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PE®EPAT
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JOKYMEHT, NTOKYMEHTALUSA, VIIPABJEHUE HNOKYMEHTAMHM, CHUCTEMA
VIIPABJIEHUA TOKYMEHTAMU, TPEBOBAHUA K CUCTEMAM VIIPABJIEHUA
JIOKYMEHTAMU, MEX/TYHAPOJIHbII CTAHJIAPT

OOBEKTOM UCCIEIOBAaHUS SIBISIOTCA MPOEKThl MEXAYHApPOJHBIX CTAHIIAPTOB U
texHuueckux oryetoB MCO mo ympaBiaeHUIO AOKYMEHTAaMHM Ha KaXXJIOM U3 3TaroB
pa3paboTku U o00CyxaeHus, pa3pabarbiBaeMble MeXIyHApOJHOW OpraHu3anuen 1o
cragpaptuzanuu (MCO) B mpodunpHOM TexauueckoM nogakomutere MCO/TK46/TIK 11
«YrpaBieHue TOKyMEHTaMU/apXuBaMW» M B3aUMOJICUCTBYIOIIUX ¢ HUM KoMmuteTax B 2013
roay.

UctounukoBoit  6a30if  MccleOBaHMST  TOCITY>XKWUJIM  OPUTHHAIBI  MPOEKTOB
MexayHapoaHeix crannaptoB WCO, monydeHHble uepe3 O(UIMATbHYIO PacChUIKY
cexkperapst MCO/TK 46/ IIK 11 OTBETCTBEHHBIM HCIIOJIHUTEIEM JIaHHOH TEMBI, Kak
MOJIHOTIPABHBIM 4I€HOM 3Toro nogkomurera MCO.

B paGote Hag 0630poM IPUMEHSIICS aHATUTHYCCKUA METO ] HCCIICIOBAHMS.

PesynpraTom pabotel sBisieTrcs otuer mo HUP, comepxkamuii mpenioxeHus o
EJIECO00Pa3HOCTH pa3pabOTKU HAIIMOHAIBHBIX cTaHAapToB PD Ha 0aze MeXTyHapOIHBIX

cranaaproB MUCO, pazpadotannsix MCO/TK46/I1K 11 B 2013 roxy.
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BBEJAEHUE

Pa3paboTka MexayHapoJHBIX HOPM UM CTaHAapToB B cdepe HHPoOpMAUU U
JOKyMEHTalMu B MexayHapoJHOM OpraHM3aliy MO CTaHAAPTHU3ALUH OCYIIECTBISETCS
Texnauyeckum komuteroM (TK) Ne 46 «Mudopmanmst u AOKyMeHTalus», B padoTte
KOTOPOTO INPUHUMAIKOT ydactue 34 HauMoHanbHbBIX Komurera - wieHa MCO, B uwucie
KoTOpbIX U DenepansbHOE areHTCTBO MO TEXHUYECKOMY PETYJIMPOBAHUIO M METPOJIOTHU
(PoctexperymupoBanue). Poccuiickue cnenmanuctel  (BHUMJAJ), sBasromuecs
skcniepramu MICO ¢ mpaBoM ronoca oT Poccum, OCymIeCTBISIIOT CBOIO JEATEIHHOCTH B
cocrage [IK 11 «YnpaBneHue n1okyMeHTaMu/ apXuBaMu» JIaHHOTO KOMUTETA.

B pamkax TK46/I1K11 pa6oraet nsatp padounx rpynn (WG) nesarenbHOCTh KOTOPBIX
U OIpe/IeNisieT OCHOBHBIE HAIpaBJICHHsI CTaHIApTU3alMK B chepe apXMBOB U yNpaBIICHUS
JOKYMEHTaMH:

SWG Koopannarmonnast paboyasi rpyra

WG 01 Merananfslie

WG 07 MexayHapoaHasi pabodast TpyTia o COXpaHSHHO ITUGPOBBIX TOKYyMEHTOB

WG 08, WG 09 Cucrema ynpaBieHust JOKyMEHTaMU

WG 10 Pexomennamuu 1o BHEIPEHUIO 0TOOpa U Mepeiadnl JOKYMEHTOB

WG 13 ITepecmotp MCO 15489-1 u UCO/TO 15489-2.

B 2013 romy nambosee akTWBHO mra paboTa MO HAMPABICHUSM, CBSI3aHHBIM C
Pa3BUTHEM CUCTEMBI YIIPABJICHUS TOKYMEHTaMH, pa3paOd0TKON peKOMEHIalui Mo 0TOopy |
nepeqade JTOKyMEHTOB Ha IOCIEYIONIee XpaHEeHHe WIM YHUYTOXKEHHE, UACHTU(UKamen
PUCKOB U HX OLEHKOW /Jig JOKYMEHTHBIX CHUCTEM M MepecMOTpoMm cranmapta 154809.
Bmecre ¢ Tem criemyer oOpaTHTh BHMMAaHHE  HA IPOBEACHHOE TOJIOCOBAHHE IIO
HeoOxomuMocTH — mepecmotpa  crapmapra [SO  23081-2:2009 «Muadopmarus wu
JTOKyMEHTalusl — YTpaBlIeHUE METadaHHBIMU NOKyMeHTOB — YacTh 2: KonuentyanbHbie
BOIIPOCHI U Bompockl BHeApeHus» (Information and documentation - Managing metadata for
records - Part 2: Conceptual and implementation issues), a Takke Ha PE30JIIOIUIO
utonbckoro 3acenanus TK 46, B KOTOpoil ToBOpUTCS O HEOOXOIMMOCTH TEPECMOTpa
tepMuHoiorudeckoro cranmgapta 1SO 5127 «Wudopmanms u goxkymenrtamnus. CioBapb»
(Information and documentation — Vocabulary), BOCCTaHOBJICHHHM B TPOCKTE TaHHOTO
CTaHjapTa TMepeBofa KaXJIOTro aHIJIMICKOrO TepMUHA Ha (paHIy3CKHi S3BIK U

HEOOXOAMMOCTH corjlacoBaHusi 3ToM pabotel co cranmapramu TK 37 «Tepmunonorus.
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(ITpuHIUIIBI ¥ KOOPAMHAIWS)», YTO CBUJETEIBCTBYET O IUTAHOMEPHOW paboTe Apyrux
paboyux rpyImni KOMUTETA.

Lenpto paboThl ABISETCS HM3YyYECHHE TEPEIOBOTO MEXKAYHAPOJHOTO OIMbITA IO
CTaHJapTU3alMKU TPOIECCOB YIpPaBICHUS JTOKyMEHTaMHM W WH(POPMHUPOBAHHE O HEM
OTEUECTBEHHBIX CIEIUAINCTOB, a Takke BbIpaboTka mozuimun BHUWJIIAJL mo Bompocy o
[IEJIECOO0PAa3HOCTH  Pa3pabOTKH Ha OCHOBE BBIIICTIEPEUUCICHHBIX MEXKIYHAPOIHBIX
CTaHJapTOB HAllMOHAIBHBIX cTaHIapTOB Poccum.

OCHOBHBIMHU 3a7]a4aMU PAOOTHI SIBIISITUCH:

- U3y4YECHHUE MPOEKTOB MEXAYHAPOIHBIX CTaHIapTOB U TexHU4YecKkux otuetoB MCO Ha
BCEX CTagUAX UX p33pa60TKI/I* B MCO/TK46/IIK11 u B3auMOIEHUCTBYIOIIUX C HUM
KOMHTETAX;

- KpaTKO€ aHHOTHUPOBAaHUE MPOEKTOB CTAHJIAPTOB, OTHOCSIINXCSA K TEMATUKE PaOOTHI
otaena nokymenrosenennss BHUJIAL;

- aHauu3 1EeJecOoO0pa3sHOCTH HCIOJIb30BAHUS YTBEPKACHHBIX MEXKTyHAPOIHBIX
craggaptoB MCO B Poccum mytem pa3paboTKu Ha UX OCHOBE HAIMOHAJIBHBIX CTAHIAPTOB,
7100 AOCTATOUYHOCTH OCYIIECTBIECHUS UX O(UIIMATIBHBIX IEPEBOIOB.

HcTounnkoBoit 6a30i 0TueTa MOCIYXUIU MPOEKTHl MEXTyHAPOIHBIX CTAHIAPTOB U
texHuuecknx ordetoB MCO Ha aHIIMICKOM SI3bIKE, MOJYUYCHHbIC 4epe3 O(UIHATbHYIO
pacceiiky  cekperaps HCO/TK46/IIK11  «YmpaBneHnue HOKyMEHTaMu/ — apXUBaMU»
pykoBojgutenem (M.B.JlapunbiM) U orBeTcTBeHHbIM ucnosiHutenem (JI.H.Bapmamosoii)
nanHou temMbl HUP, kak nmonHompaBHbIMU wiieHamH 3Toro nojakomutera MCO ¢ mpaBom
rojioca ot Poccun. IToMuMo HUX OOJIBIIOE 3HAUEHHUE IJI IMMOHUMAHMUSA OOIMX TEHIECHIINMI
pa3BUTUS MEXIYyHApOJHOM CTaHAApPTU3allMM HMMEIOT Jpyrue Marepuaibl CIIPaBOYHO-
WH(OPMAIIMOHHOTO XapakTepa (OTYEThI O JIEATETLHOCTH KOMHTETOB, MPE3CHTAIUN
NPOIYKTOB CTAaHJIAPTHU3AIMHU, SJEKTPOHHBIE >KYpPHAJIbl U MPECC-PEIU3bl U JIp.), KOTOpHIE
coJepKar JOMOJTHUTEIbHYI0 HH(POPMAIIHIO, TIO3BOJIIONIEE JIy4Ille MOHSATh aKTYallbHOCTD,
YHUBEPCAIIbHOCTh, 000CHOBAHHOCTh TE€X WJIM MHBIX PEIICHUHN B 00JIACTH CTaHAapTU3AIUH.

Ocob6ennocteio  aestensHocth MCO kak MEXIyHapOJHOM OpraHu3aluu 10
CTaHJApPTU3ALMK SIBJISIETCA OpraHu3anus S(OQPEKTUBHOTO B3aUMOJCHCTBUS KOMHUTETOB,
OpeUlaraloliuXx pelmeHus B CMEXHBIX 001acTaXx W MpodecCHoHalIbHBIX cdepax. ITo

pemacTCda 3a CUCT 00s13aTeIbHOU PACCBIIIKH ITPOCKTOB CTAHAAPTOB U TCXHUYCCKUX OTUCTOB

*
MesxayHapoiHbIe COTJIACOBAHHBIE KO/bI CTaiui pa3pabOTKH CTaHapTa MPUBEICHBI B
[Tpunoxenun A



9TUX KOMHUTETOB HE TOJIBKO C IIEJIbI0 O3HAKOMJIEHHMS, HO M BHECEHUS IpPEIIOKEHUM,
BO3MOYKHOIO yyeTa UX IOJIOXKEHUH B CBOEH HOPMOTBOPYECKOW NEATEIBHOCTH, a MOXKET
OBITH JTa’ke HEKOTOPOM KOPPEKTHPOBKH Meroposormueckux mosuiuid. s TK 46/11K 11
TaKMM KOMHUTETOM siBsieTcs TiaBHbIM o0pa3zom TK 171 «Ilpuknaanbie cucteMbl CO3AaHUs U
xpaHeHust nokymeHToB», HO M TK 154 «/lokymeHnTsl u uH(poOpManus B yIpaBlICHUH,
toprosiie U npomsinuieHHOCTU» U TK 10 «TexHuueckas moKkyMeHTanusi Ha MPOIYKLIHUIO» U
Ip. THPOPMUPYIOT O pe3ysibTaTax CBOEH AesTeNIbHOCTH.

Kpome toro, MCO ocymecTBisger B3aMMOJEHCTBUE C PSAOM MEXKIYHAPOIHBIX
OpraHM3alui MO KOOPAUHALMU JAEATENbHOCTH B 3JeKTpOHHOM OuszHece (Memorandum of
Understanding Electronic Business Management Group Referene: MoU/MG). Cpenu
BOIPOCOB TPeOYyIOIKUX KOOPAMHALMM, HanOojee Ba)KHBIMHM NPU3HAIOTCSA, B TOM YHUCIIE,
npobseMbl KOOpAUHAIUK paboT Mo uuppoOBOIl MOANMCH, BEIPa0OTKA OOIIMX MOAXOI0B MO
«OHJIATH-TEPMUHOJIOTUMY», CTaHAApTU3alMg TpeOOBaHMM B OTHOUIEHMH OOJauyHbIX
TEXHOJIOTUM, Pa3BUTHE DJJEKTPOHHOIO IpaBUTENbCTBA M Ap. IIOCKOIBKY NOKyMEHTaLMs
ABJIIETCA HEMPEMEHHBIM aTpuOyTOM (DYHKIIMOHUPOBAHUS JIFOOOH OpraHU3alluu CTaHAAPTHI
B o0iactu MHPOpPMALMU U JTOKYMEHTAIlMH JOJDKHBI OTpa)kaTb 3TH acnekThl. O4eBHJIHO,
CJIEJICTBHEM MMEHHO 3TOW TEHACHIIMHU CTajla He0OXO0AUMMOCTh nepecMoTpa cranaaptoB UCO
15489. Bo3HMKHYB Kak MpPU3HAHUE JTyYIIEro HallMOHAIbHOI'O ONBITA B OTAEIBHONW OTPACiH,
OHH JOJDKHBI TpPaHC(HOPMHUPOBATHCS B YHHBEPCAIbHYI0 METOJOJOTHIO YIPaBICHUS
JOKYMEHTaMH B OpTraHu3aliH.

Eme oaHMM  MHTEpeCHBIM  HCTOYHMKOM JUISl  aHalW3a  MEKIYHapOJHOMN
CTaHJapTHU3aLUU B 00JaCTH HH(OPMALIUK, TOKyMEHTALlMU 1 apXUBHOI'O XpaHEHUs SIBISIETCA
anektponnblii xypHan ISO/CASCO Komurera MCO mo omenke cootBerctBus (ISO
Committee on conformity assessment). Ilockonbky B Kpyr MOJHOMOYHMII 3TOr0 KOMHUTETA
BXOJUT HW3Y4YEHHE CPEACTB OLIEHKM Ha COOTBETCTBUE PA3IMUYHBIX CHUCTEM YIPABICHUS
TpeOOBaHUSAM CTaHJAPTOB COOTBETCTBYIOLIMX CHCTEM IPHU MPOBEACHUH CEPTU(UKALIIU, TO C
npunstueMm crangaptoB MCO cepuun 30300, tpeGoBanus ISO/CASCO Ttakxke CTaHOBSATCS
aKTyaJbHBIMU TpU cepTudukanuu 1o crangapty 30301.

Ha crpanunax 3Toro xypHaia He TOJBKO Ipe/ICTaBIeHa akTyalbHas HHPOpMALUs O
cepTu(UKAMU PA3TUYHBIX OpraHU3alii Ha COOTBETCTBUE pA3IMYHBIM CHUCTEMaM
MEHEP)KMEHTa, HO M TMOCJEA0BATEIbHO TMPOABUTAIOTCS MEXaHU3Mbl [0 peaju3aluu

COTJIACOBAHHOI'0 MoAaxoda K ACATCIBHOCTU IO OLCHKEC COOTBCTCTBUA, NJIA TapMOHU3AIUU



KOTOPOTO ISO/CASCO pa3paboranm HMHCTpYMEHTapui, COIEpKAIMUNA HOPMBI u
PYKOBOJCTBA.

Bce npencraBieHHble Matepraibl 00YCIOBUIN CTPYKTYPY aHAJIUTUYECKOI'O OTYeTa,
nepBas ri1aBa KOTOPOTO TOCBAIIEHA pab0Te HAaA CTaHAAPTAMH M TEXHHYECKUMHU OTYETAMHU
TK 46/ IIK11, a Bo BTOpoi#l paccMaTpUBalOTCs aKTyaJIbHbIE ACTIEKThI, KOTOPbIE COAEpKATCS
B CTaH/JAPTaX CMEXKHBIX TEXHUYECKHMX KOMUTETOB W MMEIOT 3HA4YeHUE i1 (pOopMHUpOBAHUS
METOJI0JIOTHYECKUX MOAX0/I0B K CTaHJapTU3aluu B chepe T0OKyMEHTAIUH.

KocBennas sxoHomMuueckast 3(p¢GEKTUBHOCTh M 3HAYMMOCTh IUIAHOBOW PaOOTHI MO
HUP 3akmrovyaercs B MCHOIb30BaHUM [1EPEIOBOTO MEXKTyHAPOIHOTO ONBITA IO YIPABICHUIO
JOKYMEHTaMM; TapMOHH3AIlMM HAIMOHAJIBHOM 0a3bl CTaHIAPTOB C MEXIYHAPOJHBIMU
aHaJloraMu; OOJIErYeHMM MOATOTOBKM O(ULMAIBHBIX IE€PEBOJOB ATUX CTaHIAPTOB, a B
Clly4ae MPUHATHS MOJOKUTEIBHOTO PEIICHHsI BOMPOCa O IeIeCO00Pa3HOCTH MX BHEIPECHUS

B P® — pa3paboTKu HallMOHANBHBIX CTAHIAPTOB



1. Ob30P ITPOEKTOB MEXJIYHAPO/HbIX CTAHIAPTOB 1 TEXHUYECKUX
OTYETOB UCO, PASPABATBIBAEMBIX B 2013 TOY
IIK 11 «YITPABJIEHUE JOKYMEHTAMW/APXNBAMMN»
NCO/TK 46 <MTHO®OPMALMA 1 JOKYMEHTALN S»

1.1. Pa3zButne npoekra «Cucrema ynpasiieHus: JOKyMeHTaMW» B ctanaaprax MCO
cepuu 30300

Kak MbI y’e roBopuin Bblle, paboTa B MOJAKOMHUTETE OCYIIECTBISIETCS PabOYNMHU
TpylmaMd  OJHOBPEMEHHO TIO HECKOJbKHUM HampaBieHusM. OIHUM U3 OCHOBHBIX
HanpasiaeHui paboTsl B 2013 rogy crayno nanbHeilee pa3BUTHE MPOEKTa MO CO3aHHUIO
CUCTEMBI yrpaBieHusi JokyMeHTamu cepur crangaptoB 1SO 30300. [lanHbI mpoeKT ObLT
MoAPOOHO TIPEACTaBICH B MPEIBIAYLIAX OTYEeTaxX HUP . B 2013 rogay MpeaMeTOM
paccmotpenust cran crangapt MCO 30302 «Mudopmanusa u gokymentarus. CHUCTEMBI
yIpaBjcHHs JOKyMeHTaMu. PykoBoacTBo o BHeapenuto» (Information and documentation
— Management systems for records — Guidelines for implementation), comepskamiuii
NPAaKTHYECKOE PYKOBOJCTBO IO BHEAPEHUIO M HCIIOJIB30BAHUIO CHCTEM YTPABICHUS
JOKyMeHTaMH, co3ianHbix Ha 6a3ze M1CO 30301. B 2012 romy mpoekT craHaapTa MoIydul
CBOE pa3BHTHE, HO TaK W HE BBHINIET 3a PAMKH KOHIICTIIMH, OCTaBIIMNCh HA CTaJHU
npemioxenus paodoueir rpymmel (WI). Bmecte ¢ Tem, pa3paOOTUYMKU TPEIIOKUIN Ha
paccMOTpeHHEe DJKCIEpPTOB § TMPHUHIUIIOB KOTOPHIMH, [0 WX MHEHHIO, CIEAyeT
PYKOBOJICTBOBAaTbCA MPU BHEAPEHUU CUCTEM YIMPABIEHUS JOKYMEHTAMHU, U 3allpOCUIIU
MHEHHE OKCIepTOB MO HUM. [lOCKOJIBKY OONBIIMHCTBO OKCIEPTOB  MMOCUYUTAIH
HEOOXOJIMMBbIM YTOYHHUThH MpeJiaraéMble MPUHLHUIIBI U TMPOBECTH MOBTOPHOE T'OJIOCOBAHUE,
ero nopabotka 6bu1a epenecena Ha 2013 rog.

NMeHHO mo3TOMY TpM MpEACTaBICHUM MpoeKTa NaHHOro craHaapra B 2013 romy

pa3paboTYMKH OCOOEHHO MOAPOOHO OCTAHOBUIIMCH HA €ro 0OOCHOBAHUMU.

*

Cm. otuer HUP «Yuactue B paspaboTke MexayHapoAHbix crangaptoB HMCO mno
ynpasneHuto gokyMentamu cepuu 30300 «Mupopmanusa n gokyMmeHTanus. CUCTEMBbl yIIpaBICHUS
nokymentamu  («Information and  documentation. Records management  systems»),
MOJTOTOBJIEHHBIN CEKTOPOM CcTaHJapTu3auuu otaena gokyMmenrosenenus BHUNJIAJ B 2010 r., a
takxe oTueT HUP «O030p MexayHapOJHBIX CTAaHAAPTOB U MPOEKTOB MEKIYHAPOIHBIX CTaHAAPTOB
HCO o ynpasnenuto qokymentamu 3a 2012 rop, onpeneneHuu 1eaecoo0pa3HoCcTH pa3paboTKu Ha
UX OCHOBE COOTBETCTBYIOUIMX HALMOHAIBHBIX CTaHIaproB Poccuiickonn  ®enepanumn»,
MOATOTOBJICHHBIA CEKTOPOM CTaHAapTU3aluK otaena nokymenrosenenus BHUNIA B 2012 r.



ISO 30302 moeT HCIoJIb30BaThCS B KayeCTBE PYKOBOJCTBA JJsl pealu3aluu
cuctembl ympanieHus gokymentamu (CVY]l) opraHuzanmel, 4acThIO OpraHU3AlMM, WU
IByMsi WM Ooree opraHuzanusMu ¢ oOuumu OusHec-mporeccamMu. OH MOXET OBITh
WCTIOJIB30BAH JIJISL: a) pa3paOO0TKH, BHEAPEHUS, MTOAICP)KHUBAHUS B aKTyaJIbHOM COCTOSIHUU H
yinyumenus CY/[; 6) DOATBEpKIACHUM B COOTBETCTBUU 3asBJICHHOW MOJUTHKHU; B)
MOATOTOBKH OpraHu3anuu ajs aeMoHcrpanuu coorserctust MCO 30301.

DTOT CTaHAApT MpeaHa3HA4YeH I ucnonb3oBanus B couetanuu ¢ ISO 30300 u ISO
30301. Kpome Toro, on B3ammocBszan c ISO 15489-1: 2001 «Uudopmamus u
JOKyMeHTanus - YmpasjieHue mokymMeHtamu. Yacte 1. OO0mue momoxkenus», 1SO / TR
15489-2: 2001 «Mudopmauus u AOKyMEeHTauus - YIpaBieHue 3anucsiMu. Yacte 2:
PykoBomsamue npuniuner», 1SO TR 26122: 2008 «Mudopmanmss u AOKyMeHTalus -
Ananmu3 pabouux nporeccoB s fokyMeHToB», 1SO 19011: 2011 «PykoBonsiue ykazanus
0 ayJUTY CUCTEM YTIPABICHUSIY.

Pazpabotka ISO 30302 Benach nByms pabounmu rpynnamu (WGS8 u 9), co3nanHbIMU
CHEIUAIBHO I pabOThI HaJT CepUel CTaHIApTOB 10 CHCTEMaM YITPaBJICHHS JOKYMCHTAMU:
60 yenoBek ObUIO Ha3HauYe€HO B KadecTBe 3kcrepToB aisi WG 8, u 58 venosek mmst WGO.
Pazpabotunkn mocTapanuck Oojiee TOTHO TPEICTaBUTH CHOPMYIHPOBAHHBIE paHEe
OPUHIIMIBI, OCOOCHHO MOAPOOHO OCTAHOBMBIIKMCH HA MEPBOM W3 HHX, MPEICTABISIONINM
aKTyaJIbHOCTh JIAHHOTO cTaHmapta. st pacKpeITHS ATOro MpPHUHIMIA IMOTPeOOBAIOCH
BBISIBUTh U TIPEACTABUTH BCE 3aMHTEPECOBAHHBIC CTOPOHBI, K YHCIY KOTOPBIX OTHOCSTCS
OpraHu3allii Pa3JIMYHBIX THIIOB W Pa3MEpPOB U JIOJDKHOCTHBIC JIWIA, TPUHUMAOIINE
pelieHus B pamMKax oOpraHu3alydd, KOTOpble HCHOJB3YIOT CTaHIAPThl JUIS YIy4lICHHs
OM3HEC-TIPOIIECCOB U MOJAOTYETHOCTH.

AKTyapHOCTh JAHHOTO CTaHgapTa oOyCJIOBJIEHAa TaKXe W TeM, YTO MHOTHE
NOTEHIMAJIbHBIE MOJIb30BAaTENU, O3HAKOMUBLIKNCH ¢ TpuHATBIMU B 2011 rogy ISO 30301
MPOCSAT HHCTPYKIIUU TI0 BHEAPEHUIO, KAKOBBIMU TI0 CyTH U siBisiercst ctanaapt SO 30302.

OOparraercss BHUMaHHE Ha TO OOCTOSATENbCTBO, 4TO TpemnaraeMbiii ISO 30302
HEOOXOMUM JIJISl TIO/JIEPKKU CHUCTEMBI YIIPABJICHHS HOBOW OOJIACTU U TO3BOJIUT MOBBICHTH
YPOBEHb COBMECTHMOCTH U HWHTEPOIEpabeNbHOCTH NPU BHEAPEHUU PA3IUYHBIX CHCTEM
YOpPaBIICHUST B paMKax OpraHU3alud. YTpaBiICHUE IOKYMEHTAMHU SIBISICTCS OOJACTBIO
OpraHU3aIMOHHOTO YIMPAaBJICHUS, KOTOPOW paHee HE OCMBICIMBAJIACh M IPAKTUYCCKU HE

paccMaTpuBaIaCb Kak CUCTCMaA.
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[TockonmbKy MOKYMEHTHI, KaK OIMH W3 BHJIOB HH()OPMAIUU, SBISIOTCS AKTHBAMH
OopraHu3allid, KOTOpble TIO3BOJIAT €W J100uThcst 3(P¢EeKTUBHOIO BeaeHUs OusHeca,
yIpaBJiIeHUs PUCKaAMH U CIIOCOOHOCTH pearupoBaTh Ha BBI30BBI B OTKPHITOM U IJI00aJIbHOM
OKpyXkaromeM wmupe, ucnoiab3oBanne SO 30302 BO3MOXKHO I MaybIX, CPEIHUX H
KPYIIHBIX OpraHu3anuii B 1000ii orpaciu. OH obecnieunBaer:

— oOmee ympaBieHHE C yYETOM MOJUTHKH M MPAKTHKU B PA3IMYHBIX CTpaHax, C
Pa3HOU KYJIbTYPOU U FOPUCIUKIIUEH;

— coOJIOIeHNEe 3aKOHOAATENbCTBA WM 3AIIMTHI B Cy/A€, B TOM YHCIE MOAICPKKY
Cy1eOHOM MPaKTUKH;

— BO3MOXXHOCTb yJOBJECTBOPEHHSI HOPMATHUBHBIX TpeOOBaHWUN, B TOM YHCIE
TUYECKUX M KOPIOPATUBHBIX TpeOOBaHUN YIpaBieHHUs, COOTBETCTBHE HOPMATHBHBIM
TpeOoBaHUAM B cepe (GUHAHCOBON OTYETHOCTU U MPAKTUKU POBEPOK;

— coOroIeHNEe HAITMOHAIBHOTO U MEXIYHAPOJHOTO 3aKOHOJATENECTBA U KOJEKCOB
HOBEJICHMS,;

— MO/IJICPKKY yIPABJICHUSI PUCKAMH, B TOM 4uKciie obecrneueHne 0e30macHOCTH;

— BO3MOYKHOCTh YCTAHOBKH U OLIEHKHU NOKa3aTeneil 3pPeKTUBHOCTH U BKIIOUYEHUS UX
B KOMMEpYECKHe KOHTPAKTHI;

— BO3MOXHOCTHU TMOJJIEPKKUA JIpYTUX Haubojiee YacTO UCIHOJb3YEeMbIX Cepuit
CTaH/JapTOB HAa CUCTEMBI yIipaBieHus, Harpumep, [SO 9000;

— peanm3anMi0 CKOOPAWHHPOBAHHOTO, TIOCIEIOBATEILHOTO W KOMIUIEKCHOTO
NOJX04a K CO3JaHMIO TIOJUTHKH, IIeNiel, 3a7a4 U METOJ0B pealu3aluu B mMacumTade Bcen
OopraHu3aluu;

— JIEMOHCTPALIMI0 TPUBEP)KEHHOCTH YJIYYIIEHUIO OKa3aHHs YCIYyT, YHpPaBICHHS
pecypcaMu U KOHTPOJIS 3aTparT;

— MOTEHIIKAJ clieJaTh OpraHu3aIio 0oJee peHTadebHON U YPPEKTUBHOM;

— TIOBBIIICHHE COTJIACOBAHHOCTH NPEIOCTaBICHHUS YCIyT HAa OCHOBE ITOJIUHHOM,
JIOCTOBEPHOM U MOJIE3HON MH(POpMaIIHH.

Pa3paboTunkn OTMEYalOT, YTO TOJOOHBIE JOKYMEHTHI WM PYKOBOJICTBA HE
CYILIECTBYET HU B OJIHOM CTpaHe Ha HAIMOHAJbLHOM YPOBHE UM MOTYT CIIOCOOCTBOBATh
3HAYUTEITFHOMY OOJIETYEHUIO CBSI3€H MEXIY pa3IMyHBIMU CTPAHAMH JJISI PEIICHUsST 0OIuX
npooeMm.

CToMMOCTh BHEJPEHUS CTaHIapTa COM3MEpUMa C MacIITabOM KaXJ10il opraHu3aiuu

U OIpEIeNsAeTCs TMOTPEOHOCTAMU OHM3HECa M OICHKOH PHCKOB, a COKpAIlleHHE PacXoJ0B
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MO>KET OBITh JOCTUTHYTO IMyTeM KoMmIuiekcHoro ocymectsienus CY /] ¢ apyroit cucremoi
yIpaBJIEHUS, IPUHATON B OpraHU3alHH.

WuTepecHo, 4yTo pa3pabOTUMKH MPOEKTa CTaHAApTa BUIAT O0XKHUIAEMYIO II€HHOCTb
JUIs OO0IIecTBa OT €ro BHEAPEHUS 4Yepe3 pa3BUTHE TMPOCKTOB DJICKTPOHHOTO BEICHHUS
Ou3Heca W DIIEKTPOHHOIO TIPABUTENLCTBA, OTMEYas MOBBIIICHHE 3(P(HEKTUBHOCTH U
OTIEPATHBHOCTH MPABUTEIHCTBA, MOJOTYETHOCTh CUCTEMBI YNPABJICHUS TOCYJapCTBEHHBIX,
YAaCTHBIX U HEKOMMEpPYECKHX OpraHM3aluid, COOII0ACHHE MEXIyHapOJHBIX JOTOBOPOB U
3aKOHO/IaTENIbCTBA HA JIFOOOM YPOBHE, CO3JaHHME HA/IEKHBIX YCIOBHI 7Sl BEACHHs OM3HEeca
MEXJy MpPaBUTEIbCTBOM M TpaxkJaHamMH, U OU3HECOM M TIpa)<JIaHaMH, B YaCTHOCTU C
y4acTHEM B 3JIEKTPOHHOM B3aWMOJICHCTBUH, a TAKXKe YJIydIlIEHHE JOCTyNa K UH(HOpMalluu 1
COXpaHEHUE KOJUIEKTUBHOM MaMsTH.

JlpyrHe IPHHLUIB ObLINA PA3bICHEHbI, HO PACKPBITH MEHEE TTOAPOGHO.

CranaapT COCTOUT U3 JAECATH Pa3/AeJIOB, EPBHIE TPU HOCAT TPAJUIIMOHHBIA XapaKTep
U cojepkaT o0JacTh NMPUMEHEHHUS, CChIJIKM HAa HOPMATHUBHBIE JOKYMEHTBI, B KOTOPBIX
ykazaHo B3aumojieiicteue co crangapramu 1SO 30300 u 1SO 30301, a Takxke TEpMUHBI U
OIpE/IETICHNs], UCII0JIb3yeMble B JAHHOM CTaHJApTE€ U COOTBETCTBYIOIINWE TEPMHHOJIOIUU
ISO 30300. B uerBeprom pazaene «KOHTEKCT opraHu3anum», pacKpbIBA€TCS Ba)KHOCTb
NOHMMaHUSI KOHTEKCTa JESATEIbHOCTH OPTaHM3aliY, BKIIOYAIOIIETO OCOOCHHOCTH C(eps
NeSITEIbHOCTH, HAJIMYUE BHYTPEHHUX M BHEUIHMX (AKTOPOB, MaciiTa® OpraHu3alvu, IS
OTIpe/IeTICHUsT PaMOK BHEIPEHHUS CTaHAapTa, OMPEACNSIOTCS BHEIIHWE W BHYTPCHHHE
UCTOYHHMKH, HA OCHOBE KOTOPBIX MO’KHO TOBOPUTh O KOHTEKCTE OpraHU3allul W, HaKOHell,
onpeneneane chepbl npumeHenuss CYJ[. Ilpu 3ToM KaxIplii 3Tam aHanm3a KOHTEKCTa
NeSITeIbHOCTH OpraHu3anuu TpeOyeT Ha BbIXoAe (OPMUPOBAHUS COOTBETCTBYIOIUX
JIOKYMEHTOB, TIOJTBEPKAAIOIINX BBHIIIOJHEHHBIE IEHCTBUS, YTO COOTBETCTBYET MPUHIUIIAM
IPOLECCHOT0 MOAX0/1a K YIIPaBJICHHUIO.

[1aThIi pa3aen MOCBAILIEH POJIM BBICIIETO PyKOBOJCTBA OPraHU3AlMU B pealn3aliu
CY/J. DOror pa3nen ouyeHb BaKE€H JUId BCEX CTAaHAApPTOB HA CHUCTEMBl YIIpaBJICHMS,
IOCKOJIbKY MMEHHO OT IOHMMAaHHUS BBICIIMM pPYKOBOJACTBOM, pealH3alredl UM CBOHUX
00513aTeNbCTB IO PACHPECICHUIO PECYpCOB, YCTAaHOBICHHIO CBS3EH, OCYIIECTBICHHUIO

aHaJln3a CUCTEMBbI, 3aBUCUT PE3yIbTaTUBHOCTD U 3()(HEKTUBHOCTH BHEIPEHUS BCEH CUCTEMBI

Otuer HUP «OG630p MeXayHapOJHBIX CTaHIAPTOB M TPOEKTOB MEXIyHAPOIHBIX
crannaptroB UCO mo ynpasieHuto gokymeHtamu 3a 2012 ron, ompeneneHuu 1enecooOpa3HOCTH
pa3pabOTKM Ha WX OCHOBE COOTBETCTBYIOIIMX HAMOHAIBHBIX CTaHAapTOB Poccuiickoii
Oenepannmy. BHUUIA/, 2013. C. 14.
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ynpaBJieHus JoKyMeHTaMH. Ha mpakTuke 3To JOKHO OBITH pealn30BaHO uepe3 pa3paboTKy
MOJINTUKH, B KOTOPOM OTpa)k€Hbl OOIIME CTPATETUYECKUE AaCHeKThl IO YMNPaBICHUIO
JOKYMEHTAMM B OPraHU3allU{, a TAK)KE 4YEepe3 paclpeleleHUE OTBETCTBEHHOCTH, NPUYEM
KaK Ha YPOBHE PYKOBOJICTBA, TaK U HA YPOBHE UCIIOTHUTENEH.

[lecToil pa3nen pacKpblBaeT BONPOCHI IUIAHUPOBAHMS JEATEIBHOCTH, KOTOpbIE
0a3upyIOTCsl HAa aHaIM3€ BHYTPEHHUX W BHEIMIHUX (DAaKTOPOB, OMPEHCISIONINX KOHTEKCT
JESITENBbHOCTH OpTraHU3alliy, U ONPEICTICHUH Ha UX OCHOBE BO3ZMOXHOCTEN U yrpo3, 0coboe
BHUMAaHHE TP STOM JOJHKHO OBITH y/IEJICHO YIPABICHUIO PUCKAMHU.

B cempmom pazgene «llommepikka» —pacKpbIBaIOTCS MEXAHHM3MBI, KOTOpBIE
o0ecrneunBaloT MOIEPKKY BHEIPEHHS U Pa3BUTHUSI CUCTEMBI YIIpaBlIeHUS TOKyMeHTamu. K
HUM OTHOCSTCA pecypchl (MH(MpacTpyKTypa, ueJoBedYeCKue, (PUHAHCOBBIE PECYPCHI,
CPEICTBA JIOTUCTUKHU U JIP.), KOMIETEHTHOCTb, OCBEIOMJIIEHHOCTh M 00y4YeHHE MepCcoHaia, a
TAaK)K€ OINPEJCICHHbIE KOMMYHHKAIMOHHBIE NPOLEAYpPbl, B KOTOPBIX JOJIKHBI OBIThH
OIPEEIICHBIL:

— ctepa u coepkaHNe B3aUMOJICHCTBUS;

— Cc110co0bl KOMMYHHUKALIUY;

— OTBETCTBEHHOCTH B c(hpepe B3auMOICHCTBYS,

— METO/IbI OLIeHKU 3 (HEKTUBHOCTH KOMMYHUKAIIUH.

OcHoBoil B3aumojencTBusg oTHOcUTENbHO CVY /[ siBisieTcst JOKyMEHTalMsl, TO3TOMY
U TIPEIMETOM 3TOTO B3aUMOJIEUCTBUS JTOJKHBI ObITh POJIM U 00SI3aHHOCTH, PACIONI0KEHNE U
noctyn K gokymeHraunu o CVY]I, conepkaHue OINEpalMOHHBIX IPOLEAYpP, CBA3AHHBIX C
JIOKYMEHTHPOBAaHUEM IPOLIECCOB, CPEJCTB YIPABICHUS U CUCTEM U UCTOYHUKH MOMOIIU B
COOJIIOIEHUH TIOJIMTHUKH YHIPABICHHUS JOKYMEHTaMH, LEJIed W ONEpPaTUBHBIX AJIEMEHTOB,
CBSA3aHHBIX C MOJAECPKKON CUCTEMBI.

JoxymenTtanus CY [ BkirogaeT B ceOsi:

— cdepy npumenenus CY /I,

— JIOKYMEHTHUPOBAHHYIO MOJIUTHUKY,

— JIOKYMEHTUPOBAHHBIE 1IEJIH,

— otHoueHus Mmexay CYJl u Ipyrumu cucreMaMu yNpaBJieHUs, pealn30BaHHBIMU B
OpraHu3aluy, Wi B JPyrUX OpraHu3alusx,

— npoueAypsl B cooTBeTcTBUM ¢ TpeboBanusmu [SO 30301,

— JOKYMEHTAlLMIO0 I0 IUIAHWPOBAHUIO, IKCIUIyaTallMd W YNPaBIEHUS IpoLeccaMu

CVY ]I, xotopas OyaeT 3aBUCETh OT pa3zmepa opraHuzanuu u cdepsl npumeHenus CYJ[.—
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nokyMeHTsl 1o kouTpono Hax CY/I, koropsie onpenenensr 1SO 30301 (m. 7.5.1, 7.5.2 u
«ITpunoxenue Ay).

B BoceMoMm pasnmene «Onepauuu» pedb HIET O HEOOXOIUMOCTH pa3pabOTKH
MpOLEIYpP MO IJIAHUPOBAHUIO M YIPaBJICHUIO nporeccaMu B pamkax CYJl. OHu JOJKHBI
ObITh pa3paboTaHbl CHENMATIBHO JUIA KaXIoW opraHuzanuu. OpraHuzanus IUIAHUPYET
pabory CVY]J| myTreM yCTaHOBJIEHHUS MPOIECCOB JOKYMEHTHUPOBAHUS, KOTOpbIe OymyT
peanu3oBaHbl, ONpPEJETICHHUs] KPUTEPUEB BBIMOJIHEHHUS 3THX IPOLIECCOB U OmucaHus (Ha
YpOBHE HEOOXOIMMOW IEeTamu3allii) Pa3IMyHBIX BUIOB JACATEIHHOCTH, €€ pe3ylbTaToB,
Y4acTBYIOIIMX B HeW cucteM W ucnosnHuteneil. Ilpu ompeneneHun HTOKYMEHTHPOBAHMS
IPOIIECCOB HEOOXOMMO OMPECIUTh, KAKUE BUbI KOHTPOJISI JOJKHBI OBITH OCYIIIECTBIICHBI
JUTSL IEMOHCTPALIMU Ka)KI0T0 3aIUIAaHMPOBAHHOTO MpoIlecca.

OcHOBOMl ~ 3TOMl  NEATENIBHOCTH  SIBISIETCS.  NMPOEKTHPOBAHHME  IPOIECCOB
JTOKYMEHTHpOBaHwUsI, moipoOHo onucanHoe B «[Ipunoxxennn A» SO 30301.

JIOKyMEHTBI TpOLIECCOB YNPaBICHUS NpeJHa3HAuYeHbl I HHTErpaluu Ou3Hec-
NPOIECCOB OpPTaHM3allMU. OJTO TpeOyeT TMOHMMAaHUS OCHOBHBIX OHM3HEC-TIPOIECCOB
OpraHM3alid M TpeOOBaHMM K JOKyYMEHTaM B KauecTBE JIOKa3aTeNbCTBA, a TaKkKe
HEOOXOAMMOCTH TOAJIEP>KaHUs 3TUX Tporecchl. [IpoekTupoBaHne JOKYMEHTOB MPOIECCOB
YOpaBJIEHUs BKJIIOYaeT B ce0s 0030p CYLIECTBYIOIIMX JIOKYMEHTOB IIPOIECCOB WM
CO3/IaHME€ HOBBIX JOKYMEHTOB MPOIIECCOB, OCHOBAHHBIX HA aHAJIM3€ JTHUX IPOLECCOB U
npuopuTeTax pabOThl OPraHM3aAlWU Ui MPEIOTBPALICHUS PUCKOB M BO3MOXKHOCTEH IS
yJIydlIeHus. ITO MOXKET BKIII0YATh Pa3pabOTKy HOBBIX JOKYMEHTOB IIPOILIECCOB U CUCTEM.

OTtaenbHBIN Oapa3ell NOCBSIIEH BHEAPEHUIO TOKYMEHTHBIX CHCTEM.

JIeBATBIN pasfen JaeT pPeKOMEHJAIMU IO OHeHKe 3()()EKTHBHOCTH CUCTEMBI Ha
OCHOBE MOHHMTOpPHHTA, aHATN3a, U3MEPEHUH M OIICHKH, OMHMCHIBAET CHCTEMY BHYTPEHHETO
aynuta 1yt orieHkH CY /] u HeoOXOIMMBIN aHAJIU3 CUCTEMBI CO CTOPOHBI PYKOBOACTBa. U,
HaKoOHel, B JECITOM paszfene «YIydllIeHHe» pacCMaTpUBAIOTCA HEOOXOAMMOCTH
NPOBEJICHUSI KOPPEKTUPYIOIIUX U TPEeIyNpekKIaloNuX IeUCTBUA B LENSIX MOCTOSIHHOTO
yayumenus CY /1.

Takum o6pa3om, paccmotpenHas cTpykTypa SO 30302 B mosHON Mepe pacKpbIBaeT
coJiepkaHue paboT 1O BHEAPEHHIO OTACTBHBIX DJEMEHTOB  CHUCTEMBI YMPABICHUS
JOKYMEHTaMH, COOTBETCTBYIOIIUM TpPEOOBaHUSM Ha JOOYI0 CHCTEMY VYIpPaBICHHUS W
OCHOBBIBAIOIYIOCS Ha TIIATEIbHOM U MOCIEAOBAaTEIIbHOM JIOKyMEHTHPOBAHUU BCEX

BBINTOJIHSIEMBIX JeicTBUM. Ha camMom Jnene B 3TOM 3aKiIiodyaeTcs M OCOOEHHOCTb, M

14



CJIOKHOCTh TOHMMAaHMs AaHHOW cucteMbl MeHekMeHTa (CVY/]), mOCKOIbKY ITOKYMEHTBI
3/1eCh pacCMaTpUBAIOTCA M KaK MPEAMET yNpaBleHUS U KaK CPEeICTBO YIpaBJICHHs, TOTAa
KaK B JPYTMX CHCTeMax YMPABICHUS OHU BBICTYMAIOT TOJIBKO B KadyeCTBE CPENICTBA
yIIpaBJEHUs, IPEIMETOM KE SBJISIFOTCSA OTJEIbHBIC XapaKTEPUCTUKU MPOIYKIIUUA U YCIYT.
Ho B m0omoOHOW CIOXKHOCTH 3aK/IFOYaeTCi ¢ OOJIBIIONW IMOTEHIIMAI CYJ mno
WHTETPUPOBAHHUIO JIPYTUX CHCTEM YTPABIEHUS, KOTOPbIE MOTYT OBITh BHEIPEHBI B
OpraHu3alluu.

B xone romocoBaHus MO MPOEKTY AAHHOIO CTaHAApTa MHOTMMH CTpaHamMH ObLIU
BBICKA3aHbl 3aMEUaHUd M TPEUIOKEHUsS, OOJbIIas 4acTb KOTOPBIX Kacajlach OCHOBHBIX
coJiepKaTeNbHBIX pa3zesioB 6-8. B pesynbraTe OONBIIMHCTBOM TOJOCOB OBLIO MPHUHSITO
peuieHue octaBUTh IpoekT Ha d3tane 20.00 B KadyecTBE HOBOTO IPOEKTa B paMKax
nporpammbsl pabotel Komurera 1 mpomokuTh KoHCynpTanuu. Pabounm rpymmam 8 u 9
obu10 TpemniokeHo K 15 oktabps 2013 roma mopabotaTh MPOEKT U MPEIJIOKUTh €ro Ha
rosocoBanue Ha ctaanu 30.00 Peructpanus npoexra komurera (CD).

Janpreiimyto padory Haa npoektamu crangaptoB ISO 30303 u ISO 30304 Oruto
pemeno npuoctaHoBuTh. OTHOCUTENBHO 1SO 30304 sKcrepThl MOCUYUTANN, YTO OHO OyIeT
ny6muposatsk SO 30302 u paboTa Hag HUM mpuocTaHoBieHa 110 3aBepmieHus MCO 30302.
[Tocne wero ISO 30302 OGymer HampaBlIeH KOHTPOJIbHO-PEBU3MOHHBIM OpPraHaM, KOTOpPBIC
ucnonb3yst uHCTpyMeHThl [SO 19 011 ompeaensiT, MOXHO JI €r0 UCTIOIB30BaTh B KAUYECTBE
ayautopckoro mHcTpymeHTa. Ecim ISO 30304 okaxeTcss HE Hy»XeH, MPOEKT He OyaeT
MPOIOKAThCSL.

Uto kacaercsa ISO 30303, To ero paspaboTka BXOAuUT B mpoTuBopeune ¢ [SO/
KACKO 17021 — «TpeboBanusi Kk opranaM, IpOBOJSALINM ayAUT U CEPTUDUKALNSA CUCTEM
YOpPAaBJICHUS». DTO CTAHJAApT AJIs NPOBEJACHHUS ayAuTa B OTHOILIEHUU JIIOOOH CHUCTEMBI
MeHexkMenTa, B ToM unciie [ISO 30301. B pamkax pazsutus npoekta KACKO B ISO 17021
crielUalibHbIe TPeOOBaHMS K OLIGHKE M ayJUTy KOHKPETHBIX CHUCTEM MEHEHKMEHTa OyIyT
nporymepoBanbl: 17021-2 nnsa ISO 14000, 17021-3 gns ISO 9000, u 1.1 ... Takum obpazom
MOTYyT OBITh pa3paboransl TpeboBanusa U kK ayauty ISO 30301. DroT Bompoc emie Oyaer
00CyKIaThCs.

Ha coBmecTHOM 3acenanuu pabouux rpynm 8 u 9 ObLI NpeICTaBICH KPaTKU OTYET
00 yuactun TK46/IIK11 B padore MCO/TMB JTCG (Joint technical Coordination Group)
MO CTaHJapTaM Ha CHUCTeMbl MEHEIKMEHTa. B oTuere coobmianoch, 4To mpu paspaboTke

HOBBIX HJIM ICPECMOTPEC CTAHAAPTOB HAa CHUCTEMbI YIIPABJIICHHA PCIICHO HCIIOJIL30BATH HE
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TONBKO (OPMANBbHYIO 00f3aTeNbHYI0 OOIIYI0 CTPYKTYPY OCHOBHOTO TEKCTa, HO H
COTJIacOBaTh OMpECICHUs, KOTOpble OyayT ucnonb3oBatbes. [lo nanmmatuse TK46/T1K11
JUIs JOKyMEHTAallud B CTaHIapTaX Ha CHUCTEMbl MEHEDKMEHTa U JUIsl YIpaBICHHS
JNOKyMEHTAallue B CHCTEMax MEHEI)KMEHTa YCTAaHOBJIEH TepMHUH «recordsy. Bces
JOKYMEHTHpOBaHHass MHGOpMAIs B paMKaxX HPOIECCOB CUCTEM MEHEI)KMEHTa JOJKHA
YIPaBISATECS KaK JOKyMEHT («records») B COOTBETCTBUH C IPOILIECCAMHU OIPEIEIICHHBIMHU
CUCTEMOM yIpaBJICHUS JTOKYMEHTAMH, 32 UCKIIIOUEHHEM HEKOTOPBIX aCMEKTOB yMpaBlICHUS
BEPCHSMH.

Takum o0Opa3zoMm, B pa3BUTHH MpOEKTa MO pa3paboTke CTaHAAPTOB Ha CHUCTEMY
yIpaBieHUs JOKYMEHTaMH OBUIM JOCTUTHYTHI OIpENEICHHbIE yCIexu: Oojiee peaibHbIe
ouepranus noiayuus ctanaapt ISO 30302, ompenenuiauch NMEPCHEKTUBBI C Pa3pabOTKOM
crarnaptoB [SO 30303 u ISO 30304 u ObUIH 3aKpeTIeHbl BaKHBIE PEIIEHUSI OTHOCUTEIHHO

IMOHUMAHUA JOKYMCHTHBIX IMPOHCCCOB BO BCCX CTaAHAAPTAX HA CUCTCMBbI YIIPABJICHHA.

1.2. Tlepecmotp ISO 15489 «Mudopmarus u JoKyMeHTalus. Y IpaBlICHUE
nokyMeHntamu. Yacte 1. OO11ue monoxxeHusn»

Coznannas B xonue 2012 roga pabouas rpynmna 13 mo nepecmotpy cranmapta 1SO
15489 npucrynuna k cBoeil padore B ssHBape 2013 rojga u TOJbKO B HOSIOpE MpeicTaBuiia
HOBYIO BEPCHIO YKa3aHHOTO CTaHAapTa, IPUUYEM IEPBYIO €T0 YacTb.

B npencraBieHHOM MpoOEKTE CTaHAApPT HpeTepren 3HauuTelbHble u3MeHeHus. Ero
00JacTh MpPUMEHEHUsl TNpeJcTaBieHa Oojiee KOMIAKTHO, KaK HMACHTU(HUKAIUS OCHOBHBIX
IPOLIECCOB YIIPABIECHUS JOKYMEHTaMu. YUeTKo CKa3aHo, YTO OH a/IpECOBaH CIIELUATNCTaM B
o0nacTy ympaBlieHUs JOKyMeHTaMu. [loTHOCThIO OOHOBIIEHBI HOPMATHBHBIC CCBHUIKU
cTaHmapta. Temepb OHHM CBS3aHBI TOJNBKO CO CTaHmaptamu chepsl mHDOpMaIUU U
JOKYMEHTAlluM, TOT/a KaK paHee UMeNu 0Oojiee IIUPOKHM CHEKTp B3aUMOJEWUCTBHS CO
CTaHJIapTaMu Ha JIpyrue cucTteMbl ympaBineHus. Pasnmen «TepMuHBI U ompenencHUs» He
COJICP)KUT HU OJTHOM Ne(PUHUIIMU U HOCUT OTCHUTOUHBIN XapakTep Ha ctangapT 1SO 30300.
Bce 310 cBHIETENBCTBYET O HOBOM KOHLENIMH IPEICTABIEHUS JaHHOTO CTaHAAPTA.

[lepBoil 4YacThIO sApa ATOM KOHIIENIHUH SIBISETCS YETBEPTHIM pa3ziesl CTaHIapTa
«/loKyMeHTBI, JOKYMEHTBhl METaJaHHBIX M JIOKYMEHTbl CHCTEMbD», B KOTOPOM MOJPOOHO
NpeICTaBIE€Hbl OCOOCHHOCTH pa3UYHbIX BUJOB JOKYMEHTOB B cdepe ympaBlieHUs

JAOKYMCHTAMH, a TAKKXC UX OCHOBHBIC XdPAKTCPHUCTHKH.
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[Taterit pasgmen TOCBSIICH aHAMM3y JEJIOBOTO KOHTEKCTa MpH  (HOPMHUPOBAHUU
TpeOOBaHUM K YIIPABJICHUIO TOKYMEHTAMU, HA OCHOBE KOTOPOTO OIpPEAEIsOTCS TPEOOBAHUS
K 00€ecIreyeHuIo JOCTyMna K JOKyMEHTaM. 3/1eCh K€ pacCMaTpUBAIOTCSI BOMPOCHI MPABOBOTO
pETyIUpPOBaHUS, aHAIH3A JICJIOBBIX MIPOIIECCOB M OIEHKH COOTBETCTBUSI.

B mecrom pazzerne pedb UAET 0 MOCTPOSHUHM CUCTEMbI YIIPABJICHUS TOKYMEHTAMU Ha
OCHOBE CXEMBl METaJIaHHBIX, OIPE/ICICHUs MpaB JAOCTyNa K JOKYMEHTaM, pacrpeaeiieHus
OTBETCTBEHHOCTHU W aHAJIU3a (PUHAHCOBO-XO3SHCTBEHHOM JIEATEIHLHOCTA OpraHU3alllu.

CenpMoOl pa3zzen ONUCHIBAET COOCTBEHHO TMPOIECCHl CO3MIAHUS W YIPaBICHUS
JIOKYMEHTaMH U HOCHUT 0oJiee TPAAUIMOHHBIN XapakTep, ONpeesisis OCHOBHbIE MPOLIETYPHI
opraHuzanuu paboThl C JIOKyMEHTaMHU: HX CO3JaHHe, BKIIOYEHHE B CHUCTEMY,
KJ1acCU(UKALMIO TOKYMEHTOB, UHAEKCUPOBAaHUE, PEAM3alUI0 PEIIEHUI M0 00eCTeueHuto
JOCTyMa K JOKYMEHTaM, TOJJICPKAHUE CHCTEMBbl B pabouyeM COCTOSHUU, KOHBEPTAIMIO W
MUTPALNIO TOKYMEHTOB B CHCTEME U XpaHEHHE JOKYMEHTOB.

[Tocnennuit BocbMo# paznen «Co3gaHue OpraHU3aUMOHHOW HHQPPACTPYKTYPHD)
MOCBSIIIICH TJIABHBIM 00pa3oM TIPOSKTUPOBAHWIO M BHEAPEHUIO CUCTEMBI yIPABICHUS
JOKYMEHTaMH, HO TaKX€ pPAacKpbIBa€T BOIPOCHI TOJUTUKH M  paclpeesieHUus
OTBETCTBEHHOCTH, €€ MOCTOSTHHOTO MOHUTOPUHTA M YIy4IICHHUs U, 00y4YeHHsI IIepCcoHaIa.

Takum oOpazom, naxke Oeryblid B3I Ha colepiKaHKUe MPOEKTa IaHHOTO CTaHaapTa
TOBOPUT O JICUCTBUTEIILHO HHHOBAIIMOHHOM Tpeiokernn. O0pamaoT Ha ceOsi BHUMaHKE
KaK MUHUMYM JBa (pakTopa: BO-TIEPBBIX, CTAHAAPT OPUCHTUPOBAH Ha yIPAaBIICHUE TJIABHBIM
00pa3oM SJEKTPOHHBIMU JTIOKyMEHTaMH, W, BO-BTOPBIX, OH TOJHOCTHIO BOCIIPOM3BOIUT
MeXaHU3MbI 1 HTHCTpyMeHTHI cTanaapToB 1SO cepuu 30300.

Kak Bocmpumer 3T uHHOBaIMM TPO(HECCHOHATBHOE COOOIIECTBO, KOTOPOMY
aJpecoBaH CTaHAAPT OyAET BUIHO B CIICIYIOIIEM TOJTY.

Heckonbko ciioB cienyer ckazath OoTHOcUTenbHO paspabareiBaemoro TK 46/11K11
texHuyeckoro oryeta, ISO/DTR 18128 «Mudopmanusa u qokymenrtanus. Unentudukarus
PHCKOB W UX OIlEHKa JUIsd TOKyMeHTHBIX cuctem» (Information and documentation — Risk
assessment for records processes and systems). OOmue BONpPOChl MEHEKMEHTA PHCKOB
ObLIM paccMOTpeHbI B MexayHapogHoM ctanaapte 1SO 31000:2009 «MeHemKMEHT PUCKOB.
[TpuHIHKIIBI U PYKOBOIAIIME yKa3aHUs». bojbinas yacte koMmMeHTapueB u rpaBok ISO/DTR
18128 B 2013 rogy kacanach rapMOHM3alUd TEPMUHOJIOTUU MPOEKTA C PAHEE NMPUHITHIMU
cragmgapramu: 1SO 30300, 1SO 15489 — B Tepmunonorudeckom acrekre u 1ISO 31000 - B

BOMpOCax OOIIero moaxojaa K ympasieHHIO puckamu. OcHOBHas pa®oTa Haja IPOEKTOM
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6buta mpozena B 2012 romy , a B 2013 romy Ilpumoxenus A u C OblIM NPHUBENCHBI B
coorBeTcTBUEe ¢ TpeboBanmsiMu ISO 27000 mo obecrnedyeHuo HMHPOPMAITMOHHOM
0e3omacHoctu. Takum oOpa3oM, pabdora Hax TekctoM ISO/DTR 18128 Gbuta 3aBepiieHa Ha

JTAaHHOM DTarle.

Otuer HUP «O0630p MeXayHapOOHBIX CTAaHIAPTOB M TPOEKTOB MEXIyHAPOIHbBIX
crannaptroB UCO mo ynpasieHuto gokymeHtamu 3a 2012 ron, ompeneneHuu 1enecooOpa3HOCTH
pa3pabOTKM Ha WX OCHOBE COOTBETCTBYIOIIMX HAIMOHAIBHBIX CTaHAapTOB Poccuiickoii
Oeneparumy. BHUNIA/L, 2013. C. 23-24.
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2. OB30P I[TPOEKTOB MEX/IYHAPO/IHbIX CTAHJIAPTOB U TEXHUYECKUNX
OTYETOB UCO, PASBPABATBIBAEMBIX B 2013 I'OY TEXHUYECKMMU KOMUTETAMU,
B3AUMOAENCTBVYIOIIMMU C TK46

Komurer no onenke coorBerctBusi (KACKO) npeacrasun ISO / IEC TS 17023
«O1eHKa cOOTBETCTBUS. PyKoBosIME yKa3aHUsI TIO ONPENETIEHUIO CPOKa JEHCTBUS ayAUTa
cepruduranuu cucreMbl MeHemkMenta» (Conformity assessment - Guidelines for
determining the duration of management system certification audits). Omnpenenenue
BPEMEHU ayJuTa SBJSETCS OJHUM U3 HaumOoJiee BaXKHBIX MEPOIMPUITHH, MPOBOIUMBIX
opranom 1o cepruduxammu. ONBIT MOKA3BIBAET, YTO BPEMS ayIUTa 3aBUCUT OT HECKOIBKUX
(bakToOpoB, U pa3IWyHbIe METOAOJIOTUU U MPOLEIYPbl MOTYT OBITh HUCIIOJIB30BAHBI JIJISI €r0
BbIYMCIIeHUSI. UTOOBI HAMTH B3aMMOIIOHMMAHKE TOTO, KaK MOJAOUTU K 3ToMy mporeccy, [SO
/ KACKO co3nan B 2012 rogy pabodyro rpymiy, B COCTaB KOTOPOW BOIIUIA MIPEACTaBUTEIN
HAIMOHAJILHBIX OPTaHOB IO CTaHIAPTHU3alMU. JTU TEXHUYECKHUE TPeOOBaHUS OCHOBAHBI Ha
npuMeHenun tpeboanuii crangapra ISO/IEC 17021 comepkuT peKOMEHIALUH OpraHam,
OpPOBOJSIIMM  ayauT U ceprudukanmu. B craHmapre packpbiBaioTcs — (axTopsl,
ONPEEINSIONINE MPOJOKUTEIBHOCTh MPOBEPOK, K UYUCIY KOTOPBIX OTHOCSTCS pa3Mep
OpraHu3aluu, CIOXKHOCTh €€ CHUCTEMbl YIIPaBJIEHUS, TEXHOJOTMYECKU U HOPMATHUBHBINA
KOHTEKCT, pHUCKHM, CBSI3aHHBIE C MPOAYKIMEH, MpoleccaMd WIH JAESITebHOCTBIO
opraHu3aliid, OCOOEHHOCTH KOPIOPATUBHOM KyJbTYphbl, HaJIMYM€ HHTETPUPOBAHHBIX
cucteM ymnpasiieHuss U ap. IIpu pa3paOoTke METOAOJOrMU pacuera MpOJ0JIKUTEILHOCTU
aynuTa HeoOXOJIMMO BBIJICIUTh KIIIOUEBbIe (DaKTOPBI U, OPUEHTUPYSACh HA HUX, a TaKXKe Ha
TpeOOBaHUs COOTBETCTBYIOUIEH CHUCTEMBI yIPAaBIICHUS, MPOU3BECTH apTyMEHTHPOBAHHBIN
(TOKyMEeHTaJIbHO TOJTBEP KACHHBIN) pacdeT MPOJIOJIKUTENBHOCTH, KOTOPBIA B Ipoliecce
NPOBEACHUS ayIuTa MOXET OBITh CKOpPpeKTHpoBaH. TexHuueckue TpeOOBaHUs  ObuIH
MIPUHSTHI U BBEICHBI B AericTBre ¢ 28 utost 2013 rona.

B 2013 romy B MHMCO paccmarpuBanocs Tpu Impoekta crangaproB TK
171«IIpuknanHple CUCTEMbI CO3AHUS U XPAHEHUS TOKYMEHTOBY:!

1. ISO/DIS 32000-2 Document management - Portable document format - Part 2:
PDF 2.0 (Vnpasrenue ooxymenmayuei. @opmam nepenocumozo ooxymenma. Yacmo 2.
PDF 2.0)

2. ISO/DIS 24517-2 Document management - Engineering document format using
PDF - Part 2: Use of 32000-2 including support for long-term preservation (PDF/E-2)

(Vnpasnenue ooxymenmayueii. @opmam mexuuueckoco O0okymenma 6 cucmeme PDF.
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Yacms 2. Ucnonvzosanue 32000-2, exnrouas noooepiucky 0is 00J120CPOUHOU COXPAHHOCMU
(PDF/E-2)

3. ISO/WD 18829 «Document management — Assessing trusted systems for
compliance with industry standards and best practices» (Ouenxa naoesxcnocmu cucmem na
coomeemcmeue CmaHoapmam u iyduieti npakmuxe).

[Tepsrie qBa mpoekra nmoarorosiensl TK 171 / IIK 2 «Ilpuknagasie mporpamMmsl IS
yIpaBieHus JoKymMeHTooboporom» Document Management Applications), pabGounmu
rpynmamMu 7 U 8§ COOTBETCTBEHHO, KOTOPBIE 3aHUMAIOTCS Pa3pabdOTKON CHeru(HUKaIIH
dbopmata PDF ¢daiinos.

PDF campblii monmynsipabiii gopmar (aiijioB 3JIEKTPOHHBIX JTOKYMEHTOB BO BCEX
OTpaciaX HE3aBUCHUMO OT pa3MepoB opranm3anuu. PDF-¢aitnel MOryT OBITH CO37aHBI
u3HavyansHO B BHJe PDF, mpeoOpa3oBanbl U3 IPYruX 3JIEKTPOHHBIX (POPMATOB U SIBISETCA
NoAXOAAIMM (QopMaToM JUisl JOKYMEHTOB, OLM(POBAHHBIX C OYMa)KHbIX HOCHUTEJEH,
mukpodopm. [Ipennpusrus, npaBUTeIbCTBA, OMOIMOTEKHU, APXUBBI U APYTUE YUPESKICHUS U
JOIU BO BceM Mupe ucnonb3ytoT PDF uToObl mpeactaBnarhs BaxHyro uHpopmaruu. C
MOMEHTa cBoero BBeaeHus B 1993 roay, onupasch Ha B3pbiBHOW pocT MuTepHera, PDF
CTaJl IIHMPOKO HCIONB3YEMbIM JUIS JJIEKTPOHHOTO OOMEHa JOKyMeHTamH. IloCKOmbKy
KpyHHbIE KOPIOpPAIMH, TPABUTEILCTBEHHbBIE YUPEKICHHS, 00pa3oBaTeIbHbIC YUPEKICHUS
ONTHMHU3UPYIOT CBOIO JIEATEIBHOCTD ITyTEM 3aMEHBI MCIIOJB30BaHMs B pabovnx mporeccax
OyMaKHBIX JJOKYMEHTOB Ha 3JIEKTPOHHBI OOMEeH MH(popMaluen, BIUsIHIE U BO3MOXHOCTU
g npuMmenenust PDF Oyzaer npoaoimkaTh pacTi ObICTPHIMU TEMITAMHU.

ISO/DIS 32000-2 npeana3HaueH AHS pa3paOOTUYMKOB MPOTrPAMMHOTO OOCCIICUCHHUS,
koTopoe co3naer PDF ¢aiinbl, cuuThiBaeT M OTOOpAXKAET UX COACPKUMOE. DTOT CTaHIAPT
o0beMoM 919 cTpaHMIl COCTOMT M3 YETHIPHAALATH Pa3/EiOB, B KOTOPHIX MPEJCTaBICHBI
ocobenHoctu npezacrasiaeHus B ¢popmare PDF 2.0 paznuuHbIX TUIIOB TOKYMEHTUPOBAHHON
uH(pOpMalMK — OT TEKCTOBBIX /10 MHTEPAKTHUBHBIX JOKYMeHTOB. OH 3amenser 32000-1,
MOCKOJIBKY COJICPKUT JAOmNOJHUTENbHbIe ¢GyHKuMu a1 PDF  QaitnoB u  Brimovaer
HEKOTOpBIE IMOMpPaBKU K cymiecTByromemy cranmapty. 1SO/DIS 32000-2 ycranaBiuBaet
udposyio (digital) popmy mist mpeacraBiacHus 3aeKTPOHHBIX (electronic) mokyMeHTOB s
NPEIOCTABICHUS TMOJB30BATENIIM BO3MOXKHOCTH TPOCMOTpPA, OOMEHa 3IIEKTPOHHBIMU
JIOKyMEHTaMH HE3aBUCUMO OT TOU Cpe/ibl B KOTOPOI OHU ObLIM CO3/IaHbl U CPE/Ibl B KOTOPOIt

OHH paCCMATPUBAIOTCSA UJIA PACIICYATBIBAIOTCH.

20



PDF, BMecTe ¢ mporpaMMHBIM OO€CTI€YeHHEM ISl CO3JaHMsl, IPOCMOTpA, MeYaTH U
obpabotku PDF @aiinop B pasznuunbix (opmax, BBINOIHSAET HabOp TpeOoBaHMM K
3JIEKTPOHHBIM JIOKYMEHTaM B TOM YHUCJIE:

* COXpaHEHUE TOYHOCTH JJOKYMEHTA,

* CIUsHHUE cojepKaHus (KOHTEHTa) W3 PAa3IMYHbIX MCTOYHHUKOB (BEO-CalThI,
porpaMMbl OOPaOOTKH TEKCTOB M AJIEKTPOHHBIX TaOJUIl, OTCKAHUPOBAHHBIC JOKYMEHTHI,
dotorpaduu u rpaduku) B OAMH aBTOHOMHBIA JOKYMEHT IPH COXPAHEHUU IEIIOCTHOCTHU
BCEX OPUTHHAIILHBIX UCXOHBIX JOKYMEHTOB,

* U pOBbIEC MOIMUCH JIJIs1 TOJITBEPKACHUS MMOAJTUHHOCTH,

* 0€30MaCHOCTh M KOHTPOJIb TIPaBa JI0CTYTIA,

* IOCTYIHOCTb COJEPKaHUs JUIsl JIUI] C OTPAHUYEHHBIMH BO3MOKHOCTSIMH,

* MOUCK W TOBTOPHOE HWCIIOIH30BAHUE KOHTEHTA JJI HMCIOJB30BAHUS C JIPYTUX
¢aiinoBbIX GOpMaTOB U MPHUIIOKEHUM, U

* CO3/IaHME AIEKTPOHHBIX (POopM uIst cOOpa JaHHBIX U UHTETPUPOBAHUS UX ¢ OU3HEC-
CUCTEMaMHU.

Ota yacte I1SO/DIS 32000 He ompenaenseT KOHKPETHBIC CIIOCOOBI MPEBPAICHHUS
OyMa)XHBIX WJIM JJIEKTPOHHBIX JTOKYMEHTOB B ¢opmar PDF; KOHKpeTHbIE TEXHUYECKHE
napameTphl, MOJIb30BaTEIbCKUI MHTEep(deiic; KOHKpPEeTHbIE (U3MUYECKUE METO/bl XpaHEHUs
ATUX JOKYMEHTOB W YCIIOBUS XpaHEHUS; TPeOyeMyl0 KOMITBIOTEPHYIO TEXHUKY W / WIH
ONEpPALMOHHYIO CUCTEMY.

B cranpmapte oueHb TIHIATENIBHO W YETKO YKa3aHO, YTO MPEICTaBIseT coOoi
nokyMeHTupoBaHHas uHpopmanms B (opmare PDF, mouemy Ta wnu wHas ¢yHKIHS
BKJIFOUCHA B (DaiisT M JIJIs1 KaKKX IeJIei OHa MpeIHa3HaueHa.

B ortmuume ot I1ISO 32000-1, sra crnenudukaius BKIFOYA€T HOBBIE BO3MOXHOCTH,
HauOoJiee MHTEpPECHbIE M3 KOTOPBIX OTPAKEHHBIE B HECKOJBKUX pasnenax. Jns Hac
0COOEHHO MHTEPECHBIM MOXKET OKa3aThCsl pa3ies

12.8. Ludposas moamucsk (Digital signatures)

[Hudporass moamuce MoXKeT OBITh HCIOIB30BAaHA JJISi AyTEHTU(UKAIMH JTUIHOCTH
MOJIb30BATENS C CONEPKUMBIM JJOKyMeHTa. OHa XpaHUT UH(OPMAIUIO O MOIMUCABIIEM U O
COCTOSIHMH JOKYMEHTA B TOT MOMEHT, KOT/Ia OH OBLJI IIOATHCAH.

[Toanuch MOXET ObITh YUCTO MAaTEMaTHYECKOM, TAKOW KaK OTKPBITHIN / 3aKpBITHIN
KIIOY, C TIOMOIIBI0 KOTOPOro IHMQpPyeTcs HAOKYMEHT, WIM 3TO MOXKET ObITh

OMOMETpUYECKHE JTOKYMEHT, YJIOCTOBEPSIOLIUN JIMYHOCTb, HAllpUMEpP, COOCTBEHHOPYUHAas
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MOJITUCH, OTIEYATKU MaJbIeB, MM CKAHWPOBAaHUE ceTYaTKu riaza. Cnemuduueckas Gopma
NPOBEPKH  MOAJUHHOCTH  OCYLIECTBIISIETCS € TOMONIbIO  CHELMAIBHOTO  MOJIYJIs
NpOrpaMMHOTIO OOecreueHus Moj Ha3BaHHEeM «00paboTyuk mnoamucu». TpeGoBaHUS K
TaKOMy MO/IYJIIO PUBEJEHBI B NpuiioxkeHuu E ctangapra.

IIpu pabore ¢ mudpoBeiMu noamucsimMu B PDF ceifuac mMoxeT ocCyIiecTBIATHCS
YEeThIPE BUJIA ICVUCTBHIA:

— no6asieHue nu(poBoil MOJMUCH K JOKYMEHTY;

— TpoBepKa JACHCTBUTENBHOCTU MOJNUCH, KOTOpass Obula YK€ MpUMEHEHa K
JIOKYMEHTY;

— nobasneHne nHpoOpMaIum, CBA3aHHOM ¢ rpoBepkoii (12.8.4.3);

— noOaBiieHre MeTKU BpemeHH (12.8.5)

[Tocnennsisi onepanus nNosiBUIIaCh TOJALKO B nocneaHel Bepcuu PDF 2.0.

Peur upmer 00 wucnonb3oBaHUM, MPOBEPKE, B TOM uwucie gojrocpouHoit (12.8.4.
JAHHBIN pa3/Jied BBEJCH BIEPBBIE B 3TOW BEPCUM CTAHAAPT, MOJ JIOJITOCPOUYHOM MPOBEPKOM
paccMaTtpuBaeTCsl TEPHOJ, HAmpUMEp, B S5 JeT), MOATBEPKICHUU U OOCCIeYEHUU
0€30MacHOCTU TPH HUCIOJIb30BAaHUM KPHUNTOTPapUUECKON paCIIUPEHHON 3IEeKTPOHHOU
noanucu (Cryptographic Advanced Electronic Signatures — CAdES). IlpuBoasrtcs Bce
aTpuOyTHl JAHHOTO TUMA IUGPOBON MOANUCH, KOTOpBIe moaaepxuBatorcs Gopmarom PDF
2.0

DTOT CTaHAApPT OTpakaeT Bce PyHKIMOHAbHBIE BO3MOKHOCTH PDF. B 10 xe Bpems
€CTh HECKOJIbKO KOHKPETHBIX MPUIIOKEHUH, KOTOPBIE Pa3BUBAIKNCH C HCIOJIb30BAHUEM
TONBKO HEKOTOphIX (yHKuui PDF nns Oonee cnenuanu3vpoBaHHBIX NPUMEHEHUN U
peanu3oBaHbl B HECKOJBKHUX OTpaciieBbIX cTaHiaaprax. B ux uumcno Bxoxut ISO 19005
«YmnpapneHue JokyMmeHTanueil. @opmar (GaijoB ANEKTPOHHBIX JOKYMEHTOB s
JoroBpeMeHHoro coxpanenus». (Document management - Electronic document file format
for long-term preservation) B HacTosiliee BpeMs SIBJISICTCSI OTPACIEBBIM CTaHIAAPTOM JUISI
apXMBHUPOBAHUS AJIEKTPOHHBIX JTOKYMEHTOB.

Bropoit u3 mpemaraeMbix K o0cyxnaeHuto mnpoektoB cranmapra 1SO/DIS 24517-
2:2013 «Document management - Engineering document format using PDF - Part 2: Use of
32000-2 including support for long-term preservation (PDF/E-2)» (Vnpasnenue
ooxkymenmayuei. Popmam mexHuuecko2o oOokymenma 6 cucmeme PDF. Yacmo 2.
Hcnonvzosanue 32000-2, exniouas noooepaicky oas 0oa2ocpouroi coxpannocmu (PDF/E-2)

y)K€ B CBOEM Ha3BaHUM OTpPa3WI OCHOBHYIO HHHOBammio craHmapra SO 32000-2,
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CBSI3aHHYIO C MOAJEPKKOHN JOATOCPOYHON COXPAaHHOCTU JOKYMEHTOB. Llenbio ero siisiercs
yIy4IIUTh OOMEH JOKYMEHTHpPOBAaHHOW HMHQOpMaiueil B Mpolecce COTpyIHUYECTBA U
o0ecneunTs TOYHOCTh MeYaTH JUIsl UHKEHEPHBIX MPOLECCOB. DTOT CTaHIApPT OIpenesser
dopmar Qaitna 111 0OMEHA TEXHUYECKOM KOHCTPYKTOPCKOM IJOKYMEHTallMeld Ha OCHOBE
PDF u ycranaBnuBaeT MpaBWJIBHOE €T0 HCIIOJIb30BAHUE Ui OTOOpaKEHHsI Ha 3KpaHEe U
NeYaTH KOHCTPYKTOPCKOM JTOKyMEHTAIUH.

ISO/DIS 24517-2:2013 pacriupsieT BO3MOKHOCTH 4acTH 1, Tak kak ocHoBaH Ha PDF
2.0 (xak ompeneneno ISO/DIS 32000-2), a me ma PDF 1.7, kak mepBas 4acTb. ITO
oOecreynBaeT JAOMOJIHUTEIbHBIE BO3MOXKHOCTH, KOTOPBIE PEATU3YIOTCS Yepe3 COOTBETCTBUE
tpeboBanmsiM |SO/DIS 32000-2 u BkIt04atoT B ceOsl:

— MOAJEPKKY MHOTOYMCIIEHHBIX ycoBepileHCTBOBaHUN B 3D, BKItoUas MOIAEPKKY
PRC;

— MOAIEPKKY TeonpocTpancTBenHo# nHpopmaruu (GIS) B 3D u 2D;

— c)KaThe 00beKTa M MOTOKHU BHEUTHEH CCBUIKY;

— IIPO3PAYHOCTh (TPAHCTIAPEHTHOCTH);

— JPEG cxarue 2000,

Cdepa pacnpocTpaHeHHsI 3TOTO CTaHIapTa orpaHudeHa Takke kak u it 1SO/DIS
32000-2, a ocobbie TpeboBanusi Ha cooTBeTcTBUE PDF 2.0 comepkarcs B Ilpunoxenun A
cranapta. CTaHaapT COCTOUT W3 IIECTH Pa3feiioB, B MOCIETHEM U3 KOTOPHIX OTPaKEHBI
TeXHUYecKrue TpeOoBaHusi nJs npeactaBieHus B @opmate PDF  Texnuueckoir wu
KOHCTPYKTOPCKOW JIOKyMCHTAIlMU pa3iuuHbix TumoB. Tawke kak u B 1SO/DIS 32000-2
oco00oe BHUMaHHE yAEJIeHO ITU(POBOI MOANNCH, TpeOOBaHMS K MPEACTABICHUIO KOTOPOl B
coorBerctBue ¢ ISO/DIS 32000-2 npusenensr B «[Ipunoxennun C» TpoeKkTa JaHHOTO
CTaHIapTa.

Kpome toro, TK 171 mpeacraBun 1SO/ 18829 «OreHka HaaeKHOCTH CHCTEM Ha
COOTBETCTBHE CTaHIapTaM W Jydmiei npaktuke» (Document management — Assessing
trusted systems for compliance with industry standards and best practices) na ctaauu 30.00

[TockonpKy OpraHu3anuu JOJHKHBI 00ECTIeUnTh 0e30MmacHoe U Ha/Ie)KHOE XpaHEHHE U
JOCTYI K MH(QOpMAIUU, a TaKKE UMETh MEXaHW3M JJisi OINpeAeNieHus, IeHCTBUTEIbHO JIH
CHUCTEMa COOTBETCTBYET IOPUINYECKUM, TEXHHYECKUM W OTHYECKHM O005S3aTeIbCTBAM
OopraHu3aiuy, HeoOXOAuMO, 4YTOOBI J000E pelIeHUuEe IS XpPaHEHUsS [aHHBIX OBLIO
POBEPSIEMBIMH C BOCIPOM3BOAMMBIMHU pe3yibTaTaMu 3TOH mpoBepku. [loaTomy nomken

OBITh KaKOM-TO CIIOCOO CaMOCTOSITEIILHOM MTPOBEPKU YPOBHS MPOTPAMMHOTO U almapaTHOTo
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o0ecrieueHust JUIg TOTO, YTOOBI yOemuThCsi, 4YTro uHGoOpMaus OyIeT XpaHHUTbCA
COOTBETCTBYIOUIMM  crocoOoM. HeszaBucumMo OT  TOro, TEXHOJOTUS  XpaHEHUs
CTaHJIapPTU3UPOBAHA WIN SBJSETCS COOCTBEHHOW Pa3pabOTKOM, OpraHu3alys CTaIKUBAETCS
C OJIMHAKOBOM MPOOJIEMOM: KaK ONpeaeauTh (GyHKIUOHUPYET I CUCTEMA B COOTBETCTBUU C
OPOEKTOM, KakK OXHMJIalnoch. Llenbio JaHHOTO OTpaciieBOro CTaHaapTa SBISETCS
OTIpE/IeTICHNE MEPONPHUATHA M Olepanuid, KOTOPBIM OpraHU3alus JO0JDKHA CJEeI0BaTh,
4TOOBl YOEAUTHCS, YTO XpaHUMas B 3eKTpoHHOM Buje uHpopmarus (ESI) coszmaercs,
BKJTIOYAETCS B CUCTEMY U MOJACPKUBACTCS HAACKHBIM U JJOOPOCOBECTHBIM 00pa3oM, IMyTeM
OLIEHKM cyiuecTByomen cucreMbl ECM. Ilpu 3TOoM cTaHmapT He NpeTeHAyeT Ha
NOJTHOBECHBIN cTanmapt no ornenke ECM cuctembl. Peub uymer 00 ompeneneHuu ypoBHS

JOBEPUSL.
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3AKIIIOYEHUE

AHanu3 MpoeKTOB MEXIYyHAPOJHBIX CTAHJIAPTOB M TexHUYeckux oTuetoB (TR) m
tpeboBanuii (TS) UCO TK 46/IIK11 u B3auMOJEHCTBYIONUX C HUM KOMHUTETOB, Haj
KOTOpBbIMH Benach padora B 2013 roay, mo3BosET clieiaTh CAEAYIOIINE BHIBOIDL:

1. HaGnromaercst 3HauuMTenbHOE YCWICHHE WHTETPAIMOHHBIX TPOIECCOB B
MEXyHAPOJHOW CTaHIAPTU3ALMK, CBSA3aHHOM cO cdepoil ympaBieHHS Ha OCHOBE
COBPEMEHHBIX HWH(OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX ~ TEXHOJOTUH, YTO TMPUBOAUT K
OCO3HAHUIO HEOOXOAMMOCTH OOJBIIEH KOOPAWHAIIMH MPU UCTIOIB30BAHUH TEPMHHOIOTHH U
IPY MPUHSATUU PEIIEHUH O 11eJIeCO00pa3HOCTH Pa3pabOTKU CTaHAAPTOB.

2. B ycnoBusix B3amMOJENCTBUSI aKTUBHO MPOOKAEeTCsl padoTa Mo Pa3BUTHIO
crangapToB cepuu 30300 «Cuctemsbl ynpaBiieHHs TOKYMEHTaMu», B 4acTHocTH Haj |1SO-
30302.

3. [Ipemnoxenupii  mpoekt 15489-1 B  monmHOM 00BEME COOTBETCTBYET
koHuenuu crasgaptoB cepun 30300 «Cucremsl ynpapieHus: JokymeHTaMu». HecmoTtps
Ha 3TO MPEIIOIaracTcs ero MCnojib30BaHUE COBMECTHO cO cTaHmaptamu cepun 30300 mst
opraHuzaluii, KOTOpele He OyayT cepTuUIMPOBAHBI HAa COOTBETCTBHE CHCTEME
YIPABJICHUS JOKYMEHTAMH.

4. Ocoboro BHUMaHus TpedyeT paboTa Ha/l TEPMUHOJIOTMUYECKHUMH CTaHAapTaMu
Y TEPMHUHOJIOTHEN B II€JIOM, IIOCKOJIBKY YCHJIMBAETCS KOOPJIMHALMS ATOU JEATENbHOCTU B
Pa3IUYHBIX cPepax CUCTEMBI yIPABICHUSI.

o. Omaumu w3  Hamboyiee aKTyalbHBIX OCTAIOTCS BOIPOCHI OpraHU3AlUU
JOJITOBPEMEHHOTO XpaHEHHs 3JEKTPOHHBIX JAOKYMEHTOB B MH(OPMAIMOHHBIX CHUCTEMax,
HAaJ TEXHUYECKUM PEIICHUEM KOTOPBIX pPabOTaIOT KOMHUTETHI, B3aUMOJCHCTBYIOIIHUE C
TK46/TIK11.

Wcxons u3 BBIIEU3I0KEHHOTO, CUUTaeM HEOOXOIUMBIM:

- IpoAOKaTh pabOTy MO MOHHUTOPHMHTY W aHajJU3y MEXIYHapOJHBIX CTaHIApPTOB
NCO mno ymnpaBieHHIO NOKYMEHTaMH, paspabarbiBaemblx B mpodunsHom BHUMJIA/L
texaunyeckoMm noakomutere MCO/TK 46/11IK11 «YmpaBnenue AOKyMEHTaM/apXuBaMu» H
B3aUMOJICHCTBYIOIINX C HUM KOMUTETAX;

- NPUHATH Yy4yacTHE B mepepaboTke ocHoBomosaratoumero cranaapra MCO mo

ynpasiieHuo jgokymentTamu  MCO 15489-1 «Information and documentation — Records
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management — Part 1. General» u rexuudeckoro otuera ISO/TR 15489-2 «Information and
documentation — Records management — Part 2: Guidelines», npusiekast k 3Toii pabote
CIIEIIMATUCTOB — nepeBoaurkoB otaena OLIHTU.

[Tockonbky B 2013 romy He OBUIM NPUHATH MEXIyHapOAHbIE CTaHAAPTHI,
paspaborannsie WCO/TK 46/IIK11, TO0, mnpoBeds aHamu3 TEXHUYECKHUX OTYETOB
paszpaboranabix UCO/TK 46/I1K11, mpemraraem TOATOTOBUTH OQPUITHAIBHBIA TIEPEBO/T
texuuyeckoro orueta: ISO/TR 18128 «Mudopmanus u mokymeHrtanus. MaeHTrudukarys
PHUCKOB M WX OIlleHKa JUIsd TOKyMeHTHBIX cuctem» (Information and documentation — Risk
assessment for records processes and systems), y4uTBIBasi akTyajlbHOCTb BOIPOCOB

yIIPaBJICHUS PUCKAMMU.
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CIIMCOK UCTOYHUKOB

1. 1SO 30300:2011 «Information and documentation. Management system for records.
Fundamentals and vocabulary» (Mexaynapoausiii  crangapt HMCO  30300:2011
«Mudopmanus m goxymenrtamus. Cucrembl ympaBieHus AoKymMeHTamu. OCHOBHBIE
TIOJIOXKEHUS H CIIOBApPh»)

2. 1SO 30301:2011 «Information and documentation. Management system for records.
Requirements» (Mexnynapoassiii  crangapr HMCO 30301:2011 «UMuadopmanust wu
nokyMeHTanus. CHCTeMbl yIpaBieHUs JOKyMEeHTaMH. TpeOoBaHuUs»)

3. IIpoekt mexaynapoasoro cranaapta 1ISO 30302 «Information and documentation —
Management systems for records — Guidelines for implementation» («Hudopmarus u
nokyMmeHTarmst. CUCTEMBI YIIPaBICHHS JOKyMEHTaMU. PyKOBOJICTBO 110 BHEPEHHIO)

4. TIpoekt mexaynapoanoro cranaapta 1ISO 30303 « Information and documentation
— Requirements for bodies providing audit and certification» («Mudopmanus wu
nokyMeHTanus. CuctemMa ymOpaBlIeHHS JOKyMeHTamMu. TpeOoBaHUS K  OpraHam,
HPOBOISIIIAM CEPTUHUKAIIHION)

5. Ilpoekt mexaynapoaHoro cranaapta 1ISO 30304 «Information and documentation —
Management systems for records — Guidance for auditing and performance measurements»
(«Mupopmanms u mokymeHTtarus. CHCTEMbI yIpaBlIeHHUs JOKYMEHTaMH. PYKOBOJICTBO ISt
ayauTa U U3MEepeHUs paboT»)

6. ITpoekt mexayHapoaHoro cranaapra 1SO 15489-1 «Information and documentation
— Records management — Part 1: General» («HMuopmarus n 1oKyMeHTanus. YTpaBIeHUE
nokymenTamu. Yacte 1: O0mme TpeOoBaHMs»)

7. Tlpoekr texmmdyeckoro oruera ISO/TR 18800:2012 «Information and
documentation — Implementation guidelines for disposition of records» («Mudopmanus u
JTOKyMeHTalus. PexomeHjanuyu 1Mo BHEIPEHUIO OTOOpa M mepedadyd JOKYMEHTOB (Ha
MOCTICIYIOIIEee XPaHCHHE UITH YHHUTOKEHUEC)»).

8. IIpoexT Texumueckoro oryera ISO/D TR 18128 «Information and documentation —
Risk identification and assessment for records systems («Mudopmaliius u TOKyMEHTAIIHUS.

Nnentudukamnus pucKOB U UX OICHKA JIS JOKYMEHTHBIX CUCTEM ).
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9. Ipoext mexaynapoauoro cranaapta 1ISO/DIS 32000-2 «Document management -
Portable document format - Part 2: PDF 2.0» (YmpaBienue nokymentanueii. dopmar
nepeHocumoro gokymenra. Yacts 2. PDF 2.0);

10. TMpoekt mexaynapoanoro crannapra ISO/DIS 24517-2 Document management -
Engineering document format using PDF - Part 2: Use of 32000-2 including support for
long-term preservation (PDF/E-2) (YupaBnenue nokymeHraiuer. dopmaT TEXHHUECKOTO
nokymenta B cucteMe PDF. Yacte 2. Mcnons3oBanue 32000-2, BKiItOUYast MOAACPKKY IS
noarocpounoi coxpannoctu (PDF/E-2)) ;

11 Ipoekt mexaynapoaHoro crangapra ISO/WD 18829 «Document management —
Assessing trusted systems for compliance with industry standards and best practices»
(OrneHka Ha/IGKHOCTH CHCTEM Ha COOTBETCTBHE CTAHAApPTaM M JIyUIICH MTPAKTUKE);

12. IpoexkTt Texandyeckux TpedoBanuii 1ISO / IEC TS 17023 «Conformity assessment -
Guidelines for determining the duration of management system certification audits»
(Ornerka cooTBETCTBUS. PyKOBOSIINE YKA3aHUS 110 ONPeOeNeHUio CPOKA OetUCmeust ayoumad
cepmughurayuu cucmemvl MEHeONCMEHMA).

14. Otuer mo HUP «Yuyactue B pazpaboTke MexayHapoaHbix crangaproB MCO mo
ynpasieanto jgokymentamu cepun 30300 «Mudopmamms u moxkymenrtanusi. CucTeMbl
ynpasiaeaus gokymentamu («Information and documentation. Records management
systems»)». — M., BHUMJIA/L, 2010.

15. «O0630p MeXIyHApOAHBIX CTAHAAPTOB U MPOEKTOB MEXIYHAPOJHBIX CTAaHAAPTOB
NCO mo ynpaBneHuto aokymentanuei 3a 2011 rox, ompeneneHue IeaecooOpa3HOCTH
pa3paboOTKH Ha WX OCHOBE COOTBETCTBYIOIIMX HAIMOHAIBHBIX CTaHIAPTOB Poccuiickoii

Oenepanuu. Anaautudeckuii 063op». — M., BHUUJIA/L, 2012.
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[MTPUJIOXEHUME A

MexyHapoJHbIE COTJIaCOBAaHHBIE KOJIbI CTaINI pa3pabOTKH

CTA A | IOACTAAMA
90
Perienue
00 20 60 92 93 98 99
Perucrpanr| Hauano Oxonuanu | [Tosropur | [ToBropur | Anaymu | [Ipomomx
ust OCHOBHBIX | € b OoJtee b poBarb | UTh
JICNCTBUM | OCHOBHBIX | PAHHIOK) | TEKYIIYIO
nercTBuil | dazy bazy
00 00.00 00.20 00.60 00.98 00.99
IIpemsapur | [Ipemnoxe| Paccmotpe | Paccpuika Hckmou | I'omocosa
eJbHAas HHE HOBOH | HHUE pe3yJbTar €HUE HHE I10
craus paboueii | mpemioxkKe | OB NpeyUIo | TPEJIoKe
TEMBI HUSI HOBOM | paccMOTp JKEHUS | HUIO
paboueit EHUs HOBOM HOBOM
TEMBI paboueil | paboueit
TEMbI TEMBI
10 10.00 10.20 10.60 10.92 10.98 10.99
Cranus, Peructpan | Hayano Paccpuika | Bosspar Hosas | HoBas
CBsI3aHHAsl | U TOJIOCOBAH | OTYETATIO | TPEIIOKE paboyast | pabouast
c NpEVIOKE | U 110 roJIOCOBa | HUS TeMa TeEMa
BHECEHUEM | HUSI HOBOM | HOBOU HUIO aBTOPY OTKJIOHE | YTBEPXKIE
npemioke | paboueit | padboueit JUIst Ha Ha
HUS TEMBI TEME JATTbHEUII
ero
paccMoTp
CHUS
20 20.00 20.20 20.60 20.98 20.99
IToxrorosu | Perucrpan| Hagano Paccpuikxa [poexr | PaGouwnit
TeJbHAas Ysl HOBOM | M3yYeHUs] | KOMMEHTa WCKJIIOY | TIPOEKT
cTaus paboueii | pabouero | pueB eH TIPUHSAT
TEMbI B MpOEKTa TSI
nporpamm | (WD) peructpart
e pabot YU B
TK/IIK KauecTBe
NIPOEKTa
KOMHTETa
30 30.00 30.20 30.60 30.92 30.98 30.99
Cranus, Peructpan | Hayano Paccpuika | IIpoekt IIpoexr | IIpoekt
CBsI3aHHas | U M3Y4YeHUs] | KOMMEHTA | KOMHUTETa WCKJIFOY | KOMHUTETa
c MpOeKTa | U pHeB U BO3BpAILIE eH TIPUHSAT
MO/ITOTOBK | KOMUTETA | TOJIOCOBaH | OTYeTa I10 | H B TSI
oii mpoekta | (CD) sl TIO rojiocoBa | pabouyro peructpaig
KOMUTETa MPOEKTYy | HUIO rpymiy 171783
KOMHTETa KauecTBe
MIPOEKTa
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MEX/TyHa

POIHOTO
cTaHjapra
40 40.00 40.20 40.60 40.92 40.93 40.98 40.99
Cranus, Perucrpan | Havano Pacceika | Pacceuika | Pacceuika | IIpoekt | Pacchuika
CBSI3aHHAs | U TOJIOCOBAaH | KPAaTKOro | MOJHOIO | MOJHOTO | UCKIIFOY | TIOJTHOTO
c MPOEKTa | U [0 OTYETATIO | OTYeTa: OTYeTa: eH oTYeTa:
paccMoTpe | MEeKAyHAp | POSKTY | UTOram TPOEKT peleHue TPOEKT
HHEM OJTHOTO MEXITy- TOJIOCOBA | MEXTY- OTHOCHUTE MEXKIyHa
IPOEKTa CTaH/apTa | HapOAHO- | HUSA HAPOJHOT | JILHO POJTHOTO
mexayHap | (DIS) O 0 HOBOT'O CTaHIapTa
OJTHOTO CTaHzapTa: CTaHzapTa | rojiocoBa TIPHHSIT
CTaHJapTa 5 mec. BO3BpAIlle | HUSI 11O TUTST
H B MIPOEKTY peructparg
TKAIK MEX/TyHa WU B
POTHOTO KauecTBe
cTaHzapra OKOHYATE
JILHOTO
MPOEKTA
MEXTyHa
POIHOTO
CTaHJapTa
50 50.00 50.20 50.60 50.92 50.98 50.99
Cragus, Ha | Peructpan| Havano Paccpuika | OxoHuare [Ipoekr | OxoHuare
KOTOpOI us TOJIOCOBAH | KPaTKOIO | JIbHBIA WCKJIFOY | JIbHBIN
OCYIIIECTBJI | OKOHYATEN | Usl 10 OTYETATIO | MPOEKT eH TIPOEKT
SeTCS BHOT'O OKOHYATEN | UTOram MEXTyHa MEX/TyHa
NPHUHITHE | POEKTa | BHOMY TOJIOCOBAa | POAHOTO POITHOTO
CTaHAApTa | MEXIyHap | MPOSKTY | HUS cTaHzmaprTa CTaHJapTa
OJTHOTO MeXIyHap | YBemomie | Bo3Bpalie TIPUHST
CTaH/apTa | OHOIOo HHE OT HB VIS
(FDIS) cranzapra: | cekperapu | TK/TIK omyOJIKO
JUTS 2 mec. ara BaHUsI
odurmarb | Yeenome
HOTO HHE
TIPUHSTHS | HANPaBJICH
OB
CeKpeTapu
ar
60 Cramus, | 60.00 60.60
Ha [Toaroros OmnyOrmk
KOTOPOH Ka OBaHME
OCYIIIECTBI | MEXKIyHap MEKIyHa
SeTCsI OJTHOTO POTHOTO
nyOvKaly | cTaHziapra CTaHJapTa
s K
My OJIHKaIL
1217
90 90.20 90.60 90.92 90.93 90.99
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Cramus Cucremar | Pacceiika | Mexmy- | [loareep Ormena
MIEPECMOTP WYECKUMA | KPAaTKOrO | HAPOJHBIN | KICHUE MEXIyHa
a MIEPEeCMOTp | OTYETA O | CTAHAAPT | JCHUCTBUS POAHOTO
MEXKTy- TIEPECMOT | TIOIUICKUT | MEXKITY- CTaHiapTa
HapOJIHOTO | pe MePeCMOT | HAPOIHOT 1o
CTaHJapTa py 0 VHUIUATH
CTaHjiapra Be TK/TIK
95 95.20 95.60 95.92 95.99
Cramus, Ha Hauamno Paccbiika | Perenue Otrmena
KOTOPOI TOJIOCOBAH | KPaTKOro | 00 OTMEHe MEKIyHa
OCYIIECTBI sl TIO OTYETA IO | MEXTyHA POAHOTO
SeTCS OTMEHE WTOram POTHOTO CTaHJapTa
OTMEHa MEXIIyHap | FOJIOCOBAa | CTaHAapTa
CTaHIapTa OJTHOTO HUS
CTaH/apTa
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[IPUJIOXKEHUE b
[TpoekT Texuudeckoro oryera ISO/D TR 18128 «Information and documentation — Risk
identification and assessment for records systems («Mu(popmarus u J0KyMEHTAIIHS.
I/Iz[eHTI/Iq)I/IKauH;I PHUCKOB M UX OLIEHKA JJI TOKYMEHTHBIX CUCTEM )
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Foreword

ISO (the International Organization for Standardization) is a worldwide federation of national standards
bodies (ISO member bodies). The work of preparing International Standards is normally carried out through
ISO technical committees. Each member body interested in a subject for which a technical committee has
been established has the right to be represented on that committee. International organizations,
governmental and non-governmental, in liaison with ISO, also take part in the work. ISO collaborates closely
with the International Electrotechnical Commission (IEC) on all matters of electrotechnical standardization.
International Standards are drafted in accordance with the rules given in the ISO/IEC Directives, Part 2.
The main task of technical committees is to prepare International Standards. Draft International Standards
adopted by the technical committees are circulated to the member bodies for voting. Publication as an
International Standard requires approval by at least 75 % of the member bodies casting a vote.

In exceptional circumstances, when a technical committee has collected data of a different kind from that
which is normally published as an International Standard (“state of the art”, for example), it may decide by a
simple majority vote of its participating members to publish a Technical Report. A Technical Report is entirely
informative in nature and does not have to be reviewed until the data it provides are considered to be no
longer valid or useful.

Attention is drawn to the possibility that some of the elements of this document may be the subject of patent
rights. 1ISO shall not be held responsible for identifying any or all such patent rights.

ISO/TR 18128 was prepared by Technical Committee ISO/TC 46, Information and documentation,
Subcommittee SC 11, Archives/records management.

This second/third/... edition cancels and replaces the first/second/... edition (), [clause(s) / subclause(s) /

table(s) / figure(s) / annex(es)] of which [has / have] been technically revised. ISO/PDTR 18128
© 1SO 2013 — All rights reserved v
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Introduction

Organizations of all types and sizes face internal and external factors and influences that make it uncertain
whether and when they will achieve their objectives. The effect this uncertainty has on an organization's
objectives is “risk”.

ISO 31000 Risk management -- Principles and guidelines provides the principles and guidelines for
managing any form of risk in a systematic, transparent and credible manner and within any scope and
context. These principles and guidelines can be applied throughout the life of an organization, and to a wide
range of activities, including strategies and decisions, operations, processes, functions, projects, products,
services and assets.

This technical report is intended to help records professionals to assess the risks related to records
processes and records systems. This is distinct from the task of identifying and assessing the organization’s
business risks to which creating and keeping adequate records is one strategic response. The decisions to
create or not create records in response to general business risk are business decisions which should be
informed by the analysis of the organization’s records requirements undertaken by records professionals
together with business managers. The premise of this Technical Report is that the organization has created
records of its business activities to meet operational and other purposes and has established at least
minimal mechanisms for the systematic management and control of the records.

The over-arching consequence of not managing uncertainties/risk affecting records processes and record
systems is records which can no longer meet the needs of the organization.

The Technical Report provides guidance and examples to apply the general risk management process
established in ISO 31000 (Figure 1) for risks related to records processes and the records systems in which
records are managed (or reside). It is specifically focused on risk assessment, which includes:

[risk identification,

[risk analysis,

[Irisk evaluation.

The results of the analysis of risk to records processes and records systems should be incorporated into the
organization’s general risk management framework As a result the organization will be in better control of its
records and their quality and use for business purposes

Clause 5 is about risk identification. Following ISO 31000 the aim of this step is to generate a comprehensive
list of risks based on those events that might create, enhance, prevent, degrade, accelerate or delay the
achievement of objectives. This Technical Report provides a comprehensive list of areas of uncertainty
related to records and records systems that can be used as a guide for risks identification.

Clause 6 is about risk analysis, which consists of determining the consequences and their probabilities for
identified risk events, taking into account the presence (or not) and the effectiveness of any existing controls.
This Technical Report provides a guide for records professionals on how to analyse identified risks,
assessing potential events or changes, their consequences and the likelihood of occurrence and
documenting them as measurable and manageable risks.

Clause 7 is about risk evaluation, which involves determining the significance of the level and type of risk.
This Technical report provides a means for records professionals to establish levels of risks depending on
the context of each organization. ISO/PDTR 18128

Vi © ISO 2013 — All rights reserved
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The approach taken, while it is applicable to a variety of organizations, large or small, government or non-
government, should be adapted to the size, nature of the business and complexity of the organization which
uses it. There are other methods of risk assessment: see for example ISO 31010:2009.

This Technical report is not about risk treatment. Once the assessment of risks related to records processes
and record systems has been completed, the assessed risks are documented and communicated to the
organization’s risk management section. Response to the assessed risks is undertaken as part of the
organization’s overall risk management program. The priority assigned by the records professional to the
assessed risks is provided to inform the organization’s decisions about managing those risks

This Technical Report may be used by all organizations regardless of size, nature of their activities or
complexity of their functions and structure. These factors, and the regulatory regime in which the
organization operates which prescribes the creation and control of its records, should be taken into account
when assessing risk related to the records processes and the records systems.

The Technical Report may be used by records professionals and by auditors and managers who have
responsibility for risk management programs in their organizations.

Figure 1 — Risk Management process

NOTE Figure 1 adapted from ISO 31000:2009 COMMITTEE DRAFT ISO/PDTR 18128
© ISO 2013 — All rights reserved 1
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Information and documentation — Risk assessment for

records processes and systems

1 Scope

This Technical Report intends to assist organizations in assessing risks with respect to records processes
and systems, so they can ensure records are of value to the organization and the identified business needs
as long as required.

As such it:

[]Establishes a method of analysis for identifying risks related to records processes and records systems;
[Provides a method of analysing the potential effects of adverse events on records processes and record
systems;

[IProvides guidelines for conducting an assessment of risks related to records processes and record
systems;

[JProvides guidelines for documenting identified and assessed risks in preparation for mitigation.

This Technical Report does not address the general risks to an organization’s operations which can be
mitigated by creating records.

This Technical Report may be used by all organizations regardless of size, nature of their activities or
complexity of their functions and structure. These factors, and the regulatory regime in which the
organization operates which prescribes the creation and control of its records, should be taken into account
when identifying and assessing risk related to the records and the records systems.

NOTE Defining an organization or identifying its boundaries should take into account the complex structures and
partnerships and contractual arrangements for outsourcing services and supply chains which are a common feature of
contemporary government and corporate entities. Identifying the boundaries of the organization is the initial step in
defining the scope of the project of risk assessment related to records.

This Technical Report does not address directly mitigation of risks as methods for these will vary from
organization to organization.

The Technical Report may be used by records professionals, and by auditors or managers who have
responsibility for risk management programs in their organizations.

2 Normative references

ISO 15489-1:2001, Information and documentation — Records management — Part 1: General

ISO/TR 15489-2:2001, Information and documentation — Records management — Part 2: Guidelines

ISO 30300:2011, Information and documentation — Management systems for records — Fundamentals and
vocabulary ISO/PDTR 18128
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ISO 30301:2011, Information and documentation — Management systems for records — Requirements
ISO 31000:2009, Risk management -- Principles and guidelines

ISO 31010:2009, Risk management -- Risk assessment techniques

ISO Guide 73:2009, Risk management — Vocabulary

3 Terms and definitions

For the purpose of this document, the terms and definitions given in ISO 30300 apply.

3.1 Terms specific to risk

3.1.1

Risk

Effect of uncertainty on objectives

NOTE 1 An effect is a deviation from the expected—positive and/or negative

NOTE 2 Objectives can have different aspects (such as financial, health and safety, and environmental goals) and can
apply at different levels (such as strategic, organization-wide, project, product and process).

NOTE 3 Risk is often characterized by reference to potential events and consequences or a combination of these.
NOTE 4 Risk is often expressed in terms of a combination of the consequences of an event (including changes in
circumstances) and the associated likelihood of occurrence.

NOTE 5 Uncertainty is the state, even partial, of deficiency of information related to, understanding or knowledge of, an
event, its consequence, or likelihood.

[ISO Guide 73:2009, Definition 1.1]

3.2 Terms specific to records

3.2.1

Records system

An information system which captures manages and provides access to records through time.

NOTE This can include business applications or systems which create and maintain records.

[ISO 30300, Clause 3.4.4]

3.2.2

Records processes

Set of activities by which records are created, controlled, used and kept and ultimately disposed of, by the
organization.

4 Risk assessment criteria for the organization

Assessing risks for records processes and systems should be included, where it exists, in the organization’s
general risk management process. In this case, records professionals should take into account the
organization’s established external and internal context and the context of the risk management process
itself, including:

[IRoles and responsibilities: the role of records professionals in the assessment of risk related to records
processes and systems should be specified;

ISO/PDTR 18128
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[]Extent and scope of the risk assessment activities: relationships with other risk assessment areas, such as
information security, should be made explicit to avoid redundancy and conflicts;

[IMethodology: the standard risk assessment methodology should be applied using the available risk
assessment tools and reporting to the designated area or person;

[IRisk criteria: where general risk criteria for the organization are established, risks related to records
processes and systems should be assessed using these criteria;

Where the organization has not established a general risk management process, records professionals need
to establish the risk criteria prior to the assessment process.

Criteria should be based in the legal requirements for each jurisdiction and should include:

[the nature and types of consequences to be included and how they will be measured;

[Jthe way in which probabilities are to be expressed;

[Jhow a level of risk will be determined;

[Ithe criteria by which it will be decided when a risk needs treatment;

[the criteria for deciding when a risk is acceptable and/or tolerable;

[CJwhether and how combinations of risks will be taken into account;

Regarding the nature and types of consequences to be included in the risk assessment of records processes
and systems, there is a general starting point which should be applied to all organizations. Records which
are authentic, reliable, have integrity and are useable for as long as they are required will support the needs
of the organization. Risks are identified based on their potential to undermine those general characteristics of
records which would make them fail to meet the purposes for which they are created.

For discussion of probability and frequency of events in risk assessment, see below 6.2.

Criteria for evaluating risks, including the criteria by which it will be decided when a risk is acceptable or
needs treatment, include the size and reach of the records systems in the organization, the number of users
and the use made of the system in the operations of the organization.

Similarly criteria for evaluating risks affecting records processes should include the frequency of the process,
how many systems it is used in, its relative importance in creating or managing records, the tracking of
processes and the potential for reversing or remedying adverse effects.

The priority assigned to individual records, their aggregations, records processes, or specific records
systems may also be assessed in relation to responses to major disasters affecting all or many business
operations. For example, certain records are needed in the immediate aftermath of a natural disaster, such
as security contacts and access records, contact details of disaster plan response teams and insurance
contacts and policy details. Second, the organization’s business continuity planning should identify the
functions which need to be restored first and the records needed to do so.

More generally, the organization must determine which records are the core records of its operations and the
level of significance attached to them. These are business decisions, based on the advice of both records
professionals and the business managers.

NOTE Special attention should be paid to where a combination of risks applies to records identified as core operational
or otherwise significant. ISO/PDTR 18128
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5 Risk identification

5.1 General

Identification of risks is structured under the following categories: context, systems, and processes involved
in creating and controlling the records of the organization.

The external context of the organization refers to the political and societal, the economic and technological,
and the physical environmental factors beyond its control, which impact on its operations and are taken into
account when determining its records requirements. The external context includes the external stakeholders,
who or which have a particular interest in the organization’s operations.

The organization also has an internal context by which is meant the internal factors not controlled by the
records professional(s) responsible for the records, records processes and records systems. The internal
context includes factors such as the structure and finances of the organization, the technology it deploys, the
resourcing of activities (people and budgets) and the workplace culture, all of which influence the policies
and practices for managing records.

Potential events with uncertain effects may be external or internal to the organization.

Uncertain effects caused by change in the external context may differ according to the perspective of the
different levels of the organization (see Figure 2). It is also recognized that all change presents opportunities
which may be positive in effect.

Figure 2 — The multiple layers of context of an organisation's records and records processes

The purpose of risk identification is to identify what may happen or what situations may exist that could affect
the capacity of records to support the needs of the organization.

The risk identification process includes identifying the causes and source of the risk, events, situations or
circumstances which could have a material impact upon the organization’s objectives, and the nature of that

ISO/PDTR 18128
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impact. Numerous methods for risk identification exist in ISO 31010, Annex B, for a comparison of major
methods.

Identified risks should be documented in a risk register, both in one specific to records, and in the
organization’s risk register, see the example given at Annex A.

5.2 Analyzing Context

When analyzing the context of the organization to identify risks related to the records (and records processes
and systems), the following aspects should be taken into account as shown in Figure 2:

a) the political and societal, the economic and technological, and the physical environment,

b) the key drivers and trends in the operating context of the organization which may affect the objectives,

EXAMPLE competition, adoption of new technology, amalgamation or downsizing
¢) the organization’s relationships with external stakeholders.

While changes in the external context are outside of the control of the organization, their potential impact on
the records should be anticipated and assessed in Sub-clause 6.1.2. This type of change may have first of
all an impact on the records requirements of the organization, and subsequently on the policies and
practices for managing records.

5.3 Context: External factors

Records processes and systems must be compliant with legal and regulatory requirements which arise from
the political and societal context of the organisation. Other factors which must be analysed are the macro
economic circumstances which may influence the technological choices of the organization, the security
environment and the actual physical environment. Where the first two may have consequences for policies
and practices for managing records, the other two can have a more immediate impact on the records
system(s).

5.3.1 Areas of uncertainty: Changes in political-societal context

Changes in the political and societal climate can affect public attitudes to governments’ and corporate
behaviour. This may bring about regulatory change, which impacts the organization’s operations and
consequently its records requirements.

Examples of areas of changing public attitudes are national security, access to government and corporate
information, privacy, intellectual property rights and corporate reporting responsibilities. More generally,
examples of areas of uncertainty include:

[JLegal and regulatory changes affecting the organization’s records requirements;

[JChanges in government policies affecting the organization’s records, records processes and records
systems;

[INew standards or codes of practice that affect the organization’s records, records processes, and records
systems;

[JChanging demand for records services;

[IChanging stakeholders’ expectations;

[IChanges to reputation of, or trust in, the organization’s ability to deliver its services.

ISO/PDTR 18128
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5.3.2 Areas of uncertainty: Macro-economic technological environment

Global financial markets can undergo periods of turmoil that can have widespread impacts on the economic
and business environment in many countries. Changes in industrial and information technology have
continued with high impact on communication and information and records management, driven by
competition and customer or user demand. The latter changes are examples of areas of uncertainty which
offer positive opportunities.

Examples of areas of uncertainty arising from such changes to the economic and business environment
include:

[IChanges in revenue or other funding of the organization;

[IChanges in ownership of the organization affecting management priorities including managing records;
[JChanges in the aims and operations of the organisation;

[Introduction of new or upgrading of technologies;

[JAdoption of new technology across society;

EXAMPLE use of social media in business
[JChanges in the market or client base of the organization.

5.3.3 Areas of uncertainty: Physical environment and infrastructure

The possibility of large-scale, natural or man-made, disasters on the general operations of the organization is
a major area of uncertainty requiring identification and assessment. The impact of such disasters include
both potential damage with direct impact and the less direct impact of loss of services upon which the
organisation depends, for example water and power supplies and other services. Areas of uncertainty
include:

[JRegional or local destructive or disruptive environmental phenomena such as earthquake,
hurricane/cyclone, tsunami, flood, fire, major storms or prolonged drought;

[The potential for acts of war or terrorism to cause major structural damage or disruption to service supply
to premises or vicinity of the organization;

[]Other disruption to organization’s power, water, waste management, information technology, transport
services or other core utilities and services.

5.3.4 Areas of uncertainty: External security threats

Risk identification must include hostile external security threats with the potential impacts ranging from
damage to premises or service supply to unauthorised access to systems including records systems.
Examples of external security threats include:

[JUnauthorised external intrusion/access into records systems and unauthorised changes to records.
Unidentified security compromise or exploitation of vulnerability that is not monitored and leads to
information degradation;

EXAMPLE use of spy- and malware, unpatched software security loophole hack
[JPhysical intrusion into records storage or IT hardware space;
[ICyber-terrorism attack;

ISO/PDTR 18128
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[JPhysical vandalism;
[JLoss of third party services on which the records systems are dependent.

NOTE For greater detail and instructions see 1ISO 27005

5.4 Context: Internal factors

The organization’s own economic, technological and structural character changes in response to the key
drivers of its activities as well as the external environment and the demands of its stakeholders. These are
taken into account when identifying areas of uncertainty and assessing risk to records and/or records
systems.

5.4.1 Areas of uncertainty: organizational change

Management decisions affecting the organization such as amalgamations, mergers and acquisitions,
restructuring, downsizing, outsourcing or the reverse, off-shoring of services constitute a significant area of
uncertainty in the internal context of the organisation. The decisions have the potential to affect the records
systems and processes, for example:

[JChange of ownership of records, and consequent transfer of records to and from the organization;
[INew internal policies or modified existing ones within the organization that affect the records systems and
processes;

[ILoss of personnel or corporate memory affecting knowledge of current records and systems, including
knowledge of procedures to retrieve and use them and of older records inherited through organizational
change;

[1Change of terms within third party service contracts;

[1Policies and procedures which have not been reviewed and updated, and are inefficient, inconsistent or
contradictory consequent to organizational change; and

[JChanges in organization’s staffing policy that may affect the records staff;

[JChanges in training budget and opportunities that affect the capacity of records staff;

[JUntested disaster recovery plan leads to information being lost in the event of a disaster.

5.4.2 Areas of uncertainty: Technological change

Introduction of new technologies and systems are opportunities for improvement but as well, constitute areas
of uncertainty with potential for adverse effects. The areas of uncertainty include:

[Technological changes that affect interoperability between systems that create, keep or manage records;
[1Compatibility with previous platforms and systems;

[IMigration of records and metadata;

[ITransfer of access controls;

[CJEffectiveness of implementation of change;

[CJExtent to which the existing policies cover new technologies that the organization has adopted;
ISO/PDTR 18128
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EXAMPLE using cloud services, social media, RFID, GPS
[]Capacity of existing technical infrastructure to meet new requirements resulting from organization’s or
records systems’ technological development.

5.4.3 Areas of uncertainty: Resources: People and competencies

The organization is dependent on competent staff to deliver all its operations including the records systems
and processes. This may not be within the control of the records professional responsible for records
management overall so the areas of uncertainty can include:

[ISufficiency of staff resources to create and control records, and to design and maintain records systems;
[]Staff awareness of records policies and processes;

[ISufficiency of engagement of top management in supporting the records program;

[CJAwareness of risks related to records systems and processes and ability to make decisions on appropriate
mitigation among the top management;

[1Separation of administrative roles from operational users of records system (“front office” separate from
“back office”);

[]Sufficiency of staff competencies to create and control records;

[JLosing key staff with vital skills, in-depth organizational knowledge or undocumented corporate history;
[IDeterioration of skills level of staff;

[Inadequate means to evaluate staff effectiveness or suitability.

5.4.4 Areas of uncertainty: Resources: Finances and materials

The funding and material resources available to the records professional to manage the record systems and
processes adequately are affected by both the external, economic and business, environment and by the
level of support for the records function in the organization. Areas of uncertainty include:

[JAdequacy of financial resources to meet commitments and goals of the records program;

[JAdequacy of financial resources to purchase, upgrade or maintain adequate systems.

5.5 Records Systems

When assessing the impact of risk on the systems deployed by the organization to manage its records, the
issues of maintenance, sustainability and continuity, interoperability and security, should be taken into
account. The records systems used by the organization change over time according to the economic
circumstances, changes in its activities and personnel and changes in its size and structure.

NOTE all references to systems in this section should be understood as references to records systems 3.2.1.

5.5.1 Areas of uncertainty: System design

System design and configuration is critical to record creation and longevity. It intersects with the risk

identification for records processes. ISO/PDTR 18128
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Based on contemporary experience, identification of risks in system design, especially in the digital context
includes:

[]Ability to define “records” in digital systems;

[1Explicit identification of retention requirements;

[CJEffectiveness of design of the records systems appropriate to organization’s personnel and technology;
[CDJManagement of dependence on vendor support;

[CJAccess to vendor documentation.

5.5.2 Areas of uncertainty: Maintenance

Maintenance of the records systems refers primarily to the technological platform and systems support
aspects which are affected by structural change in the organization, implementation of new systems,
technological change, competence and reliability of the technical support.

Areas of uncertainty include:

[JChanges in business and operating systems affecting records systems;

[1Skill level of system administrators and their understanding of requirements for managing records in
systems;

[IReliability of systems suppliers and their ability to keep maintaining the systems and keeping them
technologically up to date;

[JAdequacy of documentation of procedures for operational maintenance;

[JAdequacy of technical documentation of the systems;

[JAdequacy of documented back-up procedures for the records systems;

[JAdequacy of restoration from backups.

5.5.3 Areas of uncertainty: Sustainability and Continuity

The sustainability of the records systems depends on the monitoring of change in the external and internal
context of the organization by the records professional so the records systems are updated to respond to
changes in needs.

Continuity planning for the records systems takes into account the organization’s planning for business
continuity. In the absence of a business continuity plan for the organisation the records professional
assesses the records systems to establish priority and procedures for restoration following a disruption to
service.

Areas of uncertainty include:

[JChange in external and internal context affecting the organization’s records requirements;

[JAdequacy of quality assurance monitoring to identify changes in records requirements;

[JAdequacy of assessment of actual costs of implementation and maintenance of the records systems
including human resources;

[JAdequacy of identification and documentation of records systems;

ISO/PDTR 18128
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[DMaintenance and accessibility of system specifications and documentation;

[JAdequate documentation of decisions taken in the implementation of records systems available to all
users who need them;

[JAbility of the records system to maintain the usability of records;

[IDuplication of functionality for managing records in the organization’s various systems;

[JCapacity to import records from legacy or other business systems;

[IMigration of records to new records system due to either change in records requirements or in technology;
[JAdequacy of the records system’s event history;

[]Ability of records systems to support business continuity by providing access to records in a disaster
event;

[CJContingency planning for disruptions of service.

5.5.4 Areas of uncertainty: Interoperability

Records systems have dependencies on and relationships with other systems which can be points of
vulnerability.

Areas of uncertainty include:

[JAdequacy of identification and specification of interoperability required between records systems and other
business systems;

[IDependency of records systems on data sources external to the records system and capacity to exchange
data with these systems (e.g. cloud, other external storage services);

[JCompatibility of standards or specifications for the exchange of records or interoperability between
systems;

[IThe effectiveness of system interoperability after changes or technological upgrades to either or both of
the integrated systems;

[[DManagement of metadata relating to record controls between systems to sustain usability and meaning of
the records.

5.5.5 Areas of uncertainty: Security

Risk assessment of security of records systems can be conducted using the 1ISO 27000 series of standards
and applied as part of the organisation’s information security management system, where available. National
information system security standards or requirements may also be applicable to records systems.

Annex B, C and D of ISO 27005 include examples of uncertainty areas that apply to any information system.
Uncertainties more specific to records systems include also:

[JAdequacy of the organization’s security policy with respect to records, records processes and records
systems;

[]Ability to enforce and protect access rules and permissions related to records and records systems;

ISO/PDTR 18128
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[JPolicy and controls for third parties working on behalf of the organization that affects the storage, access
and processing of records and records systems.

5.6 Records processes

The risk identification process focuses on the creation and control processes for managing the records and
the records systems.

Based on determining what, when and how records will be created and captured for each business process
as identified in the records requirements of the organization, the processes for creating records include:

a) designing the records for each specified business process, including the metadata needed and the format
and structure of the records;

b) designing and implementing systems to manage the records including selecting the technologies and
determining the metadata created and captured by the records processes to maintain the records over time.

The control processes to be employed by the records systems are categorized as follows:
1) Determining what control information (metadata) shall be created through the records processes and how
the metadata will be linked to the records and managed over time;

2) Establishing and complying with rules and conditions for use of the records over time;
3) Maintaining the usability of the records over time;
4) Undertaking authorized disposition of the records;

5) Establishing and maintaining the procedures that shall be used for administration and maintenance of
records systems including maintaining the adequacy of these systems in relation to business processes.

5.6.1 Areas of uncertainty: Records design

[JAIl business activities adequately appraised to identify records requirements;

[]Gathering records requirements comprehensively for each business process, including needs of all
interested parties;

[JAdequacy of design (of the structure and form) of the records to meet the records requirements;
[INaming, controlling and attributing metadata adequate for their purpose;

[JPoint of capture of records appropriate (timely, integrated) for the business process and records
system(s).

5.6.2 Areas of uncertainty: Records creation and records system implementation

[integration of records creation and control with the business processes;

[JResponsibilities — relationship between the record creators and the actors in the business transactions;
[[IMetadata management over time;

[JAccess management.

ISO/PDTR 18128
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5.6.3 Areas of uncertainty: Metadata

[IMetadata technical specification for records systems;

[1On-going maintenance for a metadata technical specification for records systems;
[JRecords metadata backed up by an IT backup;

[1Searchable metadata.

5.6.4 Areas of uncertainty: Use of records and records systems
The process encompasses:

[IBusiness use of records by staff;

[JUse by external users and/or data subjects;

[ISecurity classification / access permissions for records;

[] Security to control access;

[]Security to control modification of records;

[]Controls embedded in metadata for access classification, security classification;
[]Consistency in retrieving and using records as required;
[Information on who has accessed, used records;

[IBeing able to retrieve, use and interpret records in context;
[JAdequacy of training for the staff/users;

[]Staff compliance with the procedures.

5.6.5 Areas of uncertainty: Maintaining useability

The process encompasses:

[JAuthenticity, reliability, integrity and useability of records;

[JUse of encryption methods on records;

[IVersion/event history of documents and records;

[IJMaintenance of metadata over time;

[]1Software and hardware obsolescence issues both related to the records and the records system.

5.6.6 Areas of uncertainty: Disposition of records

The process encompasses:

[IDisposal of records implemented as designed and authorised;
[IDisposal documented;

ISO/PDTR 18128
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[CIDestruction appropriately authorised,;
[ITesting whether forensic recovery is possible from the discarded hardware and/or storage device.

6 Analysing identified risks

6.1 General

Risk is analysed by determining its potential consequences and the likelihood of the risk’s being realised.

In the case of records processes and systems, the consequences are identified according to the area of
uncertainty and scaled according to the risk criteria established for the organization as outlined in Clause 4.
Existing controls and their effectiveness and efficiency should also be taken into account.

6.2 Likelihood analysis and probability estimation

Likelihood is the probability (or frequency) that the risk event will occur. The likelihood of the identified risks’
being realized is analysed according to the nature of the area of uncertainty and the data available over a
reasonable period of time sufficient to support a credible estimate.

Each risk has to be assessed in respect of the combination of the likelihood of something happening, and the
consequences which arise if it does actually happen. The factors to take into account when assessing
probability are outlined in the order of areas of uncertainty in Clause 5.

Probabilities can be expressed in different ways, but normally are related with the level of risk. Qualitative
methods can combine consequence, probability and level of risk by significance levels such as “high”,
“medium” and “low”.

Semi-quantitative methods use numerical rating scales for consequence and probability and combine them
to produce a level of risk using a formula. Scales may be linear or logarithmic, or have some other
relationship; formulae used can also vary.

Purely quantitative methods, which use numerical values for consequences and their probabilities, can be
used where (statistical) performance data for records processes and systems are available for a substantial
period of time.

Scaling the frequency of the event along the time axis can be appropriate for records processes and
systems. An example of how probability may be scaled is shown in Table 1.

Table 1 — Example of scaling Interpretation

probability Probability Score
1 Rare probability, occurs once every
10 years or less

2 Low probability, occurs once every
3 years or less

3 Medium probability, occurs once a
year

4 High probability, occurs more than

once every month
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