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MNpeoucnoBue

Lienu v npuHumMnel cTaHgapTusaumn 8 Pocouiickoin ®egepaunn ycTaHosneHs depepancHbIM 3aKOHOM
oT 27 aekabps 2002 r. Ne 184-d3 «O TexHU4ecKam perynuposaHiuny», a npasuna npuMeHeHus HauloHanbHbIX
cranpapToe Poccuiickon Pegepaumn — MFOCT P 1.0—2004 «CraHpapTusaumus 8 Poccuiickoin depepauun.

OCHOBHBIE NONOXEHUA»
CeepeHus o cTaHpapTe

1 MNOArOTOB/EH locyaapcTBeHHbIM yypexaeHuem BcepoccuUcKUM HayYHO-UCCrieoBaTebekim
WHCTUTYTOM AOKYMEHTOBeAEHUA U apxueHoro fena «BHUWOA[» Ha ocHOBe ayTeHTU4HOro Nepesoaa Ha pyc-
CKUIA A3bIK MEXAYHAPOAHOTO cTaHdapTa, YKasaHHoro B nyHkre 4

2 BHECEH TexHU4YecKuM KoMUTETOM ro ctaHgapTusaumm TK 191 «HayyHo-TexHuyeckan MHhopmauys,
BUBRAMoTEeYHOE U U3JaTernbckoe genaoy»

3 YTBEPXOEH V1 BBELEH B JENCTBME MNpukazom PeaepasbHOTO areHTCTBa 1o TeXHU4eckomy pe-
rynuposaxuio u Metpornoruu ot 15 nekabps 2009 r. Ne 1260-ct

4 HacTosIWMi cTaHnapT MAeHTUHeH MexxayHapoaHoMy ctanaapTy MCO 22310:2006 «MHgopmauus v
[okymeHTaums. PykoBoacTBO Ans pa3paboTuvkeB CTaHAApPTOB, YCTaHaBNUBAIOWMX TpeboBaHWA K ynpase-
HWIO AokymeHTamuy (ISO 22310: 2006 «Information and documentation — Guidelines for standards drafters
records management requirements in standards», 1DT)

Mpu NpUMEeHEeHUN HacTosILero CTaHaapTa pekoMeHAYEeTCA UCMONE30BaTL BMECTO CChINOoYHLIX MEeX/yHa-
POMHbIX CTAHAPTOB COOTBETCTBYIOLME UM HAaLMOHaNLHbIe CTaHAapTLl Poccuitckoi Peaepaunm, caeneHis o
KOTOPbIX MPUBEAEHbI B JONONHUTENLHOM NpuUnoxeHun A

5 BBE[OEH BMNEPBbIE

MHbopmauusi 06 UsMeHeHUsIX K HacmosiueMy cmarHdapmy ry6iuKkyemcs 8 exe200H0 u30asaemMom UH-
thopmayuoHHOM yKkazamere «HayuoHanbHble CmaHAapmbl», a MeKcm usMeHeHul U rpasoK — & eXemMecs-
HO uzdasaemblx UHHOPMaYUOHHBLIX ykasamenax «HauyuoHaribHble cmaHdapmbl». B ciydae nepecmompa
(3aMeHbl) UL OMMeHs! HACMOoSALLe20 cmaHdapma coomeemcmeyroee yseooMeHue 6ydem onybriuko8aHo
8 exeMecauHo uadasaeMoM UHopMayUOHHOM ykazamene «HatjuoHansHele cmaHdapmbiy. Coomeememay-
lowasi uHehopmauusi, yeedomeHue U MmeKcmbl Pasmewamces Mmakxe & UHMopMayuoHHOU cucmeme obuweao
nonk30RAHUA — Ha ocbuluansHoMm calime @edepansHo20 azeHmemasa o MexHu4ecKkomMy peeyrnuposaHuo u
memporoauu 8 cemu MinmepHem

® CrangaptuHdopm, 2010

HacTosLuit cTaHaapT He MoxeT BbITb MOMHOCTLI0 UMY YACTUYHO BOCMPOU3BEAEH, TUPEXUPOBaH U pac-
npocTpaHeH B ka4ecTse aduLmanbHoro nsgaqus 6e3 paspelueHns OegepansHOro areHTCTea No TeXHUecko-
MYy perynupoBaHuio 1 MeTponorum
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CCbINTOYHbIM HaUWoHanbHeIM cTaHpaptTam Pocouiickont ®epepaum . . . . . . . . . . . . 5
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BeepgeHue

Bce Gonbliee YACNO CTAHAAPTOB COAEpPKUT TpeboBaHWs, kacaluwnecs Co3faHus, UCNoNbL30BaHUA U
yrnpasneHus fokyMeHTamu, MoatoMy BaxHo, YToObl HOBbIE CTaHAAPThI ABMANMCH AOMC/IHEHUAMW CTaHOapToB
MCO 15489-1:2001 u UCO/TO 15489-2:2001 ns Toro, 4Tobbl AOKYMEHTEI, paspabaTthiBaeMble Ha OCHOBaHUK
Ux TpeboBaHuil, OCTaBaNUCh NOCNeA0BaTENbHLIMUA, 8YTEHTUUHBLIMU N €AUHOOBPa3HEIMY.

B craHaaprax MCO TK 46/MK 11 rosoputcs o HeobxogumocTy obecnedeHns B3auMoaencTBua Mexay-
HapoaHbLIX cTaHaapTos. MoaTaMy HACTOALUI cTaHAapT o TpeboBaHUAX K YNpasneHuio oKyMeHTalnel, ycTa-
HaBnuBaeMblx B cTtaHaaptax WMCO, paspabaTtkiBancs kak AononHWTeNnsHoe pykoBOACTBO K [lvpekTusam
NCOIM3K.

Llens HacTosLLero cTaHaapTa — CoAeicTane cneluanuctam, paspabarsiBaloliMm HoBbie NWBo Koppek-
TUPYIOLLUM yeTapesiuve TpeBoBaHUa K yNpaBneHuio OKYMEHTamm, 3anoxeHHbIe B CTaHapTax, a Takke obec-
NeYMBaIOLLMM COOTBETCTBME 3TUX TpeboBaHWA BhILEYNOMAHYTHIM KpUTEPWUAM MOCMNeAoBaTeNnsHOCTM U
hyHKLMOHANBHOW COBMECTUMOCTH,

CriefioBaHUe HacTOALLWM PYKOBOAALMM NPUHLNNAM NpeAnosaraet BriilodeHe 8 ctadnaptei iCO/MGK
Mo ynpasnexuio AoOKyMeHTaMy [ONONKUTENbHbLIX TpeboBaHuit, paspaboTaHHbIX Ha ocHoBaHWK 06LLMX Tpebo-
BaHui, npeacrasnerHsix 8 MICO 15489,

MpUMEHEHWE HaCTOALMX PYKOBOAALLMX MPWHUMNOB ODECneYvT B3avMoAehCTBWE BbllEHa3BaHHLIX
CTaHOapTOB U COOTBETCTBUE UM APYTMX CTAHAAPTOB MO YNPaBNEeHUIo JOKYMeHTaM1 U CUCTEMaMU C LIEMbH UX
COBMECTHOrO UCNOMNbL30BAHWA 3aUHTEPECOBAHHLIMW OpraHU3aLMsaMu,

TexHuyeckue komuTeTsl MCO, oTBeTCcTBEHHbIE 3a paspaboTky obLmx TpeboBaHuit K ynpasneHuo aoky-
MEHTaMM B cTaHaapTax, oTBeYaloT 3a obecneveHve LenoCTHOCTU CBOUX CTaHAapTOB. 3TW TEXHUYECKME KOMU-
TeTbl NPOBOAAT OTPACMEBYI MOMUTMKY U oBecneunBaloT AanbHelllee pykosoacTso B obnactu passuTus
CTaHAapTOB [ANs KaXaoi oTpacnu, Takoe pyKoBOACTBO SBMAETCA AOMOHEHWEM K PYKOBOASLLMM YkazaHuaM
HacToALlero ctaHaapTa.
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HALUWOHANBHBIWN CTAHOAPT POCCUMNCKON QEONEPALUNM

Cuctema craHaapTos no mHcopmauun, GubnuotedHoMy M M3garenbCcKoMmy gerny

WHDOOPMALUA U NOKYMEHTALIWA. PYKOBOACTBO AN PA3PABOTUYMKOB CTAHOAPTOB,
YCTAHABITMBAKOLUMX TPEBOBAHWUA K YMPABNEHWIO QOKYMEHTAMM

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

Lata BBegeHua — 2010—07—01

1 OBnacTb NnpuMeHeHunA

Hactoswmwnin crtaHgapT obbeguHser TpebosaHus, NpegbsBNsAeMble K OOKYMEHTaM B cTaHgapTax
NCO 15489-1, UCO/TO 15489-2 n UCO 23081-1 onsi BKIIOYEHUS UX BO BCE CTAHOAPTLI, PErfaMeHTUpylolme
npouecchl co3gaHusa U xpaHeHua AokyMmeHTos. B Hem Taioke BobigeneHs! pasanuyHbLIe anemeHTsl TpebosaHmni,
KOTOpble crnegyeT paccmaTpyBaTh Kak KOMMNOHEHTb! pacluMPeHHO CTPYKTYPLI YNpaBneHus JOKYMeHTaUren.

Cogepxalumecs B HacTOALWEM CTaH4apTe yKkazaHus 4ONOMHAKT NPAaBWIia BbINOMHEHUS TEXHUYECKOoW pa-
BoTbl U MeTogonoruio paspaboTkn MexayHapoaHbIX cTaHgapTos, ycTaHoBneHHsle Qupektnsamu UCO/M3K.

HacTtoswnii ctaHaapT npegHasHadeH Ans ucnonb3oBaHns Bcemu opraHusaumamu MCO, yyacTeyroLlnmm
B paspaboTke npoGnem ynpaBneHns JOKYMEHTaMu unv TpeboBaHWI K AOKYMEHTaUMW B cTangapTax. OH Takke
MOXET UCMONb30BATHLCSH OPraHU3aLUsamMu, He Bxoasawumu B coctas UCO, Ho npumMeHaoLWMMI cTaHaapTsl MCO
Ha MeX(1yHapoOHOM, PerMoHanbHOM UMK HauUoHanNsHOM YPOBHE U HaxoasWMMUCs B npolecce paspaboTku
CTaHA2PTOB W/WMNU COOTBETCTBYIOLLUX [JJOKYMEHTOB, YCTaHaBNMBaoLWmMX TpeboBaHus K ynpaBneHuio 0oKyMeH-
Tamu.

MpumMeuyaH ue— 3HaveHue mepMuHa «cmaHOapmy 8 HacmosLeM cmaHdapme oxeamsieaem Uernsiti psd do-
KyMEHMOo8 pasHbix U008, a UMEHHO: MexAyHapodHbie cmaHdapmel, pykoaodsauiue npuHyuns! MCO/MIK, mexHuveckue
cneyughlKayuy, mexHuYeckue omyemsi, obulecmeeHHo docmynHele creutgukayuu u MexdyHapodHble pabodue coana-
LWEHUS, ECIU HE YKa3bIBaeMCs KOHKPemHbIU eud OoKyMeHIma.

2 HopmaTtuBHLIE CChINIKU

B HacTosilLem cTaHaapTe UCMofb3oBaHsl 4aTMPOBaHHLIE U HEAATMPOBAHHbLIE CCbINKU Ha MEXAYHApPOoLa-
Hble cTakpapThl. [py AaTUpoBaHHbIX CChiNkax Nocneayowue pegakumm MexayHapoaHsbIX CTaHaapToB UK U3-
MEHEHUIA K HUM [elcTBUTENbHbI AN HACTOSLWEro craHgapTa TOMbKO MOCNEe BHECEHWS W3MEeHeHWd K
HacTosLeMy cTaHgapTy Uy NyTem NoAroToBKM HOBOW pefaklum HacToAwero ctadaapTa. [Ans HegatuposaH-
HbIX CCbINOK AEACTBUTENBHO NOCNegHee U3gaHve CTaHOapTa, Ha KOTOprFI Gbina npounseefeHa cchinka, BKNo-
Yas Nonpasku.

MCO 15489-1:2001 UHbopmauus u gokymeHTaums. YnpasneHune gokymeHtamu. Yacre 1. OBwme Tpe-
Boeanus (ISO 15488-1:2001, Information and documentation — Records management — Part 1: General)

MCOITO 15489-2:2004 NHbopmaumst U JOKyMeHTauus. YnpaeneHue gokymeHtamu. Hacts 2. PykoBo-
Aawwre npuHumnel (ISO/TR 15489-2, Information and documentation — Records management — Part 2:
Guidelines)

MCO 23081-1 UHcopmauma U aokymeHTauus. lNpouecckl ynpaeneHus OokymeHTamu. MeTagnaHHsle
Ans gokymeHToB. YacTts 1. MpuHumne (ISO 23081-1, Information and documentation — Records management
processes — Metadata for records — Part 1: Principles)

MCO/M3K Pykoeogcteo 2. CTaHoapTM3auMa M CMeXHble Buabl AesTenbHocTu. OBLWMIA cnosapb
(ISO/IEC Guide 2, Standardization and related activities — General vocabulary)

WU3panue odbuymnansHoe
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M3K 82045-1 Ynpasnenue gokymentamu. Yacte 1. MpuHuunel v metopsl (IEC 82045-1, Document
management — Part 1: Principles and methods)

MCO/M3K [upextussi, YacTs 2. MNpasuna ans CTpyKTypyupoBaHns 1 NpoeKTUupoBaHns MexayHapogHbIX
cranaaptos (ISO/IEC Directives, Part 2, Rules for the structure and drafting of International Standards)

3 TepMuHbI ¥ onpeaeneHus
B HaCTOALLEM CTaHAapTe NpUMeHeHb TepMUHbI, AaHHble B PykoBoacTee 2 MCO/M3K u NCO 15489-1.

4 O6wme NpUMHUUNDI

4.1 Tunosule TpeboBaHWus, ycTaHaBnMUBaemblé B APYrUX CTaHAapTax B COOTBETCTBMM C
UCO 15489

Tvnosble Tpe6oBaHWs, ycTaHoBNeHHble B CO 15489, BkntoyatoT B cebst:

- TpeboBaHua K CO3aaHuio NOKYMEHTOB (npasuna AOKYMEHTUpOBaHUs) — TpeboBaHusi, onpegensio-
LNe, KaKne KOHKPETHbLIE AOKYMEHTbI AOMKHbI BblTh CO30aHbI B MpoOLecce AesiTeNnbHOCTN U BBEAEHbI B CUCTEMY
[OKYMEHTOB, a Takke MH(POPMaLIMIO, COAEPXALLYIOCH B 3aTUX AOKYMEHTAaX, U AaHHbIE, KoTopbie Heobxoammo
cobpark 06 aTUX AoKymeHTax (MeTagaHHble 06 ynpasneHnn LOKyMeHTamn);

- TpeboBaHWs K XpaHeHMo AOKyMeHTOB — TpeGoBaHns, ycTaHaBnmBalowye, kak 0nro AonKHel xpa-
HWTBLCA [OKYMEHTbI, U kakum o6pa3om ux crneayeT nepejasatt CTOPOHHUM OpraH13auuam, a Takke Kak opra-
HW30BaTb WX YHUHTOXEHNS,

- Tpe6oBaHus K AOCTYNY K AOKYMeHTam — TpeboBaHus, ycTaHaBnmBarLe, koMy paspeLueH 4ocTyn K
AOKYMEHTaM U Kak perynupyloTcs npasa 4octyna;

- TpeGoBaHus k obecreveHnio COXpaHHOCTU [OKYMEHTOB — TpeboBaHuA, onpedensiowme ycnosus
JocTyna W UCnomnb30BaHUs AOKYMEHTOB,

- TpeBoBaHua K cUCTEMaM, NpedHasHaYeHHbIM AN CO34aHNs U XpaHEHWHA JOKYMEHTOB,

- MHCTPYMEHTbI MM NPoLeaypb! yNpaBneHns AOKyMeHTaM — CpeAcTBa TUna cxem MeTadaHHbix, CXem
KriaccuchukaLiu, kacaLmxcs BesonacHocTy U 10CTyNad, a Talke COOTBETCTRYOWME OpraHbl.

4.2 OononHutensHbie TpeGoBaHWA

[JononHuTtensHsie TpeGoOBaHUA BKIOYAKIT B Ce0A:

- yenecooBpasHOCTb — crieuuanbHeie TpeboBaHWsA K ypaBneHuio JoKyMeHTaMu, KoTopble MoryT BbITh
paspaboTaHb! TONLKO TOrAa, Korga B 3ToM ecTb HeobXoAUMOCTb M Korfa cebirika Ha MCO 15489 aBnsaeTcA He-
AOCTaTOuYHOM;

- COBMECTVMOCTb, KoTopas 4oimkHa 6biTb o6ecneyeHa B NoNHOM 06beMe B COOTBETCTBUMN C MCO 15489

5 PykoBoacTBO Nno pa3paboTke v CTPYKType TpeGoBaHWM K ynpaBneHunto
OOKyMeHTaMu, ycTaHaBnmBaemMbiX B CTaHOapTax

5.1 O6wmne NnonoxeHus

BOnbLUMHCTBO PYKOBOASLLUMX YKa3aHWii, NnpeAcTaBneHHbIX B JaHHOM noApasaerne, ABnsTCa AoNoHe-
HUeM k npasunam, AaHHbIM B [upektusax MCO/M3K HacTs 2, koTopele coaepxat TpeboBaHWus K CTPYKTYpE U
NPOEKTUPOBaHWIO (MOPSAKY CO3/1aHWSA) MEXAYHapOAHbIX CTaHAaPTOB.

B npouecce pasapaboTku HOBOro cTaHaapTa creayeT yunTbiBaTs COBMECTUMOCTL U NIerkocTs UCnonk3osa-
HWSI JlaHHOTO JononHeHus co ctaHgapTtamy MCO 15489 n MCO/M3K 82045-1, Brniodas crnedylolne acnekTb:

- TepMUHbl U onpeaeneHus;

- cornacosaHHble 0bUine 3nemMeHThl;

- UCMONb30BaHWE cornacosaHHol oBLLEe CTPYKTYPLI C pasfenamMu, Ha KOTopble CNefyeT CobiNaThCs;

- ACHOCTb M3NOXeHWs (Kak TekcTa, Tak n ochopmieHns);

- OTCYTCTBWE NOBTOPEHWA M NPOTUBOPEYUIA.

PaspaboTka v nepecmoTp Bcex TpeGoBaHuil K ynpasrieHnio JoKyMeHTamn B CTaHaapTax AOMKHbI Cneao-
BaTh COrMacHo npoueccam, onvcaHHbiM B 5.3. B opraHuaaumnsx, rae NpoekT AOKYMEHTa yXKe NPUHAT U obHapogo-
BaH, cnefyeT YCTaHoBUTL 06racTv NpuMeHeHUa pekoMmeHaauuii 5.3 1 4.2, 0CHOBBIBAsCL Ha 3aBEPLIEHHOCTM
AOKYyMeHTa.

Bo Bcex TpeBoBaHWSX K ypasneHuio oKyMeHTaMu criefyeT MCNonb3oBaTh eAUHYH TEPMUHOMOTMIO ANA
yno6cTBa Ux MCMonb3osaHust. Mo BO3MOXHOCTH B TpeBoBaHWUAX K yNpaBneHuo JOKyMeHTaLeld cneayeT uc-
nonb3oBaTtk oblWe aneMeHTsl (cM. 5.3.3.).

2
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5.2 Cneuudmyeckue oTpacneBbie TpeGoBaHus

5.2.1 O6wue nonoxeHusn

Tam, rge npeanoxexHbie TpeboBaHUs Kk ynpaBneHnio AOKYMEHTaMU KacalTes Kakoi-nbo KOHKpeTHOM
obnacTu npUMeHeHWst (0Tpacnu), HikecneaykLLne NoNoXeHNA NPUMEHSIOT Kak [0MOMHeHWe K PyKOBOACTRY,
faHHomy B 5.3 1 4.2,

5.2.2 TpeboBaHusi K yNpaBneHunio AOKYMEeHTaMK, Kacalluecsi KOHKpeTHOW obnacTi npumeHe-
HuA (oTpacnu)

a) AormxkHbl BbITb COBMECTUMBI U CornacosaHbl ¢ 06WKUMN TpeBoBaHNSAM K yNpaBnexnio oKyMeHTamm.

b) AomxkHa BeITh ACHO onpedenexa cneunduka aTux TpeBoBaHM 1 UX OTHOLEHUA C 0BWKUMK TpeBosa-
HUAMW K yNpaBnexuio AOKYMeHTaMu (Hanpumep, AonorHuTernbHble TpeGoBaHus, kacaowmecs onpeaeneHHoml
OTpacny, NOACHEHWA WX 1 TO U OPYroe COBMECTHO).

c) AonxHa BbiTb Beceraa YeTko o6o3HaqeHa cneuvdmrka MHPOpMaUMK, KacaKLLEACcs KOHKPeTHO oGnac-
TV NpUMeHeHWs1 (Hanpumep, ¢ UCNOMb3OBAHNEM PasNMYHLIX TUMOrpadCkuX CTUNeA)

5.2.3 Cneuundmkauus paapaboTku (TeXxHUyeckoe 2aaaHUe)

B cnyyae paspaboTku TpebosaHui k ynpasneHuto fokymeHtamu (MCO 15489-1 n. 3.16), cneayeT yka-
3aTb CCbINKY Ha cTaHaapT CO 15489-1 nICO/TO 15489-2 (B panbHenwem obosHaueHHbI kak MCO 15489).
B cnyuasx Hanuynsi TpeboBaHWIA, KacaloLMXCA KOHKPETHON obrnacTv NpuMeHeHus (OTPacnn), OHM AOIHKHBI
BbiTe foBaBneHbl K OCHOBHLIM B COOTBETCTBMM C PEKOMEHAYEMOM CTPYKTYPO, OMMGAHHOW B HACTOSILLEM
cTaHgapre.

5.2.4 PabGorTa c oTCcTynneHnamm

NioBoe oTcTynneHne oT cneurdukaumn NpoexTa JormkHO BbiTb NOATBEPKAEHO KOMUTETOM, paspabaTbi-
BaloLUM CTaHAapT W 3a40KyMEHTUPROBAHO AN NPefoCcTaBNEHUsT TEXHNYECKOMY KOMUTETY BO3MOXHOCTH 060-
CHoBaTb 3T oTcTynneHus B MCO. Kpome Toro, cregyeT yCTaHOBUTL COOTBETCTBYIOLUME npouenyps! Ans
BHECEHUA 3TUX M3MEHEHUA. 3a 3TO OTBEYaET TEXHUYECKWIA KOMUTET, paboTaloLmii CO CTaHAapTamu.

5.3 Mogenbk ynpaBneHuA QOKYMEHTaMu, CTPYKTYpa v obuiMe sneMeHThbI

5.3.1 O6wme nonoxeHus

PekomeHayeTcs, 4Tobbl B TpeBoBaHUAX K yNpaBneHuio QOKYMEHTaMW AN PasnvYHbLIX Lenen npumMeHs-
nack cornacoBaHHas TepMUHOSIOMMA U MOEHTUULMPOBaHHLIN HaBop o6LWMX aneMeHToB. 3To NO3BONUT opra-
HV3aLUsiv OCYLLIeCTBUTL BHEAPEHWe CTaHOapTOB Ha eMHON MeTOAOMNOrMYeckoi ocHoBe.

CosmMecTUMOCTE TpeboBaHWii M yA0BCTBO MX UCMONLIOBAHUSA MOTYT BbITh NOBLILLEHB! NyTeM yHUMKa-
Lmun cTaHgapToBs, CneayeT cornacoBbiBaTh Takue acneKThbl, Kak CTPYKTYpa CTaHaapTa, KonM4YecTBo obLLuX ane-
MEHTOB, a Takke UX CoAepXaHue 1 UCNonb3yemyd TepMUHOMOMMID.

5.3.2 CooreercTBUe moaenn n cTpyktype MCO 15489

Ob6Lwan cTpyktypa TpeboBaHuit K ynpasieHuio AOKYMEHTaMU AOMKHA BbiTh 0CHOBAHA Ha NPU3HAHHOM
MOAENW W NOrMYecKon cMcTeMaTU3auun TpeboBaHnid B COOTBETCTEUW C 3TON MOLErsio.

BeibpaHHan Mofens 4OMmKHa BKNIOYATE OCHOBHBIE NPUHLMILL, NpuMmenHsiemsie kK MCO 15489 c uensto co-
OeAcTBusA:

a) nonb3oBaTensm B NOHUMAHWUMA 3TUX NPUHLMMOB U MPUMEHEHWW CUCTEM YNPABNEHUs [OKYMEHTaMU;

b) paspaboTuukam cTaHOAApPTOB B MOCTPOEHWUN MOCNEA0BATENBLHOW U NOTUHECKON CTPYKTYDbI.

Cywecrayiowue mogenu TpebosaHuii K ynpasneHulo AokyMeHTaMin pa3evsaloTces, W B byayuiem MoryT
NOSIBUTBCH HOBbIE Modenu. TexHn4eckve komuteTsl ICO, paspabarbiBatowme TpeboBaHms K ynpasneHuio ao-
KyMeHTamu B cTaHgapTax, v Te, KTo cobupaeTcs Mcnonb3oBaTh APYrylo Modens, A0MKHbI rapaHTupoBaTh ee
coBMmecTUMOCTe co ctaHgaptom UCO 15489 u ctaHgaptamu, pa3paboTaHHbIMUA OPYTMMU TEXHUHECKUMU

KOmMuTeTamu.

MpumeyaHune—Ipumepsl MCNONL3OBAHWA 3TUX Mogenel npueseaeHs 8 MUCO 15489,

5.3.3 O6wue anemMeHTbl

Ecnun texHnyeckunii komuteT, paspabatbiBaioLyuil npoekT TpeGoBaHuil K ynpasnieHuio JOKyMeHTaMu, Bbl-
Bupaet Habop anemMeHTOB, KOTOPLIN 3HAYUTENEHO OTNMYABTCS OT NPUBEAEHHOro B Tabnuue 1, To B aTom cny-
Yae criegyeT emy BKYaTbL B CBOW AOKYMEHTbI Tabnuubl NepekpecTHbIX CCLINOK K APYruM cTaHgapram.

Mpy hbopMUpOBaHUM TUMOBBIX ANEMEHTOB TPeBOBAHWI K yNpaBneHuo AOKYMeHTaMu cneayeT UCnosb30-
BaTh Te Xe camble (POpPMYyNUPORKK, ECNN NOAPa3yMeRaaTCs TO Xe caMmoe 3HaueHue. Takylo cucTeMaTnsalmo
3MeMeHTOB pekoMeHOyeTca npunaraTh k NpoeKkTy cTaHaapTa Anst ynobcTea ero NCnonb3oBaHvs, a Taioke Ans
COBMECTHOro NpUMeHeHWs aToro cTaHgapTa u ctangapta NCO 15489,
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6 TunoBblie anemMeHTblI TpeGoOBaHUI K yNpaBneHNIo AOKYMEHTaMM

Llens npumeHeHus cuctem ynpaesneHua QOKyMeHTaMu Tak e, Kak U AeTanu pasnuyHblX acnekTos, npen-

cTaBneHsl 8 MCO 15489

Tabnuuya 1— Tunossle anemeHTsl TpeGoBaHWIA K yIpaBieHuio OOoKyMeHTamu

OcHoBHas 06nacTb NpUMEHeHWs
TpeBoBaHki K ynpasneHnio
ACKyMeHTaMK

OB anemeHT TpeGoranuin

Tunoeoii anemeHT cofepwaHus TpeGosaHmii

Coananne fnokymeHToB

AOMUHWCTpPaTVBHBIE MpaBwna, onpe-
OensAlume, Kakne [OKYMEHTbl OOMKHbI
bbITh cosaaHsl U 06LeauHeHb! B cucTemy
AokymeHToB. Kpome Toro, agmMuHucTpa-
TMBHbIE NpaBuna AnsA KoHTpons cratyca
[OKYMEHTA R TEUYEHWE BCEro ern WiiaHeH-
HOTo UKKna v cpefcTsa aAns knaccuduka-
Ui U MHOEKCUpOBAHWA OOKYMEHTa

TpeGosaHus k co3aaHMI0 JOKYMEHTOB

Mpasuna BefeHvs OenosbIX onepa-
LMiA

[pasuna knaccudmkaLum

lNpasuna nHOeKkcHpoBaHWs

TpeBoeaHua K cosaaHuic MeTaaaHHbIX

XpaHeHune LOOKYMEeHTOB

AAMWUHNCTPATUBHLIE NPaBUIa KOHTPO-
NA XpaHEHWs K YHAYTOKEHUA [OKYMEH-
TOB, BKNIOYAS CDOKU XPaHeHWs U aKcnep-
TU3Y UEHHOCTH

Cneuudunyeckne TpebosaHua k xpa-
HEHWID, Hanpumep:

- lopyOnYeckve, Hanorosble, huHaH-
COBbIE;

- MOMUTUKA OpraHuaalMnm Aenosbix
onepawnii;

- WHTEpeckl APYIvX 3auHTEPecoBaH-
HbIX CTOPOH;

- WCTOPWA opraHu3auum;

- KynbTypHble TpeBoBaHus

[ HocTtyn Kk fokymeHTam

AOMUHWUCTPATUBHbLIE NpaBsuna KOHTpo-
nA W perynupoBaHus LOCTYNa K QOKyMEeH-
Tam U UX UCMONL30BaHNSA

OTeeTCTBEHHOCTL 338 JOCTYN BKAOYAE-
et B cebsn;

- acnektbl BeaonacHoctu (chuavdec-
Kne u roruyeckue);

- rapaHTuM Toro, 4To ofecnedeHve
AOCTYNa He CTaBWT MO Yrposy LenocT-
HOCTb

O6ecneyeHne coxpaHHOCTH
HOKYMEHTOB

AOMUHUCTPATUBHbIE NpaBuna KoHTpOo-
na seibopa copmaTa QoKYMEHTOB W npo-
LieccoB, CBA3aHHbIX ¢ obecneyeHnem soc-
NPOM3BOANMOCTY OOKYMEHTOB 1 BOZMOX-
HOCTbIO X BOCCTAHOBNEHWA.

TpeboraHus k cosgannio u c6opy Me-
TanaHHbIX O AeACTBMAX, NPOUIBOLUMLIX
npv paboTe ¢ poKyMeHTamu

Mpasuna nepemelueHus (Murpaimm)
[OKYMEHTOB.

lMpaeuna BeiGopa nporpammHoroe obe-
crieyeHmns.

PykosogsLLe NpuHLuvne! Ans suibopa
cdhopmara gokymeHTa.

TpebosaHWA K MeTagaHHbIM

Cuctembl, coagawlide ¢

ynpaenawwme QoKymeHTamu

Cuctembl, cospawlve w ynparnsio-
LuMe DOKYMeHTamK, orikHbl oBnagars Ka-
YecTsamu, rapaHTupyloummn (obecneun-
BAKLUAMU) NOMHOTY (HEM3SMEHHOCTs) co-
Oepxaluxca B HUX JOKYMEHTOB U UX Co-
OTBeTCTBMe TpeGoBaHuaM opraHusaLum B
OTHOLUEHWW y4eTa W KOHTPOMA

Cucrems! OomuHs BeiTs:
- HageXHbIMK;

- LEenocTHbIMK;

- NEerkuMu B NPUMEHEHWK;
- MOMHLIMK;

- ynopsaao4eHHbIMK

WMHCcTpyMeHTHl 1 npoueaypsl
YNpaBneHns OOKyMeHTaMu

MHCTpYMEHTBI U Npoueadypsl ynpasne-
HUS OOMKKbLl 66Tk pazpaboTaHsl Tak, 4To-
6bl NoaaepXMBaTL CTPYKTYPLI ynpaene-
HWSA OokyMmeHTamu, Tpebyemesle B cucTe-
Max ynpaeneHus

3TW UHCTPYMEHTBI MOTYT BKMOYATL B
ceba:

= CXeMbl MeTafaHHbIX;

- CXeMmbl Knaccudukaumm;

- npoueaypbl XpaHeHWs AOKYMEHTOE;

- CXeMbl Knaccugukauum yposHei Ge-
30MacHOCTW U A0CTYNa;

- NepeYHy CPOKOB XpaHeHWs:;

- COOTBETCTBYIOLME Opradbl BNacTu u
ynpasneHms

OTBETCTBEHHOCTL

OTseTcTREHHOCTL 33 UHOpMaLMio
nomiHa BbiTh pacnpegeneHa U OUEHU-
BAaThCH B COOTBETCTBMW C KOHTEKCTOM fe-
NosoW neATensHoCTM
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Mpunoxenue OA
(oBszaTensHoe)

CBefleHWs! 0 COOTBETCTEBMM CChINMOYHLIX MeXAYHapoaAHbIX CTaHAapToB
CChINOYHLIM HAaLWOHanNbHbLIM cTaHaapTaMm Poccuiickoin @egepauuu

Ta6nuua [OAA

ObosHa4eHne cCbINoYHoro CreneHb OBo3Ha4veHe 1 HauMeHOBaHNe COOTEETCTBYHLLEro
MeXayHapoOHoro cTasfapTa COOTBETCTEWA HauWoHaneHOro Ctangapra
nNCcoO 15489-1:2001 IDT [OCT P WMCO 15488-1—2007 «Cuctema cTaHgapToB Nno vuH-
dhopmauinu, BuBnuoTeyHomy W nagatensckomy geny. Ynpas-
neHne gokymeHtamu, OBwue TpebosaHWsA»
NCO/TO 15489-2 *
nco 23081-1 IDT FOCT P KMCO 23081-1—2009 «Cuctema ctaHnapToB No WH-

chopmanyu, GubnuoTeyHomy M napatensckomy Aeny. Mpouec-
Chl ynpaeneHus gokymeHTamu, MetadaHHbie Ans [oKyMeH=
ToB. HacTb 1. MpUuHLUMNbI

NCO/M3K PykosogcTeo 2

*

M3K 82045-1

*

NCO/M3IK AunpekTrebl, YacTs 2

*

TCTBUA CTaHAapToB:
- IDT — naeHTu4HbIM cTaHgapT.

* CoOTBETCTBYIOUWMIA HAUMOHarbHLIA cTaHgapT otcyTeTayeT. [lo ero yTBepxaeHus pekoMeHayeTcs UCnonb3osarh
nepesof Ha PyCCKUIA A3bIK JaHHOMO MeXyHapoaHoro cTaHaapTa. Nepesod 4aHHOTo MeXayHapoaHOoro cTasaapTa Haxo-
autes B8 GenepanbHom MHOPMAaLWOHHOM (POHAE TEXHUYECKUX PernameHToB U CTaH4apTos.

MpwWmeyaHue— B HacTosLen TabnuLe UCMONL3oBaHo CNefykliee YCNoBHOE 0603HAUYEHWE CTENEHU CooTae-
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