[okymeHT npepoctasneH KoHcynbTaHTI10C

YTBep:KAEH U BBEAEH B AeicTBME
MpurKasom PeaepanbHOro areHTCTea
MO TEXHUYECKOMY PErYINPOBAHUNIO

N MEeTPOIOrMM

oT 9 gekabps 2015 r. N 2123-ct

HAUUOHANBHbLIA CTAHOAPT POCCUMCKOW ®EAEPALIUU

CUCTEMA CTAHOAPTOB NO NHOOPMALIMN, BUB/IMOTEYHHOMY
N U3OATENbCKOMY AENY

MHO®OPMALIMA U AOKYMEHTALIUA. CUCTEMbI YINIPABIEHUA JOKYMEHTAMMU
OCHOBHbIE NO/TIOEHUA U CZIOBAPb

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

(UCO 30300:2011,
Information and documentation. Management systems
for records. Fundamentals and vocabulary, IDT)

FOCT P UCO 30300-2015
Mpynna T62
OKC 01.140.20

[aTta BBegeHuna
1 niona 2016 roaa

Mpeaucnosue

1 MNOArOTOBJIEH ®epepanbHbiMm OHOAMKETHBIM  yuperkaeHnem "BcepocCMUCKMIt  Hay4yHO-
nccnenoBaTeIbCKUi UHCTUTYT [AOKYMEHTOBeAeHus U apxuBHoro agena" (BHUUAAL) depepanbHoro
apPXMBHOrO areHTCTBa Ha OcHoBe CcOBCTBEHHOro MepeBOAa Ha PYCCKUMA A3bIK aHMI0A3bIYHON Bepcun
CTaHAapTa, YKa3aHHOro B NyHKTe 4

2 BHECEH TexHMYyecKMmM KOMWTETOM MO CcTaHgaptm3auum TK 191 "HayyHo-TexHu4eckas
nHbopmauus, bubnmoteyHoe u n3gaTenbckoe geno”

3 YTBEPAEH W BBEAEH B JENCTBME Mpukasom PenepanbHOro areHTCTBa No TEXHUYECKOMY
perynnmpoBaHuto 1 meTponornmn ot 9 aekabps 2015 r. N 2123-ct

4 HacToswmn cTaH4apT MAEHTUYEH MexayHapogHomy cTaHaapTy MCO 30300:2011 "NHbopmaums
M AOKymeHTaumsa. CucTembl ynpasieHua p[oKymeHTamu. OCHOBHble NOAOXKeHMA u cnosapb" (ISO
30300:2011 "Information and documentation - Management systems for records - Fundamentals and
vocabulary", IDT).

MpyM nNpvmeHeHUM HaCToALLero CTaHAapTa PEKOMEHAYeTCA WCMO0/b30BaTb BMECTO CCbIIOYHbIX
MEXKAYHAPOAHbIX CTAHOAPTOB COOTBETCTBYHOWME WM  HaUMOHaNbHble CcTaHgapTbl  Poccuiickoi
depgepaunn.

HanmeHoBaHMe HacToAlwero cTaHgapTa U3MEHEeHO OTHOCUTENIbHO HaMMEHOBaHWMA YKa3aHHOro
MeXKAYHAPOAHOro CTaHgapTa Ana npuseaeHus B cootsetctame ¢ FTOCT P 1.5 (pasaen 3.6)
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5 BBEZIEH BINEPBbIE

MpaBuna NpMMeHeHMA HacToALWEero craHaapTta yctaHosneHol B TOCT P 1.0-2012 (paszen 8).
NHbopMaumsa 06 N3MEHEHUAX K HACTOALWEMY CTaHAAPTY Ny6AMKyeTca B eXXerogHom (Nno coctosHuio Ha 1
AHBapPA TeKyllero roga) MHGOpMaUMOHHOM yKasaTene "HauuoHanbHblie cTaHAapThbl", a opuLMaNbHbIN
TEKCT M3MEHEHWI M MOMNPABOK - B eXeMeCAYHOM WMHOPOPMALMOHHOM YyKasaTene "HaumoHanbHble
cTaHaapTbl". B cnyyae nepecmoTpa (3ameHbl) MAM OTMEHbI HACTOALLEro CTaHA4ApTa COOTBETCTBYlOWEee
yBegomneHue 6yaer onyb/nMKoBaHO B OaMKaWMlIeM BbINYCKE eXKemMecAYHOro WHPOpPMaLMOHHOIo
yKasatens "HauumoHanbHble cTaHgaptbl’. CooTBeTCTBYHOWAA WMHPOPMaLMA, yBEAOMNEHUE U TEKCTbI
pasmMelaTca TakKe B MHPOPMALMOHHON cucTeme oblero nosib3oBaHUA - Ha oPULMAIBHOM caiTe
depnepanbHOro areHTCTBa MO TEXHUYECKOMY PEeryiMpoBaHUO U MeTposiorMn B ceTn WHTepHeT
(www.gost.ru)

BsegeHue

OPPeKTMBHOCTb OpraHM3auMm BO MHOTOM 33aBUCUT OT BHEAPEHMA W NOAAEP!KAHUA CUCTEMDI
ynpaBieHus, KoTopaa obecneymBaeT NOCTOSHHOE y/y4lleHUe AeATeNbHOCTU U OTBeYaeT NoTpebHocTAM
BCEX 3aMHTEPEeCcOBaHHbIX CTOPOH. CUcCTeMbl ynpaB/ieHMA obecneuymBaloT MEeTOAO0NIOMUI0 MPUHATUA
peLleHnn U ynpasBieHNs pecypcamu ana OCTUNKEHMA Lenen opraHn3aumnm.

Co3faHne OOKYMEHTOB U ynpaBiAeHWEe UMUK ABAAKTCA HEOTbeEMIEMOW YacTbio nboro BMAa
OeATeNbHOCTM WAW AenoBOro npouecca opraHuMsaumu, obecneuymBas [esiOBYIO Pe3y/IbTaTUBHOCTD,
NOAOTYETHOCTb, YMPAaB/EHME PUCKAMMU U HEMPEpPbIBHOCTb A€/10BOM AEeATENbHOCTM, a TaKKe [AaBas
OpraHM3aUMsaAM BO3MOXHOCTb W3B/AEKATb MO/b3y M3 00/1agalowmx LEHHOCTbl0 WMHGOPMALMOHHDIX
PEecypcoB, TaKMX KaK [e/loBble, KOMMEPYECKME aKTMBbl W pPecypcbl 3HaHWM, Aenatb BKAag, B
obecrneyeHne COXPaHHOCTU KOMNEKTUBHOM MamMATM B OTBET HA BbI30Bbl /1006a/1bHOM U 3/1IEKTPOHHOM
cpeapbl.

CtaHAapTbl Ha cucTembl meHeakmeHTa (CCM) npenocTaBAAlOT MHCTPYMEHTapuiA ANs BbiCLIEro
pyKOBOACTBA MO MNPUMEHEHUIO CUCTEMHOIO W KOHTPOJIMPYEMOrO noaxoda K OpraHM3auuMoHHOMY
PYKOBOACTBY B cpeae, KOoTopasa CNoCcoOCTBYET MPUMEHEHMIO yYllein 4eN0BOoM NPaKTUKN.

CraHgapTbl Ha CUCTEMbl YMNpaB/ieHUs [OOKymeHTamu, nogrotosneHHble WCO/TK 46/MNK 11,
pa3paboTaHbl ANA OKasaHMA MNOMOLLM OpraHMsauMAaM BCEX BWAOB, HE3aBUCMMO OT CTPYKTYpbl U
YMCNEHHOCTM NEepCcoHana, a TaKKe rpynnam opraHn3auuii ¢ COBMECTHON AeNnoBOMN AeATeNbHOCTbIO Mo
BHeApeHM0, GYHKLMOHMPOBAHMIO N YAYYLLEHUIO AEATENbHOCTU Pe3ybTaTUBHOM CUCTEMbI YNpaBAeHUA
OOKYMeHTaMmKn (3aecb M ganee no Tekcty - CYA). CY[ no3BonseT OCyWECTBAATb YnNpaB/ieHWe B
OpraHusaumMm B COOTBETCTBUM C YCTAHOB/IEHHOW MOJNMTUKOW U UeNsmMM B 06nacTM ynpaBieHus
OOKYMeHTalMel, a TakXKe obecneynBaTb AOCTUKEHME 3TUX Lenen. ITo obecneumBaeTca:

a) pacnpeaeneHnem GyHKUUIA U OTBETCTBEHHOCTY;

b) npoueccHbIM Noaxoaom;

C) U3MepEHNEM N OLLEHKO;

d) aHanM3om u ynydlieHnem.

MNpumeHeHWe NOJAUTUKM W YyCTaHOBAEHWe Lenen B 0651acTM  ynpaBaeHWa [OKYMEHTamMM,
6asnpyoWMXCa Ha COOTBETCTBYHOWMX TPeOOBAHUAX OpraHM3auuKn, rapaHTUpyeT, YTo odUUMANbHAA U
JocToBepHasa MHPopMaLmaA, a TaKKe A0KA3aTeNbCTBA AE/10BOMN AeATEe/IbHOCTU CO34at0TCA, YNPaBAseMbl
W AOCTYMHbl ANA TeX, KOMy OHW HeobXxogMmbl B TeYEeHME YCTAaHOB/IEHHOrO BpemeHW. Pesynbtatom
YCMNELWHOro MNPMMEHEHUA FPaMOTHO pPa3paboTaHHbIX MNOAUTUKU U Lenen B 06aacTM ynpaBaeHusA
OOKYMEHTaMM ABAAIOTCA OOKYMEHTbl U CUCTEMbl OOKYMEHTALMKM, COOTBETCTBYIOLIME BCEM ULENAM
opraHmsauuu.

BHegpeHne B opraHmsaumm CY[ nosBonsieT TaKKe obecneuyntb NpPoO3payvyHOCTb W
NPOCAEXKMBAEMOCTb PeLLeHUI, NPUHATbIX PYKOBOACTBOM, U NOA0TYETHOCTb.

CraHpapTbl Ha CY/, noarotosneHHble MCO/TK 46/MNK 11, Bxoaat B8 coctaB CCM 1 pa3paboTaHbl B
Luenax obecneyeHns COBMECTUMOCTU U NPUMEHEHUA OBLIMX 3/IEMEHTOB U MEeTOA0/10rMnN ¢ MHbiIMK CCM.
MCO 15489-1 <1>, a TaK¥ke UHble MeXAyHapoaHble CTaHAAPTbl U TEXHUUYECKNE OTYETbI, pa3paboTaHHbIe
MCO/TK 46/MK 11, ABNAIOTCA OCHOBHbIMW MNPU MNPOEKTUPOBAHUWN, MPUMEHEHMUU, MOHUTOPUHIE WU
YNYYLWEHUN AOKYMEHTHbIX MPOLECCOB M CPeACTB ynpaB/eHUs, KOTopble MOryT ObiTb peann3oBaHbl
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nocpeacrtsom CY/], B cnyyae ecnm opraHmMsaumm pewaroT npumeHaTb metogonormio CCM.

<1> NCO 15489-1 asnAeTcA OCHOBOMOJAraloOWMM CTAaHAAPTOM, KOTOPbIA 3aKpenaAaeT ay4llyro
NPaKTUKY B OTHOLEHWUMU AEeNCTBUIA NO YNPaBAEHUIO OKYMEHTaMMU.

CtpykTypa ctaHaaptos Ha CY/, noarotosneHHbix MCO/TK 46/MK 11, Kak ony6AMKOBaHHbIX, TaK U
HaxoAALMXCA B nNpoLecce pa3paboTku, npeacTas/ieHa Ha pUcyHKe 1.

CraHgapTbl Ha CUCTEMbI YNpaBneHWA BsaumocBA3aHHbIe MeXxayHapoOHbie
AOKyMeHTaMu CTaHAAapThl U TEXHNUYECKNE OTHEThI
PyKDBOﬂHUJ,aﬂ OCHOBA 4119 JOKYMEHTOBR BHeapeHVe A0KYMEHTHLIX NPoLeccoB
MCO 30300 HUCO 15489 MCO 23081 MCcoOmo
OcHoBHbIe CHCTEMBI YNpaBneHua ™| Ynpaenenue MeTanaHHbIe 26122
NonoXeHWa 1 AokyMeHTaMn — AOKyMEHTaMU ans Anianua
TepMUHONOIMA OCHOBHbLIB NONOXEeHUA Yacts 1 HOKYMEHTOB pabounx
W crioBapb Obume YacTs 1 npoueccos
TpeboBaHng MpyHUmMnbl B
OTHOLLEHUH
YacTtb 2 Yacte 2 LOKYMEHTOB
MCO 30301 PyxosoncTeo KoHuenTyarb-
Cuctemsl Hble BoMpochk
TpeboBanus ynpagneHus 1 BONPOGHI
AOKYMEHTaMW — BHEADEHUA
TpeGoranwa
Yactb 3
Meton
WUCO 30303 CamMOOLIeHKU
CucTeMbl yNpaBneHus
LOKyMEHTaMN —
TpeGoBaHua k
CpraHam, NCO/TO I1SO 13008 MCO 16175
NPOBOAALLNM Ey/T U 13028 Mpouecc MpUHLMNG! 1
cepTUpUKaLIo PyroeoacTeo KOHBEpTauum OyHKLMOHAN -
no 7] Hele TpeGoBaHWA
BHEADEHUIO MUrpalumn K AOKYMEeHTaM B
O 30302 ouupoBKM LMbpOBLIX 3MNEKTPOHHBIX
MEHTOB OKYMEHTOR OPNCHBIX
L B Crcremns ynpasrienns i o e
CTDYKTYPHBIE ACKyMeHTaMn — YaeTte 1
ANEMEHTbI BepXHero PyxosoncTeo » OcHogHble
e (MHCTpYKUMK) NO NONOXEHNA U
BHeJpeHno NPUHLMALI
YacTs 2
PyxosoacTso u
UCO 30304 CPYHKLUMOHANbHBI®
CucTeMel ynpaeneHus TpeGoBaHuA K
OOKYMEHTaMMN — cucTeMam
PykoBOACTEO NO yTIpaBneHus
OLIeHKe LcbpoRbIMI
BOKYMEHTaMN
Yacte 3
PykoBogcTBO 1
HYHKUMOHANb-
Hble TpeGoBaHust
K AOKYMEHTaM B
BGusHec-
crncTemax

PucyHok 1 - Cxema: cTaHgapTbl Ha CY/, noarotoBneHHble
NCO/TK 46/MK 11, n B3aMMoCBA3aHHblEe MeXAyHapoAHble CTaHAapPTbI
N TEXHUYECKUE OTHETDI

HacToAwume cTaHAapTbl NPUMEHAIOTCA Kak PYKOBOACTBO Mo:

a) YCTQHOB/NIEHUIO CUCTEMHOTO YNpPaBieHUA MOJUTUKOW, Mpoueaypamu WM OTBETCTBEHHOCTbIO B
chepe ynpaBneHWA [OKYMEHTaMW, BHE 3aBMCMMOCTM OT Lefieil, CoaepKaHus WAn  HocuTens
MHPOPMaLUN CaMMX JOKYMEHTOB;

b) onpepeneHnio OTBETCTBEHHOCTW, MOJHOMOYMI U NOAOTYETHOCTM OPraHM3aUMii B OTHOLLUEHWUU
AOKYMEHTOB M MOJIUTUKKU YyMNpaBieHUs AOKYMEHTaMM, Mpoueayp, NPOLLecCOB M CUCTEM YNpaB/ieHus
AOKYMeHTaMu;



C) NpoeKTUpoBaHuio 1 BHeapeHuo CY[;

d) [OCTMMEHMIO KayecTBeHHbIX pPe3ynbTaToB OT npumeHeHua CY/[ nocpeacTBOM OLEHKU ee
3pPeKTUBHOCTU U PYHKLMOHMPOBAHMA U NOCTOAHHOIO COBEPLUEHCTBOBAHMA.

HactoAawme ctaHaapTbl NpeaHa3HavyeHbl gnA:

1) BbicLIEro pykoBOACTBa, KOTOPOE MPUHMMAET pPeLleHMs MO YCTAaHOBEHMIO U BHEAPEHUIO CUCTEM
yrnpaBAeHUA B OpraHn3aumu;

2) pabOTHUKOB, OTBETCTBEHHbIX 3a BHeapeHue CY[, TaKMX KaK crneumannctbl no ynpasaeHUIo
pUCKamu, ayanTy, AOKYMEHTAUMN, MHGOPMALIMOHHbIM TEXHONOMMAM U 3aLLumnTe HPopMmauum.

HekoTopble 3/1eMeHTbl HaCTOALWEro AOKYMeHTa MOryT 6biTb 06beKTOM MaTeHTHbIX npas. MCO u
PoccTtaHaapT He OTBeYaloT 3a yKasaHWe O Ha/Inuum TakmUx npas.

1. O6nacTb NpUMeHeHUus

HacToawmit HauMoHanbHbIM CTaHAAPT YCTaHaBAMBAEeT LeAu uchnonb3oBaHua CY[, coaeput
npuHumnbl CY, onucbiBaeT NPOLECCHbIA noaxod W onpeaenser GpyHKUMKM BbICLIEro PyKOBOACTBA.
CTaHAapT NPMMEHUM K OpraHuM3aumnm 1toboro TMna, KOTopas *Kenaer:

a) YCTaHOBUTb, BHEAPUTb, COXPaHATb M yaydwate CY/ ana obecneyeHns cBoel AesTelbHOCTH;

b) obecneuntb cootBetcTBMe CY/[, NPUHATON NONUTUKE YNpaBAEHUA AOKYMEHTAMMU;

C) NpOAEMOHCTPUPOBATbL COOTBETCTBME HACTOALLEMY CTaHAAPTY NyTEM:

1) BbINONHEHWs 0653aTeNbCTB MO OUEHKE W [EKNapuUpOBaHUIO COOTBETCTBMA CaMOW
opraHusaumnen, nnm

2) noaTBEpPKAEHUA AEKNapupoBaHMA CTOPOHHEN opraHu3aLuen, nam

3) ceptudukaumm CY/[ ctopoHHel opraHmusaumei.

2. OcHoBHble nonoxeHua CY/

2.1. Bzanmocsasb CY/[ n cmctembl ynpaBneHua

Bce opraHM3auum ynpaBaaoT SOKYMeHTamMu, obpasyowmmnca B npouecce uUx AeATesbHOCTU No
OOCTUMKEHMIO NOCTABNEHHbIX LieNei.

CY[, yctaHaBAMBaAeT MNOJIMTMKY, LEAM W OCHOBOMoJarawwue TpeboBaHUs AOAs ynpasieHuA
OOKYMEHTaMWN OpraHmsaumm 1 rapaHTUpPYeT, YTO AOKYMEHTHbIE CUCTEMbl COOTBETCTBYIOT TpeboBaHUAM
OpraHm3saunm.

B pamkax CY[, opraHuM3auum pa3pabaTbiBaloT, BHEAPAIOT W KOHTPOJAUPYIOT [OOKYMEHTHble
Npoueccbl U CpeacTBa YNPaBAEHMA UMK B LENAX COOTBETCTBMUA MOJNTUKE YNPABAEHMA AOKYMEHTaMMW,
uenam u TpebosaHuam. [ina atoro Heob6xo4MMO onNpeaennTb, Kakum ob6pasom AOKYMEHTHbIE CUCTEMbI
YyNpaBAaAoT AOKYMEHTHbIMU NpoLEeccamn U CPeacTBaMKU YNpaBAeHUs MMM, a TaKKe, Kakum obpasom
OOKYMEHTbl B3aMMOAEWCTBYIOT CO BCEMWU CUCTEMAMW YMPaBAEHUA B LeNAX WX OUEHKM Kak
[00Ka3aTe/IbCTBa Pe3yAbTaToB.

[ OKyMeHTbl CO34al0TCA B paMKax KarKgoW cUCTeMbl ynpasfieHusa, B Tom yucne 8 CY[. B csoto
oyepeab, AOKYMEHTbI U cnocobbl ynpaBaeHUs MMM ABASIOTCS YacTbio HOBbIX BMAOB OpPraHM3aLMOHHOM
OEATEeNbHOCTM, TaKMX KaK pa3paboTka HOBOM NPOAYKUMM WAM ycayr. JLOKYMeHTbl MOFyT TakK¥Ke
MCNo1Ib30BaTbCA A1 NPOBEPKM PaboTbl CUCTEM yNpaBieHMA U onpeseseHns, HAaCKObKO 3TN CUCTEMbI U
BMAbI AeATeNIbHOCTU OTBeYatloT TpeboBaHMAM opraHusaumu. Takum obpasom, CY[, ycTaHaBauBaeT (Mau
onpeaenseT) TpeboBaHMNA K LOKYMEHTaM MHbIX CUCTEM YNPABAEHMUSA, KaK U K CAMUM CUCTEMAM.

2.2. OpraHu3aumMoHHana cpeaa

OpraHusauma wam rpynna opraHus3aumii MoryT MCNoab30BaTb BCE WM OTAE/NbHbIE 3/1eMEHTbI
ctaHaapTos Ha CY[, noarotosneHHbix MCO TK 46/MK 11, B cooTBeTcTBUMN CO chHepoit AeATeNbHOCTU U
TpeboBaHMAMM BeAEHUA 3TOW AeATEeNbHOCTH, C y4ETOM cleaytowmx GaKTopoB.:

a) pasmep U CNOXKHOCTb OpraHuMsaumu (opraHuM3aumin) MAM NPOLLECCOB, B pPamKax KOTOPbIX
TpebyeTcs ynpaBaATb AOKYMEHTaMU;

b) cTeneHb pucka BeaeHUA AEATENLHOCTU NPU NPUMEHEHUM CPEACTB YNpPaBAEeHUA AOKYMEHTaMMU,
He OTBeYaloLlLNX YCTaHOBAEHHbIM TpeboBaHUAM;

C) cTpemneHue K BHYTPEHHEMY COBEPLUEHCTBOBAHUIO AN YAOBNETBOPEHUS TEKYLMX U
noTeHUManbHbIX TpeboBaHUIA 3aMHTEPECOBaHHbIX CTOPOH B Byayluem;



d) Hannume ocobbix TpeboBaHUIN NN OXKUAAHUN 3aUHTEPECOBAHHbBIX CTOPOH.

CraHpapTbl Ha CY/[, noarotosneHHble MCO TK 46/MK 11, moryT 6biTb MCMONb30BaHbI:

1) ans ogHoro Unm 6onee cneumnasbHbIX AeN0BbIX NPOLLECCOB B OpraHM3aLuny;

2) onn Bceli opraHn3aL MM, OXBaTbiBan BCE AE€/I0BblE NPOLECCHI;

3) ANA HECKOJIbKMX OPraHmM3aumii ¢ COBMECTHbIMW AEeN0BbIMM NPOL,ECCamm, Hanpumep B Npeaenax
chepbl AeATeNbHOCTU, MEXKAY TOPrOBbIMM NAapTHEPAMM UAN B PaMKaX NAPTHEPCKMX OTHOLLEHWA.

Mpu npumeHeHun ctaHpaapTos Ha CYM, noarotosneHHbix MCO TK 46/MK 11, opraHusaumu
HeobXxo4MMO PYKOBOACTBOBATbCA TPebOBaHMAMM M HOPMAMM HALMOHAJbHOFO 3aKOHO4ATE/bCTBA,
HOPMATUBHbBIX M METOAMYECKMX [LOKYMEHTOB, a TaKKe CTAHZAPTOB, KOTOpble MNPUMEHAIOTCA B
cooTBeTCTBYlOWEN chepe.

2.3. NoTpebHocTb B CY/

2.3.1 Uenb

Bce opraHmMsaumm He3aBUCMMO OT WX CTPYKTYpPbl, YMCNEHHOCTM W XapaKTepa AeATe/bHOCTU
reHepupyloT MHPopmaumio 06 ocylwecTBNieHMM CBOMX paboumx npoueccoB. [JOKYMEHTbl Kak OOAWH U3
B1A0B MHOOPMALIMOHHbIX PECYPCOB ABAAIOTCA YaCTbl0 MHTENNEKTYAIbHOrO KanuTtasa opraH13auumm, T.e.
BXOAAT B €€ aKTMBbI.

Ueno BHegpeHuna CY[ cOoCTOMT B MNOCTOAHHOM YNpPaBAEeHUU LOOKYMeHTaMu. [ OKYMeHTbl
NCNONb3YIOTCA B NPOLEcce NPUHATUA PELUEHUI N OCYLLECTBNEHMM COOTBETCTBYIOLLEN AEATENbHOCTH, a
TaKe rapaHTUPYIOT NOA0TYETHOCTb UMEIOLLMMCA M BO3MOXKHbIM 3aMHTEPECOBAHHBIM CTOPOHAM.

Uenb BHeapeHua CY[ 3aknoyaeTca B CO34aHMM  AOKYMEHTOB W YNPaBAEHUU UMM
CUCTEMATUYECKMM N KOHTPOIMPYyEMbIM 06pa3om 4nd Toro, 4Tobbl:

a) apPeKTUBHO OCYLLECTBAATL AE/0BYIO AEATENIbHOCTL U NPEAO0CTaBAATb YCAYIU;

b) cooTBeTcTBOBaTL 3aKOHOAATE/IbHbIM W WHbIM HOPMAaTMBHbIM MPaBOBbIM aKTam, a TaKXke
TpeboBaHMAM NOAOTYETHOCTY;

C) onTMMM3MpPOBaATb MPUHATME peleHuid, obecneynTb COrMNacoBaHHOCTb W HENpPepbIBHOCTb
LEeATEeNbHOCTM OpraHn3auunm;

d) cnocobcTBoBaTb pPe3yNbTaTUBHOW AEATENbHOCTM OpraHusalMM B C/yd4ae upesBblYanHbIX
cUTyaumi;

e) obecneumBaTb 3aWUTY WU MNOAAEPNKKY NPU NpoBefeHUn cyaebHbiX MpoueccoB, BK/KOYan
ynpas/ieHNe PUCKAMM, CBA3AHHBIMM C HaAUUYMEM WM HEAOCTAaTKOM [O0KA3aTeNbCTB OCYLLECTBAEHMA
[eATeNbHOCTM OpraHn3auunm;

f) sawmwaTb MHTEpecbl opraHM3auMn U NpaBa COTPYAHWUKOB, KAUEHTOB, a TaKXe MMeLnxXca 1
BO3MOMHbIX 3aMHTEPECOBaHHbIX CTOPOH;

g) noaaepKMBaTb Hay4HO-UCCNEeA0BaATENbCKYIO AeATENbHOCTb U MEePONPUATUA NO Pa3BUTULO;

h) cnocobcTBOBaThL AEATENBHOCTM OpraHu3aunn B chepe NpoaBUKEHNA TOBAPOB U YCAYT;

i) CcoxpaHATb KOPMOPATMBHYIO W KOMNEKTUBHYIO NamaTb W obecneunBaTb COLMANbHYIO
OTBETCTBEHHOCTb.

2.3.2 locToBepHbIE, ayTEHTUYHbIE U NPUFOAHbIE AN1A MCNONb30BAHMA AOKYMEHTbI

2.3.2.1 O6buwue nonoxeHuma

B KarKoon opraHusaumu gns BHeapeHua CY[, onpeaenatoTca MNOAUTMKA M UenM B obnactu
ynpaBieHna OOKYMEHTaMM, afanTUpPOBaHHble K chepe aeaTenbHOCTM opraHusaumn. BHeapeHune CY[
rapaHTMpyeT co3faHuve AOKYMeHTOB, obecneuymBatowmx noTpebHoCTM opraHuMsaummM M obuiectBa B
TeyeHue NepuoaoB BpeMeHU (CPOKOB XpaHeHMWA), YCTaHOBAEHHbIX A/1A OKYMEHTOB, U yNpaBaeHUe UMMU.

Pe3ynbTaTom yCnewHoro AOCTUXKEHMA Leneih B 06/1acTM JOKYMeHTauMmu ABASETCA co3gaHue m
ynpassieHne [AOKYMEHTAMW, KOTOpble ABAAIOTCA [AOCTOBEPHbIMM, AYTEHTUYHBIMW, LLEJIOCTHBIMU W
NPUrogHbIMK ANA UCMONb30BaHUA, KaK oNncaHo B 2.3.2.2 - 2.3.2.5.

2.3.2.2 JocToBepHOCTb (4OKYMEHTOB)

[ OoCTOBEPHbIM ABNAETCA OOKYMEHT, COAEPXKAHME KOTOPOrO0 MOMKHO CYMTATb MOJIHBIM U TOYHbIM
npeacTaBieHMeM MOATBEPKAAEMbIX OMepauni, AeATeNbHOCTM WAM PaKTOB, a TaKKe [AOKYMEHT,
KOTOPOMY MOXHO [0BeEpPATb B MOC/AeAyHOWMX oOnepaumsax MAM B Nocieaylowein [eaTenbHOCTU.
JOKYMEHTbI A0/KHbI CO34aBaTbCA BO BPEMSA MM CPasy XKe Noc/e onepaunmn Uam caydas, K KOTOPbIM OHU
OTHOCATCA, /NML@AMKM, AOCTOBEPHO 3HaOWUMKU GaKTbl, UAN cpeacTBaMu, OBbIYHO WUCMOJIb3yeMbIMU B
AeATeNbHOCTM NPU NPOBEAEHUM AaHHOM onepaumu.

2.3.2.3 AYyTEHTMYHOCTb



Ona  obecneyeHWs ayTEHTUYHOCTU  OOKYMEHTOB  OpraHM3auua  OO/KHA  BHeApUTb w
OOKYMEHTaNbHO 3adUKCMPOBATb MOJAMTUKY M MpoLeaypbl yrnpaBAeHWA CO3L43aHUEM, MONYYEHUEM,
nepefayei, coxpaHeHMeM M OTHOPOM AOKYMeHTOB. ITo obecneymT Hanuume y aBTOPOB AOKYMEHTOB
COOTBETCTBYIOLMX MOJHOMOYMUIM, @ TaKKe BO3MOMKHOCTb UAEHTUPUKALMM U 3aLMTbl AOKYMEHTOB OT
HECAHKLMOHMPOBAHHOIO AOMNOAHEHUA, yAAaNeHUA, USMEHEHUA, UCMONb30BAaHUA UIN COKPBLITUA.

2.3.2.4 llenocTtHOCTb

LlenocTHOCTb AOKYMEHTa ONpesenseTca ero NoJHOTOM U HEM3MEHHOCTbIO.

Heobxoammo, 4Tobbl AOKYMEHT OblA 3aLMLLEH OT HECAHKLMOHMPOBAHHOTO M3MEHEeHUA. [TonnTUKa
W npoueaypbl ynNnpaBaeHUA AOKYMEHTAMW AO0JIKHbI YKA3biBaTb, KaKMe AOMNONHEHUA WUAN NPUMEYaHuA
MoryT 6bITb f06aBNEHDbI K AOKYMEHTY MOC/E ero CO34aHuA, NPU Kakux obCcToATENbCTBAX AONOAHEHUSA
WAW  NpUMeYaHMA MoryT OblTb paspelleHbl, W KTO YNOAHOMOYEH WX npoBoAnTb. Jltobble
CaHKUMOHMPOBaHHbIE U3MEHEHUA AOKYMEHTa, A06aBNEHNA UK yAANEHUA U3 JOKYMEHTA C/iefyeT YEeTKO
OOKYMEHTMPOBATb U KOHTPOMPOBATb.

2.3.2.5 MpurogHoCTb AN UCNO/Ib30BAHMA

MpurogHbIM AN UCNOMb30BAHUA ABAAETCA OOKYMEHT, KOTOPbLIA MOXHO JIOKa/IM30BaTb, HaWTW,
BOCMpPOM3BECTU U MHTepnpeTnpoBaTtb. [pnM BOCNpPOM3BEAEHUN AOKYMEHT LO/KEH OTpaxKaTb CBA3b C
OeATEeNbHOCTbIO MM OnepauuMent, B pe3ysbTaTe KOTOPOM OH 6bln co3gaH. KOHTEKCTHble CCbIIKM
OOKYMEHTOB  [O/KHbI  COAEPXKaTb MHbOpMaLMIO, HeobXxoaAMMylo A4A MNOHMMAHMA  onepauuii
OeATENbHOCTN, B KOTOPbIX 3TU [AOKYMEHTbl OblAM CO34aHbl M MCMNOAb30BaNUCb. [oskHa ObiTb
npefocTaBaeHa BO3MOMXKHOCTb MAEHTUDUUMPOBATL AOKYMEHT B H60/1ee LUIMPOKOM KOHTEKCTE - KOHTEKCTE
aeatenbHocT U GyHKUMA. JonKHbl ObiTb COXPAHEHbI CBA3N MEXAY OOKYMEHTaMM, GUKCUPYIOLLMMMU
nocnefoBaTeIbHOCTb AENCTBUA.

2.3.3 Co3paHune AOKYMEHTHbIX cUcTemM

2.3.3.1 O6uwue nonoxeHusn

Uenn CY[L pocturaiotca nNyTem CO34aHMA  HA4EXHbIX, 3alMLLEHHbIX, COOTBETCTBYIOLMX
YCTaHOB/IEHHbIM TPebOBaHUAM AOKYMEHTHbIX CUCTEM M/UAN CUCTEM 3/IEKTPOHHOrO AO0KYyMeHToo60poTa.
Mpumepbl npuseaeHsl B 2.3.3.2 - 2.3.3.6.

2.3.3.2 HageKHoCTb

HapexHble LOKYMEHTHbIE CUCTEMDbI:

a) B COOTBETCTBUM C YCTAHOBJIEHHbIMM MPaABWUIAMM BK/OYAIOT BCE AOKYMEHTbl B paMKax
OEeATeNbHOCTH, OXBATbIBAEMOM MMU;

b) opraHu3yoT JOKYMEHTbI TAKMM 06pa3om, YTOObI OTPAXKATb NPOLLECCHI AEATENBHOCTY;

C) 3aLLMLAOT AOKYMEHTbI OT HECAHKLMOHMPOBAHHOTO U3MEHEHUA, U3BATUA UAWN YHUUTOKEHUS;

d) B COOTBETCTBUM C YCTAHOBAEHHbIMM MPaBUAAMU PYHKLMOHMPYIOT B KayecTBe OCHOBHOIO
WCTOYHWKA MHPOPMALIMM B OTHOLLIEHUW AEUCTBUIN, 3aPUKCUPOBAHHbIX B JOKYMEHTAX;

e) obecneunBatoT NpM HEOBXOAMMOCTU AOCTYMN KO BCEM AOKYMEHTaM;

f) dMKcmpyloT MHPOPMALMIO O MOMCKE, UCMONB30BAHUN N Pa3MELLEHUN LOKYMEHTOB, KOTOPbIMM
OHM YNpPaBAALoT;

g) cnocobHbl HenpepbIiBHO PaboTaTb B COOTBETCTBUM C YCTAHOBEHHbIMW MPaBUIAMM.

HaperHble JOKYMEHTHbIE CUCTEMbI MO3BONAIOT HEMPEPbIBHO BECTU AEATE/IbHOCTb M YNpPaBAATb
pUCKamu.

2.3.3.3 3aumuieHHocTb (6e3onacHocCTb)

3awmueHHble  AOKYMEHTHbIE CUCTEMbI MPUMEHSAIOT COOTBETCTBYIOLLME CPeacTBa KOHTPOAA,
KOTopble NpeaoTBpaLLaloT HECAaHKLMOHUPOBaHHbIE AEUCTBUA (4OCTYN, YHUUTOMKEHUE, U3MEHEHWE WU
nepemelleHne AOKYMEHTOB). 3allMeHHble AOKYMEHTHbIE CUCTEMbI MOAAEPMKMBAOT NOAOTYETHOCTb
OpraHusaLmn 1 ynpasieHne puckamm.

2.3.3.4 CooTBeTcTBUE TPEHOBAHMAM

CootBeTcTBylOWMNE TPEOOBAHNAM [OKYMEHTHbIE CUCTEMbI - 3TO CUCTEMbI, KOTOpble MOryT 6biTb
HaCTPOEeHbl A1A BbINOJNHEHUA BCeX TPebOoBaHWM, BO3HMKAKOLWMX B MPOLLECCe OCYLLECTBIEHUA TeKyLLein
OEeATENbHOCTU, OXUAAHUI 3aUHTEPECOBAHHbIX CTOPOH M TPebOBaHUI HOPMATMBHOW Cpebl, B pamMKax
KOTOPOW OpraHM3auma OCyLLECTBAAET CBOKO AEATENbHOCTD.

Cuctembl MoryT ObITb MPOBEPEHbI HA UX COOTBETCTBME YCTAHOBJ/IEHHbIM TpeboBaHMAM B LLENAX
coxpaHeHma u ynydyweHua CY[. [JOKyMeHTHble CUCTEMbI, KOTOpble COOTBETCTBYIOT OnpeneneHHbIM
TpeboBaHMAM, obecrneyMBaloT MOJOTYETHOCTb OPraHM3aUMW, HaA/eXxallee ynpaB/ieHWne el MU



ynpas/ieHne pUCKamu.

2.3.3.5 KomnneKcHocTb

KomnneKcHble AOKYMEHTHbIE CUCTEMbI YNPABAAIOT AOKYMEHTamMM, co34aloWwmMmMnca B pesybTaTe
OCYLLECTBNEHUA BCEX BMAOB AEATENbHOCTM OPraHW3aumun, rpynnbl OpraHnsaumMii Man noapasaeneHui
OpraHusaLmmn, B KOTOPbIX OHW MCMOAb3YlOTCA. KOMMNaeKcHble AOKYMeHTHble cucteMbl obecnevmsatoT
pe3ynbTaTMBHOCTb U 3PPEKTUBHOCTb BEAEHUA AeATeIbHOCTHU.

2.3.3.6 CnctemMHoOCTb

Mpoueccbl co3gaHMA W ynpaBneHUA OOKYMEHTaMM B Mpoulecce MNPOEeKTUPOBaHUA U
OYHKUMOHNPOBAHUA AOKYMEHTHbIX CUCTEM CUCTEMATU3IUPYIOTCA B COOTBETCTBMM C  MOJIMTUKOW,
pacnpegeneHMem OTBETCTBEHHOCTU U OPULMANIBHO MPUHATON MeToAon0rMed. 3TO NO3BOAAET BECTU
[EeATeNbHOCTb pPe3y/IbTaTUBHO U YNPaBAATb PUCKAMMU.

2.4. NMpuHumnbl npumeHeHua CY/,

2.4.1 Obuwme NnonoxKeHun

YcnewHoe sBHeapeHune CY/[ 0CHOBAHO Ha NPUHLMNAX, U3NOXKEHHbIX B 2.4.2 - 2.4.8.

2.4.2 OpveHTaums Ha NOTPebuUTENA N UHbIE 3aUHTEPECOBaHHbIE CTOPOHbI

B pamkax CY[, yctaHaBnuBatoTcs TpeboBaHUA K [AOKYMEHTHbIM CUCTEMaMm, MNO3BOJAOLMNE
YO0BNETBOPATb TEKYLLME W Byayuime NnoTPebHOCTM OpraHn3aumnmn 1 MHbIX 3aMHTEPECOBAHHbIX CTOPOH.

2.4.3 PykoBOACTBO M NOAOTYETHOCTb

PykoBoguTenn opraHusaumm yCTaHaBAMBAOT Ue/b, HaMpaBJeHME W AENCTBYIOWME HOPMbI
KOPNOpaTMBHOM Ky/bTypbl, CO34al0T YC/0BWUA, B KOTOPbIX COTPYAHUKU CTPEMATCA K NPUMEHEHUIO
NYYIWNX MPaKTUK YNpaBAeHUA JOOKYMEHTaMW Jns  AOCTUMKEHWS OpraHusaumMen CcBOMX Uenen u
TpeboBaHUI NOAOTYETHOCTU.

2.4.4 MNpuHATME peLleHnin Ha OCHOBE 40CTOBEPHON MHPOpPMaLLMn

MpumeHeHne CY[ no3BosseT co3faBaTb, BBOAUTb B CUCTEMY U YNpaBaAaTb MHPOPMALMOHHbLIMU
aKTMBAMM OpraHusaumm B ¢Gopme [OCTOBEPHbIX WM AYTEHTUYHbIX LOKYMEHTOB pnsa obecneyeHus
npoLecca NPUHATUS B OpPraHn3aLUmnm peLleHnii, OCHOBAHHbIX Ha 0CTOBEPHON MHGOPMaLUN.

2.4.5 BoBneyeHune COTpYAHMKOB

B cdepe ynpaBneHMA OOKYMEHTaMM [OKHA ObiTb YETKO pacnpepeneHa OTBETCTBEHHOCTb, a
TaKkKe obecneyeHO obyyeHMe BCEX COTPYAHMKOB OPraHM3auMu, KOTOpble CO343l0T OOKYMEHTHI,
YNPaBAAKT UMW UAN UCNONBL3YIOT MX. ITO OTHOCUTCA K KOHTPAreHTam, MHbIM 3auHTEePecoBaHHbIM
CTOpPOHaM, a TaKXe COTPYAHWKaM CTOPOHHMX OpPraHu3auumii, C KOTOPbIMW Yy OpraHM3auUn MMEoTCA
COBMECTHble [Ie/I0Bble MPOLLeCCbl M CO34alTCA AOKYMeHTbl. lMoHMMaHMe npoueccoB paboTbl ¢
OOKYMEHTaMKM B paMKax BCEM OpraHmMsaumm yaydliaeT ee MHPOPMaLMOHHYI0 6a3y U pe3ynbTaTUBHOCTb
NPUHATUA PELUEHUIA.

2.4.6 MpoueccHbIM noaxoa

3dPeKTUBHOCTb AEATENbHOCTM OpraHu3auMm U ynpasBaeHUs [OOKYMeHTaMu obecrneumBaeTca
NPOLLEeCCHbIM MOAXOA0M K YNpaB/eHUIO AeATeNIbHOCTbIO OpraHu3auum, KOTopbliA CBA3bIBAET CO34aHMe
OOKYMEHTOB C AeATeIbHOCTbIO.

2.4.7 CucTemHbI NOAXOA K YNPaBAEHUIO

NHTerpauma ynpasaeHmMa OKYMEHTaMU B ynpaB/ieHUe AeATe/IbHOCTbI0 OPraHM3aLUnm B LUMPOKOM
KOHTEKCTE CUCTEMbl YNpaBJEHWUs BK/AOYAEeT aHanu3 TpeboBaHUIM M NNAHOB, a TaKKe BHeAPEHME,
nepecmoTp U yay4dlweHne NOANTUKM M NpoLeayp B pamMKax BCEM OpraHM3aLumnmM Ha NOCTOAHHOM OCHOBE.

2.4.8 NocToAHHOE yay4lleHne

B pesynbTate MNOCTOAHHONO MOHWTOPWHIA, aHaAM3a WM HEMPEepbIBHOrO Y/yYlIeHMA BCeW
aeatenbHoctn CY/[] coBeplUeHCTBYeTCA M yay4dlwaetca 0bwan cuctema ynpasBieHUa opraHn3aumen.

2.5. MpoueccHbIn noaxog K CY/[,

Bce opraHmMsaumnm, HE3aBUCMMO OT UX Pa3Mepa M XapaKTepa AeATe/IbHOCTU, AO/IKHbI ONpeaennTb
N NPUMEHATb COOTBETCTBYIOWME paboune npoueccbl AnA AOCTUMKEHUS MOCTaBAEHHbIX Lienein u 3agad.
Hactoswmit cTaHgapT npupaet ocoboe 3HayeHMe OCO3HAHHOMY MNPUMEHEHUIO CUCTEMbI KO BCEM
npoueccam opraHu3auumM C Tem, 4YTOoObl BbIABUTb WM YNPaBAATb AMHAMMUKOM MNPOLECCOB U UX
B3aMMOCBA3AMM.

MpoueccHbIM noaxoa kK CY/l npeanonaraert:

a) onpegeneHne TpeboBaHMIA K AOKYMEHTaMm, BKA4aa TpeboBaHMA UM OXKuAaHUS
3aMHTEPECOBaHHbIX CTOPOH, a TaKXKe YCTaHOB/IeHME MOJIMTUKU U uUenei B 061acTU ynpasBiaeHus



OOKYMEHTamu;

b) BHeapeHMe M NpUMeHeHWe CpeacTB yNpaBAeHWUs K YNpaBAeHUI0 OPraHM3aLMOHHbIMKU PUCKaMU
B OTHOLUEHUWN JOKYMEHTOB B chepe 06LLUMX AeN0BbIX PUCKOB OpraHM3auuuy;

C) MOHUTOPWHT M aHaNM3 AeATeNbHOCTU U addekTnBHOCTM CY/;

d) nocTtosHHOE yny4ylweHne, OCHOBAHHOE Ha O6BEKTUBHOM U3MEPEHUN.

PucyHoK 2 noKasbiBaeT, Kakum obpasom B CY[, yuuTbiBatoTCcA TPebOBaHUA W OXMAAHUA
3aMHTEpPECcOBaHHbIX CTOPOH (NoTpebuTteneit U yupeautenen) B OTHOLLIEHUM YNPaBAEHUSA AOKYMEHTaMU, U
yepe3 HeobxoAMMble MPOLECCHI NPEACTABAAET Ha BbIXOAE AOKYMEHTbl, KOTOpPble OTBEYAlOT 3TUM
TpeboBaHMAM U OXKUAAHUAM.

MoTtpebutenu u
TpeGobaHusi n 3AUHTEPRCOBAHHDIE
OXMAAHMS K OpraHuaaLoHHas cpena CTOPOHBI
ynpaBneHuio
JOKYMEHTaMM \l\
WMuuumnaTtusa /1 |
MnaHupoBaHue Ynydwenne
ObecneyeHue OueHka
OesTeNbHOCTH
OcyuiectBneHune
. — -
KAYECTBEHHBIE JOKYMEHTbI
[NpaBuneHbie
yrnpaeneHJeckue
MoTpebutenn u BbIXOL PELLIeHNA ANA
3auHTepecoRaHHbIe FAOCTHKEHUA
CTOPOHBI NONUTUKK -VI
OXMMOAHUA

PucyHok 2 - Cxema: cTpykTypa CY/[

HacTosawaa moaenb MoXeT bbITb MPMMEHEHA B COOTBETCTBYIOLWLEM MacwTabe, B 3aBUCMMOCTH OT
pasmepa opraHu3aumu. YpoBeHb AeTanm3aumm u cnoxkHoctu CY/[], a Takke ob6bem UCMNo/ib30BaHHbIX
pecypcoB 3aBMCUT OT TaKkuMxX ¢(aKTOpPOB, KaK 0b6nacTb AEWUCTBUSA CUCTEMBI, Pasmep OpraHusauuuM M
XapaKTep ee AeATeNbHOCTH, MPOAYKUMN U YCAYT.

2.6. /lngmpytow,as posb pyKoBOACTBA

Bbicluee pyKOBOACTBO HeceT OTBETCTBEHHOCTb 33 ONpeAeneHWe HanpaB/ieHUs pPasBUTUA
OpraHvM3aumMm M 3a O3HAKOMJ/IEHME COTPYAHWMKOB M 3aMHTEPECOBAHHbIX CTOPOH C NPUOPUTETAMMU
pa3BUTUA. ITO NOJIOKEHUE NOAPA3YMEBAET YCTaHOBAEHWE cooTBeTcTBUA CY/ TpeboBaHMAM U Lensm
OpraHvM3aumMn, a TaKXKe MOHMMAHME PUCKOB YMpPaBJEHMA [AOKYMEHTaMK, He OTBeYalowero
YCTaHOB/IEHHbIM TPEOOBaHUAM.

MoAWUTUKY yCTaHaBAMBAET BbiCLLEE PYKOBOACTBO AA TOTO, YTOObI:

a) obecneynTb HeMpPepbIBHOCTL B paboTe opraHM3aumy;

b) ob6ecneuntb NpUHATHE M BbINONHEHUE COTPYAHUKaMN TpeboBaHnit CY/;

C) rapaHTMPOBATb, YTO AEN0Bble NPOLLECCHI ABAAOTCA MPO3PAYHBIMMU U KOMMNEKCHBIMY;

d) ybeautb yupegutenei, coBeT AMPEKTOPOB, /L, OKa3blBAOLWMX BAMSHME HA OPraHM3auuio,
ayaMTOpOB WM WHble 3aMHTEPECOBAHHbIE CTOPOHbI, YTO YyrNpaBieHWEe AOKYMEHTaMW OCyLLecTBAAETCA



Hag/exalwmm obpasom.

bnaropapa 3ddeKkTMBHOMY ynpaBAeHWIO W MNOAOTYETHOCTM BbICLIEE PYKOBOACTBO CO343eT
ycnoBus, B KoTopbix CY/[l moxeT paboTaTb pe3ybTaTMBHO. Bbicluee pyKOBOACTBO MCMO/Ib3YET NPUHUMNbI
npumeHexna CY/ (cm. 2.4) B KauecTBe OCHOBbI AN oMnpeaesieHNUs CBOUX AENCTBUI B LENsX:

1) ycTaHOBNEHWA, MOAAEpP’KaHMA, COAENCTBMA NPOBEAEHUIO MNOAUTUKM WU Uenein B obnactu
ynpaBAeHna JOKYMEHTaMM A5 Ny4YLlero NoHMMaHUA paboTHMKaMM YCTaHOBAEHHbIX TpeboBaHMi;

2) obecneyeHus pacnpeneneHuns, 3akpenieHmsa oTBEeTCTBEHHOCTM U AeNerMpoBaHna NOJIHOMOYMI
Mo ynpaBAeHMIO AOKYMEHTAMM B OpraH13aunu;

3) obecneyeHus rapaHTMm Toro, Yto adpdeKTnBHan u pesynbtatuHasa CY/[, paspaboTaHa, BHeApeHa
N COXpaHAeTCcA ANa AOCTUNKEHMA Lenelt opraHnsaumm;

4) obecneyeHns [AOCTYMHOCTU HEOOXOAMMBIX PECYpcoB, B TOM YMUC/AE YesOBEYEeCKUX, OAA
COXpaHeHua n noaaepKaHua Cy/;

5) perynspHoro aHanusa CY[;

6) coBeplleHna AeNcTBU No yaydweHuto CY/.

2.7. B3aumocBA3b C UHbIMW CUCTEMAMU MEHEOKMEHTA

Cuctembl ynpaBiaeHUA HanpaBieHbl Ha AOCTUXKEHWe pe3y/nbTaTOB M ynpasieHWe puUckamu ana
OOCTUMKEHMA  OEeNoBbiX Lenei, YyAoBAeTBOpeHMA TpeboBaHMI NOAOTYETHOCTM W OXKUAAHWUIA
3aUHTEPECOBAHHbIX CTOPOH.

NHTerpayma CY/[, B 0bLyto cMcTeMy ynpaBaeHMA opraHM3aLmeit OCcyLLecTBAAETCA B LeNAX:

a) ONTMMM3aLMM NPOLLECCOB U PECYPCOB MyTEM MHTErpaLUmM LOKYMEHTHbIX MPOLLECCOB M BMAOB
OeATeNbHOCTY;

b) noaaep>KKN NPUHATUA peLleHUIt, OCHOBAHHOTO Ha A0CTOBEPHOM MHbOPMaLUUK;

c) obecneyeHmns COBMECTUMOCTU CUCTEM MEHEIKMEHT];

d) cooTBeTCTBUA YCTaHOBMEHHbIM TPEBOBAHUAM M NPEAOCTaBAEHNA AOKA3aTENbCTB 3TOrO.

BHegpeHuMe cTaHgapToB Ha CY/[], NOMOMKET OpPraHM3aunsam B SOCTUNKEHUWN Leneld N UHBbIX CUCTEM
MeHeaKMeHTa. 9TO BO3MOXHO 6aarogapsa Tomy, 4To:

1) B pamkax cucTeMbl MeHeayKMeHTa obecneuyMBaeTcs Co3daHue, ynpasBiaeHuMe U AocTyn K
odunuManbHOM U HagexHON NHOPMaLMK, a TakkKe obecneunBaloTca AOKa3aTe1bCTBA OCYLLECTBAEHHOM
OeATeNIbHOCTU B TeYeHUe yYCTaHOB/IEHHOTO Nepuoaa BpeMeHU (CpoKa XxpaHeHus);

2) NPUMEHNEeTCa CUCTEMATUYECKUIA U BEpUOULIMPYEMBI NOAX04, K YNPaBAeHUI0 AOKYMEHTaMU U
OOKYMEHTaLMOHHbIMM NpoLeccaMu, CBA3aHHbIMU C AeATENbHOCTBIO MHBIX CUCTEM MEHEKMEHTA;

3) ycTaHaBAMBAETCA OCHOBA A/ OUEHKM [OKYMEHTOB, [AOKYMEHTALMOHHbLIX MPOLECCOB W
NPaKTUYECKON AeATENbHOCTU B PaMKaX MHbIX CUCTEM MEHEXKMEHTA;

4) obecneuymBaeTca COAENCTBME MOCTOAHHOMY Y/YULWEHUIO PaboTbl OpraHM3auumn Npyv NOMOLUM
WHTErpMpOBaHHbIX CUCTEM MEHEOMXKMEHTA.

NHTerpauma CYO wn TpeboBaHWA ynpaBNeHYECKUX, MNPOU3BOACTBEHHbIX, KOHTPOJMPYIOWMX U
aBTOMAaTM3MPOBAHHbIX CUCTEM MO3BOJIAET CO34aTb CTPYKTYPY, KOTOpas obecneunBaeT yaoBaeTBOpeHNE
noTpebHoCTel Nonb30BaTeei 1 Ka4yecTBO NPOLAYKLMM.

3. TepmuHbI 1 onpegeneHns

B HactoAwem cTaHgapTe NpUMMEHeHbl craeaylolwme TePMWHbl C  COOTBETCTBYHOLLMMMU
onpeaeneHnamu:

3.1. TepmuHbI, OTHOCALLMECA K AOKYMEHTaM

3.1.1 apxus(bl) (archive(s): [OKyMeHTbl MOCTOAHHOIO CPOKa XpPaHEHMWs, COXpaHsAemble ANA
OJIMTENbHOTO UCMO/Ib30BaHKS.

MpumeyaHua

1 ApxuB MOXKeT npeactaBnsTb coboi MecCTo, rae XpaHATCA M AOCTYMNHbl A1A M0/Jb30BaHUSA
apXMBHble AOKYMEHTbI. TaK}Ke Ha3blBaOT aPXMBOXPAHUNMULLEM.

2 ApxXMB MOXKeT NpeacTaBAATb COBOM OopraHM3aLMIO UM KOMMbIOTEPHYIO Nporpammy, KoTopsbie
obecneunBatoT oT60OpP AOKYMEHTOB Ha XpaHeHWe, KOMMJIeKTOBaHMe M obecneyeHue COXPaHHOCTU
apxmBHoro ¢oHAa, NpeaocTaB/ieHMe AO0CTyNa K apXMBHbIM AOKYMeHTam. MHOrga Mx TaksKe HasblBaloT
aPXMBHbIM yUpeXKAeHUEM UNM apPXUBHOM NPOrpammoii.



3.1.2



aKTuBbl (asset): Bce, UTo MMeeT LieHHOCTb A1 OpraHu3aumu.
MpumeyaHue - CyliectByeT MHOTO BUAOB aKTUBOB, @ UMEHHO:

a) nHbopmaums;

6) nporpammHoe obecneyeHune, TaKoe Kak KOMMbIOTEPHas NPOrpamma;
B) MaTepua/ibHble aKTUBbI, TaKMe KaK KOMMbIOTep;

r) ycnyru;

4) paboTHMKM, a TaKKe UX KBaNUDUKALMA, HABbIKM U ONbIT;

€) HemaTepuanbHble LeHHOCTH, TaKMe KaK penyTaumsa 1 NpecTu.

[MCO/M3K 27000:2009, cTaTbs 2.3]

3.1.3

AOKYMeHTUpoBaHHaa uHdopmauua (document): 3anncaHHas MHPopmauua U HOCUTENb, KOTOpble

paccmMaTpUBaloTCA Kak eauHoe Lesoe.
[MCO 15489-1:2001, ctatbsa 3.10]

3.14

AoKymeHTauma (documentation): CoBOKYNHOCTb OBBLEKTOB AOKYMEHTMPOBAHHOW MHbOpMAaLMK,
OMUCLIBAIOLLNX AEWUCTBUA, UHCTPYKLUUW, PelleHus, npoueaypbl U AenoBble NpaBuaa, OTHOCALLMECS K
onpeaeneHHon GyHKUUKM, NPOLLECCY UKW AeN0BOM onepaLmu.

[MCO/TO 26122:2008, cTaTbs 3.1]

3.1.5 gokasaTenbcTBO (evidence): [JoKymeHTaLMA O Ae/0BOI onepauun.
MpumeyaHune - [OKymeHTafNbHOE MOATBEPKAEHME COBEPLUEHMA AEeN0BOM onepauuun, co3gaHHOe NpU O6bIYHbIX YCNOBUAX BeAeHMsA OEeATeNbHOCTU M

ABaAoWeecA UeENOCTHbIM (HeHOBpe)-K,CI,eHHbIM) M NOAHbIM. 3TOT TEPMUH NPUMEHAETCA HEe TOJ/IbKO B OPUANYECKOM CMbICNe.

3.1.6

meTagaHHble (Metadata): [laHHble, ONUCbIBAIOLLIME KOHTEKCT, COAEPKaHMe, CTPYKTYPY AOKYMEHTOB
M NPOLLECCOB YNpPaB/iEHMA MU BO BPEMEHMU.
[MCO 15489-1:2001, cTatbs 3.12]

3.1.7 pokymeHT(bl) (record(s) <1>: [JoKymeHTMpOBaHHasA MHPOPMALMA, CO3A4aHHAA, MOAYYEeHHAA M COXpaHAemas OpraHusaumMein MAM YacTHbIM ULOM B
KayecTBe A0Ka3aTeNbCTBa M aKTUBA OpraHM3aLMmn UAK YacTHOro iMLa ANA NOATBEPKAEHNA NPaBOBbIX 06583aTeNbCTB UK onpeaeNeHHON AeATeIbHOCTY.

<1> B gaHHOM 3Ha4YeHUKn TepmuH record(s) ncnonbayetca B chepe ynpasaeHUa 4OKYMEHTAMMU.



MpnmevaHua

1 ApantuposaHo u3 MCO 15489-1:2001, ctaTtba 3.15.

2 TepMuH "L0Ka3aTeNbCTBO" MMEET He TO/IbKO lopuamyeckoe 3HadyeHme (cm. 3.1.5).

3 MpumeHaAeTca K MHGOpMaLUKM Ha Ntobom HocuTene, B 11060 dopme nnm popmare.

3.2. TepMU1HbI, OTHOCALLUECA K YNPAB/IEHUIO
3.2.1

noaoTyeTHocTb (accountability): MpuMHUMN, B COOTBETCTBMM C KOTOPbIM YacTHbIe /1ML, OpraHn3aumm
M 0bLwecTBO OTBETCTBEHHbI 33 CBOM AEWUCTBMA, MOATBEPKAEHMA KOTOPbIX MOryT ObiTb BOCTpebyembl
3anHTepecoBaHHbIMK cTopoHamu [MCO 15489-1:2001, ctaTtba 3.2]

3.2.2

HecooTBeTcTBMe (nonconformity): HeBbinonHeHWe TpeboBaHUSA.
[MCO/TMB/TAG13 - JTCG, cTtaTbsa T.3.6]

3.2.3

opraHusauma (organization): YactHoe nMUO WMAM Tpynna /fvu, Y KOTOPbIX €CTb OnpenesieHHble
bYHKLUMKM M 06A3aHHOCTU, MOJTHOMOYMA U B3aMMOOTHOLUEHUS A8 AOCTUNKEHUA UMK CBOUX LieSIei.

MpumeyaHne - KOHUENUUMA OPraHM3aLMM BKJOYAET, HO HE OrpaHMYMBAETCA TOJIbKO TOPrOBbIM
napTHepom, KOMMaHMeNn, Kopnopauuen, dupmon, npegnpuaTMem, MHONBUAYASIbHBbIM
npeanpuvHMMaTenem, TOBapULLECTBOM, ONaroTBOPUTENbHOW OpraHuM3auuen UAU yupeaeHUeM UAu
KOMbMHaumel aTnux Gopm, 3apermcTpMpoBaHHbIX AMB0 HET B KayecTBe Koprnopalui, rocygapcTBeHHOM
WM YacTHOM hopMbl COBCTBEHHOCTM.

[MCO/TMB/TAG13 - JTCG, cTaTba T.1.1]

3.2.4 nonuTMKa ynpaeneHua AoOKymeHTamu (records policy): OduumanbHO chopmynnpoBaHHbIE BbICLUMM PYKOBOACTBOM HaMeEpPEeHWs WM HanpaB/ieHus
AeATEeNbHOCTN OPraHn3aLLMM B OTHOLLEHUWN CUCTEM YMNPaBAEHUS AOKYMEHTaMMU.
3.2.5

BbiCLLEe pPyKoBoAcTBO (top management): JlMuo waAM rpynna Auu, 3afaloWuMx HanpaeieHue
[EeATeNbHOCTM OPraHn3aLmm 1 ynpasasaoLWmMX el Ha BbiCLUEM YPOBHeE.

MpnmevaHua

1 Bbicluee pyKOBOACTBO MMeEET MPaBO pacnpeaensaTb NOJTHOMOYMA U PECYPCbl B OpraHn3auuu.




2 OpraHusaums moKeT BbiTb orpaHMyeHa chpepoit BHeAPEHMSA CUCTEMbI MEHEAKMEHTA.

[MCO/TMB/TAG13 - JTCG, cTaTba T.1.5]

3.3. TepMuHbI, OTHOCALIMECA K NpoLeccam yrnpaB/ieHNA JOKYMEHTaMun

3.3.1

focTtyn (access): MpaBo, BO3MOXHOCTb, CPEACTBA 418 MOWUCKA, MUCMO/b30BaHUA WM WU3B/IEYEHUS
nHbopmaumm.

[MCO 15489-1:2001, cTatbs 3.1]

3.3.2

Knaccndurauma (classification): CuctemaTnyeckas uaeHTUGUKaUMA M yrnopadovYeHWe OenoBoi
0eATeNbHOCTU U (UAN) QOKYMEHTOB MO KaTeropMam B COOTBETCTBMM C /IOTMYECKU CTPYKTYPUPOBAHHbIM
nopaaKoM, MeTo4ammn 1 NpoLeaypPHbIMU NpaBuUaaMn, NPeAcTaBAeHHbIMU B KnaccubrKaLuUMoHHOM cxeme.

[MCO 15489-1:2001, ctaTbsa 3.5]

3.3.3 KoHBepTauma (KoHBepTUpOBaHKe) (conversion): Mpouecc nepemeLl,eHns JOKYMEHTOB U3 ogHoro ¢opmaTta B Apyro.

Mpumep - CKaHNMPOBaHME AOKYMEHTOB Ha BYMarKHbIX HOCUTENAX A/1A co3AaHMA UX UndpoBbix Konuii (B dopmatax TIFF, JPEG u gp.), nepesos AOKYMEHTOB M3
dopmata Word B popmaT PDF, ns dopmarta tekctoBoro darina UNIX B dopmat TekctoBoro daiina Microsoft (Windows), nepesog, ¢annos MSWord 13 sepcun 1 B
Bepcuio 2.

3.3.4 yHnutoxkeHue (destruction): Mpouecc YHUUTOXKEHNA UK yYAANEHUA OKYMEHTOB 63 KaKol-1Mb0 BO3MOKHOCTN BOCCTAHOB/IEHMA.

MpumeyvaHue - AgantnposaHo ns NCO 15489-1:2001, ctatba 3.8.

3.3.5

oTbop 1 nepegayva (disposition): COBOKYMHOCTb MPOLLECCOB, BKAIOYAIOLWMX IKCNEPTU3Y LIEHHOCTH,
oTbop, nepedadyy Ha XpaHeHME WAU YHUUTOMKEHME [AOKYMEHTOB, OCYLLECTBASEMbIX B COOTBETCTBUU C
HOPMaTUBHbIMU JOKYMEHTaMMU.

[MCO 15489-1:2001, cTtaTba 3.9]

3.3.6 goKkymeHTMpoBaTb (document): 3anucbiBaTb, NPUAABaTb KOHKPETHYIO GOPMY MM KOMMEHTUPOBATL (CHAabXKaTb NpMMeYaHUAMM) A1A BO3MOMKHOCTU
nocaeAyHoLero BOCNPOnN3BeaeHUA.

3.3.7 nHaeKkcmpoBaHue (indexing): MpocTaBieHne ycnoBHbIX 0603HAYEHWUI ANA COCTaBNEHUSA YKa3aTeien B Leax YNpPoLLEeHUA A0CTYNa K AOKYMEHTaM.

MpumeyvaHue - AgantnposaHo ns MCO 15489-1:2001, ctatba 3.11.

3.3.8 murpauma (migration): Mpouecc nepemeLieHna AOKYMEHTOB M3 OAHOM annapaTHOW WAWM NPOrpaMmHON KOHOUrypaumu B Apyryto 6e3 nameHeHun



dopmara.

Mpumep - NepemeLyeHne cBeaeHNM C MarHUTHOFO ANCKAa HAa MarHUTHYIO IeHTY, nepemelteHne 6a3 aaHHbIx n3 CYB/[, Oracle B CYB/ SQL Server (cm. 3.3.3 ans
nocaeayoLWwero MCNoab30BaHusA).

3.3.9 obecneyeHme coxpaHHOCTM (preservation): Mpoueccbl M onepauuM No obecneyeHWo COXPaHHOCTM AOKYMEHTOB B TeyeHMe BpemeHu (CPOKoB
XpaHeHus).

Mpumevanune - AgantuposaHo n3 NCO 15489-1:2001, ctaTba 3.14.

3.3.10

peructpaums (registration): MpucBoeHUe AOKYMEHTY YHUKaNAbHOIO UAEHTUOUKALMOHHOTO HoMepa
npu ero BBOJe B CUCTEMY.
[MCO 15489-1:2001, cTatbs 3.18]

3.3.11

NpPOCNeKMBAEMOCTb IOKYMeHTo060poTa (tracking): CozgaHue, BKAKOYEHNE B CUCTEMY U COXPaHEeHUe
UHbOPMaLMKN O ABUNKEHMM N UCNONb30BAHUU AOKYMEHTOB.
[MCO 15489-1:2001, ctaTbsa 3.19]

3.3.12 nepemelueHue (transfer): UameHeHne cnocoba nam mecrta XxpaHeHMA JOKYMEHTOB UK NpaBa cCOBCTBEHHOCTU Ha HUX.
MpumeyaHuna

1 MoKeT BKAOYaTb NepemMell,eHmne JOKYMEHTOB U3 O4HOM0 MecTa B Apyroe.

2 ApantuposaHo 13 UCO 15489-1:2001, ctaTtba 3.20 n 3.21.

3.4. TepmuHbI, OTHOCAWMeECA K CY/],
34.1

cuctema  ynpasneHus  (management  system):  COBOKYMHOCTb  B3aMMOCBSI3aHHbIX W
B3aMMOAENCTBYIOWMX 3NEMEHTOB OpraHM3aumm A8 YCTaHOBAEHWA MOAUTUKU OpraHM3aumm U uenew, a
TaK»Xe NpoLeccoB ANA UX AOCTUKEHUA.

MpnmeyvaHua

1 Cuctema ynpaBieHMsa MOXKET OTHOCUTLCA K OAHOMY MM HECKO/IbKMM O6BbEKTaM.

2 DNemMeHTbl CUCTEMbI BK/HOYAOT OPraHU3aLMOHHYKD CTPYKTYPY, OYHKUMM W pacnpegeneHue
OTBETCTBEHHOCTM, NJ1aHUPOBaHNE, GYHKLMOHNPOBAHUE U Ap.

3 O6nactb AelcTBMA CUCTEMBI YNPABAEHUA MOMKET PACNPOCTPaHATLCA Ha BCHO OpraHM3aumio,
onpefeneHHble 7 NOEHTUPULMPOBAHHDbIE bYHKLMM opraHusaumm, onpegeneHHole n
NAEHTUOULUNPOBAHHbIE MOAPA3AENEHMUA OPraHU3auUMM UAM Ha oaHy unan 6onee GyHKUMIA B pamKax




rpynnbl opraHMsaLmi.

[MCO/TMB/TAG13 - JTCG, cTaTtba T2.1]

3.4.2 cuctema ynpasneHua aokymentamm (CY[]) (management system for records): Cuctema ynpasneHus, BbIMOJIHAOLLAA B OpraHM3aLmnmn pykosoadllime u
KOHTPO/IbHbIE PYHKLUMWN B OTHOLLIEHUN JOKYMEHTOB.
3.4.3

ynpasneHue AokymeHtamu (records management): O6nacTb mMeHeaXMeHTa, obecneumsaroLlan
3$dEKTMBHOE U CMCTEMATUYECKOE CO34aHWe, MOosyvyeHUe, COXpPaHeHMe, UCMNOJIb30BaHWe, nepegady Ha
APXMBHOE XPaHEHME WU YHUUTOXKEHUE JOKYMEHTOB, B TOM YMUC/Ie BKAOYEHME AOKYMEHTOB B CUCTEMY U
coxpaHeHune nHbopMaLMn O AeATEeNbHOCTM U onepaumnax.

[MCO 15489-1:2001, cTatbs 3.16]

3.4.4 pokymeHTHas cuctema (records system): MHbopmaLMOHHasA cuctema, obecrneumBalollas ynpasaeHMe AOKYMEHTaMM M JOCTYN K HUM B TeyeHue
YCTaHOBNEHHOrO Nepuoaa BpemeHu.
MpumeyaHue - AgantnposaHHoe 13 UCO 15489-1:2001, ctaTbA 3.17.

3.4.5

cuctema (system): CoBOKYMHOCTb B3aMMOCBA3aHHbIX U B3aMMOAENCTBYIOLLMX S/1EMEHTOB.
[MCO 9000:2005, cTatba 3.2.1]




MpunoxkeHue A
(cnpaBoyHoe)

METOAON0INA,
NCNOJIb3OBAHHAA MNPU PASPABEOTKE C/IOBAPA

A.1 Obwwme nonokeHus

YHMBEPCANbHOCTb NPUMEHEHUSA CTaHAAPTOB Ha CY/[, TpebyeT UCNoNb30BaHUA:

a) TEXHMYECKOro onMcaHmA 6e3 MCNob30BaHUA CNeLMaNbHOMO TEXHUYECKOTO A3bIKa;

b) cornacoBaHHOrO M TrapMOHM3MPOBAHHOIO C/A0BapsA, KOTOPbIA JIEerKO BOCAPUHUMAEM
NnoTeHUMaNbHbIMKU MOJIb30BaTeENAMM cTaHaapTos CY/.

MoHATMA CBA3aHbI MeXAay cob0ol, N aHaIN3 B3aMMOCBA3eN NOHATUIN B 061aCTU CUCTEM yNpPaBAeHUs
OOKYMEHTaMM, a TaKXKe WX TPynrnupoBKa B eAWHble CUCTEMbl MOHATUM ABAAIOTCA MNPELnOCbIIKOM
pa3paboTKn cornacoBaHHoro cnosaps. MNpu pa3paboTKke cnoBapsa, NPeACTaBNEHHOIO B HACTOALLEM
CTaHAapTe, npoBefeH TakoW aHanuM3. B npouecce co3gaHua cnosapAa pas3paboTaHbl AMarpammol
NMOHATUI, NpeacTaBieHHble B A.3. OHM MoryT BbITb N0/1I€3HbI B MUHPOPMALMOHHOM OTHOLLEHUMU.

A.2 B3anmocBa3b MOHATUI M UX TpadmyecKoe npeactaBieHme

CywecTByloT 4eTblpe rnaBHble ¢GOPMbl B3aMMOCBA3EN MOHATUA, OTPAXKEHHbIX B HACTOALLEM
npunoxeHun B cootsetctBum ¢ MCO 704:2009 c ccbiakoit Ha MCO 9000:2005 u GB-T 19100-2003
(KuTait):

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

b) ogHocTopoHHAs (GB-T 19100-2003, A.2.2.2 co cTpeaKkamm),

c) naptutneHas ceasb (MCO 704:2009, 5.5.2.3 n MCO 9000:2005, A.3.3 6e3 cTpenok),

d) poposuaosas (MCO 704:2009, 5.5.2.2 n NICO 9000:2005, A.3.2 6e3 cTpenokK).

A.3 Inarpammbl NOHATUI

Cxembl A.3.1 - A.3.4 (pucyHkn A.3.1 - A.3.4) noKasbIBalOT AMarpPaMmbl NMOHSATUIM, HA OCHOBAHWUK
KOTOPbIX B pasaene 3 TeMaTUYeCKM CrpynnupoBaHbl TEPMUHbI U UX ONPeaeNeHuA.

TaK Kak TepMUHbI NPUBOAATCS 6€3 KAaKMX-TMB0 OTHOCALLMXCA K HUM NOSICHEHWIA, PEKOMEHAOBAHO
06paLaTbca K pasaeny 3 4na noayvyeHns noapobHbIX Pa3bACHEHUI NO 3TUM 31EMEHTaM.
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l l l l
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PucyHok A.3.3 - Cxema: NOHATUA, OTHOCALLMECA K NPOoLLeccam
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