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MEXTOC CYIAPCTBEHHTU BN CTAHIATPT

Cucremnl 00padoTKN nHdopMaLn

JOKYMEHTbI HA MATHUTHbBIX HOCUTEJIAX JAHHbIX roCT
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Hacrogimui ctaHaapT pacnpoCTPaHACTCA HA KOHCTPYKTOPCKHUE, MPOTrPaMMHBIC, TEXHOJOTHUYCCKUE U
IPYIrUe MPOCKTHHBIC JOKYMEHTBI, BBIMOJIHACMbBIC HA MATHUTHBIX HOCUTEIAX JaHHBIX (M H).

CTaHOapT YCTAHABJAMBACT HE3ABUCUMBIC OT KOHKPETHOTO CIIOCO0a OOMEHa U 00pabOTKHU TPeOOBAHUAI
K BBITTOJHEHUIO JOKYMEHTOB HA MAarHUTHBIX HOCUTENSX (JIM), a Takke o0lIMe npaBuiaa ydeTa, XpaHEHHUS,
BHECEHUS U3MEHECHUU U oOpatueHus J1M.

JlokymeHTH HA MH MUKpOPUABMHUPOBAHUIO HE IMOIICKAT.

TepMHUHBI, UCTOJIB3YEMBIC B CTAHIAPTE, U MOSICHCHUI K HUM IIPUBEACHBI B MIPWIOXECHUHU 1.

1. OBIIIHUE ITOJIOXKEHHUA

1.1. 1M BBIMMOAHAIOT U BKJIIOYAIOT B KOMIUICKT JOKYMEHTOB B COOTBETCTBHU C HACTOAIIMUM CTAH-
gaptoM M cta”vgaprtamu ECK/1, ECILA, ECTA u KC AC.

1.2. JIad nOKYMEHTHUPOBAHUA UCIIOJIL3VIOT ciaeayonme suasl M H:

- MAarHUTHBIC JICHTHI;

- MAarHUTHBIC TUCKU;

- TMOKHWE MarHUTHBIC JUCKH.

1.3. O0beKTaMH1 ynpasJICHUA JAHHBIMU MPH BBIMOAHECHUHU JAM aBASIOTCS (paliibl (HA0OPHI JAHHBIX ).
JAM BBIMOJIHAKOT B BUIAEC OOIHOIO WIM HECKOJBKHX (pamtoB. CTpyKTypa, pasMeTka ¢daiinoB, GpopMaTbhl U
COIECPXKAaHUE METOK I10:

I'OCT 25752 — nnasg MarHUTHBIX JJEHT IWHUpUHOHN 12,7 MM

I'OCT 28104 — nng MarHUTHBIX JEHT IMUPUHON 3,81 MM

I'OCT 28081 — mng rHOKHMX MAarHUTHBIX TUCKOB.

IlppuMeyaHu4:

1. He yCTaHOBACHHYIO HOPMATUBHO-TEXHUYCCKUMU JOKyMeHTaMU (H1/1) cTpykTypy M pasMeTKy (paaoB OIU-
ChIBAIOT B MHCTPYKIMH 110 NPpUMEHECHHMIO JAM (IIprmioxXeHne 2) WM JalT B HEM (WJIM APYIMX JOKYMEHTAX KOMILJIEKTA
OTOKYMEHTALIVM) CCBIJIKY HA COOTBETCTBYIOIINHN JOKYMEHT.

2. Ilpy HEOOXOAMMOCTHY OOMYCKAECTCS BBINOJIHCHUE JOKYMEHTOB HA MH 0e3 MeTOK.

1.4 JIOKYMEHT B 3aBUCHMOCTH OT €ro o0beMa U eMKOCTH MH MoXeT ObITh 3aIMMCaH HA OJHOM WIH
HECKOJBKHUX TOMAaXx.

HecKOoMbKO TOKYMEHTOB MOTYT OBITh 3aIIMCAHBI HA OJHOM TOME.

1.5. M, pacnmonaraemeiec Ha OTHOM TOMe MH, 3anmuCHIBaIOT ¢ OOJUHAKOBOM ITUIOTHOCTBIO 3AITHCH.

I1pu 3anucu ogHOro /1M Ha HECKOJIBKHX TOMaxX UCIIOJIB3YIOT OOUH U TOT Xe BUA U TUITI MH, a Takke
OIUHAKOBYIO TUIOTHOCTB 3aITMCH IS BCEX TOMOB, HA KOTOPBIX pasMmelncH /1 M.

Ilpy HEOOXOAUMOCTH AONMYCKACTCH BBIMIOJHATL JOKYMEHT HA HOCUTEIAX JAHHBIX PA3HOrO BHJA,
HanpuMmep CIUIOHOM TeKCT Ha MH, a pucyHku — Ha Oymare.

N3nanune o(puuaIbHOE Ilepeneuarka BocnpemeHa

*
© WH3zpateabCcTBO cTaHOapToB, 1990
© UIIK H3parensctBO ctaHgapros, 2004
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1.6. Kaxnpiii IM conpoBoxaaeTcss HH(PpOpMaLMOHHO-MMOUCKOBOM xapakTepucTukoit (MIIX) B cooT-
BETCTBUM C pasi. 4.

1.7. IlommmHHBIC MOANMKUCH JIMLI, OTBETCTBCHHBIX 34 pa3padOTKy, U3TOTOBJICHUE, COITTACOBAHUE U YTBEPXK-
aeHue JIM, nmpocTaBastioT B yaocToBepsioweM JIMcTe (Y/1), KOTOpBIi BBITIOJHSIOT B COOTBETCTBUM C pasi. b.

JlonyCKaeTcs yKa3aHHBIE BBILIEC MOAMUCH MPOCTABAATh B JUCTE yTBepXaeHUud (J1Y), npeayCMOTpeH-
HoM ctaHaaptamMu ECKJ u ECI1/I.

1.8. Kaxaeiii MArHUTHBIM HOCUTEb ¢ 3aMMCaHHBIMU 1OKyMeHTaMu (MH3) nomkeH nMeTh 3TUKETKY
nmo 'OCT 27781.

ITpuMepsl 0opOpMICHUA DTUKETKHU, €€ 3aMOJHEHUI U pacnojoxeHusd HAa MH npuBeneHB! B IpUIO-
KEHUU 3.

1.9 Ha kaxabiii MH3 BBINOIHAIOT CONPOBOAUTEIbHBIN JOKYMEHT — BEAOMOCTh MH3 B COOTBETCT-
BUM C pas3d. 7.

1.10. Bce Haxopdmmecd HA XpaAaHEHUU M B OOpallieHUU Ha npeanpudatuu M nognexar yuyery. Yuer,
XpaHCHHUE, PA3MHOXEHHUE, BHECEHUE U3MEHEHUH B /1M OCYLIECTBIACT CAYK0A TEXHUUYCCKON TOKYMEHTALIUU
(CT/1) B cooTBeTCTBUU C pasd. 3—11 u npunoxeHuem 4.

1.11. MH3 momxHbpl moaBeprarbCs NpoOPUIAKTHUCCKOMY KOHTPOJIIO I ONPEACACHUSA COXPAHHOCTH
nH(popMaumu Ha MH cormacHo npuwioXeHHUIO ).

1.12. YcaoBuda xpanenuda MH u MH3 go/pKHBL COOTBETCTBOBATH HOPMAM, YCTAHOBIACHHBIM B COOT-
BETCTBYIOILMX HOPMATUBHBIX TOKYMEHTAX JJI KOHKPETHBLIX BUIOB U TUIIOB MH.

1.13. TexHuyeckue v mporpaMMHO-UHOPOPMALIMOHHBIC CPEACTBA, IPUMEHICMBIC )1 BBIIIOJIHCHUS U
oopauieHud /M, mOKHBI OBITh MPUHATHL B SKCIUIYAaTALHMIO U MOBEPATHECA B COOTBETCTBUHM ¢ MX SKCIUIVA-
TALUMOHHOM AOKyMeHTanuen, a MH mo/cKkHBI PpONUTH BXOAHOM KOHTPOJIb. 110BEpPKY M BXOIHOM KOHTPOJIb
MPOBOJAT B YCTAHOBJICHHOM HA MPEANPUITHH MOPSIKE.

1.14. Ilepemauy 1M noTpeOUTENIO OCYIIECTBISIOT B BHIEC AYOJIHUKATOB (KOMUWI) COMIACHO MPHIIOXE-
HUIO 6.

2. TOKYMEHTHI HA MATHUTHBIX HOCUTEJISIX TAHHBIX
B IIPOIIECCE OBPAITIEHU S

2.1. Ilo xapakrepy UCIONMB30BAHUA B MpoLecce odopameHus JAM nmoapa3neador Ha OPpUTHHAM, O/ -
JIMHHUK, OyOnuKar, Konmuio (1aom. 1).

Taonumuma 1

XapaKkTep UCIOJIb30BAHUA

AM

JAM-opurnHan JAM, BBIMOAHEHHBIH, OQMOPMIECHHBIN M  YIOCTOBEPECHHBIN —
MOMJIMHHBIMM HNOINHUCAMH I1I0 MIpaBWIaAM IJAaHHOTO CTaHIapTa H
IPECIHAZHAYCHHBIN [Id M3TOTOBJICHUY ¢ HETO0 IOMIIMHHHKA.
JlommycKkaeTcst OpUTrMHAI UCIIOAb30BATh B KAYCCTBC MOJJIMHHUKA

OnpeneneHue Kon

IAM -0 IMHHUK JAM, BBIIIOAHEHHBIM, OQOPMJICHHLIM W  YIOCTOBEPECHHBIN I1
MOMJIMHHBIMMY TOANUCIMH IO IPaBWIAM JAHHOIO CTaHIapTa, O
KOTOPOM HMMEETCHd VKA3aHUE, 4YTO STOT 3K3eMIutap JAM gBiagercs
NOMINMHHUKOM. llOAAMHHUMK MCOOAB3YVIOT I H3TOTOBICHUS
OyOJINKAaTOB M KOIINH

JAM-nyonmkar JAM, MACHTUYHBIM WIN AyTCHTUYHBLIM IMOMIMHHUKY, O KOTOPOM I
MMEETCH VKA3aHUE, YTO STOT SK3eMIUEIp JAM aBasercd nyOoJInMKaTOM.
JlyOmKaT MCIOAL3YVIOT [OJad M3TOTOBJICHUS KONMKA W (WWIN)
BOCCTAHOBICHUS MOMLINHHNKA

JAM-xonus JAM, MOCHTUYHBIA WIM ayTCHTUYHBLIA AVyOJIMKaTy (IIOJJIMHHUKY). K
Komnmum WMCIoab3yiT I HENOCPESACTBEHHOIO IPUMEHEHHS B
IIpoLeccax VIIPABJICHNA, IPOCKTUPOBAHNS, VIIPABJICHU S
BBIYMCANTCAbBHBIM IIPOLECCCOM B DBM, M3roTroBicHMS, KOHTPOJS,
SKCIUIVATALUY, PEMOHTA U T. II. KONMMsa MOXET HUCIOJb30BATbCS I
N3TOTOBJICHNS KOIINH

2.2. 1M MoOryr OBITh MEPBUYHBIMU U BTOPUUYHBIMHU. VI3 OMHOTO WIM HECKOJABKHUX IMEepBUYHBIX /IM
MOTI'YT OBITh MOJAYYECHBI PA3IMYHBIC BTOPUYHBIC JOKYMEHTBI HA PAa3HbIX BUAAX HOCUTEICH JAHHBIX (IIPHIO-
XKeHue 7).
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3. HAUMEHOBAHHUE U ObO3HAYEHUE TOKYMEHTOB
HA MATHUTHbBIX HOCUTEJIAX JAHHbIX

3.1. 1M npucBaMBalOT HAUMECHOBAHHUE U O00O3HAUYCHHUE B COOTBETCTBUU ¢ CUCTEMOMN JTOKYMECHTALIUH
(ECK, ECIIA, ECT/, KC AC U T. 1.), K KOTOpPOH OH OTHECEH. B 0003HaueHuu /1M Koo BHIA HOCUTENS
TAHHBIX HE YKA3bIBAIOT.

3.2. Ecmn JIM pa3OuT Ha 4acTHU, TO KAXIBIM YAaCTH MPHUCBAUBAIOT O0O3HAUCHHUE IO IPABUIAM TOM
CUCTEMBI JOKYMEHTALIUH, K KOTOPON OTHOCHUTCHA JOKYMEHT. EC/IM DTH mpaBwiIa HE YCTAHOBJICHBI, TO 1A
KAKIOM YaCTH, HAUMHAA CO BTOPOH, K O003HAYECHHIO TOKYMEHTA JOOABALIOT MOPSIAKOBBIM HOMEP (HAUMHAA
C COUHMLBI), MPH DTOM, €CAU O003HAUECHHE JOKYMEHTA OKAHUYMBACTCH LMPPOH, TO MOPAAKOBBI HOMED
OTACHAIOT OT 0003HAUeHUS TOUKOM, HANpUMeEpP: ABBI . XXXXXX. XXXBII; AbBI' XXXXXX.XXXBIII;
ABBI XXXXXX. XXX/1.1; K50241 XXXXX.1.

3.3. Ecim oogMH JOKYMEHT pa3sMEIICH Ha HECKOJBbKUX HOCUTEIAX TAHHBIX PA3HOIO BHAA (HAIIPUMEDP
TEKCTOBAA 4acThb JOKYMEHTA HA MH, a pUCyYHKHM M CXeMBbl — HA OyMmare), TO €ro caeayer oQoOpMILTh KaK
TOKYMEHT, pa3sOUThINM HA yacTH. YacTu noKyMeHTa, 3anucaHHbie HA MH, cnenyeT opopMATh U 0003HAYATH
B COOTBETCTBHHU C HACTOSAIIMM CTAHIAPTOM.

4. THOOPMAIINOHHO-IIOUCKOBAA XAPAKTEPUCTHUKA

4.1. UI1X M — 3T0 COBOKYIMHOCTH aTpHUOYTOB, IMO3BOJAIOLINX UICHTU(MOUIHUPOBATH, YUUTHIBATHL U
ooOpadareBath JIM B mpouecce ero oopameHusda. ATpuOyrel UIIX MOryr xpaHMTbCA M HaXOOUTHCSI B
oopawieHun oTaeabHO OT JIM. MUIIX B o0mIeM ciayyae COaepKUT aTpHOYThI, IIPUBCIACHHBIC B TA0d. 2.

Tadonnuma 2
HaumMmeHOBaHue
I1osacHEHME
rPYIIILl ATPUOVTOB aTpUOVTAa
1. Onmucanue O003HaYcHNEC TOKYMCHTA
TOKYMEHTA HanMeHOBaHNE TOKYMECHTA

Tema TeMaTuka MOKyMeHTa

Kiacc moKkyMeHTa IlpnHamnexHOCTL M K KOHKPETHOM CUCTEME JOKYMEHTALINH
(ECKA, ECTA, ECI1, KC AC u 1. 11.)

Bua nmokymMmeHTa Bya JIM B 3aBUCHUMOCTH OT €ro MCIIOJb30BaHMS (11O Taodd. 1)

IlepBHYHOEC IPUMEHECHHE O003HAUCHUE OCHOBHOTO JOKYMCHTA, B KOTOPOM BIICPBbLIC
3anMucaH JaHHbI JIM

HMuBeHTapHbIN (peructpanmoH- | Homep perucrpaumu JAM B CiiyKOe XpaHCHUS

HbIN) HOMEDP

Jlutepa JIutepa, mpucBoeHHasa JIM mo TOCT 2.103, TOCT 19.104,
['OCT 3.1102

BoccTaHOBIIEHHE Yka3piBaloT 0003HaucHUe JAM U apxuBHOE OOO3HAYCHUE

MH3, ¢ KOTOpOTrO BOCCTAHOBJICH MOJJINHHYK, U ITOPAIKOBbBIN
HOMEP BOCCTAHOBJICHU S

AHHOTAUS KpaTkoe N310XKECHUE WIN CChUIKA HA KPATKOE U3JTOXKCHUE NIH
SKBUBAJICHTHYIO MH(MOPMALIMIO B TOKYMEHTE

Hcnonp3oBaHue JOKYMCHTA YKa3pIBalTCs TEXHUYCCKHE 51 IIPOTrPAMMHO-
MHOPOPMALLMOHHDIC CPCICTBA, HECOOXOIVMBbIEC TS

1Cnoab30oBaHuda 1AM

2. Jlatel M BpeMd | /laTa m BpeMsd KONMPOBAHU | Tekyiiasg mata UM BPEMS CYTOK BBIITOJHEHUS ¥ IIOJYUYCHUS

TOKYMEHTA KOHKPETHOrO sK3eMIuidapa 1AM

JlaTta co3maHus Hata cos3manuda (pazpadborku) JAM

Jlata yTBEepXKIeHUS Harta yreepxaoeHuda JAM

Hata mnpumemMa B ciayxoOy | Jlata moctaHOBKM JIM Ha y4eT B CyKO€ XpaHCHUS
XPaHCHUS

Jlata aHHYJIMPOBaHUSA, CpoK | JlaThl, TTOCE KOTOPbIX OTOKYMECHT CUNTACTCA
IEeVCTBUA HECOCVCTBUTCIbHBIM

JlaTta yTBEepXIecHUS Hata, mocae KOTOpOM ITOKYMCHT YHMYTOXACTCA (Cayxoa

XPAaHCHHS OCBOOOXKIACTCS OT JOKYMCHTA), VKAa3bIBAIOT IIPH
coxpaHeHnu MUIIX

JlaTta CHATHA OrpaHUYCHUN Jlata, mocjae KOTOpOM ¢ MJOKYMEHTA CHUMAIOTCH JIIOOBIC
OTpaHNYCHUA, VKa3aHHbIe B arpuoyre «Kiaccudpukanmda
3dIHUTDhI»
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IIpodoaxncenue maba. 2

HaunmMeHOBaHUE

3

IPYIINOBl AaTPUOYTOB

. A3MeHeHU4d

aTpuoyTa

O003HaYCHNEC W3BCLUICHUSA OO
N3MCHCHUU
HoMep n3MeHEeHMI JOKYMCHTA

MHBeHTApHBIN HOMED
3aMEHCHHOTO IOJJIMHHWKA

Pemaknys (Bepcus)

ITogcHeHUEe

OO0O03HAYCHUEC MTOKYMCHTA, COIIACHO KOTOPOMY HNPOU3BOIAT
N3MEHCHNE YKAa3aHHOTO B HEM [IM

OuepeIHOM MOPAIKOBBIM HOMEP M3MEHCHHS, BHOCUMOTO B
IM

MHBEeHTapHBIN HOMCP NOMIMHHUMKA /1M, B3aMEH KOTOPOro
BBINOJIHEH JaHHBLIA /1M

IHopssakoBBIN HOMEDP peaakuum (Bepcun) JAM

4. Co3marean

ABTOD

OpraHmns3anusg-pa3padoTurkK

Jlvio (Jinia), apasgolieecsd co3nareaeM (pa3padoTunkom) JAM
1 OTBETCTBCHHOE 32 €ro COACPKAHUE

Opranmsanuyg, cosgawinad /M, m3mamooimass ero OT CBOCTO
VMCHH, T. €. ABILIOIIASCH Pa3padOTUMKOM (aBTOPOM) JOKY-
MCHTA

N 3roTOBUTE b Jvmo (mmua), OTBETCTBEHHOE (bI€) 34 M3TOTOBJICHUE U
KOHTPOJb JIM
Bnanenenn Hacrosmuuy  (Texymmi) gepxareab NOoLIMHHMKA M
(ammMuHHCTpaTOp M)
5. Nudpopmanug HMudpopmanmg 00 aBTOpCKOM | OpraHmsaiysa, K KOTOPOHM HepexoasaT aBTOPCKUEC IIPaBa
I1OJIb30BATEIS IIpaBe
JlaThl aBTOPCKOro mnpana JlaTa, ¢CBsI3aHHAsI ¢ aBTOPCKHUM IIPAaBOM
CIIMCOK PaCChIJIKH CIIMCOK MpeanojaracMbix nojaydarenace gaHHoro /M wmam
CCBIJIKA HA PAHEEC YCTAHOBJCHHBIN (bI€) CIIMCOK (1)
6. Buemrnue CCbUIKY HA OAPYIHE JOKYMEHTHI | llepeyeHb DOKYMEHTOB, Ha KOTOPLIC B JIM MMEIOTCA CChUIKM,
CCBUIKU B TOM YMCJIE MHCTPYKUMA 1O NpuMcHeHUI0 /AM (ripm ee
Haanuuy). JIMCT yTBEpXKICHUS WM YIOCTOBCPAIOIINN JIUCT
YKa3bIBAIOT IIEPBLIM
CChIJIKA HA MEPBUYHBIM JOKY- | YKa3bIBalOT O0O3HauYceHUE MNEepBUYHOTO M (TOABKO 14
MCHT BTOPpUYHOTO /1M)
CchblIIKa Ha 3aMEHCHHBIM JOKY- | O003HAaYCHUE JOKYMCHTA, 3aMCHCHHOTO JaHHBIM JIM
MECHT
7. XpaHEHME Nnoentndpukarop (b1) daiia (oB) | Unentudukarop (b1) (aitsna (0B), KOTOpeIM (M) 3anucaH JAM
1 ITOUCK CChUIKa Ha paclojiOXeHHE | ApxuBHOe  0003HaucHme MH3, wmaeHTM(duuMpylolece
TOKYMECHTA pacrionoxeHue JAM B ciyxO¢ XpaHCHUS
CChbIJIKA HA JOKYMCHT ApxuBHO¢ 0003HaucHUe MH3 nokyMeHTa, ¢ KOTOPOTO
MMOJIYYCH OTAaHHBLIM SK3eMIusap 1AM
Cchika Ha ana KOIMUM MecronmonoxeHne kKonmu JIM (MOXET COCTOATb M3 OBYX
IOJCH: MEPBOC — COICPKHUT KOMMCHTAPUU IIOJIB30OBATEINA,
BTOPOC — OIPEACTACT MecTonoaoxeHne /IM)
3. 3almTa CaHKIIMOHUPOBaHUC YKa3bIBaOT AMLO WM OPraHU3alyI0, Pa3pelIaOIyI0 TOCTYII
K JAM
Knaccupumkauys 331U ThI Krnaccnpukanmg 3amuThl, Ha3HadyacMmas Biaagcabuem JAM
OTHOCHUTEIBHO TAKNX ACIIEKTOB, KaK €ro BOCIIPON3BEICHNE,
XpaHCHUE, TpecOOBaHMS K VHMUYTOXCHUIO U IPYIUe
TPCOOBaHUA
I1paBo pocTyra YKa3pIBalOT IpaBo gocryna K JAM
I1py3HaK KOOUPOBAaHUA YKa3pIBalT, KOAUPVIOT BECh JAM MM €ro 4acThb
9. Xapaktepuctu- | O0beM MHOpOPMALIUN JOKY- YKa3pIBalOT KOJHMYECCTBO 8-OMTHBIX OaUTOB WIN KOJIUYCCTBO

KH COJICPXKaHUS

MCHTA

KOHTPOJIBLHBIE XapaKTePUCTH-
KN DTAaHHOI'O TOKYMCHTA
KOHTPOIbHBIC XapaKTCPUCTH-
KM IEPBUYHOTO JOKYMEHTA

OJIOKOB 3aItucem

KonrponapHasgs cymma JAM, toma JAM wu (mam) apyrue
KOHTPOJIbHBIC XapaKTePUCTUKH

KoHTposabHad cymMma nepBuyHOoro JIM w (mam) apyrue
KOHTPOJbHDBIC XaApPaKTECPUCTUKHU (TOJbKO I BTOPHUYHBIX

AM)
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4.2. UIIX TakKe MOXKET ComepXKaThb CBEACHUS O CTPYKTYPE OOKYMEHTA, HA0Opax CUMBOJIOB U AP.

4.3. KOHKpPETHBIN COCTAB aTpUOYTOB YCTAHABJAMBACT MpeanpudTuc—paspadotyuk /1M, npu 31OM
MOTYT OBITh BBEJACHBI U (MJIM) MCKJIIOUEHBI OTACIABHBLIC ATPHOYTHI (IPYINbLl aTPUOYTOB).

4.4, Atpuoytel MI1X Moryr ObITh ipeacTaBicHbl HA MH vau (M) Ha OymMare aBTOMaTU3UPOBAHHBIM
CIIOCOOOM WIH BPYYHVIO.

5. TIPABIJIA BKJIIOYEHUS TOKYMEHTOB HA MATHUTHBIX HOCUTEJISAX TAHHBIX
B COCTAB KOMILJIEKTA JIOKYMEHTOB 11O ECKJI, ECITI, ECT/

5.1. KoHcTpykTopckue U mporpamMmMmibie /1M 3amuchiBAIOT B CHCHUPUKALIUID, a TEXHOJOTHYECKHUE
JAM — B BEIOMOCTDb TEXHOJOTHUYECKHUX JOKYMEHTOB (BT/1) B Te pa3nenapl, K KOTOPBIM OHU OTHOCAITCS, B
nopdanke, npuHATOM a4 crnenudukauud U BT/1. B rpade «IlpuMeyaHue» yKasbIBalOT KOO BUIA HOCUTEN
naHHBIX (MJ1 — mng MarHUTHOM JIeHTh, MJI — m1a MarauTHOro gucka, I MJ1 — mag rmOKoro MarHUTHOIO
TUCKA).

Ilpm 3anucu TexHosornyeckux JAM B MaplipyTHYIO KapTy, KapTy TEXHOJIOIHYECKOrO Impouecca U T. II.
0003HaueHue /IM ykasesiBaroT B rpadpe «O003HAUCHHUE JOKYMEHTA».

5.2. Unentundpukarop ¢amna, KOoTopeIM 3anucad M, momyckaeTcst yKa3blBaTh B CIeHU(PUKALTUHA U
BT/l B rpadpe «O003HAUCHUE» oA 0003HAUeHUEeM /IM B ciaeaylouen CTpoke.

5.3. Ecom IM pas3OouT Ha 4acTH, TO KAXKAYIO YACTh 3alIMCHIBAIOT B OTACJIBHOM CTPOKE.

5.4. Ilpu BxmoueHuu /IM B COCTaB JOKYMEHTALIMU JOIMYCKACTC BBIMOJHATH U BKJIIOUATH B CHCLIU-
pukaumio U BT/l MHCTPYKUHIO MO MPpUMEHEHUIO /JIM (CM. IpUaoOXKeHUe 2).

3.5, IkcrvyataumoHHbIe /1M 3anmuchIBalOT B BEAOMOCTD SKCIUIYATALLMOHHBIX TOKYMEHTOB B COOTBET-
CTBUHM ¢ MPABWIAMH, YCTAHOBICHHBIMU KOHKPETHOM CUCTEMOM JOKYMEHTALIMU, U C YUYETOM CJICOYIOIIMX
NTOMOJIHEHUH:

B rpadpe «O003HaUeHHe» mnoa 0003HaueHueM /1M B caeayiomierl CTpoKe OOMYyCKAETCS YKa3bIBATh
UICHTUPUKATOP, KOTOPBIM 3aIlIUCaH JOKYMEHT;

B rpadpe «MecToHaxoXxneHue» Wik «llpuMeyaHue» peKOMEHAYeTCAd YKa3bIBaTh KOO BUIA HOCHUTEIS
JAHHBIX (MO 1. 5.1) U uACHTUMUKATOP TOMA (MJIM €TO YCIOBHOC HAMMEHOBAHUE), YKA3AHHBIM HA STHKETKE
TOMA, Irae pacnojioxeH AM. D1y mHpoOpMALMIO B BEAOMOCTb SKCIUIYATAHMOHHBIX TOKYMEHTOB BHOCHUT
N3roToBUTEIND JIM.

5.6. OcobenHoctu BKIwYeHUa JIM B cocTtaB KOMIUIEKTA JTOKYMEHTOB, BBITIOJHeHHBIX MO0 ECKII,
IIPUBEICHBI B MPWIOXKECHUU /, HOPMOKOHTPOJIb — B IMPUWJIOXKECHHUHU 8.

6. IIPABIJIA BBITIOJTHEHUSA YIOCTOBEPSIOIIETO JIMCTA

6.1. VI MoxeT UCHOAB30BATLCA I MOAMUCAHUSA OOHOTO JOKYMEHTA, HECKOJbKHUX JOKYMEHTOB,
KOMIUIEKTA JOKYMEHTOB, BKIKUYEHHBIX B crieuudukanuio, BT/l man Be1oMOCTh TEXHUUYECKOTO (3CKHU3HOIO)
IMPOCKTA.

6.2. Ecnu Y] BeimonHeH Ha oguH JIM, TO eMy npucBauBaloT obo3HayeHue 31oro JIM ¢ nodasieHuem
yepe3 gepuc kxoma Y (HampuMmep: ADBBILXXXXXX.XXXDO3-V/: ABBI.XXXXX-01 13 OIl-Y/;
KOXXXX X XXX XX-Y]).

Ecmu Y]l BBIMYCKAIOT HA KOMIUIEKT JOKYMEHTOB, BKIIIOUEHHBIX B CIICHU(PUKALIUIO WIH BEIOMOCTD
TEXHUUYECKOTO (3CKHU3HOIO) MPOEKTA, TO €My NMPUCBAHUBAIOT O00O3HAUCHUE CIICHU(PUKALIUN WIH BEAOMOCTHU
TEXHUUYECKOrO (3CKMU3HOr0) mpoekra ¢ modasacHUueM uyepes nedpuc koga Y (Hanpumep: ABBI . XXXXX-
01-Y/1; ABBI'. XXXXXX. XXX-V]1).

Ecnau Y /1 BeIIYCKAIOT HA KOMIUIEKT TEXHOJOTMYECCKUX TOKYMEHTOB, TO €My IMPHUCBAUBAIOT O003HAYE-
Hue »sToro kommviekra mo ITOCT 3.1201 ¢ goOaaeHueM uyepe3 npedpuc koga Y/ (Hanmpumep:
K.01002. XXXXX-Y]1).

I1pu BeimosiHeHMU Y/l Ha HeCKoabKO /IM eMy nmpucBanBaloT 0003HAYeHUE OJHOro M3 3Tux JAM (kak
MMPAaBWIO, HAUMEHBIIIEE) ¢ JO0ABICHUEM Yepe3 neduc koga Y/I.

Haa AM, pa30duTeIX Ha 4acTH, gonyckaercsa Y/ BeIMOMHATH HA JIM B 11eJ1I0M, MJIM HA KAXKAYIO 4aCTh
JAM (HECKOJBLKO YacTeM).

6.3. O6o3Hauenue Y] momxHo ObITh yKazaHo B UIIX B rpynne arpuOyroB «BHellIHWEe CChUIKW».

6.4. V]I BXOOIUT B KOMIUIEKT MOLTUHHUKOB JOKYMEHTOB.

V]I, 3anuchIBAIOT MOCAE JOKYMEHTA, K KOTOPOMY OH BBIITOJAHEH, MPU 3TOM B rpade «IlpumMeyanue»
YVKa3bIBAIOT: «Pa3MHOXAaThb MO OCOOOMY VKA3aHUIO».
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Ecnu V]I BBIIOTHEH HA KOMIDICKT JOKYMEHTOB, BKJIIOUEHHBIX B CIIELIM(PUKALIHIO, TO €70 3aIIUCBIBAIOT

B CNIeUU(PUKALHUIO TICPBBIM.
Ecnn Ha JOKYMEHT WM KOMIDUIEKT JOKYMEHTOB BBITYCKAIOT JIY u Y1, TO B cneuuduKaLuio BHAYAIE

sanuchIBaIoT J1Y, a 3atem Y.
6.5. VI semoaugaioTr mo dopMe 1 Ha muctax dopMaTta A4, AS o T'OCT 2.301 wnu T'OCT 2.004.

OCHOBHVIO HAJIIUCh WU MOJISI BBIMOJHAIOT B COOTBETCTBHM ¢ TOM CHUCTEMOM IOKYMEHTAlLIMU, B paMKax
KOTOPOM BbINMYCKAIOT Y/I.

Popma 1

Y 10CTOBEPAIOIIMIA JIACT

raspa- \#3eomo- Ymbep-
I

(JoosnayeHue (Pamunun)|t
i&‘if{{?é‘ﬂ (/70{?/7&[5) '
ORKYMEHITIA ) (Jama)

(J003H2YEHLIP

(Pamunug) A
(ﬁaz?ﬂum _
OOHO20 (fama) (,ﬂamzz (fama)

o - - - - -

( O503HaYEHL ST Bamunug) szz//zwf (Bamiuug\@amiiug)]

HECKOTEAUX (ﬁgiﬁggb) (lagdnuce) \(Tednucs)
JOKYMEHTIOE) . , -
(Jama) |(fama) ([ama)
70 23 23 23 23 23
185

OcHoBras wadniuce 7o FO0CT 2.104 vay 70CT 3.1/03
(onoxu b1 (P1), b3, 64), vnu OCT 2.00%, wnu

[OCT 19106, wnu 1o Jp_z/e ol cucmeme TOKIYMEH ~
mayuly, G ﬁamﬂ,mu GbinycKkawom 4 M

6.6. B V]I ykaseBaioT 0003HaueHus JIM, KOTOpbIe OH YIOCTOBEPACT, (paMUJIMM JIULL, Pa3padOTaBIIHX,
M3rOTOBUBILIMX, COTJIACOBABILIMUX U YTBEPAUBIIMX COOTBETCTBYIOLIUNA TOKYMEHT. B Y/l mpocTaBadior mou-
micu Jul, haMUWIuKU KOTOPBIX B HEM YKa3aHbl, U gaty noanucanud. [Toonuce nuua, paspadorasuiero /IM,
ABJISICTCA 003aTCIIbHOM.

Ecnn onuHd JIM pa3paboTaH U (WIH) COIIacOBaH HECKOABKMMM JULIAMM, TO MX (paMUJIMH, TTOAIMTUCH
M JAThl MOAMUCAHUSA MPOCTABISIOT B COOTBETCTBYIOLIUX Ipadax «Pazpadboran» u «CorimacoBaHo», a 000-
3HAYEHHE JJOKYMEHTA YKa3bIBAKOT B rpade «O003HaueHHUEe» OIUH pPas.



TI'OCT 28388—89 C. 7

Ecnan Heckoabpko JIM paspaboTaHbl, U3rOTOBACHBI, COINIACOBAHLI U YTBEPXKIACHBI OMHUMH U TEMHU XKE
auuaMu, 70 paMWIMM U MOAMNHUCU STHUX JHUL U OAThl MOANMUCAHUS MPOCTABIAIOT OOHWH pa3 HA CPYIILY
TOKYMEHTOB. [ pyrnbsl 10KYMEHTOB JOJ/IKHBI ObITh OTACHACHBI Pa3acIUTEAbHON YEPTOM.

6.7. B coctaB HOKYMEHTOB, mepeuucieHHBIX B Y/I, kpoMme M, momyckaercss BKIIOYATh APYIrUe
TOKYMEHTBI, BBITTOJHECHHBIC AaBTOMATU3HPOBAHHBIM CITOCOOOM ( B TOM YHMCAE BU3yaJdbHBIC). [Ipu 3TOM B
TAHHBIX JOKYMEHTAX HE MPOCTABALIOT MOAMUCH JHUL, UX pa3padOoTaBIIHNX, IMPOBEPUBIIHNX, COITACOBABIIHX,
VTBEPAMUBIINX, U HOPMOKOHTPOJAEPA, 4 HAl WIHM PAIOM ¢ OCHOBHON HAAMUCBHIO YKA3BIBAIOT O0OO3HAUCHHUE
Y1, B KOTOpOM NEPECUYUCTCHBI 3TH JOKYMEHTHI.

6.8. IIpy HEKOMIUIEKTHOH caaye JOKYMEHTOB B CIAVXKOY TeXHUUYECKOW OOKyMeHTauuu B Y]l He
yKa3bBalOT T¢ /1M, KOoTOphle B JAHHBIM MOMECHT HE IMEPECIAlOTCs, a MPU JOYKOMIUIEKTOBAHUM BBOOAT
nponokeHue Y/, B KoTopoM ykasbiBaloT 3Th JIM. Ilpum 3TOM HM3MEeHeHHE OOLIero 4yucia JucTtoB Y/
MMPOU3BOAAT HA OCHOBAHUM H3BCILICHUA 00 U3MEHEHHUU Y/I.

6.9. Ilpu nonHoii 3aMeHe Kakoro-au6o IM (kpoMe BOCCTAaHOBJIEHUS MOJJIMHHUKA) €rO BHOBb BHOCST
B V]I ananornuydo 1. 6.8.

6.10. V]I yUuTBIBAIOT U XpaHAT IO MpaBWIaM, YCTaHOBJIeHHBIM 11 JIY.

6.11. B rpadax Y] yka3pIBaIoT:

- B rpadpe «O003HaUEeHHUE» — O003HAYCHHUE TOKYMEHTOB (IOKYMEHTA), HA KOTOPBIC PACIIPOCTPAHSI-
erca Y/;

- B rpade «Paszpadotam» — paMuIMKu U MOANMMUCH ULl (JIMLA), pa3spadOTaBLIMX JOKYMEHT (TPYILILY
TOKYMEHTOB), VKA3aHHBIN B rpade «O003HAUCHHE», U HECYLIUX OTBETCTBCHHOCTD 34 NPABHIbHOCTDL TEX-
HUYECKOTO PELICHHUA B 3THUX JOKYMEHTAaX (MCXOOHBIX JAHHBIX), U ATy MOAMHUCAHUA;

- B rpadpe «M3rotoBui» — (paMUINIO U MOANMUCH JIMIIA, U3TOTOBUBLIECTO (IMOAYYEHUE U KOHTPOJb)
OPUTMHAJ TOKYMEHTA (Ipynmny JOKYMEHTOB) HA HOCHUTENE NJAHHBIX 14 nepenauu B CT/1, u gaty moanuca-
HUS

- B rpadpe «CormacoBaHO» — MPEANPUATHE WIN MOAPA3ICACHHUE, COMACYIOLIECe TOKYMEHT (IpyHILy
TOKYMEHTOB), YKa3aHHBIN B rpade «O003HAUECHUE» , (PAMUWIHIO M MTOANUCH THLA, COITACOBABIICTO JOKYMEHT
(rpyrnmny 1OKyYMEHTOB), OATy MOAMUCAHUA,

- B rpadpe «YTBepIw» — PAMWIHIO H MOAIMKUCH JIULA, YTBEPAUBILECIO JOKYMEHT (IPyNIy OJOKYMEH-
TOB), M JATy MOIIMUCAHUIL.

J1a BKIIIOUEHHBIX B Y1 JOKYMEHTOB B BU3VAJIBHOU (POPME, BBITOJHEHHBIX ABTOMATU3UPOBAHHBIM
CIIOCOOOM, JOMYCKACTCA IMPOCTABIATH IMMOAMUCH JIMLIA, OTBETCTBEHHOTO 34 HOPMOKOHTPOJIb 3TOTr0 JOKYMEHTA
HA 1MOoJe MOmINMBKU Y/1, pAnoM ¢ 0003HAUEHUEM AOKYMEHTA, MPU STOM B CaAMOM JOKYMEHTE IMOOIMHUCH
HOPMOKOHTPOJIEPA HE MPOCTABIIAIIOT.

6.12. Jlonyckaercsa U3MeHATb pa3Mep rpad B 3aBUCUMOCTH OT KOHKPETHOTO Criocoda BbITIONMHEHUS Y/,

7. BEIOMOCTDb MATHUTHOTO HOCUTEJIA C SAITUCbHIO
ITPABWJIA BbIITIOJIHEHHNA

7.1. Bemomocte MH3 npumenawT npu nepegaye M xpaHeHud /1M M HeE BKIIOYAKOT B COCTaB
KOMIUIEKTA JOKYMEHTOB.

Benomoctes MH3 conepxur ¢cBeaecHus o MH, cocTtaBe U pacnooXEHHH JOKYMEHTOB, 3alIMCAHHBIX
Ha MH.

7.2. Bemomocte MH3 BeImosmHsgt0T Ha auctax popmata A4 i A3 o T'OCT 2.004 u TOCT 2.301
no popMe 2 IPUIOKEHHUA 9.

7.3. B BeomoMmoctTu MH3 MOryT ObITh YKa3aHBI CACAYIOLINE CBCACHUA O TOME:

- apxuBHOE 0003HaueHue MH3 vnu (n) 3aBoackon Homep MH, Ha KOTOpOM 3anuCaHbl JOKYMECHTHI:

- BaaAeacH (JIMUO, MOAPA3ACACHUE, OPraHU3ALIUS );

- UACHTU(PHUKATOP TOMA;

- HOMEP TOMA, YUCIO TOMOB;

- KO, CUCTEMBI, TDIOTHOCTH 3aIUCH, YHUCIO METPOB, 3aHATHIX HA MATHUTHOM JICHTE, WU UCIOJIb30-
BAHHAs €MKOCTb MArHUTHOIO AUCKA U .

7.4. B rpagpax Bemomoctn MH3J3 yKaselBalOT CICAVIOIUE CBEACHUS O COCTABE W PACIOIOXCHHUU
nOKyMeHTOB Ha MH:

- 000O3HAYCHUE U HAUMCHOBAHUEC TOKYMECHTA;

- MHBEHTApHBIL HOMEpP MOAAUHHUKA /IM;

- HOMeEp usMeHeHud /J1M;

- uaeHTU(pUKaTop damia;
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- KOHTPOJBHYIO XapaKTEePHUCTHKY JOKYMCHTA.
JlomyckaeTcd yKa3bIBaTh APYrue HEOOXOMUMBIC CBCACHUA, HAIPUMEDP IJIUHY OJ0KaA, YHUCIO OJIOKOB,
(bopMaT 3ammUcCH U T. M., COOTBETCTBECHHO YBECJIUYMUBAY YUCIO rpad.

8. VUET U XPAHEHUE MATHUTHBIX HOCUTEJIEU

8.1. MH3 xpangar B cayx0e xpaHeHud JIM — MarHHUTOTEKE (CM. NMPUWIOXKEHHUE 4). MarHuTHBIE
HOCHUTEAHU 0€3 3aNHUCHU TAKXKE MOTYT XPAHUTBCH B MATHUTOTEKE.

8.2. MarHUTHBIE HOCUTEAHU O€3 3aNMUCH

8.2.1. Ilpm npuemMke B MAarHUTOTeKY MH mpoBepAIOT COCTOSHHUA YIIAKOBKU U HAJIMYHUE COMMPOBOIU-
TEJIbHON TOKYMEHTALIUU,

8.2.2. Kaxnomy npuHaTOMY Ha xpaHeHue MH npucBanmBalOT MHBEHTAPHBIM HOMep. PekKoMeHoy-
ercd MH xpanuTp pa3neabHO MO BHIAM HOCHUTEJACH OAHHBIX B IMOPAJKE BO3PACTAHHUA WHBCHTAPHBIX
HOMEPOB.

8.2.3. MH peructpupyror B kaure perucrtpauv M yueta MH n MH3 (dopma 3 u ee 3anmoaHeHHUe
Mo npwioxeHuto 9). Lnga kaxaooro Buga MH pekoMeHayeTca BeCTH OTACABHYIO KHUTY.

8.3. MAarHUTHBIE HOCUTEAHU C 3AaNMUCAHHBIMU JOKYMEHTAMHM

8.3.1. Bce MH3, nocTtynuBIIME HA XpaHEHHE B MATHUTOTEKY, MOAJICKAT YUETY.

8.3.2. B xuure perucrpaupmu u ydyeta MH u MH3 (cMm. dopmy 3 npumiaoxeHusa 9), HanpoTHUB
COOTBETCTBYIOLLETO MHBECHTAPHOIO M 3aBOJACKOro HomMepoB MH B rpagpe «ApxuBHOoe 0003HauecHUe MH3»
MMPOCTABJIAIOT O003HAUCHUE, NIPUCBOCHHOE CIY:KOO0N XpaHeHUd JaHHOoMYy MH3.

CTpykTypa apxuBHOro oo0osHaueHud MH3 onpenendgercs CUCTEMOM MOCTPOCHUSI MAarHUTOTEKH. Ha-
IpUMeEp apxuBHOE 0003HaueHUue MH3 MoXeT BKIIIO4YaTh. KOO BHAA JOKYMEHTA (MOAIUHHUK — I1, xonmu4a
— K u np.), koo suga MH (¢cMm. nm. 5.1), mouckoBbii aapec MH3 B MarHUTOTEKE U IPYIrHE MOUCKOBBIC
IIPU3HAKH.

8.3.3. MH3 yuureiBaoT no kaprouke yueta MH3 (popmbl 4, 4a, 40 U UX 3aIIOJIHEHHUE T1O MIPUITOXKE-
HUIO 9).

KapTouky yyera opopMiadioT Ha Kakabii MH3. Ecau onuH 1OKYMEHT 3aMUCaH HA HECKOJIBKUX TOMAX,
TO HA KAOKIBIA TOM TAKXKE O(POPMIIAIOT OTACABHYIO KAPTOUKY yUeTa.

8.3.4. Bce MH3 xpaHAT B COOTBETCTBUHU C NMPUHATON HA MPEANPUATUHN CTPYKTYPONH MArHUTOTEKH.
XpaHEHHUE MOXET OBITh OPraHMU30BAHO IO BO3PACTAHUIO apXUBHBIX 0003HaueHUM MH3 wiu nmo apyrum
MOUCKOBBIM IMPHU3HAKAM.

PexomMenayercda xpanurtb MH3 pa3neapHO Mo BUIAM HOCUTENEH JAHHBIX.

g o0ecneyeHUd HAOSKHOM COXpaHHOCTH pekoMeHayeTrcd MH3, coaepxaliue nmnogIMHHUKH, OYyO-
JIMKAThl U KOMMHUHU, XPAHUTDb OTACJIBbHO, HAIIPUMEP B pPa3HBIX LIKadax, MOMEIICHUSX.

8.3.5. Cpok xpaneHusst MH3 ycTaHaBnuBaeT mpeanpusaTHe —BIageacl TOMa, UCXOO U3 TapaHTHITHBIX
CPOKOB XpaHCHUA M SKCIvryaTauuu, npeaycMoTpeHHbIX HT/ m1a konkperHoro suga MH (nipu yciaoBuu
COOMIOACHHUA TPECOOBAHUM IO XPAHCHUIO M 3KCIuIyatauuu). I1o ucreyeHum cpoka xpaHeHud MH3 omnpe-
IEJIAIT HEOOXOOAUMOCTH BOCCTaHOBJACHUA JAM, coaepxammxcd HA gaHHOM MH3, umam yCTaHABIMBAIOT
HOBBIN CpOK xpaHeHud MH3 ¢ ykazanueM ero B kaprouke yuera MHS3.

8.3.6. BenomoctTu MH3 xpaHgaT B MarHUTOTEKEe B Mamnkax (aJip00oMax) B COOTBETCTBUM C CHUCTEMOMN
yyeTa, XpaHEHHUA U TTIOMCKA, TIPUHATONU HA MPCANPUATHH.

9. YYET MO/UINMHHUKOB, TYBJIUKATOB, KOITUUA

9.1. Bce mommmHHUKHU, nyOauKaTel 1 KOMUU JIM, nmpuHUMaeMble HA XpaHECHUE, MOIJICXKAT YUETY.

9.2. IlommMHHUKY, JYOJIUKATHI, 4 TAKXKE MMOJIYYCHHBIC OT APYrUX OpraHvu3auui Konuu /1M perucrpu-
PYIOT B MHBCHTAPHOW KHUIEC, BBIMMOJHCHHON O (popMe, yctaHoBiaeHHOW ['OCT 2.501, npuinoxeHue 3.

I'papbl MTHBEHTAPHOM KHUIHM 3aIIOJHSIOT B COOTBETCTBUU ¢ UX HAMMECHOBAHHUEM, 34 UCKIIIOUYCHUEM
rpad «Koi. muctoB» 1 «@opMaT», B KOTOPBIX COOTBETCTBEHHO YKA3bIBAIOT UHUCIO TOMOB U BHI HOCHTEIS
TAHHBIX.

PekoMeHAyeTCS BECTH OTIACAbHBIE MHBCHTAPHbLIC KHUTU UIA ydyeTa MOMIMHHUKOB, AYOJIUKATOB M
MOJYYECHHBIX OT OAPYIrux opraHuzauuu konuu JI1M.

9.3. Kaxnomy npuHaroMy Ha ydeT /1M npucBaMBaOT OOUH UHBCHTAPHBIMA HOMEP, HE3aBUCUMO OT
YHUCIAA TOMOB, HA KOTOPBIX OH Pa3MEIIECH.

9.4. 1M yuutbeiBaloT nmo kaproukam yuyera JAM. Ha kaxnapini /IM cocraBiasgioT kapTouky yyeta M
((bopMBI 35, 3a, 50, SB M MX 3aMOJIHEHHUE MO MPUIOXKEHHUIO 9).
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9.5. dlyoamkate IAM

9.5.1. Jlyomukartel /1M wm3rotaBauBaceT NpeanpusTHE — AepXaTeab MOIJIUHHHUKOB C MOMJIUHHHUKOB
WJIN YYTEHHBIX Konun JIM.

JlonmyckaeTcst M3roToBJICHUE AyOaUKATOB JIM Ha npeanpusaTHU—aep:Kareiie OIyOJIuKaToB MO COIIaco-
BAHUIO C MPEOIIPUATHEM—OCPKATEIEM MOITUHHHUKA.

H3rorosiaeHue AyOJIMKATOB ¢ MOIJMHHHUKOB, YVTBEPXICHHBIX 3aKA3UYMKOM (OCHOBHBIM ITOTPEOUTE-
JIEM), JOIMYCKAETCH TOJBKO IO COITACOBAHUIO ¢ 3aKA3UMKOM (OCHOBHBIM IMMOTPCOUTEIIEM ).

9.5.2. Ilpm n3noce MH nonyckaerca ayonukarel JIM, 3amucanHble HA JaHHOM MH, BoccTaHaBnm-
BaTh HA MNpEOnpuiaTUH—AcpXareae ayonmkara. BoccraHoBAeHHBIN AyOoaukKar /JIM CoxpaHAeT mpexHee
0003HAUCHUE U MHBECHTAPHBIN HOMED.

9.6. YueT Kommui

9.6.1. Komun M, wu3rotoBieHHbIE HA MNPEOIIPUSTHH, YUYUTBHIBAIOT 110 WHBEHTAPHBIM HOMEpaM,
MPHUCBOCHHBIM MX MOJJIMHHUKAM WM AyOaHMKaTaM (KOMHAM, MOJYYEHHBIM OT JAPYrMX OpPraHU3aluM), H
OTACJIBHO B MHBCHTAPHBIX KHUTAX HE PErUCTPHUPYIOT.

9.6.2. Ha nmpeanpusaTHsX MOTYT XpPAaHUTLCI KOHTPOJIbHBIE U padoure kKonuu M.

KOHTpOJIBHAA KOMUS CIYXUT IS CIPABOK WIHM CBEPKH JTOKYMEHTOB, MOXET HCIOJb30BATLCH a4
BOCCTAHOBJICHUA MOMIMHHHUKA U U3TOTOBJICHUA NYOJIMKATOB U KOIIUM.

KOHTPOJIBHBIE KOIMUHU XPAHAT OTIACABHO OT APYrUX KOIMHUHM M A0OHEHTAM HE BBIIAIOT.

9.6.3. Yuer BBIIAUM M BO3BpaTa padoOuyMx Komui BeayT mo kaproukam ydeta MH3 (dopma 4a
MPUWIOXKEHUS 9) WK MO A0OHEHTCKUM KapTodkaM ((popmsbl 6, 6a npuinoxeHus 9). JlonyckaeTcst opopMAsATh
BBITAUY KOMUM MO pacnuckaM (popma 7 IpHWIOXEeHUST 9).

9.6.4. Konun M, noayyeHHble OT APYrUX OpraHU3allui, XpaHsST OTOEJbHO OT APYIUX KOIMH,
CHCTEMATU3UPOBAB UX IMO OPraHU3ALMNAM WIH MO U3ICAHAM.

9.7. YdeT MOIIMHHUKOB, OYOIUKATOB U Konuil JIM pekoMeHOyeTCa MPOBOIUTh ABTOMATU3HUPOBAH -
HbIM CITOCOOOM.

10. BOCCTAHOBJIEHHUE IIOAJIMHHHUKOB

10.1. Ilpuinenuine B HEMPUTOAHOCTh MOATIUHHUKU JIM AO/KHBI OBITH BOCCTAHOBJICHBI.

10.2. BoccranopieHue nomIMHHUKA JIM oCylecTBIAIOT nyTeM nepesanucu J1M.

10.3. BoccTtaHoBaeHHE ODOPMIIIIOT COOTBETCTBYIOLIMM aKTOM, B KOTOPOM YKa3bIBaIOT:

- 0003HaueHue /1M, nmomaexamero BOCCTAHOBJICHHUIO;

- MPUYHUHY, IO KOTOpoH /1M mnpHu3HAH HENPUTOIHBIM;

- apxuBHO¢ 0003HaueHHe MH3, Ha KOTOpOM 3anmucad NOAJIUMHHUK JAM, momiexaimii BOCCTAHOBIIC-
HUIO;

- apxuBHOE 0003HaueHue MH3, ¢ KOToporo nmpousBoadaT BOCCTaHOBJICHUE JIM;;

- apxuBHOE 0003HaueHue MH3, Ha KOTOpBI 3aNMHUCHIBAIOT BOCCTAHOBJICHHBIN MOIJIMHHUK [IM;

- JATy BOCCTAHOBJICHHUA U OP.

10.4. Ilpm BOCCTAHOBICHUH NMOAJIUHHHUKA 1M

- 3aMOJIHAKT COOTBeTCTBYIOLIHUE aTpuOyThl UITX;

- JICJAI0T OTMETKHM B UHBEeHTApHOM KHUre yuyeTta JAM, kaprouke yuera J/IM m B BegomoctTu MH3, Ha
KOTOPOM OBIJI PAaCHOJIOXEH BOCCTAHABINBACMBIN JOKYMEHT.

10.5. BoccraHoBiaeHHBIN MOMTUHHUK JIM coxpaHseT nmpexHee 0003HAYCHUE U UHBEHTAPHBIA HOMED.

11. ITIPABNJIA BHECEHUA U3MEHEHUUA

11.1. Usmenenus B IM caeayer BHOCUTH B COOTBETCTBUHM ¢ TpeOoBaHuaAMuUu ['OCT 2.503, TOCT
19.603, TOCT 24.401 u HacTOALLErO CTAHAAPTA.

11.2. HU3BemeHue 00 U3MEHEHUH (M3BEIICHUE) BBIMOJMHIIOT B BU3YAJIBHO BOCIIPUHUMACMOM BUIIE.
ConepxaHue U3MEHEHHUA MOXET ObITh BBINIOJIHEHO HA MH.

11.3. U3smeHeHue IM MOXHO OCYLIECTBIATH IYTEM 3aMEHBI JOKYMEHTA B LICJAOM WIHM €ro (pparMeHTA.

11.4. Ilpn 3aMeHEe DTOKYMEHTA B LICJIOM HU3MEHAEMBIM TOKYMEHT aHHYIUpPYIOT. MU3mMenennomy /1M
MIPHUCBAUBAIOT HOBBIM MHBEHTAPHBIU HOMEDP.

HoBblll HHBEHTAPHBIN HOMEP MOXKHO O0pa30BaATh U3 CTAPOro, HAMIPUMEDP TOOABICHUEM K HEMY 4Yepes
nepruc MopaaKoBOro HomMepa 3aMeHsbl: 1347 — crapbslii MHBEHTaApHBIM HOMep, 1347-1 — HOBBINT MHBEHTAP-
HBI HOMEP.
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11.5. Ilpu 3ameHe pparmeHTa /1M HM3MEeHEHUA MOI'YT OBITh BHECEHBI IIYTEM MEPE3aNIMCU U3MEHSIC-
MOro ¢gpparmeHra /1M, npu 3TOM MHBEHTApHbBIN HOMEpP JAM HEe U3MEHAIOT.

11.6. UUsmeHeHua B koK 1M, BBIMMOJIHEHHBIE B BU3VAJIBHO BOCIIPUHUMAEeMOM BHIE, BHOCAT aBTO-
MATH3UPOBAHHBIM CITOCOOOM WJIHM BPYUYHYIO.

11.7. Ilpu 3aMeHe DOKYMEHTA B LICJIOM, B U3BELICHUH, B Irpade «CoaepKaHHue USMECHECHUA» YKA3bI-
BalOT BUO HOCUTEA JAaHHBIX, HAanpuMep: 1okyMeHT ABBI'.X . . . X, u3Mm. 1 Ha MJI anHyaupoBaTh U 3aMEHUTD
Ha 1OKyMeHT AbBI'.X . . . X, u3Mm. 2 Ha MJI.

11.8. Ilpu 3aMeHe 3aHUMAIOLIECIO OTACABHBIM TOM (PparMeHTa ITOKYMEHTA B M3BCUICHUH, B rpade
«COomepKaHUe U3MEHEHUS» YKA3BIBAIOT HOMEP TOMA, HanpumMmep: A1okyMeHT AbBI.X . . . X, ToM 2, u3m. 1
Ha MJI aHHynupoBarh U 3aMeHUTH HA 1O0KYyMeHT ABBI' . X . . . X, ToM 2, u3Mm. 2 Ha MJI.

11.9. Jonyckaercda B rpade «CoaepKkaHue U3MEHEHUS» YKA3BIBATh CPOK XPaHCHU S AHHYJIUPOBAHHOIO
JIM nnbo paBath yKazaHue 00 €ro YHUUYTOXECHHUHM.

11.10. Ecmu comepxanue usMeHeHUd BLIMOJAHEHO HA MH, nanHbsiii MH3 npuknaasBalOT K U3BEILE -
HUIO, B KOTOPOM YKa3bIBAIOT, YTO HH(POpMALIUI 00 U3MCHECHUH IIPEACTABACHA B IIPUJIOXKEHHUH K U3BELICHUIO.
Ilpu sToM conepxaHue usMeHeHUsT Ha M H no/oKHO OBITH BBIIIOJAHEHO B COOTBETCTBHU ¢ TPEOOBAHUAMMU,
npeabaBIdIeMbIMU K /1M, U CONMpOBOXIATHCA BEAOMOCTHI0O M H 3.

ConepxaHue U3MEHEHUSA, BBIMMOJHEHHOe HA MH, XpaHAT M yYUTBHIBAIOT MO MpaBWIaM, YCTAHOBJICH -
HbIM JAHHBIM CTaHgapToM mig JIM u MH3.

11.11. Bce u3BeUICHUA MOMIECKAT YYETY B KHUIE PErUCTPALMH U3BCIICHUI 00 U3MEHEHHUHU ((popMa &
MPUJIOXKECHUA 9).

JlonyckaeTcda ucnoab30BaTh GPOPMY KHUTH PETHCTPALIMH U3BCIICHUM 00 U3MECHEHUH, YCTAHOBJICHHYIO
B [OCT 2.503.

Ecnu comepxxaHue U3MEHEHHUA BBIMIOJAHEHO HA MH, TO B KHUIe perucrpaliiu U3BCLICHUI, B rpade
«[IpuMeyaHue» YKa3hIBAKOT BHUO, HOCHUTEIA JAHHBIX, HA KOTOPOM OHO BBIMTOJIHEHO.

11.12. HUsmenenuqa B JIM BHoOcut C1/1 wim nmoapasneieHUe, BBITOMHAOLIEE padboTel ¢ MH3.

11.13. CBeaeHud 0 BHECEHUHU U3MeHEHUH B JIM 3aHOCAT B KapTouky yuyera JIM, rae npocTaBidioT
MHBeHTApHBIM HOMep AM B coorBercTBUM C 1. 11.4.

11.14. ITpn HaTMyuMK ayTeHTUYHBIX KOMIUM U BTOPUYHBIX JOKYMEHTOB B rpade «CoaepKaHUuE U3ME-
HCHUS» PCKOMEHIYETCA MPUBOIUTH COOTBETCTBYIOIINUE YKA3aHUSI 00 U3MEHCHUM.

11.15. 1M aHHYIUPYIOT HA OCHOBAHUM HU3BCUICHUS B CIACAYIOLIUX CIIVYaAsaX:

- TIPU BHECEHUU U3MCHCHUM;

- IIPHU NPEKpalleHUU MMPUMECHICMOCTH.

Ilpn anHymupoBaHuu JAM s3anmonHg0T COOTBeTCTBYIOIIME aTpuOyThl UI1X, memaror OTMETKU B UH-
BeHTApHOM KHHUre yueta JIM, kaprouke yuyeta JIM n B Benomoct MH3, B KOTOpOM MpUCYTCTBYIOT JAaHHBIC
00 aHHyIupyeMoM JIM.

Honyckaercda aHHyJaupoBaHue 1M He nepenuchBaTh B apXUB aHHYJIUPOBAHHBIX JOKYMEHTOB, OCTAB-
JIS1s1 X HA npekHeM MH3 10 nepeKOMIMOHOBKHM HAXOASIIETOCS HA HEM COCTaBa JOKYMEHTOB.
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HPHJAOXEHUE 1

Cnpaeounoe
TEPMMHWHDLI U ITOACHEHUS
TepMmuH [TosiCHEHME
. ATpHOYT DIEMEHT AJAHHBIX, KOTOPBIM BBIPAXKACT OIPCICICHHVIO XaAPAaKTCPUCTUKY
Attribute NOKYMEHTa 1 uMeeT uMs M 3HadeHue (M1CO 8613/1)
. AYTEHTUYHBIC JOKYMCHTDI JIOKYMEHTBI, OOIMHAKOBBIC I10 COACPXKAHUIO M PA3IMYHBIC ITO POPMATY U
Authentic documents (MIM) KOIaM OAHHBIX, ¥ (MJIN) CTPYKTYPE. AYTCHTUUYHBIC TOKYMEHTHI MOTYT

ObITb BBIIIOJHCHBI HA OAWHAKOBBIX WM Pa3HbIX BUIAAX HOCUTCAS JAHHDIX,
B BU3VAJILHOM WJIM HEBU3YVAJILHOM (POopMe

. BTOpMYHBIIT TOKYMCHT JIOKYMEHT KaKoro-jm0o0 BUAA, IMOJAYYCHHBIN ITIYTEM 00padOTKY ¢ MOMOIIBIO
Secondary document IIPOrPAaMMHO-MH(POPMALIMOHHBIX CPEICTB M3 JOKYMECHTA AIPYIroro BHUAA
(Buapl JoKyMeHTOB 1o T OCT 2.102, TOCT 3.1102, TOCT 19.101, TOCT
34.201). HeckOabkO BTOPHMYHBIX JOKYMEHTOB PA3HOTO BUAA MOIYT OBIThH
MMOJYICHBI U3 OJHOTO MCPBUYHOTO TOKYMCHTA. OIVH BTOPUYHbBIN JOKYMCHT
MOXET OBIThb IMOJYYCH M3 HCCKOJBKHMX IICPBUYHBIX JOKYMCHTOB Pa3HOIO

BUJIA
. ApeHTnYHbIC TOKYMCHTDI JJOKYMEHTBI, OOMHAKOBBIC IO COICPXKAHHWIO, KOTOPbLIC BBIIIOJHEHDLI B
Identical documents OOIMHAKOBBIX (pOpMAaTax U KOIax M, KaK IPaBUIO, HA OMHOM M TOM X€ BUIC

HOCUTECIT TAHHBIX

. MammHorpaMMa [To T'OCT 6.10.1*
. IlepBUYHBIA DOKYMCHT JTOKYMEHT KakKoro-imdo BHIA, NOJYYCHHBIM B PE3VIbTATC Pa3pabOTKU
Primary document (ITPOEKTUPOBAHUS ), KOTOPBIN MOXET OBbITh UCITOJIB30BAH KAaK UCXOIHBIN 14

MOJYYCHMS ¢ MNOMOIUBK MOPOrpaMMHO-MHQPOPMALMOHHLIX  CPECACTB

OTOKYMECHTOB APYroro BUIa (BTOPMYHBIX JOKYMEHTOB). BHMIbl TOKYMECHTOB
— o 1'OCT 2.102, TOCT 3.1102, IOCT 19.101, TOCT 34.201

. Tom CbheMHag @U3NUYECKad CSOMHMIA 3allOMHUHAIOUIEN Cpeabl (HarpuMmep
Volume KATylIIKa ¢ MArHUTHOM JICHTON, TMOKMM MATHUTHBLIN OVICK)

* Ha tepputopum Poccniickoin @enepanmny aeiicteyior 11P 50.1.019—2000.
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[TPUTTOXFHHUE 2
Pexomendyemoe

NHCTPYKIHAA 110 ITIPUMEHEHHNIO TOKYMEHTOB HA HOCUTEJIAX
JTAHHDbIX. ITPABAJIA BbIIIO/JIHEHUA

1. MHCTpYKIIMS 110 IPUMEHECHHIO IBISICTCAd PYKOBOJACTBOM AJI NOJab3oBarend JAM o mcnoab3oBaHuw /1M B
KOHKPCTHBIX IIPOLECCCax.

2. BEcnm cBeageHus no npuMcHEHMIO JIM mpuBeacHbI B APYVIUX JOKYMCHTAX KOMILUICKTA JOKYMCHTOB, TO HMH-
CTPYKIIMIO HE BBIIOJIHAIOT.

3. MHCTpYKIIMY IIPUCBAUBAIOT O0O3HAUYCHHUE MO IPABWIAM, VCTAHOBJICHHBIM KOHKPCTHOU CUCTEMON TOKYMECH-
TAllUY U1 JOKYMEHTOB Buaa «MHCTpYyKIINA . . .».

MHCTpYKIMIO 3aIIMCHIBAIOT B creNPUKALINIO B pasnen «JlokymMeHTanus», a B BT/l — B pasgen «A3gemme».

4. O00O3HaAYCHNEC MHCTPYKLIHNHY 110 NpUMcHCHNIO /IM wiam DOKyMEHTa, €€ 3aMCHSI0UIECro, yKasbpiBalT B UI1X B
TPVIIIIC aTpHOVTOB « BHEIIHUEC CCBLIKM».

5. MHCTpYKLMIO BBIMOJAHAIOT HA JUCTaX dopMmara A4 no npaBwiaM OQOPMICHUS TEKCTOBBIX JOKYMEHTOB TOM
CHUCTEMBI JOKYMCHTALIMM, B KOTOPOH OPOPMILICTCH KOMIUIEKT JOKYMEHTOB.

6. MHCTpyKIIMA B OOLIEM CJIy4ae COOCPXKUT CICAYIOLINE Pa3ICiibl:

- Ha3HaueHue JAM;

- naeHTupukKanus JIM;

- CTpPYKTypa gaHHbIX JAM;

- npuMeHeHue JAIM;

- BHECCHME N3MCHCHUM,

- BTOPUYHBIC JOKYMECHTHI.

B 3aBucumMmocty ot ocodeHHocTer M monmyckaeTcsa OObCOVHATh WM MCKIIOYATh OTACIAbHDBIC Pa3aciibl, BBOIUTD
HOBBIC Pa3aCIbl.

6.1. B pasznene «Hasnaueume JIM» yka3piBaloT 00macTh npuMeHeHns JIM.

6.2. B pasnene «Anentudukaunsg JAM» npoBoadaT CTpyKTypy MMeH (aitnoB, comepxkamux JAM, 1 MoXeT OBITh
YKa3aHa CBA3b MECXKAY WICHTUMUKATOPOM (paia 1 O003HAUYCHUEM JOKYMEHTA (€CJIM OHA MMEETCH).

6.3. B pasnene «CtpykTypa DaHHBIX I M>» ONMUCHIBAIOT CHHTAKCHC U CEMAHTHKY NPEICTaBICHNA JaHHLIX B JIM
WJIY TIPUBOIST CCHUIKM HA COOTBETCTBYIOIINE JOKYMEHTHI (CTAHIAPTHI, MHCTPYKLIVH U T, I1.), B KOTOPBLIX 3TU CBSACHUS
YKA3aHBI.

6.4. B paszpene «Ilpmmenenne JIM» m3maraior npaswia npuMeHeHNS JIM 119 KOHKPETHBIX IIPOLECCOB, VKA3DbI-
BAIOT TEXHUYCCKNE M NPOrPAMMHBIC CPEACTBA, HEOOXOOMBIC M1 IIpuMcHeHMd /[1M.

6.5. B pasnene «BHeceHMe M3MCHEHMIT» YKa3blBalOT YCTAaHABIMBACMBIN MOPSIIOK BHECEHUS M3MeHeHMiT B IM
IUTS TEX CJIYYACB, KOTIA 3TU U3MCHCHMS JODKCH BBOAUTD B JIM HEenmoOCpeACTBCHHO MOTPCONTEIIb JOKYMEHTA HA OCHOBE
TIEPCIaBACMBbIX OTIACIBHO COACPXKAIINHN STUX U3MCHEHUH. B pasnesne ykasslBalOT NEPeYCHb HEOOXOINMBIX TEXHUYCCKUX
CPCACTB M IIPUBOISIT CCbUIKM HA MPOrPaAaMMHO-MH(MPOPMALIMOHHBIC CPCACTBA, KOTOPBIMHM CJICAVET IIOJb30BATLCS MNPH
peaan3aluy npoueaypbl BHECCHUS U3MCHCHHUM.

6.6. B pazoene «BTopumuHble TOKYMEHTBI» VKA3bIBAIOT BO3MOXHBIN COCTaB BTOPUYHBIX JOKYMEHTOB, KOTOPDLIC
MOTYT OBbITh IOJYYCHBI JOMOJIHUTEIBHO Ha OCHOBE /IM. 3aecCh XKe mpuBOIAT TPEOOBAHNA K TEXHUYCCKUM CPEICTBAM
U CCBhUIKM Ha NPOrpaMMHO-WHQPOPMAILIMOHHBIC CPEACTBA, ¢ IPHUMECHEHUEM KOTOPBIX 3TH JOKYMEHTHI MOIYT OBITh
ITOJIVUCHDI.
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[TPU/TTOXFHHUE 3
Pexomendyemoe

ITPUMEPDBI O®OPMJIEHHUA U PACIIOJOZKEHHUA DTUKETKHA

B mepBOM 4acTW STHKETKM VKa3bIBaIOT 0043aTCIbHYI0 MHMOPMALNIO, BO BTOPOM 4YacTH — JOMNOJHUTCIbHYIO

MHO)OPMALINIO.

HMudopManinio 0043aTeAbHON YaCTU PCKOMCHIVETCS pa3MelIaTh B IBC CTPOKMU.

Ecam Ha nepBnYHOM yrmakoBke M H HEegoCTaTOUHO MECTa I PAa3sMCIICHUS PSIAOM ABYX YaCTCH, TO BTOPVIO 4acThb
Pa3sMEIIAT HA UMEIIIEMCI CBOOOTHOM MECTE.

2. Uwmcno rpad u CTpOK BTOPOM YACTH OIIPEICAACTCH KOANYECTBOM HHPOPMALIMY, KOTOPVIO HEOOXOAMMO YKa3aTh,
Y HAJIMYMEM MECTa Ha IMEPBUYHOM VIIAKOBKE IS €€ PAa3MCILCHUSI.

3. Bo BTOpOM 4aCcTH STUKETKY MOTYT OBITh YKA3aHbI CBSACHWS, HCOOXOIVMBIC IJId OPTaHU3alUH YUETa, XPAHCHU Y

1 oopamcHus MH3 Ha npennpusaTun.

4. Ilpumep oDOPMICHUS STUKCTKH C 00S13aTCIbHBIMY CBCACHUSIMY M BAPMAHTDLI X Pa3MCIICHU S IPUBCACHBI HA

yepT. 1.

PDopMa STUKETKM IIPYU HAJITMYMU JOIIOJHUTCIABHBIX CBESACHUM ITpUBEIACHA Ha 4YepT. 2.

Yepr. 1

Bramenen UneHTHOUKATOD JaTa LAYOUT ABBI 120689
Toma LAYOUT Uznemie A 02/05
ABBI 120689
Ne T/Kon. T YCc10BHOC HAMMCHOBAHNE
(02/05 N3penne A
a 6

O0a3aimesHsIe

cledenus

LONoAHUITIENbHEIE

rBedernua

Yepr. 2

5. IlpumMepnl pacioNfoXeHU STUKETKY HA pasnuuyHbix MH nipuBencHbl HA uepT. 3—)J.
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PacnojoxeHue ITHKETKH HA KATYIIKAX ¢ MATHUTHOM JIEHTOM
mapanoi 12,7 mv m ammaoi 732 n 366 m

|
—

R
AN
I
S
W
iy
3
3
N
S
~
o
LS
N

| 4O770ARUMIENIbHEIE COPTEHUS |

- Y ]
J0A32MIENLHEIE COETEH LS

| LOr70nHUmEEHEIE COEdeHU 57

— "

Yepr. 3

PacnoiokeHne 3THKETKM HA KACCeTAX ¢ MATHHTHOM JeHTOH mmpuHor 3,81 Mm

O0532/TIEAbHEIE COETEHUT

Yepr. 4

PacnonoxKenne 3THKETKH HA 3aIUATHOM YNAKOBKE T'HOKOr0 MATHUTHOTO JHCKA

J0a3a/menbHble COETeELS

| Lononwumensrse chederus |

Yepr. 5
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[TPUH/TTOXFHHUE 4
Pexomendyemoe

CJIYKBA TEXHUYECKOU TOKYMEHTAIIUU WU OBPAIIIEHUE
JTOKYMEHTOB HA MATHUTHBIX HOCUTEJIAX TAHHBIX

1. Cayxk0a TeXHn4eCKOH JOKYMEHTAIINH

1.1. CT/1 ¢ mOMOIIBIO CPESACTB MEXAaHN3AMY ¥ ABTOMATU3ALINY O0CCIICUNBACT YVUECT, XPAHCHHUE, PA3MHOXECHHE,
OOpallleHNEe MU OOMEH ¢ BHYTPEHHVMM M BHCUIHUMM A0OHEHTAMHM TEXHMUYECCKOM TOKYMEHTALIMM Ha JTIOObIX BUIAX
HOCHUTEICH JaHHBIX (MArHUTHBIX, OYMAaXHBbIX, MUKPOPOPMAX U T. 1.).

1.2. CTJ1 B 3aBUCUMOCTH OT CTPYKTYPHI NIPCAIIPUATHS, OOBEMOB 1 METOJOB OOPA0OTKH TEXHUYCCKOMN JOKYMCH-
TALIMM MOKET BBIMOJIHATH CJICOYIOIINE OCHOBHBIC (PYHKIINU:

- IPUEM, VYCT, BBIIAYy, a4 TAKXKC YYCT COCTOSSHHUS Y IBMXCHMS TCXHUYCCKMX JOKYMCHTOB (IIOMJIMHHHKOB,
OyOJIMKATORB, PA0OUYMNX M KOHTPOJbHBIX KOIIMI), BBIMOJAHEHHbBIX HA HOCUTEISIX JAHHBIX PA3IUYHOIO BUAA;

- VYT U3BCUICHUIN 00 U3MCHCHUU

- YYET IPUMECHSIEMOCTH U U3MCHCHUS ITPUMCHSICMOCTH TCXHUYCCKUX JOKYMECHTOB:;

- yueT MH n MH3, coaepxaiimx y4T€eHHYIO JOKYMEHTALNIO;

- XPAaHCHHMEC TCXHUYCCKMX JOKYMCHTOB Ha HOCHUTCIISIX JAHHBIX PA3INYHOIO BHIA;

- BHECCHMEC M3MECHCHHMHM B TEXHUYCCKYIO JOKYMCHTALIMIO HA OCHOBAHMU M3BCIICHUN 00 M3MCHCHUU WJIM OPIra-
HU3ALWI0 3TON padOThI;

- BBIINOJIHCHHUEC Pa0OT IO 00ecreucHUIO coxpaHHOCTH M, oopadoTtke UIIX AM mpu xpaHeHUM B OOpallcHUHN

- kOMIIOHOBKY /IM n UIIX 1M wHa MH, nonyueHue Beaomoctel ¢ apxuBHbIXx MH3;

- BBIIAYY CIIPABOK O COCTOSITHMHM OOpAalllcHUS U IIPUMCHSICMOCTH TCXHUYCCKNX JOKYMCHTOB;

- PA3MHOXEHHE (THUPAXKUPOBAHME) TEXHUUYCCKUX JOKYMCHTOB HA HOCUTEIIIX JaHHBIX PA3IMYHOIO BUIA;

- KOMILICKTOBAHNEC TCXHUYCCKOMN TOKYMEHTALIMU ITOCIIEC PA3MHOXCHU

- OCVILICCTBICHUC MCPEILUICTHO-OPOLIIOPOBOYHBIX PA0OT;

- O0CCIICYCHME BHCIIHMX M BHYTPCHHUX A0OHCHTOB TCXHMYCCKOM MOKYMCHTALIMCM Ha HOCUTEASX HAHHBIX
PA3JIMYHOTO BUOA;

- BHCAPCHHMC M CONPOBOXICHNE CPCACTB aBTOMATH3AUNH (MHPOPMALMOHHO-ITONCKOBBIX CUCTEM, 0a3 JAHHBIX U
T. 11.) IPYU OPOBEICHUH PA0OT;

- TIIepeaavyy TCXHUYCCKUX JOKYMEHTOB ¢ IPUMEHCHHEM CPCACTB TECACOOPAOOTKHY M IIEePCIauyM JAHHDIX.

1.3. PexoMeHnnyeMasi crpykrypa CT/l npeanpusatva npuBeacHa Ha yepT. 6.

CT/ MOXeT BK/IIOUATh CJIYXKOBI:

- IUTAHOBO-JIUCHETICPCKVIO;

- TEXHOJAOTMYECCKVIO;

- PEMOHTA O0OPYIOBAHUA;

- THHOrpapCKUX U KONHUPOBAIbHO-MHOXUTCIAbHBIX PA0OT;

- O0pPabOTKMU TEXHUUCCKON TOKYVMCHTALIUMN

- aBTOMATHU3HUPOBAHHYIO CIVKOY TEXHUYECCKON JOKYMCHTALIMM.

1.3.1. IlmaHoBO-guCHETYICPCKAS CAYKOA BBIMOJHACT Pa00Ty MO IUIAHUPOBAHMIO Y JUCTICTYNPOBAHNIO BCEX BUIOB
padoT o HoMeHKIIatype C11 u BXOASIMX B HEEC CIYXKO, COCTABICHUE IIJIAHOBO-5KOHOMHUYECKOM M (PMHAHCOBO-0YX-
TAJITEPCKON OTYETHOCTH M T. II.

1.3.2. TexHOMOrn4yeckas cayxoa OCYIICCTBISICT KOHTPOJIb 32 COOMIOICHNEM TEXHOJIOTUYCCKUX MIPOLICCCOB U3T0O-
TOBJICHUA JOKYMEHTOB Ha HOCUTEIAX JaHHBIX PA3JIMYHOIO BHIA, O0CCIICUNBACT BHEAPCHYE IIPOTPECCUBHON TEXHOIOTUN
1 O0OpYIOOBAHMWS, MPEACTABIACT MPOCKThl U TEXHUYCCKUE PEUICHHUA, OPraHU3yET PadoOTy IO PEKOHCTPYKUMHU ITPOU3-
BOJACTBCHHBIX Yy9acTKOB CT /1, MOHTaXy M ACMOHTaxXy O0OPYIOBAHUS.

1.3.3. Cayx0a peMOHTa 000pYIOBAHYS O0CCICUYNBACT PA0OTOCIIOCOOHOCTD TEXHUYCCKUX CPEIACTB, IPUMCHSICMbBIX
Ha DPOU3BOICTBCHHBIX yuyacTkax CT/I.

1.3.4. Cayx0a THnorpadpCKux ¥ KOIMUPOBAJIbHO-MOHTAXHDBIX PA0OT 00€CICUNBACT PA3SMHOXCHHNEC U TUPAXKUPO-
BAHNC TCXHUYCCKOM TOKYMECHTAIIMU CPCACTBAMHU pernporpadpuu U OnepaTuBHON MOaUTpapum.

B ee cocTtaB MOIyT BXOAWTD CIIYVKOBI:

- ONECPATUBHOTO PA3MHOXCHUS TCXHUYCCKON TOKYMCHTALINU;

- TUHOrpaCKUX U MEePCIUICTHO-OPOLIIOPOBOYHBIX PaOoOT;

- MUKporpadpuu m penporpadpum.

Ciayx0a OnepaTUBHOTIO PAa3MHOXCHHA TEXHUUYCCKOM TOKYMEHTALMM MOXKET BKJIIOUATh SJICKTPOrpadprnueCKUi,
CBECTOKOIMUPOBAJIbHBIN, periepPOpallMOHHBIN U APYTUEC KOIIUPOBAJIbHO-MHOXHWUTEIbHBIC VIACTKY, 4 TAKXKE MALITMHOIIUC-
HOE OIODO.

Cnyx0a TunorpadpcKx U neperiicTHO-OpOLIIOPOBOYHDBIX PAa00OT MOXET BKIIOUATh MPOU3BOJCTBCHHBIC VUACTKM,
O0CCIICYNBAIOIINE TTOJIHBIN LMK PEIAKIMOHHO-U3IATECAbCKOTO U MOJIUTPAPHUICCKOTO IMTPONU3BOACTBA.
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Cnyx6a Mukporpadbum u penporpaduy MOXET BKIIOYaTh MUKPOTPaUICCKIHN, penporpadpnUICCKUN YHaCTKN U
(POoTOIA0OPATOPHIO.

1.3.5. Cnyx6a oopadotku Texuuueckon gokyMmeHtaunu (COT/l) obecneumBaeT yyeT, XpaHEHUC, N3MCHCHUEC 1
O0palllcHE TEXHUYCCKOM JOKYMCHTALIMY Ha HOCHUTCHISAX MAaHHBIX PAasINYHOro BHUIA.

B ee cocTaB MOTVT BXOJIUTH CIYXKOLI:

- yYyeTa M mepeaayr JOKyYMECHTAIl VN,

- U3MEHEHUS JOKYMCHTALIVU;

- (hopMmupoBaHUs, OOpaALICHUSA W XPAaHCHUS JOKYMCHTALINH.

PaboTy B YKa3aHHBIX CIyXK0aXx pEeKOMCHAYETCHd BECTH € NMPHUMCHCHMEM CPEOCTB M METOOOB MCXaHM3alUVM M
aBTOMATH3ALINM.

Cnyx0a yyeTa ¥ repeaauyyl JOKYMEHTAUNY MOXET BKJTIOUATDh CIACHYIOUINEG YYACTKH:

- YY€Ta TEXHUYCCKOM AOKYMCHTALWU,

- KOMILICKTOBAHHMSA U PACCBUIKM TCXHUYCCKOW TOKYMCHTAIIVMU,

- 00paboOTKHU 3aImpOCOB HA TEXHUYECCKYIO TOKYMCHTAIMIO,

- KOHTPOJIS 32 BBIIOJHCHUEM CPOKOB IIPOXOXICHUS TOKYMCHTALINH.

Cnyx6a U3MEHCHUS JTOKYMEHTALMKM MOXET BKIIOYATh YYACTKM BHECCHUSA M3MCHCHUY B NIOMIMHHMKM M KOTIMH
TOKYMCHTOB.

Cayx6a ¢GopMUPOBaHHUsI, OOpaIlleHUS Y XPAaHEHU JOKYMEHTAIMM MOXET BKIIOYATh CACAYIOIINC YHACTKU.

- MpHUeMa, KOMIUICKTOBaHUS ¥ XpaHECHUS TMOMIMHHUKOB TEXHNUECKON NTOKYMECHTAIINY;

- yyeTa, XpaHCHWS Y BbIIAYY KOMUM TEXHUUYCCKOM TOKYMCHTALIVIN,

- MONTOTOBKHM TEXHHUECKOW TOKYMEHTALMHY IJIsI OTIPAaBKU HAa 00pabOTKy M id (POPMUPOBAHUSA (dboHIa TOKY-
MEHTALIMY Ha MUKPODOpMax.

1.3.6. B cocTaB aBTOMAaTH3MPOBAHHOM CIyXKObI TexHnuecKoi mokymeHTaunu (ACI/l) MOTYT BXOOUTD:

- MATHUTOTEKA;

- cnyx06a Mo BHEAPEHMIO (pa3paboTKe) U COMPOBOXICHHIO METONOB U CPEICTB aBTOMATU3MPOBAHHOTO BCACHM A
OTOKYMCHTAILIUM,

- cnyx0a obecrneueHNs (PyHKIMOHNPOBaHUA 0aHKa JAHHBIX IO TCXHUYECKOU TOKYMCHTALMM (BAT).

1.4. KOHKDPETHYIO CTPYKTYDPY, OYHKIMOHAMBHBIC 00s13aHHOCTH ¢i1yk0 CT/1 1 MX B3anMOIENCTBUE YCTAHABINBACT
IIPCOITPUSTHE.

Crpykrypa CIyKObl TEXHHIECKOM JOKYMEHTAIMH
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2. ABTOMATH3HPOBAHHAS CJIYXKO0A TEXHHYECKOHU JOKYMEHTAIUH

2.1. ACT/I B 3aBUCHMOCTH OT CTPYKTYPbI IPCINPUATUS ¥ 00BbEMa JOKYMEHTAIINY, HAXOASIIECHCH B oopalie-
HUM, MOXET BXOIUTh B cocTaB CT]l B KauecTBe CaMOCTOATEIBHOM CITYyKOBI MM HEMOCPEACTBCHHO BXOANTD B COCTAB
COT/.

ACT/1 MOXeT OCYIIECTBISTh PA0OTY Ha CPEACTBAX BRIUMCANUTEILHON TeXHUKK Kak C1/1; TaK 1 BRIYUCIUTEILHOTO
LIEHTPpa JIN00 APYIMX NOAPA3AECITICHUN TIPCAIIPUITHA.
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2.2. MarHuToreKa MOXKET BKIIIOYATDb CAVKOBI, 00CCIICYMBAIOIINE BBIIIOJIHCHUE BCCTO KOMIUICKCA PA0OT O YUCTY,
XPAHCHUIO, TUPAXUPOBAHMIO M OOpauicHUKO /JAM. Opranmzanys MarHUTOTCKHY U OpaaoK mpueMma JIM Ha xpaHeHue
IIPUBEACHBI B ITOCACOYIOLINX PA3ac/ax JAaHHOTO NPUIOXKECHUA.

2.3. Cayx0a 1o BHCAPCHHIO (pa3pabOTKE) M COMNPOBOXICHHIO MCTOMOB M CPCICTB aBTOMAaTHU3MPOBAHHOIO
BEICHUA JOKYMECHTALIMM.

2.3.1. Cayx0a MOXET BKJIIOUATD:

- TPVYIIY IO BHECAPECHUIO (pa3padOTKE) M COIPOBOXICHUIO CPEACTB aBTOMATH3ALIMU OOpPAIECHUS JOKYMEH-
TAllVUU;

- TPVIIIY IO BHCAPCHUIO (Pa3padOTKe) M COMPOBOXICHUIO MTPOTPAMMHBIX CPEACTB, 00CCIICUNBAIOIINX ITPOLIECC
00padOTKM U OOpallecHUs TOKyMeHTauum Ha MH;

- TPYIIIY IO BHCAPCHUIO (Pa3padoOTKE) M COMPOBOXICHHUIO MIPOTPECCUBHBIX METOL0B O0PA0OTKHN JOKYMCHTALIVH.

2.3.2. Cayx0a MOXET OOCCIICUNTh BBIMOJIHCHMEC CICAYIOUINX PadOT:

- BHCAPCHUEC AaBTOMATHU3UPOBAHHBIX METOIOB OOpPa0OTKM M IEpeIadyyd OTOKYMCHTALIMM HAa HOCHUTCIAX JAHHBIX
PA3ANYHOIO BUAA C ITOMOIIBIO TEXHUYCCKUX CPEICTB BHIUYUCINTECIBHON TEXHUKM;

- BBIIIOJIHEHHUE PAa0OT, CBA3AHHBIX C COBECPILICHCTBOBAHUEM CPEICTB U METOAOB OOPA0OOTKM JTOKYMEHTALIMM Ha
HOCUTECIISIX JaHHBIX PA3INYHOIO BUIA;

- pa3padoOTKa M OTIaKa IIPUKIATHOTO IIPOTPAMMHOIO O0ECIICYCHHU 11 O0Opa0OTKH JOKYMEHTALUHY, BHEAPCHUE
1 CONPOBOXIACHUEC IMPOIPAMMHBIX CPEACTB Ha IIPOU3BOACTBCHHBIX yyacTKax C1/1;

- pa3padorka HI/1 mo mpyuMEHEHNIO M SKCIUIYaTAllUM aBTOMATU3NPOBAHHOM TeXHOJIOTMU B C1/1;

- opranusanus ooyucHus rnepcoHana CTl mpuHIunmaM padoThl, CBI3aHHBIM C BHCAPCHUEM HOBOM TCXHUKU

- IIPOBEOCHUE (YYacTHE B MNPOBSACHWH) HAYYHO-HCCACHOBATEIBCKHUX Y ONBITHO-KOHCTPYKTOPCKUX PadoOT B
00JIACTH NPUMCHCHHS HOBBIX CIIOCO00OB JOKYMCHTUPOBAHUA.

2.4, Cnyx0a o0cecneyeHnud pyHkumoHuposanud bATI

2.4.1. Ciayx0a MOXET BKJIKOYATD:

- aopMuHuUCcTpaTopa bAT/;

- Tpynny MHPOPpMaLMOHHO-COPaBOYHOro oodecreucHuda b/ T/;

- Tpyamny no GOpMHUPOBAHUIO M CONTPOBOXAcHUIO BT/ ;

- Tpyrny KoppeKTupoBku bJIT/.

2.4.2. Cayx0a MOXET O0CCIICUNTD BBLIMOJIHCHUC CIACOVIOLINX PadoT:

- BBOJ, CONPOBOXICHUEC M KOPPCKTUPOBKY VUYCTHBIX JaHHBIX B b/IT/;

- obecrnieueHue coxpaHHoctu b/T/L;

- OopraHm3auuio padotsl noabv3oBateacii bA T/

- (POPMHUPOBAHNE U BBIIAYY CIPABOK IO BONPOCAM, CBA3aHHBIM C OOPAILCHMEM TCXHUUYCCKON JOKYMCHTALIMU.

3 MarauToreka

3.1. MarHuToTeKa — CUCTEeMaTU3NPOBAHHOC XpaHWwnie /JAM, nMmerliee CripaBOYHO-ITOMCKOBBIN aInapar, OC-
HOBAaHHBIN Ha Mcnoab3oBaHun UITX JIM.

CIIpaBOYHO-TIOMCKOBBIN aNiapaT MAarHUTOTEKY MPEAYCMATPUBACT UCIIOAb30BAHUE TCXHUYCCKUX U IIPOTPAMMHBIX
CpeACTB, obecneunBawux oopadoTky UI1X J1M.

3.2. AtpuOyrel 11X JIM MOryT OBITH PACIIOJIOXKECHBI HA OAHOM TOME WJIM Ha pa3HbIX TOMax ¢ JAM. ATpuOyThbl
HUIIX M wn JIM, pasMElIEHHBIE HA OJHOM TOME, MOTYT OBITh 3aIIMCAaHbl OOTHUM WM PA3HBIMH (PalaaMu, Ipu 5TOM
atpnoyrel UI1X xoHkperHOro /1M moryr ObITh 3anmmcanbl nepend AM wiam mocne Hero. Ecam Ha ToOMe 3ammcaHoO
HECKOAbKO /1M, TO COOTBETCTBYIOIINE UM aTpHOVyThl MI1X MOTYT OBITH 3aIIMCaHbl OTHUM (PasIOM, KOTOPbIM Pa3MEIIAIOT
o0 WIM 1T0Cae Bcex ¢pannos ¢ JAM.

3.3. B MarHuTOTCKE XpaHMT:

- MAarHUTHBIC HOCHUTEIN JAHHBIX ¢ 3aIIMCAHHBIMH HA HUX JOKYMEHTAMMU;

- JOKYMCHTHI, conpoBoxaawinue MH3, Hanpumep senomocts MH3;

- MArHWUTHBIC HOCUTECIN HAHHBIX O¢3 3aIMCH.

3.4. MarHuToTeKa MOXET O0CCIIEUNBATh BBIIIOJIHCHHUE BCETO KOMIUICKCA padOT IO YYETY, XPAHCHUI), TUPAK -
poBaHu1o u oopaweHnio MH, MH3, seaomocrenn MH3, JIM, UI1X JIM m BKIIOYATh CAVKObI XPAHCHUS:

- NOMIMHHMKOB, ayomukaroB M konui AM. Ilogmmaanky, ayonvkarel M Koy JAM XpaHAT Ha pa3HbIX TOMAaXx:

- COIEPXKAHUA M3MCHCHUM JOKYMEHTOB, BBITIOJHEHHBIX B BUIEC JAM;

- aHHVJINPOBAHHBIX JIM;

- MH 06e3 3anucu.

3.5. Jlng zanmcu M pekoMeHoyeTcsa ncrnoab3oBaTb MH, rapaHTHMHBIN CPOK XPAaHCHUS KOTOPOTO HE MCTEK K
MOMECHTY 3aIIMCH.

3.6. IlepemaBaeMmbic B MaruuToTeKy JM pekoMeHayeTcsl 3anuchiBath HA JIM MarHMTOTEKHU.

3.7. B 3aBucumoctn oT ypoBHA OCHameHusda CIJ (ACITJl) TeXHMYECKMMH MU IPOIPAMMHBIMH CPEICTBAMM,
00CCIICUYNBAKIIVMHY ABTOMATU3ALIUIO IPOLECCOB 3anucH U nepe3annucu MH3, konrpons MH3 u JIM, yuera, moucka,
BHCCCHMSI U3MCHCHHMM, BO3SMOXHDBI PAa3/IMUHbIC BApHUAaHThI OpraHN3alluy MAarHUTOTCKU.

3.8. Yuer m xpaneHue AM OCyIISCTBISIOT B COOTBETCTBUU C TPCOOBaHUIMHM, yYCTaHOBIACHHBIMU B [ OCT 2.501,
['OCT 19.601, HacTOAIINM CTAHIAPTOM M HOPMAaTUBHBIMM ITOKYMEHTAMHU Ha yCI0BUA xpaHeHUsI MH.
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4. Tlopsiaok nmpueMa JOKYMEHTOB HA MATHUTHBIX HOCHTEISX JAHHBIX
B CIAYXKO0y TEXHHUYECKOH JOKYMEHTAIIAH

4.1. OpurnHaa W NOMWIMHHUK /1M, BbBIMOJHCHHBIM B COOTBETCTBUM C TPCOOBAHMSMM IAaHHOIO CTaHAAPTA,
nepenawTt B CT/1.

Bmecrte ¢ IM nepenaior:

- BeaoMoOcTh MH3, B KOTOpOH yKa3aH npeabsBasieMbll M

- Y van (n) J1Y;

- MHCTPYKUMIO 11O NpuMeHEeHHUIO IM (rmpy HEOOXOAMMOCTH);

- JPYTUEC CBECICHUS B COOTBETCTBHUU ¢ TPCOOBAHUSIMHU, YCTAHOBJICHHBIMY IPCANIPHUATHUCM.

Hanopumep nHpopMmanyda id yyeta M oopaweHuda JAM: cBeneHUSa O TeMe, UCIIOJIHUTEIISIX, PACChUIKE.

DTU CBCOCHUSA MOTYT OBITH IIPCIACTAaBACHBI B BUIC HOPM, pa3padOTAHHBIX MPCINPUSITHUCM.

4.2. llpm npueme B MarHutToTeKy JAM, Benomoct MH3 u apyrux conpoBOANTE/IbHBIX JOKYMEHTOB BBIITOJIHSIOT
CIICAVIOLINE PaOOThI:

- IIPOBEPAIOT HAIMYMEC YCTAHOBIACHHDBIX MOANUCEH, JAaT U BU3;

- TIPOBEPSIOT KOMIUICKTHOCTb JOKYMCHTALIMM B COOTBCTCTBHHY C JOKVMCHTAMH, B KOTOPBIX IICPCUNCIICHDBI CHA-
BacMbic /1M

- 00cCIeUYnBalOT B COOTBCTCTBUM ¢ HOPAIKOM, VCTAHOBJICHHLIM HA MNPCONPUITHH, NPOBCICHUEC BXOIHOTO
KOHTPOJs1 JIM M M3roToBiIcHNE NOMIMHHMKA, AyoarkaTta v kornu JIM. IlogmmHHYK, 1y0anKaT 1 KOHTPOJIbHVIO KOIHIO
JAM M3roraBamBarT, KaK NPaBUIO, HA MATHUTHBIX HOCUTEISIX MAarHUTOTEKH.,

4.3. Ecnun npu npOBEACHMM BXOOHOTO KOHTPOJS IOJYYCH OTPULIATECIIBHBIN PE3Y/ILTAT, TO CACAVET ITPUHIATH
HCOOXOOMMDbIC MCPBI JUT VCTPAHCHUS OIIMOOK, IOCJIC Yero BXOOIHOU KOHTPOJIb IIOBTOPHUTD.

4 4. 11lpy NOJOXUTCIbHOM PE3YABTATES BXOIHOIO KOHTPOJIS U3TOTOBISIOT U KOHTPOJIUPYIOT HCOOXOIMMOE YUCIIO
SK3eMILIIPOB JAM ¥ M3rotoacHue BeaoMocTel MH3 ¢ MarHUTHBIX HOCUTEACH, COACPXKAINMX MOUIMHHUK, AYOJIUKAT
1 Konuu npuHAaToro JAM.

HarorosiaeHnbie M H3, nx seaomocty MH3 1 cOonpoOBOANTEIbHBIC JOKYMEHTDI, TIOANHUCAHHDBIC B YCTAHOBICHHOM
MTOPAAKE, MEPETAOT B MATHUTOTEKY.

Bce naroropineHHbie M H3 n10MKHBI UMETH STHKETKY.

4.5. B CI A, nmocne mosydeHUs1 N3rotoBJacHHBIX MH3 1 cOnmpoBOAUTE/ILHBIX JOKYMEHTOB, BBIITOJIHSIIOT CICIVIO-
1Ie padOThI:

- 3aIOJIHAKT MHBCHTApHYI0 KHUry yvueta MH m MH3, kaprouku yueta MH3, MHBEHTapHYI0O KHUTY yuyeTa
TOKYMEHTOB, KapTOuKy yuera JAM;

- TIOMEILIAIOT B COOTBCTCTBYIOIIMEC IMAanKM BeaoMOCTb MH3, moayyeHHYIO ¢ opurmHana, v seaoMocth MH3,
noay4eHHbic ¢ MH3 MmarnutoTeku;

- 1onoaHdrT MUIIX JIM M 3aI0oJHSI0T CONPOBOIUTEIbHBIC JOKYMCHTHI,

- BO3BpalawT pa3padborunky MH3 ¢ opurnHaaoM JoKyMeHTa M BeAOMOCTb MH3, moayuyeHHYIO IpU YTCHUH
IPCIACTABICHHOTO OPUTMHAIA, KOTOPast MOXET CAVXHUTb OTYCTHBIM JOKYMCHTOM O npucMme /1M B MarHUTOTEKY.

4.6. Jns BHeceHusd nameHenusd B JIM B CT/l nepenaior:

- U3BCUICHHE 00 U3MCHCHUM, MPOLICAIICE COTIACOBAHNE, HOPMOKOHTPOJIb U YTBEPXKICHHC

- n3MeHeHHBIN /IM mnu coaepxaHue naMeHeHus Ha MH, koTopeie ciarT mo mnpaswiaM ciaun JAM;

- BegoMocth MH3, Ha KOTOPOM 3anmcaH AOKYMEHT (PparMeHT JOKYMEHTA) WM COICPKAHUE M3MCHCHWSI.

4.7. 1lpy BHECEHMH M3MCHCHUN NOPAIOK MPOBCICHUA Pa0OT aHAJIOTUYCH NPUBCICHHOMY B II. 4.2—4.5. Ilpu
3TOM U3BCLICHUS 00 U3MCHCHUM PETUCTPUPVIOT B KHUTEC PETHUCTPALUY U3MCHCHUM.
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[TPUTTOXFHHUE 5
Pexomendyemoe

MMPOPUNJIAKTUYECKUU KOHTPOJIb

1. Maraurtoreka o0eCIicumBacT:

- IIPOBCACHHE IMPOPHIAKTUUECCKOTO KOHTPOJISA COXPAHHOCTH MHPopMalmn HA MH3;

- KOHTPOJIb 332 MCTCYCHHEM CpOKa xpaHeHMd MH u B ¢B43M ¢ 3TUM OPraHM3alNI0 HECOOXOIMMBIX PadoOT IO
coxpaHcHUO /JIM.

2. YKa3aHHBIC paOOThbl PUKCUPYIOT B XYPHAJIC IMPOBCPOK M PCIIAMCHTHBIX PadoT.

KypHaJI MOXET COOEPXKATH CACAYIOUINE I'PA(PDI:

- apxuBHO¢ 0003HauYceHne MH3;

- JaTbl IPOBCPOK;

- (haMWINHM UCIOJIHUTEIICH;

- OTMETKHM O MPOBEIACHHBIX PAadOTaxX M UX Pe3yabTaTax u ap.

3. Ilpm npoBeacHUM NPOPMIAKTUUYCCKOTO KOHTPOISI CUMTHIBAOT MHpoOpMannw ¢ MH3, moaCcunThiBalOT KOH-
TPOJIbHBIC XapaKTECPUCTUKH JIM M CpaBHMBAIOT MX ¢ KOHTPOJbHBIMHY XapaKTePUCTUKAMU, YKa3zaHHbIMU B U11X JIM n
() B BemoMoct MH3.

B cnayyae oTpULATEABHOIO pe3yabTaTa IMPOMUIAKTHUYCCKOTO KOHTPOIS IPSANPUATHE-BIAICICI] TOMA PEILIAcT
BOIIPOC O HCOOXOIMMOCTH BOCCTAHOBJICHUS KOHKPECTHOTO JAM, Haxomsmerocss Ha JaHHOM TOME.

[1o pesyapTary NpoOUAAKTHYCCKOTO KOHTPOJA YCTAHABINBAIOT OUEPEIHON CPOK €T0 IPOBEICHUA.

4. TIpodpunakTmuecknii KOHTpOJIb MH3 pekoMeHmyeTcd IMpOBOAUTL 4Yepe3 Kakiable 6 Mec, HAUMHAsg CO OHH
nmocTyvIuicHus MH3 B MarHUTOTEKY.

B TeXHMYECKM OOOCHOBAHHBIX CAVYasaX CPOK IMPOBEIACHHUA MPOPIIAKTHYCCKUX PA0OT MOXKET ObITh N3MCHCH.
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[TPUTOXKFEHHUE 6
Pexomendyemoe

MMOPAIOK INEPEJAYU NYBJIUKATOB (KOIINN) TOKYMEHTOB
HA MATHUTHBIX HOCUTEJIAX JAHHBIX IIOTPEBUTEJIIO

1. AM nepenaroT nmoTpeouTento B BUAES Ay0ankaToB (Konun) Ha MH wim no KaHanaMm CBA3H.

2. Bun MH m ycnoBud nepesauym yCTAHABIAMBAIOT B COTJIALCHUM MEXKAY MEPECIAOIIMM Y IIPUHHUMAKOLIVM
IPCIANPUSATUSIMU.

3. Ilepcmauy M ocyiecTBISIOT:

- Ha MH npeanpusarus, nepeaanero 10KYMEHTDI;

- Ha MH npeanpusarusi, TpUHUMAKOLIECTO TOKYMCHTDI,

- Ha TpaHCHopTHLIX MH, T. €. mpuHMMaloliee IpeanpusITUEC MePEeIINChIBACT JOKYMEHTHI ¢ nepeaaHHoix M H3
Ha ¢cBoM MH u Bo3Bpamaer nepenannbic MH3 nepenamwinemy npeanpusaTHIo.

4. Kaxapin nepegasacMbli MH3 no/mkeH mMeTh 3STUKETKY M BeaoMocTh MH3.

5. llepemauy JAM opopMISIIOT IPUEMOCIATOUYHBIM aKTOM M (WiIM) 11O onucH ((popMa 9 nprioxeHud 9Y) win
IIPOTOKOJOM IIpUEMa-TIEPECIAUN 1O KaHAJIY CBSI3H.

6. IIpn nmepemave IM (MH3) menaoT cOOTBETCTBYIOIINE OTMETKM B VICTHBIX JOKYMCHTAX.

7. Ilepemaua JIM nmoTpeOUTE/I10 MOXET OBbITh IIPOM3BEIACHA B BUIC MICHTUYHDBIX WM aYTCHTUYHBIX OIYOJINKATOB
(konmnit) IM Kak Ha MArHUTHBIX, TaK W HEMAarHUTHBIX HOCUTEISIX MAHHBIX, YTO MOXKHO OBbITh YCTAHOBJICHO B
COINTALLICHUY MEXKAY NPCIITPUITUIMMU.

8. B cormameHuMy Mexay nepeaarluyM M ODpHHUMAIOuM M mnpeanpudatvsaMu OroBapuBalOT YCIOBHS, Ha
KOTOPBIX Pa3pelIacTCd €ro TUPAXKUPOBAHUE (HAIIPUMED IS BHYTPEHHETO HMCIIOAB30OBAHUS, IS ITOCTABOK B COCTaBE
SKCIUIYATALMOHHOMN HJOKYMEHTALIMY, PAa3pPClLICHO TUPAXKNPOBAHUE OTPAHNYCHHOTO YMCIIA SK3EMIUIPOB, TUPAXKUPOBA-
HUIO HE TIOMJICKUT U AP.).

9. YcaoBus M nopsiaoK nepeaauyv nporpaMMHO-MH(MOPMALIMOHHBIX CPCACTB JUIS IMOJAYICHUS BTOPUYHbBIX JOKYV-
MEHTOB WIH IIpeoopazoBaHus /1M B BH3yalbHYIO (HOPMY (€CIM HA HHUX €CTh CCBHIJIKA B KOMIUICKTEC TOKYMEHTOB)
OroBapuBaIOT 0CO00.
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OCOBEHHOCTH BKJIIOYEHUA TOKYMEHTOB HA MATHUTHBIX
HOCUTEJSAX JAHHBIX B COCTAB KOMILIEKTA TIOKYMEHTOB,
BBITTOJJHEHHBIX TTO ECKJI

1. B pesyabrare aBTOMAaTU3HPOBAHHOIO IMPOSKTUPOBAHUA U3ACANSI MOXKET ObITh TOAYy4YcH JAM, comepxalumii JaHHbBIC
00 M3AEINH, HEOOXOAUMBIC TSI M3TOTOBJICHNS Y (WJIN) KOHTPOJA, U (WJIN) SKCIUTyaTalvy, U (Win) peMOHTa uineansd. K3
Takoro 1M mocpeacTBoM 00pabOTKH ¢ MOMOIIBIO MPOTPAMMHO-MH(MOPMALIMOHHBIX CPEACTB MOTYT OBITh MOJIVYCHBI OIVMH
VJIN HECKOJIBKO KOHCTPYKTOPCKUX JOKYMECHTOB PA3/IMYHOIO COACPXKAHUS, BTOPUYHDBIX 110 OTHOLICHUIO K JaHHOMY /IM.

BTopnuHbIe JOKYMEHTBI MOTYT ObITh BBITIOJHEHBI HA HOCUTEIAX JAHHBIX PA3HOTO BUAA (MArHUTHBIC, ITEPPOHO-
CUTENIN, OymMara, MUKpOQOPMDI U Ip.).

2. ODO3HAUCHMEC M HAMMCHOBAHNC BTOPHUYHBLIM JOKYMCHTAM HOpUCBAauBAOT B cOOTBETCTBMU ¢ [ OCT 2.201,
[OCT 2.102, TOCT 2.123 n pa3n. 3 HACTOSIIETO CTAHIAPTA.

3. BropuuHbie JOKYMEHTBI 3aIIMCHIBAIOT B CHIEUMPUKALMI U B BEAOMOCTb SKCIUIYATALIMOHHBIX TOKYMEHTOB B
coorBeTcTBUU ¢ [OCT 2.106, TOCT 2.601 u pa3n. 5 HaCTOALIETO CTAHIAPTA.

JIOTIyCKaeTCd 3anmuChiBaTh BTOPHYHBIC JOKYMEHTBHI B BEAOMOCTb JOKYMEHTOB Ha HOCUTENIIX JaHHBIX (BH),
KOTOpOHN npucBauBalT 0003HauceHue o 1 OCT 2.201 u xon Buga nokymeHTa BH.

BH zanuceiBaroT B crieuupuKannio B pasgei «JOKyMEeHTanusI» MOCIe BCEX TOKYMEHTOB, IIPEIYCMOTPECHHBIX B
['OCT 2.102.

BH cocrapagior o ¢popme 10 nmpuinoxeHud 9 Ha aucrtax popmara A4 o 1OCT 2.301 v 1OCT 2.004. 1lpn
BhINOJTHEHMY BH B B¢ MallIMHOIpaMM Ha aAuCTax popMata A3 MOXHO pasMellaTh paaoM aBe ¢popMmbl BH. OcHOBHY1I0
Haanuch BRITOAHAIOT 110 [ OCT 2.104 v 1 OCT 2.004.

3anuch JOKYMEHTOB B BH npoM3BOAAT B MOPSIKE BO3PACTAHUS IIPUCBOCHHBIX O00O3HAUCHU.

4. Ilpyn BoimoaHeHMu BTOpMYHOrO /JAM B ero WMIIX B rpymome arpuOyroB «BHEIIHME CCBbUIKM» VKa3blBAIOT
O003HAUYECHUE NEPBUYHOTO (bIX) JAM, ¢ KOTOPOro noJydyeH JaHHbIA BTOpHYHBLIN JIM. KpoMe TOro, MOryr ObITh YKa3aHBbI
TOMOJHUTEAbHBIC CBEIACHHS, HECOOXOAUMBIC AJII OAHO3HAYHOM CBI3M ¢ NEpBUYHBLIM 1M, HanpuMmep MacHTUDUKATOPD
(parna, coaepxaiwero nepBuyHbId JAM, mOpaaKoOBbIM HOMEP M3MEHEHUH U (WIM) KOHTPOJbHAd XapaKTCpHCTHKA
nepBUYHOTO JIM.

3. Ha BTOpMYHBIX JOKYMEHTAX, BBIIOJIHCHHDBIX B BHAC MALIMHOTPAMM, VKA3bLIBAIOT CJICAVIOUINE aTPUOVYTHI:

- 0003HaucHue Y/, ecny 1OKYMEHTBI BKJIIOUECHBI B Y/1;

- O0O3HAYCHHC, MOPAIKOBBIM HOMEP M3MCHCHMS YW KOHTPOJbHBIC XAPAKTCPHUCTHMKM IICPBUYHOTO AOKYMCHTA
(IOKYMEHTOB), ¢ KOTOPOTrO MOJIYYeHA MALIMHOIPaMMa, JaTa U3TOTOBJICHUA MAILIMHOTPAMMbBI M, IIPU HEOOXOAUMOCTH,
OPYIUEC aTpHOVTHI, XapaKTCPHU3VIOIIHNEC COCTOSHUC NEPBUYHOTO OOKYMCEHTa. Ilpy Hanmumy yKa3aHHBIX aTpUOYTOB
MOJJIVMHHDBIC MOAIINCH Ha MAIIMHOIPAMMAX HE IMPOCTABJISIIOT.

ATpHOYTBHI Pa3sMEIIAIT HA IEPBOM JIMCTE HAA OCHOBHON HAANMNCHIO (114 JIUCTOB popMaTa A4) WM CaeBa OT HEE
(st mucToB (popMaTa A3 u 0osiee).

[Ipy HaIVMYMM TUTYABHOIO JIMCTA OOO3HAYCHUEC M HOMEP M3MCHCHUS IICPBUYHOIO AOKYMCHTA, ¢ KOTOPOTroO
IMOJYYECH JAHHBIN JOKYMEHT, pasMelnaroT B 11ose 3 (mo I'OCT 2.1035) nox 0003HAaUeHNEM JOKYMEHTA.

6. /g opraHM3alliy yueTa 1 o0OpalllcHMsT BTOPUYHBIX JOKYMCHTOB Ha HOCHUTEISAX JaHHDBIX, KOTOPHIC BBIITYCKACT
PCANPUATHC-U3TOTOBUTENb I M3TOTOBACHMA u3geani (Hampumep AM wim gOKyMeHTbl Ha MHEPPOHOCHUTEISIX),
DONYyCKaeTcs 5T JOKyMeHThI BKIo4YaTth B BH, (BH, BH1, BH2 uT. 1.). 91y BH BRIIIYCKAET nIpeAnpuaTNE-N3rOTOBUTED
C O003HAYECHUEM N3OSV, IJIS KOTOPOTO 3TYU JOKYMEHTHI ITPEIHA3HAYECHDI. [ 1py 5TOM BO3MOXKHBI CJISAVIOLINE BAPUAHTDI
BKJIIOUCHHUS YVKA3AHHOU BEIOMOCTH B CIIELHM(PUKALUIO:

1) mpeanpusaTre — pa3padOTYMK M3aeiand 3anucbiBacT BH B momImHHUK crieumduKanuy, Opyu 5TOM B rpade
«]lppMeyanme» npoTuB 0003HAYCHUA COOTBETCTBYIOLIECH BH ykaspiBalor «aisg AbBI», rone AbBI — xon opranmnszanuvm
M3rOTOBUTEAS, pa3padoTaBuiey 1aHHyO BH.

Takag 3anmuch O3HavYaeT, Yro NOMIMHHUK BH M mOoaIMHHYMKY BKIIIOYEHHBIX B HEC TOKYMEHTOB Pa3padaTbhIBacT,
XPaHUT U COIIPOBOXIACT OpraHMu3alvd, KOJI KOTOPOHN yKa3aH B rpadpe «llpuMmeuyanme» criempukalvmy;

2) MIPEANPUATHE — U3rOTOBUTEIIb M3Aeand BHOCUT BH B Konuu cneunduKauy TOAbKO HA JAHHOM NPEAIPH-
GTUU. B MOMMMHHUKY M ayoaukarsl crienuupukauym 311 BH He BKIoOualoT, npeanpuaTHIO-ICPKATCIIO MOLINHHUKA
HE BBICBLIIAIOT Y HE COOOIIAIOT O BBCACHHU MX B KOIIUM CIICHM(PHUKALIVH.

BropuuHbie JOKYMEHTHI, BKJIIOUECHHbBIC B 5TH BH, momnyckaercd He mOOnmuchiBaTh (HE BbINIYCKaTh Y1), eciam B
rpadax oCHOBHOM Haanucy BH ykasaHbl paMuiInsg ¥ IMOAIUCH AULA, UX U3TOTOBUBILICTO, U J1aTa M3TOTOBJICHUA.

Jonyckaercss B Takue BH BHOCMTD MHCTPYKLIMIO IO OPUMCHCHMIO VKa3aHHbIX B BH mOKyMEeHTOB M apyrue
OTOKYMEHTBI. MHCTpYKIIMIO 3annChbIBalOT B mepBOoM cTpokKe BH, a B rpade «IlpuMeuanme» ykaspIBaloT (pOpMaThl 3TUX
TOKYMEHTOB.

BO3MOXHBI APYITUE BAPUAHTBI YYE€TA BTOPUYHBIX JOKYMEHTOB, ONPEIACTIAECMbIC CTPYKTYPON KOHKPETHOTO IIPON3-
BoacTea 1 CT/1.
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HOPMOKOHTPO!/Ib

1. B ycaoBusgx BbIIIYCKa JOKYMECHTOB aBTOMAaTU3UPOBAHHBIM CIIOCOOOM, B TOM 4ucie 1 HA MH, HOpMOKOHTPOJIb
CJICAVET IMEPEHECTH C 3aBEPIIAIOILECTO OTAIA PaspadOTKH JOKYMEHTALMY HA 3Tanbl pa3padOTKY, HACTPOMKH U IIpUEMa
B SKCIUIYATALMIO IIPOrPpaMMHO-MHMDOPMALIMOHHBIX CPCICTB I aBTOMATU3NPOBAHHOTO BBINIYCKA JOKYMCHTALIUM.

2. Ha sTnx sTanax HOpMOKOHTPOJIEP ITPOBEPSET (VIACTBYET B Pa3padOTKE, HACTPOUKE, IIPUEME B SKCIIYATALINIO):

1) coOTBETCTBHE POPM HJOKYMEHTOB (IIEPBUUYHBIX M BTOPUYHBIX), KOTOPHIC MOTYT ObITh MCIIOJb30BAHbLI B BU3Y-
aJIbHOM BUIEc, TpcOoBanuaMm HT/;

2) cOOMOOCHNE B IPOrPpaMMHO-MH(MPOPMALIMOHHBIX CPEACTBAX aBTOMATU3ALMNU NMPOCKTUPOBAHNA KOHKPCTHBIX
BUIOB IIPOAVKIIMM HOPM U TpeOOBaHUM, YCTAaHOBJICHHBIX B HT/l m1g maHHOTO BUAa NPOAYKIIHNY;

3) MCHOJIb30BAHUE YCTAHOBJICHHDBIX OTPAHNYHTE/IbHBIX HOMCHKIATYP HA KOMIUICKTYIOIINEC U3ACINS, MAaTCPHAIbI,
pasMepbl, TpopUIn U T. I1.;

4) COOTBETCTBUE IMPOIrPAMMHO-MHMOPMALIMOHHBIX CPEICTB PEIAKTHPOBAHUSI TEKCTOBOM TOKYMEHTALIUM TPEeOO-
BaHUAM CTAaHJIAPTOB Ha IIPABUJIA BBINOJIHCHUS TCKCTOBBIX JOKYMECHTOB M IPVYIUE.

3. HOpPMOKOHTpOJIEP HECET OTBETCTBEHHOCTb 34 COOMIOACHUE B MNPOrPAMMHO-MH(POPMALIMOHHBIX CPEICTBAX
ABTOMATU3ALMY ITPOCKTUPOBAHUS Y BBINNYCKA JOKYMEHTALMU TpeooBaHul H1/l HapaBHE ¢ pa3padOTYMKaAMU.

4. JIOKYMEHTBI, BBIIIOJHCHHBIC ¢ MTOMOIIbLIO IPOTrPAMMHO-MH(POPMALIMOHHBIX CPEACTB, IPUHATHIX IO II. 2, KaK
IIPaBWIO, HOPMOKOHTPOJIO HE MOABEPTAIOT.

3. B cayuadgax, korma JAM 1mosydeH ¢ MOMOIUBIO NPOrpaMMHO-MH(MOPMALIMOHHBIX CPCACTB, HE NEPECIAHHBIX B
SKCIUIYATALUIO, WIN, IIPHU HEOOXOIVMOCTH, HOPMOKOHTPOJIS JOKYMEHTA HA 3aBEPLIAIOLICM dTAaIle €ro pa3padOTKU, Ha
HOPMOKOHTPOJIb MOTYT OBITh NPCABSBICHDI:

- JOKYMEHT, OoToOpaxawmmil cogepxaHue /M B BU3yaJbHO BOCIIPHHHUMACMOM BUIEC (€CJIM BO3MOXHO €TI0
TTOJIVUCHUC);

- BTOPMYHBIC TOKYMECHTDBI, IPCAYCMOTPCHHBIC HMHCTPYKIIMEH 11O nMpuMeHeHMIO JAM, win ux (pparMeHThI.

6. MH3 ¢ opuruHamoM (oJIMHHUKOM) TOKYMEHTAa HOPMOKOHTPOJIIO HE ITOMLICXKMUT.

[1o TpeGOBaHMI0 HOPMOKOHTPOJICPA MOXET ObITh IMPOM3BEIACHO UYTCHUE /[IM ¢ MOJYy4eHHEM €r0 KOHTPOJIbHBIX
XapPAKTEPUCTUK U CPABHECHHEM MX ¢ XapaKTepUCTUKaMU, yKazaHHeIMU B MI1X JIM u (vam) Benomoct MH3.
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®OPMbI U ITPABWIA 3AITIOJIHEHUA

[IpyunoxeHue coaepXuT GOopMy COnpoBOIUTEAbHOIO JOKyMeHTa MH3 (popma 2), popMbl 11d yueTa U 00pa-
meHud JAM n MH3 (popmel 3—9Y) n GopMy BEIOMOCTH TOKYMEHTOB HA HOCUTENSIX JaHHBIX (popma 10).

[IpuBeacHHBIC POPMBI MOTYT OBITH MCIOJIB30BAHBI TSI PYYHOTO, MOJIYAaBTOMATU3UPOBAHHOTO U aBTOMAaTU3UPO-
BAHHOTO CIIOCOOOB BEICHUS yUYCTa U MOJYYCHHUS VYCTHBIX Y COMPOBOANTCIbHBIX JOKYMCHTOB.

J1g maBeHTapHOM KHUTY yuyeta MH 1 MH3 n kaprouek yueta MH3 n IM npuBeacHsl nmpaBuiia 3arOoJHCHUS.

N3 kaprouky yueta AM mHpopMaliyg 00 apxuBHBIX 0003HaUeHUAX MH3, Ha KOTOpBIX pasMelleHbl konuu JM
(bopmMma 3, rpadnl «ApxuBHOe 0003HaUYcHNe MH3, KK, K»), MoXxeT ObITh IEpeHECECHa B KapTOUKy yueta MH3.

Oopma 2

BEAOMOCTb MH3 3aB. No (ApXYBHOE OOO3HAYCHUC)
Brnanenerr Jlvcr
UneHTnuKaTtop ToMa I1pomonx. Ha JIUCTE
Ne TOMa/KOJ. TOMOB [1TOTHOCTD 3anMCH
Kon cucreMel Ha HoOcHuTENne 3aHATO
Hata co3zpannss MH3

Wup. Ne momn. O003HaUEeHHE HavmmMmeHoBaHME Mam I/I,HBHTH(PI/IKEITOI) KoHnTtpoasHas MpuveuaHe

JTOKYMEHTA JOKYMEHTA (parina XaPAKTEPUCTHKA
N3rotoBwn JIMuyHasg rmoanuch PacimmndppoBka noanncu

[Ipy BOCCTAaHOBJICHUY NTOUIMHHYKA AM (MM aHHYIMPOBAaHN N ) PEKOMEHAYETCS BBIYCPKUBATDL BCIO NHHOPMALIAIO
00 3TOM DOKYMEHTE M3 BeaoMocT MH3, Ha KOTOpOM OH Haxomwiacs, U AeJAaTh OTMETKY O BOCCTAHOBJICHUH (QHHYJIM-
POBAaHHNMN).

PopmMma 3
NusenTapaag kaura yuera MH n MH3
T N MH noctyrmmn MH BwIgaH
. WIl U PXHUBHOE

BOICKOMU T [Tpume-
NuB. No 33;31560 eMKOCTb | il;eim o0O3Haue- 0 o o Cnucato qI;HHZ

P MH p Hre MH3 TKyIa aMUJIUA Kyza aMIIHNA

41 1 TIO/III. i 1ata M TIOJII.
mata | OIPHUHABILETO MOAYYATENA

3aNONHEHHUEe MHBCHTaAapHOUW KHurum yuduerta MH nu MH3

B mHBeHTapHOM KHuUre yueta MH n MH3 yka3sbiBalor:

- B rpade «Jlata XxpaHCHHSI» — OKOHYAHUC TapaHTUMHOIO CpokKa xpaHeHuss MH;

- B rpadpe «MH nocrynui» — gaTy NOCTYIUIEHUS U OPraHU3alnIo, nocTaBuBinyi MH;

- B rpadpe «MH BpImaH» — gary Boimaum M Kyaa BbigaH MH;

- B rpade «CnucaHo» — 0003HAUYCHHUE aKTa, COINIACHO KOTOPOMY crucaH JaHHbIM MH, u naty crimcanus.
OcTasbHBIE TPa@Bbl 3aAIIOJHIKT B COOTBETCTBUHM ¢ X HAMMECHOBAHUEM.
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Kaprouka yuera MH3
(JIneBast CTOPOHa MEPBOTO JIMCTA)

PopmMma 4

Juct Tun MH
(Kox 1 (ApXHUBHOE ODO3HAUYCHUE)
pe- JIMHA,
npuatus) | 11pomomx. emkocTb MH
Ha JIMCTE
3aB. Neo Bunr MH A HB. No
CpoK XpaHeHH Ne akTa, mara CriMCaHMs
Jlata co- N aeaTdUKATOD Kon [1MOTHOCTD
3MAHUA TOMA CUCTEMBI 3aMHCU
OopmMma 4a
Kaprouka ysera MH3
(000OpPOTHAA CTOPOHA MCPBOTO M MOCACAVIONINX ANCTOB)
Beigaua MH3
OcHO- Bun ADOHEHT Kou. Moxmick u
flata BAHNE PadoTHI [IPOTOH. IaTa BO3BpAara UpuMeaanue
Damunna [Togmuck
PQopmMma 40
Kaprouka ysera MH3
(JIMLEeBast CTOPOHA MOCACAYIOIINX JVCTOB)
(Kox Juct (ApXMBHOE€ ODO3HAUYCHHUE )
Mpea- n
[IPUATHA ) POLOTLK. 0
b THCTe Bun MH NuB. No
Beigaua MH3
AOOHEHT
Hata OCHO- Bun Kou. HI/?’M;;I;I’ [Tpume-
BaHUE padoThI MMox- [IPOTOH. . YaHNE
PDamunua BO3BpATA

IMAUCH
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JanOdTHECHHUE KapTouku yuerta MH3

B xaprouke yueta MH3 (dpopmnl 4, 4a, 40) yKas3pIBaIOT:

- B rpadpe «<ApXMBHOC O003HAYCHHC» — O0003HaAUYCHUE, NpucBOcHHOC M H3 cityx00M XpaHCHUS

- B rpade «Bug MH» — xkona Buga MH (cMm. 1. 5.1 HacTosmiero craHoapTa);

- B rpadpe «MHB. No» — perucrpanmnoHHbeii HoMep MH B mHBeHTapHOM KHuUre yueta MH m MH3;

- B rpadax «Tunm MH», «[lnuHa, emkoctb MH», «3aB. No» — COOTBETCTBEHHO THII, JJIMHY JICHTHI B KATYIIKE
WJIW €MKOCTb MAarHUTHOTO AMCKA, 3aBOACKON HOMep MH;

- B rpadpe «CpoOK XpaHCHUS» — OATy UCTCUCHUS TapaHTUMHOTIO CpoKa xpaHcHus MH:

- B rpade «Ne aKTa, JaTta COUCAaHWSI» — JAaTy M1 HOMEP aKTa, COMMIaCHO KOTOPOMY cnuchiBaloT MH, mpuinemumii
B HCTOOHOCTD;

- B rpade «/lata co3maHus» — garty nepBor 3amnucu Ha MH;

- B rpadpe «MaeHTM(pUKaATOP TOMa» — UMM TOMA. B mpenenax OgHOro mpearpudaTud UICHTUHUKATOPHI TOMOB
HE DOJDKHDBI ITOBTOPATHCH ;

- B rpadpe «Kong cucteMbl» — KOO ONEPALIMOHHOM CUCTEMbI, ¢ MOMOIIbIO KOTOPOM MPOU3BCACHA 3aIlHCh;

- B rpadpe «OcHOBaHME» — O00O3HAUCHUC JOKYMCHTA, HA OCHOBAHUM KOTOPOro BeaarwtT MH3;

- B rpade «Koa. mporoH.» — xkoanuectpo oopamicHu1 K MH3 mpu nmpoBeacHUM padoOT, YKa3aHHBIX B rpade
«Buna paboThI»;

- B rpade «llpuMeuaHne» — pasiInuHbIC TOMOJIHHUTC/IbLHBIC JAHHBIC.

OcTtasbHbIe Tpadbl 3aN0JHIIT B COOTBETCTBUY ¢ UX HAMMECHOBAHUEM.,

PDopmMma 5
Kaprouka yuera /IM
(JIMLEeBasg CTOPOHA MEPBOTO JIMCTA)
Juct (O0O3HAUYCHUE)
(HanMeHOBaHME)
(Kox mpex- (Uoentudukatop darna)
PUSITHS ) [Iponomx.
Ha JIKNCTE
Kox. Tomos Bix JIM Une. No Jlara
[loapasn. [lomn. Ha mipenmnp. I1
Bun ApxuBHO¢ 0003HaueHne MH3 |
MH
HB. No
N3m. No u3BelleHUA Hata
[1pyMEHAEMOCTD:
Oopma Sa
Kaprouka yuera /IM
(000OpPOTHAS CTOPOHA IIEPBOTO JIMCTA)
YueT konuii
AGO- OcHOBaHUE Bun Kon. Ne mOKyMeH- CrucaHo [IpuMe-
HEHT M 1aTa HOCHTENS IK3. Ta ¥ JaTa yaHHe
Ne moKyMeHTAa Harta
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Oopma 50
Kaprouka yuera /IM
(IULEBad CTOPOHA BTOPOIO M ITOCICAVIOIINX JIMCTOB)
JIuct
(Kox mpex- (HanmeHoBaHmue) (O603HAYEHIE)
MPUATHA) [Tpomonx.
Ha JHUCTE
[IpuMEeHAEMOCTE
JlaTta O003HaYCHUE JlaTa O003HaUeHUE
POopmMma 5B
Kaprouka yuera /IM
(O0OPOTHAs CTOPOHA BTOPOTO M IMOCJICAYIOIINX JTUCTOB)
[IprMEeHSIEMOCTD
Jlara O0o3HaUECHUE Hata O0o3HaUEHUE

3aDOJHECHHNEC KAapTO4YKHM vueTta M

1. B xkaprouke yueta IM (dpopMma 5) yKa3bIBAIOT:

- B rpadpax «O003HaueHNEe» N1 «HamMeHOBaHNE» — COOTBETCTBEHHO O0O3HAUYCHME M HAMMEHOBaHUE [IM;

- B rpadpe «Moentndpukarop dpamnmna» — nmda dpanina niam nMmeHa damnos UI1IX m comgepXaHusa 1OKYMCHTA;

- Brpade «MHB. No» — MHBCHTapHBIM HOMEP MOMIMHHUKA (IIPOTUB CUMBOJIA «I1»), nyonukara (IIpoOTUB CUMBOJIA
({ﬂ}));

- B rpade «lata» — maty mocTyiuicHud nommmHHuKa (ayonmkara) B C1/;

- B rpade «Bug MH» — xon sBuopa MH, Ha KOTOpOM BBIMOJHECH NMOMJIMHHUK JOKYMEHTA (CM. II. 3.1);

- B rpadax «ApxuBHoe 0003HaucHue MH3; 11, KK, K» — cOOTBETCTBEeHHO apxuBHbIC 0003HaYucHUd MH3, Ha
KOTOPBIX 3aIIMCAaHBI ITOJJINHHYK, KOHTPOJIbHAA KON ¥ KON JOKYMEHTA (MOXET BKJIIOUATh 1 HOMEP dPaiia, KOTOPbIM
3anUCcaH JOKyYMeHT). Ecian JAM pacronoxkeH Ha HECKOJBKUX TOMAX, TO UX apXUBHbIC O00O3HAYCHMS 3aIMCBhIBAIOT APYT
o4 ApyroM, a B rpadax «l1, KK, K» yKassIBaroT HOMEp TOMA U COOTBECTCTBYIOILIECE €My apXUBHOC 0003HaueHne MH3
C NOMJIMHHUKOM, KOHTPOJABHOU Konmue U Kkonuen M.

JlonyckaeTcd HOMepa TOMOB M 0003HaYeHe MH3 yKa3spIBaTh B CTPOKY 4Yepe3 3AIITVIO;

B rpadpe «HoBbIl MHB. No» — MHBEHTapHBIM HOMEP HOBOTO NMOMWIMHHMKA A M, OJIYYCHHOTO B PE3yAbTaTS 3aMCHBI
OTOKYMEHTA T10 U3BECUICHUID 00 U3MEHCHUM,

Ecay nmpy BHECEHMM H3MEHEHMHM JOKYMEHTHI ObLIM 3anucaHbl Ha apyrue MH, 1o 000o3HaueHus stux MH3
yKa3bIBaIOT B rpagax «I1, KK, K» B TOH Ke CTpOKe, B KOTOPOM 3aIIMCAHbI CBSACHHUA O COOTBETCTBYIOLIEM M3MEHEHWH,

OcTasbHbIE Tpadbl 3aNOJHIIT B COOTBETCTBUY ¢ UX HAMMEHOBAHUEM.,

2. Jaa yaera Kkonuy B KapTouke yueta AM (dpopma 3a) yKa3bIBaIOT:

- B rpadpe «<AOOHCHT» — HAMMCHOBAHMEC WIM KOO a0OHCHTA;

- B rpape «OCHOBaHME M JaTa» — AATy U JOKYMCHT, HA OCHOBAHUHM KOTOPOIO U3rOTOBWIMN KOINU /AM;

- B rpage «Buno HOCHTESI» — BUA HOCUTEAS JAHHBIX, HA KOTOPOM BBIINOJIHEH JOKYMEHT (MATrHUTHBIC, IEPPO-
HOCHUTECAM, Oymara, MUKpOQUIIN U Op.);

- B rpade «No JOKYMCHTa M JaTa» — O0O3HAYCHHMC WJIM HOMEP OOKYMCHTA (Hapsaa, HAKJIAZHOM, OIIMCH),
COINIACHO KOTOPOMY BBIJAIOT KOIIMU U JATY CIIMCAHWA;

- B rpade «CnrucaHo» — O0O3HAUECHUE aKTa, COTJIACHO KOTOPOMY CIIMCAH JOKYMECHT, U JATy CIIMCAHMS,

- B rpade «llpuMeyaHue» — pas3aMYHbIC JOIOJHUTEIbHBIC JAHHBIC, HAIIPUMED 3aBOACKOM HOMep MH u np.



I'OCT 28388—89 C. 27

[1py HaIMYNY TOJHOCTBIO 3AIIOJHECHHON JULEBOM WM OOOPOTHOM CTOPOHBI KAapTOouku vyera JAM o ¢popmam
3 ¥ 5a DOCACaAVIOIIYID AHAJOTUYHYIO MHPOPMALIUK) 3aHOCAT B HOBBIC OJIAaHKM JAaHHBIX POPM, IIPHUCBAUBAasA UM HOMEpPA
mactoB 1.1, 1.2, 1.3 u 1. m.

3. Ilpum BoccranoBiacHuM /JAM B kapTouke yuera JAM (dhopMma J) yKa3pIBaAIOT:

- B rpadpe «ApxuBHoe 0003HaucHue MH3, II» — apxuBHoe 0003HaycHe M H3, ¢ BOCCTAHOBJICHHBIM MOJTNH-
HUKOM;

- B rpade «Ne u3BelIcCHUSI» — HOMEDP aKTa O BOCCTAHOBICHUMU;

- B rpade «Jlata» — maTty BOCCTAHOBICHUSL;

- B rpadpe «HosBbuit mHB. No» — BoccT. Ne ¢ yKaszaHMEeM HOPSIAKOBOTO HOMEPa BOCCTAHOBICHMS.

4. Ilpym BHECEHMM M3MEHEHUH 3alUCh B KapTOuKy yueTa JAM (dhopma J) mpou3BOILT B ABE CTPOKMU:

B IIEPBOM CTPOKE YKA3BIBAIOT:

- B rpadpe «M3M.» — MOPSIAKOBBIM HOMCP M3MCHCHUS TOKYMCHTA;

- B rpade «No u3BelIcHUSI» — O00O3HAYCHUC U3BCLICHUS 00 U3MCHCHUM,

- B rpade «/Jlata» — maTy BbIIYCKA U3BCIUICHU;

- B rpadpe «HoBBIM MHB. No» — HOBBIM MHBCHTAPHBIM HOMEP U3MCHCHHOTIO JOKYMCHTA;

- B Ipadax «ApxuBHOc 0003HaucHue M H3» — apxuBHbIc 0003HaueHuss M H3, Ha koTtopbie mepenmucansl 11, KK
1 K M3BMEHEHHOTO JOKYMCHTA.

BoO BTOpOM CTPOKE YKA3bIBAIOT:

- B rpadpax «ApxuBHO¢ 0003HaucHMe MH3» — apxuBHOe 0003HaueHMe MH3, Ha KOTOpBIN IEpeINCaH U3MCE-
HSIEMBbIA (AHHYJIUPOBAHHBIN) JOKYMECHT;

- B rpadax «M3MeHEeHNsI» — IPOUYEPK;

- B rpadpe «Hosbilt mHB. No» — aHHVII.

5. Ilpm nmorepe MpUMEHIESMOCTH B KapTouke yuyeTa JIM yka3bIBaloT:

- B rpade «ApxuBHOE 0003HaucHne MH3» — apxuBHOe 0003HaueHMe MH3, Ha KOTOPBLIN nepenrcaH aHHY/IM-
POBAHHBIN JOKYMCHT;

- B rpadax «M3MEeHEHUSA»— COOTBCTCTBCHHO HOMEP M3MCHCHUS, O0O3HAUYCHHE M3BCIICHUS M JATY BBIIIYCKA
N3BCILICHWSI,

- B rpadpe «HoBbIlt MHB. No» — aHHVII.

Popma 6
AQOHEHTCKAS KApTOUKA
(JInLeBad CTOPOHA)
Juct AOOHEHTCKAd KApTOUYKAa
DamMimmsa, UMsI, OTYECTBO Tab. No Teon. (bykBa 110
[Ipomonx. AnQaBuTy)
Ha TUCTE | JIOJCKHOCTHD Otoen, nex
ApxrBHOE 000O3HA- 3aB.. Brinan BosspalueH
Obosuaenne M were MH3 Ne MH
[loamuck JlaTta [loanuce JlaTta
PopmMma 6a
ADOHEHTCKAS KAPTOYKA
(000OPOTHAA CTOPOHA)
ApXHBHOB 33]3 BI}I,H,&H B03Bpa]lleH

0O6o3HaucHue /M

0003HaueHne MH3 Ne MH
[Toamuce JlaTta [Toanuck Jlara
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OGopma 7
Pacnucka
Ha BBIOAYY M3 IO 20 T.
TabennHbI No OTtoen, 1ex
OaMmwiusg, UM, OTYCCTBO
ADPXHUBHOE Bun
0
O6o3HaueHue JIM o6osHateHne MH3 MH 3aB. No
[Homyumn « » 20 T.
JUYHAA TTOJIITHNCDH
Popma 8
KHura perucTpanyy u3BelmeHAd 00 H3MEHEHHH
O003HaYeHue 2 1 | =
' 5 2 = o 0 =
E} = O = O, R © o =)
Hara = 2 =5 | & == | oE®| &
N3MCEH. 2 : C o T T 5 B
M3BELLE HYS TOKYMEHTa = = B Z T £ S S X 2
] |
Z. n VAP Vo= ~ 2 O E = -
POopma 9
Onmuce Ne
nepenasaeMbeix MH ¢ nokyMeHTtamMu (M H3)
Ha
HANMCHOBAHHUC TCMbI, HW3OCIAHUA, ITIPOTPAMMBI
Ne i/m 3aBOACKOM No Bung MH [TpuMmeuaHue

I lIppynoxeHmnd:

1. MarHuTHbIC HOCUTECIN JAHHBIX (KOJI1.)
2. Benomoctn MH3 (KOJI1.)
CocTaBui

TOJIKHOCTD, JUYHAS MOANMKUCH, PACIIM(POBKA MOANMUCH, A4Ta
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Oopma 10

BeaoMoCTh IOKYMEHTOB HA HOCHTEIAX JAHHBIX

NE /7 N
L J003H@YEHIE HalumeHobaHiE pume
- I CHOCKU u 7 HIIE

0 1. v ) 207

1. B rpade «N¢ CHOCKM» YKa3bIBAIOT MOPALKOBEIYM HOMEP CTPOKM.
B rpade «O0603HaYe HIE» YKA3BIBAIOT 0003HAYCHUE TOKYMEHTa. 1101 0003HauCHNEM B CICOVIOLIEH CTPOKE MOXHO

yKa3aTh NACHTUPUKATOP (paliia, KOTOPbIM 3allMCaH JOKYMCHT.
B rpade «HamMeHOBaHME» YKA3bIBAIOT HAMMEHOBAHNC TOKYMCHTA.
B rpade «[IpuMeuaHue» yKa3bIBAalOT KOI BUAA HOCUTENS! JaHHBIX. MOXET OBITH YKa3aHO 000PVIOBAHUE, I

KOTOPOTO MPCAHAZHAYCH TOKYMCHT.
2. PaszMmepsl rpad® MOXHO U3MEHSThH B 3aBUCHUMOCTH OT KOHKPETHOTO CTIOCO0a BHIMOJTHECHUS BH. I'pady

«NO CHOCKHW» TOMYCKAaeTCsd MCKIIKYATh.
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NHP®OPMAIINOHHBIE /IAHHDBIE

1. YTBEPXKJEH 1 BBEJEH B IEUCTBUE Iloctanosiaennem I'ocynapcreennoro komuarera CCCP mno
YIPABJCHUIO KA4eCTBOM NPOAYKUMH M cTaHaapTaMm ot 20.12.89 Ne 3903

2. BBEJIAEH BIIEPBbBIE

3. CCbIVIOYHbBIE HOPMATUBHO-TEXHUYECKHE JJOKYMEHTDI

O6o3HaueHne HT/l, Ha KOTOpBIM HAHA CCHLIKA Homep nyHKTa, NpHUIOXKCHUA

[OCT 2.004—838
['OCT 2.102—68
[OCT 2.103—68
['OCT 2.104—68
[OCT 2.105—95
['OCT 2.106—96
[OCT 2.123—93
[OCT 2.201—380
['OCT 2.301—68
[OCT 2.501—383
[OCT 2.503—90
[OCT 2.601—95
[1OCT 3.1102—381
[OCT 3.1103—82
[OCT 3.1201—385
[OCT 6.10.1—88
[OCT 19.101-77
[OCT 19.104—738
[OCT 19.106—78
[OCT 19.601—78
[OCT 19.603—78
[OCT 24.401—80
[OCT 34.201—89
[OCT 25752—83
['OCT 27781—88
[OCT 28031—389
[OCT 28104—389
NCO 8613-1—89

6.5, 6.11, 7.2, npunoxeHue 7
IIpnnoxenue 1, npunoxeHue 7
4.1

6.11, mpunoxenue 7
Ilpymnoxenue 7
Ilpymnoxenue 7
IIpymnoxenue 7
IIpunoxenue 7

6.5, 7.2, mpuinoxeHue 7
9.2, npuioxeHue 4
11.1, 11.11
IIpyunoxenue 7

4.1, npuinoxeHue 1
6.11

6.2

IIpmnoxenue 1
IIpmnoxenue 1

4.1

6.11

[Ipyrnoxenue 4

11.1

11.1

IIpmnoxenue 1

1.3

1.8

1.3

1.3
I1pnnoxenue 1
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