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BBeneHue

A PhekTMBHOCTb OpPraHM3aumm BO MHOITOM 3aBUCUT OT BHEAPEHUA U noaaepKaHusl CUCTeMbl yrnpasre-
HUA, KOTopasi 06ecneymBaeT NOCTOSIHHOE yNy4ylEHNUE AEeATENbHOCTU U OTBEYAET NOTPEOHOCTAM BCEX 3auHTe-
pPeCOBaHHbIX CTOPOH. CUCTEMBI yNpaBneHusi 06ecneumBaloT METOAONOMMIO NPUHATUA PELLEHUI W YNPaBNeHus
pecypcaMmu AN AOCTUXKEHUS Lienei opraHusauum.

Co3faHue JOKYMEHTOB U YNpaBrieHUE UMM ABNSIOTCA HEOTHLEMNEMOW 4acTbio NOboro Buaa aearens-
HOCTM UNM AEnoBOro npouecca opraHu3auum, obecneunBas AenoBy0 Pe3ynbTaTUBHOCTL, MOAOTYETHOCTD,
ynpaeneHue puckamu U HenpepbiBHOCTb AENOBOW AEATENbHOCTU, a TaKKe AasBasi OpraHn3auusim BO3MOX-
HOCTb M3BMNEKaTh NOMNb3y U3 00NaaaloLMX LLEHHOCTLIO MH(POPMALIMOHHBIX PECYPCOB, TAKMX KaK AEroBbIe, KOM-
MepYeCKMe aKTUBbI U PeCypChbl 3HAHUM, AenaTb BKNaj B obecneyeHne COXpPaHHOCTU KONNEKTUBHON NaMSATH B
OTBET Ha BbI30BbI IMOOGANBLHOM U ANEKTPOHHOW Cpeabl.

CraHgaprtbl Ha cucteMbl MeHemkmeHTa (CCM) npenocTaBnsiloT MHCTPYMEHTapUin ANA BbICLIETO PyKo-
BOACTBA NO NPUMEHEHUI0 CUCTEMHOTO M KOHTPOMMPYEMOr0o NoAX0AAa K OpraHnu3aLuoHHOMY PyKOBOACTBY B Cpe-
Ae, KoTopas cnocobCTBYET NPUMEHEHUIO NyYLLIEN AENOBOIN NPAKTUKK.

CTaHaapTbl Ha CUCTEMBI YNpaBneHust 0KyMeHTaMm, noarotoBneHHble UCO/TK 46/M1K 11, paspaboTaHsl
ANA 0Ka3aHus NOMOLLM OpraHW3auusaM BCEX BUAOB, HE3ABUCUMMO OT CTPYKTYPbI U YUUCNIEHHOCTU NepcoHana, a
TaKKe rpynnaM opraHu3auuin ¢ COBMECTHOW 1IENOBOW AEATENbHOCTLIO N0 BHEAPEHMUIO, (PYHKUMOHMPOBAHUIO
M yNy4WEeHUI0 AeaTeNnbHOCTU Pe3ynbTaTUBHOW CUCTEMbI YNPaBNEHUs1 AOKYMEeHTaMu (34eCb U aanee no Tek-
cty — CY[1). CY[1 no3BonsieT OCyLLeCTBNATL YyNPaBleHMe B OPraHu3aumMm B COOTBETCTBUU C YCTAHOBNEHHON
NONUTUKON U LensiMu B 06nacTu ynpaeneHusi AOKyMeHTauuen, a Taike obecneumBarb JOCTWKEHUE STUX Lie-
nen. 310 obecnevnBaeTCa:

a) pacnpeaeneHuem (PyHKLMIA U OTBETCTBEHHOCTH;

b) npoueccHbIM NOAX0AO0M;

C) USMEPEHUEM U OLIEHKON;

d) aHanu3oM u yny4eHnem.

MpuMeHeHne NONUTUKKU U YCTAHOBNEHME uenen B 06nacTu ynpasneHus JoKymeHTamu, 6asupyiomxcs
Ha COOTBETCTBYIOLLMX TPEBOBAHUSX OPraHM3aLUWm, rapaHTUpYeT, 4To oduumManbHas u 4oCTOBEpHasa HdopMa-
Lus, a TaKke AokasarenbCTBa Aen0BOW AeATeNbHOCTU CO3Aal0TCA, YNPaBnsieMbl U AOCTYMHbI ANSA TeX, KOMY
OHU HEOOXOAUMbI B TEHEHUE YCTAHOBMNEHHOTO BpEMEHU. Pe3ynbratoMm yCneLwwHoro npuMeHeHUs rpaMoTHO pas-
paBoTaHHbIX MONUTKKW W Lienei B 00nactu ynpaBneHusi OKYMEHTaMU SIBMSIOTCS JOKYMEHTbI U CUCTEMbI [10-
KYMEHTaLuK1, COOTBETCTBYIOLLIME BCEM LIENSIM OpraHu3aLuu.

BHeapeHue B opraHusauumu CY[] nossonsieT Takke o6ecneyntb Npo3pavHOCTb M NPOCNEXMBAEMOCTb
pELLEHUIA, NPUHATbIX PYKOBOACTBOM, U NOAOTYETHOCTb.

Crangaptel Ha CY[, noarotoeneHHble MCO/TK 46/TK 11, sxoasar B coctaB CCM u paspaboraHbl B
uenax obecnedyeHusi COBMECTUMOCTU U MPUMEHEHUs1 OOLLMX 3NEeMEHTOB M MEeToAOoNorMM ¢ uHbimu CCM.
NCO 15489-1', a Tawke uHbIe MEXAYHAPOJHbIE CTAHAAPTHI U TEXHUYECKNE OTHeTHl, paspaboTanHbie UCO/
TK 46/TK 11, 9BNAOTCA OCHOBHLIMWU NPWU NPOEKTUPOBAHUU, NPUMEHEHUN, MOHUTOPUHIE W YIYULLUEHUN [1OKY-
MEHTHbIX NPOLECCOB U CPEACTB YNPAaBNEHUsi, KOTOPbIE MOTYT ObiTb peanusoBaHbl nocpeactsom CYA, B cny-
Yyae ecnu opraHusaLumn peLuatT NpUMeHsaTb metogonornio CCM.

CtpykTypa crangaproB Ha CY[, noarotosneHHbix UCO/TK 46/MK 11, kak onyGnmMkoBaHHbIX, TaK U Ha-
XOAALMXCA B npouecce pazpaboTku, NpeacTaBrieHa Ha pUCyHke 1.

HacTosawme craHaapTbl NPUMEHAIOTCA Kak PyKOBOACTBO NO:

a) YCTaAHOBMEHWIO CUCTEMHOIO YNpasreHus NONUTUKOW, npoueaypamu U OTBETCTBEHHOCTLIO B cdhepe
ynpaBneHns JOKyMEHTaMu, BHE 3aBUCUMOCTW OT LENen, coaepXaHua unm Hocutensa uHdopmauum cammx
[ OKYMEHTOB;

b) onpeseneHnto OTBETCTBEHHOCTU, MOSTHOMOYMIA M NOAOTYETHOCTU OpPraHU3auuin B OTHOLUEHUN AOKY-
MEHTOB W MONUTUKM YNpaBreHua JoKyMeHTamu, npoueayp, NpoLueccoB U CUCTEM ynpaBreHu AOKYMEHTaMU;

C) NPOEKTUPOBAHUIO U BHeapeHuto CY[;

d) AOCTUXKEHUIO Ka4eCTBEHHbIX Pe3ynbTaToB OT NpUMeHeHna CY[, nocpeacTBOM OLeHkU ee apdeKkTus-
HOCTU U PYHKLUMOHNPOBAHUS U MOCTOAHHOTO COBEPLLEHCTBOBAHMSI.

1 NCO 15489-1 aBnseTcs OCHOBOMONAraloLLMM CTaHAAPTOM, KOTOPLIi 3aKpennseT Ny4Lwyo NpakTUKy B OTHOLLE-
HWUM AeCTBUIA MO yrpaBneHnto JOKyMEHTaMu.

I\
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HacTtoswwue ctaHgapTbl npegHasHayveHbl Ans:

1) BbIiCLIEro PyKOBOACTBA, KOTOPOE MNPUHUMAaET pelleHUs MO YCTaHOBJIEHUIO W BHEAPEHUIO CUCTEM
ynpasneHus B opraHusauuu;

2) paboTHMKOB, OTBETCTBEHHbLIX 3a BHeapeHue CY[, TakMx Kak cneunannucTel o yrnpaBneHuio puckamu,
ayauTty, AOKyMeHTaunm, MHPOPMaLNOHHBIM TEXHOOTUAM U 3aliuTe UHopmaLmu.

HekoTopble 3/1eMeHTbl HACTOSILWEro AOKYMEHTa MOryT ObiTb 06BEKTOM MaTeHTHbIX npaB. MCO n Poc-
cTaH4apT He OTBeYyaloT 3a yKasaHue 0 Han4uMM Takux npas.

CTaHAapThbl Ha CMCTeMbl ynpaB/ieHUs
[OKYMEHTamm

B3avmocBs3aHHble MexayHapoaHble
cTaHAapThbl N TEXHUYECKMNE OTYeThI

PykoBogsiasi ocHoBa A/151 OKYMEHTOB BHepeH1e [OKyMEHTHbIX MPOLEecCcoB

1CO 30300 NCO 15489 NCO 23081 Nco/To
OCHOBHbIe CucTeMbl ynpasneHns Ynpasnenue MeTagaHHble 26122
NOSTOXEHUSA U [OKyMeHTamu - AOKyMeHTamu ansa Ananus
TEPMUHONOTUS OCHOBHbIE MOJIOXEHUSA Yacts 1 [LOKYMeHTOB pabounx
1 cnosapb O6ume Yactb 1 npoueccos
TpeboBaHus MpuHYMNbI B
OTHOLLEHWK
Yactb 2 YacTb 2 AOKYMEHTOB
1CO 30301 PykoBOACTBO KoHuyentyans-
Cuctemsbl Hble BOMPOCHI
TpeboBaHus ynpasneHus 1 BOMpPOCHI
AOKyMeHTamu - BHeApeHus
TpeboBaHus
YacTtb 3
MeTop,
MNCO 30303 CaMOoOLLeHKMN
Cuctembl ynpaBaeHus
[OKyMeHTamu -
TpeboBaHuA K
opraxam, NCo/TO ISO 13008 NCO 16175
NPOBOASALNM ayAnT 1 13028 Mpouecc MpuHUMNbI K
cepTucbukayyio PykoBoacTso KOHBepTauuu hyHKUMOHANb-
no " Hble Tpe6oBaHus
BHEAPEHUo Murpauum K LOKYMEHTam B
ouMdpoBKM LM poBbIX 3N1EeKTPOHHbIX
PykoBOACTBA CVICT(L/IMCb?y?Ic[))z(;ieHVIﬂ [OKYMEHTOB [OKYMEHTOB OPUCHBIX
MoscHaioT [OKyMeHTamu - Sgsfjxl
CTPYKTYpHbI® PykosoacTBO OCHOBHblE
3/1IEMEHTbI BEPXHETO
YPOBHS (uHeTpyKUMK)NO NOMOXeHNA 1
BHELpeHunio NPUHUMUNLI
YacTb 2
PykoBoAcCTBO 1
NCO 30304 PYHKLUMOHaNbHbIE
CucteMbl ynpaBneHus Tpe6oBaHus K
[OKyMeHTamu - cuctemam
PykoBoacTBO no ynpaBneHus
oLeHKe uMhpoBbIMU
[OKyMeHTaMun
YacTb 3
PykoBoACTBO 1
hYHKLMOHa/b-

Hble Tpe6oBaHus
K OKyMEHTam B
6un3Hec-
cucTemax

PucyHok 1— Cxema: ctaHgapTbl Ha CY[, nogrotoBneHHsle MICO/TK 46/MK 11, n B3anMOCBSA3aHHble MeXAyHapoaHble
CTaHOapThl Y TEXHUYECKME OTYEThI
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HAUMOHANBbHBIN CTAHOAPT POCCUNCKON SEOEPALUNMNU

Cuctema ctaHaapToB no MHPOpMaLummu, OMGNMOTEYHOMY M U3OATENIbLCKOMY Aeny
MH®OPMALINA N BOKYMEHTALIMA. CUCTEMbI YNMPABNIEHA OOKYMEHTAMW
OCHOBHbI€E NOJI0XKEHUA U CIIOBapb

System of standards for information, librarianship and publishing. Information and documentation.
Management systems for records. Fundamentals and vocabulary

Dara BBeaeHusa — 2016—07—01

1 Obnactb NnpUMeHeHus

HacTroswuit HauMoHanbHbIA CTaHA4apT YCTaHaBNMBAET Lienu ucnonb3osanusa CY[, coaepxut npuHUMnbI
C¥Y[, onucbiBaeT NPOLIECCHBIN NOAX04 U onpeaenseT OYHKLUMK BbICLLErO pyKoBoACTBA. CTaHAAPT NPUMEHUM
K opraHusaumm nioboro Tuna, KoTopas Xenaer:

a) YCTaHOBUTb, BHEAPUTL, COXPaHATbL U yny4ywatb CY[ ana obecnevyeHna cBOen AeATENbHOCTY;

b) o6ecneuntb cootBeTcTBUe CY[l NPUHATON NONUTHUKE yNpaBneHust JOKYMEHTaMu;

C) NPOAEMOHCTPUPOBaTL COOTBETCTBUE HACTOALLEMY CTaHAAPTY NyTeMm:

1) BbINONHEHNs1 06A3aTENLCTB NO OLEHKE U AEKNapupPOBaAHUIO COOTBETCTBUA CaMOI OpraHusauuen, unu

2) noaTBEPKAEHUA AEKNapUPOBaHUSA CTOPOHHEN OpraHu3auuen, unu

3) ceptudhukaumm CY[] CTOpOHHEN opraHusauuen.

2 OcHoBHbIe nonoxeHua Cya

2.1 BsaumocBasb CY[l u cuctemMmbl ynpaBsieHUs

Bce opraHusauuu ynpasnsiioT AOKYyMEHTaMK, 00pasyoLMMUCA B NPOLIECCe UX AeATENbHOCTM N0 AOCTU-
>KEHWIO NOCTABIIEHHbIX LiENen.

CY[] ycTaHaBnuBaeT NOMMTUKY, LIENM U OCHOBononaraowme TpeboBaHna Ana ynpaBneHns 4OKyMeHTa-
MU OpraHu3auun u rapaHTUpyeT, YTO OKYMEHTHbIE CUCTEMbI COOTBETCTBYIOT TPpeGOBaHUAM OpraHm3auuu.

B pamkax CY[ opraHusaummn paspabatbiBalor, BHEAPSIOT U KOHTPONMUPYIOT AOKYMEHTHbIE MPOLECChl U
CpeAcTBa ynpaeneHus UMK B LENSAX COOTBETCTBUS MONMUTUKE YNPaBneHUsi OKyMEHTaMm, uensam u TpebosaHu-
Aam. [ns aToro Heo6xoaNMO onpeaenuTb, KakuMm 06pasoM AOKYMEHTHbIE CUCTEMbI YNPABASAIOT OKYMEHTHbLIMM
npoueccaMm u CpeacTBaMu ynpaeseHUs UMu, a Takke, Kakum obpasoM [JOKYMEHTbl B3aUMOAENCTBYIOT CO
BCEMW CUCTEMAaMM YNPAaBMNEHMS B LENSAX UX OLEHKM KaK [0Ka3aTenbCTBa pe3ynsraTos.

JIOKyMEeHTbI CO34atoTCsl B paMKax KaXkaon CMCTEMbI ynpaBrneHus, B Tom uucne B CY/[]. B cBolo ouepeab,
AOKYMEHTbI M cnocobbl ynpaBneHns UMK SBRAIOTCA YacTbio HOBbIX BUOB OPraHM3aUMOHHON AEATENbHOCTH,
Takux Kak paspaboTka HOBOW NpoayKUMM unu ycnyr. [IOKyMeHTbl MOTYT Takke MCNOoNb30BaTbCA AN NPOBEPKU
paboTbl CUCTEM YNPAaBNEHUA U OnNpeaeneHns, HackomNbKO 3TU CUCTEMbI U BUAbI AEATENBHOCTU OTBEYAIOT Tpe-
GoBaHuaAM opraHusauun. Takum obpasom, CY[] ycraHaBnusaet (Mnu onpeaensiet) TpeboBaHUs K JOKyMEHTaMm
MHbIX CUCTEM YNPAaBMEHUs], KaK U K CAMUM CUCTEMaM.

M3paHue ocpuumanbHoe
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2.2 OpranusauuoHHasna cpega

OpraHu3aumsa unu rpynna opraHusaumin MoryT UCnonb30BaTh BCE UMW OTAENbHLIE ANEMEHTHI CTaHaap-
TOoB Ha CY[1, noarotoBneHHbix NCO TK 46/MNK 11, B COOTBETCTBUM CO Chepolt AEATENLHOCTU U TPeboBaHMAMM
BEeAEHUS 3TOW AesATeNbHOCTU, C YYETOM creaylowmx pakTopos:

a) pasMep M CNOXHOCTb OpraHusauuu (opraHu3saumii) unu NpoLUeccoB, B paMkax KOTOpbIX Tpebyercs
ynpaBnsiTb JOKYMEHTAMU;

b) creneHb pucka BeaeHua 4eATENbHOCTU NPU NPUMEHEHUN CPEACTB YNpaBneHnsa A0KYMEeHTaMu, He OT-
BEYAIOLLMX YCTAHOBIEHHBLIM Tpe6oBaHUAM;

C) CTPEMIEHME K BHYTPEHHEMY COBEPLUEHCTBOBAHMIO AN YAOBMETBOPEHUA TEKYLLMX U NOTEHLMANbHbIX
TpeboBaHMil 3aMHTEPECOBaHHbLIX CTOPOH B OyayLlewm;

d) Hannume ocobbix TPeOOBAHWI UNKU OXUAAHWUI 3AUHTEPECOBAHHLIX CTOPOH.

Cranaaptbl Ha CY[1, noarotoBneHHblie MCO TK 46/T1K 11, MoryT 6biTb MCNONbL30BAaHbI:

1) ansa ogHoro unu 6onee cneyuanbHbIX AENOBLIX MPOLIECCOB B OpraHM3auuy;

2) AnA BCel opraHn3aumm, 0XBaTbiBas BCE AEN0BblE NPOLECCHI;

3) AnSA HECKONbKUX OpraHu3auuii C COBMECTHbIMU AernoBbiMU NpoLieccamMm, Hanpumep B npegenax cae-
pbl AEATENLHOCTU, MEXAY TOPrOBbIMU NAPTHEPAMU UMNN B PaMKax NapTHEPCKUX OTHOLLEHUIA.

Mpu npumeHeHuun crangaptoB Ha CY[, nogrotoBneHHbix MCO TK 46/T1K 11, opraHusauumn Heobxoaumo
PYyKOBOACTBOBATLCS TPeOOBAHMAMU U HOPMAMU HALIMOHANBLHOTO 3aKOHOAATENbLCTBA, HOPMATUBHbLIX U METOAU-
YECKUX AOKYMEHTOB, a TAKKE CTAaHAapTOB, KOTOPLIE NPUMEHSIIOTCA B COOTBETCTBYIOLLEH cdepe.

2.3 NMotpedHocTb B CY

2.3.1 Lenb

Bce opraHusauum He3aBMCUMO OT MX CTPYKTYPbI, YUCNIEHHOCTU U XapakTepa AesATeNbHOCTU reHepupyLoT
UHbopMaLuuio 06 OCyLLEeCTBNEHMN CBOUX pabounx npoueccoB. [JOKyMEHTbl Kak OAuH U3 BMAOB WHAOpMaL-
OHHbIX PECYPCOB ABMSIOTCA YaCTbI0 MHTENIMEKTYanbHOro KanuTana opraHu3auuu, T.e. BXOAAT B €€ aKTUBbI.

Llenb BHeapeHus CY[l COCTOUT B NOCTOSIHHOM ynpaBfeHUU AOKYMeHTaMmu. [JJOKYMEHTbI MCMNOMb3YIOTCA
B MPOLECCE MPUHATUSA PELLEHMIA U OCYLLECTBIIEHUM COOTBETCTBYIOLLEN AEATENLHOCTU, a TAKKE rapaHTUpYIoT
NOAOTYETHOCTb UMEIOLLUMCS M BO3MOXKHBIM 3aMHTEPECOBAHHBIM CTOPOHAM.

Llenb BHeapeHust CY[] 3aknio4aeTcsa B CO34aHUM AOKYMEHTOB U YNPaBEHUM UMU CUCTEMATUYECKUM U
KOHTpOnMpyeMbiM 06pasoM Ans Toro, YTobb!:

a) 3P PEeKTUBHO OCYLUECTBAATL AEN0BYI0 AeATENbHOCTb U NPEeA0CTaBNATb YCAYTU;

b) cooTBeTCTBOBATL 3aKOHOAATENBHBLIM U UHBIM HOPMATUBHBLIM NPABOBLIM aKTaM, a Takxe TpebdoBaHUAM
NOAOTYETHOCTH;

C) ONTMMU3UPOBATbL NPUHATUE peLUeHuii, 06eCneYnTb CormacoBaHHOCTb U HEMPEPBLIBHOCTb AEATENbHO-
CTU OpraHusauuu;

d) cnocobcTBOBaTL PE3yNLTaTMBHOW ASATENbHOCTU OpraHn3auun B Cny4vae Ype3sblyaiiHbiX CUTYaLUi;

e) obecneunBartb 3aLMTy U NOAAEPXKKY NPU NpoBeAEHUMN cyaeOHbIX NPOLECCOB, BKNOYas ynpasneHue
pucKkamu, CBA3aHHbLIMU C HanNUYUEM UNU HEAOCTATKOM [0Ka3aTenbCTB OCYLLECTBNEHUA AEATENLHOCTU Opra-
HU3auuu;

f) sawmLaTh MHTEPECHI OpraHU3aLuu 1 Npasa COTPYAHUKOB, KITMEHTOB, A TAKKE UMEIOLLMXCA N BOZMOX-
HbIX 3aUHTEPECOBAHHbIX CTOPOH;

g) NOAAEPXKUBATL HAYYHO-MCCNEA0BATENbLCKYIO AEATENbHOCTL U MEPONPUATUA NO Pa3BUTHUIO;

h) cnoco6cTBOBaTL AEATENLHOCTM OpraHu3auumn B cdhepe NpoABWXEHUA TOBApPOB U YCNyr;

i) COXpaHsITb KOPNOPATUBHYIO U KOMIMEKTUBHYIO NaMsATb U ob6ecneunBarb COLMAanbHYI0 OTBETCTBEHHOCTb.

2.3.2 locTOoBepHbIE, AYyTEHTUYHbIE U NPUrOAHbIE A UCNONIb30BaHUA AOKYMEHTbI

2.3.2.1 O6bwme nonoxeHus

B kaxaon opraHusauuu ans BHeapeuusa CY[] onpeaensiorcs nonuTuka v uenu B oénactu ynpasneHus
JOKyMEHTaMM, afanTUpOBaHHbIE k cdepe AeATenbLHOCTH opraHu3auuun. Bueapenue CY[] rapaHTupyer cospa-
HUE JOKYMEHTOB, obecnevmBalowmx noTpebHOCTM opraHm3aumm u obLecTsa B Te4EHUe NEPUOAOB BPEMEHU
(CpOKOB XpaHeHus1), yCTaHOBAEHHbIX ASiS JOKYMEHTOB, U YNpaBneHNe uMu.

Pe3ynsratom ycnewHoro 4oCTuxxeHus uenen B o6nacrtu AOKyMeHTauuu sIBNSAETCA co3gaHue U ynpas-
neHne AOKYMEHTaMM, KOTOPbIE ABMSIOTCA AOCTOBEPHLIMU, ayTEHTUYHBLIMU, LIENOCTHLIMU U NPUFOAHLIMU ANA
UCIONb30BaHUs, KaKk onucaHo B 2.3.2.2—2.3.2.5.

2.3.2.2 [IoCTOBEPHOCTb (AOKYMEHTOB)

JlocTOBEPHBIM SABNSAETCA AOKYMEHT, COAEPXKaHME KOTOPOro MOXKHO CHMUTATb MOSIHLIM U TOUHBLIM NPeACcTaB-
neHneM noATeepXaaeMbix onepaumin, AeaTenbHOCTU Unu hakToB, a Takke JOKYMEHT, KOTOPOMY MOXHO A0Be-
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PATb B NOCNEAYIOLLMX ONepaLusix unu B nocneayloLen AeaTenbHOCTU. JJOKYMEHTbI AOMKHbLI CO3AaBaTLCA BO

BpPEMS UNK cpasy e Nocrne onepauumn unu criyvas, K KOTopbiM OHU OTHOCATCSH, NMUAMU, OCTOBEPHO 3HAIOLLK-

MM haKTbl, UNK cpeacTtBamu, 0ObIYHO UCMONb3yEMbIMU B AEATENLHOCTU NPU NPOBEAEHNUU AAHHON onepauuu.
2.3.2.3 AYTEHTUYHOCTb

[nsa obecnevyeHusi ayTEHTUYHOCTU JOKYMEHTOB OpraHn3auus [AoimkKHa BHEAPUTb U AOKYMEHTanbHO 3a-
hukcMpoBaTb MONUTUKY U NPOLEAYPbl YNPABNEHUs1 CO34aHUEM, NONMyYEeHNEM, nepenadvein, COXpaHeHneM u
oT60pOM AOKYMEHTOB. 3TO 0becneuuT Hanuuue y aBTopoB AOKYMEHTOB COOTBETCTBYIOLUMX NOMHOMOYUM, a
TalKke BO3MOXHOCTb MAEHTU(UKALMU N 3aLLUMTLI JOKYMEHTOB OT HECAHKLIMOHMPOBAHHOIO AOMNONHEHUA, yaa-
NEeHUs1, U3BMEHEHUS, NCMNONb30BAHNUS UMW COKPLITUSA.

2.3.2.4 LlenocTHOCTb

LlenocTHOCTbL AOKYMEHTa ONpeaensieTcs ero NoAHOTOW N HEU3MEHHOCTBIO.

Heobxogumo, utobbl 4OKYMEHT Obin 3aLMLLEH OT HECAHKLUMOHUPOBAHHOIO U3MeHeHus. MNonutuka n npo-
ueaypbl ynpaBneHust AOKYMEHTaMm JOMKHbI YKa3biBaTb, Kakue AOMOMHEHUS U NPUMEYAHNA MOTYT ObITb J10-
6aBneHbl K JOKYMEHTY MOCIE ero CO3/1aHus, NpuU Kakux 06CTOATENLCTBAX AOMNONHEHUS MW NPUMEYAHUSA MOTYT
ObiTb paspeLueHbl, U KTO YNONHOMOYEH UX NPOBOAUTL. JTi00ble CAHKLMOHUPOBAHHBLIE U3MEHEHUSA AOKYMEHTA,
[o6GaBneHust UNu yaaneHusi U3 AOKYMEHTa crielyet 4eTko AOKYMEHTUPOBATb U KOHTPONUPOBATD.

2.3.2.5 MNMpurogHOCTb ANA UCNOMb30BaHUSA

MpurogHLIM AN UCNONbL30BaHUSA ABMAETCA AOKYMEHT, KOTOPbIA MOXHO fI0Kanu3oBaTh, HANTH, BOCNPOU3-
BECTU U MHTepnpeTupoBark. lNMpu BOCNPOn3BEeAEHUN AOKYMEHT AOIMKEH OTPaXKaTb CBA3b C AEATENbHOCTLIO UNK
onepauuen, B pesynsrare KOTOpoi OH Obin co3gaH. KOHTEKCTHbIE CCbINKU AOKYMEHTOB [OIMKHbI coaepXartb
MHopMauuto, HeoOXOAUMYIO ANA MOHUMAHUSI onepauui AEATENbHOCTU, B KOTOPbIX 3TU AOKYMEHTbI Obinu
co3aaHbl U ucnosb3oBanuck. [omkHa ObiTb NpeaocTaBneHa BO3MOXHOCTb UAEHTU(MUMPOBATL AOKYMEHT B
Gonee LUMPOKOM KOHTEKCTE — KOHTEKCTE AeATENbHOCTU U hyHKUMI. [lomkHbl ObITb COXPAHEHDbI CBA3N MEXAY
DOKYMEHTaMu, PUKCUPYIOLLIMMKU NOCNEA0BaTENbHOCTL AENCTBUN.

2.3.3 CospaHne OOKYMEHTHbIX CUCTEM

2.3.3.1 O6Lme nonoxeHus

Llenn CY[ pocturatotcs nyTem CO34aHUS HaAEXHbIX, 3aLULLEHHbIX, COOTBETCTBYIOLLUUX YCTAHOBMEH-
HbIM TPEGOBaHUAM JOKYMEHTHbIX CUCTEM W/WMU CUCTEM SNEKTPOHHOrO AokymeHToobopota. Mpumepbl npu-
BeaeHbl B 2.3.3.2—2.3.3.6.

2.3.3.2 HagexHoCTb

HapexxHble OKyMEHTHbIE CUCTEMBI:

a) B COOTBETCTBMU C YCTAHOBNEHHbIMU NPaBUIamMm BKIKOHAIOT BCE AJOKYMEHTbI B paMKax AeATeNbHOCTH,
0XBaTbIBAEMOWN UMM;

b) opraHu3yilor JOKYMEHTEI Takum 00pa3om, YTOObI OTpaXkaTb NPOLECChl AEATENBLHOCTH;

C) 3aMLLAloT AOKYMEHTbI OT HECAHKLIMOHUPOBAHHOTO U3MEHEHUS, 3BATUS UNKU YHUYTOXEHUS;

d) B COOTBETCTBUU C YCTAHOBIEHHLIMU MPaBunaMu PyHKLMOHUPYIOT B KA4ECTBE OCHOBHOIMO UCTOYHMKA
UHOpMaLun B OTHOLLEHUU AENCTBUN, 3adDUKCUPOBAHHBIX B JOKYMEHTAX;

€) obecneymBaloT Npu HeOBX0AMMOCTIM AOCTYN KO BCEM JOKYMEHTaM;

f) cpukcupytoT mHdopMaLMio O NOUCKE, UCMOSMb3OBAHUM U pasMeLleHUn JOKYMEHTOB, KOTOPbIMU OHM
YNpaBnsior;

g) CNOCOGHBLI HENPEPLIBHO paboTaTb B COOTBETCTBUM C YCTAHOBIMEHHLIMW NpaBunamu.

HapexxHble JOKYMEHTHbIe CUCTEMbI NMO3BOSSIIOT HENPepPbIBHO BECTU AEATENbHOCTb U YNPaBnATbh pUcka-
M.

2.3.3.3 3awmueHHocTb (6e30nacHOCTb)

3awmieHHble JOKYMEHTHbIE CUCTEMbl NPUMEHSOT COOTBETCTBYIOLLUME CPeACTBA KOHTPOMA, KOTOpble
npeaoTBPALLAIOT HECAHKLUMOHWPOBAaHHbIE AEWCTBUA (OOCTYM, YHUYTOXEHWE, UBMEHEHUE UMU NepemMeLleHue
JOKYMEHTOB). 3alluLIEeHHblE JOKYMEHTHbIE CUCTEMbI NOAAEPXKMUBAIOT NOAOTYETHOCTL OpraHu3auuun u ynpas-
neHue puckamum.

2.3.3.4 CootBeTcTBUE TPEOOBAHUAM

CootBetcTBytowme TpeboBaHUAM JOKYMEHTHbIE CUCTEMbI — 3TO CUCTEMbI, KOTOPbIE MOTYT ObITb Ha-
CTPOEHbI AN BbINOMHEHUS BCEX TPeOOBaHWI, BOZHMKAIOLLUX B MPOLIECCE OCYLLECTBNEHUA TEKYLLEN AesaTenb-
HOCTU, OXXMAAHUI 3aUHTEPECOBaHHbLIX CTOPOH M TpeboBaHWUIi HOPMATUBHOW Cpeabl, B paMKax KOTOPOW opraHu-
3auUus OCYLLECTBMAET CBOKO AEATENbHOCTb.

CucTEMbI MOTYT ObITb MPOBEPEHLI HA X COOTBETCTBUE YCTAHOBMEHHbLIM TPEGOBAHUAM B LIENAX coxpa-
HeHna u ynydwenunsa CY[. JOKyMeHTHbIE CUCTEMbI, KOTOPbIE COOTBETCTBYIOT OnpeaeneHHbIM TpeboBaHuaMm,
obecneuynBaloT NoAOTHETHOCTb OpPraHU3aunm, Haanexatllee ynpaeneHue et U ynpaerneHme puckamu.
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2.3.3.5 KoMnnekcHoCTb

KoMnneKkcHble AOKYMEHTHbIE CMCTEMbI YNPaBMSOT JOKYMEHTaMM, CO34aloLMMUCA B pe3ynsrate ocy-
LLECTBMEHUA BCEX BUOB AeATENLHOCTU OpraHM3auuu, rpynnbl OpraHu3auuii unu nogpasgaeneHuin opraHusa-
LMK, B KOTOPLIX OHU UCMONb3YIOTCA. KOMNNEKCHbIE JOKYMEHTHbLIE CUCTEMBI 06ECNEeYMBaIOT pe3ynbTaTuBHOCTb
N 9P PEKTUBHOCTb BEACHUSA AEATENbHOCTM.

2.3.3.6 CNCTEMHOCTb

Mpouecchl cosgaHus 1 ynpasneHnst AOKYMEHTaMK B MPOLECCe NPOEKTUPOBaHMA U OYHKLMOHUPOBaHUS
[ OKYMEHTHbIX CUCTEM CUCTEMAaTU3MPYIOTCH B COOTBETCTBMU C NONUTUKON, pacnpeaeneHmem OTBETCTBEHHOCTH
1 obULManbHO NPUHATON METOAONOrMEN. STO NO3BONSAET BECTU AEATENBHOCTb PE3YNLTaTUBHO M YNPaBnsaTh
puckamum.

2.4 MpuHuunel npumMeHeHusa CYQ

2.4.1 O6wmMe NonoxeHus

YcnewHoe BHegpeHvne CY[] 0CHOBAHO Ha NpUHUUNAXx, U3NOXEHHbIX B 2.4.2—2.4 8.

2.4.2 OpueHTaumMA Ha NOTpebuTens U UHble 3aMHTEe PeCOBAHHbIE CTOPOHbI

B pamkax CY[ ycranaBnusaioTcs TpebGoBaHUA K JOKYMEHTHbIM CUCTEMAaM, MO3BOMAOLUE YAOBMNETBO-
psTb TekyLme u Byaywme notpebHOCTU OpraHu3aumum U UHbIX 3aUHTEPECOBaHHbIX CTOPOH.

2.4.3 PykoBOACTBO M NOOOTYETHOCTb

PykoBoautenu opraHu3auum ycTaHaBnuBatoT Liefb, HAanpaBneHue U AeiCTBYOLME HOPMbI KOPMOPAaTMB-
HOW KyNbTYpbl, CO34aI0T YCMNOBUSA, B KOTOPbIX COTPYAHUKUA CTPEMSATCH K MPUMEHEHUIO MyYLUMX NPaKTUK yrnpas-
NeHUs1 OKYMEHTaMM Anst AOCTMXEHUS OpraHm3auuein CBoMX uenei n TpeboBaHuin NogoT4ETHOCTU.

2.4.4 TpuHATHE pelueHNIl HA OCHOBE AOCTOBEPHOW MHOpMaLmn

MpumeHeHve CY[] no3BonsieT cosaaBarb, BBOAUTb B CUCTEMY W YPABASATL UHAPOPMALMOHHBIMU aKTUBA-
MU OpraHusaumm B popMe AOCTOBEPHbIX M ayTEHTUYHBIX JOKYMEHTOB Ans 00ecneyeHusi npoLecca NpuHATUA
B OpraHusauumn peLLeHnii, OCHOBaHHbIX Ha OCTOBEPHON UHOPMaLMK.

2.4.5 BoBrneyeHue COTPYyAHUKOB

B cthepe ynpaBneHus JOKYMEHTAMU JOMkHA ObITb YETKO pacnpeaeneHa OTBETCTBEHHOCTb, a Takke
obecneyeHo obyyeHne BCeX COTPYAHMKOB OPraHU3aLyumn, KOTOpbIE CO34al0T AOKYMEHTDI, YNPaBAsioT UMK MU
UCMOMb3YIOT NX. OTO OTHOCUTCS K KOHTPareHTam, MHbIM 3aMHTEPECOBAHHBLIM CTOPOHAM, a TalkKe COTPYAHUKAM
CTOPOHHUX OPraHU3aLmii, C KOTOPLIMU Y OpraHU3aLmn UMEIOTCA COBMECTHBIE AEeNOBbIE NPOLIECCHI U CO3AaI0T-
¢ AOKyMeHTbI. MNMoHuMaHue npoueccoB paboTbl C AOKYMEHTAMU B pamKax BCEW OpraHu3auuu ynydwaer ee
MHMOPMALMOHHYIO 6a3y U PE3ynbTaTUBHOCTbL NPUHATUA PELLEHUN.

2.4.6 MpoueccHbIN Noagxon

ObheKkTUBHOCTb AEATENBHOCTU OpraHu3auun 1 ynpasneHus 4oOKyMeHTamu obecneunBaeTcs npouece-
HbIM NOAXOA0M K YNPAaBNEHUIO AEATENbHOCTLIO OPraHn3aunmn, KOTOPLI CBA3LIBAET CO3AaHWe JOKYMEHTOB C
[eATensLHOCTLIO.

2.4.7 CucteMHbIi noaxoa K ynpasfieHNIo

WuTerpauus ynpaeneHust JOKYMEHTaMKU B yNpaBneHne AEATEeNbHOCTLIO OpraHM3auun B LUIMPOKOM KOH-
TEKCTe CUCTEMbI yNpaBrieHUs BKMIOYaeT aHanusd TpeboBaHuii n NNAHOB, a Takke BHeApEeHue, NepecMoTp U
ynyJleHue NoMMTMKN U NpoLielyp B pamKax BCEW OpraHu3aummn Ha noCTOAHHOMN OCHOBE.

2.4.8 MocTosiHHOE ynyyYlleHue

B pesynbrare nMOCTOSAHHOTO MOHUTOPUWHIA, aHanNU3a U HENPEPLIBHOMO YNy4LlEeHUA BCEN AEATENbHOCTU
CY[] coBepLLEHCTBYETCA U ynyyLUaeTca obwas cuctema ynpasneHus opraHusauuen.

2.5 NMpoueccHbiii noaxoa k CYN

Bce opraHu3auumm, He3aBMCMMO OT UX pa3mepa U xapakTepa AeTenbHOCTH, AOMKHbI ONPeaenUTb U Npu-
MEHATb COOTBETCTBYIOLLME paboune Npouecchl AnA A0CTUKEHUSA NOCTaBNEeHHbIX Lenei u 3agad. Hacroswmia
CTaHAaapT npuaaer ocoboe 3Ha4eHUe 0CO3HAHHOMY NPUMEHEHUIO CUCTEMbI KO BCEM NPOLIECCaM OpraHu3aLum
C TeMm, YTOObI BbISIBUTb U YNPaBAsiTb AMHAMUKON NPOLECCOB U X B3AUMOCBA3AMU.

MpoueccHbin noaxon k CY[ npeagnonaraer:

a) onpeaeneHve TpeboBaHUii K AOKYMEHTaM, BKMOYas TpebOBaHUA U OKUAAHUSA 3aUHTEPECOBAHHBIX
CTOpPOH, a TaKke YCTAHOBIIEHUE MOMUTUKK U Lienel B 06nacTu ynpaBneHns AOKYMEHTaMu;

b) BHEApPEHME M NPUMEHEHNe CPeaCTB YyNPaBNeHUn K yNpaBneHnio OpraHn3auMoHHbIMU PUCKaMU B OT-
HOLUEHUU JOKYMEHTOB B chepe 00Lmx AenoBbiX PUCKOB OpraHu3auuu;

C) MOHUTOPUHT U aHanu3 AesTeNnbHOCTU n apdekTusHocTu CY,;
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d) nocTosiHHOE yfnydlweHne, OCHOBaHHOE HAa 06LEKTUBHOM U3MEpPEeHUN.

PuUcyHOK 2 mokasbliBaeT, Kakum o6pa3om B CY/[l yunTbiBaloTCA TPE6GOBAHNA U OXKNAAHUSA 3aMHTEPECOBaH-
HbIX CTOPOH (NoTpe6uTeneit nyupeauTeneii) B OTHOWEHNN yNpaBNeHUs AOKYMEHTaMU, U yepe3 Heob6xoaumMble
npouecchl NpeAcTaBNAeT HA BbIXOA4Ee AOKYMEHTbI, KOTOPble OTBEYAlT 3TUM TPe6OBaHUAM M OXUAAHUAM.

HacTosiwass MofeNib MOXeT 6biTb MPUMEHeHa B COOTBETCTBYUeM MacwTabe, B 3aBUCUMOCTU OT pas-
Mepa opraHusauuun. YpoBeHb AeTanusaunmnm u cfoxHoctn CY/[, a Takke 06beM WUCMNOSb30BAHHbIX PecypcoB
3aBUCUT OT TaKMX (PAKTOPOB, Kak 06/1acTb AE€NCTBUS CUCTEMbI, pasMep opraHu3auun 1 xapaktep ee gesiTenb-
HOCTM, NPOAYKLMU W YCNyT.

2.6 Jlugupyrowasa ponb pykosoacrtea

Bbicliee pykoBOACTBO HeceT OTBETCTBEHHOCTb 3a OonpejesieHne HanpaB/eHWA pPasBUTUA opraHusauun
1 3a 03HaKOMJIeHNe COTPYAHWKOB W 3aMHTEPEeCOBaHHbIX CTOPOH C nMpuopuTeTaMyu pasBuTUA. ITO NOJOXEHUe
noApasyMeBaeT ycTaHOB/eHUe cooTBeTcTBUA CY /[, Tpe6oBaHUAM U Lenam opraHusauuu, a Takke noHumaHue
pUCKOB ynpaB/ieHns AOKyMeHTaMu, He oTBeyalLlwero yCTaHOBMIEHHbIM Tpe60oBaHUAM.

MonnTuky ycTaHaBnuBaeT BbiCllee PYKOBOACTBO A/ TOr0O, YTO6bI:

a) o6ecneynTb HeENnpepbLIBHOCTL B paboTe opraHusauum;

b) o6ecneynTb NPUHATUE W BbINMOJSIHEHNE COTpyAHUKamun TpebosaHuii CY[;

C) rapaHTMpoBaTb, YTO AefI0Bble MPOLECCHl ABAATCA MPO3PaYHbIMU U KOMMAEKCHBIMU;

d) y6eauTb yupeauTeneil, coseT AUPEKTOPOB, NN, OKa3biBaWLWMX BANSHNE Ha OopraHusauuio, ayauTo-
pPOB W WHble 3aWHTEpecOoBaHHble CTOPOHbI, YTO yNpaBfieHNe AOKYMeHTaMu OocCylwecTBAfeTCA HaAnexawum
obpasom.
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Bnarogaps adpdekTMBHOMY yNpaBneHno U NOAOTYETHOCTU BbICLLEE PYKOBOACTBO CO3AAET YCNOBUSA, B
KoTopbix CY[] moxeT paboTaTb pe3ynbTaTuBHO. Bbicluee pykOBOACTBO MCMOMb3yeT NPUHLUMMbLI NPUMEHEHUS
CVY[ (cm. 2.4) B Ka4eCTBE OCHOBLI A48 ONpegeneHns CBOUX AENCTBUI B LENSX:

1) yCcTaHOBNEHMSA, NOAAEPKAHUA, COAENCTBMSA NPOBEAEHUIO MNONUTUKM W LEenen B 06nacTtu ynpaeneHus
JOKYMEeHTamu Ans fy4Llero NOHMMaHusa paboTHUKaMU YCTaHOBMNEHHbLIX TPEBOBaHMN;

2) obecneyveHusi pacnpeneneHus, 3akpenneHus OTBETCTBEHHOCTM W AEnerupoBaHus NOHOMOYMIA NO
yrnpaBneHuio JOKyMEHTaMU B OpraHu3auuu;

3) obecneyveHust rapaHTum TOro, Uto acpchekTnBHaA u pesynesratupHasa CY[ paspaboraHa, BHeagpeHa u
COXpaHAETCA ANns AOCTUXEHUA Lienen opraHu3auuu;

4) obecneyeHns JOCTYNHOCTU HEOBXOAMMBIX PECYPCOB, B TOM YKCIE YENOBEYECKMX, ANA COXPAHEHNS U
nogaepxanuna CY[;

5) perynapHoro aHanusa CY[;

6) coBepLleHna AencTeuin no ynyywexuto CY[,.

2.7 BzdaumMocBA3b C UHbIMU CUCTEMAMU MEHEDKMeHTa

Cucrembl ynpaBneHnsa HanpaeneHbl HA AOCTUXKEHUE PE3yNbTaToB U YNPaBneHne puckamu ansa 4oCTumke-
HWSA AenOoBbIX LENei, yaoBNeTBOpeHUs TpeboBaHuii NOAOTYETHOCTU U OXKMAAHUI 3aUHTEPECOBAHHBIX CTOPOH.

WuTerpaumsa CY[ B o0Lyyto cuctemy ynpasreHus opraHm3aumeit OCyLLeCTBNAeTC B Lensix:

a) onTUMU3auumM NPOLIECCOB U PECYPCOB NYTEM MHTErpaummn 4OKYMEHTHbIX NPOLECCOB U BUAOB AE€ATENb-
HOCTH;

b) noaaep>xkn NPUHATUS PELLIEHNIA, OCHOBAHHOMO Ha AOCTOBEPHON MHOpPMaLmu;

c) obecnevyeHma COBMECTUMOCTU CUCTEM MEHEIPKMEHTA;

d) coOTBETCTBUA YCTAHOBINEHHbIM TPEBOBAHMAM M NPEAOCTABNEHUS A0Ka3aTENbCTB 3TOr0.

BHeppeHue craHgaptoB Ha CY[, nOMOXET opraHu3auusam B JOCTMXKEHUN LENEN U UHBbIX CUCTEM MEHEL-
XXMeHTa. OTO BO3MOXHO Bnarogaps Tomy, YTo:

1) B paMKax CUCTEeMbl MeHemXKMeHTa o6ecneunBaeTcsa co3gaHue, ynpasneHue u 4ocTyn K ouLmansHom
U HaZeXHOW uHdopMaLmm, a Takke 06ecnevnBaloTCa 0Ka3aTenbCTBA OCYLLECTBNEHHOW AEATENBHOCTM B Te-
YeHWEe yCTaHOBMEHHOTO NepMoaa BpeMeHU (Cpoka XpaHeHUS);

2) NPMMEHAETCA CUCTEMATUYECKUI U BEpUMULMPYEMbIA NOAXOA K YNpaBneHU0 JOKYMEHTaMu U AOKY-
MEHTaUMOHHbIMKU nNpoueccamin, CBA3aAHHbIMU C AEATENTIbHOCTbIO UHbIX CUCTEM MEHEXMEHTA;

3) ycTaHaBnuBaeTcs OCHOBA AN OLEHKN JOKYMEHTOB, AOKYMEHTAaUMOHHbIX MPOLECCOB U NPaKTUYECKOW
AEATENbHOCTU B paMKax UHbIX CUCTEM MEHEOXMEHTA;

4) oGecneunBaeTCs COAENCTBME NOCTOSTHHOMY YNy4LLEHWUIO paBoThbl OpraHmu3auun Npy NOMOLLIM UHTETPU-
POBaHHbIX CUCTEM MEHEAXKMEHTA.

WuTerpaumsa CY[, n TpeboBaHuin ynpaBneH4eCckux, NPOM3BOACTBEHHBIX, KOHTPONMUPYIOLMX U aBTOMaTU-
3MPOBAHHLIX CUCTEM MO3BOMAET CO3AaTb CTPYKTYPY, KOTOpas obecneynBaeT yaOBMNETBOPEHNE NOTpeGHOCTEN
nonb3oBaTenemn n Ka4ecTBo NPOAYKLUN.

3 TepMUHbI 1 onpeaeneHus
B HacToswemM craHaapTe NPUMEHEHbI CreayoLMe TEPMUHBLI C COOTBETCTBYIOLMMU ONpPeaENeHUAMU:

3.1 TepMUHBI, OTHOCALIMECS K AOKYMEHTaM

3.1.1 apxuB(bl) (archive(s): JokyMeHTbl MOCTOAHHOIO CPOKa XpaHeHUs, COXpaHAeMble ANA ANUTENbHOIO
UCMNONb30BaHMA.

MpumevyaHus

1 ApXuB MOXET NpeAcTaBnsATe coboil MeCTo, rae XpaHSaTC W LOCTYMNHbLI AN NONb30BaHUS apXUBHLIE JOKYMEHTHI.
Takke HasblBalOT apXMBOXPaHUITULLEM.

2 Apx1B MOXET NpeAcTaBnsATE COBON opraHn3aLmio UM KOMMBIOTEPHYHO MporpamMy, koTopkle obecneunBatot oT6op
[LOKYMEHTOB Ha XpaHeHue, KoMMNeKkToBaHne 1 obecneveHne CoXpaHHOCTU apxXMBHOro hoHAa, NpefocTaBneHne AocTyna K
apXMBHBIM JOKYMEHTaM. VIHOrAa UX TakKe Ha3biBaloT apXMBHBLIM yUYpeXxaeHneM Unu apxXnBHOM NporpaMmon.
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3.1.2
aKTuBbl (asset): Bce, 4TO MMEET LEHHOCTb ANS opraHu3aumu.

MpuMedaHue — CyLlecTBYeT MHOMO BUAOB akTUBOB, @ UMEHHO:

a) UHpopmaums;

6) nporpammHoe oBecneyeHne, Takoe Kak KOMMbIOTEPHAs NPorpamMma;
B) MarepuanbHble aKTUBbI, TAKUE Kak KOMMNbIOTEP;

r) ycnyru;

) paboTHUKK, a TaKKe UX KBanNUMUKaLusi, HaBblKU U OMbIT;

€) HemaTtepuarnbHble LEHHOCTU, Taknue Kak penytauusa U npecTux.

[MCO/M3K 27000:2009, craTbs 2.3]
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AOKyMeHTUpoBaHHaa uHdpopmauua (document): 3anucaHHaa MHGoOpMauusa U HOCUTENb, KOTOPbIE
paccMaTpuBaloTCs Kak efuHoe Lienoe.

[MCO 15489-1:2001, crartba 3.10]
314

BokymeHTauma (documentation): COBOKYNHOCTb 06LEKTOB JOKYMEHTUPOBAHHONW MHAOPMAaLUK, Onu-
CbIBaAKOLUMX AEWUCTBUS, MHCTPYKLUMMW, PELLEHUA, NPOLEAYPLl U AENOBblE NpaBuna, OTHOCALLMECH K onpeae-
NEHHON (PYHKUMK, NPOLIECCY UK AENOBOI onepauuu.

[MCO/TO 26122:2008, craTba 3.1]

3.1.5 pokasarenbcTBO (evidence): [JOKymeHTauusa o 4enoBOi onepauun.

MpumMedaHue — [JoKyMeHTanbHOe NOATBEPXAEHWE COBEPLUEHNS AEMNOBON onepaLyu, co3gaHHoe npu obbiu-
HBIX YCTIOBUSAX BEAEHNA [EeATENbHOCTU U ABNAIOLEECcs LIeNOCTHLIM (HENOBPEXAEHHEIM) U MOMHBIM, STOT TEPMUH NpUMe-
HSETCH He TOMBKO B IOPUAUYECKOM CMbICTIE.

3.1.6

MeTagaHHble (Metadata): [laHHble, onMCbIBalOLLME KOHTEKCT, CoAepXaHue, CTPYKTypy AOKYMEHTOB U
NPOLIECCOB YNPaBREeHNS UMW BO BPEMEHM.

[NCO 15489-1:2001, crartba 3.12]

3.1.7 pokymeHT(bl) (record(s)!: [lokymeHTUpOBaHHAA MHPOPMALMS, CO3AAHHASA, MOMYYEHHAs U COXPa-
HAEeMasa opraHusaunen unu YacTHbIM NULIOM B Ka4€CTBE 0Ka3aTenbCTBA U aKTMBA OpraHM3aLum unu 4acTtHo-
ro nuua Ans NOATBEPXKAEHUA NPABOBbLIX 006A3aTENLCTB UNK ONPEAENEHHON AeATENbHOCTU.

MpumeyaHus

1 AgantuposaHo u3 UCO 15489-1:2001, ctaTtba 3.15.

2 TepMUH «Ji0Ka3aTenbCTBO» UMEET HE TOMNbKO opuauyeckoe sHadyeHue (cm. 3.1.5).

3 MNpumMensieTcs kK MHgopmMaumu Ha niobom HocuTene, B Noboii popme unu dopmare.

3.2 TepMuHbI, OTHOCAWMECA K yNPaBNEHUI0
3.21

noaoT4YeTHOCTL (accountability): MpuHUKN, B COOTBETCTBMU C KOTOPbIM YaCTHbIE NULIA, OpraHu3auun
1 06LLECTBO OTBETCTBEHHLI 32 CBOU AEUCTBUS, NOATBEPXKAEHUA KOTOPbIX MOTYT ObiTb BOCTPEOYEMbI 3aUH-
TepecoBaHHbIMU cTOpoHaMu [MCO 15489-1:2001, cratba 3.2]

3.2.2

HecooTBeTCcTBME (nonconformity): HesbinonHeHue TpebosaHus.
[MCO/TMB/TAG13 — JTCG, cTatbs T.3.6]

1 B paHHOM 3HauYeHUM TEPMUH record(s) Mcnonb3ayeTcs B chepe ynpaBieHns [OKyMEHTaMM.
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opraHusauus (organization): YactHoe nuUo UnK rpynna nuuy, y KOTOpPbIX €CTb OnpefeneHHble gyHK-
unm n 06s3aHHOCTH, NONTHOMOYMSA U B3aUMOOTHOLUEHUA ANSA AOCTUXKEHNUA UMKU CBOUX LiEenei.

MpuMedaHue — KoHuenuust opraHmsaLmm BKIKOYaEeT, HO He orpaHunYmBaeTcs TOMNbKO TOProBEIM MapTHEPOM,
KOMnaHwueli, koprnopauueit, PUpPMOi, NpeanpuUATUEM, UHAUBUAYATBHLIM NPesnpuHUMaTeNeM, ToBapuLLecTsoM, Gnaro-
TBOPUTENBHOW OpraHusaUMen Unu yupexzaeHnem unu KombuHaumeir sTUX opM, 3aperucTpupoBaHHbIX NGO HeT B
KadecTBe KopropaLyil, FoCyAapCcTBEHHOM UK YaCTHOW OpMbl COGCTBEHHOCTY.

[MCO/TMB/TAG13 — JTCG, cratba T.1.1]

3.2.4 nonuTUKa ynpasreHusa gokymeHTamu (records policy): OdumumnansHO CPOPMYNUPOBAHHBIE BbIC-
UMM PYKOBOACTBOM HaAMEPEHUS U HanpaeneHus AesTENbHOCTU OpraHu3auumu B OTHOLUEHWU CUCTEM ynpaBne-
HUS LOKYMEHTaMMu,

325

BbiCLIee PYKOBOACTBO (top management): JIuLo unu rpynna nuu, 3agatoLlinx HanpaeneHwe aes-
TENbHOCTW OpPraHu3aLmu 1 YNpaensiioLMX o Ha BbICLLEM YPOBHE.

MpumedaHus
1 Bbicluee pyKoBOACTBO MMEET MpaBo pacnpefenaTh NOTHOMOYUS U pecypchl B opraHusauuu.
2 OpraHu3alnsa MOXeT ObiTb orpaHuyeHa chepoil BHeLPEHUS CUCTEMbl MEHEKMEHTA.

[MCO/TMB/TAG13 — JTCG, crarba T.1.5]

3.3 TepMUHBbI, OTHOCALLMECSH K NPOLIECCaM YNpaBrieHUA JOKYMEHTaMu
3.3.1

[ocTtyn (access): [NpaBo, BO3MOXHOCTb, CpeACTBa AN NOUCKA, UCNOMb30BAHUSA UNN U3BNEYEHUNA UH-
cdopmauuu.
[MCO 15489-1:2001, cTaTbsa 3.1]
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knaccudukauusa (classification): Cucrematndeckaa naeHTMdukauma n ynopsgodeHme AenoBon ae-
ATENbHOCTW U (M) JOKYMEHTOB NO KaTeropusiM B COOTBETCTBUM C NOTUYECKN CTPYKTYPUPOBAHHbLIM NOpsa-
KOM, METO4aMU M NPOLEAYPHLIMW NPAaBUNaMK, NPEACTABNEHHbIMU B KNACCU(PUKALIMOHHON CXEME.

[MCO 15489-1:2001, crarba 3.5]

3.3.3 koHBepTauuma (koHBepTUPOBaHUe) (conversion): Mpouecc nepeMeLeHna J0KYMEHTOB U3 OAHOTO
dopmara B Apyrou.

Tpumep — CkaHupoeaHue AOKyMeHmMoe Ha 6yMaxkHbIX Hocumensx 0nsa co30aHus ux uugpoebix Konul (e
¢popmamax TIFF, JPEG u dp.), nepeeod dokymeHmoe u3 ¢popmama Word e gpopmam PDF, uz gpopmama mexkcmo-

8020 ¢palina UNIX e gpopmam mekcmoeozo ¢palina Microsoft (Windows), nepeeod ¢paiinoe MSWord u3 eepcuu 1
e eepcuio 2.

3.3.4 yHuutoxeHue (destruction): MpoLeCcc YHUUTOXEHUA UK yAANEeHUA AOKYMEHTOB 06e3 kakon-nmbo
BO3MOXHOCTU BOCCTAHOBMEHMUS.

MpumevyaHue — AgantupoBaHo us NCO 15489-1:2001, ctaTba 3.8.
335

otoop u nepepaya (disposition): COBOKYNHOCTb MPOLIECCOB, BKAKOHAIOWMUX IKCNEPTU3Y LIEHHOCTH,
oTOOp, Nepeaady Ha XpaHeHue UMM YHUYTOXEHUE AOKYMEHTOB, OCYLLUECTBAAEMbIX B COOTBETCTBUM C HOP-
MaTUBHbIMU JOKYMEHTaMM.

[MCO 15489-1:2001, cTatba 3.9]

3.3.6 pokymeHTMpoBatb (document): 3anucbiBaTb, NpuAaBaTh KOHKPETHYIO hOPMY UITM KOMMEHTUPO-
BaTb (CHAOXaTb NPUMEYAHUSIMU) ANS BOIMOXXHOCTU NOCNEAYIOLLEro BOCNPOU3BEAEHUA.

3.3.7 unpekcupoBaHue (indexing): MNpocTaBrneHne yCnoBHbIX 0003Ha4YEHUI ANA COCTaBNEHUs ykasare-
nen B Lenax ynpoLueHnsa AocTyna K JOKYMEHTaM.

MpnumevyaHune — ApgantuposaHo U3 MCO 15489 — 1:2001, cratba 3.11.
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3.3.8 murpauus (migration): Mpouecc nepemeLleHnsa 4OKYMEHTOB U3 O4HOI annapartHoi Uiu NporpaMm-
HOW KOHpurypauum B gpyryto 6e3 nameHeHus popmara.

lMpumep — MepemeujeHue ceedeHuli c MacHUMHO20 OUCKa Ha MagHUMHYI0 JleHmy, nepemeujeHue 6a3 dar-
Hbix u3 CYB[] Oracle e CYB[ SQL Server (cm. 3.3.3 dns nocnedyrouje2o Ucrnosb308aHUsl).

3.3.9 obecnevyeHne coxpaHHOCTHU (preservation): Mpouecchl u onepauuu No 06ecnevyeHnto COXpPaHHo-
CTW JOKYMEHTOB B TEYEHUE BPEMEHU (CPOKOB XPaAHEHUSA).

MpumMmevyaHue — AgantupoaHo usz MCO 15489-1:2001, ctaTba 3.14.
3.3.10

permcTpauua (registration): MpuceoeHne JOKYMEHTY YHUKaNbHOrO MAEHTUMIUKALMOHHOTO HOMEpa
npu ero BBOAE B CUCTEMY.

[MCO 15489-1:2001, crartba 3.18]
3.3.11

NpocrieXnBaemMocTb AOKYyMeHToo6opoTa (tracking): Co3aaHue, BKNIOYEHNE B CUCTEMY U COXPaHe-
HUEe MHOpMaLMmK 0 ABUXKEHUN U UCMOSNb30BAHMKN JOKYMEHTOB.

[MNCO 15489-1:2001, crarba 3.19]

3.3.12 nepemeuweHue (transfer): MiameHeHue cnocoba unu MecTa XpaHeHus JOKYMEHTOB UAN npasa
COBCTBEHHOCTU Ha HUX.

MpumMmedaHus

1 MoXeT BKIoYaTk NepemelleHne JOoKYMEHTOB U3 OAHOIO MecTa B Apyroe.
2 ApanTtuposaHo 13 MCO 15489-1:2001, cratba 3.20 n 3.21.

3.4 TepMuHbI, oTHOCAWMECH K CY][]
3.4.1

cuctema ynpaeneHus (management system): COBOKYNHOCTb B3aMMOCBA3AHHLIX M B3aUMOAENCTBY-
IOLLMX BrIEMEHTOB OPraHM3aunn ANs YCTAHOBMEHNUA NONUTUKN OPFraHU3aLmMn 1 LiENen, a Takke NpoLeccoB
ANS NX AOCTUXKEHUS.

MpuMmedanus
1 CucTema ynpaBneHns MOXeT OTHOCUTLCS K OAHOMY WU HECKOMBKUM OObeKTaM.

2 3neMeHTHl CUCTEMBbI BKIIOYAKT OpraHu3aLMoHHYI0 CTPYKTYPY, OyHKLMW U pacripeferneHne OTBETCTBEHHOCTH,
nnaHupoBaHue, dyHKLNOHUPOBaHMWE U Ap.

3 OBnacTb AeNCTBUS CUCTEMBI YNPaBeHUs MOXET pacnpoCTPaHsTLCA Ha BCIO OpraH13auuio, onpeaeneHHsie 1
MOeHTUULMpPOBaHHbIE (OYHKLMM OpraHusaumm, onpejereHHble U MAEHTUULMPOBaHHbIE NOAPa3AeNeHns opraHu3a-
UMM UNK Ha ofHy unu Gonee yHKLUMIA B pamkax rpynmbl opraHusaLui.

[MCO/TMB/TAG13 — JTCG, crarba T2.1]

3.4.2 cuctema ynpaeneHust gokymeHtamm (CY[) (management system for records): Cucrema ynpas-

NEHWs, BbINOMHAIOLWAA B OPraHn3aUun pykOBOASILUME U KOHTPOMbHbIE (PYHKLMM B OTHOLLEHUN AOKYMEHTOB.
343

ynpasneHne aokymeHtamu (records management). Obnacte MeHemkMeHTa, obecnevmsatoLlas
ahPEKTUBHOE N CUCTEMATUUECKOE CO3aHue, NonyyYeHune, CoxpaHeHue, UCrnonb3oBaHue, nepegadvy Ha ap-
XUBHOE XPaHEHWE UNWU YHUUYTOXEHME JOKYMEHTOB, B TOM YMCNe BKNIOYEHNE JOKYMEHTOB B CUCTEMY U CO-
XpaHeHue UHopmMaumm o0 4eATeNIbHOCTU U onepauusX.

[MCO 15489-1:2001, ctarba 3.16]
3.4.4 pokyMeHTHasa cuctema (records system): MHdopMaumoHHas cuctema, obecneynsaroLas ynpas-
neHvne JOKYMEHTaMmu 1 AOCTYN K HUM B TEYEHWE YCTAHOBIIEHHOrO Nepuoaa BpeMeHH!.
MpumedaHune — AagantuposaHHoe n3 MCO 15489-1:2001, cTatba 3.17.
345

cuctema (system): CoBOKYNHOCTb B3aMMOCBA3aHHbIX U B3aUMOAENCTBYIOLLIMX SNEMEHTOB.
[MCO 9000:2005, craTtba 3.2.1]
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MpunoxeHue A
(cnpaBoyHoe)

MeToao/10rus, UCNofib3oBaHHas npu paspaboTke crioBapsi

A.1 O6wwue nosoxeHns

YHUBEpPCanbHOCTbL NPUMEHEHUS CTaHAApPTOB Ha CY[ TpebyeT UCcnonb3oBaHus:
a) TeXHNYEeCKoro onucaHus 6e3 NCrnosib30BaHNUs CneynanbHOro TEXHUYECKOro A3bIKa;
b) COrNacoBaHHOrO U rapMOHW3MPOBAHHOIO C/NOBaps, KOTOPbI/ N1ETKO BOCNPUHWMAEM MOTEHUMANIbHBIMU NO/b30Ba-

Tenamu ctaHgaptos CY[.

MoHATNA cBA3aHbl Mexay co60il, 1 aHann3 B3aMMOCBSA3ei NOHATUI B 06/1acTh cucTeMm ynpaBneHna AOKyMeHTaMu,

a Takxe UX rpynnupoBka B eAUHbIE CUCTEMbI MOHATUI ABAAIOTCSA NPeAnoChiIKOA pa3paboTKM COrnacoBaHHOro C/roBaps.
Mpu paspaboTke cfosaps, NpeacTaB/feHHOro B HACTOSILEM CTaHgapTe, NMPOBeAEH Takoi aHanus. B npouecce co3gaHus
cnosapsa paspaboTaHbl AuarpaMmbl MOHATUIA, NpegcTaBneHHbie B A.3. OHU MOTYT 6biTb MO/E3HbI B MH(POPMALUOHHOM
OTHOLWEHNN.

A.2 B3anMoCBs3b NOHATWIA 1 UX rpaduyeckoe npeacTaBeHne

CyLl,ecTBYIOT YeTblpe rnaBHble Ct]OprI B3auMOCBs3eli NOHATUNA, OTpaxXeHHbIX B HacToAWwemM nNpuioXxXeHnn B COOT-

BeTcTBUM ¢ NCO 704:2009 c ccbinkoih Ha MCO 9000:2005 u GB-T 19100— 2003 (KuTait):

a) accouymnatusHasa (MCO 704:2009, 5.5.3 n NCO 9000:2005, A.3.4 co cTpenkamu),

b) ogHoCcTOpOHHAA (GB-T 19100-2003, A.2.2.2 co cTpenkamu),

c) naptutuBHas cBasb (MCO 704:2009, 5.5.2.3 n NCO 9000:2005, A.3.3 6e3 cTpenok),
d) pogosugosas (MCO 704:2009, 5.5.2.2 n MCO 9000:2005, A.3.2 6e3 cTpenok).

A.3 narpammbl NOHATUI

Cxembl A.3.1—A.3.4 (pucyHkn A.3.1—A.3.4) nokasbiBaloT AnarpaMMbl MOHATWUIA, HA OCHOBAHUMN KOTOPbLIX B pasgene

3 TemMaTuyecku CrpynnupoBaHbl TEPMUHBI U UX ONpefesieHus.

Tak KaKTePMUHbI NPUBOAATCSA 6e3 KaKMX-IM60 OTHOCALMXCA K HAM MOSICHEHWIA, peKOMEH40BaHO o6palaTbCs K pas-

aeny 3 Ana nosiyyeHust nogpo6HbIX pa3bsACHEHU No 3TUM 3/ieMeHTaMm.

[OKYMeHTMpoBaHHas
nHpopmayma (3.1.3) < > nokymeHTauusa (3.1.4.)

t

[0Ka3aTe/IbCTBO < -——->  [OKYMEHTbl ~—> apXuBbl <—> aKTMBbI
(3.1.5) (3.1.7) (3.1.1) r3.1.2)

MeTagaHHble

PucyHok A.3.1 — Cxema: NOHATUA, OTHOCALWMeCA K fokymeHTaM (3.1)
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opraHmnsauunsa (3.2.3)

t

\Y

noaAOTYETHOCTb
(3.2.1)

\%

BbiCcllee
pykoBoacTtBo (3.2.5)

\r

HecooTBeTCTBUe
(3.2.2)

\%

nonnuTMKa ynpaBneHus
noKkymeHTamu (3.2.4)

PucyHok A.3.2 — Cxema: NOHATUSA, OTHOCAWMeCS K ynpaBaeHuio (3.2)

npoCcnexnBaemocTb poctyn (3.3.1)
[okyMeHToo6opoTa
(3.3.11)
Y
oT6op 1

nepegaya(3.3.5)

obecneyeHne
coxpaHHocTh (3.3.9)

A.3.3 OfHOCTOPOHHASA
CBA3b

------- knaccudpukauuns (3.3.2)

nHgekcaumsa (3.3.7)

yHuyTOXEeHne (3.3.4)

nepemelleHne (3.3.12)

KOHBepTauus,
(koHBepTupoBaHue) (3.3.3)

murpaumsa (3.3.3)

PuncyHok A.3.3 — Cxema: NoHATMA, OTHOCALWMECS K npoueccam ynpaBneHus gokymeHtamum (3.3)
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cuctema (3.4.5}

cuctema ynpaBnenus (3.4.1>

cucTema ynpasieHus
AOKyMeHTamu (3.4.2)
ynpasneHne fgokymeHtamun (3.4.3}

OOKyMeHTHasa cuctema (344}

A 34
MapTnTBHaA cBA3b

PucyHok A.3.4 — Cxema: NOHATUA, OTHOCALWMECS K cucTteMamM ynpaB/ieHus gokymeHTamu (3.4)
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Koppekrop M.B. By4Has
KomnbloTepHasa BepcTka E.A. Kondpauwiosoli

MoanucaHo B neyatb 21.04.2017.  ®opmat 60x841/,.  CapHutypa Apnan.

Yen. new. n. 2,32, Tupax 17 3K3. aK. 722.

MoAroTOBNEHO Ha OCHOBE 3MEKTPOHHOI Bepcuu, NpeAocTaBleHHON paspaboTunkomM cTaHgapTa

WspaHo n otnevataHo Bo OI'YN « CTAHOAPTUHOOPM», 123995 Mockea, MpaHaTHbIN nep., 4.
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