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BeegeHne

OhhekTMBHOCTL  OpraHu3aLMmM BO MHOTOM  3aBWCWUT OT BHEAPEHUs W MoAdepxaHus CUCTeMbl  yrnpasre-
HUs, KOTOpas ObecrneuMBaeT MOCTOSHHOE YrydlleHMe [EeATEeNbHOCT M OTBEeYaeT MOTPEeGHOCTSM  BCEX  3auHTe-
pecoBaHHbIX CTOPOH. CUCTEMbl YMNpaB/eHUs ObecrneyunBaloT METOAONOMMIO  MPUHATVS  PeLleHWiA 1 ynpaBieHus
pecypcamm 4151 AOCTYDKEHUS Lieneli opraHm3aLmn.

Co3gaHne [OOKYMEHTOB W yMpaBfeHVe UMW  SBNSKOTCA  HEOTLEMSIEMO uacTbio /1060r0  Bufa AesTesb-
HOCTM WM OefoBOr0  Mpouecca  opraHu3auun, obecrneuvBasi  OefIOBYH0  Pe3y/bTaTMBHOCTb,  MOAOTYETHOCTb,
yNpaB/ieH/e prUCKaMy W HEMPEPbIBHOCTbL  AE/I0BOM  JEATENLHOCTM, a Taloke [aBas OpraHv3auusM  BO3MOX-
HOCTb M3B/iekaTb MOMb3y M3 00/1aJa0WMX LUEHHOCTBIO  MHGDOPMALVOHHBIX PECYPCOB, TakMX KakK [[efoBble, KOM-
Mepueck/e akTuBbl W pecypcbl 3HaHWiA, [enaTb BKIad, B 0Ob6ecneyeHne COXPaHHOCTW  KOSEKTVBHOM Namstv B
OTBET Ha BbI30BbI [1106a/1bHO 1 3/IEKTPOHHOM cpefpl.

CraHgapTbl Ha cucTemMbl MeHemkmeHTa (CCM) npefocTaBnsloT — MHCTPYMEHTapWUA  O/1  BbICLLEMO  PyKO-
BOACTBA MO MPYMEHEHWIO CUCTEMHOTO W KOHTPO/IMPYEMOTO MOAXOAa K OpraHv3auyoOHHOMY PYKOBOACTBY B Cpe-
[e. KOTopasi CocoOCTBYET NPUMEHEHWIO JTyuLLeli Ae/TOBO NMPaKTUKN.

CraHOapTel Ha CUCTeMbl YyrnpaB/eHVUs [OKymeHTamu, nogrotoenieHHble WCO/TK4A6/MK 11, pa3paboTaHbl
ONA  OKasaHMA MOMOLLM opraHusaumsmM BCEX BWAOB, HE3aBMCUMO OT CTPYKTYpbl W YWUCMEHHOCTM NepcoHasa, a
Tawke [pynnam opraHu3aumiAi C COBMECTHOM [e/0BO/i  AEATE/IbHOCTBIO M0 BHEAPEHU,  (OYHKUMOHMPOBAHIIO
N YAYULWEHWO [eATeIbHOCTU  Pe3ysibTaTMBHOM CUCTEMbI  YMPaBfeHUs AOKyMeHTamu {34ecb U Jasiee MO Tek-
cry — Cy[). CY[ nos3BonseT OCylWeCTBNATb YrpaB/ieHWe B OpraHv3aumy B COOTBETCTBMM C  YCTAHOB/IEHHOW
MOMMTVKOA W UensaMy B 06MacTu yrnpaBneHWst OOKYMEHTaUuel, a Tawke obecneunBarb [OCTUKEHWE 3TUX Le-
neii. 3To obecneyvBaeTcs:

a) pacnpegeneHnem oyHKUWIA 1 OTBETCTBEHHOCTY:

b) NPOLECCHbIM MOAXOA0M:

C) U3MEPEHVEM U OLIEHKOIA:

d) aHanM3oM U yryuLLeHreM.

MpYMEeHeHe MOMMTVMKA 1 YCTaHOB/IEHWE Ueneid B 06MacTu  yrpaBieHust [OKyMeHTamu, 6GasvpyroLLyxcst
Ha COOTBETCTBYHOLLUMX TPEOOBaHUSX OpraHu3aumy, rapaHTMpyeT, 4to odmuyasibHas W AoCToBepHas  WHdopMa-
uMs. a Tawke [JokazatenbCTBa [efOBOA [AeATeSIbHOCTU  CO3[Jal0TCsl, YnpaBisieMbl W AOCTYMHbl O TeX. KoMy
OH/ HeobOXOOUMbl B TeyeHue YCTAHOB/IEHHOMO BpeMeHW. PesynbTatoM YCrnewwHoro MpUMEHEHWst PaMOoTHO  pas-
paboTaHHbIX MOMUTUKA W Ueneir B 06s1acT ynpaBfeHWst [OKyMEHTaMM SBASKOTCA AOKYMEHTbl UM CUCTEMbI [0-
KyMEHTaLW, COOTBETCTBYHOLLIME BCEM LIE/IAM OpraHv3aLmn.

BHegpeHve B opraHvzaum  CY/[L nosBonsieT Tawke 06ecneunTb Mpo3payHoCcTb UM MPOC/EXMBAEMOCTb
PELLEHWIA, MPUHSATBLIX PYKOBOACTBOM, U MOAOTHETHOCTb.

CraHgaptel Ha CY[. nogrotoBneHHble WVICO/TK 46/MK 11. Bxogatr B coctaB CCM u paspaboTaHbl B
uensx obecreyeHVss COBMECTUMOCTU W MPUMEHEHWSI O6LIMX 3/1IeMEHTOB W MEeTodoniorMmM € uHbiMm  CCM.
MCO 15489-1" a Tawkke WHble MexayHapoaHble CTaHAapTbl W TEeXHWYeckMe OTveTbl, paspaboTaHHble WCO/
TK 46/MK 11. €BAAIOTCA OCHOBHbIMWA MPW  MPOEKTUPOBaHWY, MPUMEHEHWUN, MOHUTOPUHIE W Y/IYYLLEHN [OKy-
MEHTHbIX MPOLECCOB W CPeAcTB YNpaB/ieHVs, KOTOpble MOryT ObITb peanm3oBaHbl nocpeactBom CY[A. B cny-
Yae ec/iv opraHy3aLyn peLLatoT NPUMeEHATL meTogonornio CCM.

Crpyktypa craHgaptoB Ha CY[, nogrotoBneHHbix WCO/TK 46/MK 11. kak Ony6/IMKOBaHHbIX, TaKk W Ha-
XO[ALLWMXCA B npoLecce pa3paboTku, NpeacTas/ieHa Ha pucyHke 1.

HacTosiLme ctaHgapTbl NPUMEHSIKOTCA Kak PyKOBOACTBO MO:

a) YCTaHOB/IEHMIO CUCTEMHOrO YnpaBfieHVWst MOMWTUKONM, MpouedypaMy W OTBETCTBEHHOCTHIO B cdhepe
YNpaB/fieH/st  JOKYMEHTaMW, BHE 3aBUCMMOCTU OT Lefeil, CoAepkaHuss WM HocuTens  UHdopMauyy — camux
[OKYMEHTOB:

b) onpeneneHvo OTBETCTBEHHOCTW, MOMHOMOYMIA M MOAOTYETHOCTU OpraHM3aumiAi B OTHOLLEHUM  [OKy-
MEHTOB ¥ MOSITVIKN YIPaB/IEHNS JOKYMEHTaMW, NMPOLeAypP, NMPOLIECCOB ¥ CUCTEM YIPaB/IEHNSA OOKYMEHTaMM:

C) NPOEKTVPOBaHWIO U BHeapeHuo CY/:

d) [OOCTWKEHUIO KauyeCTBEHHbIX pe3y/bTaTtoB OT npuMeHeHust CY[, nocpencTBOM OuUeHkM ee  adhdhekTvs-
HOCTU 1 (DYHKLIMOHMPOBaHMS U NOCTOSIHHOTO COBEPLLIEHCTBOBAHUS.

1 NCO 15489-1 sBNsSiETCS OCHOBOMOSAralolMM CTaHZAPTOM, KOTOPbIA 3aKperyiseT fyullylo MpakTuky B OTHOLLe-
HUN JECTBUIA NO yNpaBieHno AOKyMEHTaMW.

«V
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HacTosiLyie cTaHaapTbl NpegHasHaueHb Af1st:

1) BbICLLETO PYKOBOACTBA, KOTOPOE MPUHMMAET PELLIEHMS MO YCTAHOB/EHVIO U BHEAPEHWIO CCTEM
yNpaB/eHsi B OpraH13aLmy;

2) paboTHMKOB, OTBETCTBEHHbIX 3a BHEAPEHVe CY/I. TakuX Kak CrieLyaiicTbl Mo YrpaB/eHo prckamu,
ayauTy, AOKyMEHTaLWM, MHCDOPMALIMOHHBIM TEXHO/TOMMSIM 1 3aLLMTe MHCOPMALWN.

HekoTopble 3n1emMeHTbl HACTOSILLIErO AOKYMEHTA MOTYT 6bITb 06LEKTOM NaTeHTHbIX npa.. ICO 1 Poc-
CTaHAApT HE OTBEUAIOT 3a YKa3aHWe O Ha/IuMW Tak1X Npas.

M1 MM 1 —M/1 HAM MALUUMAD « i @
ViIlffiVAIPTM A TIMU90011d 1Libl

Cn UCM nmm
et

FY/rvMyyHMHOAIOMMAT A0ayMMIToe BHOAPKHMALLYMBKTTMKTIPOLIBCECM
MCO 3051» M1CO1 wee NCC2KN1 HOOKTO
OeHooub» CMTMbIyTGIIaMM YIpMISMB MLLLLMY 2B122
TKMIOKMUSIS LCAYVMTTILL- FAOMaH T AIK 4Uél'lM
OomMmyva nosioMmm* Y*CTbl OB|MHTaB PO60»BM
TUPMNHOMCKA KCrIOLLIChb OOUOW AanCTb 1 ITOLI0000*
TPBOOMHM JIpbIHUtObI *
(TKAMAT
HKTb2 UmcTss fieyviaktaa
MED 20001 Pymomozcrio Kovuanmyknb'
Mtompow
Towfonpeme YR VIKOGhOObI
RO oM — MKOMHIN*
YOOTkB
Mortag
LTI YIDEILI N
ROKAMKTM R ~
Tpeboswe K
TP, 1COITO «01800% nCo1479
MPAMQMLIRL EYTNT ¥ 1802% MOACC MbMypnus
LopTfuaza pu; Ppetogetm UMUPALH MOUAMN
no " «KIVCII?% O—V!!>M
mOMHKaao0 ML KAOLIMUITIO
«umchaom Lmdpposoe «/TVAPOHHbIX
PysowoncTes K1 96302 [OKyLLIKroe OMyMANIM «chumax
feodimpantd CHROTHIM YT RO WwrT
CIPNGYPHa AORHTAN ~ Yo/l
PynosostTee OoHameM
ANRERTM WD (MRaTPYELPey NO LLDKTFAMbI
ol BHALDAHIN MMM
YacTtb 2
PykoBoavmom
NCO$004 quan6éHBnbMM
OOHITa (rorimer -
PpBMAHOOIO ynpHvmnms
oumam
[OblymakTem*
Y*np>
pyMXMOTOU
dhyHCLIOMarb-
M»  TpeboBaHVs
rBOKMUTT*
AWW-
MOTblaBC

PucyHok 1 — Cxema: ctaHgapTsl Ha CY/. nogrotoeneHHble ICO/TK46/TTK 11, 1 B3auMocBsi3aHHbIe MeXyHapoaHbIe
CTaHZapTbl M TEXHNYECK/E OTUETDI
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HAUMOHANbLHBIN CTAHAOAPT POCCUMNCKOMN OELEPALUVN

Cvictema CTaHAapToB Mo MHAopMAaLK, GUBNMOTEUHOMY Y U3AATENTLCKOMY AeTy

NHPOPMALINA N AOKYMEHTALUUNA. CUCTEMbI YTNPABTEHVA JOKYMEHTAMU

OCHOBHbI€e MOJIOKEHNS U CI0Bapb

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

[Jara BBegeHns — 201&—07—01

1 O6nacTb NpUMeEHeHUA

HacTosilumii  HauyoHasbHbIA  CTaHAAPT — YCTaHAB/MBAET LEMM  WCMOMb30BaHMs CY/I.  COAepKUT  MPUHLMMLI
CY[,. onucblBaeT npOLECCHbIi MoAXod W onpefensieT (OyHKUMM BbICLIErO  pykoBoacTBa. CTaHaapT —NpUMeEHUM
K OpraH13aLmm Sr6oro TIMa, KoTopast XKeJIaeT:

@) YCTaHOBUTL, BHEAPUTL, COXPaHsTL U ynydllaTs CY[, Ans o6ecrneqeHuns CBoel AesTeslbHOCTY,

b) o6ecrneunTb cooTBeTCTBME CY/] NPUHSTON NOMMTIKE YMPaB/IEHNS AOKYMEHTAMU:

C) MPOAEMOHCTPMPOBATL COOTBETCTBYE HACTOSLLEMY CTaHAAPTY MyTEM:

1) BbINOMHEHVSI 0653ATENBCTB M0 OLIEHKE W IEKTAP1POBaHNI0 COOTBETCTBYISI CAaMOli OpraHu13aLIen, nm

2) noATBEPKAEHNS AEKTapUPOBaHNS CTOPOHHEN opraH13aLmMei, nm

3) ceptudvkaym CY/[], CTOPOHHEN opraHu3aumei.

2 OcHoBHble nosioxeHna CY/

2.1 Bzsaumocsasb CY/[, 1 cucteMbl ynpasieHns

Bce opraHusauum ynpasnsioT  JOKyMeHTamy, OOpasyioluMucs B npouecce WX  [eATeNlbHOCTM Mo J0CTU-
YXEHIIO NMOCTAB/IEHHbIX LieNel.

CY[l ycTaHaB/vBaeT MOMMTUKY, LM W OCHOBOMOMarawwme TpeboBaHns ANA  ynpasBfeHus [OKyMeHTa-
MU OpraH13aLmmn 1 rapaHTUPYeT, YTO JIOKYMEHTHbIE CYCTEMbI COOTBETCTBYIOT TPEOOBaHMAM OpraHn3aLmn.

8 pawvkax CY[, opraH/zauum paspabaTtbiBaloT, BHEAPAT W KOHTPOSIMPYIOT OOKYMEHTHble Mpoueccbl U
CpeacTBa yhpaB/ieHUs VMM B LEMSX COOTBETCTBUS MONMTVKE YNpaBfieHWs AOKyMeHTamu, LUensaMm u  TpeboBaHu-
AaM. [ 9TOr0  HeO6XoAVMO  OnpefesmTb, KakuMm 06pa3oM  [OKYMEHTHble CUCTEMbl YMPaB/SOT — [AOKYMEHTHbIMM
mpoueccaMy W CpefcTBaMy  YMpaBleHus MMM, a Taikke, KakuM 00pa3oM [OKYMEHTbl B3avMOAEWCTBYIOT €O
BCEMM CUCTEMAaMM YNpaB/IEHNS B LIENAX UX OLIEHKM Kak [loKa3aTe IbCTBa pe3y/1bTaToB.

[JokymeHTbl €O30al0TCA B paMkax Kakaoli cucTeMbl ynpaerieHusi, B Tom uucne B CY[. B cBowo ouepefp,
[JOKYMEHTbI 1 CMOCOObI  YNpaBMeHNsT VMW SBMISKOTCA  YaCTbl0  HOBbLIX  BUAOE  OpPraHM3aLyiOHHON  AEATENbHOCTH,
Tak/X Kak paspaboTka HOBOV nNpoAyKuuMmM wim ycnyr. [oKyMeHTbl MOryT Tawke WCroMb30BaTbCs /19 MpOBEpKU
paboTbl CUCTEM YMPaB/IEHUS W OMPefeneHysl, HacKOMbKO 3TW CUCTEMbl W BWAbl [AEATENIbHOCTU OTBEYaloT Tpe-
6oBaHVAM opraHusaumn. Takvm  obpasom. CY[, yctaHae/mBaeT (W onpegensier) TpeboBaHus K [OKyMeHTam
VHbIX CUCTEM YNPaB/IEHVS, Kak U K CaMUM CUCTEMAM.

V3naHve odmumansHoe
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2.2 OpraHn3auyoHHas cpefa

OpraHuzaumst W rpynna opraHvsaupini - MOryT UCMo/b30BaTb BCE WM OTAESbHble  3M1EMEHThbl  CTaHzap-
ToB Ha CY[. nogrotoerieHHbx VICO TK 46/[MK 11. B COOTBETCTBMM CO CCIEPOi AEATeNbHOCTU U TpeGoBaHMSIMM
BEeAEHWS 3TOl AEeATENbHOCTY, C YYETOM CEAYHOLLIMX (DaKTOpPOB:

a) pa3vep W CMNOXKHOCTb OpraHuzauum (opraHu3auumiid) WM MpoUEeccoB, B pamkax KOTOpbIX Tpebyetcs
YNpaBeIATb AOKYMEHTaMU:

b) CTeneHb pucKa BefeHWA [EeATeNbHOCTU MPY NPYMEHEHUM CPEACTB YNpaB/ieHVss [OKyMEeHTamu, He OT-
BEYAIOLLIMX YCTAHOB/IEHHLIM TPEOOBAHISIM:

C) CTpemnieHue K BHYTPEHHEMY COBEpLUEHCTBOBaHUIO 15 YAOBNETBOPEHUS TeKyLUX W MOTEeHUMasbHbIX
TpeboBaHU 3aHTEPECOBAHHbIX CTOPOH B OyyLLeM:

d) Hanmume 0cobbIX TPEGOBAHNI UM OXMAAHWIA 3aMHTEPECOBaHHbIX CTOPOH.

CraHpgapTbl Ha CY/]. nogrotoBneHHble MICO TK 46/TK 11. MoryT 6bITb MCMOMb30BaHbI:

1} ansa ogHoro wmn 6oree crneLyiaribHbIX Ae0BbIX MPOLECCOB B OpraHm3aummn:

2) pns BCeli opraHm3aLym, OXBaTbIBas BCe Ae/10Bble MPOLEecChl;

3) [4NA HECKOMbKAX OpraHM3aumiAi C COBMECTHbIMW [e/oBbIMM MpoueccamMyl, Hampuvep B npeaenax cdue-
pbl AEATENBHOCTW, MEXAY TOProBbIMY NapTHEPaMU WK B PaMKaX MapTHEPCKMX OTHOLLIEHWIA.

Mpn npumveHeHun cTaHgaptoB Ha CY[. nogrotoeneHHbix MCO TK 46/1K 11, opraHvsauum Heobxogvmo
PYKOBOACTBOBaTbCA TpeOOBaHVSMM M HOPMamy  HaLMOHa/IbHOTO — 3aKOHOAATENLCTBA, HOPMATVBHbIX W METoau-
YECKVX AOKYMEHTOB, a Taloke CTaHAapTOoB, KOTOPbIe NPUMEHSIIOTCA B COOTBETCTBYHOLLEN cchepe.

2.3 lMotpebHocTb B CY/,

231 Uenb

Bce opraHvzaumm Hes3aBUCMMO OT WX CTPYKTYpbl, YMC/IEHHOCTM W Xapaktepa [OesTeSlbHOCTU TeHepupyroT
MHpopMaLWi0 06  OCYLLECTB/IEHUM CBOMX paboumx npoueccoB. [OKyMEHTbl Kak OAvH W3 BWAOB  MHbopMaLy-
OHHbIX PECYPCOB SIB/IAOTCA YACTLHO MHTE/IEKTYa/IbHOIO KarnuTasia opraHu3aLyin, T.e. BXOOAT B €€ aKTUBbI.

Lens BHegpeHns CY[l coctouT B MOCTOAHHOM  YMPaB/fieHU  OOKyMeHTamu. [lOKyMeHTbl  UCMOJIb3yHTCA
B rMpouecce MPUHATAS peLleHWA 1 OCYLLECTB/IEHMN COOTBETCTBYIOLLEN [OEATeNIbHOCTM, a Taloke rapaHTVpyloT
NOAOTYETHOCTb MMEIOLLYIMCS 1 BO3MOXHbIM 3a/HTEPECOBaHHbIM CTOPOHaM.

Lens BHegpeHna CY[, 3akmo4aetcd B CO3[4aHMM  [OKYMEHTOB U YMpaBfeHWM UMK CUCTEMATUYECKUM U
KOHTPONMPYEMbIM 06Pa3oM A1 TOro, YTOObI:

a) athheKTMBHO OCYLLLECTB/ATL AE/OBYI0 AEATENBHOCTb Y NPefoCTaB 1A b YCyr;

b) COOTBETCTBOBATL 3aKOHOAATESIbHbIM W MHbIM HOPMATVBHLIM MPaBOBLIM aKkTaM, a TaKke TpeboBaHUAM
nogotyetHoe™;

C) ONMMUMM3MPOBATb MPUHATVE pPELUeHWA, 06GecrneunTb COMIacoBaHHOCTb W HENPEepbIBHOCTb — AeATeNbHO-
CTU OpraHu3aumn:

d) cnocobcTBOBaTH pe3y bTaTMBHON AEATENBHOCTY OpraH13aLmMm B Crlyvae YpesBbIHaliHbIX CUTYaLIniA;

e) obecrnewBarb 3alMTy W MOOAEPXKY MPU NpoBedeHWM cyaebHbIX MpOLEeccoB, BKIOYas ynpas/eHve
puckamyi, CBfi3aHHbIMWU C Ha/MYMeM WM HeOOCTATKOM [0KasaTeflbCTB  OCYLUECTB/IeHUA  [esATesbHOCTU — opra-
HU3aLum;

f) 3awmwaTL WHTEpechbl OpraHM3aLMM K npaBa COTPYAHWKOB, K/MEHTOB, a Takke WMEKLMXCA U BO3MOX-
HbIX 3aMHTEPECOBaHHbLIX CTOPOH:

) NoAAepKMBaTb Hay4YHO-UCCef0BATE bCKYHO AEATEIbHOCTL U MEPOMNPUATYA MO PasBUTUIO;

h) cnocob6cTBOBaTL AEATENBLHOCTY OpraHM3aLyn B cdiepe NPOoABWKEHUS TOBAPOB W YC/yT;

i) COXpaHsTb KOPMOPAaTMBHYHO 1 KOEKTUBHYO NaMsTh 1 06ecneumBaTb CoLMaibHYH OTBETCTBEHHOCTb.

2.3.2 [loctoBepHble, ayTEHTUYHbIE U MPUTrOLHbIE ANS UCMO/b30BaHNA LOKYMEHTbI

2321 O6LMe NoNoKeHNs

B kaxaoi opraHvsaumm ana BHegpeuus CY[, onpegensiotca noautka M Uev B 06/1acTv ynpasfieHus
[JOKyMeHTaMy, afanTMpoBaHHble K chepe [eATenbHOCTU OpraHvsaumy. BeegpeHue CY[, rapaHTvpyeT co3ja-
HUe [OOKYMEHTOB, OOeCcneyMBalolLMX MOTPEOHOCTM oOpraHu3aumm U OOLecTBa B Te4eHMe MepuodoB  BpeMEHU
(CpOKOB XpaHeHwst), yCTaHOB/EHHbIX 151 AOKYMEHTOB, U yripaB/ieHe M.

Pe3ynbtatoM ycnewHoro [AOCTWKEHUst Uefieidi B 06/1acTM  OOKYMEHTaUM  SIBMISIETCA  CO3JaHue U ynpas-
JleHVe  [OKyMEHTamu, KOTOpble SBMSKOTCA  [OCTOBEPHbIMM,  yTEHTUYHbIMM, LESIOCTHBIMA 1 MPUrogHbIMA - A1
MCMosIb30BaHKUSA, Kak onuncaHo B 2.3.2.2—2.3.2.5.

2.3.2.2 [ocToBEPHOCTb (AOKYMEHTOB)

JocToBepHbIM  SBNAETCA  [OKYMEHT, COAEPXaHVWe KOTOPOro MOXHO CuMTarb MOMHbIM M TOYHBIM  NpeacTas-
NleHVeM NOATBEpPXAaeMbIX Onepauuii, AesTenbHOCTM WM (haktoB, a Tawke [OOKYMEHT, KOTOpPOMYy MOXHO [JoBe-

2



FOCT P MCO 30300—2015

pATb B MOCAedylowyx onepaumsx wiv e nocnegylolleli  OesaTensHOCTU.  [JOKyMEHTbl [JO/DkHbl CO3A4aBaTbCs  BO
BpEMS WM cpasy >Xe foc/e onepauynm Win criydas, K KOTOpPbIM OHWM OTHOCATCS, Smuamy, [JOCTOBEPHO 3HAOLLW-
MM haKTbl, UM CPeLCcTBaMU, 00bIYHO UCMO/Mb3YEMbIMU B AEATESILHOCTY NPY NpoBeAeH!N JaHHOM onepaLin.

2.3.2.3 AyTEHTMYHOCTb

[ns  obecrnieyeHnss ayTEHTUYHOCTW [AOKYMEHTOB OpraHu3aums O0/DKHa BHeApUTb U OOKYMEHTaslbHO  3a-
dvkcvpoBatb  NMOAUTUKY W NpoUedypbl  YMpaBfieHUst  CO34aHMeM, MOMyYeHvieM, nepefjadeil, CcoxpaHeHvem Wt
OTOOPOM  AOKYMEHTOB. 3TO 06ECNeYdT Ha/uve Yy aBTOpPOB [OKYMEHTOB COOTBETCTBYIOLUMX —MOMHOMOYMIA, a
Take BO3MOXHOCTb WAEHTU(IMKALMM U 3alluTbl [JOKYMEHTOB OT  HECaHKUMOHVMPOBAHHOTO  [OMOSHEHWs, YyAa-
JIEHVIAA. U3MEHEHWSA, UCTIO/b30BAHWSA W COKPBITUSA.

2.3.2.4 LlenocTtHocTb

LlenocTHOCTb AOKyMeHTa onpeaesisieTcs ero nosHOTOM U HE3MEHHOCTBLIO.

Heobxoaymo, 4TOGbl [OKYMEHT OblUl 3alllieH OT HeCaHKUVIOHMPOBAHHOMO U3MeHeHus. [lo/mtvka v npo-
uefypbl YnpaefeHUst AOKyMEHTaMM [O/DKHbl YKasblBaTb, Kakve [OMOSHEHVS WM MpUMeYaHMst MoryT 6bimb  Jo-
6aBneHbl K OOKYMEHTY Mocfie ero co3faHus, MpY KakMx OBCTOATENbCTBaX AOMOSHEHVS WM NpYMEYaHns MOoryT
ObITb paspelleHbl, W KI0 YMO/HOMOYEH WX MNPOBOAUTb. JloBble  CaHKUMOHMPOBAHHbIE W3MEHEHUA  [OKYMEHTa,
[o6aBneHvsa v yaaneHys u3 oKyMeHTa cieflyeT YeTKO AOKYMEHTUPOBATb M KOHTPOIMPOBATb.

2.3.2.5 TpurogHocTb 4151 UCMOb30BaHNSA

MpurogHbIM ~ ANS UCMOMb30BaHWS  ABMSIETCA  [OKYMEHT, KOTOPbIi MOXHO /10KanM30BaThb, HaiATk, BOCMPOU3-
BECTW W uWHTEpnpeTupoBatb. [py BOCMNPOM3BEAEHUM [OKYMEHT AO/DKEH OTpaXaTb CBA3b C  AEATE/IbHOCTbI0  Wn
onepauveil, B pe3ynbTarte KOTOpPOA OH ObU1 co3daH. KOHTEKCTHble CCbUTKM OOKYMEHTOB [O/DKHbl  COAepxarb
MHCpopMaLWto, HEOBXOAMMYIO  [/1  MOHUMaHVS  Onepaumini - AeATeNbHOCTW, B KOTOPbIX 3TW  AOKYMEHTbl  Gbuiv
co3faHbl M UCMONb30BaMCb. [o/mkHa ObiTb  NpefocTaB/ieHa  BO3MOXHOCTb — UAEHTUCOMLMPOBaTL — OOKYMEHT B
6ofee LUMPOKOM KOHTEKCTE — KOHTEKCTe AEATeNbHOCTU UM QOYHKUMA.  [IO/MKHbI  ObITb  COXpaHeHbl CBA3WM  MeXay
[JOKyMeHTaMu, COMKCUPYHOLLIMMI NOCIeA0BaTe IbHOCTb AECTBUN.

2.3.3 Co3gaHre JOKYMEHTHBIX CUCTEM

2.3.3.1 O6wyie NonoxeHus

Uenm CY[ poctvraotca nNyTeM CO3L@HMA  HaAEXHbIX, 3alWLeHHbIX, COOTBETCTBYHOLUMX YCTaHOB/EH-
HbIM TpeboBaHMSAM  [JOKYMEHTHbIX CUCTEM WWIM CUCTEM  3MIEKTPOHHOrO  AOKyMeHToobopoTa.  [Mpumepbl  npu-
BefeHbl B 2.3.3.2—2.3.3.6.

2.3.3.2 HapexHocTtb

HapexHble AOKYMEHTHbIE CUCTEMBI:

a) B COOTBETCTBUMM C YCTAHOB/IEHHbIMM MpaBWIaMU BKKOYAKOT BCE [OKYMEHTbl B paMKax [AesTeflbHOCTW,
OXBaTbIBAEMON MU,

b) OpraHM3ytoT AOKYMEHTbI TakviM 06pa3oM, YTOObI OTpaxaTb MPOLECChl AESTENBHOCTY,

C) 3aMLLA0T AOKYMEHTbI OT HECAHKLVIOHUPOBAHHOIO U3MEHEHVIS, USBATUS WA YHUUTOXEHUST:

d) B COOTBETCTBUM C YCTAHOB/IEHHLIMW NpaBWnamn OyHKUMOHVPYIOT B KayeCcTBe OCHOBHOMO MWCTOYHMKA
VHChopMAaLWIN B OTHOLLIEHWN AEACTBUIA, 3a0IMKCMPOBaHHbIX B IOKYMEHTAX;

€) obecreyvBatoT Mpy HEOHBXOAVMOCTU AOCTYN KO BCEM AOKYMEHTaM;

0 dovkevpyloT  MHGIOpMaUMIO O  MOWCKE, WCMO/Mb30BaHMM U PasMELLEHWN  [OKYMEHTOB, KOTOPbIMW  OHU
YNPaBNALoT;

[) CNOCO6HbI HeNnpepbIBHO paboTaTb B COOTBETCTBUN C YCTAHOB/IEHHbLIMM NpaBuIaMu.

HapexHble [OOKYMEHTHble CKUCTEMbl MO3BO/IAOT  HEMPEPLIBHO BECTU [AEATENIbHOCTb U YNPaBNATb  pucka-
MU.

2.3.3.3 3awmiieHHocTb (6e30nacHOCTb)

3almiierHble  JOKYMEHTHblE  CUCTEMbl  MPUMEHSIOT  COOTBETCTBYIOLLME  CPEACTBA  KOHTPO/ISA,  KOTOpble
NPefoTBpallaloT  HECAHKUMOHMPOBaHHbIE — AEACTBUA  (OOCTYM,  YHUYTOXEHME, W3MEHEHWE WM NepemMeLleHne
[OOKYMEHTOB).  3allMLLeHHble  AOKYMEHTHblE  CUCTEMbl  MOAAEPXVBAOT  MOAOTYETHOCTb — OpraHM3auyn U1 - ynpas-
JleHvie prickamn.

2.3.3.4 CooTBeTcTBME TPEGOBAHUAM

CooTBeTCTBYyIOLLME TPeOOBaHWSM  AOKYMEHTHbIE CUCTEMbl — 3TO CUCTEMbI, KOTOpble MOryT OblTb Ha-
CTPOEHbl /19 BbINOMHEHWSI BCeX TpebOBaHWI, BO3HMKAIOLIMX B MNPOLIECCE OCYLLECTBMEHWS Tekylleli aestenb-
HOCTW, OXWO@HWIA 3aMHTEPECOBaHHbIX CTOPOH W TpeboBaHMIi HOPMAaTVBHOM cCpedbl, B pamMkax KOTOpPOA opraHu-
3aL1s OCYLLECTB/ISIET CBOK AeATESIbHOCTb.

CucteMbl MoOryT OblTb MpPOBEPEHbl Ha WX COOTBETCTBME YCTAHOB/IEHHLIM TpebOBaHUAM B LensX coxpa-
HeHMs W ynydweHns CY[, [OKyMeHTHble CUCTEMbI, KOTOpble COOTBETCTBYIOT ONpedesieHHbIM  TpeboBaHWAM,
obecreyvBatoT NOAOTYETHOCTb OpraHM3aLmMy, HaZ/iexallee yrpas/ieHne eto U yrpas/eHe prckamu.
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2.3.35 KomniekcHocTb

KoMriiekcHble  OOKYMEHTHblE  CUCTEMbI  YMPaBMAOT  OOKYMEHTaMK, CO3[Al0WLMMUCA B pesy/ibrate  ocy»
LUECT/IEHNA BCEX BWAOB [AEATENIbHOCTM  OpraHM3auuv, [pynnbl  OpraHMsaumiAi - WM noapasfenieHuii  opraHmsa-
UMW, B KOTOPbIX OHM MCMOMbL3YKTCH. KOMMMEKCHble AOKYMEHTHblE CUCTEMbl OGECMEUMBAIOT  PE3Y/IbTATUBHOCTb
1 3hheKTUBHOCTL BEAEHWS AEATE/ILHOCTH.

2.3.3.6 CucreMHOCTb

Mpoueccbl €O34aHUS W ynpaBfeHVs [JOKYMEHTaMM B MpoLecce MpOeKTMpoBaHUs U (PyHKLMOHMPOBaHNS
[JOKYMEHTHbIX CWUCTEM  CUCTEMATM3VIPYOTC B COOTBETCTBAM C  MOSMTUKOW, pacnpedeneHMemM  OTBETCTBEHHOCTU
N odmumasibHO NPUHATOM  MeToAosoreil. 3TO  MO3BONSET BECTU  AEATEeNbHOCTb  Pe3y/ibTaTMBHO W YNPaB/siTb
pvickamu.

24  TpvHUMMbI npyMeHeHna CY[,

241 O6Lwme NooKeHNs

YcnelwHoe BHegpeHve CY/[, 0CHOBAHO Ha NPUHUMMNAX, U3/TOKEHHBIX B 2.4.2—2.4.8.

2.4.2 OpueHTauyst Ha NOTPEBUTENA U UHbIE 3aMHTEPECOBaHHbIE CTOPOHbI

B pamvkax CY[I ycTaHaB/BalOTCA TpebOBaHWA K [AOKYMEHTHbIM CcucTemMaMm, MO3BO/SOWLME  YAOBMNETBO-
PATL TekyLLye 1 GyayLuye NOTPeBHOCTN OpraHM3aLmn U MHbIX 3aMHTEPECOBaHHbIX CTOPOH.

2.4.3 PykoBOACTBO 1 NOAOTYETHOCTL

PykoBoguTENM  OpraHM3aLmMn  yCTaHaB/MBAOT LeMb, HampaBfieHMe U AelCTBYIOLME HOPMbl  KOPMOpaTuB-
HOM KyNbTypbl, CO3AANOT YCMOBUS, B KOTOPbIX COTPYAHUKN CTPEMSATCA K MPUMEHEHMIO JIydllMX MPaKkTvK yrpas-
JIeHVst 0KYMEHTamm /151 AOCTKEHWS OpraHm3aLmeli cBoux Leneli 1 TpeboBaHuin Mog0THYETHOCTW.

2.4.4 TIpyHSATME PELLEHNA HAa OCHOBE AOCTOBEPHOM MHGpOpMaLWN

MpuveHenve CY[, no3BonsieT co3gasatb, BBOAUTL B CUCTEMY W YNPaBnAaTb MHAIOPMALUVOHHbIMM - aKTuBa-
MV opraHusaumm B popMe [AOCTOBEPHbIX W ayTeHTUYHbIX [OOKYMEHTOB [/ ObGecrneyeHust npouecca MpUHATUSA
B OpraHM3aLmmn peLLeHmiA, OCHOBaHHbIX Ha JOCTOBEPHOI MHChopmaLyK.

245 BosreyeHne COTpyLHMKOB

B cdhepe ynpaBneHnss OOkyMeHTaMM AO/DkHA ObiTb  YETKO  pacnpeferieHa OTBETCTBEHHOCTb, a TaKke
obecrieyeHo 0Oy4yeHVe BCEX COTPYAHWKOB OpraHM3aumM, KOTopble CO34al0T  AOKYMEHTbI, YNPaBAstioT UMW Wan
UCTIO/MB3YKOT UX. DTO OTHOCUTCA K KOHTpareHTam, WHbIM 3avHTEpEecoBaHHbIM CTOPOHaM, a Takke COTPyAHVKaM
CTOPOHHUX OpraHu3auuii, C KOTOpPbIMMA Yy OpraHu3auMy WMEHOTCH COBMECTHble [efoBble MPOLECChl WM CO3LatoT-
CA [OKyMeHTbl. [ToHMMaHVMe npoueccoB paboTbl C [OKYMEHTaMM B pamKax BCeil opraHuzaumn  ynydlaeT ee
VHChOPMALWIOHHY0 633y 1 pe3y/bTaTVBHOCTb NPUHATHS PELLIEHWIA.

2.4.6 TpoueccHbIi noaxoa

OhheKTMBHOCTL  AEATENBHOCTA — OpraHu3auumM W ynpasneHuss  [OKyMeHTamu — obecrieumBaeTcs  npoLecc-
HbIM MOAXOAOM K YNpaB/EHMO [ESTENbHOCTHI — OpraHvM3aLuy, KOTOpblA  CBA3bIBAET CO34aHWe  [OKYMEHTOB C
[eATelbHOCTbIO.

2.4.7 CuvCTeMHbIli N0AXo[ K ynpasieHuo

WHTerpaumst  ynpasneHusi OOKYMEHTaMW B yNpas/ieHWe [OeATeSIbHOCTbIO  OpraHMsauyi B LUMPOKOM  KOH-
TEKCTEe CUCTEMbl YMpaBfeHUs BKIOYaeT aHam3 TpeboBaHUA M M/1aHOB, a Takke BHeApeHVe, MepecMoTp U
Y/yuLLEHVE NOMUTVIKA U NPOLIeAyp B paMKax BCEN OpraH13aLyn Ha MOCTOSHHOM OCHOBE.

2.4.8 TllocTosHHOe ynyulleHve

B pesynbrate MOCTOSHHOIO MOHWTOPMHIA, aHa/M3a W HEMpPepPbIBHOrO  YAydlleHWss Bceli  AesTeSIbHOCTU
CY[], coBepLLEHCTBYETCS U yrlyuLLIaeTCs 00LLas cucteMa ynpasieHnst opraHisaumei.

2.5 TpoueccHbili nogxoa k CY/

Bce opraHv3aumM, HesaBMCMMO OT WX pa3mepa W Xapaktepa [edATeflbHOCTW, AO/KHbl Onpeje/vnts 1 npu-
MEHATb COOTBETCTBYIOLLME pabouve npoueccbl A8 [AOCTWKEHUS MOCTaBfeHHbIX Ueneli W 3afad.  Hactosawwii
CTaHZapT npuaaeT o0cob0e 3HAYeHVMEe OCO3HAHHOMY MPYMEHEHMIO CUCTEMbI KO BCEM MpoLeccaM  OpraHu3aumn
C TEM, YTOGbI BbISSBUTL W YMPaB/sTh AVHAMUKON MPOLECCOB M 1X B3aVMOCBSI3MM.

MpoueccHbIin noaxoa k CY/, npeanonaraet:

a) onpegeneHve TpeboBaHWA K OOKYMEHTaM, BKIloYas TpeboBaHWS W OXUAaHUA  3avHTepecoBaHHbIX
CTOPOH, & TaloKe YCTaHOB/IEHWE MOMUTUKW U Lienei B 061acTu ynpasieHnst JoKyMEHTaMu;

b) BHeApeHVe W MPUMEHEHVE CPeACTB YMNpaBfeHUs K YMpas/eHV0 OpraHu3auMOHHbIMK - puckaMn B OT-
HOLLIEHWW JOKYMEHTOB B chepe 06LLMX Ae/0BbIX PUCKOB OpraHn3aLmm:

C) MOHWUTOPWHT W aHa/ M3 AeATesibHOCTU 1 addhekTBHOCTV CY/;

4
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d) MocTosHHOE yNyulleHne, OCHOBAHHOE Ha OGBLEKTVIBHOM M3MEPEHUN.

PucyHoK 2 nokasblBaeT, kakum obpasoMm e CY[, yuuTbiBaroTcs TpeboBaHWS U OXUAaHUS 3auHTepecoBaH*
HbIX CTOPOH (NOTpebuTenein n ydpeauTenein) B OTHOLIEHWM YMPaBIEHMSt AOKYMEHTaMK, W Yepe3 HeobXoauMble
npoLecchl NpeAcTaBsSeT Ha BbIXOAE AOKYMEHTbI, KOTOPbIe OTBEHAOT 3TVM TPEGOBaHUAM 1N OKMOAHWSM.

Hactosiwan Mogenb MOXeT OblTb MPUMEHEHa B COOTBETCTBYIOLLEM Maclitabe, B 3aBUMCUMMOCTW OT pas®
Mepa opraHusauyn. YpoBeHb JeTasmsauym U criokHoct CY[. a Tawke 00beM MCMoMb30BaHHbIX  PecypcoB
3aBMCUT OT TakMX (DaKTOpOB, Kak 0b6/acTb AEVCTBMS CUCTEMbI, pasvep OpraHuMsaumy U Xxapaktep ee gestens*
KOCTW, NPOAYKLN U YCIIT.

2.6 Juaypylolas posib pyKoBOACTBa

Bbiclee pyKOBOACTBO HeCeT OTBETCTBEHHOCTb 3a OMpefesieHne  HanpaB/eHVst  pasBUTUS  opraHu3aummn
M 33 O3HAKOM/IEHVE COTPYAHUKOB W 3aUMHTEPeCOBaHHbIX CTOPOH C MpUopUTETaMU pasBuUTUSA. 3TO  MOSMOXEHUE
nogpasymMeBaeT yCTaHOBMeHWe cootBeTcTBus CY[] TpeGoBaHVsSIM W LEeNsAM OpraHv3auuy, a Taioke MOHVMaHMe
PVICKOB yNpaBfieHNst AOKYMEHTaMM, He OTBEYALOLLIENO YCTaHOB/IEHHLIM TPEOOBAHKISIM.

MonuTuKy ycTaHaBNMBAET BbICLLIEE PYKOBOACTBO /151 TOrO, YTOObI:

a) obecrneunTb HeNPepbLIBHOCTL B paboTe opraHmsaLv;

b) 06ecneunTb NPUHATHE U BbINOSTHEHME COTPYAHMKamW TpebosaHwiA CY/[;

C) rapaHT1poBaTh, YTO Ae/10Bble MPOLECCHI ABNSIOTCS NPO3PaYHbIMM U KOMIIEKCHBIMU;

d) ybemuTb yupeguTeneil, COBET [MPEKTOPOB, JUL, OKa3biBAIOLWX B/WSHWE Ha OpraHv3auuio, ayauTo-
pOB M VHble 3aMHTEPECOBaHHble CTOPOHbI, YTO yrNpaB/ieHVe AOKYMEHTaMW  OCYLLECTBASETCA  Haanexallum
o6pazom.

Notpelurais »
TpoBosatm
R OprRHmaa MOHHEA Cposia //]\ SHNHTEPBOOSAHH bt
ol ¥
FOKYMOHTINM

Npassnpibis
TP BHIOTNG
ToTpeSnrann BN POl Q1%
M HTHPOOCESS H Hb AOCTYORRH WA
TR ROMHTIKM ¥
mnmni

Pucynok 2 — Cxaema: crpyxrypa CYQ
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Bnarogapa adheKkTMBHOMY YNpaB/eHUI0 W MOAOTYETHOCTM  BbICLLIEE PYKOBOACTBO CO34aeT  YCMoBMS, B
koTopbix CY[, MoxeT paboTatb pe3ynbTaTMBHO, BbICLLEe PYKOBOACTBO — MCMOMb3yeT  MPUHUMMLI - MPUMEHEHWS
CY[, (cm. 2.4) B KQ4ECTBE OCHOBbI /151 ONPeAeNeEHNst CBOVX AECTBUIA B LIENSIX:

1) ycTaHOBMEHWSs, MOQLEPXKaHUs, COOENCTBMS NPOBEAEHWO MOAMTUKM U Leneli B 0611actv  ynpasnieHus
JOKyMeHTaMy A1 TyHLLero NMoHMMaHus paboTHYKaMU YCTaHOB/IEHHbIX TPeboBaHWIA;

2) obecrieyeHUst pacnpedeneHns, 3akperyieHUst OTBETCTBEHHOCTUM W AeiefMpoBaHUA  MOSHOMOYMIA MO
yrNpaBeHNo AOKyMEHTaMMN B OpraHn3aLmn:

3} obecneyeHnst rapaHTM Toro, 4TO adipekTuBHas U pesynbTatuBHas CY/[, paspaboTaHa, BHegpeHa W
COXPaHSETCA A/151 [OCTVKEHMS LieNein opraHm3aLmn;

4) obecneyeHnss AOCTYNHOCTM HEOOXOAMMbIX PEecypcoB, B TOM 4uC/ie 4efioBeYecKVX, AJ19 COXpaHeHus W
nopaepxaHua CY[,

5) perynspHoro aHanmza CY/[;

6) coBepLUeHVs AercTBUiA Mo ynyulleHnio CY/.

2.7 B3aumocBsA3b C MHLIMM CUCTEMaMU MEHEDKMEHTa

CucTembl YMpaB/iEHUs1 HampaB/ieHbl Ha [OOCTWKEHWE pe3y/bTaTtoB U YNpaBfieHue puckamyi A1 JOCTUKe-
HUA AEeNO0BbLIX LieNei, yA0BNeTBOPEHNS TpeboBaHWil MOA0THETHOCTU Y OXUAAHWIA 3aMHTEPECOBaHHbIX CTOPOH.

WHTerpaums CY/ B 06LLyH0 cMCTEMY YMpaBeHys OpraHmM3aLmeii OCyLLECTBSETCA B LENsX:

a) ONMmYMM3aLMM MPOLECCOB U PECYPCOB MyTEM MWHTErpauMM [JOKYMEHTHbIX MNPOLIECCOB U BWUAOB AEATeNb-
HOCTW;

b) NOAAEPKKN NPUHATUS PELLEHWIA, OCHOBAHHOrO Ha AOCTOBEPHOI MHCopMaLWK,

C) 0b6ecrneyeHrs COBMECTMOCTI CUCTEM MEHEKMEHTA,;

d) cooTBETCTBYSA YCTaHOB/IEHHLIM TPEBOBaHWAM 1 NPeAoCTaB/1eHUs A0Ka3aTe bCTB 3TOrO.

BHegpeHvie cTaHgapToB Ha CY/[l NOMOXET opraHusauyisimM B [OCTWKEHUW Uuefeii U WHbIX CUCTEM MeHed-
XXMeHTa. 3T0 BO3MOXHO 6n1arofapsi ToMy, YTo:

1) B pamkax CUCTEMbl MeHemKMeHTa O0OecrneurBacTCA Cco3fdaHue, yhpasrieHne U [OCTyn K ogmumasibHONM
N HagexHoli uHdopMauun, a Take 06ecrnevvBaloTCcs [okasatesibCTBa  OCYLUECTB/IeHHON OesTenlbHoCTM B Te-
yeHue YCTaHOB/IEHHOTO NEPUOAA BPEMEHM (CPOKa XpaHEHNS);

2) MpUMEHsieTCs CcUCTEMATUYECKUIA U BepuchnuMpyemblii  MOAXOL K YNpaBfeHWo [JOKYMEeHTaMW W [OKy-
MEHTALWIOHHLIMW NPOLIECCamM, CBA3aHHLIMU C AEATESIbHOCTLIO MHBIX CUCTEM MEHEDKMEHTA,

3) yCTaHaB/MBaeTCA OCHOBA [/11 OLEHKA [IOKYMEHTOB, [AOKYMEHTALMOHHbIX MPOLECCOB W MPaKTUYECKOW
[eATeNbHOCTU B paMKax UHbIX CUCTEM MEHEKMEHTA:

4} obecrieusBaeTCA COAENCTBME MOCTOSIHHOMY Y/iydlleHWo paboTbl  opraHuM3auy Mpu  MOMOLLM  WMHTEerpu-
POBaHHbIX CUCTEM MEHEDKMEHTA.

WHterpaums CY[O wn TpeboBaHWA  ynpaBfieHYeCKNX, MNPOM3BOACTBEHHBIX, KOHTPOMMPYIOLMX W aBTOMaTW-
31POBaHHbIX CUCTEM MO3BOMSIET CO3f4aTb CTPYKTYpYy, KOTopas obecrneuvBaeT Y/OBMETBOPEHWEe MOoTpebHoCTel
NoMb30BaTesNeN N KaYeCTBO NPOAYKLMN.

3 TepmuHbI 1 onpeaesnieHns
B HacTosiLLieM CcTaHAapTe NPUMEHEHbI CneaytoLLme TEPMUHBI C COOTBETCTBYIOLLYIMU OnpeaeieHUaMA:

3.1 TepMuHbI, OTHOCALLMECS K AOKYMEHTaM

311 apws(bl) (archive(s): [OKyMEHTbl MOCTOSHHOIO CPOKA XpaHeHWs, CcoXpaHsemble NS L/MTENbHOIo
MCMO/b30BaHUS.

MpnmeyvaHuna

1 ApxvB MOXET MNpeAcTaB/sAiTb €000/ MECTO, e XpaHATCH WM [AOCTYMHbl A1 MO/b30BaHNA apXVBHbIE [OKYMEHTbI.
Tawke Ha3bIBaKOT apXMBOXPaHWIULLIEM.

2 ApxuB MOXET MNpeAcTaB/ATb COGOM OpraH3auMio WM KOMMBIOTEPHYHO MporpamMMy, KOTOpble 06ecrneunBaroT oToop
[JOKYMEHTOB Ha XpaHeHVie, KOMI/IEKTOBaHWe U 0becriedeHne COXPaHHOCTUM apXMBHONO (hoHAa, npefocTaBneHve [octyna K
aPXUBHBIM AOKyMEHTaM. HOrAa X Takke Ha3bIBatoT apXVBHbIM YHPEXAEHVEM WM apXMBHOI NPOrPaMMOiA.
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312

akTuBbI (asset): Bce. UTO UMEET LIEHHOCTb /159 OpraHm3aLim.

MpumeyaHne — CylLecTBYeT MHOTO BU/IOB aKTVBOB, & MEHHO:

a) MHdhopmMaums;

6) nporpamMMHoe obecreyeHne, Takoe Kak KOMMbIOTEPHas MporpaMma;
B) MarepuasibHble aKTUBbI, TaKMe Kak KOMMbIOTEp:

r ycnyru;

) pabOTHVKK, a Takke X KBarMgomKaLwis, HaBbIKA 1 OMbIT;

€) HemaTepuasibHble LIEHHOCTW, Takve Kak penyTauyis U MPeCcTUX.
[MCO/M3K 27000:2009. ctatbs 2.3]

313
[JOKyMeHTVpOBaHHast  MHgoopMaums  (document):  3anmmcaHHast  wHcpopmauysi UM HOCUTENb,  KOTOpble
paccMaTprBaloTCS Kak eAMHOE Lieroe.
(NCO 15489-1:2001. cTarbs 3.10]
314
JokymeHTaumst  (documentation):  COBOKYNHOCTb ~ OOLEKTOB  [OKYMEHTMPOBaHHON  vHcbopMaumn, — onu-
CblBANOLLMX [OENCTBUS, WHCTPYKUMM, PELLEeHWs], Mpouedypbl WM [AeioBble MpaBwia, OTHOCALMECS K onpeje-
JIEHHOW CRYHKLMW, MPOLLECCY WK AEI0BOIA OnepaLim.
(MCOITO 28122:2008. cTaTths 3.1]
3.1.5 pokasatenbctBo (evidence): JokymeHTauwWs 0 Ae/0BOI onepaumn.

Mpum eya HUB — J[IOKyMEHT/IbHOE MOATBEPKAEHNE COBEpLUEHUS OEMOBOl ornepauyy, CO3AaHHOe Mpu 06bly-
HbIX YC/OBUSIX BEAEHVSI AESTENbHOCTM U SIBMSOLLEECH LEIOCTHBIM (HEMOBPEXAEHHbIM) 1 MOMHBIM.  STOT TEPMUH MpUMe-
HSIETCS! HE TOJTbKO € FOPUAVMHECKOM CMbICTIE.

316

MeTagaHHble (Metadata): [laHHble, ONUCbIBAIOLLME  KOHTEKCT, COAEpPXaHue, CTPYKTypy [OOKYMEHTOB WU
MPOLIECCOB Yrpas/IEHVA MU BO BPEMEHW.

[NCO 15489-1:2001. ctarba 3.12]
317 pokymeHT(bl) (record(s): [oKyMeEHTUpOBaHHas WHCOpMALWsl, CO34aHHasl, MOSyYeHHass W coxpa-

HAeMasA OpFaHVI3aLI,VIel7I Win 4YaCtHbiIM /NWLIOM B KayeCTBe [okasates/ibCTBa W akKTBa opraHMsauun win 4actHo-
o nnua ans nogrsepXXaeHnsA npaBoBbIX 0653aTebLCTB U onpep,eneHHon [eATe/IbHOCTU.

Mpuk'evaHunsa

1 AgantposaHo 13 NCO 15489-1:2001. ctarba 3.15.

2 TepM1H «[10Ka3aTeIbCTBO» MMEET He TOSbKO opuanyeckoe 3HayeHve (cMm. 3.1.5).

3 MprveHsieTcs K MHdhopMaLyn Ha Nlo60M HocuTene, e Mool dropme wn hopmare.

3.2 TepmuHbl, OTHOCALLIMECA K YNPaBeHUo

321

nofotyeTHocTb  (accountability):  MpuvHUMN, B COOTBETCTBMM C KOTOPbIM YacCTHble /iMUa, OpraHv3aummn
N OOLLECTBO OTBETCTBEHHbI 3a CBOM [JENCTBUSA, MOATBEPKAEHUS KOTOPbIX MOMyT OblTb BOCTPEOyeMbl 3auH-
TepecoBaHHbIMM CTopoHamm [ICO 15489-1:2001. ctaTbs 3.2]

322

HecooTBeTcTBMe (nonconformity): HeBbINoHeHWe TpeboBaHWS.
[HCO/TMBI/TAG13 — JTCG. cTatbs T.3.6]

15 faHHOM 3Ha4eHUM TepMUH record(s) Ucronb3yeTcs e cdhepe yrpasieHns JoKyMEHTaMu.
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3.2.3

opraHmsauma (organization): YactHoe smuO wam Tpynna ML, Y KOTOPbIX €CTb  OnpeferieHHble  doyHK-
LM 11 0653aHHOCTW, NMO/THOMOUMS 1 B3aVIMOOTHOLLIEHUS /151 IOCTWXKEHUS UMW CBOWX LieNeld.

MpumeuyaHne — KOHUENUWS OpraHM3aLyM BK/OUYAET, HO HE OrpaHUYMBAETCA TOMBKO TOPrOBbIM MAPTHEPOM,
KOMMaHvield, kopriopauveli, UpMOoi, NpeanpusTVEM, VHAVBUAYa/IbHBIM - MPeAnpUHMATESIEM, TOBApULLECTBOM, 6riaro-
TBOPUTENBHONM OpraHu3aumeil WM yupexaeHVeM WM KoMGvHauvel aTvx  ¢popM, 3apervcTpupoBaHHbIX /IGO0 HET B
KauecTBe KopriopaLyii, rocyiapCTBEHHOM U YacTHOV (hOpMbl COGCTBEHHOCTH.

[MCOAMBAACL3 — JTCG, cTartba T.1.1]

324 nomMiuka ynpaeneHuss  gokymeHtamu  (records  policy):  OdwmuymanbHo  cdoopMy/IMpoBaHHbIE  Bbic-
UMM PYKOBOACTBOM HaMEPEHVst U HarnpaBneHWsl AedTeNbHOCTM OpraHu3auyi B OTHOLLEHUM CUCTEM  yrpasrie-
HUS AOKYMEHTaMM.

3.25

BbiCLUEE PYKOBOACTBO (top management): JMUO WM r[pynna J/dd.  334alolMxX  HarpasfeHve  fes-
Te/LHOCTY OpraHV3aLmMmn 1 YNPaB/soLLMX €10 HA BbICLLEM YPOBHE.

MpumeyaHnsa
1 BebicLuee pyKOBOACTBO MMEET MPaBo pacrpeaesisTh Mo/THOMOUMA Y PECYPChbl B OpraHnsaLym.
2 OpraHu3aumsa MOXeT 6bITb OrpaHndeHa cdepoii BHeAPEHUs CCTEMbI MEHEDKMEHTA.

(MCOAMBAACL3 — JTCG. crarba T.1.5]

3.3 TEPMMHbI, OTHOCSILLIMECS K MPOLieccam ynpaenieHust AoKyMEHTaMM
331

foctyn (access): [MpaBo, BO3MOXHOCTb, CPEACTBA [/ MOWCKA, WCMOMb30BaHUA WM U3B/IEUEHNST  WH-
dhopmaLmn.
(MCO 15489-1:2001. ctatbs 3.1]

33.2

Knaccudomkaums  (classification):  Cuctematnueckass  ugeHTMdMKaums WM yropsijovyeHuMe  OenoBsoii  Ae-
ATENBbHOCTM M (WM) OOKYMEHTOB MO KAaTeropusim B COOTBETCTBUM C  JIOTMHMECKM CTPYKTYPUPOBaHHbIM  Mopsia-
KOM. MeToJamMu 1 NpoLeypHbLIMM NpaBunamm, NpeacTaBNeHHbIMM B KTacCUIMKaLIMOHHOM cxeme.

(NCO 15489-1:2001, ctatbs 3.5]
3.33 «KoHBepTauua (KOHBepTUpoBaHWe) (conversion): Tpouecc nepemMelleHnst  [OKYMEHTOB U3 OHOro
chopmara B Apyroii.

Mpumep — CKaHMpoBaHME [OKYMEHTOB Ha OYyMadKHbIX HOCUTENSX ANS CO3faHust MX UMGPOBbIX Konuid (e
dopmaTax TIFF, JPEG u gp.), nepeBog fokyMeHTOB 13 copmaTa Word B dhopmaT PDF, ns cdopmaTa TeKCTo-
Boro paina UNIX e chopmaT TekcToBOoro cpaiina Microsoft (Windows), nepesog chaiinoe MSWord n3 Bepcumn 1
B BEPCUIO 2.

334 yHuuTOXEHMe (destruction). [poUECC YHUYTOXEHUS WA yAaneHnss [OOKYMEHTOB 06e3  Kakoi-rinbo
BO3MOXHOCTW BOCCTaHOB/IEHMS.

MpumeyvaHune —AganmmposaHo 13 NCO 15489-1:2001, ctarbs 3.8.
335

otoop ¥ nepegadva  (disposition):  COBOKYMHOCTb — MPOLECCOB,  BK/IHOYAIOLLMX — 3KCMEPTU3Y  LIEHHOCTU,
oTOOp, nepedayy Ha XpaHeHWe WM  YHUHTOXEHWE [OKYMEHTOB, OCYLLECTB/SEMbIX B COOTBETCTBUM C  HOp-
MaTUBHbIMU [IOKYMEHTaMM.

(NCO 15489-1:2001. ctatbs 3.9]

336 pokymeHTvposatb (document): 3anucbiBaTb, NpPUAaBaTb  KOHKPETHYIO  popMy WM KOMMEHTUPO-
BaTb (CHabXaTb NPUMEeYaHUSIMU) [/15 BO3MOXHOCTY NOC/IEAYHOLLIEro BOCTPOU3BEAEHNS.

3.3.7 wHpekcupoBaHue  (indexing): MpocTaBneHWe YCMOBHbIX 0GO3HAYeHWIA [O/11  COCTaB/EHMSI  yKasare-
neii B UeNsx yrnpoLLeHyst ocTyna K OKyMeHTaM.

MpumeyvaHne —AgantmposaHo 13 NCO 15489— 1:2001. ctarba 3.11.
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3.3.8 murpaums (Migration): Mpouecc nepemeLleHns AoKYMEHTOB Ha OAHO annapaTHOR 1n nporpamm-
HOI KOHChUrypaLmm B apyryto 6e3 n3MeHeHust hopmara.

Mpumep — MepemeLleHne cBeAEHNIA C MarHUTHOIO AMCKa Ha MarHUTHYH IEHTY, NnepemMeLLeHne 6a3 gaH-
HbIX N3 CYB/ Oracle B CYB/[, SQL Server (cm. 3.3.3 A4na NocneayoLwero ncnosib3oBaHus).

3.3.9 obecneyeHre coxpaHHOCTY (preservation): Mpouecchl 1 onepaumm No 0becrneyeHnto CoxpaHHo-
CTN LOKYMEHTOB B TEUEHVE BPEMEHN (CPOKOB XpaHeHus).

MpumeyvaHune —ApantmposaHo 13 NCO 15489-1:2001.ctatba3.14.
3.3.10

pervctpaumst  (registration):  TpUCBOEHME — AOKYMEHTY  YHUKUIBHOTO — WAEHTUCOMKALWMOHHOTO  HOMepa
Mpv ero BBOAE B CUCTEMY.

(NCO 15489-1:2001, cTarbA 3.18)
3311

npocrexmnsaemMocTb  AokymeHToobopoTa  (tfracking): CosgaHue, BKIOYEHWE B CUCTEMY W COxpaHe-
H1e VHIopMAaLWIN O ABKEHWN 1 NCTIONBb30BaHUN JOKYMEHTOB.

[MNCO 15489-1:2001. cTaTba 3.19]

3.3.12 nepewmeLleHme (transfer): 3meHeHre cnocoba umn mecta XpaHeH st AOKYMEHTOB WK NpaBa
COGCTBEHHOCTU Ha HUX.

MpumeyaHusa

1 MoxeT BKto4aTh NepemeLLieHre AoKyMEHTOB 13 OAHOMO MecTa B Apyroe.

2 ApantnposaHo 13 CO 15489-1:2001. ctartba 3.20 n 3.21.

34 TepmuHbl, oTHOCALLMECA K CY/[,

341

cucTemMa  ynpaeneHuss  (management  system):  COBOKYMHOCTb — B3aVIMOCBSI3aHHbIX 1 B3aMMOAENCTBY-
IOLLMX 3MIEMEHTOB OpraHM3auMM /19 YCTAHOBMEHWSI MO/MTUKA OpraHusaLy WM Lernield, a Taloke NpoLeccoB
[N1S1 VX AOCTUKEHVSI.

MpnmeyaHna

1 CvictemMa ynpasieHnst MOXET OTHOCUTLCH K OAHOMY WM HECKO/bKMM O bEKTaM.

2 OneMeHTbl CUCTEMbI BK/HOYAKT OPraHW3aLMOHHYH0 CTPYKTYPY, CDYHKUMM W pacnpeferieHne OTBETCTBEHHOCTH,
nnaHMpoBaHue, (oyHKLUMOHMPOBaHMe v ap.

3 O6nactb [eNCTBAS CUCTEMbI YNPaB/IEHUS MOXET PacnpOCTPaHATLCS Ha BCH OpraHM3auuio, OnpeaesieHHble U
WAEHTUDMUMPOBaHHbIE  (OYHKUMW - OpraHv3auyy, onpefesieHHble UM MAEHTU(MUMPOBaHHbIE  NoapasfesieHnst  opraHvsa-
LMW Unn Ha oZHy 1 6onee oyHKLWIA B pamikax rpyrbl OpraHW3aLmii.

[HCO/TMB/TAG13 — JTCG. cTarba T2.1]

3.4.2 cuctema ynpasneHust AokymeHTamm (CY) (management system for records): Cuctema ynpas-
JIEHUA. BbINO/HSIOLLAS B OpPraHM3aLmmn pyKoBOASALLME U KOHTPO/TbHbIE (OYHKLIM B OTHOLLIEHWN JOKYMEHTOB.
34.3

yrpaeneHve  gokymeHtamm  (records  management):  O6nacTb  MEHeMKMEHTa,  ObecrneymBaloLlast
ahchekTMBHOE 1 cUCTeMaTnyeckoe COo3faHve, MoJydeHue, COXpaHeHue, WCnonb3oBaHve, nepejady Ha  ap-
XMBHOE XpaHeHWe WM YHUUTOXEHUE [OKYMEHTOB, B TOM 4uc/ie BK/IKOYEHVE [OKYMEHTOB B CUCTEMY W CO-
XpaHeHWe MHAopMaLN O AEATENBHOCTY 1 OMNEPaLVSIX.

[MCO 15489*1:2001, cTarbA 3.16)

3.4.4 pokymeHTHas cucteMa (records system): VIHghopMauyioHHas cucTemMa, obecrneumnBaroLLast yrpas-
JIEHVE [OKYMEHTaMM U AOCTYM K HAM B TEYEHME YCTAHOB/IEHHOIO NEproaa BPEMEHM.

MpumeyvaHne —AgantyposaHHoe 13 NCO 15489-1:2001.ctarbs 3.17.

345
cuctema (System): COBOKYNHOCTb B3aVIMOCBA3aHHbIX 1 B3aVMOAECTBYHOLLIMX 3/1EMEHTOB.
[MCO 9000:2005. cTathsa 3.2.1)
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MpunoxerHve A
(cnpaBoyHoe)

MeTogos10rmsi, UCnosib30BaHHas Npy paspaboTke C/IoBaps

A.1 O6LLUMe NOMOXKeHNs

YHVBEpCa/IbHOCTb NPYIMEHEHS CTaHAAPTOB Ha CY/, TpebyeT MCMo/b30BaHNIS:

a) TEXHUYECKOrO OnmcaHus 6e3 NCMo/b30BaHS CELMasTbHOrO TEXHUYECKOTO A3bIKa:

b) COMMacOBaHHOTO W TaPMOHM3VPOBAHHOIO C/I0Bapsi, KOTOPbIA JIETKO BOCTPYHUMAEM MOTEHUM&/TbHBIMKA - MOMb30Ba-
TensmMn ctaHgapTos CY/.

MoHATUA CBA3aHbl Mexay COoOOi, M aHa/M3 B3aMMOCBS3e/ MOHATUIA B 06/1aCTM CUCTEM YMPaB/IEHUS [OKyMEHTaMK,
a TaKe WX T[PynnMpoBKA B €OVHble CUCTEMbl MOHSATUIA SBASIOTCA NPEAnoChbUTKOA pa3paboTKy  COrTacCoBAHHOMO  CrI0Bapsi.
Mpn paspaboTke cnosapsl, MNPEACTAB/IEHHOTO B HACTOsLIEM CTaHaapTe, NpPOBeJEH Takoi aHanm3. B mpouecce co3gaHvst
cnoBapsi paspaboTaHbl AvarpaMMbl MOHATWW, npeacTaefieHHble B A3. OHM MOIyT OblTb MOME3HbI B MHCIOPMALMOHHOM
OTHOLLIEHMN.

A.2 B3aMMocBsA3b NOHATUIA 1 KX rpadinyeckoe NpeacTaB/eHre

CyLLECTBYIOT YeTblpe [aBHble (hOpMbl B3aVMOCBS3E MOHATUIA, OTPaXKEHHbIX B HACTOSLLEM MPWIOXKEHWW B COOT-
BeTcTBUM € ICO 704:2009 ¢ ccbukoli Ha MICO 9000:2005 1 GB-T 19100—2003 (KuTaii):

a) accoupatmeHas (MICO 704:2009. 5.5.3 n UICO 9000:2005, A.3.4 co cTpesikamu).

b) 0AHOCTOPOHHAS (GB-T 19100-2003, A.22.2 co cTpenikamn).

¢) naptutyBHas cBA3b (MCO 704:2009. 5.5.2.3 1 UICO 9000:2005. A.3.3 6e3 CTPesok).

d) pozosugosas (MCO 704:2009, 5.5.2.2 1 UICO 9000:2005, A.3.2 6e3 CTPesiok).

A.3 JyiarpaMmb| NOHATWIA

Cxembl A3.1—A34 (pucyHkn A.3.1—A.3.4) nokasblBaldT AvarpaMMbl MOHSTWA, Ha OCHOBaHWM KOTOPbIX B pasgene
3 Tematuyecku CrpynnmpoBaHbl TEPMUHBI U X OMPEAENEHUS.

Tak KaKk TepMUHbI MPMBOZATCA 6e3 KakMx-MbO OTHOCALUMXCH K HUM MOSICHEHWIA, pexoMEeHA0BaHO obpallarbCs K pas-
Jeny 3 4n1s nosyyeHrst NoAPO6HbLIX Pa3bsCHEHWIA MO 3TUM 3/1EMEHTaM.

[OOKYyMEHTMpOBaHHasA
nHpopmaymsa (3.1.3) ™M gokymeHTauus (3.1.4.)

[AoKa3aTe/iIbCTBO <—> AOKYMEHTbI » apPXUBbl <—> aKTUBbI
(3.1.5) (3.1.7) (3.1.1) (3.1.21

IV~

METAAAHHBI

PucyHok A.3.1 — Cxema: NOHATHSA, OTHOCALLMECS K IokyMeHTaM (3.1)

10
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opraHmnsauyms (3.2.3)

|
-1 -

NnoAOTYETHOCTb HecooTBeTCTBME
(3.2.1) (3.2.2)
! y
BbiCLLEE NosINTNKa ynpaBsieHns
pykoBoAcCTBO (3.2.5) AokymeHTamm (3.2.4)
PucyHok A.3.2 — CxeMa: NOHATUSA, OTHOCALLMECS K YNpaBeHuto (3.2)
Maprwinerasn
\ma;/?
AOKyMeHT (3.3.6)
Kneccndmkago (3.3.2)
percTpauma (3.3.10)
l nHaBkcaao (3.3./)
MPOC/IEXXMBAEMOCTb poctyn (3.3.1)
[J0kymeHToo6opoTa
(3.3.11)
| HUYTOXEHMe (3.3.4
oT60p 1 Y ( )
nepegaya(3.3.5)
nepemetleHve (3.3.12)
‘ KOHBEpTauus,
o6ecneueHmne (koHBepTUpoBaHMe) (3.3.3)
coxpaHHocTu (33.9)
murpauys (3.3.8)

A3.3 OaHOCTODOKHAR
CBA3L

PucyHok A.3.3 — Cxema: NOHATUSA, OTHOCALLMECS K NpoLeccaM ynpasieHust AokyMeHTamu (3.3)
11



FOCT P NCO 30300—2015

cucrema (3.4.5)

A.3.4 Pono.enfoean cease cyctema ynpasnenmst (3.4.1)

cucTemMa yrnpaeneHms
[OokymeHTamu (34.2)
yrpaeieHvie AokymeHTamu (3.4.3)

[JOKyMeHTHast cuctema (3.44)

_/\

A34
MapTuTVBHAsA CBA3bL

PucyHok A.3.4 — Cxema: MoHATUSA, OTHOCALLMECA K CUCTEMaM YNpaB/ieHns AokyMeHTamu (3.4)

12
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AndhaBUTHbINA ykasaTesb
apxvBbl 311
aKTBbI 312
BbICLLIee PyKOBOZACTBO 325
[oKa3aTenbCTBo 315
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