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[lpeagucnoBue

Llenn 1 npuHuuMnel cTaHgapTusaunm B Poccunckon ®egepauum yctaHoeneHsl PegepanbHbiM 3aKOHOM
oT 27 aekabpsa 2002 r. Ne 184-P3 «O TeXHNYeCKoM perynmpoBaHn», a npasuna npuMeHeHUs HaunoHanbHbIX
ctaHaapToB Poccunckon ®egepaumm — FrOCT P 1.0—2004 «CTtaHagapTnsaumna B Poccunckon degepadini.
OCHOBHbIE NONOXEHUA»

CBeaeHUA o0 cTaHpapTe

1 NMOAIOTOBJIIEH lNocygapcTBeHHBIM ydpexaeHnem BcepoCCUMUCKUM HaydHO-UccneaoBaTenbCKUm
MHCTUTYTOM AOKYMeHTOBeaeHUA U apxmeHoro gena «BHUAOAL» Ha ocHOBe ayTeHTUYHOro nepesoda Ha pyc-
CKUN A3bIK MeXAyHapoaHoro ctaHgapTta, ykasaHHOro B nyHkTe 4

2 BHECEH TexHun4yeckum komuteTom no ctadHgapTtusaunm TK 191 «Hay4Ho-TexHu4eckada MHgopmMaLuns,
bMbNMoTEeYHOE U n3JaTerNbCcKoe Aerno»

3 YTBEP>XOEH W BBEEH B AEVNCTBWE Mpukazom deaepansHOro areHTcTea no TEXHUYECKOMY pe-
r'ynupoBaHuo n metponorim ot 15 gekabpsa 2009 r. Ne 1260-cT

4 Hactosawun ctaHgapT naeHTudeH MmexayHapoaHomy ctaHgapTty NCO 22310:2006 «MHpopmaumna v
OoKyMeHTauus. PyKoBOACTBO ANA pa3paboTUMKOB CTaHOAapTOB, YCTaHaBNMBaOLWMX TpeboBaHUA K ynpasne-
HUO gokymeHTamn» (ISO 22310: 2000 «Information and documentation — Guidelines for standards drafters
records management requirements in standards», |IDT)

[Tpy NpUMeHeHUN HACTOALLEro cTaHaapTa pekoMmeHayeTcd UCNob30BaTbk BMECTO CChITOYHBIX MeXayHa-
POAHLIX CTaHOAPTOB COOTBETCTBYOLWME UM HaLMoHanbHble cTaHgapTel Poccuinckon ®egepauumn, ceegeHna o
KOTOPbIX NpUBedeHbl B ACNONHATENBHOM npunoXeHun A

5 BBEAEH BI'NEPBbIE

VIHgbopMauus ob UMEeHeHUSIX K HacmosuwemMy cmaHoapmy nybrnukyemecs 8 eXe200H0 u3tasaeMoM UH-
opMalylIOHHOM yKa3zamersie « HauuoHanbHbie cmaHOapmbl», @ MeKcm U3MeHeHUU U MpasoK — 8 eXeMeCsu-
HO u30agsaeMbiX UHGbOpMaUUOHHbLIX yKa3zamensax «HayuoHanbHble cmaHOapmbi». B cnydyae riepecmompa
(3aMeHbl) Unu ommMeHbl Hacmosuw,e2o cmaHoapma coomeemcemesyroujee yseoomreHue byoem onybriukoeaHo
8 eXXKeMeCs4YHO u3dasaeMoM UHpOpMaUUOHHOM yYKalamerne «HauuoHaneHbeie cmaHoapmsbi». Coomeemcemay-
rouast UHgbopmMmauus, yeeooMiieHue U meKkcmal pazMelaromcess makxe 8 UHgbopmMayluoHHoU cucmeme obujea2o
ronb308aHUs — Ha oguyuanbHoOM calime PedepallbHo20 azeHmemaea 1o mexHU4eCcKoMy peaynupoeaHuro U
Memporsnoauu 8 cemu ViHmepHem

© CTtaHgapTuHdgopm, 2010

HacTtoawmnn ctaHgapT He MoXeT OblTb MOSHOCTLIO UMM YaCcTUYHO BOCTIPOU3BEAEH, TUPaXKUPOBAaH U pac-
MpocTpaHeH B KayecTBe oduLmanbHoro nsganua 6es paspeweHns PegepanbHOro areHTCTBa No TeXHUYECKo-
MY PeryimpoBaHno N MeTPOSIoru
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BBegoeHue

Bce bonbliee 4YnuCno cTaHOapTOB coaepXUT TpedboBaHUS, KacaroLwmecss co3gaHusl, UCnonNb3oBaHUSA U
yrnpaBneHusa AokymMmeHTamMu. NoaTomMy BaXKHO, YTODLI HOBbIE CTaHAAPThI SIBMANUCE AONMONHEHUSAMU CTaHOapTOB
NCO 15489-1:2001 nNCO/TO 15489-2:2001 ansa Toro, 4YToObl AOKYMEHTHI, pa3pabaTbiBaeMble Ha OCHOBaHUN
nx TpeboBaHUN, ocTaBanuUCb NocneaoBaTeflbHbIMUA, ayTEHTUYHBIMU U €ANHOODPa3HLIMM.

B ctangaptax NCO TK 46/T1K 11 roBopuUtcst 0 HeobxoanMmMocTi obecneveHunst B3aMMoaeNCTBUSA MEXOY-
HapOAHbIX CTaHAapTOB. [103TOMY HaACTOALLMN CTaHAapPT O TPeDOBAHUAX K YNPaBNEeHUIO AOKYMeHTaLeNn, ycTa-
HaBnMBaemblX B cTtaHgaptax WCO, paspabaTbiBancs Kak AOMNOMHUTENbHOE PYKOBOACTBO K [UpeKkTuBam
NCO/M3K.

Llenb HacTodAwero ctaHgapTa — cogenucTBue cneynannuctam, paspadaTbiBaoLMM HOBbIE NTMDO KOppeK-
TUPYIOLLM YCTapeBLIne TpeboBaHUSA K ynpaBneHUo AoKYMeHTaMU, 3anoXXeHHble B CTaHAapTax, a Takke obec-
neynsaroLlMM COOTBETCTBUE 3TUX TPebDOBaAHMA BbLILLEYNOMSIHYTBIM KPUTEPUAM MOCNeaoBaTeNlbHOCTU U
(PYHKLMNOHANMbHOU COBMECTUMOCTMN.

CneaoBaHMe HaCTOALWMM PYKOBOAALMM NpUHLUMNaM npeanonaraeT BkntoveHue B ctaHaapTel NCO/M3BK
Mo ynpaBreHuo AOKYMEHTaMM A0ONONMHUTENBbHBLIX TpeboBaHU, pa3paboTaHHbIX Ha OCHOBaHWUM O00OLWKX Tpebo-
BaHWN, npeacTtaBneHHbix B MCO 15489.

[IpUMEeHeHNe HaCTOALWMX PYKOBOAALWMX NPUHLKMNOB obecnevynut B3auMoaeWUCTBME BblLLIEeHa3BaHHbIX
CTaHOAPTOB U COOTBETCTBUE UM APYrMX CTAHOAPTOB MO YNpaBleHUo A0KYMEHTaMMN U cCUCTEMaMU C LIeNbio KX
COBMECTHOro UCNoNb30BaHUA 3aUHTEPEeCOBaHHBLIMU OpraHnU3aLnuaMu.

TexHunveckme komuteTbl MCO, OTBETCTBEHHLIE 3a pa3paboTKy oOLKMX TpeDOoOBaHUN K YNPaBNEHUIO A0KY-
MEeHTaMW B cTaHOdapTax, OTBe4varloT 3a obecrnedyeHune LenoCTHOCTU CBOUX CTaHOapTOB. OTU TEXHUYECKUE KOMU-
TeThbl NMPOBOASAT OTpPacCNeBYO NOMUTUKY U obecneymBaloT AanbHeullee pykoBOACTBC B 0ONacTu pasBUTUS
CTaHOapPTOB ANSA KaXXOoW oTpacnun. Takoe pyKOBOACTBO SIBNSIETCA AONONHEHUEM K PYKOBOASALMM YKa3aHUAM
HaCTOSLLEero ctaHgapTa.

IV
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HAUMWOHANBbHBIWN CTAHOAPT POCCUUCKOWN PEOEPALUMN

Cuctema ctaHgapToB nNo uHcpopmauumn, 6U6NMOoTEeHHOMY U U3gaTenbCKOMY Aeny

MHPOPMALIMA U JOKYMEHTALUUA. PYKOBOACTBO AJIA PASPABOTHUAKOB CTAHOAPTOB,
YCTAHABJIIMBAKROLWUX TPEBOBAHUA K YITPABJIEHKO LQOKYMEHTAMW

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

[lata BBegeHnsa — 2010—07—01

1 Ob6nacTb NpUMeHeHus

Hactodwnn crtaHgapT obbeauHseT TpeboBaHUS, MNpeabsiBNsAEeMble K AOOKYMEeHTaM B cTaHgapTtax
NCO 15489-1, NCO/TO 15489-2 n UCO 23081-1 ansa BkNOYEHUA UX BO BCE CTaHAapThl, PerfnameHTupyroLmne
npoLecchl co3aaHns U XpaHeHUa AOKYMEHTOB. B HeEM TakKe BblAaeneHbl pasnnuHble 3neMeHThl TpedoBaHuUN,
KOTOpble cneayeT paccMaTpuUBaTh KaKk KOMMOHEHThI paCclUMPeHHON CTPYKTYPLI yripaBneHUa AoKyMeHTaLunen.

CopaepXalumecsd B HacTodLWeM cTaHgapTe yKasaHUa AONONHAKT NpaBuia BbINOTHEHUA TEXHUYECKOU pa-
OOTbl N METOAONOTNIO Pa3padoTKN MeXayHapoaHbIX CTaHAAPTOB, ycTaHoBNeHHble Aupektnueamn NCO/MOK.

HacTtodawuy ctaHgapT npeaHasHayvyeH Ans Mcnonb3oBaHUa scemun opraHusaumnamm MCO, y4acTBYOLWMMIA
B pa3paboTke npobnem ynpasneHnus AoOKyMeHTaMn Unn TpedboBaHMA K AOKYMeHTaUun B ctaHgapTax. OH Takke
MOXET UCMONb30BaTbCH OpraHnsaumami, He Bxoadawnmm B coctaBs NCO, Ho npuMmeHsaowmmMmn ctadgaptel NCO
Ha MeXaAyHapoaHOM, permoHansHOM UMM HauuoHanbHOM YPOBHE N HaxXo4aWMMKCA B npouecce paspaboTku
CTaHOapTOB U/UMN COOTBETCTBYIOLLNX AOKYMEHTOB, YCTaHaBNUBAOLWMX TPeOOBAHUS K yNPaBNEHNIO OOKYMEH-
TaMu.

[1pumeyaHue— 3HayeHue mepMmuHa «cmadoapmy» 8 Hacmosuwem cmaxdoéapme oxeamaeigaem yenbsit psad 6o-
KYMEHMOE8 pa3HbIX 8UO0E, a UMEHHO. MeXOyHapOoOHkIe crmaHoapmesi, pykogoosduue ripunyurisi MCO/MIK, mexHuyeckue
crieyudukayuu, mexHu4yeckue omyemsi, 0bwecmeeHHO docmyriHbie crieyugukayuu u MexxoyHapoOHkie paboyue cozana-
WEHUS, €CIU HE YKa3bi8aemces KOHKPemMHbIt 8Uul OOKymMeHma.

2 HopmaTuBHbIe CCbINKN

B HacTosAweM cTaHaapTe UCNOMb30BaHbl AaTUPOBAaHHbLIE U HEAATUPOBAHHLIE CChINKA HA MeXayHapoa-
Hble cTaHaapThel. [1py gaTUpoBaHHBLIX CChiNkax nocneayrowme pegakum MmexxayHapoaHbelX CTaHaapToB UK U3-
MEeHeHUA K HUM [OeUCTBUTENbHBbI AONd HacTodAlWlero craHgapta TOMbKo Mnocne BHeceHUs WU3MEHEHUU K
HacTodAllemMy cTaHaapTy UM NyTeM NOAroTOBKM HOBOW pedakLnn HacTodlero ctaHgapTa. [na HegaTupoBaH-
HbIX CCbINIOK AeUCTBUTENbHO nocnegHee nsgaHue ctaHgapTa, Ha KOTopbIv Dbina nponusBegeHa cehifika, BKI1HO-
Yyasi NonpaBKWy.

NMCO 15489-1:2001 NHdpopmaumsa U AoKyMeHTauus. YnpasneHue gokymeHtamun. Hacte 1. Obwme Tpe-
boBaHua (ISO 15489-1:2001, Information and documentation — Records management — Part 1: General)

NCO/TO 15489-2:2004 NHdopmaumsa U aokyMeHTauus. YnpaBneHne gokymeHtamu. Yactb 2. PykoBo-
aswme npuHuunel (ISO/TR 15489-2, Information and documentation — Records management — Part 2:
Guidelines)

MCO 23081-1 UHpopmauma n gokymeHTauus. lNpoueccel ynpaBneHnsa gokymeHTamu. MeTagaHHbIe
ans aokymeHTtoB. Yacte 1. MNpuHyune! (ISO 23081-1, Information and documentation — Records management
processes — Metadata for records — Part 1: Principles)

MCO/M3K PykoBoacteo 2. CtaHaaptTuszaumst U CMexXHble BUAbl AesTenbHocTU. OBOWM cnoBapb
(ISO/IEC Guide 2, Standardization and related activities — General vocabulary)

U3pgaHne odbvumanbHoe
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MOK 82045-1 YnpaeneHune gokymeHTamu. Hactb 1. lNpuHumnel 1 metogbl (IEC 82045-1, Document
management — Part 1: Principles and methods)

NMCO/M3K LOupektusbl, HacTb 2. NpaBuna ang CTpYKTYPUPOBaHUS U NPOEKTUPOBaHUA MeXayHapoaHbIX
ctaHaapTtoB (ISO/IEC Directives, Part 2, Rules for the structure and drafting of International Standards)

3 TepMUHbI N onpegeneHus

B HacToswem cTaHaapTe npuMeHeHbl TepMuHbl, aaHHble B Pykosoactee 2 MCO/M3K n NCO 15489-1.

4 O6wWwMe NpUHUMNDI

4.1 TunoBble TpeboBaHUA, yCcTaHaBNMMBaeMble B A[pyrux crtaHaapTax B COOTBeTCTBUU C
NMCO 15489

TunoBble TpeboBaHUs, ycTaHoBNeHHbIE B NCO 15489, Bknto4atoT B ceb4:

- TpeboBaHUA K CO34aHUIO OOKYMEHTOB (MpaBunia OOKYMEHTUPOBaHUS) — TpeboBaHUA, onpeaensio-
LLIne, Kakue KOHKpeTHble A0KYMEHTbl 4OPKHbI ObITh CO34aHbl B npoLecce AeATeNbHOCTU U BBeAEeHbl B CUCTEMY
NOKYMEHTOB, a Takxke UHghopMaLuulo, cogepXallyrocsl B 3TUX AOKYMEHTaxX, U AaHHble, KOTopble HeobXxoanmo
cobpaTb 00 3TUX AOKYMeHTax (MeTagaHHble 00 ynpaBneHUn goKyMeHTaMu);

- TpeboBaHUA K XpaHEeHUO AOKYMEHTOB — TpeboBaHUsA, yCTaHaBNMBarowWMe, Kak AoNro AOMKHbI Xpa-
HUTLCA OOKYMEHTHI, U Kakum obpasoM UX cneayeT nepeaaBaTb CTOPOHHUM OpraHusaunsiM, a Takke Kak opra-
HN30BATb UX YHUUTOXEHUS;

- TpeboBaHWUA K OOCTYNY K AOKYMeHTaM — TpeboBaHWUsA, yCcTaHaBNMBAOLWWE, KOMY paspelleH 40CTYM K
OOKYMEHTaM 1 Kak perynupyroTca npaea AocTyna;

- TpeboBaHMs K obecnevyeHUto COXPaHHOCTU AOKYMEHTOB — TpeboBaHus, onpeaensitoime ycrnoBus
O0CTYMNa U UCMONb30BaHNA OOKYMEHTOB;

- TpeboBaHMS K cMcTemMam, npeaHasHauveHHbIM 4115 co34aHuUa U XpaHeHUs1 AOKYMEHTOB;

- MHCTPYMEHTbI UK Npoueaypbl ynpaBneHnst 4OKYMeHTaMmn — cpecTBa TUMa CXeM MeTafaHHbIX, CXEM
Knaccugpukaunun, kacarowmxcs 6e3o0nacHOCT U A0CTYNAa, a TakKe COOTBETCTBYHOLWME OpraHbhl.

4.2 JononHutenbHble TPebOBaHUSA

[dononHutenbHble TpeboBaHUA BKNOYAOT B CeOA:

- LlenecoobpasHoCTb — cneuuarnbHble TpeboBaHUS K yNpaBleHUO JOKYMEHTaMK, KOTOpble MOTYT ObITh
paszpaboTaHbl TONLKO TOrAa, Koraa B 3TOM eCcTb HeobxoanmMocTb 1 Koraa cebifika Ha MCO 15489 saBnseTcs He-
NOCTATOYHOM;

- COBMECTUMOCTb, KOTopasd AomkHa ObiTb obecneveHa B nonmHoM obbeme B cooTBeTCTBUU ¢ NCO 15489

5 PykoBoacTBO No pa3paboTKe N CTPYKType TpedoBaHUMN K yNpaBreHUIo
OOKYMEeHTaMMm, YCTaHaBNUBaeMbIX B cTaHOapTax

5.1 O6wue nonoxeHuA

BONbLWMHCTBO PYKOBOASALWNX YKasaHU, NpeacTaBieHHbIX B AaHHOM nogpasaene, aBnsaTcs AoNoIHe-
HMEM K npaBunam, gaHHeiMm B Aupektuax NCO/M3BK YHacTs 2, koTopble cogepaT TpeboBaHUS K CTPYKTYpE W
1POEKTUPOBAHUIO (MOPAAKY co3gaHnua) MexayHapoaHblX CTaHOaPTOB.

B npouecce paspaboTkm HOBOro cTaHgapTa cneayeT ydnuThiBaTb COBMECTUMOCTL U NErkoCcTb UCMONb30Ba-
HUA aaHHoro gonofHeHus co ctadHgaptamm NMCO 15489 n MCO/M3K 82045-1, Bkntovada cneayrolime acnekThbl:

- TepMUHBI U onpegeneHuns;

- CcornacoBaHHbIe O0LLNE 3NEMEHTDI;

- UCMONb30BaHWUE CornacoBaHHOW ObLLEN CTPYKTYPLI C pasaenaMmin, Ha KOTopble crneayeT cehifaTbhCs;

- ACHOCTb M3NOXEHUA (Kak TekcTa, Tak U 0popMIeHNns);

- OTCYTCTBUE MOBTOPEHUN N NPOTUBOPEYNN.

PaspaboTka n nepecMmoTp Bcex TpeboBaHWN K yripaBneHUo AOKYMEHTaMM B CTaHAapTax A0MKHbI cnego-
BaTb COrMacHoO npoLeccam, ornnMcaHHbIM B 5.3. B opraHmnsaumsx, rae npoekT AOKYMEHTa yXKe NMpUHAT U 0bHapoa0-
BaH, crneayeT yCcTaHOBUTb 0bNacTu nNpuMeHeHns1 pekomeHgaumnm 5.3 n 4.2, OCHOBBLIBAsICb Ha 3aBEpPLUEHHOCTU
OOKYMEHTA.

Bo Bcex TpeboBaHUAX K yNpaBNeHUo AOKYMEHTaMU cneayeT UCMoNb30oBaTh eUHYH TEPMUHOMNOTIO AN
ya00CTBa UX NCMONb30BaHUA. 10 BO3MOXHOCTU B TPeOOBaAHUSX K yNIpaBneHnio AoKyMeHTaunen crnegyeTt Uc-
Mnonb3oBaThb 0bLWMe 3reMeHThl (CM. 5.3.3.).

2
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5.2 Cneuunduyeckue orpacneBble TpeboBaHUSA

5.2.1 O6wme nonoxeHus

Tam, roe npeanoXeHHble TPeOOBAHMNSA K YNIpaBNEeHUIO AOKYMEHTaMN KacatoTCH KaKoN-NMbo KOHKPETHOW
obnactu npumMeHeHus (oTpacnun), HukecneaywoLlme NonoXXeHUs1 NPUMeHSIIoT Kak AoMoNHEeHUe K PYKOBOACTBY,
OAaHHOMY B 5.3 n 4.2.

5.2.2 TpeboBaHMA K ynpaBrneHUIO OOKYMEHTaMU, Kacarwlwmnecs KOHKpeTHOU obnactn npumMmeHe-
HUA (oTpacnu)

a) HomKHbl ObITb COBMECTUMbBI U cornacoBaHbl ¢ 00WUMN TpebOoBaHUAM K YNPaBNeHNI0 AOKYMEHTaMN.

b) [omkHa ObITb SICHO onpeaeneHa cneundmka aTux TpedboBaHUN N NX OTHOLLEHUA C 0DLWLMMK TpeboBa-
HASAMU K YNpaBNeHuno JoKyMeHTaMn (Hanpumep, AononHUTeNnbHble TpeboBaHUA, KacatoLwmecst onpeaeneHHon
OoTpacnu, NOSICHEHUNA UM U TO U APYroe COBMECTHO).

c) HdomxkHa bbITb Bcerga 4eTko obo3HavyeHa cneundpuka MHgpopmaumn, KacaroLasicsl KOHKpeTHOoW obnac-
TN NPUMEeHeHUsa (HanpumMep, ¢ UCNoMNb3oBaHUEM PAa3NMUYHBLIX TUMOrPadPCKUX CTUMEN)

5.2.3 Cneuundukaumna paspaboTkm (TexHU4YeCckoe 3agaHune)

B cny4vae paspaboTku TpeboBaHuM K ynpasneHuto gokymeHTamm (MCO 15489-1 n. 3.16), cneayet yka-
3aTb ccbinky Ha ctaHgapT MCO 15489-1 n UCO/TO 15489-2 (B AanbHenwem 0b6o3HavyeHHbIU Kak MCO 15489).
B cnyyasax Hanmuma TpeboBaHMK, KacatoLMXCsl KOHKPETHOW obnacTn npuMeHeHns (oTpacnun), OHU OOSMKHbI
ObiTb A0DaBNeHbl K OCHOBHbLIM B COOTBETCTBUMMA C PEKOMEHAYEMOWU CTPYKTYPOW, ONUCAHHOM B HaCTOSILLEM
cTaHgaprTe.

5.2.4 PaboTa c oTCTYyNNeHUAMMU

NMioboe oTcTyNneHne oT cneundukaLum npoekTa AoMKHO ObliTb NOATBEP)KAEHO KOMUTETOM, pa3pabaThl-
BAOLWMM CTaHAapT N 3aJ0KYMEeHTUPOBaHO AS1A NpeaocTaB1eHUsA TEXHNYECKOMY KOMUTETY BO3MOXHOCTU 060-
cHoBaTb 31U otctynneHna B MCO. Kpome Toro, criegyeT yCTaHOBUTb COOTBETCTBYIOLLME MpoLeaypbl Ans
BHECEHUS 3TUX M3MEHEeHU. 3a 3T0 oTBeYaeT TeXHNYECKUA KOMUTET, paboTaloLl i co cTaHaapTaMu.

5.3 Moaenb ynpaBrieHUsl AOKYMEHTaMU, CTPYKTypa U obuime anemMeHTbl

5.3.1 O6wme nonoxeHus

PekomeHayeTcs, 4TOObI B TPEDOBAHUSAX K YNIpaBNeHUo AOKYMEHTaMK A4Sl pasnnyHbIX LUenen npuMeHsi-
nacb cornacoBaHHasa TEpMUHONOTNA N MOEHTUPULNPOBAHHBLIN HADOP ODLLKMX 3NEMEHTOB. JTO MO3BOJNIUT Opra-
HA3aLMAM OCYLLIECTBUTL BHeApeHWe cTaHdapToOB HA eAMHON MeToa40NorM4eckomn OCHOBe.

COBMECTUMOCTb TpeboBaHUN U yOOOCTBO UX UCNOMb30OBAHMUS MOTYT ObITb NMOBbLILLEHLI MYyTEM YHUDUKA-
LK cTtaHaapToB. CneayeTt cornacoBbIBaTh Takme acnekThl, Kak CTPYKTypa cTaHaapTa, KONnM4ecTBO 0DLWmMX ane-
MEHTOB, a TaKXe UX cogepXaHne U UCNoNb3yeMyto TEPMUHOMOTUIO.

5.3.2 CooTBeTCcTBME Moaenun u cTpyktype MCO 15489

Obwas cTpykrypa TpedboBaHUA K ynpaBneHUo A0KYMEHTaMU AoMKHa ObiTb OCHOBaHa Ha NpU3HaHHOW
MoAenun 1 norm4yeckon cnctemMaTtusaunm TpedoBaHU B COOTBETCTBUKM C 3TOU MOAENbIO.

BbibpaHHas mogernb AoMKHA BKIOYaTbh OCHOBHBLIE NMPUHLUUMBL, NpumMmeHsaemMble K MCO 15489 ¢ uenbto co-
NencTBuUA:

a) Nonb3oBaTeNAM B MOHUMaHUN 3TUX NMPUHLMMNOB U NMPUMEHEHUN CUCTEM YIpaBlieHUs OKYMEHTaMU;

b) paspaboTyMkam cTaHAapTOB B NOCTPOEHUU NocneaoBaTeNbHOM N TOTMYECKON CTPYKTYPHI.

CyulecTByoLLMe Moaenu TpedboBaHN K yripaBieHuo AoKYMeHTaM1 pa3BMBatoTcs, 1 B OyayLwem MoryT
NnosiBUTbCSA HOBble Modenn. TexHun4yeckmne komuteTbl MCO, paspabdaTbiBatollme TpeboBaHMSA K ynpaBneHnto 4o-
KyMEeHTaMu B cTaHgapTax, U Te, KTo cobupaeTcs UCnonb3oBaTh APYryo Moaerb, ACIKHbI rapaHTUpOoBaTh ee

COBMeCTUMOCTb co cTtaHaaptom NCO 15489 wn ctaHpapTamu, paspaboTaHHbIMKA APYIMMU TEXHUYECKUMU
KOMUTETaMMN.

[Tpumeyanue—Illpumepbl NCNoNb3oBaHUA 3TUX Moaenen npmBeaeHsl B NCO 15489.

5.3.3 O6wue aneMeHThbI

Ecnu TeXxHn4ecknn KoMUTeT, paspadbaTtbiBatoLlA NPOeKT TpeboBaHUN K ynpaBNeHUo AOKYMEHTaMU, Bbl-
bunpaeT Habop 3MEMEHTOB, KOTOPLIN 3HAYNTENBHO OTNUYaeTCs OT NPUBEAEHHOro B Tabnuue 1, To B 3TOM Chy-
yae criegyeT eMy BKOYaTb B CBOU AOKYMEHTHLI Tabnuubl NepeKkpeCcTHbIX CChINOK K ApYrMM cTaHaapTaMm.

[Tpn popMUPOBAHNN TUMOBBLIX 3NIEMEHTOB TPeboBaHUN K yNIpaBNeHMIO JOKYMEHTaMu crieayeTt UCTMOMb30-
BaTb Te XXe caMble POopMYNUPOBKK, eCcnii NogpasyMmeBaeTCcs TO XKe caMoe 3HadeHue. Takyro cuctemaTusauunio
3NEeMEHTOB PEKOMEHOYETCH npunaraTth K NpOoeKkTy ctaHgapTa And yaobdbcTBa ero UCnofb3oBaHUs, a Takke aAns
COBMECTHOIo nNpumMeHeHua aTtoro ctaHgapta u ctadHgapta NCO 15489.
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6 TunoBble 3NeMeHTbl TPeOOBaHUWN K YNPaBNEeHUIO OOKYMEHTaMM

Ll,enb NMPUMEHEHNA CUCTEM YINPaABJIIEHUNA AOKYMEHTAMK TAK XKE, KdK N AETAJTA PA3JTMHHBIX dCNEKTOB, MNpe-

ctaBneHbl B UCO 15489

Tadbnwua

1 — TuNoBbIE 3NEMEHTLI TPEOOBAHMN K YNPABIIEHNIO AOKYMEHTAMM

OcHoBHaa obnacte NpUMEHEHUS
TpeboBaHUN K yNpaBneHuo
OOKYMEHTaMu

Obwnn snemeHT TpeboBaHnu

TunoBon sanemeHT coaepxaHua TpebosaHum

Co3gaHne OKYMEHTOB

AQMUHUCTPATUBHbIE MpaBua, onpe-
Aensawme, Kakme AOOKYMEHTbl AOJIKHbI
ObiTb CO34aHbl U OOBbEAUHEHBLI B CUCTEMY
OOKymeHToB. Kpome TOro, agmMmHuUCTpa-
TUBHbIE MpPaBuna ANs KOHTPONs craryca
OOKYMEHTA B TEYEHME BCErO €ro XXU3HeH-
HOroO UMKna n cpegcrea aAns Knaccudumka-
LMY N UHOEKCUPOBAHWA OOKYMEHTA

TpeboBaHua K CO34aHUI0 AOKYMEHTOB

[lpaBuna BeaeHUs OernoBbIX Onepa-
LW

[lpaBuna knaccnpukaumm

[lpaBnna nHaQeKCUpoOBaHUA

TpeboBaHus K cO30aHNI0 METAAAHHbIX

XpaHeHne QOKYMEHTORB

AOMUHUCTPATUBHbIE NPaBUNa KOHTPO-
Ns XPaHEHUS U YHUYTOXEHUS] OOKYMEH-
TOB, BKITIOMas CPOKU XPaHEHUS U 3Kcnep-
TU3Y LEHHOCTW

Cneyndurnyeckne TpedoBaHUA K Xpa-
HEHWIO, HANPUMEP:

- lopuandeckmne, Harnoroeble, PUHaH-
COBbI€;

- MONMUTUKA OpraHu3aumm AOeroBbIX
ornepauum;

- UHTEPECHbI APYrMX 3anHTEpPeCcOBaH-
HbIX CTOPOH;

- UCTOPUSA opraHn3auum,

- KyNbTYpHble TpeboBaHUSA

[ocTyn K AOKyMeHTam

AIOMUWHUCTPATUBHbIE MPaBUNa KOHTPO-
N1 U perynnpoBaHns 4oCTyna K AOKYMeH-
TaMm N X NCNONb30BaHUS

OTBETCTBEHHOCTb 3a AOCTYN BKIOYa-
eT B cebs:

- acnekrtoel 6esonacHocTn (dunandec-
KNE 1 NOTNYECKNEe);

- rapaHtum TOro, 4to obecneqeHune
A0CTyNa He CTaBUT Nof Yrpo3y LenocT-
HOCTb

ObecneyveHne CcoxXpaHHOCTU
OOKYMEHTOB

AQMUHNCTPATUBHbIE MPaBUNa KOHTPO-
ns Bbibopa popmarta AOKYMEHTOB U MNPo-
LLECCOB, CBA3aHHbIX ¢ 0becnevyeHmnem BOC-
NPON3BOANMOCTU AOKYMEHTOB U BO3MOX-
HOCTbIO X BOCCTAHOBIEHUS.

TpeboBaHus K co3gaHunio n cbopy me-
TagaHHbIX O AEUCTBUSX, NPOU3BOANMbIX
npu paboTte ¢ AOKYMEHTaAMMW

[lpaBuna nepemewieHnsa (Murpaummn)
OOKYMEHTOB.

[TpaBuna BbIBoOpa nporpamMmmHoOro obe-
CrneYvYeHus.

PykoBogswme npuHuunel ans Beibopa
dopmaTta goKyMeHTa.

TpeboBaHus K METAAAHHbBIM

Cuctembl, co3gawwme w
yrpaenswowme JOKyMeHTaMm

Cuctembl, co3gatwolume n ynpaensio-
Lne AOKYyMeHTamMun, 4OIMKHbI 0bnagaTh Ka-
YyecTBaMun, rapaHtupyrowmmmn (obecnevm-
BaOLWMMKN) MONHOTY (HEM3MEHHOCTbL) CO-
OEPXaLlMXCH B HUX AOKYMEHTOB U UX CO-
OTBETCTBME TPeboBaHNSM OpraHm3aumn B
OTHOLUEHMWN y4ETA N KOHTPOIS

Cuctembl AOMXKHbI ObITh:

- HAOEeXHbIMU;

- UEenoOCTHbIMU;

- NEerkMMun B NPUMEHEHWUN;
- NONHbIMU;

- YNOPSAOYEHHbIMU

MHCTpYMEHTBI U Npoueaypsl
yNpaBneHus AOKYMEeHTaMu

MHCTpYMEHTbI M Npoueaypb! ynpasrne-
HUSA OOMKHbI ObITh paspaboTaHbl Tak, YTO-
Obl nogaepKmBaTb CTPYKTYPLl yrnpaBre-
HUS JOKYMEHTamMu, Tpebyemble B CUCTE-
MaX yrnpaBrieHus

OTN NHCTPYMEHTbI MOTYT BKMOYaTh B
cebs:

- CXEeMbl MeTAAAHHbIX;

- CcXeMbl Knaccundmkayum;

- npoueaypbl XpaHeHns 4OKYMEHTOB;

- CXeMbl Knaccunoukaumm ypoBHen be-
30MacHOCTU U AOCTYNa,

- MepeYYHn CPOKOB XpPaHEHUS;

- COOTBETCTBYIOLME OpraHbl BNactu u
yrnpasrieHus

OTBEeTCTBEHHOCTb

OTBETCTBEHHOCTb 3a WHMOPpMaUUIO
OOIMKHa ObiTb pacnpegeneHa n OLEHU-
BATbCH B COOTBETCTBUUN C KOHTEKCTOM Ae-
NOBOW AEATENbHOCTU
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Mpnoxenve OA
(obsA3aTenbHoOE)

CBeaeHNA 0 COOTBETCTBUU CCLINMTOYHbIX MeXAYHapoAHbIX CTaHAapTOB
CCbINMOYHbIM HauUuoHanbHbIM cTaHaapTaMm Poccunckom ®@epgepaunum

Tabnwuwua HOA.1

OBo3HavYeHne CCbINOYMHOro CTeneHb Obo3Ha4vYeHne n HauMeHOBaHUE COOTBETCTBYIOLLErO
MeXOyHapOOHOro ctaHgapTa COOTBETCTBUA HALMOHANBLHOIoO cTaHaapTa
NCO 15489-1:2001 IDT [OCT P NCO 15489-1—2007 «Cuctema ctaHOapTOB MO UH-

dhopmauunm, BUbNMoTeyHOMY M n3gaTenbCKoMy aeny. Ynpas-
neHne gokymeHtamm. Obwpe TpeboBaHUsA»

NMCO/TO 15489-2 ¥

NCO 23081-1 IDT [OCT P NCO 23081-1—2009 «Cuncrtema ctaHgapToB MO UH-
dhopmauumn, BbnnoTevHoMy n n3garenbckomy geny. lNpouec-
Cbl ynpasneHus AokymeHtamu. MetagaHHble gns JOKYMEH-
ToB. YacTb 1. [lpyHumnbI»

MCO/MOK PykoBoacteo 2 *
MOK 82045-1 *
NCO/M3K dupektuBbl. HMacTtb 2 *

* COOTBETCTBYIOLWNMN HAUMOHaAlNbHbIN cTaHA4apT oTcyTcTByeT. 1o ero yrBepXxgeHus pekoMmeHayeTcs NCnosnb30BaTth
NnepeBod Ha PYCCKUWM A3bIK 4AHHOINO MeXxgyHapoaHoro ctaHgapra. [lepesog 4aHHONo MeXxXgyHapoaHoro craHgapra Haxo-

antes B PegepanbHOM MHpOpMaUMoOHHOM hoHAE TEXHUYECKMX pernamMeHToB U CTaHOapTOB.

[TpnmedyaHune—BHacToawen Tabnuue Ncnonb3oBaHO crneayruwee yenoBHoe 0b6o3HaveHne CTeneHn CooTBe-
TCTBUS CTAHOAPTOB:
- IDT — naeHTnuHbIM CTAHOAPT.
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