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Jlata BBenenusn 01.01.89

Hacrosmuit cranaapT ycraHaBiuBaeT oO1ye TpeOGoBaHus M0 YUETy U XpPaHEHUIO
KOHCTPYKTOPCKUX U TEXHOJIOIMUYECKUX JOKYMEHTOB BBIMOJIHEHHBIX B OYMa)kKHOM 1
3JIEKTPOHHOH opMax (Janee - JOKyMEHThI) U3/1eIMI BCeX oTpaciaei MpOMBIIIIEHHOCTH.

Ha ocHOBe HacTosIIero CTaHgapTa MOryT OBITE p33pa60TaHLI CTAaHAAPThI, YUUTBIBAIOIINC
0COOEHHOCTH yueTa U XpaHCHUA KOHCTPYKTOPCKUX U TCXHOJIOTHYCCKUX JOKYMCHTOB B
3aBHCHMOCTH OT 00bEMa AOKYMCHTAIlUU U YCHOBI/Iﬁ I[OKYMCHTOO60pOTa.

(M3menennas pegaxkuusi, U3m. Ne 1)
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1. OBUHIUE TPEBOBAHUA

1.1. CkiagpiBaHME€ KONHMM JOKYMEHTOB B OyMakHOH ¢opMe MpOU3BOAAT B
COOTBETCTBHUHM C MIPUJIOKEHUEM 1.

(M3menennas pegaxkuusi, U3m. Ne 1)

1.2. Bce wumerommuecs Ha npennpnﬂmnl) HO/UIMHHUKY, JyOJIMKaThl U KOIUHU
JOKYMEHTOB (JaJiee - OJIMHHUKH, TyOJUKaThl U KOIIMH) MOJUIekKAT yUeTy U XPaHEHHIO B
COOTBETCTBHH C pa3[l. 2 ¥ MPUIIOKEHUEM 2.*

1) Ilox OpeaAnpUATUCM CIICAYCT IOHUMATh NPCAIIPUATHEC WA OPTraHU3aIUIO.

%) 3HakoM «*» OTMeueHbI IIyHKTBl CTaHAApTa, K KOTOPBIM [aHbl KOMMEHTapuu B
MIPUJIOKEHHUN 5.

(M3menennas pegaxkuusi, U3m. Ne 1)

1.3. B ciydasx, korja B OpraHM3allMd OJAHOBPEMEHHO NPHUMEHSAIOT OKYMEHTHI B
OyMa)KHOW M AJIEKTPOHHON (opMax, JOMYCKAETCsl X B3aMMHOE IpeoOpa3oBaHUe APYT B
apyra. [Ipu 3ToM coOI01at0T CiIeayoNue MpaBuia;

- KOHCTPYKTOPCKHE JOKYMEHTBHI B OyMakHOU (opme MOryT ObITh IpeoOpa3oBaHbI B
Gbainbr;

- CHA0>XCHHBIC COOTBCTCTBYIOIIMMH PCKBU3UTAMH U MOAINUCAHHBIC B YCTAHOBJICHHOM
MopAaKe SJICKTPOHHBIMHA I_[I/I(I)pOBBIMI/I oAU CAMAU OTH (I)aﬁﬂbl CTaHOBATCsA
QJICKTPOHHBIMH JOKYMCHTAMU (HOI[J'II/IHHI/IKaMI/I, ,Z[Y6JII/II(aTaMI/I, KOHI/IHMI/I);

- U4 HUCIOJIB30BAHHUA B IIPOLCCCaX MPOU3BOACTBA, IKCIUIyaTallMd, PEMOHTa U
YTUJIN3allu 56631 (S1105051 9JICKTPOHHBIC JOKYMCHTBI MOTYT OBITh HpeO6pa3OBaHBI B
6YMEDI(HBIC JAOKYMCHTBI C HNPUMCHCHUCM CPCACTB BBIYHCIUTENLHON TEXHUKH. Takue
AOKYMCHTBI JOJIKHBI OBITh noAnrCaHbl MNOIJIMHHBIMH YCTAHOBJICHHBIMU MOANUCAMUA
YHOOJHOMOYCHHBIX JIML, TIOCJIC YCro OHU HpI/IOﬁpeTaIOT TOT K€ CTATyC, 4YTO H
SJICKTPOHHBIC JOKYMCHTBI, C KOTOPLIX OHU MOJIYUCHBI;

- mpeoOpa3oBaHHE HE JOJDKHO YMEHbBINATh MOPSAKOBBIA HOMEp JIOKyMEHTa II0
tabmuie 2 [OCT 2.102;

- JOKYMCHTBI, IIOJTYYCHHBIC B PE3YJIbTATC B3aWMMHOI'O Hp606pa30BaHI/IH, JOJIXKHBI
HMCTH COOTBCTCTBYIOIIUC CCBUJIKU APYT Ha APYyra;

- B3aUMHOC COOTBCTCTBUC MCIKAY 3TUMHU JOKYMCHTAMU oOecrieunBacT pa3pa60TqI/H<.
MpoMBILLNEHHAR W 3KONOMMYEckan Be3onacHICTs, pﬂﬂMEl.LIEHI‘IE peKname
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(BBeneH 1onoaHuTEILHO, U3M. No 1)

2. VUET U XPAHEHUE
MOJIJIMHHUKOB

2.1. lopgnuHHWKY, BBHIMOTHEHHBIE B OyMakHOU (opMe, MPUHUMAaeMble Ha XpaHCHHUE,
JOJKHBI OBITH MPUTOJHBI I MHOTOKPATHOTO CHSATHUS KOMUM (OTCYTCTBHUE MPOPHIBOB,
MOAKJICHKHA, TIPOTEPTHIX MECT, HEYETKOCTh TEKCTa, JIMHHK), penporpaguaeckoit
00paboTku u cooTBeTcTBOBaTh TpeboBaHussM 'OCT 2.102-68 u [OCT 13.1.002-80.*

[TonnmMHHUKK DSIEKTPOHHBIX JOKYMEHTOB, MPUHMMAE€Mble Ha XpaHEHUE, TOJIKHBI
cootBeTcTBOBaTh TpeboBanusm ['OCT 2.051.

(M3menennasi penaxkuusi, U3m. Ne 1)

2.2. llpu nprieMKe NOAJIMHHUKOB JIJI YY€Ta U XpaHEHUs POBEPSIOT:

1) KOMIJIEKTHOCTb  KOHCTPYKTOPCKHX  JOKYMEHTOB B  COOTBETCTBUU  CO
CHelU(PUKAIUIMU  BEIOMOCTSMU  DJEKTPOHHBIX  JIOKYMEHTOB WM  JIPYTUMH

AOKYMEHTAaMH, B KOTOPBIX MEPCUUCIICHBI CAABAEMBIC ITOJJIMHHUKHA

2) KOMIUIEKTHOCTh TEXHOJOTMYECKUX TOKYMEHTOB B COOTBETCTBHUHU C MapUIPyTHON
KapTOW WM IPYTUMH JOKYMEHTAaMH, B KOTOPBIX NEPEUUCIICHBI C1aBaeMble MOUIMHHUKH;

3) HanuuMe YCTaHOBJIEHHBIX MOANHUCEH (B TOM 4YHCIIE 3JEKTPOHHBIX LHU(POBBIX
noanuceit) u nar. [IlpuHuMaTh Ha XpaHEeHHE TOKYMEHTbI, HE UMEIOIINe MOAMUCH JIHIIA,
OCYIIECTBIISIONIET0 HOPMOKOHTPOJIb, HE JAOIMyCcKaeTcs. ™

(M3menennasi penaxkuusi, U3m. Ne 1)

2.3. Bce moanMHHUKYM, TPUHATHIE HAa XpaHEHHUE, PErUCTpUPYIOT (yUHUTHIBAKOT). [Ipn
pErUCTpalvy 3aMOIHSIOT CIEAYIOIUE PEKBU3UTHI:

- MHBEHTapHBI HOMEp JIOKyMEHTA,
- JlaTa peruCTpaIlvH;
- o0o3HaYeHNE JOKYMEHTA;
- HaUMEHOBAHHE;
- YUCJIO JINCTOB B JIOKYMEHTE;
HIJ-DMI:.II.I.I.I'I'EHHEH W AKoNnord4Yeckan 'EBEOI'IEGH'I}E'I'I:._ P‘ﬂﬂMELLIEHI‘IE FI'EI{.I'IEMI:I
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- popmar moxymenta mo [OCT 2.301;

- KEM BBIINYILEH TIOKYMEHT;

- IOJIMTUCH O NMPUEMKE JJOKYMEHTa Ha XpaHEHUE;
- IpuMevaHue (Mpu HeoOXOAUMOCTH).

Peructpamuss MoxkeT OBbITb IpPOBEJEHA AaBTOMATU3UPOBAHHBIM CHOCOOOM  HIIH
HEaBTOMAaTU3MPOBAHHBIM  crocoboMm  (BpyuHyto). Ilpm  pyuHoil  perucrpauuu
NePEUYMCICHHBIE PEKBU3UTHI O(OPMIISIOT B MHBEHTApHOW KHUIEe TOJIMHHUKOB 10 (hopme
1 B coorBerctBUM C mpwiokeHueM 3. Ilpm aBTOMaTH3MPOBAHHON pErHCTpalvM -
MHBEHTAPHYIO KHUTY BBITIOJHSIOT B 3JIEKTPOHHOHN (opMme.

(M3menennas pegaxkuus, U3m. Ne 1)
2.4. Kaxxnomy MOATMHHUKY JOKYMEHTa PUCBAUBAIOT OJMH WHBEHTAPHBIN HOMEp.*
(M3menennas pegaxkuusi, U3m. Ne 1)

2.5. I/IHBGHTapHBIe KHUTH JJI1 pCrucTpanuu noJJJIMHHUKOB U MTOCTYIAOIMINUX OT APYTUX
Hpe,[[HpI/IHTI/Iﬁ ,ZLY6J'II/II(8.TOB CJICAyCT BECTU OTACIbHO JII NOKYMCHTOB Ha HU3ACIUA
OCHOBHOI'O U BCIIOMOT'aTCJIbHOI'O MMTPOHU3BOACTBA.

JlonmyckaeTcsi BECTH OJHY HMHBEHTApHYIO KHMTY JUI IMOJUIMHHUKOB M JyOJIMKaToOB
KOHCTPYKTOPCKMX M TEXHOJIOTMUECKHUX JOKYMEHTOB U OTIEIIbHBIE MHBEHTApHbBIE KHUIU
10 BHUJAM HW3JENUN (IU3eNM, BaroHbl, TPAKTOPbI, TYpOMHBI W T.I.), HPU 3TOM
MHBEHTapHbIE HOMEPA HE JOJKHBI IOBTOPATHCS.

2.6. OI[HOBpeMeHHO C per HCTpaHHeﬁ INOAIHMHHHUKOB JOJIXKHBI OBITh 3aIlOJIHEHBI U
COOTBCTCTBYIOIIHC rpa(bm yuc€Ta, pPACHOJIOKCHHBIC Ha IMOJC I IMOAIIHMBKH JIUCTA
INOAJIMHHHUKA B 6YMa)KHOﬁ (I)OpMC WX 3aHCCCHBI COOTBCTCTBYIOIIMC PCKBU3BUTHI B
BHGKTPOHHLIﬁ HAOKYMCHT.

(M3menennas pegaxkuusi, U3m. Ne 1)

2.7. Tlo xaxmoMy JOKyMEHTy, KOTOPOMY TIPHCBOCH WHBEHTapHBI HOMeEp,
OCYIIECTBIISIIOT y4YeT €ro /MABMKEHHUs (M3rOTOBJICHHE W Yy4YeT KOMHWiA, H3MEHEHUE,
MPUMEHSEMOCTh). YUeT MABWKEHUSA TMOMJIMHHUKOB OCYIIECTBISIOT BPYYHYIO WU
aBTOMATHU3HPOBAHHBIM CIIOCOOOM B COOTBETCTBUU C KapTOUKaMu yueTa o popmam 2, 2a,
20 v 2B IpUIOKEHUS 3.

I[J'IH HpOCKTHOﬁ AOKYMCHTAIIUU, JOKYMCHTAIIUU BCIIOMOI'aTCIIBHOT'O MPOU3BOACTBA U
CANHUYHOTO ITPOU3BOACTBA AOITYCKACTCA KapTOYKH YUCTa HC COCTABIIATD.

MpoMBILLNEHHAR W 3KoNOMM4Yeckan GeaonacHocTs, Pasmewerue peknami
oXpaHa Tpy[a, ayauT ¥ cepTHhduKaLna, { B AOKYMEHTaX: 4
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2.8. Tlo[UIMHHUKK KOHCTPYKTOPCKHUX JOKYMEHTOB B OyMakHOW ¢opme cremayer
XpaHUTh 1O KJIACCU(PUKALMOHHBIM XapaKTepUCTUKaM (IpyNIupoBKaM) MmodopMaTHO B
Hopsiike Bo3pacTaHusi 0003HauUEHHUH JOKYMEHTOB B Ipeaesiax Kaxaoro (opmara u xona
NpeanpUsATHI-pa3padOTUHKA.

HOHyCKaeTC}I XpaHUTb NOAJIMHHUKHA 0e3 yucTa (I)OpMaTOB.

[ToMMHHUKK ~ DJIGKTPOHHBIX  JIOKYMEHTOB  XpaHAT B  0a3ax  JaHHBIX
ABTOMATH3MPOBAHHBIX CHCTEM /WU Ha OTIIEJIbHBIX 3JICKTPOHHBIX HOCUTEIISAX. XPAHCHUEC
MO/UTMHHUKOB Ha OTACIBHBIX HOCUTEIISAX OCYIICCTBIISIFOT IO BO3PACTAaHHIO 0003HAYCHUI
JOKYMCHTOB B TMpeleiiaX W3ICHus. YCIOBHS XpaHCHHUS HAa OTICIBbHBIX HOCHUTENSX
JOJDKHBI  00ECIIeYMBAaTh HMX COXPAHHOCTh, OBICTPBIM TOWUCK W TMPUTOJHOCTh K
HCIIOIL30BaHUIO. *

(M3menennas pegaxkuusi, U3m. Ne 1)
(ITonmpaska. UYC 4-2009 r.)

2.9. TlomIMHHUKY TEXHOJOTMYECKUX JIOKYMEHTOB CIEAYET XpaHUTh MO METOoJaM
0o0paboTku u cOopku wm3genusi 0e3 ydera (QopMaToB B TOPSAKE BO3PACTaHHS HUX

ob6o3nauenuit mo ['OCT 3.1201-85 B mpenenax Kaxaoro Meroga oOpabOTKH M COOPKH
U3Jenusl.

HOHyCKaeTCH XpaHUTh MNOJJIMHHUKKA KOMIUICKTAMU I10 BO3pAaCTAHUIO 0003HaYCHHH
KOHCTPYKTOPCKUX HOOKYMCHTOB, YKAa3aHHbIX B OCHOBHON HAJMNHCH TEXHOJOTHYECKHX
HAOKYMCHTOB.

Y4yer  NpUMEHSIEeMOCTH  TEXHOJIOTUYECKUX  JIOKYMEHTOB  BPYYHYH WU
aBTOMATHU3MPOBAHHBIM CIOCOOOM TMPOBOMAT B KApTOYKAX yuyeTa MPUMEHSIEMOCTH I10
dopmam 2 u 2a T'OCT 3.1201.

(M3menennas pegaxkuus, U3m. Ne 1)

2.10. ITouIMHHKUKY, BBHIIOJIHEHHBIE HA JIMCTaX MeHblIe ¢popmarta Al, crenyer XpaHUTh
B Pa3BEPHYTOM BHJIE.

HO,[[J'II/IHHI/IKI/I, BBIIIOJIHCHHBIC Ha JIMCTax (bopMaTa Al m 6onee, PCKOMCHAYCTCA
XpaHUTb CBEPHYTBIMU Ha CKAJIKaX HJIN B Pa3BCPHYTOM BUIC.

2.11. TlogMMHHUKKA aHHYJIMPOBAHHBIX U 3aMEHEHHBIX JOKYMEHTOB CJIEAYyeT XPaHUTh
OTIENBHO OT JEHCTBYIOIIUX TMOUIMHHUKOB U WX JIOMYCKAaeTCs CKIIaabIBaTh Ha (DOpMATHI
A4 u A3 B COOTBETCTBHHM C MPUIIOKEHUEM 1.

MpoMBILLNEHHAR W 3KoNOMM4Yeckan GeaonacHocTs, Pasmewerue peknami
oXpaHa Tpy[a, ayauT ¥ cepTHhduKaLna, ‘ B QOKYMEHTaN: 5
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3. BOCCTAHOBJIEHHUE
HOAJIMHHUKOB

3.1. HO,[[J'II/IHHI/IKI/I, npumeamnue B HCTOAHOCTb WKW YTCPSIHHBIC, IOJIKHBI OBITh
BOCCTAaHOBIJICHEI.

BoccTaHoBlIEHHBIN HOAIUMHHUK MOXKET OBITh U3TOTOBJICH TOJBKO IOCIIE COCTABJICHHUS
aKTa O CIIMCAaHUHU MMPUIICAIICTO B HCTOAHOCTD WJIN YTCPAHHOTO MMOJJIMHHHKA.

3.2. BoccraHoBlieHHBIE — OMIMHHUKU HeﬁCTByIOT Ha TIIpaBaX 3aMCHCHHBIX
INOAJIHMHHHKOB.

B BoccTaHOBIEHHBIN MOAJIMHHUK TOJDKHEI OBITh BHECEHBI M3MEHCHHUS B COOTBETCTBUU
CO BCCMU U3BCUHICHUAMMU, BBITYIICHHBIMHA 1O MOMCHTA €0 BOCCTAHOBJICHUS.

3.3. BoccTaHOBICHHBIN MNOJIMHHUK HOOJIKCH IMPEACTABJIATH co0oit TOYHYI KOIIUIO
BOCCTAaHABJIMBACMOT'O IMOJJIMHHUKA C YUCTOM IMOCJICIHUX BHCCCHHBIX W3MEHEHMH.

(M3menennas pegaxkuus, U3m. Ne 1)

3.4. B BOCCTaHOBJICHHOM HNOATMHHHUKE HC JOJIXKHBI OBITH BOCIIPOU3BCICHBI Pa3MEpPBhlI,
HaAIucCu, rpa(bnquKI/Ie 1/13o6pa>1<eH1/1;1 n T. II., UCKIKYCHHBIC II0 H3BCIICHUAM 00
HU3MCHCHHH B IIOAJIMHHUKE (I/I.III/I KOHI/II/I), C KOTOPOIr'0 BOCCTAaHABJIMNBACTCA MOAJIMHHUK.

B BoCCTaHOBICHHOM MOIJWHHHMKE HE IOJDKHEI OBITh BOCIHIPOU3BCIACHBI TaK¥XC
MOPAAKOBBIC HOMEpaA W3MEHEHHMI U BBIHOCHBIC JIMHUU K HUM, HAHCCCHHBIC paHCC B CBA3U
C MPOU3BCACHHBIMHU U3MCHCHUAMMU.

(M3menennas pegaxkuusi, U3m. Ne 1)

35. B Ta6n1/1uy W3MEHEHHMI BOCCTAHOBIIEHHOTO IIOJJMHHHKA OJDKHA OBITh
NEPCHCCCHA 3aIllUCh TOJILKO O IMOCJICAHCM U3MCHCHUH.

HpI/I BOCCTAHOBJICHUH TMOMJIMHHHWKA C JOKYMCHTOB Ha IBYX U Oollee IHCTaX
MOPAAKOBBIC HOMCpaA PIBMeHeHPIﬁ, 0003HaYCHUS HU3BEIICHUI 00 M3MEHEHUU U Apyrue
JaHHBIC TIOCJICAHCIO M3MCHCHHUA KaXA0ro JIMCTa BOCCTAHOBJIICHHOI'O IIOAJIMHHHKA
JOJIDKHBI OBITh MMPOCTABJICHBI HA OCHOBAHUH UMCIOIINXCA 3amnucei B Ta6J'II/II_Ie W3MEHEHUI
Ha JaHHOM JIUCTC BOCCTAHABIIMBACMOI'0 JJOKYMCHTA.

B mucrte peructpauii HU3MCHCHHSA BOCCTAHOBJICHHOI'O NOIJIMHHHUKA JOJIZKHBI OBITh
BOCIHIPOU3BCACHBI JAHHBIC, OTHOCAIIUCCA KO BCEM pPAHCC BHCCCHHBIM B 3TOT JOKYMCHT
N3MCHCHHUAM (Han/IHaﬂ C IICpBOI'0 I/I3MCHCHI/ISI).

MpoMBILLNEHHAR W 3KoNOMM4Yeckan GeaonacHocTs, Pasmewerue peknami
oXpaHa Tpy[a, ayauT ¥ cepTHhduKaLna, { B AOKYMEHTaX: 6
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(M3menennas pegaxkuusi, U3m. Ne 1)

3.6. B3aMeH MOUIMHHBIX MOANMKMCEH, BU3 M JaT, HIMCIONTUXCS Ha MOJIMHHHUKE (B TOM
qyclie Ha TOJIe JJIsl MOAIIMBKY U JIUCTE PETUCTPAIMU U3MEHEHHUI), B BOCCTAHOBICHHOM
MOJJIMHHKKE, B KPYTIIBIX CKOOKaX JOKHO ObITh Hanmucano: *(Iloamuce)" u 2([ata)".

IIpy M3roTOBIEHUMH BOCCTAHOBJICHHOTO IO/UIMHHUKA C paHee BOCCTAHOBIECHHOIO
MOJUTMHHUKA (WM CHATOM C HErO YYTEHHOW KOMHMM) UMEIOLIYIOCS Ha TMOCIIEAHEM HaITUCh
0 BOCCTAQHOBJICHUHU TOJUIMHHHKA JOITyCKAETCsl HE BOCIIPOU3BOMTb.

(M3menennas pegaxkuus, U3m. Ne 1)

3.7. BoccTaHOBIIEHHBIE MO/UIMHHUKU JOJDKHBI OBITh MOAMMCAHBl OTBETCTBEHHBIM
JIMIIOM IO YKa3aHWUIO PYKOBOIMTENS MOJpPA3esICHUs], BBITYCTUBLIETO MOJIMHHUKH WIN
BEyIIEero HaOIr0IeHUE 32 U3TOTOBIIEHUEM U3ICIIHUS.

Haanuce, mOATBEpXAAIOUIYI0 MNPaBUIBHOCTh BOCCTAHOBJICHHOTO —IOJJIMHHUKA,
CIIEyeT BBINOJHATh TYLIbIO WIM MAIIMHHBIM CHOCOOOM Ha TOJi€ s MOJIIMBKH
JOKyMEHTa, HallpuMep:

2BoccTaHOBIIEH C MOJUTMHHUKA.

Bepno: (moxnuce, pamunus u gara)".

*BoccTaHOBIIEH C KOTIHH.

Bepno: (moxnuce, pamunus u nara) .

HpaBI/IJ'IBHOCTL BOCCTAHOBJICHHOI'O MNOIMJIMHHHUKA 3JICKTPOHHOI'O JOKYMCHTA HOOJIKHA
MOATBCPIKAATHCA 3HCKTp0HHOI71 I.IH(I)pOBOfI IOAIIKMCBIO OTBETCTBCHHOI'O JIMIIA.

(M3menennas pegaxkuus, U3m. Ne 1)

38. B BCPXHECM IIPABOM YTy IOJIA KaXXIAO0I'0 JIMCTA BOCCTAHOBJIICHHOI'O NOAJIMHHUKA
JOJIDKHA OBITh HaaAruCb  TYIIbBRO nin  OOJDKCH OBITh MIPpOCTABJICH  IOTAMII:
n

2BoccTaHOBJICHHBIM INOATMHHHUK Ne .. C YKazaHHuCM IIOPAAKOBOI0 HOMCpPaA
BOCCTAHOBJICHHA JaHHOTO JIMCTA INOJJIMHHHKA.

3.9. BoccTtaHOBIIEHHBIN  MOMAJIHMHHUK JODKEH  HMETh HHBCHTapHLIﬁ HOMCEP
BOCCTaHaBJIMBACMOI'O IIOAJIMHHHUKA. O BOCCTaHOBJICHUH JOKYMCHTA [JOJI’KHA OBITh

caciiaHa OTMCTKa B HHBCHTapHOﬁ KHUTC.

3.10. Ha MNOMJIMHHHUKE WM KOIHWH, C KOTOPbLIX MHNPOU3BOJUIOCH BOCCTAHOBJICHHUC,

CTaBAT IITAMII: 23aME€HEH BOCCTAHOBJICHHBIM IIOAJIMHHUKOM Ne..." ¢ YKa3aHueM
MpoMBILLNEHHAR W 3KoNOMM4Yeckan GeaonacHocTs, Pasmewerue peknami
oXpaHa TpyQa, ayauT W capTiduKaLMa, 4 e gokymenTax: 7

COMAacosaHiA W paspelweHkd — uslugl.complexdoc.ru reklama.complexdoc.ru


http://www.complexdoc.ru/ntdutext/480039
http://www.complexdoc.ru/ntdutext/480039
http://www.complexdoc.ru/ntdutext/480039

basa HopmatuBHOI nokyMeHTarun: www.complexdoc.ru

MOpsAAKOBOI0O HOMCpPAa BOCCTAHOBJICHUA MW AaTbl IMPUHATHA  BOCCTAHOBJICHHOT'O
MOJIMHHHUKA HAa XPAHCHUC.

4. VYET IPUMEHSEMOCTH
JTOKYMEHTOB

(Mcknrwuen, U3m. Ne 1)

[IPUJIO)KEHUE 1
Pexomernoyemoe

CKJAJBIBAHUE YEPTEXXEH

1. Jluctel uepTexxkeld Bcex (GopMaTOB ClEAyeT CKJIaAbIBaTh CHauana BJAOJIb JTHUHUMN
MEPIEeHIUKYISPHBIX (IPOAOIBHBIX), & 3aT€M BJIOJb JIMHUN MapauieNbHbIX (TIOMEePEYHbIX)
K OCHOBHOM HaJMHCH.

2. JIncter qepTexceﬁ MocJIC CKJIaAbIBaHUA HOJIKHBI MMCTb OCHOBHYIO HAAIHChb Ha
JINLIEBOM CTOPOHC CIIOKCHHOTI'O JIUCTA.

3. JIucThl yepTexel CKIaJbIBAIOT B MOCIEI0BATEIBHOCTH, YKa3aHHON B Taba. 1 u 2,
udpaMu Ha JIUHUSAX CTHOOB.

4. YcTaHaBIMBAIOTCS CIEAYIONIUE BUABI CKIIaIbIBAHUS:
1) B manku B COOTBETCTBUU € TalII. 1;

2) A7st HETIOCPEICTBEHHOT'O OPOIIIOPOBaHUS B COOTBETCTBHUH € Ta0II. 2.

Taomuma 1
CkiaapiBaHue B ANKH
PasMepsl, MM
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IIPUJIO’KEHHUE 2
Pexomenoyemoe

1. VYYET U XPAHEHUE KOIIUA JTOKYMEHTOB

1.1. Konuu 1oKyMeHTOB B OyMakHOH (opme, NpUHUMAaEeMble Ha XpaHEHUE, JTOJIKHbI
ObITh KOHTPAaCTHO OTHeYaTaHbl M UMETb pPOBHBIH (OH 0e3 pa3HOLBETHOCTH,
3aTpyAHAOLIEH uTeHue TokyMeHTa. Ha Komusix JNOJKHBI OBITH BOCHpoM3BeneHbI (6e3
IIPOIYCKOB) BCE MMEIOIMECS HA MOJUIMHHUKE, TyOIuKaTe Wi OpUTHHAJIE JIUHUH, OYKBHI,
UQPHI U T.1I.

IIpu npuemke komuii B OymMakHOW (opMe NpPOBEPSAIOT HAJIMYUE BCEX JIUCTOB U
KOMIUIEKTHOCTb JOKYMEHTALIMH B COOTBETCTBUU C COITPOBOAUTEIbHBIMU JOKYMEHTaMHU.

(M3menennas penaxkuus, U3m. Ne 1)

1.2. Ha mnpeanpuatum MOTryT XpaHHUThb CIEIYIOIIME KOINUM KOHCTPYKTOPCKHX U
TEXHOJIOTUYECKUX JOKYMEHTOB: apXMBHbIE, KOHTPOJIbHbIE, paboune.

(M3menennas penaxkuus, U3m. Ne 1)

1.3. ApXuBHBIE KOIMH OTPAXKAIOT COCTOSHUE KOHCTPYKLUH WIM TEXHOJIOTUU
W3TOTOBJICHHUST M3/AEIHs B MEPUOJBl YTBEPXKACHUS UX 3aKa34MKOM, Meperayu
MOJUIMHHUKOB TPEANPHUITUAM-U3TOTOBUTENAM, MpPEKpalleHuss MPOU3BOJICTBA JAaHHOMN
KOHCTPYKLMU U T.1. Hanmuuue apXuBHBIX KOIHMM OTpakaloT B KapToukax yueta (dopma 2,
IIpUJIOKEHUE 3)

B apxuBHBIE KONUM W3MEHEHHMsS HE BHOCAT M a0OHEHTaM HE BBLIAIOT, MX XPaHAT
OTAENBHO OT APYTHX KOMHUH, B Mankax (aJbboMax) UM Ha 3JIEKTPOHHOM HOCHUTEJE.

Jlis mOKyMEeHTOB B OyMakHOW (opme Ha BHIHOM MecTe Mamku (anpOoma) U Ha
NMIEBOH  CTOPOHE KakJIOH apXuBHOH Komuu craBaT mramn APXVBHBIN
OK3EMIUIAP". Huwxe mTamna ykasplBalOT NPUYMHY M ATy NPUHATUS HAa XpaHEHUE
apxuBHOH Konuu. JlomyckaeTcsi XpaHeHHe apXUBHBIX KON B BUE MUKPO(DUIBMOB.

ApXUBHBIE KOITUH 3JIEKTPOHHBIX JOKYMEHTOB B PEKBU3UTHOH YacTH JOJKHBI UMETh
COOTBETCTBYIOLIMH Mpu3HaK (OykBa, udpa u ap.).

(M3menennas penaxkuus, U3m. Ne 1)
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1.4. KOHTpOJ'ILHBIe KOIIMU CJIY?KaT AJId BOCCTAHOBJICHUSA TTOMJIMHHHUKA, U3IOTOBJICHUSA
,Z[Y6J'II/IK3.TOB, pa60q1/1x KOHI/II>'I, CIIPaBOK WJIM CBCPKU JOKYMCHTALIUU, XPAHAT UX OTACIIBHO
OT ApyTrux KOIMI 1 aOOHEHTaM HE BbBIJAKOT».

KoHTposnbHas Konus 3JIEKTPOHHOTO TOKYMEHTa JO0JKHA UMETh B PEKBU3UTHOM 4acTH
COOTBETCTBYIOLIMI Mpu3HaK (OykBa, 1dpa u ap.).

Ha nuueBoii cTOpoHE Ka)A0ro JMCcTa KOHTPOJIBHBIX KONUN Ha BUJIHOM MECTE CTaBST
mramn 2KOHTPOJIBHBIM SK3EMILISP" (3a HCKIIOYEHHEM KOHTPOJIBHBIX KOIMIf
TUnorpa)CKuX M3JaHUNH M COPOIIIOPOBAHHBIX TEKCTOBBIX JOKYMEHTOB, Ha KOTOPBIX
IITaMI CTaBAT TOJIBKO Ha O0J0XKKE U HA TUTYJILHOM HJIU IIEPBOM JIUCTE).

(M3menennas pegaxkuusi, U3m. Ne 1)

1.4a. Paboune xonuu npeaHa3HavyeHsbl Ui 00CITy>)KUBaHU TPOU3BOACTBA. Uncio
pabouux KONuii, HAXOAAIIUXCS B OOPAIIEHUH, U MECTa UX XpaHEHUs (BblAada-IpueMKa)
yCTaHABJIMBAET OpraHU3aLus.

(BBeneH 1onoaHuTEeIbHO, U3M. No 1)
1.5. (Mckaouen, U3m. Ne 1)

1.6. Yuer BbIjauu (OTCBHIIKM) M BO3BpaTa KOMHMI BHYTPEHHUM M BHEIIHUM aOOHEHTaM
MOJKET MPOBOAUTHCS BPYUHYIO HJIM aBTOMATU3UPOBAHHBIM CLIOCOOOM. YUEeT MPOBOIAT 110
KapTO4KaM yuyeTa JJOKYMEHTOB ()OpPMBI 2, 2a B COOTBETCTBHUHU C NPHIIOKEHUEM 3.

Y4er BbIJAYM M BO3BpaTa KOMUN BHYTPEHHUM Aa0OHEHTaM MOXKET MPOBOJIUTHCS
BPYUYHYIO WJIM aBTOMATH3UPOBAHHBIM CIIOCOOOM MO aOOHEHTCKUM KapToukaM (hOpMbl 3,
3a B COOTBETCTBHH C MPHIIOKEHUEM 3*

(M3menennas pegaxkuusi, U3m. Ne 1)

1.7. Konuu 1OKyMEHTOB B OyMa)kHOM (hopMe XpaHSAT KaK pPOCCHINbIO (TIOJIUCTHO), TaK
Y BJIO)KEHHBIMH B MANIKU WK, IPH HEOOXOAUMOCTH, COPOIIIOPOBAHHBIMU B aJIbOOMBI.

IIpu XpaHeHUM POCCHINBIO (ITOJUCTHO) KOMUU CKIaAbIBalOT Ha (opmar A4. Komuwu,
noMeniaeMple B aidbOOMBI W MAIKW, CKIaAbBaloT Ha ¢Gopmatel A4 wimu A3 B
COOTBETCTBHUHM C IIPUJIOKEHUEM 1.

(M3menennas pegaxkuus, U3m. Ne 1)

1.8. Komuu KOHCTPYKTOPCKHMX JOKYMEHTOB Ha U3JIEJIUE YKJIAAbIBAIOT B MAaNKH
(amp0OMBI) B Tpesenax M3AeNnus WK B Mpeesiax paldoOHAIbHO BBIOPAHHBIX COCTaBHBIX
qacTeN N3N,

MpoMBILLNEHHAR W 3KoNOMM4Yeckan GeaonacHocTs, Pasmewerue peknami
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1.9. Konuu KOHCTPYKTOPCKHMX JOKYMEHTOB Ha H3JEIUS YKIAAbIBAIOT B MAaNKH
(ampOOMBI) B CIIEYIONIEH MOCIIeI0BATETbHOCTH:

1) cnerudukaius u3aenus;

2) MOKyMEHTBl OCHOBHOTO KOMIUIEKTa wu3Aenus (B TOpSAKE 3aluch UuX B
cre(UKAIIN);

3) CHCLII/I(pI/IKaLII/II/I COCTaBHBIX YacTel HU3Ienus U AOKYMCHTBI OCHOBHOI'O KOMIIJICKTA
COCTaBHBIX 4YacTed W3IEIUsI ( B TIOpsAAKE BO3pacCTaHUA 0603Ha‘leHHﬁ). I[OKyMCHTLI
OCHOBHOT'O KOMILIEKTa COCTaBHBIX YacTed M3ASIHSA MOMEIIAIOT II0CIIe CHeI_II/I(I)I/IKaI_II/II/I B
MOpAAKE UX 3alIUCHU B CHGLII/I(I)I/IKE[LII/II/I;

4) yepTexu JeTaleil, 3anucaHHble B crelu(UKalMd OCHOBHOTO M3JIENIUs, U BCEX €ro
COCTaBHBIX YacTeil (B MOpsiiKe BO3pacTaHus 0003HAUCHHA).

Ecnu Ha gerans (KpOMe qepTexca) BBITYIICHBI APYTUC NJOKYMCHTbBI, TO UX IMOMCIIAIOT
IMMOCJIC YCPTECIKA JeTanei (B MOPAAKE 3allMCH UX B CHCI_II/I(bI/IKaI_II/II/I).

1.10. KoMmmiekT KOmMil TEXHOJIOTHYECKHUX TOKYMEHTOB YKIAIbIBAIOT B TAMKH WU
OpoIIIOpYIOT B aidbOOMBI, MPH ITOM B OAHY Mamnky (aiab0oM) TOMENIAlT BCE
TEXHOJOTHYECKHE JOKYMEHTHI, pa3paOOTaHHbIE Ha OJIHO W3JE/INe WU HECKOJBKO
W3JICIHIA, WK PAllHOHATBHO BEIOPAHHYIO COCTABHYIO YacTh U3/CTIHSI.

I[Ipu HeoOxomuMocTH, B OAHY mHanky (anpboM) [OMyCKaeTcs IMOMENIaTh
TEXHOJIOTUYECKHE JOKYMEHTHI 110 OTAEIbHBIM METO1aM 00pabOoTKU U COOPKH U3AETusI.

1.11. B oany manky (anpbom) ykiansiBaroT He Oonee 200 NHCTOB JOKYMEHTOB,
NPUBEJCHHBIX K popmary A4.

1.12. TIpu GOnBIIOM KOJTHYECTBE JOKYMEHTOB UX PA3ACTSIOT HAa YACTH M YKJIAbIBAIOT
B HECKOJIbKO Manok (anp0omoB). Ha aTukeTkax mamok (anp00MOB) WM Ha UX 0OJIOKKax
YKa3bIBAlOT HOMEp NaHHOW YacTH, OOIee KOJIMYECTBO YacTel M HOMEp JK3eMIULIpa
nanku (anpboma).

1.13. JlomyckaeTcsa B Kak[oi nanke (anp0oMe) mpeaycMaTpuBaTh OMHMCh, B KOTOPOMH
MIEPEUUCIISIIOT, B IOCIEAOBATEIbHOCTH MX PAaCIOJIOKEHHUs, BCE HAXOIALIUECS B HEH
JOKYMEHTBI.

1.14. Jlns Ttekymel paboThl MOAPa3AEICHUIO, BBIMYCTUBIIEMY MOIMHHUKA
JOKYMEHTOB WJIM BeAyIIEeMYy HaOJIIOJICHUE 32 U3TOTOBJICHUEM M3/IEIHs B NPOU3BOCTBE,
BBIJICJIAIOT SK3EMIUISIP KOMHMHA COOTBETCTBYIOIIMX JOKyMeHTOB. Ha nuneBoll cTopone
KaX/I0T0 JINCTa KOMUH (IpU XpaHEHMHM MX POCCHINbIO) MM Ha BUJHOM MeCTe MarK{
(ampboma) craBar mramn *OK3EMIUISAP KOHCTPYKTOPA" wmu 23K3EMIUIAP
TEXHOJIOI'A", mpuBeeHHbIE B IPUIOKEHUN 4*.

MpoMBILLNEHHAR W 3KONOMMYEckan Be3onacHICTs, PBSII'IEI.LIE‘HI‘IE‘ peKname
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(M3menennas penaxkuus, U3m. Ne 1)

1.15. Ha xonusix TOKyMEHTOB, 00 M3MEHEHHUSX KOTOPBIX MOCJE BBICHUIKH a0OHEHTOB
He u3BemaroT, ctapaT mramn 20Ob UISMEHEHUUN HE COOBIIAETCA".

1.16. B 3ampocax O BBICBUIKE JHOKYMEHTALMHM OT APYIMX NPEINPHUATHN YKa3bIBaloT,
HeoO0XonuMO 1M OpaTh Ha Y4YeT 3alpallMBaeMyl0 JOKYMEHTAIMIO JUIS BBICBUIKH B
JanbHeHIeM n3BeeHUH 00 U3MEHEHUSIX WIIN HeT.

1.17. Kommu HAOKYMCHTOB, H3BATBIC U3 o6pa1ueHI/1;1 BCJICACTBUC MPCKpaAICHUS
IMPONU3BOACTBA I/I3ILCJII/II>'I, a TaKiKXC KOIIMU JOKYMCHTOB, AaHHYJIMPOBAHHBIX WA
3aMCHCHHBIX B CBA3U C BHCCCHHUECM H3MCHCHHﬁ, YHUYTOKAKOT ITOCJIC COCTABJICHUSA aKTa 00
YHUYTOKCHUHU NN OITUCHU KOITHA.

2. YYET U XPAHEHUE KOMWI JOKYMEHTOB
JIPYTUX MPEJANPUSTHIA

2.1. Komum JOKyMEHTOB, NOCTYNHBIIMX OT JPYTHUX HPEANPUATHA, XPaHAT
YJIOKEHHBIMH B MAaNKH WIM TEPEIUIETEHHBIMU B albOOMBI OTAEIBHO MO KaXIOMY
MPENPHUITHIO, KOTOPHIM OHU ObUIM W3/IaHBI WM OTAEIBHO 0 KaXKI0MY U3JIEIHIO.

JlomyckaeTcsi KOMUM XPaHUTh POCCHINBIO (IIOJIUCTHO) CIOXKEHHBIMU Ha (opmar A4
nmu A3.

2.2. B kaxmou mamnke (amp0ome) OJDKHA OBITh OMHUCh, B KOTOPOW MEPEUYHUCIISIOT, B
MOCJIEIOBATEILHOCTH MX PACIIOJIOKEHUS, BCE HAXOSAIUECS B HEH JOKYMEHTHI.

2.3. Peructpanuio (y4er) KOnuid JOKyMEHTOB APYTUX MPENNPUITHIH OCYIIECTBISAIOT B
COOTBETCTBUM C TpeOoBaHusMU mn. 2.3 u 2.4 Hacrosiuero crangapra. Ha kaxmayro
PETUCTPUPYEMYIO KOTIHIO (MJIM KOMIUIEKT KONUi) B OyMakHOU (hOpMe HAHOCST IITAMIT C
yKa3aHME€M HWHBEHTapHOIO HOMeEpa, HOMepa S3K3eMIUisipa (Mpu HATWYMH HECKOJIbKUX
AK3EMILISPOB) U 1aThl PETUCTPALIUH.

VYka3aHHBIN IITaMII B Mamnkax (aJibOOMax) CTaBsT Ha BUJIHOM MECTE OIMCH, a TAKXKE Ha
ATUKETKE WU B JIEBOM BEPXHEM YTy OOJIOKKH.

Ha xonusx B 6ymaxkHOM popme, XpaHSAIIUXCS POCCHINbIO (MTOJUCTHO), IITaMII CTaBsAT B
JIEBOM BEpPXHEM YTy Ka)JOro JIUCTa JOKyMeHTa ¢opmara A4 wid JHCTa JTOKyMEHTA,
CII0KEHHOT0 Ha Gopmat A4.

(M3menennast penakuusi, U3m. Ne 1)

2.4. Konuu y4uTHIBAIOT BPYYHYIO MJIM aBTOMATH3WPOBAHHBIM CIIOCOOOM B KapTOUKax
ydeTa o ¢popmam 2, 2a, 20, 2B B COOTBETCTBHUH C MPUTIOKECHHUEM 3.
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(M3menennas pegaxkuusi, U3m. Ne 1)

2.5. Konuu nipyrux mpeanpusiTHi XpaHST B MOPSAAKE BO3pacTaHUs 0003HAYCHHH IO
KaX/I0MY KOy MIPEIIPUSATHSL.

2.6. B ciydae mnpekpalleHHs TNPUMEHSEMOCTH YYTCHHBIX KONHMM Ha JaHHOM
NPEINPUATHH JAeprKaTes NOUIMHHUKOB CTaBsAT B U3BECTHOCTH JUISl CHATHS UX C y4eTa.
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KapTqua yYuera I0KYMEHTOB (060p0THaH CTOpPOHA BTOPLIX U MOCJIECAYIOIIHUX

JINCTOB)

MpoMBILLNEHHAR W 3KoNOMM4Yeckan GeaonacHocTs,
oXpaHa Tpy[a, ayauT ¥ cepTHhduKaLna,
COMAacoaaHWA W pazpelleHins — uslugl.complexdoc.ru

Pasmewerue peknami

4 e gokymenTax:
reklama.complexdoc.ru
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MpoMBILLNEHHAR W 3KONOMMYEckan Be3onacHICTs,

AOOHEHTCKAasl KAPTOUYKA (JIMIleBasi CTOPOHA)

oXpaHa TPyAa, ayAWT W capTkdukauus,

COMAacoaaHWA W pazpelleHins — uslugl.complexdoc.ru

Pasmewerue peknami

4 e gokymenTax:

reklama.complexdoc.ru

®opma 3

21



basa HopmatuBHOI nokyMeHTarun: www.complexdoc.ru

=] )
= Ly ABaHeHTERER KIRTONKE Byxai
d MNpogon- LTI T Y T W :“
R P iy e LONSHOET e o Mogpasaenenme — BaTy
20 i ] fa g £ T
ET @ OB oamaypseme :E " ; % g § Dboamsumme bt : i E ] i
# Selg 2 = G hewl s & £ So
’ !
[ 6| 10 4 17 65 6|10 4 7
] 1
gl |
bl
E i
1w
]
1-:
B~
)
\ V
| |
| i H
_ 210
i
dopma 3a
AOOHEHTCKasl KAPTO4YKa (000pOTHASI CTOPOHA)
HFHJHNI.I.I.I'IE‘HHEH W IKONoOrM4ecLan ﬁmﬂaﬂﬁﬁﬂl’h, PESMELLIE'HHE' pﬂlﬂ'lﬂlﬂbl
oXpaHa Tpyaa, ayauT M cepTHhUKaLus, 4 e gokymenTax:

22
COMacoaaHWA W pazpellieHns — uslugl.complexdoc.ru reklama.complexdoc.ru



basa HopmatuBHOI nokyMeHTarun: www.complexdoc.ru

g 4 2a x z i I
< , x = £ =
=] i Do aussue ] T £ EE DBoinsu e it E'i‘ E‘ Eg
Zhle 2 é G Zelgd {4 0o
65 E| /0 | e 11 65 6| 10| 14 |7
o
N
g "
|
g
T
Ty
- 21q

[IpuMeuanue. B kaprouke yuera JTOKyMEHTOB yKa3bIBAKOT:

1) B rpade *Bun noxymenra" popmsl 2 - BUJI TOKyMeHTa (MOAJMHHUK, TyOIUKAT WU
KOIUS), KOTOPBIH NPUHSAT HA YUET;

2) B rpade *Pa3oBbie Bbiaun" Gopmbl 2a aOOHEHTHI, KOTOPHIM BBIJAIOT (BBICHUIAIOT)
kornuro npokyMeHra co mramnom 20Ob UISMEHEHWM HE COOBIIAETCA".

(M3menennas pexaxkuusi, Usm. Ne 1)

MpoMBILLNEHHAR W 3KoNOMM4Yeckan GeaonacHocTs, Pasmewerue peknami
oXpaHa Tpy[a, ayauT ¥ cepTHhduKaLna, { B AOKYMEHTaX: 23
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IIPUJIO’KEHHUE 4
Pexomenoyemoe

OBPA3IbBI HITAMIIOB I1O YUETY 1
OBPAHIEHUIO JOKYMEHTOB,
BBIIOJITHEHHBIX B BYMAXKHOHN
DOOPME

1. IHrammbr npeaHa3Ha4YarTCd JId  YIOPOHmICHUA HAHCCCHHUA W JOCTHUIKCHUSA
OJHOTHUITHOCTH I/I306pa)KeHI/IH HaAIHCeN U YKaSaHHﬁ, MMPOU3BOAUMBIX B JOKYMCHTAaX B
nmponecce ux 06paH_IeHI/I$I, a TaK’KC B U3BCHICHUAX U B JOKYMCHTAaX y4cTa.

2. ramn 23AMEHEH BOCCTAHOBJIEHHBIM ITOJVIMHHUKOM Ne......... r." c
yKa3aHUEM IIOPSJKOBOIO HOMEpPAa BOCCTAHOBIEHUS IIOJUIMHHMKA W JaTbl  €ro
BOCCTAaHOBJICHUS CTaBAT Ha IOMJIMHHUKAX, ¢ KOTOPBIX M3TOTOBJICHBI BOCCTAHOBJICHHBIC
IIOJINHHUKH.

3. Illramn *AHHYJIMPOBAH, 3AMEHEH..., u3Bem. Ne... ot ... r." craBar (c
yKa3aHHEM HOMEpa, JaThl BBIMYCKAa W3BEIIECHUS U TOJNNCH) Ha AHHYJIUPOBAHHBIX II0
M3BEILICHUSM TMOATUHHUKAX, TyOIUKaTaXx M KOMHSX, a TAaKXKe Ha KapToukax yueta. [lpu
OTCYTCTBHH 3aMEHBI CTaBST MPOUYEPK.

4. lramn 2ITPU HOBOM KOHCTPYUPOBAHWU HE ITPUMEHTH, B3AMEH
[NPUMEHATD..." cTaBAT Ha OCHOBaHUU COOTBETCTBYIOIIMX U3BELICHUI Ha
MOATTMHHKUKAX, AyOIHUKaTaX M KOMUAX, KOTOPHIE HENb3s UCIIOJIb30BaTh BO BHOBb
pa3pabaTbiBaeMbIX M3/IETHUIX, a TAK)KE HAa KapTOUKaxX ydera.

5. ramn *B3AMEH IIO/JJIMHHUKA" craBAT Ha HOKyMEHTax IpHU OTCYTCTBUH
MOIJIMHHUKOB 3TUX IOKYMEHTOB.

6. Ilramn 20K3. Ne..." craBaT (C yKa3aHMEM HOMEpa SK3eMIUIIpa) Ha Markax
(ampOoMax) KOMUil ¥ Ha OTZENBHBIX KOMHUSX.

7. Wramn *MHB. Ne.... 9K3. Ne.......r. " cTaBAT (C yKa3aHuEM MHBEHTApHOI'O HOMEPA,
HOMeEpa PK3EMIUIIpa U JaThl PETUCTPAIMK) Ha Mamnkax (abboMax) U OTAETbHBIX KOMHUAX
JOKYMEHTOB JIPYTUX MPEANPUATHIA.

MpoMBILLNEHHAR W 3KONOMMYEckan Be3onacHICTs, pasMELuEH“E peKname
oXpaHa Tpyaa, ayauT H cepTudUkaLan, 4 e gokymenTax: 24
COMAacoaaHWA W pazpelleHins — uslugl.complexdoc.ru reklama.complexdoc.ru



basa HopmatuBHOI nokyMeHTarun: www.complexdoc.ru

JlonmyckaeTcsi TakKe MCIHOJIb30BaTh ATOT IUTami (0e3 yKa3aHHUs HOMepa 3K3eMILIpa)
IpU pPErucTpauuu o0pa3loB i TUIOTPA(PCKUX M3MAHUM W JPYrHMX JOKYMEHTOB,
XpaHAIMUXCs Ha MPaBax MOAJMHHUKOB.

8. IlItammsr 2(KOHTPOJIBHBIM SK3EMIUIAP" u *APXUBHBINA SK3EMILISIP"
CTaBAT COOTBETCTBEHHO HA KOHTPOJBHBIX M apXMBHBIX 3K3EMILIApAX KOMHI M Ha Markax
(anmbbomax) kormit. IlItamn 2KOHTPOJIBHBIM DK3EMIIISP" crapsar Takke Ha
KOHTPOJIbHBIX 3K3EMILIAPAX U3BEILECHUN U MPUIIOKEHUN K HUM.

9. Wramns! *OK3EMIUIAP KOHCTPYKTOPA" n *OK3EMIUIAP TEXHOJIOT'A"
CTaBAT COOTBETCTBEHHO HAa KONUAX KOHCTPYKTOPCKHUX U TEXHOJIOTMYECKHUX JOKYMEHTOB,
BBIJIaBAEMBIX JUISl TEKYyIEH paOoThl MMOJIPA3/IeiCHUIO, BBITYCTUBLIEMY MOUIMHHUKHN WU
BeyIIeMy HaOJI0JICHHE 32 U3TOTOBJICHUEM U3/IeIUN B IIPOU3BOICTBE.

10. MMramn 20b W3MEHEHMUU HE COOBHIAETCA" craBaT Ha KONHMSAX
JOKYMEHTOB, BBIIaBa€MbIX B TOPSIKE Pa30BOM BhIJAYM O€3 BHICHUIKM B JajbHEHIIEeM
U3BEIIEHUH 00 N3MEHEHUH 3TUX IOKYMEHTOB.

11. (Mckarouen, U3m. Ne 1)

12. Z[OHyCKaCTCH MNPUMCHATH U IITaMIIbl APYTHX BHUAOB, YHPOIIAOMIUX HAHCCCHUC
HaJIMCeN Ha JOKYMCHTax.
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(M3menennas pexaxkuusi, Usm. Ne 1)

«[IPUJIO’KEHUE 5
Cnpasounoe

KOMMEHTAPUU K MYHKTAM
CTAHJAPTA

K IMIYHKTY 1.2. Yuer n XpaHCHUC 6YM8.)I(HLIX U DJICKTPOHHBIX HOKYMCHTOB SBJISICTCS
YaCTbIO CUCTCMBI 06pameHI/151 JAOKYMCHTAallUU Ha NPCAIIPUATHH.

[Ton y4TeHHBIM JOKYMEHTOM ITOHMMAeTCsl JOKYMEHT, NPUHATHIH Ha aOOHEHTCKOE
oOciyuBaHue (yYTEHHBIH JOKYMEHT).

[lepeuens ¢yHKIMI, OpraHM3aliOHHAs CTPYKTypa M pachpeaencHue (QyHKUUN
CUCTEMBI IOKYMEHTO000POTa YCTaHABIMBACTCS MPEANPUITHEM.

K nynkry 2.1. Ilpu peructpaimmu (yd4ere) 3JIEKTPOHHBIX JIOKYMEHTOB B rpade
«IIpumeuanue» (popma 1, npunoxenne 3) ykaspiBatoT popmar (aiina JOKyMeHTa.

MpoMBILLNEHHAR W 3KoNOMM4Yeckan GeaonacHocTs, Pasmewerue peknami
oXpaHa Tpy[a, ayauT ¥ cepTHhduKaLna, { B AOKYMEHTaX: 27
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K nynxty 2.2. K apyrum poxkymeHTam oTHocuTCs «BemoMocTs crienudukanuii»y B
cootBeTcTBUM ¢ [OCT 2.102, 1o KOTOpOI NPOBEPSIIOT KOMIUIEKTHOCTh IIPUHUMAEMBIX Ha
XpaHEeHHe MOATMHHUKOB Ha KOMIUIEKCHI, COOPOUHBIE €IMHHIIBI U KOMIUIEKTbI, UMEIOIIUE
1Be U O6osiee CTYNeHU BXOAMMOCTH COCTaBHBIX YacTeil.

I[J'ISI OJICKTPOHHBIX HNOKYMCHTOB, IIPUHHUMACMBIX Ha XpaHCHHUC 110 OTACIbHBIM
C60p0LIHBIM CANHUIaM, MPOBEPKAa KOMIIJICKTHOCTU OCYIICCTBJIACTCS 1O CHCI_II/I(l)I/IKaI_[I/II/I.
Z[J'IH JAOKYMCHTOB Ha BCC U3JCIUC B ICJIOM KOMIUICKTHOCTH JOKYMCHTOB IIPOBCPAIOT 11O
«Bemomoctn SJICKTPOHHBIX JOKYMCHTOBY.

K nynkrty 2.4. VlHBeHTapHBII HOMEp NOJUIMHHHUKY NPUCBAMBAIOT HE3aBHCUMO OT
KOJINYECTBA JINCTOB B JIOKYMEHTE MJIM KOJIMYEeCTBa (ailsIOB, U3 KOTOPBIX OH COCTOMT.

Ha noxymeHnte, cocTosiieM U3 HECKOJIBKUX JINCTOB, MHBEHTAPHBIA HOMEP HAHOCAT Ha
Ka’KObIHU JUCT.

I/IHBCHTapHLIﬁ HOMCp MNOJJIMHHUKA J3JICKTPOHHOI'O JOKYMCHTA YKa3bIBAlOT B CIroO
peKBH3HTHOﬁ qacCTHu.

K nyskry 2.8. Jlnsg oOecnieueHHs BOCCTAHOBJIGHHUS HIEKTPOHHBIX 0a3 JaHHBIX
aBTOMAaTH3MPOBAHHBIX CHUCTEM TMPU XpPAHEHWU IMOJUIMHHUKOB CJIEIYeT MPOBOJIUTH
pE3epBHOE KONIMPOBAHUE.

HpaBI/IJ'Ia BBITIOJIHCHUA PE3CPBHOI0 KOIIMPOBAHUS (HepI/IOIII/I‘-IHOCTB, perucTpainmuo u
,Z[p) YCTaHAaBJIIMBACT OpTaHHU3allUs.

K mpunoxennto 2 (myHktsl 1.6, 1.14). ABTOMaTHM3MpOBaHHAs CUCTEMA IIPU ydeTe
JBIKEHUS JIOKYMEHTOB JIOJDKHA OOecreyuBaTh CBOEBPEMEHHYIO pacChUIKy aOOHEHTam
(BHYTpEeHHMM M BHEIIHUM) HU3BEIICHUH 00 M3MEHEHUSX M (WJIM) KONMUH H3MEHEHHBIX
JOKYMEHTOBY.

NHO®OPMAILIMOHHBIE JAHHBIE

1. PABPABOTAH W BHECEH TIocynapcrBennbim komutretom CCCP mo
CTaHAapTaM

NCIIOJIHUTEJIN

B.®. KypoukmHn, kann. texH. Hayk; IILA. Illanaes, kann. texH. Hayk; B C.
MenapuxoB; C.C. bopymek; E.A. Jlodogma; B.I'. Maprtemos; JLJ.
Avupaxansun; A.JO. Boponosa

2. YTBEPKXJEH Y BBEJIEH B JIEUCTBUE Ilocranosiennem I'ocyaapcTBeHHOTO
komutera CCCP nmo crangapram ot 17.03.88 Ne 614

MpoMBILLNEHHAR W 3KONOMMYEckan Be3onacHICTs, pasMELuEH“E peKname
oXpaHa Tpyaa, ayauT H cepTudUkaLan, 4 e gokymenTax: 28
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3. (Ucknrwuven, Uzm. Ne 1)
4. B3BAMEH I'OCT 2.501-68, 'OCT 3.1111-77 (B uactu pa3sa. 2)

5. CCBIVIOYHBIE HOPMATUBHO-TEXHUYECKHUE JOKYMEHTbBI

O6o3nauenue HT/I, Ha koTOpHIii JaHa
Howmep nyHkra, noamyHkra
CCBLIKA

I'OCT 2.102-68 2.1
I'OCT 3.1201-85 2.9,
I'OCT 13.1.002-2003 2.1
T'OCT 2.051-2006 23
I'OCT 2.301-68 23

(M3menennas pexaxkuusi, Usm. Ne 1)
Iepeunsnanue. Oxrsa0pn 1988 .

COJEPKAHUE

1. ObIIIME TPEBOBAHW A

2. YYET U XPAHEHUE ITOAJIMHHUKOB

3. BOCCTAHOBJIEHUE TTO/JJIMHHUKOB

4. YYET ITPUMEHAEMOCTHU JOKYMEHTOB

IPUJIOKEHUE 1 _Pexomendyemoe CKJIAJIBIBAHUE YEPTEXEMN

IPUJIOKEHUE 2 Pexomendyemoe 1. YYET U XPAHEHUE KON

JOKYMEHTOB
MNpoMBILLNEHHAA W 3KONOMMYecKan Ba3onacHocTh, Paamewexne pernamMbsl
oXpaHa Tpyaa, ayauT M cepTHhUKaLus, { B JOKyMaHTax:
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2. VYET I XPAHEHUE KON JOKYMEHTOB APYTUX OPEJIPUATUI

TIPUJIOJKEHUE 3 Pexomenoyemoe lHBeHTapHas KHUTA

HIPUJIOJKEHUE 4 Pexomenodyemoe OBPA3IIBI INTAMIIOB 10 YYETY U
OBPAIIEHUIO JOKYMEHTOB, BBIITOJIHEHHBIX B BYMAXHOUW ®OPME

«[IPUJIOJKEHHUE 5 Cnpasounoe KOMMEHTAPUN K TIYHKTAM
CTAHIAPTA

MpoMBILLNEHHAR W 3KoNOMM4Yeckan GeaonacHocTs, Pasmewerue peknami
oXpaHa Tpy[a, ayauT ¥ cepTHhduKaLna, { B AOKYMEHTaX:
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