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Mpeancnosue

1 NOArOTOB/IEH OOO «HWW 3koHOMUKM CBA3M U UHopmaTtukm «WHTepakome» (OO0 «HUWN
«/HTep3akomc») Ha OCHOBE COOGCTBEHHOIO ayTEHTUYHOrO NepeBoAa Ha PYCcCKUiA A3blk CTaHAapTa, yKasaHHOro
B NyHKTE 4

2 BHECEH TexHu4yeckuM KOMWTETOM MO cTaHgaptu3aumm TK 100 «Crtpaternyeckuii  u
WHHOBALMOHHbIA MeHeKMEHT»

3 YTBEPX/IEH W BBEAEH B AEWCTBVE MNpukasom depepasibHOro areHTCTBa Mo TEXHUYECKOMY
perynnpoBaHuto 1 MeTponornm ot 26 Hosbps 2014 1. Ne 1865 - cT

4 HacToswwnii cTaHgapT WAEHTUYEeH MexayHapogHoMmy cTtaHgapTyVCO 11442:2006 «TexHuyeckas
[OKYMeHTaumMsi Ha npoAaykuuio. Ynpasnewue pokymeHtauuei» (ISO 11442:2006 «Technical product
documentation. Document management»)

Mpu npuvMeHeHWW HacTosAWero craHjapTa peKkoMeHAyeTCs UCNo/fb30BaTb BMECTO CCbITIOYHbIX
MeXAyHapoAHbIX CTaHAAapPTOB COOTBETCTBYHOLME M HaLUMOHaNbHble cTaHAapTbl Poccuiickoi ®egepanuu un
MeXrocyflapCTBeHHble CTaHAapTbl, CBEAEHNA O KOTOPbIX NPUBEAEHbI B AONONHUTENBHOM NPUIOXeHUn A

5 BBEJEH BINEPBbIE

MpaBuna npumMeHeHUss HacTOSALWero craHgapTa ycTaHoBneHbl B TOCT P 1.0—2012 (pa3zen 8).
WNHdopmaumsa 06 nameHeHusx K HacTosAwweMy cTaHgapTy nybimkyeTCsa B eXerogHom (no CoCTOAHWI0 Ha
1 gAHBaps Tekywero roaa) MHpopmaunooMm ykasaTene «HauuoHanbHble CTaHAapThi»r a
ohuuManbHbli TEeKCT W3MEHEHUA W NOoMpaBoOK - B E€XEeMeCAYHOM  MHOopMaLMOHHOM YyKasaTene
«HaumnoHanbHble cTaHfapTbhi». B cnyyae nepecmoTpa (3aMeHbl) UM OTMEHbl HacTOfALWLEero cTadgapTa
COOTBeTCTBYWLee yBegomneHne 6ygeT ony6nvkoBaHO B 6Gamkaiiliem BbiNycke WHMOPMALMOHHOIO
ykasaTens «HaunoHasibHble cTaHaapThl». CoOTBETCTBYLWAan UHpopMaums, ysefjoMiIeHne N TekCThbl
pasmMellalnTCca Takke B MHOPMAaLMOHHON cucTeme 06LLero nonb3oBaHUa - Ha odumumanbHOM cainTe
defiepasbHOro areHTCTBa MO TEXHUYECKOMY PErynvpoBaHUI0O W MeTponorum B ceTu VHTepHeT
(gost.ru)

© CraHgapTuHgopm. 2015

HacToawwmit ctaHgapT He MOXeT 6biTb MOMHOCTLI WM YACTUYHO BOCMPOM3BEAEH, TUPaXKUPOBAH U
pacnpocTpaHeH B KauyecTBe OMUMANbLHOIO u3faHus 6e3 paspelleHuss defepanbHOro areHTCcTBa Mo
TEXHWUYECKOMY PEeryMpoBaHui0 U METPOIOTMN
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HALULWOHANbHBLIAN CTAHOAPT POCCUWNCKOWM OSGEJAEPALWVMN

TEXHUYECKAA JOKYMEHTAUMNA HA NMPOAYKUWIO
YnpaBneHue fokymeHTauuei

Technical product documentation
Document management

Jata BBegeHna — 2016—01—01

1 O6nacTb NpPUMeEHeHUS

HacTosiwwmii cTtaHgapT ycTaHaBMMBaeT OCHOBHble MNpaBuia opraHusaumnm paboT € TEeXHUYECKAMU
[OKyMeHTaMu.

2 HopmaTtuBHbIE CCbI/IKU

B HacTosilem cTaHAapTe MCMNosib30BaHbl HOPMaTUBHbIE CCbIJIKN Ha cnefyloline cTaHaapTbl, KoTopble
HeobxoAMMO YUnTbIBaTb NPU UCMOMNb30BaHNM HaCTOALWEro cTaHgapTa. B cnyyae cCbiIoOK Ha JOKYMEHThI, Y
KOTOPbLIX yKa3aHa gata yTBepxkeHus, Heob6Xo4MMO Mofb30BaTbCs TOMbKO YKasaHHOW pepakuvei. B Tom
cnyyae, korga pgata yTBEPXAEHUs He npuBedeHa, cnedyeT MOMb30BaTbCA MNOCNEAHEN pepakuueit
CCbI/IOYHBIX JLOKYMEHTOB, BK/1lOYas tobble NonpaBkn Y USMEHEHUS K HUM:

M C010209 TexHuyeckana AOKYMeHTauua Ha npoaykuuio. CrioBapb. TepMuHbl, OTHOCcALWMeca K
TEXHUYECKMM 4epTexam, onpegeneHvie NpoAyKUMM W CBsi3aHHasA C 3TMM gokymeHTauus (1SO 10209-1
Technical product documentation - Vocabulary - Terms relating to technical drawings, product definition and
related documentation)

MCO 16016 TexHuyeckan fOKYMeHTaUUsA Ha NPoAyKunio. 3alunTHble yBeAOMIEHUS, OrpaHuymBsaLLme
ncnonb3oBaHve [OKYMeHTOB M npoaykToB (ISO 16016 Technical product documentation. Protection notices
for restricting the use of documents and products)

MpumeuyaHwue - MNpu NONL30BAHUM HACTOALWM CTaHAAPTOM LieNecoo6pasHo NpoBEpUTL AeicTeue
CCbINIOYHbIX CTAHAAPTOB B MHDOPMALIMOHHON CUCTEME OBLLETO NOMb30BaHUA — Ha O(ULMAIBHOM caiiTe PefepasibHOro
areHTCTBa Mo TEXHUUYECKOMY PEry/IMPOBaHMI0 U METPOSIOTMN B CETU VIHTEPHET Wn No eXerogHoMy MHOPMaLOHHOMY
ykasaTtenio «HauuoHasbHble CTaHAApTbl», KOTOPbIA OMy6/MKOBaH MO COCTOSHUIO HAa 1 sHBAps TEKyWero roga, v no
BbIMYCKaM EXEeMEeCSUHOIro MHGIOPMAaLMOHHOTO yKasarensi «HaumoHa/bHble CTaHaapTbl» 3a Tekywmii rog Ecnm 3ameHeH
CCbINIOYHbIV CTaHAAPT, Ha KOTOPbIA AaHa HeJaTMpOBaHHAsA CCbi/Ka, TO PEKOMEHAYETCs MCMO/b30BaTh AEACTBYIOLLYIO
BEPCUI0 3TOrO CTaHAapTa C yY4eTOM BCEX BHECEHHbIX B [AaHHY) BEpCUi0 M3MEHEeHU. ECAM 3aMeHeH CCblIoYHbINA
CTaHAapT, Ha KOTOPbIN JaHa fATMPOBaHHAs CCblIKa, TO PEKOMEHAYeTcsl WMCMo/b30BaTb BEPCUMI0 3TOTO CTaHaapTta C
yKa3aHHbIM Bbille FOA0M YTBEpXAeHUsi (NpuHSATMS). ECAU nocne yTBepXKAeHUsl HACTOSILEro CTaHaapTa B CCbIIOUHbINA
CTaHAapT, Ha KOTOpbIl JaHa [aTMpPOBaHHAsH CCbIfKA, BHECEHO W3MEHEHWE, 3aTparvBalolee MosioXeHne, Ha KoTopoe
[aHa CCbliKa, TO 3TO MOMIOKEHNE PEKOMEHAYETCS MPUMEHsTb 6e3 ydeTa [AaHHOTO W3MEHeHUsl. ECAU CCbIIOYHbIN
CTaH4apT OTMeHeH 6e3 3aMeHbl, TO MOJIOKEHWE, B KOTOPOM AaHa CChIMKa Ha Hero, PEKOMeHAYETCS NMPUMEHSATL B YacTH,
He 3aTpar1BaloLLel 3Ty CCbIMky.

3 TepMWHBbI 1 onpeaeneHns

B HacTosiwem ctaHAapTe UCMOb3YTCA TEPMUHbI U onpefenenuns, npusegeHHsle B MMCO 10209-1, a
TaKke crnefylouine TepMUHbI C COOTBETCTBYIOLLMMU ONpeaeneHnamMu:

31 aHanu3 (analysis): YacTb npouecca pa3paboTku NpPoAyKUUW, CBA3AHHOTO C MNOArOTOBKOWA
cneumdukauum TpeboBaHuii.

3.2 hasa yTBepxaeHus (approval phase): Ctagus, Ha KOTOpPOI cofepxaHue AoKyMeHTa (hopMasibHO
npoBepseTCca u yTBepxaaeTcs.

3.3 apxuBHaa konua pokymeHTta (archive master): Penpofykuusi OOKyMeHTa AN AAUTENbHOro
XpaHeHus1 B COOTBETCTBYOLLEM hopmaTte KOAVPOBaHUS.

3.4 asa apxmBmpoBaHusa (archiving phase): Ctagusi, Ha KOTOPO [OKYMEHTbl Ha MNpPOAYKLMIO
nepegalTcs U3 XpaHuauLia akTUBHbIX JOKYMEHTOB B UCTOPUYECKNI apXuB.

35 aBTOopu3ayns (authorization): OnpegeneHune npuswiernii ons KOHKpPEeTHOro
NAEHTUULMPOBAHHOrO NONb30BATENA B YACTU JOCTYNA K yKa3aHHbIM onepauunsm.

3.6 ackm3Hoe npoekTupoBaHue (basic design): YacTb npouecca pa3paboTku NPOAYKLUN.

N3paHue ogpumynansHoe
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npeanonarawLLas oLeHKy NPOeKTHbIX NPeAIoKEHNI 1 NOArOTOBKY 6a30BOI NPOEKTHOW AOKyMEeHTaLun.

3.7 koHUenTyanbHoe mnpoekTupoBaHue (conceptual design): YacTb npouecca pa3paboTku
NPOAYKUMM, BKIOYAIOLLEro NOArOTOBKY MPOEKTHbIX CneuuduKaLmii 1 NPOEKTHOTO Npea/IoXeHNs.

3.8 baza cospaHus (creation phase): Ctagusi, Ha KOTOPOU BbLINOSIHAKTCSA PaboTbl MO MPOEKTHOM
OOKyMeHTauuu.

3.9 TexHnyeckoe npoekTupoBaHue (detailed design): YacTb npouecca paspaboTkM NpoayKUUW,
BK/lOYaloLWwas pa3paboTky KOHEYHOTO onpegeneHus npoaykra.

3.10 gokymeHT (document): dPuUKCMPOBAHHOE W CTPYKTYPUPOBAHHOE KOMNYECTBO WHhopmaumm,
pa3pabaTtbiBaeMoe v nepegaBaemMoe Kak LiesiocTHas efuHuua Mexay nosb3osaTensamMmy 1 cuctemamu.

[M3K 82045-1:2001]

3.11 penpoaykuua gokymeHta (document replica): TouHas UNM MakCcMMasbHO MPUGMXKEHHAsA KonNus
OPUTMHANIBHOTO AOKYMEHTA.

3.12 ony61mMKoBaHHbI fO0KyMeHT (document issue): aeHTudMLMpoBaHHas Bepcus fOKyMeHTa.

3.13 cTtaTyc gokymeHTa (document status): Lar (cTagus) XXM3HEHHOTO LMKIa rotoBoro fOoKyMeHTa.

3.14 opurnHanbHbI fokymeHT (original document): [lokyMeHT, cofepxaLliunii TeXHM4Yeckoe onucaHve
(onpegeneHune) npoaykuun 1 hopMupyoLnii 6asy Ansa ero 6yayLLMx U3MeHeHUA.

3.15 BbINnycTUTb (BOKYMeHT) (release): Co3paTb OOKYMEHT, MPUrOAHbIA A7 UCMOAb30BaHMA MO
npefHasHayeHunto.

3.16 dpasa Bbinycka (release phase): Ctagus Bbinycka roToBOro AOKYMeHTa.

3.17 TouHoCTb BOcCnpou3BegeHus penpoaykuum (replica fidelity): KauyecTBeHHbIli nokasatenb
penpoayKuun AOKYMeHTa B YacTu nepefayn MHopmalun, cogepxalleica B opuruHanibHOM AOKYMEHTeE.

3.18 yBegomneHne o nepecmoTtpe (revision notice): YacTb AokyMeHTa (OTAENbHbIA [OOKYMEHT),
cofepxalias uHopmMaLmio 0 NepecmMoTpe AOKYMEHTaLMn Ha NpoayKLMi.

3.19 chaza nepecmoTpa (revision phase): Cragus, Ha KOTOpPO MPOU3BOASTCA W3MEHEeHus
OOKYMeHTaLMn Ha NpoayKLUuto.

3.20 cneyuncpukayna TpeboaHuii  (specification of requirements): COBOKYMHOCTb  0O6LMX
TpeboBaHuii, oduuManbHbIX TpeboBaHwii  (Hanpumep, 3aKOHOB, MOCTAHOBMEHWI, AWPEKTUB) W
KOpnopaTnBHbIX TPEGOBaHWIA.

3.21 xpaHeHne/akTuBHaa as3a (storage/active phase): Ctagusa, Ha KOTOpOil Mpov3BOAUTCA
COXpaHeHne akTUBHOW JOKYMeHTaLNK.

3.22 nognucaHHbIn AOKYMeHT (signature document): Konus opurmHanbHOrO AOKYMEHTa, uMmetoLias
yTBEpXeHne, Tpebyemoe 3akasuuMkom, W MnpefcTasnfollee Cco60i OCHOBaHWe [/ NocnefyoLwmx
YTBEPXAEHWIA.

3.23 paboyas konusA (viewing copy): Penpoaykuusa OOKyMeHTa, npefHa3HayeHHas ANns NpocMoTpa,
BHECEHWSA U3MEHEHWNI N N3TOTOB/IEHNS MEeYaTHbIX KOMUNA.

4 OpI/IFI/IHaJ'IbeIe n BoCcnpounsseneHHble JOKYMEHTbI

4.1 O6wme NoN0XeHNS

CnegytoLine nonoXeHns nNoMoryT npu nosib3oBaHWM CUCTEMbI AOKYMeHTauun n obneryar noHMMaHve
NPUHLMMNOB ee paboThbl.

4.2 OpuUrnHanbHbIN JOKYMEHT

OpvrnHanbHbli  AOKYMEHT  (AOKYMEHT  NepBOMCTOYHWMK) He UMOeT  MAEHTUDULMPOBAHHOIO
[OKYMEHTaNbHOr0 WCTOYHMKA. OTAEsbHbIi OPUrMHa/bHBIA AOKYMEHT WM CUCTeMa acCoLMMPOBAaHHBIX
OpUrMHasibHbIX  JOKYMEHTOB  (hopMuMpYIOT  TexHuyeckoe  onpefeneHve  (onucaHve)  NpoAyKLuUW.
OpurMHanbHbIi JOKYMEHT CO34aeT OCHOBY, B KOTOPYH BHOCATCS U3MEHEHUS B TeYEHWe BCEero cpoka Ciyx6bl
npoAyKL 1.

Kaxablii yTBepXAEHHbI OpUrMHANbHBIA [OKYMEHT XpaHAT B apxvBe OpPUrMHanoB (3/1EKTPOHHOM
XpaHunuuie). [JocTyn K [JaHHOMY apxuBy peryivpyloT nyTeM MNpoBeAeHus chneuuanbHblX npoueayp
«BXOAMOW/BbIXOAHOW yyeT (peructpauusi)». OpurMHanbHbIi JOKYMEHT B 3/1EKTPOHHOM (hopMe XpaHuTCs B
naeHTunumposaHHoM popmaTe Ha cneuuasibHOM Hocutesie MHopMauMn (Hanpumep, MarHUTHOM WK
onTuyeckom). Ecnm okymeHTbl 0hOPMASIOT BPYUHYHO, TO HOCUTENEM NMpeAcTaBUTesbHbIX faHHbIX (PUCYHOK,
TEKCT) MOXeT 6biTb YA0OHbI AN BOCNPOM3BEAEHUS HOCWUTENb, Hanpumep, Gymara unu nneHka. /6o
nepecmoTp A0/KeH OblTb NPOM3BELEH B CTPOTOM COOTBETCTBUM C OPUTMHA/IbHBIM [OKYMEHTOM.

Ecnu npeanoutuTenbHblli aiinoBblii popmat 60Mblie He nogdepxuBaeTcs (Hanpumep, BEKTOPHbIIA
dopmart), To opurMHanbHbIA cTatyc nepepaetca aiinosomy copmaTy AIMTENbHOTO MCMO/b30BaHWA
(Hanpumep, pactpoBomy chopmarty). Kak npasuno, npu aToM yacTb uHdopmauumn ytpaumsaeTcs (cMm. 4.5).
Mepexon B Apyroi ainosblii opmar MOXeT Takke 3aBUCETb OT WCMO/Ib3yeMbIX KOPNOPaTUBHbIX

npoueayp.
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4.3 MopnucaHHbIi LOKYMEHT

OpurvHanbHbIli  [JOKYMEHT TpebyeT BbIMOMHEHNUA OObIYHbIX Npoueayp YTBepxXaeHus. HekoTopble
[OKYMEHTbl YyTBEepXJaeT 3aka3uuk unv odmumancHblii opraHd. MognucaHHbIi LOKYMEHT MOXeT TpeboBaTb
[ONONHUTENBHOrO yTBEpXAeHNs. O6bIYHO ero ohopmAstoT Ha bymare. OH iBNAETCSA KOMWel OpUrnHanbHOro
pokyMeHTa. [laHHblli [OKYMEHT He MoXeT OblTb W3MeHeH 6e3 [OMNOIHUTENbHOTo YTBEpPXAeHus ¢
NOCTaHOBKOV noAnucy u nevatu.

4.4 Paboyvas konus

Pabouyio KOMUIO AOKYMEHTa MCMOMb3ylT A1 MNPOCMOTPA, BHECEHWS W3MEHEHWN, W3roToBeHUs
neyaTHbIX KOMuUi (NeyaTHbIX PenpoAaykuuii). B 3neKTPOHHON ¢hopme - 3TO pacTpOBbl AOKYMEHT ANS
3KpaHHOro NpocmoTpa Wam nepdokapta ¢ MUKPOUIbMOM, U3TOTOB/IEHHAA TEM UM MHbIM CMOCOGOM.

4.5 ApxvBHaa Konusa foKyMeHTa

[ns gokymeHTauuw, npeAcTaBfeHHOV B 3/1EKTPOHHON (hopme, penpogykuusa gokymeHTa (cm. 4.6)
HeobxoAMMa ANa obecrneyeHus ero ANUTENbHOTO XpaHeHus. Penpoaykums coxpaHseTcss B NPOBEPEHHOM
HellTpanbHOM hopmaTe. PopmaTt apxvBHON KONUM AOKYMEHTa A0/KeH ObiTb Ierko MHTeprnpeTupyembsiM 1
BOCMPOM3BOAUMbBIM A1 ONpefesieHHoro nepuoja BpeMeHW (OH MOXeT 3aBMCeTb OT Cpoka CyXoObl
npoaykuun). MpepcTtasneHne nNpoaykUUM AO/MKHO OblTb OTKPbITHIM UM HE3aBUCUMbIM OT MepCrnekTUBHbIX
BEPCUIA NCNOJb3YEeMbIX 3/IEKTPOHHBLIX CPeACTB M NPOrpaMMHOro obecneyeHus.

MpumeuvyaHne — Tunosble hopmaTbl UMEPOBOW apxvMBHOW konum aokymeHTa: TIFF (pacTpoBblii), SGML,
XML n STEP.

4.6 PenpoayKkunsa AOKYMeHTa, TOYHOCTb BOCNPOM3BEAEeHUA penpoaykumum

Penpogykuma [OokyMeHTa — 3TO TouyHasA (MOYTU TOYHAA) KOMUA OPUTMHANIBHOTO [OKYMEHTA.
Penpoaykuna MoxeT yTpaumBaTb 4acTb MH(OPMALMX NO CPaBHEHUIO C WCTOYHWKOM. CTeneHb TOYHOCTU
BOCMNpPOM3BeAeHNa MHopMaLumM KnaccuuuupyoT € YY4eTOM BO3MOXHOCTU PEnpoayKuMnM [OKyMeHTa
nepegasatb MHOPMaLUIO, COAEPXaLLYOCA B OPUTUHA/IBHOM [JOKyMEHTE.

3HaueHns CTeneHn TOYHOCTWM BOCMPOM3BEAEHUS Penpoaykumm KnaccuuumpyoT cneayrowum
obpasom:

- K/IOHMPOBaHHOE BOCMpPOV3BeAeHne (TOUHasA Konus):

- 9KBMBa/NIEHTHOE BOCNpou3BefeHne (C HekoTopol mnoTepei uHgopmMauun LS LEenesoro
3KBMBANIEHTA):

- CylecTBEHHOe BOCMpou3BedeHne (HeKoTopble CBOWCTBA OpurMHana MoryT ObiTb yTpauyeHbl,
Hanpumep, LBeT).

5 ®a3bl paboTbl C NPOEKTHO AOKyMeHTauuemn

51 O6wue nonoxeHuns

Cnepyiouine nosioXeHsa ykasblBaeT, Ha Kakoil cTagun NPOEKTHOro LuKna LO/MKHbI paspabatbiBarbes
paccmaTpuBaemMble [OKyMeHTbl. Bce aTanbl mpouecca pa3paboTku npoAykuuMm MOryT ObiTb NOAENEeHbl Ha
aHann3, KoHUenTyaslbHOe NPOEKTVPOBaHNE, 3CKU3HbIA MPOEKT U TEXHNYECKUI NPOEKT (CM. PUCYHOK 1).

Kak npaBwno, TexHuyeckoe 3ajaHve npeactasnseT coboit cneundmkaumio o6wmx TpeboBaHwuii,
4acTHbIX TPe6OBaHW 1 KOPNOPAaTUBHbLIX TpeboBaHWA.

MpoekTHble cneundurkaLum paccmaTpuBaloTcs Kak 6asa Ans nocnegylowmnx paspaboTok. [laHHble
cneumdukaLm MoryT cofepxaTb BO3MOXHbIe yHKLMOHaNbHbIEe peLleHns u (Mnu) npesctaBneHns opmbl.
OHW COCTaBNAIOT OCHOBY [ANS1 OLEHKM OAHOr0 MWW HECKOSIbKMX paccMaTpuBaeMbiX MPeaoXeHui.
Pe3ynbTatom gaHHol oueHkn 1 aBnseTcs 6a30Bas MPOEKTHasA AOKYMEHTaLMS.

Ha aTane TexHW4eckoro npoekTa [OKyMEHTbl FOTOBATCA K WCMOMb30BaHWIO MO Ha3HAYeHUo wu
hopmanim3yoTcsi B COOTBETCTBUM C YCTAHOB/IEHHBIMW Npasuiamu ynpasneHns AOKYMeHTamu.
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OCKM3HOoe MpoeKkTupoBaHue

TexHnyeckoe NpoekTnpoBaHne

B pa6oTte/ytunuzauuu

MpaBuna nepecmoTpa AOKyMeHTauun (CMm.
pasgen 7)

PbiHOYHbIE Tpe6oBaHuA

OdmymanbHble TpeboBaHus

KopnopatuBHble TpeboBaHus

Cneuudmkaumsa TpeboBaHuii

®YHKLMOHabHbIE peLleHns

MpeseHTauns opmbl

MNpepnoxeHune Np

OueHka

Ba3soBas fokyMeHTauusa Ansa NpoeKkTMpoBaHus
FeomeTpuyeckme mogenu, C60poUHbIe YePTEXH,
nepeuHu, cneuyudpmkalmmn, pacyeTbl, guarpaMmmbl 1

LY.

PucyHok 1 — 3tanbl npouecca pa3paboTkn npogyKuum

5.2 Pas3paboTka TEXHMYECKON AOKYMEeHTaLun Ha NpoayKUuto

Ha pasnuuHbIx cTagusx npolecca paspaboTku NPOEKTHOW fOKyMeHTaLWUu faHHble XpaHAT, nepegaioT
W NpeAcTaB/siloT B COOTBETCTBMU C YCTAHOBJIEHHbIMW Mpaswnamu. lpouecc ynpasiieHus JOKYMeHTaMmu

pasgenieH Ha pasbl, COOTBETCTBYIOLLME KOHKPETHLIM MEPONPUATUAM (CM. PUCYHOK 2).

Mepepayy [AaHHbIX C OAHOW hasbl
npoueaypoi, COOTBETCTBYOLLEN
[LOKYMEHTUPOBATb.

Ha [OPYryl0 BbINOJSIHAKT B COOTBETCTBUM C YCTAHOB/IEHHOM
paccMmaTtpuBaeMomy  aTany.

YKa3aHHble npoueaypsbl

Heo6xoAMMOo
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Approve YT1BEpxaeHue
Release phase ®asa Bblnycka
Release Bbinyck
Storage/active phase XpaHeHue/akTnBHas hasa
Distribute Pacnpegenexue
Store XpaHeHwne

Lend Cpava B apeHay
Revision phase $a3a nepecmoTtpa
Revise MepecmoTp

Network-connected users
Archiving phase
Withdraw

Monb3oBaTenun, coeguHeHHble B CETU
daza apxnBnpoBaHus
YpaneHue (oTMeHa)

PucyHok 2 — ®a3bl paboT C MPOEKTHON AOKyMeHTauuel

5.3 ®a3sa co3gaHus

®asa, Ha KOTOpOi/ YycTaHaBnMBaeTCs (hakTMyeckoe cofAepxMMoe AOKYMeHTa, HasblBaeTcs «dasa
co3pgaHns». CyulecTBOBaHME [OKyMeHTa Ha [faHHOi pase HaumHaeTcs €O cTaTyca «B Mpolecce
NOAroTOBKM» A0 WHULMMPOBAHWA cTaTyca «B MNpouecce paccMoTpeHus». [lokyMeHT Ha hase cosgaHus
HaxoauTcs B COGCTBEHHOCTU pa3paboTuuka. CnegoBaTesibHO, JOKYMEHT AO/DKEH NPONTU NpeaBapuTenbHoe
paccmoTpeHve (HanpvmMep, LOKYMEHT He MOXeT ObiTb MCNo/fb30BaH A1 UMEKLWUX 0683aTenbHylo cuiy
cornatleHunit).

Ecnn B COOTBETCTBMM CO cheuunanbHbIMU TpeboBaHMAMN BO3HMKAET HEOOXOAMMOCTb MCMO/b30BaHUS
[OKyMeHTa Ha faHHOW hase ansA 06A3bIBaOLLMX COTMALLeHWn (Hanpumep, 3akasbl CbipbEBbIX MaTepuasios,
pa3paboTka MHCTPYMEHTOB, UCMNO/b3yEMbIX BO BPEMS BbINOSIHEHUSI 3aKyMnoK), TO C/efyeT 4YeTKo ykasaTb
npegesnbl UCNOJIb30BaHUSA AOKYMEHTa MO Ha3HaYEeHWIO.

NMo60oe ncnonb3oBaHne AOKYMEHTA [O/HKEH NPOBEPATL pa3paboTUmK.
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5.4 ®a3a yTBepxaeHusa

Mo okoH4yaHMM paboT no pa3paboTke [AOKYMeHTa HauumHaeTca pasa ero yTBepXAeHus.
CoOTBETCTBYHOLWMUIA CTATyC [OKYMEHTa — «B MPOLECCEe PacCMOTPeHus». [LOKYMEHT C AaHHbIM CTaTycoM
HaxoAuTCcs B COBCTBEHHOCTM paspaboTuvka. TpeboBaHuA Ha AaHHON hase coBnagatoT ¢ TpeboBaHMSAMM
hasbl NOAroTOBKM AOKyMeHTa. Ecnv fOKyMeHT OTK/IOHSeTCs, TO ero BO3BpalialT pas3paboTyunky M OH
nepexoauT B CTaTyC «B MpoLecce NOAroTOBKN» nepej BHECEHNEM N3MEHEHWA.

3aknounTenbHbll CTaTyc AOKyMEHTa Ha hase yTBepxAeHus — «yTBepxgeH». Mpu HeobxogumocTn
cTaTyCc ykasblBaeTcA B OTAENbHOM [AOKyMeHTe. B gpyrux cnyvasx [AOKYMEHT cpasy Xe noanexuT
BbINycky (ny6nunkauum).

5.5 ®a3a Bbinycka

BbInyck AOKyMeHTa — 3TO BWA AEATENIbHOCTW, He HyXAalowWwuiica B yTBepxaeHun. ins koopavHauum
0ny6/IMKOBaHHbIX JOKYMEHTOB 1 MPOYMX MEPONPUATMIA B paMKax NpoekTa MOXHO UCMO0/1b30BaTb TaMUHT.

[OKYMEHT MOXHO BbINYCTUTb, €CAIN OH MNPOBEPEH U YTBEPXAEH B COOTBETCTBUW C BHYTPEHHUMU
npoueAypamu ynpasnswoowei opraHvusauuu. [laHHOe ynpasneHvue OTBevyaeT 3a cofepxaHune AOoKyMmeHTa B
opraHusauun, sensLeics ouuanbHbIM COGCTBEHHNKOM MPOEKTa.

BbInyLeHHbI OKYMEHT ouumanbHO AeiCTBUTENEH, UMEET CTaTyC «BbINYLEHHbI» U MOXeT ObiTb
MCMOMb30BaH MO HasHayeHwo. B nokanbHON pabouyein cpefe MOryT CyliecTBOBaTb CBOW cOrfiaweHus 06
UMEHOBaHUN faHHOoro ctaTyca. HasgaHusa ctaTyca AO/DKHbI UMETb YeTKOoe onpejenieHne.

5.6 XpaHeHue/akTnBHaa hasa

XpaHeHune/akTuBHaa ha3a — cCOXpaHeHue BbINYLEHHOTo JOKyMeHTa C Lie/blo obecneyeHns goctyna
aBTOPM30BaHHbLIM MONbL30BaTENAM /11 €r0 YTEHUA U KONUPOBaHUS.

HopmanbHasa chopma pacnpocTpaHeHus — [ONyCcTUMOCTb AOKyMeHTa A1 NoNb30BaTens BHYTPU
cUCTEMbl NO NpegHa3HayeHuto. VIHCTPYMEHTbl MPUKPEneHns K 3NEKTPOHHOW MnoyTe W afibTepHaTUBHbIE
mMeana-cpefcTea (nepdpokapTbl C MUKPOPUIbLMAMK, pacrneyaTku, NeHTbl, AUCKETbI, KOMMaKT-AUCKM W T.4.)
TaKkke MOryT pacnpocTpPaHATbCA MeXAy Nofib30BaTesiiMW, He 3aperncTpupoBaHHbiMM B VIHTepHeTe (He
WUHTErpupoBaHHbIMUN B CETb).

PacnpocTpaHeHne npoBOAAT Ha OCHOBE BELOMOCTW, yKa3blBawLlleli BCE [OKYMEHTbI, BblIMyLEHHbIE
0fHOBPEMEHHO (OHW OBObIYHO OTHOCATCS K O4HOMY MPOEKTY, 060pyf0BaHNO 1 T. A.)

5.7 ®asa nepecmoTpa

MepecmoTp nogpasymeBaeT, UTO K/OHMPOBaHHas KOMUSA COXPAHEHHOro [OKyMeHTa MpOBepeHa,
npeactaBneHa ANa nepecmoTpa W el Ha3HauyeH cTaTyc «B Mpouecce MNOAroTOBKM». OpUrMHanbHbIA
[OKYMEHT OCTaeTca [AelCTBUTENbHbIM, AOCTYNHbIM Monb3osarensam. [lpy 3ToM cucTtema reHepupyet
npeaynpexgeHve «Ha nepecMoTpe» B COOTBETCTBUM C OXuaaemoli HOBOI Bepcueii. [lanee nosnb3oBaTesib
CaMoCTOSATE/IbHO MPUHMMAaET pelleHne O TMpoBepke C MOMOLLb0 COOTBETCTBYIOLIEro YCTPOMCTBA,
MCMNOMb30BaHUN CYLLLECTBYIOLLEN BEPCUN UAN OXKMAAHUM HOBOI BEpCUM JOKYMeHTa (CM. pUCYHOK 3).

M3meHeHHas Komusi MMeeT HOBbI MHAEKC nepecmoTpa. MHuuuupyeTcsa craTyc «B Mpolecce
NOAroTOBKM» A0 HacTynneHus dasbl yTBepxaeHusa. Korga nepecmoTp YTBEPXNeH U npouegypa Bbinycka
3aBepLUeHa, JOKYMEHT nepeAatoT Ha XxpaHeHue (MepexoAnT B akTUBHYO dasy).

Korga OOKYMEHT BbiMylWeH W pacnpocTpaHeH AN MNOCAeAyloLWero UCMnosib30BaHUsA, BHOCAT HOBble
dhopmanbHble Npasuna v Npoueaypbl, ONUChIBaKOLWMe NOPAAOK BHECEHNSA M3MeHeHwul. MpaBuna nepecmoTpa
npueefeHsbl B pasgene 7.

5.8 ®a3za apxuBupoBaHusa

®asa apxnBMPOBAHUA VUHULUMPYIOT NPU NepeHoce AOKYMEHTa 13 XpaHUnuLa akTUBHbIX JOKYMEHTOB B
apxuB NS MOATOTOBKM apXMBHOM KONWM fokyMeHTa. Mpu aToM Bpems JOCTyna K AOKYMEHTY CYLLeCTBEHHO
yBenunuusaeTcs. Kpome HOBOrO JOKYMEHTa B apXvMBe UMEKTCS:

- npefjlecTByloLMe BEPCUN aKTUBHOTO AOKYMEHTA;

- 3aMeHeHHble/3aMelleHHbIe OKyMEHTbI;

- ypaneHHble AOKYMEHTbI;

- [OKYMEeHTbl Ha ycTapeBLUyto NPOAYKLUUIO.

6 CTaTyC XN3HEHHOIO UMK/Ma JOKYMeHTa

Ha pa3nuuHbix haszax 06paboTKM SOKYMEHT npuobpeTaeT pasfinyHble cTatycbl (cM. ganee). Ctatyc
[O/KeH ObITb YKasaH npu pacnevaTke AOKYMEHTA WM afibTePHATUBHOM (DYHKL MU CUCTEMBI;

- cTaTyc «B npouecce NoAroTOBKM» 0O3HaYaeT, YTO AOKYMEHT CyLlecTByeT, HO OdULMasbHO elle He
BbINyLLEH ANA paboyero Ncnosb30BaHuS;

- cTaTyc «B MNpoLecce pacCMOTPEHUs» 03HayaeT, 4YTO AO0KYMEHT MNOATOTOB/EH W MNOANEXUT
paccMOTPEHMIO, BU3NPOBaHWIO, MPOBEPKE U YTBEPXAEHNIO;

- cTaTyc «yTBEepXAeH» O3HayaeT, YTO AOKYMEHT rOTOB AN BbiMycka, HO OduuMa/ibHO elle He
BbIMyLEH A5 NCNO/Ib30BaHNS /10 Ha3HAYEHWIO;

6
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- CcTaTyC «BbIMyLEH» 03HAYAET, YTO AOKYMEHT NMOAFOTOB/IEH, PACCMOTPEH, NPOBEPEH U YTBEPXKAEH.

[JOKYMEHT MOXET UCMO/b30BATLCS MO HA3HAUYEHUIO;

- cTaTyCc «3aMelleH» 03HauyaeT, YTO AOKYMEHT BCE elle [AOCTYNEH, HO YXe 3aMeHeH (3amelleH)
ApPYTM [OKYMEHTOM;

cTaTyC «yfaneH» 03Ha4yaeT, YTo [OKYMEHT y)Xe HeloCTyNeH Kak akTUBHbI JOKYMEHT.

PUCYHOK 3 UAMOCTPUPYET NPOLLECCHI ABUXEHUS AOKYMEHTA U MPUOGPETEHUS UM Pa3/INYHbIX CTaTyCOB
B TeUYeHVe XU3HEeHHOro uukna. Kpome cTaTycoB, ONpefeneHHbIX Bbille, MOXET MMEeTb MECTO JI0KasibHbIi
noLuaroBbIii Npouecc 6051ee HU3KOMO YPOBHSI NpUBeAeHHbIN fanee.
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PrcyHok 3 — CTaTyCbl )XU3HEHHOIO LKA JOKYMEHTa

7 [paBuna nepecmoTpa

CyuiecTByeT Heo6X0AMMOCTb pasnuuyatb TuMbl MNepecMoTpa [OKyMeHTa B 3aBUCUMOCTW  OT
MeponpuaTUiA aHHOro NepecMoTpa 1 paccMaTpMBaeMOro nNepuosa XW3HEeHHOro LyKIa AOKYMeHTa.

MoryT 6bITb NPUMEHEHbI pa3/IMyHble NpaBuia NepecMoTpa B 3aBUCMMOCTU OT TUNa JOKYMEHTa, ero
npeameTa, PUANYECKMX OCOGEHHOCTEN, CTeNeHn ero NPoABUHYTOCTM B npolecce pa3paboTku NpoayKLumu
(cm. npunoxexuve A).

Mpouedypa nepecMoTpa COBepLUEHCTBYeTCA W noggepxusaercs. OnpegensTca YeTkue npasuna
nepecMoTpa, a Takke NnopsfokK UX NpakTUYeckol peannsaumu.

8 3awmTa nHopmauun

8.1 O6Lwue NonoxeHus

Pa3paboTaHbl crneuuanbHble npoueaypbl, onpefensolwme YpoBHUM [JOCTyna nonb3osartenein K
nHpopmaLumn. Kpome TOro, CywecTBylOT o0cobble TpeboBaHua K OnpefefieHno  paspeLlunTenbHO
npoueaypbl, COOTBETCTBYIOLLEN LensaM AocTyna, cBolicTBam paboueii cpefbl 1 nopsaky ee dopMUPOBaHUS.

[aHHble npoueaypbl 06CYXMBAKT Kak onepauuy OTAENbHOro Mnosb30BaTens, Tak W CUCTEMHble
PYHKUNN.
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8.2 ABTOpu3auus
Heobxoavnma pa3paboTka npoueayp. onpegensawLmx aBTopusaLlmio onepaumi
CO3[aHNA/NPOEKTUPOBaHNSA, YTEHMA/KONMPOBaHUA, NPOBEPKU/YTBEPXAEHUS, MNepecmoTpa cofepXaHus

[OKyMeHTa, nepefaun 4okyMeHTa B apxus (CM. Tabnuuy 1).

Ta6nuuya 1 — TMpuvepbl obecneuyeHus AOCTyna K [OKYMEHTaM, UMEIOLIMM pas3fiMuHbIii cTaTyc
XXM3HEHHOTO LKA

TUNWYHBIA Nonb3oBaTesb.

XKn3HEHHBIV LMK Monb3oBatesnb opraHn3auum- o o
AencTeyowmii no Mo ocobomy 3anpocy
AOKymMEHTa paspaGotumka cornacoBaHHbIM nNpasuiam
B npouecce noAroToBku X
B npouecce N
paccmoTpeHus
YTBEpxaeH X
BbinyweH X
3ameHeH X
YnaneH X

B 9MEKTPOHHbIX cuUcTeMax WAeHTUMKauMa ©  aBTopu3auusi nosb3oBaTeneli  NPou3BOAUTCSA
TPaAULUMOHHBIMM  cnocobamu  (Hanpumep, € MNOMOLWbI  UAeHTUdMKaTopa nonb3oBartens, napons,
3NEKTPOHHOW NAEHTUMUKALMOHHON KapTbl 1 TLL.).

8.3 YBegomneHue o 3awute
[aHHble yBegoOM/IeHMsa npefoTBpallalnT HeCaHKLMOHMPOBAaHHbIA AOCTYN K AOKYMEHTY. YBeAoMNeHus

cooTBeTCcTBYIOT NCO 16016.
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MpunoxeHne A
(cnpaBoy4HOE)

TuvnoBble NpaBuia NepecMoTpa AOKYMeHTa

A.1 YnpolieHHble npaBuia nepecmoTpa

YnpouieHHble npasuna nepecMoTpa NPUMEHSATCA, rNaBHbIM 06pa3oM, K pas3paboTunky AOKYMeHTa B
CBA3N C BHOCUMbIMU MPOEKTHLIMU M3MEHEHUAMU. OHU  UHULMMPYIOT NpoBeAeHne [OMOSIHUTENbHbIX
napannenbHbiX (NocneayrLwWwmnx) MeponpuaTuii B cnyyae:

- M3MeHeHwWli npeaBapuTesbHbIX YCI0BWIA MPOEKTa;

- BO3HWMKHOBEHMS HOBbIX 3afjady BC/MeACTBME  HENpaBWIbLHOTO  pacnpefeneHus  YHKUW,
HefoCTaTOYHOro paboyero NPOCTPaHCTBa, M/I0X0ro KayecTsa,;

- KenaHua W3rotoBUTENS U3MEHUTb MNPOEKT B COOTBETCTBMM C UMEKOLWMMCA TEeXHO0rMyeckum
npoueccom;

- YyNpOLLEeHUs NPOAYKLMMN C LeNblo YMEHbLUEHUA MaTepuasbHbIX 3aTpar.

WHdopmaums o nepecMoTpe MOXET cofepxaTb OnuMcaHue camux TEXHWYECKMX U3MEHEHW, a Takke
OLEHKY COOTBETCTBYIOLLMX 3aTparT.

A.2 dopmanbHble npasuia nepecmoTpa

Ha nocnegHux cTaguax pas3paboTkm nNpoaykuuyW MpoekTHas [AOKyMeHTauus MOXeT  LIVMPOKO
pacnpocTpaHATbcA U o06cyxaaTbca. OueHka AOoKyMeHTauuu TpebyeT co3fiaHusa qopMasibHbIX npasus
nepecmoTtpa. CyLecTByOT NepecMoTpbl ABYX TUMOB;

- BHeceHue TeXHWYEeCKUX U3MEHEHWUI C Lienblo o6ecneyeHns B3ammMmo3aMeHseMOoCTU HOBbIX U CTapbIX
Bepcuiti. Mpu 3Ttom popma, CTeneHb COOTBETCTBUMA U (PYHKUUM He W3IMEHSIOTCA, U CcOoXpaHseTcs
NAEHTUVKALVOHHBIA HOMEp;

- BHECEHVWEe TEeXHUYECKMX W3MEHEHWI, WCKIYaloLWmnX B3aMM0O3aMeHSEMOCTb HOBbIX W CTapbiX
Bepcuiti. TMpu 3TOoM hopma, CcTeneHb COOTBETCTBUA W (DYHKUMU W3MEHSAOTCA, TakK Xe Kak W
NAEHTUVKALVOHHBIA HOMeEp.

B nepuof xpaHeHus/akTUBHOW (pa3bl Takke MpPOBOAAT NEepecMoTp AoKymeHTa. OcyliecTBAsoT
ny6nukauuio JOKYMeHTa, BbiMyCKaloT YyBeJOM/IEeHNA 0 NepecMoTpe, KoTopoe:

- 0060CHOBbIBAET 3HAYMMOCTb U3MEHEHNIA;

- yKasblBaeT U3MEeHeHWe No3nLuii:

- dhopmynupyeT NpUUNHY U3MEHEHW (Npy HeoBXOANMOCTW);

- ykasblBaeT NocnefCcTBUS BHOCUMbIX U3MEHEHMUIA:

- yKasblBaeT yc/10BuA obecneyveHnst ahhekTMBHOCTU N3MEHEHN paccMaTpuBaeMbIX KOMMOHEHTOB;

COLEPXUT NPOUYI0 MHpopMaLUio 06 U3MEHEHUAX, BHOCUMbIX B JOKYMEHT.

HEDECMOTPEHHaﬂ JOKyMeHTauua Ha npoaykuuio nepepaetca (BMecte C  yBeoOMJIeHWEM O
nepecmoTpe) Ha hasy yTBepXAeHus ANa npoBepku (YTBepXaeHus) AokymeHTa. [Janee HacTynaeT ¢hasa
pacnpocTpaHeHus AoKymeHTauun. B pamkax aToi pasbl [OKYMEHT KOMMPYOT WM PacnpocTpaHaoT cpeaun
NoANMCYMKOB B COOTBETCTBMM C BEAOMOCTbIO MOAMUCKN Ha Ny6avKauumio.
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Mpunoxexne OA
(cnpaBouHOE)

CBefieHVs1 0 COOTBETCTBUMN CCbIJIOUYHbIX MEXAYHAaPOAHbIX CTaHAapPTOB
CCbI/IOYHBbIM HaUMOHa/IbHBLIM CTaHaapTam Poccuiickoit degepaumnm

Tab6bnuuya OA.1

O603HayYeHne N HaMMeHoBaHne
OBO3HAMEHHE COhINOUHOrO CTeneHb COOTBETCTBUA COOTBETCTBYHOLEro HauMoHa/ibHOK
MeXAyHapoAHOro cTaHgapTa yHoLy 4
cTaHgapTa
NCO 10209:2012 *

MNCO 16016:2000 !

» COOTBETCTBYHOLMI HALMOHa bHBIN CTaHAaPT OTCYTCTBYET (B paspaboTke). [1o ero yTBepxaeHns pekoMmeHayeTcs
UCMONb30BaTb MEPeBOA Ha PYCCKWAi A3blK AaHHOro MexayHapogHoro craHgapTa. [lepeBof AaHHOro
MeX/yHapoHOro ctaHaapTa HaxoamTcs B ®efepasbHOM UH(OPMAaLMOHHOM (DOHAE TEXHUYECKUX PerfiaMeHToB 1
CTaHAapToB.



FOCTP NCO 11442—2014
Bubnnorpadus

[11 NCO 9001:2008 CucteMbl MeHeAXMeHTa KayecTBa. TpeboBaHusA
Quality management systems — Requirements
ISO 9001:2008

[2] M3K 82045-1(2001) YnpasneHve gokymeHTtamu. Yactb 1. MpuHUmMNbI 1
MeTofbl

IEC 82045-1(2001) Document management. Part 1. Principles and
methods



FOCTP NCO 11442—2014

YK 005.92:006.354 OKC 01.110; 35.240.10

KnioueBble croBa: hasa yTBEpXAeHUs, asa apxuBMpoBaHusi, 6Ga3oBbli MPOeKT, (hasa Co3AaHus,
TeXHWYECKUil NPOEKT, KOHLENTyaslbHblA  MPOEKT, CcTaTyC [OKYMeHTa, penpoaykuus [OKyMeHTa,
OpUrVHaNbHbIN JOKYMEHT, TOYHOCTb BOCMPOW3BEAEeHUs PENPOAYKLMN, MOAMUCAHHBIA JOKYMEHT

MoanucaHo B neyats 02.03.2015.  dopmar 60x84 4
Yen. ney. n. 1.86. Tupax 31 3k3. 3ak. 1348.

MoAroToBNEHO HAa OCHOBE 3/IEKTPOHHOM BEpCUW, NPefoCTaBEHHON pa3paboTumnKoM cTaHaapTa

Oryrn «CTAHOAPT IHOOPM>»

123995 MockBa. 'paHaTHbIl nep.. 4.
www.gostinfo.ru info@gostinfo.ru



http://www.mosexp.ru# 
http://www.mosexp.ru#  
http://files.stroyinf.ru/Index/591/59145.htm

