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Mpegncnosune

Llenn, ocHoBHble NpUHLMNbI U 06LWMe npaBuia npoBefeHus paboT Mo MeXrocyfapCTBEHHOW cTaHaap-
Tnsauunm yctaHosneHol NOCT 1.0 «MexrocygapcreeHHaa cucrema crtaHgaptusaunm. OCHOBHbIE MOJTOXEHNA»
n roCT 1.2 «MexrocygapcTBeHHaa cucrema crtaHgaptusaunn. CtaHgapTbl MeXrocygapcTBeHHble, npasuna
N pekoMeHaaunn no mexrocyfapCcTBeHHOW cTaHgaptusauun. MNMpasuna pas3paboTku, NPUHATUA, 0OHOBNEHNSA
N OTMEHbI»
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2 BHECEH ®degepanbHblM areHTCTBOM MO TEXHUYECKOMY PeryimpoBaHuio M MeTposiornm

3 MPUHAT MexrocygapCTBEHHbIM COBETOM MO CcTaHjapTu3auuu, MeTposiorunm un cepTudurkanmm
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3a npuHsiTMe NPOrosiocoBasu:
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Benapycb BY locctaHgapT Pecnybnvkn Benapycb
KasaxctaH KZ [occtaHgapt Pecny6ivkn KasaxcTaH
Knprusus KG KblprbisctaHgapT
Mongosa MD Monpgosa-CraHpapt
Poccua RU PocctaHgapt
Y36ekuctaH uz Y3cTtaHgapT

4 Tpukaszom dPegepasnbHOro areHTCTBa No TEXHUYECKOMY PEerympoBaHuio MU MeTponorum oT 22 Hosbps
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LuMoHanbHoro ctaHgaprta Poccuiickoli ®epepaunn ¢ 1 nioHa 2014 r.

5 B3AMEH IOCT 2.501—88

6 MEPEVU3OAHUE. Monb 2020 T.

MHdopmaymsa o BBegeHUn B gelicTene (NpekpaweHun fencTBus) HacToslwero ctaHgapra u msme-
HEHW K HEMY Ha TEPPUTOPUMN yKa3aHHbIX Bbllle rocygapcTB Ny6aAnKyeTCs B ykasaTensax HauuoHas bHbIX
cTaHAapToB, U3fgaBaeMbiX B 3TUX rocygapcTBax, a Take BCeTW VIHTepHeT Ha caliTax COOTBEeTCTBY-
IO MX HaLLMOHAaIbHbIX OPraHoB MO cTaHgapTu3auuu.

B cnyyae nepecmoTpa, U3MEHEHNUS WA OTMEHbI HACTOSILLEro cTaHgapTa COOTBETCTBYO LW asa UH-
bopmauma 6yneTt onybnmkoBaHa Ha oPuMUMAIBHOM MHTEepHeT-cailTe MexrocyaapCTBEHHOro coBeTa Mo
cTaHfapTu3aumm, MeTponornm n ceptTudukaLmm B katanore «MexrocygapcTBeHHble cTaHgapThl»
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M E X O C Y 4 AP CTBEWHH bl ¥ C T A H OAPT

EfvHan cuctemMa KOHCTPYKTOPCKOW AOKyMeHTauuu
MPABUNA YYETA N XPAHEHUNA

Unified system for design documentation. Registration and storage rules

Jata BBegeHna — 2014—06—01

1 O6nacTb NPUMEHEHUS

HacToswuii cTaHaapT ycTaHaBnMBaeT o6uwme Tpe6oBaHUsA K y4eTy, XpaHeHU 6YyMaxKHbIX U 3/1eKTPOH-
HbIX KOHCTPYKTOPCKMX W TEXHO/IOTMYECKUX [JOKYMEHTOB (Jasee — AOKYMEHTbl) Ha U3fenuns Bcex oTpacrei
MPOMbILINEHHOCTMW.

Ha ocHOBaHMM HacTosiLero crtaHgapTa MoryT 6biTb paspaboTaHbl CTaHAapTbl OpraHu3auuii, yuymTbiBa-
loLiMe 0COGEHHOCTM y4YeTa M XpaHeHUs KOHCTPYKTOPCKUX M TEXHOIOTUYECKUX JOKYMEHTOB B 3aBWCHMOCTU OT
o6bema [OoKyMeHTauuu, ycnoBuii JOKYMeHTo060poTa 1 UCMNO/b3yEMbIX aBTOMATU3MPOBAHHbIX CUCTEM yyeTa
W XpaHeHWs AaHHbIX 06 u3genuu.

2 HopmaTuBHbIE CCbl/IKK

B HacTosleM cTaHfapTe UCMNofb30BaHbl HOPMaTUBHbLIE CCbINIKWM Ha clefylolwne MexrocygapCcTBeHHble
cTaHpapTbl:

FOCT 2.051 EpuHaa cuctema KOHCTPYKTOPCKON [OKYMEHTauun. D1eKTPOHHbIE fOKYMEHTbl. O6wue no-
NoxeHunn

FOCT 2.102 EpuHas cucTtemMa KOHCTPYKTOPCKON AOKYMeHTauuu. Buabl m KOMMAEKTHOCTb KOHCTPYKTOP-
CKUX LOKYMEHTOB

FOCT 2.106 EgunHasi cuctema KOHCTPYKTOPCKOW AOKYMeHTauun. TeKCTOBble AOKYMEHTHI

FOCT 2.301 EpguHasa cuctema KOHCTPYKTOPCKOW gokymeHTauuu. dopmarthl

FOCT 2.503 EpguHas cuctema KOHCTPYKTOPCKOW AoKymMeHTauuu. MNMpaBuna BHECEHUS U3MEHEHMWI

FOCT 2.601 EpguHasi cucteMa KOHCTPYKTOPCKOW AOKYMeHTauun. dKcnayaTtayMoHHble 4OKYMEHTbI1)

FOCT 2.602 EguHasa cuctema KOHCTPYKTOPCKON AOKYMEHTauun. PEMOHTHbIE A OKYMEHTHI

FOCT 2.701 EpuHasa cucTtema KOHCTPYKTOPCKOUW AOKyMeHTauun. Cxembl. Bugbl n Tunel. O6wmne Tpebo-
BaHWsA K BbINOJIHEHUIO

FOCT 3.1102 EpguHasa cucTeMa TexXHOJIorMyeckoi gokymeHtauun. CTagum pas3paboTkm u BUAbl [0KY-
MeHTOB. O6Wme NonoxeHus

FOCT 3.1201 EpuHasa cucTtema TeXHONOrM4yeckol gokymeHTauun. Cuctema 0603HAYEHUS TE€XHOOrn-
YecKkon JoKymeHTauuu

FOCT 13.1.002 Penporpadus, mukporpagus. JOKyMeHTbl Ansa MuKkpounbMmpoBaHms. Obuime Tpebo-
BaHWs N HOPMbI

MpumeuyaHue — [Mpy NOMbL30BAHUM HACTOSILLMM CTAHAAPTOM Lie/Iecoo6pasHO NPOBEpPUTb AECTBME CCbIOY-
HbIX CTAHAAPTOB U K1AcCUIMKATOPOB Ha O(hULMASIBHOM WHTEpPHET-caliTe MeXrocyjapCTBEHHOTO COBeTa Mo CTaHAapTw-
3auuu, MeTposioruM 1 cepTudmMkaumu (Www.easc.by) nam no ykasaTensiM HauMOHa/IbHbIX CTaHAapTOB, U3[aBaeMbiM B
rocyapcTBax, ykas3aHHbIX B MPeAMCIOBUAN, WU HA O(IMLMASIbHBIX CaliTax COOTBETCTBYHOLLMX HALMOHAbHBIX OPraHoB Mo
CTaHAapTU3aumn. Ecnm Ha AOKYMEeHT AaHa HeJaTupOoBaHHash CCbIIKa, TO CrielyeT UCMO/b30BaTh JOKYMEHT, Ae/CTBYOLLWIA
Ha TEKyLWiA MOMEHT, C YY4ETOM BCEX BHECEHHbIX B HETO M3MEHeHUiA. Ec/n 3aMeHeH CCbIIOYHbI AOKYMEHT, Ha KOTOpbIi
[laHa [AaTMpoBaHHas CCblfika, TO CeayeT UCMO/b30BaTh YKasaHHyl0 BEPCUI0 3TOr0 AOKyMeHTa. Eciv nocne npuHSATUs

1) B Poccuiickoin degepaunn gericteyet NOCT P 2.601—2019.

M3paHue ochuymanbHoe
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HACTOSILLErO CTaHAapTa B CCbUIOUHbINA JOKYMEHT, HA KOTOpbI AaHa AaTWpOBaHHasi CCblka, BHECEHO U3MEHEHWE, 3aTpa-
rMBatoLLiee NosIOKEHVE, HAa KOTOPOE JaHa CCbllka, TO 3TO MOJIOXEHUE NpPUMEHsSieTcsl 6e3 yueTa JaHHOTO U3MeHeHus. Eciu
CCbI/IOYHbIA JOKYMEHT OTMEHEH GE3 3aMeHbl, TO NMOJIOKEHNE, B KOTOPOM JlaHa CCbIIKa Ha Hero, MPUMEHSIETCA B YacTy, He
3aTparvBatoLLeli 3Ty CCbUIKy.

3 TepMuHbI, oNpeAeneHns U cokpalleHus

3.1 TepMuHbI 1 onpeaeneHuns

B HacToAwem cTaHAapTe NPUMEHEHbI criegylle TEPMUHbI C COOTBETCTBYIOLLMMU ONpeaeneHnsamMmu:

3.1.1 apxuBHasa konusa: Konua KOHCTPYKTOPCKOro (TEXHOMOrMYECKOro) AOKYMEHTa, oTpaxaiwuias co-
CTOSIHWE KOHCTPYKLUWW WAW TEXHONOTMW M3rOTOBIEHUA WU3AENUS B NEpuof yTBEpPXKAEeHUs nx 3aka3unmkom, ne-
pegayun NOANVMHHUKOB OpraHu3auuMsam-u3roToBuTeNsaM, npekpaw,eHns Npou3BoACTBa AAaHHOW KOHCTPYKUMU K
T. N.*1).

3.1.2 KOHTponbHasa kKonua: Konua KOHCTPYKTOPCKOro (TEXHOMOTMYECKOro) AOKYMeHTa, ciayxauwias ans
BOCCTAHOB/IEHMS NOANIMHHUKA, U3rOTOBNEHMA AybnukaTtos, paboynx Konuid, CNpaBOK WM CBEPKW AOKyMeHTa-
unun*,

3.1.3 pabouasa konusa: Konuss KOHCTPYKTOPCKOro (TEXHOMNOrMYECKOro) LOKyMeHTa, npefHasHayeHHas
Ana o6cnyxmBaHna Npon3BoACTBa.

3.1.4 opraHuszauusa — gepxatenb NOAMMHHUKOB: OpraHusauus, OCyL,ecTBSAOLW a8 XpaHeHune, yyeT
NOA/IMHHWKOB AOKYMEHTOB U MMeLWasa npaBo0 BHOCUTb B HUX U3MEHEHUM, a Takke NocTaBnATb (NepefaBath)
Konuu n/vmnn gy6nunkatel CBOUM abOHEHTaM.

3.1.5 3/1eKTpOHHasa Konus 6yMaXXHOro AOKYMeHTa: 3IeKTPOHHbIA KOHCTPYKTOPCKMI (TexHonorunye-
CKWI) [OKYMEHT, cofiepxaTesibHass 4acTb KOTOPOro COOTBETCTBYET NOAJIMHHUKY BYMaXHOro fOKyMeHTa*.

3.2 Cokpalw,eHuns

B HacTosleM cTaHfapTe NPUMEHEeHbl CNefyloline CoKpaleHns:

ECK[ — EguHas cnctema KOHCTPYKTOPCKOW AOKYMeHTauuu;
ECT — EpauHas cuctemMa TEXHOMOTMYECKON AOKyMeHTauuu;
KA — KOHCTPYKTOPCKWUIA AOKYMEHT (4OKYMEHTbI, AOKYMeHTauus);
T4 — TEXHONOrMYeCKNin AOKYMEHT (4OKYMEHTbI, 4OKYMeHTaLus).

4 OCHOBHblE MOMOXEHUSNA

4.1 Bce umeOwWwmeca N N3roToBJ/IEHHbIE B OpraHmsauun OKYMEHTbI NMoAnexart yyeTy U XpaHeHuIo.

4.2 YyeT fOKYMEHTOB W MX XpaHeHue, a TaKkke yyeT opraHusauuil, B KOTOpble HanpaBfAT LOKYMEH-
Tbl, — 3TO YacTb CUCTEMbI Ob6palleHnsa fOKyMeHTauuM B opraHusaunu.

YueTy nognexar:

- BCe nocrynawuime Ha XxpaHeHue NOAMVHHWUKW, Ay6anKaTbl U KONUW LOKYMEHTOB;

- aboHeHTbl (BHELWHWE W BHYTPEHHME), NMPUHATbIE Ha aboHeHTCkoe ob6cnyxuBaHWe U M3Belaemble O
BHOCUMbIX U3MEHEHNAX B NOAJUHHUKN U Ay6nukatbl LOKYMEHTOB;

- aboHeHTbl pa30BOi Bblgaun (nepepaun) Konuii AOKYMEHTOB, KOTOpPble HE M3BELLAOTCA O BHOCUMbIX
N3MEHEHUNAX B NOAMIMHHUKM WUAN Ay6nunKaTbl LOKYMEHTOB;

- OBMWXEHne OO0KYMEHTOB (M3roTOBMEHWE U YYeT KONuiA, U3MEHEHNSA, NPUMEHAEMOCTb);

- BCE BUAbl N3BELLEHU 06 M3MEHEHUN AOKYMEHTOB (yyeT m3BeuweHunii — no FOCT 2.503).

MpumeyaHne — YueT aBOHEHTOB BbINOJHAT No popmaM 3 1 3a (cM. npunoxeHue b).

4.3 TIOOIMHHUKN KOHCTPYKTOPCKUX W TEXHONIOTUYECKMUX [AOKYMEHTOB, MPUHUMAaeMble Ha XpaHeHue,
LO/MKHbI cooTBeTCcTBOBaTh TpeboBaHnam ECKL n ECT/[ coOOTBETCTBEHHO.

4.4 TMO[AVHHUKN 3MeKTPOHHbIX K[ un 3nekTpoHHbIX T [OMXKHBI COOTBETCTBOBATb TpeboBaHMAM
FOCT 2.051*.

1) 3peck 1 fanee 3HAKOM «*» OTMEUEHBI MyHKTbI, K KOTOPbIM AaHbl KOMMEHTapUK B NPUMOXEHUN A.
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4.5 TMOop/NHHUKM Ha BYMaXHOM HOCWUTENE AO0/DKHblI ObITb MPUrOAHbI AN MHOTOKPATHOrO CHATUSA KOMWIA
(oTcyTCcTBME NPOPbLIBOB, MOAKAENKNA, NPOTEPTLIX MECT, HEYETKOCTb TEKCTa, IMHWIA), penporpadnyeckoii obpa-
60TKM M A0/MKHbI COOTBEeTCTBOBaTbL TpeboBaHmam TOCT 13.1.002.

4.6 Mpu NpuemMke NOAMMHHUKOB Ha XpaHEHNEe NPOBEPAIOT:

- KOMnekTHoCcTb K[ B COOTBETCTBMM CO chleyndukaunusimy, Be4oMOCTAMU 31eKTPOHHbIX KA (TA) wnu
APYTUMWN [OKYMEHTamu, B KOTOPbIX MEPEeYnCcieHbl caaBaeMble NOANMHHUKN;

- KOMNMeKTHocTb T/ B COOTBETCTBMM C MapLIPYTHOW KapTOh uAn ApyrMMu LOKYMEHTaMu, B KOTOPbIX
nepeyncneHbl caaBaemble NOAMNHHUKY,

- Ha/Mune yCTaHOB/IEHHbIX noanucei (B TOM 4YmMcne 3NEeKTPOHHbIX UM pPOBbLIX nognucei) n pgat. Mpu-
HUMaTb Ha XpaHeHWe AOKYMEHTbl, HE MMeKLme NoANNCK Nuua, OCYLLEeCTB/ISAILWEro HOPMOKOHTPOb, HE [0-
nyckaertcsa*.

4.7 [OKyMeHTbl, NOCTynawlwmne Ha XxpaHeHne, perncTpupyioT.

Pernctpauuto npon3BoaaT aBTOMaTU3UPOBAHHbLIM W/IM HEABTOMATU3UPOBAHHbLIM CMOCO60OM*.

4.8 Kaxpomy MOANVHHUKY AOKYMEHTa MpucBamBalT OAWH PErncTpaunoHHblii (MHBEHTapPHbIA) HOMep
He3aBMCMMO OT KOMMYecTBa /INCTOB B OBYMaXHOM AOKYMEHTEe UM KonuyectBa (painioB B 3/IEKTPOHHOM KOH-
CTPYKTOPCKOM (TE€XHO/IOTMYEeCcKOM) AOKYMEHTE, U3 KOTOPbIX OHWU COCTOAT.

Ha 6ymaxHOM [OKyMeHTe, COCTOAWEM N3 HECKONMbKUX SIMCTOB, MHBEHTAPHbIi HOMEP HAHOCAT Ha Kax-
AbllA NNCT.

VIHBEHTapHbIA HOMEP NOAMMHHUKA 3/1IEKTPOHHOTO KOHCTPYKTOPCKOrOo (TEXHOJIOTMYEeCcKoro) AOKyMeHTa
yKa3blBalOT B €r0 PEKBU3NTHON 4YacTu.

4.9 Mpu pernctpauuy LOKYMeEHTa peKoOMeHAyeTCs yKa3biBaTb CMeAylLllyl0o OCHOBHYH WHopmauuio,
npueefeHHy B Tabnuue 1:

Ta6nuya 1

HanmeHoBaHue
nHchopmauum

OpraHusaums

MoapasneneHve

O6o03HaveHne fJoKymMeHTa

HavmeHoBaHve AOKYMEH-
Ta

HanmeHoBaHve [OKyMeH-
Ta B 3aBUCUMMOCTU OT Xa-
paKTepa ncnosib3oBaHnA

dopmar

OpraHusauysi, B KOTOPOIA
HaxoamuTcs NOAJIMHHUK

PeructpauuoHHblii Homep
[Jata noctynnenus
Konnyectso nmcTos
Mognvce

Wmsa cpaiina(oB) anek-
TPOHHOrO KOHCTPYKTOP-
CKOro (TexHO/10rM4eckoro)
[OKyMeHTa

MNoscHeHne

OpraHusauyust (Mm ee Kop), OCyLLecTBASHO-
Las yyeT 1 XpaHeHne LOKYMEHTOB

MozpasaeneHve, BbiNyCTUBLLIEE [JOKYMEHT

O603HaueHVe [JOKyMeHTa W KO, €eCc/in ero
Kog onpegeneH MOCT 2.102, TOCT 2.601,
FOCT 2.602, IOCT 2.701, MOCT 3.1102

HavmveHoBaHVe [OKYMeHTa, €ec/iu €ero Kof,
onpegeneH TOCT 2102, TOCT 2.601,
OCT 2.602, MOCT 2.701, MOCT 3.1102

MoanvHHKK, ay6nukat wmm konws. [onycka-
eTca ykasblBaTb MNOPSAKOBbIi HOMEP B CO-
oTtBetcTBMM ¢ FOCT 2.102 (Tabnuua 2, rpa-
ta 1)

O603HayeHne
FOCT 2.301

thopmata nmcta — Mo

CokpalleHHoe HanMeHOBaHWe opraHusauumn,
B KOTOpOVI XpaHUTCA NOAJ/IMHHUK

MHBEeHTapHbIii HOMep [oKyMeHTa
[Jlata npvema JOKyMeHTa Ha XpaHeHue
KonnyecTBO NNCTOB B AOKYMEHTE
Moanuchb 0 NpUEMKe [OKYMEHTa

Mpun ykazaHun nmeHn cpaiina ykasbiBaroT ero
™mn (txt, doc, pdf, xml, sgm, tif, jpg, prt, asm
NTn)

MpumeuaHne

ViHchopmaumto 06 opraHusauyumn cregyet
3anncbiBaTb B COOTBETCTBUM C YKa3aHHOM
B PETNCTPUPYEMOM [OKYMEHTE

JonyckaeTcsi ykasblBaTb KOf, AOKYMEHTa,
YCTaHOB/IEHHbI CTAaHZAPTOM OpraHusa-
Lmm

JonyckaeTtcsa ykasblBaTb HavMeHOBaHue
AOKYMeHTa, yCTaHOBJ/IEHHOE CTaHAapTOM
opraHmsaunmn

Moanuce nuua, NPUHABLLETOo AOKYMEHT

Hanpumep, B chopme 1 nHdopmaumio pe-
KoMeHAyeTcs ykasbiBaTb B rpace «[lpu-
MeuyaHve», B hopmMe 2 — B pe3epBHON
rpace («PesepB») UT. 4.
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4.10 Mpwn pydHOI pernctpauMy NEepeyvYunucsieHHyr WH(OpMaLUlo yKasblBaldT B UHBEHTAPHON KHUre Mo
dgopme 1 (cm. npunoxeHune b).

JonyckaeTcsa BeCTM Of4HY UHBEHTAPHYK KHUTY AN MNOLJIMHHMKOB M AY6/IMKATOB KOHCTPYKTOPCKUX U TeX-
HO/TOTMYECKNX AOKYMEHTOB N OTAE/IbHbIE MHBEHTAPHbLIE KHUTW NO BuAam usgenuii (gusensm, BaroHam, TpakTo-
pam, Typ6uHam M T. 4.), Npy 3TOM UHBEHTApPHble HOMEepa He A0/KHbl MOBTOPATLCA*.

Mpn aBTOMATU3UPOBAHHON perucTpaunn nepevyncreHHyr MHgopmayno 3aHOCAT B aBTOMaTU3UPOBaH-
Hyl cuctemy. Busyanusauyuio nHgopmaum pekoMeHAyeTCcs BbINO/HATL aHanorn4yHo gopme 1.

4.11 PerucTtpaumnio NnOAJMHHUKOB M NMOCTynawwWmux OT APYrMx opraHmsauunii gy6nmkatoB cnegyet BeCcTu
OTAENIbHO ANA AOKYMEHTOB Ha M34enns OCHOBHOrO M BCMOMOraTtenbHOro npovM3BoACTBa.

4.12 OOHOBPEMEHHO C perucTpauyneil NOAMMHHUKOB AO/KHbI 6bITh 3aM0/IHEHbI COOTBETCTBYKOLLME Tpa-
bl yyeTa, pacnosiokeHHble Ha none Ans NoAWMBKN NMcTa 6YMaxHOro nogfnNHHUKA, UKW 3aHeCeHbl COOTBET-
CTBYlOLWMNE PEKBU3UTHLI B 3N1IEKTPOHHbIN KA (TA).

4.13 B cny4asnx, Kkorga B opraHusalun o4HOBPEMEHHO NMPUMEHSAIOT 3/1IeKTPOHHbIe U 6ymaxHble K[, (TA4),
JonyckaeTcs ux B3aMMHoe npeobpasosBaHue Apyr B Apyra. BsaumHoe cooTBeTCcTBME Npeobpa3oBaHHbIX A0-
KyMeHTOB obecneunBaeTcs yyacTHMKamMu npeobpasoBaHus U XpaHeHUsA 3TUX LOKYMEHTOB.

JlOKyMeHTbI, MOMy4YeHHble B pe3y/ibTaTe B3auMMHOro npeobpasoBaHus, AO/KHbI UMETb COOTBETCTBYHO-
Lne ccbliku ApYyr Ha gpyra.

OpraHn3aums 4okymeHToo60opoTa B yCNOBUAX NPUMEHEHNA CPELCTB BbIYUCIUTENBbHOW TEXHUKN [0/KHA
obecneunBatb (Npy HEO6XO4MMOCTU) COBMECTMMOCTb PYYHOM U aBTOMaTU3UPOBaHHON 06pabOTKN AOKYMEH-
TOB*.

4.14 TMoANVHHUKM 31eKTPOHHbIX KO (TA) n kKonum anekTpoHHbIX KA (TA) Apyrux opraHnsaumini XxpaHaT B
aBTOMAaTU3MPOBAHHbLIX CUCTEMAX ynpaBfeHUS AOKYMEHTaMu W/UAnM Ha OTAE/bHbIX 3/IEKTPOHHbIX HOCUTENSX.
ABTOMATU3NPOBAHHbIE CUCTEMbI YNpaBneHWs AOKYMeHTaMW [O/DKHbl ob6ecneymBaTb BbiNO/HEHWE TpeboBa-
HWS HacTosALWero crtaHgapra.

XpaHeHue NoA/IMHHUKOB Ha OTAENbHbIX HOCUTENSAX OCYLLeCTBAAKT MO BOo3pacTaHM 0603Ha4vYeHuin go-
KYMEHTOB B npefenax u3genus. YCNoBusa XpaHeHUs Ha OTAeNbHbIX HOCUTENAX AO/KHbI ob6ecneynBaTb UX CO-
XPaHHOCTb, ObICTPbIA MOUCK Y NPUTOAHOCTb K MCNOMb30BaHNIO®.

4.15 Tlo KaxoMy 3aperncTpupoBaHHOMY AOKYMEHTY OCYLLECTBASAKT yYeT ero NnpuMeHAeMoCTH.

YyeT NPUMEHAEMOCTM OCYLLECTBAIOT NyTEM YKa3zaHus:

- 0603Ha4YeHna u3genus, B KOTOPOM MPUMEHEH AOKYMEHT;

- JaTtbl NPUMEHEHUA AOKYMEHTa B APYroM u3genuu.

YyeT NnpMMeHSeMOCTM AOKYMEHTOB MOXeT ObiTb MPOBEAEH aBTOMaTU3MPOBaHHLIM WM HeaBTOMaTW3u-
POBaHHbLIM CNOCO60M (BPYUHYIO).

PyuHoli cnoco6 yudeta npumeHsemocTu K[ ocyuwlecTBnsilOT B KapToykax yvyeta AOKYMEHTOB Mo dop-
Mam 2, 2a, 26 1 2B (CM. npunoxeHue B), a TEXHOOTNYECKUX AOKYMEHTOB — Nno dpopmam 2 n 2a NOCT 3.1201.

Heob6xoAMMOCTb y4yeTa NPOEKTHOW AOKyMeHTauuu BCNOMOraTefsibHOro M eAMHUYHOro Npou3BOACTBa
ycTaHaB/nBaeT pa3paboTyuK.

5 XpaHeHne NoANMMHHUKOB

5.1 MoAnuHHUKM 6ymaxHbix K[ cnefyeT XxpaHUTb N0 kKnacCcuukaLMoHHbIM xapaktepucTukam (rpynnum-
poBkam) nodopmaTHO B Nopsfke BO3pacTaHUA 0603HayYeHUs OAOKYMEHTOB B npegenax kaxaoro cdopmara u
Kofa opraHusauunm-paspaboTymka.

JonyckaeTca xpaHUTb NOA/IMHHMKM 6e3 yyeTa chopmaTos.

TpeboBaHUA K XpaHeHUo NOAJIMHHUKOB cornacHo 4.14.

5.2 MoanvHHukn T cnegyeT xpaHUTb NO MeTogam 06paboTKM u C60pKN nsgenusa 6e3 yyeta cpopmartos
B nopsigke Bo3pacTaHusa mx o6o3HayeHnin no FOCT 3.1201 B npefenax Kaxaoro BuAa TEXHOMOTMYECKOro npo-
Lecca no MeToAy BbINOJIHEHUA.

JonyckaeTca XpaHWTb NOAJIMHHUKW KOMMJIEKTaMM MO BO3pacTaHuio 0603HayvyeHuit K, yKkasaHHbIX B OC-
HOBHOI HaANWCK TEXHONOTMYECKNX LOKYMEHTOB.

5.3 TOANVHHWKYK, BbINO/IHEHHbIE HA IMCTax MeHblue, Yyem chopmaT Al, cnegyeT XpaHUTb B pa3BepHYyTOM
BUae.

MoANVNHHUKK, BbINOMIHEHHbIE HA IMCTax He MeHee dhopmaTta Al 1 6onee, peKkOMeHAyeTCH XpaHUTb CBep-
HYTBIMW Ha CKankax Wau B pa3BepHYTOM BuUe.
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5.4 TIOANWHHWKMA aHHY/IMPOBaHHbIX U 3aMEHEHHbIX BYMaXHbIX JOKYMEHTOB CneayeT XpaHuTb OTAENbHO
OT AeliCTBYOLWNX NOANUHHWUKOB, N UX fONYyCKaeTCca cknabiBaTb Ha popmaTbl A4 n A3 B COOTBETCTBUN C Npu-
noxeHunem .

5.5 MOANNHHUKN aHHYTMPOBAHHbLIX W 3aMEHEHHbIX OKYMEHTOB YHUUTOXAIT NOC/Ae COCTaBNEHUSA akTa
06 YHUUYTOXEHMUN.

6 YueT u xpaHeHne GyMaXHbIX KOMUi

6.1 Konum QOKYMEHTOB B GyMaxHOl hopme, MPMHUMAeMble Ha XpaHeHwe, AO/MKHbl OblTb KOHTPACTHO
oTneyaTaHbl M AO/KHbI MMETb POBHbIA (OOH 6e3 pa3HOUBETHOCTMW, 3aTPyAHALWEN 4YTeHue AoKymMeHTa. Ha
KOMUAX A0/DKHbI 6bITb BOCNpOU3BeAeHbl (6€3 MponyCcKOB) BCe MMENLWMecs Ha NOANWHHUKE, aybnukate wuam
opurnHane nuHum, 6yksbl, LUAPbLI U T. M.

Mpn npremke Konuii B 6yMaxHon hopme NPOBEPSAIOT HalMyMe BCEX IMCTOB U KOMMNIEKTHOCTb LOKYMEH-
TauMm B COOTBETCTBUMU C CONPOBOANTENbHBIMU LOKYMEHTaAMMW.

6.2 OpraHusaumm MOryT XpaHuTb cnegytouwmne konun KO n TA: apXuBHble, KOHTPO/IbHbIE N paboumne.

6.3 Hanunume apxuBHbIX KONWi OTpaxalT B KapToykax yyeta (cMm. hopmy 2, npunoxeHune b).

[na noKkymeHTOB B 6ymMaxHO popme Ha BUAHOM MecTe nanku (anbboma) v Ha NMLEeBO CTOPOHE Kax-
[0l apXvBHOI Konuu cTaBsAT Wwrtamn «APXUBHbBIN SK3EMIM/IAP». Hike wTaMna ykasbiBaloT MPUUMHY U gaTty
NPUHATUSA Ha XPaHEeHWEe apXWBHON KOMUW.

ApXMBHas KONUSA 3/1EKTPOHHOIO AOKYMEHTa AO0/IKHAa MMeTb B PEKBU3NTHON 4acTu COOTBETCTBYHOLLUNA
npusHak.*

JlonyckaeTca XpaHeHue apxXuWBHbIX KONWIA B BUAE MUKPOPUIbMOB WIN 3/1EKTPOHHBIX KOMUA BYMaXKHbIX
[OKYMEHTOB.

6.4 KOHTpO/NbHasA KONUSA 3/1eKTPOHHOTO AOKYMeHTa [0/DKHA UMEeTb B PEKBU3UTHOW 4acTu COOTBETCTBY-
IOLWMA NPU3HaK.

Ha nuueBoii cTOpoHe KaXAoro nncta 6yMaXHOW KOHTPOJ/IbHOW KONUU Ha BMAHOM MecTe CTaBAT wTamn
«KOHTPOJIbHbIA 3K3EMMIAP» (3a UCK/TIOYEHNEM KOHTPO/bHbLIX KOMUIA TUMOrpadckux M3gaHuii n c6po-
LIOPOBAHHbBIX TEKCTOBLIX JOKYMEHTOB, Ha KOTOPbIX LITAMM CTaBAT TO/IbKO Ha O06/10XKE W Ha TUTY/IbHOM WK
nepBoM fucTe).

6.5 Yucno paboumx KonNuin, HaxoAAaLMXCcA B o6paLleHn, 1 MecTa Ux XpaHeHuns (Bblgadyn-npuemMkun) ycra-
HaB/AMBaeT opraHmsayms.

6.6 Konuum QOKYMEHTOB B GYMaXKHOI (hOpMe XPaHAT Kak pPocCbiNbl (MOMIMCTHO), Tak U B/IOXKEHHBIMU B
nanky wnu, Npu Heo6xo4MMOCTW, COPOLLIIOPOBAHHLIMY B afb60OMbI.

Mpn XpaHeHun poccbinbio (MOMMCTHO) KOMUW cknagbiBaldT Ha ¢opmat A4 B COOTBETCTBMM C Tabnu-
uei 1 (cMm. npunoxeHue I).

Konun, nomewaemble B anbbombl U nanku, cknagbiBalwT Ha dopmaTel A4 nnn A3 B COOTBETCTBUM C
Tabnuuein 1 (cm. npunoxeHue N, a gna 6powopoBaHns — B COOTBETCTBUM € Tabnauuei .2 (CcM. npunoxe-
Hue I).

6.7 Konum 6ymaxHbix K[ Ha usgenue yknagbiBalwT B nanky (anbbombl) B npegenax usgenusa unm B
npegenax paunoHasbHO BblOpaHHbLIX COCTABHbIX YacTeil usgenus.

Konuun yknagbiBaloT B cnefyollein nocnenoBatesibHOCTH:

1) cneuudpukaunsa nsgenus;

2) [OKYMEHTbl OCHOBHOrO KOMmMaekta usgenus (B nopsigke 3anucu nx B cneundukaummn);

3) cneuundMkaunm cocTaBHbIX YacTell U3genvs U 4OKYMeHTbl OCHOBHOIO KOMMJIEKTA COCTaBHbIX YacTei
n3genns (B nopsigke Bo3pactaHuss 0603HayveHuid). [JoOKyMeHTbl OCHOBHOIO KOMMJ/IEKTa COCTaBHbIX YacTel u3-
Aenusa nomMeLjaroT nocse cneundukaymy B nopagke mx sanucu B cneundukaymm;

4) yepTexwu getaneii, 3anucaHHble B cneyndukaLum 0OCHOBHOIO U34eNns, U BCeX ero CocTaBHbIX YacTel
(B nopsigke Bo3pacTaHns 0603HAYEHUN).

Ecnn Ha peTtanb (Kpome yepTexa) BbiMyWieHbl Apyrne AOKYMEHTbl, TO UX NOMEeLalT Noc/se 4yeprexa
peTtanen (B nopsgke 3anvMcu ux B cneyudukayun).

6.8 Komnnekt konuin T[ yknagbiBalT B nanky wuny 6powwopyoT B anb6oMbl, Npu 3TOM B OAHY nanky
(anb6om) nomewatoT Bce T[], pa3paboTaHHble Ha O4HO U3genve UM HECKONbKO U3Aenuii, nan paynoHasibHO
BblOpaHHY0 COCTaBHYI YacTb U3genus.

Mpu HeobxoaMmMoOCTM B OAHY nanky (anbbom) gonyckaeTcs nomewaTtb T[ no oThenbHbIM MeTogam 06-
paboTkn 1 c60pKn nsgenus.
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6.9 B ogHy nmanky (anbbom) yknagbiBaT He 6onee 200 nUCTOB AOKYMEHTOB, NPUBEAEHHbIX K (hopma-
Ty A4.

6.10 lpu 60NbWOM KOMMYECTBE LOKYMEHTOB WX pas3fensioT Ha 4acTu U yKnagbiBalT B HECKO/IbKO Ma-
nok (anb6omoB). Ha 3aTukeTkax nanok (anb60OMOB) MM Ha MX 06/10XKAX yKa3blBalOT HOMEp AaHHOW 4acTtw,
obliee KOIMYECTBO YacTeil 1 HOMep 3k3eMmnasapa nanku (anbboma).

6.11 [JonyckaeTcs B KaxAol nanke (anbbome) npegycmaTpuBaTb ONUCb, B KOTOPOI NepeyncnsatoT B no-
cnefoBaTe/IbHOCTU UX PACMO/IOKEHUA BCE HAXOAALWMECA B HENl AOKYMEHTHI.

6.12 AnAa Tekyweli paboTbl nogpasfeneHunto, BbiNyCTUBLIEMY NOANMHHUKN OKYMEHTOB WA Beaylemy
HabngeHne 3a M3roToBAEeHNEM U34enns B MPOM3BOACTBE, BbliAensatoT (Npu Heob6XoaMmMocTKn) ak3emnnsap 6y-
MaXHbIX KOMWIA COOTBETCTBYHLNX AOKYMEHTOB. Ha nnueBOii CTOpPOHE KaXAOro nAucta Konuin (Mpyu xpaHeHun
MX POCCbINbIO) UNN HA BUAHOM MecTe nanku (anbboma) ctaBaT wramn «IKIEMMNAP KOHCTPYKTOPA» nnun
«IK3EMMJIAP TEXHOJIOIA», npuBeAEHHbIA B npusioxeHnn B.

6.13 Ha konuax 4OKYMEHTOB, 06 M3MEHEHUAX KOTOPbLIX NOCMEe BbICbI/IKW aB0OHEHTOB He U3BELalT, CTa-
BAT wrtamn «Ob USBMEHEHWWN HE COOBLWAETCSH».

6.14 B 3anpocax O BbICbl/IKe AOKYMEHTaLum oT 4pyrnx opraHnusannin ykasbisaoT, Heobxogumo nu 6patb
Ha y4yeT 3anpalvBaeMy AOKYMEHTALMIO ANSA BbICbIJIKA B Aa/IbHENLLEM U3BELLEHUNA 06 N3MEHEHUN UMN HET.

6.15 Konuu AOKYMEHTOB, N3bATbie U3 06palleHns BCAeACTBME NpekpaweHus npons3soacTea nsgenui, a
Takke Konuu AOKYMEHTOB, aHHY/IMPOBAHHbLIX UIN 3aMEHEHHbIX B CBA3W C BHECEHWEM W3MEHEHUN, YHUUTOXaKT
nocne COCTaB/IEHUSA aKTa 06 YHUUTOXEHUN UAW ONUCK KOMWIA.

6.16 YueT Bblgauynm (OTCbI/IKM) M BO3Bpata KOMWIA BHYTPEHHMM W BHELWHUM abGOHeHTaM OcCyl,ecTBAs-
10T BPYYHYIO MM aBTOMaTM3MPOBAHHLIM CNOCOOOM. YYeT OCYLW,ecTBAAT NO KapToykaM ydvyeTa LOKYMEHTOB
(cM. dpopmbl 2, 2a, npunoxexHue B).

Bbigauy u yyeT BO3BpaTa OYMaXXHbIX KOMWA BHYTPEHHUM abOHEHTaM OCYLWEeCTBASKT N0 aGOHEHTCKUM
kapToukam (cMm. oopmbl 3, 3a, npuoxeHue 3).

MpumeyaHne — BKapTouke yyeTa AOKYMEHTOB yKa3blBaloT:

- Brpache «Bug gokymeHTa» (cM. hopmy 2) — BUA AOKYMeEHTa (NOAMHHUK, Ay6MKaT UM KOMUST), KOTOPbIA NPUHAT
Ha yyer;

- Brpagpe «Pa3oBble Bblgayum» (CM. hopmy 2a) — abOHEHTbI, KOTOPbLIM BbiAAKOT (BbIChINAKT) KOMUIO JOKYMEHTa CO
wramnom «Ob N3MEHEHV HE COOBLLUAETCSH».

7 YyeT v XpaHeHne GyMaxXHbIX KONUA AOKYMEHTOB APYTUX OopraHusauuii

7.1 Konuu fOKYMEHTOB, MOCTYNUBLUMX OT APYrMX OpraHnsauunii, XpaHaT YN0XEHHbIMU B Nanky uam nepe-
naeTeHHbIMU B anbbOMbl OTAENbHO NO KaXAOW opraHu3auuun, KOTOPOW OHWU Oblv M3daHbl, AN OTAENbHO NO
KaXgoMy nsgenuio.

JonyckaeTca Konuu XpaHUTb POCChINbIO (MOJINCTHO), C/IOXEHHbIMU Ha dpopmaT A4 unn A3.

7.2 B kaxgoin nanke (anb6ome) A0/MKHA ObITb ONUCb, B KOTOPOW MepeynucnsatoT B NocnenoBaTesibHOCTH
MX pacnosioXeHuss Bce HaxoAswmecs B HEW JOKYMEHTHI.

7.3 Peructpauuio (y4eT) KONUA [OKYMEHTOB APYrUX OpraHuW3aunini ocyliecTBAAKOT B COOTBETCTBUM C
TpeboBaHuAMM 4.8 n 4.9. Ha Kaxaylo perncTtpupyemyro Konuio (MAM KOMNAEKT Konuu) B 6GymMaxKHoi copme
HAHOCAT WTaMn C ykadaHMeM MHBEHTApPHOro HOMepa, HoMepa ak3emnaapa (NpyY HaNUYMM HECKOSIbKNX IK3EM-
NAspoB) W gaTbl perncrpayuu.

YKa3aHHbI WwTamn B nankax (anbbomax) CTaBAT Ha BUAHOM MeCTe OMWCU, a Takke Ha 3TUKeTKe Win B
NeBOM BEPXHEM YrNy 06M0XKM.

Ha konuax B 6ymaxHoWn hopme, XpaHAWMXCSA POCChbINbio (MOMIMCTHO), WTaMn CTaBAT B IEBOM BEPXHEM
Yrny Kaxgoro nucrta fokymeHTa dopmaTta A4 unn nucta AOKYMEHTa, CM0XEeHHOro Ha cdopmat A4.

7.4 Konuu yunTbiBaKOT BPYYHYIO WM @aBTOMATU3MPOBaHHbIM CNOCOB0M B KapToukax yyeta no popmam 2,
2a, 26, 2B (cM. npunoxeHune b).

7.5 Konuu gpyrux opraHusaumnii XxpaHAaT B NOpsfke BO3pacTaHus 0603HayYeHuii No Kaxaomy Koy opra-
Hu3auum.

7.6 B cnyvyae npekpaweHWs NPUMEHSEMOCTU YUTEHHbIX KOMWI OpraHu3auuns cTaBuT B N3BECTHOCTb Op-
raHusauuio-gepxarens NOAMHHUKOB A1 CHATUA UX C ydeTa.
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8 BoccTtaHoBneHne Nog/IMHHUKOB

8.1 O6wwne NonoxeHns

8.1.1 TMoANMHHUKK, NpuelIne B HEFOAHOCTb UMW YTEPSIHHbIE, AOMKHbI 6bITb BOCCTAHOB/IEHDI.

BocCTaHOBMEHHbI MOANMNHHUK MOXET ObiTb U3rOTOBJIEH TO/IbLKO MOC/E COCTaB/IEHUSA akTa O CMcCaHum
npuweawero B HErOAHOCTb WMAN YTEPSHHOTO NOAJIMHHUKA.

8.1.2 BoccTaHOB/IEHHbIE MOANNHHUKN AECTBYIOT Ha NpaBax 3aMeHEeHHbIX NOANMNHHUKOB.

B BOCCTaHOB/IEHHbI NMOA/IMHHWK AO/KHbI 6bITb BHECEHbI U3MEHEHUS B COOTBETCTBMMU CO BCEMU U3BELLE-
HUSIMW, BbINYLLEHHBIMU 4O MOMEHTa €ro BOCCTAHOB/IEHUS.

8.1.3 BOCCTaAHOBMEHHbI NOANNHHUK JO/MKEH NPEACTaBNATbL CO6GO0I TOUHYH KOMUID BOCCTaHaB/IMBAeEMO-
ro No4J/IMHHMKA C Yy4eTOM MOCNeLHUX BHECEHHbIX U3MEHEHWI.

8.1.4 B BOCCTAHOB/IEHHOM MNOAJ/IMHHWKE He AO0/IKHbI 6blTb BOCMPOM3BEAEHbI pasMepbl, Hagnucu, rpa-
hmyeckme N306paxeHns U T. M., UCKIOYEHHbIE NO U3BELEHNUSIM 06 M3MEHEHUU B MOASIMHHUKE (MK KOnuu), C
KOTOpPOro BOoCCTaHaB/eH NOANMUHHUK.

B BOCCTAHOB/MIEHHOM MOAJIMHHUKE HE A0/KHbI GbiTb BOCMPOU3BEAEHbI TaKXe MNOpsiAKOBble HOMepa W3-
MEHEHWIH 1 BbIHOCHbIE NIMHUWN K HUM, HAHECEHHble paHee B CBSA3WU C NPOU3BEAEHHbIMU U3MEHEHUSIMU.

8.1.5 B Tabnnuy M3MeHeHWn OCHOBHOW HagnmMCU BOCCTAHOB/IEHHOrO MOAJ/IMHHMKA [OMXHA ObiThb nepe-
HeceHa 3anucb TOMIbKO O NOC/IeAHEM U3MEHEHUMN.

8.2 BoccTaHOB/AEHME BYMaXKHbIX MOANNHHUKOB

8.2.1 TMMpwn BOCCTaAHOBMEHNN BYMaKHOro MOA/IMHHUKA C LOKYMEHTOB HE MeHee YeM Ha [BYX nucrtax no-
ps4KoBble HOMepa M3MeHeHuii, 0603HavYeHnss n3BeLweHnii 06 U3MEeHeHUN U Apyrve AaHHble nocfegHero us-
MEHEHUA KaxAoro /mcrta BOCCTAHOB/IEHHOTO MOAJIMHHMUKA AO/DKHBI ObITb MPOCTaB/IEHbl HA OCHOBAaHUU UMEIO-
wumxcsa 3anuceli B Tabnvue U3MeHeHWUi Ha AaHHOM IMCTe BOCCTaHaB/INBAeMoro AOKyMeHTa.

8.2.2 B nucte perncrpauuMy U3MeHeHuit BOCCTAHOBMEHHOrO NOAJMIMHHUKA A0/DKHbI 6biTb BOCNPOM3BE-
JeHbl faHHble, OTHOCALMECA KO BCEM paHee BHECEHHbIM B 3TOT JOKYMEHT U3MEHEeHUAM (HayuHas C nepsoro
N3MeHeHus).

8.2.3 B3ameH noA/IMHHBIX NOANUCEN, BU3 1 AT, MMEIOLWMNXCA Ha NOA/IMHHUKE (B TOM 4YuMc/e Ha none ans
NOALWMBKN N IUCTE pernctpauynm M3MeHeHuii), B BOCCTAHOB/IEHHOM MNOAJIMHHUKE B KPYTr/bIX CKOOKax [O/IKHO
6bITb HanucaHo: «(Mognuck)» n «(JaTa)».

Mpy N3roToBNEHNN BOCCTAHOB/IEHHOIO NOAJIMHHMKA C paHee BOCCTAHOBJIEHHOrO MOAJ/IMHHMKA (MU CHA-
TON C Hero yYyTeHHOW KOMuu) MMeroLLyoCca Ha nocfiefHeM HafnuCb O BOCCTAHOB/IEHUM NOASIMHHMKA AonycKa-
eTCA He BOCMPOU3BOAUTD.

8.2.4 BoccTaHOB/IEHHblIE MOA/IMHHUKMA AO/MKHbI ObITb MOANUCAHbI OTBETCTBEHHLIM JIULLOM MO YKa3aHuio
pykoBoAuTENsA nogpasfesieHns, BbiNyCTUBLLEro NOL/MHHUKM U Beaylero HabnwheHne 3a U3roToB/ieHUEM
n3penvs.

Hapnuce, noaTBepXAatoLyo NpaBu/ibHOCTbL BOCCTAHOB/IEHHOTO MOAJIMHHUKA, cnefyeT BbINOMHATbL Ty-
Wb UM MaWMWHHLIM CNOCO60OM Ha none 475 NOALWNBKN JOKYMEHTa, Hanpumep:

«BoccTaHOBMIEH C NOA/IMHHMKA.

BepHo: (nognucb, hamunua n gata)».

«BoccTaHOBNEH C KOMUMN.

BepHo: (nognucb, hamunua n gata)».

MpaBnAbHOCTL BOCCTAHOB/IEHHOTO MOAJIMHHMKA 3/EKTPOHHOrO AOKYMEeHTa [0/hKHa NoATBEpXAaTbCs
3/1EKTPOHHOI LM POBOI NOANUCLID OTBETCTBEHHOrO Nuua.

8.2.5 B BepxHeMm npasBOM Yry Nofs KaKAoro 1mcta BOCCTAHOB/IEHHOTO NOAJIMHHMKA [O/KHA ObiTh HAf-
NUCb TYWbK WAN AO/KEH 6bITb MPOCTaB/EH WTamMn: «BOCCTAHOB/EHHbI NOAMUHHUK N2 ... » C yKasaHuWeMm
nopaAKOBOro HoMepa BOCCTAHOB/IEHUA faHHOro nucra NoANMHHKUKA.

8.2.6 BOCCTAHOBNEHHbI NOAJIMHHUK AO/HKEH UMETb WHBEHTAPHbIA HOMEep BOCCTaHaB/IMBAEMOro MNoA-
NNHHUKa. O BOCCTAHOB/IEHUW JOKYMeEHTa A0/KHA 6biTb cAenaHa oTMeTKa B MHBEHTAapHON KHure.

8.2.7 Ha nognuMHHWKE WUAN KOMWUK, C KOTOPbIX MPOM3BOANIOCH BOCCTAHOB/IEHME, CcTaBAT wramn: «3AME-
HEH BOCCTAHOB/MEHHbLIM MOANMNHHWNKOM Ne ... » ¢ ykazaHueM MNopsi4KOBOro Homepa BOCCTAHOB/NEHUSA
N Aatbl MPUHATUA BOCCTAHOBJ/IEHHOrO NMOAJ/IMHHUKA Ha XpaHeHue.
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MpunoxeHne A
(cnpaBoyHoOe)

KoMMeHTapuu K nyHKTam cTaHgapTa

3.1.1 n3.1.2 B apxuBHble KONUN U3MEHEHNSA HE BHOCAT. APXMBHbIE U KOHTPOJIbHbIE KOMUM Ha BYMaXHOM HocuTene
aboHeHTaM He BbIJAIOT W XPaHAT UX OTAENbHO OT APYIruX KOMMiA.

3.1.4 CopepxarenbHas YacTb 3/1IEKTPOHHON KOMWUM MOXET ObITb NOMyvyeHa METOAOM CKaHMPOBAHWSA U LMAPOBbLIM
dooTorpadnpoBaHneM ByMadkHOro NoASIMHHMKA.

4.4 TepMuHbl «DNEKTPOHHbIN KOHCTPYKTOPCKUIA AOKYMEHT» U «DNEKTPOHHbIA TEXHOMOTMYECKUI JOKYMEHT» CTaH-
Aaptnsosadbl B ECKA 1 ECT/. 3T OOKYMEHTLI B COOTBETCTBUM C UX OMpeAesieHnsaMn LO/MKHbI UMETb He TOMBbKO Coaep-
XaTesbHyl0, HO U PEKBU3UTHYIO YacTu, B TOM YMC/Ie U YCTAHOB/IEHHbIE MOAMUCH.

4.6 Tpu cMeLllaHHOM A0KYMEHTO060poTe A4/18 yYeTa U XpaHEHNS B CNYXOY TEXHUUECKON AOKYMEHTauun nepesatot
Kak 3NeKTpoHHble, Tak 1 bymaxHble K u TA. OkoHuaTeNbHOE yCTaHOB/IEHWE KOMMEKTHOCTU NPOBEPSIOT HE TOMbKO MO
cneundmkaumsam, rae B rpade «MpumMedaHne» ans anekTpoHHbIx K4 (TA) ykasbiBatoT naeHTudmkaTop gainna(os), HO 1
no segomoct KA (TA) (FOCT 2.106).

MpumeyaHne — [JOKYMEHTOOG0OPOT — 3TO ABUXEHNE AOKYMEHTOB C MOMEHTa Hayana VX Co3AaHust v nosy-
YEHUS1 A0 VX YHUUTOXEHWS.

4.7 Top, perncTpaumnein LOKyMeHTa NOHMMAETCS 3anMMnCb YYETHbIX AaHHbIX O JOKYMEHTE N0 YCTAHOB/IEHHON hopme,
thmkcupytoas hakT ero cosgaHus, oTNpaBAeHNUs!, NOYYEHNUS WU NPUHATUSE HA XpaHeHWe.

4.10 Mpwn pyyHoOi peructpaumm mms dainna(oB) ykasbiBalOT B MHBEHTAPHON kHUre B rpadpe «Mpumedvanue». Mpu
aBTOMAaTU3UPOBAHHONM perncTpaumm ums gainna(oB) 3aHOCAT B COOTBETCTBYHIOLLMIA PEKBM3IUT (MOS€ AaHHbIX) aBTOMAaTU3N-
POBaHHOI CUCTEMBbI.

4.13 TMpeobpa3oBaHne GYMaXHOro NOAMHHUKA B €r0 3/1IEKTPOHHYHO KOMUIO (3/1IEKTPOHHAsA KOnusi GYMakHOro nog-
JINHHKKA) OCYLLECTB/ISIIOT C LIe/Ibl0 ee pas3MeLLeHUsi B aBTOMATU3MPOBaHHO CUCTEME YNpaB/IEHNS LOKYMEHTaMN 47151 CaHK-
LIMOHMPOBAHHOIO AOCTYNA K Heli BCEM 3auHTepecoBaHHbIM uam. Moa/IMHHOCTb 3TOWM KONWUK YA0CTOBEPSAIOT 3/IEKTPOHHOM
UMdgPOBOI NOANNCHI0 NLA, U3rOTOBMBLLUETO KOMUIO.

C NOA/MHHMKOB 3NEKTPOHHbIX KA 1 T/ n3rotaBnmBatoT 6yMadkHbIe KOMUKM C LeNbio obecneyenHmnst Npon3BoACcTBa (pa-
6oune konum). BymakHast konusa anekTpoHHoro KA (T[) go/mkHa MMeTb yKkasaHue Ha ums dalina 31eKTPOHHOTO KOHCTPYK-
TOPCKOro (TEXHO/I0rMYecKoro) AOKyMeHTa, C KOTOPOro Oblna M3roToB/ieHa GymMaxHasi KOMusl, BEPCUIO 3TOTO AOKYMEHTa U
NoAnMCb NNLA, U3rOTOBMBLLENO KOMUH.

MN3roToBnEHHbIE KOMUM AO/MKHBI ObITh YUTEHbI B KAPTOUKax yyeTa JOKYMEHTOB.

4.14 [na obecneyeHnss BOCCTaHOB/EHMS] 6a3 AaHHbIX aBTOMAaTU3MPOBaHHbIX CUCTEM NPY XPaHEHUW MOAJIMHHMKOB
cnepyeT BbINOMHATL Pe3epBHOE KONMpoBaHue.

MpaBwna BbINO/IHEHUSI PE3EPBHOTO KOMMPOBaHMS (MepUOLMYHOCTb, PerucTpaumio 1 ap.) yctaHaBIMBaeT opraHm3a-
Lms.

6.3 PeKoMeHAyeTCsi XpaHUTb apXMBHbIE KOMWW Ha HeMepe3anncbiBaeMoM 3/1IEKTPOHHOM HocuTese.
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(cnpaBoyHoOE)

®opMbl, NTPUMEHSIEMbIE MPU perncTpaunum u yyete 4OKYMEHTOB
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MpunoxeHvne B
(pekomeHpyemoe)

O6pasubl WTAMMNOB MO yYeTy JOKYMEHTOB, BbINOMHEHHbIX B BYMaxHoi hopme

B.1 Ltamnbl npefHasHavyeHbl AN YNPOLEHNA HAaHECEHNS 1 OCTUXEHUS OLHOTUMNHOCTU M306paxeHns Hagnucel
N yKa3aHuil, Npov3BOAVMbIX B JOKYMEHTaX B Npouecce vx obpalleHns, a Takke B U3BELLEeHMAX 1 B JOKYMEHTax yyeTa.

B.2 Wramn «3AMEHEH BOCCTAHOB/IEHHbLIM NMOAJ/INMHHVKOM Ne ........ r» C yKa3aHvueM nopsaKkoBoro Homepa
BOCCTaHOB/IEHNS NOAJ/IMHHMKA U AaTbl €ro BOCCTAHOB/IEHNA CTABAT HA NOAJIMHHMKAX, C KOTOPbIX U3roTOB/IEHbI BOCCTAHOB-
JIEHHbIe MOA/IMHHUKN.

B.3 LWramn «AHHY/IMPOBAH, 3AMEHEH ..., n3Bewy. Neo... OT ... I.» CTaBAT (C ykazaHueM HoMepa, AaTbl Bbinycka
M3BELLEHNS 1 MOANUCY) Ha aHHY/IMPOBAHHBIX MO M3BELLEHVAM MOA/MHHUKAX, AybmkaTtax v Konusx, a Takke Ha KapToukax
ydyeta. [pn OTCYTCTBUM 3aMeHbl CTaBAT MPOYEPK.

B.4 LWramn «MP HOBOM KOHCTPYNPOBAHWW HE NMPUMEHATL, BSAMEH MPUMEHATD ... » cTaBAT Ha oc-
HOBaHUM COOTBETCTBYIOLLUMX U3BELLEHWI HA NOAJ/IMHHMKAX, AybmKaTax v KOnusx, KOTOpble HeMb3A UCMO0/b30BaTb BO BHOBb
pa3pabaTbiBaeMbIX U3LENNSX, a TakKe Ha KapToykax yyeTa.

B.5 Wramn «BSAMEH MNOAJ/IMHHWKA» cTaBAT Ha fOKYMEHTax Npu OTCYTCTBUWM MOASIMHHMUKOB 3TUX LOKYMEHTOB.

B.6 Wrtamn «3K3. Ne ... » cTaBAT (C ykazaHMeM HOMepa 3K3emMmnaspa) Ha nankax (asibbomax) Konuii 1 Ha oTAeNb-
HbIX KOMUAX.

B.7 Wramn «MHB. Ne ..., 9K3. No ........ r» CTaBAT (C yka3aHWeM MHBEHTAPHOro HOMepa, HoMepa 3k3emnaspa v
AaTbl pernctpauum) Ha nankax (aibbomax) u OTAeNbHbIX KOMUAX AOKYMEHTOB ApYruX OpraHv3aumii.

JonyckaeTca Takke MCnosib3oBaTtb 3TOT WTamn (6e3 ykasaHus HoMepa 3K3eMnaspa) npu perncrpaumm obpasuoB
ANa TMnorpadcknx u3gaHnii 1 Apyrux AOKYMEHTOB, XPaHALMXCA Ha npasBax NoAIMHHUKOB.

B.8 LUtamnbl «KOHTPOJIbHbIMA 3K3EMMIAP» 1 «APXUBHbIA SK3EMIM/ISIP» cTaBAT COOTBETCTBEHHO HA KOH-
TPO/IbHBIX 1 apXMBHBIX 3K3EMMIAPaxX KOMuii 1 Ha nankax (anb6omax) komwid. Litamn «KOHTPOJIbHBIA SK3EMMNSAP»
CTaBAT TaKe Ha KOHTPO/IbHbLIX 3K3EMMNAAPAX U3BELLEHWI N NPUNOXKEHUN K HUAM.

B.9 Wramnbl «3K3EMMIAP KOHCTPYKTOPA» n «3K3EMIMNAP TEXHO/1OIA» cTaBAT COOTBETCTBEHHO Ha KOMU-
AX KOHCTPYKTOPCKMX M TEXHOIOTMUYECKUX [OKYMEHTOB, BbiAaBaeMbIX 415 Tekylleli paboTbl NoapasfeneHunio, BbinyckaroLle-
MY MOAJIHHVKM WK BeayLLeMy HabnoaeHne 3a N3rotoBfeHneM n3genuii B Npou3BoaCTBe.

B.10 Wramn «Ob M3MEHEHW HE COOBLLAETCH» cTaBAT Ha KONMAX AOKYMEHTOB, BblAaBaeMblX B Mnopsake
pa30Boii Bblgaun 6e3 BbICbIIKM B Ja/IbHEWLLIEM W3BELLEHWI 06 N3MEHEHUN 3TUX AOKYMEHTOB.

B.11 [lonyckaeTcs NPUMEHATb U LUTamnbl APYrux BUAOB, YNPOLLAKLLMX HAHECEHUE HaAMNMCEN Ha JOKYMEHTax.

B.12 O6pasupbl WTamnoB Mo y4eTy AOKYMEHTOB NpuBEAEHbI Ha pucyHke B.1.
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MpunoxeHuve I
(pekomeHpyemoe)

CknapgbiBaHue yepTexei

1 JncTbl YepTexeli Bcex hopMaToB cnefyeT cknafblBaTb CHadasia BAO/b NMHWIA, NepneHanKyNspHbIX (MPOAOsIb-
HbIX) K OCHOBHOW Haanucy, a 3ateM BAO/b JIMHUIA, napannienbHbiX (MonepeyHbiX) K OCHOBHON Haanucu.

.2 Jluctbl yepTexein nocne cknagblBaHWA AO/MKHbI UMETb OCHOBHYIK HaAMUChb Ha NMLEBON CTOPOHE C/IOXEHHOTO
nucra.

I3 JlucTbl yepTexeli CKNaapiBaloT B NOCNeL0BATENbHOCTY, YKka3aHHOW B Tabnuuax 1 n N2, umdpamu Ha NMHUSAX
Crn6os.

4 YcrtaHasnuBaloT crneayoLlime Buabl cknaabiBaHnA:

- B Narnky B COOTBETCTBUM C Tabnuuen I.1;

- ANs HenocpeAcTBEHHOTO GPOLLPOBaHNS — B COOTBETCTBUM € Tabnuueli .2,

Ta6bnuua 1 — CknagbiBaHve B nanku
B munnumetpax

CknafblBaHvne
dopmart Cxema cknafbiBaHus
nonepeyHoe

Al (594 x 841)

4
~
[o)]
N
3 .
(eF] "™ g
N
=0

210 210

16



roCT 2.501—2013

OkoHuaHue Tabnuubl 1 B munnnmeTpax

Tabnuua I2 CknagpiBaHne Ansi HENOCPEACTBEHHOrO GpoLLOpOBaHNA
B munnnmetpax
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OkoHuaHue Tabnuubl .2
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