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[lpeagucnoBue

Llenn 1 npuHumMnel cTaHgapTusaunm B Poccunckon ®egepauum yctaHoeneHsl PegepanbHbIM 3aKOHOM
oT 27 aekabpsa 2002 r. Ne 184-P3 «O TeXHNYeCKoM perynmpoBaHn», a npasuna npuMeHeHUs HaunoHanbHbIX
ctaHaapToB Poccunckon ®egepaummn — FrOCT P 1.0—2004 «CTtaHaapTnsaumna B Poccunckon Pegepadini.
OCHOBHbIE NONOXEHUA»

CBeaeHUA o0 cTaHpapTe

1 NOAIrOTOBIIEH lNocygapcTtBeHHBIM yupexageHnem «Bcepoccnnckmid HayydHO-UccneaoBaTeNnbCKUN
MHCTUTYT OOKYMeHToBedeHUA 1 apxmueHoro gena» («BHUAWOAL») Ha oCHOBe ayTeHTUYHOro nepesoaa Mexay-
HapoaHoro ctaHgapTta, BeinonHeHHoro «BHUAOAL», ykaszaHHOro B nyHkTe 4

2 BHECEH TexHun4yeckum komuteTom no ctadHgaptusaumm TK 191 «Hay4dHo-TexHudeckada MHgopmMauung,
bMBbNMoTEYHOE U N3JaTeNbCcKoe Aerno»

3 YTBEP>XOEH W BBEEH B AEVNCTBWE Mpukazom deaepansHOro areHTcTea no TEXHUYECKOMY pe-
rynupoBaHuio U metponorn ot 13 Hoabpa 2008 r. Ne 310-cT

4 HacTtodawun ctaHgapT naeHTudeH mexayHapoaHomy ctaHgapty NCO 23081-1:2006 «MHpopmaumsa u
aokymeHTauumd. lNpoueccohl ynpasneHua aokymeHTam. MetagaHHbele ansa gokymeHToB. HacTte 1. [NpuHUUnBI
(1ISO 23081-1: 2006 «Information and documentation — Records management processes — Metadata for
records — Part 1. Principles»).

[1on NnpMeHeHU HacTodALWero ctaHgapTa pekoMmeHayeTCa UCNoNb30BaTh BMECTO CChINTOYHbIX MeXayHa-
POAHLIX CTaHOAPTOB COOTBETCTBYOLWME UM HaUMoHanNbHble cTaHgapTel Poccunckon ®egepaunmn, ceegeHna o
KOTOPLIX NpUBeaeHbl B NPUNOXeHUN A

5 BBEAEH BI'NEPBbIE

VIHgbopmauuss ob UMeHeHUSsIX K HacmosuwemMy cmaHoapmy rnybrnukyemcs 8 eXXxe200H0 u3dasaeMoM UH-
opmMallIOHHOM yKa3zamene «HalyuoHanbHbie cmaHfapmbil», a meKkcm U3MeHeHUU U rNornpasoKk — 8 exemMe-
CSYHO U30asaeMbiX UHGhbopMallUOHHBIX yKa3zamersax «HauuoHaneHbie cmaHoapmebi». B cniy4dae rnepecmompa
(3aMeHbl) U OMMeHbI Hacmosauw,e2o cmaHoapma coomseemcemeyroujee yeseoomMmrieHue byoem orybriukosaHo
8 EXEeMECSYHO u30asaeMoM yKalamerne «HayuoHanbHbie cmaHOapmbiy. Coomeemcemeyrowas UHopMa-
UUS, yeeOoMIIeHUEe U meKcm pasMeliaromecss makxe 8 UHOpMaUUOHHOU cucmeme obuiea2o rnofb308a-
HUST — Ha oquyuanbHOM calme @eoepallbHo20 az2eHmcmea [0 MEexXHUYECKOMYy pezayruposaHuro U
Mempornozauu 8 cemu MIHmepHem
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BBegoeHue

Hactosawmnm ctTaHgapT ycTaHaBMBaeT OCHOBLI AN co3gaHus, ynpaBleHUa U UCNONb30oBaHUA MeTadaH-
HbIX 00 ynpaBneHnn AoOKYMeHTaMun, a Takke 00bACHAET NPUHLUMBI, NeXallue B OCHOBE ynpaBneHUs UMN.

HacTtosawmn ctaHaapT sIBNSIETCA PYKOBOACTBOM K MOHUMaHUIO U NPUMEHEHUIO MeTadaHHbIX B pamMKax
NCO 15489-1:2001 (R) «MHopmauna n gokymeHTauus. YnpasneHue sanmcsamn. Odmne nonoxeHusa». Hac-
TOALLMW CTAHAAPT NOAYEPKMBAET 3HAYMMOCTE MeTagaHHbIX 06 ynpaBneHUn AoKYMEeHTaMU B AENOBbLIX NPOLLeC-
cax W pasfMYHbIX pPonen 1M TUMNOB MeTadaHHbIX, NoadepXUBaloLWMX AOenoBble npoueccbl U npoLecchl
yrpaBneHnsa AOKYMEHTaMK, a Takke yCTaHaBNMMBAaET CTPYKTYPY ynpaBneHnusa sTUM1U MeTagaHHbIMM.

B UCO 23081-1:2006 BeaeHMe AenoBbIX onepaLunn TpakTyeTcs B LLUIMPOKOM CMbICIE, HE orpaHUYMnBasiChb
KOMMepYeckon AesATeNbHOCThLIO, a BKNOYAaET rocyaapcTBeHHOe ynpaBneHne, HekoMMmepyecke opraHsaLmn
N apyriue npeanpusaTus.

HacTtoqawun ctaHaapT He onpeaenaeT obsizaTenbHbIM ANs NpUMeHeHUs Habop MeTagaHHbIX 00 ynpaB-
NeHUN OKYMeHTaMu, NOCKONMbKY 3T MeTadaHHble byayT oTNnMYaTbCsl B 3aBUCUMOCTU OT TPpeboBaHUN 3aKOHO-
natensctBa. OAgHako STOT cTaHOapT coAepXWUT Habop OCHOBHLIX MeTadaHHbIX, COOTBETCTBYHOLLUN
TpeboBaHUaAM NCO 15489-1:2001.

MCO 23081 coCTOUT U3 HECKOMBLKMX YacTen nog oowmm HazsaHnem «MHdopmaumna n goKyMeHTaLus.
[Tpouecchl ynpaBneHna gokymeHtamn. MetagaHHble Anst AOKYMEHTOBY !

UacTtb 1. NpnHUMNbI

Stavactb MCO 23081 ycTaHaBnMBaeT OCHOBLI NS CO34aHUS, yripaBneHUs U NPUMeHeHUs MmeTaaaHHbIX
00 ynpaBneHUn AoKYMeHTaMu, a Takke ODBACHAET NPUHLUNGLI, KOTOPLIE YNPaBNAOT UMN.

UacTtn 2 n 3 coaepxart bonee nogpobHyo MHpopMaLUio n obecnevynBatoT NpakTuyeckoe pykoBOoACTBO NO
BHEAPEHUIO, a TaKKe MeTodbl OLIEHKN Habopa MeTaaaHHbIX 00 ynpaBneHnn AoKYMEHTAMU B COOTBETCTBUN C
npuHumunamm aton Yactn NCO 23081. 31 vacTm ctaHgapTa OyayT noAroTOBMEHbl B BUAE TEXHUYECKNX OTYE-
TOB, KOTOpble paccMaTPUBAaOTCH KaK AOKYMEHTLI, Tpebylolne perynapHoro 0OHOBMNEHUS.

IV
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HAUMWOHANBbHBIWN CTAHOAPT POCCUUCKOWN PEOEPALUMN

Cuctema cTtaHgapToB no nHcopmayum, 6M6NMoTe4HHOMy U U3paTeribCKOMy aeny

[MPOLUECCDBI YITPABJINIEHNA OOKYMEHTAMU. METAOAHHDBIE ONA OOKYMEHTOB
YacTthb 1

[MTpUHUUNBI

System of standards on information, librarianship and publishing.
Records management processes. Metadata for records. Part 1. Principles

[lata BBegeHnsa — 2009—07—01

1 O6nactb NpMeHeHUA

HacTtoawmnn ctanaapT onucbiBaeT NPUHLAMBLI NOAAEPXKKN 1 ynpaBfieHUsa MeTagaHHbIMK 06 ynpaBneHuu
OOKyMeHTaMu. 3TU NPUHLUMUMNBI MPUMEHSAIOTCS K:

- ONOKYMEHTaM M UX MeTaaaHHbIM;

- BCEeM npoueccam, KoTopble UX 3aTparmBatoT;

- nmobon cucteme, B KOTOPOW OHU XPaHSTCA;

- Mobon opraHnsaunn, OTBETCTBEHHOW 3a ynpaBneHnue NMu.

2 HopmaTuBHbIe CCbINKN

B HacTodlweM cTaHgapTe UCNOoMb3oBaHa cchiflka Ha cnegylowi MexxayHapoaHbl cTaHaapT:
NCO 15489-1:2001 « HpopMaLmna n goKkyMeHTauua. YnpasneHue aokyMmeHtamum. ObLme nonoxKeHus» .

3 TepMUHbI N onpeaeneHuns

B HacTodawem ctaHgapTe npuMeHeHbl TepMuHbl No UCO 15489-1, a Takke cnegyrowine TepPMMUHBI C COOT-
BETCTBYIOLMMK onpegeneHnsamMmu:

3.1 areHT (agent): OtaensHoe nNuUo, paboyvas rpynna unu opraHnusaumsi, OTBETCTBEHHAS 3a/UNW BOBIE-
YeHHas B Npouecchl co3gaHunst, BBoaa WU/Mnu yrnpaeneHnUsa QOKyMeHTaMMU.

3.2 cxema kogupoBaHugd (encoding scheme): Cnncok Bcex 4oNyCTUMBbIX 3HAYEHN Ha HaLUWOHaNMbHOM
A3bIKe /NN CUHTAKCUYECKN KOOMPYEMBIN TEKCT, NpeaHasHauYeHHbIN AN KOMMbOTEPHOU 0bpaboTKN.

3.3 cxeMa MeTaaaHHbIX (schema): Jlornyeckmnid nnax, nokasblBaroLWMN OTHOLLEHUSA MEXAY 3NeMeHTa-
MW MeTadaHHbIX, 0ObIYHO NOCPEACTBOM YCTAHOBMNEHUA NPaBUT UCMONb3OBAHUS U yNpaBneHUst MeTagaHHbIMU,
0CODEHHO KacalLWMXCa CeMaHTUKN, CUHTaKcuca 1 onuun (cteneHn obasaTtenbHOCTN) AaHHbIX.

4 MeTapaHHble 00 ynpaBrieHUM OOKYMEHTaMM

YnpasneHne mMetagaHHbIMM — HEOTBbEMIIEMAS YaCTb YNpaBneHnst AoKyMeHTaMun, obecrnevnBatoLLas Bbl-
NOMHEeHNe MHOXeCTBa pasfMYHbIX PYHKUKUA U Lenen. B KOHTEKCTe ynpaBneHnsa AoKyMeHTaMn MeTagaHHble
onpenensarTcd Kak AaHHble, ONACkIBaloLLIME KOHTEKCT, coaepXaHue U CTPYKTYPY AOKYMEHTOB, a Takke npoLec-
Cbl ynpaBNeHUs MU Ha NPOTSXKEeHUU BCero XXnusHeHHoro umkna gokymeHta (MCO 15489-1, nogpasgen 3.12).
Camu no cebe MeTagaHHbIe SIBNAOTCS CTPYKTYPUPOBAHHOW UM MONYCTPYKTYPUPOBaAHHON MHOpMAaLIMEN, NO-
3BONAOLLEN cO3aaBaTh, PETMCTPUPOBAaTh, KnaccuduumpoBaTb, obecnevmBaTb 4OCTYN, XpaHEHNE U pasMelLLie-
HAEe OOKYMEHTOB, B paMKax W 3a npeaenamm ogHon nMbo HecKonbKUx obnacTten aesitensHoCcTU. Kaxkpgas mna
aTUX obnacTen npeacTaBndeT cpepy UHTENMNEKTYanbHOro A3bIKOBOro ObLUEHUS, coLUanbHOW U/ opraHnsa-
LIMOHHOW AeATENBLHOCTU ONpeaeneHHon rpynnel Noaen, pasaensaollmnx onpeaeneHHble LLEHHOCTU 1 obnagato-
LLIKMX onpeaeneHHbIMU 3HaHUAMU. MeTagaHHble 00 ynpaBneHnm AoKyMeHTaMn A0NyckaeTCs UCMOoNb30BaTh A4

U3pgaHne odbvumanbHoe
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naeHTUudpukaunn, noaTesepXkaeHUa NoaAnMMHHOCTU U KOHTEKCTyanm3auum goKyMeHTOB M Nntogen, NpoLeccoB U
CUCTEM, KOTOpble Co34al0T, yNpaBsnsawoT, NogaepXKUBaroT M UCNONb3YIOT AOKYMEHTI, a Takke And NPUHLUMMOB Mo-
NMUTUKA, HA KOTOPLIX CTPOUTCA ynpasneHne nmm (cm. 9.1).

[lepBOHa4YanbLHO MeTagaHHbIe onpeaenaT JOKYMEHT B MOMEHT ero Beoga, PUKCUpPYSa ero CBA3b C KOH-
TEKCTOM AeNTOBON AeATEeNbHOCT U YCTaHaBNMMBadA KOHTPOb Hag4 HAM. B TedyeHMe XKM3HEHHOIo LUUKNna 4OKYMEH-
TOB WUNU UX COBOKYMHOCTEW HOBbIE CNOWM MeTagaHHbIX OyayT AobaBnATbCA B npouecce UCNONMb3OBAHUS
OOKYMEHTOB BO BHOBb MPOBOAMMbBIX AENOBLIX onepaunax. 9To o3HavaeT, YTO MeTagaHHble NpoAocKakoT Ha-
KannMeaTb MHPOPMaLMIO, KacaloLLyoCcd KOHTeKCTa ynpaBneHna AoKYMeHTaMn 1 4eNOBbIX NPOLECCOB, B KOTO-
PbIX WUCNONb3YHTCA AOKYMEHTbl, M COOTHOCATCA C cojep)XaTtenbHbiIMU U CTPYKTYPHBIMU U3IMEHEHNAMMU
aokymMmeHTa. MeTagaHHble MOTYT ObITb UCTOUHUKOM MHPOPMALIMM O MHOTOKPaTHOM UCTONb30BaHNN OOKYMEHTA
MHOTMMIK CUCTEMaMKM U OANA MHOXecCTBa Lenen. MeTagaHHble, NpUMeHdaeMble K AOKYMeHTaM B TedeHne BCero
MX XKU3HEHHOIO LMKNa, MOXHO NPoAoIDKaTbh UCNOMb30BAaTbL MOCHe TOro, Kak caMmn A0KYMEHThI NepecTaHyT ObiTh
BOCTpeOOBaHbl B AeNOBLIX Lenax n byayTt nepeaaHbl Ha XpaHeHue.

MeTagaHHble obecnevnBaloT ayTEHTUYHOCTL, HaAEeXHOCTb, MPUMEHUMOCTb U LLEeNOCTHOCTb AOKYMEHTOB,
obecnevynBaroT ynpasfieHne UMM N NOHUMaHUE UHPOPMALMOHHBIX OO BEKTOB KakK (PU3NYECKUX, TaK aHanoro-
BbIX U LngppoBbiX. OgHako meTagaHHbIMU Takke HeobXoaumo ynpaBnsTh.

YnpaBneHne QoKyMeHTaMn Bceraa BKnovaeT B cebd ynpasneHue metagaHHbIMU. OQHaKo 3NeKTpoHHas
cpenda TpebyeT MHOTO BbipaXXeHUa TpaauUUOHHLIX TpeboBaHNA U NHBIX MeXaHU3MOB AN naeHTudgpmkaumu,
BBOAA, onpeaeneHns CBOUCTB U UCMONb3oBaHNA MeTadaHHbIX. B 3nekKTpoHHOU cpeae AOKYMEHTLI HOpMaTUB-
HOro Xapakrtepa — 3TO ACKYMEHThI, COMNnpoBoXaaemMble MeTagaHHbIMK, onpeaenanowMMmn X HopMaTUBHBbIN
cTaTyc. OTOT HOPMAaTUBHbLIN CTATYC ACMMKEH ObITb YETKO AOKYMEHTUPOBAH, a He NoApasyMeBaThCsl, Kak B HEKO-
TOPbIX NpoLeccax ynpaBneHna dyMakKHbIMKU AOKYMeHTaMU. B aNnekTpoOHHOW cpede o4YeHb BaXKHO obecnevnTthb
rapaHTU TOro, YTOOLI B CUCTEMaX, KOTOpbIE CO34atoT, OCYLLECTBNAT BBOA U yNpaBneHUe AOKYMEHTaMU, OCY-
LLIECTBMANOCH CO34aHne U BBOA MeTadaHHbIX 00 ynpaBneHnn agokymeHTamu. N, HaobopoT, anekTpoHHast cpe-
Oa npegocTaBfiAeT HOBbIE BO3MOXHOCTUM ANA onpedeneHusa M co3fdaHna MeTadaHHbIX, a Takke aOnd
obecnevyeHUs NONHOro, CBOEBPEMEHHOIro BBOAA AOKYMEHTOB. OTU AOKYMEHTLI MOTyT ObITb CBUAETENLCTBAMN
TPaH3aKUMn NN HenocpeacTBEeHHO ObliTb TPaH3aKLUUSIMA.

5 HasHauyeHue MeTagaHHbIX 00 ynpaBneHMn OKYMEHTAMU U NepCneKTUBLI
NX NCNONb30BaHUA

5.1 HasHa4yeHue n pornb MeTagaHHbIX 00 ynpaBneHUN AOKYMeHTaMun

MeTagaHHble nogaepKnMBaroT AeNOBble NMPOoLEecchl U NpoLecchl ynpaBNeHUs AoOKYMeHTaMy TEM, YTO:

a) 3alnLLAaNT AOKYMEHThI Kak CcBMOETEeNbCTBa AeNIOBOU AesATeNbHOCTU U obecneunBaoT UX AOCTYN-
HOCTb N UCMOMb3YEMOCTb Ha NPOTSXEHUN BCErN0 NX XXKU3HEHHOro LIMKNa;

b) obneryaloT NOHUMaHMe (OCMbICNEHNE) JOKYMEHTOB;

C) noggepKmBaroT U obecnevymBatoT gokasaTeNbHY CUNY JOKYMEHTOB;

d) obecneunBaloT rapaHTM NOANMMHHOCTU, HAOEXHOCTU N LEeNOCTHOCTU AOKYMEHTOB;
e) noaaepXuBaroT ynparneHue AOCTYNOM, 3aLlUMTy NepcoHanbHbIX AaHHBIX U NpaBaMu;

f) nogoepxumBatoT apPPEKTUBHLIN MOUCK N AOCTY;

g) noagaepXuBarT UHTeponepaberibHOCTb NMYyTEM KOHTPOMUMPYEMOro BBOAA AOKYMEHTOB, CO3aHHbIX B
Pa3NUYHbIX TEXHUYECKON U OeNOBOW cpeaax, 1 No3Bosisast 006ecnevnTb COXPaHHOCTb 3TUX AOKYMEHTOB B TeYe-
H1e HeobxoaMMoro neproga BpemMeHu;

h) obecneunBaloT NOMMYECKYIO CBSA3b MEXay AOKYMEHTAMU U KOHTEKCTOM UX CO3AaHUs, a TakKe XpaHe-
HAEM UX CTPYKTYPUPOBAHHBLIM, HageXXHbIM U 3 PeKTUBHBIM CNOCODOOM;

1) nogaepXuBaroT U MOEHTUPULUUPYIOT TEXHOMOIMYeCKyo cpeay, B KOTOPOW 3MeKTPOHHbIe OOKYMEHTHI
ObIN co3aaHbl UM BBEAEHLI, @ TAKKe YNPaBstoT TEXHONOMMYECKON Cpeaon, B KOTOPOW OHW NMoAAEpKUBAKOT-
CH, ANs BocnpounssegeHUsa NognnHHbIX AOKYMEHTOB TakK AOMNro, Kak 3To Heobxoanmo;

j) obecneunBaoT 3PEKTUBHYIO M YCNELUHYIO MUTPaLMI0 AOKYMEHTOB U3 OQHOW cpeabl UMM KOMMbIoTEP-
HOM NNnaTtdopMbl B APYryto, a Takke nobyro Apyryto ctparternio obecneyeHmnst AonNroBpeMeHHoro XxpaHeHus.

5.2 MeTapaHHble 00 ynpaBreHUn AOKYMeHTaMu, NpuMeHseMble B opraHusauumn

5.2.1 O6wue nonoxeHus

OpraHusaumm AoMKHbl YCTAaHOBUTL, Kakne TpeboBaHUA K MeTadaHHbIM, ONUCAaHHBIM B HACTOSILLEM CTaH-
napTte, ABNATCA HeobxoanUMbIMK ANA onpeaenieHHoON UK AN BceX CUCTEM opraHnsaunn. 3Tr pelueHns oy-
OyT 3aBUCETb OT:

2
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a) JenoBbIX NOTPEBHOCTEN;

b) HOpMaTUBHOW cpeabl;

C) PWUCKOB, KOTOPLIM NOABEPXKEHbI AeNoBblie onepaLun.

OTa oueHKa MOXeT MAeHTUMPUUUPOBaTb, Kakme TUMNbl MeTagaHHbIX HeODXOOAUMO MPUMEHSITb B pa3rind-
HbIX HanpaBneHuUsax AeaTenbHOCTN opraHM3aLunm, B 3aBUCUMOCTI OT CTEMEeHU pUcKa Unn notpebHocTen aeno-
BbIX onepaLui.

CyLWeCTBYIOT pasfMyHbIe NepcnekTnBbl UCMONb30BaHUA MeTadaHHbIX 00 yrnpaBneHnn AOKYMEHTaMN, KO-
TOpble MOTYT cocyllecTBoBaThb. OHU BKMOYAKOT B CEDS:

1) OenoByo NepCcneKkTUBY, B KOTOPOWU MeTadaHHbIe 00 ynpaBneHUn AoOKYMeHTaMn NoaaepKmMBaroT Aeo-
Bble NpoLecchl;

2) NepcrnekTUBy ynpaBneHns QoKyMeHTamMun, B KOTOPOW C NOMOLLIO MeTadaHHbIX (PUKCUPYIOTCS Xapak-
TEPUCTUKN OOKYMEHTOB U UX AENOBOWN KOHTEKCT, a TakkKe nogaepXmepaeTcd ynpasneHne nMmu;

3) nepcnekTuBy UCMOMb3OBaHUSA, B Npegenax Unun 3a npegenamm AenoBOoro KOHTEKCTa, co3aaroLlnXcs
OOKYMEHTOB, B KOTOPOW MeTadaHHble NMO3BONAT OCYLLECTBNATbL NOUCK, MOHUMaHNE N UHTepnpeTauMio AoKY-
MEHTOB.

bonee getanbHaa KOHTeEKCTyanusauns nHopmMmaLunumnm MOXeT noTpedboBaTbea ANg NOHUMMaHUSA 1 UCNOTb-
30BaHWNS AOKYMEHTOB MO NPOLIECTBUN BPpEMEHU, 0CODEHHO NPU UCNONBL30OBaHUM UX BHE TOW AENOBOW cpeabl, B
KOTOPOW OHU DObINU CO34aHbI.

MeTanaHHble 006 ynpaBneHUn AOKYMEHTaMM COCTOAT U3!

1) MeTagaHHbIX, OTpa)XaroLWKnX AeNOBOW KOHTEKCT, B KOTOPOM CO34alTCHa UNKU BBOOAATCA OAOKYMEHTHI, a
TaKXe cogepXaHue, CTPYKTYpY U opMy 3TUX AOKYMEHTOB;

1) MeTagaHHbIX, QOKYMEHTUPYIOLMX NpoLecchl yripaBneHnsa AoKyMeHTaMMn 1 AenoBbie NPoLecchl, B KO-
TOPbIX AOKYMEHTLI UCMONb3YITCA BNOCNEACTBUWU, BKNOYAsA NMobble M3MEHEHU coaepXXaHUs, CTPYKTYPbl U
BHeLlHero smaa.

5.2.2 MeTapaHHble, oOpa3yoLiMeca B MOMEHT BBOAa AOKYMEHTOB

MeTagaHHbIE B MOMEHT BBOJa AOKYMEHTOB BKNOUAKOT B ceba MHOpMaL N0 O KOHTEKCTE CO34aHUA O0-
KYMeHTa, AeNOBOM KOHTEKCTe, y4aCcTBYOLWMNX areHTax U MmeTagaHHble 0 coaepXaHuUn, BHeLLHeM BUae, CTPYKTY-
pe U TeXHUYEeCKUX XapaKTepUucTukax camMux OoKyMeHTOB. OHWM NO3BONAKOT UCMOMb3OBaTbh AOKYMEHThl B
npuKNagHonu NN MHPOPMaLMOHHOW CUCTEME U 0DecnevYnBaloT X YNTAEMOCTb, TOAHOCTL K yNoTpedbneHuno n
NOHUMaHUK. KOHTEKCT AOKYMEHTOB BKMNOYaEeT B cebs nHdpropmMaumio 0 AeNOBLIX NMpoLeccax, B KOTOPLIX OHU CO-
3gatoTcsd. OTU MeTafdaHHble MO3BONSAT NoNb3oBaTeNsIM OLUeHUBaTbh HaAeXHOCTb co3gaTtens AOKYMEHTOB,
cpeay, B KOTOPOW AOKYMEHTHI ObINM co3gaHsbl, Lienb Unu npeanpmHuMaemMslie AenoBble onepaunmn, a Takke Ux
B3aMMOOTHOLUEHUS ¢ APYITMMK AOKYMEHTaMM U UX KoMmnnekcamn. MeTagaHHble, AOKYMEHTUpYoLLMe aeno-
BOW KOHTEKCT, AO/MKHbI ObITb HEOTHEMMNEMON YaCTbIo CO3AaBaeMbIX AOKYMEHTOB U NMoAeXXaTt BBoAy 0AHOBpe-
MEHHO C BBOAOM 3TUX AOKYMEHTOB B CUCTEMY YNpaBneHUa JOKYMeHTaMMU.

CTpyKTypa AOKYMEHTa COCTOUT U3

a) ero pmMsn4eckon U1 TeXHNYeCKOU CTPYKTYPHI;

D) ero NorM4yeckoun CTPYKTYphbl, TO €CTb OTHOLUEHUA MeXay d3neMeHTaMn AaHHbIX, COCTaBMAOLWNX OOKY-
MEHT.

OTU acrneKThl CTOMb XKe BaXKHbI, Kak 1 caMo cogepXaHne. MeTagaHHble 0 TEXHUYECKUX acnekTax ACMKHbI
ONMUCLIBATb CUCTEMY, C MOMOLLILIO KOTOPOW CO3aatoTCA UMY BBOOATCA AOKYMEHThI, a TakKe TeEXHUYECKUE Xapak-
TEPUCTUKA LN POBBLIX KOMMOHEHTOB, KOTOPBIE OHWM BKIHOYAlOT.

5.2.3 MeTapaHHble, oOpa3syloLliMecd nocrie BBoga AOKYMEHTOB

Bce npouecchl ynpaBneHUa AoOKYMeHTaMK, OCcyLleCcTBNeHHble ¢ OoTAelNbHbIM AOKYMEHTOM, UX TPpynnou
NN KOMMMEKCOM, O0IMKHbI ObIThb ACKYMEHTUPOBaHLI. [ANs coxpaHeHnst AOKYMEHTOB U rapaHTun X NoaTIMHHOC-
TN, HAOEXHOCTU, MPUMEHUMOCTU U LEeNOCTHOCTM HeobXoaUMMO co3faBaTb MeTadaHHble, KoTopble obecneyvart
3anycK Un1 AoKyMeHTUPOBaHUeE NpoLEeCccoB yNpaBNeHUa A0KYMeHTaMmM (B AaHHOM cTaHOdapTe Ha3BaHHbIE «Me-
TagdaHHbIMU Npoueccar). TN MeTadaHHble A0MMKHbI BKNoYaTh B cebs MHdopmMaLnilo O npoLeccax ynpasne-
HASA, KOTOpble MNPUMEHANUCb UK OyayT MPUMEHATLCA K KaXAoMy OOKYMEHTY. YPOBEHb AeTanusauunu
OOKYMEHTUPOBAHUSA NPOLIEeCCOB yNpaBleHUa AoOKYMEHTaMM OyaeT MEHATLCS B 3aBUCUMOCTU OT NOTPeObHOCTEN
ynpasneHna. MetagaHHble 0 npoLeccax yrnpasneHUa AoKyMeHTaM1 A0DKHbI NPUMEHATLCHA B TEYEHUE BCEro
)KU3HEHHOTO LMKNa gokymMeHTa. [poLuecchl ynpaBneHns AOKYMeHTaMUM TakKe co34atT U UCNOMb3YHOT TEXHU-
Yyeckme MetagaHHble ANg BU3yanusaumm n BocnponsseaeHnsa LM PoBbIX AOKYMEHTOB, KOTOpPbIe AOTKHBI ObITb
OOKYMEHTUPOBaHbI. KpomMe TOoro, AoMmKHbl ObITb AOKYMEHTUPOBAHLI M0DbIE U3MEHEHNA COAEPXKAHUS, KOHTEK-
cTa U CTPYKTYPbl AOKYMEHTA, BbI3BaHHbIE ynpaBneH4YeCckon AeATENbHOCTbIO.
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[lenoBble npouecchl, NpueeLlune K obpalleHnio K JOKYMeHTaM, AOMKHbI Takke AOKYMEHTUPOBaTbLCA B
MeTagaHHbIX B TeYEeHNEe BCero XXU3HeHHOro LUuKna gokymeHTta. Takne npoLecchl UCMonb3oBaHUA JOKYMEHTOB
BKOYAOT YCTAHOBMEHME CBA3WN AOKYMEHTOB: C AEWCTBUAMU, WHULUUMUPOBaAHWEM OAENCTBUA N C OPYTMU
OOKYyMeHTaMn.

Bce meTagaHHble 0 AOKYMeHTe (hOpMUPYIOT HOBLIN AOKYMEHT, @ UMEHHO AOKYMEHT MeTadaHHbIX, KOTO-
DbIM TaKXe HY)KHO ynpaBnaTh. [JJoKyMeHT MeTagaHHbIX, paBHO Kak M caMn MeTaJaHHble, HeobXxoaMMo coxpa-
HATb OO TeX Mop, NMoKa CyLlecTByeT opurMHan gokymeHTa. B criyyae nepegaym JOKYMEHTOB XpaHUTENIEM UK
BNagenbLeM Ha nocneayrollee XxpaHeHne Unm yHUHTOXeHNne HeKoTopble MeTadaHHble MOryT noHagobuTbes
ONA NoATBepXaeHna dakTa cywecTBOBaHUA 3TUX AOKYMEHTOB, yrpaBneHns MM 1 UX MECTOHaxXOXaeHNS.

6 lNpaBa n 06A3aHHOCTM areHTa

B oTHOLLEHNM MeTagaHHbIX 00 yrnpaBneHnn AOKYMEeHTaMU AOMKHbI ObITb onpeaenexHsbl npasa n obsasaH-
HOCTW OTBETCTBEHHbIX ML, KOTOPbLIE ACITKHBI ObITh A0BEAEHbI A0 CBEAEHUNSI BCEX COTPYAHUKOB opraHusaL .
[1pn BbIIBNEHUMN HEODXOAMMOCTU B CO34aHNN U BBOAE MeTadaHHbIX 00 ynpaBneHUn AOKYMEHTaMMU OOIMKHO
ObITb YCTAHOBIMEHO, KTO OTBeYaeT 3a BbinonHeHne Heobxoammeix aencteun (MCO 15489-1, noapasgen 6.3).

Cioga BKNoYaroTcda npasa U 0b6aA3aHHOCTU, BO3HUKAKOLWME B XoAe BbINOMHEeHUA AeNOBbIX onepauun v
poLEeCcCOoB ynpaBneHusa gokymeHTamu. OHM AoMKHbI ObITh pacnpeaeneHbl MeXxay BCeMM COTPYAHUKaMK opra-
HM3aL UK, CO30a0LWNMMN, BBOOALLIMMN UNK yNipaBnsaloWnMMM metagaHHbiMi. Cloga BXoOsT: cneymanmcTbel B 00-
nactu ynpaBneHUst OOKyMeHTaMu, cneumannuctbl B 00Nacti CMeXHbIX WHGOPMaUMOHHBIX npodpeccun,
pykoBOAUTENWN, agMUHUCTPATOPLI CUCTEM ynpaBneHUs OOKYMeHTaMun U apyrve cneuuanucTel, cosgatollme
NN 3aHUMaKoLLIMECS BBOOAOM AOKYMEHTOB M COOTBETCTBYIOLLMX MeTagaHHbIX B NpoLecce CBOEN AeATENbHOC-
TN. Ocobble npasa, OTBETCTBEHHOCTb M OTYETHOCTb B OTHOLLEHUM ynpaBneHust MeTagaHHbIMU AOITKHBI ObITh
BO3MOXEHbI HA YNONMHOMOYEHHOE NULO B Npegenax opraHnsaunm, YTo A0MKHO ObITb 3aKpenneHo B COOTBET-
CTBYIOLMX HOPMATUBHBLIX AOKYMEHTaxX opraHusaLun.

TN 00S13aHHOCTW BKNOYatoT B ceba cneayolme nonoXeHus:

a) cneymanucTtbl B cbnacTtu ynpaBneHnUsa AOKYMeHTaMU OTBEYAIOT 3a HAAEXHOCTb, NMOANMHHOCTL, NpUMe-
HAMOCTb M LIeTOCTHOCTb MeTafaHHbIX, CBSI3aHHbIX C AOKYMEHTaMK, a Takke 3a obyyeHne nonb3oBaTenemn sBoay,
yNpaBreHno U UCNoNbL30BaHNIO MeTadaHHbIX. OHM y4acTBYIOT B onpeaeneHnn TpeboBaHniA K MeTagaHHbIM, Mpu-
HLIMMOB COOTBETCTBYHOLLEN NONMUTUKN N CTpaTern, a Takke KOHTPOMUPYIOT NpoLecc cosgaHnua MmeTadaHHbIX;

b) BCe COTpyaAHWKN opraHunsaL v BeINOMHSAKT CBOW 0bsizaTenbCTBa Nno obecneyeHmnto TOMHOCTU U NOJTHO-
Thl MeTaAaHHbIX 00 ynpaBneHUn AOKYMEHTaMuN, 3a KOTOPble OHMU OTBEYAlOT;

C) PYKOBOACTBO HeceT OTBETCTBEHHOCTb 3a peanu3aLuio Ha NpakTuke Mep BHYTPEHHero KOHTpona ang
TOro, YTOOLI KNMUEHTHI, ayauTopPLl, cyabl U Apyre ynonHOMOYEeHHbIe NOMb30BaTENN MOMMKU NofaraTtbcsl Ha UH-
bopmauuio, KOTOPYHO NpeaocTaBNdaAeT opraHnsayms. PykoBoACTBO HeceT OTBETCTBEHHOCTh 3a Noaaep KKy MUC-

MNONb30BaHUA MeTadaHHbIX o0 ynpaBneHUM AOKYMEHTaMn U NpoBedeHne COOTBETCTBYIOLWLEN MOMUTUKMA BO
BCEW opraHusauunm;

d) nepcoHan B obnactn MHPOPMALIMOHHBLIX TEXHOMOMMN OTBEYAET 3a HAAEeXHOCTb, NPUMEHUMOCTbL U Lie-
NMOCTHOCTb CUCTEM, UCNONMb3YEMbIX ANA BBOAA U nogaepXaHna metagaHHbiX. OHU OTBETCTBEHHLI 3a obecne-
YeHne Toro, Ytobbl BCe MeTadaHHble 00 ynpaBneHUU AOKYMeHTaMun ObinNn CBsI3aHbl C COOTBETCTBYHOLLIMMMA
OOKYMEHTaMU, N 3a COXPaHHOCTb 3TUX CBSA3EN.

McnonHeHWe 3TUX 00S3aHHOCTEN OOMMKHbI NogaepXnBaTbh cneunanbHble NporpaMmmbl odby4veHud. [Ans
KOHTPOMNS UCNONMHEHNSI NepevncrneHHbIX Bbllle 00sI3aHHOCTEN criedyeT UCMOoNb30BaTh NpoLeaypsl ayauTa.

7 MeTapaHHble 00 ynpaBneHMM OOKYMEeHTaMuM cpeau apyrmx oonacren
MeTagaHHbIX

7.1 O6Lwune nonoxeHus

MeTagaHHble MOryT ObITb cO34aHbl, BBeAEHbl U UCNOMNb30BaHbl ANA KOHKPETHOW Lenyu unn ansa MHOrux
Llenen aenoBbIX onepawunin. 3TK Lenv MoryT BKoYaTh AefTIoBble onepaLlnn, NPOBoANMbIE B 3MIEKTPOHHON hop-
Me: XpaHeHue, onncaHmne, oTKPbITUE PECypCcoB K ynpaBneHue npasamn. MetagaHHble 00 ynpaBneHun OoKy-
MeHTaMn MOTyT MUCMNONb30BaTbCA AN BbINOMHEHNA BCeX 3TUX Lenel. Hanpumep, MeTagaHHble B MOMEHT
BBO/JA AOKYMEHTa MOryT HacnegoBaTb W paclUUPATL ONMcaHne PpecypcoB, a Takke MOryT ObiTb MCNONb30OBaHb!
NS oTKpbITUA pecypcoB. MeTagaHHble 06 yrnpaBrieHu AoKYMeHTaMu MoryT ObITb YHacneaoBaHbl U N3BIe-
YeHbl U3 cUCTEeM NyTeM NnocneaoBaTeNnbHOro BbINOHEHUA AeNCTBUIA, cTaH4apTHOro opMCHOro NPOrpaMMHOro
obecrneyeHnss, CUCTEM 3MIEKTPOHHON NOYThLI U APYIMX CUCTEM AeNOBbIX onepaLuii.
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Hun meTagarHble, obpasyowmecs B MOMEHT BBOAA AOKYMEHTa, HN MeTaJaHHble npouecca, 0THOCALL Me-
cA K MeTagaHHbIM 00 ynpaBneHun JOKYMeHTaMK, He MOTyT cyLlecTBoBaTb B nsonauum. CnegoBaTenbHO, He-
obxoaumo paccMmaTpuBaTb CO3daHWe U BBOA MeTadaHHbIX 00 ynpaBfieHnM JOKyMeHTaMu B pamMkax bonee
LLIMPOKOro KOHTEKCTa Ansa obecnevyeHns rapaHTUM yCTaHOBEHUA COOTBETCTBYOLWMX CBA3EM U OTHOLLEHWNN C
Lienblo U3bexaHna ayonmpoBaHUsa U U3NULLIHEro NPOU3BOACTBa MeTadaHHbIX.

7.2 MeTapgaHHble onda AenoBbIX onepauuu, NpoBOoAUMbIX B 3NTEKTPOHHOU hopMe

MeTagaHHbIe MOMOraroT OCYLLEeCTBNATL AeNTOBble onepaLlnn B 3M1eKTPOHHON popMe, BKHoUad 3/1eKTPOH-
HYI0 KOMMEPLIMIO YU 3NEeKTPOHHOe ynpasneHue. MoryTt ObiTbh BBeeHbl MeTagaHHble 000 BCeX cTagudax npoLec-
COB AeNT0BbIX onepaunmn, NpoBoAUMBIX B 3N1eKTpoHHOU popme. Cloga BKMOYaloT AaHHbIe O MECTOHaXoXAeHU
n3gennin, cnyobl, NocTaBLMKa U KNTMEHTAa, cornalleHnst 0 CpoKax U yCNoBUAX AeNOBLIX onepaLin, 3NeKTpoH-
HO-LMpPpOBLIE NOANMUCK U CaM NpoLece 3aKkniYeHNUa caenok. 3T MeTagaHHble obecnevnsaroT MHPOpMaLnIo
O OENOBOM KOHTEKCTe W, TakiMM obpasom, MOTYyT YacTUYHO coBMadaTb C KOHTEKCTyanbHbIMU MeTadaHHbIMU
(cM. 9.2.1), a TakKe CO CTPYKTYPHbIMUA MeTagaHHbIMK (CM. 9.2.1), MmeTagaHHbIMKU Be3onacHoCTU (cM. 9.2.4) n
MeTagaHHbIMU goctyna (CMm. 9.2.3).

7.3 MeTaaaHHble Ana obecnevyeHUsa COXpPaHHOCTU

ObecnevyeHne coxpaHHOCTU W AocTyna K MHdopmauum, ocobeHHo co3gaHHOU B UMdpoBOUN op-
Me, — 3TO npobnema AoKYMEHTOBeA4YEeCKUX, DUDNUOTEYHBIX N apXMUBHBIX coobllecTB. MHopMaunoHHAA Tex-
HOMOTNA OTHOCUTENIBHO U3MEHYMBA MO CPpaBHEHUIO C TpaaULUMOHHON DYMaXKHOMN TeXHONOrnen N3roToBNeHUs
OOKYMeHTOB. [MoaToMy Ans peleHnst npodbnem, CBA3aHHbIX C MOCTOSIHHBIMU U3MEHEHUSIMU TEXHOTIOTUU, TPeby-
I0TCA AONONHUTENbHbIE TeXHUYeckne MetagaHHble. [Ans obecnevyeHnst COXpaHHOCTU HeobXoanMbl 4OMNOSTHN-
TeNbHble CTPYKTYPHbIE MeTadaHHbIe U MeTadaHHble O XpaHeHUM (CM. 9.2.1), a TakKe HeKoTopble MeTadaHHble
O npoueccax ynpasneHnUa gokymeHTamMmu (cM. 9.6). Crioga BKIMoYaoTCA MeTagaHHble O npoueccax ynpaslieHUs
OOKYMEHTaMW, CBsI3aHHble C AOCTYNOM U 6e30nacHOCTbIo, Nepeaaden, KoHBepcnen n murpaLmen AOKYMeHTOB
ans obecnevyeHUsa He TONbKO AOCTYMHOCTU OOKYMEHTOB, a TakkKe U UX NoaMHHOCTWU, HaAeXHOCTU, MPUMEHMU-
MOCTU U LLENOCTHOCTU B TeYeHNe ONUTENbHOIC BPEMEHMN.

7.4 MeTapaHHble gnd onucaHUA pecypca

OaHou 13 nepBoovepeaHbIX obnacTten UCNONb3oBaHUA MeTadaHHbIX SBMAETCH OnUcaHue pecypcos.
STUMN pecypcamMn MOTYT ObITb KHUMA, XXypHanbl, BUACOPUNbMbI, AOKYMEHTbI, N300paXXeHUa U apTedakThl.
Cloga Takke BKMHOYaT AOKYMEHTHI, nepeaaHHble Ha apXuBHoe XpaHeHue. MeTagaHHble HeobxoaumMbl ONS
naeHTUUKaLMmM pecypcoB N MOTyT BKMoYaTh B cebs Ha3dBaHWe, co3gaTtens (cosaarteneint), aaty (4aThl), YHU-
KanbHbIM U OeHTUKUKATOP, cBeAeHUs1 00 OTHOLLEHUM K APYTMM pecypcam (Hanpumep, NornoXeHne B cepumn) U nx
napameTpbl (Hanpumep, pasMmep 1Unn anuvHa). Hekotopble U3 3TUX 3IEMEeHTOB MeTadaHHbIX Takke UCMOSb3y-
IOTCA B KOHTEKCTe ynpaBneHna gokymeHTamMn. OHM CXO4HbI U MOTYT COBMeLLaTbCA C 31IeMeHTaMun NnepBUYHbIX
MeTadaHHbIX, CO3gaHHbLIX B MOMEHT BBOAa OOKYMeHTa, (PUKCUpPYLWKMX coaepXaHue gokymeHTa. OgHako Ha-
Oop onucaTenbHbIX MeTaaaHHbIX 00 ynpaBneHnn AoKyMeHTaMn N MPUMEHSIEMbIX AN apXUBHBLIX Liefien obblu-
HO LLINPe, YeM CTaHAapPTHLIN HADOP onucaTenbHbIX MeTadaHHbIX, U MOXET BKtoUaTh B Ce0s Apyrue 3neMeHThl,
Takue Kak, Hanpumep, KOHTeKcTyanbHble MeTagaHHble (CM. 9.2.1).

CyLleCcTBYeT TecHad CBSAA3b MeXAy yKasaHHbIM Bbille TUNOM MeTadaHHbIX U apXUBHBIM OMUCAHUEM.
ApPXUBHbIE yUpeXXaeHNSa NCNOMb3YIOT MeTadaHHble AN onNUCaHUA apXMBHBIX AOKYMEHTOB C LieNbio obecneve-
HUA UX COXPaHHOCTU, pasMelleHNUa UX B aaMUHUCTPaTUBHOM KOHTEKCTE U KOHTEKCTe ynpaBleHUs AoKYMeHTa-
MW, a Takke Anst obecneyeHUs UX MCMNONb3OBAHWUA W ynpaBneHusd. Takum obpas3oMm, CyLIeCcTByHOLME
cTaHA4apTbl N0 apXMBHOMY onucaHuto, a UMmeHHo ISAD/G n ISAAR (CPF)Y, BsanmocBsasaHbl ¢ MeTagaHHbIMU
00 ynpaBneHnn AoKyMeHTaMU, Nockonbky oba HanpaBneHUs cBsizaHbl ¢ AOKYMEHTUPOBAHUEM NPOLECCOB [e-
NTOBOr0 KOHTEHTa U ynpaslieHnsa. ApXMBHOeE yrnpaBneHue, BKIoYada apxuBHoe onucaHue, asnaetca gonosHu-
TENbHOW WU NPOACIDKUTENBHOU AeATENbHOCTBIO AN TeX OOKYMEHTOB, KOoTopble UMAEHTUPULIMPOBaHLI Kak
MMeloLLINE apXUBHYIO LEHHOCTb. Takim obpasom, pekoMeHaYyeTCHa co3aaBaTh U MCNOMNb3oBaTh PYHKLMOHATIb-
Hble BO3MOXHOCTU CUCTEM AN MUrpalnM MeTagaHHbIX MexXxay cucteMmamMmu ynpasneHUa JOKYMEHTOB U CUCTe-
MaMW yripaBleHns apXmBamMmm opraHusaLui.

" ISAD/G n ISAAR (CPF) aensitotes ctangaptamu, BeinyweHHbIMM MexayHapogHeim coBeTom no apxueam (ICA,
www.ica.org). ISAD/G — MexayHapoaHbiv CTaHAAPT NO apxXuBHOMY onucaduto (Odwme npuHumne!), obecneunBatowmnn
PYKOBOASALLME YKaA3aHUA ANA ONUcaHusa AOKYMEHTOB M nx coBokynHocten. ISAAR (CPF) — MexayHapogHbiv cTangapT no
apXMBHbLIM JOKYMEHTAM OPraHoB Brnactu (kopnopauuun, oTaenbHble NNMYHOCTU, CEMBU), NpeayCMaTpPUBaOLWNN PYKOBOAS-
LLMe yKasaHua ansa onncaHus opranmnsaunn-coongoobpasosartenen. (MexagyHapoaHbln CTAHAAPTHLIM 3TANOHHBIM apPXUB-
HbIn AOKYMeHT. CTaHgapTHasi 3anncb CBUAETENBCTBA 00 apXMBHOM OpraHe).
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7.5 MeTagaHHble ANA OTKPbLITUA pecypca

MeTagaHHbIe ANd OTKPLITUA pecypca, TO eCTb AN MHPOPMaLMOHHOIC Noucka, BKIIHYaT U NPEBOCXOAAT
00beM onucartenbHbIX MeTagaHHbIX (CM. 7.4). INpeactaBuTen AenoBbIX KPYroB — PYKOBOAUTENN (MeHeoKe-
Pbl) opraHnsaunn, MHPoOpPMaLUMOHHBIE PAaDOTHUKN 1 ApYrie NOMb3oBaTeNnn HY>XXA4arTCH B CMOMNb30BaHNMN MeTa-
OaHHbIX NpK noucke UHopMmauun. INpumepamm nogaepXKkm OTKPLITUS PeCcypCoB ABNAKTCA MeTadaHHble 00
MHOEKCUPOBaHUK, KNaccugukaumm U MecTonoNoXeHUM AOKYMeHTOB. TakmMe MeTagdaHHble TakKe nogaepXnea-
IOT CpeacTBa ynpaBneHna JOKyMeHTaMu, obecnevnBaroLline OTKpbITUe OOKYMEHTHbLIX pecypcoB. B KOHTeKcTe
ynpaBneHUa AOKYMeHTaMK 3TU MeTadaHHble, NpeXae BCero, coaepaT AaHHble 0 cnocobax AoCTyna K A0KY-
MeHTaM (CM. 9.2.3).

7.6 MeTapaHHble AnNd ynpaBneHUa npaBamMu

YnpaBneHue npaBamMu MOXET paccMaTpuBaTbCA Kak 0cobbll TN UMK acnekT AenoBbIX onepaLmii, NpoBo-
ONMbIX B 3TIEKTPOHHON popMe, TaK Kak OHO CBA3aHO C yrpaBfieHMeM npaBamMu 1 UCTMOoNb3oBaHNeM NHAopMaLn-
OHHbIX pecypcoB areHTa. Cioga BKIo4YaoT onnucaHne, oLeHKyY, Kyrio-npogaxy, KOHTPomnb 1 OTCIeXUBaHMUe 3TUX
npaB. YnpaeneHue npasamm Tpedbyet MeTagaHHbIX, KOTOPbIE ONMUCLIBAOT TPW KITHOYEBLIX 00beKTa, y4acTBYOLMX
B MCMNOSIb30BaHUUA MHPOPMALNOHHBIX PECYpPCoB. ATUMN TpeMsa obbekTaMn ABNAITCA YYacTBYHOLLNE CTOPOHBDI
(Hanpumep, cosaaTtenb, n3garenb U NoTpedbuTens); cogepkaHne Bo Bcex ero dopmMax U HenocpeacTBEHHO camu
npaBa (Hanpumep, paspeLleHuns, orpaHuyYeHns 1 nnaTa 3a UCMob3oBaHue).

8 YnpaBneHue MeTagaHHbIMW

8.1 O6wue nonoxeHun

YnpasneHne metagaHHbIMU MOXET ObITb pasaeneHo Ha ABe obnacTtu:

a) cosgaHwe, BBOA W ynpaeneHne MeTagaHHbIMU 00 ynpasneHnn JOKYMeHTaMU;

b) cosgaHue, ocyllecTBNeHne, NoaaepXKy U ynpasneHue npasmnamMmm, peryrnmpyrowmnmMmm 3T npoLecchl
N COOTBETCTBYIOLLME UM CTPYKTYPhI, BKIToYasa onpegeneHne Tunos gokymeHTa (D TDs-cxeMbl), cXemMbl U CNno-
Bapu OaHHbIX.

8.2 YpOBHU NpUMeHeHUAa MeTagaHHbIX

B 3aBUCUMOCTM OT HY>XA 1 TpeboBaHWUN opraHM3aunm metagaHHble, OnMcaHHble B 3TOM MYHKTe, AoNnycKa-
eTCA NPUMEHATb Ha PasNUYHbIX YPOBHAX, 8 UMEHHO, K:

a) oTAenbHbIM AOKYMEHTAaM,

b) rpynnam nnu coBOKYMHOCTSIM AOKYMEHTOB U/UNi

C) uUenbiM cucteMam AOKYMEHTOB.

CuUcTeEMbl AOKYMEHTOB AOMKHbI ObITh paspaboTaHbl Tak, YTobbl BBOA MeTagaHHbIX Ha NMoBbIX YPOBHAX
yYOOBNETBOPSAN NOTPeObHOCTM opraHmMsaunn. Cneayet OTMETUTb, YTO €Cn OOHMN 3NeMeHThbl MeTadaHHbIX (Ha-
npuMep, HasBaHMe) AOSPKHbI MPUMEHATLCA K KaXKAOMY AOKYMEHTY B cMcTeMe, TO Apyr1ne AonyckaeTcda npumMe-
HATb Ha YPOBHE KOMMMEKCOB AOKYMEHTOB, a He K OTAeNbHOMY AOKYMEHTY.

8.3 Co3aaHue n ucnonb3oBaHUe MeTadaHHbIX

CosgaHne 1N NnpuMeHeHne MeTagaHHbIX K JOKYMEHTaM MOXET U OOIMKHO NPpoucxXognTb Ha NPOTSXKEHUN
BCEro >XM3HEeHHOTo LMKIa AOKYMeHTa.

MHormue metagaHHble, YNOMSAHYTEIE B 3TOM MYHKTE, HE0OX0oAMMO co3aaBaTb OAHOBPEMEHHO C BBOAOM A0-
KYMEHTOB, UX perucrpaunen n knaccudpukaumen, kak onmcaHo B NCO 15489-1, nogpasgenax 9.3, 9.4 n 9.5.
OHK onpenensitoT AOKYMEHT B MOMEHT BBOAA, (PUKCUPYS ero B AeNOBOM KOHTEKCTe U obecnedmnBast NpoLecchl
yrpaBleHus.

Cos3aaHne 1 BBOO MeTadaHHbIX AOMKHBI NpoaomKaTbCa U nocne cos3gaHuns AokyMmeHToB. MeTagaHHbIe He-
0bXxoanMo ODHOBNSATL MO Mepe TOro, Kak AOKYMEHTHI, y4aCTBYIOLME B TPaH3aKLMSX, CTAHOBATCH CBA3AHHBLIMMN C
OPYTMMU AOKYMEHTaMU; MEHSIIOTCSI NOTPEOHOCTU YNPaBNeHUs, CUCTEMBI YNpaBneHUst AOKYMEHTaMU nepeaaroTCs
OT 0AHOW opraHmM3aunu apyron. MetagaHHble OOMKHbI OTpaXaTb 3TU USMEHUBLLNECH ODCTOATENLCTBA. Takne Me-
TadaHHble Ha3blBalOTCA MeTagaHHbLIMKU npolecca (CM. S 2.3).

BBoa 1 nogaepkka asTMX MetagaHHbIX A0MMKHbI OCYLLECTBNATLCS Kak 0bbluHaA YacTb AEMNMOBbIX onepaLmm
1 Npouecca yrnpasrneHUa AoKYMeHTaMM.

[Tpunmeyanune—Knaccudukaumsa gokymeHtoB cornacHo NNCO 15489-1, nogpasgen 9.5, moxeTt obecneunTtb
MHOIrMe Npu3Hakn metagaHHbiX, Tpebytowmecs B 9.2.4 n 9.6.
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8.4 lNpouecchl ynpaBneHUa MeTagaHHbIMU

8.4.1 O6wue nonoxeHus

YnpaBneHne MmetagaHHbIMK BeYeT 3a cobon npouecchl, KoTopble nsnoxenol B MCO 15489-1, pas-
nen 9: cosgaHue, BBoA, XpaHeHWe, onnucaHune, nogaepXky, AoCcTyn, onpegeneHune nNonnuTuKkn, ctpaTtermi n me-
TOOOB.

8.4.2 OnpepeneHue NONMUTUKU U MeTOAOB

AreHThbl, BKNoYaa ynpaBndaloWmMxX AoOKYMeHTaMW, A0IKHbI onpeaenaTb U A0OKYMEeHTUPOoBaTb NMPUHLKNLI MO-
NMATUKA 1 NpaBunia ynpasneHna MetagaHHbIMKU, a Takke ACHO PopMynnMpoBaTh TpeboBaHUS ANA CTPYKTYP Me-
TafaHHbIX B COOTBETCTBUU C UX AENOBLIMUA NOTPEOHOCTAMWU. STU NPUHLMNLI NONMUTUKA U NpaBuUnia BKIOYatoT B
cebqa cneayowme NONoXeHUs: pacnpegeneHne obsasaHHOCTeW, onpeaeneHne Toro, Kakine metagaHHble Heob-
XOOAMMO Co34aBaThb M BBOAUTL, KOrAa U N3 KAKUX MCTOUHUKOB, Kakmne CTPYKTYPblI MeTaaaHHbIX A0NYCKaloTCs, Ka-
Kne ctaHaapThl U CUCTEMbI NOAAEPXKKU crieayeT UCNONb3oBaTh.

8.4.3 Co3paaHue n noaaepxKka MeTagaHHbIX

Ynpasnsawolwme goKyMeHTaM1 A0MKHbI MAeHTUPNLUNUPOBATL, Kakine MeTagaHHble HeobXoaumMo co3aaBaTh
N BBOOAUTb NPU CO30aHUU U noaaepkke AoOKYMeHTOB. [pouecc obpasoBaHUs MeTagaHHbIX B MOMEHT CO3daHUS
OOKYMEHTOB A0/MKEH KOHTPONMMUPOBATbLCA N AOKYMEHTUPOBAaTLCH.

MeTagaHHble 0 co3gaHUM NN USMEHEHUU MeTagaHHbIX O AOKYMEHTE Takke HeobxoanmMo onpeaensTb U
XpaHuTb. OHK ByayT nogaepKmBaTth Hagnexallyr U cogepKaTtenbHyo AoKyMeHTauuo 06 U3MEHEHUSIX, NPOon3-
BeeHHbIX B AOKYMeHTe MeTadaHHbIX.

8.4.4 CoszpaHue U nogaepXKa CTPYKTyp ANA ynpaBneHUa MeTagaHHbIMIA

CTpYKTYpbl ANA BBOAA, XPaHEeHUA M ynpasneHua MmeTagaHHbIMU (CM. 8.6) cneayeT paspabartbiBaTh U
onpeaensitb C yYeTOM COOTBETCTBUSA HOpMaM U TpebOBaHUAM, NPeabsaBNAEMbIM K YNpaBrneHUo JOKYMEHTaMMN.

Heobxoanmo, 4Tobbl B3aUMOCBSA3N MEXAY dfieMeHTaMn MeTaaHHbIX 1 MeXay HAMU N 0bbekTaMn MH-
popmMaLInKn, KOTOPLIE OHU ONUCKLIBAIOT, ObINMM NOCTOAHHBIMA. OTU OTHOLUEHWUA CNEaYET NpaBUiibHO N MOCTOSAHHO
noaaepXueaTb, 0coboe BHUMaHUE nNpu 3ToM Heobxoanmo obpallaTtbh Ha U3MEHEHUS, MpoucxXoasilme B pesyrb-
Tate MUrpaLnn, KOHBEPTUPOBAHUA U ApYrMxX Mep no obecnevyeHUo CoXpaHHOCTN.

8.4.5 OnpeneneHue, Koraa n Kakne MetTagaHHble criegyeT BBOAUTDL

AreHTbl, BKIoYasa ynpasnsioLWmx AOKYMeHTaMN, AOIMKHBI ONpeaensiTb, KakMe metagaHHble HeobXxoanumo
BBOAUTb, BpEMS X BBOAA N U3 KAKUX MCTOUYHUKOB. 3TU TpeboBaHUA K MeTagaHHbIM AOTKHbI OCHOBBLIBATLCH Ha
npoueccax ynpasneHusa gokymeHtamu, onpeageneHHeiMn B NCO 15489-1, paszgen 9. HacTtblo 31O gesaTenb-
HOCTU ABNSIETCH onpeaeneHne cnocoba BBoAa MeTagaHHbIX (BpYUHYO UMW aBTOMaTUYECKN).

8.4.6 [JokymMeHTUpOBaHUE U BHeApeHUe cTaHaapTa

AreHTbl, BKMNoYasa ynpaensaolwmMx AoOKYMeHTaMu, A0MKHbI AOKYMEHTUPOBATL NpaBuna 1 NONMUTUKY Mo No-
cnegoBaTenbHOMY UCMONB3OBaHUIO CTAHOAPTOB, CTPYKTYP, TEPMUHOB U T.4. OHU OOMMKHbI rapaHTUPOBaTh, YTO
3TU CTPYKTYPLI METaAaHHbLIX, TEPMUHBI, ONUCaHUA OOBLEKTOB U aTPUOYThI UCNOMNL3YIOT HaaneXxawmm odbpasom.

8.4.7 XpaHeHue MeTagaHHbIX

AreHTbl, BKNoYasi ynpasnsownx AoKYMeHTaMU, OCIKHBI NMPUHUMATL pPeLlleHUa 0 cnocobax XpaHeHus
MeTagaHHbIX. [Tpn NPUHATUN TaKUX peLleHnin cneayeT NpUMHUMaTh BO BHUMaHUE NOCTOSAHHYIO CBA3b MeXay Me-
TagaHHbIMU N 00ObEKTAMU, K KOTOPBIM OHW OTHOCATCH UNK NpuHaanexar. MeTagaHHble AONYCKAeTCHA XPaHUTb
BMECTE C AOKYMeHTaMn n/nnn otaenbHo B baze(ax) AaHHbIX. KpuTepun ynpaBneHus, a UMeHHO 3aTparThl, pe-
3yNbTaTUBHOCTL U 3P PEKTUBHOCTL, MOTYT BNUATL Ha pelleHne, onpeaensiollee, Kakum obpasom dyayT xpa-
HUTbCA MeTadaHHbIE.

8.4.8 OnucaHue

[Tpouecc ynpaBneHna metagaHHbIMU NPOOCIKAETCH A0 TEX MOopP, NokKa CYLLECTBYHOT AOKYMEHTHI M UX KOM-
nnekcbl. [Ans coxpaHeHUs 3Ha4YUMbIX, HAAEXKHbIX U TOAHLIX K UCMOMb30BaHMIO AOKYMEHTOB HEODX0AUMO Mo Mepe
HaaobHOCTN A0DaBNATL HOBble MeTadaHHbIe. DTy onepaLuutio Hago NPOBOAUTL Ha NPOTSPKEHWUW BCEro nepuoaa u
BO BCeX HanpapBneHUsax OCYLLEeCTBNEHUS AeN0OBON AEATENbHOCTA, HAanpumMep, Korga gpyHKUMA OQHON opraHu3a-
LI N COOTBETCTRYIOLLME YacTU ee CUCTEMbI YNpaBNeHNs AOKYMeHTaMun nepeaatot agpyron. B pesynbsraTte a10ro
npoLecca MOXET NPOBOANTLCH aganTalus UMEOLLUXCA CTPYKTYP MeTadaHHbIX K TpeboBaHUSAM opraHmsaLMi-no-
nydatens. OpraHusaunyM OomKHbl onpeaennuTs nNpoleaypbl U NONMUTUKY AOKYMEHTUPROBAHUS TakKUX USMEHEHUN.

MOHO BbIAENNTb HECKOMbKO CNOEB MeTadaHHbIX, 0bnacTe NPUMEHEHUNA KOTOPbIX MOCTOSIHHO pacLUUpS-
eTCsl, B 3aBUCUMOCTU OT TOTO, HACKOMNBbKO LUMPOKO UCTMONb3YIOTCA U PpacnpOCTPaHATCA AOKYMEHThI. [ oKyMeH-
TaMW YNPaBnsAoT CUCTEMBI, 3T CUCTEMbBI YNPaBNATCS OpraHM3aLUnuaMn, a 3T opraH1UsaLnm ABNATCS YacTbio
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Dornee WNPOKOro KOHTEKCTa (AeNoBOM CEeKTOP, NPaBUTENLCTBO, HaLUMS, Nybnuka nnu obLlecTso). Ha kaagom 13
STUX YPOBHEN MeTadaHHble OOMKHbI 0becnevmBaTb 4OCTATOUHYHO MHPOPMaLUIO O JOKYMeEHTaxX Ansl TOro, YTo-
Obl OHM CTann NOHATHBLIMU U OOCTYMHLIMU ONSA 3aUHTEPECOBaAHHLIX NAL,

Co BpeMeHeM nepBoHayvalribHas okpyXawwaa cpea MSMeHUTCA UMMM UcHEe3HeT, a UHTenneKkTyanbHoe
A3bIKOBOE ODOLUeHMe, a Takke 3HaHUA OyayT pasBMBaTbCA. OTU U3MEHEHUA NOTPEOYIOT NnepeBoaa NepBoHa-
YarbHOro KOHTEKCTa co3daHua AOKYMEHTOB B HOBYIO cpedy. OTO byaeT OCYLeCTBNATLCA ¢ NOMOLLLHO MeTa-
OaHHbIX. Yepes Kakoe-To BpeMs 3Ty AedATeNbHOCTb OyayT OCYLLIeCTBNATL NALa B opraHMsaumax-npeeMHUKax,
He NPUCYTCTBOBaBLUIME B MOMEHT CO34aHNA OOKYMEHTOB.

8.4.9 [locTtyn K MeTagaHHbIM

docTyn Kk MeTagaHHbIM A0MKeH ObITb OrpaHnYeH YynonHOMOYEHHbIMMN areHTaMmun 1 perfnameHTMpoBaTb-
CA YTBEPXAEHHbIMU NpaBunamMmm n NONUTUKON. Ha MecTax AoMmKHbI ObITb 0becneveHbl Mepbl 0e30NacHOCTU U
OO0MMKHa ObITb paspaboTaHa cxeMa Knaccudpukaunmm gocTtyna. AreHTam Takke crnegyeTt onpeaennTb npasuna
Mo COBMECTUMOCTU pasfiMyHbIX CUCTEM MeTadaHHbIX 00 ynpaBleHUn JOKYMeHTaMn ¢ LeNbio obecnevyeHUs
obMeHa 1 nNoucka AOKYMEHTOB pa3HbIMUA MHPOPMAaLMOHHBIMUA CUCTEMaMU, OpraHnsaunusamMmn Unm opraHamm
BacTm.

Heobxoanmo, 4TobbI CyLEeCcTBOBaN MeXaHU3M OTCMNEeXUBaHUA U AOKYMEHTUPOBAHUS AOCTYNA, UCNOTb30-
BaHUA AOKYMEHTOB M NOOLIX UBMEHEHUW NN AONCNTHEHUN, NPON3BEeAeHHbIX B MeTadaHHbIX.

8.4.10 MNMoapnepxka MeTagaHHbIX

8.4.10.1 lpoueccbl N MeTOALI

CyLlecTByeT HECKONbKO MeTOA40B U TEXHUYECKUX MPMEeMOB ANsl opraH1saunn U nogaepXkn metagaHHbIX
N CTPYKTYP MeTagdaHHbIX. Cioga BKIOYAKT CMOBapW AaHHLIX, coaepXalwmne onncaHua oObeKToB, TUMOB AdaH-
HbIX N OTHOLWWEHUA MeXay HUMK, a Takke cTaHOapTHbIe A3bIKU pasMeTKu ANd onnucaHnsa CTPYKTYP LMAPOBBIX
OOBLEKTOB.

[Toaaepkka BegeHUa MeTagaHHbIX BKNOYAET B ceba cneayrowme npouecesl:

a) KOHTPONb LENOCTHOCTWU AaHHbLIX B NpoLeccax BeAeHUA MeTadaHHbIX;

b) Mepbl 6e30NacHOCTU, KOHTPONUPYOLLIME AOCTYN K MeTadaHHbIM, TAKMe KakK npaBuna aBTopusaLmu
areHTOB N CUCTEM UX AocTyna Kk obbektam. Croaa BKNHOYaOT aBTopU3aumio nepcoHana, ynomHOMOYEHHOTo 13-
MEHATb CTPYKTYPbl MeTadaHHbIX;

C) BOCCTaHOBJIIEHUA B cny4ae oTkasa CUCTEMBI,

d) BO3BpaTa K npeallecTByoLeMy COCTOAHUIO;

e) Murpauunto no TeXHONoOrn4eckum MHpopMaUnoHHBIM cpegam, a Takke U3MeHeHUs M obHOBNEHNS
CUCTEM, YNpaBnsAoLLMX MeTadaHHbIMK 00 yripaBneHUn AOKYMEHTaMMN.

8.4.10.2 AYTEHTUYHOCTb U HEU3MEHHOCTb MeTagaHHbIX

MeTagaHHble 00 ynpaBneHnUn AoKYMeHTaMn NOAYNHSAKTCA npasiiam 1 KpUTepusam yCTaHOBMEHNSA NOa-
NMMHHOCTU TaK Xe, KaKk AOKYMEHThI, C KOTOPbIMU OHW CBA3aHbI, C LeNbio obecnevyeHns UX HaaeXXHOCTU. Takum
obpas3om, areHTaM creqyeT AOKYMEeHTUPOBaTL BCO NONMUTUKY M NpaBuna, kacatolmecs MeTagaHHbIX U CBSI3aH-
HbIX C HUMWN coDbbITUA. V3MmeHeHns1 B KOHLeNTyanbHbIX UMM PU3NYECKNX CTPYKTYpax MeTadaHHbIX OOIMKHbI
TakKe ObITb AOKYMEHTUPOBAHHI.

BaXHbIM anemMeHTOM Anst obecnevyeHUss NOANMUHHOCTU MeTadaHHbIX U Haanexallero ynpasneHns MMu
ABMsieTCHd TpeboBaHUe TOro, YToObl BBeAeHHbIe MeTagaHHble OCcTaBalinCb HEM3MeEHHBIMU. HeobXxoamnmo, UTo-
Obl MeTagaHHbIe 00 ynpaBnieHUU AoKyMeHTaMn nogaepXXmuBanmcbe HeM3MeHHbIMAU U B clydae BO3HUKHOBEHUS
HeoOX0AMMOCTU BHECEHUSI UBMEHEHUN, Ha MecTaXx CYLLeCcTBOBanuy nNpasuna, pernameHT1pyroLlne ynpasne-
HMe 3TuM npoueccom. Croga OTHOCAT NpaBuna AOKYMeHTUPOBaHUA NPUYUH USMEeHEeHUN, caMnX U3MEHEHNIN U
YUYaCTBYHOLNX YNONMHOMOUYEHHLIX areHToB. JTU TpeboBaHUA cneayeT NPUMEHATb MOCTOAHHO B NOOOK
opraHusaLun, OTBETCTBEHHOW 3a AOKYMEHTHLI U y4acTBYIOLWEN B 3TOM MnpoLiecce.

Cneayet obecneunBaTb Nogaepkky MetagaHHbIX, cogepXawmx ceeaeHns o cosgaHnm UM NsMeHeHn-
AX, Npon3BeAeHHbIX B MeTagaHHbIX caMore gokymeHTa. Croga BXxoanT nHgopmMauuna ob areHTax, CBA3aHHbIX C
co3gaHnemM Unu U3MeHeHUAMU, a Takke TUMOM AeATENbHOCTU, KoTopast bbina npeanpuHAaTa, HanpumMep: co-
3gaHne, U3SMeHeHue, NpoBepkKa, yaaneHmne. Kpome Toro, 4oMxKHa ObITb MAEHTUPNLKMPOBaHA BEPCUA CXEMbI Me-
TadaHHbIX, UCNONIb30BaHHasA Npu onpegeneHnn U sanoHeHUN 3NeMeHTOB MeTadaHHbIX.

8.5 CTpyKTYypbl MeTagaHHbIX

[1na Toro 4YToObI YNIPOCTUTL N cAeNaTb OCMbICIIEHHBIMW B3aUMOCBS3MN MeXay 3neMeHTaMn MeTagaHHbIX,
X HeoOXoOMMO CTPYKTYpMpoOBaTb, HaANpPUMEpP, C MOMOLLbIO KlaccUUKaLMOHHBIX cXeM. AreHTbl, BKtoYad
yrpaBnaloLWUX JOKYMeHTaMn, A0STKHbI paspabaTbiBaTh CXeMbl 4115 OnucaHna AOKYMEHTOB, KOTOPbIE OHU CO-
30at0T, BBOAAT 1N KOTOPbIMW YNPAaBAT, BKIOYAsA KOHTEKCTHYH MH(OopMaLMo OTHOCUTENBHO AEeSTOBbLIX NpPO-
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LeCcCOB U areHToB. OTU CXeMbl AOJPKHBI NOAAEPXXUBATLCA BO BPEMEHU C Lerbio oTpaXKeHUs U3MeHeHUN B
opraHn3ayMoHHOM U OeNOBOM KOHTekcTe. OTHOLWIeHUA MeXady HOBbIMWA CXeMaMW U TeMU, KOTopble OHWU
3aMeHsIoT, cneayeTt aeHTUUUMPOBaTh U AOKYMEHTUPOBATD.

CxeMbl MeTaAaHHbIX OMUCBLIBAOT OOBEKTLI, UX 3M1EMEHTHI U UX B3aUMOCBSA3N. CXeMbl TakKe NoaaepKu-
BalOT ONMcaHne CTPYKTYp ACKYMeHTa (Hanpumep, TakumMmu asbikami, kak XML). OHK BaxkHbl 4Na ynpasneHUd
DazamMun gaHHbIX, KOTOPbIE coAepKaT Takyko onucaTenbHy MHpOpMaLIKLO.

34ecb MOXHO npueectn npumepbl: DTDs-cxem (XML-cxem) ansa onpegeneHnsa CTPYKTYP ACKYMEHTOB,
0a3 gaHHbIX UMK ApYrnMX OOBLEKTOB; a TakKe KOHLUENTYanbHbIX CXeM ANs peannsaunoHHbIX UMY OO BEKTHO-OP K-
eHTUPOBAHHbIX 6a3 AaHHbIX.

CTpYKTYpPbl MeTaAaHHbLIX N 3NEeMEHThLlI MeTagaHHbIX, U3 KOTOPLIX OHWU COCTOST, MOTYT ObITb B AaNbHEN-
LeM onpeaeneHbl ¢ NOMOLLLIHO CXeM KoanpoBaHUAa. CXemMbl KogMpoBaHUSA onpeaensaoT 3HAaYEeHUsS U CUHTaKCUC
anemMeHTa MeTagaHHbIX.

[TpmMepbl cXemM KogupoBaHUA BKIOYaT onpeaenieHHble MHCTPYMEHTHI ANS ynpaBneHUs A0KYMeHTaMu,
ycTaHoBneHHble B NCO 15489-1, nogpasgensl 9.2 1 9.5, cxemMbl Knaccudpukaumm ana AenoBbIX onepauuni,
CXEMbl KnaccugukaLmm ypoBHe AoCTyna 1 cXeM pasmMmeLlleHns 1 6e30nacHOoCTM.

B0O3MOXHOCTU CXeM NO3BONAIOT:

a) obecnevnBaTb MHTErPUPOBAHHOE N COrNMacoBaHHOE ynpaBneHns MeTagaHHbIMU;

D) NpeaocTaBnATb BO3SMOXHOCTU B3aUMMOAENCTBUSA NYTEM COrNacoBaHHONo npeocdbpaszoBaHUs pasnnd-
HbIX HABOPOB MeTaaaHHbIX;

C) Bblpa)aTb B3aUMOCBA3UN 3IEMEHTOB U UX CEMaHTUKWU;

d) ynpaBnsATb OTHOLUEHUAMM MeXay aneMeHTaMn MeTagaHHbIX 1 CBOUCTBEHHON UM CEMaHTUKMN;

e) obecneumBaTb U NogaepXmMBaTb COrNacoBaHHOCTb MHPOPMALMOHHBIX CUCTEM (HanpuUMep, CUCTEM
yrpasneHna AoKyMeHTaMu);

f) obecneunMBaTb MOAyNbHOE pasBUTUE, YCTAHOBMNEHUE (3anycK) UNKM npekpaweHne (paspbiB) CBA3ENn
MHPOPMaLIMOHHBIX CUCTEM;

g) obecnevmBaTb OCHOBbLI ANS Pa3BUTUA UHPOPMAaLUOHHBIX CUCTEM U/MNK Ba3 AaHHbIX.

8.6 Ponb cucrtem

[lokymMeHTbl Heobxoanmo cosgaBaTtb, BBOAUTb UMW YNpaBisATb UMW C MOMOLLbIO CUCTEM AN OcyLle-
CTBIEHWA OEeNOBLIX onepaLlni, CACTEM yrpaBlieHNs A0KYMEHTaMu UM obenmMmmn cucteMmamm BMecTe, a UMEHHO!

a) MCMNONb3ysa HE3aBUCUMYIO CUCTEMY AN OCYLLIECTBEHUA AenoBbIX onepaLuni, paspaboTaHHYO B TOM
yncne AN caMoCTOATENIbHOro co3faHuns, BBoda U yrpaBlieHNa ee JOKYMEHTaMU;

b) ncnonb3ysa cuctemy A58 OCYLWEeCTBNEHUA AeNOBLIX onepaLnii, co3aarolyto, HO He ynpaBnsatoLLYIo
OOKYMeHTaMu 1 no3Tomy paboTtatolyo B codeTaHnM ¢ COOTBETCTBYIOLLIE CUCTEMON yNpaBneHNs AOKYMEeH-
TaMu;

C) MCMOSb3ys CUCTEMY yNpaBeHUsa AoKYMEHTaMu1, cneLunansHo npegHasHavYeHHyo ans co3gaHus, BBO-
a 1 ynpasfieHns AoKYMEHTaMM.

He3aBMCMMO OT TOro, Kakyto CUCTEMY UMM KOMONHALMI0 CUCTEM UCNONb3YIOT, OHa AoMMKHA obecne4vnBaTh
MCNONb30OBaHUe N NpeacTaBeHne MeTagaHHbIX 06 ynpaBneHnn gokymeHTamu addekTUBHbIM criocobom.

CuncteMsbl yrpaBlieHUsa JOKYMeHTaMK JOMKHbI ObiTb pa3paboTaHbl 1 BbINOHEHbI C TAKon MHAPaCTPYKTY-
pon, KoTopasa obecnedymBaeT NPON3BOACTBO, BBOA W yrpaBfieHWe COOTBETCTBYOLWMMA MeTagaHHbIMA U, MO
BO3MOXHOCTU, OyaeT OCcyLLecTBNATb BCe 3TN NMPOoLEeCcChl aBTOMaTUYECKN.

CucTemMbl yripaBneHnsa AoKyMeHTaMM AOJBKHbBI BbITh paspadboTaHbl TakMM obpasom, YTobbl rapaHTUpPoO-
BaTb, YTO AOKYMEHTHI U X MeTagaHHble OCTaHyTCA AOCTYMNHLIMW, NOAMHHLIMWA, HAAEXHBIMUA N MPUrOAHBIMU K
NCNONb30BaHUIO, HECMOTPSA Ha NoObIE N3MEHEHUS CUCTEMBI.

OOHUM U3 METOAOB ACKYMEHTUPOBAHNA M3MEHEHNI SIBNAETCH ayanuTopckoe s3akntoderne. OaHako B TO
BPEMS KaK ayanTOPCKUE 3aKITioUYeHUs1 ANl AOKYMEHTOB N CUCTEMBI AN1S1 OCYLLIECTBNEHUS AeNOBbIX onepauunia
ABMSIOTCA HEOOXoAMMBIMUN As1 obecnevyeHnUs HenpPepbIBHOCTN AeNOBON AESITENLHOCTU, OHWU MOTYT HE MNOJTHOC-
Tbo OTBEYaTb TPEOOBAHUAM K YNPaBNEHUIO AOKYMEHTaMN OTHOCUTENBbHO obecneveHUs NonHOW NCTOPUN TpaH-
3aKUMN anst KOHKpeTHbIX AoKyMeHTOB (NCO 15489-1, nyHKT 8.3.2).

[1nsa obecnevyeHns rapaHTUX TOro, YTO MeTadaHHbIe U3BMeYeHbl N3 opULManbHbIX UCTOUHUKOB, AOITKHbI
ObITb CO3aHbl UHCTPYMEHTHI YNpaBneHUst AOKYMEHTaMU, @ UMEHHO CXeMbl Kinaccugpukaumm JenoBbIX onepa-
LKA, AocTyna n 6e30nacHoCTA, a Takke opraHbl, YNnoNMHOMGOYEHHbIE pacnopsXXaTbca AoKYMeHTaMn. CUctemsl
yrpaBneHnst AoKyMeHTaMu cnegyet paspabaTbiBaTb TakMMm obpaszom, 4Tobbl BKMWOYATb B UX COCTaB 3TU
MHCTPYMEHTHI 1 aBTOMaTU3NPOBaTb UX MPUMEHEHUE.
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9 Tunbl MeTagaHHbIX, TpebOyrowmneca ana noanepxkn NCO 15489-1

9.1 OnucaHue TMNOB MeTaAdaHHbIX
B 3TOM NyHKTe NpuBeaeHbl TUMNbLI MeTaaaHHbIX, KoTopble TpebyTca ANna apPeKTUBE

Oro BbINOJIHEHAA

TpeboBaHU MCO 15489-1. STOT NYHKT ABNAETCHA NOSICHEHWEM pa3gena 5. B atom pasgene o
Nnas3oH MeTagaHHbIX, KOTOpble A0MKHbI paspadaTbiBaTbCA N NPUMEHSITLCS B paMKaX CUCTEM Y
MeHTaMW ¢ Lenbto BbinonHenna Tpebosannm MCO 15489-1.

TMCbIBaeTCs ama-
npaBfieHNs JOKY-

Tunbl MeTagaHHbIX, Tpebytownecs ana nogaepxkn NCO 15489-1, moryT ObITb pasaeneHbl Ha creayto-

LLiMe rpynnbl (CM. PUCYHOK 1):
a) MeTagaHHble 0 cCaMOM JOKYMEHTE;
b) MeTagaHHble 0 NpaBunax, NONMUTUKE U NONMHOMOYNSX BedeHUA AeNOBLIX onepaumm
C) MeTagaHHble 00 areHTax;
d) MeTagaHHbIe O npoLueccax AenoBbIX onepauni;
e) MeTagaHHble O npoueccax ynpaBneHUa JOKyMeHTaMMu.
ST TUNbI MeTadaHHbIX NPUMEHSAIOT Kak 40, Tak U nocne Beoaa AOKYMEHTA.

[ToSTHOMOYUA

yrpaBnsaloT
YyCTaHaBMMBAIOT CBUAETENbLCTBYHOT
KOMMNEeTEeHUMKO R T O BbIMOJTHEHUM
(noATBEPXKAAI0T
BbINOMHEHne)
onepaLun

MHTErPUPOBAHO B

YnpaeneHue
OOKYMEeHTaMu

DOKYMEHTU-
PYIOTCS B

BbINONMHAKT

|

OCYLLECTBINAIOT NCroNb3yeT
B yrNpaBrneHum

cO34al0T
duanyeckmne A
nuua [ OKYMEHTbI
areHThbl
( ) NUCMONb3YIOT

PucyHok 1 — Cxema OCHOBHbIX BUAOB MeTagaHHbIX U X B3aNMOCBSA3W

Kaxkgasa 13 aTux rpynn BktovaeT B cedba meTagaHHble, KOTOPbIE:

J

1) BBOAATCHA C JOKYMEHTOM, (DUKCUPYS ero B JeSIOBOM KOHTEKCTe 1 obecrnevnBas NnpoLecchl ynpasrie-

HMA (TO ecTb MeTagaHHble, obpasyolmecs B MOMEHT BBOJa AOKYMEHTA), U

2) npoaoskalT co3gaBaTbCA U BBOAUTLCA Ha NPOTSKEHUWN BCEro KU3HEHHOTo LMKNa OOKyMeHTa (To

ecTb MeTagaHHble, obpasyrolunecs nocre BBoAa JOKYMeHTa); 3TOT MpoLecc He orpaHnyu

BaeTCca pamMKamMmin

opraHmsaLum — cosgaTens JOKYMEHTOB N Ao/mKeH obecneunBaTtbCcsa KaXKaon opraHusaumen, oTBEeTCTBEHHON

3d YNpaBliEHNE AOKYMEHTAMW, Ha MNMPOTAXEHNN BCEIO UX ) KUSHEHHOTIO LUAUKI14.

3Ty KNaccudurkaymo NCNob3yT B KAYeCTBe KOHLLeNTyanbHOM OCHOBLI HacTosLLero ctaHgapTa. [Nocne

Kakgoro n3 TpeboBaHin K MeTagaHHbIM yKa3bIBatoT CChINKY Ha NYHKTbI U noanyHkTel MCO
ObIX OHW NOYyYEeHbI.

9.2 MeTapaHHble O AOKYMeHTax

15489-1, 13 KOTO-

9.2.1 MeTaaaHHble 0 AOKYMeHTax, obpasywLwueca B MOMEHT BBOAa AOKYMEHTOB
OCHOBHbIe 3NeMeHThI CTPYKTYPHBIX MeTadaHHbIX U MeTadaHHBIX AN XpaHeHUs Tak Xe, Kak dpopmaTta U
OCHOBHbIX TEXHUYECKUX XapaKTepUCTUK, AOIBKHbI OblTb MAEHTUPULNPOBAHBLI U AOKYMEHTUPOBAHLI B MOMEHT
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BBOAA OOKYMEHTA C Lenbio obecnevyeHuns rapaHTu Toro, YTo A0CTYN K ACKYMEHTaM MOXeT NoaaepKuBaTbCs
00 Tex Nnop, noka aTo TpebyeTca AN AeNOBLIX onepauni Unu apyrux Hyxa, a Takke ans obecneveHnsa gonro-
BPEMEHHOr 0 XpaHeHUa U ynpaBneHnsa AoOKyMeHTaMu.

BO3MOXHO, B MOMEHT BBOAA AOKYMEHTa NoTpedbyeTcd Takke BBECTU HEKOTOPLIe MeTadaHHble 00 ynpaB-
NeHUN QOKyMeHTamMm 1 o0 6e30nacHOCTU, onucaHHble HUWXKe (M. 9.2.4 n 9.5).

[na onpegeneHns cogepxaHnsa oTA4eNbHOro A0KYMeHTa UK NMobLIX NX KOMIMMNEKCOB, ero NIorm4eckon v
(PUN3NYECKOUN CTPYKTYPLI, a Takke TeEXHUYECKUX NPU3HAKOB 1 ANA AOKYMEHTUPOBaHUA OTHOLLEHUN MexXay AOKY-
MeHTaMn MeTadaHHble O JOKYMEHTE AOKHbI:

a) BKNoYaTb AaTy U Bpems, Korga AoKyMeHT Obln co3aaH,

b) MaeHTUPUUUPOBATL U ONUCKLIBATL areHTOB, Y4acTBYOLWMX B CO3daHUM AOKYMEHTA,

C) OOKYMEHTUPOBATb CTPYKTYPY OAOKYMEHTA,
)
)

d KYMEHTUPOoBAaTb POPMY AOKYMEHTA,

e KYMEHTUPOBATbL XUMUYECKe U pUsndeckne CBOUCTBa AOKYMEHTAa,

f) AOKYMEHTUPOBaTb TEXHUYECKUE XapaKTepPUCTUKN N B3AaUMOCBA3IN JOKYMEHTA,

g) AOKYMEHTUPOBAaTb OTHOLWIEHUA MeXay AaHHBIMW UMK 3nNeMeHTaMKn popMaTa, KoTopble COAEPKUT A0-
KYMEHT,

h) OOKYyMeHTUpoBaTb TpeboBaHUS K obecnevyeHno A4ocTyna, BOCNpoM3BeaeHUo, BOCCTAHOBNEHUIO UMK
nepegadve AOKYMEHTa,

1) obecnevnBaTb MUrpaLno HA MHOE NporpaMmmHoe obecneyeHme,

j) obecne4ynBaTb BOCNPOM3BEdEHNE Yepes3 SMYIIALNIO,

K) MHUUMMpOBaTL AeATENbHOCTL MO yrpaBneHuo gaHHLIMA 1 dopMaToM AN4 3aluThl NPOTUB yCcTape-
BaHUSA (CTapeHus1) cpeacTB UHPOPMaLIMOHHBIX TEXHOIOTUN,

|} OOKYMEHTUpOBaTb OTHOLLEHUSA Mexay AOKYMEHTOM U TpaH3aKkuMen Unn aeatenbHOCTbIO, B pe3ynbTa-
T€ KOTOPOWU BO3HUK 3TOT AOKYMEHT, U

m) OOKYMEHTUPOBATL CBA3M MeXAy AOKYMEHTaMM UK MeXay oTAeNbHbIM AOKYMEHTOM U Bonee Wnpo-
KOW COBOKYMHOCTbLIO (KOMMIEKCOM) AOKYMEHTOB, YacTbo KOTOPOU ABNAETCA 3TOT AOKYMEHT.

9.2.2 MeTapaHHble 0 AOKYMeHTax, obpa3yrowimecs nocrie BBoAaa AOKYMEHTOB

MeTagaHHbIe 0 AOKYMeHTax cneayeT HakannumBaTtb HeNpepbiBHO, HE3aBUCUMO OT TOro, Kakasl opraHusa-
LISt OTBETCTBEHHA 3a AOKYMEHTHI B AaHHbIA MOMEHT. QTU MeTaaaHHble byayT onpeaensatb U3SMeHeHUs1, NpounC-
Xoasme B NMorm4eckon U usny4eckon CTpyKType, a Takke TeXHUYeCKUX npusHakax aokymeHTta. Kpome Toro,
OHW Takke DyayT ONUCLIBATb HOBbIE KOHTEKCThI, B KOTOPLIX AOKYMEHT UCNOMNb3YT. HeobXoanumo AOKYMEHTH-
poBaTb BO3HNKHOBEHNE HOBbLIX CBA3EW C APYIMMW OOKYMEHTaMn NN NX KOMIIeKcaMu.

Tekylwime 1 npeablaylime s3Ha4YeHUs MeTagaHHbIX, ONUCKLIBAIOLLUX CTPYKTYPY AOKYMEHTa, Takux Kak qoop-
MaT U OCHOBHbIE TEXHUYECKNE XapaKTEePUCTUKN, HEODBXOOUMO COXpaHATb Ans obecnedveHnUsa rapaHTuM TOro,
YTO AOCTYM K AOKYMEHTY OyaeT noaaepXMBaTbecsl B TEHEHNEe HeObXoaMMOro BpeMeH. OTO NO3BONSIET CoXpa-
HATb CBeAeHUA O NepBOHaYanbHOW CTPYKTYpEe AOKYMEHTa U obneryaeT Ux coXpaHHOCTb B byayLieMm.

Ecnn nmenun mecTto npouecchl, UHULUNPOBAHHBbIE CTPYKTYPHBIMU MeTagaHHbIMU 1 MeTadaHHbIMU O Xpa-
HEeHUN, CBMAEeTeNbLCTBA O HUX cnegyeT XpaHUTb BMecTe ¢ geTandaMn Bcex U3SMeHeHU B opopMNeHnUn 1 oop-
MaTe AokymMeHToB. CM. Takke 9.6.

9.2.3 MeTapaHHble, NogaepKuBawLmMe A0OCTYN K AOKYMEHTaM

9.2.3.1 ObLwme nonoxeHus

MeTagaHHbIe cneagyeT UCMoNb3oBaTh ANA NAOeHTUPUKaALUMKN JOKYMEHTOB U obneryeHns nx n3BnevyeHus
(BOCNpon3BeaeHUda) N UCNOMb30OBaHUA B CUCTEMAaX YNpaBNeHNs AOKYMeHTaMMU.

Cucrtema ynpasneHunst 4oKyMeHTaMmM AoMKHa obecrneymBaTbh CBOEBPEMEHHbLIA OOCTYMN KO BCEM COOTBET-
CTBYHOLLMM AOKYMEHTaM U CBSA3AHHBLIM C HUMW MeTagaHHbIM. CUCTEMBI MOTYT ObITb paspaboTaHbl Tak, YTOOLI
MCNOMNb30BaTb MeTadaHHble aAns odbnerdyeHust BbINOMHEHUS STOW Lienu.

9.2.3.2 MeTagaHHble And ocbecnevyeHnUsa A0CTyna K AoKyMeHTaM, obpasyrolmnecss B MOMEHT BBOAa AOKY-
MeHTa

MeTagaHHble Ang obecnevyeHnUa AoCTyna K AOKYMEHTaM O0MKHbI BEINONHATL cneayrowme yHKLUA:

a) naeHTUpUUMpoBaTh MHPOPMAaLIUIO O AOKYMEHTE UMM COBOKYMHOCTAX OOKYMEHTOB;

b) yKasbiBaTb U AOKYMEHTUPOBAaTb MaccUB (Manku U gena), B COCTAB KOTOPOro BXOAUT AOKYMEHT UNU
KOMMNeKCbl AOKYMEHTOB;

C) BBOAWUTb MHpOPMaLNIO O MECTOHAXOXKAEHUN AoKyMeHTa. CUCTeMbl AOTMKHBI obecnevnBaTh noaaep-
XKKY pa3HoobpasHbIX CBeAEHNN O MECTOHaXOXAeHUN AoKyMeHTa. MecToHaxoXaeHne AoKyMeHTa MOXKET ObITb
noruyecknm n/mnn punsmndeckum. MIameHeHus ceegeHnin 0 MECTOHaXOXAEHNN AOKYMEHTA ACITPKHBI NOAOEPXKN-

1o
no
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BaTbCHA. YCTaAHOBMEHHOE MEeCTO XpaHeHUs QOOKyMeHTa W  akKTudeckoe MecToHaxoxaeHue chneayer
bmKkcnpoBaTh Ans obner4eHnUsa eroc NOUCKa;

d) naeHTUpMUMpoBaTh U AOKYMEHTUPOBATL CBA3M MeXay AOKYMEHTaMW, areHTaMu U npoueccamu;

e) OOKYMEHTMPOBAaTb onucaTenbHy MHopMaLUo, KoTopasa ocbecnevynBaeT UCNOMb3OBaAHNE N NMOHUMA-
HMe OOKYMEHTOB, TakMX KaK, Hanpumep, Knacc npegmMmeTHoOU Knaccudpmkauumm, HassaHue, onucaTtenbHble KIo-
YyeBble CNoBa, pe3toMe UM KOHCNEKT;

f) obecnevmnBaTb Knaccudpukaumo yHKLUNA, AEUCTBUA U TpaH3aKUMA B Xo4e AeNOBbIX onepaLuni;

g) obecneumBaTthb Knaccumnkaumo GOKYMEHTOB;

h) ocywecTBNATbL MHAEKCUpOBaHUE AOKYMEHTOB.

9.2.3.3 MeTagaHHble npoLecca, noaaepxusaroLme obecneveHmne gocTyna K JoOKyMeHTam, 0bpasytoLmn-
ecd nocne BBoga AOKYMeHTa

MeTagaHHble Ans obecnevyeHns 4oCTyna K AoKyMeHTaM cneayeTt HENPEepbIBHO KOHTPOMNUPOBATL C LENbIO
obecnevyeHna rapaHTUPOBaHHOW OOCTYNHOCTU OOKYMeHTOB. CO BpeMeHeM MOXET BO3HWUKHYTb Heobxoau-
MOCTb BHECEHUSA M3MEHEHUI B 3TN MeTadaHHble, a UMEHHO:

a) Mo Mepe cBeplueHUa AenoBbIX onepaLuni,

b) Npun nameHeHWM cocTaBa NepcoHana,

C) NMpu N3MeHeHWUN HanpaBneHUa AeaTeNbHOCTH,

d) Npu U3SMEHEeHNN MHCTPYMEHTOB YrpaBlieHUA AOKYMEeHTaMMU,

e) Npu N3MeHeHUN MeCTOHaXoXaeHUs AOKYMEHTOB,

f) Npn N3IMeHeHUN TePMUHONOrNK, YyNoTpebnaemMmon B opraHusaLnm, Unn

g) Npw BHeOPEHWUN HOBbLIX CUCTEM, oDecneYnBaloLLUX BbINMONHEHWUE OAENOBbLIX onepaLniA.

[na coxpaHeHUs OCMbICNIEHHOCTU AOKYMEHTOB HeobxoammMma HenpepbIiBHas cucTtemMaTtusanna nx onuca-
HUA. [pn paclipeHnm gocTyna K AoKYMeHTamM BHe 0bnacTu, B KOTOPOWU OHU ObINW co3aaHbl UM BBEAEHLI, KaK B
paMKax, Tak 1 3a npegenamu opraHmsaunm, Heoobxoanmbl ACNONMHUTENbHBIE onucaTebHble MeTagaHHble O
PasbACHEHUS OeNOBOro KOHTeKcTa AOKYMeHTOB. BpeMeHHOW paKTop 1 PUCK YTpaThkl C TEYEeHUEM BPpeMEHU 3Ha-
HAN O cpeae, B KOTOPOWU AOKYMEHTHI ObIN co3aaHbl UNU BBeAEHLI, ABMAKTCH AONONHUTENbHBIMU dakTopamu,
TpebyLwmmn bonee NoapodbHOro onUcaHus.

9.2.4 MeTapaHHble, noaaepxmBawLlme 6€30NacHOCTb AOKYMEHTOB

9.2.4.1 Obwme NonoxeHus

Bce cucTeMbl ynpaBneHUsa AoKyMeHTaMUn A0MKHbI obecnevnBaTh pasBepThiBaHUE MeTagaHHbIX O De30-
MacHOCTU, obecnevmnBaroLLMX cosgaHnue KOHTPONMMPYEMOU cpeabl ynpaBneHUs JOKyMEHTaMM.

B onpegeneHHbIX CUCTEMAaX AONMYCKAETCH NPUMEHSATb BbICOKME YPOBHM DeaonacHocTU. CneaoBaTenbHo,
PUCKU N TPpebOBaHMS AENOBbLIX onepaLunn, AOKYMEHTUPOBAHHLIX B paMKax CUCTEM, AOIKHbI ObITb OLEHEHBbI A0
pas3paboTKMU U NPUMEHEHUA MeTadaHHbIX 0 6e30MacHOCTH.

9.2.4.2 MeTtagaHHble 0 6be3onacHOCTU, obpasyoLlnecd B MOMEHT BBOAAa AOKYMEHTA

KntoueBble anemMeHThl MeTadaHHbIX 0 ©6e30MNacHOCTM, a UMEHHO, OCHOBHbIE NMpaBa 4oCTyna Uinmn ero orpa-
HUYEHUSNA, AOJDKHBI ObITb MAEHTUPULNPOBAHBLI N 3aPUKCUPOBAHbI B MOMEHT CO34aHNA AOKYMEHTA UK ero BBO-
na anst obecnevyeHns HeNpPepbIBHOCTU NpoLLecca COXPaHHOCTU U yNpaBleHUs AOKYMEHTaMMN.

MeTagaHHble 0 6e30NacHOCTU OOITKHbI:

a) naeHTUpUUMpPoBaTb OrpaHNYeHUsa gocTtyna, NpUMeHsIeMbIe K AOKYMEHTaM U UX COBOKYMHOCTSM, de-
NOBLIM NpoLeccaM 1 areHTam,

b) rapaHTUpoBaTb obecnevyeHne O0CTyNa K AOKYMEHTaM TOMNbKO YNONMHOMOYEHHOMY NepcoHany,

C) ycTaHaBNnMBaTb BpeMeHHbIe npeaenbl AeUCTBUM orpaHUdYeHUn AocTyna, rapaHTUupya Nx perynspHbI
nepecmMoTp,

d) BO3OepXMBaTbCH OT OTODpaXXeHUd MeTadaHHbIX B TOM cnydvae, koraa AaHHble He npegHasHadeHbl
ONA LWMPOKOro Kpyra nonb3oBaTtenen.

9.2.4.3 MeTagaHHble npouecca, noaaepxuesatoLlme 6e3onacHOCTb, 0bpasyolmnecs rnocne BBoaa AoKy-
MeHTa

[ocTyn K AOKYyMeHTaM A0KeEH ObITb OrpaHUYeH TONbKO B TOM Cllyvae, eCclin CYLLECTBYET AeNoBas HEQD-
XOOUMOCTb UNK aToro Tpebyet 3akoH. MeTagaHHble 0 De30nNacHOCTU cneayeT KOHTPONMMPOoBaTh U ODHOBNSATL
ans obecneveHns rapaHTUM NOCTOAHHOW aKTyanusauum Bcex naeHTUQUUMPOBaHHbIX orpaHUYeHUN.

YpOBHU U npaBuna 6€30nNacHOCT MEHSOTCSH C TeYEeHUEM BpEMEHNU, N MeTadaHHble, KOTopble NoaaepXKun-
BAKOT yrnpasneHmne 6e30nacHOCTbIO U AOCTYNOM, ACMMKHbI MEHATLCH COOTBETCTBEHHO. OpraHusaunm gOMmKHbI
rapaHTUpPOBaTbh AOKYMEHTUPOBaHNE 3TUX U3SMEHEHUN.
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MeTagaHHble 0 6e30MacHOCTM HeobX0AMMO NoAAePXKUBATL, aKTyanmsnMpoBaTb U COXPaHSATL B TeYeHUe
BCEro XM3HeHHOro umMkna gokymeHta. IameHeHUa mMeTagaHHbIX 4OIDKHbI OTpa)aTb aAMUHUCTPATUBHBLIE N3Me-
HEeHWS1 U 3aMeHy nepcoHana, a Takke COOTBETCTBYIOLLMNE N3MEHEHNS1 Mep De30MacHOCTI.

TpeboBaHuMsA K co3gaHUo, BBOAY, NoAAEPXKKe U AOCTYNHOCTU MeTadaHHbIX 0 AOKYMeHTe coaepXaTca B
cneayowmnx nogpasgenax n nyHktax MCO 15489-1:

7.2.1 «XapaKkrepucTukn aokymeHTa. Obuwme nonoxXeHus»,

[.2.3 «XapakTepUcTtukm gokymeHta. JoCTOBEPHOCTbY,

8.2.2 «XapaKkTepUcTUKN CUCTEM yrnpaBreHUa goOKyMeHTaMn. HageXXHoCTb,

8.3.6 «[lpoekTupoBaHue U BHeaApeHUe CUCTEM yrnpaBneHns gokymeHTamn. JocTyn, NOUCK N UCNOb30-
BaHUe»,

9.3 «BknroyeHne AOKYMEHTOB B CUCTEMY YyrpaBieHUAa JOKYMEeHTaMn»,

9.6 «XpaHeHue n obpalleHne ¢ JOKYMEeHTaMmn».

9.3 MeTagaHHbIe 0 NpaBunNax, NONUTUKE U NONMHOMOUYUAX BeAeHUA AeNnoBbIX onepaLuia

9.3.1 MeTapaHHble O npaBunax, NONIMTUKE U NOJTHOMOYUAX BeAeHUA AeNOBbLIX onepaunid, obpa-
3ywuimeca B MOMEHT BBoAa AOKYMeHTa

B MOMeHT BBOAa AOKYMeHTa MeTagaHHble A0MKHbl AOKYMEHTUPOBAaTL COOTBETCTBME AOKYMEHTA NnpaBu-
nam 1 NoNNTUKE BeaeHUNA AeNnOoBbIX onepaLnn, a Takke HOpMaTUBHLIM U APYTMMIK TpeDOBaHUAM, NpeabsBse-
MbIM K CO30aHUI0 N ynpaBNeHUo JOKYyMeHTaMMN.

ITN MeTagdaHHble AOJTKHbI:

a) naeHTupUUMpoBaTh onpeaenieHHylo cXxeMy MeTadaHHbIX, UCMOoNb3yeMylo B cUCTeMax O ocylle-
CTBNEHNA AeNOBLIX onepaLunia cpraHnsauunu,

D) dpukcmpoBaTh NpaBuia BegeHUda AenoBbiX onepaunn Unu apyrue cpegcrtsa KOHTPONA CUCTEMBI, pery-
nMpyoLwme cosgaHume U ynpasneHne QoKyMeHTaMu,

C) PUKCUpOBaTbL NpaBuna BeaeHUd AeroBbIX onepaunm Unu apyrue cpeacTtsa KOHTPOMA CUCTEMBI, Pery-
nMpyrowne cosgaHue 1 ynpasneHne MmetagaHHbIMU,

d) doukcupoBaThb NpaBuna BeaeHNAa AeNOBbIX onepaunn Unu apyrue cpectea KOHTPONA CUCTEMBI, pery-
nupyowne OencTBUA no yrnpasneHuo AoOKyMeHTamMu,

e) (puKkCcnpoBaTh NpaBkNa BeaeHUsa AeNoBbIX onepaunuy Unu gpyrie cpegcrsa KOHTPONSA CUCTEMBI, pery-
npyroLwme aocTyn U npasa Ha AOKYMEHTHI,

f) OOKYMEeHTUpOBAaTb MOMHOMOYNA UMK ApYriie HopMaTUBHbIE TpeboBaHUA K CO34aHUI0 U/ ynpaB/e-
HAKO OOKYMEHTaMM,

J) AOKYMEHTUPOBATb NONTHOMOUYUSA UMK ApYrne HOPMAaTUBHBIE YKa3aHUA U TpebOoBaHUS NO cpoKkaMm Xpa-
HEHUA OOKYMEHTOB, MX DE30MNaCHOCTU UM YHUUTOXEHMUS,

h) BBOOUTbL CBA3M MeXxay NOHOMOUYUAMN UNK perynmpyrolien nHgpopmaumnen 1 AoKyMeHTaMu Unun npo-
LeccamMu ynpaeneHna AoKyMeHTaMK, K KOTOPbIM OHU OTHOCATCA.

9.3.2 MeTagaHHble O npaBunax, NOIMTUKE N NOJNTHOMOYUAX BeAeHUA AeNnoBbIX onepaunu, odbpa-
3yrLluecsa nocrne BBoaa AOKYMeHTa

MeTagaHHble cneayeT UCNONb30BaTh AN NOATBERXAEHUA TOro, YTO CUCTEMBI YNPaBNAKT JOKYMEHTaMU
B COOTBETCTBWUU C NpaBunamMmn U noMTUKON BeAeHUs AenoBbIX onepaLnin, HopMaTUBHBLIMU U ApYrMMn TpeboBa-
HAAMW K ynpaBneHuo AoKymeHTamMu. Hanpumep, Moryt noHagobutecs MeTagaHHble, onpeaenstolme, KTo
MnMen AOCTYN K cucTemMe ynpasreHUst AOKYMEHTaMKM B KOHTEKCTE pasnnuHbIX AenoBbiX noTpebHocTen. Croga
BKIHOYaKTCA opraHusaunn, KoOTOpbIM NepegaHa O0TBETCTBEHHOCTL 3a ynpaBleHUe AOKYMEeHTaMu.

TpeboBaHUA K co3aaHUo, BBOAY W NoaaepXKke MeTagaHHbIX O npaBunax, NonnuTuke 1 NOIHOMOUYNAX Be-
OeHNa AenoBbIX onepauni cogepXxaTtcd B cneayrolmnx pasgenax, nogapasaenax, nyHkrax u nognyHkrax ACO
15489-1:

Pasgen 5 «HopmaTtueHasa cpeganr,

7.1 «[lpuHUUnbl paspadoTkn NporpamMmm ynpasneHust AOKYMeHTaMmny,

8.2.3 «XapaKTepUCTUKN CUCTEM yrnpaBneHna gokymMmeHTamMn. L1enoCcTHOCTbY,

8.2.4 «XapaKTepUCTUKN CUCTEM yrnpaBneHna gokyMmeHTamnu. COOTBETCTBUE Y,

8.3.6 «Pa3paboTka U BHegpeHne cucTeM ynpaBneHust AoKkyMmeHTamu. HocTyn, NOUCK U UCNONb30OBa-
HUe»,

8.3.7 «PaspaboTka 1 BHeagpeHUe cUCTEM yNpaBneHUsl AOKYMeHTaMn. XpaHeHUe N YHUUTOXEHNE OOKY-
MEHTOBY,

8.4, nepeuvncneHus a) n c), «kMetogonorust NPOeKTUPOBaHNA U BHeAPEHNA CUCTEM YrpaBlieHUA OOKY-
MEeHTaMN,
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9.1«2KcnepTnsa AOKYMEHTHOU MHpopMaLuK, nognexallen BkIoYeHUIO B CUCTEMY yNpaBieHUa OoKy-
MEHTaMW,

9.2 «OnpegeneHne CpokoB XpaHEeHUA JOKYMEHTOBY,

9.7 «HdocTtyn».

9.4 MeTapaHHbIe 00 areHTax

9.4.1 MeTapaHHble 00 areHTax, oopasywLimecsa B MOMEHT BBO4a AOKYMEHTa

B MOMEHT BBOAA AOKYMEHTa MeTadaHHble A0MKHbI cogepXaTb AaHHbIe 00 areHTax, CBsI3aHHbIX C AOKY-
MEeHTaM1 1 yrnpasneHnem UMu.

[na obecnevyeHna cCOOTBETCTBYIOLLErO AOKYMEHTUPOBAHNA HEODXOAMMO BBOAUTb MeTadaHHbIe 0D areH-
Tax, y4acTBYOLWMX B cO3gaHN AOKYMEHTOB U ynpaBneHun UMU. 3TN MeTadaHHble TakkKe No3BONA0T yCTaHaB-
nMBaTb OrpaHUYeHUA AOoCTyna K AOOKyMeHTaM, paspelinB ero TONbKO COOTBETCTBYHLWMM areHtam, WU
rapaHTUPYIOT UCMONb30OBaHME CUCTEMbI YNpaBneHUa AoKyMeHTaM UMK BINONMHEHUe onepaunn no yrnpasne-
HUIO OOKYMEHTaMK B paMKax 3TUX CUCTEM TONbKO YNMONTHOMOYEHHBLIMU COTPYAHUKaMM (CM. Takke 9.0).

MeTagaHHble 00 areHTax, obpasyrolmecs B MOMEHT BBOAA AOKYMEHTA, AOJTKHbI:

a) ngeHTMPUUMpoBaTh areHToB, YY4acTBYIOLWMX B cO3gaHUM AOKYMEHTOB,

b) naeHTUUUNPOBATL areHTOoB, Y4acTBYOLWNUX B yripaBNeHNN AOKYMEeHTaMU, U onpeaensaTb UX NONHO-
MOYKMA B NpoLleccax ynpasneHUs AoKyMeHTaMu,

C) MaeHTUPUUMPOBaTL areHToB, MMEeLWLUX NpaBa gocTyna K AOKYMEHTaM.

9.4.2 MeTtapaHHble 00 areHTax, oopasyrwLimecs nocrie BBoAaa AOKYMeHTa

Co BpeMeHeM ponun areHToB MeHdaTcs. CUCTeMbl ynpaBneHUa AOKYMeHTaMW A0IMKHbI PUKCUPOBaTb 3TU
N3MEHEHUS. DTa KOHTEKCTyanbHasi MHopmMaums Heobxoanma Anst NOHUMaHUA AoKyMeHToB. OHa Takke ra-
PaHTUPYET, YTO AOCTYN K AOKYMEeHTaM byaeT orpaHUYeHHbIM AN COOTBETCTBYIOLMUX areHTOB, U TONMbKO YMOon-
HOMOYEHHbIe areHTbl CMOTYT UCNONB30BaTh CUCTEMbBI YNpaBNeHUs AOKYMEHTaMM U BEINONHATL onepaunm no
ynpaBneHuo JoOKyMeHTaMK B rnpegenax 3TuxX CUCTEM (CM. Takke 9.0).

TpeboBaHMSA K cO3OaHWIO, BBOAY W NoaaepKke MeTadaHHbIX 00 areHTax cogepaTtcd B crneayroLmx noa-
paszgenax u nyHktax MCO 15489-1:

[.2.2 «XapaKkTepUCTUKN AOKYMeHTa. AYTEHTUYHOCTbY,

[.2.3 «XapaKrepUcTUkM gokymMmeHTa. [JOCTOBEPHOCTbLY,

8.2.2 «XapaKTepUCTUKMU CUCTEM ynpaBneHUa AoKyMeHTaMn. HaaeXXHOCTby,

8.2.3 «XapaKkTepUCTUKN CUCTEM ynpaBneHUa AgokymeHTamMmun. LlenocTHOCTbY,

8.3.6 «[llpoekTnpoBaHMe U BHeaApeHNe CUCTeM ynpaBneHna goKyMmeHTaMn. JoCcTyn, NOUCK U UCNONb30-
BaHME,

9.2 «OnpegeneHne CPOKOB XpaHeHUa JOKYMEHTOBY,

9.3 «BkntodeHne gOKYMEHTOB B CUCTEMY yNpaBieHUa AOKYMEeHTaMMy.

9.5 MeTagaHHble 0 npoLleccax AenoBbiX onepaLui

9.5.1 MeTtaaaHHble O Npoueccax AenoBbLIX onepauun, obpasyrliMeca B MOMEHT BBoAa AOKY-
MeHTa

CunctemMsbl ynpaBneHnst AOKYMeHTamMm AOMMKHbl obecnevnBaTb BBOA U yNpaBleHUe MeTagaHHbIMUA O Ae-
NoBbIX Npoueccax. Cioda BKoYaT MeTagaHHble 0 PyHKUMAX AenoBbIX onepaunn, 4eUcTBUAX U TpaH3aKL -
AX, a TaKke MeTagaHHble 0 Be3onacHOCTU M gocTyne, npoueccax ynpaBneHUa AoKyMeHTamMWu. [MoCKomnbKy
nocnegHee ABNAeTCH 04eHb BaXXHbIM MOMEHTOM, TO paccMaTpuBaeTca otaeNbHO (CM. 9.0).

OTN MeTagdaHHbIe MOTYT obecnevnBaTthb KNHOYEBOU KOHTEKCT, CNOCODCTBYOLLUA MOHUMaHUIO AOKYMEHTOB
N KOHTPOM Hag HUMKU. VIX BBOO MOXET Takke obecnevmBaTb KOHTPONMMPYEMOCTb AENOBLIX onepaunn nytem
naeHTUUKaLUnM 4eUCTBUN, KOTOPLIE BLIMOMHAKTCA B paMKax CUCTeMbl ynpaBneHUa AoKYMeHTaMu.

MeTagaHHbIe ¢ AeNOoBLIX NpoLieccax B MOMEHT BBOAAa AOKYMeEHTa A0/KHbI:

a) ngeHTMpuuMpoBaTbh U AOKYMEHTUPOBAaThL AenoBble PYHKUMW, AeUCTBUSA U TpaH3aKUUK, 3adPUKCUPO-
BaHHblIe B OKYMEHTaxX B paMKax CUCTEMBI,

L) OOKYMEHTUPOBATb CBA3M MeXAy ACKYMeHTaMU, areHTamMmn 1 Ux PyHKUUAMUN, AeUCTBUAMU U TpaH3aK-
LUSAMW, K KOTOPbIM OHU OTHOCATCS,

C) MaeHTUPUUMpoOBaTb U AOKYMEHTUPOBATL areHTOB UM YY4aCTHUKOB TpaH3aKLUWu,

d) AOKYMeHTUpOBaTb NpaBuna 6e30nacHOCTM U AoCTyna ANng AeNOoBbIX NPOLECCOB U TpaH3aKLUWN,

e) obecnevnBaTh BbINONIHEHNE aBTOMATU3UPOBAHHLIX (PYHKLIMA OEMOBbLIX onepauun, 4eUCTBUIA N TpaH-
3aKkuuMn nNo mepe HeodbxXoaMMOCTH,

f) obecnevmnBaTb Knaccudpukaumo yHKUMIA AeNOBLIX onepaunun, AeCTBUA U TpaH3aKLUWNA,
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g) obecneumsaTb KnaccudpukaLno JOKYMEHTOB U

h) dukcupoBaTh AaTy M BpeMsi TpaH3aKkuun, npu KoTopomn ObiN co3aaH AOKYMEHT.

9.5.2 MeTapaHHble O nNpouUeccax AenoBbIX onepauunu, oopasyrmeca nocne BBoga AOKYMEHTA

CuUctemMbl ynpaBneHna goKyMmeHTaMn AOMMKHbl HakannMeaTbe MeTadaHHble U npogonkaTe ynpaBneHue:
MeTadaHHbLIMW O NMpoLleccax AeNoBbIX onepaunn, B KOTOPLIX UCMOMNb3YHTCH AOKYMEHTHI, MeTagaHHbIMKU O De-
30MNacHOCTU U OOCTyne, a Takke MeTagaHHbIMM O npoueccax yrnpaBneHna AoKyMeHTaMu TakK gonro, Kak aT1o
HeobXoaMMO.

OTN MeTagaHHble byayT crnocobCTBOBATL OCYLUECTBIEHUIO NPOAOCIKAKOLLErocs Npouecca UCnofb3oBa-
HAA U MHTepnpeTaunum AOKYMEHTOB, a Takke obecneyaT KOHTPONMPYEMOCTb AENOBbLIX onepaunn nyTemM naeH-
TUPUKALUN U AOKYMEHTUPOBAHUA AEUCTBUN, pealln30BaHHBLIX B paMKax CUCTeMbl ynpaBneHUa JOKYMeHTaMu,
B KOTOPOW 3TU AOKYMEHTbI HaXoaATCA.

TpeboBaHUs K CO30aHNI0, BBOAY U NoaaepXKe MeTaaaHHbIX 0 AeNOBbIX NpoLeccax coaepkaTca B creay-
lownx noapasaenax U nyHkrax NCO 15489-1:

[.2.2 «XapaKTepUcTUKM AoKyMeHTa. AYTEHTUYHOCTbY,

[.2.3 «XapakTepUcTtukm gokymeHta. JoCTOBEPHOCTbY,

[/.2.4 «XapaktepUcTtukm aokymeHTa. LlenoCcTHOCTbY,

[.2.5 «XapaKTepUcTukn gokymeHTta. ['lpuroaHoCcTb ANa UCMONb30BaHUAY,

8.2.2 «XapaKTepUCTUKNA CUCTEM yrnpaBneHNa goKyMeHTaMn. HageXXHOCTby,

8.2.3 «XapaKkTepUCTUKN CUCTEM yrnpaBneHna AgokymMmeHTamMn. L1enoCTHOCTbY,

8.2.4 «XapaKTepUCTUKM CUCTEM yrnpaBneHna gokyMmeHTamnu. COOTBETCTBUE Y,

8.2.5 «XapaKkTepUCTUKN CUCTEM OOKYMEHTOB. KOMNNEKCHOCTbY,

8.3.2 «llpoeKkTnpoBaHMe N BHeApeHNEe CUCTEM ynpaBieHnsa gokyMmeHTaMun. okyMmeHTUpoBaHue onepa-

L

LIy,
8.3.6 «llpoekTnpoBaHne 1N BHeApPEeHNEe CUCTeM ynpaBneHuda. JJOoCcTyn, NOUCK N UCMONb30BaHMEY,
8.3.7 «[llpoekTnpoBaHne N BHegpeHUe CUCTEM yNpaBneHUa AoKYMeHTaMWU. XpaHeHUe U YHUUTOXeHNE
OOKYMEHTOBY,

8.4, nepeuncneHus a) n c), «Metoaonorna NPOeKTUPOBaHUS N BHEOPEHUSA CUCTEM YNpaBeHUsl AOKY-
MEHTaMny,

9.1 «3KcnepTnsa AOKYMEeHTHOU MHdbopMaLun, nognexalluen BKIOHYeHNIO B CUCTEMY YNpaBneHUs QOKY-
MEHTaMny,

9.2 «OnpegeneHne CpoKoB XpaHeHUA JOKYMEHTOBY,

9.3 «BknroyeHUe OOKYMEHTOB B CUCTEMY yNpaBneHUa JOKYMeHTaMny,

9.4 «Peructpaumnar»,

9.5 «Knaccudunkauuns»,

9.6 «XpaHeHUe U obpalleHne ¢ AOKYMeHTaMn»,

9.7 «HdocTtyn».

9.6 MeTagaHHble O Npoueccax ynpaBleHUA OKYMeHTaMu

9.6.1 MeTagaHHble O npoueccax ynpaBneHUsa 4OKYMeHTamMu, obpasylowmecsas B MOMEHT BBO4a
OOKYMeHTa

DTOT TUN MeTadaHHbIX 00 ynpaBfieHUn QOKYMeHTaMu O0SKeH obecneymBaTb UM aBTOMaTU3IUPOBATL
onepaluu nNo ynpasneHunio JOKyMeHTaMK, KoTopble criegyeT NPOBOAUTL MO OTHOLLEHUIO K onpeaeneHHoMY 40-
KYMEHTY UMK KOMNeKCy AOKYMEHTOB. OTU AeUCTBUA Mo yNpaBneHUo AoKyMeHTaMu noapobHo ykasaHel B UCO
15489-1, paspgen 9.

B MOMeHT BBOAa AOKYMEHTA KIoYeBbIe 3NeMeHThl MeTadaHHbIX 00 ynpaBneHUn aoKyMeHTaMu, Takme
KaK yKaszaHUs B OTHOLLEHUU CPOKOB XPaHeHUa 1 AeUCTBUK, BBIMONTHAEMbIX N0 UX UCTEYEHUNU, YPOBHU KIlaccu-
puKkaLmmM 1 ceeaeHUsa o peructpauun, cnegyet MAeHTUPULUMPOBaTbL U UCNOMb30BaTh AN obecneveHnst noa-
OTYETHOCTU opraHmsaunm ob ynpasneHMn JOKYMeHTaMu B TedeHne BCero X }XKM3HeHHOro LuKna.

MeTagaHHble Ang ynpasneH1Ua JoKyMeHTamMu AOJTDKHbI:

a) rapaHTMpoBaTb, YTO UHCTPYMEHTLI yNpaBneHnsa AOKYMeHTaMK, Takne Kak HopMaTUBHbIE JOKYMEHTD
OpraHoB BNacTu, oTBeYaloLWmx 3a oTOop 1 Nepedadvy AOKYMEHTOB Ha nocneayollee XpaHeHUe U YyHUUTOXe-
HAE, N CXeMbl UX KIaccudgmkaunm, cXxembl KnaccugukaLmm aernoBbiX onepaunn, a Takke cxemMbl Krnaccudpumka-
LI Be3onacHOCTU U 4OoCTyNa, MOTYT UCMOJb30BaTLCS B CUCTEME ynpaBneHUs JOKYMeHTaMuU,

L) BBOAUTL MeTagdaHHble O AeUCTBUSX, NPOU3BOAMMBIX C AOKYMEHTaMU B cUCTeMe ynpaBlieHUa OOoKY-
MeHTaMW,
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C) maeHTUpUUMpoBaTb U AOKYMEHTUPOBAaTb METodbl U npaBuia ycTaHOBNEHUA NOANMMHHOCTUA TakuMm
CcnocobOM, KOTOPBLIN NO3BONSIET ONpPeaensiTh, Kakme TpeboBaHUA K yCTaHOBNEHWIO NOANTMHHOCTU NPUMEHSINTNCH
B AeNnOBbIX N A0OKYMEHTaLUMOHHBIX onepauunsax agngd onpegeneHHbIX TUNOB AOKYMEHTOB U KakMe areHTbl HecyT
OTBETCTBEHHOCTb 3a UX BbINOITHEHUE,

d) naeHTUpUUMpoBaTb N AOKYMEHTUPOBATL NONMTHOMOUNS areHTa Unn paspelleHunst, Heodbxoaumele Ans
OCyLUeCTBNeHNsA onpeaeneHHoN AeAaTeNnbHOCTH,

e) ycTaHaBnMBaTb BPEMEHHbIE OrpaHUYEHNS K aBTOPU3aLNN N MONHOMOYNSIM NONb3oBaTenen 1 obecne-
YMBaTb UX PErynsapHbIN NepecMoTp,

f) OOKYMeHTUpOBaTb MeTadaHHble O A0CTYNE N Be30nacHOCTU, MPUMEHAEMbIE K AIOKYMEHTaM B CUCTEME
yripaBlieHUs AOKYMEHTaMU,

g) obecneunBaTtb Knaccndukauuno aenoBbiX QyHKUUA, AEUNCTBUN N TpaH3aKLWN,

h) obecne4ynBaTb KNnaccndmnkaLuw JOKYMEHTOB,

1) PUKCMPOBAaTL CBA3U MeXay ACKYMEHTaMn 1 UX COBOKYMHOCTAMU, a TakKe MeXay AOKYMEHTaMU, areH-
TaMn U NpoLeccamm U

j) obecneuvnBaTb XpaHeHUe OOKYMEHTOB.

9.6.2 MeTapaHHbIe O npoLueccax ynpaBreHua AOKYMeHTaMu, obpasylwuecs nocne BBoaa AOKy-
MeHTa

Co3aaHue MeTagaHHbIX O npoueccax ynpaBneHUs AOKYMeHTaMU ABMNAeTCH BaXXHbIM KOMMOHEHTOM ANS
rapaHTU NOANMUHHOCTU, LLeNMOCTHOCTU, NPUrogHOCTU AN UCNONbL30BaHNA U HAAEXXHOCTU AOKYMEHTOB. OTO B
PABHOW CTENEeHU OTHOCUTCHA K NOOON opraHusaumn, Kotopas HeceT Unn byaeT HeCTU OTBETCTBEHHOCTb 33
yrnpasneHue gokymeHtamun. CosgaHmne aTux MetagaHHbIX Takke byaeTt cnocodbCTBOBATL BLINMONHEHUIO OMNepa-
LMW NO ynpaBneHUo AoOKYMeHTaMKn, NpoBOAUMbIX OTHOCUTENbHO onpeaeneHHOro AoKyMeHTa U KoMnrekca
OOKYMEHTOB U/UNn obecnevnBaTb aBTOMaTU3aLNIO 3TUX onepaLni.

Takme meTtagaHHble BKNHOYAOT B cebd AOKYMEHTUPOBaHUE:

a) npoueayp nNo yCTaHOBMNEHUO NOANMMHHOCTU ANSA Ka)aoro npeobpasoBaHUA JOKYMEHTOB U

b) npaBun KONUPOBaHUA JOKYMEHTOB, BUAOB KONUPOBaHUA, OpraHoB, YNONTHOMOYEHHbIX OCYLLECTBNATL
KONMUPOBaHMe, a Takke TeXHONMorM1 1 npoueayp pyTUMHHOTO nepeHoca AoKyMeHTa Ha HOBble HOCUTENNN Mo Mepe
NX cTapeHUs.

TpeboBaHUSA K co30aHUo, BBOAY U noaaepXke MetagaHHbIX 00 ynpaBneHun AoKyMeHTaMn coaepKaTcH
B cneayrowux nogpasagenax u nyHktax MCO 15489-1:

8.2.2 «XapaKkTepUCTUKN CUCTEM ynpaBneHUa AoKyMeHTaMn. HageXXHOoCTby,

8.2.3 «XapaKTepUCTUKMU CUCTEM yrnpaBneHna gokyMmeHTamun. LlenoCTHOCTbY,

8.3.4 «[lpoekTnpoBaHue 1 BHegpeHUe CUCTEM yrnpaBieHUa AoKyMmeHTaM. PacnpeneneHHoe yrnpasne-
HUe»,

8.3.5 «llpoekTnpoBaHMe N BHegpeHNE CUCTEM yrnpaBneHUa gokymeHTaM. KoHBepTUpoOBaHME N MUTPa-
LLNSI»,

8.3.7 «[lpoekTnpoBaHue 1 BHegpeHWUe CUCTEM ynpaBlieHUa AOKYMeHTaMn. XpaHeHNne N YHUUTOXeHUe
OOKYMEHTOBY,

8.5 «llpekpalleHne NpUMeHeHns1 CUCTEM yrpaBlieHUs AOKYMeHTaMMny,

9.2 «OnpegeneHne CPOKOB XpaHEeHUA AOKYMEHTOBY,

9.5 «Knaccudukayunsa»,

9.6 «XpaHeHne K obpalleHne ¢ AOKYMEHTaMU.
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[MpnnoxeHve A
(obsA3aTenbHoOE)

CBefleHNA 0 COOTBETCTBMU HaLUOHaNbHLIX cTaHaapToB Poccumnckon ®epepauuu

Tabnuua A.1

CCbINTOYHbLIM MeXAYHapoaHbIM CTaHAapTaMm

OB0o3HaYeHNE CChITOYHOroO
MEXOYHApPOAHOro ctaHgapTa

OB03Ha4vYeHUe 1 HAUMMEHOBAHUE CoOOoTBETCTBYHOLWEro HaunoOHaJIbHOIO CTaHgapTa

MCO 15489-1:2001

[OCT P NCO 15489-1—2007 Cuctema craHgapToB no nHdopmaumm, bndnmo-
TEYHOMY U n3gartenbCckoMy geny. Ynpasnenme gokymentamm. Obwpe tpeboBaHms
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bubnuorpadus

ISO/IEC 11179-1:2004  ndopmauymnoHHblie TexHonormn. PeecTpbl meTagarnHbix (MDR). Yacte 1. CTpykTypa
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YAK 005.92:006.354 OKC 01.140.20 162

KrtoyeBble cnoBa: AOKYMEHT, ynpaBfieHMe AOKyMeHTaMKu, cUcTemMa ynpaBneHus OOKYMeHTamu, Npouecchl
yrnpaBneHns AoKyMeHTaMn, MeTagaHHble O JOKYMeHTe, obecnevyeHne coXxpaHHOCTN JOKYMEHTOB, JOCTYN K A0-
KyMeHTaM, 3alliTa JOKYMEHTOB, UCMOMb30BaHNe AOKYMEHTOB, JOKYMEeHTUpoBaHne, 6a3sbl JaHHbIX, JOKYMEHT
MeTadaHHbIX, AenoBble onepauun, MHpopMaLUMOHHbIE CUCTEeMbI, MeTadaHHble, MeTagaHHble 06 ynpaBneHuu
OOKYyMeHTaMn, MeTafaaHHble 06 areHTax, MeTagaHHble O npoueccax, cMcTemMa, cMcteMa A ocyLecTBIeHUS
eroBbIX onepauun, cxemsbl Knaccudmkaumm, cxembl MeETaAaHHbIX
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Koppektop B.E. Hecmepoga
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