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Mpeaucnosue
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2 BHECEH TexHu4eckumM koMuTeToM o cTangapTusauunm TK 191 «Hay4Ho-TexHu4eckas nHgopmaums,
6ubnvoTeyHoe U U3aaTenbLCKoe Aeno»

3 YTBEPX/JEH W BBEOEH B AEMCTBUE Mpukaszom PefepanbHOro areHTCTsa Mo TEXHUYECKOMY pe-
rynuposanuio n metponorum ot 13 HosGpst 2008 r. Ne 310-cT

4 Hacroswwi cTaHaapT AEHTUYEH MexayHapogHoMy ctanaapTy MCO 23081-1:2006 «Undopmaums n
pokymeHTauwms. [Tpoueccs! ynpaeneHusi gokymeHtamu. MeTagaxHble ans QOKyMeHToB. YacTb 1. MprHumnnbI»
(ISO 23081-1: 2006 «Information and documentation — Records management processes — Metadata for
records — Part 1. Principles»).

Mpw NPUMEHeHUN HACTOSILLErO CTaHAAPTA PEKOMEHYETCA UCNONb30BaThL BMECTO CChINOYHbIX MeXayHa-
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5 BBE[EH BMNEPBbLIE
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BBepeHue

HacToswuit cTaHgapT ycTaHaBnMBaEeT OCHOBbI A4NA CO30aHWs, YNPaBneH!s 1 UCNob30BaHNA MeTaaaH-
HbiX 06 ynpaBneHWn QOKYMEHTaMu, a Takke 00bsaCHSeT NPUHLUMNLI, NeXallye B OCHOBE yripasneHust UMU.

HacTosiwmin cTaHOapT siBnsieTcsl pyKOBOACTBOM K MOHUMAHMWIO U NPUMEHEHUI0 MeTafaHHbIX B pamkax
MNCO 15489-1:2001 (R) «MHbopmaums U gokymeHTauus. YrnpasneHue sanucsimu, O6Lume nonoxeHusi». Hac-
TOSLLWIA cTaHaapT NogyepKMBaeT 3HAYUMOCTbL MeTafaHHbIX 00 ynpaBneHun 4oKyMeHTamu B 4enosbIX npolec-
cax W pasnu4HbIX pone’ U TUNOB MeTafaHHbIX, NoJAEepPKUBAOWMX LenoBble NpoLeccsl M MpoLecchl
ynpaBneHnsl JOKyMEHTaMu, a Takke ycTaHaBnNuBaeT CTPYKTYPY YNpaBneHa sTuMu MmeTagaHHbIMK.

B NCO 23081-1:2006 BegeHne genoBbix onepauuni TpakTyeTcs B LWWPOKOM CMbICNe, He OFpaHUYMBasACh
KOMMEPYECKOW enTeNbHOCTLH, a BKNoYaeT rocyaapcTBeHHoe ynpaBneHne, HeKOMMEpPYECKUEe OpraHnsannm
Y apyriie npeanpusiTus.

Hacrosiwuit ctaHaapT He onpegenseT obs3aTenbHbIA 4NA NpuMeHeHUst Habop MeTadaHHbIX 06 yrpas-
NEeHNK JOKYMeHTaMM, NOCKOSbKY 9TW MeTafaHHbIie OyayT oTnM4aTbesl B 3aBUCMMOCTI OT TpeboBaHWUiA 3aKOHO-
paTtenbctea. OfHako 9TOT cTaHAapT COOEDXKWUT HAbop OCHOBHLIX MeTafaHHblX, COOTBETCTBYOLWMA
TpebosaHuam NCO 15489-1:2001.

NCO 23081 cocToUT U3 HeCKONbKKX YacTen nod obLmM HasgaHmeM «MHbopMaums ¥ 4OKYMeHTaUus.
Mpouecce! ynpaBneHnsa gokymeHtamn. MetagaHHble 4ns QOKYMEHTOBY:

YacTb 1. MNpuHUmnbI

Ota vactb NCO 23081 ycTaHasnMBaeT OCHOBBI A5 CO34aHUSA, YrpaBnNeHns U NMpUMeHeHUst MeTafaHHbIX
06 ynpaBrieHnn JOKyMEeRTaMu, a Takke 0ObsICHAET NPUHLWMBI, KOTOpble YNPaBnsioT UMK,

YacTtin 2 1 3 coaepxat 6onee nogpobHyto MHopMmaLimio n o6ecnevnsatoT NpakTuyeckoe pykoBoACTBO Mo
BHeApEeHUIO, a TarKe METOAbl OLEHKM Habopa MeTagaHHbIX 06 ynpasneHWn JOKyMeHTamMu B COOTBETCTBUM C
npuHumnnamu aton yactm MCO 23081, STn vacTu ctaHgapTa OyayT NoAroToBNeHbl B BUAE TEXHUHECKNX OTue-
TOB, KOTOPbIE paccMaTpMBaIOTCH Kak LOKYMEHTbI, TpebyioLwne perynapHoro o6HoBneHus.
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HAUMOHANbHBIA CTAHOAPT POCCUNCKOWNW OEQEPALMNMN

Cucrema ctaHaapToB no uHdopmaLmnmn, GU6NMOTEeHHOMY M U3faTeNnbLCKOMyY Aeny

NMPOLUECChHI YNIPABNEHUA JOKYMEHTAMW. METAOAHHbBIE ANA QOKYMEHTOB
YacTts 1

MpuHuunsI

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

Aata sBegeHna — 2009—07—01

1 O6nacTb NpUMeHeHus

HacTtoswui cTaHaapT onvckIBaeT NPUHLUNLI NOAAEPXKKU U yNpaBnenns MeTafaHHbIMU 06 ynpaBrneHuu
AOKYMEHTaMW. OTW NPUHUMMbLI MPUMEHSIOTCA K:

- DOKyMEHTaM U WX MeTaZlaHHbIM;

- BCEM Nnpoueccam, KOTopble WX 3aTparueator;
nio6oit cucteme, B KOTOPON OHW XPaHATCS;
no6oi opraHW3aLnn, OTBETCTBEHHOMW 3a YNpaBneHe MK,

2 HopmaTUBHbIe CChINKK

B HacTosALieM CTaHAapTe UCNOMb30BaHA CCbINKa Ha CeayroLLMil MexayHapoaHbIi cTaHaapT:
NCO 15489-1:2001 «UHcbopmaums u JOKyMeHTaLMS. YnpaBnenue gokymeHTamu. ObLine nonoxeHus».

3 TepmuHbl M onpegeneHun

B HacTosiem cTaHgapTe npuMeHeHbl TepmuHbl no UCO 15489-1, a Taoke cnegylowme TepMmuHBI ¢ COoT-
BETCTBYIOLNMW OrpeseneHusiMu;

3.1 areHT (agent): OTaensHoe nuuo, paboyas rpynna unv opraHu3aums, OTBETCTBEHHas 3a/unu BoBne-
YeHHas B NpoLiecchl CO3aHuns, BBOAA W/WNV yNpasneHuAa JOKYMEeHTaMu,

3.2 cxema kogupoBaHusa (encoding scheme): Cncok Bcex AONYCTUMBIX 3HAYEHUA Ha HALMOHAMNLHOM
A3bIKE U/UNN CUHTAKCUHECKU KOOMPYEMbIV TEKCT, NpeAHa3HaYeHHbIN ANA KOMMbIoTEpHOM 0OpaboTku.

3.3 cxema metapaHHbIX (schema): Jlornyecknin nnax, NokasbIBalOLLMA OTHOLEHUA MeXAY dneMeHTa-
MW MeTafaHHbIX, 006bIYHO MOCPEACTBOM YCTAHOBIEHUA NPaBUN MCNOMb30BaHUSA U YNpaBreHUA MeTagaHHbIMN,
0cobeHHO KacaloLMXCA CEMaHTUKKN, CUHTaKcuca v onuuin (cTeneHn o6asaTenbHOCTW) AaHHbIX.

4 MeTtaaaHHble 06 ynpaBneHUn JoKyMeHTaMu

YnpaBneHue MeTagaHHLIMU — HEOTbEeMNEMas YacTb YpaBneHus JokyMeHTaMu, obecnequnsaloLlas Bbi-
NONHEeHWEe MHOXECTBA pasnUuHbIX chyHKUWIA U Lenei. B KoHTeKCTe ynpaBneHusl AOKYMeHTaMU MeTafaHHble
onpeaensiioTCs kak AaHHbIE, ONUCHIBAIOLWNE KOHTEKCT, CoAepXXaHWe U CTPYKTYPY AOKYMEHTOB, a Takxke rpoLec-
Cbl YNpaBneHUsa UMW Ha NMPOTSXKEHWUU BCETO XKU3HEHHOro Luukna aokymenta (MCO 15489-1, nogpasaen 3.12).
Camu no cebe meTagaHHbIe ABNACTCA CTPYKTYPUPOBAHHOW UNu NOMYCTPYKTYPUPOBAaHHON MHopmaLuei, no-
3BONAKLLIEN Co3aaBaTh, perucTpMpoBaTh, KnaccuduuupoBaTts, obecnednsaTte 4OCTYN, XpaHeHue 1 pasvelle-
HMe JOKYMEHTOB, B paMKax v 3a npegenamu ofHon Nubo Heckonbkux obnacted AesitenbHOCTU. Kaxaas na
3Tux obnacrtew npeacTaBnaeT chepy MHTENNEKTyanbHOro A3bIKOBOrO 06LUEHUs), coLManbHOW M/unv opraHnaa-
LIMOHHOI OeSATeNbHOCTY ONpeaeneHHoMN rpynnbl Nogen, pasgensiowmx onpegenetHslie LeHHocTy n obrapato-
LLUX onpeaeneHHbIMM 3HaHnsaMKU. MeTagaHHele 06 ynpaBneHum JoKyMeHTaMuy onycKaeTcs UCNonb3osaTh AN

Wapnaume ocdurunanbHoe
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naeHTUUKaLMK, NOATBEPXKAESHNAS NOAMUHHOCTA U KOHTEKCTYanusauuu QOKYMEHTOB W flofied, NpoLieccos u
CUCTEM, KOTOPbLIE CO3AI0T, YNPaBsioT, NOAAEPXKUBAT U UCIIONB3YIOT JOKYMEHTLI, a Takke AN MPUHUUNOS Mo~
TINTUKW, Ha KOTOPbLIX CTPOUTCS ynpaBneHue umu (cm. 9.1).

MepsoHavansHO MeTagaHHbIe ONpeaensoT JOKYMEeHT B MOMEHT ero Beofla, (PUkcupys ero CBs3b C KOH-
TEKCTOM AEeI0BOV AEATENBHOCTY M YCTAHaBMBasi KOHTPOb Hagd HUM. B Te4eHne XN3HEHHOTO LKIa JoKyMeH-
TOB WNW WX COBOKYMHOCTEN HOBble Cron MeTafdaHHbix 6yayT nobaBnsiTbcs B npouecce UCnosfib3oBaHus
[OKYMEHTOB BO BHOBb NPOBOAUMBIX AEMOBLIX onepauusx. 3To 03Ha4yaeT, YTo MeTajaHHbIe NpogoNKaloT Ha-
KannueaTk MHOPMALIMIO, KaCaloLLYyCA KOHTEKCTa yNpaBfieHns 4OKYMeHTamMu 1 4enoBbiX NpoLECcCoB, B KOTO-
PbIX WCMOMb3YITCA QOKYMEHTbI, ¥ COOTHOCHATCA C COAEPXKaTellbHbIMW 1 CTPYKTYPHLIMWU U3MEHEHUAMM
JokymeHTa. MeTagaHHble MOryT GbiTh UICTOYHUKOM MHhOPMAaLIMM O MHOMOKPATHOM MGMONL30BaHUW AOKYMEHTa
MHOIVIMUW CUCTEMaMK 1 ONS MHOXECTBa uenein. MetagaHHbie, NpUMeHsieMble K JOKyMeHTaM B Te4eHue Bcero
VX XKM3HEHHOTO LKA, MOXHO NPOAOIIKATL MCMONB30BATh NMOCSIe TOTo, Kak Camn A0KyMeHTbI nepecTaHyT 6bITb
BocTpeboBaHbl B 4€M0BbIX Lensx n byayT nepegaHsl Ha XxpaHeHue.

MeTanaHHble 06eCneYnBaloT ayTEHTUYHOCTL, HAAEXKHOCTE, TPUMEHUMOCTbL U LIENTOCTHOCTEL JOKYMEHTOB,
ofecneunBaloT ynpasneHue UM1 U NOHNMaHue UHpopMaLMOHHBIX 06BHEKTOB Kak hU3UYECKMX, Tak aHanoro-
BbIX 1 ungposbix. OgHako MeTaaHHbIMK Taloke HeobxoammMo ynpaBnsts.

YnpaBneHve QOKyMeHTamu Bcerga BkroyaeT B ceba ynpasneHne metagaHHbIMU. O HaKo 3NeKTpoHHas
cpeaa TpebyeT VHOMo BhIPAXEHKUS TPaAULMOHHBLIX TPeBoBaHUA M WHBIX MEXAHWM3MOB ANA MAEHTUMDWUKaLWK,
BBOAa, ONpeaesieHns CBOMNCTB 1 MCMOMb30BAHUA METadaHHbIX. B anekTpoHHOW cpede QoKyMEHTbI HopMaTUB-
HOro XapakTtepa — 3TO LOKYMEHTbI, COMNpOBOXAAeMbie MeTadaHHbIMUY, onpeaensiowmmm ux HOpMaTUBHLIA
cTaTtyc. ATOT HOPMaTVBHbIN CTATYC AOMKeH BbITh YETKO JOKYMEHTUPOBAH, @ He NoApasyMeBaTbCS, Kak B HeKo-
TOpbIX Npoueccax ynpasneHua GymaxHbiMy gokyMeHTamu. B anekTpoHHOW cpede o4eHb BaxHo obecneyntb
rapaHTMIo Toro, YTobbl B cUCTEMAX, KOTOPbIE CO3AAI0T, OCYLLECTBNAOT BBOA M yNpaBeHhe AOKyMEHTaMU, OCY-
LLECTBIIANOCH CO3AaHNe U BBOA MeTapaHHbIX 06 yripaBneHvun AokymeHTamu. W, HaoBopoT, 3nekTpoHHas cpe-
fa npefocTaBnsieT HOBble BO3MOXHOCTWM ANA ONpEAeneHUs M co3gaHuMA MeTajaHHbiX, a Takke ans
obecrie4eHns NONHOrC, CBOEBPEMEHHOIO BBOAA 4OKYMERTOB. 3TN QOKYMEHTbI MOryT ObiTb CBUAETENLCTBaMU
TpaH3aKUuiA unu HenocpeacTBEHHO BbITb TpaH3aKUMAMMU,

5 HasHauyeHMe MeTafaHHbIX 06 ynpaBneHUU AOKYMEHTaMN U nepcnekTnBbI
UX UCnonb3oBaHuA

5.1 HasHa4yeHue n ponb MeTagaHHbIX 06 ynpaBneHnn QOKyMeHTamMu

MeTafaHHbie NOALEPKUBAIOT AEMOBbLIE NPOLECCHI U NPOUECCHI YNpaBNeHsa AOKyMEHTaMu TeMm, YTo:

a) sawmwaloT JOKYMeHThbl Kak CBuAaeTenbcTBa JenoBol AesTeneHOCTU M obecneynBaloT UX JQocTyn-
HOCTb ¥ UCNOSIb3YEMOCTL Ha MPOTSXKEHUN BCEMO UX KUSHEHHOTO LiUKNa;

b) obneryatoT NoHMMaHWe (OCMbICIEHNE) DOKYMEHTOB;

C) nogaepxKuBaloT v obecrneynsaloT AoKasaTenbHy0 CuIly JOKYMEHTOB,

d) obecneunBaloT rapaHTUM NOANWUHHOCTY, HAAEXHOCTU W LENCCTHOCTU [OKYMEHTOB;

€) noAnepXuBaloT ynpasreHue [OCTYNOM, 3alMTy NepCcoHanbHbiX AaHHbIX U NpaBamu;

f) nogpepxuBaloT a¢hdeKTUBHBIA NOUCK U AOCTYN;

g) NOOAepXuBalT MHTeponepabenbHOCTb NYTEM KOHTPONMPYEMOro BBOAA SOKYMEHTOB, CO3[aHHbIX B
PasNUNUYHbIX TEXHUYECKOW M AeNoBOW cpeaax, ¥ No3Bonsis 06ecneynTb COXPaHHOCTb 3TUX JOKYMEHTOB B Teye-
HWe HeoBXoJMMOro Nepnoaa BpeMEeHH!,

h) obecneynBaioT NOrMYECcKyio CBA3b MEXOY OOKYMEHTaMU 1 KOHTEKCTOM UX CO3[aHNs, a Takke XpaHe-
HWeM UX CTPYKTYPUPOBAHHLIM, HaAeXKHLIM U 3DEKTUBHBIM CHOCOBOM;

i) NoALepXMBaIOT U MOEHTUMULIMPYIOT TEXHOSIOTUYECKYO CPEflY, B KOTOPOW 3MEKTPOHHbLIE LOKYMEHTb!
61 CO3[aHbI UNK BBEAEHDI, a TaKkKe YNPaBnSAoT TEXHONOrMYECKOW Cpeaon, B KOTOPOV OH NOOAEPXUBAIOT-
cs, AN BOCNPOU3BEAeHUS NOOJIMHHBIX JOKYMEHTOB Tak OO, Kak 3T0 HeobXoanmMo;

j) oBecneuynsaloT aPPHEKTUBHYIO M YCNELLHYIO MUTPaLMIO JOKYMEHTOB U3 OLHOM Cpefibl NN KoMNboTep-
Hoit nnaTdopMbl B APYIYHO, a Takke Nobyio Apyryto ctpaTerio obecneyerunss JONToBPeMEHHOTO XpaHeHNs.

5.2 MeTapaHHble 06 ynpaBneHuU JOKYMEHTaMM, NPUMEHSIEMbIE B OpraHn3aumm

5.2.1 Ob6uwme nonoxexrus

OpraHn3aumm JOMKHbI YCTaHOBUTb, Kakve TpeboBaHMA K MeTafaaHHbIM, ONUCaHHLIM B HACTOALLEM CTaH-
Japre, SBNAOTCA He06X0OUMbIMM OJ15 onpedeneHHoN MNn AnNs BCexX CUCTEM opraHuaaumn. OT1 peluenvs by-
OyT 3aBUCETb OT;
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a) penoeblix NoTpeGHocTel;

b) HopmaTuBHOI cpeapbl;

C) PUCKOB, KOTOPbIM NOABEPXKEHBI €TOBbIE ONEepPaLinun.

OTa oLeHKa MOXeT MaeHTUMDULMPOBAaTL, KakMe TUMNbl MeTaaHHbIX HeoBX0ANMO NPUMEHSTL B pasnny-
HbIX HanpaBneHNAX AEATENbHOCT OpraH13aLm, B 3aBUCUMOCTI OT CTENEHN pucka unv notpebHocTen aeno-
BbIX onepaLun.

CylLecTBYIOT pas3fuyHbie NepcrnekTMBbl UCTIONb30BaHUA MeTadaHHbIX 06 ynpaBneHun QOKYMeHTamu, Ko-
TOpbIe MOTYT cocyLlecTBoBaTb. OHU BKMIOYALOT B cebsi:

1) OenoByto NepCNeKTUBY, B KOTOPOW MeTafaHHble 06 ynpaBneHuy JOKyMeHTaMun NoaaepXveatoT geno-
Bble NPOLECChI;

2) nepcnekTuBy ynpasneHns AOKYMEHTaMK, B KOTOPOW G MOMOLLbIO MeTagaHHbIX (hUKCUPYIOTCS Xapak-
TEPUCTUKN OOKYMEHTOB M UX AENOBOI KOHTEKCT, a Taioke NOAREPKUBAETCH yrpasreHne umu;

3) nepcnekTMBY MCNOMb30OBaHUS, B Npedenax Unu 3a npegenami OeNOBOro KOHTEKCTa, CO3AatoLmMxcs
OOKYMEHTOB, B KOTOPOA MeTagarHblie NO3BONSIOT OCYLIECTBAATL fIOUCK, NOHUMAaHNE U uHTepnpeTaumio JoKy-
MEHTOB.

bonee neTanbHas KOHTEKCTyanu3aLusa MHdopMaLUKM MOXeT NoTpeboBaTbLCA ANA NOHUMaHUA U UCTIOSb-
30BaHUA OKYMEHTOB NO NPOLIECTBUU BpeMeHK, 0CoBeHHO Npu UCNONb30BaHUW UX BHE TOI AenoBoW cpeabl, B
KOTOPOW OHY BN co3gaHbl.

MeTanaHHble 06 ynpaBneHuu JOKYMEHTaMK COCTOAT U3:

i) MeTaaaHHbIX, OTPaXawLnx AENOBON KOHTEKCT, B KOTOPOM CO3aloTCHA UMY BBOAATCA JOKYMEHThI, a
TakKe CoaepXaHue, CTPYKTYpY 1 (bOpMy 3TUX AOKYMEHTOB;

i) MeTagaHHbIX, JOKYMEHTMPYOLLMUX NPOLECCHI YNpaBneHUst QOKYMEHTaMMU U [enoBble NPoLeccsl, B KO-
TOpbIX AOKYMEHTbI MCMOMb3YIOTCA BMOCMEACTBUK, BKMoYas niobble U3MEHEHWUs cogep)aHusi, CTPYKTYPbl U
BHeLUHero Buaa.

5.2.2 MeTtaaaHHble, o6pasylolmecs B MOMEHT BBOAa NOKYMEHTOB

MeTagnaHHble B MOMEHT BBOZA QOKYMEHTOB BKIO4YAIOT B ce0SA MHGOPMaUmMIo 0 KOHTEKCTe Co3aaHns o-
KyMeHTa, 4eMOBOM KOHTEKCTE, y4acCTBYIOLMX areHTax u MeTafdaHHble 0 Coaep>xaHnu, BHELLHeM Buae, CTPYyKTy-
pe U TeXHU4ECKWX XapaKTEpUCTUKaxX caMux AoKyMeHToB. OHW Mo3BONSIOT MCNONb30BaTh AOKYMEHTHI B
NPUKNagHoON U NHMOPMAaLIMOHHON cUCTEME N 0becneumBaioT X YNTaeMoCTb, FO4HOCTb K ynoTpebnenumio n
NOHUMaHNI0. KOHTEKCT AOKYMEHTOB BKtoyaeT B cebst nHopmMaumio o 4enoBbIX npoueccax, B KOTOPbIX OHY CO-
3paloTcA. OTU MeTagaHHble MO3BONSIOT MONb30BaTENsIM OUeHUBaTb HAAEXKHOCTb co3daTtenst AOKYMEHTOB,
CpeAy, B KOTOPOW AOKYMEHTbI Obini co3gaHbl, Lierb Unv npeanpuHUMaemMbie JeroBble ornepanum, a Takke ux
B3aMMOOTHOLLEHUS C APYTMMY SOKYMEHTaMMN UK UX KoMnnekcamu. MetagaHHble, AOKyMEHTUPYIOWME Aeno-
BOI KOHTEKCT, A0MKHbI ObITb HEOTHEMITEMOM YaCTbIO CO3aBaeMbIX JOKYMEHTOB W Noanexar BBogy 0gHOBpe-
MEHHO C BBOGOM 3TUX JOKYMEHTOB B CMCTEMY YNpaBreHns AOKyMeHTamu.

CTpyKkTypa QOKYMEHTa COCTOMT K3:

a) ero M3NYeCcKom UM TEXHUUECKON CTPYKTYphI;

b) ero nornyeckon CTPyKTYpbl, TO €CTb OTHOLUEHWI MeXaY S3NEMEHTAMU AaHHbIX, COCTaBASIOLMX JOKY-
MEHT.

AU acneKTbl CTOMb XKe BaXKHbI, Kak 1 CaMo cofilepxaHue. MeTafiaHHbIE 0 TEXHUYECKUX acneKTax AOMKHbI
ONUCLIBaTL CUCTEMY, C MOMOLLBIO KOTOPOW CO3AaKTCS UMW BBOASATCH AOKYMEHTbI, @ TaKKe TEXHUYECKUE Xapak-
TEPUCTUKN LINPPOBLIX KOMMOHEHTOB, KOTOPLIE OHU BKIKOYAKOT.

5.2.3 MeTaaaHHble, o6pasyrLmecs nocrie BBoAa AOKYMEHTOB

Bce npoueccht ynpaBneHnst AOKyMEHTaMU, OCYLLECTBIEHHbIE C OTAENbHLIM JOKYMEHTOM, UX TPynnown
UITW KOMNMEKCOM, A0JXHbI ObiTe JOKYMEHTUPOBAHBL. [INA COXpaHEHUsI [OKYMEHTOB M rapaHTUM UX NOANMHHOC-
T, HAAEXHOCTU, NPUMEHUMOCTM U LeNOCTHOCTM HEOBX0QUMO co3fdaBaTth MeTagaHHbie, koTopele obecnedaT
3anyck UM oKyMeHTUMpOBaHMWE NPOWEeCCOB yNpasneHus A0KYMeHTaMu (B JaHHOM CTaHAapTe Ha3BaHHbIe «Me-
TagaHHbIMU Npouecca»). AT MeTafaHHble JOMKHLI BKoYaTk B cebs uHopmaumio 0 npoueccax ynpasne-
HUS, KOTOpblE NPUMEHSANUCL UNU ByAyT NPUMEHATBCA K KaxaoMmy AOKyMeHTY. YPoBeHb AeTannsauuu
AOKYMEHTUPOBaHWA NPOLECCOB ynpaBfeHvs JOKyMeHTamu ByaeT MeHATLCS B 3aBUCUMOCTM OT NoTpebHOCTEN
ynpaenexnsi. MetagaHHble 0 npoueccax ynpasfeHusi LOKYMEHTaMu JOMKHbI NPUMEHSATLCSI B TEYEHWE BCEro
XU3HEHHOTO Uukna gokymenTa. Mpouecchl ynpasneHnst JOKyMeHTaMM Takke CO3Aal0T M UCNOMb3YIOT TEXHU-
Yyeckne MmeTagaHHble AnA BU3yanisauum 1 BOCNpousseaeH!Us UMpoBbIX AOKYMEHTOB, KOTOPbLIE AOMKHBI BbITb
BOKYMEeHTUpoBaHbl. KpoMe Toro, omkHbl 6biTb AOKYMEHTUPOBaHLI IIoBble U3MEHEHWUs CodepKaHUs, KOHTEK-
CTa M CTPYKTYpbl AOKYMEHTA, Bbl3BaHHbIE YIPaBIEHYECKON [EATENBHOCTLIO.
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[enosble npoleccs!, Npuseiune k obpalleHunio K JOKYMeHTaM, AOMKHLI Taloke foKyMeHTMPOBaTbCs B
MeTafaHHbIX B TEHEHWE BCETO XU3HEHHOTO LMKNa AoKyMeHTa. Takvue NpoLecchl MCnonb3oBaHus LOKYMEHTOB
BKMIOYAIOT YCTAHOBNEHWE CBSA3W AOKYMEHTOB: C AENCTBUAMW, WHULMMPOBaHWEM AENCTBUA W C Bpyrumu
LOKYMEHTamy.

Bce MeTafaHHble 0 AOKYMEHTE (DOPMUPYIOT HOBbIA JOKYMEHT, @ UMEHHO JOKYMEHT MeTaZlaHHbIX, KOTO-
PbIM TaKKe HY)XHO ynpasfsTb. [JOKyMEHT MeTafaHHbIX, paBHO Kak M CaMn MeTaaaHHbIe, HeoBXoaMMO coxpa-
HATL 4O TEX Mop, Noka CYLUEeCTBYeT OpuriHan AokyMeHTa, B cnyuae nepepaqu QOKYMEHTOB XpaHUTenem unu
Briagenbliem Ha nocrneaytllee XpaHeHe Unu YHUUTOXEHNE HEKOTOPbIE MeTafaHHble MOryT NoHafobuTscs
ANA NOATBEPXKASHUS (haKTa CYLLECTBOBAHMS 3TVX JOKYMEHTOB, YPaBMEHUA UMM U NX MECTOHAXOXAEHVS.

6 lMpaBa v 065A3aHHOCTH areHTa

B oTHOLUEeHUM MeTafaHHbix 06 ynpasneHun SOKyMeHTamn OOMKHe! BbiTh onpeaeneHsl npasa u o6a3aq-
HOCTV OTBETCTBEHHbIX NNL, KOTOPbIE AOMKHBI BbITh JOBEAEHBI 4O CBEAeH s BCEX COTPYAHNKOB OpraHnsauuy.
Mpw BbISIBNEHNM HeOGXOQMMOCTN B CO34aHWK ¥ BBOAE MeTagaHHbIX 06 ynpasneHnyn JOKyMeHTamu LOSKHO
BblTb YCTAHOBMEHO, KTO OTBEYaEeT 3a BbiNonHeHne Heobxoaumbix gencteuin (MCO 15489-1, nogpa3sgen 6.3).

Clopa BKMIOMalOTCA Npasa W 0653aHHOCTY, BO3HUKAOWME B XOAE BbINONHEHUS AeNnOBbiX onepauui 1
NPOLECCoB yRpaBneHus gokyMmeHTamu. OHv Z4OIKHLI ObiTb pacnpenereHbl Mexny BCeMn COTPYAHNKamMn opra-
HU3ALMM, CO3OAOWMMU, BBOAALLIMMM U YIPABIISOWMMIN MeTagaHnHsiMu. Cloda BXOONAT: cneumanmcTbl B 06-
nacTu yripaBneHns OOKYMEHTaMW, Crneuvanmctsl B 06nactvt CMEeXHbIX WHOPMaUUoHHBIX npodeccui,
pYKOBOOWTENM, aAMUHWUCTPATOPbI CUCTEM YNpaBneHVsl QOXYMeHTaMu v gpyre crieumanuctbl, cos3galowmne
W1 3aHMMAaIoLWMecs BBOAOM JOKYMEHTOB M COOTBETCTBYIOLMX METaAaHHbIX B NpoLecce CBOeN AesTenbHoC-
. Ocobble npaBa, OTBETCTBEHHOCTb 1 OTHETHOCTb B OTHOLIEHWUW YApaBReHNA MeTagaHHbIMN JOMKHbI BbITb
BO3MOXEHbI Ha YNOMHOMOYEHHOE NMUO B Npegenax opraHnaaumu, YTo GomKHO BbiTb 3akpensieHo B COOTBET-
CTBYHOWMX HOPMAaTUBHBIX JOKYMEHTaxX opraHnsauimiu.

37y 0653aHHOCTU BKITIOYAIOT B cebs crneayiowme nonoxXeHns:

a) cneumanucTbl B o6riactn ynpasneHust AOKyMeHTamy OTBEYaIOT 33 HAAEXHOCTb, MOANMHHOCTL, NpUMe-
HUMOCTb 1 LLENOCTHOCTL MeTafaHHbIX, CBSi3aHHbIX C AOKyMeHTamy, a Taoke 3a obydeHune nons3osaTenen seoay,
ynpaeneHuto 1 NCNoNb3oBaHMIo MeTadaHHbIX. OHW y4acTBYIOT B onpegeneHun TpeboBaHnii K MeTafaHHbIM, Npu-
HUMMOB COOTBETCTRYIOWEN NOSMTUKA N CTPATEINMK, a Taloke KOHTPONUPYIOT NPOUECC CO3AaHNA MeTadaHHbIX;

b) BCe COTPYAHMKM OpraHn3aumm BeINCNHAIOT cBov 06A3aTenbcTBa No obecne4eHmnio TOHHOCTY U NOMHO~
Tbl METAAAHHBIX 00 ynpaBneHuy OKyMEHTaMu, 3a KOTopble OHWM 0TBEeYaloT;

C) PYKOBOZCTBO HECET OTBETCTBEHHOCTL 32 Pearin3aLmio Ha NpaKkTuke Mep BHYTPEHHEro KOHTpons ans
TOro, YToObI KNUEHTLI, aYANTOPbI, CYAb! ¥ Apyre YNonHOMOYeHHbIe NoNbL30BaTeN MOTNK NonaraTbCa Ha UH-
chopmaunio, KOTOPYK NpeaocTaBNseT opraHusauma. PYKoBo4CTBG HECeT OTBETCTBEHHOCTL 3a NOAREPKKY UC-
NoMb3oBaHNs MeTafdaHHbiX 06 ynpasneHUt QOKYMEHTaMu 1 MPOBEeAeHUe COOTBETCTBYIOWEN MOAUTUKU BO
BCel oprann3auun;

d) nepcoHan B 06nacTt “HOPMALMOHHBLIX TEXHOMNOIUIA OTBEYAET 3a HAREXHOCTL, NPUMEHUMOCTD U Lie-
NOCTHOCTL CUCTEM, UCTIONb3YeMbIX ANs BBOAA ¥ NoaaepxaHns meTafaaHHsIx. OHW 0TBETCTBEHHBI 3a obecne-
yeHue TOro, YTobbl BCce MeTagaHHble 06 ynpasneHWn OOKyMeHTamu 6hink CBA3aHLI C COOTBETCTBYIOLMMU
OOKYMEHTaMW, U 33 COXPaAHHOCTL 3TNX CBS3EN.

NcnonHeHne 3TuX 06A3aHHOCTER JOSMKHLI NMOSAEPKWBaTE CreuunansHble nporpammbl oGyyeHus. Ons
KOHTPOSIA UCNOSTHEHWS NepeYncenHblX Boilile 0693aHHOCTEN creayeT MCNosfib30BaTh NPoLeayps ayguTa.

7 MetagaHHble 06 ynpaBneHun QOKymeHTaMu cpeam apyrux obnacreu
MeTagaHHbIX

7.1 O6wue nonoxeHun

MeTagaHHble MoryT 6biTb CO3AaHbI, BBEAEHb U UCNONL3OBAHbLI AFIA KOHKPETHOW Uenu nnv anst MHOrmx
uenei AeNoBLIX onepaunin. 3TK Lenn MoryT BKIoYaTs 4enoBbie onepatum, NpoBogMMbIe B 9NEKTPOHHOU thop-
Me: XpaHeHve, onucaHue, OTKPbITUE PECYPCOB U yripasneHne npasamvu. MetagadHbie 06 ynpasnesuy Aoky-
MEeHTaMn MOTYT UCMONL30BATLCH AN BLINONHEHUS) BCeX 3Tvx uenei. Hanpumep, mMeTagaHHble B MOMEHT
BBOJA AOKYMEHTA MOTYT HaCne[oBaTh U paclUnpsiTh ONUCAHNE PECYPCOB, 8 TAIOKe MOrYT BblTb MCMONb30BaHb!
Ans OTKPbLITUA pecypcoB. MeTagaHHble 06 yripaBneHuyn OKyMeHTammn MoryT BbITh YHacnegoBaHbl Uny nasne-
YeHbl U3 CUCTEM NYTEM NOCNEeL0BATENLHOIO BLINOMHEHUS 4EACTBUA, CTAHAAPTHOIO 0OUCHOIO NPOTrPaMMHOI0
obecneyeHus, CUCTEM 3MEKTPOHHOM NOYTLI K APYIVX CUCTEM enoBbIX onepaumi.
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Hu meTapaHHble, o6pasyioLmecs B MOMEHT BBOAA AOKYMEHTA, HU MeTagaHHbIe fpolecca, OTHOCSILLne-
CAl K MeTagaHHbIM 06 ynpasneHun JOKyMeHTaMK, He MOryT CyLLecTBOBaThL B u3onsauuy. CnegosatesibHo, He-
o6xoAMMo paccMmaTpuBaTb CO3AaHWe M BBOJ MeTalaHHbIX 06 ynpaBneHWM gokymeHTamu B pamkax Gonee
LIMPOKOTo KOHTeKCTa Ans obecneveHnsi rapaHTUM yCTAHOBNEHUsS! COOTBETCTBYIOLLMX CBS3EA N OTHOLIEHWIA C
Lenbio nsbexaHus oy6npoBaHns UNu USNULLIHEro NPOu3BOACTBA METAAAHHbIX.

7.2 MetagaHHble ANA AenoBbIX onepauni, NPoBOAUMBIX B 3/TeKTPOHHON chopme

MeTtagaHHbIe NOMOraloT OCYLIECTBNATL AeMN0BbIe onepaLn B 3NeKTPOHHON hopme, BKNIoHas 3NEKTPOH-
HYI0 KOMMEpLIIO U 3NEeKTPOHHOE ynpasrneHue. MoryT 6biTh BBeAeHbl MeTaaaHHbie 660 BCex cTaausax npouec-
COB AEMN0BbIX Onepawnit, NPOBOAUMBIX B 3NeKTPoHHOW chopmMe. Clofla BKMIOYAOT AaHHbIE O MECTOHaXOXAEHUU
usaenui, cnyxobl, NOCTaBLUVKa U KIIUEHTA, COrnallueH1s 0 CpoKax 1 YCNoBUAX AeNOBbIX ONepauuni, SNeKTPpoH-
HO-UMpOBLIE NOANUCK U CaM NPOLIECC 3aKMoYeHNUs caenok. 3TM MeTafaHHble obecneunsaioT uHdopmaLuio
0 AENOBOM KOHTEKCTe U, TakMM 06pa3oM, MOMyT YacTUYHO COBMaAaTh € KOHTEKCTyanbHbLIMU MeTaaaHHbIMU
(cm. 9.2.1), a TaKKe CO CTPYKTYPHLIMU MeTaaaHHbIMU (cM. 8.2.1), MeTaaaHHbIMK Be3onacHocTy (cM. 9.2.4) u
MeTagaHHeIMy focTyna (cMm. 9.2.3).

7.3 MeTapaHHbLIe AnA obecre4eHnst COXPaHHOCTHU

ObecneyeHne coxpaHHOCTU M AocTyna K uHdopmaumu, ocobeHHo cosgaHHoWn B uudpoBon dop-
Me, — 3T1o nNpobnema gokyMeHTosea4Yecknx, 6ubnumoteyvHsix u apxmeHbix coobiecTs. MHdopmaunoHHas Tex-
HOMOMs OTHOCUTESNIbHO N3MEHYMBA NO CPaBHEHUIO C TPagMLUNOHHON ByMaXXHON TeXHONOrMen naroToBreHus
AokymeHTOoB. [oaToMy Ans pelwerus Nnpobnem, CBA3aHHbIX C NOCTOAHHBIMW U3BMEHEHUSIMUN TEXHOOMMKU, Tpeby-
0TCA QONOMNHUTENbHbIE TEXHUYECKME MeTafaHHble. [ns obecneyeHns CoOXpaHHOCTU HeoBXoanmMb! SONONHU-
TeIbHblE CTPYKTYpHbIE MeTagaHHbie U MeTagaHHble 0 XxpaHeHun (cM. 9.2.1), a Talke HeKOTopble MeTafiaHHble
0 npoueccax ynpasneHus gokyMeHTamu (cMm. 9.6). Ciofa Bknio4aloTCA MeTaaaHHble O npoueccax ynpasneHus
ACKYMeHTaMu, CBsi3aHHble C OCTYNOM 1 6e3onacHOCTbIo, Nepeaaqen, KOHBEpPCUen N murpaumen JOKYMeHTOB
ansi obecneyeHns He TONbKO [4OCTYMHOCTY JOKYMEHTOB, a TaKke U UX NogIMHHOCTH, HageXHOCTH, NPUMEHM-
MOCTW M LENOCTHOCTU B TEYEHUE ANWUTENIbHOTO BPeMEHM.

7.4 MeTapaHHble ANA onNUcaHUA pecypca

OpHow U3 nepsBoouepeHbIX obracTteil UCNONb3OBaHUS MeTafaHHbIX SIBNSETCA ONUCaHWe pecypcos.
3TMK pecypcamuy MoryT BbiTh KHUMM, XXypHanbl, BUAeoUNbMbI, JOKYMEHTbI, M30BpaxeHns u apTedakTsl.
Ciofa Tarke BKMIOYaOT AOKYMEHTbI, NepefaHHble Ha apxuBHoe XpaHeHne. MeTagaHHble Heobxoaumel ansi
naeHTnmMKalMmM pecypcos U MOTryT BKIloWaTk B cebs HaasaHue, cospatens (cosgaTtenew), Aaty (gaTsl), yHU-
KanbHbIA OEHTUDUKATOP, CBEAeHUs 06 OTHOLLEHUW K APYTMM pecypcam (Hanpumep, MoNoXeHUe B Cepun) 1 nx
napamerpbl (HanpuMep, pasmep unuv AnnHa). Hekotopble 13 3TUX aNIeMEHTOB MeTafaHHbLIX TakKe UCMOoNb3y-
IOTCSI B KOHTEKCTE YnpaBneHust AoKyMeHTaMmu. OHU CXOAHbI Y MOTYT COBMELLATLCS C AIeMeHTamn NepBUYHBLIX
MeTaflaHHkIX, CO3aHHbLIX B MOMEHT BBO/a AOKYMEHTa, (OUKCUMPYHOLLUX coaepxaHue aokyMmeHTa. OfHako Ha-
6op onucaTenbHbIX MeTafaHHbIX 06 ynpasneHn AoOKYMEHTaMU U NPUMEHSIEMBIX NS apXUBHLIX Lienei obbiv-
HO LIMpe, YeM CTaHAAPTHLIV Habop onncaTenbHbIX METAAaHHbIX, U MOXET BKIo4aTh B ce6s Apyrue aNeMeHThl,
Takue Kak, Hanpumep, KOHTeKCTyanbHble MeTafaHHbie (cM. 9.2.1).

CylllecTByeT TecHas CBA3b MeXY yKasaHHbIM Bbille TUMNOM MeTafaHHbIX U apXUBHbLIM ONMUCAHUEM.
ApXUBHbIE YYPEXAEHNS UCTIONBLIYIOT MeTaaaHHbIe 4151 ONUCaHUSl apXUBHbIX AOKYMEHTOB C Lienkto obecneve-
HWS1 UX COXPAHHOCTH, pa3MeLLeHUs UX B aAMUHUCTPATUBHOM KOHTEKCTE U KOHTEKCTe ynpasneHusi JoKyMeHTa-
MW, a Tawkke AN obecnedeHUss UX MCMoONb3oBaHWA W ynpasneHusi. Takum o0pasom, CyllecTByloLiue
CTaHaapTbl NO apXMBHOMY OMMCaHUD, a uMeHHo ISAD/G u ISAAR (CPF)"), B3auMocBs3aHbl ¢ METaaaHHbIMM
06 ynpaBneHun JOKyMEHTaMK, NOCKONbKY o6a HanpaBneHUs CBS3aHbl C QOKYMEHTUpOBaHWEM NPoLEeccoB ae-
NOBOrO KOHTEHTA U ynpasneHusi. ApXUBHOe ynpasneHue, BKOYAasl apxXUBHOE onucaHue, sensieTca A0NonHU-
TeNbHOM U MPOAOIMKUTENLHOW OesTeNbHOCTLI ONS Tex AOKYMEHTOB, KOTOphle WASHTUMULMPOBAHLI Kak
UMeroLLiMe apXUBHYIO LEHHOCTb. Takum 06pa3oM, pekoMeHayeTCsa co3aaBaTh U UCMOML30BaTh (PyHKLIMOHAMbL-
Hble BO3MOXHOCTU CUCTEM ANA MUTPaLIMM MeTafAaHHbIX Mexay cucTemami ynpasneHust JOKYMeHTOB K cucTe-
Mamu ynpaeneHus apxmBaMu oprasusauuu.

" ISAD/G v ISAAR (CPF) SBNSIOTCS CTaHAapTamy, BbiyLLEHHBIMIA MeXgiyHapoaHsIM coBeToM no apxusam (ICA,
www.ica.org). ISAD/G — MexayHapoaHbIi CTaHAapT no apXUBHOMY onucaHuio (O6Lwme npuHUMNGY), obecneunBalowLnii
pyKoBoAsLLME yKa3aHna ANs ONucaHnsa AOKYMEHTOB W Ux cosokynHocTen. ISAAR (CPF) — MexayHapoaHbii cTaHOapT no
apXMBHbLIM JOKYMEHTam OpraHoB BMacTh (Kopnopauwu, oTaensHble NMMYHOCTH, CeMbk), NpeaycMaTpuBalowniA pykoBoas-
WHe ykasaHusa ONs onucaHust opraHusaumnit-chorgoobpasoBateneil. (MexayHapoaHbIA CTaKaapTHLIA 3TanNOHHbLIA apXuB-
HbIl fokymeHT. CTaHAapTHas 3anncb cBUaeTeNLCTBA 06 apxXMBHOM opraHe).
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7.5 MeTapaHHble ANA OTKPLITUA pecypca

MeTafaHHbie ANA OTKPLITUA PECYPCA, TO eCThb ANA MHDOPMALIMOHHOrO NOUCKa, BKIMIOHAOT U NPEBOCXOAAT
ofbeM onvcaTensHbIX MeTadaHHbIX (M. 7.4). MpeacTasuTeny AenosLIX KPYros — pykosoavTent (MeHeaxe-
pbi) OpraHuaaumum, UHMOpMaUNoHHBIe PaBoTHKM 1 Apyrve NOMb30BaTENN HY)XXAA0TCA B UCNONL30OBAHUN METa-
OaHHbLIX NpU noucke uHdopMauuu. MNMpumepamu NoAAEPKKM OTKPLITUSI PECYPCOB SIBNSIOTCS MeTafaHHble 06
MHAOEKCMPOBAaHMUM, KNaccuduKkaLimmM U MeCTOMNONOXEHUA AOKYMEHTOB. Takve MeTafaHHbIe Taloke noaaepxusa-
10T CpeacTBa ynpasneHusi QOKyMeHTaMy, obecneunsalollme oTKpbiTUe JOKYMEHTHLIX pecypcoB. B KoHTekcTe
ynpaeneHusi AoKyMeHTaMu 3T MeTafiaHHbIe, NpeXae BCero, CoAepXar AaHHble o cnocobax gocryna K AoKy-
MeHTam (cMm. 9.2.3).

7.6 MeTapaHHble ANA yNpaBfeHUA npasaMu

YnpaBneHxue npaBamy MOXET PacCMaTPUBATLCS Kak 0COBLIA TUM UMK acnekT AeroBbiX orepauui, MpoBo-
BUMbIX B 3NEKTPOHHOM (hopMe, Tak Kak OHO CBSI3aHO C yNpaBneHneM npasamu 1 UCNoNb3oBaHNeM HdopMaLm-
OHHbIX pecypcoB areHTa. Cioia BKNHOYAKT ONUCaHUe, OLIEHKY, KyMNilio-npofaxy, KOHTPONb ¥ OTCREXUBaHUE STHX
npas. Ynpasnexve npasamMu TpebyeT MeTaflaHHbIX, KOTOPbIE OMNWUCLIBAIOT TPY KMHOYEBLIX 06LEKTa, YHaCTBYOWIMUX
B UCNOMbL30BaHUA MHOPMALMOHHBIX Pecypcos. TUMU TpeMsa obbekTaMy SBMSIOTCA Y4acTBYIOLE CTOPOHBI
(Hanpvimep, cosparens, uaaatens U noTpebuTens); coaepxaHue BO Beex ero hopMax U HenoCpeaCTBEHHO CaMu
npaBa (HanpuMep, paspeLleHisi, OrpaHUHeHust 1 nnarta 3a UCnosnb3oBaHve).

8 YnpasneHune meTagaHHbLIMM

8.1 Ofuwue noroxeHun

YnpasneHue meTagaHHbIMi MOXeT GbiTh pasgeneHo Ha ase obnactu:

a) cosgaHue, BBOA M ynpasneHne MmetagaHHsIMu 66 yrnpaeneHun JOKyMeHTamu,

b) cosgaHue, OCYUIECTBEHUE, NOAAEPXKKY i yNpaBieHWe NpasrnaMu, perynupyiowmmMm 3T1 NpoLecchi
¥ COOTBETCTBYIOLLME UM CTPYKTYPbI, BKNIoYas onpeaeneHne Tunoe gokymeHTta (DTDs-cxeMbl), cxemb! unu cno-
Bapu AaHHbIX,

8.2 YpoBHU NpuMeHeHUs MeTagaHHbIX

B 3aBUCMMOCTU OT Hy)XQ W TpeGoBanNi opraHn3aUuny MeTafaHHble, onvcaHHbie B 3TOM NyHKTe, Jornycka-
€TCA NPUMEHSITTb Ha Pa3NIMYHbLIX YPOBHSIX, @ UMEHHO, K.

a) oTaenbHbIM JOKYMeHTaM,

b) rpynnam unv coOBOKYNHOCTAM AOKYMEHTOB W/Unu

C) UenbiM cucTemMam LOKYMEHTOB.

CucTteMbl JOKYMEHTOB [0MKHbI 6biTh pa3paboTaHbl Tak, 4Tobbl BBOA MeTafgaHHbIX Ha MobbiX YPOBHAX
yOOBNETBOPAN NOTPeGHOCTY opradmu3aumn. Cneayet 0OTMETUTb, YTO EChN OOHU 3NEMEHTLI MeTagaHHbIX (Ha-
npuUMep, HasBaHue) JoMKHbI NPUMEHATLCA K KaXA0MY AOKYMEHTY B CUCTeMe, TO Apyrie AonycKaeTcs npume-
HATb Ha YPOBHE KOMMINEKCOB JOKYMEHTORB, @ HE K OTAENBHOMY [OKYMEHTY.

8.3 Cozpganme v ucnonbL3oBaHMe MeTaZaHHbIX

CospaHue U NpUMeHeHe MeTadaHHbIX K JOKYMEHTaM MOXKET M JOIDKHO NMPOMCXOAUTL Ha NPOTSHKEHWUU
BCEr0 XXMN3HEHHOMo LUKKNa JOoKyMeHTa.

MHorvie MeTagaHHble, YNIOMSIHY ThIE B STOM MYHKTE, HE0BX0OMMO co3paraTe OQHOBPEMEHHO C BBOAOM J0-
KYMEHTOB, UX pericTpaunei u knaccudukaumen, Kak onucaro B MCO 15489-1, nogpasgenax 9.3, 9.4 u 9.5.
OHu onpenensioT AOKYMEHT B MOMEHT BEBOAE, (DUKCUPYRA €ro B AeN0BOM KOHTEKCTe U obecneunBas npouecch!
yrnpaBnexust.

CosgaHue v BBOA METaAaHHLIX JOMKHbLI NPOAOIMKATLCH M NOCne co3faHna AoKYMeHToB. MeTagaHHble He-
ob6xoamMmo 0B6HOBNATL NO MEpe TOro, Kak JOKYMEHTbI, yHacTBYIOLME B TPAH3aKLMAX, CTAHOBATCH CBA3aHHbIMU C
APYrMMIN OOKYMEHTaMK; MEHSIIOTCA NOTpebHOCTHY ynpaBneHnst; cucTeMbl ynpaBneHus A0KyMeHTaMy NepeaatoTca
OT OAHOW OpraHv3auum apyrovi. MetapaHHble BOMmKHBI 0TpaXaTb 3Ti UaMeHnBLLUMECH obcToaTenbCTBa. Takve me-
TagaHHble Ha3biBAIOTCA MeTagaHHbIMU npouecca (cm. 5 2.3).

Bsoa v noanepka 3TuX MeTafaHHbIX [0MKHbI OCYLUECTBNSTLCS Kak 00bIMHas YacTk JenoBbIX onepaumn
¥ NpoLuecca ynpaBneHns AOKYMEHTaMU.

1 puMedyaHune— Knaccucukaums okyMeHTos cornacHo MCO 15489-1, noapaagen 9.5, MoxeT obecneunts
MHOT1e NpU3Hakv MeTafaHHbIx, Tpebylowmecs B8 9.2.4 n 9.6.
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8.4 NMpouecch! ynpasneHUst MeTaaaHHbLIMMK

8.4.1 O6iime nonoxeHusn

YnpaBneHue MetafaHHbIMU BnedeT 3a coboi npouecckl, koTopbie uanoxeHst 8 NCO 15489-1, pas-
nen 9: cosaaxue, BBOA, XpaHeHne, onucaHue, NoAAepXKy, A0CTYN, ONpeaerneH1e NONUTUKK, CTpaTeruii n Me-
TOOOB.

8.4.2 OnpepneneHne NOMUTUKN M METOROB ’ ,

AreHTbl, BKNoYas yrpasnsoLmx JOKYMeHTamW, [OMKHbI onpeaensith U JoOKyMeHTUpoBaTbL NPUHLMNbI No-
NWUTUKL 1 NpaBuna ynpasneHns MeTagaHHbIMUY, a Takke SICHO (hopMynupoBaTh TPeGoBaHWUA ANA CTPYKTYP Me-
TafaHHbIX B COOTBETCTBUM C UX AENOBLIMU NOTPEGHOCTAMMU. 3TU NPUHLMMLI NONMMTUKA U NPaBUNa BKMOYAIOT B
cebs cnegylowme nonoxeHus: pacnpegeneHie obssaHHOCTeN, onpegeneHune Toro, kakue MetTagaHHble Heob-
XOANMO CO34aBaTh U BBOOWUTL, KOTAA U U3 KAKMX UCTOMHUKOB, Kakne CTPYKTYPbl METafaHHbIX OOMYCKAKTCS, Ka-
kue cTaHgapTbl M CUCTEMbI NOLAEPKKK CNEAYET NCMOMNb30BaTb.

8.4.3 Coszganve U nonaepxka MeTagaHHbIX

YnpaBnsioLine LOKYMEHTaMn AOMKHbI MOEHTUULINPOBaTL, Kakue MeTadaHHble HeobXoaMMo cosaasaTh
¥ BBOAMTb NpU CO34aHn1 U nogaepke A0KyMeHToB. lNpouecc 06pasoBaHns MeTafiaHHbIX B MOMEHT CO3[aHus
AOKYMEHTOB A0MKEH KOHTPONMPOBATLCS U LOKYMEHTUPOBATLCS.

MeTagaHHble 0 CO3AaHVU UNN U3MEHEHUN METaflaHHbIX O LOKYMEHTe Takke HeobxoauMo onpeaensTs U
xpaHuTb. OHW ByayT noanepXxusaTb HaANEXALLYIO U COAepXKaTENLHYIO AOKYMEHTaUN0 06 M3MeHeHUsAX, Npons-
BEEHHbIX B JOKYMEHTE MeTafaHHbIX,

8.4.4 Coapanne v nopgaepxka CTPYKTYp ANA ynpasBrneHna MeTagaHHbIMMK

CTpyKTypbl ANst BBOAA, XpPaHeHUs 1 ynpasneHus metagaHHeimu (cMm. 8.6) cnepgyeT paspabatbiBath M
onpeaensTb C y4eTOM COOTBETCTBUSA HOpMam 1 TpeboBaHnsM, NpeAbsaBNAEeMbIM K yrpaBiieHI0 JOKYMEHTaMu.

Heo6xoamMmo, 4To6bl B3aMMOCBS3M MeXay 3eMeHTaMn MeTaaHHbIX M Mexay HUMKU U 0DbekTamy UH-
dopmaumu, KOTOpPbIE OHU OMUCHIBAIOT, GbINK NMOCTOAHHBIMU,. TU OTHOLLEHWUA CrneayeT NPaBUbLHO U MOCTOSIHHO
noodepxuneatb, ocoboe BHUMaHWeE Npu 3TOM Heobxoanmo obpaulaTb Ha UsMeHeHUs, NpoucxoasLLve B pesynb-
TaTe Murpauunm, KOHBEPTUPOBaHMSA M Opyrux mep no obecnevyeHnto COXpaHHOCTM.

8.4.5 OnpeneneHwe, KOrga U Kakue MeTagaHHble cneayeT BBOAUTL

AreHTbl, BKINOYas ynpaensaowmnx JOKyMeHTaMu, A0MKHbI ONPeRensiTs, KAKUe MeTadaHHsle HeobxoauMo
BBOAUTb, BPEMSA UX BBOAA W U3 KAKUX UCTOMHUKOB. OTK TpeboBaHWUA K METaAaHHbIM LOMXHbI OCHOBLIBATLCS Ha
npoueccax ynpasneHus AoOKyMeHTamm, onpegeneHHoimn B MCO 15489-1, pasgen 9. YacTtblo aton gesrens-
HOCT¥ SIBNAETCA onpeaeneHve cnocoba BBoAa MeTafiaHHbIX (BPYy4HYIO UK aBTOMaTUYECKH).

8.4.6 [lokymMeHTMpOBaHMe U BHeApeHue cTaHaaprta

AreHTbl, BKIIO4as yNpaBnslowmuxX AOKYMeHTaMu, AOMKHb! 4OKYMEHTUPOBAaTL NpaBuna U NoNMTUKY No no-
cnefoBaTefisHOMY UCMONb30BaHUIO CTaHAAPTOB, CTPYKTYP, TEPMUHOB U T.4. OHW QOMKHbI rapaHTUPOBAThL, YTO
3TN CTPYKTYPbl METadaHHbIX, TEPMUHbI, ONMUCaHMS 06bEKTOB 1 aTpuByThl NCNONL3YIOT Hagnexawmm obpa3om.

8.4.7 XpaHeHue MeTagaHHbIX

AreHTbl, BKOYAsA ynpasnsiowmnx AOKYMEHTaMU, JOMDKHbE NPUHUMATL pelleHust o cnocobax xpaHeHus
MeTagaHHbIX. [Py NPUHATMN TakuX peLLeHnin criegyet NPUHUMATL BO BHUMaHWe NOCTOSHHYH0 CBA3b MeXIY Me-
TagaHHbIMK M 06bekTamu, K KOTOPBIM OHU OTHOCSTCA UK NpUHaanexar. MeTaaaHHble AoNYCKAeTCA XPaHUTb
BMECTE C IOKYMEHTaMu n/unm oTaenbHo B 6ase(ax) AaHHbIX. KpnTepun ynpaBneHus, a UMEHHO 3aTparbl, pe-
3yNLTAaTUBHOCTb U 3hPEKTUBHOCTL, MOIYT BNUATL Ha pelleHne, onpeaensioliee, kakum o6pasom BynyT xpa-
HUTBLCS MeTafjaHHbie,

8.4.8 OnucaHue

Mpouecc ynpaeneHusi MeTagaHHbLIMU NPOZOIPKAETCH A0 TeX Mop, Noka CyLecTBYIOT JOKYMEHTbI U UX KOM-
nnekcel. Ans coxpaHeHUst 3Ha4YUMBbIX, HAAEXHbIX U FTOAHBIX K NCTONb30BaHUI0 JOKYMEHTOB HEOOXOAMMO No Mepe
HapoOHoCTU BOGaBNATL HOBLIE MeTafaHHbIe. ATy onepauumio Hao NPOBOAUTL Ha MPOTSKEHUM BCETO Nepuoaa u
BO BCEX HarnpasneHusiX OCyLLECTBIEHUA AeNOBOW OEATENLHOCTU, HanpuMep, Korga yHKUMY OOHOM opraHusa-
LM N COOTBETCTBYIOLLME HacTU €€ CUCTEMBI YNpaBneHWUs AOKyMeHTaMu nepefaloT Apyroi. B pesynerate atoro
npoLiecca MoXeT NPOBOAUTLCS alanTaLus UMEIOWMXCH CTPYKTYP MeTafaHHbIX K TPeGOBaHWAM opraHvaaumm-no-
nyvatens, OpraHusauum OoMKHLI ONpeaennTb Npoueaypb! U NONUTUKY 4OKYMEHTUPOBAHUSA TaKUX M3MEHEHWN.

MoXHO BblAenUTb HECKOMBKO CMOeB METAZAHHLIX, 06MacTb MPUMEHEHUA KOTOPLIX MOCTOAHHO PaCLLUpS-
eTcsl, B 32aBUCUMOCTM OT TOTO, HACKOSTbKO LUKMPOKO UCTIONB3YHOTCA ¥ PaCNpOCTPAHAIOTCA JOKYMEHTHI. JoKkyMeH-
Tamu ynpasnsioT CUCTEMbI, ITU CUCTEMBI YTNIPABIAOTCA OPraHU3aLUAMK, a 3TU OpraHn3aLUmn SBNAKTCA YacTbio
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Bornee LWMPOKOTO KOHTEKCTA (OEN0BO CEKTOP, MPaBUTENLCTBO, Hauus, Nybnvka nnn o6uecTso). Ha kaxaom us
3TUX YPOBHEW MeTaaaHHble JOMKHbI 06ecneumBaTb SOCTATOYHYI0 MHGOPMaLMIO O JOKYMEHTaX AMNs TOro, YTo-
Gbl OHX CTanM NOHATHLIMK U AOCTYNHLIMW AN 3aUHTEPECOBAaHHbIX MWL,

Co BpeMeHeM MepBoHaYanbHas OKpyXaLas cpefa U3MEHUTCH UNU UCHe3HET, @ UHTeNneKTyanbHoe
f3bIkOBOE 0OLLIeHWe, a Takke 3HaHuA OyayT pasBuBaTbcs. OTu u3aMeHeHus NoTpebyloT nepeeoaa nepsoHa-
4anbHOro KOHTEKCTa CO3AaHNsA AOKYMEHTOB B HOBYIO cpefly. OTo ByaeT OCyLecTBNATLCA C MOMOLLbIO MeTa-
AaHHbIX. Yepea Kakoe-To Bpems 3Ty AeATernbHOCTL ByayT OCYLLUECTBNATL NULIA B OpraHU3aLuax-npeeMHuKax,
He NPWUCYTCTBOBaBLUME B MOMEHT CO3aHUS AOKYMEHTOB.

8.4.9 [locTtyn K MeTaaaHHbIM

JocTyn kK MeETaaaHHbIM A0MKEH BbITb OrpaHUYeH YNoTHOMOYEHHBbIMU areHTaMmn U perfnameHTUpoBaThb-
€A yTBEepPXAESHHLIMU NpaBMiamMi 1 NONUTUKOW Ha MecTax LoMmkHbl BbiTh 06ecneveHsl Mepkl BesonacHocTu U
AomkHa 6bITb pazpaboTaHa cxema knaccudukaumm 1ocTyna AreHTaM Taioke cnefyeT onpefaennTb npasuna
Mo COBMECTUMOCTU Pa3NUYHLIX CUCTEM MeTaaHHbIX 06 ynpaBneHun AOKYMEHTaMU ¢ Lefbio obecneveHus
obmeHa 1 noucka OOKYMEHTOB pasHbIMU UHABOPMALMOHHBIMU CUCTEMAMK, OPraHU3aLMAMKU UNK opraHaMuy
BMnacTu.

Heobxoaumo, 4ToObl CyuleCcTBOBaN MEXaHW3M OTCNEXUBAHNA Y AOKYMEHTUPOBaHUS [OCTYNa, UCTOSb30-
BaHWs [OKYMEHTOB M foObIX M3MEHEHUM UV OOMNOMHEHWIA, NPON3BeAEHHbIX B MeTafaHHbIX.

8.4.10 Mopnepxka MeTagaHHbIX

8.4.10.1 MNpoueccsul n MeToAabl

CyLuecTByeT HECKONBLKO METOAOB U TEXHUYECKUX NPUEMOB A OpraHn3auum U noaaepkku MeTagaHHbIX
N CTPYKTYp MeTaaaHHbIx. Cloga BKIIOYAIOT CnoBapyu AaHHbIX, cogepxallme onncanns 06bekToB, TUMOB AaH-
HbIX M OTHOLUEHWIA MEXAY HUMU, a TakkKe CTanaapTHbIE A3bIKA pa3MeTKu ONA ONUCaHUA CTPYKTYP UMpOoBbIX
06bEeKTOB.

[Monnepxka BeaeHnst MeTagaHHbIX BKNoYaeT B cebsi cnegyowme npouecchbl;

a) KOHTPOIb LLeNOCTHOCTU AaHHbIX B NPOLECccax BeAeHVs MeTafaHHbIX;

b) mepbl 6e3zonacHoCTH, KOHTPONUPYOLWME OOCTYN K MeTagaHHbIM, TakMe Kak npasuna asTopusauum
areHToB M CUCTEM MX JocTyna k obbekTaM. Cioga BKIo4aloT aBTOPU3aumnto nepcoHarna, ynosHOMOYEeHHOro 13-
MEHSITb CTPYKTYPbl MeTaaaHHbIX;

C) BOCCTaHOBMNEHUS B Cly4ae O0TKa3a CMCTEMB;

d) Bo3BpaTa K NPeALIeCTBYKLLEMY COCTOSHUIO;

€) MWrpaumio NO TEeXHONOFMYECKUM MHDOPMALMOHHEIM CpeaaM, a Takke n3MeHeHna unv oGHoBneHus
cMCcTeM, YNpasnsaowmx metagaHHbiMy 06 ynpasneHum JoKyMeHTamu.,

8.4.10.2 AyTeHTUYHOCTb U HEM3MEHHOCTb MeTagaHHbIX

MeTtagaHHbie 06 ynpaBnenny gOKyMeHTaMu NOAYNHSIOTCS NPABKIIAM U KpUTePUSIM YCTaHOBINEHUA noa-
FIMHHOCTU TaK Xe, KaK LOKYMEHTbI, C KOTOPbIMW OHU CBA3aHbI, C LENbl0 0becneYeHns ux HageXHocTn. Takum
obpa3om, areHTam cneayeT JOKYMEeHTUPOBAaTL BCIO NOMUTUKY M NpaBuna, Kacakilimecs MeTaaaHHbIX U CBA3aH-
HbIX C HUMK cOBbITUN. N3MeHeHna B KOHUENTYasnbHbIX U U3NYHECKMX CTPYKTYPax MeTagaHHbIX OOMKHbI
Takke 6biTb JOKYMEHTUPOBaHbI.

BaxHbIM aneMeHTOM ans obecneyeHns NOANMHHOCTU MeTaaaHHbIX U Hagnexallero ynpaBneHus umm
siBrisieTcs TpeboBaHue Toro, UTObbl BBEAEHHbIE MeTadaHHbIe OCTaBanucb HeMaMeHHbIMU. Heobxoammo, YTo-
6bl MeTanaHHble 06 ynpaBneHuM AOKyMEHTaMM NOALEPXKUBANUCH HEM3MEHHBLIMU U B Criy4ae BO3HUKHOBEHUS
Heo6X0aAMMOCTV BHECEHUA U3MEHEHWI, HA MECTaX CYLLEeCTBOBanM NpaBuna, pernaMeHTupylowme ynpaene-
HWe 3TMM npoueccoM. Ciofla OTHOCAT NpaBnna JOKYMEHTUPOBAHUS NPUHUH UBMEHEHWUA, CaMUX U3MEHEHWIA U
y4YacTBYIOLMX YIMONHOMOYEHHBLIX areHToB. 3Tu TpeboBaHus cnedyeT NPUMEHSATb MOCTOSIHHO B nioboi
opraHm3aLun, OTBETCTBEHHOMN 32 AOKYMEHTbLI U Y4acTBYIOLLEN B 9TOM npotiecce.

Cnepyert obecneumBaTe NOAAEPKKY METaAaHHBIX, COAEPKALWMX CBEAEHNUS O CO34aHUN UITU U3MEHEHW-
fX, NPOV3BEAEHHbIX B MeTaAaHHbIX caMoro gokyMeHTa. Cioga BxoguT nHcbopmauns o6 areHTax, cBasaHHbIX ¢
CO3[aHWEeM UM U3MEHEHMSIMM, a TaKkKe TUNOM OEenTeNbHOCTH, KoTopas Gbina NpeanpuHsATa, Hanpumep: co-
3paHue, usmeHeHwe, NpoBepka, yaaneHue, Kpome Toro, AomkHa ObiTb naeHTMdULMpOBaHa BEPCHSA CXeMbl Me-
TafgaHHbIX, CNOoNb3oBaHHas Npu oNpeaeneHnuy U 3anonHeHny SNeMEeHTOB MeTagaHHbIX.

8.5 CTpykTypbi MeTafaHHbIX

[lna Toro 4106kl YNpOCTUTL M cAeNnaTh OCMbICNEHHLIMU B3aVIMOCBSA3N MEXAY ANIeMeHTaMu MeTaaaHHbIX,
UX HeobXoOuMO CTPYKTYpUpOBaTh, HaNpUMEpP, C NOMOLLbBIO KNacCUUKALMOHHBLIX CXEM. AreHTbl, BKoYas
YNpasnstoLwmx JoOKyMEHTaMM, AOMKHbI pa3pabaTtbiBaTh CXeMbl ANS ONUCAHUS BOKYMEHTOB, KOTOPbLIE OHU CO-
30a10T, BBOAST ¥ KOTOPbLIMW YNPAaBNSIOT, BKINOYAS KOHTEKCTHYIO MH(OPMaLIMIO OTHOCUTENBHO AEMOBLIX NPO-
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LlEeCCOB 1 areHToB. DTN CXeMbl OOMKHbI NOANEPXKUBATLCA BO BPEMEHU C LENbl0 OTPaXXEHUs M3MEHEeHUN B
OpraHn3auMoHHOM U [EenoBOM KOHTeKCcTe. OTHOWEHUS MexXOy HOBbIMW CXeMaMW U TEMU, KOTOPble OHMU
3aMEeHSI0T, cneayeT AeHTUUUMPOBATDL U AOKYMEHTUPOBATb.

CxeMbl MeTagaHHbIX ONUCBIBAIOT O6BEKTLI, X 3NEeMeHTbl U X B3aumocBasn. CxeMbl Taloke nogaepxu-
BalOT ONMCAHUE CTPYKTYP AOKYMEeHTa (Hanpumep, Takumu savikamu, kak XML). OHun BaxkHb! Ans ynpasneHms
6a3amMmn AaHHbIX, KOTOPbIE COAEPXAT TaKyto onucaTenbHy nHgopmaumio.

3peck moxHo npusectu npumepbl: DTDs-cxem (XML-cxem) gns onpegeneHnst CTPYKTYp GOKYMEHTOB,
6a3 gaHHbIX UK ApyrMx OO bEKTOB; a Takke KOHUENTYarbHbIX CXEM 418 peanu3auvoHHbIX Ui 06beKkTHO-opK-
€HTUpPOBaHHbIX 6a3 4aHHbIX.

CTpyKTypbl M€TagaHHbIX U 3IEMEHTBl METaZaHHbIX, U3 KOTOPbIX OHW COCTOSAT, MOTYT ObiTb B AanbHen-
LeM onpegeneHbl C MOMOLWbIO CXeM KOMPOBaHus. CXeMbl KOOUPOBaHUA ONPeaenAT 3HaUYEHNs N CUHTaKCUC
aNeMeHTa MeTafaaHHbIX.

MpuMepbl CXem KOAMPOBaHWS BKNIOYAIOT ONpeaeneHHbie UHCTPYMEHThI AN YNpaBneHns LOKYMeHTaMu,
ycraHoeneHHbie B MCO 15489-1, nogpasgenst 9.2 n 9.5, cxembl knaccudmkauum Ans 4enoBbIX Ornepauui,
CXEeMb! Knaccuukaunm ypoBHEN 4ocTyna u cxeM pasmeLleHns u 6e3onacHocTu.

BO3MOXHOCTU CXEM NO3BONAIOT:

a) obecneunBaTth UHTErPUPOBAHHOE U COFMacOBaHHOE YNpaBneHus MeTadaHHbIMK;

b) npepocraBnaATE BO3MOXHOCTY B3aMMOZENCTBUSA NYTEM COrNacoBaHHOrO nNpeobpasoBaHuA pasnuy-
HbIX HAGOPOB MeTagaHHbIX;

C) BblpaXaTb B3aMMOCBA3M SNTIEMEHTOB U X CEMaHTUKMK;

d) ynpaenatb OTHOLLEHUAMWU MEXAY SreMeHTaMi MeTafaHHbIX ¥ CBONCTBEHHOM M CEMaHTUKM;

e) obecneurBaTb M NOAAEPXKUBATL COrNACOBAHHOCTb MHOPMALIMOHHLIX CUCTEM (Hanpumep, CUCTEM
ynpaBneHnsi QOKyMeHTamu);

f) oBecneuvBaTb MOOYNbHOE pasBUTME, YCTaHOBNEHWe (3anyck) UK npekpalleHne (paspbis) CBA3ei
MHOPMALIMOHHBIX CUCTEM;

g) obecneunBaTb OCHOBbI AR Pa3BUTUSA MHOPMALMOHHBIX CUCTEM K/unu 6a3 faHHbIX.

8.6 Ponb cuctem

[okyMeHTbl Heo6xoAUMO co3faBaTth, BBOAUTL UNM YNPaBNSTb VMU C NOMOLLLIO CUCTEM ANS Ocylle-
CTBMEeHUs AeNO0BbIX ONepaLuii, CUCTEM YNpaBneHns JoKyMeHTaMu unu obenmy cuctemamm BMecTe, a UMEHHO:

a) MCcnonb3ys He3aBMUCUMYIO CUCTEMY ANst OCYLLECTBNEHWS AeN0BbIX onepaumi, paspaboTaHHyO B TOM
uucne ANs CaMoCTOATENbLHOrO CO3AaHuUs, BBOAA W YNpaBneHus ee AOKYMEHTaMu;

b) ncnonb3ys cucteMy 4N OCYLECTBIeHUs OeNOBbIX onepauuit, CO34aloLLyi0, HO He YNPaBnsAIoLLYIo
AOKYMeHTaMu 1 No3Tomy paboTatoLlyto B COMETaHMU C COOTBETCTBYIOLLEN CUCTEMON YNpaBneHns 4OKyMEH-
Tamu,

C) 1Cnosb3ys cucTemy ynpaeneHust JOKyMeHTamu, cneunanbHo NnpegHasHaveHHyo 4ns co3gaHus, BBO-
Aa 1 ynpasneHvs JOKYMEHTaMu.

He3aBMCMMO OT TOrO, KaKyto CUCTEMY MM KOMOMHaLMIO CUCTEM UCMONb3YIOT, OHa J4OMKHa obecnevnBaTb
MCMonb3oBaHWe U NpeacTaBneHne MeTagaHHbix 00 ynpaBneHun goKyMeHTamm apekTMBHbIM cnocobom.

CucTeMbl ynpaBneHuns A0KyMeHTaMu f0MKHbI ObiTk pa3patoTaHbl M BLINOMHEHb! C TAKOW MHPaCTPYKTY-
poii, koTopas obecneunsaeT NPOU3BOACTBO, BBOA M yNpaBneHWe COOTBETCTBYIOLMMU METAAAHHLIMU U, MO
BO3MOXHOCTU, OyJeT OCYLLECTBNATL BCE STU NPOLECCHI aBTOMAaTUYECKN.

CucteMbl ynpasneHvs JOKyMEeHTaMn 0MmkHb! ObiTh paspaboTaHbl TakuMm 06pa3oMm, YTobbl rapaHTMpo-
BaTb, YTO AOKYMEHTbI U UX MEeTaAaHHble OCTAHYTCA AOCTYNHLIMU, NOAMWUHHBLIMK, HAOEXHBIMU U NPUTOAHLIMY K
MCNONb30BaHUIO, HECMOTPS Ha NOObLIE USMEHEHUST CUCTEMDI.

OpHUM M3 MEeTOA0B AOKYMEHTUPOBaHUSA USMEHEHWI SIBNSIETCA ayauTopckoe 3akniodeHve. OaHako B TO
BPEeMSA Kak ayAUTOpPCKUE 3aKnioyeHus AnA AOKYMEHTOB U CUCTEMbI AN OCYWECTBNeHUA AenoBbiX onepauni
ABNAOTCA HEOBXOANUMBLIMM Ans 06ecrnevYeHUs HenpepbIBHOCTU AEMNOBOW AEATENLHOCTU, OHU MOTYT HE MOMNHOC-
Thi0 OTBEYaTh TPEBGOBAHMAM K yNpaBNeHUI0 AOKYMEHTaMM1 OTHOCUTENLHO o6ecnedeHns NONHOWM UCTOPUN TpaH-
3aKUWI ANst KOHKPEeTHbIX fokymeHToB (UCO 15489-1, nyHkT 8.3.2).

[Ons obecneverus rapaHTUM TOro, YTO MeTaZaHHbie U3BNeYeHbl U3 othuLManbHBIX MCTOYHUKOB, AONXKHbI
6bITb CO3AaHbI MHCTPYMEHTbI YNIPaBNEHUA AOKYMEHTaMU, & UMEHHO CXEeMbl Knaccudukauum SenoBbix onepa-
uMiA, goctyna u 6e30nacHOCTK, a TaKkkKe opraHbl, YNONHOMOYEHHbIE pacnopsikaTbCs AOKyMeHTaMu. Cuctemsl
yrnpasneHuss AOKYMEHTaMu cnefyeT paspabaTthiBaTh TakMMm o6pa3oM, 4Tobbl BKMoYaTh B MX COCTaB 3TU
WHCTPYMEHTbI U aBTOMaTU3MPOBaTL UX NPUMEHEHME.
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9 Twunbl MeTanaHHbIX, TPebylowmecs Ana nogaepxku ACO 15489-1 =+

9.1 OnuncaHue TUNOB MeTaaaHHbIX

B aTOM nyHKTe NpvBeAeHbl TUMNbl MeTagaHHbIX, KoTopble TpebyloTcs ans adheKTUBHOrO BbINOMHEHUS
Tpe6osaHuin UCO 15489-1. DTOT NYHKT siBNsieTCst NOsICHeHUeM pasfena 5. B aToM pasfene onucbiBaeTcs gua-
Na3oH MeTaflaHHbIX, KOTOPble AOMKHbLI pa3pabaTbiBaThCs U NPUMEHATLCSA B paMKax CUCTEM ynpaBneHus JoKy-
MeHTaMu ¢ Lenblo BbiNonHeHust Tpebosanuin UCO 15489-1.

Tunbl MeTagaHHblX, Tpebylowmeca ans nogaepxku MCO 15489-1, moryT ObITe pasgerneHbl Ha criegyio-
wue rpynnbl (CM. pucyHok 1):

a) MeTagaHHble 0 CaMOM [OKYMEHTe,

b) MeTagaHHbie 0 NpaBunax, NONUTUKE U NONHOMOYNUSIX BeleHUs AenoBbiX onepauuii;

C) MeTagaHHbie 06 areHrax;

d) MeTagaHHbIe O npoleccax AenoBbiX onepauuni;

e) MeTagaHHble O npoueccax ynpasnexHus JOKyMeHTaMmu.

OTH TUMbI MeTadaHHbIX NMPUMEHSIIOT Kak [o, Tak 1 Noclie BBoaa AOKYMeHTa.

L MNonHomouusa ]
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| |
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|

|

I

|

|
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d

pyloTCA B

OCYWECTBISIOT ucnone3yer
B ynpaeneHum

CO30QI0T e
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niua [lokyMeHTH!

areHTol
( ) e YUCMONb3YHOT

PucyHok 1 — CxeMa OCHOBHbIX BUAOB MeTaaHHbIX U UX B3aUMOCBA3N

Kaxgas na atux rpynn BknoyaeT B cebsa meTagaHHble, KOTopble.

1) BBOAATCH C AOKYMEHTOM, UKCUPYS ero B JeNOBOM KOHTEKCTe M obecneumnsas npoueccsl yrnpasne-
HMS (TO ecTb MeTafaHHbIe, 06pa3yloLLMecs B MOMEHT BBOAA AOKYMeHTa), 1

2) NPOACMXAKT CO34aBaTLCA U BBOAUTLCS HA MPOTSHKEHUU BCETO XKMIHEHHOTO LUMKIa AOKYMEHTa (TO
ecTb MeTagaHHble, obpasylomecs rnocne Beoga AOKYMEHTA); 3TOT MNpouecc He OrpaHUYMBaETCH paMkamu
opraHusaumun — co3gaTensi JOKYMEHTOB M JormkeH obecneumBaTtbhes KaX g0 opraHM3aumnein, 0TBETCTBEHHOM
3a ynpasneHne JOKyMEHTaMU1, Ha NPOTSKEHUM BCENO UX XU3HEHHOTO UMK,

ATy KnaccudukaLmio NCNONb3yT B KAYECTBE KOHLENTyansHOW OCHOBbI HAacTosWwero ctadaapra. Mocne
Kaxaoro u3 TpeboBaHmnii K MeTaJaHHbIM YKa3biBAOT CCbINKY Ha NyHKTbI UK noanyHkTei UICO 15489-1, ns koTo-
PbIX OHK MOMYYEHSbL.

9.2 MeTapgaHHbie 0 AOKYMEHTaX

9.2.1 MeTapgaHHble 0 JOKyMeHTax, ofpa3sylolmecss B MOMEHT BBOAa AOKYMEHTOB
OCHOBHbIE 3MeMEHTbI CTPYKTYPHBLIX MeTafaHHbIX U MeTagaHHbIX Af1st XpaHEHUs] Tak Xe, kak chopmaTta U
OCHOBHbIX TEXHUYECKUX XapakTEepUCTUK, JOIKHbI BbiTb MASHTUNLMPOBAHB! U JOKYMEHTMPOBaHLI B MOMEHT
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BaThCA. YCTaHOBMNEHHOE MeCTO XpaHeHus [okyMeHTa u dakTudeckoe MecToHaxoxaeHue cneayer
ukcupoBaTb 4Na obneryeHnst ero noucka;

d) UOEHTUDULNPOBATL U [OKYMEHTUPOBATL CBA3M MEXAY AOKYMEHTaMU, areHTaMmu n npoLieccamu;

€) OOoKyMEeHTUpOBaTb onMcaTtesibHylo HdbopMaLKio, KOTopas obecneyYnBaeT UCNONb3OBaHUe U NOHUMa-
HWe JOKYMEHTOB, Takux Kak, HanpyuMep, Knacc npeaMeTHON knaccudmkaunm, HassaHue, onucaTensHble Kiio-
YeBble CNOBa, PE3IOME UIN KOHCTEKT;

f) obecneunBaTth knaccuuKkauuio yHKLUA, NeRCTBUIA U TPAH3AKUWA B X046 AeNoBbIX onepauui;

g) obecneunBaTh KnaccuuKaLmio JOKYMEHTOB;

h) ocyuwecTsnsaTb MHAEKCUPOBAHUE AOKYMEHTOB.

9.2.3.3 MeTtapgaHHble npouecca, nofaepxusatoLLme obecneueHye NocTyna K JoOKyMeHTaM, obpasytoLm-
€CA nocsie BBOAa JOKYMEHTa

MeTtapaHHble Ans obecneveHns AOCTYNa K OKyMEHTaM crielyeT HenpepbiBHO KOHTPONMPOBATL C LEeSbio
obecrneyeHs rapaHTUpPOBaHHOW AOCTYNHOCTM AOKyMeHTOB. CO BpeMeHEeM MOXEeT BO3HUKHYTb Heobxoau-
MOCTb BHECEHWS UBMEHEHWI B 3T METafaHHble, 8 UMEHHO:

a) no Mepe cBepLUEHUA OeNoBbIX OnepaLmii,

b) npu nsmeHeHun coctasa nepcoHana,

C) NPU U3MEHEHUWN HaNpPaBNEHUSA AeATENLHOCTH,

d) npu USMEHeHUN MHCTPYMEHTOB YNpaBneHUsi JOKyMEHTamy,

€) Npy USMEHEHUW MECTOHAXOXAEHUSI JOKYMEHTOB,

f) npu usmeHeHuHn TepMUHONOTUK, YyNoTpebnseMoil B opraHuaaumu, unm

g) npuv BHEAPEHUK HOBbLIX CUCTEM, 0BecneumBaloLLUX BeINOMTHEHVE AEN0BLIX ONepaLuii.

[ina coxpaHeHUst OCMbICNEHHOCTN AOKYMEHTOB Heo6X0AMMa HenpepbiBHAsA cCUCTeMaTU3auUms ux onuca-
Hus. Mpu paclumpeHUn aocTyna K A0KyMeHTaM BHe o61acTy, B KOTOPOW OHW BbinNv co3AaHkl UMW BBEAEHLI, KaK B
pamkax, Tak v 3a npeaenamun opraHnsanm, Heo6XoaAMMbl AONONHUTENbHbLIE ONUCATENbHbLIE MeTaaaHHbIe ANs
pa3bACHEHUs 1ENOBOro KOHTEKCTA JOKYMEHTOB. BpeMeHHoM hakTop v PUCK yTpaThkl C TEUEHNEM BPEMEHM 3HA-
HWi1 0 cpefe, B KOTOPOI AOKYMEHTEI BblNK Co3AaHbl Uy BBEAEHLI, ABMNSIOTCA AONOMHUTENLHBIMU hakTopami,
Tpebytolmmu 6onee noapobHOro onMcaHus.

9.2.4 MeTapaHHble, NnoaaepkuUBaKLLMe 6e30NacHOCTb 4OKYMEHTOB

9.2.4.1 Ob6Lime nonoxeHus

Bce cuctemsl ynpasnenns fokyMeHTaMmn A0MKHLI o6ecneynBaTth passepTbiBaHWe MeTaaaHHbIx o 6e30-
nacHOCTU, obecneymBaloLLmUX co3aaHNe KOHTPONUPYEMO cpeabl yNpaBrieHNs AOKyMEHTamMn.

B onpegeneHHbIx cuctemax AonyckaeTca NPUMEHNATb BbICOKME YpoBHY BesonacHocTU. CnegosaTentsHo,
pYCKU 1 TpeboBaHUst AENOBbLIX ONepauui, AOKYMEHTUPOBaHHBLIX B paMKax CUCTEM, A0JKHbI ObiTh OLEHeHbI A0
pa3paboTku N NpUMEHEHUA MeTadaHHbIX 0 6e30MacHOCTU.

9.2.4.2 MeTtagaHHble 0 HeaonacHoOCTH, 06pasyloLMecs B MOMEHT BBOAA AOKYMEHTa

KnioueBble aneMeHTbl MeTadaHHbIX 0 6e30nacHOCTH, @ UMEHHO, OCHOBHbLIE NpaBa AoCTyna UNu ero orpa-
HUYEHNA, AOMKHBI ObiTh NAESHTUMULNMPOBAHLI M 3a(PMKCMPOBaHLI B MOMEHT CO34aHWUsA JOKYMEHTa UK ero BBO-
Aa ansa obecriedeHns HeNPEePBLIBHOCTM NPOLIECCA COXPAHHOCTH U YNpPaBNeHUA AOKYMEHTaMK.

MeTtapaHHble 0 6e30nacHOCTN AONXKHBI:

a) MAEHTUNLMPOBATL OrpaHUMEHNUS AOCTYNA, MPUMEHSEMBIE K OKYMEHTAM U MX COBOKYMHOCTAM, [e-
NOBbLIM NPOLECCaM U areHTam,

b) rapaHTUpoBaTh obecrieyeHne [OCTyNa K JOKYMEHTaM TOMbKO YNONHOMOYEHHOMY TlEepCcoHarny,

C) ycTaHaBMVBaThb BPEMEHHbIe Npedenbl AEUCTBAN OrpaHU4EeHUA JOCTYNa, rapaHTUpyst UX perynsapHbIi
nepecmorp,

d) Bo3gepxuBaTbCa OT 0TOOpaXeHUsi MeTafaHHbIX B TOM Clydae, Koraa AaHHble He npefHa3HadeHb!
ONSA WWPOKOro Kpyra rnosns3osartenen.

9.2.4.3 MeTtapaHHble npouecca, nogaepxusatowme 6esonacHocTs, o6pasylowmnecs Nocne BBoaa Aoky-
MeHTa

[llocTyn K ROKYMeHTaM AorKeH ObITb OrpaHW4eH TONbKO B TOM criyvae, ecrnm CyLecTByeT aenosas Heob-
XoAUMOCTb Unu atoro TpebyeT 3akoH. MeTagaHHble 0 6e30nacHOCTH cnedyeT KOHTPONUPOBaTh 1 06HOBNATE
Ans obecrneyeHns rapaHTUM NOCTOSIHHOW aKTyanu3aunn BCcex MAeHTUDULMPOBaHHbLIX OrpaHNYEHWA.

YpoBHu v npasuna 6e30nacHOCTU MEHSIIOTCA C TEYEHNEM BpeMeHY, U MeTagaHHbIe, KOTopble NOAAePKU-
BaloT ynpasneHne 6e30nacHOCTLIO U JOCTYNOM, AOIMKHBI MEHATLCSA COOTBETCTBEHHO. OpraHu3auuu onxXHbI
rapaHTMpoBaTh JOKYMEHTUPOBaHWUE ITUX U3MEHEHWI.
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MeTanaHHble 0 6e3onacHOCT HEOOX0AUMO NOAAEPKUBATL, aKTYanuauposaTk U COXPaHAThL B Te4YeHue
BCETo XXU3HEeHHOro LMKna AoKyMeHTa. MI3aMeHeHns MeTagaHHbIX AOSKHbI OTpaxXaTk adMUHUCTPaTUBHbIE N3Me-
HEeHUs1 U 3aMeHy NepcoHana, a TaKkke COOTBETCTBYIOLLME N3MeHeHUs Mep 6e30nacHOCTH.

TpebosaHus K CO34aHUI0, BBOAY, NOAAEPXKKE U OOCTYNMHOCTU METafaHHbIX O JOKYMEHTE CoaepXaTcs B
cneaytowmx noapasgenax u nyHkrax NCO 15489-1:

7.2.1 «XapakTepuctuku gokymeHta. O6Lime NOSIOKEHUS»,

7.2.3 «XapakTepucTuku AOKyMeHTa. [JOCTOBEPHOCTbLY,

8.2.2 «XapaKTepuCTUK1 CUCTEM ynpaBrieHnsi QOKymeHTamMu. HagexHocTby,

8.3.6 «[poekTupoBaHne 1 BHegpeHWe CUCTEM YripaBrieHust AOKyMeHTaMmin. ocTyn, MOUCK U UCNonb3o-
BaHUeY,

9.3 «BknioyeHne QOKYMEHTOB B CUCTEMY YNpaBneHust AOKyMeHTaMmny,

9.6 «XpaHeHne n obpalleHune ¢ JOKYMEHTaMMy.

9.3 MeTapaHHble 0 NpaBUnax, NONUTUKE N NONHOMOYUAX BeAEeHUA OeNOBbIX Onepauuin

9.3.1 MeTapaHHble 0 npasBunax, NONUTHKE K NONHOMOUYMAX BEAEeHNA NenOBbIX onepauun, obpa-
sylouecs B MOMEHT BEOAa AOKYMEHTa

B MoMeHT BBOOa BOKYyMeHTa MeTafaHHbIe AOMKHbI AOKYMEHTUPOBaTL COOTBETCTBME AOKYMEHTa NpaBu-
nam u NonNUTHKe BeAeHWs OENOBLIX ofepaLyii, a Takke HOPMaTUBHLIM U OpYrUMK TpeboBaHusM, NpeabaBnse-
MbIM K CO3[aHWI0 U yNpaBneHuto JOKyMeHTaMMu.

OTW MeTaaaHHble AOMKHbI:

a) waeHTMUUNPOBaTL ONpeZieneHHylo cxeMy MeTadaHHbIX, MCTIoNb3yeMylo B CUCTEMAX Ofis ocylle-
CTBNEHNs OeNnoBbIX onepauui opraHmaaumu,

b) cukcuposaTb NpaBuna BeASHUS ASNOBbIX ONepaLmit LN Apyrue CPeAcTBa KOHTPONA CUCTEMbI, pery-
nupyloLLiMe cosanne u ynpasneHue AoKyMeHTaMu,

c) chukcmposaTb NpaBuia BeAeHUs 4eNoBbIX onepauni U apyrue cpencTsa KOHTPONS CUCTEMBI, pery-
nupyioLLMe cosaaHue u ynpasneHue meTagaHHbIMK,

d) cvKcupoBaTh NpaBuna BeAEeHWA AeMOBbiX Onepauuii nnu Apyrue cpeacTsa KOHTPONSA CUCTEMb, pery-
NUpYoLLMe ASUCTBUA MO YNPaBNEHNIO JOKYMEHTamu,

e) (mKcMpoBRaTh Npaska BeSeHNs AenoBbIX onepaunii unv gpyrine CpefcTsa KOHTPONS CUCTEMBI, pery-
nupyloLlMe oCTyn v Npaea Ha AOKYMEHT!,

f) pokyMeHTUpOBaTb NONMHOMOYUS UNW OpYyrMe HOpMaTUBHLIE TpebGoBaHKA K CO3AaRMIo U/UNKU ynpasne-
HUIO JOKYMEHTaMy,

g) AOKYMEHTMPOBATb NMOMHOMOUUS WK Apyrne HOpMaTUBHbIE yYKa3aHus 1 TpeboBaHUA No cpokam xpa-
HEHWUs1 QOKYMEHTOB, UX 6€30NacHOCTU UK YHUUTOXEHUS,

h) BBOAWTL CBSA3N MeXAY NOMHOMOUYUAMU UV peryupyroLLein uHdopmasein n 4OKYMeHTaMu Uinm npo-
UeccaMy ynpaBrieHUs1 JOKYMeHTaMu, K KOTOPbLIM OHW OTHOCATCS.

9.3.2 MeTagaHHble 0 npaBunax, NONNTHKE U MNONTHOMOYMAX BeLeHUA OenoBbIX onepauun, obpa-
3ylouimecs nocne BBoAa [OKyMeHTa

MeTafiaHHble crieayeT UCNonb30BaTh A5 NOATBEPXKAEHNS TOrO, YTO CUCTEMbI YNIPABNAT JOKYMEHTAMU
B COOTBETCTBUM C NpaBuriamMmu U NONUTUKON BeleHWs enoBbIX onepauni, HopMaTUBHBLIMU U Apyrumu Tpebosa-
HMSIMU K ynpaBneHuo AokyMeHTamu. Hanpumep, Moryt noHapobuThes meTapaHHble, onpegensiouue, KTo
UMen JOCTYN K CUCTEMe YrpaBlieHUsl QOKYMEHTaMu B KOHTEKCTe pasnuuHbIX A4enosbix notpebHocTel. Croaa
BKMIOHAKTCS OPraHnu3aLmu, KOTOpbIM NepefilaHa OTBETCTBEHHOCTL 3a YNpaBfieHne JOKyMEHTaMU.

TpeboBaHus kK cO30aHunio, BBOAY W NMoaaepxKe MeTagaHHbIX O NpaBunax, nonvTuke U NOSIHOMOYMSX Be-
AEHNA OenoBbIX ONepaLwit cooepxaTtca B Cregyolmx pasgenax, nogpasnenax, nyHkrax n nognyHkrax MCO
15489-1:

Paspen 5 «<HopmaTusHan cpenay,

7.1 «MpuHumnbl pa3paboTku NPOrpaMM ynpasneHUs AOKYMEHTaMU»,

8.2.3 «XapaKkTepuCTUKK CUCTEM ynpaBreHns JokymeHTamu. LienoctHocTb»,

8.2.4 «XapakTepuCTUKN CUCTEM YnpaBneHus AokyMeHTamu. CooTBETCTBUEY,

8.3.6 «Pa3paboTka u BHegpeHue CUCTEM yrnpasneHus JokymeHTamu. [JocTyn, novuck M ucnonb3osd-
Hue»,

8.3.7 «PaspaboTka U BHeapeHWE CUCTEM YNpaBneHNA OKYMEHTaMu. XpaHSHUE U YHUUTOXEHNE OOKy-
MEHTOBY,

8.4, nepeuncneHus a) u c), «MeTtogonorus NPoOEKTUPOBAHNA U BHEAPEHWUS CUCTEM YnpasneHnst JoKy-
MEeHTamMmn»,
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9.1«dKcnepTnsa 4OKYMEHTHOM MHopMaLMK, nognexatlluen BKAIOYeHUIo B CUCTEMY yNpaBneHuss JoKy-
MeHTammn»,

9.2 «OnpegeneHne CpoKoOB XpaHEHUS AOKYMEHTOBY,

9.7 «[Hoctyn».

9.4 MeTapaHHble 06 areHTax

9.4.1 MetaaaHHble 06 areHTax, 06pasyloluuecs B MOMEHT BBOJa JOKYMeHTa

B MOMeHT BBOAa JOKYMeHTa MeTadaHHble JOMKHLI CoAepXaTh AaHHble 06 areHTax, CBA3aHHbIX C AOKY-
MEHTaMM U yrpaBlieHNEM UMM,

Ons o6ecneveHnst COOTBETCTBYIOLLEro LOKYMEeHTUPOBaHUsl HEO6X0AUMO BBOAMTL MeTafaHHble 06 areH-
Tax, y4acTBYHLMX B CO3AaHNM JOKYMEHTOB 1 ynpaBneHun UMu. 3Th MeTafaHHble Taloke No3BONsAT yCTaHaB-
NnvVBaTb OrpaHUYeHUss OOCTyna K [AOKYMEHTaM, paspelluvMB ero TOMbKC COOTBETCTBYIOWUM areHtam, U
rapaHTUpyOT UCNOMNb30BaHNE CUCTEMbI YrpaBreHUs AoKYMEHTaM1 UMK BbiNoNHEHUe onepaLiuu no ynpasne-
HYIO JOKYMEHTaMW B paMKkax 3TUX CUCTEM TOMbKO YNOMHOMOYEHHbLIMU COTPYAHUKaMK (CM Takke 9.6).

MeTagaHHble 06 areHTax, obpasyomecss B MOMEHT BBOAA AOKYMEHTA, OOMKHbI:

a) uaeHTUMdUUMpPOBaTL areHToB, Y4acTBYIOLUX B CO3AaHUN AOKYMEHTOB,

b) waeHTUDULMPOBATL AreHTOB, YYacTBYIOLLMX B yNpaBrneHWn A0KyMEHTaMU, U onpeaenAaTh UX NOMHO-
MOUUsI B NpoLieccax ynpasieHns GOKyMeHTamu,

C) maeHTUULMPOoBaTL areHToB, MMEIOLMX NpaBa 4OCTyna K OKYMeHTaM.

9.4.2 MeTtagaHHble 06 areHTax, o6pasylolmecs nocne BBoAa AOKYyMEHTa

Co BpeMeHeM pony areHToB MeHsIloTcs. CUcTeMbl yNpaBneHnst JOKYMEeHTamu [OMKHb! OUKCUPOBaTE 3TH
nameHeHusi. 3Ta KOHTEKCTyanbHas MHopMauusa Heobxoauma Anst NoHMMaHus gokymentos. OHa Takxe ra-
paHTMpyeT, YTO AOCTYN K AOKyMeHTam OygeT orpaHW4eHHbIM ONA COOTBETCTBYIOLLMX areHToB, U TONMLKO ynorn-
HOMOYEHHbI€ areHTbl CMOTyT UCNOSb30BaTb CUCTEMBI yNpaBneHUst SOKYMEHTaMu UNi BbINONHATL Onepaumm no
ynpasneHuio JOKyMEeHTaMu1 B npegenax aTux cucteMm (oM. Takxe 9.6).

TpeboBaHus kK co3iaHunio, BBOAY Y NOALEPXKE MeTadaHHbIX 00 areHTax cogepxaTtcs B cneayoLumx noa-
pasgenax n nyHktax MCO 15489-1

7.2.2 «XapaKkTepuCTUKN OKYMEHTa. AYTEHTUYHOCTbY,

7.2.3 «XapakTepuUcTUKn AOKyMeHTa. [JOCTOBEPHOCTLY,

8.2.2 «XapakTepuUCTUKM CUCTEM yrnpaBneHus JOKyMeHTamu. HagexHocTby,

8.2.3 «XapaKkTepuUCTUKU CUCTEM ynpaBieHWUs1 JoKyMeHTaMU. LlenocTHOCTbY,

8.3.6 «[poekTupoBaHue 1 BHeAPEHWE CUCTEM YNpasreHua AokymeHTamu. [loctyn, nouck u ncnons3o-
BaHue»,

9.2 «OnpepeneHne CPoKoB XpaHeHUs1 JOKYMEHTOBY,

9.3 «BknioyeHve JOKYMEHTOB B CUCTEMY YNpaBreHUst AOKyMeHTaMn».

9.5 MeTagaHHble 0 npoueccax AenoBbIX onepawui

9.5.1 MeTapaHHbIe 0 Npoueccax AenoBbiX onepauuin, obpasyloumMecs B MOMEHT BBoAa QOKY-
MeHTa

Cunctems! ynpasneHus oKyMeHTaMn A0MKHbl oGecrneunBaTth BBOA U ynpasneHue MeTafaHHbIMUY O ge-
nosbIx Npoweccax. Croaa BKNYAT MeTadaHHble 0 (hyHKLUMSIX AeNnoBbIX onepauni, AeNCTBUSX U TpaH3akuu-
fIX, @ Tawke MeTagaHHble 0 6e3onacHOCTU KU [OCTyrne, Npoueccax yrnpasneHust AokyMeHTaMW. Mockonkky
nocriefiHee sIBNSIeTCSl O4YeHb BaXXHLIM MOMEHTOM, TO paccMaTpusaeTcst 0TienbHo (cM. 9.6).

JTn MeTagaHHble MOTyT o6ecneymBaTh KNOYEBOW KOHTEKCT, CMOCOBCTBYOLWA NOHVUMAHIIO IOKYMEHTOB
W KOHTPOMIO Hag HUMMK. VIX BBOO MOXET Takke obecneumBaTb KOHTPONMPYEMOCTb AEMNOBbIX ONepaLui nytem
naeHTMMUKaLUMM 0ENCTBUNA, KOTOPbIE BLINMOMHAIOTCS B paMKax CUCTEMbI YNPaBeHNUA AOKYMEHTaMu.

MeTaaaHHble 0 AEMNOBbIX MpoLeccax B MOMEHT BBOAA AOKYMEHTa AOMKHb!:

a) naeHTMUUNPOBATL U AOKYMEHTMPOBATL AenoBble hyHKUMKW, ASACTBUA U TpaH3aKLmmM, 3adpnKcupo-
BaHHblE B [JOKYMEHTaX B paMKax CUCTEMBiI,

b) nokymMeHTUpOBaTb CBA3W MEXAY LOKYMEHTaMU, areHTaMm U mx hyHKUUAMK, OeACTBUAMM U TPaH3aK-
LUMSAMHU, K KOTOPbIM OHY OTHOCATCS,

C) MAeHTUUUMPOBATL N LOKYMEHTUPOBATL areHTOB UMM YyY4aCTHUKOB TPaH3aKLMK,

d) AokymeHTUpoBaTh Npasuna 6e30nNacHOCTU M OoCTyna ANs 4ENOBbLIX NPOLECCOB U TPaH3aKLMWNA,

e) obecneunBaTh BLINOMHEHWE aBTOMATU3NPOBaHHbLIX (hyHKLIMIA AENOBLIX ONepauunii, AeACTBUIA U TPaH-
3aKuuiA No mepe HeoBXoaMMOCTH,

f) obecneuyusaTts knaccudmKaunio pyHKUMIA JenoBbiX onepauui, 4eNCTBUA U TpaH3aKUMiA,

14



rocT P UCO 23081-1—2008

g) obecneyuBaTh KNaccuhuxkaumio JOKYMEHTOB U

h) cukcnposaTb gaTy ¥ BpeMS TpaH3aKLMu, Npy KOTOPOoR Bbln co3AaH JOKYMEHT.

9.5.2 MeTapaHHble o npoueccax AenoBbIX onepalui, o6pa3syolunecs nocne BBoga AOKyMeHTa

CucTembl ynpaBneHus ZJOKyMeHTaMmu JoSKHbl HakannueaTb MeTagaHHble ¥ NPoaonKaTh ynpasneHue:
MeTaaHHbLIMW O NpoLeccax AenoBbIX ONepaLUuii, B KOTOPbIX UCTONb3YIOTCH AOKYMEHTbI; MeTafdaHHbIMK O be-
30MacHOCTX M AOCTYNe, a Takke MeTagaHHbIMU O rpoueccax ynpasneHnsa QoKyMeHTaMmn Tak [oNro, Kak 3To
HeoBxoanMmo.

3T# MeTaaaHHble ByayT cnocobCcTBOBATH OCYLLECTBEHUI0 NPOAOIMKAIOLIErOCs NPoLEecca UCNoMb3oBa-
HUSt U MHTEPMPETaLUK JOKYMEHTOB, a Takke obecnedaT KOHTPONMPYEMOCTL AEMOBbIX ONepauuni nyTeM naeH-
TUPUKaLUN N JOKYMEHTUPOBaHWUA AEACTBUNA, peanu3oBaHHbIX B paMKax CUCTEMbI yNpaBrieHnsa AOKyMEHTaMm,
B KOTOPOW 3TN LOKYMEHTbI HaXOAATCS.

TpeboBaHWA K cO3aaHu0, BBOAY W NOAAEPKKE MeTaAaHHbIX O AeM10BbIX NPOLECCaxX CoAepXKaTCA B cneny-
lowmx nogpasgenax u nyHkrax MCO 15489-1:

7.2.2 «XapaKkTepucTukn JOKYMeHTa. AyTeHTUYHOCTbY,

7.2.3 «XapakTepucTuku AokyMeHTa. [loCTOBEPHOCTLY,

7.2.4 «XapakTepucTukn JokyMeHTa. LlenoctHocTb,

7.2.5 «XapakTepuctukn gokymeHTa. [purogHOCTb 4N UCNONb30BaHURAY,

8.2.2 «XapaKkTepucTuki cucTeMm ynpasneHns QoKyMeHTami. HagexHocTby,

8.2.3 «XapaKkTepucTukn cucTem ynpasneHns gokyMmeHTamu. LienoctHocTby,

8.2.4 «XapaKkTepuCcTUKu CUCTEM ynpaBrneHns JokyMeHTamu. COOTBETCTBUEY,

8.2.5 «XapaKTepucTuku cuctem JOKyMeHTOB. KOMNNEKCHOCTbY,

8.3.2 «llpoekTupoBaHue 1 BHeAPEHE CUCTEM ynpaBrneHusa JoKyMeHTamu. [lokyMeHTupoBaHue onepa-
Uiy,

8.3.6 «lMpoekTuposaHue U BHeApPEeHME CUCTEM ynpaBnieHus, [ocTyrn, MOMCK U UCNONb30oBaHUEY,

8.3.7 «[poekTnpoBaHue U BHEQPEHNE CUCTEM YNpaBneHns JOKYMeHTaMWU. XpaHeHne N YHUUTOXEeHue
DOKYMEHTOBY,

8.4, nepeuucnenus a) # c), «MeTogonorns NPoOEKTUPOBaHNA U BHEOPEHUSA CUCTEM YNPaBneHus NOKy-
MeHTamun»,

9.1 «3kcnepTu3a JOKYMEHTHON UHADOPMaLmK, nognexawen BKMIOYEHWO B CUCTEMY YNpaBneHus OOKy-
MEHTamuy,

9.2 «OnpepeneHne CpoKoB XpaHEeHUA JOKYMEHTOBY,

9.3 «BknoYeHWe JOKYMEHTOB B CUCTEMY YNpaBneHUs QOKYMEHTaMU»,

9.4 «Peructpaums»,

9.5 «Knaccudmkauumsy,

9.6 «XpaHeHue 1 obpalleHne ¢ JOKYMEHTaMmy,

9.7 «[JocTyn».

9.6 MetagaHHble 0 npoueccax ynpasreHusn LOKyMeHTaMu

9.6.1 MeTapaHHbie 0 npoueccax ynpaBneHUs AOKyMeHTamMK, oGpa3yllumecs B MOMEHT BBOAA
BOKYMeHTa

3T0T TMN MeTagaHHbIX 06 ynpaBreHWn JokyMeHTamu JorkeH ofecneumBath WM aBTOMaTU3MpOBaTh
onepauuy no ynpasrieHWo JOKYMEHTaMM1, KOTopble criegyeT NPOBOANTL MO OTHOLLEHMIO K onpeaeneHHoMy Ao-
KYMEHTY UM KOMINITEKCY JOKYMEHTOB. OTU [elCTBNSA MO ynpaseHuio JOKYMeHTaMu Nogpo6Ho ykasaHs B UICO
15489-1, pasgen 9.

B momeHT BBOAa AOKYMEHTa KoYeBble IEMeHTbl MeTagaHHbIX 00 ynpasneHnn NOKYMeHTaMK, Takue
KaK yKkasaHusi B OTHOLLEHNM CPOKOB XPaHEeHWs 1 eACTBUIA, BbiNOMHAEMbIX N0 UX UCTEYEHWUM, YPOBHW Knaccu-
dukaunm n cBeaeHNs o perucTpaunun, cneayet naeHTMduUMpoBaTs M NCNONb30BaTh AN o6ecneyeHys nog-
OTYETHOCTK OpraHu3aumu o6 ynpaBneHuy JOKYMEHTamMu B TeHEHUE BCEro UX XKU3HEeHHOro uukna.

MeTagaHHble Ansa ynpaeneHus AOKYMEHTaMK JOMKHbI;

a) rapaHTMpoBaTb, YTO MHCTPYMEHTHI YNIPaBNeHUA JOKYMEHTAMU, TaKUe KaK HOpMaTUBHbBIE JOKYMEHThI
opraHos BnacTi, OTBeYaloLwmx 3a oTbop 1 nepegayy AOKYMEHTOB Ha NocnegyloLlee XpaHeHue Unm yHuHToxe-
HYe, 1 CXeMbl UX Knaccugukaumum, CXeMb! Knaccudukaumm 4enoseix onepaumn, a Takke cXeMbl Knaccuduka-
Lnn Ge3onacHOCTK M BOCTYNa, MOTYT NCMONb30BaTLCS B CUCTEME YNpaBneHus AoKyMeHTamMu,

b) BBOAUTL MeTadaHHbIe O AEWCTBUAX, NPOM3BOANMbIX C QOKYMEHTaMW B cucTeMe YNpasneHus OOKy-
MEHTaMU,
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C) uaeHTUbULMpoBaTL U OOKYMEHTUpOBaTL MeToAb! U NpasBuna yCcTaHOBMNEeHUs1 NOANTMHHOCTUA TakuM
crnoco6om, KOTOpPbI NO3BOSIAET ONpeaensTh, kKakue TpeboBaHWUsA K ycTaHOBNEHUIO NOANMHHOCTU NPUMEHANUCH
B AE€NOBbIX N AOKYMEHTALMUOHHLIX onepauusax ans onpefeneHHbIX TUMoB JOKYMEHTOB 1 Kakue areHTbl HecyT
OTBETCTBEHHOCTb 33 WX BbIMONIHEHME, »

d) mpeHTudMUMpoBaTh U JOKYMEHTMPOBaThL NOMTHOMOYMUS areHTa Unu paspeLueHns, HeobxoaMMble Ans
OCYLLEeCTBMNEeHUN onpeaeneHHon AeaTensHOCTH,

€) ycTaHaBnMBaTb BPeMEHHble OrpaHN4EHMsI kK aBTOpU3aLIMK U NOSTHOMOYMSM Nonb3oBaTtenen n obecne-
YyuMBaTb UX PerynsipHbIl NepecMoTp,

f) AokymeHTMpoBaTb MeTagaHHble 0 focTyne N 6e30nacHOCTH, NPUMEeHseMble k JOKyMEHTaM B cUcTeMe
ynpasfieHUs JOKYMEHTaMu,

g) obecneyuvBaTb Knaccudukaumnio OeroBbiX hYHKUUA, [ENCTBUA U TpaH3aKLMWA,

h) obecneunBaTb KnaccuduKauu JOKYMEHTOB, ‘

i) dvKcupoBaTb CBA3MN MEXAY OOKYMEHTaMM U UX COBOKYTHOCTSIMU, a Taioke Mexay [OKYMeHTaMy, areH-
TaMW 1 Npoueccamu n

j) obecneunBaTtb xpaHeHNe NOKYMEHTOB.

9.6.2 MeTagaHHbLIe 0 NpoLeccax ynpaBneHus AOKYMeHTaMK, o6pasylolmnecs nocrie BBoga AoKy-
MeHTa

Cosfanue MeTaaaHHbIX O MpoLIeccax YNpaBneHns AOKYMEHTaMU SBNAETCS BaXKHLIM KOMMNOHEHTOM Ans
rapaHTUM NOANNHHOCTK, LENOCTHOCTH, NPUIOLAHOCTM ANA UCMONb30BaHWA U HAOEXHOCTY AOKYMEHTOB. OTO B
paBHOI CTeNeHn OTHOCUTCA K NMobon opraHusauun, kotopas HeceT wnu BydeT HeCcTU OTBETCTBEHHOCTbL 3a
ynpasnexue gokymeHTamu. CozfaHue aTUX MeTafaHHbIX Takke 6yaeT cnocobcTsoBaTh BbINOMHEHWUIO onepa-
LM NO YNpaBrneHuio JOKyMEeHTaMy, NPOBOAUMBIX OTHOCUTENLHO oripeaeneHHoro AoKyMeHTa Unm KkoMnnekca
[OKYMEHTOB W/unun obecnevymsaTh aBTOMaTU3aUMIO 3TUX onepaumi.

Takue MeTagaHHble BKMOYaKT B cebsi JOKYyMEHTUpOBaHwue:

a) nmpoueayp nNo yCTaHOBIIEHUIO NOANMHHOCTU NS Kaxaoro npeobpa3oBaHns AOKYMEHTOB U

b) mpasun KoNUpoBaHUs AOKYMEHTOR, BULOB KOMMPOBaHUS, OPraHoB, YNONTHOMOYEHHBIX OCYLLECTBNATh
KonupoBaHue, a Takke TEXHOMOTUI U npoueayp pyTUHHOrO NepeHoca OOKYMeHTa Ha HOBble HOCUTENU Mo Mepe
WX cTapeHus.

TpeboBaHus K co3gaHuo, BBody U Noaaepkke MmeTafaHHbix 06 ynpaBneHum AOKyMeHTaMKU coaep)aTtcs
B cnegyowmx noagpasgenax u nyHkrax MCO 15489-1:

8.2.2 «XapakTepUCTUKU CUCTEM yrpaBneHUss AOKyMeHTaMu, HaaexHoCTb»,

8.2.3 «XapakTepuCTUKU CUCTeM ynpaBneHnust LoKyMeHTaMu. LlenocTHocTby,

8.3.4 «[poekTupoBaHue 1 BHeApEHUE CUCTEM YyrpaBieHUs AokyMeHTaMu, PacnpeaeneHHoe ynpaere-
Huey,

8.3.5 «[lpoekTupoBaHue 1 BHeApeHUe CUCTEM ynpasneHns JokymeHTamn. KoHBepTupoBaHue n murpa-
LusIy, ,

8.3.7 «[poekTupoBaHue U BHeapeHUe CUCTEM YNPaBReHUs OKYMEHTaMU. XpaHeHue U YHUUTOXEeHNe
DOKYMEHTOBY,

8.5 «[llpekpalleHne NpUMeHeHUst CUCTEM ynpaBneHUs JOKYMeHTammn»,

9.2 «OnpepneneHve CPOKOB XpaHEHNUs1 AOKYMEHTOBY,

9.5 «Knaccudukauusy,

9.6 «XpaHeHue u obpalleHne ¢ JOKYMEHTaMu»,
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Mpunoxexue A
(o6A3aTensHoe)

CeefieHNA 0 COOTBETCTBUM HaLMOHaNbLHbIX cTaHaapToB Poccuiickon denepauumn
CCbINOYHbIM MeXAYHapOAHbLIM CTaHaapTam

Ta6nuya A1

0O603HayeHune CCbiNoYHOTO

0O603HauyeHue 1 HAaMMeHOB Tl TB ro HaLuoHansHor HOapT
MeXyHapoaHoro cTaHaapTa aMMEeHOBaNUe COOTBETCTBYKILLErO HaLMOHANLHOMO CTaHdapTa

MCO 15489-1:2001 FOCT P UCO 15489-1—2007 Cucrema ctaHaapToB no uHdopmaumu, Bubnuo-
TEYHOMY U uafartenbckomy Aeny. YnpaeneHue aokymeHTamu. ObLne TpeboBaHus
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Buénnorpadcmn

ISO/IEC 11179-1:2004  WHopMaumoHHbie TexHonormu. PeecTpbl MetafaHHbix (MDR). HYactb 1. CTpykTypa
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YIOK 005.92:006.354 OKC 01.140.20 T62

KnioueBble cnoBa: AOKYMEHT, ynpaBsneHue OOKYMEHTaMu, cucTema ynpasneHWsi JOKyMeHTaMU, Npouecchl
ynpaBneHusi JOKyMeHTaMu, MeTagaHHble O QOKYMeHTe, obecneyeHne CoOXpaHHOCTU AOKYMEHTOB, JOCTYN K 4O-
KYMEHTaM, 3all1Ta AOKYMEHTOB, UCMOMb30BaHWE JOKYMEHTOB, AOKYMEeHTUpOoBaHWe, 6a3bl 4aHHbIX, JOKYMEHT
MeTafaHHbIX, AeNOoBble onepauun, UHOPMaLMOHHbIE CUCTEMBI, MeTafaHHble, MeTagaHHble 06 ynpasneHum
AOKyMEHTaMu, MeTafaHHble 06 areHTax, MeTagaHHble 0 NpoLeccax, cUcTema, cucTeMa A OCYLIECTBNeH s
OeroBbiX onepawuin, cxemMbl kKnaccudukaumm, cxeMsl MeTaaaHHbIX
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