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Mpeaucnosune

Llenn u npuHuunel ctaHgapTtnsaumm B Poccuiickon ®enepaunm yctaHoBneHsl ®PeaepansHbiM 3akOHOM
ot 27 gekabpa 2002 r. Ne 184-d3 «O TexHn4YeckoM perynupoBaHumny, a npaBsusa npMMeHeHns HaunoHanbHbIX
ctaHgaptoB Poccuiickon ®epepaumm — FOCT P 1.0—2004 «CtaHpaptusaumsa B Poccuiickon ®epepaumu.
OCHOBHbIE NOMNOXEHUAY

CBepeHus o cTaHpapTe

1 NMOAIrOTOBJIEH lNocypapctBeHHbIM yupexaeHnem «Bcepoccnickuin HayvyHO-McCrneaoBaTernbCKUm
WHCTUTYT AOKyMEHTOBeAeHMs u apxusHoro gena» («BHUWOA») Ha ocHOBe ayTEHTUYHOrO NepesBoga Mexay-
HapogHoro ctangapTa, BbinonHeHHoro «BHUWOAL», ykasaHHOro B nyHkTe 4

2 BHECEH TexHnyeckuM komuteTom no ctaHgapTtnsauum TK 191 «HayyHo-TexHu4eckas nidopmanms,
onbnmnoTeyHoe N nsgaTtenbckoe Aeno»

3 YTBEPX[EH V1 BBEAEH B ENCTBMUE Mpukaszom ®egepansHOro areHTcTsa no TEXHUYECKOMy pe-
rynuposaHuto u metpornorun ot 13 Hos6psa 2008 r. Ne 310-ct

4 Hacrtosawmm ctangapT MAEHTUYEH MexayHapogHomMy ctangapTy MCO 23081-1:2006 «MHdopmaums n
AokymeHTaums. [Npouecchbl ynpaBneHns gokymeHTamu. MeTagaHHble ans ookymeHToB. YacTtb 1. MpuHumnbi»
(ISO 23081-1: 2006 «Information and documentation — Records management processes — Metadata for
records — Part 1. Principles»).

Mpw npyMeHeHun HacTosLLEro CTaHaapTa PeKOMeHOyeTCs UCMONb30BaTbh BMECTO CChINTIOYHbIX MeXAyHa-
POAHbIX CTaHO4APTOB COOTBETCTBYIOLLME MM HauuoHarbHble cTaHAapTbl Poccuiickon degepaunm, cBegeHuns o
KOTOpPbIX NPMBEAEHbI B MPUNOXeHUn A

5 BBE[EH BINEPBbIE

UHopmayust 06 usMeHeHUsIX K Hacmosiwemy cmaHdapmy nybrnukyemcsi 8 exxe2o0Ho usdagaeMoM UH-
gopmayUoHHOM yKkazamerie «HayuoHarnbHble cmaHdapmbi», @ MEKCM U3MeHeHUU U MonpasoK — 8 exeme-
CSIYHO u3dasaeMbix UHGHOPMaYUOHHbIX ykazamensx «HayuoHanbHble cmaHdapmbi». B criydae nepecmompa
(3ameHbl) unu ommeHbI Hacmosiweao cmaHdapma coomeemcemeayioujee ygedomreHue bydem onybrukogaHo
8 exemecsiHHO u3dasaeMoM ykalamerne «HauyuoHanbHble cmaHdapmbl». Coomeemcemeyrouw,as UHgopma-
uusi, yeedomsieHUe U meKcm pa3Mewaromcesi makxe 8 UHhopMauyuoHHOU cucmeme obuje2o ronb3oea-
Husi— Ha odpuyuanbHom calime ®edepanbHO20 azeHmcmea M0 MEXHUYECKOMY peaynupo8aHuo U
Memporsoauu 8 cemu IHmepHem
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BBepeHue

HacTtodawuin ctangapT ycTaHaBNMBaeT OCHOBbLI Afsi CO34aHus, yNpaBreHnsi U UCMONb30BaHNs MeTagaH-
HbIX 06 ynpaBneHuy JOKyMEHTaMU, a Takke 0ObSACHAET NPUHLMMbI, NieXallme B OCHOBE YNpaBeHUs NMW.

HacTtodwun craHgapTt SBNsieTCA PyKOBOACTBOM K MOHMMaHWUIO M NMPMMEHEHUI0 MEeTadaHHbIX B paMKax
NCO 15489-1:2001 (R) «MHdopmauusa n gokymeHTaums. YnpaeneHue sanucsamu. Obwme nonoxenns». Hac-
TOSILLMIM CTaHAapT NOAYEPKUBAET 3HAYNMOCTb METaAaHHbIX 00 ynpaBneHMn JOKyMEHTaMu B AEMNOBbIX MpoLec-
cax W pasnuyHbIX porien M TUMOB MeTafaHHbIX, NoAAEpPXKMBaKOWUX AeroBble MpPOLecChl M MNpOLEecChl
yrnpaBneHus AOKyMEHTaMu, a Takke ycTaHaBNMBaeT CTPYKTYPY yNpaBneHus 3STMMn MeTagaHHbIMU.

B NCO 23081-1:2006 BegeHne AenoBbIX onepawmii TPakTyeTCs B LLMPOKOM CMbICIe, HE OrpaHN4MBasiCb
KOMMepYeCKON OeATEeNbHOCTBIO, a BKIIOYaEeT rocyAapCTBEHHOE ynpaBrieHme, HEKOMMEPYECKME OpraHn3aumm
1 gpyrve npeanpusitus.

HacTtodwun ctaHgapT He onpegenseTt 06a3aTenbHbIv AN npyuMeHeHnst Habop meTagaHHbIX 06 ynpas-
NEeHUN JOKyMEHTaMu, MOCKONbKY 3TN MeTadaHHble ByayT OTNMYaThbCA B 3aBMCMMOCTM OT TpeboBaHUIM 3aKOHO-
gatenbctBa. OpHako 9TOT CTaHOaApT COAEPXKMT HabOp OCHOBHbIX MeETafaHHbIX, COOTBETCTBYIOLLUN
TpeboBaHnsam MCO 15489-1:2001.

MCO 23081 cocTonT 13 HECKONBLKMNX YacTen nofd oblwmm HasBaHnem «NHdopmauus n JOKyMeHTaums.
Mpouecchl ynpaeneHus gokyMeHTamu. MeTagaHHble AN JOKYMEHTOBY:

Yactb 1. MpuHUunbl

OTavactb MCO 23081 ycTaHaBnMBaeT OCHOBbI A1 CO3[4aHUs!, ynpaBneHnsi U NPUMMEHEHUt MeTafaHHbIX
06 ynpaBneHny JOKyMeHTaMu, a Takke 00BbACHAET NPUHLMNbI, KOTOPbIE YNPAaBIISOT UMK,

Yactn 2 n 3 cogepxat 6onee nogpobHyto nHopmMmaumio n odbecneunBatoT NpakTu4eckoe pyKoBOACTBO MO
BHEOPEHMIO, a TaKke MeToAbl OLEHKU Habopa MeTadaHHbIX 06 ynpaBneHMn JOKYyMEHTaMu B COOTBETCTBUN C
npuvHumMnamm ator Yactm NCO 23081. 3T yactu ctaHgapTa OyayT NoAroTOBIEHbI B BUAE TEXHUYECKUX OTYe-
TOB, KOTOPbIE pacCMaTPMBaIOTCH Kak JOKYMEHTbI, TpebytoLlime perynsipHoro o6HOBNEHMS.
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HAUMWOHANBbHBIU CTAHOAPT POCCUMNCKOWN GERJREPALMUMNU

CuctemMa cTaHgapToOB NO MHhopMaLmu, GUGNIMOTEYHOMY U U3paTenbLCKOMy Aeny

MPOLIECCbI YNIPABNEHNA OOKYMEHTAMU. METAOAHHBIE O0NA OOKYMEHTOB
YacTtb 1

MpuHUMNbI

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

Data BBegeHusa — 2009—07—01

1 ObnacTb NpUMeHeHus

HacTtosawuin ctaHgapT onvcbiBaeT NpUHLMNGI NOAOEPXKKN 1 yNpaBneHns MeTagaHHbiMU 06 ynpasneHum
OOKYMeHTaMu. 31N NPUHUUNbI NPUMEHAIOTCA K:

- JOKYMEHTaM U UX MeTafiaHHbIM;

- BCEM MnpoLeccaM, KOTopble NX 3aTparnBatoT;

- nobon cucteme, B KOTOPOWN OHU XPAHATCS;

- nobon opraHn3aunmn, OTBETCTBEHHOM 3a ynpaBrieHne UMM,

2 HopmaTuBHbIe CCbINKU

B HacTosiLem cTaHdapTe UCNoMb3oBaHa CCbIfka Ha CNeayoLWmMn MexayHapoaHbIN CTanaapT:
NCO 15489-1:2001 «MHdopMaLma n gokymeHTauus. YnpasneHne gokymeHTamu. ObLume nonoxeHns».

3 TepmuHbI U onpeaeneHns

B HacToswweM cTaHgapTe npuMmeHeHbl TepMuHbl No MCO 15489-1, a Takke criegytoLme TEPMUHbI C COOT-
BETCTBYIOLLMMMW ONpeaeneHnsiMu:

3.1 areHT (agent): OtgenbHoe nuuo, paboyas rpynna unm opraHm3auusi, OTBETCTBEHHas 3a/unu Boere-
YeHHasi B NMpOLIeCCbl CO34aHust, BBOAA U/UNK ynpasreHns OKYMEHTaMu.

3.2 cxema kogupoBaHusa (encoding scheme): Cnncok Bcex 4ONYyCTUMbIX 3HAa4YEHMI HA HALMOHaNbHOM
A3blKe U/UMN CUHTaKCUYECKN KOOUPYEMbIN TEKCT, NpegHas3HaYeHHbIN Ans KOMMbTEPHON 06paboTku.

3.3 cxema metapaHHbIX (schema): Jlornyecknin nnaH, NokasbiBaloLLMIA OTHOLLEHUSA MeXY areMeHTa-
MW MeTafaHHbIX, 0ObIYHO MOCPEACTBOM YCTaHOBIIEHWS PABWIT UCMONb30BaHUS U YNpaBneHns MeTagaHHbIMMU,
0OCODEHHO KacatoLLMXCA CEMaHTMKN, CUHTaKcKca 1 onuun (cTeneHn o6a3aTenbHOCTN) AaHHbIX.

4 MeTtagaHHble 00 ynpaBneHun AOKyMeHTaMu

YnpaeneHvne MeTagaHHbIMW — HEOTbEeMIIEMas YacTb ynpaBrneHns AoKyMeHTamu, obecneynsaroLlas Bbl-
MOSTHEHNE MHOXeCTBa PasnunyHbIX MYHKUMA U Lenen. B KoHTeKkCcTe ynpasneHus JOKyMeHTaMu MeTadaHHble
onpeaensTCs Kak AaHHble, ONMCbIBaKOLLIME KOHTEKCT, CoOAepKaHne 1 CTPYKTYPY AOKYMEHTOB, a Takke npouec-
Cbl YNpaBeHs MU Ha NPOTSXEHUN BCEro Xn3HeHHoro uukna gokymeHnta (MCO 15489-1, nogpasgen 3.12).
Camu no cebe meTagaHHble ABMASIOTCA CTPYKTYPUPOBAHHOW Ui NONYCTPYKTYPMPOBaAHHON MHGOpMaumen, no-
3BOMAOLLEN co3gaBaTh, permcTpupoBaTh, knaccuduumuposats, obecnedmBaTb 4OCTYN, XPaHEHNE U pa3melLe-
HVe OOKYMEHTOB, B paMKax W 3a npegenamu ogHou nnubo Heckorbkmx obracten geatensHocTu. Kaxgasa u3s
3Tux obracTen npeacTaBnseT cepy MHTENNEeKTyanbHOro A3bIKOBOro 0bLLeHUs], coLmanbHON u/nunm opraHnsa-
LMOHHON AeATeNbHOCTY ONpeaeneHHON rpynnbl Nogen, pasaensiowmx onpegeneHHole LeHHOCTH 1 obnagato-
LLMX onpeaeneHHbIMU 3HaHnAMU. MeTagaHHble 06 ynpaBneHun 4oKyMeHTaMm JOMyCcKaeTCst MCNonb30oBaTh AN

UspaHune ocpuumanbHoe
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naeHTUdMKaUmMmn, NOATBEPXKAEHNS MOANMHHOCTN N KOHTEKCTyannsauum JOKYMEHTOB W foden, NpoLeccoB U
CUCTEeM, KOTOpble CO3AaloT, yNpaBrsioT, N044epXKMBatoT U UCMONb3YHOT AOKYMEHTHI, a Takke 4515 MPUHLMMIOB Mo-
NIUTUKK, HA KOTOPbIX CTPOUTCS ynpasneHue umm (cm. 9.1).

MNMepBoHavanbHO MeTagaHHble onpeaensaloT AOKYMEHT B MOMEHT ero BBoAa, (pMKCMpys ero cBa3b C KOH-
TEKCTOM [eN0BON AeATENbHOCTU 1 yCTaHaBNMBasi KOHTPOIb Hag HUM. B TeYeHne XM3HEeHHOro LMKna 4OKYMEH-
TOB WM MX COBOKYMHOCTEN HOBble CMou MeTafaHHbIX OyayT [obaBnAaTbCA B MpoLecce MCNOoMb30BaHUs
AOKYMEHTOB BO BHOBb NPOBOAMMbIX AENOBbIX Onepaumsx. 3T0 o3HayaeT, YTO MeTaaHHble NPOAOoIKAloT Ha-
KannuMeaTb MHOPMAaLIMIO, KacatoLLytOCs KOHTEKCTa ynpaBneHns JOKyMeHTaMu U AenoBbIX MPOLLECCOB, B KOTO-
PbIX WMCMOMNb3YIOTCA AOKYMEHTbl, U COOTHOCATCH C coaepXaTefNbHbiMU WM CTPYKTYPHbIMU W3MEHEHUs MU
AokymeHTa. MeTagaHHble MOTyT ObITb MICTOYHUKOM MHOPMALIMM O MHOTOKPaTHOM MCMOSIb30BaHUN AOKYMEHTa
MHOMMMW cMCTeMamMu 1 ANA MHOXeCTBa Lenen. MeTagaHHble, TpUMeHseMble K JOKYMEeHTaM B Te4YeHne BCero
NX KM3HEHHOTO LMKIa, MOXHO MPOAoIDKaTb MCMOMNb30BaThb MOCHE TOro, Kak CaMu JOKYMeHTbl nepecTaHyT ObiTb
BOCTpeboBaHbl B 4eN0BbIX Lenax n 6yayT nepefaHbl Ha XpaHeHue.

MeTagaHHble obecneymBaloT ayTeHTUYHOCTb, HAAEXHOCTb, MPUMEHUMOCTb U LIeNOCTHOCTb JOKYMEHTOB,
obecneunBaloT ynpasneHne UMmn u NoOHMMaHue MHPOPMaLMOHHBIX OOBLEKTOB Kak PU3NYECKMX, TaK aHanoro-
BbIX U UundpoBbiXx. OgHaKko MeTagaHHbIMM Takke He06X0AMMO yNpaBnATb.

YnpaBneHve JOKYMeHTaMun Bcerga BkoyaeT B cebs ynpaBneHne metagaHHbiMu. OHaKO 3MneKTpoHHast
cpefa TpebyeT MHOro BblpaXXeHUs TpaaMLUMOHHbBIX TpebGoBaHMM N MHbIX MEeXaHW3MOB AN naeHTudukaumm,
BBOJA, ONpeaerneHns CBOMCTB 1 UCMONb30BaHUA MeTafaHHbIX. B anekTpoHHOW cpeae AOKYMEHTbI HOpMaTuB-
HOro xapakrtepa — 9TO AOKYMEHTbI, CONpoBOXAaeMble MeTagaHHbIMKU, onpeaensowumMmm X HopMaTUBHLIN
cTatyc. OTOT HOPMAaTMBHbIV CTaTYC JOMKEH OblTb YETKO JOKYMEHTMPOBAH, a He MoApPa3yMeBaTbCs, Kak B HEKO-
TOpbIX NpoLeccax ynpasneHus 6yMaxHbIM1 AOKyMeHTaMu. B anekTpoHHOW cpeae o4YeHb BaxHO obecneynTb
rapaHTuIo TOro, 4Tobbl B CUCTEMAX, KOTOpbIE CO3al0T, OCYLLECTBNSAIOT BBOA U yNpaBreHve JOKyMeHTamu, oCy-
LLIeCTBIIANOCH CO3AaHne 1 BBOA MeTafaHHbIX 06 ynpaBneHuv AokymeHTamu. Y, HaobopoT, anekTpoHHasi cpe-
Aa npepocTaBnseT HOBble BO3MOXHOCTM ANs onpedeneHns U co3faHus MeTafaHHblX, a Tawkke Ans
obecrneYveHns NOIHOro, CBOEBPEMEHHOIO BBOAA AOKYMEHTOB. OTN JOKYMEHTbl MOryT OblTb CBUAETENbCTBAMM
TpaH3aKuui Unn HenocpeacTBEHHO OblTb TPaH3aKLUSAMM.

5 HasHauyeHue meTagaHHbIX 06 ynpaBrieHnn JOKyMeHTaMu U nepcrneKkTuBbl
nx ncnonb3oBaHuA

5.1 Ha3sHaueHue un ponb MeTapgaHHbIX 06 ynpaBneHUn AOKYyMeHTaMu

MeTaaaHHble NoaAepXKMBalOT AerNoBble NPOLECCH! Y NPOLECChl YNpaBneHnst JOKYMEeHTaMu TeM, YTO:

a) 3awmwarT JOKYMEHTbl Kak CBMAETENbCTBA OENIOBON OeATEeNbHOCTM 1 obecneunBaroT ux AoCTyn-
HOCTb Y UCMONb3YEMOCTb Ha NPOTSXKEHUN BCETO NX KU3HEHHOMO LIMKNA;

b) obneryatoT noHMMaHue (OCMbICNEHNE) AOKYMEHTOB;

C) MOAAEpPXUBalOT 1 06ecneyYnBaloT JoKasaTeNbHY CUITy JOKYMEHTOB;

d) obecneumBatoT rapaHTUM NOANNHHOCTU, HAAEXHOCTU U LIENOCTHOCTU AOKYMEHTOB;

€) noagepkvBatoT ynpasreHne JOCTYNOM, 3almTy NepCoHarnbHbIX 4AHHBIX U MpaBamMu;

f) nopaepxunBaloT apPEKTUBHLIV NOUCK M JOCTYM;

g) noggepXkvBatoT MHTeponepabenbHOCTb NyTEM KOHTPONMMPYEMOro BBOAA AOKYMEHTOB, CO34aHHbIX B
pasnuyYHbIX TEXHUYECKOW 1 eMN0BOW cpeaax, U No3Bonsis 06ecneynTs COXPaHHOCTb 3TUX AOKYMEHTOB B TeYe-
HMe HeobXoAMMOro nepuoaa BpeMeHM;

h) obecneunBaloT NMOrMYECKyI0 CBA3b MeXAY AOKYMEHTaMM N KOHTEKCTOM MX CO34aHus, a Takke XpaHe-
HUEM WX CTPYKTYPUPOBAHHbBIM, HAAEXHbIM U 3¢PEKTMBHBIM CNIOCOBOM;

i) noaaepXuBalT U NASHTUMUUUPYIOT TEXHOMOMMYECKYI0 Cpeay, B KOTOPOW 3NEeKTPOHHbIE JOKYMEHTbI
ObInM co3aaHbl UNK BBEEHDI, @ TakKe YNpaBnsioT TEXHONOMMYECKON Cpeon, B KOTOPOW OHW NOAAEPXKMBAIOT-
cA, ANs BOCNPON3BeAeHNS NOANMHHbBIX JOKYMEHTOB TaK 4OMro, Kak 9T0 HeobxoauMmo;

j) obecneumBaloT 3PPEKTUBHYIO N YCMELLHYIO MUTPaLIMI0 JOKYMEHTOB 13 OQHOWN Cpebl U KOMMNbITEp-
Hou nnatdopmbl B Apyryto, a Takke Nnobyto apyryto ctpatermio obecneveHns 4ONroBpeEMEHHOro XpaHeHusl.

5.2 MeTapgaHHble 06 ynpaBneHUn JOKyMeHTaMM, NpMMeHsieMble B OpraHu3sauum

5.2.1 OO6Lwue nonoxeHus

OpraHusaunm gOIMKHbI YCTaHOBUTb, Kakue TpeboBaHMsA kK MeTagaHHbIM, ONUCAHHBLIM B HACTOALLEM CTaH-
aapTe, SBNsaTCa HeobxoanMbIMU NS ONpeAeneHHON Unm Anst BCEX CUCTEM OpraHusaumun. 3Tn pelueHnst by-
OyT 3aBUCETH OT:
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a) genoBbix NOTpebHOCTEN;

b) HopmaTtumBHOWM cpeap;

C) PWCKOB, KOTOPbIM MOABEPKEHbI AENOBblE Onepaumn.

OTa oueHKa MOXeT naeHTUudnumpoBaTh, Kakme TUMbl MeTagaHHbIX HEOOXOAMMO MPUMEHSITL B pasnuy-
HbIX HanpaBneHuaX 4eATEeNbHOCTM OpraHM3aLmMm, B 3aBUCUMOCTM OT CTEMEHU pyUcKa unu notpebHocTen aeno-
BbIX onepauun.

CyLecTBYyHOT pasnuyHbie NepcneKkTUBbl UCNOSb30BaHUA MeTafaHHbIX 06 ynpaBneHun JOKyMeHTaMu, KO-
TOpble MOryT cocylecTBoBaTb. OHM BKNtoYaloT B cebs:

1) [enoByl NepcnekTuBy, B KOTOPON MeTadaHHble 06 ynpaBneHnn JOKyMeHTaMu NOSAEPKNBAIOT Aeno-
Bbl€ MPOLIECC;

2) nepcnekTyBy ynpaBrieHNsi OKYMEHTaMU, B KOTOPOW C MOMOLLbI MeTadaHHbIX (PMKCUPYIOTCS Xapak-
TEPUCTMKN JOKYMEHTOB U NX OEMNOBOW KOHTEKCT, a Takke NOAAEPXKUBAETCA YNpaBneHue nmu;

3) nepcnekTMBY MCMONb30BaHUSA, B Mpegenax unu 3a npegenamMmu 4enoBOro KOHTEKCTa, Co3aarLmnxcs
OOKYMEHTOB, B KOTOPOW MeTafaHHble NO3BOMSOT OCYLLIECTBNATb MOUCK, MOHMMaHWE N MHTepnpeTaLunio JOKY-
MEHTOB.

Bonee getanbHas KOHTEKCTyanu3auus nHdopmaumm MoXeT noTpeboBaTbCcs ANst MTOHUMaHWS U UCMOSb-
30BaHUSA JOKYMEHTOB MO MPOLLECTBUM BPEMEHMW, OCODEHHO NPUY NCMONb30BaHUKN UX BHE TOW 4ENOBOW cpeapl, B
KOTOPOW OHK BbINN COo3aaHbl.

MeTagaHHble 00 ynpaBneHnn AOKyMeHTaMn COCTOAT M3:

i) MeTagaHHbIX, OTPaXaoLLUMX OEfIOBON KOHTEKCT, B KOTOPOM CO34al0TCH UNN BBOOATCH AOKYMEHTHI, a
Takke cogepxaHue, CTPYKTypy 1 popmMy 3TUX AOKYMEHTOB;

ii) MeTagaHHbIX, JOKYMEHTUPYIOLLMX NPOLECChl yNpaBneHus 4oOKyMeHTaMu U AenoBble NPoLecchl, B KO-
TOPbIX OOKYMEHTbI UCMOSb3YIOTCSA BMNOCNeacTBMM, BKoYas Ntobble M3MEHEHMs1 COAepXKaHusl, CTPYKTYpbl U
BHELLHero Buaa.

5.2.2 MeTtagaHHble, o6pa3yolmMecss B MOMEHT BBOAA JOKYMEHTOB

MeTagaHHble B MOMEHT BBOAA AOKYMEHTOB BKIOYAIOT B CeOs1 HOPMALIMIO O KOHTEKCTE CO3L4aHUs [0-
KyMeHTa, eTOBOM KOHTEKCTE, y4acTBYOLLNX areHTax U MeTadaHHbIE O COAEPXKaHMMW, BHELLHEM BUAE, CTPYKTY-
pe U TEXHUYECKUX XapaKTepUCTUKax CaMmx OOKYMeHTOB. OHWM MO3BOMAKT MCMONb30BaTb AOKYMEHTbI B
NPVKNagHoN Unn MHAPOPMaLMOHHON cucTeMe U 06ecneynBaoT UX YNTAEMOCTb, FOAHOCTL K YNOTpebneHunto 1
NOHUMaHWIO. KOHTEKCT [OKYMEHTOB BKItOYaeT B cebs MHpopMauuto 0 AenoBbIX NpoLeccax, B KOTOPbIX OHM CO-
3pgalTca. OTM MeTafaHHble MO3BOMAT MNOSfb30BaTENsIM OLEHMBATbL HAOEXHOCTb CO3faTensl JOKYMEHTOB,
cpeny, B KOTOPOW AOKYMEHTbI Obinn co3aaHbl, Lenb Unu npeanpuHnMaemMele AefnoBble onepaunn, a Takke nUx
B3aUMOOTHOLLEHUSI C APYTMMW AOKYMEHTaMM UK MX komnnekcamu. MeTagaHHble, JOKYMEHTUPYOLNE aeno-
BOW KOHTEKCT, JOJIKHbI OblTb HEOTHLEMITEMOW HYacTbio CO3AaBaeMbIX JOKYMEHTOB M NoanexaT BBOAY OAHOBpeE-
MEHHO C BBOJOM 3TUX JOKYMEHTOB B CUCTEMY YMNpaBfieHUs1 JOKYMEHTaMM.

CTpykTypa BOKYMEHTa COCTOMUT U3:

a) ero n3n4ecKom Un TEXHNYECKOWN CTPYKTYPSI;

b) ero mornuyeckow CTPyKTypbl, TO €CTb OTHOLLUEHUA MEXAY SNIeMEHTaMU AaHHbIX, COCTaBMSIOLNX OOKY-
MEHT.

OTM acneKTbl CTONMb e BakHbl, Kak 1 camo cogepxaHue. MeTagaHHble O TEXHUYECKMX acneKTax AOMKHbI
OnucbIBaTb CUCTEMY, C MOMOLLIbHO KOTOPOW CO34at0TCA UMW BBOASTCA JOKYMEHTbI, @ Takke TEXHUYECKUE Xapak-
TEPUCTUKN LNEPOBLIX KOMMNOHEHTOB, KOTOPbIE OHM BKITHOYaIOT.

5.2.3 MeTtapaHHble, obpasyrowmecs nocre BBoga AOKYMEHTOB

Bce npouecchbl ynpaBneHnsa AOKYMEHTaMu, OCYLLECTBMEHHbIE C OTAENMbHbBIM AOKYMEHTOM, UX rpynmow
NI KOMMNIIEKCOM, OSMKHbI ObITb JOKYMEHTUPOBaHbI. 1151 COXpaHeHMs1 OKYMEHTOB M rapaHTMK UX NOAJSIMHHOC-
TW, HAOEXHOCTU, MPUMEHUMOCTU U LLeNOCTHOCTN HeOBX0AMMO Co3faBaTb MeTafdaHHble, KoTopble obecneyart
3anyck Uy 4oKyMeHTMPOBaHWE NPOLIECCOB yNpaBreHnst AoKyMeHTaMu (B AaHHOM CTaHAapTe Ha3BaHHbIe «Me-
TafaHHbIMU Npoueccar»). AT MeTagaHHble JOMKHbI BKNoYaTh B cebsi nHdopmMaLmio 0 npoieccax ynpasne-
HWS, KOTOpble MPUMEHSINTUCL MMM ByayT MPUMEHSATbCS K KakgoMy [OOKYMEHTY. YpOBeHb AeTanusauumu
OOKYMEHTUPOBaHMS NPOLLECCOB ynpaBreHns JOKyMeHTamMu byaeT MeHSATLCH B 3aBUCUMOCTY OT NOTpebHoCTeN
ynpaBneHusi. MeTagaHHble 0 NpoLeccax ynpaeneHust OKYMEHTaMU JOIMKHbI MPUMEHATLCS B TeYEHME BCEro
XM3HEHHOro uuKna gokyMeHTa. lNpouecchl ynpaBneHus JOKyMEHTaMn Takke CO34atoT U UCNONb3YHIOT TEXHU-
Yeckre MeTafaHHble NS BU3yanusawmm u BOCnponsseaeHus LMgpoBbIX JOKYMEHTOB, KOTOPbIE A0MKHbI ObITb
OOKYMeHTUpoBaHbl. Kpome Toro, 4omkHbI ObiTb JOKYMEHTUPOBAHbI N0Oble U3MEHEHUSI COAEPXKAHUS, KOHTEK-
CTa U CTPYKTYpbl AOKYMEHTA, Bbl3BaHHbIE YNpaBneH4YeCcKkon OeATENbHOCTbIO.
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[enoBsble npouecchl, npusegLllne K o6pau.|,eHM+o K OOKYMeHTaM, AOJTKHbl TaKXKe OOKYMEeHTUPOBaTbCA B
MeTagaHHbIX B TedeHne BCcero XM3HeHHOro uukna AoKymMmeHTa. Takue npouecchbl UCMNosib3oBaHNA JOKYMEHTOB
BKINMOYaKT yCTaHOBJIEHNE CBA3U OOKYMEHTOB: C OEencTBmsaMn, MHMuUnnpoBaHnem OEencTBnn N ¢ apyrumm
OOKYMeHTaMW.

Bce meTagaHHble 0 OOKyMEeHTEe cbopMMpwa HOBbIN AOOKYMEHT, a UMEHHO OOKYMEHT MeTadaHHbIX, KOTO-
PbIM TakXe HY>XHO yrnpaBiiATb. ,D,OKyMeHT MeTagaHHbIX, paBHO KakK U CaMn MeTagaHHble, HeobxoaMmMo Ccoxpa-
HATb O TEX Nop, NokKa CylecTByeT opurmHasi AOKyMeHTa. B cny4dyae nepenadu JOKyMeHTOB XpaHuTernem uin
BragenbueM Ha nocnenyrouiee XxpaHeHne Ui YHUHToOXXeHne HeKOTopble MeTadaHHble MOryT noHagobunTbes
anda noarsepxXxneHusa (*)aKTa CcyuwecCctBOBaHUA 3TUX AOKYMEHTOB, ynpaBrieHnAa M1 N X MECTOHaxoXxXaeHuA.

6 lNpaBa n 06A3aHHOCTU areHTa

B oTHOLWEHMM MeTadaHHbIX 06 ynpaBneHUn JOKYMeHTaMK AOSKHbI ObITb onpeaeneHbl npasa n 0bsi3aH-
HOCTU OTBETCTBEHHbIX MWL, KOTOPbIE AOMKHbI ObITh AOBEAEHbI O CBEAEHUSI BCEX COTPYAHMKOB OpraHM3aumin.
Mpu BbISIBNEHUN HEOOGXOAMMOCTU B CO34aHUM U BBOAE MeTafaHHbIX 06 ynpaBrneHnn AoKyMeEHTaMu OOSKHO
ObITb YCTAHOBMNEHO, KTO OTBEYaET 3a BbiNofHeHne Heobxoanmbix genctemi (MCO 15489-1, nogpasaen 6.3).

Cioa BknovaloTcs npaBa U 0653aHHOCTU, BO3HUKAOLLME B XO[€E BbIMNOMHEHMS OEMNOBbLIX onepauuin u
NpoLieccoB yrnpasneHus AokymeHTamn. OHM OOMmMKHbI ObliTb pacnpeaeneHbl Mexay BCeMu CoOTpyaHNKaMu opra-
HM3aUmMK, co3aatoLLMMmM, BBOASLMMY UMK yNpaBRsowmuMmM metagaHHeiMu. Cloga BXoasT: cneumanuctbl B 06-
nacTu ynpaBrieHus OOKYMEHTamu, crneuuanuctbl B 0611acTu CMEXHbIX MHEOPMAaUMOHHBLIX Mpodeccuid,
pYKOBOOUTENWN, afMUHUCTPATOPbl CUCTEM YNpaBeHUs AOKYMEHTaMuU U Apyrue crneumanuctbl, co3garome
Uy 3aHUMatoLmecs BBOAOM JOKYMEHTOB U COOTBETCTBYIOLLMX MeTafaHHbIX B NpoLecce CBOEN AesiTeNbHOC-
1. Ocobble npaBa, OTBETCTBEHHOCTbL U OTYETHOCTb B OTHOLLEHWUM YNpaBneHns MeTagaHHbIMU AOMKHbI ObITb
BO3JIOXEHbI Ha YNOSIHOMOYEHHOE NULIO B Npeaenax opraHmM3aLnm, YTo OSKHO OblTh 3aKpensieHo B COOTBET-
CTBYHOLUMX HOPMATMBHbIX AOKYMEHTax opraHusaumm.

0T 06a3aHHOCTU BKMOYalOT B Ce6S crieaytoLLme NoNoXeHNs:

a) crneumanucTbl B 0GnacTu ynpaBneHust AJOKYMEeHTaMM OTBEYatoT 3a HaAeXXHOCTb, NOANUHHOCTL, NpUMe-
HMMOCTb M LLENOCTHOCTb MeTaAaHHbIX, CBSI3aHHbIX C JOKYMEHTaMU, a Takke 3a 0by4eHne nonb3oBaTtenei BBoay,
yNpaBneHunto 1 UCMOoSb30BaHUI0 MeTaaaHHbIX. OHM y4acTBYIOT B onpeaeneHum TpeboBaHuin K MeTagaHHbIM, Npu-
HLMNOB COOTBETCTBYIOLLEN MNOMUTUKMA U CTPATEMK, a Takke KOHTPONMPYIOT NPOLECC CO3AaHMs MeTaAaHHbIX;

b) Bce cOTpyAHUKM OpraHM3aLMm BbINOMNHAOT CBOM 06513aTenbcTBa No 06ecreyYeHnto TOYHOCTU U NOSHO-
Tbl MeTagaHHbIX 06 ynpaBneHun JoKyMeHTaMu, 3a KOTOPbIE OHM OTBEYALOT;

C) PYKOBOACTBO HECET OTBETCTBEHHOCTb 3a peanu3auuio Ha NPakTUKe Mep BHYTPEHHErO KOHTPONs A5is
TOro, YTOObI KMUEHTLI, ayaUTOpbI, Cyabl U OpYr1e YNOSTHOMOYEHHbIE NONb30BaTENN MOIMMX NnonaraTbCsi Ha WH-
dopmaLmio, KOTOpYH NPefoCTaBnseT opraHm3aums. PykoBOACTBO HECET OTBETCTBEHHOCTbL 3a NOAAEPXKKY UC-
Nnonb30BaHWA MeTafaHHbIX 00 yrnpaBrneHUn OOKYMEHTaMW U NPOBEAEHME COOTBETCTBYIOLLEN MONUTUKU BO
BCEW opraHmMsaumu;

d) nepcoHan B 06ractn MHPOPMALIMOHHbLIX TEXHONOMMIA OTBEYAET 32 HAOEXHOCTb, MPUMEHNMOCTL U Lie-
NOCTHOCTb CUCTEM, UCMONb3yeMbIX Ans BBOAA U NogaepXaHus MetagaHHbiX. OHM OTBETCTBEHHBI 3a obecre-
YeHue Toro, 4Tobbl Bce MeTaaHHble 00 ynpaBneHun OOKYMEHTamMu Obinn CBsidaHbl C COOTBETCTBYHOLLMMU
OOKYMEHTaMM, U 3a COXPaHHOCTb 3TUX CBA3EN.

NcnonHeHne aTux 0bs3aHHOCTEN OOMKHLI NOOAEPXKMBaTb CneumarnbHble nporpammbl 0byyvenus. [ns
KOHTPOJSi UCNONTHEHUSI NEPEYNCIIEHHbIX BbilLe 00s13aHHOCTEN cnedyeT MCMoNb3oBaTh NpoLeaypsbl ayauTta.

7 MeTapgaHHble 06 ynpaBneHMM AOKYMeHTaMu cpeau Apyrux oénacremn
MeTagaHHbIX

7.1 O6Lwue nonoxeHns

MeTagaHHble MoryTt ObITb CO3aaHbl, BBEAEHbI 1 UCNONb30BaHbl A KOHerTHOIZ uenn nnn ana MHormx
Lenen oenoBbixX onepau,wﬁ. OTn uenn MOTyT BKInKO4YaThb AenoBble onepauun, nposognmMbie B SﬂeKTpOHHOﬁ d)op-
Me: XpaHeHue, onncaHne, OTKpbiTUe peCcypCcoB 1 ynpaslieHUe npasamun. MeTtagaHHble 06 ynpasneHun 0OKy-
MeHTaMn MOryT MUCMNOJ1b30BaTbCA ANA BbINOJIHEHUA BCEeX 3TUX uenen. Hanpwmep, MeTagaHHble B MOMEHT
BBOAa AOKYMeHTa MOryT HacnegoBaTb U paclUMpPATb OnncaHne pecypcoB, a Takke MOoryT ObITb NUCNONb30BaHbI
OnA OTKPbITUA peCypcCoB. MeTtagaHHble 00 ynpasrnieHnn JOKyMEeHTaMnu MOryT ObITb yHacnenoBaHbl Unu n3ene-
YeHbl U3 CUCTEM NyTEM NocnenoBaTesibHOro BbINMNOJTHEHUA DEencTBun, CTaHOapTHOro O(*)I/ICHOFO nporpaMmMmHoOro
obecneyeHuns, cuctem SJ'IeKTpOHHOIZ NOYTbl U APYrnMx CUCTeM OeNoBbIX onepau,wl?l.

4
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Hu meTagaHHbIe, 0bpasylolmecs B MOMEHT BBOAA AOKYMEHTA, H/ MeTadaHHble npouecca, oTHocALme-
€A K MeTagaHHbIM 06 ynpaBneHun 4OKyMeHTaMm, He MOryT CyllecTBoBaTb B n3onaumu. CnegosartenbHo, He-
06xoAMMO paccmaTtpvBaTh Co3faHve W BBOA MeTafaHHbIX 06 ynpaBneHun OKyMeHTaMu B pamkax bonee
LLUIMPOKOro KOHTEKCTa Ans o6ecnevyeHns rapaHTMm YCTaHOBMEHNS COOTBETCTBYHOLLMX CBA3EN U OTHOLLEHUN C
Lenbio n3bexaHnsa 4y6rnmpoBaHns unv M3nuLIHero NponsBoACTBa MeTagaHHbIX.

7.2 MeTapaHHble AnA AenoBbIX onepauuin, NPOBOAUMbIX B 311IeKTPOHHOMN hopme

MeTagaHHble TOMOratoT OCYLLEeCTBNATL AerNoBble Onepauumn B 3NIeKTPOHHON hopMe, BKITHYas dNeKTpoH-
HYI0 KOMMEPLIMIO 1 9NEeKTPOHHOE yrnpasneHue. MoryT 6biTb BBeAeHbl MeTadaHHble 060 BCex cTagnsx npouec-
COB [eN0BbIX OnepaLmn, NPOBOANMbIX B areKTPOoHHON chopme. Croga BKMYaOT AaHHbIE O MECTOHAXOXOEHUM
nsgenun, cnyxobl, NOCTaBLUMKA U KIUEHTa, CornalleHns 0 Cpokax 1 yCnoBusaX AenoBblX onepaumi, 3NeKTPOoH-
HO-LMPOBbIE NOAMUCK U CaM MPOLECC 3aKIYeHNst CAeNoK. ATM MeTafaHHble obecnednBatoT nHopmaumo
O [enoBOM KOHTEKCTE U1, Takmm obpa3om, MOryT YaCTUYHO cOoBMagaTb C KOHTEKCTyanbHbIMU MeTadaHHbIMU
(cm. 9.2.1), a TakxKe CO CTPYKTYPHbIMU MeTagaHHbIMU (cM. 9.2.1), meTagaHHbIMU 6e3onacHocTh (cM. 9.2.4) un
MeTagaHHbIMK goctyna (cMm. 9.2.3).

7.3 MeTtapgaHHble anA obecneyeHUsi COXPaHHOCTHU

ObecneyeHne COXpaHHOCTM M JocTyna K MHgopmMauun, ocobeHHO co3gaHHou B uudposorn dop-
Me, — 9To NpobnemMa AOKyMeHTOBeAYECKNX, BUBNNOTEYHbIX M apXMBHbIX CO00LLEeCTB. MIHopMaLnoHHas Tex-
HOMOrMs OTHOCUTESNIBHO M3MEHYMBA MO CPABHEHMWIO C TPAAULMOHHOM ByMaXKHOW TEXHONOIMER N3roTOBIEHNS
OOKyMeHTOB. [MoaToMy aAns pelieHnst npobrnem, CBA3aHHbIX C MOCTOSAHHLIMU U3MEHEHUSIMU TEXHOTOTMK, TPeDy-
0TCS OOMOSTHUTENbHbIE TEXHWYECKME MeTafaHHble. [ina obecneyeHns COXpaHHOCTM HeobxoanMbl AONOHU-
TenbHble CTPYKTYPHbIE METaZaHHbIE U MeTafaHHbIe O XpaHeHuu (cM. 9.2.1), a Takke HEKOTopble MeTaJaHHble
0 npoueccax yrnpaBneHusa JokymeHTamum (cm. 9.6). Cioga BKnovaroTCA MeTafaHHble O NpoLueccax yrnpaBneHns
OOKYMeHTaMu, CBSI3aHHbIE C JOCTYNoM 1 6e30nacHOCTbI0, Nepeaayven, KOHBEPCUEN N MUTPaLMEN AOKYMEHTOB
ansa obecneyeHnst He TONbKO OCTYNMHOCTU AOKYMEHTOB, @ Takke U UX MOSJIMHHOCTU, HaAEXHOCTH, MPUMEHN-
MOCTU U LIeNTOCTHOCTU B TEYEHUE ANUTENBHOIO BPEMEHM.

7.4 MeTtagaHHbIe AN onMcaHusa pecypca

OpgHon 13 nepBooYepeHbiX 0bnacTen MCNonb30BaHMA MeTadaHHbIX SBMASETCA OnMcaHue pecypcos.
OTMMK pecypcammn MOryT BbITb KHUMW, XXypHanbl, BUAeoMuUnbMbl, JOKYMEHTbI, u300paxkeHns u aptedakTbl.
Cioga Takke BKIHOYAOT AOKYMEHThI, MepedaHHble Ha apxmMBHOe XpaHeHue. MeTagaHHble Heobxooumbl Ans
noeHTndrkaumm pecypcoB 1 MOryT BKIlOYaTh B cebs Ha3BaHue, co3paTens (co3gartenen), gaTy (aatbl), yHU-
KanbHbIN ngeHTudmrkaTop, ceegeHnst 06 OTHOLLEHUN K APYTMM pecypcam (HanpyumMep, NoroXeHne B Cepun) n nx
napameTpbl (HanpuMep, pasMmep unu gnuHa). Hekotopbie U3 3TUX 3rIeMEeHTOB MeTafaHHbIX Takke MCMonbay-
I0TCS B KOHTEKCTE ynpasreHnst AokymeHTamn. OHU CXO4HbI M MOTYT COBMELLATLCS C AfIeMEHTaMU NEPBUYHbIX
MeTafaHHbIX, CO34aHHbIX B MOMEHT BBOAA AOKYMEHTa, (PUKCHPYIOLLMX cogepxaHue gokymenTa. OgHako Ha-
6op onucaTtenbHbIX MeTagaHHbIX 00 ynpaBneHn JOKYMEeHTaMu U MPpUMEHSIEMbIX AMst apXMBHbIX Lienem obbiy-
HO LWMpe, YeM CTaHAapTHbIN Habop onvcaTenbHbIX MeTagaHHbIX, U MOXET BKINtoYaTb B cebs1 Apyrve anemMeHThl,
Takue Kak, HanpuMmep, KOHTEKCTyarnbHble MeTagaHHble (cM. 9.2.1).

CyulecTByeT TecHasi CBA3b MeXAy yKa3aHHbIM Bbille TUMOM MeTafaHHbIX U apXMBHbIM OMWCaHUEM.
ApXVBHbIE y4pexXaeHns NCMOoMNb3yT MeTadaHHbIe AN ON1caHns apXMBHbIX JOKYMEHTOB C Lenbto obecneve-
HWSI UX COXPaHHOCTM, pa3MeLLeHns X B adMUHUCTPATUBHOM KOHTEKCTE M KOHTEKCTE ynpaBeHns AOKyMeHTa-
MU, a Takke Ons obecneyeHWss UX WCMOMb30OBaHWUA W ynpaBneHus. Takum obpasom, cyuiecTByoLime
cTaHOapThbl N0 apXMBHOMY onucaHuio, a meHHo ISAD/G n ISAAR (CPF)"), BsanMocBsisaHbl C MeTagaHHbIMM
06 ynpaBneHuu JOKyMeHTamu, NOCKONbKy 06a HanpaBneHus cBa3aHbl C AJOKYMEHTUPOBAHMEM MPOLLECCOB Ae-
FNIOBOTO KOHTEHTA U yrpaBrneHus. ApXMBHOE ynpaBrieHre, BKITIOYas apxXMBHOE OnncaHve, ABnseTcs 4ONOMHW-
TENbHOM W MPOLOIPKUTENBbHOW OEATENbHOCTBIO AN TeX OOKYMEHTOB, KOTOpble MAEHTUUUMPOBaHbI Kak
UMeloLLne apXMBHYHO LEHHOCTb. Taknum obpa3om, peKoMeHayeTCcs Co34aBaTh M UCMOMb30BaTh (PyHKUMOHAMb-
Hble BO3MOXXHOCTU CUCTEM ANS MUrpauumn MeTadaHHbIX MEXAY CMCTEMaMU yNpaBrneHns JOKYMEHTOB U CUCTe-
Mamu ynpaBfieHMs apXxvMBamm OpraH3auum.

" ISAD/G 1 ISAAR (CPF) siBnsitoTca cTaHgapTamu, BbinyLeHHbIMU MexayHapoaHbiM coBeToM o apxvBam (ICA,
www.ica.org). ISAD/G — MexayHapoaHbIn cTaHgapT no apxmBHomy onucaHunio (O6wme npuHUMnel), obecnevnsaowuia
pyKoBoAsiLLMeE YKa3aHus Ang onucaHus 4oOKyMeHTOB 1 ux coBokynHocTen. ISAAR (CPF) — MexayHapoaHblin cTaHgapT no
apXMBHbIM AOKYMEHTaM OpraHoB BfiacTu (kopnopauuun, oTAeNbHbIE IMYHOCTKW, CEMbU), MPEeAyCMaTPUBaOLLMIA PYKOBOAS-
LMe yKasaHusa ans onncaHus opraHunsauni-cooHgoobpasosartenen. (MexayHapoaHbIi CTaHAaPTHBIA 3TanOHHbIA apXuB-
HbIl AOKyMeHT. CTaHgapTHasi 3anuch cBuaeTenbcTBa 06 apX1BHOM OopraHe).
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7.5 MeTagaHHble Ansl OTKPbITUA pecypca

MeTagaHHble Ans oTKPbITUSA pecypca, TO eCTb AN MHAOPMAaLMOHHOIO MOUCKa, BKINOYaT U MPeBOCXoaAT
obbeM onucaTtenbHbIX MeTagaHHbIX (cMm. 7.4). [NpeactaBuTeny 4enoBbiX KPYroB — pykoBoAMTENW (MeHeoxe-
pbl) OpraHnsaumm, MHMOPMaLMOHHbIE pabOTHUKM 1 ApYyr1e Nonb3oBaTENM HYXXOAKTCS B UCMONb30BaHUN MeTa-
AaHHbIX NPy Noucke nHgopmaumu. MNMpumepammn NOJAEPKKMN OTKPLITUS PECYPCOB SABMAIOTCA MeTadaHHble 06
WHAEKCMPOBaHUK, KnaccmdmkaLmm 1 MecTononoXeHnn OKYMEHTOB. Takne MeTagaHHble Takke nogaepxvsa-
0T CpeAcTBa ynpaBneHns JOKyMeHTamu, obecneunBatoLme oTKpbITUe AOKYMEHTHbIX pecypcoB. B koHTekcTe
ynpaeneHns JOKYMeHTaMu 3T MeTafaHHble, Npexae BCero, coaepXar AaHHble 0 cnocobax AocTyna K AOKY-
MeHTam (cm. 9.2.3).

7.6 MeTtagaHHble Ans ynpasfieHMA npaBamMu

YnpaBneHue nNpaBamy MOXET pacCMaTpUBaTLCS Kak 0CODbIN TUM UMK acnekT AENoBbIX onepauuii, NPoBo-
OMMbIX B 3NEKTPOHHOM hopMe, Tak KaK OHO CBA3aHO C YNpaeneHreM npasamm U UCNosb30BaHWEM MHOpMaLIM-
OHHBbIX pecypcoB areHTa. Ctofa BKIOYalOT OnMcaHue, OLEHKY, Kynto-Npoaaxy, KOHTPOSb U OTCIeXMBaHNe 3TUX
npaB. YnpaeneHve npaBamm TpebyeT MeTadaHHbIX, KOTOPbIE OMMUCHLIBAOT TPU KIYEBbIX 0GLEKTa, Y4aCTBYOLLUX
B MCMOSb30BaHUN MHGOPMALMOHHBIX PECYPCOB. ATMMU TpeMs 0GbekTamn SBMSAHOTCS Y4acTBYHOLME CTOPOHbI
(HanpuMep, cosdaTenb, usgartenb U NoTpeduTeNb); cogepkaHue Bo Bcex ero hopmax M HeNMocpeaCTBEHHO CaMu
npaBa (Hanpumep, pa3peLLeHUsi, orpaHUYeHUst 1 MnaTa 3a UCMoNb3oBaHue).

8 YnpaBneHue meTtagaHHbIMMU

8.1 O6Lure nonoxeHns

YnpaeneHne metTagaHHbIMUY MOXET ObITb pasgeneHo Ha Ase obnacTtu:

a) cosgaHvie, BBOA M ynpaereHvue MmetagaHHbiMM 06 ynpaBneHun JOoKyMeHTaMu;

b) cosgaHue, ocywecTeneHue, nogaepxKy 1 ynpaeneHue npasunamMu, perynmpyoLwmmMm 31 npoueccol
N COOTBETCTBYIOLLME UM CTPYKTYPbI, BKMoYas onpegeneHue Tunos gokyMmeHTa (DTDs-cxeMbl), cxembl unu cro-
Bapu AaHHbIX.

8.2 YpoBHU NpMMeHEeHUA MeTafaHHbIX

B 3aBMCMMOCTHM OT HyX4 1 TpebOoBaHWIA OpraHM3auun MeTagaHHble, ONMCaHHbIE B 3TOM MYHKTE, AOMNyCKa-
€TCs MPUMEHSATb Ha PasfUYHbIX YPOBHSX, @ UMEHHO, K:

a) oTaenbHbIM JOKYMEHTaM,

b) rpynnam mnv COBOKYNHOCTAM JOKYMEHTOB W/UMn

C) uenbiM cucTeMam AOKYMEHTOB.

CucTteMbl JOKYMEHTOB AOIMKHbI ObITh paspaboTaHbl Tak, YToObl BBOA4 METafaHHbLIX Ha JI0ObIX YPOBHSIX
yAoBeTBopsan notpebHocTu opraHmsaumm. Cneayetr OTMETUTb, YTO €CNY OOHU 3NeMeHTbl MeTagaHHbIX (Ha-
npumep, Ha3BaHue) OOMKHbI NPUMEHATBLCS K KaXA0MY AOKYMEHTY B CUCTEME, TO Apyrue JonyckaeTcs npume-
HATb Ha YPOBHE KOMMMEKCOB AOKYMEHTOB, @ HE K OTAENTbHOMY JOKYMEHTY.

8.3 CospgaHue n ncnonb3oBaHue MeTagaHHbIX

Co3gaHune 1 NnpumMeHeHne MeTafaHHbIX K JOKYMEHTaM MOXET M AOSMKHO MPOUCXOAUTb Ha MPOTSHKEHNUM
BCErO KM3HEHHOIO LIMKIa JOKYMEHTA.

MHorvne metagaHHble, yNoMsiHYTble B 3TOM NyHKTe, He06X0AMMO co3aaBaTb O4HOBPEMEHHO C BBOAOM A0-
KYMEHTOB, UX peructpauuen n knaccudukaumen, kak onmcaHo B ICO 15489-1, nogpasgenax 9.3, 9.4 n 9.5.
OHu onpenensitoT AOKYMEHT B MOMEHT BBOZAA, (DMKCUPYS ero B 4EMNOBOM KOHTEKCTE M obecneynBast npoLecchl
yrnpaBneHus.

Co3sgaHue 1 BBog MeTafaHHbIX JOSMKHbI MPOAOmKaTbCs U Nocne co3naHns AoKyMeHToB. MeTagaHHble He-
06x0aMMO OBHOBNSTH MO Mepe TOro, Kak AOKYMEHTI, y4acTBYOLLME B TPAH3aKLMSIX, CTAHOBSITCSI CBA3AHHLIMU C
OPYTMMU OKYMEHTaMM; MEHSIOTCS NOTPEBGHOCTM YNpaBneHns; CUCTEMbI YNPaBReHUs AOKYMEHTaMu nepeaaroTcs
OT OZHOW opraHusaumm apyroi. MetagaHHble OMKHBLI OTpaXaTb 3TU U3MEHMBLUMECS 06CTosITeNnbLCTBA. Takme Me-
TafaHHble Ha3bIBalOTCA MeTagaHHbIMK npotecca (cm. 5 2.3).

Beopg 1 nogaepxka aTUx MeTagaHHbIX 4OMKHbI OCYLLECTBSATLCS Kak 0bbl4Has YacTb AEerOoBbIX onepawuii
1 npouecca ynpaeneHus 4oKyMeHTamu.

MpumeyaHune— Knaccndukauma gokymeHTtos cornacHo MCO 15489-1, nogpasgen 9.5, moxeT obecneunts
MHOrue npu3Haky MeTafaHHbIX, Tpebytolmecs B 9.2.4 1 9.6.
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8.4 MMpouecchl ynpaBrneHna MeTagaHHbIMU

8.4.1 O6wwme nonoxeHus

YnpaBneHve meTagaHHbIMU Bneyet 3a cobown npouecchl, kotopble nsnoxeHsl B NCO 15489-1, pas-
aen 9: cosgaHuve, BBOA, XpaHeHue, onnucaHue, NoAAEPKKY, 4OCTYN, onpeaeneHne NonuTukK, ctpaternn n me-
TOOOB.

8.4.2 OnpepeneHuve NOMINTUKA U METOAOB

AreHTbI, BKIOYas ynpasnsoLwmx OKYMEHTaMU, JOMKHbI ONpeaensTb 1 AOKYMEHTUPOBATh NPUHLMIbI NO-
NUTKKN 1 MpaBura ynpaBneHnsa MeTafgaHHbIMK, a Takke SsicHO opmynupoBaTtb TpeboBaHWSA ANst CTPYKTYp Me-
TafaHHbIX B COOTBETCTBUU C UX AEMNOBbIMU NOTPEBHOCTAMU. DTV NPUHLUMBLI MONUTUKA U MPaBUa BKITHOYAOT B
cebs cnepyloLime NonoXxeHws: pacnpeaeneHe obs3aHHOCTEN, onpeaeneHne Toro, Kakue MeTafgaHHble Heob-
XOAMMO cOo3[aBaTb U BBOAUTb, KOrAa U U3 Kakmx UICTOMHUKOB, Kakue CTPYKTYpbl MeTafaHHbIX AOMYyCKatoTCs, Ka-
Kne ctaHgapTbl U CUCTEMbI NOSAEPXKKN crieayeT UCMOoMNb30BaTh.

8.4.3 CospaHue u noggepxka MeTagaHHbIX

YnpaenstoLime OKyMEHTaMM OOIMKHbI MOEHTUULNPOBATL, Kakne MeTagaHHble HeobXoanmo co3fgaBaTth
1 BBOOWTb NPW CO3AaHUN U Nogaepke 4OKyMeHTOoB. Npouecc 06pa3oBaHnsa MeTagaHHbIX B MOMEHT CO30aHNs
OOKYMEHTOB JOMKEH KOHTPONMPOBAaTLCS U JOKYMEHTMPOBATLCS.

MeTagaHHble 0 CO30aHUN NN UBMEHEHUN METALaHHbIX O IOKYMEHTE Takke Heobxoammo onpeaensitb u
xpaHuTb. OHKU ByayT nogaepKuBaTh Haanexallyto u cogepxaTenbHyo JOKYMEHTauuo 06 UsMeHeHUsaX, Npons-
BELEHHbIX B AOKYMEHTE MeTaJaHHbIX.

8.4.4 CospaHue u nogaepxka CTPYKTYp ANA ynpaBreHusi MeTagaHHbIMU

CTpykTypbl ANS BBOA4A, XpPaHEHMS U ynpaBneHus MetagaHHbiMu (cMm. 8.6) cneagyet paspabatbiBatb U
onpefensitb C y4eTOM COOTBETCTBUSI HOpMaMm 1 TpeboBaHMAM, NpeabaBASEMbIM K yNPaBNeHWI0 JOKYMEHTaMW.

Heobxogmmo, 4To6bl B3aMMOCBS3N MeXAy dNeMeHTamMn MeTafaHHbIX U Mexgy HAMK U o6bekTamn UH-
dopmaLmm, KOTOPbIE OHU OMMUCHIBAIOT, ObINM MOCTOSAHHBIMU. DTN OTHOLLEHWUS CreayeT NPaBUMBHO U MOCTOSIHHO
nogaepxveaTtb, 0coboe BHMMaHWe npy 3ToM Heobxogumo obpallatb Ha USMEHEHWS, MPOMCXoasLLmMe B Pe3yrb-
Tate MuUrpaLmmn, KOHBEPTUPOBAHNS U OPYIMX Mep Mo 06eCne4YeHno COXPaHHOCTMU.

8.4.5 OnpepeneHue, KOorga M KakKme MetTagaHHble cneayeT BBOAUTb

AreHTbl, BKINOYas ynpaensowmnx JOKYMEHTaMu, LOIMKHbI OnpeaensTh, Kakue MeTagaHHble HeobXoaMMo
BBOAWTb, BpEMS UX BBOAA M N3 KAKUX UCTOYHUKOB. OTW TpeboBaHMsA K MeTagaHHbIM AOMKHbI OCHOBbLIBATLCS Ha
npoLieccax ynpaeneHus AoKymeHTamu, onpeaeneHHsiMn B UCO 15489-1, pasgen 9. YacTtblo aToM AeaTenb-
HOCTU ABNSIETCS onpeaeneHue cnocoba BBoga MeTagaHHbIX (BPYYHYH UM aBTOMATUYECKN).

8.4.6 [JokymeHTUpOBaHWe U BHeApeHUe cTaHAapTa

AreHTbI, BKMOYas ynpaBnstoLLmMX JOKYMEHTaMM, JOIKHbI JOKYMEHTUPOBATb Npasuia 1 NonnTrKy no no-
crnegoBaTeNlbHOMY UCMONb30BaHUI0 CTAaHAAPTOB, CTPYKTYP, TEPMUHOB U T.4. OHW SOIMKHbBI FapaHTMPOBaTh, YTO
3TUW CTPYKTYPbl METaJaHHbIX, TEPMUHBI, ONMMCaHUSA 0OBEKTOB 1 aTpMOYThI UCMONB3YHOT HaAexalum obpasom.

8.4.7 XpaHeHne MeTagaHHbIX

AreHTbl, BKIHOYas ynpasBnsiowmx JOKYMEHTaMU, AOMKHbI MPUHUMATL peLleHnst o cnocobax XxpaHeHus
MeTagaHHbIX. [1py NPUHATUM TaknxX peLleHnii crieqyeT NPUHUMAaTh BO BHYMaHME NOCTOSIHHYHO CBA3b MEXAY Me-
TafaHHbIMU N OObEKTaMK, K KOTOPbIM OHW OTHOCSTCA MK NpuHagnexat. MeTagaHHble 4ONyCcKaeTcs XpaHUTb
BMeCTe C AOKYMeHTaMu n/unmn otgensHo B 6ase(ax) gaHHbIX. Kputepun ynpasneHnsi, a UMEHHO 3aTtparthbl, pe-
3ynbTaTUBHOCTb N 3OEKTMBHOCTD, MOTYT BMUSITb Ha peLleHne, onpeaenstollee, kKakmm obpasom GyayT xpa-
HUTbCHA MeTafaHHbIe.

8.4.8 OnucaHue

Mpouecc ynpaBneHns MeTagaHHbIMW NPOJOIMKAETCS 40 TEX NOpP, MOKa CyLLECTBYHOT LOKYMEHTbI U UX KOM-
nnekcol. [Ins coxpaHeHns 3Ha4YMMbIX, HAAEXHbIX U TOAHbIX K UCMOMb30BaHNIO JOKYMEHTOB HEOOXOAMMO MO Mepe
HagobHOCT [OBaBNATL HOBbIE MeTafaHHbIe. ATy onepaLmio Haao NPOBOAMTE HA NPOTSHKEHWMN BCETO Nepuoaa um
BO BCEX HanpaBneHUsX OCyLLECTBNEHUS OEeNOBON AeATEeNbHOCTU, HanpuMep, Koraa yHKLMM OQHOW OopraHu3a-
LM N COOTBETCTBYIOLLME YaCTW €e CUCTEMbI YpaBneHnsa AOKYMeHTaMu nepenatoT Apyron. B pesynsrarte atoro
npoLecca MOXET MPOBOAUTLCS aganTaumsi UMEIOLLMXCA CTPYKTYP MeTafaHHbIX K TpeboBaHMaM opraHu3aumm-no-
nyyatens. OpraHn3auum OOMKHbI ONPEAENUTL NpoLeaypbl U NONNTUKY LOKYMEHTMPOBAHNUS TakUX U3MEHEHWI.

MOXXHO BbIOENUTbL HECKONBKO CNOEB MeTafaHHbIX, 06nacTb MPUMEHEHUST KOTOPbLIX MOCTOSIHHO pacLUnpsi-
eTcs, B 3aBMCUMOCTU OT TOrO, HACKOMbKO LLUMPOKO UCMOMb3YHTCHA U PacnpoCTPaHATCA JOKYMEHTbI. [JoKkyMeH-
Tamu ynpaensioT CUCTEMbI, 3TU CUCTEMbI YNPaBASKOTCA OpraHM3auusamMm, a 3TM opraHu3aunm SBnsTCA YacTbio
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Bonee LWIMPOKOro KOHTEKCTA (OEer0BOM CEKTOP, NPaBUTENBCTBO, Hauwms, Nybnvka unmu obwecTso). Ha kaxaom 13
3TMX YPOBHEW MeTafaHHble JOMKHbI 0becneynBaTb AOCTAaTOHHYO MHAOPMAaLMIO O JOKYMEHTax Ans TOro, YTo-
Obl OHU CTany NOHATHBLIMM U AOCTYMHBLIMW ANsi 3aNHTEPECOBAHHbIX L.

Co BpeMeHeM nepBoHavanbHas oKpyXxatolias cpega U3MEeHUTCS WU UCHYE3HET, a UHTENEeKTyanbHoe
A3bIkOBOE 0OLLeHMe, a Takke 3HaHWUs OyayT pa3BuBaTbCs. ATU U3MEHEHUs NOTpebyloT nepeBoda NepBoHa-
YanbHOro KOHTEKCTa CO3[aHns AOKYMEHTOB B HOBYH cpefy. OTo OyaeT OCyLWeCTBASATLCA C MOMOLLbIO MeTa-
OaHHbIX. Yepes kakoe-To Bpems 3Ty AeATeNnbHOCTb OyayT OCYLLECTBNAATL Nuua B OpraHn3aumsax-npeemMHmnkax,
He NPUCYTCTBOBABLUME B MOMEHT CO3[4aHus JOKYMEHTOB.

8.4.9 [Noctyn K MeTagaHHbIM

[ocTyn kK MeTagaHHbIM AOSMKEH OblTb OrpaHMyYeH YNoHOMOYEHHBIMW areHTaMun 1 perfnameHTMpoBaThb-
Csl yTBEPXKAEHHBIMU NpaBunamMm 1 NONUTUKON. Ha mecTax gomkHbl 6bITb 0b6ecneyeHbl Mepbl 6€30MacHOCTM U
OorkHa 6bITb paspaboTaHa cxeMa knaccundumkaumm goctyna. AreHtam Takke cnegyer onpegenvTts npasuna
Mo COBMECTUMOCTU Pa3fMyHbIX CUCTEM MeTadaHHbIX 006 ynpaBneHun JOKyMeHTamu ¢ Lenbtko obecneyeHuns
obmeHa 1 nomcka AOKYMEHTOB pa3HbIMU MHPOPMALMOHHBIMW CUCTEMAMM, OPraHU3auMsMn UM opraHamm
BNacTm.

Heobxogumo, 4Tobhbl cyLecTBOBa MeXaHW3M OTCIEXNBaHNS U JOKYMEHTUPOBAHMSA JOCTYNa, UCNOSb30-
BaHUSA AOKYMEHTOB W MOObLIX U3MEHEHWUI UM JOMNOMHEHWNIA, NPOU3BEAEHHbBIX B METaZaHHbIX.

8.4.10 Moppepkka MeTagaHHbIX

8.4.10.1 MNpouecchbl n MeToAbI

CylecTByeT HECKOSTbKO METOO0B U TEXHUYECKUX MPUEMOB ANSA OpraHM3aLmMm N NogaepKkn MeTagaHHbIX
N CTPYKTYp MeTadaHHbiX. Cloga BKIHOYAOT CrioBapy OaHHbIX, CoaepXaline onncaHna o6bekToB, TUMOB AaH-
HbIX U OTHOLLEHUIN MeXAy HUMU, a TaKKe CTaHAApPTHbIE A3bIKWU PA3METKM A5 ONUCAHUSA CTPYKTYP LMGPOBbIX
00BbEKTOB.

Mopaepxka BeAeHUss MeTagaHHbIX BKIOYaeT B cebs cneaytoLme npoLuecchl:

a) KOHTPOSb LIENOCTHOCTU AaHHbIX B NpOLEeccax BeAeHUs MeTagaHHbIX;

b) mMepbl 6e3onacHoOCTU, KOHTPONMPYIOLLME OOCTYN K MeTadaHHbIM, TakMe Kak npasuna aBTopu3aunu
areHToB 1 CMCTEM KX JocTyna Kk o6bekTam. Croga BKIIYaT aBTOpU3aLmio nepcoHarna, ynosIHOMOYEHHOro 13-
MEHSITb CTPYKTYpPbl METaAaHHbIX;

C) BOCCTaHOBIIEHMS B CIlyYae OTKka3a CUCTEMbI;

d) Bo3BpaTa K NpeaLlwecTBYOLLEMY COCTOSHUIO;

€) MUrpaumo No TEXHONOMMYECKMM MHPOPMAaLIMOHHBIM Cpedam, a Takke U3MEHEHUS UM OOHOBIEHUS
CUCTEM, YyNpaBnsoLWmnX MeTagaHHbIMu 00 ynpaBneHnM AOKYMEHTaMu.

8.4.10.2 AYyTEHTMYHOCTb U HEU3MEHHOCTb MeTagaHHbIX

MeTagaHHble 06 ynpaBneHum JOKyMeHTaMuM NoAYMHAIOTCSA NpaBuiiamMm U KpUTEPUAM yCTaHOBNEHNS Noa-
JNIMHHOCTWN TaK Xe, KaK JOKYMEHTbI, C KOTOPbIMM OHU CBSA3aHbl, C LieNnblo obecneyeHnsa nx HagexxHocTu. Takum
obpa3om, areHTam cnegyeT AOKYMEHTMPOBATL BCHO MONMTUKY U NpaBuna, kacarLwmnecs MeTagaHHbIX U CBA3aH-
HbIX C HAMKU COObITUN. NI3MEHEHNs1 B KOHLENTyamnbHbIX UM U3NYECKMUX CTPYKTYpax MeTadaHHbIX OOSDKHbI
Takke ObITb JOKYMEHTUPOBAHbI.

BaxHbIiM anemeHTOM Ansa obecnedeHnss NOANMHHOCTU MeTadaHHbIX U Hagexallero ynpasneHnst UMu
aBnsieTca TpeboBaHne Toro, YToObl BBEAEHHbIE METaAaHHbIE OCTaBaNUCh HEU3MeHHbIMKU. Heobxoammo, YTto-
Obl MeTagaHHble 00 yrnpaBneHUN JOKYMEHTaMy NoAAEPKMBaNNCh HEN3MEHHBIMU U B Cllyvae BO3HWKHOBEHNS
HeoOXO4MMOCTU BHECEHMS U3MEHEHMWI, HA MeCcTax CyLLEeCTBOBaNu npaeuna, pernameHTMpyoLme ynpaene-
Hune 3TuM npoueccom. Cioga OTHOCAT NpaBuria JOKYMEHTUPOBAHNUS NPUYNH U3MEHEHUI, CAMNX N3MEHEHUIA U
y4YacTBYIOLMNX YMNOMHOMOYEHHBIX areHToB. AT TpeboBaHuA criegyeT MPUMEHSITb MOCTOSIHHO B No6Gou
opraHv3aumy, oTBETCTBEHHOM 3a AOKYMEHTbI U y4acTBYOLLEN B 3TOM NpoLiecce.

CnepnyeT obecneunBaTtb NOAOEPXKKY METALaHHbIX, COAEPXaLUUX CBEAEHMS O CO34aHMUM U N3MEHEHMU-
sIX, NPOU3BEAEHHbIX B MeTaJaHHbIX caMoro gokymeHTa. Croga Bxoaut nHdopmauus o6 areHTax, CBA3aHHbIX C
CO3[4aHMEM UITM U3MEHEHMAMM, a Takke TUMNOM AEeATENbHOCTU, KoTopas Oblna NpeanpuHaTa, HanpuMmep: co-
34aHue, U3MeHeHue, NpoBepka, yaaneHme. Kpome toro, AormkHa 6biTb MAEHTUULMPOBaHa BEPCUS CXEMbl Me-
TafaHHbIX, UICNONb30BaHHAA Npu onpeaeneHnn 1 3anosIHEHNN 3NIEMEHTOB MeTafaHHbIX.

8.5 CTpyKTypbl MeTagaHHbIX

[nsa Toro YTOObI ynpoCTnTb 1 caenaTtb OCMbICITEHHbIMU B3aUMOCBA3N MeXOYy SneMeHTaMn MeTaaHHbIX,
X HeobxooMMo CTPYKTYpupoBaTb, Hanpumep, C NoOMOLbIO KJ'IaCCM(*)I/IKaLI,MOHHbIX cxeM. AreHTbl, BKo4as
ynpaenawnwmnx oOKyMeHTaMn, OOJIKHbI pa3pa6aTb|BaTb CXeMbl Ana onncaHnAa OKyMeHTOB, KOTOPbIE OHU CO-
34al0T, BBOOAAT U KOTOPbIMU YNPaBAKOT, BKIOYaA KOHTEKCTHYH VIH(bOpMaLI,I/IPO OTHOCUTEJIbHO A€eN0BbIX Mpo-
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LLlECCOB M areHToB. OTW CXeMbl JOMMKHbI NOAOEPXKMBATLCA BO BPEMEHU C LIENbH OTPaKEHUS] U3MEHEHUI B
OpraHM3aumoHHOM U OenoBOM KOHTekcTe. OTHOLEHUs Mexdy HOBbIMM CXeMaMu U TeMU, KOTOpblE OHU
3aMeHsIoT, cregyeT MaeHTMUUMpoBaTh 1 JOKYMEHTUPOBATb.

Cxembl MeTagaHHbIX OMUCBLIBAIOT OO BHEKTHI, X ANEMEHTBI U NX B3anMOCBA3N. Cxembl TakKe nogaepxu-
BalOT onucaHue CTPYKTYp OOKYMeHTa (Hanpumep, Takumm a3bikamu, kak XML). OHu BaxkHbI Ais ynpaBreHns
6a3amu gaHHbIX, KOTOPbIE COAEpXaT TaKylo onucaTernbHy MHpopMauuio.

30ecb MoxHO npusecTu npumepbl: DTDs-cxem (XML-cxem) ang onpefeneHnsa CTpykTyp LOKYMEHTOB,
6a3 faHHbIX NNy gpyrmx oObEKTOB; a Takke KOHLEeNTyarnbHbIX CXeM A peanu3aumoHHbIX Unn o6 bekTHO-0pu-
€HTUPOBaHHbIX 0623 AaHHbIX.

CTpyKTypbl METafaHHbIX U 3NIEMEHTbl MeTaZaHHbIX, U3 KOTOPbIX OHWU COCTONAT, MOryT BbITh B AanbHen-
LeM onpefeneHbl C NOMOLLBI0 CXeM KoanpoBaHus. Cxembl KOAMPOBaHWUS onpeaensitoT 3HaYEHUS U CUHTaKCeuc
anemMeHTa MeTaJaHHbIX.

[MprMepbl cxeM KoaUpPOBaHMS BKNKOYAOT onpeaeneHHble MHCTPYMEHThI AN yrpaBneHns 4OKyMEeHTaMu,
yctaHoBneHHble B ICO 15489-1, nogpasgensl 9.2 n 9.5, cxembl knaccudukaumm ana A4enosbiX onepauum,
CXeMbl Knaccudurkaumm ypoBHen 4oCTyna 1 cxem pasmMelleHns n 6esonacHocTu.

BO3MOXHOCTM CXeM NO3BONSAOT:

a) obecneuynBaTb MHTErPUPOBAHHOE W COTNAcOBaHHOE YNpaBneHns MeTagaHHbIMu;

b) npemoctaBnsTb BO3MOXHOCTU B3aMMOZENCTBUS NyTEM COMacoBaHHOIO nNpeobpa3oBaHus pasnuy-
HbIX HAOOPOB MeTafaHHbIX;

C) BblpaxaTb B3aMMOCBSI3M 3IEMEHTOB U NX CEMAHTUKN;

d) ynpaBnsiTb OTHOLUEHUSIMU MeXAY dNneMeHTaMu MeTafaHHbIX U CBOUCTBEHHON UM CEMAHTUKY;

e) obecneuymBaTb M NOAAEPXKMBATL COrMacOBaAHHOCTb MHPOPMAaLMOHHLIX CUCTEM (Hampumep, cuctem
yrnpaBneHns oKyMeHTamun);

f) obecneumBaTb MOOyMbHOE pa3BUTUE, YCTAHOBIEHUE (3amnycK) Unu npekpaiieHue (paspbiB) CBS3EN
WMHOPMALIMOHHBIX CUCTEM;

g) obecneuymBaTb OCHOBbI ANS Pa3BUTUSE MIHPOPMALMOHHBIX CUCTEM K/unn 6a3 OaHHbIX.

8.6 Ponb cuctem

[okymeHTbl HeobxooumMo co3gaBaTb, BBOAWTb UMK YNPaBMsTb UMW C MOMOLLBI CUCTEM OIS OCyLle-
CTBMNEHMS AENOBbIX Onepaumi, CUCTEM yNpaBrieHnUs JOKyMeHTamu ninv o6enmmn cuctemamy BMeCTe, @ UMEHHO:

a) Mcnonb3ys HE3aBMCHMMYIO CUCTEMY A1 OCYLLIECTBIEHMS AENO0BbIX Onepauuin, pa3paboTaHHylo B TOM
yucne 4ng caMoCToATENbHOro Co3AaHusl, BBOAA M yNpaBrieHns ee AOKyMEHTaMu;

b) ucnonb3ysa cuctemy ans ocylwecTsneHnss AenoBbIX onepauuii, Co3aarLLyo, HO He YNpPaBnsALLYyo
OOKYMEHTaMu 1 No3ToMy paboTaloLLyo B COMETAHUN C COOTBETCTBYIOLLIEN CUCTEMOW YNpaBNeHNst [OKYMEH-
Tamu;

C) MCnonb3ysi CUCTEMY yNpaBreHnst AOKYMEeHTaMu, cneunarnsHo NpegHa3HauYeHHyo 4518 co3aaHus, BBO-
Oa v ynpaBneHust LOKyMeHTaMMm.

Hes3aBncumo OT TOro, Kakyto cucTemMy nnm KOMBGUHaLMI0 CUCTEM NCMNONb3YIOT, OHA A0MkHa obecneynBaTtb
ncnonb3oBaHWe N NpeacTaBneHne MeTagaHHblx 06 ynpaBneHum JoKyMeHTaMu achpekTUBHbLIM Cnocobom.

CucteMbl ynpaBneHust AoKyMeHTaMu A0MKHbI ObITb paspaboTaHbl U BbINOMHEHbI C TAKOW MHAPPaCTPYKTY-
poi, KoTopasi obecneynBaeT NPoN3BOACTBO, BBOA W yrNpaBfeHne COOTBETCTBYHOLIMMN MeTagaHHbIMU U, NO
BO3MOXHOCTHU, ByaeT ocyLLeCcTBNATb BCE 3TW NPOLECChl aBTOMATUYECKU.

Cucrtembl ynpaBreHus AOKYMEHTaMM OOMKHbI ObiTb pa3paboTaHbl TakuM 0b6pa3om, YToObl rapaHTUpO-
BaTb, YTO AOKYMEHTbBI U UX METaAaHHbIE OCTaHYTCS AOCTYMHbIMW, NOANVHHBIMW, HAAEXHBIMW U MPUTOAHBIMU K
NCMNOMb30BaHM0, HECMOTPS Ha Ntobble M3MEHEHUS CUCTEMBI.

OfHUM 13 MeTo4oB AOKYMEHTUPOBAHMSA N3MEHEHWI ABMSIETCA ayanTopckoe 3akntodeHne. OgHako B TO
BpEMS Kak ayaAUTOPCKME 3aKMoYeHUs AS JOKYMEHTOB U CUCTEMBI 418 OCYLLECTBIEHNS AENO0BbIX onepaummn
ABNATCA HeOOX0AMMbIMK A58 06ecneyeHns HenpepbIBHOCTU AETOBON AeATENBbHOCTW, OHU MOTYT HE MOSTHOC-
Tb0 OTBEYaTb TPEOOBaHUAM K YIpaBNEHUI0 JOKYMEHTaMN OTHOCUTENBbHO 0b6ecrneyeHns NOMHON NCTOPUK TpaH-
3aKUMi AN KOHKpeTHbIX gokymeHToB (MCO 15489-1, nyHkT 8.3.2).

[nsa obecnedyeHunst rapaHTUm TOro, YTo MeTadaHHbIE N3BNEYEHbl N3 orumnanbHbIX UCTOYHUKOB, JOJIKHbI
ObITb CO3[aHbl MIHCTPYMEHTLI yNpaBneHns JOKYMEHTaMu, @ UMEHHO CXeMbl Knaccudumkaumm AernoBbiX onepa-
uun, goctyna n 6e3onacHoOCTU, a Takke opraHbl, yNorIHOMOYEHHbIE pacnopsiXaTbca AokyMeHTamMn. CucTemsl
yrnpaBneHns OOKyMeHTamMu crnegyet pa3pabatbiBaTb TakMMm obOpasom, 4TobObl BKMOYaTb B MX COCTaB 3TU
WHCTPYMEHTbI U aBTOMATU3MpOBaThb UX NPUMEHEHNE.
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9 Tunbl MeTagaHHbIX, Tpebyowmeca ansa nopaepxkm NCO 15489-1

9.1 OnucaHue TUNOB MeTagaHHbIX

B aTOM nyHKTE NpmMBEAEHbI TUMblI MeTadaHHbIX, KOTOpble TpebyoTcs Anst 3dEKTMBHOIO BbINOSTHEHUS
TpeboBaHu ICO 15489-1. ATOT NyHKT siBNsieTCs NosicHeHMeM pa3sgena 5. B aTom pa3sgene onuckiBaeTcs ana-
Na3oH MeTaZaHHbIX, KOTOpbIE JOJMKHbI pa3pabaTbiBaTbCA U NPUMEHATLCSA B paMKax CUCTEM yNpaBreHns JOKY-
MeHTaMu C Lefblo BbinonHeHus Tpedorannin NICO 15489-1.

Tunbl MeTagaHHbIX, Tpedyowmecs ana nogaepxkn MCO 15489-1, moryT GbITb pa3geneHsl Ha creayto-
Lime rpynnbl (CM. PUCYHOK 1):

a) MeTagaHHble O CaMOM JOKYMEHTE;

b) mMeTagaHHble 0 NpaBunax, NONNTMKE U NONTHOMOYNSIX BEAEHMS OEMNOBbIX Onepauun;

C) mMeTagaHHble 06 areHTax;

d) meTagaHHble O npoLeccax AenoBbiX onepauui;

€) MeTagaHHble O npoLeccax ynpaBneHus JOKyMeHTaMu.

OTW TUNbI MeTafaHHbIX NPUMEHSIOT KaK 4O, TaK U Mocne BBoAa AOKYMEHTa.

[ MonHomouuns ]
ynpael,nﬂlm ‘
ycTaHaenveatoT CBUOETENbLCTBYIOT
KOMMETEHLMI0 — _____i 0 BbINOMHEHUN
| |  (noatsepxparot
| [enosbie | BbINOSTHEHME)
I onepaLum |
|

WHTErpupoBaHo B

I
|
| YnpasneHue
I
|

AOKYyMeHTamMun
OOKYMEHTUn-

pytoTcs B

BbINOJTHAOT

e

OCYLLECTBNSIOT ucnonbayeT
B YNpaBneHmm

CO30AH0T =i
dusnyeckne

nvua [oKyMeHTbI

(areHTbl)
<——1ICNONb3yIoT

PucyHok 1 — Cxema OCHOBHbIX BUOOB METagaHHbIX U X B3aUMOCBSI3U

Kaxxgas 3 atux rpynn BkrtovaeT B cebsa MeTagaHHble, KOTopble:

1) BBOASATCH C JOKYMEHTOM, (OUKCMPYS €ro B AefNIOBOM KOHTEKCTE 1 obecneyumBast npoLecchl ynpasre-
HMS (TO eCTb MeTaaHHble, 06pasyloLmecss B MOMEHT BBOAA AOKYMEHTa), U

2) npogomnxatoT co3gaBaTbCs U BBOAUTLCHA Ha NPOTSAXEHUN BCEro XW3HEHHOro LMKIa JOKYMeHTa (To
eCcTb MeTafaHHble, obpasytoLumecss nocne BBoAa AOKYMEHTa); 3TOT NPOLLECC He OrpaHnyYMBaeTcs pamkamu
opraHusaumm — cosgaTens JOKYMEHTOB M JoSmKeH obecneunBaTbCs KaXaon opraHv3aumeit, 0TBETCTBEHHOM
3a ynpasneHue JOKYMEHTaMU, Ha NPOTSXKEHUN BCEro UX XU3HEHHOrO LuKna.

3Ty Knaccumkaumio NCnonb3yoT B Ka4eCTBe KOHLENTyanbHOM OCHOBbLI HacTosiLWero ctaHgapTa. [ocne
Kaxxgoro u3 TpeboBaHuin K MeTagaHHbIM YKa3blBatoT CCbINKY Ha NYHKTbI nnu noanyHkTel UCO 15489-1, ns koto-
PbIX OHW MOSyYEHbI.

9.2 MeTagaHHble O AOKYMEHTax

9.2.1 MeTagaHHble O OKyMeHTax, obpa3sylowmecs B MOMEHT BBOAA AOKYMEHTOB
OCHOBHble 3reMeHTbl CTPYKTYPHbIX MeTagaHHbIX M MeTaflaHHbIX ANs XpaHeHUs Tak xe, kak jpoopmaTa u
OCHOBHbIX TEXHUYECKUX XapaKTePUCTMK, AOIKHb! GbiTb MOEHTU(ULMPOBaHbLI U JOKYMEHTUPOBaHbI B MOMEHT
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BBOJA AOKYMEHTa C Lenbio obecnevyeHnsi rapaHTum Toro, Y4To 4OCTYN K AOKYMEHTaM MOXET NOAAEPKUBATbCS
00 Tex nop, noka ato TpebyeTca Ans 4eNoBbIX onepaumvin Uy Apyrmx Hyxg, a Takke ans obecneyeHvs gonro-
BPEMEHHOIO XpaHEeHUs 1 ynpasrieHnst JOKYMEHTamu.

Bo3moxHO, B MOMEHT BBOAA [OKYMEHTa NoTpebyeTcs Takke BBECTU HEKOTOPbIe MeTaAaHHble 06 ynpas-
NEeHMN JOKYMeHTamMu 1 0 6e30MacHOCTU, onncaHHble Hke (cM. 9.2.4 n 9.5).

[nsi onpeaenexHvs cogepaHns OTAeNbHOro AOKyMeHTa MUnu fobbIX X KOMMIIEKCOB, ero NIorn4eckon u
hU3NYECKON CTPYKTYPbI, @ TAKKE TEXHUYECKNX NPU3HAKOB U A5 AOKYMEHTUPOBaHUS OTHOLLEHWUI MeX Y AOKY-
MeHTaMu MeTadaHHble O JOKYMEHTE AOMKHbI:

a) BKMYaTb AaTy U BpeMs, Korga AOKYMeHT 6bin co3gaH,

b) wnoeHTMdMUMpPOBaTL M ONUCEIBATL areHTOB, y4acTBYOLUX B CO34aHNN AOKYMEHTA,

C) OOKYMEHTUpOBaTb CTPYKTYPY AOKYMEHTA,

d) mokymeHTMpoBaTb POPMY AOKYMEHTa,

€) OOKYMEHTUpOBaTb XMMUYECKMe N hnsnyeckme CBOMCTBA AOKYMEHTA,

f) BOKYMeHTMpOBaTb TEXHUYECKUE XapaKTEPUCTUKN U B3aNMOCBA3N JOKYMEHTA,

g) OOKYMEHTMPOBAaTb OTHOLLUEHWUS MeXay AaHHBIMU UNn dneMeHTamMn hopmMaTta, KOTOpble COaepPXMT AOo-
KYMEHT,

h) pokymeHTMpoBaTh TpeboBaHMsA kK 0becneyeHnto JOCTyNa, BOCNPOU3BeeHV0, BOCCTAHOBMEHUIO UMK
nepegave JOKYMEHTa,

i) obecneumBaTtb MUrpaumio Ha MHOe NporpaMmmHoe obecnedeHue,

j) obecneumBaTb BocnpomnsseaeHUe Yepes aMynsauuio,

K) vHuuMmMpoBaTb AesATENbHOCTb NO yNpaBneHuto JaHHbIMU 1 hopMaToM ANd 3aWuThl NPOTUB yCTape-
BaHWA (CTapeHus) cpeacTB UHPOPMALMOHHbBIX TEXHOMOIMMMN,

[) BOKYMEHTMPOBaTb OTHOLUEHUS MEXAY JOKYMEHTOM U TpaH3akUMen unu AeaTenbHOCTbIo, B pe3ynbTa-
T€ KOTOPOW BO3HUK 3TOT JOKYMEHT, U

M) OOKYMEHTUPOBATb CBA3WN MEXAY OOKYMEHTaMU UM MeXAy OTAENbHbIM OKYMEHTOM v 6onee Lmpo-
KO COBOKYMHOCTbIO (KOMMIIEKCOM) JOKYMEHTOB, YaCTbi0 KOTOPOWN SABMNSIETCS 9TOT AOKYMEHT.

9.2.2 MeTagaHHble 0 AOKyMeHTax, o6pa3ylowmecs nocrie BBoaa AOKYMEeHTOB

MeTagaHHble 0 JOKYMeHTax cneayeT HakannmBaTb HEMPEepPbIBHO, HE3aBMCMMO OT TOr0, Kakasi opraHu3a-
LMs OTBETCTBEHHA 3@ AOKYMEHTbI B JAaHHbIN MOMEHT. OTU MeTagaHHble 6yayT onpeaensarb U3MeHeHus, Npounc-
XOAsLLMe B NOTMYECKON U PU3NYECKON CTPYKTYPE, a TakKe TEXHNYECKNX Npu3Hakax gokymeHTa. Kpome Toro,
OHM TaKkxke ByayT ONUCbIBaTb HOBbIE KOHTEKCTbI, B KOTOPbIX AOKYMEHT UCNOMb3yloT. HeoBXxoaMMo OKYMEHTK-
poBaTb BO3HWKHOBEHWE HOBbIX CBA3EN C APYTMMWU AOKYMEHTaMM UIN NX KOMMNIeKCaMu.

Tekywue v npegblgyLne 3HayeHns MeTagaHHbIX, ONMCbIBAOLLNX CTPYKTYPY OOKYMEHTA, Takmx Kak dop-
MaT M OCHOBHbIE TEXHUYECKME XapaKTepUCTUKM, HEOBXOAMMO COXPaHATb ANA obecneyeHns rapaHTMm Toro,
YTO JOCTYN K JOKYMEHTY ByaeT nogaepXmBatbCs B Te4eHMe HE0OX0AMMOro BpeMeHn. 3TO NO3BOSISET COXpa-
HSTb CBEOEHWS O MepBOHAaYarnbHOWN CTPYKTYpe AOKYMeHTa 1 o6rerdaet ux COXpaHHOCTb B Byayuiem.

Ecnu nmenu mecto npouecchl, MHULMMPOBAHHbIE CTPYKTYPHBIMU MeTagaHHbIMU U MeTafaHHbIMU O Xpa-
HEeHMK, CBMAETENbCTBA O HUX CriedyeT XpaHUTb BMECTE C AeTansiMu BCeX U3MEHEHMIN B opopMieHun n dop-
maTe gokymeHToB. CM. Takke 9.6.

9.2.3 MeTtapaHHble, noaaepxuBaroLLne A4OCTYN K AOKYMeHTaM

9.2.3.1 Ob6Lwme nonoxeHnsi

MeTagaHHble criegyeT ucnonb3oBaTh ANs MASHTUUKALUN JOKYMEHTOB U ODMer4yeHns nx ussnevyeHns
(BOCNpOM3BEAEHUS) N UCMONB30OBAHUA B CUCTEMAX yrNpaBneHus JOKYMEeHTaMu.

Cwuctema ynpaeneHnst JOKYMeHTaMu JoImkHa obecneynBaTb CBOEBPEMEHHBIN JOCTYN KO BCEM COOTBET-
CTBYIOLLMM JOKYMEHTaAM U CBSA3AHHbLIM C HUMKU MeTagaHHbIM. CcTeMbl MOTyT ObITh pa3paboTaHbl Tak, YToObI
ncrnonb3oBaTb MeTafdaHHble A58 0OnerdyeHns BbIMOSIHEHMS 3TOW Lienu.

9.2.3.2 MeTagaHHble ons obecneyeHns gocTyna K JOKyMeHTam, obpasytoLmnecss B MOMEHT BBOAA JOKY-
MeHTa

MeTagaHHble ans obecneyeHus JoCTyna K AOKYMEHTaM OOMKHbI BbIMOMHATL Crieaytolme yHKLUn:

a) maeHTMOUUMPOBaTb MHAOPMALIMIO O AOKYMEHTE MUIN COBOKYMHOCTAX OOKYMEHTOB;

b) ykasbiBaTb U JOKYMEHTUPOBaTbL MAaccuB (Nanku v gena), B COCTaB KOTOPOro BXOAWUT OOKYMEHT WU
KOMMIIEKCbl JOKYMEHTOB;

C) BBOAUTb MHAPOPMALMIO O MECTOHAXOXAEHMM JOKYMeHTa. CucTeMbl OIMKHBI 06ecneynBaTb nogaep-
XKy pa3HoobpasHbIX CBEAEHWI O MECTOHAXOXAEHUN AOKyMeHTa. MecToHaxoXaeHne AOKyMeHTa MOXET ObITb
normvyeckum n/vnu usmyeckum. IameHeHus cBegeHUin 0 MECTOHAXOXAEHWUM JOKYMEHTA AOMKHbI NoaaepXu-
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BaTbCHA. YCTaHOBMEHHOE MECTO XPaHEeHWs [AOKyMeHTa M (aKTU4eckoe MeCTOHaxoXaeHue crnegyet
dukcmpoBaTb Ans obneryeHms ero Novcka;

d) vaeHTMdUUMPOBaTL N JOKYMEHTMPOBATb CBA3M MEXAY AOKYMEHTaMu, areHTamm 1 npoLeccamu;

€) OOKyMEeHTMpOBaTb onucaTenbHy MHopMaLmio, koTopasd obecnevvBaeT UCMONb30BaHUE U MOHMMA-
HMe OOKYMEHTOB, TaKMX Kak, Hanpumep, Knacc npeaMeTHOW Knaccuduvkaumm, Ha3BaHve, onmcaTenbHble Kito-
YeBble CroBa, Pe3toMe Ui KOHCMEKT;

f) obecneumBaTb knaccudmkaunio PyHKUNA, AENCTBUIA U TPaH3aKLMIA B X04e OENOBbIX onepauui;

g) obecneumBaTtb knaccmdukaumo JOKYMEHTOB;

h) ocylwecTBnATE MHOEKCMPOBAHNE LOKYMEHTOB.

9.2.3.3 MeTagaHHble nNpolecca, nogaepx1eatoLume obecneyeHne gocTyna Kk JOKyMeHTaM, 0bpasyoLm-
ecs nocne BBOAA JOKYMeEHTa

MeTagaHHble ang obecneyeHnst OCTyNa K AOKyMEHTaM crieayeT HenpepbIBHO KOHTPONMPOBaTh C LIeSbo
obecneyeHnss rapaHTUPOBAHHOW OOCTYMHOCTU OOKYMeHTOB. CO BpeMEeHeM MOXeT BO3HMKHYTb Heobxoau-
MOCTb BHECEHUSA U3MEHEHUIN B 3T MEeTadaHHbIE, @ UMEHHO:

a) no mMepe CBepLUEHMS OENOBbIX onepauun,

b) npw nameHeHun coctaBsa nepcoHana,

C) MpW U3MEHEeHUW HanpaBneHus OesTeNbHOCTH,

d) npv N3MEHEHWUN UHCTPYMEHTOB YNpaBreHNss JOKyMeHTamu,

€) Nnpv U3MEHEHUN MECTOHaXOXAEHNS] [OKYMEHTOB,

f) npyn n3ameHeHUM TepMUHONOrMK, yNoTpedsieMon B opraHn3aumm, unm

g) npwv BHEOAPEHUN HOBbIX CUCTEM, 0becneydmBaloLLnX BbINOMHEHNE AENOBbIX Onepauui.

[nsa coxpaHeHMs OCMbICIIEHHOCTN AOKYMEHTOB HeOOX0oAuMa HenpepbiBHasd cucteMaTusaums nux onuca-
Hus. Mpu paclmpeHnmn goCcTyna Kk JOKyMeHTam BHe 06nacTu, B KOTOPOW OHM BbInn co3gaHbl Unv BBEAEHDI, KaK B
pamMkax, Tak 1 3a npegenamu opraHM3aunm, Heo6xo4MMbI 4ONOMHUTENBHbIE ONUcaTerbHbIe MeTafaHHbIe A
pas3bACHEHUS AEN0OBOro KOHTEKCTa JOKYMEHTOB. BpeMeHHoI hakTop 1 pucK yTpaTbl C TE4EHMEM BPEMEHU 3HA-
HWI O cpefe, B KOTOPOW JOKYMEHTbI Oblnv co34aHbl UM BBEAEHDI, ABMAOTCS AOMNOMHUTENbHLIMU hakTopamu,
Tpebyowmmn 6onee NnogpoOHOro onMcaHus.

9.2.4 MeTtapaHHble, NnoaaepXuBarLLne 6e30MacHOCTbL AOKYMEHTOB

9.2.4.1 OOLWMe NonoxeHus

Bce cuctembl ynpaBneH1s JoKyMeHTaMu JOSmkHbl obecnednBaTth pa3BepTbiBaHe MeTadaHHbIX 0 6e30-
nacHocTu, obecnevmBaloLLmnX Co3gaHne KOHTPONMPYEMOW Cpeabl yNpaBneHus JOKYMeHTaMu.

B onpegeneHHbIx cuctemax JonyckaeTcs NPMMEHSTb BbICOKME YpOoBHM 6e3onacHocTu. CnegoBaTenbHo,
pucKM 1 TpeboBaHMSA 4ernoBbIX onepaumvin, AOKYMEHTUPOBaHHbIX B paMKax CUCTEM, AOIDKHbI ObITb OLEHEHbI 40
pa3paboTku 1 NpUMEHEHNS MeTafaHHbIX 0 6e30MacHOCTMW.

9.2.4.2 MeTagaHHble o0 6e3onacHocTK, o6pa3syroLmnecs B MOMEHT BBOAA JOKYMEHTa

KnioueBble anemMeHTbl MeTadaHHbIX 0 6e30nacHOCTH, @ MUMEHHO, OCHOBHbIE NMpaBa AOCTYyMa Unu ero orpa-
HUYEHWS, OIMKHbI ObITh MAEHTUHOULMPOBaHbI U 3aUKCUPOBaHbLI B MOMEHT CO34aHUS JOKYMEHTa Unm ero BBO-
Aa anst obecneyeHns HENPEpPbLIBHOCTY MPOLLEeCCa COXPAHHOCTU U YNpaBieHNst OKyMEHTaMu.

MeTagaHHble 0 6€30MacHOCTU AOMKHbI:

a) MaeHTMPUUMPOBATbL OrpaHMyeHns 4OCTyna, NPUMMeEHsSeMble K AOKYMEHTaM U X COBOKYMHOCTSM, Ae-
NOBbIM MpoLEeccam 1 areHTam,

b) rapaHTupoBaTb obecneveHne gocTyna K 4OKyMEHTaM TOMNbKO YNOSTHOMOYEHHOMY nepcoHarny,

C) ycTaHaBnuBaTb BPEMEHHbLIE Npeaensbl 4ENCTBUN OrpaHUYEeHNIA 4OCTYNa, rapaHTUPYS UX PErynsipHbIn
nepecMoTp,

d) Bo3gepxuBaTbCs OT OTOBpaeHUss MeTadaHHbIX B TOM Crlyvae, Korga AaHHble He npedHasHayeHbl
A5 LWMPOKOro Kpyra nosb3oBaTenen.

9.2.4.3 MeTagaHHble npouecca, nogaepxusarowme 6esonacHocTb, 00pasyoLwmecst nocne BBoga AOKy-
MeHTa

JocTyn K AOKyMeHTam JOImKeH ObiTb OrpaHnYeH TOMNbKO B TOM Crlyyae, ecnv CyLlecTByeT AenoBasi Heob-
XOAMMOCTb Unu aToro TpebyeT 3akoH. MeTagaHHble 0 6e3onacHOCTK cnedyeT KOHTPoONMpoBaTbh U OBHOBNSATL
Ansa obecneyeHns rapaHTM NOCTOSIHHOM akTyanu3aumm Bcex NaeHTUnLumMpoBaHHbIX OrpaHnYeHni.

YpoBHU 1 NpaBuna 6€30MacHOCTU MEHSIIOTCS C TEYEHNEM BPEMEHU, U MeTaaHHble, KOTOPbIe NOAePXKN-
BalOT ynpasrieHne 6e30nacHOCTbIO U AOCTYNOM, AOIDKHBI MEHATBCA COOTBETCTBEHHO. OpraHn3auumn SOSmKHbI
rapaHTpoBaTb AOKYMEHTUPOBAHNE 3TUX N3MEHEHWA.
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MeTagaHHble 0 6e3onacHOCTM HeobxoanMO NOAAEPXKUBATL, aKTyanM3npoBaTbh U COXPaHSTb B TEYEHNE
BCEro XXM3HEHHOTO UMKIa AOKyMeHTa. I3MeHeHnst MeTafaHHbIX AOMKHbI OTpaXKaTb aAMUHUCTPATUBHbIE N3Me-
HEeHMs 1 3aMeHy NepcoHana, a Takke COOTBETCTBYHOLLME U3MeHeHNss Mep 6e3onacHocTy.

TpeboBaHusa k co3gaHuto, BBOAY, MOAAEPKKE U AOCTYNHOCTU MeTagaHHbIX O JOKYMEHTe cogepXaTtcs B
cnepyrowmnx nogpasgenax u nyHkrax MCO 15489-1:

7.2.1 «XapakTtepuctukm gokymeHta. ObLume NonoxXeHus»,

7.2.3 «XapakTepucTUkM oKymMeHTa. [JoCTOBEPHOCTLY,

8.2.2 «XapaKTepucTukun cuctem yrnpasneHnsa oKkymeHTamun. HagexHocTby,

8.3.6 «[MpoekTupoBaHme 1 BHeApEeHWe CUCTEM yrpaBneHusa AokyMeHTamu. [JocTyn, moMcK 1 NCnornb30-
BaHue,

9.3 «BknioYeHne JOKYMEHTOB B CUCTEMY YNPaBIieHNst JOKYMEHTaMUY,

9.6 «XpaHeHue n obpalleHne ¢ JOKYMeHTaMm».

9.3 MeTagaHHble O NpaBuiax, NOJIMTUKE U NOJTHOMOYMAX BeAeHUs OeNnoBbIX onepauumn

9.3.1 MeTtagaHHble 0 NpaBuUnax, NOJIUTUKE U NOJIHOMOYUAX BeAEHUA OeNoBbIX onepauun, obpa-
3yloumecs B MOMEHT BBOAA AOKYMEHTa

B MoMeHT BBOAA AOKYMEHTa MeTaJaHHble JOIMKHbI IOKYMEHTMPOBATbL COOTBETCTBUE AOKYMEHTa NpaBu-
nam 1 NonuTUKe BedeHWs OeNOBbIX onepauui, a Takke HOpMaTUBHBIM 1 OpYTrMn TpeboBaHUSAM, NpeabsiBnse-
MbIM K CO30aHUI0 1 yNpaBreHuIo JOKYMEHTaMMu.

OTU MeTadaHHble JOIDKHBbI:

a) MaeHTMUUMPOBaTb ONpedeneHHY0 CXeMy MeTafaHHbIX, UCMOMb3yeMy0 B CUCTEMAX AN OcyLle-
CTBIEHUA AEeNOBbIX onepauuin opraHMsasmu,

b) dwmkcmposaTb npaBuna BeaeHWs AenoBbiX Onepauun unn gpyrue cpeactasa KOHTPOIS CUCTEMBI, pery-
nupylowune cosgaHune 1 ynpasneHne JoOKyMeHTaMu,

c) hukcupoBaTth NpaBuna BegeHWst 4eOBbIX Onepauun unu gpyrue Cpeactaa KOHTPOMs CUCTEMBI, pery-
nupyioLLmne cosfaHne 1 ynpasneHne metagaHHbIMu,

d) cumkcmpoBaTth NpaBuna BeAeHMs 4EeNOBbIX ONepauni Unm gpyrue CpeacTsa KOHTPONSA CUCTEMBI, pery-
nupylowmne AencTBns No ynpasBrneHno AOKyMEeHTaMMu,

e) (bukcMpoBaTb NpaBuIia BeAEHUS AeMNOBbIX OnepaLmii Unv gpyrue CpeacTsa KOHTPONsi CUCTEMbI, pery-
nupytoLLme AoCTYN U Npasa Ha JOKYMEHTHI,

f) BOKyMeHTMpOBaTb MOSTHOMOUUS UMK APYyrne HopMaTKBHbIE TpeboBaHUA K co3gaHuio u/mnn ynpasne-
HWIO OKyMEHTaMMu,

g) OOKYMEHTMPOBATb NMOMTHOMOYMS UMK OpyrMe HOpMaTuBHble yka3aHust u TpeboBaHusl No cpokam xpa-
HEeHWNsi JOKYMEHTOB, NX 6€30NacHOCTU UINN YHUYTOXEHNS,

h) BBOOAUTL CBA3M MEXAY NOMHOMOUYMAMU NN PEryNnpYoLLIEA MHpopMaume n JOKyMeHTamMu ninm npo-
ueccamu ynpasneHus JOKYMeHTaMm, K KOTOPbIM OHW OTHOCSITCS.

9.3.2 MeTtagaHHble 0 NpaBuUnax, NOJIUTUKE U MOJIHOMOYUAX BeAEHUA OernoBbIX onepauun, obpa-
3youimecs nocne BBoaa AOKyMeHTa

MeTapgaHHble cnegyeT ucnonb3osaTh ANA NOATBEPXKAEHUS TOrO, YTO CUCTEMBI YNPAaBASIOT JOKYMEHTaMu
B COOTBETCTBWM C MpaBuiiamMm 1 NofMTUKON BEAEHWUS AENO0BbIX Onepauun, HopMaTUBHBIMU U Apyrumu TpeboBsa-
HUSMMW K YMpaBreHno JOKyMeHTamu. Hanpumep, MoryT noHagobuTbCcsl MeTagaHHble, onpegensowme, KTo
nmen JOCTyn K cucTeme ynpasfieHMst JOKYMEHTaMU B KOHTEKCTE pasnuyHbIX AenoBbix noTpebHocTen. Croga
BKITIOYAIOTCA OpraHM3auuun, KOTopbiM nepegaHa OTBETCTBEHHOCTL 3a yrnpaBrieHne JOKyMeHTaMu.

TpeboBaHus Kk co3aaHunio, BBOAY M Nogaepxke MeTagaHHbIX O npasunax, nonuTuke U NofiHOMoYnsaX Be-
AeHuns JenoBbIX onepaumn cogepXxarcs B cnegyowmx pasgenax, nogpasgenax, nyHkrax n nognyHkrax NCO
15489-1:

Pasgen 5 «HopmatuBHas cpegav,

7.1 «[pyHUmMnbl pa3paboTku NporpaMm ynpasneHus JOKYMeHTammy,

8.2.3 «XapaKkTepucTukmn cuctem yrnpasneHnsa AoKkymeHTamu. LienocTHoCTb,

8.2.4 «XapaKkTepuUCTUKM cucTeM ynpasneHus gokymeHtamu. CooTBeTCTBUEY,

8.3.6 «PaspaboTka n BHegpeHMe CUCTEM ynpaBrieHus AoKyMeHTamu. [ocTyn, MOUCK U MCnonb3oBa-
HMe»,

8.3.7 «PaspaboTtka u BHegpeHue CMCTEeM YyNpaBneHUsa AOKYMeHTaMn. XpaHeHue 1 yHUYTOXEHUe OOKy-
MEHTOBY,

8.4, nepeuncnenus a) u c), «MeTogonorus NPOEKTMPOBaHUSA N BHEAPEHNSI CUCTEM YNpPaBieHNs1 OOKY-
MEeHTamMuny,
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9.1«3QkcnepTn3a AOKYMEHTHOM MHOpMaUMK, noasnexallen BKIIOYEHUIO B CUCTEMY YNPaBIIEHUs OOKY-
MEHTaMm»,

9.2 «OnpefgeneHne CpoKoB XpaHEHUSA JOKYMEHTOBY,

9.7 «Joctyny».

9.4 MeTapaHHble 006 areHTax

9.4.1 MeTtapaHHble 006 areHTax, o6pa3sylowmecss B MOMEHT BBOAA AOKYMEHTa

B MoMeHT BBOAa AOKyMEHTa MeTaAaHHbIE JOJDKHbBI coAepKaTb AaHHble 00 areHTax, CBA3aHHbIX C JAOKY-
MEHTaMu 1 ynpaBneHnemMm umu.

[nsa obecnevyeHns COOTBETCTBYHOLLIENO JOKYMEHTMPOBaHNS He0b6XxoanMO BBOAUTbL MeTadaHHble 00 arex-
Tax, y4acTBYIOLMNX B CO34aHMM AOKYMEHTOB U YpaBieHnn umMmn. 3Tn MeTagaHHble Takke No3BOMSIOT yCTaHaB-
nvMBaTb OrpaHUYeHWs JOCTyna K [OKyMEHTaMm, paspeluvMB €ro TOMbKO COOTBETCTBYIOLMM areHtam, u
rapaHTUpPYIOT UCMOMb30BaHNE CUCTEMbI yNpaBeHus JOKYMEHTaMu Uiy BbINOIHEHWE onepaumm no ynpaene-
HWIO JOKYMEHTaMM B pamMKax 3TUX CUCTEM TOJSbKO YNONIHOMOYEHHbIMY COTPYyAHUKaMK (CM. Takke 9.6).

MeTagaHHble 00 areHTax, obpasyloLimecss B MOMEHT BBOAA AOKYMEHTA, AOIDKHBbI:

a) MaeHTMUUMPOBaTb areHTOB, y4acTBYOLMX B CO34aHUN JOKYMEHTOB,

b) naeHTMdUUMPOBaTL areHTOB, y4aCTBYIOLLMX B YNpaBreHUn JOKyMeHTaMu1, U onpeaenstb UxX NosiHo-
MOYMS B NpoLieccax yrnpaBrneHus JOKyMeHTamu,

C) naeHTudMLMpoBaTh areHToB, UMELLMX NpaBa AOCTYyNa K AOKYMEHTaM.

9.4.2 MeTtapaHHble 006 areHTax, obpa3syloLwmecs nocrie BBoaa AOKyMeHTa

Co BpemMeHeM pornn areHToB MeHsTcs. CUcTeMbI ynpaBneHus 4OKyMeHTaMmm AOMKHbI (hMKcupoBaTth 3Tu
n3MeHeHusl. ATa KOHTEKCTyarnbHast MHdopmMaums Heobxoanma Ans NoHMMaHus okymeHToB. OHa Takke ra-
paHTUPYeT, YTO AOCTYMN K AOKYMEHTaM OyaeT orpaHMyYeHHbIM st COOTBETCTBYHOLLMX areHTOB, U TONbKO yMor-
HOMOYEHHbIE areHTbl CMOryT UCMOMb30BaTb CUCTEMbI YIPABNEHUSA AOKYMEHTaMMW UIU BbINOMHATE onepaumm no
yrpaBneHnio JOKYMeHTaMu B npegeniax aTux cuctem (cm. Takke 9.6).

TpeboBaHua k co3gaHnto, BBOAY M NOAAEPKKE MeTaaaHHbIX 06 areHTax cogepKaTcs B cnegyowmx noa-
pasgenax n nyHkrax MCO 15489-1:

7.2.2 «XapakTepucTukm AoKymMeHTa. AyTEHTUYHOCTbY,

7.2.3 «XapakTepuCTUKM OoKymeHTa. [JoCTOBEPHOCTLY,

8.2.2 «XapaKkTepucTukmn cuctem yrnpasneHnsa AoKymeHTamu. HagexHocTby,

8.2.3 «XapakTepucTukm cuctem ynpaprneHus gokymeHTamu. LlenocTtHocTb»,

8.3.6 «[poekTnpoBaHue n BHeApeHE CUCTEM YyrpaBneHns AoKymeHTamu. [1ocTyn, nonck n Mcnonb3o-
BaHue»,

9.2 «OnpepgeneHne CpoKOB XpaHEHNS AOKYMEHTOBY,

9.3 «BknioyeHne 0OKYMEHTOB B CUCTEMY YNPaBNEHNA JOKYMEHTaMUY.

9.5 MeTagaHHble O npoueccax AeroBbIX onepauumn

9.5.1 MetapgaHHble 0 nNpoueccax AerfloBbiX onepauuin, oépasyolmecs B MOMEHT BBoAa [OKY-
MeHTa

Cwuctembl ynpaBneHnst JOKyMeHTaMu OOIMKHbI obecneynBaTtb BBOA W ynpaBneHve meTagaHHbIMy O ae-
nosbIx npoueccax. Cloga BKNHOYaT MeTagaHHble 0 PYHKLMAX AeMNOBbIX onepaumn, 4eNCTBUSX U TpaH3aKLm-
AX, a Takke MeTafjaHHble 0 6e3onacHOCTM U AOCTyne, npoueccax ynpaBneHus OoKymeHTamu. [1ocKomnbKy
nocrnegHee SBNAeTCs OYeHb BaXXHbIM MOMEHTOM, TO paccMaTpuBaeTcs OTAeNbHO (CM. 9.6).

OTn MeTagaHHble MOryT obecrneynBaTh KIHYEBON KOHTEKCT, CMOCOBCTBYHOLLMIN MOHUMAHUIO AOKYMEHTOB
N KOHTPOMIO Hag HUMW. VIX BBOA MOXET Takke obecrneuymBaTb KOHTPONMPYEMOCTb AEMNOBbIX onepaumnn nytem
naeHTudMKaLMn AeNCTBUN, KOTOPblEe BbIMOMHAITCHA B paMKaxX CUCTEMbI YNPaBieHUst OKYMEeHTaMu.

MeTagaHHble 0 AenoBbIX NpoLeccax B MOMEHT BBOAA AOKYMEHTA AOMKHbI:

a) MaeHTUMOUUMPOBATL N JOKYMEHTUPOBATL AernoBble OYHKLUMKU, OENCTBUSA U TpaH3aKumK, 3adurkcnpo-
BaHHble B JIOKYMEHTaXx B paMKax CUCTEMBI,

b) AokymeHTMpoBaTb CBA3W MeXAy AOKYMEHTaMu, areHTamu U nx yHKLUMAMNU, AENCTBUSAMWN N TPaH3aK-
LMSIMK, K KOTOPbIM OHW OTHOCSTCSH,

C) naeHTUmumpoBaTb U JOKYMEHTUPOBATL areHTOB UMW YY4aCTHUKOB TPaH3aKumK,

d) pokymeHTMpoBaTh npasuna 6e3onacHoOCTV M JoCTyna Ans AenoBbIX MPOLIECCOB U TPaH3aKLui,

e) obecneuymBaTb BbINOMHEHNE aBTOMaTU3MPOBaHHbLIX PYHKLWIA AenoBbIX onepaunin, 4eNCcTBUI N TpaH-
3aKuMn No mepe HeobxoaMMoCTH,

f) obecneumBatb knaccudmkaumno PYHKUMIA OENOoBbIX onepauni, eNCTBUMI 1 TpaH3aKUnN,
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g) obecneumBaTtb knaccudmkaumnio JOKYMEHTOB 1

h) dwmkcmpoBaTh gaTy 1 Bpems TpaH3akuum, Npy KOTOPOW Obin co3gaH 4OKYMEHT.

9.5.2 MeTtapaHHble 0 Npoueccax AenoBbIX onepauuvi, o6pasylowmecs nocrie BBoaa AOKyMeHTa

Cucrtembl ynpasneHus AOKYMeHTaMu JOIKHbl HakannmBaTb MeTafaHHble U NPOAoMmKaTh ynpaBreHue:
MeTaZaHHbIMK O MpoLeccax AeNoBbIX onepaumii, B KOTOPbIX UCMONb3YTCA AOKYMEHTbI; MeTadaHHbIMK O be-
30MacHOCTM U AOCTYNe, a Takke MeTagaHHbIMWU O NpoLeccax ynpasrneHust JOKYMeHTaMKu Tak A0oMro, Kak aTo
HeobxoaMMo.

OTu MeTagaHHble ByayT cnocobCTBOBaTL OCYLLECTBIIEHNIO NPOAOMKatoLLEerocs npouecca Mcnosnb3oBa-
HUSA M HTepnpeTauumn AOKYMEHTOB, a Takke obecneyaT KOHTPONUPYEMOCTb AENO0BbIX onepauni nyTeM naeH-
TUdUKaLMU N1 JOKYMEHTUPOBaHUSA AENCTBUIA, peann3oBaHHbIX B paMKax CUCTEMbI yNpaBneHnss JOKyMeHTamu,
B KOTOPOW 3TN JOKYMEHTbI HAXOASATCS.

TpeboBaHus Kk co3gaHuio, BBOAY M Nogaepxke MeTagaHHbIX O 4eNOBbIX NpoLeccax CoaepxaTcs B creay-
towmx nogpasgenax u nyHkrax NCO 15489-1:

7.2.2 «XapakTepuCTUKM AOKyMeHTa. AyTEHTUYHOCTbY,

7.2.3 «XapakTepuCTUKM JOKymeHTa. [JoCTOBEPHOCTLY,

7.2.4 «XapakTepucTukn AokymeHTa. LlenocTHOCTbY,

7.2.5 «XapakTtepuctukm gokymeHTta. MNpurogHoCcTb AN NCNOMb30BaHUS»,

8.2.2 «XapaKTepuUcTukmn cuctem yrnpasneHnsa AoKymeHTamun. HagexHocTby,

8.2.3 «XapakTtepucTtukm cuctem ynpasneHusa AokymeHTamu. LienoctHocTb,

8.2.4 «XapakTepucTtukm cuctem ynpasneHnsa aokymeHTamm. COOTBETCTBMEY,

8.2.5 «Xapaktepuctukm cuctem OKyMeHTOB. KOMNEKCHOCTbY,

8.3.2 «[MpoekTmpoBaHme 1 BHegpeHWE CUCTEM ynpaBneHns oKyMmeHTamn. [lokyMeHTMpoBaHue onepa-
Lnny,

8.3.6 «[MpoekTnpoBaHne n BHegpeHne cuctemM ynpaerneHus. [JocTyn, NOUCK U UCMONb30BaHMEY,

8.3.7 «[lpoeKkTupoBaHMe U BHEOPEHME CUCTEM YNpPaBeHUa AOKYMEHTaMU. XpaHEHNE U YHUYTOXEHWE
OOKYMEHTOBY,

8.4, nepeuncnenus a) u c), «MeTogonorns NPOeKTMPOBaHUSA N BHEAPEHNUSI CUCTEM YNpaBieHNst OOKY-
MEHTaMmny,

9.1 «3kcnepTn3a JOKYMEHTHOM UHOpMaLMK, NOANEXaLLEN BKITIOYEHUIO B CUCTEMY YNpaBeHns OOKY-
MEeHTaMmny,

9.2 «OnpefgeneHne CPoOKOB XpaHEHNS AOKYMEHTOBY,

9.3 «BkntoyeHne JOKYMEHTOB B CUCTEMY YNPaBNEHNA AOKYMEHTaMU,

9.4 «Pernctpauuns»,

9.5 «Knaccudmkauusay,

9.6 «XpaHeHue n obpalleHne ¢ JOKYMEeHTaMny,

9.7 «Joctyn».

9.6 MetapaHHbIe 0 npoLeccax ynpaBrneHUsA AOKYMeHTaMu

9.6.1 MeTapaHHble O npoueccax ynpaBneHUs AOKyMeHTaMu, obpasyrolmeca B MOMEHT BBoAa
OOKyMeHTa

OTOT TMN MeTagaHHbIX 06 ynpaBneHMn JOKyMeHTaMu JOIbkeH obecneynBaTb UM aBTOMAaTM3NpPOBaTh
onepawuu no ynpasfieHVo AOKyMEHTaMu, KOTOpble crieqyeT NPOBOANTb MO OTHOLLEHWIO K ONpeaeneHHOMY 0-
KYMEHTY WUIM KOMMIEKCY AOKYMEHTOB. DT AEACTBUS MO yNpaBeHnto JOKyMeHTaMmn nogpo6bHo ykasaHel B ICO
15489-1, pasgen 9.

B MOMeHT BBOOA AOKYMEHTa KITHOYEBbBIE 3NIEMEHTbLI METaAaHHbIX 06 ynpaBreHnn AOKyMeHTaMu, Takue
KaK yKasaHusi B OTHOLLEHUN CPOKOB XPaHEHWS U OENCTBU, BbIMOSTHAEMbIX MO MX UCTEYEHUN, YPOBHN KIaccu-
duKaLmmn n CBe4EeHUs 0 perncrTpauun, cnegyet naeHtudmumposaTte U UCNONb30BaTh 4518 obecneveHus nog-
OTYETHOCTM OpraHu3aumm o6 ynpaBneHMn JOKYMEHTaMU B TEYEHNE BCETO MX XKU3HEHHOIO LMKNa.

MeTagaHHble ANs ynpaBneHus AOKYMEHTaMu LOIDKHBbI:

a) rapaHTUpoBaTb, YTO MHCTPYMEHTLI yNpaBneHns AOKYMeHTaMn, Takue Kak HopMaTUBHbIE JOKYMEHTbI
OpraHoB BnacTu, OTBeYatoLLMX 3a 0OTOOP 1 Nepeaady AOKYMEHTOB Ha NocneayoLLee XpaHeHNE Ui YHUYTOXeE-
HME, N CXeMbl UX Knaccudmkaumm, cxembl knaccudurkaumm OenoBbiX ornepaumii, a Takke cxeMbl knaccuduka-
uum 6e3onacHOCTU M AOCTyNa, MOryT MCMNOJMb30BaTbCS B CUCTEME YNpPaBreHUss LOKYMEHTaMM,

b) BBOAUTE MeTagaHHbIE O AEUCTBUAX, MPOM3BOAUMbBIX C JOKYMEHTaMU B CUCTEME YnpaBneHust JOKy-
MeHTamu,

15



FOCT P NCO 23081-1—2008

C) naeHTudmumpoBaTe N OOKYMEHTMPOBaTb METOAbl M MpaBuia YCTAHOBIEHWUS MOASIMHHOCTU Taknm
cnocobom, KOTOpbIN NO3BOMSET oNpeaensTb, kakne TpeboBaHNs K yCTaHOBIEHWIO NOASTMHHOCTU MPUMEHSANNCh
B JENOBbIX U JOKYMEHTALVOHHbIX ONepaunsix Ans onpegeneHHbIX TUMOB JOKYMEHTOB U Kakue areHTbl HeCyT
OTBETCTBEHHOCTb 3a WX BbIMOJIHEHME,

d) vaeHTMdUUMPOBaTb M JOKYMEHTMPOBATb NMOMTHOMOYMS areHTa unu paspeLleHns, Heobxogumele s
OCYLLECTBMNEHNS onpeaeneHHon AeaTenbHOCTH,

€) yCTaHaBnMBaTb BpEMEHHbIE OrpaHNYEHMS K aBTOpU3aLmm 1 NofHOMOYMSAM nofb3oBaTtenen u obecne-
YMBaTb UX PErYNSAPHbIA NEPECMOTP,

f) DOKymMeHTMpoBaTb MeTadaHHbIEe O AOCTyNe 1 6e30NacHOCTM, MPUMEHSIEMbIE K AOKYMEHTAM B CUCTEME
yrnpaBneHus JOKyMeHTamu,

g) obecneumBatb knaccudmkaumnio genoBbix QOYHKLMIA, 4ENCTBUN U TpaH3aKUUNA,

h) obecneunBatb KnaccMgukaumo JOKYMEHTOB,

i) cbmKcnpoBaTb CBA3N MEXAY AOKYMEHTaMM U UX COBOKYMHOCTSIMM, @ TaKKe MeXay JOKYMEHTaMu, areH-
Tamu 1 npoueccamu u

j) obecneunBaTb XpaHeHWe LOKYMEHTOB.

9.6.2 MeTapaHHbIe 0 npoueccax ynpaBneHUsa 4OKyMeHTaMun, obpasyrolmecs nocrie BBoga AOKY-
MeHTa

CosgaHune meTagaHHbIX O Mpoueccax ynpaBrieHUs JOKyMEeHTaMm SBMSeTCH BaKHbIM KOMMIOHEHTOM AJ1S
rapaHTM1 NOAJSIMHHOCTU, LENOCTHOCTU, MPUrogHOCTM ANt MCNOMNb30BaHUS Y HAAEXHOCTU AOKYMEHTOB. OTO B
paBHOW CTeneHyn OTHOCUTCH K Mobon opraHusaumun, Kotopasi HeceT unm byget HeCTM OTBETCTBEHHOCTb 3a
ynpaBneHue gokymeHtamu. CosgaHve aTux MeTagaHHbIX Takke OyaeT cnocobcTBoBaTh BbINOSIHEHUIO OMnepa-
LW MO ynNpaBrieHNo JOKYyMEHTaMm1, NPOBOAMMBIX OTHOCUTENBHO ONpeaeneHHoro AOKyMeHTa Unm KoMmniekca
OOKYMEHTOB u/vnn obecneunBaTb aBTOMaTU3aLMIO 3TUX onepaunn.

Takne meTagaHHble BKIIOYAKOT B ce69 AOKYMEHTUPOBaHUE:

a) npoueayp no yCTaHOBMNEHMWIO NMOAMMHHOCTY ANS KaXX4oro npeobpa3oBaHns JOKYMEHTOB U

b) npaBun konMpoBaHUSA LOKYMEHTOB, BUAOB KONMPOBAHMWS, OPraHoB, YMOSTHOMOYEHHbIX OCYLLIECTBNATh
KONMpOoBaHWe, a Takke TEXHOMNOIMIN 1 NnpoLeayp PYTUHHOIO NepeHoca JOKYMeHTa Ha HOBbI€ HOCUTENW Mo Mepe
NX CTapeHus.

TpeboBaHus k cO3a4aHnI0, BBOAY W NOAAEPXKKE MeTafdaHHbIX 06 ynpaBneHun AoKyMeHTaMum cogepxkarcs
B cnefyowmx nogpasgenax un nyHkrax MCO 15489-1:

8.2.2 «XapaKTepuCTuKM CUCTEM ynpaBfieHns AOKyMeHTaMn. HagexxHoCcTby,

8.2.3 «XapaKTepucTuKu CUCTEM ynpasfieHns AOKyMeHTaMu. LIenoCcTHOCTbY,

8.3.4 «[lpoekTMpoBaHue 1 BHegpPEHME CUCTEM YyNpaBreHns AoKymeHTamun, PacnpegeneHHoe ynpasne-
HMe»,

8.3.5 «[lpoekTupoBaHue 1 BHegPEHME CUCTEM YNpaBneHus JokymeHTamu. KoHBepTMpoBaHue 1 Murpa-
uns»,

8.3.7 «[lpoeKkTupoBaHMe U BHEOPEHME CUCTEM YNpPaBreHUa AOKYMEHTaMU. XpaHEHNE U YHUYTOXEHWE
OOKYMEHTOBY,

8.5 «[lpekpalieHne npMMeHeHns CMCTEM yrnpaBneHns JOKYMeHTaMmy,

9.2 «OnpegeneHne CPoOKOB XpaHEHNS AOKYMEHTOBY,

9.5 «Knaccudukaums»,

9.6 «XpaHeHue n obpalleHne ¢ JOKYMEHTaMm».
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MpunoxeHue A
(o6s13aTenbHoOe)

CBepneHUs 0 COOTBETCTBUM HauMOHarnbHbIX cTaHAaapToB Poccuinnckon Peagepaumm
CCbUIOYHbIM MEXAYHapoAHbIM CTaHA4apTam

Tabnuua A1

O603Ha4YeHne CCbINOYHOro

O603Ha4eHre U HaMMeHOBaHNe COOTBETCTBYIOLLErO HaLIMOHANbHOrO cTaHgapTa
MexayHapoZHoro cTaHgapTa o u Aap

MNCO 15489-1:2001 FOCT P NUCO 15489-1—2007 Cuctema ctaHgapToB no uHdopmaumm, 6udnmo-
TEYHOMY 1 n3aaTenbckoMy Aeny. YnpaeneHue gokymeHtamu. Obumne TpeGoBaHms
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YOK 005.92:006.354 OKC 01.140.20 T62

KntoueBble cnosa: OOKYMEHT, ynpaBlieHne OOKyMeHTaMW, CUCTeMa ynpaBlieHnA OOKYyMeHTaMW, npouecchbl
ynpaselieHnA JOKyMeHTaMUn, MeTadaHHble O JOKYMEHTE, obecneyeHne COXPaHHOCTN OOKYMEHTOB, 4OCTYN K O0-
KyMeHTaM, 3alnta AOKYMEHTOB, NCMNOJIb30OBaHNE OOKYMEHTOB, JOKYMEHTUpoBaHMe, 0asbl OaHHbIX, OOKYMEHT
MeTagaHHbIX, OenoBble ornepauunn, VIH(bOpMaLI,I/IOHHbIe CUCTEMBbI, MeTagaHHble, MeTafaHHble 06 ynpasJiieHuu
OOKYMEeHTaMW, MeTadaHHbIe 00 areHTax, MeTagaHHble O npoueccax, cucrema, cucremMma ana ocyuwectBelieHUA
OEeNoBbIX onepauw?l, CXEMbl KﬂaCCI/I(bVIKaLI,I/IVI, CXeMbl MeTagaHHbIX
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