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1 NnoaroToBJIEH d®eneparnbHbIM rocygapCTBEHHbIM YHUTAPHbLIM
npegnpusatnemM "POCCUNCKUM  HaAY4YHO-TEXHUYECKUW LEeHTp uHdopmauum no
cTaHgapTusauuu, METPOSoru n OLleHKe cooTBeTCcTBMUSA" (Oryri
"CtangaptmHdgopm"), depneparnbHbIM rocygapCTBEHHbIM 6ro0KEeTHBIM
yypexgeHveMm Haykm "BCEpOCCUMCKUA  WHCTUTYT HayyHOM U TEeXHUYECKOU
nHcpopmaumm Poccuinckon akagemumn Hayk" (BUHUT PAH), VicTopuko-apXmBHbIM
MHCTUTYTOM  (POCCUMICKMA  roCcyQapCTBEHHbIM  TYMaHUTapHbIM  YHUBEPCUTET),
d®epeparnbHbIM Bro0KeTHBIM yypexaoeHnem "Bcepoccumrckumn Hay4yHO-
nccrnegoBaTenbCKUN MHCTUTYT AOKYMeHToBeAeHus u apxusHoro gerna” (BHANOAL)
denepanbHOro apxuBHOMO areHTCTBa Ha OCHOBE COOCTBEHHOrO nepesoda Ha
PYCCKU A3bIK aHrMOSA3bIYHOM BEPCUM MeXOyHapOAHOro cTaH4apTa, yKas3aHHOro B
nyHKTe 4

2 BHECEH TexHuyecknm kommuteTom no ctangaptu3auum TK 191 "HaydHo-
TexHu4eckasi tHdopmaums, GudnmoTevHoe U u3gatensckoe aeno”



3 YTBEPXOEH W BBEOEH B OEWCTBWE [Npvkasom PenepansHoro
areHTCcTBa Mo TEXHUYECKOMY perynmpoBaHunio 1 MmeTponorum ot 26 mapta 2019 r. N
101-cT

4 Hactosumin ctaHaapT vaeHTndeH mexayHapogHomy ctaHgapty MCO 15489-
1:2016* "NHdopmaums n OOKYMeHTauus. YnpasrieHne pokymeHtamn. Yactb 1.
MoHaTna wn npuHumnel" (ISO 15489-1:2016 "Information and documentation -
Records management - Part 1: Concepts and principles”, IDT).

* [JocTyn K MexgyHapOoAHbIM WM 3apyD0exHbIM [LOKYMEHTaM, YMNOMSHYTbIM B
TEKCTe, MOXHO NosyYnTb, obpatmeMCh B Cnyxkby noaaepxku nonb3oBareneu. -
[MpumevaHne ns3rotoButTens 6asbl AaHHbLIX.

HavnmeHoBaHve HacTosLLEero cTangapTa N3MEHEHO OTHOCUTENBHO
HavMEHOBaHMSA YKa3aHHOro MeXOYyHaApOAHOro cTaHgapTa And npuBedeHus B
cootBetcTBUEe ¢ [OCT P 1.5-2012 (nyHKT 3.5) 1 onsa yBA3KM C HAUMEHOBaHUAMW,
NPUHATBIMU B CYLLIECTBYIOLLEM KOMMSIEKCEe HaLWOoHarbHbIX cTaHa4apToB Poccuinckon
depepauymn

5 BSAMEHOCT P CO 15489-1-2007

[Mpasuna npumMeHeHUss Hacmosiue2o cmaHdapma ycmaHo8rieHbl 8 cTatbe 26
denepanbHoro 3akoHa oT 29 uioHa 2015 r. N 162-93 "O craHgaptusaumm B
Poccuinckon ®depepaunn”. UHpopmauyus 06 USMEHEHUSIX K Hacmosauwemy
cmaHOapmy rybriuKyemcsi 8 exxe200HOM (110 COCMOSIHUI Ha 1 siHeapsi meKyu,e2o
eo0a) UHghopmauyuoHHOM  ykazamesne "HauuoHarnbHble cmaHOapmbl”, a
oguyuaribHbll  mMeKcm  U3MeHeHuU U  [10rpasokK -8  exeMeCcs4YHOM
UHgbopmayuoHHoM ykazamerne "HauyuoHarnbHble cmaHOapmbl”. B criyyae
nepecmompa (3aMeHnbl) unu OMMEHbI Hacmosu,eao cmaHOapma
coomeemcmasyrujee yegedomreHue bydem ornybrukogaHo 8 briuxxalueM 8birycKe
eXeMeCcsHHO20 UHGhopMayUuoHHo20 yKalamerns "HauuoHarnbHble cmaHOapmabl”.
Coomeemcmeyrowasa UHpopmayus, ysedoMmrieHUe U MmeKcmbl pa3Meu,aromcs
makxe 8 UHGhopMayUOHHOU cucmeme obuw,e2o nosib308aHuUsi - Ha oghuyuaibHOM
caime @edepanibHO20 azeHmcemea [0 MEeXHUYECKOMY pe2yriuposaHuro U
Memporsioauu 8 cemu MIHmepHem (ww.gost.ru)

BBeaeHue
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MexayHapoaHbin ctaHgapT MCO 15489-1 aBnsieTcs YacTblo cepum CTaHA4apToB
NCO 15489 "MHopmaumsa n gokyMmeHTauus. Y npasreHne okymeHTammn".

MexayHapogHbin ctaHgapt MCO 15489-1 copoepxuT MNOHATUS U MPUHLMNGI
co3faHus, BBOAA B CUCTEMY W ynpaBneHust OOKyMeHTamu. [aHHbli cTaHgapT
SBMSIETCA OCHOBOMOSaralwmMm W COAepXUT  OanbHenlme pykoBoACTBa WU
WHCTPYKUMM B OTHOLUEHMM OCHOBHbIX KOHLEMUWUA, TEXHUYECKUX MNPUEMOB U
NPaKTUYECKNX METOLO0B CO34aHNA, BBOAA B CUCTEMY U yNpaBneHust JOKyMeHTaMu.

O AoKyMeHTax U yrnpaBneHun AOKyMeHTaMu

[OKyMeHTbl  SIBMAOTCA  OAHOBPEMEHHO  CBMAETENbCTBaMM  OEerloBOM
OEeATEeNbHOCTU U MHA(OPMaUMOHHLbIMM akTuBamn. OHM OTIMYAKTCA OT  ApYruxX
MHGOPMALIMOHHBIX PECYPCOB Ha OCHOBaHUM WX [OoKasaTenbHOM porv npu
COBEpLUEHUN [OEeNoBbIX Oonepauui U UX Oonopbl Ha MeTagaHHble. MeTagaHHble
OOKYMEHTOB UCMONb3YTCA ANS ONPeaeneHnst U1 COXPaHeHMs1 KOHTEKCTa, a Takxe
NPUMEHEHNS COOTBETCTBYHOLLMX NPaBui Mo yrnpaBreHnto 4OKYMeHTaMM.

YnpaBneHue OOoKyMeHTaMK BKIOYaeT B cebs crieqyoLLee:

a) co3faHue OOKYMEHTOB W WX BBOA B CUCTEMY C LieNb OoKasaTenbcTBa
Be[eHUs AenoBbIX onepawui;

b) npuHATHE Hagnexawmx Mep no 3awmTe UX ayTEHTUYHOCTW, AOCTOBEPHOCTMY,
LLleNIOCTHOCTM M NPUrogHOCTM ANSl UCMNOMb30BaHNS B YCIOBUSIX U3MEHSIIOLLENCS BO
BpeMeHM 4enoBor cpeabl U TpeboBaHWI K yNpaBneHnio A0KYMEHTaMMU.

[MpumedaHne - "[enoBas gedAtenbHOCTL" B MexagyHapogHoMm ctaHgapte NCO
15489-1 MOXeT TOonKkoBaTbCHA B LUMPOKOM CMbICSie WM O3HayaTb Te BuAabl
OeATeNnbHOCTN,  KOTOpble  MOAAEpPXMBaKT  OOCTWXKEHME  cTosawmx  nepen
opraHusauven uenen. OyHKUMKM, BuObl OEATENbHOCTW, onepauum n paboudune
npouecchl ABMAKTCA creundmyeckmmmn opmammn "genoBon geaTteribHoCcTU" n
onpegeneHol B pasgerne 3.

Bce yvalwe [OOKyMeHTbl co3gatoTCs W XpaHATCHA B UMdpoBOM cpede, 4To
OTKPbIBAET psif HOBbIX BO3MOXHOCTEM [Afs UCMNOMNb30BaHUS  [JOKYMEHTOB.
LindppoBass cpepna Takke obecneymBaeT O605MbLyd MOKOCTb B  OTHOLLEHUM
BHeAPEHNa cpencTB ynpaBfeHust OOKYMEHTaMM BHYTPU U Mexay cucTemamu,
KOTOpPbIE€ OCYLLECTBIAKT ynpaBrieHne JOKYMEHTaMW.



N3meHsitoumecs mMogenn BedeHUs! OEeroBOM AEeATEeNbHOCTU PacLUMPSIOT Kpyr
OTBETCTBEHHOCTM B OTHOLUEHWM [OOKYMEHTOB, MpeogorieBas TpaguLMOHHbIE
rpaHnLbl OpraHu3auum n tpucankunn. dto Tpebyet oT cneymanicToB B obnacTu
ynpaBneHust  OOKYMEHTaMW  MOHWMaHUS W YOOBMETBOPEHMSI  PasfiNYHbIX
NOTPEOHOCTEN BHYTPEHHMX U BHELUHMX 3aMHTEPECOBAHHbLIX CTOPOH, YTO MOXET
BKIHOYaTb B ce0S MOBbILLEHHbIE OXMOAHUS B OTHOLUEHUM NPO3PaYyHOCTU NMPUHATUS
PELeHNA OT KOMMEPYECKMX OpraHuM3auun W rocyaapCTBEHHbIX CTPYKTYyp, CO
CTOPOHbl OOLLUECTBEHHOCTW, KIMEHTOB, MOfb30BaTenen YCnyr, AOKYMEHTHbIX
CyOBHEKTOB [JOKYMEHTHOrO B3aMMOOENCTBUS M OPYrMX N, 3anHTEPECOBaHHbIX B
co3faHuu, BBOAE B CUCTEMY U YNPaABIIEHUN AOKYMEHTaMMU.

[Mpumedanne - B cepun wmMexayHapogHblx cTtaHgaptoB WCO 15489
dopmynmpoBka "cosgaHue, BBOO B CUCTEMY W yrpasreHue" ncronb3yetcda And
0600LLEeHMSA npoLiecca yrnpaBneHus JOKyMeHTaMuy B LiernioM. [laHHasa dpopmynmposka
BKIMoYaeT B cebs npouecc nonyyvyeHuss LOKYMEHTa WU MHorve apyrve npoLuecchbl
ynpasneHusa JokyMmeHTamu, onmcaHHble B MCO 15489-1.

C yyeTom BbiLLen3noxeHHbIX drakTopoB B MCO 15489-1 npnsHaeTcst BaXXHOCTb:

a) ponn OOKYMEHTOB KaK BaXKHEWLIero MHCTpPyMeHTa OeroBON AeATENbHOCTU U
doopMmpoBaHUA MHPOPMALMOHHbLIX aKTUBOB;

b) pacwmpeHnss BO3MOXHOCTEN WCMOMb30BaHUA [OOKYMEHTOB B LMdPOBOW
cpege;

C) CUCTEM U1 NpaBwui CO34aHusA, BBOA4A B CUCTEMY U YrpaBneHNa JOKYMEHTaMW,
BbIXOASILWWMX 33 pPaMKM TpagULMOHHbIX OPraHM3auMOHHLIX FPaHWUL, Hanpumep, B
COBMECTHOW N MHOrOypoBHEBOW paboyen cpeae;

d) cpeacTB ynpaBreHust AOKYMEHTaMu, KOTopble MOryT ObiTb HE3aBUCUMbI OT
OPYrMX KOMMNOHEHTOB AOKYMEHTHbIX CUCTEM;

€) nepuoauMYecKkoro aHanmsa [AerioBor OeATEeNbHOCTU U KOHTeKcTa And
onpeaereHnsl, Kakme OOKYMEHTbl OOIMkHbl OblTb CO3A4aHbl, BBEAEHbI B CUCTEMY U
Kak crneayeT UMM yrnpaBnaTh B AanbHENLLEM;



f) ynpaBneHus puckamm npu paspaboTke cTpaTernn ynpasneHus JOKyMeHTaMun 1
MCMOMb30BaHUN nogxoda K  YNpaBfieHUO [OOKYMEHTaMu, KOTOpbI MO  CYyTu
npeacTaBnaeT cobon cTpaTermio ynpasrieHus puckamu.

[MockornbKy nosioxeHus n npuHumnsl MCO 15489-1 NpMMeEHsIOTCA B pasnmnyHbIX
[OEnoBbIX N TEXHONOIMYECKNX cpeaax, TpebyoTca pasHble Noaxoabl K BHEAPEHMUIO
cpencTB ynpaBfieHUs LOKymMeHTamu, npoueccoB n cuctem. B MCO 15489-1 He
npeacTtasneHbl NoapobHble pekoMeHdauun no BHEAPEHUIO CPeAcTB ynpasreHus
OIS KOHKPETHbIX YCIIOBUA, B KOTOPbIX NMPOUCXOOAT co3daHve, BBOL4 B CUCTEMY U
ynpaeneHue gokymeHtamn. B MCO 15489-1 onpepeneHbl KroyeBble MOHATUSA U
YCTaHOBMEHbI MPUHLUMMbLI BbICLLEro YPOBHA, Ha OCHOBE KOTOPbIX MOryT OblTb
pa3paboTaHbl MpoLecchbl, CpeacTBa M CUCTEMbI YrpaBfieHUs OOKYMeHTamu B
nobon cpege.

MpeumyliectBa

OcHoBaHHble Ha nosnoxeHusax NCO 15489-1 nogxogbl K co3faHuio, BBOOY B
CUCTEMY M YyNpaBfieHUIO AOKYMeHTamu obecnedmBaloT LOCTYN K odmumanbHbIM
CBUOETENbCTBAM LEMNOBON AeATENBbHOCTU ANA TEX, KTO B HUX HY)XXOAeTCH, U 40 Tex
nop, Noka aTo TpedyeTcs.

JT0 crnocobcTByeT:

a) NoBbILWEHUIO NMPOo3pa4v4HOCTN N NOOOTHETHOCTMW,

b) doopmmpoBaHnto ek TUBHON NONUTUKN;

C) cornacoBaHHOMY MPUHATUIO PELLEHWI;

d) ynpaBneHuto puckamu B 4ENOBON Cpeae;

e) obecnevyeHno HeNPepPbIBHOCTN LEMNOBOWN OEATENBLHOCTU B Cllydae KatacTpod
(4pesBbl4anHbIX CUTYyaLUR);

f) sawmTe npaB n 06a3aHHOCTEN OpraHn3au i U YacTHbIX NUL;

g) 3awmTe 1 nogaepxke B cyaebHblx pasbupaTenbcrBax;



h) cobnogeHnio NoNoXeHnn 3akoHoaaTeNbHbIX U HOPMATMBHO-NPABOBLIX aKTOB;

i)  paclmpeHVio  BO3MOXHOCTEW  [OEeMOHCTPUPOBATb  KOPMNOpPaTUBHYHO
OTBETCTBEHHOCTb, BKIOYasA AOCTIDKEHME Lienen B 0611acT YCTONYMBOMO Pas3BUTUS;

j) COKpalWeHWIO M3OepXeK 3a CYEeT MOoBbieHUs 3EeKTUBHOCTN BeaeHus
AenoBbIX ornepawui;

K) 3almTe nHTennekTyansHom COBCTBEHHOCTMU;

|) Hay4YHO-UccnegoBaTenbCKOM OEeATEeNbHOCTU, OCHOBAHHOM Ha (haKTUYECKUX
OaHHBbIX;

m) hopMMPOBaHNIO OEMOBON, NEPCOHANBHON U KYIbTYPHOW CneLnguku;

n) 3awmTe KoprnopaTMBHOW, NEPCOHANbHOM N KOMMEKTUBHOW NaMSTW.

[MonuTuka, pacnpeneneHHas OoTBETCTBEHHOCTb W npouenypbl co3gaHvs, BBoga
B CUCTEMY W yNpaBlieHUs OOKYMEHTaMun MogAepxuBaloT rnporpaMmmbl yrnpaBrieHUd
KopnopaTuBHOW MHJOpMaLMeN.

CBA3b Cc ApyrumMu cTaHgapTamm

MexayHapogHbin ctangaptT UNCO 15489-1 paspabotaH Kak aBTOHOMHbIN
pecypc. TeM He MeHee OH SABNSETCH 4YacTbio MEeXOyHapOAHbIX CTaHOapToB W
TEXHMYECKMX OTYETOB B LIENIOM psife acnekToB cOo3faHus, BBOA B CUCTEMY U
yrnpasneHna gokymeHtamn. OHM nepedncneHol B pasgene "bubnuorpadms”, n K
HAM MOXHO ObpaTutbCcA 3a 6oree nogpobHOM MHAOPMaLMEN MO KOHKPETHBLIM
acnekTam yrnpasrieHUs JOKYMEHTaMM.

YnpaereHve [OOKYMEHTaMnm B COOTBETCTBMM CO BCEMM YacTaMu cepun
MexgyHapoaHblx ctaHgaptoB MCO 15489 nmeeT nepBOCTENEHHOE 3HAYeHWe AN
ycnewHon peammsauum Cuctembl ynpasneHus gokymeHtamu (CY[) - cucTtembl
meHemxveHTa CO, koTopas pernaMmeHTUpyeTcs MexayHapoaHbIMU cTaHaapTaMmu
cepum NCO 30300. CY[ cBsA3biBaeT ynpasBrieHVe AOKYMEeHTaMu C YCMeLUHOW
OEeATENbHOCTbI0 OpraHu3auuMn U NoAOTYETHOCTLIO MyTEM CO34aHus CTPYKTYPbI,
BKIOMAOLLEN MOMUTUKY, Lenn 1 pyKOBOACTBA A5 LOKYMEHTOB.



B MCO 15489-1 ycTaHoBneHbl cregyolme TpeboBaHus:
a) onpegerneHne ponen n OTBETCTBEHHOCTMY;

b) cuctematmnyeckme npoueccsl;

C) MOHUTOPWHT 1 OLEHKA;

d) nepecMoTp 1 CoBEpLLUEHCTBOBAHME.

PykoBogutensm wn Opyrmum nuuam, 3auMHTEPEecOBaHHbIM BO  BHELPEHUW,
aKkcnnyatauum n ynydweHun CY[], pekomengyeTcs ucnonb3oBatb ctaHgapt NCO
15489-1 coBMeCTHO ¢ MexayHapoaHbiMu cTaHgaptTamu cepum MCO 30300.

1 O6nactb npumMmeHeHusA

HacTosumin ctaHaapT onpenenseT NOHATUS U NPUHLMNBI, HA OCHOBE KOTOPbIX
paspabaTbiBalOTCs MNOAXOAbl K CO34aHuio, BBOAY B CUCTEMY U YMpaBrEHMIO
OOKyMeHTaMu. B cTaHaapTe onncaHbl MOHATUS U NPUHLMUMBI, OTHOCSILLMECS K:

a) AOKYMeHTaM, MeTalaHHbIM JOKYMEHTOB N JOKYMEHTHbIM CUCTEMaM,

b) nonutuke, pacnpeneneHnto OTBETCTBEHHOCTU, MOHUTOPUHIY N O0BY4YeHWIo,
obecneymatoeMy 3peKTUBHOE ynpaBrieHne JOKYMEHTaMMu;

C) nepvoauy4eckomy aHanmay OeroBoi cpedbl U onpedeneHuo TpeGoBaHui K
[OKYMEHTaLUK;

d) cpeacTBam ynpaereHust 4OKyMEHTaMu;

e) npoLeccam co3gaHusl, BBoga B CUCTEMY U yNPaBNeHUs1 AOKYMEHTaMW.



HacTtoswmi ctaHgapT OTHOCUTCS K CO34aHuI0, BBOAY B CUCTEMY U YNPABIIEHMIO
OOKYMEHTaMN HE3AaBUCMMO OT MX CTPYKTYPbI U hopMbl BO BCEX BUOAX AENOBOM U
TEXHOJOMMYEeCKON cpeabl C TEYEHNEM BPEMEHW.

2 HopmaTtuBHbIe CCbINKU

B HacTosawem CTaHA4apTe HOpMaTUBHbIE CCbIJIKA OTCYTCTBYHOT.

3 TepMUHbI 1 onpeaeneHus

B HacToALEM cTaHgapTe NnpUMeHeHbI cnegywuwpe TePMUHbI Cc
COOTBETCTBYHOLLMMU onpeaerieHNAMIn:

3.1 poctyn (access): [lpaBo, BO3MOXHOCTb, CpedcTBa, obecneduBatoLupe
MOMCK, UCMONb30BaHME NN U3BneYeHne nHdopmawmu.

3.2 peatenbHoctb (activity): OcHoBHaa 3agaya, BbINOMHAEMas [ENOBOW
CTPYKTYypoW B pamkax ee pyHKLmn (cm. 3.11).

3.3 areHT (agent): OTgenbHoe nuuo, paboyass rpynna wnnM opraHuMsauus,
OTBETCTBEHHAA 3a/unnM BOBIEYEeHHas B MpoOLecChbl Co3daHud, BBoga Wwunm
yrnpaBrieHNsa JOKYMEHTaMM.

MNpymedaHne - TexHOMNorMYeckne WHCTPYMEHTLI, TakMe Kak MNporpaMmmHbie
MNPUINOXEHWS, MOMYT CUYMTATbCH areHTaMmu, €eCinv OHW BbIMOSHAKT onepauun ¢
OOKYMEHTaMM.

3.4 cxema knaccudcdpukauum aenoBbix onepaummn (business classification
scheme): IHCTpyMeHT Ans CBA3M OKYMEHTOB C KOHTEKCTOM MX CO34aHUs.

3.5 knaccudukauums (classification): Cuctematmyeckas ngeHTMmKauna n/mnm
yrnopsifovyeHMe AerioBon OesATENbHOCTU W/WUMM OOKYMEHTOB MO KaTeropuysim B
COOTBETCTBUM C JIOTMYECKM CTPYKTYPUPOBAHHBIMU YCMOBUSAMW, MeTod4amMu W
npouenypHbIMU NpaBuiamn.



3 . 6 kKoHBepTMpoBaHue (conversion): [lpouecc nepeBoga [LOKYMEHTOB WU3
OfHOro chopmata B 4pyromu.

3 . 7 yunuytokeHue (destruction): [Mpouecc YyHUMTOXEHUA WM yaaneHus
AOKYMEHTOB 6€e3 Kakon-rimbo BO3MOXHOCTU UX BOCCTAHOBIIEHUS.

3.80100p M nepepaya Ha XpaHeHMEe WU YHUYTOXKeHMe (disposition):
COBOKYMNHOCTb MPOLLECCOB, BKITIOYAKOLMX 3KCNEPTU3y LEeHHOCTHN, OTOOop, nepenavy
Ha XpaHeHWe W YHUYTOXEHWe [JOKYMeHTOB (CM. 3.7), OCYLUeCTBMSieMbIX B
COOTBETCTBUM C npasunamm (cM. 3.9) nnu gpyrumm UHCTPYMEHTaMMW.

3.9npaBuna otoopa M nepepaum (disposition authority): WNHCTpymeHT,
KOTOpbIM ornpefenser aencteus no otbopy v nepepadve (cMm. 3.8) oTAeribHbIX
[OKYMEHTOB Ha XpaHeHWe U1 YHUYTOXEHNe.

3.10 pokasaTtenbcTBO (evidence): [JoKkymeHTaumst O TpaH3akuum (LernoBow
onepauum) (cm. 3.18).

[MpumedaHne - [okymMeHTarbHOe MNOATBEPXKOEHME COBEPLUEHNA TpaH3aKuum
(oenoBown onepaumm), co3gaHHoe Npy 0ObIYHbBIX YCIOBUSIX BEAEHUS AeATENbHOCTHU
N ABNAOLLIEECHS LENOCTHbIM (HEMNOBPEXOEHHbIM) M MOMHbIM.  JTOT TEPMUH
NPUMEHSIETCS HE TONbKO B FOPUANYECKOM CMbICHE.

3.11 dbyHkuma (function): MeponpuaTua, BbINOMHEHNE KOTOPbIX obecnevnsaeT
AOCTWXeHWEe CTpaTermyecknx Lernen gernoBon CTPYKTYypbl.

3.12 meTapaHHble AoKymeHTOB (metadata for records): CTpykTypnpoBaHHas
WNM  NONYCTPYKTYpUpoBaHHas uHGOpMauus, KOTopas Mo3BOMsieT co3aaBarthb,
yrnpaBnaTb M UCMNOSb30BaTh JOKYMEHTbI B pasHoe BpeMs U B pasfinyHbIX obrnacTax
AeATenbHOCTI.

3.13 murpauma (migration): lNpouecc nepemMelleHnss LOKYMEHTOB W3 OOHOW
annapaTHOM UM NPOrpaMMHON KOHUrypauum B gpyryto 6e3 nameHeHus doopmara.

3.14 pokymeHTbl (records): [JokymMeHTUpOBaHHas MHJopmMauunsa, co3gaHHas,
nony4yeHHas M coxpaHsiemas opraHusauuMen WM 4YacTHbIM NUUOM B KavecTBe
pokasatenbctBa (cm. 3.10) mn  aktmBa Ana  NOATBEPXKOEHWUS  MPaBOBbIX
06s3aTensCTB UMK 4eroBour TpaH3akuum (cMm. 3.18).



3.1 5ynpaBneHne pAoKymeHTamn (records management): O6nacTb
yrnpaerneHunsa, obecnevmBarolias 3peKTUBHOE N CUCTEMATUYECKOE CO34aHue,
nofny4yeHne, CoOxXpaHeHue, WUCMOoMb3OBaHMEe, nepedady Ha  XpaHeHue  unm
YHUYTOXEHNE OOKYMeHTOB (cM. 3.8), BKMtoYad npoueccbl BBO4A B CUCTEMY U
coxpaHeHust fokasatenscTB (cM. 3.10) n nHdopmaumnmn o 4enoBon AeATeNbHOCTU K
TpaH3akuyuun (obmeHe nHgopmaumen) (cm. 3.18) B BUAE AOKYMEHTOB.

3.16 nokymeHTHaa cucrtema (records system): WHdopmaumnoHHaa cucTtema,
obecnednBaroLLas ynpaBrieHMe AOKYMEHTaMM 1 4OCTyn K HUM (cM. 3.1) B TedeHune
onpeneneHHoro BpeMeHw.

[MpumedaHne - [OKyMeHTHasi cucTeMa MOXET COCTOATb M3 TEXHUYECKMX
9NIeMEHTOB, TaKMX Kak MporpaMmmHoe obecneyeHne, KOTopoe MOXeT ObITb
cneumanbHO paspaboTaHo ANa ynpaBneHus AoKyMeHTamm nnbo and Kakon-nmbo
OPYron KOMMEPYECKOW Lenn, a Takke HeTEeXHUYECKUX OINIEMEHTOB, BKIIOYas
MONUTUKY, npouenypbl, NoAerd 1 ApYrMX areHToB, a TaKxe pacnpegeneHve
ob6s1I3aHHOCTEN.

3.17 cxema MeTapaHHbIX (schema): Jlormyeckun nnaH, noKasbiBaKOLMM
OTHOLLEHMSI MeXay JdreMeHTaMu MeTafaHHblX, Kak [MpaBuio, MNocpeacTBOM
YCTaHOBIEHUA MpaBui UCMNOSMb30BaHWUA W yrpaBlieHUs MeTagaHHbIMKU, OCOBEHHO
KacaroLmMxcsa CeMaHTUKK, CUHTaKcuca 1 cTeneHn o6s3aTtenbHOCTU OaHHbIX.

3.18 1pan3akuumsa (transaction): HaumeHbwasn eguHmua paboyero npouecca (Cum.
3.19) obmeHa MHdopmaumen n/nnu apyrumm pecypcamm mexay aAsymsa unn 6ornee
y4acTHMKaMW UK CUCTEMAMMN.

3.19pabounmn npouecc (work process): OOHO WM HECKOSBbKO
nocnegoBaTenbHbIX  AENCTBMK, Heobxooumbix AOfs  Co34aHust  pesyrnbrara,
COOTBETCTBYHLLErO NpaBuiam ynpasreHus.

4 NMpuHUUNBI yNnpaBNeHUs AOKYMEHTaMMU

YHpaBneHme AOKYMEeHTaMMn OCHOBAHO Ha clieAylouwmx npuHyunax:



a) cosgaHne, BBOO B CUCTEMY W YynpasreHWe [OOKYMEHTaMWU SBSKOTCS
HEOTbEMSIEMON YacCTblo BeAEHNs AeroBblx onepauun (cm. 5.1);

b) AOKYMEHTbI, HE3aBUCUMO OT POPMbI UMM CTPYKTYPbI, ABMAAKOTCA NOOSMHHBIMA
AokasaTtenbcTBamMn [OeATenbHOCTM B TOM Cllydae, Korga OHW COOTBETCTBYHOT
XapakTepucTMkaMm ayTeHTUYHOCTW, AOCTOBEPHOCTU, LLeSIOCTHOCTU U NPUrO4HOCTU
AOJ19 UCnonb3oBaHus (cm. 5.2.2);

C) OOKYMEHTbl COCTOAT W3 KOHTEHTa WU MeTafaHHbIX, KOTOpble OMnUCbIBaloT
KOHTEKCT, KOHTEHT N CTPYKTYPY AOKYMEHTOB, a TaKxe yrnpaBfieHMe UMU B TeYeHune
BpemeHu (cMm. 5.2.3);

d) pelweHus, Kacawlmecs co3gaHusi, BBOAA B CUCTEMY W  YNpaBleHUs
OOKYMEHTaMK, OCHOBaHbl Ha aHanmM3e 1 OLEeHKe PUCKOB AEeNIOBOV AEeSATENbHOCTU B
[OEenoBOM, NPaBOBOM, HOPMATMBHOM M COLIMArnbHOM KOHTEKCTE (CM. pasgen 7);

€) CWUCTEeMbl ynpaBfeHus [OOKYMEeHTaMu, He3aBUCUMO OT CTEMNEeHU uX
aBTOMaTM3auun, No3BONSOT MPUMEHATb CpeacTBa YnNpaBfieHWUs AOKYMEHTaMU U
OCYLLECTBIATL MpOLEecChbl Co3daHuns, BBOAA B CUCTEMY W YyrNpaBreHUs MMn (CM.
5.3). OHM 3aBUCAT OT onpeneneHHon MOnuTUKK, pacnpeneneHus o0bs3aHHOCTEN,
MOHUTOPWUHIrA, OLIEHKM U 0by4yeHuss B LENsX BbINOSIHEHUS YCTaAHOBSIEHHbIX
TpeboBaHU K AOKyMeHTaumun (CM. pasgen 6).

Bonee nogpo6GHO NepeyvncrieHHble NMPUHLMMNBLI pacCMaTpUBalOTCS B pasaenax o
CpeacTBax yrnpaBneHus 1 npoueccax ynpasneHust JOKYMeHTaMu.

5 D,OKyMeHTbI N OOKYMEHTHbIe CUCTEMDbI

5.1 O6wume nonoxeHus

[OKYMeHTbI ABNAKTCAH OLHOBPEMEHHO CcBUOETENLCTBOM AernoBou
AEATEeNbHOCTU U MHOPMaLMOHHBIMU akTuBamu. Hpopmauven, He3aBnCcMMOo OT ee
CTPYKTYpPbl U ¢popMbl, MOXHO YNpaBriAaTb Kak JOKYMEHTOM: HdopMaumen B Buae
AOKYMEHTA, COBOKYMHOCTbIO AaHHbIX UM OPYrnxX TUMOB LMJPOBOM WHAopMaumm
UMM MHGpopMaLven Ha TPagULMOHHBIX HOCUTENsSX, KOTOPYK CO34alT, BBOOAT B
CUCTEMY 1 KOTOPOW yNpaBJiAloT B NpoLecce AeSfloBoN LeATeNTbHOCTMU.

YnpaBneHue OOoKyMeHTaMK BKIOYaeT B cebs crieqyoLLee:



a) co3gaHve M BBOA OOKYMEHTOB B CUCTEMY AnNsl BbIMONHEHUs TpeboBaHu K
OoKasaTenbCTBY AeNOBOV AEATENbHOCTY;

b) NPUHATUE HaAnNexXawmnx mep Anda 3aumTtbl X ayTEHTUYHOCTHU, JOCTOBEPHOCTMW,
LesloCTHOCTN U NpurogHoOCT AnA UCnosfib3oBaHUA B CBA3UM C TEM, YTO AenoBown
KOHTEKCT U TpGGOBaHI/IFI K yrnpasiieHno CO BpeMeHEM MEHAIOTCA.

B ynpaeBneHun OoKymMeHTamMu MeTadaHHble npeacTaBnsaloT cobov AaHHble,
ONUCbIBalOLLME KOHTEKCT, CcoAepXaHue W CTPYKTYpy [AOKYMEHTOB, a TaKxe
yrnpaBfneHne wuMn C TeveHveM BpemMeHW. MeTagaHHble SBIATCH  BaXHbIM
KOMMOHEHTOM Jtoboro gokymeHTa (cMm. 5.2.3).

lepaBneHvle AOKYMEeHTaMu nogaepxmBaetcAaA OAOKYMEHTHbIMUA CUCTEMaMU (CM.
5.3).

5.2 10KyMeHTbI

5.2.1 O6wme nonoxeHus

[OKYMEHTbI N NX COBOKYMHOCTWN (PUKCUPYIOT OTAESbHbIE COOLITUS 1K onepawmm
N CO34al0TCs B pesynbTaTe paboymx npoLeccos, 4eNCTBUN UK OYHKLIWA.

[loKyMeHTbl, He3aBMCUMO OT (OPMbl WM CTPYKTYpbl, OOSPKHbI 0bnagatb
XapakTepucTMkamMmn ayTeHTUYHOCTW, AOCTOBEPHOCTM, LLENOCTHOCTU U NPUrOAHOCTM
ONs  ucnomnb3oBaHust (CM.  5.2.2), KOTOpble CYMTalTCs [O0Ka3aTerbCTBOM
NOANMMHHOCTN [OEenoBbiX COObITUA WM ofnepauuin U MONMHOCTbI  OTBeYaroT
yCTaHOBIIEHHbIM TPeOOBaHNAM NO BeOEHWUIO AENOBbIX Onepawuin.

5.2.2 CBoMCTBa A, OKYMEHTOB
5.2.2.1 AyTEHTUYHOCTb
[IOKyMEHT siBnsieTCs ayTeHTUYHbIM, €CIN OH:

a) COOTBETCTBYET YCTAHOBIEHHbLIM NMpaBuiam;



b) 6611 co3gaH unm oTnpaeneH yrnorMHOMOYEHHbLIM JTULLOM;

c) Obin co3gaH unm OTNpPaBIieH B TO BPEMS, KOTOPOE yKa3aHo B JJOKYMEHTE.

[MpaBuna BeaeHUa OenoBbIX onepauun, npouecchl, nonuMTuka 1M npouenypsl,
KOTOpble KOHTPONMPYKT co3daHune, BBO B CUCTEMY M ynpaBfieHne LOKYMEeHTamMu
(cM. 6.2), OOMKHbI OblTb BHeApeHbl M AOKYMEHTarbHO 3adMKCUMpPOBaHbl NS
obecrneyeHns ayTeHTMYHOCTU [OOKYMEHTOB. Y4YacCTHWKM npouecca Cco3gaHud
AOKYMEHTa A0IkHbl 6bITb aBTOPM30BaHbl U aeHTudmumnpoBaHbl (CM. 6.3).

5.2.2.2 [J0CTOBEPHOCTH

,D,OCTOBeprIM ABIAETCA OOKYMEHT:

a) coaepXaHne KOTOPOro MOXHO CUYMTaTb MOSHLIM U TOYHLIM NpPenCcTaBleHNEM
noaTBepPKOaeMbix onepauun, 4eaTensHOCTU Ui aKkToB;

b) kOTOpOMYy MOXHO OOBEPATL B NOCHEaYHLMX ornepaumsix Unm B NOCNeayoLLen
NeATEenbHOCTMW.

[loKyMeHTbl OOIPKHbI OblTb CO34aHbl BO BPEMSI UM cpa3y nocrie cobbiTus, K
KOTOPOMY OHW OTHOCSTCH, fuuamMu, AOOCTOBEPHO 3HalWMMM dakTbl, Wnn
cucTteMamu, 00bI4HO NCMNOSb3YEeMbIMU MPU NPOBEAEHUN AAHHOWN OnepaLun.

5.2.2.3 LlenocTHOCTL

LlerniocTHbIM  aBnigeTca [OOKYMEHT, KOTOPbIN XapaKTepusyeTCcs [MOSIHOTON W
HEN3MEHHOCTbIO.

[OKYMeHT [ospkeH OblTb 3almueH OT HeCaHKLMOHUPOBAHHOMO W3MEHEHUS.
MonmTtnka 1 npouenypbl ynpaBfieHUss OOKYMEHTaMWM OOSDKHbl yKasblBaTb, Kakue
OOMOSIHEHNST NN U3MEHEHUA MOryT ObiTb NPUMEHEHbl K [OKYMEHTY Mocre €ero
co3faHus, npu Kaknx obCTosaTeNbCTBaxX Takme AOMNOSIHEHNUS UM U3MEHEHUST MOTYT
OblTb paspelleHbl M KTO YMNOMHOMOYeH caenatb 3710 (cMm. 6.2). HormkHa ObiTb
obecneyeHa BO3MOXXHOCTb BbISIBNEHUS n OTCEXUBaHUS NMoBbIX
CaHKLMOHMPOBAaHHbIX N3MEHEHUI, [0BaBNEHN UK yaaneHui B JOKYMEHTE.



5.2.2.4 [purogHOCTb 419 UCMONb30BaHUS

ﬂpl/lFOLl,HbIM A1 NCNOoJNb30BaHUA ABINAETCA [OOKYMEHT, KOTOprVI MOXeT ObITb
HanOeH, W3BIIEYEH, BoOCnpon3segeH U WHTeEprpeTnposaH B Te4YeHUe BpPEMEHMU,
YCTaHOBJIEHHOIO 3anHTepeCcoBaHHbIMN CTOPOHaMW.

[OKYMEHT, NpurogHbIi AN UCNOoNb30BaHWs, OOSPKEH OblTb CBA3aH C AerioBov
AEeATEeNbHOCTBIO MM onepaumnen, B pesynbrTate KOTOpoM OH Oblin cosgaH.
Heobxoaumo nogaepxvBaTb CBSA3N MeXOy AOKYMEHTaMW, KOTOpble (MKCUPYHOT
COOTBETCTBYHOLLYIO JESIOBYHO Oornepauuio.

MeTagaHHble [OOKYMEHTOB [OfbkHbl obecneymBatb WX NPUrOAHOCTL  ANA
MCMOMb30BaHNA  NyTeM  NpedocTaBfieHnss  MHopMauuu, KOTopast  MOXeT
notpeboBaTbCA AN WX U3BMEYEHUS U MOMCKA, HanpuMmep WOEHTUMKaTopoB,
dopmata unm nHgopmaLmm o XxpaHeHun (cm. 5.2.3).

5.2.3 MeTtagaHHble JOKYMEHTOB

MeTagaHHble LOKYMEHTOB AOPKHbI OTOOpaxaThb:

a) 0enoByto cpeny;

b) B3aMMO3aBUCUMOCTb W CBA3U MexXOy AOOKyMEeHTaMn WU [OOKYMEHTHbIMU
cuncreMamu;

C) CBeAeHMs1, OTHOCSLLMECS K MPaBOBOMY U COLMArbHOMY KOHTEKCTY;

d) B3aMMOCBS3M C areHTamu, KOTOpble CO34at0T [OOKYMEHTbI, YNpaBnsaloT
OOKYMEHTaMM N UCMOMb3YHOT UX.

MeTagaHHble BBOAA OOKYMEHTOB B CUCTEMy YCTaHaBJ/IMBaAKTCA WU
npuceamBaroTcAa rMnpun co3gaHnn [JOKyMeHTa Win BBOAE €ro B CUCTEMY U HE
M3MEHAIOTCA.



MeTagaHHble NPOLIECCOB YrMpaBfeHUst OOKYMEHTOM codepXaT CBedeHus O
OENCTBMAX B OTHOLIEHUM [OOKYMEeHTa W Apyrmx CcoObITUSX B MNepuog  ero
CYLLECTBOBaHMs, BKIloYas 3a4eNCTBOBAHHbIX areHToB. MeTagaHHble 0 OeNCTBUSAX
B OTHOLLEHMX [OOKYMEHTa MNPOAOIPKAIT HaKannmMBaTbCsA Ha MNPOTSHKEHUMU BCEro
BpeMeHu, Noka obecneunBaeTcs ynpasneHne JOKYMEHTOM M ero UCMosib30BaHue.

ﬂOCKOJ’Ibe MeTadaHHbl€ HaKarmBakwTCA C Te4YeHnem BpemMeHn, MoMMmMo
npo4yero, OHN AOKYMEHTUPYHT MCTOPUKO OOKYMEHTA.

MeTagaHHbIMW OOKYMEHTa crefyeT ynpaensaTb, Kak M CaMUM LOKYMEHTOM,
MOCKOSbKY OHW OOSMKHbI ObITh 3alUMLLEHbl OT yTpaTbl UM HECaHKLMOHUPOBAHHOMO
yaaneHns n COXpaHeHbl JMBO YHWMYTOXEeHbl (cMm. 9.9) B COOTBETCTBUMM C
TpeboBaHsIMK, onpefeneHHbIMA Ha OCHOBE aHanv3a LernoBbiX MPOLEeCcCcoB (CM.
pasgen 7). HocTyn K MeTagaHHbIM criegyeT KOHTpONMpoBaTb MNOCPeaCTBOM
pacnpeaeneHnsi npas 4OCTYNa M BbINOMHEHNA COOTBETCTBYOLWMX NpaBun (CMm. 8.4).

YHpaBneHme KOHTEHTOM OOKYMEHTa N CBA3aHHbIMU C HUM MEeTaaHHbIMU MOXET
OCYyLUEeCTBIIATbCA B OOHOW WM HECKOMbKMX cucTemax nmbo B OOHOM MecTe U
cucteme. Jlormyeckme B3aMMOCBSI3W WM CBA3M  KOHTEHTA OOKYMEHTa WU
MeTadaHHbIX crieayet co3gaBatb W noggepxmpartb C  MCMNOJSfIb3OBaAHMEM
adBTOMAaTU4EeCKNX UK PYyYHbIX NpoLEeCCOB.

MeTagaHHble OOKYMEHTOB [OSPKHblI COCTOATbL M3 MHGOPMaL UK, OTpaxaroLlemn
criegyroLlee:

a) onncaHne KOHTEeHTa AOKYMEHT3;

b) cCTpykTypy nOOKymMeHTa (Hanpumep, ¢opmMmy, dopmMatr M CBA3M  Mexay
KOMMOHEHTaM1 JOKYMEHTA);

C) [AernoByl cpedy, B KOTOPOW AOKYMEHT Obln co3gaH unn MNofyyvyeH U
MCMNOSb30BaH;

d) B3anmocBsA3n ¢ ApyrMMy OKYMEHTaMMN U APYrMMN MeTagaHHbIMU;

e) naeHTudmkaTopbl U UHYO MHGOpPMaLMo, HeOOXoAMMYO ANst U3BMNEYEHUS U
npeacTaBneHnst OKYMeHTa, Takyro Kak doopmMaTt nnm nHgopmaumns 0 XpaHeHuu;



f) mencteua U cobbITUA, CBA3AHHbIE C JOKYMEHTOM Ha NPOTSXEHUU BCEro ero
CyLLeCTBOBaHUS (BKMOYas AaTy U Bpemsa OEWCTBUW, U3MEHEHUS MeTafaHHbIX W
areHToB, OCYLLECTBIIALLMX AaHHbIe EACTBUSA).

[OKyMEHTbI, He MMetoLLMe Takux MeTaZaHHbIX, He obrnagarT XxapakTepucTukamm
MOMHOLUEHHbIX JOKYMEHTOB (CM. 5.2.2).

[ononHutenbHble MeTagaHHble MOryT notpeboBaTbCA B 3aBUCMMOCTM  OT
HOPMaTMBHO-NPaBOBbLIX TpeboBaHMM W OTpacneBbiX CTaHOapTOB, a Takxe
KOHKPETHbIX TpeboBaHWM [enoBOov [OeATenbHOCTU, OornpeferneHHbIX BO BpeMs
aHanu3a enoBbIX NpoLeccos (CM. pasgen 7).

MeTagaHHble OKYMEHTOB A0KHbI ObITb ONMcaHbl U 3adMKCUPOBaHbI B CXeMax
MeTagaHHbIX (CM. 8.2). Pa3paboTky cxemM MeTafaHHbIX criegyeT MnpoBOAUTb Ha
OCHOBaHWW pe3yrnbTaToB aHanmsa 4enoBblX NPOLEeCcCoB, K KOTOPbIM OHU OTHOCSTCS
(cMm. pasgen 7).

5.3 [1OKyMeHTHbI€ CUCTEMbI

5.3.1 O6wue nonoxeHnsA
[ OKYMEHTHbIE CUCTEMbI AOIPKHbI:
a) NPUMEHSTb CpeacTBa ynpaBsfeHus JOKyMeHTaMu (CM. pasaen 8);

b) nogaepxmBaTb npoueccbl CO34aHud, BBOA4A B CUCTEMY W yrpaBreHus
AOKyMeHTamu (cM. pasgen 9);

C) nopogepxviBaTb CO3JaHME W COXpPaHEHUEe JIOrMYECKUX CBA3EN Mexay
KOHTEHTOM 1 MeTafaHHbIMU JOKYMeHTa (CM. 5.2.3).

[pn paspaboTke M BHeOpPEeHUM [OOKYMEHTHbIX CUCTEM crefyeT YydYuTbiBaTb
[enoBon KOHTEKCT (cM. 7.3) n TpeboBaHus, npeabsaBnseMble K JOKyMeHTaMm (CM.
7.4). JoKyMeHTHble CUCTEMbI AOSMKHbI OTBeYaTb TpeboBaHUAM:



a) COOTBETCTBUA XapPaKTEPUCTUKaM OOKYMEHTHbIX CUCTEM, MNEepevHnUCrieHHbIX B
5.3.2,

b) coBMecTUMOCTM ANst NoaAepPXKN B3auMOOeNCcTBUSA C APYrMMUM CUCTEMaMM U
rMbkoro nogxona K UCMonb30BaHMIO CPeaCcTB YyNpaBeHnsl 4OKYMeHTaMmu;

C) MNPOCTOThbI 1 ornepaTtnBHOCTU UCMOJIb30BAHUA OOKYMEHTOB;

d) FOTOBHOCTUN K TEXHONOrm4eCKknm minm opraHm3aumoHHbIM U3SMEHEHNAM, TaKUM
KaK MogepHmn3auna CUCTemMbl WM adMUHUCTPATUBHAA PECTPYKTYPU3aLUA;

€) TOTOBHOCTM K BPEMEHHOMY MpEKpaLLUEHNIO [EefloBOM OEATENbHOCTU U
obecrneyeHno HenpepbIBHOCTM PaboTbl B Cnyvyae HeOXungaHHbIX COOEB.

[loOKyMeHTHble cucTeMbl MOryT ObiTb paspaboTaHbl cneumnanbHo  Ans
ynpaereHnst JOKYMeHTaMn UnmM MoryT ObiTb cMcTeMamu, npegHasHadeHHbIMU s
OPYrMX OenoBbiX NPOLECCOB, aAanTMPOBaHHbLIX TaKMM 00pa3oM, YTOObI OHM Takxe
nogaepXuBanu cosgaHue, BBOA B CUCTEMY U yNpaBrieHne 4OKYMeHTaMMm.

nOﬂHOLleHHOCTb OOKYMEHTOB obecneymBaeTca 3a cueT ynpasneHna mvmn B
AOKYMEHTHbIX CUCTEMAX, KOTOPbl€e COOTBETCTBYIOT ClielyIOLLIMM XapaKTepUCcTukam:
HaOeXHOCTb, 6€30|'IaCHOCTb, coorBetcTtBne, KOMMJIEKCHOCTb U CUCTEMHOCTb (CM.
5.3.2).

5.3.2 XapaKkTe pUCTMKN AOKYMEHTHbIX CUCTEM

5.3.2.1 HapexHocTb

[OKYMEHTHblE CUCTEMbl [OIPKHbl ObITb MNpUrogHbl  Afs  HenpepbiBHOW U
perynspHon paboTbl B COOTBETCTBUU C YTBEPXKOEHHOW MNOSIMTMKOM U npoLesypamu.
[OKYMEHTHbIE CUCTEMbI JOIDKHbI:

a) perynsipHO BKIOYaTb BCE OOKYMEHTbl B pamKax OXBaTblBaeMOW OerioBOW
OEeATeNbHOCTN B COOTBETCTBUM C YCTAHOBIEHHBLIM MOPSIAKOM;

b) peryndapHoO BbICTynaTb B KadYeCcTBE OCHOBHOIO MCTOYHWKA [OOCTOBEPHOW
MHJpopMaLIMM O AENCTBUSAX, 3a(PMKCUPOBAHHbIX B JOKYMEHTAX;



c) obecnevnBaTtb y4acTme YyrnOrIHOMOYEHHbIX areHTOB;

d) NnpegocTaBnATb 4OKYMEHTbI B NPUIOAHON 45151 UCNOMb30BaHUs hopMe;

e) nogaepxvBaTb CBOEBPEMEHHbIV AOCTYN K AOKYMEHTaM;

f) 3auwmwaTb [OOKYMEHTbl OT  HECaHKLMOHMPOBAHHONO  MUCMONb30BaHMS,
N3MEHEHUSI, COKPbITUS UIMN YHUHTOXEHWS;

g) XPaHUTb JOKYMEHTbI B TEYEHNE YCTAHOBIIEHHOIO BPEMEHM;

h) npegocTtaBnsaATb NpyM HEOOXOOMMOCTU BCE MeEXaHW3Mbl Ans umnopTta (unm
MHOrO BKITHOMEHWUHA) OOKYMEHTOB M METafaHHbIX AOKYMEHTOB B CUCTEMY WU UX
aKcnopTa 13 0gHOM CUCTEMbI B APYryt0, a Takxe

i) obecrneunBaTb OENCTBUA MO yaaneHuio JOKYMEHTOB.

[MokasaTenn HageXXHOCTU JOKYMEHTHOW CUCTEMbI LOIDKHbI ObITb 4OKYMEHTaNbHO
3adMKCMpOBaHbl NMYyTEM CO34aHUSA U COXPaHEHUs1 JOKYMEHTOB 0O onepauMOHHbIX,
NpoLeaypHbIX 1 Npu HEOBXOOMMOCTU TEXHOMOMMYeckux npoueccax. MetagaHHble
npoueccoB (cMm. 5.2.3) Takke OOMMKHbI OEMOHCTPUPOBATb HAOEXHOCTb CUCTEMDI
(cucTem), koTopasi(ble) obecnevymBaeT(t0T) ynpaBrieHne M.

5.3.2.2 Be3onacHocTb

[ns npepoTBpalleHnsa HeCaHKLMOHMPOBAHHOMO JOCTYNa, USMEHEHUSA, COKPbITUS
NN YHUYTOXEHUS OOKYMEHTOB [OIDKHbI OblTb peanu3oBaHbl Takue Mepbl, Kak
ynpasreHue A0CTYNOM, MOHUTOPWHI, aBTOpu3aums areHta U CaHKLWOHMPOBaHHOE
yHU4TOXeHUe. MIHbopmMauums o cpeacTBax ynpasneHnsi, KOTopble Oblfin NPpUMEHEHBI
K OOKYMEHTY, a Takke O TOM, Korga OHM OblnM MpuUMeHeHbl, OOoimkHa ObiTb
oTobpakeHa B MeTaaHHbIX npoueccoB (CM. 5.2.3).

B 3aBMCMMOCTM OT puMCKa, CBSI3aHHOIO C [JEroBoO [OesATEeNbHOCTbI U
3adMKCUPOBAHHOIO 4OKYMEHTOM, Nobble yrpo3bl 6e3onacHOCTU, 3aTparvBarolme
[OKYMEHTbI, JOIMKHbI ObITb OTPaXeHbl B MeTaAaHHbIX NMPOLLECCOB.



Ana obecneveHnss nHdpopmaLMoHHON 6e30MacHOCTU U HENPEPbLIBHOCTU AEeSI0BOM
AeATenbHOCTN OOMKHbI ObITb NPeaYCMOTPEHbI MePbI, BKITFOYEHHbIE B JOKYMEHTHYHO
cucTemy.

5.3.2.3 CooTBeTcTBME

YnpaBneHve - OOKYMEHTHbIMW  CUCTEMaMM B OpraHusauusix  OOIDKHO
COOTBETCTBOBaTbL TpeboBaHMAM OEeNoBON OEeATENbHOCTU, HOPMAaTUBHOW cpedbl U
obLLECTBEHHBIM OXMaaHUaAM (CcMm. 7.4). CoOOTBETCTBME CUCTEMbI YyrpaBreHUd
OOKYMEHTaMN TakuMm TpeboBaHuAM crefyeT perynspHo nposBepstb (CM. 6.4).
HeobxoanmMo XpaHuTb JOKYMEHThI MO pesyribTaTtam 3TUX NPOBEPOK.

5.3.2.4 KomnnekcHoCTb

[lOKyMEHTHbIE CUCTEMbI AODKHbI 0bGecneyvmBaTth yrnpaBrieHWe OOKyMEHTaMu B
pamMKax AenoBbIX ornepauyn, K KOTOPbIM OHN OTHOCATCSA (CM. 7.4).

[OKYMEHTHbIE CUCTEMbI AOIPKHbI OblTb CMOCOOHBLI YNPaBfaATb LOKYMEHTaMw,
CO34aHHLIMW C WUCMNOMb30BAHMEM Pa3fMYHbIX TEXHOMOMN, MNPUMEHSIEMbIX B
aenoBon cdepe, K KOTOPOM OHU OTHOCATCS.

5.3.2.5 CucteMHoCTb

CosgaHvne, BBOA B CUCTEMY UM YyrpaBreHWe [OOKYMeHTamu cregyet
pernaMmeHTMpoBaTb NOCPeaCTBOM NPOEKTUPOBAHUS paboTbl JOKYMEHTHbBIX CUCTEM
(cMm. 5.3) n cobnogeHnsa ycTaHOBMEHHOW NONUTUKN 1 npouenyp (cMm. pasgen 6).

6 Nonuntuka n pacnpeaenexHue
OTBETCTBEHHOCTU

6.1 O0wme nonoxeHus

MormTuka w pacnpegeneHne OTBETCTBEHHOCTU OOMKHbI  MoadepXuBaTb
BbIMONHEHNEe TpeOoBaHWA K CO34aHWI0, BBOAY B CUCTEMY UM YNPaBlEHWUIO
OOKYMEHTaMK, a TaKke K MPOEeKTUPOBaHWMIO, WCMOMb30BAHUIO W YrpaBreHno
OOKYMEHTHBIMU CUCTEMAMMW.



[Ons obecneyeHnss COOTBETCTBUS [OOKYMEHTHbIX CWUCTEM YCTAHOBJSIEHHbLIM
TpeboBaHMsM K [OOKymMeHTam (cM. 7.4) nonuMTMka W pacnpegeneHve
OTBETCTBEHHOCTWU [OSDKHbl Onpefenatb OTBETCTBEHHOCTb M MOMIHOMOYUSA Anid
criegyrowmx nuu;

a) y4aCTHMKOB NpoLecca co34aHust JOKYMEHTOB;

b) nuu, yyacTByOLMX B yNpaBieHUN AOKYMEHTAMM;

C) Apyrux nonb3oBaTtenen AOKYMEHTHbIX CUCTEM.

|_|OJ'II/ITI/IKy cneayetr nogaepxmBartb  pernaMmeHTupyrowmMn - JOKyMEeHTaMW,
KOTOpbIe npeocCcTaBNIA0T KOHKPETHbIE MHCTPYKLU WK NO CO34aHNO, BBOAY B CUCTEMY
n ynpaerieHNO JOKYMEHTaMMN.

HeobxooMmMo npoBeAeHME MOHUTOpPUMHra U OueHKM ansa  cobrogeHus
YCTaHOBIEHHbIX TpeboBaHUN K OKYMEHTaM U onpeaeneHns y4acTKoB, TpebytoLmx
KOPPEKTUPOBKN (CM. 6.4).

MonnTuky, npoueaypbl U OYHKLUMOHUPOBAHME LOKYMEHTHbLIX CUCTEM cneayet
noaaepxvBaTb 3a cHeT obyveHust nepcoHana (cm. 6.5).

6.2 NMNonutuka

MonuTuky ynpaBneHus [OKYMEHTaMM cnenyet pa3pabaTbiBaThb,
OOKYMEHTMPOBATb M BHeApPATb. [lonmTuka gormkHa ObiTb OCHOBaHa Ha OEeroBbiIX
uenax W noggoepivBaTbCa  NpaBuiamMm UM nNpouegypamn  ynpasreHust
[OKYMEHTaMM.

Pa3paboTtka nonutukn gosmkHa 6biTb OCHOBaHa Ha MOHUMaHWW AenoBon cpenbl
(cMm. 7.3), a Takxe TpeboBaHUN K AOKYMEHTAM, OTHOCSLLMMCS K cdpepe NpUMEHEHNS
NONMTUKK (CM. 7.4).



Llernbto pa3paboTkn 1 BHEQPEHUS MOMMTUKN YrpaBnNeHUs JOKYMEHTaMM LOSDKHO
ObiTb CO34aHMe, BBOA4 B CUCTEMY U yrpaBfieHWE ayTEHTUYHbIMKU, 4OCTOBEPHbLIMN,
NPUroaHbIMU ans NCNOSb30BaHKS, L,erToCTHbIMMU OOKYyMEHTamu,
noaaepXMBalOLWMMN BeeHNe [OEnoBOM OesATEeNbHOCTU A0 Tex Mop, Mnoka 3TOo
Heobxoaumo.

[MonmTuka [orvkHa BKMOYaTh B ceba obnacTb nNpuUMeEHeHusa (Hanpumep, Ha
Kakon(ne)  KOHKpeTHbI(e) acnekT(bl)  ynpaBneHuss  OOKYMEHTaMu  OHa
pacrnpocTpaHsaeTcs), NpMMEHNMble CTaHOapTbl U TpeboBaHMsA K ayauTy, a Takxe
OEeroBY0 AeATENbHOCTL, KOTOPYH OHa OXBaTbIBaeT.

[MonuTuka gorrkHa yvnTbiBaTb HEOOXOAMMbIE OENCTBUS B Crydae npekpalleHus
OenoBbiX rnpoueccoB. B 3aBUCMMOCTM OT KOHKPETHOW CUTyauun OHa MOXeT
BKIMOYaTb NpeKpalleHne aKcnnyataumm OOKYMEHTHbIX CUCTEM W pacrpeneneHue
pecypcoB Ona obecneveHus murpadumn (cm. 9.8) n otbopa [OKYMEHTOB AN
nepefayun Ha XxpaHeHue unn yHudToxeHue (cm. 9.9).

Monntnka ApormkHa onpeaesiatb, B KakuUX CJiydadX 3aKOHbl, MOCTaHOBJIEHUA,
CTaHdapTbl, Apyrme HopMmatuBHble WU MeToOaUn4eCKune [LOOKYMEHTbl U nepenosble
npakTn4eckne mMetTonbl BJIMAKOT Ha Mnpoueccbl co3gaHnAd, BBOAaA B CUCTEMY WUIU
ynpasJieHNA JOKYMEHTaMMN.

[MonmnTtuka AormkHa OblTb yTBEPXKOEeHa Ha COOTBETCTBYHOLLEM YPOBHE MPUHSTUS
peLLEHn 1 onybrnmMkoBaHa B opraHM3aunm 1 npym HeOB6Xo4NMOCTU BHE OpraHM3aLun.
Heobxoanmo pacnpegenutb OTBETCTBEHHOCTb W obecneuntb cobrniogeHue
MNONUTUKK (CM. 6.3).

MonuTuky crieqyeT perynspHoO nepecmartpvBaTb C LENb OTPaKEHUSA TEKYLLMX
AenoBbix NoTpebHocTen. B nonmntnke 4omkHbl ObITh YKa3aHbl BPEMEHHbIE PaAMKK MO
ee nepecMmoTpy, a Takke [O/PKHO ObiTb YCTaHOBMEHO §MLO, KOTOpPOE HeceT
OTBETCTBEHHOCTb 3a nepecMoTp. OTMEHEHHasA MONMUTUKA SBMAETCS LOKYMEHTOM,
KOTOPbIA OOIPKEH COXPaHATLCA M YNpPaBnATbCS, KaK YCTAHOBIIEHO B OTHOLLUEHWUM
nogo0HOro poga AOKYMEHTOB.

6.3 OTBEeTCTBEHHOCTb

[fpaBa M OTBETCTBEHHOCTb MO CO34aHW, BBOOY B CUCTEMY W YNpaBliEHUIO
OOKYMEHTAMN [OfDKHblI OblTb OnpedeneHbl, YCTaHOBMiEeHbl W OOBeAeEHbl 40
cBeaeHus paboTHUKOB.



PeweHna no co3gaHuio, BBOA4Y B CUCTEMY M YNpaBfieHUO JOKYMEHTaMU - 3TO
OEernoBble  pelleHns, OCHOBaHHble Ha  YCTaAHOBMEHHbIX TpeboBaHuMsIX K
AOKYMEHTaL MM U oueHKe pucka (cMm. pasgen 7). PewweHusa 0ormkHbl ObITb NPUHATDI
COOTBETCTBYHLLWMM NULLOM U 3adMKCUPOBaHbI B JOKYMEHTE.

OTBETCTBEHHOCTb AOMKHA PacnpoOCTPaHATLCS Ha BCEX COTPYAHWUKOB, KOTOPbIE
CO30alT U MCNONb3YyT AOKYMEHTbl B pamMKax CBOEW AEATENbHOCTWU, U A0ShkKHa
ObiTb OTpaXeHa B AOMKHOCTHbLIX WMHCTPYKUMSX M OPYrMX AOKYMEHTax, [me 9T0
Heobxoaumo.

HasHauyeHne OTBETCTBEHHbIX I  OOIPKHO ObiTb  pernamMeHTUpoBaHO
pacnopsiguTensHbiM JOKYMEHTOM. KOHKpeTHast OTBETCTBEHHOCTb 3a OpraHu3auuto
paboThbl MO yNpaBrieHWI0 AOKYMEHTaMK AO0SkHA ObiTb MOpydeHa PyKOBOAUTENO C
COOTBETCTBYHLIMMW MOSTHOMOYNSIMM.

OTBETCTBEHHOCTb B 0OMacTV ynpaBneHust OOKYMEHTaMu [OIbkHa BKIoYaTb
crenyoLme rNorioXeHUs:

a) cneuwanuctbl B 00racTy YynpaerieHUMs OOKYMEHTaMu MOSIHOCTbH  WIn
YacTMYHO OTBEYalT 3a acnekTbl YnpaBfeHust [OOKYMEHTaMmK, BKIoYas
NPOEKTUPOBaHNE, BHeApeHne un obCnyXuBaHME [OOKYMEHTHbIX CUCTEM U
OCYLLECTBNSAEMbIX B [aHHbIX CUCTEMax onepauun, a Takke 3a obydeHue
nonb3oBaTenel ynpaBfeHWI OOKYMEeHTaMM W MNPUMEHEHUIO  OrnepaTMBHbIX
OOKYMEHTHbIX CUCTEM B MHOMBWAYaANbHOM NPAKTUYECKON AeATENbHOCTY;

b) cneumanuMcTbl B 00GnacTy ynpaBrieHUst OOKYMEHTaMu Wniv Apyrve nvua,
OTBETCTBEHHblE 3a YyMpaBlieHNe [AOKYMeHTamMu, OTBe4YalT 3a pa3paboTky,
BHEAPEHWEe W MoOAepXKy CXeM MeTafdaHHbIX WM ApYrX CPeAcTB YrpaBrieHus
COBMECTHO C ApPYrMMM COTPyOHMKaMM, TakMMW Kak cheuwanuctbl B obracTtu
MHPOPMAL MOHHBLIX TEXHOMOMIA, PYKOBOAUTENM U HOPUCTbI;

C) OTBETCTBEHHOCTb PYKOBOACTBA 3akfllo4aeTcs B MNoaaepxke paspaboTku u
BHEZPEHMS NMOMUTUKN YrpaBreHnst JOKYMEeHTaMu;

d) pykoBoguTenu oTBedaloT 3a obecneyeHue cobnogeHus TpeboBaHUK K
OOKYMEHTUPOBaHUIO paboyMx npouLecCcoB B MOAKOHTPOSbHbIX MM  paboumx
obnacTsx;



€) CUCTEMHble agMWHUCTPaATOpPbl HECYyT OTBETCTBEHHOCTb 3a obecneveHue
HenpepbIBHOM N HagexHoW paboTbl NOAKOHTPOSIbHBIX UM LOKYMEHTHbLIX CUCTEM, a
Takke 3a obecneyvyeHne MOMHOTblI U aKTyanbHOCTM [OOKYMEHTauum BO BCEX
cucTemax;

f) BC& COTPYQHUKM OTBETCTBEHHbI 3a CO3[aHNE U COXPAHEHNE TOYHOM U NMOMHOM
AOKYMEHTAaL MK, OTpaXXatoLLen UX AENoBY OEATENbHOCTb.

6.4 MOHUTOPUHI N olueHKa

[domkHbl  ObiTb YCTAHOBMNEHbl KpUTEPUM AN  MOHUTOPUHIA U OLEHKK
OOKYMEHTHOW MONUTUKKN, CUCTEM, NpoLieayp 1 NpoLLecCoB.

Heobxoanumo NpoBOAUTL peryrnspHbIi MOHUTOPUHI NPOLLECCOB CO34aHusA, BBoAA
B CUCTEMY W YynNpaBrieHUs OOKYMEHTaMW N OueHMBaTb WX C MNPUBIIEYEHVEM W
NoAAEPXKKOM CO CTOPOHbI CneumanicTtoB B 06rnacTu ynpasfieHUs OJOKYMeHTamu,
npodeccuroHarnoB B 061acTu MHGopMaLMOHHbIX TEXHOSTOMIA, OPUCTOB, ayaANUTOPOB,
Bu3HeCc-MeHeKepOB U PYyKOBOAUTENEN BbICLLENO 3BEHA.

Mpoueccbl NpoBeAeHNs MOHUTOPUHIA U OLIEHKM AOMMKHbI OblTb pa3paboTaHbl
ans obecneyeHns NOATBEPKOEHMS TOrO, YTO:

a) OOKYMEHTHblE CWUCTEeMbl W nNpoueccbl BBeAEeHbl B COOTBETCTBUMU C
yTBep)KD,GHHOIZ NONUTUKON U AENOBbIMU TpGGOBaHI/IFIMI/I ynpasJieHNA JOKYMEHTaMW;

b) LOKYMEHTHble CUCTEMbI M MPOLEcChbl OYHKLMOHMPYIOT B COOTBETCTBUM C
yCTaHOBIEHHbIMW TPeOOBaHMAMW yrpaBreHNst OKYMEHTaMU;

C) Y4nUTbiBarOTCA NSMEHEHUA B Tpe6OBaHI/IFIX K OOKYMEHTaL nn;

d) nogoepxBaeTcs  MOCTOSIHHOE  COBEPLLEHCTBOBAHME  yrpaBrieHus!
L[OKYMEHTaMMU.

B oOTHoweHun cuctem u npoueccosB, npegocTtaBndemMblX CTOPOHHUAMU
nocTtaswykamMmu, criegyet npoBoanNTb MOHUTOPUHT N OLLEHKY.



[Mporpamma MOHUTOPUHIa U OLLEHKM JOIDKHA BKMOYaTh B cebs:

a) pacnpegeneHne 06a3aHHOCTEN MO OCYLLECTBEHUIO AENCTBUA MOHUTOPUHIA U
OLLEHKW;

b) onpegeneHne Toro, YTo AOMKHO ObITb NOABEPKEHO MOHUTOPWHIY N OLLEHKE;

C) yCTaHOBJIEHNE METOOO0B U3MEpPEHNA, MOHUTOPWUHIA, aHarnnM3a U OUEeHKN AO54
obecneyveHns npaBUIibHbIX PE3yJibTaTOB,

d) onpeneneHne CpokoB NPOBEeAEHNSS MOHUTOPUHIA N OLLEHKU;

e) onpegeneHne CPOKOB MNPOBEOEHVUS aHanmM3a W OLEHKU pe3yrnbTaToB
MOHUTOPUHTE;

f)  HasHayeHMe  OTBETCTBEHHbIX 3a  pa3paboTKy  COOTBETCTBYHOLLMX
KOPPEKTUPOBOYHBIX OENCTBUN.

MOHI/ITOpI/IHF N OoUEeHKa npoueccoB Co3aaHuA, BBoAda B CUCTEMY U yrnpaBlieHUA
OOKYMEHTaMn MOryT ObITb MHTErpypoBaHbl B YyXe CcylwecTByrowme LUUKIbl
MOHUTOPWUHIra nmMbo BbINOMHATLCA HE3aBUCUMO. MOHVITOpVIHF N OUEeHKa MOoryT
npoBoanTbCA NOJIHOCTbIO UM YaCTUYHO CTOPOHHMMU OpraHmn3alnAamMn.

B nommtuky ynpaeneHuss OOKyMeHTamMu, CUcTeMamu U npoueccamu LOSPKHbI
OblTb BHECEHbl W3MEHEHMSI B Cllydae nPU3HaHUS WX HENPUrogHbIMU  UMn
HeaXPEKTUBHBIMN.

,D,OKyMeHTbI O rnpoeeaeHnMn MOHUTOPUHIA U OLEeHKWN OOJDKHbI ObITb co34aHHhl,
BBE€OEHblI B CUCTEMY U OOJTKHbI ObITb ynpasJidaeMbIMA.

6.5 KomneTeHTHOCTbL N OOy4YeHue



CoTpyaHukn, B 0653aHHOCTM KOTOPbIX BXOAAT cCO3faHue, BBOA4 B CUCTEMY U
yrnpaBrieHne JOKyMeHTaMn, LOSMKHbl 6biTb KOMMETEHTHLIMWU B BbIMNOSIHEHUN AaHHbIX
3agady. WX KOMMNETEHTHOCTb [OOSPKHA PErynspHoO  oOueHuBaTbCHd, UM Npwu
HeobxoaAMMOCTM AOOKHbI  ObITb  paspaboTaHbl  y4ebHble nporpamMmmbl MO
COBEPLLEHCTBOBAHUIO 3HAHUN N HABbIKOB.

[Mporpamma o6yyeHus [orpkHa ObiTb HenpepbiBHOM W BKMOYAThb B cebs
obyyeHne TpeboBaHMAM, MNOMUTUKE, NpPaKTUKEe, ponsaM U 06S3aHHOCTAM MO
yrnpaBreHnto gokymeHTamu. Nporpamma goskHa 6biTe agpecoBaHa BCEM 4fieHaMm
PYKOBOOCTBA U COTPYAHMKAM, a Takxe NMobbiM APYrMM niuam, OTBETCTBEHHbLIM 3a
Mobyo 4YyacTb [OenoBon AeATeNlbHOCTW, CBS3aHHOWM C CcO3gaHvMeM, BBOAOM B
CUCTEMY 1 YrpaBIieHNEM JOKYMEHTaMM.

[na noaaepkn HeobXxoanUMOoN KOMNETEHTHOCTM CNeLManMcToB Mo YNpaBneHnto
OOKYMEHTaMM W OpYrUX §uL, OTBETCTBEHHbIX 3a YrnpaBneHue OOoKYMeHTamu,
cregyet npoBoAUTbL 0O0ydeHMe ©n  gpyroe npodecCUoHarnbHoe MoBbILWEHWE
KBanMdukaLmm B OTHOLLEHUN YNPaBeHNst JOKYMEHTaMW.

O6yyeHne cosgaHuo, BBOOY B CUCTEMY UM YMpPaBIiEHWIO [LOKYMEHTaMu no
BO3MOXHOCTU [JOSDKHO ObITb BKMIOYEHO B Yxe cywecTByoume YydyebHble
nporpamMmbl.

[Mporpamma oby4eHus OormkHa Takxe oxBaTblBaTb BPEMEHHbIX pabOTHMKOB, NUL,
paboTaroupx Ha Ob6LECTBEHHbIX Hayanax, U npuM HeobxoguMMOCTU COTPYLHMKOB
CTOPOHHMX OpraHM3aLun.

PykoBOOCTBO AOIMKHO NOAAEPXKMBATL NPOrpaMmy 00y4eHus.

7 AHanu3 pgenoBbIX NPOLECCOB

7.1 O6wme nonoxeHus

AHanu3 [enoBbIX NPOLECCOB - 3TO MPOLLECC OLEHKN AenoBoN AeATENbHOCTU C
Lienbo onpeaeneHnsl Toro, Kakmne JOKYMEHTbI JOIDkHbI ObITb CO30aHbl U BBEAEHbI B
CUCTEMY, a TaKXe B LieNsiX YCTaHOBMNEHUSI CPOKOB MX XpaHEHMS.



[Mpumedanne - Cepusa mexayHapogHbix ctaHgaptoB MCO 15489 pacwumpsieT
TpaguLMOHHOE UCNOSb30BaHME TepMuHa “appraisal’, BknoYasi aHanuM3 OeroBomn
cpenbl, OEeNOBON OEATENMBbHOCTU N pUCKa, YTO MO3BOSMSET MNPUHMMATb PELLEHUST O
TOM, Kakne LOKYMEHTbI criedyeT co3faBaTh M BKIOYaTb B CUCTEMY, a TaKXe O TOM,
Kak obecneunTb Hagnexallee ynpasreHme JOKYMEHTaMn C TeYEHNEM BPEMEHM.

AHanmM3 [enoBbiX MPOLECCOB COYEeTaeT Wu3ydeHue [erioBon cpeabl C
onpegeneHnemMm TpeboBaHMM K [OoOKa3aTenbCTBY [OENOoBOM [LEATENbHOCTU, YTO
OOMKHO OblTb COBNoaeHO NOCpPeacTBOM  AOKYMEHTUPOBAHUA. JTOT  aHanva
BKItOYaeT B cebs criegytoLlee:

a) wuccrnedoBaHMe XapakTepa [OerioBoM [eATEeNbHOCTU UM ee  NpaBoBbIX,
PECYPCHbIX 1 TEXHOIOMMYECKNX BO3MOXHOCTEN;

b) ucnonb3oBaHMe OUEHKM pUCKa ANs onpedesieHnst TOro, Kakne OOKYMEHTbI
OO0SPKHbI ObITb CO34aHbl U Kak UMW crieqyeT yrnpaBnaTb A8 yO0BNETBOPEHNA BCEX
NPUMEHSIEMbIX TpeboBaHMI, KOTopas BKItOYaeT B cebs oL EeHKY:

1) PUCKOB, BIMSIOLLMX HA AENOBYIO AEATENbHOCTb B LIENOM;

2) pUCKOB, KOTOPbIMM MOXHO YMNpaBnsiTb MOCPEACTBOM CO34aHusl, BBoOAa B
CUCTEMY U yNpaBreHnst 4OKYMeHTaMW.

AHanns gernosbIx npoueccos criegayet nposoanTb COBMECTHO C BHYTPEHHUMA U
npu Heo6Xo0aMMOCTU BHELLHUMMU 3anHTepecoBaHHbIM CTOPOHaAMMN.

Pe3ynbTaTbl aHanM3a OenoBbiX MPOLECCOB AOMKHbI ObiTb 3admKCUpoBaHbl B
COOTBETCTBYHLUMX AOKYMEHTaX U coaepaTb NHGOPMaLIIO:

a) 0 NMbbIX UCTOYHMKAX, K KOTOpbIM obpallanncb Npy NpoBeLeEHMM aHanu3a,
BKIOYass [OOKYMEHTallbHble WCTOYMHUKM W MHTEPBLID C 3aMHTEPECOBaHHbIMMU
CTOpOHaMU;

b) 0 peaynbTaTax OLEeHKN pUCKa;

C) O peLleHnsIX No pe3ynbTaTam aHanm3a 4ernoBbiX NPOLLECCOB.



[Mpy HEOOXOANMOCTU peLleHMst MO aHanM3y OerioBbIX NPOLECCOB OOIMKHbI ObiTb
yTBEpKOeHbl PYyKOBOACTBOM.

PesynbTatbl aHanusa AesioBblX MPoLEeccoB MOryT ObiTb MCMOMb30BaHbl A5
L,enoro psiaa uenen, BKoyas NpoekTupoBaHe U BHepeHNE LOKYMEHTHbIX CUCTEM
(cm. 5.3), paspaboTky nonmmTukM u npouenyp (cm. pasgen 6), onpegernexHune
TpeboBaHMn K MeTagaHHbIM (CM. 5.2.3) u/wnn paspaboTky cpencTs ynpabrieHus
AOKYMEHTaMK, TakKMX Kak npasura, onpeaenstowme nopsagok otéopa v nepenayu
AOKYMEHTOB Ha nocrefyoLllee XpaHeHue nnm yHudToxeHme (cm. 8.5), nnm npaswna
poctyna (cwm. 8.4).

AHanmM3 [enoBbiX MNpouUEeccoB criefyeT OCYWEeCTBNATb MO Mepe W3MEHEHUS
YCIOBUI OeroBOW aKTUBHOCTU U bakTOpPOB pUCKa.

7.2 O6bem paboT No aHanu3y AenoBbIX NPoLEeccoB

Ob6bem paboT no aHanuM3y AenoBbiX MPOLLECCOB [OMMKeH ObiTb onpeneneH,
MCXOOA W3 MpuYMH ero nposedeHus. [NpuumMHbl NpoBEeOEHUA aHanM3a AerioBbiX
NPOLLECCOB MOIYT BKIHOYaTh:

a) cosgaHue HOBOW OpraHu3auum;

b) yTpaTy nnm nonyyeHne HoBbIX PYHKLUIA UK BUOOB AeATENbHOCTY;
C) N3MEHeHne AerioBon NPakTUKN UM NoTpebHOCTEN;

d) nsmeHeHnss B HOpMaTMBHOW Cpeae;

€) BHeAPEeHNE HOBbIX CUCTEM UM OOHOBSIEHME CUCTEMBI;

f) ~3ameHeHne oLeHOoK puUcka unm NPUopUTETOB.

Obbem paboT no aHanM3dy [OernoBbiX MPOLLECCOB  OOMMKEeH  Takxe
yCTaHaBnMBaTbCA nNyTeM onpegeneHna QyHKUNR, OEeNCTBUA nnnm  paboumnx
NpoLLeCcCcoB, Ha KOTOPbIE BIMSIET NPUYMHA NPOBEAEHMS aHanM3a.



7.3 NMNoHumMaHUue gpenoBou OeATeNbLHOCTU

AHanu3 OenoBbiX NPOLEcCOoB TpebyeT M3yyeHus opraHuMsaumm n ee OerioBoW
OEeATeNbHOCTN, BKIOYas AONONMHUTENBHO:

a) BHYTPEHHWE W BHelWHWe akTopbl, BMUSIOLME HA OEATENbHOCTb,
byHKLIMOHMPOBaHME 1 cTpaTerMyeckoe pasBuTMe opraHM3aLum;

b) akcnnyaTaunoHHble, NpaBoBble N gpyrve TpeboBaHus;

C) pecypchbl 1 UCNOSTb30BaHME TEXHOSOMIA;

d) TpeboBaHNA BHYTPEHHMX N BHELLHMX 3aUHTEPECOBaHHbLIX CTOPOH;
€) PUCKN, KOTOPbIMU HEOOXOANMO YNPaBNATb;

f) BHYTPEHHIOI 1 BHELLHIO Cpeay AeNnoBon AeATENbHOCTY;

g) aHanm3 BbINOSHAEMbIX YHKUMIA N paboymx NpoLLECCOB C MUCMNOfb30BaHNEM
MeTOA0B OyHKLMOHANBHOIO W/1n NoonepawoHHOIO aHanm3a;

h) noeHTdMKauuio BHYTPEHHUX W BHELUHUX areHToB, 3a4eMCTBOBaHHbIX B
[EenoBov AesATEeNbHOCTW.

[lns aHanmM3a opraHu3auum, OTBETCTBEHHOW 3a BedeHMe OerioBblX orepauun,
HeobxooMMO onpegennTb, BKMKOMAeT M OHa B cebs psg  opraHusauum,
paboTaloLmx COBMECTHO UMM HE3ABMCMMO B Bonee YemM O4HOW OTpaciuv, CEKTOpE,
CTPYKTYype opraHu3auuu.

7.4 OnpepeneHue TpeboOBaHUU K AOKYMEHTaM

TpeboBaHNs K OOKYMEHTaM - 3TO TpebOoBaHWs K [oKas3aTenbCTBY OEroBON
OEeATENbHOCTW.



TpeboBaHWs K JOKYMEHTaM OCHOBaHbl Ha aHanu3e 0enoBon AeATeNbHOCTN U ee
KOHTeKcTa (CM. 7.3) 1 BKoyatoT B ceb4:

a) notpebHoCTN OenoBon cpeabl;
b) npaBoBble N HopMaTUBHbIE TPeboBaHNS;
C) oxuaaHus aenosoro coobuiecTsa.

TpeboBaHnss K [OKYMEHTaM MOryT OTHOCUTbLCA K Jto6oOMy [AOKYMEHTHOMY
npoueccy (cM. pasgen 9). OHn MoryT BKtoYaTh B cebs TpeboBaHus, Kacarowmecs
KOHTEHTa N MeTafaHHbIX, CBA3EN C APYrMMU AOKYMEHTaMU U/Min ux ¢oopMon unm
CTPYKTYPOMN.

TpeboBaHNs K OOKyMEHTaM MOryT MNPUMEHATLCS KO BCeM QYHKUMAM U
HanpaBrieHUsIM  OeATENbHOCTU  OpraHM3auun UM NPUMEHSITbCA  TOMbKO K
KOHKPETHbLIM (OYHKLMSIM, AeNCTBUSAM, pabodnm npoueccam unm onepaumsim.

TpeboBaHMA K [OOKYMEHTaM 3aBUCAT OT KOHTEKCTa, YTO O3HayaeT, u4To
aHarnormyHble WM uaeHTuYHble paboyvme npoueccbl MOryT WMETb pasHble
TpeboBaHMsl K [OOKYMEHTauMM B 3aBMCUMOCTM OT XapakTepa [OesTerbHOCTH,
KOTOPYI OHW (PUKCUPYIOT.

YcTaHoBneHHble TpeboBaHUA [[OMMKHbI OblTb CBS3@aHbl C  KOHKPETHbIMU
YHKLMAMMK, BUOAMWU OeATENbHOCTU unn pabovnmm npoueccamm (Cm. 7.2).

7.5 BHeppeHue TpeboBaHUMN K JOKYMEHTaM

TpeboBaHUA K JOKyMEHTaM MOryT 6bITb peanv3oBaHbl NOCPEACTBOM BHEAPEHUS
AOKYMEHTHbBIX CUCTEM, CPEACTB ynpaBfeHusl, NONIMTUKN YNpaBieHNa JOKYMEHTaMU
n npouenyp nMbO COBOKYNHOCTU BCEro nepeyucrieHHoro. BHegpeHue O0mkHO
noaaepXxvmBaTbCs pacrnpegesieHMemM oTBETCTBEHHOCTU, 0By4YeHneM, MOHUTOPUHIOM
OYHKLIMOHNPOBAHUS CUCTEM M KOHTPOSIEM COOMIOAEHNS NOMMTUKK U Npouenyp (Cm.
pasgen 6).



MeTtoobl peanusaunn TpeboBaHU K JOKYMEHTaM OOkHbl OblTb OnpeaeneHbl ¢
Yy4EeTOM [OEerilOBOr0 KOHTEKCTa, HanMumsi pecypcoB, HaBbIKOB NMepcoHarna, a Takxke
XapakTepa Ucnosb3yemblX MHGOPMALMOHHBLIX U JOKYMEHTHBLIX CUCTEM.

PeweHna o BHeapeHWn onpeneneHHblX TpeboBaHWM K OOKYMEHTaM [OOSDKHbI
OCHOBbIBATbCHA Ha OLEHKE PUCKOB, COOTHECEHHbIX C AOCTYMHbIMU pecypcamu.
TpeboBaHusl, CBsA3aHHbIE CO 3HAYUTENbHLIMU PUCKAMW, OOIPKHbI MPUMEHATLCS C
OOMOMHUTENbHBIMU  MepaMM  MOHUTOPUHIA W OUEHKN KN H6onbwmMM  0ObEMOM
WHBECTULII.

MoHUTOPUHr 1 oueHka (CM. 6.4) OOSKHbI yCTaHaBnMBaTb, COOMO4ATCH
TpeboBaHus K JOKyMeHTaM. B cnyvyae ecnv MOHUTOPUHIOM U OLLEHKOW YCTaHOBSIEHO
HecobnogeHne TpeboBaHUM K OOKYMEHTaM, B OLEeHKe [OimkHbl OblTb yKasaHbl
COOTBETCTBYHOLUME KOPPEKTUPOBOYHbIE OENCTBUSA ANA rapaHTUM UX BbINOSIHEHUSA B

Oynywem.

TpeboBaHMA K OOKYMEHTaM W peELUEHNss O TOM, KaK OHW [LOSMKHbl ObiTb
BbIMOSHEHbI, OOMMKHbI ObITb 3adMKCUMPOBaHbI B PErfaMeHTUPYOWLMX OOKYMEHTaX.
PeweHna o HecobnogeHUn YCTaHOBMEHHbIX TpeboBaHUWM OOSMKHbI  OblTb
yTBEPXOEHBI PYKOBOACTBOM OpraHusauuu.

TpeboBaHnst K OOKYMEHTaM criegyeT perynsipHo nepecmatpuBaTbh Kak 4acTb
npoLecca aHann3a 4eroBbIX MPOLIECCOB.

8 CpeacrtBa ynpaBreHUs1 AOKYMEeHTaMu

8.1 Oowume nonoxeHus

[Ans ynoBneTBopeHuss TpeboBaHWA K JOKyMeHTaM (CM. 7.5) OOSKHbl ObITb
paspaboTaHbl cpeacTBa  ynpaBneHus OokymeHTamu. CpeactBa  ynpasreHUs
BKIOYAIOT:

a) CXeMbl MeTaaHHbIX JOKYMEHTOB;
b) cxembl knaccudmkaumm paboymx npoLeccos;

C) NpaBuna 4OoCTyna;



d) npaeuna, onpegensalowme nNopsaok oTbopa M nepefavym OOKYMEHTOB Ha
XpaHeHUE NN YHNUYTOXEHNE.

CpencTBa ynpaBneHna AOKYMeHTamMu MOryT OblTb pa3paboTaHbl U BHEOPEHLI B
pas3nnyHbIX popmax B 3aBUCUMOCTU OT TEXHOSIOrMYECKoOn n aerosoun cpenbl. Mx
paspaboTka 1 BHegpeHWEe OO0SPKHbl YYUTbIBATbh XapakTep O4OKYMEHTHbIX CUCTEM, C
KOTOPbIMW OHX B3aMMOLENCTBYIHOT.

PesynbTatbl aHanM3a OenoBbiX NPOLEecCcoB A0SMKHbI ObiTb MCNONb30BaHbI Mpu
pa3paboTke 1 nepecMoTpe CpeacTB yrnpaBreHna JOKYMeHTamu (CM. pasgen 7).

[pouecchbl co3gaHus, BBOA4A B CUCTEMY UM ynNpaBreHWs OOKyMeHTamu (CM.
pasgen 9) OomkHbl OblTb OCHOBaHbl Ha akTyalbHbIX CPeAcTBax YnpasreHUs
AoKyMeHTamu. [loaToMy cpeacTBa ynpaBrieHUs AOKYMEHTaMu crieqyeT peryrnspHo
nepecmMaTpuBaTthb.

OTMeHeHHble BEpCUM CPeacTB ynpaBreHnss AOKYMEHTaMU crieqyeT COXpaHATb U
ynpaensdATb UMW Kak [OOKYMEHTaMnm B COOTBETCTBUM C TpeboBaHMsMM,
YyCTaHOBIIEHHbIMWN aHanNM30M OeNoBbIX NPoLeccoB (CM. pasgen 7).

8.2 CxeMbl MeTagaHHbIX 4OKYMEHTOB

CxeMbl MeTafaHHbIX [OOKYMEHTOB AOSPKHbl ObiTb  paspaboTaHbl  And
onpegeneHna MeTagaHHblX, UCMOMb3yeMblX Ans MaeHTUdMKauum, onucaHus wu
yrnpaBneHna JokymeHTamu. [Ons Toro 4ToObl [OOKYMEHTbl COOTBETCTBOBaM
XapakTepUCTMKaM MOSTHOLEHHbIX LOKYMEHTOB (CM. 5.2.2), cBSi3aHHble C HUMMU
MeTafaHHble A0SPKHbI ObITb OCHOBaHbI Ha YTBEPXKOEHHOM CXeMe MeTaLaHHbIX.

Cxembl MeTaaHHbIX OOKYMEHTOB MOINyT OTHOCUTbLCA K pPa3JjIM4HbIM obbekTam.
KntoveBbiMu o6 bekTamm A514 ynpasrieHna JOKYMEeHTaMU ABJTAKOTCA:

a) OOKYMEHTbI N X COBOKYMHOCTW;

b) areHTbl, BKMOYasi OTAENbHbIX UL, OpraHu3auunM, TEXHOMNOMMKW, a TakKXe
[OenoBble N JOKYMEHTHbIE CUCTEMBI;



C) (hyHKUMN, AeATeNbHOCTb 1 onepaumm unm paboyme Nnpouecchl;

d) 3aKOHbl M OpyrMe AOKYMEHTbI, Perynmpylolume OeroByl OesTeNbHOCTb, a
TakXXe NPOLLECCbl CO34aHUA 1 YNpaBIieHUs AOKYMEHTaMu;

€) B3aMMOCBS3M Mexay CybbekTamm 1 COBOKYNMHOCTSIMU JOKYMEHTOB.

BHeopeHne cxem MeTaaHHbIX OOKYMEHTOB MOXET BKMo4YaTb MeTagaHHble,
3afjaHHble ONa BCeX 3TUX OOBbEKTOB WM TOMbKO Afs O4HOro, Hanpuvep
"[lokymeHTOB". CTeneHb KOMMMEKCHOCTU BHEOPEeHUs1 [OfbkHa  oTpaxaTb
onpegeneHHble TpeboBaHMA K OOKYMEHTauun U OeroBOMY KOHTEKCTY, BKIOYasd
puCKM (CM. pasgen 7).

CxeMbl MeTagaHHbIX OOKYMEHTOB [OOIDKHbI coAepXaTb MeTadaHHble BBOAA B
cucTtemy n MetagaHHble npoueccos (cMm. 5.2.3).

Mpn onpegeneHun TpeboBaHuM K [OKymeHTam (cM. 7.4) Heobxooumo
onpefenutb  MeTadaHHble, OOYCIIOBMEHHble  crneundmkon  OeaTenbHoOCTH
opraHusauuu.

MeTagaHHble JOMKHbI ObITb onpeaeneHbl And:

a) noeHTudmkaumm n noucka JOKYMeHTOB;

b) cBA3M [OOKYMEHTOB C W3MEHSWMMUCA OusHec-npaBuniamm, MnonMTUKON,
3aKoHaMM W OpyrMMyn  TpebGoBaHUSIMK, peryrimpylolmMi BedeHne OusHeca U
ynpasrieHe AOKyMeHTamu;

C) CBSI3M JOKYMEHTOB C areHTamu, a Takxke obecnedeHus nux gocTyna v npae B
OTHOLLEHNM JOKYMEHTOB;

d) cBsI3M AOKYMEHTOB C AeSI0BOM AeATENbHOCThIO, a Takxke

e) oTCnexmBaHnA npoueccoB, OTHOCALWMXCA K AOOKYMEeHTaM, TaKuX Kak
n3MeHeHune rnpasust JocTtyna unn repemMelleHmne JOKyMeHTOB B HOBbl€ CUCTEMDI.



B ynpaBneHun [oOKymMeHTaMuM MOryT OblTb MCNOSMb30BaHbl LIECTb KfaccoB
MeTadaHHbIX. B 3aBMCMMOCTK OT KOMMSIEKCHOCTM BHEOPEHUST UX MOXHO NMPUMEHSATb
KO BCeM 06BbekTaM nmMbo K HEKOTOPbIM U3 HUX. OTU LLECTb KNacCoB criegyoLume:

a) naeHTudmKaumna - tHopMaumnsa ons naeHTugukaummm oo bekTa;

b) onncaHue - nHdbopmaumnsa Ansa onpeaeneHns xapaktTepa 06bLeKTa;

C) wucnonb3oBaHWe - WHdopMaumsl, KoTopasi CMOCODCTBYET TeKyliemy W
L0NTOCPOYHOMY UCMONb30BaHMI0 00 BHEKTa;

d) nnaH cobbiTUN - MHGopmaums, ncnonblyemasi 4na ynpasneHust 00 bEKTOM,
Takasi Kak nHopmMaums o nepegade Ha XpaHeHue U YHUYTOXEHWE;

e) ucTopusi CoBbITUM - MHGpOPMAaLNSA, OOKYMEHTUPYOLWAA npoLueLlume cobbiTus
Kak B OTHOLLEHNN OObEKTA, TaK U B OTHOLLEHUM METaAaHHbIX;

f) cBA3b - WH(opmaums, onucbiBaloLas B3aUMOCBA3b MeXOY KOHKPETHbLIM
06 BEKTOM N OpYrMMM OO bEKTaAMM.

CxeMbl MeTaflaHHbIX [OOKYMEHTOB [OIpkHbl ObiTb OTpaXeHbl B dopmaTtax,
KoTopble obecrnevnBaldT BO3MOXHOCTb B3aMMOAEWCTBUS Mexay CUcTeMamu,
obmeH nHdopmaumen n murpaunio (cMm. 9.8) n npouecchl nepegadn JOKYMEHTOB Ha
XpaHeHue N yHnYToXeHue (cMm. 9.9).

CxeMbl MeTagaHHbIX JOKYMEHTOB crieqyeT UCnosib30BaTh NPy NPOEKTUPOBaHUM
N BHEOPEHUM OOKYMEHTHbIX cucTeM (cM. 5.3) n B npoueccax cosfaHus, BBoaa B
cucTemy n yrnipaBneHus JOKyMmeHTamu (cM. pasgen 9).

CxeMbl MeTafiaHHbIX AOKYMEHTOB [OMKHbI CChINaTbCA Ha Apyrne 4encTByoLme
cpencTBa ynpasrieHNs AOKYMEHTaMK, MHopMaumio 0 nepegade Ha XpaHeHue unm
YHUYTOXEHNE, MonydeHHyto u3 npasun (cm. 8.5), pexum goctyna (cm. 8.4) mnm
cxeMbl Knaccudgwmkauunm paboumnx npoueccos (cm. 8.3).

|_|pl/l HEKOTOpPbIX MNpaBOBbIX YCIIOBUAX AOEATEJNIbHOCTU OpraHn3auunn paHee
yTBEPXOAEHHbIE CXeMbl MeTadaHHbIX  OOJPKHbI ObITb COGJ'I}O}J,GHI:I nin
aganTnpoBaHbl K HOBbIM YCJ10BUAM.



8.3 Cxembl Knaccucgpumkaumm paboumx npoueccoB

Cxembl knaccudwmkaumm paboymx MnpoLeccoB - 3STO WHCTPYMEHTbl  Ans
obecnevyeHns CBA3N [OKYMEHTOB C KOHTEKCTOM MX CO3[aHus. 3a CYeT CBA3U
mMexay TpeboBaHWsMM K OokymMeHTaMm (cM. 7.4) M cxemMamu Kraccudmkauum
paboynx npoueccoB MOryT ObiTb OpraHM3OBaHbl Hagnexawme npoLecchl
ynpasreHusa JoKyMeHTaMM.

CBsA3blBaHNEe OOKYMEHTA C KOHTEKCTOM NPOUCXOOUT NMyTEM ero Kraccudmkaumm
(cm. 9.4), koTopasa obecnevnBaer:

a) NpMMeHeHWe npaBun gocTyna K AokymeHTam (cMm. 9.5);

b) BbINONMHEHWE COOTBETCTBYIOLWMX MNpaBun Mo nepefadye [AOKYMEHTOB Ha
XpaHeHve unn yHmdToxeHue (cm. 9.9);

C) Murpaumio JOKYMEHTOB onpeaesieHHOM 4enoBon oyHKLMU Mnn OesaTenbHOCTU
B HOBYIO Cpealy B pe3yrnbTaTe opraHM3aunoHHON pecTpykTypusaumm (cm. 9.8).

PaspaboTka cxem knaccudmkaumm paboymx npoueccoB, MNPUMEHUMBbIX K
OOKYMEHTaM, AO0SPKHa OCHOBbLIBATbCSH Ha aHanmse OyHKUMW, OeNCTBUN 1 paboumnx
npoweccos (CMm. 7.3).

,D,J'IFI TOro 4ytobbl oCcTaBaTbCA yCTOIZ‘-II/IBbIMI/I K opraHm3aunoHHbIM U3MEHEHUAM,
CXeMbl KJ'IaCCI/IC*)I/IKaLI,I/II/I OOJDKHbI OblTb OCHOBaHbl Ha C*)yHKLI,I/IFIX M BUAax
AeATElIbHOCTU, a HEe Ha OpPraHn3auMOHHbIX CTPYKTYpax.

Cxembl Knaccugmkauum paboymnx npoueccoB MOryT BbiTb nepapxXm4yeckumMmm nnm
PENALUMOHHBIMU U MOMYT COCTOATb U3 pPasfiMyHbIX YPOBHEW OTHOLLEHUW, B
3aBUCMMOCTM OT TOro, 4YTO Iydlle BCEro oTpaxaeT [OeroByl AeATeNbHOCTb.
Xapaktep n cTeneHb KrnaccugmKaLMOHHOIO KOHTPOMS OOIMKHbl OCHOBbLIBATLCS Ha
TpeboBaHusX K OOKyMeHTam (CM. 7.4) n npupoae MCnosfb3yeMblX AOKYMEHTHbIX
cuctem (cm. 5.3).

Cxembl Knaccudmkauum paboumx npoueccoB MOryT MNOoAOepHMBATbCA C
NCNONb30BAaHNMEM TaKUX CPEACTB, KaK Te3aypyCbl, KOTOpble WCMOMb3YHTCHA AN
NHOEKCUPOBAHMS OKYMEHTOB 4718 UX NMouUcKa.



8.4 NpaBuna gocTtyna

Heobxoaumo paspabortatb Habop npaswus, onpedendlowmx npasa gocTyna u
PEXUM paspeLLEHNN N OrPaHUYEHNIN, MPUMEHSIEMbIX B OTHOLLEHUN AOKYMEHTOB.

Kateropum npaBun pgocTtyna, MpUMEHsIieMblX K [OOKYMEHTaM, [ODKHbI
OCHOBbIBaTbCS Ha pesyrnbTatax aHanmsa [enoBbiX MPoLeccoB, B YaCTHOCTU Ha
naeHTumKkaunm areHToB (CM. 7.3) u onpegeneHun TpebosaHui K JOKYMeHTaMm (CM.
7.4).

[paBuna goctyna 3aBUCAT OT TuNa:
a) areHToB.,;

b) nenoson geaTenbHOCTY;

C) ALOKYMEHTOB.

YpoBHM AocTyna MOryT ObiTb Ha3Ha4YeHbl KaXaoMy M3 3TMX OOBLEKTOB, O4HAKO
OHM OOIMKHbI MPUMEHATHCS MMHUMYM B OTHOLLEHUW K JOKYMEHTY U areHTy.

[OKYMEHTHbIE CUCTEMbI OOSMKHbI ObITb pa3paboTaHbl Takum 06pa3om, 4TOObI
obecneynTb BO3MOXHOCTb NepecMoTpa npaB 4OCTYyNa, a Takke obecnevyntb CBA3b
9TON MH(popMaL MM C OTAESNbHBIMU LOKYMEHTaMM fiMbO C X COBOKYMHOCTSIMI.

[MpaBuna p[octyna MOryT WU3MEHATbLCA C TeYeHMeM BpeMeHu B CBSA3UN C
N3MEHEHMEM HOPMAaTUBHO-MPaBOBOW Cpeibl, OefIOBOMN OEATENbHOCTU U OXUOaHUN
aernosoro coobllectsa. CrnegoBaTtenbHO, NpaBusia 4ocTyna AOSMKHbI Ha perynsipHou
OCHOBE OTCNeXMBaTbCs U OOHOBMATBLCS, @ OrpaHUYEHNss N0 BO3MOXHOCTU crieqyeT
YMEHbLUMTb U YNpasgHUTb.

8.5 NpaBuna otoopa un nepeaaun



Heobxoaumo paspaboTtaTb npaBura oTbopa W nepefadnm OOKYMEHTOB.
OTBETCTBEHHOCTL  3a pas3paboTKy  MpaBun  OOfPKHA  ONpPeAensaTbes
3aKoHoAaTeNbHbIM akTOM, UK UHCTPYKLMEN, UINN MNOSTMTUKOW OpraHu3aumu.

PaspaboTka npaBuvn XpaHeHUss W YHUYTOXEHUSI OOKYMEHTOB  [JOIDKHA
OCHOBbIBATbCSA Ha pesynbraTax NpoBeeHHOro aHanmM3a AernoBblX NpoLeccoB (CM.
pasgen 7). OTU npaBwuna cnegyeTt MpUMEHSTb Mpu pa3paboTke [LOKYMEHTHbIX
cuctem (cm. 5.3) n opraHmnsaumMm OOKYMEHTHbIX npoLueccoB (CM. pasgen 9).

B npaBunax gormkHbl ObiTb OnpeaeneHbl Pynnbl UM KMacChl AOKYMEHTOB C
OAVHAKOBLIMU CPOKaMN XPaHEeHUs! U eduHbIM MOPSAKOM OEWCTBUS Mo OoTOopy U
nepegadye [OOKYMEHTOB Ha MOCriedylollee XpaHeHue UnmM yHudtoxeHue. Knacchl
[10KYMEHTOB [OIKHbI ObiTb CBSA3aHbI C [JeNOBbIM KOHTEKCTOM U I0MKHbI BKIHOYaTh:

a) ngeHtndgwmkaTop(bl) Krnacca;

b) onncanue knacca (Hanpumep, onnucaHue OyHKLUN Unu 4eENCTBUN);

c) OencTBMa No oTbopy U nepedayvye AOKYMEHTOB Ha Mocredylollee XpaHeHue
UMM YHUYTOXEHME (HanpuMep, YHUYTOXEHMEe, MUrpaLms Unn nepegada KoHTpors);

d) cpokn xpaHeHus;

€) UCXoHble coBbITUA (OT KOTOPbIX NCYUCTIAKOTCSA CPOKN XPaHEHWST).

Knaccel MoryT ObiTb onpegeneHbl 3a cyYeT  (QyHKUMOHANMbHOrO  Unu
noonepaymnoHHoro aHanmsa (cm. 7.3). B Takom crnyyae B npasuna orvkHa 6biTb
BKIIOMEHA WHGopMaums, onucbiBarolaa cooTBeTcTByloLme (PyHKUMKN, BUAbI
AeaTenbHOCTN n/nnm paboyme Npouecchl.

[MpaBuna otbopa n nepegaym MOryT Takxke cogepxaTb MOSIOKEHUA O nopsake
nepemMeLleHnss JOKYMEHTOB M3 OLHOW Cpefbl XpaHEeHUs B APYryH WK XpaHeHud
OTBETCTBEHHOW OpraHM3auuen.

MpaBuna OomkHbI ObiTb YTBEPXOEHbI, OAaTUPOBaHbI, BHEAPEHbI M PErynsipHO
nepecMaTpuBaTbCs C y4€TOM MEHSLWMXCA TpeboBaHu. B HEKOTOpPbIX NPaBOBbIX
YCIIOBUSIX MOArOTOBKA NPaBWUN AOSDKHA BKIOYaTb YTBEPXKOEHME BHELLUHMM OpraHoMm
NI Perynsiropom.



BHegpeHve npasun, onpegenstowmx nopsigok otbopa v nepegadn AOKYMEHTOB
Ha nocrnefywlee XpaHeHWe WM YHUYTOXEeHWe, [OSMKHO  YrpaBnsaTbCA U
OOKyMeHTupoBaTbca (CM. 9.9) 1 perynsapHO nepecMaTpuBaTbCs C y4eToM MobbIX
HOBbIX TPeboBaHWI, BIUSAIOWLMX HA AENOBY OeATeSNlbHOCTb, 3adMKCUPOBaHHYIO U
onpeerieHHyto NnocpeacTBOM aHanm3a AernoBbIX NpoLeccos (CM. pasgen 7).

9 Npouecchbl co3aaHus, BBoaa B CUCTEMY U
ynpaBrneHus OOKyMeHTaMu

9.1 OOLwWwume NnonoxeHus

[Mpouecchl co3faHns, BBoAA B CUCTEMY U YNpaBrieHNs O4OKYMEHTaMWU OOSPKHbI
ObiTb WMHTErpUpOBaHbl B MNpoueaypbl U NPUMEHSIEMblE CUCTEMbI, B TOM 4uCIe
OOKYMEHTHblE CUCTEMbl, W [OOSPKHbI BKMKOYaTb WUCMOMb30OBaHME CpPeacTs
yrpaBreHna OOKYMEeHTaMu, rae aT1o Heobxogmmo (cMm. pasgen 8). OHuM OOSmKHbI
noaaepXxmBaTbCsa NOSMTUKON, pacnpeaerieHneM OTBETCTBEHHOCTH, NpoueaypamMu u
oby4veHnem (cMm. pasgen 6). [Npouecchl BKAYaKT creaytoLlee:

a) co3gaHue OOKYMEHTOB;

b) BBOA LOKYMEHTOB B CUCTEMY;

C) Knaccudmkaumno n MHOEKCMpPOBaHME JOKYMEHTOB;
d) ynpaBneHme gOCTYNoOM K JOKYMEHTaM;

€) XpaHeHne JOKYMEHTOB;

f) ncnonb3oBaHve JOKYMEHTOB;

g) MUrpaumio UM KOHBEPTUPOBAHNE LOKYMEHTOB;

h) oTbop, Nnepegayvyy AJOKYMEHTOB Ha XpaHEHUE UM YHUYTOXEHNE.



PeweHna o paspaboTke M BHeOPEHWM [OOKYMEHTHbIX MpPOLECCOB AODKHbI
oTpaxaTb MOHWUMaHWE CYLLECTBYIOLLIMX OOKYMEHTHbLIX MPOLECCOB M UCMOSb3yeMbIX
OOKYMEHTHbIX CUCTEM.

B cny4yae ecrnv npouecchl BbLIMOMHAKTCA CTOPOHHMMW OpraHusaunamu, B
COrnalleHmsx WM goroBopax no obCcnyxumBaHMO OOMkHbl ObiTb  yKasaHbl
TpeboBaHMs K npoueccam, COOTBETCTBYIOLLME MEPbl MOHUTOPMHIA U OLEHKN (CM.
6.4). [pegocTtaBnsemMble YCINyrn [OOSDKHbI KOHTPONMPOBATbLCS Ha  perynsipHom
OCHOBE B COOTBETCTBUM C TpeboBaHMAMM 4OroBopa.

9.2 Co3pnaHue AOKYMEHTOB

[Ana BeneHuss 0enoBon OEATENbHOCTUM OOKYMEHTbl MOryT ObiTb CO34aHbl Unu
nony4YeHbl 1 BBeAEHbI B cuctemy. [lenosble, opuandeckme n gpyrme TpeboBaHus K
AOKYMEHTaM OnpenensitoTCA Ha OCHOBaHWM aHanuMsa [LeroBblX NpoueccoB (CM.
pasgen 7). Otn TpeboBaHWs UCMNOMNb3YTCA ANA onpeaeneHust npoLeccoB
co3faHnst OOKYMEHTOB MpW MPOEKTUPOBAHUN UMM NepenpoekTUpoBaHMM padounx
NpOLLEeCCOB N AOKYMEHTHbBIX CUCTEM.

Co3gaHve [OOKYMEHTOB [OIDKHO BKMOYaTb B ce0SA co3daHMe KOHTEeHTa W
MeTafaHHbIX, KOTopble MKCUPYIOT 0OCTOATENLCTBA MX CO3AaHUS.

9.3 BBOA AOKYMEHTOB B CUCTEMY

Beon OOKYMEHTOB B OOKYMEHTHYO CUCTEMY [LOOJDKEH NMpoBOAUTLCA B Cllyyae,
€CJ1M nNpun aHanMae genoBbiX npoueccoB BbiABJIEHO, YTO onpenesrieHHble AOKYMEHTbI
OOJDKHbI ObITb COXpaHeHbl W1 YyrpasJdemMmbl B Te4YeHne BpemMeHn O
yOoBIETBOPEHNA OonpenerieHHbIX TpGGOBaHI/IIZ. Besoa B CNCTemMy OOJTKEeH BKIMKOYaTb:

a) NPUCBOEHME YHUKarNbHOro naeHtudmkaTopa (NMMbo malmHovmtTaemoro, nmbo
BOCNPUHMMAEMOrO YENOBEKOM);

b) BBOO Mnn co3gaHne MeTagaHHbIX O JOKYMEHTE B MOMEHT BBOAA B CUCTEMY;

C) CcO34aHue B3auMOCBA3N Mexay OTAeSflbHbIM [OOKYMEHTOM W APYruMu
AOKyMeHTaMu, areHTamMu unm geroBbiMu onepaunamu.



MeTagaHHble, CO34aHHbIE, D,OGaBJ'IeHHbIe nnn nosryyvyeHHble B MOMEHT BBOAa
AOOKYyMEeHTa B CUCTEMY, [OOJDKHbl COOTBETCTBOBATb yTBep)KD,eHHOVI cxeme
MeTadaHHbIX N BCergaa OOJDKHblI ObITb CBA3aHbI C OOKYMEHTaMM.

B ™MomeHT BBOOa B cuUCTEMYy MeTafaHHble, [LOOKYMEHTUPYHLLME KOHTEKCT
OOKYMEHTa, OOSKHbI OblTb  3adMKCUMpOBaHbl W COXpaHEHbl B KayecTBe
AoKasaTesnibCTBa COBEPLUEHHON onepauun. YHUKanbHble naeHTUmKaTopbl JOSMKHbI
6bITb MOCTOSIHHLIMMN.

[OKyMeHT MoXeT OblTb BBEOEH MHOM0 pa3 B pasfiMyHble [OOKYMEHTHbIE
cuctembl. Kaxxgoe cobbiTe OomkHO 6biTh 3anMcaHo B MeTagaHHbIx npouecca. C
MOMEHTa BBOJA [OKYMEHTa B AOKYMEHTHYIO CUCTEMY MeTadaHHble O AENCTBUSIX,
COBEpLUAEMbIX C JOKYMEHTOM, UMM O €ro UCMOSfb30BaHUN OOIDKHbI HEnpepbiBHO
HakannmMBaTbCH.

9.4 Knaccudmkaumsa v nHgeKkcMpoBaHne AOKYMEHTOB

Knaccudmkaumsi COOTHOCUT LOKYMEHTbI C MX A4EeSfI0OBbIM KOHTEKCTOM, CBS3blBas
NX C KaTeropmsiMm U3 Cxembl Kraccudmkaumm paboumx npoweccos (cm. 8.3).

Knaccudwmkaumss 4OKYMEHTOB BKIHOYaEeT:

a) NpuBA3KY [OOKYMEHTA K AOKYMEHTUPYEMOW [EroBOA OEeATEenbHOCTM Ha
COOTBETCTBYHOLUEM YpOBHE (Hanpumep, K dyHKUUM, OENCTBUIO wunm pabovemy
npoueccy);

b) ycTaHoBneHne cBSA3n Mexay OTAeNbHbIMUM LOKYMEHTaMW U COBOKYMHOCTM
OOKYMEHTOB AN 00ecneyeHns HenpepbiBHOIO [OOKYMEHTMPOBaHUS [EeroBON
OEeATeNbHOCTU.

KJ'IaCCI/IC*)I/IKaLI,I/IFI OOKYMEHTOB MOXET NPUMEHATbCA K OTAeSIbHbIM OOKYMEHTaM
nnn nx COBOKYINMHOCTAM.

[okyMeHT MoxeT 6bITb KrnaccudguumpoBaH 6onee o4HOrO pasa 3a nepuog ero
cywecTBoBaHua. B cnyvyae wu3aMeHeHua Knaccudmkaumm nobble 3aMeHEeHHble
MeTadaHHble Kraccugukaumum OomkHbl 6bITb COXpaHEHHDI.



MeTagaHHble MHOEKCUPOBaAHMS TakXe MOryT ObiTb MCMOMb3oBaHbl ANA TOro,
YTOObI OOKYMEHTblI cTanm 6ornee LOCTYMNHbIMM AN areHTOB, KOTOPbIM paspeLueH
AO0CTyn K HAM. MeTagaHHble MHOEKCUPOBAHUA, Takme Kak O6BHEKT, pacnorioXeHue
WM HaMMEHOBaHUSA, MOryT OblTb CBS3aHbl C [JOKYMEHTaMM B MOMEHT BBOAA B
cuctemy n MoryT 6biTb Jo6aBrieHbl N0 Mepe HEOHBXOAMMOCTM Ha NMPOTSKEHNN BCETO
NX CYLLIECTBOBAHMWSI.

9.5 YnpaBneHue AOCTYNOM K AOKYMEHTaM

OocTyn K AOKYMEHTaM [OIDKeH OCYLUECTBMNATLCA Ha OCHOBE YCTaHOBMNEHHbIX
MPOL,eCCOoB.

[OKYMEHTHble CUCTEMbI [OO/kHbl ObiTb paspaboTaHbl C BO3MOXHOCTbIO
NpeaocTaBfieHNss W OrpaHMdeHust AocTyna K [OOKYMEeHTaM [N areHToB
NHOMBUOYANbHO WM B COBOKYMHOCTW. MexaHuambl [OCTyna K OOKYMEHTaMm B
AOKYMEHTHbIX cucTemMax (BHE 3aBMCMMOCTU OT TOro, TEXHUYECKME OHU UMM HET)
OOKHbl ObIThb peann3oBaHbl C UCMNOSMb30BAHMEM aKTyarnbHbIX U YTBEPXKOEHHbIX
npasun goctyna (cm. 8.4). MNpaBuna goctyna moryt TpeboBaTb MCNOSb30BaHUS
WHCTPYMEHTOB [OCTaBKM [AOKYMEHTOB, MeTaaHHbIX WM OTpenaKkTUPOBaHHbIX
AOKYMEHTOB 1151 aBTOPU30BaHHbIX NOfb30BaTENeN.

MpumeHeHne npaBun OocTyna OOMKHO ObITh 3anncaHo Kak YacTb MeTadaHHbIX
MpoLiecca Ha COOTBETCTBYHLUIEM YpPOBHe (O OTAENbHOrO [AOKYMEHTa WIu
COBOKYMHOCTU). WM3MeHeHuss 3Tux npaBun, BKMYass MOMHOMOYMA W - aaty
M3MEHEHMS, TakKke [OIkHbl OblTb 3300KYMEHTMPOBAHbl Kak MeTadaHHble
npotiecca.

OTaenbHble crydyan OocTyna K AOKYMEHTaM B 3aBUCUMOCTU OT TpeboBaHun,
onpeaeneHHbIX Ons OernoBoW AeATENbHOCTU UM pUCKa, CBSA3AHHONO C [ENOoBOW
OeATenbHOCTbIO, MOMyT ObITb 3adMKCMPOBaHbI B NpaBunax.

9.6 XpaHeHue AOKYMEHTOB

[OKyMEHTbI, HE3aBUCMMO OT chopmaTta Unm HOCUTENS, OOIMKHbI XPaHUTLCS TakuM
obpasoMm, 4TOOblI Oblna obecneyeHa ux 3awmta OT HECaHKLMOHMPOBAHHOIMO
AO0CTYMNa, U3MEHEHWS!, yTpaTbl UM YHUMTOXEHMS!, BKIOYAA KPpaxu M KaTacTpodbl.
OTO O3HA4YaEeT, YTO AOMKHbI ObITb NPUHATLI MEPLI A4St obecnevYeHus:



a) Hagnexallen cpeabl XpaHEHUS Y COXPaHHOCTU HOCUTENS;

b) ncnonb3oBaHusA 3aWMTHBLIX MaTepUarnoB M cneyunasnbHbIX Npoueayp B cryyae
HEeobXxoaNUMOCTH;

C) HenpepbIBHOW 3alWwuTbl M MOHUTOPUHra M3M4YecKon n WHopmaLMOHHOW
6esonacHocTy;

d) pa3paboTku 1 TECTUPOBAHUA NopsiaKa AENCTBUN B Ype3BblYanHbIX CUTYaLUaX
M NpU BOCCTAHOBUTENbHLIX MNpouenypax, a TaKke MNoAroTOBKM MnepcoHana K
OCYLLECTBJIEHUIO 3TUX OENCTBUI.

MeTagaHHble [OOKYMEHTOB [OOSPKHbI BKMOYaTb WH(OPMaUUIO O XpaHeHuW.
HaHHass uHGopMauus MoxeT OblTb MNoflydeHa W3  JOKYMEHTHbIX CUCTEM
opraHuMsauun nmbo OT BHELWHUX opraHmM3auunn. [JaHHaa nHdopmaums gormkHa OblTb
npurogHa Anss  noMcka W MOHUTOpUHra obecrneyeHns  MHAOPMaLNOHHOM
BGesonacHocTw.

XpaHeHe OOKYMEHTOB, BKIOYasA Cpedy WM HOCUTENb, 3allMTHble MaTepuarnsl,
npouenypbl 06paboTKM N CUCTEMbI XPaHEHUSI OaHHbIX, OOIPKHO HAXOAUTLCHA Mog
MOCTOSIHHBbIM KOHTPOIIEM, a Takxe HeobxoaMMo NPOBOAUTb OLLEHKY AJ1S BbISIBNIEHUS
OB bIX PUCKOB B OTHOLLEHUM JOCTYMNHOCTU UM LLENOCTHOCTU JOKYMEHTOB.

9.7 Ucnonb3oBaHue AOKYMEHTOB

[lOKyMEHTbI OO/ikHbI  ObiTb  MPUrodHbl AN UCMOMb30BaHWA B TEYEeHue
YCTaHOBIEHHbIX CPOKOB XpaHeHMs1. [JOKyMEeHTHbIE CUCTEMbI LOIDKHBI 06ecnevmBaTh
NErkocTb  UCNONb30BaHUSA AOKYMeHTOB (cMm. 5.3). Mepbl no nopaepxaHuo
HENPEpPbIBHOCTWN MCMOSb30BaHNS MOMYT BKIHOYATb CreayoLLee:

a) NPpMMEHEHMEe U COXpPaHEHNe COOTBETCTBYHOLLMX METaAaHHbIX O TEXHUYECKUX
XapaKkTepUCTMKax JOKYMEHTa;

b) cospaHve OONOMHUTENbHBLIX KOMWUIA OOKYMEHTOB MMM MX npeobpas3oBaHue B
anbTepHaTuBHbIE hopMaThl;



C) MUrpaLmo JOKYMEHTOB;

d) noaroToBky nraHa obecneYyeHns HeNPepPbLIBHOMO AOCTyNa M UCMNOSb30BaHUS
OOKYMEHTOB B Ype3BblYalHbIX CUTYaLMsX, 3aTparMBaroLLMX JOKYMEHTHbIE CUCTEMbI
NN XpaHUNLLA;

€) perynspHbIi MOHUTOPWHT YCIOBUIA XpPaHEHUS.

MeTagaHHble O npoueccax, NpPUMeEHsIEMbIX 475 MOBbIWeHUS 3¢deKTUBHOCTH
NCMNOMb30BaHUA JOKYMEHTOB, TaKMX KaK KOHBepTUpoBaHue (cM. 9.8), 4omkHbI 6bITb
3anucaHbl B MeTaZiaHHbIX npouecca.

PeweHna o dopmaTtax [OOKYMEHTOB NpyM CO34aHUM, MUrpaumm  unm
npeobpas3oBaHMM [OOIPKHbI  YYUTbIBATb MPEMMYLLECTBA, KOTOpble MOryT ObITb
Nomny4eHbl NPY UCMONb30BaHUN JOKYMEHTOB.

[MoBTOPHOE MCMNOSMb30BaHNE KOHTEHTa AOKYMEHTA KaK 4YacTu 4ernoBon onepaumm
(B OPYrMX BHYTPEHHUX WM BHELWHUX paboymx npoueccax) cos3fgaeT HOBbI
OOKYMEHT B HOBOM KOHTEKCTE C He3aBUCUMbIMW MeTadaHHbIMU OTHOCUTESNbHO
BBOAA B CUCTEMY M NPOLLECCOB YNpaBfieHus.

9.8 Murpauua n KoHBepTUpOoBaHMe AOKYMEHTOB

[Mpouecc murpaumm U KOHBEPTUPOBAHUSA OOKYMEHTOB Mexdy AeSioBbiMU U/nnm
AOKYMEHTHbIMU cUCTEMaMi, BKIloYasa BbIBOA U3 3KCMyaTaumm cUCTeMbl (CUCTEM),
nepesod C TpaguLMOHHOIo HocuTensa B LudpoBon dopmat (oumdpoBKY), OOIDKEH
ObITb CANaHMpoOBaH, 3adMKCcUpoBaH M AOoBedeH OO0 CBEAEHUS BHYTPEHHUX W
BHELLHUX 3anHTEepPEeCOBaHHbIX CTOPOH.

[omkHo ObiTb YCTAHOBMEHO MECTO pa3MELUEHUSt UCXOAHbIX OOKYMEHTOB B
npoLecce MurpaLnm nnm KOHBEPTUPOBAaHUSI.

Bo Bpems murpaumm wn KOHBEPTUPOBAHMS BECb KOHTEHT [OOKYMEHTa MU
CBSi3aHHble C HMM MeTafaHHble B WCXOOHOW cucteme unmn dopmarte [OrKHbI
COXPaHATbLCHA A0 TexX Mop, rnoka npouecc He OyaeT 3aBepLleH, a LerloCTHOCTb U
HageXHOCTb KOHEeYHOM cucteMbl unm dopmata He 6yoyT HaxoAuTbCs nog
KOHTPONEM U JOIMKHbIM 00pa3oM 3aLLMLLEHDI.



Mpouecchbl MUrpaummn n KOHBEPTUPOBaHUSA MOMyT NOTpeboBaTbCA AN NPOBEPKMU,
aBTOpPU3aLUM UNN cepTUdMKaL UM BHELLHMM OpraHOM.

9.9 OTOOp N Nnepenavya AOKYMEHTOB Ha XpaHeHue unu
YHUYTOXEHUE

Mpoueccbl oTOopa M nepefadyn OOKYMEHTOB Ha XpaHEHWE WM YHUYTOXEHMWE
cnegyeT NpoBoAUTb B COOTBETCTBUM C YCTAHOBIIEHHbIMU npaBuramu (cm. 8.5).
[OKyMeHTHble CUCTEMbl AOiKHbI ObiTb pa3paboTaHbl C y4eTOM BO3MOXHOCTM
BbINOSIHEHNST AEVCTBUA Mo OoTOOopy M nepegade OOKYMEHTOB Ha XpaHeHue unu
YHUYTOXEHUE (CM. 5.3).

[OKyMEHTbl M MeTafaHHble AOMMKHbl XPaHUTbCA B TEYEHUE YCTaHOBIEHHbIX
CPOKOB XpaHEeHVsi, yKasaHHbIX B MpaBunax, onpenenstolmx nopsigok otbopa u
nepeaayn AOKYMEHTOB Ha NocrneayoLLee XpaHeHUe UM YHUYTOXEHME.

[eicTtBma nNo oTbopy 1 nepegadvye OOKYMEHTOB Ha XPaHEHME UM YHUYTOXEHME,
YyCTaHOBIIEHHbIE B NpaBunax, MoryT BKIOYaTh:

a) YHUYTOXEHNE NOKYMEHTOB U ME€TalaHHbIX|

b) nepenayy 0OKYMEHTOB 1 MeTadaHHbIX OpraHu3auunm, Kotopasa B3srna Ha cebs
OTBETCTBEHHOCTbL 3a [ENOBYH OeATENbHOCTb MyTEM PECTPYKTypu3aLumm, Npogaxu,
npuBaTM3aL MmN Unn gpyrux M3MeHeHU B 0erT0BON AeATENbHOCTY;

C) nepenady OOKYMEHTOB M MeTadaHHbIX B apXMB OpraHM3auum unm BHELUHWUIA
apXMB Ha NOCTOSIHHOE XPaHEHMe.

HenctBua no otbopy 1 nepegade OOKYMEHTOB Ha XpaHEHWE UM YHUYTOXEHWE
OOSMKHbI ObITh MPOBEPEHbl 00 BHeApeHus Ana obecneyeHus rapaHTum TOro, YTo
TpeboBaHus K AOKyMeHTaM (CM. 7.4) He U3MEHUNCb.

HekoTopble MeTagaHHble LOKYMEHTOB AOSMkHbl ObiTb COXpaHeHbl B TeYeHue
MUHMMAnbHOTO nNepuoda XpaHeHWst OOKYMEHTa, C KOTOPbIM OHM CBSI3aHbl.
Mpoueccbl oTbopa M nepegadn OOKYMEHTOB Ha XpaHEHMEe WIN YHUYTOXeHue
OOIDKHbI NogaepvBaTh 3TU TpeboBaHMS.



YHUYTOXEHME AOKYMEHTOB JOJPKHO OCHOBLIBATLCH Ha Crieaytowmx NpUHLMNax:
a) YHUYTOXEHNE AOKYMEHTOB AOIMKHO ObITb CaHKLMOHMPOBAHHbIM;

b) OOKYMeHTbI, CBsi3aHHble C MPeacTOSAWMMU UM TEKYLWMMU cyaeOHbIMM
pa3bupaTten-cTBaMm 1 paccrefoBaHNsAMU, YHUHTOXEHUIO HE noasiexar, noka atu
OENCTBUS NPOUCXOAAT UMK OXNOatTCS;

C) YHMUYTOXEHWe [OOKYMEHTOB crefyeT npoBOAUTb Takum 00pa3oM, 4TOObI
obecneynTb MOrHOE YHUYTOXEHME, KOTOpPOe COOTBETCTBYET BCEM OrpaHUYEHUAM
6GesonacHOCTU unNu JoCTyna K LOKYMEHTY;

d) dpaKkT YHUHTOXEHNA AOKYMEHTOB A0SKEH ObiTb 3adMKCUPOBaH.
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