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Mpeaucnosune

Llenn u npuHuunel ctaHgapTtnsaumm B Poccuiickon ®enepaunm yctaHoBneHsl ®PeaepansHbiM 3akOHOM
oT 27 nekabpa 2002 r. Ne 184-d3 «O TexHn4eckom perynmpoBaHumny, a npasuna NnpuMeHeHnsa HaumoHannbHbIX
ctaHgaptoB Poccuiickon ®epepauumn — FOCT P 1.0—2004 «CtaHgapTtusauusa B Poccunckon denepauun.
OCHOBHbIE NOMNOXEHUAY

CBepeHus o cTaHpapTe

1 NMOAIrOTOBJIEH lNocymapcTBeHHbIM yupexaeHmem BcepoccumckmMm HayyYHo-uccrenoBaTenbCkum
WHCTUTYTOM JOKyMeHToBeAeHus u apxusHoro aena «BHUWOA» Ha ocHOoBe ayTeHTUYHOro nepeBoaa Ha pyc-
CKUI 53bIK MEXOYHAPOAHOro CTaHgapTa, yKasaHHOro B nyHkTe 4

2 BHECEH TexHnyeckuM komuteTom no ctaHgapTtnsauum TK 191 «HayyHo-TexHu4eckas nidopmarms,
onbnmnoTeyYHoe N n3gaTenbckoe Aeno»

3 YTBEPX[OEH V1 BBEAEH B ENCTBMUE MNpukazom degepansHOro areHTcTsa no TEXHUYECKoMy pe-
rynuposaHuto u metpornoruv ot 15 gekabpsa 2009 r. Ne 1260-cTt

4 Hacrtosawmin ctaHgapT naeHTu4eH mexayHapogHomy ctaHgapty MICO 22310:2006 «MHdopmaums un
AoKymeHTaums. PykoBoacTBo Ans pa3paboTuMkoB CTaHOAPTOB, yCTaHaBNMBawLWmx TpeboBaHus K ynpasre-
HUo gokymeHTamm» (ISO 22310: 2006 «Information and documentation — Guidelines for standards drafters
records management requirements in standardsy, IDT)

Mpw npyMeHeHun HacTosALLEro CTaHaapTa PEKOMeHAyeTCs UCMONb30BaTb BMECTO CChINTIOYHbIX MeXAyHa-
POAHbIX CTaHAAPTOB COOTBETCTBYIOLLME MM HauuoHarbHble cTaHAapTbl Poccuiickon degepaunm, cBegeHuns o
KOTOpPbIX NPVBEAEHbI B 4OMOMHUTENBHOM NpunoxeHun OA

5 BBE[EH BINEPBbIE

UHpopmayusi 06 usMeHeHUsIX K Hacmosiuemy cmaHdapmy rnybrnukyemcsi 8 exe200Ho usdagaeMoM UH-
gopmayuoHHOM ykasamere «HayuoHanbHble cmaHOapmbly, @ MeKcm U3MeHeHUl U pagoK — 8 eXXeMecsy-
HO u3daeaeMbiXx UHGOPMaUUOHHbIX yKalamessix «HauyuoHanbHblie cmaHOapmebl». B cnyyae nepecmompa
(3ameHbl) unnu ommeHbI Hacmosiweao cmaHdapma coomeemcemesyroujee ygedommneHue bydem onybrukogaHo
8 eXXeMecs4YHO usdagaeMoM UHPOPMayUOHHOM ykazamere «HauyuoHanbHbie cmaHOapmbi». Coomeemcemey-
rowasi uHgopmauyus, yeedoMieHUe U meKcmbl pasmewarnmces makxe 8 UHghopmayuoHHOU cucmeme obuwiezo
Monb308aHuUsi — Ha oghuyuanbHoOM catime ®edeparibHO20 azeHmcemeaa o MexXHU4YeCKoOMy pe2ynupo8aHuro u
Memporsioauu 8 cemu lHmepHem
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BBepeHune

Bce Gonbluee uncno ctaHOapToB CoOAepXUT TpeboBaHuWs, Kacalowmecss Co30aHnst, UCNOMb30BaHUS 1
yrnpaBneHus JoKkyMeHTamu. [oaTomMy BaxkHO, YTOObI HOBbIE CTaHAAPThI ABMASNUCH JOMONTHEHUSMUW CTaHOAPTOB
MCO 15489-1:2001 n NCO/TO 15489-2:2001 anga Toro, YTo6bI AOKYMEHTLI, pa3pabaTbiBaeMble Ha OCHOBaHUN
nx TpeboBaHun, 0OCTaBanMCcb NOCNeA0BaTENbHLIMU, aYyTEHTUYHBIMU U €ANHOOOPa3HBIMMU.

B ctangaptax MCO TK 46/TK 11 roBopuTcst 0 HE06X0AMMOCTU obecnevyeHns B3aMMOAENCTBUS MEXAY-
HapOAHbIX CTaHAapTOB. [03TOMY HacToALWMIM CTaHA4ApPT O TPeOOBaHUAX K yNpaBreHno JOKYMeHTaumen, ycrta-
HaBnuBaembix B cTaHgapTax WCO, paspabaTbiBancd Kak OOMOMHUTENbHOE PYKOBOACTBO K [upekTvBam
MCO/M3K.

Llenb HacTosiLero ctaHgapTa — CoAencTBMe cneumanucTam, paspabaTbiBaoLwnm HOBbIE MO0 Koppek-
TMPYIOLLMM yCTapeBLune TpeboBaHus K ynpaBneHuto JOKyMEHTaMK, 3aM0oXeHHble B CTaHgapTax, a Takke obec-
neynBalpLLMM COOTBETCTBME ITUX TpebOoBaHMM BbILLEYNOMSHYTHIM KPUTEPUSAM MOCIEA0BaTENbHOCTM U
dYHKLMOHANIbHON COBMECTMMOCTM.

CriegoBaHMe HaCTOSLWMM PYKOBOASALLMM NPUHLMNAM npeanonaraeT BkoyveHne B ctangaptel MCO/MIOK
Nno ynpaBrieHno JOKyMEeHTaMm1 LOMNOJTHUTENbHbLIX TpeboBaHWI, pa3paboTaHHbIX HA OCHOBaHMM 00LWMX Tpebo-
BaHWI, NnpeacTaBneHHbix B MCO 15489.

lMpuMeHeHne HaCTOALMX PYKOBOASALMX MPUHLMMOB oOBecrneyvT B3aMMOAENCTBME BbllEHAa3BaHHbIX
CTaHOapTOB M COOTBETCTBUE MM APYrMX CTAHAAPTOB MO YNpaBeHWo AOKYMEHTAMM U CUCTEMAMM C LIENbIO NX
COBMECTHOIO NCMOSb30BaHWs 3aMHTEPECOBaHHBbIMM OpraHn3aumsmMu.

TexHudeckne komuteTbl MCO, OTBETCTBEHHbIE 3a pa3paboTky o6Lux TpeboBaHUI K yripaBneHmo OKy-
MEeHTaMu B CTaHgapTax, OTBevaroT 3a obecneyeHne LenoCTHOCTN CBOMX CTaHAapPTOB. DTN TEXHUYECKME KOMU-
TeTbl NMPOBOASAT OTpPAacreByl MONUTUMKY M obecneynBaloT darbHelllee pyKOBOACTBO B obnactu pasBuTUS
CTaHOApTOB AN Kaxkaon oTpacnuv. Takoe pyKoBOACTBO SABMASIETCA JOMOMHEHNEM K PYKOBOASLLMM yKa3aHusM
HacTosLLEero cTaHaapTa.
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HAUMWOHANBbHBIU CTAHOAPT POCCUMNCKOWN GERJREPALMUMNU

CucTtema cTaHAapToOB Mo MHcopmauumn, GUGNIMOTEYHOMY U U3faTenbCKOMy Aeny

MHOPOPMALIUA N OKYMEHTALIUA. PYKOBOACTBO ANA PASPABOTYUKOB CTAHOAPTOB,
YCTAHABJIUBAKOLLKUX TPEBOBAHUA K YIPABJIIEHUIO JOKYMEHTAMMW

System of standards on information, librarianship and publishing. Information and documentation.
Guidelines for standards drafters records management requirements in standards

Data BBegeHusa — 2010—07—01

1 OGnacTb NnpMMeHeHus

Hactoswuin ctaHgapT obbeguHsieT TpeboBaHusl, MpeabsiBNsieMble K AOKYMEHTaM B CTaHgapTax
NCO 15489-1, UCO/TO 15489-2 n UCO 23081-1 onsa BKNIOYEHMS UX BO BCE CTaHAaPThbI, pernameHTupyoLmne
npoLecchl CO30aHNsA U XpaHEHUS1 JOKYMEHTOB. B HeM Takke BblAeneHbl pasnuyHbie arneMeHTbl TpeboBaHui,
KOTopble criegyeT paccMaTpuBaThb Kak KOMMOHEHTbI pacLUMPEHHOW CTPYKTYPbl YNpaBneHnst JOKYMEHTaUNeN.

Cogepxalumecs B HaCTOsILLLEM CTaHAapTe yKasaHus LOMNOSHAT NpaBuia BbINONIHEHUS TEXHUYECKOW pa-
00Tbl N MEeTOA0NOMMI0 pas3paboTkn MexXayHapoa4HbIX CTaHAAPTOB, ycTaHoBMNeHHble AQupektneamu MCO/M3K.

HacTtosawuin ctaHgapT npegHasHayveH 4ns ucnonb3oBaHus Bcemu opraHusaumammn MCO, yyacTByoWwWmMMm
B pa3paboTke npobnem ynpaBneHns JoOKyMeHTamu unm TpeboBaHui K AOKYMeHTaumm B ctaHaapTax. OH Takke
MOXET MCMONb30BaTbCsA OpraHn3aumsiMu, He Bxoasawmmm B coctaB MICO, Ho npumeHsowmmmn ctangapTtel UCO
Ha MexXOyHapOA4HOM, PErMOHaNbHOM WS HaUMOHANbHOM YPOBHE N HAaXOAALWMMUCS B npouecce pa3paboTku
CTaHOapTOB M/UNK COOTBETCTBYIOLLMX JOKYMEHTOB, YCTaHaBMMBAOLLMX TpeboBaHNs K yNpaBneHno JOKyMEH-
Tamu.

MpumedaHue— 3HayeHUe mepMuHa «cmaHOapmy» 8 HacmoswemM cmaHdapme oxeambigaem yerbiti psid 0o-
KYMeHmMOo8 pa3Hbix 8Ud08, a UMEHHO: MexX0yHapoOHble cmaHOapmel, pykosodswue npuHyunsi UCO/MOIK, mexHuyeckue
creyughukayuu, mexHuyeckKue omyemsi, obwecmseeHHo 0ocmyrHble crieyugukauyuu u MexoyHapoOHble paboyue coena-
WeHus1, ecriu He yKa3bleaemcs KOHKpemHbIt eud OOKymMeHma.

2 HopmaTtuBHbI€ CCbINKU

B HacTosilLeM cTaHOapTe UCNONb30BaHbl 4aTUPOBaHHbIE U HEAATUPOBAHHLIE CChIMKM HAa MexXayHapoa-
Hble cTaHaapThl. [1py gaTMPOBaHHbLIX CCbiNKax NocneayLmne peaakumm mexayHapoaHbIX CTaHAapToB Unu us-
MEHEeHUA K HUM AeNCTBUTENbHbl AMS HAcTOosILero crtaHaapTa TONMbKO MOCre BHECEHUS WU3MEHEHUN K
HacTosLLeMy CTaHAApPTy Unu NyTem NoAroToBKU HOBOW pefakuumn HacTosLero ctaHgapTa. [Ana HegatnposaH-
HbIX CCbINTOK AENCTBUTENBHO NocrneaHee U3fgaHne cTaHgapTa, Ha KOTopbii Bbina nponsBedeHa Cebifika, BKI-
Yyas nonpasKu.

NCO 15489-1:2001 UHndbopmaLmsa n gokymeHTauus. YnpaBneHue gokymeHtamu. Yacte 1. Obwue Tpe-
6oBaHus (ISO 15489-1:2001, Information and documentation — Records management — Part 1: General)

NCO/TO 15489-2:2004 NHdopmaLma n OOKYMeHTaLmMs. YNpaBrneHne gokyMmeHTamu. Yacts 2. PykoBo-
aawme npuHumnbl (ISO/TR 15489-2, Information and documentation — Records management — Part 2:
Guidelines)

NCO 23081-1 NHdpopmaumsa n gokyMmeHTauus. lNpouecchl ynpaBneHns gokymeHTamu. MeTagaHHble
ansa gokymeHToB. YacTb 1. MpuHuunel (ISO 23081-1, Information and documentation — Records management
processes — Metadata for records — Part 1: Principles)

NCO/M3K PykoBoacTteo 2. CTangapTusauus M CMexHble Buabl gestenbHocTtu. O6wmn cnosapb
(ISO/IEC Guide 2, Standardization and related activities — General vocabulary)

UspaHune ocpuumanbHoe
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MO3K 82045-1 YnpaBneHue pgokymeHTamu. Yactb 1. MNpuHumnel n metogbl (IEC 82045-1, Document
management — Part 1: Principles and methods)

NCO/M3K [Oupektusbl, YacTb 2. NpaBuna gnis cTpyKTypUpOBaHUS 1 NPOEKTUPOBAHNST MEXAYHapOaHbIX
ctangaptoB (ISO/IEC Directives, Part 2, Rules for the structure and drafting of International Standards)

3 TepmuHbI U onpeaeneHns

B HacTosLLieM cTaHOapTe NpUMEHEHbI TeEpMUHBI, AaHHble B PykoBoacTtee 2 MICO/M3K n MCO 15489-1.

4 O6wWMe NPpUHLUMNbI

4.1 TunoBble TpeboOBaHUA, yCTaHaBNMBaeMble B ApYyrux cTaHgaptax B COOTBETCTBUU C
UCO 15489

Tunosble TpeboBaHus, yctaHoBneHHble B MICO 15489, BkntovatoT B cebs:

- TpeboBaHWA K CO3[4aHWMI0 OOKYMEHTOB (NpaBuna AOKYMEHTUpPOBaHWs) — TpeboBaHus, onpeaensio-
LLMe, KaKMe KOHKpEeTHbIe OKYMEHTbI AOMKHbI OblTh CO34aHbl B NpoLecce AeATeNbHOCTU U BBEAEHbl B CUCTEMY
OOKYMEHTOB, a Takke MHOpMaLMIO, cCoaepXallyocsa B 3TUX AOKYMEHTaXx, W AaHHble, KOTopble Heobxoaumo
cobpaTb 06 3TUX JOKyMeHTax (MeTagaHHble 00 ynpaBrneHnM JOKyMeHTamu);

- TpeboBaHWsA K XpaHEeHWIO JOKYMEHTOB — TpeboBaHusl, yCTaHaBMNMBaloLLMe, Kak AOMNro AOMKHbI Xpa-
HUTBLCSA OOKYMEHTBI, U KakuMm o0b6pa3om ux criegyeT nepefaBaTb CTOPOHHUM OpraHu3aumsm, a Takke Kak opra-
HM30BaTb UX YHUUTOXEHWS;

- TpeboBaHWs K JOCTYNy K JOKyMeHTaMm — TpeboBaHus, ycTaHaBNMBaOLWME, KOMY pa3peLleH JOCTyn K
[OKYMEHTaM U1 Kak perynupyoTcs npaea 4ocTyna;

- TpeboBaHMA K 0becneyeHnto COXPaHHOCTU OOKYMEHTOB — TpeboBaHUsi, onpeaensiowye ycrnoBus
[0CTyna 1 UCNomnb30BaHUs JOKYMEHTOB;

- TpeboBaHWsA K cucTeMam, npeaHa3HavYeHHbIM A58 Co34aHUsA U XPaHEHUS JOKYMEHTOB;

- WHCTPYMEHTbI UNv Npoueaypbl ynpaBneHusi OKYMeHTaMu — CpeAcTBa TUMa CXeM MeTafaHHbIX, CXeM
knaccudmkaumm, kacatowmxcs 6e3onacHOCTV U AOCTYNa, a Takke COOTBETCTBYIOLLME OpPraHbI.

4.2 [lononHuTenbHbIe TpeboBaHUA

[ononHntenbHble TpeboBaHNA BKIHOYAIOT B cebs:

- Lenecoobpa3HoCTb — creLmanbHble TpeboBaHMS K yNpaBneHnio JOKYMEHTaMM, KOTOPbIE MOTYT ObITb
pa3paboTaHbl TONLKO Toraa, korga B 3TOM eCTb HE06X0AMMOCTL U Koraa ceblnka Ha MCO 15489 aensietcs He-
JocTaTouvHoN;

- COBMECTMMOCTb, KOTOpasi 4OoMmkHa ObiTb 06ecneyeHa B nonHOM ob6beme B cootBeTcTBUM ¢ UICO 15489

5 PykoBoAcCTBO No pa3paboTke U CTPYKType TpeboBaHU K yrpaBneHuio
AOKyMeHTaMW, ycTaHaBNMBaeMbIX B cTaHAapTax

5.1 O6Lme nonoxeHust

BOMbLWMHCTBO PYKOBOAALLMX YKa3aHWi, NPeACTaBeHHbIX B JAaHHOM nogpasfene, ABMAsTCA JONOSHe-
HMeM K npaBunam, gaHHbiM B dupektuax MICO/M3K YacTb 2, koTopble cogepaTt TpeboBaHUs K CTPYKType 1
NPOEKTMPOBaHMIO (MOPSOKY CO34aHNS) MEXAYHapOOHbIX CTaHOapTOB.

B npouecce pa3paboTku HOBOro cTaHAapTa cnegyeT yuntblBaTb COBMECTUMOCTb U FIErKOCTb UCMOSb30Ba-
HWs1 JaHHoro gononHeHust co ctaHaaptamu MCO 15489 n NCO/M3K 82045-1, Bkntovas crnefytoLimne acnekTbi:

- TEPMWHbI 1 ONpeaeneHns;

- cornmacoBaHHble 00LMEe 31EMEHTHI;

- MCMONb30BaHMe COormnacoBaHHON OOLLEeN CTPYKTYpbl C pa3genamm, Ha KoTopkle creyeT CCbiNaTbCs;

- SICHOCTb M3NOoXeHus (Kak TekcTa, Tak u opopmMmneHus);

- OTCYTCTBUWE NOBTOPEHUN M NPOTMBOPEYNNA.

PaspaboTka n nepecmoTp Bcex TpeboBaHUI K yNpaBrneHno JOKYMEHTaMn B CTaHAapTax AOJKHbI Cneao-
BaTb COrNacHo npoueccam, onnucaHHbiM B 5.3. B opraHmnsaumsx, rge NpoekT AOKYMeEHTa yxKe NPUHAT 1 06Hapodo-
BaH, cregyeTt YCTaHOBUTb 06nacTu NpUMeHeHUsa pekomeHgaumi 5.3 n 4.2, 0OCHOBbIBasiCb Ha 3aBEPLUEHHOCTU
OOKyMeHTa.

Bo Bcex TpeboBaHUAX K ynipaBneHuno JOKyMeHTaMun cnegyeT UCMNonb3oBaTb eAUHYH TEPMUHOMOIMIO ANng
yoobcTBa uUx ncnonb3oBaHus. 10 BO3MOXHOCTU B TpeboBaHUAX K yNpaBneHnio AOKYMeHTaUmen cnegyer uc-
nonb3oBaTtb obLme anemeHTbl (cM. 5.3.3.).

2
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5.2 Cneuundcbmnyueckme oTpacrneBble TpeboBaHUSA

5.2.1 O6wme nonoxeHus

Tam, rae npeanoxeHHble TpeboBaHUS K yNpaBrieHWIo JOKYMEHTaMM KacatoTCs Kakon-nnbo KOHKPETHOM
obnactn npumeHeHus (oTpacnu), HukecneayrLwme NoNoKeHNs NPUMEHSIIOT Kak AONOMHEHNe K PyKOBOACTBY,
JaHHoMy B 5.3 n 4.2.

5.2.2 TpeboBaHMsA K ynpaBneHUIO0 AOKYyMEeHTaMM, Kacalolwwmecsi KOHKPeTHOW obnactyu npumeHe-
HuA (oTpacnu)

a) OormkHbl 6bITb COBMECTUMbI 1 COrNacoBaHbl ¢ 06LWuMy TpeboBaHMAM K ynpaBneHnto JOKyMeHTaMu.

b) OomkHa 6bITb ACHO onpeaeneHa cneumdurka 3Tnx TpeboBaHUN U UX OTHOLLIEHMS € 0OLWMMKM TpeboBa-
HUAMMW K ypaBneHunio JOKyMeHTamu (HanpyumMep, AoNnofnHUTeNbHbIe TpeboBaHwWs, KacatoLwmnecs onpeaeneHHon
oTpacnu, NOSICHEHNS UNKU 1 TO U ApYyroe COBMECTHO).

c) [JomkHa 6bITb Bceraa YeTko 0603HayYeHa cneuunduka nHhopmaLmm, KacarLwascs KOHKpeTHon obnac-
TV NPUMeHeHns (Hanpumep, C NCMONb30BaHNEM Pa3NMYHbIX TUNOrpadCKUX CTUen)

5.2.3 Cneuundukaumnsa pa3paboTku (TexHUYECKOe 3afaHune)

B cnyyae paspabotku TpeboBaHuin K ynpaBneHuto gokymeHtammn (MCO 15489-1 n. 3.16), cnepyeT yka-
3aTb ccbinky Ha ctangapt MCO 15489-1 n MCO/TO 15489-2 (B panbHenwem ob6o3HaveHHbIn kak MCO 154809).
B cnyyasx Hanuuusa TpeboBaHWi, KacaloWwmUxXcs KOHKPETHOM obnactn npumeHeHus (oTpacnum), OHU OOSKHbI
ObITb fODaBMeHbl K OCHOBHbIM B COOTBETCTBUM C PEKOMEHAYEMOWN CTPYKTYPOW, OMUCAHHOW B HACTOSLLEM
CcTaHgapTe.

5.2.4 Pa6oTa c oTCTynneHussMm

Iio6oe oTcTynneHve oT cneumdurKaLmm NpoekTa OMKHO ObiTb MOATBEPXKAEHO KOMUTETOM, pa3pabaThbl-
BalOLWUM CTaHAapT U 3a40KyMEHTUPOBAaHO ANt MPeAoCTaBNeHNs TEXHUYECKOMY KOMUTETY BO3MOXHOCTM 000-
cHoBaTb 3Tu oTctynnexHus B MICO. Kpome Toro, cnegyeTt yCTaHOBUTbL COOTBETCTBYHOLLME Npouedypbl Ans
BHECEHUS 3TUX U3MEHEHWI. 3a 3TO OTBEYaeT TEXHUYECKNIA KOMUTET, paboTatoLwmii Co cTaHaapTaMu.

5.3 Mopgenb ynpaBneHuss AOKYMeHTaMu, CTPYKTypa v oGLumne aremMeHTbl

5.3.1 O6wme nonoxeHus

PekomeHnayeTcs, 4ToObl B TpeO0OBaHMAX K yNpaBNeHU0 AOKYMEHTaMU ANsi PasnyyHbIX Lenew npuMmeHs-
nacb cornacoBaHHas TEPMUHOSONMA U MAEHTUULNPOBAHHbIM Habop 06LLMX 3rIEMEHTOB. OTO NO3BONUT Opra-
HM3aUUsAM OCYLLLECTBUTb BHEAPEHNE CTAaHOAPTOB Ha eQUHON METOAOMOrMYECKON OCHOBE.

CoBmecTumocTb TpeboBaHui 1 ygobcTBO MX MCMOMb30BaHMS MOTYT ObiTb MOBbIWEHbLI NyTEM YHUUKa-
unm ctangapTtoB. CriegyeT cornacoBbiBaThk TakMe acnekThl, Kak CTPYKTypa CTaH4apTa, Konm4ecTBo obLwux ane-
MEHTOB, a TaKKe UX cogepXaHue n UCnonb3yemMyto TEPMUHOIIONIO.

5.3.2 CooTtBeTcTBMe Mogenu u cTpyktype MCO 15489

Obwasn cTpykTypa TpeboBaHWi K yNpaBneHno OKYyMEHTaMN AOMMKHA OblTb OCHOBaHa Ha MpU3HaHHOW
MOZENW 1 NOrMyecKkon cuctemaTusauum TpedoBaHnin B COOTBETCTBUM C 3TON MOLENbIO.

BbiOpaHHasa Mogernb JoSKHA BKITHOYAaTb OCHOBHBIE NPUHLMILI, NpuMmeHsiemble k MCO 15489 ¢ uenbto co-
OencTBus:

a) nonb3oBaTeNsAM B MOHUMAHUM 3TUX NMPUHLMMOB 1 MPUMEHEHUN CUCTEM YNPaBNEHUSA AOKYMEHTaMMU;

b) paspaboTumkam cTaHAapTOB B MOCTPOEHUM MOCNE0BaATENbHOWM N NTOTMYECKON CTPYKTYPbI.

CywecTBytowine mogenu TpeboBaHui K ynpaBneHnio JOKYMeHTaMy pa3BuBatoTcs, 1 B byayLiem moryT
NnosiBUTLCA HOBble MoAenu. TexHudeckmne kommuteTbl UCO, paspabaTbiBatowne TpeboBaHms K yipaBneHuto 4o-
KyMeHTamun B CTaHgapTax, U Te, KTo cobupaeTcsa ncnonb3oBaTb ApYryto MOAErb, AOMKHbI rapaHTUpoBaTh ee
COBMECTMMOCTb co cTaHgaptom MCO 15489 u crtaHpapTtamu, paspaboTaHHbIMU APYTMMU TEXHUYECKMMMN
KOMUTETAMW.

MpumeyaHune—lNpumepbl UCNoNb30BaHNS 3TUX Moaenel npueeaeHsl B MCO 15489.

5.3.3 OOwme anemMeHTbI

Ecnu TexHnuyecknii komuTeT, paspabatbiBatloLmin NpoekT TpeboBaHWi K ynpaBneHuto JOKyMEeHTaMu, Bbl-
BupaeT Habop aNeMEHTOB, KOTOPbIV 3HAYMTENBHO OTNIMYAETCH OT NPUBEAEHHOrO B Tabnumue 1, To B 3TOM Cny-
Yae crnegyeT emy BKIYaTb B CBOM JOKYMEHTbI Tabnmubl NepekpecTHbIX CCbINOK K APYrMM CTaHgapTaMm.

Mpw dopMMpOBaHUM TUMOBBIX 3N1IEMEHTOB TPeBOBaHMWI K yNpaBneHnio JOKyMeHTaMu criegyeT UCNomnb3o-
BaTb Te e camble hOpMYIMPOBKU, ECNW NOAPA3yMEBAETCH TO XXEe CaMoe 3HaveHne. Takyto cucteMaTnsaLmio
31EMEHTOB PEKOMEHAYETCS Npuraratb K NPOEKTY CTaHgapTa Ans yao0cTBa ero MCnonb30BaHus, a Takke ans
COBMECTHOrO NpMMeEHeHUs 3Toro ctaHgapTta u ctangapta MCO 15489.
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6 TunoBble 3N1eMeHTbI Tp&ﬁOBaHMVI K ynpaBlieHUO OKYMeHTaMn

Llej'lb NpUMeHeHnsa CUCTeM ynpaBlieHNA OOKYMEHTaMU Tak Xe, Kak U AeTalun pasfindHblX acneKkToB, npea-

ctaBneHbl B MICO 15489

Tabnuuya 1— TunoBble anemeHTbl TPeboBaHMI K YNpaBneHno JOKYMeHTamMu

OcHoBHas obnacTtb NpUMeHeHus
Tpe6oBaHwui1 kK ynpaBneHuo
[OKYMeHTaMm

O6wwit anemeHT TpeboBaHui

TunoBoW anemMeHT cofepxaHus TpeboBaHui

Co3znaHve JOKYMEHTOB

AOMUHUCTPaTVBHbIE MpaBuna, onpe-
Jensiiowime, Kakme OOKYMEHTbl [OSKHbI
6bITb CO3faHbl U 06GbEANHEHBI B CUCTEMY
nokymeHToB. Kpome TOro, agMuHucTpa-
TUBHbIE MpaBuiia Afst KOHTPONs cTaTyca
[OKYMEHTa B TeYEHUE BCEro ero XW3HeH-
HOro LIMKIa 1 cpefcTBa Ans Knaccudmka-
LM M MHAEKCUPOBAaHWUSA [OKYMEHTa

TpeboBaHWs K CO34aHNI0 JOKYMEHTOB

MpaBuna BegeHus OenosbiX onepa-
unn

Mpasuna knaccndukaumm

MpaBuna nHOekcMpoBaHUs

TpeboBaHuns K co3aaHNI0 MeTagaHHbIX

XpaHeHue OOKYMEHTOB

AOMUHUCTPATMBHbIE NpaBuUia KOHTPO-
A XpaHeHUA U YHUYTOXEHUA OOKYMEH-
TOB, BKIKO4Yaa CPOKU XpaHEeHUA u akcnep-
TNU3Y LUEHHOCTU

Cneumndmyeckne TpeboBaHus K Xpa-
HEHWIo, HanpumMep:

- lopuanyeckune, Harorosble, hUHaH-
COBbIE;

- MONWTUKA oOpraHuM3auMn [ernoBbIX
onepauum;

- MHTEepecbl ApYyrux 3auvHTepecoBaH-
HbIX CTOPOH;

- WCTOpMSA OpraHnsauuu;

- KynbTypHble TpeboBaHus

[ocTyn k JOKyMEHTaM

AAMUHUCTPATUBHBIE NpaBWa KOHTPO-
NS M perynupoBaHust 4oCTyna K AOKYMeH-
TaM 1 UX UCMOMnb30BaHUS

OTBETCTBEHHOCTb 3a AOCTYN BKItOYa-
eT B cebs:

- acnekTbl 6e3onacHoctn (dusmyec-
Kune 1 nornyeckue);

- rapaHtTum Toro, 4to obecneyeHue
JOCTyna He CTaBWT Nof yrposy LenocT-
HOCTb

O6ecneyveHne COXpPaHHOCTU
[OKYMEHTOB

AOMUHMCTPATMBHbIE NpaBua KOHTPO-
nsa Bblibopa dopmaTta JOKYMEHTOB U Mpo-
LieCccoB, CBA3aHHbIX C obecneyeHnemM Boc-
NPON3BOAMMOCTU JOKYMEHTOB U BO3MOX-
HOCTbIO MX BOCCTaAHOBINEHHUS.

TpeboBaHusa k co3gaHuio u cbopy Me-
TadaHHbIX O OeNCTBMSAX, MPOU3BOAUMBIX
npu paboTte ¢ AOKyMeHTaMu

MpaBuna nepemellennss (Murpauun)
[OKYMEHTOB.

MpaBuna BeiGopa nporpaMmHoro obe-
crneveHus.

PykoBogsme npuHUmMnbI 4ns Belbopa
dopmaTta goKyMeHTa.

TpeboBaHust kK MeTaZaHHbIM

CucTembl, cosgalolme wu
ynpasnsoLme JOKyMeHTaMn

Cuctembl, cospawolime n yrnpaensio-
LLMe JOKYMEHTaMU, AOMMKHbI 06naaaTh ka-
yecTBamu, rapaHTupyowmmn (obecneyn-
BalOLLMMU) MOSHOTY (HEU3MEHHOCTb) CO-
JepXallnxcsl B HUX JOKYMEHTOB U UX CO-
oTBeTCTBME TpeboBaHUAM opraHv3aumm B
OTHOLLEHMU y4YeTa 1 KOHTPOIS

CucTeMbl OOMKHbI BbITb:

- HaOEeXHbIMMU;

- LIENOCTHbIMU;

NEerkuMmn B NpUMEHeHUH;
- MOMHBbIMU;
yNnopsa0YeHHbIMU

NHCTpyMEHTbI 1 npoleaypsl
ynpaereHusi JOKyMeHTaMu

MHCTpyMeHTbI 1 npoLenypsl ynpasne-
HWUS1 OJMKHbI ObITb pa3paboTaHbl Tak, YTo-
Obl noadepxuBaTb CTPYKTYpbl ynpasne-
HUS1 JOKyMeHTamu, Tpebyemble B cucTe-
Max ynpasneHus

OTW MHCTPYMEHTbI MOryT BKIOYaTb B
cebsi:

- CXeMbl MeTafjaHHbIX;

- CXeMbl Kraccudukauuu;

- npouenypbl XpaHeHUs1 4OKYMEHTOB;

- CXeMbl Knaccudmkauum yposHen be-
30MacHOCTM U AOCTYNa;

- MepeyYHn CPOKOB XpaHEHUS;

- COOTBETCTBYIOLLME OpraHbl BNacTu u
ynpaeBneHus

OTBETCTBEHHOCTb

OTBETCTBEHHOCTb 3a WHopMauuto
JomkHa OblTb pacnpefeneHa M OueHu-
BaTbCA B COOTBETCTBMMN C KOHTEKCTOM [e-
NOBOWV AeATENbHOCTU
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Mpunoxenune A
(o6s13aTenbHoOE)

CBeaeHUsi 0 COOTBETCTBUM CCbITOYHbIX MEXAYHapPOAHbIX CTaHAAPTOB
CCbINTOYHbIM HaLMOHanbHbIM cTaHaapTam Poccuiickon ®eaepaumm

Tabnuua OA.1

OBGo3HayeHWe CCbINIOYHOTO CreneHb OGo3HayeHWe U HaMEHOBaHNE COOTBETCTBYIOLLETO
MeXayHapOoaHoro cTaHaapTa COOTBETCTBUS HaLMOHanbHOro cTaHaapTa
NCO 15489-1:2001 IDT FOCT P NCO 15489-1—2007 «Cnctema cTraHOapToB MO UH-

dhopmaumm, GubnuotedHoMy U usgatenbckomy aeny. Ynpas-
neHune gokymeHtamu. O6me TpeboBaHMA»

NCO/TO 15489-2 *

NCO 23081-1 IDT FOCT P UCO 23081-1—2009 «Cuctema ctaHAapToOB MO UH-
dopmauum, GubnuoTeyHomMy n usgatensckomy geny. MNMpouec-
Cbl ynpaBneHns gokymeHTamu. MeTagaHHble ANs OOKYMeH-
ToB. YacTb 1. MpuHumnbI»

MCO/M3K PykoBoacTtso 2 *
M3K 82045-1 *
NCO/M3K OupektmBbl. YacTb 2 *

* COOTBETCTBYHOLMIA HALMOHANbHBIA CTaHAAPT OTCYTCTBYET. [Jo ero yTBep)XaeHUs pekoMeHayeTcs UCnonb3oBaTb
nepeBop Ha PYCCKUI A3bIK JaHHOTO MexayHapoaHoro ctaHaapTa. lNepesos AaHHOIO MeXayHapoAHOro cTaHAapTa Haxo-
anTcs B ®egepanbHOM MHOPMALMOHHOM (DOHAE TEXHUYECKUX pernameHToB U CTaHaapToB.

MpwumeuyaHune— B HacTosAwen Tabnuue ncnonb3oBaHo creaytollee ycroBHoe 0603HaYeHne CTeNeHN COOTBe-
TCTBUS CTAaHOAPTOB:
- IDT — ngeHTU4YHbIN cTaHaapT.
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KntoyeBble cnosa: OOKYMEHT, ynpaslieHne OOKyMeHTaMn, cuctemMa yrnpaBleHnda JOKYMEeHTaMu, pa3pa60TKa
Tpe6OBaHI/Il7I K ynpaBrieHno JOKYMEeHTaMu, TUMNoBble Tpe6OBaHI/IFI K ynpaBJieHNO JOKYMEHTaM|, cneumpmqec-
Kne Tpe6OBaHI/IFI KynpaBiieHNU OOKYMEHTaMMU, Tpe6OBaHMﬂ K CO34aHNK0 OOKYMEHTOB, Tpe6OBaHI/IFI K XpaHeHUto
OOKYMEHTOB, Tpe6OBaHMﬂ K OocTtyny, Tpe6OBaHI/IFI K obecneyeHunto COXPaHHOCTN OOKYMEHTOB, Tpe6OBaHMFI K
cucrtemMmam ynpasrieHUA JOKyMEeHTaMu






