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MpeancnoBue
Llenn, ocHOBHblE MPUMHUMMBLI U OCHOBHOW MOPSAOK NpoBedeHMsi paboT Mo MeXrocyaapCTBEHHON
ctaHgapTtusauum yctaHoBneHbl FOCT 1.0-92 "MexrocygapcTBeHHasi cuctema ctangaptmsaumm. OCHOBHble
nonoxennss" wn TOCT 1.2-2009 "MexrocyaapCcTBeHHas cucTtema cTaHgapTusauun. CraHgapTbl
MEXrocyaapCTBEHHbIE, MpaBuia M pekoMeHOauuu Mo MeXrocygapCTBEHHOW cTaHgapTusauuu. lNMpasuna
pa3paboTku, NPUHATUSA, MPUMEHEHUS!, OBHOBNEHMS N OTMEHbI"

CBeaeHuA o cTaHgapTe

1 PABPABEOTAH ®egepanbHblM rocygapcTBEHHbIM YHUTApPHbIM NpegnpuaTneMm "Bcepoccuinckmn
Hay4HO-UccneaoBaTenbCKMn  UHCTUTYT  CTaHdapTvM3auum wn - cepTudukauum B MalIMHOCTpoeHun"
(BHUMHMALL), ABTOHOMHOMW HEKOMMEpYECKOW opraHu3aumenn HaydHo-nccnegoBaTenbCkui — LIEHTP
CALS-texHonoruu "lMpuknagHas nornctuka" (AHO HNL CALS-texHonorui "MpuknagHas nornctuka")

2 BHECEH ®epeparnbHbiM areHTCTBOM N0 TEXHUYECKOMY perynmpoBaHuio 1 MeTponornm

3 MPUHAT MexrocygapctBeHHbIM COBETOM MO CTaHAapTusauuu, MeTponorum u ceptudukaunm
(npoTokon ot 28 asrycta 2013 r. N 58-M1)

3a npuHATKHe cTaHgapTa NpPorosiocoBarniu:

KpaTtkoe HavMeHoOBaHMWeE CTpaHbl Mo Kog ctpaHbl no CokpalleHHOe HarMeHOBaHME HaLMOHAmNbLHOo
MK (UCO 3166) 004-97 MK (MCO 3166) 004-97 opraHa no craHgapTusaumu

Benapycb BY locctangapt Pecnybnukn benapycb

KaszaxcTaH Kz locctanpapt Pecnybnukn KasaxcraH

Knpruans KG KbiprbiactaHgapt

MonpoBsa MD MongoBa-CtaHgapT

Poccus RU Poccrangapt

Y3bekuctaH uz YactaHgapt

4 MNpukasom degepanbHOro areHTCTBa MO TEXHUYECKOMY PEryNMPOBaHUIO U MeTporiorum ot 22
Hosi0pst 2013 r. N 1628-cT mexrocyaapcTBeHHbIn cTtanHgapT TOCT 2.501-2013 BBegeH B gencteve B
KayecTBe HaumoHarnbHoro craHgapta Poccuinckon depepaumm ¢ 1 nioHsa 2014 .



5 B3BAMEH IOCT 2.501-88

UHpopmayusi 06  uMeHeHUsIX K Hacmoswemy cmaHOapmy nybnukyemcss 8  exe200HOM
UHbopmayuoHHOM yka3zamerne "HayuoHarnbHble cmaHdapmbl”, a mekcm U3MEeHeHull U [ornpasok - 8
eXeMeCsIYHOM UHGhopMaUUOHHOM yKalamersne "HauuoHanbHbie cmaHOapmbi”. B cryyae nepecmompa
(3ameHbl) unu  omMeHbl Hacmosiuie2o cmaHOapma coomeemcmeyuiee yeedomreHue 6ydem
onybriukogaHo 8 EXEeMECSYHOM  UHOpMauuoHHOM ykazamesnie "HauuoHarnbHble cmaHdapmel”.
Coomeemcmeyrow,as uHhopMmayus, yeedoMmreHue U meKcmel pa3Mewarmcs makxe 8 UHGhopMayuUuoOHHOU
cucmeme obwe2o Monb3o8aHus - Ha oghuyuarbHoM catime @edepasibHO20 a2eHmcemea o MexHU4YeCcKoMy
peaynuposaHuto u Memposioeuu 8 cemu IHmepHem

1 O6bnacTtb npuMeHeHus
HacTosawui ctaHgapT ycTtaHaBnvMBaeT oOwWue TpeboBaHUS K Y4YeTy, XpPaHEeHUo OyMaxHbIX W
9NEKTPOHHbIX KOHCTPYKTOPCKUX U TEXHOMOIMYECKUX OOKYMEHTOB (Janee - JOKYMEHTbl) Ha M3genusi Bcex

oTpacrne NPOMbILLIIEHHOCTH.

Ha ocHoBaHuMM HacTosWwero craHgapTa MoOryT ObiTb paspaboTaHbl CTaHZapTbl OpraHv3auum,
YYNTbIBAKOLLME OCODEHHOCTU Yy4veTa W XPaHEHUS KOHCTPYKTOPCKUX WM TEXHOMOrMYeCKMX [AOKYMEHTOB B
3aBMCMMOCTM  OT obbema  OOKyMeHTauuwu, YCNoBUW  OOKYyMEHTooGopoTa M MCMOMb3yeMblX
aBTOMaTU3MPOBAHHBLIX CUCTEM Y4eTa U XpaHeHUs AaHHbIX 06 nagenuu.

2 HopmaTtuBHbI€e CCbISIKK
B HacTosilem cTaHgapTe NCNoNb30BaHbl HOpPMaTUBHbIE CCbIKM Ha cnegywowue
MEXrocyaapCTBEHHbIE CTaHOApPTh:

FOCT 2.051-2013 EguHas cucTema KOHCTPYKTOPCKOW AOKYMEHTauuwn. JOMEKTPOHHblE AOKYMEHTHI.
O6wwe nonoxeHus

FOCT 2.102-2013 EpauHas cuctema KOHCTPYKTOPCKOW [AOKYMeHTauumu. Buabl M KOMNNEKTHOCTb
KOHCTPYKTOPCKMX AOKYMEHTOB

FOCT 2.106-96 EguHasa cuctema KOHCTPYKTOPCKOM JOKYMeHTauuun. TekCcToBble AOKYMEHThI
FOCT 2.301-68 EguHasa cuctema KOHCTPYKTOPCKOW JoKyMeHTauuun. dopmatbl
FOCT 2.503-2013 EguHas cuctema KOHCTPYKTOPCKOM JoKyMeHTauun. MNpaBuna BHeCEHUS U3MeHeHWI

OCT 2.601-2013 EpguHasa cuctema KOHCTPYKTOPCKOM — OOKYMeHTauumu.  OKcnnyaTauWOHHbIe
OOKYMEHTHI

FOCT 2.602-2013 EgunHasa cuctema KOHCTPYKTOPCKOW AOKYMEHTauMn. PEMOHTHbIE JOKYMEHTbI

FOCT 2.701-2008 EgnHas cucteMa KOHCTPYKTOPCKOM AokyMeHTaumn. Cxembl. Bugel n tunel. Obwme
TpeboBaHWs K BbINONHEHNIO

FOCT 3.1102-2011 EguHasa cuctema TexXHONorm4yeckon gokymeHtaumm. Ctagmm paspaboTkm 1 Buabl
OokyMeHToB. O6LLMEe NONOXEHNS

FOCT 3.1201-85 EpgumHass cucteMa TEXHONOMMYEeCKon JAokymeHTaumn. Cuctema 000O3Ha4eHus
TEXHONOrMYEeCKOM AOKYMEHTaLMN

FOCT 13.1.002-2003 Penporpadus, mukporpadus. JokymeHTbl Ansg MukpoduneMmpoBaHus. Obwime
TpeboBaHWsa 1 HOPMBbI

MpumeyaHue - MNpu NONb30BaHUM HACTOALMM CTaHOAPTOM LienecoobpasHo NpoBepuUTb AeNCTBUe
CCbIMIOYHbIX CTaHAapTOB B MHGOPMALMOHHOW cUCTeMe O06Llero nonb3oBaHUA - Ha oguuMansHOM canTe
defepanbHOro areHTcTBa N0 TEXHUYECKOMY perynupoBaHWi0 U MeTpororum B cetn WHTepHeT unu no
eXerogHomy MHdOpMaUnoHHOMY YykasaTento "HaumoHanbHble cTaHaapTbl", KOTOpbiM onybrvkoBaH Mo
COCTOSIHUIO Ha 1 sHBaps TeKkyllero roga, U no BbiMyCcKkaM eXeMecCsa4HOro MHGOPMAaLMOHHOIO ykasaTtens
"HaumoHanbHble cTanHgapThl" 3a Tekywun roa. Ecnn cCbinoyHbin cTaHAapT 3aMeHeH (M3MeHeH), TO npwu
MONb30BaHWM HaCTOSALWMM CTaHZApTOM criegyeT pPyKOBOACTBOBATbCA 3aMEHSWUM  (M3MEHEHHbIM)
cTaHAapToM. Ecnv ccbinoyHbIn cTaHOapT oTMeHeH 6e3 3aMeHbl, TO NMOMOXeHUe, B KOTOPOM AaHa CCbiflka Ha



Hero, MPUMEHSIETCS B YacTy, He 3aTparnBatoLLeil 3Ty CChISIKY.

3 TepMUHbI, onpegeneHUs U CoOKpaleHUsA
3.1 TepMUuHbI U onpeaeneHus

B HacTosiwem CTaHOapTe npuMeHeHbl cneayouime TepMmHbl C COOTBETCTBYHOLLMMUK onpeneneHnamMmun:

3.1.1 apxuBHasi konua: Konusi KOHCTPYKTOPCKOrO (TEXHONOrMYecKoro) OOKYMeHTa, oTpakatLlas
COCTOSIHME KOHCTPYKLIMM UMM TEXHOMOrMU U3rOTOBNEHMS M3Aenus B nepuog YTBEPKOEHUS UX 3aKasuyMKoM,
nepenayv NOANUHHWKOB OpraHU3auMsiM-U3roToBUTENSAM, NpeKpalleHnsl NPon3BOACTBa AaHHOW KOHCTPYKLMK

nr.nl

nin

) 3pecb 1 ganee 3Hakom OTMEeYeHbl MYHKTbI, K KOTOPbIM AaHbl KOMMEHTapumn B NpUnoXxeHun A.

3.1.2 koHTponbHasa Konus: Konus KOHCTPYKTOPCKOrO (TEXHONMOrMYECKOro) AOKyMeHTa, crnyxaluas ans
BOCCT@HOBMEHUSI MOAJIMHHMKA, W3roTOBNEHMs OybnukatoB, pabouvx KOMuW, CNpaBOK WMAM  CBEPKM
OOKyMeHTaumnm®™.

3.1.3 paboyas konus: Konusi KOHCTPYKTOPCKOrO (TEXHONOMMYECcKoro) AOKyMeHTa, npeaHa3HaveHHast
AN 06CnyXMBaHUs NPoM3BOACTBA.

3.1.4 opraHm3auusa - gepxarefib nogNMHHUKOB: OpraHu3auns, OCyLLeCcTBASOWAsa XpaHeHme, yyeT
NoafMHHUKOB [OOKYMEHTOB W WMeEloWass npaBO BHOCUTb B HUX W3MEHEHUsl, a TakkKe MoCTaBnATb
(nepepaBatb) Konum n/unu gyonukaTel CBOUM aboHEHTaM.

3.1.5 aneKkTpoHHas Konus OymaXHOro  OOKyMeHTa: OnNEeKTPOHHBIN KOHCTPYKTOPCKUI
(TexHonormyeckuin) AOKYMEHT, coaepXaTeribHas 4YacTb KOTOPOro COOTBETCTBYET MOASIMHHUKY OymaXHOro
OOKYMeHTa™.

3.2 CokpaleHus

B HacTosLWweM cTaHaapTe NPUHATLI CrieayoLlmne CoKpaLleHus:

ECKJ - EanHas cuctema KOHCTPYKTOPCKOW AOKYMEHTaLNK;

ECTL - EguHas cuctema TeXHONOMMYECKon JOKyMeHTauum;

K[ - KOHCTPYKTOPCKUA OOKYMEHT (LOKYMEHTbI, JOKYyMEHTauus);

T[ - TEXHONOrMYECKNA OOKYMEHT (OOKYMEHTbI, JOKYMEHTauus).

4 OCHOBHbI€ NONOXeHus

4.1 Bce nmetowmnecs 1 U3rotoBneHHbIE B opraHunsaunn OKYMEHTbI noanexart y4eTy U XpaHeHUo.

4.2 Yyet OOKYMEHTOB N UX XpaHeHWe, a TaKxXe y4deT opransau,MVl, B KOTOpble HanpaenAlT
OOKYMEHTbI, - 3TO YaCTb CUCTEMbI 06anJ,eHMF| OOKyMeHTauun B opraHnsauunn.

YyeTy nognexar:
- BCE MOCTyNawLme Ha XpaHeHne NoAMMHHUKN, AyGnvkaTel U KON OOKYMEHTOB;

- abOHEHTbI (BHELIHME N BHYTPEHHUE), MPUHATbIE HA abOHEHTCKoe OGCNyXXMBaHWE N N3BELLaeMble O
BHOCUMBbIX N3MEHEHUSX B NOASIMHHUKM U Ay6nvKaTbl JOKYMEHTOB;

- aBOHEHTHI pasoBoﬁ Bblaa4yn (nepep,aqvl) Konumn OOKYMEHTOB, KOTOpble HE U3BeLlakTCA O BHOCUMbIX
N3MEeHEHNAX B NOASNTMHHUKN U /Zl,yGJ'IMKaTbI OOKYMEHTOB;

- ABWXXeHNe JOKYMEHTOB (M3FOTOBJ‘IeHI/Ie nyyqyet KOMun, N3MEHEHNS, I'IpMMeHFleMOCTb);

- BCe BMAbl U3BeLeHnin 06 nameHeHMm JOKyMeHTOoB (y4yeT usseweHun - no FOCT 2.503).



MprmeyaHue - YyeT aboHEHTOB BbINMOMHAKT No doopmam 3 1 3a (cm. npunoxexHne b).

4.3 MOANUHHNKMA KOHCTPYKTOPCKMX U TEXHONOrMYECKUX AOKYMEHTOB, MPUHMMAaEMble Ha XpaHeHue,
OOJDKHbI cooTBeTCTBOBaThL TpebdoaHnam ECKI n ECT/] cooTBeTCTBEHHO.

4.4 ToANUHHUKKN aNekTPOoHHbIX KL 1 anekTpoHHbix T AomkHbl cooTBeTCTBOBaTb TpeboBaHuam FOCT
2.051*,

4.5 MoanNUHHMKM Ha BymaXKHOM HocuUTene AOIMKHbI OblTb NPUFOAHLI AN MHOTOKPATHOIO CHATMS KOMWUIA
(oTcyTCcTBME NPOPBLIBOB, MOAKMENKU, MPOTEPTbIX MECT, HEeYEeTKOCTb TeKCTa, NuHMK), penporpau4eckomn
00paboTkM N AomKHbI cooTBeTcTBOBaTh TpeboBaHnsam MOCT 13.1.002.

4.6 MNpv Npuemke NOANMHHUKOB Ha XpaHEHWE NPOBEPSIIOT:

- kKoMnnekTHocTb K[ B cCOOTBETCTBUM CO crieudukaumsMm, BeAoOMoCTAMM anekTpoHHbix KO (TO) nnm
OPYrMMU OOKYMEHTaMK, B KOTOPbIX NepeyncrneHbl coaBaemMble NOOSIMHHUKY;

- KOMNNEKTHOCTb T[] B COOTBETCTBUM C MApLUPYTHON KapToW Mnv APYrMMU SOKYMEHTamu, B KOTOPbIX
nepeyvncneHsl caaBaemMble NOANVHHUKK,

- Hanu4Me YCTaHOBMEHHbIX MOANUCEN (B TOM 4YMCNEe 3AMEKTPOHHbIX UMMPOBLIX Noanucen) u gar.
MpuHUMaTL Ha XpaHeHWe AOKYMEHTbI, He UMetoLuMe NOANNCK fnua, OCYLLECTBASIOWEro HOPMOKOHTPOb, He
gonyckaeTtcs®.

4.7 JoKyMeHTbI, NoCTynarLme Ha XpaHeHue, PerncTpupytoT.

Pernctpauuio nponsBoaAT aBTOMaTU3MPOBAHHbBIM UM HEAaBTOMAaTU3MPOBaHHbLIM CNIOCOGOM™.

4.8 KaxgoMmy noanvHHUKY OOKYMEHTa NpucBavBaloT OAMH PErnCTPaLUOHHbIA (MHBEHTApHbIA) HOMEpP
He3aBMCMMO OT KOMMYecTBa NUCTOB B OYMaXHOM OOKYMEHTEe unu konuyectsa (pannoB B 3MEKTPOHHOM

KOHCTPYKTOPCKOM (TEXHOJOrMYECKOM) JOKYMEHTE, U3 KOTOPbIX OHWN COCTOAT.

Ha OymaxxHOM [OKYMEHTE, COCTOSILLEM M3 HECKOSIbKMX FNCTOB, MHBEHTAapHbIA HOMEP HaHOCAT Ha
KaxkablA JINCT.

MHBeHTaprIIZ HOMep MNOAJIMHHUKa 3NEeKTPOHHOIo KOHCTPYKTOPCKOro (TeXHOJ'IOI'I/I‘-IeCKOI'O) OOKyMeHTa
YKa3blBakdT B €ro peKBVI3VITHOI7I YacTu.

4.9 MNpw pervctpaumm OOKYMEHTa PEKOMEHAYETCS yKasbiBaTb CrefyHLLYyI0 OCHOBHYH MHOpMauuio,
npuBeneHHyo B Tabnuue 1:

Tabnuua 1
HanmeHoBaHne nHdopmaumm lMosicHeHne MpumeyvaHne
OpraHusaums OpraHunsaums (unu ee kopg), MHdopmaumio 06 opraHmsaumm
OCYLLECTBIIAOLLANA YYET N XpaHEeHNe |CrneayeT 3anvchiBaTb B
JOKYMEHTOB COOTBETCTBUM C yKa3aHHOM B
perucTpmpyemMomM JOKYMeHTe
MogpaspeneHue MNogpasgeneHuve, BbinycTuBLLEE
OOKYMEHT
O6o03HayeHe JOKyMEHTa O0603HayeHne JOKyMEHTa U KOA, [onyckaeTcs ykasbiBaTb KOA
ecnu ero kog onpegenen FOCT [OKYMEHTA, YCTAHOBIIEHHbIN
2.102, TOCT 2.601, OCT 2.602, CTaHOapTOM OpraHuMsauum
FOCT 2.701, TOCT 3.1102
HavmeHoBaHue gokymeHTa HavmeHoBaHue ookymeHTa, ecnm [onyckaeTca ykasbiBaTb
ero kop onpepeneHn MOCT 2.102, HaMeHOBaHMe JOKYMEHTa,
[OCT 2.601, 'OCT 2.602, TOCT yCTaHOBMNEHHOE CTaHgapTOM
2.701, TOCT 3.1102 opraHusauuu




HavnmeHoBaHWe JoKyMeHTa B MoAnVHHKK, AyGnUKaT Un Konwus.
3aBUCMMOCTU OT XapakTepa [HonyckaeTcs ykasblBaTbh
NCMOnb30BaHUs NopsiAKOBbLIA HOMEP B COOTBETCTBUM
¢ FOCT 2.102 (tabnuua 2, rpacha 1)

dopmaTt O603HayeHne chopmara nucra - no
FOCT 2.301

OpraHusauus, B koTopor Haxoautca [CokpalleHHoe HaMMeHoBaHue

NOANUHHUK opraHusauuu, B KOTOPON XpaHUTCA
NOANTNHHUK
PeructpauunoHHbin Homep VIHBEHTapHbIN HOMep AOKyMEeHTa
[HaTa nocTtynnenus [aTa npuema foKymeHTa Ha
XpaHeHue
Konunuectso nucTtos Konunuyectso NnCTOB B AOKYMEHTE
Moanwuck Moanuck o Npnemke JOKYMeHTa Moanuck nuua, NpUHSABLLIEro
OOKYMEHT
Wmsa dpaina(oB) anekTpoHHOro Mpu yka3aHnm umexn cpanna Hanpumep, B chopme 1
KOHCTPYKTOPCKOro ykasbiBatoT ero Tmn (txt, doc, pdf, nHdpopmaumio pekomeHgyeTcs
(TexHonornyeckoro) AOKymMeHTa xml, sgm, tif, jpg, prt, asm n 1.n.) ykasbiBaTb B rpade "lMpumeyaHue”,

B hopme 2 - B pe3epBHOM rpacde
("Pe3epB") n T.4.

4.10 lNpw py4yHOW pervctpaunm NepeyvmcrieHHyl0 MHOPMaLMIO yKa3biBaloT B MHBEHTAPHOW KHWre no
dopme 1 (cMm. npunoxeHue bB).

[JonyckaeTcs BECTU OOHY WHBEHTApHYK KHUTY AN NOAJIMHHMKOB U OyOrnvMKaToB KOHCTPYKTOPCKUX U
TEXHOMOMMYECKUX OOKYMEHTOB U OTAENbHblE MHBEHTapHbIE KHUMM MO BMAAM WU3Jenuii (Ov3ensim, BaroHam,
TpakTopam, TypbvHam 1 T.4.), Npy STOM MHBEHTAPHbIE HOMEpPa He JOMKHbI MOBTOPSATLCS™.

Mpu aBTOMaTU3MpPOBAHHOM peructpauunm nepeYvncrieHHyto NMHpopmMaLmio 3aHocAT B
aBTOMaTM3MpOBaHHYO cucTteMmy. Buayanusauuio mHdoOpmauum pekoMeHAyeTCs BbINOSMHATH aHanorm4yHo
dopme 1.

4.11 Peructpaumio NoANMHHMKOB M MOCTYMNaoLWmxX oT ApYrMx opraHusauuii 4yornvkaToB crieayeT BecTu
oTAesbHO ANs AOKYMEHTOB Ha M3[eNnis OCHOBHOIO M BCMOMOraTeslbHOro NpousBoACcTBa.

4.12 OgHOBPEMEHHO C perucTpaumen MOASIMHHWKOB AOMKHbl OblTb 3amnofHeHbl COOTBETCTBYHOLLME
rpadbl yyeTa, pacnonioXeHHble Ha fnore AN NoAWUBKA nucTa GymMaxHOro NOAMWHHMKA, UNU 3aHeceHbl
COOTBETCTBYIOLUNE PEKBU3NTLI B 3NeKTPoHHbIn KO (TO).

4.13 B cny4asx, Korga B OopraHu3auuMu OOHOBPEMEHHO MPUMEHSIOT 3MEeKTPOHHbIE U GymaxHble K[
(TO), ponyckaetcs wx B3aMHOe npeobpa3oBaHne pgpyr B gpyra. BsaumHoe cooTBeTcTBUME
npeobpasoBaHHbIX [OKyMEHTOB obecrneunBaeTcsl yvaCcTHUKaMuM npeobpasoBaHUs U XpaHeHus 3TUX
OOKYMEHTOB.

ﬂ,OKyMeHTbI, nony4yeHHble B pesynbTarte B3aUMHOIO npeo6pa3OBaH|/|ﬂ, OOJTXKHbI nMeTb
COOTBETCTBYHOLLME CCbIITKX OPYr Ha Apyra.

OpraHusaums 4oKyMeHToo6opoTa B YCHOBUSIX MPUMEHEHUS CPEACTB BblYMCIIUTENbHOW TEXHUKU
JomkHa obecneynBaTh (NpY HEOBXOAUMOCTU) COBMECTUMOCTb PYYHON U aBTOMaTU3NPOBaHHOW 06paboTkM
OOKYMEHTOB™.

4.14 MoanuHHmkn anekTpoHHbIX KO (TA) n konun anekTpoHHbix KL (T[) ApyrMx opraHnsaumii XpaHaT
B aBTOMaTM3MPOBAHHbIX CUCTEMAxX YMpaBreHusl [OOKYMEHTaMW WWUNKM Ha OTAENbHbIX 3MEKTPOHHbIX
HocuTensx. ABTOMaTU3MPOBAHHbIE CUCTEMbl  YMpaBfEHUs OOKYMEHTamMu [OfkHbl  obecrnednBaThb
BbINOMHEHNe TpeboBaHMA HACTOSLLErO cTaHaapTa.

XpaHeHme NOANMMHHUKOB Ha OTAENIbHbIX HOCUTENAX OCYLUEeCTBNAKT No BO3pacTaHUKO obo3HaveHuin



JOKYMEHTOB B npefenax u3genusi. YCroBusi XpaHeHUsl Ha OTAETbHbIX HOCUTENSAX AOJKHbI obecrneymnBaTtb Mx
COXPaHHOCTb, BbICTPLIN MOUCK U NPUTOAHOCTL K UCMOMb30BaHMI0®.

4.15 Mo Kaxaomy 3aperMcTpMpoBaHHOMY [JOKYMEHTY OCYLLECTBIISIOT YYeT ero NpUMeHsieMoCTH.
YueT NpUMeHAEMOCTM OCYLLECTBNAT NyTEM YKasaHus:

- 0603HaYeHNs U30enus, B KOTOPOM MPUMEHEH JOKYMEHT;

- AaTbl NPUMEHEHNSA JOKYMEHTa B APYrom U3aenuu.

Y4yeT NpUMEHSIEMOCTM  [JOKYMEHTOB  MOXeT OblTb  MpoBedeH  aBTOMAaTU3UMPOBAHHbIM UMK
HeaBTOMaTU3NPOBAHHbLIM CNOCOBOM (BPY4HYHO).

Py4Hol cnocob ydveTta npumMeHsiemocT K[ OCyLIeCTBMAOT B KapToykax yvyeTa [AOKYMEHTOB MO
dopmam 2, 2a, 26 n 2B (cM. npunoxenune B), a TexHonornyeckmx 4okyMeHToB - no dopmam 2 n 2a FOCT
3.1201.

HeobxoanmocTb ydeTa NPOEeKTHON AOKYMEHTauuu BCMOMOraTenbHOro U eQMHWYHOrO Npon3BOACTBa
yCTaHaBnvBaeT pas3paboTyuk.

5 XpaHeHne noanNMHHMKOB
5.1 MoanuHHukn GymaxHbix K[ crnegyeT XxpaHUTb MO KNaccuduKaLuMOHHbIM - XapakTepucTuUKam
(rpynnupoBkamM) nodopMaTHO B MOpPsiAKe Bo3pacTaHusi 0603Ha4YeHUsi LOKYMEHTOB B Npegenax Kaxgoro
dopmaTa 1 Kkoga opraHusaUun-paspaboTynka.

JdonyckaeTtcs XxpaHuUTb NoanuHHMKN 6e3 yyeTa popmaTtos.
TpeboBaHUs K XpaHEHUIO NOASIMHHUKOB COrnacHo 4.14.

5.2 MoanuuHnkn T cnegyeT xpaHuTb nNo meTtogaMm obpabotkm u cbopkm msgenusa 6es yyeTa
opmaToB B nopsagke Bo3pacTaHus ux obosHaveHunm no FOCT 3.1201 B npepenax kaxgoro Buaa
TEXHOMNOrM4YeCcKoro npoLecca no MeToay BbIMOJIHEHMS.

lD,OFIyCKEleTCS;l XpaHUTb NOAJIMHHUKM KOMMJIEKTaMMU NO BO3pacCTaHUO 0003Ha4eHun KA, YKa3aHHbIX B
OCHOBHOW Hagnucy TEXHONOMMYECKNX OOKYMEHTOB.

5.3 MoANMHHUKK, BbLINOMHEHHLIE Ha nWUCTax MeHble, 4YeM dopmat A1, cregyeT XpaHUTb B
pa3BepHyTOM BUe.

MoAnMHHKKW, BBINONMHEHHbIE Ha nMCTax He MeHee cdopmaTta A1 n Bonee, pekoMeHOyeTCs XpaHWUTb
CBEPHYTbIMW Ha Ckarlkax Unu B pasBepHyTOM Buae.

5.4 TOONMUHHMKA  @HHYNMPOBAHHBIX W 3aMEHEHHbIX OyMaXHbIX [JOKYMEHTOB CcrnegyeT XpaHuTb
OTAeNbHO OT AEWCTBYIOLLMX MOAMMHHUKOB, WU UX [onyckaeTcs cknagbiBaTb Ha dopmaTtel A4 n A3 B
COOTBETCTBUM C NpunoxeHmem .

5.5 MNoANMHHUKN aHHYNPOBAHHLIX U 3aMEHEHHBIX JOKYMEHTOB YHUUTOXaOT MOCIe COCTaBMEHUS akTa
06 YHUYTOXEHMM.

6 Y4yeT n xpaHeHMe GyMaXKHbIX KONUN
6.1 Konun gokymeHTOB B BymakHOW popMe, NpUHMMaeMble Ha XpaHeHue, OOIMKHbl ObiTb KOHTPACTHO
oTneyartaHbl U OOMKHbI UMETb POBHbIV (POH 6e3 pasHOLBETHOCTU, 3aTPYAHSIOWEN YTeHne OoKymeHTa. Ha
KONMSIX OOIMKHbI ObITh BOCnpousBeneHbl (6€3 NponyckoB) BCe MMEKLMNECH HA NOASIMHHMKE, OyOnuvkaTe nnm
opurnHane nuHuK, 6ykebl, LMAPLI U T.N.

Mpu npuemke Konuii B BymaxkHoW copMe NPOBEpSAT HanMuMe BCeX INUCTOB M KOMIMMEKTHOCTb
[OKYMEeHTaL 1 B COOTBETCTBUW C CONPOBOANUTENBHBLIMU JOKYMEHTaMMU.

6.2 OpraHusaLmm MoryT xpaHuTb criegytolime konum KO n T[: apxmBHble, KOHTPOMbHbIE U paboyne.

6.3 Hannuune apxuBHbIX KONUIA OTpaXaroT B KapToykax yyeTa (cMm. hopmy 2, npunoxeHue b).



[na nokymeHToB B GymMaxkHOM dhopme Ha BUOHOM MecTe nanku (anbboma) U Ha NULEBOW CTOPOHE
Kaxkgom apxuBHon konum ctaeat wramn "APXVBHbLIA SK3EMIMIAP". Huke wTamna ykasbiBaoT NPULUHY U
OaTy NPUHATUS HA XpaHeHNe apXUBHOWN KOMWW.

ApX1MBHas KONUsi 3NEKTPOHHOIO AOKYMEHTA AOMKHA MMETb B PEKBU3UTHOWM 4acTuM COOTBETCTBYIOLLUN
npu3Hak.

[onyckaeTcs xpaHeHMe apXmBHbIX KOMWUA B BUAE MUKPOMUIBMOB UMK 3NEKTPOHHBIX KONUA BYMaXKHbIX
OOKYMEHTOB.

6.4 KOHTpOJ'IbHaﬂ KOnna 3NEeKTPOHHOIo AOOKyMeHTa [AOJiKHa WMEeTb B peKBVI3VITH017I 4YacTtu
COOTBGTCTByI-OLLI,VIVI NpuU3HaKkK.

Ha nuueBon cTopoHe kaxgoro nucta 6ymaKHOW KOHTPOSIbHOW KOMWW Ha BUAHOM MEeCTe CTaBAaT LuTamn
"KOHTPOJbHbLIA 3K3EMIMNAP" (3a WCKIIOYEHNEM KOHTPOSbHLIX KOMWUIA TUMOrpadpckMxX M3JaHuii v
CcOpOLUOPOBAHHbLIX TEKCTOBbIX JOKYMEHTOB, Ha KOTOPbIX LUTAMM CTaBAT TONbKO HA 06MOXKE M HA TUTYNIbHOM
Unun NepBoM nmcTe).

6.5 Ynucno pabounx konui, Haxodawmxcs B obpalleHun, n mMecta Ux XpaHeHus (Bblgayvn-npuemkm)
yCTaHaBnMBaeT opraHusaums.

6.6 Konmmn JokymMeHTOB B GyMakHO hopMe XpaHSAT Kak POCCbiMNbio (MOMUCTHO), Tak U BIOXEHHbIMU B
nanku unu, npy Heo6xoaMMoCTH, COPOLLIOPOBAHHLIMU B anbbOMbI.

Mpwn xpaHeHWn pocchinbio (MOMMCTHO) KOMUK cknagplBatoT Ha popmaTt A4 B COOTBETCTBUM C Tabnuuen
.1 (cm. npunoxenue IN).

Konun, nomelaemble B ans00Mbl U Nanku, cknagbiBaloT Ha opmatbl A4 unu A3 B COOTBETCTBUM C
Tabnuuen .1 (cMm. npunoxeHve ), a Ans OGpolwwiopoBaHMs - B COOTBETCTBUM C Tabnuuen .2 (cm.
npunoxexwve I).

6.7 Konun BymaxHbix K[ Ha n3genve yknagbisaloT B nanku (ansbombl) B npegenax usgenus wnv B
npegenax paunoHanbHO BbIGPaHHbIX COCTaBHbIX YacTew M3aenus.

Konuu yknagbiBatoT B criefytoLler nocnenoBaTenibHOCTY:

1) cneuundbukaumsa nagenus;

2) AOKYMEHTbI OCHOBHOIO KOMMNIEKTa n3genus (B nopsigke 3anucu nx B cneuudpmkanmm);

3) cneuncbmkauun COCTaBHbIX YacTel u3Oenus M OOKYMEHTbl OCHOBHOMO KOMMJSIEKT@ COCTaBHbIX
yacten usgenvsa (B nopsigke Bo3pacTaHusa o6o3HayvyeHun). [JoKyMeHTbl OCHOBHOIO KOMIMIIEKTA COCTaBHbIX

yacTen usgenvs noMeLlatoT nocrne cneundukaumMm B Nopsake nx 3anncu B cneumpukaunm;

4) yepTexxu peTvanen, 3anucaHHble B crneunduKauum OCHOBHOIO U3OENWs, U BCEX €ero COCTaBHbIX
yacTen (B nopsigke Bo3pacTaHus 0003Ha4YeHUN).

Ecnu Ha peTanb (kpome YepTexa) BbiNyLLeHbl Apyrne AOKYMEHTbI, TO MX NMOMELLAIT Nnocre Yyeprexa
JeTtanen (B nopsgke 3anucu Ux B cneumdukaumm).

6.8 Komnnekt konun T[ yknagbiBatoT B nankv unu 6poLopytoT B anbboMbl, Npy 3TOM B OAHY Nanky
(anbbom) nomewarT Bce T[l, paspaboTaHHble Ha OQHO M3OENMe WM HECKONbKO M3OEenvin, unm
pauMoHanbHO BbIOpaHHY COCTaBHYIO YacTb U3AENMS.

Mpn HeobxoamMmocTn B ogHy nanky (anbbom) gonyckaetcs nomewaTts T no oTaenbHbIM MeTodam
0bpaboTkn n cbopku nsgenus.

6.9 B ogHy nanky (anbbom) yknagbiBaloT He 6Gonee 200 nNUCTOB OOKYMEHTOB, MPUBEAEHHbIX K
dopmaTty A4.

6.10 Mpn GonbLIOM KONMYECTBE OOKYMEHTOB WX PasfensitoT Ha 4YacTW M yKNaablBalT B HECKOSbKO
nanok (anb6omoB). Ha aTukeTkax nanok (anbL00MOoB) UIM Ha UX 0BOXKaX yKa3bliBalOT HOMEpP AaHHOW 4acTu,
obLyee KonNMyecTBo YacTer U HOMep ak3emnisipa nanku (ansboma).



6.11 onyckaeTtca B kaxgon nanke (anbbome) npegycmatpuBath OMUCb, B KOTOPOW MEPEYUCHIAIOT B
nocrneaoBaTeNlbHOCTU UX PACMONOXEHNS BCE HAaXoOsLMECS B HEN AOKYMEHTHI.

6.12 ina Tekywen paboTel noApasaeneHuto, BbINYCTUMBLUEMY MOAMUMHHUKA OOKYMEHTOB UMK
Beayllemy HabnwogeHve 3a M3roToBMEHWEM u3genus B NpovM3BOACTBE, BblAENSOT (MpyM HE0BXo0aAMMOCTH)
ak3eMnnsap GymMadkHbIX KOMUA COOTBETCTBYIOLUMX AOKYMEHTOB. Ha nuLEeBON CTOPOHE KaX4oro nmcra Konum
(Mpn XpaHeHUM MX POCChINbK) UMM Ha BUAHOM MecTe nanku (anbboma) ctaeat wtamn "OKSEMIMJIAP
KOHCTPYKTOPA" unu "SK3EMIMJTAP TEXHOJIOIA", npuBeaeHHbI B NpunoxexHum B.

6.13 Ha konusix AOKYMEHTOB, 06 W3MEHEHUSIX KOTOPLIX MOCHE BbICHIKM abOHEHTOB He W3BeLatoT,
ctaeat wrtamn "Ob MBMEHEHUW HE COOBLLAETCA".

6.14 B 3anpocax O BbICbIJIKE AOKYMEHTaUUM OT APYrMX OpraHusauuii ykasbiBatoT, HeoOXoaumo nn
OpaTb Ha y4yeT 3anpallnBaemylo JOKYMEHTALMUIO ONs BbICBIIKM B AanbHENLEM M3BELLEHUA 06 M3MeHeHWU
UMK HeT.

6.15 Konun okyMEeHTOB, U3bsTble U3 obpalleHns BCreacTBME NpeKpalleHus Tpon3BoacTBa U3aenii,
a TaKKe KOMUW [OOKYMEHTOB, aHHYMMPOBAaHHbLIX MMM 3aMEHEHHbIX B CBS3M C BHECEHUEM W3MEHEHWN,
YHUYTOXAIOT NOCIe COCTaBMEHNs akta 06 YHUUTOXEHUM NN ONUCK KOMNIA.

6.16 YueT Bblgaun (OTCbIIKM) U BO3BpPaTa KOMUI BHYTPEHHUM M BHELIHUM abOHEHTaM OCYLLEeCTBAT
BPYYHYIO UNN aBTOMAaTM3NPOBaHHbLIM CMNOCOOOM. YYeT OCYLLECTBAAT MO KapTovkam yvyeTa JOKYMEHTOB (CM.
dopmbl 2, 2a, npunoxexue b).

Bblgauy 1 yyeT Bo3BpaTta GyMaXkHbIX KOMWIA BHYTPEHHUM abOHEHTaM OCYLLECTBSIIOT MO aBOHEHTCKUM
KapToykam (cM. popMbl 3, 3a, npunoxeHue 3*).

* TekcT JOKyMeHTa COOTBETCTBYET opurMHany. - [lpumeyaHve narotosmutens 6a3bl AaHHbIX.
lMpumeyaHwue - B kapTodke ydyeTa JOKYMEHTOB YKa3blBatloT:

- B rpacpe "Bug gokymeHTta" (cMm. chopmy 2) - BUA AOKYMEHTa (NOANWHHUK, AybnukaT unm konus),
KOTOPbIN MPUHAT Ha yYerT;

- B rpade "PasoBble Bbigaun" (cM. hopMy 2a) - abOHEHTbI, KOTOPbIM BbIAAKT (BbICHINAKT) KOMUIO
JokymeHTa co wramnom "Ob MUBMEHEHWN HE COOBLUAETCA".

7 YyeT n xpaHeHne G6yMaxHbIX KONMUA JOKYMEHTOB APYrMX OpraHn3auum
7.1 Konun OOKYMEHTOB, MOCTYMMBLUMX OT OPYrMX OpraHvM3auuil, XpaHsAT YNOXEHHbIMU B Mankv Umnm
nepenneTeHHbIMM B anbGoMbl OTAENbHO MO KaXOoW opraHuMsauuu, KOTOPOW OHM ObiNK M3daHbl, unu
OTAENbHO MO KaXA0oMY M3Oenuio.

HonyckaeTcs konumn XpaHUTb POCChInblo (MOMCTHO), CROXEeHHbIMU Ha popmaTt A4 nnu A3.

7.2B «kaxponm nanke (anbbome) pormkHa ObITb ONWCb, B  KOTOPOW MNEPEYUCnsiioT B
nocrneaoBaTenbHOCTU NX PAcMoNOXEHUS BCE HAXOASLUMECS! B HEN JOKYMEHTHI.

7.3 Peructpauuio (y4eT) KON JOKYMEHTOB APYrMxX OpraHu3auuin OCyLLEeCTBMSIOT B COOTBETCTBUM C
TpeboBaHuamMmn 4.8 1 4.9. Ha Kaxaylo perncTpupyemyro KOnuio (Mnu KOMNAekT konun) B BymaxHon dopme
HaHOCAT LWTaMn C yKa3aHMeM WHBEHTapHOro Homepa, HoMepa 3k3emnnspa (NpY HanmuyYnM HECKOSbKMX
9K3eMMNMSPOB) 1 AaTbl perncTpaumu.

YKasaHHbIN WTammn B nankax (anb6omax) CTaBAT Ha BUOHOM MeCTe OMNnnUcKu, a Takke Ha 3TUKeTKe Ui B
NEeBOM BEPXHEM Yriy ODMOXKW.

Ha konunsix B OGymaxHon dopme, XpaHSLWMXCA pPOCChinbio (MOMAUCTHO), LTamn CTaBAT B J1I€BOM
BEPXHEM YrIy KaXaoro nucta gokymeHTta copmata A4 nnm nucta JOKyMeHTa, CIoXeHHOro Ha opmat A4.

7.4 Konun y4nTbIBalOT BPYYHYHO UMY aBTOMaTU3UPOBaHHbLIM CNOCOBOM B KapToyvkax yvyeTa no chopmam
2, 2a, 26, 2B (cM. npunoxeHue b).

7.5 Konvn gpyrux opraHusauuii XpaHsaT B Mopsiake Bo3pacTaHusi 0603HayeHuid Mo Kaxkaomy Kogy



opraHusauuu.

7.6 B cnyyae npekpalleHusi NpYMEHSIEMOCTU YYTEHHbIX KOMWUIA OpraHvM3auusi CTaBUT B U3BECTHOCTb
opraHusauuio - aepxxatensi NoANIMHHUKOB A CHATUSI UX C ydyeTa.

8 BoccTaHOBMeHue NOAJIMHHUKOB
8.1 O6Lwwure nonoxeHns

8.1.1 MNoaAnMHHUKK, NpULeaLIne B HETOOHOCTb UMK YTEPSIHHbIE, AOIMKHbI ObITb BOCCTAHOBIEHbI.

BoccTaHOBNEHHbIN NOANTMHHUK MOXET ObITb M3roTOBSIEH TOSMLKO MOCIe COCTaBMEHMS akTa O CnucaHum
npuwenlwero B HErogHoCTb Ui yTepAHHOro nogmiMHHMKa.

8.1.2 BoccTaHOBMNEHHbIE NOASTMHHMKN D,eVICTByI'OT Ha npaBax 3aMeHEeHHbIX NOAJTMHHUKOB.

B BocCTaHOBMNEHHbIN MNOASIMHHMK OOMMKHbI ObITb BHECEHbl W3MEHEHWss B COOTBETCTBMM CO BCEMMU
n3seleHnAaAMHu, BblnyweHHbIMN O MOMEHTa ero BOCCTaHOBIIEHUA.

8.1.3 BoccTaHOBMEHHbIN NOOSIMHHUK  [OOSMKEeH npeactaBnsate  cobon  TOYHYIO Kornuio
BOCCTaHaBMMBaEeMOro NOASMHHMKA C y4€TOM MOCNEeAHUX BHECEHHBIX U3MEHEHUI.

8.1.4 B BOCCTaAHOBMEHHOM MOASIMHHUKE HE [OOMKHbl ObITb BOocCnpoun3seadeHbl pa3mMmepbl, Haanucu,
I'pa(*)l/l‘-leCKl/le V|306pa)KeHI/IF| N T.M., UCKIMIOYEHHbIE MO WU3BELEHUAM 00 W3MEHEeHUW B MNOASIMHHUKE (VIJ'IVI
KOI'IVIVI), C KOTOpPOro BoccrtaHoBJ1€EH NOAJTMHHUK.

B BocCTaHOBNEHHOM MOAJIMHHWKE HE OOMKHbI ObITb BOCnpoun3seaeHbl TakKkKe nopAakoBble HOMepa
N3MEHEHN N BbIHOCHbIE NTUHWUM K HUM, HAHECEHHbIE paHee B CBA3M C npoun3BeaeHHbIMUA U3MEHEHNAMMN.

8.1.5B Tabnuuy wn3aMeHeHW’ OCHOBHOW HAOMUCKM BOCCTAHOBMEHHOrO MOAMMHHMKA [OIMKHA ObiTb
nepeHeceHa 3anucb TONbKO O NOocneaHeM U3MEHEHUN.

8.2 BoccTtaHoBneHue 6yma>|<|-|b|x noaAIMHHUKOB

8.2.1 I'IpM BOCCTaHOBI1EHUN 6yma>|<Horo noAMMHHUKa C OOKYMEHTOB HEe MeHee 4eM Ha [OBYyX JIMCTax
nopAagkoBblie HOMepa M3MeHeHnn, 0603Ha4YeHns n3BeLleHnn 06 n3mMeHeHn n apyrue faHHble nocnegHero
N3MEHEHNs1 Kakgoro fiMcta BOCCTAHOBMEHHOIO MOASMHHMKA AOSKHbI ObITb npocTaBJ/ieHbl Ha OCHOBaHUU
NMeLLMXCs 3anncen B Tabnmue M3MeHEeHUIN Ha JaHHOM NICTe BOCCTaHaBIMBAEeMOro OOKyMeHTa.

8.2.2B nwncte pernctpaumm  U3MEHEHWA  BOCCTAHOBMIEHHOTO  MNOASMMHHUKA  OOIDKHbI - ObiTb
BOCNpou3BeAeHbl [AaHHble, OTHOCALMECA KO BCEM paHee BHECEHHbIM B 3TOT AOKYMEHT W3MEHEHUAM
(HauMHasi ¢ NepBOro M3MEHEHUS).

8.2.3 B3ameH noanuHHbIX MOANUCEN, BU3 U AAT, UMEILLMXCA Ha MOAMMHHMKE (B TOM 4Mcne Ha none
ONsl NOALIMBKLA U NIUCTE perncrpauun U3MeHeHuin), B BOCCTaHOBMEHHOM MOASMHHMKE B KPYribiX CKOOKax
OOImkHO ObITb HanucaHo: "(Mognuck)" n "(OaTa)".

[Mpn M3roToBNEHMN BOCCTAHOBMEHHOIO MOAMWHHMKA C paHee BOCCTAHOBMEHHOro MOAMMHHMKA (Unu
CHATON C HEero y4TeHHOM KOMuM) UMEIOLLYICA Ha nocrefHeM HaAnucb O BOCCTAHOBMEHWUM MOASNMHHUKA
JonyckaeTcs He BOCNPOU3BOAUTb.

8.2.4 BoccTaHoBMNEHHbIE NOANMHHUKN O0SMKHBI ObITh NOANMCaHbI OTBETCTBEHHBLIM NMLIOM MO YKa3aHuWIo
pYyKOBOAMTENSA Nogpasaenenns, BbiMyCTUBLLETO MNOANMHHMKN NN BeAYyLWEero HabnoaeHe 3a 3roToBleHNEM
nagenus.

Hagnuce, noareepXxaarLwyr npaBuUibHOCTb BOCCTAHOBJIEHHOIO nNOAJIMHHUKA, clneayeT BbINOJIHATb
TYWb Ui MmallHHbIM cnocobom Ha none ans nogLnBekn LOOKyMeHTa, Hanpumep:

"BoccTaHoBMNEH C NOANTMHHMKA.
BepHo: (nognucek, chamunua n gata)".

"BoCCTaHOBIIEH C KOMUN.



BepHo: (nognucek, dhamunua n gata)".

npaBVIJ'IbHOCTb BOCCTAHOBJIEHHOIo NOAJIMHHUKA 3JIEKTPOHHOINo AOKYMEHTa AOJDKHa noaTBepXaaTbCA
SﬂeKTpOHHOVI Ll,VI(*)pOBOVI noanncblo OTBETCTBEHHOTIO Nnnua.

8.2.5 B BepxHeM npaBoM yrny nons Kaxgoro nMcra BOCCTaHOBMEHHOrO NOASNIMHHUKA AOMkKHa ObiTb
HaaNUCb TYLIbIO UK JOImKeH 6bITb NpocTaBneH wramn: "BoccTtaHoBNEHHbIN nognvHHUK N ..." ¢ ykasaHuem
nopsiaKoBOro HoOMepa BOCCTAHOBIEHMS AAHHOIO NUCTa NOANUMHHUKA.

8.2.6 BoccTtaHOBNEHHbI NOASIMHHUK [AOMKEH WMEeTb WHBEHTapHbI HOMEpP BOCCTaHaBNMBAEMOro
noanvHHuka. O BOCCTaHOBMEHUM AOKYMEHTa OOSKHA OblTh caenaHa OTMeTKa B MHBEHTapPHOW KHUre.

8.2.7 Ha noanvHHMKe unu Konuu, C KOTOPbLIX MPOM3BOAWUIIOCH BOCCTaHOBIIEHME, CTaBAT LUTaMM:
"SAMEHEH BOCCTAHOBJIEHHbIM TMOAJINHHMKOM N .." ¢ ykasaHueM MOpsiAKOBOrOo HOMepa
BOCCTAHOBMEHMS U AaTbl NPUHATUS BOCCTAHOBIIEHHOIO NOASIMHHMKA Ha XpaHeHue.

MpunoxeHne A
(cnpaBo4Hoe)

KommeHTapum Kk nyHKTam ctaHgapTa
3.1.1n 3.1.2 B apxuBHble KOMUN WN3MEHEHUS HEe BHOCAT. APXMBHbIE W KOHTPOSIbHbIE KOMWUM Ha
OyMaxkHOM HocuTene aboHEHTaM He BblAAKT N XPaHAT MX OTAENBbHO OT OPYINX KOMUNA.

3.1.4 CopepxaTenbHas 4YacTb 3NIEKTPOHHOW KOMUU MOXET ObiTb MorflyyeHa MeToAoM CKaHWMpPOBaHMWS
UK UMbpoBLIM hoTorpadpmpoBaHMeM GYMaKHOTO NOASIMHHMKA.

4.4 TepMyHbl  "ONEKTPOHHbIA  KOHCTPYKTOPCKMN  AOKYMEHT" Uu  "ONEKTPOHHbIA  TEXHONOrm4eckni
OOoKymeHT" cTaHgapTtusoBaHbl B ECKL v ECTA. OTn [OKYMEHTbl B COOTBETCTBUM C UX ONpeaerieHnsmu
OOJDKHBI MMETb He TONbKO COAEpKaTernbHYK, HO U PEKBM3UTHYH YacTu, B TOM 4YMCMEe U YCTAHOBIMEHHbIE
noanucu.

4.6 Npn cmewaHHOM [JoKymeHTooBOpoTe ANA yvyeTa U XpaHeHus B Cnyxby TexHudeckowm
OOKYMEHTaUMM NepefarT Kak aMeKTPOHHble, Tak u OymaxHble KO v TO. OkoH4yaTenbHOe YCTaHOBIEHWUe
KOMMJIEKTHOCTW MPOBEPSIOT HE TONbKO MO crneundukaumam, rae B rpadge "lMpumedaHme" ana anekTpoHHbIX
KO (TO) ykasbiBatoT ngeHtudukatop danna(os), Ho 1 no segomoctn KO (TA) (TOCT 2.106).

I'Ipmmeanme - ﬂOKYMeHTOO60pOT - 3TO ABWXEeHNe OOKYMEHTOB C MOMEHTa Ha4alna ux cosgaHua unm
nony4yeHna 0o X yHUUTOXEeHUA.

4.7 Mop peructpauuenn AOOKYMEHTa MNOHMMAETCS 3anucb YYeTHbIX [aHHbIX O [JOKYMEHTE Mo
YCTaHOBIMEHHON hopme, chmKeupyrollas dakT ero cosgaHus, oTnpaBneHnsl, NoMyYeHUs Unu NpUHATUSA Ha
XpaHeHue.

4.10 Mpn pyyHoWn perucTpaumm wums arina(oB) ykasbiBalOT B WHBEHTApPHOW KHUre B rpacde
"MpumeyanHune”. Mpn aBTOMATU3MPOBAHHOW perncTpaunm ums ¢arnna(oB) 3aHOCAT B COOTBETCTBYHOLLNIA
pekBM3UT (Nose AaHHbIX) aBTOMaTU3NPOBAHHOW CUCTEMBI.

4.13 lNpeobpasoBaHne OymMaXHOro MOOJSIMHHMKA B €ro 3MEKTPOHHYH KOMUIKO (3NEeKTPOHHasi Konus
OyMaXXHOro NOAMIMHHMKA) OCYLLECTBNSAOT C LENbl0 ee pas3MelleHuMs B aBTOMaTU3NPOBaHHOW CUCTEME
ynpaBneHna LOOKYMeHTaMW Ofs CaHKUMOHWMPOBAHHOMO [OCTyna K HeW BCEM 3auHTepecOBaHHbIM Nnuuam.
[MognMHHOCTBL 3TOM KONUKU YAOCTOBEPSIOT INEKTPOHHON LMGPOBON NOAMMUCHIO NULA, U3rOTOBUBLLENO KOMMUIO.

C nognuHHukoB anekTpoHHbIX KO v T mnsrotaBnuBaT OymakHble KOMMM C LEenbio obecrneyeHns
npousBoacTea (paboune konmmn). BymaxHasa konust anektpoHHoro KL (T[) gomkHa MMeTb ykasaHue Ha UMs
hanna 3NEeKTPOHHOIO KOHCTPYKTOPCKOro (TEXHONOrM4YecKkoro) AOKYMEHTa, C KOTOPOro Obiria M3roToBreHa
BymaxHasi Konusi, BepCUI0 aTOro JOKYMEHTa U NoAnuCh Nuua, U3roTOBMBLLIETO KOMUIO.

M3roToBneHHbIe KOMUKU JOMXKHbI ObITh YYTEHbI B KAPTOYKaX yyeTa JOKYMEHTOB.

4.14 [Ina obecne4yeHns BOCCTaAHOBMNEHUS 6a3 gaHHbIX aABTOMATU3NPOBAHHbLIX CUCTEM NPU XpaHEeHUn
noaANMHHUKOB cnenyeT BbINOJTHATL pe3epBHOE KONMpoBaHUE.

MpaBuna BbINOJIHEHUS]  PE3epPBHOIO  KOMUPOBAaHUS  (MEpPUOAMYHOCTb,  perucTpaumio v ap.)



yCTaHaBnMBaeT opraHn3auma.

6.3* PekomeHayeTcst XpaHWUTb apXVBHbIE KOMUM Ha Henepe3anvcbiBaeMoM 3IIEKTPOHHOM HOCUTENe.

* Hymepauumsa cooTBeTcTBYyeT opurnHany. - lNpumedaHune narotoutens 6a3bl AaHHbIX.
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Mpunoxexve B
(pexomeHgyemoe)

O6pas3ubl WITAMMNOB MO Y4eTy AOKYMEHTOB, BbINOMHEHHbIX B 6yMaxkHou cdopme
B.1 lUTamnbl npedHasHayeHbl AONA  YNPOLIEHUSt HaHeceHWs W OOCTUKEHUS  O4HOTUMHOCTM
n306paXkeHUst HaaNUCeEN U ykaszaHui, NPOM3BOANMbLIX B OKYMEHTaxX B npouecce ux obpalleHus, a Takke B
M3BELLEHMUSIX 1 B JOKYMEHTaX ydeTa.

B.2 Wramn "3AMEHEH BOCCTAHOBJIEHHLIM TMOAJIMHHMKOM N ..., .. r." ¢ ykasaHuem
NOPSIIKOBOro HoMepa BOCCTAHOBIEHUS MOASIMHHMKA U AaTbl €ro BOCCTAaHOBMEHUS CTaBAT Ha NOANIMHHKKAX, C
KOTOPbIX M3rOTOBMEHbI BOCCTAHOBMEHHbLIE NOAMUHHUKN.

B.3 Wramn "AHHYINIMPOBAH, 3AMEHEH, ... nssew. N ... oT ... I." cTaBaT (C ykasaHMeM HOMepa,
OaTbl BbiMycka U3BELLEHNST U MOAMUCK) Ha aHHYNIMPOBAHHbIX MO U3BELLEHUAM MOAJIMHHUKAX, AybnvkaTax u
KOnusiX, @ TakKe Ha KapToykax ydeTa. [1pu oTCyTCTBUM 3aMeHbl CTaBAT NPOYepK.

B.4 Wramn "TTPKM HOBOM KOHCTPYWUPOBAHWU HE MPUMEHATbL, BSAMEH NMPUMEHATL .."
CTaBAT Ha OCHOBAHUWM COOTBETCTBYIOLIMX WU3BELLUEHUIN Ha MOANMHHMKAX, AybnukaTtax u Komusix, KoTopble
Henb3s NCNonb3oBaTh BO BHOBL pa3pabaTtbiBaeMbIX M3AENUAX, a TakKe Ha KapToykax yyeTa.

B.5 Wrtamn "BBAMEH MNOAJIMHHUNKA" cTtaBAT Ha OOKYMeHTax npu OTCYTCTBUWU MOAMNUHHWKOB 3TUX
OOKYMEHTOB.

B.6 LWtamn "OK3. N ... " cTaBAT (C yka3aHMem HOMepa 3k3eMnnspa) Ha nankax (anbbomax) Konunm n Ha
OTOENbHbIX KOMUSIX.

B.7 Wramn "MIHB. N ..., 3K3. N ..., ... ." cTaBaT (C ykasaHMeM WHBEHTApPHOro HOMepa, HoMepa
aKkseMmnnspa v paTbl peructpauum) Ha nankax (anbbomax) M OTAENbHbIX KOMUAX [OKYMEHTOB ApYrnx
opraHuMsauuin.

JonyckaeTcsa Takke Wcrnonb3oBaTb 3ToT wWTamn (6e3 ykasaHUMs HoMepa akK3emnnspa) npu
perucTpaumm o6pasuoB Ans TunorpaddCkux K3LaHWA U Opyrux [AOKYMEHTOB, XPaHSLLUMXCSH Ha npaBax
NOANMHHUKOB.

B.8 Wramnbl  "KOHTPOMbHbIN  JK3EMMNAP" u  "APXVMBHbIN  SK3EMMAP"  crassaT



COOTBETCTBEHHO HA KOHTPOJIbHBIX Y apXMBHbIX 3K3eMMNspax Konuin U Ha nankax (ansbomax) konui. Ltamn
"KOHTPOJIbHbIV SK3EMIJIAP" cTaBAT Takke Ha KOHTPOSbHbBIX 3K3EMMNIISApax U3BELLEHUA N NPUIIOKEHUI K
HUM.

B.9 Wramnbl  "OK3EMMNAP KOHCTPYKTOPA" wu "OK3EMMNAP TEXHONOIA" craBat
COOTBETCTBEHHO Ha KOMUAX KOHCTPYKTOPCKMX M TEXHOMOMMYECKNX OOKYMEHTOB, BblgaBaeMbIX AMS TeKyLllewn
paboTbl noapasgeneHuto, BbinyckaloweMy NOANMHHUKA UNKM Beayllemy HabniogeHue 3a U3roToBMEHUEM
n3genuin B Npon3BOACTBE.

B.10 Wrtamn "Ob USMEHEHWNWN HE COOBLLAETCHA" ctaBaT Ha KONMaX JOKYMEHTOB, BblJaBaeMbIX B
nopsiake pa3oBoK Bblaa4yn 6e3 BbICbIKN B AarbHENLLIEM N3BELLLEHWUIA 00 M3BMEHEHUN STUX AOKYMEHTOB.

B.11 JonyckaeTcs MpUMeHsiTb M WTamnbl APYrMX BUAOB, YNPOLUAOLWMX HaHeceHwe Haanuceil Ha
AOKYMEHTax.

B.12 O6pasubl WTamnoB No y4eTy JOKYMEHTOB NpuBeAeHbl Ha pucyHke B.1.
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PucyHok B.1



Mpunoxexue I
(pexomeHpyemoe)

CknapgbiBaHue vyepTexen
.1 Jluctel  yepTexen Bcex opmaTtoB crnegyet cknagplBaTb CHavana BAOMb  MVHUN,
nepneHanKkynapHbix (NpoAonbHbIX) K OCHOBHOW Haanmucu, a 3aTeM BAOMb NWHMK, napanfenbHbIX
(monepeyHbIX) K OCHOBHOW HaZNUCMK.

.2 JlucTbl YepTexen nocne ckrnagblBaHWUS AOMKHbI MMETb OCHOBHYH HAANUCb Ha NULLEBON CTOPOHE
CIOXXeHHoro nucTa.

.3 JIucTbl yepTexen cknagbiBalOT B MOCNeoBaTEfIbHOCTW, YyKasaHHow B Tabmuvuax .1 un .2,
unpammn Ha NMHUAX CrnboB.

I".4 YcTaHaBnNuBalOT crieayloLine BMAbl CKagbliBaHWS:
- B Manku B COOTBETCTBUM ¢ Tabnuuen IM.1;
- Ans HENOCPEeACTBEHHOIO BPOLLOPOBAHUS - B COOTBETCTBUM C Tabnuuen IM.2.

Tabnuua I".1 CknagbiBaHWe B nanku
B munnmmeTpax
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Tabnuua I.2 CknagbiBaHve Ans HenocpeacTBEHHOro 6poLLIPOBaHUS

B munnmmeTpax
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KntouyeBble crnoBa: KOHCTPYKTOPCKada OOKYMEHTauud, y4eT U XpaHeHne OOKYMEHTOB, BOCCTaHOBIIEHME
noaANMHHUKOB
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