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II P A B U J A I o CTAUHIAPTMHTEI3ATIMUMU

IMOPSATIOK PABOTBI C JOKYMEHTAITUEN B PAMKAX HCO/M3K
B PEXXUME DJIEKTPOHHOT'O OBMEHA UH®OPMAIITUEA

Nara seenenna 2000—07—15

1 Ob6aacTp npuMeHeHus

Hacrogimme IlpaBuina yCcTaHaBAMBAKOT €AUHBIA MOPAIOK OPraHU3alHMU H MPOBECACHUA PaAdOT IO
MEKTPOHHOMY OOMEeHY MHpOpMaLIUe MeXAY POCCUUCKUMHU TEXHUUYECCKUMH KOMHUTETAMH IO CTAHIAPTH-
3auuu (TK), HammonansHeM Cekpetapuatom MCO/MBK TN'occtangapra Poccun, MexayHapOoZHOM Op-
raHu3auuent mo cravgaprusauuu (MCO) u MexayHapoagHOM SJAEKTPOTEXHHUYECKON KOMUCCHER (MBOK).

IlpaBuina npenHa3sHAYEHBL 14 NMMpUMEHEHUd poccuiMcKMMU TK m HammmoHansHbIM CekpeTtapuaToM
NCO/MBDK n peKOMEHIOYIOTCS I/ UCITOAB30BAHUA B padOTE MO MEXIAYHAPOOHOM CTAHIAPTU3ALIMU TOCY-
IAPCTBCHHBIMH OPraHAMM YIIPABJICHUS, CYOBECKTAMHU XO34UCTBCHHON ACATCIABHOCTH, HAYYHO-TEXHUYCCKH -
MM, UHXXEHEPHBIMH OOLLIECTBAMM U APYTUMH OOILECTBEHHBIMU OOBbEIMHECHUAMMU.

HacTosinum JOKYMEHT MOXET OBIThb MCIIOAB30OBAH IIPU MPOBECACHUH PAOOT MO CTAHAAPTU3ALIMU B
Poccuiickont Denepaniiy Mo JUHUM APYTUX MEKIYHAPOOHBIX (PETMOHANBHBIX) OPTaHU3ALUHN 1O CTaHOAP-
tu3auuu (EOK OOH, CEH, CEH3JIEK), ecan OH He NMpOTUBOPECUYUT COOTBETCTBYIOLIUM [IpaBuiamM u
HHCTpYyKIIMAM 3THX OpraHU3aLUui.

2 HopMaTHBHBIE CCBLIKH

B HacTOA1IIMX npaBuaax UCHOJb30BAHBI CACAVIOUINE JOKYMEHTHI:

[OCT P 1.10—95* Tlopsanok pa3padboTku, NpHUHATHUI, perucTpauuu Ilpasun u PekxoMenmauuil no
CTaHAAPTU3ALUU, METPOJIOTHUH, CepTH(MOUKALIMU U UH(POPMALIUN O HUX

I1P 50.1.008—95 IlpaBuna nmo cranmaprusauuu. OpraHuv3auvs U MPOBECACHUE PadOT MO MEXKIYHA-
pogHoH ctaHgaptu3auuu B Poccutickon Penepalinmn

3 O0mue moJoOXKeHHus

3.1 O0mmue TpedoBanus

JIJ11 MOBBILIEHUSA ONEPATUBHOCTHU U O€30IIMOOYHOM OOpadOTKHM HMH(POPMALIMOHHBIX ITOTOKOB IPHU
PaA3padOTKE, KOPPECKTUPOBKE U YTBEPXKICHUM MEXAyHApoAHbIX ctaHpaproB MCO m MBOK nepexon Ha
JIEKTPOHHBIE (POPMBI OOMEeHa MH(pOpMaLIME OCYLIECCTB/ISCTCS B ABA ATana:

- MEPBBIA — OMpPEACICHUE MOpsaaKa O(POpMICHHUA OIOICTCHEU TOJOCOBAHUS U 3aMCYAHUM B DJICK-
TPOHHON (POPME;

- BTOPOM — OOMEH MPOEKTAMHM CTAHIAPTOB U JPYTUMHU OOBEMHBIMH JOKYMECHTAMHM B 3JICKTPOHHOM
pEeKHUME.

B xome nmepBoro stana MOoryT ObITh IIPOBEACHBI PA0OTHI MO MPAKTHYECKOMY alIPOOHPOBAHUIO SJICMEH -
TOB PEKHUMA DICKTPOHHOTO OOMEHA MH(POPMALIMEH, OTHOCAIIMXCA KO BTOPOMY 3Tamy. CpOKH Mepexoaa Ko
BTOpOMY 3Tany onpeacadior I'occtanoapr Poccnn m pykoBogsmume opransl MCO/MBK.

* C 1 miong 2005 r. BBeneH B neiicteue [OCT P 1.10—2004.

N3nanme opHIMABHOE
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I obecnieyeHUs yyactusd POCCHM B IeATEIBHOCTH MEXIAYHAPOIHBIX OPraHU3alui MO CTAaHAAPTU3A-
u MCO u MBK ciaeayer HCOIB30BaATh CACAYIOLIUE CIIOCOOBL DICKTPOHHOIrO 0OMeHa MH(POPMALIUCH:

- JJIEKTPOHHYIO MOUTY (I1st OOMeHa OIOJUIETEHSIMH TOJIOCOBAHUS, MPEACTABJICHUS 3aMCYaHUU 10
MPOCKTAM CTAHOIAPTOB, MPEACTABACHHUA aJMUHUCTPATUBHBIX JOKYMCHTOB U OTUYETOB);

- TUCKETHI 3,5 11oMMOB 1,44 MO nepCOHAJIBHBIX KOMITBIOTEPOB (14 OOMEHA MPOCKTAMHU CTAHIAPTOB
U JPYTUMH OOBEMHBIMH JOKYMECHTAMM);

- mporokoi FTP (File Transfer Protocol) — nporokon MHTEPHET (st ooMmena gainamm).

B pexuMe 3J¢KTpOHHOIrO OOMEHA MH(OPMALMEH OCYIIECTBIAITCA COOp MH(OPMALIMH, MOCTYIAIO-
1IEH U3 POCCUMCKUX TEXHUUECCKHUX KOMUTETOB 110 CTAHJAPTU3ALIUU, €€ PETUCTPALINA, aHAJIU3 U O000ILICHUE,
nocaeaywmada nepegada B Llenrpanbabit Cekpetapuat UCO, LHenTpanbHoe biopo MBOK, COOTBETCTBYIO-
IHE TEXHUUYECCKHE KOMMUTETBI, MOAKOMUTETHI M padoume rpynnel MCO u MOK, a Takke 3JIeKTpOHHAaA
pacceuika nmojqydeHHbIXx M3 HenTpanbHoro Cekperapuata MCO/ LlenTpanpHOoro bropo M3BK 10KyMEHTOB
COOTBETCTBYIOLLIUM POCCUHUCKUM TK mo craHmapTu3anuu.

3.2 TpebdoBanug K anmapaTHbiM CPeaCTBaM

N Cnonb3yioT Caeayonme anmnapaTHbie CpeacTBa:

- mepcoHanbHbIN KoMnblOTep IBM PC coBMecTUMBII, TpolLiecCOp MUHUMAIBHO 486, peKOMEHAYEeTCS
Pentium;

- QnepaTUBHOE 3alIOMUHaolIee ycTporucTBo (O3Y) MunumManbHo 8 MO, pekoMeHayeTcss oT 16 MO u
BBILLIC;

- XEeCTKHMH IUCK MUHUMAaJIbHO 500 MO;

- rpaduueckad wiata SVGA He meHee 800 x 600;

- MOHUTOpP 15 mI0MMOB M 00sI€Ee;

- MOJEM CO CKOPOCTBIO epeaauyn uHdopMaluu MUHUMYM 14,4 KOuT/C;

- PEKOMEHAYETCH HAIUMUHUE Y NMEPCOHATBHOrO KoMrnbrorepa CD-ROM 19 ucnmoab30BaHUS BBITYCKA-
eMblx UCO nu MBK 31eKTpOHHBIX BAPUAHTOB IMyOJIHUKALIUU.

3.3 TpedoBanusa K NporpaMMHbBIM CpPeICTBAM

3.3.1 IlpuMeHAIOT CaeayioIme MporpaMMHbIC CPeaCTBa:

onepaumMoHHag cuctemMa Windows 95 He Huxe, Windows NT 4.00;

TeKCTOBOM peagakTop Microsoft Word 6.0 e nuxe, 7.0, 97.

Jna noctyna B Internet pekoMeHayeTca ucnoab3oBaTth Microsoft Internet Explorer 3.0 u BbiwIC.

JIg pa®oThl ¢ HeoOpadaTeIBacMBbIMU (HepeaJakTHpyeMbIMH ) JokyMeHTamMu UCO u MBOK B popmare
PDF (yrBEepXIOeHHBIC JOKYMEHTHI MU CTAHIAPTHI) PEKOMEHAYETCH MCIOab30BaHUE Adode Acrobat Reader
BepCHUH 3.0 U BHILIE.

Ilpn HEOOXOAUMOCTH MOXHO HUCITOAB30BATD JAPYroe MPOrpaMMHOE O0ECIICYCHUE PYCUPHULIMPOBAHHOM
Bepcun Microsoft Office niag Windows 95, NT 4.00 (puCyHKH, 3JIEKTPOHHBIC TaOJIULIBI U T. 1I.).

3.3.2 Jlng npenoTBpalliecHUd BO3MOXHBIX IMPOOJIEM ¢ Iepeaadyer TEKCTOB U OMHAPHBIX (PAIIOB DJICK-
TPOHHOM IMTOYTOM HEOOXOAHUMO OOCCIEUUTh BBIMIOJIHCHUE CACAYIOLUINX TPECOOBAHUM:

1 KoampoBka Tekcra mucbMa — MS Windows 1251

2 Komuposka OmHapHbIX daittoB — MIME (3anpet ncnonbp3oBanus UNCODE)

3 IIpotokonwl padotel mouTthl — POP3/SMTR m kak Bapmant IMAP4 (3anmpeTr HMCIOIB30BAaHUA
UUCP)

3.3.3 JIna oOCAy:KMBAHHUA MPOTPAMMHBIX U TEXHUUYECCKUX CPEACTB, UX MHCTAUIALUMNU U HACTPOMKH,
OPraHU3alMU NAPOJABHOIO JOCTYMNA, OOPBOBI ¢ KOMINBIOTEPHBIMHU BUPYCAMH HEOOXOIUMO BBECTH JO/LKHOCTD
AIMUHHUCTPATOPA CUCTEMBI (MMEPCOHATIBHOIO KOMITBIOTEPA ).

4 Ilopsnok MOArOTOBKH H NMpeacTaBieHusl 10KYMeHTOB B HamponaabHbi Cekperapuar
NCO/M3BK

4.1 DaeKTpOHHVYIO MOYTY CACAYEeT UCMOAb30BATh AJI MPEeACTABACHUS MO3ULUN POCCHU MO MPOEKTAM
MEKAYHAPOIHBIX CTAHIAPTOB U 3aMEYAHUM K HUM, OOMEHA aAMUHUCTPATUBHBIMH JOKYMEHTAMH U KOPOT-
KUMH COOOIICHUSIMH,

4.2 Jlnga nmepemsayu padoOuyuMx JOKYMEHTOB (IPOEKTOB CTAHIAPTOB) U IPYIHX OOBEMHBIX MATEPHUANOB
HeOOXO0aTnuMO UCNONb30BaTh JUCcKeThl WK FTP (File Transfer Protocol) — mpotokon Internet pasg oOMeHa
(bamrtamm.

4.3 Bce pmoxkymeHTwl, HanpaBiasasemble B HanmmonanbHbit Cekperapunar MCO/MBOK, momkHBI OBITH
oOpadaThIBa€MbIMH, T. €. MOATOTOBJIEHHBIMU B popMaTe TeKCTOBOro pemakropa Word 6, 7 win 97. Heo0-
XOJUMO UCIOJIB30BATh OJUHAKOBBLIA IPpH@PT (MUHUMANABHBLINA pa3Mep 12) 0e3 moguyepKuBaHUsA, KYpCHUBA U
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JKUPHOTO 1mpudTa. Heo0X0AUMO UCTIOJIB30BATH €BPOIICUCKYIO PYCCKYIO BEPCHIO (HE AMOHCKYIO WJIM KUTAM-
CKYI0) TEKCTOBOIO PEIAKTOPA U OMEPALMOHHON CUCTEMBI AJIA UCKIIOUYCHUS MTPOOJEM pa3auumusd B CUCTEMAX
KOOAHUPOBAHUS CUMBOJIOB. C LIEABIO HCKIIOUEHUA ITPOOJIEM MEPEKOIUPOBKH LIPHPTOB BCEM PA3PAOOTUHKAM
HEOOXOJUMO HUCIIONAB30BATh CTaHIapTHBIE WIPUPTHL (True Type), Takue Kak Arial u Symbol.

4.4 Kaxnplii JOKYMEHT JOJLKEH COIMPOBOXIATHCA MHEMOpPMAaLIMEH OOILIETO XapakKTepa Ha PYCCKOM
A3bIKEe (Ha3BaHHUE, TEMA, aBTOP, OPTaHU3ALM, KIIIOUYEBBIC CI0BA) ¢ HCMOaAb30oBaHUEeM (PyHKUMHM File/Sum-
mery info . . . (Pamn/CBoncTBa/JIOKYMEHT . . . ), 119 00JIerYeHUA NPaBUIbHOU MACHTU(PUKALITMHM JOKYMEHTA
U MCIIOJIb30BAHUS CPEACTB MOMCKA MH(POPMALIUU.

4.5. Ina pa3padboTku CTtaHgapToB ciaeayer ucnoiab3oBarth CTHan (IECSTD.dot), koTopbie MOXHO
nepenucatb ¢ y3na Web MBOK (ftp://ftp.iecch/pub/forms/iecstd/dot). [nasg BCTaBKM B TEKCT CTaHAAPTA
opmyn pekomeHayercs Word Equation Editor (pemakrtop dopmyia). Jdad BCTaBKM B TEKCT CTAHIApTAa
PHUCYHKOB, HE BBIMMOJHIEMBIX B Word, peKOMEHAYETCHd UCIOAB30BATh BEKTOPHBIE (DOPMATHI, HAMIPUMEP
CGM (Computer Grafics Metafile) unn DXF (AutoCAD). B IupektuBax MCO/M3K, y. 111 «I1ocTpoeHne
U O(POPMIICHHUE MEXIYHAPOAHBIX CTAHIAPTOB» PEKOMEHIOBAHO O003HAUYCHHUI HA PUCYHKAX 3aMEHITH LIU(-
paMH WM OYKBAMH, a MMOACHECHUE 3HAYCHUM JaBaTh 34 MpeacaaMu rpapuuecKom 4acTu JOKYMEHTA.

4.6 HUcnonwzoBanue dopmata PDF (Portable Document Format) ¢pupmMmber Adobe siBAsseTCst MCKITIO-
YUTEABHOM MpeporatuBor pykosoadimux opraHoB MCO u MBK:; HauumonamabHbiM CekpeTapHaToOM
NMCO/M3BK n poccumickumu TK mo crtangapruzaummu popmar PDF MOXET MCNIOAB30BATHCA TOJBKO s
YTEHHUA TOKYMEHTOB, NMOoaydyeHHbIX U3 LleHTpanbHOoro bropo M3K u LentpansHoro Cekperapuata MCO.
GOopmat PDF aBigeTcs HeoOpadbaTbIBACMBIM M UCHOJAB3YETCI TOJIBKO IS YTBEPXKIACHHBIX U3TAHHBIX TOKY-
MECHTOB.

4.7 Ilpn ormpaBke MHPOPMALIMHM HA JHUCKETE CICAYECT VUMTBIBATH BO3MOXKHOCTH IMOCTYIUICHUS WH-
(popmanmu B HaummonaneHbet Cekperapuatr MCO/MBDK B CpokK, ycTaHOBACHHBIN CeKpeTapruaToM.

4.8 MmeHa paryioB TOKHBL COCTOATH U3 BOCBMHU JIATUHCKUX OYKB UMCHU U TPEX JIATUHCKUX OYKB
pacIIMpeHU. 3amnpelacTcsa UCMOAb30BaTh B UMEeHaX (palijioB CACAYIOIIHUE CUMBOJIBL:

\/: *¥?2«<>|!

4.9 Bce oTmpaBisgeMsble WIH IPUHUMAEMBIC (DAWIBI CIICAVET IIPOBEPATH HA OTCYTCTBUE KOMITBIOTEPHBIX
BUPYCOB C ITOMOIBIO PErVISIPHO OOHOBISIEMBIX IPOTrPAMM.

4.10 bonbumme mo o0beMy JOKYMEHTHI caeayeT CkuMarh nporpamMmmMon PKZIP sBepcun 2.04g u BolLe
wii Winzip 6.3 U BBbILLE.

4.11 Ilpn odpopMiIeHHU OIOUIETCHEW TOJIOCOBAHUA IO IIPOCKTAM MEXIAYHAPOAHBIX CTAHAAPTOB M
apyrux padounx JoKymMeHTOB MCO/MBK co cpokoM mpeacTaBiIcHUA MO3HMIMU POCCHMM J0JDKHA TIPHUBO-
IUTBCS MO YCTAHOBIACHHON (POpME Caeayromas WHPOPMaLUA:

- KOO, CTpaHbl U3 AByX OyKB (RU);

- HOMEP CTATBU WIH Pa3leiia CTaThbH;

- HOMep naparpada/HoMep TaOIULBL/HOMEP PUCYHKA, €CJIU OHU MMEIOTCS;

- THIT 3aME€UYaHUM (OOLUM, TEXHUUYECCKUM, PEIAKTOPCKUM );

3aMECUYAHMUSI.

4.12 3amMeyaHuda opOPMILIOT HA AHIVIMHUCKOM S3BIKE B BUAC TAOIULIBI IO OJHOMY B CTPOKE (Tadnmuia 1).

Tadoanupoa 1— 3aMeyaHus DO MPOCKTAM

ITaparpad [Ipeamonaraemoce

TPDAH TATbA ’ Tun MCUYAHMHN A MeuyaHue™*

Crpana CraTbs/pasjen PUCYHOK/Ta0IM1Ia aMeta 3aMeuaHue U3MEHEHUE
RU 2.5 3 PenakTopckum

* CocTaBacHUEC TAOAMIIbI HA CTPAHUILC C AJILOOMHBIM PACIIOJOXKCHNEM MO3BOJISICT CACIATh KOJOHKM 1mpe. st
yI00CTBa IMOHMMAaHM O0pa3ell 3aOJHCHUS TaOJIMIIbI M caMa Ta0auIla IpUBECACHBI HA PYCCKOM S3LIKE.

4.13 Poccurickue TK no crangapTusauvu JODKHBI HANpaBiadaTh B HaumoHansHbI CekpeTapuaTr BCIO
MH(POPMALIMIO MO JICKTPOHHOM MOYTE WM HA TUCKETE.

5 Ilopsanok npeacTaBjieHus] OTYETHOCTH O padote poccuiickux TK no crangapruzanyu

5.1 Poccuiickue TK no crangpapmuszauuu npeacrasadioT B HanmmonanbHb Cekpetapuatr MCO/MBK
€KETOOHBIC OTYETHI O MPOACAAHHON UMH padbOTE ¢ 0043aTeIIbHON MHPOPMALMEH O MPUMEHEHUH CTAHJAPTOB
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MBK u UCO B kKauectBe TOCT P wnu I'OCT He mo3aHee 1 peBpaad CACAYIOLIETO 3a OTYETHBIM IOAa.
OTYEeThl MPEACTABISIOTCS B SJIEKTPOHHON (POpPME IO SJICKTPOHHOM MOUTE WIH HA JUCKETE.

5.2 O14yeTsl O pe3yabTarax 3arpaskoMaHaupoBaHuM mo sMHuM MCO u MBOK Ha 3acesaHus TEXHU-
YeCKMX KOMMTETOB M MOJKOMMUTETOB MNpeacTtaBiArTca B HaummonanpHbii Cekperapmar MCO/MBK B
TeueHUe 1 Mecdua mociae 3aBeplIcHUS KOMaHIUPOBAHUS.

dopMa NpeacTaBIcHUSA OTYETa JO/DKHA COOTBETCTBOBATH TPEOOBAHUAM HacTOSAMX [IpaBui U Tpedo-
BaHUAM, YyCTaHaABIUBacMbIM T'occTanmaproMm Poccum.

6 IlopsaoK NOArOTOBKH H NpeacTaBieHusa T10KyMeHToB HanuonaiabaniM CekpeTapuaTom
NCO/MBK B Lenrpaanublii Cekperapuar UCO, Ilenrpainaoe biopo MIK,
TK/IIK/PT' UCO nu MBOK

6.1 DopMBbI U MOPSAIOK MpeacTaBieHUsT TOKyMeHTOB B LlenTpansHblii Cekpetapuar UCO, LlenTpaib-
Hoe bropo MBK, B TK/IIK/PI' UCO u MBDK n0/KHBI COOTBETCTBOBATh TPEOOBAHUAM pasacnaa 4.

6.2 B xone mpencraBieHUa TO0KyMeHTOB B pykoBongime opransl MCO u MBK, TK/IIK/PT' UCO
U MBK HammonanbHbel CekpeTapHar TOXKEH IIPOBOIUTD:.

- PETrUCTPALIHIO CPOKOB IMOCTYIUVICHUS pabOYHX JOKYMEHTOB, nmoctynamumx mo smHuu MCO u MHOK,
a TaKXe CPOKOB MPEACTABICHUA MO3HMLMHU POCCHUH MO TEXHUYECKUM U JPYTUM BOMNPOCAM ICATCIBHOCTH
NCO u MBK;

- aQHAJIN3 B O0O00ILECHHUE MOCTYMUBIIMX OT POCCHMCKUX TK MO CTaHOApTH3allMM OT3BIBOB C LICABIO
OKOHYATEJIbHOIO (popMUpOBAHUA NMO3HLUMH Poccun B MOK u MCO o o0cyxXmaeMbIM BOITPOCaM.

B ciayyae nmpMHOUMIIHAJIBHOIO PAaCXOXACHUSI MHEHUHM IO O0CYxXIZacMOMY BOIpoOCY HalmoHa/bHBIN
Cexkpetapuar UCO/MBK BBIpadATHIBACT OKOHUYATEABHOE PEIICHUE ¢ COOTBETCTBYIOLIMMH MOAPA3ACACHU S -
Mu T'occranmapra Poccuw;

- (POPMHUPOBAHUE U MPEACTABJICHUE B YCTAHOBJICHHBIC CPOKHU UTOTOBBIX JOKYMEHTOB B LleHTpanbHBIN
Cekperapuar UCO, LentpanbHoe biropo MOK, TK/IIK/PI' MBK/MCO u I'occrangapra Poccuu;

- (POPMUPOBAHHUE MMPOCKTA MO3ULHUU POCCHUU B pYKOBOIALIMX OPraHax MEXAYHAPOIHBIX OPraHu3aLui
M0 CTAHJAPTU3ALMHU U IIOCAEC COIVIACOBAHUA C 3aMHTCPECOBAHHBIMHM OPTaHU3ALUIMH IPECACTABICHUE B
VCTAaHOBJICHHBIE CPOKU B I'occtanmapt Poccuu;

- npeactapiceHue uUHpopMauuu B loccrtaHpapr PocCMM O HAMMUMHM U NMOPSAKE HCHOIb30BAHUS
CpeacTB MH(POPMALIMOHHBIX TEXHOJAOIHA MEXAYHApOOIHBIMU CeKpeTtapuatamMmu MCO u MBOK, Haxooamnm-
MUCA B BeAcHUU Poccuu.
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