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4 BBEIIEH BITEPBLIE

HHpopmauusi 06 u3MeHeHUsiX K Hacmosu,emy cmaHoapmy
nybaukyemcs 8 exce200HO u3zdasaemom UH(pOPMAUUOHHOM yKa3ameJie
«HauuoHanvHble cmaHOapmul», a mekcm u3MeHeHull U Nnonpaeok -
8 ejxcemMecsiyHO u30dsdemMblX  UHMOPMAUUOHHBLIX  yKalamesx
«HauuoHaavHble cmaHOapmul». B cayuae nepecmompa (3aMeHbul) uau
OmMeHbl Hacmosiu,e20 cmaHdapma coomsemcmsyouiee ygedomaeHue
6y0em onyb/1uKOBAHO 8 exceMecsiHHO u3dasaemMom UHGOPMAUUOHHOM
ykazamene <«HauuoHaavHble cmaHOapmoer». Coomeemcmeyrou,as
uHgopmauus, ysedomsaeHuUe U MeKCMbl paA3Mew,aromcs makdice 8
UHpopMayuoHHOU cucmeme obu,e20 N0/1b308AHUSA - HA OPUUUAALHOM
catime ®edepasibHO20 d2zeHMCMeBd N0 MexXHUYeCKOMY pe2y/1upo8aHU0
u Memposo2uu 8 cemu HHmepHem
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IIpunoxenve A (pekoMeHnyeMoe) KapTo4yky yyeTa
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) PazHelleHWe peKnakbl B J0KYHMEHTAX W Ha caiite www.complexdoc.ru
Ten.: +7 (495) 506-71-51, +7 {495) 506-78-57, infof@complexdoc.ru



Baza HOpMaTUBHOU OOKyMeHTaluu: www.complexdoc.ru

IIpunoxenve B (pekomeHayemoe) ®opma 3 - XKypHan
perucTpalnum pa3pelreHny Ha BHeCEHUe U3MEeHEeHN

[MTpunoxenune I' (pekoMenayeMmoe) OOpa3Iibl MITAMIIOB 10 VUETY U
oOpallleHni0 JOKYMEHTOB, BLIIOTHEHHBEIX B OyMaxkKHOU hopMe

IIpunoxkeHue ekomMeHayemoe) ®opma 4 - AKT 0 cimcanupm*
IIPOEKTHBIX JOKYMEHTOB

bubnuorpadusa

HAIIMOHAJIBHBIU CTAHIOAPT POCCUUCKOMU
OEIEPAIIUH

CUCTEMA ITPOEKTHOM TOKYMEHTAIIUM 14
CTPOUTEJIIbBCTBA

VUYET U XPAHEHUE ITPOEKTHOM TOKYMEHTAIIUU

System of design documents for construction. Registration and
storage rules design documentation

Oara BBegeHus - 2010-03-01

1 O0s1acTh OPEMEHEHHS

HacTosmuii cTaHmapT ycTaHaBIMBaeT OOIIHWe MpaBuja 10 y4eTy U
XpaHEeHUI0 IMTPOEKTHOM, pabodell U UHOU TEXHUYECKOU JOKyMEeHTAallu!,
BBITIOJTHEHHOM B OyMaXXHOW © 3JIEKTPOHHOU (opMe, B apxXmBax
opraHu3alui - pa3paboOTYMKOB.

HacTtosiui CTaHOapT IpegHa3HaYeH oISt MTPUMEHEHU
IOPUONYECKUMU U  (GU3UYECKUMHU JIMIAMHU, OCYIIECTBASIOMIUMU
OesiTEeJIbHOCTh IT0 IMTOATOTOBKE ITPOEKTHOM JOKYMEHTAIlMU U pa3paboTke
paboyel MOKyMEHTAllUM Ha CTPOUTEIbCTBO 3OaHUW M COOPYKEHUH,
HEe3aBUCUMO OT (OPM COOCTBEHHOCTU U MMOOYUHEHUS.

HacTtosiimu# cTaHOapT He yCTaHaBJIWBAET MPaBUJI yYeTa U XpaHEeHUs
ITPOEKTHOM M pabouell MOKyMEeHTAIlUd Ha CTPOUTEITHCTBO BOEHHBIX U
WHBIX 00BEKTOB, OJIT KOTOPHIX OIIpedesieH 0COObIN pexxuM 6e30I1acHOro
GYyHKIIMOHUPOBAHUS U OXPAHHI.

r‘j\ PasdeleHe peknaKsl B 40KVHEeHTax M Ha caidTe
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Ha ocHOBe HacCTOSLIEr0 CTaHOapTa MOTYT OBITH pa3paboTaHbl
CTaHOApPTHl OpraHu3alluii, oTpaxKawllue O0COOEHHOCTH YydYeTa U
XpaHEeHUs IIPOEKTHOM M pabouel OOKyMeHTaluu C y4eToM obObeMa
OOKYMEHTallMM, BUOA HOCUTENS M YCJIOBUM OOKyMeHTOooOOpOoTa
OpraHMu3alluu.

2 HopMaTuBHBIE CCBIJIKH

B HacTosIleM cTaHOapTe HCIOIb30BaHBI CCHIJIKM Ha CJIegyIolue
CTaHOAPTHI:

[OCT P 21.1101-2009 CucteMa HOpPOEKTHOU [MOOKyMEHTallMMU [OJisd
cTpouTenbCTBa. OCHOBHBIE TpPeOOBaHHUS K IIPOEKTHOM U pabouen
OOKyMeHTaluu

['OCT 2.004-88 EpuHas cucteMa KOHCTPYKTOPCKOM OOKYMEHTallUH.
O6miue TpeboBaHUS K BBITIOJITHEHUIO KOHCTPYKTOPCKUX u
TEXHOJIOTUYECKNX [OOKYMEHTOB Ha IledaTallluxXx U TrpapudecKux
yCTpOMCTBax BeiBoga 9BM

['OCT 2.051-2006 Enunas cucrteMma KOHCTPYKTOPCKOU
OOKyMeHTaluu. JDJIEKTPOHHBIE NOKYMEHTHI. O0III1e MOI0XKEeHU

['OCT 2.102-68 EpguHas cucteMa KOHCTPYKTOPCKOM OOKYMEHTallUH.
Bupbl 1 KOMIIJIEKTHOCTh KOHCTPYKTOPCKUX TOKYMEHTOB

['OCT 2.301-68 EpguHas cucteMa KOHCTPYKTOPCKOM OOKYMEHTallUH.
dopMaTel

['OCT 2.501-88 EpuHas cucteMa KOHCTPYKTOPCKOM OOKYMEHTallUH.
[IpaBua yyeTa ¥ XpaHEHUS

['OCT 2.503-90 EpuHas cucteMa KOHCTPYKTOPCKOM OOKYMEHTallUH.
[IpaBuIa BHECEHUSI U3MEHEHUN

[Ilpumevyanue - IIpu 1OIBL30BaHHU HACTOSIIKMM CTaHOapPTOM
11eyiecooOpa3HO TPOBEPUTH [EMCTBHE CCHIJIOYHLIX CTAHOApPTOB B
MH(POpPMAIIMOHHOM cucTeMe O0Ilero mojab30BaHUS - Ha OPHUIMATIFHOM
caute demepasbHOr0 areHTCTBA II0 TEXHUYECKOMY PEryjJnupOBaHHUIO U
METpPOJIOTUHM B ceThu HHTEepHEeT UM II0 €eXEerogHO H3gaBaeMOMYy
HH(POpPMaALMOHHOMY  yKa3aTeJllo «Ha1imoHanbHBIE CTaHOApPTHI»,
KOTOPHIM ONyOJIMKOBAH MO COCTOSHMUIO Ha 1 sSiHBaps TeKYyIIero rofa,
U/UIn 1o COOTBETCTBYIOILIUM exXeMeCsI4YHO u37aBaeMbIM
MHPOPMAIIMOHHBIM yKa3aTeNsiM, ONyOJIMKOBaAaHHBIM B TEKYIIEM TOfy.
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Ecnu CChIMOYHBIN CTaHOAPT 3aMeHeH (M3MeHeH), TO IIPHU MOIb30BaHUU
HaCTOSIIMM CTaHOapTOM ClegyeT PYKOBOACTBOBAThHCS 3aMEHSIOIINM
(M13MeHeHHBIM) CTaHOapToM. EC/IM CCBHIJIOYHBIM CTAaHOAPT OTMeHeH 0e3
3aMeHBI, TO IIOJIOKEeHHEe, B KOTOPOM [aHa CChIJIKA Ha Hero,

IIPUMEHsAETCA B 4aCTH, He 3anaI"I/IBaIOH.IeI;I 9Ty CCHIJIKY.

3 TepMHHBI M OIIpeae/IeHus

3.1 B HacTod1leM cTaHOapTe MpuMeHeHbl TepMuHEL 110 [OCT P
21.1001, ’'OCT P 21.1101, I'OCT 2.051, a TakKe cJiegyooliie
TEPMUHBI C COOTBETCTBYIOIIUMHU OIIPENETeHUSIMU:

3.1.1

3JIEKTPOHHBIH JOKYMEHT: [JOKyMeHT, BLITIOJTHEHHBIN KaK
CTPYKTYPUPOBaHHBIN HAOOP JaHHBIX, CO3laBaeMbIX IPOTPaMMHO-
TEXHUYECKUM CPEACTBOM.

[COCT 2.001-93, ctaTtba A.3]

3.1.2

MPOEKTHBLIH TOKyMeHT: CocTaBHAs YaCTh IPOEKTHOM U/UIH
paboyel HOKyMeHTalluu, UMeIoIasi CaMOCTOSITeJIbHOe 0003HauUeHue.

[TOCT P 21.1002, ctaTtbsa 3.1.3]

3.1.3

IIOOJINMHHHUKH:

B 6ymaxkHo# popMe - HOKyMEHTHI, 0(pOpMIIEHHBIE TTOOIMHHBIMU
YCTaAHOBJIEHHBIMU ITOAMNUCSIMU U BHITIOJITHEHHBIE Ha JTI0O0M
MaTepuase, II03BOJISIONIeM MHOTOKpATHOE BOCIIPOU3BEIEHNE C HUX
Komnuu. [lomycKaeTcs B Ka4eCTBe IMOAJIMHHNKA UCII0JIb30BaTh
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OpUTHHAJI, pernporpad@ruyecKyro KOITHUIO UJIN 3K3EeMIIISP JOKYMEHTA,
M3[aHHOTO TUIorpadckum cnocoboM, 3aBU3UPOBaHHbBIE TTOAJTUHHBIMU
MMOOTIMCSIMU JINI], pa3pab0TaBIINX JaHHBIA OOKYMEHT U
OTBETCTBEHHBIX 3@ HOPMOKOHTPOJTb.

B snekTpoHHOU popMe - 3TEeKTPOHHBIE JOKYMEHTHI, 0pOPMIIEHHBIE
YCTaHOBJIEHHBIMU 31E€KTPOHHBIMU ITU(PPOBLIMU MOAIINCIMU U
nmpegHa3HaYeHHbIE OJI TTOJTYYEeHUS C HUX KOIIMM.

[CTOCT 2.102-68, Tabnuia 2]

3.1.4 eguHMIIa XpaHEeHHUsI JOKYMEHTAllUU: YYeTHasaA eqUHUIIA,
IIpenCcTaBIIsioniasi co0oi cOPOIIIOPOBAHHLIN TOM (aIb00OM, ITAIKY),
KOTOPBIA MOXKET COfepKaTh OOWH UM HECKOJIbKO IIPOEKTHBIX UJIN
WHBIX TEXHUYECKUX JOKYMEHTOB, UMEIOIIUX Pa3Hble 0003HAUYEeHUS.

[IlpuMmedanue - K UHBIM TEXHUYECKUM JOKyMEHTaM, He BXOOSAIITAM
B COCTaB ITPOEKTHOM U paboyel MOKyMeHTAalluu, OTHECEeHBI: MaTepPualbl
WHXKEHEPHBIX H3BICKAHWW [JI1 CTPOUTENbCTBA, IIPEeONPOEKTHasA
OOKyMEHTallusi, TeXHUYeCKHe OTYeThl O paboTax, BHIIIOJITHEHHBIX B
000OCHOBaHME IIPOEKTHHIX PEeIIeHUMW; pacyeThl, II0JIy4eHHbIe OT
3aKa34yMKa UCXOOHBIE [aHHBIe, [OpPyrue BHUOBI [OOKyMEHTalluH,
rnopJjiexallleu y4eTy U XpaHEeHUIO.

3.1.5

eIUHHUIIA YIeTa aPXUBHBIX MOKYMEHTOB: EquHuIla U3MepeHUus
KOJIM4YeCTBa 3aperuCTPUPOBAHHBIX JOKYMEHTOB B apXUBHOU ciiyxkKoOe.

[COCT P 51141-98, ctates 118]

3.1.6

WHBEHTApPHBLIH HOMep: HoMep perucrtpaliuu JOKyMeHTa B
cinyxk0e XxpaHeHUs.

r‘j\ PasdeleHe peknaKsl B 40KVHEeHTax M Ha caidTe
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[COCT 28388-89, Tabnuia 2, ctaths 1]

4 OO0I1IIHe MOJI0OZKEeHHUSsI

4.1 B coorBeTrcTBUM C DemepanbHBIM 3aKOHOM [1] opranHu3anuun
OOXKHBI ~ oOecriedyuBaTh y4eT M  XpaHeHHWe  [OOKYMeHTalluH,
oOpa3yrolieicsi B pe3ybTaTe IITPOEKTHOM, M3BICKATEJIbCKOM U HHOM
TEXHUYECKOU OesATEeIbHOCTH.

FOpupudyeckuMm u ¢QusmgeckuMm mnuilaMm Poccuiickou Pepepamnuu
rapaHTUpPyeTCs IIpaBO Ha CO3[aHUEe apxXWBOB B IeIsdX XpaHEHUd
00pa30BaBIIUXCS B IIPOIIECCE UX AeSITEIbHOCTU apXUBHBIX JOKYMEHTOB,
B TOM YHCJIe B LeJiIX XpaHEeHUusA U WUCHOJIb30BaHUSA apPXUBHBIX
OOKYMEHTOB, HEe OTHOCAIIUXCS K TocymapCTBEeHHOU 1%8) %1
MYHUIIUIIAJIbHOM CcOOCTBEeHHOCTHU. IIpaBo cCcOOCTBEHHUMKaA apXuBa
He3aBUCUMO OT (OopM COOCTBEHHOCTH OXPaHSETCSd B COOTBETCTBUU C
denmepanbHBIM 3aKOHOM [1].

4.2 OpraHuU3allMOHHO-METOOWYEeCKOEe PYKOBOOCTBO U KOHTPOJIb 3a
COCTOSTHMEM, OOecCIlledYeHUEeM COXPaAHHOCTH M Yy4YeTOM IIOOJIMHHUKOB
OOKYMEHTOB, HaXOOdAIIUXCA Ha BPEMEHHOM XpaHEHUUM B apXuBax
opraHm3alluii, a TakKXe uUX OTOOP Ha IIOCTOSIHHOE XpaHeHUe
OCYIIECTBJISIETCS B COOTBETCTBUH C [1].

4.3 TlepemaHHBIe B apXuUB [OOKYMEHTHI IIOIJIiexKaT XPaHEHUIO B
COOTBETCTBHUHU CO CPOKAMH XpaHEHUsI, YCTAaHOBJIEHHBIMU (defepabHbBIM
OpPTraHOM HCIOJIHUTEIbHOM BJIACTH B IIepedHe [2].

4.4 TlognmWHHUKYA TIPOEKTHOM U pabodeil MOOKyMEHTAllMM Ha
CTPOUTEJNILCTBO 3OaHWUM U COOPYXKeHUuu (manee - TOOJIUHHUKH)
ropJiekaT y4eTy U XpaHeHHIo B pa3paboTaBiiiel UX opraHu3aliui, eCiIu
MHOEe He OrOoBOPEHO [OOTOBOPOM C HOTpebuTresieM (3aKa34yUKOM)
OOKYMEHTAallUU.

4.5 B cocTtaB gOKyMeHTalLuM, mopjiexallel y4dyeTy U XpaHEeHUI0 B
opraHu3ally, BKIIOYAIOT:

- TOOJUHHUKM TPOEKTHOM, paboyeil U HWHOM TEeXHUUYECKOU
OOKYMeHTaluu, pa3paboTaHHON COOCTBEHHBIMU CUJIaMU;

- KOTIMM IIPOEKTHOM, paboyell ¥ MHOM TEXHUYECKON MOKYMEHTAIlUuH,
IIpeaCTaBIsieMOU Ha XpaHeHUE;
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- KOTIMM IIPOEKTHOM, pabodyell U MHOU TEXHUYECKON IOKYMEHTAIUH,
pa3paboTaHHON APYTUMH OPraHU3aIUSIMU;

- pa3pelleHus Ha BHECeHUe U3MeHeHUH;
- HOKYMEHTAIINIO IIOBTOPHOTO MPUMEHEeHUs (TUIIOBYIO).

4.6 B coorBetcTBuu ¢ [OCT 2.102 6yMakKHbIe U 3JIEKTPOHHBIE (DOPMBI
OOKYMEHTOB B 3aBUCHUMOCTH OT cmoco0a BBITIOJTHEHUS M XapaKTepa
HWCIIONIb30BaHMS  MOAPA3deNsAloT Ha  OpUTHMHAIB], IOOJIUHHUKY,
OyOUKATH ¥ KOTIUH.

YyeT um XpaHeHHE OOKYMEHTOB B OyMaXKHOM HW/UM SIEKTPOHHOU
dbopme sBIIsseTCST dYaCThIO TIpOllecca YIIpaBlIeHUS HOOKyYMeHTalluewu
opraHu3auuu. IlepedeHb (QYHKIMH, OpPraHU3allMOHHYIO CTPYKTYPY,
TIOPSIAOK U YCIIOBUSI HOKYMEHTO000pOTa yCTaHaBIMBAEeT OpraHu3alius.

YyeT U XpaHeHUE TOIJIMHHUKOB [OKYMEHTOB, BBIITOTHEHHBIX B
OyMazkKHOM u/UJIM 3JIEeKTPOHHOM (opMax, BemeTCss B COOTBETCTBUU C
TpeOoBaHUSMHU pa3nena 5.

4.7 B cny4asgx, eCniu B OpraHu3aldyd OOHOBPEMEHHO NPHUMEHSIOT
OOKYMEHTHI B OyMaKHOU U SIEKTPOHHOU ¢dopmax, OOMyCKaeTCs X
B3aUMHOe IIpeoOpa3oBaHue APYT B Apyra Ipu COOIIOOEHUN CIIeAyIOIINX
IIpaBUII:

- TIIPOEKTHHIE HOKYMEHTH B OymaxHOM ¢QopmMe MOryT OBIThH
ImpeoOpa30BaHLl B (DAMIIHL;

- IOKYMEHTH Ha OyMazKHBIX HOCUTEJISIX C UCIIOIb30BaHUEM YCTPOUCTB
BeIBOOa DBM BrIMONMHSIOT B cooTBeTCcTBUMN ¢ [OCT 2.004;

- cHaOXXeHHbIe COOTBETCTBYIOIIUMU PEKBU3UTAMM M IIOAMHCAHHBIE
B YCTAHOBJIEHHOM TIIOPSIOKE 3JIEKTPOHHBLIMU IIM(PPOBLIMU ITOANUCIMU
(BLII) unu WHBIMKH aHajloTaMW COOCTBEHHOPYYHOM TMOAIMCH, I3TU
(painibl CTAHOBATCSA 3JIEKTPOHHBIMM HOOKYMEHTaMU (IIOOJIMHHUKAMHU,
nyOnuKaTaMu, KOTIUSIMHU);

- OOKYMEHTEI Ha SJIEKTPOHHBIX HOCHUTEIIAX MOT'YT OBITH
Hp@OGp&SOBaHbI B OOKYMEHTHI Ha 6YM8.}KHBIX HOCHUTEIIAX C
IIPUMEHEHUuEM CpPencCTB BBIUMCIINTEJIbHOM TEeXHUKH U OOJIZKHEI OBITH
IIOOITNCaHBI IIOOJIMHHBIMHAX YCTaHOBJIEHHBEIMU IIOOIINCAMHU
YIIOITHOMOYE€HHBIX JIWUII;
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- mpeoOpa30BaHKUe He MOJI?)KHO M3MEHSTh HauMeHOBaHNUe MTOKyMeHTa
M ero BHUOa B 3aBHCHUMOCTH OT CIIoco0a MX BBITIOJIHEHHS M XapaKTepa
HMCIIOIb30BaHU (MOOJIMHHUK, OYOINUKAT, KOIIHS);

- OJOKYMEHTEI, IIOJIYYEHHBEBIE B pe3yJirTaTe B3daHMHOT O
Hp606pa3OBaHI/I5I, OOJIZKHBI MMEThb COOTBETCTBYIOIIIME CCHIJIKH OPYI Ha

apyra;

- JOKYMEHTEI OJHOT'O Bd 1 HAMMEHOBaHNsA, HE3daBUCHUMO OT (bOpMI)I
BEHITIOJTHEHU A, ABJIAIOTCSA PABHOIIPABHBEIMHU WM B3daMMO3aMEHSIE€MBIMHU,

- B3aMMHOE€ COOTBETCTBHE MEXKy MOKYMEHTaMH B 3JIEKTPOHHOH H
OymaxkHOM ¢opmMax obecriedyrBaeT pa3paboTUUK.

[Ipumeuvanue - I[Topsagok opopMieHUsT 3T€KTPOHHBIX JOKYMEHTOB
9IeKTPOHHO-1IMGPOBEIMU  mopmucsaMu  (ILIT), wuHbDOpPMAIIMOHHO-

YIOCTOBEPSIIOIINMHU JINCTAaMH 15 8)078 WHBIMHA aHaJoraMu
COOCTBEHHOPYYHBIX TIOAIIHCEeH yCTaHaBJIMBAET OopraHu3aIus
pa3paboTYuK.

4.8 Tlpu BBIIYCKE HOBHIX IIOAJIMHHUKOB M Ilepefade HUX OPYTrou
OpraHu3aluu crienyet YYUTHIBATh TpeboBaHUSI HOBBIX,
IIEePECMOTPEHHBIX U HU3MEHEHHBIX CTaHOapTOoB CHUCTEMBI ITPOEKTHOU
mokymeHTauuu pnsg crtpoutenbcTBa (CIIIOC) m EOuHOW CHCTEMEI
KOHCTPYKTOPCKOU nokyMeHTauuu (ECKI).

D YueT u XpaHEeHHE
IO/ INHHUKOB

5.1 IIpueM MO IMHHUKOB

5.1.1 TIpuHuMaeMble Ha XpaHeEHWE MOOJIUHHUKHU [OOKYMEHTOB,
BBHIIIOJTHEHHBIE B OyMaxKHOU ¢opMe, OOJIKHBI OBITh HPUTOOHBI [OJIS
MHOTOKPATHOTO CHSATUS KONUU (OTCYTCTBHE TIPOPBIBOB, IIOAKJIEEK,
IIPOTEPTHIX MECT, HEYETKOCTh TeKCTa, JIMHHUM), penporpadpuyiecKou
00paboTku 1 cooTBeTCTBOBaTh TpeboBaHusM 'OCT P 21.1101 u 'OCT
2.004.

[TpuHUMaeMble Ha XpaHEHUE NIOAJIMHHUKY 3JIEKTPOHHBIX JOKYMEHTOB
OOJI>KHBI COOTBETCTBOBaTh TpeboBanusMm ['OCT 2.051.
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5.1.2 Tlpu mnpueMKe TNOAIUHHUKOB [JIsI Yy4YeTa M XpaHEHUs,
ITPOBEPSIIOT:

- KOMIIJIEKTHOCTb [OKYMEHTAIIMXM B COOTBETCTBHM C COJepzKaHHEeM
cOpoIIIIopoBaHHOTO TOMa (ambboMa, IaNKu), C BEOOMOCTBIO paboyumx
YyepTekei OCHOBHOTO KOMIIJIEKTa, BEOOMOCTBIO CCBHUIOYHBIX U
IIpHUIaraeMbIX TOKYMEHTOB, CHelu(pHuKaIuerd Hu3Oesni, BegOMOCTLIO
9JIEKTPOHHEIX MOOKYMEHTOB MM [OPYTHM [OOKYMEHTOM, B KOTOPOM
IIepevrciIieHkl claBaeMble Ha XpaHeHue MMOMINHHUKHY;

- HaJIM4yKe yCTAaHOBJIEHHBIX ITOAIINCEH M OAT, B TOM UMCJIe IOOIIHCeH
CIIEIIMAJINCTOB, OCYIIECTBISIONINX HOPMOKOHTPOJIL ITPOEKTHOM M
pabouyeil MOKyMeHTaIuu;

- IIPaBUJILHOCTh 3allOJIHEHUS OCHOBHBIX HaAIuced um 0GOPMIIEHUS
TUTYJIbHBIX JIUCTOB JOKyMeHTOB 1o I'OCT P 21.1101;

- IPaBUIbHOCTD 3all0JTHEHUS UHPOPMAIIMOHHO-YI0CTOBEPSIOIINX
JINCTOB OOHOT'O MM HECKOJIBKUX 3NIEKTPOHHBIX TOKYMEHTOB, HaTuuMne
3JIEKTPOHHBIX IM(PPOBBIX TTOATIMCEN WU UHBIX aHAIOTOB
COOCTBEHHOPYYHBIX TTOATINCEH.

[IpumMeuyaHue - Pemenue 1mo BEIOOPY BUAA HOCUTENS HOKYMEHTA,
XapakKTepa €ero WCHOJIb30BaHUsI, OQOPMIEHUS U YIOOCTOBEPEHUS
TMOMIMHHBIMU ~ TOANUCSMH, OJIEKTPOHHO-IU(PPOBBIMU  MOMIIHUCSIMHU,
MH(POPMALIMOHHO-YOIOCTOBEPSIIOIINM JIMCTOM WJIM WHBIMH aHaJOTaMu

COGCTBGHHOpytIHBIX OO CEN IIPUHUMAaET pa3pa60Tq1/IK
OJOKYMEHTaITNM.

5.2 Perucrpanusi 1 y4yeT NOAIMHHUKOB

5.2.1 Bce noa/IMHHUKY OOKYMEHTOB, IPUHATHIE Ha XpPaHEHUE,
PETUCTPUPYIOT (YUUTHIBAIOT) aBTOMATU3UPOBAHHBLIM CITOCOOOM UJTH
HeaBTOMAaTHU3UPOBAHHLIM CITOCOO0OM (BPYYHYIO).

5.2.2 Tlpu peructpanyu 3aIo0JHAKT CIeOyolue PEKBU3UTHL:

- ”THBEHTAPHBLIA HOMEP JOKYMEHTa;

- JaTy perucTpaluy;

- 0003HaueHNe TOKYMEHTa;

- HAUMEHOBaAHHE;
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YHUCJIO JIMCTOB B JOKYMEHTE,;

dopmat mokymenta o ['OCT 2.301, npuBegeHHEIN K hopmaTty Al;

KeM BEIIIYIIIEH JOKYMEHT;

IIOOTIINCE O IIpHMEeMKe MOKYMEHTa Ha XPdaHEHHnE;

npuMedaHue (Ipu HeoOXOOUMOCTH).

[Ipy py4yHOM  perucTpauuu IOOJIMHHUKOB  II€pPEeYUuCIE€HHBIE
PEKBU3UTHEL OQOPMIISSIOT B HMHBEHTAPHOW KHUTE, BBIIIOJIHSIEMOW Ha
OymaxkHoM Hocutesne 1mo ¢opme 1 mpumoxenuss 3 TOCT 2.501. Ilpm
aBTOMaTU3MPOBAHHOU PErucTpaluy MHBEHTAPHYIO KHUTY BBIIOIHSIIOT B
3JIEKTPOHHOU (hopMme.

5.2.3 JIns1 peructpaiuy IMoAgJINHHUKOB ITPOEKTHOM, pabodyel U UHOU
TEXHUYECKOU [OKyMeHTalluu BeOyT, KaK I[IpaBUJIO, OTHeJIbHbBIE
WHBEHTapHble KHUTU. [IpyM 3TOM HHBEHTapHbBlE HOMEpa He [OJIKHEI
IIOBTOPATHCA. [lollyCcKaeTCcsd BeCTU OOHY UHBEHTApHYI0 KHUTY [OJId
TTOAJINMHHUKOB ITPOEKTHOM U pabouel JOKyMeHTaluH.

5.2.4 VIHBeHTapHBI HOMEp NPHUCBAUBAIOT IOOJIMHHUKY KaXOgoro
IIPOEKTHOTO OOKYMEHTA, SIBJISTIOIIIET OCS eqUuHUIEeN ydeTa
OOKYMEHTAllMU HEe3aBHCUMO OT KOJMYECTBa JTUCTOB B HOKYMEHTE UIIU
KoJyn4decTBa (aiioB, U3 KOTOPHIX OH COCTOUT.

[IlpumeyaHuda
1 3a eguHULy yYyeTa JOKyMeHTallUuu, KakK IIpaBujio, IPUHUMAaOT:

- O TPOEKTHOM MHOKYMEHTAllMM - TEeKCTOBBIe U TpaduyecKue
OOKYMEHTHI, COPOIIIIOPOBAHHEIE B TOM (ITAIIKY);

- OJdA pa60t1e171 OOKYMEHTalluu1l - Tpa(l)I/ILIeCKI/Ie 1 TEKCTOBHIE
OJOKYMEHTEI, UMEIOIIne CaMOCTOATEJIbHOE O603HaquI/Ie;

- OJIS UHOM TEeXHUYEeCKOMW HOKYMEHTAalluu - COPOIIIOPOBAHHBLIM TOM
TEKCTOBBIX U/UMU TpadUyecKUux MaTepuajoB, HMEIOIIUX CBOe
HauMeHOBaHUe, mudp uiu 0003HaYEHHE.

2 Tlpu peructpaiuu OOKYMEHTOB B 3JIEKTPOHHOU ¢opMme, B rpade
«[IpuMeyaHre» MHBEHTAPHOM KHUTHY yKa3bkIBaloT ¢popMaT datina.
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3 Tlpu peructpauuu OOKYMEHTOB B OyMaxkHOU ¢opMe B Trpade
«[IpuMeyaHue» YKa3bIBAalOT CBEAEHUS O BHECEHHBIX H3MEHEHUSX,
QHHYJIUPOBAHUM UM BOCCTAHOBIIEHUU MOOIUHHUKA.

4 Tlogmuch o0 IIpueMKe Had XPaHeHHne TEeKCTOBOI'O OTOKYMEHTA,
comepzxKaniero, B OCHOBHOM, CIIJIOIITHOM TEKCT, IIPUBOOUTCSA TOJIBKO Ha
clliegyriieM IIoCJiIie TUTYJIBHOI'O JINCTE, B COOTBeTCTBy'IOI_T_Ieﬁ rpa(be Ha
II0JIe OJjid IIOOIIMBKH (JIJIH OJOKYMEHTOB C OCHOBHEIMHA Ha)IHI/ICﬂMI/I) HUIIn
B OPYyIroM YyCTAHOBJIEHHOM Opl"aHI/I3aLII/16171 MecCTe (JIJ'IS[ OJOKYMEHTOB,
BRITIOJTHEHHBIX 0€3 OCHOBHBIX HaﬂHHCGﬂ).

5.2.5 VHBeHTapHHBIM HOMED IMOAJMHHUKY IIPUCBAaNBAlOT HE3aBUCUMO
OT KOJIM4YeCTBa JIMCTOB B HOOKYMEHTEe HIM KolIudecTBa (auyioB, U3
KOTOPBIX OH COCTOUT. B TOOIMHHUKE [OOKYMEHTa, COCTOSIIEro us
HECKOJIbKUX JIMCTOB, MHBEHTAPHBIM HOMED HAHOCST Ha KaXXIObLIA JIKCT.
MHBEHTaApHBI HOMEpP MNOOJIMHHUKA OJIEKTPOHHOTO [OOKyMEHTa
YKa3bIBalOT B €ro PEKBU3UTHOM YacTH. M3MeHeHHs, BHOCHMELIE B
MMOAJIMHHUKUA 3JIeKTPOHHLIX OOKYMEHTOB, IIPUBOOSAT K UM3MEHEHUIO
COOTBETCTBYIOIIINX PEKBU3UTOB M aTPUOYTOB M HN3IMEHEHUIO BEPCUH
9TOro gokyMeHTa cornacHo 'OCT 2.503.

5.2.6 Ecinu mogInHHUKYU HECKOJIBKUX OJOKYMEHTOB CKOMIIJIEKTOBAHHEI
B TOM (aJII)GOM) Uik IIAIIKY, I/IHBeHTapHBIfI HOMEDP IIPHUCBAMWBAIOT
KaXKIOMy OOKYMEHTY, UMeIIIIeMy CaMOCTOATEeJIbHOE o0o03HaYeHHUe.

5.2.7 JlonyckaeTCsi B KaueCTBe €OVHUIILI XpaHEHUs OOKyYMeHTalluu
VYUTHIBATh COPOILIIOPOBAHHBIE TOM (ambb0M, MamNKy), KOTOPBIH
COOEPXKUT HECKOJIbKO MOOJIMHHUKOB IIPOEKTHBIX [OOKYMEHTOB,
MMeEIONIUX pa3Hble 0003HaueHusi. B 3TOM cnydae TOMYy, anbOOMy WU
rankKe NpUCBaAWBalOT OOVWH MHBEHTAPHBIN (apXUBHBINM) HOMED, KOTOPBIU
YKa3bIBAIOT Ha TUTYJIBHOM JIKUCTE TOoMa (ampbOoma) uiam Ha OOJI0XKKe
nmanku. [IJis perucrpamuyd TaKoMW [OOKYMEHTAllUd [OJI?KHA OBITh
IpefyCMOTpPEeHa OTOeJIbHAasI MHBEHTapHasa KHUTa.

5.2.8 Ecnu 3aMeHSI0T UIu JIOﬁaBHHIOT OOWUH HUJIN HECKOJIBKO JILCTOB
IIOOJIMHHUWKA, TO Ha HUX COXpPaHAIOT HHBeHTapHI)IfI HOMED,
HpHCBOGHHBIﬁ IIOOJIMHHHUKY.

[Ipu 3aMeHe BCeX IHCTOB MNOOIUHHUKY HOOKyYMEHTa MIpPHUCBaAMBalOT
HOBBIU MHBEHTAPHBLIN HOMED.

5.2.9 JI719 TEeKCTOBBIX YacTelu pa3[esioB MPOEKTHOU JOKYMEHTalluu, a
TaKKe OTUYETHOM TeXHUYECKON HOKYMEHTAlluU 10 UHXKEeHEPHBIM
U3BICKQHHUSIM, BBEIIIOJTHEHHBIX 0€3 OCHOBHBIX HAOIIHNCEH,
OOIIOJTHUTENILHBIX Ipad K HUM M PAaMOK, MHBEHTAPHBLIM HOMED U
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HauMeHOBaHUe (aiila JOKyMeHTa YKa3bIBalOT B HUXKHEW YacTHu
(HM2KHEM KOJIOHTUTYJIe) KaxKoTo JIUCTa.

5.2.10 OpgHOBpEMEHHO C perucTpanued MOOJIUHHUKOB HOKYMEHTOB
OOJIKHBI OBITh 3allOJIHEHBI ¥ COOTBETCTBYIOIME Tpadbl ydeTa,
pacioyio’KeHHble Ha IIojie [OJis MOAIIWBKM JIMCTa IOAJIMHHUKA B
OyMmaxkHO¥ ¢opMe, MM 3aHECEHbl COOTBETCTBYIOIIME PEKBU3UTHI B
9JIEKTPOHHBIU TOKYMEHT.

IT puMedaHHne - HpI/I aBTOMaTH3HpOBaHHOﬁ perucrpanumu
WHBEHTAPHBIE HOMEpPpa MOIyT OBITH IIPUCBOEHEI oo IIpUEMKH
IIOOJIMHHKWKA B dPXUB.

5.2.11 ITo kaxxgoMy HNOOJIMHHUKY, KOTOPOMY IPUCBOEH UHBEHTAPHBIU
HOMED, OCYLIECTBJIAIOT y4eT ero [OBUXKEHUs (M3roTOBJIEHUE U yYeT
BHIJQHHBIX 3aKa34YUKYy KOIIUU, BHECEHUE U3MEHEHUN).

YyeT [OBUXKEHUS TOMJIMHHUKOB OCYILIECTBASIIOT BPYYHYI0 UJIN
aBTOMaTHU3UPOBAHHLIM CIIOCOOOM B COOTBETCTBUU C KapTOUKaMU y4eTa
o dopmam 1, la, 2 nmpusnoxeHus A. KapTouyku ydera, KaK IpaBHJIO,
MMEIOT TUIIEBYI0 U 0O0POTHYIO CTOPOHHI, Tpadbl KOTOPHIX 3aIlOMHSIOT B
TopsigKe, IPUBEIEHHOM B IIPUIOKEHUN A.

5.2.12 Ha xkapTouyKax ydYeTa [OOKyMeHTanumm 1o ¢opmam 1, la
PETUCTPUPYIOT NOOIUHHUKN OOKYMEHTOB Ha CTPOUTENBCTBO 3MaHUU U
COOPYXKEHUMN.

5.2.13 Ha kapToukax y4eTa 1o (popMe 2 pETUCTPUPYIOT MOOJTMHHUKHI
TUIIOBOU MIPOEKTHOU (moBTOPHO IpUMeHsIeMOu paboueii)
OOKyMEHTalluM Ha M3TOTOBJIIEHHWE CTPOUTEJNIbHBIX KOHCTPYKIIHUY,
U3[eIui U y3JI0B, HEe OTHOCSIIMXCS K KOHKPETHOMY 3HaHUI0 WA
coopyxkeHuw. [lonyckaeTcsi HCIOIb30BaTh GopMy 3 O ydeTa
MIOOJIMHHUKOB MOOKYMEHTOB Ha WU3AeNiud OTOENIbHO OT OCHOBHBIX
KOMIIJIEKTOB pab0o4yuX YepTekKeu.

5.2.14 TlpumMmep 3amonHeHUs rpad KapTodyku ydeta mo ¢opme 1
IIpUBeNeH B npunoxenuu b.

5.3 XpaHeHHE MO IMHHHUKOB

5.3.1 TlognWHHUKM NOPOEKTHOM, pabodyed U MHOM TEXHUYECKOHU
OOKYMEHTAILIMU MOTYT XPaHUTHCS B OyMaKHOM U 9JIEKTPOHHOU dopMe.
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[ToOMMHHUKY TEKCTOBBLIX JOKYMEHTOB B OyMaxKHOM (opMe XpaHAT
KaK B COPOIIIIOPOBAaHHOM, TaK ¥ HECOPOIIIIOPOBAHHOM BUAE (IIOJIMCTHO) -
B ITaIlKax.

KomnnekToBaHve U OpOLIIOPOBKY [MOOKYMEHTAllUM, CHaBaeMOU u
IIPUHUMaeMOU Ha XpaHEeHWe, OCYUIECTBISIOT COTJIacHO TpeOoBaHUSIM
I'OCT P 21.1101.

[TognmuHHUKY TpaduyuecKux OOKYMEHTOB B OymaxHoU ¢opmMe Ha
nmuctax ¢dopmata Al U MeHee XpaHSAT B pPa3BEepHYTOM BHUJE.
[TognmuaHuKY hopmaTa 60rmee A1l peKOMeHOYeTCS XPaHUTh CBEPHYTHIMU
Ha CKaJIKaxX WU B Pa3BEepPHYTOM BUIE.

5.3.2 JlonmycKaeTCs XpaHUTh MMOAJIMHHUKYA JOKYMEHTOB B CIIOKEHHOM
Ha ¢opmar A4 unu A3 Bume (B KECTKHX ITalKax) B COOTBETCTBHUU C
npunoxenuem 1 I'OCT 2.501. Ha manke ykKa3blBalOT MHBEHTapHBIE
HOMepa CofaepKallnuxcs B Hell HOKYMEHTOB.

5.3.3 TIognUHHUKM OOKYMEHTOB B OyMaxXHOU ¢opMe [OOITyCKaeTCs
XPaHUT:

- B IIOPAOKE BO3PACTaHUA UX MHBEHTAPHBIX HOMEPOB. BHYTpI/I IIaIlKH
C OOJHUMM HMHBEHTAPHBIM HOMEPOM YepPTeZXKU PacCIIojlaral0T U XpPaHAT B
IIopsAagKe BO3PaCTaHUsA HOMEPOB JINCTOB, 6e3 y4deTa d)OpMaTOB,'

- 10 00bEKTaM - B MOPSAKE BO3pacTaHUsi 0003HAUYEHUN MTOKYMEHTOB
(IO OCHOBHBIM KOMIIZIEKTaM paboumx dUepTexkel (MapkaMm) U
IIpujlaraeMbeIM K HUM JOKyMEeHTaM);

- B OIPYT'OM YCTaHOBJIEHHOM opraHnsauHeﬁ IIoOpdaOKe.

5.3.4 TlogIMHHUKUA OOKYMEHTOB B 3JIEKTPOHHOM (opMe XpaHST B
0a3ax HaHHBIX ABTOMATU3WMPOBAHHBIX CUCTEM W/UJIM HA OTHEJILHBIX
3JIEKTPOHHBIX HOCUTEJISX - II0 BO3pacTaHUI0 0003HaYeHUM NJOKYMEHTOB
B Ipepesiax 00beKTa ITPOEKTUPOBAHUS. YCIIOBUS XPaHEHUS TOKYMEHTOB
Ha OTHEJbHBIX HOCUTENSIX OOIXKHBI 00ecrnedyuBaTh UX COXPAaHHOCTH,
OBICTPBIN ITOKUCK U ITPUTOTHOCTD K UCITOIb30BaHUIO.

Iis1 obecrmedyeHusT BOCCTAHOBJIEHUS ISJIIEKTPOHHBIX 0a3 OAaHHBIX
dBTOMATU3HUPOBAHHLBEIX CHUCTEM IIPHU XPaHEHHWHU IIOOJIMHHUWUKOB CJIegyeT
IIPOBOOUTDH pe3epBHOE KOITMPOBAHHUE. HpaBI/IHa BBIIIOJTHEHU A
PE3EPBHOTO KOIIMPOBAHUA (HepI/IOJII/IT-IHOCTB, perucrTpaiuio #Hu JIp)
YCTaHaBJINBA€T OPraHU3allvsg - pa3p8.60T‘-II/IK.
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5.3.5 TIognMVHHUKYN aHHYIUPOBAHHBLIX U 3aMEHEHHBIX JTOKYMEHTOB B
OyMaxkHOU (opMe XpaHST OTHEJIbHO OT HOENCTBYIOIINX OOKYMEHTOB
CnoXKeHHbBIMU Ha ¢opmaTr A4 unu A3 B CIeIUaTbHO OTBEIEHHBIX
rnamnkax. [TOOTMHHUKY aHHYJUPOBAHHBIX U 3aMEHEHHBIX 3JIeKTPOHHBIX
OOKYMEHTOB XPaHSIT OTOEILHO OT IPUMEHSIEMBIX TTOAITUHHUKOB.

5.4 ITopsATOK BbIJAa4YH MO/ IHHHUKOB

5.4.1 TlognuHHUKU OJOKYMEHTOB BBIOAIOT OJIsd BHECEHUA W3MEeHEeHUM
NI BOCCTAHOBJIEHU A ITOOJIMHHWKOB, ITIPUINTEOININX B HETOOHOCTS.

Brigauy MOOIMHHUKOB OJIsI BHECEHUS B HUX W3MEHEHUU ITPOBOIST
Ha OCHOBaAHMM pa3pelleHus Ha BHECEHHEe M3MEHEHWM, MO PaCHOUCKy
n/unu no aboOHEeHTCKOM KapTouyKe (MPUMEHuTeNbHO K ¢dopmaM 3 u 3a
npunoxenus 3 TOCT 2.501).

XKypHanm perucTpaluyd pas3pelleHuid Ha BHECEeHWe U3MeHeHUM
BBITIOTHSAIOT 110 opMe 3 mpunoxkeHus B.

5.4.2 Bmigauy IOOJIMHHUKOB [JIS BOCCTAHOBJIEHUS IIPOBOMOST TIIO
PaCIIOPSIZKEHUI0 PYKOBOOUTEJST (UM €r0 3aMeCTHUTEJIsI) OpraHu3allui -
mepsKaTess IMOMIMHHUKA.

5.4.3 Tlepenm BHeCeHHWEM U3MEHEHHUW UM BOCCTAaHOBIEHHUEM
MMOMJIMHHUKA [OOKyMeHTa B OyMaxKHOU ¢GopMe C HEero BBIIOIHSIOT
apXMBHYI0 KOIIMIO, Ha KOTOPOM CTaBAT IITaMO «APXVIBHBIU
OK3EMIIJIAP» B cooTBeTCTBUHU C PUCYHKOM [.7 (mpunoxenue I).
Huxe 1mTamMiia yKa3blBalOT IIPUYUHY UM CTABAT OaTy MNPUHATUS Ha
XpaHeHWe apxXUBHOU KOIIUHU JOKYMEHTa.

B apxuBHBIE KOTIMU U3MEHEHUS HEe BHOCST U aDOHEHTaM He BBIAIOT.
Hx XpaHSAT OTHOENbHO OT OPYruxX KOMuUM B mamnkax (arpbomax) MU Ha
3JIEKTPOHHOM HOCUTEeJIEe (3KeCTKOM JUCKe).

B Cllydae eCJIH HJOKYMEHTHI BEIIIOJTHEHBI ABTOMATHU3WPOBAHHBIM
Cc110coboM u IIOOJIMHHUKHU NOKYMEHTOB B SJ'IeKTpOHHOﬁ d)opMe XPaHATCA
B 0a3zax OAHHBIX aBTOMATU3HWMPOBAHHBIX CHCTEM U/UIA Ha OTHOEJIbHBIX
IJIEKTPOHHHBIX HOCUTEJIAX, dPXUBHYIO KOIIMIO HE BHITIOJTHAIOT.

ApXUBHEIE KOITUU 3JI€KTPOHHLIX TOKYMEHTOB B PEKBU3UTHOM YACTH
OOJI2KHBI MMETh COOTBETCTBYIONIUM Ipu3HakK (OyKBY «K», nubpy umm

op.)
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5.4.4 Tlpu aHHYIUPOBAaHWU TMOMNJIMHHMKA HOOKyMeHTa Ha BCeX
QHHYJIUPOBAHHBIX JIUCTAX I3TOr0 TMOMJIMHHUKA CTaBSAT  IITAMII
«AHHYJIMPOBAH, 3AMEHEH ... PA3PEIIEHHUE N. ... or ..» B
COOTBETCTBUM C pUcyHKOM [.2 (mpunoxkenue I'). Eciu aHHyTUpOBaHUE
IpoBOOUTCS 6€e3 3aMeHH!, CJIOBO «3aMeHEeH» B IIITaMIle 3a4epPKUBAIOT.

5.4.5 Ecnu B3aMeH NOMOJIMHHVMKa Ha XpaHEeHWe IIOCTyIlaeT OpPYyrou
BU[ HOOKyMeHTa, O(QOpPMJIEHHBIM IOOJIMHHBIMUA YyCTAHOBIEHHBIMU
MIOONIUCSAMM, HAIpUMep, KONUsS, OPUTHMHAJ U T.A., TO 3TOT HOKYMEHT
XpaHAT Ha IIpaBax NogjMHHUKa. Ha nmepBoM jMCcTe TaKOrO0 HOKYMEHTa
OOJIXKeH OwIThb mocTaBieH mrTaMn «B3AMEH ITIOIOJIMHHUKA» B
COOTBETCTBUU C pUucyHkoM [.3 (mpunoxenwue I').

5.4.6 TIogJIMHHUKYN AHHYJIMPOBAHHLIX M 3aMEHEHHEHIX HOKYMEHTOB
XPaHSAT OTOENbHO OT HEMCTBYIOIINX OKYMEHTOB, VJIOXKEHHBIMHU IIO
BO3paCTaHUIO0 0003HAYEHUH.

6 BoccTraHOB/IEHHE
IO IMHHUKOB

6.1 TlognmMHHUKM [OOKYMEHTOB, IIPUIIENIINe B HErogHOCTb WU
yTEepSAHHBIE, OOJXKHBLI OBITH BOCCTAHOBJIEHBI. [[0 BOCCTAHOBIEHUS
IMOJIJIMHHUKA COCTABJISIIOT aKT O CIIMCAHUU ITPUINEOIIero B HETOOHOCTD
WU yTEePSHHOrO TOAJIMHHUKa 1o ¢opMmMe 4 mnpunoxenums JI. AKT o
CIIMCAaHUU [OJI2KEH OBITh YTBEPKOEH YIIOTHOMOYEHHBIM O KHOCTHBIM
JIUIIOM.

6.2 BoccraHOBIeHHBIE MOOJMHHUKM HOEWCTBYIOT Ha IIpaBax
3aMeHEeHHBIX. BOCCTaHOBIEHHBINM NOMJIMHHUK OOJIXKEH IMIPenCcTaBiIsATh
co00¥ TOYHYI0 KOIIMI0O BOCCTAHABJIMBAEMOTO MOAJMHHUKA C YYETOM
IIOCJIETHUX BHECEHHBIX U3MEHEHUH.

6.3 B BOCCTAQHOBJIEGHHOM NOOJMHHHUKE He  [OOJXKHBI OBITH
BOCIIPOM3BEIEHHI:

- pa3Mephl, HaAmucHu, rpaduyeckKkue HuU300paKeHUs, MOPSIOKOBHIE
HOMepa y4acCTKOB, BLIHOCHbIE TMHUU K HUM U T.II. 3JIEMEHTH YepTeXkKa,
HCKJIIOUEHHBIE II0 pa3pelleHusIM Ha BHeCeHue Uu3MeHeHUuu u3
3aMeHEHHOT0 IMOOJINHHUKA;

- IIOPAOKOBBIE HOMEDPA M3MEHEHUN U BBEIHOCHBIE JIMHHUU K HUM,
HaHeCEHHBIE€ PaHee B CBA3HU C IIPOM3BEOEHHBIMHU NSMEHEHUIMMN.

rj PasdeleHe peknaKsl B 40KVHEeHTax M Ha caidTe
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6.4 B Tabnuily WuW3MEHEHHH BOCCTAHOBJIEHHOTO TOOJIMHHUKA
OOKYMEHTa HOOIXKHa OBITh IlepeHeceHa 3aluCh TOJIBKO O ITOCIeOHEM
M3MEHEHUH.

6.5 B3ameH NOOMMHHBIX MNOANNCEN, BU3 M OaT, UMEKINXCS Ha
MMOOJIMHHUKE OOKyYMEHTa (B TOM 4YHCJie Ha I10JIe OJIS MOOIIUBKU U JIUCTE
c Tabmuiel perucrpalum HW3MeHeHHl), B BOCCTaHABIMBAEMOM
MIOMJIMHHUKE B KPYTJIBIX CKOOKAX MOJI?KHO OBITh HanucaHo: «(IToamuck)»
u «(daTta)».

0.6 BoccTaHOBJIEHHBIE TMOMJIMHHUKH [OJIZKHEI OBITH IIOOITNCaHBI
OTBETCTBEHHEIM JIMIIOM IIO YKA3adaHHWIO PYKOBOOUTEJIA IIOOAPA3OEJIEHUI,
BHIITYCTHUBIIIETO BOCCTAHOBJIEHHHBIE ITOOJIMHHUKH.

Hagnuch, MDOOTBEPKOAIOIIYI0 ITPABUILHOCTH BOCCTAHOBIEHHOTO
OyMazKHOT'0 MOOJIMHHUKA, CJIeAyeT BBIMIOJIHSATDL TYIILIO MM MAIlIMHHBIM
crocoO00OM Ha I10JIe OJIisi ITOAIIMBKY TOKYMEHTa, HallpuMep:

«BocCcTaHOBIEH C NIOOJIMHHUKA.
BepHo: (mogmuck, paMunmusa u gaTta)».
«BoccTaHOBJIEH C KOIIUMU.

BepHo: (mogmuck, pamMmunusa u gata)>».

6.7 HpaBI/IHbHOCTB BOCCTAHOBJIEHHOT'O IIOOJIMHHHWKA 3JJIEKTPOHHOTO
OJOKYMEHTa OJOJIZKHa IIOATBEP2KIOATHECA SHGKTpOHHOﬁ HH(prBOﬁ
IIOOIITNCBIO OTBETCTBEHHOI'O JIHIIAQ, HH(bOpMaHHOHHO-YJIOCTOBepHIOH_II/IM
JINCTOM HJIM MHBIMHU aHAJIOTaMH CO6CTB€HHOpquBIX MOOIIHCEMN.

6.8 BoccTaHOBIEHHBIY OyMaXKHBIM ITOOJMHHUK MOKYMEHTa HOJIKEH
MMEeTh WHBEHTApPHBIM HOMEDP BOCCTaHaBIMBaAeMOro IoAnuHHUKA. O
BOCCTAHOBJIEHMM MOOKYMEHTa [OJIKHa OBITh CcHejlaHa OTMEeTKa B
MHBEHTApPHOM KHUTE.

B BepxHeM MOpaBOM YIiy IO/ KaXOOTo JIMCTa BOCCTAHOBIJIEHHOTO
TMOAJIMHHYUKA [OKYMEHTa HOIXKHa OBbITh HAAIMUCH TYIIbIO UJIM IITaMII:
«BoCCTaHOBJIEHHBIM TOOJMUHHUK Ne ...» C yKa3aHUEM IIOPSIIKOBOTO
HOMepa BOCCTAHOBJIEHUS HAHHOIO JIMCTA IMOAJINHHUKA.

6.9 Ha mnomiuHHUKE WM KOIWKW, C KOTOPHIX IIPOU3BOAUIIOCH
BOCCTQHOBJIEHUE OOKYMEHTa, CTaBAT LITAMII: «3AMEHEH
BOCCTAHOBJIEHHBIM TIOOJIMHHHWUKOM Ne ...» B COOTBETCTBUUH C
pucyHkoM [.1 (mpunoxenue [') ¢ ykKazaHUEM IMIOPSAOKOBOIO HOMepa

rj PasdeleHe peknaKsl B 40KVHEeHTax M Ha caidTe
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BOCCTAHOBJIEHUS U JAThl IPUHSATUS BOCCTAHOBIEHHOTO MOJIMHHUKA Ha
XpaHeHUe.

7 YdueT U XpaHEeHHe KOIMHH
JOKYMEHTOB

7.1 B apxuBe opraHu3aliyd MOTYT XPaHUThCS KONHUU (apXUBHBLIE U
paboure) OOKYMEHTOB, pa3paboTaHHBIX opraHu3aluein u
CyOmonOpsigHBIMU OPTaHU3alUsAMU B OyMaKHOU U 9JIEKTPOHHOM (popMax.

7.2 Konuu MpoeKTHHIX TOKYMEHTOB, BBHIIIOJTHEHHBIX CYOIOOPAIHBIMHU
W OPYTHMU OpraHuU3aldsIMH, XpPaHAT YJIOXKEHHBIMH B M[allKU WUIIHU
IeperjieTeHHBIMU B TOMa - OTHOENIbHO II0 KaXAoMy 3IOaHUIo
(COOpYyKEHHUI0) UIN 110 KaXKA0M OpraHu3alluu.

B Kaxnyio nanky (ToMm, anbboM), a TakKXKe B KaXkKAyl0 eIUHUIy ydeTa
3JIEKTPOHHOTO HOOKyMeHTa BKaio4YalwT «CopgepxkaHuUe», KOTOpPOe
BBITIOTHAIOT B cooTrBeTcTBUM ¢ ['OCT P 21.1101, ¢ mepeuducieHueM
HaxoOsIIuecss JOKYMEHTOB B IOCJIE€0OBAaTEIbHOCTH UX PaCIOJIOKEHUS.

7.3 ApxuUBHBIE KOIIMKM OTpPaxXKalT coAepzKaHHWEe OOKyMEHTalluu Ha
MOMEHT HopnucaHusa (yTBepKOeHUs), Nepemadu OJid CTPOUTEJILCTBA,
coayu 00beKTa B 9KCIJIyaTalluio, BOCCTaHOBJIeHUA. Hanuunue apXuBHBIX
KOIIMM OTpaXKarloT B KapTo4yKax y4deTa 1o gopme 1 npunoxeHus A. Yuer
1 XpaHEeHWE apXWUBHBIX KOIIUU BBLIIOJIHSIOT B COOTBETCTBUU C 5.4.3.

7.4 CknapgblBaHKe KOIIMM OJOKYMEHTOB B OyMazKHOU opMe Ha
dopmaT A4 pou3BOOSAT B COOTBETCTBUHU C npunoxenuem 1 TOCT
2.501.

7.5 Komum [pOKyMeHTOB B OyMaxXKHOW ¢opMe, coaBaeMble Ha
XpaHeHue, OOJIXKHBI OBITh KOHTPACTHO OTIedYaTaHbl U MMEThb POBHBIU
¢oH, He 3aTpyOHAIOUINY YTEeHUE OOKyMeHTa. Ha Komusx JOKYMEHTOB
OONIKHBEI OBITH BOCITPOM3BeHeHHl (0e3 IIPOMYyCKOB) BCe UMeMONIHecs Ha
MMOOJIMHHUKE, OyOIUKaTe U OpUTruHajse TUHUU, OyKBHI, HUQGPH U T.II.

Pabouyne Komuu OOKYMEHTOB ITpefHa3HadeHbl I OOCITyXKUBaHUSA
IIPOM3BOACTBEHHBIX IToApa3aesieHni. Yucno pabouyux y4TEeHHBIX KOIUM
U MecCTa UX XpaHeHUs (BbHIauud - IIPUEMKHU) YCTaHaBJIMBaeT
opraHu3aIus.

rj PasdeleHe peknaKsl B 40KVHEeHTax M Ha caidTe
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7.6 Ilpu mnpueMKe KONUM MOOKYMEHTOB B OyMaxkHou ¢opme
IIPOBEPSAIOT HaJIUu4uhe BCeX JIUCTOB U KOMIIJIEKTHOCTb JOKYMEHTalluUu B
COOTBETCTBUU C COIIPOBOOUTEIEHEIMU HOKYMEHTaMMU.

[Tpu mpueMKe KOIUM TOKYMEHTOB B 9JIEKTPOHHOM (hopMe IMPOBEPSIOT
COOTBETCTBHE OOBeMa KOMUU OOKyMEHTa 3asBI€HHOMY O0OBbeMYy 3TOM
Konuu B OaWTax/KunobaliTax UM HaIW4YMe B PEKBU3UTHOM YaCTHU
COOTBETCTBYIOIIEro IIpu3Haka (6ykBa, mudpa u ap.).

7.7 Peructpaunuio (y4eT) KOOUU AOKYMEHTOB OPYIr¥UX OpraHuUu3aluu
OCYIIIECTBJISIOT B COOTBETCTBUM C TPeOOBaHUSIMHU 5.2.

7.8 Ha KaXOyr pPerucTpupyeMyr0 KOIUKIO (MM KOMMIJIEKT KONUuK
OOKYMEHTOB) B OyMakHOU (opMe CTaBSAT MITaMII B COOTBETCTBHU C
pucyakamu .6 u I'.7 (mpunoxenuve ') ¢ yKa3aHUEM HHBEHTapPHOTO
HOMepa, HoOMepa 9K3eMIuidpa (Opu  HaIW4YuUd  HECKOJIbKUX
9K3EeMIIJISIPOB) U OaThl PerucTpalyyd. YKa3aHHBIM IITaMII CTaBAT Ha
BUIOHOM MECTe JIMCTa COOepzKaHHus MallKu (ToMa) UJIU B JIEBOM BEPXHEM
yri1y 00JIOKKM MOKYMEHTa.

Ha konusx OOKYMEHTOB, XpPaHSAIIMXCS B HeCOPOIIIOPOBAaHHOM BH[E
(moNMMCTHO), mITaMO CTaBSAT B JIEBOM BEPXHEM YTIJIy KaXOoro JIMCTa
OOKYMEHTa.

7.9 Konuu OOKYMEHTOB VUYUTHIBAIOT BPYUYHYIO WU

aBTOMaTHU3UPOBAHHLIM CIIOCOOOM B KapTOYKaX y4YeTa, COCTaBIIIEMBIX
1o popMe 2 mpunoKeHUs A.

IIpunoxenue A
(peKkoMeHayeMoe)

KapTouku yuyeTa
OJOKYMEHTalluH

®opma 1 - Kaprouka yuera (JimieBasi CTOPOHA)
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Ha kapToykax ydyeTa HOKYMEHTAIlu! YKa3bIBalOT:
- Brpade 1 - *HBEHTAPHBIM HOMED IMOOJIMHHUKA MOKYMEHTA;

- B rpade 2 - maTy IIOCTYIJIEHUS IIOOJIMHHUKA [OOKyMeHTa Ha
XpaHeHUe;

- B rpade 3 - ob6o3HaYEHUE IOAJIMHHUKA OOKYMEHTa II0 OCHOBHOM
HaOmUCH W uMs ¢aijla MOOIUHHMKA 3JIEKTPOHHOIO OOKYMEHTa IIO
BEJOMOCTH MPOEKTHBIX 3JIEKTPOHHEIX TOKYMEHTOB;

- B rpade 4 - HauMeHOBaHUe ITOAJINHHUKA JOKYMEHTa;

- Brpade 5 - KOIMu4YeCcTBO JINCTOB;

- B rpade 6 - oTMeTKy 00 aHHYIUPOBaHUHU, 3aMeHe IOAJIMHHUKA
OOKyMeHTa, BHECEHUUM H3MEHEHUU B JIMCTHI U O BOCCTAHOBJIEHUU

IIOOJINHHUKA JOKYMEHTAQ;

- B rpadpe 7 - mmdpp npeonpusdTusa (KOMIIJIEKCa), 3OaHUSA HIIU
COOpPYKEHHUS;

- B rpade 8 - HauMeHOBaHUWE 3[aHUS WUJIU COOPYKEHUS U MECTO
CTPOUTEJILCTBA;
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- B rpade 9 - ycnoBHoe o603HavYeHUe BUAa OOKyMeHTauuwu: I1 - mms

HpOeKTHOfI OJOKYMEHTalluu,

P - pmms paboueit mokymeHTamnuu; U
OOKyMEHTAallUU;
- B rpade 10 -

- OIS WHOM TEeXHUYEeCKOU

ycrnoBHOe o6o3HaueHUEe (GHOPMEI

HOCHUTeEJIA

nHOPMAIIMKU OOKYMEeHTalluu: b - 151 MOKyMeHTOB B OyMaxkHOU hopMe;
9 - O 3JIEKTPOHHBIX TOKYMEHTOB.

-BTrpadax 11, 12 - nopssgKOBEIE HOMEpPA JTUCTOB KapTOYKH y4eTa.

IIpunoxenue b
(cnpaBO4YHOE)

IIpumMmep 3ano1HeHUus rpad
KapTO4YKH y4deTa mo ¢popme 1

HanmeHoBaH1e 00beKTa U MECTO [Mudp
JIuct 3 Cragusa P CTPOUTENIECTBA 00BeKTa
TTpomoK Dopma H-ckuit aBTOKOMOUHAT Y504
Ha JIUCTe C 6
4 BBITyCKa B * TAHLYS TEXHUYECKOTr 0 00CIyKUBaHUA
HHuB. Nata Kor. Ocobrie
HoMe O6o3Hauenue | HawmmeHoOBaHUE OTMETKI
p IIOCTYIJIEHUS JINCTOB
3578 17.03.2008 2504-2-KX |KoHCTpyKIuu 68
Kene300eTOHHbBIE
daiin
Kapkacer
IIPOCTPAHCTBEHHBIE
3579 To xe 2504-2-K2XK.HU- | KII1 1 H3mMm. 1, No
KIT1 5-08,
01.05.2008
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3580 « 2504-2-KX.U- | KI12, KI12-01
KII2
U3pgenusa
COeqUuHUTEIbHLIE
3581 « 2504-2-KX.U-|MC1-01, MC1-02 1
MC1
3582 « 2504-2-KX.U-|MC4 1
MC4
3615 25.04.2008 2504-2-AP | ApXuUTeKTypHEIE 45
peleHus
daiin
3661 10.06.2008 2504-2-OB |Otomnenue " 24
BEHTUJIAIIUSA
daiin
3662 11.06.2008 | 2504-2-OB.C |Crneuudukaius 10
o00OpymoBaHMUsI,
U3nennu "
MaTepuaaoB
CUCTEM OTOILJIEHUA
U BEHTUJIAIIUU
* b - OymaxkHasa ¢popmMa unu 3 - 3JIeKTPOHHASI
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IIpunoxkenue B
(pekoMmeHayeMoe)

®opMma 3 - 2ZKypHal
pEerucTpaliuy pa3penieHHn:l Ha
BHECEeHHEe H3MEHEeHHH

O0O03HauYeHue
Howmep IHaTta
N3MEHSIeMOT' 0
pas3pelleHusanpreMa
OOKYMEHTa

[Togpa3pernenue,
COCTaBUBIIIEE
pa3pelleHue

Ilogmucse o
npueme
pa3pelneHus
M JaTa

[IpumeuaHue
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[TpumeyaHu4da

1 XKypHan peructpanuu BBEIIOJIHSIOT Ha aucTax ¢opmarta A4 1o
['OCT 2.301 ¢ BepTUKAJIbHBIM WUJIM TOPU30HTAJIBHLIM PACIIOJIOKEHUEM
JIUCTA.

2 Pazmepsl rpad ycTaHaBiuBaeT pa3paboTUYMK JOKyMEHTa.

IIpunoxenue I'
(peKkoMeHayeMoe)

OOpa31pl NITAMIIOB 110 YIETY U
OOpaleHUI0 JOKYMEHTOB,
BBINIO/IHEHHBIX B OYMazKHOH

dopme

'l IItaMmosl OpegHAa3HAYAIOTCS OIS YIOPOIIeHWS HAHECEeHUS U
OOCTHUXKEHUS OOHOTHUIIHOCTH H300paKeHus HaONKWCel W YKa3aHWH,
IIPUBOOUMELIX B IMIPOEKTHOM M pabodyei MOKYMEHTAIlUM M B MOKyMEHTax
ydeTa B mpoliecce UxX oOpalleHus.

.2 Mtamno «3AMEHEH BOCCTAHOBJIEHHBIM TTOOJIMHHUKOM
Ne ... r.» C yKasaHWeM IIOPSAOKOBOIO HOMEpa BOCCTAHOBIIEHUA
IIOOJINHHUKA M OaThl ero BOCCTAHOBJIEHUS CTaBAT Ha IIOOJIMHHUKAaX
OOKYMEHTOB, C KOTOPLIX U3TOTOBJIEHEI BOCCTAHOBJIEHHEIE ITOOJIMHHUKHA.
dopma mtamna npuBefeHa Ha pucyHke ['.1.

SAMEHEH BOCCTAHOBJ'IEHHbMEI

NOONMHHMUKOM Ne . ..., . .....
8o

18
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Pucysnok I'.1

I'.3 Iltamno «KAHHYJIMPOBAH, 3AMEHEH ... Ne ... oT ... T.» CTaBAT
(c yKka3aHueM HOMepa, JaThl PETHUCTpalliM pa3pelleHuss Ha BHECEHUS
WU3MEeHEeHUN U TIIOONMCHU) Ha AaHHYJIMPOBAHHBIX IIOOJIMHHUKAX,
gyOnuKaTax M KOMNUSIX, a TaKKe Ha KapToyKax ydeTa MNPOEKTHHIX
OOKyMeHTOB. [Ip# OTCYTCTBUM 3aMeHBl CTaBAT mpodyepk. Popma
IITaMIIa IIpUBeeHa Ha pucyHke I'.2.

1 AHHYNUPOBAH

u‘}jv_
® :I:EISAMEHEH
mnsr_THSPELUEHME Ne oT ...

28 20 20
80

Pucynok I'.2

4 Itamo «B3AMEH ITOOJIMHHUKA» cTaBAT Ha JOKyMEHTaX IIpU
OTCYTCTBUM TNOMAJIUHHUKOB 3TUX MHOOKyMeHTOB. ®opma wmITaMia
IIpuBeaeHa Ha pucyHke ['.3.

B3AMEH _[<[
~LMTOANTUHHUKA

18

Pucynok I'.3

I'.5 tamn «3K3. Ne ...» cTaBAT (C yKa3aHHEM HOMepa 9K3eMILIsapa)
Ha nankax (ToMax, anbbomax) M OTHeJIbHBIX Komusx. Popma mrramia
IIpuBeaeHa Ha pucyHke ['.4.

18
7

OJK3. Ne . ..

B0

Pucynok I'.4

27

r‘j\ PasdeleHe peknaKsl B 40KVHEeHTax M Ha caidTe
* Ten.: +7 {(495) 506-71-51, +7 (105) 506-78-57,



Baza HOpMaTUBHOU OOKyMeHTaluu: www.complexdoc.ru

o MIramo «MHB. Ne ..., 9K3. Ne ... r.» cTaBdaT (C yKalaHUEM
MHBEHTAapPHOTO0 HOMepa, HoMepa 9K3eMIJidpa U AaThl perucrpaiuu) Ha
nmankax (Tomax, ambboMax) U OTHENIbHBIX KOMNUSIX IITPOEKTHHIX
OOKYMEHTOB CYOIOAPSIAHBLIX opraHu3anuii. ®opma IITaMIa IIpuBegeHa
Ha pucyHke ['.5.

o __MHB.Ne . .

m TR N T L r.
80

15

Pucynok I'.5

.7 Itamos «KOHTPOJIBHBIM OK3EMIIJIAP» u «APXUBHBIN
OK3EMIIJIAP» cTaBAT COOTBETCTBEHHO Ha KOHTPOJIBHBIX M apPXMBHBIX
9K3eMIlISIpaxX KONUM M Ha Iankax (ToMax, anbbomax). Popma mrramia
«KOHTPOJIbHBIN 9K3EMIIJIIP» mpuBeneHa Ha pucyske I'.6. ®opma
mramna «<APXUBHBIU OK3EMILJISP» npuBeneHa Ha pucyske I'.7.

TTKOHTPONbHbLIN
OK3EMNNSAP____[=!

80

PucyHok I'.6

APXUBHbIV
OK3EMMNNSP_T =]

60

18 "
7

—

Pucynok I'.7

I'.8 [JomyckaeTcs MPUMEHSITh IITAMITBl APYTUX BHUOOB, YITPOIIAIOIINX
HaHeCceHUe HaAMMucel Ha MJOKyMEHTax.
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ITpunoxenue [1

(pekoMmeHayeMoe)

dopmMma 4 - AKT 0 cmucaHuu™
IIPOEKTHHIX TOKYMEHTOB

Opranu3zanusd

VYTBEP2XKIAIO

200 r.

AKT No

O CITHCAaHHH IIPOEKTHBIX TOKYMEHTOB

200 .

HI/I}KeHepe‘-II/ICTIeHHbIe IIPOEKTHHIE MOKYMEHTEIL

« »

(0o603HaveHre IMTPOEKTHOM, paboyeli, ”THOU TEXHUYECKOU MOKYMEHTAaIIUH,
HauMeHOBaHMteEe 10 OCHOBHOM HAOIINCH)

ImogjiezKaT CIIMCaHUIO BCJIEOCTBUE

O0o3HaueHue Bcero HaumMmenoBaHue | CocTossHHUE
Howmep [TpuyuHa
®opmart
JIACTAa CIIMCAHUS
OOKYMEHTa JILCTOB OOKYMEHTa |HOKYMEHTa
r‘j\ PaszMeleHde peknatsl B JOKyHMeHTas M Ha cailTe
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ITognucu

OOJIZKHOCTB JINYHAasA
IIOOIINCH (1)aMI/IJ'II/IH, NHUWITH AJIbI

* TIpu ciMCcaHUM MOKYMEHTOB CJIefyeT IIPEeAyCMOTPETh B aKTe rpadrnl
C YKa3aHueM Hocutens mHbopmaluu (Oymara, KajabkKa, 9JI€KTPOHHBIHN
HOCUTEJIb) M 0o0beMa OOKYMEHTOB B 3JIEKTPOHHOU (opme B OamTax
(kumobOanTax).
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[1] ®epepanbHBI 3akKOH OT 27 OKTsa0ps 2004 r. Ne 125-®3 «06
apxuBHOM peie B Poccuiickou ®enepanuu»

[2] TlepedeHb TUIIOBLIX APXUBHBLIX OOKYMEHTOB, 00OpPa3yIOUIUXCS B
Hay4YHO-TEXHUYECKOM u MMPON3BOACTBEHHOU OesATebHOCTH
opraHM3alliii, C YKa3aHHEeM CPOKOB xpaHeHUus (yTBepxKpeH [Ipukazom
MunucTtepcTBa KynabTyphl Poccuiickou ®@epepanuu ot 31 utonsa 2007 r.
Ne 1182, 3apeructpupoBad MuuiocToM P® Ne 10194 ot 27 ceHTs0ps
2007 r.)
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OOKyMeHTalus [OJigd CTPOUTENbCTBA, YYET, XpaHEeHHe, MNOOJIUHHUKHI
OOKYMEHTOB, KOIMHM HOOKYMEHTOB, HOOKYMEHT B OyMaxKHou QopmMme,
OOKYMEHT B 3JIEKTPOHHOU (opMe
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