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M E X T OGCUY A4 APGC CTDBEHH bl W7 C TAHIOAPT

EfMHanA cuctemMa KOHCTPYKTOPCKOU foKyMeHTauum
MPABUNA YUYETA N XPAHEHUA

Unified system for design documentation. Registration and storage rules

JaTa BBegeHns — 2014—06—01

1 O6nacTb NpUMeHeHUs

HacTosiwumii ctaHgapT ycTaHaBMBaeT 06Llme TpebGoBaHNS K YYETY, XPAHEHUD BYMaXKHbIX WU 3/1EKTPOH-
HbIX KOHCTPYKTOPCKMX UM TEXHOJIOTMYECKUX OOKYMEHTOB (fasiee — AOKYMEHTbI) Ha MU34enus BCex oTpacneit
NPOMbILLIEHHOCTMW.

Ha ocHOBaHWM HacTosLWero ctaHgapTa MoryT GbiTb paspaboTaHbl CTaHAapTbl opraHu3aunii, yunuTbiBa-
oL Me 0COGEHHOCTH yyeTa U XpaHEHNs1 KOHCTPYKTOPCKMX U TEXHOIOTMYECKMX AOKYMEHTOB B 3aBUCUMOCTU OT
o6bema fOKyMeHTauuu, yCrnoBuii JOKYMEHTO060poTa M UCMO/b3yeMbIX aBTOMAaTU3MPOBAHHbIX CUCTEM y4yeTa
N XpaHeHus AaHHbIX 06 ngenuu.

2 HopmaTuBHbIE CCbINKK

B HacTosleM cTaHgapTe UCMOob30BaHbl HOPMATKBHbLIE CCbIJIKW Ha CriefytoLme MexXrocygapcTBeHHbIe
cTaHjapThbl:

FOCT 2.051 EpgnHas cuctema KOHCTPYKTOPCKOWN AOKYMeHTaunn. DNeKTPoHHbIe AOKYMeHTbl. O6Lwme no-
NoxXeHus

FOCT 2.102 EguHasa cuctema KOHCTPYKTOPCKOWM AOKyMeHTauun. Buapl 1 KOMNIEKTHOCTb KOHCTPYKTOP-
CKUX AOKYMEHTOB

FOCT 2.106 EpnHasa cuctema KOHCTPYKTOPCKON fOKyMeHTauuu. TeKCTOBble AOKYMEHTbI

FOCT 2.301 EpuHas cucTema KOHCTPYKTOPCKOM AOKYMeHTaumun. dopmaTtsl

FOCT 2.503 EgunHasn cuctema KOHCTPYKTOPCKON AOKyMeHTauuu. MpaBuna BHECEHUS U3MEHEHWI

FOCT 2.601 EpuHasa cuctema KOHCTPYKTOPCKOM [OKYMeHTauuun. JKenayaTalMoHHble JOKYMEHTbI' >

FOCT 2.602 EpgnHas cucTema KOHCTPYKTOPCKOM AOKYMeHTaLMn. PEMOHTHbIE JOKYMEHTbI

FOCT 2.701 EpgvHas cuctema KOHCTPYKTOPCKOW fokymeHTauuu. Cxembl. Bugpl n Tunbl. Obwwne Tpebo-
BaHWS K BbINOJIHEHMNIO

FOCT 3.1102 EpuHas cucTemMa TEXHOJIOTMYecKoin fokymeHTaumm. CTagum paspaboTku U BuAbl LOKY-
MeHTOB. ObLyMe NoMoXeHns

FOCT 3.1201 EpvHasA cuctema TEXHOOTMYEeCcKol AoKymMeHTauun. Cuctema 0603Ha4YeHUs TEXHOMOIU-
4yeckoli AoKyMeHTaLum

FOCT 13.1.002 Penporpacws, mvukporpadus. JokyMeHTbl 418 MUKpoduabmupoBaHus. Obume Tpebo-
BaHWA U HOPMbI

NMpumeuaHue — Mpy NONb30BAHUM HACTOALWMM CTaHAAPTOM Liesiecoo6pasHo NPOBEpUThL AeiicTBME CCbINoy-
HbIX CTaHAAPTOB W KNACcCU(MKATOPOB Ha OpULMabHOM UHTEpHET-caiiTe Mexrocy4apcTBeHHOro coseTa no craHgapTu-
3aunn. MeTposiorun 1 cepTudmkaumm (wv.iv.easc.by) nnm no ykasatensm HauyMoHasIbHbIX CTAHAAPTOB, U34ABaeMbIM B
rocyfapcrsax, ykasaHHbIX B NPEAUCI0BIUU, UM HA OIMULMANbHBIX cCaliTax COOTBETCTBYIOLUX HALMOHALHbLIX OPraHoB Mo
cTaHgapTusauyum. Ecnm Ha OKYMEHT AaHa HelaTMpoBaHHAs CCbifika, TO CeAyeT UCNO/b30BaTh JOKYMEHT, AeNCTBYIOL Wi
Ha TeKyLiMii MOMEHT, C YYETOM BCEX BHECEHHbIX B HET0 M3MEHeHU. ECM 3aMeHeH CCbINIOYHbIA LOKYMEHT, Ha KOTOPbIi
faHa faTupoBaHHas CCbliKa, TO CleAyeT UCMOMb30BaTb yKa3aHHYl0 BepCcuio 3TOro AokymeHTa. Ecnu nocne npuHATHS

B Poccwiickoii ®epepauumm gelicteyet MOCT P 2.601—2019.

M3paHue oduymansHoe
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HaCTOSILLEro CTaHAapPTa B CCbINIOYHbINA AOKYMEHT, Ha KOTOPbLIA faHa AaTUPOBAHHAS CCblfKa, BHECEHO N3MEHEHNWE, 3aTpa-
rMBatollee NosioXeHne, Ha KOTOPOe AaHa CCbiNka, TO 3TO NONOXEHNE NPUMeHsieTca 6e3 yyeTa JaHHOTO U3MeHeHus. Ecnu
CCbINIOYHbIV JOKYMEHT OTMEHEH 6e3 3aMeHbl, TO NOJI0XEHNE, B KOTOPOM AaHa CCbifiKa Ha Hero, NPUMEHSIETCS B YacTu, He
3aTparuBaloLLeil 3Ty cchinky.

3 TepMuHbI, ONpeaesieHnst 1 CoKpaLleHns

3.1 TepmuHbl 1 onpefeneHns

B HacTosweM cTaHfapTe NPYUMEHeHbI Criefyolme TEPMUHbI C COOTBETCTBYIOLLMMMN ONpefenieHNaMN:

3.1.1 apxuBHasa konusa: Konusi KOHCTPYKTOPCKOro (TEXHO/IOTMYECKOro) AOKYMeHTa, oTpaxarowas co-
CTOAAHNE KOHCTPYKLUUU WU TEXHOSIOTUN U3TOTOBMIEHUSA U3AE/INA B Nepuos yTBepXKAeHUsa 1xX 3akasyuukom, ne-
peAayn NOAMMHHUKOB OpPraHM3aunam-us3roToBUTENSAM. MpekpalieHns NPOu3BOACTBA LaHHOW KOHCTPYKUUW M
T. 0.*Y

3.1.2 KOHTpONbHAaA Konua: Konust KOHCTPYKTOPCKOrO (TEXHOMIOTMYECKOro) AOKYyMeHTa, cayxalasa ans
BOCCT@HOB/IEHUS NOA/IMHHMKA, U3rOTOBEHUA Ay6NNKaToB, paboynx KOnwii, cnpaBok UavM CBEPKN JOKYMeHTa-
Lumun*.

3.1.3 pab6oyas konus: Konuss KOHCTPYKTOPCKOrO (TEXHO/I0rMYecKoro) AOKyMeHTa, npegHa3HayeHHas
Ana 06cnyxuBaHWsa NPOU3BOACTBA.

3.1.4 opraHusauunsa — gepxarenb NOAMHHUKOB: OpraHusauuns, oCcyWwecTBaALWas XpaHeHne, yyeT
NOAMMHHWKOB AOKYMEHTOB ¥ MMeloLLas NnpaBo BHOCUTb B HUX U3MEHEHWM, a TakkKe nocTaBnsaThb (NepefaBatb)
Konuu n/vnu oy6nvkaTtbl CBOUM abOHEHTaM.

3.1.5 3anekTpoHHasA Konus BGyMaXHOro AOKYyMeHTa: DNEeKTPOHHbIA KOHCTPYKTOPCKUIA (TexHonornue-
CKWii) JOKYMEHT, cogepXartesibHast 4acTb KOTOPOro COOTBETCTBYET NOASIMHHUKY GYMaXHOTro AOKyMeHTa*.

3.2 CokpaleHus

B HacToAweM cTaHJapTe NpPYMEHEHbI CeayoLme CoKpalleHus:
ECKL — EgavHas cuctema KOHCTPYKTOPCKOW AOKyMeHTauuu;

ECT/[, — EpauHas cucteMa TEXHOJIOTMYECKON AOKyMeHTaLmuy;

KA — KOHCTPYKTOPCKUIA fOKYMEHT ([AOKYMEHTbI, JOKYMEHTaLus);
T4 — TEXHOMOrMYECKNIA OKYMEHT ([OKYMEHTbI, LOKYMEHTaLus).

4 OCHOBHbI€e MOJIOXEHUS

4.1 Bce vMelOLLMECS N U3TOTOB/IEHHbIE B OPraHn3aumn 4OKYMEHTbI NoANexaT yYeTy U XpaHeHuto.

4.2 YueT JOKYMEHTOB N WX XpPaHeHWe, a Takxe y4yeT opraHusauuii, B KOTOpble HanpaBAsloT fOKYMEH-
Tbl. — 3TO YacCTb CUCTEMbI O6paLLEHNS AOKYMEHTaLUN B OpraHm3aLmm.

YyeTy nognexar:

- BCe MoCTynawLne Ha XpaHeHne NOoASVIHHNKN, Ay6nukaTbl U KONUW AOKYMEHTOB.

- aboHeHTbl (BHELWUHNE U BHYTPEHHME), MPUHATbIE HA aGOHEHTCKOe 06CAY)XMBaHME U M3BeLLaeMble 0
BHOCVMbIX U3MEHEHUAX B NOA/IMHHUKN MW Ay6nnKaTbl OKYMEHTOB;

- aboHeHTbl pa3oBoil Bblgaun (nepefayn) Konuii AOKYMEHTOB, KOTOPble He M3BELLarTCA O BHOCUMBbIX
N3MEHEHUAX B NOA/IMHHMKN MW Ay6NnKaThl OKYMEHTOB,;

- OBWXKEHWe AOKYMEHTOB (M3roTOB/IEHUE U YYET KOMNWIA, U3MEHEHUs, MPYMEHAEMOCTb);

- BCE BUAbl N3BELLEHNIA 06 USMEHEHMMN JOKYyMeHTOB (yyeT n3seuieHuii — no FOCT 2.503).

MpumeyaHne — YyeT aBOHEHTOB BbINOHAWT N0 dopmam 3 1 3a (CM. npunoxexHune b).

4.3 TIOANVHHUKN KOHCTPYKTOPCKUX W TEXHOJIOTMYECKUX [O0KYMEHTOB, MPUMHMMAaeMble Ha XpaHeHue,
[OMKHBI cooTBETCTBOBAThL TpeboBaHuam ECK/ v ECT/, COOTBETCTBEHHO.

4.4 TIOQNIHHUKNA 3MEKTPOHHbIX K[ # 3neKkTpoHHbiX T/l OO/MKHbI COOTBETCTBOBaTb TpeboBaHUAM
FOCT 2.051*.

1) 3pecb 1 ganee 3HaKOM «% OTMeEYEeHbl MYHKTbl, K KOTOPbIM AaHbl KOMMEHTAPUUN B MPUIOXEHUN A.
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4.5 TIOAIMHHMKN Ha GYMaXHOM HOCUTese AO/KHbl OblTb MPUIrOAHbI 4719 MHOTOKPATHOTO CHATWSA KON
(oTcyTCcTBME MPOPbLIBOB, NOAKAENKM, NPOTEPTLIX MECT, HEYETKOCTb TEKCTAa, /IMHWIA), penporpadunyeckoii obpa-
60TKM 1 AO/HKHbI COOTBETCTBOBATHL TpeboBaHusam MOCT 13.1.002.

4.6 Tpu npremke NOASIMHHUKOB Ha XpaHeHne NpPoBepsIoT:

- KOMM/EeKTHOCTb K[l B COOTBETCTBMU CO creuudukaunsaMm, BeoMOCTAMU 31eKTPoHHbIX KA, (TA) nnn
APpYrMMun [OKyMEeHTamm, B KOTOPbIX MepeyncsieHbl ciaBaemMble NoAMHHUKN;

- KOMMNIEKTHOCTb T/, B COOTBETCTBMM C MApLUPYTHOW KapTO UAW APYrMMU [OKYMEHTaMu, B KOTOPbIX
nepeuyncneHsl casaemMble NOAJMHHUKK;

- HasMume yCTaHOB/EHHbIX Nognuceli (B TOM Yncie 3NeKTPOHHbIX LudpoBbix nognucein) n gat. Mpu-
H/MaTb Ha XpaHeHWe [OKYMEHTbI, He UMeloLe NognNucK Nnua, oCyLecTBASIOLWEro HOPMOKOHTPO/Ib. He A0-
nyckaeTca*.

4.7 [loOKyMeHTbI, nocTynarwLme Ha XxpaHeHune, perucTpupyoT.

Peructpauuio npon3sBoasaT aBTOMaTU3MPOBaHHbIM UM HEABTOMATU3UPOBaHHLIM CNOCOOOM*.

4.8 Kaxgomy noAvHHWKY AOKYMEHTa NpuMcBavBaloT OAWMH PerncTpauvoHHbI (MHBEHTapHbIA) HoMep
He3aBUCKMO OT KOSIMYecTBa IMCTOB B BYMaXKHOM AOKyMEHTe WK konmyecTBa paiiioB B 9N1EKTPOHHOM KOH-
CTPYKTOPCKOM (TEXHOMOTMYECKOM) AOKYMEHTE, U3 KOTOPbIX OHW COCTOSAT.

Ha 6ymaxHOM [OKYMeHTe, COCTOALLEM U3 HECKOMbKMX /IMCTOB, MHBEHTaPHbIi HOMEP HAHOCAT Ha KaX-
ObllA NnCT.

WNHBEHTapHbIA HOMEP MOAJIMHHMKA 3/1EKTPOHHOTO KOHCTPYKTOPCKOrO (TEXHO/IOTMYEeCcKOoro) fOKyMeHTa
yKa3blBalOT B €ro PeKBU3NTHON YacTu.

4.9 Mpu perncTpauymn JOKYMeHTa pekoMeHAyeTCa ykasblBaTb C/eAytoLlylo OCHOBHYIO MHGOpMaLuuio,
npviBedeHHyto B Tabauue 1:

Ta6nuya 1

HanmeHoBaHve
vHhopmaLwm

OpraHusaums

MogpasgeneHue

O603HauyeHne gokymeHTa

HanmeHoBaHune AOKYMEH-
Ta

HanmeHoBaHne [OKyMeH-
Ta B 3aBMCUMOCTM OT Xa-
pakTepa 1cnosib30BaHnA

dopmat

OpraHusauusi, B KOTOpoii
HaxXoAMUTCA NOANUHHUK

PernctpaunoHHbiii Homep
[ata noctynneHusa
Konuyectso nuctos
Moanuck

Mmsa daiina(oB) anek-
TPOHHOTO KOHCTPYKTOP-
CKOro (TeXHO0rMYecKoro)
[OKyMeHTa

MNosicHeHne

OpraHusauus (W1 ee Kof), OCyLLecTBAsI0-
was yuyeT u XxpaHeHne AOKYMEeHTOB

Moppasgenexue, BbiNyCTUBLIEE AOKYMEHT

O6o3HayeHne AOKyMeHTa W Kof. ecnn ero
kop onpegeneH MNOCT 2.102. TOCT 2.601.
FOCT 2.602. TOCT 2.701. FOCT 3.1102

HavnmeHoBaHWe [OKyMEHTa, €C/lM ero Kog
onpegened TOCT 2.102, TOCT 2.601.
FOCT 2.602. TOCT 2.701. TOCT 3.1102

MoanuHHKK, ay6nukaT unu konus. flonycka-
eTcs ykasblBaTb NOPSAKOBbLIA HOMep B CO-
oTBeTcTBUM ¢ TOCT 2.102 (Tabnuua 2. rpa-
tha 1)
O603HauveHne
FOCT 2.301

thopmata snucta — no

CoKpalyeHHOe HaMMEHOBaHNe opraHn3aunm,
B KOTOPOW XpaHWUTCS NOANMHHMK

MIHBEHTApHbI HOMEep AOKyMeHTa
[arta nprema [OKyMEHTa Ha XpaHeHue
KO/IM4eCTBO /TMCTOB B JOKYMEHTE
MoAnuck o Npuemke AOKyMEHTa

Mpwu ykaszaHun nMeHn aiina ykasbiBaloT ero
Tun (txt. doc. pdf. xml. sgm, tif. jpg. prt. asm
nT.n)

MpymedaHme

MHopmaumio 06 opraHusauun cnegyet
3anuncbIBaTh B COOTBETCTBUN C YKA3aHHOIA
B PEMUCTPUPYEMOM [OKYMEHTE

[onyckaeTcs ykasbiBaTb KOA LOKYMEHTA,
YCTaHOB/IEHHbIi CTaH4AapTOM oOpraHusa-
umm

[lonyckaeTcs ykasblBaTb HauMeHOBaHue
[LOKYMeHTa, YCTaHOB/IEHHOE CTaH4apTOM
opraHusauum

Moanuch Nuua, NPUHSABLLIErO JOKYMEHT

Hanpumep, B hopme 1 nHcopmauuto pe-
KoMeHAyeTca ykasbiBaTb B rpadpe «[Mpu-
MeuyaHne®. B thopme 2 — B pesepBHON
rpace («Pe3eps») U T. 4.
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4.10 Mpwn py4yHoli perncTpauum NepPevncneHHyo UHPOPMAaLMI0 yKa3biBaloT B UHBEHTAPHOI KHUre no
thopme 1 (cM. npunoxeHue b).

JlonyckaeTcsa BeCTU OfHY UHBEHTAPHYI KHWTY 4718 NOAIMHHUKOB W Ay6NKATOB KOHCTPYKTOPCKUX U Tex-
HOMOTMYECKNX [LOKYMEHTOB M OTAE/bHbIE UHBEHTAPHbIE KHUMM MO BUAAM U3Aenunii (An3ensim, BaroHam, TpakTo-
pam. Typ6uHam 1 T. 4.), Npu 3TOM UHBEHTapPHbIE HOMEepa He A0/IKHbI NMOBTOPATLCSA*.

Mpy aBTOMATM3MPOBAHHON perncTpauuy NnepeyncieHHyro MHopmMaLumio 3aHOCAT B aBTOMaTU3NPOBaH-
Hyl0 cucTemy. Busyanusauuio nHdopmanmmn pekoMeHayeTcs BbIMONHATL aHanornyHo opme 1

4.11 PerucTpauuio NOAJIVHHMKOB U NMOCTyNaKLWMX OT APYrMX opraHu3auuii oybnmkatos cnegyeT BecTu
OTAEe/IbHO A/19 OKYMEHTOB Ha U3[e/Insi OCHOBHOTO 1 BCoOMOraTesibHoro npon3BoACcTBa.

4.12 OAHOBPEMEHHO C perucTpauueil NoANNHHNKOB AO/KHbI GbITh 3aM0/IHEHbLI COOTBETCTBYIOLLME TPpa-
(bl yyeTa, pacnosioxXeHHble Ha nose Ana NoAWnBKM NucTa 6yMaXHOro noA/IMHHUKA, v 3aHeceHbl COOTBeT-
CTBYIOLLME PEKBM3UTBI B 31€KTPOHHbIA K, (TA).

4.13 B cnyyvasx, Korga B opraHv3aumm 0fHOBPEMEHHO NMPUMEHSIOT 3NEKTPOHHbIE 1 BymaxHble KA, (TA).
Jonyckaetcs ux B3anMHoe npeobpasosaHue Apyr B Apyra. BsaumHoe cooTBeTcTBUE NpeobpasoBaHHbIX [0-
KyMeHTOB o6ecneunBaeTcs y4aCcTHVKaMu Nnpeobpas3oBaHns 1 XpaHeHns 3aTuX AOKYMEHTOB.

[loKkyMeHTbl, NnosyyeHHble B pesysbTate B3avMHOro npeobpasoBaHus, JO/DKHbI UMETb COOTBETCTBYIO-
e CCbIIKM ApYr Ha apyra.

OpraHun3auns OoKyMeHT0060poTa B YC/I0BUAX NPUMEHEHUS CPEACTB BbIYNCUTENIbHOW TEXHUKMN AO/MKHA
obecneumBaTb (NP HEOBGXOAUMOCTU) COBMECTUMOCTL PYYHOI M aBTOMaTU3UPOBaHHOW 06PaboTKM [OKYMEH-
TOB*.

4.14 MoAnvHHVKM 3nekTpoHHbIX KA (TA) v konun anekTpoHHbix KA (TA) Apyrvx opraHu3aunii XpaHaT B
aBTOMAaTU3NPOBAHHbIX CUCTEMAaX yNpaBneHns JOKyMeHTaMn U/UAnM Ha OTAENbHbBIX 3/1EKTPOHHbIX HOCUTENSX.
ABTOMATU3MpPOBaHHbIE CUCTEMbI YNpas/ieHnsa AOKYMEHTaMu A0/MKHbI ob6ecrneynBaTth BbINOSIHEHWE TpeboBa-
HMA HacTosLero cTaHaapTa.

XpaHeHve NoA/IMHHMKOB Ha OTAE/bHbIX HOCUTENAX OCYLLECTBASIOT MO BO3pacTaHuo 0603HaYeHuid fo-
KYMEHTOB B npefenax usgenus. YCnoBusa XpaHeHns Ha oTAe/IbHbIX HOCUTENAX AO/MKHbI obecneunsaTb UX CO-
XPaHHOCTb. BbICTPbIA MOUCK U MPUFOAHOCTb K UCMONb30BaHNIO*.

4.15 Tlo KaxAoMmy 3aperncTpupoBaHHOMY AOKYMEHTY OCYLLECTB/AOT YYeT ero npumeHsseMocTHu.

YyeT NpUMeHAeMOCTI OCYLLLECTBIIOT NyTEM yKasaHus:

- 0603HaYeHns n3genus, B KOTOPOM NPUMEHEH [OKYMEHT,;

- AaTtbl NPUMEHeHNs AOKYMEHTa B APYroM U3Aenuu.

YyeT NpUMEHAEMOCTN [OKYMEHTOB MOXET OblTb NPOBEJEeH aBTOMAaTU3MPOBAHHLIM UM HEaBTOMAaTU3K-
pOBaHHbIM CNOCO6OM (BPY4HYHO).

PyuHoi1 cnoco6 yuyeTa npumeHsiemocTn K[ ocyLiecTBASAOT B KapToukax yyeTa [AOKYMEHTOB Mo ¢hop-
MaM 2. 2a. 26 n 2B (CM. npunoxeHue B), a TexHONOrMyecknx LOKyMeHToB — no popmam 2 n 2a FOCT 3.1201.

HeobxoAnMmMOCTb yyeTa MNPOEKTHOV AOKyMEeHTauuu BCMOMOrateflsHoro U eAvHUYHOro Npou3BOACTBA
ycTaHaB/MBaeT pas3paboTyuk.

5 XpaHeHue NoA/IMHHUKOB

5.1 MopnuHHWKN 6yMaxHbix K cnefyeT XxpaHuTb No knaccutukauMoHHbIM XapakTepuctukam (rpynnu-
poBkam) nod)opmMaTHO B Nopsfke Bo3pacTaHUs 0603HaYeHUs AOKYMEHTOB B npefenax kaxgoro dgopmara u
Kofa opraHusauummn-paspaboTynka.

[onyckaeTca XpaHuUTb NOA/IMHHMKM 6e3 yyeTa hopmaTos.

TpeboBaHMsA K XpaHeHW0 NOANIMHHUKOB cornacHo 4.14.

5.2 MopnuHHukn T[, cnepyeT XpaHUTb MO MeTodam 06paboTku n cbopku nsgenus 6es yyeta hopmaToB
B Nnopsiake Bo3pacTaHus nx 0603HadeHunii no FOCT 3.1201 B npefenax Kaxaoro Buga TEXHOMOTMUYECKOro npo-
Lecca no MetoAy BbINO/IHEHUS.

[lonyckaeTcs XxpaHuTb MOA/IMHHUKMA KOMMIeKTaMmn No Bo3pacTaHuio 0603HaveHuii K. yka3aHHbIX B OC-
HOBHOW HaANMCK TEXHOIOTNYECKNX JOKYMEHTOB.

5.3 TMOoA/IMHHUKK, BbIMOJSIHEHHbIE HA NINCTax MeHblle, YeM dopmaT Al. cregyeT XpaHuTb B pasBepHYTOM
BUAe.

MoAIMHHUKK, BbINO/THEHHbIE HA NNCTax He MeHee dhopmaTa Al 1 6onee, pekoMeHayeTCsA XpaHuTb CBep-
HYTbIMW Ha CKasKax Win B pasBepHyToM Buje.
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5.4 MOANVHHUKN aHHYNMPOBAHHbIX Y 3aMEHEHHbIX BYMaXHbIX OKYMEHTOB CreflyeT XpaHUTb OTAENbHO
0T AEeCTBYIOLNX MOASTMHHUKOB, W UX AONYCKaeTCa cknagbiBaTh Ha chopmatbl A4 n A3 B COOTBETCTBMMN C NpU-
noxexvem r.

5.5 MOANUHHUKN aHHY/IMPOBAHHbIX N 3aMEHEHHbIX [OKYMEHTOB YHUUYTOXAIOT Noc/ie cocTaB/ieHns akta
06 YHUUYTOXEHUMN.

6 YuyeT n XxpaHeHue 6yMaXKHbIX Konui

6.1 Konun foKymMeHTOB B BymaxHON chopme, MprHUMaeMble Ha XpaHeHue, JO/KHbl 6biTb KOHTPACTHO
oTnevyaraHbl U OO/MKHbI MMETb POBHbIA (hOH 6e3 pa3HOLBETHOCTW, 3aTPyAHSIOLWER YTeHne gokymeHTa. Ha
KOnusAX [0/MKHbI BbITb BOCMpou3BeaeHbl (6e3 NponyckoB) BCe MMEKLWMecs Ha NoAJMHHUKE, Aybnukarte wim
opuvruHane nMHUK, G6yksbl, LUMPbLI U T. N.

Mpu npuemke konuii B 6yMaxHoli oopMe NPOBEPSIOT HaNnyne BCeX INCTOB U KOMMNEKTHOCTb JOKYMEH-
Tauuy B COOTBETCTBUM C CONPOBOAUTEIbHBIMU JOKYMEHTaMU.

6.2 OpraHu3auum MOryT XxpaHutb cnegyrowme konun KA n T[: apXnBHble, KOHTPOJIbHbIE U paboyne.

6.3 Hanuume apxmBHbIX KOMWIA OTpaxXaloT B kapToykax yyeta (cm. hopmy 2, npunoxexne B).

[ns noKkymMeHTOB B 6yMaxHoli (hopMe Ha BWAHOM MecTe nankv (anbboma) U Ha NNLEBOI CTOPOHE Kax-
[0Vi apXMBHOI KONuK cTaBAT WTamn «APXUBHbIA OK3EMIM/IAP». Hike WTamna ykasbiBaloT NPUUNHY 1 4aTy
NPVHATUA Ha XpaHeHne apXMBHOM Konuu.

ApXuUBHas KOMUSI 3/1EKTPOHHOTO [OKYMeHTa [A0/HKHA UMEeTb B PEKBU3UTHOW 4acTu COOTBETCTBYHOLLWIA
npu3sHak.*

[lonyckaeTcs xpaHeHne apXxMBHbIX KOMWIA B BUAE MUKPOMUIbMOB UM 3NEKTPOHHbBIX KOMWI BYMaXHbIX
[OKYMEHTOB.

6.4 KOHTpONbHas Konus 371eKTPOHHOIO JOKYMEHTa A0/HKHA UMeTb B PEKBU3WUTHO 4acTu COOTBETCTBY-
IOLL M NPU3HAaK.

Ha nnueBoli CTOpPOHe KaXAoro McTa 6yMaXHOW KOHTPO/IbHOM KOnuu Ha BUAHOM MecTe CTaBAT LwTamn
«KOHTPO/bHbIA 3K3EMIMNSAP» (3a UCKTIOUEHMEM KOHTPO/bHbLIX KOMWUA Tunorpadickux nsgaHuii n cépo-
LUOPOBAHHbIX TEKCTOBbIX AOKYMEHTOB, HA KOTOPbIX LUTAMM CTABAT TONbKO Ha 06G/0XKKE M Ha TUTY/IbHOM Wn
nepBoM SINCTE).

6.5 Yucno paboumx konuii, Haxo4AWMXCS B 06paLleHnn, n MecTa nx XxpaHeHus (Bblgaun-npuemMkn) ycta-
HaBAVBaeT opraHu3auus.

6.6 Konun nokymeHTOB B GyMakHOV hopme XpaHAT Kak pocChinblo (MOIMCTHO). Tak U BIOXEHHbIMU B
nanku uam, npyu Heob6xoaMMocTH, COPOLLIOPOBAHHBIMU B &/TbOOMBbI.

Mpu xpaHeHUn poccobinblo (MOANCTHO) KONUM cknafpbiBaloT Ha dopmaT A4 B COOTBETCTBMM C Tabnu-
uein 1 (cMm. npunoxenue ).

Konuu, nomelyaemble B anb6oMbl U nanku, cknagbliBaioT Ha opmatel A4 nnm A3 B COOTBETCTBUM C
Tabnuueli 1 (cM. npunoxexHune ), a Ana 6poLIOpOBaHNA — B COOTBETCTBMU C Tabnuuein .2 (CcM. npuioxe-
Hue ).

6.7 Konun 6ymaxHbix K[ Ha n3genve yknafbisatoT B nankv (anb6ombl) B npegenax vsfgenus wiun B
npegenax paunoHaabHO BblIbpaHHbIX COCTaBHbIX YacTeil usgenus.

Konuu yknagbiBatoT B cnefytoLLeil nocnesoBaTebHOCTY:

1) cneuundmkaunsa usgenus;

2) AOKYMEHTbl OCHOBHOMO KOMMEKTa u3genvs (B nopsake sanucu nx B cneymdnkanmm);

3) cneuudukaLnm cocTaBHbIX YacTel n3aenns n JOKyMeHTbl OCHOBHOIO KOMMJIeKTa COCTaBHbIX YacTeit
nsgenua (B nopsigke Bo3pactaHus 0603HayYeHni). [JoKyMeHTbl OCHOBHOTO KOMMEKTa COCTaBHbIX YacTel u3-
Jenvsa nomeLaloT nocne cneundukalymm B nopsgke nux sannucy B cneumdukaumm,

4) yepTexu geTtaneil, 3anucaHHble B cneumdmKaLm 0CHOBHOIO U34eNns, U BCeX ero COCTaBHbIX YacTel
(B nopsAgke Bo3pacTaHus 0603HaYEHWIA).

Ecnn Ha geTanb (Kpome yepTexa) BbiNyLieHbl Apyrme AOKYMEHTbI, TO UX MOMELLAlT noc/ne yeprexa
feTaneii (B nopsfke 3anncu ux B cneyudukauum).

6.8 KomnnekT konuid T/l yknafbiBatoT B nankv wav 6poLopyloT B anbboMbl, NMpyM 3TOM B OAHY narnky
(anbbom) nomewatoT BCe T/[, paspaboTaHHble Ha OAHO U3AEeNne Un HEeCKOTbKO U3AEsNA, Wan paunoHanbHO
BblGPaHHYI0 COCTaBHYI YacTb U3Aenus.

Mpy HeobxoAMMOCTH B OfHY nanky (anb6om) gonyckaetca nomewiaTb T[ No oTAeNbHbIM MeTodam 06-
paboTkn 1 cbopkn nsgenms.



FOCT 2.501—2013

6.9 B ogHy nanky (anbbom) yknagbisaloT HO 60nee 200 NMCTOB AOKYMEHTOB, NPUBEAEHHbLIX K dopMa-
Ty A4.

6.10 Mpu 60n1bLIOM KONMYECTBE AOKYMEHTOB VX Pa3fensioT Ha YacTu 1 YKNaAbiBaloT B HECKOIbKO Na-
nok (anb6omoB). Ha 3TukeTkax nanok (asb6OMOB) UM Ha MX 06/I0XKAX YKa3blBalOT HOMEpP AAHHOW YacTw,
o6LLee KOIMYecTBO YacTeil 1 HoMep 3K3eMnspa nanku (anbboma).

6.11 [lonyckaeTcsa B Kaxaol nanke (anb6ome) npegycMarpusath ONKUCb, B KOTOPOI NepeyncnsioT B no-
cnefoBaTelbHOCTY UX PACNOIOXEHNSA BCE HAXOAALWMECA B HEW OKYMEHTbI.

6.12 [ina TekyLliein paboTbl NogpasfeneHnto, BbiNyCTUBLIEMY NOA/IMHHUKN AOKYMEHTOB UM BeayLiemy
HabngeHne 3a N3roToB/IEHNEM U3AENNA B NPOM3BOACTBE, BbIAENAOT (NP HEOO6X0AUMOCTM) ak3emnasp Oy-
MaXHbIX KOMWIA COOTBETCTBYIOLMX JOKYMEHTOB. Ha NnLEeBO/ CTOPOHE KaXAoro imcta Konuii (Mpy XpaHeHuu
MX POCChINbIO) UK Ha BUAHOM MecTe nanku (anibboma) ctasat wramn «3AK3EMMNAP KOHCTPYKTOPA» nnn
«QKIEMMNAAP TEXHONOTA», npuBeAeHHbI B NpuioxeHun B.

6.13 Ha Konusx AOKYMeHTOB, 06 M3MEHEHNSX KOTOPbIX NOC/1e BbICbI/IKM aBOHEHTOB He M3BeLlaloT, cTa-
BAT wrtamn «Ob M3BMEHEHWW HE COOBLUAETCS».

6.14 B 3anpocax 0 BbICbl/IKe [JOKYMEHTAaLMM OT APYr1X OpraHu3aunii ykasbisatoT, Heo6xogumo nn 6patb
Ha y4yeT 3anpaluvMBaemyto OKYMEHTaLUMIo 4715 BbICbIIKU B Aa/ibHELIEM U3BeLeHUi A 06 U3MEHEHUN NN HET.

6.15 Konuu fOKyMeHTOB, n3bATble 13 06palleHVs BCIeACTBIE NpekpalleHns Npou3BoACTBa n3genuii, a
TaKkxe Konuv 4OKYMeHTOB, aHHYIMPOBAHHbIX UM 3aMEHEHHbIX B CBA3W C BHECEHWEM N3MEHEHUN, YHUUTOXA0T
nocsie coCTaB/IeHNs aKkTa 06 YHUUTOXEHUWN WU ONUCK KOMWIA.

6.16 YueT Bblgauv (OTCbI/IKM) W BO3BpaTa KOMUI BHYTPEHHWM W BHELHUM aboOHeHTaM OCyLLecTBAS-
0T BPYYHYIO WM aBTOMATM3MPOBAHHLIM CMOCOBOM. YUeT OCyLecTBASAIOT N0 kapToykaM yyeTa [OKYMEHTOB
(cm. dhopmebl 2. 2a. npunoxexue B).

Bbigady n yyeT Bo3Bparta GymMaXHbIX KON BHYTPEHHWM aboHeHTam OCyLecTBAAIOT N0 abOHEHTCKUM
kapToukam (cm. popmsbl 3, 3a. npunoxeHue 3).

MpumeyaHne — B kapToyke yyeTa AOKYMEHTOB yKasbiBaloT:

- Brpade «Bug gokymeHta» (CM. popmy 2) — BUJ fOKyMEHTa (MOANHHMK, 4yOAUKaT Uan KOnus), KOTOPbIA MPUHAT
Ha y4eT:

- B rpadpe «Pa3oBble Bblgaun» (CM. popMy 2a) — abOHEHTbl, KOTOPbIM BbiAAOT (BbICbIIAIOT) KOMUIO JOKYMEHTa CO
wTamnom «OB UBMEHEHWWN HE COOBLIAETCH».

7 Y4yeT n xpaHeHne ByMaxKHbIX KOMUA OKYMEHTOB APYrnX opraHusawlnii

7.1 Konuu JOKYMEHTOB, NOCTYNUBLUUNX OT APYTX OpraHn3aumnii, XpaHaT YN0OXEeHHbIMW B Nanku wav nepe-
NAeTeHHbIMW B aflb6OMbl OTAE/LHO MO KaX/A0M opraHv3auymn, KOTOpoi OHW OblNn M3faHbl, UK OTAENbHO No
KaxloMy U3aenunio.

JlonyckaeTcsa KONMu XpaHWTb POCChINbIO (MO/IMCTHO), CNOXEHHbIMU Ha dhopmat A4 nnm A3.

7.2 B kaxpoi nanke (ansbome) fomkHa 6biTb ONMCh, B KOTOPOI NEPeYncnsioT B nocnefoBaTelbHOCTH
NX pacnosioXeHnss BCce HaxoAsaLmecs B Hell AOKyMEHTbI.

7.3 Peructpaumio (yyeT) Konuii AOKYMEHTOB ApYrux OpraHv3auuii ocyl|ecTBAST B COOTBETCTBUU C
Tpe6oBaHusiMU 4.8 1 4.9. Ha kaxaylo perncTpupyemyo Konuioo (UM KOMNAEKT Konuu) B GymaxHoi copme
HaHOCAT WTaMn C yka3aHMeM MHBEHTAPHOro HOMepa, HoMepa 3K3emnaspa (Npu HaIMYUM HECKOSIbKUX 3K3EM-
NAApoB) 1 AaTbl perncrpaynm.

YkasaHHblli WwWTamn B nankax (anb6omax) cTaBAaT Ha BUAHOM MecTe OMuCU, a Takke Ha 3TUKeTKe Wi B
NIeBOM BEPXHEM YTy 06/I0XKKN.

Ha konusx B 6yMaxHol hopme, XpaHALWMXCA POCChINbO (MOSIMCTHO). LTaMn CTaBAT B JIEBOM BEPXHEM
yrny Kaxgoro nnucta fokymeHta dpopmata A4 nnm nucta AOKYMeEHTa, CI0XeHHoro Ha chopmart A4.

7.4 Konuu yunTbIBaKOT BPYYHYIO UM aBTOMaTU3MPOBAaHHbLIM CMOCO60M B KapToUKax yyeTa no hopmam 2,
2a. 26. 2B (cm. npunoxeHue B).

7.5 Konuu gpyrnx opraHusaumii XxpaHsiT B Nnopsake Bo3pacTtaHua 0603HaYeHUli No Kaxaomy kody opra-
HU3auun.

7.6 B cnyuyae npekpalieHus NPYMeHAeMOCTU YUTEHHbIX KOMWIA opraHn3auns ctaBuT B U3BECTHOCTb Op-
raHusaumio-gepxarens noA/IMHHUKOB A1 CHATUS KX C yyeTa.
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8 BoccTaHoBNeHMe NOA/IMHHNKOB

8.1 O6wWMO© nonoxeHus

8.1.1 MoANVHHUKW, NpULIe e B HEFOAHOCTb UNKN YTepsHHbIE, AO/MKHbI ObITb BOCCTAHOBNEHbI.

BoccTaHOB/IEHHbIA MOAMHHYK MOXET ObiTb M3rOTOB/IEH TO/IbKO MOC/IE COCTaB/EHNSA aKTa 0 CnncaHun
npuweaLero B Hero4HOCTb UAN YTEPAHHOTO NOAIMHHUKA.

8.1.2 BocCTaHOB/IEHHbIE MOA/IMHHUKM AEACTBYIOT Ha NpaBax 3aMeHEeHHbIX NOA/IMHHUKOB.

B BOCCTaHOBMEHHbIV NOA/IMHHUK AOMKHbLI ObITh BHECEHBI N3MEHEHUS B COOTBETCTBUM CO BCEMYU M3BELLE-
HUAMU. BbINYLEHHbIMM O MOMEHTA €ro BOCCTAHOB/IEHUSA.

8.1.3 BOCCTaHOB/IEHHbIV MOA/IMHHUK AO/DKEH NPEACTaBASATL COG0M TOUHYH KOMUI0 BOCCTaHaB/IMBAEMO-
ro NMOoA/IMHHMKA C YH4EeTOM MOCAeAHUX BHECEHHbIX N3MEHEHWIA.

8.1.4 B BOCCTAHOB/IEHHOM MOA/IMHHUKE HE A0/MKHbl ObiTb BOCNPOM3BEAEHbI pasMepbl, Haanucu, rpa-
hnyeckne n3obpaxeHnsa u T. M., UCKIOYEHHbIE MO U3BELLEHUSAM 06 U3MEHEHUU B NOAJIMHHKKE (MK KOMuK), C
KOTOPOro BOCCTaHaB/eH NOASIMHHUK.

B BOoCCTaHOBMEHHOM MOA/IMHHUKE HE A0/KHbI ObiTb BOCNPOM3BEAEHbI Takke NOPSAKOBbIE HOMepa Uu3-
MEHEHUIA N BbIHOCHbIE NINHWAW K HAM. HAHECEHHbIE paHee B CBSA3M C NPOV3BEAEHHBIMU N3MEHEHUSMMU.

8.1.5 B 1abnuuy U3MeHeHWii OCHOBHOI HaAnncy BOCCTAHOBJIEHHOIO MOAJ/IMHHUKA AOJ/HKHA 6bITb nepe-
HeceHa 3anucb TOJ/IbKO O MocnefHeM U3MEHEHUN.

8.2 BoccTaHoBneHne 6yMaXHbIX NOAJIMHHUKOB

8.2.1 MMpw BOCCTAHOB/IEHUN BYMaXKHOTO NOA/IMHHUKA C OKYMEHTOB HE MEHee YeM Ha [ByX nuctax no-
psifKOBble HOMEpa W3MeHeHW, 0603HaYeHNs n3BeLLeHUl i 06 U3MEHEHUW U Apyrie AaHHble NocneaHero us-
MEHEHUS Kaxoro nMcrta BOCCTAHOB/IEHHOIO MOAJ/IMHHUKA A0/DKHbI ObITh MPOCTAB/IEHBI HA OCHOBaHUU UMEI-
Lmxcs 3anuceli B Tabnnue M3MeHeHnn Ha aHHOM NnCTe BOCCTaHaB/IMBAEMOro JOKyMeHTa.

8.2.2 B nncTe perncrpayum M3MeHeHWit BOCCTAHOB/IEHHOTO MOASIMHHUKA [O/MKHbI GbiTb BOCNPOW3BE-
[JeHbl laHHble, OTHOCSALLIMECA KO BCEM paHee BHECEHHbIM B 3TOT OKYMEHT U3MEHEHUAM (HauuHas ¢ NepBoro
N3MEHEHMS).

8.2.3 B3aMeH NoA/IMHHbIX NOANNCEN, BU3 1 AAT, UMEIOLLMXCS HAa NOAJIMHHMKE (B TOM Yuc/ie Ha none ans
NOALINBKN U NIUCTE perncTpauuy U3MeHeHuin), B BOCCTAHOB/IEHHOM MOA/IMHHVKE B KPYT/bIX CKOBKaX JOMKHO
6bITb HanucaHo: «(Mognuck)» n «(darta)».

Mpw N3roToBNEHUN BOCCTAHOB/IEHHOIO NOA/IMHHMKA C paHee BOCCTAHOBEHHOTO NOAIMHHMKA (MU CHSA-
TOW C HEero yYTeHHOW KOMvmn) MMEeNoLLY0CSA Ha NociefgHemM Haanncb O BOCCTaHOBIEHUN NOA/MHHMKA AONycKa-
eTcsl He BOCNPOU3BOANTb.

8.2.4 BoccTaHOB/IEHHbIE NOAMVHHUKA AO/MKHbI ObITb NOANNCAHbI OTBETCTBEHHBIM IULLOM MO yKa3aHUio
pykoBOAUTENA nofApasfesieHns, BbiMyCTUBLIErO NOAJIMHHUKA UK Bedylwero HabnogeHne 3a U3rotosieHnemM
n3genvs.

Hagnucb, noaTBepXaaloLlyo NpaBu/ibHOCTb BOCCTAHOB/IEHHOrO MOA/IMHHUKA, ClefyeT BbIMOMHATL Ty-
Wb UM MaLUVHHBIM CNOCO60M Ha nosie ANA NOAWMBKN JOKYMEHTa, Hanpumep:

«BoccTaHOB/IEH C NOA/IMHHMKA.

BepHo: (nognuck, hamunma n gata)».

«BoccTaHOB/IEH C KONUU.

BepHo: (nognuck, hamuivsa n gata)».

[MpaBU/ILHOCTL BOCCTAHOB/IEHHONO MOAJ/IMHHMKA 3/1EKTPOHHOIO AOKYMEHTa [OJ/hKHa MOATBEPXAaTbCs
9/1eKTPOHHOW LMPPOBOI NOAMUCHI0 OTBETCTBEHHOrO NLA.

8.2.5 B BepxHeMm npaBOM Yr/y NOs KaXA0oro ncta BOCCTAHOBEHHOTO NMOAJ/IMHHMKA A0/KHA ObITh Haa-
NUCb TYLIbIO WKW JO/MKEH ObiTb MPOCTaB/eH WTamn: «BoCcCTaHOBNEHHbIA NOAANHHKK NO ... » C yKasaHuem
nopsiKoBOro HoMepa BOCCTAHOB/IEHWUS [aHHOro NncTa NnoA/IMHHUKA.

8.2.6 BocCCTaHOB/IEHHbIA NOA/MHHWK AO/MKEH UMETb WHBEHTapPHbIi HOMep BOCCTaHaBMBAEMOro Mnoa-
NMHHWKa. O BOCCTAHOBMEHUN AOKYMEHTA A0/DKHA ObITh cAenaHa OTMeTKa B MUHBEHTAPHON KHure.

8.2.7 Ha nognvHHMKE Wn Konuu, ¢ KOTOPbIX NPOM3BOANNIOCL BOCCTAHOB/EHWE, CTaBAT Wrtamn: «3AME-
HEH BOCCTAHOBJ/IEHHbLIM MOA/IMHHVUKOM No ...» € ykasaHMeMm nopsgKkoBOro Homepa BOCCTAHOB/IEHUS
1 Aatbl MPUHATUA BOCCTAHOB/IEHHOrO MOA/IMHHUKA Ha XpaHeHue.
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MpunoxeHne A
(cnpaBoyHoe)

KoMMeHTapuu K NyHKTam cTaHgapTa

3.1.1 n3.1.2 B apxuBHble KOMUN NU3MEHEHUS He BHOCAT. ADXMBHbIE N KOHTPOJ/IbHbIE KONUWU Ha ByMaXHOM HocuTene
aboHeHTax» He BblAAIOT W XPaHAT UX OTAENbHO OT APYTUX KOMWA.

3.1.4 CopepxaTesibHas YacTb 3/1IEKTPOHHOI KOMUU MOXET 6bITb MOslyMeHa MeTOA0M CKaHUPOBaHWA UK LthpoBbIM
choTorpadpmpoBaHreM 6yMaxHOro NoANHHMKA.

4.4 TepMWHbl «DNEKTPOHHbIA KOHCTPYKTOPCKUIA JOKYMEHT» U «DNIEKTPOHHbIA TEXHOMNOrMYECKUA LOKYMEHT» CTaH-
faptusosanbl B ECK/[ v ECT/. 9T OKYMEHTbI B COOTBETCTBUU C UX ONpeeneHnsaMu JO/HKHbI UMeTb He TOJIbKO cofep-
XaTeslbHYl0. HO U PEKBU3UTHYIO YacTu, B TOM YMC/Ie U YCTaHOB/IEHHbIE NOANUCK.

4.6 MNpu cmelwaHHOM AOKyMeHTO060poTe A yyeTa U XpaHeHns B CyX6y TeXHNYECKON AoKyMeHTalum nepegaiot
KaK 3/1eKTPOHHbIe, Tak U 6ymaxHble KO v T[. OkoH4YaTesibHOe yCTaHOB/IEHWE KOMMJIEKTHOCTM NPOBEPSIOT He TOJIbKO Mo
cneyundukaymam, rae B rpace «Mpumevanne» ana anekTpoHHbix KA (T[) ykasbiBaoT ngeHtTudukatop daiina(os). HO n
no segomoctun KA (TA4) (TOCT 2.106).

MpumeyaHne — [OKyMEHTOOBOPOT — 3TO ABUXKEHUE AOKYMEHTOB C MOMEHTA Havana Ux Co3gaHus unu nony-
YEHUA [0 NX YHUHTOXEHNUS.

4.7 Mog peructpaumeii AOKyMEHTa NOHMMAaETCA 3anncb YYeTHbIX flaHHbIX O OKYMEHTE Mo yCTaHOBMEHHON hopme,
dmkcnpytowasa gakt ero cosgaHvs, 0TNPaBAEHUsA, NOAYUYEHNS UV NPUHATUSA Ha XpaHeHue.,

4.10 MMpwn py4Hoil perncTpaunn nma daiina(os) ykasbiBaloT B MHBEHTapHON kHure B rpadie «lpumedaHue». Mpu
aBTOMaTU3MPOBaHHON peTucTpauun umsa daiina(os) 3aHOCAT B COOTBETCTBYIOLLMIA PEKBU3UT (None AaHHbIX) aBToMaTu3n-
pPOBaHHOI cUCTeMbI.

4.13 lNpeobpa3oBaHne 6yMaXHOro MNOA/IMHHUKA B €r0 3/IEKTPOHHYIO KOMWIO (3NEKTPOHHAs Konus 6yMaHOro noa-
NIVHHWKA) OCYLLEeCTBAAIOT C Lie/1blo ee pasMeLLeHNs B aBTOMATU3MPOBaHHOI cucTeme ynpasB/ieHns AoKyMeHTaMun ANs CaHk-
LMOHNPOBAHHOIO A0CTyNa K Heil BCeM 3anHTepecoBaHHbIM nuuam. MNMoANMHHOCTL 3TOR KOMUK Y0CTOBEPSAIOT 3/1IEKTPOHHO
U1 poBoOii NOAMUCHI0 LA, U3TOTOBUBLLETO KOMUIO.

C NOA/IMHHMKOB 3N1eKTPOHHbIX KA v T[, n3rotaBnnsatT 6ymaxHblie KOnuu ¢ Lenbio obecneyeHns npoms3BoAacTaa (pa-
604ne konun). BymaxHas konusa anekTpoHHoro KA (TA) fo/xHa MMeTb ykasaHue Ha uMs dhaiina 3n1eKTPOHHOTo KOHCTPYK-
TOPCKOro (TeXHOM0rMYecKoro) JOKyMeHTa, C KOTOporo 6bifa u3rotoBieHa bymMaxHas KOnus, BEPCUI0 3TOT0 JOKYMeHTa U
noAnuCb NMLa, N3roTOBUBLLETO KOMUIO.

MN3roToBNEHHbIE KONUW AO/MKHbI ObITh YYTEHbI B KAPTOUKAX yueTa [JOKYMEHTOB.

4.14 nsa obecnevyeHnss BOCCTaHOBNEHNSA 6a3 faHHbIX aBTOMATU3NPOBAHHbLIX CUCTEM MPU XpaHEeHUN NOA/IMHHUKOB
cnefyet BbINOMHATH pe3epBHOE KONMpOBaHue.

Mpasuna BbINOSIHEHNA PE3EPBHOIO KONUPOBaHUA (NEPUOANYHOCTb, PEerucTpaumio 1 ap.) ycraHasnnsaeT opraHusa-
uus.

6.3 PekomeHyeTcs XpaHWUTb apXnBHble KOMUKN Ha HernepesanncbiBaeMOM 3/IEKTPOHHOM HOcUTene.
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MpunoxeHne B
(pekomeHpyemoe)

O6pasybl WTaMNoB No y4eTy JOKYMEHTOB, BbINMOMIHEHHbIX B GYyMaxHoi (opme

B.1 LUTamnbl npeAHa3Ha4veHbl 418 YNPOLWEHNS HaHeCEHNUA U AOCTUXEHNA OJHOTUMHOCTM M306paxeHnsa Hagnucei
1 yKasaHuii, Npon3BOAVNMbIX B OKYMEHTaxX B MpoLecce nx obpalleHns, a Takke B U3BELLEHUSX N B JOKYMeHTax yyeTa.

B.2 Wtamn «3AMEHEH BOCCTAHOBJ/IEHHbIM MOANNHHNKOM NO9......... r.» C yKazaHueM nopsakoBOro Homepa
BOCCTaHOB/IEHVA NOAJ/IMHHUKA U flaTbl €10 BOCCTAHOB/IEHWNA CTABAT Ha NOASIMHHMKAX, C KOTOPbIX M3rOTOB/IEHbI BOCCTAHOB-
NIEeHHbIE NOASINHHUKN.

B.3 Wtamn «AHHY/IMPOBAH. 3AMEHEH .... nssewy. Ne?... T ... r.» CTaBAT (C ykazaHMem Homepa, AaTbl BbiNycka
M3BELLEeHNSA 1 NOANUCY) HA aHHYIMPOBAaHHbIX MO U3BELLEHUAM NOAIMHHMKAX, Ay6imKkaTax 1 KONUaX, a Takke Ha KapTodkax
ydyeta. Mpu OTCYTCTBMM 3aMeHbl CTaBAT NPOYEpK.

B.4 WTamn «MPV HOBOM KOHCTPYUPOBAHWN HE MPUMEHATL. BBAMEH MPUMEHATDb ... » cTaBAT Ha oc-
HOBaHUV COOTBETCTBYIOLMX N3BELLEHNI HA NOANHHUKAX, AyBavKaTax u Konusx, KOTopble Hesb3s UCN0/b30BaTh BO BHOBb
paspabatbiBaemMbIx U3ENUAX, @ TaKKe Ha KapToykax yyeta.

B.5 WTramn «B3AMEH NOAJ/IMHHWVKA» cTaBAT Ha JOKyMEHTax npu OTCYTCTBUU NOASIMHHUKOB 3TUX JOKYMEHTOB.

B.6 LTamn «3K3. Ne ... » cTaBAT (C ykazaHMeM HOMepa 3k3emnaspa) Ha nanxax (anb6omax) Konuii n Ha oTaenb-
HbIX KOMUSAX.

B.7 Wtamn «MHB. No .... 3K3. Ne ..., ... r.» cTaBAT (C yka3aHMeM WUHBEHTapHOro HoMepa, Homepa 3K3emnasapa u
fAaTbl peructpauun) Ha nankax (anbbomax) u oTAeslbHbIX KONUAX JOKYMEHTOB APYTX OpraHu3aumnii.

[onyckaeTcs Takxke 1cnosib3oBaTb 3TOT wWTamn (6e3 ykasaHua Homepa ak3emnnspa) npu perucrpauum obpasuos
Ana Tunorpacknx n3gaHnini n 4pyrux AOKyMEHTOB, XPaHALWMUXCA Ha npaBax NoAIMHHUKOB.

B.8 LiTtamnbl «KOHTPOJ/IbHbIA SK3EMMAAP» n «APXUBHbIA SK3EMIM/IAP» CTAaBAT COOTBETCTBEHHO Ha KOH-
TPO/IbHBIX U apPXMBHBIX 3K3EMMAPaX KOMWiA U Ha nankax (anb6omax) konuii. Ltamn «KOHTPOJIbHbIV SK3EMMAAP»
CTaBAT TakXe Ha KOHTPOJ/IbHbIX 3K3EMNAPaX U3BELLEeHUI 1 NPUIOXEHUIA K HUM.

B.9 Wtamnbl «3IK3EMMNAP KOHCTPYKTOPA» n «9K3EMMNNIAP TEXHOJ/IOIA» cTaBAT COOTBETCTBEHHO HA KOMU-
AX KOHCTPYKTOPCKNX 1 TEXHONMOTMHYECKNX OKYMEHTOB, BblaBaeMblX 419 Tekyliei pa6oTsl nogpasfenexunto, Boinyckalle-
My NOASMHHWKW UNW BeaylieMy HabnlofeHne 3a U3rotToBleHNeM U3aenuii B npon3BoACTBe.

B.10 Wtamn «Ob NBMEHEHWWN HE COOBLWAETCHA» cTaBAT Ha KONWSX OOKYMEHTOB, BblAaBaeMblX B nopsake
pa3oBoii Bbigaun 6e3 BbICbIIKM B fasibHelileM N3BeLLeHnin 06 U3MEHEHUN 3TUX AOKYMEHTOB.

B.11 [JonyckaeTcsi NPUMEHATL U WTaMMbl APYrMX BUAO0B, YNPOLLaLLMX HAHeCeHe Hajnuceli Ha JoOKyMeHTax.

B.12 O6pasubl WTaMnoB M0 y4YeTy [JOKYMEHTOB NpuBeeHbl Ha pucyHke B.1.

14
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Mpunoxenune I
(pekomeHpyemoe)

CknagblBaHue yepTexei

1 lncTbl YepTexeil Bcex hopMaToB cnefyeT cknaabiBaTb cCHavyana BAO/b NVHUIA, NepneHauKynsapHbIX (MPOA0Nb-
HbIX) K OCHOBHOW Hagnucu, a 3aTeM BAO/b JIMHWUIA, NnapannefbHbix (MonepeyHbIX) K OCHOBHON Hagmnmcu.

.2 NlncTbl yepTexei nocne cknagbiBaHWUsA AO/KHbI VMETb OCHOBHYH HAAMWUCb HA /INLEBO CTOPOHE C/IOXEHHOI0
nucta.

.3 JlncTbl YepTexei cknaabiBaT B NOCNeA0BATENBLHOCTM, YKa3daHHo! B Tabnuuax 1 v 2. undpamu Ha TMHUSX
crn6os.

4 YcTaHaBnvBawT cnepyrolme Buabl CknajbiBaHus:

- B Manku B COOTBETCTBMM ¢ Tabnuuyeli .1

- 0N HenocpeAcTBEHHOro 6pOLLOPOBaHNA — B COOTBETCTBUM C Tabnuuen 2.

Ta6nuua Il — CknagbiBaHue B nanku
B MunnumeTpax

CknapbiBaHue
dopmar Cxema cknafblBaHus

npogonsHoe nonepeuHoe

AO (841 x 1189) 6

21D 210 210

A1(594 x 841)
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OkoHuaHve Tabnuuybl 1 B munnnmeTpax

Ta6nunuya .2 CknagbiBaHue Ans HenocpeacTBEHHOIO 6POLLIOPOBAHUS
B munnumeTpax

CknafblBaHue

dopmar Cxema cknagblBaHus
npogonbHoe nonepeyHoe
tr z
w1
I-uf \ _l_lf °
Pfii
QR A
AO (841 x 1189)
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OkoHuaHue Tabnuubl .2 B munnnumetpax
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