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Mpegucnoewe

1 NMNOGroToBNEH PepepaneHsM rocyQapCTEEHHBEM YHATADHBIM NpegnpraTHerM =PoccHiRcKri
HAYHHO-TEXHHYECKHA UeHTD WHDOpMayWK No CTaAHOAPTHMIAUKMK, METPONOMMK W OUSHKE COOTBETCTRBMAR
(YT «CradpapTiHgopi 2 ), CenepansHB rocyapcTEeHHBIM DIIEeTHRIM yADeXaeHHeM Hayid «Boe-
POCCHIACKHIA MHCTHTYT Hay4HONR W TEXHWHYECHDA MHQopMauny Poccuickol akagesun Hayry (BMHWATIA PAH],
HMcTopHEO-apXMBHEIM MHCTHTYTOM (POCCHACKWA rocyDapcTBeHHBIA MYMaHWTAPHBIN YHUBRDCWTET), Genepank-
Hil BHOHETHRIM yY4pesaeHHem « BoepocCHACKWA Hay4HO-MCCNE00BaTENBCHHA MHCTHTYT JOKYMEHTOBEDEHWA
W apxueHorn genas (BHIAKMOAL) degepansHor0 apxUBROro areHTCTEa Ha OCHOBE CoDCTREHHOMD NepeBnga Ha
PYCCHMIA ALK AHIMOAILIYHOA BADCHH MEXIYHADOOHOM CTAHAADTA, YEAIAHHOMD B NYHETE 4

2 BHECEH TexHu4eckum KOMATETOM NO cTaHgapTisaume TK 181 aHay4Ho-TexHuyeckan MHfopMaUma,
BUBNMOTEYHOE M WAOATENLCKDS Jenos

3 YTBEPX¥OEH W BBEQEH B NEMCTBWE Mpukazom SenepansHoro areMTCTEA N0 TEXHUHECKOMY pa-
MYMHDOBAHKID W METPONOMK oT 26 mapta 2015 r Me 101-cT

4 HacToAWMA CTaHOAPT HOSHTHYEH MEOVHapoaHoMy cTasgapTty MCD 15489-1:2016 «Mudopsagus 1
A0KYMEHTALKA. ¥NpaBneHWe JoKyMaHTamMK. HacTe 1. MoHATHA W NpHHUMNBE (IS0 15489-1:2016 «Information
and documentation — Records management — Part 1: Concepts and principless, IDT).

HanMeHoBaHWE HACTOALWEND CTAMOADTA WIMEHEHD OTHOCMTENBHD HAWMEHOBAHWA YEAIAHHOMD MENDY-
HAPOOHOND CTaHOApTa Ona npueegeqdA B cooTReTcTRMe ¢ TOCT P 1.5—2012 (nyukT 3.5) 4 OQNA yBAIKK C
HAWMEHOBAHUAMK, NPAHATLIMKE B CYLWECTEYVIOWEM KOMONEKCE HALUMOMANLHEX CTAHOAPTOR PoccHRCKOR
DenepaLme

5 B3AMEH MOCT P MCO 15488-1—2007

Mpasuna NpUMaNaHUA HacmoAwWeso cmakdapma yemaloaneHs 8 cmamee 26 PedepansHos0 3aK0Ha
am 29 wona 2015 2. Ne 162403 « O cmandapmuzayuy @ Pocculickod Pedepayuus. Mudropmayus of wa-
MEHEHLAX K HAacMOoFwWwewmy cmakdapny NyGnukyemcs & exesodRoM (M0 cOCMoRRHLK Ha | AHsaps MEKYLLES0
eodal uhhopMaLUOHHOM Yiasamens «HayuoHanshse cmakdapmeis, a oPuyLaneHE0 MoKcm UameHeHLE
U MONpasoK — 8 GWEMECAYHOM UHhopMAaLLOHHOM yrasamene «HayuoHansLse cmandapmels. B cnyyas
MepECMOMPa (FaMets) WL KIMENE! HACMOoAWe20 cmarndapma cowneamemayiowes paedomumarue Bydem
anyBnukosans @ BNUMaiiueMd EbiYCHE EREMECAYHOE0 UNPODMaluoNHca0 rasamens sHalyuoHambHbie
cmasdapmes. CoOOMBEMemMEytlan uiboprmauls, yeedoMIesLe U IMBKCME! DEIMELUAKNTICH MakKe & UH=
chopmaluonHol cucmeme oblye20 NoNLI0eaHUA — Ma aduyuansronm cadime PedepansHo20 asenmomea no
IMEXHUYECKoMY DeSyTUDORaHLN U Mermponozsuy @ cemu Humeaprem [wwaw.gostr)

2150, 2016 — Boe npaea coxpaHAKTCA
© CTavgapTuHdops, odfopMmnesdse, 2019

HacToAlWiA cTauaapT Hie MOMeT BeTe NONHOCTEKD MMM YacTHYHO BOCTIDOMIBEIEH, TWPaKKpoBaH ¥ pac-
NpOCTRAHEH B KEYECTEE OfuUManeEHonD WagaHra Gel paspewesiA PeaepansHono areHTCTEa N TEXHUYeCHD-
MY DEMYIMPOBAHKID M METPONCTHA
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BeegeHue

MexgyHapogHei ctangapt MCO 154891 sanaeTcA YacTeo ceprd crangaproe MCO 15489 «Mudop-
MaLMA W O0KYMEHTAUMA. ¥NDABRNEHHE O0KYMEHTAMMD .

MesxoyHapogued cTasgapt MICO 15489-1 conepsnT NOHATHA W NPHHLANE COZ0aHKA, BECOE B CHCTEMY
M YyNpaBneHdA gokyMedTamy. JadHell cTadgapT ARMAETCA OCHOBOMONAaramwMM M COgepXMT OankHeAwmMe
PYHOBOOCTED M MHCTOYELMIA B OTHOWEHMK OCHOBHEIX KOHLENUMA, TEXHUYECKAX NEUEMOB W NDAKTHYECKHME M-
TOOOBE COANAHKWA, BEGNA B CHCTEMY W VTIRABNEHHA J0KYMEHTAMM,

O AOKYMEHTAX W YNPARNEHHK OOKYMEHTAMM

OokyMEHTE ABMAITCA OOHOBPEMEHHD CEMOETENECTRAMY OSNoB0R NEATENEHOCTH M HHPOPMALMOHHE-
Ml akTieami. O Y OTAWYAKTCA OT APYTMY MHDODMALKOMHEY DECYDPCOE Ha OCHOBAHWUA X A0KAIATENEHOM
pONK NPH COBEPLUSHMH DEN0BEN ONEPALMA W MY ONOPE! HA MeTagaHHse. MeTangaH e SoKYMEHTOR MCMHoMk-
AYVIOTCA ONA ONPegensHia i COXpaHEHMA KOHTEKCTA, A TAKHME NPYMEHEHHA COOTEETCTRYIIWMX NpaBWn no
YNPABNEHWI0 QOKyMSHTAMA.

Ynpaanedue GoKYMEHTIMK BRMIO4aeT B cefa cnegyowee:

a) COINAHKE DOKYMEHTOR W WX BEOD B CHCTEMY C UENBD JOKA3aTENBECTEE BEOEHWA JEN0BLX ONepalni;

b} npuHATHE HAONEMALLAK MED N0 JAWWTE WX AYTEHTUYHOCTH, QOCTORERHOCTH, UENOCTHOCTH M NpMrog-
HOCTH ONA MCNONEI0BAHWA B YCNOBUAX NAMEHAKNUEACA BO BPEMEHK DENoBoR cpenrl 1 TpeGosaHui K ynpas-
NEHWID OOKYMEHTIMM.

MprmedaHue — oJancsan GEATENEHOCTEY B MEKOYHAPOOHOM cTaHgapTe MCOD 15489-1 masar TankoBaTeCq
B LWHPOKDM CMBICNE W DAHSYETE TE BUOE GEATENEHOCTHA, KOTOPRE NOAOSDHMEENT QOCTHHEHWME CTOALLMY Nepas opraHi-
AEUMER Lensn. DyHELME, BASLI OSATEABHOCTH, ONapauun M paboqwe NPpoUstts REMNAKRTER Cheduthrackimi opramu
#0BEN0B0A JEATENLHOCTME M ONpaQanaHsl B paigens 3.

Boe yawe poEyMaHTe COananTeA M XPaHATCA B 4Udpoaod cpege, dTo OTHDLIBAST PR HOBLIX BOIMOH-
HOCTEM ONA WCNonNsInaaHHMA JokymedToR. Lkdposan cpega Taoke obecneydeaeT Sonsyio ribkocTs B OTHO-
LWEHWY BHESDEHUA CREOCTRE YTIDABNEHUA JOKYMEHTAMM BHYTDM M MEMDY CUCTEMAMM, KOTODIE OCY LSBT TRINAKT
YNpagnaqse DoKyMeHTaMIA.

Mamesaiolnecs Moaend Beaesds Nenopol JeATENLHOCTH DACiUMDAKT KDYT OTRETCTEEHHMOCTH B OTHOD-
LUEHMH OOKYMEHTOR, NPEoAONeEaR THEgUUMOHHSEIE MPaHH UL ODFaHHIALME 1 I0pUcaMiLEi. 3To TpebyeT oT cne-
UuandcToe B oBnacTi yNpasnesda JoxyMeHTaMy NoHMMAHKA W YO0BNeTEODeHHA PaanMHHbIX noTpebHocTeH
BHYTDEHHMY W BHELWHWY JAKHTEDECORAHHLIX CTODOH, YTO MOMET BEMOYATE B CEGA NOBEILLSHHEIE ODHHOAHWA B
OTHOWEHMM NPOADAYHOCTH NPUHATHA DEWEHWA OT KOMMEPYECKHMX OPraHMIaLMA 1 rocyOapcTBeHMslY CTPYETYR,
CO CTOROHE! OBLUECTBEHHOCTH, KIMUEHTOR, NONLAOBATENEN YCNYT, A0KYMEHTHEIX CyOBEKTOR NOEYMEHTHOM B3
HMBOOSRCTEHMA W ODYIX MY, IAUHTEP2CORAHHEY B COANAMMK, BEOOE B CHCTEMY M YTIDABNEHUK SOKYMEHTIMH.

MpumedaHwe — B capuy meswayHapogssx craspaproe MCD 15488 dopmynvpoexa «coanasne, B0 B on-
CTEMY W YNPEEnEHwEs MENoNbayeToR AnA oBofuedHrA npouscca ynpasnasma AokymMeHTamy B usnon. Jassan dopmyni-
poExE BENNHEET & GabA NpoUecs NOMY4EHNE JOKYMEHTS W MHOMHE ARy THE NPOUSCERl YNPARNEHMA SOKYMEHTEMHN, ONHCEH-
Heig g MC0 154858-1.

C y4ETOM BhllUeHankeHHelx dasTopoe B MCO 15489-1 NpMaHasTCA BaMHOCTE!

a) pony QOEYMEHTOR KaKk BAMHERALEND HHCTDYMEHTA AN0BOR JeATENBHOCTH W hopMUpoBarka Hdiop-
MAELMOHHBIX AKTHBOR;

b} pacWHPEHKA BOAMOMHMOCTEN WCNONBI0BAHKWA JoKyMeHTos B uudposoi cpede;

C) CHCTEM W NPaBWN Co30aHWA, BRO4A B CHCTEMY WM YNPABMEHHA JOKYMEHTAMM, BeIXOQALMY 33 DamMEM
TEAQHMUMOHHSIY OpraHH3IaALMOHHEY MPaHUL HANPHMED, B COBMBCTHOR M MHOMOYpOoRHEROHR paboqdel cpege;

d} coRACTE YNPARNEHWA JOKYMEHTAMK, KOTODEME MOMYT DbiTe HEIABMCHME! OT ADYTWX KOMNOHEHTOR O0-
KYMEHTHELX CHCTEM,

&) NegrodMYeckors adankaa Aenosol DeaTeNsEHOCT M KOHTEKCTa ANR ONPEdensHdA, Kake JoKyMeH Tl
AomsHsl BbiTe cO30aHE, BRENEHE B CHCTEMY M KaK CNeOyeT WMWK yNPAENATE B ANkLHERLENM;

f} yNpaeneHna pruckamK NpKW paspaboTke CTPaTErMA YNPAENEHNA JOKYMEHTAMW M HCNONLICEAHKK Nog-
¥O0a K yNpaBneHdio GoKyMEHTaMW, KOTOPBIA NO CyTH NPEACTABNAET COB0R CTRATEMMKD YNPABNEHKA DHCKAMA.

MockonbKy NoNOHeHUA ¥ NpAHgEns MCO 15489-1 NnprameHAKTcs B pasniqHbix QENoBbIX W TEXHONO K=
YECKWE cpegax, Tpedyi oA pasHee NoOxXogkl K BHEJDEHWKD CPEACTE YNPAENEHWA JOKYMEHTAMK, NPOUECCDE
cHcTem. B MCO 15489-1 We npegcraenedel nogpobHele DEKOMEHOALMK NO BHEJPEHKI0 CPEACTE YNPaBRNEHHA

I
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ANA KOHKPETHRD YCNOBWA, B KOTODED NPOMCXO0AT CO30aHME, BEOO B CHMCTEMY M yNDaABNEHWE AOKYMEBHTaMIA
B HCO 15489-1 onpeldgneHl KNKYeRLIE NOHATHA M YCTAHOBNEHSE! NPWHUANE BLICWWEND YDOBHSA, H3 OCHOBE K-
TOPBIX MOMYT BT pazpaboTadbl NPOUECCH, CORACTEA W CUCTEMBl YNPABNEHMA QOKyMEHTaMKU B Mool cpene.

NpenmywecTea

COCHOBAHHER Ha NonoweHrax MCO 15489-1 noaxoasl K Coagaqqio, BECOY B CUCTEMY i YNPARMNEHWID 00-
KyneHTaMi oGecnaqneanT JOcTyN K oMUMankHsM CBMOETENLCTEAM QRNOBOA OEATENEHOCTH ONA TaX, KTo @
HIX HYHMOAETCH, 1 00 TEX Nop, Noka aTo Tpebyetca.

310 CnocohCTeYeT!

a) NOBBILLEHHI NPOIDAYHOCTIA M NOA0TYETHOCTI,

bl fopMUpoBEaHMD 3D0EKTHEHON NONWTHEN;

C) COrMacoBaHHoMy NDUHATHID PelUeHHE,

d} yNpaEneH o PUCKaMIK B JEN0B0OR Cpene,

&) checnedyeHin HeNpepeRIBHOCTA OSNoBDi QeATENLHOCTH B CNyYae KaTacTpod (YpeasnidaiHeIX CHTY-
alMi);

f) sawxTe npag v oBA3AHHOCTER CRradMIaUni @ YacTHLIX MLy,

g} 33WMTE W NOOoepHMEe B CynedHer pasdnpaTenscTeay;

h) coBnoae U NONCHEHMA 3JAK0HO0ATENEHEX M HOPMAaTHBHO-NPAR0RRY AKTOR;

i} pacClIMpEHHI0 BOIMOMHOCTEN OEMOHCTEMPORATE KOPNODATHEHY CTEETCTEEHHOCTE, BEMIOYAR O0CTH-
HMEHHE Uened B 0BNacTy YCTOWYHBOMD DAIBKTHA,

i) COKPAWEHMIO MAOBPMEK 33 CHET NOBLILLEHKS MPPEKTHEHOCTH BEARHWA JENOBLIX ONSRaLHi;

K} aawmre MHTennekTyansH ol coBCTREHHOCTI,

|} HAY4HO-MCCNE8qoBaTENECHOA OEATENEHOCTH, OCHOBaHHOA Ha aKkTHYECEWX JaHHBIK,

m) ODMUPOEAHKKD QENOBOH, NEPCOHAMNEHOR M KyNETYDHOR cneuudmm,

N} 3aWxTe KOPNoOgaTHERORA, NEPCoHANLHTHE KW KONMNEKTHBHON NaMATH.

MonuTHka, pacnpedensHHan oTBeETCTESHHOCTE W NPoUenyPEl COA0AHKWA, BROOA B CHCTEMY 1 yNpaaneH A
OOEYMEHTAMM MOAOEPHHEIIOT NPOMPaMME! YNPABMNEHHWA KOPNOPaTHEHON MHOpMaLHe.

CBAlb ¢ OPYTHMH CTAHOAPTAMK

MexayHapogusd ctangapt MCO 15489-1 paapaborad Kak aaToHOMHBIR pecypc. TeM HE MeHEEs OH AB-
NABTCA YACTRI0 MEXTYHAPOOHEX CTAHOADTOR WM TEXHMYECKHMX OTYETOB B LenomM pAOE acNekToR colgaHMa, BEO-
0a B CUCTEMY M YNDAANEHKWA JOKYMEHTIMH. OHM NEpedyucneHsl 8 pajgene « buEnuorpadian, M K HIAM MONHO
obpatTiTecA 3a Gonee noapobHOR KRDOPMaLMER NO KOHKPETHEM ACNEKTaM YNPARNSHWA OOKYRMEHT M

Ynpaenesve OOKYMEHTaMKM B COOTEETCTEMM CO BCEMIM YACTAMM CEDMM MENIYHAPOOMEX CTaHOapTOn
MCO 153489 UMeeT NEpEOCTENEHHOE IHAYEHHE ANA YCNBWHOR peannaauny CHCTEMb YNPaRNeHKWA DoKyMEH-
Tamu (C¥) — crcTemel meHedxmenTa MCO, koTopaa permameHTHpyeTCs MENOYHADOOHEIMK CTaHOAPTaMK
cepun MCO 30300, C¥ caAikBaET YNPARNEHWE OOKYMEHTAMA C YCNelWwHoN QeATENEHOCTRID OPraHMaIaliy 1
NOEOTHETHOCTEWD NYTEMM CO3NAHNA CTRYETY i, BEMOYAWLER NONUTHEY, LWENH W pYKOBOOCTEA ONA A0KYMEHTOB.

B MCO 1548581 ycranoanexe! cneayiowMe Tpebosanina:

a) onpegenaHye ponei U oTEETCTEEHHECTH,

b) CHCTEMaTHYECHME NPOUSCoBI;

C) MOHHMTOPMHE M OLEHKA;

d) NepecMoTp W COBEPLUEHCTROBAHWE.

PykoBoOMTEnAM W ODYTHM NWLAM, 3aUHTEDECOBAHHEIM BO BHEADEHWW, JIKCNNYATauMg W yIydweHnm
C¥[l pexoMeHOyeTCa WCNonk3oraTh cTadgapT MCO 15489-1 comMacTHD © MEXOYHADDOHBIMK CTaHOapTaMK
cepdn MCO 30300,
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HAULMOHANBHBIA CTAHOAPT POCCHUHMCKOW @EOQEPALMWM

CucTema cTangapToB no medopmanmn, BUENHOTEYHOMY W HIOATeNLCKOMY Oeny
HWHE:OPMALWA M JOKYMEHTALUWA. YNPABNEHWE OOKYMEHTAMMK
Yacte 1

MNoHATAA W NPUHLANLI

Syslam of standards on information, librarianship and publishing.
Information and documentafion. Records management. Parl 1. Concepts and principles

[Oara seeneduA — 2020—01—01

1 ObnacTe NnpUMMeHeHUA

HacToRwMi cTannapT onpeqenasT NOHATIAA W NDMHUMILL, Ha OCHOBE KOTOpLIX paspabaTeiBaKTCR NOgxXo-
Akl K CO30AHKG, BEOOY B CUCTEMY W YNPABNeHwio aokyMedTami. B cTangapTe onucasbl NOHATHA 1 NPAHLANE,
OTHOCALLMECA K

a) OoKyMeHTaM, MeTagaHHbIM QOKYMEHTOR M ACEYMEHTHEM CHCTEMAM)

b) nonuTWEe, pacnpedenaHAio OTRETCTREHHOCTH, MOHMTOPWHNY W ODyuaeHWe, obecnadnaamilenmy ad-
PEKTHEHOR YNPARNEHWE QOKYMEHTAMM,

C) NEPUOOMYECKOMY AHANKIY TENOB0H COen 1 Onpegenayio TpedoBaHMi K 00Ky MEHTALMM,

d) cpegcTEaM YNPARNEHWA O0OKYMEHTAMA,

&) NpoUecCam CONAHWA, BROOA B CHCTEMY W YNDARNEHKA JOKyYMEHTAMMW.

HacToRwWwMi cTaMnapT OTHOCUTCR K COANAHMID, BEOOY B CUCTEMY M YIPABMNEHMIO JOKYMEHTAMM HEIABM-
CHMO OT WX CTRYETYDR WNK hopMEl BO BCEX BHOAX DENCE0A 1 TEXHONOMMYEcKol cpainl C TEYEHHEM BReMeHA.

2 HopmaTHBHLIE CChINKK

B HACTOALLEM CTAHOADTE HOPMATHEHEIE COEUMKH OTCYTCTEYIOT.

3 TepMmuHBlI U ONpegeneHKA

B HAcToALLEM CTAHOADTE NpHMMEHEHE CNEAYIOWWE TEPMHHE C COOTRETCTEYIUMMMW ONPEOENEHAARMA:

3.1 pocTtyn (access): MNpaBo. BOAMOMHOCTE, CPEOCTEA, OGBCTEYNBAKULIWE NOWCK, MCNONL30BAHWE MW
HABMEYEHME MHDODBALIKK.

3.2 geATensHocTe (aclivity): OckoBHan zanada, BeINONHASMAR OBN0B0H CTPYETYPOH B paMeax ee
yHELME (caa. 3.11)

3.3 arenT (agent): OTaensHoe Nuuo, pabosas rpynna W OpradM3auUK“s, OTEETCTRBEHHARA 3a/MNK BOBMNE-
YE2HHAA B NPOUECCH CO3aHKRA, BECOA WHMKM YNPABNEHWA OOKYMEHTAMK.

nplﬂME"—lE HHE — Taxronore-HacEiea HHCTPYMBHTR, THEME HAK NPOPAMMHES NTDANDEEHAA, MOTYT CHRMTAaTLCHA
AraHTaMH, BCNKM OHK BEINDNHAKT ONSDELMA C OO0 MMEHTEME.

3.4 cxema KnaccHgHEauMK genoBLIX onepaudd (business classification scheme): MHcTpyseaHT ana
CRAAM OOKYVMEHTOR C KOHTEKCTOM WX COMOaHMA.

Hanauue odhuumaneHoe
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3.5 wnaccudpmraumna (classification) Chactematvyeckan MOeHTHEMEALWA WUNK YNOPAZJOYEHHE Jeno-
BOM OEATENEHOCTH WWNKM QOEYMEHTOR MO KATETCPMAM B COOTBETCTEBMM C NOMMYECKH CTRYKTYRWDOBAHHEIMK
YCNOBWAMM, METOOAMIA W NpOUERYDHBIMIA NPaBMIaMA.

3.6 xoHeepTHpoBaHKe (conversion): Mpoyecs nepesoga JOKYMEHTOR M3 0aHOro OpMarTa B Qpyron.

3.7 yHuYToMeHMe (destruction): MNpoyece YHUUTOEEHKA WA yOanaHda JokyMeHToR Gea kakoi-nubo
BOIMOHOCTH WX BOCCTAHOBMEHHA,

3.8 orGop W Nepegada Ha XpaHeHWe WNW yHruTowedue (disposition) CoORBOKYNHOCTE NpOUSCCOR,
BEMICYAIOLWMY IECNERTHAY WEHHOCTH, OTDOoD, Nepenady Ha XpaHeHue MK YHRUTOMEHWE QOEYMEHToR (oM. 3.7),
OCYLECTRMNASMBIX B COOTEBETCTEMA G NpaBMnami (cha. 3.9) Mmu OpyTHME MHCTDYMEHTaM.

3.9 npasuna orbopa » nepegavyw {disposition authority ). MHcTpymeHT, KOTopeIM ONpegenAeT OeRcTEMA
no oThopy W Nepedade (CM. 3.8) OTOSNLHBX JOKYMEHTOR Ha XDaHEHNE WA YHAYTOMEHKE.

3.10 pokazaTenscTEo (evidence): [JokymenTayma o TpaHIasUwMy (Qenoeol onepauyyu) (cm. 3.18).

MprmedaHue — [JosymMeHTANLHDE NOATEELHOEHNE COBBPLWEHMA TRAHIAKLMK [OSN0BOH ONapauW ), CO3NEH-
HOE Npd ObsMHBIY YENOEWAY BEOSHUA OERTENEHOCTY M ABNAHWSECHE USNOCTHEIM [HENOBPEMOSHHIM] M NOMHEM, 3T10T
TEQMAH NPAMEHRETCR HE TONLKD B KPUOWYSCHOM CMECNE.

3.1 doymruyma (function): MeponpuaTa, BRNONHEHKE KOTOPLIX oDECneYMBaeT JOCTHEEHWE CTpaTern-
YECKME Uenei JenoBon CTRYETYDEL.

3.12 meTaganHsie gokyMmedToR (metadata for records): CTpyKTYPHUPORAHHAR MW NONYCTRYKTYPHPO-
BaHHAA KHDODMAUMA, KOTOPAA NOIBGNAET COINABATE, YNDEENATE W WCNONE3I0BATE JOKYMEHTEH B PAHOE Bpe-
MA M B pAINWYHBX CBNACTAX QEATENLHOCTH.

3.13 murpaywna (migration): MNpouscc NepeMelleH e A0KYMERTOR M3 GOHOR ANNAPATHOM MK NROrpames-
HOW KoOHDHMYDAUWK B OpyryIo 583 waMeHeHWA opMaTa.

3.14 porkyMenTkl (records): JokymMedTHpoadHan HRopMaUWA, Co30aHHan, NoMyYeEHHaR W CoOXpaHse-
MaA OpradMaagued MNK YacTHel NALOM B KA4eCTEe gokazatenscTea (cm. 3.10) 1 akTuea gna nodreepsge-
HHA NpAB0BLE OOA3IATENECTE WM DENOB0H TpaHaaKyue (oM. 3.18).

315 ynpaenanWe qoxymeHTamu (records management): OEnacTe ynpasnexa, ofecnedreailan ad-
PEKTHEHOE W CUCTEMATHYBCKDE CO30aHWeE, NONyYeHWEe, COXPaHEHE, MCNONLI0BaAHWE, NEPERAYY HA XDAHBHHE
WK YHIHTOHEHWE JOKYMEHTOR (M. 3.8), BHNOHaA NpoLBcckl BEOGA B CHCTEMY M COXDaHeHnA A0KaiatenscTe
(ca. 3100 W RDopMaULKK 0 ABNOBCKH OSATENEHOCTH M TRaH3aKUWK (oGMene nHdgopmagred) (ca. 3.18) 8 Buoe
AOKYMEHTOR.

3.16 poKYMaHTHaA cHcTeMa (records system): MudopwadwoHHan cricTesa, obecnedraanilan ynpas-
NEHWE DOKYMEHTEMKA W O0CTYI K A (ca. 3.1) B Te4eHWE ONPENaneHHON BeMeH.

MpumeyaHwe — [JoCyMEHTHIR CHOCTEME MOMET COCTORTE M2 TEXHNHECKME SNEMEHTOE, TAKMX HEE NROTPEMMHOE
obacnauasMa. ROTopoe ModET GRTe CREUMAaNLHO pazpaboTado gne YNPEENEHMA OOEYMEHTAMK MDD ONA Karod-nnbo
APyl KHOMMBEHECKDR LAMW, 3 TAKEE HETECHWHECKMY 3NBMaHTOR, BKNNHER NONWTHEY, NPOWSSYDE, NHGEA 1 GPYTHX SraH-
TOB, 8 THKHE pAcNpeasneHme obRIaHHoCTER.

317 cxemMa MeTagaHHblx (schema): [Torv4eckii nNad, NoKaIbiBaNUILHA OTHOWEHWA MEXDY ANeMEHTa-
M METAO0AHHEIX, KaK NDEaEMNo, NOCPeqCcTRoM YCTAHOBMNEHMA MPARKN MCNON:EI0BAHMA M YIPABNEHWA META0aH-
HilMM, OCOSBHHD KEACAWLMECA CAMAHTHMEN, CUHTAKCUCa W CTENEHH O083aTENBEHOCTM JaHHEIX,

3.18 Tpax3akuMA (transaction). HavMeHeWaa eqMHWLa paBodens npouecca (oM. 3.19) obMmeda nHdop-
MALMERA WM ORYTHMKH PECYPCAMH MENTy ABYMA | GoNee YYaCTHUKAMKA MM CUCTEMAMK,

3.19 paboyni npouecc (work process) OQHO WNKW HECKONBKD NOCNenoBaTeNbHBIX QEACTEHA, HE0Gx0-
OMMBIX ONA COANAHKA PEAYNETATA, COOTEETCTEYHILEND NPaBKNamM yNpasneHua.

4 MpUHUMNbI yNpaBneHWA OOKYMEHTaMu

YNpasneHkue GoKYMEHTAMA OCHOBAHD Ha CNegyrL Wy NEAHLWNEK:

a) coanamMKe, BE0M B CHCTEMY W YNPABNEHWE JOKYMEHTAaMW ABNAKTCA HEOTLEMNEMOR YACTHE BENEHHA
AeNoBakX onepayri (cm. 5.1},

b} poRyMEHTE, HEIABWCKMO OT QOPMBl WNH CTPYETYDE, ABRNAKTCR NOOMWHHBIMN OOKA3aTENLCTEARMM
OSATERABHOCTA B TOM CNyY4ae, KOMGa OMWM COOTRETCTEYIOT XapakTepucTHKaM Yy TEHTHYHOCTH, A0CTOREPHOCTH,
LENoCTHOCTH W NDMMOOHOCTIA ONA MCNonsaoaaH|a (oM. 5.2.2);

C) DOKYMEHTEI COCTORT M3 KOHTEHTA W METAOAHHLIX, KOTOPBIE ONKMCEIBAINT KOHTEKCT, KOHTEHT M CTRYETYDY
OCKYMEHTOR, 3 TAICKE YNPABMEHKE AMK B TEYEHWE BpEMeHi {cMm. 5.2.3),

2
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d) pELWEHKWA, KACAMLUKWECR COINAHKA, BEOOA B CHCTEMY W YNPaBNEHHA OOKYMEHTAMK, OCHOBaHE Ha aHa-
NA3IE W OUEHKE DUCKOR QENoBoH JeATeNsHOCTH B J8N0B0M, NPAB0B0M, HOPMATHEHOM M COUMaNEHOM KOHTEH-
cTe (CM. pazgen 7Y,

2) CHCTEME! YTEARNEHWA JCKYMEHTAMK, HEZABMCHMO OT CTEMNEHK HX ABTOMATHIAUWMK, NO3BONAICT NpHMME-
HATE CpedoTha yIPUBENeHHR JoKyMeHTEMA @ ocyWesTRNATE Mpulscosl CosdaHda, BBuda B CHCTeMY W yNpab-
neHdA WM (oM. 5.3). OHi 3a8McAT OT ONpegeneHHoR NONUTHEK, pacnpegeneHHA oBa3aHHoCTER, MOHMTODKH=
ra, OUeHEH 1M 0GYYEeHMA B UENAX BuINONHEHHA YCTAKOBRNEHHLIX TReDoBaHWA K JOEYMEHTAUWA (CM. painen 6).

Bones NogpoGHD NEpeYMcNetHBE NPHHLMNE PACCMaTOWBAKTCR B pasqenax o CPpeqcTRax yNpaaneHda
M NPOLECCax YyNPaBNEHAA JOKYMEHTAMM.

] nnWMEHThI H JOKYMEHTHbLIE CHCTEMbI

5.1 O8wKe NnoNoXeHWA

JokyeHTel ARMNATCA OOHOBPEMEHHD CBAOSTENECTROM NEN0B0N JeATENEHOCTH M HHEODMALKOHHBIMN
akTieami. Mudopmaluei, HEIABUCHMOD OT 88 CTRYKTYRLL MNW PopMEel, MONMHO YNPABNATE KAK SOKYMEHTOM:
HHPODMALMER B BHOE DOEYMEHTA, COROEYMHOCTRIO DAHHLIX WK OpYTAX THNOE LAGPOBDH WHODMaLMK M
HHEBODMALKMER HA TPAOMUMOHHE HOCUTENAX, KOTODYK CO3NAKT, BECOAT B CHCTEMY W KOTODOR YNPABRMAKT 8
NpoUecoe Oenoeoil OeATeNsHoCTH.

YpapneHMe oKYMEHTaMA BEMOYAET B ceba cneqyswes:

a) coafaHie M BEOO QOKYMEHTOR B CUCTEMY ANA BRINONHEHWA TpeboBaHWi K 0oKalaTensCTEY Aanosoi
OEATENLHOCTH,

bl NpUHATHE HAANEMALLME MED ONA 33WHTE WX aYyTEHTHUYHOCTH, AOCTOREPHOCTH, LENOCTHOCTIA M NpH-
MOHOCTH ANA MCNONBIAOBAHWA B CBAIW G TEM, YTO OENOBOH KOHTEKCT W TpeloBaHMA K yNpaane Mo co BpemMe-
HEM MEHAIOTCH.

B ynpaenesny JOKyMEHTaAMK METAnaHHee NPeOcTABNKNT CODOR JaHHBIE, ONUCLIBAKE EOHTEKCT,
COQEepMaHKe W CTDYKTYDY OQOEYMEHTOR, 3 TAKHE YNPABRMEHWE MMH C TeYeHnam apemadd. MeTagaHHse AnnA-
IOTCA BAMHEIM KOMNOHEHTORM Mmoboro gokymedTa (oM. 5.2_3).

YnpaeneHHe QoyMEHTaMK NOLZEQMHMEAETCA DOKYMEHTHBIMH CHCTEMaMA (Cr. 5.3).

5.2 DokyMeHTRI

5.2.1 OBwwre NonoweHHA

OokyrieHTel M UK CORGKYTIHOCTH GHUECHDYIOT OTOENEREE COBRITHA MMM ONEQAUMH W COA0AI0TCA B pedyb-
TaTe pabodyx NPOUBcCoa, JeRCTRIA MK yHELMA,

OokyseHTel, HEIABWCKMO OT (POPMEE MMM CTOYKTYPEL, OOMHHL 0GNa0aTs XapaKTepucTHEAMW ayTaHTHY-
HOCTH, QOCTORSPHOCTH, WENOCTHOCTH W NPKIOAHOCTH ON8 HCNoNbIoBaHKg (cM. 5.2.2), KOTOpsIE CHMTANTCA
OOKAIATEeNECTEOM NeQNUHHOCTI AeNOoBkE COBLITHR HNK ONepauMit H NONHOCTED OTEEHAT YETAHOBMEHHLIM
TpeBoEaHHAM Ne BEgEHHD A8N0BLIX ONepaL WA

5.2.2 CrodcTEA OOKYMEHTOR

5.2.2.1 AYTEBHTHYHOCTE

OoysieHT ARNASTCA Ay TEHTHYHEBIM, SCNH OH)

a) COOTRATCTRYET YCTAHORMSHHLIM NPABANANM,

b) Bein CO30AH MMM OTNDABNEH YIONHOMOYEHHLIM MHL0M,

C) BBIN COAAAH UMK OTNPARNEH B TO BPEMA, KOTODOE YEAIAHD B ADKYMEHTE.

Mpasuna eegedvA JeN0BkX ONEpaLMit, NPOYeCCEl, NOMUTHEE W NPOUSOYDEl, KOTODBIE KOHTPOMMEYIOT
Co30alue, BEOD B CHCTEMY W YNpaanedve JoKyMeHTaMi (M. 6.2), Jom#Hbl BhiTe BHEADeHE H JOKYMEHTANLHO
JafMKCHpOBaHbl ANA ofecneYeriA ayTeHTUHHOCTA JOKYMEHTOE. YYACTHWMKM NPOYECcca COX0AHMA 0KYMEHTa
QONHHE GbiTe aETOPUI0BAHE M HOEHTHPUUKPOBaHE (M. 6.3},

5.2.2.2 NocToBEDHOCTE

NocTosapHeM ABNABTCA OKYMEHT!

a) COOSPMaAHME KOTOPOrD MOMHO CHMTATE NOMHEM W TOYHEK NPEACTARNSHKUEM NOOTEE D OASMEL ONE=
paLMi, JBATENEHOCTH MNM dasTos;

b} koTOpOolY MOMHD QOBEDATE B NOCME0YOWME ONEPALMAX UMY B NOCNElyI0LER [eATENEHOCTH.

OokysieHTsl A0MEHE BulTe COI0aHE BO BREMA WNK Cpady nocne coBeiTWA, K HOTOPOMY OHK OTHOCATCA,
MNALAKMK, JOCTORSPHO IHAL MMM QAKTEL, WY CHCTEMAMK, 00BIMHO MCNONLIYE MBI MDA NPOBEAESHIAN JAHHDR
QDAL M.
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5223 UenocTHOCTE

LlenocTHeIM ABNAETCA ZOKYMEHT, KOTOPEA XaADAKTEPHMIYETCA NONHOTON M HEMAMEHHOCTTEIO.

OoeymedT gomseed ObiTh 3AWWWLEH 0T HECAHKUWOHKPOBAHHOTD HaMeHeHWA. [onuTMka | npouegypsl
YNpARMEHHE JOKYMEHTAMM A0MEHEl YEAIHBATE, KAKME GONOMNHEHKA KITH MIMEHEHKA MOTYT BbiTh NEMMEHEHE! K
OOKYMEHTY MOCMNE 8M0 CO30aHWA, NDH K3k 0GCTOATENLCTEAR TakMe JONONHEHNA WMTH M3MEHEHWA MOMYT GeTh
paIpelLeHsl M KTO YNONHOMOYEH coenates aTo (cM. 6.2). JonkHa GeiTe obacnedyeia BOIMOKHOCTE BEABNEHHA
W OTCNEMUBAHWA NOTEX CAHKLUMOHMDOBAHHEX HIMeHeHMH, JoBaane K MNKn YIaneHud B GOKYMEHTE.

5.2.2.4 MNpurogMocTe ANA MCROMNsI0RAHMA

MprrogHsie GNA KCRONLI0BAHKMA ABNAETCA JOKYMEHT, KOTOPLIA MOMET DbITE HAROEH, MIANEYEH, BOCNPO-
WIBEOEH M MHTEPNPETVRCEEH B TEMEHKE BPEMEHK, YCTAHOBMEHHOND JaMHTEPECOBaHHEIMK CTOROHAMHK,

DokyMeHT, npUroaHsiR Ang UCRoNeE30BaHKA, Donded GeTeE CBA3IaH C OenoBol GEATENLHOC TR WK one-
pAyKER, B pEIYNLTATE KOTOPOH oM BN codnad. Heobxogumo Noodep*neate CERIW MeXay DOKYMEHTaMH,
KOTODGIE PUECHDYIOT COOTEETCTRYKIWYKD QEnoByio onepauHio.

MeTagaHHee JogyMEHTOE OONKHEl 0BECNEYHEATE MY NPUIMOAOHCCTE ONA WCNONBE30BAHWA NMYyTEM Npago-
CTABNEHAA MHIOPMALME, KOTOpaA MoxeT NoTpeloaaTsca ONA WX MABNEYEHNA 1 NoOWCKa, HANpPUMED HOEHTK-
HMEATOPOR, OPMATA MNW HHIODMALWK O XpaqeHdl (cs. 5.2.3).

5.2.3 MeTagaHHbla AOKYMEHTOR

MeragasHme QOKYMEHTOB OOMeHEl oTobpamaTk:

a) genoByio cpaay;

b} BIAMMOZABKCHMOCTE M CEAZH MENIY JOKYMEHTAMMA M JOKYMEHTHEIMK CHCTEMAMM,

C) CREA8HWA, OTHOCALWMWECA K NDABIESMY W COLMANbHOMY KOHTERCTY,

d} B3aUMOCEAIM C AreHTAMH, KOTOPLIE COA0AT QOKYMEHTEL, YNDARNAKT DOKYMEHTAMA W HCNONEIYIOT KX

MeTaganHee BEOAA AOKYMEHTOR B CHCTEMY YCTAHABNKMBATCA WNKM NPHMCEAWBAKNTCR MM COINAHKMH 00-
KYMEHTA WNK BECOE B0 8 CUCTEMY W HE WAMEHARTCA.

MeTagaHHeie NPOUECCOB YNPEENEHHA JOKYMEHTOM COQEDMAT CREOEHWA O JBACTEHWAX B OTHOWEHWA O0-
KyMEHTA W Apyrix CobbITHRX B NEpWO Bro CYLUECTEROBRAHWA, BHNHHAA 3a0eAcTECEAHHE: areHTos. Metanan-
Hulg O OBACTEMAX B OTHOWEHHWW OOKYMEHTa NPOOon#anT HEKanNHEATLCR HA NPOTAMEHWK BCETD BREMEHH,
noea obecnEYHBAETCA YNPABRNEHWE OOKYMEHTOM W B0 MCNONbA0RAHKE.

Mockonesy METASAHHLIE HAKANNMBAKTCR C TEHEHHEM BEPEMEHM, NOMUMO NPOHETD, OHKM GOKYMEHTHRDYIOT
WCTOPHID OOKYMEHTA.

MeTagasHBMKE JOKYMENTa CNeOYeT YIDABRTATE, KAK ¥ CAMKM GOKYMEHTOM, NOCKONBKY OHA JOMEHEl GHTE
JALMIEHE OT YTPETE KN HECAHEUMOHMDOBAHHOID YIANEHMA W coXpaHeHs NHE0 yHrdTomeHs (cw. 9.9) e
COOTBETCTEMM C TPeGOoRAHKAMK, ONPedenEHHbIMK Ha OCHOBE aHAMNW3E OEenNoBLiX NpoUeccon (csd. paagen 7).
DocTyn K METa0aHHEM CNEQYET KOHTRONMPOBATE NOCPEACTEOM DACNpelEneHHA Npas A0CTYNA W BhiNONHEHMA
COOTBETCTEVIOWME npasun (oM. 8.4).

YNpaBneHKue KOHTEHTOM ACKYMEHTA W CER3IAHHLIMKA C HAM METANAHHBIMK MOMET OCYLUECTENATHCA B Of-
HOH M HECHOMBKWX CUCTEMaX NME0 B 0JHOM MECTE M CHCTEME. JIOTHYECKWE BIAMMOCERIN WK CBAIM KOHTEH-
18 JUEYMEHTS W MeTadaHHBX cledyeT coadaBaTs @ NuidepMiBaTh C MeNoNbsuB Hlehd 2 BTUMaTHYRCHAR WM
pyYHBL NPOUECCOR.

MeTaganiee AOKYMEHTOR QOMKHE COCTOATE M2 MHEODMAL KK, OTPaEAKCWER CNegyowee:

a) CNWCaHWe KOHTEHTa AOKYMEHTA,

b) cTpyKTYDpY AoKyMEHTa (Hanpumep, dopmy, DOPMAET M CEBRIM MEK Oy KOMNOHEHTAMK O0KYMEHRTA),

C) genceyd cpeny. B KOTOpOoN AoKYMeHT GhiN cO30aH MNY NoMyYeH W UCNoNs30aaM;

d} BIAHMOCERZN © ADYTAMIA JOKYMEHTAMK W GPYTHMH METADAHHBIMA,

2} MAeHTHMEATOPE! M MHYKD MHDOpMaLng, HeobxoquMyo ANG KIBNEYSHWA W NPeOCTARNEHNA Q0KYMEH-
Ta, TaKYK k3K opMar uni nHhopMagyn o KpaHeHneg,

fl agAcTEHA W COBRITHA, CEAIAHHEIE C DOKYMEHTOM Ha NPOTAMEHWA BCETO 8M0 CYLWECTROBaAHHA (BRMICYARA
AAaTY W BPEMA QEACTEMH, MAMEHEHNA METAJAHHEIX M ATEHTOR, CCYLWECTENRIOWMY JAHHEIE GEACTEMA).

OOoRyMEHTE, HE HMEIOWWE TakHx METAJAHHEX, He oGnagainT XapakTepHCTHEIMH NONHOUSHHBIX OORY-
MeHToR (cM. 5.2.2).

OononHuTensHse MeTadaHHsE MoryT noTpefoBaTscA B 33BMCHMOCTH OT HOPMATHEHO-NPABOBMX Tpe-
BoOBRAHKMA W OTPACNERLIY CTAKOADTOR, 3 TAKNME KOHEDETHRIX TpeboBaHWA OenN0oB0R JeATENEMOCTH, CnpeaensH-
HiblX BO BDEMA aHANWIA QENOBLIX NPOUECCoR (M. paszgen 7).

MeranaHHsIe JOKYMEHTOR JON#MHE! GbITe ONHCaHE W 330WECMDOBAHE B CXEMAY MEeTadaHHLIX (ca. §.2).
PaapaboTky CHeM METAJAHHEE CNedyeT NPoBOOMTE HA OCHOBAHKMK Pe3aynETATOR AHANKWIA JenoBkLX NEpoyec-
COB, K KOTOPBIM OHM OTHOCATCA (Ca. pasgen 7).
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5.3 DokyMeHTHEE CHCTEMISI

5.3.1 OBwre nonoweHKA

JOokyseHTHEIE CHCTEME! QOMTEHEL

a) NPMMEHATE CPEACTEA YNPABNeHHA JoKYMEHTaMK (Cw. paanen &),

b} noogepKHBaTE NPOUBCCH COAOaHWA, BROAA B CHCTEMY W yTIDAENEHHA OOKYMEHTaMH (CM. painean 9);

C) NOQOSPHMBATE COAOAHWE M COXPAHEHWE NOMMHECKKE CEBAIEN MEMOY KOMTEHTOM ¥ MEeTagaHHbIMA 0o
KyneHTa (oM. 5.2.3).

Mpu paapalfoTke W BHEADEHWH QOKYMEHTHBIX CHCTEM CNEOYeT YHHTHEATE OeNo8oi KOHTEKCT (M. 7.3) 1
TpeboRaHHA, NpegEAENSEMEE K gokyMedTan (cu. 7.4). JokyMEHTHEE CHCTeMbl J0MEHbl OTEEYaTs Tpebosa-
HIAAR!

a) COOTRETCTEWA XapaKTepHMCTHEAM QOEYMEHTHBIX CUCTEM, NEpeYucneHHbIX B 5.3.2;

b) COBMECTAMOCTA ANA NOAOSPHEY EI3WMOSERCTENA C ODYIMMA CHCTEMaMIA ¥ rMbKoro Nogsada K wWe-
NOME30BAHKKD CREOCTE YNPARNEHKWA JOKyMEHTaMK,

C} NPOCTOTEl M ONEQATHEHOCTH MCNONBICEAHUA OCKYMEHTOS,

d) MTOBHOCTH K TEXHOMOTHYECKWM WK OPraHiIauWoHHLIM MIMEHEHHAM, TAKKWM K3k MOOEpHWIALWA CH-
CTEME MM A0MHUHWCTRATHBHAR DECTDYKTYDWIALMA,

2) MTORHOCTH K BOEMEHHOMY NPEKpALUEHND JEeNoB0R JEATENLHOCTH ¥ 0DECNESEHND HENDEPEIBHOCTI
paboTel B CNY4AE HEDWWOaHHEIX CcOoeR.

DokysseHTHEIE CHCTEMB MOMYT BEITE pa3paboTadsl CNeUMansHo ANA YNPaENeHHA JOKYMEHTAMEA MITH MO-
ryT BeiTh CHCTEMAMK, NPEOHAZHAYEHHEIMK GNA OPYTHE Jen0BLx NpoUeccos, aJanTHpoBaHHe TakkuM obpa-
30M, 4To0E OHW TaKKE NOOOSEHHBANK COJ0aHHe, BECO B CHCTEMY W YNPARNEHHE JOKyMEHTaMM.

MoNHoUEHHOCTE ACKYMEHTOR oDBCNEYMBIETCA 33 CYET YNPABRNEHWMA WMKA B OOKYMEHTHLIX CHCTEMAX,
KOTOPBIE COOTBETCTEYHIT CNegyiolivs XapakTepHCTHEAM. HageHHOCTE, Ga3onacHocTe, COOTERTCTEME, KOM-
NNSKCHOCTE W CHCTEMHOCTE (M. 5.3.2).

5.3.2 XapakTepuCcTHEMN OOKYMEHTHEIX CHCTEM

5.3.2.1 HagewHolTh

JokyMeHTHBIE CHCTEMBl A0NHHLl BEITE NPUIOOHL ANS HENPEPEIBHOA W PEryNApHol paboTe B COOTBET=
CTEMH C YTESDMOEHHOR NONUTAKOR W NpoUedypamy. JOoEyMEHTHEE CHCTEMb! DOHHL.

a) pEryNAPHD BENDYaTE BOE JOKYMEHTL B DAMEAX OXBATLIBAEMON JEN0BOR JE8ATENLHOCTA B COOTBaT-
CTEHM C yCTAHOBMEHHLIR NODALKOM,

b) perynApHS BLICTYNATE B KAYESCTEE OCHOBHOMD WMCTOMHMES NOCTORSDHOR WHOOPMAUWK O O8RCTRMAX,
2AMUKCHPOBaHHEIXN B DOKYMEHTANX,

c) obecneqreats yHacTHe YNoNHOMOHEHHbBIX areHToR,

d) NpenocTaENATE OKYMEHTEE B NPUMOOHSH ANA HCnoNe3nBaHHa opue;

&) NOOOEpHHEATE CBOEBREMEHHBIR OOCTYN K AOKYMEHTARM,

i} 3alMWATE GOKYMEHTE OT HECAHEYHNOHWDOBAHHOTD MCTICNBI0BAHWA, HIMEHEHNA, CORDLITHA KK YHHY-
TOWEHWA,

) XpaHUTE OOKYMEHTSE B TEHEHWE YCTAHORNEHHOTD BREMEHMH,

h) npegocTaenATe NpW HeoBxXogrMoOCTH BCe MEXaHU3MLl ANA MMNOPRTE (UMK MHOMD BEMIOYEHKA) DOKYMEH-
TOBE W METAOAHHLIX DOKYMEHTOR B CHCTEMY MMM WX JKCNODTA U3 OOHOR CHCTEMBl B OpYTYED, 4 TIINNE

i) oBecnedrBaTte N8ACTRHMA N0 YOANSHHID JOKYMEHTOR.

MokaaaTeny HAOEXHOCTH GOKYMEHTHON CUCTEMEl QOMEHsEl BbiTe QOKYMERTANLHO 33dHECMpORaHE MY-
TEM COZ0AHWA W COXDAMEHWA GOKYMEHTOR 0f ONepalMoHMblx, NPoUBayPHBIX M NPpK HeoGX0aMMOCTH TEXHO=
norwyecknx npoueccax. MeTagardee npoueccos (oM. 5.2.3) TaKse 00MEHL J8MOHCTDMPOBATE HAOEesHOCTE
CHCTEME! [CHCTEM), KOTOpAA(LIe) ohacnedrBasT(0T) YNDIABNSHWE HMMIA.

5.3.2.2 BeaonacHOCTE

AnA NpegoTEpaWeE s HECAHKLMOHMPOEIHHOM GOCTYAE, MIMEHEHWA, COKDEITHA WA YHUHTOMEHWA 0=
KYMEHTOR O0MEHEl GbiTe PEANHICEIHE TAKWE MEPLI, K3K YyNPAENSHAWE JOCTYIOM, MOHWTORWHE, 3BTOPM3ALKA
areHTa W CaHKLUOHWPOBAKHOE YHHHTONMEeHWE. MHdopMauxa o cpeacTeax yNpasnesua, KoTopbie Oning npH-
MEHEHE! K GOKYMEHTY, 8 TAICKE O TOM, KOMGa OHM DbiNK NpHMeHess, GonkHa DsiTe oTOOpaXEHE B METaZAHHEIX
npoueccoB (oM. 5.2.3).

B 3aEMcHmMOCTH OT pUCKA, CERIAHHOMD C JENO80A JeATENEHOCTEN W 3adHKCMPOBAHHOND GOKYMEHTOM, NE0-
Giie yTpodsl BE30NACHOCTH, 3aTPArMEIINWWE A0KYMEHTEI, A0MEHE DBITE OTRENEHE B METAZAHHLIX NPOUSCCoR,

Ona obecnedeHa HHOODMALMOHHOR GeatnacHOCTH W HENDEPRIBHOCTA QENOEDA QEATENLHOCTH O0MHK-
Hist GisiTe NPEOYCMOTPEHE! MEDEl, BRTICHEHHEIE B J0KYMEHTHYIO CHCTEMY.
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5.3 2.3 CooTReTCTBUE

YNpaeneHke AOKYMEHTHLIMA CMCTEMAMK B OpTaHWIaUMAas JoN#HO COOTEETCTRORATE TpefosaHuanM ge-
NOBORA OEATENBEHOCTH, HODMATHRHOK Cpedsl W oblWecTBeHHBIM OXMOaHHAM (CK. T.4). COOTRETCTBME CHCTEMbI
YNpABRNEHHA QOKYMEHTaMN TaKHM TPeGoRaHKAM CNE0YET PeryNApHo NpoBepaTe (oM. 6.4). Heobxogumo xpa-
HWTE QOKYMEHTEI N0 PE3YNETATAM ITHX NPOBEROK.

5.3.2.4 KomMnnekcHocTE

OOEYMEHTHEIE CHCTEME: DOMKHE ODBECNEYMBATE YNPARNEHWE JOKYMEHTAMK B DAMKAX ABNOBRY ONepa-
LIMA, K KOTODBIM OHW OTHOCATCA (Caa. T.4)

OORYMEHTHEIE CHCTEME! OONHHE BbiTe CNOCODHE YNPAENATE JOKYMEHTAMKA, COIOAHHBIMMH C MCNONB3I0-
BAHHEM DAIMHYHBLIX TEXHONOMNANA, NPHMEHAEMEIX B JENOBOR cdeepe, K KOTODONR OHH OTHOCATCA.

5.3.2.5 CHCTEMHOLCTE

CoanaKde, BEQO B CWCTEMY W YNDARNEHWE OOKYMEHTAMA ClElyeT PErNamMeHTHpoBATE NOCPEOCTEOM
NPOEKTHPOBaHKA paboTe JOKYMEHTHEIX CHCTemM (k. 5.3) M cobnideHna YCTAHORNEHHOR NONWTHMEM KW Npo-
uegyp (oM. pasgen 6).

6 MonuTHEKa K pacnpegeneHMe OTEETCTEEHHOCTH
6.1 OBWwMe NnonoXaHWA

MonuTHEa W pacnpegenaHqe OTEETCTEEHHOCTH QON#HE NoOJe8p#HEaTe BuNonHeHWE TpeboaaH1A K cod-
OAHKHKD, BBOOY B CUCTEMY W yNPARNEHAK O0KYMEHTAMIA, 8 TAKKE K NPOEKTHRORAHKH, WCRONSI0BAHKIO M yTpas-
NEHNKD QOKYMEHTHEIMH CHCTEMAMM.

Ona ofecneyeHia COOTEETCTEMA QOKYMEHTHBIE CHCTEM YCTAHOBNEHHEM TPEOoRIHMAM K O0KYMEHTaM
(caa. 7.4) NONMTHES KM pacnpedansHyue oTRETCTREHHOCTH DONMHMHE ONPedeniTe OTEETCTBEHHOCTE M NONHOMO-
YHA ONA CAEysoLMy i

a) YHacTHHEDE NPpOUBCcca COAgaHka JoKyMEHTOR,

b} mAu, yYacTEYKWME 8 YNPEBNeHHA JOKYMEHTAMA,

C) ApYrx NONBEI0BATENEA QOKYMEHTHEX CUCTEM.

MonuTHEY CNeqyeT NoaLepHHEaTE DErmaMeHTHEYIRW UMK O0KyMeHTaMK, KOTODbIE NPeoCTARNAKT KoH-
KPETHEIE MHCTRYKLMK MO CO3AAHMIO, BEOAY B CHCTEMY K YNDABRMNEHHIO AOKYMEHTAMM.

Heobxogumoe NpoBEdeHne MOHHTODMHIE W OUEHEM QNA coBninaexHa yeTaHoane sy Tpeboaanui K go-
EYMEHTAM M ONPedengHia YYacTHOR, TRe0yIOLWMX KODDeKTUDOREN (CM. §.4).

MonuTuey, npouedypsl ¥ GYHELWOHKPOBAHWE OOKYMEHTHLIX CHCTEM chnedyeT NoddepHuBaTE 38 C4YeT
ofyweHWA nepcornana (cm. 6.59).

6.2 NonuTHEa

MonuTHEy YyNpaeneHuA AOKYMEHTAMM CNegyeT paipabaTeBEaTe, J0KYMEHTHPOBATE W BHEODATE. MonuTi-
Ka Oon#Ha GbiTe OCHOBAHA Ha OSNCBL LENnAx W NogAepEHEaTECA NPaBunamMy Wik Npousdypamy ynpaene-
HHA QOEYMEHTAMM.

PazpaboTka NoNMTHEKM QonkHa BeiTe OCHOBAHA HA NOHAMaHKK Jenosol cpedesl (oM. 7.3), a Tanke Tpe-
BORaIHKA K QOKYMEHTAM, OTHOCALMMCA K CDepe NpMMEHSHMA NONUTHEK [Caa. 7.4).

Lensn paipaboTkn M BHedpeEHdA NONWTHEY YNPaeneHia AoKyMEHTaM J0MeHS BeiTe CO30aHWe, BT B
CHCTEMY W YNpaBneHne ayTeHTHYHBIMA, J0CTOBEDHBIMK, NPUMOGHLIMA GNA WCNCNE3I0EAHWA, UENoCTHRIMKA J0-
KYyMEHTAMM, NOOOSDHHBAOLMEK BEOEHWE JenN0B0d JEATENEHOCTH 00 TEX Nop, NoOKa 3To HeoBxoqwmo.

MonuTeEa QonwHa BEMNO4YaTe B Cce0A 0GNacTe NpUMeHeHHs (HanpUMep, Ha Kakol{ke) KoHKpeTHeIRE)
acnexTibl) YNPaaneHa JOKYMEHTAMA OHa PACNPOCTRAMASTCR], NPHUMEHMMEIE CTAHAADTE M TPEDOBaHHA K ayauTy,
a TakKe Jenoeyio QeATeNEHOCTE, KOTORYK OHa OXEaThIBAST.

MonUTHEa GOMHHS YYWTEBEITE HEoDXoOHMMBIE O8ACTEWA B CNyYae NpeEpaleHia JenoBeis NpoUeccos.
B 3aBWCHMOCTH OT KOHKPETHOR CHTYALMH OHA MOMET BEMIOYATE NPEKPALIEHHAE IKCMNYATALMK OOKYMEHTHBIX
CHCTEM W pacnpegeneHye pecypcoa gqna obecnede A Mrrpagyqe (ca. 9.8) 1 oThopa QoEyMERTOR ONA Nepe-
O3YM Ha XpaHeHHe WNH YHWUTONEHWE [CM. 9.9,

MonyvTyea JoneHa oNPedenaTe, B KAk CNy4aay 3akoHe!, NOCTAHOBNEHWA, CTAHAAPRTEl, ODYTHE HOPME-
IMEHEIE W METOOMHECKNE JUKYRMEHTEl 1 NEpeiuBbe MPEETAYECERE METOOE BNASKT H NPOREcUs CosgaHid,
BEOOA B CHCTEMY MK YNPARNEHWA JOKYMaHTEMN.

MonkTHea gonxHa GeiTe yTEEDKLEHA HA COOTEETCTRYIOLEM YDOBHE NPMHATHA PELWEHWA M oNyGNKKDEa-
Ha B OpraHy3auri M NpM HeoDxoguMocTi BHE cpradvIadky. Heobxogume pacnpedeniTs OTBETCTREHHOCTE M
oGecnadnTs CobnogeHHe NonMTHEK (oM. B3],

5]
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MonWTHEY CReOyYeT perynapHo NepecMaTprueaTte ¢ Uenk0 OTpaMeHWA TEKYLIMY A8N0BkX NoTpefHo-
CTEA. B NONWTUKE O0NMHEl BbiTh YKA3aHe BOEMEHHBIE DAMEW NO &8 NepECMOTRY, a TAKKe OOMKHO GkiTe
YCTAHOBMEHO NWLO, KOTOPOR HECET OTEETCTEEHHOCTE 34 NepecmoTp. OTMEHEHHARA NONUTHEA ABNASTCA A0-
KYMEHTOM, HOTORER Q0MKeH COXPaHATECA | YNPaaNaTECH, KaK YCTAHOENEHD B OTHOWeHMK nogofnoro poga
LOKYMEHTOR.

6.3 OTEETCTEEHHOCTE

Mpasa W OTEETCTEEHHOCTE NO COAOAHMID, BROOY B CUCTEMY M YIPARMEHMID OOKYMEHTAMM OOMEHE BklTe
OnpEaeneHiel, YCTAHOBMNEHH H QOBEOeHbLl 00 CEeOEHHR PaGoTHUKOB.

Pewenda No cOA0aKWn, BBGOY B CHCTEMY M YyNPABNeHWHD OOKYMEHTAMM — 3TO OEN0BLE PeLLeHKs,
CCHOBEHHEIE HA YCTAHOBNEHHBY TREOOBAHWAX K OOKYMEHTALMWKW W OUEHKE pHCKa (CM. paigen 7). PeweHd4s
AONAHE GblTh NPUHATE COOTBETCTEYIOLMM NHUOM 11 3a0MKCHDOBEAHE B O0OKYMEHTE.

OTRETCTEEHHOCTE OOMHMHA PACNPOCTPAHATLECA HA BCEY COTPYOHMEOR, KOTOPLIE COANAINT W MCNONLIYIOT
OOEYMEHTE B DaMEax CBOEA D8RTENEHOCTH, W QONHHA BulTe OTPaMEHE B QOMKHOCTHELE MHCTRYELWMAK W OPYTHX
OOKYMEHTAX, e 370 Heobxonmumo.

Haasayesue OTRETCTEEHHED MWL JONKHO DpiTh DErMaMeHTUROBAHC PACNOPAOUTENEHEIM JOKYMEHTOM.
KoHKDETHaR CTRETCTEEHHOCTE 38 OpraMHaaun)n paboTel N0 YNPARNEHHID OOKYMEHTAMKW O0MEHa GhiTe NoOpYyYa-
HA DYHOROOWTEMIO C COOTRETCTRYIOLMMK MOMHOMOYMAMI.

OTRETCTEEHHOCTE B 0BNACTH YNPABNEHWMA DOKYMEHTAMI OONKHE BEMOYATE CNEDYHILAE NONOMEHHA!

a) CNeuManucTel B 0GnacTy yNpaanedua JOKYMEeHTaAMM NONHOCTEID WKW YaCcTHYHO OTEEYANNT 338 ACNEKTE
YNOABMEHAA OOKYMEHTAMMH, BEMHOYEA NPOSKTUDOEAHWE, BHEODEHKWE W OGCNYHHUBAHKWE OOKYMEHTHBEIXY CHCTEM
M OCYLBCTENASMBIX B OaHHLIX CHCTEMAX ON@pRaLMA, a Taoke 3a obydexWe NoNBEI0BATENEA YNpaBnaHKo no-
KYMEHTAMA W NPAMEHEHWI0 CNEPATHEHL JOKYMEHTHEIX CUCTEM B MHOWBMOYANEHON NPaKTHYeCckol QeATeNk-
HOCTH,

b) cneumanycTsl B 0BNAcTW YNpaBneaHMA O0KYMEHTAMWM WNA ADYTWE NALE, OTEETCTEEHHBIE 33 YNpARME-
HWE QOKYMEHTaMK, OTEEYEIOT 33 paspaboTry, BHEdPEHHE W NOOOEePHKY CHEM METajamHHsIX M OpYIMX CpeacTa
YNDEABMEHAA COBMECTHD C OPYTAMM COTPYOHHEAMK, TAKWMM KK CNBUMANMCTE B oBnacti MHdopMalioH Hbix
TEXHOMOMMA, PYKOBOOMTENN M IODNUCTE;

C) OTEETCTEEHHOCTE PYROBOOCTEA IAKMKHYAETCA B NOAOepMEe pajpaboTEM ¥ BHEODEeHMA NOMUTHEN
YNDEBMEHAA OOKYMEHTIMM,

d) pyEOBOOMTENK OTEEYANT 3a obecnedeqre cobmogeHUa TPEGOBAHWA K OOKYMEHTHEDEIHNID patodux
NPoUBCCoB B MOOKOHTPOMNBHBLIX WM pabodyx 0GnacTAx:

@) CHCTEMHEIE a0MUWHWUCTPATOPE HECYT OTEETCTEEHHOCTE 33 ODecneqYeHne HenpepelBHoR 1 HagewRoi
pABOTEl NOAKOHTROMNEHLIX WM OOKYMEBHTHEIX CUCTEM, 8 TAIKE 33 00ECNEYEHWE NONHOTE W AKTVANBHOCTIA O0-
KyMuHTALMA Bu BueK cHUTeMaX,

f) BC@ COTPYAMMKEK OTRETCTESHHE 33 COINAHME M COXPAHEHHE TOYHON W NONHOW QOKYMEHTALMM, OTpaMA-
OISR W DenN0BYIo JeRTENEHOCTE.

6.4 MOHWTOPHHT M OUBHEA

Dom#Hbl BsITh YCTAHOBNEHE KDATEDHM ONA MOHWTOPWHMR W OUeHEN DOKYMEHTHON NOMATHEH, CHCTEM,
Npuledyp 4 NpoleccoB.

Heobxoaumo NpoBodHTeE PEryNApHEIA MOHKTODHHI NPOUWBCCOa CO3O0aHKA, BROOA B CUCTEMY W yNpaene-
HHA OOKYMEHTAMA W OLUEHWBATE MX C NPUBNEYEHMERM W NOOOSMEESH CO CTOPOHR CREeUMandcToe B obnacti
YNpaRMEHUA AoKyYMEHTamMK, NpodeccHoHanos B oBNacTh HHDODMALWMOHHEIX TEXHONOMAH, KEWCTOR, ayquTo=
poB, BUIHBC-MEHEXEDOR M DYHOROOWTENEW BRICLUEND IREHI.

Mpoueccs NPOBEOEHHA MOHUTORKMHIE W OUEHKH JormsHsl BeiTe paspaboTadsl gnA ofecneseHds nod-
TEEEOEHMA TOTD, YT

a) JOKYMEHTHEE CUCTEME M NPOUSCCE! BESOEHE B CODTRETCTEMM C YTREDHOSHHON NONWTHKSHA W Qeno-
BhikA TRebosaHKA MK YNDABNEHNA QOKYMEHTAMA,

b} QOKYMEHTHEIE CHCTEME M NPOUBCCEH DYHKLMOHMDYIOT B COOTBETCTEMK C YCTAHOBNEHHBIMK Tpeboaa-
HHUAMM YNPABNEMHA JOKYMEHTAMM,

C) YHUTHIBAKTCA HIMEHEHWA B TpeboaaHHax K JOKYMEHTALMK,

d) Noa0epHHEAETCA NOCTOAHHOS CORSDIISHCTREOBAHWE YNPARNEHWA J0KYMEHTARMA.

B oTHOWEHWA CUCTEM M nepoUeccoR, NPpeaoCTasnAeMbs CTODOHHAMK NOCTABWWMKAMK, CNEeOyaT NpoBo-
OWThE MOHHTODMHT M OLEHEY.
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Mporpasma MOHIATOPMHTS 14 OLLEHKW A0MEHA BENOYaTE B ceba;

a) pacnpegenesue 0SAIAHHOCTER NO OCYLWECTRNEHMED QEACTEMA MOHHUTODWHIE M OLUEHEKH,

b) onpenenedWe TOTO, YTO QONMHO BTE NOOBEQWERD MOMHTODMHIY W OLEHKE;

C) YCTAHOBNEHWE METOOOB MIMEBDEHWA, MOHMTODHHIE, AHANWIE W OUEHKKW ONA oBecneyeHns Npaamik-
HilX pEaynETaToR,

d) cnpeaeneatdye CpoKoR NE0BENEHHA MOHHTORMHIE M OLEHKA,

&) OoNpeaeneHdie CPOKOE NPOBEOEHHA AHANK3A 1 OLEHEW DEIYIETATOR MOHWTODKHIE;

f) HaZHAYEHWE OTEETCTEEHHEE 33 PAIpAGOTKY COOTRATCTEYIOWME KODReKTUDOBOYHEIX OSACTRIMA,

MOHWTODWHI W OUEHES NPOYECCOB CO3OaHKA, BEOOA B CHCTEMY W YNPaRNEHHA JOKYMEHTAMA MOMYT BTk
MHTETPMpOBaHLl B YHE CYLUESCTEYVIOWIWE WHKNbI MOHWTORHHTE NMB0 BRINONHATECA HEIaRMCHMO. MoMHTODIAME M
OUEHKA MOMYT NPOBOAMTECA NONHOCTLEY UMW YACTHYHG CTOROHHHMMA ORraHnIaLManMM.

B nonuTuky yNpasneHiA QokyMEHTamM , CHCTEMaMA W NPOUBCCAMH QONHHE GbiTh BHECEHE MWIMEHEHWA
B CMy4yae NPHMaHAHUA MX HENDPUIDOHEIMM UNK HeDhe THEHEIMHK.

OoEyYMEHTE O NDOBETEHNH MOHWTORMHIA W OUEHKN O0MEHEl BbITh COA0AHE, BEEOEHE B CUCTEMY WM BONH-
Hil BRITE YNDABNREMEIMA,

6.5 KoMneTeHTHOCTE M OBYYaHHe

CoTpyaMuks, B 0DAIAHHOCTH KOTOPRIX BXOOAT COZNAHME, BEOS B CHCTEMY W YNDABNEHUE DOKYMEHTIMM,
OoMEHEl BbiTh KOMNETEHTHEIMIA B BRINOMHEHWA QaHHBEx da0ad. WX ioMNeTesTHOCTE OOMKHa PerynapHo oudi-
HHMBATECA, ¥ NDK HEODXOOMMOCTI O0MmeHEl BTk paizpafoTadel yyelHele NporpamMMel N0 COBEPLIEHCTBOBAHMK
IHAHKWIA W HABLIKOB.

Mporpassma oSydeHna QONKHE GRiTe HENDEDRBEHOR W BENOHYaTE B ceba obyderve TpeGoBaHWARM, NonK-
THER, NPAKTWKE, PONAM W 0GAIAHHOCTAM NO YNpaBENeHHo ooxyMedTamd. MNporpaMda gonkHa BeiTe agpeco-
BAHA BCEM YNEHAM PYKOBOOCTES M COTPYOHMKEAM, 3 TAKKE MoDkM O0YIHMM NMUAM, OTRETCTREHHEIM 33 Nody
HaCTE KEN0EoA J8ATENEHOCTH, CEAJAHHON ¢ CO30aHWEM, BEGOOM B CHCTEMY W YNDABNEHWEM OOKYMEHTAMN.

Ona nogaepsiE HeobXoaumMon KOMNETEHTHOCTH CNELMANMCTOR MO YNPABMEHMI0 O0KYMEHTAMK W ODYTAX
N, OTEETCTEEHHLIX 33 YNPABNEHWE JOKYMEHTAMK, CNEnyeT NPoBoOKTE olyYeHHe i Qpyroe NpodiecoHoHanE-
HOE NOBLILLIEHWE KBAMADHKALAK B OTHOLWEHAW YTIDaBNEHWA OOKYMEHTIMA.

OByyeHMe COInaHMK0, BEOOY B CUCTEMY M YNDABMEHM0 JOKYMEHTAMM N0 BOIMOMHOCTH DOMMHD DhiTk
BEMCYEHD B YHE CYLLBCTEVIOWWE YyUaBHLIE NPOrpasME.

MNporpasma oGy4eHHA DONKHE TAKES OXEATRIBATE BpEMEHHRX paboTHHEoR, NKy, paboTamw kg Ha ob-
LWECTEEHMBX HAYANAX, M NpW HeoGXOOMMOCTI COTRYOHWKOE CTOPOHHKX OPraHuaaLjMii.

PykoBOOCTED OONMHO NOLAOSDKHBSTE NDOMDAaMsy oOydeaHua,

T AHanu3 genoBbIX NpoueccoB

7.1 OGwme nonoMeHnAa

AHanWa OenoBelx NPOWECCOR — 3TO MNPOUECT OUEBHKK OENoBoR OeATensHOCTH © Uenso onpenensH1a
TOTD, KAKME OOKYRMEHTE Q0MEHEl BuiTe COX0AHE M BEEOEHE B CUCTEMY, 3 TAKHKE B LENAX YCTAHOBNEHWA CPOKCE
WX KpaHEHWA.

MprmedaHne — CopuA MexOyHapoaHwy cTaHgaproe MCO 15489 pacwiwpreT TRaaMUMOHHOS HENDNB30BIHME
TEpMHHE 2appraisale, BXNIOYEA GHANWE OSN0BOA CPagkl, O8N0EOH OSATAMLHOCTH M DUCKE, 4T NOIBONAST NRHHAMATE Da-
LUEHIKA O TOM, KAHHE ODKYMEHTE CNEOYET CO30388Th M BEINENETE B CHCTEMY, 3 TAIHE O TOM. K8 008cnequTe Hagnawawes
¥NpaAanEHHE OOKYMEHTEMM G TEHEHWEM BDEMEHH.

AHanwWa QencBLX NPOUSCCOB COYETAET MIYYEHHE QEnoBod cpensl ¢ onpeaensHuess TpeSoBadui k oo-
KAIATENLCTEY ASN0OBOR AEATENBHOCTIA, YTO OONMHO DeTe CoOBMEEHo NOCPEACTEOM AOKYMEHTHDOBAKWA. JTOT
aHanMa BxmoqasT B ceda cnegyiowes;

a) MCCNedoEaHKe XapakTepa Qenocbod eATENEHOCTH M 88 NPABOELIX, PECYPCHBIX M TEXHONOMMYECKMK
BOIMOEHOC TR

b} mcnoneaoeadme OUEHKKM pUCKA ONA ONPEOENEHUA TOMD, KaKMe OOKYMENTE SOrMHE OkTE COI0aHL
W KSE WMK CNegyeT YNEaBnAaTe 4NA YOOBNETROPEHHSA BoER NPHMEHAEMBX TReBoBaHWR, KOTORAA BENKYAET B
celbs ougHKy:

1} PMCKOE, BNWAKILLME Ha O8NoEYH DeATENEHOCTE B LENoM,
2} PUCKOB, KOTOPLIMK MOKHD YNEEBENATE NOCPEOCTROM CO3OAHWA, BECOA B CHCTEMY M YNPaBNEHHA
OOKYMEHTIMA.




rocT P MCO 15489-1—2019

AHANKI OBNOBRX NPOUBCCOR CeOyeT NPOBGOMTE COBMECTHD G BHYTDEHHMMM KW NpK HEODXOOMMOCTIA
BHELWHAMM 3AMHTEDECOBAHHBIMIA CTOPOHAMM.

PeaynsTaTel adanuia Aenofkx NPOULeccol 0MmeHsl BeTe 3adWMKCMpOBaAHBl B COOTBETCTRVIOLMXY OOKY-
MEHTAX M COOepaTh MHpopMaLmIo:

a) 0 MobsiX MCTOMHMEAX, K KOTODBIM 0SRAWANKCE NDW NPOBEOEHKK AHANKWA, BKNOYAA OOKYMEHTANL-
HEHE MCTOYHKHEN W MHTEDBRIO C 33WHTEDECOBAHHEIMK CTODOHAMM,

b} o peaynsTaTax OUSHKM PUCKa;

C) O PELWEHHAX NO DEYNETATAM AHANKIA QENOBLIX NPOUBCCOR.

MNpK HEOBXOZUMOCTH PELWSHHA NO aHANWYY Den0skix NDOUECCOB O0HHE BhiTh YTESIHOEHLI DYEOBCOGCTEOM.

PeaynsTaTel aHankia Qenoasbix NDOUECCos MoryT GeiTe MCNONBI0EAME ONA LENOT0 pAGE Uenel, BEnoYan
NPOEKTHPOBAHWE W BHEADEHWE OOKYMEHTHEN CUCTEM (M. 5.3), paapabGoThy NoONWTHKK W NpOUEdYR (cM. paa-
gen 6), onpegengHiie TREGOBaHKA K METAOaHHBIM (cd. 5.2.3) WiknK pazpaboTey COe0CcTE yNpasneHHa qoKy-
MEHTAMM, TAKMX K3k NPAEWNa, ONpeqenainwwe NopRook oToopa 1M NEpedady GOKYMEHTOR Ha NOCNeqyoLLee
NOAHEHWE WK YHUYTOMEHWE (CM. 8.5), WnK npaenna oocTyna (oM. §.4).

AHANKI NENOBRE NPOUSCCOB CNedyeT OCYLWeCTENATE N MEDS MIMEHEHWA YCMOBMA OBNOBONA AKTHAHO-
CTH W (DaKTOPOR pPUMCKA.

7.2 Dbnem paboT No aHaNMIY QeNoBLIX NPpOUScCCon

DfbbenM paboT No aHankay AenoBsy NPOUeccos gonsed BeiTs ONpeaenss, HCXO0A W3 NpWYHH 8ro Npo-
geneHA. MNprevHEl NDOBE0EHNA AaHANMIA QeNoBkLx NPOUECCOR MOMYT BEMOYATE!

a) COA0aHME HOBOW OpraHMaau i,

bl yTpaTy WK NoNyYeHHe HOBRIX DYHELWA MM BMO0SE OeATeNEHOCTIA;

C) HIMEHEHWE OeNOBOH NPAKTHEH WK NoTpebHoCTER,

d) MIMEHEHWA B HOPMATHBHOW Cpane;

@) BHEOPEHKE HOBLIX CHCTEM MNW ODHOBNEHWE CHCTEMBI,

f} MasEHEHWE OLUEHOK DUCKE WK NDMOPWTETOR,

Dfben padoT No aHanday QENcBbx NpOUSCCOR JOMNWEeH TAGEE YCTAHABNKEATLCR NYTEM ONpegeneHdn
hyHELME, ORRCTEXE MNK paboYyus NPOUBCCOR, HA KOTODLIE BIKAET NPHYKHE NPOBSOEHHMA AHANWIA.

7.3 MNoHMmaHKe OenoBoi QeATeNLHOCTH

AHANKE 0ENoBLX NpoUdeccon TReOYeT MIYUeHWA ODraHM3aUMK M ee 0enosol JeATankHocTH, BENKYan
OONoMHWTENLHG!

a) BHYTPEHHUE W BHeMWe DAKTORE!, BAWAKNWIKE HA OEATENLHOCTE, PYHEUMOHUPOBAHWE W CTPATEMHYE-
LKL P BHATHE OprEHAS AN,

b) aKcnnyaTauMoHHBIE, NPABOBEIE M OpYTHe TpaGoeaHna;

C) peCypChl ¥ MCNONEI0BAHUE TEXHONCIMAA,

d) TpefoRaHKA BHYTREHHHE M BHELLHWY 3aWHTEDeCOBAHHEY CTODOH,

@) PUCKW, KOTODbIMKM HEoBX0OHMMo YNDaENATE,

) BHYTPEMHAMO 1 BHELWHIOD Cpeny Nenosoil QeaTensHocTA,

Q) aHANKI BeINONHASMELX OYHKLWA 1 paBoynx NpOUBCCoOR C MCNONLI0BIHMENM METOO0E diYHELIMOHANL-
HOMD WHNK NO2NEpaLMOHHOrS aHanuaa;

h) HOeHTAPHEALMIO BHYTREHHMX M BHELWHKE aréHToR, 3a0eRCTECEAHHEX B QEnoBod NeATENEHOCTH.

[nA aManuaa opraqMuIauMy, oTEETCTESHHON 33 BEAeHME NeNoBkX ONepaLMil, HeoxooumMo ONpedeniTes,
BEMKSAET NM oHa B ceba pRag opradqaaumi, paboTaowny COBMECTHD KN HE3aEMcHMo B Bonee Yem OOHoR
OTPACNK, CEKTODE, CTRYETYPE OpradKusaumm.

7.4 Onpegenerdde TpeSoBaHHMA K OOKYMEHTaM

TpetoBaHWA & OOKVMEHTAM — 3T0 TREGOBaAHKWA K OOKAIaTENLCTRY OenoBol OeATEnNsHOCTH.

TpefoBaHUA K QOKYMEHTAM OCHOBAHE HA AHANKMAE OENOBONR ASATENEHOCTH H 88 KOHTEeKCTa (M. T.3) K1
BEMOYaK0T B ceba:

a) NoTpeGHoCTH AenNoB0R Cpenkbl;

b} npasoesie ¥ HOpMATHEHEE TpeboaaHMA,

C) OWMOAHMA OeNoB0rD cooGlecTea.

TpetoBaHWA K OUKYMEHTARM MOrYT OTHOCHTRCA K MoBOMyY OOKYMEeHTHOMY Npoueccy (ca. pazgen 9). OHl
MOTYT BENOMATE B ceDa TpeGoRaHMA, KACRICIWMECH KOHTEHTE M METAJAHHEX, CERIENA C OPYTMMA DOKYMEHTIMKA
AN WX opsoi MNK CTRYKTYDOM.
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TpeGoBaHua K OOKYMEHTAM MOMYT NDUMEBHATRCA KO BoBM YHELMAM W HANDABNEHWAM OEATENEHOCTH
OpraHMaaLMKA WY NPUMEHATECA TOMNBKD K KOHEPETHERIM YHELMAM, JeAcTBMAM, paloduM NpoUeccam WMy one-
paLMAM.

TpeGoRaHua K QOKYMEHTAM IABMCAT OT KOHTEKCTA, YTO OIHAYAET, YTO AHANOrHMYHEIE MK HOEHTHYHLIE
pabouwe NPOUBCCHl MOMYT UMETE DadHsle TPEBoBaHMA K JOKYMEHTALMKY B 32BMCHMOCT OT XapakTepa oes-
TENBHOCTA, KOTORYI OHA IMKCHDYIOT.

YeTanopnedsse Tpebosanua 0omeHE DT CRAIAHE C KOMKPETHEIMK CYHKLMAMK, BULAMH OEATENEHO-
CTH WNK paboydMKe NPoUecCamMu (CM. 7.2,

7.5 BHegperne TpeDoBAHMMA K QOKYMEHTaM

TpeGoBaHKa K OOKYMEHTAM MOMYT BeiTe PEANKADBaAHL] NOCPECTROM BHEADSHNA QOKYMEHTHELL CUCTEM,
CREOCTE YNPABMEHHA, NOMMTHEN YNPABNEHWA JOKYMEHTAMM ¥ NPOUEayYD NHBo CoROKYNHOCTH BCErD NepedMc-
nedHoro. BeagpeHue OO0MMHO NOAOBDMMBATECA PACNPEOENSHAEM OTERTCTEEHMHOCTH, OBYYeHHEM, MOHWTOD-
PHHMOM DY HELIMOHWDOBAHWA CHCTEM 1 KEOHTRONEM coBMoTeHHA NonMTHEY W NpoUsnyp (CM. pazgen &).

MeToge peanuaauuy TpeboBaHui K OoKYMeHTaM Jon#HE DeiTe ONpegenaHbl C YY9eToM Oenosoro KoH-
TEKCTA, HAMAYMA PECYDCOR, HABLIKOE NEPCOHANA, 8 TAKHE XapaKTepa MCNONbEIYEMbX WHDOPMALKOHHEIX W
OOKYMEHTHEIX CHCTEM.

PewaHvA 0 BHEOREHAK ONpe0eneHHBE TREB0BAHKA K D0KYMEHTAM QON¥HE OCHOBRIBATECA HA OLEHES QIA-
CKOB, COOTHECEHHLIX C OOCTYNHEIMY pecypcami. TpedosaHMA, CEATAHHEIE CO IHAYMTEMNEHEMA PHCKARMIA, 0OIHC-
Hizl NPHMEHATECA © OONONHATENEHBEIBE MEDAMA MOHUTORKHA 1 OUEHKK 1 BANLWN 00RO MHESSTILHA.

MOHHTODWHE M oLeHES (M. 6.4) QonKHE YeTaHaABNKEATE, COSMIOOaKNTCA N TPEBORAHKA K OOKYMEHTAM.
E cnyyae ecn MOHMTODMHIOM M OUEHKON YCTaHoBNEHO HecobniogesrMe TpebosaHui K DOKYMEHTaM, B OLEHKE
OoMEHEl BRTE YEaIaHL COOTRETCTEYIIWME KODPEKTHPOBOYHEE OGRCTEMA ONA rapaMTHd HX BRINONHEHWA B
Bynywem.

TpeGoRaHMa K QOKYMEHTAM M PELIEHMA O TOM, K3K OHW DON#HE ObiTe BRINONHEHE, 00/TKHEl DTE 33-
THECUDOBAHE B DErnaMeHTARYIoWME QoiymeHTax. Pewesns o HecobmogeH yoTaHoRNEHHBIX TReboBaHKIA
OOkl DRITe YyTREPHOEHE PYKOBOOCTEOM OpraHinaaLim.

TpeGopaHKa K JOKYMEHTAM CNeayeT PerynApHo NepecMaTpUBATE KAk YacTk NPOUeCCA aHANKIA Oeno-
BliX MPOUECCOR.

8 CpeacTea ynpaBneHWsa AOKYMEHTaMK

8.1 OBwMe NnonoMaHWA

Ona yoopneTBOpeHHA TPeDoBaHWA K JoKYMEHTAM (M. 7.5) gonwHel OwiTe pazpaboTaHel CpencTREA
YyNpapnaHKa OoKyMeHTamu. CpeacTaa yNpaeneaHWua BImodanT:

a) CeMbl METAIAHHEL JOKYMEHTOE,

b} cxemul KnaccudMkauHu padodux npoueccos;

C) NnpasKna nocTyna,

d) npaeMna, onpenenaiowwe NopRaoy oTECRA K NepaaaYd ACKYMEHTOR HA XDaHEHAE TN YHHYTOMEHWE,

CpegcTea yNpasneHdvA JOKYMEHTaMK MOoryT ObiTe paspaboTadel M BHEODEHE B PainNvHHb opMax B
FABMCHMOCTIA OT TEXHONOMNAYEcKOR 11 0enoBpoil cpedk. Mx paipaGoTka W BHEOPEHME OOM¥HbBL YUHTEIBATE Xa-
PAKTER AOKYMEHTHEIX CUCTEM, C KOTOPBIMK OHH BI3WMOLeRCTRYIOT.

PeayneTaTel aqanuia OenoBklx NpOoUecCos OOn#He DeiTe HCNONEI0BAHE NPK paipaboTke W NEpacMo-
Tpe CpedcTe yNpaene kA QoKyMeHTami {cy. pasgen 7).

MNpouaccsl co3gaHyWA, BEOOA B CUCTEMY W YNPARNSHAA JOKYMEHTAMH (CM. pasgen ) AomsHbl GelTe ocHO-
BaHbl Ha AKTYaNkHBEX COROCTEAX YNDABNEHWA OOoKyMeHTaM. [MosToMy CpeOCcTEa YNPABMNEHWA OOKYMEHTAMM
CNeqyer perynApHD NepecMaTpuBEaTh.

OTMEHEHHEE BEOCHK COEOCTE YNPARNSHWA J0KYEEHTAMA CNedYeT COXPAHATE K YNPABRTATE UMW KaK 0o-
KYMEHTAMM B COOTEETCTEMM C TPEGOBaHMAMM, YCTAHOBNEHHbIMW AHANWI0M O8N0BRIN NPOUECCDE (CM. paiaen T).

B.2 CxeMbl METAAAHHLIX AOKYMBHTOR

Cxemb METANAHHEE NOKYMEHTOR A0NHHE DeTE paspatoTandk 4NA ONPELENEHAA METAOAHHEIX, MCNONE-
ayemMslX ONA WOEHTHEUKALKK, CNUCAHKWA K YNPABNEHWA QoKyMeHTame. [ngs Tor YTof Q0KYMEHTE COOTRET-
CTEOBAMNM XapaAKTEDHUCTHEAM NONHOUSHHER OoKyMeHToR (Cd. 5.2, 2), CEASaHHBE C HMMKH META0AHHEIE OOMHHE
BhlTe CCHOBAHLI HA YTREHOSHHON CHEME METADAHHbIX.
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CremMbl METAJAHHEIX SGOKYMEHTOR MOMYT OTHOCKHTBCR K paankdubik ofsektam. Kniodessimy obbeKTamMin
BNA yNpasneHnA GOKYMEHTAMHA ABNAKITCA:

a) ACKYMEHTE ¥ KX COBOKYMHOCTH,

b) areHTsl, BEMICHAA OTOENBHEX NWU, CRraHW3ALKMK, TEXHONOTKK, 3 TAKKE GENOBLIE W GOKYMEHTHEE
CHCTEME,

C) HELMM, OSATENEHOCTE W ONERALMA MNK pabodue Npouecchl;

d) 3aK0HB! ¥ ODYTHE QOKYMEHTE, PEMYIMDVIOWWE QENcBYI0 JEATENBHOCTE, 8 TAKe NPOUECCH CO30AHKA
H YNPaENEHWA GORYMEHTAMM,

@) B3ANMOCEAIN MaHOy CyBLekTamy i COBOKYMHOCTAMK OKYMEHTOR.

BHeapeHWe CxeM METATAHHEX GOKYMEHRTOR MOMET BEMICYATE METAOAHHEE, ZA0aHHEIE 0NA BOEK 3THE 00b-
BKTOR MM TOMNBKS ONA OOHCNS, HanpUMep «0okyMeHToBs . CTeneHs KOMNNEKCHOCTA BHEADEHWA JOMHHa oT-
pEMATE ONPEEneHHER TPEBoBaHHA K QOKYMEHTALWY ¥ OeN0BOMY KOHTEKCTY, BENIOYaA pUckK (CM. paagen 7).

Cremsl METAOAHKEX JOXYMEHTOR J0MeHLl COOep#aTe METAOAHHEIE BROAA B CHCTEMY WM META0AHHEE
npoUeccos (oM. 5.2.3).

Mpy onpegenskvyd Tpebosadui K DoKyMeHTaM (cM. T.4) HeoBxodusmo onpeqenyTh METanaHHee, ofby-
CMOBMNEHHBIE CNEUWDMKOH ABATENEHOCTH OPraHH3ALHK,

MeTagaHHele GOMNHHE BsITe ONpegenets Ona:

a) MOSHTHHEALMH W NOWCKE BOKYMEHTOR,

b} cBAIM QOKYMEHTOR C MIMEHADWMMKMCH BHaHec-Npasynami, NONHTHEDA, 3J3K0HAMK 1 OpyTHMH Tpebo-
BAHWAMK, PEryNHDYHWHMKE BELeHWE BHIHECa W yNDEBENESHWE JOKYMEHTaMH,

C) CEAZM AOKYMEHTOR C argHTamMM, a Takwe obecnedeHda 1 OCTYNA 1 NPAB B OTHOWEHAK A0KYMEHTOR;

d) cBAaK AOKYMEHTOR C QENOB0H QeATENEHOCTRED, a8 TAKKEe

&) OTCNE#RHBAHWA NPOUECCOB, OTHOCALYWMXCA K JOKYMEHTAM, TAKWK KaK WIMEHEHWE NPABMN A0CTYNS WK
NEpeMeLeHnE JOKYMEHTOR B HOBBIE CHCTEMBI,

B ynpaEneHdd SOKyMEHTAMA MOMYT BbiTe MCNONEIDEIHE WECTH KNACCOE MeTagaHMsx. B aapwcHmo-
CTH OT KOMNNBKCHOCTH BHEADEHWA X MOMHO NPWMEHATE KO BoeM oObekTam NHBO K HEXOTOPLIM W3 HHX. 3TH
WECTs KNAcCOB CRegysLWMe;

a) ngeHTWdHEaUMA — KHDOoPMALKA 4NA HgeHTHgrKaUuy obwexTa;

b) onucaHve — WHQOpPMayWA ONA onpefeneHns xapaktepa obeekTa;

C)] MCNONBI0BaAHWE — MHBOpMaUMA, KOTopas cnocobcTBYET TEKYLLEWY W SONTOCpOSHOMY MCAONLI0a-
HWID OO BeKTa,

d) nnad coBRITHA — WHDOoOpPMaLUMA, MCNOoNLEIYEMAA ONA ynpaanedna 0GLEETOoM, TakaA KaKk nHdopMmagua
O NEPENaHE HA XPaHEHWE WK YHHHTOMEHWE,

@) MCTOPKA COBBITHA — WHQOPMAaLKWA, D0KYMEHTHPYIOWEA NPoWeawne cobbiTHA KaK B OTHOWEHHK 0fb-
BKTA, TAK W B OTHOLWEHWH METATAHHEIY,

f) cEAZE — MHDODMALKS, ONUCHIBAKILLAR BIAMMOCER3E MEXIY KHOHKDETHIM OOLEKTOM W QpyTrvMd ofb-
EKTAMM.

CHEMEl METAOAHHLIX OOKYMEHTOE Q0MHHEl ObiTe OTRAMEHE! B (DPOPMAaTaX, KOTODLIE oBecnedHBanT Bod-
MOMHOCTE BIAWMOOBRCTRMA MEXDY CHCTEMAaMA, 00Med WHDOopMaLMed W Murpadk (cM. 2.8) 1 npoueccsl
Nepeaadd GokyMeEHTOR Ha XpaHEHWE W YHHUETOREHKE (Ca. 9.8),

CHeMbl METAJaHHLIX GOKYMEHTOE CNEOYET HCNONLIOEATE NPK NPOEKTHDOEIHWA W BHEIPEHHAH DOoRYMEHT-
Hbix CHCTEM (CM. 5.3} W B NpOUECCaR COIJaHWA, BBOOA B CHCTEMY W yNPaRNeHHA QoKyMEHTaMK (CM. paznen 9).

Cxemsl METANaHHX A0KYMEHTOR JOMKHE CCLUNATECA Ha pYrMe QeRCTEYHILWE COeNcTEa YNpaaneHna
DOEYMEHTAMH, MHDOCPMaLWK O NEpedaqYe Ha XPAHEHWE MW YHRHTOMEHWE, NONYyYeHHYID W3 npaedn (cs. 8.5),
peEsHM OocTyna (oM. B.4) mnu cxembl KNaccudrkau ki paboyus npoysccos (om. 8.3).

MpK HEXOTODLIX NPABOBEX YCNOBKAX AERTENEHOCTA OPraHnIayny PaHes YTEEDHOEHHEIE CREMEl METa-
QaHHLIX JOM#HE BTy COBNMOOEHE MAW A0aNTWDOEAHE K HOBRIM YCNOBHAM.

8.3 Cxemibl KnaccHgrKaumm padodmnx NpoUeccoR

Cxemel knaccudmkanyy pabodny NpoUeccoB — 3TO MHCTPYMENTE ANA obacnededMs CEAIM OOKYMEH=
TOB C KOHTEECTOM WX CO3OaHMA. 3a CUeT CRAIM Mexny TpebOoBaHMAMA K QOKYMEHTaM (CM. T7.4) 1 cxeamami
KnaccuhukaUui paboduns NpoueccoR MoryT BhiTk ODraHW30BAME HAONEMALWE NPOUBCCH] YNDABMEHAA 00-
KYMEHTAMIA.

CBAILIBAHNE OOKYMEHTA C HOHTEKCTOM NPOWMCEGAMT NyTEM ero knaccudreayi (oM. 9.4), koTopan obe-
CNEYMBAET:

) NpHMMEHEHKE NpABAN JOCTYNA K JoKyMeHTam (cm. 9.5);
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b} esIncnHedve COOTRETCTEVIOWMX NPABKN N0 NepEJads OOKYMEHTOR HA XDAHEHWE MM yHHYTOMEHHE
(caa. 9.9%

C) MHTPALHI0 OOKYMEHTOE CNPedeneHHol Lenosoi dyHELHK Mk OERTENBHOCTIA B HOBYK CPEdY B pe-
YNETATE OPradMIaUMocHHON PECTRPYETYPHIaULKMK (c. 9.8}

PazpafoTka crem Knaccidiukagqi padoury NpoUsccos, NDUMEHWMELR K QOKYMEHTAM, JOMNHHE OCHOBLE-
BATECA Ha aHanKae GyHKLHA, JeRcTEMA 1M pabGodux npoueccos (oM. 7.3).

Ons Tomo 4Tobkl OCTARATLCA YOTOHYHMBLEIMK K CPraHMIal oHHLIM UIMEHEHHAM, CXEMEl KNAcCHgMEaLMK
AoM#HEl BBITE OCHOBAHE HA YHELMAR H BHOAX JEATENEHOCTH, 4 HE Ha OPTaHWIaALWOHHLIX CTRYRTYPaX.

Cxeme knacchgurkauyy pabounx NpoUueccos MoryT DeITe WePAaDXMYECKMME N PENALWOHHBIMK W MOryT
COCTOATE W3 DRANAYHLIX YDOBHER OTHOWEHWA, B 3ABMCHMOCTH OT TG, YTO MyYIUE BCEMD OTPEXasT JenoBys
AeATENEHOCTE. XAPakTep ¥ CTeNeH: KNAcCHOMEaLMOHHON KOHTPONA GONKHE OCHOBLIBATECA Ha TpabopaHu-
AX K QokyMedTam (CM. 7.4) 1 NpUpoge MCNonbIyemsx JOKYMEHTHBX CHCTeM (oM. 5.3).

Cxembl Knaccupuragi pabouny NpoUeccos MOryT NOQOep#MEATECA C MCNONEICEAHWEM TAKWK CRedCTs,
etk Teaaypyuhl, KuTupble BCulbsyoTeA ONA MHOEKLMpUBEHNA DUKYMEHTUE QA MX NoHcKa.

B.4 MNpaewna gocTyna

Heobxooumo paspaboTate Habop Npaewn, ONpemenAcl Wy Npasa gocTyna W DEEHM DaIpeeHi M
OMpAHWYEHHA, NPAMEHAEMEBIX B OTHOLWSHWE O0KYMEHTOR.

Kareropuu Npaenn AocTyna, NPHMEHABMBX K O0KYMEeHTaM, O0MEHL OCHOBLIBATECH HA Pe3ynbsTaTax
aHanKaa genoskly NpOUecton, B YacTHOCTH Ha MOeHTUHKALMK aredToR (Cad. 7.3) 1 onpanenaHyy Tpedtosa-
HHM K AoKyMenTamM (oM. 7.4).

Mpaewna gocTyna 3asucAT OT TMNAa:

a) areHToR;

b} penoBo@l QEATENBEHOCTH,

C) AOKYMEHTOB.

YpoBHK QOCTYNE MOMYT OeiTe HAAHAYEHE! KAMOOMY M3 ATUX 00BLEKTOR, OOHAKD OHM A0MMHLI NPUMEHATE-
CA MHUHAMYM B OTHOLIEHMWIA K OOKYMEHTY 11 areHTy.

OoEyYMEHTHEIZ CHCTEMEl J0MEHE! BeiTe paipatoTaHel TaEMM 0GpasomM, 4TOOR 0BECNEYNTE BOIMONHOCTE
NepecioTpa Npae AoCTyYNa, & Take 06ecnEYWTe CRAZE ATOR WHHODMaLMK C OTHENEHBIMK AOKYMEBHTaMK MG
C WX COROKYNHOCTAMM.

MNpaeuna GocTyna MoryT HIMEHATECH C TEHEHWEM BREMEHA B CEAIW C MIMEHEHHEM HOPMaTHEHO-NPaB0-
BOH cpeibl, AenoBol AESTeNLHOCTIA M oduaadki gencaoro coobwectea. CNegoBaTensHo, Npaaxna QocTyna
OOMEHEl HA PEryNAPHOA OCHOBE OTCNEMMEATHCA 1M ODHOBNATECH, @ OMPaHMYEHUA NO BOAMOMHOCTH CRegyeT
YMeHBLUMTE MM yNpEadHATE.

8.5 Npaexna oTGopa W NEpaaa4M

Heobxooumo paspadoTate Npaesdna oThopa | nepenadd JokyMeHToR. OTReTCTREHHOC TR 33 paapaboTky
Npap|n OoMiHa ONPaqenATECA 3AH0HOOATENEHEIM SKTOM, WNKM HHCTRYKUMER, MNW NONHTHUKOA OpraHdnaagme.

PazpafoTka npaBun XpaqHeHrs ¥ YHUYTOMEHHMA OOKYMEHTOR OOMMHA OCHOBMBATLCR HA DEIyNkTarax
NPORELEHHON aHANKMAA Oen0oBRY NQOURCCOR (CM. paanen 7). 3TW NpagMna cneayet NpMMEeHATE NpY paspa-
GBOTHE OOKYMEHTHEX CHCTEM (CM. 5.3) W OpradKaaluy JoKyMEeHTHEX NpoUEccoa (CM. pasgen 9).

B npapunax 0omssel GbITe ONpegenassl YNNs MNM KNacCs QOKYMEHTOR C OOMHAKOBEIMU CPOKAMM
KPAHEHHR W 20MHBIM NODAGKOM OSRCTEHMA No OTOODY W Nepenade OOKYMEHTOR Ha NOCMenykwes XnaHeHHe
WK Y ToMEHWE. KNacckl QOKYMEHTOR O0MEHEl GelTh CEAIAHE C OEMNOBLIM KOHTEKCTOM M OONMHE BETIOYAT!

a) ugeHTHpUKaTOR kI KNacca;

b) cnucadue Enacca (HanpUMep, onUcaHdne gy HELMKW MNK JeACTEMA ],

C) O@RCTBWA No oTGOpY W NEpaefaqde OOKYMEHTOR Ha NOCNEOYOWESs XPaHEHWE MNK YHAYTOREHBE (Hanph-
MED, YHAYTOHEHWE, MAMDaLMA WNA Nepenada KoHTEoNA),

d) CpoEM XpaHeHna;

&) HCXOoOHBIE COGBITHA (OT KOTORBIX MCHHCNATCA CPOKA XpaHeH1a ).

Knacck MOryT GbiTe CNpEaenéHsl 3a cueT oyHELHOHANLHOMNS WK Noonegaul oHHoro aHanKaa (oM. 7.3).
B Takom cnydae B NpapMna AomeHa OeiTe BEMOYEHE MHDODMALWA, ONMCEIBAIOLWAA COOTBETCTEYIOWWE diyHK-
LMK, BAOE JSATENEHOCTH WK padouse NpoUecCh.

Mpaepuna oTBopa W NEpeOaYK MOryT TAKEe CO0epMaTE NONOMEHUA O NOPAAKE NEDEMELLIEHRA O0KYMEH-
TOBE M3 OOHOA Cpe0kl XPAHEHMA B ODYTYH MMM XDaHEHRA OTBETCTEEHHOR OpradnaaLWed.
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Mpaoyna gonwHe: GelTe yTEEDHOEHE, JATHPOBAMS, BHEOPEHE! |1 DEMYTIARHD NEPEcMaTPHMBATECA C YJa-
TOM MEHAKILMECE TpeBoBaHKMi. B HEXOTOPLIX NPaB0BRK YCNOBMAX NOSroTOBKA NPaBMn GOMNMHA BRIKYATS
YTEEDHOEHWE BHELWHAM ODrAHOM WNH PEryMATODOM.

ExegpeHuse Npapwn, onpeganfiowiny NopAgok oTGopa ¥ Nepenadu QoKyMEHTOR Ha NoOCNelyiowee Xpa-
HEHME WM YHAUTOHREHKE, QOMEHD YNPABNATECA W A0KYMEHTHDOBATLES (CM. D.0) M perynapHo NepecMaTpM-
BATLCA C YYETOM Miobbix HOBRX TpeGoBaHUi, BNUAILWK HA JENOBYI0 OEATENBHOCTE, 3AMWHKCUPOBAHHYID W
CNpEOEneHHYI0 NOCPEACTEOM aHANKIa OeNobsxX Npousccon (CM. pasnen 7).

L) HPI’.‘!IJE'EI:I:I CO30aHHMA, BEOOA B CHCTEMY M YNpaBNeHWA QOKYMEHTaMMK

9.1 OSwre NoNOKEHHNA

Mpougccel COANAHKWA, BEONA B CUCTEMY W YNIDARNEHWA OOKYMEHTAMK O0MKHEl GbiTh KHTETDUDOBAHL] B
NPOUEOVDEl W NDAMEHAEME CHCTEMEI, B TOM YACNE QOKYMEHTHEE CHCTEMEL, ¥ DONKHE! BEMICYATE MCNONbI0-
BaHWE COSOCTE YNDaENEHWA DOKYMEHTaMK, [0e 370 HeohXoOMMo (CM. pasnen 8). OHW O0MEH:l o008 pHHBEaTh-
CA NONWTHESH, pacnpegensHdies OTEETCTEEHHOCTI, Npousdypasn 1 obyqenrem {cm. paagen 6). Mpoyeoce
BEMKYAINT CRenyLLesa:

a) CoAMaHHE NOKYMEBHTOR;

b) BESO OCKYMEHTOR B CHCTEMY

C) KNAacCUMKaLMIo W MHOEKCHpPOBaHWE 00Ky MEHTOR,

d} ynpaenesyue AoCTYHOM K JOEYMEHTaM;

@) XpaHaHHe OOKYMEeHTOR,

f) MCNONB3IOBAHKE OOKYMEHTOR,

0} MHIPALMIO WK KOHBEPTHPOBAHWE DOKYMENTOR;

h) otbop, nepegady ACKYMEHTOR Ha XDaHEHNE WA YHRHTOMEHWE .

PeweaHyA 0 paipaboTEke M BHEODEHHM JOKYMEHTHEIX NPOLSCCOB AOMEHE OTPAMATE NOHWMAHWE CyLLE-
CTEVIOLMY OOKYMEHTHEIX NPOUSCCOR M HCNOMEAYE MBI AOKYMEHTHRIX CHCTEM.

B cny4ae ecnv NPpOUSCChl BLINOMHAKTCA CTOROHHMMK OpraHH3IaLnAMK, B COrMalaHMaAX MNM Qorosopax
no oGy HHBAHWKD JOMKHE DBITh YE33aHE TRE00BAHMA K NPOUeCCam, COOTERETCTREYHILME MEDE] MOHHMTORHMHIE
M OUEHKW (cM. 6.4). MNpaijocTaBNASMBIE YCMYTA O0MEHE KOHTPONMPOBATECA HA PerynApHOA OCHOBE B COOT-
BETCTEWA ¢ TPEGOBAMMAMIA NOMOBRODE.

9.2 CoagaMHe OOKYMBHTOR

nA pegeHda en0osol JeATENEHOCTA DOKYMEHTEl MOMYT BbiTe COZAAHEI MMK NONYYEHE W BREIEHLI B CH-
cTesy. Jencese, mpHIMYECcKHe W OpYTHe TPeDoBaHWA K JOKYMEHTAM CNPEaenAioTea Ha OCHOBAHMKM aHan1aa
QEN0ELIX NPOLUECCOB (CM. painen 7). 3Td TpefoBaHMA MCNoNLAYIOTCA ANA ONpeaene WA NPoUeccoB CoanaHMaA
AOKYMEHTOR NPK NDOEKTMDOBAHKKA WNW NEDENPOEETHPOEANNK pabodix NPOUeCCOB M QOKYMEHTHEIX CACTEM.

Coanadne BOKYMEHTOR OOMEHD BEKNDYaTE B ce08 COAOAHME KOHTEHTA W METAOAHHLIX, KOTODRME MKCH-
pyroT CBCTOATENECTREA MX COINAHMA.

9.3 Beog OOEYMEHTOR B CACTEMY

BROS OOKYMEHTOR B JOKYMEHTHYI0 CHCTEMY OOMMEH NPOBOAMTECR B CIYYAS, 8CNH NpW AHANKIE J8no-
BhiX MPOUECCOB BRARNEHO, YTO ONPEOENEHHBIE JOKYMEHTEl QOMEHBL BhiTe COXpaAHEHE W YNIDABNAEMBE B TEYE-
HWE BoEMEHW AN YIORNETEOPEHWA CNpaneneHHex Tpefosani. Beon B cHCTEMY O0MKEH BENIOYATE.

a) NPUCEoEHHE YHUEANBHOD WOSHTWEDHEATORa (NME0 MAWWHOYWTAEMOrD, NHED BOCTIDHHWMAEMOMND Ya-
NoBEXOM],

b) BECT MNK COZNAHKE METANAHHLIX O OOKVMEHTE B MOMEHT BROLE B CHCTEMY,

C) COI0aHHE BIAMMOCEAIA MENTY OTOENEHEIM DOKYMEHTOM W ODYIMMA DOKYMEHTAMM, areHTaMW W1
DENOBEIMM CNEpALHAMM,

MeTagauHele, COANAHHEBIE, NODARNEHHEE WK NONYYEHHBIE B MOMEHT BEOOA OOKYMEHTA B CHCTEMY,
AONAHE COOTBETCTROBATE YTBEDMOEHHOR CXEME METANAHHEIX W BCEIME A0MHL GHTh CRAIAHL C OOKYMEH-
IAMM,

B MOMEHT BEOOA B CHCTEMY METAOAHHEIE, OOKYMEHTUDYIOLLME KOHTEECT OOKYMEHTA, DONMKHE BbiTe 343«
PUKCHPOBAHEI M COXPAHEHEl B KAYECTEE NOKAIATENECTEA CORSPLUSHHON ONepayu. YHUEANsHEIE WOBHTIEK-
KATODE D0MHHEL BbiTe NOCTORMHBIMIA
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OoyaeHT MOHET BkiTe BRENEH MHOT DAl B PasMAYHEE QOKYMEHTHEIR CUCTEME Kanmoe cobkTie gomas-o
Gl T 3ANWCAHD B METAOAHHEX NPoUecca. C MOMEHTE BBOOA DOKYMEHTA B OOKYMEHTHYIO CHCTEMY METa0aHHLIE
0 DERCTBHAK, COBERLIAEMBIX C JOKYMEHTOM, HAWM O &M0 WCNeNEIOBaHMA OOMEHE HENPEDEIBHD HAKANNHBATECA.

9.4 KnaccugHEaUMA H MHOSKCHPOBAHWE OOKYMBHTOR

Knaccudueayvs COOTHOCHT JOKYMEHTEl C MX OSNOBEM KOHTEKCTOM, CRAIRIBAA MX C KATEMODHAMM M3
CEEMEI KNacCurEale pabounx npousccos (o, 8.3).

KnaccuduEayna JOKYMEHTOR BENICH3ET!

a) NpUaAIKY QOKYMEHTS K QOKYMEHTHDYEMON 0en0a0i AeATENEHOCTH Ha COOTBETCTREYIOWEM VPOBHE [Ha-
npHdMan, K OyHELWA, JEACTERIO MNW pabouyemy Npoueccy),

b) ycTaMoaN@HWE CEAIM MENDY OTOEMNbHBMA OOKYMEHTAMM W COBOKYNHOCTIA QOKYMENTOR ONA obecnaws-
HHA HENPEDEIBHOMD OXYMEHTHUPORAHKMA OEN0B0R OEATEMNEHOCTI.

Knaccudbueayva JoKYBMEHTOR MOKET NPUMEHATECA K OTASNEHEM QOKYMEHTAM MK WX COBOKYNHOCTAM.

DoeymedT moeT BTe knacchduuKposad Bonee o0Horo pa3a 3a Nnepuad ero cylecTeceaqua. B cnyvasa
HAMEHEHWA KNaccuinkauiny Nobse aamMeHeH b MeTaaanHsIE KNaccuhMkaLmMia omsHel DbiTe COXDaHEHb .

MeTagauHee MHOEKCHPOBAHHA TaHe MoryT DTk MCNONLI0BAHEl ONA TOM, YTODE OOKYMEHTE CTANM
fGonee OOCTYNHEIMK ANA argHTOR, KOTOPLIM PAaIpeLled A0CTYN K KM, MeTajasHsie MHOEKCHPOBAHHA, TakWe
KaK OBReKT, pACHONOMEHAE WNH HAWMEHOBAHMA, MOMYT BkiTh CEAIAHLI C OOKYMEHTAMW B MOMEHT BEOOA B CH-
CTEMY M MOMYT BbiTe fO0ARNEHE N0 Mepe HeoBXOQMMOCTH HA NPOTANEHMH BCEMD MX CYLUACTBOBIHWA.

9.5 ¥YnpaeneHWe QOCTYNOM K OOKYMEHTaM

MocTyn K AOKYMEHTaM OONKEH OCYLIBCTRNATECA HA OCHORE YCTAHOBNEHHEN NDOLUSCCOR.

OokyMEHTHEIR CUCTEME! BOMHHE BeiTe pazpaGoTadl © BOIMONHOCTEIO NPEA0CTARNEHWUA K OTPAHUHEHMA
OCCTYNA K QOKYMEHTAM ONA AMeHTOE MHOMBMAYANEHO WKW B COBOKYNHOCTH. MaxaHnaMel DoCTyna K OoKyMEeH-
TaM B DOKYMEHTHEIX CHCTEMAX [BHE JABMCHMOCTH OT TOMD, TEXHUHBCKWE OHM MITA HET) JONMHE BHTe pRanmao-
BaHLl C MCNONBI0BAHAEM AKTYANEHEX W YTESPMOSHMEX NpasMn gocTyna (oM. §.4). Mpaeuna oocTyna MoryT
TpeGoBaTE HCNONEIDEAHKA MHCTPYMEHTOE DOCTARKM OOKYMEHTOR, METAZAHHEIX MKW OTPEOAKTMPOBAHHEX J0-
KYMEHTOR QNA AETOPWA0BAHHLIX NONLIOBATENER.

MpUMEHEHWE NPABMN AOCTYNE AOMEHO BTk JANMCAHD KaK YacTk METANAHHBIX NPOLECCa HA COOTRET-
CTEYIOWENM YPOBHE (QNA OTABNLHOMD JOKYMEHTA UMK COBORYMHOCTH). MaMEHEHWNA 3THX NPABKN, BKMNCYARA Non-
HOMOYMA M DaTY MIMEHEHHA, TAIKKE DOMKHE BbiTh 3800KYMEHTHROBAHL! KAK METALAHHEIE NpOLECcCa.

OTaensHEE CNYYau GOCTYNE K QOKYMEHTaM B 338MCHMOCTIH OT TpefoaaHnil, onpeaenasikix ANA Qenonoi
OEATENEHOCTH W PUCKS, CEAZAHHON C OeNoaoi QeATeNsHOCTEN, MOMYT GETs 3atMECMPORIHE! B NpADAaX.

9.6 XpaHeHWe JOKYMBHTOR

OoKyMEHTE, HEIABWCIMO OT (POPMATA MINK HOCHTENA, JONKHE XDaHMTECA TakMM oGpasom, 4Tobe Beina
OORCTEYEHa MX JAWNTE OT HECAHKLUMOHWPOBAHHOND GOCTYNE, MIMEHEHWA, YTPATE KWITH YHAYTOHEHWA, BEMIO-
Yad EPaxd W KaTacTpofe. 3T0 QIHAYAET, Y4TO JOM#HE GbiTe NPAHATE MEpkl ANA oGacneYeHin;

a) HagnewaWed Cpefbl XPAHEHWA W COXPaHHOCTH HOCHTENA,

b} MCNONBICEAHMA JAWMTHEE MATEDHANOR M CNEUWANBHEY NDOUEAYD B CRYYas HEODXOOMMOCTH,

C) HENDEPEHBHOR JALUMTE M MOHWTORMHE HaInYeckoi M MHgopMayMoHBoR GeIonacHoCTH,

d) pazpaboTe U TECTHPOBAHWA NOPAJKA JEACTENH B YDE3BLMaAHE CHTYALUMAY M NDW BOCCTAHOBWTE k-
HEIX NpOUEnypax, a TAKKE NOOroToRKM NEPCOHANA K OCYLUECTRNEHHIO ITHX OEHCTEHIA.

MeTagaHise GoKYMEHTOR OOMKHE BENOYATE MHPOPMALKKD O XpaHedid. JaqHHan WHpopmMayna MomeT
BhiTE NOMNYYEHA W3 OOEYMEHTHEBE CHCTEM OpraHHaanWy NHbo oT BHeWHWE opradkaau ki, JaHHas nedopsanmWa
Acn#Ha BeiTe NDMIOOHA ONA NOWCKA M MOHKTODMHME 0BeCcnaYe A MHGOPMAaUHMoHHOR GEI0NACHOCTH.

KpaHeHne QOKYMEHTOR, BKNIOHAA CPegy W HOCHTENL, 3AWWTHEIE MATEpPKans, Npoyeayps olpaboTin 1
CHCTEMEl XPAHEHHA JAHHBE, BOMNKHO HAXOOWMTECA NOO NOCTOAHHLM EOHTPONEM, 3 Takoke HeolxoduMo npo-
BOOMTE SUBHREY ONA BRIRBNEHWA MoORE PUCKOE B OTHOWEHWW JOCTYNHOCTH MMM LENOCTHOCTH GOKYMEHTOR.

9.7 Mcnonk3oBaHWe JOEYMBHTOE

OoEyYMEHTE OGONKHE GRTE NPHROOHE QNS MCNONEICEIAHKA B TEYSHWE YCTAHOBNEHHEIX COOKOB XPAHEHMA.
NoEyMEHTHLIE CUCTEMEl O0MEHL ODSCNEYMBETE NETKOCTE MCNONBEICEAHWA DOKYMEHTOE (ca. 5.3). Mepw no
NOO0EDMAHHD HENDEPEIBHOCTH MCNONEI0RAHNA MOMYT BKIOMATE CREOYRKILLEES:

a) NPUMEHEHWE M COXPAHEHWE COOTEETCTEYIMUME METAOAHHLIX O TEXHUYECKWY XApaAKTapHCTHEAX O0-
KYMEHTA,
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b} coagandMe ONONHHTENEHBX KOMKA JOKYMEHTOR MW WX NPE0paIoBaHKe B ANsTepHATHEHEE OpMaTHE;

C) MAMPaUWe SOKYMEHTOR,

d} nogroToaky nnada obecnededird HENDEREIBHOMD AOCTYNA W MCNONEI0BAHMA QOKYMEHTOE B 4DE3Bsl-
YAHHEX CHTYaUMAR, IATPArMBAHILKE GOKYMEHTHEIE CHCTEME! WK XpaHMMUwa,

&) perynNAQHEIR MOHWTODMHT YCNOBWA XDAHEHMA.

MeTagaHHsle o NPOUECCAX, NPHUMEHASMEX ONA NOBLIUEHKR IQDEKTHEHOCTIH MCNONBI0BAHMA QOKYMEH-
TOR, TAKMX KAK KOHBEDTHPOBAHME (M. 2.8}, aonHEl BT 3aNMCaKs B META0aHHLIX NpoUecca.

Pelweya o HopMaTax GQORYMEHTOR NpH COINAHKA, MHIPALHK WNY Npechpaloeaidi Q0MKHE FHUTEIBATE
NPEHRMYLLECTEA, KOTOPBIE MOrYT DEITe NONYY9EHE NPY KCNONEIDEAHKKY GOKYMEHTOR,

MoBTOpHOE WMCMONSI0BAHME KOHTEHTA OOKYMEHTE KaK SacTi Oencecid onepayi (B ApyTHx BHYTPEHHAX
HNY BHELWHKE paboYus NpoUecca)) Co30aeT HOBLIR AORYMEHT B HOBOKM KEOHTEKCTE C HEIABMCHMBIMK META0aH-
HEIMK OTHOCHTENEHD BE0OA B CUCTEMY M NPOUBCCOR yNpaBneHHa,

9.8 MurpauMa W KOHBEPTHPOBAHKME AOKYMEHTOR

Mpougcs MAMPaLE 1 KDHBELTHROBARKMA JOKYBMEHTOR MENTY DENOBLIMA WMWK DOKYMEHTHEMHA CUCTEMA-
M, BINOYAA BLIBO W3 INCMNYATALMK CHCTEMB! [CHMCTEM), NEPEROT C TREAMUMOHHOND HOCHTENA B UMdposoR
fpopmMat (ouWdpoBy ), OoMm#eH BuiTe CNNAHMPOBAH, JaMKCHPOBAH W OOBEOEH 00 CESOSHWA BHYTPEHHUK 1
BHELWHAY SAWHTEDBCOBAHHE CTOPOH.

OomHo GeTe YCTAHORNEHO MECTD PAIMELLEHNA MCXOOHEX O0KYMEHTOR B NPOUECCE MHUIPALMM MIMNH KOM=
BEPTHROBAHHA.

Bo BpeMA MWIPaLUMK W KOHBERTUDOBAMMA BECE KOHTEHT OOKYMEHTa W CEAIAHHLIE G HWM METAOAHHEIE
B MCXOOHON CHCTEME WM opMaTe JonMHe COXPAaHATECA 00 Tex Nop, Noka npoyecc ke DyQer sapepied, a
LENOCTHOCTE M HAOEWHOCTE KOHEYHOR CUCTEME! MMM QopMaTa e SyayT HAXOOWTRCR NoO KOHTROMEM M O0NH-
HEM OBDAI0M 38 LLMLLEEHEI.

Mpouecckl MUIPaALMIA K KOHBERTHPOBAHKMA MOMYT NoTpeboBaTeCA ONA NPOBEPKM, AETODKMIALMM WM CEp=
THOUEALNH BHELLHWM ODraHOb.

9.9 OThop ¥ NepanaYa AOKYMEHTOR Ha XPaHeHWe WNH YHAYTOHEHAE

Mpoyecckl OTEoPA M NEpeJaYH A0KYMEHTOE HA XPAHEHHE MM YHUYTOWEHWE CNenyeT NpoBoaWTe B COOT-
BETCTRAW C YCTAHOBNEHHERK Npaanani (cr. 8.5). JokymMERTHLIE CHCTEMEI A0MTEHE BbiTe paapaboTaHs © YYETOM
BO3MOEEHOCTH BRNONHEHKA QEACTEMA N0 oTHOPY W NEPEe0aqe GUKYMEHTOS HA XDAHEHWE MW YHIYTOREHWE (CM. 5.3).

OokyseHTel W METAOAHHLIE J0MHHL XPAHWTECA B TEYEHWE YCTAHOBNEHHBIX CPOKOE XpaHEHHA, YEadaH-
HEBlX B NpABMNax, ONPedensiowEy nopAgor oThopa W nepenady GOKYMEHTOR Ha NOCNEYIoWes XPAHEHWE MW
YHHHTOMEHWE,

OercTena No oTOoOpY W Nepega%se JOKYMEHTOD Ha XPAHEHWE WK YHNYTOMEHWS, YCTAHOBNEHHBIE B Npa-
BHMAX, MOMYT BKMKOYaTE

a) YHHUTOHWEHWE JOKYMEHTOB W META0aHHLX,

) nepenaqy QoORYMEHTOR M META0AHHLEX OpraHK3IaLMK, KOTOPan BIANA Ha cebA oTRETCTEeHHOCTE 38 aa-
NOBYI0 ABATENEHOCTE NYTEM PECTPYETYDWIAULMK, NPCGaMH, NPUBATHUIAALMK WK GEYTHX MIMEHEHWA B Qencoeoi
BEATENLHOCTH),

C) NEpegady QOoKyMEHTOR W METANAHHBIX B APXHE OPraH|3Iauiy WNd BHEWHWA apxWe Ha NoCTOAHHOE
KOAHEHWE,

DeRcTera no oTGopy W Nepedaqde GOKYMEHTOE Ha XPAHEHWE WK YHUYTOHEHHS OO0MTEHEl GRTE NPOBEpE-
Hbl 0 BHEOPeHKA ANA oBecnedeH s rapadTid Toro, 4To TpeGoEaHKA K QoKyMEHTaM (CM. T.4) He HIMEHKNTHCE.

HEerRoTOpLIE METARAHHLIE OOKYMEHTOR O0NHHL GbTh COXDAHEHL B TEYEHWE MHHWMAaNLHOTD Nepuoga
XpAHEHWA AOKYMEHTA, C KOTOPEIM OHK CBA3AHEL. [Tpoyecckl oTBOpa 1 Negefady GOKYMEHTOR HA XpaHEHHE MK
YHAHTOMEHAE GOMMHE NOAOEPHHWBATE 3TH TpebosaHua.

YHHHTOREHHE O0KYMEHTOR J0MHHS OCHOBLBATHCA HA CNE0YIOWWE NpHHLKNaK,

a) YHHYTOWEHWE JOKYMEHTOR OoM%HO BbiTh CAHEHOHKUDOBAHHBIM,

b) QOKYMEHTEI, CEAIAHHBIE C NPEOCTOALLMMK MAK TEKYLLWMK cyaebHsiMg pasbnpaTenscTBaM4 ¥ paccne-
GOBAHMAMEH, YHAYTOMSHARD HE NOONEHAT, NoKa 3TH QERCTEMA NPOWCEOOAT MWW OHHOAKTCA;

C) YHMYTOMEHWE NOKYMEHTOER CNEOYET NPOBOOMTE TAKKM 0Gpason, YTobel 0BecnEYnTE NONHOE YHHYTO=
HEHWE, KOTOpOe COOTRETCTEYET BCEM OMpaHuYeHuAn De3onacHocT MAK JOCTYNA K GQOEYMEHTY,

d) DaET YHUYTOHEHMA DOKYMEHTOE DoNHeH BbiTe 3afMKCHpOBaH.
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