKn4YaTb BCE OOKYMEHTbl B paMKax OXBaTbIBAEMOWN OENOBOW AEATENbHOCTN B COOTBETCTBUMN
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C YCTaHOBJIEHHbIM NMOPAOKOM;

b) peryndapHo BbICTynatb B KadYeCTBe OCHOBHOIO WUCTOYHUKA D,OCTOBepHOﬁ I/IHd)OpMaLI,MM O Aencrteusx,
38(*)I/IKCI/IpOBaHHbIX B AOKYMEHTaXx;

c) obecne4vnBaTb y4acTme yrnorTHOMOYEHHbIX areHTOB;
d) npegocTaBnsaTb JOKYMEHTbI B NPUroAHON Ans UCMONb30BaHUS hOpME;
e) nogaepXnBaTbh CBOEBPEMEHHbIN JOCTYN K JOKYMEHTaM;

f) aumuiatb OOKYMEeHTbl OT HeCaHKUMOHMPOBAaHHOIO WUCNONb30OBaHUA, W3MEHEHUA, COKpbITUA WUnn
YHUHUTOXEHUA,

g) XpaHUTb JOKYMEHTbI B TEYEHME YCTAHOBIEHHOIO BPEMEHMU;

h) npenocTaBiATb Npu HeobXxoQMMOCTM BCE MEXaHN3Mbl Ans nMnopTa (VIJ'IVI MHOro BKJ'IPOHEHVIFI) LOOKYMEHTOB
N MeTadaHHbIX JOKYMEHTOB B CUCTEMY UITN UX 3KCNopTa 13 O[HOW CcUCTEMbI B OPYryto, a Takxe

i) obecneynBaTb AENCTBUS MO yoaneHnw OOKYMEHTOB.

lMokasaTenn HageXHOCTU AOKYMEHTHOW CUCTEMbl OOMMKHbI OblTb AOKYMEHTanbHO 3adhMKCUpOBaHbl MyTeEM
CO30aHNsA U COXpaHeHUs1 JOKYMEHTOB 06 onepaunoHHbIX, NPoLeaypPHbIX U NPy HEOBXOOUMOCTUN TEXHONOMMYECKNX
npoueccax. MeTagaHHble npoueccoB (cMm. 5.2.3) Takke [OMKHbI OEMOHCTPUPOBATb HAAEXHOCTb CUCTEMbI
(cucTem), koTopasi(ble) obecneymBaeT(loT) ynpaBneHme umu.

5.3.2.2 be3onacHocTb

,D,J'Iﬂ npeanoTBpawleHna  HeCaHKUMOHUPOBAHHOIO [0CTyna, WU3MEeHEeHUA, COKpPbITUA W  YHUYTOXEHUA
OOKYMEHTOB OOSMKHbI ObITb peann3oBaHbl TakMe Mepbl, Kak yrnpaBrneHne OOCTYNnoM, MOHUTOPWHI, aBTopu3auuns
areHTa W CaHKUMOHMPOBaHHOE YHWYTOXeEHWe. WHdopmauus o cpeacTtBax ynpaBneHusl, KoTopble Obinu
NMPUMEHEHbl K [OOKYMEHTY, a Takke O TOM, Korga OHW ObinivM NpUMMEHeEHbl, OofkHa OblTb OTOGpaxeHa B
MeTagaHHbIX npoueccoB (cM. 5.2.3).

B 3aBucumocTtn ot puUcka, CBA3aHHOIo C [enoBou OeATENbHOCTbIO U 3ad)v||<cv|poaaHHoro OOKYMEHTOM,
nobble yrposbl Ge3onacHocTy, 3aTparnBaroine JOKYMEHTbI, OOJTKHbI ObITb OTpaXeHbl B MeTaAaHHbIX NMPOLIECCOB.

IOna obecneyeHnss nHpopmaumoHHON 6e30MacHOCTM U HEMPEPbLIBHOCTM OENT0OBOVN AEATENbHOCTU LOMKHbI
ObITb NPEgYCMOTPEHBI MEPbI, BKITOYEHHbIE B JOKYMEHTHYIO CUCTEMY.

5.3.2.3 CooTBeTCTBUE

YnpaeneHve [OKYMEHTHbIMM CUCTEMaMM B OpraHu3auusax [AOMKHO COOTBETCTBOBaTb TpeboBaHMsAM
AenoBow AeATenbHOCTU, HOPMaTUBHOW cpefbl U 0bLLEeCTBEHHbIM oxugaHuam (cm. 7.4). CooTBeTcTBME CUCTEMDI
ynpaBneHust JOKyMeHTaMu Takum TpeboBaHWAM criefyeT perynsipHo npoBepsitb (cM. 6.4). HeobxoammMo xpaHuTb
OOKYMEHTbI MO pe3ynbTataM 3TUX NPOBEPOK.

5.3.2.4 KomnnekcHocTb

[oKyMeHTHble cUCTeMbl JOMKHbI 0becneynBaTh ynpaBreHve A0OKYMEHTaMu B pamkax AeroBbIX onepavui,
K KOTOPbIM OHU OTHOCATCS (CM. 7.4).

[JOKyMeHTHble cuCTeMbl [OOSKHbl  OblTb  CMOCOOHbI  yNpaBnATb  AOKYMEHTaMu, CO34aHHbIMU  C
NCMNOMb30BaHWEM PasnnYHbIX TEXHOMOMMIN, MPUMEHSIEMBbIX B Ae0BON cdepe, K KOTOPON OHU OTHOCATCS.

5.3.2.5 CucremHoctb

CospaHve, BBOO B CUCTEMY W YnpasrieHWe OOKYMeHTamu crnegyeT perfnaMmeHTupoBaTb NOCPEeACTBOM
NpoeKkTMpoBaHns paboTbl AOKYMEHTHbIX cucteM (cMm. 5.3) n cobniogeHns yCTaHOBNEHHON MONUTUKU U Npoueayp
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(cm. pasgen 6).
6 Monutuka n pacnpegeneHme oTBETCTBEHHOCTU
6.1 O6LMe nonoxeHns

Monuntuka wu pacnpegeneHne OTBETCTBEHHOCTW OOJDKHblI NnoadepXuBaTtb BbINONTHEHUE Tpe6OBaHI/II7I K
co3gaHuio, BBOAY B CUCTEMY U ynpaBleHU0 OOKYMEeHTaMU, a TakKkKe K MPOEeKTUPOBaHUIO, MUCNONb3OBaHUIO ”
ynpasrneHunto JOKYMEHTHbIMU CUCTEeMaMN.

s obecneyeHnss COOTBETCTBUS AOKYMEHTHBIX CUCTEM YCTaHOBMIEHHbIM TPeGOoBaHNAM K JOKYMeHTaM (CM.
7.4) nonuTuka 1 pacnpeaeneHne OTBETCTBEHHOCTU AOMKHbI ONpeaenaTb OTBETCTBEHHOCTb M MOMHOMOYMS Anst
crieayoLwmx nuL;

a) y4aCTHMKOB NnpoLiecca co3aaHnsl JOKYMEHTOB;
b) nuu, yyacTByoWMX B yNpaBneHnn JOKYMEHTamu;
C) Apyrux nonb3oBaTenen JOKYMEHTHbIX CUCTEM.

|-|OJ'II/ITI/IKy cneanyet noagepXxuBatb pernameHTupyrowmnMmmnm  OOKyMeHTaMW, KOTOopble npeaoCTaBnAaloT
KOHKPETHbIE MHCTPYKLUKM NO CO34aHN0, BBOAY B CUCTEMY U yNpaBlIEHNIO AOKYMEHTaMW.

Heobxogumo npoBefeHVWe MOHUTOPWMHIa M OUeHKU Ans cobnogeHns yCTaHOBMEHHbIX TpeboBaHui K
OOKYMeHTaM ¥ onpeaeneHnst y4acTkoB, TpebyoLwmx KOppekTUpoBky (cM. 6.4).

MonuTuky, npouenypbl U YHKUMOHUPOBAHUE [OKYMEHTHbIX CUCTEM CrefyeT NOAAepXuBaTb 3a cyeT
oby4eHus nepcoHarna (cm. 6.5).

6.2 NMonutuka

|-|OJ'1I/ITVIKy ynpaerieHnAa OOKyMeHTaMun cnenyet pa3p868TblBaTb, OOKYMEHTMPOBATb U BHEOPATb. MonuTuka
JOIMKHa OblTb OCHOBaHa Ha AENOBbIX LEnsx u noaaepXueatbCA npasuiamMmn UM npouenypamMmm ynpasrieHUA
OOKYMeHTaMu.

PaspaboTka nonuTuku JorkHa ObiTb OCHOBaHa Ha MOHWMaHMKM AenoBon cpedbl (cM. 7.3), a Takke
TpeboBaHWI K JOKYMEHTaM, OTHOCALLUMCS K cdhepe NPUMEHEHUS NOMUTUKK (CM. 7.4).

LleJ'IbIO pa3pa60TK|/| n BHeOpPeHUA NONMUTUKN ynpaBneHna OOKyMeHTaMUn OOJTKHO ObITb co3aaHue, BBOO B
cucrtemy w”n ynpaeneHne ayTeHTUYHbIMU, OOCTOBEPHbIMU, MNPUroaHbIMU ONA UCNONb30BaHUA, LENOCTHbIMU
OOKyMeHTaMu, nogaepxmearoinmm seageHme AEernoBon AeATEeNbHOCTN OO TeX nop, NokKa 3To HeO6XODMMO.

Monntuka AorkHa BKMAYaTb B cebs obnacTb MpMMeEHeHust (Hanpumep, Ha KakoW(Me) KOHKPETHbIN(e)
acnekT(bl) ynpaBneHus OOKYMEHTaMW OHa pacnpoCTpaHsieTCs), NMPUMEHUMble CTaHZapThl U TpeboBaHUA K
ayanTy, a Takke OenoByl0 OeATeNbHOCTb, KOTOPYH OHA OXBaTbiBaeT.

MonuTunka JomKkHa y4uTbiBaTb HeobxoauMble AEWCTBUS B Crlydae npekpalleHus OeroBbiX npoueccos. B
33aBMCMMOCTM OT KOHKPETHOW CUTYaLMN OHa MOXET BKIYaTb NpeKpalleHme aKcnnyaTaumm JOKYMEHTHbIX CUCTEM
N pacnpefeneHne pecypcoB gnsi obecneyeHunss murpaumm (cMm. 9.8) n otbopa OOKYMEHTOB AN nepefadn Ha
XpaHeHve unun yHn4toxeHune (cm. 9.9).

Monutuka [JormkHa onpenendTtb, B KaKuxX cnydadax 3akKOHbl, MNOCTaHOBIEHUA, CTaHOapTbl, Apyrue
HOpMaTMBHbIE W MeToaM4vYeCKne [OOKYMEeHTbl W rnepefoBble MNpakTnvyeckme MeTodbl BJIIMAKT HaA Mnpouecchbl
Cco3aHu4, BBoaa B CUCTEMY UK ynpaBreHna OOKyMeHTaMu.

Monutuka gomkHa BbiTb YyTBEPXKAEHA HA COOTBETCTBYHOLLEM YPOBHE MPUHATUS peLLeHnin 1 onybrvkoBaHa B
opraHuM3aumMn 1 npu HeobGXoAMMOCTW BHe opraHusaumn. Heobxoammo pacnpedenuTb OTBETCTBEHHOCTb U
obecneunTb cobnogeHne nonuTukn (cm. 6.3).
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MonuTrKy cnegyeT perynspHo nepecmaTtpuBaTh C LENbl0 OTPaXXEHUs! TEKYLLMX AeNloBbIX noTpebHocTei. B
NONUTUKE JOIKHbI OblTh YKasaHbl BPEMEHHbIe paMKM MO ee NepecMoTpy, a Takke AOMMKHO OblTb YCTAHOBMEHO
NMLO, KOTOPOE HeceT OTBETCTBEHHOCTb 3a nepecMoTp. OTMEHeHHas NOnUTUKa SBNSETCA AOKYMEHTOM, KOTOpbIN
[OIMKEH COXPaHATLCS U YNPaBnsATLCS, Kak YCTaHOBMEHO B OTHOLLEHUM NoAo6HOro pofa AOKYMEHTOB.

6.3 OTBeTCTBEHHOCTb

I'IpaBa N OTBETCTBEHHOCTb MO CO34aHWUI0, BBOAY B CUCTEMY U ynpaBlieHUO OOKYMEeHTaMWu OOJIKHbI ObITb
onpeaeneHbl, yCTaHOBIEHbI U AOBeOeHbl O cCBeAeHUA paGOTHMKOB.

PeweHuss no cosgaHuo, BBOOY B CUCTEMY W YMNpaBMeHWIO AOKYMEHTaMu - 3TO [erioBble peLUeHMs,
OCHOBaHHbIE Ha YCTaHOBIEHHbLIX TPeOOBaHUSX K OOKYMEHTaUMM M OUeHke pucka (cM. pasgen 7). PelieHust
[OIKHbI ObITb NPUHATBI COOTBETCTBYHOLLMM MULIOM U 3adhMKCMPOBaHbI B JOKYMEHTE.

OTBETCTBEHHOCTb AOMKHA PacnpoCTPaHATLCA Ha BCEX COTPYAHUKOB, KOTOPbIE CO3A4alT M UCMOMb3YT
OOKYMEHTbI B paMKax CBOEW OeATEeNIbHOCTU, U AOSMKHA ObITb OTpa)KeHa B OOJDKHOCTHBLIX MHCTPYKUMAX U OPYruX
OOKyMeHTax, rge aTo Heob6xoammo.

HasHayeHne OTBETCTBEHHbIX NUL AOIMKHO ObITb pernameHTUMpoBaHO pacnopaaunTesibHbiIM OOKYMEHTOM.
KOHKpETHaﬂ OTBETCTBEHHOCTb 3a OpraHun3auuto paGOTbI no ynpasBneHnio OOKyMeHTaMn OOJDKHa ObITb nopy4eHa
pykoBOoAUTENO C COOTBETCTBYHOLLMMU NOJTHOMOYUAMN.

OTBeTCTBEHHOCTL B 06nacTn ynpasneHna AOKyMeHTaMu OO0J>KHa BKIMKYaTb crefytoume noroxeHnd:

a) cneuwanuctbl B 0bractu ynpaeneHnst JOKyMEHTaMy MOMHOCTBI0 MMM YacTUYHO OTBEYAlT 3a acnekThbl
ynpaBneHuss JOKyMEeHTaMu, BKIoYasi NPOEKTUPOBaHWE, BHEAPEHWE U 0BCnyXnBaHUE OOKYMEHTHbIX CUCTEM U
OCYLLECTBMSEMbIX B [aHHbIX CUCTEMax onepauui, a Takke 3a 00yveHue nomnb3oBaTenen ynpasreHuo
OOKYMEHTaMW U  MPUMEHEHMIO ONepPaTMBHbLIX [AOKYMEHTHbIX CUCTEM B WHAMBUAOYANbHOW NPaKTUYECKON
[esiTENLHOCTY;

b) cneumanucTtel B 06nacTy ynpaeneHns AOKYMEHTAMU UMW Apyrue nuua, OTBETCTBEHHbIE 3a ynpaBneHue
JOKYMEHTaMK, OTBeYaloT 3a paspaboTky, BHeOpeHUe M MNoAAepXKYy CXeM MeTafaHHbIX M ApYrux cpeacTts
ynpaeneHuss COBMECTHO C OPYTMMU COTPYAHUKaMW, TAKMMWU Kak crneuvanuctel B o6nactv MHGOPMaLMOHHBIX
TEXHOMOIVI, PYKOBOOAWUTENW U HOPUCTEI;

C) OTBETCTBEHHOCTb PYKOBOACTBA 3akrovaeTcs B NoAAepKKe paspaboTkM M BHeOpPeHWs MONUTUKA
ynpaeneHusi LOKyMEHTaMu;

d) pykoBoauTenu oTBevatoT 3a obecneveHue cobrnopeHus TpeboBaHUA K OOKYMEHTMPOBaHWUIO paboumx
NpPOLIECCOB B NOAKOHTPOSbHBIX MM paboyvmx obnacTsx;

e) CUCTeMHble agMWUHUCTPATOPbl HECYT OTBETCTBEHHOCTb 3a obecneyeHne Hel'lpeprBHOI7I N HageXHon
paGOTbI NOAKOHTPOJIbHbIX MM OOKYMEHTHbIX CUCTEM, a TaKkKe 3a obecrneyeHne MOfHOTbLI U aKTyallbHOCTU
OOKyMeHTauunmn BO BCeEX CUCTEMAX;,

f) Bce COTpyOHWKM OTBETCTBEHHbI 3a CO3[4aHME W COXpaHEHMEe TOYHOW M MOMHOM AOKYMEHTaLumM,
OTpakaloLLlen UX AeNOoBY0 AeATENbHOCTb.

6.4 MOHUTOPUHT U OLleHKa

,D,OJ'I)KHbI ObITb YCTaHOBIEHbI KpUutepun AOnd MOHUTOPUHIa U OLIEHKU ﬂ,OKyMeHTHOIZ NONMNTUKN, CUCTEM,
npoueayp U NpoLEeccoB.

Heobxoaumo nNpoBOAUTL PErynspHbIA MOHUTOPWHI NPOLECCOB CO3AaHus, BBOAa B CUCTEMY U yrnpaBreHus
OOKYMEeHTaMn W OueHMBaTb WX C MPUBMAEYEeHMEM M MOOAEPXKKOMW CO CTOPOHbI CrneuManuctoB B obnactu
yrnpaBneHus AokyMeHTamu, NpodeccMoHanoB B 0611act MHPOPMALMOHHBIX TEXHOMOIMI, IOPUCTOB, ayaMTOpOB,
BusHec-MeHePKepPOB 1 pyKOBOAUTENEN BbICLLENO 3BEHA.

Mpoueccbl NpoOBeAeHUs MOHUTOPUHrA U OUEHKU [OIMKHbI OblTb paspaboTaHbl Ons  oGecrneyveHus
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noaTBepXXgeHna Toro, 4YTo.

a) OOKYMEHTHbIE CMCTeMbl 1 npoLecChbl BBeAeHbl B COOTBETCTBUN C yTBep>|<,quH0|?1 NOSNIUTMKOMN 1 OEenOBbIMU
Tpe6OBaHI/IF|MVI ynpaslieHnA OJOKyMEeHTaMU;

b) [OOKyMeHTHble cucTembl M npouecchl  (YHKUMOHUPYT B COOTBETCTBUM C  YCTAHOBIEHHBLIMM
TpeboBaHNAMU yrpaBneHns JOKYMEHTamu;

C) y4uTbIBaOTCA M3MEHEHUS B TPeBOBaHUAX K [OKYMEHTaLMK;
d) nogaepxkmBaeTcs NOCTOSHHOE COBEPLUEHCTBOBAHUE YNpaBrieHnst JOKYMEHTaMu.

B oTHOLUEHMN cucTem 1 NpOLECCoB, NPEAOCTaBMNAEMbIX CTOPOHHUMM NOCTaBLUMKaMKM, criedyeT NpoBoAUTb
MOHWUTOPWHT U OLIEHKY.

lMporpaMma MOHUTOPUHIA M OLLEHKWN AOMKHa BKNoYaTb B cebs:
a) pacnpegeneHne 00s1I3aHHOCTEN MO OCYLLIECTBEHNIO ENCTBUN MOHUTOPUHIA U OLLEHKM;
b) onpegenenne Toro, YTO JOMKHO ObITb NOABEPKEHO MOHUTOPUHIY U OLIEHKE;

C) YCTaHOBIIEHNE METOAOB M3MEpPEeHusl, MOHUTOPVWHIa, aHanusa U oueHKU Ans obecneyeHns NpaBUITbHbIX
pe3ynbTaTos;

d) onpeneneHne CpoKoB NPoOBeAEHNSI MOHUTOPWHIE U OLLEHKU;
€) onpeaeneHne CPoKOB NPOBeAEHNS aHanM3a 1 OLeHKW pe3ynbTaToB MOHUTOPUHIA;
f) HasHaueHVe OTBETCTBEHHbIX 3a pa3paboTKy COOTBETCTBYHLLNX KOPPEKTUPOBOYHbLIX OEACTBUIA.

MOHI/ITOpI/IHF M OUEeHKa npoueccoB Cco3gaHuA, BBoOAa B CUCTEMY U ynpaBleHUA OOKYyMeHTaMu MOoryT ObITb
MHTErpmnpoBaHbl B YyXe cylleCTByluwne LUKINbl MOHUTOPUHra nNnBO BLINOMHATLCS HE3aBUCUMO. MOHVITOpI/IHF n
OuUeHKa MOoryT npoBOognUTbCA NOJTHOCTbIO UM YaCTUYHO CTOPOHHUMWU OpraHn3aunamMn.

B NONMUTUKY ynpaBlieHnA OOKYMeHTaMu, CUuctemMamn n npoueccamm OOJTKHbI ObITb BHECEHbI N3MEHEHNS B
cny4dae npusHaHua nx HenpurogHbiMmmn nnu HeanCt)eKTI/IBHbIMI/I.

ﬂOKyMeHTbI O npoBegeHNn MOHUTOPUHIa N OLUEHKN OOJTKHbI ObITb cO34aHbl, BBEAEHbI B CnCTemMy 1N OOJIKHbI
ObITb ynpasndemMbIMU.

6.5 KomneTeHTHOCTb U 06y4YeHue

CoTpyaHukM, B 006593aHHOCTM KOTOPbLIX BXOAST CO3[aHue, BBOA, B CUCTEMY W yNpaBreHUe AOKYyMEHTaMMu,
OOMKHbI OblTb KOMMETEHTHbIMW B BbIMNOMHEHWM [OaHHbIX 3adad. WX KOMMETEHTHOCTb [OOSPKHA perynspHo
OLEHUBATLCS, U NPY HEODXOANMMOCTU OOIMKHBI ObITh pa3paboTaHbl y4ebHble NporpamMmmbl MO COBEPLUEHCTBOBAHMIO
3HaHMM N HaBbLIKOB.

Mporpamma o6yyeHust forkHa GbiTb HENpepbIBHOM U BKNoYaTb B cebsa 06yyeHne TpeboBaHWsAM, NONUTHKE,
npakTuKe, ponsiM U 06513aHHOCTAM MO yrpaBreHnio JokymeHTamu. Mporpamma AomkHa ObiTb agpecoBaHa BCEM
YyreHam PYKOBOACTBA WM COTPYAHMKaM, a Takke IobbiM OpyryM NvuaM, OTBETCTBEHHbIM 3a NGyl YacTb
[enoBov AesATeNbHOCTU, CBA3AHHOW C CO34aHNeM, BBOAOM B CUCTEMY U yrNpaBneHneM SOKyMeHTaMM.

Ons noaaep>Kkmn HeobxoOuMMOM KOMMNETEHTHOCTM ChneuuanucToB Mo ynpaslieHno AOOKYMEeHTaMun un Opyrux
T, OTBETCTBEHHDbIX 3a ynpaBlieHne JOKyMeHTaMu, cregyeTt npoBoanTb 06y‘-IeHVIe n gpyroe I'IpOCbeCCVIOHaJ'IbHOE
NnoBbllLEeHne KBaJ'IVIQ)VIKaLI,VIVI B OTHOLWUEHUNN ynpaBrieHna JOKYMEeHTaMU.

O6yqu|/|e co3gaHuio, BBOAY B CUCTEMY U yNpaBleHUK OOKYMEeHTaMW Mo BO3MOXHOCTW AOJIKHO ObITb
BKITHO4EHO B yXe cyulecTBsyrowme yqe6Hb|e nporpamMmmsbl.

Mporpamma oOyyeHUs OOMKHA TakkKe OXBaTbiBaTb BPEMEHHbIX pPabOTHMKOB, nuu, paboTarwmx Ha
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06LeCcTBEHHbIX HavYanax, u NpyM HeobXo0ANMMOCTN COTPYLAHMKOB CTOPOHHUX OpraHn3aumin.
PykoBoACTBO JOSMKHO NogaepkmMBaTh NporpaMmMmy o0y4eHus.
7 AHanus genoBbIX NpoLeccoB
7.1 O6LwwKne nonoxeHns

AHanu3s OenoBbiX NPOLECCOB - 3TO NPOLECC OLEHKN OenoBoi AeATEeNbHOCTM C Lemnbio onpeaeneHust Toro,
Kakue OOKYMeHTbl JOIMKHbI ObiTb CO34aHbl U BBEAEHbl B CUCTEMY, a TAKKe B LIENAX YCTAaHOBIEHUSI CPOKOB KX
XpaHeHus.

MpumeuaHne - Cepuss MexayHapoaHblx cTaHgaptoB WCO 15489 pacwwmpseT  TpaguuuoHHOe
ncnonb3oBaHMe TepMuHa "appraisal”, Bknovasi aHanu3 OenoBon cpefbl, 4enoBOW OEATENbHOCTU N puUcKa, YTO
Mo3BOMsieT NPUHUMATL PELLEHNS O TOM, Kakne JOKYMEHTbI CriedyeT co3daBaTth U BKIHOYaTb B CUCTEMY, @ TaKkKe O
TOM, Kak obecneunTb Hagnexawiee ynpaeneHne 40KyMEHTaMn C TEYEHNEM BPEMEHN.

AHanua penoBbix MNPOLECCOB coyveTaeT u3ydeHue [enoBon cpefbl C onpegeneHvem TpeboBaHuMn K
[oKasaTenbCTBY AeMN0oBON AeATENbHOCTH, YTO AOIMKHO ObiTh COBNIOAEHO NOCPeaCcTBOM AOKYMEHTUPOBaHNUS. JTOT
aHanus BknoYvaeT B ceba crneayollee:

a) nccrnefoBaHWE xapakTepa AenoBON OeATENbHOCTM U ee MPaBOBbIX, PECYPCHbIX U TEXHOMOrMYEeCcKnx
BO3MOXHOCTEM;

b) Mcnonb3oBaHWe OLEHKM pucka Ons onpeaeneHns Toro, Kakue OOKYMEeHTbl JOSMKHbI ObiTb co3daHbl U Kak
UMK criedyeT ynpaBnsTb AN YAOBNETBOPEHUS BCEX MPUMeEHsieMbIXx TpeboBaHuii, KoTopas BKIovaeT B cebs
OLIEHKY:

1) pUCKOB, BNMSIOLINX HA AENOBYIO AeATENBHOCTb B LIENOM;

2) pWUCKOB, KOTOPbIMM MOXHO YNPaBnsATb MOCPEACTBOM CO34aHusi, BBOAA B CUCTEMY W yMpaBleHus
OOKyMEHTaMU.

AHanus penosbiX npoueccoB cnegyet npoBoAmMTtb COBMECTHO C BHYTPEHHUMU U MpU HeobxoQMMocCTun
BHELWWHNMN 3anHTepeCcoBaHHbIMW CTOPOHaMW.

Pe3yanaTb| aHanm3a p[genoBbiX npoueccoB OOJMXKHbI ObITb 3a(bI/IKCMDOBaHbI B COOTBETCTBYHLUUX
OOKYMeHTax U cogepxaTtb Mchopmau,mo:

a) O NIObIX UCTOYHUKAX, K KOTOPbIM o6pau.|.an|/|0b npun npoeeaeHM aHannaa, BKIoYad OOKYMeHTallbHble
MCTOYHUKN N UHTEPBbLIO C 3aMHTEepeCOBaHHbIMX CTOPOHaAMWU;

b) 0 pesynbTaTax oLeHKM puCKa;
C) O peLleHUsx Mo pesynbTaTtaM aHanM3a 4enoBbIX NpPoLEeCCoB.

Mpy HeobXoaUMOCTWM peLleHVMst MO aHanu3y [eNioBblX MPOLECCOB [AOMKHbl ObiTb  YTBEpPXOEHbI
PYKOBOACTBOM.

PesynbTatbl aHanusa AenoBbiX NPOLECCOB MOryT ObiTb UCMONb30BaHbl AN LEenoro paaa uernewn, Bkoyas
NPOEKTUpPOBaHWE N BHeApeHWe OOKYMEHTHbIX cucTeM (cM. 5.3), pa3paboTky nonuTuku 1 npouedyp (cM. pasgen 6
), onpegenenne TpeboBaHWn K MeTagaHHbIM (CM. 5.2.3) n/vunu paspaboTky cpeacTB ynpaBneHusa AOKYMEHTaMMu,
TakMX Kak npaswna, onpegensowme nopsgok otéopa u nepegady AOKYMEHTOB Ha nocreqyolee XxpaHeHne nnm
yHu4TOXEHue (cm. 8.5), unu npasuna goctyna (cm. 8.4).

AHanu3 genoBbIX NPOLECCOB CNeayeT OCYLLECTBMSATL MO MePe U3MEHEHMWS YCIOBUIA AENTOBOM aKTUBHOCTU U
drakTopOoB pUCKa.

7.2 O6bem paboT No aHanNu3y AenoBbIX NPOLIECCOB
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O6bem paboT no aHanM3y [AenoBbiX MPOLECCOB OOMKEH OblTb onpenerneH, UCXOAst M3 MPUYMH €ero
npoesegeHua. |_|pl/l‘-II/IHbI nposeaeHuna aHannaa genoBbiX NPoLUecCoB MOTyT BKIMOYaTb:

a) cosgaHue HOBOW opraHusaLmu,

b) yTpaty nnv nony4eHune HOBbIX PYHKLUIA W BUAOB OESATENBHOCTY;
C) n3MeHeHve 4enoBON NpaKTUKN Unu noTpebHocTew;

d) M3mMeHeHns B HOpMaTUBHON cpeae;

€) BHeJpeHNe HOBbIX CUCTEM UM OGHOBMEHNE CUCTEMbI;

f) nameHeHne oueHOK pucka nnyv NPUOPUTETOB.

Obbem pa60T no aHanumidy AenoBblX NpPOoUEeCCOB OOJNKEeH TaKXe yCTaHaBMBaTbCA MNMyTeM onpenerieHuA
dJYHKLlMVI, OEencTBui nnn pa60t4|/|x npoueccoB, Ha KOTOpPbIe BITNAET NnpuinHa nposeaeHnAa aHannaa.

7.3 NNoHuMaHMe genoBon AeATeNIbHOCTHU

AHanus genosbix npoueccos Tpe6yeT n3y4yeHna opraHusaumm mn ee [enoBor AeATEeNnbHOCTU, BKOYas
AOONOJNTHNUTENTbHO!

a) BHYTPEHHWNE W BHELLHME (haKTOpbl, BNUSIOLWLME Ha OESATENBHOCTb, PYHKLMOHMPOBAHWE U CTpaTernyeckoe
pa3BuTWE opraHM3aLuu;

b) skcnnyaTauMoHHble, NpaBoBbLIE U Apyrue TpeboBaHus;

C) pecypcbl U UCMOSb30BaHWE TEXHOMOINIA;

d) TpeboBaHMsa BHYTPEHHUX U BHELLHWUX 3aUHTEPECOBAHHbLIX CTOPOH;
€) PUCKN, KOTOPbIMN HEOBXOAMMO YNpaBnATh;

f) BHYTPEHHIOKO 1 BHELLHIOW cpefy AeNnoBOn AeSATENbHOCTY;

g) aHanna BbIMOJTHAEMbIX d)yHKLIMVI n pa6oq|/1x npoueccoB C Ucnosib3aoBaHnemMm MeToaoB d)yHKLI,MOHaJ'IbHOFO
n/vnn noonepaunoHHOro aHanmaa,

h) naeHTMdUKaLmo BHYTPEHHUX U BHELLHNX areHTOB, 3a4eNCTBOBAHHbLIX B AEMNOBON OEATENBHOCTMY.

[ns aHanusa opraHuMsauuun, OTBETCTBEHHONM 3a BedeHWe AenoBbIX onepauuii, HeobxooMMo onpeaenuThb,
BKMOYaeT N OoHa B cebs psa opraHusauun, paboTarlmx COBMECTHO MM He3aBuMcMMO B Gonee yem ogHom
OoTpacnu, CEKTope, CTPYKTYpe opraHu3aumu.

7.4 OnpeneneHne TpeboBaHUM K JOKYMeHTaMm

Tpe6OBaHI/IFI K JOKYMEHTaM - 3TO Tpe6OBaHVIFI K OOKa3aTesibCTBY [enoBov AeATENbHOCTH.

TpeboBaHuA K AOKYMEHTaM OCHOBaHbl Ha aHanu3e AeroBOW OeATeNbHOCTU U ee KOHTekcTa (cMm. 7.3) u
BKIOYalOT B cebs:

a) NnoTpebHOCTM OenoBon cpeapl;
b) npaBoBLIe 1 HOpMaTMBHLIE TPEOOBAHNS;
C) oXmpaHus genoBoro coobuecTea.

TpeGoBaHusi K AOKYMEHTaM MOryT OTHOCWUTLCS K MoBOMY LOKYMEHTHOMY npoueccy (cMm. pasgen 9). OHu
MOryT BKkMtoyaTbe B cebsl TpeGoBaHUs, KacalolmMecss KOHTEHTA U METafaHHbIX, CBA3EN C APYIrMMU LOKYMEHTaMu
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n/mnun nx oopmon nUnu CTpyKTypomn.

Tpe6OBaHM$| K OOKYMEHTaM MOryT NnpuMeHATbCA KO BCEM (byHKLI,I/IFlM N HanpasneHnAamMm [OeATernibHOCTU
opraHn3auum wmnn MNpUMEHATbCA TOJIbKO K KOHKPETHbIM CbYHKLI,VIﬂM, OEeNCTBuSM, pa6quM npoueccamMm wunn
onepauunam.

Tpe6OBaHI/IF| K OOKYMEeHTaM 3aBUCAT OT KOHTEKCTa, YTO O3Ha4aeT, YTO aHalorndHble unn naeHTU4YHble
pa60Lu4e npoueccbl MOrytT UMeTb pa3Hble TpeGOBaHMH K OOKyMeHTauunm B 3aBUCMMOCTU OT Xapaktepa
0EeATENIbHOCTU, KOTOPYH OHU (bVIKCI/IpyPOT.

YcTaHoBrneHHble TpeboBaHWA AOMKHbI ObiTb CBA3aHbI C KOHKPETHBIMU OYHKUMAMW, BUAAMU OEATENBbHOCTU
unmn pabovmmm npoueccamm (cm. 7.2).

7.5 BHeapeHune Tpe6oBaHUM K JOKYMeHTaMm

Tpe6OBaHI/IF| K OOKYMEeHTaM MOoryT ObITb peann3oBaHbl nNocpeacTBoM BHeApeHUA OOKYMEHTHbIX CUCTEM,
cpencTtB ynpaelneHud, nNOoNUTUKKN  ynpaeBleHnda OOKyMeHTamMun W npouenyp nn6o COBOKYMHOCTN BCero
nepeyncrieHHoro. BHe,u,peHMe OOJDKHO noaaepXuBaTtbCcA pacnpeneneHnemMm OTBEeTCTBEHHOCTH, o6yqu|/|eM,
MOHUTOPUHIOM (*)yHKLI,VIOHI/IpOBaHI/IFl CUCTEM U KOHTpPOJ1EM cobnogeHns NONUTUKA K npouenyp (CM. pasgen 6)

MeToabl peanusauun TpeboBaHWA K [OOKYMEHTaM [OMkHbl ObiTb OnpeaeneHbl C y4eToM AeNoBOro
KOHTEKCTa, HanMyna pecypcoB, HaBbIKOB MepcoHana, a Takke Xapakrepa MCMonb3yeMblX MHPOPMAaLMOHHBIX Y
OOKYMEHTHbIX CUCTEM.

PelieHns o BHeapeHWM onpefeneHHbIX TpeboBaHUl K JOKYMeHTaM [OJKHbl OCHOBLIBATbCA Ha OLIEHKe
PWUCKOB, COOTHECEHHbIX C AOCTYMHbIMK pecypcamu. TpeGoBaHWsA, CBA3aHHbIE CO 3HAYUTEMbHBLIMU PUCKAMU,
[AOMKHBI MPUMEHATLCA C A0OMONHUTENbHBIMU MEPAMM MOHUTOPUHIA U OLIEHKN 1 BOMbLIMM 06bEMOM UHBECTULIWN.

MOHUTOPWHF 1 oueHKa (cM. 6.4) JOSKHbI ycTaHaBNMBaTh, cobntogatotcsa nn TpeboBaHus kK JoKyMeHTaMm. B
criyyae ecrnv MOHUTOPUHIOM U OLIEHKOW YCTaHOBIEHO HecobrniogeHue TpeboBaHWuii K JOKYMEHTaM, B OLeHKe

AOJDKHbI ObITb YKa3aHbl COOTBETCTBYHOLLUME KOPPEKTUPOBOYHbIE p,eI7ICTBI/IF| ana rapaHtmm mnx BbINOJTHEHUA B
OynyLiem.

Tpe6OBaHI/IFI K OOKyMEeHTaM W peleHnd O TOM, KaK OHU OOJIKHbI ObITb BbIMNOJIHEHDbI, OO0J1XHbI ObITb
3aPMKCUPOBaHbI B PerfnaMeHTUpyoLWmMX JOKyMeHTax. PelueHns o HecobniogeHun yCTaHOBEHHbLIX TpeboBaHui
OOMXKHbI BbITb YTBEPXKAEHBI PYKOBOACTBOM OpraHv3auum.

Tpe6OBaHI/|F| K OOKYMEeHTaM crnenyetT peryndapHo nepecmMmaTtpmBaTb KakK 4aCTb npouecCa aHalnn3a OerioBbIX
npoueccos.

8 CpeactBa ynpaBrieHUs [OKYMEHTaMu
8.1 O6wue nonoxeHns

[na ypoBneTBopeHusi TpeOoBaHWM K [OKyMeHTaM (CM. 7.5) gormkHbl OblTb pa3paboTaHbl cpeacTBa
ynpaBneHusa gokymeHtamu. Cpeactea ynpaBneHus BKAOYaloT:

a) cxembl MeTaaHHbIX JOKYMEHTOB;

b) cxembl knaccudukaumm paboumnx NpoLEeccos;

C) NpaBwna gocTyna;

d) npaBuna, onpeaenstoLme nopsiaok oTbopa n nepefadn JOKYMEHTOB Ha XPaHEHWNE UIN YHUYTOXEHUE.
CpencTtBa ynpaeneHust AOKYMEHTaMuM MoryT ObiTb pa3paboTaHbl U BHeApEeHbl B pPasfUyHbiX dopMax B

3aBUCMMOCTU OT TEXHONorMyeckoin U gernosoit cpedbl. Mx paspaboTka M BHeApeHUE OOMKHbI YYUTbIBaTb
XapaKTep JOKYMEHTHbIX CUCTEM, C KOTOPbIMU OHW B3aMMOAENCTBYHOT.
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PesynbTtatbl aHanvsa AenoBbIX NPOLIECCOB AOMKHbLI ObiTb MCMONBb30BaHbI NpU paspaboTke n nepecMoTpe
cpencTs ynpaBneHus gokyMmeHTamu (cMm. pasgen 7).

Mpouecchbl cos3daHusA, BBOAa B CUCTEMY W yNpaBneHust AoKyMeHTamu (cM. pasfen 9) OomkHbl GbiTb
OCHOBaHbl Ha aKTyasibHbIX CpeACcTBaxX ynpasreHuss gokymeHTamu. MoaToMmy cpefcTBa ynpaBneHust JOKyMeHTamu
crenyeT perynsipHo nepecMaTpusaThb.

OTMeHeHHble BepCun cpencts ynpaslieHUA OOKyMeHTaMun crefyet COoXpaHATb U ynpaBlATb UMU KakK
OOKYMEeHTaMun B COOTBETCTBUU C Tpe6OBaHVIF|MI/I, YCTAHOBJ1€HHbIMU aHaNM30M AeN0BbIX NMpoueccoB (CM. pasgen 7

8.2 CxeMbl MeTafaHHbIX JOKYMEHTOB

Cxembl MeTafaHHbIX [OKYMEHTOB [OIDKHbI ObiTb paspaboTaHbl Ons  onpefeneHns MeTafaHHbIX,
ncnonb3yembix ONA MAEHTUUKALMK, ONUCaHUA W ynpaereHus OoKymeHTamu. [Ona Toro 4tobbl OOKYMEHTHI
COOTBETCTBOBAIM XapaKTEPUCTMKAM MOJSTHOLEHHbIX AOKYMEHTOB (CM. 5.2.2), CBsI3aHHble C HUMW MeTafaHHble
OOIMKHbI ObITb OCHOBaHbI HA YTBEPXKAEHHOW CXEME MeTagaHHbIX.

CxeMbl MeTagaHHbIX OOKYMEHTOB MOryT OTHOCUTBLCA K pa3imiM4HbIM obbektam. KntoueBbiMM 06beKTaMu Ans
ynpasJieHnA OJOKyMEeHTaMU ABJTAKTCA:

a) OOKYMEHTbI N X COBOKYMHOCTU;

b) dreHTbl, BKIKOYaaA OTAEJIbHbIX UL, OpraHu3auumn, TeXHONorun, a Takxke nenoBble U OOKYMEHTHble
CUCTEMBblI;

C) oyHKUMW, OeATeNbHOCTb M onepauuy unmM paboure NpoLeccsl;

d) 3aKoHbI U ApyrMe OOKYMEHTbI, peryrnmpytolimMe OenoBylo AeATeNbHOCTb, a Takke NPOLECcChl CO34aHus U
ynpaeneHusi JOKyMeHTaMu;

€) B3aUMOCBSA3U Mexay CyObeKTamun U COBOKYNHOCTAMM JOKYMEHTOB.

BHeopeHne cxeM MeTagaHHbIX OOKYMEHTOB MOXET BKMYaTb MeTagaHHble, 3adaHHble ONis BCeX 3TUX
0BbEKTOB MNWN TONMbKO ANA oAgHoro, Hanpumep "[okymeHToB". CTeneHb KOMMMEKCHOCTU BHEAPEHWs OOShKHA
oTpaxaTb onpefeneHHble TpeboBaHMs K JOKyMEHTaLMN U eNOBOMY KOHTEKCTY, BKIOYasa pUcku (CM. pasgen 7).

CxeMbl MeTafaHHbIX LOKYMEHTOB AOJDKHbI coaepxaTb MeTafaHHble BBOAa B CUCTEMY W MeTafaHHble
npoteccos (cm. 5.2.3).

Mpu onpedeneHun TpeGoBaHWM K [OOKyMeHTam (cM. 7.4) HeoGXOAMMO oOnpedenuTb MeTaaaHHble,
06ycnoBneHHble crieunduKon AesTeNbHOCTU OpraH13aumn.

MeTagaHHble OOIMKHbI GbITb OnpeaeneHbl Ans:
a) naeHTUdMKaLMM 1 NoMcKa JOKYMEHTOB;

b) cBA3M [OKYyMEHTOB C u3MeHsAlwumuca 6usHec-npasunamm, MONUTUKOW, 3aKOHAMU W APYrMMU
TpeboBaHWAMU, perynmpyowmnmm BeaeHve busHeca n ynpaBneHne JOKyMeHTamu;

C) CBA3M OJOKYMEHTOB C areHTamMu, a Takke obecneyeHnst nx [octyna v npaB B OTHOLWWEHNN OOKYMEHTOB,;
d) CBA3N OOKYMEHTOB C [enoBov AesTeNnbHOCTbIO, a Takke

e) OoTCneXxunBaHnAa npoueccoB, OTHOCALLUXCA K OOKYMEHTaM, TakKuxX Kak U3MeHeHWue npaBuil goctyna wunu
nepemMelleHmne JOKyMeHTOB B HOBble CUCTEMbI.

B ynpasneHun JOKyMeHTaMn MoryTt ObITb MCNONb30BaHbI LUECTb KNAcCoB MeTadaHHbIX. B 3aBMcumocTn ot
KOMMJ1IEKCHOCTN BHEOPEHUA NX MOXHO MNMPUMEHATb KO BCEM obbektam nnbo K HEeKOTOpPbIM M3 HUX. OTn wecTb
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KnaccoB creayoLume:
a) ngeHTndukaums - ntHdopmaums ons naeHTndukaLmm obLekTa;
b) onucaHue - nHdopmaLumsa ona onpeaeneHnst xapaktepa 00bekTa;

C) ncnonb3oBaHWe - MHopMauus, KoTopasi CrnocoBCTBYEeT TeKyLemy U LONTOCPOYHOMY MCMONb30BaHUIO
obbekTa;

d) nnaH cobbiTnin - nHPOpMaums, ucnonb3yemasa AN ynpasneHns 06bLEKTOM, Takas Kak MHgopmauus o
nepegave Ha XxpaHeHVe U YHUYTOXEHNE;

e) ncropusa cobbiTun - I/IH(*)OpMaLI,VIFI, OOKyMEeHTUpyrLwada npoweniline cobbITUSA Kak B OTHOLLEHMM 00beKTa,
TakK 1 B OTHOLWLEeHUN MeTadaHHbIX;

f) cBA3b - WH(opmauusi, onucbiBalowas B3aUMOCBSI3b MeXJYy KOHKPETHbIM OOBLEKTOM W  ApYyrumu
obbekTamu.

Cxembl MeTagaHHbIX [AOKYMEHTOB [OMkKHbl ObiTb OTpaxeHbl B dopmartax, Kotopble obecneduBaroT
BO3MOXHOCTb B3aMMOLENCTBUSA Mexay cuctemamu, obmeH uHdgopmaumen n murpaumio (cMm. 9.8) n npoueccol
nepegayvm JOKYMEHTOB Ha XpaHEHWe 1 YyHU4ToxeHue (cm. 9.9).

CxeMbl MeTafaHHbIX [OOKYMEHTOB CcriedyeT WCnofb3oBaTb MNpu  MPOEKTMPOBAHUM U BHEOPEHWUM
OOKYMeHTHbIX cuctem (cm. 5.3) n B mpoueccax co3gaHus, BBoAa B CUCTEMY M ynpaBreHus OOKyMeHTamu (CM.
pasgen 9).

CxeMbl MeTafaHHbIX JOKYMEHTOB AOSKHbI CCbINaTbCA Ha Apyrve OeicTBylollne cpefcTBa ynpasieHus
AOKyMEHTaMu, MHOPMaLMIoO O Nepefade Ha XpaHeHWe UNuM YHUYTOXEHWe, NOMyyYeHHy u3 npasun (cMm. 8.5),
pexum goctyna (cMm. 8.4) unu cxemsl knaccudukauum paboymnx npoueccos (cMm. 8.3).

an HEKOTOPbIX MPaBOBbIX YCNOBUAX OEATENIbHOCTU OpraHu3auunm paHee YyTBepXOeHHble CXeMbl
MeTadaHHbIX JOIMKHbI ObITb COBMIOAEHbI NN aganTnpoBaHbl K HOBbIM YCI10OBUAM.

8.3 Cxembl kKnaccudmkaumm paboymx npoLeccoB

Cxembl knaccudmkaumm pabovmx NpoLeccoB - 3TO UHCTPYMEHTbI ANA obecrneyvyeHnsi CBA3n OOKYMEHTOB C
KOHTEKCTOM UX co3faHus. 3a cyeT CBA3M Mexay TpeboBaHusMM K JOoKymeHTam (cM. 7.4) U cxemamu
knaccudukaumm paboymx npoueccoB MOryT ObiTb OpraHu3oBaHbl Hagnexawue MnpoLecchl YynpaBreHns
JOKYMEHTaMW.

CBsa3blBaHME [OOKYMEHTa C KOHTEeKCTOM MpoucXoauT nyTteMm ero knaccudpukauum (cm. 9.4), kotopas
obecne4ynBaeT:

a) NpuMeHeHne npasun OCTyna K JOKyMeHTam (cMm. 9.5);

b) BbINONHEHNE COOTBETCTBYIOLLMX NPaBWi Mo nepedave OOKYMEHTOB Ha XpaHEeHWE UM YHUYTOXEHUE (CM.
9.9);

C) MUrpaumio OOKYMEHTOB ONpeAerneHHOW AernoBon (YHKUMM wnn AeATenbHOCTM B HOBYIO cpedy B
pesynbTate opraHn3auMoHHON pecTpyKkTypusaumm (cm. 9.8).

Paspabotka cxem knaccudukaumm paboymx nNpoueccoB, MPUMEHUMMbIX K OOKYMeHTam, [AOrKHa
OCHOBbIBaTbCA Ha aHanmnse yHKLUUN, AenCTBUA 1 pabounx npoueccos (cM. 7.3).

Ins Toro 4Ytobbl OcTaBaTbCsl YCTOWYMBBLIMU K OpPraHM3aLUMOHHbIM M3MEHEHUSIM, CXEMbl Kraccudmkaumm
[AOIMKHbI ObITb OCHOBaHbI Ha (hYHKLMSIX U BUAAX AESTENbHOCTU, @ HE Ha OPraHN3aUMOHHBIX CTPYKTYpaXx.

Cxembl KJ'IaCCM(bI/IKaLI,MI/I pa60q|/|x npoueccoB MOryTt ObITb nepapxmvyecCckmmn mnn penaumoHHbIMNU U MOTYT
COCTOATb U3 pa3fiNyHbIX ypOBHeVI OTHOLUEHWH, B 3aBUCMMOCTM OT TOro, YTO nydwie BCero oTpaxaetT OerioBYH
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AeATenbHOCTb. XapaKkTep 1 CTeneHb KNnaccudrKaLMOHHOrO KOHTPOMSA AOSMKHbBI OCHOBbIBATbCA Ha TpeboBaHUsX K
AOKyMeHTaMm (cM. 7.4) n npupoge Mcnonb3yemMbiX JOKYMEHTHbIX cuctem (cm. 5.3).

Cxembl KJ'IaCCVI(bI/IKaLI,VII/I pa6oql/|x npoueccoB MOryT nogaepxmBaTtbCA C UCMNOJIb3OBaHMEM TakKuUX CpeacTs,
KaK Te3aypyCbl, KOTOPbIE NCNOJIb3YHTCA O3 MHOEKCUPOBaHNUA JOKYMEHTOB A4 UX NMOUCKa.

8.4 NpaBuna pocTtyna

HeoGxoaumo paspaGotaTtb HaGop npaBur, onpedensllMX NpaBa OOCTyNa U pexum paspelueHuii 1
orpaHUYeHUi, MPUMEHSIEMbIX B OTHOLLIEHWWN LOKYMEHTOB.

Kateropuv npaBwn goctyna, MpUMEHsieMbIX K OOKYMEeHTaM, OOMKHbl OCHOBbIBATbLCA Ha pesynbraTax
aHanusa AenoBblX NPOLEeCCoB, B YACTHOCTM Ha uaeHTUdMKaLmMmn areHToB (CM. 7.3) 1 onpegeneHny TpeboBaHni K
OOKyMeHTaMm (cMm. 7.4).

lMpaBnna goctyna 3aBUCAT OT Tuna:
a) areHTos;

b) nenoson gesaTenbHoOCTY;

C) LOKYMEHTOB.

ypOBHI/I gocTtyna moryTt ObITb HA3Ha4YeHbI KaXaomy 13 3Tux 0b0bekToB, OHAKO OHU OOJKHbl NPUMEHATLCA
MWHUMYM B OTHOLUEHUN K OOKYMEHTY U areHTy.

JloKyMeHTHble CUCTEMbI AOIMKHbI ObiTb pa3paboTaHbl TakMum o6pa3om, YToObl 06ecneunTb BO3MOXHOCTb
nepecMoTpa npaB AOCTyna, a Takke ob6ecneyunTb CBA3b 3TOM MHGOPMaUMK C OTAeNbHbIMY AOKYMeHTaMu nnbo ¢
NX COBOKYMHOCTAMMU.

MpaBuna gocTyna MoryT U3MeHATLCA C TeYeHNEM BPEMEHUN B CBSA3W C USMEHEHMEM HOPMaTUBHO-NPaBOBO
cpedbl, OEnoBoW AeSTENbHOCTU M oXuaaHuid genosBoro coobuiectBa. CrniefgosaTtenibHoO, MpaBuna docTyna
OOIMKHbI Ha perynspHoi OCHOBE OTCMEXMBaTbCsA M OOHOBMATLCH, a OrpPaHUYEeHUs Mo BO3MOXHOCTU crieayeT
YMEHbLIWUTb UMW YNPasaHUTb.

8.5 MpaBuna ot6opa 1 nepegaun

Heobxogumo paspaboTtaTb npaBunia oTbopa v nepedayvm gokymeHToB. OTBETCTBEHHOCTb 3a pa3paboTky
npasun AoJuKHa onpenenAaTbCAa 3akoHoAaTellbHbIM akToOM, U I/IHCprKLLI/IeI7I, I MONNTUKON opraHusauumu.

PaspaboTka npaBui XpaHEHUS U YHUYTOXEHUS [OKYMEHTOB [OMKHA OCHOBbLIBATbCSH Ha pesynbTatax
NpoBeAEHHOro aHannsa AenoBbiX NPOLECCcoB (CM. pasaen 7). OTK npasuna cneayeT NpMMeEHsSTb Npu pa3paboTke
OOKYMEHTHbIX cuctem (cM. 5.3) n opraHusaumm OOKyMeHTHbIX npoueccoB (M. pasgen 9).

B npaBunax posmkHbl OblTb OnNpedeneHbl rpynnbl UM Knaccbl OOKYMEHTOB C OOWHAKOBLIMU CPOKaMM
XpaHeHUst 1 eanHbIM NOPSAKOM OeCTBUS No oT6opy M Nepefayve AOKYMEHTOB Ha NoOCreaylollee XpaHeHne unm
YHUYTOXEHMe. Knaccbl AOKYMEHTOB AOMKHbI OblTh CBA3aHbI C AENOBLIM KOHTEKCTOM M AOIMKHbI BKIHOYaTb:

a) ngeHtndukatop(bl) Knacca;

b) onucaHuwe knacca (Hanpumep, onucaHne MYHKLUW Unu AencTeus);

c) pencteua no otbopy M nepenade AOKYMEHTOB Ha MOCMEAyHOLWEE XpaHEHUME WU YHUUTOXEHUE
(HanpuMep, YHNYTOXEHUE, MUrpaLnst UNK Nepegada KOHTPOors);

d) cpokn xpaHeHus;

€) ucxogHble cobbITUA (OT KOTOPLIX MCYMCTISIKOTCA CPOKU XpaHEeHNs).
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Knaccbl MoryT ObITb onpegeneHbl 3a cHeT PYHKUMOHANbLHOMO MM NoonepaumMoHHOro aHanumsa (cm. 7.3). B
TakoMm criyyae B npaBunia AoSbkHa ObiTb BKMOYEHa MHGOPMALMS, ONUChIBaKOLLAas COOTBETCTBYHOLUME DYHKLUN,
BUAbI AeATENBHOCTU N/nnn padoyne npoLeccsl.

lMpaBuna otbopa 1 nepefayn MOryT Takke cofepXaTb MOMOXKEHUS O MOPSAKe NepemMeLleHns JOKYMEHTOB
N3 O4HOW cpefbl XpaHEHUS B APYryt0 UM XpaHEHUS OTBETCTBEHHOW opraHM3aumen.

MpaBuna OomkHbl ObITb YTBEPXKAEHbI, AAaTUPOBaHLI, BHEAPEHbI U PErynsipHO NepecmMaTpmMBaThbCs C y4eTOM
MeHsiloWnxca TpeboBaHun. B HeKOTOpbIX MNpaBOBbIX YCMOBWUSIX MOATOTOBKA NpaBuIT [OIDKHA BKIHOYaTb
yTBEPXXAEHNE BHELLUHNM OPraHOM WIn PEerynsitopom.

BHegpeHvne npasun, onpegensiowux nNopsgok OoTbopa W nepegayn [OKYMEHTOB Ha nocneaywollee
XpaHeHWe WNU YHUYTOXEHWEe, [OOIPKHO YNpaBnsaTbCA M OOKyMeHTupoBatbcs (cM. 9.9) wn  perynsipHo
nepecMaTpmBaTtbCs C Y4eTOM fOObIX HOBbIX TpeboBaHWWA, BNUSAKOLWMX Ha [AENOBYH OESATENbHOCTb,
3ahMKCMPOBAHHYIO 1 onpeaesieHHyo NOCPEeACTBOM aHanm3a AenoBbiX NPOoLeccoB (CM. pasgen 7).

9 MNMpoueccbl co3aaHusa, BBoaa B CUCTEMY U yNpaBNeHUA AOKYMeHTaMu

9.1 OOLwKe NonoXxeHus

Mpouecchbl co3gaHus, BBOAA B CUCTEMY U yNpaBfieHUs JOKYMEHTaMu AOSHKHbl ObiTb MHTErpPUpPOBaHbl B
npoueaypbl M MNPUMEHSIEMbIE CUCTEMbI, B TOM 4MUCNE [OKYMEHTHblE CUCTEMbl, W [OSKHbI BKMAKYaTb
ncnonb3oBaHWEe cpeacTB ynpaBreHust OOKYMeHTaMu, rge 3T1o Heobxogmmo (cm. pasgen 8). OHWM OOMmKHbI
NoAAEPXUBATLCS NONUTUMKOW, pacnpefeneHneM OTBETCTBEHHOCTU, npoueaypaMmm u obydeHnem (cm. pasgen 6).
Mpouecchbl BKNoYatoT CreayoLlee:

a) co3gaHue JOKYMEHTOB;

b) BBOO JOKYMEHTOB B CUCTEMY;

C) knaccmudurkaumno N NHAEKCMPOBAHNE AOKYMEHTOB;

d) ynpaBneHue 4OCTYNOM K AOKYMEHTaM;

€) XpaHeHve OOKYMEHTOB;

f) ucnonb3oBaHue JOKYMEHTOB;

g) MuUrpaumo Unm KOHBEPTUPOBAHNE AOKYMEHTOB;

h) OT60p, nepenavy OKYMEHTOB Ha XpaHeHUe U yHUUTOXEHNE.

PeweHna o pa3pa60TKe N BHeOpeHUn [OOKYMEHTHbIX MnpoueccoB AOJDKHbl OTpaXaTb MNOHUMaHune
CyLLEeCTBYHOLWNX OOKYMEHTHbLIX NPOLECCOB N UCMOJ1b3YyEeMbIX OKYMEHTHbIX CUCTEM.

B cny4yae ecnv npouecchl BbINOMHAITCA CTOPOHHUMW OpraHn3auMamMu, B COrfalleHnsX unu gorosopax rno
obcnyxvBaHuo AOMKHbI ObITb yKasaHbl TpeboBaHUsA K npoueccam, COOTBETCTBYHOLLME Mepbl MOHMUTOPWUHIa u
oueHku (cMm. 6.4). NpegocTaBnsemble YCNyrn AOMKHbI KOHTPONMPOBATLCS Ha PerynspHon OCHOBE B COOTBETCTBUM
¢ TpeboBaHMaAMM Jorosopa.

9.2 Co3pnaHue OOKYMEHTOB

[na BeaeHWs OenoBoOW OesTENbHOCTU OOKYMEHTbl MOryT ObiTb CO34aHbl UMW MONyYeHbl U BBEAEHbI B
cuctemy. [lenosble, opyandeckme n gpyrme TpeboBaHUst K JOKYMEHTaM onpeaensoTcsl Ha OCHOBaHWM aHanmsa
[AenoBbIX NpoLeccoB (CM. pasgen 7). 9T TpeboBaHMsA MCMONb3YyTCA AN onpeaerieHnst NpoLeccoB CO3AaHus
[LOKYMEHTOB MpY NPOEKTUPOBAHUM UMK NEPENPOEKTUPOBAHUM Paboumx NPOLLECCOB U JOKYMEHTHBLIX CUCTEM.

Co3pgaHve 4OKYMEHTOB JOMMKHO BKMOYaTb B cebs co3aaHne KOHTEHTa U MeTagaHHbIX, KoTopble huKeupyoT
obcTosTeNnbCTBA UX CO3AaHUS.
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9.3 BBoA AOKYMEHTOB B CUCTEMY

Beopg OOKYMEHTOB B AOKYMEHTHYIO CUCTEMY OOJKEeH NpoBOAUTBCA B Cllydae, eCclnun npu aHanni3e genoBbiX
npoLeccoB BbIABNIEHO, YTO onpenefeHHble OAOKYMEHTbl OOJTKHbI ObITb COXpaHeHbl U ynpaBndAeMbl B Te4eHune
BpemMeHn Ond yaooBrieTBOpeHnA onpeneneHHbixX Tpe6OBaHVIIZ. Beoa B CUCTEeMY OO0JIKEeH BKIMK4YaTb:

a) npuUCBOEHWE YHUKaNbHOrO wugeHTudukaTopa (MM60 MawumHouMTaemoro, nnbo BOCMPUHMMAEMOro
YeroBEKOM);

b) BBO Ui co3gaHne MeTtagaHHbIX O JOKyMeHTe B MOMEHT BBOAa B CUCTEMY;

C) co3faHne B3aMMOCBA3N MeXOy OoTAelibHbIM OOKYMEeHTOM U OpYyruMU OOKyMEeHTaMWu, areHtaMmm unu
AenoBbIMK onepaunamn.

MeTagaHHble, co3gaHHble, AobaBneHHble Wnu norfiy4yeHHble B MOMEHT BBOAaA [OOKyMeHTa B CUCTeMy,
AOJXHbl COOTBETCTBOBATb yTBep)KLleHHOVI cxeMe MeTafaHHbIX U Bceraa AoSmKHbl OblTb CBA3aHbI C OOKYMEeHTaMu.

B momeHT BBOAOa B cuncrteMmMy wMeTagaHHble, OOKYMEHTUPYHLWNE KOHTEKCT OOKYMeHTa, OOJTKHbI ObITb
3a(*)VIKCI/IpOBaHbI N COXpaHeHbl B Ka4deCTBe [oKa3aTesibCTBa COBepLueHHOVI onepauunn. YHuKanbHble
VI,CI,eHTVI(bVIKaTOpr OOJDKHbI ObITb MOCTOSAHHBIMU.

,D,OKyMeHT MOXET ObITb BBEAEH MHOIO pa3 B pa3finiyHble JOKYMEHTHbIE CUCTEMbI. Kaxxgoe cobbiTue OOMmKHO
ObITb 3anNMcaHO B MeTafaHHbIX npouecca. C MomeHTa BBOAA OOKYMeHTa B JOKYMEHTHYH CUCTEMY MeTadaHHble
O AENCTBUSX, coBepLliaemMblX C JOKYMEHTOM, UMK O €ro NCnoJsib3oBaHMN OOJTKHbI HEMNPEPbIBHO HaKanmmBaTbCA.

9.4 Knaccudmkaumsa v mHoekcMpoBaHue [OKYMEHTOB

Knaccudmkaumst COOTHOCUT AOKYMEHTbI C UX OENOBbIM KOHTEKCTOM, CBA3bIBas UX C KATEMOPUSIMU U3 CXEMbI
knaccudukaumm padoudmx npoweccos (cm. 8.3).

Knaccudmkaumsa JOKYMEHTOB BKINIOYaET:

a) NpuBA3KY [OOKYMEHTa K AOKYMEHTMPYEMOW [enoBON AesATENIbHOCTM Ha COOTBETCTBYIOLLEM YPOBHE
(Hanpumep, K dYHKLMK, OENCTBUIO N paboyemMy npoueccy);

b) YCTaHOBJIEHMNE CBA3N MeXAy OoTAeNIbHbIMU OOKYMEHTaMnN U COBOKYNHOCTU AOKYMEHTOB A5A obecneyeHus
HenpepbIBHOIo JOKYMEeHTUpoBaHUA [enoBon AeATENbHOCTH.

KJ'IaCCVICpI/IKaLLI/Iﬂ OOKYMEHTOB MOXeT NPUMEHATbCA K OTAENIbHbIM AJOKYMEHTaM UM UX COBOKYMHOCTAM.

ﬂ,OKyMeHT MOXET ObITb KﬂaCCI/I(bVILI,VIDOBaH ©bonee ogHoro pas3a 3a nepuop ero cyLiecrtsoBaHUA. B cny4ae
N3MEHEHUA KJ'IaCCVI(*)VIKaLI,VIVI nobble 3aMeHeHHble MeTafaHHble KJ'IaCCVI(bI/IKaLI,VIVI [OJIMKHbI ObITb COXpPaHeEHbI.

MeTagaHHble WHOEKCUPOBAHNA TakKXe MOoryTt ObiTb MCMONb30BaHblI AN TOro, 4TOoObI OOKYMEeHTbl CTanu
bonee OOCTYNHbIMWN ONA areHToB, KOTOPbIM pa3pelleH AO0CTYN K HUM. MeTagaHHble MHOEKCNpOoBaHUA, TakKne Kak
0OBEKT, pacnonoxeHne M HammeHoBaHuA, MOryT ObITb CBSA3aHbI C OOKYyMEeHTaMn B MOMEHT BBOa B CUCTEMY U
MOryT ObITb A06aBMNEHLI MO mMepe HeobxoaMMOCTH Ha NpPoTAXEeHUn BCEro nx cywecrtsoBaHuA.

9.5 YnpaBneHue fOCTYNOM K JOKYMEHTaMm
JocTyn k JOKyMeHTaM JOMKEH OCYLLECTBSATLCA HA OCHOBE YCTAHOBIEHHBIX NPOLLECCOB.

[loOKyMeHTHble CUCTEMbI JOMKHbI BbiTh paspaboTaHbl C BO3MOXHOCTLIO MPEeAOoCTaBfEHNs U OrpaHUYeHNs!
[AO0CTyna K JOKYMEHTaM AJ1s1 areHTOB MHAMBUAYaNbHO UMW B COBOKYMHOCTU. MexaHn3Mbl OCTyna K 4OKyMeHTaMm B
JOKYMEHTHBIX cucTeMax (BHe 3aBUCMMOCTM OT TOro, TEXHWUYECKME OHU UMK HET) AOSKHbI GbiTb peanu3oBaHbl ¢
MCNonb30BaHWEM aKTyarbHbIX U YTBEPXKAEHHbIX NpaBun goctyna (cM. 8.4). Mpaeuna goctyna moryT TpeGosaTtb
MCNONb30BaHNA MHCTPYMEHTOB [OCTaBKWU JOKYMEHTOB, METaAaHHbIX UM OTPeaaKTUPOBaHHbLIX JOKYMEHTOB AMs
aBTOPU30BaHHbIX MOMb30BaTENEN.
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MNpumeHeHne npaBwun JocTyna [OMKHO ObiTb 3anMcaHo Kak 4YacTb MeTagaHHbIX rnpouecca Ha
COOTBETCTBYHLLEM YPOBHE (4518 OTAENBbHOrO0 JOKYMEHTA UMM COBOKYMHOCTM). M3MeHeHMs aTnx npaBun, BKoYas
MONTHOMOYMS U AaTy U3BMEHEHUS, TaKXKe OOIKHbI ObITb 3a40KyMEHTUPOBaHbI Kak MeTagaHHble npoLecca.

OTaenbHble criydan OocTyna K AOKYMeHTaM B 3aBUCMMOCTU OT TpeGoBaHuiA, onpeaeneHHbIX Ans AeroBoi
AesiTENbHOCTM U pYCKa, CBA3AHHOTO C [eSOBOV AeATENIbHOCTbIO, MOTyT ObiTh 3adUKCUPOBaHbLI B MpaBuiax.

9.6 XpaHeHue AOKYMEHTOB

[OKyMeHTbI, He3aBMCUMO OT dhopmaTta WM HOCUTENS!, OOMKHbLI XPaHWUTLCA TakuMm obpas3oM, 4Tobbl Bbina
obecneyeHa ux 3alimTa OT HECAHKUMOHWMPOBAHHOIO OOCTYyNa, U3MEHEHUS], YTpaTbl UMM YHUYTOXEHUS, BKIOYas
Kpaxuv u katacTpodbl. TO 0O3HAYAET, YTO AOSKHbI ObITb NPUHATLI Mepbl Anst obecneyeHus:

a) Hagnexallen cpefbl XpaHeHUs1 U COXPAHHOCTU HOCUTENS;

b) ncnonb3oBaHmMs 3aWUTHBIX MaTepPUanoB 1 cneuuanbHbIX NpoLeayp B cnyvyae Heo6xoanmocTy;

C) HenpepbIBHON 3aLUMUTLI U MOHUTOPUHIa OU3NYeCKON 1 MHOpPMaLMoHHON 6e3onacHocTy;

d) paspaboTku 1 TeECTMPOBAHUS Nopsiaka AeNCTBUIA B Ype3BblYaiHbIX CUTYaLMSX U NMPU BOCCTaHOBUTENbHbIX
npoueaypax, a Takke NMoAroToBKU NEPCOHana K OCyLLECTBIEHMIO 3TUX OENCTBUN.

MeTagaHHble JOKYMEHTOB [AOMKHbI BKIHOYATh MHAOPMAaLMIO O XpaHeHuu. [JaHHas WHopmaunst MOXET
ObITb NoNy4yeHa u3 JOKYMEHTHBIX CUCTEM OpraHm3aumm nmbo OT BHELLHWX opraHusauun. [aHHas vHdgopmMauus
OOImKHa ObITh NpUrogHa Ang noucka u MOHUTOpPMHra obecneveHms MHpopMaunoHHON 6e3onacHOCTH.

XpaHeHve OOKYMEHTOB, BKMNOYas Cpedy M HOCUTENb, 3alUWUTHbIE MaTepwuansbl, npouenypbl 00paboTku u
CUCTEMbI XpaHEeHWst AaHHbIX, JOJPKHO HAaXo4UTLCS MOA NOCTOSIHHBIM KOHTPOSeM, a Takke HeoOXO4MMO NPOBOAUTb
OLEHKY A1 BbIABIIEHNS NIOOBIX PUCKOB B OTHOLLEHMW JOCTYMHOCTU UMW LIENTOCTHOCTU JOKYMEHTOB.

9.7 Ucnonb3oBaHue LOKYMEHTOB

[OKyMeHTbl AOMKHbI ObITb NPUrogHbl ANS UCMOMb30BaHUSA B TEYEHWE YCTAHOBIEHHBLIX CPOKOB XpPaHEHMs.
[loKyMeHTHble CUCTEMbI AOSMKHbI obecneyvmBaTb NErkoCTb MCMNOMb30BaHMA AOKYMeHTOB (cM. 5.3). Mepbl no
noaaep>kaHuio HenpepbiBHOCTM UCMOMb30BaHNA MOTYT BKOYaTh criegytoLlee:

a) npumeHeHne w”n CcoxpaHeHne COOTBEeTCTBYHLMX MeTadaHHbIX O TeXHUYECKUX XapaKTepucTtukax
OOKYMEHTa;

b) cosgaHve gononHMTENbHbBIX KOMWMI JOKYMEHTOB Unu nx npeobpasoBaHne B anbTepHaTBHbIE hopmaThl;
C) MUrpaLmnio JOKYMEHTOB;

d) noarotoBky nnaHa obecrneyeHMsi HenpepbiBHOrO AoCcTyrna WM WUCMOMb30BaHUS [LOKYMEHTOB B
Yype3BblYanHbIX CUTYaLMSIX, 3aTparMBaloLLmnX JOKYMEHTHbIE CUCTEMbI MU XPaHUITULLA;

€) perynsipHbii MOHUTOPWHT YCITOBUA XPaHEHWS.

MeTagaHHbIE O npoueccax, npuMmeHaeMbIX OAnAa noBbllLEHNA Sd)(*)eKTMBHOCTI/I MCcnonb30oBaHUNA OOKYMEHTOB,
TaKunX Kak KOHBepTupoBaHune (CM. 9.8), [OIMKHbI ObITb 3anMcaHbl B MeTagaHHbIX npouecca.

PeweHuns o q)opmaTax OOKYMEHTOB npwun cos3gaHun, murpadmm unnun npeoﬁpaaoBaHmm OOJKHbI Y4UTbIBATb
npenmMyuiecTtea, KOTOpble MOryT ObITb nony4eHbl Npn ncnonb3oBaHNUM JOKYMEHTOB.

MNMoBTOpHOE UCNONb30BaHNE KOHTEHTA JOKYMEHTa KaK YacTu OENOBOM onepauumy (B ApYrMx BHYTPEHHUX UMK
BHeLHMX pabounx npoueccax) co3faeT HOBbIN JOKYMEHT B HOBOM KOHTEKCTE C HE3aBUCMMbIMW MeTagaHHbIMU
OTHOCUTENBHO BBOAA B CUCTEMY U NMPOLECCOB YNpaBeHus.

9.8 Murpauus n KOHBepTUPOBaHUE AOKYMEHTOB
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lMpouecc murpaumm 1 KOHBEPTUPOBAHUS AOKYMEHTOB MEXAyY AE€MNOBbIMU U/WNN JOKYMEHTHBIMW CUCTEMaMMU,
BKMOYas BbIBOA M3 3KCMnyaTtaumm CUCTEMbl (CMCTEM), MepeBon C TPagULMOHHOIO HocuTens B UMdpoBOM
dopmaT (OUMPPOBKY), OOMKEH ObITb CNMaHUMpoBaH, 3aUKCUPOBAH M AOBEAEH [0 CBEOEHUA BHYTPEHHUX U
BHELLHUX 3aUHTEPECOBAHHbIX CTOPOH.

[omkHO ObITb YCTaHOBMEHO MECTO pa3MELLEHWS UCXOAHbIX AOKYMEHTOB B Mpouecce Murpauum wmm
KOHBEPTUPOBAHWSI.

Bo Bpemsi murpaumMmn M KOHBEPTUPOBAHUS BECb KOHTEHT AOKYMEHTa W CBSI3aHHble C HUM MeTajaHHble B
NCXOAHOW cucTeme unu copMaTe AOMKHbI COXPaHSATLCS 4O Tex Mop, Moka npouecc He BydeT 3aBeplleH, a
LeNOCTHOCTb M HAAEXHOCTb KOHEYHOW CUCTEMbI UM hopmaTa He ByayT HaxOAMTbCS NMOA KOHTPOEM U OOIKHbIM
06pa3om 3alUuLLEHDI.

Mpoueccbl MWUrpauMM U KOHBEPTUPOBAHWA MOryT noTpeboBaTbCcs AN MPOBEPKU, aBTopu3aLuu Unu
cepTUdUKaLmMm BHELLHUM OpraHoM.

9.9 OT60p 1 Nepepaya AOKYMEHTOB Ha XpaHEHMe UMK YHUUYTOXEHUEe

Mpoueccbl oTGopa M nepegavnm OOKYMEHTOB Ha XpaHEHME WU YHUYTOXEHWE crefyeT NpoBOAUTbL B
COOTBETCTBMWN C YCTAHOBIEHHLIMW NpaBuniamn (cM. 8.5). [lokyMeHTHblE CMCTEMBI AOMKHbI BbITb paspaboTaHbl ¢
YY4ETOM BO3MOXHOCTU BbIMOSIHEHUS LENCTBUA MO OTOOpy M nepegave [OKYMEHTOB Ha XpaHEHWe Wnu
YHUYTOXEHME (CM. 5.3).

ﬂOKyMeHTbI N MeTaaHHble OOJTKHblI XPaHUTbCA B Teé4eHNEe YCTaHOBJIEHHbIX CPOKOB XpaHeHUA, YKa3aHHbIX B
npasunax, onpegenarwmx nopaaok 0T6opa n nepegadyn LOOKYMEHTOB Ha nocrnegywulee XpaHeHue wunum
YHUYTOXEHUne.

Hencteus no 0T60py n nepegadve LOOKYMEHTOB Ha XpaHeHue Wnnm YHUYTOXeHue, YCTaHOBJIEHHble B
npasunax, MOryT BKIO4aTb:

a) YHUYTOXEHME AOKYMEHTOB U METafaHHbIX;

b) nepegavy AOOKYMEHTOB U MeTadaHHbIX OopraHu3aunn, KOTopad B3dAlla Ha cebsi OTBETCTBEHHOCTb 3a
0EeN0OBYH OeATEeNIbHOCTb NyTeéM pPEeCTPYKTypusauun, npogaxu, npuBatn3aunm nnm opyrnx M3MEHEHNIN B 4ENOBOW
DeATeNIbHOCTH,

C) nepenavy AOOKYMEHTOB W MeTaaHHbIX B apXmMB oOpraHum3auunmn unm BHELLHUN apxmB Ha MNOCTOAHHOE
XpaHeHue.

HenictBus no otbopy u nepegaye AOKYMEHTOB Ha XpPaHEHUE UIN YHUYTOXEHUE OOIMKHbI ObiTb NPOBEPEHbI
00 BHeapeHus ans obecnedyeHuns rapaHTum Toro, 4To TpebosaHusa K AOKyMeHTaM (CM. 7.4) He U3MEHUIUCD.

HekoTopble MeTadaHHble OOKYMEHTOB [OOMMKHbl ObiTb COXpaHeHbl B TeYeHWe MUHMMAarbHOro nepuoaa
XpaHeHUs1 JOKYMEHTa, C KOTOpbIM OHU CBsidaHbl. [pouecchbl oT6opa 1 nepegayy OKYMEHTOB Ha XpaHeHue Wiu
YHUUTOXEHWE A0MKHbI NoaaepXmBaTh 3TU TpeGoBaHus.

YHUUYTOXEHNE JOKYMEHTOB [OMKHO OCHOBLIBATLCA Ha CrieyioLmMX NpUHUMNAax:

a) YHUYTOXEHNE OOKYMEHTOB OOJTKHO ObITb CaHKUMOHNPOBAHHbIM;

b) OOKYMEHTbIl, CBdA3aHHble C npeacrtodawnMm  unn  TeKywmnMu Cyﬂ,e6HbIMI/I pa36mpaTeanTBaMV| n
paccrnegoBaHNAMU, YHUHTOXEHUIO HE noasiexart, Noka 3T OencTBeus NPONCXOOAT UINN OXXNOAKTCA,

C) YHMUTOXEHME [OKYMEHTOB crnegyeT npoBOAMTb Takum ob6pa3om, 4ToObl obecneunTb MoOsHoe
YHUYTOXEHWE, KOTOPOE COOTBETCTBYET BCEM OrpaHnyeHmsiM 6e30nacHOCTM UM 4OCTyNa K AOKYMEHTY;

d) hakT yHUUTOXEHMSA JOKYMEHTOB AOMKEH ObiTb 3addMKCMPOBaH.

Bubnuorpacus
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[11 1SO 13008, Information and documentation - Digital records conversion and migration process

[2] 1SO 16175 (all parts), Information and documentation - Principles and functional requirements
for records in electronic office environments

[3] I1SO 23081-1:2006, Information and documentation - Records management processes -
Metadata for records - Part 1: Principles (MHdopmauma u pgokymeHTtaums. [lpouecchl
ynpaBneHus gokymeHtamu. MetagaHHble gokyMeHToB. YacTtb 1. MNpuHuunel) <1>

[4] 1SO 23081-2:2009, Information and documentation - Managing metadata for records - Part 2:
Conceptual and implementation issues

[5] 1SO 30300:2011, Information and documentation - Management systems for records -
Fundamentals and vocabulary (MHdopmauus wn pokymeHTaumsi. CucTembl ynpaBreHus
AokyMeHTamn. OCHOBHbIE MONOXEHMS U CnoBapb) <2>

[6] 1SO 30301, Information and documentation - Management systems for records - Requirements
(MHdopmaumsa n gokymeHTaums. CuctemMbl ynpaBsneHust LOKyMeHTamu. TpeboBaHus) <3>

[71 ISO/IEC 27001, Information technology - Security techniques - Information security
management systems - Requirements

[8] ISO/TR 18128, Information and documentation - Risk assessment for records processes and
systems (MHdopmauus n gokymeHtaumsi. OueHka PUCKOB ANsi LOKYMEHTHbIX MPOLIECCOB U
cucTem) <4>

[9] ISO/TR 26122:2012, Information and documentation - Work process analysis for records

<1> 3ameHeH. [encteyet ISO 23081-1:2017. OduumnanbHbId NepeBon 3TOro CTaHdapTa HaxXO4UTCS B
depepanbHOM MHOPMaLMOHHOM (hOHAE CTaHOaPTOB.

<2> B Poccuiickon ®epepauun gericteyet LOCT P NCO 30300-2015.
<3> B Poccuiickon ®eaepaunn gerncteyet FOCT P 7.0.101-2018/MCO 30301:2011.

<4> OdbuuymaneHbli NepeBos 3TOro AOKyMeHTa HaxoguTca B PepepanbHOM WHEGOPMaUMOHHOM OHAE
CTaHOapToB.

YOK 005.92:006.72:006.354 OKC 01.140.20

KntoueBble cnosa: cuctema CTaHOapToB Mo 6VI6]'II/IOTe‘-IHOMy N n3gartenbCKkoMy neny, OOKYMEeHThI,
ynpasrieHne OOKyMeHTamMKn, npuHuunbl ynpasreHna OOKyMeHTaMn, [LOOKYMEeHTHad Cucrtema,
MeTagaHHble JOKYMEHTOB, aHarm3 AerioBbIX npoueccos, cpeacTtBa ynpaBrneHna JOKyMeHTaMun
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