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OKCTY 0002

Hara seepenns 01.01.89

HacTosuii cranmapT ycTaHaBiMBaeT o6mue TpeGOBaHUA HO Y4YeTy U XpaHe-
HUI0 KOHCTPYKTOPCKHX M TEXHOJIOTHUECKHMX AOKYMEHTOB (mHanee — HOKYMeH
ThI) H3MAETHI BCeX OTpacilei MPOMBILLITEHHOCTH.

1. OBHIHE TPEBOBAHHA

1.1. CxnangpiBaHKe KOMUA JOKYMEHTOB IIPOM3BOMAT B COOTBETCTBHUM C IPH-
JioxeHHeM 1.

1.2. Bce uMewmiuecs Ha NMpeMIPHUATHH® MOUIMHHUKH, NYOIHKAThI ¥ KOITHH
JNOKYMEHTOB (faliee — MOMIMHHUKH, NyGTUKATHL U KOIMM) INOMIEXAT YUeTy H
XpaHEeHHIO B COOTBETCTBHH C pasfl. 2 ¥ NPHIIOXKeHHeM 2.

2. YYET U XPAHEHHE NOIJINHHHUKOB

2.1. HopnuHHUKH, NpHHUMaeMble Ha XpaHeHHe, [OIDKHbI GbITh IPUrOLHBI
I MHOIOKPAaTHOTO CHATHA KONHH (OTCYTCTBHE NPOpPBLIBOB, NOMKIIEHKH, IPO-
TEPTBIX MeCT, HeUeTKOCTh TEKCTa, JIMHUH), penporpaduieckoi o6paboTKy M co-
otBercTBOBaTh TpeGoBanusam 'OCT 2.102—-68 u I'OCT 13.1.002—80.

2.2. Ilpu npueMke NOIJTMHHMKOB IS Y4eTa M XpaHeHHs HOJDKHbBI MPOBe-
PATH:

1) KOMIIEKTHOCTE KOHCTPYKTOPCKHX JOKYMEHTOB B COOTBETCTBHH CO Cile-
IMGHKANMAMYE WIM APYTHMH TOKYMEHTaMH, B KOTOPBIX IEPEUHCIIEHBI CaBae-
MbI€ MTOJIHHHHKHY ; ’

2) KOMIUIEKTHOCTh TeXHONIOTHYECKHX HOKYMEHTOB B COOTBETCTBHM ¢ Mapil-
PYTHOH KapToW WIN [IPYTrHMH JOKYMEHTaMH, B KOTODbIX IEepeuYHCIICHbI coaBae-
Mble HOMATIMHHHUKH; '

* Top npepmpusATHEM CileAyeT IOHHMATH NPENIIPUATHE HIIH OPTaHH3aLHIO.

Hananue opuunansHoe Iepeneyarka BocnpenieHa

* © HapatenscTBO CTaHmapTOB, 1989
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3) Hanmmuue ycTaHOBIIEHHBIX noanucei u gat. HipMHHMaTh Ha XpaHEHHe JOKY-
MEHTBI, 1i¢ UMEILHEe NOAIMUCH JIULA, OCYUIECTBIAILIErO HOPMOKOHTPOIb, KPOME
KapThl TEXHHYECKOrO YPOBHS U Ka4eCTBa NPOAYKLHH, He JIONYCKaeTcH

2.3. Bce NOMIMHHUKH, NMPUHATHIE HA XpaHEHHE, PETUCTPUPYIOT B HHBEHTAap-
HO# KHMTe MOIJIMHHUKOB 110 ¢popMe | B COOTBETCTBUH C NIPUIIONKEHHEM 3.

2.4, KaxaomMy NONJIMHHUKY JOKYMEHTa JOJDKEH ObITb NPHUCBOEH OIMH HH-
BeHTapHbIH HOMED HE3aBHCHMMO OT KOJIMYECTBA JIMCTOB.

Ha poxymeHTe, cocTOsAlLIEM M3 HECKOJIBKHX JIMCTOB, MHBEHTapHbIH HOMED
HAHOCAT Ha KaX(/IbIH JIKCT.

2.5. VIHBeHTapHble KHUTH [JIA PErMCTpalMH NMOAJIMHHUKOB M NMOCTYNAKIIMX
OT [PYrHX NpeanpHATHid TyOINKaToB CllefyeT BeCTH OTAEIbHO JJIA JOKYMEHTOB
Ha M3[eITHs1 OCHOBHOI'O M BCIIOMOTraTeJIbHOIO NIPOU3BOACTBA.

JomyckaeTcst BeCTH OIHY MHBEHTapHYI0 KHUTY O/ NMOQJTMHHHUKOB H Ay6nu-
KaTOB KOHCTPYKTOPCKHX H TEXHOJIOIMYECKUX JOKYMEHTOB H OTHE/IbHbIE UHBEH-
TapHbIE KHHIM MO BHIaM M37IeTIMil (U3eNIH, BaTOHbI, TPAKTOPbI, TYPOHHBIHT. 1),
NpY 3TOM MHBEHTapHble HOMepa He JIOJDKHbI TOBTOPATHCA.

2.6. OHOBPEMEHHO ¢ PETUCTpAlMEid TIOUTHHHUKOB (B MHBEHTapHON KHHTe)
OOJDKHBL OBITh 3aMOJIHEHBI M COOTBETCTBYIOWIME Ipadbl ydera, pacloyIOKEHHbIE
Ha 110J1e 1A NONIIMBKHY JIMCTA HOJITHHHUKA.

2.7. Yuer nopSMHHUKOB OOJDKEH MPOU3BOMMTBCA Ha KAapTOYKAX yyera Io
dopmam 2, 2a, 20 u 2B, B COOTBeTCTBHH CIpwinoxenuem 3. Ha xaxnpriii noky-
MEHT, KOTOpOMY IPHCBOEH HHBEHTApHBI HOMEp, JAOJDKHA ObITh COCTaBIIEHa OT-
AeJibHaf KapTOYKa yyera.

1 NpOEKTHON JOKYMEHTAUMH, TOKYMEHTAUMH BCIIOMOrAaTeJIbHOIO MPOU3-
BOMCTBA ¥ €MHUYHOIO IPOU3BOACTBA HONYCKAETCH KAPTOYKH Y4eTa HE COCIaB-
JIATD.

2.8. TIoQ/IMHHAKH KOHCTPYKTOPCKHX JOKYMEHTOB clleflyeT XpaHuTh nodop-
MaTHO B MOPAAKE BO3PACTaHUS OBO3HAYEHHH IOKYMEHTOB B INpefiefiax KaX[Io-
ro ¢opmarta 1 Kojia NpeanpUATHA-Pa3paboTUHKa.

J Honyckaercs XpaHWTb NOIHHHHKH IO BO3PacTaHUI0 0GO3HaueHHH HOKY-
MEHTOB B IpefieNiax u3yesins be3 yyera popmaros.

2.9. TIopTHHHUKHY TEXHONIOTHYECKHX HNOKYMEHTOB CJieflyeT XPaHHUTh IO Me-
TOfIaM 00paGoTKHU U cBopxH H3genus Ge3 yuera pOpMaTOB B NOPAIKE BO3PACTA-
HUsA ux 05o3Hauenuit no I'OCT 3.1201 -85 B npepenax Kaxjoro Meropa o6padbot-
KH U cOOpKH U3[EIHA.

Jonyckaercst XpaHATh MOAJTMHHHKH KOMIUIEKTAMHU MO BO3PacTaHUI0 0003Ha-
YeHHH KOHCTPYKTOPCKHX MOKYMEHTOB, YKa3aHHBIX B OCHOBHOM HaJIIMCH TEXHO-
JTOTMYECKHUX TOKYMEHTOB,

2.10. IognuHHAKY, BHIMOJIHEHHbIE Ha JIMCTaX MeHblle ¢popMata Al cnenyer
XPaHUTb B pa3BePHYTOM BHIE.

HNopiuuHukH, BRITOJIHEHHBIE Ha JIMCTax ¢opmara Al u Goslee, peKOMeHAyeT-
CAl XpaHHTh CBEPHYTHIMH Ha CKaJIKaX WIIM B PA3BEpHYTOM BHIIE.

2.11. TopnnMHHNKKY aHHYJIMPOBAHHBIX M 3aMEHCHHBIX TOKYMEHTOB clemyer
XPaHUTh OTHENBHO OT [eHCTBYIOUIMX NOJIMHHUKOB M MX OONYCKAaeTCs CKIIaibl-
BaTh Ha popMaTbl A4 1 A3 B COOTBETCTBHH C IIPWIOXKEHHEM 1.
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3. BOCCTAHOBJIEHME IOATUHHHKOB

3.1, NMopnuHHUKY, NpuilediMe B HETOQHOCTh WM YTEpPAHHbIE, JIOKHBI
OBITh BOCCTaHOBIIEHBI. .

BoccTaHOBNIEHHDIN NOAJIMHHUK MOXKeT 6bITh M3FOTOBIIEH TONBKO MOCIE COC-
TaBJICHUs aKTa O CTMCAHMH NPULIEIIETO B HETONHOCTh WIH YTEPSHHOTO MOJIHH-
HHKa.

3.2. BoccraHOBIIeHHbIe NMOMIMHHMKH JEHCTBYIOT Ha NpaBaX 3aMeHEHHBIX
NOIUTHHHUK OB

B BocCTaHOBIIEHHBIH MOUTHHHUK JOJDKHbI GbITh BHECEHBI M3MEHEHUA B COOT
BETCTBHM CO BCEMH HM3BEILCHHAMH, BBINTYIUEHHBIMH JO MOMEHTa ero BOCCTaHOB-
JICHHUS.

3.3. BoccraHoBneHMe NOIUIMHHMKOB OOJDKHBI NPOM3BOMMTB: penporpadH-
YECKHMM Cnoco6oM, BpYy4YHYI0, HEpeneyaTkod Ha MHINYHIEH MAalMHKE WIM C IO-
Mousio IBM.

TopnuuHKK, BOCCTAaHOBIIEHHDI BPYYHYI0, 10 CBOEMY TEXHHYECKOMY COIEP-
KaHHI0 OOIDKEH MNpEACTaBIATh TOYHYH KOIHI0 BOCCTAHAaBJIMBAEMOIO NOMJIMH-
HMKa.

3.4. B nopnMHHHKe, BOCCTAHOBJICHHOM BPYYHYIO,HE HOJDKHBI GBITH BOCHpO-
A3BeNIEHBI PA3MEPBI, HAIKCH, TpadpHuecKHe H306PANKCHUA U T. 1., 3aUEPKHYTbIE
[0 M3BEHICHHAM 00 M3MEHEHHH B NOIJIMHHHKe (WIM KOIUM), C KOTOPOTO CHH-
MaeTcs BOCCTAHOBIIEHHbIH MOIIMHHUK .

B BOCCT2HOBIEHHOM NMONTHHHUKE He JIOJDKHbI OBITh BOCIPOM3BENEHBI TAKXKE
HOpSIKOBBIE HOMEPa U3MeHEHHH W BBIHOCHDBIC JIMHMH K HHMM, HAHECEHHBIEe paHee
B CBA3H C NPOM3BeACHHBIMH H3MEHEHHSIMH.,

3.5. B Tabnuily H3MEHEHUH MO IMHHUK A, BOCCTAHOBJIEHHOTO BPYUHYIO0, IOTIX-
Ha GBITh MEPEHECEeHA 3aNUCh TOIBKO O IOCIIEJHEM H3MEHEHHH.

IIpn BoccTaHOBNEHMH MOUIMHHMKAE ¢ JOKYMEHTOB Ha ABYX M Doslee JIMCTaxX
HOpAAKOBBIE HOMepa M3MeHeHMH, 0603HaueHMA H3BEuICHHH 06 M3MEHEHUH H
Opyrue JaHHbIE MOCNEIHEro H3MEHEHMA KaXOro JIMCTa BOCCTAHOBIIEHHOrO NO-
JIMHHKHKA JOJDKHBI OBITh MPOCTaBIIEHbI HA OCHOBAHHH UMEKOIIMXCA 3aucel B Ta6-
TIMLE H3MEHEHHH Ha TaHHOM JIMCTe BOCCTaHABIIMBAEMOrC JOKYMEHTa,

B mucTe pervcrpanMH H3MeHeHMst BOCCTAHOBJIEHHOTO HOIJTHHHHMKA JOJDKHBI
6bITh BOCIPOU3BENEHBI JaHHbIE, OTHOCSLIHECH KO BCEM paHee BHECEHHBIM B 3TOT
DOKYMEHT H3MEHEHUAM (HAUMHAsA C IEPBOTO U3MEHEHHA) .

3.6. BsameH NOmIMHHBIX NMOAMCENH, BU3 M 1T, HMEWILUXCH HA MOJTHHHUKE
(B TOM uHCTEe Ha MOJTe [1IIs MOMALIMBKH U JIHCTE PErHCTPALMU U3MEHEHHH) , B BOC-
CTAaHOBJIEHHOM MOMUTHHHUKE, H3rOTOBJIAEMOM BpYYHYIO, B KpPYITIBIX CKOOKax
nomkHO Geith HanmucaHo: ,, (IToamucey) ” u ,, (MaTa) .

IIpy H3roTOBNEHMHM BOCCTAHOBJIEHHOFO NMOIHHHUKA C paHee BOCCTAHOBIICH-
HOTO NOMIAHHMKA (WIM CHATOM C Hero YyYTeHHOH KOMMH) HMeloIYCA Ha
MOCTIEIHEM HAHCh O BOCCTAHOBJIEHHH MOUIMHHMKA AOMNYCKaeIcs He BOCHPOU3-
BOIUTb. v

3.7. BoccraHOBJIEHHbIE OMJIMHHUKH TOJDKHB! GbITh MOMCAHBI OTBETCTBEH-
HbIM JIMHOM IO YKa3aHHI0 PYKOBOOUTENs MOApa3fiesIeHUs ,BhITYCTHBILErO MOM-
JIMHHWKY WIH Befyiero HabimoieHve 3a H3rOTOBJICHHEM H3EITHA,
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Hannuce, nmoprBepXkpanilyi HPaBHIBHOCT BOCCTAHOBJIEHHOTO MOIMHHH-
Ka, CleflyeT BBINOJIHATH TYHIbI0 WJIM MAallMHHBIM CIIOCOGOM Ha I0Je OJis NOM-
LIMBKH IOKYMEHTa, HallpUMep:

,»BOCCTAHOBJIEH ¢ MOTUHHUKA.

Bepno: (nogmuck, pamMuus 1 fata) .

,,BOCCTAHOBJIEH C KOIHH.

Bepro: (nopnucs, paMmwins u gara) .

3.8. B BepxHeM npaBOM YyIJIy NOJISE KAXKIOro IMCTA BOCCTAHOBJIEHHOTO 10.-
JIMHHUKA JIO/DKHA ObITh HAMINMKMCh TYLIb0 WM JOJ/DKEH ObITh NMPOCTaBIIeH LUTaMIT:
,» BOCCTaHOBIEHHBIH NOWTHHEMK N° . . . 7 € YKa3aHHeM MOpsAAKOBOro HOMepa
BOCCTAHOBJIEHHMS AaHHOIO JINCTA IOMJIMHHUKA.,

3.9. BoccTaHORBIICHHBIN NOTIMHHUK TOIDKEH HMETh MHBEHTAPHBIA HOMEDP BOC-
CTAHABJIMBAaeMOro MOMIMHHUKA. O BOCCTAHOBIIEHHM HOKYMEHTAa [O/DKHA ObITh
CrieyiaHa OTMETKa B MHBEHTAPHOM KHUrE,

3.10. Ha nomnuHHUKe WM KOMHUH, C KOTOPBIX MPOU3BOIMIOCH BOCCTAHOBIIE -
Hue, ctaBar wmrammn: ,,3AMEHEH BOCCTAHOBJIEHHBIM NOIJIMHHUKOM
N® ... ” ¢ yKa3aHHeM MOPAOKOBOrO HOMepAa BOCCTAHOBIIEHHUS U JIATHI NPUHSATUS
BOCCTAHOBJIEHHOTO TOUTHHHUKA Ha XpaHeHue.

4. YYET NPUMEHAEMOCTH NOKYMEHTOB

4.1. Y4yeT npUMEHAEMOCTH KOHCTPYKTOPCKHX JIOKYMEHTOB ClleflyeT NpOoH3-
BOJUTh B KapTOUKax yueTa no ¢opmam 2, 2a, 26 u 2B B COOTBETCTBHH C NPHIIO-
XKeHHeM 3 WIM Ha MalllMHHBIX HOCHTEIsiX MHGOpPMaAIMH Ha OCHOBAaHMH JOKYMEH-
ToB (cnenuduKanuyu U fap.), B KOTOPhIX B rpade 0603HAUEHUE 3aMUCAH NAHHBINK
(YYHTHIBaEMBIH) JOKYMEHT.

4.2. Yder NnpAMeHAEMOCTH TEXHOJIOTHYECKUX IOKYMEHTOB CIIELlyeT NPOU3BO-
AMTh B KapTOYKaX yueTa NpHMeHseMocTH no c¢opmam 2 u 2a no TOCT
3.1201-85.

IIPHJIOXEHHE 1
Pexomendyemoe

CKIIAJIBIBAHUE YEPTEXEH

1. Jlucrbr ueprexcedt Bcex ¢opmaToB cllelyeT CKIIafbIBaTh CHavala BIOJb JIMHHA riep-
MEHIUKYNSAPHBIX (IPOMOJIBHBIX), 8 3aTeM B[XOJb JIMHMI Iapa/UIENbHbIX (MOMNEPEUHhIX) K
OCHOBHOM HAnIMUCH.

2. JIucTh! uepTexeit ociie CKIAbIBAHMsL NOJDKHEI UMETh OCHOBHYIO HAfAIMCh Ha JMlle
BOH CTOPOHE CIIO)XEHHOT'O JIHCTA.

3. JlucTh yepTexell CKNabIBAIOT B MOCHENOBATENILHOCTH, YKa3aHHOM B Tabn. 1 u 2,
uupaMH Ha THHUSX cTHOOB.

4. YcraHaBIMBaIOTCA ClIeAyOLIME BUAbI CKITAIbIBAHUS :

1) B nank¥ B COOTBETCTBUH ¢ Tabmn. 1;

2) 1A HEeTIoCPeNCTBEHHOTO GPOILIOPOBAHHA B COOTBETCTBHH ¢ Tabun. 2.
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Tabnupa 1
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Ipodoaxcenue 1aba. 1
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Tabnuua 2

CxnaibiBaHKe AJIA HENOCPEACTBEHHOTO GpournopoBaHus
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ITpodoaxcenue Taba. 2

Paamepsl, MM
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IIPHITIOXEHHE 2
Pexomendyemoe

1. YYET H XPAHEHHE KOIIUA JZOKYMEHTOB

1.1. Konu# 0KYMEHTOB, MPMHMMAEMBbIE HA XpaHEHHe, NOJKHL GBITH KOHTPAcTHO OT-
neyaTaHbl ¥ UMETh POBHBIN (POH 6€3 pa3HOUBETHOCTH, 3aTPYRHSIOWIEH YTEHHE JOKYMEHTa.
Ha xommsax momxHbl GbITE Bocnpou3BeneHs! (6e3 MponyckoB) Bce MMeIOUIMECS Ha NOMJIHH-
HYKe, ny0nuKaTe WK OpHUTHHANIE THHHM, Gy KBbI, UMGpPHI K T. 1.

Ilpu npHeMKe KOMKA NPOBEPKIOT HAJTHYHE BCEX JIHCTOB M KOMIUIEKTHOCTE IOKYMEHTa-
LMY B COOTBETCTBHH C COMPOBOMUTENBHBIMH TOKYMEHTAMH.

1.2. Ha mpennpUATHH MOTYT XPaHHTB C/lelyIoIUMe KOMMH KOHCTPYKTOPCKMX H TEXHO-
JIOTHYECKHMX JOKYMEHTOB :

1) apxuBHbBIe;

2) KOHTpPOJBHbIE;

3) pa6oune.

1.3. ApxHBHBIE KOIMH OTPAXalOT COCTOSHME KOHCTPYKLUMH WIH TEXHONOIMH M3jieus
B NEpHOnbl yTBePXIEHUA MX 3aKa3YMKOM, Nepenaud NOIMHHHKOB NP eNIp HATHAM -H3roTOo-
BUTEJIAM, IPEKPALICHHS IPOK3BOJICTBA JAHHON KOHCTPYKUMM M T. IL

B apxuBHEIE KOIIMH H3MEHEHHA He BHOCAT M aGOHEHTaM He BRIJAIOT, HX XPaHAT OTHelh
HO OT APYTHX KOIMA.

Ha BupHOM MecTe manku (ansGoma) M Ha JIMUEBOH CTOPOHE KaXIOR apXMBHOH KONUM
craBsr wtamn ,,APXUBHBIA 3K3EMIIAP™, Huxe IITAMNA yKa3bIBAIOT IPHYHHY M ATy
OpHUHATHA Ha XpaHeHHe apxUBHOM komuM. JlomyckaeTcs XpaHeHHe apXMBHBIX KOMNUit B BUIE
MHKpPO(UIEMOB.

1.4. KoHTposbHbICE KOMMH CNYXaT IA CHPaBOK WIH CBEDPKU [OKYMEHTALMH, XPAHAT
HX OTHENBHO OT APYTHX KOMMA H aboHeHTaM He BBIOAIOT.

Ha 5HueBof CTOPOHE KaXKIOTO JIMCTa KOHTPOJILHBIX KOIMH Ha BMIHOM MECTE CTaBSAT
wrtamn ,,KOHTPOJIBHBIA 3K3EMIUIAP" (3a McKilOUEHHEM KOHTPOILHBIX KOMMHA THIIOT-
padcKHX U3RaHMIt H cOPOLIIOPOBAaHHBIX TEKCTOBLIX AOKYMEHTOB, HA KOTOPLIX LUTAMII CTa-
BAT TOJBKO Ha 00J10XKKe ¥ Ha THTYJTRHOM WITH [1epBOM JIMCTE) .

1.5. Ha nuueBolt cTOpOHE KaXAOro JIMCTAa KOIMI JOKYMEHTOB, BhineneHHsIX [ocynap-
CTBEHHOMH IMpHEMKeE Ui KOHTPOJIA NMPOM3BOLCTBA M NPMeMKHU H3MENIHH, Ha BUOHOM MecCTe
ctaBAT wramn ,,3K3EMIUIAP I'OCIIPUEMKH™.

1.6. Yuer Boipaud (OTCBUIKH) M BO3BpaTa KOIMUA BHYTPEHHHM ¥ BHELIHMM aGoHeHTam
OPOM3BOIAT NO KapTOYKAM y4yeTa MOKYMeHTOB ¢opMsl 2, 2a B COOTBETCTBHH C NPHIIOXKe-
HHeM 3.

Brigady 4 yuer BO3BpaTa KOMMH BHYTpEHHHUM aGOHEHTaM MOFYT MpoM3BOAMTH No abo-
HEHTCKHM KapToukaM ¢opMbl 3, 32 B COOTBETCTBHY C MPUIIOXKEHHEM 3.

1.7. KonuM NOKYMEHTOB XPaHAT KaK POCCHINBIO (IIOJIMCTHO), TaK Y BIIOXKEHHLIMH B
MIANKH KK, IPH HEOOGXOOMMOCTH, cOPOLUIOPOBAaHHBIMH B aJIbOOMBI.

Ipu xpaHeHHH pocchiNbio (MONIMCTHO) KONMUM CKIAdbIBAaIOT Ha popMatr A4,

Konuu, nomeiaemele B anbGOMEI M MaNKH, CKIIaAbIBaloT Ha ¢opmaThl A4 unu A3 B
COOTBETCTBUH C IPWIOXKeHHeM 1.

1.8. Konuy KOHCTPYKTOPCKMX HOKYMEHTOB Ha WM3MefIHe YKJIabIBalOT B NMANKH (alb-
OOMEI) B mpedenax W3nenvs WIH B OpejeiiaX palMOHaIbHO BbIGPAHHBIX COCTAaBHLIX 4YacTel
M3fIeNnus.

1.9. KonMH KOHCTPYKTOPCKHX HOKYMEHTOB Ha M3[Ie/IUS yKIaObIBAIOT B Mankd (ans-
60oMBI) B crenyole!t oCTEA0BaTENIBHOCTH

1) cneundukanvs Uanenus;

2) DOKYMEHTBI OCHOBHOI'O KOMIUIEKTa M3enua (B NOPsIKe 3aMHCH HX B clielMduKa-
uuu) ;

3) crneuMdUKaUMH COCTABHBIX YacTeW H3JENMA W JOKYMEHTbI OCHOBHOTO KOMIUIEKTA
COCTaBHBIX yacTel u3neNnds (B MopsApke Bo3pacTaHUst 06o3HaueHHH) . JIOKyMEHTbI OCHOBHO-
O KOMIDIEKTa COCTaBHBIX 4acTell U3HeNus NOMeIAloT Mocjie clelHHKaluHH B TOpANKe MX
3aIMCH B CIEUPUKALIMH;



C.10 TOCT 2.501-88

4) uepTexH freTaseli, 3aNHCaHHbIE B CNIELM(HUKALME OCHOBHOFO U3[IETIHA,H BCEX €I'0 COC-
TaBHbIX yacTell (B mopsmice Bo3pacTaHus 06o3HaueHKH) .

Ecnu Ha Aetanb (Kpome 4epTexa) BbINYLUEHBI APyrde HOKYMEHTBI, TO MX {IOMELIAIOT
flocre yeprexa getanelt (B ropsjike 3aMMcH HX B crieddHKalUM) .

1.10. KOMILTEKT KOTM# TEXHONOrHYECKHX JOKYMEHTOB yKIIafbIBAKOT B NANKH HIH 6po-
LIOpYIOT B aNEBGOMBI, IPH 3TOM B OfiHY ManKy (ank6om) MOMEILAOT BCE TEXHONIOIHYSCKHEe
HOKYMeHTHI, pa3paboTaHHble Ha ONHO H3JEITHE MM HECKOJBKO M3JICNHMH, HIIH PallHOHAIIBHO
BhIGpaHHY10 COCTaBHYIO YaCTh M3MENHUS.

Ilp1 Heo6XOAUMOCTH, B ONIHY NAIKy (anpbom) pomnyckaeTcs MOMeELIATh TeXHOJIOrHYec-
KHe JOKYMEHTHI 110 OTAENHBIM MeTolaM o6paboTiH ¥ cGOpKH HITENHs.

1.11. B onny nanky (ans6om) ykiagpisaioT He Gonee 200 NMCTOB AOKYMEHTOB, IIPUBE-
ZICHHBIX K opmMaTy A4.

1.12. [Tpy 60nBLIOM KONMYECTBE AOKYMEHTOB HX Pa3fie/IAIOT Ha 4aCTH ¥ yKI1aiblBAKOT
B HEeCKOJbKO Mamok (as6omos). Ha arukerkax namox (annGoMOB) WIHM Ha X 06moXKax
yKa3bIBalOT HOMEp JIaHHOH yacTH, oblliee KOJIMYECTBO YacTeH W HOMEp IKIEMIUIAPA NMANKH
(ars6oMa) .

1.13. Nonyckaetcs B kaxaoh nanke (ansbome) mpenycMaTpUBaTh ONMCEH, B KOoTopo#
TIEPEeUHCIISIOT, B HOCASIOBATENIEHOCTH MX DACHONIOKEHHA, BCe HaXo[dAlMecs B He#t IOKYy-
MEHTBI.

1.14. JIna Texyue#t paboTsl MOApas/IeNeHKIO, BLITYCTHBIIEMY MOUIMHHAKY BOKYMEH-
TOB WM BefyllieMy HaGiofleHHe 32 M3TOTOBJIEHMEM M3fieNHs B MPOU3IBOLCTRE, BHIAEAIOT
IKIEMIUIIP KONMHA COOTBETCTBYIOLMX JAOKYMEHTOB. Ha nuueBo#t cTOpOHE KaXIoro JIMcTa
KONHMA (MpH XpaHeHHW HX POCCHINBIO) WM HAa BHIHOM MeCTE MalKH (ans6oMa) cTaBAT
wrramn L, IK3EMIIIAP KOHCTPYKTOPA” wiu LIK3EMIUIAP TEXHOJIOTA™.

1.15. Ha xomMsix QOKYMEHTOB, 06 H3MEHEHMAX KOTOPBIX MOC/IE BBICHIIKH aGoOHEeHTOB
He H3BellaloT, cTaBsT wtamn ,,06 UBMEHEHHWHA HE COOBHIAETCA”.

1.16. B 3ampocax O BLICHUIKE JOKYMEHTAlHH OT APYTWX MPEANPHATUH yKashlBalT,
Heobxonumo i GpaTh Ha yueT 3afpalIMBaeMyI0o JOKYMEHTAUMIO 1A BLICHUIKH B naibHel-
1IeM H3BeleHHN 06 H3IMEHEHMAX WIH HeT.

1.17. Konue noKymeHTOB, M3bAThIC H3 OOpaleHHs BCIENCTBUC MPEKPALICHAS MPOU3-
BOJICTBA M3MIeNHH, & TAKKE KOMMK AOKYMEHTOB, aHHyTHPOB2RHHbIX H/TH 3AMEHEHHBIX B CBA3H
C BHECEHHeM M3MeHEHMMH, YHHUTOXAIOT [TOCe COCTABIICHUSA aKTa 06 yHHYTOXEHHHA HIIH OIHCH
KOIHHA,

2. YYET ¥ XPAHEHHE KOMHI JOKYMEHTOB [PYI'HX MPEAIPHATHA

2.1. KonuM MOKyMEHTOB, MOCTYIMBILMX OT OPYrUX MPefUpHATHMA, XPaHAT YJIOKCHUbI-
MM B [A0KH WIA [EPeIUICTEHHbIMM B alIbGOMBI OTAENEHO [0 KaXA0MY MPENMPUATHIO, KOTO-
PLIM OHH GLUIM M3[AHKI, WIH OTAENHBHO IO KXKIAOMY H3MIEITHIO.

Jlonyckaercsi KOLMM XPaHMTh POCCHIIBIY (HOIMCTHO)  CIIOXKeHHBIMH Ha (opMaT A4
wim A3.

2.2. B xaxpoft nanke (a1sbome) momikHa GbITh ONMCH, B KOTOpOH NEpeUHCIIAIoT, B HOC-
JIe[I0BATENRHOCTH MX PACHONOXEHHUS, BCe HAXONSAIIMECH B Hel MOKYMEHTEL.

2.3. Konuu perucrpHpyoT B OTAEIBHOH HHBeHTapHOR KHHre. Ha kaxylo perncipupye-
MYI0 KOMHI (WIH KOMIJICKT KONWH) HAHOCAT LUTaMil ¢ yKa3aHHEeM HHBEHTapHOTO HOMEpa,
HOMEpa 5KeMIUisApa (IPH HATTHYMH HECKOBKMX 3K3eMIVIAPOB) M [AThI PETHCTPALMH.

Vica3aHHBIA UITAMI D Hanmkax (w1s60Max) CTaBAT Ha BUIHOM MecTe OITHCH, 4 TAKXe Ha

ITHKETKE WIK B JIEBOM BEPXHEM yriy ob6IONKH.
Ha kommsx, XpaHsSUMXCs POCCHIIbIO (NIOJTUCTHO) , IUTAMII CTaBAT B JICBOM BEPXHEM yr-

Ny KaXOoro JIMCTa OKyMeHTa (opmara A4 WIM NMCTa JOKYMEHTa, CIIOXKEHHOro Ha dop-

maT A4,
2.4. KomM# yuMTHIBAIOT B KapTOYKaxX yueTa Io dopmam 2, 2a, 26, 2B B COOTBETCTBHUH C

NPHIOKEHUEM 3.
2.5. Kommi ApyTuX OpepupMsarhit XpaHAT B NOPAAKE BO3PACTAHHA oBo3HaueHuH 1o

KaXKOOMY KOAY NPENpHATHS.
2.6. B cnyyae mpeKpalleHHst TPUMEHAEeMOCTH yUTEHHBIX KOMHH Ha RAHHOM NpENIpHs-

THM [epXartens HONJIMHHHKOB CTaBAT B M3BECTHOCTD U1 CHATHA HX C y4yeTa.
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I[IpumMeuaHHe. B KapTOUKe yyeTa AOKYMEHTOB yKa3bIBAIOT:

1) B rpade ,,Bun noxkymenta” ¢opmbl 2 — BHA JOKyMeHTa (IOJJIHHHHK, pyOnMKar
MJIM KOIMA) , KOTOPHIH MPHHAT HA yYeT;

2) B rpade ,,PasoBrie Brimauu” ¢opmbl 2a — aGOHEHTbI, KOTOPLIM BbLAAKT (BBICBI-
Na0T) KOIMMIO JOKyMeHTa co wramnom ,,06 UBMEHEHHUH HE COOBIHAETCA™.

IIPHJIOXEHHE 4
Pexomenoyemoe

OBPA3ILIbl WITAMITOB I10 YYETY H OBPAHIEHHI0 JOKYMEHTOB

1. lTaMnsl npepHa3sHaYaloTCA A YIPOLICHUA HaHeCeHHA M NOCTHXXEHUA OHOTUIHOCTH
M306paXeHHsT HANMMCeH 1 yKa3aHHH, NPOH3BOAMMBIX B IOKYMEHTaX B Mpoltecce X oGpatite-
HHs, a TAK)Xe B U3BEUICHUAX H B IOKYMCHTAX yieTa.

2. lilramn ,3AMEHEH BOCCTAHOBJIEHHbIM TTOJUIMHHHUKOM N ..., .. .r.” ¢
yKa3zanueM IOPANKOBOrO HoOMepa BOCCTAHOBJICHHS MOJUIMHHMKA H [aThl €rc BOCCTaHOBIIC-
HMSi CTaBAT Ha NOUIHHHHKAX, ¢ KOTOPLIX H3rOTOBJICHL! BOCCTAHOBJICHHbIE MOJJIHHHUKH

3. litamn ,,AHHYJIMPOBAH, 3AMEHEH. .., #3Bew. N°... oT ... r.” CTaBAT
(c yKasaHueM HOMepa, [ATh! BHINYCKA H3BEINEHHS U NOAMHCH) HA aHHYJIMPOBAHHBIX IO H3-
BellICHMAM MOUTHHHUKAX, AyGIHKaTaX ¥ KOIMAX, a TaKXe Ha KapToukax yuera. Ilpu orcyr-
CTBHH 3aMeHBI CTaBAT NPOYEPK.

4. ltamn ,[IPU HOBOM KOHCTPYUPOBAHWUM HE IPUMEHATH, B3AMEH
MPUMEHATD . . . CTaBAT Ha OCHOBaHMH COOTBETCTBYIOIMX HIBELICHUHA Ha NOJJIHHHHKAX,
Hy6IMKATAX M KOMHAX, KOTOPHIE HE/b3A HCTIONB30BATh BO BHOBb Pa3pabaThIBAEMBIX M3[e-
JIMAX, 2 TAKOKE HA KaPTOUKaxX yyeTa.

5. iramn ,,B3AMEH TIOIUJTHHHUKA™ cTaBAT Ha IOKYMeHTax IpH OTCYTCTBHH NOA-
JIMHHMKOB 3THX JOKYMEHTOB.

6. Wramn ,,9K3. Ne...” cTaBsAT (c yKadjaHMeM HOMepa IK3eMIUIAPa) Ha NamKax (ans-
Gomax) KomM#t M Ha OTHAENBHEIX KOIMEX.
7. Wramn ,,MHB. Ne. .., 9K3. Ne..., ...r.” craBsAT (C yKa3saHHEM HHBEHTapHOTO

HOMepa, HoMepa IK3eMIUIApa M JaThl PerHCTPaUMM) Ha MalKax (ans6oMax) M OTHAENBHBIX
KONHUAX JOKyMEHTOB [pYTHX MpenpHATHH.

JHonyckaercst Takke MCMOMB30BATh ITOT Wramn (6e3 yKasaHHs Homepa 3K3eMIUIAPa)
NpY PETHCTPALMA 06pa3noB I TUIOTPA(CKUX U3TAHUA H IPYTHX IOKYMEHTOB, XPaHAIIHX -
CS Ha TIPaBaxX MONIMHHHKOB.

8. litamnur ,,KOHTPOJILHBI J3K3EMIUISIP” u ,,APXUBHBI 3K3EMILIISIP”
CTAaBAT COOTBETCTBEHHO HA KOHTPOJIBHBIX H 2PXMBHBIX IK3IEMIUIAPAX KONHH H Ha MamKax
(anpbomax) komuit, liramn ,,KOHTPOJIBHBI 3K3EMIUIAP” CTaBAT TaKXKe Ha KOHT-
PONBHBIX 3K3EMIUISPaX H3BCILCHHA U NPWIOXKEHH] K HUM.

9. Hirammet ,,IK3EMIUIAP KOHCTPYKTOPA” k ,,OK3EMIIJIAP TEXHOJIOT'A”
CTAaBAT COOTBETCTBEHHO HAa KOIMSIX KOHCTPYKTOPCKHX M TEXHOJOI'HYECKHX NOKYMEHTOB,
BBIJABaeMBIX WA TeKylieH paGoThl NOOpPa3Ne/ICKHIO, BLITYCTHBILICMY NMOMTHHHHKH WM BE-
AylueMy HabnlofeHMe 3a H3TOTOBJIEHHEM H3ENIHMH B NPOH3BOICTBE.

10. Witamn ,,06 UBMEHEHMU HE COOBIIAETCS™” cTaBAT Ha KOMUAX OKyMeH-
TOB, BbIIaBaeMBIX B NOPAAKE Pa3oBo#i BhiNauM Ge3s BEICEUIKH B JaNbHEHIIeM HIBCLICHHA ob
HM3MEHEHHH 3THX JOKYMEHTOB.

11. lMramn ,,IK3EMIUIAP TOCNPUEMKH™ craBsAT Ha KOIMAX JOKYMEHTOB H H3BC-
MeHUsX 06 U3MEHEHWH M MpeBapUTENEHLEIX M3BELICHHAX, BhIICAAEMBIX T'ocynapcreenmobt
npHeMKe 1A KOHTPOJIE MPOH3BOACTBA U NPHEMKH [PORY KUMH.

12. HonyckaeTcsi NPHMEHAT, H WTAMIEl APYTHX BHIOB, yNPOWAIOUMX HaHECeHMe
Haznuce# Ha JOKYMEHTaxX,
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HWHOOPMALIHOHHLIE JXAHHBIE

1. PABPABOTAH U BHECEH TIocynapcrBeHHBIM KOMHTETOM CCCP no cran-
HapTam

HUCMIOJIHUTEJIN
B.®. KypouKHH, KaHA. TeXH. HayK; II.A. [llanaeB, KaHO. TeXH. HaYK;
B C. Mennpuxos; C.C. bopymex; EA. NoGopa; B.I'. MapThiHOB;
.10 Amupmxanssi; A.10. Bopounosa

2. YTBEPKIEH U BBEJEH B JEUCTBUE IMocraHoBnenneM I ocynapcTBen-
Horo komuTeta CCCP no cranpaptam ot 17.03.88 N° 614

3. Craupapt coorsercrsyer CT CIB 15983 B 9acTH CKNAIbIBaHHs epTexKeH
4. B3AMEH T'OCT 2.501—-68, FOCT 3.1111-77 (B vacTu pasn. 2)

5. CChIJIOUHBIE HOPMATHBHO-TEXHUYECKUE [OKYMEHTHI

OGo3anadenue HTII, Ha KOTOPbIA
aHa CChUIKA

Homep nyHKTa, NOANYHKTa
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Ha6GpaHo B M3paTenbcTBe CTAHOAPTOB Ha HITY

BunpHoCcK s Tunorpadusa UaparenscTsa CTAHABPTOB,
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