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BeegeHue

SR EKTUBHOCTE OPraHrIanMe BO MHOMOM 32BMCHT OT BHEADEHWMA | NOAOEPMAHHMA CHCTEME YNpaBne-
HHA, HOTOpaA 0GECNEYMBRET NOCTORHHOE YIYYIIEHWE OEATENEHOCTIA M OTEE4AET NOTPESHOCTAM BOBK 3aUHTE-
pacoBaHHbx CTOpOH. CHCTEME YTIPAENEHUA 0SECNeYNBaINT METORONSTMK NPHHATAA PELWEHER 1 YNPaBNaHWA
pECYPCAMK ONA QOCTHMEHKUA LENef OpraHusaumm.

Coaganne QORYMEHTOR W YNDAENEHHE MKMH RENRIOTCA HEOTBEMMAEMONR YacTeo moboro srga JeaTens-
HOCTH WNW O8noBors Npouscca opraddaaudn, obecnedqvBan Oenoeyk pesyibTaTMEHOCThL, NoOgOTYETHOCTD,
YNpARNEHWE PHUCKaMK M HENDEDLIBHOCTE OENOB0OR ASATENBHOCTH, 8 TAKHE JAB3A OPraHHIAUMAM BOIMON-
HOCTE HABNEXKATE MONLAY K3 CENa0aoLMy LEHHOCTEID MHOPMALMOHHEX PECYDCOR, TAKKX K3K JeN0BBe, Kok-
MEQYECKHE SKTHRELI M PECYPCH IHAHWA, 0enaTe BKNAL B 0DeCnevYeHHe COXPaHHOCTH KoNNeKTHBHCRA NamMATH B
OTRET HA Bbl30ALI FN0GANBHOH W ANSKTROHHON CDEOE.

CTarpapTel Ha cucTeMel meHemementa (CCM) npegocTapnfioT MHCTPYMEHTARWA ONA BRICLIEMD DYKD-
BOACTEA NO MpHMEHEHAK CHCTEMHOMN M KORTDOMMPYEMOrD NoaxX04a K OpraqiiaynoHHoMY PYKOBOOCTEY B Cpe-
ae, KoTopad cnoCoGCTBYET NpUMEHEHHD MyHWER JEN0BoH NPAKTHEM.

CrakgapTsl Ha CWCTEMBI YNDABNEHAA J0KYMEHTaMH, nogroToenasHse WCOMK 46/MK 11, paspabotass
ANA OKa3aHA NoOMOoWKE OPTaHMIaUMAM BCEX BHOOE, HEIABMCHUMO OT CTRPYKTYRE! M YUCREHHOCTH NEpCoHana, a
TAKNKE TPYINanM OPraduaagni ¢ COBMECTHOR AenoBOR OBATENBHOCTERY MO BHEOPEHWI, OYHKUWOHHDOBAHHN
W YNy YLD GEATENEHOCTA PEIYNETATAEH0A CHCTEME YyND3BNeHWA JOKYMEHTAMA (308Ck W Janae nNo Tek-
cty — C¥[). C¥[ no3ponaeTt ocylecTENATE YNDEBNeHWE B OpraHMaalvM B COOTBRBETCTRMMA ¢ YCTAHOBMEHHON
NONMTHECH W Lenamy 8 ofnactk ynpaanedua QosyMesTauued, a Tacse o0facneureaTs OCTUMEHHE 3THX Ue-
nei. 310 obecneYHBaeTch:

a) pacnpegenasren QyHLMA M CTRETCTRBEHHOCTH,

b) npoueccHEM NoOOXO00M;

C) MIMBDEHHEM W OLEHKDA;

d) aHanHIom W yIyYHLWeHHEM.

MprMEHEHAE NONKTHMEK W YCTAHOBNEHWE Ueneil B obBnacTy ynpaeneHHa JokysMeHTasmM, Sasnpyolmxca
Ha COOTBETCTEYHILLMY TReD0BaHWAK OPraHUIaLIMH, rApaHTUPYET, 4TO o UUMansHaA W OOCTOBEPHAA WHjPopMa-
LKA, 3 TAKKe QOKaIETensCTea NanoBoi AeATENEHOCTH COZ0AI0TCA, YIPAENAEME W DOCTYNHE ONA TEX, KOMY
OHH HEOBXoOMMEl B TEHEHKE YCTAHORNEHHOMD BREMEHK. PEIYNETATOM YCREWHOM NPHMEHEHUA IEaMOTHD pas-
paboTaHHeX NONWTHEA W Lanel B obNacTi yNpaenesda GOKyMEHTaMH RBNAKTCA OOKYMEHTE i CHCTEMB 00
KYMEHTALMH, COOTEETCTEBYIOWHE BOER LENAM OPRraHuaIaLkg.

Bregpekre B opradwaaurd C¥[ noipcnneT Take oBecnevylTe NPOSPaYvHocTe W NPOCNesHMBasMocTE
pELIEHWR, NEWHATEX DYROE0ACTEOM, W NOOOTYETHOCTE.

CravpapTel Ha C¥[, nogroTopnedHse WCOITK 461K 11, exogar & coctas CCM o paspaboTaHe B
uenax O0eCnEYEHUA COBMECTHMOCTH M NpUMEHEHWA ODWME INEMEHTOR KW METOOoMOMNMH C HHbsiMi CCM,
MCO 15489-1", a Tamke MHLIE MEMIYHAPOOHEIE CTAHOADTE W TEXHHYBCKWE OTYeTH, paspafotanHwe MCO/
TH 46/TTE 11, ARNAKTCA OCHOBHEMEA NPK NPOSKTHROBAHHK, NPAMEHEHWW, MOHMTODMHIE W YITYHLLEHKK 00KY-
MEHTHEIX NPOUSCCOE W CPEOCTE YNPaBNEHHWA, KOTOPEIE MOonyT BuiTe peandaceads nocpeactaom CYO, B cny-
Yae ecrv OpraH|3aUMe peLaT NPMMeHATE MeToaonormo CCM.

CrpyeTypa crangaproe wa C¥, nogroTopnessex MCOITK 46T1K 11, kak onyBnMKoEaHHex, Tak 4 Ha-
XOQALMXCA B NpoUyeccs paspaBoTky, NPeOCTARNEHa Ha DHCYHEE 1,

HacToawme cTaHaapTel NPUMEBHAKITCR Kak pYKOBSOCTEO Mot

a) YCTAHORNESHWKD CHCTEMHOMD YNPABNEHHA NONUTHKDR, NpoUusOypani M OTEETCTEEHHOCTEK B chepe
YNPABRNEHWA GOKYMEHTAMH, BHE IABMCHMOCTH OT WENeR, COOepMaHnA MM HOCHTENA MHEODMAUMH CamKAx
ACKYREHTOR!

b} onpedengHHie OTRETCTREHHOCTH, NOMHOMOYHA W NOAOTYETHOCTH OPraHH3aUHe B OTHOWEHMA Ooxy-
MEHTOE W MNONATAKA YNDAENEHAA JOKYMEHTAMK, NPOWEAYD, NDOUBCCOE M CHCTEM YNPARNEHHA SOy MEHTAMM,

C) NPOEKTHROBAHWI KW BHEeAREHWS CYI:

d) QOCTHHEHWG KAYACTESHHEE PEIYNLTATOR OT NpuMaserna CYI nocpegcTack oueHEW e adubenThs-
HOCTH W (DYHELHOHWDOBIHKA W NOCTOAHHOM COBEDLLEHCTROEIHMA.

T WMCO 15488-1 ABARSTER OCHOSONONATSNUMM CTEHABTOM, KOTOPLIA 2ARDSNNAET MY NDSKTUEY B OTHOLIE-
HWK OAWCTEMIR N YIPABNEHWED OOKMEHTAMI.

I
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HacToAwWa cTaHOapTe NpegHaIHaYeHel ONA;

1) BRICILEND PYKOBOOCTES, KOTODPOE NDMHWMART DEWEHNA MO YCTAHOBNEHWD 4 BHEJDEHWIO CHCTEM
YyNPABNEHWA B ODrAHKIALMK,

2) paGoTHWKDR, OTRETCTEEHHBEX 38 BHaapeHne CY[, TakMx KaK CREUWANMCTE! MO YyNPABMNEHHID PUCKaMA,
AVOMTY, GOKVMEHTALWA, HEDODMALWOHHEIL TEXHOMOMMAM M 33WNTE HHDODMALIWA.

HEROTODGIE ANeMEHTE HACTORWETs O0KYMEHTA MONYT BTk ofbexTomM natedTHx npae. WCO » Poc-
CTAHOAPT HE OTBEYAKT 38 YKalaHie O Hanuwdu9 Takx npas.

CTAHASDTIY Hi ST YT B e O Ol H H el MG PO
ARy

PyRDBORMLEN DOHDEE QNN DOCYWEHTON

OEHOBHEH CHOTM YIDERHHNA
NOMGIHIRA A U TP —

PucyHok 1 — Crema; cTaHaapte Ha CY, nogrotoaneHHme PICDITE 48T 11, 1 83admMoCcBRIgaHHEIR MEXOYHADOLHEME
CTAHOAPTE W TEXHHHECKHE OTHETE



roOCT P UCO 30300—2015

HALMOHANBHBIA CTAHOAPT POCCUMHCKOMN QEONEPALMM

Cucrema cTangapToR no MHgopManKK, BUENHOTEYHOMY W M30aATeNLCKOMY OBy
MHOOPMALIMA W QOKYMEHTALMA. CACTEMEI ¥YNPABNEHWA OOKYMEHTAMM
OcHOBHLIE NONOMEHMA W CNOBADE

Syslam of standards for information, librafianship and publishing. Infarmation and decumentation.
Management systems for records. Fundamentals and vocabulary

Dara spenesna — 2016—07—01

1 OBnacTb npuMeHEHURA

HacToRWMA HAUWMOHENEHEIA CTAHOAPT YCTAHABAWBAST UENW MCNoNk30BaHnA C¥[], coOOep#ET MpHMHLMNE
C¥I, onuceIEaeT NpOUSCCHBIM NOAX0D M oNpeqenaeT yHELMM BeICLUerD pykosogcTea. CTavgapT NpvsaHMm
K QpRraHW3aLMA NIDGeNo THNA, KOTOPaA MenaeT:

a) yCTaMOBMTE, BHEOPHTE, COXPanATE W ynyywaTes CY ona obecneder4a cBO@R QEATENREHOCTH,

b) obecneyuTte cooTeeTcTEMe C¥]] NDUMHATOR NONWTHES YNPABNEHWA JOKYMEHTaMM,

) NpoQEMOHCTDUPOBATL COOTBETCTRWE HACTOALLEMY CTAMOARTY Ny TEM:

1) BeinoNHEHKA CEAIATENBLCTE N0 OUSHKE 1 OEKNAPAPOaaHKI0 COOTEETCTENA CaMON OpTaHH3aUMWeEn, Hnu

2) NoATEEpHASHNA JeKNapMpoBaHMA CTOPOHHEN OpralmaauMei, wnu

3) cepThdrEagnn CYI cToOpoHHER OpraqWaaLMe.

2 OcHoBHbIe nonoxenua CY[

2.1 Baanmocenaks CY[ n cucTeme! ynpasneHun

Bog oprasvnaauuqin yNpaenaonT GoyMeHTaMy, oBpalyiolvMiuca B NPOUSCCE X ASATANLHOCTH N0 A0CTH-
HEHHIO NOCTARMEHHBX LS.

C¥[ ycTaHaENMBAST NONWTHEY, LEMNK W OCHOBONOMaramwmwe Tpefopadua QNA yNPaeneHyna QoKyMeHTa-
MM OPrAHMIALKNA W FAPAHTURYET, YTO AOKYMEHTHLIE CUCTEMbI COOTRETCTRYIOT TRESOBAHWAR ODTaHKIALIMM.

B pamkax C¥[] opraHnIayvy paspataTteiBasT, BHEJpAINT W KOHTROMWPYIOT O0KYMEHTHRIE NPOLECCk! WM
CpafcTea yNpasneHuA MMA B LEMAX COOTBETCTEMA NONMTHKE YyNIPEANEHUA OOKYMEHTAMIA, LENAM 1 TpebosaHm-
An. [INA 3Tore HeoBKoqusA0 ONDENENNTE, KA 0SRas0mM OOKYMEHTHLIE CHCTEME YIDARMAOT A0KYMEHTHSILIA
NpoUSCCAME W CPEACTEAMK YNPARNSHUA UMK, 3 TAKKE, KAKWM 00DaIom J0KyYMENHTE BIAWMOSEACTEVIOT CO
BCEMK CHCTEMAMI YNDARNEHWA B LIENAX WX OLESHKM KaK A0KAaTANLCTES PasyNsTaTo!.

JokysiEHTsl COINAOTCA B DAMEIX KEKO0H CHCTEME! YNpAaNeHHa, B ToM Yicne B CY[. B coow cHepedsb,
OOKYMEHTR ¥ CNOCOBs YNPABNEHKE MK ABNAKTCA YACTRE HOBLY BUAOE OQTAHKIALMOHHON ABRTENEHOCTA,
Takux kaK paspaboTka HOBOR NpOOyELMM WK yenyT. JOoKyMEHTEl MOTYT TAKKE MCNONES0BATECA ONA NPOBEQKA
paboTel CHCTEM YNPABRNEHHA W ONQE0eneHHa, HACKONEKD ATH CHCTEMEl 1 BHOE OeATENEH0CTH OTBEHIIOT Tpe-
GoRaHyAM opradmaalMe. Takku obpazon, C¥]] yocTaHaanuMeaeT (MNK onpegenaeT ) TpefosaHia K QoKyMeHTam
HHEX CHCTEM YNDABNEHAH, KAK 1 K CAMHM CACTEMAM.

Maznaune oduumaneHoe
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2.2 OpraMMIayWoMHan cpega

Oprasi3aua WNK rpynna opraHu3aUMi sMoryT KCNoNEIDEATE BCE MW OTOENEHEE INeMETEl CTaHap-
1om Wa C¥[, nogrotoenassex MCO TK 46/1K 11, a2 cooTeeTcTEMM co chepoil JeATens=HocTH ¥ Tpeboraxuamm
BEOESHWA 3TOR NBATENEHOCTH, C YHeToM cnegywimy dakTopos:

a) paaMep W CNosHOCTE OPraqM3Iagny (OpraHiaanyMd) |nd Npoleccon, B paMkar KoTopelx Tpebyarca
YNPARNATE OOKYRAEHTAMA)

b} crenesds pUcKa Be0eHKA QeATENEHOCTI NPA NDMMEHEHAY CREACTE YNRABNEHWA QOKYMEHTAMM, HE OT-
BEYAIDWMY YCTAHORNSHHEM TReGoRaaHuamM,

C) CTREMIEHWE K BHYTPEHHEMY COBBPLUSHCTBOBAHIEG ONA YIORNETEODEHWA TEKYLLKY 4 NOTEHUWMaNEHRX
TpedoBaHni 3aUHTEpecOBAHHEY CTOPOH B By0yLyas;

d} vanuuue ocobeix TpEBoBRAHMEA MNK OHMOAHKA 3FUHTEPECOBAHHEIX CTOPOH.

Cravgaprel #a CY[, nogroToanaxHee MCO TK 46TK 11, mMoryT GbiTe HCNONbIOBaHE:

1} anA ogHorD MNK Gonee CNeUWansHeX JeN0BLY MPOUECCOR B OPraHHIaLMM,

2} gnA BCEA OpradKaal|E, OXEATHESR BCE OEN0asLIE MPOoUScCh;

3) oNA HECKONEXWK OPraHvIanMi © COBMECTHEIMK JEN0BRIMIA NPOUBCCAMM, HENDHMED B NpEgEnax cjpe-
pEl 0EATENLHOCTIA, MENTY TOPFOBBIME NAQDTHEDAMM N B PAMKAX NAPTHEDCKWAX OTHOLLIEHAR.

Mpr npusedesdn cTadgapTos Ha CY¥, nogroToeneHdesix MCO T 468/MK 11, opraswaauun Heobxoumo
pPYHOBOOCTEOBATECA TPEBOBAHUAMK H HODMAMKM HALKOHANEHOMD 32AK0HC0ATENECTER, HOPMATHEHLIX 1 METOOM-
YECKMY OOKYMEHTOR, 3 TRHE CTAHOAPTOR, KOTODLIE NPUMEHSINTCA B COOTRETCTEYIOWER chepe,

2.3 NoTpebuocTe B CY]

2.31 Uene

Broe opraMiaald HeIaBHCHMO OT M CTRYKTYDE, YWCNEHHOCTH W XapaKTepd JeATeNsHOCTH MEHEDHpYIoT
HHOPMALMID 0 OCYLUBCTENEHHK CBOWK pafodux npousccoB. JowyMEeHTH KaK 0OHH M3 Buooe MHdopMaLmn-
OHHBIX PECYDCOB ABNKIOTCA YacThki0 HHTENNEKTYANEHOMD KANMTANa Cpralnialky, T.e. BXOOAT B 88 aKTHRLL.

Lene eregperra CY[ cOCTOMT B NOCTORAHHOM YWIDABNEHAK OOKYMEHTaMWA. JOKYMEHTEl KCNONLIYVEOTCA
B MpOUSCCe NPHHATHA DEWEHHE W OCVILECTENEHMH COOTRETCTEYIOWER QEATENLHOCTH, 8 TAKKE FADAHTHRYOT
MOOOTHETHOC T MAMEWMMCA M BOIMOMHEIM IAHHTEDECOBAHHEIM CTODOHM.

Lene enegpesna C¥[ 3aknio4asTcA B CO30aHMH JOKYMEHTOE # YNPABNEHWA MMM CHCTEMaTUYECKKM ¢
HOHTPONUPYEMBbIM OOpaiIomM ANA Tom, YToGkI:

a) abheKTHEHD OCYLLBCTREMNATE QEACEYI0 A8ATENMNEHOCTE W NPENOCTARNATE YCMYTIH,

b} coOTBETCTROBATE 3ZHOHOOATENEHEIM M HHEIM HODMATHEHEIM NPEECELIM aKTaM, a Take TpeboBaHMAM
NOOOTHETHOCTH;

C) ONTHMHIKWPOBATE NPUHATHE PELLEHHE, 0DeCNeYMTe COMAacoBaHHOCTE W HENDEPHBHOCTE OEATENBHO-
CTH OpPraHH3aLHME;

d} cnocofcTROBATE PEIYNETATHBHOR ABATENEHOCTH ODTAHMAALMK B CIYYaE YPEIBLIYARHEN CUTYALIKRA,

&) 0SecneqYnBaTe IFWWTY ¥ NOQOEPEEY NEW NpoBedeHH CyYIebHbLIX NPOUECCOR, BENKYAR yNDaenaHHe
PHCKAMK, CEASAHHBIMI ¢ HANMYWEM MNK HEOOCTATEOM A0XAZATENECTE OCYIUECTRNEHHA J8ATENEHOCTH Opra-
HHAZALMM,

f} saWwmaTe MHTEDeCH! OPradv3aUmri K NPaBa COTPYOHWMKEDS, KNHEHTOR, 3 TAKHE MMEMHLUKECH W BOIMOH-
HilX J8HHTEPRCORBSHHEX CTOROH,

g} NoEAep*HBATE HAYYHO-HCCNEO0BATANECKYI0 O8ATENEHOCTE W MERONDHATAR N0 DEIBMT A,

h} cnocobCTEOBATE DEATENLHOCTH OPraHiaay|E B chepe NPpogEMMeHHA TOBAPOE 1 YCIyT,

i) COXpaHATE KOPNOPATHBHYIO M KONNEKTHEHYKD NAMATE M 0GeCne4HBaTE COUMANBHYR OTRETCTREHROCT k.

2.3.2 JocToREpHLIE, AYTEHTHYHLIE W NPANSOHLIE ANA MCNOMNLIOBAHKA HOKYMEHT

2.3.2.1 OBwme Nomnosesus

B xkawmnol opraddaadkiy gna eHenpedns CYD onpatensoTch NOmTHMTHES W ueniki B 0bnacTy ynpaeneHHa
ACKYMEHTAMK, aSaNTHPCEAHHBIE K cihepe DeATensHoCTH oprasMaaumwe. Buegpenwe CYI rapadtvpyeT coaga-
HHE JoKYMEHTOR, oDecnednaalME NoTpebHOCTH OpraHkdaanMy W obIWecTEa B TEYEHWE NEPUOOOE BREMEHH
(CpOKOB XpaHEHHA], YCTAHOBMEHHLIX ANA OOKYMEHTOS, W yNDaENEHUE KKH.

PeayneTaTomM yCnewHon OOCTHMEHWA Ueneld 8 ofnacTd J0KyMEHTaLWKW ARNASTCA COR0AHWE | ynpaR-
NEHWE QOKYMEHTAMM, KOTODLIE ABNRIOTCA QOCTOBEDHBIMK, AyTEHTHYHBIMK, LENOCTHRIMKA M NPHIOOHBEMKE ZNA
WMCNONLA0BAHMA, Kak ondcado B 2.3.2.2—2.3.2.5.

2.3.2.2 NocToBepHOCTE [AOKYMEHTOR)

HocToBepHEIM ABRNABTCA JOKYMEHT, COGEDKAHNE KOTOPOMD MOMHO CHMTaTE NOMHEM U TOYHLIKM NPEaCTaR-
NEHHEM NOQTECPHAABMEIX CNEPALMA, OEATENLHOCTH MMK DaKToB, a TAKKE JOKYMEHT, KOTOPOMY MOMHO J0BE-

2
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PATE B NOCAE0yLME ONEDaUMAX UMK B Necneayiowed AeATenbHOCTH. [oKyMEHTEl QONKHE COINaBaTEER BO

BREMA AW COA3Y ME MOCNE ONEDaLHA KK CNYYaA, K KOTODEIM OHKM OTHOCRTCA, MHUAMK, A0CTOBEDHD 3HAI0WM=

M (PAKTEL, UMK CPEACTBAMK, 06RIMHO MCNONBEIYEMBMA B ABATENEHOCTH NPW NDOBEIEHWH GaHHOR onepalym.
2.3.2.3 AYTEHTHIHOCTE

Ona ofecneYyeHinA ayTeHTHHHOCT DOKYMEHTOE OpradMIaLMA JONMHE BHEODHTE W QOKYMEHTANEHD 3a-
QUECHPOBATE NONWTHEY W NPOUEOYPsl YNIPEBENEHWA COgaHHEM, NonyYeHdeM, nepegadel, coXpaHeHreM W
oTEOpoM QoxyMEHTOR. 3To 0BECnEYHT HANWYKE Y ABTOROB QOKVMEHTOR COOTBETCTREYIUME NONHOMOYWE, a
TAICKE BOIMOKHOCTE MOBHTUDHKALWA W 33WATEl JOKYMEHTOR OT HECAHKLUWOHWDOBAHHOMND AONONHEHHA, Yaa-
NEHKA, WIMEHEHKA, HCNONBEI0BAHWA UNW CORPLITHA,

2.3.2.4 LenocTHOCTEL

LenocTHOOTE QOKYMEHTA CNPEASTAETCA B0 NONHOTOR W HEHAMEHHOC TR,

HeoGxogmmo, 4ToDsl QOKYMEHT BeiN 3AMLLEH OT HECIHKUMOHHPOBAHHOMS nameHeHka. MNonuTvea »u npo-
Leaypel yNPaEneHWA JOKYMEHTAMK AONEHL! YEAIBIBATE, KAHWE DONONHEHKA KNK NDMMEYAHAA MOTYT BeiTe Oo-
GapneHsl K QOKYMEHTY NOCAE 8o COINAHKA, NPK KAkKK 0BCTOATENLETBAX AONOMHEHKA MMM NPAMEYAHWA MOMYT
ObiTh pEIPELLEHE], M KTO YNONHOMOYEH MK NPOERoOUTE. MioGue CaHKUHOHMDOBAHHESE HIMEBHEHNA QOKYMEHTA,
OOGABMEHHAA WK YOANMEHHA W3 DOEYMEHTa CNEqyeT Y8TED A0KYMEHTHDOBEATE W HOHTDONMPOBATE,

2.3.2.5 MNpyrogHocTe 4NA MCNoNeEIoEAHWA

MpHroQHEm 408 KCAoNsEICEAHWS ABNAETCH JOKYMEHT, KOTOPBIA MOMHO NOKaNWIceaTs, HARTH, BOCHPONI-
BECTH W MHTEPNDETHROBAETE. [1pY BOCNDOUIBEASHH BOKYMEHT JOMEeH OTDAMATE CEAZE C JeATENLHOCTLIY MK
onepaluel, B peIyNeETATE KOTOROR oM BeN CoanaH. KOHTEKCTHRIE COBINKM AOKYMEHTOR A0MEHbl COOBMMATR
uHhopMauumio, HEoDXOOMMYI0 ANA NOHWMAHWA ONepaunil ABATENEHOCTH, B KEOTODGIX 3TH JOKYMEHTSl Gkind
COA0aHE M MCNONbaceanKce, JomsHa GwWTe NPeaoccTaenaqHa BoOIMOMHOCTE WOBHTHDHLKMPOBaTE OOKYMEHT @
Gones WHWPOKDM EOHTEHCTE — KOHTEKCTE JSSTENBHOCTA W hyHELME. JomsHel OeTh COXDAHEHE CRAZM MEN Y
DORYMEHTAMMK, DHUECHPYIOLWKMIA NOCNel0BaATENEROCTE DEACTEHA,

2.3.3 Coapanne OOKYMEHTHLIX CACTEM

2.3.3.1 OGWMe NonoXeHA

Uenu CY[ QoCTHramTCeA NYTEM COA0aHMA HADEKHEIX, JAWMILEHHEY, COOTRBETCTEVIOWKMY YCTaHOBMNEH=
Heid TPEGoBaHWAM JOKYMEHTHEIX CHCTEM WUNK CHCTEM ANEKTPOHHOND aokyMmenToobopoTa. MprMeps Npw-
pEgedHs B 2.3.3.2—2 3 3.6,

2.3.3.2 HapgesHoCTe

HagesHse QUEYMEHTHEE CHCTEME

a) B COOTEETCTEMM C YCTAHOBNEHHLIMA NEEBUNaMH BENOYAIOT BCE QOKYMEHTE B DaMEAX OERTENEHOCTH,
OXBATHBISMMON HMH,

b} oprasMIvIioT GoOKYMEeHTE Takkik oBpaiom, 4ToDe! OTPaMaTE NPOUECCHl JEeATENEHOCTI,

C) 3AKWLENT JOKYMEHTE OT HECAHKLUMCHWUDOBAHHOMD MAMEHEHHA, WILATHA WKW YHUSTOREHMA,

d) B COOTEETCTEMH C YOTAHOBMNEHHBIMM NPABHANAMKE QYHELHOHWDYIOT B KA4ECTEE OCHOBHOMD MCTOYHKHKS
HHPODMELWA B OTHOLWEHKA OEACTEMA, Ja0HKCHPOBSHHEIX B JOKYMEHTaX,

&) oBecne4ynBanT Npy HeobXogusocTH ACCTYN KO BoBM QORYMEHTaM,

fi dhMkcHpyIoT WAMOPMALKID O NOUCKE, KCNONBIOBEAHMK W PASMELLEHHY OOKYMEHTOR, KOTORBIMEA OHK
YNDABNKKT,

Q) cnocobHe HENpepRBHO paboTaTe B COOTEETCTEMK C YCTAHOBNEHHEBIMK NPABMIAMM.

HagewHble A0KYMEHTHBIE CHCTEMB! NO3BONAKT HENPEDLIBHD BECTH AERTENEHOCTE W YNDARNATE DUCKa-
M.

2.3.3.3 JauymueHHocT (Ge30NacHoCT)

JAlMILEHHEE OKYMEHTHEIE CHOTEMB NPHMEHAINT COOTEETCTEVHMLUME CPBOCTEA KOHTPROMA, HOTOPKE
NpedoTEpaWaInT HECAHKUMOHMPOBAHHEE DQEACTBMA (QOCTYN, YHHYTOHEHWE, HIMEHEHHE WKW NEpereweHine
OOKYMEHTOR). 3AWMILEHHEIE OOKYMEHTHEIE CHCTEMBl NOLOSDEWBAKNT NOOOTYETHOCTE OPFraHHIaLMH | ynpae-
REHWE DPHCKaMIA.

2.3.3.4 CooTRETCTEWE TPEGORAHWAM

CooTeeTCTEVIOWWE TREDOBAHWAM QOKYMEHTHEE CHCTEMB — 3T0 CHCTEMbl, KOTODLIE MOMYT GbiTe Ha-
CTROEHE ANA BLINONHEHWA Boex TRE0oRaHIA, BOIHHEIOWWY B NPOUSCCe OCYLLBCTRNEHWA TERYLLER OSATENbL-
HOCTH, OHMOAHKMA 3aHHTEPECOBAHHBIX CTOPOH M TREBOBAHWA HODMATHBHOR CPEOk, B DAMKAX KOTOROMA OpraHW-
3ALMA OCYLWEBCTRENRET CEMH QEATENEHOCTE.

CHCTEMB MOMYT GhiTe NPOBEREHB] HA MX COOTEETCTEWE YCTAHOBNEHHRIM TPeGOoBaAHKAM B LENAK coxpa-
HEHWA W ynydwendns CYIO, JokyMeHTHBIE CHCTEMB], KOTODEIE COOTRETCTRYIOT ONpeqenaHHeM TpeboBaHMAM,
CHECNEYHBAINT NOQOTYETHOCT b OPraHMIALHKM, HAONERALUIEE YIDABNEHWE 2 W YNDABMNEHWE PAUCKAMM.
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2.3.3.5 KoMNNeKoHOCTE

KomnnekcHele OOKYMBHTHRIE CHCTEME YNDAEMAIOT OOKYMEHTAMM,. COINAWILHMWCE B DEIYNETATE ocy-
WECTRENEHKA BOEX BMOOE JERTENEHOCTH CPraHuIanMiE, rpynne OpradM3agyin MmNy Nagpainensdiid oprasuia-
LI, B KOTODBIX OHX MCNONBIVIOTCH. KOMMNEKCHEIE JOKYMEHTHES CHCTEME 00ECNEYMEIINT DEIYNETATHEHOCTE
W 2D eKTHEHOCTE BEOEHNA SEATENLHOCTA.

2.3.3.6 CHCTEMHOCTE

Mpoueccsl COINAHWA W YNIPARNSHWA AOKYMEHTAMA B NPOUSCCE NPOSKTHROBAHWA 1 OYHELHOHHUPOBAHKA
AOKYRMEHTHLIX CHCTEM CUCTEMATHIWPYIOTCA B COOTEETCTEMK C NONHTHKDH, DAcnpeqeneHHen OTBETCTEEHHOCTH
W OEMLHANEHD NPUHATOR METOZONOMKER. 3TD NOIBONAST BECTH JEATENLHOCTE PEIYNETATHEHO W YNPABNATE
HCKARK .

2.4 NprHuunisl npamedsHaa CY[

2.4.1 OBwmwe nonoxeHnA

Yonewwoe sHeapeHde CY0 ocHOBaHO Ha NPHHLMNEX, HAaNOweHHBX B 2.4 2—2 4 8.

2.4.2 OpHeHTALUWA Ha NOTPEGUTENA W WHLIE JAWHTEPECOBAHHLIS CTODOHE

B pamrax CY[ yCcTaHaBRNMBawTes TReGoEaAHWA K OOKYMEHTHLIM CHCTEMAaM, NOIBONAKILUWE YIOBRNETBO-
pATE TEKYLWE ¥ ByoyLHe noTpebHoCTH OPraHnaanne ¥ MHBX 3AUHTEDECOBAHHEIX CTOROH.

2.4.3 PykoBoacTED W NOSOTYETHOCTE

PyKCBOOMTENKH OPraHW3ayMn yCTAHABNKBAKOT UWeNk, HANPARNeHKe M GEACTEYIOWMWE HODME! KOPNOpaTue-
HOM KyNBTYDbI, COINAKT YONOBMA, B KOTORLIX COTRYOHMKM CTREMATCA K NPHMEHEHMID MyHLIMX NDEKTHE yNpas-
NEHAA OOKYMEHTAMA ONA OOCTHMMEHKA OpraHK3aUMed caows uenei ¥ TpeboBaHKa NoOoTYETHOCTH.

2.4.4 MNpUHATHE PEWEHHA HA OCHOBE OOCTOBEPHON WHOODMaLIWK

Mpevmexesre C¥ No3BoNAST CO30ABATE, BEOAWTE B CHCTEMY W YNDAENATE HHPOPMAaLMOHHEBIMK 3KTHBS-
MH OpradKsaLXE B opMe OCTOBEDHB W 3y TEHTHYHEX JOKYMEHTOR ANA 0BacnedeHna NpoUBcca NPUHATHA
B OpTaHM3aLMK DELWeHHRA, OCHOBARHLIY Ha JOCTORBEDHON HREODMALMK.

2.4.5 BoaneygHWe COTpYOHUKOR

B cdepe ynpaBneHda QOKyMEHTAMH JoONMwHa ObiTe YETHC pacnpefeneHda OTBETCTBEHHOCTL, 3 Takme
ofecnaueHo obydeHne Boer COTPYOHMKOR ODTaHMIaUMK, KOTODRIS COROAMT AOKYMEHTE., YNDARMNAIOT MK MNH
HMENONLAYIT WX, ITO OTHOCHTCA K KDOHTDAMSHTAM, HHBIM 38WHTERECOBAHHEIM CTOPOHAM, 8 TAKKE COTDYAHWEAM
CTOPOHHME OPraHMaaUWi, © KOTOPLIMK Y OPraHM3alne KMEeOTCA COBMBCTHLIE O8N0BEE NPOUBCCH W CO30310T-
CA OOKYMEHTEL [ToHMMaHKe NpoUueccoB paboTel C OOKYMEHTAMK B pAMKAX BCeR ODradMIaUmE yrydwaeT ee
WHOpMaLHOHHY Ga3y 1 PEIYNETATHEHOCTE NPUHATHA PELLEHWA.

2.4.6 NpoueccHeld nogxon

SdHpEKTHRHOCTE QEATEMEHOCTH ODraHM3aUHE ¥ YIDAENEHKS JOKYMEHTaMY 0DECTEYHBASTCA NpOULECC-
HilM NOAXOO0M K YNRARNEHWIO ASATENEHOCTED OPraHWIaLnK, KOTOPBIR CRAILIBAET CO3daHWE OOKYMEHTOR C
OEATENLHOCTEI.

2.4.T CucTemMHbLIH NOAXOA K YNPABNEHWID

MHTErpaUMs YNDAENEHHMA JOKYMEHTAMA B YNDABNEHWE OEATENLHOCTED ODraHH3aUMK B WHMPOKOM KOH-
TEKCTE CHCTEMbI YNDABMEHNA BENIOYAET aHanks TpeboBanki W NNAHoE. 8 TAKKE BHEQPEHWE, NEDECKOTD M
YIYHLLEHWE NONWTHEM W NPOUSOyYP B DAMEAX BCEA OPraHHIaUM9 Ha NOCTOAHHOR OCHOBE.

2.4.8 NocToAHHOS YyNyJYlLaHWe

B peaynetare NOCTOAHHOMD MOMATODKHNE, aHANKMIA M HENPEPBIBHOND YNYYLWEHWA BCER OEATEMEHOCTH
C¥[ coBepISHCTEYETCA M YNy4WaeTCeA oflan cucTeMa YyNpaanadnA opraduaagmai.

2.5 NpoueccHeld nogxon K C¥Y

BEce opraHnaaumi, HE3ABMCUMO OT X DE3MEDa W ¥apaKTepa JearensHoCTH, J0MmeHs ONpegennTe U Npk-
MEHATE COOTRETCTEVIOWME pabodne NpoUeCcoH NNA JOCTIHEHMA NOCTARNEHHEIX UENei W 3apay. HacToswmi
CTAHOApT npuoaeT ocoboe IHaAMeHWE DCOIHAMHOMY MPHMEHEHKI0 CHCTEME! KO BOBM NPOUECCAM OPraqHnIaLMH
C TemM, 4Tobk BRIABWTE W YNPABNATE WHAMHEDR MPOUBCCOR W HX BIAVMOCEAIAMM.

MeoueccHelid nogxog Kk C¥[ npegnonaraer:

a) onpafeneHe TpebSoBarWi K OoKYMEHTaM, BENKKYEA TPEGOBAHMA W OHWOAHWA JEWHTEDECOREHHBIX
CTOROH, 8 TAKKE YCTAHOBNBHWE NONUTMEA W Uanei B ofnacTi ynpaenaHMa oKyMaHTamm;

b) BHEOpEMAE ¥ NpHMEHEHWE CPEOCTE YIPARNEHWA K YIPARNSHWIO OPraHH3aLMOHHEIMKH DHCEIMH B OT=
HOWaHXA OOKYMEHTOR B clpepe OBWME DENOBLIX PUCKDE ODraHWIaLINMK,

) MOHUTORMHN 1 aHaNKMa QeaTENsHOCTH W addrekTeHocT CY,
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d) NOCTORHHOE YNYYLWEHWE, CCHOBAHHOE HA CELEKTHBHOM HAMEBDEHIN.

PucyHok 2 nokaasipaet, kagus obpazom B C¥] yuuTeieanTcs TpeboBaHta W CEMOaHNA 3IaUHTEpecoBaH-
Hisix CTOPOH [NOTRe0MTEneR 1 yYpEaMTeNeR) B OTHOWEHKK YNPABNEHAA QOKYMEHTAMEK, W Y8pEa HeoEXoaUMEE
NpoUScceH NPEACTARNAET HA BbIXOOE GOKYMEHTh, KOTOPLIE OTBEYAKT 3THM TReBoBRAHKAM 1 M EEHNAM.

HacToRWan MOQENE MOMET GhiTe NPWMEHEHE B COOTEETCTEVICWENM MaciuTabe, B JABMCHMOCTH OT pai-
MEpa opraHdsauMK. YpoBeHs DeTankaauud | cnooeHocTd CY, a Taoee ofbemM WeNonNbBIoBEIHHBX PRCYDCOa
IABMCKT OT Takwmx GaKkTopos, Kak o0nacTe QERCTEMA CHCTEMb!, PAIMED ODFaHK3ALMM W XapaKkTep e JeATeNk-
HOCTH, NPSOYELAE 1 YOIy

2.6 Nuoupyolas pont pyEoBoacTEA

Brlclwes pyKOBOOCTED HECET OTBETCTEEHHOCTE 33 ONPEORNeHHE HANDABMEHWA PAIBUTHA ODraHMIAL MK
W 33 OIHAKOMNEHHE COTPYOAHMEOE W AAHMHTERECOBAHHLIX CTOPOH C NPHMOPHUTETAMW DAIBHTHA. ITO NOMOHEH HE
NogpaiyMesasT yeTaHoBneHye cooTRatcTErA CY]] TpebosaquamM ¥ Lenam OpraHnaaunyg, a Tame NnoHuMane
DUCKOB YNDABMEHNA JOKYMEHTAMHA, HE OTBEHSOLWEND YCTAHOBMEHHEIM TReGoBaHNAN.

MonyTHEY YCTAHABMNUMBAET BeICLSS PYROBOOCTRD AR TOM, 4Tobs!

a) oBecneaYynTe HENDEPEEROCTE B paBoTe OpraHuaIaL e,

b} oBeCneqdHuTE NPUHATHE W BRINONEEHWE COTRYOHWEAMA Tpebopanun CY0,

C) rapaHTHpoBEaTe, YTO JEN0BLIE MPOUECoHl ABRNMOTCA NPOIPIUHEIMK M KOMMINEKCHEIMIA,

d) yEequTe yYpenquTanaR, CoBET OUPEKTOROE, NKL, OKAIEBAIOWMY BIMAHWE Ha Opradyaagul, ayauTo-
OB W HHBIE JAWHTEPECOBAHHMLIE CTOPOHBl, YTO YNPABNEHME OOKYMEHTAMH OCYILECTEMNASTCA HAQNSMaLLHM
ohpazom.

Motpalurar 1
TpeGoatm k HTOPOCOBAHHBID
CRCAIAHAN £ OpransaauMoHIE cpana /\
YT PR [ I
ARGHTRI \f\
fﬂ-\h
HHrUMBTHRE
Mnamposarms I Ymrwarme
Ofacnesstne QueHxa
AOATONBHOCTH
OcywacTanoHs
- [ — -
ICAMETSTEREH HilE O MEHTE
MpasnsHLIB
YTIROENH-O0KA
MoTpeburan PHELHEA TR
- m‘ :":- nunnan
- ananaHNA

Pucymor 2 — Cxema: crpyetypa CY1
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Bnarcaaps addbeKTHBHOMY YNPARNEHAID W NOSOTYETHOCTH BLICILUEE DYKOBOOCTED COXAET YONOBKS, B
koTopeix CY¥[ moxer paboTate pesyneTaTMEHD. BuiClies pyROBOOCTED MCNIONBIYET NDMHLMNG NPAMEHEHHNA
CY¥[ (caa. 2.4) B kayecTee OCHOBE ONA ONDEOENEHKE CEOMX Q8RCTEMIA B LENAX.

1) yeTauoBNEHWA, NOAOSEaAHWA, COOSACTEMA NPORSOEHHIO NOMAWTHIM M Wened 8 0bnacTd ynpasneH9a
OOKYyMEHTAMKA ONA NYYLWErD NoHKMaHKA pPADOTHAEAMK YCTAHOBNEHHLIX TpaboBaHKR,

2) obecnedeHHn pacnpeqeneHHs, 3akpenneqdis OTBETCTREHHOOTH W OenerMpoRaHNA NONHOMOYKME No
YIPABNEHHID DOKYMEHTAMKA B ORraHuIaLHm,

3) ofecneseHHA rapadTin Toro, 4To addexTieHan v peayneratkedan CY¥I pazpafoTana, exegpeda w
COXPAHAETCA ONA DOCTHHKEHHA LENed OpraHH3an9‘H,

4) obecnedeHUs 0OCTYNHOCTH HEOBXOOMMEBIX PECYDCOB, B TOM YHCNE YENOBEYECEMY, ANA COXDAaHEHNA
nonpepradEaa CY0;

5) perynapHorg asanqaa Gy,

G} CoBaUSHWA OBRCTEHA ND yRyHwWesdo CY.

2.7 BaauMoCEASEL C WHLIMK CACTEMAMA MEHBOHMEHTA

CHCTaMbl YNPAENEHWA HANPABNSHE! Ha JOCTHHEHKE DEIYNETATOR W YNPABNEHAE DACKAMW ONA QOCTHME-
HHA JEnoBbix WaNed, yIoenaTecpeHuR Tpebonanui NOJoOTHETHOCTH ¥ OMMOaHWH 33MHTEDEeCoEaAHHEL CTODOH.

WuTerpauus CYI 8 ofwyn cioTemy yNpaanasus Oprasuiauyel ocyWacTENASTCA B LBNAN:

a3} ONTHMKWIALWKA NPOLEBCCol W PECYDCOR NMYTEM HHTErpaLWMA AOKYMEHTHEIX NPOLUBCCoR M BUAOE O8ATEMNE-
HOCTH;

b} nopnepsKn NpHHATHA DELWUEHKE, CCHOBAHHOMD Ha QOCTORE PHON WHhODMaLMI;

c) obecneye A COBMECTHMOCTH CUCTEM MEHEINMEHTA,

d} COOTRETCTEMA YETAHORNEHHLIM TReBoBaHUAM W NDEAOCTARNSHUA NOKAIATENECTE ITOM.

Bueapedne cradgapros Ha CYI noMomeT oprasusauman B A0CTHMEHM LENSH 1 MHLIX CUCTEM MEHEeT-
HMEHTA. 3TO BOIMCHRHO BRarofapd TOMY, YTo?

1) B pamMyax CHCTEME! MEHEIEMEHTA 0DECNEYMBAETCA COINAMME, YNPABNEHWE W QOCTYN K CUUManksHo
W HAOENMHDA WHOpMaLMK, a Takke obecnedyBaInTCA JOKa3aTeNsLCTRA OCYILBCTEMEHHON JEATENLHOCTH B Ta-
WEHHE YCTAHOBMEHHOMD NEDHO0a BReMEHH (CPOKa XpaHeHnA),

2} NPHMBHABTCA CHCTEMATAYNECKHWE W BEpHMUMDYEMER NOAXOD K YDABRNSHWH JOKYMEHTIMH W OOKy-
MEHTALMOHHEMK NPOLECCAMN, CERIAMHEIMY C OEATENEHOC TR HHEX CHCTEM MEHEOMMEHTA,

3} YCTAHABNWBAETCA OCHOBA ANA OUSHKH OKYMEHTOR, A0KYMEHTALMOHHEX NPOLECCOR M NPaKTHYaCHOR
OeATENEHOCTI B DAMEAX MHB CHCTEM MEHEIHMEHTA;

4} 0beCcnNaYMBaRTCA CONEHCTRHE NOCTORHHOMY YIYYLWEHKK paboTe OPradnaag | Npu NOMOoLWE MHTETpK-
POBAHHED CHCTEM MEHEDHMEHTA.

WMuTterpauus C¥[1 u TpeGoBaHWi YNIPABNEHYSCKHE, NPOWIESOCTESHHED, KOHTROMUPYIOLME W aBTOMATK-
IMPOBAMHEIX CUCTEM NOIBONAET COI0ATE CTRYKTYDY, KOTOpaA oBecneqyuBasT YIoRNeTaopeHKe noTpedHocTad
MONLICBATENEH M KAYSCTEO NPOLYHLMM.

3 TepMKHHBI M ONpeaeneHnA
B HacToAWEM CTaHgapTe NpUMEHaHsl CISOyoLWWe TEPMUHE C COOTRETCTEVIOLYAMKA ONPESeneHEAMK:

3.1 TepuuHbl, OTHOCALMWECA K OOKYMEHTAM

3.1.1 apxwe(kl) (archive(s): DokyMeHTe NOCTOAHKOND CPOKS XPAaHEHHR, COXPaHAEMBIE ONA OMATENEHOTD
HMCAONBI0BAHHA,

MpAMEYAHMA

1 ApwmB MO®ET NPESCTAENATE COBOA MEBCTD, MO8 XPAHATCA ¥ DOCTYNHE NA NONLIVSAHNA AQXHEHEE JOKYMEHTH.
TarmHe HAILIBET BPXMBOXDAHNIALIEM.

2 ApXHME MOXET NPACTAENATE COBOM OPTAHMIBLME MK ROMNSOTARHYD NPOrPaMMy, RoTOpwe obacnedueasaT orbop
OUKYMEHTOR HE XPAHEHHE, HOMINEKTORAHNE ¥ obecne<eHnE COXpaHHOCTH ApEMBHON GoHLa, NPENOCTARNEHWE QOCTYNE K
BpXMBHLEIM OokRyMEHTaM. MHOME v TENEE HAZLIBAHT SPXHMBHLIM YHOEHOSHREM WM BDXHEHOR NPOrpaMmon.



rocT P UCO 30300—2015

3.1.2

aKkTHBkI (asset): Boe, YTo MMEBET UBHHOCTE ONA OPTaHK3aLMM.

I pAMBEYHaHHAE — G'_lﬂ.l.l.EL'.T-E],I'ET FHOND BHOOE SKTHEOE, 8 MEBEHHOC

a) wachopmaums;

8) nporparMMHos oBECNeYeHE, TAKDE KaK KOMNLIOTEPHAR NporpamMmMa;
B) MATEPHANBHEIE AKTHEL, TAKWE KAK KOMNLIOTED,

I} YCIyTH:

0) paGoTHWMEK, 3 TAKKKE WX KBANWPHKAUHA, HABBIKA 0 ONLIT,

&) HEMATEPHANEHEIE LEHHOCTH, TAKWE KaK PEnyTALWMA H NDeCTHH.

[MCOM 3K 27000:2005, ctaten 2.3]
31.3

OOKYMEHTHROBAHHAA WHQOpMauMa [document). 3anMcadHan HHQOPMALWMA W HOCWTENL, KOTODIE
paccMaTpHBAIOTCA K3k eQUHOE Lanoe,

[MCO 15488-1:2001, cTaren 3.10]
314

porysMedTauda (documentation): CopokyNHOCTE 00REKTOR DOKYMEHTHPOBAHHOE KHDODMaLAK, ONk-
ChIBIIOWMY OEACTEMA, HHCTRYNLMK, PELUEHWA, NPOUSOYPR W JENOBEE NPABMNA, OTHOCALWWECA K ONpee-

MEHHDA QYHELMK, NPOUSccy WNH JenoBor onepaud.
[HCOMo 261 22:2008, ctaTen 3.1]

3.1.5 gokazarenscteo (evidence). JokyMeHTALKA O O8N0BE0NA ONEepaLMiA.

Mpumesane — JNokyMEHTANEHOS NOOTESRROEHNE COBSQDIWEHHA DEMNOBOR CNEpagHM, CONAHH0S NPpH OhLM-
HElX YCNOBMAX BS0AHNA DERTENEHOCTH M AENAKILBSCH WENOCTHEM (HENOBPERIEHEEM ] M NONHLM. 3TOT TERMAH NDHME-
HARETCH HE TONLED B HOMOMHECHOM ChEICE.

316
MeTaganHee (metadata): JanHbie, ONHCHBIIOLWME KOHTEKCT, COOBDMaAHWE, CTRYKTYDY OOKYMEHTOR M
NpOUBCCOR YIDARNEHWA MM BO BDEMEHH,
[MHCO 15489-1:2001, craten 3.12]
3.1.7 poxymenT() (record(s)!: JokyMEHTHDOBaHHAA MHDOPMALMA, CO3TAHHAR, NOMYYEHHAR W Coxpa-

HAEMAR OPraHWIauWel MNK YacTHEIM NHUDM B KaYeCTEe J0Ka3aTeNECTRA M SHTHMEE OPraHHIaLMK MNK YacTHO=
ro NMUa ONA NOOTESRMIEHWA NpaBoBkEX 0GA2ATENECTE MMM ONPAJENEHHDA OEeATENEHOCTIA.

MNMpuMmavyanua
1 AganmapoeaHo Ma MCO 15488-122001, crates 3.15.

2 TepruH «NOKSIATENECTEOY WMEET HE TOMNBED FKPUGHHECKDS AHaqeHue (ow. 3.1.5).
3 MpuraHAeToA K tHgOpMaLHE Ha noBom HocwTenes, B nobol dopss vnn doprara.

3.2 TepMHHEl, OTHOCALWMWAECA K YNPABRMEHMWMK

3241

NoOoOTYETHOCTE [accountability): MpuHUMn, & COOTEBETCTEMH © KOTODEIM Y3CTHRIE NALS, OpraHHdIaugmMm
W OBWECTRO OTEETCTEEHHL! 33 CBOW JERCTEKA, NOOTREDHIASHWS KOTOPRE MOryT OeiTe BOCTpebyeME 3aKH-
TEPECOBAHHBIMK CTOpOHAMK [MCO 15489-1:2001, crates 3.2]

322

HECOOTEETCTEMWE (nonconformity): HeassinonHeHke TpeboBRaHua.
[MCOMMB/TAG13 — JTCG, cratea T.3.6]

T B naHoM 3Ha4SHAH TEpMUH record(s) nononsayeTcn B ciheps yNPasnaHuA JosyMeHTaMN.
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OpraHuaauMa (organization); YacTHoe NHUD WNKW FEYNNa NHU, ¥ K0TOPBIX 8CTE ONpanenaMHBbie gryHE-
LM ¥ OBAIAHHOCTH, NOMNHOMOYMHA ¥ BEIZUMOOTHOLLEHWA ONA QOCTHHEHUA MM CBOKWX LENad.

Mpuamesanne — KOHUSNUWA OPraHW3a0KH BXANSEET, HO HE OMPAHW-HBAETCHA TONLED TORMOBGEIM MAQRTHEROM,
HOMAAHWER, ROpAopanMan, GUpson, NPeanprATHEM, MHOMBHAYAMLHEM MpSOApUHMMATENEM, ToOBApWLBCTROM, Bnan-
TEOPMTENLHON CPrAHM3ALKER WNH YEPEXABEHHMEM MAM kosinHagreR aTux Popy, 3apEmncTprpoBaHHLLY NHbo BaT 8
HEYECTES KODNOPELWA, MOEYDSPCTESHHON AW YACTHOR EeOpik CODCTRAHHOETH.

[MCOVTMBTAG13 — JTCG, craten T.1.1]

324 nonUTHKA YynpaenedKa aokysmedTami (records policy). OduuMansHo cpopMynupoBaHHbie BikliC-
LUK PYKOBOGCTEGM HAMBDEHWA W HANPABNEHHA ASATENEHOCTH OPraHH3ALWH B OTHOLWEHKWK CHCTEM yNpaana-
HHAR DOKY MEHTIMK.

325

BeICWEE pyKoBoacTEO (top management) NWuo W rpynna nuu, 3agaiowmy Hanpasnesus qen-
TENLHOCTH OPFaHKW3ALMM W YNPABNAOWLKK 810 HA BLICLUEM YPOBHE.

MNpuMesaHua
1 Briciwes pysoBOOCTED MMEET NPEE0 PACTDEOENATE NONHOMOHMA W DECYPCH B OpraHM3aLMM.
2 Dpradnaagus mMookaT BeiTe OrpasmdeHa chepon BHESPEHMA CHCTAaMBl MEHEEHMEHTA.

[MCOVTMBTAG13 — JTCG, craten T.1.5]

3.3 TepMHHbI, OTHOCALWECA K Npoleccan yNPpagneHua QoKYMEHTaMK
331
Agocryn (access) MNpapo, BOIMOKHOCTE, COEACTER ONA NOMCKS, HCNONLICBAHKA MNKH HIBNEYEHKA WH=
popaaLmM.
[MCO 15489-1:2001, crares 3.1]

332

Knaccupmeayma (classification): CHcTEMaTUYECKaA KABHTHDWKALWA W YNOPAOOYMEHWE OEM0OB0H Q8-
ATENBHOCTIA W (MK} DOKYMEHTOR N0 KATEMPWAM B COOTEETCTEHK C NOTHYECKA CTRYETYDHDOBAHHEIM NOpRL-
KOM, METOOAMA W NPOUESVEHEMA NPABKUNEMM, NPEICTARNEHHEIMMA B KNACCHDMKALMOHHOR CXeme.

[MCC 15489-1:2001, cratea 3.5]

3.3.3 voHBEpTAUWA (KOHBEPTUROBAMME) (convarsion): MNpouaco NepemMeLLleHnA OOKYMEHTOR W3 OOHOMD
dhopmarta B gpyrod.

Mpumep — Cranuposanue CoKYMENMOS H3 BYMaKHEIX HOCUMENRX dna cozdanun ux yughpoasix Konuld (e
thopumamax TIFF, JPEG u dp.), nepeaod dokymenmos w3 gopsmama Word e ghopmam POF, uz ghopsmama mexcmo-
gozao gadna UNIX e gropmam mexcmoeozo ghaina Microsoft (Windows), mepeaod galnos M5Word uz eepouu 1
e gepoun 2.

3.3 4 yanvromenne (destruction). Npouecc yHAYTOREHKA KNKW YoaneHka QorkyMeHTos Bea kakoi-nubo
BOIMOMHOCTH BOCCTAHDBMEHWA,

MpuMedanue — AgantuposaHo kv WCO 154858-12001, craten 3.8,
3.35

oTéop W nepagada (dizposition) CoBOKYNHOCTE NPOUECCOB, BEMMMAKWME IKCNERTHIY UEHHOCTH,
orbop, Nepegaqyy Ha MpaHeEHWE WK YHUSTOMEHWE OKYMEHTOR, OCYLWWECTENREMBIX B COOTEETCTEMM C HOp-
MATHEHLIMK OOKYMEHTAMM,

[MCO 15489-1:2001, craTtes 3.9]

3.3.6 poxyMeHTHpoRaTE (document): 3anMcsBaTe, NPUMOABATE KOHKDETHYIO HOPMY WM KOMBMEHTAPO-
BaTk (CHAGMATE NDHMEYAHWAMK) ANA BOIMOKHOCTH NOCNENYOLErD BOCNPOMIREOEHKA.

3.3.7T niagecuposanne (indexing): MpocTaenedue yonoeHex 0BoaHaYeHuil ANa coOCTaBNSHWA yEazaTe-
nef B Uenax yNpoweHWs OoCTYNE K O0KyMeHTaM.

MpumMedaHdue — Agantiposado vz MCO 15488 — 1:2001. ctames 3.11.
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3.3.8 murpayna (migration): Npouecc nepemMeeH s JoKYMEHTOR M3 0OH0M anNapatHol KDWY NporpamMm-
HON Koudhurypauuy 8 gpyrys Ges nasmereHds dopmara.

Mpumep — MepesmeujeHue cesderUl © MAZHUMMNOD GUCKS HA MAZHUMHYI TEHMy, nepeMelesus ba: dan-
Heix uz C¥B[] Oracle & C¥BM SQL Server {cm. 3.3.3 dos nocnedyolgao LomonsIoaaHus).

3.3.9 obBecnedYeHWe COXpaHHOCTH (preservation): MNpoueccsl W onepaugdi No obecnedaHK o CoXpaHHo-
CTH JOKYMEHTOR B TEMEHWE BPEMEHW {CPOKDR XpaHeHna).

Mpumevadne — Ananmmpoearo wa MCO 15488-1:2001, crames 3.14.
3.3.10

perdcTpaugMa (registration): NpUcaoeHde OOKYMEHTY YHREANEHOMD WOSHTHOUEALWOHROTND HOMEDA
NP+ 8ro BECQE B CUCTEMY.

[WMCO 154858-1:2001, ctateA 3.18]
33an

npocNEMRBEABMOCTE OokyMeHToobopoTa (tracking): Coagamye. BRMOHEHHES B CHCTEMY M COXpaHa-
HHE MHDOPMALMA O DEAMEHMH M MCNONB30BEAHNKM DOKYMEHTOR.

[MCO 15489-1:2001, ctateA 3.19]

3.3.12 nepaMewarne (fransfer). Masmedesswe cnocoba WnK MECTa XpaHEHWA DOKYMEHTOR WNA Npaga
COBCTREHHOCTH Ha HMX.

MNMpumMevyanus
1 Mo=er Brno<ETs NepeMaLUIEHHE JOXYMEHTOR U3 QOHOMD MECTE B ODyI0E.
2 AnanmupoBaHo Wa MCO 15488-12001, crames 3.20 1 3.21.

3.4 TepMiHLI, oTHoCRWMWeCH K CY[

3.4

cHETEMa ynpaBneHnAa (management system): CoBoKyNHOCTE BIAWMOCBAZAHHBIX W BIaUMOOeACTRY-
HOLLMX ZNEMEHTOR OPTaHM3IALMK ONA YCTAHOBNEHWA NONWTHEKN OpraMMIauWe W Lener, a Take NpoUeccos
ONA MX JOCTHEEHHA,

MpuMBEYHEHKMA

1 CrcTema YyNpasnasmys MOKET OTHOCHTEER & QQHOMY HNK HEeCKonsEMm ohbakTam.

2 JnemEHTE CHCTEME! BEMOTHAI0T OPrEHMIAUHOHHYID CTPYRTYRY, diyHELMM 1 pacnpensneHve oTEETCTEEHHDOTI,
nnasposaqie, EWHKLWOHHPOBaHWS M Sp.

4 DBNacTe A8ACTEAA CHOCTEME] YNPEENEHHA MEHET PaCNpICTPEHATECA HA BOED OPMEHMZaLHID, ONPenenaHHLE 1
MOEHTWHUUMPOEaHHEIE EWHILIWA OPIraHWa0HY, ONEEOSeHHLE ¥ MOEHTAEWUMPOBSHHEIS NOSPAI0ENSHMA OpraHnaa-
LiMH WNW HE OOy WNe Gones gy HELME B DEMESX FPYNNE OpraH03a0miE,

[MCOMMBITAGTE — JTCG, cratea T2.1]

3.4.2 cucTema ynpaenedda goxysmedtamu (CYO) (managemeant system for records): CucTama ynpan-
MEHKA, BRINOAHAKLLAR B OPraHd3aUpqy pPyKoBoOALIME ¥ KOHTDONEHBE GVHELWNA B OTHOLWEHWK QOKYMEHTOR,
343

yhNpasnaHWe OoEyMeHTamud (records management): OBnacte mMesHeOMMeHTa, obecnedrEainwan
PMEXTHEHOE W CHCTEMATHYECKOE COANAHME, NONYYEHUE, COXPAHEHKE, WCNONLI0BAHKWE, NEpanady Ha ap-
KHBHOE XPAHEHWE WM YHAYTOREHKE OOKYMEHTOR, B TOM YHCNE BEMKYEHWE JOKYMEHTOR B CHCTEMY W Co-
ApaHeHHe nHQopMaUnK O QEATENEHOCTH W ONEpaLMAX.

[UCO 15489-1:2001, cTarsa 3.16]

3.4.4 noKyMEHTHARA cHeTaMa (records systam): MHopMauMoHHan cHcTena, ofecnednBeaiLan ynpan-
NEMwe AOKYMEHTAMK 1M JOCTYN K HMM B TEYEHWE YCTAHORMNEHHOMD NEQHONa BOEMEHM.

MpumMmewande — AgantrposadHos ua MO0 15488-1:2001, ctaten 3.17.
345

cvcTemMa (system): CoBORYNHOCTE BIAMMOCRAIAHHLX M BIAMMOOEACT BYIOLLKY AFaMeEHTOmR.
[MCO 2000:2005, cratea 3.2.1]
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Mpunomenns A
{cnpaeouHoe )

MaTogonorda, MCNONLICBAMHAA NpK palpaboTie cnoBapa

A DDwme nonoEeHMA

YHHUBBPCANEHOCTE NPEMEREHHA CTaHgapToR Ha CY¥] Tpabyer HenonbaoBaHWA:

) TaXHMYSCKOND ONMCaHWMA a2 MCNOMEI0BEHUA CNSUMANEHOMN TEXHWHECKIND ALK,

b} cornacosaHHOM W rApMOHKIMDOBAHHOND CROBAQA, KOTODMA NETH0 BOCNPMHAMASM NOTEHUMANEHEIMK NOMNE30Ea-
TanAMi cTaspapTos CYI

MoHATHA CBA3AHEI Mesay cobol, W AHANKI BIFMMOCBAIEE NEHATHA B OBRACTA CHETEM YyNPAEREHHA O0KMEHTAMK,
& TEKHE WX FEYTINAPOBKS B aOWHLIE CHOTEML NOHATHA RERAKTCA NPEGNOCLIAKGOR pa3paboTed COMACOBaHHON CROBS DA,
Mpw pazpaboTes cnoBapR, NPEOCTEANEHHOMN B HACTOALEM CTIHO3PTE, NPOBSOSH TaKoW adanua. B npouscoe coanaqig
CNOBANA pAIpaboTaHsl QUarpamMMel NOHATEA, npaacTapnedHse B A3, Ou MoryT BhiTe NONS3H6l B MHGODMALMOHHDM
OTHOLLEHAM.

A2 BaawMoCBERAIL MOHATHA M MX rpaduyeckos NPEOCTABNEHNES

CyluecTay T “YETepe MasHse @opMs EIaUMOCERZIEA NOHATHUA, OTPENEHHEIX B HACTORALLEM NPANOSEHWA B COOT-
paTeTEw . MCD T04:2008 ¢ cosinkon a MCD 80002005 w GB-T 19100—2003 {Kuran):

a} accoywarvedas (MCD 704:2009, 5.5.3 0 MCD 2000:2005, A.3.4 co cTpankamu),

b} opHocTopodHAR (GE-T 19100-2003, &.2_2 2 co ETpancanu).

&) NApTHTHEHEA cBA3L (MO0 7042009, 5.5 2.3 W MO0 90002005, A 3.3 Baa cTpanok),

d} pogoskaoean (MO0 T04:2008, 552 2 w MCOD 9000:2005, A_3.2 Bea cTpenok).

AT OunarpaMmmil NOHATHR

Crambl A3 1—A3.4 (proydHed A3 1—A 3.4 NosaIsiBamnT OMSrPEanMsl NOHATHE, HE OCHOBAHWKY KOTODLIX B painens
3 TEMSTHHECKH CIPYNNAPOBAHE TERMUHEL H WX ONDedaneaHMA.

Tak kax TapMUHEl NPMBCAATCH D83 KaKMX-NHE0 OTHOCRLWMECH K HEM NOACHSHWA, papdMeHaoeano oEpallaTecs K paa-
Leny 3 ANA NAmp4eHMA NoAPoOHLE PAILRACHEHWA MO 3THM ANSMEHTM.

AOKYMEHTHPOE AHHAR
WHopMaLKa (3.1.3) £—— OOEYMEHTIAUMA [3.1.4.)

l

ACHRSATENEETES —3 QBOKYMEHTRI +—3 apXMELI > AKTHE

(3.1.5) 13.1.7) {3.1.1] (3.1.2)
MeTadaHHBIZ
Pucyrok A 3.1 — Crema: NOHATHA, OTHOCAWMBCA K goxymaHTan [3.1)

10
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opraduIauma [3.2.3)

l l

MNOgQOTHETHOCTE HECOOTEBRTCTEHE
(9.2.1) {3.2.2)
W W
BiIC s NONKTHEA ¥NpaBNesuA
pYEOEOACTED (3.2.5) pokyMeHTamMK (3.2.4)

Pucyrok A.3.2 — Cxena: NOHATAR, OTHOCAWMECA K ynpasnawi (3.2)

MapTaTwERAR

W

moyuedt [3.3.6)

!

PErMCTpaLMA (3.3.10) ——

l

NpOCh e HKEIE MOCTE [OCTYN {3.3.1)
QOEYMEHTOOG0pOTE

— xnaccudmeaumn (J.3.2)

. MHOBHCANMA [3.3.T)

(3.3.11)

—  YHRuTOMeHME (3.3.4)
OTOOP W
me a3 35 —
penanaA sl nepemedienie [3.3.13)
l EQHEE DTALNA,
OO0 CTIEYE e (voHeepTaposanmre) (33.3)
corpaddocTe (3.39) T
e wmmrpaymR (3.3.8)

£.3.3 QnHoC TODOHHAR
e

PrcyHor A.3.3 — Crama: NOHATHA, OTHOCAWWECH K NPOLRCCaEM yHPARNESHWA OouysmarTamn (3.3}
ik
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12

AZA Pogo.EWIOESA CBAZL

YAPIENEHHE QOKYMEHTAMM (J4.3) =

cHcTeMa (J1.4.5)

cHCTEME ynpagnenana [4.4.1)

CHCTE M3 YIPIEN & MR
OOEyMeHTame (3.4.2)

—— DOKYMEHTHAA cACTEMA (3.4 4)

— e

Ald

[apTMTHEHEA CBAIL

PucyHor A.3.4 — Cxema: NoHATER, OTHOCALLWMAER K CHCTEMEM YIPARNaHWA OoyMaHTaMe (1.4}



FoCT P MCO 30300—2015

AndaBuTHLIA yralaTenk

aApXHBL] 3141
AHTHEEI 312
BhICLIEE PYHOBROOCTED 325
OOKAIATENLCTRED 3156
OOKYMEHTHROERAHHAA WHPOPMALMA 313
AOKYMEHT(I) 317
OOEYMEHTALMA 314
OOEYMEHTHPOBATE (r.) 336
AokymeHTooGopor 331
OOKYMEHTHAA CHCTEMA 344
AocTyn 3.3.1
WHOBECHPOBIHWE 337
KnaccudHEaL WA 332
KOHBEPTALMA 333
METanaAHHEIR 3186
MMHrpaLua 338
HBCOOTBATCTEME 3.22
obecnevyeHHe COXPAMHOCTH 339
OpraHnaaumun 323
oTEop U Nnepegada 335
NepaMaLaHe 3312
NoAoTYeTHOC Tis 3.2.1
NOMUWTHKA B 0GNACTH OOKYMEHTOR 324
perncTpauna 3.3.10
CHUCTaMA 345
CHCTEMA YyNIPABENeHWA 341
CHCTEMA YNpaABNeHWA OOKYMEHTIMMH 342
YHHAYTOREH e 334
YNpaBRneHHe GoKyMeHTaAMK 343

13



rocT P UCO 30300—2015

[1] 150 704:2009
[2] 150 80002005

[3] 150 10241-1

[4] 150 15489-1:2001

[5] ISOFTR. 26122:2008

[B] ISOAEC 27000:2005

[7] GBIT 18100—2003 (Kurai)

[B] ISOTMBITAGIA — JTCG

BuGnuorpadgma

Terminodogy work Principles and methods [MCO 704 Tapmusonorsyeckan paboma —
MprHLAm= M MeTog L)

Cuality managemant systems Fundamentals and vocabulary [MCO 9000 Cucrems me-
HELHMEHTE BEEHSCTES — DCHOBHLE NONOEEHUA W CNOBa0L]

Termincdogical anfries in slandards Pard 1 Ganeral requirements and examplas of
presamtation [MCO 10241-1 TepmuHcnorniuecke pEanans B cTaHgapTrax — HYacts 1
OifgHe NoNoHEaHME ¥ NPRMEPE NREOCTABEMNES HMA]

Information and documentation Records managamant Part 1: Ganeral [MCO 15485
VudiopMalma W SoRyMeHTauUmMs — Ynpasnesme qosymedtams — Macte 1 Odwme
NanoseHWA]

Information and documentation Work process analysis for records [MCOTO 26122 Mn-
HOPMAELMA 1 J0KYMEHTALMA — AHAMMS paboYME NPOWBCEOE B OTHOLWEHWA OOKYMEHTOE]

Information lechnology Security techniques Information security managamant systems
Crverview and vocabulary [MCOWISK 27000 MudoprmayuosHan TaxHanarns — Maroge
W cpRacTEs oDecneqaHva DE30NACHOCTH — CHOTEME MEHBORMEHTA WHIPOPDMABLMOHHOR
EazanacHoc T — CEWMe NoNosEHMA ¥ CnoBapes)

Terminoclogy work Eslablishment of concapt system [Tepamynononmeckan pabora —
PaapaboTed cHoTEmsl NOHATHA]

Final draft High Level Structure and idantical taxt for M55 and common MS tarms and
core definifions, February 2011 [OzxosyaTeneHs npo@kT BelCokoypoBHEBaA CTPYETYPA
W HAEHTHHHEIR TexcT ans CCM wobuwe OnA cucTed MEHEOMMEHTA TERMHHEL M OCHOB-
HEE Onpaganedun, Despane 2011]

YK 006 35.034{470+571):[005.92:002) OKC 01.140.20 Tg2

Kniovyeskie cnoBa: cTaHdapTe cHcTem menemwmenta (CCM). cucTema ynpasnedda goxymentamia (CYI),
CTaHaapTE Ha CY[, cHCTEMa yNpaaneH ks, TepMHEE ¥ ONpegeneHHa

Penaktop OA. AMmowroas
Eoppartop M.B. Byunas
HomneeomepHan sapoTea EA. Kondpawoeal

Mopniscaro 8 nevars 10022016, ®opmar G0=84" ;. Tapuarypa Apuan.

Wen. ned. n. 2,32, Twpaw 40 3«3, 3ag. 197,

MNogroTopnend wa ocHoas DI'IEETPDHHDIi BEpCHM, MPeOooTEEeHHIN padpaboTinkom CTERgQaETY

SN e CTARDAPTUHSOPM s,
123995 Mockpa . MpaHatHeR rep., 4.
www.gosiinfo ru  infoi@gostinfa.ru



