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Hacrosimuii crapmapr ycTaHaBiauBaeT oOIIMe TpeOOBaHUS IO Yy4YeTy W XPaHEHHUIO
KOHCTPYKTOPCKUX M TEXHOJOTMYECKUX JIOKYMEHTOB (Janee - TOKYMEHTBI) M3JeIMH Bcex
OTpacieil IPOMBIIUICHHOCTH.

1. OBIIME TPEBOBAHUA

1.1. CknanpiBaHUE KONUHA JOKYMEHTOB IPOU3BOAAT B COOTBETCTBUU C MPUIIOKEHUEM 1.

1.2. Bce nmeromuecss Ha NpeANpUATHA™ MOIJIMHHUKY, TyOJIMKaThl U KOIUHM JTOKYMEHTOB
(mayiee - MOUIMHHUKY, AyOJIMKATHl M KOTIMM) MOJUIekKAT YUETy U XPAaHEHHUIO B COOTBETCTBHHU C
pa3a. 2 v NPUIIOKEHHUEM 2.

* Tlox mpennmpuATHEM CIIeAyeT IIOHUMATh MPEANPUATHE HIIH OpTaHU3aIIIo.

2. YYET U XPAHEHUME ITIOAJIMHHUKOB

2.1. TlomnWHHUKM, TpPUHHUMAeMble Ha XpaHEHHWE, JOJUKHBI OBITh TPUTOAHBI JUIS
MHOTOKPAaTHOTO CHSTHS KONMUH (OTCYTCTBHE IIPOPBHIBOB, MOJKICHKH, MPOTEPTHIX MECT,
HEUETKOCTh  TEKCTa, JHMHUN), penporpaduyeckoii o0pabOTKM U  COOTBETCTBOBATH
tpeboBannsam [OCT 2.102-68 u TOCT 13.1.002-80.

2.2. I1pu npueMKe MOUIMHHUKOB ISl ydeTa U XpaHEHUs JTOJIKHBI IPOBEPSITh:

1) KOMIUIEKTHOCTh KOHCTPYKTOPCKHX TOKYMEHTOB B COOTBETCTBHUH CO CHEIH(UKAIUIMH
WIN APYTUMHU JOKYMEHTAaMH, B KOTOPBIX NEPEUHCIICHbI CIaBaeMble MOITTHHHUKH;

2) KOMIUIEKTHOCTD TEXHOJOTHYECKUX TOKYMEHTOB B COOTBETCTBHHU C MAapIIPYTHOW KapTOi
WIN APYTUMHU JOKYMEHTAaMH, B KOTOPBIX EPEUHCIICHbI CJaBaeMble MOITHHHUKH;

3) HanM4KMe yCTAaHOBJIEHHBIX monamucedl M aat. [IpuHMMaTh Ha XpaHEHHE JOKYMEHTHI, HE
UMEIOIIME TOANUCH JIMIA, OCYIIECTBISIONIEr0 HOPMOKOHTPOJIb, KPOME KapThl TEXHUYECKOTO




YPOBHSI M Ka4eCcTBa IPOIYKIIMUHU, HE JOITYCKAETCS.

2.3. Bce NMomIMHHUKYM, NPUHATHIE HA XpaHEHUE, PETUCTPUPYIOT B MHBEHTAPHOW KHUTE
MOJUTMHHUKOB 110 (popMe 1 B COOTBETCTBHUH C MPUIIOKEHUEM 3.

2.4. KaxaoMy MOJJIMHHUKY ITOKYMEHTa JOJDKEH OBITh NMPHUCBOCH OJIMH WHBEHTAPHBIN
HOMEP HE3aBUCHUMO OT KOJIMYECTBA JIUCTOB.

Ha nokymenrte, cocTosiiieM M3 HECKOJIbKHX JINCTOB, WHBEHTApHBIH HOMEP HAHOCIT Ha
KaKIBIA JIUCT.

2.5. VluBeHTapHble KHUTH ISl PETUCTPALMU MOJJIMHHUKOB M MOCTYMAIOIIUX OT JIPYIHX
OPEINPUATHIA TyOIUKATOB CIEAyeT BECTH OTACIHHO JJIsi JOKYMEHTOB Ha M3/ENUs OCHOBHOTO
U BCIIOMOT'aTeJIbHOTO MTPOU3BO/ICTBA.

JlommyckaeTcss BeCTH OJHY WHBEHTAPHYIO KHHUTY Ui TOJJUHHUKOB M AYyOJIMKATOB
KOHCTPYKTOPCKMX M TEXHOJIOTMYECKUX JOKYMEHTOB M OTAEIbHbIE WHBEHTApPHbIE KHUTH IO
BUJAM M3JENUl (AW3ENM, BAaroHbI, TPAKTOPHI, TYpOWHBI W T.1.), IPU STOM HHBEHTAPHBIC
HOMEpa He JTOJIKHBI TOBTOPSTHCS.

2.6. OMHOBPEMEHHO C PETUCTpalliel TOATUHHUKOB (B HHBEHTAPHOW KHUTE) JOJKHBI OBITh
3allOJIHEHBI U COOTBETCTBYIOIIME Tpadbl yueTa, pacrlojOKEHHbIe Ha MOJEe Ui MOALIMBKU
JUCTA MOAJIMHHUKA.

2.7. Y4eT moaJMHHUKOB JOKEH IPOU3BOAUTHCS HA KapTOYKax ydera mo gopmam 2, 2a,
20 u 2B, B COOTBETCTBUH C IpHIoKeHHeM 3. Ha KaxkIplii JOKYMEHT, KOTOPOMY MPHCBOCH
WHBEHTApHbII HOMEP, JOJKHA OBITh COCTaBIIEHA OT/eNIbHAsA KapTOUKa yueTa.

Jns mpoeKkTHOM JOKYyMEHTAIlMH, JOKYMEHTAllMd BCIIOMOTAaTENbHOIO MPOU3BOACTBA U
€AMHUYHOTO MPOU3BOJICTBA JAOIMYCKAETCS KAPTOUKHU Y4eTa HE COCTABIIATh.

2.8. TlogMMHHUKK KOHCTPYKTOPCKUX JOKYMEHTOB CJEAyeT XpaHUTh MO(QOpPMATHO B
MOpsAKE BO3pacTaHusi 00O3HAuYEHUN JOKYMEHTOB B Ipefenax Kaxjaoro dopmara M Koja
IpeNpUATHI-pa3padOTUHKA.

JlomyckaeTcss XpaHWUTh MOJIMHHUKA T0 BO3pAacCTaHUIO O0O03HAYEHUIl JOKYMEHTOB B
npezenax uzzaenus 6e3 yuera popmaros.

2.9. TlomMHHUKM TEXHOJOTHMYECKHX JOKYMEHTOB CJelyeT XpaHWUTh II0 MeToJaM
00paboTku 1 cOOpKH U3Aenus 6e3 yuera (JopMaToOB B MOPSIIKE BO3pacTaHUs MX 0003HAUYCHUI
o [OCT 3.1201-85 B mpenenax Kaxaoro MeToja o0padoTKu 1 COOPKU HU3ICTHSI.

JlomyckaeTcss XpaHWTh TOJUIMHHUKA KOMIUIEKTAMH TI0 BO3PAacTaHUI0 0003HAYCHUU
KOHCTPYKTOPCKMX JOKYMEHTOB, YKa3aHHBIX B OCHOBHOM HAQAMHCH TEXHOJOTHYECKHUX
JIOKYMEHTOB.

2.10. INopnuHHKMKY, BBHITTOJIHEHHBIC Ha JUCTaX MeHbIe Gopmarta Al, ciegyer XpaHUTh B
pa3BEpHYTOM BUJIE.

[TonnuHHMKY, BHIOJHEHHBIE HA JucTax ¢opmara Al u Oonee, peKOMEHAYETCS XPaHUTh
CBEPHYTBHIMU HA CKaJIKaX WK B PA3BEPHYTOM BUJIE.

2.11. TlognMHHUKK aHHYJIMPOBAHHBIX M 3aMEHEHHBIX JIOKYMEHTOB CJEAYET XPaHUTh
OTJIETHHO OT JEHCTBYIOIIMX MOJJTMHHUKOB U UX JOIYCKAeTCs CKIaAbIBaTh Ha Gpopmatel A4 u
A3 B COOTBETCTBHHM C MPUIOKEHUEM 1.

3. BOCCTAHOBJIEHME ITIOAJINMHHUKOB

3.1. TlognuHHMKM, TpUIIENUINe B HETOJHOCTb WM YTEpPSHHbIE, JOJDKHBI OBITh
BOCCTAHOBJICHBI.

BoccTaHoBneHHBINH MOJUIMHHUK MOKET ObITh M3TOTOBJIEH TOJBKO MOCJIE COCTaBJICHUS aKTa
O CMHCAHUU MPUILEIIIETO B HEFOJHOCTh UM YTEPSHHOTO MOAJIMHHHUKA.

3.2. BoccTaHoBIEHHbBIE MOJJIMHHUKY IEUCTBYIOT HA MPaBaxX 3aMEHECHHBIX MOJJTMHHUKOB.

B BoccTaHOBIIGHHBIN MOIMHHUK TOJDKHBI OBITH BHECEHBI M3MEHEHHUS B COOTBETCTBUU CO
BCEMU M3BELICHUSIMHU, BBITYIIEHHBIMH O MOMEHTA €r0 BOCCTAHOBJICHUSI.

3.3. BoccraHoBneHHE MOJJIMHHUKOB JIOJDKHBI HPOHM3BOJIUTH:  penporpaduyeckum
croco0oM, BpYUYHYIO, TIEPETedaTKON Ha MUIIYIIeH MAaIIMHKE WK ¢ ToMOIIbio DBM.

[TognuHHUK, BOCCTAHOBJIEHHBIM BPYYHYIO, MO CBOEMY TEXHHUYECKOMY COACP>KaHUIO




JIOJIKEH MPEACTABIISTH TOUHYIO KOIUIO BOCCTAHABIMBAEMOTO MOIJIMHHUKA.

3.4. B moanMHHMKE, BOCCTAaHOBJIEHHOM BPYUYHYIO, HE JOJIKHBI OBITH BOCIPOW3BEACHBI
pa3Mmepsbl, HaamucH, rpaduvyeckue M300paXeHUs W T.II., 3aUEPKHYTHIC MO HM3BEIIEHUSIM 00
U3MEHEHWU B TMOJJUHHUKE (WJIM KONUHU), C KOTOPOrO CHHUMAETCS BOCCTAaHOBJICHHBIN
MO/JIMHHUK.

B BoccTaHOBIEHHOM MOIMHHUKE HE JOJKHBI ObITh BOCIIPOM3BEICHBI TAKXKE MOPSIAKOBBIE
HOMEpa M3MEHEHMM | BBIHOCHBIE JIMHMM K HHM, HAHECEHHbIE paHee B CBA3U C
MIPOU3BEICHHBIMU U3MEHEHUSIMH.

3.5. B rtabiuiy u3MeHeHMH NOIJIMHHHMKA, BOCCTAHOBJICHHOTO BPYYHYIO, TOJDKHA OBITH
NepeHeceHa 3anuch TOJIbKO O OCTIEHEM U3MEHEHHUU.

[Ipu BoCccTaHOBIEHMH MOMJIMHHUKA C TOKYMEHTOB Ha JABYX W 0oJiee JIMCTaX MOPSAKOBBIC
HOMEpa U3MEHEHHH, 0003HaYeHHsI U3BEIIEHUN 00 M3MEHEHUU U IPYrue JaHHbIE MOCIETHEr0
M3MEHEHHUS KaXKIOTro JINCTa BOCCTAHOBJICHHOTO TOTMHHHUKA JTOJKHBI OBITH TPOCTABIICHBI Ha
OCHOBaHMM HUMEIONIMXCSA  3amuced B TaOiauie M3MEHEHW Ha JaHHOM  JIMCTE
BOCCTaHABIIMBAEMOT0 IOKYMEHTA.

B nmcre peructpanuu W3MEHEHHS BOCCTAHOBJICHHOIO TMOJJMHHHUKA JIOJDKHBI OBITH
BOCIIPOU3BE/ICHBI JaHHbIC, OTHOCSIIMECS KO BCEM paHEe BHECEHHBIM B 3TOT JIOKYMEHT
M3MEHEHUSIM (HauyuHas C IEPBOTO M3MECHECHMS ).

3.6. B3ameH nouIMHHBIX MOANMUCEN, BU3 U AT, UMEIOLIMXCS HA MOJJTMHHUKE (B TOM YHCIIE
Ha TMoJje JUisi TOAIIMBKA M JIUCTE PEruCTpallid W3MEHEHHUH), B BOCCTAHOBJICHHOM
MOJJIMHHUKE, HW3TOTOBIIIEMOM BPYYHYIO, B KPYIUIBIX CKOOKax JOJDKHO OBITh HANHMCAHO:
"(ITogmuce)" u "(Jlarta)".

[Ipy W3roTOBIEHMM BOCCTAHOBJIEHHOIO MOJJIMHHUKA C paHee BOCCTAHOBJIECHHOTO
MNOJJIMHHUKA (UJIM CHSATOW C HErO YYTEHHOW KOIMUU) MMEIOIIYIOCS Ha MOCIEAHEM HAIIHUCh O
BOCCTAaHOBJICHUU MOJJIMHHUKA JIOMYCKAETCSl HE BOCIIPOU3BOIUTD.

3.7. BoccTaHoBNeHHbIE MOATUHHUKU JOKHBI OBITH MOANHMCAHBI OTBETCTBEHHBIM JIMIIOM
M0 YKa3aHUIO PYKOBOAMUTENS MOAPA3/ACNICHUs], BBIMTYCTUBIIETO MOJJIWHHUKU WU BEAYIIETO
Ha0JI0/IeHNE 32 U3TOTOBICHUEM U3JIEIHSL.

Hannucs, monreepaaroryi0 MpaBUIbHOCTh BOCCTAHOBJIEHHOI'O MOJJIMHHUKA, CIEIYET
BBIMOJHATh TYIIbIO WM MAIIUHHBIM CIIOCOOOM Ha [oJie Ui TOAIIMBKH JIOKYMEHTA,
Harpumep:

"BoccTaHOBIIEH C ITOUIMHHUKA.

Bepno: (moanuce, pamwmms u narta)".

"BoccTaHOBIIEH € KOIHH.

Bepno: (moanuce, pamwmius u narta) .

3.8. B BepxHeMm mpaBOM YNy TOJ KaXKJIOTO JIMCTA BOCCTAHOBJIEHHOTO MOJJIMHHUKA
JIOJDKHA OBITh HAJIMKCH TYIIBIO WM JOJDKEH OBITh MPOCTaBIICH IITaMIl: "BoCCTaHOBICHHBIN
nojmMHHUK Ne ..." ¢ yKa3aHHeM MOpPSAIKOBOTO HOMEpA BOCCTAHOBJIEHUS JAHHOTO JIMCTA
MO/JIMHHHUKA.

3.9. BoccTaHOBIEHHBIM  TOMJIMHHUK  JOJDKEH  HMMETh  HWHBEHTAPHBIA  HOMEDP
BOCCTAHABIIMBAEMOT0 TOJTUHHUKA. O BOCCTAHOBICHUH JOKYMEHTA JOJDKHA OBITH ClenaHa
OTMETKa B UHBEHTAPHOU KHHUTE.

3.10. Ha momyiMHHUKE WM KONHH, C KOTOPBIX MPOU3BOJIUIOCH BOCCTAHOBJIEHHUE, CTaBSIT
IITaMIT: "3aMEHEH BOCCTAaHOBJIECHHBIM MOMJIUHHUKOM No..." ¢ yKazaHHEM MOPSIKOBOTO HOMEpa
BOCCTAHOBJICHUS U AAaThl IPUHATUS BOCCTAHOBJICHHOTO MOIJTMHHUKA Ha XpaHEHHE.

4. YYET IPUMEHAEMOCTH JOKYMEHTOB

4.1. Yuer npUMEHAEMOCTH KOHCTPYKTOPCKHX JIOKYMEHTOB CIEIyeT IPOU3BOAUTH B
KapToykax ydera mo ¢opmam 2, 2a, 20 u 2B B COOTBETCTBUM C NPHJIOKCHHUEM 3 WU Ha
MAIIMHHBIX HOCUTEISIX MH(QOpMAIMK HAa OCHOBAHUU JOKYMEHTOB (crienuukanud u Ap.), B
KOTOPBIX B Tpade 0003HaAUCHHE 3aMTMCaH JaHHBIN (YIUTHIBAEMBIN) JOKYMEHT.

4.2. Yuer nNpUMEHAEMOCTH TEXHOJOTMYECKUX JOKYMEHTOB CIJIEIyeT IPOU3BOAUTL B



KapTouKax ydera npumensemoctu o ¢popmam 2 u 2a no 'OCT 31201-85.

CKJIAJIBIBAHUE YEPTEXXEN

ITPUJIOJKEHUE 1
Pexomenoyemoe

1. Jluctel yepTexxkeil Bcex (opMaToOB CleAyeT CKJIaablBaTh CHayasla BJOJb JIMHUMA
NEePHEHANKYISIPHBIX (ITPOJOIBHBIX), a 3aT€M BJOJb JIMHUHA MapauieabHbIX (TOTIEPEYHBIX) K
OCHOBHOM HAJIHNCH.

2. JIuctbl yepTexeil mociie CKIaAblBaHUs JOJKHBI UMETh OCHOBHYIO HAJIIUCh HA JIMIIEBOM
CTOPOHE CJIOKEHHOTO JIKCTA.

3. JlucTel yepTexed CKIAIbIBAIOT B TOCIEIOBATEIHLHOCTH, YKa3aHHOW B Tabm. 1 u 2,
uQpaMu Ha JIUHUSAX CTUOOB.

4. YcTaHaBIMBAIOTCS CIICIYIONTNE BUIBI CKIIaIBIBAHMUS:

1) B Manku B COOTBETCTBUU C TaOII. 1;

2) 1151 HEMOCPECTBEHHOT'O OPOIIIOPOBAHMSI B COOTBETCTBHUH C Ta0J. 2
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ITPUJIO)KEHUE 2
Pexomenoyemoe

1. YUET U XPAHEHME KOITU JOKYMEHTOB

1.1. Konuu IOKYMEHTOB, NMPHUHUMAaeMble Ha XpaHEHHE, JOJDKHBI OBITh KOHTPACTHO




OTIIeYaTaHbl U UMETh POBHBIN (POH Oe3 Pa3HOIBETHOCTH, 3aTPYAHSIONICH YTEHHE TOKYMEHTA.
Ha xomusix momKHBI OBITH BOCHPOU3BEACHBI (0€3 TPOIYCKOB) BCE HWMEIOIIMECS Ha
NO/UIMHHUKE, TyOJIMKaTe UM OpUTHHAJIEC TMHUU, OyKBBI, HU(PHI U T.11.

[Tpu mpueMke KoUK MPOBEPSIIOT HAJIMYKE BCEX JINCTOB U KOMIUIEKTHOCTh TOKYMEHTAlUU
B COOTBETCTBUU C COIPOBOJAUTEIBHBIMU JOKYMEHTAMH.

1.2. Ha npeanpusiTdi MOTYT XpPaHUTh CIEOYIOIIME KOMWUU KOHCTPYKTOPCKUX U
TE€XHOJOTMYECKHUX JOKYMEHTOB:

1) apxuBHBIE;

2) KOHTPOJIBHBIE;

3) pabounue.

1.3. ApxXxHBHBIE KOIMHM OTPa)KarOT COCTOSIHME KOHCTPYKLHH WM TE€XHOJOIMH H3JAEIUS B
NepUOAbl  YTBEPKACHHUS MX 3aKa3yUKOM, TMepeAadyd MOAJUHHUKOB IPEANPUITUIM-
M3TOTOBUTEISIM, IPEKPALLIEHUS IPOU3BOCTBA JAHHOW KOHCTPYKLIUHU U T.II.

B apxuBHBIE KOMMKM U3MEHEHUSI HE BHOCAT M aOOHEHTaM He BBIAAIOT, UX XPaHAT OTAEIbHO
OT JIPYTUX KOIUH.

Ha BugHoM mecTe mamku (ayibOOMa) W Ha JIMIEBOW CTOPOHE KaXKIOW apXWBHOW KOTHH
craBaT mramn "APXVBHBIN SK3EMITISP". Hinke mraMna yKa3sBaloT NPUUHHY H ATy
NPUHATHS Ha XpaHEHUE apXUBHOM kormuu. JlomyckaeTcsl XpaHeHHE apXUBHBIX KOMHI B BHJIE
MHUKPO(DHUIEMOB.

1.4. KoHTposbHBIE KOMUM CIYyXaT JUIsl CIIPaBOK HJIM CBEPKHU JTOKYMEHTALIUM, XPAHAT UX
OTJENIBHO OT JAPYruX KOMUK U a0OHEHTaM HE BBIAAIOT.

Ha nuueBod CcTOpOoHE KaXXIOro JIMCTAa KOHTPOJBHBIX KOMHH Ha BUIHOM MECTE CTaBSAT
mravn  "KOHTPOJIBHBI DK3EMIUISP" (3a MCKIIOYEHHEM KOHTPOIBHBIX —KOIMIA
TUTIOTPAPCKUX U3JIaHUN U COPOIIIOPOBAHHBIX TEKCTOBBIX JOKYMEHTOB, Ha KOTOPBIX IITAMIT
CTaBST TOJIHKO HAa 00JIOKKE U HA TUTYJILHOM HJIM TIEPBOM JIMCTE).

1.5. Ha nwumeBoil cTopoHe KaxAOro JHCTa KOMUM JOKYMEHTOB, BbIJIEJIEHHBIX
['ocynapcTBeHHOM MpueMKe Al KOHTPOJIS MPOM3BOACTBA U NMPUEMKU H3ENUN, Ha BUIHOM
Mmecte ctaBar mrami "OK3EMIUIAP TOCITPUEMKUA".

1.6. Yuer BbImaun (OTCHUIKH) M BO3BpaTa KONMHWKA BHYTPEHHHM W BHEUTHUM aOOHEHTaM
IPOU3BOJIAT MO KAPTOUYKAM y4eTa JOKYMEHTOB (JOpMBI 2, 2a B COOTBETCTBUH C MPUIIOKEHUEM
3.

Beigauy u yueT BO3Bpara KONHI BHYTPEHHUM aOOHEHTaM MOTYT MPOU3BOJAUTEH TIO
a0OHEHTCKUM KapTo4ykaM (hopmbI 3, 32 B COOTBETCTBHH C NMPUIIOKEHUEM 3.

1.7. Konun 1OKyMEHTOB XpaHAT KaK POCCHIINbIO (ITOJMCTHO), TAK U BJIOKEHHBIMU B TANIKU
WJIH, TIPA HEOOXOMMOCTH, COPOIIIIOPOBAHHBIMHU B aJTbOOMBI.

[Ipu XpaHeHHMH pOCCHINBIO (MOJMCTHO) KOMUHU CKiIaabiBaloT Ha ¢opmar A4. Komuw,
MoMeIaeMbie B aTbOOMBI U TANKH, CKIaasBaloT Ha ¢opmarel A4 nnu A3 B COOTBETCTBUU C
IPUJIOKEHUEM 1.

1.8. Konuu KOHCTPYKTOPCKUX JOKYMEHTOB Ha M3JeNIie YKJIAbIBAlOT B Manku (a1b00Mbl) B
npeenax U3eNus UK B peaenaX paroHaTbHO BEIOPAHHBIX COCTABHBIX YaCTEH M3/ENus.

1.9. Konuu KOHCTPYKTOPCKUX JOKYMEHTOB Ha M3/ENHUs YKIaIbIBAIOT B NanKu (a1b00Mbl) B
CIEAYIOLIEH MOCIEI0BATEILHOCTH:

1) cienudukanys u3aeus;

2) DOKYMEHTBI OCHOBHOTO KOMIUIEKTa U3/IeTHs (B MOPSIIKE 3aMMCH UX B CTICHU(DUKAIINHN);

3) cneuM@uKauu COCTaBHBIX YacTed H3IeNus U JOKYMEHTbl OCHOBHOTO KOMILJIEKTa
COCTaBHBIX YacTel M3Ienus (B MOpsAAKE BO3pacTaHUs 0003HaYeHUN). JJOKyMEHTBI OCHOBHOTO
KOMIUIEKTa COCTAaBHBIX YacTeW HW3Jeius MOMENIAoT Mocie cheruuKalnud B THOpSAKE HX
3aMucH B CrICIU(UKALINN;

4) yepTexu JeTanel, 3amucaHHble B clieNU(UKAIMK OCHOBHOIO H3JIENHS, U BCEX €ro
COCTaBHBIX YacTeil (B mOpsiAKe Bo3pacTaHus 0003HAUEHU).

Ecnu Ha neranp (KpoMe depTeka) BBIMYIIEHBI APYTUe€ JOKYMEHTHI, TO MX MOMELIAIOT
MoCIIe YepTeka JeTasneil (B MOpsIKe 3aMicH UX B crielu(UKaImm).



1.10. KOMIUIEKT KONMI TEXHOJOTMYECKUMX JOKYMEHTOB YKIAIbIBAalOT B MAaNKU WU
OpONTIOPYIOT B aTbOOMBI, TIPH 3TOM B OJIHY MAaIKy (aa500M) MOMENIAIOT BCE TEXHOJIOTHIECKHE
JOKYMEHTBI, pa3paOoTaHHbIE Ha OJHO M3JIEIME WJIM HECKOJIbKO M3IENUil, MM PalMOHAIBHO
BbIOpaHHYIO COCTaBHYIO YacTh U3EIHA.

[Ipu HEeoOxoauMoOCTH, B OJIHY Hanky (aap00M) AOMyCKaeTcsl MOMeNaTh TEXHOJIOTHIECKUE
JIOKYMEHTBI 110 OTAEIBHBIM METO/1aM 00pabOTKH U COOPKH H3EITHS.

1.11. B omny manky (anmpbom) yknaaeiBaloT He Oonee 200 NHCTOB JOKYMEHTOB,
MPUBEJICHHBIX K opmarty A4.

1.12. Ilpu GOABIIOM KOJMYECTBE JOKYMEHTOB MX PA3JEISIOT HAa YacTU U YKJIAJBIBAIOT B
HECKOJIbKO Tamok (ampbomoB). Ha sTmkeTkax mamok (aib00MOB) MM Ha WX OOJOXKKax
yKa3bIBalOT HOMEP JaHHOW YacTH, O0Ilee KOJIMYECTBO YacTeld M HOMEpP IK3EMIUIIpa ManKu
(ampOoMa).

1.13. JlomyckaeTcs B Kaxaoil mamke (anbOome) HpeaycMaTpuBaTh OMHUCh, B KOTOPOM
NEPEYUCIAIOT, B IIOCIEAOBATEIbHOCTH HUX PACIOJIOKEHUS, BCE HaxonAdlluecss B Hel
JIOKYMEHTBI.

1.14. Ins Tekymied paOOThI MOAPA3ACIICHUIO, BBITYCTUBIIEMY MOIMHHUKHA JOKYMEHTOB
WIA BeayleMy HaONIOJEHHE 3a HM3TOTOBJICHHUEM W3JENUs B TPOU3BOJICTBE, BBIIEISIOT
AK3EMIUISIP KOIMUM COOTBETCTBYIOIIMX JOKYMEHTOB. Ha JNHMIIEBONM CTOpPOHE Ka)KIOro JIMCTa
Konui (Mpy XpaHEHUU UX POCCHINBIO) WIH HAa BHIHOM MECTE IMaIKH (aJb00Ma) CTaBsT IITaMIT
"SK3EMIUIAP KOHCTPYKTOPA" unu "OK3EMIUIAP TEXHOJIOT'A".

1.15. Ha xonusix ITOKYMEHTOB, 00 M3MEHEHHUSX KOTOPBIX IOCIE BBICHUIKM a0OHEHTOB HE
n3BematoT, craBar mramn "Ob UISMEHEHWI HE COOBILIAETCA".

1.16. B 3ampocax O BBICBUIKE JOKYMEHTAIIMM OT JPYTUX NOPEANPHUSATAN YKa3bIBalOT,
HEeoOXoauMO I OpaTh Ha Yy4YeT 3ampaliuBaeMyl0 JTOKYMEHTAIMIO /IS BBICBUIKH B
IaJbHEHIIEM U3BEIeHNI 00 U3MEHEHUSIX WIN HET.

1.17. Komuu JOKYMEHTOB, WU3bATHIE M3 OOpalIeHHUs BCICICTBHE MpPEKpallCHHs
MIPOU3BOJICTBA M3/JENIUMN, a TaK)KE KOMUU JOKYMEHTOB, aHHYJIIMPOBAHHBIX WM 3aMEHEHHBIX B
CBSI3U C BHECEHHUEM M3MEHEHUH, YHUUTOXKAIOT MOCIIe COCTABICHUS aKTa 00 YHUUTOKEHUH UITH
OIHUCH KOIUH.

2. VUET U XPAHEHUME KOIIUI JOKYMEHTOB JAPYT'UX IPEJINPUATHIA

2.1. Konuu 10KyMEHTOB, MOCTYMUBIIUX OT APYTUX MPEANPUATHMA, XPAHAT YIO0KEHHBIMU B
NarKyd WM MEperyIeTeHHBIMU B allbOOMBI OTIENBHO MO KaXJA0MY MPEANPHUATHIO, KOTOPHIM
OHHU OBUIM M3AaHbI I OTJEIBHO MO KAXKAOMY U3EIHIO.

JlomyckaeTcsi KOMUU XPaHUTh POCCHINBIO (TIOJIMCTHO) CIOXKEHHBIMU Ha (opmat A4 uimu
A3.

2.2. B xaxnoi mamke (anpOome) MOHKHA OBITH OMUCh, B KOTOPOW NEPEUUCIHAIOT, B
IIOCJIE0BATENBHOCTH X PACIIONOKECHMS, BCE HAXOAIINECA B HEH TOKYMEHTBHI.

2.3. Komum peructpupyroT B OTIEIbHOW MHBEHTapHOW kHure. Ha kaxnayro
PETUCTPUPYEMYIO KONMIO (WIM KOMIUIEKT KONHMM) HAHOCAT IITaMIl C YKa3aHUEM
MHBEHTAPHOTO HOMEpa, HOMepa SK3eMIUnsipa (IIpU HAJIWYMKA HECKOJBKHX AK3EMIUIIPOB) H
JIaThl PETUCTPALIUN.

VYKazaHHBIM IITaMIl B Mankax (a1p0oMax) CTaBAT HAa BUJHOM MECTE OIUCH, a TaKXe Ha
ITUKETKE WIH B JIEBOM BEPXHEM YIITy OOJI0XKKH.

Ha xonmsx, XpaHSIUXcs POCCHINBIO (MTOJMCTHO), IITAMIT CTABAT B JICBOM BEPXHEM YTy
KaXJIOTO JINCTa TOKyMeHTa (popmaTta A4 uin JucTa TOKYMEHTa, CJI0KEHHOTo Ha (hopmaT A4.

2.4. Konuu yyuTBIBaIOT B KapTodkax ydera mo ¢gopmam 2, 2a, 20, 2B B COOTBETCTBUH C
MPUIIOKEHUEM 3.

2.5. Konuu apyrux NpeanpusTUil XpaHAT B MOPSAKE BO3pacTaHUs 0003HAUYEHUH 0
KOKIOMY KOy IPEATPUATH.

2.6. B cinyuae npekpallieHus IPUMEHSIEMOCTH YYTEHHBIX KONUI HAa JaHHOM NPEAIpUATAN
JeprKaTelIs MOAJIMHHUKOB CTABAT B U3BECTHOCTD IS CHATHUSA UX C y4eTa.
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IIpumeuanue.B kaprouke yuyera TOKyMEHTOB YKa3bIBaIOT:
1) B rpade "Bun nokymenra" ¢popmsl 2 - BUa JOKyMeHTa (OUIMHHUK, yOJIMKAT W KOIUs), KOTOPBIMA MPUHSAT Ha y4eT;
2) B rpade "PazoBble Bigaun" GpopMbl 2a a0OHEHTHI, KOTOPBIM BBIIAIOT (BBICHIIAIOT) KOMHIO IokyMeHTa co mrtamnoM "Ob UISMEHEHWU HE COOBIIIAETCA".
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OBPA3IbI ITAMIIOB I10 YYETY U OBPAIHIEHUIO JOKYMEHTOB

1. Hltamnsl npeaHa3HAvYalOTCs U1 YIPOIEHUSI HAHECEHUS M JOCTUKEHHSI OTHOTUITHOCTH
U300paXeHUs] HAANMUCEH W yKa3aHWW, TPOU3BOAMMBIX B JOKYMEHTaX B TIPOIlECCe HX
oOpallleHus, a TaK)Ke B U3BEILIEHUSAX U B JOKYMEHTaX y4eTa.

2. lramn "3AMEHEH BOCCTAHOBJIEHHBIM TTO/JJIMHHUKOM Ne....... r." c
yKa3aHUEM MOPSAKOBOTO HOMEpa BOCCTAHOBJICHUS MOJIMHHUKA U JaThl €M0 BOCCTAHOBJICHUS
CTaBST HA MOJIMHHUKAX, C KOTOPBIX U3TOTOBJICHBI BOCCTAHOBIICHHBIC MTOTMHHUKH.

3. lramn "AHHYJIMPOBAH, 3AMEHEH..., uzent. Ne... ot ... r." cTaBar (¢ ykazaHuem
HOMEpa, JaThl BBHIMYCKAa HW3BEIIEHUS M MOAMNKMCH) Ha aHHYJUPOBAHHBIX IO H3BEIIECHUSM
MOJTMHHKUKAX, yOJIMKaTax U KOMUX, a TAKXKe Ha KapToukax ydeTa. [Ipu oTCyTCTBUM 3aMEHBI
CTaBSIT MPOYEPK.

4. Mramn "IIPU HOBOM KOHCTPYWPOBAHWU HE ITIPUMEHATH, B3AMEH
[TPUMEHATD..." cTaBIT Ha OCHOBAHMHU COOTBETCTBYIOIIMX HW3BELICHHN Ha MOJJIMHHUKAX,
nyOnWKaTaXx W KOMHSIX, KOTOPBIE HENb3sl HCIOJIb30BaTh BO BHOBb pPa3padaThIBaeMbIX
U3JIEeNHSIX, a TAK)KE HA KapTOUKax ydera.

5. lIramn "B3AMEH IIOJJIMHHUKA" craBAT Ha OOKyMEHTax MpU OTCYTCTBUH
MOIJTUHHUKOB 3TUX IOKYMEHTOB.

6. ramm "OK3. Ne..." craBsaT (¢ ykazaHueM HOMeEpa DK3EMIUIIpa) Ha mankax (apbomax)
KOMUH ¥ Ha OT/IEJTHHBIX KOTIHSX.

7. Wramn "UHB. Ne.... 9K3. No....... r. " craBar (C yka3aHMEM HMHBEHTApHOTO HOMEPA,
HOMEpA JK3EMIUIsIpa M JaThl PErHMCTpallMK) Ha Tankax (aJgp0omMax) W OTIEIbHBIX KOIHUIX
JOKYMEHTOB JIPYTUX MPEATPUSATHH.

JlomyckaeTcsi TakyKe MCIOIB30BaTh 3TOT MTaMI (0€3 yKa3aHus HOMEpA dK3eMIUIIpa) Ipu
peructpanuy 00pa3noB sl THNOTPAPCKUX U3IAaHUHN U IPYTrUX JOKYMEHTOB, XPaHSIINXCS HA
paBax MOJJIMHHUKOB.

8. Iltammsl "KOHTPOJIBHBIN SK3EMIUISP" u "APXUBHBIN DK3EMITJISP" craBst
COOTBETCTBEHHO HAa KOHTPOJIbHBIX U apXMBHBIX AK3EMILISIpaxX KOMUW U HA Mankax (aaboomax)
xomuit. Iramn "KOHTPOJIBHBIA DSK3EMILISP" cTaBaT Takke HA KOHTPOIBHBIX
AK3EMIUISIPaX U3BEIICHUMN U MPUIIOKEHUN K HUM.

9. Wramner "OK3EMIUIAP KOHCTPYKTOPA" u "OK3EMIUIAP TEXHOJIOT'A"
CTaBSIT COOTBETCTBEHHO HA KOMUSX KOHCTPYKTOPCKHX M TEXHOJOTHYECKHX JIOKYMEHTOB,
BbIIaBA€MbIX [UIsl TEKylell paboThl MOApa3ieseHUI0, BBIMYCTHBIIEMY MOJIMHHUKH WU
BeylIeMy HaOIt0/IeHNE 32 U3TOTOBJICHUEM U3JIEIHA B IPOU3BOJICTBE.

10. Itamn "Ob UBMEHEHWN HE COOBIIAETCA" craBaT Ha KOMUSAX JOKYMEHTOB,
BbIIaBa€MbIX B MOPSAJKE pa3oBOil BblIauM 0e3 BBICBUIKM B JalibHEHIEM H3BEUIeHU 00
W3MEHEHUU ITHX JOKYMEHTOB.

1. mMramn "2SK3EMIUIAP T'OCITPUEMKUM" craBaT Ha KONMSX JOKYMEHTOB H
U3BCIICHUSAX 00 W3MEHEHWH W  TPEABAPUTENBHBIX  W3BEIICHUSAX,  BBIACISIEMBIX
['ocynapcTBeHHOM MpUeMKe JUIsi KOHTPOJIS POU3BOICTBA U IPUEMKH MPOTYKIUH.

JlomyckaeTcsi MPUMEHSATh W IITAMIBl JAPYTUX BHUAOB, YIPOLIAIONINX HAHECCHHE
HaJIMKCEN HA JTOKYMEHTAaX.
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