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MpeaucnoBue

Lenu n npuHuunel ctaHgaptusauumn B Poccuiickon ®enepaunm yctaHoBneHsl ®eaepanbHbiM 3aKOHOM
oT 27 nekabps 2002 r. Ne 184-93 «O TexHMYeckoM perynvpoBaHiuy, a npasuria NPUMMEHeHNs HaunoHanbHbIX
ctanagapToB Poccuiickonn ®epepaumm — FOCT P 1.0—2004 «Ctanpaptusauusa B Poccuiickon Pegepaumu.
OcHOBHble NOMOXKEHUSA»

CBefeHUA o cTaHaapTe

1 MOArOTOBJIEH lNocyaapcTBeHHbIM yupexaeHueM «Bcepoccuitckuini HayuHo-uccneaosaTenbckuin
WHCTUTYT QOKYMeHTOoBeAeHUs 1 apxunsHoro aena» («BHUNAAL») Ha ocHOBe ayTEHTUYHOro nepesoaa Mexay-
HapoAHoro ctangapTa, BeinonHeHHoro «BHUWAA», ykasaHHOro B NyHkTe 4

2 BHECEH TexHunyeckum komuTeToM no ctaHaaptusauum TK 191 «HayuyHo-TexHuyeckasa nHgpopmauums,
B61MBNMOTEYHOE N U3aaTENLCKOE Aeno»

3 YTBEP)XAEH 1 BBEJEH B JENCTBME lMpukasom ®eaepanbHOro areHTcTea no TeXHU4YecKoMmy pe-
rynupoBaHuio n metpornorum ot 13 Hosbpsa 2008 r. Ne 310-ct

4 HacTosiwumi ctaHaapT naeHTudeH mexayHapoaHomy ctaHgapty UCO 23081-1:2006 «UHdopmauma n
JokyMeHTauus. Mpoueccel ynpasneHus gokymeHTamu. MeTagaHHble Ana AokyMeHToB. HYacTb 1. MpuHuunbi»
(1ISO 23081-1: 2006 «Information and documentation — Records management processes — Metadata for
records — Part 1. Principles»).

Mpu npMeHeHUU HacTosILLEero cTanaapTa peKOMeHAYeTCA NCNONb30oBaTbL BMECTO CCINOYHBLIX MeXayHa-
POAHbIX CTAHOAPTOB COOTBETCTBYIOLINE UM HaLMOHasbHbIe cTaHaapTel Poccuiickon ®eaepaunu, ceegeHns o
KOTOPLIX MPUBEAEHLI B NPUNOXeHUN A

5 BBEJEH BMEPBLIE

UHpopmalust 06 UBMeHEeHUsIX K HacmosiueMy cmaHlapmy rybruKyemcsi 8 exxe200H0 u30asaeMoOM UH-
gopmayuoHHOM ykasamene «HauuoHarneHele cmaHOapmbi», a meKkcm UMeHeHUU U rornpasok — 6 exeme-
CSIYHO U30asaeMbix UH(hOPMaUUOHHbIX yKa3amensix «HauyuoHansHble cmaHO0apmel». B cnydae nepecmompa
(3aMeHbl) unnu ommeHs! Hacmosiweao cmarH@apma coomeemcmayiouee ysedomneHue bydem orybnukoeaHo
8 eXxeMecsiyHO us0agaeMoOM ykasamene «HauyuoHnaneHbele cmaHOapmbl». Coomeemcmeyiowasl UHghopma-
yusi, yeedoMmiieHuUe U MEKCMm pasMeljarmes makxe 8 UHEOpMayuoHHOU cucmeme obujezo Mnornb308a-
Husi — Ha ocguyuancHoM calime ®edepanbHoe0 aseHmMcmea 0 MEXHUYECKOMY peaynuposaHuio U
Memporioauu 8 cemu YIHmepHem
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HacTosawuii ctaHaapT He MoXeT ObITb NOMHOCTHIO UMM YaCTUYHO BOCTPOU3BEAEH, TUPAXKMPOBaH U pac-
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BBegeHune

Hacroswuii ctaHaapT ycTaHaBnNMBaeT OCHOBLI NSl CO3AaHuA, ynpaBneHns 1 UICNonb3oBaHuUs MeTafaH-
HbIX 06 ynpaBneHun 4OKYMeHTaMu, a Takke o6 bsCHAET NPUHLMNGI, feXallne B OCHOBE YNpaBIieHnsl UMU.

HacToawuit ctaHaapT ABAAETCA PYKOBOACTBOM K MOHUMAHWUIO U NPUMEHEHUI0O MeTadaHHbIX B paMKax
MCO 15489-1:2001 (R) «UHopMauuma n aokymeHTaums. YnpasneHune sanucamu. Obme nonoxexHus». Hac-
TOSILLUI CTaHQapT NoAgYepkMBaeT 3HaYMMOCTb MeTajlaHHbIX 06 ynpaBneHnM AoKyMeHTaMu B AeNOoBLIX NpoLec-
cax U pasnuyHbIX poner U TUNOB MeTafaHHbIX, NoAAepXUBaLMX AenoBble npoueccbl U npouecchl
ynpaBsrieHna 4OKYMEHTaMM, a Takke YCTaHaBMMBAET CTPYKTYPY YNPaBieHUs 3TUMU MeTagaHHLIMU.

B NCO 23081-1:2006 BeaeHue AeroBbIX onepauuii TpakTyeTcsl B LUIMPOKOM CMbICNE, He OrpaHU4nBasch
KOMMEp4YecKon AesiITeNbHOCTbIO, a BKIMoYaeT rocyAapCTBEHHOE ynpaBrieHne, HeKOMMepYeCcknue opraHusanmn
W Apyrue npeanpuaTus.

Hacroswui ctaHgapT He onpeaensieT ob6si3aTenbHbli 4118 npuMeHeHUst Habop MeTagaHHbIX 06 ynpas-
neHn1 JOKYMeHTaMu, MOCKONbKY 9T MeTadaHHble 6yayT oTnuyaTbesl B 3aBUCUMOCTU OT TpeboBaHWI 3akoHO-
fatenbctBa. OagHako 3TOT cTaHOapT COAepPXWUT Habop OCHOBHBIX MeTaaHHbIX, COOTBETCTBYHOLLMMA
TpebosaHuam NCO 15489-1:2001.

NCO 23081 cocTouUT U3 HECKOMbKMX YacTei noa obwmumM HassaHneM «UHbopmaumsa u gokymeHTaumsa.
Mpouecchl ynpasneHua gokyMeHTamu. MeTagaHHble Anst 4OKYMEHTOBY:

Yactb 1. MpuHumMnbl

Otavactb MCO 23081 ycTaHasnuBaeT OCHOBBI A1 CO3AaHUA, YpaBAeHUs U NPUMEHEHUA MeTagaHHbIX
06 ynpaBneHun gokyMeHTamu, a Takke 06bACHAET NPUHLMNLI, KOTOPbIE YNPAaBNSAOT UMU.

Yactu 2 n 3 cogepxat 6onee noapobHyo MHbopmaumio 1 obecneursatoT NpakTUYECKoe PyKOBOACTBO MO
BHeApeHuto, a Takke MeToabl oLeHkU Habopa MeTadaHHbIX 06 ynpaBneHuM AOKYMeHTaMu B COOTBETCTBUA C
npuHumnamn ator yactn NCO 23081. 3tn yactn ctaHaapTa 6yayT NOAroTOBMEHbI B BUAE TEXHUYECKUX OTYE-
TOB, KOTOPbIE paccMaTPUBAIOTCA Kak AOKYMEHTLI, Tpebylowme perynsipHoro o6HoBNeHUA.
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HAUUWOHANBbHBIN CTAHOAPT POCCUNCKOWN ®EOAEPALUUMU

Cucrema ctaHgapToB no uHdopmauuum, 6v|6n|40'req|-|omy U u3garenbCKoOMy geny

MPOLECCHI YINMPABJIEHUA OOKYMEHTAMWU. METAOQAHHBIE ANA AOKYMEHTOB
YacTtb 1

MpuHUUNBI

System of standards on information, librarianship and publishing.
Records management processes. Metadata for records. Part 1. Principles

DaTta BBegenna — 2009—07—01

1 O6nacTb npuMeHeHusA

HacToAwwmin cTangapT onvceiBaeT NpUHLMIMLI NOAAePKKA U yripaBneHus MeTagaHHbeIMK 06 ynpaeneHumn
AOKYMeHTaM1. 3TW NPUHLMMbI MPUMeHSIoTCA K:

- OOKYMEHTaM U UX MeTaJaHHbIM;

- BCeM fpoLeccam, KoTopble UX 3aTparnBatoT;

- NoBoit crucTeme, B KOTOPOW OHU XpaHATCS;

- no6oi1 opraH13aLnm, OTBETCTBEHHOI 3a yrpaBneHne UMK,

2 HopmMaTuBHbIe CCbINKK

B HacTosiliem cTaHgapTe UCMomnb3oBaHa cebifika Ha criedyloLuii MexayHapoaHbIi cTaHaapT:
NCO 15489-1:2001 «MHdopmaLna n gokymeHTauums. YnpasneHue gokymeHTamu. ObLyme nonoxeHus».

3 TepMuHbI 1 onpeaeneHns

B HacTosilem ctaHaapTe npuMmeHeHsbl TepMuHbl o MCO 15489-1, a Takcke cnepgyowme TEpMUHBI C COOT-
BETCTBYOLUMMMU OnpeaeneHnsMn:

3.1 areHT (agent): OtgensHoe nuUo, paboyas rpynna unu opraHusauus, OTBETCTBEHHAA 3a/Unn BoBne-
YeHHasl B npouecckl co3naHusi, BBoAa W/unn ynpasneHus AOKYMeHTaMu.

3.2 cxema kogupoBaHua (encoding scheme): Cnvcok Bcex 4OMYCTUMBIX 3HAYEHWUIA Ha HAaUMOHaNbHOM
A3bIKE W/WUMN CUHTaKCUYECKN KOQUPYEMBIA TEKCT, NpeaHasHauYeHHbIN AN KOMMbIoTepHOn 0b6paboTku.

3.3 cxema meTapgaHHbix (schema): Jlornueckuii nnaH, NoKasbIBAOLLMIA OTHOLUEHUSA MeXay aneMeHTa-
MW MeTafaHHbIX, 0BbIYHO MOCPEACTBOM YCTaHOBIMEHWS NMpaBuil NCMONb30BaHUA 1 yNpaBieHNA MeTagaHHbIMK,
0CcOBEeHHO KacarLMXCA CEMaHTUKWU, CUHTaKcuca U onuuii (cteneHn obsasaTtenbHOCTU) AaHHBIX.

4 MeTapaHHble 06 ynpaBneHUu AOKYMeHTaMu

YnpaBneHne MeTagaHHbIMU — HeoTbeMIeMasi YacTb ynpaBsrieHusi JoKymeHTaMun, obecneumsaroLwas Bbl-
NofiHeHWe MHOXEeCTBa pasfiMyHbIX (pyHKUMA 1 Lenei. B koHTeKkcTe ynpasneHUa AOKYMeHTaMn MeTagaHHble
onpeaensITcs Kak AaHHble, ONUChIBaOLLMe KOHTEKCT, coaepKaHue U CTPYKTYpY AOKYMEHTOB, a Takoke npouec-
Cbl YNpaBneHns UM Ha NPOTSHKEHUU BCEro XXU3HeHHoro uykra agokymenTa (MCO 15489-1, noagpasgen 3.12).
Camu no cebe MeTagaHHble ABNAOTCS CTPYKTYPUPOBaHHOWM UM NOSYCTPYKTYPUPOBaHHON HopMaumen, no-
3BOMSAOLLEN co3AaBaTh, PerucTpupoBarb, knaccuduumposatb, obecrneumsaTtb AOCTYN, XpaHeHUe U pasMeLle-
HUWe [OKYMEHTOB, B paMKax U 3a npegenamv ogHon nubo Heckonbkux obnacten geatensHocTu. Kaxaaa us
aTux obnacten npeacTaBnseT cepy MHTENNeKTyanbHOro A3LIKOBOro 0bLLIeHUs, coumanbHON U/unn opraHnsa-
LMOHHOW AesaTenbHOCTY onpedeneHHoM rpynnbl niogen, pasgensowmx onpeaeneHHble LeHHoOCTU n obnapato-
LLMX onpeaeneHHbIMU 3HaHnaMU. MeTagaHHble 06 ynpaeneHun JoKyMeHTamn 4onyckaeTcsl UCNofb3oBaTh AN

WU3panwne ocbmumnansHoe
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naeHTUUKaLUUKW, NOATBEPXKAEHUS MOANIMHHOCTM U KOHTEKCTYanusaunM AoKYMEHTOB U fiodeil, npoLeccos u
CUCTEM, KOTOpbIe CO3Jat0T, YNPaBMsIoT, NOAAEPXKMBAIOT U UCTIONb3YIOT AOKYMEHTHI, @ Takoke AN NIPUHLMMNOB No-
AIUTUKN, HA KOTOPBIX CTPOUTCH yrpasneHne ummn (cm. 9.1).

MepBoHaYanbHO MeTafaHHbIE ONpeaensitoT 4OKYMEHT B MOMEHT ero BBoAa, (UKCUPYS ero CBA3b C KOH-
TEKCTOM AeNoBo AeATENbHOCTA U yCTaHaBNUBaA KOHTPOSIb Had HUM. B TeueHue XXU3HeHHOro Lmkia IOKyMeH-
TOB WM WX COBOKYMHOCTEW HOBbIE CrOM MeTafaHHbIX OyayT Ao6aBnaTbCA B npoLecce WUCnonb3oBaHUA
[OKYMEHTOB BO BHOBb NPOBOAUMBIX AEMOBLIX onepauusx. ATo 03HavaeT, YTo MeTaAaHHbIe NpoAsIKaloT Ha-
KannueaTb UHGOPMaLIMIO, KacaloLLYHOCSl KOHTEKCTa YNpaBneHust OKyMEeHTaMU U AenoBbIX NPoLEeccoB, B KOTO-
PbIX UCMOMbL3YIOTCA AOKYMEHTbl, U COOTHOCATCA C coAepXaTefbHbiIMA W CTPYKTYPHBIMU M3MEHEHNAMU
JokymeHTa. MeTagaHHble MOTryT 6bITb UICTOYHUKOM MHDOPMALIMM O MHOFOKPaTHOM UCMOSIb30BaHNN AOKYMEHTa
MHOTMMW CUCTEMaMM U NSt MHOXeCTBa Lenei. MeTagaHHble, NpuMeHsieMble K JOKYMeHTaM B TeYeHue Bcero
WX KM3HEHHOrO LMKIa, MOXHO NpoAorpKaTh UCNONb30BaTh NOCHe TOro, Kak CaMu AOKYMEHTEI NepecTaHyT ObiTb
BOCTpeboBaHbl B A€NOBbIX LienisiX U 6yayT nepeaHbl Ha XpaHeHue.

MeTtaaaHHble 06ecneymBaloT ayTeHTUMHOCTb, HAAEXKHOCTb, MPUMEHUMOCTb U LLeNTIOCTHOCTL AOKYMEHTOB,
obecneynBaloT ynpaBneHme MMM 1 NoHUMaHue UHOPMAaLMOHHBIX 0BBEKTOB Kak (hU3UYECKUX, Tak aHanoro-
BbIX U UncpoBbix. OaHaKo MeTagaHHbIMU Takke HeoBXoAMMO ynpaBnaTb.

YnpaBneHue aokyMeHTamu Bceraa BknodaeT B cebs ynpasneHue MetagaHHbiMU. OQHaKo 3NeKTpoHHast
cpena TpebyeT UHOTO BbipaXKeHUs TPaAULMOHHBIX TPeGOBaHUA U UHBIX MEXaHU3MOB ANA uaeHTUbUKaLmK,
BBOAA, ONnpeaeneHnsa CBOUCTB U UCTIONb30BaHWUSA MeTadaHHbIX. B anekTpoHHoM cpeae AOKYMEHTbLI HopMaTuB-
HOTO XapakTepa — 3TO JOKYMEHTbI, CONPOBOXAAeMble MeTafaHHbIMUK, onpeaensiiownuMmn UX HOpMaTUBHbIA
cTaTtyc. 3TOT HOPMaTUBHbLIN CTaTYC AOIPKEH BbITb YETKO AOKYMEHTUPOBaH, a He NoApasyMeBaTbCs, Kak B HEKO-
TOpbIX MpoLeccax ynpasneHnss bymaxkHblMn JoKyMeHTamn. B anekTpoHHO cpefle oueHb BaxHo obecneuntb
rapaHTuio Toro, YTobbl B crcTeMax, KOTopble CO3Aat0T, OCYLECTBNSIIOT BBOA M YNpaBreHue AOKYMEeHTaMu, ocy-
LLeCTBNSANOCH co3aaHne 1 BBoA MeTadaHHbIX 06 ynpasneHun gokyMmeHTamu. U, HaobopoT, anekTpoHHas cpe-
Ja npegocTaBnsieT HOBble BO3MOXHOCTU ANA onpedeneHus W co3faHvusa MeTafaHHblX, a Takke And
obecneyeHns NonHOro, CBOEBPEMEHHOro BBOAA AOKYMEHTOB. OTU 4OKYMEHThI MOTyT ObITb CBUAETENbCTBAMM
TpaH3aKkUMiA UNn HenocpeacTBEHHO BbiTb TpaH3aKUUAMMU.

5 HasHauyeHWe MeTagiaHHbIX 06 yNpaBrneHUN JOKYMEHTaMU U NepcneKTUBbI
MX UCNONb30BaHUsA

5.1 HasHauyeHue M pofib MeTaAaHHbIX 06 ynpaBrneHUU AOKyMeHTaMu

MeTtagaHHble nogaepXuBatoT AenoBbie NPoLecchl U NpoLecchl ynpasneHUst AOKYMeHTaMu TeM, YTo:

a) sawuLalT OOKYMEHTHl Kak CBUAETENbLCTBA AeNOBOA AesTenbHOCTU U obecneumBaloT UX OOCTYM-
HOCTb 1 UCMOSb3YEMOCTb Ha MPOTSXKEHNU BCErO UX XXU3HEHHOTo LMKNa;

b) obneryatoT NnoHNMMaHWe (OCMbICIEHUE) AOKYMEHTOB;

C) noadepxuBatoT U obecneunBaloT gokasaTenbHyo CUny AOKYMEHTOB;

d) obecneunBaioT rapaHTUM NOANMHHOCTM, HAAEXKHOCTU U LieNTIOCTHOCTU AOKYMEHTOB;

e) NoAAepXKUBAOT yNpasneHne AOCTYMNOM, 3alUTy NepcoHanbHbIX AaHHbIX U NpaBamu;

f) nonnepxuBaloT ahpeKTUBHBIA NOUCK U AOCTYM;

g) noaaepxuBaloT UHTeponepabenbLHOCTb MYTEM KOHTPONUPYEMOro BBOAA AOKYMEHTOB, CO3AaHHbIX B
pa3nUYHbIX TEXHUYECKOW 1 AeNOBOI cpefiax, U No3Bonsist 06ecneunTb COXpaHHOCTb 3TUX [JOKYMEHTOB B Teue-
HWe HeobxoaMMOro Nnepuoga BpeMeHu;

h) oBecneunBaloT NOrMYECKyHo CBA3b MEXAY AOKYMEHTaMM U KOHTEKCTOM UX CO3AaHus, a Takke XpaHe-
HUEM WX CTPYKTYPUPOBaHHBIM, HaAEXKHBLIM 1 acheKTUBHBLIM criocobom;

i) nogaepXxuBaloT U NAESHTUMULNPYIOT TEXHOMOTUYECKYIO Cpedy, B KOTOPON 3NEKTPOHHbIe AOKYMEHTDI
6b1nNM cosaaHbl Ny BBeAEHbI, a Takke YNpasrisioT TEXHOOTMYeCKo cpeaon, B KOTOPOI OHU NoaaepKUBatoT-
cA, ANs BOCNpOoU3BeAeHUs NOANMUHHBIX OKYMEHTOB TaK A0Nro, Kak 3T0 Heo6Xoaumo;

j) obecneunBatoT achpeKTUBHYIO U yCNELLHYIO MUrPaLMio AOKYMEHTOB U3 OAHOMW cpeabl U KOMMNboTep-
HOW NnaTcdopMbl B APYryto, a Taioke Niobyio Apyryro cTpaTternio obecneveHns AoNroBpeMeHHOro XpaHeHus.

5.2 MeTapaHHble 06 ynpaBnieHUU AOKYMeHTaMu, NnpuMeHAeMble B opraHusauuu

5.2.1 O6wue nonoxeHusn

OpraHunsaumm AomKHbI YCTaHOBUTb, kakue TpeboBaHWA K MeTagaHHbIM, ONUCaHHBIM B HACTOSALLEM CTaH-
AapTe, ABNAOTCA HeobXoAUMbBIMK 41151 ONpeAeneHHON N ANA BCeX CUCTeM opraHusaunn. 3t pelueHns oy-
AyT 3aBuUCeTb OT:
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a) genoBbIX NoTpe6HoCTEN;

b) HopmaTuBHON Cpeabl;

C) PUCKOB, KOTOPbLIM NOABEPXKEHbI AE/I0BblE OnepaLun.

OTa oLeHKa MOXeT naeHTMpUUMPOBaTh, Kakne TUMbl MeTagaHHbIX Heo6XoAMMO NMPUMEHATL B pasnny-
HbIX HanNpPaBNeHUAX AesITENbLHOCTM OpraHnsaLmMn, B 3aBUCMMOCTI OT CTENEHWN purcka unn noTpebHocTen geno-
BbIX orepauun.

CyLuecTBYIOT pasnuyHble NepCneKT1Bbl MCNoMbL30BaHUA MeTadaHHbIX 06 ynpasneHun JoKyMeHTamu, Ko-
Topble MOryT cocyllecTtsoBaTb. OHU BKIIIOYaIOT B cebsi:

1) AenoByto NepcrneKkTuBy, B KOTOPOI MeTadaHHble 06 yrpaBreHun 4oKYMeHTamun NoaaepXxvsaloT Aeno-
Bble NPoLecchl;

2) nepcnekTuBy ynpasreHns AOKYMeHTaMu, B KOTOPOW C NOMOLLbIO MeTaAaHHbIX (PUKCUPYIOTCA Xapak-
TEPUCTUKM OOKYMEHTOB U X AeOBO KOHTEKCT, a Takke nogdepkusaeTcs ynpasreHue UmMn;

3) nepcnekTMBy UCMONBL30BaHNS, B Npedenax um 3a npegenamu AerioBoro KOHTEKCTa, co3aaroLmnxcs
OOKYMEHTOB, B KOTOPOA MeTagaHHble MO3BOMSAT OCYLUECTBASATbL NOUCK, MOHUMaHWe 1 UHTepnpeTaunio AoKy-
MEHTOB.

Bonee getanbHasa koHTeKCTyanusauusi nHcopmaLmmn MoXeT noTpeboBaTbcs AN NOHUMaHUA U UCNONb-
30BaHWA AOKYMEHTOB MO NPOLLECTBUM BpeMeHU, ocobeHHO Npu NCnofb3oBaHUM UX BHE TOW AeNOBOW cpeabl, B
KOTOPOM OHWM ObINN co3aaHbl.

MeTagaHHble 06 ynpaBneHUn A0KYMEHTaMUN COCTOST U3:

i) MeTagaHHbIX, OTpaXaloLWwnx JefoBON KOHTEKCT, B KOTOPOM CO34aloTCsl UMW BBOAATCA AOKYMEHTHI, a
TakkKe cogepXaHne, CTpYKTypy 1 hopMy 3TUX AOKYMEHTOB;

i) MeTagaHHbIX, AOKYMEHTUPYIOLMX MPOLIECCH] YNpaBeHUs JOKyMeHTaMu U AerioBble Npouecchl, B KO-
TOPbIX OOKYMEHThI UCMOMb3YOTCA BMOCAeACTBUN, BKIloYas Mobble U3MeHeHUs copepkaHusa, CTPYKTYpbl 1
BHeLLHero Buaa.

5.2.2 MeTaaaHHble, o6pasyloluecs B MOMEHT BBOA4a AOKYMEHTOB

MeTagaHHble B MOMEHT BBOAA AOKYMEHTOB BKMtoYatoT B cebs MHopMaLMio 0 KOHTEKCTe co3gaHua Ao-
KyMeHTa, AefIOBOM KOHTEKCTe, y4acTBYIOLMX areHTax U MeTafaHHble O CoAepKaHuK, BHELWWHEM BUae, CTPYKTY-
pe N TEeXHWYECKMX XapaKTepucTukax camux AOKYMeHTOB. OHW NO3BOMSAT WUCNONb30BaTb AOKYMEHTbl B
NpUKNaaHon unu MHOPMaLMOHHON cucteMe U obecnevmBaloT X YATAEeMOCTb, FOQHOCTb K yNoTpebneHuio n
NoHUMaHMo. KOHTEKCT AOKYMEHTOB BKtoYaeT B ceba nHgpopmaumio o AenoBbIX Npoueccax, B KOTOPbIX OHU CO-
3pgatoTea. 3T MeTagaHHble Mo3BONAT MONb3oBaTeNsaM OUEHUBaTb HaQeXHOCTb co3gaTternsl AOKYMEHTOB,
cpeay, B KOTOPOI AOKYMEHTbI BbIniv co3aaHbl, Lefb Unu npeanpuHuMaeMble AenoBble onepauuu, a Takke Ux
B3aMMOOTHOLLEHMWS C APYIMMK OKYMEHTaMn Unn ux komnnekcamu. MetagaHHble, 4OKYMEHTUpYIoLMe aero-
BOW KOHTEKCT, AOSMKHbI ObITh HEOTHLEMNEMOI YaCTbIO Co3aBaeMblX AOKYMEHTOB 1 NoAanexar BBody O4HOBpe-
MEHHO C BBOAOM 3TUX AOKYMEHTOB B CUCTEMY YNpaBneHUa 4OKyMEeHTaMun.

CTpyKTypa AOKYMEHTa COCTOMUT U3:

a) ero U3NYECKon UM TEXHUYECKON CTPYKTYpPbI;

b) ero nornveckol CTPYKTYpEI, TO €CTb OTHOLIEHUI MeXAY NeMeHTaMu AaHHbIX, COCTaBNSIOLLMX AOKY-
MEHT.

OTuM acnekTbl CTOMb Xe BaXKHbl, Kak U caMo coaepkaHue. MeTagaHHble 0 TeXHUYECKUX acnekTax AOIPKHbI
OMUCbIBaTb CUCTEMY, C MOMOLLILIO KOTOPOW CO3Aa0TCA U BBOAATCA AOKYMEHTHI, a Takke TeXHUYECKMe Xxapak-
TEPUCTUKN LM POBBLIX KOMNOHEHTOB, KOTOPBIE OHW BKIHOYAOT.

5.2.3 MeTaaaHHble, 06pasylolueca nocne BBoAa AOKYMEHTOB

Bce npouecchl ynpaBneHusi JoKyMeHTamn, OCyLUeCTBMEHHbIE C OTAeNbHLIM AOKYMEHTOM, UX rpynnow
WK KOMMNIIEKCOM, OOSTKHbI BbITb AOKYMEHTMPOBaHbI. [N coxpaHeHnss AOKYMEHTOB U rapaHTUM UX NoAsIMHHOC-
TW, HAAEXHOCTW, NPUMEHMMOCTU U1 LIEeNTIOCTHOCTM HeoBX0AMMO co3aaBaTb MeTagaHHble, koTopble obecnevat
3anycK Unv JoKyMeHTUPOBaHMe NPoLeCcCoB YNpaBneHns AoKyMeHTaMu (B AaHHOM CTaHAapTe HasBaHHble «Me-
TadaHHbIMK Npoueccay ). AT MeTadaHHble 4OMKHbI BKoYaTh B cebs nHdopmauuto o npoueccax ynpasne-
HUS, KOTOPblIE NPUMEHSANUCL WM ByayT NMPUMEHSTbCA K KaOoMy AOKYMeHTY. YpoBeHb AeTanusauuvu
OOKYMEHTUPOBaHNS NPOLLECCOB yrpaBneHust AoKyMeHTamun 6yaeT MeHsITLCS B 3aBUCMMOCTM OT NoTpebHocTen
ynpasnenusa. MeTagaHHble o npoLieccax ynpasneHUsi AOKYMeHTammn JOSDKHbI MPUMEHATLCA B TEYEeHWe BCero
XKN3HEHHOTO LMKINa AOKYMeHTa. [NpoLecchl ynpasneHus JOKYMeHTaMn Taikke co3galoT N UCTIONb3YIOT TEXHU-
Yyeckne MeTafaHHble ANs BU3yanusaunm 1 BocnponsseaeHns LM poBbiX AOKYMEHTOB, KOTOpbIE AOMKHbI BbITh
AOKyMeHTUpoBaHbl. Kpome Toro, AomkHbl ObITb 4OKYMEHTUPOBaHbI Niobble M3MEHEeHUs codepXaHusl, KOHTEeK-
CTa W CTPYKTYpbl AOKYMEHTa, Bbl3BaHHbIe yrpaBneH4YecKon AesATeNbHOCTbLIO.
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,U,eJ'IOBbIe npoueccsol, npusegline K oGpameHwo K AOKYMeHTaM, OOSKHbI Takke OOKYMEeHTUPOBaTbCA B
MeTadaHHbIX B Te4eHNUEe BCEero XXNM3HEHHOIo LMKNa AOKYMeHTa. Takune npouecchbl UCNoJNb3oBaHNA AJOKYMEHTOB
BKNOYaoT yCTaHOBNEHUe CBA3UN OOKYMEHTOB: C OencTBUAMMU, MHUUMMpoOBaHNemM OencTBuii 1 ¢ apyrummn
AOKYyMEeHTaMu.

Bce meTagaHHble o OOKyMEHTe cbopMley}oT HOBbII AOKYMEHT, a AMEHHO OOKYMEHT MeTaaHHbIX, KOTO-
PbIM Takoke HYXXHO ynpaBiATh. ,D,OKyMeHT MeTadaHHbIX, paBHO KakK 1 caMW MeTadaHHble, Heobxoaumo coxpa-
HATb OO0 TeX Nop, NoKa CylecTByeT OpUrnHan AoKyMeHTa. B Cnyvae nepeaadyun JOKYMEHTOB XpaHUTenem Uunm
BnagenbuemMm Ha nocneaywoulee XxpaHeHne Unm yHMHToOXKeHne HekoTopble MeTadaHHble MOTyT noHagobutbca
AnA noarsepXxaeHnsa hakta CyweCTBOBaHMA 3TUX AOKYMEHTOB, ynpaBieHna MU 1 UX MEeCTOHaxXOXOeHNA.

6 MpaBa u 06s3aHHOCTM areHTa

B oTHoLeHUM MeTadaHHbIX 06 ynpasneHUn JoKyMeHTaMun AomkHbI ObiTe onpeaeneHbl npaea 1 0ba3aH-
HOCTW OTBETCTBEHHBIX 11U, KOTOPbIe A4OSKHBI ObITh AOBEAEHB! 40 CBEAEHNS BCEX COTPYAHMKOB OpraH1usaumm.
Mpw BbISIBNEHUN HEOBXOANMOCTU B CO34aHUN U BBOAE MeTagaHHbIX 06 ynpaBneHnM JOKYMeHTamu [OSHKHO
ObITb YCTAaHOBIEHO, KTO OTBEYaeT 3a BbiNosfiHeHe Heobxoanmelx gencteun (MCO 15489-1, nogpasgen 6.3).

Ctoga BknovatoTcs npasa U 06s3aHHOCTA, BO3HMKAOLWME B Xo4e BbIMOMHEHWUS AeNOoBbIX onepauui n
NpoLLeccoB ynpasneHuns gokymeHTamu. OHKM AomkHbI BbITb pacnpedeneHbl Mexay BCeMU coTpyaHUKaMmm opra-
HU3aLMN, CO34A0LLMMUI, BBOASLLUMMI U yNpaBRsolwmMMn MeTagaHHeiMn. Croda BXxoasT: cneumanicTbl B 06-
nactu ynpaefeHus OOKYMeHTamu, cneunanuctel B 06MacTM CMeXHbIX WMHGOPMaUMOHHBIX npodeccui,
pYyKOBOAUTENW, aAMUHUCTPaTOPbl CUCTEM YMNPaBneHUs JOKYMeHTaMu 1 Apyrve cneuuanucTel, cosgarome
1nx 3aHMMatoLLMecs BBOAOM JOKYMEHTOB M COOTBETCTBYHOLWMX MeTaZaHHbIX B MpoLecce CBOen AeATenbHOC-
1. Ocobble nNpaea, OTBETCTBEHHOCTb M OTYETHOCTb B OTHOLUEHWUW YrpaBneHus MeTagaHHbIMN JOKHbI ObITb
BO3/OXeEHbI Ha YNONHOMOYEHHOe NULO B Npeaernax opraHusaumm, YTo AOMMKHO BbiTh 3aKpensieHo B COOTBET-
CTBYIOLLMX HOPMATUBHBIX AOKYMEHTaX opraHusauuu.

3T 06sA3aHHOCTM BKIOYatoT B ce0s cneayowme nonoXeHns:

a) cneuuanucTel B 06nacTi ynpasneHns JOKyMeHTaMn 0TBeYatoT 3a HaAeXHOCTb, NOANMHHOCTL, NpUMe-
HUMOCTb W LIeNOCTHOCTb MeTaaHHbIX, CBA3aHHbIX C AOKYMEHTaMU, a Takke 3a 00ydeHue nofb3osaTtenei Beoay,
ynpaBneHnto 1 NCMob30BaHWo MeTadaHnHbIX. OHU y4acTBYOT B onpeaeneHn TpeboBaHWin K MeTagaHHbIM, Npu-
HLMMOB COOTBETCTBYHOLLEN NOMUTUKA U CTpaTernu, a Takke KOHTPONMPYOT NPOLEce co3gaHnsl MeTagaHHbIX;

b) BCe coTpyaHWKM opraHM3aLum BEINOSHAIOT cBou 0bsi3aTenbCcTBa No obecnevyeHuio TOHHOCTU U MOSTHO-
Thl METaAAHHBLIX 06 ynpaBneHUn 4OKYMeHTaMu1, 3a KOTOpble OHWU OTBEYaloT;

C) PyKOBOACTBO HECET OTBETCTBEHHOCTL 3a peanysauuio Ha NpakTuke Mep BHYTPEHHEro KOHTpors Ans
TOro, YTO6bI KNMEHTHI, aYAUTOPEI, Cyabl U ApYrie YNOMHOMOYEHHbIE Nob3oBaTenu MOriv rnonaraTbes Ha uH-
dhopmaLmto, KOTOPYo NPedocTaBnseT opraHu3auns. PyKoBoACTBO HeceT OTBETCTBEHHOCTb 3a NOAAEPXKKY UC-
nonb3oBaHns MeTafaHHblX 06 ynpaBneHuM AOKyMEeHTamu U NpoBefeHWe COOTBETCTBYIOLLEN MOMUTUKA BO
BCEW opraHusauuu;

d) nepcoHan B 06nactit UHPOPMAaLMOHHBIX TEXHOSIOTUIN OTBEYAET 3a HaeXKHOCTb, MPUMEHUMOCTb U Lie-
NOCTHOCTb CUCTEM, UCMONb3yeMbIX ANA BBOAA U NogaepXaHus meTagaHHbIX. OHUM OTBETCTBEHHBI 3a obecre-
YeHue Toro, YTobbl BCe MeTaAaHHble 06 ynpaBneHun JoKyMmeHTamu 6binv CBA3aHbl C COOTBETCTBYIOLLMMMN
AOKYMEHTaMW, 1 332 COXPaHHOCTb 3TUX CBA3EN.

McnonHeHne aTux o6s3aHHOCTeN AOSMKHbI NOAAEPKUBaTh crneumanbsHble nporpaMmMbl 0bydeHusi. Ans
KOHTPONA UCTIONHEHUS NepedncreHHbIX Bollle 0bsa3aHHOCTel cneayeT Ucnonb3oBaTth npoueaypbl ayauTa.

7 MeTapaHHble 06 ynpaBneHMmn AOKyMEHTaMu cpeau Apyrux obnacreun
MeTagaHHbIX

7.1 O6wue nonoxeHus

MeTagaHHble MOryT 6bITb CO3AaHbl, BBEAEHBI U UCTIONb30BaHbI Al KOHKPETHOMW Liefiv Unu Anst MHOTUX
uenen aenosbix onepauunin. 3T Llenn MoryT BKNOYaTh AeNoBble onepauun, NpoBoANMBIE B 3NeKTPOHHOM hop-
Me: XpaHeHue, onucaHue, OTKPLITME PecypcoB U ynpasneHue npasamu. MetagaHHble 06 ynpaBneHun aoky-
MeHTaMmu MOryT UCMONb30BaTLCA AN BbINOMHEHUA BCeX 3TUX Lienei. Hanpumep, MeTagaHHble B MOMEHT
BBO/1a [JOKyMeHTa MOryT HacneaoBaTh M pacluMpATh ONMcaHue pecypcoB, a Takke MOryT GbiTb UCNONb30BaHbI
NS OTKPbITUS pecypcoB. MeTaaaHHble 06 ynpasneHnn AoKyMeHTaMu MoryT ObITb yHacneaosaHbl Unu u3ene-
YeHbl U3 CUCTEM MyTeM NOCnea0BaTENbHOMO BLINOMHEHUSI AENCTBUIA, CTaHAAPTHOrO 0hrUCHOro NPorpaMMHoOro
oBecneyeHus, CUCTEM 3NEKTPOHHOM NOYTHl U APYrMX CUCTEM AENOoBbIX onepaLyii.
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Hu meTagaHHble, o6pasylolmecs B MOMEHT BBOAA AOKYMEHTa, HU MeTaAaHHble npouecca, oTHocAwue-
Al K MeTaZaHHbIM 06 YNpaBrieHn OKYMEHTaMu, He MOTyT CyLLecTBOBaTh B U3onsauuu. CnegosatensbHo, He-
06Xx0aMMo paccmaTpuBaTh Co3daHue M BBOA MeTadaHHbIX 06 yrnpaBreHun AoKyMeHTaMn B pamkax Gonee
LUIMPOKOrO KOHTEKcTa Ans obecneyveHrst rapaHTuM yCTaHOBMEHNA COOTBETCTBYHOLLMX CBA3EA U OTHOLIEHUA C
Lefblo n3bexaHus ayGrnmpoBaHns Unu U3ULWHEro NPousBoAcTBa MeTafaHHbIX.

7.2 MeTanaHHble oNA AenoBbIX onepauuii, NPOBOAUMBIX B 3NIeKTPOHHOW chopMme

MeTagaHHble NOMoratoT OCYLLECTBNATL AeNOBbIe OnepaLum B 3NeKTPOHHON hopMe, BKNIOYAA 3MEKTPOH-
HYH KOMMEPLMIO U 3NeKTPOHHOEe yrpaBneHue. MoryT 6biTb BBeAeHbl MeTagaHHble 060 BceX CTaauax npouec-
COB 4enoBbIX ornepaLnii, TPOBOAMMEIX B 31eKTPOHHOIK hopme. Cloga BKMoYaoT AaHHbIE O MECTOHaXoXaAeHU!
nsgenuia, cnyx6bl, NOCTaBLUMKA U KITMEHTA, CorMalleHnsl O Cpokax U YCroBUsiX AenoBbIX onepauui, 3NeKTpoH-
HO-UPOBLIE NOANNCK U caM MNPOLLECC 3aKMoYeHUs caenok. AT MeTagaHHble o6ecnevnsaloT uHgpopMauuio
0 [eNnoBOM KOHTeKCTe U, TakuMm ob6pa3oM, MOMyT YacTUUHO COBMajaTth C KOHTEKCTYanbHbIMWU MeTagaHHbIMU
(cM. 9.2.1), a Takke CO CTPYKTYPHbIMU MeTadaHHbIMU (cM. 9.2.1), MeTagaHHbIMU 6e3onacHocTh (cM. 9.2.4) n
mMeTadaHHbIMK goctyna (cm. 9.2.3).

7.3 MeTapaHHble gnsi o6ecneveHUs COXPaHHOCTU

O6ecneyeHne coxpaHHOCTM U AocTyna K uHdopmauun, ocobeHHO cosgaHHon B uudposoin dop-
me, — 370 npobrnema JoKyMeHToBea4YeCkuX, B1ubnnMoTeuHbIX 1 apxuBHbIX coobuiects. MHdopmaumoHHas Tex-
HOMOMNsl OTHOCUTEITBHO M3MEHYNBA NO CPaBHEHWUIO C TPaAULMOHHON ByMackHOW TeXHOMorMen U3roToBMneHus
AokymeHToB. MoaToMy Ans peleHnsa NpobneM, cBA3aHHbIX C MOCTOSAHHBIMU U3MEHEHUSIMU TEXHOoruu, Tpeby-
HOTCSl AOMOMHUTENbHbIE TEXHUYECKNe MeTadaHHble. [ins obecnevyeHns CoOXpaHHOCTU HeobxoauMbl AOMOSTHU-
TenbHble CTPYKTYPHbIE MeTafaHHbIe U MeTaflaHHble O XpaHeHun (cM. 9.2.1), a Take HEKOTopble MeTafaHHbIe
0 npoLeccax yrnpasneHns gokyMeHTamu (cm. 9.6). Cioaa BkNoYaloTCcs MeTagaHHble O npoLeccax ynpasnieHus
OOKyMeHTaMu, CBA3aHHbIe ¢ AOCTYNOM 1 6e3onacHOCTbio, Nepeaayen, KOHBepcuein U Murpaumen JOKYMEHTOB
Ans obecneyeHns He TOMLKO AOCTYNHOCTU AOKYMEHTOB, a TakKe U UX MOAMMHHOCTW, HaAeXHOCTU, MPUMEHU-
MOCTU 1 LLeMIOCTHOCTM B TeYeHNe ANUTENBHOTO BPEMEHN.

7.4 MeTafaHHble ANs ONUCaHUA pecypca

OpHoll 13 nepeoodepeaHbix obnacteil UICNONb30BaHUA MeTadaHHbIX SBMSAETCA OnUcaHue pecypcoB.
OTuMun pecypcamu MOryT 6bITb KHUMM, XXypHarbl, BUAeOMUbMBI, AOKYMEHTHI, N30bpaxkeHns 1 aptedakTsl.
Cloaa TaKke BK/OUAOT AOKYMEHTbI, NepefaHHble Ha apXMBHOe XpaHeHne. MeTagaHHble Heobxoaumbl ans
naeHTUuKaLmMm pecypcos U MOryT BKItlouaTb B cebsi HasBaHue, co3gaTens (cosgatenen), aaty (AaThl), yHU-
KanbHbIA MAeHTUdUKaTOopP, cBeAeHUst 06 OTHOLLEHWM K ApYTMM pecypcaM (Hanpumep, NonoKeHWe B Cepun) n nx
napameTpbl (HanpuMep, pasmep UK AnNuHa). HekoTopblie U3 3TUX 3N1IEMEeHTOB MeTaAaHHbIX Taloke UCNOoMb3y-
OTCS1 B KOHTEKCTE ynpasneHust AokyMeHTaMu. OHU CXOAHBI U MOTYT COBMELLATLCA C 3IEMEHTaMM1 NepBUYHBIX
MeTadaHHbIX, CO34aHHbIX B MOMEHT BBOAA AOKYMeHTa, (DUKCUpYIOLLMX coaepxXaHue aokymeHTa. OgHako Ha-
60op onvcaTenbHbIX MeTagaHHbIX 06 ynpaBneHun JOKyMeHTaMmn v NPUMEHAEMBIX NSl apXUBHBIX Liernei obbiy-
HO LLIMpe, YeM CTaHAapTHbIN HAabop onucaTenbHbIX MeTaaHHbIX, U MOXET BKoYaTh B cebs Apyrie anemMeHThl,
Takue Kak, Hanpumep, KOHTeKCTyarnbHble MeTafaHHble (cM. 9.2.1).

CyllecTByeT TecHasl CBSI3b MeXAy YKa3aHHbIM BhILLIE TUMOM METaAAaHHbLIX U apXMBHBLIM OMUCAHWUEM.
ApXUBHbIE YUpPEXAEHNA UCMONb3YIOT MeTadaHHbIe A ONUCaHUS apXMBHBIX JOKYMEHTOB ¢ Lienbto obecneye-
HUS1 UX COXPAHHOCTU, pasMeLLeHNst X B aMUHNCTPATUBHOM KOHTEKCTE U KOHTEKCTe ynpaBneHUsl JOKYMeHTa-
MKW, a Takke Anst obecneyeHUst MX UCMOMb3OBaHUs U ynpaeneHus. Takum obpasom, cyulecTsyloline
cTaHOapThbl MO apXMBHOMY onucaHuio, a umerHo ISAD/G n ISAAR (CPF)Y), BsaumocesasaHbl ¢ MeTagaHHLIMU
06 ynpaBneHnM AOKyMeHTamu, MOCKoNbLKy 06a HanpasneHus cBs3aHbl C A0KYMEHTMPOBaHNEM NPOLECCoB Ae-
MOBOro KOHTEHTa M yrpaBrneHusi. ApXMBHOE ynpasneHue, BKIoUasi apXMBHOE onucaHue, siBNsieTca AoMnonHu-
TENbHON W NPOOOIMKUTENBHON AeATeNbHOCTLI0 AMs1 TeX AOKYMEHTOB, KOTopble WAEeHTU(ULMPOBaAHbI Kak
MMEIoLLNE apXUBHYIO LEHHOCTb. TakuM obpa3om, pekoMeHayeTcsi co3aBaThb U UCTONb30oBaTh (hyHKLUMOHAb-
Hble BO3MOXHOCTW CUCTEM NS MUrpaLMn MeTagaHHbIX Mexay cucTeMamim yrpasneHuss JOKYMEHTOB U CUCTe-
MaMu yrpaBneHust apxmBamm opraHu3aLmnm.

Y ISAD/G 1 ISAAR (CPF) siBNsitoTcs CTaHaapTamy, BbiNyLieHHbIMM MexayHapoaHbiM CoBeToM No apxusam (ICA,
www.ica.org). ISAD/G — MexayHapoaHbI CTaHAapT No apxMBHOMY onucanuio (O6wwme npuHumMnbl), oGecnevmBalomii
PYyKOBOZSILLME YKa3aHWsl Ansi ONMcaHns JOKYMEHTOB M nx coBokynHocTen. ISAAR (CPF) — MexayHapoaHblii cTaHAapT no
apXMBHbIM JOKYMEHTaMm OpraHoB BNactu (Koprnopaumu, oTAeNbHbIe TMYHOCTY, CemMbW), NpegycMaTpyBatoWwmni pyKOBOAS-
WMe ykasaHus Ansi onucaHus opraHmnsauuii-cooHgoobpasosartenen. (MexayHapoaHbIi cTaHAAPTHBLIN STaNOHHbBIN apXuUB-
HbIli AOKyMeHT. CTaHJapTHas 3anvchk CBUAETENBCTBA 06 apXMBHOM OpraHe).
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7.5 MeTtapaaHHble ANA OTKPbLITUA pecypca

MeTagaHHble Ansa OTKPLITUSA pecypca, To ecTb ANa MHPOPMaLMOHHOTO NMOUCKa, BKITOYAOT U NPEeBOCXoAAT
o6beM onucatenbHbIX MeTagaHHbIX (cM. 7.4). MpeacTtasuTeny AenoBbIX KPYroB — pPyKOBOAUTENN (MeHemKe-
pbl) opraHMsaunn, UHcbopMaLMOoHHbIe paboTHUKW U Apyrie NonNb3oBaTenuy HYXAaroTCsl B UCTNOMNb30BaHUW MeTa-
JaHHbIX Npw noucke uHdopmauun. Mpumepamn NoaaepKKU OTKPLITUSA PECYPCOB SIBMSAOTCS MeTaAaHHble 06
NHOEKCMPOBaHMK, KnaccudukaLumm n MecTononoXeHnM AoKyMeHTOB. Takne MeTagaHHble Taioke nogaepxusa-
0T CpeacTBa ynpasneHus gokymeHTamu, obecnevnsatolme oTkpbiTUE JOKYMEHTHBIX pecypcoB. B koHTekcTe
ynpaBsreHus JOKYMeHTaMu1 3T MeTaflaHHbIe, Npexae BCero, coaepXar AaHHble o cnocobax AocTyna K AoKy-
MeHTaMm (cMm. 9.2.3).

7.6 MeTapaHHble ANA ynpaBneHUA npaBamMu

YnpaBneHne npaBamMmu MOXET paccMaTpuBaTbC Kak 0cobblid TUM UMK acneKT AenoBbIX onepauuii, IpoBo-
OVMBIX B aNEeKTPOHHOM hopMe, TaK Kak OHO CBAA3aHO € ynpasfeHWeM rnpasamu 1 Ucnosb3oBaHnem Hdopmaum-
OHHBIX pecypcoB areHTa. Cloga BKITIOHAIOT onucaHue, oUeHKY, Kynmo-npoaaxy, KOHTPOSb U OTCIIEXUBaHUE 3TUX
npa.. YnpasneHue npasamu Tpebyet MeTagaHHbIX, KOTOPbIE ONUCLIBAIOT TPU KItoMeBbIX 06bekTa, y4acTBYOLWMX
B UCMOMb30BaHNN MHGOPMALMOHHBLIX pecypcoB. ATUMKN TpeMs obbekTaMy ABNSIOTCA y4acTByOLME CTOPOHbI
(Hanpumep, cosaaternb, n3aarens U NOTpebuTens); coaepxaHue Bo Bcex ero hopmax U HernocpeacTBEHHO camn
npasa (Hanpumep, paspelleHus, orpaHU4eHnsa 1 NnaTta 3a UCTMomb3oBaHue).

8 YnpaBneHue MeTagaHHbIMU

8.1 O6wue nonoxeHunn

YnpasneHne MeTagaHHbIMU MOXeT BbITb pasgeneHo Ha ase obnacTu:

a) cosfaHue, BBOA W ynpaeneHue metagaHHbiMu 06 ynpasneHum 4oKyMeHTaMu;

b) cosgaHue, ocywecTeneHne, NoAAEPXKKY U yripasneHue npasunamu, perynmpyowmnmMm a3t npoueccel
1 COOTBETCTBYOLLME UM CTPYKTYPHI, BKITloYasA onpeaeneHue Tunos gokymeHTa (DTDs-cxembl), cxembl nnu cno-
Bapu OaHHBbIX.

8.2 YpoBHM NpUMeHeHUA MeTafaHHbIX

B 3aBucMMOCTY OT HyXA UM TpeboBaHWi opraHM3aLun MeTagaHHble, ONUCaHHbIe B 3TOM NYHKTE, Aorycka-
eTCcsl NPUMEHSTb Ha PasNMYHbIX YPOBHAX, 8 UMEHHO, K:

a) oTaenbHbIM AOKYMEHTaMm,

b) rpynnam unv coBoKynHoCTAM AOKYMEHTOB U/nnu

C) uenbiM cucTeMam AOKYMEHTOB.

CurcTeMbl 4OKYMEHTOB AOMKHEI BbITe pa3paboTaHbl Tak, 4Tobbl BBOA MeTaAaHHbIX Ha MobbIX YPOBHAX
yOoBNeTBOpsn NoTpebHocTn opraHusauuni. CnegyeT OTMETUTb, YTO €ClU OAHW 3NeMeHTbl MeTaAaHHbIX (Ha-
npumep, HaszBaHWe) OOMKHbI MPUMEHATLCA K KaXKAOMY AOKYMEHTY B cUcTeMe, TO Apyrne AonycKaeTcs npume-
HATb Ha YPOBHE KOMMJIEKCOB JOKYMEHTOB, @ HE K OTAENbHOMY [AOKYMEHTY.

8.3 CospaHue u ucnonb3oBaHUe MeTaAaHHbIX

CosgaHve U NpyMeHeHne MeTadaHHbIX K AOKYMEHTaM MOXET U AOIPKHO NPOUCXOAUTL Ha MPOTSKEHUN
BCEro XU3HEHHOro LMka AOKYMeHTa.

MHorve MeTagaHHble, yNOMsSIHYTbie B 3TOM NyHKTe, He06XoAUMO co3faBaTb OQHOBPEMEHHO C BBOAOM [0-
KYMEHTOB, UX peructpaunei n knaccudpukaumen, kak onncaHo 8 UCO 15489-1, noagpaspenax 9.3, 9.4 n 9.5.
OHM onpegensitoT 4OKYMeHT B MOMeHT BBoAa, hrkcupys ero B 4eroBOM KOHTeKCTe U obecneunsas npouecchbl
yrpasreHus.

CosgaHue 1 BBOA MeTaaHHbIX A0SHKHBI NPOAOIKATLCA W Mocre co3aaHus AokyMeHToB. MeTagaHHble He-
0bxoanMmo 06HOBMATL MO Mepe TOro, Kak AOKYMEHTLI, y4acTBYOLLMe B TPaH3aKUUAX, CTAHOBATCS CBSASAHHBLIMU C
APYrMMUN OOKYMeHTaMu; MeHsIloTCA NOTPeBHOCTU YNpaBneHns; cMCTeMbl yrpaBneHnst AoKyMeHTaMu nepeatotcs
OT 0HOW opraH1saumn apyroi. MetagaHHble AOMKHBI OTPaXaTb 3TU U3MEHUBLUMECS 0bCTosTeNnbLCTBA. Takue me-
TafjaHHble Ha3blBalTCA MeTagaHHbIMU npouecca (cM. 5 2.3).

BBoga 1 nogaepkka 3TMX MeTafaHHbIX A0MMKHBI OCYLLECTBATLCS Kak 06blYHas YacTb AenoBbIX onepauuii
1 npoLecca yrnpasneHnst 4OKyMeHTamn.

MpwnmeyaHune— Knaccudukauus gokymentos cornacHo MCO 15489-1, nogpasaen 9.5, moxeT obecneumntb
MHOrMe NpM3Hakn MeTagaHHbIX, Tpebylowmeca B 9.2.4 n 9.6.
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8.4 Mpouecchl ynpaBneHUA MeTaaaHHbIMU

8.4.1 O6wue nonoxeHus

YnpaBneHve meTagaHHbIMU BneveT 3a cobol npouecchl, koTopble uanoxeHsol B MCO 15489-1, pas-
Aen 9: cosgaHue, BBOA, XpaHeHWe, onnucaHne, noaaepxky, 4oCTyn, onpeaeneH1e NofMTUKA, cTpaTterni n me-
TOAOB.

8.4.2 OnpepeneHue NONUTUKU U MEeTOAOB

AreHTbl, BKIOYas ynpasnaoLwmx AoKYMeHTaMu, 40MKHbI onpeaensits U A0KYMEeHTUPOBaTh MPUHLMNLI Mo-
NUTUKA 1 NpaBuna ynpasneHns MeTagaHHbIMK, a Takke AcCHO (hopMynupoBaTh TpeboBaHua Ans CTPYKTYp Me-
TagaHHbIX B COOTBETCTBUU C UX AENOBBLIMU NOTPEBHOCTAMWU. 3TU NPUHLIMNBI NONUTUKA U NpaBuna BKIoYaoT B
ceba cnegylolMe NonoXeHus: pacnpeaeneHue obsasaHHOCTEN, onpeaeneHne Toro, kakue MeTagaHHble Heob-
XOAWMO CO3A1aBaTb W BBOAUTL, KOrAA U U3 KaKUX UCTOYHUKOB, Kakne CTPYKTYPbl MeTaflaHHbIX AONyCKaroTcA, Ka-
Kue cTaHgapThl U cUCTeMbl MoAAePXKKN cnegyeT UCMOoNb30BaTb.

8.4.3 CoszpaHue U nogaepxka MeTagaHHbIX

Ynpaensiowme 4OKYMEHTaM1 A0MKHBI MAEHTUhULMPOBATDL, Kakne MeTagaHHble Heobxoaumo cosaaBaTb
1 BBOAUTb NMPUY CO3AaHnM 1 noaaepxke AokyMmeHToB. Mpouecc 06pa3oBaHna MeTagaHHbIX B MOMEHT cO34aHns
DOKYMEHTOB JO/DKEH KOHTPONMPOBAaTLCA M AOKYMEHTUPOBATLCS.

MeTtagaHHble 0 CO3AaHUN UMW U3MEHEHUW MeTadaHHbBIX O AOKYMEHTe Takke HeobxoauMo onpeaenaTb 1
xpaHuTtb. OHK ByayT nogaepKMBaTh Hagnexallyio U cogepXatenbHyto AoKYMeHTauUuo 06 U3MeHeHUAX, Npouna-
BeAeHHbIX B JOKYMEHTE MeTafaHHbIX.

8.4.4 Co3paHue U nogaepxkka CTPYKTyp ANs ynpasBneHUss MeTagaHHbIMU

CTpyKTypbl Ans BBOA4A, XPaHeHUs U ynpasneHns MetagaHHbIMU (cM. 8.6) cneayeT paspabaTeiBatb U
onpeaensTb C y4ETOM COOTBETCTBUA HOpMaM U TpeboBaHWUAM, NpeabABAAEMbIM K yNpaBnieHnio AOKYMEHTaMMu.

Heob6xoamMmo, 4Tobbl B3aUMOCBA3N MeXAY 3NeMeHTaMn MeTafaHHbIX U MeXAY HAMU U OBbeKkTaMn uH-
chopmaLmn, KOTOpble OHWU ONUCLIBALOT, BbINU NOCTOSIHHLIMU. OTU OTHOLLEHUS CrieQyeT NPaBUITbHO U MOCTOAHHO
nogaepkueatb, 0coboe BHUMaHWe npy aToM Heobxoaumo obpallarb Ha U3MeHeHUs!, NPOUCXOAsILLME B pe3yrib-
Tate Murpaunn, KOHBEPTUPOBAHUA U APYrnxX Mep No obecneyeHno COXpaHHOCTMU.

8.4.5 OnpepeneHue, Koraa U Kakue MeTafaHHble cnegyeT BBOAUTL

AreHTbl, BKMoYas ynpasnsowmnx 4oKyMeHTamn, AoMKHEI onpeaensTb, Kakue MeTagaHHble Heobxoanumo
BBOAUTb, BPEMS X BBOAA U U3 KAKUX UCTOYHWUKOB. OT TpeboBaHWA K MeTagaHHbIM AOSMKHBI OCHOBLIBATLCA Ha
npoueccax ynpaeneHust oKyMeHTaMu, onpegeneHHeiMu B CO 15489-1, pasgen 9. YacTeio 31O AeaTens-
HOCTW ABNSeTCcS onpeaenerHne cnocoba BBoaa MeTadaHHbIX (BPYYHYIO MU aBTOMATUYECKN).

8.4.6 [lokymeHTMpoBaHUe U BHeApeHUe cTaHAapTa

AreHTbl, BKIKOYas ynpasnsowmMx AoKYMeHTamu, AOMKHbl AOKYMEHTUPOBaThL Npasuna v NoANTUKY No no-
cnegoBaTernibHOMY UCMOMb30BaHNIO CTaHAAPTOB, CTPYKTYP, TEPMUHOB U T.4. OHM AOMKHBI rapaHTUpoBaTh, YTO
3TN CTPYKTYPbI MeTaAaHHbIX, TEPMUHBI, ONUCaHWSA 0GBLEKTOB M aTpPUBYThl NCNOMbL3YIOT Hagnexalum obpasom.

8.4.7 XpaHeHUue MeTaglaHHbIX

AreHThbI, BKIIHOUas ynpaBnsitownxX AOKYMeHTaMK1, AOMKHbI MPUHUMaTL pelleHnst o cnocobax XpaHeHus
meTagaHHbIX. Mpu NPUHATUN TaKMX peLUeHUi crieqyeT NPUHUMaThb BO BHYMaHWE NOCTOSIHHYIO CBSA3b MeXay Me-
TagaHHBIMU U 0OBEKTAMMW, K KOTOPBIM OHU OTHOCATCS UK NpuHaanexart. MeTagaHHble oNyckaeTcs XpaHUTb
BMecTe ¢ JOKYMeHTamK u/unn otaenbHo B 6ase(ax) AaHHbIX. KpuTepun ynpaeneHusi, a UMEHHO 3aTparthl, pe-
3yNbTATUBHOCTL N 3hPeKTUBHOCTb, MOTYT BUSTb Ha pelleHue, onpeaensiollee, kakum obpasomM b6yayT xpa-
HUTbLCA MeTafaHHbIe.

8.4.8 OnucaHue

Mpouecc ynpaBneHns MeTagaHHbIMM NMPOACIPKAETCS A0 TEX MOpP, MOKa CYLUECTBYHOT AOKYMEHTbI U UX KOM-
nnekcel. [INs coxpaHeHUs 3HaYMMbIX, HadeXHbIX 1 roAHbIX K MCNOMNb30BaHUIO JOKYMEHTOB HeoBX0aAMMO No Mepe
Haao6HoCTM 0o06aBNATL HOBbIe METaaaHHble. ATy onepawnio Hago NPOBOANTL Ha NPOTSPKEHWUM BCEro nepuoaa u
BO BCEX HanpaBeHWsIX OCYLLECTBNEHUS AenNOBON AeATENLHOCTH, HanpuUMep, korda dYHKLWN 0dHON opraHu3a-
LMK 1 COOTBETCTBYHOLLME YaCTK ee CUCTeMbl yripaBneHust JoKyMeHTaMu nepegatot gpyroi. B pesynsrate atoro
npoLecca MOXeT NPOBOAUTLCA afanTalus UMetoLLMXCS CTPYKTYP MeTagaHHbIX K TpeGoBaHUAM opraHu3aLm-ro-
nyyatens. OpraHusaLMmM gokHbI ONPEaenUTb NpoLeaypbl U NOUTUKY AOKYMEHTUPOBaHUS TaknX N3MEHEHUIA.

MOXHO BbIAENNTb HECKOMBKO CNOeB MeTafaHHbIX, 06nacTb MPUMEHEHNS KOTOPLIX MOCTOSIHHO pacLUMps-
eTce, B 3aBNCMMOCTU OT TOMO, HACKOMbKO LLUMPOKO UCMOMb3YHOTCA U pacnpoCTpaHstoTCA AOKYMEHTHI. [JokyMeH-
TaMu ynpasnsoT CUCTEMBI, 3T CUCTEMBI YTNIPABASIOTCA OPraHn3aLsaMuU, a 3T opraHn3aLy ABNAITCA YacTbio
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6onee LWNPOKOro KOHTEKCTa (4eN0BOW CEKTOp, MPaBUTENbLCTBO, Hauus, Nybnvka unm obwectso). Ha kaxaom ns
3TUX YPOBHE MeTadaHHble AomMKHBI obecneumMBaTb 4OCTATOYHYIO MHGpOPMaLMIO O AOKYMEHTax Afsl TOro, YTo-
Obl OHW CTanM MNOHATHBIMMW U JOCTYNHLIMU AN 3aUHTEPECOBaHHbIX ML,

Co BpeMeHeM nepBoHavanbHas oKpyXatollasi cpefa U3MEHUTCSI UMM UCHYE3HET, a UHTennekTyansHoe
A3bIKOBOE 00LLEeHNe, a Takke 3HaHUA OyayT pasBuBaTbes. OTU U3MeHeHUs1 NoTpebyloT nepeBoda NepeBoHa-
YanbHOro KOHTEeKCTa Co3faHns AOKYMEHTOB B HOBYIO cpefdly. OTo byaeT ocylecTBNATLCS € MOMOLLbIO MeTa-
JaHHbIX. Yepes kakoe-To BpeMsi 3Ty AesATeNbHOCTb ByayT OCyLIecTBNATL NULa B opraHusaumusx-npeemMHuKax,
He NpuCYTCTBOBaBLUNE B MOMEHT CO3JaHNs JOKYMEHTOB.

8.4.9 [ocTyn K MeTafaHHbIM

HocTyn K MeTagaHHbIM A0MKeH BbiTb OrpaHnyeH YNnonHOMOYEHHBIMW areHTamMmn U perfiaMeHTUpoBaThb-
CA yTBepPXAEeHHbIMU NpaBuiammn 1 noNUTUKoN. Ha MecTax gormkHbl 6biTh 06ecneyeHbl Mepbl 6esonacHOCTU U
OoMkHa OblTb paspaboTaHa cxema knaccudukauum goctyna. AreHTam Takke criegyeT onpeaenunts npasuna
Mo COBMECTUMOCTM PasfIMYHbIX CUCTEM MeTaZaHHbIX 06 ynpaBneHuM JokyMeHTaMu ¢ Lenbio obecneveHust
o6MeHa 1 noucka AOKYMEHTOB pasHbiMU MHPOPMAaLMOHHBIMU CUCTEMAMMU, OPraHU3aLnsMn UM opraHamm
BNacTu.

Heobxoaumo, 4Tobbl cyLLeCTBOBAN MEXaHN3M OTCMNEeXUBAHUS U AOKYMEHTUPOBaHWUA AOCTYNa, UCNOMb30-
BaHWS JOKYMEHTOB W1 MHoBbIX M3MEHEHWIA UM AOMNONMHEHUA, NPOU3BEeAEeHHbIX B MeTaAaHHbIX.

8.4.10 Mopnepxka MeTagaHHbIX

8.4.10.1 Mpouecchbl U MeTOAbI

CyLecTByeT HECKOSIbKO METOA0B U TEXHUYECKNX NPUEMOB Ar1sl OpraHvM3aunn 1 NoaaepXKN MeTagaHHbIX
N CTPYKTYp MeTagdaHHbIX. Ctoga BKNOYaT CroBapy AaHHbIX, cogepKaliue onucaHus o6bekToB, TUMOB AaH-
HbIX N OTHOLUEHWI MeXQy HAMK, a Takke CTanAapTHbIe A3bIKU pa3MeTkun Anst ONUCaHUA CTPYKTYP LnpoBbIX
06bekToB.

Moaaepxka BeaeHNs MeTadaHHbIX BKIoYaeT B cebs cneaytowue npoLeccs:

a) KOHTPOSb LeMnoCTHOCTU AaHHbIX B Npoleccax BeAeHNss MeTaflaHHbIX;

b) mepbl 6e30nMacHOCTW, KOHTpPONUpPYOLWME AOCTYN K MeTaAaHHbIM, Takue kak npasuna asTopusauun
areHToB U cUCTEM UX AocTyna kK obbekTam. Ctofa BKoYaloT aBTopusaumio nepcoHana, ynofiHOMOUYeHHOro Us-
MEHSATb CTPYKTYPbl MeTaAaHHbIX;

C) BOCCTaHOBMEHWs B Cllydae OTkasa CUCTEMBI;

d) Bo3BpaTa K NpeaLecTBYHOLLEMY COCTOSIHUIO;

e) Murpauuio no TeXHOMormyeckum MHopMaLMoHHBIM cpeaMm, a Takke UsMeHeHUs U obHoBNeHUA
cucTeM, yrnpasnsoWwmnx MeTagaHHbIMU 06 ynpasrieHnn 4OKYMeHTaMu.

8.4.10.2 AYTEHTUYHOCTb U HEU3MEHHOCTb MeTafaHHbIX

MeTtagaHHble 06 ynpaBneHun JoKyMeHTaMu NOAYUHSIOTCS NMpaBvunamM 1 KpUTepUsIM YCTaHOBIEHUs Noa-
FIMHHOCTM TaK Xe, Kak 4OKYMEHTbI, C KOTOPbIMU OHW CBSA3aHbI, € Lenbio obecneyeHus ux HagexHoctu. Takum
o6pasom, areHTaM crnegyeT AOKYMEHTUPOBaTb BCHO NOMMTUKY U NpaBuna, kacatlolmecst MeTagaHHbIX U CBSI3aH-
HbIX C HAMU COBLITUA. MaMeHeHUs1 B KOHLIeNTyanbHbIX UK (hU3nYecKUX CTpyKTypax MeTagaHHbIX JOIDKHbI
Takke 6bITb JOKYMEHTUPOBAHbI.

BaxHbIM anemeHTOM anis obecrneveHnst NOANMUHHOCTUM MeTaAaHHbIX U HaANeXallero ynpasieHust UMY
aBnsieTca TpeboBaHune Toro, 4Tobbl BBeAeHHble MeTagaHHble OcTaBanuch HeuaMmeHHbIMU. Heobxoanmo, uto-
6bl MeTagaHHble 06 yrpasneHnM JOKyMeHTaMu NoaaepXuBanucs HEeM3MEeHHbIMU 1 B Cllydyae BO3HUKHOBEHUS!
HeoBXoOMMOCTN BHECEHUSI M3MEHEHUIA, Ha MecTax CyLLIeCTBOBanM npasuna, perfnameHTupylowme ynpasne-
Hue aTum npoLueccom. Citoga OTHOCAT Npasuna 4OKYMEHTUPOBAHUS NPUYUH USMEHEHUA, CaMUX UBMEHEHUA U
yYacTBYIOLUMX YMOMHOMOYEHHBIX areHToB. OTu TpeboBaHusA criegyeT NPUMEHsITb MOCTOSHHO B Noboi
opraHMsaLmuy, OTBETCTBEHHOM 3a JAOKYMEHTbI U y4acTBYOLLEN B 3TOM npoLiecce.

CnepyeT obecneunsatb NoOAAEPKKY MeTafaHHbIX, cogepXalumx CBeieHUs O CO34aHUN UM U3MEHEHU-
AX, NPON3BeAeHHbIX B MeTagaHHbIX camoro gokymeHTta. Cioga BxoauTt MHcpopMaums o6 areHTax, CBA3aHHbIX C
cO3JaHMeM UM U3MEHEHUsIMU, a Takke TUMOM AEesITENIbHOCTU, KoTopasi bbinla NpeanpuHATa, HanpuMep: co-
3aaHue, U3MeHeHue, Nnposepka, yaaneHue. Kpome Toro, AomkHa 6biTb naeHTUMLMPOBaHa BEpCUsi CXEMbl Me-
TagaHHbIX, UCMONb30BaHHas NPy onpeaeneHn 1 3anofHeHA 3NeMeHTOB MeTafaHHbIX.

8.5 CTpyKTypbl MeTagaHHbIX

[ns Toro uToobkl YNpOCTUTb N caenaTb OCMbIC/TIEHHbIMU B3aUMOCBA3U MEXAyY 3l1IeMeHTaMn MeTalaHHbIX,
nx HeoBxoaumo CTPYKTYpUpoBaTb, Hanpumep, ¢ NOMOLbIO KnaccuuKaLMOHHBIX cXeM. AreHTbl, BKIloYast
ynpaesnAarWnX JOKYMEeHTaMn, OOJDKHbI p33p36aTblBaTb CXeMbl And onucaHnda OKYMEeHTOB, KOTopble OHU CO-
34at0T, BBOOAT U KOTOPbLIMU yNpaBnAoT, BKNOYaA KOHTEKCTHYHO MHGpOpMaLMIO OTHOCUTENBHO AENOBLIX NPO-
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LleCCOB U areHToB. JTU CXeMbl J4OMKHbI NOAAEPXKUBATLCA BO BPEMEHU C LENblo OTPaKEHUS U3MEHEeHUA B
opraHnsauMoHHOM W1 AenoBoM KoHTekcTe. OTHOWEHUs Mexay HOBbIMU CXeMaMu U TeMMU, KOTopble OHU
3aMeHsII0T, cneayeT naeHTuduLMpoBaTh U AOKYMEHTUpPOBaTb.

CxeMbl MeTagaHHbIX OMUCEIBAIOT OGBEKTHI, UX 3NIEMEHTBI U UX B3aUMOCBA3M. CXxeMbl Takke noaaepxu-
BalOT ONuncaHne CTPYKTYp AOKYMEeHTa (Hanpumep, Takumu sisblikamu, kak XML). OHY BaxkHbI Ans yrnpasneHns
6a3amu gaHHbIX, KOTopble coaepaTt Takyto onucaTenbHyo nHpopmauuio.

3aecb MoxHo npusecTu npumepsbl: DTDs-cxem (XML-cxem) ans onpeaeneHnst CTPYKTYp AOKYMEHTOB,
6a3 AaHHBIX N ApYrnx o6 bEKTOB; a Takke KOHLeNTyarbHbIX CXeM AN peanu3aumoHHbIX U 06 bEeKTHO-opU-
€HTUPOBaHHbIX 6a3 AaHHBIX.

CTpyKTYpbl METaf@HHbIX U 3NeMeHTbl MeTaAaHHbIX, U3 KOTOPbLIX OHU COCTOAT, MOTYT 6biTh B AanbHewn-
Wwem onpeaeneHbl C MOMOLLbIO CXeM KoAUPOBaHWUA. CXxeMbl KOAUPOBAHUS onNpeaensiioT 3Ha4YeHUs U CUHTaKCUC
3nemeHTa MeTafaHHbIX.

Mpumepbl cxeM KOAUPOBAHUA BKOYAKOT onpeaerieHHble MHCTPYMEHThI 4SS yNpaBieHns JOKYMeHTamu,
yctaHoBneHHble B UCO 15489-1, noapasaensl 9.2 n 9.5, cxeMbl knaccudukaumMm ans AenosbIX onepauumn,
cxeMbl knaccudukaumMmn YpoBHei 4oCTyna n cxeM pasmelleHns u 6e3onacHocTu.

B0o3MOXHOCTU CXeM NO3BONAIOT:

a) obecneumBaTb MHTErPUPOBAHHOE U COrMacoBaHHOe ynpaBneHns MeTagaHHbIMY;

b) npeaocTaBnATb BO3MOXHOCTU B3aMMOAEUCTBUS NYTEM COrnacoBaHHOro npeobpasosBaHus pasnuy-
HbIX HABOPOB MeTaAaHHbIX;

C) BblpaxaTb B3aUMOCBSI3U 3/IEMEHTOB U UX CEMaHTUKN;

d) ynpaBnaTb OTHOLUEHUAMMW MeXAY 3NeMeHTaMn MeTagaHHbIX 1 CBOUCTBEHHOW UM CeMaHTUKW;

e) obecneunBaTe U NoaaepXuMBaTb COrMacoBaHHOCTb MHPOPMAaLMOHHBIX CUCTEM (HanpuMep, cucTeM
ynpasneHusi OKYMeHTamu);

f) oBecneunBaTtb MogynbHOE pa3BUTUE, YCTAHOBIIEHWE (3anyck) UNW npekpalleHue (paspbiB) cBs3en
NHOPMALIMOHHBIX CUCTEM;

g) obecneunBaTb OCHOBbI A4NSA PA3BUTUA MHPOPMALMOHHBIX cUCTEM U/UnK 6as AaHHbIX.

8.6 Ponb cucrem

[LokyMeHTbl HeobxoanMo cosfasaTb, BBOAUTL UMW YNPaBsiTb UMW C MOMOLLLIO CUCTEM ANSA ocylle-
CTBIEHWSA AENOBbIX onepaLuii, cUCTeM ynpasneHns AoKyMeHTamun unv obermmn cuctemammn BMecTe, a UMeHHo:

a) WCMonb3ays He3aBUCHUMYIO CUCTEMY AN OCYLLECTBNEHWs AeNoBbIX onepauuii, paspaboTaHHyo B TOM
yucne AMs caMoCTOATENbHOro Co3jaHns, BBOAA U YNPaBeHUs ee oKyMeHTaMu,

b) ucnone3ys cuctemy Ans ocylwecTBAeHUS AeNOBLIX onepaLyi, co3aaloLLyto, HO He YNpaBnsAloLLyo
AOKYMEHTaMu 1 nosTomMy paboTaloLLyo B COMeTaHUU C COOTBETCTBYIOLLEN CUCTEMO YNpaBneHna AOoKyMeH-
Tamu;

C) MCcnonb3ys CUCTEeMY ynpaBsreHns JoKyMeHTaMu, cneumansHo NpeaHasHaveHHyo Ana co3AaHus, BBO-
[a 1 ynpasneHns JoKyMeHTamu.

HesaBuncrmo oT Toro, Kakyto ccTemy Ui KoMBUHaLIMIo CUCTEM UCNONbL3YIOT, OHa AoMkHa obecnevnsaTth
“cnosnb3oBaHne U NpeacTaBneHne MeTagaHHbIX 06 ynpaBneHnn gokyMeHTamu ahdeKTUBHLIM cnocobom.

Cuctembl ynpasneHus AOKyMeHTamu A0MKHbI BbiTb paspaboTaHbl U BLINOHEHBI C Takoh HpPaCTPyKTy-
poi, koTopas obecnevmsaeT NPOWM3BOACTBO, BBOA W yrpaBfieHMe COOTBETCTBYIOWNMN MeTadaHHLIMU 1, No
BO3MOXHOCTU, ByAeT oCyLeCcTBAATL BCe 3TV NPoLEecChl aBTOMaTUYECKN.

CucTeMbl ynpaBneHnst AOKyMeHTaMu AoSkHbl B6bITb paspaboTaHbl Takum 06pasoM, 4Tobbl rapaHTUpo-
BaTb, YTO AOKYMEHTbI U X MeTafaHHble OCTaHyTCs AOCTYMHbIMA, NOANNHHLIMY, HAAEXHLIMU U NPUFOAHBIMA K
NCNonb30BaHWIO, HECMOTPSA Ha Mobble N3MEHEHUS CUCTEMDI.

OfHVM 13 MeToAoB AOKYMEHTUPOBAHUA 3MEHEHUIA ABNAETCA ayaMTopckoe 3akmoyeHne. OaHako B TO
BPeMs KakK ayAuTopckue 3akioveHns Ans JOKYMEHTOB U CUCTEMbI AN OCYLLEeCTBEHNA AeMoBbIX onepauni
ABNAOTCA HeobXxoanMbIMUM AN 0becneveHns HenpPepbIBHOCTY AEMOBON A8ATENBHOCTU, OHN MOTYT He NOMHOC-
Thio OTBEYATb TPeBGOBAHNAM K YNPaBEHWUO SOKYMEHTaM1 OTHOCUTENbHO oBecneyeHs NoHON UCTOpUN TpaH-
3aKLMiA ANs KOHKpeTHbIX AokymeHToB (MCO 15489-1, nyHkT 8.3.2).

Ans oBecneveHuns rapaHT1K TOro, YTO MeTafaHHbIe M3BNeYeHb! 13 opurLManbHBIX UCTOYHUKOB, AOSDKHBI
6bITb CO3A@HBI MHCTPYMEHTbI YNpaBlieHUst AOKYMeHTaMK1, @ UMEHHO CXeMbl Knaccudukaumm AenoBbIX onepa-
LmiA, JocTyna 1 6e30MacHoCTK, a Taloke opraHbl, YNofIHOMOYeHHbIe pacrnopskaTbes AoKyMeHTamu. Cuctemel
ynpasneHus AokymeHTamu criedyeT paspabaTbiBaTb Takum obpasoM, 4Tobbl BKMOYATb B UX COCTaB 3TH
WNHCTPYMEHTBI 1 aBTOMaTU3MpoBaTh UX NPUMEHEHME.
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9 Tunbl MeTagaHHbIX, Tpedylowmeca ana noanepxkn UCO 15489-1

9.1 OnucaHue TUNOB MeTaAaHHbIX

B aTom nyHKTe npuBeAeHbl TUMNLI MeTadaHHbIX, KoTopble TpebytoTca Ansa adgeKTUBHOro BLINOMHEHUA
Tpebosaruint UCO 15489-1. STOT NyHKT ABNSAETCA NosSICHEHWeM pasaena 5. B aToM pasgene onucbiBaeTcs ana-
na3oH MeTafaHHbIX, KoTopble A0MKHLI paspabaTbiBaTbCA U NMPUMEHATLCA B paMKax CUCTEM ynpaBneHust 4oKy-
MeHTaMU ¢ Lienblo BbinonHeHus Tpebosannin UCO 15489-1.

Tunbl MeTagaHHbIX, Tpebyrowureca ana noaaepxku NCO 15489-1, moryT 6bITb pasaeneHebl Ha crieayto-
wmre rpynnel (CM. pucyHok 1):

a) meTagaHHble 0 CaMOM AOKYMEHTe;

b) meTagaHHble 0 Npasunax, NOAUTUKE U NOSTHOMOUYNAX BEAEHNA AerOBLIX onepauni;

C) mMeTagaHHble 06 areHTax;

d) MeTagaHHble 0 npoueccax AeNoBbIX onepaLuii;

€) MeTagaHHble 0 npoLeccax ynpasneHUsa AOKYMeHTaMu.

3T TUNbl MeTaaaHHbIX MPUMEHSIIOT Kak 40, Tak 1 nocne BBoAa AOKYMEHTa.

~
MonHomouuna
' 1
yrnpasnsiotT
ycTaHaBnuBaloT CBMAETENbCTBYIOT
KOMMETEHLMIO R O BbINOSIHEHUN
(noaTeepxpaiot
Jenostle BbiNosHeHue)
onepauum \
MHTEerpupoBaHo B
]
YnpaeneHue
I [OKyMeHTaMu OKyMEHTH-
BbIMOMHAKT | / \ ! pyloTCsi B
OCYLLECTBNSIOT ucrnonb3yer
B ynpasrneHum
busnyeckme cospaor ’
nua JloKyMeHTbI
(areHTbl)
e UCTIONTb3YIOT

PucyHok 1 — Cxema OCHOBHbIX BUAOB METaZlaHHbIX U UX B3aUMOCBSI3U

Kaxgas u3 atux rpynn BkimioyaeT B cebs MeTagaHHble, KOTopble:

1) BBOAATCA C AOKYMEHTOM, (bUKCUpYs ero B AeNOBOM KOHTEKCTe U obecneumBas npouecchl yrnpasne-
HUA (TO ecTb MeTagaHHble, obpasylolumecss B MOMEHT BBOAA AOKYMEHTa), 1

2) npopomkaloT co3aaBaTbCsl U BBOAUTLCS Ha MPOTSDKEHUN BCEro XU3HEHHOro UMKna AOKYMeHTa (To
eCTb MeTagaHHble, obpasytoumecs nocne BBoAa AOKYMEHTA); 3TOT NPoUecc He orpaHuqnBaeTcsl paMmKkamm
opraHusauuuM — cosgaTtensa AoKYMEHTOB U I0IDKeH obecneunBaTbCa KaXKaon opraHusauuen, oTBeTCTBEHHON
3a ynpaBneHne AOKYMeHTaMu, Ha NPOTSKEHUN BCEro UX XXU3HEeHHOro uukna.

A1y KnaccudmKaumio UCNOMb3YIOT B KAYECTBE KOHLENTYyarnbHOW OCHOBLI HacTosLero ctaHaapTa. Mocne
Kakaoro ns TpeboBaHuin kK MeTagaHHbIM YKa3biBaOT CChINIKY Ha NMyHKTbI Unu noanyHkTel UCO 15489-1, us koTo-
PbIX OHU NOMNYYEHbI.

9.2 MeTagaHHble 0 AOKYMeHTax

9.2.1 MeTapaHHble 0 AOKYMEHTaX, o6pasylolmecss B MOMEHT BBOAa JOKYMEHTOB
OCHOBHbIE 3M1eMeHTbl CTPYKTYPHBIX MeTafiaHHbIX U MeTafaHHbIX ANS XpaHeHus! Tak xe, kak doopmara n
OCHOBHBIX TEXHUHECKNX XapaKTEPUCTUK, [OIKHbI BbITh UAEHTUMULMPOBAHBI U JOKYMEHTUPOBAHbI B MOMEHT
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BBOAA AOKYMeHTa ¢ Lenbto o6ecneyeHuns rapaHTum Toro, YTo J4oCTYN K AOKYMEHTaM MOXeT nodaepkuBaTbes
[0 Tex nop, noka ato TpebyeTcs ANa AeNoBbIX ornepauunii Un Apyrux HyXa, a Takke Ans obecneyeHns Jonro-
BPEMEHHOro XpaHeHusl U ynpasneHus AoKyMeHTaMu.

BoamoxHO, B MOMEHT BBOZA AOKYMeHTa NoTpebyeTcs Takoke BBECTW HEKOTOPbIE MeTadaHHble 06 ynpas-
NeHun gokyMeHTamm U 0 6e30MacHOCTU, onucaHHble Hke (M. 9.2.4 n 9.5).

Ons onpeaeneHns cogepxaHusa oTAENbHOro AOKYMeHTa Uiy NtoBbIX X KOMMMEKCOB, ero NOrM4eckoi 1
hU3NYecKol CTPYKTYPbI, @ TaKKe TEXHUYECKUX MPU3HAKOB 1 AN AOKYMEHTUPOBAHWS OTHOLUEHWUIA MeXay AOKY-
MEHTaMUN MeTagaHHbIe O JOKYMEHTe AOKHBbI:

a) BKMtoYaTb AaTy v Bpemsi, korga 4oKyMeHT Obii cosaaH,

b) naeHTuMuMpoBaTL U ONUCLIBATL AreHTOB, YYaCTBYIOLMX B CO3AaHNN [OKYMEHTa,
C) OOKYMEHTUPOBaTb CTPYKTYPY OOKYMEHTa,

d) gokymeHTMpoBaTb OpMY JOKYMEHTA,

e) AOKYMEHTUPOBATb XMMUYECKUEe N chnsnveckne CBONCTBA AOKYMEHTa,

f) DOKYMeHTMpOoBaTb TEXHUYECKUE XapaKTepUCTUKA U B3aUMOCBSA3U JOKYMEHTa,

g) AOKYMEHTMPOBaTb OTHOLUEHWUA MeXay OaHHBIMWU UK 3neMeHTaMu dopMarta, KoTopble COOepPXUT Ao-
KYMEHT,

h) aokymeHTUpoBaTh TpeboBaHUA Kk 0becrneveHUo 4ocTyna, BOCNPOU3BEAEHWIO, BOCCTAHOBMEHUIO UMK
nepegaye AOKYyMeHTa,

i) obecneunBaTtb MUrpaLMI0 Ha MHOE NporpaMmMHoe obecneyeHue,

j) obBecneunBaTb BOCNpou3BeaeHNE Yepes aMyALMIo,

K) MHUUMMpOBaTb OEATENLHOCTL MO YMpaBreHnio JaHHbIMKU 1 bopMaToM AMA 3awWwnThl NPOTUB yCTape-
BaHUA (CTapeHns) cpeacTs NHPOPMALMOHHBIX TEXHOMOTUNA,

[) AOKYMEHTUpOoBaTb OTHOLLEHWUSI MeXay AOKYMEHTOM 1 TpaH3akuMen Unn AeaTenbHOCTbIO, B pesynbTa-
Te KOTOPOMN BO3HUK 3TOT AOKYMEHT, U

m) OOKYMEHTUPOBAaTh CBA3N MEXAY AOKYMEHTaMU UK MexXay oTAeNbHbIM AOKYMEHTOM 1 6onee Lwupo-
KON COBOKYMHOCTbLIO (KOMMIIEKCOM) AOKYMEHTOB, YaCTbio KOTOPOWN ABMAETCA 3TOT AOKYMEHT.

9.2.2 MeTapaHHble 0 AOKYMeHTaX, o6pa3syoLluecs nocne BBoaa AOKYMEeHTOB

MeTagaHHble 0 AOKYMeHTax credyeT HakannneaTb HENpepbIBHO, HE3aBUCUMO OT TOTO, Kakasi opraHusa-
Lnsi OTBETCTBEHHA 3a JOKYMEHThI B AaHHbIA MOMEHT. DT MeTafaHHble ByayT onpeaensitb UsMeHeHus1, Npouc-
Xo4sime B fornmyeckor n nsnyeckon CTpyKType, a Takke TEXHUYECKUX NpusHakax gokyMmeHTa. Kpome Toro,
OHW Takke byayT onucbiBaTb HOBBIE KOHTEKCThI, B KOTOPBIX JOKYMEHT Ucnonb3yoT. Heobxoaumo AokyMeHTU-
poBaTb BO3HNKHOBEHME HOBBIX CBA3EW C APYrUMIN AOKYMEHTaMU UM UX KOMIMJIEKCaMU.

Tekywne 1 npegbiayLime 3HaveHns meTagaHHbIX, ONMCbIBAIOLIMX CTPYKTYPY AOKYMEHTa, Takux kak oop-
MaT U OCHOBHbIE TEXHUYECKMNE XapaKTEPUCTUKN, HEOBXOAUMO COXpaHsiTb Anst obecnedyeHus rapaHTum Toro,
YTO AOCTYN K AOKYMEHTY ByaeT nogaepxusaTtbes B TedeHue HeobxoaumMoro BpeMmeHn. 3To NO3BONSIET coxpa-
HSITb CBEAEHUS O MepBOHAaYanbHOW CTPYKTYpe AOKYMeHTa 1 obrneryaeT ux CoOXpaHHOCTb B Byayliem.

Ecnu nmenn mecto npouecchbl, UHULMMPOBaHHbIE CTPYKTYPHBIMU MeTaAaHHLIMU U MeTaflaHHBIMU O Xpa-
HeHUW, CBMAEeTENbCTBA O HUX credyeT XpaHUTb BMecTe ¢ AeTansMn Bcex UsMeHeHuin B ocpopmneHu n op-
MaTe JoKyMeHTOB. CM. Takke 9.6.

9.2.3 MeTagaHHble, noanepXxuBaroLLine AOCTYN K AOKYMEHTaM

9.2.3.1 O6LwmMe NonoxeHus

MeTagaHHble cnegyeT Ucnonb3oBaTth AN NAeHTUUKaLMM OKYMEHTOB 1 obnerdyeHns Ux UsBrnedYeHus
(BOCMpon3BeAeHUs) N UCNOMb30BaHUS B cUCTEMaXx yrnpaBreHnsi LOKYMeHTaMu.

Crnctema ynpaBneHust JOKYMeHTaMu JoimkHa obecneynBaTb CBOEBPEMEHHbBIA JOCTYM KO BCEM COOTBET-
CTBYIOLLMM JAOKYMEHTaM W CBSI3@HHLIM C HUMK MeTagaHHbIM. CcTeMbl MOTYT BbITb paspaboTaHbl Tak, UTobbI
NCMOMNb30BaTb MeTaAaHHble NS 06reryeHns BbIMONHEHUS 3TON Lenu.

9.2.3.2 MeTagaHHble ans obecrneveHnst 4ocTyna K AoKyMeHTaMm, obpasylolmecs B MOMEHT BBOAA AOKY-
MeHTa

MeTagaHHble Ans obecneyeHns 4ocTyna K AOKYMeHTam JOSDKHbI BLINOMHATL criegytowime hyHKUWUK:

a) naeHTUMLMpoBaTh MHMOPMALIMIO O JOKYMEHTE UMM COBOKYNHOCTSIX JOKYMEHTOB;

b) ykasblBaTb U AOKYMEHTMpOBaTb MaccuB (Nankv 1 Aena), B COCTaB KOTOPOro BXOAUT AOKYMEHT Wiv
KOMMIIEKCHI JOKYMEHTOB;

C) BBOAWUTL UHPOPMALMIO O MeCTOHaxXOXAeHUN okymeHTa. CucTeMbl A0KHBI 0becneuvBaTs noaaep-
XKy pasHoobpasHbIX CBEAEHWUIN 0 MECTOHaXOXAeHUN fokyMeHTa. MecToHaxoxaeHne goKyMeHTa MoXeT ObiTb
nornyecknm uunnu pusmyecknm. iameHeHus ceegeHnin 0 MecToHaxoXaeHUn AoKyMeHTa AOMKHbLI NoAAePXU-
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BaTbCsl. YCTaHOBIIEHHOE MECTO XpaHeHUsl OOKYMEeHTa W paKTM4eckoe MeCTOHaxoXaeHne cnegyet
dukcmpoBaTh ANA 06neryeHns ero nNoucka;

d) ngeHTndNLMpPoBaThL U JOKYMEHTMPOBAaTb CBA3N MeXAy AOKYMEHTaMK, areHTaMmu 1 npoLleccamu;

e) AOKYMeHTUpoBaTb onucaTernbHyo nHopMauuio, koTopas obecneunsaeT NCMONb30BaHNE U NOHUMa-
HWe OOKYMEHTOB, Takux Kak, Hanpumep, Knacc npeamMeTHON Knaccudnkaumm, HasgaHue, onnucaTterbHble K-
yeBble CMOBa, Pe3oMe UM KOHCMEKT;

f) obecneuuBaTb kKnaccudbukaumo yHKUWA, AEACTBUA 1 TPaH3aKLMIA B XoAe AeNOBbIX onepaLunii;

g) obecneunBatb KnaccuukaLuio JOKYMEHTOB;

h) ocyuwecTBNATL MHAEKCUPOBaHWE AOKYMEHTOB.

9.2.3.3 MeTagaHHble npolecca, noaaepxunsatoLme obecnedyeHme 4ocTyna K JOKyMeHTaMm, obpasytoLn-
ecsi nocrne BBoAa JOKYMeHTa

MeTagaHHble Anst obecnedeHns 4ocTyna K AOKyMeHTam cnegyeT HenpepbiBHO KOHTPOMMPOBaTh C Lenbio
obecneyeHnst rapaHTMPOBaHHON AOCTYMHOCTU AOKyMeHToB. Co BpeMeHeM MOXeT BO3HWKHYTb Heobxoau-
MOCTb BHECEHUS N3MEHEHWUI B 3T MeTadaHHbIe, 8 UMEHHO:

a) no mMepe cBepLUEeHNs AeNOBbLIX onepauui,

b) npu nameHeHun coctasa nepcoHana,

C) MpW N3MEHEHWU HanpaBeHUs AeATeNbHOCTH,

d) Mpu N3MEHEHUN NHCTPYMEHTOB YNpaBrieHUst JOKYMEHTamu,

€) npu U3MEHEHUN MECTOHaXOXAEHUS JOKYMEHTOB,

f) Npu 3aMeHeHWn TepMUHOMOrnK, ynoTpebnsaeMon B opraH1saumu, unm

g) Npuv BHEAPEHUN HOBbLIX cUCTEM, obecneymnsatoLMX BbIMOSIHEHWE AeNOBLIX onepauui.

[ns coxpaHeHnsi OCMbICIIEHHOCTU JOKYMEHTOB HeobxoAnma HenpepbiBHas cucTemaTusaunst ux onuca-
Hus. Mpn paclumMpeHn 4ocTyna K AoKyMeHTaM BHe 0611acTu, B KOTOPO OHW BbINv co3aaHbl Uy BBEAEHbI, Kak B
paMkax, Tak 1 3a npeaenamu opraHnsaunmn, HeobxoaMMbl AOMONHUTENbHbIE onucaTenbHble MeTafaHHble A4S
pasbsACHEHUs AENOBOro KOHTEKCTa 4OKYMEeHTOBR. BpeMeHHOM hakTop 1 puUcKk yTpaTbl C TEHEHNEM BPEMEHU 3HA-
HWI 0 cpede, B KOTOPOI AOKYMEHThI BbINN co34aHbl NN BBEAEHbI, ABMAOTCA AONOMHUTENBHLIMU hakTopamu,
Tpebytowmmmn 6onee nogpobHOro onucaHus.

9.2.4 MeTtapaHHble, noaaepxuBaoline 6e3o0nNacHoCTb JOKYMEHTOB

9.2.4.1 O6LUMe NONoXeHNs

Bce cucTembl ynpasneHus 4okymeHTaMun 4omkHbl obecrnednBaTh pa3BepToiBaHWe MeTafaHHbIX o 6e30-
nacHocTK, obecnevnBaoLLnX co3aaHne KOHTPONMMPYEMOn cpebl ynpaBieHUs JOKYMEHTaMu.

B onpepgeneHHbIX cucTemMax gonyckaeTcsi IPUMEHSTb BICOKUE YpoBHM 6e3onacHocTu. CnegoBaTtenbHo,
puckn 1 TpeboBaHUA AeNOBLIX onepaLii, AOKYMEHTUPOBAHHBIX B paMKax CUCTEM, OOMKHbI ObITb OLeHeHbl A0
pa3paboTkn 1 NpUMeHeHNss MeTafaHHbIX 0 6e3onacHoOCTH.

9.2.4.2 MeTagaHHble 0 6e3onacHocTH, obpasyrolmecs B MOMEHT BBOAA JOKYMEHTa

KnitoueBble anemMeHTbl MeTagaHHbIX 0 6e30MacHOCTH, 8 UMeHHO, OCHOBHbIE Mpasa AoCTyna Ui ero orpa-
HUYEHUS, AOIKHBI ObITh MAEHTUDULMPOBAHEI U 3aPUKCPOBaHbI B MOMEHT CO3aHnsl AOKYMEHTa UM ero BBO-
Aa ansa obecneyeHns HenpepbIBHOCTY NpoLLecca COXPaHHOCTU 1 YNpaBneHUs 4oKYMeHTaMu.

MeTaaaHHble 0 6e30NacHOCT AOIMKHbI:

a) MaeHTUULMPOoBaTh OrpaHUYeHUst 4oCTyna, NpUMeHsIeMble K JOKYMEHTaM 1 X COBOKYMHOCTAM, Ae-
NOBLIM NpoLieccam W areHTam,

b) rapaHTupoBaTh obecnedeHne AocTyna K JOKYMEHTaM TOMbKO YNOIHOMOYEHHOMY MepcoHany,

C) ycTaHaBnvMBaTb BpeMeHHble npedesbl AeACTBUIA OrpaHnYeHnin AoCTyna, rapaHTupys Ux perynsapHbli
nepecmoTp,

d) BosgepxumBaTbCsl OT OTOBpaXkeHUss MeTaaHHbIX B TOM crny4vae, Koraa AaHHble He npefHasHaveHbl
ONS WMPOKOTo Kpyra nonb3osaTtenen.

9.2.4.3 MeTagaHHble npoLecca, nogaepxusatolne 6esonacHocTb, 0bpasytoLimecs nocne BBoga AOKy-
MeHTa

JocTyn kK foKyMeHTaM AomkeH ObITb orpaHnyeH TofbKo B TOM Crydae, eciv cyllecTsyeT AenoBas Heob-
X0AMMOCTb 1nu atoro TpebyeT 3akoH. MeTagaHHble 0 6e3oMacHOCTM cnedyeT KOHTPONMPOBaTh M OBHOBNATL
anst obecneveHns rapaHTUM NOCTOSIHHON akTyanMsauumn Bcex MaeHTUMULMPOBAHHBIX OrpaHUYeHuniA.

YpoBHW 1 NpaBunia 6e30nacHOCTN MEHSIKOTCA C TeYEHNEM BPEMEHU, U MeTafaHHbIe, KOTOpble NoAAePXKN-
BaloT ynpasrieHue 6e30MacHOCTbIO U 4OCTYNOM, AOPKHBI MEHSITLCS COOTBETCTBEHHO. OpraHu3aummn gOImKHb
rapaHTMpoBaTb AOKYMEHTUPOBAHMNE 3TUX N3MEHEHWN.
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MeTagaHHble 0 6e3onacHOCTU HeOBX0AUMO NoAAEPKMBATb, aKTyanManpoBaTb U COXpPaHATb B TeYeHue
BCEro XWU3HEeHHOro UMKIia AoKyMeHTa. MIaMeHeHWs MeTaaaHHbIX JOMMKHbBI OTpaXaTb adMUHUCTPaTUBHBIE N3Me-
HeHUs 1 3aMeHy nepcoHana, a Takke COOTBETCTBYIOLLME N3MeHeHUs Mep 6e3o0nacHoOCTH.

TpeboBaHua k co3gaHuto, BBOAY, NOAAEPKKE U OOCTYMHOCTU MeTafaHHbIX O JOKYMEHTe codepkaTcs B
cnegytowmx nogpasgenax un nyHktax MCO 15489-1:

7.2.1 «XapakTepuctuki gokymeHta. ObLumMe nNonoxeHus»,

7.2.3 «XapaKTepuCTUKU OOKYMEHTa. JoCTOBEpHOCTLY,

8.2.2 «XapakTepUCTUKN CUCTEM yrpaBrieHWUs oKyMeHTaMu. HaaexHocTby,

8.3.6 «[poekTupoBaHue 1 BHeAPEHWe CUCTEM yrpaBneHns JokymeHTamun. JocTyn, MoUCK 1 NCNonb3o-
BaHue,

9.3 «BknioveHne JOKYMEHTOB B CUCTEMY YrpaBrneHuUs OKyMeHTaMmn»,

9.6 «XpaHeHue 1 obpalleHne C JOKYMEHTaMm».

9.3 MeTtapgaHHbIe O npaBunax, NoNUTUKe U NONTHOMOYNAX BeAeHUA AeNoBbIX onepauwﬁ

9.3.1 MeTagaHHble 0 NpaBUNax, NONIUTUKE U NOJITHOMOUYUSIX BeOeHUs1 AeNOBLIX onepauun, obpa-
3yllineca B MOMEHT BBOAA [ OKYMEHTa

B MOMeHT BBOAa AOKYMeHTa MeTaZaHHble OOITKHbI JOKYMEHTUPOBaTbL COOTBETCTBNE JOKYMEHTa Npasu-
nam 1 NonNuTUKe BedeHUsi 4efoBbIX onepaLnii, a Takke HopMaTUBHBLIM 1 ApYrMy TpeboBaHUsAM, NpeabsBnse-
MbIM K CO342HWUI0 U YNPaBNeHWo JOKYMEHTaMMu.

OTU MeTafaHHble OOSKHbI:

a) naeHTUdULMpoBaTL onpeaeneHHyo CXeMy MeTadaHHbIX, UCTIoNbL3YeMyto B cUucTeMax Ans ocylue-
CTBMNEHUS OeNoBbIX onepaLyvi opraHMsaunm,

b) dukcuposath Npasuna BeaeHUs 4eNOBbIX onepaLmin nnm Apyrue cpeacTBa KOHTPONS CUCTEMBI, pery-
nvpylowme cos3gaHne 1 ynpasnieHne AoKyMeHTaMmu,

c) duKcnpoBaTb Npasunia BegeHUst 4enoBbIX onepauuii unu apyrue cpeactsa KOHTPOMS CUCTEMBI, pery-
nvpyowmMe co3gaHune 1 ynpasneHme MetaganHbIMu,

d) cukcmpoBaTb NpaBuna BeaeHUs AeNOoBLIX onepaLunid Ui Apyrue cpeacTBa KOHTPOIsi CUCTEMBI, pery-
nvpytowme AencTBNUs N0 YNpaBreHUio JOKYMeHTaMu,

e) uKcupoBsaThb Npasuia BeAeHNs AeroBbIX orepauni unu apyrne cpeactsa KOHTPOMA CUCTEMBI, pery-
nupytolme JoCTyM U Npasa Ha JOKYMEHTHI,

f) AOKyMeHTMpOBaTb MOMHOMOYNS UK ApYrMe HopMaTUBHbIE TPeBOoBaHWUA K CO3AaHUI0 W/Wunn ynpasne-
HUIO JOKYMEHTamu,

g) AOKYMEHTUpOBaTb MOSTHOMOUMA UMK ApYrMe HOpMaTUBHbIE YkasaHua U TpebosaHnA No cpokaMm Xpa-
HEeHUs JOKYMEHTOB, UX 6€30MacHOCTN UMK YHUYTOXEHWUS,

h) BBOOWTL CBA3W MeXQY MOMHOMOYUAMU UMK perynupytowein nHdopmaumen u JoKyMeHTaMu Unm npo-
Leccamu ynpasreHns JOKYMEHTaMMU, K KOTOPbIM OHU OTHOCATCA.

9.3.2 MeTagaHHble O NpaBUNax, NOMIMTUKE U NOTHOMOYUAX BeAeHusi AenoBbIX onepauuin, obpa-
3yolinecs nocrie BBoga A0KyMeHTa

MeTagaHHble cnedyeT UCMOMb30oBaThb ANS NOATBEPXKASHUS TOMO, YTO CUCTEMBI YNPABAAT AOKYMEHTaMn
B COOTBETCTBWW C NPaBuiamm 1 NOIMTUKOW BeAeHUs AeNOoBbIX onepauuii, HopMaTUBHBIMA U ApYrumn TpeboBsa-
HUSIMK K YNpaBneHuto JokymeHTamu. Hanpumep, MoryT noHagobutbca MeTagaHHble, onpeaensaowme, KTo
nMen AOCTyn K cUcTeMe ynpaBneHns JoKYMeHTaMu B KOHTEKCTe pasnuyHbIX AenoBbix noTpebHocTen. Cioaa
BKIHOYAIOTCA opraHusaunn, KoTopelM nepegaHa oTBETCTBEHHOCTb 3a ynpassieHUe AOKYMEeHTaMu.

TpeboBaHnsa Kk co3gaHunio, BBOAY 1 NogaepKke MeTajaHHbIX O NpaBunax, NoMTUKE U NONHOMOYUAX Be-
AeHus AeroBbIX onepaLuuin cogepkaTcs B criegytolmx pasaenax, nogpasgernax, nyHkrax u nognyHkrax UCO
15489-1:

Paszgen 5 «HopmatuHas cpega»,

7.1 «[MpuHUKMNEI pa3paboTkX NporpaMm yrnpaeneHuss 4OKYMEHTaMmy,

8.2.3 «XapakTepucTUKn cucTeM yrnpasneHus gokymeHTamu. LienoctHocTby,

8.2.4 «XapakTepuCTUK/ CUCTEM yrpaBreHus gokymeHTamn. CooTBETCTBUEY,

8.3.6 «PaspaboTtka N BHeApeHWEe CUCTEM YynparneHust oKymeHTamu. [ocTymn, Nouck n ucnonb3oBa-
Huey,

8.3.7 «PaspaboTka 1 BHeApeHUe CUCTEM YrpaBrneHUsa AOKYMEHTaMU. XpaHeHUe N YHUUITOXEHUE OOKY-
MEHTOBY,

8.4, nepeuuncneHus a) U ¢), «MeTogoMoOrnaA NPOEKTUPOBAHUS U BHEAPEHNSA CUCTEM YNpaBleHUs OOKY-
MeHTammny,
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9.1«3KcnepTu3a AOKYMEHTHOW UHOpMaLMK, noanexaliein BKIOYEHUI0 B CUCTEMY YNPaBReHUa AOKy-
MEeHTaMm1,

9.2 «OnpeaeneHne CpokoB XpaHEHUS AOKYMEHTOBY,

9.7 «foctyn».

9.4 MeTapaHHble 06 areHTax

9.4.1 MeTtagaHHble 06 areHTax, o6pa3syloLinecs B MOMEHT BBOAA AOKYMEHTa

B MOMeHT BBOAa AoKyMeHTa MeTafaHHble AOKHbI cogepXaTb AaHHble 06 areHTax, CBA3aHHbIX ¢ AOKY-
MEHTaMU1 1 yNpaBrieHUeM UMK,

O ns oBecneveHns cCOOTBETCTBYIOLErO AOKYMEHTMPOBaHUSA HeO06X0AUMO BBOAUTb MeTafaHHble 06 areH-
Tax, y4acTBYOLLMX B CO3AaHNN SOKYMEHTOB W ynpaBieHun UMU. ST MeTadaHHble Takke NO3BONAIT yCTaHaB-
nuBaTb oOrpaHuyeHns OocTyrna K AOKYMEHTaM, paspeliMB ero TOMbKO COOTBETCTBYIOLMM areHTam, u
rapaHTpYIOT UCMONb30BaHNE CUCTEMBI YNPaBeHUs AOKYMEHTaMN UNW BLINONHEHWe onepauuu no ynpasne-
HWIO AOKYMEHTaMM B pamMKax 3TUX CUCTEM TOMbKO YNOMHOMOYEHHBIMU COTPYAHUKaMU (CM. Takke 9.6).

MeTagaHHble 06 areHTax, 06pasyroLnecss B MOMEHT BBOAA AOKYMEHTA, AOMMKHbI:

a) naeHTUdMUMpPOoBaTL areHToB, YYacTBYHOLMX B CO3AaHUN [OKYMEHTOB,

b) noeHTudULMpoBaTh areHTOB, y4acTBYOLMX B YIpaBNEHUA JOKYMEHTAMMI, U ONpeaensTb UX MOSHO-
MOYMA B NpoLeccax yrpasneHns JoKyMeHTaMu,

C) naeHTUNLMPOBaTL areHTOB, MMEOLLMX Npasa 4oCTyna K AOKYMEHTaM.

9.4.2 MeTtapaHHble 06 areHTax, o6pasylolmecs nocne BBoga AOKYMeHTa

Co BpemeHeM ponu areHToB MeHsaTes. CUCTEMBI yNpaBneHUs AOKYMEHTaM1 JOMKHbI (PUKCUPOBaTh 3TH
n3MeHeHus. 3Ta KOHTEKCTyalnbHas nHgopmauns Heobxognuma Ans NoHMMaHus okyMeHToB. OHa Taicke ra-
paHTUpyeT, 4To AOCTYN K AOKYyMeHTaM ByaeT orpaHWYeHHBIM ANsi COOTBETCTBYIOLLMX areHTOB, U TONbKO ynon-
HOMOUYEHHbIE areHTbl CMOTYT UCMOb30BaTb CUCTEMBI YNIPaBIEHUS AOKYMEHTaMW UMW BbIMOSHATL onepauum no
ynpasneHuio JOKyMeHTaMu B npegenax atux cuctem (cm. Tawke 9.6).

TpeboBaHus K cosgaHuio, BBOAY U noaaepxke MeTagaHHbIx 06 areHTax cogepXatcs B criefyoLmx noa-
pasgenax v nyHktax MCO 15489-1:

7.2.2 «XapaKTepUCTUKN OKYMEHTa. AYyTEHTUYHOCTbY,

7.2.3 «XapakTepncTuki AokymeHTa. [loCTOBEPHOCTLY,

8.2.2 «XapaKTepncTuku cucTem yrnpasreHust AoKkyMeHTamMu. HaaexHocTby,

8.2.3 «XapaKkTepncTuku cuctem ynpasneHust 4okymeHTamu. LienoctHocTby,

8.3.6 «[MpoeKkTMpoBaHWe 1 BHeApeHWe CUCTEM yrpaBreHusa AokyMeHTamu. [locTyn, NoMcK U NCnonb3o-
BaHue,

9.2 «OnpepeneHne cpokoB XpaHEHWUs1 AOKYMEHTOBY,

9.3 «BkntovyeHne JOKYMEHTOB B CUCTEMY YNpaBneHUst AOKYMEHTammny.

9.5 MeTaaaHHble 0 npoLeccax AeNoBbIX onepauuin

9.5.1 MeTaaaHHble O npoueccax AefNoBbIX onepauui, obpasylowmecs B MOMEHT BBoAa A0Ky-
MeHTa

CucteMbl ynpaBneHusa AoKyMeHTamn AoSkHbI obecneynBaTth BBOA M ynpasneHue MeTagaHHbIMK O ae-
noBbIx npoueccax. Ctoga BKIMOYAT MeTagaHHble 0 (hyHKLUAX AeNOoBbIX onepauuni, AeNCTBUSAX 1 TPaH3aKLW-
qX, a Takke MeTadaHHble 0 GesonacHOCTU U AOCTyne, npoueccax ynpasneHns gokymeHTamn. Mockonbky
nocnegHee sIBMsIETCS O4EHb BaXKHBIM MOMEHTOM, TO paccMmaTtpusBaeTcsa oTaenbHo (cM. 9.6).

OTM MeTagaHHble MOTyT obecneunBaTh KMo4YeBON KOHTEKCT, CNOCOBCTBYOLMIA NOHUMAaHUIO AOKYMEHTOB
W KOHTPOMIO Haa HUMKU. VX BBOA MOXeT Takke obecneumBaTb KOHTPONMPYEMOCTb AeNOBLIX onepauui nytem
naeHTUdmKaunm elcTBUA, KOTOPbIE BLINOSHATCA B paMKax CUCTEMbl yNpaBneHUs AOKYMEHTaMU.

MeTagaHHble 0 AenoBbIX Npoueccax B MOMEHT BBOAA AOKYMEHTa AOMKHbI:

a) ugeHTUdbUuMpoBaTh U AOKYMEHTUPOBaTb AenoBble hYHKUMW, AeNCTBUA U TpaH3akuumn, 3adukenpo-
BaHHble B AOKYMEHTaX B pamKax CUCTEMbI,

b) AokymeHTMpoBaTb CBA3N MeXAy AOKYMEHTaMU, areHTaMu U Ux pyHKUUAMU, ASACTBUAMMN U TPaH3aK-
UMMM, K KOTOPBIM OHU OTHOCATCA,

€) uaeHTUUUMPOBaTL U AOKYMEHTUPOBATL areHTOB UMW YHaCTHUKOB TPaH3aKLuu,

d) nokymeHTUpoBaTb Npasuna 6e3onacHOCTU U AOCTYNa ANA AeNOBbIX NPOLIECCOB U TpaH3aKUuWi,

e) obecneunBaTh BLINOSIHEHWE AaBTOMATU3UPOBAHHLIX (DYHKUNIA AeNOBbIX onepauui, 4eNCTBUIA U TpaH-
3aKUMiA No mepe HeobxoanmMocTu,

f) oBecneumnBatb knaccudbukaumio hyHKUMIA AeNOBbIX onepauunin, AeNCTBUI U TpaH3aKLWRA,
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g) obecneumBaTtb knaccudukaLmio 4OKYMEHTOB U

h) curkcupoBaTe AaTy 1 BpeMsl TpaH3aKUuun, Npu KOTopoi Bbll co3aaH AOKYMEHT.

9.5.2 MeTagaHHble o npoLeccax AenoBbiX onepauuii, o6pasylolinecs nocne BBoAa AOKYMeEHTa

CucTteMbl ynpaeneHns JOKYMEHTaMn JOMKHbI HakanuMBaTb MeTagaHHble 1 npogonkaTb ynpasneHue:
MeTafdaHHbLIMU O MpoLeccax AeNoBbIX onepauunii, B KOTOPbIX UCMOSb3YHTCA AOKYMEHTbI; MeTagaHHbIMK O Be-
30MacHOCTM 1 JOCTYMe, a Takke MeTadaHHbIMW O npoLeccax yrnpasreHUs JOKYMeHTaMu Tak AOMro, Kak aT1o
Heobxoaunmo.

311 MeTagaHHble ByayT cnocob6CTBOBAaTL OCYLLECTBNEHMIO MPOAOIKAOLWErocs npoLecca UCrnonbL3oBa-
HWUA U HTepnpeTaLnn AOKYMEHTOB, a Takke obecrneyat KOHTPOMMPYEMOCTb AEMNOBbIX onepauunin nyTeMm naex-
TUhMKaL MM N AOKYMEHTUPOBAHUS OEACTBUN, peanM3oBaHHbIX B paMKaxX CUCTeMbl yripaBrieHus JOKYMEeHTaMu,
B KOTOPOW 3TN AOKYMEHTBI HaxoaaTCsl.

TpeboBaHusi K cO30aHWI0, BBOAY M NOAAEPXKKE MeTaaaHHbIX 0 AeNOBLIX NpoLieccax cogepxaTcsa B cneay-
fownx nogpasgenax n nyHkrax MCO 15489-1:

7.2.2 «XapaKkTepUCTUKN AOKYMeHTa. AYTEHTUYHOCTbY,

7.2.3 «XapakTepuctukm gokymeHTa. JJoCTOBEPHOCTbY,

7.2.4 «XapakTepuUcTuku aokymeHTa. LlenoctHocTby,

7.2.5 «XapakrepucTnku gokymeHta. MpurogHocTb A4S UCNONb30BaHUAY,

8.2.2 «XapaKkTepuUcTUK/M CUCTEM YNpaBneHWst AOKYMeHTaMu. HagexHocTby,

8.2.3 «XapaKTepUCTUKN cucTeM yrnpaBreHnst OKyMeHTaMu. LienocTHocTby,

8.2.4 «XapaKTepUcTuUku cnuctem yrnpasBneHunst gokyMeHTaMu. CooTBeTCTBUEY,

8.2.5 «XapaKkTepuUcTukm cuctem AokyMeHToB. KOMNIeKCHOCTbY,

8.3.2 «[MpoekTupoBaHue 1 BHegpeHUe CUCTEM yrpaBfeHUa AokyMeHTamn. [JokyMeHT1poBaHue onepa-
LMy,

8.3.6 «[poekTupoBaHWe 1 BHepeHWe CUCTeM ynpasneHus. [JocTyn, NoUCK 1 UCNONb3oBaHMEY,

8.3.7 «[MpoekTnpoBaHne 1 BHeAPEHWE CUCTEM ynpasneHus JoOKYMeHTaMu. XpaHeHne U YHUYTOXeHne
OOKYMEHTOBY,

8.4, nepeuucneHus a) un c), «MeTogonorua NPOeKTUPOBaHUA U BHEAPEHNS CUCTEM YripaBneHua AoKy-
MeHTamn»,

9.1 «OKecnepTn3a AoKYMeHTHOM nHdopMauum, nognexallei BKIHOYEHUIO B CUCTEMY ynpaBneHus AOKy-
MeHTamn»,

9.2 «OnpepeneHne CPOKOB XpaHEHUS JOKYMEHTOBY,

9.3 «BknoveHMe JOKYMEHTOB B CUCTEMY YIPABIIEHUS AOKYMEHTaMU»,

9.4 «Peructpauunar,

9.5 «Knaccudukauunsar,

9.6 «XpaHeHue 1 obpalleHne ¢ AOKyMEHTaMn»,

9.7 «JocTtyn».

9.6 MeTapaHHble o npoLeccax ynpaBneHUs1 4OKyMeHTaMu

9.6.1 MeTagaHHble o nmpoleccax ynpaBneHuUs AOKyMeHTaMu, o6pasyloluecs B MOMEHT BBoAa
AOKYMeHTa

3TOT TUN MeTaAaHHbIX 06 ynpaBneHun AokymeHTamu aorkeH obecneuvBaTth UM aBTOMATU3MPOBATb
onepauum no ynpasneHuio AOKYMeHTaMu, KoTopble criedyeT MPOBOANTL NO OTHOLEHUIO K ONpeAenieHHOMY [0-
KYMEHTY WM KOMMNMEKCY AOKYMEHTOB. DT AEWCTBUS MO YNpaBrneHno AoKyMeHTaMu noapobHo ykasaHbl B UCO
15489-1, pasgen 9.

B MOMeEHT BBOAA AOKYMEHTa KIlo4eBble 3/1eMeHThl MeTagaHHbIX 06 ynpasneHWn JOKyMeHTaMu, Takve
KaK yKkasaHWs B OTHOWEHUA CPOKOB XpaHeHUA U AeNCTBUIA, BBIMOMHAEMbIX MO UX UCTEYEHUW, YPOBHM KIaccu-
ukauum 1 ceegeHUa o peructpauuu, cnegyet uaeHTUMUMPOBaTb U UCMONb30BaTh AnA obecneveHus noa-
OTYETHOCTM opraHu3auum ob ynpasneHunm JokyMeHTaMu B TeHeHUe BCEro UX XKU3HEHHOTO LIKIa.

MeTagaHHble Ans ynpaBneHust 4OKyMeHTamu AOSDKHBI:

a) rapaHTMpoBaTb, YTO UHCTPYMEHTHI YNPaBieHUs 4OKYMEeHTaMK, Takue Kak HOpMaTUBHbIE JOKYMEHTHI
opraHoB BNacTu1, oTBeYaoLMX 3a oT60p 1 Nepedady AOKYMEHTOB Ha nocneayroliee XxpaHeHue Ui yHUUToXe-
HWEe, U CXeMbl UX knaccudukaLmm, cxembl knaccudukaLmm 4enosbiX onepawui, a Takke cxeMbl knaccuduka-
LMK 6e30mnacHOCTM U AOCTYNa, MOryT UCMOMb30BaTbCA B CUCTEME YNpaBieHUs AOKYMEHTaMu,

b) BBOANTL MeTagaHHble 0 AENCTBUAX, MPON3BOAUMBIX C AOKYMEHTaMWU B cUCTEME YNpaBreHus AoKy-
MeHTamu,
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C) uaeHTUGUUMPOBaTb U AOKYMEHTMPOBATL MeToAbl M MpaBuia YCTaHOBMEHUS NOAMMHHOCTA Takum
cnocoboM, KOTOPLIN NO3BONAET oripeaensiTh, Kakve TpeGoBaHUs! K yCTaHOBMEHWIO NOAMUHHOCTY MPUMEHSANUCH
B AEMOBbIX N AOKYMEHTALMOHHEIX onepauusax Anst onpedeneHHblX TUMOB JOKYMEHTOB U Kakne areHTbl HecyT
OTBETCTBEHHOCTb 3@ WX BbIMOMHEHMWE,

d) naeHTUbULMPOBaTL U 4OKYMEHTUPOBATL MOTHOMOUUS areHTa U1 paspelueHus, Heobxogumele Ans
OCyLLeCTBIIeHUs onpeaenieHHoN AeATeNbHOCTH,

e) ycTaHaBNnMBaTb BpeMEHHbIE OrpaHNYeHMs K aBTopur3aL i 1 NofHOMOYMSIM nonb3oBaTenen n obecne-
yYMBaTb UX PEryrsipHbIA NepecMoTp,

f) AoKkyMeHTUpoBaTb MeTafaHHble O AOCTyne 1 6esonacHocTu, MpUMeHsieMble K JOKYMEHTaM B cucTeme
ynpaBneHust LOKYMeHTaMu,

g) obecneumBatb knaccudukaLmio genosbix MyHKLWA, 4EACTBUA 1 TpaH3aKLWIA,

h) oBecneuvBaTb KnaccudukaLnio AOKYMEHTOB,

i) chrKcMpoBaTh CBA3K MeXay AOKYMEHTaMM U UX COBOKYMHOCTAMMU, @ TakKe MexXay AOKYMEHTaMu, areH-
TaMu 1 npoueccamn n

j) obecneunsaTb XpaHeHUe JOKYMEHTOB.

9.6.2 MeTapaaHHble 0 nNpoLeccax ynpaBrneHUAa 4oKyMeHTaMu, o6pa3yoliunecs nocrne BBoAa AOKY-
MeHTa

CoanaHme MeTadaHHbIX O Npoueccax ynpasneHna JoKyMeHTaMn ABNAeTCA Ba)KHbIM KOMMNOHEHTOM A4
rapaHTUm NoArMHHOCTM, LLeNOCTHOCTA, NMPUroAHOCTU AN UCTONb30BaHUA 1 HadeXHOCTU AOKYMEHTOB. 370 B
paBHOI CTemneHW OTHOCUTCA K NGO opraHnsaLmm, kotopas HeceT unn ByaeT HecTU OTBETCTBEHHOCTb 3a
ynpaBneHue gokymeHTamu. CosgaHve aTux metagaHHbIX Takke 6yaeTt cnocob6CTBOBaTh BLINOMHEHUIO onepa-
LMIA No ynpaBsneHnto 4oKYMEHTaMU, NPOBOANMbBIX OTHOCUTENBbHO ONpeAeneHHOro AOKYMEHTa UM KOMMekca
AOKYMEHTOB WU/unun obecneunBaTth aBToMaTU3aLMIO 3TUX OnepaLmii.

Takne MeTagaHHble BKIHOYAIOT B cebsi JOKYMEHTUPOBaHME:

a) npolegyp no yCcTaHOBMNEHWUIO NOAMUHHOCTY AN Kaxaoro npeobpasoBaHusi AOKYMEHTOB U

b) npaeun konMpoBaHUs 4OKYMEHTOB, BIUAOB KOMMPOBAHWSA, OPraHoB, YNONTHOMOYEHHBIX OCYLLECTBAATb
KOMMPOBaHWe, a Takke TEXHOMOTUIA U MpoLedyp PYTUHHOTO NepeHoca AOKYMEeHTa Ha HOBble HOCUTENN No Mepe
UX CTapeHUs.

TpeboBaHus K co3gaHunio, BBoAYy M Noaaepkke MeTadaHHbiX 06 ynpaBneHun qokymeHTaMu cogepxaTca
B crneaytoluMx nogpasgenax u nyHkrax MCO 15489-1:

8.2.2 «XapaKkTepUCTUKV CUCTEM YNpaBneHust AOKyMeHTaMu. HagexHocTby,

8.2.3 «XapaKkTepUCTUKN CUCTEM YNpaBneHust OKyMeHTaMu. LlenocTHoCTby,

8.3.4 «MpoekTupoBaHue 1 BHeApPEHUE CUCTEM yNpaBneHUa AokymeHTamun. PacnpegenerHHoe ynpasne-
HUeY,

8.3.5 «[lMpoekTupoBaHue 1 BHeApeHUE CUCTEM yrpaBneHus JokyMeHTaMu. KoHBepTUpoBaHWe u Murpa-
Uusi»,

8.3.7 «[lMpoekTtupoBaHue 1 BHeApPEeHWe cUCTeM YrpaBfieHUs AoKyMeHTaMu. XpaHeHne U YHUHTOXEHUe
[NOKYMEHTOBY,

8.5 «[MpekpalyeHne NpUMeHeHUA CUCTEM yrnpaBrieHUsl AOKYMEeHTaMu,

9.2 «OnpepgerneHne CpoKoB XpaHeHUA JOKYMEHTOBY,

9.5 «Knaccudpukauusa»,

9.6 «XpaHeHue 1 obpalyeHme ¢ AOKyMeHTaMuy.
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MpunoxeHne A
(obasaTtennHoe)

CBefieHUA 0 COOTBETCTBUM HaLMOHalnbHbIX cTaHAapToB Poccuitckon ®epepauuun
CCbINMOYHbIM MEXAYHapoaAHbIM cTaHOaapTam

Tabnuua A1

0O603Ha4YeHne CCbINOYHOro

OB6o3Ha4YeHUe U HaMEHOBaHWE COOTBETCTBYHIOLLETO HALIMOHANBLHOTO CTaHaapTa
MexyHapoAHOro cTaHaapTa

NCO 15489-1:2001 FOCT P NCO 15489-1—2007 Cucrtema craHgapToB no nHgopmauum, 6ubnmo-
TEYHOMY U M3aaTenbCckoMy Aeny. YnpaeneHve gokymeHtamu. O6wme TpeboBaHusi
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Bu6nuorpadusa

ISO/IEC 11179-1:2004 WHdbopmaumoHHble TexHonormu. Peectpbl meTaganHbix (MDR). YacTte 1. CTpykTypa
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YAK 005.92:006.354 OKC 01.140.20 T62

KntoueBble crioBa: AOKYMEHT, yrpaBreHWe OOKyMeHTamu, cucTema ynpaBneHus AoKyMeHTamu, npouecchl
ynpaBsneHus AoKyMeHTamu, MeTafaHHble 0 oKyMeHTe, obecrnedyeHne CoXpaHHOCTM JOKYMEHTOB, OCTYN K 40-
KyMeHTaMm, 3alliuTa AOKYMEHTOB, UCTIoNb3oBaHe JOKYMEHTOB, JOKYMeHTUpoBaHWe, 6asbl AaHHbIX, AOKYMEHT
mMeTagaHHbIX, AeoBble onepaLlum, UHhOopMaLoHHbIE CUCTEMbI, MeTafaHHble, MeTadaHHble 06 yrnpasneHum
[JOKyYMeHTaMmu, MeTadaHHble 06 areHTax, MeTagaHHble O NpoLeccax, cMcTema, cucTema AMs OCYLLEeCTBNeHNs
NenoBbIX onepaLuii, cxeMbl KnaccudukaLmm, cXxembl MeTaaaHHbIX
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