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NMpeaucnosue

Llernn, oCHOBHbIE NPVHLUUMbLI 1 OCHOBHOW MOPSAOK NPOBEAEHNSI paboT MO MEXrocyJapCTBEHHOW CTaHAap-
Tn3aumu yctaHoBrneHbl FTOCT 1.0—92 «MexrocygapctBeHHasi cuctema ctaHgaptmsaumm. OCHOBHbIE NOMOXe-
Hua» nTOCT 1.2—2009 «MexxrocyaapcTBeHHasi cuctema ctaHgaptusaumn. CtaHgapTbl MEXIOCY4apCTBEHHbIE,
npaeurna v pekomeHgauum no MexrocyaapCTBEHHOM cTaHgapTm3aumm. Npaeuna paspaboTku, TPpUHATUS, Npuve-
HeHus, 0BHOBNEHNS N OTMEHbI»

CBeaeHus o ctaHgapTe

1 PABPABEOTAH ®epepanbHbiM rocy4apCTBEHHbIM YHUTapHbIM Npeanpusatnem «Bcepoccuickui
Hay4yHO-MCCNeaoBaTeNbCkMM  MHCTUTYT  CTaHZapTu3auum u  ceptudukaumMm B MalIMHOCTPOEHUM»
(BHUMHMALL), ABTOHOMHOW HEKOMMEpPYECKOW opraHu3aumer HayyHo-uccnegoBaTeNnbCKUM  LIEHTP
CALS-texHonoruii «MpuknagHas noructukay (AHO «HUL, CALS-TexHonorui «MNpuknagHas nornctmka)

2 BHECEH ®epeparbHbIM areHTCTBOM MO TEXHUYECKOMY peryrnMpoBaHUio U METPOrorum

3 MPUHAT MexrocygapcTBeHHbIM COBETOM MO CTaHAapTU3auum, MeTpornorum n ceptudmkaunm (npo-
Tokon ot 28 asrycta 2013 r. Ne 58-I1)

3a npuHATUE NporosiocoBanu:

KpaTKoe HanMeHoBaHue CTpaHbl KO,q CTpaHbl No COKpaLIJ,eHHoe HanMeHoBaHMe HaluMOHanbHOro opraHa

no MK (MCO 3166) 004—97 MK (MCO 3166) 004—97 no cTaHgapTusaumm

Benapycb BY loccranpapt Pecnybnukn Benapycb

KasaxctaH KZ locctangapT Pecnybnukn KasaxcrtaH

Kuprusumsa KG Kblpreiactangapt

MonpoBa MD Mongosa-CtaHgapt

Poccus RU PoccrangapTt

Y3bekucrtaH uz YactaHgapT

4 Tlpukasom PenepanbHOro areHTCTBa No TEXHNYECKOMY PETYTMPOBAHMIO U METPONOrUK oT 22 HoAGPS
2013 1. Ne 1628-cT mexrocygapcteeHHbIvi cTaHgapT FOCT 2.501—2013 BBegeH B 4eNCTBUE B KAYECTBE HALMO-
HanbHoro ctaHgapTta Poccuiickon ®egepaumm ¢ 1 noHa 2014 r.

5 BSAMEH IOCT 2.501—88

UHopmayusi 06 usMeHeHUsIX K HacmosiueMmy cmaHdapmy rybriukyemcsi 8 exxe200HOM UHQOPpMaUUOH-
HOM yKka3amerne «HayuoHarnbHble cmaHdapmbi», @ MEKCM U3MEHEHUU U NonpasoK — 8 eXXeMeCSYHOM UHGOP-
MayuUoHHOM ykadamerne «HauyuoHarnbHble cmaHOapmbi». B criyyae nepecmompa (3ameHbl) unu OmmeHsb!
Hacmosiweeo cmaHOapma coomeemcmeyouee ysedomreHue bydem onybrIUKOBAHO 8 €XEeMeCSYHOM
UHhopMayUuoHHOM yka3zamerne «HayuoHanbHbie cmaHdapmaely. Coomeemcemeyrowas uHghopmayus, yee-
OomrieHuUe U meKcmbl pasmMew,aromesi makxe 8 UHGhopmMayUuoHHOU cucmeme obuwieao nob308aHUss — Ha ogbu-
yuanbHom calime ®edeparnibHO20 azeHmemea o MexHU4YeCKOMY pez2yriuposaHuro U Memposioeuu 8 cemu
UHmepHem

© CraHpapTuHdopwm, 2014

B Poccunckon depepaummn HaCTOALLMUN CTaHAAPT HE MOXET ObITb MONHOCTBIO UIM YAaCTUYHO BOCMPOU3-
Be[eH, TpaXXnpoBaH 1 pacnpoCcTpaHeH B Ka4yecTBe oduLmanbHOro nsgaHns 6es paspellenns egepansHoro
areHTCTBa Mo TEXHNUYECKOMY PeryrmpoBaHuio 1 MeTponoruu
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M E X TToOCUY.AAPGCTH BETHHUB # C TAHOAPT

EnnHasa cuctemMa KOHCTPYKTOPCKOW AOKYMEHTaumMm
NMPABUIA YHYETA U XPAHEHUA

Unified system for design documentation. Registration and storage rules

Darta BBegeHusa — 2014—06—01

1 O6nacTb NpUMeHeHusA

HacTtoswumi ctaHgapT ycTaHaenueaeT obuine TpeboBaHus K yYeTy, XpaHeHUo GYMaHbIX U 3MeKTPOH-
HbIX KOHCTPYKTOPCKMX M TEXHOMNOMMYECKUX JOKYMEHTOB (Qanee — OOKYMEHTbI) Ha U3fgenus Bcex oTpacrei
MPOMbILLIIEHHOCTMU.

Ha ocHoBaHuM HacTosILLEro cTaHdapTa MOryT ObiTb pa3paboTaHbl CTaHAapPTbl OpraHU3aUmWi, y4UTbIBato-
LLine 0COBEHHOCTU yyeTa U XpaHEeHUsI KOHCTPYKTOPCKUX U TEXHOMOMMYECKUX OOKYMEHTOB B 3aBUCUMOCTU OT
06bema JoKyMeHTaLWK, YCNoBMIM JOKYMEHTO060pOoTa M UCTOMNb3yeMbIX aBTOMaTU3UPOBaHHbIX CUCTEM ydeTa U
XpaHeHUs AaHHbIX 06 n3genuu.

2 HopmaTuBHbIe CCbINKU

B HacToslLLEeM cTaHgapTe NCMNOMb30BaHbl HOPMaTUBHbLIE CChINTKU Ha CReaytoLne MeXrocygapCTBEHHbIE
cTaHgapThbl:

FOCT 2.051—2013 EguHas cuctema KOHCTPYKTOPCKOW AOKYMEHTauuu. ONEKTPOHHbIE AOKYMEHTHI.
O6Lwme nonoxeHus

FOCT 2.102—2013 EgmHasa cuctema KOHCTPYKTOPCKOW [OKyMeHTauuu. Buabl M KOMNMNEKTHOCTb
KOHCTPYKTOPCKMX OKYMEHTOB

FOCT 2.106—96 EpguHas cuctema KOHCTPYKTOPCKON JOKYMEHTaLmu. TeKCToBble AOKYMEHTbI

FOCT 2.301—68 EpguHasa cuctema KOHCTPYKTOPCKOM AOKyMeHTauun. dopmaTsl

FOCT2.503—2013 EpuHasi cuctema KOHCTPYKTOPCKOM AOKyMeHTauun. NMpaBunna BHECEHUSA U3MEHEHUN

FOCT2.601—2013 EanHas cnctemaKOHCTPYKTOPCKOM AOKYMEHTaLUKN. DKCnyaTaLMOHHbIE AOKYMEHTbI

FOCT 2.602—2013 EpawnHas cuctema KOHCTPYKTOPCKON AOKYMeHTauun. PEMOHTHbIE OKYMEHTHI

FOCT 2.701—2008 EpguHas cucTema KOHCTPYKTOPCKOWM AoKyMeHTauun. Cxembl. Bugbl n Tunel. O6wue
TpeboBaHUSA K BbINOMHEHWNIO

FOCT 3.1102—2011 EguHasa cuctema TexHonornveckon gokymeHntauumn. Ctagmm paspaboTku u Buabl
AokymeHToB. O6Lue NonoxeHus

FOCT 3.1201—85 EpgnHas cuctema TexHomnormyeckom gokymeHtaumm. Cucrema 0603Ha4YeHnss TeXHO-
NOrn4yecKkon AOKyMeHTaLum

FOCT 13.1.002—2003 Penporpadus, Mukporpadmsi. JoKyMeHTbl 45151 MUKpoduneMmpoBaHus. Obme
TpeboBaHUsA 1 HOpMBbI

MpwnMedyaHune—lNpu NoNb30BaHN HACTOSALLMM CTAHAAPTOM Lieniecoobpas3Ho NpoBepuThb AeNCTBME CCbINOY-
HbIX CTaHOapTOB B MHOPMAaLMOHHON cMcTeMe OOLLero nonb3oBaHna — Ha oduumnansHom cante degepansHOro areHT-
CTBa MO TEXHUYECKOMY PETYNNPOBaHMIO U METPONOrUN B CETU VIHTEPHET MU NO eXerogHoOMy MHAOPMaLMOHHOMY yKa3saTte-
no «HaunoHanbHble cTaHAAPTbI», KOTOPLIV OMyOnMKOBaH MO COCTOSIHUIO Ha 1 AHBaps TeKyllero roga, v no BbiMyckam
exemecsa4Horo MHOpPMaLMOHHOTO yKasaTtens «HaunoHanbHble CTaHAapTbI» 3a TEeKyLLMiA rod. Ecnu cebinovHbli cTaHgapT
3aMeHEH (M3MeHEH), TO MPU NONb30BaHNMKN HACTOALLMM CTaH4APTOM CNeAyeT PyKOBOACTBOBATLCH 3aMEHSIOWLUM (M3MEHEH-
HbIM) cTaHgapToM. ECnun cCbinoYHbIN cTaHAAPT OTMEHEH 6e3 3aMeHbl, TO MOMNoXeHWe, B KOTOPOM AaHa CCbiflka Ha Hero,
NPUMEHSIETCS B 4aCTK, He 3aTparvuBaloLLen 3Ty CCbInKy.

UspaHue odmumanbHoe

*
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3 TepMuHbI, onpeaeneHns U cokpalleHns

3.1 TepmuHbI M onpepeneHus

B HacTosLwem cTaHaapTe NpMMEHeHb! crieayoLmne TEPMUHBI C COOTBETCTBYIOLUMU OnpeaeneHnsIMu:

3.1.1 apxuBHaa konusa: Konus KOHCTPYKTOPCKOrO (TEXHOSIOrMYeckoro) AOKYMeHTa, oTpaaroLias
COCTOSIHME KOHCTPYKLMU UMM TEXHOMOMMN M3roTOBMIEHUS M34envs B NepUoa YTBEPXKOEHMS UX 3aKa3umKoM,
nepegayv NOANMHHMKOB OPraHM3aumsaM-M3roToBUTENSM, NPeKpaLleHns NpoM3BoOACTBA AaHHOW KOHCTPYKLNK U
7. n*0),

3.1.2 koHTpornbHasA KonuA: Konusa KOHCTPYKTOPCKOro (TEXHOMOrMYeCcKoro) A0OKyMeHTa, cryxaluas ans
BOCCTaHOBJIEHNS MOAMMHHUKA, U3roToBreHns gybnukatos, paboumx KOnui, CNpaBOK UMM CBEPKN OOKYMEH-
Tayum*,

3.1.3 pabouas konua: Konusi KOHCTPYKTOPCKOrO (TEXHOMOrMYEeCKoro) AOKyMeHTa, npegHa3HavYeHHas
Ansa obcnyxuBaHusa Npons3sBoacTBa.

3.1.4 opraHusauusa — gepxaTtenb noanuMHHUKOB: OpraHusauusi, OCyLWeCTBNAOLAA XpaHEHWE, YYeT
NOANMHHUKOB AOKYMEHTOB U MMetoLLasi MpaBo BHOCUTL B HUX M3MEHEHUN, a TakKe NoCcTaBnAaTb (nepedasaTb)
konuu u/vnu gyénukaTel CBOMM aboHeHTaMm.

3.1.5 anekTpoHHasA Konus OymMaXKHOro JOKYMeHTa: ONeKTPOHHbIA KOHCTPYKTOPCKUI (TEXHONOrnyec-
KWMI) QOKYMEHT, coaepxaTtenbHasi 4acTb KOTOPOro COOTBETCTBYET NOANMHHUKY BYMaXKHOro AOKyMeEHTa™.

3.2 CokpaweHus

B HacToswem cTaHaapTe NPUHATLI cneaytoLmMe CoKpalleHus:
ECK[ — EgunHas cuctema KOHCTPYKTOPCKOM AOKYMEeHTauuu;
ECTO — EanHas cuctema TEXHONOMMYECKOW AOKYMEHTaLUuu,;

K — KOHCTPYKTOPCKMUIA LOKYMEHT (OOKYMEHThI, JOKYMEHTaLMS);
T — TexXHONorn4ecknii OKyMeHT (QOKYMEHTbI, JOKYMEHTaLms).

4 OCHOBHbI€ NONOXEeHUA

4.1 Bce umeroLmecs n N3roToBfeHHbIE B OPraHn3aumm JOKYMEHThI NOAMeXaT yYeTy U XpaHeHMIo.

4.2 Y4yeT OOKYMEHTOB M MX XpaHEHME, a TaKKe y4eT opraHu3aumin, B KOTOpble HanpaBnaT AOKYMEH-
Thbl, — 9TO YacCTb CUCTEMbI OOpaLLEHNSA AOKYMEHTaLMN B OpraHu3aumm.

YyeTy nognexar:

- BCE MOCTynawLne Ha XxpaHeHne NOANNHHNKK, ybnukaTel U KONUN OOKYMEHTOB;

- abOHeHTbI (BHELLHWE 1 BHYTPEHHMWE), NPUHATLIE HAa aDOHEHTCKOE 0BCNYXMBaAHUE N N3BELLAEMbIE O BHO-
CUMbIX U3MEHEHMSAX B NOOSTIMHHUKN N Ay6NuKaTbl JOKYMEHTOB;

- abOHEeHTbI pa3oBo Bblga4n (Nepegayn) KOnum JOKYMEHTOB, KOTOPbIE HE M3BELLATCA O BHOCUMbIX
N3MEHEHUSX B NOASIMHHMKN Unn AybnukaTel AOKYMEHTOB;

- OBWKEHNE OOKYMEHTOB (M3rOTOBMEHME U YHET KOMUIA, UBMEHEHWNS], MPUMEHAEMOCTb);

- BCe BUAbl M3BeLLeHN 06 M3MeHeHMN JOKYMEHTOB (yyeT u3BeweHnn — no FTOCT 2.503).

MpumedyaHune— Y4yer aboHEHTOB BbINONHAT No popmam 3 u 3a (cM. npunoxeHue b).

4.3 MNoanNHHUKN KOHCTPYKTOPCKMUX U TEXHONOMMYECKUX LOKYMEHTOB, MPMHMMAaeMble Ha XpaHeHWe, JOIK-
Hbl COOTBETCTBOBaTb TpeboBaHuam ECKL n ECT[] cooTBETCTBEHHO.

4.4 ToanVHHMKM 3NeKTPOHHbIX KL W 3nekTpoHHbIX T AOMKHbI COOTBETCTBOBaTb TpPeOOBaHUSM
FOCT 2.051%.

4.5 ToanvHHUKM Ha ByMaXXHOM HocuTene AOMKHbI ObITb NMPUrogHbl ANt MHOTOKPATHOTrO CHATUST KOMUWIA
(oTcyTCTBUE NPOPLIBOB, NOAKMENKN, MPOTEPTLIX MECT, HEYETKOCTb TEKCTA, MMHUI), penporpaduyeckon obpa-
OOTKM 1 JOIMKHBLI cooTBeTCcTBOBaTL TpeboBaHmusim TOCT 13.1.002.

4.6 lNpu npuemke NOANMHHNKOB Ha XpaHeHe NPOBEPSAIOT:

- kKomnnekTHocTb K[ B COOTBETCTBUM CO crneundumkaumsamm, BegoMocTsiMm anekTpoHHbix KO (TA) nnu
OPYrMMn OOKYMEHTaMM, B KOTOPbIX NepeyvncrieHbl caaBaemMble NOASTIMHHUKN;

- KOMNEKTHOCTb T[] B COOTBETCTBMU C MapLUPYTHOW KapToW UnvM ApYrMMu AOKYMEHTaMu, B KOTOPbIX
nepeyncneHbl caaBaemble NOANUHHUKMY,

D) 3,El,er 1 ganee 3Hakom «*»OTMEYEHDI MYHKTbI K KOTOPbIM AaHbl KOMMEHTapU B NPUNOXeHNn A.
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- Hanu4yne ycTaHOBMEHHbIX NoAgnucer (B TOM YnCre SNeKTPOHHbIX LnMpoBbIX nognucen) u aat. MNpuHu-
MaTb Ha XpaHeHWe JOKYMEHTbI, He MMELOLLME NOAMNWCHY NnLa, OCYLLECTBNAOLLETO0 HOPMOKOHTPOIb, HE A0oMyCKa-
eTcsa”.

4.7 [JOKyMeHTbI, MOCTynalwLLmMe Ha XpaHeHne, perncTpupyioT.

Perncrpaumio npom3Boast aBTOMaTU3NPOBaHHbLIM UM HEABTOMAaTU3UPOBaHHLIM CMOCOGOM™.

4.8 Kaxgomy NOANUHHUKY OOKYMEHTa npucBavBaloT OOUH PermcTpaunoHHbIN (MHBEHTApPHbIA) HOMEp
He3aBUCUMO OT KONMM4yecTBa JNIMCTOB B OyMaXHOM [OKYMEHTE MMM KONMU4ecTBa (hainoB B 3MEKTPOHHOM
KOHCTPYKTOPCKOM (TEXHOMOrM4eckoM) JOKYMEHTE, U3 KOTOPbLIX OHN COCTOSAT.

Ha Byma)kHOM JOKYMEHTE, COCTOSILLLEM N3 HECKOMBbKUX JIMCTOB, MUHBEHTAPHbIN HOMEP HAHOCST Ha KaXXabl
NnCT.

VIHBEHTapHbI HOMEpP MOAMWHHUKA 3MEKTPOHHOIO KOHCTPYKTOPCKOro (TEXHOMNOMMYECKOro) 4OKyMEHTa
YKa3blBaloT B €0 PEKBM3UTHOM YacTu.

4.9 MNpu pernctpaumm OKYMEHTa pekoMeHayeTCs yKkasbiBaTb CreayoLLyio OCHOBHYIO MHopmauuio,
npvBedeHHyto B Tabnuue 1:

Tabnunuya 1

HavnmeHoBaHwe nHdopmauum MosicHeHne Mpumevaxne

OpraHusaums OpraHusauus (unu ee Koa), ocyLLEeCTBsIO- MHdopmaumio 06 opraHusauum cne-
Las y4eT 1 XpaHeHne JOKYMEHTOB AyeT 3anucbiBaTb B COOTBETCTBUM C yKa-
3aHHOW B pErmcTpupyemMom JOKyMeHTe
Mogpasgenexve Moppaspenexve, BeiNyCTUBLLEE AOKYMEHT

O603HaveHVe JOKyMeHTa

O06o3HayeHne OOKyMEeHTa M Ko, ecnn ero
kog onpepeneH NOCT 2.102, TOCT 2.601,
FOCT 2.602, TOCT 2.701, TOCT 3.1102

HonyckaeTcs ykasblBaTb Kop [OKY-
MEHTA, YCTaAHOBIEHHLIN CTaHAapTOM
opraHusauum

HanmeHoBaHune OOKyMeHTa

HavmMeHoBaHWe OOKYMEHTa, ecnn ero Kog,
onpegeneH [OCT 2102, TOCT 2.601,
FOCT 2.602, TOCT 2.701, TOCT 3.1102

,D,OI'IyCKGETCH yKa3biBaTb HauMMeHO-
BaHMe [OOKyMeHTa, YCTaHOBJIEHHOe
CTaHO4apToOM opraHusauunun

HanmeHoBaHune OOKyMeHTa
B 3aBMCUMOCTU OT XapakTtepa

MoanuHHUK, oy6nukaT unu konus. Jonyc-
KaeTcs yKasblBaTb NOPSAAKOBLIA HOMEP B COOT-

HaxoauTca NoAJINMHHUK

MCnonbL30BaHUA BetcTBUM ¢ TOCT 2.102 (Tabnuua 2, rpadpa 1)
dopwmar O6o3HaueHne  dopmata  nmicrta — no
FOCT 2.301
OpraHusauus, B KOTOpON CokpallleHHoe HavMMeHOBaHue opraHu3a-

iK1, B KOTOPOM XpaHUTCA NOANNHHUK

PernctpaumoHHbIn Homep

VHBEHTapHbIN HOMep AOKyMeHTa

HaTa nocTynneHuns

[aTa npnema OOKYMeHTa Ha XpaHeHune

KonnyecTtBo nuctos

KonnyecTtBo nuctoB B OOKYMeHTe

Moanuceb

Moanuck o Npuemke AOKyMeHTa

Mognvcb nuua, NPUHSIBLUErO AOKY-
MEHT

Wmsa cpanna(oB) aneKkTpoH-
HOr0 KOHCTPYKTOPCKOro (Tex-
HOIOrMYeCcKoro) AOKyMeHTa

Mpn ykasaHun umeHn darina ykasbiBaloT
ero Tun (txt, doc, pdf, xml, sgm, tif, jpg, prt, asm
MT.M)

Hanpumep, B hopme 1 nHcpopmaumto
pekomeHOyeTcsi ykasbiBaTb B rpade
«Mpumeyanney, B hopme 2 — B pesepBs-
Hou rpadpe («Pe3epB») n T. a.

4.10 Tpu pyyHORn perncTpauum nepevncrieHHyo MHPOopMaLmIo yKasbliBaloT B MHBEHTAPHOW KHUre no
dopme 1 (cM. npunoxeHue B).

[onyckaeTcsa BeCT! 0QHY MHBEHTAPHYIO KHWUTY A58 NOASIMHHUKOB U Ay6nmnkaToB KOHCTPYKTOPCKUX U TEX-
HOJOMMYECKNX JOKYMEHTOB U OTAENbHBIE MHBEHTAPHbIE KHUMM MO BUAAM U34eNun (ansensam, BaroHam, TpakTo-
pam, TypbvHam 1 T. A4.), Npy1 3TOM MHBEHTapPHbIE HOMEpPa He AO0MKHbI MOBTOPATLCS .

[Mpn aBTOMaTU3NPOBAHHON pPerncTpaunm NEPEYNCIIEHHYI0 MHPOPMaLMIO 3aHOCAT B aBTOMaTU3MpoBaH-
Hyl0 cuctemy. Busyanusaumo nHpopmauum pekomeHayeTcs BbINOMHATE aHanormyHo dopme 1.

4.11 Peructpaumio NOANNHHMKOB 1 NOCTYNaloLWmMX OT APYruxX opraHnsaunin ayenvkaTos cnegyeTt BeCTu
OTAenNbHO ANS AOKYMEHTOB Ha M3[ennst OCHOBHOMO U BCMOMoraTensLHOro npon3soacTBa.
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4.12 OpHOBPEMEHHO C perucTpaumen NoATMHHNKOB OOMKHbI ObiTb 3anonHeHbl COOTBETCTBYOLLME rpa-
dbl yyeTa, pacnonoXeHHble Ha none Ans NoAWMBKU NMcTa 6ymMaXHOro NoAnvHHKKA, NN 3aHeCceHbl COOTBe-
TCTBYHOLLMNE PEKBU3NTLI B aNeKTpoHHbIn KOO (TO).

4.13 B cnyuvasix, koraa B opraHusaunv 04HOBPEMEHHO MPUMEHSIIOT 3MeKTPOHHbIe 1 BymaxHble KO (TA),
AonyckaeTcs ux B3aMMHoe npeobpasoBaHue Apyr B Apyra. BsanmHoe cootBeTcTBME Npeobpa3oBaHHbIX AOKY-
MeHTOB obecneyvmBaeTcs y4yacTHUKaMu Npeobpas3oBaHNS U XpaHeHUS 3TUX JOKYMEHTOB.

JokyMeHTbI, MOosly4YeHHble B pesynbTaTe B3anMHOro npeobpas3oBaHus, AOMKHbl MMETb COOTBETCTBYHO-
LUMe CCbINKN ApYr Ha apyra.

OpraHusaumns 4oKyMmeHToo00poTa B YCNOBUAX NPUMEHEHUS CPeACTB BbIYMCIIUTENbHON TEXHUKN OOMK-
Ha obecneunBaTb (NpY HEOOXOAMMOCTN) COBMECTUMOCTb PYYHON M aBTOMaTMU3MPOBaHHOW 06paboTku OOKy-
MEHTOB™.

4.14 TMopgnuHHUKKM anekTpoHHbIX KO (TO) n konum anekTpoHHbix KO (TO) opyrux opraHnsaumin XpaHsaT B
aBTOMaTM3NPOBaHHbIX CUCTEMaX yNpaBneHns AOKyMEHTaMu UM Ha OTAENbHbIX SMEKTPOHHbIX HOCUTENSX.
ABTOMaTU3MPOBaHHbIE CUCTEMbI YNPaBIeHNs JOKYMeHTaMu AOMKHbl obecneynBaTth BbiNonHeHne TpeboBa-
HMSA HacTosLlero ctaHaapTa.

XpaHeHne NOANMHHMKOB Ha OTAENbHbIX HOCUTENSX OCYLLLECTBISIOT N0 BO3pacTaHnio 0603HaYeHNN AOKy-
MEHTOB B NpeAenax vsgenvs. YCrnoBus XpaHeHUs Ha OTAENbHbIX HOCUTEnAX AOMKHbI obecneumBaTb KX
COXPaHHOCTb, BbICTPbIN MONCK U MPUFOAHOCTL K UCMOSb30BaHNIO™.

4.15 Tlo kaxxgomy 3aperMcTpupoBaHHOMY AOKYMEHTY OCYLLECTBIAIOT y4eT ero NpUMeHAIeMOCTH.

Y4yeT nprMeHAeMOoCT OCYLLECTBIIOT NyTEM yKasaHus:

- 0bo3HaveHns n3genus, B KOTOPOM NPYMEHEH JOKYMEHT;

- AaTbl NPMMEHeHUs AOKYMeHTa B APYrom U3genuu.

Y4yeT npyMeHAeMOCTN AOKYMEHTOB MOXeT OblTb NpoBeAeH aBTOMAaTU3NPOBaHHbIM UM HEaBTOMaTU3U-
pPOBaHHbBIM CMOCOOOM (BPYYHYIO).

PyuHoli cnocob yyeTa npumersiemoctu K[ ocyLLecTBNSAIOT B KAPTOUKAaX y4eTa AOKYMEHTOB Mo doopmam 2,
2a, 26 n 2B (cM. npunoxeHue b), a TexHONOrM4Yecknx AokyMeHToB — no popmam 2 u 2a FOCT 3.1201.

HeobxoamMmMocTb y4eTa NPOeKTHOW AOKYMEHTauMu BCNOMOraTenibHOro M eAMHUYHOro Mpou3BOACTBA
yCcTaHaBnueBaeT pa3paboTyuk.

5 XpaHeHue NOANMHHUKOB

5.1 MNognuHHukn BymaxkHbix KO cnegyeTt XxpaHUTb NO KNacCcuuKaLMOHHbIM XapakTepucTukam (rpynnu-
poBkam) nochopmMaTHO B NopsaKke Bo3pacTaHus 0603HaYeHs JOKYMEHTOB B Npeaenax Kaxgoro dopmara u
Koda opraHu3auun-paspadoTyumka.

[onyckaeTca xpaHUTb NOANMMHHUKM 6e3 y4eTa hopMaToB.

TpeboBaHus K XxpaHEHMO NOAMMHHUKOB cornacHo 4.14.

5.2 MopnuHHukm T crnegyeT xpaHuTb No meTogam 06paboTkm n cbopkn nsgenus 6es yyeta popmaTtos B
nopsake sospactaHus nx o6osHaveHun no rOCT 3.1201 B npeaenax kaxgoro Buaa TeXHONOrM4ecKoro npoiec-
ca Mo MeToy BbIMOMHEHMS.

[onyckaeTcs XpaHUTb MOASIMHHUKA KOMMMEKTaMy Mo Bo3pacTaHuio o6o3HaveHuin K[, ykasaHHbIX B
OCHOBHOW HaANUCK TEXHOMNMOMMYECKUX JOKYMEHTOB.

5.3 lNoanuHHUKK, BINONTHEHHbIE Ha NUCTaxX MeHbLLE, YeM popmaT A1, crneayeT XpaHUTb B pa3BEpPHYTOM
BUae.

IMoANUHHMKK, BbINONHEHHbIE HAa NUCTax He MeHee cbopmaTta A1 n bonee, pekoMeHayeTCsa XpaHUTbL CBep-
HYTbIMM Ha CKarkax unv B pa3BepHyTOM BUAe.

5.4 TlognVHHUKN aHHYNMPOBAHHbIX U 3aMEHEHHbIX ByMaXHbIX JOKYMEHTOB crieayeT XpaHUTb OTAENbHO
OT AENCTBYOLLMX MOANUHHUKOB, U UX AONYCKaeTCH cknaabiBaTb Ha hopmaThl A4 1 A3 B COOTBETCTBUN C NPUIO-
XeHvewm I

5.5 TNoanWHHUKN aHHYNUPOBAHHbLIX U 3aMEHEHHbIX OKYMEHTOB YHUUTOXaOT NOCne CoOCTaBNeHns akTa
00 YHUUTOXEHUN.

6 YuyeT u xpaHeHMe GyMaXKHbIX KONUX

6.1 Konuu gokymeHTOB B BymMaxHOn hopme, MPUHUMAaEMbIE Ha XpaHeHne, AOMKHbl BblTb KOHTPaCTHO
oTneyaTaHbl U JOMKHbI UMETb POBHbIN (OOH 6e3 pa3HOLIBETHOCTU, 3aTPYAHSAOLWEN YTeHWe AoKYMeHTa. Ha konu-
AX A0IMKHbI ObITb BOCNpoM3BeaeHb! (6e3 nponyckoB) Bce MMeloLnecst Ha NOANMHHKKE, AybnukaTe unm opuru-
Hane nuHuK, Oykebl, UMdPbI 1 T. M.
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Mpw npruemke konun B 6yMakHo opMe NpoBepsItoT HanMyme BCeX NIMCTOB Y KOMMNNEKTHOCTb JOKYMEeHTa-
LM B COOTBETCTBUM C COMPOBOAUTENBbHBIMU JOKYMEHTaMMU.

6.2 OpraHusauuy MoryT xpaHutb criegytowme konum KO n T[: apxmBHble, KOHTPOrbHbIE U paboune.

6.3 Hanuune apxuBHbIX KONUIN OTpaxatoT B KapToykax yyeTa (cM. opMy 2, npunoxeHune b).

[nsa gpokymeHTOB B BymaxkHon popMe Ha BUGHOM MecTe nanku (anbboma) u Ha NMueBON CTOPOHE KaxKaoM
apxuBHO konuu cTassaT wramn «APXVBHbIN QK3EMMNAP» . Huxe Wwtamna ykasbiBatoT NpUynHY 1 AaTy npy-
HATWSA Ha XpaHEeHWe apXUBHOM KOMUN.

ApXvBHasi KOMWs 3MEKTPOHHOTO AOKYMEHTa OOMKHA UMETb B PEKBU3UTHOW 4acTu COOTBETCTBYHOLLUMA
npusHak.*

JonyckaeTcs xpaHeHe apXMBHbIX KOMUIA B BUAE MUKPOMUITBMOB UMM 3NEKTPOHHBIX KOMUA ByMakHbIX
OOKYMEHTOB.

6.4 KoHTponbHas Konus aNeKTPOHHOIo JOKYMEHTa JOJDKHA UMETb B PEKBM3UTHOM YaCcTu COOTBETCTBYIO-
LLIMIA NPU3HaK.

Ha nuueBoi cTopoHe kaxaoro nucra 6ymMa)kHOM KOHTPOJSIbHOM KON Ha BUAHOM MeCTE CTaBsAT LUTaMn
«KOHTPObHbIV SK3EMIMAP» (3@ UCKIIOYEHNEM KOHTPObHbIX KOMUIA TUNOrpadCKUX M3aaHnii 1 copoLLio-
POBaHHbIX TEKCTOBbIX JJOKYMEHTOB, Ha KOTOPbIX LUTAMIM CTaBAT TONbKO HAa O0MOXKE U Ha TUTYIIbHOM UN NEPBOM
nucre).

6.5 Yucno paboumx konumn, HaXoAsLNXCA B 06paLleHnn,  MecTa Ux XxpaHeHus (Bblgadun-npuemMkun) ycra-
HaBrMBaeT opraHn3auus.

6.6 Konuum gokymeHTOoB B OyMaXkHOM hopMe XpaHSIT Kak POCChINbHO (MOMMCTHO), TaK 1 BITOXXEHHbIMM B Nar-
Kv 1unu, npu HeobxoammocTn, copoLLOpOBaHHbIMU B anbboMbl.

Mpw xpaHeHUn pocchinblo (MOSIMCTHO) KONUK CKnagbiBatoT Ha opmat A4 B cooTBeTCTBMM c Tabnuuen .1
(cm. npunoxenwue IN).

Konuu, nomellaemblie B anb6oMbl M Nanku, cknagbiBatoT Ha popMaTsl A4 unm A3 B cooTBETCTBUM C Tabnu-
uenl .1 (cm. npunoxenune ), agna GpowwopoBaHna — B COOTBETCTBUM cTabnumuen .2 (cm. npunoxexuel).

6.7 Konuwm bymaxkHbix K[ Ha n3genve yknagbiBatoT B nanku (ans6ombl) B npegenax u3genvs unv B npege-
nax paumoHarnbHO BbIGpaHHbIX COCTaBHbIX YacTen nsgenusi.

Konuu yknagpeiBatoT B criegyloLlen nocrefoBaTeribHOCTU:

1) cneundukauunsa nsgenus;

2) OOKYMEHTbl OCHOBHOIoO KOMMMEKTa u3fenus (B nopsgke sanvucu nx B cneumdukaummn);

3) cneuunduKaumm COCTaBHbIX YacTen U3genms u JOKYMEHTbl OCHOBHOMO KOMIMJIEKTa COCTaBHbIX YacTewn
nsgenwus (B nopsigke Bo3pactaHns 0603HayeHuin). [JokyMeHTbl OCHOBHOMO KOMMMEKTa COCTaBHbIX YacTen nsge-
nus nomeLLatroT nocne cneuudurkauum B nopsagke ux 3anncu B cneundukaumm;

4) 4yepTexu geTanewn, 3aannucaHHble B cneyudmrkaumm OCHOBHOIO U3AENNsl, U BCEX €r0 COCTAaBHbIX YacTeN
(B Nnopsgke Bo3pacTtaHms 0603Ha4YEHUN).

EcnuHa getanb (kpome YepTexa) BbinyLLeHbl ApYrMe AOKYMEHThI, TO MX MOMeLLatoT nocne YepTexa geTa-
nen (B nopsiake 3anucu nx B cneundukaLmm).

6.8 Komnnekt konui T[ yknagbiBatoT B Nanku unv 6poLutopytoT B anbboMbl, Npy 3TOM B OAHY Nanky (anb-
6om) nomewatoT Bce T[, pa3paboTaHHble HA OOHO U3denuve UMM HECKOSTbKO M3Oenuin, unu paumoHanbHO
BblIGpaHHY0 COCTaBHYIO YacTb U3OENus.

Mpu HeobxoamMmocTy B 04HY nanky (ans0omM) gonyckaeTtca nomewats T/, no oTAenbHbIM MeTogam obpa-
OOTKM 1 cOOpKU n3aenus.

6.9 BogHy nanky (anbbom)yknagbiatoT He 6onee 200 NMCTOB AOKYMEHTOB, NpyBeAeHHbIX K hopmaty A4.

6.10 TNpwu 60MbLLIOM KONMYECTBE AOKYMEHTOB MX Pa3AensaoT Ha YacTu U YKIagbiBaloT B HECKOSTbKO Nanok
(ambbomoB). Ha aTukeTkax nanok (ane6oMoB) nnm Ha Ux 0b6NoXKax yka3biBatoT HOMEpP JAaHHOM YacTu, obuiee
KONMMYECTBO YacTen U HOMep 3Kk3eMnnspa nanku (anbboma).

6.11 [JonyckaeTtca B kaxaow nanke (ansbome) npegycmaTtpuBaTb OMUChb, B KOTOPOW NEPEYUCrSIOT B
nocnenoBaTeNbHOCTU NX PACcMoNOXEHNS BCe HaxoasWwmnecs B Hel JOKYMEHTHI.

6.12 [ng tekywewn paboTbl nogpasgeneHuio, BbiNyCTMBLUEMY MOANMHHUKMA JOKYMEHTOB 1N BeAyLLeEMY
HabnogeHve 3a M3roTOBMEHUEM U3OEeNnusa B NPOM3BOACTBE, BbAENAT (Npy HEOBXOAMMOCTH) 3K3eMnnsp
BYMaXkHbIX KOMMIN COOTBETCTBYIOLLMX AOKYMEHTOB. Ha nnueBon CTOPOHE KaXkaoro nmcta Konum (Mpu XxpaHeHum
NX POCChINbIO) UK Ha BUAHOM MecTe nanku (anbboma) ctasaTt wramn « AKIEMMITAP KOHCTPYKTOPA» unu
«IKBEMIMIAP TEXHOIOIA», NpMBeAeHHbIV B NpUroxeHnn B.

6.13 Ha konnsix OKyMEHTOB, 06 N3MEHEHUSIX KOTOPbIX MNOCIIE BbIChISIKM aDOHEHTOB HE N3BELLaloT, CTa-
BAT wramn «Ob NBMEHEHWWN HE COOBLLUAETCA».

6.14 B 3anpocax o0 BbICblfiKe JOKYMEeHTaLMM OT APYr1X OpraHu3aLni ykasblBatoT, Heobxoammo nu 6patb
Ha y4eT 3anpallnMBaeMyto JOKYMEHTaLMIO AN BbICbIIKM B AalNbHENLLEM U3BELLEHN 00 UBMEHEHNU NN HET.
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6.15 Konuu gokymMeHTOB, U3bsTble U3 06palleHns BCneacTBue npekpaLleHnsi Npon3BoACcTBa U3aenuin, a
TakKe KOnuu JOKYMEHTOB, aHHYNMPOBAaHHbIX UMW 3aMEHEHHbIX B CBA3W C BHECEHNEM U3MEHEHWI, YHUUTOXaIoT
nocne cocTaBneHns akta 06 YHUUTOXEHUW U ONUCK KOMUA.

6.16 YuyeT Bblaaum (OTCbINKM) 1 BO3BpaTa KOMUN BHYTPEHHUM U BHELUHUM aboHeHTaM OCYLLEeCTBNAT
BPYYHYIO MNXM aBTOMaTU3MPOBAaHHLIM CMNOCOOOM. YyeT OCYLLEeCTBSAT N0 KapTodkam yveTa OOKYMEHTOB
(cMm. dpopmbl 2, 2a, npunoxeHue b).

Bblgayy u ydeT Bo3BpaTa GyMadkHbIX KOMUIM BHYTPEHHUM abOHEeHTaM OCYLLECTBMSAOT MO abOHEHTCKUM
kapToykam (cm. popmbl 3, 3a, npunoxeHue 3).

MpunMeyaHune—B kapToyke yyeTa JOKYMEHTOB yKa3blBalOT:

- B rpade «Bua gokymeHTta» (CM. hopMy 2) — BUA AOKYMEHTa (NOANNHHUK, AyOnuKaT nnmn Konus), KOTOPbIA MPUHAT
Ha yyer;

- B rpadpe «Pa3soBble Bbigaun» (cM. dpopmy 2a) — aboHEeHTbI, KOTOPbLIM BbIAAIOT (BbICLINAKOT) KONUIO JOKYMEHTa CO
wramnom «Ob NSMEHEHWWN HE COOBLLAETCAH».

7 Y4eT n xpaHeHue bDyMaXKHbIX KONUMA JOKYMEHTOB APYrux opraHnsauumn

7.1 Konuu 4OKYMEHTOB, MOCTYNMBLUNX OT APYIMX OPraHn3aunii, XpaHaT yIIOXXEeHHbIMMW B Narnky v nepe-
NAeTeHHbIMN B anbOOMbl OTAENBHO MO KaXXA0W OpraHm3aumm, KOTOpow OHM BbinNn n3gaxbl, NN OTAENbHO Mo
KaXkgoMmy n3genuio.

[onyckaeTcsa Konum XpaHUTb POCChINbIO (MONIMCTHO), CAOXEHHbIMU Ha hopmaT A4 nnu A3.

7.2 Bkaxgovinanke (anbbome) gomkHa 6bITb ONMCh, B KOTOPOK NEPEYMCSIOT B NOCNe[0BaTENbHOCTM UX
pacnonoXeHusi BCe HaxoasLMecs B HeM JOKYMEHTbI.

7.3 Peructpauuio (y4eT) Konuii LOKYMEHTOB pPYrMX OpraHn3aLmin OCyLLLECTBIIAIOT B COOTBETCTBMU C Tpe-
6oBaHMAMMN 4.8 1 4.9. Ha kaxkgyto perncTpupyemMyto Konuo (Mnv KOMIMeKT Konun) B OymakHon hopMe HaHOCAT
LUTaMnN € yKa3aHWeM MHBEHTapHOro HoMepa, Homepa ak3emnnsipa (MPy HanMYMKM HECKOJTbKMX 9K3EMMSIPOB) 1
AaTbl perucrpaummn.

YkasaHHbIV LWITaMn B nankax (anbbomax) cTaBaT Ha BUOHOM MECTE OMNMUCK, a TakkKe Ha 3TUKETKE UK B
NeBOM BEPXHEM Yriy 0BMoXKku.

Ha konusax B BymaxHon popmMe, XpaHSLUXCA POCChInbo (MOMUCTHO), LTaMN CTaBAT B IEBOM BEPXHEM
Yry KaXKgoro nucta AokymeHTa popmaTa A4 unu nucta AOKYMeHTa, CIIOXXEHHOro Ha dpopmat A4.

7.4 Konum yunTbIBatOT BPYYHYIO UITM aBTOMATU3MPOBaHHBLIM CNOCOOOM B KapTo4Kax yyeTa no coopmam 2,
2a, 26, 2B (cm. npunoxeHue b).

7.5 Konuu gpyrmux opraHn3auun xpaHaT B nopsiake Bo3pacTtaHust 0603HaYEeHWI MO KaXKaoMy KOAy OpraHu-
3auuu.

7.6 Bcny4yae npekpaleHns NpUMEHAEMOCTN Y4TEHHbIX KOMUI OpraHm3aL s CTaBuUT B UI3BBECTHOCTbL Opra-
HU3auun — gepxxatens NOANMHHUKOB AN1s1 CHATMS UX C yveTa.

8 BoccTtaHOoBReHue NoANMHHUKOB

8.1 O6wme nonoxeHus

8.1.1 lMoanuHHUKKM, NpulleaLlne B HErOAHOCTb UMW YTepsHHbIE, AOMKHbI OblTb BOCCTAHOBMEHBI.

BoccTaHoBMEHHbIV NOANMHHUK MOXET BbITb U3roTOBMEH TOMLKO NMOCME COCTaBMEHWs akTa O CnncaHum
npuLeLwero B HErO4HOCTb UMK YTEPAHHOMO NOAMMHHMKA.

8.1.2 BoccTtaHoBNEHHbIE NOANTMHHNKN OENCTBYIOT Ha NpaBax 3aMeHEeHHbIX NOASIMHHWKOB.

B BOoCCTaHOBNEHHbIN NOANMHHUK AOMXHbI 6bITb BHECEHbBI UBMEHEHMWS B COOTBETCTBUMN CO BCEMU U3BELLE-
HUSIMU, BbINYLLEHHLIMU 4O MOMEHTA €ro BOCCTaHOBIEHNS.

8.1.3 BoccTaHOBNEHHbIN NOANMHHWK AOIMKEH NpeacTaBnsaTb CO60M TOHHYIO KOMUIO BOCCTaHaBNnMBaeMo-
ro NOASIMHHMKA C YY4ETOM NOCHeAHUX BHECEHHbIX U3BMEHEHW.

8.1.4 B BoCCTaHOBMEHHOM MOAMVHHNKE HE AOMKHbI BbITb BOCNPOM3BeaeHbl pa3Mephbl, Haanucu, rpadu-
YecKne N300paKeHNs 1 T. M., UCKMIOYEHHbIE MO U3BeLLeHUSAM 06 M3MeHeHUN B NOANNHHUKE (MK KonnK), C KOTO-
pOro BOCCTaHOBIEH MOANMHHUK.

B BoccTaHOBNEHHOM NOAMWHHMKE HE A0IMKHbI ObITb BOCNPOM3BEAEHbI TaKkKe NopsAKOBblE HOMEpa U3Me-
HEHWIN U BbIHOCHbIE NINHWUW K HUM, HAHECEHHbIE paHee B CBA3W C NPOU3BeeHHbIMU N3MEHEHUAMMN.

8.1.5 B Tabnuuy nameHeHW 0CHOBHOW HaANNCY BOCCTAaHOBIEHHOTO NOAIMHHMKA AOMKHA ObITb NepeHe-
CeHa 3anucb TOMbKO O NocnegHeM U3MEHEHNN.
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8.2 BoccTaHoBneHue 6ymaxHbiX NOANIMHHUKOB

8.2.1 Tpn BoccTaHOBEHMM ByMaXHOro NOASIMHHUKA C OJOKYMEHTOB HE MEHee YeM Ha OBYX JiMcrax
NnopsiaKoBble HOMepa N3MEHEHUN, 0603HaYeHUs N3BELLEHNN 06 N3MEHEHUN 1 ApYrve AaHHble NoCrneaHero
N3MEHEHUS KaXKAoro JIMcTa BOCCTaHOBIIEHHOMO MOASNTMHHMKA JOITKHbI 6bITh MPOCTaBNEHbI HA OCHOBAHUN NMEID-
Lmxcs 3anucen B Tabnuue M3MeHeHM Ha JaHHOM NUCTe BOCCTaHaABNIMBAEMOro JOKYMEHTa.

8.2.2 B nwucTe peructpaumnm nsMeHeHnin BOCCTaHOBNEHHOMo NOAMNMHHUKA A0MKHbI BbITb BOCNpou3see-
Hbl AaHHble, OTHOCALLMECHA KO BCEM paHEee BHECEHHbIM B 3TOT JOKYMEHT U3MEHEHUsAM (HaunHasa ¢ NepBoro
N3MEHeHUs).

8.2.3 B3ameH noanunHHbIX NoAnMcen, BU3 1 AaT, UMEIOLLMXCS Ha NOANMHHUKE (B TOM YMcne Ha none aAng
NOALUNBKU U NINCTE perncTpaumm M3MeHeHun), B BOCCTAHOBIEHHOM MOAJTMHHUKE B KPYTIbIX CKOOKaX JOIIKHO
6bITb HanmcaHo: «(Moanuck)» u «(data)».

Mpw M3roToBNEHNM BOCCTAHOBINEHHOMO NOAMMHHMKA C paHee BOCCTAHOBIIEHHOIO NOASIMHHMKA (MW CHS-
TOW C HEFO YY4TEHHOW KOMUWN) UMEIOLLIYIOCH Ha NocneaHeM HaAnUcb O BOCCTAHOBIIEHUN MOASIMHHMKA JOMyCKaeT-
Cs1 He BOCNPOU3BOAUTb.

8.2.4 BoccTaHOBMEHHbIE NOASTMHHUKN AOIMKHbI OblTb NOANMCAHbI OTBETCTBEHHbLIM JTMLIOM MO YKa3aHuto
pyKoBOAUTENSA NoApa3feneHunst, BbinyCTUBLUErO NOANMHHMKN Ui BegyLLero HabnogeHue 3a n3arotoBneHmem
nsgenus.

Hapgnuce, noaTeep)aaroLlyto nNpaBUilbHOCTb BOCCTAHOBIIEHHOrO MOAMWHHMKA, crneayeT BbINOSHATb
TYLUbIO MW MaLUUHHBIM CNOCOBOM Ha none And NOALUMBKA AOKYMEHTa, Hanpumep:

«BoccTaHoBneH ¢ NoanMHHKKA.

BepHo: (noanucek, damunna u gata)».

«BoccTaHoBnEeH ¢ konuu.

BepHo: (mognuck, damunus n gata)».

MpaBnnbHOCTb BOCCTAHOBMEHHOIO MOAMMHHUKA 3NIEKTPOHHOrO AOKYMEHTa [OIDKHA NoATBepXOaThbCs
3NEKTPOHHOM LUMPOBON NOAMNNCHI0 OTBETCTBEHHOTO NULA.

8.2.5 B BepxHeM NpaBOM YrI1y MO KaXA0ro NIMCTa BOCCTAHOBIIEHHOIO NOASIMHHMKA AOMKHA ObITh HaA-
MUCb TYLLLIO UK OOMKeH ObITb NpocTaBneH wTamn: «BoccTtaHoBNEHHbIM NoanMHHUK Ne . . .» ¢ ykasaHuem
NopsiAKOBOro HOMepa BOCCTAHOBIIEHUS AHHOTO NIMCTA NOASIMHHMKA.

8.2.6 BoccTaHOBMEHHbIN MOAMNHHUK OOIMKEH MMETb MHBEHTAPHbIA HOMEP BOCCTaHaBIMBAEMOro Nnog-
NUHHKMKa. O BOCCTaAHOBMNEHUN AOKYMEHTa JOMKHa ObiTb caenaHa OTMEeTKa B MUHBEHTAPHOWN KHUre.

8.2.7 Ha noanuwHHVWKe unu KOnNuu, C KOTOPbIX MPOU3BOAMMOCH BOCCTAHOBIEHME, CTaBAT LUTaMM:
«3AMEHEH BOCCTAHOBJIEHHBLIM MOOJTMHHNKOM Ne.. . .» ¢ ykaszaHneM NopsiAKOBOro HOMepa BOCCTaHOB-
NeHns 1 gaTbl NPUHATUS BOCCTAHOBIEHHOIO NOASMHHMKA Ha XpaHEHME.
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MpunoxeHue A
(cnpaBo4Hoe)

KommeHTapumu K nyHKTaM ctaHgapTa

3.1.11 3.1.2 B apxuBHble KONUM U3MEHEHUS HE BHOCST. APXMBHbIE U KOHTPOSbHbIE KONun Ha ByMaxHOM HocuTene
aboHeHTaM He Bbl4alT U XPaHAT UX OTAENbHO OT APYrMX KOMUA.

3.1.4 CopepxartenbHasi 4acTb 3M1EKTPOHHON KOMMU MOXET ObITb NOMNy4YeHa METO40M CKaHUPOBaHUS UMW LM POBLIM
doTorpacdupoBaHmem GymaHOro NOANIMHHMKA.

4.4 TepMWUHbl «ONEKTPOHHbIN KOHCTPYKTOPCKNA AOKYMEHT» U « DNEKTPOHHbIN TEXHONOrMYECKUA AOKYMEHT» CTaH-
paptunsoBaHbl B ECKO M ECT. 3T AOKYMEHTbI B COOTBETCTBUM C UX OnpeaeneHnsamMmn AomKHbl UMeTb He TONbKOo coaepxa-
TENbHYI0, HO U PEKBU3UTHYIO 4YacTu, B TOM YUCIE N YCTAHOBIEHHbIE NOAMUCH.

4.6 Mpwu cmellaHHOM LOKYMEHTOOO0pOTE A4S y4eTa U XpaHeHUs B CIy»0y TEXHUYECKON JOKYMEHTaL M nepeaatoT
Kak a11ekTpoHHble, Tak 1 6ymakHble KO n T[. OkoH4YaTenbHOE yCTaHOBEHNE KOMMINIEKTHOCTM MPOBEPSIIOT HE TONBKO MO che-
undukauusam, roe B rpade «Mpumedanmey ans anekTpoHHbix KO (TO) ykasbiBaoT ngeHTudukaTop darina(os), Ho 1 no
BegomocTu K[ (TA) (TOCT 2.106).

M pnmMmevyaHne — ,D,OKyMeHTOOGOpOT — 3TO ABWXeHne JOKYMEHTOB C MOMEHTa Ha4ala Ux cosgaHua nnu nony-
YeHna 00 X YHUYTOXEHUA.

4.7 Mop pernctpaumen JOKYMeHTa NOHMMaeTCs 3anucb Y4eTHbBIX AaHHbIX O JOKYMEHTE No yCTaHOBMNEHHOM hopMe,
dukcupyroLasn akT ero cosgaHus, oTnpaBneHus, NONy4eHNs NN NPUHATUS Ha XpaHeHue.

4.10 Tpwu py4yHOM pernctpauum nmsa carna(os) ykasolBaloT B MHBEHTApHON kHure B rpade «lMpumevanHuer. Mpu
aBTOMaTU3MpPOBaHHON perncTpaumm ums anna(os) 3aHOCAT B COOTBETCTBYHIOLLMIN PEKBU3UT (NONE AaHHbIX) aBTOMATU3N-
POBaHHOWM CUCTEMBI.

4.13 MNpeobpasoBaHune BymaKHOro NOASNIMHHMKA B €r0 NIEKTPOHHYIO KOMKWIO (3NEKTPOHHAst Konus GymaxHoro nog-
NVHHMKA) OCYLLLECTBNSAIOT C LESblo e€ pa3MeLleHNs B aBTOMATU3NPOBAHHOW CUCTEME yrpaBreHns AOKYMEHTaMn Ans caH-
KLIMOHMPOBaAHHOrO AOCTyna K Hel BCEM 3auMHTepecoBaHHbIM nuuam. [loANMHHOCTL 3TOW KOMWUM YOOCTOBEPSAIOT
3NEKTPOHHOW LMdPOBOIM NOAMUCHIO NMLA, U3rOTOBMBLLIENO KOMUIO.

C noanunHHmKoB anekTpoHHbIX KO 1 T narotaBnusatoT OymMaxHble Konuu ¢ Luenbio obecnevyeHns Nnpou3BoaCcTBa
(pabouvne konuu). BymaxHasa konusi anektpoHHoro KO (T[) gomkHa MmeTb ykasaHue Ha ums daiina SneKTPOHHOro
KOHCTPYKTOPCKOrO (TEXHONOrMYECKOro) AOKyMeHTa, C KOTOPOro Obina 3rotoBrneHa byMaxHasi Konusi, BEpCuo 3TOro JOKYy-
MeHTa 1 Noanuch NuLa, N3roToOBMBLLENO KOMUIO.

M3roToBneHHble Konuu JOMXKHbI OblTe YY4TEHbI B KAPTOUKaxX yyeTa JOKYMEHTOB.

4.14 [ns obecneyeHunsi BocCTaHOBMNEHNS 6a3 AaHHbIX aBTOMATU3MPOBAaHHBIX CUCTEM NPU XPaHEHUN NMOAJIMHHUKOB
crnepfyeT BbIMOMHATL pe3epBHOE KONMpoBaHUe.

[MpaBuna BbLINOMHEHMSA PE3EepPBHOrO KONMPOBaHUSA (NEPUOANYHOCTbL, PerncTpaumio n Ap.) yctaHaBnusaeT opraHu-
3auus.

6.3 PekomeHOyeTCcs XpaHWUTb apX1BHbIE KOMUKN Ha HENepe3anucbiBaeMOM 3N1EKTPOHHOM HOCUTENE.
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MpunoxeHue B
(pexkomeHayemoe)

O6pas3uybl WTaMMnoB NO y4eTy JOKYMEHTOB, BbIMOJIHEHHbIX B OymakHon chopme

B.1 LUtamnbl npegHasHayeHbl 4N YNpOLEHUS HAHECEHNS U JOCTMXKEHUS OOHOTUMHOCTU M300paxeHus Hagnucen
W yKa3aHUi, NpOM3BOAMMbIX B JOKYMEHTaX B MpoLecce Ux obpalleHus], a Takke B U3BELLEHMSAX U B JOKYMEHTaX y4eTa.

B.2 Wramn « 3AMEHEH BOCCTAHOBJIEHHbLIM MNOAJTMHHWUKOM Ne ..., ...r.» c ykasaHmem nopsifKoBOro Home-
pa BOCCTaHOBMNEHMWS NOAMNMHHMKA U JaTbl €10 BOCCTaHOBIEHWS CTaBAT Ha MOAJIMHHMKAX, C KOTOPbIX M3roTOBMEHbLI BOCCTa-
HOBIEHHbIE NOANMHHUKN.

B.3 Wramn «AHHYJIMPOBAH, BAMEHEH ..., ussew. Ne ... oT ... r.» cTaBaT (C yka3aHneMm Homepa, AaTbl Bbinycka
N3BELLEHNSI U MOAMNNCK) Ha aHHYNMPOBAHHBIX MO U3BELLEHUSIM NOANMHHUKAX, AyOGnuKaTax u Konusix, a Takke Ha KapTou-
Kax yyeTa. MNpu OTCYTCTBMM 3aMeHbI CTABAT NMPOYEPK.

B.4 LlWramn «MPX HOBOM KOHCTPYNPOBAHWN HE NMPUMEHATL, BBAMEH MPUMEHATL ...» cTtaBaT Ha
OCHOBaHWM COOTBETCTBYIOLLNX U3BELLEHUIA Ha NOANNHHUKAX, AybnukaTax n Konusx, KOTopble Henb3s UCMOMNb30BaTb BO
BHOBb pa3pabaTbiBaeMbIX U3AENMSAX, @ TAKKe Ha KapTo4kax yyeTa.

B.5 Wramn «BBAMEH MNOONMHHWKA» cTaBaT Ha JOKyMEHTax Npy OTCYTCTBMM NOANTMHHUKOB 3TUX JOKYMEHTOB.

B.6 Lrtamn «3K3. Ne ...» cTaBAT (C ykazaHneM HoMepa 3k3emnnsapa) Ha nankax (anbbomax) konui n Ha oTaenb-
HbIX KOMUSIX.

B.7 Wramn «AHB. Ne ..., 3K3. Ne ..., ... r.» CTaBAT (C yKasaHMEM MHBEHTapHOro HoMepa, HoMepa ak3emnnsapa u
AaTbl peructpauun) Ha nankax (anb6omax) u oTAeNbHbIX KONMUSIX OKYMEHTOB APYrUX OpraHv3auui.

[onyckaeTcs Takke ncnonb3oBaTh 3TOT WwWTamn (6e3 ykaszaHus HoMepa 3Kk3emnnsapa) npu perncrpauuym obpasLos
Ansa Tunorpadpcknx U3gaHni N Apyrux 4OKYMEHTOB, XPaHSILLIMXCHA Ha NpaBax NoAMMHHUKOB.

B.8 LWrtamnbl «KKOHTPOJIbHbIN SK3EMMNAPY n « APXUBHbIV QK3EMIMIAP» cTaBAT COOTBETCTBEHHO HA KOH-
TPOSbHBLIX N apXMBHbIX 3K3EMMNAPax KOMUIA U Ha nankax (ans6omax) konuid. Ltamn « KOHTPOJbHbIA SK3EMIMITAP»
CTaBAT TakKe Ha KOHTPOJIbHbIX 3K3EMMMSAPAX U3BELLEHUI U NPUMOXKEHUIA K HUM.

B.9 Wramnbl «3K3EMIMIIAP KOHCTPYKTOPA» n «9K3EMIMJIAP TEXHOJIOIA» cTaBsAT COOTBETCTBEHHO Ha
KOMUSIX KOHCTPYKTOPCKMX N TEXHONOIMMYECKMUX JOKYMEHTOB, BblAaBaeMbIX Anst TekyLen paboTbl nogpasaeneHuio, Boinyc-
KatoLeMy NoANMHHUKM UNu BeaylweMy HabnogeHne 3a 3roToBneHnemM usgenuii B NpOoM3BOACTBE.

B.10 Wramn «OB UBMEHEHUWN HE COOBLLUAETCA» cTaBAT Ha KONusx AOKYMEHTOB, BblJABaEMbIX B MOPSIAKE
pa3oBoK BbiAa4yun 6e3 BbICbINKU B AaNbHEWLLEM U3BELLEHUIN 00 U3MEHEHNN 3TUX JOKYMEHTOB.

B.11 [JonyckaeTcsi NPMMEHATb U LUTamnbl APYTMX BUOOB, YNPOLLALLNX HAHECEHUE HAAMNWUCEN Ha LOKyMEHTaXx.

B.12 O6pasubl WTaMnoB No y4yeTy JOKYMEHTOB NpUBEAEHbI HA pUcyHke B.1.
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MpunoxeHue I
(pexkomeHayemoe)

CknagbiBaHue YepTexen

.1 Jlnctel yepTexew Bcex hopmaToB crieayeT cknaabiBaTb CHavana BAosb NMHWUA, NepneHanKynsapHbIX (Mpogonb-
HbIX) K OCHOBHOW HaanucK, a 3aTeM BOOMb NUHWIA, NapannenbHblXx (MoNepeYHblX) K OCHOBHOW HaamNucu.

.2 Jlnctel YepTexen nocne cknagblBaHUst JOMKHbI UMETb OCHOBHYIO HAAMNUCh Ha NMLEBON CTOPOHE CMOXEHHOMO
nucra.

.3 Jlnctel YyepTexen cknagbiBaloT B NOCNeA0BaTENBHOCTH, yka3aHHow B Tabnuuax .1 n .2, uucdppamm Ha nuHusax
crnbos.

.4 YcraHaBnuvBaloT criegylolime BUAbl CKagbiBaHUsA:

- B Manku B COOTBETCTBUM ¢ Tabnuuen [M.1;

- ONs1 HENOCPEACTBEHHOMO BpOLLIOPOBaHUSA — B COOTBETCTBUM C Tabnuuen IM.2.

Tab6nwuuya N1 — CknagbiBaHWe B nanku B munnumetpax
CknagbiBaHue
dopmart Cxema cknagblBaHus
npoaonbHoe nonepe4vHoe
I | | | |
| | | | | 7
B
R T R B R B>
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A2 (420 x594)
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OkoHyaHue mabnuupi .1
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B munnumeTtpax

dopmart

Cxema cknagpiBaHus

CknapgplBaHue

npoaonbHoe

norepeyHoe

A2 (420 x594)

2

~

297

A

1
297

210

2

A3 (297 x420)

_1
297

2
2

Tabnuua N2 — CknagbiBaHue ans HEMOCPEeACTBEHHOro OpoLLIOPOBaHNS

B munnumetpax

CknagbliBaHue
dopmart Cxema cknagbiBaHusi
npoaonsHoe nonepeyHoe
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NS | [ [
/ 4 T T
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OkoHuYaHuUe mabnuupi .2 B munnnmeTpax
CknapabiBaHue
dopmart Cxema cknagblBaHusi
npoaonLHoe nonepeyHoe
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