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lNpeguncnoBue

1 NMOArOTOBNEH depepasnbHbiM rOCYfapCTBEHHbIM OIOMKETHLIM yupexaeHneM «POCCUNCKWI WUH-
CTUTYT cTaHgaptusaummn» (Prby «MHCTUTYT cTaHfjapTu3auumn») n O6LWECTBOM C OrpaHWYeHHOl OTBeT-
CTBEHHOCTbIO «D0C Tex» (OO0 «30C Tex») Ha OCHOBE COOGCTBEHHOrO NepeBofa Ha PYCCKUIA A3bIK aHrIo-
A3bIYHOW Bepcuu cTaHgapTa, YkasaHHOro B MyHkKTe 4

2 BHECEH TexHuuyeckum kKomuTeToM no ctaHgaptuslauymmnm TK 459 «MHpopmaumoHHas nogaepxka
XW3HEHHOrO UMKNa 13genuii»

3 YTBEPXAEH W BBEJAEH B ,£l,EI7ICTBI/IE Mpukasom PepepasibHONo areHTCcTBa MO TEXHUYECKOMY
perynnupoBaHuio 1 MeTposornm ot 24 oktabps 2024 r. Ne 1489-ct

4 HacTosiwmii cTaHAapT WAEHTUYEeH MexayHapoaHoMmy cTaHpapTy NCO 18829:2017 «YnpasneHue
[okymeHToo60poTOM. OueHka BHegpeHuii ECM/EDRM. [ocTtoBepHocTb» (ISO 18829:2017 «Document
management — Assessing ECM/EDRM implementations — Trustworthiness», IDT).

Mpn NpMMeHeHUn HacTosLWero cTaHgapTa PeKoOMeHAYyeTCA MCMNO/b30BaTb BMECTO CChIJIOYHBIX MeXAy-
HapoAHbIX CTaHAAPTOB COOTBETCTBYIOLME UM HaALMOHasIbHbIE CTaHA4apThl, CBEAEHUA O KOTOPbLIX NPUBEAEHLI B
[ON0MHUTENIbHOM npuioxeHun A

5 BBEJEH BIEPBbIE

MpaBuna NpUMeEHEHNA HACTOSLWEro cTaHgapTa ycTaHoB/eHbl B cTaTbe 26 defepasbHOro 3akoHa
0T 29 umioHa 2015 r. Ne 162-93 «O cTaHgapTusauun B Poccuiickoin ®egepauymm». NHdopmauus o6 ns-
MEHEHMAX K HACTOAWEeMYy CTaHAapTy Ny6aAnkyeTCs B eXerogHomM (No coCTOAHUI Ha 1saHBapsa Tekylero
roga) UHopmaLMOHHOM yKasaTene «HauuoHasibHble CTaH4apThl», a ouuManbHbli TEKCT WU3MEHEeHWUN
M NonpaBoK — B eXeMeCHAYHOM MH(OpPMaLNOHHOM ykasaTene «HauuoHanbHble cTaHgapThli». B ciyyae
nepecMoTpa (3aMeHbl) UM OTMEHbl HaCTOSALEro craHjapTa CooTBeTCTBYLee yBeJjoMeHne byaeT
ony6/MKOBaHO B GawmKaillemM BbINYCKe eXeMecsa4YHOro WMHMOPMauMOoHHOro ykasaTens «HauuoHasbHble
cTaHgapThi». CooTBETCTBYOLWAasa UHpopMmauns, yBeloMNeHe N TEKCTbl pasMeLllalnTCca Takke B WH-
hopmaumnoHHo cucTeme obLLero nonb3oBaHuss — Ha oduumanbLHOM caiTe PefepanbHOro areHTCcTBa no
TEexXHUYeCcKOMY perynnpoBaHuio U MeTposornm B ceTu MHTepHeT (Www.rst.gov.ru)

© ISO, 2017
© OdpopmneHune. OIreyY «UHCTUTYT cTaHgapTmlaunn», 2024

HacTosiwuii cTaHgapT He MOXET GbITb NOSIHOCTLIO MMM YAaCTMYHO BOCMPOM3BE/EH, TMPaXKNPOBaH U pac-
NPOCTPaHeH B KAYecTBe OPULMANILHOMO M3AaHusi 6e3 paspelleHns defepasibHOro areHTCTBa Mo TEXHUYECKO-
My PerynnpoBaHunio U MeTPOsIorum
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BBepneHne

HacToawmnii cTaHgapT onucbiBaeT METOLO0M0MNI0 AN OpraHu3aunii, CTPEMSLWMXCA OLEHUTb, COOTBET-
cTByeT M nx ECM-cpefa kio4eBbIM KOHLEMUMAM AOBEPEHHOCTU M HAAEXHOCTU MHopmauuu, onpepeneH-
HbiM B ISO/TR 15801 n ISO/TR 22957.

B HacTosiLlee Bpems OT MHOrMX opraHusaunii TpedyeTtca obecneunts 6e3onacHoe U 3alinleHHoe CO3-
JaHve, XpaHeHne 1 B KOHEYHOM UTOre YHUUYTOXEHMEe OTHOCALLEeNCs K 4e/I0BON AeATeNIbHOCTU, COXpaHAeMoi
B 3/IEKTPOHHOM BuAe uHdopmaumm (ESI) ¢ uenbio obecnevyeHns ayTEeHTUYHOCTU U TOYHOCTU 3/1EKTPOHHOM
MHghopmaumm, a Takxke 6e30nacHOCTN U HAaAEXHOCTU opraHusayun.

[aHHblli cTaHgapT onpefenseT BUAbl AeATENbHOCTU W onepaluu, KOTopble opraHu3auus AO0/DKHA Bbl-
NONHUTB:

- Ans obecneyeHus Toro, 4Tobbl BCA COXpaHsAemMas B 3NEKTPOHHOM Buge uHdopmauusa (ESI) cosgasa-
nacb v nogaepxusanacb HaeXxHbIM 1 JOBEPEHHbIM 06pa3oM Ha BCEM MPOTSAXEHUUN €e XU3HEHHOro LumKna, u

- npoBefeHus OoueHKM umewlwmnxcs ECM-cucteMm ynpaBfieHUs KOPNopaTuBHLIM KOHTEHTOM W/vau
EDRM-cuctem ynpaB/ieHUA 3/1EKTPOHHbIMWU [OKYMEHTaMW W KOHTEHTOM Ha COOTBETCTBME MNPUMEHUMbIM
ctaHpaptam LCO.

CtaHgapTbl MCO 15489-1, ISO/TR 15801 n ISO/TR 22957 copepxaT pekomeHgauun Ansa opraHusa-
UMiA No npoekTupoBaHnio ux ECM-cucTem ynpaBfieHWst KOpNopaTMBHbIM KOHTEHTOM, OAHaKO OT opraHusa-
Ui MOXeT Takxe noTpeboBaTbCA NpeAcTaB/ieHMe MPOBepsieMbIX AOKa3aTenbCTB TOr0, YTO 3TW CUCTEMBI
obecneuymBaloT 6e30nacHylo cpeny A8 COXpaHAemol B 3/1eKTPOHHOM Buae WHOopMauun, COOTBETCTBYIO-
LWy BCEM HOPUAMNYECKMM, TEXHUYECKMM W MOANTUYECKMM 065i3aTefnibCTBaM OpraHusaunun v NpuMeHUMbIM
ctaHpgaptam LCO.

Niob6oe HagexHoe u goBepeHHoe ECM/EDRM-pelleHne A0/MKHO ObiTb CNOCOGHO MPOXOAuTb ayauT C
BOCMNPOU3BOAMMbIMY pe3ynbTataMu. Takke He06X04MM MeTo[ He3aBMCKMMOW NPOBEPKN 3aABAEHUI NOCTaBLLN-
KOB MPOrpaMMHOro v annapaTtHoro obecnevyeHmsi 0 TOM, YTO MHAOPMAaLMA 3aliuLieHa U XpaHUTCA HageXHbIM
o6pasom. OpraHu3aumsamMm Heob6xo4MMOo N03aboTUTLCA O TOM, YTOObI COOTBETCTBYIOWAA NoAAepXuBaoLwas 40-
KyMeHTauus oTpaxasna 3Tn TpeboBaHus.

Ecnn ctaHgaptusnpoBaHHble ECM-pelleHns ¢ 60MblIOA BEPOATHOCTbIO NOAAAITCA ayauTy U MOryT
6bITb NIETKO MPOBEPEHbI, TO HECTaHA4APTHbIE W/WMAW NponpueTapHble pelleHus AN XpaHeHus uHdopmauum
MOryT He obecneunBaTb Ha/IMUNs BCE HEOOXOAMMOI KOHTPOBHON MHhopMauun B XypHanax ayauta, 1 npo-
BECTWN HE3aBUCKMMYLO MPOBEPKY 3asBNEHWI NOCTaBLMNKOB 0 6e3onacHocTM ECM/EDRM-peLueHunii MoXeT 6biTb
C/I0XHO. He3aBMCMMO OT TOro, SIBNSETCH NN TEXHOMOMMA XpPaHeHWs cTaH4apTU3MPOBAHHOW uUnmM nponpueTtap-
HOIi, opraHusaums CTaslkuBaeTcsi C HE06X0AMMOCTbH ObiTb B COCTOSHUM NPOBECTW NPOBEPKY COOTBETCTBUS
ECM/EDRM-peLueHnsa BCceEM NPUMEHUMbIM TpeboBaHUAM.
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Document management. Assessing ECM/EDRM implementations. Trustworthiness

Jarta BBegeHna — 2025—07—01

1 O6nactb NpPUMeHeHus

B HacToswem cTaHgapTe oOnucaHbl AeicTBUSA M onepauuu, KOTOpble opraHusauus AOJ/DKHA BbINOS-
HUTb A1 TOro, YTOObl OUEHWUTb, NOAAEPXMBAETCA /M B HACcTOosAWee BPeMs U noggepxuBanacb M paHee
CoXpaHsiemasi B 3/IEKTPOHHOM Buge WHdopmauus (electronically stored information, ESI) B HagexHoW n o-
BepeHHoN cpege(ax). B aTnx cpepax UCNONb3YHOTCSA TEXHOMNOIMW YMNPaBNEHUS KOHTEHTOM U AOKyMEeHTamMu,
06bIYHO M3BECTHbIE KaK «CUCTEMbl ynpas/ieHUs KOPNopaTuBHbIM KOHTEeHTOM» (ECM-cucteMbl — enterprise
content management, ECM) nnn kak «3/71€KTPOHHbIE CUCTEMbI YNpaBAeHNsa AOKYMEeHTaMu U MHdopmaumnens
(electronic document and records management, EDRM), o6ecneunBaloLime UCNOHEHNE YTBEPXAEHHbIX Op-
raHnsauMsMy nNoaNTUK ynpasfieHUs AOKYMeHTaMu M yKasaHWil No cpokam MX XpaHeHus.

Xopowne npakTuKM, CBA3aHHble C BHeApeHWeM [0BEePEHHbIX cpef ynpasieHUs OOKYMeHTaMu W KOH-
TEHTOM, OMuMcaHbl B Takmx foKyMeHTax, kak ISO/TR 15801 un MCO 15489. Tem He MeHee, HEO6XOAUM Takke
CTaHJapT, OnuCbIBalOLWUA METOAONOIMI0O AN OUEHKM AaHHbIX TUNOB cpefj yrnpaBieHUs OOKYMeHTamMu U KOH-
TEHTOM He3aBMCMMO OT TOrO, Kakme TeXHOMNOrMM B HaCcTOsLLee BPeMs MCNofb3ylTcsa opraHusauueli. Hactos-
Wnii cTaHdapT ycTaHaB/AMBaeT METOAO0/MOMMI0 OLEHKU, KOTOPOU cnedyeT NpuaepXusatbea 48 onpefeneHns
YPOBHSA COOTBETCTBUSA OpraHM3aumm ykasaHHbIM Bbille cTaHAapTam B nfaHe obecrneyeHns HafexHocTu u fo-
CTOBEPHOCTW MHAOPMALMK, XpaHaLLeicsa B aTUX cpesax.

HacToawmii ctaHgapT NPMMEHMM B OTHOLUEHUN YXe CYLLEeCTBYLWNX WK naaHupyembix ECM-cuctem.
YcTaHoBMeHNe hakTa Haamunus HafeXHol [OBEPEHHON CUCTEeMbl SBASETCA BaXHbIM LIAroMm B AOKYMEHTU-
pOBaHMN HAAEXHOCTU COXPaHAEeMOW B 3M1EKTPOHHOM BuAe WHopmauuu, NOoAAEepXMBAEMON B paMkax 3TOW
cUcTeMbl uUnu cpedbl. [aHHblli cTaH4apT nNpefgHasHadvyeH A/1a UCNo/b30BaHMa OpraHn3aunsamun, oueHuBarLwm-
MW CTeneHb AOBEpUs K CYLLECTBYIOLWUM cpefaM yrnpaB/ieHUs AOKYMEHTaMu U KOHTEHTOM. B Hem ykasaHbl
BCe ob6A3aresibHble BUAblI AeATENbHOCTU U 061acTu, KOTopble HEOOXOAUMO WM3Y4YMTb C MPUBJIEYEHMEM NNL,
MMELLMNX AeTasibHble TEXHUYECKME U IKCNyaTauMOHHbIe 3HAHUA O KOHKPETHbIX U3yYaeMbIX TEXHOMNOIMAX U
METOA0MOrMsX, a TakKe MOHMMaHue NPOoLEeccoB U AEACTBUIA B 06/1aCTV yNpaBieHnss OKYMEeHTaMu.

2 HopmaTunBHbIe CCbUIKA

B HacTosileM cTaHgapTe MCrnosb30BaHbl HOpMATMBHbBIE CChIMIKA Ha cneaylolme cTaHAapTsel [Ana gatu-
POBaHHBIX CCbI/TIOK NPUMEHSIIOT TO/IbKO YKa3aHHOE M34aHue CCbIIOUYHOro CTaHAapTa, 4719 HeAaTUPOBaHHbIX —
nocnegHee mn3gaHve (Bkvas Bce N3MeHeHus)]:

ISO 12651-1, Electronic document management — Vocabulary — P arti: Electronic document imaging
(YnpaBneHue anekTpoOHHbIM KOHTEHTOM. CroBapb. YacTb 1. YnpaBfieHue 3NeKTPOHHbIMU rpaduyeckmumy 06-
pasamu 4OKYMEHTOB)

ISO 15489-1, System of standards on information, librarianship and publishing — Information and
documentation — Records management — Part 1. Concepts and principles (Cuctema ctaHgapToB no MHGop-

M3paHne opuuynanbHoe
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Mauuu, 6GubnmoTevyHoOMy ¥ n3gatenbckomy aeny. ViHchopmaumsa 1 gokyMeHTauums. YnpasrieHme oKyMeHTamu.
Yactb 1. MOHATMA M NPUHLMUNDLI)

3 TepMUHbI 1 onpegeneHns

B HacToAwem cTaHgapTe npumeHeHbl TepMuHbl Mo MCO 12651-1 n NCO 15489-1, a Takke cnegyrowime
TEPMVHbI C COOTBETCTBYIOLUMMN ONpefeneHnsamu.

NCO n M3K nopaepxuBatoT TepMUHONOrMyeckne 6asbl AaHHbIX A1 UCNOMb30BaHWA B 06/1aCTU CTaH-
JapTu3aumu, KoTopble AOCTYMHbI MO CAeayllum agpecam:

- nnaTdpopma oHnaliH-npocmoTtpa MCO: gocTynHa no agpecy http://www.iso.org/obp;

- Qnekrponeans M3K: gocTtynHa no agpecy http://www.electropedia.org/.

3.1 ayTeHTUYHbIN AokyMeHT (authentic record): LOKYMEHT, B OTHOLUEHWM KOTOPOrO MOXET ObiTb A40-
KasaHo, YTO OH:

a) ABNAeTCHA MMEHHO TeM, YeM npeTeHayeT ObiTb;

b) 6611 cO34aH UM NOC/aH MMEHHO TeM AEeNCTBYOWMM NNLLOM, KOTOPOE YKa3aHo B KaYecTBe ero cosfa-
Tens Wav oTnpaBuTens;

c) 6b11 co3faH Wam nocnaH UMEeHHO B TO BPEMS, KOTOPOE B HEM YyKa3aHo.

3.2 pokymeHTaums no AenoBoil npakTuke; BPD-gokymeHTauusa (business practice documentation,
BPD): MNMogpobHasa AokyMeHTaLuMs No AesoBbIM npoleccam, onucbiBaloLw,as npouecchl, NosmMTuk1n U npoueay-
pbl, KOTOPbIM C/iefyeT opraHu3auns, 1 B TOM YMC/e TO, Kak MHhopmauusa noctynaeTt, XpaHUTCA U yrnpasBiseTcs.

MpnmeyaHus

1 flokymeHTaLms No AeNoBOl NpakTUKe COAEPXWT AOCTaTOYHbIe CBEAEHWUS, MO3BO/SIOLLME OpraHM3aLyn yCTaHo-
BUTb WM YAOCTOBEPUTb, UYTO COAEPXKALLASCA B 3/IEKTPOHHON CUCTEME yNpaB/eHUst OKYMEHTaMW/KOHTEHTOM 3/1EKTPOH-
Has MHdJoOpMaLms IBNSIETCA TOYHOM, HAAEXHOW W 3aC/Ty)XMBatOLLE [OBEPUS.

2 B HEKOTOpPbIX MPUKNaAHbIX 06M1acTAX JaHHYH AOKYMEHTaLMIO HasblBaloT MacTep-pyKOBOACTBOM MO npoueaypam
(master procedure manual).

3.3 coxpaHsAemMasi B 3NeKTPOHHOM Buge unHpopmauuns; ESI (electronically stored information, ESI):
WHdopmauus, koTopasi co3gaeTcsl, UCMONb3yeTCs U XPaHUTCS B 3/IEKTPOHHONM doopMe, 1 ANst AocTyna K KOTo-
poii TpebyeTcs KOMMNbIOTEP WU MHOE YCTPOICTBO.

MpumeuyaHne — [ns Ueneli HACTOSILLErO CTaHAApTa MOHSTUE COXPaHSIEMOV B 3/IEKTPOHHOM BUAE WHAOP-
MaLN OXBaTbIBAET AOKYMEHTbI 1 KOHTEHT, CO3AaHHble WM ynpaB/isieMble opraHusalmeli B Xoae ee AeoBoit AesiTesb-
HOCTW. D/IEKTPOHHbIE AaHHble, COAEPXALLMECS B PESISILMOHHBIX 6a3ax AaHHbIX, U CreLMaM3npoBaHHble NpUKNagHble Ha-
6Opb! AaHHbIX HE CUMATAIOTCS YaCTbIO M3y4aeMoii B NpoLecce NPoBeAeH!st JAHHO OLEHKM COXPaHSeMoli B 3/1EKTPOHHOM

BUAE MHopmMaLmn.

3.4 yntaemocTb (readability): Cnoco6HOCTb CUCTEMbI C TEYEHWEM BPEMEHU TOYHO, COr/IACOBaHHbIM
06pa3om BOCNPOU3BOANTbL COXPaHEHHYI UHopMaunio 6e3 Kakux-nmbo n3meHeHuii B nepBoHa4YasibHOM KOH-
TEHTe, KOTopble Obl CYLLECTBEHHO M3MEHSN TO, YTO 6bI/I0 U3HAYAIbHO COXPaHeHO.

3.5 HagexHbI (reliable): CBONCTBO fOKYMEHTA/KOHTEHTA, OTpaxarllee OBepue K TOMy, YTO OH SAB/S-
€TCH NOJIHbIM U TOYHbIM NpeAcTaB/ieHneM NOATBEPXAAEeMbIX UM onepaLmil, 4eNCTBUIA K DaKTOB, U BO3MOX-
HOCTb NOMIOXUTBLCA HA HEro B Xofe nocneayroLmMx onepaunii nam aencTeunii.

3.6 3acnyxuBawowmnii gosepus, AOCTOBEpPHbIN (trustworthy): [JOKYMEHT/KOHTEHT, COXpaHseMmblli B
3NEeKTPOHHOM BUAe TakuM 06pas3oMm, KOTOPbIA NoAfepXMBaeT BO BPEMEHW €ero LesioCTHOCTb, TOYHOCTb, Ha-
[EXHOCTb 1 NPUrOAHOCTb K MCMONb30BaHUIO/UNTAEMOCTb.

MpnmeyaHne — Cm. ISO/TR 15801.

4 OueHKa poBepeHHbIX ECM-cuctem

4.1 O6wwue NOoXeHns

4.1.1 Pe3ynbTaTbl OLEHKN

JosepeHHble ECM-cucTembl [0/XHbI 0b6ecneymMBaTb BO3MOXHOCTb HaAeXHOro BOCNPOU3BefeHUs
ynpaBnseMoli umm uHgopMauun 1 npefoTBpawiate HeCaHKUMOHWPOBaHHbIE MoAMcbrKauum 1 M3MeHeHus
KOHTEHTa ¥ B3aMMOCBSA3aHHbIX C HUIM MeTafaHHbIX. ITO KacaeTcs /1060l coxpaHaemol B 31eKTPOHHOM Buje
nHpopmauun (ESI), cozgaHHo B pasHOO6pa3HbIX OQUCHBLIX NMPUIOKEHUAX, UCMO/b3YHOLWNX BHELIHWE UCTOY-

2
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HUKN ON15 «NOMOJIHEHUA» KOHTEHTa/A0oKyMeHTa, Korga TOT co3faeTcs W/uau pacnedvatbiBaeTcs/coxpaHseTcs,
KaK 37O COYTET YMECTHbIM opraHu3aLms.

PesynbTatbl Takoli CTaH4apTM3MPOBAHHOW OLEHKM A0/DKHbI BKAKOYATb NOAPO6HLIV OTYET, cogepXalynii
JOCTaTouHyo MHopMaLMio, NO3BOIAIOLWLYI0 OpraHM3aLun onpefenuTb, Kak siyylle BCero Koppektuposatb Te
acnekTbl, B KOTOPbIX, KaK OblN10 YCTAHOBMEHO, He GblfI0 MOMHOrO0 COOTBETCTBUA TpeboBaHMAM. JaHHbIn oTyeT
TaKkke [0O/DKEH BK/IOYaTb, HapA4y C NoApPO6HbIM OnMcaHWeMm TeXHOs10ruun (rae 3To YMEeCcTHO), peKkomeHgaLmm
W CBSi3aHHble C yrpaBfeHnemM KOHTEHTOM/AOKYMeHTaMu MOMUTUKM U Npoueaypbl, KOTopble HEOBXOAUMbI AN
LOCTMXKEHMA NONIHOTO COOTBETCTBUA TPeOOBaHUAM.

KnoyeBbIM 3/1EMEHTOM HACTOALWEro ctaHfapra OUEHKN ABNAETCA npefocTaB/ieHne opraHmsaunm nog-
po6HOI MHhopMaummK, Kacarwlwenca obwen HagexXHoOCTU 1 foBepeHHocTn mx ECM-cpegbl, BMECTE C pPeKo-
MeHAaLMAMM 0 TOM, Kak UCMPaBnATb Te acnekTbl, KOTopble, COracHO pesysibTatam OLEHKW, HE COOTBETCTBYIOT
TpeboBaHNAM CTaHAAPTOB, OTHOCALUMXCA K yNpaB/ieHU0 KOpnopaTtuBHbIM KOHTEHTOM (ECM) 1 gokymeHTamu.

Mo 3aBepLUeHMM NOOON OLUEHKK, cooTBeTCcTBYHOW e NCO 18829, npoBoauBLIAS OLLEHKY rpynna crneuu-
anucToB (ganee — rpynna OLEHKW) JO/DKHA MOArOTOBUTL MOAPOOHbLIA OTHET, codepXaluuid, Kak MUHUMYM,
crnegywollee:

- lenoBble NOTPe6HOCTM W/Mn fenoBoe 060CHOBaHWe. [laHHbIA pa3fen oTyeTa A0/HKEH BKIYaTb ONU-
caHune 1CMosib30BaHHbIX MPOLLECCOB OLIEHKN AOKYMEHTOB, KpPaTKoe W3/M0XeHUe YyCTaHOB/IEHHbIX (DaKTOB U pe-
3y/1IbTATOB aHa/m3a B OTHOLIEHMN (DU3UYECKUX U 3/IEKTPOHHLIX AOKYMEHTOB, a TakKke BbIABMIEHHble B Xo4e
OLEHK/ Mpo6/ieMHblE BOMPOCHI, MEKLLNE OTHOLIEHUE K AEe/10BOW AeATEe/IbHOCTH;

- aHanuTMYeckuini pasgen, cofepxalmii nogpo6Hble CBeAeHWs, YBf3aHHble C YeTKO onpefefieHHbIM
HabopOM 06bLEKTUBHbLIX NPUHLMMNOB YNpaB/ieHUS AOKYMEHTaMu W MH)opMauuein, HaueneHHbIXx Ha dopmu-
poBaHve AN OOKYMEHTauMuW W3MepuMmoli, nocsiefoBaTesibHON WHM(OPMALVOHHON CTPYKTYpbl, MOSIHOCTbIO
NVWEHHON UHAMBUAYANbHON N OpraHM3aunoHHON NpPeAB3ATOCTU. [laHHble NPUHLMNLI, PaHee U3BECTHbIE Kak
«0bLenpuHATbIe nNpuHUMnbl genonpounssogcTea» (Generally Accepted Recordkeeping Principles, GARP),
cellyac paccmartpuBalTCs B OTpac/iv ynpaB/ieHUss AOKYMEHTaMW Kak Te MPUHUMMbI, KOTOpble onpegensoT
OYeHb KOHKpPETHble YPOBHU 3pesI0CTV NporpamMmbl ynpaBneHus AOoKyMeHTamu,

- pasgen aHanusa npo6enoB B TEXHOMOMMAX, COAepXallnii onucaHne BCex NMCNOb3yeMbIX B HAcTosLLee
BpeMsi opraHusauueli COOTBETCTBYHLLMX TEXHOOMNIA yNpaB/ieHUs: KOPNopaTUBHbIM KOHTEHTOM W AOKYMEHTa-
MW, N UHbIX TEXHOMIOTUIA XPaHEeHNS U CO3[aHus, UMELMX OTHOLLIEHNEe K KOHTEHTY/QOKyMeHTaMm;

- pasfen ¢ TeXHUYEeCKUMU W KacalluUMUcs AOKYMEHTOB pekoMeHfauuamu. [aHHbIi pasfen AOo/mKeH
BK/IOYATb PEKOMeHAaLuu, CBA3aHHble C U3MEHEHWEM CYLLECTBYIOLWLErO MOJIOXKEHUA AeN B ynpaBieHUun [oKy-
MEHTaMM C Lefblo co34aHus HadexHol n nosepeHHoi ECM-cpefpbl.

4.1.2 AHanu3 npoueccos

JMobas oueHka goBepeHHbIX ECM-cuctemM Ao/HKHa HauMHaTbCA € aHanu3a npoueccoB U npoueayp, nme-
IOLWMX OTHOLLEHWe KO BCel cpefde, B paMkax KOTOpPOI OCYLLEeCTBMSETCS ynpaB/ieHWe COXPaHAeMOi B asek-
TPOHHOM BuAe MHopmaumnein. Cioga BXOAUT aHanNn3 He TONbKOo hakTUyeckux nNpoLeccoB u npoueayp, HO ©
[OKyMeHTauuu no aenoBoi npaktuke (BPD-gokymeHTauuu). CnefyeT NPOBECTU OLEHKY C/ieAyHoLLero:

- KaK [lOKYMEeHTbl, KOHTEHT u/unn nHdopmauusa BBOAATCA B cUCTeMy (T. €. KakK thusmyeckue marepuasnsl
npeobpasyoTcsl B 3/1EKTPOHHbLIA popMaT, Kak noctynaeT n obpabaTbiBaeTcs CyL,eCTBYHOLLAA 3/1EKTPOHHASA
MHgopMauma N T. 4.);

- KaK cuctema ynpasnsfieT, OCYLeCTB/IAET ayauT 1 3allnLaeT 3/IEKTPOHHYI0 nHdopMaLmio; 1

- Kak cuctema (Bkoyas obopynosaHue) obecneunBaet 6€30NacHOCTb XpaHeHns nHpopmaumm, npesoT-
Bpallas HecaHKUMOHMPOBaHHOE U3MEHeHue, Moaudukaumio nunn yganeHuve.

Ecnn pocTtynHa goKymeHTauumsa no AenoBoil NpakTuke, TO cfefyeT NpoBepuTb COOTBETCTBUE CYLLECTBY-
IOLLMX MPOLECCoB W Npoueayp 3TON AOKYMEHTaLMKN C LeNblo YCTaHOBMEeHNS hakTa CoOTBETCTBUSA Wunn onpe-
JenexHns TpebyloLwmx ynydlleHns acnekTos, BKIOYasA aHa/u3 criefyoLlero:

- KaK 6yZyT UCNONHATLCA BCe Mpoueaypbl YNpasB/ieHNA KOPNopaTUBHLIM KOHTEHTOM;

- KaK OCYLLeCTBNANNCL W/WAW OCYLLECTBAAIOTCA UMMOPT/CKAHMPOBAHWE, UHAEKCMPOBAHWE W NPoOBepkKa
MHopMauuu;

- KaK ocyLlecTBsAnacb U/nMam ocyLecTenfaeTca 3almra CUCTeMbl OT HeCaHKLMOHMPOBAHHOIO A0CTyNa,

- KaK ocyuiecTBnsnacb Wunu OCyLLeCTBAAETCH 3aliuta KOHTEHTa OT HeCaHKLMOHWPOBAHHON Moaudun-
Kaumm Win n3MeHeHus;

- KaK OCYyLLeCTBAAMOCh W/WAW OCYLLECTBNSAETCA ynpaB/ieHne aBTOPM30BaHHbIM BHECEHVEM U3MEHEHW B
KOHTEHT/[OKYMEHTbI, BK/IOYas BbINOHEHWE TPEOOBaHWUA K COXPAHEHWIO KOHTPO/bHON MHhopMauun B XypHa-
nax ayguta u K o6ecneyeHrito BO3MOXHOCTM M3B/IeYEHUs /060 npeaplaylein Bepcu KOHTEHTa/A0KYMEHTa;
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- KaK OCYyLLLeCTBNANOCH UMW OCYLLECTBAETCA COXpPaHeHue U ynpas/ieHne npumMmevyaHusaMm 1 aHHoTaum-
AMKU (ECNIN TAKOBbIE UMEIKTCSH), EC/IN OHW ABNSAKOTCA YacTbl0 Le/10BOl AOKYMEHTaLuu; 1

- Kakve mepbl M CpefcTBa KOHTPOMS W YNpaB/ieHUs UCNOSb3YITCA CUCTEMOI ANS YCTaHOBAEHUS U OT-
CNeXxnBaHUsA CPOKOB XpaHeHWUs 018 BCeli COXpaHsaeMOol B 3/1IEKTPOHHOM Buae nHdopmMalm B COOTBETCTBUMN C
YTBEPXAEHHbIMUN yKa3aHUAMWN N0 CPOKaM XpaHeHUs LOKYMEHTOB.

Ecnn ncnonb3yetca pasBepHyToe Ha BHELLHEM cepBepe pelueHne n/mnun BHeoducHble (B T. Y. 061ayvHble)
KOMMOHEHTbI, He HaxoAsLnecs nog HenocpeacTBEHHbIM KOHTPOIEM OpraHmn3auny Kak OTBETCTBEHHOIO XpaHu-
Tens, TO rpynna OLueHKN AO0J/hKHa Takke NMpOBEeCcTW aHan3 CTeneHyn cooTBeTcTBUA TpebosaHusam NCO 17068
«VHhopmauma 1 AoKyMeHTauus. XpaHuauwe 3AeKTPOHHbIX AOKYMEHTOB [OBEPEHHOW TPETbel CTOPOHbI».
B NICO 17068 copepxatcsi NoApo6HbIe CBEAEHUSI U peKOMeHAauun, Kacawlmecs TpeboBaHuii K NOCTaBLLN-
Kam ycnyr BHeodgmcHoro (061a4HOro) xpaHeHus, npoueayp U cornaweHunii ¢ noctaBwmMkamm, KOTopsie creay-
eT MPUHATbL BO BHUMaHWe nepep nepegaveil KOHTEHTA Ha XpaHeHWe B He HaxOAsALLYCS Nof NOMHbIM KOHTPO-
NleM opraHv3almu BHELLHIOK cpejy.

Ecnn fokymeHTaums no AenoBoi npakTuke HemosHa WM OTCYTCTBYET, TO BC/lie[ 3a NpPOBeAEHMEM OLeH-
KN MOXeT nocnefoBaTh co3faHue Tako AoKyMeHTauuun. [JokymeHTaumnsa no 4enoBoi npakTuke sBnsieTcs 06s-
3aTe/IbHbIM KOMMOHEHTOM /060 HaAEeXHOW 1 AOBEPEHHON cpefbl. XOTA CO3[aHne 3TON AOoKyMeHTauuu yxe
nocne Toro, Kak cpefa 6bln1a 3anyleHa B MPOMbILWJ/IEHHYIO 3KCn/yarauuio, CBA3aHO C PUCKOM TOro, YTo f0-
BEpMe K y)Ke MMeBLUelics B CMCTEME MHOpMaLun MOXeT ObiTb NOCTABNEHO MNOA COMHEHME, TEM HE MeHee,
ans nobasnsieMoil BNnocneAcTBMM MHGOPMAaLMK, COOTBETCTBYHLLME MPOLLECCH AO/MKHbI ObiTb YETKO 3a40Ky-
MEHTUPOBaHbI.

4.1.3 VcnosiHeHMe 3aKOHOAaTe/IbHO-HOPMATUBHbLIX TPeOOoBaHMWIA

OT opraHu3auuii, Ha KOTOpble pacrnpoCTpaHSTCA 3aKoHOAAaTeNlbHO-HOPMAaTUBHble TpeboBaHUSA B OT-
HOLUEHMMN COXPaHAEeMOI B 9N1EKTPOHHOM Buae MHdopMaunm, MoXeT NnoTpeboBaTbCs NOATBEPXAEHNE LLesoCT-
HOCTU U MNOA/IMHHOCTM 3MEKTPOHHONM WMHOpMaLMn B faBaeMblX NOj NPUCAroli nokasaHusx. MNoagepxaHue
4YeTko CCHOPMY/IMPOBAHHBLIX NMOAUTUK U Mpoueayp, AOKYMEHTauuMu Mo AesioBOl MpakTuKe, a Takke Hauuve
3aBepeHHbIX XypHasioB ayauTa, noApobHO OoTpaawlmx To, Kak 6bina cobpaHa u ynopsfovyeHa 3/1eKTPOH-
Has uHdopmauusa, byneT MMeTb pellalollee 3HavyeHwe A1 YyCTaHOBMEHUA ayTEHTMUHOCTM COXpaHsemol B
3M1EKTPOHHOM BUAe UHopMaunu.

4.2 [eiicTBMA B paMKax NpoBeAeHUNS OLEHKN

421 AHann3 fOoKyMeHTauMn Mo CyLecTBYHOLEN Ae/I0OBOM MpakTUKe M MHOW OOKYMeHTauuun op-
raHusaumnm

Fpynna oueHKM [Oo/MKHa M3YyuuTb paHee pas3paboTaHHyl AO0KYMeHTauuio Mo AefI0BOM npakTuke
(BPD-pokymeHTauuto) ¢ TemM, Ytobbl nocnepoBaTesibHbIM 06pa3oM OO6BACHWUTH B3aMMOCBA3b MeXAay pas-
NINYHBIMU NOANTUKaAMKU W Npoueaypamu opraHusauunm, okasbiBaloWUMU BAUAHUE Ha XpaHEHWe 3/1eKTPOH-
HOW MHpopMaLmn.

Ipynnoii oueHKN JO/MKHA GbiTb MpOaHa/IM3MpoBaHa Kaxaas M3 obnacTeid, OXxBaTbiBaeMbIX Ha3BaHHbIMU
B BPD-foKkymMeHTauuu noamtnukamm v npouegypamu, ¢ Tem 4todbl onpefenntb, Obiiv i 3TU NOAUTUKK U MPO-
uenypbl (Hapsgy ¢ annapatHbiM o6ecneyeHmem, HOCUTeNsMu MHAopMaLMn U NporpaMMHbIM obecneyeHem
ANs ynpasneHns KOHTEHTOM/OOKYMeHTamMun) peann3oBaHbl B COOTBETCTBUM C MPUHLMNAMU NPOEKTUPOBaHNUS,
onucaHHbiMKn B ISO/TR 22957, ISO/TR 15801 1 MCO 15489. Ecnv gokyMeHTauus no AefoBOl NpakTuke He-
noJsiHa Wau OTCYTCTBYET, TO rpynna OueHKn Ao/HKHa NpoBecTu oLeHKy acnektos ECM-cuctemsl, cocpefoToums
BHMMaHWe Ha NOSNTUKax M npoueaypax, CBA3aHHbIX C TEM, Kak OCYLLeCTBASAETCA 3axBart nHdopmalmm, ynpas-
NleHne e n obecnevyeHne ee 6e30MacHOCTML.

Kpome Toro, rpynna oueHK1 40/IXHa npoaHaiM3nMpoBartb, Kakum o6pa3oMm B opraHusaumy ocyL,ecTsns-
nocb MHGOPMUPOBaHUE 0 NOMMTUKAX U Npouenypax U 03HaKOMJ/IEHME C HAMU, B TOM Yncne NocpeacTBOM Npo-
rpaMm obydeHus, n ybeanTbCcs, YTO OTBETCTBEHHbIE 3a BHeApeHMe uam obecneyeHne WUCMOAHEHUSA AaHHbIX
NOJSIUTUK NNLA C HUMW O3HAKOMJIEHbI.

B yacTHOCTM, Aaxe Mpy OTCYTCTBUMU LOKYMEHTauUM no AeNOBOA NpakTuke rpynna OUEeHKN JO/HKHA AaTb
OLLeHKY BCeX MOJIMTUK U Npoueayp, peasn3oBaHHbIX B COOTBETCTBUN C NPUHLMNAMKU, CPOPMYTNPOBAHHBIMU B
ISO/TR 15801 u ISO/TR 22957 B OTHOLIEHMN HaLEXHON 1 foBepeHHon ECM-cuctembl. XoTs TEPMUHOMOINSA
B 3TUX OOKYMEHTax HEeCKOJIbKO pasfinyaeTcs, OfHAaKO Jiexallasas B OCHOBE K/H0YeBbIX BUAO0B AEATENIbHOCTU
KOHLenuMs oanHakoBa.
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XoTS BbI6OP Ha3BaHWn U/MIK Hanuyne onpefeneHHbIX NONUTUK WK Npoueayp 3aBUCUT OT KOHKPETHOW
[enoBoii onepauun, OXuaaeTcs, YTO rpynna OUEHKW NOAyYMT U MpoaHanvM3upyeT MOMUTUKA U Mpoueaypsl,
nepeyncreHHole B 4.2.2.

4.2.2 OueHka BKOYaemoli B cucteMy MHdopmaLmn

4.2.2.1 O6wme nonoxeHus

pynna oueHkn Jo/mkHa nogpobHO npoaHanun3npoBaTb NPOLLECCHI, CBA3AaHHbIE C UMNOPTOM M3HaYaslbHO-
3NEKTPOHHbIX AaHHbIX U KOHBEPTUPOBAHHOW W3 aHasoroBbiX dopmaToB MHpopMauuu. Mcnonb3lyemble Ans
C034aHusA coxpaHAaemoii B 3N1eKTPOHHOM BuAe MHhopMauun npoueccobl MMNopTa, Murpauny n/mnm KoHsepcun
LOJDKHbI BbITb AeTaslbHO NpoaHaIM3npoBaHbl € TeM, YTOBbI o6ecneunTb OCTYNHOCTL A1 MOUCKa U u3Bneve-
HWA BCEMMW KOHEYHbIMU MOJIb30BaTeNAMU MO NX 3anpocy Bcelh MMNOPTUPOBAHHOW/KOHBEPTUPOBAHHOM U NPOVH-
[eKcMpoBaHHON nHdopmaLmmn (B COOTBETCTBUM C AOKYMEHTauuen no 4enoBoi npakTuke, ecnv TakoBas cylle-
CTByeT— B MPOTVMBHOM Cllydyae AOKyMeHTauuo no AenoBol npakTuke HeobxoaMMmo paspaboTartb; cm. 4.1.1).

pynna oueHKM O0/MKHA NOArOTOBUTbL TECTOBbIE CLEeHapuu, B pamkKax KOTOpbIX obliee KOSMYecTBO UM-
NOPTUPOBAHHbLIX U/WX KOHBEPTUPOBAHHLIX CTPaHUL, Y OKYMEHTOB MOXeT OblTb COMOCTAB/IEHO U NPOBEPEHO
B CpaBHEHUM C 06bEMOM MHopMaLMM B NepBOHaYasIbHbIX dopMartax U CTPYKTypax.

4.2.2.2 KoHBepcusi faHHbIX M3 aHa/IoroBOro oopmaTa B 3/1EKTPOHHbINA dhopmaT

pynna oueHKn A0/HKHA OLEHUTb, KakuM 06pa3oM KOHTEHT Obl/l MOATOTOBMEH A/15 MPOBELEHUA €r0 KOH-
BEpCUM W Kak opraHusaumsa obecneumna KOHBEPCUIO BCEX [OKYMEHTOB, MpUMeYaHuin U T. . U3 aHan0roBoro
hopmaTa B chopmaTt coxpaHsieMolii B 3N1EKTPOHHOM BuAe MHOPMALMM B COOTBETCTBUM C AOKyMEHTauuei no
[enoBoli npakTuke. Takas oueHKa [0/HKHA BKIOYaTb NPOBEPKY COBAAEHNs Monb3oBaTensMy NpoueccoB U
npoueayp, a Takke BbISIB/IEHVE MPOLLECCOB U NPOLEeAyP, KOTOPblE HE COOTBETCTBYIOT MEXAYHapOL4HbIM CTaH-
JapTam 1 nepefoBoOli NpakTuKe.

4.2.2.3 3axBaT U3HavyanbHO-3/IEKTPOHHLIX Marepuasnos

B 3TOM NyHKTE paccmarpuBaeTcs 3axBaT M3HAYa/IbHO-3M1EKTPOHHbIX AaHHbIX U UX XPaHeHWe B oueHuBa-
emoli ECM-cpege/pelnennn. I'pynna OUeHKM A0/HKHA OLEHUTb NPoLecc, UCMOb3yeMblli A5 3axBaTa AaHHbIX
C BHELWHUX HocuTeneli nHgopmaLmm, YTobbl YCTAHOBUTL creaytoulee:

- Ucnonb3yemsblii npouecc obecrneunBaeT, YTOObl BCe AaHHble, KOTOPble Npejnofarasnocb COXPaHUTb B
HaJeXHoOM ¥ foBepeHHOM ECM-pelueHumn, felicTBUTEIbHO ObI/IM 3aXBayeHbl, MPONHAEKCMPOBAaHbI Y COXpaHe-
Hbl B COOTBETCTBUM C TEM, KaK 3TO ONMCaHO B NOJSIUTUKax 1 npoueaypax;

- npouecc, ucnosb3lyemblii AN BbIIBAEHNA Ay6NnpoBaHWA AaHHbIX WK UX penavkaunum mexay nosb-
30BaTeNSAMU, ¥ KOTOPbIX MOXET UMETbCS HECKOJIbKO KOMUiA OQHOTO M TOTO Xe JOKYMEHTA,;

- npouecc, UCNonb3yemblii AN KOHBEpPCUMU NO60ro CyLlecTBYHOLWEro KOHTEeHTa M3 ycTapeBLUMX Wau
nponpueTapHbiX )OpMartos; M TO, KaK Mnosib3oBaTtens/rpynna murpaumm obecneynsnin KOHBEPCUIO BCEX COOT-
BETCTBYIOLLMX AaHHbIX 6€e3 notepy mx AOCTOBEPHOCTU W YNTAEMOCTU, OAHOBPEMEHHO 06ecneynB KOHBEPCUIO
BCeli CYL,eCTBEHHON MHopMaLun B COOTBETCTBUM C AOKYMEHTaLMel No Ae/1I0BOA NpakTUKe.

B oTHOWeEHUN faHHbIX, AN1A KOTOPbIX NOTpeb6oBanocb NPoBefEeHNe KOHBEPCUU, B Cllyvyae ecnv onpepge-
NeHHas uHgopmauusa 6bina noTepsHa M3-3a HECMOCOOHOCTU MHCTPYMEHTa KOHBEPCUM NPOBECTU KOHBEPCUIO
B COOTBETCTBMM C JOKyMeHTauuneld no 4enoBoil npakTuke, rpynna OLeHKU AO0/HKHA MPOBEpUTb, COXPaHWIN N
nosnib3oBaresnb/rpynna Murpaunm takke U UCXo4Hble AaHHble B UX NMepBOHayYasibHOM dpopmare A/ uctopuye-
CKUX Lenei.

pynna oueHKn [O/MKHA BbISBUTL M NPOBEPUTL MPOLLECCHI, UCMO/b3yeMble B XOA4e BBOAA TON 3/1eKTPOH-
HON uHdopmaLmmn, oA KOTOpPO NoTpeboBanoch NpoBefeHe KOHBEPCUM U3 MHbIX JOPMATOB, B KOTOPbIX 3Ta
UHpopmMauma Gblna nepBoHavyasibHO NosyyeHa.

4.2.3 YutaemocTb

HagexHble 1 goBepeHHble ECM-cucTembl NOAAEPXKMBAKOT KOHLEMUUIO YMTAEMOCTUM COXpaHsaemoli B
3M1EKTPOHHOM BUAe MHAopMauun. YMtaeMocTb — 3TO CMOCOGHOCTb CUCTEMbI C TEYEHMEM BPEMEHU TOYHO,
corsiacoBaHHbIM 06pa3oM BOCMPOU3BOANTL COXPaAHEHHYI0 MHGIOPMaLMo 6e3 Kakux-Nmbo N3MeHeHnin B NepBo-
HayasIbHOM KOHTEHTe, KOTopble Obl CYLECTBEHHO U3MEHAN TO, YTO ObII0 U3HAYASIbBHO COXPaHEeHo.

pynna oueHkn [o/mMKHA NOArOTOBUTbL TECTOBbIE CUEHapwuu, UCMOosb3ys NpoLecc NpoBEepKU YnTaemMocTu
06pasLoB MMNOPTMPOBAHHONW W/WN KOHBEPTUPOBAHHON MHGOPMALMKM C UCNOMb30BaHWEM CTaHAapTU3Upo-
BaHHbIX CPeACTB NPOCMOTpa n3obpaxeHwuii/gaHHbix. MNponpuetapHoe v cneunanu3mpoBaHHOe nporpammHoe
obecneyeHve A1 NPOCMOTPa M306paXeHUii/AaHHbIX HE JO/HKHO UCMOMb30BaTbCA A1 NPOBEPKU YNTAEMOCTU
COXpaHSAEMOW B 3N1EKTPOHHOM BuAe MHopMaLmnK, 3a NCKIYEHNEM Tex caydaes, Korga takoe nporpamMmmHoe
obecneyeHne SABNSETCA €4MHCTBEHHbIM UMEKLMMCA NporpaMMHbIM obecneyeHnem Ans focTyna K OueHu-
Baemoli 3MeKTPOHHOI WHpopmauun. B nocnegHem criyyae rpynna OUEHKW [AOJKHA, Korga 3TO BO3MOXHO,
OLEHUTb NporpammHoe obecrneyeHune Ans npocMoTpa N306pakeHni/gaHHbIX C TOUKU 3PEHNS ero A0CTYNHOCTH

5
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B OyayliemM. 3TV TECTOBble CLEHapUU AO/MKHbI ObITb BbIMOSIHEHbI CUCTEMON, a BbIXOAHbIE AaHHble A5 Bbl-
6OpKN COXpaHAEeMOl B 3NEKTPOHHOM BuAe UHopMaLMy AOMKHbI ObiTb MPOBEPEHbI TPYNMNOA OLEHKN C Lefblo:

- onpegenuTb, UMena M MecTo HenpegHaMmepeHHas MoanduKaLmsa ynpaBnseMoin CUCTEMON 3/1eKTPOH-
HO nHdopmaLmu;

- faTb BO3MOXHOCTb Fpynne OLEHKU ONpefennTb Hannune pasfimumii KOHTeHTa WCXOAHOro maTepuanal
[OKYMEHTa B CpaBHEHMMW C €ro 3/1eKTPOHHOI Bepcuei;

- BbISIBUTb, TPEOYHOTCS /M Kakue-imbo crnewluasim3MpoBaHHble MHCTPYMEHTbI ANns M3B/edYeHus/oTobpa-
XeHUs MHOpPMaLMKN, KOTOPbIE BbIMNOJHAT Kakylo-Nnbo MHTEPNONSALMIO MW SKCTPANONALMI0 faHHbIX; unnu

- onpegenuTb, AABASAKTCA NN POPMAaTbI/CTPYKTYpPbl COXPaHAEMOW B 3/1EKTPOHHOM BuAe MHdopManuu
CTaHAAapTU3MPOBAHHLIMU, U KaKMe MMEHHO CTaHAapTbl UCMOMb3YHTCS.

4.3 OueHKa npoLeccoB OTC/IeXUBaHUA CPOKOB XpaHeHUs nHopmauumn, obecnevyeHms ee
L,0/TTOBPEMEHHON COXPaHHOCTU N YHUUTOXEHUS

4.3.1 NIHTeponepabenbHOCTb NPUIOXEHUIA

Heobxogumo oueHuUTb, Ay6nunpyroTca Nu mucnosb3lyemble B ECM-cucteme meTafaHHble Mexay
ECM-cuctemamm; MOryT fii OHW 6bITb U3MEHEHbI UM MOAUMULMPOBaHbI TakuM 06pa3oM, YTOObl U3MEHUTb
[OCTYMNHOCTb COXpaHAeMOW B 3N1EKTPOHHOM BuAe MHAOpMaLMn UM BOCNpensaTcTBoBaThb A0CTYNY B GyayLiem,
n/Mnn MOTYT I OHW NPUBECTU K pa3HbiM pesy/sibTaTaMm B 3aBUCUMOCTU OT TOrO, Kakas cuctemMa MCnosb3yeTcs
ONS NOWCKa, XpPaHeHUs WM M3BJIEYEHNSI COXPaHSIEMON B 3M1EKTPOHHOM BuAE MHOpMaLun.

4.3.2 Murpayma gaHHbIX Mexay 3/1eKTPOHHbIMU HOCUTEeNsAMU UHGopMaumn

Heobxo4MMo oueHUTb, Kak npoBoguiacb murpaums nHhopmauum B ECM-pelueHne, Bkovas npoueny-
pbl, o6ecneynBarlLie HEU3MEHHOCTb 3/1IEKTPOHHON MHGOPMAaUUM M COOTBETCTBYIOLMX METafaHHbIX, B TOM
yucne hainosbix hopmatos, cxatus, MeTajaHHblX U T. 4. OueHUBaT TUN 1 YPOBEHb ayauTa, KOTOpbIA 6bin
peann3oBaH B XO4e Murpauun, 1 To, KaK opraHu3auunsa onpegennna, 4to BCA 3/IEKTPOHHAA UHopmauns, Ko-
TOpyto nNpeanonaranocb MATPUPOBaTh, AEACTBUTENBHO Gbl/la MUTPMPOBAaHa B COOTBETCTBUM C AOKYMEHTauuel
no AefloBOli MpakTuKe.

4.3.3 KoHBepcusa oopmMaToB AaHHbIX

Heo6xo4VMO OUEHWTb MpPOLLECC, KOTOPbIA UCMO/b30BasICA /11 KOHBEPCUM COXPAHSAEMOWN B 3/IEKTPOH-
HOM BuAe WHdoOpMauuMM U3 NnepBoHavyasnbHOro dopmara B Xenaemblit chopmar. OueHVBaOT METOA00MNI0,
ncnosnb3yemyto A9 obecnevyeHna oTCyTCTBUA NMOTEPb UHOpMaLUK, a Takke NPOLLECCHYI0 AOKYMEHTauuo no
npouegypam, BbIMOJIHAEMbIM A1 OCYLLECTB/IEHNA KOHBEPCUW.

4.3.4 Mporpamma MOHUTOPUHIa HocuTenei nHopmMaymn

Heob6xo4AMMO OUEHUTb TEXHOJIOTUI0 XpaHeHUs, ncnosb3yemyo ana ESI-gaHHbIX, a Takke BCH LOKYMEH-
Tauuio, KacalLlycs TOro, kak obecneynBaeTcsl 3aljuta XpaHMMONn MHGOpPMauuMM B COOTBETCTBUM C NpuUme-
HUMbIMU MeXAyHapoAHbIMW CTaHAapTamMu, OTHOCALMMUCA K HAAEXHbIM W [OBEPEHHbIM cpefam XpaHeHuA
(ISO/TR 15801, ISO/TR 22957 uT. 4.).

4.3.5 HeobpaTnmoe yHnUYTOXeHuelyganeHme gaHHbIX

HeobxoanMo oueHWTb, KakvuM 06pa3oM opraHusaums obpabaTtbiBaeT 3anpochbl Ha YHUUTOXEHWe, a Tak-
Xe dhopmann3oBaHHbIA NpoLuecc ynpasBneHus yaaneHneM coXpaHsaeMoi B 3/IeKTPOHHOM Buae uHdopmaumu,
koTopass ECM-cuctemMoin Gbisia noMeveHa kak Tpebytollas nnbo apxmBauuy Bo BHELLHeWR cucteme, nMbo yaa-
NIeHNst NOC/e AOCTMXKEHNA 3TON 3NEKTPOHHONM MHGOpPMaLMeli KoHLa ee XU3HEHHOro LumKa.

pynna oueHk Jo/mKHa npoaHan3npoBaTb NOJIUTUKY B OTHOLLEHUW CPOKOB XpaHeHWs AOKYMEHTOB WU
KOHTEHTa ¥ nepeyeHb BUAOB AOKYMEHTOB C yKa3aHMEM CPOKOB XpaHeHWs1 1 AeACTBUI MO UX UCTEUYEHUN, C TEM,
4yTOObl YH6EANTLCS, YTO COOTBETCTBYIOLLAS 3/IEKTPOHHAA MHGopMaLma 6blna naeHTuuuupoBaHa, a Moaysb
ECM-pelueHuss Ans oTCneXuBaHUs CPOKOB XpaHeHUs Obl/l HACTPOEH B COOTBETCTBUM C MOAUTUKON W nepey-
HeM. Hapsigy ¢ aHann3oMm 3Toil uHopmauum, rpynna oLeHKn AO/KHa NpoaHanM3mpoBaTbk BCe BEpCUMU nepeu-
Heli 1 NOAINTUK B OTHOLLEHNN CPOKOB XPaHEHUs, YTOObl YCTaHOBUTL, SIBASAKOTCA /I U3MEHEHUSA U OOHOBNEHNS
B HUX YETKO UAEeHTUdUUUPYeMbIMA, 1N BCA /M codepxalanacsa B ECM-pelueHun nHopmaums ynpasnaercs B
COOTBETCTBMM C TEM, Kak 3TO YCTAHOBJ/IEHO U 3a40KYMEHTUPOBAHO. [pynne OUEeHKM Takke XenaTesibHO Mnpo-
aHanu3npoBsaTb BCe MPOLECChbl PYYHOro ynpasB/ieHUs OOKYMEHTaMW, KOTOpble MOryT MPUMEHATLCA B OTCYT-
CTBME (NN BMECTO) aBTOMaTM3MpOBaHHOrO npotecca.

Kpome Toro, go/mkHa ObiTb cAenaHa OLueHka TOro, Kak MCMOJSIHEHWE YKa3aHuii Mo CPOKaM XpaHeHus W
OENCTBUA NO UX NCTEYEHUUM MOXET ObiTb MPMOCTAHOB/IEHO C LE/bI0 UCNOMHEHWS MpoLeayp pearnpoBaHus
Ha 3anpocbl Ha BbIABIEHWE W MPefCTaB/IeHNe 3MeKTPOHHbIX A0oKa3aTeslbCTB W/WAN NOMUTUK NMPUOCTaHOBKM
YHUUTOXEHUSA AOKYMEHTOB U MHhOpMaUUN B CBA3N C CyaebHbIMK pas3bupaTtenbcTBaMn U paccnefoBaHusiMu.
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4.4 Be3onacHOCTb CUCTEMbI

4.4.1 CBsi3zaHHasa ¢ 6e30nacHOCTbIO MHOpMauma, nognexawasa coéopy n aHanmsy

pynna OueHKN A0/KHa OLEHUTb MOMUTUKM M nNpoueaypbl opraHu3aluu, YCTaHOB/eHHble/peann3oBaH-
Hble B OTHOLUEHMM [AOCTYyMa, 3axBarta, yrnpaBfeHus W/WAu co3faHns COXPaHSAEeMOWN B 3/IEKTPOHHOM BUAE WH-
dopmaLmm npv 04HOBPEMEHHOM COXPaHEHWUN ee AOCTOBEPHOCTU U HaZEXHOCTW. B oTHOWeHUU nHdopmMauum,
KoTopas 3axBaTblBaeTcs, ynpasnsercsa u 3awuwiaetcs B ECM-cucteme, rpynna oOUeHKU AO/DKHA onpenenuTsb,
3axBaTbiBAKTCA /M CBefeHus (MCTOpUsi onepauuii B XypHanax ayauta), AOKyMeHTupywuwne obble (Kak
ycnewHble, Tak U HeydauHble) NonbiTkKM AobaBneHvs, moandumkaumn wan yganeHus coxpaHsemoli B asnek-
TPOHHOM BuAe UHPOPMALUN Ha NPOTSXKEHUUN €e XMUIHEHHOTO LuMKa, Hapsay ¢ OTCNeXUBaHUEM UCTOPUN UHbIX
acnekToB aKTMBHOCTW MOMb30BaTeNel.

Takasn OueHKa [AO/KHAa BKIOYATb aHaIn3 TEeXHUYECKON apXMTEeKTypbl, MpOrpaMMHOro ob6ecneyeHus
ECM-cucTembl, HaeXHOCTU HOCUTENEel AaHHbIX, B TOM Y1C/ie BONPOChI CUCTEMHON U ceTeBol 6e30nacHoCTH,
a TaKke HanMuus B CUCTEME Mep M CpPeAcTB KOHTPO/IA U ynpaBfieHusl, AOCTaTOUYHbIX A1 MpefoTBpaLleHuns
HeCcaHKLMOHUPOBAHHOIO AOCTYNa Kak K cMcTeMe, Tak U K XpaHsawumea B ECM-cpefie XxpaHeHns faHHbIM.

pynna oueHKn AOo/MKHA NOoAyYUTb MHopMauuio OT rpynnbl NOAAEPXKKNA CETU W/MK OT rpynnbl N0 UH-
hpacTpykType opraHusaumu, 4Tobbl OLEHWTb, KakuM 06pa3oM ceTb OpraHu3auuu 3alluuieHa OT HecaHKLuMo-
HMPOBAHHOIO A0CTyNa, Kak 3NeKTPOHHOro, Tak 1 dmsnyeckoro. Kpome Toro, rpynna OLEHKU A0/DKHa OLEeHUTb
ECM-pelwieHne Ha npegMeT TOro, MOryT i1 Nosib30BaTeNn MoslyunTb AOCTYN K COXPAHAEMOWN B 3/1IEKTPOHHOM
BMAE WHGOPMALMK, K AaHHbIM B 6a3e AaHHbIX WU K WHOW cBA3aHHOW ¢ ECM-peweHnem uHdopmauny 3a
npegenaMy npefocTaBNeHHbIX UM NpaB AocTyna u/unu Hagnexalunx ypoBHein gonycka.

4.4.2 3awmTta MHOpMaLMN C Lefiblo NpeaoTBpaLleHUs HeCaHKUMOHMPOBaHHOW Moaudmkauum
AN yaaneHnsa anekTpoHHOW nHdopmaumnm

3T0T wWar TpebyeT oueHKN (DYHKLMOHANbHbIX BO3MOXHOCTEN Ana obecneyeHuss 6e30MacHOCTN Kak Ha
YPOBHE CUCTEMbI, Tak U Ha YPOBHE AOKYMEHTA/KOHTEHTa, C TeM 4T0Obl ONpefenuTb, Kakue peann3oBaHbl
Mepbl 3aWuTbl A8 NPefoTBpalLeHUss HeCaHKUMOHMPOBAaHHbIX MOAMMUKAUUA WA U3MEHEHUA COXpPaHsAeMOl
B 9/1EKTPOHHOM BuUAe MHopmauui. Ha ypoBHe cuCTEMbI, Fpynna OLeHKU A0/MKHA NpoaHanM3npoBaTh BblGOp-
KN 13 CYLLLECTBYHLLEN KOHTPOJIbHOW MHGIOpMaLMK B XypHanax ayauta 1 u3 3anpoTOKOSIMPOBaHHOW McTopun
onepauuii. XXypHansl ayauta 1 3anpoTOKOMIMPOBaHHAs UCTOPWUS onepauuii AO/MKHbI COAEpPXaTb CBEAEHUs O
nonbITKax BXo4a B cUCTeMYy (KakK yCrnellHbIX, Tak U HeyAauHblX), a Takke O NombiTkax AOCTyna K AaHHbIM (Kak
YCMEeLIHbIX, TaK 1 HeYAAUHbIX).

Ha ypoBHe AOKyMeHTa/KOHTEeHTa COXpaHsieMasi B 3/1IEKTPOHHOM BuAe MHGOPMAaLMsa A0/HKHA XPaHUTbCA
B ECM-peLueHmnsax, CKOHUrypnpoBaHHbIX M HACTPOEHHbIX TakuM 06pa3oM, 4TOObl NMpefoTBpaliaTb HecaHk-
LMOHMPOBAaHHLI/ A0CTyN, MoAUMMKAUMUIO UK yaaneHue, N BECTU XypHasbl ayauta, NOATBepXAawliue, yto
3/1EKTPOHHAsA MHdopMaLms He Bblla M3MEHEHa MO CPaBHEHUIO C ee NepBoHavYanbHoOW hopmoii. ObecneyeHne
HEBO3MOXHOCTN HECAHKLMOHWPOBAHHON MoOAUMUKALMM WA U3MEHEHUS 3/1EKTPOHHOIN MHGopMaLmu nocne
ee BBOJA B CUCTEMY SIBNSIETCA LeNbi 60/bLIMHCTBA opraHu3auuii. Mockonbky He Bce ECM-pelueHusi obe-
cneymBaloT NOA0OHbIA YpOBEHb 6€30MacHOCTM Ha YPOBHE CUCTEMbI W/MNWM OOKYMEHTA/KOHTEHTa, U He BCE OHU
MOTYT 6bITb HACTPOEHbI TaK, Kak NPoeKTMpoBanocb/MaaHMPOBasOCb, HEOGXOANMO B MOJSIHOW Mepe OLEeHUTb
pelueHve B LEeoM A5 YCTaHOB/IEHUS COOTBETCTBMSA Kak 0OLMM MOAUTMKaM U npoueaypam opraHusauum, Tak
¥ NonvMTUKaM 1 npoueaypam no Bonpocam ynpasneHust AOKYMEeHTamu.

4.5 OueHka gocTtyna K uHdhopmaumu

4.5.1 O6LwWwme NoJsIoXeHUS

CnepyeT onpefenvTb U 3aJ0KyMEHTMpOBaTh Laru, nNpeanpuHaTbie ANS nNpefoTBpalleHns HecaHKuu-
OHMpPOBaHHOro goctyna Kk ECM-cucteme. Hanpumep, pasMelleHne COXpaHsieMOl B 3/IEKTPOHHOM BUAE WH-
dopmaLmm Ha ceTeBOM AUCKe Jaxe B Ciyvyae NMpMMeHeHus1 Mep 6e30MacHOCTM Ha Pa3/IuyHbIX YPOBHSAX MOXET
okasaTbCs HeJoCTaTO4YHO 6e30nacHbIM, ecsin ByAeT BO3MOXEH AOCTYN K MHopMaLun 6e3 peructpauuy cee-
JeHU 0 HeM BXXypHane ayauTta.

pynna OLEHKM A0/MKHA OLEeHUTb, KakMuM 06pa3oM cOoXpaHsiemMasi B 3/1eKTPOHHOM BuAae MHGopMaLums
XpaHUTCA B 3allMLLEeHHON cpefe, rae Bce onepauuy A0CTyna NOMHOCTbIO MPOTOKONMPYIOTCA M OTCNEXUBaloT-
csl, NpefoTBpaLLas AOCTyn N60ro nosib3oBartens K AaHHbIM C MCNOJ/Ib30BAHUEM HEMPOTOKOMIMPYEMbIX PEXU-
MOB/MHCTPYMEHTOB. Takas OLeHKa A0/HKHa BKIKYaTb aHan3 npouecca, peasv3oBaHHOro opraHusauuveii ans
obecneyeHns COXpaHEeHMs Ha HOCUTENAX MHdopmauun no kKpaliHein Mepe ABYX 3K3eMMASPOB MHopmauun
C UCMnonb3oBaHWeM MeTOA0B WM ONTUMU3auuii, obecrneynBaloLMX CBOEBPEMEHHOE CO34aHWEe TOYHbLIX KOMWUiA
MH(OPMaLMM HA HECKOIbKUX HOCUTeNAX. ViHdhopMaLums He fo/mkHa nepefaBaTbCsl Ha HOCUTE b MHhopMaLun
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crnoco6amu, KOTOpble MOryT MPMBOAUTL K PacnpocTpaHeHnio BO3HWUKLIUX NpU nepefadve OLWNOO0K B AaHHbIX
(Hanpumep, nyTeM co3faHnsa KOnuii B OTCYTCTBME CTPOroro KOHTPOS LLeNOCTHOCTM).

OueHka fgomkHa Bkawo4vate nposepky ECM-cuctembl € Lesiblo NOATBEPXAEHUA TOro, YTO OWUGKN Npu
nepejadye faHHbIX Ha BCe HOCUTENW WMHoOpMaLWM AOKYMEHTUPYIOTCS, U UYTO CYyLLeCTByeT MeXaHusm Ans
CBOEBPEMEHHOr0 UCMpaBneHns Takux owmnbok. [na Bcex HocuTenein cnepyeT AOKYMEHTUPOBaTb CBeAeHUs
0 (hakTax ycrnewHoW 1 HeycnewlHon 3anuMcu 3NeKTPOHHON MHQopMauuy Ha HocWuTenb, BKIYatkolwme pas-
NINYHbIE KOHTPOJ/IbHbIE CYMMbl WU UHble pe3ynbTaTbl MOBGUTHOrO CpaBHEHUs, ecnu Te 6blan co3faHbl/uc-
Nnofib30BaHbl HOCUTENIEM MHGOpMauun (MM NOACUCTEMOI XpaHeHUs).

pynna oueHkn [O0/HKHa NOATOTOBUTL TECTOBblE CLLEeHapuu, WUCMOo/b3ysa MPOLecc NPOBEPKM TOro, 4To
3N1eKTPOHHAA WHbopMaUns XpPaHUTCHA B HECKOJSIbKUX MeCcTax, M 4To Npu 3TOM MO KpaWHelh Mepe OAWH 3K3eM-
nAsp MHopMaL M XpaHUTCS € UCMONb30BaAHMEM TEXHOMOMMU XpaHeHUs, He fonyckatoLwei HUKkakux Moandu-
KaLuii, U3MeHeHWn unn yaaneHuid, kotopble 6bian 6bl HEMOLKOHTPO/IbHbLI CUCTEME YyMNpaBeHUs AOKyMeHTaMu
un/vnn mepam u cpenctsam KOHTPOSIA M ynpasfieHns foBepeHHbIX ECM-cuctem. B aTux TeCTOBbIX CUeHapusax
[O/MKEeH MCNosib30BaTbCA NPOLECC BblAENEHUs BbIOOPKM 3M1EKTPOHHON UHGopMaLMK, n3yyaemMoil ¢ Lenbio:

- onpegfernieHns, Korga coxpaHaemas B 3/1IEKTPOHHOM Buae nHdopmMaLlma XpaHUTCA Ha pas/inyHbIX HOCK-
Tenax nHopmaunu;

- OLLEHKM XpaHeHUs 3N1EeKTPOHHON MHhopMaLumM 1 NPOTOKO/IMPOBaHNA onepauuii B cucTeme;

- M3yYeHUss BO3MOXHOCTW [0CTyna K 3/1eKTPOHHOW nHdopmauum B 06X04 Mep U CpeAcTB KOHTPONAS U
ynpassieHus, npegocrasnseMbix ECM-pewieHnem, un

- onpejesieHns, MOXeT /in UHpopMaunsa 6bITb U3MEHEHA WU yAaneHa € MOMOLbI0 UHbIX CPEeACTB, He
oxBaTblBaeMbIX MepaMu 1 cpeAcTBamMn KOHTPONA U ynpassieHus, npegocrasnseMsiMu ECM-pelueHuem.

4.5.2 YnpaBJieHWe aBTOPU30BaHHbIMN MoAndUKaLNaMN

4.5.2.1 O6wme nonoxeHus

Mpn3HaBasa BO3MOXHOCTb Ha/IMuMA [Ee/10BbIX MPUYMH 415 TOro, YTOObl paspeluatb BHeCeHWe moaudu-
Kauuii 1 N3MEHEHU, KpaliHe BaXKHO YEeTKO YCTaHOBUTb, YTO NOAO6HbIE CUTyauun SBASKOTCA UCK/IIOYEHUEM, a
He npasunom. Cregyet BbIABUTL NOMNTUKN U NPOLLEAYPbI, KOTOpble HE06X0AMMO Cob6nAaTh B TeX cny4vask,
KOraa MOryT BHOCUTbLCSH M3MEHEHWS, U BbIACHWUTb, AEACTBUTENbHO NN OHW cobniojatTcs. B xypHane ayau-
Ta creflyeT 4eTko MaeHTUUUMpoBaTb BHOCUMOE U3MEHEHWe, BbIMOJIHAWErO N3MeHeHe aBTOPNU30BaHHOIO
nosb3oBaTeNns 1 NPUYNHY A1 BHECEHUS U3MEHeHUs.

4.5.2.2 Tunbl 1 KNaccbl 4OKYMEHTOB W CBELEHUA O [OCTYNEe K AOKYMeHTam

Mpouecchl 1 npoueaypbl, CBA3aHHbIE C TEM, Kak JOKYMEHTUPYIOTCA U NOAAEPXNBAOTCA TAaKCOHOMUSA U
Knaccugmkauns CoXpaHsieMOi B 3/IEKTPOHHOM BuAe MHGOPMaUUKU, AOMKHbI ObiTb Hag/exawum obpasom
npoaHanu3npoBaHbl 1 NPOBEpPeHbl. 'pynna OueHKM Takke 40/HKHA MPOBEepUTb, ABAAOTCA SIM BHOCUMbIE U3-
MEHEHUA 1N OOHOBNEHUSA YETKO UAEHTUdUUMpyembiMn, 1 BCA U cogepxauwascs B ECM-peweHnn nHdop-
Mauua saBnseTca LOCTYNHOW u vM3Bnekaemol nocne nepesofa ECM-pelueHus B pexrM NPOMbILLIEHHO
aKcnayarauuu.

4.5.2.3 OTBETCTBEHHbIE XpaHUTENIN LOKYMEHTOB

pynna oueHKy [O/KHA NPOBEPUTb YPOBEHb MOATOTOBKMA W OMbITHOCTU OTBETCTBEHHbIX XpaHuTenei go-
KYMEHTOB C TeM, 4YT06bl onpeaesiuTb, NOHUMAtOT /I OHU MOSINTUKN U TO, Kak ux cnegyeT NPUMEHATb.

4.6 OueHKa npouecca NpPoTOKO/IMPOBaHUSA UCTOPUM Onepaunii

4.6.1 OO6LWMe NoSIoXeHUsA

JemMoHcTpauns cornacoBaHHOCTU MeXAY AeKTapupOBaHHbIMK MOMIUTMKAMU OpraHmM3aunun 1 BAUSIOLLN-
MW Ha COXpPaHSEMYH0 B 3M1EKTPOHHOM BuAe MHGOpPMaLuio npouegypamu, CBA3aHHbIMU C UCMO/b30BaHWEM
ECM-cucteM wan cucteMm ynpasfieHWs [OKYMEHTaMu, UMeEeT KPUTUYECKN BaXHOEe 3HadyeHue AN1s yCTaHoB-
NIEHNSI TOYHOCTU COXPAaHSEMOI B 3N1EKTPOHHOM BuAe MHGOPMaLMK, U 3TO CNneayeT yuuTbiBaTb NpU BeAEHUU
XypHana aygura.

Hanpumep, ecnu 06 nHgopmaLmm B NOAUTUKAX CKa3aHO, YTO OHa XpaHUTCA, YNpaBAsAeTCs U YHUUTOXa-
eTcsl onpeAenieHHbIM 06pa3oM, TO HEUCMO/THEHME 3TUX NOJTOXEHWUIA NO3BOSAET YCOMHUTLCS B TOM, UTO MHAOP-
Mauus OeiCTBUTEIbHO XPaHUTCS B HaAEXHOI 1 OBEPEHHON cUCTEME.

B yacTHOCTMW, €c/v B NOMIMTUKE MO CpOKam XpaHeHUs u/uau B nepeyHe BMAOB AOKYMEHTOB C yKaszaHWeMm
CPOKOB XpaHeHMsA W AEelCTBMIA MO NCTEYEHUU 3TUX CPOKOB O NPOLIECCE HEOOPATUMOrO YHUYTOXEHMS yKasla-
HO, YTO BCE BGyMaHble 3K3EeMMNAPbl U KOMWK, U BCA 3NEKTPOHHAA UHopMauns AO/MKHbI ObiTb YHUUTOXEHbI
(nnn yganeHbl, CTepTbl U T. MN.), HO MPW 3TOM COTPYAHUKM 3aABAAIOT, YTO OHWM WM HE 3HAOT, WKW He cnepyloT
ONUCaHHOMY B MOJSIMTUKE W/MNN NepeyYHe npoueccy, TO YTBEPXKAEHUE OpraHu3auun O HaJIMYyMn HageXHoro u
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[OBEPEHHOIO XpaHunuLia Bbl3bIBAET COMHEHWS, MOCKOJIbKY MOXHO AO0Ka3aTb, YTO OopraHu3auus He cregyet
COOGCTBEHHbLIM Npoueaypam B OTHOLLEHMM 06paboTkn MHGopmauun.

Kpome TOro, Hecob6tofieHne yCTaHOB/IEHHbIX MOJIUTUK MOXET NMPUBECTU K 3HAUYUTESIbHLIM 3aTparam op-
raHusauum Ha BbISIBJIEHWE, aHanu3 u npeacrtasBfieHVe B Xofe cyAebHbIX pas3éupaTenbCcTB WM NPOBOAUMBIX
KOHTPOMPYOLWUMM OpraHamun paccrefoBaHuili Bceil Tolh Hhopmaumn, KOTOpyo B NPOTUBHOM crlyvae opra-
HM3auus morna 6bl yaanutb 13 CBOe CUCTEMBI.

B 4.6.2—4.6.4 BblaeneHbl pasinMuHble acnekTbl NPOTOKO/IMPOBaHWA onepauuii B cUCTEME U UCTOpUn
PYHKLMOHNPOBAHNS CUCTEMBI, KOTOPbIE TPynna OUEHKVN AO/MKHA B NOSHOW Mepe OLEHWUTb.

4.6.2 i3BneyeHne npeabigyliein Bepcum OKYMeHTa, KoTopasi nogJsiexana CoXpaHeHuo

Ecnn ECM-pelueHne CKOHMUIYpMpOBaAHO M HACTPOEHO TakuM 06pa3oM, YTobbl AaTb NOMb30BaTENAM
BO3MOXHOCTb XPaHUTb [AOKYMEHTbI/KOHTEHT C WUCMNOMIb30BAHUEM Mep W CPefCcTB KOHTPOASA W ynpaB/ieHuA
X BEPCUAMU WU pefakuusamMu, TO B NOMIUTUKE OpraHm3auuy Nno cpokam XpaHeHus w/wau B nepevyHe BULOB
[OKYMEHTOB C yKa3aHWeM CPOKOB XpPaHeHUs A0/DKHO OblTb YEeTKO YCTAaHOBJIEHO, B KakuMxX C/yyasx cuctema
[O/DKHA aBTOMAaTUYeCcKU yaansaTb BEpcun Wau pepakuuv OOKYMeHTa/KOHTEHTa Nocfie ero OKoH4YaTe/lbHoro
yTBEPXAEHUSA.

[ns opraHn3auuii, KOTOpble CUMTAIOT LiesIeco06pas3HbIM COXPaHATh 60see paHHUE BEPCUM 31EKTPOHHOM
WHhopmaLun, cnucTtemMa Ao/HKHa NpefocTaBUTb MexXaHu3m Afs Moucka M M3B/JeYEHUs NpefblayLwinx BepCuil
3M1EeKTPOHHON MHGopMaunn. Cuctema Takke AO/mKHa NPOTOKONMPOBaTh (hakT coXpaHeHUs HOBOI Bepcun fo-
KyMeHTa/KOHTeHTa.

Ecnn opraHusauma ncnonb3yeT Mepbl U CPeACcTBa KOHTPOMA W ynpasfeHus pegakuusamu (yxe nocne
CO3[aHusA [OKYMEHTa/KOHTEHTa B 3aKOHYEHHOM BuUAE) AN OTC/EXVWBAHUA BHOCUMbIX B JOKYMEHTbI/KOHTEHT
U3MEHEHWI, TO cucTeMa A0/HKHA NPOTOKO/IMPOBaTh (DaKTbl COXPAHEHWUs1 HOBbIX peAakuuii AOKYMeHTa, Hapsay
¢ dhmkcauymeih MHOM MHpopmMaunn, Takoi Kak gaTta, Bpems, NpuyMHa nepecmoTpa, BbINOSHUBLUWIA AeicTBUe
nosnb3oBaresib U T. A,

pynna oueHkn AO0/HKHA OLEHUTb, Kakum 06pa3om opraHusauus ynpasnset Bepcusmu u/mnm pepaxkuuns-
MW [OKYMEHTOB/KOHTEHTA, eCc/in TakoBble Ucnosb3yTca B ECM-pelieHun.

4.6.3 YnpaBsieHne NpUMeYaHnAMMU N aHHOTaUUSMM KaK COCTaBHOM 4acTblo 4e/10BbIX AOKYMEHTOB

B HekoTOpbIX opraHn3aumsax u AN HEeKOTOPbIX TUNOB AOKYMEHTOB/KOHTEHTa crefyeT COXpaHATb npwu-
MeyaHus Uunn aHHoTaumu, obecneymsas oA HAX TOT Xe YPOBEHb 3alUUTbl, YTO U 4SIS UCXOLHOIO [OKYMeHTa/
KoHTeHTa. OTaeneHne npumevaHua/aHHoTauuu OT LOKYMEHTa/KOHTEHTa, C KOTOpPbIM Te B3aMMOCBA3aHbl, Ha-
npvmep NocpeACcTBOM NpoLecca pasfeneHust Ha C/ou, MOXeT He o6ecneyunTb 4OCTaTOUYHOM 3allnTbl 415 TOro,
4TO6bI CUMTaTh, YTO NMpUMeYaHne/aHHOTaUNA XPaHUTCA B HAZEXHOI 1 JOBEPEHHOIR cucTeme.

Heobxoavma TwaTtenbHas oueHka MeToA0B XpaHeHUs MHOrOC/AOMHON UHOopMaLUY B KOHTEKCTE Aeno-
BbIX NoTpe6HocTel. TpebyeTcss obecneunTb CBA3bIBAHME NMPUMeEYaHWsi/aHHOTaUUU C UCXOLHbIM LOKYMeHTOM/
KOHTEHTOM KOHTPOAMpyeMbIM 06pa3oM.

Ecnn opraHusaums vMcnosb3yet npumeyaHus u/wny aHHoTauuu B KayecTBe 3/1eEMEHTOB [Eef10BOro npo-
uecca, aBTOMaTM3MPOBAHHOIO C UCNOJ/Ib30BaHNEM TEXHOJ/IOTUIA yNpaBieHns NoTokamMy paboyumnx Npoueccos, To
rpynna oueHKN O0/HKHA OLEeHUTb Npoueaypbl, KOTOPbIM CriefyeT opraHm3auus.

B uncno nognexawmx oueHke BXOAAT NPOLECChbl U Npoueaypbl, CBA3aHHbIE CO CriefyoWwmM:

- KaKk opraHu3aumsi KOHTponupyeT acnekTbl 6e30nacHOCTW, CBfA3aHHble C TeM, KakK OCyLlecTBAsSeTCs
ynpaBsJ/ieHNe U XpPaHeHne npumeyaHuamMm Wnnm aHHotaumamu,

- 0OXBayeHa /im ata MHPopMaUna UHbIMU, OT/IMYAKOLWMMUCA Mepamu Mo OTC/IEXMBAHNIO CPOKOB XpaHeHWs;

- Kak opraHusauusi obecneunBaeT 3axBaT ECM-cucTemoil [OCTATOYHON KOHTPOMBLHOW (B XypHanax
ayauTa) u mctopmyeckoli nHopmaLmn 1 ynpasneHue ek, nocpefcTBOM UAeHTUdUKaLmMm 1 NnpoToKoMpoBa-
HYS NI0BLIX M3MEHEHUIA B NI0OLIX NPUMEeYaHUAX WM aHHOTaLMsAX, He3aBMCMMO OT TOr0, XPaHATCS /N OHU Kak
4yacTb [OKYMEHTa WM Kak YacTb NoToka pabouymx npoueccos.

Mpy OTCYTCTBUM B OpraHmM3auun kakoi-nmbo hopmasnibHO YTBEPXAEHHON AOKYMEHTauuy rpynna oLeHKu
[O/MKHA OLEeHUTb, NOCPeACTBOM M3yYeHWUs apXUTeKTypbl cyulecTByloweli ECM-cuctembl 1 CpefcTB KOHTPONS
W ynpaB/ieHUs1 CUCTEMHOTO YPOBHS, Kak B Tekylieii ECM-cpefe ocyLecTBASIOTCA yNpaB/ieHue 1 3awura gaH-
HbIX 3TOr0 TMNa. Fpynna OLeHKN Takxke A0/HKHa NpeAcTaBUTb pekomeHaauuy no obecneyeHno HeobXxoanMbIX
YPOBHE KOHTPOMA U ynpasieHus.

pynna OUEeHKN [0/KHA OLUEHWUTb, Kak opraHusauus ynpasaseT npuMevaHusamMu u/unm aHHoTauusMu,
ecnun oHu ucnonb3yrtca B ECM-pelueHuu.

4.6.4 YnpaBneHue 3/1eKTPOHHON MHhopMaLVed, coaepKalleri Makpocbl W/WAn BHELWHNE CCbIIKK

TpaguunoHHble NpeacTaB/feHMss O TOM, Kakue TUMbl AOKYMEHTOB/KOHTEHTa MOryT XpaHuTbcs B ECM-
cucTeme, orpaHnunBancb OUCHbIMU AOKYMEHTaMMW, COOOLLEHNAMN 3NEKTPOHHONM NOYThI, ddakcaMu M OoTCKa-
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HUPOBAHHbIMN AOKYMEHTaMu. BbICTPO maywian nHTerpaums 60nblLLIMHCTBA AEN0BbIX NPUNOXEHUA C OPUCHBI-
MU NPUNOXEHUAMMN C LEeb0 CO3[4aHNA AOKYMEHTOB W/MNN COOOLLEHUNIA 3NEKTPOHHON NoYTbl TpebyeT, 4TobbI
nwobas posepeHHads ECM-cuctema nogfepxvBasia BO3MOXHOCTb COXPaHEHMA 3K3eMmnisgpa Toro, Yto 6bi1o
CO34aH0 [e/0BbIM MPUIOXKEHNEM, B 3allMLLEeHHOM OT M3MeHeHuin dopmarte, TakoM kak copmat PDF wam
WHOIi CTaHAapTM3MpOBaHHbI/ B oTpacnu dopmar.

Bnarogaps uHTerpaumm aTux TEXHOMOMMIA, coXpaHsaemMas B 3/1eKTPOHHOM Buae UHopmauna Tenepb, Kak
npasuno, co3faeTcs AeNOoBbIMU MPUIOKEHUAMU, BKOYaA Te, YTO MOryT MCMO/b30BaTb Makpochl (KOTOpble,
HanpvMep, aBTOMAaTUYEeCKN BCTaBMAKT B MNOMAA AOKYMEHTA TeKyLllyl AaTy wunv Apyrue [aHHble), BHeLlHue
CCbINIKMN Ha apyrve hainbl BO BHYTPEHHEW CeTU UM Aaxe CCbIKM Ha BHELLUHWe AOKYMeHTbl, Haxogslmecs 3a
npegenamun opraHusauum (Mcnonb3ys, Hanpumep, URL-agpec B ViHTepHeTe). Takas chopmMmpoBaHHas asek-
TPOHHaA UHpopmaunsa 3aTem 0b6bI4HO 3arpyxaetca B ECM-pelueHne gns nocnenylowiero ynpasneHus ero.

pynna oueHkM J0/HKHA OLeHUTb, kakum obpasom ECM-pelleHune ynpasnserT:

- 9/1IEKTPOHHbIM KOHTEHTOM, CO3[aHHbIM B AE€N0BbIX NPUIOXEHUSX;

- 3/1EKTPOHHbIM KOHTEHTOM, CO34aHHbIM C UCMOSIb30BaHWEM MaKpoCOB (T. €. BCTPOEHHOrO B AOKYMEHT
KoZa, KOTOPbIA BbINOHAETCA NpW ero 0TO6paXeHun Uam neyartum); u/nam

- CCblJIKAMW Ha Apyrne AOKYMEHTbI/KOHTEHT, BHELIHMEe NO OTHOoWeHno kK ECM-pelueHuto.

4.7 OueHKa TeXHUYeCKOo cpefbl U cpefbl XpaHeHNA faHHbIX

4.7.1 Mopgenn nHopMaLoHHOW 6e30MacHOCTH

MpepoTBpalleHne HecaHKLUMOHWPOBAHHbLIX W3MEeHeHWi/yaaneHns Ha MNpOTAXEHWW BCEro XW3HEeHHOro
LMKIa coxpaHseMol nHgopMalmm SBASeTCs KPUTUYECKN BaXKHOW XapakTePUCTMKON HaJeXHO 1 4OBEPEHHOI
ECM-cuctembl. 'pynna oueHKN OO/KHA YCTaHOBUTbL, obecneynBaeT M Mogesib MHhopMaunoHHon 6esonac-
HOCTU npeAoTBpalleHve U3MeHeHwli/yaaneHns B TeYeHUe XU3HEHHOro LMK1a COXpaHsaemon WHdopmauuu.
pynna OUEHKN TakKe AO/MHKHA U3YUUTb MOSIMTUKM U KOHGUTypaLmo MHpOpPMaLNOHHOW 6€e30MacHOCTH, YTOObI
YCTaHOBUTb, Kak MUHUMYM, criegylouiee:

- obecneymBaeTcsa NonHaa 3alMLLEHHOCTb M 6e30MacHOCTb Npu 160M AOCTyne nonb3oBaTenei;

- NPOTOKO/IMPYIOTCA NOMbITKM A0CTYNa B CUCTEMY HEABTOPM30BaHHbLIX NOfib3oBaTene;

- BHELUHME KaHaslbl CBSA3M C CUCTEMON LINGPYIOTCSH; MX UCMOJb30BaHMe AOMYyCKaeTCs TOSIbKO aBTOpWU-
30BaHHbIMK NoJib30BaTeENAMU, NpUMeHswmMn VPN-pelweHns ¢ wudpoBaHMeM WK UHble ceTeBble TeXHO-
noruu, npejoTspallalLme AoCTyn K COXpaHseMoli B 9/1EKTPOHHOM Buae uHdopmauui uvnum ee nepegady
crnocobamn, KOTOpble MOryT ObITb NepexsayeHsl;

- cuctema KOHMUrypupyeTcs U HacTpamBaeTcs Takum obpas3om, YTo6bl peanusoBaTtb ynpasfeHue [o-
CTYNoMm Ha OCHOBE PO/ieBOi MoAenu, fawllee BO3MOXHOCTb aBTOPM30BaHHLIM MOMNb30BaTesNIAM NoayyaTb He-
06X0AMMBIA [OCTYN (KOTOPbIA MOXET BK/lOYATb NpaBa Ha YTeHue, Ha MOAMUKALMI0 N UHblE YPOBHW AOCTYNa)
K LOKYMEHTaM/KOHTEHTY; U/uiu

- B HaAeXHoN n gosepeHHoli ECM-cpefe TO/IbKO aBTOPU30BaHHbIE NOAb30BaTeNy MOryT A,06aBnATb/
oTbupatb/moaucmLumMpoBaTh Npasa v NPUBUIETMM MOMb30BaTENEN.

4.7.2 OueHKa TEXHO/OINI XpaHeHus

pynna oueHKM JOMKHA U3YUNTb U OLEHUTb UCMOb30BaHMe TeKyLl el cCMCTeMbl XpaHEeHUS 3NEKTPOHHO
UHpopmauni. OueHKa WMCNOMb3yeMblX TEXHOMOMMIA XpaHeHus/HocuTene uHdopmauum Ao/MKHa BKIOYATb
aHann3 BO3MOXHOCTU U3MEHWUTb 3/IEKTPOHHYI MHOpPMaLMIo, HanpuMep MCMoJb3YTCA NN nepesanncbiBa-
emble CeTeBble AMCKM, NPUMEHSAIOTCHA N Kakne-nmbo BapuaHTbl TEXHOMOMMIA OAHOKPATHOWN 3anMcm — MHOro-
KpaTtHoro uteHus (WORM) 1 npoBoAnTCS N1 ayauT TEXHOMOTUIA XpaHeHus.

pynna OueHKN AO0/HKHA OLEHWUTb, MOXHO NM MOMYYNTb JOCTYN K COXPaHAEeMOWN B 3/1eKTPOHHOM Buae
UHcopmauum B 06xof KOHTponupyowero ee ECM-pelleHnss 1 MOXHO N1 NOAYUYUTb AOCTYN K 3/1EKTPOHHOW WH-
dhopmaumun n/mnm moaudmumpoBaTb ee 6e3 Hagexallero NPOTOKO/IMPOBaHUSA, OTCNEXMBAHUA U NPUMEHEHUS
Mep 1 cpefcTB obecneyeHns 6e30MacHOCTU, a Takke onpefesinTb, 3anicbiBaeTCs /il HECKOJIbKO 3K3EeMIMIAPOB
UHopMaLuy, 4ToObl NpY 3TOM Kak MUHUMYM OfMH 3K3eMMAsap XpaHW/csA B He AOMNycKalolw MM BHeCeHue n3-
MEHEHWUA BUAE B TEYEHUE BCEr0 XM3HEHHOTO LMKNa 3TOW MHhopMauun.

Ecnn ncnonb3yrTcsa pa3BepHYTOe Ha BHELUHEM cepBepe pelleHne u/mnu BHeogucHble (B T. 4. ob6au-
Hble) KOMMOHEHTHI, He HaxoAdlwuecs noj HemnocpefCcTBEeHHbIM KOHTPO/SIeM OpraHm3auum Kak OTBETCTBEH-
HOro XpaHuTesns, TO rpynna OLEeHKN AOJ/HKHA Takke NPOBECTUM aHasiM3 CTerneHu COOTBETCTBUA TpeboBaHUAM
MCO 17068, B KOTOPOM paccmaTpuBaloTCA BCe COOTBETCTBYIOLLME acrneKTbl TOro, Kak BefAeT CBOW AeATelb-
HOCTb MOCTaBLUMK YC/IYT XOCTUHIa, KakK UCNONb3YTCA DYHKLMOHA/IbHbIE BO3MOXHOCTU peLLeHns U Kak obe-
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cneyvBaeTcs ynpasfeHue/3almTa oT HeCaHKLMOHMPOBAHHOIO AocTyna umnnu moaudukaumm coxpaHsaemoli B
3/1IEKTPOHHOM BUAe MHdopMaunn.

4.7.3 TexHosiorMyeckne ctaHOapTbl, KOTOPbIM CrieAyeT opraHusauus

pynna oueHKn Ao/mKHA B3ATb 06pasubl coXpaHsaeMoli B 3/IEKTPOHHOM BuAe uHopMauumn AN BbisBe-
HVS UCMOMb3yeMblX hopMaTOB faHHbIX C TEM, YTOObl YCTAHOBUTL, COOTBETCTBYIOT N1 (hOpMaThl 31EKTPOHHON
WHpopmauun oTpacnesbiM CTaHZapTaM, a Takke cTaHjapTam cxartus. Vicxogs M3 3Toro oueHuBaeTca npu-
rogHOCTb K UCMO/Ib30BaHUIO U YNTAeMOCTb MHopMauun B byayuieM no Mepe NpoLo/KaloLwerocs n3MeHeHus
TEeXHO/OrNA.

4.7.4 TlepBNYHOE U BTOPUYHOE XpaHUnuLia

KntoyeBbIM 3/1EMEHTOM KOHLUENUUU HALEXHOr0 U AOBEPEHHOIO XpaHEeHUA ABASETCA CNOCOBHOCTbL 1060
CMCTEMbI COXPaHATb NO MeHblUueli Mepe ABa ak3emnaspa/konum nHdopmaumm B 6e3onacHblX, 0TAENbHO pac-
NOMIOXXEHHbIX MecTax (KOTopble paccMaTpyBalOTCA Kak NepBUYHOE WUNN BTOPUYHOE XpaHuiuuwe). MNepBuyHoE,
OCHOBHOE XpaHunuuie cumTaeTcss MecTOM XpaHeHUs NepBoro aK3eMmnaspa coxpaHaemMoli B 3/1IEKTPOHHOM BUe
UHdopmaLm, a BTOPMYHOE XpaHu/uille — MeCcToM, 4e opraHu3auus XpaHuT ee BTOPOW ak3emnnsap. Mpynna
OLEHKMN J0J/HKHa U3YUYNTb TEXHONOMMN, UCMOSb3YEMblE KaK NEPBUYHBIM, Tak U BTOPUYHBLIM XPaHUIULLLAMW, C TEM
4YTOObl YCTAHOBUTb, XpaHuaacb /i BCA COXpaHsAemas B 3/IEKTPOHHOM BuAe WUHdopmMauus corfacHo nonunTu-
Kam 1 npouegypam, onucaHHbIM B AOKYMEHTauun no AenoBOi NpakTuke, ¥ B COOTBETCTBMM C NPUMEHUMbIMY
MeXayHapoAHbIMU cTaHfgapTamun 1 3aKoHogaTelbHO-HOPMAaTUBHbIMU TPeboBaHUAMU.

pynna oueHKU o/IKHA U3YYUTb pas/iMyHble MecTa XpaHeHUs [aHHbIX, YToObl onpeaenuTb NCNofb3ye-
Mble opraHu3auueli npowueccol, obecneyvBatoLlme, 4To:

- KaK MMHMMYM [Ba 3K3eMnisapa MHopmMauumn XpaHATCA B pasHbIX pu3nyeckux mecrax; u/mmm

- K&K MUHVMYM OAVH 3K3eMMsp MHopMauumn XpaHMTCs Ha HocuTene, KOTOopblli He AONyCKaeT HecaHk-
LMOHUPOBAHHbIX MOANMUKALNIA, N3MEHEHUIA UK YAANEHUIA Ha NPOTSHXKEHUUN XMU3HEHHOTO Lukna nHopmaumu.
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MpunoxeHve A
(cnpaBo4HOE)

CBefeHNsA 0 COOTBETCTBUN CChIJIOYHbIX MEXAYHApPOAHbIX CTaHAAPTOB HaUWOHa/IbHbLIM CTaHAapTam

Ta6bnunya [OAL

O603HaEHME CCbINIOHHOTO Crenenb O603HavYeHne 1 HaMMeHOBaHVe COOTBETCTBYIOLLETO HaUMOHa/IbHOIO CTaHgapTa
MeXyHapoaHOro cTaHaapTa COOTBETCTBUS Yo, 4 hap
*
ISO 12651-1 —
ISO 15489-1 HoT FOCT P NCO 15489-1—2019 «Cunctema CTaHgapToB Mo uHdhopmaumn,

616MoTEUHOMY U U3faTeNbCKOMY Aeny. VHdopmaums 1 AoKyMeHTa-
uvA. YnpasneHue fokymeHtamu. Yactb 1 MOHATUA U NpUHLMMIBLD

* COOTBETCTBYHOLUMIA HALMOHA/bHBIV CTaHAAPT OTCYTCTBYET. [0 €ro NPUHSITUS PEKOMEH/YETCS CTOMb30BaTh Me-
PEBOL, HA PYCCKUIA A3bIK AaHHOTO MEX/YHAPOAHOro CTaHaapTa.

MpumeyaHne — B HacTosLell TabnmLe VCNOMb30BaHO CIEAYIOLLEE YC/IOBHOE 06O3HAYEHWE CTEMEHW COOT-
BETCTBYSI CTaHAAPTOB:
- KOT — MAEHTWYHBIV CTaHaapT.
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1] ISO/TR 15801 Document management — Information stored electronically — Recommendations for

trustworthiness and reliability
2 ISO 17068

Information and documentation — Trusted third party repository for digital records
3 ISO/TR 22957

Document management — Analysis, selection and implementation of enterprise content
management (ECM) systems
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