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MpepucnoBune

Llenn, OCHOBHble  MpPWMHUMMNBI U  OCHOBHOW  MNOpPsSAOK npoBefeHus  paboT  no
MEXrocyapCTBEHHON cTaHgapTusauum yctaHoBneHsl [FOCT 1.0-92 «MexrocygapcTBeHHas
cuctema crtaHgaptusauymm. OCHOBHble MnosioxeHus» v FOCT 1.2-2009 «MexrocygapcTBeHHas
cuctema craHgaptusaumn. CraHfapTbl MexXrocyfapCTBEHHble, npasuia W pekoMeHgauuu no
MEeXrocyfapcTBeHHON cTaHpgapTu3auun. [paBuna pas3paboTku, MPUHATUSA, NPUMEHEHNUS,

0OHOB/IEHUA N OTMEHbI»

CBefeHusi o cTaHaapTe

1 PA3PABOTAH depnepasibHbiM rocyapCTBEHHbIM YHUTAPHbIM npegnpuaTnem
«Bcepoccuiicknii  HayyHo-MccnefoBaTelbCKMil MHCTUTYT cTaHgapTM3auum u cepTudmkaumy B
MalwunHocTpoeHnn» (BHUNHMALL), ABTOHOMHOII HEKOMMEpYEeckol opraHusaumein Hay4yHo-
uccneposatenbckuii UeHTp CALS-TexHonoruii «[lMpuknagHaa noructuka» (AHO HWL, CALS-
TexHonoruin «fpuknagHas NorucTrka»)

2 BHECEH degepasibHbIM areHTCTBOM MO TEXHUYECKOMY PeryimpoBaHui0 U MeTposiornm

3 TMPWHAT MexrocygapCTBeHHbIM COBETOM MO CcTaHgapTusauuu, MeTposorum wu
ceptucukaymm (npotokon Ne 58-I oT 28 aBrycta 2013 r.)

3a NpuHsATUe cTaHZapTa Nporos0coBan:

Kpatkoe HanmeHoBaHWe CTpaHbl Kog cTpaHbl no MK CokpalleHHOe HaMMeHOBaHMe HauoHasIbHOTo
no MK (MCO 3166) 004-97 (NCO 3166)004-97 opraHa no craHgapTusaumu

Benapycb BY [occTtaHpapT Pecny6nukn Benapychb

KazaxcTtaH Kz FoccTtaHpapT Pecnybnukn KasaxctaH

Kbiprbi3ctaH KG KbipreisctaHgapT

Monpgosa MD Mongosa-CtaHgapTt

Poccuiickas depepauus RU PoccTtangapt

Y36ekncTaH uz Y3cTtaHpapTt

4 Mpuka3oMm PefepanbHOro areHTCTBa MO TEXHWYECKOMY PeryiimpoBaHuio 1 MeTposiorun oT
22 HOA6ps 2013 T. Ne 1628-cT MEeXrocyapCTBEHHbIN craHgapTt FOCT 2.501-2013
BBefleH B AeliCTBMe B KayeCTBe HauMoOHanbHOro ctaHgapta Poccwuiickoli ®epepauum ¢ 1 noHA
2014 .
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MHdopmauns o BBefeHUn B felicTBUe (npekpalieHnn eiicTBNA) HacToALWero craHgapTa
N U3MEHEHUI K HEMY Ha TeppuT OpPUM YKa3aHHbIX Bbllle rocyfapcTB Ny6ankyeTCcsa B ykasaTensax
HauMoHasbHbIX (rOCyapCTBEHHbIX) CTaH4apTOoB, U3fasaeMbiX B 3TUX rocyjapcTBax.

MHdopmauns 06 U3MEHeHMAX K HacTosAwemy cTaHjapTy nybnukyeTcs B ykasaTene
(kaTanore) «MexrocyfgapcTBeHHble CTaHAapThl», @ TEKCT U3MEHEHU - B MHPOPMALMNOHHbIX
yKasaTenax «MexrocyjapCcTBeHHble CTaHfapThbi». B cnyyae nepecmoTpa WM OTMEHbI
HacTosWwero cTaHgapTa cooTBeTCTBYywWas WHdpopmauns 6ygeT onybnumkosaHa B

MHpOPMALMOHHOM yKasaTene «MexrocyfapcTBeHHble CTaHgapTbi»

© CraHpgapTuHdopm, 2013
B Poccuiickoii ®efepauymm HaCTOALWMIA CTaHAAPT HE MOXeT ObiTb MO/IHOCTbIO WM YACTUYHO
BOCMPOMU3BE[EH, TUPAXWPOBAH W pacnpocTpaHeH B KayecTBe oduumanbHOro usgaHus 6es

paspelleHns deaepasnibHOrO areHTCTBa M0 TEXHUYECKOMY PeryiMpoBaHuio 1 MeTposiorim
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MEXTITOCYAAPCTBEHHEBIN CTAHOAPT

EAuHaa cucteMa KOHCTPYKTOPCKOW AOKYyMeHTaLuwu

MPABUJTIA YHETA N XPAHEHUA

Unified system for design documentation.
Registration and storage rules

[Jarta BBegeHuna - 2014 - 06 - 01

1 O6nacTb NpUMeHeHUs

HacTosiwuii cTaHgapT ycTaHaBAWBaeT 06lme Tpe6oBaHUS K yUeTy, XpaHeHnto 6yMaxHbIX 1
3/1EKTPOHHbIX KOHCTPYKTOPCKMUX U TEXHOOTMYECKUX AOKYMEHTOB (fanee - AOKYMEHTbl) Ha u3aenus
BCEX OTpac/eli NPOMbILLIIEHHOCTH.

Ha ocHOBaHUM HACTOALLEro cTaHjapTa MoryT 6biTh paspaboTaHbl CTaHAapTbl OpraHusaLmi,
yunTbIBaOLWME O0COBEHHOCTU yyeTa U XPaHEHUS] KOHCTPYKTOPCKUX U TEXHOMOTUYECKUX JOKYMEHTOB
B 3aBWCMMOCTM OT O6beMa [AOKYMEHTauuu, YCNoBWil [OKYMEHTO060pOTa M UCMOMb3yeMbIX

aBTOMATU3MPOBAHHbLIX CUCTEM yueTa U XpaHeHWs AaHHbIX 06 n3genuu.

2 HopmaTuBHbIE CCbI/IKU

B HacTosiwlem cTaHgapTe MCNOMAb30BaHbl HOPMAaTMBHbIE CCbIIKM Ha cregyoume
MEXrocyapCTBEHHbIE CTaHAaPTbI:

FOCT 2.051-2013 EpguHaa cuctemMa KOHCTPYKTOPCKOW [OOKYMEHTauun. 3NEeKTPOHHble
OOKYMEHTbI. O6Line nonoxeHus

FOCT 2.102-2013 EpuHas cuctema KOHCTPYKTOPCKOW  AoKymeHTauun. Bugbl n
KOMM/IEKTHOCTb KOHCTPYKTOPCKNX AOKYMEHTOB

F'OCT 2.106-96 EgnHasi cuctema KOHCTPYKTOPCKOM AOKYMeHTauun. TeKCTOBbIE AOKYMEHTbI

M3paHne ouymansHoe
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FOCT 2.301-68 EpguHada cuctemMa KOHCTPYKTOPCKOW AOKyMeHTauun. dopmartsbl

FOCT 2.503-2013 EguHas cucTema KOHCTPYKTOPCKOM AOKyMeHTauuu. MpaBunia BHECEHUS
N3MEHEeHUN

FOCT 2.601-2013 EauHasa cuctema KOHCTPYKTOPCKOW AOKYMEHTauumn. DKcnayaTaunoHHble
LOKYMEHTBI

FOCT 2.602-2013 EpauHas cucTemMa KOHCTPYKTOPCKOW  AOKyMeHTauun. PeMOHTHble
LOKYMEHTBI

[OCT 2.701-2008 EpguHas cuctema KOHCTPYKTOPCKOM AoKymeHTauum. Cxembl. Buabl wn
Tunbl. O6LWMe TpeboBaHMA K BbIMOTHEHUIO

FOCT 3.1102-2011 EgnHaa cuctema  TeXHOMOrM4yeckom  pgokymeHtauun. Craguun
pa3paboTky ¥ BuAbl 4OKYMEHTOB. O6LIME NONOXKEHNS

[OCT 3.1201-85 EpuHas cuctema  TeXHOJIOTMYECKOW  gokymeHTauum. Cuctema
0603HavYeHNsT TEXHOOTNYECKO AOKyMeHTaLun

FOCT 13.1.002-2003 Penporpacwus, MUKporpadus. JOKYMeHTbI ons

MUKpOnAbMMpoBaHnsa. O6wme TpeboBaHUA U HOPMbI

MpumedaHue - [Mpu NOMNb3OBAHUM HACTOALUMM CTaHAAPTOM LieNecoo6pasHo NpoBepuTh
[elicTBE CCbINIOYHbIX CTAHAAPTOB Ha TEppuUTOpWUU TOCYAapcTBa MO COOTBETCTBYIOLWEMY YKasaTeslo
CTaHAApPTOB, COCTAB/IEHHOMY MO COCTOSIHMIO Ha 1 siHBapsi TeKyLlero roga, WM no COOTBETCTBYHOLLMM
VHChOPMaLVOHHBIM YKa3aTeNsiM, ony6/IMKOBaHHLIM B TEKYLLLEM rody. EC/M cCbITOYHbIN CTaHAapT 3aMeHeH
(M3MeHeH), TO MpW MOMb30BaHUM HACTOAWMM CTaHAAPTOM C/edyeT PYKOBOACTBOBATLCS 3aMEHSIOLLMM
(M3MEHEHHBLIM) CTaHAapTOM. ECAM CCbIMOYHBLIA CTAHAAPT OTMEHEH 6Ge3 3aMeHbl, TO NOJIOXKeHUe, B

KOTOPOM AaHa CCbl/lIKa Ha Hero, npumMmeHAeTcsA B Yactu, He 3anarV|Barou_|,e17| 3Ty CCbI/IKY.

3 TepMuHbI, onpeaesieHNUs N coKpaleHns

3.1 TepmuHbI 1 onpeaeneHns
B HacToAlWemM cTaHgapTe MpUMEHEeHbl cregylwne TepMUHbl C COOTBETCTBYHOLLMMMU

onpegeneHnamn:
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3.1.1 apxmBHaa Konua: Konua KOHCTPYKTOPCKOrO (TEXHOJ/I0OTMYeCKOro) [AOKYMeHTa,
oTpaxalwas COCTOSAHME KOHCTPYKUMW WAN TEXHONOTMW W3rOTOBMIEHUSA U3AEeNUs B nNepuoj
YyTBEPXAEHUA  UX  3aka3ymkom, nepefayn  NOAJIMHHUKOB  OpPraHuM3auusimM-u3roToBUTEsISAM,
npekpaleHns NpoM3BOACTBA AAHHOW KOHCTPYKUUU U T.n.*1.

3.1.2 KOHTpOJIbHadA KonuA: Konua KOHCTPYKTOPCKOTo (TEXHOJ/I0TMYECKOro) [AOKyMeHTa,
cnyxawiaa Ans BOCCTAHOB/EHWSA NOAJ/IMHHUKA, W3rOTOB/EHWS Ay6nukatoB, paboynx Konwi,
CNpaBoOK UM CBEPKN AOKYMeHTauun*.

3.1.3 paboyaa konusA: Komus KOHCTPYKTOPCKOro (TEXHO/IOTMYECKOro) [AOKYMeHTa,
npegHasHavyeHHas Ana o6CcnyxvsaHma NPou3BoACTBA.

3.1.4 opraHusauua-gepxartesb NOA/IMHHUKOB: OpraHudauunsa, ocyliecTsnsawowas
XpaHeHue, yyeT NoA/IMHHUKOB AOKYMEHTOB M MMeloWwas npaBo BHOCUTb B HUX U3MEHEHMA, a Takxe
noctaenATb (NepegasaTtb) konuu MYwm gy6nukatbl CBOMM aboOHEHTaM.

3.1.5 2nekTpoHHasa konusa OYMaXHOro [OKYMEHTAa: ONEeKTPOHHbIA KOHCTPYKTOPCKMWIA
(TexHoNornyecknin) OOKyMEHT, coAepxaTesibHas 4acTb KOTOPOro COOTBETCTBYET MOASIMHHUKY
6YMaXKHOro fOKyMeHTa*.

3.2 CokpalleHus

B HacToslweMm cTaHfapTe NPUHATHI CriefyloLlne COKpalleHus:

ECK/A - EgnHasa cuctema KOHCTPYKTOPCKOW AOKYMeHTauuu;

ECT/A - EpguHas cuctema TEXHOMTOTYECKON AOKYMEHTauuu;

K[ - KOHCTPYKTOPCKMWIA AOKYMEHT (L4OKYMEHTbI, 4OKYMEHTauus);

T - TexHosornyeckuii 4OKYMEHT (4OKYMEHTbI, LJOKYMeHTauus).

4 OCHOBHbIE MOJ/IOXEHUS

4.1 Bce MMelOWMECS W WU3TOTOBMIEHHbIE B OpraHu3auuMu AOKYMEHTbl nognexar ydeTty u
XpaHeHuto.
4.2 YyeT JOKYMEHTOB W UX XpaHeHue, a Takke ydyeT opraHusauuii, B KOTopble HanpaensioT

[OKYMEHTbI, - 3TO YacTb CUCTEMbl 06paLLeHnst LOKYMEeHTaUUN B OpraHnu3ayuu.

“ 3pech 1 fanee 3HaKoM «% OTMEeUeHb! MyHKTbI, K KOTOPbIM AaHbl KOMMEHTapUU B NPUIOKEHUN A,
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YueTy nognexar:

- BCe nocTynawuime Ha XpaHeHue NoA/IMHHUKN, Ay6nnKaTbl ¥ KONUU LOKYMEHTOB;

- aBOHEeHTbl (BHEWHMe W BHYTPEHHWE), MPUHATbIE Ha abOHEHTCKoe 06CnyXuBaHue WU
n3BeLwaemMble 0 BHOCUMbIX U3MEHEHUAX B NOA/IMHHUKN UK Ay6nuKkaTbl JOKYMEHTOB;

- aboHeHTbl pa30BoOi Bblgaun (Nepegadn) KONuii AOKYMEHTOB, KOTOpPble HE U3BeLLalTCcsa O
BHOCUMbIX U3MEHEHUAX B NOAMNHHUKA UK ay6nukaTbl JOKYMEHTOB;

- ABWKEHMNEe AOKYMEHTOB (M3rOTOBJIEHWNE U YYET KOMUiA, U3MEHEHUS, MPUMEHAEMOCTb):

- BCE BUAbl U3BELLEHNI 06 N3MEHEHUN JOKYMeHTOB (yyeT n3BeweHnin - no FOCT 2.503).

MpumeyaHune - YdyeT abBOHEHTOB BbINOMHAT NO hopmam 3 1 3a (CM. npunoxexHne b).

4.3 TOANMHHUKMA KOHCTPYKTOPCKUX W TEXHOJIOTUYECKUX [OKYMEHTOB, MNPUHUMAaeEMble Ha
XpaHeHue, fo/MKHbI cooTBeTCTBOBaTb TpebosaHmam ECK/ n ECT/] cOOTBETCTBEHHO.

4.4 TIOO/IMHHUKN  37TIEKTPOHHbIX K[, 1 3NeKkTpoHHbIX TJ, [O0/KHbI COOTBETCTBOBATb
TpeboBaHnsam FOCT 2.051*.

4.5 TIOANVHHUKM Ha OGYyMaXHOM HocuTesie AO/DKHbI OblTb MPUIrOAHbI A1 MHOTOKPAaTHOro
CHATUA KONWi (OTCYTCTBME MPOPbLIBOB, NOAKNENKU, NPOTEPTbIX MECT, HEYETKOCTb TeKCTa, JIMHWUIA),
penporpacunyeckoii 06paboTKM U 4O/MKHLI COOTBETCTBOBATL TpeboBaHmam FOCT 13.1.002.

4.6 lMpu npuemke NOAMNHHUKOB Ha XpaHeHne npoBepstoT:

- KOMNJIEeKTHOCTb K/l B COOTBETCTBUM CO cneundukaunamm, BeJOMOCTAMU 3/IEKTPOHHbIX K/,
(TA) wnn apyrummn goKymMeHTamu, B KOTOPbIX NepeyuncrieHbl caaBaemble NOAMNHHUKY,

- KOMNJIeKTHOCTb T/l B COOTBETCTBMM C MapLIPYTHOW KapToi nnun ApyrMMu AOKYMEHTaMu, B
KOTOpPbIX NepeyncneHbl cgasaemMble NOASIMHHUKN;

* HanMuMe yCTaHOBJ/IEHHbIX Noanucei (B TOM yucne 3NeKTPOHHbIX LMGPOBbLIX Nognucei) u
pat. MNMpuHUMaTb Ha XpaHeHue [OKYMeHTbl, He MWMeloLlue MoAnucu nuua, OCYLLeCTB/ALWero
HOPMOKOHTPO/b, He gonyckaeTcs \

4.7 [OKyMeHTbl, MocTynarwlimue Ha xpaHeHne, perncTpupytor.

Peructpauunto npous3BoAAT  aBTOMaTU3MPOBaHHbLIM nnu HeaBTOMaTU3NPOBAHHbIM

cnocobom*.



OCT 2.501-2013

4.8 Kaxgomy NOoANTNHHUKY [OKYMeHTa npucsavBaioT OAuH perncTpaymoHHbIN
(MHBEHTapHbI) HOMEp He3aBWCMMO OT KO/JMYecTBa JIMCTOB B OyMaXHOM [OKYMEHTe Wau
KonunyecTBa hainioB B 3/IEKTPOHHOM KOHCTPYKTOPCKOM (TEXHOI0TMYECKOM) AOKYMEHTE, U3 KOTOPbIX
OHW COCTOAT.

Ha 6ymMaxXHOM [OKYMEHTE, COCTOSLLEM W3 HECKOSIbKUX JIMCTOB, WHBEHTapHbIA HoMep
HaHOCAT Ha KaxAbllii 1nCT.

VIHBEHTapHbI1 HOMEp MOA/IMHHUKA 3/1EKTPOHHOIO KOHCTPYKTOPCKOro (TEXHO/I0TMYECcKOro)
OOKYMEHTa yKa3blBalT B €0 PEKBU3UTHON YacTu.

4.9 Tpun peructpaunm [LOKYMEHTa peKoMeHAyeTCcs YyKasbiBaTb C/iefylolLyl0 OCHOBHYIO
UHopmavumio, NnpusefeHHyto B Tabnuue 1:

Tabnuuya 1

HanmeHoBaHne
[MoAacHeHne MpumevaHue
NHdopmaymm
OpraHunsauus OpraHusauymus (nnn ee Koa), MHdopmaymo 06
ocywlecTBAaOWasa y4eT W XpaHeHue opraHusauuum cnepyet
[OKYMEHTOB 3anucbiBaTb B COOTBETCTBUM
C yKasaHHo B
perncTpupyeMoM AOKYMeHTe
MogpasgenexHve Moapaspenexuve, BbIMyCTMBLLEE
LOKYMEHT
O603HauyeHne O603HavyeHne AOKYMEHTa U Kof, ecnu LonyckaeTcsa yka3sbiBaTb
[OKYMeHTa ero kof onpepened NOCT 2.102, TOCT kopf OOKYMEHTa,
2.601, TOCT 2.602, FOCT 2.701, TOCT ycTaHOB/MEHHbI CTaH4APTOM
3.1102 opraHusauunm
HaumeHoBaHwve HanmeHoBaHue [OKyMeHTa, ecnn ero [JlonyckaeTtca  ykasblBaTb
LOKyMeHTa Kopg, onpegeneH FOCT 2.102, HauMmeHOBaHue  [OOKYMEHTa,

FOCT 2.601, TOCT 2.602. TOCT 2.701, ycTaHOB/IeHHOEe cTaH4apToMm

FOCT 3.1102 opraHusauum
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OkoHuaHue Tabnuusl 1

HanmeHoBaHne
nHopmaymn
HaunmeHoBaHue
[OKyMeHTa B
3aBMCUMOCTHU OT
xapakrepa

ncnonb3oBaHnA

dopmart

OpraHusauyms, B
KOTOpOiA HaxoguTcs

NOANUHHUK

PernmcTpaumnoHHsblii

Homep

JaTa nocTynneHus

KonnyecTtBo nncToB

Moanucek

Nms caiina (oB)
3/1EKTPOHHOTO
KOHCTPYKTOPCKOTO
(TexHonorunueckoro)

LOKyMeHTa

MoscHeHne MpumevaHne

MoANUHHWK, Ay6nmkaT wunm Konus.
JonyckaeTca ykasblBaTb MOPAAKOBbIN
Homep B cooTBeTcTBuM ¢ FOCT 2.102

(tabnuua 2, rpagpa 1)

O603HavyeHne chopmata nucta - no

FOCT 2.301

CokpalleHHOe HauMeHoBaHue
opraHu3auuu, B KOTOPOI XpaHuTcs

NOANUHHUK

VHBEHTapHbI HOMEpP AOKyMeHTa

JaTta npvemMa  JOKyMeHTa  Ha

XpaHeHue

Konn4yecTtso NMCTOB B AOKYMEHTE

Moanucb 0 NpuemMke AOKYyMeHTa Mopgnuce nuua, NPUHABLLETO
OOKyMeHTa
Mpn  ykazaHuM uUMmeHu chalina Hanpumep, B chopme 1

ykasbiBalT ero tun (txt, doc, pdf, xml. unHdopmaymio pekomeHgyeTcs

sgm, tif, jpg. prt, asm n 1. n.) ykasblBaTb B rpage
«[MpumeyaHne», B hopme 2 - B
pe3epBHoii rpade («Pe3epB»)

nT. A



OCT 2.501-2013

4.10 MNpw py4HOI perncrpaymy NepeyvncnieHHy UHopMaLnio yKasbiBaloT B MHBEHTAPHON
kHure no cpopme 1 (cm. npunoxexune b).

JonyckaeTca BecTM OfHY WHBEHTAPHYK KHUTY A0S  NOAJIMHHUKOB U Ay6nukaTos
KOHCTPYKTOPCKUX W TEXHONOTMYECKUX OOKYMEHTOB W OTAESIbHble WHBEHTapHble KHWUMM MO Buaam
nsgenuii (ausensam, BaroHam, Tpaktopam, TypbuHam v T. 4.), NpY 3TOM MHBEHTapHble HOMepa He
OO/DKHbI NOBTOPATLCA' .

Mpun aBTOMaTU3MPOBAHHOW perucTpauny nepeyvncneHHyl WnHGOPMaLuo 3aHOCAT B
aBTOMaTM3NpOBaHHYD cucTemy. Busyanusauyuio wuHdopmauum pekoMeHAYeTCS  BbIMNOHATb
aHasiornyHo opme 1.

4.11 PerucTtpauuio NOAMMHHWKOB M MOCTynawwmx OT APYrMX opraHusauuii ayb6nukatos
cnefyeTr BeCTM OTAENIbHO [ANA [OKYMEHTOB Ha MW3[4ennss OCHOBHOrO W BCNoMoratesibHOro
Nnpou3BOACTBA.

4.12 OpHOBpPEMEHHO C perucTpauvein NOAMMHHWUKOB  [OJ/DKHbI  6bITb  3amMOJIHEHbI
cooTBeTCTBYWOLWME rpadbl yyeTa, pacnosiokKeHHble Ha none AN MNOAWMBKA nnucTa GyMaxHOoro
NOAJ/IMHHMKA, WU 3aHEeCEHbl COOTBETCTBYHOLLME PEKBU3UTLI B 3/IEKTPOHHbIN K, (TA).

4.13 B cnyvasax, Korga B OpraHusauum OAHOBPEMEHHO MNPUMEHSOT 31EKTPOHHbIE U
6ymaxHbie K[ (TA), ponyckaeTca ux B3auMHoe npeobpasoBaHue f[pyr B gpyra. B3aumHoe
COOTBETCTBME Npeobpa3oBaHHbIX AOKYMEHTOB o6ecrneynmBaeTca yyacTHUKaMu npeobpasoBaHus u
XpaHeHns aTUX AOKYMEHTOB.

JOKyMeHTbl, MONyYeHHble B pes3ynbTate B3aMMHOro npeobpasoBaHUs, [AO/KHbI WUMETb
COOTBETCTBYIOLLME CCbIJIKM APYT Ha Apyra.

OpraHusauma [oKymeHToo6opoTa B YC/NOBUAX MNPUMEHEHUA CPefCcTB BbIUNCAUTE bHOM
TeXHWKUW  [o/mkHa  obecrneunBaTb  (MpM HEO6XOAMMOCTM)  COBMECTUMOCTb  PYYHOW U
aBTOMaTU3NPOBaHHOW 06paboTKN AOKYMEHTOB*.

4.14 TIOANUHHWKN  3MeKTPOHHbIX KA (TA) wn konum anekTpoHHbix KA (TA) A[pyrux
opraHuMsaumnii XpaHaT B aBTOMATU3NPOBAHHbIX CUCTEMax YnpaBfeHWs [AOKYMeHTamu u/unu Ha
OTAENbHbIX 3/IEKTPOHHbLIX HOCUTENSAX. ABTOMATU3MPOBAHHbIE CUCTEMbI yNpasB/ieHNsa LOKYMeHTamu

AO0JDKHbI obecneynBaTb BbINO/IHEHNE TpeﬁOBaHI/IFI HacTosAlWero craHgapTa.
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XpaHeHne noAJ/IMHHUKOB Ha OTAE/IbHbIX HOCUTENAX OCYLWeCcTBAAKT N0 BO3pacTaHuto
0603HaYeHNn AOKYMEHTOB B npegenax usfgenusi. YCNOBUSA XPaHEHUS Ha OTAE/bHbIX HOCUTENsiX
[O0/MKHbI 06ecneynBaTb UX COXPaAHHOCTb, BbICTPbLIA NOUCK 1 NPUTOAHOCTb K MCMO/Ib30BaHUIO*.

4.15 Mo kaxgomy  3aperncTpupoBaHHOMY  OOKYMEHTY  OCYLWECTBAAKT  y4yer
NPYMEHSEMOCTHN.

Y4yeT NpUMEHAEMOCTMN OCYLLEeCTBOT NYTEM yKa3aHUs:

- 0603HaYeHNs n3[enus, B KOTOPOM MPUMEHEH [LOKYMEHT;

- AaTbl NPUMEHEHUA AOKYMEHTa B APYrOM U34enunu.

YyeT NpUMEHAeMOCTM [AOKYMEHTOB MOXeT ObiTb MpoBeAeH aBTOMaTU3NUPOBaHHbIM WU
HeaBTOMAaTM3MPOBaHHbLIM CMNOCO6GOM (BPY4HYIO).

PyuHoi cnoco6 yyeTta npumeHsiemocty K ocyuw,ecTBAAT B KapTOukax yyeta LOKYMEHTOB
no cdhopmam 2, 2a, 26 n 2B (CM. npunoxeHne b), a TEXHONOTMYECKNX AOKYMEHTOB - No popmam 2 n
2a FOCT 3.1201.

HEO6XOAVIMOCTb ydyeTa I'IpOGKTHOVI AOKYyMeHTauun BcnomoraTtesibHoro m eanHMYyHoro

Npov3BOACTBA yCTaHaB/MBAET pa3paboTuuk.

5 XpaHeHne NoA/IMHHNKOB

5.1 MognvHHukn  6ymaxHbix K[  cnegyeT  XxpaHuTb N0 KnacCcMduKaLMOHHbIM
xapaktepuctukam  (rpynnuposkaM) nodopmatHO B nopsajke Bo3pacTaHua 0603HayeHus
[OKYMEHTOB B npefenax kaxaoro opmara u koga opraHusaumm-paspaboTumka.

JonyckaeTca XxpaHUTb NOANMHHUKM 6e3 yyeTa hopmartos.

TpeboBaHMA K XpaHEHU0 NOA/IMHHUKOB cornacHo 4.14.

5.2 MognuHuukn T cnepyeT xpaHuTb MO mMeTogam 06paboTkM UM cO60pkm usgenusa 6e3
yyeTa chopmaToB B nopsgke Bo3pactaHus ux ob6o3HaveHnii no FTOCT 3.1201 B npegenax Kaxaoro
BMAa TEXHO/I0rMYECKOro npouecca no MeToy BbIMOJIHEHUS.

JonyckaeTca XpaHuUTb MNOA/IMHHWKMA KOMMNAEKTaMy Mo BO3pacTaHuio 0603HauveHuin Ki,

YKa3aHHbIX B OCHOBHOWA HaannUCu TEXHOMOTNYECKNX NOKYMEHTOB.

ero
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5.3 MoANVHHUKN, BbINOMIHEHHbIE HA NUCTax MeHblue, Yyem dopmar Al, cnegyet xpaHuTb B
passepHyTOM Buje.

MoANMHHMKKN, BbINOMIHEHHbIE Ha NMcTax He MeHee chopmata Al u 6onee, pekoMeHAayeTcs
XpaHUTb CBEPHYTLIMU Ha CKasikax Ui B pa3sepHyToOM Bufe.

5.4 TIOANMMHHUKA  @HHY/NIMPOBAHHbLIX W 3aMEHEHHbIX OYMaXHbIX [OKYMEHTOB clegyert
XpaHuTb OTAEesIbHO OT AelCTBYIOWMX MOAJIMHHUKOB, U X [OMyCcKaeTCcsa cknafbiBaTb Ha opmMartsl
A4 n A3 B COOTBETCTBUYU C npusoxeHvem rI.

5.5 MOANMMHHMKA  @HHY/IMPOBAaHHLIX W 3aMEHEHHbIX [OKYMEHTOB YHWUYTOXaloT nocne

COCTaB/IeHNA aKkTa 06 YHUUTOXEHUN.

6 YuyeT n XpaHeHne 6yMaXKHbIX KOMNWU

6.1 Konunm QOKYyMEHTOB B GYMaxHOW chopMe, NPUHUMAEMble Ha XpaHeHue, AO/IKHbl ObITb
KOHTPACTHO oOTnevyaTtaHbl W AO0/KHbI MMETb POBHbIA (hOH 6€3 pasHOLBETHOCTW, 3aTpyfHsAwoLel
yTeHne foKyMeHTa. Ha konusax JonxHbl 6bITb BOCNpon3BedeHbl (6€3 nponyckoB) BCe uMmelowmecs
Ha Nog/IMHHWKe, Ay6nkaTe Win opurnHane nuHum, 6ykebl, Ludpsbl U T. M.

Mpun npuemke konuii B 6GymMaxHOW hopmMe MpPOBEPAIOT HaaMuMe BCeX JINCTOB WU
KOMMNJIEKTHOCTb AOKYMEHTaLMn B COOTBETCTBMM C CONPOBOANTE/TbHLIMU LOKYMEHTaMU.

6.2 OpraHusauumm MOryT xpaHutb cnegywowme konun KO n TA: apXuBHble, KOHTPO/IbHbIE U
paboune.

6.3 Hannune apxmBHbIX KOMWI OTpaxalT B KapToukax yyeta (CM. hopmy 2, nNpunoxeHue
B).

[Ona pokymeHTOB B GyMaKHOW chopmMe Ha BMAHOM MecTe nanku (anbboma) n Ha nvueBoW
CTOPOHE KaX/oil apxuBHOW Konuu cTaBAT WTamMn «APXUBHbIA SK3EMMJISP». Hwke wramna
yKasblBalT NPUUNHY U AaTy NPUHATUSA Ha XpPaHeHne apXWBHOM KOnuu.

ApXMBHas KOMWS 3/IEKTPOHHOTO [OKYMEHTa [O/KHA WMEeTb B PEKBUIUTHOW 4acTu
COOTBETCTBYIOLMI NPU3HaK.*

JlonyckaeTca XxpaHeHWe apxXuBHbIX KOMWii B BUAE MUKPOUIBMOB WM 3NEKTPOHHbLIX KOMWIA

6YMaXHbIX [10KYMEHTOB.
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6.4 KoHTponbHas KONUS 3M1eKTPOHHOrO AOKYMEHTa AO0/HKHA WMeTb B PEKBU3UTHOM 4acTu
COOTBETCTBYHOL U NPU3HAK.

Ha nuueBoit cTOpoHe Kaxgoro nucta 6YMaXXHONW KOHTPO/IbHOW KOMMM Ha BUAHOM MecTe
ctaBaT wTamn «KOHTPOJIbHbIA 3K3EMMAAP» (32 UCK/IIOYEHUEM KOHTPOSIbHbIX KOMuii
Tunorpadcknx n3gaHnii 1 cOPOLLOPOBAHHbLIX TEKCTOBbIX AOKYMEHTOB, Ha KOTOPbLIX LWTaMn CTaBAT
TO/IbKO Ha 06/10XKe N Ha TUTY/IbHOM WAW NEPBOM IUCTE).

6.5 Uncno paboumx Konuii, HaxogAaLWMUXCa B obpalleHun, U MecTa UX XpaHeHus (Bblgauu-
npuemMKmn) yctaHasnnsaeT opraHnsauns.

6.6 Konun [OKyMEHTOB B OymaxHOli (hopme XpaHAT Kak pPOCCbiNbl (MOMIMCTHO), Tak W
B/IOXXE€HHbIMMW B Manku uan. npy Heo6xo4MMOCTU, COPOLLIOPOBAHHLIMY B a/b6OMbI.

Mpu XpaHeHnn poccbinbio (MOSNCTHO) KONUW cknagbiBaloT Ha dpopmar A4 B COOTBETCTBUN C
Tabnnueli 1 (cm. npunoxeHune IN.

Konuu, nomewaemble B anb60Mbl M nanku, cknagbiBalwT Ha dopmatel A4 nnn A3 B
cooTBeTcTBUM Cc Tabnuuein 1 (cm. npunoxeHue I, a gna 6GpowopoBaHNsA - B COOTBETCTBUU C
Tabnuueli .2 (cm. npunoxexue ).

6.7 Konun 6ymaxHbix K[ Ha wusgenue yknagbisatoT B nanku (anb6ombl) B npegenax
n3genva Wav B npegenax pauuMoHanbHO BblGpPaHHbIX COCTaBHbIX YacTel nsgenuvs.

Konun yknagbiBaloT B cnegyloweli nocnegoBaTebHOCTU:

1) cneyndukaymsa ngenus;

2) AOKYMEHTbI OCHOBHOrO KomnaekTa u3genns (B nopsake 3anucu nx B cneuudukaunm);

3) cneundmkauum CcocTaBHbIX YacTeil w3genMa W LOKYMEHTbl OCHOBHOrO KOMMJeKTa
cocTaBHbIX 4YacTeli usgenus (B nopsgke Bo3pacTaHUMa 0603Ha4YeHWuin). [OKyMeHTbl OCHOBHOrO
KOMMN/ieKTa COCTaBHbIX YacTeli n3genus noMmeuialoT nocne cneuyudukaymm B nopsgke ux 3anucu B
cneundumkaymu;

4) yepTexu geTasneil, 3anucaHHble B cneuudrkaymm 0CHOBHOTO M3Aenusi, n BCEX ero coc-
TaBHbIX YacTeil (B nopagke Bo3pactaHns o6o3HayeHunit).

Ecnn Ha getanb (KpoMe uyepTexa) BbiMyLeHbl Apyrne fOKYMEHTbl, TO UX NOMeLalT nocne

yepTexa agetanein (B nopsagke 3anucu ux B cneundukanmm).
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6.8 Komnnekt konuii T yknagbiBaloT B nanky uav 6poliopyoT B anb60Mbl, Npy 3TOM B
oAHY nanky (anbb6om) nomewarT Bce T[, paspaboTaHHble Ha OA4HO W3[e/fINe WAW HECKOSIbKO
n3genvii, uNu paunoHanbHO BbiOpaHHY0 COCTaBHYH YacTb U3fenus.

Mpn HeobxogumocT B OAHY nanky (anbo6om) gonyckaeTtcs nomewartb T/ No oTAeNbHbIM
MeTogam o06paboTku 1 cOOPKN N3[enus.

6.9 B ogHy nanky (anbbom) yknagsiBatoT He 60nee 200 NCTOB AOKYMEHTOB, NPUBEAEHHbIX
kK dpopmarty A4.

6.10 Mpwn 601bWIOM KONMYECTBE AOKYMEHTOB WX pasfensioT Ha 4YacTu W yknaabiBalwT B
HEecKoNbko nanok (anb6omoB). Ha aTukeTkax nanok (anb60oMOB) WAM Ha UX 06/10XKaX yKkasblBarT
HOMEp AaHHOI YyacTu, obuiee KOMYECTBO YacTel N HoMep ak3emnaspa nanku (anb6oma).

6.11 [onyckaeTcsi B Kaxgoin nanke (anbbome) npegycmaTpuBaTb ONWCb, B KOTOPOWA
nepeyncnsaioT B NOCNe[0BaTe/IbHOCTY UX PACNOIOXEHNS BCE HAaXOAALIMECH B HEW [JOKYMEHTbI.

6.12 Ans Tekyweli paboTbl nogpasaenieHnto, BbINyCTUBWEMY NOASIMHHUKA AOKYMEHTOB WK
Beaywiemy HabnwgeHne 3a WU3roToBNeHMEM wu3genus B NPOU3BOACTBE, BblAeNawnT (npu
HeobxoAUMOCTN) 3K3eMnasp OGyMadKHbIX KOMMIA COOTBETCTBYHOLLIMX AOKYMeHTOB. Ha nuuesoi
CTOPOHE KaxAoro nucta kKonuii (MpM XpaHeHMM WUX POCCbINbK) WAM HA BMAHOM MecTe nanku
(anb6oma) ctaBAT wWramn «3K3EMMAAP KOHCTPYKTOPA» unn «9K3EMMNAAP TEXHONOIA»,
npuBeAeHHbI B NpuioxexHun B.

6.13 Ha Konuax [OKYMEHTOB, 06 W3MEHEeHUSAX KOTOPbIX MOC/e BbICbIIKMW abOHEHTOB He
nssewlatoT, ctaBat wramn «Ob NBMEHEHUNN HE COOBLAETCA».

6.14 B 3ampocax O BbICblIIKE [OKYMEHTauuu OT APYIUX OpraHusauunii  ykasbiBatoT,
HeobxoAMMO Nu 6paTbh Ha yyeT 3anpalivMBaemylo [OKYMEHTauulo ANA BbICbIIKA B AanbHellem
N3BELLEHNN 06 N3IMEHEHUN WU HET.

6.15 Konun  [OKYMEHTOB, UK3bATble W3 obpalweHua  BCAeAcTBME  MNpekpalieHus
Npon3BOACTBA U3AeNuii, a TaKkke KONMW AOKYMEHTOB, aHHY/IMPOBAHHbLIX UMM 3aMEHEHHbIX B CBA3U C
BHECEHMEM M3MEHEHWI, YHUUTOXalT Noc/e CoCTaB/eHnsa akta 06 YHUUTOXEHUN MU ONUCU KOMWIA.

6.16 YueT Bblgauu (OTCbIIKM) U BO3BpaTa KOMUIA BHYTPEHHWM W BHEWHWM aboHeHTam
OCYLLEeCTBAAIOT BPYYHYO WAN aBTOMAaTU3NPOBAHHBIM CMOCOGOM. Y4yeT OCyLecTBAAT Mo

KapTo4ykam ydyeTa JOKYMEHTOB (CM. (hopMbl 2. 2a. npusioxeHune B).
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Bbifadyy 1 yyeT Bo3BpaTa GYMaXHblX KONWA BHYTPEHHUM aboHeHTam OCYLLeCTBASAT Mo

aboHeHTCKMM KapToukam (cM. popmbl 3, 3a. npunoxenue 3).

MpumeuvaHue - B kapTouke yyeTa JOKYMEHTOB yKa3bIBatOT:
- B rpadpe «Bug gokymeHta» (cm. chopmy 2) - BuA AOKYMeHTa (MOAWMHHMK, Ay6amkaT waun konus),

KOTOPbIA NPUHAT Ha YYeT;
- B rpadhe «Pa3oBble Bblgaum» (CM. hopMy 2a) - abOHeHTbI, KOTOPbIM BbIAAIOT (BbICHIIALOT) KONMIO

nokymeHta co wramnom «Ob N3MEHEHW HE COOBLUAETCA».

7 YJeT u xpaHeHne 6yMaxHbIX KONUiA JOKYMEHTOB APYTUX opraHun3ayunia

7.1 Konun [OKYMEHTOB, MOCTYNMBLUMX OT APYrUX OpraHu3auunii, XpaHAT YNOXEHHbIMU B
nankv UNu nepensieTeHHbIMKU B anbbOMbl OTAE/IbHO MO KaXAOoW opraHusauuu, KOTOpPoi OHW Gblnu
n3gaHbl, WM OTAE/IbHO MO KaXAOMY U3[esnuio.

JonyckaeTcsa KONMM XpaHUTb POCCbINbIO (MOSIMCTHO), C/IOXKEHHbIMU Ha thopmaT A4 nnn A3.

7.2 B kaxgoin nanke (anbbome) ponxHa OblTb ONWCb, B KOTOPOW NEepeyncnsaT B
nocnenoBaTesibHOCTU UX PACNONOXEHNS BCe HaxXoAsAWMecs B Hel [LOKYMEHTbI.

7.3 Pernctpauunio (y4eT) KonwuiA [OKYMEHTOB JAPYrMx opraHusauuii OCylecTBASKOT B
cooTBeTCTBUM C TpeboBaHuaMu 4.8 n 4.9. Ha kaxgylo pernctpupyemyro Konutwo (Unm KOMNaekT
konun) B OGymMaxHOW OpmMe HaHOCAT WTamMn C Yykas3aHWeM WHBEHTapHOro HoMepa, Homepa
ak3emnnapa (Mpu HaaMYMM HECKOTbKUX 3K3EMNJISAPOB) U AaTbl perncrpaunmu.

YKasaHHbI WTamn B nankax (anb6bomax) CTaBAT Ha BUMAHOM MeCTe OMNucK, a Takke Ha
3TUKETKE WA B S1IEBOM BEPXHEM YI/1y 0B/I0XKKN.

Ha konuax B 6GymMaxHOW hopMe, XpaHSLWMXca poccbinbio (MOAWCTHO), WTamn CTaBAT B
NIeBOM BEPXHEM YNy KaxAoro nucra fokymeHTa chopmaTta A4 nnv nucrta AOKYMEHTa, C/I0XEHHOro
Ha chopmart A4.

7.4 KOnun yunTbiBalOT BPYYHYIO MM aBTOMATM3MPOBAHHbIM CNOCO60OM B KapTouykax ydyeTa

no coopmam 2, 2a. 26. 28 (CM. npunoxexHve b).
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7.5 Konuun apyrux opraHusaumii XxpaHaT B nopsgke Bo3pacTtaHMs 0603HauYeHuii No Kaxaomy

KoZy opraHusauuu.
7.6 B cnyvyae npekpaweHus NpUMEHAEMOCTM YUYTEHHbIX KOMWIA oOpraHusauusi cTaBuT B

N3BECTHOCTb OpraHunsauunio-gepxarend NnoA/IMHHUKOB ANA CHATUA UX C y4deTa.

8 BoccTaHOB/1eHVE NOAJ/IUHHUKOB

8.1 O6wue NoNoXeHNs

8.1.1 MoANMHHUKN, nNpuwealne B HErogHOCTb WAW  YTepsiHHble, AOJKHbI  ObITb
BOCCTAQHOBJIEHHbI.

BoccTaHOB/IEHHbIN NOANMUHHUK MOXeT OblTb N3rOTOBJ/IEH TOJ/ILKO MOC/I€ COCTAB/IEHUA akKTa O
cnnucaHmum npuwleawero B HErogHOCTb WK YTEPAHHOIO NoA4J/IMHHUKA.

8.1.2 BoccTaHOB/IEHHbIE NOANTUHHUNKN AeﬁCTByIOT Ha npaBax 3aMeHeHHbIX NOA/TNHHUKOB.

B BOCCTaAHOBJ/IEHHbIN NOANMUHHUK OO0JIXHbI ObITb BHECEHbl M3MEHEHUSA B COOTBETCTBUU CO
BCEMU U3BELWEHNAMN, BbiNYLWEHHbIMN A0 MOMEHTa ero BOCCTaHOB/M1E€HUA.

8.1.3 BOCCTAHOB/IEHHbIN MOAMIMHHWUK [O/DKEH NPeAcTaBnsATb COOON  TOUHYH  KOMWUIO
BOCCTaHaB/MBaeMoro nogsinvHHMkKa ¢ y4yeTtomMm nocsiegHnx BHEeCeHHbIX N3MEHEHWIA.

8.1.4 B BOCCTaAHOB/IEHHOM MOAJ/IMHHWKE HEe [AO0/DKHbI ObiTb BOCMPOM3BEAEHbI pa3Mepsbl,
Haanucu, rpacpmqecm/le M306pa>|<eva n T. N.,, NUCKNKYEHHble N0 U3BELWEHUAM 06 M3MeHeHUn B
noANTMHHUKE (VII']VI KOI'IVII/I), C KOTOpOro soccraHaB/1eH NOA/TMHHUK.

B BOCCTaHOB/IEHHOM NOANTMHHNUKE HEe A0JIXKHbI ObITb BOCnpounseeneHbl Takxe nopsagkoBbie
HOMepa N3MEHEHWA U BbIHOCHbIE JIMHUU K HUM, HaHECEHHble paHee B CBA3N C Npoun3BegeHHbIMA
N3MEHEHNAMN.

8.1.5 B T1a6auuy M3MEHEHW# OCHOBHOI HaAMWCU BOCCTAHOBJ/IEHHOTO MNOAMMHHMKA [O/HKHA

ObITb nepeHeceHa 3anucCb TO/IbKO O nocsiegHeM NU3MEHEHUN.

8.2 BoccTaHOB/IEHME BYMaXHbIX MOA/MHHMKOB

8.2.1 Mpu BOCCTAHOBMEHUN 6YMAXHOro NOA/IMHHMKA C AOKYMEHTOB HE MEHee 4YeM Ha ABYX

nuctax nNopsiAkoBble HOMepa W3MEHEeHW, 0603Ha4YeHUs W3BELLEHWIA 06 W3MEHEHUU U apyrue
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AaHHble nocrefHero W3MeHeHUs KaxAoro nucTa BOCCTAHOBMEHHOrO MOAMHHMKA AO/MKHbI ObITh
npocTaB/ieHbl Ha OCHOBAHWWM UMEILWNXCSA 3anuceid B Tabnuue W3MEHeHWli Ha fJaHHOM sucTe
BOCCTaHaB/INBAEMOro [OKyMeHTa.

8.2.2 B nucTe peructpauymm M3MEHeHWii BOCCTAHOB/IEHHOTO MOAJIMHHMKA [O/MKHbI ObITb
BOCMNpPOM3BeeHbl [aHHble, OTHOCALWMECHA KO BCEM paHee BHECEHHbIM B 3TOT [AOKYMEHT
N3MEHEHUAM (HauyMHas C NepBoro M3MeHeHus).

8.2.3 B3ameH noAnvHHbIX noAnuceid, BU3 1 JaT, MMeLWmnXca Ha NOAMHHMKE (B TOM ymcne Ha
none AN NOAWWBKWM M NIACTE perncrpaumm W3MEHEHWUi), B BOCCTAHOB/IEHHOM MNOAJ/IMHHUKE B
KPYr/blX CKOBKax fO/MKHO 6bITb HanucaHo: «(Moanuck)» n «(faTta)».

lMpn w©3rotoB/ieHMM BOCCTAHOB/IEHHOTO MNOAJIMHHMKA C paHee BOCCTAHOBJIEHHOrO
NOAMHHMKA (WM CHATOM C Hero YYTEHHON KONWW) MMEIOLWYCs Ha nocnegHeM Haanucb O
BOCCTaHOBJ/IEHUW MOANMHHMNKA [OMYyCKaeTcsa He BOCNPOU3BOAUTD.

8.2.4 BoccTaHOB/IEHHbIE NOAMIMHHUKM AO/DKHbI ObITb NOANMUCAHbI OTBETCTBEHHbLIM JIULLOM MO
yKasaHuto  pykoBoguTens noApasfesieHus,  BbiMyCTMBLUErOo  NOAJUHHWMKW  WAW  BeAyllero
HabnwAeHre 3a N3rOTOB/IEHNEM U3[eNus.

Hagnuck, noaTsepxXaalollyto npaBu/ibHOCTbL BOCCTAHOBNIEHHOIO MOANWHHWUKA, cnegyeT
BbIMOJIHATL TYLWbIO WM MAWWHHLIM CNOCO60M Ha nosie AN NOALWVBKA OKYMEHTA, Hanpumep:

«BoccTtaHoBNEH C NOA/MHHMKA.

BepHo: (nognucb, hamununa un garta)».

«BoccTtaHOBMEH C KONUN.

BepHo: (nognucb, hamununa un garta)».

MpaBuNbHOCTL BOCCTAHOBJIEHHOTO MOA/IMHHUKA  3N1EKTPOHHOrO  AOKyMeHTa  [AO0J/hKHa
noATBEPXAATbCS 3NEKTPOHHOW LM POBOIA NOANNCHI0 OTBETCTBEHHOTO NMLA.

8.2.5 B BepxHem npaBOM YI/ly MOMA KaXoro /iucTa BOCCTAHOBJ/IEHHOTO MNOAJIMHHMKA
[O/HKHa OblTb HagNUCb TyWwbl WAM JO/MKEH 6biTb NpocTaB/ieH wTamn: «BoccTaHOBNEHHBIN
nog/IvHHMK Ne ... » C ykasaHMeM MOPSAAKOBOrO HOMepa BOCCTAHOBMEHUA [aHHOro fucta

noaA/TMHHUKaA.
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8.2.6 BoccTaHOB/EHHbIN NOANMMHHWUK  [OJIKEH UMeTb WHBEHTapPHbI HOoMep

BOCCTaHaB/IMBAEMOro noAnnHHMKa. O BOCCTAHOBMEHWM [OKYMEHTa [AO/KHa O6blTb chenaHa
OTMeTKa B MHBEHTapPHOW KHUre.

8.2.7 Ha nognuHHMKE WKW KOMWKM, C KOTOPbIX NPOM3BOAW/IOCH BOCCTAHOB/IEHWE, CTaBAT

wramn: «3AMEHEH BOCCTAHOBJIEHHbIM TOA/TMHHWMKOM Ne ...» C yKasaHuem

nopsAKOBOTO HOMepa BOCCTAHOBMEHWA W AaTbl MPUHATAA BOCCTAHOB/IEHHOrO MNOAMIMHHMKA Ha

XpaHeHue.
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MpunoxeHne A

(cnpaBoyHoOE)

KomMeHTapmnm K nyHKTam ctaHgapTa

311 n 3.1.2 B apxuBHble KOMUN W3MEHEHWA He BHOCAT. APXMBHbIE W KOHTPOJIbHbIE KOMUM Ha
6yMakHOM HocuTene aboHeHTaM He BbIAAIOT Y XPaHAT UX OTAE/IbHO OT APYruX KOMWiA.

3.1.4 CopepxaTefibHas YacTb 3/M1IEKTPOHHON KOMU MOXET BbITb MOMyYeHa METOAO0M CKaHUpPOBaHWS
NAM UMdppoBbIM hoTorpadipoBaHMeM GyMaXKHOrO MOA/IMHHUKA.

4.4 TepMuHbl «ONEKTPOHHbIA KOHCTPYKTOPCKUIA AOKYMEHT» W «3MEKTPOHHBIA TEXHOMOrMYeckuii
[OKYMeHT» cTaHgaptusoBaHbl B ECKA w ECT[. 3TV OOKYMEHTbl B COOTBETCTBUMM C WX OMpefeneHnsamu
OO/MKHbI UMETb He TOMbKO COAEPXaTeslbHYI0, HO U PEKBU3UTHYIO YacTW, B TOM YWC/E W YCTaHOBJIEHHbIE
noanumcu.

4.6 Mpy cMeWwaHHOM [OKyMeHToobopoTe A1 YYyeTa W XpaHeHus B CAYXOy TeXHWYecKoWn
[OKYMeHTaumMn nepefatoT Kak 3/1eKTPOHHble, Tak U bymaxHble KO n T[. OKoHuaTenbHOe yCTaHOBMEeHWe
KOMIM/IEKTHOCTW NPOBEPAIOT He TOJLKO MO cneuudmkaumsam, rae B rpade «pumevaHe» AN 3M1eKTPOHHbIX

KA (TA) ykasbiBaloT naeHtTudgmkatop haina(os). Ho 1 no segomoctn KA (TA) (TOCT 2.106).

MpumeuvaHune - [JOKYMEHTOO6GOPOT - 3TO ABMXKEHME AOKYMEHTOB C MOMEHTA Hayana ux co3gaHvsa um

nony4vyeHna Ao NX yHUUTOXEHUSA.

4.7 Top perucTpaumeid [OKyMEHTa MOHMMAETCA 3anuCb YYETHbIX [AaHHbIX O [AOKYMEHTe ro
yCTaHOB/IeHHON dhopme, chukcmpytowas akT ero co3faHus, OTMpaB/eHUs, MOYYEHUS WM MPUHATUA Ha
XpaHeHve.

4.10 Mpu pyuHoli perucTpaummn uma paiina(oB) ykasblBalOT B WHBEHTapHOW kHUre B rpadpe
«[MpyvmeyaHve». Mpn aBTOMaTU3MPOBaHHON perncTpaummn uvs aiina(oB) 3aHOCAT B COOTBETCTBYHOLLWI
PeKBU3NT (NO/Ie faHHbIX) aBTOMATU3NPOBAHHOW CHCTEMbI.

4.13 lMNpeobpa3oBaHne GYMaXKHOTO MOA/IMHHUKA B €ro 3/IEKTPOHHYIO KOMWIO (3/1EKTPOHHAA Komus
OGYMaXHOro MOANIMHHMKA) OCYLLECTB/AIOT C LEblo ee pas3MelleHuss B aBTOMATU3MPOBAaHHOW cucTeme
ynpasfieHnss JOKyMeHTamn Afs CaHKUMOHWPOBAaHHOrO [AOCTyna K Heli BCeM 3avHTepecoBaHHbIM uLam.

MoA/IMHHOCTL 3TOM KOMUM Y0CTOBEPSIIOT 3/1EKTPOHHON LMGIPOBOIA NOANMCHIO ML, N3rOTOBUBLLENO KOMWIO.
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C NOAMHHMKOB 3NeKTPOHHbIX KO 1 T[, n3rotasnmsatoT GymadkHble KOnuu C Lenbio obecrneyeHns
npoussofcTea (paboune konun). BymaxkHass konusa anekTpoHHoro KA (TA) Jo/mkHa MMETb ykasaHue Ha Ums
(haiina 3M1EeKTPOHHOTO KOHCTPYKTOPCKOro (TEXHOIOTMYECKOr0) AOKYMEHTA, C KOTOPOro Oblia W3roToB/iEHA
6yMadkHas Komus, BEPCUIO 3TOTO JOKYMEHTa U NOAMUCH /LA, N3rOTOBMBLLIENO KOMUIO.

M3roToBNEHHbIE KONUM A0/MKHBI ObITh YUTEHbI B KAPTOUKAX yyeTa AOKYMEHTOB.

414 [ins obecneyeHnss BOCCTaHOBMEHNS 6a3 AaHHbIX aBTOMaTU3NPOBaHHbLIX CUCTEM MPU XpaHeHUn
NOAJ/IMHHUKOB CrieflyeT BbINONHATL pPe3epBHOE KomnMpoBaHue.

Mpasuna BbIMNO/IHEHWSA  PE3EPBHOMO  KOMMPOBaHWA  (NMEPUOAMYHOCTb,  perucTpaumio 1 - ap.)
yCTaHaB/IMBaET OpraHu3aums.

6.3 PekoMeHayeTcs XpaHUTb apXMBHbIE KOMUW Ha HernepesanucbiBaeMOM 3/1EKTPOHHOM HocUTene.
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MpunnoxeHne B

(pekomeHgyemoe)

O6pas3ubl WTAMMNOB MO y4yeTy AOKYMEHTOB, BbIMOJ/IHEHHbIX B OyMaxHOW hopme

B.1 Wtamnbl npegHasHauyeHbl A5  YNPOLLEHUS HaHeceHWs U OOCTWXEHWS  OOHOTWUMHOCTM
N306paKEHUs HaAMMCeRn 1 ykasaHuii, MPOU3BOAYMbIX B AOKYMEHTAxX B Mpouecce uMx obpalleHusl, a Takke B
M3BELLEHVSX U B OKYMEHTAX yyeTa.

B.2 Wramn «3AMEHEH BOCCTAHOB/IEHHbIM  MNOA/IMHHNKOM No.............. r.» C yKasaHvem
NOPsiAKOBOro HOMepa BOCCTaHOB/IEHUSI NOA/IMHHMKA Y AATbl €r0 BOCCTAHOB/IEHUS CTaBSAT Ha MOA/MHHMKAX, C
KOTOPbIX N3rOTOB/IEHbI BOCCTAHOB/MEHHbIE MOA/TIMHHUKN.

B.3 Wtamn «AHHY/IMPOBAH, 3AMEHEH. .. . u3Bew, Ne... OT... r.» cTaBaT (C ykasaHuem
HOMepa, AaTbl BbiNyCka W3BELLEHUS W MOAMMWCU) HA AHHYNIMPOBAHHbLIX MO WU3BELLEHVSIM MNOAJ/MHHUKAX,
Ay6nvkaTax u Konusix, a Takke Ha kapToukax ydyeTa. Mpy OTCYyTCTBUM 3aMeHbI CTaBST MPOYeEpK.

B.4 LWramn «MPU HOBOM KOHCTPYNPOBAHUN HE NPUMEHATD. B3AMEH
MPVMEHATD ...» cTaBAT Ha OCHOBaHWN COOTBETCTBYIOLMX W3BELLEHWIA HA NOA/MHHMKAX, Ay6mkaTax un
KOMMAX, KOTOpble Hefb3s WMCMO/Mb30BaTb BO BHOBb paspabarbiBaeMblX W3AENMsX, a Takke Ha KapToukax
yyera.

B.5 Wramn «B3AMEH MOA/IMHHWVKA» cTaBAT Ha LOKYMEHTax Mpy OTCYTCTBUM MOAJ/IMHHUKOB 3TUX
[IOKYMEHTOB.

B.6 Wramn «3K3. Ne ... » cTaBAT (C ykasaHMeM HOMepa 3K3emnsspa) Ha nankax (asibbomax) Konuii
N Ha OTAE/bHbIX KOMUSIX.

B.7 Wramn «MHB. No ... , 3K3. No....... r.» CTaBAT (C ykasaH/eM WHBEHTApPHOIo Homepa.
HOMepa 3K3emnaspa 1 Aatbl perrcTpaumm) Ha nankax (anbbomax) 1 oTAeNbHbIX KOMUAX AOKYMEHTOB ApYruxX
opraHv3aLmii.

[LonyckaeTcsi Taikke WCNOMb30BaTb 3TOT LWTamn (63 ykasaHWs HOMepa 3k3emnsispa) npu
perucTpaumm 06pasuoB A8 TUNOrpadockMx W3aHWA U ApYrux AOKYMEHTOB, XPaHALMXCA Ha npaBax
NOAJ/IMHHWKOB.

B.8 Wrtamnbl  «KOHTPOJIbHbIA ~ 3K3EMMIAP» 1 «APXVBHbIA 3K3EMM/IAP» cTaBaT

COOTBETCTBEHHO Ha KOHTPOJIbHbIX N apXMUBHbIX 3K3eMndapax KOMWIA 1 Ha nankax (anb6omax) konwid. LLtamn
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«KOHTPO/IbHbBIA  DK3EMIM/ISAP» CTABAT Takke Ha KOHTPO/bHbIX 3K3EeMMAAPaX U3BELLEHNI 1 NPUIOXEHMiA
K H/AM.

B.9 Wramnbl «9K3EMMAAP  KOHCTPYKTOPA» un  «39K3EMMIAP TEXHOJ/OIA» crasat
COOTBETCTBEHHO Ha KOMWSX KOHCTPYKTOPCKMX W TEXHOJNIOTMYECKVX [OKYMEHTOB, BblAABaeMbIX A1 TekyLuel
paboTbl noapasfenieHnio, BbiMycKatoweMy MOA/MHHUKA WM BefyleMy HabmiofeHre 3a U3roTOB/IeHUEM
n3genuii B Npou3BoACTBe.

B.10 WTamn «OB M3MEHEH/ HE COOBLWAETCHA» cTaBAaT Ha KOMuAX [AOKYMEHTOB,
BblJaBaeMbIX B MOpsAKe pa3oBoii Bbigaun 6e3 BbICbUIKMA B Aa/IbHENLEM W3BELLEHWA 06 W3MEHEHWUN 3TUX
[OKYMEHTOB.

B.11 [lonyckaeTcsa MPUMEHATb W LITaMMbl APYrMX BWAOB, YNPOLLAIOWMX HaHeceHne Hagnucei Ha
[OKyMeHTax.

B. 12 O6pas3sLp! LWTaMnoB Mo y4eTy AOKYMEHTOB NpuBeAeHb! Ha pucyHke B.1.
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MpunoxeHve I

(pexkomeHayemoe)

CknaabiBaHue uyepTexei

1 /Inctel  uyepTexeid Bcex opmaToB crefyeT CKNafblBaTb CHavasia BAOMb  JIMHWIA,
NepneHanKynsapHbIX  (MPOAOSbHLIX) K OCHOBHOM Haanucu, a 3aTeM BAOSIb JIMHWA, napannesibHbIX
(nonepeyHbIX) K OCHOBHOWM Hadmmncu.

.2 NIucTbl yepTexein Nocne cknafbiBaHUsA AO/HKHbI UMETb OCHOBHYH0 HAAMMChb HAa JIULLEBOI CTOPOHE
CNOXEHHOro nincTa.

.3 Jluctbl yepTexel cknNaapiBalOT B NOCAEAOBATENbLHOCTW, ykasaHHon B Tabnuuax 1 wn T2
umdpamn Ha IMHUSIX CrnboB.

.4 YcTaHaBnNunBaloT cnegytowme Buapl CKnagbisaHus:

- B Nanky B COOTBETCTBUM C Tabnnuei IM.1:

- ANs1 HenocpeCcTBEHHOTO GPOLLIOPOBAHMS - B COOTBETCTBUN C Tabnuueii I".2.
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KnwoueBble cfioBa: KOHCTPYKTOPCKasA AOKYMeHTauus, yyet U xpaHeHne fOKYMEeHTOB, BOCCTAHOBJIEHUE

NOANNHHUKOB
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