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Mpeancnoeue

1 PABPAEOTAH BcepocCcUACKMM Hay4YHO-UCCNen0oBaTeNnbCKUM MHCTUTYTOM JOKYMEHTOBEeAeHUs WU ap-
xueHoro gena (BHUAOAL)

2 BHECEH TexHu4eckum KomuTeToM no ctangaptusaumm TK 191 «Hay4Ho-TexHu4eckas uHdopmauus,
BubnuoTeyHoe 1 M3gaTenbcKoe Aeno, ynpaBrneHue JOKYyMeHTaMu»

3 YTBEPX/EH Y BBEJEH B IEWCTBWE Mpukasom defepanbHOro areHTCTBa Mo TEXHUYECKOMY pe-
rynupoBaHuio U metpornorum ot 29 despans 2024 r. Ne 265-cT

4 BBEJEH BINEPBbIE

MNpasuna npumeHeHUss Hacmosweao cmaHdapma ycmaHoeneHsl 8 cmamse 26 @edepanbHO20 3aKOHA
om 29 uwoHsa 2015 2. Ne 162-®3 «O cmaHdapmus3ayuu 8 Pocculickol ®edepayuu». MHpopmayus ob u3-
MeHeHUsX K HacmosuwieMy cmaHO0apmy rnybrnukyemcs e exes00HOM (M0 COCMOSAHUK Ha 1 AHeaps meKyuieao
2o0a) uHghopmayuoHHOM yKazamene «HayuoHansHble cmaHOapmbiy, a oguyuanbHbil MeKkcm usmMeHeHul
U ronpasoK — 8 eXeMecAaYyHoM UHOPMayUOHHOM ykaszamerne «HayuoHanbHbie cmaHdapmel». B cryvae
nepecmompa (3aMeHbl) unu ommMeHbl Hacmosuje2o cmaH@apma coomeemcmeyrouwee ygedomneHue bydem
onybnukogaHo 8 6ruxalwemM 6bINyCKe eXeMecsyHO20 UHGOPMAaUUOHHO20 ykaszamens «HayuoHanbHble
cmaHOapmsl». Coomeememaeyiow,as UHGhopMayus, yeedoMIeHUe U MeKCmbl pasMewalomcs makxe 8 UH-
gopmayUuoHHOU cucmeme 06wea0 Noab3o8aHUss — Ha oghuyuansHoM calime PedepasibHO20 azeHmcmea fno
MexHUYecKoMy peaynuposaHuro U Memponoauu 8 cemu MHmepHem (www.rst.gov.ru)

© OdpopmneHue. ®IBY «UMHcTUTYT cTaHgapTuzayumny», 2024

HacToawwmin ctaHgapT He MOXeT ObITb MOMHOCTLIO MMM YACTUYHO BOCMNpPOU3BEOEH, TUPaXXMNPOBaAH U pac-
NMPpOCTpaHeH B Ka4vecTBe OCbMLI,I/‘IElJ'IbHOFO n3naHua bes pa3peleHunsa G)e,qepaanoro dreHTCcTBa no TeXxHNn4ecko-
MYy perynmpoBaHvMi 1 METPOJIOTUA
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BeegeHue

MeTagaHHble 0bpasyloTca B MOMEHT BKMIOYEHWUS AOKyMeHTa B UHdopmaumoHHyto cuctemy no TOCT P
MCO 23081-1. MNpu aTom nponucxoauT NpUBA2Ka AOKYMEHTa K onpefeneHHOMY npoueccy, 06bekTy unm cybnb-
eKTy OeATenbHOCTW opraHu3aumn. MeTagaHHble HakannmMBalTCA B XO4e XXW3HEHHOro LUMKNa JOKYMEeHTa, crne-
Ays 3a codepaTenbHbIMU U CTPYKTYPHBIMU U3MEHEHMAMWU. MeTadaHHble Takke MOryT BbiTb MCNOMb30BaHbI
ONSA pasnuyHbIX LUenen faxe Torga, Korga OCHOBHOE cofepXaHue JOoKYMeHTa yTeparno nepeoHavyanbHyo ak-
TyaneHOCTb, HAaNpUMep: B aHanuTuke Ang nonyvyeHns HeobxoguMMbIX NokasaTenen NpoueccoB, NPOMCXoAMB-
LIWMX UMW NPOUCXOAALMX B OpraHusauum.

Llenbio HacTosLero ctaHgapTa aBnsgeTcHd yHUMKaLmusa coctTaBa M CoagepKaHus MeTagaHHbiX JOKYMEH-
TOB B MHDOPMALMOHHbIX cucTemax, obecneunBaroLLnx npouecckl paboThl ¢ yNpaBneHYeckon, B TOM Yucne ¢
KagpoBOKW, HAYYHO-TEXHUYECKOW U MHOW AOKYMEHTaunen B opraHn3aumsx.

TpeboBaHUs HACTOSILLEro CTaHAapTa HanpaeneHbl Ha NoAAePKKY pa3paboTkM CUCTeM SMeKTPOHHOro Ao-
KymeHTo0oB0poTa, CUCTEM XPaHEHUS 3NEKTPOHHBLIX JOKYMEHTOB (B apXMBax opraHusauuii), MHHopMaunoHHbIX
cuctem, obecnevmBarLWnx y4eT JoKyMeHToB ApxuBHoro dpoHaa Poccuickoid ®egepaumm u xpaHeHue anek-
TPOHHBIX apXWBHbLIX AOKYMEHTOB, ¥ APYrMX CUCTEM, B KOTOPhIX peanu3oBaHbl MPOLECcChl XU3HEHHOTO LMKNa
OOKYMEHTOB (Hanpumep, KopnopaTuBHbIE, cneunanbHble) Ha OCHOBaHWUM eguHoro nogxoda [1].

HacTosawmi cTaHgapT Takke npeacTaBnsaet coboi MeTogonornieckyio OCHOBY AN (DOPMUPOBaHKS:

- CUCTEMHOTO noaxofda K MeTadaHHbIM, OMUCLIBAKLINM OOKYMEHThI, B TOM YWUCMNe W 3NeKTPOHHbIE, Ha
BCEM NMPOTSKEHUN UX JKU3HEHHOTO LWMKNa — B paMKax NpoLLeCCOB CO3AaHUs, BKMIOYEHWS B CUCTEMY, UCTOMb30-
BaHWsl, ONepaTUBHOIO XpaHeHWs JOKYMEHTORB W (UNW) Nepenayn X Ha apXxMBHOE XpPaHeHWe UMM YHUHTOXKEHNE;

- eOouHblx TpeboBaHui K MeTadaHHeIM Npy pa3paboTke rocygapcTBeHHbIX MHOPMAaLNOHHBIX CUCTEM
cornacHo cTatbe 14 [2], B KoTOpbix 0DecnevynBaloTca perncTpauus, yyet u obpalleHne 3neKTPOHHbIX OOKY-
MEHTOB;

- eOvHbIx TpeboBaHWM K MeTagaHHbIM Npu pa3paboTke CUCTEM 3MEeKTPOHHOTO AOKYMeHToobopoTa 1 cu-
CTEM XpPaHEHWS 3MNEKTPOHHbIX AOKYMEHTOB B apXMBax rocy4apCTBEHHbIX OPraHoB, MECTHOIO CamoynpaBneHns
M opraHusauumm,

- TpeboBaHuin kK 0becnevyeHnIo COXPaHHOCTN MeTagaHHbIX 3MEeKTPOHHBIX 4OKYMEHTOB BHE 3aBUCUMOCTH
0T U3MEHSAKLMXCH YCNOBWUIA TEXHUYECKON Cpefbl.

MonoxeHWs, N3NOXeHHbIE B HACTOSALLEM CTaHaapTe, MoryT ObiTb MCNOMb30BaHb! AN OLEHKW CYLLECTBY-
toLero nHopmMalnoHHoro obecneyeHns CUCTEM 3MeKTPOHHOIO A0KYMeHTO0B0opoTa M MHbIX, YKa3aHHbIX pa-
Hee, MH(POPMAaLMOHHBIX CUCTEM.

v
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HAUMWOHANBbHBIA CTAHOAPT POCCUUCKON OEOEPALUMN

CucTema cTaHgapToB No MHgopMmauuu, GUGNMoTEeYHOMY U U3gaTenbLCKoMy geny

WH®OPMALIMA N AOKYMEHTALIUA.
YMNPABNEHWE OOKYMEHTAMMW

INornyeckan CTPYKTypa, CoOCTaB MeTagaHHbIX OOKYMEHTOB
n TpeﬁDBaHHﬂ K UX cogepxaHWk

System of standards on information, librarianship and publishing.
Information and documentation. Records management.
The logical structure, the composition of metadata for records and the requirements for their content

Oarta eBegeHna — 2024—05—01

1 O6bnacTb npuMeHeHus

HacTtosawmin cTaHdapT npMMeHsieTcs AN onMcaHus MeTafaHHbIX JOKYMeHTOB (HabopoB meTagaHHbIX)
B MpoLecce COo34aHusl, IKCnyatauun u pasBuTUa CUCTEM 3MEKTPOHHOIo AoKymeHToobopoTa (C3[), cuctem
XPaHEeHWs 3MNeKTPOHHbIX AoKyMeHToB (CX3) v MHbIX MHOPMAaLMOHHBIX CUCTEM OpraHoB NyGNUYHOR BlacTu
W OpraHv3aunini BHe 3aBMCUMOCTW OT UX NOAYUHEHHOCTU M hopM cOBCTBEHHOCTH.

HacTtosiwmi cTaHgapT NpUMEeHsIeTCs NPy NPOEKTUPOBaHUK M MOAEePHM3aUNK MHOPMALMOHHBIX CUCTEM
B LensX ycTaHOoBNeHusa eanHoobpasns onvcaHus M cocTaBa aHarnorMYHbIX CYLLHOCTEN B pasnunyHbix Basax
daHHbIX, Ans obecneveHns yHkUMOHaneHoi coBmectumocT C3L, CX3[ 1 MHbIX WH(OPMALMOHHBIX CK-
cTeM, B KOTOpbIX 0Dpa3ykTca 1 obpalyaoTcs JOKYMEHTHI.

HacToawumin ctangapT npefHasHadeH Ang cneuuanucToB No ynpasneHuo JoKyMeHTauuen opraHusa-
UMK, CNeunanMcToB apxX1MBoB U cneunanucToB B obnactn MHopMaUMOHHBIX TEXHOMOMMA, obecnednBaroLmx
paspabotky n mogepHuzauuo C30, CX3[ » MHbIX NH(POPMALNOHHLIX CUCTEM.

2 HopMaTuBHbIE CChINKK

B HacTosAwWweM cTaHgapTe MCnonb30BaHbl HOPMAaTUBHbBIE CChINMKW HAa CNeayLlmMe cTaHaapThl:

MOCT P 7.0.97—2016 Cuctema cTaHgapToB Mo MHopMaLmn, BubnmoTedHOMY 1 n3gaTenbcKkomy geny.
OpraHM3alnoHHO-pacnopaguTensHas goKyMmeHTauus. TpeboBaHua K ohopMAeHD JOKYMEHTOB

rMCT P 7.0.101/MCO 30301:2011 Cuctema cTaHgapToB Mo uHdopmauum, GubnnoteqHomy 1 n3gatens-
ckomy geny. MHdopmaums u gokymeHtauus. Cuctemel ynpaBneHus AokymeHTamu. TpeboeaHua

FOCT P MCO 15489-1—2019 CucTtema cTaHgapTtoB no uHdopmaumm, 6nbnnote4HoMy 1M M3gaTenscKo-
My geny. Hdopmauma n gokymeHTauums. YnpaeneHue gokymeHtamun. Hacts 1. MoHATWA M npyHUMnGI

rMOCT P NCO 23081-1 Cuctema cTaH4apToB No uHdopmauum, bubnuotedyHomMy 1 nsgatenbckomy geny.
Mpouecckl ynpaeneHus gokymeHTamMu. MeTagaHHble Ans gokymeHToB. YacTb 1. MpuHumnb

rOCT P MCO 30302 Cuctema cTaHgapToB Mo MHgopMaumu, BubnvoTedHoMy 1 u3gatenbckomy geny.
CucTtembl ynpaBneHus AoKyMeHTamKn. PyKoBOOCTBO NO BHEAPEHUIO

M punMmedyaHune — I'IpM nornb3oBaHWM HAacToALWMM CTaHOApPTOM Ll,eJ'IBCOOﬁpaSHO NnpoBEPUTL OEUCTBUE CCbINoY-
HbIX CTaHOapTOB B MHClDOpMaLI,MOHHOl:‘I cucteMe 0BLUEro Nonb3oBaHWA — Ha OCbIALl,I/IaJ'leOM cante d)e,qepaanoro areHT-
CTBa No TeXH4YeCKOMY perynupoBaHW M MeTponorui B ceTn MHTepHeT WNn no exxerogHoMy MHq:)OpMELI,MOHHOMy YKasza-
Tenw «HaunoHaneHble CTaHOapTbl», KDTOprﬁ OI'Iy6J'lMKOBaH no COCTOAHKUIO HA 1 AHBApPA TeKyllero roga, n no BbiNyCKam
exemMmeca4yHoro MHCprMaLlHOHHOFO yKa3artens «HauvoHanbHble CTaHOapTbl» 3a TeKyLLlVII?I rog. Ecnvn sameHeH CCbINoYHbINA

MapaHune ochbuumnansHoe
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CTaHOapT, Ha KOTOpbI AaHa HefaTUpOBaHHAash CCbINKa, TO PEKOMEHOYETCS UCTONb30BaTh AEUCTBYIOWYK BEPCUID 3TOTO
CTaH4apTa C YY4eTOM BCEX BHECEHHbLIX B A@HHYIO BEPCUIO M3MEHeHW . Ecnn 3aMeHeH CChINOYHbIN CTaHAapT, Ha KOTOPLIN
JaHa [aThpOBaHHAA CCbiNka, TO PEKOMEHAYETCA UCMONbL30BaTL BEPCUIO 3TOMO CTAHAAPTA C YKa3aHHbIM BhILLIE FOAOM YT-
BepxkaeHUs (NpuHaTMs). Ecnv nocne yTREPXOEHUA HACTOALLEro CTaHAApTa B CChINOYHLIA CTAHAAPT, HA KOTOPLIA AaHa
[AaTpOBaHHAsA CCbINKa, BHECEHO M3MEHEHVE, 3aTParnBaioLLee NonoXKeHne, Ha KOTOpPOe AaHa CCbiNka, TO 3TO NOMOXEeHWE
pekoMeHOyeTCcA NpMMeHAT 6e3 y4eTa 0aHHOTO U3MeHeHus. Ecnu cehbinoyHbIn CTaHgapT oTMeHeH 6e3 3aMeHbl, TO Nomno-
)KeHWe, B KOTOPOM [aHa CCbIfKa Ha HEero, pEKOMEHAYETCS NMPUMEHSTh B YacTu, He 3aTparvBatoLLeid 3Ty CCbIMKY.

3 TepMmuHbI 1 onpeaeneHusn

B HacTosiwem CTaHOapTe npuMeHeHbl cnegytowune TepMrHbl C COOTBETCTBYHLWLUMIK OoNnpedeneHnamMmu:
3.1 arperayma QOKyMeHTOB! prnna OOKYMEHTOB, OGbe,ﬂ,MHEHHbIX no onpeneneHHbIM NMpr3Hakam.
3.2

knacc: OnucaHne MHOXecTBa 0ObeKTOB, NS KOTOPbIX MMEHTCS OAHW U Te e aTpubyTbl, onepauuu,
MEeTO/bl, B3aMMOCBA3W U CEMaHTUKa.
[FTOCT P MCO/M3BK 11179-3—2012, nyHKT 3.1.4]

3.3

cXxema Knaccmbuxau,uu AeNnoBbIX onepauuﬁ: MHCprMEHT OnA CBA3WM OOKYMEHTOB C KOHTEKCTOM KMX

CO3[aHuA.
[FTOCT P UCO 15489-1—2019, nyHkT 3.4]

3.4

MeTaAaHHble AOKYMeHTOB: CTPYKTYpMpOBaHHAs UIW NOyCcTPYKTYpUpoBaHHasa MHAopMaLus, KoTo-
pas No3BoffeT co3fasaTtb, YNPaBnATb M UCNONb30BaTh AOKYMEHTLI B pa3Hoe BpeMs W B PasnnYHbIX 00-
nacTax 4eAaTenbHOCTH.

[TOCT P MCO 15489-1—2019, nyHkT 3.12]

M puMeEeYaHne — He cnenyetr CMellnBaTe MeTadaHHbIE C PEKBM3NTAMW, NpegctaBnAWMMA cobol aneMeHThI
Dq‘JOpMJ'IE‘HVIFl OOKYMEHTOB. Y HEKOTOpPbIX PEKBU3NTOB aHanorv B Bnae MetTagaHHbIX OTCYTCTBYIHOT.

3.5

CYWHOCTL: J11060I KOHKPETHbIN U abcTpakTHbIA 06BLEKT, BKNOHas CBA3N Mexay obbektamu.
[FOCT 34.320—96, pazgen 3]

MpumevyaHue —TolOCT P WNCO 15489-1—2019 (nogpasgen 8.2) «CyLLHOCTU» HAa3bIBAKOTCH «OBBbEKTaMW».
3.6

NOHATUE anemeHTa gaHHbIX: [ToHATHe, KOoTopoe MoXeT BbiTh NpeAcTaBNeHo B BUAE dNeMeHTa AaH-
HbIX, OMMCaHHOE He3aBMCKUMO OT Kakoro-nmbo KOHKpeTHOro npegcraBneHus.
[FTOCT P MCO/M3BK 11179-3—2012, nyHKT 3.3.38]

3.7

cxema MeTagaHHbIX: JIOrMHYeCKUi NnaH, NoKasbiBakLWA OTHOLLIEHNA MeXay aneMeHTaMu metTagaH-
HbIX, KaK MpaBuo, NoCpeacTBOM YCTAHOBMNEHWUSA MPasBuIl UCNOMNb30BaAHUS W YNpaBneHns MeTagaHHbIMMU,
ocoBeHHO KacalwLmnxcs CEMaHTUKN, CUHTaKeuca cTeneHn 06a3aTensHOCTH AaHHbIX.

[TOCT P MCO 15489-1—2019, nyHkT 3.17]

3.8

anemeHT gaHHbIx; 3[: EovHnua gaHHbIX, NS KOTOPOK ¢ noMoLlso Habopa aTpubyToB 3agaHbl onpe-
Jenexuve, aeHTUUKaAUKUS, NpeacTaBNeHne 1 AoNyCTUMbIEe 3HAYEHUS.
[FOCT P MCO/M3BK 11179-3—2012, nyHKT 3.3.36]
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4 Obwme nonoxeHus

ToBasa cTpyKTYpUMpOBaHHAs UMW NONYyCTPYKTYPUPOBAHHAA MHOPMALNUS, CBEAEHUS, LaHHble O LOKY-
MEHTAaX, UX arperaumax U OKyMeHTarnbHbIX M apXMBHbIX (hOHAAX 4OKYMEHTOB, a Takke o npoueccax paboThl ¢
AOKYMEHTaMK B yNpasneHnyM JOKYMEHTaMK1 ABAAIOTCH MeTagaHHbiMK fokyMeHToB. OHWM nogaepKvMeatoTt npo-
Lleccbl ynpaBneHnss AOKYMEHTaMK BO BPEMEHW U B KOHTEKCTE OENOBOW AeATEeNbHOCTM U cnocobeTeyioT obe-
CMeYeHu ayTeHTUYHOCTH, JOCTOBEPHOCTU, LeNOCTHOCTU JOKYMEHTOB, UX MPUIOAHOCTW ANA UCTIONb30BaHUS.

MeTagaHHble JOKYMEHTORB, Kak MHopMaLuuma o6 ynpaBneHun SOKyMeHTaMM, ABMAAKTCH HEOTLEMMIEMOMN
YacTbH Kak 3MeKTPOHHbLIX JOKYMEHTOB, Tak U JOKYMEHTOB Ha TPaaWLMOHHLIX HocuTenax. MHdopmauus o Ho-
cuTene okyMeHTa (ByMakHOM Mnu 3MeKTPOHHOM) cama no cebe ABNAeTcA MeTafgaHHbIMU.

MeTagaHHble OKYMEHTOBR 0Decne4vBaloT UCTIONMHEHNE CYLLIECTBYIOLLMX 3aKOHOAATENMbHbIX N MHbIX yCTa-
HOBMEHHbIX TpeboBaHMA B cchepe apXvMBHOMO Aena U Aenonpov3BOACTBa, 0b6nacTu ynpaBneHus oKyMeHTa-
MU, a TawKe 3chPeKTUBHOCTL AEroBbIX MPOLECcCoB, PUANYECKYI0 3HAaYMMOCTEL M AOKa3aTenbHyK cuny do-
KYMEHTOB.

HacToawmin cTaHgapT Ha OCHOBaHUWM NOTMYECKON CTPYKTYPbl METafaHHbIX JOKYMEHTOB ONMUCLIBAET OC-
HOBHYH paclUMpPsieMyld CXEMY W COCTaB METafdaHHbIX LOKYMEHTOB BHE 3aBWCMMOCTWU OT BMAA HOCUTENSA B
C3[, CX3M v MHbIX MHPOPMALMOHHLIX cucTemax, obecnedmBaloLmx NpoLeccel paboTbl C yNpaBneH4YecKom 1
MHOWM OOKYMEHTaLWen, n coaepXnt TpeboBaHKs K MX OMUCaHWI0 U COAePKaHn.

HacToqawumin ctaHgapT onpenenser:

- NOTMMYECKYH CTPYKTYPY MEeTagaHHbIX AOKYMEHTOB BHE 3aBMCUMOCTM OT HocuTens (BymaHble, anek-
TPOHHbIE);

- CXeMY MEeTafaHHbIX AOKYMEHTOB B 3aBUCMMOCTM OT MX HA3HAYeHWs;

- MPUHLMN KnaccudmKauum MmeTafgaHHbIX Ha pasnuyHbIX YPOBHSX;

- TpeboBaHWSA K cooepXaHui MeTagaHHbIX;

- NOPSAO0K MPUMEHEHUS U UCNONb30BaHUS CXeMbl MeTagaHHbix B C3[, CX3/ 1 UHbIX MHOPMaLMOHHBIX
cucTemax.

MeTagaHHble OOKYMEHTOB AMS OpPraHM3auuii, BHeOpsOWUX CUCTEMbl YNpaBneHus AOKYMeHTaMu no
FOCT P 7.0.101 n TOCT P MUCO 30302, onpenensoT Npy NpoekTMpPOBaHWM JOKYMEHTHbIX MPOLECCOB B paMm-
Kax ornepaTyMBHOIO ynpasneHus.

5 INlornyeckan CTpyKTypa MeTafaHHbIX JOKYMEHTOB

5.1 Norudeckas cTpyKTypa MeTagaHHbIX CNYXUT OCHOBOW (hOPMUPOBAHUA CXeMbl MeTafaHHbIX.

Jlorndeckasn cTpykTypa MeTagaHHbIX JOKYMEHTOB — Crnocof pasfgeneHusi Ha rpynnbl U yCTaHOBMNEHMWS
nepapxum nubo MHbIX CBA3EN MeXay MeTafaHHbIMKU OOKYMEHTa ¥ MeTafaHHeIMU 0 Apyrux 0bbekTax (CyLHo-
cTsx) (cm. 5.2), obecneymBawLLMX ayTEHTUYHOCTb, LIENMOCTHOCTb, 4OCTOBEPHOCTL WU MPUrOAHOCTL AOKYMEHTA
01151 UCNOMb30BAHUA HA NPOTSKEHUN €70 XKMU3HEHHOMO LKMKNa.

Jlornyeckas CTpykTypa npefcTaBneHa B HAcTOSILLEM CTaHAapTe B BUAe MepapXWyeckon Mogenu AaH-
HeIX. [pK peanusaunn NoNoXeHWn HacToALWEero cTaHgapTa cnegyeT cobnogate onpeferneHHble B HeM MOMHOo-
TY ONMUCAHWA U CBA3WM MeXay MeTaLaHHbIMU.

5.2 ObbekTamu (CyLHOCTAMM) METAAAHHLIX, BbIAENEHHbIMY ANA (QOPMUPOBAHUSA NOTUYECKON CTPYKTY-
pbl METAOAHHLIX JOKYMEHTOR, SABNAKTCA:

- OOKYMEHT — [OKYMEHTbI CO3AAl0TCHA B paMKax BbINONHEHWA OpraH13auunen ee 0eaTensHOCTM U DYHK-
Luun;

- OpraHu3auUnoHHble JOKYMEHTbl — MpKW opraHn3aLuy JOKYMEHTaNnsHOro U apXmeHoro (hoHO40B opraHu-
3auM1K, OCHOBY KOTOPbIX COCTaBMAAKT AOKYMEHThI, (hOPMUPYIOT (CO34al0T) YYeTHble W UHble A4OKYMEeHTbl, (op-
Mbl KOTOPbIX OMpeaeneHbl B HOPpMaTMBHbIX NPAaBOBLIX akTax B cdepe apXMBHOro Aena u 4enonpov3BoACcTBa,
cTaHOapTax v MeTo4MYecKUX JOKYMEeHTax Nno ynpaBneHnio OKYMEeHTaMu;

- Mpouecchl — OOKYMEHTbI MPOXOASAT Yepes aTanbl XM3HEHHOTO UMKNa, 3aBUCALLME OT BUAa OKYMEHTA,
HOPMaTWBHO YCTAHOBIEHHbIX MOPSAKa JOKYMEHTUPOBaHWsS U TpeboBaHWIA K XpaHeHWIO, B TOM YWCIE K apXuB-
HOMY XpaHEeHWUH;

- YYacTHUKKM (areHTbl) — Kagoe OelcTeue ¢ AokymeHTom B C3[, CX3[ u MHOM MH(OPMaLMOHHOK
cucTeme JOMKHO BbiTh BLINONHEHO ABTOPU30BaHHbLIM B JAHHOW CUCTEME YYaCTHUKOM, KOTOPbIM MOXET BbIThb
OTOEeNBHOE NWLLO, OTBETCTBEHHAA rpynna nuy, (CTPyKTypHOe nogpasfeneHve, KonnervanbHbIi opraH) unu op-
raHvM3auns B LenomM. YYacTHUKM (areHThbl) pa3nuyatrTcs ponsaMu, HasdHa4yeHHbIMU B MHOOPMaLMOHHOW cucTe-
me. AreHTamu TakKe MoryT aBnsaTbed camu C3[, CX3[ v uHble MHOPMAaLMOHHbBIE CUCTEMbI.
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[nsa onncaHnsa OCHOBHbIX OBBEKTOB (CYLLHOCTEW) U CBA3EWN MEeXOY HUMK WCMONb3YI0T MeTagaHHbIe.
Cxema B3aMMOCBHA3€ MeXdy OCHOBHbIMW OBbekTamu (CYLHOCTAMW) MeTagaHHbIX NpeacTaBneHa Ha
pucyHke 1.

OpraHvm3auuoHHbIE JOKYMEHTHI
YuutblBatoT Pa3spaboTtaHbl
Perynupytot
MNMpoueccel
OnucbiBatoT MpuHagnexar

i % 3
S e = 3
Q Q Q 5
© © 5] =
o o o (]
z g 2 g
5 : @ g
> o b

HOKyMeHT Y4acTHUKK (areHThbl)

UcnoneayoTes
YnpasnsoT

PucyHok 1 — Cxema B3anMoCBA3el Mexay obbektamum (CYLLHOCTAMM) MeTagaHHbIX

5.3 B HacTosllleM cTaHaapTe 06bekThl (CYLLHOCTM) CnyXaT OCHOBOW KnaccugmkaLum MeTagaHHbIX 40-
KyMeHTOB. Ha BepxHeM ypoBHe Knaccudukaunm metagaHHble 06BEeKTOB (CYLLHOCTEN) — OOKYMEHT, OpraHu-
3aLMOHHbIE JOKYMEHTbI, MPOLECChI, Y4aCTHUKA (areHThbl) — ABMAKTCA OCHOBHbIMW KNaccaMu, KOTOpble pas-
OEnsT Ha KNnacchl MeTadaHHbIX, MpegHas3Ha4YeHHbIX Ana nx onucaHns. Kaxabii U3 aTMX KNaccoB MeTadaHHbIX
MOKeT BbITh pa3geneH Ha Knaccbl 40 HeobxooMMOoro YpoBHA Knaccudukaunm.

5.4 OcHOBHOW KNacc MeTafaHHbIX «[okyMeHT» BkMNto4aeT B ceba meTagaHHble 0 CAMOM JOKYMEHTE U
MeTafaHHbIe O MPUMNOXEHUSIX K OCHOBHOMY [IOKYMEHTY (MpuU Hanu4uK), o HocuTene w/unu dgannax.

MeTagaHHble OCHOBHOIO Knacca «[oKyMeHT» nogpas3fensoT Ha Knacchbl:

- MAeHTUMUMPYOLLKE MeTafdaHHble, XxapakTepM3ayLwne nbon ooKyMeHT, BKNoYeHHbIn B C3[, CX3[
W VHYI0 MH(POPMALMOHHYIO CUCTEMY;

- COBOKYMHOCTb KNaccos, cofepXallux PeKBU3UTHbIE MeTadaHHble, He ABMsALWmnecs naeHTuduumnpyo-
LWMMK, KOTOpLIE coaepXaT MHAPOPMAaLIUID O PEKBU3WTHOM YacTu JAOKYMeHTa (CocTaB MHAOpMaLun B peKBU3U-
Tax no FOCT 7.0.97) n (pyHKUMOHANBHLIX MeTadaHHbIX, KOTOpble CBA3aHbLI C MPOLECCaMU XU3HEHHOTO LMKNa
OokymeHTa (cornacHo [3], [4] v [5]);

- MHOPMaUWOHHO-TEXHUYECKME MeTafaHHble, KOTOpble OTHOCATCH K TEXHWYECKMM CBOMCTBaM OOKY-
MeHTa.

Cxema knaccoB MeTagaHHbIX, OTHOCALLMXCS K OCHOBHOMY KIaccy MeTafaHHbIX «[JokyMeHT», npeacTas-
neHa B Tabnuue A.1 npunoxeHua A.

5.5 OcHOBHOI Knacc MeTafaHHbix «OpraHu3auuoHHble OOKYMEHThI» npeacTaBnseT coboil COBOKyM-
HOCTb JaHHLIX 00 YYETHBIX N MHbIX OKYMeHTaX, obecnednBarL X OpraHu3aLmio JOKYMEHTaNbHOro 1 apxme-
Horo poHOOB opraHusaunn u paboTty ¢ HUIMN.

MeTaaaHHble OCHOBHOIO Knacca MeTagaHHbix «OpraHn3aunoHHbIe JOKYMEHTBI» NOAPa3aensoT Ha cne-
Aylolune Knacchbi:

- MeTagaHHble 0 cXxeme knaccudukauumn pabouymx NpoLeccos.
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MpumeyaHue — lpu ynpaBneHnn JOKYMeHTaMW cxeMy Krnaccudukaumm paboymx NpoLeccoB NPUMEHSIIOT No
OCT P UCO 15489-1—2019 (nogpasgen 8.3);

- MeTajaHHble 0 knaccudgukaTope BUAOB JOKYMEHTOB;

- MeTajaHHble 0 HOMeHKnarType agen,

- MeTajaHHble O peecTpe onucen gen;

- MeTagaHHble 06 akTax.

Cxema KrnaccoB MeTafaHHbIX, OTHOCSALLMXCS K OCHOBHOMY Knaccy MeTadaHHbix « OpraHn3auvoHHbele 0o-
KYMeHThI», NpeAcTaBneHa B Tabnuue A.2 npunoxeHns A.

5.6 OcHoBHOM KNnacc meTagaHHblX «[Tpouecchbl» paccMOTPEH B KOHTEKCTE AenonpoM3BOACTBEHHON U ap-
XMBHOW OeATeNbHOCTM opraHv3aumin. Kaxgas opraHmzaums camoCTOATENbHO onpegenseT Knaccudukaymio,
rPYNNMPOBKY W OMUCaHWe OpPraHmM3alMOHHbIX MPOLIECCOB, B paMKax KOTOpbIX co3faTca 1 obpawarwTtesa go-
KYMEHTHI.

B uacTu BeINONHEHWS NPOLECcCOB apXUBHOMO XpPaHeHWs, NPOUCXOAALMX B rOCYAapCTBEHHbIX U MYHU-
uMnanbHbIX apxyMBax, MeTagaHHble O NMpoueccax, He Haleglwux OTPaXKeHUs B HacTosdWeM cTaHgapTe, pas-
pabaTtbiBalTCsA apXMBOM CaMOCTOATENbHO C y4eTOoM 0bLlei NormkM B3anmocBA3en Mexay npoueccamu, Oo-
KyMEHTaMW, K KOTOPbIM OHW OTHOCATCH, U OPraHu3auMoHHbIMW AOKYMEHTaMM, B KOTOPbIX Y4TEHbI 3TWU CBA3N.

MeTagaHHble ocHOBHOro Knacca «[1pouecchkl» NoapasfensatoT Ha creayloLwme Knacchl:

- MeTagaHHble 06 opraHu3auMoHHbIX NPoLeccax;

- MeTafaHHble 0 NpoLeccax JoKyMeHToobopoTa;

- MeTagaHHble 06 apXMBHLIX NpoLeccax.

Cxema knaccoB MeTagaHHbIX, OTHOCSALLMXCHA K OCHOBHOMY Knaccy MeTagaHHbix «[pouecchl», npeactas-
neHa B Tabnuue A.3 npunoxeHus A.

5.7 OCHOBHOW Knacc MeTagaHHbIX «YYacTHUKKW (areHTbl)» npegHasHadyeH ana naeHTuukanun nuy unm
MHAOPMaLMOHHbBIX CUCTEM, OEACTBUSA KOTOPbLIX MPUBENU K CO30aHUI0 UMY U3MEHEHWI0 OOKYMEHTOB.

MeTagaHHEIe OCHOBHOTO KNacca « Y4YacTHUKK (areHTbl)» nogpasfensoT Ha cnedyioLlne Knaccehbl:

- MeTagaHHble 06 opraHu3aumu;

- MeTagaHHble O CTPYKTYPHOM nogpasgeneHun (dbvnuane), KonnervanbHoOM OpraHe;

- MeTagaHHble 0 paboTHUKaX OpraHn3aLnn, YNeHax KomnnernansHOro opraHa;

- MeTagaHHble 06 MHOpMaLMOHHbIX cUCcTEMaxX (NogcucTemax);

- MeTaJaHHble 0 BHELLHWUX KOHTpareHTax.

CxeMa KnaccoB MeTafaHHbIX, OTHOCSILLMXCA K OCHOBHOMY KNacCy MeTafdaHHbIX «YUYaCTHUKWU (areHThl)»,
npegctaesneHa B Tabnuue A.4 npunoxeHus A.

5.8 MeTagaHHble OCHOBHbIX KnaccoB «[lpouecchl», «Y4YacTHUKM (areHTbl)» n «OpraHu3auuoHHble O0-
KYMEHTbI» NpeacTaBnsatoTCs COBOKYMHOCTLIO WAEHTUMULMPYIOLWMX OaHHbBIX U AaHHbIX, ONUCLIBAIOLLMX coaep-
KaHWe KOHKPEeTHOro OCHOBHOIO Knacca.

5.9 B pamkax B3aMMOCBSI3eld Mexy OTOeNbHbIMKU KraccaMy OCHOBHbLIX KITAaCcCOB MeTafaHHbIX obpa3y-
loTCS arperaunmn JOKYMEHTOB.

Arperauuy OOKYMEHTOR, KOTOpble HEOBXOAMMbI ONS yNpaBneHus JOKYMEHTaMK B paMKaXx BbIMOMHEHUS
TpeboBaHNI HOPMAaTMBHbIX NPABOBLIX aKTOB B ciepe apXMBHOro Agena v Jenonpou3BoAcTBa, NpeacTasneHbl
B Tabnuue 1. BapyvaHToB arperayuuvii LJOKYMEHTOB C TOYKW 3PEHWUSA UHbIX NPOLECCOB, MPOUCXOOALLMX B OpraHu-
3aumax, MoxeT ObiTb bonbLue.

Mpumep — feno sensemcs azpezauueil QoKyMeHmMos, m. e. 2pynrnol GoKyMeHmos, 06LeduHeHHLIX Mo
onpedeneHHbIM npu3HakaMm. MemadaHHble dena ekntodarom mMemadaHHble KaX0020 U3 QOKYMeHMos, a makke
mMemadaHHbIe HOMeHKamypsl den, xapakmepu3syroujue 0esio kak omoenbHbIl 06Lexkm (CyuwHocms).

Tabnuuya 1— Bo3amoxHble arperaly OKYMEHTOB

Knaccel, cBa3b mexay
HaumeHoBaHWe arperaumm KoTopbIMK 0bpasyer Ycnoews cosgaHus arperaunm
arperauuio
Leno [okymeHT. [okymeHTbl 06BLEANHSAIOT B Aena, 3aronoBKM KOTOPLIX Npegyc-
HomeHlmaTypa aen MOTpPEHbI HDMBHKﬂaTypOIFI Jen c uenb Ux cuctemarmiadnm n
(cM. pucyHoK 2) onpefeneHnsl cpoka XpaHeHnst JOKYMEHTOB
5
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OkoHYaHue mabnuuysi 1

Knaccel, cBa3b mexay

HavmeHoBaHwe arperayuu KOoTopbIMU 0Bpasyer YcnoBus cosgaHus arperaunm
arperaumio
[eno (egmHuua xpaHeHus, | [JOKyMeEHT. Ecnn gokymeHT umeeT BpemeHHbld (cB. 10 NeT) unn noctonH-
en. xp.) Onuck gen HbIA CPOK XpaHeHWs, TO OH BKMOYAETCH B apXWBHbIA hoHA op-
(cm. pycyHok 3) raHn3aLuny U ONUcbIBAETCH Kak eauHuua xpaHeHus. [aHHble o

e[VHWLE XpaHeHWa MOTyT HAacnegoBaTbLCA OT OaHHBLIX O Aenax
(yacTax, Tomax gen), U3 HOMEHKNaTyphl Aen

Arperaumsi JOKyMeHTOB LoKyMeHT. B pamkax pasnuuHbIX OpraHW3aLWOHHLIX MPOLECCOB, B T. Y.
Mpouecc MpOLECCoB apXWBHOTO XpaHeHusi, MoryT 06pa30oBbIBaTLCS arpe-
{cm. pucyHok 4) rauMyM OOKYMEHTOB, KOTOPbIE XapakTepuayrTcs Kak eauHoe

uenoe n paGOTa C KOTOPbIMW OCYyLWEeCTBNAETCA eﬂMHOOﬁpaE}HO.
KomnnekTsl HayHHO-TEXHMHeCKOﬂ AOOKYyMeHTauunu MoryTt ObITb
PacCMOTPEHbI KaK arperau JOKYMEHTOB

OpraHn3aunoHHble OOKYMeHTbl K o>— lena K o— HokymeHTbl

HomeHknarypa aen MetagaHHble gen MeTagaHHble JOKYMeHTOB

PucyHok 2 — Cxema oTHoLweHWA ana arperauun «eno»

OpraHun3auvoHHblie AoKyMeHTel  K>— Hena (ea. xp.) K oo—— LoKymeHTbI
PeecCT);I)_“:)gl:lceM. MeTtanaHHble aen (ea. xp.) MeTagaHHbIE AOKYMEHTOB
PucyHok 3 — Cxema oTHoLleHuWIA ana arperaunn «[deno, eq. xp.»
Mpouecchbl <— Arperaumuv OKYMEHTOB K o>—— LokymeHTbI
DYHKLMA.
Mpoueccs! MeTagaHHble arperaumm MeTapaHHbIe JOKYMEHTOB

PucyHok 4 — Cxema OTHOLIEHWI AN arperaunmn «Arperayns JOKYMEHTOB»

6 NpumMmeHeHMe cxeMbl MeTagaHHbIX

6.1 Cxema meTagaHHbIX, NPUBEOEHHAA B HACTOALLEM CTaHAApTe, AOMKHA BbITe JOMNOMHEHA B TOM Cry-
Yyae, eclv HOPMaTUBHO YCTAHOBMEH 3HAYUTENbHbLIA cocTaB 3 ANs ONMCaHMsa KOHKPETHO TUMNa OKYMeHTaLmMm
WUNU BUAA OOKYMEHTOB.

Cxema MoxeT ObITb AONONHeHa NobbIM KONIMYECTBOM MeTadaHHbIX MM UHBIMW Knaccamun MeTagaHHbIX,
HO He OomkHa BbITh COKpallleHa B 4acTu, Kacarwllenca 0ba3aTtenbHbIX Unu 06a3aTenbHbIX NPY BhIMOMHEHWN
onpegeneHHelx ycnoeuin 3.

MeTtananHsie cywecTtBytowmx C3O, CX3 1 MHbIX MHDPOPMALNOHHBLIX CUCTEM, B KOTOPLIX obecneymBa-
eTcs ynpaeneHue JOKYMeHTamMK, cnefyeT oLeHMBaTh C TOYKW 3PEeHUS CMbICIOBOIO COAepXaHUs areMeHTa u
ero MHpopMaLMOHHOIO HanonHeHust; Npu HeobxogMMocTK obecnevyeHnsa B3aMMOAeNCTBUS MHDOPMaLMOHHBIX
cucTem criegyet cobnogatb eguHble hbopmatel cbMeHa daHHbIMKU. [pu NpoBegeHM OLEHKN MeTadaHHbIX B
cywecTeyowmx C3[, CX3O v uHbIX MHPOPMALIMOHHEIX CUCTEMAX, B KOTOPLIX obecnevyvMBaeTcs yrnpaBneHue
OOKYMEHTaMW, MeTaflaHHbIe aHaNU3upPYHT Kak COBNagatwlne B TOM Cry4dae, ecnm UX CeMaHTUYecKoe 3Ha-
uYeHne oguHakoBoe. Yem paHblie BydeT HaWgeHa CUMHOHMMWSA W YCTAHOBMEHO eAuHoobpasue B onucaHuu
3[l, Tem MeHblle BpeMeHHbIX 3aTpaT Mo ynpasneHulo MeTagaHHbIMK OpraHu3auuyM 6yger OCyLLecTBeHo B
JanbHenLlem.

6
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ﬂpe,ﬂ,CTaBJ'IEHHaFI B NMPUNnoxeHun A cxema I{J'IaCCMCbVIKaLIMM MeTadaHHbIX ABIAETCA I'IO,EI,pO6HbIM Bapun-
dHTOM pa3feneHna MmetagdaHHbIX JOKYMEHTOB 4114 ee OanbHenLwWwero NcnonsL30BaHuns. Cnosapb MeTadaHHbIX,
I'IDMBE,EIEHHbIFI B MPUINTOXEHUAX b u B, cnenyet 3TOW CXeMe C Lenbio npencrtaeneHns Haubonee AeTarnbHOro
onucaHuA anemMeHToOB MeTaaHHbIX. an 3TOM YPOBHU KJ'IaCCMCpVIKaLI,MVI ABINAKTCA peKOMeHOyeMbIMU, 1 UX
KONWUYEeCcTBO MOXeT ObiTb COKpalleHo.

Mpumep — Ecnu GoKyMeHmM KOHKpemHo20 euda nodnexum eu3uposaHur0 oGHUM fTULOM, Mo yposHU OaH-
HbIX O co2/laco8aHuu Mozym 6kiMb COKpPaWeHkl HUXenpueedeHHbLIM o6pasom.

lMonHbId eapuaHim no cxemMme

,anHble 0 coenaco-
eaHUAX doxyMeHma

HanHele o coznacoearuu
dokyMeHma

HaHHbie o coznacosaHuu
dokymMeHma O0/MKHOCMHbI-
Mu nuyamu

[arHbie o coznacoesa-
HUU GoKyMeHma QOoJTxk-
HOCMHbLIM JTULOM

HarHsie o coznacoeanuu
dokymeHma opyaum Go-
KYMEeHmom

BapuaHm HYacmHoO20 cry4as eu3upoeaHusa KOHKpemHoz0 euda aOKYMEHma

,anHble 0 coenaco-
saHusAX doxyMeHma

HaHHble o coznacoeaHuu
doKkyMeHma GO/MKHOCMHLIM
nuyom

6.2 BkntoyeHHble B cnoBapb MeTafaHHbIX (CM. npunoxeHusa b u B) 3] gononHAKTCA U yTOUHAKTCSH
OpraHv3aumsMyM B paMKax Ux nepapxumu 1 B3aMMocBsa3er. 3T0 MOXET NPOMCXOANTb B NMpoLecce aHanuaa op-
raHW3aunoHHOW cpeabl NpU BHEAPEHUMU nu MoAaepHusauumn cyecteyrowmnx C3, CX3O v uHbIX uHgopma-
LMOHHBIX CUCTEM.

MNpwn peanv3aumn YacTHbIX pelleHWin JomkHa ObiTb cobrogeHa rpynnMpoBKa aNeMeHTOB MeTafdaHHbIX
no Knaccam, HOpMaTWBHO Heobxoaumas AN Kax4oro YpoBHS onucaHus.

Mpumep — MemadaHHbIe 0 NpunoxeHuu JoKyMeHma npu Hanu4yuu y 0OKyMeHma npumnoXeHul He OOJKHEI
8KMHOYaMb MeHbUIee Konuvyecmeo OaHHbIX, YeM 3mo fnpedycMompeHo 0ns oghopmiieHus pekeusuma «Ommemka
o npunoxeduu» no F'OCT 7.0.97—2016 (nyHkm 5.19).

6.3 MNpu oOpMUPOBaHUK CXEM MeTafaHHbIX, onpedeneHui 3[, HeobxodUMbIX ANA paboThl ¢ JOKYMEH-
Tamu, cnegyet MMeTb B BUOY, YTO cocTae 3 GyneT pasnuuaTtbcs B 3@aBUCUMOCTM OT BUAA AOKYMEHTA, ero
HOCUTEns 1 (MNK) NPYHAANEXHOCTU K JOKYMEHTOMNOTOKY. PekomeHayembli cocTaB MeTafaHHbIX, He MpUBA3aH-

HbIA K KOHKpEeTHOMY BUAY OOKYMEHTa UM OOKYMEHTOMNOTOKY, HO CBA3aHHbIN C HOCMTENEM OOKyYyMeHTa, npeg-
CTaBlneH B NpUNoXeHnn r.

Mpumep — MHghopmaLyust 0 pe30yUaX U O KOHMPOJe UCMTONIHeHUsI Mo)Xem 6bIMb ompakeHa Ors1 8xo0s-
wux U BHympeHHUx AoKyMeHmMos, o0Hako A ucxodaujux doOKyMeHmoe makasi UHghopMayus He UCMob3yemcsl.

6.4 Cxema mMeTafaHHbIX, OCHOBaHHAsA Ha MOrMYeckor cTpykType W 3[, onpefdeneHHbIX B pasgdene 5,
MOXeT ObITb NMpUMeHeHa:

- AnA yCcTaHOBIEeHUA edUnHbIX TDEGOBaHMJ;‘I K MeTagaHHbIM OOKYMEHTOB Ha YpPOBHE OpraHun3aunn Urnn
MeX4y opraHn3aynamin;
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- npoektupoBanus C3[, CX3[ v MHbIX MHPOPMALMOHHBLIX cUcTEM, obecneymBawLLMX yripaBneHue oo-
KyMeHTaMu,  ux 6as gaHHbIX;

- chopMupoBaHua BbixoaHbIX ddopm C30, CX3O 1 MHbIX UH(POPMALMOHHBLIX CUCTEM yrNpaBrneHust Oo-
KyMeHTaMu;

- obecneyeHus obMeHa MHpopMaLnen o JOKYMeHTax Mexay MHMOPMAaLMOHHBIMU CUCTEMAMM,

- co3gaHust XSD-cxem Ans aneKkTpoHHbIX WabnoHOB JOKYMEHTOB.

Mpumevanune — [log XSD-cxemol nogpasymeBaeTca CTpykTypa damna B dopmarte Extensible Markup
Language (XML), onvcbiBatoLLas B3aMMOCBA3N MeX Y aMeKTPOHHbIMK WabnoHamy 1 nonsaMmy (MeTafgaHHbIMKU) arNeKTPoH-
HO-perncTpauroHHblX Kaptodek B COL, CX3 v nHOW MHOPMAaLMOHHON CUCTEME;

- aHanuMaa YpOBHS MOIHOTHI U AOCTYMHOCTU METafaHHbLIX JOKYMEHTOB B pamkax nwbon C3M, CX3[ u
WHOW MHPOpMAaLWOHHON cucTembl. [py 3ToM cxema MeTadaHHbIX BbICTYMAaeT Kak WabnoH Ans cpaBHEHUN C
yKe paspaboTaHHbBIMKM CXeMaMn MeTafaHHbIX OpraHru3aunii;

- MOBbILUEHUS KaYyecTBa MeTaflaHHbIX AMS anropuTMOB aBTOMAaTUYECKOro aHanmsa gaHHbIX.

6.5 Cxemy MeTaJaHHbIX NPUMEHSIOT ANS CO34aHUs N NOAOEPXKM cxem pabovMx NpoLeccoBs, peanuay-
eMblX B OpraHu3aluu, 4To no3eonseT obecnevymTb KOHTEKCTHYH CBA3b MexXay CobbITUsMKU, peansHo npouc-
XOOAWMMIN B opraHn3aunn, u nidopmaumein ob aTux cobbiTuaX, 3aJ0KyMEHTMPOBAHHON NN COXPAHEHHOW B
C3M, CX3[O v nHon nHopmaLMOHHOR CUCTEME.

6.6 CxeMbl MeTaJaHHbIX JOKYMEHTOB MOryT ObiTb BKMHOYEHbI B NMOAWTUKY YMPaBNEeHUs JOKYMEHTaMMu,
WHblE NOoKanbHble HOPMATMBHbIE aKTbl OpraHu3aLlmMy, cornawenns 0b MHoPMaLMOHHO-TEXHUHYECKOM B3anMO-
OEeACTBUN Mexay OpraHvMsaunsaMn ans ycTaHoBNeHWst eqUHOro Nogxofa K obMeHy JOKYMEHTaMW B 3MeKTPOH-
HoM BuAe. B panbHelwemM oHM MOryT BbITh MCNOMb30BaHLI B MOPSAKE, NpegycMoTpeHHOM 6.7—6.12.

6.7 Mpwn npoektupoBaHun U mogepHusaumm C3M, CX3, WHbIX MHMOPMAaUMOHHbLIX cUCTEM U UX Ba3s
OaHHbIX ONUCaHUE CXeMbl MeTaJaHHbIX JOKYMEHTOB BKIMHOYAKT B TEXHUYECKYH JOKYMEHTaLWK Ha uHopma-
LIMOHHbIE CUCTEMBI.

6.8 MNpw paspaboTke 1 MogenMpoBaHK 6a3 OaHHbIX OMKHbI CO34aBaTbCH OCHOBHbIE 0OBbEKTHI (CYLLHO-
CTu), NpegycMoTpeHHble 5.2, MNMpy MogenupoBaHUy KOHKPETHBIX KNacCoB W 3rieMeHTOB MCNoMb3yoT NpaBuna,
OTpa)KeHHbIE B CMOBape ANA Ka)X40ro afNieMeHTa, B YacTy YPOBHSA Knaccudukauumn, 0bsa3aTtensHOCTU OaHHBIX,
WX KpaTHOCTW U CBA3EW C APYTMMU Knaccamu.

6.9 lNpy NpoeKkTUpoBaHUK 1 co3gaHun akpaHHbIX chopm B C3, CX3 1 UHbIX MHPOPMAaLMOHHLIX CUCTe-
Max (MpyMepbl NpuBeaeHbl B MpUoxeHun [1) cxeMy meTagaHHbIX UCMOMb3YoT:

- ANA NPOEKTUPOBAHWA U CO3AaHWNA 3NEeKTPOHHbIX PErncTpaunoHHO-Y4YeTHbIX QOPM JOKYMEHTOB.

MNMpumep — lMpoekmupoeaHue 3MeKMPOHHBIX Pe2UCMPAaULUOHHbIX KapMmoYeK Ol 31eKmMpPoHHbLIX OOKYMeH-
moe e C3[] nodpasymesaem onpedesnieHue cocmaea rnonell, N0380NAOWUX Haubonee nonHo omobpa3ums U
aemomamu3supoeams rnpoyecc pabomsi Had KOHKpeMHbLIM 8UGOM OOKyMeHma;

- OnNA NPpoOeKTUpOBaHUA U CO30aHNA apXUBHbIX YHETHbIX CbOpM B 3JTEKTPOHHOM BUAae.

Tpumepbi

1 B coomeemcmeuu ¢ HOpMamueHbIMU 11pasoebiMU akmamMu 8 cghepe apxusHozo dena u 0esonpou3god-
cmea ycmaHaenueaiom cocimae 83auMoces3aHHbIX 00si3amerbHbIX K MPUMeHeHUo JOKYMEeHIMOoe, OnuUChIaaro-
wiux apxueHbIl ¢hoHO op2aHu3ayull — y4yemHbix ¢hopm.

2 OnpedeneHue 83auMOCBA3U MexXdy JaHHbIMU, HE06X00UMbIMU O y4ema fnpoueccoe MmocmynieHus u
ebl6bImus OKyMeHmoe e apxue opaaHu3ayuu, nozgonsaem obecrneyums agmoMamu3supoeaHHoe eedeHuUe KHU-
2u yyema nocmyriieHus U ebibbimus G0KyMeHmoe Ha 0OCHo8aHUU daHHbIX onucel des, GOKyMeHmoe CImpyKmyp-
HbIX Nodpa3deneHull u akmoe npueMa-riepedayu apxueHbix OKYMEeHMOoe Ha XpaHeHUe;

- ONA NPOEKTUPOBAHWUA U CO30aHUSA MHbIX 3KPaHHbIX DOPM, NO3BONAKLLNX NMPeacTaBuTb U obecneuynTb
Nnonb3oBaTellbCKOe yrnpaeleHle OCHOBHbIMUK KnacCaMn 0OBEKTOB.

Mpumep — B coomeemcmeuu ¢ npasunamu denonpouseodcmea 8 20cy0apcimaeeHHbIX 0p2aHax, opaaHax
MecmHo20 camoynpassieHus npedycMompeHo eedeHUue HOMeHKnamypbl Oesl 8 Kadecmee Knaccudhukamopa
C3/], odHako crnocob ghopMupogaHUs U yripaseHUss MakuM KnaccugpukamopoM 8 HOPpMamueHbIX NPaeoakix U
mMemoduyeckux JOKyMEeHmax He packpbigaemcs;

- ana CbOpMMDOBaHVIFI BbIXOOHbIX (I'IB‘-laTHbIX) dDOpM Y4YeTHbIX U WUHbIX OOKYMEHTOB B COOTBETCTBUM C
YCTaHOBJTIEHHbIMMW Tp96OBaHMﬂMH K OOKYMEHTUPOBaHMIO OEeNnonpon3BoACTBEHHbLIX M apXMBHbLIX NPOLECCOB.

Mpumep — ®opmuposaHue onucel den, dokyMeHmMos, aKkmoe npuemMa-nepedaqyu apxueHbIx GoKyMeHmos
unp.;
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- OnA NPOEKTMPOBaHUA MapLUpPYTOB OBWKEHUS OOKYMEHTOB B MHTepdeicax MogenvMpoBaHusa npouec-
coB B C3I, CX3 1 MHbIX MHOPMALMOHHBLIX CUCTEMAX.

Mpumep — pu hopMuposaHUU MoYyek MapLipyma npoxoxdeHus nNpukasa no ocHosHol dessmenbHOCMU ¢
ucrnonb3oeaHueM cpedcme modenupoesaHus C3L mpebyemcsa onpedeneHue eX0OHbIX U 8bIXOOHbLIX QaHHbIX Ons
Kayooll U3 Hux.

6.10 MNpw obecnedyeHMn oOMeHa MeTagaHHbIMWU OOKYMEHTOB MeXAY WH(OPMaLMOHHBIMW CUCTEMaMM
cxema MOXeT DbITb MCMoNb30BaHa A co34aHus NPOTOKOMOB Nepefayy AaHHbIX U cneundukaumin 3NeKTpoH-
HbIX COOBLLEHWA.

Mpumep — pu nepedaye daHHLIX 0 do2080PE @ NMpoYecce e20 coaacosaHuUs U NOANUCcaHUs U3 cucmemsl
00HO020 yyacmHuka UHhOPMaUUOHHO20 e3aumodeticmeus e dpyayro mpebyemcs yHugbukayus onucaHus OaH-
Hbix Ons UX KOppeKkmMHoll uHmepnpemayuu e obeux cucmemax.

Cxema meTagaHHbIX MOXeT BbiTh OCHOBOW NporpaMMHbIX UHTepdercos npunoxeHuin (AP1), pernctpos
MeTaaHHbIX, pa3pabaTbiBaeMbIX U NCNONb3YEMbIX B paMKax OHOW OpraHu3auunu, HeCKOIbLKUX OpraHmM3auuni,
Npyv MEeXBELOMCTBEHHOM 0OMeHe JOKYMEHTaMKU Ha BCEX CTaAWAX UX XU3HEHHOro LMKMa.

6.11 Cxema MeTafaHHbIX OCHOBHOTO Knacca MeTafgaHHbIX «[JOKYMEHT» MOXET ObiTh UCMONb30BaHA AN
co3gaHus XSD-cxeM areKTPOHHbIX WabrnoHOB AOKYMEHTOB, NO3BONAKLKMX 0becnevynBaTe MHOPMAaLIMOHHEIA
obmeH mexay C3[, CX3[ u nHbIMKU MHPOPMALNOHHBIMU CUCTEMaMU, a TaKke oUCHLIM NporpaMmMHeIM obe-
crnevyeHnemM B NpoLiecce co34aH1sa JOKYMEHTOB.

Mpumep — lMpu Hanu4uu e 3NeKMPOHHOU peasucmpayUoHHoU kapmoyke dokymMeHma e C3[] nonell, 3anon-
HAeMbIX Ha amane nMod2o0mosKU NucbMa U codepxawjux daHHble 06 adpecame, nodnucaHme U UCMONHUMee
dokymeHma, cghopMUpPOBaHHbLII Ha OCHOBaHUU 3JTEKMPOHHO20 WaboHa ebix00HOl mekcmoebill ¢halin 6ydem
codepams yKa3aHHYH UHGOpMayUro.

6.12 OueHKy cocTaBa W COAepXaHWs MeTadaHHbIX JOKYMEHTOB Ha YpOBHE OCHOBHOIO knacca «[oky-
MeHT» 1 arperauuin «[leno», «[eno, eq. xp.» cnegyet npoeoauts Anda nobsix C3, CX3 1 uHbIx MHpopma-
LWOHHBIX CUCTEM, B KOTOPbIX CO34atTcs 1 obpaluawTcs JOKYMEHTHI, @ TaKKe BEAETCS YYeT JOKYMEHTANbLHOIo
W apxXMBHOro hOHOORB OpraHu3aLmia.

OueHky cocTaBa U cogepxaHust MeTadaHHbIX Ans knaccoB «[lpoueccely, «OpraHu3aunoHHbIe JOKYMeH-
Tbi» U «ATeHTbl (KOHTpareHTbl)» MPOBOLAT MPU HaNMMYUKM TakMx CyLlHOCcTer (0OBbekToB) B MH(DOPMaLMOHHbIX
cuctemax. Ecnun nHdopmauns 0 HUX HaXoauMT OTpaXKeHWe UCKNKYNTENbHO B paMKax CUCTEMHbIX CNpPaBOYHM-
KOB 1 KnaccudukaTopoB, TO pEKOMEHAYETCH Y4eCcTb BCE NpeanaraeMble 3NeMeHThl Ha UX YPOBHE.

7 CnoBapb MeTagaHHbIX (TpeboBaHUA K coaepXaHUo MeTagaHHbIX)

7.1 Cnoeapb MeTafaHHbIX NpeacTaBnaeT co6oil CUCTEMATU3NPOBAHHBIN NepeyeHb MeTagaHHbIX, Crpyn-
NMUPOBaHHbIX MO NPUHALNEXHOCTU K OCHOBHBIM KNAaccam MeTafaHHbIX.

7.2 CnoBapb NpeAcTaBfieH B BuAe cTaTel, Kaxaas U3 KOTOpbIX COAepUT onucaHue ogHoro 3 nocpea-
CTBOM OMpeeneHns ero xapakTepucTuk:

- KOga WU HaMeHOBaHWsA: KOgMpoBaHHOe 0003Ha4YeHWe B paMKax CloBaps, COCTOsee M3 COKpaLleH-
HOro HaMMEHOBaHMS Knacca MeTagaHHbIX M NOPSAKOBOro HOMepa aneMeHTa, U kpaTkasa xapaktepuctuka 3[;

- YPOBHA: HAUMEHOBAHWE KNacCUgUKaLWOHHOIO NpU3Haka ¢ ykazaHWem Mepapxu4eckoro ypoBHSA onu-
caHWsa MeTaJaHHbIX. YpoBeHb XxapakTepuayeT Hanbonee nonHoe onucaHme OTHOLWEHWUIA KNacCcoB MeXay HUMMU.
WNepapxus ypoBHe MOXeT ObiTb MCNonb3oBaHa 0e3 M3MEeHeHW MM yTOYHeHa C coxpaHeHuem obLwen norukn
CBSI3W NPW MPOEKTUPOBAHMM N BHEPEHWUM CXEM MEeTafaHHbIX;

- 0bsizaTenbHOCTK (47151 OCHOBHbIX KNaccoB MeTagaHHbiX «[okyMeHT» 1 « OpraHn3aunoHHble OKYMeH-
Thl»): XapakTepuayeT NnpUuMeHeHue KoHKpeTHoro 31 Ans 3anonHeHWs npuy ynpasneHun gokymeHtamu. Obssa-
TENbHOCTb NPUMEHEHUs KOoHKpeTHoro 31 Heobxoguma ans dukcaluun ypoBHs 06A3aTensHOCTU ero Hanu4ns
ans knacca. «O» — Hanu4ne anemeHTa obazaTtencHo; «H» — Hanuyne aneMmeHTa HeobsazatenoHo; «OY» —
Hanu4ue anemeHTa 0bA3aTeNbHO NpY COONKAEHUN ONpedeneHHbIX YCMOBUIA. YCNOBKS ONpenensoT Ha OCHO-
BaHUW HAaMMEHOBaHWSA MW onucanns 3L,

- OMUCaHWs: COOEPKUT pasbsCHEHWE O NpedHasHadeHun 3L, cogepKaHuA MeTagaHHbIX, KOTOpble OH
onuckiBaeT, u obLwme npaeuna ux 3anonHeHus.

B psipe cny4aeB onucaHve BknwYaeT B cebs npumep obnacty 4ONYCTUMBIX 3HAYEHUA, KOTOPbIE MOXET
npuHUMaTb 3[;
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- Konn4yecTtea Sﬂ Ha YypPOBEHb KHEICCMCDHKE!LI,VIVI (,D,J'IFI OCHOBHBbIX KNnacCoB MeTaAaHHbIX «,D,OKyMEHT» n
((ODFE:!HMZBELI,MOHHbIE ﬂOKyMEHTbI»)I MCNonb3yeTca AnA onpegeneHnd Kornn4ecTea OOMHAaKOBbIX MO CMbICITY Sﬂ,
KOTOPpbIE MOTYT COOepXaTbCA B paMKax O4HOIo Knacca. KpaTHOCTb aremMeHTa onpegendeTt ero MMHMMarnbHoOe
M MakKCcuMalnbHOe OONMYCTUMOE YUCIO I'IOE!TOPEHMﬁ B paMKax KJ'IaCCI/IqDMKaLI,VIOHHOF‘I rpynnbl bonee BbICOKOIO
YPOBHA, a Takxe 06a3aTenbLHOCTE ero 3anonHeHus:

1 — anemeHT YKa3blBakOT OOUH pa3 v 3anoItHAKT obsA3aTensHo,

1..n — anemeHT NMOBTOPAKOT HEOGXO,EI,VIMOE KOIMM4YeCcTBO pa3d 1 3anonHAT O6ﬂ38T9ﬂbHO,

0..1 — anemeHT nnMbo He YKa3blBakT, nmbo YKa3blBakOT OOWH pa3 1 3anOnHAKT 0bA3aTensLHO, ecnn Bbi-
MOINMHEHBI YCNOBWUA €ro 0bs13aTensLHOro 3anonHeHus, YKa3aHHbl€ B ONMUCaHWUu anemMeHTa,

0..n — aneMeHT Nubo He YKa3blBakT, nnbo NOBTOPAKOT HGOGXO,D,MMOE KONnM4ecCcTBO pa3 W 3anonHAKT
0bs3aTenLHO, ecnu BbiMOMHEHDI YCINOBUA ero obszatensHoro 3anonHeHnd, ykazaHHble B ONMCaHunM anemMeHTa.

Mpumep — KaxOblll dokyMeHmM GO/mKeH UMemb MoJsibKo 00HY «Qamy GOKyMeHma», HO npu 3MmoM Kosiuye-
CMeo «pezaucmpayuoOHHbLIX HOMEPOE8» MOXem 8apLUP08ambLCH om HyssA Ao KonuYyecmea y4acmHuKoe uzdaHus
doKkymMeHma;

- meTtoga/cnocoba BBOAa: onpedenseTr BO3MOXHbIA cnocob 3anonHeHus Ons Kaw4oro M3 3nemMeHTOB
MeTagaHHbIx. B kadecTBe meTogos/cnocoboB BBOAA NpenycMOTPEHb! Py4YHOW, aBTOMaTUYeCcKui (aBToMar.) u
CMeLlaHHbIR (CMelwaH.) BapuaHThl. [pu peanusauny TpeboBaHMi K MeTagaHHbIM B KaxX4on KoOHKkpeTHon C3/[,
CX3[L v nHOI MH(POPMAaLMOHHOM CUCTEME OH MOXET ObITh YTOYHEH A1 KAXKA0ro aieMeHTa MeTafaHHbIX;

- CBfA3eil: YKa3bliBaKT Ha BO3MOXKHYIO CBA3b C APYTMMM KraccaMy meTagaHHblX (npu Hanudun). B C3[,
CX3[ v vHOM MHDOPMALMOHHOM CUCTEME CBS3M MEXAY 3MEMEHTOM MeTafaHHbIX U ApYyrMMuK Knaccamn me-
TaAaHHbIX MOryT BbiTb YCTAHOBMEHbLI HA OCHOBaHWMW uaeHTMdukaTopos (UID) atux knaccoB (Npw Hanu4uu),
ogHako B rpade «CesA3n» ykazaH Heobxoaumelin cocTtaB 3L, KOTOpble B paMKax ONMMCbIBAEMO CBA3N JOIMKHbI
ObITb OTpPaXeHbl UNK HENOCPEACTBEHHO CBA3aHbl C pacCcMaTpyMBaeMbIM 3NeMEHTOM MeTafaHHbIX.

7.3 Ctpokn ana 3 MoryT ObiTb 3anofiHeHb! HE MOMHOCTLIO B TOM criyyae, ecnv B rpadpe «OnuncaHune»
npveegeHa MHGOPMaLUs O TOM, YTO KOHKPETHbIW 3MeMEHT CITYWT ANa pasgeneHnsa octanbHbelx 3 Ha bonee
HU3KOM YPOBHE.

7.4 MeTagaHHble OCHOBHOrO knacca «[JokymeHT» npeacTtaBneHsl B Tabnuue b.1 npunoxenus b.

MeTaaaHHble ocHoBHOro knacca «OpraHn3aunoHHble JOKYMEHThI» NpeacTaBneHsl B Tabnuue 6.2 npu-
noxeHua b.

MeTaaaHHble OCHOBHOrO Knacca «[pouecchl» npeacraeneHsl B Tabnvue B.1 npunoxeHus B.

MeTagaHHbIE OCHOBHOIO Krnacca «Y4acTHUKW (areHTol)» npedcTasneHsl B Tabnuvue B.2 npunoxexua B.

8 ObecnevyeHne COXPaAaHHOCTU MeTagaHHbIX JOKYMEHTOB

8.1 byoy4u HEOTbEMNEMOW NOrMYECKON YacTbio JOKYMEHTa, MeTafaHHble 0 JOKYMeHTax (OTHOCALLMeCH
K OCHOBHOMY knaccy «[JokymeHT») 1 0 Aenax [oTHocawmecs K knaccam «[laHHbie o aene» u «[JaHHble 0 gene,
ed. Xp.» oCHOBHOro knacca «OpraHu3aunoHHble OOKYMEHTbI»]) MognexaT XpaHeHU0 B TEYEHWE HOPMaTUBHO
YyCTaHOBINEHHbLIX CPOKOB XpaHeHus [5], [6].

MMocne yTBepXOEeHWA aKTa O BblOENeHUU K YHUHTOXEHUIO JOKYMEHTOB, He Nnognexalux XxpaHeHuo, Unm
aKTa npuemMa-nepegays apXuBHbIX JOKYMEHTOB Ha XpaHeHUEe B rocydapCTBEHHbIN, MyHULUMUNANbHLIA apXuBbI
1 BbIMOMHEHWS COOTBETCTBYIOLLMX AENCTBUIA METafaHHbIe, OTHOCALLMECS K YHUHTOXEHHbBIM UIN NepefaHHbIM
Ha XpaHeHne JOKYMeHTaM (OCTaTOYHble METAAaHHbIE), MOTYT BbITh YHUYTOXEHbI/YAaneHbl BMecTe ¢ JOKYMEeH-
Tamu [1], 3a UCKNoYeHeM Tex AaHHbIX, KOTOpPbIe COXPaHSHT B knaccax «Onuck gen» n «HomeHknatypa gen»
CO CCLIJTKOW Ha COOTBETCTBYIOLLMI aKT.

8.2 MeTagaHHble AOKYMEHTOB He MOAMexaT U3MEHEHWIO Nnocrne perncrpauum OKYMEHTOB, OHUM MOryT
ObITb TONBKO JoNCnHeHbl MHopMauren 08 X BUKEHMKM, B TOM YMcChe Mo pesynsratamM 3KCNepTu3bl LIeHHO-
CTW [IOKYMEHTOB, UMK KNnaccudukaLlmu.

Bcs MHdopmMaums 0 ABMXEHWW [OKYMEHTOB M U3MEHEHMWSIX, MPOM30LWelLNX C JOKYMEHTaMK, OOIKHa
BbITb COXpaHeHa Ha YPOBHe UX MeTadaHHbIX, AN 3TOro B CnoBape NpefycMOTPeHbl COOTBETCTBYHOLLME arne-
MEeHTbl MeTagaHHbIX.

MeTagaHHbIE 0 OBWXEHUU W O KnaccurKkaunum JOKYMEHTOB AOMKHbI ObITh JOCTYMHBI K MPOCMOTPY (Ha-
npyvMep, NOCPeACTBOM 3KpaHHbIX (DOpM) NMoMb30BaTENAM C COOTBETCTBYHLWMMK Npasamu goctyna B C3[,
CX3[ 1 nHbIX MHOPMALMOHHBIX CUCTEMAX, B KOTOPbIX obpallaiTcsa JOKYMEHTbI, B TEHEHNEe BCEro cpoKa UX
XpaHeHus.
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8.3 Mopsgok obmeHa MeTafaHHLIMU JOKYMEHTOB M OOKYMEeHTaMMi OCYLLeCTBMNSAeTCss B COOTBETCTBUN C
HOPMaTUBHbLIMK NPaBOBLIMY aKTaMW W HALMOHaNbHLIMIA CTaHdapTaMu.

8.4 [1nA 3anonHeHWs OTOenbHbIX MoNei 3MNeKTPOHHbIX PEervcTPaLMOHHO-YYETHBIX DOPM, coaepKallmx
MeTadaHHble JokymeHToB B C3[, CX3[ ¥ UHbIX MHOPMAaLMOHHbLIX CUCTEMAaX, UCMONb3YHT CUCTEMHbIE crpa-
BOYHMKKM U KnaccudUKaTopbl, KOTOpble MOryT BbITb MHTENPUPOBAHLI C FOCYAaPCTBEHHBIMWU MHOPMALIMOHHBI-
MU cUCTEMaMK, MHDOPMALIMOHHBLIMKM CUCTEMaMK APYTMX OpraHn3auni, a Takke MoryT ObiTb YHU(ULMPOBaHLI
B paMKax pasnuyHbIX MH(POPMaLMOHHBLIX CUCTEM OpraHu3auuu.

Mpw 3anonHeHny oTAeNbHLIX NoNer aNeKTPOHHLIX PErMCTPaLMOHHO-YYeTHbIX (hopM, cogepXallnx meTa-
[aHHble JOKYMEHTOB, JOMKHa 6biTh o6ecnevyeHa HEM3MEHHOCTb MH(DOPMALIMM, 3aUMCTEOBAHHOW U3 CUCTEM-
HbIX CMPaBOYHUKOB UMW KNaccudKkaTopos.
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MpunoxeHune A
(cnpaBo4Hoe)

CxeMbl KNnaccoB MeTagaHHbIX

B tabnuuax A.1—A.4 npuBegeHa cxema MeTaAaHHbIX, BKIHOYAKLWAA rPYNNMPOBKY METaAaHHbIX OCHOBHBIX KIAcCOB
(cywHocTen) «JokymeHT», «OpraHM3aunoHHbIE AOKYMEHTbI», «[1pouecchbl» U «YYacTHUKW (areHTbl)» Mo YPOBHSM W CO-
Aepxallas CCblNK1 Ha Kodbl aNeMeHToB MeTafaHHbIX B Tabnuuax b.1, 6.2, B.1 n B.2.

Tadtnuua A.1— Knaccbl MeTagaHHbIX OCHOBHOTO Knacca MeTagaHHbIX «[JoKyMeHT»

Knaccel
YpoBH Ccbinka Ha
CTaTbW CnoBaps
1 2 3 4
WpeHtudunympyiowive .. . . 01 — 05,
MeTafdaHHble JOKYMeHTa 016, 419, 420
[anHble 06 aBTOpCTBE o o 16 — 115
JOKyMeHTa
[aHHble 0 BUae . . 017, 018
OOKyMeHTa ’
Conep:kaHue OoKymeHTa — — — 0z1
[aHHble 06 ncnonHuTene . . . 22, 023
OOKyMeHTa a
[aHHble o gocTyne o o o n24
K OOKYMEHTY
[aHHble 06 orpaHu4eHun
gocTyna — — —_ 0z5
K OOKYMEHTY
[aHHble 0 NPUNOXeHUAX — — — 026, 027
[aHHble 0 Npunoxe- - -
i — 028 — 031
[aHHble 0 cornmacoBaHmaAX . o L 32
OOKYyMEeHTa
[aHHbie o cornacoBa- o L 1133, 134
HUKM OOKYMEHTa ’
[aHHble o0 cornacoea-
— HUW JOKYMEHTa OOIK- — 035
HOCTHBIMW NULIAMMA
[aHHble o cornaco-
L L BaHUW OKyMEHTa L
OOIMKHOCTHLIM ARG—s0
nULoM
[aHHble o cornaco-
— BaHWUW JOKyMeHTa — 041 — 045
APYTMM OOKYMEHTOM
[aHHble 0 nognucaHum . . L 1146
OOKYMeHTa
[aHHble 0 nognucaHnn .
OOKYyMeHTa oTAeNbHbIM — 047 — 049
nMuom
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lMpodomxeHue mabnuust A.1
Knaccbi
YpoBHI Ccbinka Ha
CTaTel cnoBaps
1 2 3
[anHble 06 yTBEpKAEHUN . - 1150
[OKYMeHTa
OanHbie 06 yTeep«-
[EHWU OOKYMEHTa — 051 — 053
OOMKHOCTHBIM MALIOM
[anHble 06 yTBEpK-
OeHUU JOKYMeHTa — 054 — [156
ApYrvM JOKYMEHTOM
[aHHble 06 aneKTpoHHbIX . . 057
noanucax
ﬂaHHbIE': 06 anekTpoH- o 1158 — 1164
HOW NoANMCH
[aHHble 06 agpecaTax — — 65
[aHHele o6 agpecate — nee6 — 071
[aHHble o cBA3aHHOM Mo- - o 072, 073
CTYNWBLUEM JOKYMEHTE
[aHHble o B3aumoaeii- . . 074
CTBMM
,E:::Hble 0 knaccuduka- - . 075 — 077
[aHHble o pe3onounsax - o 078
(nopyyeHusx)
[aHHble 0 nopyyeHnm o
(pesonoumm) o A3 —n8s
[aHHeie 06 ucnon-
— HUTENAX Nopy4eHus 084 — [186
(pesontoumm)
[aHHble 0 KoHTpone - — g7
[aHHbIe 0 KOHTpOnb- . 1188 — 191
HOM MEPOMPUATIAN
[aHHble o cBA3SAX
OOKYMeHTa C Apyriumu — — 092
JOKYMEHTaMMU
aHHble 0 cBA3N
[OKyMEHTa C OpYrim — 093
[OKYMEHTOM
o IlaHHblEe O CBA3aHHOM 94
AOKYMEHTE
TexHn4yeckne gaHHble o o 095, 1086,
0 [IOKYMeHTe 0107
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OkoH4YaHue mabnuupbi A. 1

Knaccol
YpoBHH Ccbinka Ha
CTaTbW CnoBaps
1 2 3 4
TexHudeckue gaHHble TexHndeckue gaHHble
0 OOKYMeHTe 00 aneKTpOHHOM — — 096, 097
HOCUTENE JOKYMEHTa
Pannbl aNeKTPoOHHOro L . 1198
JOKyMeHTa
[aHHble o haine
— ANeKTPOHHOro — 099 — 0105
JOKyMeHTa
[aHHbele o cpoke . o . 1108
XpaHeHus OOKYMeHTa
[aHHble o Hanpaene- o o 109 — 114
HWW OOKYMEeHTa B Jeno
ApxuBHbIe MeTafaHHbIe — — — 0115 — 0127
[aHHble O CaHKLMOHK-
pPOBaHHbIX — — 0128 — 131
M3MEHEeHUsIX
[anHble o dannax,
L B OTHOLUEHWUK . [132 — 11137
KOTOpbIX NPOU30LLNO
M3MeHeHWe

Tabnuua A.2— Knaccel MeTagaHHbIX OCHOBHOTO Knacca meTtagaHHbiX « OpraHnM3aunoHHbIE JOKYMEHTbI»

Knacchbt
y Cchblinka Ha cTaTbhk
POBHU cnoeaps
1 2 3 4 5
Cxema krnaccu-
tukauunm pabo- — — - - OA1
YKMX MPOLLECCOB
[aHHble 0 cxeme
knaccudukaumm pa- — — — 0nz2, oa3
Bo4nx npoueccos
- [aHHble o o
O PyHKLMN totel
[JaHHble
- . o0 npolecce B Ofi6. of7
. AL . [OaHHble o aen- ons
CTBMUK, 3Tane
HomeHknaTypa . _ _ —_ of9
aen
[aHHble o _ — 0a10— 0413
0 HOMeHKNnaTtype aen
14
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nene, en. Xp.

Knacchl
YpoBHH Ccblinka Ha cTaTemn
cnosapsi
1 2 3 4 5
HomeHknatypa [aHHble o
nen o pasgene Ho- o o Ofl14, 01115
MeHKnaTypbl '
aen
[aHHble o
— — ERAREAAETS — Of16, Of17
HOMEHKNATypbI !
aen
— — [OaHHble o gene — 0018 — OO36
- - - [aHHble 0 OoKy- OM37, Of138
MeHTax B fene
PeecTp onucen — — — — 0439
[aHHble 06 onucu — — — O[040 — 056
[aHHble o npouecce
NPOBEPKM HANMU4Ms 1 - — — oas7
COCTOSIHMSA
[aHHble
— 0 pasgene — — 058
onucu
o - [aHHble o oa59 — oar71,
0 fene, ed. xp. onrs5 — oaso
[aHHble
— - — 0 HocuTene on72 — oa74
aena, eq. xp.
[aHHble o goky-
= o o MEHTe, OTHe- ofI81 — Ons7
CEHHOM K Jeny,
en. xp.
AKTbI — — — — 088
[aHHble 06 akTe — — — 0189 — 093
- [aHHble - o
06 onucK OA%4-—On98
[aHHble o 0a99 — 0g101,

0a104 — 00106

o ,D,Oa;:;ga - — 04102 — 0a103
[aHHbie 06

— arperaymsx — _ GHTOT
OOKYMEHTOB

B . [aHHble _ 0[a108

O OOKYyMeHTE

LaHHble o dhan-
nax JOKyMeHTa

00109 — 0117
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OkoHYaHue mabnuusi A.2

Knacchb!
YposHM Ccblinka Ha cTaTbh
cnoeaps
1 2 3
Knaccudukatop
BUOOB JOKYMEH- — — 00118
TOB
[aHHble 0 BMOe . 0a119, 04120,
OOKyMeHTa oa127
[aHHble 0
— Knaccudouka- 0oA121 — 00126
umm

[anHble o dpopme
AOKYMeHTa

oa127 — 0129

[aHHble o cpoke
XpaHeHus Buaa
OOKYMeHTa

00130 — 0135

Tabnuua A.3 — Knaccel MeTagaHHbIX OCHOBHOIO Knacca MeTafaHHbiX «[lpouecchi»

16

Knaccol
YpoBHu Ccbinka Ha
CTaTbW cnoBaps
1 2 3
OpraHn3aunoHHbIe o o N1
npoLecchl
[aHHble - M2 — N4
0 dyHKUMK
- [aHHkble o npo- N5 — N7
uecce
[aHHble 0 cBA3aH-
L HbIX JOKYMEHTax no M8, N9
npoueccy (gaHHble
06 arperayun)
[Npouecchkl Aoky-
— — 1o
MeHToobopoTa
CospgaHve o n11
[OKyMeHTa
o [aHHble n12
0 JOKYMEHTe
o [aHHble o co3na- 13
HWUW JOKYMEHTa
Iy [aHHeie 06 ucnon- N14
HUTEene OJOKYMeHTa
CornacosaHuve o n15
JOKyMeHTa
- [NaHHble 16
0 JOKYMEHTE
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Knaccel
YpoBHi Ccbinka Ha
CTaTtek cnoeaps
1 2 3 4 5
[Mpouecchl goky- [aHHble o npouec-
n17 — 19,
MeHToobopoTa — Ce cornacoBaHua — — M23
LOKYMeHTa
[aHHble 0b aTa-
— — ne cornacoBaHua — M20 —n22
[OKYMEHTa
MNoanucaHue . o o M24
[OKYMEHTA
. LaHHble o o 25
O OOKYMEHTE
HaHHble o npouec-
— ce nognucaHusa — — M26 — MN28
LOKYMEHT
YTBEpXKOEHME - - o 29
[OKYMEHTa
- [aHHble e o 30
O LOKYMEHTE
. [aHHble o npouec- - . 31, N32
ce yTBepxaeHus
[Mpuem, nepBuy-
Has obpaboTka — — — M33
1 oTrnpaeka
= HaHHble . . 35
O OOKYMEHTE
_ OaHHble o6 arpera- - o 36
LUK JOKYMEHTOB
[aHHbie 0 npo-
Lecce npuema, N34
— nepBUYHON obpa- — — '
BoTKe 1 OTNpaBeke 37 — N4t
[OKYyMEHTa
o ﬂ,aHHbIE.: 0 B3aUMO- - - 42
OEnCTBUM
Peructpauus — — — M43
o [aHHble o . Mn44
0 JOKYMEHTe
L HaHHble o npouec- L .
ce perncTpauuu M45 — na7
MNpenBapuTens-
HOe paccMoTpe-
Hue, BbiAaqa - L L 48
NopyYeHuiA,
VICTIONHEHWE,
KOHTpOInb
17
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lpodomxeHue mabnuysl A.3

18

Knacchl
YpoBHM Cchbinka Ha
CTatek cnoeaps
1 2 3 4 5
INpouecckl goky- . [OaHHble e 49
mMeHTo0bOopoTa O JOKYMEHTE
[aHHble o npo-
ueccax npega-
BapUTENBHOIO
— paccMoTpeHus, — — rso
BbI4A4YUN nopyye-
HWIA, UCTIOSTHEHWS K
KOHTponA
[aHHble ob
aTanax npeg-
BapUTENbLHOTO
— — paccMoTpeHus, - M51 r;gn%‘
BblOaYK Nnopyde-
HWIA, UCTNIONMHEHWSA
1 KOHTpONA
[aHHble
. . L 0 Mopy4YeHUN .
(pesontoumm) ns7 rss
W KOHTpOne
Mcnonb3oBaHue — — — Meo
. [aHHble o npouec- . . 61
C€e MCMNOonb30BaHWUs
— = Rantbie - 62 — res
0 3anpoce
OT6op nokymeH-
TOB ANs nepegja- — — — e
YK Ha xpaHeHue
[aHHble 0 npo-
. Liecce nepegayu . o M7o,
[OKYMEHTOB Ha 75 —1nv8
XpaHeHue
[NaHHble 06
— — aTane nepefayv — n71 —nvr4
[OKYMEHTOB
OT16op ookyMeH-
TOB And nepe- il o o n79
4a4dy Ha YHUYTO-
XeHue
[aHHble o npo-
o Lecce nepegadu - o 180 — 83
[OKYMEHTOB Ha
YHUYTOXEHWE
ApxuBHbIE " L . . 84
npoLeccsl
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OkoH4yaHue mabnuus! A.3

Knaccol
YpoBHi Ccbinka Ha
cTartbk cnosapﬂ
1 2 3 4 5
ApxuBHbIE [MpoBepka Hanu- . . . 85
NpoLEecchI YW M COCTOAHUSA
_ |, |t _ [ e
poBep 93 — 95
4YMe U COCTOAHUA
— [aHHble 06 onucax — — 190
[aHHble o genax,
— — eq. xp., nogne- — 91
»allUX NpoBepke
[aHHble 0
LOKYMEHTaX,
o - o OTHECEHHbIX K 92
henam, eg. xp.,
noanexalmm
npoBepkKe
BHeceHue name-
HEHWI B YYETHbIE — — — 196
[OKYMEHTHI
— [NaHHble 06 onucuK — — oy
o - [axHble 0 gene, o M98
en. xp.
— [aHHble 06 akTe — — M99
[aHHkie o npo-
— Liecce BHECEHWS — — M100 — 102
W3MEHEHWIA
WMcnonb3oBaHue
apXMBHbIX — — — 103
OOKYMEHTOB
oﬁag'”‘;fce _ _ _ 104, M109 —
pou n118
MCMNonb30BaHus
o [aHHble 06 ocHo- - - M105 — 1108
BaHWK 3anpoca
MNepenava
apXWBHbIX OO-
KYMEHTOB Ha — — — 119
NocTosHHOE
XpaHeHue
— DNanHble 06 onucu — — 120
— [NaHHble 06 akTe — — Mma21
L HaHHble o npouec- L L 122, M123
ce nepegayun
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Tabnuua A.4— Knaccel MeTagaHHbIX OCHOBHOIO Knacca MeTafaHHbIX « YYacTHUKM (areHTbl)»

Knacchl
Ccbinka
YpOBHM Ha cTaTbu
crnosaps
1 2 3
Opranusauyua — — A1l
[aHHble o A2 — Ad
06 opraHMsauum
CnpaBoyHbie
— OaHHble A5 — AN
06 opranvsauum
CTpyKTYpHble — - A12
noapasfeneHus,
KonmmeruansHsle RaHHbie o cTpyk-
opraHsl, pabo4yve TYPhEM oNpaa-
rpynnbi AeneHuun, Konne- _ A13, A14
rmanbHOM OpraHe,
pabouei rpynne
CnpaBoyHble
o OaHHbIE O CTPYK- A15 — A18
TYpHOM nogpasge-
neHuu
[aHHble 0 AOMmK-
HOCTHOM COCTaBE
CTPYKTYpPHOro
- nogpazgeneHus, A19
ponsax B AedATenb-
HOCTU Komnneru-
anbLHOro opraHa,
pabouqer rpynnbl
PaboTHW1KK . . A20
opraHvsauum
HaxHble o pabot- o A21 — A23
HWKE opraHu3aumm
CnpaBoyHbie aaH-
—_— Hble 0 paboTHuke A24, A25
opraHuzauum
[paBa paboTHuKa o A26
opraHusauun
MHdopMaUmnoHHble . . AD7
CMCTEMBI
[NaHHble 06 UH-
dropMaLMOHHON — A28, A29
cucteme
BHellHue — — A30
KOHTpareHThl
[aHHble 0b
opraHusaumnsax- — A31
afpecarax
OaHHble 0b
— opraHisauun- A32 — A38
agpecare
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Knacchbi
Ccobinka
YpoBHU Ha cTaTbm
cnosapn
1 2 3 5
BrelwHue [aHHble o
KOHTpareHTbl UINYECKNX o _ A39
niuax —
agpecatax
[aHHble o
— husmyeckom — A40 — A42
nuue — agpecare
21
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-OH oJoHHounedionlad ALHawAxoD BWMHS
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(BMNMELOHHE) 8MHEOMLO 20M1ed) BoLaRT
uunedioniad ndu ALHawAxoD eaouolee
eLHaW/0T A unalolAoro ndl] "«iWah O»
20duog BH 18Bh9810 U («gQ») «Q» WoloLr
-rodu o olaAduuAwdod ‘eLHaWANOD auH elHan/Aiorw
— WNOHKhAH -exdalfoo aovledy laexedlLo xodgouoleg ALoval ¥ wogouoleg zZT
NINELS9.g0 MWITHIWSLOMD
UWIGHRULUERd  ATWOIN WOEBED BUHBTEOD
BUDT 1mkAuD dowoH WIaHWaLOMOndLAHE
WIGH1BhA ‘WodawoH wiqHHouNedLouiad
BoleBUas oH deWOoH WIGHWBLoMONdLAHE
WIGHLBhA ALHOWANOT 83H @ AWOHHSR elHanAixod eLHan/ior
-0iU¥E MOWSLOMD WigHHao8oudu  ‘wodol 9I9HHETELOW 2UTIOl (gin) dewon wiaHwaLo
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effoss M nwv T m
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«1HawAxof[f» (MaLooHMAD) 002U XIGHEOHI0 al9HHeTRLa
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q auHaxoLmd|]
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(opV) «eHuHEDXEdI O D>

— «aleoadie — anuu WoXDBRMEUD
0 alg9HHE] — «xeledoadoe — xenuu
XMNOShMEUD O SIGHHE[f» — «dlHale
-dlHOY BMHMaHg» — «(I91HaIB) MIUH
-10BhA» W (EEVY ‘ZeY) «uunesuHeldo
OUHEEOHOWMEH  SoHHamedyoD»
«uuneenHeldo  SWHEEOHSWMWEH  SOH
-uop|» — «aLedsadie — uuneenHeldo
QO al9HHEe[» — «xeleoadre — xpuhnee
-uHeldo Qo aIgHHe[» — «id9LHaled1HON
BUHMBHE» — «(I19LHBIB) MIUHLOBhA» W
(Y ‘o) 80IAdT 1 ‘0L 1

UUW «MUNeerHeldO SMHEBOHBWMEH S0H
-Hamedxo0D» uumM «MrMiesuHeldo snHes
-OHOWMEH SOHUOL|» — «HMUNEeenHeldo
aUHEIOHAWMEH» — «MUTEEUHERIdO QO
aI9HHE» — «BuneenHeldO» — «(19L
-HBIB) WIMHLOBhA» XIGHHETEBLSIN WOD
-OBLM WIGHEOHD0 9 HEEBED 91190 La¥O |\

"HEManD

U

EHUHETKEA! Q¢ BOLasUas ‘Hemked] 1o
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Mpunoxenue I
(cnpaBo4Hoe)

PeKOMeH,D,YEMI:Iﬁ CcoCTaB MeTagaHHbLIX OOKYMEHTOB B 3aBUCMMOCTHU OT HOCUTENA

C TOYKM 3peHns HopMaTWBHO-NpaBoBoi baskl Poccuidckor ®enepaunm nog aNeKTPoHHbIM AOKYMEHTOM NOHUMAaEeT-
CH: «JOKYMEHTUPOBaHHas UHopmaLns, NpeacTasneHHas B aNeKTPOHHOW bopme, T. €. B BUAE, NPUTOAHOM AN BOCTNPUSA-
TWUA YENOBEKOM C MCMONB30BAHWEM 3MEKTPOHHbIX BBIMUCMMTENBHBLIX MALUWH, @ TaKKe ANd nepegaqn no MHopmMaumuoHHo-
TENEeKOMMYHUKALMOHHBLIM CETAM UM 00paboTkK B MHOPMaLUMOHHBIX cucTemax» [2].

[Mpwn aTOM NS KOPPEKTHOTO YNpaBreHns AOKYMEHTaMW CreayeT pa3fnyaTth cTaTyc Toli (OpMbl, B KOTOPOI OH BKIIO-
veH B C3[1, CX3[ v uHble MHPOpMaLIMOHHbIE CUCTEMEI, B KOTOPLIX oBecneunBaeTca ynpaeneHMe gokymeHTamu. B Tabnu-
ue 1 npuBeaeHsbl CChINKM HA 3NEeMeHThl METaAaHHbIX B 3aBUCHMOCTM OT cTatyca JOKYMEHTA.

Tabnuua 1 — Ccbinki Ha aNeMeHTbl MeTagaHHbIX AOKYyMeHTa B 3aBUCUMOCTW OT ero crtatyca

Cratyc gokymeHTa

Cchinka Ha anemMeHThbl

[okyMeHT Ha ByMaKHOM HocuTene

01— 056.

[65 — [195 (195 — 3HauyeHne «BymamHBINY).
0106 — [120.

0122 — 0131

SﬂeKTpOH Has Konnuda JOKYyMeHTa

01— [56.

065 — 095 (095 — 3HavyeHue «ByMaMHbIN»).
098 — [0100.

0106 — [120.

a122 — 0131

OnNeKTPOHHBIA JOKYMEHT

01— 0124 (095 — 3Ha4yeHue «3NEeKTPOHHbIA»).
o127 — o137

Lindppoeas konus apxmuBHOro
OOKyMeHTa

o1 —[1s.

[16.

024, 025,

095 (npn HeoBXoAUMMOCTH, 3Ha4YeHNe — «ByMaXKkHbIN», eCnN BUAOB HOCUTENEN
BonbLe, To npeanaraemMelie B [195 3Ha4eHns paclumpstotcs).

198 — [0100.

0106 — [0120.

o122 — 0137
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MpunoxeHue
(cnpaBo4Hoe)

MepeyeHb BbIXoAHbIX hopM MHMDOPMALMNOHHbLIX CUCTEM ynpaeneHunAa QOKyMeHTaMH

B coctae BeixogHbIX HOPM MHAOPMAaLMOHHBIX CUCTEM YNPABMNeHWs AOKYMEHTaM1 B COOTBETCTBUM C HOPMAaTUBHbI-
MW NPaBOBbIMW aKkTamu B cdhepe apxmBHOTo Aena v Aenonpon3BoAcTBa AOMKHbI BbiTe BKIOYEHbI:

- QNeKTPOHHAas perycTpaLuoHHas KapTodka AoKYMeHTa — cornacHo [3] (NyHKT 4.2), [4] (NyHKTbl 5.52—5.54);

- apxuBHas yyeTHasa dopma gena — cornacHo [1] (nyHkT 4.7), [5] (nyHkT 138);

- apxvBHag yyeTHas hopma onucK fien, JoKyMeHToB — cornacHo [1] (nyHkT 4.7), [5] (nyHKT 138);

- KnaccudpukaTop (cnpaBoYHUK) HOMeHKNaTypa gen — cornacHo [3] (nyHkT 4.10), [5] (nyHkT 10);

- KapTodka akta — cornacHo [1] (nyHkTel 4.13, 4.25, 4.28 [1]);

- 9NEKTPOHHbLIN peecTp onucein — cornacHo [1] (NyHKT 4.7), [5] (nyHKT 138);

- apxuBHasa yyeTHasa dhopma oHga — cornacHo [1] (nyHKT 4.7), [5] (nyHKT 138);

- ANEeKTPOHHas KHWra y4eTa NocTynneHns 1 BelObITUA AOKYMeHTOB — cornacHo [1] (nyHkT 4.7), [5] (nyHkT 138).
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(1

(2]

(3]

(4]

(5]

(6]

106

Bubnuorpadun

TunoBble (yHKUMOHamNbHLIE TpeboBaHWA K CUCTEMaM 3MEKTPOHHOrO AOKYMEHTOO00opoTa M CUCTEMAM XpaHEHWUA
SMNEKTPOHHLIX JOKYMEHTOB B apXMBax rocyapCTBEHHbIX OPraHoB (yTBepxaeHbl npukazom GenepansHoro apxveHOro
areHTcTBa oT 15 mioHa 2020 r. Ne 69)

®enepanbHbil 3akoH o1 27 nions 2006 r. Ne 149-03 «06 nHopmaumm, MH(POPMaLUMOHHbBIX TEXHOMOMSAX M 0 3aLuTe
WHhopMaLmn»

MpaBuna genonponsBoAcTBa B rocydapCTBEHHBIX OpraHax, opraHax MecTHOro caMmoynpaBneHus (yTBepxaeHsl npu-
kazom PegepanbHOro apxMBHoro areHTcTea ot 22 masa 2019 . Ne 71)

MpvMepHas MHCTPYKLKMA MO OEenonpovM3BOACTBY B rocyAapCTBEHHbIX OpraHusauusx (yTeepxaeHa npukasom Pege-
pansHoro apxmeHoro areHTcTBa oT 11 anpena 2018 r. Ne 44)

MpaBuna opraHWM3auun XpaHeHus, KOMMIIEKTOBaHWS, yYeTa U UCMONb30BaHWA JOKYMEHTOB ApxuBHoro doHga Poc-
cuickoit degepaunm U Opyrux apxmeBHbIX JOKYMEHTOB B rOCYAapCTBEHHLIX OpraHax, opraHax MecTHOro caMmoyrpas-
NEHUs 1 opraHudaumax (yTeepxaeHel npukasom PegepaneHoro apxmeHoro areHTcTea ot 31 miona 2023 . Ne 77)

®enepanbHbil 3akoH oT 22 okTsabpa 2004 r. Ne 125-03 «O6 apxvueHom Aene B Poccuiickon ®egepauumy
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