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BBepneHvne

APheKTMBHOCTb OpraHM3aLyi BO MHOTOM 3aBUCUT OT BHEAPEHWSI 1 NOAAEPXaHUs CUCTEMbI ynpasiie-
HUA, KOTopas obecneunBaeT NOCTOSHHOE Y/yulleHne [eATeNbHOCTU 1 0TBeyaeT NoTPe6HOCTAM BCeX 3aunHTe-
pecoBaHHbIX CTOPOH. CUCTeMbI yNpaB/ieHUs 06ecneunBatoT METOAO/OMI0 NPUHATUS peLLleHnii 1 ynpasneHus
pecypcamu A1 AOCTKEHNs Lieseii opraHusaLmm.

Co3fjaHue JOKYMEHTOB W ynpaB/ieHne UMK SIBMISIOTCS HEOTbeM/IeMOl YacTbio Nto6oro BuAa AesTesb-
HOCTW WAM [enoBoro npolecca opraHusauun, obecneunBas [enoBylo pesynbTaTUBHOCTb, NOAOTHETHOCTb,
ynpas/ieHne puckamn v HenpepbIBHOCTb [e/10BOV AeATeNbHOCTH, a Takke AaBas opraHusauusaM BO3MOX-
HOCTb U3BNEKaTb NOsb3y U3 06/1aAat0LWMNX LLEHHOCTbIO MHPOPMALIMOHHBIX PECYPCOB, Tak1X Kak fje/oBble, KOM-
Mepueckne akTuBbl U pecypchbl 3HaHuUi, Aenatb BK1aj B o6ecneyeHne COXPaHHOCTN KONIEKTUBHOW Namati B
OTBET Ha BbI30BbI [1106a/1bHOV U 3/TEKTPOHHON Cpefbl.

CTaHgapTbl Ha cucTeMbl MeHegxMeHTa (CCM) npefocTaBnstoT MHCTPYMEHTapUil ANsi BbICLLETO PYKO-
BOACTBA MO NPUMEHEHWIO CUCTEMHOTO U KOHTPOJIMPYEMOTO NOAX0/a K OPraH3aLioHHOMY PyKOBOACTBY B Cpe-
[le, KoTopasi CnocoGCTBYET NPUMEHEHMIO SyuULLEeil Ae10BOi NPaKTUKU.

CraHfapTbl Ha CUCTEMbI YNpaB/eHNs AOKYMeHTamMu, nogrotoeneHHsle UCO/TK 46/MK 11, paspa6oTaHbl
[N151 OKa3aHUA NOMOLLM OpraHn3aLuusM BCeX BUAOB, HE3ABUCUMO OT CTPYKTYPbl U YMC/IEHHOCTU NepcoHana, a
Talke rpynnam opraHusauuii ¢ COBMECTHO! AeN0BOii AeATe/IbHOCTbI0 M0 BHEAPEHMo, (hYHKLMOHNPOBaHWIO
N yNyyLIEHUIO AEATENIbHOCTY Pe3y/bTaTUBHON CUCTEMb! yNpaB/ieHnsi [JOKyMeHTamMu (3Aecb 1 Aasnee no Tek-
cTy — CY/[l). CY[] no3BonsieT oCylwecTBNATL YNpaB/ieHne B OpraHn3auuy B COOTBETCTBUW C YCTAHOB/IEHHON
NONNTUKOV W LensiMn B 061acTy ynpasneHns JoKyMeHTauuel, a Takke obecneumBatb JOCTMKEHNE 3TUX Lie-
neii. ATo obecneumBaeTcs:

a) pacnpegeneHnem hyHKUM 1 OTBETCTBEHHOCTY;

b) NPOLLECCHbIM NOAXOA0M;

C) N3MepeHNeM U OLIEHKOIA;

d) aHann3om u ynydweHnem.

MNpyMeHeHNe NOMUTUKN 1 YCTaHOBMEHWE Lieneil B 061acTu ynpas/ieHns JoKyMeHTamu, 6a3upyioLnxcs
Ha COOTBETCTBYIOLLMX TPe6OBaHNAX OpraHn3aLumi, rapaHTupyeT, 4To ouumanbHas v gocToBepHas nHdopma-
Lms, a Takke AokasaTesibCTBa [1e/10BOI AeATeNIbHOCTU CO3[al0TCsl, ynpaBisieMbl U AOCTYMHbI ANSt TeX, KOMY
OHN HeOOXOANMbI B TEYEHUE YCTAHOB/IEHHOTO BPEMEHW. Pe3ynbTaToM yCrneLHOro npUMeHeHns rpaMmoTHO pas-
paboTaHHbIX MOAUTUKN W Lieneli B 06/1acTy yNpaBieHust AOKyMeHTaMu SIBASIOTCA JOKYMEHTb! W CUCTEMbI [0-
KyMEHTaLMW, COOTBETCTBYIOLLMEe BCEM LiefIAM OpraHn3auum.

BHespeHne B opraHusauum CY/l no3BofisieT Takke 06ecneuntb nNpo3payHocTb W MPOC/exnBaemMocTb
peLLeHuit, NPUHATLIX PYKOBOACTBOM, 1 MNOAOTYETHOCTb.

CraHgapTbl Ha CY[, nogrotoBneHHble NCO/TK 46/MK 11, Bxoaat B coctaB CCM u paspaboTaHbl B
Lensix obecrneyeHnss COBMECTUMOCTM U MPUMEHEHWSI O6LLMX 3/IEMEHTOB W METOAO/0rMU ¢ WHbiMU CCM.
NCO 15489-11, a TakKe WHble MEXAyHapoAHble CTaHAApTbl U TEXHUYECKME OTYETbl, paspaboTaHHble ICO/
TK 46/MK 11, ABNSAIOTCA OCHOBHBIMW NPU MPOEKTYPOBAHWUMU, MPUMEHEHUW, MOHWUTOPUHIE U YyULEeHUN [OKY-
MEeHTHbIX NPOLLECCOB W CPe/CTB yNpaB/ieHnsl, KOTopble MOryT ObiTb peann3oBaHbl nocpeactsom CY/, B cny-
yae ecnv opraHu3auum pelaoT NpUMeHaTb Metogonoruio CCM.

CTpykTypa ctaHgaptoB Ha CY[, nogrotoBneHHbix MCO/TK 46/MK 11, kak ony6aMKOBaHHbIX, Tak U Ha-
XOAALMXCS B NpoLecce pa3paboTku, npejcTasieHa Ha pucyHke 1.

HacTosiwye cTaHgapTbl NPUMEHSIIOTCA Kak PyKOBOACTBO MO:

a) YCTaHOB/IEHWNIO CUCTEMHOTO ynpasJ/ieHWUsi MOJIMTUKONA, NpoueaypaMu 1 OTBETCTBEHHOCTbIO B cihepe
ynpaBfeHnsi [OKyMeHTaMu, BHe 3aBUCUMOCTU OT Liefleil, CofepXaHus AN HocUTens MHdopmauun camux
[IOKYMEHTOB;

b) onpefeneHnio OTBETCTBEHHOCTW, MO/IHOMOYMIA U MOAOTYETHOCTU OpraHn3auuii B OTHOLUEHUN [OKY-
MEHTOB U NONUTUKW YNpaB/iIeHNs JOKyMEHTaMK, NpoLeayp, NPOLECCOB U CUCTEM YNpaB/IeHUA AOKyMEHTamMu;

C) NPOeKTUPOBaHWIO 1 BHeapeHuo CY/;

d) JOCTUXEHUIO KaYeCcTBEHHbIX Pe3y/ibTaToB OT npuMeHeHust CY/] nocpe/iCTBOM OLEHKN ee ahekTnB-
HOCTU M (PYHKLIMOHNPOBAHUS W NOCTOSIHHOTO COBEPLUEHCTBOBAHMS.

1 WCO 15489-1 sBNsieTCA OCHOBOMONAralLyMM CTaHAAPTOM, KOTOPbIV 3akpenaseT Nyyllyio NpakTuKy B OTHOLLe-
HWUW [eiiCTBUIA MO yNpaBNeHNIo JOKyMEHTaMu.

v
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Hacrosiwme cTaHaapTbl NpegHasHadyeHbl Ans:

1) BbICLUIErO PYKOBOACTBA, KOTOPOE MPWHUMAET PELUeHWst N0 YCTAHOB/IEHUIO W BHEAPEHUIO CUCTEM
ynpaB/eHns B opraHmsauuu;

2) pabOTHWKOB, OTBETCTBEHHbIX 3a BHeApeHue CY/, Takux Kak CneunanucTsl no ynpasfieHno puckamu,
ayanTy, AOKYMEHTaumMm, MHPOPMALMOHHBLIM TEXHOMOTVSIM U 3aLuUTe NHhopMaLmu.

HekoTopble 3/1eMeHTbI HACTOSAILLETO AOKYMEHTA MOTYT GbiTb O6LEKTOM NaTeHTHbIX npas. NCO u Poc-
CTaHAapT He OTBEYAIOT 3a yKasaHWe O Ha/IM4YuN Takux npas.

PucyHok 1 — Cxema: craHgapTl Ha CY[, nogroTosneHHble NCO/TK 46/MK 11, 1 B3auMOCBSi3aHHbIE MEXAyHapoAHble
CTaHAapTbl U TEXHUYECKNE OTHEeTbl



3C HTW "Texakcnept"

FOCT P NCO 30300—2015

HALUWOHANBbHBLIN CTAHOAPT POCCUWCKOWM SGEALEPALUMN

Cuctema CTaHAapToB Mo MHopMaumm, 6M6ANOTEYHOMY U U3AATENLCKOMY Aeny
NH®OPMALIMA N OOKYMEHTALMA. CUCTEMbI YNPABNTEHUA OOKYMEHTAMW
OCHOBHbIE NMOJIOXKEHUs U ClIoBapb

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

Jata BBefeHns — 2016—07—01

1 06nacTb NpUMeHeHus

HacToswmin HauoHabHbIi CTaHAapT ycTaHaBNWBaeT Lenu Ucnosb3osaHus CY/l, CoOAepXUT NPUHLMNGI
CY/[l, onucbiBaeT NPOLECCHbI NOAX0A 1 onpefensieT (hyHKLMM BbICLLIErO pykoBoAcTBa. CTaHAapT NpUMEHUM
K opraHusaLuv n6oro Tuna, kotopas xenaet:

a) yCTaHOBUTb, BHeAPWUTb, COXpPaHATb W ynydwartb CY/[l Ans obecneyeHns cBoeii AesTeNbHOCTY;

b) o6ecneunTs cooTBeTCTBME CY/l NPUHATON NONUTUKE YNpaBieHUs [OKyMEHTaMu;

C) NPOAEMOHCTPUPOBATL COOTBETCTBME HACTOALLEMY CTaHAAPTY MyTeMm:

1) BbINO/IHEHUS 06A3aTENLCTB MO OLEHKE U AeKNapMpoBaHN0 COOTBETCTBUSI CaMoii opraHu3aumeit, unm

2) NOATBEPX/AEHNS eKNapupoBaHus CTOPOHHEN opraHusauueit, um

3) ceptudpnkauumn CY[ cTOpoHHel opraHusauveil.

2 OCHOBHbIe nonoxeHus Cy[,

2.1 BsaumocBssasb CY[ 1 cuctembl ynpassieHus

Bce opraHusauun ynpaensitoT AOKYMEHTaMK, 06pa3yowumMncs B npolecce Ux A4esTenbHOCTU No JOCTH-
XXEHWI0 NOCTaBNEHHbIX Lieneil.

CY[| ycTaHaBnMBaEeT MOMMTUKY, LEMN 1 OCHOBOMO/MAratLe Tpe6osaHns 4N ynpasneHus 4oKyMeHTa-
MU OpraHusauuy 1 rapaHTupyeT, 4To JOKYMEHTHbIE CUCTEMbI COOTBETCTBYIOT TPEGOBaHUAM OpraHusaLmm.

B pamkax CY[, opraHusaumm paspabatbiBaioT, BHEAPSIOT U KOHTPOIMPYIOT AOKYMEHTHbIE NPOLEcchl 1
CPeACTBa YNpaBneHNst UMK B LieNIsSiX COOTBETCTBUSA NOMUTUKE YNPaBieH!s OKYMEHTaMU, Lensim 1 Tpe6oBaHu-
AM. [ 3TOr0 HEO6X0AMMO ONPEAennTb, KakuM 06pPa3oM JOKYMEHTHbIE CUCTEMbI YNPABASIOT 4OKYMEHTHbIMU
npoueccami 1 CPeACTBaMW yNpaBfeHWs UMK, a Takke, KakuM 06pasoM AOKYMEHTbl B3aUMOAECTBYIOT CO
BCEMM CUCTEMaMU YNpaBeHUs B LENISX UX OLEHKU Kak [okasaTenbCTBa pesy/bTaTos.

J[LOKYMEHTbI CO34AI0TCS B paMKax KaXAoi cUCTeMbl ynpasneHusi, B ToM uucne B CY/L. B cBow ouyepegpb,
[LOKYMEHTbI 1 CNOCOGLI YNPaBNeHNsi UMK SBASIOTCS YacCTbio HOBbIX BUAOB OPraHU3aLMOHHON AesiTeNIbHOCTY,
Takux Kak paspaboTka HOBOW MPOAYKUMM WM yCAyr. [JOKyMEHTbl MOTYT TaKKe UCMO/b30BaTLCS A1 NPOBEPKU
paGoTbl CUCTEM YNPaBEHUS W ONPEAENEHUs, HACKOIbKO 3T CUCTEMbI W BUAbI AESTENbHOCTY OTBEYAIOT Tpe-
6oBaHMAM opraHnsaumu. Takum o6pasom, CY/[l yctaHaBnueaeT (Win onpeaensieT) TpeboBaHUs K OKyMeHTam
VHbIX CUCTEM YNpaBNEHNs], Kak W K CAMUM CUCTEMAM.

W3paHre odmumansHoe
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2.2 OpraHusaumoHHas cpega

OpraHn3auvs uam rpynna oprasusanuii MoryT Ncnosib30BaTh BCe N OTAeNbHblE 3/1IeMEHTbI CTaHAap-
ToB Ha CY[], noarotoBneHHbix MCO TK 46/lK 11, B COOTBETCTBUM CO Chepoil AeATenbHOCTU 1 TpeboBaHUSMN
BE/leHVs1 3TOl ieATeNIbHOCTH, C Y4eTOM CrieflytloLLyx (hakTopoB:

a) pasmep U C/IOXHOCTb OpraHusauuu (opraHusauiii) uau npoLeccos, B pamkax KOTopbix TpebyeTcs
ynpaBnsTh AOKyMEHTaMU;

b) cTeneHb pucka BefleHUs AeATeIbHOCTU NpY NPUMEHEHUN CPeACTB ynpaB/ieHNs JOKyMeHTaMm, He oT-
BeYaloLLMX yCTaHOB/EHHbIM TPe6oBaHNAM;

C) CTPeM/IeHVEe K BHYTPEHHEMY COBEPLUEHCTBOBAHUIO /151 Y/IOBMETBOPEHWS TEKYLLMX U MOTEHLMAbHBIX
Tpe6oBaHuil 3aMHTEPECOBaHHbIX CTOPOH B GyAyLleM;

d) Hanmure ocobbix Tpe6oBaHWA NN OXWUAAHWIA 3aMHTEPECOBAHHBIX CTOPOH.

CraHgapTbl Ha CY[, nogrotoBneHHble ICO TK 46/MK 11, MOryT 6bITb MCNO/b30BaHbI:

1) anst ofHoro nnu Gosnee crneuyanbHbIX Ae10BbIX NPOLECCOB B OpraHnsauuu;

2) pNA Bceii opraHusauum, oxaaTtblBasi BCe €/I0Bble NPOLECChHI;

3) A/t HECKOJIbKUX OpraHn3auuili ¢ COBMECTHbIMM [ie/T0BbIMM MpoLieccamu, Hanpumep B npeaenax cge-
pbl 4eSTeNbHOCTU, MEX/y TOProBbIMU NapTHepamn UM B pamkax napTHEPCKUX OTHOLUEHWA.

Mpu npumeHeHun ctaHgapToB Ha CY[, noarotoBneHHbIx MCO TK 46/MK 11, opraHusauum Heo6xoanmo
PYKOBOACTBOBATLCS TPEGOBAHUAMU U HOPMAMU HALMOHA/IBHOTO 3aKOHOAATeIbCTBA, HOPMATUBHBIX U METOAU-
Yeckux [JOKYMEHTOB, a Taioke CTaHAapToB, KOTOPbIE NMPUMEHSIITCA B COOTBETCTBYOLLEN cepe.

2.3 MoTpe6HoCTb B CY[,

2.3.1 Uenb

Bce opranusauuy He3aBUCUMO OT UX CTPYKTYPbI, YUCTIEHHOCTU W XapakTepa AesTeNIbHOCTU TeHepupyioT
MHopMaLumio 06 ocyLecTBNeHMn cBomx pabounx npoueccoB. [OKyMEHTbl Kak OAUH 13 BMAOB MHGOpMaLm-
OHHbIX pecypcCoB AB/IATCA YaCTb UHTE/INEKTya/IbHOro Kanutasia opraHusauunu, T.e. BXOAAT B ee akTUBbI.

Llel'lb BHeApeHnAa Cyﬂ COCTOUT B NOCTOAHHOM ynpas/eHUn AOKYMeHTamMu. ﬂ,OKyMeHTbI ncnonb3yrTcs
B NMPOLECCE NPUHATUS PELleHnii 1 OCYLLECTBIEHUM COOTBETCTBYIOLLEW AEATENBHOCTU, a TaKKe rapaHTUpyT
NOAOTYETHOCTb MMEIOLWMMCS U BO3MOXHBIM 3aHTEPECOBaHHbIM CTOPOHAM.

Uenb BHegpeHns CY[, 3aknioyaeTcs B CO3AaHUN AOKYMEHTOB W YNPaB/iEHUU UMM CUCTEMATUHECKUM U
KOHTPOMIMpyeMbIM 06pa3om Ansa Toro, 4Tobbl:

a) ahPeKTNBHO OCYLLECTBNATL AE/0BYI0 AEATENbHOCTb U NPeAoCTaBNATb YCNYIK;

b) COOTBETCTBOBATb 3aKOHOAATE/IbHBIM U UHLIM HOPMATUBHBIM MPABOBbLIM aKTaM, a Takke TPeGoBaHUAM
noAo0TYEeTHOCTH;

C) ONTUMW3MPOBATbL NPUHSATUE PeLLeHNii, 06ECMNeYnTb COrMacoBaHHOCTb W HEMPEPLIBHOCTbL AEATENbHO-
CTW opraHn3aumu;

d) cnoco6cTBOBAaTL Pe3yNbTaTUBHOW AESTENIbHOCTU OpraHn3aLuy B ciyvyae YpesBblyaiiHbIX CUTyauuii;

e) obecneunBaTh 3alMUTy U NOAAEPXKKY NP NPOBEAEHNN CyAe6HbIX NPOLLEcCoB, BKIOYAS ynpasneHue
puUckamu, CBA3AHHLIMW C Ha/IMYNEM WK HEeOCTAaTKOM [loKa3aTesIbCTB OCYLeCTBNEHNs AeATeNbHOCTN opra-
HU3auuu,

f) 3awmuiaTe NHTEpPECHl opraHn3aumun 1 npasa COTPYAHWKOB, KMEHTOB, a Takke NUMEIOLMUXCA N BO3MOX-
HbIX 3aMHTEepPeCcOBaHHbIX CTOPOH;

A) NoaAepXnBaTb Hay4YHO-UCCnefoBaTeNbCKyl0 AeATeNbHOCTb N MEPONPUATUSA MO Pa3BUTUIO;

h) cnoco6cTBOBaTL AEATENBLHOCTY OpraHM3auun B cchepe NPOABKEHUS TOBAPOB U YCNYT;

i) coxpaHsTb KOpnopaTUBHYIO U KONNEKTUBHYIO NamMsATb 1 06ecneynBaTh COLMaIbHYI0 OTBETCTBEHHOCTb.

2.3.2 locToBEpPHbIE, ayTEHTUYHbIE N NPUTOAHbIE A1 UCNOJIb30BaHUA [OKYMEHTbI

2.3.2.1 O6wue nonoxeHunsa

B kaxaoit opraHusauuv Ans BHegpeHus CY[] onpefensoTcs noauTika 1 e B 061actv ynpasneHus
[OKyMeHTaMu, afganTupoBaHHble K chepe AeATeNbHOCTW opraHn3auun. BHeapenue CY/ rapaHTupyeT co3ja-
HUEe AOKYMEHTOB, 0GecneynBatoLLyx NOTPeGHOCTY OpraHn3aLmn 1 o6LecTBa B TEUEHWE NEPUOOB BPEMEHU
(CPOKOB XpaHEeHWst), yCTAHOB/IEHHbIX ANS JOKYMEHTOB, W yNpaBieHne umu.

Pe3ynbTaToM yCnewHoro AoCTMXKEHUA Leneii B 06/1acTu [OKyMeHTaluuy ABASeTCs co3faHue u ynpas-
NeHne AOoKYMEHTaMu, KOTOpble SBASKOTCA AOCTOBEPHLIMU, ayTEHTUYHLIMM, LIEMIOCTHBIMW W MPUTrOAHLIMU AN1S
MCNo/b30BaHKsA, Kak onucaHo B 2.3.2.2—2.3.2.5.

2.3.2.2 loCTOBEPHOCTb (A0KYMEHTOB)

JlocTOBEPHbLIM ABNAETCA AOKYMEHT, COAEepXaHne KOTOPOro MOXHO CUATaTb MOJHLIM U TOYHLIM NpeacTas-
NeHvem noaTeepXxaaemMbixX onepau,mﬁ, AEeATEeNbHOCTU Unn dJaKTOB, aTakke NOKYMEHT, KOTOPOMY MOXHO AoBe-

2
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pATb B NOCNeAyLMX onepaumsax uam B nocneayiolleii AestenbHOCTU. [JoKyMeHTbI JO/MKHbl CO3/jaBaTbCsi BO

BPEMS WM cpasy e Nocse onepauun Uan ciydas, K KOTOpbIM OHU OTHOCSATCS, INLLaMK, [JOCTOBEPHO 3HaIOLLN-

MM hakTbl, WK CPeACTBAMU, 0GbIYHO UCNOML3YEMbIMU B ieSTENbHOCTU MPU NPOBEAEHUN [aHHOK onepauun.
2.3.2.3 AyTEHTUYHOCTb

[ins obecneyeHnst ayTeHTUYHOCTY [OKYMEHTOB OpraHu3auuvsi 4o/KHa BHEAPUTb U AOKYMEHTaUIbHO 3a-
chuKcMpoBaTb MOMNTUKY W MpoLefypbl yNpaB/ieHusi co3gaHneM, noslydyeHneM, nepefaveil, coxpaHeHnem u
0TO60POM /JOKYMEHTOB. DTO 06ecneunT Hanuume y aBTOpPOB [JOKYMEHTOB COOTBETCTBYIOLIMX MOHOMOUMNA, a
Taloke BO3MOXHOCTb WAEHTUMKALUN U 3aLiUTbl JOKYMEHTOB OT HECAHKLYOHUPOBAHHOTO [OMNOMHeHNs!, yaa-
NIeHNsi, U3BMEHEHWNSA, UCMO/Ib30BAHNSA KN COKPLITUS.

2.3.2.4 LlenocTHoCTb

LienocTHoOCTb JOKyMeHTa onpefensieTcs ero nosHOTol U HEM3MEHHOCTbIO.

Heo6x0/1Mo, 4TO6bI OKYMEHT 6biA 3aLMLLEH OT HECAHKLMOHNPOBaHHOTO U3MeHeHus. MonnTuka u npo-
Lefypbl ynpas/ieHns [OKyMeHTaMu [0/KHbI yka3biBaTb, Kakue [ONOHEHUS UK NpUMeYaHns MoryT 6biTh f0-
6aBnieHbl K JOKYMEHTY N0C/1e ero Co3AaHnsi, Npy Kaknx 06CTOATEeNbCTBAX JOMNOTHEHNSA UM NPUMEYaHNs MoryT
6bITb paspelleHbl, U KTO YNOTHOMOYEH UX NPOBOAWTL. JTto6ble CaHKLMOHWPOBaHHbIE N3MEHEHUs [OKYMEeHTa,
f06aBeHnNst UK yaaneHns U3 oKyMeHTa crieflyeT 4eTko [JOKYMeHTUPOBaTb M KOHTPOIMPOBATb.

2.3.2.5 MpurogHocTb AN UCNONb30BaHUA

MpurogHbIM 418 UCMNO/b30BAHUA SBSETCS JOKYMEHT, KOTOPbIA MOXHO /10Ka/IN30BaTh, HalTK, BOCIPOU3-
BECTU 1 MHTepnpeTupoBath. Mpy BOCNpPON3BEAEHUN AOKYMEHT [AO/DKEH OTPaXaTb CBA3b C 4eATEIbHOCTbIO NN
onepauveii, B pesynbTate KOTOPOiA OH Gbl1 cO3AaH. KOHTEKCTHbIe CCbUIKM [OKYMEHTOB [O/DKHbI COAepXaTb
MHOpPMaLMIo, Heo6XOAMMYI0 /151 NMOHUMaHWS onepauunii AesTeNbHOCTU, B KOTOPbIX 3TN [O0KYMEHTbI 6bln
co3faHbl U UCMob30BaICh. [loKHa ObiTb NPefoCcTaB/ieHa BO3MOXHOCTb WAEHTUPULMPOBATL AOKYMEHT B
60s1ee LUIMPOKOM KOHTEKCTe — KOHTEKCTe AesTeNbHOCTU 1 (OYHKLWIA. [Jo/KHbI 6bITb COXPaHEHbI CBS3N MeXAy
[lOKyMeHTaMu, hMKCUpYOLWMMI Noce0BaTesIbHOCTb AeiCTBUIA.

2.3.3 Co3paHue fOKYMEHTHbIX CUCTEM

2.3.3.1 O6Lwme nonoxeHms

Llenn CY[, pocTuraioTca nyTem CO3[aHuAa HafeXHbIX, 3aliULLEeHHbIX, COOTBETCTBYIOWMUX YCTaHOBIEH-
HbIM TPe6OBaHWAM JOKYMEHTHbIX CUCTEM W/MAKN CUCTEM 3M1EKTPOHHOrO A0KyMeHToo6opoTa. lMpumepbl npu-
BefeHbl B 2.3.3.2—2.3.3.6.

2.3.3.2 HagexHocTb

HagiexHble OKyMEHTHbIE CUCTEMbI:

a) B COOTBETCTBUM C yCTAHOB/IEHHbLIMU MPaBUIamM1 BK/IOYAIOT BCE JOKYMEHTbl B paMkax AesiTeNbHOCTY,
oxBaTbIBaeMOi 1MK;

b) OpPraHM3ytoT JOKYMEHTbI TakuM 06pa3oM, YTO6bl OTpaxaTb NPOLEecChl AeATe/IbHOCTY;

C) 3alMLLALT OKYMEHTbI OT HECaHKLIMOHNPOBAHHOTO U3MEHEHUSA, U3BATUA WU YHUHTOXEHNS;

d) B COOTBETCTBUW C YCTAHOB/IEHHbIMW MpaBunamm hyHKLUNOHMPYIOT B Ka4ecTBe OCHOBHOMO WCTOYHMKA
MHhOpMaLMK B OTHOLEHUN AelCTBNIA, 3ahMKCUPOBAaHHbIX B JOKYMEHTax;

e) obecneunBaloT nNpu HEO6XOAMMOCTN [OCTYN KO BCEM [JOKyMEHTaMm;

f) dhukcupyloT MHGOpMauMio 0 Noucke, UCMO/Ib30BaHUM W PasMELLEHUN JOKYMEHTOB, KOTOPbIMW OHW
ynpaBsnsioT;

[l) cNoco6HbI HEMPEpPbLIBHO paboTaTh B COOTBETCTBUN C YCTAHOBJIEHHBIMU NpaBuIaMu.

HaziexHble JOKyMeHTHbIe CUCTEMbI MO3BOJISIIOT HEMPEePbIBHO BECTW [EATE/IbHOCTb U YNPaB/siTh pUcka-
Mu.

2.3.3.3 3awmueHHocTb (6e3onacHocTb)

3aluiieHHble JoKYMEHTHble CUCTEMbI MPUMEHSII0T COOTBETCTBYIOLME CpPeACTBa KOHTPOAS, KOTopble
npesoTBpaLLaloT HeCaHKLMOHUPOBaHHbIE AeicTBUS (JOCTYMN, YHUUTOXEHWNE, U3MEHEHWE UMW NepemMelleHne
[IOKYMeHTOB). 3allyMllieHHble [0KyMEHTHbIE CUCTEMbl NOALEPXMBAIOT NOAOTYUETHOCTb OpraHn3auum v ynpas-
NleHne puckamu.

2.3.3.4 CooTBeTcTBUE TpEGOBAHUAM

CooTseTcTBylOWME TPe60BaAHNAM [AOKYMEHTHbIE CUCTEMbl — 3TO CUCTEMbl, KOTOpble MOryT 6biTb Ha-
CTPOEeHbI f/151 BbINO/IHEHNSI BCEX TPeGOBaHWA, BO3HUKAIOLLMX B NPOLIECCe OCYLLECTB/IEHUSA TeKyLLel AeaTenb-
HOCTU, OXUAaHUIt 3anHTepecoBaHHbIX CTOPOH W Tpe6oBaHuii HopMaTUBHOI cpefpl, B paMKkax KOTOpOiA opraHu-
3aLMs OCYLLECTB/ISIET CBOI [eSATE/IbHOCTb.

CucTeMbl MOTyT 6bITb MPOBEPEHbI HA UX COOTBETCTBME YCTAHOB/IEHHbIM TPe6OBaHNAM B Lie/six coxpa-
HeHua 1 ynydwenns CY/[. [lokyMeHTHble CUCTeMbI, KOTOPbIE COOTBETCTBYIOT OnpejesieHHbIM Tpe6oBaHusaM,
obecneynBaloT NoAOTYETHOCTb OPraHN3aLun, Hajnexallee yrnpas/ieHe el 1 ynpasrieHne puckamu.



3C HTW "Texakcnept"

FOCT P UCO 30300—2015

2.3.3.5 KomnnekcHocTb

KomnnekcHble JOKYMEHTHblE CUCTEMbI YNpasasloT JOKyMeHTaMu, CO3jaloWuMNUCs B pesynbTaTe ocCy-
LLlecTB/IEHNS BCEX BUAOB [EATE/IbHOCT OpraHv3aLluy, rpynmnbl opraHusauuii unu noapasaeneHunii opraHunsa-
LMK, B KOTOPbIX OHU UCMOJIb3YOTCA. KOMMJIEKCHbIE JOKYMEHTHbIE CUCTEMbI 06ECNEeUMBaIOT Pe3y/IbTaTUBHOCTL
1 3 (heKTUBHOCTb BEAEHUS AEATENbHOCTU.

2.3.3.6 CuctemHoCTb

Mpoueccbl co3aaHus 1 ynpasneHust 4OKYMeHTamy B NpoLecce NpoekTpPOBaHNA U hyHKLMOHMPOBaHUSA
[LOKYMEHTHbBIX CUCTEM CUCTEMATU3NPYIOTCS B COOTBETCTBUW C MOSIMTUKON, pacnpefeneHneM oTBETCTBEHHOCTH
1 ohuuManbHO NPUHATON MeTogonorneil. 3To NO3BONAET BECTU [AeATeNIbHOCTb pe3y/bTaTuBHO W ynpasnsaThb
puckamu.

2.4 MpvHUMNbl NpuMeHeHns CYL

2.4.1 O6Lne NonoxeHusa

YcnewHoe BHegpeHne CY[] 0CHOBAHO Ha NpUHLUMNAX, U3N0XEHHbIX B 2.4.2—2.4.8.

2.4.2 OpvieHTauMs Ha NOTPE6UTENSA U MHble 3aMHTepPecoBaHHble CTOPOHbI

B pamkax CY/[], ycTaHaB/MBalOTCsi TPe60BaHUA K [JOKYMEHTHbIM CUCTEMaM, NO3BOMsAIOLME YA0BNETBO-
pATb Tekyline u 6yaylime noTpe6GHOCTI OpraHn3aLumm U UHbIX 3aMHTEPECOBaHHbIX CTOPOH.

2.4.3 PyKkoBOACTBO U NOAOTHETHOCTb

PykoBoAMTeNN OpraHn3auuy ycTaHaBIMBaKT Liefb, Hanpas/ieHne 1 AeiiCTBYIoLLMe HOPMbI KOpropaTuB-
HOI KynbTypbl, CO3/at0T YC/I0BUSI, B KOTOPbIX COTPYAHUKNA CTPEMATCA K NPUMEHEHUIO JTYULWUX NPakTUK yrnpas-
NeHUs JOKyMEeHTamu AN OCTWKEHUsI opraHu3aumeii ceovx Leneii u Tpe6oBaHuili Nog0THETHOCTU.

2.4.4 TlpuHATME pelleHnii Ha OCHOBE AOCTOBEPHOI MHdopMaumn

MpumeneHne CY/] no3sonsieT cos3gasarh, BBOAUTL B CUCTEMY W YNPaBaATh MH(OPMALMOHHBIMU aKkTUBa-
MM opraHmsauuu B hopMe OCTOBEPHbIX U ayTEHTUYHbIX OKYMEHTOB A/ o6ecneyeHus npolecca npuHATMs
B OpraHm3aluy peLleHnii, OCHOBaHHbIX Ha 0CTOBEPHOI MHhopmaLni.

2.4.5 BoBneyeHve COTPYAHNKOB

B cthepe ynpaBfieHusi JOKyMEHTamMy [O/KHA ObiTb YETKO pacrnpefiesieHa OTBETCTBEHHOCTb, a Takke
obecneyeHo oby4eHne BCex COTPYAHMKOB OpraHusaLuv, KoTopble CO3AaloT JOKYMEHTbI, YNPaBAsioT UMU Uan
UCMONb3YIOT NX. DTO OTHOCWTCS K KOHTpareHTam, UHbIM 3alHTepecoBaHHbIM CTOPOHAM, a Takke COTPYAHVKam
CTOPOHHMX OpraHu3aLuii, C KOTOPbIMUA Y OpraHn3aLn UMEeKTCs COBMECTHbIE ie/I0Bble MPOLECcChl 1 co3AatoT-
csi AOKyMeHTbI. MOHUMaHVe npoueccoB paboThbl C OKYMEHTaMU B paMkax BCEl opraHusaLluy ynyyliaeT ee
MHOPMaLMOHHYI0 6a3y 1 pe3y/bTaTUBHOCTb NPUHATUA PeLIeHNIA.

2.4.6 MpoueccHbIii noaxon,

AhheKTUBHOCTb [JeATENILHOCTM OpraH13aunn v ynpaeneHns AoKyMeHTaMu o6ecneunBaeTca npowecc-
HbIM MOJXOA0M K YNpaBfieHWo AesTeNIbHOCTbI0 OpraHn3aLmn, KoTopblii CBA3blIBaeT co3jaHne JOKYMEeHTOB C
[eATeNIbHOCTbIO.

2.4.7 CUCTEMHbI Noaxopa K ynpasieHuto

WHTerpaums ynpaeneHus AokyMeHTamn B ynpas/ieHne [esTe/IbHOCTbIO OpraHv3aluy B LUMPOKOM KOH-
TeKCTe CUCTEMbl YNpaBfieHUs BK/IOYAET aHanu3 TpeGoBaHWil 1 NNaHoB, a Takke BHeApeHWe, nepecmoTp n
ynyylleHne noauMTUkA 1 npoueayp B pamMkax BCeli opraHusaumm Ha NoCTOSIHHOM OCHOBE.

2.4.8 TocToOsIHHOE yNnyulleHne

B pesynbTaTe NOCTOSAAHHOTO MOHWTOPUHIA, aHann3a U HenpepbIBHOTO yNyylleHUs Bcell JesTenbHOCTU
CY/[l coBeplUeHCTBYeTCA U ynyyllaeTca oblias cuctema ynpas/ieHUs opraHn3aumvei.

2.5 TpoueccHblii noaxogd k CY[,

Bce opraHusaLum, He3aBUCUMO OT UX pasmMepa 1 xapakTepa AesTeNlbHOCTY, A0/KHbI ONpesenuTb 1 Npu-
MEeHATb COOTBETCTBYIOLWME paboune npoLecchl A5 JOCTMKEHUA NOCTaB/IEHHbIX Leneit n 3agay. Hactoswmii
cTaHzapT npuaaet 0co6oe 3Ha4YeHNe 0CO3HAHHOMY NMPUMEHEHWIO CUCTEMbI KO BCEM MpoLieccam opraHunsaLum
C TeM, 4To6bl BbIABUTbL 1 yNpaBnsaTh AMHAMWKOV NPOLLECCOB W UX B3aVMOCBSI3AMU.

MpoueccHblii nogxoa k CY/ npeanonaraet:

a) onpegeneHne TpebGOBaHWUA K AOKYMEHTaM, BK/IoYas TPeGOBaHWUS U OXUAAHUS 3aMHTEPECOBaHHbIX
CTOPOH, a TakxKe ycTaHOB/1eHNEe NOJINTUKU N uene|7| B o6nactu ynpas/ieHUAa AOKYMEeHTaMu;

b) BHEJpEHNE 1 NPUMEHeHNe CpPefCcTB YNpas/ieHUs K ynpasieHW0 OpraHn3aLnoHHbIMU puckamun B OT-
HOLWEHUN AOKYMEHTOB B cqjepe 06U4I/IX [OEN0BbIX PUCKOB OpraHusaynun;

C) MOHUTOPWHT 1 aHaNN3 [eATENbLHOCTU W adhdpekTuBHoCTN CY[;
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d) MOCTOSIHHOE YNyuLIeHNe, OCHOBAHHOE HA OGBEKTUBHOM U3MEPEHUN.

PUCYHOK 2 nokasblBaeT, kaknm 06pa3om B CY[] yuuTbiBalOTCA TPe60BaHUS 1 OXUAAHNS 3aNHTepecoBaH-
HbIX CTOPOH (NOTpe6UTeneit n yupesuTeneil) B OTHOLEHN YNPaBAEHUS 4OKYMEHTaMN, U Yepes Heo6XoaUMble
npouecchl NPeAcTaBnsAeT Ha BbIXOAE [OKYMEHTbI, KOTOPbIE OTBEYAIOT 3TUM TPEGOBAHUAM W OXMAAHUSM.

HacTosiwas Mogesib MOXeT 6biTb NPUMEHEHA B COOTBETCTBYIOLEM MacluTabe, B 3aBUCUMOCTY OT pas-
Mepa opraHu3auun. YpoBeHb JeTann3auum n cnoxHoctu CY[, a Takke 06beM UCMOo/b30BaHHbIX PECYPCOB
3aBUCUT OT Taknx (hakTopOB, Kak 061acTb AECTBUS CUCTEMbI, pa3Mep opraH13aLumn 1 xapakTep ee AedTeb-
HOCTU, NPOAYKLMM 1 yChyr.

2.6 Jingupylowas posib pyKoBoACTBa

BbiCluee pyKoBOACTBO HeCeT OTBETCTBEHHOCTb 3a ONpe/ile/IeHne Hanpas/ieHna passBuTUA opraHusaum
1 32 03HaKOMJIEHNE COTPYAHWKOB U 3aNHTEPEeCOBaHHbIX CTOPOH C NpuopuTeTaMn passutusa. ITO NOMOXeHne
nojpasymeBaeT ycTaHOB/IeH/Ee cO0TBeTCTBMA CY/] Tpe6oBaHMAM 1 LeNIaM OpraHu3anum, a Takke noHuMaHme
PUCKOB yNpasneHns [JOKYMEHTaMu, He OTBEYaIoLLEro YCTaHOB/IEHHbLIM Tpe6oBaHNAM.

MonnTuky ycTaHaB/iMBaeT BbiCLIEE PYKOBOACTBO A5 TOrO, YTO6bI:

a) obecneynTb HENPEPLIBHOCTL B paboTe opraHn3aumm:

b) 0o6ecneunTb NPUHATUE U BbINOSIHEHNE COTPYAHMKamn TpeboBaHuii CY/;

C) rapaHTUpoBaTh, YTO [}e/10Bble MPOLECChI ABNSIOTCA NPO3PAUYHLIMU 1 KOMMIEKCHBIMY;

d) y6eauTs yupeauTeneii, COBeT ANPEKTOPOB, /UL, OKa3biBAKLINX BIUSHAE Ha OpraHn3auuio, ayamuro-
POB 1 MHble 3aMHTepecoBaHHble CTOPOHbI, YTO ynpaBneHne [OKYMEHTaMU OCYLeCTBNAETCA Haanexalium
ob6pasom.

PucyHok 2 — Cxema: cTpykTypa CY[
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Bnaropaps athhekTMBHOMY ynpaBieHnio 1 NoJoTYETHOCTU BbiCLLIEe PYKOBOACTBO CO3jaeT YCNoBUS, B
KoTopbix CY[] MoxeT paboTaTb pe3y/bTaTuBHO. BbiCluee pyKOBOACTBO MCMO/b3YeT MPUHLWMLI NMPUMEHEeHUA
CY[ (cm. 2.4) B KauecTBe OCHOBbI /151 ONPeeNeHNa CBOVNX AeWCTBUA B LIENax:

1) ycTaHoBNEHUs, NojAepxaHus, coaelicTBIs NPOBEAEHUIO NOSMTUKA U Leneli B 061acTu ynpaBneHus
[LOKyMEHTaMM A/151 /Ty4LIEro NMOHMMaHWA paGoTHUKaMM yCTaHOB/IEHHbIX TPe6GOBaHWIA:

2) obecrnieyeHnst pacnpefesnieHnsi, 3akpernsieHuss OTBEeTCTBEHHOCTM W Ae/lerupoBaHus MosIHOMoYMiA no
ynpas/ieHNI0 JOKyMeHTamMn B OpraHusaLum;

3) obecneyeHns rapaHTum Toro, 4to adpekTnBHaA u pesynbtatuBHas CY[, paspaboTtaHa, BHefpeHa n
coxpaHsieTcs A1 AOCTUXEeHUS Lieneii opraHusalmm;

4) obecneyeHnst JOCTYNHOCTU HEOBXOANMbIX PECYPCOB, B TOM YWC/IE YENTOBEYECKUX, /11 COXPAHEHUS U
nogaepxanusa Cy[,;

5) perynsipHoro aHanusa CY[;

6) coBeplUeHNs AeiicTBUMIA NO yny4leHuio CY/,.

2.7 B3anmoOCBA3b C MHbIMU CUCTEMaMU MEHeMKMeHTa

CucTeMbl ynpasiieHns Hanpas/ieHbl Ha 4OCTUXEHWE pe3y/bTaToB U ynpaB/ieHne puckamun ans AocTuxe-
HUA AeNoBbIX ueneﬁ, YAO0BNEeTBOpPEeHNA TpeﬁOBaHI/II7I noAoTYEeTHOCTN n O)KI/I,IJ'aHI/IIZ 3anHTepecoBaHHbIX CTOPOH.

WHTerpauus CY[ B 06Lyylo CUCTEMY YNpaB/IeHUs OpraHu3almeil ocyLLecTBAsSIETCS B LeNsX:

a) oNTUMM3aLUM NPOLLECCOB U PECYPCOB MyTEM WHTErpaLuv JOKYMEHTHbIX NPOLECCOB U BUAO0B AeATeNb-
HOCTH;

b) NOAAEPXKKN NPUHATUA PELLEHUIA, OCHOBAHHOTO Ha AOCTOBEPHOI MHhopmauuu;

c) obecneyeHnss COBMECTUMOCTU CUCTEM MEHEKMEHTA;

d) cooTBeTCTBUA YCTAHOBNEHHbIM TPE6OBaAHMAM U NPefoCTaBNeHNsa Aoka3aTeNbCTB 3TOrO.

BHeapeHue cTanaapToB Ha CY[l NOMOXET OpraHn3aLusm B JOCTWKEHUN LeNei U UHbIX CUCTEM MeHes-
XXMeHTa. 3TO BO3MOXHO 6nar0,qapﬂ TOMY, 4TO:

1) B pamkax CUCTeMbI MEHEZXMEHTa 06ecneynBaeTCcs Co3faHune, ynpasneHue 1 4octyn K opuumanibHoi
1 HafeXHol nHhopmauum, a Takke o6ecneunBaloTcst JokasaTeibCTBa OCYyLLEeCTB/IEHHO AeATeNbHOCTN B Te-
YeHue yCTaHOB/IEHHOTO Nepuoja BpemMeHu (Cpoka XpaHeHus);

2) NpUMeHseTcs cucTemMaTudecknii 1 BepuduLMpyeMblii NOAX0[, K yNpasieHNo JOKyMEHTaMmn 1 [OKy-
MeHTaynoOHHbIMU npoueccamMu, CBA3aHHbIMU C AEATE/IbHOCTbIO NHbIX CUCTEM MEHEeMKMEHTa;

3) ycTaHaB/IMBAETCS OCHOBA [ OLLEHKN [OKYMEHTOB, [JOKYMEHTALMOHHbIX MPOLLECCOB U NPaKTUYeCcKoi
AEATE/IbHOCTU B paMKax UHbIX CUCTEM MEHEMKMEHTa;

4) obecneymBaeTca cofeicTBue NOCTOSHHOMY Y/yULLIEHWUI0 paboTbl OpraHM3auum Npym NOMOLLU NHTErpu-
POBaHHbIX CUICTEM MEHEMKMEeHTa.

WHTerpauus CY[, n Tpe6oBaHuii ynpaBneH4Yeckux, Npou3BOACTBEHHbBIX, KOHTPOIMPYIOLLMX U aBTOMATH-
31POBaHHbIX CUCTEM MO3BOMAET CO3AaTb CTPYKTYPY, KOTopas o6GecrneunsaeT yA0B/IeTBOPEHNe NOTPeGHOCTe
nonb3oBareneli U Ka4ecTBO NPOAYKLMN.

3 TepMuHbI 1 onpeaeneHus
B HacTosweM cTaHaapTe NPUMEHeHb! Criefyolme TEPMUHbI C COOTBETCTBYIOLWUMI ONpeeneHuamMu:

3.1 TepMUHbI, OTHOCALMECS K [JOKYMEeHTam

3.1.1 apxuB(bl) (archive(s): [lokyMeHTbI NOCTOSHHOTO CPOKa XpaHeHUs, COXpaHsieMble A5 A/IUTeNbHOro
1CNONb30BaHMS.

MpumeyaHusn

1 ApxuB MOXeT NpeACTaB/IsATL COBO MECTO, e XPaHATCA U AOCTYNHbI /N1Sl M0/b30BaHUS aPXUBHBIE [OKYMEHTbI.
Takke HasblBaIOT apXUBOXPAHWULLEM.

2 ApX1B MOXeET Npe/ACTaB/sTh COBGOI OpraHn3aLnio UK KOMMLIOTEPHYID NporpamMmMy, KOTopble 06ecrneunBatoT oT6op
[IOKYMEHTOB Ha XpaHeH1e, KOMIIEKTOBaHME 1 06ecreyeHe COXPaHHOCTM apXMBHOTO thoHAa, NpefjoCTaB/IeHme OCTyna K
apXVBHbIM [JOKYMEHTaM. VIHOTa 1X Takke Ha3blBalOT apXMUBHbLIM YUPEXAEHUEM W apXVUBHOM NPOrpamMMOii.
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3.1.2
aKTVBbI (asset): Bce, 4TO UMEET LEHHOCTb A5 OpraHm3auuu.
MpumeyaHune — CyulecTByeT MHOrO BU/0B aKTMBOB, & UMEHHO:
a) UHdopmaLms:
6) NnporpaMMHoe obecrneyeHne, Takoe Kak KOMNbTepHasi Nporpamma;
B) MaTepuasnbHble akTUBbI, Takne Kak KOMMboTep;
r) ycnyru;
[l) PaGOTHUKM, & TakKe UX KBaMUKaLMs, HaBbIKW W OMbIT;
€) HemaTepuasibHble LLeHHOCTU, Takve Kak penyTauvsi U NpecTux.

[MCO/M3K 27000:2009, ctaTbs 2.3]
3.1.3
AOKYyMeHTMpoBaHHan nHopmaumsa (document): 3anncaHHas WHopMaLmns 1 HocuTeNb, KOTopble
paccmaTtpuBaloTcs kak euHoe Lesioe.
[MCO 15489-1:2001, ctatba 3.10]
3.14
AokymeHTauma (documentation): CoBOKYNHOCTb 06bEKTOB JOKYMEHTUPOBAHHOI WHhopmaLmuu, onu-
CbIBAOLLMX AEWCTBUSA, UHCTPYKLMW, peLleHns, npoueaypbl U AefoBble Npasu/ia, OTHOCSLLMECS K onpeje-
NEeHHON (hyHKLMW, Npoueccy Wnv AeNoBoii onepaunn.
[MCOITO 26122:2008, cTatba 3.1]

3.1.5 pokasatenbCcTBO (evidence): [lokymeHTauus o fe/1I0BOW onepauuu.

MpumeyaHue — [JokyMeHTa/IbHOE NOATBEPXAEHUE COBEPLUEHWS AB/OBOI OMnepauum, Co3faHHoe Npu 06bIy-
HbIX YC/IOBUSAX BEIEHNSA AeATENLHOCTN U ABNAIOWEECs LIeNOCTHBIM (HENOBPEXAEHHbLIM) 1 NOMHBIM. STOT TEPMUH NpUMe-
HAETCH He TOMbKO B OPUANYECKOM CMbICIe.

3.1.6

meTagaHHble (Metadata): [laHHble, ONUCbIBAIOLLME KOHTEKCT, COAEPXaHWe, CTPYKTYPY [AOKYMEHTOB U
NpOLECCOB yNpas/iEHNs UMW BO BPEMEHU.
[MCO 15489-1:2001, cratbsa 3.12]

3.1.7 pokymeHT(bl) (record(s)l: [lokymeHTMpoOBaHHas MHopmaumsa, co3faHHas, nonyyeHHas u coxpa-
HAemasl opraHusaLmeii Unn YacTHbIM INLLOM B KaYecTBe [okasaTe/bCTBa W aKTWBa OpraHn3aLum uam 4acTHo-
ro Mua ANa NoATBEPXAEHUS NPaBOBbIX 0643aTeNbCTB UK ONpeAesieHHOR AeATenbHOCTH.

MpumeyaHuns

1 ApantuposaHo n3 MICO 15489-1:2001, crartbs 3.15.

2 TepMUH «[0Ka3aTeNlbCTBO» UMEET He TO/IbKO topuaundeckoe 3HaveHne (cm. 3.1.5).

3 MpumMeHseTcs K MHchopMaumy Ha Nlo6oM HocuTene, B NGOl hopme nnm hopmare.

3.2 TepMWHbI, OTHOCALWMECA K yrpaB/IeHNIO
3.2.1

nofoTyeTHoCTb (accountability): MpuHUMN, B COOTBETCTBUM C KOTOPbLIM YACTHbIE NNLA, OPraHu3aLmm
1 06LLEeCTBO OTBETCTBEHHbI 3a CBOW AelCTBUS, NOATBEPXAEHUS KOTOPLIX MOTYT 6bITb BOCTPe6GyeMbl 3anH-
TepecoBaHHbIMK cTopoHamu [ICO 15489-1:2001, ctatbs 3.2]

3.2.2

HecooTBeTcTBME (nonconformity): HeBbiNnonHeHWe TpeboBaHus.
[HCO/TMB/TAG13 — JTCG, ctaTbsa T.3.6]

B AaHHOM 3HaueHUM TepMUH record(s) UCMoNb3yeTcsi B Chepe YnpasneHns 40KyYMEHTaMu.
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3.2.3
opraHu3auws (organization): YacTHoe NuLO vUnu rpynna smu, Y KOTOPbIX eCTb onpeAeneHHbIe tyHK-
umn n 06RSHHHOCTVI, NO/THOMOYMA N B3aUMOOTHOLWEHUA ANA OOCTVMXXEHUA UMN CBOUX u,ene|7|.

MpumeyaHne — KOHLENUWSA OpraHn3aLyi BKIOYAET, HO HE OrPaHNYMBAETCS TOMbKO TOPTOBbLIM MapTHEPOM,
KOMnaHveii, kopnopauyeii, thvpMoii, NpeanpUATMEM, MHANBUAYaNbHBIM NPeAnpUHAMAaTENeM, TOBAPULLECTBOM, 6raro-
TBOPWTE/NLHOI OpraHn3aunein Wan yupexaeHuemM Wan KOMGUHALMER 3TUX hopM, 3aperrcTpupoBaHHbIX MGO HET B
KauyecTBe KopropaLluii, rocyapCTBEHHON NN YacTHOW hopMbl COGCTBEHHOCTW.

[WCO/TMBITAG13 — JTCG, crtatba T.1.1]

3.2.4 nonnTuka ynpasneHnsa gokyMmeHTamm (records policy): OdmunanbHo copMynnpoBaHHble Bbic-
UMM PYKOBOACTBOM HamepeHWs 1 Hanpas/IeHNsa AeATeNbHOCTU OpraHm3auun B OTHOLLIEHWM CUCTEM ynpasne-
HWA [OKyMEHTamMu.
3.25
BbiClLee PyKOBO/CTBO (top management): /Inyo wau rpynna avu, 3ajalolux HanpasieHue aes-
TENbHOCTU OpraHM3auun 1 ynpasnsoWyX el Ha BbiCLLEM YPOBHE.
Mpumevyanuns
1 BbiClIee pyKOBOACTBO UMEET NpaBo pacnpefesaTh NofIHOMOUYUA U pecypcbl B OpraHusaLmu.
2 OpraHusauus MoXeT 6biTb OrpaHuyeHa cpepoit BHepeHNs CUCTEMbI MEHEMKMEHTA.

[NCO/TMBITAG13 — JTCG, cTatba T.1.5]

3.3 TepMuHbI, OTHOCSILLMECS K MpoLeccam ynpasieHust 4OKyMeHTamMmn
331

focTyn (access): MpaBo, BO3MOXHOCTb, CPEACTBA A5 NOUCKA, UCMOML30BAHNS WU U3BIEUEHNS WH-
hopmaumu.
[MCO 15489-1:2001, ctaTbsa 3.1]

3.3.2
knaccudukaums (classification): Cuctematuyeckan naeHTUukaLys 1 ynopsigoueHe LenoBoii ge-
ATENbHOCTU U (MNN) JOKYMEHTOB MO KATErOPUAM B COOTBETCTBUM C /TOTMYECKN CTPYKTYPUPOBAHHBLIM Nopsaa-
KOM, MeTogamu 1 npoueaypHeiMn npasuiamu, npeacrtaB/ieHHbIMU B KﬂaCCVI[bVIKaLU/IOHHOﬁ cxeme.
[MCO 15489-1:2001, ctatba 3.5]

3.3.3 KoHBepTauma (kKoHBepTupoBaHue) (conversion): MNpouecc nepemeLeHns JOKYMEHTOB 13 OAHOI0
chopmata B Apyroii.

Mpumep — CKaHMpOBaHVe AOKYMEHTOB Ha GYMaXHbIX HOCUTeNAX 415 CO3AaHNs UX LG POBbIX Konwii (B
topmaTax TIFF, JPEG u ap.), nepeBof AoKyMeHT 0B 13 chopmaTa Word B chopmaT PDF, 13 chopmaTa TEKCTO-
Boro cpaiina UNIX B chbopmaT TekcToBOro ¢aiina Microsoft (Windows), nepesog chaiinos MSWord us sepcun 1
B BEPCUIO 2.

3.3.4 yHnuTOXeHue (destruction): Mpouecc yHUUTOXEHUA WK yaaneHus AoKyMeHTOB 6e3 Kakoii-nm6o
BO3MOXHOCT/ BOCCTAHOBJIEHMS.

MpumevyaHune — ApgantuposaHo u3 NCO 15489-1:2001, ctaTbs 3.8.
3.35
ot6op n nepepaya (disposition): COBOKYNHOCTb MPOLECCOB, BKIHOYAIOLMX IKCNEPTU3Y LEHHOCTU,

oT60p, Nepefiady Ha XpaHeHWe WM YHUUTOXEHWE [OKYMEHTOB, OCYLLECTB/ISIEMbIX B COOTBETCTBUN C HOP-
MaTWBHbIMU OKYMEHTaMU.

[MCO 15489-1:2001, ctatba 3.9]

3.3.6 gokymeHTupoBaTtb (document): 3anucbiBaTtb, NpuAaaBaTe KOHKPETHYIO DOPMY WAN KOMMEHTUPO-
BaTb (CHabXaTb NpUMeYaHUAMU) NS BO3MOXHOCTW NOC/EAyOLLEro BOCNPON3BEAeHUS.

3.3.7 uHgekcmpoBaHue (indexing): MpocTaBneHre ycroBHbIX 0603HA4YEHUI 4151 COCTaB/IeHUs ykasaTte-
neii B LUensx ynpoLyeHus Aoctyna K AOKyMeHTaM.

MpumevyaHune — AgantuposaHo u3 NCO 15489 — 1:2001, ctatba 3.11.
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3.3.8 murpaums (Migration): Mpouecc nepemelleHns OKYMEHTOB U3 OAHOI annapaTHoii uin nporpamm-
HOVA KOHChMrypauuu B Apyrylo 6e3 nsmMeHeHust popmara.
Mpumep — TMepemelleHne CBeAEHNI C MArHWTHOMO ANCKA HA MarHUTHYIO NEHTY, NepemellieHve 6a3 JaH-
HbIX U3 CYB/] Oracle B CYB/[] SQL Server (cMm. 3.3.3 Ana nocneaytoLero Ucnosib3oBaHns).
3.3.9 obecneueHne coxpaHHOCTK (preservation): Mpouecckl 1 onepauyun no 06ecneyeHnio CoxpaHHo-
CTV JOKYMEHTOB B TeUEHNE BPEMEHN (CPOKOB XpaHeHus).
MpumevaHne — AganTuposaHo n3 CO 15489-1:2001, ctatbs 3.14.
3.3.10
peructpauus (registration): MpucBoeHne AOKYMEHTY YHUKANbHOTO WAEHTUHMKALMOHHOTO HOMepa
npu ero BBOAE B CUCTEMY.
[MCO 15489-1:2001, ctatba 3.18]

3311

npocnexnsaeMocTb fOKyMeHToo6opoTa (tracking): Co3gaHue, BKIIOYEHNE B CUCTEMY U COXpaHe-
Hne VIH(,bOpMaU'I/II/I 0 ABWXEHUN 1 NCNoJSIb30BaHNUN [OKYMEHTOB.

[MCO 15489-1:2001, ctaTbsa 3.19]

3.3.12 nepemelueHue (transfer): i3ameHeHne cnocoba WM MecTa XpaHeHWs AOKYMEHTOB MW npasa
CO6GCTBEHHOCTU Ha HUX.

MpumeyaHus

1 MoxeT BK/llo4aTh NnepemelleHne JOKyMEHTOB U3 OHOTO MecTa B [jpyroe.

2 ApanTtupoBaHo 13 MCO 15489-1:2001, ctartba 3.20 u 3.21.

3.4 TepMuHbI, oTHOCALWMECA K CY/[

341
cuctema ynpassieHust (management system): COBOKYNHOCTb B3aWMOCBSA3aHHbIX 1 B3aMMOAEWCTBY-
OLLMX 3/1IEMEHTOB OpraHM3auun A1 YCTAaHOBNEHWUS NOMWUTUKWA OpraHn3aluu u Leneid, a Takke npoLeccos
ANA VX AOCTUXEHNA.

MpumeyaHuns

1 Cuctema ynpassieHUa MOXeT OTHOCUTLCA K O4HOMY W/ HECKO/IbKUM o6bekTam.

2 3nemeHTbl CUCTeMbl BKIOYAIOT OPraHU3aLMoHHy0 CTPYKTYPY, (hYHKLMM 1 pacnpejBrieHne OTBETCTBEHHOCTH,
nnaHnpoBaHne, (hyHKUMOHMPOBaHME W fp.

3 O6nacTb AeiCTBUS CUCTEMbI YNPABEHNSt MOXET PaclpoCTPaHATLCSA Ha BCIO OpraH13aumio, onpeaeneHHsIe 1
NAeHTUNLMPOBaHHbIE (DYHKLMW OpraHusauuu, onpejesneHHble u UAeHTUhULMPOBaHHbIe NoApasaeneHns opraHusa-
Lnn UM Ha ofHy unu 6onee chyHKUMIA B pamKax rpynnbl OpraHusauuil.

[HCO/TMB/TAG13 — JTCG, cTtaTba T2.1]

3.4.2 cuctema ynpasrneHus gokymeHtamu (CY[) (management system for records): Cucrema ynpas-
JIeHWsi, BbIMOJIHAOLLAS B OPraHn3alny pykoBOASLLME N KOHTPO/bHbIE (DYHKLMU B OTHOLLEHWUW [JOKYMEHTOB.
343

ynpaBneHve JoKymeHTamu (records management): O6nactb MeHemkMeHTa, obecneuuBaiolas
athhekTMBHOE 1 CMCTEMATUYECKOE CO3JaHne, NoslyYeHrne, CoXxpaHeHne, UCNONb3oBaHne, nepeaady Ha ap-
XMBHOE XpPaHeHWe WK YHUUTOXEHWE AOKYMEHTOB, B TOM YMC/e BK/IOYEHNEe JOKYMEHTOB B CUCTEMY U CO-
XpaHeHue UHgopMaLmMn 0 AeATeNbHOCTY 1 onepaLusix.

[MCO 15489-1:2001, ctaTbsa 3.16]

3.4.4 fokymeHTHas cuctema (records system): ViHchopmauoHHas cuctema, obecneynsaiollas ynpas-
JleHne JOKyMEHTaMN 1 JOCTYN K HUM B TeYeHne YCTaHOBNEHHOMO Nepuoja BpemMeHu.

MpumeyaHne — AganTupoBaHHoe n3 NCO 15489-1:2001, ctaTbsa 3.17.

345
cuctemMa (system): COBOKYNHOCTb B3aMOCBSA3aHHbIX U B3aMMOAENCTBYIOLUX 3/IEMEHTOB.
[MCO 9000:2005, cratba 3.2.1]
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Mpunoxexve A
(cnpaBoyHOe)

MeTogonorus, Ncnonb3oBaHHas Npy pa3paboTke croBaps

Al O6lme NonoxeHuns

YHuBepcanbHOCTb NpUMEHEHNA cTaHaapTos Ha CY/, TpebyeT UCnonb3oBaHus:

a) TEXHNYECKOro onucaHns 6e3 NCNoNb30BaHNA CMEeLManbHOr0 TeXHUYECKOro A3blka;

b) COrNacoBaHHOTO 1 rapMOHN3NPOBAHHOTO CNOBaps, KOTOPbIV Nerko BOCNPUHUMAEM NOTEHLMaIbHLIMU M0/1b30Ba-
Tensmu ctaHgapTtos CY/.

MoHATUA cBS3aHbl Mexay coboii, N aHann3 B3auMOoCBs3el NOHATUIA B 061aCT CUCTeM ynpas/ieHNs AOKYMEHTamm,
a TaKkxke ux rpynnupoeka B euHble CUCTEMbI MOHATWIA ABNSOTCA I'Ipe,qI'IOCbIﬂKOVI paspaﬁorkm cornacosaHHOro cnosaps.
Mpu paspaboTke croBaps, NpefCcTaB/IEHHOrO B HACTOALLEM CTaHAapTe, NPoBeAeH Takoii aHanus. B npouecce cospaHus
cnosaps paspaboTaHbl AuarpaMmbl MOHATUIA, NpefcTaBneHHble B A.3. OHU MOryT GbiTb NOME3Hbl B UHCHOPMALMOHHOM
OTHOLUEeHUN.

A2 B3ayMOCB$I3b MOHATUIA 1 UX rpacpruyeckoe npescTaB/ieHve

CyLLECTBYHT YeTbIpe rNaBHble (POPMbl B3aMMOCBS3eil MOHATAI, OTPAKEHHBIX B HACTOSILLEM MPUIOXEHUN B COOT-
BeTcTBUM ¢ ICO 704:2009 ¢ ccbinkoii Ha MCO 9000:2005 1 GB-T 19100—2003 (Kutaii):

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

b) 0AHOCTOPOHHAA (GB-T 19100-2003, A.2.2.2 co cTpesikamm),

C) napTuTMBHaA cBs3b (MCO 704:2009, 5.5.2.3 n MCO 9000:2005, A.3.3 6e3 CTpesnok),

d) pogosugosas (MCO 704:2009, 5.5.2.2 n UICO 9000:2005, A.3.2 6e3 CTPesnok).

A.3 [narpaMmbI NOHSITU

CxeMmbl A.3.1—A.3.4 (pucyHkn A.3.1—A.3.4) nokasblBaloT Auarpammbl MOHATUIA, HA OCHOBAHUM KOTOPLIX B pasgene
3 TemaTuyeckn CrpynnupoBaHbl TEPMUHBI 1 UX ONpeeneHus.

Tak Kak TEpPMUHBI NPUBOASATCA GE3 KaKMX-/TMGO OTHOCALMXCS K HAM MOSICHEHWIA, PEKOMeH/J0BaHO obpalaTbes K pas-
feny 3 Ans nony4eHns Nofpo6HbIX Pa3bACHEHWI N0 3TUM d/1EMEHTaM.

JOKyMEHMVIpOB aHHas
vHdopmauus (3.1.3) < - > pokymeHTaums (3.1.4.)

PucyHok A.3.1 — Cxema: NOHATWA, OTHOCALMECS K JoKyMeHTam (3.1)

10
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cpram3sauunsa (3.2.3)

J i
nracTye'Hoc-b HECOOTBETCTBME
(3.2.1) 322
\% \%
BbICLUee ronMTuKa ynpaBneHus
pykoBoAcTBO (3 2.5) AOKynbTamu (3.2.4)

PucyHok A.3.2 — CxeMma: NOHATUSA, OTHOCALLMECS K ynpassieHnio (3.2)

*[IOKyMeHT (3.3.6)

KknaccutpukammnH (3.3.2)

(3.3.10)
M HAekcauHy (3.3.7)
rpocneiBaemMccTb poctyn (3.3.1)
A, 0KyMeHTOCc 6opcTa
(3.3.11)

yHUuTOXEHWE (3.3.4)

nepemeuieHue (3.3.12)
Kouse'nagun,
(koHBepTupoBaHue) (3.3.3)

murpaums (3.1.8)

A.3.3 O4HOCTOPOHHSASA
cBA3b

PucyHok A.3.3 — Cxema: NoHATUSA, OTHOCSLMECS K MpoLeccam ynpas/ieHust fokymeHnTamu (3.3)
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12

cuctema [3U1

cucTema ynpasneHus (3U.11

cucTemMa ynpasieHus

AokymeHTamu (3,4.2°
yi,paBHeHve po~meyTamn (31.3)

A0 .yMeHT nas cuctema (3NH}

Aj.4
napTVITVIBHaFI CBA3b

PucyHok A.3.4 — Cxema: NOHATHS, OTHOCALLMECS K CUCTEMAaM ynpasfeHus fokymeHTamm (3.4)
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AndaBuUTHbIN yKasaTenb

apxuBbl
aKTVBbI

BbIClLLee PyKOBOACTBO

AoKasaTtes1 bCTBO
A0KyMEHTMpOBaHHas UHgopmaums
AOKYMeHT(bl)

AOKyMeHTauus

[OKyMeHTupoBaTtb (r/n.)
[OKYMeHTOo06opoT

AOKYMeHTHasi cuctema

poctyn

MHJEeKcMpoBaHue

knaccudmkauyma

KOHBepTauus

MeTafaHHble

murpaums

HecooTBeTCTBME

o6ecrneyeHne CoXpaHHOCTH
opraHusauus

ot6op 1 nepegaya

nepemetleHune

nooTY4ETHOCTb

nosnTMKa B 061acTu JOKYMEHTOB
perucTpayus

cuctema

cuctema ynpassieHus

cucTemMa ynpaB/ieHVUs OKyMeHTamu
YHUUTOXeHVE

ynpas/ieHe fOKYMeHTamu
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343
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