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Hacroswmmii cTaHaapT ycTaHaBIUBaeT obuide TpeGOBAHHA MO yUeTy H XpaHe-
HHI0 KOHCTPYKTOPCKHX M TEXHOJIOTHUECKHX NOKYMEHTOB (Hajiee — JOKYMeH-
ThI) M3MOEIHH BCeX OTPAcIiel MPOMBILLIIEHHOCTH.

1. OBIIHE TPEBOBAHHA

1.1. CknaapiBaHye KOMMH TOKYMEHTOB NMPOHM3BOOAT B COOTBETCTBHHU C NpH-
TIOXKEeHHeM 1.

1.2. Bce uMenoumecs Ha NpeaNpUATHH® MOATHHHUKH, Ny6IMKaThl H KOMHH
MOKYMEHTOB (flajlee — NMOMIMHHMKH, NyGIIMKaThl M KONMM) MOMIEXAT yuery H
Xp4aHEHHIO B COOTBETCTBHH C pa3fl. 2 M NIPHIIOXKEHHEM 2.

2. YYET U XPAHEHHE NMOAJJIMHHHKOB

2.1. TlogNMHHMKH, TpPUHHMaEMble Ha XpaHEHHE, MOJDKHBI ObITh MPHIOOHBI
IUIST MHOTOKPATHOTO CHATHA KOMMI (OTCYTCTBHE NMpPOPBIBOB, NOOKIIEHKH, MPO-
TEPTHIX MeCT, HEYeTKOCTh TEKCTA, JINHHIA), penporpagpuyeckon obpaboTky H co-
orsercTBOBaTh TpeGoBanuam 'OCT 2.102--68 u 'OCT 13.1.002-80.

2.2. llpu npHemKe MOMJIMHHUKOB [JIsA yueTa M XpaHEHHMs [1OJDKHBI NpOBe-
PATh:

1) KOMIUIEKTHOCTh KOHCTPYKTOPCKHX JOKYMEHTOB B COOTBETCTBHH CO CIie-
MIUKANUAMA WIH OPYTHMH JOKYMEHTaMH, B KOTOPBHIX MEpeYHcrieHbl claBae-
Mble NOMATNHHHKH;

2) KOMINEKTHOCTh TEXHOJIOrHYeCKHUX JOKYMEHTOB B COOTBETCTBHH C Maplu-

DYTHOH KapTOW WIM [IpYTHMH HOKYMEHTaMH, B KOTOPBIX MEPEYMHCIIeHbI C/iaBae-
Mbi€ MOIJIHHHUKH,;

* [lon npennpUsATHEM CieRyeT MOHNMATh NMPEANPHATHE HIIH Op raHKH3aLHIo.

H3ananxe opuunanssoe Mepenevyarxa BOCnpeleHa -

* © WapmatenscTBo craHpapros, 1988
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3) HasMuMe yCTAaHOBJIEHHBIX NoanHced U aat. [Ipunumars Ha XpaHeHHe JOKY-
MEHTHi, HE MMeEIolHe MONMCH NHLA, OCYIECTBIIAIOMErO HOPMOKOHTPONb, KPOME
KapThl TEXHUYECKOTO YPOBHSA ¥ KayecTBa NPOAYKIIMH, He TOMYCKaeTCA.

2.3. Bce mopTMHHUKH, NMPUHATHIE HA XpaHEHHE, PErHCTPHPYIOT B HHBEHTAp-
HOH KHWTe MONJIMHHHKOB IO ¢opMe 1 B COOTBETCTBHH C IIPHIIOKEHHEM 3.

2.4. KaxgoMy MOMIMHHHKY NOKYMEHTa [OIDKeH ObITh IPHCBOEH OIMH MH-
BeHTf'-lPHbe"I HOMEP HE3aBHCHMMO OT KOJIH4Y€CTBA JINCTOB.

Ha moxymeHTe, cOCTOAIIEM M3 HECKOJIBKHX JIHCTOB, HHBEHTapHbIA HOMeEp
HAHOCAT Ha KaKbIH JIUCT.

2.5. HBeHTapHble KHUTHU VI perHCTpallMy NOMJIMHHUKOB H MOCTYNAKLIHX
OT [IpYT¥X MpeanpuATHii HyOGNnKaToB ClefyeT BecTH OTASIBHO Al AOKYMEHTOB
Ha M3[eJIMA OCHOBHOIO ¥ BCHOMOTaTeIbHOrO NNPOH3BOICTBA.

HonyckaeTcs BecTH OIHY MHBEHTAPHYI0 KHUTY I MOMJIHHHHKOB H 1YyOnu-
KaTOB KOHCTPYKTOPCKHX M TEXHOJIOTHYECKHX TOKYMEHTOB M OTHE/IbHbIC MHBEH-
TapHblé KHUI'H I10 BUaM M3JIe/Hil (IHU3eIH, BaTOHbI, TPAKTOpBI, TYPOUHBIH T.1.),
IIpH 3TOM HHBEHTAapHbIe HOMEPa He JOJDKHBI TOBTOPATHCA.

2.6. OnHOBpPEMEHHO ¢ perucrpauyeil NOIMHHKKOB (B HHBEHTapHOH KHUTe)
AOOJDKHBI ObITh 3aNOJIHEHBI U COOTBETCTBYWOUIME Ipadbl ydeTa, PaclOIOXEHHBIE
Ha [one Ui NONMIMBKH JIHCTA IMOMJIMHHUKA.

2.7. Yuer NOJIMHHAKOB fIOTDKeH MPOM3BOAMILCA HAa KapTOYKax ydyera Io
dopmam 2, 2a, 26 U 2B, B COOTBETCTBHH C npmnoxenrem 3. Ha xaxnpiit noxy-
MEHT, KOTOPOMY NPHCBOEH WHBEHTAPHbLIA HOMEp, NOIKHA ObITh COCTARNICHA OT-
AeJIbHAsk KApTOUKA YUeTa.

Insa npoekTHON DOKYMEHTAaUMH, JOKYMEHTAUMH BCIIOMOIaTeNbHOTO MIPOU3-
BOJCTBA M eWHUYHOIO MMPOM3BOJCTBA JIONMYCKaeTCA KapTOYKH y4yeTa HE COCTaB-
TATh.

2.8. IlomIMHHHKH KOHCTPYKTOPCKHX JOKYMEHTOB ClleyeT XpaHHUTh nogop-
MAaTHO B NopAaKe BO3pacTaHusa 0Do3HaueHHH NOKYMEHTOB B IIpefesiaXx Kaxio-
ro popMaTta ¥ KOAa npeanpuATUs-paspaborymka.

HonyckaeTcst XpaHUTh NOMIMHHUKK HO BO3pacTaHWi 0003HaueHWH HOKy-
MEHTOB B npefenax u3nenus 6e3 yyeta ¢popmaron.

2.9. MlopgnUHHUKH TEXHOJIOTHYECKHUX [OKYMEHTOB ClledyeT XPaHHUTh IO Me-
Togam 06paboTkH K cOOpKH Hagenna Ge3 yuera popMaroB B NOPAOKE BO3PACTa-
Hus ux 0d03HaueHui ma 'OCT 3.1201—85 B npenenax kaxaoro Meroaa o6pabor-
KH¥ H COOPKH M3[eIUA.

Jonyckaercs XpaHMTh NOMIHHHUKY KOMIUTIEKTaMH IO BO3pacTaHuio 00o3Ha-
YeHHH KOHCTPYKTOPCKHX TOKYMEHTOB, YKa33HHbIX B OCHOBHOMH HaIIUCH TEXHO-
NOrHYECKHMX NOKYMEHTOB.

2.10. IMopyuHHMKH, BHINOIHEHHbIE Ha JIMCTaxX MeHblle ¢popmara Al crienyer
XPAaHUTb B pa3BePHYTOM BHME.

IlopmuunicH, BhINOIHEHHbIE Ha JTHCTaX ¢opmara Al u 6ollee, pexomeHayer-
CAl XpaHHTb CBEPHYTHIMM Ha CKaJIKaX WIM B pa3BepHYTOM BHIE.

2.11. IHowIMHHMKH aHHYJIMPOBAHHBIX M 3aMEHEHHBIX JOKYMEHTOB ClleflyeT
XPaHUTh OTHE/IBHO OT [AEHCTBYIOIIMX MOMIHHHMKOB M HX JOMYyCKaeTcsa CKJIafbl-
BaTh Ha (popMarsl A4 1 A3 B COOTBETCTBHH C MPHIOXKEHHEM 1.
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3. BOCCTAHOBJIEHME NMOAJIMHHUKOB

3.1. TlonnMMHHHMKHM, NpHUIeqIe B HErOAHOCTb HWIIM yTepAHHbIE, OIDKHBI
ObITh BOCCTAHOBJIEHBI.

BoccraHOBNIEHHBIN TTOQJIMHHMK MOXET ObITh M3TOTOBJIEH TOJBKO MOCTE COC-
TaBJICHKUA aKTa O CHUCAHWM NPHILENUIETO B HEMOJHOCTh WIH YTEPSAHHOTO MOIJTHH-
HHKA.

3.2. BoccTaHOBJIEHHBIE NMOJIMHHUKW MEACTBYIT Ha IpaBax 3aMeHeHHbIX
HNOMJTUHHUKOB.

B BOCCTaHOBIICHHBIA NMOMIMHHUK HOJDKHbI GBITh BHECEHBI H3MEHEHHUA B COOT-
BETCIBMM CO BCEMH M3BEIICHMAMMU, BBINYLIEHHBIMH O MOMEHTA €ro BOCCTAHOB-
JIEHUS.

3.3. BoccraHoBjicHMe NMOOAMHHMKOB [IOJKHBI MPOU3BOMMTH: penporpadu-
YeCKMM CIIOCOOOM, BPYUHYI0, NMEPEReyaTKol Ha MUUIYINEH MAlIMHKE WIIH C IO-
Molusio IBM.

[lomMHHKK, BOCCTAHOBIICHHBIH BPYUHYI0, IO CBOEMY TEXHMYECKOMY COJIEp-
KaHUI0 [IOJDKEH INPEencTaBJIATh TOUHY0 KONHI BOCCTaHABIIMBAEMOI'O ITOJIMH-
HHKA.

3.4. B nopyMHHMKe, BOCCTAHOBIIEHHOM BPYYHYIO, HE [OJDKHBI GBITh BOCIPO-
A3BeJIEHBbI Pa3Mephl, HAAMUCH, rpadHiecKHe U30DpaXKeHUA U T. I1., 3a4ePKHYThIE
10 U3BELUIEHUAM OO0 M3MEHEHWH B NMOMJIMHHHKE (WIM KOIMHH), ¢ KOTOPOIO CHH-
MaeTCsa BOCCTAHOBJIEHHBIM NOAJIMHHHUK .

B BoccTaHOBIEHHOM NO/UIMHHHKE HE JOJKHBI GbITh BOCIPOU3BEIEHBI TAKKe
NOpAIKOBBIE HOMEPA W3MEHEHHH# U BhIHOCHBIE JTMHMM K HUM, HaHEeCEeHHbIe paHee
B CBS3H C NPOU3BEJECHHBIMH H3MCHEHUAMM,

3.5. B Tabnuuy U3MeHEeHUH NOIJIMHHUKA, BOCCTAHOBIIEHHOTO BPYUHYIO, JOJIXK-
Ha ObITb MepeHeceHa 3aMMCh TOMBKO O NOCIeHEM H3MEHEHHH.

IIpu BoccTaHOBJIEHHH NMOMJIMHHKKA ¢ JOKYMEHTOB Ha [IBYX M Oollee JUCTax
MOPAIKOBbIE HOMepa H3MeHCHWH, OOO3HaueHUs H3BElUEHHH 00 HW3MEHEHHH H
OpyTHe OaHHble MOCJIeJHEr0 U3MEeHEHUA KaXK0T0 IUCTA BOCCTAHOBIIEHHOrO 10[1-
JIMHHKK @ [OJDKHb] ObITh MPOCTABIJIEHHI HA OCHOBAHHH UMEKILLUXCA 3allucei B Tab-
JIMLE H3MEHEHUH Ha JaHHOM JIMCTE¢ BOCCTAHABJIMBAEMOIO IOKYMEHTA.

B nucre perucTpauum ¥3amMeHeHMsT BOCCTAHOBJIEHHOTO MOMJIMHHHKA JIO/DKHBI
ObITb BOCIPOM3BE/IEHD! JJAHHBIE, OTHOCAIIIMECH KO BCEM paHee BHECEHHBIM B JTOT
JNIOKYMEHT U3MEeHEHHAM (HAUUHAA C IepBOro U3MEHEHHs ) .

3.6 B3amMeH MOO/TMHHBIX MOAMUCEN, BU3 M AT, UMEIOILMXCA HA MOITUHHUK €
(B TOM uMcIle Ha MoJie AJIA HOAILIMBKH M JIHCTe perucTpalMi W3MEHeHHH) , B BOC-
CTAHOBJIEHHOM MOMJIMHHUKE, M3TOTOBJIAEMOM BpPYUYHYI0, B KPYITIBIX CKOOKax
JOMmKHO ObiTh HanMcaHo: |, (Tlomuce) ” u ,, (Harta) ™.

[Ip1 M3roTOBNEHUH BOCCTAHOBIIEHHOTO MOMIMHHHEKA ¢ paHee BOCCTAHOBJIIEH -
HOIO MNOMIMHHHUKA (WM CHATOM C HEro YYTEHHOM KONHHM) MMECILYICA Ha
MOCIIEAHEM HAMMUCh O BOCCTAHOBJIEHMH MOAJIMHHUKA MONYCKAETCA He BOCIIPOH3-
BOJIMTh.

3.7. BoccTaHOBIIEHHBIE TIOJIMHHUKY HO/DKHBI ObITh NOIIIMCAaHbl OTBETCTBEH-
HbIM JIHLOM MO YKAa3aHWK PYKOBOIMTENIA MOAPAa3fleIeHUs ,BbIYCTHBIIETO MO~
NHHHUKY WIK BeJIylero HabnmwaeHue 34 U3rOTOBJIEHUEM H3[ICIIHA,
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Hannuce, nogrBepkpamoilyo MpaBUNIBHOCTh BOCCTAHOBJIEHHOTO MOMTHHHH-
Ka, ClleflyeT BBIMOJIHATL TYLIbI0 HWIH MAUIMHHBIM CIIOCOGOM Ha IOJie IS Mom-
IIMBKH JOKYMEHTA, HallpHMeEp :

,»BOCCTaHOBJIEH C MOJIMHHHKA.

Bepro: (moamuck, dpaMuns u nara) .

,,BOCCTaHOBJIEH C KOITHH.

Bepno: (nmopmuce, bamuwius u gara) .

3.8. B BepxHeM IpaBOM yriy NOJA KaXJOro JIMCTa BOCCT2ZHOBJIEHHOTO NOJ-
JIMHHUKA JO/DKHA ObITh HaANMCh TYIUBIO MIIM JAOJDKEH OBITh MPOCTABJIEH ILUTAMII:
,» BOCCTaHOBIIEHHBIH MOUTHHHUK N° . ” ¢ yKa3aHHeM [OpAAKOBOrO HOMepa
BOCCTAHOBJICHUSA TAHHOTO JIUCTA MOTHHHMKA.

3.9. BoccTaHOBJIEHHDIH [TOQJTMHHAK JOMDKEH MMeTb HHBEHTAapHBIA HOMep BOC-
CTaHaBIIMBaeMOro TMOmIMHHHKE. O BOCCTaHOBIEHHM HOKYMEHT2 nomicna OBITH
cfiellaHa OTMETKa B MHBEHTapPHOH KHHre,

3.10. Ha nopjiMHENKe MITH KOIMU, C KOTOPBIX [POM3BOIHAOCh BOCCTAHOBIIE -
Hue, crasaTr mramin: ,,3AMEHEH BOCCTAHOBJIEHHLIM [OIUTMHHUKOM
N® .. .7 ¢ ykasaHueM NOPAIKOBOIO HOMEPA BOCCTAHOBJICHHS M JIaThl IPUHATHS
BOCCTAHOBJIEHHOTO NOUIHHHHKA Ha XpaHeHHE.

4. YYET INIPUMEHAEMOCTH QROKYMEHTOB

4.1. YueT npHMeHAEMOCTH KOHCTPYKTOPCKHX JOKYMEHTOB CJIEyeT MPOH3-
BOJMTh B KapTOYKax y4yera 1o ¢opmam 2, 2a, 26 U 2B B COOTBETCTBHH C ITPHJIO-
KCHHEM 3 WM Ha MAIIMHHBIX HOCHTENAX HHGOPMALMK Ha OCHOBAaHHH JOKYMeH-
TOB (CneuuHUKaMH H 11p.), B KOTOPBIX B rpade 0603HAUeHHe 3alTHCaH NaHHbBIN
(YUMThIBaeMBbIi) JOKYMEHT.

4.2. Yuer npuMeHAEMOCTH TEXHOTOTHYECKHX JOKYMEHTOB CIIElyeT IIPOU3BO-

OUTb B KapTOYKaX yd4era MNPHMEHAEeMOCTH o ¢opmamv 2 ¥ 2a no I'OCT
31201-85.

IIPHIIOXKEHHE |
Pexomendyemoe

CKIIAJBIBAHHE YEPTEXKEH

1. Jluctel uepTexelt Bcex ¢opmaToB cliedyeT CKIIamhiBaTh CHaYalia BLOOJL IMHHHA Mep-
TCHAMKYTAPHEIX (IPOXOJIBHBIX), a 3aTeM BJOJL JIMHHH HapalUleNneHBIX (NMOMHEpeYHBIX) K
OCHOBHO# HAIIINCH.

2. JldcThbl yepTexel Mocie CKIaAbIBaHMA OOKHBI HMETh OCHOBHYIO HaJNHCh Ha JKLie
BOH CTOPOHE CNOXKEHHOTO JIMCTA.

3. JcTel yepTexked CKIAOBIBAOT B NOCNENOBATENHHOCTH, YKasaHHOK B Tabn. 1 u 2,
uudpamMH Ha THHUAX cTHGOB,

4. YCTaHaBNUBAKTCH CHEAYIOUIHE BHILI CKITAIBEBAHMA ;

1) B manku B cooTBeTCTBUM ¢ Tabm. 1; '

2) s HemocpencTBeHHOro GpouopoBaHs B COOTBETCTBUM ¢ Tabn, 2.
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Hpodonxcenue raba. 1
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IIpoooaxcenue raba. 2
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TIPHIIOXEHHE 2
Pexomendyemoe

1. YYET U XPAHEHHE KOIIHA JOKYMEHTOB

1.1. Konu# JOKYMEHTOB, NpMHUMAEMbIE Ha XPAHEHHE, JOMKHAEI OBITL KOHTPACTHO OT-
neyaTaHel ¥ HMeTh POBHBIR ¢oH 6e3 pa3sHOLBETHOCTH, 3aTPYyOHAKILEH UTeHMe QOKYMEHTA.
Ha xomsax porxubl 6uiTh BocrpoXaBeneHbl (6e3 MponycKoB) Bce MMeIOUIMecH Ha MOOJIMH-
HMKeE, myGnuKaTe WIH OpMIMHANE JTUHHH, Gy KBhI, IAGPHI M T. I1.

IIpy npHemMKe KOMHA NPOBEPAIOT HATHYHE BCEX JIHCTOB H KOMIUIEKTHOCTE IOKYMEHTa-
UMH B COOTBETCTBHMH C CONPOBOAMTENBHBIMH JOKYMEHTAMH.

1.2. Ha npepfipusaTUM MOTYT XPaHHTh CIEAYOLIME KOMMH KOHCTPYKTOPCKHX M TeXHO-
JIOTHYECKHMX JOKYMEHTOB:

1) apxuBHEIE;

2) KOHTpOJIBHbIE;

3) paboune.

1.3. ApxHBHbIE KOIIMH OTPaXalT COCTOAHHE KOHCTPYKIMH MITH TEXHONOTHM H3Ieds
B IEpHObl YTBEPXKOEHMA HX 32Ka3uHKOM, Nepefayl MOITHHHUKOB MpennpHATHIM -H3r0TOo-
BUTeNIAM, NPEeKPAILLEHHA MPOH3IBOLACTBA JAHHOM KOHCTPYKUMH H T, II.

B apxuBHBIe KOIMH M3MEeHeHHS He BHOCAT ¥ aboHeHTaM He BRIAIOT, MX XPaHAT OTHEIIb:
HO OT OpYTHX Kommit,

Ha BHpHOM mecte manku (a1pGoma) M Ha JIMIEBON CTOPOHE KaXIOM apXHBHON KOITHH
craBAT wiramn ,, APXUBHBIH JK3EMIUISP”. Huxe HITamMIla yKa3bIBaloT OPHUMHY H ATy
TpUHATAS HA XpaHeHHe apXHBHOH xoImMH. Jlomyckaerca XpaHeHHe apXMBHLIX KOIUHA B BUIe
MHKpPOhWIEMOB.

1.4, KoHTpoNBHBIE KONMM CIYXAT [UIA CINPaBOK WIH CBepKH MOKYMEHTAlMM, XPaHAT
HX OTHENBHO OT APYTrUX Konu#t 4 aBoHeHTaM He BBIOAIOT,

Ha nuiteBoft cTOpOHE KaXOOTO JIMCTA KOHTPONBHEIX KOIMMHA Ha BUOHOM MECTE CTABAT
urramn ,, KOHTPOJIBHBIH J3K3EMITJISIP™ (3a Mckmouenuem KOHTPOJIBHBIX KONMH THITOr-
PapCcxuX M3MaHUN M cOPOINOPOBAHHBIX TEKCTOBBIX JOKYMEHTOB, H4 KOTOPBIX LITaMII CTa-
BAT TOJIBKO Ha 00NMoXKKe U Ha THTY/IEHOM WIH IEPBOM JIMCTE) .

1.5. Ha nuueBo#t CTOpOHE KaXoro JIMCTa KOMMHA MOKYMEHTOB, BbimeleHHbIX Tocymap-
CTBEHHOH IIPHEMKE UIA KOHTPOJIA NMPOM3BOICTBA M NMPHEMKH HM3JETHit, Ha BUOHOM MeCTe
craBAr wWwrami ,,IK3EMIUISAP I'OCIIPUEMKH™.

1.6. Yuer BrIgayM (OTCBUIKH) M BO3BpaTa KOMH BHYTPEHHMM H BHelUHMM aboHeHTam
NPOM3BOAAT M0 KapTOYKaM yuyeTa JOKyMeHTOB ¢opmsel 2, 2a B COOTBETCTBMH C IIPHIIOXKE-
HHeM 3.

Brimauy ¥ yueT BO3BpaTa KOIMiIt BHYyTpEHHMM aGOHEHTaM MOTYT NPOM3BOIHTL No abo-
HEHTCKHM KapToukam ¢opmel 3, 3a B COOTBETCTBHM C MPHIIOXKEHHEM 3.

1.7. Komuy OOKYMEHTOB XPaHAT KaK POCCHINBI0 ([OJTMCTHO), TaK M BIIOXEHHBIMH B
ManKy WM, NpH HeoBXogUMOCTH, c6pONHOPOBAHHBIMH B AJTLOOMBI.

Hpu xpaHeHHH pocchinbio (MOMHCTHO) KOMHM CKIaghiBaloT Ha dopmar A4.

Konuu, nomeuiaemsle B anpGoMbl M NManKM, ckiagsiBaloT Ha dopmathl A4 ud A3 B
COOTBETCTBHH C IIPWIOXKEHHEM 1.

1.8. KonMK KOHCTPYKTOPCKMX JOKYMEHTOB Ha M3[eliMe YIUIabIBAIOT B HalKu (alib-
O0MBI) B mpenenax W3OENUA WIH B ApefeliaXx palMOHANBHO BHISPAHHBIX COCTaBHBIX YacTeif
U3[1enus.

1.9. KolmMH KOHCTPYKTOPCKMX HOKYMEHTOB Ha M3[IeJIMA yKJIafbIBAIOT B IalKH (allb-
GomMpl) B crenyolLel NocnexoBaTeNbHOCTH

1) cneumbukauus anenus;

2) DOKYMEHThI OCHOBHOI'O KOMIUIEKTA HW3NeNHA (B MOPSKE 3allACH UX B cneurduka-
uMu) ;

3) crneurdMKalMH COCTABHBIX YacTel M3AENIUA M JOKYMEHTH! OCHOBHOI'O KOMIDIEKTa
COCTAaBHBIX YacTeH H3NEIIHA (B mopAnKe Bo3pacTaHUs oGo3HaueHHH) . JOKYMEHTBI OCHOBHO-
I'0 KOMIUIEKTAa COCTABHBIX YacTed M3NIENIMA MOMealoT nociie cnelHpUKAIHH B NOPAIKE HX
3aNMcH B cnieluHKaALMH;
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4) yeprexM metaniel, 3anMcalHble B crieliMdUKali4 OCHOBHOFO H3ME/IUI,H BCEX €T0 COC-
TaBHEIX yacTelf (B nopsake Bo3pacTaHus 0003HAYEHHHA) .

Ecnu Ha perans (Kpome uepTea) BbIMYLICHBI APYTrHe MOKYMEHTHI, TO MX MOMELIAKT
flocie YepTeka AeTasiel (B MOpAAKeE 3ankcH uxX B cneldpuKalivim) .

1.10. KoM1ieKT KOIMHA TeXHOMOTHYECKUX JOKYMEHTOB yKJIaAbiBaloT B MaNKH MK Gpo-
WIOPYIOT B ank0OMBI, P TOM B oAHYy manky (ansboM) Momeralor Bce TEXHOMOMHYECKHE
NOKYMEHTBI, pa3paboTaHHbIe Ha OOHO W3ENIHE WK HECKOMBKO W3MACTHMH, HIIH palHOHalLHO
BhIGpaHHYIO COCTABHYIO YaCTh U3MCTIHUA.

Mpu HeoOxooumocTH, B onny tanky (ansbom) monyckaeTcs IOMelaTh TeXHOJIOTHYEC-
KHie [JOKYMEHTBI 110 OTAeNBHBIM MeTogaM o6paboTKH K cOOp KU U3IeN .

1.11. B opny nmanky (aiirbom) ykiagsiBaioT He 6osiee 200 THCTOB HOKYMEHTOB, IIpHUBeE-
NEeHHbIX K popmaty A4,

1.12. Tlpu GonplIOM KOIHYECTBE JOKYMEHTOB MX pa3IesisioT Ha YacTH M YKIIaAbIBalOT
B HECKONBKO manok {(anwbomoB). Ha ?THkeTKax nanoxk (annbomMoB) WAM Ha MX 00NOXKax
Y Ka3kLIB3IOT HOMEP IaHHOM 4acTH, o0Lie¢ KOMHMYECTBO YyacTei H HOMeEp 3K3eMIUIApa ManKH
(ansboma) .

1.13. Jlonyckaerca B kaxaoM manke (anwbome) NpeaycMaTpUBATH OIMChb, B KOTOPOH
MepeuucrIaiT, B NMOCIeHOBATENBHOCTH HMX paclOJIOXKEHHMA, Bce HaXopsIuMecsd B HCH [IOKY-
MEHTHI,

1.14. Ina rexyluei paboTsl nogpa3nencHKo, BRITYCTHBIUEMY NOONHHHHKH JOKYMCH-
TOB WIM BenylueMy HabmioleHHe 3a M3TOTOBJICHHEM M3AENHs B NPOH3BOOCTBE, BBIAEIAIOT
IKIEMIUIAP KOIMH COOTBETCTBYIOUMX AOKYMeEHTOB. Ha JMUeBOH CTOpOHE KaXOOro JUCTa
KONMK (NpH XpaHeHHHW MX POCChINBI) WIM Ha BHOHOM MecTe NMankM (anmeboma) craBsAT
wrramn [ IKIEMIUIAP KOHCTPYKTOPA™ wnu , OK3EMIUIAP TEXHOIOTA™.

1.15. Ha xomusIX ZO0KyMeHTOB, 06 HU3MeHEHHAX KOTODPLIX NMOCIE BBICHIIKH 200HEHTOB
He H3BellapT, cTaBAaT tutamn ,,0b UBMEHEHWHU HE COOBINAETCA™.

1.16. B 3anpocax o BBICBUIKE AOKYMEHTalUHH OT APYIHX NPEANMPUATHH yKa3bIBaioT,
HeoOxoaHMo st GpaTh Ha yueT 3alpatiMBaeMyK OOKYMeHTaUMiO [UIA BBICBUTKH B HaJIbHEH-
1IeM M3BeLIeHUH 00 H3IMECHEHHAX WK HeT.

1.17, Konmun DOKYMEHTOB, H3bATHIC W3 00palllcHHA BCIEOCTBYE MPEKPALICHHS MpOH3-
BOICTBA H3[enHUi, a TaK)Ke KOMUH IOKYMEHTOB, aHHYJTHpOBAHHbLIX WIH 3aMeHEHHBIX B CBSA3Y

C BHCCCHHEM H3MeHeHHH, YHHUYTOXAIOT 110CcTle COCTABNEHHS aKTa 06 YHUUTOXEHHH MK OIMCH
KOIMUHA,

2. YYET H XPAHEHHE KONHWA JOKYMEHTOB [PYIUX NMPEANPUATHIHA

2.1. Konuu OKYMEHTOB, MOCTYNMUBIIUX OT APYTUX NPEAINPUATHH, XPAHAT YITIOXKCHHbI-
MH B [ANKH WIH NepeIUIeTEHHEIMK B ajIbOOMBI OTOENBHO N0 KAXIOMY NP CANPUATHIO, KOTO-
pbIM OHH ObUTH M3[1aHbI WIHM OTHENBHO 10 KKAOMY H3EIHIO.

HOTYy CKAETCH KOIMM XPAHHTh POCCHINEI (MOIMCTHO) CIIOXEeHHBIMH Ha ¢opmMatr A4
win A3,

2.2. B kaxpaoi nanke (ansbome) AOMKHA OBITH ONKCh, B KOTOPOMH IEpeyucisiioT, B noc-
NEIOBATENBHOCTH MX PACTIONIOKEHNS, BCe HaX oA LMecs B Hell JOKYMEHTBI.

2.3. Konuy perMeTpUpyioT B oTaensHoll uHBeHTapHoil KHure. Ha KaXOylo perucTpupye-
MYI0 KOMUK (WIH KOMIUIEKT KOMHMH) HAHOCAT WITAMI ¢ y Ka3aHHCM WHBEHTAPHOTO HOMeEpa,
HOMepa 3K3eMIUIApa (MPH HAJIMUMH HECKOJIBKHUX IK3EMIUIAPOB) M OaTbl PETUCTPALMH.

ViazaHHplf LIraMn B nankax (anefomax) cTaBAT HA BUAHOM MECTE ONHCH, a TAKXKe Ha
ITMKETKE WIH B IEBOM BepXHeM YTy 00110XKH.

Ha KOOMAX, XPAHAHMXCA POCCHIBIO (MONUCTHO) , WWTAMII CTABAT B IEBOM BEPXHEM YT-
Ny KaX[aoro JIMCTa AoKymeHTa ¢opmata A4 WM JIHCTa NOKYMEHTa, CII0OXKEHHOrO Ha dop-
maT A4,

2.4. Komi# yydThIBAIOT B KapToykax yyera no ¢popmam 2, 2a, 26, 2B B COOTBETCTBHH C
MPHNOKEHHEM 3.

2.5. KoMK OpyT¥x MpeanpUATHE XpaHAT B NOPsNKe Bo3pacTaHus ofo3HaueHuik mo
KaXOIOMy KOOy NMpennpUATHA.

2.6. B cnyyac npekpalleHus NPUMEHAeMOCTH YUTEHHBIX KOMHA Ha AHHOM MpEnIpHs-
THH JlepXKaTels MOITHHHUKOB CTaBAT B M3BECTHOCTE IJIA CHATHA HX C yueTa.
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MTpumeyan e B KapTOUKE YUYETa JOKYMEHTOB yKa3biBaloT:

1) B rpade ,,Buy moxyMmenta’ dopmbl 2 — BHIX DOKyMeHTa (MONJIMHHHMK, nyOnukar
WIH KOIHA) , KOTOPLIY NPHHAT Ha yueT,;

2) B rpade ,,PazoBeie BbImau’’ (opmbl 2a — a0OHEHTHI, KOTOPLIM BBIAIOT (BLICHI-
JIA10T) KONUI0 JoKyMeHTa co mitamnoMm ,,Ob UBMEHEHHWUM HE COOBIIAETCA™.

TIPHJIOXEHHE 4
Pexomendyemoe

OBPA3LIbI MITAMIIOB MO YYETY U OBPAUEHHI JOKYMEHTOB

1. lramMnel npefHasHA4daloTCsa AJA YIPOLIEHHA HAaHeCeHUA H JOCTHXEHUS OfHOTHITHOCTH
H300paxeHnsa HannMcell ¥ yKasanuii, DpoN3BOAMMBIX B IOKYMEHTax B npolecce ux obparue-

HHA, a TAK)KE B U3BECICHHAX U B JOKYMEHTAX YieTa.

2. ldramn ,,3AMEHEH BOCCTAHOBJIEHHBIM TIOIJIMHHUKOM N ..., ...1." ¢
YKa3aHKHeM INOPAAKOBOI0 HOMEpPAa BOCCTAHOBIEHUs MMOUIMHHMKA M aThbl ero BOCCTAHOBIE-
HH5 CTaBAT Ha MOJJIMHHKKAX, ¢ KOTOPhIX H3TOTOBJIEHEl BOCCTAHOBIIEHHBIE ITOMIJIMHHHKH

3. Wtamn ,,AHHYJIMPOBAH, 3AMEHEH..., ussew. N ... oT ... r.” craBAr
(c yxasaHHem HOMepa, AAThI BBITYCKA U3BEUICHHS ¥ IOMIIMCH) HAa aHHYJTHPOBAHHAIX 110 U3-
BELUCHMAM IMOANMMHHMKaX, NyOJIMKATaX U KOIMAX, a TAKXKe Ha KapToukax yueta. [Ipu oTcyT-
CTBMH 3aMEHBI CTABNT NPOYEPK.

4, INiramn ,JIPH HOBOM®' KOHCTPYUPOBAHWMU HE IMPUMEHATH, B3AMEH
IIPUMEHATD . . .’ cTaBAT HA OCHOBAaHHH COOTBETCTBYIOIIMX H3BEILEHUH Ha MONJIMHHUKAX,
OyBnuMKaTax M KOMMMAX, KOTOPBIE HEJIB3H UCMONB30BaTh BO BHOBB Pa3pabaThIBaeMbIX M3Jle-
JIHSX, 2 TAKOKE Ha KapTOYKaX yueTa.

S. Iramir ,,B3AMEH [TOJJIMHHUKA™ cTaBAT Ha JOKYMEHTaX IpH OTCYTCTBHM nof-
JIHHHUKOB 3THX [JOKYMEHTOB.

6. Mramn ,,2K3. Ne. .. > craBar (¢ yKa3zaHMeM HOMEPA SK3eMIUISpa) Ha Mankax (aik-
6omMax) KOMMH M Ha OTOENLHLIX KOMMAX.
7. Wramm ,,MHB. No, .., OK3. N?.,., ,..r.” craBaT (C yKa3aHHEM MHBEHTAPHOI'O

HOMepa, HOMEpPA IK3EMIUIApa H [HaThl pErMCTpauMHM) Ha flankax (aipbomMax) H OTOeIBHBIX
KONWAX JOKYMEHTOB [P YTHX NnpeanpusTuil.

Honyckaerca Takke MCHONMB30BATE 3TOT IUTaMn (6e3 yKazaHUs Homepa IK3eMIULApa)
HpH perucTpalMy o6pa3uoB i THIOIPahCKUX H3AaHHR U IpyTHX JOKYMEHTOB, XpaHALMX -
CH HA NPaBax NMOLJTUHHHKOB.

8. Mitammer ,, KOHTPOJIbHLIM J3K3IEMIIAP” u , APXUBHBIA JK3EMILJISAP”
CTaBAT COOTBETCTBEHHO Ha KOHTPOJIBHBIX M apXMBHBIX 3IK3eMIUISpax KoOIMH H Ha namkax
(ans6omax) xomu#, Iitamn ,,KOHTPOJIBHBIM JK3EMIIJISIP” craBAT TaKXKe HA KOHT-
POJIBHBIX 3K3EMIUISIPaX M3BEILCHHHR ¥ NPUIOKEHUH K HUM.

9. Wramner ,, IKIEMITIAAP KOHCTPYKTOPA” u ,,OK3EMIUIAP TEXHOIIOTA”
CTaBAT COOTBETCTBCHHO HA KOMUAX KOHCTPYKTOPCKHMX M TEXHOJIOIMYECKHX NOKYMEHTOB,
BbilaBaeMbix Ui TeKyllueld paboThl 1Toapa3eIeH|Io, BRINYCTHBIIEMY IMOIJIMHHUKH WITH Be-
Dyilemy HabnwoaeHnme 3a U3rOTOBIICHAEM HM3OCTIMH B MPON3BOACTBE.

10. Illtamn ,,O0b UBMEHEHUH HE COOBIEAETCA” CcTaBAT Ha KOOUAX IOKYMEH-
TOB, BBIJaBacMBIX B IOPsIIKE pa30oBOH Bhiflaud 6¢3 BBRICHIIKM B JIAJIBHCHALIIEM K3BelLEeHHH 06
H3MEHCHHH 3TUX OKYMEHTOB.

11, Myamn [ 9K3EMITJIAP TOCIHPUEMKH™ cTaBAT Ha KOMMAX DOKYMEHTOB U U3Be-
WieHUAX 00 M3MEHCHHM M NpeHBapHTENBHLIX W3BelllcHUAX, BoIaenseMbIXx [ocynapcrBeHHOM
IIPUEMKE JUTA KOHTPOJIA MPOM3BOICTBA U NPUEMKH HPOIY KIMHK,

12. HonyckaeTcs DpHMEHATh M LITaMNbl APYIHX BUAOB, YNPOLUAIWIMX HaHECCHHE
Hajgnuce# Ha JOKyMEHTaxX.
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