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Mpeancnoeue

Llenn n npuHumMnel cTaHaapTusaummn B Poccuiickon ®defepauun ycraHosreHbl ®eaepanbHbiM 3aKOHOM
oT 27 pekabpsn 2002 r. Ne 184-93 «O TexHU4eckoM perynMpoBaHuny, a npasuna npuMeHeH s HauMoHanbHbIX
ctaHgapToB Poccuiickon Pepepaumm — FOCT P 1.0—2004 «Ctanpaptusaumsa B Poccuiickoit ®eaepauuu.
OCHOBHbIE NOMNOXEHUSA»

CBepeHuA o cTaHpapTe

1 NOArOTOBNEH locyaapcTBeHHbIM yypexaeHuem BcepoccuitckuM HayyHO-UCCneaoBaTeNbCKUM
WHCTUTYTOM AOKYMeHToBeaAeHUA U apxusHoro agena «BHUWOA» Ha ocHOBe ayTeHTUYHOIO nepesofa Ha pyc-
CKWIN A3bIK MEXAYHApPOAHOro cTaHAapTa, ykasaHHOTo B NyHKTe 4

2 BHECEH TexHu4eckumM KoMUTeTOM Mo cTaHaapTusaumum TK 191 «HaywHo-TexHU4eckas nHdopmauus,
6ubnuoTtevHoe 1 nsgartenbckoe Aeno»

3 YTBEP)XOEH W BBEJEH B IEMCTBUE Mpukasom PeaeparnbHOro areHTcTea rno TeXHU4ecKomy pe-
rynupoBaHuto 1 metpornorum ot 15 gekabpsa 2009 r. Ne 1260-ct

4 HacTosawwuin ctaHgapT uaeHtTudeH mexayHapoaHomy ctaHaapty MCO 22310:2006 «NHopmaumsa u
nokymeHTaumsa. PykoBoacteo Ans pa3paboTuMkoB cTaHAApTOB, yCTaHaBnuBaloLMX TpeboBaHusa K ynpasne-
HUo aokymeHtamu» (ISO 22310: 2006 «Information and documentation — Guidelines for standards drafters
records management requirements in standards», IDT)

Mpu npMeHeHUU HacTosILLIero cTaHaapTa pekoMeHAYe TCS NCMOoNb3oBaTh BMECTO CCINOYHBLIX MeXayHa-
POAHBIX CTaHAAPTOB COOTBETCTBYIOLLME UM HaLMOHaNbHLIe cTaHaapThl Poccuiickon ®eaepaunu, ceegeHns o
KOTOpPbIX MpVBEAEHbl B AOMONHUTEIbHOM MpUoxeHut JA

5 BBE/JEH BIMEPBLIE

UHpopmalusi 06 usMeHeHUSX K HacmosiuieMy cmaHOapmy ry6ruKyemcs 8 exxe200H0 u3dagaeMoM UH-
gopMayUOHHOM yKa3amene «HayuoHansHble cmaHGapmbi», @ MEeKCM U3MEHEHUll U IpasoK — 8 eXXeMecsiy-
HO u30asaeMbIX UHGEOPMaUUOHHbIX yKkazamensx «HauuoHanbHblie cmaHOapmebl». B cnyyae nepecmompa
(3aMeHbI) unu ommMeHsl Hacmosiujeeo cmaHGapma coomeemcmeyioujee yeedomreHue bydem onybrnukoeaHo
8 EXKEMECSYHO U30asaeMOoM UHhOpMaUUOHHOM yKka3amere «HayuoHansHbie cmaH@apmei». Coomeemcmeay-
rowjas uHgbopMauusi, yeedoMIeHUe U meKcmbl pa3MeLiaromesi makxe 8 UHGhopMayUoHHoU cucmeme obuje2o
ronb308aHuUsi — Ha oghuyuansHom calime PedepanbHO20 azeHMemea o MexXHUYECKOMY peayuposaHuio U
Mempornoauu 8 cemu VIHmepHem

© CraHgaptuHdopm, 2010

Hactosawuii ctaHaapT He MoXeT BbiTb NOMHOCTLI0 UMW YacTUMHO BOCMPOU3BEAEH, TUPaXMpoBaH 1 pac-
npocTpaHeH B KavyecTBe ouLManbHOro uagaHus 6es paspelueHus GenepansHOro areHTCTBa No TeXHUYECKo-
MY perynMpoBaHuio U MeTponorim
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BBepgeHue

Bce Gonblliee YMCNO CTaHAAPTOB coAepXuT TpeboBaHWUA, kacalowmecs co3aaHus, UCNOMb3oBaHUA U
ynpasneHus AokyMeHTamu. MoaTomy BaxkHO, 4TOObl HOBbIE CTaHAAPThl ABNANUCH AOMNONHEHUSIMU CTaHAAPTOB
MCO 15489-1:2001 n UICO/TO 15489-2:2001 ansa Toro, 4To6bl AOKYMEHTHI, pa3pabaTbiBaeMble Ha OCHOBaHWUMW
nx TpeboBaHuii, ocTaBannck NocneaoBaTenbHbIMU, ayTEHTUYHBIMU U eAUHO0BPa3HbLIMU.

B craHgapTax MCO TK 46/T1K 11 roBopuTcst 0 HeobxoaumocTu obecneyeHust B3aumoaencTBust Mexay-
HapoAHbIX cTaHAapToB. MoaToMy HacTOALLMIA cTaHAAPT O TpeboBaHMSX K ynpaBneHuo AoKYMeHTauUuWew, ycTa-
HaBnueaemblx B cTaHgaptax MCO, paspabatbiBancs kak AOMOSHUTENbHOE PYKOBOACTBO K [MpekTuBam
UCO/M3K.

Llenb HacToswero ctanaapTa — coAencTBue crieuyannctam, paspabaTbiBarowmM HoBble NGO Koppek-
TUPYIOLLMM YCTapeBLune TpeboBaHus K ynpaBneHuto JoKyMeHTaMu, 3anoXeHHble B cTaHaapTax, a Takke obec-
neyMBaloWNM COOTBETCTBME 3TUX TpebOBaHWA BbILLEYNOMAHYTHIM KPUTEPUSAM MocrneaoBaTensHOCTU U
YHKLUNOHANBbHON COBMECTUMOCTH.

CniejoBaHWe HacTOALLIMM PYKOBOASILLIMM MPUHLIMNAM NpegnonaraeT BktoyeHue B ctaHgapTel UCO/MOK
no ynpaereHnio JOKYMeHTaM1 JOMONMHUTENbHBLIX TpeboBaHUIi, paspaboTaHHbIX Ha OCHOBaHUK obLmnX Tpebo-
BaHUI, NpeacTaBneHHbIX B UCO 15489.

MpuMeHeHMe HacTOSILUX PYKOBOAALUMX MPUHUMNOB obecneynt B3auMoAeACTBUE BbllleHa3BaHHbIX
CTaHAapTOB U COOTBETCTBUE UM APYrUX CTaHAAPTOB NO YNPaBMeHUIo AOKYMEHTaMU U CUCTEMAMU C LLENbHO UX
COBMECTHOrO UCMOMb30BaHUS 3aUHTepPEeCOBaHHLIMA OpraHU3aLUAMNA.

TexHuveckne komuteTbl UCO, oTBETCTBEHHLIE 32 pa3paboTky obLMX TPeGOBaHWI K yNpaBneHuo AoKy-
MeHTaMu B cTaHgapTax, oTBevaloT 3a obecneveHne LenoCcTHOCTU CBOUX CTaHAAPTOB. DTU TEXHUYECKUE KOMU-
TeTbl NPOBOAAT OTpacneBylo NOnUTUKY U obecnevnBaloT AanbHeilee pykoBOACTBO B obnacti pasButus
CTaHJapToB ANA Kaxaon otpacnn. Takoe pykOBOACTBO SIBNsieTCA AONOMHEHUEM K PYKOBOASALLMM YKasaHUAM
HacTosLLero cTaHaapTa.
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HALULWOHAINBbHBIW CTAHOAPT POCCUUCKON GEJEPALUMN

CucTeMa cTaHAapTOB No UHdopMauumn, GuGnuoTeyHoOMy U U3AaTeNbCKOMY Aeny

WH®OPMALNA U AOKYMEHTALIUA. PYKOBOACTBO A1 PASPABOTYMKOB CTAHOAPTOB,
YCTAHABJIMBAKOLWKNX TPEBOBAHUA K YITPABNEHUIO JOKYMEHTAMU

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

Darta BBepeHna — 2010—07—01

1 O6nacTb NpUMeHeHus

Hactoswuin ctangapT obbeauHseT TpeboBaHuMsl, nNpedbsBnsieMble K AOKYMEHTaM B cCTaHAapTax
NCO 15489-1, UCO/TO 15489-2 1 CO 23081-1 ons BKNOYEHUS X BO BCE CTaHAAPThLI, perfnameHTupyowme
npoLecchl co3aaHns U XpaHeHUs AOKYMEHTOB. B HeM Takke BblaeneHbl pasnuyHble anemMeHTol Tpe6osaHuit,
KOTOpblE CriegyeT paccMaTpyBaTh Kak KOMMOHEHTbLI PacLUMPEHHON CTPYKTYPLI YpaBieHna AOKyMeHTaunei.

Copepxallnecs B HaCTOALLEM CTaH4apTe yKkasaHWsl AONOSHAOT Npasuna BbINOMHEHUA TEXHUYECKON pa-
60Tbl 1 MeTOAOMNOrNI0 paspaboTkn MexayHapoAHbIX CTaHAapToB, ycTaHoBneHHble Jupektusamu NCO/MIK.

HacToswuii ctaHgapT npeaHasHayveH Anst Ucnonb3oBaHusi Bcemu opraHusaunammn UCO, yyacTeyowmmn
B paspaboTke Npobrem ynpasneHns JoKyMeHTamMu unu TpeboBaHui K AoKyMeHTauuun B cTaHaapTax. OH Taioke
MOXET MCMOoNb30BaTbCA OpraHM3aLsiMm, He Bxoasiluumin B coctas MCO, Ho npumensiiowmmn ctaraapTel UCO
Ha MeXayHapoAHOM, PermoHanbHOM UM HaUuMoHaNbHOM YPOBHE U HaxoAsilMMncs B npouecce paspaboTku
CTaHAapTOB U/MI COOTBETCTBYIOLMX AOKYMEHTOB, YCTaHaBnMBaowWmx TpeboBaHnA K yNpaBneHunio 4OKyMeH-
Tamu.

1 p umM e yaH ue— 3HayeHue mepmuHa «cmaHdapm» e Hacmoswem cmaHGapme oxeamsigaem yenbiil psio 0o-
KYMEHMO8 pa3HbIX 8UO08, @ UMEHHO: MexX0yHapoOHble cmarnOapmei, pykosodsuue npunyurnsi MCO/MOIK, mexnuyeckue
crieyqugbukayuu, mexHu4yeckue omyemsi, obwecmaeHHO docmynHble crieyugukayuu u mexoyHapodHbie paboyue coana-
WIeHUsI, eCi1U He YKa3bi8aemcsi KOHKPemHbIll 8uO OOKYMeHMa.

2 HopMaTuBHbIE CCbISIKN

B HacTosiLlem cTaHaapTe UCMob3oBaHbl AaTUPOBaHHLIE U HeAaTUPOBAHHBIE CChINKU Ha MeXayHapoa-
Hble cTaHaapThl. [py 4aTMPOBaHHbLIX CCbiNkax nocneayowme peaakuum MexayHapoaHbIX CTaHAAPTOB UIU U3-
MEHEHWA K HUM [eACTBUTENbHbI AMNsl HAacTosIero craHgapTa TOMbKO Mocne BHECEHUA W3MEHEHUA K
HacTosALWeMy CTaHAapTy U MyTeM NOAroTOBKU HOBOW pedakummn HacTosiero ctaHgapra. [insg HegatuposaH-
HbIX CChIfIOK AeNCTBATENBLHO NOCNeAHee U3aHne ctaHaapTa, Ha KOTopblii Gbina npousseaeHa cebinka, BKIo-
Yyasn nonpaskn.

NCO 15489-1:2001 UHbopmaLms n gokymeHTaums. YnpasneHue gokyMeHTamu. Yactb 1. O6wume Tpe-
6oBaHus (ISO 15489-1:2001, Information and documentation — Records management — Part 1: General)

NCO/TO 15489-2:2004 NHbopMauus U AOKYMeHTauus. YnpasneHue gokyMmeHTamu. Yactb 2. PykoBo-
Aswmre npuHumnel (ISO/TR 15489-2, Information and documentation — Records management — Part 2:
Guidelines)

MNCO 23081-1 NHdopmauust 1 aokymeHTauua. MNpoueccel ynpasneHus AokymeHTamu. MeTagaHHble
Ansa gokymeHtos. Yactb 1. MpuHumnel (ISO 23081-1, Information and documentation — Records management
processes — Metadata for records — Part 1: Principles)

MNCO/M3K PykoBoacTtBo 2. CTaHgapTusauua U cMexHble Buabl aesitenbHocTn. O6wmin cnoBapb
(ISO/IEC Guide 2, Standardization and related activities — General vocabulary)

Uspanve opmumansHoe
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M3K 82045-1 YnpaeneHue gokyMeHTamu. Yactb 1. MpuHumnel 1 metoasl (IEC 82045-1, Document
management — Part 1: Principles and methods)

NCO/M3K OupekTtusbl, YacTb 2. Mpasuna Ans CTPYKTYPUPOBaHUS U NPOEKTUPOBAHNA MEXAYHaPOAHbIX
ctanaapToB (ISO/IEC Directives, Part 2, Rules for the structure and drafting of International Standards)

3 TepMuHbI M onpeaeneHus
B HacTosiem cTaHaapTe NPUMEHeHbl TEpMUHBI, AaHHble B Pykosoactee 2 MCO/MOIK n MCO 15489-1.

4 O6wmre NpPUHLUMUNDI

4.1 TunoBble TpeGoBaHWA, ycTaHaBnMBaeMble B APYrUX cTaHAapTaXx B COOTBETCTBUM C
UCO 15489

Tunoeble TpeboBaHuWA, ycTaHoBneHHble B MCO 15489, sknovatoT B cebs:

- TpeboBaHWUsA K Co3OaHWUio OOKYMEHTOB (NpaBuia AOKYMEHTUPOBaHWUSA) — TpeboBaHus, onpeaensio-
LMe, Kakne KOHKpeTHbIe AOKYMEHThI A0KHEI BbiTh CO3AaHbI B MpoLiecce AeATENbHOCTM U BBEAEHbI B CUCTEMY
OOKYMEHTOB, a Takke MHbopMaLuio, cogepallyocs B 3TUX JOKYMEHTaX, U AaHHble, koTopble Heobxoaumo
cobpatb 006 aTuX AoKyMeHTax (MeTagaHHble 06 ynpaBneHun AoKyMeHTaMu);

- TpebOoBaHWs K XpaHeHnto AoKyMeHTOB — TpeboBaHus, yCcTaHaBnMBatoLWwme, Kak JONro AOMKHbI Xpa-
HWUTbCA AOKYMEHTBI, U Kakum 06pas3om X cnedyeT nepefasBaTb CTOPOHHUM OpraHvM3aumsiM, a Takke kak opra-
HU30BaTb UX YHUYTOXEHUS;

- TpeboBaHWA K JOCTYNY K AOKYMeHTaMm — TpeboBaHuUsl, ycTaHaBnMBaroLe, KoMy paspelueH 4ocTyn K
OOKYMeHTaM U Kak perynupytoTcs npasa 4ocTyna;

- TpeGoBaHusi K obecrneveHUto COXpaHHOCTN AOKYMEHTOB — TpeboBaHus, onpefdensiowme ycnosus
AoCTyna v UCMonb3oBaHWs 4OKYMEHTOB;

- TpeboBaHWs K cucTemam, npegHasHavyeHHbIM A5si Co34aHns U XpaHeHUst AOKYMEHTOB;

- VHCTPYMEHTbI UMK NpoLieaypbl yrpasneHnsl LOKyMeHTaMu — cpeacTBa Tuna cxem MeTagaHHbIX, CXeM
krnaccudukaLlum, kacatolmxest 6e3onacHocTy U JOCTYNa, a Takke COOTBETCTBYHOLLME OpraHbl.

4.2 [lononHuTenbHble TpeGoBaHUA

OononHuTenbHble TpeboBaHUs BKIOYaOT B cebs:

- LenecoobpasHocTb — crneuuanbHele TpeboBaHUs K ynpaBreHuo JOKYMEHTaMM, KOTopble MOTryT 6biTb
paspaboTaHbl TONbKO TOrAa, Koraa B 3TOM eCTb HE06X0AUMOCTL U Koraa cebinka Ha MCO 15489 aensieTca He-
OOCTaTOYHOM;

- COBMECTUMOCTb, KOTOpasa AoMmkHa GbiTe 06ecneyeHa B NonHoM obbeme B cooTBeTcTBUU ¢ UCO 15489

5 PykoBoACTBO No pa3paboTKe U CTPYKType TpeGoBaHWi K yNpaBrneHuio
AOKyMeHTaMU, yCTaHaBNUBaeMbIX B CTaHAApTax

5.1 O6wue nonoxeHus

BonbLIMHETBO pyKOBOAALWMX YKa3aHWUA, NpeacTaBeHHbIX B JaHHOM noapasaene, siBMsioTcs AoMnorHe-
HUWeM K npasunam, gaHHeiM B Jupektnsax MCO/MIK YacTb 2, koTopble coaepxat TpeboBaHus K CTPYKType n
NPOEKTUPOBaHUIO (NOPAAKY CO3AaHNA) MEXAYHAPOAHbIX CTaHAapTOB.

B npouecce paspaboTku HOBOro cTaHaapTa crielyeT y4MThIBaTb COBMECTUMOCTb M NErKOCTb UCMONb30Ba-
HUs AaHHoro AononHeHus co ctaHgaptamu UCO 15489 n NCO/M3BK 82045-1, Bkntouas cnegyolme acneKTbl:

- TEPMUHbI 1 onpeaeneHns;

- cornacoBaHHble 06Lne 3NeMeHTHI;

- UCMONb30BaHUe cornacoBaHHoW obLelt CTPYKTypbl C pasgenamm, Ha KoTopble crieflyeT CCbinaTbCes;

- SICHOCTb U3NOXEeHUA (Kak TeKCTa, Tak U ocbopMneHus);

- OTCYTCTBUE MOBTOPEHWUA U NPOTUBOPEYUIA.

PaspaboTka n nepecMoTp Bcex TpeboBaHUiA kK ynpaBneHuio AOKYMEHTaMU B CTaHAapTax AOMKHbI Cneao-
BaTb COMMacHo npoueccam, onncaHHbIM B 5.3. B opraHnsauumsix, rae npoekT JOKyMEHTa yKe NpUHSAT n obHapoao-
BaH, creayeT yCTaHOBUTbL 06NacT NpUMEHeHUa pekoMeHaaumii 5.3 1 4.2, 0CHOBLIBasiICb HA 3aBepLUEHHOCTU
OOoKyMeHTa.

Bo Bcex TpeboBaHuMsAX K ynpaBiieHnio AoOKyMeHTaMu cnefyeT UCMob30BaTh eAUHYI0 TEPMUHONOMNIO ANs
yao6cTBa UX UCMonb3oBaHus. Mo BO3MOXHOCTA B TpeBGOoBaHUAX K yNpaBnieHuio AoKyMeHTaumeln cneayeT uc-
nonb3oBaTk 06wue anemeHTsbl (cM. 5.3.3.).

2
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5.2 Cneuududeckue oTpacneBbie TpeboBaHUA

5.2.1 O6wue nonoxeHun

Tam, rge npeanoxeHHble TpeboBaHWA K YNpaBrieHWUo AoKYMEeHTaMIn KacarTcst Kakon-nnmbo KOHKPeTHON
obnactn NpUMeHeHUa (0Tpacnu), HKecneayroLue NoroXeHNa NPUMEHSAIOT Kak AOMOSNTHEHUE K PYKOBOACTBY,
AaHHoMy B 5.3 n 4.2,

5.2.2 Tpe6oBaHuA K ynpaBreHUIO AOKYMEHTaMM, Kacalolnecss KOHKpeTHOW o6GnacTu npuMmeHe-
HuA (oTpacnu)

a) JornkHbl 6bITb COBMECTUMBI U COrnacoBaHbl ¢ 0BLWMMN TpeBOoBaHUAM K YNPaBeHU0 AOKYMEHTaMU.

b) DomxHa 6bITb ACHO onpeaeneHa cneundmka 3TUX TpeBOBaHUIA 1 UX OTHOLLIEHUS ¢ o6LuMK TpeboBa-
HUSIMK K YNpaBneHuio AoKyMeHTaMu (HanpumMep, AoMNonHUTeNbHble TpeboBaHus, kacaLwmecs onpeaereHHoNn
oTpacnun, NOSACHEHUA UK U TO U APYroe COBMECTHO).

¢) [OomkHa bbITb Bcerga yeTko obo3HaveHa crneumduka nhdopmMaumn, Kacarowwasncsl KOHKpeTHo obnac-
TV NPUMeHeHUs! (Hanpumep, C UCNOMb30BaHWEM Pa3NUUHBIX TUNOrpadCknx cTuneit)

5.2.3 Cneuudmkauusn pa3paboTku (TexHU4ecKoe 3agaHue)

B cnyyae paspaboTku TpeboBaHuii K ynpasneHuto gokymeHtammn (MCO 15489-1 n. 3.16), cneayeT yka-
3aTb ccbinky Ha ctaHgapT UCO 15489-1 n UCO/TO 15489-2 (B aanbHenwem 0603HaveHHbIN kak MCO 15489).
B cnyyasx Hanuuua TpeboBaHWiA, KacaloWMXCsl KOHKPETHOW 06nacTu npuMeHeHus (0Tpacnu), OHU OOMKHbI
6biTe A0GaBNeHbl K OCHOBHBIM B COOTBETCTBUM C PEKOMEHAYEMOWN CTPYKTYPOW, ONMCAHHOW B HACTOSILLEM
cTaHgaprTe.

5.2.4 Pabota c oTCTynneHuAMMN

Iioboe oTcTynneHue ot cneundmKaLmmn npoekTa 4ofHKHO GbiTb NOATBEPXKAEHO KOMUTETOM, paspabaTbl-
BalOLWMM CTaHA4apT 1 3a40KYMEHTUPOBaHO ANs NPeAoCTaBIeHUA TEXHNYECKOMY KOMUTETY BO3MOXXHOCTU 060-
cHoBaTb aTu oTcTynneHns B MCO. Kpome Toro, cnefyeT yCTaHOBUTb COOTBETCTBYHOLWME NpoLeaypbl Ans
BHECeHUS 3TUX n3MeHeHUn. 3a 3TO oTBeYaeT TEXHUYECKUI KOMUTET, paboTarowWwmnin Co cTaHAapTamMu.

5.3 Mopaenb ynpaBneHUsi AOKYMEHTaMU, CTPYKTypa U obuue aneMeHTbI

5.3.1 O6wue nonoxeHus

PekomeHayeTcsi, UToObl B TPE6OBAHMSX K YIPaBNEHUIO AOKYMEHTaMu1 AN pasnuyHbiX Uenei npuMeHs-
nacbk cornacosaHHas TePMUHOMOMUA N NAEHTUULMPOBaHHBI Habop 0BLLMX 3reMeHToB. DTO NO3BONUT Opra-
HU3aLUMsIM OCYLLECTBUTb BHEAPEHNe CTaHAapTOB Ha eUHON MEeTOA0SOrMYEeCKo OCHOBE.

CoBmecTMOCTb TpeboBaHWN U yAOOCTBO UX UCTIONb30BaHUS MOTYT BbITh NOBLILLEHBI NyTEM YHUWKa-
Lumn ctaHgapToB. CrniegyeT cornacoBbiBaTh TakMe acnekTbl, Kak CTPyKTypa cTaHaapTa, KonmuecTBo obLux ane-
MEHTOB, a Takxe UX cogepXaHune 1 UCMOorb3yeMyto TEPMUHOMOTUIO.

5.3.2 CooTBeTCcTBUE MOAenU U cTpyktype UCO 15489

O6was cTpykTypa TpeboBaHWii K ynpaBreHUo JoOKyMeHTaMun AormkHa ObiTb OCHOBaHA Ha NPU3HAHHOM
MoZenn 1 NorMyeckon cuctemaTtmsannm TpeboBaHnii B COOTBETCTBUM C 3TON MOAESbIO.

BeibpaHHas Mogesnb AoMKHa BKIOYaTh OCHOBHbLIE NPUHLMILI, NpuMeHsiemble K UCO 15489 ¢ uenbio co-
OencTBus:

a) nonb3oBaTensiMm B MOHUMaHWUN 3TUX MPUHLMNOB U NPUMEHEHUN CUCTEM YNpPaBeHUs 4OKYMeHTaMu;

b) paspabGoTunkam cTaHAaPTOB B MOCTPOEHUM NocrefoBaTeslbHOM U NTIOTMYECKON CTPYKTYPHI.

CyLliecTBytolne Moaenu TpeboBaHNi K ypaBneH o JOKYMeHTaMu pa3BvBaloTesl, U B Byaywiem moryT
MosIBUTLCA HOBblE Moaenu. TexHudeckue komuteTbl UCO, paspabatbiBatollme TpeboBaHWA K ynpasneHuto 4o-
KyMeHTamu B cTaHfapTax, U Te, KTo cobupaeTcs Mcnonb3oBaTh APYryio MoAesb, AOMMKHbI rapaHTUPOoBaTh ee
COBMeCTMMOCTb co cTaHgaptoM MCO 15489 n ctaHpapTamMu, paspaboTaHHbBIMA APYTMMUA TEXHUYECKUMU
KoMuTETaMMU.

MpumeyaHune— lMpumepbl NCNOMNb3OBaHUsi 3TUX MoZernen npueegeHsl B MCO 15489.

5.3.3 O6Gwue aneMeHTbI

Ecnu TexHn4eckuin komuteT, paspabaTbiBaownii NpoekT TpeboBaHWi K yripaBrneHuo JOKYMEeHTaMu, Bbl-
6upaeT Habop 3N1EeMEHTOB, KOTOPLIA 3HAUMTENBHO OTNIMYAETCS OT NPUMBEAEHHOrOo B Tabnuue 1, TO B 3TOM chy-
Yyae criegyeT eMy BKIOoYaTb B CBOU AOKYMEHThI Tabnuvubl NepekpecTHbIX CChINTOK K APYrMM cTaHaapTam.

Mpu hopMUpPOBaHUM TUMOBLIX ANEMEHTOB TpeboBaHWIA K yNpaBeHWio JOKYMEHTaMu cneayeT UCToNb3o-
BaTb Te e camble POPMYSIMPOBKM, CNi nogpasymeBaeTcs TO Xe caMmoe 3HadeHue. Takylo cuctemaTusaumio
31eMeHTOB peKoMeHAyeTC sl npunaraTh K NpoeKkTy cTaHgapTa aAns yaobcrea ero UCnonb3oBaHusl, a Takke Ans
COBMECTHOro NpMMeHeHna 3Toro ctaHgapTa u ctaHgapta MCO 15489.
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6 TunoBble 3aneMeHTbl TPe6OBaHUN K yNpaBneHUI0 JOKYMEHTaMM

LleJ'Ib NnpUMEHeHnA CUCTEM ynpaBneHUa AoOKyMeHTaMn Tak XXe, Kak U AeTann pas3nndHblX acnekTos, npea-

ctaeneHbl B NCO 15489

Ta6nwuua 1— Tunosble snemeHTb TPeOOBaHWIA K yNpaBneHnIo AOKYMEHTaMm

OcHoBHas o6nacTb NPUMEHEHNUs1
TpeboBaHuit K ynpasneHuio
DOKyMEHTamu

06w anemeHT TpeboBaHun

TunoBon anemMeHT cogepxaHua TpeboBaHuin

CosgaHne aOKyMEHTOB

AgMuHUCTpaTMBHbIE NpaBwra, onpe-
Aensiiowme, Kakme [AOKYMEHTbl AOMXKHbl
6bITb CO3aaHbl U 06beMHEHBI B CUCTEMY
AokymeHToB. Kpome Toro, agmmHucrpa-
TUBHbIE MpaBumna Ans KOHTPonsA cratyca
DOKYMEHTa B TEUYEHWE BCErO €ro XXU3HEH-
HOTO UMKIla U cpeacTBa ansi Knaccudmka-
UMW U MHOEKCUPOBAHUSI AOKYMeEHTa

TpebGoBaHWs K CO3AaHWI0 4OKYMEHTOB

MpaBuna BeaeHWn AenoBbIX onepa-
LM

Mpaeuna knaccudukaumm

Mpaeuna nHgekcMpoBaHus

TpeboBaHWs K CO3AaHNI0 METaAaHHbBIX

XpaHeHne AOKYMEHTOB

AOMWUHNCTPATHBHBIE MPAaBUIIA KOHTPO-
NA XPaHEHWS1 N YHUUTOXEHUS [OKYMEH-
TOB, BK/IOYas CPOKM XPaAHEHUsI U JKCNep-
TU3Y UEHHOCTH

Cneunduueckne TpeboBanns K xpa-
HEHUIO, Hanpumep:

- lopuanHeckue, Hanoroeble, UHaH-
COBbIE;

- NONUTMKA oOpraHuW3aumm AenoBbIX
ornepauw;

- WHTEpeChl APYIMX 3auHTEpecOBaH-
HbIX CTOPOH;

- UCTOPUA OpraHn3aumu;

- KyNnbTypHble TpeboBaHus

HocTtyn kK gokymeHTam

AOMWHNCTPATHBHBIE MPaBUIIa KOHTPO-
NA U perynMpoBaHns 4OCTyna K JOKYMEH-
TaM 1 UX UCNOSb30BaHUS

OTBeTCTBEHHOCTb 3a AOCTYN BKNIOYa-
eT B cebs:

- acnekTtel GesonacHocTn (pusndec-
KUE U NOTUYECKne);

- rapaHtmm TOro, 4rto obecnevyeHune
[OCTyna He CTaBMuT Moj, yrposy uernocr-
HOCTb

O6GecneveHne CcoxpaHHOCTU
OOKYMEHTOB

AOMVHUCTPaTUBHbIE NPABUIA KOHTPO-
ns Beibopa dopmaTta 4OKYMEHTOB U Npo-
LIeCCOB, CBsI3aHHbIX ¢ o6ecrneyeHnem BOc-
Npou3BOAMMOCTN AOKYMEHTOB U BO3MOX-
HOCTbIO MX BOCCTaHOBIEHUSI.

TpeboBaHus k co3gannic u cbopy me-
TadaHHbIX O AEeNCTBUSX, NPOU3BOAUMBIX
npv paboTe ¢ JOKYMEHTaMM

MpaBuna nepemelwieHnst (MmMrpaumm)
JOKYMEHTOB.

MpaBuna BLIGOpa NporpaMmMHoro obe-
cneveHust.

PykoBogsilme npvHumnbl 4ns BbiGopa
cdopmaTta AoKyMeHTa.

TpeboBaHWs K METAAHHBIM

CucTtembl, coagatwolme u
ynpaensiolme AJoKyMeHTaMu

Cuctembl, cosgawwue u ynpaensio-
Wwue JOKYMEHTaMU, AOMKHbI 0bnagaTh ka-
YecTBamu, rapaHTupylwummu (obecneuu-
BaOLWMMM) NOMHOTY (HEU3MEHHOCTb) CO-
JepXalumxcsi B HUX JOKYMEHTOB U KX CO-
OTBETCTBUE TPEBGOBaHUSIM OpraHu3aumu B
OTHOLLEHUN y4eTa U KOHTPOIs

Cuctembl OOMKHbI BbITh:

- HaOEeXHbIMMU;

- LEenocTHbIMY;

- NerkMmMmn B NPUMEHEeHUN;
- MONHBLIMU;

- YNopsigoYeHHbIMU

WHCTpyMeHTbl 1 npoueaypsl
yrnpaBreHusl AOKyMeHTamu

WHCTpyMeHTbI 1 Mpoueaypbl ynpaene-
HUS AOIMKHbLI ObITh paspaboTaHb! Tak, UTo-
6bl nMogdepXKMBaTh CTPYKTYpbl yrnpaene-
HUA OOKYMeHTaMu, TpebyeMmblie B cUCTe-
Max ynpaeneHus

OTW MHCTPYMEHTbLI MOTYT BKIOYATh B
cebs:

- CXeMbl MeTaJaHHbIX;

- CXeMmbl Knaccudukaumu;

- npoueaypbl XpaHeHWs AOKYMEHTOB;

- cXeMbl Kraccudvkauum yposHen be-
30MacCHOCTM U 0CTYNa;

- NEepeYHn CPOKOB XpaHeHUs;

- COOTBETCTBYHOLLME OpraHbl BNacTu
ynpaeneHus

OTBETCTBEHHOCTb

OTBETCTBEHHOCTbL 3a WHbOPMaUuo
JornxHa OblTe pacnpeferneHa v OUeHU-
BaTbCsl B COOTBETCTBUM C KOHTEKCTOM Je-
NOBOW AeATEeNnbHOCTH
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Mpunoxenne JA
(o6a3aTenbHoe)

CBefieHMA 0 COOTBETCTBUU CChINTOYHbIX MeXAYHapOAHbIX CTaHAAPTOB
CCbIMIOYHBLIM HauuoHanbHbIM cTaHAapTaMm Poccuitckon Pegepauum

Ta6nuua OAA1

0O603HavYeHne CCbUTOYHOro CreneHb 0603Ha4YeHne U HAUMEHOBaHWE COOTBETCTBYIOLWEro
MeXAyHapoaHOro craHaapTa COOTBETCTBUA HaLMOHaNbLHOro cTaHaapTa
NCO 15489-1:2001 IDT FOCT P UCO 15489-1—2007 «Cuctema cTraHaapToB MO UH-

dopmauum, GubnmotTeuHomy 1 n3garenbckomy aeny. Ynpas-
nexuve gokymeHtamm. O6wme TpeGoBaHus»

NCO/TO 15489-2 *

Mnco 23081-1 IDT FOCT P UCO 23081-1—2009 «Cuctema craHAapToB MO UH-
dopmauum, 6ubnuotevHoMy 1 nagatensckomy aeny. Npouec-
Cbl yrnpaBreHusi JokymeHTamn. MeTagaHHble Ons [JOKyMEH-
ToB. YacTtb 1. MpuHUMnbi»

NCO/M3K PykosoacTeo 2 *
MO3K 82045-1 *
MCO/M3K Oupektmebl. HacTb 2 *

* COOTBETCTRYIOLMIA HaUNOHAmbHBIR CTaHAapT OTCyTCTBYET. Jlo ero yrBepxaeHus pekoMeHayeTcs NCnonb3oBarhb
nepeBoA Ha PYCCKUIM A3bIK 4aHHOTO MexXayHapogHoro ctaHaapTa. [epeBog gaHHOro mexayHapoaHoro ctaHaapTa Haxo-
anTcsi B PepepanbHoOM MHDOPMaLMOHHOM hOHAE TEXHUYECKMX pernamMmeHToB U CTaHAApToB.

MpwmedaHune— B HacTosAWwel Tabnuue UCNonb30BaHoO crneayiollee ycnoeHoe o603HaqveHne CTeneHn cooTee-
TCTBUS! CTaHOAPTOB:
- IDT — naeHTWuHbIN cTaHaapT.
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