®EOQEPANBHOE ATEHTCTBO

Nno TEXHUWYECKOMY PErYNMPOBAHUIO UK METPONOInKU

HALWOHANBHbLIN rocT P
CTAHOAPT
nr POCCUMCKOWM NCO 18829—
CEOEPALUM 2024

YnpaBneHue 4OKYMEHTO060pOTOM

OUEHKA BHEOPEHWUU ECM/EDRM

[JocToBepHOCTb

(ISO 18829:2017, IDT)

N3pgaHue ocpbuymancHoe

Mockea
POCCHMACKMIA MHCTUTYT CTaHAapPTU3aLUKU
2024

GostExpert.ru
https://GostExpert.ru/gost/gost-18829-2024



https://gostexpert.ru?utm_source=pdf&utm_medium=69633
https://gostexpert.ru/gost/gost-18829-2024?utm_source=pdf&utm_medium=69633&utm_term=page

FOCT P UCO 18829—2024

MpeaucnoBue

1 NMOATOTOBIEH ®enepantHbIM rocydapcTBEHHLIM OHOOXKETHBIM yupexaeHuem «POCCUACKUA WH-
cTUTYT cTaHgaptuzayuu» (OIrbY «WHcTutyT ctaHgapTtuszaumm») u OBLECTBOM C OrpaHUYeHHOW OTBET-
ctBeHHocTblo «30C Tex» (000 «30C Tex») Ha ocHoBe CODOCTBEHHOMO NepeBoAa Ha PYCCKMIA S3blK aHrno-
S13blYHOW BEPCUN cTaHZapTa, YKaszaHHoro B NyHkTe 4

2 BHECEH TexHuyeckum komuTeToM no ctaHgaptusauum TK 459 «MHdopMaumoHHas nogaepxka
MU3HEHHOro UMKIa uagenuin»

3 YTBEPXJOEH W BBEOEH B OEMCTBMWE MMpukaszom PenepanbHOro areHTcTBa no TexXHU4YecKoMmy
perynnpoBaHuio U MeTpornorun ot 24 oktabps 2024 r. Ne 1489-ct

4 HacToswumii cTaHOapT WOEHTUMYEH MexayHapoaHomy cTtaHpapty WCO 18829:2017 «YnpaeneHue
pokymeHtoobopotom. OueHka BHegpeHud ECM/EDRM. [octoBepHocTb» (ISO 18829:2017 «Document
management — Assessing ECM/EDRM implementations — Trustworthiness», IDT).

Ipwn NpUMeHeHUN HACTOALLEro cTaHgapTa pekoMeHOyeTCs UCMOoNb30BaTh BMECTO CCbINOYHbIX MEeXay-
HapOAHbIX CTAHOAPTOB COOTBETCTBYIOLLME UM HALWOHATbHbIE CTAaHAAPThl, CBEAEHUs1 O KOTOPbLIX NPUBEAEHLI B
OOMNONHUTENBHOM NpunoxeHu JA

5 BBEJEH BIMNEPBbIE

lMpasuna npumeHeHus Hacmoseso cmaHdapma ycmaHoeneHbl 8 cmambse 26 ®@edepasibH020 3aKoHa
om 29 uwHsa 2015 2. Ne 162-03 «O cmaHdapmu3auuu 8 Pocculickol ®edepayuuy. MHgopmavus ob us-
MEHeHUsIX K HacmosilemMy cmaHdapmy nybnukyemcs 8 exe200HOM (Mo cOCMOsIHUK Ha 1 sHeaps mekyLeao
200a) UHhOpMaUUOHHOM yKkazamene «HayuoHaneHsle cmaHdapmbi», a 0huUUUANLHbIL MeKcm U3MeHeHUL
U ronpasok — 8 eXeMeCaYHOM UHOPMayUOHHOM ykasamene «HauyuoHanbHbie cmaHdapmsi». B cnyyae
riepecMompa (3amMeHbl) uiu ommMeHbl Hacmosweso cmaHdapma coomeemcmeytoulee yeedomneHue bydem
onybnukoeaHo 8 OrnuxaluwieM 8bINycKe exXeMecsyHo20 UHEBOPMalUuOHHO20 yKasamerns «HayuoHanbHbie
cmaHlapmesi». Coomeemcmaylowas UHhopMayus, yeedoMmaeHue U mekcmbl paMeLlarmes makxe 8 UH-
ghopmauuoHHoU cucmeme obLeao nonk3oeaHus — Ha oguuuansHoM catime @edepanbHo20 azeHmemasa rno
MEeXHUYEeCKOMY pezynuposaHuro U Memponoauu e cemu MinmepHem (www.rst.gov.ru)

© IS0, 2017
© OdhopmneHune. ®IBY «MHCTUTYT cTangapTuaauuuy, 2024

HacToswmn ctaHgapT He MOXeT ObITb NOMHOCTLID UMW YAaCTUYHO BOCnpouniBeaeH, TMpaxXnpoBaH U pac-
NMPOCTpaHeEH B Ka4veCTBe OCbVILlMEJ'[bHOFD nagaHna 6es pa3peleHnsa fDe,u,epaanoro areHTCTBa Nno TeXHN4eCKo-
MY perynupoeaHui 1 MeTponorun
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BeepneHue

HacTosAwmin ctaHgapT onuckiBaeT MeTOOONOINMI0 AN OpraHu3auuii, CTPeMSILLMXCS OLUEHUTb, COOTBET-
cteyeT nu ux ECM-cpefa knoo4eBbiM KOHUENUMAM JOBEPEHHOCTU M HAAEKHOCTU MHOPMAaLMK, onpeeneH-
HbiM B ISO/TR 15801 n ISO/TR 22957.

B HacTosiLlee BpeMs OT MHOTMX opraHu3auuii TpebyeTtca obecnedunts 6e3onacHoe M 3aLluLLeHHOe CO3-
OaHWe, XpaHeHWe U B KOHEYHOM UTOre YHUYTOXEHWE OTHOCALLENCS K AeNOBOW AeATENbEHOCTM, COXpaHAeMOMn
B ANeKTpoHHOM Buae uHdopmauun (ESI) ¢ uenbio obecnedyeHus ayTeHTUYHOCTU M TOYHOCTU 3MEKTPOHHOM
MHdopmauuK, a Takke 6e30NacHOCTU U HAAEXHOCTY OpraHu3auui.

[aHHbIA cTaHgapT onpeaenseT BUAbl AeSTENbHOCTA U onepauni, KOTOpble OpraHu3auus OofMKHa Bbl-
MOMHUT:!

- ans obecneyeHuss Toro, YToObl BCA COXpaHsemas B SNMeKTpOHHOM Buae uHdopmauus (ESI) cospasa-
nack 1 noggep>K1MBanacbh HageKHbIM U AoBepeHHbIM 0Bpa3oM Ha BCeM MPOTIKEHUN ee KU3HEHHOTo UMKNa, 1

- NpoBegeHust oueHkn uMmewwmxcs ECM-cuctem ynpaBrneHWMs KOpPnopaTWMBHBIM KOHTEHTOM W/WMn
EDRM-cuctem ynpaeneHwWsi 3NeKTPOHHBIMK AOKYMEHTAaMW W KOHTEHTOM Ha COOTBETCTBUE MPUMEHUMbBIM
ctaHgaptam NCO.

CtaHpaptel MCO 15489-1, ISO/TR 15801 u ISO/TR 22957 cogepxaT pekomeHaauun Ansa opraHuaa-
U1 nNo npoekTupoBaHui nx ECM-cructem ynpaBneHusi KopnopaTUBHbIM KOHTEHTOM, OQHAKO OT opraHmaa-
LUMiA MOXeT Takke noTpeboBaTbCa NpeacTaBrneHue NpoBepsaeMbiX 40Ka3aTenbCTB TOro, YTO 3TU CUCTEMBbI
obecneunBatoT HesonacHy cpeny ANs COXpaHAEeMOl B 3NEKTPOHHOM BUAe MHGOpMauuK, COOTBETCTRBYHO-
LYK BCEM HOPUAWYECKUM, TEXHWYECKUM WM MOAUTUYECKUM 0DBs3aTensCTBaM OpraHvM3aumu U NpuMeHUMbIM
ctaHgaptam NCO.

Moboe HagexHoe M goeepeHHoe ECM/EDRM-pelweHre fomkHO BbiTe CNOCOBHO MPOXOAWMTL ayauT C
BOCMPOU3BOANMbBIMW peaynbTatami. Takke HeobXoaMM MeTo He3aBUCHMMO MPOBEPKN 3asiBNEHNUIA MOCTaBLLM-
KOB MporpaMMHOro 1 annapaTtHoro obecrnedyeHus o TOM, YTO MHopMaLmMa 3allKLLeHa U XPaHUTCA HadeXHbIM
o6pazom. OpraHmsauusam HeobxooMmMo No3aboTUTLECA O TOM, YTOOLI COOTBETCTBYHOLLAA NOAOEPKMBAOLLANA O0-
KyMeHTaLua oTpaxana 31u TpebosaHus.

Ecnu crangaptuanpoBaHHble ECM-peweHns ¢ 60nblIOA BEPOSTHOCTBIO MOAAANTCA ayauTy U MOryT
ObITb NMerko npoBepeHbl, TO HecTaHAapTHbIe W/WMNW NponpueTapHble peleHna Onsg XpaHeHusa UHgopMmalum
MOryT He obecne4mnBaTb Hanu4Kusl Bce HeobXoaMMO KOHTPOSIbHOM MHGIOPMaLWUK B XypHanax ayguTa, U npo-
BECTW HE3ABKMCHMYIO MPOBEPKY 3asiBNeHni nocTaBLykoB o besonacHocT ECM/EDRM-pelueHuii MoxeT ObiTb
CNoXHO. HezaBUCUMMO OT TOro, ABMAETCHA N TEXHOMOMMS XpaHeHUsa cTaHOapTM3MpPOBAHHOW UMK NponpueTap-
HOW, OpraHv3auns cTankuBaeTcsl ¢ HeobXoaMMOCTLIO ObiTe B COCTOSIHUM MPOBECTW NMPOBEPKY COOTBETCTBUS
ECM/EDRM-peLwieHns BceM NpuMeHnMbIM TpeboBaHMaM.
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HAUMWOHANBbHBLIN CTAHOAPT POCCUMUCKOWN OEOEPALUMU

YnpaBneHue 4OKYMEHTOOGOPOTOM
OUEHKA BHEOAPEHWMA ECM/EDRM
HocToBepHOCTL

Document management. Assessing ECM/EDRM implementations. Trustworthiness

Data BBegeHua — 2025—07—01

1 O6nactb npumeHeHUnA

B HacTodwem cTaHgapTe onucaHbl OeACTBUS WU orepauuun, KoTopble OpraHu3auusi OOMmKHa BbINos-
HWTL ANA TOro, YToObI OLEHWUTh, NOAAEPXUBAETCH NU B HACTOsLlEee BPEMA WM NoafepuBanacbk N paHee
coxpaHsiemas B 3MeKTpoHHOM BuAe uHdopmauua (electronically stored information, ESI) B HagexHon u go-
BepeHHOW cpefe(ax). B aTux cpegax UCNONb3yHTCA TEXHOIMOMMW YNpaBneHUss KOHTEHTOM W OOKYMEHTaMu,
0BbIYHO M3BECTHbLIE KaK «CMCTEMbI YNpaBneHUsa KopnopaTuBHbIM KOHTeHToM» (ECM-cuctembl — enterprise
content management, ECM) nnu kak «3nekTpOHHbIe CUCTEMbI YNpPaBNeHUA JOKYMEHTaMu U MHopmaLmens»
(electronic document and records management, EDRM), obecneunBatollne UCMOMHEHWE YTBEPKAEHHLIX Op-
raHn3aumsMmun NorMTUK ynpaeneHns JOKYMeHTaMM 1 YKas3aHWin N0 cpoKam UX XpaHeHus:.

Xopolune npakTUKW, CBA3aHHble C BHeAPEeHWeM OOBEPEHHbIX cped yrnpaBneHusi AOKYMEeHTaMWM U KOH-
TEHTOM, OMMUCaHbl B Taknx AokymeHTax, kak ISO/TR 15801 u MCO 15489. Tem He MeHee, HeoBXoAUM TakxKe
CTaH4apT, ONUCLIBAOLLMIA METO4OMOMI0 AN OUEHKU OaHHbLIX TUMNOB cpef ynpaBrneHUa OOKYMEHTaMN N KOH-
TEHTOM HE3aBMCUMO OT TOro, KakMe TEXHOMOMKN B HacTosilLee BpeMs UCMNOoNb3yTCA opraHM3aunen. Hactoa-
LWWK cTaHOapT ycTaHaBnNyMBaeT MeToA0NOorM0 OLEHKW, KOTOPOW cnedyeT NpuaepxuneaTbcs Ana ornpeaeneHus
YPOBHS COOTBETCTBMSA OpPraHn3aLnn yKa3aHHbIM Bhille CTaHAapTam B nnaHe obecnevyeHuns HagexHoCTU U J0-
CTOBEPHOCTW MHhOpPMaL MKW, XpaHsLencs B aTUX cpedax.

HacTosawmia ctaHgapT NpUMEeHUM B OTHOLLUEHWMM YXe CYLLEeCTBYHOLWUX unu nnanupyembix ECM-cuctem.
YctaHoBneHne akta Hanuyusa HageXHoOW OOBEepPEeHHOW CUMCTEMbl FABMSETCH BaXKHbIM LLIAroM B OOKYMEHTW-
poOBaHWM HageXHOCTU COXPaHAEMON B 3MEKTPOHHOM Buae MHopMauWu, NogaepKMBaeMon B paMkax 3Ton
cucTeMbl UNU cpedbl. JJaHHbIA cTaHOapT npegHasHadYeH ans UCnofb30BaHUsa opraHu3auusaMm, oLeHUBaLWwm-
MW CTeneHb OOBepus K CYLLeCTBYOLMM cpefaM ynpaBneHus OOKYMEeHTaMW U KOHTeHTOM. B Hem ykasaHbl
Bce 0ba3aTenbHble BUAbl AEATENBHOCTU W 0BNacTu, KOTOpble HEOBXOAMMO M3Y4YuUTb C MPUBIIEYEHUEM MWL,
MMeLWKWX AeTanbHble TEXHUYECKWEe W AKCNNyaTaunoHHble 3HaHWUA O KOHKPETHbLIX M3ydYaeMblX TEXHOMOMUAX U
METOAOMNOrMAX, a TakKe NOHMMaHWe NPOLECCOB U AeACTBUI B 0bnacTu ynpaBneHusa JOKyMEHTaMMu.

2 HopmaTuBHbI€ CChINKK

B HacToswem cTaHgapTe UCnonb3oBaHbl HOPMATUBHBLIE CCbINKW Ha cneaylowue ctaHaapTel [ANa gaTtu-
POBaHHbLIX CChINOK NPUMEHSIOT TOMbKO YKazaHHOe U3[aHue CChINOYHOro cTanaapTa, And HedaTUupoBaHHbIX —
nocnegHee nsgaHuve (BKNoYasa Bce nameHeHus)]:

ISO 12651-1, Electronic document management — Vocabulary — Part 1: Electronic document imaging
(YnpaBneHue anekTpoHHbIM KOHTeHToM. CrnoBapbk. YacTe 1. YnpaeneHue anekTpoHHbIMKU rpadinyecknmm 0b-
pasamMu LOKYMEHTOB)

ISO 15489-1, System of standards on information, librarianship and publishing — Information and
documentation — Records management — Part 1: Concepts and principles (Cuctema cTaHgapToB no UHgop-
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mMauumn, 6ubnuoTedHoMy W n3naTenbckomy geny. MHdopmaunsa u 4OKYMeHTaumMs. YnpasneHwe JOKYMEeHTamHu.
Yactb 1. [NoHATUA ¥ NPUHLMMBI)

3 TepMuHbI U onpeaeneHus

B HacTofllLeM cTaHOapTe NpuMeHeHb! TepMuHbl o MCO 12651-1 n MCO 15489-1, a Takke cnegyolime
TEPMWHBLI C COOTBETCTBYOLLMMY onpeaeneHnsamu.

MCO n M3K nopgaepuearoT TepMUHONorMyeckne 6asbl AaHHbLIX A8 MCNONb30BaHUA B 0OnacTu cTaH-
[apTu3aLnn, KOTopble AOCTYMHbLI NO CNefyoLWNM agpecam:

- nnatcopma oHnanH-npocmotpa NCO: gocTtynHa no agpecy http://www.iso.org/obp;

- Onektponegua M3K: goctynHa no agpecy http://www.electropedia.org/.

3.1 ayTeHTUYHbIA gokymeHT (authentic record): JoKyMeHT, B OTHOLUEHUM KOTOPOro MoXeT BbITh J0-
Ka3aHo, YTO OH:

a) ABMNSETCA UMEHHO TeM, YeM NpeTeHOyeT DbITh;

b) 6b1n co3gaH unu NnocrnaH UMeHHo TeM eNCTBYIOLLUM NMLIOM, KOTOPOE YKa3aHo B Ka4eCcTBe ero cosga-
TENs UNW OTNPaBUTENS;

c) 6bin cozgaH unu nocnaH MMEHHO B TO BPEMS, KOTOPOe B HEM YKasaHo.

3.2 pokymeHTauus no genoBoW npakTuke; BPD-gokymeHnTaumsa (business practice documentation,
BPD): MNogpobHas AokymMeHTauusa No AenoBbIM NpoLeccaM, OnMcbiBatoLLas NpoLecchl, MONMUTUKKA U NpoLieay-
pbl, KOTOPLIM CMeQyeT opraH13alums, U B TOM YUCNE TO, Kak MHhopMaL s NOCTYNaeT, XpaHUTCA U YNPaBnaeTcs.

MpumevaHus

1 JoKyMeHTaLMA No OENOBOW NPaKTMKE COAEPWT OOCTAaTOYHbIE CBEAEHWS, NO3BONAKLLIME OpraHM3aLmmn ycTaHo-
BWTb WK YOOCTOBEPUTL, YTO COAEPXKALLAsaCcA B 3JIEKTPOHHOW CUCTEME YNpaBNeHWs OOKYMEHTaMW/KOHTEHTOM 3MEKTPOH-
Has uHdopMaLna ABNAETCA TOYHOW, HAAEKHOW U 3acnyKVBatOLLEN JOBEPHUS.

2 B HekoTopbIx NpuKnagHbix 06nacTsax AaHHy OOKYMEHTALMWIO HA3bIBAOT MacTep-pPyKOBOACTBOM MO npouesypam
(master procedure manual).

3.3 coxpaHsiemas B anekTpoHHom Buge vHdopmauusn; ESI (electronically stored information, ESI):
WHdopmauwms, koTopasi co3gaeTcsi, UCNONb3YETCs M XPaHWUTCS B ANEKTPOHHOW chopMe, 1 Ansi 4OCTyNna K KOTo-
poit TpebyeTcs KOMMNLIOTEP UMW MHOE YCTPOMCTBO.

MpumeyaHue — [Ona Uuenei HACTOALENO cTaHAApTa NOHATUE COXpPaHAEMON B 3NEKTPOHHOM BuAe WMHGOP-
MaLMW OXBaTLIBAET AOKYMEHTbI U KOHTEHT, CO34aHHbIE W/UNK yNpaBnsaeMble OpraHu3aunei B Xo4e ee OenoBoOi OesTerb-
HOCTMW. BNEeKTPOHHLIE JaHHbIe, CoOOepXaLlMecs B penaLMOoHHbIX Ba3ax AaHHbIX, U CNeunanuanpoBaHHble NpUKnagHbie Ha-
©opbl OaHHbIX HE CYMTAITCA YacTbio M3y4aeMon B NPOLECCE NPOBEAEHWA 4aHHON OLEHKM COXPaHAEMON B SNEKTPOHHOM
BUZE MHOPMaLWK.

3.4 yutaemocTb (readability): CnocoBHOCTb CUCTEMBI C TEYEHMEM BPEMEHW TOYHO, COrMacOoBaHHbLIM
06pa3om BOCNPOU3BOANTL COXPaHEHHYO MHAOPMaLK Be3 Kakmx-nubo N3MeHeHUin B NepBOHa4YanbHOM KOH-
TeHTe, KOTOpble BObl CYLLeCTBEHHO M3MEHANN TO, YTO BbiNIo M3HAYaNbHO COXPaHEeHo.

3.5 HapgexHbIN (reliable): CROMCTBO LOKYMEHTA/KOHTEHTA, OTpaxatllee JoBepMe K TOMY, YTO OH ABMS-
€TCHA NOMHbLIM Y TOYHBIM NpeacTaBNeHneM NoATBEPKOAEMbIX UM onepauunin, 4encTBUN Unu akTor, U BO3MOX-
HOCTbL MOMOXWUTHLCA Ha HEro B Xo4e NocrenynLlwnx onepaunn unm encTBUn.

3.6 3acnyxuBaloWUKA O0BepUsi, AOCTOBEPHbINA (trustworthy): [JOKYMEHT/KOHTEHT, COXpaHseMblil B
3MEeKTPOHHOM BMAEe TakKMM 0OpasoM, KOTOpPbIA NoaAepXuBaeT BO BPEMEHM ero LUenoCTHOCTb, TOYHOCTh, Ha-
[JEXHOCTb U NPUroAHOCTb K MCMOMb30BaHUIO/YMTAEMOCTb.

MpumeyvyaHne — Cm. ISO/TR 15801.

4 OueHka goBepeHHbiXx ECM-cuctem

4.1 O6wme NnonoxeHuUn

4.1.1 Pe3ynkTaTbl OUEHKKN

HoeepeHHble ECM-cucTeMbl JomkHbl oDecneynBaTb BO3MOXHOCTE Ha[AEXKHOIO BOCMPOW3BEdeHUs
ynpasnseMon UmMmu MHopMaunn 1 npefoTepawaTs HeCcaHKUWMOHUPOBaHHbIE MOAUMUKAUMU U W3MEHEHUS
KOHTEHTa M B3aMMOCBA3aHHbIX C HUM MeTagaHHbIX. 3TO KacaeTcs Mobon coxpaHseMon B aNeKTPOHHOM BMAe
nHpopmaumn (ESI), cosgaHHon B pazHoobpasHbiXx 0hUCHBIX NPUNOXKEHMAX, NCMOMNB3YIOLWWX BHELIHWE UCTOY-
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HUKW ONA «MOMOMHEeHUA» KOHTEeHTa/QOKyMeHTa, Korga ToT co3faeTca W/Wnu pacnedaTbiBaeTcsa/coxpaHaeTcs,
Kak 3TO COYTET YMECTHbIM OpraHu3auus.

Pe3yneTaThl TakoW CTaHO4APTU3MPOBAHHOWM OLIEHKW OOMMKHLI BKIKOYATL NOAPOOHLIA OTYeT, cogepKalluii
[0CTaToOuHY MHAOPMAaLKIO, MO3BOMALLYH OpraHn3auun onpeaennTh, Kak Nnydlle BCEro KOppeKkTUpoBRaTh Te
acnekThl, B KOTOPbIX, KaK BbINo yCTaHOBMNEHO, He BbINO NOMHOro cOOTBETCTBMA TpeboBaHusAM. [laHHbIA OT4eT
TakKe OOIMKEH BKMKYaTb, HApagy ¢ noapobHbIM onMcaHueM TeXHONOrMu (rae 3To YMECTHO), pekoMeHaaunm
N CBA3aHHbLIE C ynpaBreHWemM KOHTEHTOM/OOKYMEHTaMn NONMTUKK W NpoLeaypbl, KOTopbie Heobxoaumbl Ans
[JOCTWXKEeHWA NOMHOTo COOTBETCTBUS TpeboBaHUAM.

KntoueBbiM aneMeHTOM HacTosLWero cTaHgapTa OUeHKW ABNAETCA NpeaocTaBreHne opraHusauuMn noa-
pobHoi uHdopmaLmn, Kacawlencs oblen HagexXHoCcTH KU goBepeHHocTU nx ECM-cpegbl, BMecTe ¢ peko-
MeHZaLUWsMK O TOM, KaK UCMPaBnATE Te acnekThl, KOTOpble, COMMacHO pesyrnsrataM OLEHKN, He COOTBETCTRYOT
TpeboBaHUAM CTaH4apTOB, OTHOCSLLMXCS K YNPaBNeHWo KOpropaTuBHbIM KOHTEeHTOM (ECM) u gokymeHTamu.

Mo 3aBepwenHun nobon oueHkK, cooTeeTcTBytowen NCO 18829, npoBoamBLLas OLEHKY rpynna cneuu-
anvcToB (farnee — rpynna OUeHKW) OOSMKHA NMOArOTOBUTE MOAPOOHBIN OTHET, coaepXallni, Kak MUHUMYM,
cnegywlee:

- nenoeble NoTpebHocTH N/unu aenosoe obocHoBaHKe. [JaHHbIA pasgen oTyeTa OOMKEeH BKNOYaTh ONu-
CaHWe UCMOoNb30BaHHbIX MPOLECCOB OLEHKN OOKYMEHTOR, KPAaTKOe U3MNOXEeHWe YCTaHOBMNEHHLIX (hakToB U pe-
3ynbTaToB aHanu3a B OTHOLUEHUM (DU3NHECKUX M SMEKTPOHHLIX JOKYMEHTOB, @ TAakkKe BbIsIBMEHHbIE B X0A4e
OLIEHKWN NpobneMHble BOMNpochl, UMEILLIME OTHOLUEHWEe K JenoBoW AeATeNbHOCTH;

- aHanWTUYEeCKW pasgen, coaepxawnii NnogpobHble CBeAEeHWs, YBA3aHHbIE C YETKO ONpeaeneHHbIM
HabopoM OOBLEKTUBHBLIX MPUHLMMOB YNPaBleHWA OOKYMEHTAMW U WHGOpMaLuWen, HaueneHHblX Ha opMu-
poBaHve AN OOKYMEeHTauuu M3MepuMol, nocnenoBaTensHOW WH(OPMALWMOHHOW CTPYKTYPhl, MOMHOCTHIO
MULLIEHHON WHOWBUAYANBHOW U OpPraHU3auMoOHHOW NpeaB3aTocTU. [aHHbIe NPUHLUNLI, paHee U3BeCTHLbIe Kak
«obwenpuHaTele npuHuMnbl genonpounssogctea» (Generally Accepted Recordkeeping Principles, GARP),
cendac paccMaTpuBalTCs B OTpacnv ynpaeneHWst JOKYMEHTAMW KakK Te MPUHLUMWMBI, KOTOpbie ONpeaensoT
OYEeHb KOHKPETHbIE YPOBHWU 3PENOCTU NPOorpaMmbl ynpaeneHUs JOKYMeHTaMu;

- pasgen aHanu3a npobernoB B TEXHOMOIMAX, COAepXalluii ONUcaHWe BCEX UCMONb3yeMbIX B HACTOALLee
BpeMs opraHu3aLueil COOTBETCTBYIOLLNX TEXHONOIMIA yNpaBneHnsa KOpnopaTMBHBIM KOHTEHTOM UM AOKYMEHTa-
MU, U VHBIX TEXHOIOIMMIA XPaHEHWSA U CO30aHUSA, UMEKLWMX OTHOLUEHWE K KOHTEeHTY/OOKYMEeHTaMm;

- pasgen ¢ TeXHU4YeCKUMU U KacarlWwUMUCca OOKYMEHTOB pekoMeHAauuamMu. [aHHbii pasgen OormkeH
BKIMOYaTb pEeKOMeHaaUWu, CBA3aHHbIe C U3BMEHEHUEM CYLLECTBYIOLLEro NonoXeHusa aen B ynpasneHuu OKy-
MEHTaMU C LeNbio Co3aaHusa HadexKHon U aoepeHHon ECM-cpeabi.

4.1.2 AHanu3 npoueccoB

Mobas oueHka noBepeHHbIXx ECM-cucTeM JOMmKHA HAYMHATBLCA C aHanu3a NpoLeccoB 1 npouenyp, uMme-
IOLLUX OTHOLLUEHWE KO BCEW Cpefe, B paMKax KOTOPOW OCYLLECTBISAETCH ynpaBneHWe COXPaHseMol B 3rek-
TPOHHOM BuAe uHdopmauwmein. Cioga BXOOAUT aHanM3 He TONMbKO pakTUYeCcKMX NpoLeccoB WM nNpouedyp, HO U
OOKyMeHTauumn no genosoi npaktuke (BPD-gokymeHTaummn). CnegyeTt NpoBecTy OLEHKY ClegyoLwero:

- Kak OOKYMEHTbI, KOHTEHT W/unu nHopMauns BBOAATCH B CUCTEMY (T. e. Kak ousmnyeckne matepuansl
npeobpasyTca B aNeKTPOHHLIN QOPMAT, Kak noctynaet u obpabaTeiBaeTCA CyLLECTBYIOLLANA 3MeKTPOoHHas
WMHopmauma U T. 4.);

- Kak cuctemMa ynpaenserT, OCYyLLEeCTBNAET ayguT 1 3aLllULLAeT 3NEKTPOHHY UHPOPMaLUKO; 1

- KaK cucTema (Bkrovas obopygoBaHue) obecnevmBaeT He30NacHOCTL XpaHeHus MHpopMaL K, npejoT-
Bpallas HecaHKUMOHMPOBaHHOE U3MeHeHWe, MoguduKkaLmio Wnnu yaaneHume.

Ecnn goctynHa JoKyMeHTauusa no AenoBow NpakTuke, To crnefyeT NpoBeEpPUThL COOTBETCTBUE CYLLECTBY-
FOLLUX NPOLECCOB U NpoLenyp 3Tol JOKYMEHTAUKUK C UeNbH YCTaHOBMEHMWSA hakTa COOTBETCTBMSA W/KUnu onpe-
neneHuns Tpebyowmx ynyJlleHnsa acnekToB, BKNOYAA aHanua cnegyrLlero:

- Kak ByoyT UCNONHATLCA BCE NMpoLeaypbl YNpaBneHus KOpnopaTUBHLIM KOHTEHTOM;

- KaK OCYLLEeCTBMAAMMCbL U/MK OCYLLECTBNAITCA MMMNOPT/CKAaHMPOBaHWe, MHOEKCHMPOBaHWe 1 NpoBepka
WHpopMaLWnK;

- KaK ocyLlecTBrsnach W/unM ocyLecTBAseTCH 3allMTa CMCTEMbI OT HECAHKLMOHMPOBAHHOMO 4OCTYNa;

- KaK OCYLLEeCTBMSINAach W/WNM OCyLLECTBNSAETCA 3alUUTa KOHTEHTA OT HECAHKUMOHUPOBAHHON mogudu-
Kauuu Unm N3aMeHeHus;

- KaK OCYLLEeCTBMANOCh W/UNK OCYLLECTBMASAETCA ynpaBneHne aBTOpM30BaHHbIM BHECEHWUEM M3MEHEHWI B
KOHTEHT/OOKYMEHTbI, BK/1K04asi BbINOfNHeHWe TpeboBaHui K COXpaHeHWo KOHTPOMbHOM MHGOPMaLnn B XKypHa-
nax ayguta 1 K obecneyeHuo BO3MOXHOCTIW u3BnedYeHuns nobon npegbiayLleid BepCun KOHTeHTa/QoKyMeHTa,;
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- KaK OCYLLECTBMANOCh W/WMK OCYLLECTBMNAETCS COXPaHEHWE W yNpaBneHne npMuMedaHusaMn u aHHoTauu-
MW (€CNK TakoBble UMEHTCH), ECITM OHK ABMASAKTCH YaCcTbio AeNOBOWM AOKYMEHTaLWK; 1

- KaKue Mepbl U CpefcTBa KOHTPONs W yNpaeNeHWs UCNoNb3yKTCA CUCTEMOW ONS YCTaHOBMEHUSA U OT-
CNeXnBaHUA CPOKOB XpaHeHWs ANSA BCel COXpaHsaeMOol B aNeKTPOHHOM Buae MHopMaL Ui B COOTBETCTBUM C
YTBEPXKOEHHBIMU YKA3aHUAMU MO CpoKaM XpaHeHWs JOKYMEHTOB.

Ecnu ncnonb3yetcs pasBepHyToe Ha BHELLIHEM CepBepe peLleHme W/unu BHeodpucHele (B T. 4. obnadvHele)
KOMMOHEHTbI, HE HaxoasaLWMecs nog HeNoCcpeaCTBEHHBIM KOHTPOEM OpraHn3aunm Kak OTBETCTBEHHOIO XpaHu-
Tens, TO rpynna OLUEeHKW OOMMKHA Takke NpPoBEeCTWM aHanW3 cTeneHn cooTseTcTBuA TpebosaHusm MCO 17068
«VMHdbopmauusa v gokyMeHTauus. XpaHunuvile 3nekKTPOHHbLIX AOKYMEHTOB LOBEPEHHOW TPETbel CTOPOHbI».
B NCO 17068 cogepxaTtca nogpobHele cBegeHUs U pekoMeH4aluun, kacawuwmecsa TpeboBaHnil K NOCTaBLKU-
Kam ycnyr BHeoUcHoro (06na4yHoro) xpaHeHus, NpoLeayp M CornalleHnil ¢ NocTaBLLIMKaMu1, KOTopkle cneay-
€T NPUHATbL BO BHUMaHWe nepej nepefadyei KOHTEHTa Ha XpaHeHWe B He Haxo4sALYOCA Mo NONHbIM KOHTPO-
fiem opraHvu3alunm BHELUHIOW cpeny.

Ecnn pokymeHTauusa no 4enoBon NpakTMKe HEMOMHa UMM OTCYTCTBYET, TO BCNe 3a NpoBedeHNeM OLeH-
KW MOXET NnocrnefoBaTbh CO34aHMe Takol AOKYMeHTauun. [lokymeHTauusa no genoBoi npakTuke aenaetcsa obsa-
3aTeNnbHLIM KOMMNOHEHTOM NoBOM HAaJeXHOW U JOBEepeHHOW cpedbl. XOTA co3faHue 3TOW JOKYMEHTaLMKn yxe
nocrie Toro, Kak cpefa bbina 3anylieHa B NPOMbILMAEHHYH 3KCMMyaTaluk, CBA3aHO C PUCKOM TOro, YTo O0-
BEPUE K YXKe MMEBLUENCA B cucTteme MHpopMaumm moxeT BbiTb MOCTaBNeHo No4 COMHEHWe, TEM HE MeHee,
ans gobasnaemMoi BNOCNeacTBMM MHOPMAaLKMM, COOTBETCTBYIOLLME NPOLECCHl AOMKHbI BbITh YETKO 3a00KY-
MEHTUPOBAHDI.

4.1.3 WcnonHeHue 3aKoHOO4aTeNbHO-HOPMaTUBHLIX TpeboBaHUKU

OT opraHusauui, Ha KOTopble pPacnpoCTPaHAKTCA 3aKoHoAaTenbHO-HOPMAaTUMBHbLIE TpeboBaHMs B OT-
HOLUEHWM COXpaHAEMOM B aNeKTPOHHOM BUAE MHbopMauuK, MoxeT NnoTpeboBaTbCca NoaTBEPKAEHWE LLenocT-
HOCTW W MOAMMHHOCTWA 3NEeKTPOHHOW MHbopMauun B AaBaeMbix Nog NpUcsroi nokasaHvsx. MNogaepxaHue
YeTKO CCHOPMYNUPOBaHHLIX MOMWTUMK M NPOUEnYP, OOKYMEHTaUMU No OEernoBOW MpakTUKe, a Takke Hanvyue
3aBepPEeHHbIX KypHanoB ayauta, nogpobHo oTpakarwmx To, Kak 6bina cobpaHa n ynopsagovyeHa SneKTpoH-
Has uHgopmauus, ByoeT UMeThL pellalollee 3Ha4YeHue ONs YyCTaHOBMNEHUS ayTeHTUYHOCTM COXPaHSeMOW B
ANEeKTPOHHOM BMAe UHOPMaLMN.

4.2 leicTBUA B paMKax NnpoBeAeHUA OLEeHKU

4.2.1 AHanu3 AOKyMeHTauuM no CyLecTBYHOLWed AesIOBOW NpakTUKe U1 MHOW JOKYMeHTauuu op-
raHusaumm

lpynna oueHKM OOMKHa W3yYyuTb paHee pa3paboTaHHyK OOKYMeHTaUuWk no OefloBoW npakTuke
(BPD-pokymeHTauut) ¢ TeMm, 4tobbl nocnegoBaTenbHbiM 06paszom 06bACHUTL B23aUMOCBA3bL MeXay pas-
NMUYHBIMKW NONUTUKAMKU U NMpoLuegypaMu OpraHu3alun, OKa3biBaloWw MMM BNUSHUE HA XpaHEHUWEe 3MNeKTPOH-
HOW MHopmauunn.

Ipynnoi oueHkW gomkHa OblTh NpoaHanManpoBaHa Kaxaas M3 obnacTei, oxBaTbiBaeMblX HA3BaAHHBIMM
B BPD-gokyMeHTauum nonMTMkamMmm 1 npouegypamMu, ¢ Tem 4Tobbl onpegenuTtb, Bbiny nu 3TM NOMUTUKA U NPo-
Luenypbl (Hapsgy c annapatHelM obecnedyeHnemM, HOCUTENSIMK MHAOPMAaLIMK U NporpaMMHBIM obecrnevyeHnem
4na ynpaeneHus KOHTEHTOM/OOKYMEeHTaMW) peanuM3oBaHbl B COOTBETCTBUM C NMPUHLMUNAMUW MPOEKTUPOBAHWS,
onucanHsiMu B ISO/TR 22957, ISO/TR 15801 n MCO 15489. Ecnu gokymMeHTaLuMsa No 4enoBOW NpakTUKe He-
MofHa UK OTCYTCTBYET, TO rPynna OLEeHKN AOMmKHa NpoBecTM oueHky acnektos ECM-cuctemsl, cocpegoTouns
BHMMaHWe Ha NONMUTUKAX M NpoLeaypax, CBA3aHHbIX C TEM, Kak OCYLLECTBMNAETCA 3axBaT MHhopMaunu, ynpas-
nexHue ew n obecneyeHne ee 6e30MacHOCTH.

Kpome Toro, rpynna oLeHKW oMmKHa NpoaHanuanpoBaTh, Kakum obpa3oM B opraHu3alu ocyLlecTBns-
nock MHPOPMUPOBAHME O NONUTUKAX U MPOLIeAYPax U 03HAKOMITEHWE C HUMU, B TOM YMChe NOCcpeacTBOM Npo-
rpamM obyuveHus, n yBeauTbCs, YTO OTBETCTBEHHbIE 3a BHegpeHue unv obecnedeHre UCNOMNHEHWUS AaHHBIX
NONUTUK NLA C HUMW O3HAKOMIEHbI.

B yacTHocTW, gaxe npu OTCYTCTBUM JOKYMEHTaLWM No AeMNOBOW NpakTUKe rpynna OLeHKW OOoMmKHa AaTh
OLIEHKY BCeX MOMUTUK U NpoLenyp, peann3oBaHHbIX B COOTBETCTBUMU C NMPUHLMNAMU, CHOPMYNUPOBAHHLIMU B
ISO/TR 15801 n ISO/TR 22957 B OTHOLLIEHUN HAAEXHON U goBepeHHon ECM-cnctemMebl. XoTa TepMUHONIorna
B 3TWX OOKYMEHTaAX HECKOIbKO pa3nuYaeTcsi, OAHAaKO Nexallas B OCHOBE KIMHYEBLIX BUOOB AEATENLHOCTH
KOHLENnuMsa ofguHaKoea.
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XoTa BbIOOp HA3BaHWMIA U/MNK HaNW4YWe ONpeferieHHbIX NONMTUK UMK Npoueayp 3aBUCKUT OT KOHKPETHOMN
[ernoBor onepauunun, OXWAAaeTcs, YTO rpynna oueHKU Mony4yuT WU npoaHanuaupyeT NofUTUKWM U npouesypsbl,
nepeducneHHsle B 4.2.2.

4.2.2 OueHka BKNO4YaeMon B cucteMmy uHdopmauum

4.2.2.1 O6LWm1e nonoxeHus

Ipynna oueHKkn JormkHa nogpobHO NpoaHanu3npoBaTh NPOLECCHl, CBSA3aHHbIE C MMMOPTOM W3Ha4arbHO-
ANEeKTPOHHbIX AaHHbIX W KOHBEPTMPOBAHHOW M3 aHaroroBbix hopmaToB WHdopmauumu. Vicnonb3yemele ans
CO30,aHUsI COXPaHAEMOW B ANEKTPOHHOM Buae MHopMaLnn Npouecck UMAopTa, MUrpauumn M/mnm KoHBepcum
OOMKHbI ObITh eTanbHO NpoaHanu3vMpoBaHel ¢ TeM, YTODLI obecneunTs JOCTYMHOCTL NS NOUCKa WU U3BneYe-
HWSA BCEMW KOHEYHBIMU NMONb30BaTENSMM MO UX 3anpocy BCen MMNOPTUPOBAHHON/KOHBEPTUPOBAHHOM U MPOUH-
[EeKCUPOBAHHOW MHhOpMAaL MK (B COOTBETCTBUN C JOKYMEHTaLKMel No 4eNoBoW NPaKkTUKe, ecrny TakoBas cylue-
CTBYET — B NPOTMBHOM Criydae AOKYMEHTaUM No AernoBol npakTuke Heobxogumo paspaboTats; cM. 4.1.1).

pynna oueHKW AOMmKHA NOATOTOBMTL TECTOBLIE CLEHapWM, B paMKax KOTopbix obLiee KOnM4ecTBo WM-
MOPTUPOBAHHBIX W/WMM KOHBEPTUPOBAHHbLIX CTPAHWUL, U AOKYMEHTOB MOXET OblTb CONOCTABMNEHO N NMPOBEPEHO
B CpaBHeHUN C 06bLEMOM WHGOPMAaLMK B NepBOHaYanbHeIX opMartax U CTPyKTypax.

4.2.2.2 KoHBepcua OaHHbIX M2 aHanoroeoro popmaTta B 3MeKTPOHHbBIN dhopMat

[pynna oueHKN JOMKHA OLEHUTb, KakuM 0BpazoM KOHTEHT BbiN NOAroTOBMNEH AN MPOBEAEHWS €r0 KOH-
BEPCMMW W Kak opraHusaums obecnednna KOHBEPCUID BCeX OOKYMEHTOB, NPUMEYaHui 1 T. 4. U3 aHanoroBoro
dopmaTa B hopmMaT coxpaHAeMOW B 3NeKTPOHHOM BuAe MHAOpMAaLWMK B COOTBETCTBMKM C JOKYMEHTaUnen no
OenoBoi npakTuke. Takas oueHKa AOoMmKHa BKMYaTe NpoOBEPKY cODMogeHus1 Nonb3oBaTensmMu npoLeccoB U
npouenyp, a TakkKe BbiiBIieHWe NPOLIECCOB W NpoLleayp, KOTOopble He COOTBETCTBYIOT MeXAyHapOoaHbIM CTaH-
hapTam 1 nepefoBOW NpakTUKe.

4.2.2.3 3axeaT n3Ha4anbHO-aNeKTPOHHbLIX MaTepruanos

B aTom nyHKTe paccmaTpuBaeTcs 3axBaT U3HavanbHO-3MEeKTPOHHbBIX JaHHbIX M X XpaHeHWe B OLeHUBa-
emoinn ECM-cpege/pewenun. Mpynna oueHKW OOMKHa OLEeHUTb NPOLece, MCMNoNb3yeMblil ANA 3axBaTa gaHHbIX
C BHELLHWX HOocuTeneiln nHdpopmMaymmn, YtTobbel YCTaHOBUTL cCnegytoLlee:

- UCcnonb3yeMbli npouecc obecneynBaeT, YTOOLI BCe AaHHbIe, KOTOpLIE NPeanonaranock COXpPaHuTe B
HagexHoM 1 JoBepeHHoM ECM-pelueHumn, nencTBUTENLHO BbINK 3axXxBadeHbl, NPOUHAEKCUPOBaHbLI 1 COXpaHe-
Hbl B COOTBETCTBMU C TEM, KaK 3TO OMUCaHO B NONUTUKAX WU Npouenypax;

- MpoLuecc, MCnonb3yeMblil ANns BbIBNEeHUs AybnvpoBaHMA AaHHBLIX WWNK UX PpEnnMKauun Mexay nonb-
30BaTeNsAMU, ¥ KOTOPbIX MOXET UMeTbCA HECKOMNbKO KOMWW OQHOTO U TOMO Xe OJOKYMEHTa;

- npoLecc, UCNonb3yemblid 4NA KOHBepcuWM nioboro CyllecTBYIOLLEro KOHTEHTa M3 yCTapeBLUMX WK
nponpueTapHbIX POPMATOB; U TO, KaK NONb30BaTEnNL/rpynna murpauum obecneynnu KOHBEPCUD BCEX COOT-
BETCTBYHOLLUX AaHHBIX 63 NoTepn UX AOCTOBEPHOCTU U YNTAEMOCTM, OAHOBPEMEHHO 0BecneynB KOHBEPCUID
BCEW CyLLeCTBEHHOW MHOpMaLK B COOTBETCTBUM C OKYMEHTaUMen No AenoBon npakTuke.

B oTHOWeHWM aHHbLIX, AN8 KOTOpbIX NoTpeboBanock NpoBedeHne KOHBEPCKM, B Criy4ae ecnv onpege-
neHHasa MHgopMauma Obina noTepsaHa u3-3a HecnocobHOCTM MHCTPYMeHTa KOHBEPCUWN NMPOBECTU KOHBEPCUIO
B COOTBETCTBMW C JOKYMEHTaLMen No OenoBoW NpakTUKe, rpynna OLueHKWU JOIMKHA NpOoBepuTh, COXPaHUKU Mnu
Monb30BaTenbL/rpynna MUrpaumnmn Takke U UCXO4HbIE OAHHbIE B UX MepBOHa4YansHOM dopMare st uIcTopuye-
CKMX Lienen.

['pynna oueHKW JonKHa BLIABUTL U MPOBEPUTL MPOUECCHl, MCMOoNb3yeMble B XOA4e BBOAA TOW 3NEeKTPOH-
HOW MHCbOpMaLMK, NS KOTOPOW noTpeboBanoch NpoBeAeHne KOHBEPCUM M3 UHbIX (DOpMaToB, B KOTOPLIX 3Ta
MHopmauus Bbina NnepBoHaqasnbHO Nonyyexa.

4.2.3 YntaemocTb

HapexHble n goBepeHHble ECM-cucTeMbl NOOOEPXKMBAKT KOHUENUUD YUMTAEMOCTM COXpaHseMol B
3NEKTPOHHOM BuMAe WHopmaumu. YMTaeMocTe — 3TO CNOCOBHOCTL CUCTEMBI C TEYEHMEM BPEMEHMW TOYHO,
cornacoBaHHbIM 06pa3oM BOCMPOU3BOOUTL COXPAHEHHY MHdOpMaLmio Bes Kakux-nmbo 3MeHeHWn B NepBo-
Ha4YanbHOM KOHTEHTE, KOTOpble Dbl CyLeCTBEHHO M3MEHSANN TO, YTO DBbINO M3HaYanbHO COXpaHeHo.

[pynna oueHKM OOoMmKHa NOArOTOBUTL TECTOBLIE CLIE@HAPWUW, UCMOMb3ys NpoLecc NPOBEpKU YUTAEMOCTH
06pasuLoB MMNOPTUPOBAHHOW W/MMW KOHBEPTUPOBaHHOW MH(OPMaLUK C UCMONb30BaHWeM CTaHAapTU3Mpo-
BaHHLIX CPEACTB NpocMoTpa m3obpaxeHuin/gaHHbix. lNMponpueTapHoe n cneumann3npoBaHHoOe NporpaMMHoe
obecneveHne ons NnpocMoTpa U3obpaXeHUin/gaHHbIX HE JOMKHO UCNONbL30BaTLCS ANS NPOBEPKMA YNTAEMOCTH
COXpaHAEeMOW B 3AMEKTPOHHOM BMAe MHAOpMaLMK, 3a UCKINYEHWEM TeX cny4aes, Korga Takoe nporpaMmMHoe
obecneyeHune sBNSETCS €OMHCTBEHHBLIM MMERLWMMCH NporpaMmHbiM obecnevyeHnem Ans gocTyna K OueHu-
BaeMoW 3NeKTPOHHOW MHgopMauuu. B nocnegHem crnydvae rpynna OUEHKW LOMKHa, Korga 3TO BO3MOXHO,
OLeHUTb NporpaMmHoe obecneveHne Ons NpocMoTpa N3obparkeHUI/daHHbIX C TOYKM 3peHUS ero AOCTYNHOCTH

5
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B Bygylwem. 3TU TeCTOBble CLUEHApPWUN OOMMKHbI ObiTh BbIMOMHEHLI CUCTEMON, @ BbIXOAHbIE AaHHble AN Bbl-
BopkM coXpaHAeMO B 3MEKTPOHHOM BUAE UH(OPMaLIMK OOIMKHbI BbITh NPOBEPEHbI FPYNMOWA OLEHKN C LenbHo:

- onpegenuTh, MMena N1 MecTo HenpegHaMepeHHas Moandukaums ynpaesnsaeMon CUCTEMOW 3NEeKTPOH-
HOWM MHopMaUuUK;

- [aTb BO3MOXHOCTL rpyrnne OLEeHKW ONpefenuTb HanvMdue pasnuynii KOHTEeHTa UCXo4Horo matepuana/
[OKYMEHTa B CPaBHEHWU C ero aNeKTPOHHON Bepcuen;

- BbISIBUTb, TPEOYIOTCS NK Kakve-nnbo cneumnanM3MpoBaHHble MHCTPYMEHTBI Ans u3snedveHunsi/otobpa-
EeHWs MHopMaL MK, KOTOPbIE BbIMOMHSAT KaKyo-nMbo MHTEPNONsLMIO MW SKCTPanonaunio AaHHbIX; W/unn

- OMpefenuTb, ABNATCA N OpPMaThI/CTPYKTYPEI COXPaHAEMOW B 3MEKTPOHHOM BMAe MHOPMAaLUK
CTaHOapTU3NPOBAHHLIMU, U Kakne UMeHHO CTaHOapThl UCMOoNb3yKTCS.

4.3 OueHka NpoLecCcoB OTCNEeXWBaHUA CPOKOB XpaHeHUsA uHdopMauun, obecneyeHUn ee
DONroBpeMeHHOW COXPaHHOCTU M YHUYTOXEeHUA

4.3.1 UHTeponepabenbHOCTL NPUNOXKEHUNA

Heobxogumo oueHUTh, OybnupywTca N ucrnonb3yeMmble B ECM-cucTeme meTagaHHble Mexay
ECM-cuctemamu; MOryT N OHU BbiTb M3MEHEHBI UMM MOAUMULUMPOBAHLI TaKUM 0Bpa3omM, YTOObI N3MEHUTL
OOCTYMHOCTb COXPaHSIEMOW B 3NTIEKTPOHHOM BUAe MHOPMaLMK UMW BOCNIPENSITCTBOBATL AOCTYNY B OyayLuem,
W/Unu MOTryT N OHW NPMBECTU K pasHbIM pesynbTaTam B 3aBUCUMOCTM OT TOrO, Kakas cucTema UCMonb3yeTca
ONS NOUCKA, XpaHeHUs1 NIMNU N3BNEYeHWs COXPaHAeMOW B 3NIeKTPOHHOM BUAE MHOopMaLnK.

4.3.2 Murpauua gaHHbIX MeXAY NeKTPOHHbLIMU HOCUTEeNnsAMU MHopMaLUn

Heobxoaumo oueHUTs, Kak NpoBogunace Murpaums uHcgopmaummu B ECM-pelueHune, Bkodas npoleny-
pbl, obecneunBawLL e HEM3IMEHHOCTEL 3NEKTPOHHOW MHGOPMAaLUKUKM M COOTBETCTBYIOWNX METafaHHbIX, B TOM
yucne hannoebix OpPMaToB, CKaATUA, MeTadaHHbIX U T. 4. OLUEeHWBAKT TUMN W YPOBEHb ayauTa, KOTOpPbIA Bbin
peanv3oBaH B X04e MUrpaumm, 1 To, Kak opraHvM3auuma onpegenuna, 4To BCA 3MeKTPOoHHAA MHdopMauus, Ko-
TOPYIO Npeanonaranock MArpUpoBaTh, AeNCTBUTENbHO Bbina MUrpMpoBaHa B COOTBETCTBUM C JOKYMEHTauuen
Nno AefIOBOWN MpakTUKe.

4.3.3 KouBepcusa cpopmMaToB AaHHbIX

HeobxoaumMo oueHWUTb NPOoLEecC, KOTOPbIA MCMONb30oBancsa ANs KOHBEPCUM COXPaHAEMOW B 3MeKTPOH-
HOM BuAe MHMOpPMaUMK U3 NepBoHaYanbHoro opmMarta B xenaembln dpopmat. OueHWBaKT MEeToO0MOoruI,
ncrnonb3syemyto ons obecne4yeHns oTCyTCTBUS NOTEPL MHOPMaLMK, @ TakKe NPOLECCHYI0 AOKYMEHTALMIO MO
npouegypam, BbIMOMHAEMbIM OMA OCYLUECTBEHUA KOHBEPCUM.

4.3.4 NporpammMma MOHUTOPUHra HocuUTenen uHpopmauumn

Heobxoaumo oLueHUTL TEXHOMOTMIO XpaHeHUs, McnonbayemMyto Ansa ES|-gaHHbIX, a Takke BCHO LOKYMEH-
TaLMio, KacalLlylcsa Toro, kak obecneymMeaeTcs 3alluta XpaHUMon MHpopMauumn B COOTBETCTBUN C MpUMe-
HUMbIMW MeXOYHapOoAHbIMU cTaHA4apTaMu, OTHOCALLMMUCSH K HAOEeXHbIM U JOBEPEeHHbIM cpedaM XpaHeHus
(ISO/TR 15801, ISO/TR 22957 n 1. 4.).

4.3.5 HeobpaTtnmoe yHu4YTOXEHUe/yaaneHue gaHHbIX

Heobxogumo oueHuTb, KakuMm obpasom opranvsauunsa obpabaTbiBaeT 3anpockl Ha YHUHTOXKEHME, a Tak-
e hopmManu3oBaHHbIM NpoLecc ynpaBneHus yaaneHMem CoOXpaHseMon B 3aNeKTPOHHOM BUAe uHdopmMaLumu,
koTopaga ECM-cuctemoit 6bina noMedeHa kak Tpebyrolaa nmbo apxmMeauumn BO BHeLUHeR cucteme, nubo yaa-
NeHNA nocne AOCTWKEHUS 3TOW 3NMEKTPOHHOW MHpopMaLMen KOHLA ee XW3HEHHOTO LUKNa.

[pynna oueHKM OorKHA nNpoaHannaupoBaTh NOMWUTUKY B OTHOLIEHWW CPOKOB XpaHeHWs AOKYMEHTOB W
KOHTEHTa 1 nepeyeHb BUOOB JOKYMEHTOB C YKa3aHWeM CPOKOB XpPaHeHWsA 1 JeNCTBUMA MO UX UCTEYEHUN, C TEM,
470Dl YBEONTBCA, YTO COOTBETCTBYIOLLAA 3NEeKTPOHHas uHpopmaums Gbina ngeHTuduumpoBaHa, a Mogynb
ECM-pelueHus onsa oTCNeXMBaHUsS CPOKOB XpPaHeHUs DbiN HACTPOeH B COOTBETCTBUW C MOMUTUKON 1 Nepeyd-
HeM. Hapsigy ¢ aHanvM3om sTor MHopMaLuuK, rpynna oLUeHKW AoMKHa NpoaHanMsaMpoBaTh BCe BEPCUN Nepeyd-
HEM 1 NONMUTUK B OTHOLLEHUW CPOKOB XPAHEHWS, YTODLI YCTAHOBUTL, ABMAKTCA MU M3MEHEHUS 1 0OHOBNEHUS
B HWX YETKO MAaeHTUdULMPYEMbIMKU, U BCA Ny cogepxallasica B ECM-pewennn nidopmaunsi ynpaBnsieTcs B
COOTBETCTBUM C T€M, Kak 3TO YCTAHOBMEHO W 3a00KYMEHTMPOBaHO. [pynne OUeHKW Takxe xenaTensHo npo-
aHanuaupoBaTh BCE NPOLIECChbl PYYHOro ynpaBneHUs OOKYMEHTaMK, KOTOpble MOTyT MPUMEHATbLCHA B OTCYT-
CTBME (MNM BMECTO) aBTOMAaTM3MPOBAHHOIO npoLecca.

Kpome Toro, gomx«Ha BObITe coenaHa oueHKa TOro, Kak WCMOMHEHWE yKazaHUi MO CPOKaM XpaHeHus 1
OEeNCTBUIA MO UX UCTEYEHUN MOXET ObiTb NMPUOCTAHOBMEHO C UEMNbH WCMNOMHEHUS NpOoLedyp pearMpoBaHust
Ha 3anpocbl Ha BbiIBNEHWE W NpeAcTaBMeHue SMeKTPOHHLIX A0KA3aTenbCTB W/MUMK NOMUTUMK MPUOCTAHOBKK
YHUYTOXEHWSA LOKYMEHTOB WM MHbopMaL WK B cBA3W ¢ cyaebHbiMy paszbupaTenLCTBaMu U paccrnegoBaHUs MK,
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4.4 Be30onNacHOCTb CUCTEMBI

4.4.1 CeasaHHanA ¢ 6e3onacHocTbiO MHOpMauus, nognexawan cbopy v aHanusy

[pynna oueHKW OO0MKHA OLEHWMTb MOMWUTUKW W NPOLEeAypbl OpraHn3aLun, ycTaHOBMNEHHbIe/peanv3oBaH-
Hble B OTHOLUEHWM OOCTyna, 3axearta, ynpaBneHust W/Kunm co3gaHusa COXpaHseMOon B 3NIEKTPOHHOM BUAE WMH-
thopmaummn npu 0O4HOBPEMEHHOM COXPaHEHNM ee JOCTOBEPHOCTM U HAaZeXHOCTU. B oTHOWEHWM nHopmauuu,
KoTopasi 3axBaTbiBaeTCs, ynpaenaertca v sawmwaetcsa B ECM-cucteme, rpynna oueHKW 4OMKHa onpegenuThb,
3axBaTbIBAKOTCA MW CBEAEHWs (UCTOpUA onepauuin B XypHanax ayouTta), AOKYMeHTUpyowme nobblie (kak
yCcnewHbie, Tak U HeyaadHble) nonbiTki gobaBneHvs, mogndukauuym Unu yaaneHUWs COXpaHAeMon B anek-
TPOHHOM BUAE MHPOPMaLUN HA NPOTSKEHWMMU €€ XM3HEHHOTO LMKNa, Hapsaay C OTCNeXMUBaHWeM NCTOPUK UHBIX
acMeKToB akTUBHOCTW NMONb30BaTenen.

Takasi oueHKa [O/KHA BKKOYMATb aHanwu3 TeXHWYeCKOW apXWTeKTypbl, MporpaMmHoro cbecnevyeHus
ECM-cucTeMbl, HageXHOCTU HOCUTENEN AaHHbIX, B TOM YMCNE BONPOCH CUCTEMHOM W ceTeBoln BeaonacHocTH,
a TaKKe Hanu4us B CUCTEME MEep W CPefCcTB KOHTPONSA WM ynpaBreHus, 0OCTaTOoYHbIX ANSA NpefoTBpaLLeHus
HEeCaHKLWMOHNWPOBaHHOIO AOCTYNA Kak K cucTeMe, Tak U K xpaHawumes B ECM-cpege xpaHeHusa gaHHbIM.

pynna oueHKW OoMmKHA Nony4YnTb MHPOPMAaLMIO OT FPYNnbl NOAAEPKKM CETU W/WMKW OT rPymnMbl N0 UH-
dpacTpyKType opraHusauum, 4Tobbl OLEHUTE, Kakum 00pa3om ceTb OopraHuM3auuu 3aluiieHa oT HecaHKLMo-
HWPOBAHHOIO 4OCTYNa, Kak aNeKTPOHHOro, Tak U dusmnyeckoro. Kpome Toro, rpynna oLUeHKV AOoMKHa OLeHUTb
ECM-pelueHve Ha npegMeT TOro, MOryT Ny NMOMb30BaTeny NonyvynMTe OCTYMN K COXPaHAEMOM B 3MeKTPOHHOM
BMAE MHopMaumMK, K gaHHbiM B 6ase gaHHbIX WKW K MHOW cBRzaHHoW ¢ ECM-peweHneM nHdopmaumm 3a
npegenamn npefocTaBrneHHbIX MM Npas AOCTyna W/WnyM Haanexaluux YpoBHen Jonycka.

4.4.2 3awnTta UHhopMmauMKM C LUenbH NpegoTBpalWeHus HeCaHKUMOHMPOBAHHONW MoguduKauumn
WnW yaaneHusa anekTPoHHOW MHdgopmaumm

3710T wWar TpebyeT oueHKM YHKLNOHaNbHBIX BO3MOXHOCTEN Ona obecnedyeHna BesonacHocTW Kak Ha
YPOBHE CWUCTEMbI, TaKk U Ha ypOBHEe AOKyMeHTa/KOHTeHTa, C TemM 4ToDbl OnNpefdenuTb, Kakue peanv3oBaHbl
Mepbl 3aLUMThbl ANA NPefoTBpalleHnss HeCaHKLMOHMPOBaHHbLIX MoaUUKaLWA N U3BMEHEHUIA COXPaHSAEMON
B 3NIEKTPOHHOM BuAe MHopmaumi. Ha ypoBHe cucTeMbl, rpynna OLEHKM OOMKHa NpoaHanu3npoeaTb BbiIbop-
K/ M3 CYLLEeCTBYHOLLEN KOHTPOIbHOW MHOPMaLMK B XypHanax ayguta M 13 3anpoTOKONMMPOBAHHON MCTOPUK
onepauui. XXypHanbl ayaMTa ¥ 3anpoTOKONMpOBaHHasA UCTOPUS onepauuii JOMKHEl CoAepXaTb CBedeHWs O
MonbITKax BXogda B CUCTEMY (KakK yCnellHbIX, Tak U HeyAadHbIX), a Takke 0 NonbITKax AOCTyNa K AaHHbIM (Kak
yCMeLWHbIX, Tak U HeyOa4HbIX).

Ha ypoBHe gokymeHTa/kOHTEeHTa coXpaHaemas B 3MIeKTPOHHOM BUAE MHOPMAaLWS OOMKHA XPaHUTLCS
B ECM-pelueHunsx, CKOH(OUIypUPOBaHHbIX U HACTPOEHHbIX TakMM obpa3om, YTobbl NpenoTBpallaTe HecaHK-
LMOHUPOBAHHbLIA OOCTYN, MOOUUKALKMIO UMW yOANeHWe, U BECTU KypHanbl ayauTa, NOATBEepKAaLWMe, YTO
anNeKkTpoHHasa nHopmMaumnsa He Bbina 3MeHeHa No CPaBHEHUK C ee NepBoHadYansHoi dopmoin. ObecneyeHune
HEBO3MOXHOCTW HECAHKLMOHUPOBAHHON MoAMUKALMM UMK U3MEHEHUS] 3MNEKTPOHHONW MHdopMauMKM nocne
ee BBOJA B CUCTeMY SIBMSETCA Uenbi B0oMnbLUMHCTBA opraHm3aumi. MNockonsky He Bce ECM-peweHus obe-
CneYynBaroT NogobHbIA ypoBeHb BE30MNaCHOCTU HA YPOBHE CUCTEMbI U/UINN OOKYMEHTa/KOHTEHTA, U HE BCE OHU
MOryT BbITb HACTPOEHbI TakK, Kak NpoeKTMpoBanoch/MNaHnpoBanock, HEOBXoAMMO B MOMHOW Mepe OLeHUTb
peLUeHKe B LIernoM AnA yCTaHOBNEHUS COOTBETCTBUA Kak 0BLMM nonutukam 1 npoLeaypam opraHv3aumy, Tak
M NONUTUKAM W Npoleaypam Nno BOnpocam ynpaeneHus JOKYMeHTaMu.

4.5 OueHka goctyna kK uHdopmMaunm

4.5.1 O6wme nonoxeHuns

CnegyeT onpenenuTb M 3a40KYMEHTUPOBaTh LUary, NpeanpuHATbie ANs NpefoTBpalleHnss HecaHKuu-
OHMpoBaHHoro goctyna k ECM-cucteme. Hanpumep, pasmeLLieHne COXpaHseMOr B 3NEeKTPOHHOM BWAE WH-
hopMaLmK Ha CeTeBOM JUCKe Jaxe B Crydyae npMMeHeHusi Mep 6e30MacHOCTU Ha pasnuyHbIX YPOBHSX MOXET
oKasaTbcsl HelocTaToMHO Be3onacHbiM, ecni ByoeT Bo3MOXeH OOCTYN K MHcopMauun 6e3 peructpauum cee-
OEeHWA 0 HEM B XypHane ayauTa.

Ipynna oueHKn AOMKHa OLUEHWUTb, KakuMm 0b6pa3oM coxpaHsiemasi B 3NeKTPOHHOM Buae MHgopmauus
XpaHWTCH B 3alUMLLEHHO cpefe, rae Bce onepaunn 4OCTyna NofHOCTLH NPOTOKOMMPYIOTCA U OTCNEXMBaIOT-
csl, NpefoTBpaLas gocTyn noboro nonb3oBaTtens K 4aHHbIM C MCNOMNb30BAHUEM HEMPOTOKONMPYEMbIX PEXU-
MOB/MHCTPYMEHTOB. Takasl oLleHKa AoMXKHa BKIYaTb aHanu3 npolecca, peanv3oBaHHOro opraHusauuneit ans
obecneyeHns COXpaHEHUS HA HOCUTENSAX MHOPMaLKUM Mo KpalHeld Mepe OBYX 3K3eMMIAPOB MHgopMaLmm
C WCMoNb30BaHWEM METOOOB M ONTUMMU3ALMK, obecnednBaoluX CBOEBPEMEHHOE CO34aHWE TOYHbIX KOMUKA
MHMOPMAaLMKW Ha HECKOMNbKUX HocuTensax. MIHopMauusa He JomKHa nepeaasaTbca Ha HOCUTENb MHAopMaLUK
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cnocobamu, KOTOpble MOTYT NPUBOAUTL K PACAPOCTPaHEHMI0 BO3HMKLUMX NPU nepegade owuboK B JaHHbIX
(Hanpumep, NyTeM CO34aHWUSA KOMWIA B OTCYTCTBME CTPOrOro KOHTPOMs LIENOCTHOCTN).

OueHKa JOMmKHA BKMoYaTh NpoBepky ECM-cucTemsbl ¢ Lenbio NoOATBEPHOEHUS TOrO, YTO OLUNGBKK Mpu
nepegade OaHHbIX Ha BCe HOCUTENW MHOpPMALMW OOKYMEHTUPYHTCA, U YTO CyLLecTByeT MexaHW3M ans
CBOEBPEMEHHOIO UCNpaBneHns Taknx owmnbok. [insa Bcex HocuTenel cneayeT AOKYMEHTUPOBAThL CBeAEeHUs
0 (bakTax ycrnewHom U HEeyCnewHon 3anucKu 3MeKTPOHHON MHAOPMAaLUMM Ha HOCUTENb, BKMYaKLWme pas-
FMIMYHbIE KOHTPOMbHbIE CYMMbl UMW MHbIE pe3ynbTaTbl NOGWTHOTO CpaBHEeHWUs, ecnv Te Obinn cosgaHbl/uc-
Nonb30BaHbl HOCKUTENeM MHopMaLmMm (MMM NOACUCTEMON XPaHeHUs ).

pynna oueHKM OOoImKHAa NOATOTOBUTL TECTOBLIE CLIEHAPWMW, UCMOMbL3YSA MPOLECC MPOBEPKM TOro, YTO
3ANEeKTPOHHaa MHOPMAaLNSA XPaHUTCS B HECKONbKUX MecTax, M YTO MpU aTOM MO KpaHeln Mepe OOWH 3K3eM-
nnap MHPOpMaLUN XPaHUTCA C UCNONB30BAHUEM TEXHOMOMMNU XPaHEHUS, HE OOMNYCKALLENR HUKaKnux mogudu-
Kawui, n3aMeHeHUn N1 yaaneHuin, kotopble 6binn Obl HEMOLKOHTPONbHbLI CUCTEME YNPaBNeHWA SOKYMEeHTamm
n/vnu mepam v cpegcTBam KOHTPOMs W ynpasneHus gosepeHHbix ECM-cuctem. B aTux TecToBbIX cLeHapusax
OOSKEH MCNOMb30BaTLCS NMPOLECC BblAENEHWA BbIBOPKM 3MeKTPOHHON MHOPMaLNK, U3YyHaeMOol C LenbHo:

- onpegenexHns, Koraa coxpaHsemasi B 3fIeKTPOHHOM BuAe MHOpMaLMa XpaHUTCS Ha pasnuyHbIX HOCU-
Tensax MHdopmauuu;

- OLIEHKM XpaHeHWs1 3NeKTPOHHON MHopMaLMK U NPOTOKONMPOBaHWS onepauunii B CUCTEME;

- U3YYEHWUs] BO3MOXHOCTM OOCTYNa K 3NeKTPOHHOW MHhopMauny B 0b6Xoq Mep W CPeLCcTB KOHTPONSA W
yrnpaeneHus, npegoctasnaembix ECM-peweruem, 1

- onpepeneHnsi, MoOXeT N MHpopMaLma OblTe M3MEHEHA UMW yaaneHa ¢ NOMOLbB WHbIX CPEACTB, He
OXBaTbIBAEMbIX MepaMy 1 CpeaCcTBaMU KOHTPOMS U ynpaeneHus, npeaoctaensaembimu ECM-peleHuem.

4.5.2 YnpaBneHue aBTOpPU30BaHHbLIMU MoaUcUKauuamMmm

4.5.2.1 Obwme nonoxeHus

MNpu3HaBas BO3MOXHOCTb Hanuunsa AenoBbiX NMpUYMH ANA TOro, Yytobbl paspellatb BHeceHne moaudu-
Kauuin U MBMEHEHWIA, KpalHe BaXXHO YETKO YCTAHOBMUTb, YTO Nog00HbIE CUTYaUUKM ABNSAIOTCA UCKIOYEHWEM, a
He npaBwunom. CrneayeT BbIABWUTL NMOMMTUKKM U NPOLeaypbl, KoTopble Heobxoaumo cobnioaaTth B TEX crnydasx,
KOra MOryT BHOCUTLCSA M3MEHEHWA, U BbIACHWUTL, JENCTBUTENBHO MU OHW cobniopatTca. B xypHane ayau-
Ta crnefyeT YeTKo MOEHTUDULMPOBATE BHOCMMOE U3MEHEHWE, BbIMOMHAKLLIENO M3MEeHeHNe aBTOPU30BaHHOIo
Nnonb30BaTerns U NPUYMHY ANs BHECEHUSA U3MEHEHUS.

4.5.2.2 Tunbl U KNacchl JOKYMEHTOB U CBeAEeHUs1 0 A0CTYNe K JOKYMEeHTam

Mpouecchl 1 Npouenypbl, CBA3aHHbIE C TEM, KaK JOKYMEHTUPYIOTCA U NOAAEPKUBAKTCHA TAKCOHOMUS U
KnaccuukaumMsa coxpaHaeMon B 3NeKTPOHHOM Buae UHopMaUMn, O0M¥KHbl BbiTh Haanexawmm obpasom
npoaHanu3npoBaHbl U MpPoOBepeHLl. [pynna OLEeHKN TakXe OOMKHA MPOBEPUTE, SBMSIOTCS NM BHOCUMbIE U3-
MeHeHUs 1 0BHOBMEHUS YeTKO UaeHTuduLMpyemMeiMu, U B N cogepxawasca 8 ECM-peweHumn nHdop-
MaLus SBMsIeTCS OOCTYMHOW WM uU3Bnekaemon nocne nepeeofa ECM-pelweHns B pexum NpoMbILLNEHHOMN
aKcnnyarauuu.

4.5.2.3 OTBeTCTBEHHbIE XpPaHUTENMW JOKYMEHTOB

[pynna oueHKU JonXHa NPOBEPUTL YPOBEHL NOATOTOBKW W OMNbITHOCTW OTBETCTBEHHbLIX XpaHuTenen 4o-
KYMEHTORB C TeM, 4Tobbl ONpegennTb, MOHUMAaKT MU OHWU NOMUTUKK W TO, Kak UX CnedyeT NpUMEHSTh.

4.6 OueHka npouecca NpPoTOKONMPOBaHWA UCTOPUM onepauui

4.6.1 O6wme nonoxeHun

[eMoHCcTpauus cormacoBaHHOCTM MeXAy AeknaprpoBaHHLIMKU NMOMUTUKAMKU OpraHu3auny v BIVSIOLWN-
MM Ha COXpaHSeMyl B 3/IEKTPOHHOM BUAe WH(OPMaLMIo Npouedypamu, CBS3aHHLIMU C WMCMOMb30BaHUEM
ECM-cuctem unu cucteMm ynpaeneHus OOKYMEHTaMU, UMeeT KPUTUYECKM BaKHOEe 3HaYeHWue ANns YyCTaHoB-
NeHUsi TOYHOCTU COXPAHAEMON B 3MEKTPOHHOM BUAe MHgopMaLnuy, U 3TO CnegyeT YYUTLIBaTh NpU BEAEHUU
KypHana ayoura.

Hanpumep, ecnv 06 MHOpMauuM B NONUTUKAX CKa3aHo, YTO OHA XPaHWUTCA, YNpaBnsaeTcs M YHUYTOXa-
eTcs onpegeneHHbiM 06pasom, TO HeUCNOMHEeHWe 3TUX MONOXEeHWUA NO3BONSET YCOMHUTLCS B TOM, YTO MHGOpP-
MaLuua OeACTBUTEeNbLHO XpaHUTCA B HaOeXHOW 1 JOBepeHHOol cucteme.

B yacTHOCTU, ecnv B NOMUTUKE MO CPOKaM XpaHeHWs U/Wnv B nepedHe BUAOB AOKYMEHTOB C yKasaHWeM
CPOKOB XpaHeHWsa U OeACTBUIA MO UCTEYEHUM STUX CPOKOB O Npolecce HeobpaTUMOro YHUUTOXKEHWS yKasa-
HO, YTO BCe DyMaHble 3K3eMMMsApbl U KOMWU, U BCS 3MNEeKTPOHHas MHOPMaUUs AOMKHbl BbiTh YHUUTOXKEHGI
(N yoaneHbl, CTepTbl U T. MN.), HO MPU 9TOM COTPYAHUKM 3asiBNSIOT, YTO OHW UMK He 3HAIOT, UMK He cneayoT
ONMCaHHOMY B MOMUTUKE WU/MNK NepedHe Npoueccy, TO yTBepXAeHMe opraHu3auuy 0 Hanmyuy HagexHoro 1
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[OBEPEHHOID XpaHUnuMLLA Bbl3blBA€T COMHEHUS, MOCKOMNbKY MOXHO J0KasaTb, YTO OpraHu3auus He cnegyet
coBCTBEHHBIM Npoleaypam B OTHOLWeHu o0bpaboTkn nHopMauun.

Kpome Toro, HecobniogeHne yCTaHOBNEHHbIX MNONMUTUK MOXET MPUBECTU K 3HAYMTENbHBIM 3aTpatam op-
raHu3auuy Ha BhbIABMNEHWE, aHann3 1 npeacTaeneHve B xofde cynebHbix pa3bupaTensCTB UM NpOBOAUMEBIX
KOHTPOMUPYKLWUMIK OpraHaMy paccnefoBaHWi BCel Toil nHopMaLnn, KOTOPYO B MPOTUBHOM clydyae opra-
Hu3auma morna Obl yganuTbe U3 CBOEW CMCTEMDI.

B 4.6.2—4.6.4 BbigeneHbl pasnuMyHble acnekTbl NPOTOKONMPOBaAHWA Oonepauun B CUCTEME M UCTOPUK
(PYHKLMOHUPOBAHUA CMCTEMbI, KOTOPbIE TPyMnna OUeHKW AOMKHA B MOMHON MEpPEe OLEHUTb.

4.6.2 NaBneyeHue Npeabiaylie Bepcuu AOKYMeEHTa, KOTopas noanexana coxpaHeHUIo

Ecnu ECM-pelueHne cKOHUIYpUpOBaHO U HACTPOEHO TakMM 0bOpa3om, YTobbl aTk Nonb3oBaTensam
BO3MOXHOCTb XPaHUTb AOKYMEHTLI/KOHTEHT C UCMOMb30BaHWEM Mep W CpefCTB KOHTpOMs WM ynpaBrneHus
NX BEPCUAMU UNN PeaakUMAMKW, TO B NOJIMTUKE OPraHM3auMM N0 CPoKam XpaHeHus W/unu B nepevyHe BMOOB
OOKYMEHTOB C YKa3aHWeM CPOKOB XPaHeHWsl JOMKHO ObiTb YETKO YCTAHOBMEHO, B KaKUX CryYaax cucTema
OOJDKHA aBTOMaTU4eCKW YAansTb BEPCUN UMW pedakuMym OOKYMEHTa/KOHTEHTa Mocre ero oKoH4YaTerbHOoro
YTBEPXKOEHUA.

[ns opraHvM3auwnii, KOTopble CYUTaKT LenecoobpasHbiM coXpaHAaTs Bonee paHHUE BEPCUY 3MEKTPOHHOMN
MHopMaLuK, cucTemMa [A0MKHA NPefoCTaBUTL MEXaHM3M OM1S NMoUCcKa M U3BIMeYeHWs npefbiaylwmx Bepcui
3NEKTPOHHOM MHpopMaL M. CucTema Takke SoMmKHa NpOTOKONMPOBaTh hakT COXpaHeHUs HOBOW BEPCUM [0-
KyMEeHTa/KOHTeHTa.

Ecnuv opraHusauusi ucnonb3yeT Mepbl U CPeAcTBa KOHTPOMS WM ynpaeneHws pefakumamin (yxke nocne
C030aHWUs JOKYMEHTA/KOHTEHTA B 3aKOHYEHHOM BUAE) ANS OTCMNEXKUBAHUA BHOCUMbLIX B JOKYMEHTLI/KOHTEHT
M3MEHEHWI, TO CUCTEeMa OIMKHA NPOTOKONMPOBaTh PaKThl COXPAHEHWS HOBLIX pefaKkLUWi AOKYMeHTa, Hapagy
¢ hukcaumein MHon nHdopmaunm, Takon Kak gaTa, Bpems, nNnpyuyvMHa nepecmoTpa, BhIMONHUBLLUKMIA JeNCTBUE
nonb3oBaTernb U T. 4.

Ipynna oueHKM AoMmKHa OUEHUTb, KaknuM obpasom opraHn3auns ynpasnseT BepCusiMi W/nnu pegakuus-
MW LOKYMEHTOB/KOHTEHTA, eCri TakoBble ucnoneaytTces B ECM-pelwwennu.

4.6.3 YnpaBneHue npyMmMe4aHUAMU U aHHOTALMAMU KaK COCTaBHOMW YacThb0 AENOBLIX JOKYMEHTOR

B HeKkoTOpbIX opraHM3auuax U Ans HEKOTOPLIX TUMOB OOKYMEHTOB/KOHTEHTA cnedyeT COXpaHsaTb Npu-
Me4yaHus 1U/Mnu aHHoTauuu, obecneymBas ANA HUX TOT XKE YPOBEHb 3aLUNUThI, YTO W AN UCXOOHOro OKYMeHTa/
KoHTeHTa. OToeneHne npuMedaHMa/aHHoTaUmMM OT JOKYMEHTa/KOHTEHTa, C KOTOPbIM T€ B3aUMOCBS3aHbl, Ha-
npvMep NocpencTBOM NMpoLecca pasfeneHns Ha crou, MOXeT He oBecnevyrTb 4OCTaTOMHOW 3aLUNUThl ANS TOro,
YTOBbI CUATAThL, YTO MPKUMeEYaHMe/aHHOTaLUKWA XPaHUTCH B HaAEXHOW W JOBEPEHHOR cucTeme.

Heobxoguma TwatensHas oUueHKa METOA0B XPAHEHUS MHOTOCMOMHOM MHOPMAaLUMKN B KOHTEKCTE Aeno-
BbIX noTpebHocTen. Tpebyetcsa obecneunTs CBA3LIBAHWE NPUMEYaHUA/AaHHOTALMM C UCXOOHbLIM OOKYMEHTOM/
KOHTEHTOM KOHTpOnupyeMbsiM obpa3som.

Ecnuv opraHusauma ncnonb3yeT NpyMMedaHnst u/unm aHHoTaumMmM B Ka4ecTBe 3M1eMeHTOB [efl0BOro npo-
Lecca, aBTOMaTU3MPOBaHHOTO C MCMOb30BaHMeM TeXHOMOMMIA ynpaBneHns notokamm pabodmx npoLeccos, To
rpynna oLeHKW JOMKHa OLEeHUTh Npoueaypbl, KOTOPbLIM cnefyeT opraHu3auus.

B uucno nognexalmx oueHKe BXOOAT Npouecchl U NpoLenypel, CBA3aHHLIE CO CNeAyHLWUM:

- KaKk opraHu3auus KOHTPONMpyeT acnekTbl 6e3onacHOCTW, CBA3aHHbIE C TEM, Kak OCYLLEeCTBAETCH
yNpaBreHne N XxpaHeHe NpUMedYaHnsammn n/unm aHHoTaunsamu;

- OXBayeHa Nn 3Ta UHOPMaUMS UHBIMK, OTIINYAIOLLMMUCSH MepamMK Mo OTCNEXUBAHUIO CPOKOB XpPaHeHUs;

- Kak opraHu3auusi obecneymnBaeT 3axsaT ECM-cucTemMoin OCTAaTOMHOM KOHTPOMBLHOM (B >KypHanax
ayawuTa) u UCTOPMYECKOW MHChOopMaLMK U ynpaBiieHWe eto, NoCPeaCcTBOM MAEHTUMMKaLUN U NPOTOKONMPOBa-
HUSA MOBbLIX U3MEHEHWI B MOBLIX NPUMEYAHUAX U/UMK aHHOTALKUNAX, HE3aBUCUMO OT TOTO, XPaHATCS N OHU Kak
YyacTb JOKYMEHTa UMK KakK YacTb NoToka pabo4ymx npoLeccos.

IMpw oTcyTCTBUM B OpraHn3aummn kakon-nmbo chopmansHO yTBEPKOEHHON OOKYMEHTAL MW rpynna OUeHKr
OOMKHa OLEeHUTb, MOCPEACTBOM M3yYeHUs1 apxUTeKTypbl cylecTByowen ECM-cuctembl 1 CpeacTB KOHTPONS
1 ynpaBneHns CUCTEMHOIO YPOBHS, Kak B Tekyleil ECM-cpefe ocylwecTBAsOTCA ynpaBneHune v 3almMrta gaH-
HbIX 3TOro TMna. Mpynna oueHKN Takke OMHKHA NpeacTaBUTh pekoMeHgaunn no obecnevdeHd HeobxoanMmMbIX
YPOBHEW KOHTPONSA M yNpaBneHus .

Ipynna oueHkM OOMKHa OLEHUTb, KaKk opraHm3auusa ynpaenseT NpuMedaHusMu U/unu aHHoTauusamu,
ecnu oHu ucnonbaytotca B ECM-pelueHunn.

4.6.4 YnpaBneHue aNeKTPOHHON UHopMaumen, cogepxallei makpochbl UW/MNv BHeLWHMWE CCbINKN

TpaOoWUMOHHbIE MPeACcTaBneHrMst 0 TOM, Kakne TUMbl JOKYMEHTOB/KOHTEHTa MOryT XpaHuTecs B ECM-
cucTeme, orpaHMYnBancb OMUCHBIMU JOKYMEHTamK, COODOLLEHUSMI 3NEKTPOHHOM NOYTEl, hakcaMu 1 oTcKa-
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HMPOBaHHbLIMW AOKYMeHTamMu. beicTpo naywas nHTerpaumsa BonblUMHCTBA AENOBBIX NPUIOXEHWIA C OUCHbI-
MU NMPUNOKEHUSMA C LIENbI0 CO30aHWUA AOKYMEHTOB W/MNN COOBLLEeHUIA aNeKTPOHHON NoyThl TpebyeT, 4yTobbl
nwobasa noeeperHHas ECM-cuctema nognepxueana BO3MOXHOCTbL COXPaHEHUsI 3K3eMnnapa Toro, Yto 6bino
CO030aHO OenoBbIM MPUMNOXEHWEM, B 3alULLEHHOM OT M3MeHeHun dopmarte, TakoM kak dopmart PDF wunum
WHOW CTaHOapTU3UPOBaHHLIM B oTpacnu dopmar.

Bnarogaps uHTerpayuu aTUX TeXHOMNOrMi, coxpaHaemMas B aNeKTpoHHOM Buae MHpopMauusa Tenepb, Kak
npaBuo, CO34aeTCs AEeNOBbIMU MPUNOXKEHUSIMU, BKIOYas Te, YTO MOTYT MCMONb30BaTh Makpockl (KoTopble,
HanpuMep, aBTOMaTUYeCKWM BCTABMSKT B NOSS OOKYMEHTa TeKyllyl AaTy Wnu Opyrve AaHHble), BHelHWe
CChIMKKW Ha gpyrue dainbl BO BHYTPEHHEN CETU MNUK JaXe CChINKWU Ha BHeLWlHWe OOKYMEHThLI, Haxoaswmecs 3a
npegenamun opraHusauumn (ucnones3ya, Hanpumep, URL-agpec B MIHTepHeTe). Takasi copMUpOBaHHAA 3rek-
TPOHHaA MHgopMaLmMa 3aTem 0bbIYHO 3arpyxaeTtca B ECM-pelleHmne ana nocneaylowero ynpasneHus ero.

Ipynna oueHKM JoMmKHa oueHUTb, Kakum obpasom ECM-pelwexre ynpasnser:

- ONEeKTPOHHbIM KOHTEHTOM, CO30aHHbLIM B AEMOBbIX MPUMOXEHUAX;

- 3NEKTPOHHbIM KOHTEHTOM, CO3[4aHHbLIM C MCMNONb30BAHWEM MAaKpOCOB (T. €. BCTPOEHHOIO B JOKYMEHT
KoZa, KOTOPbIi BLINOMHAETCH NpU ero oToGpaxkeHun unu nedartu); u/unu

- CCbIMIKaMW Ha Opyrue OOKYMEeHTbI/KOHTEHT, BHELIHWE Mo OTHoweHu kK ECM-peLueHuto.

4.7 OueHka TexHU4YecKoW cpedbl U cpedbl XpaHeHUA OaHHbIX

4.7.1 Mogenu nHdopmauMoHHOW 6e30NacHOCTH

lNpenoTepalyeHne HECaHKUNMOHUPOBAHHbLIX M3MEHEHW/yaaneHna Ha NpOTSKEHUM BCErO XU3HEHHOro
LMKNa coxpaHaemMon MHopMaLnn ABMSIETCS KPUTUYECKN BaXKHOW XapakTepUCTUKON HAgeXHOM U JOBEPEHHON
ECM-cuctemsl. pynna oUeHKM OOMKHa yCTaHOBUTL, obecneyneaeT nu Mmogens MHgopMauuoHHoi Besonac-
HOCTUW NMpefoTBpaLLEHUE U3MEHEHUR/yOaneHua B TEYEHUE KU3HEHHOrO LMKIa COXpaHAeMon MHOopMaLnUn.
[pynna oueHKM TakKe OOMKHA N3YYUTb NOMUTMKW U KOHUrypauuio nHopMauroHHo 6e3onacHocTr, YTobbl
YCTAHOBMWTb, KAK MUHUMYM, CnefyrLlee:

- obecnevmBaeTcsl NonHas 3allMeHHoCTb U BesonacHoCTb Npu NboM JOoCTyne nonb3oBaTene;

- NPOTOKONUPYKTCA NOMBITKK SOCTYNa B CUCTEMY HEABTOPU3OBaHHLIX NONb30BaTENew;

- BHeLLHWe KaHanbl CBA3M C CUCTEMOW WMGPYHTCSH; UX UCNONb30BaHWE OOMNYCKAEeTCsl TONbKO aBTOpU-
30BaHHbLIMKW Nonb3oBaTensamun, npuMmeHsowmumn VPN-pelleHnsa ¢ WngpoBaHWeM Ui MHble CETEBbIE TEXHO-
rioruu1, npegoTepallallne 4OCTYN K COXPaHseMON B SNEKTPOHHOM BuUAe MHdopMaumMi nunu ee nepegady
cnocobamu, KoTopble MOryT BbITh NepexBayeHbl;

- cucTeMa KOHUrypupyeTcsi 1 HacTpamBaeTcsa Takum obpasom, 4Tobbl peannioBaTth ynpaeneHue [o-
CTYNnoOM Ha OCHOBE pOMneBoW Moenu, Jakllee BO3MOXHOCTL aBTOPM30OBAHHEIM MOMb30BATENSM NOMNy4YaTh He-
06X0oOMMBbIA OCTYN (KOTOPLIA MOXET BKITOUATE MpaBa Ha YTeHWE, Ha MOOUMUKALUIO U UHbIE YPOBHUK OOCTYNA)
K OOKYMEHTaM/KOHTEHTY; U/unum

- B HagexHoi n gosepeHHon ECM-cpege TONbKO aBTOPM30BaHHbLIE NOMb3oBaTenu MoryT gobaensTts/
oTbmpaTe/MoonUUMPOBaTL NpaBa W NPUBUMNErnU Nonb3oBaTenem.

4.7.2 OueHKa TeXHONOrM1 XpaHeHus

[pynna oueHKN JOMKHA U3Y4YUTh U OLIEHWUTL UCTIONb30BaHWE TEKYLLE CUCTEMbI XPaHEHWUS 3NEKTPOHHOMN
nHpopmauum. OLeHKa UCNONb3yeMbIX TEXHOMNOIMMIA XpaHeHusa/HocuTenen WHOpMAaLWMW O0MKHA BKIKOYaTb
aHanua BO3MOXHOCTW U3MEHUTb 3NEKTPOHHYH MHOPMAaLMIO, HanpuMep MCNonb3yTcs N1 NepesanuckiBa-
eMble CeTeBble OUCKM, MPUMEHSAITCH NU Kakne-nbo BapMaHTbl TEXHOMOMMA OQHOKPAaTHOW 3annch — MHOTO-
kpaTHoro 4teHus (WORM) n npoBoguTCs N ayguT TEXHONOMMIA XPaHEHNS.

[pynna oueHkW OOMKHA OLEHUTb, MOXHO N MOMy4YMTb AOCTYMN K COXpPaHAEMOW B 3NEKTPOHHOM BUAE
nHopmauum B 0bxo koHTponupylowero ee ECM-pelleHUs: 1 MOXHO N NONYyYUTb OOCTYN K 3NEKTPOHHON UH-
dopmaummn n/mnm MmoguduuMpoats ee 6e3 Hagnexalero NPOTOKONNPOBAHMWS, OTCMNEXUBAHUA U MPUMEHEHNS
Mep 1 cpeacTe obecnedyeHua 6e30nacHOCTK, a TakkKe oNpeaennTh, 3aNUCLIBAETCA N HECKOILKO 3K3eMNNAPoB
nMHopMauunKn, YToGbl NPU 3TOM Kak MAHUMYM OAWH 3K3EMMIAP XPaHW/CA B HE AOMYCKaWLWKUM BHECEHWEe U3-
MEHEHWN BUAE B TEHEHMWE BCEr0 }KN3HEHHOro UMKIa 3TON MHopMaLmu.

Ecnuv ucnonb3yloTcs pasBepHyToOe Ha BHELLIHEM CepBepe pelueHue W/unu BHeoducHsle (B T. 4. obnad-
Hble) KOMMOHEHTLI, He HaxodsAlWMecsa nod HernocpeAcCTBEHHLIM KOHTPOMEM OpraHu3auuu Kak OTBETCTBEH-
HOro XpaHuTens, TO rpynna OLEeHKW AOIKHA TakkKe NPOBECTU aHanu3 cTeneHW COOTBETCTBUSA TpeboBaHUsM
MCO 17068, B kOTOPpOM paccMaTpUBAKOTCH BCE COOTBETCTBYHLUUE AcneKThl TOro, Kak BEAET CBOK AeATelb-
HOCTb MOCTaBLUMK YCIYT XOCTUHra, Kak MCNomnb3yloTca (PYHKUMOHANbHLIE BO3MOXHOCTU PeLLUeHUs U Kak obe-
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CNeYnBaeTcs yrnpaBneHue/3alnTa oT HecaHKLWOHMPOBAHHOIO OCTyna u/unvm mogudukaumm coxpaHaeMon B
3MNEeKTPOHHOM Buae MHopMauun.

4.7.3 TexHonoru4eckue cTaHgapThbl, KOTOPbLIM cnenyeT opraHusaumsa

pynna oueHKM JOMKHA B3ATb 06pa3Lbl COXPaHSAEMOWN B 3NEKTPOHHOM BUAE MHAOPMAaLUK NS BeIABMNE-
HUSA UCNONb3yeMbIX POPMATOB AaHHLIX C TEM, YTODLI YCTAHOBUTL, COOTBETCTBYHOT N chopMaThl 3MeKTPOHHOW
WHopMauuM OTpacneBbIM CTaHOapTam, a Takke cTaHgapTam cxartumsa. Mcxooa M3 atoro oueHMBaeTcs npu-
rOQHOCTb K MUCMOMb30BaHMIO N YNTaeMOoCTb MHGhopMaLuK B ByayLiem no Mepe npoaoiiKakLLeroca MameHeHus
TEXHOMOTUA.

4.7.4 NepBUYHOE U BTOPUYHOE XpaHUNWLLa

KntoueBbiM aneMeHTOM KOHLEMNUMN HaaexXHOro 1 OBePeHHOro XpaHeHUsa ABNsAeTca cnocobHocTe Noboi
CUCTEMbI COXPaHATL MO MeHbLUEeW Mepe ABa ak3eMnnapa/konum uHopmMauuu B 6ezonacHbIX, 0TAENbLHO pac-
MOMOXEHHbLIX MecTax (KOTopble paccMaTpUBaKTCS Kak NepBUYHOE UMM BTOPUYHOE xpaHunuwe). MNepsuyHoe,
OCHOBHOE XpaHMWIMuLLEe CHATAETCS MeCTOM XpaHeHWs NepBoro 3K3eMnrnapa coXxpaHaeMoW B aNeKTPOHHOM B e
MHopMaL MK, a BTOPUYHOE XpaHUmuLLe — MecTOM, I4e opraHn3auus XpaHuT ee BTOpoK ak3emnnap. [pynna
OUEHKWU O0MKHa U3YYUTh TEXHOMOMUK, UCNOMNb3yeMble KaK MepBUYHbLIM, TaK M BTOPUYHBIM XpaHUNULLAMU, C TEM
YTOObI YCTAHOBUTL, XpaHUIack N BCA COXpaHAeMas B 3MeKTPOHHOM Buae MHdopmauusa cornacHo nonutm-
Kam 1 npouenypam, onucaHHbIM B AOKYMEHTaUuu o eroBOoW NpakTuKe, U B COOTBETCTBUMN C NMPUMEHUMBIMU
MEeXOyHapoAHbIMW CTaHAAPTAMM W 3aKOHO4ATEeNbHO-HOPMaTUBHbLIMK TpeboBaHUsaMU.

Ipynna oueHKW AOoMKHa M3YYUTb PasnMyHble MeCcTa XpaHeHWs AaHHbIX, YTOObl ONpeaenuTbL UCNoNb3ye-
Mble opraHusauuen npouecckl, obecneymnBaroLLne, YTo;

- Kak MMHUMYM [Ba 3K3eMNnspa MHOPMaLIMKM XPaHSTCH B pa3Hbix PU3NYECKUX MecTax; ninnm

- KaK MUHUMYM OAWH 3K3eMNnsp MHhopMaLuum XpaHUTCA Ha HOCUTENe, KOTOPbIA He AoNyCcKaeT HecaHK-
LMOHUPOBAHHLIX MOAUUKALMIA, UBMEHEHWIA UMK YAANEeHWUA Ha NPOTSXKEHUW XKU3HEHHOTO LMKNa MHopMaLuu.
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MpunoxeHnne OA
(cnpaBouHoe)

CBegeHUs 0 COOTBETCTBUM CChINOYHBIX MeXOYHapoAOHbIX CTaHOAPTOB HAUWMOHANbLHLIM CTaHgapTaMm

Tabnuua [OA.1

OBosHa4eHne cCblNoYHOro Crenekb O S A T B B A S A T TSRS S AR
MexayHapoaHoro ctaHgapTta COOTBETCTBUA HaHSHUE HauMeHoBati TBETCTEYIALIET0 HALMOHANEHOO STAHAAPT
ISO 12651-1 — *
ISO 15489-1 IDT MOCT P NCO 15489-1—2019 «CuctemMa cTangapToB no uHdopmauum,
OubrnimotedHoMy M mM3gateneckomy geny. MHdopmauua n ookymeHTa-
uust. YnpaeneHue gokymeHTamu. Yactb 1. MOHATUSA 1 NPUHLUAMBI»

* COOTBeTCTByI'OLLI,Ml:‘I HaUWOHanbHbINA CTaHOdapT OTCYTCTBYET. Lo ero NMPUHATUA peKOMeHOYeTCA NCNOoNb3oBaTh Ne-
peBog Ha DYCCI{Mﬁ A3bIK AaHHOIo MeXxXayHapoaHOoro craHgapTa.

MpumeyaHune — B HacTosAwen Tabnuue UCNoNbL30BaHO Criefyollee ycroBHoe 0603Ha4YeHME CTENEHN COOT-
BETCTBUS CTAH4APTOB:
- IDT — MAEeHTWMYHLINA cTaHAapT.
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Bubnuorpadun
[1] ISO/TR 15801 Document management — Information stored electronically — Recommendations for
trustworthiness and reliability
[2] ISO 17068 Information and documentation — Trusted third party repository for digital records
[3] ISO/TR 22957 Document management — Analysis, selection and implementation of enterprise content

management (ECM) systems
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YOK 004.912:004.932:006.354 OKC 01.140.20

KnioyeBsble cnosa: fOBEpPEeHHbIe CUCTEMbI, MHhopMauroHHan BesonacHocTb, C3[, ynpaBneHne AokymeHTa-
MW, YNpaBneHne KOHTeHTOM, ynpasnexue nHdopmauven, ECM, oueHka HaOexHOCTH cUCTEM
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