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MpepucnoBue

1 NOArOTOB/EH ®enepanbHbiM rocyfapCTBEHHbIM YHUTapHbIM NpeanpusTnem “Poccuiickui
Hay4YHO-TEXHUYECKUIN LIEHTP MHbOPMaLMM MO CTaHAAPTM3aLMM, METPOSIOTUM U OLEHKE COOTBETCTBUSA"
(Pryr ""), ®epepanbHbIM rocyAapCTBEHHbIM BHOAKETHLIM YyupexkaeHnemM Hayku "“Bcepoccuiickuin
MHCTUTYT Hay4yHOM M TexHuyeckon uHbopmaumm Poccuimckon akagemum Hayk" (BUHUTU PAH),
UcToprko-apxmBHbIM MHCTUTYTOM (Poccuickui rocypapCTBeHHbIM TFyMaHUTapHbIA  YHUBEPCUTET),
MepepanbHbIM  OHOIKETHLIM  yupexxaeHeM “Bcepoccninckuii Hay4vHo-McCnenoBaTeNlbCKUM  UHCTUTYT
[oKyMeHTOBeaeHMa 1 apxuBHoro gena” (BHUULOAL) ®PenepanbHOro apxXMBHONrO areHTCTBAa Ha OCHOBE
CODOCTBEHHOrO MeEpPeBOAA Ha PYCCKUM 93blK aHM0SA3bIYHOM BEPCUM  MEXAYHAPOAHOro CTaHaapTa,
yKa3aHHOro B NyHkTe 4

2 BHECEH TexHuueckum komuteToM no ctaHgaptusaumm TK 191 "HayuHo-TexHuueckas nHdopmauus,
6nbnnoTeyHoe 1 usgatenbckoe aeno”

3 YTBEPXOEH W BBEOEH B AEVCTBWE Mpukasom PenepanbHOro areHTCTBa MO TEXHUYECKOM
perynMpoBaHuio U MeTposnorum ot 26 mapta 2019 r. N 101-cT

4 HacToawmm cTaHaapT MAEHTUYEH MexayHapoaHoMy cTaHaapTy MCO 15489-1:2016* "UHdbopmauus u
[OKyMeHTaumsa. YnpaeneHue pokyMeHTamu. Yactb 1. loHaTtus u npuHumnel” (ISO 15489-1:2016
"Information and documentation - Records management - Part 1: Concepts and principles”, IDT).

* [ocTyn K MeXAyHapoAHbIM U 3apyBeXxXHbIM AOKYMeHTaM, YNOMAHYTbIM B TEKCTE, MOXXHO MONY4YUTb,
obpaTumeLimnch B Cnyx0y noanep>Xku nonb3oBaTenen. - .

HavmeHoBaHMe HacTosiLlero CcTaHAapTa W3MEHEHO OTHOCUTENIbHO HAaWMEHOBAHWS  yKa3aHHOr
MeXXAyHapoaHOro ctaHzapta ana npuseneHus B cootBetctBue ¢ TOCT P 1.5-2012 (nyHkT 3.5) u gns
YBA3KM C HAaMMEHOBAHUSIMU, MPUHATBIMU B CYLLECTBYIOLLEM KOMMJEKCE HaLMOHANIbHbIX CTaHAAPTOB
Poccumckom Mepepaumm

5 B3AMEH OCT P MCO 15489-1-2007



MpaBuna NpuMeHeHMs HACTOALWEro CTaHAapTa YCTaHOBNEHbl B cTaTbe 26 DenepanbHOro 3akoHa ot 29
nioHa 2015 r. N 162-®3 "O ctangapTtusaumm B Poccumckon Mepepaumn”. MHbopmaums 06 maMeHeHUsaxX
K HaCToALWEMY CTaHAapTy nybnukyetcs B exerogHoM (Mo cocTosiHMio Ha 1 gaHBaps Tekyliero roaa)
MHPOpMaLMOHHOM YyKasaTene "HauuoHanbHble cTaHAapTbl”, a OdUUMANbHbIA TEKCT M3MEHEHUN WU
NMonpaBoK - B eXeMecs4YHOM WHPOpMaUMOHHOM YykasaTene "HauuoHanbHble cTtaHpapTbl”. B cnyudae
nepecMoTpa (3aMeHbl) MM OTMEHbl HACTOSALIEro CTaHAapTa COOTBETCTBYHOLLEE YBeAOMSeHWe Oyae
ony6MKOBaHO B B/IMMKAMLLEM BbIMYCKE €XEMecsi4yHOoro MHGopMauMoHHOro ykasatens "HauuoHanbHble
ctaHpapTbl”. CooTBeTcTBYlOWAA WMHDOPMaLMA, YBEAOMSIEHME W TEKCTbl Pa3MELLAlOTCA TakXKe B
MHPOPMALIMOHHON CUCTEME 0OLLEero nosib3oBaHMa - Ha oduumanbHOM canTe DepepanbHOro areHTCTBa
No TEXHNUYECKOMY peryMpoBaHuiO U MeTponorum B cet MHTepHeT (Www.gost.ru)

BBepeHue

MexayHapogHbii  ctaHgapT WMCO 15489-1 gaensietca udactbto cepum ctaHgaptoB MCO 15489
"Undopmauma 1 fokymeHTaumsa. Y npasneHue LOKyMeHTaMn".

MexayHapogHbiv ctaHaapt MCO 15489-1 copep>kKUT NOHATUS U MPUHUMIbI CO34aHUS, BBOAA B CUCTEMY
M ynpaBneHua OOKyMeHTaMu. [aHHbIA CTaHOAPT SABNSETCA OCHOBOMOMAraloWMM U COOEPXKUT
JanbHENLINE PYKOBOACTBA M UHCTPYKLMN B OTHOLUEHUM OCHOBHbIX KOHUEMUWUMK, TEXHUYECKUX MPUEMOB
M NPaKTUYECKMX METOAOB CO34aHUS, BBOAA B CUCTEMY U YMNpaBieHUs LOKYMEHTAMMU.

0] AOOKYMEeHTax U ynpasneHMn 0OKymMeHTaMu

ﬂ,OKyMeHTbI ABNAKOTCA OAHOBPEMEHHO CBUOETENbCTBAMUA p,enosoﬁ 0eATesIbHOCTU U MHd)OpMaLl,MOHHbIMM
aktnBamMn. OHKM oTnmnyaroTCa oT Apyrux MHCbOpMaLI,MOHHbIX pecypcoB Ha OCHOBaHUU UX ,u,0|<a3aTean0171
ponn npun coBepLUeHUN AOeNnoBbiX onepau,mﬁ M UX onopbl Ha MeTadaHHbIE. METa,EI,aHHbIe AOOKYMEHTO

MCNOoNb3yrOTCA ONa onpeneneHma U COXpaHEHUA KOHTEKCTd, a TakKdXXe NMpUMEHEHUA COOTBETCTBYHOLLUX
npasua no ynpaBneHUO JOKYMEHTaMN.

Y npaBneHue [OKYMeEHTaMM BKIKOYAET B cebs cnepytoLlee:
a) co3aHue OOKYMEHTOB U X BBOA, B CUCTEMY C LiE/bIO AOKA3aTeNbCTBa BEAEHMS AEN0BbIX OMepaLmi;

b) npuHATME Haanexawmx Mep Mo 3aWMUTE MX AYTEHTUYHOCTU, AOCTOBEPHOCTU, LLENIOCTHOCTU U
NPUrogHOCTM AN MUCMNONb30BaHMA B YC/IOBUSIX WU3MEHSIIOLLENCS BO BPEMEHU [ENIOBOM Cpeabl U
TpeboBaHMIN K yrNpaBAeHUIO LOKYMEHTAMMU.

Mpumevanre - "[enoBas peATenbHoCTb' B MexayHapogHoMm cTaHaapte MCO 15489-1 moxe
TONKOBATbCS B LUMPOKOM CMbIC/IE M O3HayaTb Te BUAbl [eATENbHOCTU, KOTOpble MOALEPYXKMBALO
OOCTUXKEHME CTOSILUMX nNepen, opraHmsaumen uener. @OyHKUMKU, BUAbl OEATENbHOCTU, OMNepaumu U
pabouune npouecchbl ABNAOTCA crneumnbundyeckumm popmamm "nenoBon OEATENBHOCTU" U ONpeaesieHbl B
pa3sgene 3.

Bce uawe [OOKYMEHTblI CO3[atOTCa M XpaHATCS B UMGbPOBOM Cpeae, YTO OTKPbIBAET pafg HOBbIX
BO3MOX>XHOCTEN A1 UCMO/b30BaHUs AoKyMeHTOB. LlMdpoBas cpepa Takxke obecneumBaeT 60/bLUYHO
rMOKOCTb B OTHOLUEHUW BHEAPEHMUS CPEACTB YMpPABNEHUS OOKYMEHTAMU BHYTPU U MEXAY CUCTEMAMMU,
KOTOpbIE OCYLLECTBNAKOT yNpaBieHUe JOKYMEHTAMMU.

M3MeHsiromMecs Mopenu BeAeHUsl [OeN0BOM  OEeATENbHOCTM  paclUMpsitoT KpPyr OTBETCTBEHHOCTM B
OTHOLUEHUM [OOKYMEHTOB, MpeofosneBasi TPAaAMUMOHHbIE TpaHULbl OPraHM3auMin M HPUCOUKUMA. DT
TpebyeT OT crneumanucToB B 06s1acTU ynpaBieHUs OOKYMEHTaMW MOHWUMAHUS U YAOBNETBOPEHMU
Pa3NIMYHbIX NOTPeBHOCTEN BHYTPEHHUX U BHELUHMX 3aMHTEPECOBAHHbIX CTOPOH, YTO MOXXET BKJIHOYaTb B
cebsa noBblWEHHbIE OXXMAAHUSA B OTHOLUEHUM MPO3PAYHOCTU MPUHATUS PELLUEHUM OT KOMMEpPYECKM
OpraHu3aLmMi U roCcyfapCTBEHHbIX CTPYKTYpP, CO CTOPOHbl OOLLLECTBEHHOCTU, KIIMEHTOB, MOJIb30BaTesNe
YCNYT, OOKYMEHTHbIX CYyObeKTOB AOKYMEHTHOrO B3aMMOLENCTBMA U APYTrUX NUL, 3aUHTEPECOBAHHbIX B



Cco30aHMKU, BBOOE B CUCTEMY U ynpaBleHUU OOKYMEHTaMU.

Mpumeyanue - B cepum mexayHapopHbix ctaHgaptoB MCO 15489 dopmynuposka "co3paHue, BBOA B
CUCTEMY W ynpaBneHue" ucrnonb3yeTcs Ans ob600LLeHNs npouecca ynpaBneHUs AOKYMEHTaMU B LENOM.
HaHHas dopMynmnpoBKa BKIKOYAET B CEDS MPOLECC MONYYEHUs [LOKYMEHTA U MHOTMe Apyrue MpoLecchl
yrnpaBneHma nokymeHtamum, onucaHHble B8 MCO 15489-1.

C yueTom BbiensnoxeHHbix dpakTopos B MCO 15489-1 npusHaeTca BaXKHOCTb:

a) poNiM [OKYMEHTOB KaK BaXKHEWMLIEro MWHCTPYMEHTa [eN0oBOM AeAaTeNbHOCTU U (OpMUPOBAHUS
MH(OPMALIMOHHbIX aKTUBOB;

b) pacwmpeHms BO3MOXXHOCTEN MCMOb30BaHUS JOKYMEHTOB B LM(MPOBON cpeae;

C) CUCTEM M MPaBUI CO34aHMSA, BBOAA B CUCTEMY W YMpPaBNEHUS OOKYMEHTAMMU, BbIXOAALLMX 3@ PaMKU
TPaAMUMOHHbBIX OPraHM3aLUMOHHbIX FpaHWUL, Harnpumep, B COBMECTHOM M MHOrOypoBHEBOW pabouen

cpeae;

d) cpencTts ynpaBneHus AOKYMEHTaMM, KOTOpble MOFyT ObiTb HE3aBUCUMbI OT APYrUX KOMMOHEHTO
OOKYMEHTHbIX CUCTEM;

E) nepmnoon4eCcKoro aHanunsa ILI,eJ'IOBOl‘/‘I AeATENbHOCTU M KOHTEKCTA And onpeneneHunsa, Kakme OOKYMEeHThI
AOJI>KHbI ObITb CO34aHbl, BBEOEHDI B CUCTEMY U KaK Cneayet MU ynpaendTb B ,u,aaneﬁLueM;

f) ynpaBneHus puckamu npu pa3paboTke cTpaTerni ynpaBneHUss AOKYMEHTaMW U UCMOSb30BaHUM
noaxoAa K yrnpaBieHUO AOKYMEHTaMU, KOTOPbIA MO CyTU NpeacTaBnsieT cobour cTpaTeruio ynpasneHus
puUcKamu.

Mockonbky nonoxeHuss u npuHumnel MCO 15489-1 npumeHaoTcs B pasfiMYHbIX LENOBbIX W
TEXHOMOIMYECKUX Cpefax, TpebytoTcs pasHble MnoAXOo4bl K BHEAPEHWIO CPefCTB  YyrpaBieHus
nokyMeHTamu, npoueccoB n cuctem. B MCO 15489-1 He npeacTtaBneHbl NoapobHble pekoMeHAAUUM Mo
BHEAPEHUIO CPeaACTB YNpPaB/eHUs AN KOHKPETHbIX YCI0BUM, B KOTOPbIX NMPOUCXOOAT CO34aHMe, BBOA, B
cucteMy UM ynpaeneHue gokymeHTamu. B MCO 15489-1 onpepeneHbl KatoyeBble MOHATUS U
YCTaHOBNEHbI MPUHLMMbI BbICLLErO YPOBHSI, HA OCHOBE KOTOPbIX MOryT ObiTb pa3paboTaHbl MPOLLECCHI,
CpencTBa M CUCTEMbI YMpaBeHUS JOKYMeHTaMuM B Nt0bon cpeae.

MpenmyLiecTsa

OcHoBaHHble Ha nonoxkeHusx MCO 15489-1 nopxonpbl K CO34aHMIO, BBOAY B CUCTEMY M YIMPABAEHMUIO
[OKYMeHTaMM obecrneymBatoT AOCTYN K OdUUMaNbHbIM CBUAETENLCTBAM A€/10BOM OEeATeNbHOCTU 4ne
Tex, KTO B HUX HY>KZAeTcs, U 40 Tex nop, noka 31o TpebyeTcs.

DT0 CNocobCTByeET:

a) NMOBbILLEHMIO MPO3PaYHOCTM U NMOAOTHYETHOCTU;
b) ¢popmumpoBaHUto 3pDeKTUBHON MONUTUKMN;

C) COrIacoBaHHOMY MPUHATUIO PELLEHUN;

d) ynpaBneHuto puckamu B AeN0BOM Cpeae;

e) obecrneyeHWIO HeMnpepbIBHOCTU [AEN0BOM [AOeATeNIbHOCTM B Cly4vae KatacTpod (Ype3BblYalHbIX
cuUTyauun);

f) 3awmTe npaB 1 0693aHHOCTEN OpraHU3aLMIA U HYAaCTHbIX NNLL;



g) 3aWwmTe 1 noanepykke B CyAebHbIX pa3bupaTenbCcTBax;
h) cobntopeHMIO NONOXEHMIN 3aKOHOAATENTbHbIX M HOPMAaTUBHO-MPAaBOBbIX aKTOB;

i) paclMpeHUt0 BO3MOXHOCTEM [OEMOHCTPUPOBATb KOPMOPaTUBHYH OTBETCTBEHHOCTb, BKJIOYA
[OCTUXEHME Lenen B 061aCTM YCTOMUYMBOIO Pa3BUTUS;

j) COKpaLLeHNIO U34epyKeK 3a CHET NOBbILEHNS 3PDEKTUBHOCTU BeAeHUS [eN0BbIX OnepaLumm;
k) 3awmTe MHTeNNeKTyanbHOM COBCTBEHHOCTH;

l) Hay4HO-UCCnenoBaTENBCKON AEATENBHOCTU, OCHOBAaHHOM Ha (DaKTUYECKUX JaHHbIX;

m) hOpMMPOBaHMIO AEN0BOMU, MEPCOHANIbHOW U KYNbTYPHOM CrieunduKkiu;

n) 3aLLMTe KOPNopaTUBHOMU, NEPCOHANIbHOW U KONIEKTUBHOM NaMsTH.

rlO}'IMTMKa, pacnpeaneneHHaa OTBeTCTBEHHOCTb UM npouenypbl co3gaHma, BBoda B CUCTEMY U yINpaBneHUA
AOKYMEHTaMu1 noanep>XmBarOT NporpaMmbl ynpaBieHUA KOpI'IOpaTMBHOl;'I MHCbOpMaLI,MEIZ.

Cesi3b C ApyrMMn cTaHaapTaMum

MexayHapoaHbin ctangapt MCO 15489-1 paspaboTaH Kak aBTOHOMHbIM pecypc. TeM He MeHee OH
SIBNSIETCS 4YaCTblO MEXAYHapOAHbIX CTAaHAAPTOB M TEXHUYECKUX OTYETOB B LIESIOM psile acrnekToB
CO30aHUsi, BBOJA B CUCTEMY U ynpaBneHus pokymMeHTamu. OHM nepeuncneHbl B pasgene
"Bubnuorpadusa”, n K HUM MOXHO 0bpaTUTbLCA 3a Gonee nNoapobHor MHbOpPMaUMEN MO KOHKPETHbI
acrekTaM ynpaBieHUs AOKYMEHTAMM.

YnpaBneHve OOKYMeHTaMW B COOTBETCTBMM CO BCEMWU YaCTAMU CEPUM MEXAYHAPOAHbIX CTaHAAPTOB
MCO 15489 umeeT nepBocTeneHHOEe 3HayeHWe pas ycnewHou peanmsaumm CuUcTeMbl yrnpaBieHuUs
pokymeHTamm (CY ) - cuctembl MeHepxMeHTa MCO, koTopass pernaMeHTUpyeTcs MeXAyHapoaHbIMU
ctaHpaptamm  cepun  MCO 30300. CY[ cBasbiBaeT ynpaBieHWe [OOKYMEHTaMW C  YCMeLHOM
[eaTeNlbHOCTbIO OpraHM3aLMm U NOAOTYETHOCTBIO MYTEM CO34aHUS CTPYKTYPbl, BKAKOUAOLLEN MOANTUKY,
Lesn U pyKOBOACTBA A/ LOKYMEHTOB.

B NCO 15489-1 yctaHoBneHbl cneaytowime TpeboBaHUS :
a) onpepeneHve posien U OTBETCTBEHHOCTH;

b) cuctemaTnueckue npoueccol;

C) MOHUTOPUHT U OLEHKA;

d) nepecMoOTp 1 coBepLLUEHCTBOBAHME.

PykoBoguTtenssMm m apyrum nuuam, 3aMHTEPEeCOBAaHHbIM BO BHEAPEHWM, SKCMyaTauum WU YJyYLLEHM
CY[, pekomMeHayeTcs wucnonb3oBaTb cTaHaapt MCO 15489-1 coBmecTHO C  MexXayHapoAHbIMU
ctaHgaptamu cepumn MCO 30300.

1 O6nactb NnpuMeHeHHUn
HacTtoawmin ctaHpgapT onpenensieT MOHATUS M MPUHLUMbLI, Ha OCHOBE KOTOPbIX pa3pabaTbiBalOTCS
noaxoAbl K CO34aHUIO, BBOAY B CUCTEMY WM YMNpaB/eHUO AOKYyMeHTamMu. B cTtaHaapTe onucaHbl noHATUA

W NPUHLUIMbI, OTHOCALLMECS K:

a) OJOKYMeHTaM, MeTadaHHbIM AOKYMEHTOB U AOKYMEHTHbIM CUCTEMaM,



b) nonuTtuke, pacnpeneneHuto OTBETCTBEHHOCTUM, MOHUTOPUHIY M O0DYy4YeHMto, obecrneumBaroLLEMY
3 dekTMBHOE ynpaBieHWe JOKYMEHTaMU;

C) NepvoanyecKkoMy aHanusy 4eN0BOM Cpeabl U onpeaenieHno TpeboBaHWUM K JOKYMEHTaLMUK;
d) cpepcTBaM ynpaBneHUs 4OKYMEHTaMu;
€) NpoLeccaM Co34aHusi, BBOAA B CUCTEMY U YMNPaBeHUs OKYMEHTaMM.

HacTtoswmir cTaHpapT OTHOCMTCA K CO34aHWIO, BBOAY B CUCTEMY W YMpaB/ieHUIO [OOKYMEHTaMu
HE3aBUCMMO OT WX CTPYKTYpbl UAn GopMbl BO BCEX BUAAX [E/IOBOM WM TEXHONOrMYECKou cpenpl C
TeYEeHMEM BPEMEHMN.

2 HopMaTuBHbIe CCbINKMU

B HacTodLeM CTaHOapTe HOPMAaTUBHbIE CCbIJIKU OTCYTCTBYHOT.

3 TepMUHbI U onpepeneHus

B HacToaweM cTaHaapTe NpUMEHEHbI CiefytoLLmMe TEPMUHBI C COOTBETCTBYOLLMMK OMNMpeaeNeHUsIMU

3.1 poctyn (access): NpaBo, BO3MOXHOCTb, CpeacTBa, obecrneymBaroLme MOUCK, UCMONb30BaHME WU
n3BnevyeHmne MHbopMaLum.

3.2 pestenbHocTb (activity): OcHoOBHasi 3apadya, BbINONHSEMasi OENOBOM CTPYKTYpOM B pamKax ee
dyHKumm (cm. 3.11).

3.3 areHT (agent): OtpenbHoe nuuo, paboyas rpynna WAM OpraHM3aums, OTBETCTBEHHas 3a/unu
BOBJIEYEHHAs B NPOLLECCbl CO3aHUsA, BBOAA U/MUNM YNPABNEHUS AOKYMEHTaMM.

I'IpMMeanme - TexHonoru4eckue MHCTPYMEHTbI, TadKMe KakK MNporpaMMHbIE MNPUNOXKEHNA, MOryT
CYUTATbCA areHTamMm, eCam OHU BbINOJTHAKOT onepaunn C AOKYMEHTaMW.

3.4 cxema knaccudukaumm aenoBbix onepaummn (business classification scheme): UHcTpyMeHT ans ceszu
[OKYMEHTOB C KOHTEKCTOM UX CO34aHUS.

3.5 knaccudukaums (classification): Cucrtematuueckas naeHTUdUKaUMS U/MNn ynopsaaoveHne LenoBou
[eaTeNbHOCTU U/UNU OOKYMEHTOB MO KaTEropusiM B COOTBETCTBUM C JIOTMYECKM CTPYKTYPUPOBAHHBLIMMU
YCNOBUSIMU, METOAAMU U NpPOLELYPHBIMU NPaBUIAMMU.

3.6 koHBepTMpoBaHMe (conversion): lNpouecc nepeBosa LOKYMEHTOB U3 oAHOro hopMaTa B ApYroM.

3.7 yHuuToxkeHue (destruction): lpouecc YHUUTOXKEHUS UM yaaneHUs LOKYMEHTOB 6e3 kKakown-nmbo
BO3MOXHOCTU MX BOCCTAHOBEHUS .

3.8 otbop M nepepaya Ha XpaHeHWe WM yHu4uToXxeHue (disposition): CoBOKYNMHOCTb MpOLLECCOB,
BKJIFOYAKOLLMX IKCMEpPTMU3Y LEHHOCTU, OTOOpP, nepeaavy Ha XpaHEHUE UM YHUUTOXKEHME LOKYMEHTO
(cm. 3.7), ocyLiecTBnseMblX B COOTBETCTBUM C npaBunamMm (cM. 3.9) nnu gpyrmumm MHCTpyMeHTaMu.

3.9 npaBuna otbopa 1 nepepaum (disposition authority): MHCTpyMeHT, KOTOpbIM onpenensieT AEUCTBMSA MO
oTbopy U nepepaye (cM. 3.8) oTaeNbHbIX LOKYMEHTOB Ha XPaHEHWUE UMM YHUUTOXKEHME.

3.10 pokasaTtenbcTBo (evidence): [lokyMeHTaLma 0 TpaH3akumu (oenosBon onepauumn) (cMm. 3.18).

MpumeuvaHue - [JokymeHTanbHOE MOATBEPXAEHME COBEpLUEHUSI TpaH3akuuu (4enoBoM onepaumu),
CO340aHHOE nMpu  OObIYHbIX YCNOBUAX  BEAEHUS  OEATE/IbHOCTM U SBNSAIOLWEECS  LEeNOCTHbIM



HeI'IOBpe)K,EI,eHHbIM) M MOJIHbIM. DTOT TEPMUH NPUMEHAETCA HE TOJIbKO B OpnanN4eCKoOM CMbliCie.

3.11 d¢yHkuma (function): MeponpusTusa, BbINOSHEHME KOTOPbIX ObecneunmBaeT  OOCTUIXKEHME
CTpaTernyeckmnx Lenen AenoBon CTPYKTYpbl.

3.12 MeTaJaHHble [OKYMEHTOB (metadata for records): CTpyKkTypupoBaHHas unu
NONyCTPYKTYpUpOBaHHas WHbOpMauus, KoTopasl MO3BOMSIET CO34aBaTb, YNPaBAsiTb M WMCMONb30BaT
[LOKYMEHTbI B pa3HOe BPEMS U B Pa3IMYHbIX 00N1acTaX AesTeNbHOCTHU.

3.13 murpauus (migration): [Mpouecc nepemMelleHMs [OKYMEHTOB W3 OAHOM annapaTHOM WU
nporpaMMHou KoHbUrypauum B apyryto 6es nsmeHeHuns popmara.

3.14 pokymeHTbI (records): JokyMeHTMpoBaHHas UHPOPMaLMS, CO3AaHHas, NOYyYEHHAs U COXpaHsaeMas
opraHusaumMerd WAM YacTHbIM NMLUOM B KadvecTBe pokaszatenbctBa (cM. 3.10) wm aktuBa Aans
NnoATBEP>KAEHUS] NPaBOBbIX 00513aTeNbCTB UM AENOBOM TpaH3akuum (cMm. 3.18).

3.15 ynpaBneHue pokymeHTamu (records management): O6nacTte ynpaBneHus, obecrneuymsatoLLas
3dekTMBHOE U CUCTEMATMUYECKOE CO34aHMe, MOJIyYeHWe, COXPaHeHWe, UCMOJIb30BaHMe, Mnepenady Ha
XpaHEHME UMM YHUUTOXEHME AOKYMEHTOB (CM. 3.8), BK/tOYas Npoueccbl BBOAA B CUCTEMY U COXPaHEHUS
pokasatenbctB (cMm. 3.10) u wuHbopMaumm o [OenoBoM AeATeNbHOCTM U TpaH3akumm (obmeHe
nHdopmaumen) (cm. 3.18) B BUAE AOKYMEHTOB.

3.16 pokyMeHTHaa cuctema (records system): WHdbopmaumoHHas cucTeMa, obecrneymsatoLLas
yrnpaBneHve JOKYMEHTaMU U JOCTYN K HUM (cM. 3.1) B TeyeHMe onpenesieHHOro BpeMEHM.

MpumeyaHve - [oKyMeHTHass CUCTeEMa MOXET COCTOATb M3 TEXHUYECKUX 3NEMEHTOB, TakUX Ka
nporpaMMHoe obecrieyeHMe, KOTOpPOe MOXEeT ObiTb creuManbHO pa3paboTaHO Ana  ynpaBneHUs
[OKYMEeHTaMM NnMbo ans Kakom-nmbo ApYyroM KOMMep4YecKoW Lenu, a Tak)Ke HETEXHUYECKUX I1EMEHTOB,
BKJIHOYas MOMMTUKY, MPOLEAYPbI, NHOLEN U APYTUX areHTOB, a TakXe pacnpeneneHme ob6sa3aHHOCTEN.

3.17 cxema meTagaHHbIX (schema): Jlornueckuii nnaH, NOKasbIBalOLWMK OTHOLLEHUS MEXAY 3NIEMEHTAMMU
MeTafaHHbIX, KakK MpaBuiO, MNOCPEACTBOM YCTaHOBMEHUS MpPaBMU UCMOJIb30BAHUS W YMNpaBneHUs
MeTaJaHHbIMU, OCOBEHHO KaCaloLLUXCA CEMAHTUKU, CUHTAaKCUCA U CTENEHN 0693aTeNIbHOCTU AaHHbIX.

3.18 TpaH3akuma (transaction): HawumeHbwas eauHWua pabouvero npouecca (cMm. 3.19) obmeHa
MHbOpMaLMen U/Mnu ApyrumMum pecypcamm Mexxay AByMs unu bonee yyacTHMKaMM MM CUCTEMAMMU.

3.19 paboumn npouecc (work process): OZHO wWAM HeECKONbKO MNOCNesOBaTeNbHbIX AEUCTBUM,
HeobX0AUMbIX 4191 CO34aHUA Pe3Y/bTaTa, COOTBETCTBYHOLLErO NpaBuiaM yrpasieHus.

4 MpuHUUNDBbI yNpaBaleHUSA ROKYMEHTaMM
YnpaBneHve [OKYMEHTAaMU OCHOBAHO Ha CNEAYHOLLMX MPUHLMMNAX:

a) cosjaHuve, BBOA, B CUCTEMY W yrpaBfieHWe JOKYMEHTaMU SIBASIOTCS HEOTHEM/IEMOM YacCTblO BeAeHUs
fAenosbix onepauum (cm. 5.1);

b) noKyMeHTbl, HE3aBUCUMO OT (POPMbl UK CTPYKTYpbl, SABASKOTCS MOAJMHHbIMU [OKa3aTeNbCTBAMMU
[eATeNbHOCTM B TOM C/lyyae, KOrga OHW COOTBETCTBYHT XapaKTEPUCTUKAM ayTEHTUYHOCTM,
[OCTOBEPHOCTM, LENOCTHOCTU U NPUrOAHOCTU ANSt UCMONb30BaHUs (CM. 5.2.2);

C) AOKYMEHTbl COCTOAT M3 KOHTEHTA W MeTaAaHHbIX, KOTOpblE OMUCBLIBAOT KOHTEKCT, KOHTEHT U
CTPYKTYpPY LOKYMEHTOB, a TakXXe yrnpaBieHUe UMUK B TeueHue BpeMeHu (cM. 5.2.3);

d) peweHnda, Kacarowmeca cosgaHusa, BBoaa B CUCTEMY U ynpaBneHUA OOKYMEHTaMWn, OCHOBAHbl Ha
daHaJin3e n oueHKe pUCKoB ,EI,EJ'IOBOIZ aAeatenbHOCTHM B genosoMm, npaBoBom, HOpMaTMBHOM MU COUUNaIbHOM



KOHTekcTe (cM. pa3gen 7);

€) CUCTeMbl YMpaB/ieHUsi OOKYMEHTaMW, HE3aBUCMMO OT CTeNeHM MUX aBTOMaTu3aluu, MO3BONAOT
NPUMEHSTb CPeaCcTBa YNpPaB/ieHUss JOKYMEHTAMU M OCYLLECTBASTb NPOLECChl CO34aHMs, BBOAA B CUCTEMY
n ynpasneHms umMm (cM. 5.3). OHK 3aBUCAT OT onpeaeneHHoOn NOSNTUKM, pacrpeneneHus obsi3aHHOCTEN,
MOHUTOPUHIa, OLEHKU N 0BYYEHUS B LENAX BbINOJIHEHWUS YCTAHOB/IEHHbIX TPeOOBAHUM K LOKYMEHTALMM
(c™. pa3pen 6).

bonee noapobHo nepeyncieHHble NPUHLMMAbI PacCCMaTPUBAOTCA B pasfenax O CPpeacTBax YrpaBneHus u
npoueccax ynpaBiaeHUs JOKYMEHTAMMU.

5 JOKYyMeHTbl U AOKYMEHTHbIe CUCTEMDI

5.1 O6wme nonoXxxeHms

JoKyMeHTbl 9BNSHOTCS OAHOBPEMEHHO CBUAETENLCTBOM [E/I0BON AEATENIbHOCTU U MHMOPMALMOHHbIMU
aktuBamMn. WMHdopmaumen, He3aBUCMMO OT ee CTPYKTypbl uAn GOpPMbl, MOXHO YMpaBAsaTb Ka
[OKYMEHTOM: MHbOpMaLMen B BUAE AOKYMEHTA, COBOKYMHOCTbIO AAHHbIX UAU APYrUX TUMNOB LUQpPOBOM
MHbopMaLMn UM nHdopMaumen Ha TPagULMOHHbBIX HOCUTENSIX, KOTOPYHO CO3A4at0T, BBOAAT B CUCTEMY U
KOTOpPOW YyMNpPaBASOT B NPOLECCe AE/T0BOU AeSTENbHOCTU.

YnpaBneHue [OKYMEHTaMUM BKAKOYAET B ceba crnepytoLlee:

a) Co3JaHWe M BBOJA JOKYMEHTOB B CUCTEMY ANSi BbINMONHEHUS TpeboBaHUM K A0Ka3aTeNbCTBY [Ae/0BOM
NeATeNnbHOCTU;

b) npuHSTME Haanexawmx Mep AAS 3aWMUTbl UX AYTEHTUYHOCTWU, OOCTOBEPHOCTU, LENOCTHOCTU MU
NPUroAHOCTM AN UCMONIb30BaHMS B CBS3W C TEM, YTO AEN0BOM KOHTEKCT M TPebOoBaHUS K YNpaB/ieHUIO
CO BpEMEHEM MEHAIOTCA.

B ynpaBneHun pokymeHTaMu MeTafaHHble MpeacTaBnstOT COOOM [aHHble, OMMCHIBAIOLLME KOHTEKCT,
COOEP>KAaHUE U CTPYKTYPY AOKYMEHTOB, @ TaKXXe YrMpaB/iEeHWE UMU C TEYEHMEM BpeMeHU. MeTapaHHble
SIBNSAILOTCS BaXXHbIM KOMMOHEHTOM Ntoboro AokymeHTa (cMm. 5.2.3).

Y npaeneHue LOKYMEHTaMW MOAAEPXKMBAETCA AOKYMEHTHbIMM cucteMamu (cM. 5.3).
5.2 JoKyMeHTbI
5.2.1 O6uwme nonoxeHus

JOKyMeHTbl M MX COBOKYMHOCTU (PUKCUPYIOT OTAeNbHble CODbITUS WMAKM OMepauMm M CO3[at0TCa B
pe3yfbTaTe paboumx NpoLECCOB, AEUCTBUM U DYHKLUUMN.

LoKyMeHTbl, He3aBMCMMO OT GOpMbl  UAM  CTPYKTYPbl, AO/MKHbI 06/1adaTb XapaKTepUCTUKaMM
ayTEHTUYHOCTU, AOCTOBEPHOCTMU, LEJIOCTHOCTU U MPUrOAHOCTU A/19 UCMONb30BaHus (cM. 5.2.2), KoTopbl
CUMTAIOTCA [0Ka3aTeNIbCTBOM MOAJIMHHOCTU AE/IOBbIX COOLITUM UM onepaumin U NOJHOCTbIO OTBEYato
YCTAHOB/IEHHbIM TPEOOBAHUSIM MO BELEHUIO AENO0BbIX OMNepaLymm.

5.2.2 CeoncTBa fOKYMEHTOB
5.2.2.1 AyTeHTUYHOCTb
LOKYMeHT iBNgeTcs ayTEeHTUYHbIM, €C/IN OH:

a) COOTBETCTBYET YCTaHOBJIEHHbIM NMpaBUiaM,



b) 6611 co3aaH MM OTNpaBNeH YNOAHOMOYEHHbBIM JINLOM;

C) 6bl1 CO34aH UKW OTMNPABIEH B TO BPEMS, KOTOPOE YKa3aHO B JOKYMEHTE.

MpaBuna BegeHUs OenOBbIX Ofepauui, NpoLecchbl, NOAUTUKA U MpOLefypbl, KOTOPble KOHTPOIMPYHO
co3flaHuWe, BBOA, B CUCTEMY U YyMpaBieHue p[okyMeHTamu (cM. 6.2), [o/MKHbl OblTb BHEApPEHbl U

[OKYMEHTaNbHO 3aMKCUPOBaHbl AN 0becrnevyeHns ayTeEHTUYHOCTU OOKYMEHTOB. YUYaCTHUKM MpoLecca
CO34aHMa [OKYMEHTA A0JKHbI ObITb aBTOPU30BaHbI M UAEHTUDULMPOBaAHbI (CM. 6.3).

5.2.2.2 [locToBepHOCTb
LocToBepHbIM SIBNAETCS LOKYMEHT:

a) cofep)kaHWe KOTOpPOro MOXHO CYMTaTb MOJIHbIM M TOYHbIM MpPeACTaBNEHUEM TMOATBEPXKAAEMbIX
onepaunm, 0esaTeNbHOCTU Unu GaKToB;

b) KoTOpOMYy MOXXHO [OBEPSTH B NOCNEAYHOLMX OMNepaumax UM B NOC/EAYOLEN AeaTeNbHOCTH.

JOoKyMeHTbl JOMKHbI ObITb CO3A4aHbI BO BPEMS MU Cpa3y MoC/e COObITMSA, K KOTOPOMY OHM OTHOCATCS,
NMUaMn, NOCTOBEPHO 3HAKOWMMU PaKTbl, UK CUCTEMAMU, OObIYHO WUCMONb3YEMbIMU MpPU MPOBELAEHUM
[aHHOW onepauuu.

5.2.2.3 UenoctHocCTb
LlenocTHbIM siBNSieTCS AOKYMEHT, KOTOPbIM XapakTepu3syeTcs NOJIHOTOW U HEM3MEHHOCTbIO.

JokyMeHT pomkeH ObiTb 3allMLLeH OT HECaHKLMOHUMPOBAHHOro u3MeHeHus. lMonuTuka M npouenypbl
YyNpaBieHUs [OKYMEHTAMU [OJKHbl YKasblBaTb, KakWe [AOMOJIHEHUS WUAWM U3MEHEHUSI MOryT ObiTb
NPUMEHEHbl K [OKYMEHTY MOC/NEe ero Co34aHus, Mpu KakMx OBCTOATENbCTBAX TaKWMe AOMOSIHEHUS UK
M3MEHEeHUsI MOryT ObITb pa3pelleHbl W KTO YMONHOMOYeH caenatb 370 (cM. 6.2). [omkHa ObiTb
obecneyeHa BO3MOXXHOCTb BbISIBJIEHUS U OTCNEXMBAHUA NHOObLIX CAaHKLUUOHUPOBAHHbIX WM3MEHEHUN,
[0BaBNEHMIN UK yOaNeHUI B BOKYMEHTE.

5.2.2.4 TMpurogHoOCTb ANA UCMONb30BaAHUS

MpuroaHbIM NS MCNONb30BAHUS ABNSIETCS OOKYMEHT, KOTOPbIM MOXeT OblTb HaWaeH, W3BJIEYEH,
BOCMNpOM3BEAEH W WHTEprnpeTUpoOBaH B TeyeHMe BPEMEHU, YCTAHOBNEHHOIO 3aMHTEPECOBaHHbLIMU
CTOpPOHaMMU.

JOKYMeHT, NMpUroaHbln AN UCMONb30BaHUS, AO/MKEH ObiTb CBA3aH C AEN0BOM AEATENbHOCTbHO WU
ornepauuen, B pesyfbTaTe KOTOpPOM OH Obin co3gaH. Heobxoammo noanepykmBaTb CBA3U  Mexay
[OKYMEHTaMM, KoTopble GUKCUPYHOT COOTBETCTBYHOLLYHO AEI0BYHO OMNepaLmio.

MeTagaHHble [OOKYMEHTOB [O/KHbI obecneymMBaTb WX MPUrOAHOCTb AN WUCMONb30BAaHUS MYyTEM
npenocTaBneHma MHPopMaLUMKM, KOTopasi MOXKET NOTPEBOBATLCSA AN UX U3BNEYEHUS U MOMCKA, HanpuMep
naeHTUdMKaTopos, bopMaTta Unm nHbopmaLmm o xpaHeHun (cm. 5.2.3).

5.2.3 MeTagaHHble OKYMEHTOB

MeTagaHHble LOKYMEHTOB AO/MKHbI OTOBPaXKaTh:

a) AenoByto cpeny;

b) B3aMMO3aBUCUMOCTb U CBA3UN MeXAy AOKYMEHTaMU U AOKYMEHTHbIMU CUCTEMaMU,;

C) cBeaeHunda, OTHoCALWMeCa K NnpaBoOBOMY U COUMANIbHOMY KOHTEKCTY,



d) B3aMMOCBA3U C areHTaMu, KOTopble CO30a0T OOKYMEHTbI, yNnpaBnarOoT AOKYMEHTaMuU U UCNOJIb3YyHO
nx.

METaﬂ,aHHble BBOOAa AOOKYMEHTOB B CUCTEMY YCTaHaBAMBAKOTCA WM NPUCBaUBAOTCA Npu CO34aHUN
AOKYMEHTa Uan BBOAE €ro B CUCTEMY U HE UBMEHAKOTCA.

MeTaﬂ,aHHble npoueccoB ynpasneHUa OOKYMEHTOM coaep>XaTt cBeneHuna O ILl,el‘/iCTBMS]X B OTHOLUEHUU
AOKYMEHTa U Apyrumx cobbITUAX B nepumon ero cywecrtsoBaHusa, BKJHOYad 3&,El,el‘;1CTBOBaHHbIX dreéHTOB.
MeTa,EI,aHHbIe (0) ,D,EI;'ICTBMSIX B OTHOWEHMN [OOKYyMeHTa npoao/HKAKT HAKaM/IMBAaTbCA Ha MNPOTAXKEHUU
BCero epeMeHu, noka obecnevymBaeTcs ynpasneHmne JOKYMEHTOM U €ero Ucnojib3oBaHue.

nOCKOﬂbe MeTafdaHHble HakKanqnBardTCa C TeH4EHMEM BpEMEHU, MOMMUMO Npoyero, OHM OOKYMEHTUPYHO
MCTOPUIO OOKYMEHTA.

MeTafaHHbIMM OOKYMEHTA CneayeT YnpaBnsiTb, Kak M CAMUM [OOKYMEHTOM, MOCKOJIbKY OHMU [OSKHbI
6bITb 3aLMLLEHBI OT YTpaTbl UM HECAHKLMOHMPOBAHHOIO YAANEHUS U COXPAHEHbI IMOO YHUUTOXEH
(cMm. 9.9) B cooTBeTCTBUM C TpebOBaHUSIMU, OMpefeNeHHbIMU Ha OCHOBE aHanu3a AeN0BbIX MPOLLEeCCoB
(cm. pazpen 7). JocTyn K MeTagaHHbIM cneayeT KOHTPOJIMPOBaTb MOCPEACTBOM pacrnpenenieHus npas
[OCTYMNa W BbINOSIHEHUSI COOTBETCTBYOLWMX Npasun (cMm. 8.4).

YHpaBneHme KOHTEHTOM AOOKYMEHTa U CBA3dHHbIMU C HUM Me€TaAdHHbIMU MOXXET OCYLIEeCTBIATLCA B
O,EI,HOIZ WU HECKOJIbKUX CMCTeMax nnbo B OoAHOM MeCTeE U cnucteme. Jlornyeckme B3aMMOCBSI3N MU CBA3MU
KOHTEHTa AO0KYMEeHTa U MEeTadaHHbIX cCneayeT co3naBatb WM noagep>XmBatb C  UCNOJIb3OBaHMEM
dBTOMAaTUYHECKNX NNN PYYHbIX NPOLLECCOB.

MeTagaHHble JOKYMEHTOB O/KHbI COCTOSITb U3 MH(MOPMaLMU, OTPAXKAIOLLIEN CefytoLLee:

a) onvcaHWe KOHTEHTA AOKYMEHTa;

b) cTpykTypy AoKyMeHTa (Hanpumep, dopMy, GopMaT 1 CBA3M MeXAY KOMMOHEHTAMU AOKYMEHTA);
C) [EeNnoBYO Cpeny, B KOTOPOM JOKYMEHT BblNl CO34aH UM MONYYEH U UCMOMb30BaH;

d) B3aMMOCBS3M C ApYyrMMU LOKYMEHTAMU U APYrMMU MeTaaHHbIMU;

e) uaeHTUdUKATOpPbl M UHYLD UHPOPMALUID, HEOOXOOUMYIO AN WU3BJEYEHMS WU MpeacTaBleHUS
[OKYMEHTa, Takyt Kak popmaT nnam MHbopMaLma 0 XpaHeHUU;

f) nencTBmna u cobbiTna, CBA3aHHbIE C LOKYMEHTOM Ha MPOTSXXEHMW BCErO ero CyLecTBOBaHUS (BKIHOYA
ATy U BpeMs OENCTBUMN, U3MEHEHUS METAAAHHbIX M areHTOB, OCYLLECTBSIOLWMX AAHHbIE AENCTBUS).

[JoKyMeHTbl, He WMeloWwMe TaKMX MeTafaHHbIX, He 00nafatoT XapakTepUCTUKaMU  MOSHOLLEHHbIX
[okyMeHTOoB (cM. 5.2.2).

JononHuTtenbHble MeTagaHHble MoOryT noTpeboBaTbCs B 3aBMCMMOCTM OT HOPMaTUMBHO-MPaBOBbIX
TpeboBaHMN WM OTpACNEBbIX CTaHAAPTOB, @ TakKXe KOHKPETHbIX TPebGOBaHWM L[E/OBOM OEATENbHOCTU,
onpeaeneHHbIX BO BpEMS aHanun3a AenoBbiX npoueccos (cM. pasgen 7).

MeTafaHHble JOKYMEHTOB LO/MKHbI ObITb OMMCaHbl U 3aUKCUPOBaHbl B CXEMaxX MeTafaHHbIX (cM. 8.2).
Pa3paboTky cxemM MeTafaHHbIX CleQyeT MpoBOAMTb HAa OCHOBAHWMM Pe3ysibTaTOB aHanM3a [eSIoBbIX
MPOLLeCCOB, K KOTOPbIM OHU OTHOCSATCA (CM. pa3gen 7).

5.3 loKyMeHTHble CUCTEMbI

5.3.1 O6wue nonoxkeHms



[ OKYMEHTHbIE CUCTEMBbI AOKHbI:
a) NpUMEHATb CPeACTBa yrNpaBneHUs AOKYMeHTaMu (cM. pasgen 8);
b) noppep>xmBaThb NpoLECCHI CO34aHMS, BBOAA B CUCTEMY U YNpaBNeHUS JOKYMeHTamu (CM. pa3gen 9);

C) NOAAEep>KMBaTb CO34aHWME U COXPAHEHME JIOTUYECKMX CBSA3EM MeXAY KOHTEHTOM WM MeTafaHHbIMU
[oKyMeHTa (cM. 5.2.3).

Mpwn pa3paboTke 1 BHeAPEHUWN [OKYMEHTHbIX CUCTEM C/leAyeT YYUTbIBaTb AE/IOBOM KOHTEKCT (CM. 7.3) u
TpeboBaHuMA, npeabsBnsieMble K AokyMeHTaM (cM. 7.4). [JOKyMeHTHble CUCTEMbl [OMXKHbI OTBevaT
TpeboBaHMAM:

a) COOTBETCTBUS XapaKTEPUCTUKAM LOKYMEHTHbIX CUCTEM, NMEPEUUCTIEHHbIX B 5.3.2;

b) coBMecTMMOCTM Ans Nopdep>XKM B3aUMOLEWUCTBUS C APYrMMM CUCTEMaMMU UM TMOKOro noaxopa K
MCMONb30BaHUIO CPEACTB YNPaBIEHUS LOKYMEHTaMU;

C) NPOCTOTbl U ONEPATUBHOCTU UCMOJIb30BaHUA OJOKYMEHTOB,

d) roToBHOCTM K TEXHONOrMYECKMM WU OPraHU3aLMOHHbIM M3MEHEHUSIM, TaKMM KaK MOAEepHMU3aLMs
CUCTEMbI MU aAMUHUCTPATMBHAA PECTPYKTYpU3aLmS ;

€) FTOTOBHOCTU K BPEMEHHOMY MpPEKPALLEHNIO AENOBON AEATENIbHOCTU M 0BecneyeHuto HeNpepbIBHOCTHU
paboTbl B C/ly4ae HeOXMAaHHbIX cOoeB.

JOKyMeHTHble cUCTEMbl MOryT ObiTb pa3paboTaHbl CneunanbHO A4S YNpaBieHUs LOKYMEHTaMWU Unu
MOryT ObITb CUCTEMAMU, NMpeaHA3HAYEHHbIMU A9 APYFUX AENOBbIX MPOLLECCOB, aAanTUPOBAHHbIX TakKMM
06pa3oM, YTODbI OHKM TaKXKe NoAAEeP>KUBANU CO3haHMe, BBOA, B CUCTEMY U YrNpaBieHMEe OOKYMEHTAMMU.

lMonHoueHHOCTb AOKYMEHTOB oObecrneymBaeTCs 3a CYET YMpaBieHUss UMW B AOKYMEHTHbIX CUCTeMaXx,
KOTOpble COOTBETCTBYIOT CleAYHOLWMM XapakTepUCTUKaM: HaAeXHOCTb, 6e30MacHOCTb, COOTBETCTBME,
KOMMJIEKCHOCTb M CUCTEMHOCTb (cM. 5.3.2).

5.3.2 XapaKkTepuCcTUKM LOKYMEHTHbIX CUCTEM
5.3.2.1 HapgexxHocTb

ﬂ,OKyMeHTHbIe CncTteMbl AOO0JDKHbI ObITb npurogHbl Ongd HenpeprBHOVI “n perynﬂpHoﬁ pa6OTbI B
COOTBETCTBUU C yTBep)i(,El,eHHOVI NOINTUKOWN U npouenypamu. ,ﬂ,OKyMEHTHbIe CUCTEMbI OOJDKHbI:

a) peryndapHo BKAKO4YaTb BCe€ OOKYMEHTbl B paMKaX 0XBaTblBaeMOM ,EI,GJ'IOBOVI neaTtesnbHOCTU B
COOTBETCTBUU C YCTAHOB/IEHHbLIM MOPAAKOM,

b) perynspHo BbICTynaTb B KayeCTBE OCHOBHOIMO MCTOYHMKA AOCTOBEPHOM MHGbOPMaUUM O LEUCTBUAX,
3a(PUKCUPOBAHHbBIX B AJOKYMEHTAX;

c) obecrneymnBaTb y4acTMe YNOSTHOMOYEHHbIX areHTOB;
d) npepocTaBnsATh ALOKYMEHTbI B MPUrOAHON ANS UCMONIb30BaHMS opMe;
€) NoaAep>KMBaTb CBOEBPEMEHHbBIM AOCTYN K AOKYMEHTAM;

f) 3amilatb AOKYMEHTbI OT HECAHKUMOHUPOBAHHOINO WMCNOMAb30BaHUA, M3MEHEHUA, COKPbITUA WU
YHUYUTOXXEHUA;

g) XpaHWUTb AOKYMEHTbI B TeYeHWe YCTaHOBIEHHOIO BPEMEHMU;



h) npenoctaBndTb npu HeO6XO,EI,MMOCTM BCeé MeXaHuU3Mbl O UMMNOoPTaA (MJ'IM MHOIo BKJ'II-O‘-IeHMﬂ)
AOKYMEHTOB U MeTaddHHbIX OOKYMEHTOB B CUCTEMY UNN UX SKCNOPTa U3 O,D,HOﬁ CUCTEMbI B Apyryto, a
Tak>Xe

i) obecneymBaTb AENCTBUS MO YAANEHUIO LOKYMEHTOB.

MokasaTenn HaOeXXHOCTU [OKYMEHTHOM CUCTEMbl [OO/KHbl ObiTb AOKYMEHTaNIbHO 3aPUKCUPOBaHbI
NMyTeM CO34aHUSI U COXPAHEHMS OOKYMEHTOB 06 OMepauMoHHbIX, MPOLEAYPHbIX U MpU HEOBXOAMMOCT
TexHonormyeckmx npoueccax. MetagaHHble npoueccoB (cM. 5.2.3) Takxke [OMKHbI AEMOHCTPUPOBATb
HaAEeXXHOCTb CUCTEeMbI (CUCTeM), KoTopasi(ble) obecneymBaeT(OT) yrnpaBneHe UMU.

5.3.2.2 be3onacHocTb

Ona npepoTBpalleHUss HEeCAaHKLUMOHMPOBAHHOIO [AOO0CTYMNa, M3MEHEHUSI, COKPbITUS WMAN YHUUTOXKEHM
[OKYMEHTOB [OJ/KHbl OblTb peanv3oBaHbl TakMe Mepbl, KakK YynpaB/ieHWe [OCTYNOM, MOHUTOPUHT,
aBTOpM3aLMsa areHTa U CaHKUMOHMPOBAHHOE YHUUTOXeHWe. MHdopMaums o cpeacTBax YnpaBfieHUs,
KOTOpble Bbl/IM NMPUMEHEHBI K AOKYMEHTY, @ TakKXXe O TOM, KOrga OHU OblM MPUMEHEHbI, JO/KHa BbiTbh
oTobpaxkeHa B MeTafaHHbIX npoueccos (cMm. 5.2.3).

B 3aBucumocTtn ot pUCKa, CBA3aHHOIo C [EeN0OBOM OEeATENbHOCTbIO U 3aCI)VIKCMpOBaHHOFO OJOKYMEHTOM,
nrobbie yrpo3bl 6630I'IaCHOCTVI, 3aTparmeaolliMe OOKYMEHTbI, OOJDKHbI ObITb OTpa>XeHbl B MeTaAdaHHbIX
npoueccos.

Lna obecneyeHnss MHPOpMaLMOHHOM BE30MACHOCTU U HEMPEPLIBHOCTU AE/I0BOM AeATENbHOCTU O0/KHbI
6bITb NPeayCcMOTPEHbI Mepbl, BKIKOYEHHbIE B IOKYMEHTHYO CUCTEMY.

5.3.2.3 CooTBeTcTBME

YnpaBneHne OOKYMEHTHbIMWU CUCTEMAaMW B OpPraHU3auMax OOHKHO COOTBETCTBOBAaTb TPeBGOBAHUSAM
[enoBon AesATenNbHOCTU, HOPMATUBHOM cpeabl U 0bLecTBeHHbIM oxunaaHuaMm (cm. 7.4). CooteeTcTBume
CUCTEMbl YMNpaBleHUs OOKYMEHTaMU TakMM TpeboBaHMSM cnefyeT perynspHo nposepsitb (cM. 6.4).
HeobxoaMMo XpaHUTb AOKYMEHTbI MO pe3y/ibTaTaM 3TUX NMPOBEPOK.

5.3.2.4 KoMnnekcHOCTb

JOoKyMeHTHble CUCTeMbl [AOMXHbI obecneuynBaTb YMpaBiieHWE [OKYMEHTaMM B pamMKax [enoBblX
onepauunm, K KOTOpbIM OHU OTHOCATCS (cM. 7.4).

LJOKYMEHTHble CUCTEMbI [OO/KHbl ObITb  CMOCOOHLI  YNpaBAsATb [OOKYMEHTaMW, CO343aHHbIMU C
MCMONb30BAaHMEM Pa3IMUYHbIX TEXHOJIOr M, MPUMEHSIEMbIX B Ae/10BOM cdhepe, K KOTOPOM OHU OTHOCATCS.

5.3.2.5 CuctemMHoCTb

CoszpaHuve, BBOA B CUCTEMY UM yMpaB/ieHWe AOKYMEHTaMWu CleayeT pernamMeHTMpoBaTb MOCPEACTBOM
NPOeKTUPOBaHUS PaboTbl AOKYMEHTHbIX cucTeM (cM. 5.3) n cobnropeHus yCTaHOBMEHHOM MOMMTUKU U

npouenyp (cMm. pasgen 6).

6 NMNonutuka u pacnpepeneHne oOTBeTCTBEHHOCTH

6.1 O6wume nonoxxeHusa

Monutuka un pacnpeneneHne OTBETCTBEHHOCTU OO0JIKHbI Noanep>XmBaTb BbIMNOJIHEHUNE TpE6OBaHVII7I K

CcOo30aHMKO, BBOAY B CUCTEMY U ynpaBlEHUKO AOOKYMEHTaMU, a TaKXXe K TMpPOEeKTUPOBAHUIO,
MCNos1Ib30BaHUIO U yrnpaBleEHNKO AOKYMEHTHbIMU CUCTEMAMHU.



Ona obecneyeHnss coOTBETCTBUA LOKYMEHTHbIX CUCTEM YCTAHOBJIEHHbIM TPEBGOBAHUSAM K OOKYMEHTaM
(cM. 7.4) nonuTtuka W pacripegeneHve OTBETCTBEHHOCTM AOJKHblI OMpeaensitb OTBETCTBEHHOCTb U
NOSIHOMOYUUS ANS CReAYHOLLMX JINLL:

a) Y4aCTHUKOB MpoLecca Co3aaHusl LOKYMEHTOB;
b) nuu, yyacTBytoWMX B yNpaBneHUM JOKYMEHTaMM;
C) Apyrux nonb3oBaTesiel JOKYMEHTHbIX CUCTEM.

HOJ'IMTVIKy cneayet nognep>XXmBaTtb pernaMeHTUupyrowmMMn  JOKYyMEeHTaMu, KOTOopble npenocTtaBAArOT
KOHKpPETHbIE€ MHCTPYKLUMKM NO CO340aHUIO, BBOAY B CUCTEMY U YyNpPaBNEHUIO JOKYMEHTaAMN.

HeobxonuMMo npoBefieHMe MOHUTOPWMHIA M OLEHKM AN COBMIOAEHUS YCTAaHOB/IEHHbIX TpPeboBaHWM K
[OKYMEHTaM U onpeaenieHnsl y4acTKoB, TPEDOYHOLLMX KOPPEKTUPOBKK (CM. 6.4).

MonuTtuky, npoueaypbl U GYHKUMOHUPOBAHME LOKYMEHTHbBIX CUCTEM CleAyeT MOALEPXXMBATb 3a Cye
oby4yeHusa nepcoHana (cMm. 6.5).

6.2 NMNonuTtuka

Monutuky ynpaBneHuss [OKyMeHTaMu cnepyeT pas3pabaTbiBaTb, AOKYMEHTUPOBaTb W BHeApSTb.
Monutuka ponkHa OblITb OCHOBaHAa Ha [AE/oBbIX LUENsaX U MOAAEPXKMBATbCS MpaBUiaMyU UK
npouenypamMm yrnpaBneHust JOKYMEHTAMM.

PaspaboTka nonuTukM AoOMKHa OblITb OCHOBaHa Ha MOHWMMaHWM AenoBou cpedpl (cM. 7.3), a Takxe
TpeboBaHUMN K AOKYMEHTAM, OTHOCALLUMMCS K chepe MPpUMEHEHUS MOAUTUKK (cM. 7.4).

Llenbto pa3paboTku M BHEAPEHMS MOMUTUKM YNPaBAEHUS OOKYMEHTAMU OO/MKHO OblTb CO34aHME, BBOA, B
CUCTEMY W  yrpaBfeHMe ayTeHTUYHbIMU, [OCTOBEPHbIMU, MPUrOAHbIMM AN UCMONb30BaHMS,
LEeNOCTHbIMU OOKYMEHTAMMU, NOAAEPXKUBAIOLLMMU BeeHUE AeN0BOM AeATeNlbHOCTU A0 TexX nop, noka 3T
HeobxoOMMo.

MonnTtuka ponkHa BKAKOYATL B CebS 06nacTb nMpuMeHeHus (Hanpumep, Ha Kakoum(uMe) KOHKpeTHbIN(e)
acnekT(bl) ynpaBneHus AOKYMEHTaMW OHa PacnpoCcTpaHseTcsl), NPUMEHMMble CTaHAAPTbl U TpeboBaHUS
K ayAMTY, @ TaKXKe AENOBYHO AeATENIbHOCTb, KOTOPYH OHa OXBAaTbIBAET.

Monutnka fonkHa yYnTbiBaTb HEODXOAMMbIE AEUCTBUS B C/lyYae MpeKpalleHns OenoBbliX npoueccos. B
3aBUCMMOCTM OT KOHKPETHOM CUTyauMM OHa MOXET BK/O4YaTb MpekpaleHue 3KcriyaTaum
[OKYMEHTHbIX CUCTEM U pacnpenesieHue pecypcoB ans obecrnedeHuss murpaumm (cMm. 9.8) u otbopa
[OKYMEHTOB A/19 Nepefayn Ha XpaHeHUe UM yHUUToxkeHue (cm. 9.9).

Monntunka AOJ/DKHa onpenendatb, B KakKMX CnydadaxX 3adKOHbl, MNOCTaHOBNeHUA, CTaHOAapTbl, AOpyrue
HOpMaTUBHbIE U MEeTOOUNYECKMUE OOKYMEHTblI U nepenoBble NpakTUYeCKMe MeTodbl BAUAKOT Ha NpoueccChbl
Cco3paHuA, BBOOA B CUCTEMY UMK yNpaBEHNA JOKYMEHTaMN.

Monutnka p[omkHa 6biTb YTBEPXAEHA HA COOTBETCTBYHOLIEM YPOBHE TMPUHATUS  PELUeHUN WU
onybanKoBaHa B OpraHu3auMm U Npu HeobXoAMMOCTM BHe opraHmsauuu. Heobxopumo pacnpenenntb
OTBETCTBEHHOCTb U 0b6ecneunTb cobntofeHue NoNUTUkM (cM. 6.3).

MonuTuky cnefyeT perynsipHoO NepecMaTpuBaTh C LIEJIbIO OTPAXKEHUS TEKYLLMX AENOBbIX NOTPEOHOCTEN.
B nonutuke [OMKHbI ObITb yKa3aHbl BPEMEHHbIE PaMKU MO €e MepPecMoTpy, a TakKXKe OO0/HKHO ObiTb
YCTaHOBNEHO NULO, KOTOPOE HEeCeT OTBETCTBEHHOCTb 3a mepecMoTp. OTMeHeHHasi MOAUTUKA SBNSIeTCS
[LOKYMEHTOM, KOTOPbIV AOJIYKEH COXPaHSATLCA U YNPaBAATbCS, KaK YCTaHOBNEHO B OTHOLLUEHUM NOA06HOr
poaa AOKYMEHTOB.



MpaBa 1 OTBETCTBEHHOCTb MO CO34aHWUIO, BBOAY B CUCTEMY U YMPABIEHUIO AOKYMEHTAMU LOKHbI BbiTb
onpeneneHbl, yCTaHOB/EHbI U AOBEAEHbI A0 CBeAeHUS pabOTHUKOB.

PeweHuns no co3pgaHuio, BBOAY B CUCTEMY W YMPaBJEHUID AOKYMEHTAaMU - 3TO AE/OBble pELUEHMS,
OCHOBAHHbIE Ha YCTAaHOBNEHHbIX TPeOOBaHMAX K AOKYMEHTauuuM M oueHke pucka (CM. pasgen 7).
PelweHns nonykHbl BbITb MPUHATLI COOTBETCTBYHOLLUUM IMLOM U 3aPUKCUPOBaHbI B JOKYMEHTE.

OTBETCTBEHHOCTb O0J/KHA PACMpPOCTPAHATLCS HA BCEX COTPYAHMKOB, KOTOPble CO34a0T U UCMONb3YHO
[OKYMEHTbI B paMKax CBOEN LeATeNIbHOCTU, U AOMYKHA ObiTb OTPaXKeHa B AOMXHOCTHbIX MHCTPYKLMAX U
APYrUx JOKYMEHTaxX, rae 3To HeobXxoamnMmo.

Ha3sHauyeHWe OTBETCTBEHHbIX UL, AONXKHO OblTb perfaMeHTUPOBAaHO PacrnopsAUTENbHbIM AOKYMEHTOM.
KoHKpeTHasi 0TBETCTBEHHOCTb 33 OpraHM3aumio paboTbl MO YNpaBieHUIO AOKYMEHTAMU [LOSKHa OblTb
nopyyeHa pyKOBOAMTESO C COOTBETCTBYHOLLMMM MOJHOMOYUAMMU.

OTBeTCTBEHHOCTb B 06N1aCTU ynpaBsieHUd OOKYMEHTaMU O0J1XKHa BK/IKOYATb C/ieayrolme nonoXXeHus:

a) cneumanucTbl B 061acTy ynpaBneHus 4OKYMEHTaMU MOMHOCTBH UM YaCTUYHO OTBEYAlOT 3a acMeKThl
yrnpaB/feHMs OOKYMEHTaMM, BKJOYasi MPOEKTMPOBaHME, BHeApPeHME WU OBCNY>KMBAHUE AOKYMEHTHbIX
CUCTEM U OCYLLECTBNSIEMbIX B [aHHbIX CUCTEMax ornepauMi, a Takxke 3a obydyeHMe nosib3oBaTese
YNpaBfeHMIO OOKYMEHTAMU U MPUMEHEHMIO OMEPATUBHbLIX AOKYMEHTHbIX CUCTEM B WMHAMBUAYASIbHOM
NPaKTUYECKOM OEeATENbHOCTU;

b) cneumanuctbl B 06nacTM ynpaBneHWMs A[OKYMEHTaMW WAM  Apyrve nuua, OTBETCTBEHHblE 3a
yrnpaBneHve OOKYMEHTaMW, OTBEYalOT 3a pa3paboTky, BHeApeHWE W MOALEPXKKY CXeM MeTafaHHbIX W
APYrux CpeacTB YMpaBNeHWs COBMECTHO C APYrMMM COTPYAHMKAMMW, TakKMMM KakK CreuuanmcTbl B
061acTV MHHOPMALIMOHHbBIX TEXHOJIOI M, PYKOBOAMUTENN U FOPUCTDI;

C) OTBETCTBEHHOCTb PYKOBOACTBA 3aK/JKOYAEeTCs B MOAAEp)KKE pa3paboTkM W BHeApeHUs MOAUTUKMU
ynNpaBneHUs OKYMEHTAMMU;

d) pykoBoauTenu oTeeyatoT 3a obecreveHue cobnroaeHus TpeboBaHUN K AOKYMEHTUPOBaHUIO paboumx
NPOLECCOB B MOAKOHTPOJIbHbLIX UM paboumx obnacTax;

E) CUCTEMHbIE aAMUNHUCTPATOPbl HECYT OTBETCTBEHHOCTb 3a obecneyeHune Hel'lpeprBHOIZ n Haﬂ,e)KHOVI
pa6OTbI MNOOKOHTPOJ/IbHbIX UM OOKYMEHTHbIX CUCTEM, a TaK>XKe 3a obecneyeHme NONHOTbI U dKTyaJIbHOCTU
AOKYyMeHTauuMn BO BCeEX CUCTEMaAX;

f) Bce COTpyAHWKM OTBETCTBEHHbl 3a CO3J4aHWE W COXPAaHEHWE TOYHOW W MONHOM AOKYMEHTauuu,
OTpaXkatoLLLEeN UX LeNIOBYHO AeaTeNbHOCTb.

6.4 MOHUTOPUHT M OLEHKA

[omKHbI BbITb YCTAaHOBMEHbI KPUTEPUMN AN MOHUTOPUHIA U OLEHKM JOKYMEHTHOM MOSIUTUKMU, CUCTEM,
npoueayp v npoLeccos.

HeobxoouMo NpoBOAMTb PerynsipHbii  MOHWUTOPMHI MPOLIECCOB CO3JaHWsA, BBOAA B CUCTEMY M
yMpaB/ieHNs AOKYMEHTAMU M OLEHUBATb UX C NMPUBIEYEHMEM U MOLOEP>KKOM CO CTOPOHbI CNELUannuCcToB
B 00/1acTVM ynpaBneHusi [OKYMeHTamMu, rnpodeccruoHanos B 06/1acTM MHGOPMALMOHHbBIX TEXHOMOIUN,
FOPUCTOB, ayAMTOPOB, BU3HEC-MEHEIXKEPOB U PYKOBOAUTENEN BbICLLErO 3BEHA.

Mpoueccbl MNpoBeAeHUS MOHUTOPUHIA M OUEHKM [OO/MKHbI OblTb pa3paboTaHbl ans obecrneveHus
NOATBEPXKAEHMS TOFO, YTO:



a) OOKYMEHTHble CUCTEMDbI M npouecCbl BBeAEHbl B COOTBETCTBUU C yTBep)K,EI,eHHOl‘/‘I NOUTUKON WU
AeNoBbIMU Tpe6OBaHM$IMM ynpaBneHUa OOKYMEHTaMU;

b) AOKYMEHTHbIE CUCTEMbI U MNpouUecChbl CI)yHKLI,MOHVIpyI-OT B COOTBETCTBUMU C YCTAaHOB/IEHHbLIMU
Tpe6OBaHM$|MVI ynpaBneHUsa OOKYMEHTaMMU;

C) YYNTbIBAOTCA USMEHEHUA B Tpe6OBaHMﬂX K AOKYMeHTaunnm,;
d) noganep>kmBaeTca NOCTOAHHOE COBEPLUEHCTBOBaHME ynpaBleHUa OOKYMEHTaMU.

B oTHoOweHMM cuctem u npoueccoe, npenoctaBndeMblix CTOPOHHMMU NOCTaBWMKaMu, cCnenye
npoeognTb MOHUTOPUHI N OLUEHKY.

MporpaMmMa MOHUTOPUHIA U OLLEHKM O0/KHA BKJIHOYaTh B CEOS:
a) pacnpepeneHme 06s3aHHOCTEN MO OCYLLECTBNEHUIO AENCTBUMA MOHUTOPUHIA U OLLEHKM;
b) onpeneneHuve Toro, 4To AONXKHO ObITb NOABEPXKEHO MOHUTOPUHTY U OLEHKE;

C) yCTaHOBJIEHNE METOAO0OB U3MEPEHNA, MOHUTOPUHIa, aHaIM3a U OLEHKWN ONA obecneyeHus npaBUJIbHbIX
pe3ynbTaToB,

d) onpepeneHune cpokoB NpoBeaeHUS MOHUTOPUHIA U OLEHKMU;
€) onpeaenieHne CpoOKOB MPOBEAEHMNS aHa/IM3a U OLLEHKM pe3yibTaTOB MOHUTOPUHIA;
f) Ha3HauYeHWe OTBETCTBEHHbIX 3@ Pa3paboTKy COOTBETCTBYHOLLMX KOPPEKTUPOBOYHbIX AEUCTBUN.

MOHMTOpMHF M OLEHKa npoueccoB co3gaHua, BBoaa B CUCTEMY U YNpaBAeHNAa AOKYMEHTaMU MOryT ObITb
MHTErpupoBaHbl B YyXXe CcyulecTteyoliMe UUMKNbl MOHUTOPUHIA IMBO  BbIMOJIHATBCA HE3aBUCUMO.
MOHVITOpI/IHI' M OLEHKa MOryT nposoanTbCAa NOJIHOCTbO UM YaCTUYHO CTOPOHHUMU OpraHU3aLUaMu.

B nonutuky ynpaeneHus nokymMeHTamMu, CUCTEMaMU U NPoLLEeCCaMm AO0SKHbI ObiTb BHECEHbI M3MEHEHUS
B C/lyYae NPU3HaHUS UX HEMPUrOAHBIMU UNU HEI(DPEKTUBHBIMU.

ﬂ,OKyMEHTbI O npoBegeHNMN MOHUTOPUHIa N OLUEHKU OOJ/DKHDbI ObITb CO34aHbl, BBeAEHbI B CUCTEMY U
AOJ1>XKHbI ObITb ynpaBisgeMbIMU.

6.5 KoMmneTteHTHOCTb M 06y4eHuUe

COpr,EI,HVIKVI, B 0693aHHOCTU KOTOPbIX BXOOAT CO34aHMe, BBOA B CUCTEMY U ynpaBneHne OOKYMEHTAMMU,
AOJI>KHbI ObITb KOMMETEHTHbIMU B BbINONHEHUU AJaHHbIX 3a4a4. MX KOMMEeTEeHTHOCTb AOOJ1>KHa perynsapH
oueHunBaTbCd, ” nMpu HeO6XO,lJ,MMOCTM AO0JI>KHbI 6bITb pa3pa60TaHb| yqe6Hb|e nporpamMmmsbl Mo
coBepLIEeHCTBOBaHUIO 3HaHWU U HaBbIKOB.

MporpamMa obyuyeHus [onXKHa ObiTb HenpepbiBHOM WM BKAOYaTb B ceba obyuyeHue TpeboBaHUAM,
NoJIUTUKE, MPAaKTUKE, POSIAM U 0BA3aHHOCTAM MO YNpaBneHUto AoKyMeHTaMu. MporpamMa gomkHa 6biTb
agpecoBaHa BCEM U/NleHAM pYKOBOACTBAa WM COTPYAHMKAM, a TakXe JobbiIM  ApYyruM  uuaMm,
OTBETCTBEHHbIM 3a NOOYHO YaCTb AENOBOM AEATENbHOCTU, CBA3aHHOM C CO34aHMEM, BBOAOM B CUCTEMY U
yrnpaBfeHMEeM JOKYMEHTAMMU.

Ona nopnepXXku Heob6XoaMMOM KOMMETEHTHOCTU CMELMannUCcToB MO YMpPaBIEHUIO [OOKYMEHTaMU U
APYrUX nuL, OTBETCTBEHHbIX 33 YMpaBleHWE AOKYMEHTaMu, cneayeT MpoBOAMTb ODyYeHWe U Opyro

I'IpOCbeCCMOHaJ'IbHOG MoBbILWLEHUNE KBaﬂMd)MKaLI,MM B OTHOLWUEHUU yrnpaBneHNA OOKYMEHTAMMU.

O6yl-|eHv1e CO30aHUKO, BBOOY B CUCTEMY U ynpaBNeHUKO AOKYMEHTaMWM MO BO3MOXXHOCTU O0J/1KHO ObITb



BKJTKOYEHO B Y>XXe cyllecTteyrowme y‘-le6HbIe nporpamMmmeol.

I'IporpaMMa 06y‘-IeHMﬂ OO0JDKHa TakKXXe OXBaTblBaTb BPEMEHHbIX pa6OTHMKOB, nnu, pa6OTaI-OLLI,MX Ha
OGLLI,GCTBEHHbIX Ha4danax, 1 npu HeO6XO,EI,MMOCTM COTPYAHUKOB CTOPOHHUX Opr&HVI33LI,MVI.

PyKOBO,EI,CTBO AOJ/DKHO noagep>kmBaTtb nporpamMmmy o6yt-|eva.

7 AHanu3 penoBbiIXx NpoLeccoB

7.1 O6bwume nonoXxeHus

AHanus AENOBbIX NPOLECCOB - 3TO Npouecc oueHKu ,u,enosoﬁ AeATeNbHOCTU C UeNblo onpegeneHmnda Toro,
Kakne OOKYMEHTbI AO0J1>KHbI ObITb CO34aHbl U BBEAEHDbI B CUCTEMY, @ TaKXKe B LLeNAX YCTaHOBNEHUA CPOKO
MUX XpaHeHuA.

Mpumevanre - Cepus MexpyHapogHbix cTtaHgaptoB MCO 15489 pacwwupsier TpaguuMOHHOE
ncrnosib3oBaHMe TepMUHa "appraisal”, Bkntoyas aHanus aenoBon cpenpbl, 4eNI0BOM AeATeNIbHOCTU U pUCKa,
YTO MO3BOJIIET MPUHUMATb PELLUEHUS O TOM, KakMe [OKYMEHTbl CrneayeT Co34aBaTb M BKJOYaTb B
CUCTEMY, a TAaK)KE O TOM, KakK 0becneynTb Hag/exxallee ynpasneHue JOKYMEHTAMU C TEYEHUEM BPEMEHMU.

AHanus [enoBbiX MPOLECCOB COYETAET WM3YUYEHUE [ENI0BOM Cpeabl C OnpeneneHuemM TpeboBaHMM K
[OKa3aTeNnbCTBY  [€/IOBOM  [eATeNbHOCTM, YTO  [JO/MKHO  BbiTb  cobnogeHO  nocpeacTBOM
[OKYMEHTUPOBAHUS. DTOT aHaNM3 BKJIHOYAET B cebsl cnepytoLLee:

a) uccnenoBaHWe xapakTepa AefloBOM AeATeNbHOCTU U ee MPaBOBbIX, PECYPCHbIX M TEXHONOMMYECKUX
BO3MOXHOCTEMN;

b) ncnonb3oBaHMe OLEHKU pUCKA ANS ONpefeneHuss TOro, Kakue AOKYMEHTbl LO/HKHbI BbiTb CO34aHbl U
KakK UMUK cnepyeT ynpaBnaTb 19 YAOBNETBOPEHUS BCEX NMPUMEHSIEMbIX TpeboBaHUIM, KOTopas BKKOYae
B cebs oueHKy:

1) puckos, BIMAOWMNX HA AEOBYHO AeATe/IbHOCTb B LLENIOM;

2) pNUCKOB, KOTOPbIMM MOXXHO YNpaB/iAaTb nocpeacTtBoOM CO34aHUA, BBOAA B CUCTEMY U ynpaBneHUA
AOKYMEHTaMu.

AHanus [enoBbiX NPOLECCOB CleayeT MpPOBOAUTb COBMECTHO C BHYTPEHHMMM U MpU HEobxoauMocT
BHELUHMMMW 3aMHTEPECOBAHHbIMU CTOPOHAMMU.

PesynbTaTbl aHanu3a [enoBbiX MNPOLECCOB AOMKHbI ObiTb 3adMKCUMPOBaHbl B COOTBETCTBYHOLLUUX
[OKYMEHTax 1 copepxkaTb MHOpMaUuto:

a) 0 NobbIX MCTOYHMKAX, K KOTOPbIM 06paLU,aJ'IVICb npu npoeeneHMn1M aHaansa, BKAO4Yaa OOKYMEHTAJ/IbHbIE
MCTOYHUKUN U UHTEPBbLIO C 3aHTEPECOBAHHbIMU CTOPOHAMMU;

b) o pesynbTaTax oueHKM pUcKa;
C) O peLleHUsX No pe3ynbTaTaM aHasM3a AeNoBbIX NPOLECcCoB.

MpyM HeobGXOOMMOCTUM peELLUeHMS MO aHanM3y [AeNOBbIX MPOLECCOB  [A0/MKHbI  ObiTb  YTBEPXKAEHDI
PYyKOBOACTBOM.

Pe3ynbTaTbl aHanM3a 4eNOBbIX MPOLECCOB MOMYT ObiTb MCMO/Ib30BaHbl 419 LIeSIOro psaa Lenen, Bkatoua

NMPOEKTUPOBaHME U BHeAPEeHUE AOKYMEHTHbIX cucteM (cM. 5.3), pazpaboTky nonutuku u npouenyp (cm.
pasgen 6), onpeneneHuve TpeboBaHUM K MeTagaHHbIM (cM. 5.2.3) u/mnu pa3paboTky CpeacTB ynpaBneHus
[OKYMEHTaMM, TakMX KaK MpaBufia, OMpeaenstolime nopsaaok oTbopa M nepegayum OOKYMEHTOB Ha



nocnefytollee xpaHeHMe UNn yHUUYToXeHue (cM. 8.5), nnu npasuna goctyna (cMm. 8.4).

AHanuM3 fenoBbliX MNPOLECcCoB CNeayeT OCYLLECTBATb MO Mepe U3MEHEHUSI YCIOBUMIA LEN0BOM aKTUBHOCTM
n hbaKTopoB pucka.

7.2 O6beM paboT No aHanM3y AeNOBbIX NPOLECCOB

O6bem pa60T no aHannsy OenoBbiX MpoueccoB AO0J1>KEH 6bITb onpepeneH, mcxoga m3 nNpuUYHYnNH er
nposegeHma. rlpM‘—IVIHbI npoeegeHus aHanmsa AenoBbiX NPOLLECCOB MOTYT BK/KOYaATb:

a) co3gaHve HOBOW OpraHu3aumu;

b) yTpaTy nnu nonyyeHue HoBbIX PYHKLUN UNN BUOOB AEATENBHOCTU;
C) U3MEHEHMeE AeN0BOM NPaKTUKM MK NoTpebHoCTen ;

d) nsaMeHeHuMs1 B HOPMATUBHOM Cpese;

€) BHeApeHWe HOBbIX CUCTEM UM OOHOBNEHME CUCTEMBI;

f) usMeHeHMe OLLEHOK pUCKa MU MPUOPUTETOB.

O6bem pa60T no aHanusdy OenoBbiX MNpoUEeCCOB AO0/MKEH TakKXXe YCTaHaB/IMBATbCA nNyTeM onpeneneHus
CIJyHKLI,Ml‘/‘L ,D,el)'ICTBMﬁ nnn pa60l—|mx npoueccos, Ha KOTOpble BNMAET NpnvMHa npoBegeHUA aHasn3a.

7.3 NMNoHnMMaHUe nenoBOM AEATENbHOCTHU

AHanus AENOBbLIX Mnpoueccos Tpe6yeT n3yyeHua opraHmsaumm m ee p,enosoﬁ AeATENbHOCTU, BKJ1HO4YaA
AONONHNTENBbHO!

a) BHYTpeHHME W BHewHue @aKTopbl, BAUAIOWME Ha [AeATeNbHOCTb, QGYHKUMOHUMPOBaHME U
CTpaTernyeckoe pasBuTUE OpraHU3aLuK;

b) akcnnyaTaumMoHHble, NpaBoOBblE U ApYyrMe TpeboBaHUS ;

C) pecypcbl M UCMONb30BaHUE TEXHONOMUN;

d) TpeboBaHUSA BHYTPEHHUX U BHELLUHUX 3aMHTEPECOBAHHbIX CTOPOH;
€) PUCKU, KOTOPbIMU HEOBXOAMMO YNPaBNATh;

f) BHYTpeHHIOO M BHELLHIOK Cpeay AefioBOM AeaTeNbHOCTU;

g) aHanu3 BbINOAHAEMbIX GYHKUMKA U paboumx MpoueccoB C  MCMONb30BaHWEM  METOAO
(OYHKLMOHANbHOIO M/MIM NOONEPALLMOHHOIO aHaNn3a;

h) naeHTUPUKaLMIO BHYTPEHHUX U BHELLHUX areHTOB, 3a4€MCTBOBAHHbIX B AE/10BOM AEATENIbHOCTU.

na aHanusa opraHusauMm, oTBETCTBEHHOM 3a BeAEHWE OENOoBbIX onepauuir, HeobxXxoauMo onpenennTb,
BKJIHOYAET /IM OHa B Cebs papn opraHM3aumii, paboTarolmx COBMECTHO MM HE3aBUCMMO B Honee 4eM
OOHOW OTpac/u, CEKTOPe, CTPYKTYpPE OpraHu3auum.

7.4 OnpepeneHne Tpe6oBaHUM K AOKYMEHTaM

TpeboBaHMa K ALOKYMEHTaM - 3TO TpeboBaHUS K [OKa3aTeNbCTBY AENOBOM AESATENIbHOCTU.



TpeboBaHMa K OOKYMEHTAM OCHOBaHbl Ha aHanu3e [AeNOBOM AeATENbHOCTUM U ee KOHTeKcTa (cM. 7.3) u
BKJ/1HOYAIOT B Cebs:

a) NOTpebHOCTWN [enoBoK cpeabl;
b) npaBoBble U HOpMaTUBHbIe TpeboBaHUS ;
C) OXXWAAHWUS AeNoBOro coobLuecTsa.

TpeboBaHMa K LOKYMEHTAM MOTYT OTHOCUTbCS K ITO6OMY AOKYMEHTHOMY npoueccy (cM. pasgen 9). OHu
MOryT BK/IOYaTb B Cebs TpeboBaHMA, KacalolMecs KOHTEeHTa M MeTafaHHbIX, CBSA3EM C ApPYrUMMU
[OKYMEHTaMM u/Mnu nx GopmMomr Mnam cTpyKTypou.

TpeboBaHMa K OOKYMEHTaM MOryT MPUMEHATLCA KO BCEM (YHKUMSIM U HaNpaB/eHUSIM [esaTeNbHOCTU
OpraHu3aumMn UAn NPUMEHSTBCS TOMbKO K KOHKPETHbIM (YHKLMAM, OEUCTBUSM, paboymm npoueccam
WK onepauusaMm.

TpeboBaHMa K OOKYMEHTaM 3aBUCAT OT KOHTEKCTA, YTO O3HAYaeT, YTO aHANOTMYHbIE MUIN UAEHTUYHbIE
pabouune npoueccbl MOTryT UMeTb pasHble TPeOOBaHMUA K AOKYMEHTauuM B 3aBUCMMOCTM OT XapakTepa
[eATeNIbHOCTU, KOTOPYHO OHU DUKCUPYIOT.

YcTaHoBNEHHble TpebOBaHWS  AOMXKHbI  OblTb  CBA3aHbl C  KOHKPETHbIMW  QYHKUMSMU, BUAAMU
[esTeNbHOCTU UK paboumMm npoueccamu (cMm. 7.2).

7.5 BHeppeHue Tpe60BaHUM K AOKYMEHTaM

TpeboBaHMa K 4OKYMEHTAM MOryT BbiTb peann3oBaHbl MOCPEACTBOM BHEAPEHUS OOKYMEHTHbIX CUCTEM,
CpeAcTB YMpaBneHus, MONUTUKWU YNpaB/ieHUs OOKYMEHTaMU M npouenyp SMb6o COBOKYMHOCTU BCEro
nepeyncneHHoro. BHeapeHve OOMXKHO — MOAdEp)KMBATbCA  pacrnpedeneHMeM  OTBETCTBEHHOCTM,
0by4yeHneM, MOHUTOPUHIOM (YHKLMOHUPOBAHUSI CUCTEM U KOHTPONEM COBMOAEHUS MOJNUTUKU U
npouenyp (cMm. pasgen 6).

MeToapbl peanusaumm TpebOBaHUM K [AOKYMEHTaM [OJKHbl ObiTb OrnpeaeneHbl C y4eTOM [efloBOr
KOHTEKCTa, Ha/lMuus pecypcoB, HaBblKOB TMEepCoOHana, a TakKXKe XapakTepa WCMOb3yeMbIX
MHDOPMALIMOHHBIX U AOKYMEHTHbIX CUCTEM.

PeweHns o BHeapeHUU onpepeneHHbIX TpeboBaHMM K AOKYMEHTAM OOJI)KHbl OCHOBbIBAaTbCA Ha OLLEHK
PUCKOB, COOTHECEHHbIX C AOCTYMHbIMU pecypcamMu. TpeboBaHUSl, CBSA3aHHblE CO 3HAYUTENbHbLIMMU
pUCKaMu, AO/MKHbI MPUMEHATLCA C AOMONHUTENIbHBIMU MEPAMU MOHUTOPUHIA U OLIEHKU U BONbLUUM
0b6bEMOM UHBECTULUN.

MOHUTOPUHI M oueHKa (cM. 6.4) [OMKHbI YCTaHaBNMBATb, COBNMOAAIOTCS I TPEOOBAHUS K LOKYMEHTaM.
B cnyuyae ecnv MOHUTOPUHIOM U OLEHKOW YCTAaHOBNEHO HecobntofeHWe TpeboBaHUM K AOKYMEHTaM, B
OLEHKE OOJIKHbI ObITb YKa3aHbl COOTBETCTBYIOLWIME KOPPEKTUPOBOYHbLIE AEWUCTBUS AN FapaHTUU UX
BbIMNOJIHEHUS B ByayLUEM.

TpeboBaHMa K OOKYMEHTaM U peLleHUss O TOM, KaK OHW OO0/MKHbl ObiTb BbIMOMHEHbI, AOMXHbI ObITb
3aPMKCUPOBaHbl B peErnaMeHTUPYOLWMX AOKyMeHTax. PelleHns o HecobntogeHMM YCTAHOBMEHHbIX
TpeboBaHMMN JOMXKHbI ObITb YTBEPI)KAEHbI PYKOBOACTBOM OpraHM3aLmu.

Tp86OBaHM$'-I K OOKYMEHTaM CieayeT perynasapHoO nepecMaTpmuBaTb KakK 4aCTb npouecCa aHaniM3a OeNn0BbiX
npoueccos.

8 CpeacTBa ynpaBneHuMsa AOKYMeHTaMu

8.1 O6bwume nonoxeHus



Ona ynosnetBopeHus TpeboBaHWM K AOKyMeHTaM (CM. 7.5) pomkHbl ObiTb pa3paboTaHbl CpeacTsa
ynpaeneHusa gokymeHTamu. Cpeacrtsa ynpaBieHUst BKAKOYAKOT:

a) CXeMbl METAAAHHbIX LOKYMEHTOB;

b) cxembl knaccudukaumm paboumx NpoLLEeccos;

C) NpaBuna AocTyna;

d) npasuna, onpegensatowime nopanok otbopa u nepefaym LOKYMEHTOB Ha XPaHEHME UM YHUUTOXEHME.
CpenctBa ynpaBneHUss 4OKYMEHTaMU MOryT ObITb pa3paboTaHbl M BHEAPEHbl B pas3fiMyHbIX dopMax B
3aBMCMMOCTM OT TEXHOJIONMYECKOM U aenoBor cpeabl. MIx pa3paboTka U BHeApeHUE AOMKHbI YYUTbIBAT

XapakTep AOKYMEHTHbIX CUCTEM, C KOTOPbIMU OHU B3aMMO,EI,EI‘/'1CTByI-OT.

PesynbTaTbl aHanu3a AenoBbIX MPOLECCOB AOMXHbI ObITb MCMOJIb30BaHbI MNpU pa3paboTke U NepecMoTpe
CpeacTB yrnpaBneHUs JoKyMeHTamu (cM. pasgen 7).

Mpoueccbl co3paHus, BBOAA B CUCTEMY W yNpaBieHUs AoKyMeHTamu (cM. pasgen 9) [onHbl ObiTb
OCHOBaHbl Ha aKTyaslbHbIX CpeAcTBaX YnpaBfieHUs nokymeHTamu. [lo3Tomy cpencTtBa ynpaBnieHUs
[OKYMEHTaMu cnefyeT perynsipHo nepecMaTpmuBaThb.

OTMeHeHHble BepCcUMU CPeacTB YMpaBNeHUs OOKYMEHTaMW C/iefyeT COXpaHsATb M YMNpaBnsaTb UMK Ka
[OKYMEHTaMM B COOTBETCTBUM C TPEOOBAHMUAMM, YCTAHOBIEHHbIMM aHANIM30M [EeJI0BbIX Mpoueccos (CMm.
pasgen 7).

8.2 CxeMbl MeTaAaHHbIX AOKYMEHTOB

Cxembl MeTadaHHbIX OOKYMEHTOB [OOJI>KHbI ObITb pa3pa60TaHb| aona onpeneneHna M™MetTadaHHbIX,
ncnonb3yembiX Ongd Mﬂ,eHTMd)MKaLI,VIM, onncaHna wun YynpasneHnsa AOOKYMEHTaMu. ,D,)'Iﬂ TOro YTObbI
AOKYMEHTbl COOTBETCTBOBAJ/IM XapaKTeEPUCTUKaM MNOMHOLEHHbIX OOKYMEHTOB (CM. 522), CBsA3aHHbIE C

HUMWN MeTadaHHble OO0J/IKHbI ObITb OCHOBaHbI Ha yTBep)K,EI,EHHOIZ cxeMe MeTaaaHHbIX.

CxeMbl MeTaAadaHHbIX OOKYMEHTOB MOrytT OTHOCUTbCA K pas/IMvyHbIM obbekTaM. KnroueBbiMM 06bEKTAMMU
Ana ynpaBneHnss OOKYMeHTaMU aBNSHOTCA:

a) OOKYMEHTbl N UX COBOKYMHOCTHU,

b) areHTbl, BKNOYas OTAENbHbIX NUL, OpraHM3aLMu, TEXHOMOrMU, a Tak)Ke AefioBble U AOKYMEHTHbIe
CUCTEMBDI;

C) PYHKUMM, [eaTeNbHOCTb M onepaumm Unm paboume npoueccol;

d) 3aKOHbI U Apyrue OOKYMEHTbI, peryimpytoLlme AeNoBYO AeATe/IbHOCTb, a TakXXe NMpoLecChbl CO34aHUs
W ynpaBieHUs JOKYMEHTaMu;

€) B3aMMOCBSI3U MeXay CyObeKkTaMu U COBOKYMHOCTSMU AOKYMEHTOB.

BHegpeHve cxeM MeTagaHHbIX LOKYMEHTOB MOXET BK/HOYaTb MeTafaHHble, 3aAaHHble s BCEX 3TUX
0ObEKTOB MM TONbKO AN ogHoro, Hanpumep “HdokymeHToB". CTeneHb KOMMIEKCHOCTU BHeApPEHUSs
[ONXKHA OTpaXkaTb onpefesieHHble TPEBOBAHUSA K AOKYMEHTALMU U OENOBOMY KOHTEKCTY, BKJIHOUas PUCKM
(cm. pa3pen 7).

CxeMbl MeTafaHHbIX OOKYMEHTOB [OJ/KHbl COAepykaTb MeTaAaHHble BBOAA B CMCTEMY WM MeTadaHHble
npoueccos (cm. 5.2.3).



Mpu onpepeneHnn TpeboBaHMM K pokyMeHTam (cM. 7.4) HeobxopguMMo onpenenuTb MeTagaHHble,
06yC/IOBNEHHbIE CNEUNPUKON AeSTENbHOCTU OpraHU3aLum.

MeTaaaHHble AO/MKHbI BbITb ONpeaeneHbl ons:
a) naeHTUPUKaLMM 1 NOUCKA AOKYMEHTOB;

b) cBA3M [OKYMEHTOB C M3MeHSIIOWMMUCA OU3Hec-npaBunaMm, MNOJUTUKOW, 3aKOHaMU U APYrUMMU
TpeboBaHMAMM, perynnpyroLmnMmm BeaeHne bmusHeca 1 ynpaBneHue JOKYMeHTaMu;

C) CBA3M [OKYMEHTOB C areHTaMu, a Takxxe obecneyeHums X AOCTyNa U NpaB B OTHOLLUEHUU JOKYMEHTOB;
d) cBA3KM [OKYMEHTOB C AEN0BOM AeATENbHOCTbIO, @ TakXKe

E) OTCNEXMBaHUA NMPOLLECCOB, OTHOCALLUXCA K AOKYMEHTAM, TaKUX KaK UBMEHEHUE MpaBuUa AO0CTyNna UIn
nepemMewieHmne OKyMeHTOB B HOBblE CUCTEMBDI.

B ynpaBneHun nokymMeHTaMu MoryT ObiTb MCMOJIb30BaHbI LWWECTb KIAaCcCOB MeTafaHHbIX. B 3aBucumocTum
OT KOMIMNEKCHOCTU BHEAPEHUS UX MOXKHO MPUMEHSATb KO BCEM 0OBbEKTAM NIMBO K HEKOTOPbIM U3 HUX. DTU
LeCTb KIacCcoB cnepytoLime:

a) uaeHTUdUuKaums - nHbopmauma ona naeHTUGUKauum obbekTa;
b) onucaHue - nHpopmauus ans onpeneneHus Xxapaktepa oobekTa;

C) ncnonb3oBaHue - MHbOpPMaLMS, KOTopas CNOCOBCTBYET TEKYLLEMY U AONIFOCPOYHOMY UCMOSIb30BAHUIO
obbekTa;

d) nnaH cobbiTuh - MHbOPMaLMs, UCnonb3lyeMas AN yNpaBieHUs 0ObeKTOM, Takas Kak MHbopMaLlms o
nepepave Ha XpaHeHMe UM YHUUTOXEHUE;

e) ucTopusi cobbITUM - MHDOPMaLMS, OOKYMEHTUPYHOLWAs Mnpollealime CobbiTUS Kak B OTHOLLEHUMU
06beKTa, Tak M B OTHOLLEHUN METadaHHbIX;

f) cBs3b - WHPoOpMauMs, ONUCbIBalOLLAS B3aMMOCBA3b MeXAYy KOHKPETHbIM OOBLEKTOM W ApYyrumu
obbekTamMu.

CxeMbl MeTapaHHbIX [OOKYMEHTOB [O/KHbl ObiTb OTpakeHbl B dopmaTax, KoTopble obecrneymBatoT
BO3MOXHOCTb B3aMMOAEUCTBUS MEXAY CUCTeMaMW, OOMeH WHbopmaumen n murpaumto (cm. 9.8) u
npouecchl nepefaym JOKYMEHTOB Ha XpaHEHWE U YHUYTOXeHMe (cM. 9.9).

CxeMbl MeTaflaHHbIX [OOKYMEHTOB C/lieAyeT WCMosib30BaTb MNpUM  MPOEKTUPOBAHUM U  BHEAPEHUU
[OKYMEHTHbIX cucTem (cM. 5.3) 1 B npoLieccax Co3paHusi, BBOAA B CUCTEMY U YNPaBAeHUS OKYMEHTaMU
(cm. pa3pen 9).

CxeMbl MeTaAaHHbIX OOKYMEHTOB OOJ/1KHbl CCblJ1IaTbCA Ha Opyrue ,EI,EI‘/‘ICTByI-OLLI,MG cpeancTtea ynpaBieHUA
AOKYMEeHTaMu, MHd)OpMaLI,VII-O O nepenaye Ha XpaHeHUE UNN YHUUTOXEeHUE, NONTYHEHHYHO U3 NMpaBun (CM.

8.5), pexxum poctyna (cM. 8.4) unu cxembl knaccudukaumm paboumx npoueccos (cMm. 8.3).

I'IpM HEKOTOPbIX MpPaBOBbIX YCNOBUAX LOeATESIbHOCTU OpraHunsauun paHee YTBEPXKOEHHbIE CXeEM
MeTadaHHbIX AO0JDKHbI ObITb CO6J’II-OLI,eHbI M1 afanTUpoBaHbl K HOBbIM YC/10BUAM.

8.3 Cxembl knaccudpumkaumum paboumx npoueccos

CxeMbl knaccnoumkaumm paboumnmx npoLLeccoB - 3TO MHCTPYMEHTbI A1 obecneyeHns CBSI3U LOKYMEHTOB C
KOHTEKCTOM MX CO3[aHus. 3a CYeT CBA3M Mexay TpeboBaHMsMWM K AokyMmeHTaM (cM. 7.4) n cxemam



KﬂaCCM(bMKaLI,MM pa60‘-IMX npoueccos MoOryTt ObITb OpraHmn3oBaHbl Hadjie>XXawme npoueccbl ynpaBieHUA
AOKYMEHTaMN.

CBsi3biBaHME OOKYMEHTAa C KOHTEKCTOM MPOUCXOAUT NyTeM ero knaccudukaumm (cm. 9.4), kotopa
obecneymnsaerT:

a) NpUMeHeHWe NpaBun JOCTyNa K AokyMeHTaM (cM. 9.5);

b) BbINOJ/IHEHWNE COOTBETCTBYHOLMX MpaBu/ NO nepenayvye OOKYMEHTOB Ha XpaHeHUe UM YHUUTOXEHU
(cm. 9.9);

C) MUrpauMio OOKYMEHTOB OMpeaesieHHOM AenoBov (YHKUUU UKW [OesTeNbHOCTU B HOBYHO Cpeay B
pe3ynbTaTe OpraHM3aLMOHHOM pecTpykTypusaumm (cMm. 9.8).

PaspaboTka cxeM knaccudukaumm paboumx MpoLeccoB, MNPUMEHUMBIX K [OKYMEHTaM, [OJXKHa
OCHOBbIBATLCS HA aHanu3e PyHKUMM, eNCTBUIM U paboumnx npoueccoB (cMm. 7.3).

[na Toro 4To6bl OCTAaBaTbCS YCTOMUYMBBLIMU K OPraHM3aUUMOHHbBIM U3MEHEHUSIM, CXEMbI Knaccudukaumm
[ONMYKHbI ObITb OCHOBaHbl Ha QYHKUMSIX M BUAAX OESTENIbHOCTU, @ HE Ha OPraHW3aLMOHHbIX CTPYKTYypax.

CxeMbl knaccudpukaumm paboumx MNpoOLLeCCOB MOryT OblTb MEpPapXUUECKUMU WU PENSauUUOHHBIMU U
MOFYyT COCTOSITb M3 Pa3fINYHbIX YPOBHEM OTHOLLUEHWM, B 3aBMCMMOCTM OT TOro, YTO Nyuylle BCero
OTpaXkaeT [EeNOBYH AesATeNbHOCTb. XapakTep M CTereHb KNacCUPUKALMOHHOIMO KOHTPOJS AOSKHbI
OCHOBbIBaTbCA Ha TpeboBaHMsAX K JOKyMeHTaM (cM. 7.4) v npupome MCMNOoNb3yeMbIX OOKYMEHTHbIX
cucTeM (cm. 5.3).

CxeMmbl KﬂaCCVICbMKaLI,VIVI pa60‘—IMX npoueccos MOryT nogaep>xmBatbCa C UICNOJIb30BaHMEM TakKKUX CpencTs,
KaK Te3aypycCbl, KOTOPbIE€ NCMNONb3YHOTCA 0119 MHOEKCUPOBaHUA OOKYMEHTOB 419 UX NOUCKa.

8.4 lNpaBuna poctyna

Heobxoanmo paspaboTaTb Habop npaBui, OMpesensromMx MnpaBa AOCTYNa U PEXWUM paspeLleHui m
OrpaHUYEHUN, MPUMEHSIEMbIX B OTHOLLEHUM [OKYMEHTOB.

Kateropuun npaBun poctyna, npuUMeHsIiEeMbIX K LOKYMEHTaM, LOMXHbl OCHOBbLIBAaTbCS Ha pe3ysnbTaTa
aHanuM3a [enoBblX MPOLECCOB, B YaCTHOCTU Ha umaeHTUMKauum areHToB (cM. 7.3) u onpeneneHuu
TpeboBaHMI K [OKYMeHTaM (cM. 7.4).

MpaBuna goctyna 3aBUCAT OT TUMa:
a) areHToB;

b) nenoBon peaTenbHOCTH;

C) LOKYMEHTOB.

YPpoBHM pocTyna MOryT ObiTb Ha3HaYeHbl KaXKAoOMy M3 3TUX OOLEKTOB, OAHAKO OHM [OJIKHbI
NPUMEHSITbCA MUHUMYM B OTHOLLEHMU K OOKYMEHTY U areHTy.

L OKyMeHTHbIe CUCTEMbI AOKHbI ObITb pa3paboTaHbl TaKMM 00pa3oM, YToObl 0becneynTb BO3MOXHOCTb
nepecMoTpa npae AOCTyMa, a Takke obecneymTb CBA3b 3TOM MHGOPMALUM C OTAENbHbIMU AOKYMEHTaMM
B0 C UX COBOKYMHOCTSMMU.

MpaBuna pocTyna MoOryT M3MEHATbCA C TEYEHUMEM BPEMEHU B CBSA3U C M3MEHEHWEM HOPMATUBHO-
NnpaBoOBOW Cpeabl, AeNI0OBOM AeATEeNbHOCTU U 0XXUaaHuM aenosoro coobuecTtsa. CnegosaTensHO, NpaBuna
[OCTyNa [OMKHbI Ha perynspHol OCHOBE OTC/IEXMBATbCA W ODOHOBAATLCA, @ OrpaHUYeHUs Mo



BO3MO>XHOCTHU CcnenyeTt yMeHbLNTb UN YNPa3gHUTb.
8.5 NpaBuna ot6opa u nepepaun

Heobxoaumo pa3spaboTtaTb npaBuna otbopa n nepegaum AokymeHToB. OTBETCTBEHHOCTb 33 pa3paboTky
npaBun  [O/DKHA ONpeaensaTbCs 3aKOHOAATESIbHbIM  aKTOM, WU  UHCTPYKUMEN, WX  MOJAUTUKO
opraHu3aumu.

PaspaboTka MpaBu/ XpaHEHWS] U YHUYUTOXEHWUSI [OKYMEHTOB OOJI)KHA OCHOBbIBAaTbCS Ha pe3ysbTaTa
NpOBEAEHHOr0 aHanv3a [enoBbiX npoueccoB (CM. pasgen 7). DT npasBuna cneayet MpUMeHsITb Mpu
pa3paboTke AOKYMEHTHbIX cucTeM (CM. 5.3) u opraHusaLmMm LOKYMEHTHbIX npoueccos (cM. pa3aen 9).

B npaBunax ponykHbl ObITb onpeneneHbl rpynnbl MAW KNAcCbl AOKYMEHTOB C OAMHAKOBbIMM CPOKaMm
XpaHeHUs U edMHbIM MOPSAKOM AEUCTBMA MO OTOOpy M nepedade OOKYMEHTOB Ha MOCNeAyHOLLEe
XpaHeHue nnmn yHuuToxeHune. Knaccbl AOKYMEHTOB AO/MKHbI BblTb CBA3aHbl C AEN0BbIM KOHTEKCTOM M
OO/MKHbI BKIOYaATb:

a) naeHTudukaTop(bl) Knacca;
b) onucaHme knacca (Hanpumep, onucaHne GyHKLUN UK OENCTBUS);

C) H,EVICTBMH no 0T60py 1M nepenadye AOOKYMEHTOB Ha nocdienyroulee XpaHEHUE WU YHUUTOXXEHU
(HaanMep, YHUYTOXEeHME, MUTpauna Unm nepenada KOHTpOJ'Iﬂ);

d) cpoku xpaHeHus;
€) UCXOAHbIe COBbITUS (OT KOTOPbIX UCHUCISAIOTCA CPOKU XPAHEHUS).

Knaccbl MoryT 6bITb onpefeneHbl 3a cHeT hYyHKUMOHANbHOIrO UM NOOMepaUMoHHOro aHanmsa (cm. 7.3).
B TakoMm cny4yae B npaBuna poskHa ObiTb BKAKOYEHA MHQOPMaUUs, ONUCbIBAOLLLAsS COOTBETCTBYHOLLME
DYHKUMUU, BUAbI [EATENBHOCTU W/MNn paboune npoLecchbl.

MpaBuna oTbopa M nepepayM MOryT TakXKe COAepy)KaTb TMONMOXKEHMUS O MOPSAKE MepeMeLLeHUs
[OKYMEHTOB M3 OAHOM Cpelbl XpaHEHMS B APYIYHO UMM XPaHEHUS OTBETCTBEHHOW OpraHM3aLmen.

MpaBuna ponKHbI ObiTb YTBEPXAEHbI, AATUPOBAHbI, BHEAPEHbl WU PErynsapHO MepecMaTpuMBaTbCs C
y4Y4eToOM MeHsowWwmxcs TpeboBaHMM. B HeKOTOpbIX MpaBOBbIX YCAOBUSIX MOArOTOBKA MpaBMJ AOJXKHA
BK/IKOYATb YTBEPXKAEHNE BHELLHMUM OPraHOM WUJIN PErysisiTOpoM.

BHeppeHve npaBun, onpepensiroMx MNopsgok oTtbopa M nepefavvM AOKYMEHTOB Ha MociedytoLlee
XPaHEeHWEe WM YHUYTOXKEHWE, OO/DKHO YMNpaBAsaTbCa U OOKYMeHTMpoBaTbca (cM. 9.9) m perynapH
nepecMaTpuBaThCad C Y4Ye€TOM /obbIX HOBbIX TpPebOBaHWM, BAMAIOLWMX Ha [OENIOBYHO OEATENbHOCTb,
3aMKCUPOBAHHYHO W OMpeaesieHHY NoCpeacTBOM aHanu3a AefloBbiX NpoLeccoB (CM. paszen 7).

9 HPOLLECCbI co3paHud, BBOAa B CUCTEMY U yNpaB/ZleHUA AOKYMEHTaMM

9.1 O6bwuMe nonoXxXeHus

Mpouecchl co3paHus, BBOAA B CUCTEMY U YMNPABNEHUS OOKYMEHTAMU LO/DKHbI ObiTb MHTErpUpPOBaHbI B
npouenypbl M MNPUMEHSIEMblE CUCTEMbI, B TOM UUCNE OOKYMEHTHbIE CUCTEMbI, U OOJIXKHbI BKAKOYAT
MCMONb30BaHWE CPeACTB YNpaBAeHUS OOKYMEHTaMU, rae 3To Heobxoammo (cM. pasgen 8). OHU [OMKHbI
NoALEP>XXMBATLCSA MONUTUKOMW, pacnpefeNieHMeM OTBETCTBEHHOCTM, MnpouesypaMm M obydveHueM (cMm.
pasgen 6). lNpouecchbl BkAKOYALOT criepytoLlee:

a) co3paHue NOKYMEHTOB;



b) BBOA LOKYMEHTOB B CUCTEMY;

C) Knaccudurkaumoo U MHAEKCUPOBAHUE AOKYMEHTOB;

d) ynpaBneHue 4OCTYNOM K AOKYMEHTaM;

€) XpaHeHWe LOKYMEHTOB;

f) ucnonb3oBaHMe [OKYMEHTOB;

g) MUrpaumIo UNN KOHBEPTUPOBAHME AOKYMEHTOB;

h) oTbop, nepenavy AOKYMEHTOB Ha XpaHEHUE UM YHUUTOXEHME.

PeweHna o pa3paboTke M BHEAPEHUM [OKYMEHTHbIX MPOLECCOB [AO/MKHbI OTpa)kaTb MOHUMaHUE
CYLLECTBYHOLLMX AOKYMEHTHbIX MPOLECCOB U MCMONb3YEMbIX JOKYMEHTHbIX CUCTEM.

B cny4yae ecnm npouecchbl BbINOMHSAOTCA CTOPOHHUMU OpPraHM3aLMsaMUM, B COrNaLLEHUIX UK AOrOBOpPax
Nno obCNY>XMBAHUKO [O/MKHbI OblTb YKa3aHbl TpebOBaHMS K MpoOLEccaM, COOTBETCTBYHOLME MepbI
MOHUTOPUHra U oueHkn (cMm. 6.4). [pepoctaBnsemMble YCAyru AONAXKHbI KOHTPONMPOBATLCS Ha
perynsipHoM OCHOBe B COOTBETCTBUMU C TPeOOBAHUSIMU [OrOBOpA.

9.2 Co3paHMe BOKYMEHTOB

Ons BepeHWs [enoBor AesTENbHOCTU AOKYMEHTbl MOTYT ObiTb CO34aHbl UM MONYYeHbl U BBELEHbI B
cuctemy. [lenosble, topuanyeckme u apyrue TpeboBaHMS K AOKYMEHTaM OMpenensitoTcs Ha OCHOBaHUMU
aHanusa [JenoBblx npoueccoB (cM. pasgen 7). DTu TpeboBaHUS MCNONb3YHOTCA AN onpeneneHus
MpOLECCOB CO3AaHUS JOKYMEHTOB MpU MPOEKTUPOBAHUUN UM MEePErnpoOeKTUPOBaHUN paboymMx NpoLEeccoB
N LOKYMEHTHbIX CUCTEM.

Co3,u,aHv1e AOKYMEHTOB OO0J/IKHO BKJIKOY4aTb B cebsq COo30aHMe KOHTEHTa UM METaOddHHbIX, KOTOpPbI
d)MKCMpyI-OT 06CcTOATENBCTBA UX CO34aHuA.

9.3 BBoA AOKYMEHTOB B CUCTEMY

BBos OOKYMEHTOB B [OOKYMEHTHYK CUCTEMY [OOJ/DKEH MPOBOAUTLCA B C/y4vae, e€CiM MNpu aHanmse
[eNoBbIX MPOLECCOB BbISIBNEHO, YTO OMpenesieHHble [OOKYMEHTbl JO/MKHbl OblTb COXPaHEHbl U
yrpaBnsieMbl B TeYeHWE BPEMEHU [ YAOBNETBOPEHUS onpeneneHHbIX TpeboBaHui. Beop B cuctemy
[ONYKEH BKAKOYATD:

a) MpUCBOEHWE YHWUKANbHOro uaeHTUdMKaTopa (MO0 MalLMHOYMTAaeMoOro, MH6O BOCMPUHMMAEMOIO
4YeNI0BEKOM);

b) BBOAO UK CO34aHNE METaAaHHbIX O OOKYMEHTE B MOMEHT BBOAa B CUCTEMY,;

C) CO34aHME B3aMMOCBA3U MeXay OTAESIbHbIM OOKYMEHTOM U OPYTrMMU OOKYMEHTaMU, areéHTaMu Wuiun
AenosbiMn onepaunamu.

MeTagaHHble, co3gaHHble, AO0OAB/IEHHbIE WM MOJyYEHHbIE B MOMEHT BBOAA AOKYMEHTA B CUCTEMY,
[ONXKHbI COOTBETCTBOBAaTb YTBEPXAEHHOM CXEMe MEeTafaHHbIX M BCerga AOJ/KHbl ObiTb CBAA3aHbl C
[OKYMEHTaMMu.

B momeHT BBOOa B CUCTEMY MeTaddHHble, OOKYMEHTUPYHOLWMNE KOHTEKCT OOKYMEHTAa, O0J1>KHbI ObITb
3ad)MKCMpOBaHbI M COXpPaHEHbl B KayeCTBE [OO0Ka3aTE/IbCTBa COBepLIJeHHOlZ onepaunn. Y HUKanbHbI
VI,EI,EHTMdJVIKaTOpr OOJ1>KHbI ObITb MOCTOAHHbLIMMU.



[OKyMeHT MO>eT 6bITb BBEeAEH MHOro pa3s B pasfinyHble AOKYMeHTHble cucTeMbl. Kaxkpoe cobbiTue
[O/MKHO BbITb 3anMcaHO B MeTadaHHbiX npouecca. C MoMeHTa BBOA4A OOKYMEHTa B AOKYMEHTHYHO
CUCTEMY MeTafaHHble O AEUCTBUSAX, COBEPLLAEMbIX C AOKYMEHTOM, UAM O €ro UCMOJIb30BaHUU A0JXKHbI
HernpepbIBHO HaKan/MBaTbCs.

9.4 Knaccudukauma M MHAeKCMpPOBaHUE AOKYMEHTOB

Knaccudumkaums COOTHOCUT AOKYMEHTbl C UX [Ae/IOBbIM KOHTEKCTOM, CBSI3biBas UX C KaTeropusimMu us
CxeMbl Knaccudukauum paboumx npoueccos (cm. 8.3).

Knaccudukauma noKyMEHTOB BKJTHOYAET:

a) NpuBs3KY [LOKYMEHTa K AOKYMEHTUPYEMOW AEfI0BOM AesTeNIbHOCTM Ha COOTBETCTBYIOLLEM YpPOBHE
(Hanpumep, K GYHKLUKU, [EUCTBUIO UK paboyeMy mpoLieccy);

b) ycTaHoBneHue cBA3M MeXAy OTAENbHbIMM [JOKYMEHTaMM W COBOKYMHOCTM [OOKYMEHTOB ANs
obecrneyeHMs HeNpepbIBHOrO 4OKYMEHTUPOBAHUS AeNI0BON AeATENbHOCTH.

K}'IaCCVICbVIKaLI,VIFI OOKYMEHTOB MOXXET NPUMEHATbCA K OTAE/IbHbIM AOKYMEHTAM UTU UX COBOKYMHOCTAM.

LoKyMeHT MoXeT bbITb KnaccuduumposaH bonee o4HOrO pasa 3a Nepuos ero cyLlecTsoBaHus. B cnyyae
M3MEHEHUS KNaccMduUKaumm Nrobble 3aMeHeHHble MeTagaHHble KaaccudukaumMm  OOMXKHbI  BbITb
COXpPaHEeHbI.

MeTa,EI,aHHbIe MHOEKCUPOBAHUA TaKXXe MOryT ObITb MCMOJIb30BaHbI anga Toro, YTObbI AOKYMEHTbI CTaniun
bonee AOCTYMHbIMU O areHToB, KOTOPbIM pa3pewleH OOCTYyNn K HUM. MeTa,EI,aHHbIe MHOEKCNPOBaHUA,
Takme Kak O6'bEKT, pacnonoXeHune nam HamMeHoBaHU4d, MOTryT ObITb CBSI3aHbI C OOKYMEHTaMn B MOMEHT
BBOAA B CUCTEMY U MOryT ObITb ,EI,O6aBHEHbI no Mepe HEO6XO,EI,VIMOCTM Ha MNpPOTAXEHUN BCEro Uux
cyuwieCcTBOBaHUA.

9.5 YnpaBneHue poctynom K AOKYMeHTaMm
LocTyn K [OKYMEHTaM [0/IKEH OCYLLECTBAATLCSA Ha OCHOBE YCTAaHOBJIEHHbIX MPOLLECCOB.

,ﬂ,OKyMEHTHbIe CUCTEMDbI OOJ1KHbI BbITb pa3pa60TaHbl C BO3MOXXHOCTbIO NpeanocTaBieHnsa U orpaHN4eHuUa
AOCTyNna K AOKYMEHTaM OJid areHToB UHOmBuaAyasibHO MU B COBOKYMHOCTW. MexaHun3Mbl AoCTyna K
AOKYMEHTaM B AOKYMEHTHbIX CUCTEMaX (BHe 3aBMCMMOCTU OT TOro, TeEXHNUYECKHNE OHU UITU HeT) OOJKHbI
ObITb peannsoBaHbl C MUCNONb30BadHMEM aKTYyaJlbHbIX W YTBEPXAEHHbIX MNpaBua O0CTyMNa (CM. 84)
I'Ipan'la AOoCTyna MoryT Tpe6OBaTb MCNoJib30BaHMA UHCTPYMEHTOB OO0CTaBKN OOKYMEHTOB, ME€TaAddHHbIX
U OTPeENAKTUPOBAHHDbBIX AOKYMEHTOB OJ19 aBTOPU30BAHHbIX nonb3oBaTenen.

lMpumeHeHWe npaBun [JOCTyna [AOMXKHO ObITb 3anMMCaHO Kak 4acTb MeTafaHHbIX rMpouecca Ha
COOTBETCTBYIOLLEM YPOBHE (A/19 OTAENbHOIrO AOKYMEHTA UM COBOKYMHOCTM). MI3MeHeHus 3Tux npasun,
BKJIHOYAsi MOSIHOMOYMSA U AATY U3MEHEHMUS, TAKXKE OOJKHbI ObiTb 33a40KYMEHTUPOBAHbI Kak MeTafaHHble
npouecca.

OT,CI,EJ'IbeIe cnydam p[oCtyna K AOKYMEHTaM B 3aBUCMMOCTU OT TpE6OBaHMl>'I, onpeaeneHHbIX Ongd
,u,enosoﬁ 0eATeNIbHOCTU U pUCKa, CBA3aHHOIO C p,enosoﬁ AeATeNbHOCTbIO, MOTYT ObITb 3ad)MKCMpOBaHbI B
npasunax.

9.6 XpaHeHUe BOKYMEHTOB
ILl,OKyMeHTbI, He3aBUCMMO OT d)opMaTa U1 HocuTena, OOJKHbl XPaHUTbCA TaKMUM o6pa30M, yTobbI BblNA

obecrneyeHa MX 3alimMTa OT HECAHKLMOHWPOBAHHOIO AOCTYMa, U3MEHEHMUS, YTPaTbl UM YHUUTOXKEHMUS,
BKJIKOYAA KPaXKM M KaTacTpodbl. DTO 03HAYAET, YTO AO/MKHbI ObITb NPUHATbLI Mepbl AN obecrneveHus :



a) Hagnexawen cpefbl XpaHEHUs1 U COXPAaHHOCTU HOCUTENS;
b) ncnonb3oBaHUs 3aLLMTHBIX MaTepPUanoB U CheuManbHbIX NpoLleayp B C/ly4yae HeO6XoANMMOCTY;
C) HenpepbIBHOM 3aLLMTbl U MOHUTOPUHIA PU3MYECKOM M MHPOPMALIMOHHOM Be30NacHOCTH ;

d) pa3paboTkm W TECTUPOBaHUS MOpsiAKa [JOEUCTBUA B YPE3BbIYAMHbLIX CUTyauusix W npu
BOCCTAaHOBUTENIbHbIX MpoLefypax, a TakXKe NoArOTOBKU MepcoHana K OCYLLECTBIEHUIO 3TUX AEUCTBUN.

MeTagaHHble LOKYMEHTOB AO/MKHbI BKIHOYaTb MHMOPMaLMo 0 xpaHeHuu. [aHHas nHdopmauma Moxke
OblTb MOJlyYeHa M3 [OOKYMEHTHbIX CUCTEM OpraHuMsauuM MBO OT BHELIHWX opraHusaumin. [laHHas
nHpopMauma O0/HKHA 6biTb NpUrogHa A1 MOUCKA U MOHUTOPUHra obecrneyeHuss MHDOPMALUOHHOM
6e3onacHoCTH.

XpaHeHMe [OKYMEHTOB, BKJOYasi cpeay U HOCUTENb, 3alMTHbIe MaTepuasnbl, Npoueasypbl 06paboTkmn u
CUCTEMbI XPaHEHUS AAHHbIX, JO/XKHO HAXOAUTLCS MO MOCTOSIHHbIM KOHTPOJMIEM, a TakXe HeobxoauMm
NPOBOAUTb OLEHKY [O/S BbISIBIEHMS JIHOObIX PUCKOB B OTHOLUEHWM OOCTYMHOCTU WU LEeSIOCTHOCTU
[OKYMEHTOB.

9.7 Ucnonb3oBaHUe [OKYMEHTOB

LOoKyMeHTbI f0MKHbI ObITb NPUrOAHbI A1 UCMOJIb30BAHUS B TEYEHME YCTAHOBIEHHbIX CPOKOB XPaHEHUS.
JOoKyMeHTHble CUCTEMBI AO/MKHbI 0b6ecrneymBaTb IEFKOCTb MCNOIb30BaHUS AOKYMEHTOB (CM. 5.3). Mepbl
Nno NoAAep>XaHUK0 HeMpepbIBHOCTM UCMOJ/Ib30BaHMS MOTYT BKKOYaTb C/ieayroLuee:

a) npuMeHeHne " COXpaHEHUE COOTBETCTBYHOLLMX MeTadadaHHbIX O TEXHUYECKUX XapaKTepUCTUKaX
OOKYMEeHTa,

b) co3paHWe [OMNONHUTENbHBLIX KOMWK [OOKYMEHTOB WAM UX NpeobpasoBaHMe B anbTepHATUBHbI
dbopmaTbl;

C) MUrpaLMIO LOKYMEHTOB;

d) noaroToBkKy nJiaHa obecneyeHuns HeNnpepbiBHOro A40CTtyna w“ WCNONb30BaHMA OOKYMEHTOB B
‘-Ipe3BbI‘-Ial~/’IHbIX CUTyaumnax, 3aTparmBatolimx JOKYMEHTHbIE CUCTEMDI UJTU XpaHUNLLA,

e) perynspHbli MOHUTOPUHT YC/IOBUMA XPaHEHUS.

MeTagaHHble O rMpoueccax, MNPUMEHSIEMbIX A1 MOBbileHUs 3(EKTUBHOCTU  MCMONb30BAHUS
[OKYMEHTOB, TaKMX Kak KOHBepTupoBaHue (cM. 9.8), LonmKHbI ObITb 3anNMcaHbl B MeTaAaHHbIX Npouecca.

PeweHns o popmaTax LOKYMEHTOB NMpu CO34aHUU, MUTPALUM MU NMPeobpa3oBaHUM LOMKHbI YYUTbIBAT
NpenMyLLEecTBa, KOTOPble MOTYT BbITb NMOJyYEHbI MPU UCMOSIb30BAHUWN AOKYMEHTOB.

lMoBTOpHOE MCNONb30BaHME KOHTEHTA AOKYMEHTA KaK 4aCTu AeN0BOM onepauumn (B ApYrux BHYTPEHHUX
WMAN BHELWHWX paboymx npoueccax) CO343eT HOBbIM AOKYMEHT B HOBOM KOHTEKCTE C HE3aBUCUMbIMMU
MeTaAaHHbIMU OTHOCUTE/IbHO BBOJA B CUCTEMY M NMPOLECCOB YNpaB/ieHUs .

9.8 Murpauma u KoOHBepTUMpPOBaHUE AOKYMEHTOB

Mpouecc MurpauMm M KOHBEPTUPOBAHUS OOKYMEHTOB MeXAy [AOeNoBbIMU W/MAN  OOKYMEHTHbIMU
CMCTeMaMM, BKIKOYAsH BbIBOA, M3 3KCMyaTaLMm cUCTeMbI (CUCTEM), NepeBOS C TPAAULIMOHHOIO HOCUTENs
B undposor dopmat (ouMdpoBKY), AONXKEH ObITb CNNAHUPOBAH, 3adUKCUPOBAH M AOBEAEH A0 CBEAEHUS

BHYTPEHHUX U BHELWWHUNX 3aUHTEPECOBAHHbIX CTOPOH.

LJonKHO BblTb YCTAaHOBNEHO MECTO pa3MELLEHUSI UCXOAHbIX AOKYMEHTOB B MpOLLEeCCe MUrpaumMm Unu



KOHBEPTUPOBaHWA.

Bo Bpems Murpaumm M KOHBEPTUPOBAHUSA BECb KOHTEHT AOKYMEHTA U CBSI3aHHble C HUM MeTagaHHble B
NCXOOHOM cucTeMe uUnu GopmaTe AOJSXKHbI COXPAHATLCSA A0 TeX Mop, Noka npouecc He byneT 3aBepLUeH, a
LEeNOCTHOCTb M HaAeXHOCTb KOHEYHOW CUCTEMbI UM dopMaTa He ByayT HaXOAMTLCSA MOL KOHTPOJIEM U
[OJKHBIM 06Pa30M 3aLLMLLEHDI.

Mpoueccbl MUrpauMm M KOHBEPTUPOBAHUSI MOryT noTpeboBaTbCs AN MPOBEPKWM, aBTOpPU3aLUU UK
cepTUdUKALMN BHELLHUM OpraHoM.

9.9 OT60p M Nnepepavya AOKYMEHTOB Ha XpaHeHUE UM YHUUTOXEHMUe

Mpoueccbl oTbopa M nepegayum LOKYMEHTOB Ha XPaHEHUE WM YHUUTOXEHME CneayeT NpoBOAMTb B
COOTBETCTBUM C YCTaHOBNEHHbIMW npaBunamu (cMm. 8.5). [JoKyMeHTHble CUCTEMbl [ONXHblI ObITb
pa3paboTaHbl C YYETOM BO3MOXXHOCTWU BbIMOSIHEHUS OEUCTBUM MO OTOOPY U nepegade OOKYMEHTOB Ha
XpaHeHue Unn yHuuToXxXeHue (cMm. 5.3).

Iﬂ,OKyMeHTbI M MeTadaHHble OOJDKHbl XpPaHUTbCA B Te4YeHMne YCTaHOBJIEHHbIX CpPOKOB XpaHEHUA,
YKa3aHHbIX B NpaBunax, onpeaendarowmx nopsanok 0T60pa 1M nepenayvynm AOKYMEHTOB Ha nocneayrlilee
XpaHEHNE U YHUUTOXXEHUE.

Lenctemna no OT60py 1M nepepgayvye OOKYMEHTOB Ha XpaHEHWME WU YHUUTOXEHUE, YCTaHOBJIEHHbIE B
npasusiax, MOryT BKJ1lO4aTb:

a) YHUUYTOXXEeHUEe OOKYMEHTOB N MeTadaHHbIX;

b) nepemavy [OKYMEHTOB M MeTaaHHbIX OpraHu3aLMu, KOTOpas B3sna Ha cebs OTBETCTBEHHOCTb 3a
[EeNOBYHO [eATeNbHOCTb MYyTeM pPecTPyKTypu3aLMu, NPOoaaXKu, MpUBaTMU3aLUM MU OPYTFUX U3MEHEHUN B
[enoBou 0eaTeNbHOCTU

C) nepepady OOKYMEHTOB M MeTaAaHHbIX B apXWB OpraHU3auuu WM BHELUHUKA apXMB Ha MOCTOSIHHOE
XpaHeHue.

LevictBns no otbopy M nepesade OOKYMEHTOB HA XPaHEHME WU YHUUTOXEHME [OOMKHbI OblTb
NMpOBepPeHbl A0 BHEAPEHMUS A1 0becneyeHmsl rapaHTUKM TOro, YTo TpeboBaHMs K AOKYMeHTaM (cM. 7.4) He
N3MEHUIIUCD.

HEKOTOpre MeTadaHHblE AOKYMEHTOB O0J1>KHbI 6bITb COXpaHeHbl B Te€é4eHME MUHUMAJIbHOIO MNeEpPUOoL
XpaHEeHNA AOOKYMEHTa, C KOTOPbIM OHWU CB4A3aHbl. rlpOLl,eCCbI 0T6opa 1M nepenayvynm AOOKYMEHTOB Ha
XpaHEHUE UNKN YHUUTOXEHUE O0JDKHDbI NOAAEPXKMBATb 3TU TpE6OBaHMﬂ.

YHUUTOXKEHME AOKYMEHTOB A0J/1XXKHO OCHOBbIBAaTbCA Ha cneayrowmx npuHUmMnax:
a) YHUYTOXXEHNE OOKYMEHTOB A0/HKHO ObITb CaHKLUMOHNPOBAHHBLIM ;

b) AOKYMeHTbl, CBfi3aHHble C MPeACTOSAWMMU MAN TeKyWwMMKU cyaebHbiMU pasbupaTenbcTBaMu U
paccnefoBaHUSIMU, YHUUTOXEHUIO HE MOANEXKAT, MOKA 3TU AEUCTBUS MPOUCXOAAT UJIU OXUOAIOTCS;

C) YHUUYTOXEHWE [OOKYMEHTOB CneayeT MpoBOAMTb TakMM 06pa3oM, 4TobObl obecrneynTb MoOnHoe
YHUYTOXEHME, KOTOPOE COOTBETCTBYET BCEM OrPaHUYEHUSIM HE30MACHOCTU UAKU AOCTYMNa K AOKYMEHTY;

d) dbakT YHUUTOXEHMS [OKYMEHTOB A0JIKEH ObITb 3aPUKCMpPOBaH.
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