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MpepucnoBue

1 NOOrOTOBJIEH depepanbHbiM rOCYAapCTBEHHLIM YHUTAPHbLIM NpPeanpuaTuem «PoCCURCKMin
Hay4YHO-TEXHUYECKMI LEHTP MHOpMaLMKM No cTaHgapTusauuu, METPONOrMU U OLEHKEe COOTBETCTBUA»
(Oryn «CrangaptuHdopmy), deaepanbHbiM rOCYAapCTBEHHbIM OIOMKETHBIM YUpexaeHneM Hayku «Bce-
POCCUACKUIA MHCTUTYT HAYYHOW U TEXHUYECKOW uHdopmMauum Poccuiickon akagemun Hayk» (BUHUTU PAH),
McToprKo-apXMBHbLIM MHCTUTYTOM (POCCUIACKUIA FOCYAApCTBEHHbIN YMaHUTapHbIA YHUBEpPCUTET), deaepansb-
HbIM OIOMKETHBIM yYpexaeHnem «BcepocCUickMin Hay4HO-uccneaoBaTenbCkuii UHCTUTYT JOKYMEHTOBEAEHUA
u apxusHoro aena» (BHANOAL) deaepansHOro apxMBHOrO areHTCTBa Ha OCHOBE COGCTBEHHOIO NepeBoza Ha
PYCCKUIA 513bIK aHTTNOA3bIMHOM BEPCUM MEXOYHAPOAHOMO CTAHAAPTA, YKa3aHHOTO B NYHKTE 4

2 BHECEH TexHu4eckum KOoMUTETOM No cTaHaapTu3aumm TK 191 «HayuyHo-TexHu4eckas uidopmaums,
ounbnuorevHoe u n3garenbckoe aAenoy»

3 YTBEPXOEH W BBEAEH B AENCTBUE Mpukaszom deaepansHOro areHTCTBa N0 TEXHUYECKOMY pe-
rynupoBaHuIo U METPONorumn ot 26 mapra 2019 r. Ne 101-ct

4 HacTtoqawmin cTangapt uaeHtTudeH mexayHapogHomy ctangapty MCO 15489-1:2016 «MHdopmaLms u
AOKyMeHTauus. YnpasneHne gokymeHtamu. Yacte 1. MoHatua u npuHymne» (ISO 15489-1:2016 «Information
and documentation — Records management — Part 1: Concepts and principles», IDT).

HaumMmeHoBaHWE HACTOALLEro CTaHAapTa U3MEHEHO OTHOCUTENbLHO HAaMMEHOBAHUSI YKa3aHHOro Mexay-
HapoAHOro crtaHaaprta AnsA npuseaeHus B cooreercrteue ¢ NOCT P 1.5—2012 (nyHkT 3.5) u Ans yBA3KK C
HauMeHOBaHUAMM, MPUHATLIMWU B CYLLECTBYIOLLEM KOMMNIEKCE HauWOHasbHbLIX CTaHfapToB Poccuinckon
degepayun

5 BSAMEH roCT P UCO 15489-1—2007

lNpasuna npumeHeHuUs HacmMosAweao cmaHdapma ycmaHoeneHbl 8 cmambe 26 ®edeparnbH0o20 3aKOHa
om 29 uwHs 2015 2. Ne 162-®3 «O cmaHOapmu3ayuu e Pocculickoii ®edepayuu». UHpopmauus 06 u3-
MEHEeHUSX K Hacmosuwemy cmaHOapmy rybnukyemcsi 6 exez200HoM (1o cocmosHuUIo Ha 1 sHeaps mekyuwezo
eo0a) uHgopmayuoHHOM ykaszamesne «HayuoHanbHbie cmaHfapmbly, a oguyuaribHbill mekem U3MeHeHull
U 1onpaeoK — 8 EXeMEeCAYHOM UHOPMayUOHHOM ykadamene «HayuoHanbHbie cmaHOapmel». B criydae
nepecMompa (3ameHbl) unnu ommMeHbl Hacmosiuie20 cmaHdapma coomeemcemayioujee yeedomneHue bydem
onybnukosaHo 6 OrnuXalilueM 6biflyCKe EXEeMECSYHO20 UHOPMAUUOHHO20 ykasamensa «HayuoHarnbHbie
cmaHlapmbi». Coomeememeyiowias UHgopmayus, yeeOoMIieHuUe u meKcmbl pasmewaomes makxe 6 UH-
gopmayuoHHol cucmeme obujez0 nonb3oeaHuss — Ha oguyuanbHoM caiime ®edeparnbHo20 azeHmemea rno
MEXHUYEeCKOMY peayriuposaHuio U Mempoiiozuu 6 cemu HmepHem (www.gost.ru)
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BBepneHue

MexgyHapogHbi ctangapt MCO 15489-1 sisnsieTca vacTbio cepumn crangapros MCO 15489 «MHop-
Mauus U JOKYMEHTauusA. YnpasneHme AoKyMeHTaMu».

MexgyHapogHei ctaHaapt MCO 15489-1 cogepuT NOHATUA U NPUHLMNLI CO34aHUS, BBOAA B CUCTEMY
U ynpaeneHusi AOKyMeHTamMu. [laHHbIli CTaHAApPT ABMAETCA OCHOBOMOMAaralolwyMM U COAEPXMUT AanbHenlme
PYKOBOACTBA U MHCTPYKLMW B OTHOLLEHWM OCHOBHbIX KOHLIEMLIWMA, TEXHUHECKUX MPUEMOB M NPAKTU4ECKUX Me-
TOAOB CO34aHUsA, BBOAA B CUCTEMY M YNPABMNEHUs AOKYMEHTaMMU.

O OOKYMEeHTax u ynpassieHUM GOKYMEHTaMu

[OKYMEHTBI SABNAIOTCA 0AHOBPEMEHHO CBUAETENLCTBAMU ENOBOMH AEATENILHOCTU U MHDOPMALMOHHbI-
MW akTMBamMu. OHM OTMNYAKOTCS OT APYrnX MHPOPMALMOHHBIX PECYPCOB HA OCHOBAHUM UX [OKa3aTenbHOM
PONW NPY COBEPLLEHMN AEMOBLIX ONEPaLMit U UX ONOPbI HA MeTafiaHHble. MeTagaHHble J0OKYMEHTOB UCMONb-
3YI0TCA ANA ONPEAEneHns U COXPaHEHMSI KOHTEKCTa, a Takke NMPUMMEHEHWS COOTBETCTBYIOLLMX NPaBun nNo
YNPaBMNEHNIO AOKYMEHTaMN.

Ynpasnexue JokymeHTaMu BKMoYaeT B cebs cnegyioLuee:

a) co3faHue JOKYMEHTOB W UX BBOZ B CUCTEMY C LIESbIO 10KA3aTeNbCTBa BEAEHUS AENOBbLIX ONepaLuii;

b) npuHATUE HaanexaLwmx Mep Mo 3aLUMTe UX ayTEHTUYHOCTM, OCTOBEPHOCTM, LIEMOCTHOCTM U NPUro-
HOCTW ANst UCMONbL30BAHMA B YCIOBUAX U3MEHSIIOLLEHCS BO BPEMEHU AEN0BOI cpeabl U TpeGoBaHui Kk ynpas-
NEHNIO AOKYMEHTaMMN.

Mpumevanune — «Jenosas AeAaTenbHOCTbY B MexgyHapoaHoM cTangapte MCO 15489-1 MoxeT TonkoBaTbeA
B LLMPOKOM CMbICIE W 03Ha4aTb Te BUAbI AEATENIbHOCTH, KOTOpble NOAAEPXUBAIOT AOCTUXEHWE CTOSLMX Nepes opraHu-
3aumeit ueneit. OyHKUMK, BUALI AEATENBHOCTY, onepaLun U pabodne npouecchl SBNATCA cneLnduryeckumMn dopmamu
«[enoBoii fleATeNnbHOCTUY U onpeAeneHsl B pasgene 3.

Bce yalle JOKYMEHTbI CO3A4al0TCA U XPaHATCA B LMPOBOI cpeae, YTO OTKPLIBAET Psifi HOBLIX BO3MOMX-
HOCTel Anst UCMOoNbL30BaHUA AOKYMEHTOB. Lincposas cpena Tawke o6ecneumnBaer 60nbLuyio rmbKOCTL B OTHO-
LLUEHNW BHEAPEHUSI CPEACTB YNPaBeHUss LOKYMEHTAMU BHYTPW U MEXAY CUCTEMAMM, KOTOPbIE OCYLLECTBASIOT
ynpaBreHue JOKYMEHTaMU.

N3MeHAIOLLMECH MOAENN BEAEHUSI AEN0BON AEATENbHOCTU PACLLMPSIOT KPYr OTBETCTBEHHOCTM B OTHO-
LLUEHUW JOKYMEHTOB, NPE0AoNeBas TPaAMLMOHHbIE FPaHULbI OPraHM3aLui U I0PUCAUKUMIA. 3TO TpeDyeT oT cne-
LManucToB B 0GMacTu ynpaBneHnUss JOKYMEHTaMWU NOHUMAaHWUA W YAOBNETBOPEHUS Pa3fMUHbIX NOTPEGHOCTEH
BHYTPEHHUX M BHELUHWUX 3aUHTEPECOBaHHBIX CTOPOH, YTO MOXKET BKIIOYATb B CE0S NOBbLILLEHHbIE OXMAAHUS B
OTHOLLEHWUM MPO3PAYHOCTM NPUHSATUS PELLIEHNI OT KOMMEPYECKMX OpPraHM3aLMii U roCyaapCTBEHHBIX CTPYKTYP,
CO CTOPOHbI 06LLECTBEHHOCTH, KIIMEHTOB, NOMbL30BATENEN YCIYT, AOKYMEHTHbIX CyObLEKTOB JOKYMEHTHOTO B3a-
MMOZENCTBUSA U APYrMX NMULL, 3aUHTEPECOBAHHLIX B CO34aHWUK, BBOAE B CUCTEMY U YNPABMEHUM JOKYMEHTAMM.

MpumevyaHue — B cepumn mexgyHapogHelx ctaHgaptoB MCO 15489 ¢popmynupoBka «cosfaHue, BBog B CU-
CTeMy U1 ynpaeneHue» ucroneayetca ANa 0606LLeHna npolecca yrnpasneHusi LOKYMeHTamu B LiernoM. [laHHas hopmynu-
pOBKa BKIto4aeT B cebsi MpoLece nony4eHns JoOKyMeHTa U MHOrMe Apyrue npoLecchl yrpaeneHus oKyMeHTaM1, OnUcaH-
Hble B MCO 15489-1.

C y4yeTOoM BbILLEN3NOXEHHbIX (hakTopoB B MCO 15489-1 npuaHaeTcsa BaXKHOCTb:

a) ponu AOKYMEHTOB Kak Ba)KHEWLLEero MHCTPyMeHTa AeN0oBON AeATENLHOCTH U POPMUPOBAHUA UHGOP-
MaLMOHHbIX aKTUBOB;

b) paclumpeHns BO3MOXXHOCTEN UCMONb30BaHUSA 4OKYMEHTOB B LM(POBON cpeae;

C) CUCTEM M NpaBun CO34aHUA, BBOAA B CUCTEMY U YNPABNEHUS AOKYMEHTaMM, BLIXOAALLMX 3a PaMKK
TPaAMLMOHHbLIX OpraHW3aLMOHHbIX rPaHuL, HanpuMep, B COBMECTHOIN 1 MHOTOYPOBHEBOI pabouyeii cpeae;

d) cpeacTB ynpaBneHusi AOKYMEHTaMU, KOTOPbI€ MOTYT BbITb HE3aBUCUMbI OT APYIUX KOMIOHEHTOB J0-
KYMEHTHbIX CUCTEM;

€) NepmoanYecKoro aHanm3a 4enoBoin 4eATeNbHOCTU U KOHTEKCTa AN onpeaerieHns, Kakne 4OKYMEHTbI
[OMKHbI ObITb CO3/1aHbI, BBEAEHbI B CUCTEMY U KaK CneayeT UMK ynpaBnsaTb B AanbHENLLEM;

f) ynpaBneHusi puckamu npu paspaboTke cTpaTernii ynpasneHust JOKyMEeHTaMu U UCMoSb30BaHUK Noa-
X0A4a K ynpaBneHuo JOKYMEHTaMU, KOTOPbIA NO CYTWU NpeacTaBnseT cobom cTpaTernto ynpaBneHns puckamu.

Mockonbky nonoxeHusa n npuHumnsl MICO 15489-1 npumeHA0TCA B pa3NUYHbIX AEMOBbIX U TEXHOMNOM-
Yeckux cpegax, TpebyloTcs pasHble NOAXOAbl K BHEAPEHUIO CPEACTB YNPaBNeHus AOKYMEHTaMU, MPOLECCOB U
cuctem. B UCO 15489-1 He npeacTaeneHbl NogpobHble pekomeHaauuM No BHeAPEHUIO CPEACTB yrnpaBneHus

v
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AN KOHKPETHLIX YCNOBWIA, B KOTOPbIX MPOUCXOAAT CO3AaHUe, BBOA B CUCTEMY U YyNpaBreHWe AOKyMEHTaMU.
B UCO 15489-1 onpeaeneHbl KSOYEBbIE NOHATUA U YCTAHOBIEHbI NPUHLMIMbI BbICLLETO YPOBHS, HA OCHOBE KO-
TOPbIX MOFYT ObITb paspaboTaHbl NPOLIECCHI, CPEACTBA M CUCTEMBI YNpaBneHUs A0KyMeHTamu B nioboi cpeae.

Mpeumywecrea

OcHoBaHHbIE Ha nonoxeHnsax MCO 15489-1 noaxoabl K CO3AAHUIO, BBOAY B CUCTEMY U YNPABNEHUIO A0-
KyMeHTamu o6ecneunBaioT AOCTYN K 0ouumanbHbIM CBUAETENLCTBAM AEMNOBON AEATENIbHOCTU ANs TEX, KTO B
HUX HY>KOAETCA, U A0 TeX NOp, NOka aTo Tpebyercs.

3710 cnoco6eTByeT:

a) NOBLILLEHNIO NPO3PAYHOCTU U NOAOTHETHOCTH;

b) dhopMupoBanunio a¢pHEKTUBHON NONUTUKK;

C) COrnacoBaHHOMY MPUHATUIO PELLEHWUN;

d) ynpasneHuio puckamu B A€N0BOW cpeae;

€) obecneyeHnio HENPEPLIBHOCTU AENOBOW AEATENLHOCTU B CNy4Yae KatacTpod (Ype3BblYalHbIX CUTY-
auun);

f) 3awmTe npaB un 0653aHHOCTEN OpraHM3aLuit U YaCTHBIX NUL;

¢) 3awmTe u noaaepxke B cyaeOHbIX pasbuparTenbCcrax;

h) cobniogeHnio NONOXEHUIA 3aKOHOAATENbHLIX U HOPMATUBHO-NPABOBLIX AKTOB;

i) paclwmpeHnio BOIMOXKHOCTEN AEMOHCTPUPOBATL KOPNOPATUBHYIO OTBETCTBEHHOCTb, BKIIOYasA [40CTU-
»XeHue uenen B 06nactu yCTon4uBOro passutus;

j) COKpaLLeHNIO n3aep>kek 3a c4eT NosbiweHus 3PPEeKTUBHOCTH BeAeHUs AErNOBbIX onepaLui;,

k) 3awmTe uHTennekTyanbHon cO6CTBEHHOCTH;

I) Hay4HO-uccneaoBaTenbCkon AeATENbHOCTU, OCHOBAHHOM HA (PaKTUYECKNX AaHHBIX;

m) hopMUPOBAHUIO AENOBOIN, NEPCOHANLHON N KYNETYPHOW crneuuduku;

n) 3awmuTe KOpnopaTuBHOW, NEPCOHANbHON U KONNEKTUBHON NaMsITH.

MonuTuka, pacnpeseneHHas OTBETCTBEHHOCTL M NpoLieAypbl Co3AaHus, BBOAA B CUCTEMY M YNpaBneHUs
JOKYMEHTamu NoaaepxuBatoT nporpammbl ynpasneHUsi KOprnopaTuBHOM MHpopmaLmeii.

CBs3b C APYrMMU CTaHOAPTaMu

MexayHapoaHsbiin ctangapt MCO 15489-1 paspaboTaH kak aBTOHOMHbIN pecypc. TeM He MeHee OH SiB-
NAETCA YacTbio MEXAYHAPOAHbIX CTaHAapTOB U TEXHUYECKMX OTYETOB B LIENOM psjie acnekToB CO3[aHus, BBO-
[1a B CUCTEeMY W ynpaBreHus AokymeHTamu. OHu nepevncneHsl B pasgene «bubnuorpadusi», u K HUM MOXHO
obpaTtutbcsi 3a 6onee nogpo6HON nHpopMaLmeli NO KOHKPETHBLIM aCNeKTam YNPaBneHns JOKYMEHTaMU.

YnpaBneHue [0KyMEHTaMu B COOTBETCTBUM CO BCEMU YACTAMU CEPUM MEXAYHAPOAHBLIX CTAHAAPTOB
NCO 15489 umeet nepBoCTENEHHOE 3HAYEHWNE ANs yenewHon peanusauun CUCTEMbl yNpaBneHnsa 4OKYMEH-
Tammn (CY[l) — cucrembl MmeHegxmeHTa MICO, KoTOpasa pernameHTMpyeTca MexayHapoAHbIMU CTaHaapTamu
cepun NCO 30300. CY[ cBA3bIBAET ynpaBrneHne 4OKYMEHTAMU C YCNELHOM AeATENbHOCTLIO OpPraHu3aumm 1
NOAOTHYETHOCTbLIO NYTEM CO34aHMS CTPYKTYPbI, BKITOYAIOLLEH NONUTUKY, LENU U PYKOBOACTBA AN JOKYMEHTOB.

B NCO 15489-1 ycTaHoBneHbl criegyrowme TpebosaHus:

a) onpeaeneHne ponewn u OTBETCTBEHHOCTH;

b) cucremarnyeckme npouyeccesl;

C) MOHUTOPWHT U OLEHKA;

d) nepecmoTp U COBEPLUEHCTBOBAHKE.

Pykosogutensm v ApyruM nuuam, 3auHTEPecOBaHHbIM BO BHEAPEHWUM, IKCMAyaTauuu u ynyulleHun
CYL, pekomeHayeTcst ucnons3osarb craHaapt MCO 15489-1 coBMECTHO C MeX(lyHapOAHbIMU CTaHAapTamm
cepun UCO 30300.
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HAUMOHANBbHBIN CTAHAOAPT POCCUMNCKOW SEOEPALUUMN

Cucrtema cTaHOapToB NO MHOpMauuuK, 6UGNMOTEYHOMY U U3aaTeNbCKOMY Aeny
MH®OPMALNA N OOKYMEHTAUWUA. YNIPABJIEHUE OOKYMEHTAMW
YacTtb 1
MOHATUA ¥ NPUHLMNLI

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

Hara BBegeHunsa — 2020—01—01

1 ObnactTb NpUMeHeHus

HacroAwmit ctTanaapt onpeaenser NOHATMSA U NPUHLMIBI, HA OCHOBE KOTOPbIX paspabaTeiBaloTcs N0AXo-
Abl K CO34aHWI0, BBOAY B CUCTEMY U YNpaBneHuo JoKymeHTamu. B ctangapTe onncaHbl MOHATUSA U NPUHLMMbI,
OTHOCALLMECS K:

a) AOKYyMEHTaM, MeTagaHHbIM OKYMEHTOB U OKYMEHTHbIM CUCTEMAM;

b) nonuTtuke, pacnpegeneHnio OTBETCTBEHHOCTU, MOHUTOPUHIY KM 00yyeHuto, obecneunsarowemy ag-
dheKkTUBHOE ynpasneHne JoKyMeHTamu;

C) Nepuoan4eckoMy aHanu3y AernoBOn cpeabl n onpeaeneHunto TpeboBaHuM K AOKYMEeHTauuu;

d) cpeacream ynpasneHusa AOKYMEHTaMMU;

€) npoueccam co3aaHus, BBOAA B CUCTEMY U YNpaBeHUs OKYMEHTaMU.

HacTrosiwuit ctaHaapT OTHOCUTCA K CO31aHuI0, BBOAY B CUCTEMY U YNPaBMeHUI0 JOKYMEHTaMN HE3aBK-
CUMO OT WX CTPYKTYPbI Unu opmbl BO BCEX BUAAX AEN0BOM U TEXHONOrMYECKON Cpeabl C TEHEHUEM BPEMEHM.

2 HopmaTuBHbIe CCbISIKM

B HacTosLeM cTaHgapTe HOPMAaTUBHbIE CChINKU OTCYTCTBYIOT.

3 TepMuHbI U onpeaeneHus

B HacTosLeM cTaHaapTe NPUMEHEHbI CrneayoLmMe TePMUHbI C COOTBETCTBYIOLLIMMU ONpeaeneHUsMN:

3.1 pocTtyn (access): MNpaBo, BO3MOXHOCTb, CpeacTBa, obecneymsaioLme nomck, UCNoNbL30BaHNE UK
n3BreYyeHne nHopmaumu.

3.2 peatenbHoOCTb (activity): OcHoBHaa 3agaya, BbINOMHAEMAA AENOBOW CTPYKTYPOM B pamMKax ee
dyHKkumi (cm. 3.11).

3.3 areHT (agent): OtaenbHoOe nuuo, pabodas rpynna unm opraHu3aums, OTBETCTBEHHAA 3a/unu BOBNe-
YeHHasi B NPOLECChbl CO3AaHus, BBOAA U/MIU yNpaBneHns JOKYMEHTaMU.

n puMedaHue — TexHonoruveckue MHCTPYMEHTHI, TakKne KakK nporpamMMHble NPUNOXeHUA, MOryT cHUTaTbCA
areHTamMu, eciim oOHW BbINONHAKT onepaunn ¢ JOKYMeHTaMK.

3.4 cxema knaccudukauum genoBbix onepaumn (business classification scheme): UHcTpymeHT anga
CBA13U JOKYMEHTOB C KOHTEKCTOM WX CO3JaHuS.

M3paHue ocpuumanbHoe
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3.5 knaccudmkauua (classification): Cucremarnyeckan naeHTudukaumsa n/mnu ynopsaodeHue geno-
BON AeATENbHOCTU W/ AOKYMEHTOB MO KaTeropusim B COOTBETCTBUM C FIOTMYECKM CTPYKTYPUPOBAHHLIMU
YCNOBUAMMW, METOAAMU U NPOLIEAYPHLIMU NPaBUIaMM.

3.6 koHBepTUpOBaHue (conversion): MNpouecc nepeBoga 4OKYMEHTOB U3 OAHOTO ¢hopmaTa B ApYrou.

3.7 yHnutoxenue (destruction): Mpouecc YHUUTOXKEHUS UNU yAATIEHUs [JOKYMEHTOB 6e3 Kakon-nmbo
BO3MOXHOCTW UX BOCCTAHOBIIEHUS.

3.8 oTOOp M nepemavya Ha xpaHeHue unu yHuutoxeHue (disposition): COBOKyNnHOCTb NPOLECCOB,
BKIIOYAIOLLMX 9KCNEPTU3Y LIEHHOCTU, OTOOP, nepeaadvy Ha XpaHEHME N YHUUTOXEHUE JOKYMEHTOB (cM. 3.7),
OCYLLECTBMNSAEMbIX B COOTBETCTBUM C Npasunamu (cM. 3.9) unu ApyruMm UHCTPYMEHTAMMU.

3.9 npaBuna ot6opa u nepegauu (disposition authority): MUHCTpyMeHT, KOoTOpbIi onpeaensaeT AeNCTBUA
no ot6opy n nepegaye (cM. 3.8) OTAENbHLIX 4OKYMEHTOB HA XPAHEHUE UMW YHUUTOXEHME.

3.10 pokasarenbcTBO (evidence): [lokyMeHTaums o TpaH3akuuu (aenosoi onepauum) (cMm. 3.18).

MpumevyaHue — [oKyMeHTanbHOE NOATBEPXKAEHAE COBEPLUEHUSA TpaH3aKkLuK (AenoBoii onepaLnn), cosfaH-
Hoe Npyu 06bIYHbLIX YCIOBUSIX BEAEHUs1 AEATENBHOCTU U ABNAIOLLeecs: LefIOCTHEIM (HENOBPEXAEHHBIM) U NOMHLIM. 3TOT
TEPMUH NPUMEHAETCS He TONBKO B HOPUANHECKOM CMbICE.

3.11 dyHkuma (function): MeponpusiTuA, BbINONHEHUE KOTOPLIX 0OecneynBaeT JOCTUXEHUe cTpaTeru-
YeCKUX Lenen 4enoBon CTPYKTYpbI.

3.12 meTapaHHblie gokyMeHToB (metadata for records): CTpykTypupoBaHHass Unu nosycTPykTypnpo-
BaHHas MHopMaLmMs, KOTOpas NO3BONSET CO34aBaTh, YNPaBNSTh U UCNONb30BaTh JOKYMEHTbI B pa3HOE Bpe-
MSl U B Pa3nUYHbIX 00NacTax AeAaTenbHOCTU.

3.13 murpaums (migration): Mpouecc nepemeLeHns LOKYMEHTOB U3 OHOW annapaTHoOn unu NPorpamm-
HOW KOHdburypaumm B apyryto 6e3 nuameHeHus copmara.

3.14 pokyMeHThI (records): [lokyMeHTMpOBaHHaa MHopMaLus, co3aaHHas, Nony4eHHaa u coxpaHse-
Mas opraHusauuen unu YyacTHbiM NULIOM B KavecTse Aokasarenbcrsa (cMm. 3.10) n akTusa ana noaTeepxae-
HWUSi NPaBOBbIX 00A3aTENbLCTB MNN AENOBOW TpaH3akuuu (cM. 3.18).

3.15 ynpaBneHue aokymeHtamu (records management): Obnactb ynpasneHus, obecneunsatowas ad-
heKTUBHOE 1 CUCTEMATMYECKOE CO3AaHne, Nony4YeHne, COXpaHeHUe, UCNoNnbL30BaHUe, Nepeaady Ha XxpaHeHue
UM YHUYTOXEHME AOKYMEHTOB (CM. 3.8), BKniovas Npouecchl BBOAA B CUCTEMY U COXPAHEHUS 40Ka3aTenbLCTB
(cm. 3.10) u uHcbopmaLu 0 4eN0BON AEATENLHOCTU U TpaH3akuumn (06meHe uHdopmauumen) (cM. 3.18) B Buae
JOKYMEHTOB.

3.16 gokymeHTHasi cuctema (records system): UHcopmaumoHHas cucrema, obecneunBaioLLas ynpas-
nieHne AOKyMEHTaMu 1 4OCTYN K HUM (CM. 3.1) B Te4eHne onpeaeneHHOro BpEMEHMU.

MpuMmevyaHne — [JOKyMEHTHaA cUCTEMA MOXET COCTOSITb U3 TEXHUYECKUX MEMEHTOB, Tak1X Kak MporpaMmMHoe
oGecneyeHne, KOTopoe MOXeT BbITb cneyuanbHo pa3paboTaHo ANA ynpaBneHns JoKyMeHTaMu nubo Ans kakoi-nuGo
APYroil KOMMEPYECKOIA LieMnu, a Takke HETEXHU|ECKUX 3NIEMEHTOB, BKItoYas NOUTUKY, MpoLeAyphl, JTIOAE 1 Apyrux areH-
TOB, @ Takxe pacnpegeneHue 0653aHHOCTEN.

3.17 cxema MeTagaHHbIX (schema): JTorm4yeckuin nnaH, NOKa3bIBaOLLUMIN OTHOLLEHUS MEeXy areMeHTa-
MW MeTafaHHbIX, KaK npasuiio, NoCcpeaCcTBOM YCTAHOBIIEHUA NpaBun UCNONb30BaHUA U yNpaBneHus MeTazaH-
HbIMW, 0COBEHHO KacatoLLMXCA CEMAHTUKM, CUHTaKCMCa M CTENEHN 065S3aTENbHOCTU AAHHBIX.

3.18 TpaH3akuus (transaction): HaumeHbLuan eauHula padoyero npouecca (cM. 3.19) obmeHa nHdop-
mauueit /unu gpyrumMm pecypcamu mexxay AsyMs unm 6onee y4acTHUKaMu uim cUCTeMamu.

3.19 pabouumit npouecc (work process): OfHO UMK HECKONLKO NocneaoBaTenbHbIX AENCTBUIA, HEODXO-
AUMbIX ANS CO3A4aHUS pesyrnkrarta, COOTBETCTBYIOLLErO Npasuiam yrnpasneHus.

4 MNpuHUMNbI yNpaBneHUA AOKYMEeHTamMu

YnpaeneHue JOKyMEHTaMWU OCHOBAHO Ha CMEAYIOLMX NPUHLMNAaX:

a) cosgaHue, BBOJ B CUCTEMY U yNpaBneHne JOKYMEHTaMK ABNSAIOTCA HEOTbEMIIEMON YacTbio BeeHNs
AenoBbix onepayuni (cm. 5.1);

b) fOKyMeHTbl, HE3aBUCUMO OT (POPMbl MIIM CTPYKTYPbI, SABNSAIOTCA NOANWHHLIMU [0Ka3aTenbCTBaMm
[eATenbHOCTM B TOM Cllyyae, KOr4a OHM COOTBETCTBYIOT XapakTepUCTUKaM ayTeHTUYHOCTU, AOCTOBEPHOCTH,
LeNOCTHOCTM U NPUroAHOCTM ANS UCNOMb30BaHUsA (CM. 5.2.2);

C) LOKYMEHTbI COCTOSAT U3 KOHTEHTA U METaaHHbIX, KOTOPLIE OMUCLIBAIOT KOHTEKCT, KOHTEHT U CTPYKTYPY
[OKYMEHTOB, a TakxXe yrnpasfeHue UMK B Te4eHne BpeMeHu (cM. 5.2.3);

2
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d) peLueHus, kacaloLmecs co3gaHus, BBoaa B CUCTEMY U yNpaBneHns 40KyMEeHTaMu, OCHOBaHbI Ha aHa-
n1M3e U OLEHKE PUCKOB AENOBOW AeATENbHOCTU B 4€N0BOM, NPaBOBOM, HOPMATUBHOM M COLMANbHOM KOHTEK-
cte (cMm. pasgen 7);

€) CUCTEMbI YNpaBneHns AOKYMEHTaMM, HE3aBMCUMO OT CTENEHU UX aBTOMaTn3auuu, No3BoNsatoT NpuMe-
HAITb CpefCTBa yNPaBneHus JOKYMEHTaMU U OCYLLECTBNATL NPOLECChl CO34aHusi, BBOAA B CUCTEMY U yNpaB-
nexHnsa umu (cm. 5.3). OHM 3aBUCAT OT onpeaeneHHOoN NONUTUKK, pacnpeaeneHus 06a3aHHOCTEN, MOHUTOPUH-
ra, OLEHKM 1 00y4YeHUs B LENAX BbIMOSIHEHUS YCTAHOBIIEHHLIX TPEOOBaHUI K AOKYMeHTauun (CM. pasaen 6).

Bonee nogpo6HO NepeyncneHHble NPUHUMMNBI PACCMATPUBAIOTCA B pa3enax 0 cpefcTBax ynpasneHus
1 npoueccax ynpasneHus JOKyMeHTamu.

5 JOKYMEHTbI U OKYMEHTHbI€ CUCTEMbI

5.1 O6wWwuKe nonoxeHms

JOoKyMEHTbI ABMATCA OAHOBPEMEHHO CBUAETENbLCTBOM AEMN0BON AEATENBHOCTU M UHAOPMAaLUOHHBIMU
akTusamun. IHopmaumen, HesaBUCUMO OT €€ CTPYKTYPbl UK POPMbI, MOXXHO yNpasnsiTh Kak JOKYMEHTOM:
WHpopMaLUMeNn B BUAe AOKYMEHTA, COBOKYMNHOCTLIO AaHHbIX UNW APYTMX TUMOB UMAPOBON MHOpMaLUmn nnm
uHdOpPMaLUen Ha TPaaULMOHHBIX HOCUTENSIX, KOTOPYIO CO3Aal0T, BBOASAT B CUCTEMY U KOTOPOI YNpaBnsioT B
npouecce AenoBoi AESATENbHOCTH.

YnpaBneHue JOKyMEHTaMK BKIIOYaET B ceba cnepyioLee:

a) co3jaHue 1 BBOA AOKYMEHTOB B CUCTEMY ANSA BbINONMHEHUS TpeOOBaHUI K AOKA3aTENLCTBY AEMNOBOMN
JeATenbHOCTY,;

b) NnpuHATHE Hagnexawmx Mep AN 3almTbl UX ayTEHTUYHOCTU, JOCTOBEPHOCTHU, LIENIOCTHOCTU U NpK-
rogHOCTM ANl UCNONb30BAHMSA B CBA3W C TEM, YTO AEN0BOM KOHTEKCT U TpeBOoBaHWA K YyNPaBreHuIo CO BPeEMe-
HEM MEHSIoTCS.

B ynpaBnennu gokymeHTamu MeTagaHHble NpeacTaBnsAloT coboi AaHHble, ONUCLIBAOLLME KOHTEKCT,
coaepXXaHue U CTPYKTYpy AOKYMEHTOB, a Taloke yrnpaBleHne uMu ¢ Te4eHnem BpeMeHn. MeTagaHHbsle saBns-
IOTCS BaXKHLIM KOMMOHEHTOM Mto6oro gokymeHTa (cMm. 5.2.3).

YnpaeneHue JOKyMEHTaMu NoAAepKMBAETCA AOKYMEHTHbIMU cucTtemamm (cMm. 5.3).

5.2 loKyMeHTbI

5.2.1 O6wWwume nonoxeHmns

JOKYMEHTbI U UX COBOKYMHOCTU (PUKCUPYIOT OTAENbHbIE COOLITUA UNKU Onepaummn U CO34al0TCA B Pe3yrib-
Tate pabovnx npoueccos, AEWCTBUA UNN PYHKUMIA.

JOoKyMEeHTbI, HE3aBMCMMO OT (DOPMbI UMK CTPYKTYPbI, AOMMKHbI 06raaTh XxapakTepucTukamm ayTeHTuY-
HOCTMW, AOCTOBEPHOCTU, LIEMOCTHOCTU U NMPUrOAHOCTU ANS UCNONb30BaHUA (CM. 5.2.2), KOTOpbIE CYMTAKOTCA
[0Ka3aTenbLCTBOM NOASIMHHOCTU AENOBbIX COObLITUI UNKU Onepaumin U NOIHOCTLIO OTBEYAIOT YCTAHOBIEHHbIM
TpeboBaHUsIM MO BEAEHUIO AEMOBbLIX ONepauui.

5.2.2 CBolicTBa OKYMEHTOB

5.2.2.1 AYyTEHTUYHOCTb

[OKYMEHT ABNSAETCA ayTEHTUYHbIM, €CIN OH:

a) COOTBETCTBYET YCTAHOBMNEHHbIM NPaBunam;

b) 6bin co3gaH unu oTNpaeneH ynosHOMOYEHHbIM MULIOM;

C) ObIn cO34aH UMM OTNPAaBMEH B TO BPEMSA, KOTOPOE YKA3aHO B JOKYMEHTE.

MpaBuna BegeHus AenoBbIX onepauui, NpoLecChl, NOMUTUKA M NPOLEAYPbl, KOTOPbIE KOHTPONMUPYHOT
c034aHue, BBOJ B CUCTEMY M YNPaBNeHUe JOKyMEeHTaMu (CM. 6.2), AOMmMKHbI ObITb BHEAPEHBI M JOKYMEHTAmNbHO
3auKCMpoBaHbl AnA 06ecnevyeHns ayTeHTUYHOCTU AOKYMEHTOB. YYaCTHUKKM NPOLECCa CO3aaHNsa AOKYMEHTA
OOMKHbI ObITb aBTOPM30BaHbl U MAEHTUULUMPOBAaHLI (CM. 6.3).

5.2.2.2 OoCTOBEPHOCTL

[OoCTOBEPHbIM ABMAETCH JOKYMEHT:

a) coaepKaHme KOTOPOro MOXHO CYUTaTb MOMHbIM U TOYHBIM NPEeACTaBNEHUEM NOATBEPXAAEMbIX One-
paumi, 4eATENbLHOCTU UK PaKToB;

b) KOTOpPOMY MOXXHO AOBEPATb B NOCNEAYIOLLMX ONepaLusix unu B nocneayoLLen AeaTenbHOCTU.

JoKyMeHTbl AOMKHbI ObITb CO34aHbI BO BPEMS UMK Cpa3y nocne coObITUSA, K KOTOPOMY OHW OTHOCATCS,
nMuamMm, JOCTOBEPHO 3HAKOLLMMM (DAKTbI, UMK CUCTEMAMMU, OOLIYHO UCMONb3YEMbIMU NPU NPOBEAEHUN AAHHON
onepauuu.
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5.2.2.3 LlenocTHOCTb

LienocTHbIM ABNSAETCA AOKYMEHT, KOTOPbIN XapakTepUsyeTcst NONHOTON U HEN3MEHHOCTbIO.

JIOKyMEHT [OSDKEeH ObiTh 3awymuleH OT HECaHKUMOHUPOBAHHOIO u3MeHeHus. Monutuka u npoueaypbl
ynpaBneHns OKyMEeHTaMu AOIKHbI YKa3blBaTb, KAKME JONOSHEHUS UM M3MEHEHUS MOTYT GbITb NPUMEHEHBI K
JOKYMEHTY MOCre ero co3faaHus, Npu kakux 06CToATeNbCTBaX TaKME AONONHEHUSA UMW U3MEHEHUA MOTYT BObiTb
paspeLLeHbl U KTO YNONMHOMOYEH caenarb 310 (CM. 6.2). [lomkHa ObiTb 06ecneveHa BO3MOXHOCTb BbISIBIIEHUSA
U OTCNEXMBAHUS NIOOBLIX CAHKLUMOHWUPOBAHHLIX U3MEHEHWI, AOOABNEHNI UNKN YAANEHUI B JOKYMEHTE.

5.2.2.4 NpuUrogHOCTb ANA UCNOMb30BaAHUSA

MpUrogHeIM AN UCNOSb30BaHNA ABNAETCA AOKYMEHT, KOTOPbIA MOXET BbITb HalAeH, U3BneYeH, BOCNPO-
U3BeAEH W UHTEPNPETUPOBAH B TEYEHUE BPEMEHU, YCTAHOBIIEHHOIO 3aUHTEPECOBAHHLIMU CTOPOHAMM.

J[IOKyMEHT, NPUroaHbINA ANA UCNONL30BAHUA, AOIMKEH ObITh CBA3AH C AENOBON AEATENLHOCTLIO UNK One-
pauuen, B pesynbrate KOTopow OH Obin cospaH. Heobxoammo noaaepxuBatb CBA3WM MEXAY AOKYMEHTaMM,
KOTOpble (PUKCUPYIOT COOTBETCTBYIOLLYIO AEMNOBYIO ONnepaLmio.

MeTtagaHHble JOKYMEHTOB AOMkHbI 06ecneunBaTb X NPUIOAHOCTb ANS UCMONb30BAHUA NyTEM Npeao-
cTaBneHus uHopmaumm, KOTopas MOXeT NoTpeboBaTbLCA ANSA UX U3BNEYEHUS U NOUCKA, HANPUMEP UAEHTU-
dukatopos, hopmara unu UHpopmaummn o xpaHeHnu (cm. 5.2.3).

5.2.3 MeTapaHHble JOKYMEHTOB

MeTaaaHHble AOKYMEHTOB AOMKHbI OTOBpaXarh:

a) 4enoByto cpeay;

b) B3aMMO03aBUCUMOCTb U CBA3N MeXxAay AOKYMEHTAMU U JOKYMEHTHbIMU CUCTEMAMMU;

C) CBEAEHUSI, OTHOCALLMECA K NPAaBOBOMY U COLMATNIbHOMY KOHTEKCTY;

d) B3aMMOCBA3M C areHTamu, KoTopble CO34al0T AOKYMEHTbI, yNpaBnsioT OKYMEHTAMU U UCNIONb3YIOT UX.

MeTtagaHHble BBOAA OKYMEHTOB B CUCTEMY YCTaHaBMMUBAIOTCA UMM NMPUCBAMBAIOTCH NPU CO3AaHUN J0-
KyMEHTa unv BBOAE €ro B CUCTEMY U HE U3MEHSIOTCA.

MeTtagaHHble MPOLECCOB YNPaBREHUA AOKYMEHTOM COAepXaT CBEAEHUA 0 AEWCTBUSX B OTHOLLEHUW AO-
KYMEHTa U ApYyrux cobbITUAX B Nepuog ero CyLLueCTBOBaHUA, BKIIOYAs 3aA€NCTBOBAHHbIX areHToB. MeTagaH-
Hble O AEWCTBUSX B OTHOLUEHUW AOKYMEHTa NPOAOSHKAIOT HaKannmMBaTbCA Ha NPOTSHKEHUMU BCEr0 BPEMEHM,
noka obecneynBaeTcs ynpasneHue AOKYMEHTOM U €ro UCMOMb30BaHME.

Mockonbky MeTagaHHbIE HAKaNMMBAIOTCS C TEYEHUEM BPEMEHU, MOMUMO NPOYEro, OHU AOKYMEHTUPYIOT
MUCTOPUIO JOKYMEHTA.

MeTagaHHbIMK JOKYMEHTa criefyeT ynpaBsnsiTb, Kak U CAMUM AOKYMEHTOM, NOCKOMNbKY OHU AOIDKHbI ObITb
3alMLIeHbl OT YTpaThbl UMM HECAHKUMOHMPOBAHHOIO YAANEHUA U COXpPaHEHbl NMMOO YHUUTOXEHbI (CM. 9.9) B
COOTBETCTBUM C TpeboBaHMAMU, ONpeaeneHHbIMU HA OCHOBE aHanu3a AenoBbiX NPoLeccos (CM. pasaen 7).
JocTyn kK MeTafilaHHbIM CNeyeT KOHTPONUPOBATL NOCPEACTBOM pacnpeaeneHns Npas AOCTYNA U BLINOMHEHUA
COOTBETCTBYIOLLMX NpaBun (cM. 8.4).

YnpaBneHne KOHTEHTOM JAOKYMEHTA U CBA3aHHBLIMU C HUM METaAaHHBIMU MOXET OCYLLECTBAATLCA B 04-
HOM WUNKU HECKOMBKMX CUCTEMax Nmbo B 0OAHOM MecTe U cucteme. Jlormieckue B3aMMOCBA3N NN CBA3U KOHTEH-
Ta JOKYMEHTa U MeTafaHHbIX criegyeT co3aaBarb U NoAAEPKUBaTb C UCNONb30BAaHUEM aBTOMATUYECKUX UMK
PY4YHBIX NMPOLIECCOB.

MeTtaaHHble JOKYMEHTOB AOIDKHbI COCTOSTL M3 MHDOPMALMK, OTpaXKaIoOLWEN cneayioulee:

a) OnMcaHue KOHTEHTAa OKYMEHTA;

b) cTpykTypy AoKymMeHTa (Hanpumep, opmy, hopmMar u CBA3U MeXAY KOMNOHEHTAMU AOKYMEHTA);

C) AIENOBYI0 Cpeay, B KOTOPON AOKYMEHT Obin CO31aH Unu NONy4YeH U NCNONbL30BaH;

d) B3aMMOCBSA3M C ApYIMMU AOKYMEHTaMK U APYIMMU METAAaHHbIMU;

€) naeHTUUKaTopbl U MHYIO MHAPOPMAaLUIO, HEOBXOAMMYIO ANA U3BNEYEHUA N NPEACTABNEHUA AOKYMEH-
Ta, TaKylo kak popmar unu MHOPMaLmMA 0 XpaHEHUH;

f) pelicTBMA U cobbITUS, CBA3aHHbIE C OKYMEHTOM Ha NPOTSHXKEHWUN BCETO €10 CYLLECTBOBAHUS (BKNOYasA
Aary U BpeMmsi IeiCTBUIN, U3MEHEHUA METAAAHHBIX U areHTOB, OCYLLECTBNAIOWUX AAHHbIE AEWCTBUS).

[loKyMeHTbI, He UMeloLMe TaKUX METafaHHbIX, He 06MaaalT XapakTepUuCTUKamMM NOSTHOLIEHHbIX AOKY-
MEHTOB (CM. 5.2.2).

[ononHutenbHble METAAAHHbLIE MOTYT NOTPebOBaTLCA B 3aBUCUMOCTM OT HOPMAaTMBHO-NPABOBLIX Tpe-
60BaHMi M OTpAcneBbIX CTAHAAPTOB, a TaKkke KOHKPETHLIX TPeOoBaHUN AeN0BOW AEATENBHOCTU, ONpeaeneH-
HbIX BO BPEMS aHanu3a AenoBbixX NPOLEeccoB (CM. pasaen 7).

MeTagaHHble 4OKYMEHTOB AOMKHbI ObITb ONUCAHbI U 3acbMKCUPOBAHbI B CXeMaxX MeTaaHHbIX (CM. 8.2).
Pa3paboTky cxeM MeTafiaHHbIX cneayer NnpoBOAUTbL HA OCHOBAHWM PE3ynbTartoB aHanusa AenoBbiX NpoLec-
COB, K KOTOPbIM OHU OTHOCATCSA (CM. pa3aen 7).
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5.3 JOKyMeHTHbIe CUCTEMBI

5.3.1 O6wWwuKe nonoxeHms

JOKYMEHTHbIE CUCTEMbI AOJDKHbI:

a) NPMMEHATL CPeacTBa ynpasneHns gokyMeHTamu (CM. pasaen 8);

b) nogaepxuBatb NPoOLECCHI CO34aHUs, BBOAA B CUCTEMY W yNpaBreHnsa AoKyMeHTamu (CM. pasaen 9);

C) NOAAEPXKUBATL CO3AaHUE N COXPAHEHUE NOTMYECKMX CBA3EN MEXAY KOHTEHTOM U METaaHHbIMU J0-
KymeHTa (cMm. 5.2.3).

Mpu paspaboTke 1 BHEAPEHUN AOKYMEHTHbLIX CUCTEM CIeAYET YUMThIBATh AENOBOW KOHTEKCT (CM. 7.3) 1
TpeboBaHusa, npeabsBnseMble K JoKymeHTam (CM. 7.4). [JoKkyMeHTHble CUCTEMbI AOMXKHbI OTBeYaTh Tpebosa-
HUAM:

a) COOTBETCTBUS XapaKTEPUCTUKAM AOKYMEHTHbLIX CUCTEM, NEPEUYNCTIEHHBIX B 5.3.2;

b) coBMeCTUMOCTM ANA NOAAEPXKKM B3aUMOAENCTBUSA C APYIMMUM CUCTEMaMK U rTMOKOro nogxoaa K Uc-
Nonb30BaHWIO CPEACTB YNpaBneHUs JOKYMeHTamu;

C) NPOCTOThI U ONEPATUBHOCTU UCNOMNb30BaHUS JOKYMEHTOB;

d) roTOBHOCTU K TEXHONOTMYECKUM UMW OPraHU3aLMOHHLIM U3MEHEHUSAM, TaKUM KaK MOAEpHU3auusa Cu-
CTEMbI NN aAMUHUCTPATUBHAs PeCTpPYKTYpU3auus;

€) rOTOBHOCTU K BPEMEHHOMY MpeKpaLLEeHUIO AeNOBOI AeATENIbHOCTM U 00eCNeYeHNI0 HENPEPLIBHOCTU
paboThl B Criy4dae HeOXnAaHHbIX C60eB.

[ OKYMEHTHbIE CUCTEMbI MOTYT ObIThb paspaboTaHbl CneumansHO ANA ynpaeneHusa JOKYMEHTaMU UK MO-
ryT ObITb CUCTEMaMMU, NPeAHA3HAYEHHbIMU ANS APYTUX AENOBbIX NPOLIECCOB, afanTUPOBaHHbIX Takum obpa-
30M, YTOObI OHM TaKKe NOAAEMKUBANN CO3AaHNe, BBOA B CUCTEMY U YNpaBneHne JOKYMEHTaMU.

MonHoueHHOCTb AOKYMEHTOB obecneynBaeTca 3a CYET ynpasreHus UMW B AOKYMEHTHbIX CUCTEMaXx,
KOTOpble COOTBETCTBYIOT CMeAYIOLUM XapakTepPUCTUKaM: HAAEXHOCTb, Be30MacHOCTb, COOTBETCTBUE, KOM-
NAEKCHOCTb M CUCTEMHOCTb (CM. 5.3.2).

5.3.2 XapakTtepuCcTUKU OOKYMEHTHbIX CUCTEM

5.3.2.1 HapexHocTb

JOKYMEHTHbIE CUCTEMBI JOIDKHBI ObITh NPUIOAHBI AN HEMPEPLIBHOW U PETynsapHON paboTbl B COOTBET-
CTBUM C YTBEPXAEHHON MONUTMKON 1 npoueaypamu. JOKYMEHTHbIE CUCTEMbI JOIKHbI:

a) perynspHoO BKMOYaTb BCE AOKYMEHTbl B paMKax OXBaTblBAEMON JEN0BOW AEATENbLHOCTU B COOTBET-
CTBWM C YCTAHOBJIEHHbIM NOPSAAKOM;

b) perynapHo BbICTynatb B KQ4€CTBE OCHOBHOIO MCTOYHMKA AOCTOBEPHOW MHpOpMaLun O AEeNCTBUAX,
3aPMKCUPOBAHHBIX B AOKYMEHTAX;

¢) obecneumBaTh y4acTue ynonHOMOUYEHHbIX areHTOB;

d) npegocTasnAaTe JOKYMEHTbI B MPUTOAHOWM AN UCMONb30BaHMA popme;

€) NoAAEepPKUBaTb CBOEBPEMEHHbIN AOCTYM K JJOKYMEHTaM;

f) sawmaTe AOKYMEHTbI OT HECAHKLMOHMPOBAHHOIO UCNOMb30BaHUSA, U3MEHEHUSI, COKPLITUS MU YHUY-
TOXEHUS;

g) XpaHWTb JOKYMEHTbI B TEYEHUE YCTAHOBMEHHOIO BPEMEHMU;

h) npegocTaBnsTb NpuM HEOOXOAUMOCTU BCE MEXAHWU3MbI ANs UMIOPTa (MMM MHOTO BKIOYEHMNSA) AOKYMEH-
TOB U METAAAHHBLIX AOKYMEHTOB B CUCTEMY UNK MX IKCMOPTa U3 OAHON CUCTEMbI B APYIYIO, a TAKkKe

i) obecneunBartb AECTBMA NO yAANEeHUIO JOKYMEHTOB.

Mokasarenu HageXHOCTU AOKYMEHTHOW CUCTEMbI AOMKHbI ObITb AOKYMEHTANbHO 3ad)MKCMPOBAHbLI Ny-
TEM CO3[aHWSA U COXPAHEHUS AOKYMEHTOB 00 OMEepaLuOHHbIX, NPOLEAYPHBbIX U NPU HEOOXOAUMOCTU TEXHO-
nornyeckux npoueccax. MetagaHHble npoueccos (CM. 5.2.3) Takke AOMKHbI AEMOHCTPUPOBATL HAAEXKHOCTb
cuctemsbl (cuctem), kotopasi(sle) obecnevmBaeT(loT) ynpaBrneHne umMu.

5.3.2.2 BesonacHOCTb

Ona npegoTBpalLeHUs HECAHKLMOHUPOBAHHOTO AOCTYNA, U3MEHEHUS, COKPLITUS UMM YHUUMTOXEHUA J0-
KYMEHTOB JOSDKHbI ObITb pEanu3oBaHbl Takue Mepbl, Kak ynpaBneHue 4OCTYNOM, MOHUTOPUHL, asTopu3auus
areHTa U CaHKUMOHMPOBAHHOE YHUYTOXeHue. NHopmaumsa o cpeacteax ynpasneHus, KOTopeie Obinu npu-
MEHEHbI K JOKYMEHTY, a Talke 0 TOM, KOra OHUW Obinu NPUMEHEHBI, I0MDKHA ObITh OTODpaXKeHa B METaAaHHbIX
npoueccos (cMm. 5.2.3).

B 3aBMCMMOCTM OT pucka, CBA3AHHOIO C AEMNOBOW AEATENbHOCTbIO U 3aPMKCUPOBAHHOTO JOKYMEHTOM, fio-
Oble yrpo3bl 6€30NacHOCTY, 3aTparMBatoLLme JOKYMEHTBI, JOMKHbI ObITb OTPaXKEHbI B METAAAHHLIX MPOLIECCOB.

Ons o6ecneveHns MHOOPMAaLUOHHON 6€30MaCHOCTU U HENPEPLIBHOCTU AEMOBON AEATENbHOCTU AOMK-
Hbl ObITb NPEAYCMOTPEHBLI MEPLI, BKITIOYEHHBIE B JOKYMEHTHYIO CUCTEMY.
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5.3.2.3 CoorBeTcTBUME

YnpaBneHue AOKYMEHTHbIMU CUCTEMaMU B OpraHu3aumsx J0fPKHO COOTBETCTBOBaTbL TpeboBaHuAM ae-
NOBOW AEATENLHOCTU, HOPMATUBHOM CPeAbl U OOLLECTBEHHBIM OXXMAAHUAM (CM. 7.4). COOTBETCTBME CUCTEMBI
ynpasneHusi OKYMEHTaMu Takum TpeboBaHuaM cneayeT perynsipHo npoBepaTb (cMm. 6.4). Heobxoaumo xpa-
HWUTb AOKYMEHTbI N0 pe3ynbrartam 3TUX NpoBepoK.

5.3.2.4 KoMnnekcHoCTb

[oKyMeHTHblE CUCTEMDI JOIKHBI 06ecneqnBaTe ynpaBneHue JOKYMEHTaMu B paMKax AenoBbiX onepa-
Uui, K KOTOPbIM OHM OTHOCATCA (CM. 7.4).

[OoKyMEHTHbIE CUCTEMBI JOIDKHBI ObITb CNOCOOHbLI YNPaBnsATb AOKYMEHTAMU, CO34aHHbIMU C UCMONb30-
BaHWEM PA3MUYHbIX TEXHONOTUIA, NPUMEHSIEMbIX B IENOBOI cdhepe, K KOTOPO OHU OTHOCATCS.

5.3.2.5 CucreMHoCTb

CospaHue, BBOA B CUCTEMY M yNpaBfeHne AOKYMEHTaMu crieqyeT pernameHTUpoBaTb NOCPEACTBOM
NPOEKTUPOBaHUSA paboTbl JOKYMEHTHBIX cucTeM (CM. 5.3) U cobniogeHnsa yCTaHOBMEHHOW NOMUTUKU U NpO-
ueayp (cm. pasgen 6).

6 MNonutuka n pacnpegeneHne oTBeTCTBEHHOCTU
6.1 O6wme nonoxeHmnsa

Monutuka u pacnpeaeneHue OTBETCTBEHHOCTU AOMKHBI NOAAEPKUBATL BbINOMHEHUE TPEGOBaHUM K CO3-
AaHuio, BBOAY B CUCTEMY W YNPABIMEHMIO J0KYMEHTaMK, a Takke K NPOeKTUPOBaHUIO, UCMNOSb30BaHUIO M yNpaB-
NEHUI0 JOKYMEHTHBIMU CUCTEMAMM.

Ans o6ecneyeHnss COOTBETCTBUSA AOKYMEHTHBIX CUCTEM YCTAHOBNEHHbIM TPeOOBaHMAM K AOKYMEHTaM
(cM. 7.4) nonutuka u pacnpegeneHue oTBETCTBEHHOCTU AOMKHbI ONPEeAEnsATb OTBETCTBEHHOCTb U NOMHOMO-
YA ANa cneaylowmx nuL;:

a) y4acTHMKOB MpoLiecca Co3aaHus AOKYMEHTOB;

b) nuu, yqacTByiOLLMX B yNpaBneHMu JOKYMEHTAMM;

C) ApYrux nonb3oBartenei A0KYMEHTHbIX CUCTEM.

MonuTuky cnegyer noaAepPXvBaTh PErNaMeHTUPYIOWUMN JOKYMEHTAMU, KOTOPbIe NPEA0CTaBNAIOT KOH-
KPETHbIE MHCTPYKLMK NO CO3AAHUI0, BBOAY B CUCTEMY U YNPABNEHUIO JOKYMEHTAMMU.

Heobxoanmo npoBeAeHUe MOHUTOPUHIA U OLEHKM Ansi COONIoAEHUs YyCTaHOBIEHHbIX TPeOOBaHUI K A0-
KyMEHTaM 1 onpeaeneHns y4acTtkos, TpeOyoLwmMx KOPPEKTUPOBKK (CM. 6.4).

Monutuky, npoueaypbl U hyHKLMOHUPOBAHUE AOKYMEHTHbIX CUCTEM CrieyeT NnoaaepXuBaTb 3a CYeT
o6y4eHus nepcoHana (cm. 6.5).

6.2 MonuTtuka

MonuTuky ynpaeneHus JokymeHTamu cneayert paspabartbiBaTh, JOKYMEHTUPOBATL U BHEAPATL. [MonuTu-
Ka AoImkHa ObiTb OCHOBaHa Ha AENOBbIX LENsAX U NOAAEPKUBATLCA NPaBuiaMy UK NpoLeaypamMu ynpasne-
HWUS1 JOKYMEHTaMMu.

PaspaboTtka nonutuku gomxHa 6biTb OCHOBaHA Ha NOHMMaHUKU AeNoBON cpedbl (CM. 7.3), a Takke Tpe-
BOBaHMUIN K IOKYMEHTAM, OTHOCALLMMCS K chepe NPUMEHEHUS NONMUTUKKN (CM. 7.4).

Llenbto pa3apaboTku U BHEAPEHUS MONUTUKW YPaBNeHUA AOKYMEHTaMU AOMKHO ObITb CO3AaHNE, BBOA B
CUCTEMY U YNpaBneHue ayTeHTUYHbIMU, JOCTOBEPHBIMU, NPUrOAHBLIMU AMS UCMOMNb30BAHUS, LENOCTHBIMU A0-
KyMEHTaMu, noaaepXmBaioLLIMmMn BeaeHue AenoBON AeATENbHOCTM A0 TeX NOP, NOKa 9T0 HEOOXOAUMO.

Monutuka pomkHa BKkNoYaTe B ceba obnactb NpUMEHEHUs (Hanpumep, Ha Kakon(Me) KOHKPETHbIN(E)
acnekT(bl) ynpaBneHus AOKYMEHTaMM OHa pacnpOCTPAHAETCS), NPUMEHUMbIE CTaHAAPTbI U TPeBOBaHNUS K ayauTy,
a TaKkKe AEenoByI0 AeATeNbHOCTb, KOTOPYIO OHa 0XBaTbIBAET.

MonuTnka AOMKHA y4NTBIBaTL HEOOXOAMMBIE AENCTBUS B Criyyae npekpalleHus AenoBbiX NpoLeccoB.
B 3aBMCMMOCTM OT KOHKPETHOW CUTYaLMU OHA MOXET BKIKOYaTb NMpekpalleHne SKennyatauuu AOKYMEHTHbIX
CUCTEeM U pacnpeaeneHne pecypcoB ans obecnedeHus murpauum (cm. 9.8) n otbopa JOKYMEHTOB ANs nepe-
Javn Ha XpaHEHUe UNKn yHUUYTOXeHne (oM. 9.9).

MNonuTuka agomkHa onpeaensTb, B KAKMX CNy4Yasx 3akoHbl, MOCTAHOBNEHWUs1, CTaHAapTbI, APYrne Hopma-
TUBHbIE U METOAMYECKUE AOKYMEHTbI U NEPeaoBble NPakTU4Yeckne MEeTodbl BIUAIOT Ha NpOLIECChl CO3aaHus,
BBOAA B CUCTEMY UMW yNpaBneHna JOKYMEHTaMu.

Monutuka gomkHa ObITk YTBEPXKAEHA HA COOTBETCTBYIOLLIEM YPOBHE NPUHATUA PeELLeHni n onybnnkosa-
Ha B opraHu3auuu u npu HeoGXoaMMOCTW BHE opraHu3auuun. HeobxoammMo pacnpeaennTb OTBETCTBEHHOCTb U
ob6ecneunTtb cobniogeHne NonuTukK (cm. 6.3).

6
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MonuTuky cneayer perynsapHo nepecmarpuBath C LIEMbI0 OTPAXKEHUS TEKYLUUX AENOBbIX NOTPE6HO-
cTel. B nonutuke AomkHbl ObITb yKa3aHbl BPEMEHHbIE pAMKM MO €e NepecMoTpy, a Takke AOMKHO ObiTb
YCTaAHOBMEHO NULO, KOTOPOE HECET OTBETCTBEHHOCTL 3@ nepecMoTp. OTMEHEHHan NoNUTUKa ABNAETCA A0-
KYMEHTOM, KOTOPbI A0JDKEH COXPAHATLCA U YNPaBNATLCS, Kak YCTAHOBNEHO B OTHOLIEHUM Nogo6HOro poaa
AOKYMEHTOB.

6.3 OTBEeTCTBEHHOCTb

Mpaea 1 OTBETCTBEHHOCTb MO CO34aHWI0, BBOAY B CUCTEMY W YNPABNEHUIO JOKYMEHTAMU A0MKHbI ObiTh
onpeaeneHbl, ycTaHOBMEHbI U 0BEAEHbI A0 CBEAEeHUsI pADOTHUKOB.

PeweHns no co3aaHuio, BBOAY B CUCTEMY W YNPaBMEHMWIO JOKYMEHTAMU — 3TO AENOBblE peLLeHus,
OCHOBAHHbIE HA YCTAHOBIEHHbLIX TPEOOBAHUAX K AOKYMEHTALMM U OLIEHKE pucka (CM. pasaen 7). PelwueHus
AOMKHBI ObITh NPUHATHI COOTBETCTBYIOLLMM SIMLIOM U 3aOUKCUPOBAHBI B IOKYMEHTE.

OTBETCTBEHHOCTb AOMMKHA PaACNPOCTPAHATLCH HA BCEX COTPYAHUKOB, KOTOPbLIE CO3AAIOT U UCNONL3YIOT
AOKYMEHTbI B paMKax CBOEW AeATENbHOCTU, U AOIDKHA ObITh OTPaXKeHA B AOIDKHOCTHbBIX UHCTPYKLUMAX U APYIUX
[OKyMEHTax, rae 310 Heobxoaumo.

HasHauyeHue OTBETCTBEHHBIX NUL, AOMKHO ObITb pernaMmeHTMpOBaHO PacnopAAUTENbHBLIM AOKYMEHTOM.
KoHKpeTHasa OTBETCTBEHHOCTb 3@ OpraHu3auuio paboTbl MO yNpaBneHuto JOKyMEHTaMu A0MkHA ObITb nopyYe-
Ha pyKOBOAUTENIO C COOTBETCTBYIOLMMU NOMTHOMOUYMSIMU.

OTBETCTBEHHOCTb B 06NMacTu ynpaeBneHust LOKyMeHTaMm JOIKHA BKIIOYATb CReAyoLmne nonoXeHus:

a) cneynanucTbl B 06NacTu ynpaeneHus AOKYMEHTaMU MOMTHOCTbIO MU YaCTUYHO OTBEYAIOT 3a acneKTbl
ynpaBneHnst JOKyMEeHTaMu, BKNOYas NPOEKTUPOBAHME, BHeEAPEHUE U 0DCNY>XMBAHUE AOKYMEHTHLIX CUCTEM
M OCYLLECTBNAEMbIX B AAHHbIX CUCTEMAX ornepauuii, a Takke 3a obyyeHue nonb3osarenen ynpasneHuio J1o-
KYMEHTaMu U NPUMEHEHUIO ONepaTUBHbLIX 4OKYMEHTHbLIX CUCTEM B MHAUBUAYANbHOW NPAKTUHECKON AesiTeNb-
HOCTH;

b) cneunanucTel B 06nacTu ynpasneHuss AOKyMEHTaMu Unu Apyrue nuua, OTBETCTBEHHbIE 3a ynpasne-
HWE JOKYMEHTaMu, OTBEYAIOT 3a pa3paboTKy, BHEAPEHUE U NOAAEPXKKY CXEM METaAaHHbIX U pYrMX CPeACTB
ynpaeneH1si COBMECTHO C APYIUMU COTPYAHWUKAMMK, TAKUMU KaK CMeLmanucTbl B 061acTu MHEPOPMALIMOHHBIX
TEXHOMNOIWM, PYKOBOAMTENM U IOPUCTI;

C) OTBETCTBEHHOCTb PYKOBOACTBA 3aKMIOMAEeTCs B noagaepxke pa3paboTkn M BHEAPEHUA NONUTUKM
ynpaeneHusi LOKYMEHTaMMU;

d) pykoBoanTenu oTeevatot 3a obecneveHne cobnogerns TpeboBaHuit K AOKYMEHTUPOBaHUIO pabounx
NPOLeCCOB B NOAKOHTPONbHbIX UM pabounx obnacTsx;

€) CUCTEMHblEe aaMMHUCTPATOPbI HECYT OTBETCTBEHHOCTL 3a oBecneveHne HenpepbiBHOM U HAZEXHOM
paboTbl NOAKOHTPOSbHbLIX UM JOKYMEHTHbLIX CUCTEM, a Takxe 3a obecrnedYeHue NOMHOTLI U aKTyanbHOCTU A0-
KyMeHTaLuunn B0 BCEX CUCTEMAX;

f) BCe COTPYAHUKN OTBETCTBEHHbI 3@ CO34aHNE U COXPaHEHNE TOYHOW W MONHOW JOKYMEHTaLuu, oTpaka-
IoLen nx 4enoBy0 AEATENbHOCTDb.

6.4 MOHUTOPUHTI M OLIEHKA

[lomkHbl GbITb YCTAHOBMNEHbLI KPUTEPUN AN MOHUTOPUHIA U OLIEHKW JOKYMEHTHOW MOMUTUKM, CUCTEM,
npoueayp 1 nNpoLeccos.

Heo6x0a1MMO NpOBOAUTL PErynspHbIA MOHMTOPUHT NPOLIECCOB CO3AaHWs, BBOAA B CUCTEMY U ynpaene-
HUSI JOKyMEHTaMW W OLEHWBaTb UX C NPUBIIEYEHUEM U NOAAEPXKKOW CO CTOPOHBI CneuuanucTos B obnactu
ynpaeneHusi AoKyMeHTaMu, Npod)eccuoHanos B 06nacTn MHPOPMaLMOHHBIX TEXHOMOMWIA, OPUCTOB, ayauTo-
poB, BU3HEC-MEHeAKePOB U PYKOBOAUTENEN BbICLLErO 3BEHA.

Mpouecchl NpoBeAeHUS MOHUTOPUHIA M OLEHKM AOMKHBI ObiThb paspaboTtaHbl AnA obecnedeHus noa-
TBEPXKAEHUS TOTO, YTO:

a) JOKYMEHTHbIE CUCTEMbI U NPOLECCHI BBEAEHLI B COOTBETCTBUM C YTBEPXAEHHON NOMIMTUKOW U AEno-
BbIMW TpeBOBAHMSAMU YNPABMEHUSA JOKYMEHTaMM;

b) AOKYMEHTHbIE cMCTEeMbl U MPOLECChI (PYHKLMOHUPYIOT B COOTBETCTBUM C YCTAHOBMEHHbIMU TpeboBa-
HUAMU ynpaBneHna JOKyMeHTaMu,

C) Y4uUTbIBaIOTCS U3MEHEHUA B TPeBOBaHMAX K JOKYMEHTaLMH;

d) nogaep>xuBaeTcs NocTosiHHOE COBEPLUEHCTBOBAHWNE YNPAaBNeHNs JOKYMEHTaMMU.

B OTHOLLEHWMM CUCTEM U MPOLECCOB, NPEAOCTABMNSAEMbIX CTOPOHHUMM NOCTABLUMKAMM, CrieayeT npoBo-
OUTb MOHUTOPWUHT U OLEHKY.
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MporpaMma MOHWTOPUWHIa U OLEHKM AOMKHA BKIOYaTh B Ce0s:

a) pacnpeaeneHue 00A3aHHOCTEN MO OCYLIECTBNEHMIO AENCTBMI MOHUTOPUHIA U OLIEHKM;

b) onpegeneHue TOro, YTO AOMKHO ObITb NOABEPXKEHO MOHUTOPUHTY U OLIEHKE;

C) yCTaHoBMeHne MeToA0B U3MEPEHUS, MOHMTOPUHIA, aHanuaa u oueHKku Anst 06ecnevyeHmns npaBsusb-
HbIX PE3ynbTaToB;

d) onpeaeneHne cPOKOB NPOBEAEHUSA MOHUTOPUHIA U OLIEHKM;

€) onpeaeneHne CPoKoB NPOBEAEHUSA aHanNn3a 1 OLEHKWN Pe3ynesTaToB MOHUTOPUHTA;

f) HasHayeHue OTBETCTBEHHbIX 3a pas3paboTKy COOTBETCTBYIOLLMX KOPPEKTUPOBOYHBLIX AEACTBUN.

MOHUTOPUHT 1 OLieHKa NPOLIECCOB CO3AaHUsA, BBOAA B CUCTEMY W YNpaBNeHnst OKYMEeHTaMu MOryT ObiTb
WHTETPUPOBAaHbI B Y>KE CYLLECTBYIOLLUME LMKITbl MOHUTOPUHIA NMMBO BbIMOMHATHCA HE3aBUCMMO. MOHUTOPUHT 1
OLEeHKa MOryT MPOBOAUTLCA MOMHOCTBLIO UMM YaCTMYHO CTOPOHHUMM OpraHn3aLnsaMu.

B nonuTuKy ynpaenexus 4OKyMeHTaMu, CUCTEMaMK U NPOLIECCamMU AOSKHbI ObITb BHECEHbI M3MEHEHUS
B Cry4ae Npu3HaHUsi UX HENPUIOAHLIMU UMN HEAPEKTUBHBIMU.

J[loKyMEeHTbI 0 NPOBEAEHNU MOHUTOPUHIA U OLIEHKW JOSKHbI ObITh CO3A4aHbl, BBEAEHLI B CUCTEMY U [JOIDK-
Hbl ObITb YNPaBNAEMbIMU.

6.5 KoMneTeHTHOCTb U 00yyYyeHHe

CoTpyaHUKK, B 0093aHHOCTM KOTOPbIX BXOASAT CO3AaHUe, BBOA B CUCTEMY W yNpaBneHue JOKyMEHTaMMU,
AOIKHbI ObITb KOMNETEHTHLIMU B BbINOSHEHUW AaHHbIX 3aA4a4. X KOMNETEHTHOCTb JOMKHA PErynsipHO oue-
HMBATLCS, U NPU HEOBXOAUMOCTM AOMKHbI BbITh pa3paboTaHbl y4ebHble NPOrpaMmbl MO COBEPLUEHCTBOBAHUIO
3HaHWIN U HaBbIKOB.

Mporpamma oby4eHusi gomkHa GbiTh HENPEPLIBHONW M BKMOYaTL B ceba obyyeHne TpeboBaHUsM, Nonm-
TUKE, NPaKTUKe, ponsiM 1 06s3aHHOCTSAIM MO YNpaBreHuio AokymeHTamu. Mporpamma aomkHa ObiTb agpeco-
BaHa BCEM YfIeHaM pyKOBOACTBA U COTPYAHUKAM, a TaKke MoBbiM APYyrMM nNMuaMm, OTBETCTBEHHbIM 3a Nio0yio
YacTb AENOBOI AEATENbHOCTM, CBA3AHHON C CO3AaHNEM, BBOAOM B CUCTEMY U yNpaBiieHUEM AOKYMEHTaMM.

[ns noaaepxkm He06X0AUMON KOMNETEHTHOCTH CNELMANUCTOB NO YNPaBSIEHNIO AOKYMEHTAMMN U APYTUX
nuu, OTBETCTBEHHbIX 32 yrpaBneHue AOKyMeHTaMu, crieayeT NnpoBoauTL 00yyeHune u apyroe npodeccmoHanb-
HO€E MOBbILLUEHNE KBanMUKaLUUmn B OTHOLLEHUM YNPABNEHUS AOKYMEHTaMMU.

O6yyeHune co3ganuio, BBOAY B CUCTEMY W YNPABNEHUIO JOKYMEHTaMMW MO BO3MOXHOCTU JOKHO ObiTh
BKIMIOYEHO B YXke CyLlecTByloLme yyebHble NporpaMmmbi.

MporpaMma 06y4YeHUs1 JOMKHA TaKKe OXBaTbIBaTb BPEMEHHbIX paboTHUKOB, nuul, paboTaioLmx Ha 006-
LLIECTBEHHbIX HAa4Yanax, u npu HeobXxoAUMOCTHU COTPYAHUKOB CTOPOHHUX OPraHU3aLmii.

PykoBoaCTBO AOMKHO NoaAepPXUBaTbL NporpamMMy obyyeHus.

7 AHanus genoBbIX NPOLLECCOB

7.1 O6wume nonoxeHma

AHanus AenoBbiX NPOLECCOB — 3TO MPOLIECC OLIEHKU AENO0BON AEATENbHOCTU C LENbIO ornpeaeneHust
TOTO, KAKU€ JOKYMEHTbI IOIDKHbI BbITh CO3/1aHbI U BBEAEHbI B CUCTEMY, @ TAKOKE B LIENAX YCTAHOBMNEHWS CPOKOB
UX XPaHEHUsI.

MpumMmevyaHue — Cepua mexayHapoaHbix ctaHgaptoB MCO 15489 paclumpsaeT TpaguUMOHHOE MCNoNb3oBaHue
TepMuHa «appraisaly, Bkniovas aHanus AenoBoii cpeabl, AeN0BOW AEATENbHOCTU U PUCKA, YTO NO3BONSAET NPUHUMATL pe-
LUEHWA O TOM, Kakue JOKYMEHThI CreAyeT co3faBaTh U BKITIOYATb B CUCTEMY, a TakKe 0 TOM, kak o6ecneunTb Hagnexallee
ynpaeneHue JoOKyMeHTaMmn ¢ TEHeHUEM BPEMEHM.

AHanu3 1enoBbIX NPOLECCOB COYETAET U3yUEHUE ENOBOI cpeabl ¢ onpeaeneHuem TpeGoBaHuin K Jo-
KasaTenbCTBY AENOBOM AEATENBHOCTH, YTO JOIDKHO ObITb COBNIOAEHO NOCPEACTBOM AOKYMEHTUPOBAHUA. STOT
aHanus BkJo4yaeT B cebs cneayioulee:

a) uccnegoBaHue xapakTepa AenoBoO JesATEeNbHOCTU U €€ NPaBOBbIX, PECYPCHBLIX U TEXHOMOTNYECKUX
BO3MOXXHOCTEW;

b) ucnonb3oBaHMe OLEHKU pUCKa ANS OnpeAerieHUs Toro, Kakue AOKYMEHTbI AOMKHbI ObiTb CO3aaHbI
M KaK UMW cnefyeT ynpaensTh AN YAOBMNETBOPEHMS BCEX NPUMEHAEMbIX TpeGoBaHui, KOTopas BKNIOYAET B
cebs OUeHKy:

1) puCKOB, BNUSIOLLMX HA JENOBYIO AEATENLHOCTb B LIENOM;
2) puCKOB, KOTOPbIMM MOXHO YNpaBnsiTb NOCPEACTBOM CO3AaHWUA, BBOAA B CUCTEMY U ynpaBneHUs
DOKYMEHTaMM.
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AHanus genoBsblX NMPOLECCOB CriegyeT NpPOBOAUTE COBMECTHO C BHYTPEHHWMM W MPKU HEOBX0AMMOCTH
BHELUHMMU 3aUHTEPECOBAaHHbIMN CTOPOHaMN.

PesynsraThl aHanmsa AenoBsbiX NPOLECCOB AOMKHbI ObiTh 3a(PUKCMpoBaHbl B COOTBETCTBYIOLLMX 4OKY-
MEHTaX U coepaTb MHDOpMaLUIO:

a) 0 NnobbIx UCTOYHMKAX, K KOTOPbIM OOpaLLanucb Npyu NPOBEAEHUM aHanM3a, BKIoYas AOKyMeHTarb-
Hbl€ UCTOYHUKN U UHTEPBLIO C 3aNHTEPECOBAHHBIMU CTOPOHAMM;

b) o pesynbTatax oLUeHKU pUcka;

C) O peLUeHMsX No pesynkTaTtaMm aHanu3a AenoBbiX NPOLECCoB.

Mpy HEOGXOAUMOCTY peELLIEHNS MO aHaNK3y 4enOoBbIX NPOLIECCOB A0MKHbI ObITb YTBEPXKAEHbI PYKOBOACTBOM.

Pe3synberaThl aHanu3a AenoBbIX MPOLECCOB MOTYT BbITb MCNONb30BaHbI ANIA LIENOro psiia Lienei, BkroYvas
NPOEKTUPOBAHWE U BHEAPEHUE AOKYMEHTHbIX cucTeM (cM. 5.3), pa3paboTky nonuTuku u npoueayp (Cm. pas-
Aen 6), onpeaeneHue TpeboBaHuUin K MeTagaHHbIM (CM. 5.2.3) u/unu paszpaboTKy CpeaCTB ynpaBneHus OoKy-
MEHTaMW, TaKUX Kak npaBsuna, onpeaensowme nopsaaok otbopa u nepegadn AOKYMEHTOB Ha nocneayloLliee
XpaHeHue Unn yHn4ToxeHue (cm. 8.5), nnn npasuna gocryna (cm. 8.4).

AHanu3 JenoBbIX NPOLIECCOB CrieAyeT OCYLLECTBNATL N0 MEPe U3MEHEHUSI YCIOBUIA AEMNOBOI aKTUBHO-
CTW 1 hakTOPOB pUcka.

7.2 O6bem paboT No aHanNU3y AenoBbIX NPOLIECCOB

O06beM paboT No aHanu3y AenoBbiX NPOLECCOB AOMKEH ObITh ONpeaeneH, UCXoas U3 NPUYKUH ero npo-
BeaeHus. MNpuYnHbl NpoBeAeHUs aHanu3a AenoBbIX NPOLECCOB MOTYT BKIHOYaTb:

a) cosgaHue HOBOW opraHusauumum;

b) yTpaty unu nony4yeHue HOBbIX PYHKLUUIA UMM BUAOB AEATENLHOCTY;

C) U3BMEHeHue AenoBON NPaKTUKX UNKU NOTPEBHOCTEN;

d) M13BMEHeHNa B HOPMAaTUBHOW cpeje;

€) BHEAPEHUE HOBbIX CUCTEM UNU OBHOBMEHUE CUCTEMBI;

f) U3MeHeHune oLeHOK pucka unu NPUOPUTETOB.

OObeM paboT No aHanu3y AenoBbiX NPOLIECCOB AOIDKEH TAKKe YCTAHABNMBATLCA NyTeM onpeaeneHus
YHKUMIA, AEWCTBUI Unu paboumx NpPoLECcCOB, HA KOTOPbIE BNMSIET MPUYMHA NPOBEAEHUS aHanu3a.

7.3 MoHuMaHMe OenoBoM AeATENbHOCTU

AHanus aenoBbIX NpoLEeccoB TpebyeT n3yyeHus opraHusaumm u ee AenoBoii AEATENbHOCTH, BKMIOYas
OOMOSMHUTENbHO:

a) BHYTPEHHWE U BHELUHME (PaKTOpPbl, BNUAIOWME HA AeATENbHOCTb, (DYHKLMOHUPOBAHUE U CTpareruye-
CKOe pasBuUTME OpraHusauuu;

b) akcnnyarauuoHHble, NpaBoBbIE U Apyrue TpeboBaHus;

C) pecypcbl ¥ MCMONb30BaHME TEXHONOTUN;

d) TpeboBaHNA BHYTPEHHUX U BHELUHUX 3aMHTEPEeCOBaHHbIX CTOPOH;

€) PUCKM, KOTOPbIMU HEODXOAMMO YNPaBNATL;

) BHYTPEHHIOIO M BHELLHIOIO Cpeay AenoBon AEATENbHOCTH;

g) aHanu3 BbINOMHAEMbIX (PYHKUMIA 1 pabo4mx NPOLIECCOB C UCMONbL30BAHUEM METOAOB (DYHKLIMOHANb-
HOrO W/MnNu NOONEepPaLUOHHOIO aHanu3a;

h) naeHTMMKaunIo BHYTPEHHUX U BHELLHUX areHTOB, 3a[1€MCTBOBAHHbLIX B AENOBON AEATENbHOCTH.

[ina aHanusa opraHu3aLumn, OTBETCTBEHHOI 3a BEAeHUe AenoBbIX onepauui, Heo6xoaMMo onpeaenuTb,
BKNIOYAET NU OHa B cebsa paa opraHusauuii, paboTaoLmx COBMECTHO UM He3aBUCMMO B 6onee Yem ogHoM
oTpacnun, CekTope, CTPYKType opraHusauuu.

7.4 Onpepenenve Tpe6GOBaHUIA K AOKYMEHTaM

TpeboBaHuA K AOKyMeHTaMm — 9T0 TpeboBaHUA K A0KA3aTenbCTBY AEN0BON AEATENbHOCTU.

Tpe6oBaHUA K JOKYMEHTAM OCHOBaHbI HA aHanu3e AEenoBoW ASATENbHOCTU U ee KOHTeKcTa (CM. 7.3) u
BKJTIO4AIOT B cebs:

a) noTpebHOCTN AenoBOI Cpeapbl;

b) npaBoBble U HOPMAaTMBHLIE TPEOOBAHUSA;

C) OXXMAaHMA OenoBoro coobLLecTsa.

TpeboBaHUsA K JOKYyMEHTaM MOTYT OTHOCUTBLCA K NIOBOMY AOKYMEHTHOMY npoueccy (cM. pasaen 9). OHu
MOTyT BKNoYaTh B ce6si TpeboBaHUs, kKacaloLmMecss KOHTEHTA U METaAaHHbIX, CBA3EN C APYrMMU JOKYMEHTaMu
n/unun nx popmMon Unu CTPyKTYpPON.
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Tpe6oBaHuA K JOKYMEHTAM MOTYT NPUMEHSATLCS KO BCEM (DYHKUMAM M HanpaeneHUsM AesTensHOCTU
opraH1saumu Uiu NPUMEHATLCSA TONBKO K KOHKPETHBIM (OYHKLMAM, AENCTBUAM, pabounmM npoueccam unm one-
pauumsam.

Tpe6OBava K AOKyMeHTaM 3aBUCAT OT KOHTEKCTA, YTO O3HA4aeT, YTO aHanorn4yHble Unn WaeHTUu4HbIe
pabGoune npoueccbl MOTYT UMETb pa3sHble TPeboBaHUA K JOKYMEHTaLUWM B 3aBUCMMOCTM OT XapakTepa Aes-
TENbHOCTK, KOTOPYIO OHU (DUKCUPYIOT.

YcTaHoBneHHble TpeboBaHNA AOMKHbI ObITb CBA3aHbI C KOHKPETHBIMU (PYHKLMSIMU, BUAAMU AEATENBHO-
ct1 unu paboummu npoueccamu (CM. 7.2).

7.5 BHegpeHue Tpe60BaHUIA K JOKYMEHTaMm

TpeGoBaHusa k JOKyMEHTaM MOTyT ObITb peanu3oBaHbl NOCPEACTBOM BHEAPEHUS JOKYMEHTHLIX CUCTEM,
CpeAcTB ynpaBneHns, NONMUTUKM yNpaBneHusa JOKYMEeHTaMu 1 npoueayp nmbo COBOKYNMHOCTM BCErO Nepeync-
neHHoro. BHegpeHue JOMKHO NOAAEPKUBATLCA pacnpeaeneHnemM OTBETCTBEHHOCTM, ODyYEHWEeM, MOHUTO-
PWUHIOM (DYHKLIMOHMPOBAHUSI CUCTEM M KOHTPONEM cobniogeHus nonuTukn u npoueayp (cMm. pasaen 6).

Metoabl peanusauun TpeboBaHWit K JOKYMEHTaM LOKHbI ObITb ONpeaeneHbl ¢ yY4ETOM AENOBOro KOH-
TeKCTa, HanMMuus pecypcoB, HABLIKOB NEpCOHarna, a Takke xapakrepa UCrnonb3yemblX UH(OPMALMOHHBIX U
[OKYMEHTHbIX CUCTEM.

PeLueHns1 0 BHeAPEHNUU onpeseneHHbIX TpeBoBaHuii K AOKYMEHTaM AOSKHbI OCHOBBIBATLCS HA OLIEHKE pU-
CKOB, COOTHECEHHBIX C AOCTYMHbIMU pecypcamu. TpeBoBaHusA, CBSA3aHHbIE CO 3HAYUTENMbHLIMU PUCKAMU, JOIDK-
Hbl NPUMEHATLCA C AOMONHUTENBHLIMY MEPAMW MOHUTOPUHIA U OLEHKU 1 BONbLUIMM 0OBEMOM UHBECTULIUA.

MOHWUTOPUHT M OLEHKA (CM. 6.4) OMKHLI yCTaHaBNWBaTb, COOMIOAAIOTCA NW TPEOOBAHNSA K AOKYMEHTaM.
B cniyyae ecnm MOHUTOPUHIOM W OLIEHKOI YCTaHOBNEHO HecobmioaeHne TpeboBaHunii K AJOKYMEHTaM, B OLIEHKE
[OMKHbI BbITb YKa3aHbl COOTBETCTBYIOLLUME KOPPEKTMPOBOYHbIE AEWCTBUA ANA rApaHTUM UX BbLINONHEHUS B
Byayuiem.

TpeGoBaHUsA K JOKYMEHTaM U pPELUEHUS O TOM, KaK OHU AOMMKHbI ObiTk BbINOMHEHBI, AOMHBI ObITh 3a-
(hMKCUPOBaHbI B PErNaMeHTUPYIOLLMX AOKyMeHTaxX. PeLueHns o HecobnogeHn yCTaHoOBNeHHbIX TpeboBaHui
JOMKHbI ObITh YTBEPXKAEHbI PYKOBOACTBOM OpraHusaLuu.

TpeGoBaHusa kK AOKYMEHTaM CrnefyeT perynsapHo NepecmaTrpusaTh Kak 4acTb npouecca aHanusa Aeno-
BbIX NPOLIECCOB.

8 CpepcTBa ynpaBrieHUsi LOKYMeHTaMu

8.1 O6wme nonoxeHus

[ns yoosnetsopeHuss TpebGoBaHuWii K AoKyMeHTaM (CM. 7.5) pormkHbl ObiTb pa3paboTaHbl cpeacTsa
ynpaeneHusa gokymeHtamu. Cpeacrea ynpaBneHus BKNIOYAIoT:

a) cxeMbl METAAaHHbIX AOKYMEHTOB;

b) cxembl knaccudukauyum paboumx npoLeccos;

C) npasuna AocTyna;

d) npasuna, onpeaenswoLwue nopaaok otéopa n nepeaaym AOKYMEHTOB Ha XPAHEHUE NN YHUHTOXEHNE.

Cpeacrtsa ynpaeneHus AoKyMeHTamu MOryT ObiTb paspaboTaHbl U BHEAPEHbI B PasnuyHbIX dhopmax B
3aBMCUMOCTHU OT TEXHONOIMYECKON M Aenoson cpeabl. Ux paspaboTka n BHeAPEHME JOSMKHbI YYMTLIBATL Xa-
pakTep AOKYMEHTHbIX CUCTEM, C KOTOPbIMA OHU B3aUMOAENCTBYIOT.

Pesynbrarbl aHanusa AenoBbiX NPOLECCOB AOMKHbI ObiTh MCMONbL30BaHbLI NpU paspaboTke u nepecmo-
Tpe CpeACTB ynpasneHus AoOKyMeHTamu (CM. pasaen 7).

Mpoueccsl co3aaHusa, BBOAA B CUCTEMY W YNpaBneHUs AOKyMeHTamu (CM. pasaen 9) A0SKHbI ObiTb OCHO-
BaHbl HA aKTyarbHbIX CPEACTBAX YNpaBneHnsa AokyMeHTamu. [1oaToMy cpeacTsa ynpasneHua AoKyMeHTamu
cneayeT perynsipHo nepecMarpusarhb.

OTMEHEHHbIE BEpCUN CPEACTB ynpasneHus AOKyMeHTaMm CriefyeT COXpaHaTh W ynpasnsATb UMM Kak Ao-
KyMEHTamu B COOTBETCTBUM C TpeGOBaHUAMM, YCTAHOBNEHHLIMW aHANM30M J1eNO0BLIX NPOLIECCOB (CM. pasaen 7).

8.2 CxeMbl MeTaAaHHbIX AOKYMEHTOB

CxeMbl METa/1aHHbIX IOKYMEHTOB AOMHbI ObITh paspaboTaHbl AN onpeaeneHus MeTagaHHbIX, MCNOMb-
3yeMbiX ANA naeHTudUKaumm, onUcaHus U ynpasneHusa AokymeHTaMu. [ina Toro 4tobbl OKYMEHTbI COOTBET-
CTBOBAsu XxapakTepucTUKam noJSIHOLIEHHbIX JOKYMEHTOB (CM. 5.2.2), CBA3aHHbIE C HUMU METAAaHHbIE AOMKHbI
ObITb OCHOBAHbI HA YTBEPXIEHHON CXEME METaAaHHbIX.

10
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CXeMbl METAZaHHbIX JOKYMEHTOB MOTYT OTHOCUTLCA K Pa3nuyHbiM o0bekTaM. KnioyesbiMm 06beKTaMm
ANnA ynpaBneHus AOKyMeEHTaMu SABNSOTCA:

a) AOKYMEHTbI U UX COBOKYMHOCTH;

b) areHTbl, BKNOYas OTAENbHLIX NKL, OPraHu3auun, TEXHONMOTUK, a TaKkKe AErnOBble U AOKYMEHTHbIE
CUCTEMBI;

C) (pyHKUMK, AEATENBHOCTL M ONepauun unu paboune npoLecesl;

d) 3aKOHbI U ApyrMe AOKYMEHTbI, perynupyloLime 4enoBylo AeATEeNbHOCTb, 8 TakXke NpoLUeCcChl CO34aHus
W ynpasneHns JOKyMEHTaMu,;

€) B3aMMOCBA3U Mexay CyObekTaMy u COBOKYMHOCTAMU JOKYMEHTOB.

BHeapeHue cxem meTagaHHbIX OKYMEHTOB MOXET BKIMIOMATh METAAaHHbIE, 3aaHHbIE NS BCEX 3TUX 00b-
€KTOB UMM TONMbKO ANsi 04HOro, Hanpumep «[JokyMeHToB». CTeneHb KOMMIEKCHOCTU BHEAPEHUSt AOMKHA OT-
paxaTtb onpeaeneHHsle TpeOoBaHUS K JOKYMEHTaUMKU U eNOBOMY KOHTEKCTY, BKIOYas PUCKK (CM. pasaen 7).

CxeMbl METaaHHbIX AOKYMEHTOB JOSDKHbI COAEpXKaTb METaaHHble BBOAA B CUCTEMY U METafaHHble
npoueccos (cm. 5.2.3).

Mpu onpeaeneHnn TpeboBaHUM K AOKYMeHTaMm (CM. 7.4) HeoBXoaAMMO onpeaenuTb MeTagaHHble, 00y-
CMNOBMEHHbIE CNeundUKOn 4eAaTensHOCTM OpraHnM3aLun.

MeTagaHHble A0mKHbI ObITh ONpeaeneHbl Ans:

a) naeHTMduKaumMm n NomMcka JOKYMEHTOB;

b) cBA3M JOKYMEHTOB C U3MEHALMMUCS BU3Hec-npaBunamMm, NOUTUKON, 3aKOHaMK U ApyruMu Tpebo-
BaHUSMM, PErYNUPYIOLLMMMN BeAeHne BusHeca n ynpasreHue JOKyMEHTaMu;

C) CBA3W AOKYMEHTOB C areHTamu, a Takxke obecnedeHns ux 4ocTyna 1 npas B OTHOLLEHUU OKYMEHTOB;

d) cBA3N AOKYMEHTOB C AEMNOBON AEATENbHOCTbIO, a TaKxXe

€) OTCNEXUBAHUSA MPOLIECCOB, OTHOCALUXCS K IOKYMEHTaM, TakuX Kak MU3MEHeHWe npasun 4ocTyna unm
nepemeLleHne JOKyMEHTOB B HOBbIE CUCTEMBbI.

B ynpaBneHum AOKymMeHTamu MOryT ObiTb MCMOMb30BaHbI LIECTb KMACCOB MeTaAaHHbIX. B 3aBucumo-
CTU OT KOMMMEKCHOCTU BHEAPEHUSA UX MOXHO NPUMEHSATb KO BCeM 00bekTaM Nnbo K HEKOTOPbIM U3 HUX. OTU
LLeCTb KIaccoB cneaytoLime:

a) naeHtTudukauma — nHdopmauma ana naeHtTudukaumm obbekTa;

b) onucanHune — nHdopmauusa ans onpeaeneHnst xapaktepa oobekTa;

C) UCMONb30BaHMEe — UHAOPMAaLUSA, KOTOpas CNOCOOCTBYET TEKYLLEMY U JONTOCPOYHOMY UCMONb30BA-
HUIO 0ObEKTA;

d) nnaH cobbITnit — nHpopmaLma, ucnonb3yemasi Ans ynpaeneHnsi 00beKToM, Takasi Kak uHcopmaums
0 nepeaave Ha XpaHeHWe UMM YHUUTOXEHUE;

€) uctopusi cobbITUN — MHPOPMALMSA, AOKYMEHTUPYIOLLAA NPOoLLeALIne CODbITUA KaK B OTHOLLEHUU O0b-
€KTa, TaKk U B OTHOLLEHMN METaZaHHbIX;

f) cBA3b — MH(popMaLMA, ONUCLIBAKOLLAA B3AUMOCBA3b MEXAY KOHKPETHBIM OOBEKTOM M APYIUMK 00b-
eKkTamu.

CXeMbl MeTaZlaHHbIX JOKYMEHTOB AOMKHbI ObiTb OTpaXkeHbl B hopmarax, KoTopble 06ecnevmBaroT Bo3-
MOXHOCTb B3aUMOAENCTBUA Mexay cuctemamu, obmeH uHgopmaumen n murpaymio (cm. 9.8) u npoueccol
nepegayv 4OKYMEHTOB Ha XpaHEHWUe U YHUYTOXeHue (cMm. 9.9).

CxeMbl METaAAHHbIX JOKYMEHTOB CrieayeT UCMosNb30BaTh NPU NPOEKTUPOBAHUM U BHEAPEHUU AOKYMEHT-
HbIX cucTeM (cM. 5.3) 1 B npoueccax co3faHus, BBoga B CUCTEMY W ynpaBieHWs JOKyMeHTamu (CM. pasgen 9).

CxeMbl METaAaHHbIX JOKYMEHTOB AOMKHbI CCbINATbCA Ha Apyrine AenCTBYIOLLME CpeacTBa ynpasneHus
OOKYMEHTaMMu, MHpOPMaLMIO O Nepegaye Ha XpaHeHne UM YHUUYTOXKEHME, NOSNYYEHHYIO U3 npasun (cm. 8.5),
pexxum goctyna (cM. 8.4) unu cxembl knaccudukaymm pabounx npoueccos (cm. 8.3).

Mpu HEKOTOPbLIX MPABOBLIX YCIOBUAX AEATENLHOCTU OPraHM3auun paHee yTBepXaeHHble CXEMbl MeTa-
JaHHbIX AOJDKHbI ObITb COONIOAEHBI UNKM aAaNTUPOBAHLI K HOBbIM YCIIOBUSIM.

8.3 Cxembl knaccudukaumum paéoumx npoueccoB

CxeMbl knaccudukaumm pabounx npoLeccoB — 3TO MHCTPYMEHThI Anst o6ecnevyeHns CBA3M AOKYMEH-
TOB C KOHTEKCTOM MX CO34aHMA. 3a CYET CBA3U mexay TpeboBaHusMM K JOKYMEHTaM (CM. 7.4) u cxemamm
Knaccudukaymm pabounx npoueccoB MOryT ObiTb OpraHM3oBaHbl Haanexaiue npoueccl ynpaBneHnsa ao-
KyMeHTaMu.

CBA3blBaHWE AOKYMEHTA C KOHTEKCTOM NPOUCXOAUT nyTem ero knaccudukaumm (cm. 9.4), kotopas obe-
CnevnBaer:

a) NpMMEHEeHUe npaBun 4OCTyna K AOKyMeHTam (CMm. 9.5);

11
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b) BbINONHEHWEe COOTBETCTBYIOLUMX MPaBui MO nepegaye JOKYMEHTOB Ha XPaHEHUEe UMW YHUYTOXEHUE
(cm. 9.9);

C) MUTPaLMI0O JOKYMEHTOB OMNPEeAEneHHoN Aen0BON YHKUUKU UNKU AEATENBHOCTU B HOBYIO Cpeay B pe-
3ynbrare opraHn3aumoHHON pecTpykTypusauumm (cMm. 9.8).

Pa3pa6boTka cxem knaccuukauumn pabodmx npoueccoB, MPUMEHUMbIX K JOKYMEHTaM, OHKHA OCHOBbI-
BaTbCA HA aHanuae pyHKUUIA, AeWCTBUIN U paboynx npoueccos (cM. 7.3).

Ona Toro ytoBbl 0OCTaBaTLCA YCTOWUMBLIMU K OPraHW3auUMOHHbIM U3MEHEHUSAM, CXEMbI Kraccudukaymm
[OMKHbI ObITb OCHOBAHBLI HA (PYHKUMAX U BULAX AEATENbHOCTM, 8 HE HA OPraHM3aLUOHHbIX CTPYKTYpaXx.

Cxemel knaccudukauum pabounx npoLeccoB MOTyT ObITb UEPAPXUYECKUMU UMK PENALMOHHBIMU U MOTYT
COCTOSITb U3 Pa3NUYHbIX YPOBHEW OTHOLUEHWUI, B 3aBUCMMOCTU OT TOrO, YTO fyYLLIE BCEro OTPaXkaeT AErnoBylo
[eATenbHOCTb. XapakTep U CTeneHb KnaccuduKaLMoHHOTO KOHTPONS AOMKHbLI OCHOBbLIBATbLCA Ha TpeboBaHu-
X K JOKyMeHTaM (CM. 7.4) n npupoae Ucnosnb3yembiX AOKYMEHTHbLIX CUCTEM (CM. 5.3).

CxeMbl knaccudukaumum pabounx npoLeccoB MOTyT NOAAEPXKUMBATLCA C UCMONb30BAHMEM TaKMX CPEACTB,
Kak Te3aypychl, KOTOpPbIE UCMOMNbL3YIOTCA ANS UHAEKCUPOBAHNUSA AJOKYMEHTOB AN UX NOUCKA.

8.4 MNpasuna goctyna

Heobxoaumo paspabotatb Habop npaeun, oNpeaensowmx npaea AOCTyNa U PeXxum paspelueHuin u
OrPaHNYEHWNIA, NPUMEHSIEMbIX B OTHOLLUEHUW JOKYMEHTOB.

Kateropun npaeun Joctyna, NPUMEHAEMbIX K JOKYMEHTaM, JOIMKHbI OCHOBLIBATLCS HA pesynbrarax
aHanu3sa JenoBbIX NPOLIECCOB, B YAaCTHOCTU Ha naeHTuduKaLum areHToB (CM. 7.3) u onpeaenexnun Tpebosa-
HUIA K JOKyMeHTaMm (CM. 7.4).

MpaBuna gocryna 3aBUCAT OT Tuna:

a) areHToB;

b) AenoBol AeATENLHOCTY;

C) JOKYMEHTOB.

YpOBHM JOCTYNA MOTYT ObITb HA3HAYEHbI KAXAOMY U3 3TUX OOBLEKTOB, OAHAKO OHU JOMKHbI MPUMEHSATb-
€A MUHUMYM B OTHOLLEHUW K IOKYMEHTY W areHTy.

[OKyMEHTHbIE CUCTEMBI AOMKHbI ObITh paspaboTaHbl TakuMm 06pas3om, YTobbl 06ecneunTb BO3MOXKHOCTb
nepecMoTpa npas A0OCTyNa, a Takke 06ecnevnTb CBA3b 3TOW MHOpMAaLMK C OTAENBHLIMU JOKYMEHTaMu nMbo
C UX COBOKYMHOCTSIMM.

Mpaewuna gocryna MoryT U3MeHsATbCsi C TEe4eHMEM BPEMEHU B CBA3U C U3MEHEHWEM HOPMaTUBHO-NpPaBo-
BOW Ccpeabl, AENOBON AEATENLHOCTU M OXUAaHWI AenoBoro coobuiectea. CnegosarensbHoO, NpaBuna gocryna
[OIMKHbI HA PErynsipHOi OCHOBE OTCMEXWUBATbCsl U OBHOBMATLCS, @ OrpaHUYEHNs N0 BO3MOXHOCTM crneayeT
YMEHbLUUTbL UMW YNPa3aHUTb.

8.5 NMpaBuna oToopa n nepegaymn

Heobxoanmo paspabotarb npaBuna otéopa u nepeaayn 4o0kymeHToB. OTBETCTBEHHOCTL 3a pa3paboTky
npasun AOMMKHA ONpeaenaTbCa 3aKOHOAaTeNbHbIM aKTOM, WU UHCTPYKUUEN, UK NOMUTUKOW OpraHu3aumu.

Pa3spaboTka npaBun XpaHeHWs U YHUUYTOXEHUSA AOKYMEHTOB AOSMKHA OCHOBLIBATLCH Ha pesynbratax
NPOBEAEHHOIO aHanusa AenoBbiX npoueccoB (CM. pasaen 7). 3Tu npaBuna cneayer NpUMEHATb Npu paspa-
00TKE AOKYMEHTHBIX CUCTEM (CM. 5.3) 1 opraHn3aumMm AOKYMEHTHbIX NPOLECCOB (CM. pasaen 9).

B npaBunax gomkHbl ObITb ONpeaeneHbl rpynnbl UK KNaccbl JOKYMEHTOB C OAMHAKOBLIMU CPOKaMu
XPaAHEHUSA U eMHbIM NOPSAKOM AeNCTBUA No oTOOPY M nepeaaye AOKYMEHTOB Ha NOCMeAyIoLWee XpaHeHne
UM yHUUYTOXKEHNE. Knaccbl AOKYMEHTOB JOIKHBI ObITh CBA3aHbI C AEMOBbIM KOHTEKCTOM U AOMMKHbI BKIOYATb:

a) ngeHtudukarop(sl) Knacca;

b) onucanue knacca (Hanpumep, onucaHue PYHKUUW Unn 4enCTBus);

C) AeicTBUsA No oTOopy 1 nepefade AOKYMEHTOB Ha NOCMEAYoLee XpaHeHNe UM YHUUTOXEHne (Hanpu-
Mep, YHUUTOXEHWEe, MUrpaumsa unu nepegada KoHTpons);

d) cpoKu XpaHeHus;

€) ucxoaHble cobbITUA (OT KOTOPbIX MCHUCTIAOTCA CPOKU XPaHEHUS).

Knaccel MoryT 6bITb onpeaeneHbl 3a cHeT PYHKLUMOHANBLHOIO UK MOONepaLuoHHOro aHanusa (cm. 7.3).
B Takom cnyyae B npaBuna AOMmkHa ObITb BKMOYEHA MHOpMALIMA, OMUCLIBAIOLLAA COOTBETCTBYIOLME (PYHK-
UMK, BUAbI AEATENBHOCTU M/Mnu paboyne npoLecesl.

Mpaeuna orbopa u nepegadm MOryT TaKxKe COAEPKATb MOMOXKEHNS O NOPAAKE NEPEMELLEHUSA OKYMEH-
TOB M3 OAHON CPeabl XPaHEHUS B APYIYIO UMW XPaHEHUS OTBETCTBEHHOW OpraHusauuen.

12
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MpaBuna JOMmKHbI ObITb YTBEPXKAEHLI, 1aTUPOBAHBI, BHEAPEHbI U PETYNSIPHO NEPEeCMaTpMBaThLCA C yye-
TOM MeHsoWwmxcs TpebosaHui. B HEKOTOPBLIX NPaBOBbLIX YCNOBUSAX MOArOTOBKA NpaBun AOMKHA BKNOYaTb
YTBEPXKAEHWUE BHELLUHWM OPraHOM UNu PerynaTtopoM.

BHeapeHue npasun, onpegensiiolmx nopsaok oToopa u nepeaavu 4OKYMEHTOB Ha nocneayioLlee xpa-
HEHUE UNN YHUYTOXEHWNE, NOFDKHO YNPaBNATLCA U JOKYMEHTMPOBATLCA (CM. 9.9) u perynsipHO nepecmarpu-
BaTbCSA C YY4ETOM IOOLIX HOBLIX TPEOOBaHUM, BMUAIOLLMX HA AENOBYIO AEATENbHOCTb, 3a(PMKCUPOBAHHYIO U
onpeaeneHHy NocpeaCcTBOM aHanu3a AenoBbixX NpoLeccoB (CM. pasaen 7).

9 Mpoueccbl co3paHusi, BBOAa B CUCTEMY U YNPaBIeHUA JOKYMEHTaMm

9.1 OO Me nonoxeHus

Mpouecchl co3aaHus, BBOAA B CUCTEMY M YNPABNEHUS JOKYMEHTAMU AOMKHbI ObITb UHTErPUPOBAHDLI B
npoueaypbl U NPUMEHSEMbIE CUCTEMBI, B TOM YUCHE AOKYMEHTHbIE CUCTEMbI, U AOIMKHbI BKMIOYATh UCMONb30-
BaHWe CpeaCTB yNpaBneHUs AOKYMEHTaMu, e 310 Heobxoaumo (cMm. pasaen 8). OHM A0MKHbI NOAAEPXKUBATb-
CA MOSIUTUKON, pacrnpeaeneHnemM OTBETCTBEHHOCTU, npoueaypamu u obydyeHnem (cm. pasgen 6). Mpouecchbl
BKIIOYAIOT crnegyloLuee:

a) co3gaHne JOKYMEHTOB;

b) BBOA 4OKYMEHTOB B CUCTEMY;

C) Knaccudunkaumio 1 MHAEKCUPOBaHME JOKYMEHTOB;

d) ynpaBsrneHue 4OCTynoM K JOKyMeHTam;

€) XpaHeHne JOKYMEHTOB;

f) ucnonb3oBaHne JOKYMEHTOB;

g) MUrpauuio Nnu KOHBEPTUPOBAHUE JOKYMEHTOB;

h) ot6op, nepeaayy LOKYMEHTOB HA XPAHEHNE UINU YHUUTOXEHUE.

PewweHusi 0 pazpaboTke U BHEAPEHUU JOKYMEHTHBIX NPOLECCOB AOMMKHbLI OTPaXKaTb NOHUMAHMWE Cylle-
CTBYIOLLUMX AOKYMEHTHbIX MPOLECCOB U UCNONb3YEeMbIX JOKYMEHTHbLIX CUCTEM.

B cnyyae ecnu npouecChbl BbIMOMHAIOTCA CTOPOHHMMK OpraHu3auusiMn, B COFnNaLLEHUAX UnuM orosopax
no o6Cny>XMBaHUIO AOMKHBI BbITk YkasaHbl TPEOOBAHUA K NpoLECCaM, COOTBETCTBYIOLLME MEPbI MOHUTOPUHTA
n oueHkun (cm. 6.4). MNMpegocraBnsaemblie yCNyrn A0MKHbI KOHTPONMPOBATLCH HA PEryrnsApHON OCHOBE B COOT-
BETCTBUM C TpeGoBaHUsIMU AOroBOpA.

9.2 Co3pgaHue OOKYMEHTOB

[ns BeaeHWs 4enoBoi AEATENBHOCTW AOKYMEHTbI MOTYT ObiTb CO34aHbLI UMK MOMNYYEHbI U BBEAEHLI B CU-
cremy. [lenosble, lopuanyeckue u apyrue TpeGoBaHUA K AOKYMEHTaM OMpPeAernsiioTcs Ha OCHOBAHMN aHanmsa
[EenoBbIX NPOLEeccoB (CM. pasaen 7). 3Tu Tpe6oBaHUA UCNONb3YIOTCA ANS ONPEAENEHUs! NPOLIECCOB CO3AaHNA
[IOKYMEHTOB MNPU NPOEKTUPOBAHUM UNU NEPENPOEKTUPOBAHNM PAGOUMX NPOLIECCOB M JOKYMEHTHBLIX CUCTEM.

Co30aHUe JOKYMEHTOB AOMMKHO BKNIOYaThL B ceBs CO3aaHNe KOHTEHTA N METaAaHHbIX, KOTOPbIE (IMKCU-
pytoT 0GCTOATENLCTBA UX CO3AAHMUS.

9.3 BBOA4 AOKYMEHTOB B CUCTEMY

BBOA AOKYMEHTOB B JOKYMEHTHYIO CUCTEMY AOMKEH NPOBOAUTLCA B Cryyae, eCnu npu aHanuse Aeno-
BbIX NPOLIECCOB BbISBIIEHO, YTO ONpPeAEnNeHHbIe AOKYMEHTbI AOMKHbI ObITb COXPAHEHbI U YNPABISIEMbI B TeYe-
HWE BPEMEHW ANA YAOBNETBOPEHUA onpeaeneHHbiX TpeboBanuii. BBog B cUCTEMY JOIDKEH BKIOYaTh:

2) NPUCBOEHWE YHUKAMbLHOTO naeHTucmkatopa (MM6o mMalmHouMTaemoro, nmmbo BOCNPMHUMAEMOTO Ye-
FIOBEKOM);

b) BBOA MNK co3gaHne MeTagaHHbIX 0 AOKYMEHTE B MOMEHT BBOZA B CUCTEMY;

C) CO34aHue B3aMMOCBS3M MeXay OTAESNbHbIM AOKYMEHTOM U APYTMMU JOKYMEHTaMU, areHTaMmu Unu
[AenoBbIMK Onepauusmu.

MeragaHHble, co3aaHHble, AODABNEHHbIE UMU MOJYYEHHbIE B MOMEHT BBOAA AOKYMEHTa B CUCTEMY,
JOIMKHbI COOTBETCTBOBATL YTBEPXKAEHHON CXeME& METaAAaHHbIX U BCEraa AOMKHbI ObiTh CBSI3aHbl C AOKYMEH-
Tamu.

B MOMeHT BBOAa B cMCTEMY MeTafaHHble, OKYMEHTUPYIOLLME KOHTEKCT AOKYMEHTA, AOIDKHbI ObiTh 3a-
PUKCMPOBAHbI M COXPaHEHbl B Ka4eCTBE A0Ka3aTenbCTBa COBEPLUEHHON onepaumn. YHuKkanbHbie uaeHTudu-
KaTopbl fOKHbI ObITb MOCTOSIHHBIMM.

13
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JIOKYMEHT MOXET ObITh BBEIEH MHOTO Pas3 B pasniyHble 4OKYMEHTHbIE CUCTEMbI. Kagoe coGbiTue AOHKHO
ObITb 3aMMCaHO B METAAAHHbIX NpoLiecca. C MOMEHTa BBOAA [JOKYMEHTa B AOKYMEHTHYIO CUCTEMY METaAaHHbIe
0 1ENCTBUSAX, COBEPLLAEMbIX C JOKYMEHTOM, UMW O €10 UCMOMb30BAHUM JOMHKHLI HEMPEPLIBHO HAKANNWUBAaTLCS.

9.4 Knaccudmkauma u mngekcupoBaHue OKYMEHTOB

Knaccudukaums COOTHOCUT AOKYMEHTbI C UX JENOBLIM KOHTEKCTOM, CBA3bLIBAA UX C KaTeropusmu u3
CXeMbl Knaccugukaummn pabounx npoueccos (cm. 8.3).

Knaccudukaumsa 4OKYMEHTOB BKITHOYAET:

a) NpUBA3KY AOKYMEHTA K JOKYMEHTUPYEMOW AENO0BOI AeATENbHOCTU HA COOTBETCTBYIOLLEM YPOBHE (Ha-
npuMep, kK MYHKUMKU, AENCTBUIO Unn pabovemy npoLeccy);

b) ycTaHOBNEHME CBA3M MEXAY OTAENbHBIMU AOKYMEHTaMU U COBOKYMHOCTU JOKYMEHTOB AnA obecnede-
HWUS HENPEPBLIBHOTO AOKYMEHTUPOBAHUA AEN0BOW AESTENbHOCTU.

Knaccudukaums 4OKYyMEHTOB MOXET NMPUMEHSTLCA K OTAENbHBIM JOKYMEHTaM UMM UX COBOKYMHOCTSAM.

HokyMeHT MOxeT GbITb knaccuduuymposaH 6onee oaHOro pasa 3a nepuoj ero cyLlecTsoBaHus. B cnyyae
U3MEHEHMA Knaccudukaumm nobsle 3aMEeHEHHbIE MeTaaHHbIe KrnaccuduKkaumm AOmkHbl ObiTb COXPaHEHDI.

MeTagaHHble MHAEKCUPOBAHUSA TaKKE MOTYT OblTb MCMNOMbL30BaHLI AN TOro, YTOObI JOKYMEHTbI CTanm
Gonee AOCTYMHbLIMU ANSI areHTOB, KOTOPbIM pa3peLueH A0CTYN kK HUM. MeTafaHHble MHAEKCUPOBaHWSA, Takue
Kak 0ObEeKT, pacrnonoXeHne unm HauMeHOBaHus, MOTYT ObITb CBA3aHbI C AOKYMEHTaMU B MOMEHT BBOAA B CU-
cTeMy 1 MOryT GbiTb f06aBneHbl N0 Mepe HEOOXOANMOCTM HA NPOTSKEHUM BCETO MX CYLLECTBOBAHMUS.

9.5 YnpaBneHue A4OCTYNOM K AOKYMEHTaM

JocTyn K OKYMEHTaM AOIKEeH OCYLLECTBAATLCA HA OCHOBE YCTAHOBIEHHbIX NPOLIECCOB.

[OKYMEHTHbIE CUCTEMbI JOIMKHbI ObITb paspaboTaHbl C BO3MOXHOCTbIO NPeAOCTaBNEHUs U OTPaHNYEeHUNA
J0CTyna K AOKyMEHTaM ANs areHTOB MHAWBUAYANbHO WU B COBOKYMHOCTU. MexaHn3mbl AOCTYNA K AOKYMEH-
TaMm B AOKYMEHTHbIX CUCTEMAX (BHE 3aBUCUMOCTM OT TOTO, TEXHUECKNE OHU UINU HET) AOIMKHBI ObITb peanuso-
BaHbl C UCMOSb30BAHMEM aKTyasibHbIX U YTBEMKAEHHbIX Npasun gocryna (cM. 8.4). MNMpasuna gocryna Moryt
TpeboBaTb UCMONb30BAHMSA MHCTPYMEHTOB JOCTaBKM JOKYMEHTOB, METaaHHbIX UMK OTPEAaKTMPOBAHHbIX A0-
KYMEHTOB [N aBTOPU3OBaHHbIX NONb30BaTenen.

MpumMeHeHne npaBun AocTyna AOMKHO ObITb 3aNMCAHO Kak 4YacTb METaAaHHbIX NPOLUecca Ha COOTBET-
CTBYIOLLEM YPOBHE (AN OTAENBLHOrO AOKYMEHTa UNn COBOKYNHOCTH). M3MeHeHua aTux npasun, BKNOYas non-
HOMOYMS W AaTy U3MEHEHUS, TAKKE AOMKHBI ObITb 3a0KyMEHTUPOBAaHLI Kak MeTagaHHble npouecca.

OtaenbHble cnyvan AocTyna K AOKyMEHTaM B 3aBUCUMOCTM OT TpeboBaHui, onpeaeneHHbIX ANs A4enoBon
AesATENbHOCTM U pUCKA, CBA3AHHOIO C AEf0BOW AEeATENbHOCTLIO, MOTYT ObiTb 3a(PMKCUMPOBaHbI B NpaBunax.

9.6 XpaHeHne [OKYMEHTOB

JIOKyMEHTbI, HE3aBMCUMO OT chopmaTa Mnu HOCUTENS!, AOMDKHBI XPAHUTLCS Takum 06pa3om, 4Tobbl Gbina
obecneyeHa Ux 3aLmMTa OT HECAHKLIMOHUPOBAHHOIO A0CTYNA, U3MEHEHUS, YTPaTbl UMW YHUUTOXEHUSA, BKIIO-
Yast KpaXku U KatacTpodbl. STO 03HAYAET, YTO AOMKHbI ObITh NPUHSTLI MEPBI AN 06ecneyYeHus:

a) Hagnexallen cpeabl XPaHEeHUs1 U COXPAHHOCTU HOCUTENS;

b) ucnonb30BaHUA 3aLUTHBIX Marepranos u cneumanbHbIX NPoLeayp B Criydyae He0OX0AMMOCTH;

C) HenpepbIBHOM 3aLUUTbI U MOHUTOPUHIA PU3NYECKON U MHAOPMALIMOHHON 6Ee30NacHOCTH;

d) pa3paboTku u TeCTUpoBaHUs NOPAAKA AEWCTBUI B Ype3Bbl4aiHbIX CUTYaLMSAX U NPU BOCCTAHOBUTESNb-
HbIX NpoLeAYypax, a TAKKe MNOATOTOBKUA NEpCOHana K OCyLLECTBNEHUIO 3TUX AEeNCTBUIA.

MeTagaHHble JOKYMEHTOB AOSDKHbI BKNIOYaTh MHpOpMAaLMIO O XpaHeHuu. [laHHasa nHdopmaums MOXeT
ObITb MONMy4YeHa U3 JOKYMEHTHbBIX CUCTEM OpraHn3auum nubo OT BHELLUHWUX OpraHm3auuin. [laHHasa uicgopmaums
AOIKHA ObITb NpUroiHa A NoMcka U MOHMTOPUHIa obecnevyeHnsa MHOPMaLMOHHOI 6e30NacHOCTH.

XpaHeHue [OKYMEHTOB, BKIIOYasi Cpefly U HOCUTENb, 3alUUTHbIE MaTepuarnbl, npoueaypbl 06paboTku u
CUCTEMbl XPaAHEHUS! JaHHBIX, JOJDKHO HAaXOAUTLCA NOJ MOCTOSIHHLIM KOHTPOMEM, a Takke HeobxoamMmo npo-
BOJMUTL OLIEHKY ANSl BbISBNEHUSA MIOOLIX PUCKOB B OTHOLLEHUW AOCTYNHOCTU UMN LIENOCTHOCTM JOKYMEHTOB.

9.7 Ucnonb3oBaHue [OKYMEHTOB

JoKyMeHTbl AOMXKHbI ObITh MPUIOAHLI AT UCNONbL30BAHUA B TEYEHUE YCTAHOBMEHHbLIX CPOKOB XPaHEHUS!.
JOKyMEHTHbIE CUCTEMBI AOMKHbI 06ecneunBaThb NErkoCTb MCMONb30BaHUA AOKYMEHTOB (CM. 5.3). Mepbl no
noaaepXaHuio HENPEPbLIBHOCTU UCMONb30BAHUA MOTYT BKIIOYATb CreayioLLee:

a) NPUMEHEHNE U COXPAaHEHUE COOTBETCTBYIOLUMX METAAAHHLIX O TEXHUYECKMX XapaKTEPUCTMKaX A0-
KYMEHTa;
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b) cosgaHue AONONHUTENbHbLIX KOMMWIA AOKYMEHTOB MU UX Npeobpa3oBaHne B ansTepHaTUBHbIE POPMaThI;

C) MUrpauuto JOKYMEHTOB;

d) noaroToBky nnaHa obecnevyeHUs HenpepbIBHOIO AOCTYNa U UCMONb30BAHUA AOKYMEHTOB B YPE3Bbl-
YariHbIX CUTyauuaX, 3aTparnBaKLLMX JOKYMEHTHbIE CUCTEMbl UNKN XPaHUNULLA;

€) perynsipHbli MOHUTOPUWHT YCNOBUIA XPaHEHUS.

MeTagaHHble 0 npoueccax, NPUMEHAEMbIX AS MOBbILLEHUSA 3PDEKTUBHOCTU UCTIONb30BAHMSA JOKYMEH-
TOB, TAKUX Kak KOHBepTUpoBaHue (cM. 9.8), AOMKHbI ObITh 3aNUcaHbl B METaaHHbIX NpoLecca.

Pewienusi o hopmaTtax JOKYMEHTOB NPW CO3AAHWU, MUTPALUM MK NPEO0OPa30BaAHUN AOIDKHbI YYUTBLIBATD
NPeMMyLLECTBA, KOTOPbIE MOTYT ObITk NOMYYEHLI NPU UCMONB30BAHUN JOKYMEHTOB.

[MoBTOPHOE MCMONBb30BaHNE KOHTEHTA JOKYMEHTAa KakK YacTu AenoBon onepauuu (B ApYrmx BHYTPEHHUX
Unn BHeLWHMX pabo4nx npoLeccax) co3gaeT HOBbLIN JOKYMEHT B HOBOM KOHTEKCTE C HE3aBUCUMbIMU MeTaaaH-
HbIMW OTHOCUTEMNbLHO BBOAA B CUCTEMY M MPOLIECCOB YNPaBneHUs.

9.8 Murpaumsa n KOHBEpTMPOBaHUE JOKYMEHTOB

Mpouecc murpauum u KOHBEPTUPOBAHUSA AOKYMEHTOB MEXAY AEMOBLIMU U/UMW JOKYMEHTHLIMU CUCTEMA-
MM, BKIOYas BbIBOA U3 9KCNyaralum cuctemMbl (CUCTEM), NEPEBO] C TPAAULIMOHHOTO HOCUTENSA B LUPOBOIA
dopmat (OUMPpPOBKY), AOMKEH ObITb CMNAHUPOBAH, 3a(PUKCMPOBAH U AOBEAEH A0 CBEAEHUS BHYTPEHHUX U
BHELLHUX 3aUHTEPECOBAHHbIX CTOPOH.

JormKHO BbITb YCTAHOBMEHO MECTO Pa3MELLEHNSA UCXOAHbIX JOKYMEHTOB B NPOLIECCE MUrPaLK NI KOH-
BEPTUMPOBAHUA.

Bo Bpems murpaumm um KOHBEPTUPOBAHWUSA BECb KOHTEHT JOKYMEHTA M CBA3AHHbIE C HUM METajaHHble
B UCXOAHON cucteme unm opMare AOSKHbI COXPaHATLCA A0 TEX MOp, noka npouecc He OyaeT 3aBepLueH, a
LeNOCTHOCTb U HAAEXHOCTb KOHEYHOW CMCTEMbI UnK hopmaTa He ByayT HAXOAUTLCH NOA KOHTPONEM U JOIDK-
HbIM 00pa30M 3aLLUMLLEHDI.

Mpouecchl Murpauun n KOHBEPTUPOBAHKUST MOTYT NOTPEeOOBaTLCS ANA NPOBEPKU, aBTOPU3aLMK Unn cep-
TUdUKaLUUU BHELLUHUM OPraHoM.

9.9 OT60p M Nepeaaya AOKYMEHTOB Ha XPaHEeHMe UM YHUUTOXEHUe

Mpouecchbl oT6opa U nepeaayn AOKYMEHTOB HA XPAHEHWE UMU YHUMTOXEHUE CreAyeT MpOBOAMTL B COOT-
BETCTBUM C YCTAHOBSEHHbIMM Npasunamm (CM. 8.5). [JOKYMEHTHbIE CUCTEMbI AOIPKHbI ObITh pazpaboTaHbl C y4ETOM
BO3MOXHOCTM BbIMOSTHEHUSI AEWCTBUIA MO OTOOPY U Nepeaye AOKYMEHTOB Ha XpaHEeHWE UMK YHUYTOXeHUue (CM. 5.3).

JOoKyMEeHTbl U METafaHHbIE AOIMKHbI XPAHUTLCA B TEYEHME YCTAHOBMEHHbIX CPOKOB XPAHEHUS, YKa3aH-
HbIX B MpaBunax, onpeaensoLmx nopsaaok oToopa u nepegaqm JOKYMEHTOB Ha NocneayioLee XxpaHeHne unm
YHUUTOXEHUE.

JerictBua no oTbopy u nepegaye JOKYMEHTOB HA XPAHEHUE UIU YHUMTOXEHWUE, YCTAHOBIIEHHbIE B Npa-
BWUMax, MOTYT BKNIOYaTh:

a) YHUYTOXEeHUE AOKYMEHTOB U METaAaHHbIX;

b) nepenavy LOKYMEHTOB U METaJaHHbIX OpraHu3aLumn, Kotopas B3sina Ha cebs OTBETCTBEHHOCTL 3a fe-
NOBYIO AEATENLHOCTbL NyTEM PECTPYKTYpPU3aLuu, Npoaaxu, npuBatusauum unv 4pyrnx UsMeHeHuin B 4en0oBOK
JeATenbHOCTY;

C) nepefadvy AOKYMEHTOB U METAAaHHbIX B apXWB OpPraHM3auuu UMW BHELUHUI apXuB HA MOCTOSIHHOE
XpaHeHue.

JerictBua no otbopy 1 nepeaave AOKYMEHTOB HA XPAHEHNE UMK YHUUTOXEHUE JOMKHbI ObITb NpoOBEpe-
Hbl 0 BHEAPEHUA Ana o6ecneyeHuns rapaHTum Toro, Yto TpeboBaHus K AOKyMeHTaM (CM. 7.4) He U3MEHUITUCD.

HexoTopble MeTafaHHbIE AOKYMEHTOB AOMKHbI ObiTb COXPAHEHLI B TEYEHWE MUHUMAIIBLHOIO Mepuoaa
XpaHeHUs OKYMEHTA, C KOTOPLIM OHM CBA3aHbI. Mpouecckl oT6opa n nepeaayn JoKyMEHTOB Ha XPaHeHWe unm
YHUYTOXEHUE AOIKHbI NOAAEPXKUBATb 3TU TpeboBaHuUS.

YHUUYTOXEHWE AOKYMEHTOB A OPKHO OCHOBBLIBATbLCA HA CREAYIOLMX NPUHLUMNAX:

a) YHUYTOXEeHUE AOKYMEHTOB JOIMKHO OblTb CAHKLUMOHUPOBAHHBIM,

b) AOKYMEHTbI, CBA3aHHbIE C MPEACTOALUMU UMK TEKYLLMMK cyaeOHbIMU pa3bupaTtensCcTBaMu U paccne-
JOBAHUSAMU, YHUUTOXEHUIO HE MOANEXAT, NMOKa 3TN AEWCTBUS NPOUCXOAAT MU OXXUAAIOTCS;

C) YHUUTOXEHUE JOKYMEHTOB CneayeT NpoBOAWUTE TakumM 06pasom, YToObl 06ECNeUYnTb NONIHOE YHUYTO-
>KEHWE, KOTOPOE COOTBETCTBYET BCEM OrpaHUYEHUSIM BE€30MaCHOCTU UMK AOCTYNA K AOKYMEHTY;

d) cbakT YHUUTOXKEHUSI AOKYMEHTOB A0MKEH ObiTb 3a(PMKCUPOBAH.
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FOCT P ICO 15489-1—2019

YK 005.92:006.72:006.354 OKC 01.140.20

Kniouesble crosa: cuctema cTaHAaapToB 1o GUGnNMoTe4HOMY U M3aTenbCKOMY Aeny, OKYMEHTbI, ynpaBneHue
[NIOKYMEHTaMK, NPUHLUMMBI YNPABRNEHNS A0KYMEHTaMU, JOKYMEHTHAsA CUCTEMA, METa/laHHbIe I0KYMEHTOB, aHa-
NU3 AenoBbIX NPOLECCOB, CPEACTBA YNPAaBIEHNS LOKYMEHTaMK
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B3 3—2019/33

Pegaktop /1.U. Haxumosa
TexHudeckunin pegaktop B.H. [Ipycakosa
Koppexktop E.P. AposH
KomnbloTepHas BepcTka FO.B. [lorosoli

CpaaHo B Habop 27.03.2019.  lMoanucaHo B nevaTb 11.04.2019.  dopmat 60 x 84! /8. FapHuTypa Apuan.
Yen. neyw. n. 2,79, Yy.-usg. n. 2,51. Twupax 40 ak3.  3ak. 399.

MoaroToBneHo Ha ocHoBe 3]'IeKTp0HHOI7I Bepcun, I'Ipe,D,OCTaBJ'IeHHOIZ paspaboTunKkoM cTaHgapTa

nA «tOpucnpygeHumay, 115419, Mocksa, yn. OpaxoHukuase, 11.
www jurisizdat.ru  y-book@mail.ru

M3gaHo n otnevataHo Bo PryMn « CTAHAAPTUHOOPM»,

117418 Mocksa, HaxumoBckuii np-T, 4. 31, k. 2.
www.gostinfo.ru  info@gostinfo.ru
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