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3apernctpuposaHo B MuHiocte Poccum 12 masa 2015 . N 37244

MWHUCTEPCTBO KYJbTYPbl POCCUACKON ®EQEPALIUA

NMPUKA3
ot 30 nekabps 2014 r. N 2477

OB YTBEPXOEHUU TUMOBbLIX OTPACNEBbBLIX HOPM
TPYOA HA PABOTbI, BbINONHAEMbIE B BUBJITMOTEKAX

B cootBeTcTBUM C myHKTOM 2 [MpaBun pas3paboTku U YyTBEPXKOEHWS TUMOBbLIX HOPM TpyAda, YTBEPXKOEHHbIX
noctaHoBrneHnem lpasutensctBa Poccuiickon depepauum ot 11.11.2002 N 804 (CobpaHue 3akoHogaTenbCcTBa
Poccunckon ®egepaumn, 2002, N 46, cT. 4583), npukasbiBato:

1. YTBEpAMTb TUMOBbIE OTpacneBble HOPMbI Tpyaa Ha paboThbl, BbIMOMHSEMble B 6UGNMoTEKax, cornacHo
NPUNOXKEHWIO.

2. KoHTponb 3a WCMOMHEHWEM HACTOSILLEro npukasa BO3MOXMTb Ha 3amectutens MuHUCTpa KynbTypbl
Poccuickon depepaummn H.A. Manakosa.

MVIHI/ICTE)
B.PMEOVHCKNA

MpunoxeHue

K npukady MuHUcTepcTBa KynbTypbl
Poccuickon depepaumm

ot 30 aekabps 2014 r. N 2477

TUNOBbIE OTPACJIEBbIE HOPMbI
TPYOA HA PABOTbI, BbINMOJNIHAEMbBIE B BUBJIMOTEKAX

|. BBOOHas yacTb

TunoBble oOTpacreBble HOPMbl _Tpyda Ha paboTbl, BbIMOMHAEMble B 0Oubnuotekax, paspaboTaHbl B
cooTBeTCcTBUM C nyHkToM 2 [lpaBun pas3paboTkM W yTBEPXKOEHWMS TUMOBbIX HOPM Tpyda, YTBEPXKAEHHbIX
noctaHosrneHnem lpasutensctBa Poccuiickon depepauumn ot 11.11.2002 N 804 (CobpaHue 3akoHogaTenbCcTBa
Poccunckon ®epepaumn, 2002, N 46, c1. 4583), B uenax peanusaumm nyHkta 4 pasgena V lNnaHa meponpuatui
("nopoxHon kapTbl") "U3mMeHeHMs B oOTpacnax couuanbHOW cdepbl, HamnpaBfeHHble Ha MOBbILEHUE
ahheKkTUBHOCTM cdepbl KynbTypbl”, YTBEPXKOEHHOro pacnopsbkeHnem lNpasutensctBa Poccuickon depepaumm ot
28.12.2012 N 2606-p (CobpaHue 3akoHogaTenbcTBa Poccuickon ®egepaumm, 2013, N 2, ct. 137; 2014, N 19, cT.
2470), v npepgHasHa4yeHbl AN OPMMPOBaHWS OBOCHOBAHHBLIX OMTMMAarbHbLIX MOKa3aTenen TPYyOAOEMKOCTH
BbINOMHEHNs1 paboT B rocyfapCTBEHHbIX (MyHMUMMAnbHbIX) 6ubnmoTekax, onpefeneHnss WTaTHOW YUCIIEHHOCTM
pabOTHMKOB, Bblga4yM HOPMUPOBAHHBIX 3a4aHWUN U COOTHOLLEHWI MEXAY NfaHOBLIMU 1 AOTOBOPHLIMU paboTamu.

Il. HopmaTtuBHasa 4yacTb

1. TnoBble oTpacneBblie HOPMbI Tpyda Ha paboThl,
BbINOMHSAEMbI€ B roCy4apCTBEHHbIX (MyHUUUNanbHbIX) GubnunoTtekax
(6e3 ncnonb3oBaHs aBTOMAaTU3MPOBaHHbBIX CUCTEM
yrpaBneHus npoueccamm)

1.1. KomnnektoBaHue bubnuoteyHoro dooHaa
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Tabnuua 1
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboThl EavHnua Hopma
n3mMepeHnst BPEMEHU, MVH.
1 2 3 4
[TekylLlee KOMMIeKToBaHNe 6mbnunoTteyHoro ooHaa
[MpocMOTp KHMronagaTenbCKom U KHUFOTOProBoM MHpoOpMaLmK:
1 |NPOCMOTP KHUroM3gaTenbCKon M KHUIOTOProBon MHGopMaLum oHa no3nuus 2,0
2 |npocmoTp nHdopmaumm BYKMHUCTUYECKNX ayKLMOHOB ofHa nosuums 2,0
OnpegenexHve Tembl M BuAa [OOKYMEHTa, noasexallero otbopy, OfHa no3unuums
BbIiCHEHME HEOOXOAMMOCTU NpruobpeTeHuns ans:
3 |IOKYMEHTOB, KHUI, MaTepuarnos 5,2
4 |cTaponeyvaTHbIX N PYKOMUCHLIX JOKYMEHTOB 10,0
OnpeneneHne 3K3eMnnsipHOCTU 3aKkasa: ofHa nosuums
5 |gns nogpasgeneHui 0,89
6 |ana 6ubnuoTeku B LieNom 1,6
OdopmneHne 3akasa; ykas3aHue 3K3eMMAPHOCTW, CTOMMOCTM|  OOWH 3aKas3
3akasa, aarhbl
KonnyecTBo 3akasaHHbIX Ha3BaHWIA:
7 1-15 40,0
8 [16-25 65,0
9 26-75 196,0
10 [76 - 100 261,0
11 jodbopmIieHne 3akasa Ha 3apybekHble JOKYMEHTbI OAVH OOKYMEHT 82,0
12 [nogroToBKa crmcka [OKYMEHTOB, npegnaraeMbix K OAHO Ha3BaHue 26,0
MeXQyHapogHOMY KHUroOOMEHyY; CBEpKa CucKa C KaTasnorom
13 [cocTaBneHne KapTOuYKM [Ofs KapTOTEKM OpraHuM3aumin-napTHEpOB; OOHa KapTouka 6,0
yKasaHue Ha3BaHUs opraHm3auuin, agpeca, Ha3BaHUS
0OMeHNBaEMbIX JOKYMEHTOB
Pabota B aBTomatnauposaHHon cucteme (AC):
14 |BBOA 3akasa TeKyLlero KoMnnekToBaHusa B 6asy gaHHbix AC OHO Ha3BaHue 4.6
15 |pegakTnpoBaHue BBeAeHHbIX B 6a3y AaHHbIX CBEOEHMI O 3aKase OflHO Ha3BaHwe 2,5
16 |BbIBOA Ha MPUHTEP AaHHbIX TEKYLLEero KOMNAeKToBaHWs; pacneyatka| OAWH OOKYMEHT 1,6
17 |BegeHue peectpa nocrasymkoB B AC o[Ha no3uums 8,3
BeneHvne KapToTekn TEKYLLEro KOMNIeKTOBaHUS:
18 |cocTaBneHMe KapTO4kW, yKasaHWe aBTopa, 3arfnaBusl, BbIXOAHbLIX OOHA KapTouka 4,5
aHHbIX, PErMCTPaLNOHHOro Homepa
19 |nepeHeceHne cBegeHM O 3akase Ha KapTOYKM; YKal3aHWe ofHa KapTouka 1,0
PK3eMMMsSpHOCTM  3akala, pacnpegeneHve no  CTPYKTYPHbIM
nogpasgeneHnsm
20 |nogbop KkapTouykM MO andgaeuTy AONS PacCTaHOBKM B KapTOTeKy| OOHa KapTouka 04
[TeKyLero KoMnIeKkToBaHus
21 |paccTaHOBKa KapToyku B andaBute pamunuim aBTopos, 3arfaBuin B ofHa KapTouka 1,0
KapTOTEKY TEKYLLEero KOMnriekToBaHus
OcbopMneHre NoaNNCKM Ha Nepnoanyeckne n3gaHus:
22 |BblbOp Ha3BaHWs NEPUOAMYECKUX U3OAaHUA AN NOANNUCKN OHO Ha3BaHMe 2,7
23 |cbop 3asiBOK OT noapasgeneHuii oMbnuoTeku Onst NOANMCKM Hal  oaHa 3asiBka 1,5
nepuoanyeckne n3gaHus
24 (cBepka pacnevaTtky CMUCKOB YCMOBHO 3aka3aHHbIX MepUoaMyeckux| O4HO Ha3BaHWe 1,7
M3gaHni C KapTOTEKOW 3aKa3oB, BHECEHME M3MEHEHUI B pacrnedaTtku
CMMCKOB
25 (cBepka 3akas3a TeKyllero roga Ha nepuoauMyeckMe u3gaHusi ¢ OfHO Ha3BaHWe 24
NoanuCcKoM npeabloywero roga Ans BbiSIBNEHUS WU3MEHEHUA B
Ha3BaHWUAX; BHECEHME U3MEHEHN OaHHbIX
26 [cBepKka BbIXOAHbIX AaHHbIX BMNepBble 3akasbiBaeMblX 3apyOexHblX O4HO Ha3BaHWe 13,5
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nepvoamMyecknx usgaHui ¢ bubnmorpacnyeckumm cnpaBovyHUKaMun u
npyrumMun MHOOPMaLMOHHBIMU UCTOYHMKAMM
27 |odopmneHue 3akasa Ha MOoANUCKY; NoACYET CTOMMOCTU MOAMUCKU € OAMH 3aKas 8,4
y4eTOM [OCTaBKW; 3anoflHeHWe KBUTaHUMM aboHeEMeHTa Ha
nepuognyeckoe nsgaHue
28 [cocTaBnieHWe  perncTpauMoHHOM  KapTOYKM  ANA  KapToTeku| oAHa KapTodka 4.5
neproanyecKknx n3gaHum
PaboTta B aBToMaTn3npoBaHHom pexmme (AC):
29 BBOZ 3aKasa Ha nepvoguyeckune nagaHus B 6asy aHHbIX OfjHa KapTo4ka 3,5
30 BbIBOA Ha 3KpaH pernctpaumMoHHON KapTOYKK, pacnedartka OfHa KapToyka 1,8
31 KOppeKTMpOBKa 3akasa: BbIBO Ha 3KpaH Cnucka MNepuoaMyeckux| O4HO Ha3BaHWe 1,8
M30aHWI; BHECEHNE N3MEHEHUI
MogrotoBKa AOKYMEHTaLUMW AN 3aKynku U3gaHni:
32 |ayKUMOHHasA AOKYMEHTaUms OJVH KOMMNEeKT 480,0
33 |DOKyMeHTaums Ans KOTUPOBOK OJVH KOMMNEeKT 400,0
34 |noroBop/KOHTPAKT OJVH KOMMNEeKT 240,0
35 |cocTaBneHue TEXHUYECKOro 3afjaHusa ans aykunoHa OJVH KOMMNEeKT 240,0
36 |cocTaBneHuMe CBOAHbLIX TabMUL, U CNUCKOB MU3OaHWIA ONnS TaMOXHW,| OOWH KOMMMEKT 360,0
conpoBoaMTENbHOM JOKYMEHTAUUN ANsi MEXOYHAPOAHOro noytamTa
[Mepenucka ¢ KHUFOTOProBbIMW OpPraHn3auusMn 1 m3gatenscTBamu,
onbnvoTtekamu, gapuTensiMun:
37 |cocTaBneHue, neyatb TeKCcTa nMuWcbMa (3anpoca, MpeTeH3un),| OAHO MUCbMO 10,2
pernctpaums B KHUre UCXOOSALWMX OOKYMEHTOB (MOCTaHOBKa AaThl,
NOPsIAKOBOr0O HOMEpa, YKasaHMe HauMEHOBaHUS opraHuM3auum,
KpaTkoe codepxaHvne nnucbma)
38 |cocTaBneHue, neyatb GnarogapCTBEHHOrO MMCbMA, permcTpauus B  O4HO MUCbMO 11,0
kHure [Japos 6ubnuoteku
39 [coctaBneHve, neyaTb nNMCbMa Ha npegBapuTenbHbln obcyeT  OA4HO MUCLMO 5,2
M3gaHui, NoAroTOBMNEHHbIX K NPUOBpPETEHIO
40 locbopmneHve, oOTMpaBka 3akasa M3gawlyMm  opraHusaumsMm,|  oauH 3akas 3,1
pacnpoCcTpaHNTENaM
41 aTpMbyumnst 1 CoCTaBreHne 3aKkioYeHUs ONs 9KCNEPTHON KOMUCCUM| OLUH OOKYMEHT 360,0
Npu NOKynkKe JOKYMeHTa
[JokomnnekToBaHue 6ubnmoTe4Horo dhoHaa:
42 nepenucka ¢ [uccepTauMOHHBIMKM COBETaAMW: COCTaBreHMe, Habop| ofHa 3asiBka 20,0
TekcTa nucbMa (3anpoca, MpPeTeH3nuM) B Ccrydae OTCyTCTBUSA
0653aTENBHOIO 3K3eMNNspa AOKYMeHTa B poHAe
43 |nonyyeHue  3asBKM Ha npuobpeTeHMe  LOKYMEHTOB  OT O/JHa 3asBKa 2,6
nogpasgeneHnmn
44 [cBepka 3asBku ¢ "ba3on gaHHbIX 3akasa” O0[HO Ha3BaHWe 2,0
45 npocMOTp KapTOTEKN HEYAOBMNETBOPEHHOIO CMPOCA; aHanM3 OTKasoB| OAWH OOKYMEHT 3,0
[ANs1 BbISIBIIEHWNSI OTCYTCTBYIOLLMX JOKYMEHTOB
46 |cocTaBneHne OuMOnMorpadnyeckon 3anucu; ykasaHue KOnMyecTBal ofHa KapTouka 3,6
PK3eMNSPOB M CUIIOB NogpasgenieHun
OT6Op 3NEKTPOHHbIX U34aHWI 118 ANEKTPoHHON 6ubnvotekm (IB):
47 lotbop dhamna no cnuckaMm npeanoxexHun ans Ob, npoBepka Ha| OOHO Ha3BaHWe 3,0
nybneTHOCTb, MpoBedeHWe CBEepKU 3anmMcu C  ANEKTPOHHBIM
katanorom (3K)
48 |npoBepka NErMTUMHOCTU pasMELLEHUs 3NEKTPOHHOIO AOKYMEHTa B| OOHO Ha3BaHue 10,0
b
OT60op ceTeBbIX yaaneHHbix pecypcoB (CYP):
49 npoCcMOTP KHUrom3gaTenbCKow U KHUroTOProBon MHgopmaumm OfIMH pecypc 2,0
50 |onpepeneHne TeMbl pecypca, CocTaBa, YCroBuUin OCTYNa, Co3aaHnel  oauH pecypc 90,0
NepBMYHONM 3anNncK B NacnopTe pecypca
51 |opraHmnsaumsa npoBegeHnsa Tectosoro goctyna k CYP OAVH pecypc 860,0
52 |3sanonHeHve nucTa TeCTUpPOBaHUA OAVH pecypc 420,0
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53 |BkntoYeHUe 3asBKN B SNEKTPOHHbIN YKa3aTenb 3aKkasa OfjHa KapTo4ka 0,26
OT6op [AOKYMEHTOB U3 0OMeHHbIX poHOOB OuGNMoTek Aans
[JOKOMMIEKTOBaHMUS:
54 [NpocMOTp CNWUCKOB, KapToTeK, KaTanoroB OOMeHHbIXx ¢OHOO0B OAHO Ha3BaHWe 3,2
OMbnMoTeK, oTOOP HYXHbIX OOKYMEHTOB, CBEpKa C KaTaroramu u
KapToTekamMuM CBOel OUONMOTEKWN; COCTaBMEHME CMMCKa  Ha
[1OKYMEHTbI, 0TObpaHHble B 0OMEeHHOM dhoHAe
KonnyecTBo JOKYMEHTOB, BKMOYEHHbIX B CMINCOK:
55 11 3,6
56 2-10 37,4
57 11-25 87,7
58 26 - 50 197,0
CocTaBneHue onepatuBHOIO (TEKYLLIEro) nnaHa KOMMNIIEKTOBaHUS:
59 onpegeneHne meponpuaTU No OPMMPOBaHMIO €AMHOrO hoHaa Ha OAVH nnaH 1044,0
TEKYLLMN rod, OTBETCTBEHHbIX WCMNOMHUTENEN, KOMNMYECTBEHHbIX|
nokasaTenen obbema poHaa (MOCTynneHne, BolObITUE), UICTOYHUKOB
NOCTYMNEHNsl, CMETbI PacxodoB
OdbopmieHre nnaHa KOMNEKTOBaHMS B hOpMe:
60 Tabnuy, ogHa Tabnuua 2,6
61 KapToTeku OfHa KapToyka 2,6
PaboTta B aBToMaTn3upoBaHHom pexnme (AC):
62 [BBOZA NMylaHa KOMNeKToBaHus B 6a3y gaHHbIx AC OJWH NniaH 1,1
63 [koppekTMpoBKka 6asbl [aHHbIX; BbIBOO Ha 9KpaH; BHECEHWE| OAVH AOKYMEHT 1,6
M3MeHeHun
1.2. MNpuem n y4eT NOCTYNMBLUNX JOKYMEHTOB
Tabnuvua 2
N n/n HaumeHoBaHue npouecca, onepaumun. Coctas paboTbl EavHnua Hopma
NU3MEepeHNss  |BPEMEHU, MUH.
1 2 3 4
1 |PacnakoBka/ynakoBka usgaHui ofHa nayka 2,5
2 |Pa3bop JOKYMEHTOB MO BUAaM, s3blkaM, UICTOYHUKAM NMOCTYNNEHNs | OOHO HasBaHue 1,0
3 [MpoBepka OTCYTCTBMS BpakoBaHHbIX 9K3EMMSPOB OVH 3K3emnnsap 0
[MpyemM  OOKYMEHTOB, MOCTYMMBLUMX C  COMPOBOAUTENbHbLIM
TOKYMEHTOM:
4 |npveM [OOKYMEHTOB MO COMpPOBOAUTENbHBIM MaTepuanam (MnMCT| OauH aK3eMnnsap 2,8
pervcTpaumm, cYeT, HaknagHasi, Konust Yeka, akT), nogbop mx no
andaBuTy aBTOPOB WM 3arfaBui, 3KCMEOUUMOHHBIM HOMeEpaM,
CBepkKa C CONpPOBOAMTENbHLIM AOKYMEHTOM, MPOCTaBIIEHME LIEHbI Ha
M3gaHuM, NogcyeT Yvcna aK3emnnsipos, obLLIen CTOMMOCTH
5 [pvem pyKOMUCHbIX KHWI, MOCTYMMBLUMX C COMNPOBOAMTEMbHLIM| OOWH OAOKYMEHT 30,0
[1OKYMEHTOM
Mprnem guccepTtaumin:
6 |NOCTYNMBLUUX C CONPOBOAUTENBHLIM MMCbMOM 13 [JuccepTaumMoHHbIX| OAMH AOKYMEHT 21,0
COBETOB
7 |NOCTYNMBLUMX C CONPOBOAMTENbHBIM NMMCbMOM U3 3KCMeanumnm OOWH OOKYMEHT 6,6
8 |npvem aBsTopedepaToB auccepTauun, NOCTYMNMBLUMX g OOWH OOKYMEHT 1,3
CONPOBOANTENBHLIM MUCbMOM M3 SKCMEeAULMN
Mpvem [OOKYMEHTOB, NOCTyNMBLIMX Ge3  ConpoBOAUTENbHbIX
JOKYMEHTOB;
9 |npoBepka Ha Ayb6neTHOCTb; NPOBEAEHNE OLIEHKN JOKYMEHTOB OLVH OOKYMEHT 3,1
10 |cocTaBneHue akta Ha NpUem JOKYMEHTOB O[HO Ha3BaHue 1,0
[MpremM pyYKOMUCHBLIX KHUM, MOCTyNMBLUMX 6e3 COonpoBOAUTENbHbIX
TOKYMEHTOB:

Elinoéiioaiolépn

www.consultant.ru

iadaeeiay idaajaay iaaadeéa

Nodaieva eg


http://www.consultant.ru/
http://www.consultant.ru/

idesac Teieseiiooda Pififnee 1 30.12.2014 N 2477

"fa 0aadeadice 0eiialio T00afieaans iidl od64a ia daatod, Adileiyaita A ae...

Afesiaio i9aaino

aaeat
Adoa fitboaiaiey: 26.10.2016

NAnor

Elificéiioaiolepi

11 |cocTaBneHne akta Ha NpMeM PYKOMMUCHBIX KHUT U OKYMEHTOB OLVH OOKYMEHT 0,1
12 |npoBepka Ha Hanuune ONU3KMX NO BPEMEHW U TeMaTuke| OfHa 3anucb 10,8
PYKOMUCHBIX KHUI 1 AOKyMeHTOB B poHaax HNOP no cnyxebHomy,
andaBUTHOMY, y4ETHOMY KaTanory
[MpoBegeHWe 3KCNepTU3bl U OLIEHKM PYKOMUCHBIX KHUT U OKYMEHTOB:| OAWH JOKYMEHT
13 lopavHapHom 600,0
14 |NOBbLILLIEHHOW CIIOXHOCTU 1200,0
15 |Ha MHOCTpaHHbIX A3blKax 1200,0
16 [KapTorpaduyeckoro matepuana 1200,0
17 My3blKanbHOro cogepxaHusi 1200,0
18 |pykonucel ¢ rpaBlopamMu 1 nsomatepuanamu 1200,0
19 npoBeaeHne NepBUYHON aTpPUOYLIMN JOKYMEHTOB (PEOKMUX U LIEHHbIX| OAMH OOKYMEHT 10,0
KHWI), OTOOp B COOTBETCTBMM C NPOCUIIEM KOMMMEKTOBAHUSA U
pacnpegeneHue no nogdoHAaM U KONeKUMam
20 [npocTaHoBKa WTemnens Ha obopoTe TUTYNbLHOro nucta M Ha 17-A OAMH 3K3eMnnsAp 0,26
CTpaHuLe JOKYMeHTa
21 |npocTaHOBKa perncTpaunoHHOro Homepa Ha AOKYMEHT OAVIH 3K3eMnnsp 0,26
22 |HakneuBaHue Ha OOKYMEHT MEeTKM OMs YCTPOWMCTB pagmoyvyacTOTHOW OAMH 3K3eMnnsp 1,2
noeHTugmrKkaumm 06bEKTOB, akTyannsauns METKK
23 |HaknemBaHue WTPUX-Koda Ha 000POT TUTYILHOMO INCTA U OBNOXKN | OAMH 9K3eMMNsp 0,26
24 BHeceHue pasMeTku no hoHOaM Ha usgaHue OAVIH 3K3emMnnsp 0,26
CBepka MNOCTyNMBLUMX [OOKYMEHTOB C KapTOTEKOW TeKyLUero
KOMMIIEKTOBaHUS:
25 [NOUCK KapTOYKM B KapTOTEKE TeKyLlero KOMMMEKTOBaHWUS, CBepKal OfHa KapToyka 0,52
KapTOYKM C JOKYMEHTOM, BHECEHNE OTMETOK
26 cocTaBneHWe cnvcka  pPerucTpauyoHHbIX  HOMEPOB  HOBbIX| OAMH OOKYMEHT 0,36
NOCTYNIIEHUI AN U3rOTOBNEHUS NEYaTHON KapTOYKM
Pabota B aBTomatnauposaHHon cucteme (AC):
27 |cBepka OOKYMEHTa C yKasaTeNnem 3aka3aHHbIX M3daHun, BHECEHWE OAHO Ha3BaHue 3,0
OTMETOK
28 [npoBepka Ha OyGneTHOCTb MOCTYNUBLINX M3gaHui B 6ase OaHHbIX| OOWH AOKYMEHT 1,6
AC
29 |pervctpaums HOBbIX NOoCcTynneHun B 6ase gaHHbix AC OAVH JOKYMEHT 9,1
30 [pvem n permcTpaumsi pyKOrmuCHbIX KHUM, NPOCTaBneHne OTMETKU B| OOWH AOKYMEHT 3,6
PErmcTpaLmMoOHHOM XypHane HOBbIX MOCTYNMEHUA, KHUre y4yeTa
HOBbIX NOCTYNMEHUN
[Mprem u perncTpauuns XypHanos 1 raser:
31 [nogbopka >KypHamnoB W ra3etT Mo andaBuTy Ha3BaHWA, MOWUCK OOWH AOKYMEHT 0,94
pPErncTpaLmMoHHON KapTOYKUM B KapTOTeKe MNOAMUCHbIX W34aHun,
OTMETKa HoMepa, AaTbl NONyYeHUs N30aHNs
32 |npocTaBneHue LITEMMNENs Ha XypHane OfIVH XypHan 0,2
33 [npocTaBneHue WTEeMNEnNs Ha rasete ojHa raseta 0,16
34 |pervctpaunsi HOBbIX NOCTynieHn B 6a3e gaHHbix AC OfVH JOKYMEHT 2,6
[Mprem 1 pernctpauus cetTeBblX yaaneHHblx pecypcos (CYP) B AC:
35 |npoBepka JOCTYMHOCTU pecypca (npuem) OfIMH pecypc 30,0
36 |odopmneHue conpoBOAMTENBHON JOKYMEHTauUun (akT npuema) OfIMH pecypc 10,0
37 |BBegeHue 3anuncu B peectp yyeta CYP OfIMH pecypc 4.8
38 BBeaeHue 3anucu B peectp nacnoptos CYP OfIMH pecypc 3,7
39 |noarotoBka cBegeHun anga canta o CYP OfIMH pecypc 20,0
AIMVHUCTPUPOBAHNE  CETEBbIX  yAaneHHbIX  PecypcoB B
aBTOMaTM3NpoBaHHOM pexume (AC)
ObpaboTtka 3anucen Onst BeAeHWst UHAOPMALMOHHBIX MOWMCKOBBIX
CEPBUCOB:
40 |0OKyMEHT O0[HO Ha3BaHue 4,0
41 naket/B[ oAHO 10,0
HavMeHOBaHue
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43 Jaktyanusaums ceegeHuii o CYP OLHO Ha3BaHWe 6,0
44 |cbop cTaTucTmKKM 0 cocTase 1 06 ncnonb3osaHun CYP OLHO Ha3BaHWe 0,3
Mpuem u obpaboTka 3NEKTPOHHbIX M3OaHUN Ans JNEeKTPOHHON
onbnmnotekun B AC:
45 |npoBepka kayectBa (hbanunoB, pernucTpaumsa  SNEeKTPOHHOro| OAWH AOKYMEHT 9,3
nokymeHTta B 9K, nepefadva dannos Ha cepsep
dopmMupoBaHMe akTa nepedayn HOBbIX MOCTYMNEHUMW B Apyrue
nogpasgenexus:
46 B AC yepes nporpammy aucnetyepmsaumm UsgaHuim OAVH 3K3eMnnsip 0,15
47 |B py4HOM pexunme OAVH 3K3eMnnsip 2,0
Benenwue "Knuru cymmapHoro yyeta"
Pa3bop 4OKyMEHTOB MO BMAaM, OTpacnsiM 3HaHWI, A3blkaM; NOACYET|  OfHa 3anucb
MMcna  OOKYMEHTOB,  3anucb  pe3ynbTaTtoB  MogcdeTa Mo
ycTaHoBrneHHon ¢oopme B "KHury cymmapHoro yyeta"
KonnyecTBo JOKYMEHTOB B NapTUM MNOCTYNEHWIA:
48 |1 0,6
49 2-50 30,8
50 51 -250 150,0
51 BBOA CTATUCTUYECKMX OAHHBLIX B 6a3y AaHHbIX AC ofHa napTtus 3.1
52 [nogcyeT NOCTpaHU4YHO MO MO3ULMAM AaHHbIX, NMEPEHECEHNE UTOTOB| OAHa No3vuus 1,6
Ha cnegylwyo cTpaHmLy
53 cBepka MHaAHCOBbIX AOKYMEHTOB oOTAena ¢ (UHAHCOBbIMU OAWH OOKYMEHT 1,46
[IOKyMeHTaMu Gyxrantepumu
54 lochopmneHne conpoBOAUTENbHBIX AOKYMEHTOB (CYeT, HaknagHasi, OAWH AOKYMEHT 13,0
aKT) onga nepegaym B byxrantepuio
55 odopmneHne WHBEHTapPHOM KHUMN, HyMepauus NUCTOB,| OAHa CTpaHuua 0,88
NpocCTaBreHne HoMepa B UHBEHTAPHOW KHUre
56 @Banucb OOKYMEHTOB MO YCTaHOBMEHHOW ()OpMe B WHBEHTApPHYK| OAWH OOKYMEHT 2,8
KHWTY, MPOCTaBNEHNE MHBEHTAPHOIO HOMEpPa Ha JOKYMEHTE
57 |npoBegeHne WHOMBMAYANbHOMO y4veTa [OOKYMEHTa MO aKTOBOW OAWMH AOKYMEHT 1,0
CUCTEME, MPOCTaBNEHNE MHBEHTAPHOIO HOMEPA Ha JOKYMEHTE
58 |npoBegeHue uwHOMBMAOYANbHOrO yyeTta C MNPUMEHEHMEM YYETHOrO| OfHa KapTouka 4,7
Katanora: cocTaBrieHue Bubnuorpadudeckoro onucaHus
NMOKYMEHTa; yKasaHue LeHbl, WHBEHTApHOro Homepa, roaa
nocTynneHns, Homepa 3anvcy B "KHure cymmapHoro ydeta", ymcna
MOCTYMMBLUNX 3K3eMMNIsipoB, nx pacnpegeneHue no
nogpasgeneHmsam
59 |ukcupoBaHMe B KypHane perucTtpauuMuM KapToyeKk Y4eTHOro| ofHa 3anucb 0,3
KaTanora MHBEHTApPHOIo HoMepa, NEPBOro CIoBa 3arnaBus
60 [NpocTaBneHne MHBEHTApPHOro HoMepa Ha JOKYMEHTe OOWH OOKYMEHT 2,6
61 |peructpauus NnaTeHToB B HYMEPALMOHHOW KHUre OOVH JOKYMEHT 0,3
62 NpveM akToB Ha BbIObIBIWIME [OKYMEHTbl OT  CTPYKTYPHbIX OOVH aKT 8,7
noapasnernennin; BHeceHne 3anncu B "KHure cymmapHoro yyeta” (2-
1 YacTb); NPOCTaBIIEHE HOMepa aKTa
McknioveHne JOKyMEHTa MO akTy M3 y4ETHbIX hopM: OOWH OOKYMEHT
63 WMHBEHTAPHOW KHUTU 1,4
64 |y4yeTHoOro kartanora 0,88
65 oN1CK MHBEHTaPHbLIX HOMEPOB 1,0
66 mcknoyeHne BblbbIBLUMX JOKYMEHTOB 13 6a3bl gaHHbIX AC OOVH OOKYMEHT 1,0
67 [noraweHne WHBEHTAPHOrO HOMepa M wTemnenss Oubnmnotekn Hal OauMH AOKYMEHT 0,5
[IOKYMEHTe
68 |noalumBKa akToB OJVH aKT 0,26

MpumeyaHne: npu paboTe C OOKYMEHTaMW Ha WHOCTPAHHBLIX S3blkaX K HOPME BPEMEHU MPUMEHSETCH
nosbiWaroLwmn koadguumeHT 1,15,
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1.3. BubnunoteyHasn obpaboTka gokymeHToB. OpraHnsauus U Be4eHNe KaTarnoros

Tabnumua 3

onbnrorpacdmyeckon sanmcu

N n/n HanmeHoBaHne npouecca, onepaunn. CoctaB paboTtbl EavHnua Hopma
N3MEPEHNs]  |[BPEMEHU, MUH.
1 2 3 4
PaboTa ¢ ne4yaTHOI KapTOYKOMN:
1 (dopmupoBaHME KOMMIEKTa MeyaTHbIX KapTOMeK Ha OCHOBE| OfHa KapToyka 1,25
MaluMHoYMTaemon bubnmorpaduyeckon sanucm
2 |pa3bop KOMMNNeKTa nevyaTHbIX KapTodek OfHa KapToyka 0,42
3 |nogbop nmeuvaTHbIX KapTovek no andaBuTy pamMununini aBTOpoB UIK| OAdHa KapToyka 0,43
3arnaBun ansi pacCcTaHOBKM B CNYXXEBHY0 KapToTeKy
4 |paccTaHOBKa KapTO4eK B CNYy>KeOHYI KapTOTeKy OfHa KapToyka 0,96
5 |nogbopka neyaTtHbIX KApPTOYEK K JOKYMEHTaM OfHa KapToyka 0,52
CBepka NocTynMBLUMX JOKYMEHTOB C KaTtanoramu:
6 |npoBepka MO KaTanory MOBTOPHOCTU OOKYMEHTa; NepeHeceHwe ¢ ofHa KapToyka 1,9
KaTano)XHOW KapToyku 6nbnmoteyHoro wudgpa, NonHOro nHaekca
7 |nouck B cnykebHOM kaTanore CBOAHOrO OMWCaHWS; BHECEHME| OAHa KapToyka 2,6
OTMETOK
8 lodhopmneHne neyaTHOM KaAPTOYKM, HaMUCaHWe WHBEHTAPHOrQ OAHa KapToyka 0,68
HOMepa, Wudpa u gpyrmx BubnnoTeyHbIX OTMETOK
Mpunucka gybneTos:
9 |cBepka OOKyMeHTa Ha oybneTHOCTb no criykebHomy, andaBuTHOMY, OAHO Ha3BaHue 0,94
Y4ETHOMY KaTanory
10 |npunucka pybneta B KaTanor: NpPOCTaBNeHWE WHBEHTApHOro| OOHO Ha3BaHue 2,42
HOMepa; nepeHeceHue Wudpa Ha JOKYMEHT
[Mpunucka NpoaoImKaLLNXCS U30aHUN:
11 jnouck B permcTpauuoHHOM KapTOTEKe KapTOYukn Ha M3daHue; cBepka| OAHO Ha3BaHWe 0,84
ee C OpUrMHanoM; BHeCeHne BUBNMOTEYHBLIX OTMETOK
12 |nouck B Kkatanore KapTO4Ku; oTMeTKa NOCTYNNEHUs| OAHO Ha3BaHWe 3.1
COOTBETCTBYIOLLLErO BbIMyCKa; NPOCTaBleHNne MHBEHTApPHOro HOMepa,
LWndpa, BHECEHWNE ApYrMX B1BIMOTEYHbIX OTMETOK
dopMumpoBaHne bubnuorpaduyeckon anmcu
CocTaBneHne OCHOBHOM  OGubnuorpaduyeckon  3anucu  Npul OOHO HasBaHue
OTCYTCTBUM MEYaTHOMW KaAPTOYKM B [JOKYMEHTE (O3HaKOMIIEHME C
MOKYMEHTOM; COCTaBfIEHME OMUCaHUdA; BHeceHue OubnuoTeyHon
OTMETKM)
KonnyecTBo anemMeHTOB ONMCaHus:
13 1-4 0,42
14 5-6 5,2
15 [7-9 6,2
16 10-13 7,2
17 14-19 8,2
18 20 - 27 9,2
19 |cocTaBneHMe OCHOBHOM OGuGNMorpaduyeckor 3anmcu C MOMOLLbIO 3,5
MaKeTa KapTOYKM, HamneyaTaHHOro B KHUre; MPOCMOTP W3[AaHus;
CBEpPKa C MAaKETOM KapTO4Ku
20 |cocTtaBneHue pobaBoyHoro onuncaHus K OCHOBHOW| OfHa KapTo4ka 1,9
onbnnorpacdmyeckon sanmcu
21 |03HaKOMJIEHNE C JOKYMEHTOM; COCTaB/IEHNE aHANMTUYECKOM 3anncyu| OauH AOKYMEHT 3,5
22 |cocTaBneHue CCbITOYHON KapTO4KK K OCHOBHOW| OfHa KapTo4yka 1,26

dopmmpoBaHne Gubnmorpacmyeckon 3anmcy PyKONMCHON KHUK

CoctaBneHue OCHOBHOWN Bubnuorpadudeckon 3anucu

(O3HaKOMJ'IeHI/Ie C OOKYMEHTOM; COCTaBIieHune, ornncaHue,

O[HO Ha3BaHue
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NpocTaHoBKa BUBNNOTEYHON OTMETKM):
23 [cpedHen CroXHOCTH 600,00
24 |NoBbILEHHOW CNOXHOCTH 1200,0
25 Ha MHOCTpaHHOM si3blke 1200,0
26 |[kapTorpadgu4eckoro matepuana 1200,0
27 My3blKarbHOro cogepXaHus 1200,0
28 |popaboTka  ycTapeBLWMX  3anucen, He  COOTBETCTBYWOLMX OAHO Ha3BaHWe 300,0
COBPEMEHHBIM apxeorpadnyecknm HopMaM: A4aTUPOBKAa PYKOMNUCEWN
No BOOSHbIM  3HakaM; pPOCMUCb  codepXaHus  COOPHMKOB
HEMOCTOSIHHOrO COCTaBa; BHECEHWE [OOMOSTHUTENbHBIX CBEAEHWUA C
Y4ETOM JOCTUXKEHUIN COBPEMEHHOW UCTOpuorpagum
PepaktnpoBaHmne bubnuorpaduyeckon sanmcu:
29 [npoBepka NpaBUITbHOCTU SMIEMEHTOB 3aMNMCK Ha KAapTO4Ke OfjHa KapTo4ka 1,0
30 pchopmneHne kapTodku Ansa OyornmMpoBaHMs Ha MHOXWTENbHOM| OfHA KapTodka 3,2
annaparte; nNpoCTaBfeHUe WHOEKCOB, WNGPOB, 6GMBIMOTEYHbIX
NOMETOK, onpefeneHne 1 yKkazaHne Tupaxa KapToyek
pynnoBas o6paboTka JOKYMEHTOB
OT6Op  OOHOTUMHBLIX  JOKYMEHTOB, Mogfiexawux [pynmnoBoyv| ofHa rpynna
0OpaboTke; cocTaBneHne ob6LUel XapakTEPUCTUKM Ha KOMMSEKT| [OOKYMEHTOB
[TOKYMEHTOB
KonnyecTBo JOKYMEHTOB B rpynne:
31 1-9 39,0
32 10-15 60,0
33 [16-30 106,0
34 npoBepka NPaBUIIbHOCTM  COCTaBfIEHUS1  XapaKTepPUCTUKM  Ha ofHa 13,0
KOMMNEKT AOKYMEHTOB XapaKTepucTuka
Pekatanorusaums (3aMmeHa kaTanoXHbIX KapTovek):
35 [cBepka KapTO4KM C  [OOKYMEHTOM; WCMpaBneHWe CTaporo OfHa KapTodka 17,4
bnbnnorpacmyeckoro onuMcaHus; COCTaBfeHME HOBOMO OMMCaHWS;
nepeHeceHve Wwndpa, WHBEHTAPHOrO HoMepa, OUBNNOTEYHbIX
NOMETOK
MoaroToBKa K MHAEKCMPOBAHMIO JOKYMEHTOB 4151 KaTasloros:
36 [nogbop KapTOYKKM K JOKYMEHTY, CBEPKA U BIOXEHWE B OKYMEHT OfjHa KapTo4ka 0,5
37 p3HakoMfeHMe C  OOKYMEHTOM;  YCTaHOBMEHWe  TemaTuku; OAHO Ha3BaHue 0,88
pacnpegeneHne no oTpacnsiM 3HaHus (No TemaTtuke)
38 [MPOCMOTP WMHOCTPaHHbLIX W3OaHWWA, NepeBof OaHHbIX Ha PYCCKWMW OOHO Ha3BaHue 0,37
A3bIK
CucteMaTtnsaumnst JOKYMEHTOB:
39 fcuctematmsauMs  OOKYMEHTa C  MCNOMb30BaHMEM  WHAEKCOB| OAHO Ha3BaHWe 2,6
neyaTHOM KapTOYKW WM MakeTa KapToykM, HamneyaTaHHoro B
N34aHUN, O3HAKOMIIEHWE C AOKYMEHTOM, MPOBEpKa COOTBETCTBUS
MHOEKCOB Tabnuuam knaccudpumkauum, nNpuHATEIM B BmbnunoTeke,
NpOCTaBNeHNe MHOEKCa Ha JOKYMEHTe
40 [cuctemaTm3aunsi JOKYMEHTOB NMpW OTCYTCTBUM MEYATHOW KapTOYKM M| OOHO Ha3BaHue 4.7
MaKeTa KapTO4KM B W34aHUKN; O3HaKOMIIEHME C OOKYMEHTOM;
onpegeneHue nHaekca no Tabnuuam knaccudukaumm, NpUHATLIM B
onbnuoTteke; NpocTaBneHne NHAEKCa Ha JOKYMEHTEe
41 lonpegeneHne aBTOPCKOTO 3HAKa [OKyMEHTa MO aBTOPCKMM| OOHO Ha3BaHue 0,62
rabnuuam
42 |wndpoBka OOKyMeHTa npu popmMaTHO-MHBEHTAPHOW pacCTaHOBKe: OAHO Ha3BaHwe 0,42
onpegeneHve copmarta JOKYMEHTa, HanucaHue wudpa
43 |pepaktupoBaHue  KnaccudMKauMOHHONO  MHAEKCa;  MpoBepkal OOHO Ha3BaHue 0,88
NpaBWUIbHOCTM MHOEKCA, aBTOPCKOrO 3Haka
44 icocTaBneHWe KapTodku andaBUTHO-NPEOMETHOro kartanora (Ha| ogHa KapTodka 20
HOBYIO TemaTVKy); HanucaHue Ha KapTouke WHAEeKca, Ha3BaHus
Katanora W KapTOTeKW, B KOTOPbIX OTPaXakTcs [OKYMEHTHI;
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lyKa3aHue CCbIJTKU U OTCbIJ1IKK, CBA3U MeXay oTAeSIbHbIMU py6p|/||<aM|/|

I'Ipe,qmemaau,mq OOKYMEHTOB!

0003HaYeHNsM, aJ'Id)aBI/ITy COKpalLlEeHHbIX Ha3BaHWI CTpaH,
NMaTUHCKOMY aﬂ(*)aBI/ITy (VIHOCTpaHHbIX CTaHﬂ,apTOB), no HoMepam

JOKYMEHTOB

45 |npegmeTusaums OOKYMEHTOB C WUCMOMb30BaHUMEM PYyOpUK nedaTHoW| OOHO Ha3BaHue 2,6
KapTO4KM; MpoBepka COOTBETCTBUSA PYOPUKM NeyvaTHOM KapTOYKM
npegMeTHOMY KaTanory

46 |npegMeTusaumMs OOKYMEHTOB MpU OTCYTCTBUM MEeYaTHOM KapTOukW; OOHO Ha3BaHue 4,6
03HaKOMJIEHME C JOKYMEHTOM, onpefeneHne pyopuku

47 cocTaBneHMe HOBbIX MNpegMeTHbIX pybpuk ¥ nogpyOpuk; ogHa KapTodka 1,3
nepeHeceHne Ha KapTo4KM crnyXeOHOM KapToTeku

48 pegakTMpoBaHMe NPeaMETHOM pPyOpuKW; MpoBepKa MNpaBWUibHOCTM| O4HA KapToyka 0,88
npegMeTHon pybpyKn, TOYHOCTU HaNMCaHUs
OpraHusauns andgaBuTHOro Karanora:

49 nopbopka KapToyku no andasuTy amunuii asTOpoB UMK 3arnaBuil odHa KapTodka 0,36
[ANs1 pacCTaHOBKM B andaBUTHbIN KaTanor

50 |pacctaHoBKa npegBapuTenbHO  MOAOOpPaHHbIX  KapTodeKk Bl OOHa KapTouka 0,36
andgaBuTHbIN KaTanor

51 pepakTupoBaHue andaBMTHOrO KaTtarnora; npoBepKa pacCTaHOBKW| OAHa KapToyka 0,88
KapToyek, NpaBUNBHOCTN [063BOYHBLIX M CCbIMOYHBLIX KapTOYEK;
ncnpasneHue ownbok

52 HanucaHwe pasgenuTens ansa andaBUTHOrO Kartanora, ykasaHue OAWH 0,88
BykBbI, cnora pasgenuTens

53 |pacctaHoBKa pasgenutenen B andaBuTHbIM KaTanor: nogbopka OOVH 0,36
pasgenuTenen no andgasuTy, NOMCK MeCcTa pasgennuTens, yCTaHoBKa,  pasgenutenb
BakpenneHue CTepPXHSA
OpraHusaumsa cuctemaTMyeckoro katanora:

54 [nogbopka kapTOYKM MO MHAEKcaMm, BHYTPU pasfena no andasuTy| OfHa KapTodka 0,42
bamunuii  aBTOPOB  WMNW  3arnaBun  ONsi  PacCTaHOBKM B
cucTeMaTMyecKnii Katanor

55 |pacctaHoBka npegBapuTenbHO  NOAOOpPaHHbIX  KapTodek Bl OOHa KapTouka 0,42
cucTemMaTMyecKkMn Katanor

56 pepakTupoBaHue cucTeMaTm4eckoro KaTanora: npoBepkal oAHa KapToyka 0,88
NpaBWUIbHOCTW HAaMOSNTHEHMS pa3denoB KaTanora Mo COoAEPXKaHuIo,
MHOEKCaUuUmM 1 paccTaHOBKE; UcnpasneHne owmnbok

57 faHanu3 cucTemaTMdeckoro kaTarnora: WCMpaBfeHWe WHOEKCOB, OfHa KapTodka 52
BHeCeHVe U3MEeHEeHUN B andaBUTHbIN KaTanor

58 Hanucanve pasgenuTenss Ons CUCTeMaTMYecKoro  Kartarnora: OOWH 2,6
yKa3aHvue HaMMEeHOBaHWs pasgena, nogpasgena v Apyrmx oTMeToK pasgenvrenb

59 |paccTtaHoBKa pasgenuTenen B CMCTEMaTUYECKMIA KaTanor: nogbopkal OOViH 0,42
No MHOEKCcaM, NONCK MeCTa, YCTaHOBKa, 3aKpensieHne CTepXHs pasgenvrenb
OpraHusauns npegMeTHOro Karanora:

60 |[nogbopka KapTodek Mo NpeaMEeTHbIM pyOpuKam, BHYTpM pybpuk No| ogHa KapTouka 0,42
andgasuty dhammnnin aBTopoB UM 3arnasumn

61 |paccTaHOBKa npegBapuTenbHO  MOAOOPaHHbIX  KapTOYeK Bl OOHa KapTouka 0,42
nNpegMeTHbIV kaTanor

62 |pegakTMpoBaHWE MPeoMETHOro Katarora: npoBepka MpaBWUIIbHOCTM| OOHa KapTouka 1,0
CCbINOK, OTCbINOK, Py6puK

63 HanucaHve pasgenuTena Ons npegMeTHOro Katanora, ykasaHue OAVH 23
pPYOPUKN, OTChISNIKN, CChINKN pasgenuTens

64 |paccTaHOBKa pasgenutens B NpeaMETHbIA KaTarnor, Nouck MecTa, OaVH 0,42
YCTaHOBKA, 3aKpenneHne CTepXXHSs pasgenuTens
OpraHusaumns HyMepaLMoHHOro KaTtanora HOpMaTUBHO-TEXHNYECKON
NOKYMEHTaLmMK:

65 [nogbopka KapToykM MO BMOAM OOKYMEHTOB, YCIMOBHbIM LM(POBLIM OfHA KapTodka 4,3
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66 |paccTaHoBKa nNpeaBapuUTEnbHO NogobpaHHbIX KAPTOYEK B KaTanor OfHa KapToyKa 0,41
67 |pemakTupoBaHue katanora (npoBepka npaBuUnbHOCTY OAHa KapTodka 3,2
oubnuorpacduyecknx  onucCaHWi,  PacCTaHOBKW;  UCMpaBreHue
OLIMBOK); BHECEHWNE AOMNOSHEHNA U U3MEHEHUI B KaTanor (0TMeHa,
3aMeHa, W3MEHeHUs1, MpoAJieHWe cpoka [OEWCTBUS C yKaszaHUeEM
MCTOYHMKA)
68 HanucaHue n paccTtaHoBKa pasgenurenen oaViH 1,3
pasgenuTens
OpraHunsaumst U BeaeHue 3M1eKTPOHHOro Karanora:
69 (cBepka MOCTYNMUBLUMX JOKYMEHTOB Ha OyONeTHOCTb B 3NIEKTPOHHOM| OOWH AOKYMEHT 1,6
kaTanore
70 [npunucka NpogormKatLWMXCa N34aHNn B ANIEKTPOHHOM KaTtarnore OAVH OOKYMEHT 1,6
dopmumpoBaHne OubnMorpadryeckon 3anucu Onsi SMeKTPOHHOro|  oAdHa 3anucb
kaTtanora; BBog B 06a3y AaHHbIX; 3anofiIHEHWE COOTBETCTBYHOLLMX
nonewn:
71 |[npn HaNU4MM MakeTa NeYaTHOM KapTO4Kn 0,36
72 |npu OTCYTCTBUM MNEYaTHOW KapTOYKM 0,42
73 [cocTaBneHne aHanMTUYeCcKon 3anmcu 3,5
74 |cocTtaBneHue 006aBOYHbIX U CCbINOYHBIX ONUCaHNI O[HO onucaHue 0,88
75 |pepgakTnpoBaHune Gubnmorpadumyeckon 3anncu B 6ase gaHHbix AC; ogHO onuncaHune 1,3
BHECEHME N3MEHEHUI
76 BBOO nNepeyvHs npegMeTHbIX PYyOopuK apudMeTUKO-normyecknx ogHa pybpuka 0,36
ycTponcTte (AJTY) Kk cuctemaTnyeckoMy KaTarnory v reHepanbHOMN
CNPaBOYHOM KapToTeKe
77 [BblBOA Ha 3KpaH bubnunorpaduryecknx sanmcen 0fHa 3anvcb 0,83
78 |pegakTvpoBaHue pybpuK; HanonHeHWe pasgenos 0fHa 3anvcb 3,0
N3baTre kapTodek u3 katanoros
N3baTve KkapToukMm Ha UCKNIOYEHHble n3 OGubnuotedHoro doHAal OaHa KapToudka
NOKYMEHTbI:
79 |andcaBuTHOro Katanora 0,52
80 |cuctematmyeckoro katanora 0,56
81 |npegmeTHOro katanora 0,56
82 HymepauMoHHOro kaTanora 0,42
83 m3bATMe Brbnuorpadryeckomn 3anucu 13 SNeKTPOHHOro KaTanora 0fHa 3anvcb 0,84
[TexHnyeckasa obpaboTka AOKYMeEHTa
HaknenBaHve Ha OOKYMeHTe NUCTKa CpoKa BO3BpaTta, KapMallka, OOuH OOKYMEHT
Spnblka:
84 |nuCTOK CpoKa BO3BpaTa 0,42
85 kapmaluek 0,42
86 [pnbIk 0,26
HanucaHnuve wudpa Ha JOKYMEHTE U Apnbike: OLVH OOKYMEHT
87 Ha gokymeHTe 0,26
88 Ha apnblke 0,36
89 |nepeHeceHne opMaTHOrO U CUCTEMATUYECKOro LWMAPOB ¢ OAWH AOKYMEHT 1,6
KapTOYKU Ha JOKYMEHT
90 odbopMIeHNe KapToYKmN Anst TUpaXxnpoBaHus O[HO Ha3BaHue 1,0
91 BHeCeHMe M3MEHEHUIN B KAPTOYKE NOCne TUpaXXMpoBaHns O[HO Ha3BaHue 0,42
92 |pacnpefgerneHne KaTtanoXHbIX KapTOYEK Ha HOBble MOCTYMMEHWs MOl OfHa KapToyka 0,42
CTPYKTYPHbIM NOApasfenieHnsiM Nocne TUPaXXMpoBaHUs
93 BanonHeHue KHWXKHOIO dopmynspa: yKkasaHue wngpa, OOUH KHUKHBIN 0,88
WHBEHTAPHOIo HOMepa OKyMeHTa, dhamMuinm U MHULManoB aBTopa, dopmynsap
ero HasBaHus, LUeHbl, roga n3gaHus
94 iBanonHeHve KapToukM MHOUKATOpa Ha AOKYMEHT, Harnpasnsembld B OOUH MHOUKATOP 0,88
KHUrOXpaHeHWe: yKasaHuWe WHBEHTapHOro HOoMepa, aBTopa W
Barnaeus, Wndgpa pacCTaHOBKM
95 BanonHeHwe nepegaTtodHOM BEAOMOCTM Ha MapTUMO  HOBbIX| 04Ha BEOOMOCTb 0,42
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NOCTYNAEHUN
Pa6bota B AC
BblBOA Ha 9KpaH y4eTHbIX PopM; pacneyaTka: ofHa dopma

96 INUCTbl MHAMBUAYANBHOMO yYeTa JOKYMEHTOB 0,05

97 |nepepatoyHas BEAOMOCTb HOBbIX MOCTYNIEHWU 0,05

98 |[kapToyka ¢ bubnuorpadmnyeckomn 3anncbto Ang y4eTHOro karanora 0,05

99 KHWXHbIN popMynap 0,05

100 [kapToyka MHaukaTopa 0,05

MprmeyaHne: K Hopmam BpeMEHU MPUMEHSIOTCA NoBbILlaoLLme KOIPDULNEHTI:

- Mpu cocTaBneHun Gmubnumorpacmyeckoro onMcaHus Ha AOKYMEHT, Ha TUTYIIbHOM FIUCTE KOTOPOro YacTUYHO
OTCYTCTBYIOT AaHHble Ans 6ubnuorpadumyeckon 3anucu - 1,13;

- npu 6ubnuoteyHor obpaboTke: KUHOMOTOOHOOOKYMEHTOB - 1,21; HOTHBIX, KapTorpaduyeckux,
nsomnsgaHun - 1,15, cneumansHbiX BUAOB HAy4YHO-TEXHUYECKOW NuTepaTypbl N AoKymeHTauuu - 1,10;

- Npu paboTe C JOKYMEHTAMW Ha WMHOCTPAHHbLIX SA3blKax, NPV OpraHM3auun U BeOeHWW KpaeBegyecKoro
kaTanora (kapToTtekun) n GubnmoTeyHoro kaTanora Ha MHOCTPaHHOM s3blke - 1,15, Ha a3blkax cTpaH A3un 1 Adpukn
-1,5.

1.4. Pabota ¢ ooHoom

1.4.1. PaboTa no npmemy AOKYMEHTOB

Tabnuua 4
N n/n HaunmeHoBaHMe npouecca, onepaunn. CoctaB paboThl EavHnua Hopma
N3MEPEHNS]  |[BPEMEHU, MUH.
1 2 3 4
[Mprem OOKYMEHTOB B CTPYKTYPHbIX NOApa3sfaeneHunsx
Mpuem [OOKYMEHTOB W3 OTAena KOMMIMEKTOBaHUA, CBepka C| oAHa napTus
conpoBOANTENBHBIM MaTepranom
KonnyecTBo 3k3eMnnsipos:
1 1-25 14,4
2 26-75 37,2
3 |peructpauus HOBbIX MOCTYNMNEHUA Nepuoanyeckux usgaHui, OAWH AOKYMEHT 0,26
NpOCTaBfeHNe OTMETKM B PErMCTPaLMOHHON KapToTeke
4 |npoBepka roAOBOro KOMMMEKTa XYpHaroB W ra3eT Ha Hanuuuel  oguH HoMep 1,0
HOMepOoB
5 |npoBepka 3anncu Ha NepBOoM HOMEpPE rogoBOro KoMMnekTa: wudpa, oguH HoMep 5,0
HOMEpOB, OTCYTCTBYHOLLUMX HOMEPOB, MECSILIEB
Banucb Homepa B Tomnorpaduyeckyld OMNWUCb, MPUIIOXEHUS W OOWMH HOMEpP
cneumanbHble BbIMYCKU:
6 |Ha pyCCKOM $I13bIKE; 1,0
7 |Ha MHOCTpaHHbIX f3bIKax 2,0
8 |npoctaBneHvMe wTemMnens CTPYKTYPHOrO noapasdeneHvst Hal  OOvH HoMep 0,26
JOKYMEHTE
Mogbop 4OKYMEHTOB AN pacCTaHOBKU B OOHAE:!
9 |nogbopka [OOKYMEHTOB MO  KMACCUMPMKALMOHHBIM  MHAEKCAM, OAWH AOKYMEHT 0,52
@BTOPCKOMY 3HaKY
10 nopbopka [OKyMeHTOB nO opmaTty, WHBEHTApHbIM HOMepaMm, OAWH AOKYMEHT 0,92
LundopamM pacCcTaHOBKM
11 |nogbopka AOKYMEHTOB MO andasBuTy HasBaHWW, rogam, HOMepam, OOWH AOKYMEHT 0,48
pasgenam, nopsaKkoBoMy HOMepY
12 nopbopka crneuBMAoOB HOPMATUBHO-TEXHUYECKOM OOKYMEHTaUMWM NO| OAMH OOKYMEHT 0,36
knaccam, nogknaccam, rpynnam, noarpynnam, WHBEHTapHbLIM
HoMepam
PacctaHoBka 6mbnmnoTteyHoro goHga:
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Tabnumua 5

13 |paccTtaHOBKa [OOKYMEHTOB Ha CTennaxax B CUCTeMaTUYeCKU- OAMH JOKYMEHT 0,52
andaBUTHOM Nopsake
14 |pacctaHOBKa AOKYMEHTOB Ha cTernnaxax B OpMaTHO-UMHBEHTAPHOM| OAMH JOKYMEHT 1,3
nopsiake
15 |paccTtaHoBKka [OOKYMEHTOB MO andaBuTy Ha3BaHUW, rogam, OAWH AOKYMEHT 0,63
HoMepaMm, pasgenam, NopsaKoBOMY HOMepY
paccTaHOBKA HOPMaTUBHO-TEXHMYECKON OOKYMEHTAUUM MO Kraccam, OOWH AOKYMEHT
nogknaccam, rpynnam, nogrpynnam, MHBEHTapHbIM HOMepam
KonnyecTtBo JOKYMEHTOB B NogbopKe:
16 1-5 0,52
17 6-10 5,2
18 11-15 0,88
19 |paccTtaHoBKka [OOKYMEHTOB Ha cTennaxax B  QopmaTHO- OAWH AOKYMEHT 5,00
cucTemaTMyeckoMm M andaBuTHOM nopsgke  (MpegmMeTtoB U
MaTepuanoB rpaduvku) B BUTPUHAX U WKadax C  Y4eTOM
KOMMITEKCHOIO XpaHeHNsi PYKOMUCHBIX M CTaponeyaTHbIX KHUT
20 paccTtaHoBKa OOKYMEHTOB Ha MWKPOHOCUTENAX B WMHBEHTAPHOM W| OAMH OOKYMEHT 3,0
HyMepaLMOHHOM nopsake
npoBepKa MNpPaBWiIbHOCTU pPacCTaHOBKW OOKYMEHTOB B OTAErNbHbIX MaccuB hoHaa
MaccuBax ooHaa
KonnyectBo npoBepsieMbIX JOKYMEHTOB:
21 1-200 26,1
22 201 - 305 42,0
23 [306 - 400 57,0
24 401 -600 88,0
25 [nepemelleHne (NnepeHeceHne) JOKYMEHTOB Ha cBOGodHblE MecTa OfHa nosnka 4,0
OdopmneHme MNOMOYHLIX pasgenuTenen; HanMcaHue MONOYHbIX OOVH
pasgenutenen: pasgenvrenb
26 |onga cuctemaTnyeckon paccTaHOBKM poHaa 3,6
27 |nnsa bopmaTHOW paccTaHOBKM hoHaa 2,6
28 |onga andaBuTHOM paccTaHOBKM hoHaa 2,6
29 |onga HymepaumMOHHOW pacCTaHOBKM hOHAA 2,6
lMpumeyaHue: K Hopmam BpeMEHU NPUMEHSAIOTCSA NOBbIWatoLme Ko3aOULNEHTDI:
- Npu nogdope 1 paccTaHOBKE KMHO(POTONOHOAOKYMEHTOB - 1,2;
- HOT, KapTorpadunyeckmx, nsonsganum - 1,5;
- npy paboTe C JOKYMEHTaMM Ha MHOCTPaHHbIX A3blkax - 1,15;
- Ha A3blkax cTpaH Asumn n Adpukm - 2,0.
1.4.2. Pabota no coxpaHHocTu choHaa
N n/n HanmeHoBaHwne npouecca, onepaumn. CoctaB paboThbl Eonnuua Hopma
N3MEPEHNsT  |BPEMEHWU, MVUH.
1 2 3 4
[MpoBepka 6MbnmoTeyHoro hoHaa:
1 |HamMcaHWe KOHTPONbHOrO TarioHa Ha AOKYMEHT: yka3aHue Ha HeM|  OoAWH TaroH 0,88
WHBEHTapHOro Homepa, wudpa, amunun, MHULMAaNoB asTopa,
3arnasus, roga, MecTa U3gaHus, LeHbl, Mecta XpaHeHus
2 |MapKuMpoBKa KOHTPOfbHbIX TANOHOB: YCTAHOBKA, rAe yyTeH AaHHbl|  O4WH TanoH 0,26
NOKYMEHT (YY4eTHbIN KaTarnor, UHBEHTapHasi KHUra); npocraBfneHue
0NO3HaBaTENbHOIO 3HaKa
Mogbopka KOHTPOSIbHbLIX TarNOHOB: OOMH TanoH
3 |no uHBEeHTapHbIM HOMepaMm 0,21
4 |no andasuTy hammnnunin aBTOpoB UMK 3arnasun 0,31

Elinoéiioaiolépn

www.consultant.ru

iadaeeiay idaajaay iaaadeéa

Nodaieva eg

Efifidetoaiolepi
Aaoca filodaiaiey: 26.10.2016



http://www.consultant.ru/
http://www.consultant.ru/

idesac Teieseiiooda Pififnee 1 30.12.2014 N 2477

"fa 0aadeadice 0eiialio T00afieaans iidl od64a ia daatod, Adileiyaita A ae...

A1861410 1d44Tf0aasal

aaeai Biifioeioaiolepi
Aaoca filodaiaiey: 26.10.2016

5 |no knaccudurkauMoHHOMY MHAEKCY 0,52
6 [cBepKka KOHTPOMbHbIX TarOHOB C WHBEHTApHOW KHWIOW, OTMEeTKal  OAWH TaroH 0,21
NPOBEPKM Ha TarnoHe U B KHUre
7 [cBepKa KOHTPOSNbHbIX TanoHOB C Y4YeTHbIM uAM andasBWUTHbIM,  OOWH TaroH 0,26
ronorpadrMyeckMm Katanoramu, OTMETKa Ha TanoHe 1 B Katanore
8 |aHanu3 copMbl MHAMBUAYAMNBHOMO yYeTa; BbIsIBfieHNe OOKYMEHTOB, OAWH AOKYMEHT 1,3
He npollewnx NpoBepKy
9 |cocTaBneHue KapTovku Ha JOKYMEHT, He npoLuealinii NpoBepky OfVH JOKYMEHT 0,83
10 nouck [OOKYMEHTOB, He nNpoweawmx MNpoBEPKY, MO pPasNUYHbIM| OAMH OOKYMEHT 3,6
Y4ETHbIM bopmam, KapToTeKaMm, XXypHanaM, KHWKHBIM NoJIKam
CocTaBneHue cnvcka HegocTawwmx B oHAEe AOKYMEHTOB OAVH CNUCOK
KonnyecTBo JOKYMEHTOB B CMUCKE:
11 11 0,78
12 2-10 8,3
13 11-25 19,3
OT60p JOKYMEHTOB ANs U3bATUsS U3 oHaa
[MpocMOTP JOKYMEHTOB Ha NpeaMeT usbATusa 13 dpoHga: OOWH JOKYMEHT
14 HenpogUnbHbIX 3,1
15 |nybneTtHbIx 1,6
16 |ycTapeBLIMX NO coaep)KaHmio 3,1
17 BeTxux 0,88
18 |Manoucnonb3yemblX, HEUCMONb3YEMbIX 2,6
MogroToBKa AOKYMEHTOB K aKTMPOBAHUIO:
19 nopbopka LOKYMEHTOB B MapTUM MO MPUYMHAM U3bATUSA; CBEPKa C| OAMH OOKYMEHT 0,36
KHV>KHBIM DOPMYIISIPOM
20 [nogbopka KHWKHBIX (QOPMYNSAPOB Ha [JOKYMEHTax B Mopsiake ogvH hopmMynsp 0,42
MHBEHTAPHbLIX HOMEpPOB, andasuTa, XypHanoB - MO rogam W
HoMepam
CocTaBneHue cnucka K akTy BblObITUS (Mepegayn); noacyeT oduien OOVH aKT
CyMMBbI; opopMneHne akTa
KonnyecTBo JOKYMEHTOB B CMIUCKE:
21 1 0,78
22 2-10 7,8
23 N1-25 19,3
MogroToBKka AOKYMEHTOB B Nepenmner:
24 |oTOOp [OOKYMEHTOB AN nepensieta; MpoBepka COCTOSIHWUS| OAWH AOKYMEHT 34
DOKYMEHTa; 3anofHeHne (CBepKa) KHUXKHOro doopmynsipa
25 [nogbopka KOMMIEKTOB, CBA3blBaHME B naykvM; odopMieHne| OauH AOKYMEHT 2,6
DOKYMEHTOB 4119 Nepeaayv B nepennet
26 |[nogrotoBka OOKYMEHTOB K BOCCTAHOBMEHMIO: MOAOOp OOKYMEeHTa, OAWH AOKYMEHT 2,6
@HaNorM4yHOro  MOBpexXAeHHOMY;  od)opMSieHMe  3aka3a  Ha
KonvpoBaHue
27 [npvem 3akasa nocne KONMPOBaHUSA, MpOBEpKa KadecTBa KOMWW, OOWH AOKYMEHT 0,83
NoAroToBKa JOKYMEHTa K nepennety
28 [npueMm [OOKYMEHTOB W3 nNepennieta: cBepka MOCTYNUBLUMX W3] OAWH AOKYMEHT 5,2
nepenneta [JOKYMEHTOB C KHWXHbIM (OpPMYrisipoM; npoBepka
KkayecTBa nepenneTa; BOCCTAHOBMEHWE 3arnaBusi; HanucaHue
LWndpa Ha spnblke, KOpeLIKe JOKYMEHTA
MopLlumBKa raseT U TOHKUX XKYPHAIIOB:
29 lonpegeneHve dopmaTta, BrOXKEHWEe KOMMMeKTa XypHarnoB B nanky| oOaHa narnka 13,0
HY>KHOro chopmara, 3aBsi3biBaHUE; BblHECEHME Wndpa, Ha3BaHus,
roga usgaHusl, HoMepa >XXypHaroB Ha 06M0XKKY M KOPELLIOK Narnku
30 |packnagka raseT No Has3BaHMSIM: MpoKanbiBaHWEe, BIIOXEHMEe Bl  OAHa narnka 94
KapTOHHYH OBMOXKY (narnky), NpoLWHYpoBKa; odhopMIIEHNE OBMOXKU
(Ha3BaHwe, rog, Homep, Mecsu)
Menkun peMoHT ¢hoHaa:
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31

noaknenka [OKyMeHTa,
Barnasumn

KapMallKoB, ApPJiblIkOB; BOCCTaHOBIIEHUNE

OQHa nanka

4,2

PeCTaBpaLI,MFl KOPELLKOB:

32

onpegeneHne obbema paboTbl; yaaneHne CTaporo KOpeLlka,
noprotoBka koneHkopa (obpeska, nogknenka); npowwmeka Onoka
[IOKYMEHTa, NogKnenka HOBOro KopeLlka, pasMeLleHNe nog npecc

OJMH KOpEeLUOoK

60

PecTaBpauusa cTpaHuLy;

33

onpedeneHne obbema paboTbl; nogknenka doTtorpadui,
MepTeXen; BOCCTaHOBMNEHME YacTeN CTpaHuL

KaprT,

odHa cTpaHuua
(cTp.)

10

O6ecnbinMBaHne doHaa:

34

obecnbinuBaHme (bOHﬂ,a C noMoulbio nbinecoca; obecneveHne
pa6oqero MecTa TEXHU4YECKNMMN cpeacrteamMmu; npoBeneHne
00ecnbINMBaHMS; 3aHOC TEXHUYECKNX CcpeacTB B MeCTa XpaHeHuA

OQHa MeporoJika

12,0

35

py4Hoe obecnbinvBaHue coHaa; obecneyeHne paGoyero mecTa
TEXHUYECKMMWU CPEACTBaMM; 3aHOC TEXHUYECKUX CPEACTB B MecTa

XpaHeHUsi

OoQHa MepornoJika

9,4

MpumeyaHne: K Hopmam BpeMeEHW MPUMEHSAIOTCA MoBbILaoLLme KOdPMULNEHTI:
- Npu py4yHom obecnbinMBaHmmn poHaa HOTHBIX, KapTorpadumyeckmx, nsomsgaHun, gucceptaumm - 1,2;

- npu obecnbinvBaHMM oHaa ¢ NOMOLLbBLO MNbinecoca - 1,3.

1.4.3. N3yueHune bubnmoTteyHoro doHaa

Tabnuua 6

N n/n HanmeHoBaHne npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
n3MepeHnst BPEMEHU, MVH.
1 2 3 4
MogroToButensHasa paboTta No n3y4yeHnto bubnmoTeyHoro goHaa:
1 |cocTaBneHune nnaHa paboTbl MO u3ydyeHuto dmbnunoteyHoro doHaa OOWH nniaH 214,0
(4actn dpoHaa)
2 |nogrotoBKa WMHCTPYMEHTapusi Mo M3y4YeHuto bubnmotevHoro ¢oHaa; oaHa Tabnmua 6,3
cocTaBneHvne Tabnumupl No pasnnYHbIM acnekTam u3yyeHus
3 |nogbopka  Gubnmorpadudeckmx nocobuin, UHGOPMAUMOHHBLIX OOHO nocobue 20,0
CMMCKOB ONs npoBefeHus paboTbl MO M3Yy4eHUo OMBIMOTEYHOro
doHaa
4 |no4roToBKa WHCTPYKTaxa Ans npoBefeHust paboT no u3ydeHuto| OOMH MHCTPYKTaX 83,0
bnbnroteyHoro hoHaa
Bubnuorpadmyeckoe nsyvyeHme 6ubnuoteyHoro poHga
Os3HakomneHne ¢ cogepxaHnem 6ubnuorpadmyeckoro nocodbus, ogHo nocobue
MHPOPMALIMOHHOIO CNMCKa Ansi NpoBeAeHust paboTbl MO U3YYEHUIO
BnbnvoteyHoro hoHaa
KonnyectBo Ha3BaHUM B nocobuu:
5 1-25 15,7
6 [26 -50 34,0
7 B1-100 68,0
CBepka KkapTOykuM kaTanora c Oubnuorpadmyeckmm onucaHuem ofHa KapToyka
MOKYMEHTa, yKasaHHOro B Nocobuu; BHECEHME OTMETKM O Hanm4uu
NIOKYMeHTa B poHAe:
8 landaBuTHbIN KaTanor 0,26
9 |cuctemaTn4ecKnin kKatanor 0,42
10 coctaBneHne Gubnmorpadun4eckoro onncaHns Ha OTCYTCTBYHOLLME Bl OOHA KapToyka 2,6

PnbMoTeEKe JOKYMEHTHI

MPOCMOTP HaMNOJIHEHUA CUCTEMATUYECKOro KaTtanora B pPa3JiMYHbIX|
acneKkTax (ﬂO oTpacndaM 3HaHuA, BUOaAM, I'Oﬂ,aM); conocTtaBneHne|

NOJTy4eHHbIX AaHHbIX C TEMATUKO-TUNOJIOTMYECKNM|

OHa KapTo4ka
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(I'IepCI'IeKTI/IBHbIM) nnaHoOM KOMMIeKToBaHUA; yTOYHEeHne, BHECEeHUe
KOPPEKTUB B MNMJ1aH KOMMJIEKTOBAHUA

Konnyectso KapTo4eK B ALLUKE:

11 |11 -500 43,0

12 501 - 1000 85,0

13 (1001 - 2000 173,0
Cratnctmnyeckoe usyyveHve 6ubnmorevHoro poHaa:

14 BanonHeHue cTaTUCTMYEcKMX Tabnuy (Mo cocTaBy, AuMHaMuke ¥ opHa Tabnuua 19,3
CTEMNEHN UCMNONb30BaHUsA GMBMoTeYHOro ¢oHOa) Ha OCHOBAHWUM
Y4ETHON JOKYMEHTaLMM

15 |pacyeT nokasaTenen KHUroobecneyeHHocTn, obpallaeMocTu,| OAMH NokasaTernb 2,0
MUTAEMOCTH

16 [cnnowHoM NpOCMOTP [OOKYMEHTOB Ha CcTennaxax, noacyeT Mol OAWH AOKYMEHT 0,84
KHWKHBIM hOopMyrsipam MM NIMCTKaM CpoKa BO3BpaTa KONMYecTBa
KHUroBblaauy

17 |MapkuMpoBKa Heucrnonb3yeMon 4Yactn doHAa B 3aBUMCUMOCTW OT, OAWH OOKYMEHT 0,26
NPVYYH, BbI3BABLUMX HM3KYH obpallaemMocTb

18 BanonHeHne Tabnuubl MHTEHCUBHOCTU ncrnonb3oBaHus opHa Tabnuua 50,0
onbnmoteyHoro oHaga
CocTtaBneHve u aHanuad Tabnuy Mo M3y4yeHur O6mbnmoTeyHoro
doHaa
CoctaBneHne Tabnmubi:

19 |no cocTaBy, pasBMTUIO M UCNOMNb30BaHMIO BrbnnmoTeyHoro goHaa ofHa Tabnuua 63,0

20 |no cTteneHM wucnonb3oBaHus ¢oHAA B pa3nUuYHbLIX acnektax (B oaHa Tabnuua 68,0
OTpacnesoMm, N0 Buaam M3gaHui)

21 |no o6beMy Heucnonb3yemon 1 manocnpalumBaemon Yactm cpoHga v| ogHa Tabnmua 63,0
npvyvHam ee HaKonJeHus
AHann3 Tabnuubi: opgHa Tabnuua

22 |no cocTaBy, pasBUTUIO N MCMOMb30BaHUO BubnnoteyHoro oHaa ofHa Tabnuua 56,0

23 o crteneHn wucnonb3oBaHMs OHAa B pPas3nuyHbIX acnektax (B ogHa Tabnuua 56,0
oTpacnesoM, No Bugam nusgaHum)

24 no cocTaBy W BenM4MHE HEeucnonbL3yeMon M manocnpawmsaemor| ofHa Tabnuua 60,0
MacTu poHaa 1 NpUYMHaAM ee HaKoMMeHus

25 |cocTaBneHue nnaHa MeponpuaTAn U NPEeLNOXEHUN MO pesynbTatam OQVH nnaH 161,0

M3yyeHus goHga

I'Ipwmeanme: BpemMsA nposeneHnda MHCTPYKTaXa B HOPMY BpeMeHU He BXoOuT; npu pa60Te C OOKyMeHTamMun

Ha MHOCTPAaHHbIX A3blKkax K HOPMaM BPEMEHU NPUMEHAETCS NOBbILAOLWNN KoaddunumneHT 1,15.

1.5. ObcnyxmBaHue untartenem

1.5.1. PaboTa c yitatenem

Tabnuua 7

PacrnosioxXeHnem (bOH,D,a, CnpaBOYHbIM annapartom

N n/n HaumeHoBaHue npouecca, onepauumun. Coctas paboTbl EavHnua Hopma
U3MEPEHNss  [BPEMEHU, MUH.

1 2 3 4
Banuck yntatens B Gubnmoteky:

1 |npocmoTp [OOKYMEHTOB uuTaTensd (nacrnopTt, YAOCTOBEpeHue, OAUH YuTaTenb 1,7
NOpyyYnTENBECTBO); MPOBEPKa Hanuyuns  YYeTHO-PerncTpauvoHHONW
KapTOYKM YmTaTens

2 [BanonHeHne copmynsapa uuTatens, Yy4YeTHO-PerucTpaLMoHHOW OOWMH YuTaTenb 2,0
KapTOYKM, YMTaTensckoro buneta

3 [p3HaKoMreHue ymTaTens ¢ npaBunamMm Mosb3oBaHUs GUONMOTEKOW, OAWH YuTaTenb 50
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4 |nOMCK M pacCTaHOBKa Y4YeTHO-PEerMcTpauuoHHbIX KapTovek Mol ofHa KapTouka 0,26
andasnTy hamunuin ymtatenen
[Mepepernctpauns Yntarenem
5 |nouck dopmynapa (perucTpauuMoHHOW  KapTOukW) uuTaTtens; OAWH uYuTatenb 12,0
BHECEHNE W3MEHEHWUA B HUX WU 4YuTaTenbCkui OuneT (YyTOYHeHue
AHKETHbIX  [aHHbIX, HOBOrO 4MTaTeNnbCKOro HOMepa, [Aathbl
nepepervcrpaumm)
Banucb (nepeperucTtpauusi) uuTatenen B aBTOMaTU3MPOBAHHOM
pexvme:
6 Habop Ha knaBmaType cBeOeHM O uuTatene: damMunus, WMs, OAWH YuTaTenb 6,0
OTYECTBO, XapaKkTepuaylolime ero npu3Haku (obpasoBaHue,
cneunanbHOCTb, MHas MHdopMauus), Kog
7 OCyLleCTBNEHME KOHTPOMNS 3a BO3MOXHbBIM HanMMyuMeMm [AaHHbIX O OAWH YnTaTenb 1,0
uuTaTene, 3anucaBlleMcsl B OMONMoTeky (paHee 3anucaH, NuLIEeH
npaBsa Nonb30BaHus)
8 |odhopmneHue kopga umMTaTensi C KOHTPOSbHBIM Pa3psaoM M CPOKOM| OAVH uYuTatenb 0,52
NOMNb30BaHUA 4YMTaTeNbCKUM OWMMETOM Ha OCHOBE  BblOAHHOW
MHopmaumm
9 BblBegeHVe Ha MPUHTEP CBeOEeHWMM O 3anucaBLUeMCs uuTaTene B| OAWH YnTaTenb 1,3
Buae GnaHka, Bblpe3aHue GraHka M BKMEWKa ero B YMTaTenbCKuii
ouner
Pa6oTa gucneryepckor cnyxobi:
10 npuem u4uTaTenbckoro TpeboBaHWs; NpOBeEpKa NpPaBUNbLHOCTU OOHO TpeboBaHue 0,73
3anonHeHns TpeboBaHWI, YTOYHEHNE MECTa XpaHeHUst JOKYMEHTOB;
OTMETKa B [JWCMETYEepCcKoM ceTke, nepejada TpeboBaHWS B
KHUrOXpaHeHWe
BbinonHeHne TpeboBaHwui noTpedbuTenen, Bblgava LOKYMEHTOB W3
OCHOBHOTO KHUIOXPaHEeHUs:
11 |nony4eHue TpeboBaHWIA, permcTpauns, nogdopka ux no wmudpam ofHo TpeboBaHue 3,0
12 nonck OOKyMeHTa, HaHeceHWe OTMETKM Ha TpeboBaHWMM, KHWXKHOM|OZHO TpeboBaHue 50
dopmynsipe, ANCNeT4EepPCKoOn ceTke
13 |ycTaHOBNEHME MecTa HaxOXAEeHUs HeHaWAeHHOro AOKYMeHTa nojogHo TpeboBaHue 7,0
CNpaBOYHbIM KapTOTEKaM, KaTasnoram
14 |BblgadYa [OOKYMeHTa U3 oThenia KHUMoXpaHeHust noTpedbuTento; oauH AOKYMEHT 2,0
OTMETKa Ha KHWXKHOM dhopmynspe, TpeboBaHnn
15 npyHATME  OOKyMeHTa OT noTpebuTens; MOUCK  KHWXKHOTO| OAMH OOKYMEHT 3,0
bopmynsipa, TpeboBaHWs; NoraweHMe OTMETKM O Bbigaye
Bblgavya KOMMMEKTOB [OOKYMEHTOB BO BPEMEHHOE MOSfib30BaHUE
nogpasgenennsam 6nbnmoTeku:
16 jodbopMneHne 3asBKM Ha KOMMMEKT OOKYMEHTOB, nepedaBaeMbll B ofHa 3asiBka 5,0
CTPYKTYpHOE nogpasgenexHue
17 noabop AOKYMEHTOB B KOMMMEKTbI; HAMMcaHne BTOPOro 9k3eMnnspal OAMH JOKYMEHT 40,0
KHWXXHOro popmynsipa (MHamkaTopa)
Bbljaya  KOMMMNEKTOB  JOKYMEHTOB, OTMETKa Ha  KHWKHOM| OAMH OOKYMEHT
bopmynsipe (MHOMKaTOpe) AaThbl BblAayun, AaHHbIX NoapasfeneHus,
nony4aroLero KOMnIekT
KonnyectBo JOKYMEHTOB B KOMMMEKTE:
18 25 6,8
19 50 13,5
20 200 108,0
MonyyeHue KOMMMNEKTOB [OKYMEHTOB oT CTPYKTYPHbIX OOWH KOMMMEKT
noapasfeneHnin; Mnouck  KHWkHoro dopmynsapa  (MHAMKaTop);
noralleHne OTMETKM O Bblaye, BIIOXXEHUE ero B JOKYMEHT
KonnyecTBo JOKYMEHTOB B KOMMJIEKTE:
21 25 6,8
22 50 13,5
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23 200 108
O6cnyxrBaHWe yuTaTenen B YuTansHoOM 3ane:

24 npoBefeHuWe KoHcynbTauun, Becedbl C uuTaTenem y KaTaroros, ofHa 50
KapTOTEK, KHWXHbIX MOMOK, MHAOPMUPOBAHUE 4YnUTaTenst O HOBbIX KOHCyMbTauus
NOCTYNNeHUaX
Monbop AOKYMEHTOB B MNOACOGHOM (poHAE 4MTanbHOro 3ana; oawH OOKYMEHT
nepegaya Ha kadegpy Bblaayw:

25 |no TpeboBaHuo YnTaTens 2,0

26 |no ycTHOMY 3anpocy 1,7

27 no onpegeneHHon Teme 3,1
Monbop AOKYMEHTOB Mo y4eOHOWM NporpamMme Ha OCHOBaHWM MakeTa OOWH KOMMIEKT
KOMMMeKTa [OOKYMEHTOB, BblaBaeMblX CTygeHTam; nogbop,
y4ebHMKOB MO dpakynbTeTaM, Kypcam, rpynnam; cBepka KHUKHbIX
POPMYNSIPOB C Ha3BaHWEM KHUT, MTHBEHTAPHbIMW HOMEpaMu
KonnyecTBo JOKYMEHTOB B KOMMMEKTE:

28 110 2,7

29 20 54

30 40 10,8

31 Bblgadya [OOKyMeHTa: CBepka BbldaBaeMoOro [AOKyMEHTa ¢ OOWH OOKYMEHT 2,0
yuTaTenbCkum  TpeboBaHMEM; MNpoBepka HanuMunst  CTpaHwuL;

BHECEHME 3anucu Ha u4uTaTenbCKkoM TpeboBaHUWM (KOHTPOSIbHOM
NUCTKe); BMOXEHWe B unTaTenbCKkui BGunet, pacctaHoBKa, OoTMeTka
KHUroBblgaum

32 [nonyyeHve OOKyMeHTa: cBepka ero ¢ TpeboBaHuem (KOHTPOMbHbIM| OOWH AOKYMEHT 2,0
MNCTKOM); NpOBEpKa COXPaAHHOCTU OOKYMEHTa, Hanmuuusa CTpaHuL,

BHECEHME OTMETKM O Npueme

33 [nonyyeHve [OOKYMeHTa, 3aka3aHHOro 4utatenem B oOTgene| OavH AOKYMEHT 0,5
KHUroxpaHeHusi

34 nepegpaya  OOKYMEHTa, COaHHOro  uyuTtateneMm, B OoTAern OOWH AOKYMEHT 1,0
KHUroxpaHeHusi
OT160p 1 Nepegada JOKYMEHTOB Ha KOMMPOBAHUE: OOVH JOKYMEHT

35 pTbop [OKyMeEHTOB (OTAENbHbIX CcTaTer) ANnd nepedadv Hal OOWH OOKYMEHT 5,0
MUKPOUIIbMUPOBAHME U KONMPOBaHUe

36 [nogrotoBka [AOKYMEHTOB K KOMMPOBaHWIO; odopMreHue 3akasa; OAWH AOKYMEHT 3,0
pervcTpaunsi B y4eTHbIX doopmax

37 |[nonyyeHne MuKpochunbMa W KONUKW; MpOBepKa MpaBUNbHOCTM|  OAMH 3akas 5,0
BbINOMHEHNs 3akasa
ObcnyxvBaHve yutatenemn Ha aboHEMEHTE:

38 [nogbop AOKYMEHTOB AN peKOMeHAaLUMn Yntatensam OOWH JOKYMEHT 5,0
Bblgada [OOKYMEHTOB u4uTaTtento, Mnouck dopMmynsapa uvrtatens, OuH AOKYMEHT
yKkasaHMe cpoka Bo3BpaTa, MpOBepKa Hanuumsi  CTpaHuu;
o6CnyXMBaHue:

39 B3pocnbixX 2,7

40 |peten 3,2

41 |npoBepeHue bGecegpl C uuTatenem, WHGOPMMPOBAHME O HOBbIX| OOWH YMTaTENb 5,0
NOCTYMNEHNSIX
Mony4yeHne OokymeHTa OT uuTaTtens, BHECEHWE OTMETKM O Mpueme;| OOWH OOKYMEHT
NpoBepKa Hanuums CTpaHWuL; BIIOXEHME KHWKHOro dopmynspa;
obcnyxmBaHue:

42 B3pocribIxX 1,8

43 |peten 5,0

44 InpoaneHue cpoka Monb3oBaHWs AOKYMEHTOM; Mouck chopmynsipal ognH hopmMmynsip 3,0
MUTaTeNs; BHECEHNE OTMETKM O NPOASIEHUN CPOKa MOMb30BaHNS
CosgaHve Konuin OKYMEHTOB MO 3anpocam YuTartenen:

45 [KoHCynbTauus YuTatenemn no BbIGOPY NapameTpoB KOMMPOBaHUS ofHa 50

KOHCynbTauusi
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46 |cosgaHve aNeKTPOHHOW KONUKU C opurnHana OfHa CKaH-Konus 0,15
47 |cosgaHue 6ymaxkHOM Konuu ¢ opurnHana OfHa cTpaHuua 0,15
48 |cosgaHve konum ¢ MUKpodopM OAVH Kagp 0,5
49 |neyatb ByMakHbIX KON JOKYMEHTOB 13 3b OOMH fncT 0,08
50 |co3paHue anekTpoHHOW hOTOKONUN C opurnHana OOVH Kagp 5,0
MprmeyaHne: K Hopmam BpeMEHU MPUMEHSAIOTCA NoBbILlaoLWme KO3IPDULNEHTI:
- npu obCcnyxnBaHUn YiTaTenen KMHOOTohoHOAOKYMEHTamMu - 1,2;
- HOTHbIMK, KapTorpadudeckumm, nomsgaHnamm - 1,15;
- cneumanbHbIMY BUOAMKN HAay4YHO-TEXHNYECKOW NMTepaTypbl U AOKyMeHTaumu - 1,1;
- Npu paboTe ¢ AOKyMEHTaMM Ha MHOCTPaHHbIX A3bikax - 1,15;
- Npy paboTe ¢ goKyMeHTamu Ha s3bikax A3un n Adpukm - 1,5.
1.5.2. BHyTpeHHsia paboTta
Tabnumua 8
N n/n HaumeHoBaHuWe npouecca, onepaumun. Coctas paboTbl EavHnua Hopma
U3MEepeHNss  |BPEMEHU, MUH.
1 2 3 4
[MoaroToBKa K Bblgave:
1 |pacctaHoBka popmynsapoB uyutaTernen (MO cpokam, Homepam, oavH PopMynsp 15,0
andasuTy)
2 |nopBepeHue utoros paboTkbl 3a NpoLLeaLniA AeHb, BHECEHUE 3anucy|  eXeaHEBHO 9,2
B AHEBHMK
3 |nogbop OOKYMEHTOB MO NpeaBapuTerbHbIM 3akaszaM uutatenel 1| OOouH OOKYMEHT 3,0
nnaHam YTeHus
4  InpoCMOTP HOBbLIX MOCTYNJIEHWI N1 PEKOMEHAALMN YnTaTeNam OOWH JOKYMEHT 2,0
5 [NpoCMOTP M MOMNOMHEHME KHUXHBLIX BbICTABOK, SILLMKOB CBOOOOHOrO| OOWH AOKYMEHT 3,0
BbIOOpa KHUT, TEMATUYECKMX NOJOK U CTennaxemn
6 |nogrotoBka pabo4vero mecrta eXXeHeBHO 10,0
PaboTta ¢ dhopmynsipom umtartens:
7 laHanu3  OopMynsapoB  uuTaTenewn, BbISBEHWE 4YUTaTenbCKuX OAuH hopmynsp 43
MHTEpPECOB
8 [cocTaBneHve KapToukM AN KapTOTEKU YMTATENbCKMX WHTEPECOB; OfHa KapTodka 0,86
COCTaBMNEHNE CMCKa YNTaTENbCKUX MHTEPECOB
9 Banucb B hopMynsipe umTatensi o pesynbTaTax aHanusa YTeHus 33| OfHa 3anuch 3,6
onpegeneHHbIn neproa
10 [Banucb B gHEBHMKE BMONMOTEKaAps O OUHAMUKE YTEHUS U MHTepecax| OfAHa 3anucb 9,2
MuTaTens (rpynnbl YuTaTtenemn)
PaboTa c yMtatensiMu, He BO3BpPaTUBLUMMY JOKYMEHTbI B CPOK:
11 jnonck opmynsipoB 4dMTaTenen, He BO3BPATMBLUMX LOKYMEHTbI B| oauvH dhopMynsap 1,0
CPOK
12 HanucaHue OTKPbITOK-HANoOMVHaHWA O BO3BpaTe [OKYMEHTOB; ogavH hopMynsip 2,0
OTMETKa AaTbl HANOMWHAHUA Ha hopmynsipe
13 lonoBelwieHne (N0 TenedoHy) uuTaTens, He BO3BPATUBLLErO| OAMH hOpMynsp 4,0
[JOKYMEHT B CPOK; OTMETKA AaTbl HANOMUHaHWS B hopmynsipe
ObecneyeHne KOHTPOS 3a cpokaMu BosBpaTa AokymeHToB B AC:
14 |BblBOA Ha MPUHTEP cnMcKa YuTatenen u aboHEeHTOB-3a40IMKHUKOB OOMH CMUCOK 0,16
15 |cocTaBneHue cnucka 3ag0SPKHUKOB OAWH CNUCOK 0,16
16 |pacneyaTtka Ha NpUHTEpPE HaNOMWHAHWS abOHEeHTaM U YnuTaTtensam o  OAMH CMMCOK 2,2
Cpoke Bo3BpaTa (agpec, Ha3BaHUs B3ATbIX JOKYMEHTOB)
17 mn3batne mn3 6asbl JaHHbIX CBEOEHUA O 3aHATOCTM BO3BpPALLEHHbIX| OAHa 3anucb 0,4
TOKYMEHTOB
OcbopmneHre noncka 3agomkHUKOB Yepes cya;
18 konupoBaHue hopmynsipa yuTatens; yTo4HeHWe aBTopa, Ha3BaHus,| OAWH AOKYMEHT 2,7
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WHBEHTAPHOr0 HOMepa, LEeHbl [OKyMEeHTa, He BO3BpaLLEHHOro B
CPOK,; nepeuvncrieHme rocrnoLsiHbI 3a odopmneHne
MCNONHUTENbHBIX HAAMWUCEN; Nepeckika Aena B cya:

19 |nonyyeHue n oopmreHne JOKYMEHTOB U3 HOTapmanbHOW KOHTOPbI| OOWH OOKYMEHT 2,7
(npocTtaBneHue Homepa pacyeTHOro cyeTa, Homepa
MCNOMHUTENBHOW Hagnucu)

20 [cocTaBrneHve akTa Ha onnarty Yepes cyq YTEPSAHHbIX JOKYMEHTOB OOWH OOKYMEHT 2,7
[Mpuem JOKYMEHTOB B3aMEH YTEPSIHHBIX:

21 |nouck 4uTaTenbckoro opmynsapa; BHECEHME COOTBETCTBYHLLEN OAWH AOKYMEHT 5,0
Banncn B popmynsip, TeTpagb YdeTa KHUI, MPUHSTbIX B3aMeH
YTEPSIHHBIX

22 |[npocMOTp OOKYMEHTA, NpeanaraeMoro B3aMeH yTepsHHOro OLVH OOKYMEHT 2,0
PaboTta ¢ oTkazamu:

23 |y4eT M Knaccudukaums oTKasoB: OTMETKa Ha JIMCTKe YMTaTenbCKoro ogHo TpeboBaHme 1,6
TpeboBaHMsA NPUYMHBI OTKa3a

24 paccTaHoBKa ynTaTenbCKUX TpeboBaHu B KapToTeke oaHO TpeboBaHue 0,32
"HeyoBneTBOPEHHbIN crpoc”

25 @@Hanu3 o0TKasoB, COCTaBfeHWe CBOAKM OTKasoB B OTpacreBoM OJVIH OTKa3 1,0
paspe3e (MO MpuMyYMHaM oOTKasa M MepamM WX IuKBMZAUMM W
nNpegynpexaeHns)

26 |cocTaBneHue 6ubnuorpadmyeckoro OMUCAHUA Ha [OOKYMEHTHI, OfHO 2,0
umetrome Hamborbllee 4MCrno OTKa30B, M nepefadva KapTtodku BOubnuorpadpuyeck
0TAEN KOMMMEKTOBaHUS o€ onucaHue
1.5.3. BHecTauMoHapHoe obcnyxnsaHve

Tabnumua 9
N n/n HanmeHoBaHne npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
n3MepeHnst BPEMEHU, MVH.

1 2 3 4
OpraHusaums 6ubnmoTeyYHbIX NYHKTOB, NepeaBMXHbIX BnubnmoTek:

1 BaknodeHue goroBopa Mexay bmbnmotekon v opraHu3auuen, rgel  ogvH SOroBop 270,0
OyZeT ocylecTBNSATbLCS BHECTALMOHAPHOE 00CNyXMBaHNe

2 lochopmneHne dopmynsipa GUBNMOTEYHOrO NyHKTa OAVH hopmynsp 13,5

3 |odopmrieHne nanky ¢ AOKYMeHTaMu (OoroBopa, AOBEPEHHOCTU Hal  OAHa nanka 13,5
nony4eHne KHur, dopmynsipa OUBIMOTEYHOrO MyHKTa, OTYETOB W
APYrMX JOKYMEHTOB)

4 |cocTaBneHMe CcxemMbl pasMelleHnsi OMBNMOTEYHbIX MYHKTOB Hal ogHa cxema 126,0
TeppuTOpUn ropoda, panoHa

5 [coctaBneHvne rpaduka oOMeHa [AOKYMEHTOB, Haxogdwuxcs B OAMH rpadmk 18,0
BnBAMOTEYHbIX NYHKTaX, NepeaBmXkHbIX Bubnmotekax

6 |cocTaBneHue nnaHa MEeToAMYEeCcKON noMowmM Bubnmnotekapsim- OAWH nnaH 46,0
obLLecTBEHHMKaM

7 |odopmneHne obbaABNEHUS O OHAX M Yacax paboTbl GUBNMOTEYHOro0aHO 0OBbABNEHNE 12,0
NyHKTa, NepeaBuxHON BUbnnoTekn
Mogbop KOMNMEKTOB [OKYMEHTOB And 6GubnuotevyHoro nyHkTa,
nepeaBuxHon BUbNMoTekn
[Mogbopka KOMNNeKTa JOKYMEHTOB OAVH KOMMNEKT
KonnyectBo JOKYMEHTOB B KOMMMEKTE:

8 |10 15,0

9 30 45,0

10 [100 148,5

11 Bblgaya AOKYMEHTa B OGUONMOTEYHLIA MYHKT; OTMETKA B KHWKHOM| OOWH LOKYMEHT 2,0
bopmynsipe AaTbl Bbla4u, HOMepa NyHKTa

12 Banucb B dopmynspe OuBNIMOTEYHOrO NyHKTa AaTthl Bblgayv —ogHa 3anucb 1,0
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AOKYMEHTOB, KONMn4yecCTBa BblaHHbIX N BO3BpaLLlEeHHbIX B CTauMOHap
AOKYMEHTOB

13

paccTaHOBKa KHUXHBLIX (hOPMYNAPOB B KApTOTEKY 3a pasgenuTenem
curmbl GUONMOTEYHOro NyHKTa, NepenBWKHOW OUBNMOTEKN, BHYTPWU
no andgasuTy hamunnMmn asTopos

OAWNH KHWXHbIN
opmynsip

0,4

14

npnemMm OOKYMEHTOB U3 OMBnNMoTeYHOro MYHKTa,
onbnuoTeku: npoctaBrnieHne OTMETKM O T[pueme;

nepensu>KHON
BINOXEHWE|

dbopmMynisipa B JOKYMEHT

OOVIH IOKYMEHT

1,6

1.6. O6cnyxmBaHme nNo MexxonodnmoteyHoMy aboHemeHTy (MBA)

Tabnumua 10

N n/n

HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl

EanHuua
namepeHns

BpeMeHn, MUH.

Hopma

2

3

4

O6cnyxnBanune yntarenen 6ubnuortekm no MBA:

—_

perncTpaums yntarens, nonb3yoweroca MBA

OOVH YnTatesb

1,35

3anonHeHne 6GnaHka-3akasa, MNPOCTaBfeHWe PerucTpaLnoHHOro
Homepa, Aathl

O[VH 3aKa3

2,2

YTO4MHEeHUWEe YKa3aHHbIX 4uTaTenem CcBeOeHUn O 3akasaHHOM
JOKYMEHTE, e 3anpoca, MICTOYHUKA, OTKyaa nojlydeHbl CBegeHUA

OOWH 3aKa3

1,6

Bubnuorpaduyeckas popaboTka 3akasa; YTOYHEHME
onbnuorpadnyecknx ceeaeHui:

SN

Nno CnpaBOYHbIM U3JaHNAM

27,0

npu NOMOLLIM aBTOMAaTU3NPOBaHHbLIX CPeaCTB

0,22

[e20[¢)]

NpoOBEepKa Hanu4yna 3anpawinBaemMoro OOKyMeHTa B oGubnuoTtekax
ropoga, obnactuy, pernoHa, B TOM Ynucre no CBoOAHbLIM Katajnoram

OAOUH OOKYMEHT

10,2

HanpaBneHne OnaHka-zakasa C  MPOCTaBIEHHON  OTMETKOM
(wTemnenem) "B ropoae HeT" B OTpacneBon, yHUBEPCAnbHbIN LIEHTP
unn B OMbnMoTeky (opraH WHdoOpmauuM) No OaHHbIM CBOAHbIX
KaTanoros

OOWH 3akaas

0,27

3anncb cBedeHMN O HanpaBneHun 3akasa no MBA (HanmeHoBaHue
onbnnoTtekn, gata) Ha 060POTHOM CTOPOHe GriaHka 3akasa

O[Ha 3anncb

1,4

nomelleHne GraHka-3akasa B "KapToTeky 3anpocoB uuTaTenein no
MBA" 3a pasgenutenb "3anpockl no MBA, HanpaBneHHble B apyrue
onbnnotekn”

OoOHO TpeGOBaHMe

0,32

10

npuem OOKyMeHTa, npucnaHHoro no MBA; BckpbiTue GaHpeponu,
npoBepka COCTOSIHWE [OKYMeHTa, OTMEeTKa [AaTtbl MONyyYyeHuss W
Has3BaHUA OMOMMOTEKN, BbICNABLUEN [OOKYMEHT, WHBEHTAPHOro
HOMepa, Ccpoka Mnofb30BaHMs; MepecTaHoBka 6OnaHka-3akasa W3
pasgena kaptotekn "3anpocbl no MBA, HanpaBneHHble B Apyrue
onbnunotekn” B pasgen "MonyyeHHble no MBA nsganus"

OOVH OOKYMEHT

3,8

11

M3BeleHne 4Yumtatena O nony4vYeHun 3anpolleHHOro AOoKyMeHTa WU
CPOKe MOoJ1b30BAHUNA UM

OOHO usBelleHue

1,35

12

Bbljaya uuTaTento nony4veHHbIx no MBA OOKYMEHTOB B 4MTaribHOM
Bane (B cnyxebHOM nomeleHMn  OUBNMOTEKW);  CBepka
BblJaBAeMOro [JOKyMeHTa ¢ BraHKOM-3aka3oM; MpoBepKa HanmMyusi
CTPaHWL, M COCTOSIHUS OKYMEHTA; OTMETKa BblAaun

OOUH OOKYMEHT

1,0

13

npueMm [OKyMeHTa OT uuTaTensl B u4uTarnibHOM 3arne; cBepka
MOKyMeHTa C u4acTblo OnaHka-zakasa, npoBepka COXPaHHOCTU
IOKYMEHTa; BHECEHME OTMETKM O Npueme; NoMeLleHne JOKyMeHTa B
crneumnanbHO BblgeneHHoe MecTO (3aKpbIThin LwKad)

OOVIH JOKYMEHT

0,5

14

n3BrnedeHme OraHka-3akasa M3 KapTOTeku, 3anucb cBeaeHun o6
oTNpaBke u3gaHua (gata, HOMep MOYTOBOrO  OTMPaBriEeHUs);

nepecTtaHoBKa nNucTka u3 pasgena "MonyveHHble no MBA nsgaxHms”

OOVH NNCTOK
TpeboBaHus

1,0
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B pa3gen "BosBpalleHHasa nuteparypa”

15

NoAroToBKa K oTnpaBke OOKYMEeHTOB B 6I/I6.I'IMOTeKy-
(bOHD,OﬂGp)KaTeJ'Ib 3aKasHom 6aHD,epOJ'IbI'O; ynakoBka 6aH,1:|,eponM;
B3BELLUBaHNE ee; HaKnenBaHune MapKu (ech HEeT|
Ll,eHTpaJ'IVI3OBaHHOl7I onnarbl neperanM); HanncaHne ajgpeca,
COCTaBJIEHNE ONNCKH

OOUH OOKYMEHT

3,6

16

pa60Ta C OTKasamMmu

OOVH OTKa3

1,03

17

coobLeHne B OTAen o6CnyXvBaHUS O MOMy4YeHWU oOTkasa (AaTa,
npvynHa)

OOVH OTKa3

1,35

O6cnyxnBaHne aboHeHToB o MBA

Mprem 3aKasos:

18

npn OTCYTCTBUMN HOMEPA aboHeHTa Ha GnaHke-3akase npoBepkKa no
KapTOTEKe abOHEHTOB, a60H|/|pyeTcs=| I JaHHaa opraHn3auud

OOVH OTKa3

1,0

19

opraHusaums aboHupyeTcHa: MpocTaBneHMe Homepa Ha OnaHke-
3akase; cBepka ajpeca, HasBaHMS oOpraHusauuu, amunum
oTBeTCTBEHHOro No MBA; BHECEHNE N3MEHEHMUI B KAPTOYKM

OOVH OTKa3

3,6

20

neperyHOE obpalleHne aboHeHTa B TEKYLLEM roy: NPOCTaBrneHne B
KapToudke roga obpalleHus, gatbl

OOWH OTKa3

3,6

21

odopmrieHne aboHeHTa (opraHusauus paHee He aboHupoBanach):
npuceoeHne aboHEHTY HOMEpPa; 3anoSIHEHNE KapTouKn perncrpaumu
aboHeHTa MBA u pasgenutens (copMmynsip); ykasaHue MOMHOro
HanmeHoBaHUA GUGNMOTEKN, NOYTOBOrO afpeca, TenedoHa,
hbamMunum, UMeHu, oT4ecTBa OTBETCTBEHHOIO Nnuua, AaTbl OTKPLITUS
M Homepa aboHeHTa

OANH abOHEHT

5,0

22

PacCTaHOBKa PErMCTpaUlMOHHbIX KAPTOYEK B KAPTOTEKY

0flHa KapTo4Kka

0,32

23

ocbopMIieHe 13BeLLeHNa aAna aboHeHTa (CTaHOapTHoe M3BeLLeHue
06 OTKPbLITUX aboHeMeHTa); 3amnpoc HedOoCTalLWWX CBeAeHWA Ans
KapToTeKku TUNOBLIM NMUCLMOM

OOHO usBeLleHue

24

npoBepka NpaBuUbHOCTH 3anorHeHns GnaHka-3akasa,
3agosmKeHHOCT! aboHeHTa, MpocTaBneHne Ha obopoTe 1-M yacTu
brniaHka-3akasa (CTp. 2) CBOero wremMnens v gatbl NofyyYeHns 3akasa
B pybpuke "CnyxebHble oTMeTKM Bubnmnotekapsi" Npy BbINOSIHEHUUN U
nepeHanpasneHnn 3akasa B CTpoke "panoHa, ropoga”

OOVH GnaHk-3akas3

3,8

25

nepegaya Ha ydactok paboTbl C  OTKa3amMy  HenpaBUITbHO
0OPMIIEHHBIX 3aKa3oB (HET neyatu, MognucuK, Hepasbopuneo
0POPMIIEHHbIE, HE Ha A3blke OpurnHana) U 3aka3oB abOHEHTOB-
3aJ0/HKHMKOB

OAMH OnaHkK

0,43

26

lWndpoBKa 3aka3oB aboHeHTOB; nogbopka 6naHKoB-3aka3oB MO
andasuTy; NpoBepKa HanM4Msl JOKYMeHTa No KaTanory

oavH GnaHkK

2,7

27

NoAroToBka AOKYMEHTa K Bbiadye: CBepka OOKyMeHTa ¢ BrnaHKom-
3aKka3oM; MNpoBepKa Hanuums CTpaHWUL, U COCTOSIHUA [OOKYMEHTa;
npocTaBreHne Ha bnaHke-3akase (NMUeBON CTOpoHe 1-1 1 3-11 YacTtu
cTp. 1, 5) wWnNpoB AOKYMEHTa; ykazaHWe WHBEHTapHOro Homepa,
KOnm4ecTBa JOKYMEHTOB, AaTbl BblAaun; Ha OOOPOTHOW CTOPOHE 2-1
HacTu (cTp. 3) npocTtaBneHue wremnenst GubnMoTekn ¢ Ha3BaHNEM U
MOYTOBbIM adpecoM, yKasaHWe Cpoka BO3BpaTa, BIIOXEHWe 2-i
HacTu bnaHka-3aka3a B BblJaBaeMblli OOKYMEHT; MpPOCTaBMNEHUNE
Homepa 6aHgeponv BHU3Y

OOUH OOKYMEHT

1,4

28

NoCTaHOBKa 3akasa Ha odepedb (B Cryyae 3aHSATOCTU M3OaHus);
@OOHEHTY OTNpaBKa N3BELLEHMUS

OJMH 3aKas

1,6

29

nepejava M3gaHWs Ha KonuvpoBaHue (MpW 3akase Ha parMeHT
M3gaHus: cTaTbd M3 XypHana, cbopHuka)

O[VH 3aKa3

2,7

30

oTnpaBka [OOKyMeHTOB aboHeHTam: ynakoBka GaHgeponu;
B3BELUMBAHME, HaKMnemsBaHWe  Mapku, HanucaHue  agpeca;
cocTaBrneHne onucu

OOWH JOKYMEHT

2,5

31

paccTtaHoBka 6raHkoB-3aka3oB  (1-A  4acTb) Ha  BblOaHHbIE

OONH OOKYMEHT

0,32
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NOKYMEHThI (BblCMaHHbIE) B KapTOTEKY obcnyxmnBaHua aboHEHTOB B
pasgen "BbigaHHble no MBA nsgadnga”

32

onbnuorpaduyeckas  gopaboTka
yTOUYHEeHne  Bubnuorpadmyeckmx
n3gaHusam

HEeBbINOJIHEHHbIX 3aKa30B;
cBefeHun o CnpaBOY4HbIM

OOUH OOKYMEHT

3,2

33

BblABIEHNE HalM4yna 3anpalimBaemMoro gOKyMeHTa B OmbnuoTekax
ropoaa, permoHa

OOVIH JIOKYMEHT

10,2

34

ocbopMIieHe 3akasa K nepeHanpaBneHuto B Apyrne 6ubnunoteku;
ykasaHue Ha obopoTHOM CTOpoHEe 1-M YyacTu BraHka-3akasa (cTp. 2)
NpUYMHBL U AaTbl NepeHanpasneHns (Wrtemnens "Het B 6ubnnoTteke,
HeT B BubnunoTtekax ropoaa..."); OTMETKM O NPOBEPKE MO CNPaBOYHbIM
MsnaHuaM, curmbel  BubnuoTek-cboHaoAepKaTenen no CBOAHOMY,
kaTanory

OOuH 3aKa3

2,7

35

oTnpaBka abOHEHTY M3BELLEeHVMs O MepeHanpaBieHun 3anpoca C
yKazaHnem BmMbnmoTekn, Kyaa OH OTnpaBneH

OOHO usBelleHune

1,6

36

pernctpaumsi otkasa B Y4YeTHbIX doopmax; OTnpaBka abOHEHTY|
brnaHka-3akasa (3-10 YacTb) B Crnlydae HEBO3MOXHOCTU BbINOSIHEHWUS]
C OTMETKOM O NPUYMHE OTKa3a B COOTBETCTBYOLLEN pPyOpuke

OOMH OTKa3

3.6

37

npuem [OKYMeHTa, BO3BpalleHHOro aboHEeHTOM; MonyyYyeHue Ha
noyte, BCKpbITME OGaHAeponu; npoBepKa COCTOSIHWUS [OKYMEHTa;
n3BnedyeHne OnaHka-3akasa M3  KapTOTEKM  oBCnyXuMBaHUSA
AbOHEHTOB, YyKka3aHMe Ha HeM [aTbl BO3BpaTa [OOKYMEHTa,
nepectaHoBka OnaHka-3akasa B  pas3gen  "BosBpalleHHas]
nnTepatypa"

OOUH OOKYMEHT

3,2

38

obecneyveHne KOHTPOJ1A 3a CpOKaMu MnoJib30BaHNA OOKYMEHTaMWU:
BbldB1€HNE OOJIKHWKOB, HarnpasJieHne HanoMuHaHWUM

OOVIH JOKYMEHT

1,6

BbinonHeHune pabot B AC:

39

hbopmMmupoBaHune 6a3bl 4aHHbIX 06 abOHEHTax MO COOTBETCTBYIOLLEW
dbopme, BBOA MHpopMaLmMmM 0 HOBOM aboHeEHTEe

oAnH aboHeHT

54

40

nouck B 6ase AaHHbIX cBegeHun o6 aboHMPOBaAHUKM OpraHM3auuu;
BHECEHME N3MEHEHUI

OANH aboHEeHT

3,6

41

BBOJ MH()OPMaLUM O NpueMe 3aKka3oB OT abOHEHTOB

OJVH 3aKas

0,27

42

BBOA MH(pOPMaLMKM O NepeHarnpaerieHMn 3akasa, BbIBOA Ha NMpUHTEP
M3BELLEHUS O NepeHanpaBneHuy 3akasa

OJMH 3aKas

1,6

43

BBOA, [OaHHbIX O MOCTAHOBKE 3aka3a Ha ouepefdp; coobuieHue
@OOHEHTY

O[VH 3aKa3

1,6

44

pernctpauusi BblaHHbIX abBOHEHTY [JOKYMEHTOB,
Cpoka Bo3BpaTa

npocTaeneHue)

OOWH JOKYMEHT

2,7

45

lyganeHme n3 maccmea aHHbIX O BO3BpaLleHHOM OOKYMEHTe

OANH OOKYMEHT

0,16

46

obecneveHne KOHTPOMs 3a CpokaMu BO3BpaTta AOKYMEHTa: MOWUCK U
OTGOP AaHHbLIX B NAaMATU MallMHbI O 3aJ0SDKHUKAX; BbIBOA HYXKHOW
MHpOpMaLMM Ha MPUHTEP; pacnedatka CMUCKOB C yKasaHueMm

agpeca aboHeHTa

0aVH abOHEeHT

2,7

1.7. MaccoBas paboTa

Tabnumua 11

N n/n

HanmeHoBaHue npouecca, onepauunun. CocraB paGOTbI

EavHnua
N3MepeHnst

BpeMeHN, MUH.

Hopma

2

3

4

[MoaroToBKa MaccoBbIX MEPONPUATUN

OnpegeneHve TeMbl, COCTaBa ayauTOpUM, OTBETCTBEHHOrO 3a
MeponpusaTMe B LENOM; COCTaBlieHWe nNnaHa MnoAroTOBKU
MeponpusiTUsi,  BOMPOCOB  Ansi  OOCYyXOeHusi;  mpurnalieHve

KOHCYNbTAHTOB, NEKTOpoB; nogbopka [OKYMEHTOB MO  TEME

ofHo
meponpuaTue
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MepOnpUATUS;, OpraHU3auus BbICTaBKM nMTepaTypbl, anbboMoB;
oMoBeLLeHWe uuTatenern o  MeponpuaTMM  depes  aduLm,
nyénvkauumM B nedyaTu, MO paavo, TeneBUOEHWIO, BbISIBNEHUE
BbICTyNalwWux; MevyaTb W pacnpocTpaHeHue npurnacuTernbHbIX
GuneToB; NOAroToBKa MOMELLEHUS; MpOBedeHWe COBelLlaHusi Mo
MTOoraMm nOArOTOBKM W MPOBEAEHUS MeponpusaTusl, odopMieHne
npoTokona:

HUTaTesIbCKaA KOH(*)epeH Una

4900,0

N|—

MMTepaTypHO-XYOOXKECTBEHHbIN Bevep, BeYep OTPACHEBON KHUTW,
amcnyT

3340,0

BEYep BOMPOCOB M OTBETOB, YCTHbIN XXypHan

2600,0

knyb6 no nHTepecam

2600,0

[NETCKUA YTPEHHWK

3900,0

OO |W

BUKTOPUHA, KOHKYpPC, Urpa-nytewiecrteune

3900,0

OpFaHVI3aLI,VIFI KHWXHbIX BbICTaBOK

CocTaBneHue nnaHa opraHM3auMM W MNPOBEAEHUS BbICTABKY;
BbISIBIIEHWE U OTOOP AOKYMEHTOB; MOArOTOBKA COMPOBOAUTENLHON
IOKYMEHTaLMN K BbICTaBKe, CO3[aHWe XyOoXKEeCTBEHHOrO MpOeKTa;
MOHTa)X BbICTABKW; OpraHuMsauus MHEOPMAaLMOHHO-PEKITAMHON
paboTbl N0 Nonynsipu3aumm BeiCTaBkW; NogBedeHe NTOTOB paboThl

'TemaTnyeckne BbICTaBKM 0bwebnbnmoteyHoro MacLiTaba,
opraHusyemMble Ha poHaax GubnuoTtekm

OHa BbICTaBKa

KonnyecTBo aKCNoHaToB:

~

1-50

560,0

51-100

1120,0

[{e][os]

101 - 200

2240,0

BbicTaBkn Mo onpep,eneHHoPl oTpacnun 3HaHUA WnNn  Teme,
opraHnsyemble:

Ha cboHae BmbnuroTekn

OJHa BbICTaBKa

KonnyecTBo aKCnoHaToB:

10

1-50

310,0

11

51-100

940,0

12

101 - 200

1920,0

Ha poHae oTaena

OHa BbICTaBKa

KonnyecTBo aKCnoHaToB:

13

1-25

180,0

14

26 - 50

360,0

15

51-100

720,0

BbicTaBKkM, MNOCBALLUEHHbIE XWU3HW W OEATEeNbHOCTU BblAatoLMXCS
Intogen

OHa BbIiCTaBKa

KonnyecTtBo aKCNoHaToB:

16

1-10

47,0

17

11-25

110,0

18

26 - 50

210,0

BbicTaBKM Ha nonkax ctennaxemn

OHa BbICTaBKa

KonnyectBo aKCNoHaToB:

19

1-5

25,0

20

6-10

44,0

BbICTaBKM HOBbIX NOCTYMNIEHUN

OHa BbICTaBKa

KonnyectBo aKCNoHaToB:

21

1-25

40,0

22

26 - 50

72,0

23

51-100

160,0

Peknama 6mbnunoteku; paboTa No NPUBIEYEHUIO YMTaTENEN:

24

NnoAroToBKa pPeKamMHoro cooblleHnMss B neyatb, Mo paguo,

ofHa nybnukauus,

420,0

Elinoéioaiolépn www.consultant.ru

iadaeeiay idaajaay iaaadeéa

Nodaieva eg


http://www.consultant.ru/
http://www.consultant.ru/

idesac leidoeiioodn Dififies 10 30.12.2014 N 2477 Afesiaio i6adifioaasai Elificeiioaiofepi
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TeneBngeHuto o} pabote GubnuoTekn, ocobeHHoCTAX 0aHO coobLueHune
PYHKUMOHMPOBAHUS  Pas3nUuHbIX nNoapasfaeneHnin, HOMeHKnaTtype
lycnyr, npegocTaBnsemblx 6ubnunortekon

25 [nogrotoBka nnakata O AesATenbHOCTM Gubnuotekn (BbIGOp Tembl| OAMH nnakat 210,0
onpefeneHue cogepkannsi u oopmbl, caada B nevatb)
26 |opraHmM3aums aKCKypcuu; npuem n oopMneHne 3asiBKu, YTOYHEHUE OfHa 3KCKYpCUst 52,0
TeMbl 3KCKYPCUI 1 COCTaBa 3KCKYPCAHTOB
BbisiBneHne  noTeHUManbHbIX — NOTpebuTenen  GUONMOTEYHO-
MHOPMALMOHHBIX ycnyr 6ubnuoTteku:
27 [NpOCMOTp npecchl OOVH JOKYMEHT 6,8
28 |[npocMOTp U aHanmn3 JOKYMEHTOB KOHKYPUPYHOLWUX doupm OOVH JOKYMEHT 52,0
29 |BegeHne KapToTekn NOTPEOUTENBCKOrO pbiHKa OfHa KapToyKa 1,3
30 [BcTpeuu ¢ pykoBoaMTENAMU PPM, OpraHnsaunin, npeanpusaTmmn OAHOo 210,0
MeponpusaTme
31 |cbop n mogrotoBka maTtepuanoB Afs MHOPMAaLUMOHHBLIX OykneToB| OAMH BykneT 7680,0
(0BWwmx, No oTAENbHOMY MPOEKTY)
32 |paspaboTka gn3anHa 1 MakeTa MHOpPMaUUOHHbIX BYKIEeToOB oavH Byknet 14400,0
33 |obecneveHne KOHTpOMNs KavecTBa [OTOBbIX MHAOPMAUMNOHHBIX  OAMH BykneT 20,0
bykneTtoB
34 [nonGop CyBEHUPHOW NPoayKLUK OfHO 1440,0
MeponpuaTme
35 |nogrotoBka pasgaTodHbIX MaTepUanoB MeEpPONPUATUS OfHO 480,0
MeponpuaTme
MpumevaHne:

- Bpemsi opraHvM3aLMm BbICTABOK nuUTepaTypbl, NpOBeAEHNE MACCOBbIX MEPOMPUATUN U IKCKYPCUN B HOPMY
BPEMEHU HE BXOOMUT;

- K HOpMaM BpeMeHU NPUMEHSIIOTCS NOBbILLAKOLLIME KOIPMULIMEHTLI: NPpY OpraHn3aumnmn Bole3aHOW BbICTaBKM -
1,1; NpM SKCNOHMPOBAHUM Ha BbICTABKE NUTEPATYpPbl HA UHOCTPaHHbIX A3bIKax - 1,6, Npu paboTe ¢ AOKyMEeHTaMu Ha
a3blkax Asnm n Adpuku - 2,0.

1.8. CnpaBoyHas n nHdopmMaumoHHasa paboTa

Tabnmua 12
N n/n HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EavHnua Hopma
N3MEpPEHNsT  |BPEMEHU, MVH.
1 2 3 4
Y4eT nocTynnBLUMX BTOPUYHBIX JOKYMEHTOB (KapTOYekK)
CyMMapHbIN y4eT KapTodek B XypHane NocTynieHMn u BblbbiTuA B  OgHa naptus
pPerncTpaLmMoHHbIX KapTOTEKax
Hncno NoCcTynmMBLLNX KapTOYEK:
1 1-110 19,0
2 [111-220 63,0
3 221 -600 160,0
4 |BblSIBNEHWE HEBBLIMOSIHEHHbLIX 3aKa30B; COCTaBMNEHME 3asiBKM Ha|  OAWH 3akas 4,5
HeBbINOMNHEHHbIE 3aKas3bl
OpraHusaumns cnpaBoyHo-6ubnuorpacdumyeckoro annapata (CBA)
[MpocmoTp M OTOOP AOKYMEHTOB W3 TeKyLMX MOCTYNNeHwuh aAns
BkntoyeHns B CBA, B TOM uncne KpaeBegyeckuin Katanor:
5 |kHura OfHa KHura 3,2
6 |cOopHMK ofHa cTaThs 2,7
7 pKypHan ofHa cTaTtbs 2,7
8 [raseta ofHa cTaTbs 1,6
9 ubnuorpaduyeckoe nocobne 0fHa 3anncb 0,5
10 [neTonucb KHWXKHBIX, XXYPHabHbIX U ra3eTHbIX cTaTen OfHa 3anucb 0,83
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11 |NpUKHMXKHBIN Bubnmorpadmnyeckmin CnMcok ofHa 3anucb 0,5
CocTtaBneHue 6ubnunorpadu4eckomn sanncu OfHa 3anucb
KonnyecTBo anemeHToB GUbnMorpaduyeckon sanmcu:

12 1-4 3,2

13 5-6 0,5

14 [7-9 6,0
CocTaBneHue aHHoTaumn, M3yv4eHne JOKyMeHTa, HanucaHue TekcTa:| ogHa aHHoTauus

15 jaHHOTUpPOBaHUE KHUM 260,0

16 |jaHHOTUpOBaHWe cTaTten 156,0

17 laHanuTuM4eckas  POCMUCb  XXYPHalbHbIX, Fa3€THbIX  CTaTeWl, OAMH OOKYMEHT 3,8
cbopHMKoB, Oubnuorpadmyecknx nocobuii: 03HaKoOMIeHUe C
cofepXaHMem N3aHuns; CoCTaBlEHNE aHanNUTU4YECKon pocnucu
MpocmoTp NMOCTYNUBLUNX WUHOPMALIMOHHBIX (BTOPUYHBIX)

[IOKYMEHTOB 1 Ux oT60p ans BkntoyveHus B CBA (nepBu4yHbIn 0TOOP)

MpocMoTp MHPOPMALMOHHOIO M3daHus (B TOM YMUCIie KapTOdku) W OfHa KapTodka
0TOOp M3 HMX OOKYMEHTOB Ans BkntoyeHus B CBA; cucremaTtmnsauus

KapToyek Mo TWMam KaTaroroB M KapTOTeK; MpoBepKa WHOEKCOB;

paccTaHOBKa KapTOYKM

Mucno KapToyek:

18 1-10 18,0

19 11-100 165,0

20 101 -300 490,0
Mpocmotp m otbop kaptouek B CBA € uenbld M3bLATUS WU
nepemeLleHnst (BTOpuYHbIN 0T60p):

21 M3bsATME M3 KaTanoroB M KapTOTEK KapToveK Ha [JOKYMEHTbl,| OfHa KapToyka 1,5
CMNCaHHble n3 doHAaa; NpoOCMOTpP KpaeBeg4eckux,

Pnbnuorpadudecknx n dakrorpadmnyeckmx KapToTek, U3bATuEe U3
HUX KapTOYeK Ha AOKYMEHTbI, NOTepsBLUME LIEHHOCTb, NepeBeaeHne
KapToyek B apXMBHblE KapTOTEKN (YHUUTOXEHME); BHECEHWNE OTMETKM
B XXYpHane yyeta u permcTpaumMoHHON KapToTeke

OpraHusauus reHepanbHoro cuctemaTtunyeckoro katanora ("CK):

22 InpocmoTp UM OTOOp pgokymMeHToB Ana BknwodeHus B [CK;| oavH AOKyMeHT 2,7
odopMIIEHNE KapTo4eK

23 HanucaHve 1 paccTaHoBKa pasgenuTens OOVH 1,7

pasgenurens
Pepaktnposanue 'CK:

24 pcknoveHne m3 [CK kapTovek Ha OOKYMEHTbl, yCTapeBLUMX WIM| OfHa KapTodka 1,5
HenpounbHbIX, NEepeBedeHNE UX B apXUBHYK 4YacTb (U3bATME);
jeTanvsaunsi pasgenos

25 HanucaHue HOBbIX pasgenuTenen oaviH 1,4

pasgenvrernb
OpraHusaums KapToTEKU NepcoHanui;

26 pnpegeneHne M COCTaBMEHNE MEPEYHS NUL, CBEOEHMS O KOTOPbIX| OOWH AOKYMEHT 1,5
OTpaXKaloTCA B KapToTeke; MPOCMOTP WMHEOPMALMOHHBIX W3LAHWUN,

MepBUYHBIX [OKYMEHTOB; OTOOpP [OOKYMEHTOB [ANsl BKIOYEHWS B
KapToTeky

27 [TexHuveckass u cogepxartenbHas o0paboTka [OKYMEHTOB fns| OAWH AOKYMEHT 2,7
BKIMIOYEHWST B KapTOTeKy; paccTaHOBKa KapToyek Mo andasuTy|
bamumnmi aBTOPOB 1 Mo BUAaM JOKYMEHTOB

28 |HanucaHwe n paccTaHoBKa pasgenuTenemn OOVH 1,4

pasgenvrenb
OpraHunsaums dakrorpadudeckon kaptotekn (PK):

29 pnpegeneHne npegmera, obbekTa M OCHOBHbIX NPW3HAKOB Ans| OOWH AOKYMEHT 2,7
oTpaxkeHns B PK; MpocMOTPp JOKYMEHTOB M OTOOP A58 BKIOYEHUS B
OK; 3aHeceHune 0TODOpPaHHbIX cBeaeHumn Ha KapTbl
MHPOPMALMOHHOIO MaccuMBa C  BHECEHWEM COOTBETCTBYHOLLMX
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OTMETOK B MONCKOBbLIN MaccuB hakTorpadonmyeckon KapToTeku

30 pepaktupoBaHue ®K; npoBepka NpaBUbHOCTU BHECEHNS CBEAEHUA OOWH AOKYMEHT 1,6
M yKasaHui 06 NCTOYHMKaxX MHGopMaLmm

31 HanucaHue n paccTaHOBKa pasgenurenen OAVH 1,4

pasgenurens
OpraHusauns TeMaTU4eCcKMX Nanok ra3eTHbIX BbIPe3oKk:

32 |npocMOTp raseTHbIX BbIPE30K, CUCTEMaTU3aLmns UX ofjHa Bblpeska 2,5

33 |odhopmMneHue BbLIPE3OK AN XpaHeHUd B TeMaTU4eCKMX nankax; OfHa Bbipeska 3,2
KpaTKoe OMUCaHWE UCTOYHMKA, HaKNenBaHWE Ha KAapPTOYKM
1.8.1. CnpaBo4Ho-6mbnunorpacmyeckoe odcnyxnBaHue

Tabnmua 13
N n/n HanmeHoBaHue npouecca, onepaunn. Coctae paboTbl Eonnuua Hopma
M3MEpPEHNs1  |[BPEMEHU, MUH.

1 2 3 4
Mprem Grnbnmorpadmyecknx 3anpocos:

1 |npuem Gubnmorpaduyeckoro 3anpoca; yToMHEHME TEMbI, LENEeBOro| OOWH 3anpoc 0,43
N YNTATENbCKOrO Ha3HAYeHUS, MOSTHOTbI UCTOYHUKOB, TUMNOB, BUAOB U
XPOHONOrMYECKUX PamMoK 3anpocoB
BbinonHeHne cnpaBok
BbInoOnHEHNEe TemaTu4ecKor CrpaBku; NMOUCK M OTOOp AOKYMEHTOB; OAHAa cripaBka
cocTaBneHne ubnuorpadunyeckoro onucaHus
[MMCbMEHHO; KONNYECTBO NCTOYHUKOB:

2 | 3,0

3 2-5 15,0

4 6-10 30,0
YCTHO; KONIMYECTBO UCTOYHUKOB:

5 1 2,0
BbinonHeHue agpecHo-6ubnmorpadunyeckomn crpaBku;

YCTaHOBIEHNE HaNMuMs UM MecTa HaXoXAeHUs1 JOKyMeHTa Unun ero
MacTu B dooHae GubnnoTekn
[MMCbMEHHO; KONNYeCTBO NCTOYHWKOB:

6 1 2,0

7 2-5 12,0

8 6-10 24,0
YCTHO; KONIM4YECTBO UCTOYHUKOB:

9 1 1,5
BbinonHeHne YTOYHSIOLLEN oubnuorpacdmyeckom cnpaBskuy, OfHa cnpaBka
yCTaHaBnmBatoLLen n (Mnu) YTOuHSOLEN 3NEeMeHTHI
oubnuorpacduyeckoro  onuMcaHusl, KoTopble OTCYTCTBYOT WM
MCKa)KeHbI B 3anpoce yutaTens
[MMCbMEHHO; KONTMYECTBO UCTOYHMKOB:

10 |1 2,7

11 2-5 14,0

12 6-10 27,0
YCTHO; KONTM4ECTBO UCTOYHMKOB:

13 1 1,6
BbinonHeHne dhakTorpaduyeckon Cnpasku, YyCTaHaBnuBawoLwleW oaHa cripaBka
KOHKPETHbIE CBEAEHWS O TEeX WM WHbIX 0ObekTax, CoObITUAX,
npoueccax, gatax
[MMCbMEHHO; KONTMYECTBO UCTOYHMKOB:

14 |1 2,7

15 2-5 13,5

16 6-10 2,7
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YCTHO; KONMYECTBO MCTOYHUKOB:

17

1

1,6

KoHcynbTaumsa y cnpaBovHO-6ubnmorpaduyeckoro annapara:

18

npoBefeHne Gecedbl O CO34aHWMM WU UCMOSbL30BaAHMU CMPaABOYHOMQ
annapara, Nno MetToanke bubnuorpadryeckoro noncka

oaHa
KOHCYMbTaLms

4,2

BeneHne (bOHﬂ,a BbIMOJIHEHHbLIX CMPaBOK:

19

oT6Op cnpaskn Ang oHAa, pasnoxeHue no nankam (KoHBepTam);
odopMIieHne cnpaBku

OfHa cnpaBkKka

4,2

20

COCTaBlleHNUe KapTo4kn O51d  apxXuBa; YKasaHune nopsankoBoro
HOMepa, TeMbl, OaTbl Bbla4n; NOCTAaHOBKA KapPTOYKU B KapTOTEKY,|
apXnBa BbINOJIHEHHbIX CMNPaBOK

OflHa KapTo4Ka

2,7

PaboTtbl B pexxume AC:

21

dopmupoBanne 'CK; BBog B 6a3y AaHHbIX aHaNMTUYECKOW POCMUCH
ra3eTHO-XypHarnbHbIX cTaTeN, COOPHMKOB

OHa KapTo4ka

2,0

22

nouck 1 oToop Gubnmnorpacduyecknx sanuceii No ycrnoeusiM

OHa KapTo4ka

2,7

23

BbIBO4 Ha 3KpaH 6I/I6J'IVIOI'pa(bI/I‘~IeCKOl7I 3annucn mnnn oTaesibHbIX U3

Hee cBefeHuN; pacne4vyaTtka

OHa KapTo4ka

1,6

1.8.2. bubnmorpadguyeckoe MHPHOPMUPOBaHNE

Tabnuua 14

N n/n

HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl

EavHnua
n3mepeHusi

BpeMeHN, MUH.

Hopma

2

3

4

BbisBneHne  MHAPOPMaLMOHHbLIX
METOOOM aHKETUPOBAHUS:

notpebHocTen  crneunanucTos

onpepeneHue KOHTUHreHTa notpebutenen nHdopmaunu;
paspaboTka 3as#BOK ONA  onpegeneHns  MHAOPMaLMOHHBIX
noTpebHocTel (3anpocoB); paccbifika (pacnpocTpaHeHue) 3asiBOK;
06paboTka NoNyYeHHbIX 3asiBOK; COCTaBMeHNE Ha Gase NomnyYeHHbIX|
NaHHbIX KApTOTEKN KOHTUHreHTa notpebutenein MHpopmaumm n ux
MHOPMAaLIMOHHBIX NoTpebHOCTEN (3anpocoB)

OOWH
notpebuTens

34,0

BhisiBneHne VIH(bOpMaLI,I/IOHHbIX ﬂOTpGGHOCTeVI cneunanncTtoB Ha
OCHOBE aHannaa nyaHoBO-0TYETHOWN AOOKyMeHTauunu:

0TOOp, U3yyeHue, aHanmu3 OTYETHbIX AOKYMEHTOB; (POPMMPOBaHME
TEMaTUKN CMPaBOYHO-MH(OPMAaLMOHHOIO OBCNYKMBAHWUA B pPasHbIX
pexvmax

OJVH OTYETHbIN
OOKYMEHT

24,0

pacnpepeneHve  Tematuyeckux — pybpuk  MHMOPMAaLMOHHbIX
notpebHocTer No nogpasgeneHnsiM, y4acTBYIOLWMM B CMPaBOYHOA
MHOPMALMOHHOM 0BCnyXMBaHWK

ofHa pybpuka

2,7

BaknoyeHne ¢ aboHeHTamu Joroeopa
obcnyxmBaHue:

Ha WHMOPMaLNOHHOE

aHanm3 AaHHbIX o 3anHTepeCcoBaHHOCTH aboHeHTOB B
I/IH(*)OpMaLLI/IOHHOM O6CJ'Iy>KMBaHMI/1 n pexunmax M36|/|paTeanoro
PacrnpoCTpaHeHNda W pPeTpoCneKTUBHOIo rMnoucka,; 3akryeHune W«
nepecMoTp gorosopa

O[IMH [0roBOP

2300,0

CDOpMI/IpOBaHI/Ie cetTu abOHEHTOB CUCTEMbI

pacnpocTpaHeHus uHgopmauun (MPU):

n3dumparensHoro

onpeaeneHne KOHTUHIreHTa aboHeHTOB cucTeMbl VIPU; BbisiBNeHue
TUMOBLIX W MHAMBUAYaslbHLIX 3arnpocoB abGoHEHTOB; W3y4eHue,
KnaccudguKauusi, MHOEKCMPOBaHWE 3anpocoB; BBEAEHUE AaHHbIX O
3anpocax B agpecHyo KapToTeky

oAnH aboHEeHT

34,0

[NoaroToBka cMrHanbHOro onoselleHust B cucteme MPU

BobisiBneHne, npocMoTp M oT6op MaTepuarnioB U3  TeKyLMX

NOCTYNNEHWU;  pacnpedenieHMe  OoToOpaHHbIX  MaTepuanoB U3

OHO OnoBeLlleHne
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[TEKYLLINX I'IOCTyI'IJ'IeHI/lﬁ no aboHeHTam

Konnyectso NPOCMOTPEHHbIX JOKYMEHTOB!

o))

1-2

3,0

~

3-4

12,0

5-10

32,0

MogroToBka NOABOPOK CUrHamMbHLIX ONoBeLleHu B cucteme NPU

NOCTYNUBLUNX Konui, NpoBEPKA UX KayecCcTBa U 3KIEMIMIIAPHOCTU,
BanosiHeHune COI'IpOBO,DMTeﬂbHOIZ OOKYMeHTauumn

BanonHeHne ©OnaHka-3akasa Ha TUpaXUpoBaHWE, pPerucTpaLmioogHO OMoBeLLeHNe

KonuyectBo 3anpocos:

1-2

14,0

10

3-4

17,0

11

5-7

21,0

12

8-10

25,0

MpocmoTp 1 0T6op AOKYMeHTOB Ans Beoda B AC

MpocMOTp Maccuea MOCTYNMBLUMX AOKYMEHTOB; OTGOP AOKYMEHTOB
COOTBETCTBYIOLLEN TEMATVKM U BBeaeHWe B 6a3y gaHHbIx AC

OOUH OOKYMEHT

OT60p NepBUYHBIX AOKYMEHTOB:

13

1-50

290,0

OT60p BTOPUYHBIX JOKYMEHTOB:

14

1-50

110,0

15

noAroToBKa KapTovku Ans paboymx kaptotek MPU

OJHO onnucaHune

2,7

16

nogrotoBka TpadapeTtoB ¢ kKapTodkamn IPU ons TupaxnpoBaHus

oaviH Tpadapet

1,4

KoppekTpoBka BbIXOAHbIX TabynsrpamMm:

17

OCHOBHOW psg

OHa 3anncb

2,7

18

BCnomMoraresibHbIn YKasartersib

OHa 3anncb

1,6

19

penakTupoBaHune BbIXOAHbIX TaGyﬂﬂFpaMM n O(bOpMﬂeHVIe
JOKYMEHTOB

OHa 3anncb

4,2

20

pa3pe3Ka, pacneyartka I'IO/J,60pOK Ha OTAeEJIbHbIE ONNUCaHUA

OJHO onncaHune

1,6

KoppektupoBka cuctembl UPU no pesynbratam aHanusa kapT
oOpaTHOW CBA3N

O6paboTtka n aHanu3 kapTbl 0OpaTHOM CBSA3M; BHECEHWE OLIEHKU
CUIHaNbHOrO  OMOBELUEHWS B  YYETHyl  KapTy  aboHeHTa;
KOPPEKTMPOBKa CUCTEMbI HA OCHOBE aHanu3a KapT o6paTHOW CBS3U

O[Ha KapTa

KonunyecTtso KapT:

21

1-7

70,0

22

8-10

75,0

23

11-15

80,0

24

16 - 20

85,0

Bblgava JOKYMEHTOB MO 3amnpocy:

25

BbiiBNeHMe ©n OTO6Op [OKYMEHTOB (M3gaHusl) Mo 3anpocy B
CNpaBOYHO-MH(POPMALMOHHOM  (boHae, odhopMieHne  Bblaayu
HOKYMEHTOB B YCTAHOBJIEHHOM Nnopsagke

OOVH OOKYMEHT

1,4

'pynnosoe 6ubnuorpadgmyeckoe MHPOPMUpPOBaHUE:

26

bopMrpoBaHmne cocTasa rpynnbl aboHEeHTOB

OANH abOHEHT

720,0

27

YTOUYHEHMe TeMbl, cornacoBaHWe WUCTOMHMKOB WHAopMauuv, BUAOB
IOKYMEHTOB

ofHa Tema

3,6

28

COCTaBneHNe pPerncTpaUMoHHOM KapToYKu

ofHa KapTo4ka

1,6

Mogbopka [OOKYMEHTOB Ans  MHOpMauun; COoCTaBneHue W
HanMcaHWe OMOBELUEHMS; OTNpaBKa OMOBELLEHWs; 3anncb B
KapTo4kM MHOpMaLIMK; aHanu3 KapTbl 06paTHON CBSA3U

ofHa KapTo4ka

[MMCbMEHHO; KONMYECTBO U3OaHWN:

29

1-5

12,0

30

6-10

24,0

YCTHO; KONMYEeCTBO U3OaHWUMN:
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31

1-5

12,0

OnepaTtnBHOE MHPOPMUPOBAHKE NO 3aNpocy:

32

dbopMupoBaHMe ceTM abOHEHTOB, BbISIBlEHMEe  TUMOBbIX
MHOMBMAYaANbHBIX 3aNpPOCOB NoTpebuTenei

s

oaVH abOHEHT

4.4

33

n3ydyeHue, KJ'IaCCI/ICbMKaLI,MFI 3anpocoB; BBedeHWEe [OaHHbIX O
Banpocax B agpeCHYK KapTOTEKY

OQWH 3anpoc

6,3

HanncaHne 0630poB 1 cnpaBok

BbisiBneHne n otTbop UCTOYHMKOB; 0OpaboTka 1 aHanM3 oToOpaHHbIX
NOKYMEHTOB; HanucaHue TekcTa o63opa (cnpaBku); MOArOTOBKA
pyKonucK K nevatu

OLUH aBTOPCKUIA
(aBT.) nuct

O630p (cnpaBka) N0 NEPBUYHLIM UCTOYHMKAM:

34

Ha PYCCKOM A3blKe

5400,0

35

Ha NHOCTPAHHOM A3blKe

7200,0

36

0630p (cnpaBka) N0 BTOPUYHBIM UCTOYHUKaM

4100,0

OpraHu3aums 1 npoBedeHne yCTHbIX bubnunorpadmyeckux 063opoB
HOBbIX MOCTYNIEHWI

OT60p HOBbLIX MOCTYMNEHWUIA NO 3apaHee OObABMEHHOW TemaTUKe;
cucTeMaTmM3auMsi MCTOYMHMKOB MO Temam, MpPOCMOTP M aHanu3
MOKYMEHTOB; nogbopka 6ubnmorpadnyeckmx OMUCAHUN, KpaTKMX
AHHOTaUMK, pedepaToB Ha OTOOpaHHbIE WCTOYHMKW; MOArOTOBKA
pykonucu Gubnuorpadgmyeckoro o63opa

OavH 0630p

Konunyectso NPOCMOTPEHHbIX U OT06paHHbIX OOKYMEHTOB!

37

1-10

400,0

38

11-25

450,0

39

26 - 55

500,0

40

56 - 140

600,0

MoarotoBka GONNETEHs! HOBbLIX NOCTYMNIEHNUN

YTOUHeHne (onpegeneHne) TeMaTtudeckmux rpaHuL, noucka u otbopa
MOKYMEHTOB; co3fdaHue pybpukaTopa OlonneTeHs; BbiSBNEHUE WU
0TO6Op AOKYMEHTOB B MacCuBe TEKyLUMX MOCTYMNNEHWUA UCTOYHUKOB
MHopmaLnu; nogbopka aHHOTaumN, pedepaTos, nx
cvucTemaTmsaums

ofHa 6tonneTeHb

Konnyectso NPOCMOTPEHHbIX JOKYMEHTOB!

41

1-37

60,0

42

38 - 60

90,0

43

61-95

180,0

44

96 - 150

320,0

45

151-380

960,0

OpraHusauns v nposegeHue "[JHa nHgopmauun”:

46

onpeaeneHne TeMbl; COCTaBMEHNe NnaHa NpoBeaeHUs; BbisiBNeHne
M [ocTaBka [OOKYMEHTOB M3 COOTBETCTBYWOLIMX MoApasaeneHuni
GUBNMoTEKN; NPOCMOTP M OTGOP [AOKYMEHTOB; TMpurnailleHue
CreumnanncToB-KOHCYNbLTAHTOB; MOArOTOBKAa BbICTaBKW NMTepaTypbl;
OMOBELLEHNE 3aMHTEePecOBaHHbIX OpraHM3auuMii W CheuuanucTos;
ocbopMIiEHNe  BbICTaBKW;  HamuMcaHWe  KpaTKUX  aHHOTauWi;
opraHusauusi cbopa 3asiBOK Ha [OOKYMEHTbl, WX Bblgaua,
KOHCYNbTUpOBaHWE, [OEXypcTBO  GubnuorpadoB; npoBedeHwe

ofHO
MeponpusaTue

640,0

@Hanu3a MeponpusTus
Opranusaums 1 nogrotoska "[OHsa 6Gubnuorpadun”, "OHa nocobusa"”;

47

YTOYHEHME TeMmbl, COCTaBfeHue nnaHa; OoopMMEeHNe BbICTABKU-
npocmoTpa; noarotoBka 0630pa; MOATOTOBKA  KOHCYNbTaLWM;
COCTaBrneHue 1 HanncaHne oGbsABNEHUs; COCTaBMNEHNE U HanncaHue
npurnacutenbHbIX  NUCEM, WX  paccbinka,  npurnaiieHve
3aMHTEpPEeCcoBaHHbIX MWL Mo paauo, No TenedoHy, NMMYHO

0fHO
MeponpusiTue

1940,0

OpraHunzaumnsa n nposegeHue "[Ha cneymanncra”

Onpegenenne Tembl "[HSA cneuywanucta" C 3aMHTEPECOBAHHLIMU

0[HO
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opraHm3aunamu, (*)OprI npoeseneHna (CTaLIMOHapHaﬂ, Bble3,D,HaF|),
OTBETCTBEHHOIo 3a MeponpuAaTue B LEJIOM; COCTaBlieHue nnaHa
MEeponpuATNA, nporpamMmmMmbl MOUCKka w” 0T6opa VIHd)OpMaLI,I/IOHHbIX
MaTepunanoB; NOoArotoBka OTKPbITbIX MPOCMOTPOB U TeMaTU4eCKUX
BbICTAaBOK JuUTepatypbl Mo cneunaribHOCTH, 6M6nMorpad)quCKv|e

0630pbI; 3akas3 nexkummu, KMHOUbMA; onoBeLLeHne
BaMHTEpecoBaHHbIX  OpraHM3auuii;  OOpPMIIEHVWE  BbICTABKY;
opraHM3aums OexypcTea 6ubnuorpados, KOHCYIIbTaHTOB-

cneumanucToB; obecrnieyeHve BbiAayu U3OaHWA MU MX KOMUA BO,
BpeMSi  MeponpusaTUSE  WNW  HErnocpeacTBEHHO MNOCMe  Hero;
DEMOHCTpaUMS BbICTaBKW; aHann3 pesynestatoB "[Hs cneymanucra”

mMeponpusaTue

Mucno conyTCcTBYHOLUMX MEPONPUATUI:

48 1-2 1940,0
49 B-4 2600,0
50 5-6 3500,0
51 [7-8 4600,0

MpumevaHue: Bpemsa npoBeaenHus "[OHs nHpopmauun”, "OHa cneunanucta”, "OHa dubnuorpadpuun” B HopMmy
BPEMEHN HE BXOAMT.

1.8.3. NHdbopmaumoHHas paboTa

Tabnuua 15

N n/n

HanmeHoBaHue npouecca, onepauunun. CocraB paGOTbI

EavHnua
n3mMepeHnsi

Hopma
BPEMEHW, MVH.

2

3

4

MogroToBka nonynsipHbIX Gubnuorpadunyecknx nocobuii

Bbibop TeMbl nocobus; BbISIBIEHWE U OTOOP [AOKYMEHTOB,
bopMMpoBaHMe pasgenoB Nocobus; aHHOTUPOBAHUE OOKYMEHTOB;
nogobopka  dakTtorpadmyeckoro  marepuana, unncTpaumn;
HanncaHne TeKCTa; COCTaBIIEHME BCrOMOraTeNlbHbIX YKasaTenen;
KOHCyNnbTauun y cneunannctoB Ha pas3fiMdHbIX 3Tanax pa60TbI;
obcyXOeHne pykonvcu Ha 3acefaHnuyM  HayyYHO-MeToaMYECKOro
(pemakuuoHHoro) coseTa; gopaboTka pykONUCKM MO 3aMevaHusiM;
cAada pyKonucu B neyarb:

COCTaBlieHune nonynapHoro 6|/|6nworpaq)|/|quKoro yKasaTtens,
nyTeBogunTend, crnpaBOYHMKaA

OOWH aBT. NNMUCT

13500,0

NoAroToBKa KOMMEHTapueB, npuMeYaHnin nonynspHo-
NPOCBETUTENBHOIO XapakTepa, He TpebywLwmx crneynanbHbIX
nccnegoBaHumn

OOWH aBT. NIUCT

5400,0

NnoAroToBKa KOMMEHTapueBs, npmmeHan?l Hay4HO-
MCC1ea0BaTENIbCKOIo Xapakrepa

OOWH aBT. JINCT

10800,0

MoaroToBka PETPOCNEKTUBHbIX Hay4HO-BCMoOMOraTenbHbIX
onbnvorpaduryecknx ykasarenem:

BbIOOp Tembl; CO3d4aHMe aBTOPCKOro KomnnekTnea; paspaboTtka
MHCTPYKTUBHO-METOAUYECKNE MaTepuarnos; BbiSBreHMEe K OTbop,
MOKYMEHTOB; pabota Hag  Oubnumorpacduyeckon  3anucblo;
@HHOTMpOBaHWe; Gubnuorpaduyeckas rpynnUPoOBKa; COCTaBEHMWE
BCMOMOraTernbHbIX ykasaTenewn; obcyxaeHue pyKonucu ykasaTterns
Ha 3acejaHUM Hay4yHO-METOAMYECKOro (pedakUMOHHOMo) COBETa;
nopabotka NO 3aMeYaHusiM; cgada  pPykonucu B Mevarthb;
cocTaBneHne Oubnuorpacmyeckoro ykasatens Mo akTyarbHOW
TemMaTMke C XPOHOMOrMYeCcKUM OXBaToM OT 2-X [0 5-TM neT wu
AQHHOTALMAMU, NOSACHALMMW Ha3BaHUS

OOWH aBT. JINCT

9720,0

CoctaBneHue 6M6nmorpa(bmqe0l<oro YKasaTtesnd no KOMMMIEeKCHbIM U
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MexoTpacnesbiM  npobnemam  obwero U permoHanbHoro
copepxXaHua C XpoHonorudeckmm oxsatom 1 - 2 roga, ¢
AHHOTaLMAMMW, NOACHSOLLMMWN HA3BaHNS:
5 Ha pycckoM si3blke 9720,0
6 [ BknoyeHnem oT 30% po 40% obbema nybnukauumi  Ha 11000,0
MHOCTPaHHbIX A3bIKax
7 (cocTaBrneHne aHHOTUPOBaHHOro 6mbnuorpadmyeckoro ykasartensi OAMH aBT. UCT 18800,0
MHOrOOTPACNEBOrO0 COAEPXKAHUA C XPOHOMOMMYECKMM OXBaTOM [0
100 net n Gonee, TpebyoLEro CNMOWHOIO NPOCMOTPa AOKYMEHTOB,
CMNOXHbIX  Oubnuorpaduyecknx  pasbiCKaHuMW,  yyeTa  BCeX
nepeusgaHui NybnmkaumMm M MX XapakTepuCTUKM MyTEM CINYEHWS
[TEKCTOB
MogroToBka aHanuTMyeckoro ob3opa
BbisBneHne u  oTbop [AOKYMeHTOB Ans o63opa; noarotoBKa| OAMH aBT. MMCT
pybpukaTopa npegmeta o63opa; M3ydyeHue M OLueHKa OOKYMEHTOB;
cucTemaTM3auns maTepuana; CocTaBeHne TekCcTa aHanuTUYeCcKoro
ob30pa; obcyxageHue  pykonucu  Ha  3acedaHuMM  HayyHO-
MeToamMYeckoro (pefakumoHHOro) coBeTa, gopaboTka ob3opa no
3amMevaHvaM; cgada B neyatb:
8 |no pycckum nepBUYHBIM UCTOYHUKAM 9720,0
9 |no cMellaHHbIM NEPBUYHBIM UCTOYHMKAM 10800,0
10 |nO MHOCTPaHHbBIM NEPBUYHBIM UCTOYHUKAM 12400,0
[MogroToBKa aHaNUTUYECKON CNpaBKu:
11 BbisBrneHve u OTOOp [AOKYMEHTOB AN aHanuTMYeCKOW CrpaBku, OOWH aBT. IUCT 5200,0
M3yyeHve, aHanus, oueHka M cuctemaTmsauus uX; CocTaBfieHue
TekcTa cnpaBku
MogroToBka pedepaTMBHOro o63opa
BbisBneHne n oTbop [OKYMEHTOB Ans pedpepatvBHOro o63opa, OAMH aBT. MUCT
n3yyeHne un  aHanm3  ux;  pedepupoBaHME  MCTOYHUKOB;
cucTemMaTM3aumsi  TEKCTOB  aHHOTaUWW;  COCTaBfieHMe  TeKcTa
pedepatuBHoro o003opa; o6cyxaeHune ob63opa Ha 3acegaHuu
Hay4YHO-MeToaMYeckoro  (pedakuuMoHHOro) coBeTa;  AopaboTka
0630pa Mo 3aMeyaHusaAM; caaya B nevaTb:
12 |no pycCKMM UCTOYHMKaM 5200,0
13 |no cmelLaHHbIM UCTOYHMKaM 6480,0
14 |nO MHOCTPaHHBIM NCTOYHMNKAM 7300,0
CocTaBneHue akcnpecc-nHdopmaumm:
15 BbisiBNeHne n otbop maTepuana no Teme, CUCTEMaTM3auus ero u| OOMH aBT. IUCT 3840,0
NOAroToBKa ANd neyatu
CocTtaBneHue 6ubnuorpadunyeckor 3anncu, aHHoTauum, pedepaTta
CocTtaBneHne Oubnuorpacmyeckon 3anucu: M3yvyeHune u aHanu3d  oAHa 3anucb
MOKYMEHTa; COCTaBIeHVe 3arorfioBka OMucaHusi; npoBepKka 3anucwy,
BHECEHWE ncnpasneHun
KonnyectBo anemeHTOB 6UbBNMorpadnM4eckoro onMcaHuns:
16 1-4 3,2
17 5-6 54
18 [7-9 6,4
CocTaBneHne aHHOTaUMW; WU3y4eHWe U aHanus [JOKYMeHTa, ogHa aHHoTauus
HanuMcaHWe TeKCTa aHHOTaUuun:
19 jaHHOTMpPOBaHUE KHUM 270,0
20 @HHOTMpOBaHWe cTaTen 160,0
21 (cocTaBrneHve pedepata: u3yvyeHMe W aHanui [JOKYMeHTa, Ha| OAMH aBT. MUCT 5920,0
KOTOpbIN CcOCTaBnsieTca pedpepart; HanMcaHue TeKCTa; BHECEeHWe
ncnpaBneHumn
AHanNMTUYeckas  POCMUCb  >KypHanbHblX, ras3eTHbIX  CTaTew,
cbopHMKOB, Bubnmorpaduyecknx Nnocodun:
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22 p3HakoMfeHMe C  coAdepXaHueM  MU3OaHus;  COCTaBreHWe  ofHa cTaTbs 3,6
AHaNUTMYECKOro ONMCaHus Ha CTaTbio

MNopaepxka carita GUBMMOTEKN M OTAENbHBIX NPOEKTOB:
23 |BepcTka CTpaHuu, carTa, pa3MeLleHne NoaroToBNEHHOMo MaTepmanal OauH aBT. NNCT 300
B COOTBETCTBYIOLLMI pasgen canTa

MpuMeYaHne: HopMa BpeMEHWU Ha cocTaBneHue Gubnuorpadpuueckoro nocobust aaHa us pacyeTta paboTbl
aBTOPCKOrO KOJeKTMBA.

1.9. MNepeBog M nepepaboTka MeyaTHbIX TEKCTOB C WMHOCTPaHHbIX SI3bIKOB Ha PYCCKUA U C PYCCKOro Ha
WHOCTPaHHbIE S3bIKK

Tabnuua 16
N n/n HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl Eannuua Hopma
U3MEepeHNss  |BPEMEHU, MVH.
1 2 3 4
[MepeBoa TeKCTa C MHOCTPAHHbIX S13bIKOB HA PYCCKUIN A3bIK
YTeHne opurnHana; aHanuM3 TeKCTa; pa3meTka ero C BbiSIBNEHWEM OOWH aBT. NMNCT
TPYOHbIX TEPMUHOB, FPaMMaTUYECKMX KOHCTPYKLIUA, NEKCUYECKUX
060POTOB, LLEXOBbIX M )KaProHHbLIX TEPMUHOB:
1 |nOnHbIV NMCbMEHHbIN NepeBos OMH aBT. NUCT 2580,0
2 |coKpalleHHbI nucbMeHHbIi nepeog oT 30% po 50% obwemal oauH aBT. NUCT 1620,0
TekcTa
3 BbIGOPOYHbLIV MUCbMEHHbIV NEPEBOA OAWH aBT. NIUCT 1520,0
[MepeBoa TeKCTa C PYCCKOro A3blka Ha MHOCTPaHHbIE SA3bIKU:
4 |nOnHbIV NMCbMEHHbIN NepeBos OIMH aBT. NUCT 5160,0
TepmMuHonornyeckass pabota npy  BbIMNOSIHEHUN  MUCbMEHHOTO
nepesoga:
5 (pTbickaHMe OTMEYEHHBIX B OPUrMHane He3HaKOMbIX UM HEMOHATHBLIX  OAWH TEPMUH, 18,1
TEPMUHOB W COKpPAaLUEHUM B CrOBapHO-CMPaBOYHOM nWUTepaTtype; CoKpalleHue
nogbopka COOTBETCTBYIOLLETO TEPMUHY 3KBUBASIEHTA;
paclungpoBKa CoKpaLleHus
KoHcynbTaumsa nepesog4vka co cneumanncramMmu:
6 [BbIICHEHVME MpaBUNbHOMO  U3MOXEHWA  4YacTerd TekcTa Mo ofHa 36,2
Mano3HakoMoOW TeMaTuKe; YTOYHEHME COOTBETCTBUSA MepeBoda KOHCyNbTaumst
opurMHany
CocTtaBneHue 6ubnunorpadun4ecKkoro onncaHus:
7 |cocTaBneHue OGubnuorpaduyeckoro OnucaHus nepeeBoda MOl OAHO onuncaHue 60,0
NaHHbIM, B3SITbIM C TUTYIBHOTO NIUCTa NepeBoga
BbisiBrneHne owmnbok U BHECEHME WM3MEHEHUN B TEKCT nepeBoaa
nocrne nevyaraHus:
8 |npoBepka nNpaBMIBLHOCTU PACMONOXEHUST OTNEeYaTaHHOro TEeKCTa; OAWH aBT. NMNCT 200,0
CBEpPKa C PYKOMUCbIO; NpaBka
[TexHmyeckoe odopMeHe NepeBogoB:
9 pBnucbiBaHMe B TEKCT nMepeBOda CMMBOSIOB M BCTABOK HA|OOHO BNUCbIBaHME 2,0
MHOCTPAHHOM £13blKe
10 |BkremBaHue pucyHKoB, Tabnuu, dopmyn OfHa BKnevka 3,0
[MepeBoa 3aronoBKOB CTaTeN U JOKYMEHTOB:
11 |nepesog v 3anvcb 3aronoska OfMH 3arofoBoK 120,0
MprmeyaHne:

- HOPMbI BPEMEHU MpeaycMaTpuBatoT BbINOMHEHME NEPEBOOOB C MHOCTPAHHOIO S3blka UMM Ha MHOCTPaHHbIN,
KOTOpbLIN y NepeBoaYMKa sIBNSIETCSE OCHOBHBIM (MO 06pa3oBaHMIo UMM NPUMEHEHMIO);

- NPY BbINOMHEHMN NEepeBOoAoB C APYrMX A3bIKOB MMM Ha ApyrMe NoMMMO OCHOBHOMO K HOpMaM BpeMeHU
NPUMEHSIETCS NOBbILWAOLWNN KoadhdurumeHT 1,1.
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1.10. ViccnepoBatenbckas paboTa

Tabnvua 17

N n/n

HanmeHoBaHue npouecca, onepauunun. CocraB paGOTbI

EgvHnua
n3mMepeHnst

Hopma
BPEMEHW, MVH.

2

3

4

PaspaboTka nporpammbl (TEXHUYECKOTO 3a4aHus) UccreaoBaHus

O6oCHOBaHMe akTyasnibHOCTM TeMbl, BbiSIBIiEHNEe U 0GOCHOBaHWe
npobnemMHon cutyaumm, hopMynMpoBaHue Lenu, 3agay v rmrnoTesbl
MccrnedoBaHusi; HanMcaHne TekcTa

O[Ha nporpamMmmMa

ccnepoBaHne HOCUT:

—_

OnepaTnBHbIN XapakTep

38250,0

NMNOTaXXHbIV (pa3BedbiBaTENbHbIV) XapakTep

21600,0

PaspaboTka METOAMKM UcCneaoBaHus

PaspaboTka (HanucaHue) TekcTa METOAMYECKMX [OOKYMEHTOB MO
NPOBOAMMOMY  WUCCINELOBaHMIO, anpobaumm  COCTaBEHHbIX
1OKYMEHTOB; YyTOYHEHMEe " nopaboTka METOANYECKOrQ
MHCTPYMEHTapua, COCTaBlieHue OKOH4aTesIbHOIro BapnaHTa
[IOKYMEHTa:

ofHa meToauKa

MeTodMKka MpOBedeHUs WCCredoBaHUsl, HOCALLEro ornepaTuBHbIN,
BMNUPUYECKUIN XapaKTep

28000,0

MeToaMKa MpOBeAEeHUs WUCCRedoBaHWsi, HOCALLEro nuNoTaXHbIN
(pa3BeablBaTeNbHLIN) XapakTep

15600,0

PaspaboTka MHCTpyKUMM Mo 06paboTke AOKYMeHTaumMm (MCXOOHbLIX
[DaHHbIX), NONYYEHHOW B X04€ UCCreaoBaHus:

OAHa NHCTPYKUMA

pyyHasa obpaboTka

15600,0

(e2]1¢)]

MaluMHHasi 06paboTka

20400,0

Pa3pa60TKa npeannnaHoBbIX n NaHOBbIX OOKYMEHTOB|
NEepPCNeKTNBHOIO Xxapakrepa.

pa3pa60TKa KoHUenunn OCHOBHBbIX HarlpaBJ'IeHVIIZ pa3BnTUA
onbnroTeyHoro gena B PermoHe Ha nepcnekTmney

OOWH aBT. JINCT

13050,0

KOHUeNnTyanbHoe obecneyeHne 6ubnuorpaduyeckmx unsgaHui,
060CHOBaHME aKTyanbHOCTU TeMbl, YMTaTENbCKOrO W LENEBOro
HasHayeHust nocobusi, ero CTpykTypbl (CxeMbl), BblpaboTKa
METOAMYECKMX MPUHLMMOB W PpELUEHUA [N PackpbiTUs TeMbl;
HanucaHve TekcTa

OOWH aBT. JINCT

11220,0

cocTaBneHue nporHosa (NpeannaHoBblii AOKYMEHT), CBA3AHHOIO C
nepcnekTMeBamy passuTus GUBNMOTEK; HanMcaHue TekcTa

OOWH aBT. NUCT

13050,0

10

pa3paboTka ueneBbiX NporpaMmm (ana cetm 6ubnmotek unu ogHoOWm
PnbnuoTekn); OuarHoCTUKa CUTyauun, BHELWHUX W  BHYTPEHHMWX
BNUSHWUMA Ha yHKUMOHUPOBaHWE W pasBuTMe bubnunoTtek (OOQHOW
bubnuotekn); BbipaboTka pekoMeHOaUMKW, peLleHusl; HanucaHue
TekcTa

OOWH aBT. NUCT

15200,0

ICocTaBneHne CBOAHbIX KaTanoroB KHMXHbIX NaMSATHUKOB:

11

pa3pa60TKa npocnekTa; BbldBlIeHNWE OOKYMEHTOB - KHWXHbIX|
NaMATHMKOB; Hay4YHOE OnuncaHue ux; CcocCTaBlieHne CnpaBoOYHOIQ
annapara, HanncaHme Tekcrta

OOWH aBT. NIUCT

18200,0

OpFaHVI3aL|,I/IOHHaFI pa60Ta no nNpoBegeHnto nccrnegoBaHnAa:

12

Co3daHue uccnenoBaTenbCKOro KONekTUBa; cocTaBrneHne paboyero
nnaHa MpoBEeAEHMS1  WUCCMEeAOBaHWs, COrfacoBaHWE €ero ¢
MCNONHUTENAMM; onpeaeneHne nnowagki (6asbl) MccrnenoBaHus;
nepenucka C HUMW; NPOBEOEHNE WHCTPYKTaXen, CEMWHapOB,
COBELLaHWIA, KOHCYNbTaLni

OfHO
nccrnegoBaHve

7140,0

13

onbnvorpadmyeckaa npopaboTtka Tembl MccnegoBaHusi, paborta B

OAWH aBT. INCT

1200,0
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apxuBax, W3y4yeHue HOPMATUBHO-TEXHUYECKOW [AOKYMEHTaLuu,
MHopmaumm o6 aHanorax u gpyrux MatepuanoB, OTHOCSLLMXCS K
pa3pabaTbiBaemol Teme
O6paboTka nony4eHHoW MHpopmaumu:
14 cbop n obpaboTka MHOPMALMN HA OCHOBE MEPBUYHBLIX UCXOLHbIX| OOWMH aBT. NMNCT 7800,0
NaHHbIX (CTATUCTUYECKMX [aHHbIX, OTYETOB, MMAHOB, CMPaBOK,
MaTepuanos KOMaHAMPOBOK)
15 jaHanm3 obpaboTaHHOM MHopMaLn OAWH aBT. NIUCT 5200,0
MogroToBKa MaTepuyanoB No UToraMm Hay4yHol paboThbl:
16 |HanucaHue Hay4yHOro oT4yeTa; MOAroTOBKA PYKOMUCWM K nevaTn Ha| OAWH aBT. NUCT 13200,0
pasnuyHbIX 3Tanax paboThl
17 HanMcaHMe  NpPOMEXYTOYHOro oTdeTa  (cnpaBkM) O  xofde| OAWH aBT. NMNCT 6400,0
nccrnegoBaHus
[MogrotoBKa W HanucaHve TekcTa cTatb B COOPHUK Hay4yHbIX
TPygoB, npakTtudeckoe nocobue, npodeccmoHanbHyo Mpeccy;
NOAroTOBKA PYKOMWCK K MeYaT! Ha pasnuyHbIX dTanax paboTbl:
18 |cTaTbs TEOPETUYECKOrO XapakTepa OAVH aBT. IUCT 15200,0
19 |cTatbs NpUKNagHoOro, NPaKTMYECKOro xapakrepa OAWH aBT. NIUCT 9200,0
20 HanucaHvMe Ooknaga MnNo  UToraM  HayyHOro  MccnefoBaHWS; OOWH aBT. NUCT 6700,0
NoAroToBKa PYKOMMUCEN Ha Pas3nn4YHbIX 3Tanax paboThbl
21 paspaboTka pekomMeHZauuu,  WHCTPYKUUM N0  BHEAPEHW OAMH aBT. MUCT 14100,0
MaTepuanioB  Hay4yHOro  MCCreaoBaHusl;  HanMcaHue  TEKCTa;
NOAroTOBKA PYKOMUCK K NeYaTn Ha pasnuyHbIX aTanax paboThbl

MpumevaHne:

- HOpMa BpeMeHW Ha CcOoCTaBlieHne nporpamMmm, MeTOoAUK, I/IHCprKLI,I/Iﬁ JaHa Ha wuccnenoBaTenbCKUi
KOIMJ1EeKTUB;
- 4acbl TPygo3aTpaTt pacnpenenarnTca Mexay UCNOJNMTHUTENAMNU B 3aBUCUMOCTU OT UX HArpy3KU;

- B npouecc noarotoBkM pPyKONMUCKU K NeYyaTtun BXOOAT: caada PYKOMUCKU HAYyHHOMY penakTopy, o6cy>|<,1:|,eHV|e B
otgene, Hay4yHOM coBeTe, p,opa60T|<a pykonucun.

1.11. MeToanueckas paborta

Tabnuua 18

N n/n

HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl

EavHnua
n3mepeHusi

Hopma
BPEMEHU, MVH.

2

3

4

NogroToBka MeTogmyeckoro nocobus, pekomeHgaummn

[MpuHUMNnansHO HoBas pa3paboTka TeMb:

n3ydyeHne TeMbl, BbiABNeHNe WU aHann3 OOKYMEHTOB MO Teme,
YTO4YHEeHUe 4YuTaTtenbCkoro u ueneBoro Ha3Ha4dYeHuA nocobwus,
peKOMeHD,aLIMVI; COCTaBJ1IEHNE MNMPOCNEKTAa,; HAaNMcaHne Tekcta

OOWH aBT. NUCT

15300,0

Moandmkaumsa paHee paspaboTaHHON TEMbI:

BbISIBIIEHNE W U3Yy4eHWEe HOBbIX [JOKYMEHTOB W HaKOMSIEHHbIN
PnMbnmnoTekamMmm onbIT MO TEME NOCOOUSA, pekoMeHAALMN; YTOYHEHUE
npocriekta, BHECEHWE W3MEHEeHWA B CTPYKTypy TekcTa B
COOTBETCTBUM C AOCTUNKEHUAMU BUBNMOTEYHOW TEOPUMN N MPAKTUKY;
noaroToBka pykonucu K obcyxaeHuto; popaboTka no uToram
obcyxaeHus

OOWH aBT. NNUCT

8670,0

PaspaboTka [OKYMEHTOB, perfameHTUpYLWmMX OedTeNbHOCTH|
OMONMoOTEK, NONOXEHUN, WHCTPYKUMIA, MPOEKTOB MOCTAHOBMEHUN,
YCTaBOB, 3aKOHOAATENbHbIX aKTOB

anIHLI,VII'IVIaJ'IbHO HOBada TemMa:

BblABl1€EHNE, WN3y4vyeHne un aHanus ﬂ,eVICTBy}OLLI,VIX OOKYMEHTOB MO,

TeMe, HanncaHne TeKCTa MNpoeKTa [JOKYMEeHTa, chymaeHme,

OOWH aBT. NMNCT

17340,0

Elinoéioaiolépn www.consultant.ru

iadaeeiay idaajaay iaaadeéa

Nodaieva eg


http://www.consultant.ru/
http://www.consultant.ru/

idesac Teieseiiooda Pififnee 1 30.12.2014 N 2477

"fa 0aadeadice 0eiialio T00afieaans iidl od64a ia daatod, Adileiyaita A ae...

A1861410 1d44Tf0aasal

aaeai Biifioeioaiolepi
Aaoca filodaiaiey: 26.10.2016

anpobauns B Gubnuotekax, Ha 3acefaHUM Hay4YHO-METOLAUYECKOro
coBeTa; AopaboTka JOKYMEHTA; NOAroTOBKA K YTBEPXKAEHUIO

Moaundmkaums paHee pa3paboTaHHOro AOKYMEHTa:

aHalnn3 1N oueHKa OOKyMeHTa; NoucK un OT60p HOBbIX ,El,eIZCTByI'OLLI,MX
NOKYMEHTOB NO TeMe, BHeCeHWe U3MEHEHUA B TEeKCT [LOOKYMEHTa;
o6cy>Kp,eH|/|e Ha 3acefjaHnn  Hay4dHO-MeToau4eCKOoro CoBeTa,
u,opa60TKa Nno ntoram O6cy)K,El,eHl/IFI; NnoAroToBKa K yTBepXXaeHu

OOWH aBT. NNUCT

7650,0

PaspaboTka y4eTHbIx dopm, Tabnumy, obpasyos:

yYTOYHEHWe npeamMeTa, obObekTa, codepXXaHusi Y4eTHOW opMbl,
Tabnuubl, obpasua; oTbop nokasaTtenen, cucteMaTusauus WX,
pa3paboTka MakeTa y4yeTHoih cpopMbl, Tabnuubl, ob6pasua;
obcyxgeHne Ha  3acedaHMM  HayYHO-METOOMYECKOTO  COBETa;
NOArOTOBKA K YTBEPXKAEHUIO

OOWH aBT. JINCT

7650,0

CocTaBreHne pekoMeHZauui Mo BHEOPEHWI0 pernameHTUPYHLWNX
MOKYMEHTOB B NPaKTUKY:

pa3paboTka MeToOUYEeCKUX PEKOMEHOAUUN, NHCTPYKLMIA, NAHOB Mo
BHEOPEHMIO HOPMAaTUBHOW OOKYMEHTauuu; MoaroToBKa PYKOMUCU K
ne4vyatun

OOWH aBT. NUCT

14025,0

MogrotoBka NUCbMEHHOMN KOHCYyIbTauun, meTtogn4eckoro nmcbma:

BbISIBNEHME M aHanu3 JOKYMEHTOB Mo TemMe; udydeHme n obobLieHne
onbiTa paboTbl OMONMOTEK; HanMUCaHWE TeKcTa KOHCyNbTauuu,
MEeTOONYECKOro NUCbMa; MOATrOTOBKA K OOCYXAEHMI0 Ha 3acedaHuu
Hay4YHO-MEeToaNYEeCKoro coBeTa; gopaboTka no utoram o6CyXaeHus:;
cOoada B neyatb

OOWH aBT. NNUCT

8670,0

MoarotoBka 06G30pa AeATenbHOCTU BMBNMOTEK No onpeneneHHoW
TemaTuke:

YTOYHEHNE TeMbl 0630pa; onpeaeneHne XPOHONOTMYECKUX TPaHUL;
BbIsSIBIEHWE [OOKYMEHTOB, OTOOpP, NPOCMOTP WM aHanus; HanucaHue
TeKcTa; NoAroToBKa pykonucu kK obCyKaeHuto Ha 3aceaHnn HaydHo-
MEeToOMYEeCKOro copeTa; JopaboTka pykonucu nocne obCcyxgeHnst

OOWH aBT. JINCT

9180,0

PeLeH3VpoBaHWe Hay4HbIX, METOOMYECKMX, MHEDOPMALMOHHbIX
MaTepuasnos:

MTEHME peLeH3MpyemMoro martepuana; oueHKa ero B Lesiom,
OTOEnNbHbIX YacTel, YCTaHOBMEHNe COOTBETCTBUSA YMTATENMbCKOMY U
LieneBoMy HasHa4YeHM0, Hay4YHbIM 1 MeTOANYECKUM TpeBoBaHMAM

OOWH aBT. NMNCT

783,0

10

HanncaHme peueH3nn

OOWH aBT. IUCT

1305,0

MogroToBka NeKumn, KOHCYNbTaumum

PaspaboTka nnaHa nekumn, KOHCynbTauuu, nogdbopka martepuana,
M3y4yeHne ero; CocCTaBfieHWe CrucKka nuTepaTtypbl K nekuuu,
KOHCYIbTauMm; HannucaHue TekcTa:

ofHa nexkuus,
KOHCYnbTaLMs

11

nepBnYyHaa nekuma

1566,0

12

NOBTOPHAaA nekuusa, ¢ y4eTomM HOBOIro matepuana

313,2

13

nepBnYHasa rpynnoBasd KOHCYynNbTauna

1305,0

14

NOBTOPHAaA rpynnoBas KOHCyInbTayund ¢ y4eToM HOBOro matepuana

522,0

15

nposeneHne yCTHOI7I I/IH,EI,I/IBWJ,yaJ'IbHOIZ KOHCYyIbTauunmn

ofHa nekuus,
KOHCYnbTaLMs

16

OTBET HAa NMCbMO

OAHO NMUCbMO

162,0

I'IpOBe,D,eHme NPaKTUKYyMOB, CTaXXPOBOK

Mpaktnkym (7 - 10 pgHen): onpegeneHve TeMbl, 3ajaHus,
YIpaXHeHus; CcoCTaBneHue rpaduka W  YTOYHEHME CPOKOB
nNpoBeaeHns 3aHATUN:

OAWH NMPaKTUKyM

17

rpynnoBoy NPakTUKyM

2295,0

18

mHaonsngyarbH bl NPaKTUKyMm

2160,0

Ctaxunposka (7 - 10 pgHen): YTOYHEHWE CPOKOB MpOBEeAEHUS
CTaXMPOBKK; BbISIBNEHWE nuTepaTypbl MO M3y4yaeMOoMy BOMPOCY;

COCTaBJiIEHMNE NporpamMmmvbl 1 rpaqwu(a CTaXWPOBKK C y4E€TOM COCTaBa

OHa CTaXXnpoBKa

Elinoéioaiolépn www.consultant.ru

iadaeeiay idaajaay iaaadeéa

Nodaieva eg


http://www.consultant.ru/
http://www.consultant.ru/

idesac Teieseiiooda Pififnee 1 30.12.2014 N 2477

"4 60a40@aaiee 08iTa0s 108aAEAANO (18] 0864 fa dalol, AliTEyAINa & 48...

A1861410 1d44Tf0aasal

aaeai Biifioeioaiolepi
Aaoca filodaiaiey: 26.10.2016

cnyLuaTene|7|; 3aKro4eHne O NpoxXoXxaeHnn CTaXKMpoBKK:

19

rpynnoBaa CTaXXnMpoBka

2805,0

20

MHaonBngyanbHaa CTaXpoBka

2349,0

[MpakTnka CTyOQEHTOB BbICLUMX WM CPeAHUX chneuuanbHbIX y4ebHbIX
3aBeeHUn:

21

MOAroToBKA W opraHusaums npakTukn ctygeHtoB (oo 30 aHen);
pa3paboTka mnaHa NpakTuKK, cornacoBaHWe ero ¢ pykosoguTenem
nNpakTukn (npeactaButenem yyebGHOro 3aBedeHUs); COCTaBreHWe
rpacpmka nocelleHnss CTPYKTYPHbIX MOApasderieHuin; opraHnsauums
MPaKTUYECKNX 3aHATUI; NOABEeAEHNE UTOrOB NPaKTUKKN; COCTaBreHne
XapaKTepUCTMKM NPaKTUKaHTOB

OQHa NnpakTuka

4860,0

rlpaKTVI‘-IeCKVIe 3aHATUA:

22

MOArOTOBKA MPAaKTUYECKOro 3aHSATUS; COCTaBfieHVWE 3afdaHus Mo
BbIMOMTHEHNIO U3y4YaeMoro GUBNMOTEYHOrO Mpouecca, KOHTPOSbHbIE
BOMPOCbI, TeMaTU4YeCKMA CMUCOK NUTepaTypbl K  3a4aHuio;
HanvcaHne Te3ncoB

OOHO 3aHATUE

1050,0

CoctaeneHue y4e6HON NporpaMmbi;

23

onpeneneHne coctaBa cnyLuaTeneVl; COCTaBlieHue TeMaTU4eCKoro|
nnaHa, YTO4YHEeHune nopsagka N3yvyeHus; onpeneneHne
nocnegoBaTeslbHOCTU  U3NOXEHUA TeMbl, BblaeneHne OCHOBHbBIX
BOMPOCOB; COCTaBrieHMne Crnnucka nutepartypbl MO TeMaM nporpamMmmbl;
HanncaHne TeKCTa, o6cy>|<,qu|/|e nporpamMmmbl Ha 3acedaHNN HAay4YHO-|
METOANYECKOro coBeTa

ofHa nporpamma

5733,0

MoceweHne OMONMOTEK, Bble3dbl B KOMaHOMPOBKM C  LEMbIO
M3yYeHUsi paboTbl M OKa3aHWsi METOANYECKON MOMOLLM:

24

NoarotoBka K KOMaHOMPOBKE, YTOYHEHWE CPOKOB M Uenu
KOMaHOMPOBKM, O3HAKOMIIEHME C VMELIMMUCA [OOKYMEHTaMu W
MaTepvanaMmu npeablaylimMx Bble3doB M Nybnukauuii B neyatw;
COCTaBneHve nporpamMmel (NiaHa) KoMaHOVPOBKU

ofHa
KOMaHaMpOBKa

574,2

25

cocTaBneHne MHPOpPMaLMOHHOro oTyeTa (crpaBku) O NpPoBeAeHHOW
paboTe: cBeAeHMI O MecTe Bble3aa, Lensix U Cpokax KOMaHOUPOBKMY,
06beKkTax NocelLleHNs, aHanu3 cocTosiHus paboTbl N0 TeMe Bble3aa,
BbIBOAbBI M NPEASIOXEHNSA B agpec OMbnmoTeku

OOVH OTHET

1050,0

26

COCTaBrneHne aBaHCOBOrO OTYETA; 3anonHeHne OTYETHOro GnaHka co
BCEMU NPUIOXEHUSIMUY; caadva B Oyxrantepuio

OQIMH OTYeT

40,0

27

noArotoBka MHAOpMaLmMn No pesynbrataM KOMaHAMPOBKN (YCTHO) B
CeKkTope, Yy 3aBefyloLllero OTAenoM, Ha Hay4yHO-MeTOANYECKOM
COBeTe, 3aceaHuun agnupekumnm

ogHa
nHdopmaums

105,0

28

NnoAroToBka OTHETHOrNo Martepuana no pesynbrataMm KOMaHOWPOBKU
\ana pasMelleHnda Ha caute

ofHa
MHpopMaLms

500,0

29

paspaboTka 1 cocTaBnieHme y4ebHbIX NaHoB U NporpaMmm CUCTEMBI
nononHuTensHoro npodeccrMoHansHoro obpasoBaHusa (OMNO) B
oTpacnu

OVMH neyvyaTHbIN
nmcT

1200,0

30

cocTaBneHne paboynx nporpamm MO  BHOBb  BBOAUMBIM
AMCUMNIMHaM, akTyanusauns 0eicTBYWNX NporpaMmm

OVH neyvyaTHbIN
nucr

1800,0

31

pa3paboTka MeToAMYEecKMX MaTepuarioB MO KOHTPOMO 3HaHMWA
00OyYaloLMXCs; COCTaBfeHWe [OKYMEHTOB MO  MSIaHNpOBaHUIO
y4eGHoro npouecca

OVH neyYyaTHbIN
nuet

360,0

32

pa3paboTka y4eGHO-NporpaMMHON AOKYMeHTauuM OAns npoBeaeHus
o6pasoBaTenibHOro  npouecca, MeToaMYeckMx pas3paBGoTok Mo
NPYMEHEHMIO HOBBLIX WHMOPMALMOHHBIX TEXHONMOMMiA B y4eBHOM
npouecce

O[VH NneyYyaTHbIN
nuct

1800,0

33

paspaboTka HOPMaTMBHbLIX [OKYMEHTOB, pernameHTUpyoLwmux BCE
B1abl 0OpasoBaTenbHON AeATENbHOCTN B BMBnnoTeke

OOWH OOKYMEHT

3600,0

34

COCTaBMneHNe W MNOAroTOBKA K W34aHMIO Y4ebHbIX nporpamm,

nocobuin,  CaMOCTOSATENbHO WM COBMECTHO € OpYrMMu

OWH neyaTHbIn
nucrt

1800,0
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nogpasgenexHusiMm 6ubnuoTeku |
35 |lyyacTve B cneuunanuanpoBaHHbIX coBeTax BmbnMoTekn: NoarotoBkaoanH Aoknaza oaHo 2400,0 1200,0
nna npodpeccuoHanbHOM neyatM nybnukauunm wn  MaTtepuanosB — cooblieHue
BbICTYNNEHNA Ha KOHpepeHLmaxX

36 |nogrotoBka K obcyxaeHuto y4ebHbix nporpamm OMNO k 3acefaHnsim| ogHo 3acefaHue 2400,0
YyeHoro coBeTta
37 |cocTaBneHue KanbKynsuum LeH Ha nnaTHble yenyru OfVH JOKYMEHT 120,0
38 ppraHmsauuss nnaTHoro oby4yeHMss MO [OroBopamM Ha OKasaHue| OOWH AOKYMEHT no dakty
nnaTHbIX oOpasoBaTernbHbIX YCNYr C PUANYECKUMU 1 PUINYECKMM 3aTpaYeHHoro
Innuamm BPEMEHU
39 [nogrotoBka [OOKYMEHTOB K IUUEH3MPOBAHUIO W  akkpeautauuu, OAWH AOKYMEHT 12000,0
CBsi3aHHble C peanusaumen OubnmoTekon obpasoBaTeNbHbIX
nporpamm AMO
40 |[nogroToBka MaTepuanos Ans 3aHATUM B ANCTAHUMOHHOW hopMe OJVIH Yac 3aHATUN 240,0
41 |nogroTtoBKa Y4ebHbIX M y4ebHO-MeToaudeCcKNX MaTepuarnoB Afis Ux| ogHa nporpaMmma 1800,0

pasMelleHns B UHEOPMALMOHHO-TENEKOMMYHUKALUMOHHON  CEeTK
"MHTepHeT" 1 nx ceoeBpemMeHHoe obHOBMNEHUE

42 lopraHusaumss  y4yebHoOro npouecca pgns  obydawowmxcs  nol ogHa nporpamma 42420,0
nporpaMmam npodeccrMoHanbHON MNepenoaroToBk GUBNNMOTEYHbIX
KagpoB: opraHusauusi obpasoBaTenbHOro npouecca, Yyy4ebHo-
MeToamyeckasn paboTa; Hay4yHo-MeToamnyeckas paboTa

43 lopraHusaums  y4eBHOro npouecca gnsa  obydawowmxcs — nol ogHa nporpamma 21210,0
nporpamMmam noBbILEHWS KBanudmkaumm GnbnmoTeyHbIX Kagpos:
opraHm3aumns obpasoBaTenbHOro npouecca, yyebHo-meToamyeckas
paboTa; Hay4YHo-MeTogmM4eckas paboTta

MNpumeyaHwue:

- K HOPME BPEMEHW MPU COCTaBMIEHMN AOKYMEHTOB, PErMaMEHTUPYIOLLMX OEATENbHOCTb PEeCcnyOMKAHCKKMX,
KpaeBbIX N 06NacTHbIX OMONMOTEK, NPUMEHSIETCSA NOBbILLAKLWNA KoadpdurumeHT 1,15;

- BpeMs MpPOBEAEHMS JIeKUMM, KOHCyMnbTauuu, MPaKTUKYMOB, CTa&XWMPOBOK, MPaKTUKWA, npebbiBaHusa B
KOMaHAMPOBKe 1 NpoBeAeHUs MHopmMaumm no ee pesynstataMm B HOPMY BPEMEHMW HE BXOOWT.

1.12. PaboTbl Hay4HO-OpraHM3auMOHHOro Xxapakrepa

Tabnuua 19

N n/n HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl EaovHuua Hopma
U3MEepeHNss  |BPEMEHU, MUH.
1 2 3 4
[MogorotoBka M npoBefeHWe TeopeTUYECKOW, Hay4YHO-NPaKTUYECKOW
KOHdbepeHUMn, TEMaTUYECKOro ceMuHapa

OnpepgenexHve coctaBa OPrkOMUTETA M YYaCTHUKOB KOHepeHuuw, 0ofHO
ceMuHapa; ¢opMupoBaHMe U  YTBEPXKAEHME Nporpammbl M| MeponpusaTve
npurnacutensHoro  Ouneta;  OpraHM3auMOHHbIE  MEPONPUATUS
(Tekywass CBsiI3b C y4yaCTHUMKaMu, paccbiika MaTepuaros);
MOAroToBKA K  M3OaHUMIO  Te3ncoB;  BblpaboTka  MpoekTa
pekomMeHaauunm; ¢MHaHCOBO-X035MCTBEHHOE obecneyeHne
KOHdepeHuun, cemmHapa (ohopmMmIieHNE NMATEXHbIX OOKYMEHTOB,
BCTpEYa Y4YaCTHMKOB, perncrpaums, pasmelleHMe B TrOCTUHULE);
@Hanu3 1 oueHka paboTbl KOHdEepeHuun, ceMmnHapa; noaBeaeHuE
MTOroB

Konn4ectBo y4acTHUKOB:

1-100 5670,0
101 - 150 7560,0
151 - 450 9300,0
[MogrotoBKa W NpoBedeHWe CceMuHapa, MEeTOAMYECKOro  AHs,

WIN|[—~
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BacegaHus "kpyrnoro ctona"

OnpeneneHve y4yacTHUKOB, pYyKOBOAUTENsl, CPOKOB M MecCTa OoAHo
npoBefeHns ceMmHapa, METOAMYECKOro AHS, 3acedaHust "Kpyrnoro| Meponpuatme
cTona"; onpedeneHve KOHTMHIEHTA Y4acCTHUKOB; paspaboTka

nporpammbl; MHgoOpMauuoHHoe obecneveHne (Tekyllasi CBSA3b C

y4acTHMKaMK, paccbinka matepuanoB); BblpaboTka MpoekTa
pekoMeHOauun; M3gaHue U paccbifika nporpamMmbl; permcrpauus

YYaCTHMKOB; aHanu3 M OLUEeHKa CeMuMHapa, MEeTOAMYECKOro [OHS,

BacegaHus "kpyrnoro ctona”

KonnyecTBo y4yacTHMKOB:

4 [1-50 1570,0

5 51-100 3980,0

6 [101-150 6150,0

7 151 -450 8270,0
[MogrotoBka 3acegaHnin pegKosnermm:

8 |yTo4HeHMe cpoka M MOBECTKM 3acefaHus; OTOOp maTepuarnoB AJfis| OAHO 3acefaHue 560,0
0OCyXOeHns 1 noarotoBka MX AOS19 KOMMPOBAHWS; OnpeneneHve
ONMOHEHTOB (PELEH3EHTOB); OMOBELLEHME O 3acedaHun 4YJeHOB
peakonnerny; paccbiika maTepvarnioB Mo MOBECTKE 3acedaHus;
odopmeHue NpeanoXeHun, BbICKa3aHHbIX y4acTHUKaMm
BacenaHus
OpraHusaums  3acegaHuini  NpPoGNemMHbIX  KOMUCCWUIA,  COBETOB,

TBOPYECKNX KONNEKTMBOB:

9 lonpegeneHve MOBECTKM [OHA W Cpoka NpoBedeHusa 3acefaHus, OofHO 940,0
YTOYHEHMe coCTaBa Y4yaCTHMKOB; MOAroToBKa [JOKYMEHTOB, MepornpusTue
OpraHn3aLMoHHbIE MeponpusaTUs  (OMOBeELLeHME O 3acedaHuw,
nogbop matepranos); opopmIIEHE NPOTOKONA U peLLEHs

10 |paspaboTka MakeTa Npe3eHTaLunmn Onsit MEPONPUATHUS ofHa 600,0

npeseHTaums

11 |noaroToBKa npeseHTaunm anst MeponpuaTns ogHa 600,0

npeseHTaums

MNpumeyaHwue:

- Npyv MpoBEdEeHWVM MepoNpPUATUA Ha MEXOyHapoOHOM YPOBHE K HOpME BpeMeHW MpUMeHseTcs
nosbiwarowmn koadduumeHT 2,0, Ha dbegepanbHoM yposHe - 1,85;
- B HOPMY BpEMEHM He BXOOWUT BpeMs MNpOBEeAeHWs KOH(epeHuMn, CeMuHapa, MeTOAMYECKOro [OHS,
3aceaHus "Kpyrnoro crona" u Bpemsi, CBA3aHHOe C u3gaHneM MatepuanoB KOHEepeHuun, cemmHapa.

1.13. PepaktupoBaHue pykonucen

Tabnuua 20

N n/n

HanmeHoBaHue npouecca, onepauunun. CocrtaB pa60TbI

EavHnua
n3mMepeHnst

BPEMEHU, MUH.

Hopma

2

3

4

Peﬂ,aKTVIpOBaHVIe Hay4HbIX 1 METOOAUYECKUX MaTepunanoB

MpoBepka U UCMpaBneHNe pyKonucu B Mpouecce NOAroTOBKU ee K
nevat; obecneyeHMe COOTBETCTBMSI TEKCTa  Hay4yHbIM U
nMTepaTypHbIM TpeGoBaHMsAM, OpMe W LEMNEBOMY Ha3HaYeHUHo
M30aHns, CcornacoBaHWe BHOCUMBIX WCMPaBNEHUA C  aBTOPOM;
inopaboTka pykonucu:

pefakTupoBaHue MoHorpadui, CHOPHUKOB
Hay4YHbIX OTYETOB, NPAKTUYECKNX MOCOBUN

Hay4YHbIX TPYAOB,

OOWH aBT. NUCT

2840,0

pefakTUpoBaHME  MeToAMYECKMX  MaTepuanos:
MEeToONYEeCKUX TUCEM, pPeKOMeHZaLUNA,

WHCTPYKTUBHO-
KOHCynbTauui, o0630poB

\neaTenbHoOCTN OMBNMoOTEK

OOWH aBT. NNUCT

2500,0
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3 |peoakTupoBaHWE [OOKYMEHTOB, perfnamMeHTUpYLWMX OeATenbHOCTh OAWH aBT. NMUCT 2400,0
OMBNMOTEK: YCTaBOB, NONOXEHWUI, UHCTPYKLUNIA

4 |pefakTMpoBaHMe  CTATUCTMYECKUX Tabnuuy, y4eTHbIX  opM,| OAWH aBT. NMNCT 1980,0
06pasuoB

5 |pepakTupoBaHune mMartepuanos KOHbepeHUMi: [OKnagos,| oAuH aBT. NNCT 1050,0
COOOLLIEeHUI
PenaktupoBaHve nonynsipHoro ©ubnuorpaduyeckoro  nocobus,
PETPOCMNEKTMBHBIX Hay4HO-BCMOMOraTenbHbIX yka3aTternen, 0630pos,
CNpaBoK, pedepaToB, aHHOTaALMN:

6 |pedakTMpoBaHMe MonynspHbIX Oubnuorpadudecknx nocobwuir] OAMH aBT. MMCT 2640,0
TemaTmyeckmx bubnmorpaduyecknx ykasatenemn, CnpaBo4HNKOB

7 |pepaktnpoBaHMe  PeTpOCNEKTUBHbLIX  Hay4yHO-BCMOMOraTesnbHblX| OAWH aBT. IUCT 2100,0
yKasatenem

8 |pemakTMpoBaHWe aHanUTU4Yeckux o630pOoB, CMpaBOK, aHHOTAUWMW, OOWMH aBT. MACT 1080,0
pedepatoB, CBOAHbIX pedepaTuBHbIX  0630pOB,  3KCMpecc-
MHopmaunmn

9 |pegakTnpoBaHune Gubnuorpadmyeckon sanmcm OfHa 3anucb 4,6

10 [KOHTpONbHOE peaakTMpoBaHue OfHa 3anucb 6,2

MpumeyaHve: Npu pedakTUPOBaHWM CMELLAHHOTO TeKCTa K Hopme

koadhpuumeHT 1,1,

1.14. BcnomoraTtenbHo-TexHU4Yeckas paboTta

BpeMeHn npumeHaeTca I'IOBbIIJJaI-OIJJ,VIIZ

Tabnuua 21
N n/n HanmeHoBaHne npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
N3MEPEHNs]  |[BPEMEHU, MUH.
1 2 3 4
MawmnHonucHble paboThbl
Mony4yeHne opurMHana Ans nevaTtaHusi U O3HAKOMITEHWE C HUM,
Habop
lNevaTaHune TekcTa 6e3 BepTUKaNbHOrO rpadreHns ofHa cTpaHuua
MaLLMHOMMWCHOTO
TeKkcTa
Pa3mepbl UHTEPBAnNoB:
1 2 13,4
2 11,5 17,6
3 1 22,0
MeyaTaHne TekcTa Ha bopmMaTkax 6e3 BepTMKanbHOro rpadprieHms OfHa cTpaHuua
MaLUMHOMMUCHOIo
TEeKcTa
Pa3smepbl nHTEpBanos:
4 P2 17,6
5 11,5 20,8
[NeyaTaHne TekcTa ¢ BepTUKaNbHbIM rpadnieHnem OfHa cTpaHuua
MaLUMHOMMUCHOro
TeKCcTa
Pa3mepbl MHTEpPBaNoB.:
6 2 17,6
7 11,5 21,0
8 | 28,0
[MeyaTaHue TekcTa Ha bopMaTKkax ¢ BepTuKarbHbIM rpadneHnem OflHa cTpaHuua
MaLUMHOMMUCHOro
TeKcTa
Pa3mepbl MHTEpPBaNos:
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9 R 17,6
10 1,5 22,0
CumTKa 1 KOpPEKTUPOBKA TEKCTA NOCIEe NevyaTaHus Ha MallVHKe:
11 |npoBepka NpPaBUNBHOCTU pPaCMnONOXeHUs OTnevYaTaHHOro TeKCTa, OAHa CTpaHuua 44
CBEepKa C PyKOMUCHbLIM; KOPPEKTMPOBKA MALLUMHOMUCHOrO TEKCTa MaLUMHOMMUCHOro
TeKcTa
12 |cumTKa, KOppeKTUpoBKa U BepcTka OfHa cTpaHuua 4,4
MaLLMHOMMWCHOTO
TekcTa
13 [HakneuBaHue npaBokK ofHa npaeka 1,4
MalwmHonncHele paboTbl, BbINOMHAEMbIE B aBTOMATM3UMPOBAHHOM
pexvme
BBog maTtepuana B KOMNbIOTEP: OofHa cTpaHuua
14 |Habop TekcTa c nucta 11,0
15 |Habop bubnuorpadmyeckoro onucaHus 14,0
BbiBOg MaTepuana Ha aKpaH: OofHa cTpaHuua
16 |[npaBKa TEKCTa Ha KOMMbIOTEPE, BEPCTKA TEKCTA 8,6
17 |pepakTupoBaHue Gubnuorpadmn4eckoro onMcaHms 2,7
18 [BbIBOA TEKCTa Ha NPUHTEP; pacnevaTtka OfHa CTpaHuua 1,6
19 |BbiBOA hopM Tabnumu Ha aKpaH ofHa Tabnuua 11,0
20 |HanonHeHue Tabnuu cogep)xaHnem ofHa Tabnuua 1,6
HacTtporika  TexHudeckoro  o0OpydoBaHUA U TEXHUYECKOE
CONPOBOXAEHNE MEPONPUATUN:
21 HacTpoWka TexHM4eckoro obopyooBaHusi Ans  NPOBedeHus] 0[HO 120,0
MeponpusiTUI, B TOM YUCHe TpaHcnpyeMblx no cetm "NHTtepHet" MeponpusaTmne
22 [TexXHU4ecKoe COMpPOBOXAEHNE MEPONPUATUIA OAHO 300,0
MeponpusaTme
23 |[npoBeaeHue ayauo/Buaeo3anncu n poToCbEMKN MEPONPUATUAI OAHO 300,0
MeponpuaTme
24 pbpaboTka aygno/Bngeo/dpotomarepranos OOMH HOCUTENb 420,0
WHopmaumm
25 paspaboTka pasnuyHbix 6a3 gaHHblx (B[1) ons BegeHns NpoekToB ogHa B 28800,0
26 HanucaHve MHCTPYKUUA Mo ncnonb3oBaHuio Bl npoekTos OOMH aBT. IUCT 18000,0
27 [rexHuveckas nogaepxka B[] npoekTos 0AHa yHKUMS 4800,0
28 [ecTMpoBaHMEe  HOBbIX CUCTEM M BEPCUA  MPOrpaMMHOr0 ogHa PyHKLMSA 1800,0
obecneveHus/nporpaMmmMHO-annapaTHOro KOMMnekca,
ucnonb3yemoro  npuv  peanu3auum  MNpPoekToB u  pabote
nogpasgenexHns
29 [rectupoBaHue nNporpaMmHoro obecneveHnsi/nporpammMHo- ogHa yHKUUS 1800,0
annapaTHOro KomMnrekca
30 |cocTaBneHue nnaHa TeCcTUpoBaHnA nporpaMmMHoro OOVH nnaH 2400,0
o6ecneveHnsi/nporpaMmMHO-annapaTHoro KoMmnrekca
31 |nposepka COOTBETCTBUSA pa3paboTaHHOro NporpaMMHOro  ofHa yHKUUs 480,0
o6ecneveHnsi/nporpaMmmMHO-annapaTHOro KOMMMEKCa TEXHWUYECKOMY)
3aganHuio
32 loueHka nporpamMmHoro obecneyeHus/NporpaMMHo-annapaTHoOrQ OAHOo 25500,0
KomMnekca nporpamMmmHoe
obecneyeHue
33 [cocTaBneHue anroputma TecTupoBaHus NPOrpaMMHOro| OAVH anropuTm 8400,0
obecneveHus/nporpaMmMHO-annapaTHOro KoMnsekca
34 cosgaHve TecTupyloLwero ckpunta Ana NpoBeAeHUs HarpysOYyHOro|  O4MH CKpUMT 600,0
TecTupoBaHuna nNporpaMmmMHoOro obecneyveHnsa/NporpaMmHo-,
@nnapaTHOro KoMmnnekca
35 |[npoBeaeHune Harpy3o4Horo TECTUPOBaHUS NPOrpaMMHOrQO4HO Harpy3o4Hoe 480,0
obecneveHusa/nporpaMMHO-annapaTHOro KOMnnekca TecTMpoBaHue
36 jpKcnepTHas oueHKa NporpaMMHOro obecneyeHns, NOAroTOBNEHHOIO 04Ha AKcnepTusa 2400,0
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B ApYrnx opraHmsauuax/nporpaMmHo-annapaTHoro kKomnnekca

37 (cosgaHue anropuMTMma KOHBepTUpOBaHMS pabounx Tabnuy 6onbloro, ofgHa oTpacnb 2400,0
PnbnmnoteyHoro katanora (BBK) BBK

38 [HanucaHve koHBepTepa Ans npeobpasoBaHnst pabounx Tabnuy, BBK|  ogHa oTpacnb 4800,0
B aBTOMaTU3MPOBaHHYIO WHOPMALIMOHHYO cucrtemy BBK
NMUEH3MpPOBaHUA OTAenNbHbIX BUMAOB AeatenbHocTn (AUC J100)
(MHTerpaumst GUBNMOTEYHBIX AAHHbIX)

39 |[npeobpa3oBaHne MeTOOUYECKMX AaHHbLIX 3NEKTPOHHOro KaTanora 0HO 1440,0
ans nepegayu KOHBEPTUPOBaHMWE

MpumeyaHne: npu Habope TeKCTa Ha KOMMbOTEPE C NAaTUHCKMM LIPUAETOM K HOPME BPEMEHU MPUMEHSETCSH
nosbILAOLLMIA KO3 puumneHT 1,3.

1.15. PaboTa no opraHusaumm Tpyaa v ynpasreHuo

Tabnuua 22
N n/n HaumeHoBaHuWe npouecca, onepaumun. Coctas paboTbl EavHnua Hopma
n3mMepeHnsa BPEMEHU, MUH.
1 2 3 4
MnaHvpoBaHue paboThbl
Cb6op, aHanu3 ucxogHow MHGOPMAaLMK, ONpeaeneHne OCHOBHbIX OAVH nnaH
3afjay roga, yTOMHEHUe CPOKOB BbIMOMHEHUSA 3aaHuKi, HanMcaHue
OOBbACHUTENBHOM  3anMCKW; MoAroToBKa MNpoekTa nnaHa K
0OCY)XOEHUI0 Ha BCEX YPOBHSX, AopaboTka nocrne obCyXOaeHwus;
NpefcTaBfeHve NnaHa Ha CornacoBaHue 1 YTBEPXKAEHME:
1 |nnaHa bubnmnoTteku 6240,0
2 |nnaHa komnnekca/ynpasnexHus 4800,0
3 |nnaHa oTgena, cekropa 2740,0
4 HAMBUMAYanbHOrO nraHa 370,0
ExegHeBHbIV y4eT paboThl B CTPYKTYPHbIX NOApPa3geneHunsix:
5 [cTratuctuuecknii yyet 3anucaBlUMxcs (NepeperncTpupoBaBLUMXCS)  OAHA 3anuch 2,8
MuTaTenemn
6 |CTAaTUCTMYECKMI YYET KHUIOBbI4aY, NoceLeHnin 0JHa 3anucb 8,6
7 |ydet NMHpopMaunoHHo-6nbnmnorpadmnyeckon paboThbl no| ofHa 3anucb 2,7
yCTaHOBINeHHoW doopme
8 |yyeT BbINOMHEHHbIX CNPaBoK 0JHa 3anucb 2,7
ExegHeBHbIV y4eT abOHEHTOB, MONb3yLMXcs nporpammamn MBA:
9 [cTratuctuyeckni yyet aboHeHTOoB, nonb3ayrwmxcs MBA 0JHa 3anucb 2,7
10 cTatucTMyecKknin y4eT NornyyYeHHbIX 3aKa3oB, BblAaHHbIX JOKYMEHTOB 0JHa 3anucb 9,8
11 [cTaTMCTUYECKM y4eT 3akasoB, MepeHanpaBfeHHblX B Apyrvel OAHa 3anucb 2,7
onbnmnotekn
12 Banucb uToroB paboTtbl B "[IHEBHMK paboTbl" nogpasgeneHus]i OpHa 3anuch 3,2
onbnmnotekn
13 WMHOMBMAYanbHbLIA yYeT: eXedHEeBHOE 3anofHeHMe nWCTKa ydveTal OfHa 3anuch 15,0
Tpyao3aTpar unu gHeBHVKa paboTbl bubnuotekaps
ICBOAHbIN CTAaTUCTUYECKUI YYET NO BnbnmoTeke
Yncno uutaTtenen, KHUMroeblgad, MocCeLlleHun; noasedeHue WUTOroB  OfHa 3anucb
CTaTUCTUYECKNX AaHHbIX N0 BubnmoTeke:
14 mecsay 528,0
15 kBapTtan 792,0
16 [rog 1080,0
Ctatnctuyeckumn yyeT B pexmme AC:
17 |BBOA CTATUCTUYECKUX OAHHbBIX C KOHTPOMbHOrO NiMcTa OOWH NUCT 0,16
18 [cBOAHLIN CTATUCTMYECKUA y4YeT no BubnuoTeke (YMcno duTtatenewn, opgHa Tabnuua 0,27
KHWUroBblAay, NOCeLLeHnn)
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MoaBeaeHe NTOroB CTaTUCTUYECKNX OaHHbLIX N0 BUbnnoTeke: opHa Tabnuua

19 mecsy 0,27

20 kBapTan 0,27

21 fron 0,27
CocTaBneHne OT4YeTOoB:

22 npuem NraHOBO-OTYETHbLIX  OOKYMEHTOB  OT  CTPYKTYPHbIX| OAWH OOKYMEHT 60,0
nogpasgeneHnin ¢ MNpoOBEPKOM MOSMHOTbI COCTaBa; COCTaBrieHWe
CBOAHOW TabnuLbl OCHOBHLIX NoKa3aTtenemn
CocTtaBneHne aHanUTUYecKoro oTyeTa: aHanua OesTenbHOCTM  OOWMH OTYeT
nogpasgeneHnn n 6ubnmMoTekn, oTMeTKka W3MEeHEeHWW 3a rof,

HanncaHne TeKkcTa, nNpeacTaBNeHMe Ha  CcornacoBaHue WU
YTBEPXKAEHUE:

23 lotyeT bubnuoTeku 3a roq 3980,0

24 oT4yeT oTAeNa, cekTopa 3a rog 1320,0

25 HavBuAyanbHbIV OTHET 3a rof 586,0
CocTaBneHne UHAHCOBLIX OTYETOB 00 onnate nNo BMAaMm MnaTtHblX — OOWH OTYeT
ycnyr:

26 [3a mecsy, 510,0

27 [Ba KBapTan 840,0
OTyeT nepeq UMTaTensaiMm U HaceneHneM:

28 pnpegeneHne cpoka nNpoBedeHWd  OTyeTa, MNOBECTKM  OHA, 0[HO 1580,0
OnoBeLleHNne O [HEe OT4yeTa uuTaTeNien, HaceneHusl, BbINYCK Meponpuatmue
CTeHraseTbl, obopMsieHMe NPOTOKOMA, 3aMevaHuin U npegrnoXeHun
MUTaTeNnen, HaceneHus, CoCTaBfieHMe NiaHa ux peanusaumm
[MogrotoBKa NPOU3BOACTBEHHbIX COBELLAHUN
OnpeneneHve noOBECTKM [HSA, Kpyra Y4aCTHMKOB, MNOLrOTOBKAl OOHO COBELLAHUe
CMpaBKW, OPYrMX MEpOnpuATUIA, MpOeKTa peLleHusi, OMOBELLEeHnE
Y4aCTHMKOB COBELLAHWNA, NOArOTOBKA NOMELLEHNS:

29 [coBelaHve paboTHMKOB BUBNMOTEKN 320,0

30 |coBellaHne paboTHWUKOB oTAena 264,0

31 |coBellaHne MO UTOram MNPUHATBIX PELUEHUA C LEeNbl0 OLEHKM UX| OOHO CoBeLLaHue 27,0
pe3ynbTaToB, NPOU3BOACTBEHHbIE COBELLAHNA MO UTOraMm roga

32 pnepatmBHoe coBelLaHune (ans peLleHus TeKyLLMX OAHO coBellaHne 60,0
NPon3BOACTBEHHbIX 3aa4)

OpraH13aunoHHo-onepaTBHas paboTa:

33 |pokymeHTanbHoe  ocdopmiieHMe  pexmma  paboTbl  OoTAenal OAWH OOKYMEHT 360,0
(coctaBneHue rpaduka paboTbl, OTNYCKOB)

34 |obecneveHne KOHTPONs 3a BbINOMHEHMEM MNPOM3BOACTBEHHOIO OAHO 3adaHue 15,0
3agaHus U Ka4ecTBOM paboThl

35 (pbecnevyeHne KOHTPONS 3a WUCMOSMHEHWEM  yMNpaBliEHYECKOro OAWH OOKYMEHT 15,0
peLleHns, NpuKasa, ykasaHus OUpeKkTopa, 3aMecTUTENs AMpeKTopa,
3aB. OTAENOM

36 pakntodeHune, npoaneHne gorosopa C upmamu, NpeanpusaTusMn, OOuH 4OroBop 840,0
OpraHM3aumsiMm, YacTHbIMU NpeanpuHUMaTENsMm

37 |cocTaBneHune KanbKynsaumm LeH Ha nnaTHble yCryrn OAVH OOKYMEHT 3340,0

38 |BbINUCbIBaHWE cYyeTa, KBUTaHLUUU OAVH OOKYMEHT 13,4

39 [cBepka onnatbl CH4ETOB OAVH OOKYMEHT 13,8
[lenonpon3BoACTBO:

40 [npuem n pernctpaumst BXoasiLen KoppecnoHgeHumm OAVH OOKYMEHT 15,0

41 [konupoBaHue/CKaHMpOBaHNE JOKYMEHTOB OAVH OOKYMEHT 15,0

42 lotnpaBka/nonydeHne akcoBbIX KOMUIN JOKYMEHTOB OAVH OOKYMEHT 30,0

43 lobecneyeHne KOHTPONS 3a CBOEBPEMEHHLIM  UCMOSIHEHWEM| OOWH OOKYMEHT 15,0
[IOKyMEeHTa

44 cnctematmsaumMs M NoAWIMBKA  UCMOMHEHHbIX AOKYMEHTOB B OAWH OOKYMEHT 30,0
COOTBETCTBMM C HOMEHKAaTypou gen
Pa6ota B pexxume AC:
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45 |pernctpaunsi BXoasiLen KoppecnoHaeHUNN: ofHa KapTouka 15,0
46 obecnedeHne KOHTPOMsl 3a WUCMONMHEHWEM [OKYMeEHTa: BbIBOA4 Ha| oOAHa 3anucb 7,0
BKpaH KOHTPOMbHOW KapToukW, BBOL B Hee WHdopmauun o6
MCNONHEHWM
47 |pelueHne X039MCTBEHHbIX BOMPOCOB (Mofaya 3asBOK Ha yCTpaHeHWe| OAWH BOMpPOC 30,0

HeMCHpaBHOCTeVI paGqulx NoMeLLEHN, 3aKka3 W nony4yeHune
KaHUEeNAPCKUX TOBApPOB U OpYyrmx matepuarnoB CO CKJ'Iaﬂ,a)
Baanmogencreme MeXay CTPYKTYPHbIMU nogpa3geieHNAMn:

48 [cocTaBneHne 3anpocoB, TPeOOBaHWN, MOSCHUTENBbHbIX 3anNUCOK Y| OAWH OOKYMEHT 20,0
CnyXebHbIX 3anncoK

49 nogaya 3anpocoB, TPebOBaHWM, MOACHUTENbHBLIX 3aNMCOK Y| OAWH OOKYMEHT 25,0
Cny>xeBHbIX 3aNMCOK B NeYaTHon dhopme

50 [nopava 3anpocoB, TpebOBaHUN, MOSICHUTENbHbLIX 3anncoK W OAWH AOKYMEHT 10,0
CNyXebHbIX 3aMUCOK B 3NIEKTPOHHON hopme

51 |obecneveHne KOHTPONsS 3a UCMOSIHEHWMEM 3anpocoB, TpeboBaHWM, OAWH AOKYMEHT 40,0

NOACHUTESIbHbIX 3aMnUCcoK 1 CJ'Iy)Ke6HbIX 3anncokK

MpumeyaHve: BpeMsi NpoBeAeHUst OTYETa Nepes YiTaTensiMu, HacerneHMeM, COBELLAHUA B HOPMY BpPEMEHU
He BXOOWT.

2. TunoBble oTpacreBble HOPMbI TPyZAa Ha paboThbl, BEINOMHAEMbIE
B rOCyAapCTBEHHbIX (MyHMUMMNAanbHbIX) GUbnuoTekax (Ha ocHoBe
aBTOMATU3MPOBAHHBIX CUCTEM YNpaBrieHWs MpoLeccamm)

2.1. KomnnekroBaHne ¢oHaoB

Tabnuua 23
N n/n HanmeHoBaHue npouecca, onepaunn. Coctae paboThl Eonnuua Hopma
M3MEpPEHNs1  |[BPEMEHU, MUH.
1 2 3 4
1 |npuem n otbop ans hoHAOB HOBLIX MOCTYMMEHWI, MOMYYEHHbIX NO| OAWH OOKYMEHT 3,6
COMPOBOANTENBHOMY  OOKYMEHTY - JIUCTY  TOCY4ApCTBEHHOM
perncTpaumm
2 [rexHudeckas obpaboTka JOKYMEHTOB OAVH JOKYMEHT 4,5
3 |BBOA AOKYMeHTOB B 6a3y gaHHbix (BA) OAVH OOKYMEHT 4.5
2.2. bubnuorpadmyeckoe onucaHve U MHAEKCUpoOBaHWE JOKYMEHTOB
Tabnuua 24
N n/n HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl EaovHuua Hopma
N3MEPEHNS]  |BPEMEHU, MUH.
1 2 3 4
1 popmupoBaHue OubnMorpadmnyeckor 3anncu Ha [OKYMEHTbl Hal OAHa 3anucb 18,0
pYCCKOM si3blke (onncaternbHas Katanorusaumsi)
2 |popmupoBaHue OubnMorpadmnyecKkorn 3anncu Ha [OKYMEHTbl Ha| OAHa 3anucb 27,0
MHOCTpPaHHbLIX E€BPOMENCKUX HA3blkax M A3blkax Hapogos Poccuw,
KpOMe pyccKoro (onucartenbHasi Katanornsauus)
3 |dbopmupoBaHMe OuMOnMorpadmyeckon 3anMcu Ha cTaporevaTHblel OogHa 3anucb 60,0
KHATM 1 pykonucu  (onucatenbHad M copepkaTerbHas
KaTanormsaums)
4 MHOekcMpoBaHWe JOKYMEHTOB (cogepKaTenbHas kaTanormsaums) ofHa 3anucb 18,0
5 |bopmupoBaHMe  aBTOpPUTETHOM 3anMcum (HA MMeHa §uud,| OfHa 3anucb 30,0
HavMeHOBaHW OpraHu3aumn)
6 (dopmMmupoBaHve gaHHbIX B OHAO0BOV 3anvcu OofHa 3anvcb 5,0
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2.3. PaboTa c katanoramu

Tabnuua 25
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboTsl EgvHnua Hopma
N3MEPEHNs]  |[BPEMEHU, MUH.
1 2 3 4
1 |pa3bop kapToyek AN pacCTaHOBKM B and)aBuTHbIE KaTanoru OfHa KapTo4ka 0,2
PenaktupoBaHue reHepanbHOro angasMTHOIO KaTanora: OfHa KapTo4ka
2 |katanor - ctapbiv psg (go 2000 roga); 1,0
3 |kaTanor - HoBbIN psag (¢ 2000 roga); 0,5
4 |kaTanor - MHOCTpPaHHble eBpOMencKMe A3bIKM U A3blKM HApPOdOB 1,0
Poccun, Kpome pycckoro
5 |pa3bop kapTo4yek Ans pacCTaHOBKU B CUCTEMATUYECKME KaTarorun OfHa KapToyka 0,3
6 |pepaktnpoBaHue 'eHepanbHoro cuctematnyeckoro katanora (TCK) | ogHa kapTodka 0,5
7 |penakTupoBaHWE oOpurMHan-maketa Gubnuorpaduveckmx 3anucer| ogHa kapTodka 0,3
(B3) Ha ogHOYaCTHbIE AOKYMEHTHI
8 |pemaktmpoBaHMe  opurMHan-maketa B3 Ha  MHOroyacTHblg€| OAHa KapToyka 0,45
DOKYMEHTbI
9 |pepakTypoBaHue 3anucen Ha eAMHWULblI XPaHEHUs B MPOrpaMMHOE|  OAHa 3anucb 54
obecneveHun (MO) NoO wm3BeELLEHMSAM O BHECEHUMM W3MEHEHMN B
KaTanoru, nonyyYeHHbIM 13 TexHonornyeckoro otgena (TO)
Pepnaktnposanne B3 petpokoHBepcun B 1O (KOHTpOnbHble Nond| OAHa 3anuch
bopmata u Tekcta b3):
10 |pegakTnpoBaHWe KOHTPOSbHLIX Nonen dopmara 54
11 |pepaktupoBaHue Tekcta b3 5,4
12 pegaktnpoBaHne Gubnuorpadudecknx 3anucen (B3) B TO| opgHa 3anuck 54
(sBegeHve nHaekcos BBK B B3 petpokoHBepcun)
13 (opmunposaHme B3 B O ¢ mcnonb3oBaHMeM CBOAHOrO KaTtanora, oOfHa 3anucb 12,0
onbnmnoTek Poccum
14 |pepaktupoBaHue 63 Ha MHoroyacTHble JokymeHToB B 10 ofHa 3anuchb 12,0
2.4. Pabota ¢ dooHOOM
Tabnuua 26
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
M3MEPEHNs]  [BPEMEHU, MUH.
1 2 3 4
MogrotoButensHasa paboTa:
1 |nogrotoBka pabounx mect ofHo pabovee 5,0
MECTO
2 |nonyyYeHWe [OOKYMEHTOB C BbICTaBKM HOBbLIX MNocTynneHun (npuvogHa naptus (100 16,0
yd4acTum 4-x YenoBek) OOKYMEHTOB)
3 [Npvem HOBbIX MOCTYNEHWI B MporpaMmMe nepegayu ogHa naptusa (100 12,0
OOKYMEHTOB)
O6paboTka HOBbIX NOCTYMNIEHWN:
4 InepBUYHbIN Pa3bop HOBbLIX NOCTYMNNEHWI ogHa naptusa (100 26,0
OOKYMEHTOB)
5 |pa3bop AOKYMEHTOB ANS OnpeaeneHns paccTaHOBOYHbIX Wndpos |ogHa naptus (100 1,0
OOKYMEHTOB)
6 [pepBapuTenbHad — cucTtemMatusauusi  JOKYMEHTOB  rpynnoBoi ogHa naptus (100 1,0
06paboTkM AN onpegeneHusi NoroYHoOro Haekca [OKYMEHTOB)
LLindppoBka AOKYMEHTOB: OLVH JOKYMEHT
7 ¢ AByms wmdpamu (1 - "BUpTYyanbHbIn") 1,0
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neyaTHbIX M34aHWIA B TEXHONOTMYECKYI Nanky Ans AanbHenen
3arpyskv Ha cepsep

8 |bes wmndpa 1,8
9 |mocbinbl 3,6
10 |BBOA Wndppa 0,5
LLindbpoBka 4OKYMEHTOB rpynnoson obpaboTku: OAVH JOKYMEHT
11 |npegBapuTenbHasa cuctemaTusaums (BBOL MHAEKCA OTpacny 3HaHUSA 1,0
no Tabnmuam 66K B 3K)
12 |netanbHasg cuctemartmsauus (Beog nonoyvHoro nHaekca 66K B 9K) 1,0
13 jo6paboTKka AOKYMEHTOB HA MHOCTPAHHbLIX EBPOMNENCKNX A3bIKaX OLVH JOKYMEHT 3,6
14 06paboTka [OKYMEHTOB Ha HaUMOHANbHbIX $3blkaxX HAPOOOB| OAWH OOKYMEHT 4,5
cybbekToB Poccuiickon ®egepaunm
15 |npvem n obpaboTka gokymeHToB XVIII - XIX BB. OAVH OOKYMEHT 8,0
16 npyem n obpaboTka OTEYECTBEHHLIX MEPUOANYECKMX W3OAHUA W3] OLUH OOKYMEHT 1,8
3ana Tekywmnx nepuoamyecknx nsgaxdum (3TMn)
17 npyem m 06paboTka WMHOCTPAHHbIX MNEPUOANYECKUX W3OAHUA W3] OLUH OOKYMEHT 1,8
3TN
18 |nepewmncpoBKka JOKYMEHTOB OOVH JOKYMEHT 27,0
19 BBog 6ap-koga gokymeHTa B 3K OOVH JOKYMEHT 2,6
20 [nepepaya gokyMeHTOB B dhoHA 6ubnuotekn (Pb) opHa naptus (100 26,0
OOKYMEHTOB)
O6cnyxnBanue ynitatenen n aboHeHtos B Ob:
21 BblNonHeHve TpeboBaHU, NOCTYNMBLUMX NO 3NIEKTPOHHOMY 3aka3dy |ofHo TpeboBaHue 1,0
22 [B3aumopacyeT CO CTPYKTYPHbIMU NoapasgeneHnsmMmm onbnmoteku opHa naptus (100 14,0
[OKYMEHTOB)
23 |paboTta ¢ 3a40mMKEHHOCTLIO OAVH OOKYMEHT 1,8
ICoxpaHHOCTb (hOHOOB:
24 nogrotoBka OOKYMEHTOB Ha MUKpOUbMUpPOBaHME W OAWNH OOKYMEHT 54
CKaHMpOBaHne
25 |[nepepava 0OKYMEHTOB Ha MUKPOMMIIbMMUPOBaAHME U CKaHMPOBaHWe | ogHa napTtus (20 16,0
OOKYMEHTOB)
Ceepka doHaa ¢ anekTpoHHbIM kaTanorom (3K): OOWH OOKYMEHT
26 |ogHoOYacCTHble JOKYMEHTOB 1,8
27 |MHorovacTtHble JOKYMEHTOB 3,6
28 |npoBepka [OCTYyNa K 9NeKTPOHHOMY pecypcy OAVH JOKYMEHT 54
MepeBoa AOKYMEHTOB B LUmMdpoBor hopmarT:
29 |[npuem/nepedaya neyatHbIX M3OAHUA U3 OTAena doHaoaepxartens| OAWH AOKYMEHT 0,9
No aBTOMaTM3MPOBAHHON NporpaMme nepegay
30 (cBepka MNOMy4YeHHbIX OOKYMEHTOB C 3MEKTPOHHbIM KaTanoromMm M| OAWH OOKYMEHT 3,3
pacnpegeneHve 3aknagok ¢ WMMeHem ddanna no  nevaTHbIM
opUrMHanam
31 |pacnpegeneHve nevyaTHblX [OKYMEHTOB Mexay onepaTtopamu oAHa naptus 55,0
CkaHMpoBaHus (40 JOKYyMEHTOB)
32 |ckaHMpoBaHWe nevyaTHbIX AOKYMEHTOB B MNOSIHOLBETHOM pexnme OfHa CTpaHuua 0,33
33 [konupoBaHWe onepaTtopoM 3MNEKTPOHHOW KOMUU OTCKaHWMPOBAHHOINO| OAWMH AOKYMEHT 30,0
NOKYMEHTa Ha cepBep
34 (o6paboTka aNEeKTPOHHOM KOMUU OTCKaHMPOBAHHOIO M3aaHus OfiHa CTpaHuua 2,5
35 KonupoBaHue onepaTopomM 06pabOTKM rOTOBOW 3MEKTPOHHOM KOMWUW| OAWH OOKYMEHT 30,0
OTCKAaHMPOBAHHOTO U3gaHus ¢ paboyen CTaHuMK Ha cepBep
36 [BepudpmkaLmsa (npoBepka C NMOMOLLBIO OOKa3aTeNbCTB) U KOHTPOMb| OAWMH AOKYMEHT 10,0
KayecTBa 00paboTaHHbIX SMEKTPOHHBIX KOMWUI NeYyaTHbIX N3gaHuin
37 |pacnosHaBaHue TekcTa M cosgaHve [MOd-dannoB anekTPOHHbIX OAWMH AOKYMEHT 35,0
KONWIN NevaTHbIX U3gaHnmn
38 [konupoBaHue pacnosHaHHbIX [10d-haninoB 3NEKTPOHHbIX KOMWWA OAWH AOKYMEHT 6,0

2.5. O6cnyxmMBaHne MHOrOPOAHMX abOHEHTOB B LIEHTPE ANCTaHLUMOHHOro obpasoBanus (LOO) u MBA
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Tabnuua 27
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboThl EavHnua Hopma
N3MEPEHNS]  |BPEMEHU, MUH.
1 2 3 4
1 |nogrotoBka pabounx mect ofHo pabovee 4,2
MECTO
2 |NpOCMOTP 3MEKTPOHHOW MOYThl, O3HAKOMIIEHWE C MOCTYNUBLUMMW| OOHO COObLLEeHNEe 26,0
COO0OLLIEHNAMMN
3 |peructpauus aboHeHTOB OAWH aboHEeHT 4.5
4 Inpvem 3aka3oB OT abOHEHTOB Yepe3 aBTOMaTU3UPOBAHHYO CUCTEMY|  OOMH 3aKa3 2,7
nopTana ynpasneHus gononHutensHoro obcnyxusanus (YOO)
[MpoBepka MO SMNEKTPOHHOMY KaTanory Hanuyumst OOKyMeHTa Bl OOWH OOKYMEHT
boHAax, NpocTaBneHne Wwudpa Ha bnaHke-3akase:
5 |be3 bubnunorpaduyveckon gopaboTkm 3,6
6 |c Gubnmnorpadmnyeckon gopaboTkon 17,0
7 |npvem OOKYMEHTOB OT OTAENOB hoHAoaepaTenen OavH penc (13 9,0
®b)
8 |nogrotoBka 1 oopmIieHNEe JOKYMEHTOB K Bblgade OOWH OOKYMEHT 2,7
9 |hopmupoBaHME KamnbKynsauumnm Ha onnarty YCnyrM Ha Bblgady KOnuu| ofHa cTpaHuua 1,0
JOKYMeHTa no 3anpocy aboHeHTa
10 |npoBepka NOCTynneHus nnarexa no BMgam onnatbl OofHa 3asBKa 1,0
11 |peructpaums Bbiga4m JOKYMEHTOB B aBTOMATU3NPOBAHHOW CUCTEME | OOWMH JOKYMEHT 1,8
12 lotnpaBka GaHgeponen opHa GaHgepornb 4.4
13 |cocTaBneHme onncu NoAroTOBMEHHbIX K OTNpaBnennto 6aHgeponen OfHa 3anucb 2,7
14 [rpaHcnopTupoBka OaHgeponen B nogpasgeneHne  OTnpaBky| — ogHa napTus 9,0
3akasHbIx 6aHgeponen
15 |npvem OOKyMEHTOB, BO3BpaLLEHHbIX abOHEHTamu OAMH JOKYMEHT 2,8
16 |pabota c oTkazamu OLVH OTKa3 2,7
17 lopraHusaumns n BegeHne kapToTek OfHa KapTo4ka 1,0
/oomH brnaHk-3aka3s
18 |pacnevaTtka guccepTaumm M3 3NEKTPOHHOW Gasbl AuccepTauuin no OAVH Nuct 1,0
3aka3y aboHeHTa
19 [kOHTpOnb 3a noraleHnemM 3a40MmKEHHOCTHU OOWNH aBOHEHT 14,0
20 |nouck Henomny4eHHbIX 6aHaeponen ogHa 6aHgeporb 55,0
21 |Bo3Bpar owmnbBOoYHO 3acnaHHbIX JOKYMEHTOB ogHa 6aHaeporb 3,5
22 [cnpaBku 1 KOHCynbTauum o6 ycnoBusax obcnyxvBaHns aboOHEHTOB, ofHa 9,0
no pabote aBToMaTU3MpoBaHHom cuctembl LIOO n MBA KOHCynbTaums
2.6. CnpaBoyHo-6mnbnuorpadmyeckoe obcnyxmeaHue
Tabnuua 28
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
M3MEPEHNs]  |[BPEMEHU, MUH.
1 2 3 4
BbinonHeHne ycTHbIx 6Gubnmorpadmyeckmx cnpaBok:
1 |nogrotoBka pabounx mect eXXeHEeBHO 13,0
2 |eXXegHeBHbIN CTaTUCTUYECKNI yyet CMpaBOYHO-  €XeAHEBHO 13,5
bnbnmnorpaduyeckoro obcnyxmBaHusa YiTaTenen
3 M3yyeHne oTpuUaTeNnbHbIX OTBETOB Ha Oubnuorpadgpuyeckme OOVH 13,5
3anpochbl C Lenblo BbisiBNEHNs1 Opaka oTpUUaTENbHbIN
oTBET
4 |npvem 3anpoca Ha BbinonHeHue Gubnunorpadguryeckon cnpaskm OOMH 3anpoc 10,0
5 lodhopmneHne KOHTPONBHOIO NMCTKA Nofb3oBaTenNs OAVH 1,0
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nonb3oBaresnb
6 [remaTudeckas yctHas bubnuorpadudeckas cnpaska OfHa cnpaska 17,0
7 jagopecHas ycTHas crnpaska 0fjHa crpaBska 8,0
8 |yTo4vHsioWwan ycTHasa bubnuorpaduyeckasn cnpaska OfiHa crpaBka 18,0
9 |dakTorpadmyeckas yctHasa bubnuorpadpudeckas cnpaska OfHa cnpaska 15,0
KoHcynbTaunm: ofHa
KOHCynbTauus
10 [oubnunorpacduyeckas 10,0
11 lopueHTupyoLLas 6,0
12 |BcnomMoraTenbHO-TEXHUYecKas 3,0
13 [oubnuorpadudeckasi/cdakrorpadpuyeckasi cnpaeka OfHa cnpaska 12,0
BbINnoNHEHNE MUCbMEHHbIX B1BNMorpagmyeckmx cnpaBok:
14 |npvem n perucrtpaumsi NUCbMEHHOro 3anpoca B OpraHM3auuoHHONW| — OOWH 3anpoc 3,0
rpynne
15 |gucnetyepusaums NnCbMeEHHbIX 3anpocos B rpynne CB0 eXeJHEBHO 60,0
16 |peructpauma 3anpoca B >XypHane yyeTa MUCbMEHHbIX CrnpaBok OfHa 3anucb 3,0
rpynnel CBO
lMucbMeHHas TemaTuyeckas crnpaska:
17 Tematunyeckasi cnpaBka 1-i cTeneHn CNOoXHOCTU: OO 25 Ha3BaHUW, ¢ OfHa cnpaBka 1200,0
NpocMoTpoM Brbnunorpacgpmyeckmx MCTOYHUKOB
18 Tematnyeckast cnpaBka 2-M CTENEHW CrOXHOCTW: CBbllle 25 opfHa cnpaBka 2900,0
Has3BaHUM, C NPOCMOTPOM Oubnuorpamyeckmx U TEKCTOBbIX
MCTOYHMKOB
19 |nMcbMeHHas yTouHsiolas bubnuorpadurdeckas cnpaeka OfHa cnpaska 360,0
20 jnnucbMeHHasi agpecHas crnpaBka OfHa cnpaska 120,0
21 nnucbMeHHas dakTorpaduyeckas cnpaska OfHa cnpaska 360,0
[MMCbMEHHbIE KOHCYNbTaLWK: ogHa
KOHCynbTaums
22 |bubnuorpaduryeckas 480,0
23 |opueHTupyoLwas 480,0
24 [koHcynbTauusa-Knue 240,0
PenaktupoBaHve BbINOMHEHHbIX MMCbMEHHbIX CNPaBoK:
25 agpecHasa NMcbMeHHas crnpaBka OfHa cnpaska 9,0
[TemaTnyeckas NMCbMEHHas crpaBka: OfHa crpaBska
26 [1-n cTeneHn CnoXxHocTn 18,0
27 [2-n cTeneHu CnoXxHocTun 48,0
28 |yToyHSOWAN NMCbMEHHas cnpaska OfHa cnpaska 8,0
29 (dakTorpacumyeckasa nMCbMeHHas crnpaska OfHa cnpaska 8,0
30 pernctpaumsa BbINOSIHEHHOW MUCbMEHHOW CMpaBkM B Tpynne| ogHa 3anucb 3,0
cnpaBoYHO-OMbnnorpacdmyeckoro obcnyxmeanms (CBQ) B xxypHane
ly4eTa MMCbMEHHbIX 3anpocoB
31 |peructpauus BbIMONMHEHHOMN NMUCbMEHHOWN crnpaBku B O4Ha 3anucb 2,0
opraHusaumoHHon rpynne CBO
32 |odopmneHue n nepegada/oTnpaBneHne OTBETA 3aKasdmKy OAMVH 3anpoc 12,0
BupTyaneHas cnpaBodHas crnyxoa:
33 |BupTyanbHas TemaTtmnyeckas cnpaeka OfHa crpaBka 18,0
34 BupTyanbHas agpecHas cnpaBska ofiHa crpaska 7,0
35 |BupTyanbHas yTovHsAOLWasa cnpaBka OfHa crpaBka 18,0
36 [BupTyanbHas opueHTUpyoLwas cnpaska 0fHa crnpaska 6,0
37 |BupTyanbHas dpaktorpadumyeckas cnpaska OfHa crpaBka 15,0
38 |odopmneHue oTBeTa Ha 3anpoc YuTarens OLHO NMUCbMO 6,0
39 |nononHeHue apxuBa BbINOMHEHHbIX cnpaBoK ("ba3sbl 3HaHnn") ofiHa crpaska 11,0
40 [ckaHnpoBaHMe pokymeHToB un3 c¢doHgoB CBO no 3akasam| ogHa cTpaHuua 3,0
none3oBaTtenem
KoHcynbTaumm: ofHa
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KOHCynbTaums
41 |Bubnuorpadmyeckas 10,0
42 opuveHTupyowas 10,0
43 [koHcynbTaUMa-KNuLle 5,0
44 koopavHauua M aucneTyepusauus  BbINOMHEHUS BUPTYyanbHblX]  OOHO MUCBMO 12,0
cnpaBoK
Bubnunorpadmyeckoe obyyeHne nonb3oBaTenen: ofHa
KOHCynbTaums
45 |metogudeckas 10,0
46 [rematuyeckas 15,0
47 |noaroToBka 6ubnuorpaduryeckoro 063opa/obyvatoLerg ofHo 2400,0
MeponpusaTus no metoaunke opMMpoBaHusa OGubnuorpaduyeckor| MeponpusaTve
Banncy, paboTbl C KaTtanoramu, No mMetoamke Gubnmorpadumyeckoro
onucaHusl, GubnMorpadUYEcKMMn UCTOYHMKaAMKN  (POPMUPOBaHUS
cnucka nNuTepaTtypbl K Hay4Hou paboTe
48 |npoBeaeHue oubnvorpacduyeckoro ob63opa/obyyvatoLlero OfHO 60,0
MeponpuaTus (No NyHkTy 39) MeponpusaTme
Okckypcun no ¢doHoaM U crpaBOYHO-GMGNMoOrpaduyeckoMy| OfHa IKCKypCusi
annapaty (CBA) LIBC:
49 [nogroToBka 480,0
50 jnpoBegeHue 60,0
BeneHue cnpaBovHO-6nbnmorpadmyeckoro annapara:
51 |BegeHne apxvBa BbINOSIHEHHbIX CMIPABOK B 3NTEKTPOHHbIN PEXUM OfHa cnpaska 8,0
52 BBog kapToTek B 6a3y gaHHbix (B) OfHa KapTo4ka 6,0
BbicTaBoyHas paboTa: OfHa BbICTaBka
53 |paspaboTka nnaHa opraHu3aumMm U 3KCNOHMPOBAHUSA TEMaTUYECKOM 2160,0
BbICTaBKU
54 |nogrotoBka COMPOBOAMTENBHOM  AOKYMEHTaAUMM K  BbICTaBKe, 360,0
PTMKETaXY
55 |MOHTaX BbICTaBKW 480,0
56 |[nemMOoHTaX BbICTaBKU 240,0
57 (cosgaHue admw, o6baABnNeHWMn, nporpamm AN NpoBegeHus 60,0
BbICTaBOK

Poccun, kpome pycckoro, K HopMam BpeMeHU NPUMEHSAETCS NoBbIWaroLwmnn koadduumeHT 1,15.

I'Ipwmeanme: npun pa60Te C OOKyMeHTaMMn Ha WHOCTPaHHbIX eBpOI'IeIZCKI/IX A3blKaX U A3blKax HapoOoB

2.7. HoTHble n3gaHus u 3Bykosanucu

Tabnuua 29
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
M3MEPEHNs]  |[BPEMEHU, MUH.

1 2 3 4
dopMumpoBaHme drbnmorpadryeckon 3anucu:

1 |Ha rpaMMOOHHbIE MNACTUHKKU (TPaMMIIaCTMHKN) Ha PYCCKOM SI3bIKe OAVIH ANCK 140,0
(onucartenbHas katanornsauus)

2 Ha rpamniacTMHKM Ha MHOCTPaHHbIX €BPONENCKUX A3blKaxX U A3blKax| OAVIH ANCK 180,0
HapogoB Poccuu, Kpome pycckoro (onucartenbHasi Katanormsaums)

3 Ha ayomoamckax Ha pycckoM si3blke (onmcaTenbHas kaTanornsaums) OAVH AMUCK 160,0

4 |Ha ayavoamMckax Ha MHOCTPaHHbIX eBPOMEencKUX s3blkax U A3blkax OAVH OucK 220,0
HapogoB Poccun, Kpome pycckoro s3blka (onucartenbHasi
KaTtanormsauus)

5 Ha guckax chopmaTa ayanodannos (onucartenbHas Katanornsauns) OAVH OM1CK 480,0

6 Ha HOTHble W3JaHWs Ha pPYcCKOM  A3blke  (onucaTtenbHas) OAWH OOKYMEHT 132,0
KaTtanormsauus)
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Tabnumua 30

onbnuorpadmyeckoro obcnyxmBaHms YmtaTenemn

7 Ha HOTHble U3OaHWs Ha WHOCTPaHHbIX E€BPONENCKUX A3blkaX W| OAWH AOKYMEHT 140,0
g3blkax HapogoB Poccun, Kpome pycckoro  (onucaTernbHas
KaTtanormsauus)
CnpaBo4Ho-6mbnmnorpacuryeckoe 06CcnyxmBaHWe B YNTaANbHOM 3ane
BbinonHeHne yctHon 6ubnuorpadmyeckon cnpaBku:
8 |npvem 3anpoca Ha BbiNofHeHNe 6ubnuorpadn4eckon cnpaBku OfIMH 3anpoc 6,0
9 [ematuyeckasl ycTHas bubnuorpaduyeckas cnpaska OfHa cnpaska 20,0
10 lycTHas agpecHasi bubnuorpadudeckas cnpaska OfHa cnpaska 12,0
11 |yToyHsAWLWasn ycTHas Gubnuorpadmyeckas cnpaeka ofiHa crpaBka 22,0
12 |dakTorpadmyeckas yctHast bubnmorpadpuyeckas cnpaska ofiHa crpaBka 18,0
KoHcynbTaunm: ofHa
KOHCynbTaums
13 |bubnmorpadmyeckas 10,0
14 lopueHTupytoLllas 3,0
15 BcrnomoraTtenbHO-TEXHUYecKas 6,0
BbINnoNHEHNE MUCbMEHHbIX B1bnMorpagmyeckmx cnpaBok:
16 npyem wun peructpauusa 3anpoca B KHWUre y4vyeta MNUCbMEHHbIX| OOHa crpaBka 15,0
ornbnvorpadunyecknx cnpaBok
17 m3yyeHue 3anpoca, YCTaAHOBMEHWE WNW YTOYHEHWE SreMEeHTOB| OfHa crnpaBka 900,0
onbnrorpadumyeckon 3anmcu
BegeHuve cnpaBo4HO-OMbnmnorpaduryeckoro annapara:
18 jpodhopMneHne KapToYKkn Ans KapToTek OfHa KapToyKa 16,0
19 |cospaHve Bubnmorpadmyeckon 3anucu (b3) Ha cTaTbn NO My3blke| OAHA 3anuUCb 8,0
13 JOKYMEHTOB, HE COOTBETCTBYHOLLUMNX NpochumIito
20 BegeHue KapToTek OfHa KapToyka 1,0
2.8. PaboTa ¢ nutepaTypoi no ombnmotekoBeaeHuto, bubnuorpadoBeaeHno U KHUTOBEAEHMWIO
N n/n HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl Eannuua Hopma
NU3MEpPEHNss  |BPEMEHU, MVUH.
1 2 3 4
O6paboTka HOBbIX MOCTYMMAEHUA B MporpaMMHOM obecneveHnn
(NO):
1 |npvemM HOBbIX MOCTYMNNEHUA OTEYECTBEHHbIX [OOKYMEHTOB B| OOWH OOKYMEHT 0,5
AMcnNeTYepCcKon nporpammMe nepegayu
2 |npveM HOBbIX MOCTYMNMEHUA Ha MHOCTPaHHbLIX E€BPOMNENCKUX A3blkaxX| OOWH OOKYMEHT 1,0
N a3blkax HapoaoB Poccuu, KpoMe pycckoro
3 |odopmreHne KapTOYKM Ha [AOKYMEHT Ha pPYCCKOM £3blke [Ans| oHa KapToyka 8,0
kaTanoros u kaptotek obnacrten (OBJ1)
4 locbopMneHne KapToOUKN Ha JOKYMEHT Ha MHOCTPaHHbIX €BPOMENCKMX OfHa KapToyka 10,0
I3blkax U A3blkax HapodoB Poccum, KpoMe pyccKoro, AN KaTanoros
n kaptotek OBJ1
5 |AHanuTtudeckoe onncaHve gokymeHToB B 10 oJHa cTaTbs 12,0
O6cnyxnBaHve Nonb3oBaTenen; BUpTyarnbHas cnpaBoyHas cryxoa:
6 |[npuem Gubnunorpaduryeckoro sanpoca ymTarens OAVH 3anpoc 3,0
7 |BUpTyanbHas Tematuyeckas cnpaska OfHa cnpaska 54,0
8 |BupTyanbHas agpecHas cnpaska OfHa cnpaska 18,0
9 |BUpTyanbHas yTouyHsoLas crnpaBka OfHa cnpaska 26,0
10 |BupTyanbHasg dpaktorpadmyeckas cnpaska OfHa cnpaska 20,0
11 locbopmneHne oTBeTa Ha 3anpoc YnTartens OAHO NNCbMO 10,0
12 |nononHeHue apxmBa BbINOMHEHHbIX cnpaBok ("basa 3HaHun") OfHa cnpaska 10,0
13 exXegHeBHbIN CTaTUCTUYECKUN yyet CMpaBOYHO-  €XeAHEBHO 12,0
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2.9. ObpaboTka ONTMYECKNX KOMMNAKT-ANCKOB B 06pa3oBaTenbHbIX 3N1EKTPOHHbIX pecypcax (O3P)

Tabnuua 31
N n/n HanmeHoBaHne npouecca, onepaunn. CoctaB paboTtbl EavHnua Hopma
n3MepeHust BPEMEH, MVH.
1 2 3 4
1 |nony4yeHne 1 JoCTaBKa ONTUYECKMX KOMMaKT-OUCKOB ofOHa napTtus 30,0
AokymeHToB (100
OVCKOB)
2 [npvem HOBbIX MOCTYMMAEHUN ONTUYECKNX KOMMAKT-OUCKOB ofHa napTtus 60,0
nokymeHToB (100
OVCKOB)
3 [cyMMapHbIf y4eT KOMNaKT-ANCKOB (MO yCTaHOBMEHHON hopme) ofjHa napTtus 7,0
[OOKYMEHTOB
4 HaMBMAyanbHbIA y4ET KOMNAKT-AUCKOB OfHa 3anuchb 1,0
5 [rexHn4eckasi 06paboTka ONTUYECKMX KOMMAKT-ANCKOB OAVH OOKYMEHT 2,0
6 |wndppoBka gokymeHToB B mogyrne MO OAVH OOKYMEHT 1,0
2.10. PaboTa ¢ untarenamm
Tabnuua 32
N n/n HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl EaovHuua Hopma
N3MEPEHNS]  |BPEMEHU, MUH.

1 2 3 4
Banucb nonb3oBaTens B OubnuMoTeky, pabota ¢ uuTateneMm B
MUTaNbHOM 3ane:

1 |nogrotoBka pabounx MecCT mnonb3oBaTenern M OBCNyXMBAKOLLErO oaviH MK 2,0
nepcoHana: npoBepka TEXHWYECKOr0  COCTOSIHUS ~ CETEBOrQ
obecneveHnss 1 Napka BbIMUCTIMTENBHON TEXHWKK; BKNoYeHme MK

2 |npuHATME Mep no nukBugauumn cboee B pabote MK, B pabote ceTty, oaviH cbon 10,0
OTCYTCTBMA  goctyna Kk 0a3e  JaHHbIX  MOnb3oBaTenew;
MHpOPMMpPOBaHNE COOTBETCTBYHOLWMX Crykb o cbosx; npoBepka
HencnpaBHOW TexHWKW; ukcauns cboeB B TeTpagu ydveta C
lYKasaHMeM xapakTepa HeWCnpaBHOCTU U BpeMeHW Hayana cbos;
nocrne ycTpaHeHus Henonagkm OTMEeTKa BPEMEHM ee YCTPaHEeHNs!

3 |[NpocMOTp AOKYMEHTOB uuTatens (nacnopTt, YAOCTOBEpeHue, OAVH uYuTatenb 3,0
NOpy4MTENBLCTBO), MNPOBEPKA HanNUuus Y4YeTHO-PErncTpaLmOHHON
KapTOYKW YmTaTens

4 [BanonHeHwe copmyndpa uuTatens, Yy4YeTHO-PerucTpauuMoHHOW OAWH KOMMMEKT 50
KapTOYKM, YMTaTensckoro buneta

5 (p3HakoMneHue ymTaTtens ¢ npaeBunamMm nosb3oBaHUs GUONMOTEKON, OAWH YnTaTenb 6,0
pacnonoxeHvem oHAa, CNpaBoYHbIM annapaToMm

6 [nogbop n pacctaHoBka Mo HoMepam buneToB, andasuTy aMmunuil OfHa KapTodka 2,0
MUTaTEnNen Y4ETHO-PErMCTPALMOHHBIX KAPTOYEK

7 OCyLleCTBNEHME KOHTPOMNS 3a BO3MOXHbBIM HanMMYMEM [aHHbIX O OAWH YuTaTenb 0,5

MUTaTene Kak HapyluTene (nvweH npaBa MoNb30BaHWs); BEAEHWE
(1 perynsipHbl NPOCMOTP) KapTOTEKM YMTaTenemn-HapywmTtenen
[Mepeperncrpaumst YuTaTenemn:

8 |nouck dpopmynsipa  (permcTpauuoHHOM  KapTO4kWM)  uduTaTens; ofdHa KapTodka 2,0
BHECEHMNE M3MEHEHUN B HNX N B YMTaTenbckne dunertbl (yTOYHeHne
@HKETHbIX  OaHHbIX, HOBOrO 4MTaTenbCKOro Homepa, [Aathbl
nepepervcTpaumm) ¢ BeAeHUEM KapTOTEKN Hay4HbIX TEM U TEKyLLUX
n3MeHeHun (nonyyeHne 3saHuin, nybnukaumm, gapol)

3anucb (nepeperncrpauus) yuTatenen B aBTOMaTU3MPOBaAHHOM
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pexume:

CbeMka hoToKaMepon Ans YnTaTensckoro buneta

OAdWH NOCETUTESb

0,5

0PopMIIEHNE KOLA YMTaTENs C KOHTPOSbHbIM Pa3psiiOM U CPOKOM
Nonb30BaHUSA 4YMTaTeNnbCKMM OUNETOM, Ha OCHOBE Bbl4aHHOM
MHopmaLnm

OOWH NnoceTnTeslb

0,4

11

BblJa4ya Ha MNMpUHTEpP CBedEeHM O 3anucaBLIeEMCA 4YuTaTene B BuAe
MUTaTenbckoro bunerta

OOWH noceTnTeslb

0,4

12

H860p Ha Krnasuatype CBedeHWn O uJuTaTene: (baMl/Iﬂl/Iﬂ, nm4,
OTYeCTBO, Xapakrtepusywuime ero  rnpusHakum (06paaoBaHV|e,
CI'IeLJ,VIa.I'IbHOCTb), KOAd, HOMEP 4YnTaTesibCKoro ounera; d)OTOC'beMKa

OOWH NoceTnTeEsb

2,0

13

OCYLLECTBIIEHNE KOHTPONS 3a BO3MOXHbIM HanM4MeM [aHHbIX O
uuTaTene, 3anucaBslleMcsl B OMONMOTeKy (paHee 3anvcaH, nueH
npaBa Nonb30BaHus)

OOWH NMoceTnTeEslb

2,0

14

ocpopmneHne uutatensckoro 6uneta € HOMEPOM U CPOKOM
MONb30BaHUS YMTaTenbCkuM OUNETOM Ha OCHOBE  BblAaHHOW
MHopmaunm

oauH bunet

1,0

15

BblJaya Ha TMPUHTEp CBEdEHWA O 3anucaBlleMCs uuTaTene,
npoBefdeHNe pPaavMoYacTOTHOW  MOEHTUUKALUMM  YMTaTeNbCKOro
OuneTa; NnpoBefeHNe OEHEXHOro B3aMmMopacyeTta C nosb3oBaTternem
Mepes kaccy

OAWH noceTnTeslb

5,0

YoaneHHas 3anuchb:

OOWH NOCETUTESb

16

CBepkKa OaHHbIX peFMCTpaLI,MOHHOIZ KapTO4KKN, CKaAaHNPOBAHHbIX KOMNUM
C nacnopTta n gpyrumm  OOKYMEeHTaMu nonb3oBaTensa 7
noaTBepPXAeHNe 3adaBKU

2,0

17

ocbopmneHe aorosopa-oepTbl Ha MNpedocTaBrieHne JocTyna K
BMEKTPOHHbLIM pecypcam BUBNNOTEKN

3,0

18

H860p Ha KnaBuatype OaHHbIX, 054 3anojiHeHUA 40orosopa, BbiBO|
\JoroBopa Ha npuHTep, noanncb nuua, 3akn4yasLlero 4orosop

19

O(bOpMﬂeHI/Ie BXOOJa-BbiXoada ynTartensa n3 OMbnuoTeku:
CKaHupoBaHMe MNOCTOAHHOIO YUTaTeSIbCKOro buneta, Bblgaya
KOHTPOJIbHOIO JINCTKAa

OOWH NoceTnTeEslb

2,0

BbinonHeHne TpeboBaHWIA Nonb3oBaTtenei, Bblgavya OOKYMEHTOB U3
cneuvanuanMpoBaHHOro goHaa:

20

nosnyyeHne TpeboBaHUS Ha [OKYMEHT W3 OCHOBHOIO XpaHEHWs,
NpoBepka NPaBUITbHOCTY 3anornHeHnsl TpeboBaHusi, percTpaums

ofHo TpeboBaHue

1,0

21

pa3bop TpeboBaHuMI N0 Apycam, pacchblyika no NHEBMOMoYTe

ofHo TpeboBaHue

10,0

22

nonyvyeHve TpeboBaHMA Ha AOKYMEHT; NpoBepka MpaBUilbHOCTU
3anonHeHns TpeboBaHus; peructpauus, gopabotka TpeboBaHus;
nog6op no wudpam B cneumanu3npoBaHHOM oHae

opfHo TpeboBaHue

10,0

23

noaroToBka U opopMneHne oTkas3oB M NepeHanpaBneHnin; oTnpaska
TpeboBaHWi C OTKa3aMu 1 NepeHanpasngeMbiMu TpeboBaHNAMM

ofHo TpeboBaHue

5,0

24

MOUCK OOKYMeHTa B (oHOe, OoTMeTka Ha TpeGoBaHuW, KHUXKHOM
bopmynsipe, AMCNETYEPCKON CeTke

OAOUH OOKYMEHT

5,0

25

TpaHCI'IOpTI/IpOBKa/D,OCTaBKa n3gaHna n3 (.bOH,EI,a B YMTanbHbIN 3an

OONH OOKYMEHT

8,0

26

TpaHCNOPTUPOBKa/OOCTaBka mM3gaHus u3 oHga B uuTanbHbIN 3an
(yoaneHHoe xpaHunuiie)

45,0

27

lyCTaHOBKa MeCTa HaxoXaeHusa HeHangeHHoro OOKyMeHTa no bazam
M 6aHKaM OaHHbIX, CnpaBO4YHbIM KapTOTEKaM, KaTanoram

OOUH OOKYMEHT

5,0

28

BblJaya [OOKYMeHTa W3 crneuuanuanpoBaHHOro dooHAaa 4yuTaTento;
OTMETKa Ha KHIWKHOM (hopMynspe/Tpe6GoBaHnm; 3anmicb JOKYMEHTOR
B UMTaTENbCKyl0 KapToyky (BKMagHOM JMCT); OTMETKa B KHUre
3aKa30B; OTMETKa O Bblgaye B aBTOMaTM3WPOBAHHOW CUCTEME
(MamMeHeHMe cTaTyca Uu3fdaHusa) MNyTem CYUUTbIBaHMSA LITpUX-Koda
[OKYMEHTa

OOUH OOKYMEHT

1,5

29

npuemM AOOKyMeHTa OT u4utatend; MNOUCK KOHTPOJIbHOINo JIMCTKA

nonb3oBatens, TpeboBaHW; MpPOBEpPKa COXPAHHOCTV AOKYMEHTa;

OOVH OOKYMEHT

1,5
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norawleHne OTMETKM O Bbla4ye Ha KOHTPONBbHOM  JIUCTKE
nonb3oBaTens; noraweHWe BbldadM B  aBTOMAaTU3NPOBaHHOW
cucTeme (U3MEHeHWe cTaTyca U3gaHus) NyTEM CHUTbIBAHWUS LUTPUX-
Kofa JOKYMeHTa

30 Bblgava gokymeHTa u3 akcnosvumn myses kHuru (MK) coTpyaHuKy| OavH AOKYMEHT 40,0
CeKTopa XpaHeHusi Ons BbldadyM 4uTaTento; CHSATUE BUTPUHBLI C
OXpaHbl MO 3BOHKY Ha MyrbT OXpaHbl; BCKPbITUE BUTPUHBI; BbIEMKA
KHUMN W3 BUTPWHbI; 3aKpbITUE BUTPWHbI; MNOCTAHOBKA BUTPWHbI Ha
OXpaHy; dukcauunsa Bbigadm B "KypHane Bblgayn" matepuanos U3
pkeno3nummn MK

31 [MpuHATME [OKyMEeHTa OT uuTaTens; nouck 3anucu B "KypHane| oavH AOKYMEHT 30,0
Bblgayun"; norawieHne OTMETKU O BblAaye; CHATUE BUTPUHbLI C OXpaHbl
MO 3BOHKY Ha NyrbT OXPaHbl; BCKPbITUE BUTPUHBI; BO3BPAT KHUMA B
BUTPWUHY (MOHTaX); NOCTAHOBKA BUTPWHLI Ha OXpaHy

32 pnpvem TpeboBaHunm oT uuTaTenen B HayyHo-uccnegoBaTenbCKOM OAMH pas3 B A€Hb 30,0
otaene pykonucen (HWNOP), npoBepka kadecTBa WX 3anofiHeHus;
pocnuck B KHUre permcrpaumm TpebosaHui

33 |o3HakoMneHne ¢ TpeboBaHMEM, YTOYHEHME MecTa XpaHeHus Mo eonHvua 3,0
ronorpadunyeckomMy ykasaTernto; BbleMKa eauHUL, XpaHeHus (ed. xp.) XpaHeHus
N3 KapTOHa, pa3MeLLeHe B KapTOHe KapTbl-3aMEHUTENS; NpoBepKa
COOTBETCTBUS Wndpa U 3arofioBka Ha 00roxke n B TpeboBaHWW;
npoBepka (PU3NYECKOTO COCTOSIHUSA ef. Xp.; OodopMmriieHue nucTa
MCNONb30BaHUs, 3anONHEHVE KHUIMM Bblauu

34 [npoBepka nucTaxa ed. Xp. Npu Bbldade, YyCTaHOBEHWE HaNUYHOIO OOVH nnCT 0,2
MMcTaXka C 3anncbld B 3aBEpUTENIbHOM NNCTE U Ha 06MoxKe,
OTMETKa B 3aBEPUTENBHOM JIMCTE O NPOBEPKE

35 npoBepka nucTaxa nNpuM Bblgade € nepeodopmMmrieHnem OAVH nncT 0,3
3aBEpUTENBHOINO  fiMCTa C  yKasaHMem Bcex O0CObeHHocTen
XpaHAWMXCSa B e4. Xp. AOKYMEHTOB

36 |[npoBepka nNucTaxka Mocre BO3BpaLLEHUs ed. Xp. U3 YUTanbHOrQ OOVH Nuct 0,2
Bana (4Y3) wunu ot coTtpygHukos; ana OL, ¢oto, aBTOorpados,
KOMMEeKUMOHHbIX AOKYMEHTOB - obs3aTtenbHa

37 Hymepauus u nepeHymepauuss NUCTOB MNpu Bbldadye ed. Xp. Ans OOMH nnCT 0,3
MCMNOMb30BaHUA C COCTaBIiEHWEM Pa3BEPHYTOro 3aBEPUTENBHOMO
INMcTa ¢ BblHECEHWEM BCcexX 0COBEHHOCTEN JOKYMEHTOB

38 |wmndppoBka obrnoxek ed. Xp.; CBepka 3aronoBka €d. Xp. C OMUCHIO; eanHuua 2,2
npoctaeneHne wrtamna HNOP n ero 3anonHeHne XpaHeHus

39 pdopmneHne 06MOXeKk (OT PykW): pasnNMHOBKA MOBEPXHOCTH eanHuua 6,0
00nOXKW; HanucaHMe Ha OoOnoXke HauMMeHoBaHWs doHAA, XpaHeHust

3aronoBKka ef. Xp., KpanHWX AaT, KONM4YecTBa JIMCTOB N JAOKYMEHTOB
B COOTBETCTBUM C ONUCBID

40 |npveM u TpaHCnopTMpoBKa en. xp. u3 Y3 B xpanHunuiie uM 13 eanHuua 15,0
XpaHunuwa B Y3 XpaHeHs

2.11. Bblgada KOMMNIIEKTOB JOKYMEHTOB BO BPEMEHHOE MOJb30BaHMe nogpasgerneHnsam onbnmotekm

Tabnuua 33
N n/n HaumeHoBaHue npouecca, onepauumun. Coctas paboTbl EavHnua Hopma
U3MEPEHNss  [BPEMEHU, MUH.
1 2 3 4
1 lodbopmneHune 3asBKu/akTa Ha KOMMAeKT OOKYMEHTOB,| 0Ha 3asiBKa, akT 30,0
nepegaBaeMblil B CTPYKTYpHOE nogpasgeneHue
2 [opbop [OOKYMEHTOB B KOMMMEKTbl; perncrpaumsi BblAaHHbIX| OAWH KOMMIEKT 10,0
IOKYMEHTOB B YYETHbIX hopMax
3 Bblgadva KOMMEKTOB JOKYMEHTOB; OTMETKA Ha KHWXHOM hOpMynsipe| OAMH KOMNNEKT 50
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(MHOukaTope)  AaThl BblOauu, OaHHbIX noapasgeneHus,
Nosy4arloLLEero KOMMMEKT, OTMeTKa B KHWre Bbldauyu AaTtbl BblOauu,
NaHHbIX noapasaeneHns, nosyvaroLlero KOMMNIeKT;, oTMeTka B AkTe)
nepegayu

nonyyeHue KOMIMMEKTOB [IOKYMEHTOB oT CTPYKTYPHbIX
noapasgerneHnii; Mouck KHWXKHOro chopMynsipa  (MHaukaTtopa);
noralleHne OTMETKM O Bbldaye, BIIOXKEHWE €ro B [AOKYMEHT;
npoBepka (PU3NYECKOro COCTOSIHUS, MepecyeT IUCTOB, CBepKa C

IAKTOM nepegayun; noraweHne OTMETKM O Bblgaye B KHUrNe Bblaauyu;

nepegaya JOKYMEHTOB Ha CBPOCKY

OONH KOMMIEKT

18,0

2.12. ObcnyxvBaHve nonb3oBaTtenemn JOKyMeHTaMmn B YnTanbHOM 3arne, 3ane ¢ rmbpuaHbiM obcnyxXnsaHmem,
3ane 9neKkTPOHHbIX pecypcoB, 3ane "HTepHeT", 3anme cneuuanuM3avMpoBaHHOro otgena. [lpuem 3aka3oB no
Tened)oHy 13 ropoga

Tabnuua 34
N n/n HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl EaovHuua Hopma
N3MEPEHNS]  |BPEMEHU, MUH.

1 2 3 4
ObcnyxnBaHve nonb3oBaTtenen GnubnmoTeku:

1 |npoBeadeHue KoHcynbTaumu, Gecedbl C yuTaTenem Mo MpaBunaM| OAWH YuTaTenb 3,6
06CnyXMBaHUs B YMTarbHOM 3ane 1 npefocTaBngeMblX ycnyrax, no
MCMNOMb30BaHUI0  CNpaBoYHO-O6mMbnuorpadmyeckoro annapata U
POHAOB, 3MEKTPOHHBIX PECYpCOB, MH(OPMMPOBAHWE 4uTaTens o
HOBbIX MOCTYNJIEHNSIX

2 [koHcynbTaumm no pabote ¢ MK B unTtanbHOM 3ane, no paboTe B| OOWH yMTaTenb 2,0
PNEKTPOHHON BUbNMoTeke

3 |npvem 3akas3oB nonb3oBaTenenm Ha u3gaHMs U3 OCHOBHOIO OJVH 3akKas 1,0
KHUrOXpaHUNULLA; npoeepka NpaBuUIIbHOCTU 3anosnHeHus
TpeboBaHus; permcTpaums

4 |npvem 3aka3oB No TenedoHy 13 ropoga OOMH 3aKa3 5,0

5 |nonyyenHune OOKYMEHTa, 3aKa3aHHoro ynTatenem B| OOMH OOKYMEHT 0,9
cneumanm3mpoBaHHoOM hoHAe/YMTanbLHOM 3ane

6 |paccTaHOBKa wm3gaHMM Ha OpoHenomnkax uYuTanbHOro 3ana, OAWH AOKYMEHT 04
NOCTYNUBLLNX U3 KHAFOXpaHUNULLA MO 3aKa3aM Nonb3oBaTenen

7 |nopbop AOKYMEHTOB Ha OpoHenornke, 3aka3aHHbIX U3 OCHOBHOMO| OAWH AOKYMEHT 0,47
KHUroxpaHunuuia; nepegada Ha kacdegpy Bblaauu

8 [nogbop [OKyMEHTOB B nNoAcoOHOM (QOHAE uYMUTanbHOrO 3ana; OOWH OOKYMEHT 2,0
nepegaya Ha kadegpy Bblaayv

9 [nogbop [AOKYMEHTa B XpaHEHUMU CheuvannavpoBaHHOrO (OOHAA; OOWH AOKYMEHT 10,0
OTMETKa Ha TpeboBaHWW; Nepegaya JOKYMeHTa Ha kadeapy Bblgayu

10 jodhopMneHne BblgaHHOIo gucka OJVIH OUCK 5,0

11 jperucTpaumsa B KOMMbIOTEPHOW nporpamMme, MNPOCHET JIMCTOB W OAMH OOKYMEHT 9,0
P13MHECKOro COCTOSHUSA JOKYMEHTA

12 |yctaHOBKa MecCTa HaxOXOeHUS HeHaWaeHHOro [AOKYMeHTa Mol OAWH AOKYMEHT 22,0
CNpaBOYHbIM KapTOTEKaM, KaTanoram, permctpaums 0Tkasos

13 [nogbop unMTaTENbCKUX KAPTOYEK AN BMAUCLIBAHWS OOKYMEHTOB Hal OAHa KapToyka 10,0
TEKyLLMN OeHb; NOANUCaHME KapTOYeK Y 3aB. OTAENOM O JOMycKe B
otaen HNOP

14 Bbloada OOKyMeHTa yuTaTento: CBepka BbldaBaeMoro JOKYMEHTa ¢ OAWH OOKYMEHT 1,8
MUTaTenbCKUM TpeboBaHWEM; MpOBepka Hanuuus CTpaHuu/KagpoB
MUKpodmibma, MUKpOdMLL, cogepxaHue KOMMaKT-gMCKa,
CUMTbIBaHWE LWTPUX-Koga (Npyu SMEeKTPOHHOM 3akase) B Moayne
"umpkynaumna" 3K; oTmeTka KHUroBbl4aym Ha KOHTPOSIbHOM JIUCTKE

15 npvem [oKyMeHTa OT 4uTaTens: cBepka ero c TpeboBaHvWeM| OAMH AOKYMEHT 1,5
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(KOHTPONbHLIM  MUCTKOM), NpPOBepKa COXPaHHOCTM [OOKYMEHTa,
Hanuuusa cTpaHuu/kagpoB MUKpodunbma, MukpoduLl, cogepxaHue
AncKa, CcuuTbiBaHWe LWTpUX-koga (NpU  3NEKTPOHHOM  3akase),
BHECEHME OTMETKM O NPUEME Ha KOHTPOJIbHOM JIUCTKE
16 [nepepada/TpaHcnopTUpoBKa/gocTaBka OOKYMeHTa, COAHHOr0| OAWH JOKYMEHT 1,0
MuTaTeneMm, B CMeuManuM3vpoBaHHbIii  oOHA; OTMeTka O
B3aumopacyeTe 00CnyXNBaHUSA 1 KHUTOXPaHEHUSE
17 BbIiICHEHME MO MOBOAY 3aka3a M MpOAJIEHVWE CPOKa MONb30BaHWUs| OAMH 3anpoc 1,0
[DOKYMEeHTaMu no TenedoHy
18 |BbISICHEHME MO MOBOAY 3aKkasa W MPOASIEeHME Cpoka MOMb30BaHWS|  OOWH 3anpoc 2,0
[JTOKYMEHTaMM MO 3MNEKTPOHHOW NnoyTe
19 lobecneyeHne KOHTPOMS 3a CPOKaMK MOSIb30BaHUSA JOKYMEHTaMM N3]  OOWH 3anpoc 0,8
oTAENa XpaHeHus
20 npogneHve cpoka MOMnb30BaHUA [OOKYMEHTA: MOMCK KapTOYkW; Ha OAMH OeHb 30,0
BHECEHME OTMETKM O MPOAMEHMM CPOKa MOMb30BaHUS; MPOANEHnE
no tenedoHy
21 |npoBepka 3a40MMKEHHOCTM YMTaNbHbIX 3anoB OTAENY XPaHeHWsl; OAWH AOKYMEHT 5,0
CBepka NpeabsBrieHHOW  3ad0/KEHHOCTM C  OOKyMeHTauuen
MUTanbLHOro 3ana
22 pabota C oOTka3amu; KOHTPOSlb CPOKOB MOCTYMNMEHUS OTKA30B; OAVH OTKa3 0,8
npoBepka 000CHOBaHHOCTM OTKA30B; y4eT 0TKa30B
Bblgada konuMM  JOKYMEHTA U3 3NEKTPOHHOM  ©GubnmoTtekw,
peanu3oBaHHOW B CUCTEME 3aLlULLEHHOro NpPocMoTpa, Mo 3anpocy|
nonb3oBaTens:
23 odbopMieHme 3aKkasa Ha KonmpoBaHue OAVH 3anpoc 2,0
24 |pacnedvaTka JOKYMEHTOB N0 3anpocam nornb3oBaTenen OOWH NnCT 1,0
25 PNeKkTpoHHOE KOonuMpoBaHME: MNOUCK [OKYMEHTa, COXpPaHeHHOro  OAWH 3anpoc 10,0
nonb3oBaTenem; nNpoBepka darna ans KonMpoBaHUs, 3NEKTPOHHOE
KonMpoBaHMEe; MpPOBEPKA, Bblgava HOCUTENS MNONb3oBaTesnto; Mo
Banpocy nonb3oBaTens - 3anMcb Ha OMNTMYECKUA KOMMaKT-AMCK
onbnmnotekmn
2.13. BHyTpeHHsst paboTa
Tabnuua 35
N n/n HaumeHoBaHue npouecca, onepaumun. Coctas paboTbl EavHnua Hopma
n3mepeHusi BPEMEHU, MVH.
1 2 3 4
[MoaroToBKa K Bblgaye JOKYMEHTOB:
1 |npoBepka BPOHENONOK C OTNOXEHHBIMWU AOKYMEHTaMu (N0 HOMepaM| Ha OAWH OeHb 10,0
MUTaTENbCKUX BUNETOB, NO CpOKaMm)
2 [cbpocka JOKYMEHTOB (MO cpokam) OOWH JOKYMEHT 0,2
3 |pacctaHoBKa ¢OpMynsapoB uuTatenen (nNo cpokam, HoMepam, OauH hopmyrnsp 0,3
andasuty, LWKdpam); paccTaHOBKaA  KOHTPOSbHbIX  FINCTKOB
nonb3oBaTenen No Homepam
4 |nogBedeHVe UTOroB paboThl 3a NpoLleLniA AeHb; BHECEHUE 3anucy| Ha OAMH OeHb 12,0
B AHEBHMK/NUCTHI y4eTa
5 |nogbop [OKYMEHTOB MO MpedBapuTENbHbIM 3akasaM uuTatenen vl O4UH OOKYMEHT 10,0
nnaHam YteHus
6 |[NpOCMOTP HOBbIX NOCTYNMEHUIN ANA PEKOMEHAAUUN YATATENSAM OOWH OOKYMEHT 3,0
7 [pocmoTp (MpoBepka MPaBUIIbHOCTU PACCTAHOBKW) KHWUI OTKPBITOrO| Ha OAWH OEHb 5,0
imocTtyna B 43
8 |npoBepka Hanuuus onucen B YntansHom 3ane HAOP Ha ofHy Hegenwo 60,0
9 [BanonHeHne NUCTOB 3a40IMKEHHOCTHU Ha OaVH AeHb 5,0
10 |npoBepka BblgaHHbIX N30aHUKM MO IMCTaM 3a40/MKEHHOCTHU OAVH OOKYMEHT 1,0
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PaboTta ¢ oTkazamu:

11 lyyeT u knaccugumkaums OTKa3oB: OTMETKA Ha NUCTKE YNTaTeNbCKOro|  OAWH OTKa3 0,2
TpeboBaHMs NPUYMHBI OTKa3a

12 [npoBeaeHue noucka OOKyMeHTa, OTCYTCTBYHOLLIETO no| OAWH OOKYMEHT 40,0
HeyCTaHOBIIEHHOW NpUYnHe

13 |paccTaHoBKka YnTaTENBLCKNX TpeboBaHui B KapToTeKe| OaHa KapToudka 0,3
"HeyooBNeTBOPEHHbIN crnpoc”

14 jaHanu3 o0TKas3oB, COCTaBfneHWe CBOAKM OTKa3oB (MO nNpuuMHaM| ofHa CBOAKa 16,0
0TKa3a 1 Mepam UX NMMKBUAALMUN N NpeaynpexgeHms)

15 coctaBneHne 6OmMbnMorpadmnyeckoro OnNuMcaHus Ha [OKYMEHTbI,| OAHa KapToyka 2,4
MMetoLme HanborbLLee YNCIO OTKA30B; Nepeaaya KapToyku B OTAEN
KOMMMEKTOBaHUSA

16 [cocTaBneHwe KapToTeKM OTKa3oB, NpoBepka WM MOUCK Mo OoHAY, OOHa KapTouka 54,0
OTMEeTKa B (popMyrnisipe M B KapToTeke OTKa3oB MO pesynbTaTam
NpOBEPKN

2.14. ObcnyxuBaHve no mexbubnuoteyHomy aboHemeHTy (MBA).

O6cnyxvBaHMe MO MeXayHapoaHOMY

MexobubnmoreyHomy aboHemeHTy (MMBA)
Tabnuua 36
N n/n HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl EaovHuua Hopma
U3MEepeHNss  |BPEMEHU, MUH.
1 2 3 4
Mprnem 3akasos:
1 |perncrpaunsi aboOHEHTOB B aBTOMATU3NPOBAHHOW CUCTEME OOVH 3aKa3 10,0
2 |npvem 3aka3oB OT 3apybexHbiXx abOHEHTOB B aBTOMAaTU3NPOBaHHOW|  OOWH 3aKas3 50
cucTeme: pacnevyartka bnaHka-3akasa; LmMdpoBka
3 |odopmneHue 3aka3oB MO LIMPKynsauum OJVH 3akKa3s 5,0
4 |nonyyeHne [OOKyYMeHTOB; o06paboTka B aBTOMATU3NPOBAHHOW| OAWH OOKYMEHT 50
cucteme
5 pabota c oTkazaMu: M3MEHEHME cTaTyca B CUCTEME, YyKa3aHue| OAVH OTKa3s 3,0
NpVYMHbI 0TKa3a, n3selweHme aboHeHTa 06 oTKase
Bblgada JOKYMEHTOB:
6 |odopmrieHne JOKYMEHTOB K Bblgade OOVH JOKYMEHT 5,0
7 |oTnpaBka: B3BelUMBaHWe 0OaHAeponen; HakneumBaHuWe afpecHOoN oauH baHaeponb 7,5
PTMKETKM 1 LITPUX-KOAA; NPOCTaBMEHNE NneYaTen; ynakoska
8 [cocTaBneHve mMexagyHapogHoro cnmcka (5 ak3emnnsipoB) OOVH CMMCOK 6,0
9 lohopmneHne JOKYMEHTOB AN TaMOXHU OAVH OOKYMEHT 5,0
10 [cocTaBneHne cnmcka HasBaHW, OTNPaBsSeMblX JOKYMEHTOB OAWH CNUCOK 10,0
11 paboTa ¢ 3ag0SMKEHHOCTbIO: coobLieHne aboHEeHTy O 3afdepXke| OOHO NMUCbMO 50
IOKyMeHTa; paboTa C NMMcTamMun 3a40IPKEHHOCTU
O6cnyxnBanue ymtatenen no MBA (mexgyHapoaHbii abOHEMEHT):
12 |npvem 3aka3oB: MpoCTaBfieHMe Homepa OubnuoTekn, Kygal OOWH 3akas 5,0
HanpaBrsieTcs 3akas, HOMep 3akasa; nevyatb brnaHka-3akasa
13 loTnpaBka 3aka3oB B MexgyHapoaHble 6ubnmoreku OAWH 3aKas 7,0
14 |pabota c oTkaszamu OAWH 3aKas 3,0
15 |nonyyeHne OOKYMEHTOB ANs uuTaTenen: odopMrieHne KapTOukWu, OOWH OOKYMEHT 15,0
KONMMYECTBO MOSyYEHHbIX SK3EeMMNMSPOB; MPOCTaBfeHWe Aathbl
BO3BpaTa; 3anonHeHne geknapaumm anga yutarens
16 |Bo3BpaT OOKYMEHTOB M3 Y3: npoBepka BCEX MYHKTOB AeKnapauuu;| OOuH OOKYMEHT 50
nepegaya JOKYMEHTOB Ha OTNpaBKy
17 oTnpaBka: B3BewuBaHuMe GaHOoeponen; HakneuBaHwe agpecHow| ognH GaHaeponb 7,5
PTUKETKM 1 LUTPUX-KOAA; MPOCTaBNeHNE nevyaTemn; ynakoBka
O6cnyxuBaHune yntatenen 6ubnuotekm no MBA:
18 |nonyyeHve 3akasa 13 YuTanoHoro 3ana OOMH 3aKa3 3,0
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19 BanonHeHve OnaHkKa-3akasa; MpPOCTaBMEHNE pPerncTpaunMoHHOro  oauH BraHk 20
HoMepa, aaThbl

20 [yTOYHEHMEe yKal3aHHbIX u4uTaTenemM CBeOeHWA O 3aKkasaHHOM| OAWH OOKYMEHT 3,0
IOKYMEHTE, Lenu 3anpoca, UCTOYHUKA, OTKyAa NoslyyYeHbl CBEAEHMS

21 pubnuorpadguyeckas aopaboTka 3aKkasa; YyTOYHEHME|  OOWH 3aKa3 20,0
Pnbnuorpadudecknx cBegeHUn; y4eT NonyYeHHbIX N 0TpaboTaHHbIX
TpeboBaHui

22 [NpoBepka Hanuuus 3anpalivMBaeMoOro [OKyMeHTa B OuOnuotekax OAWH OOKYMEHT 8,0
ropoga, obnactu, pervmoHa, cTpaHbl, MMpa, B TOM Y1CIie MO CBOAHbLIM
KaTanoram

23 Bakas uM3gaHusi No 3NEKTPOHHOW MouyTe, 3anoSIHAETCA NEKTPOHHbIN OAWMH OOKYMEHT 7,0
riaHK nnv B BMAE Npou3BosIbHOro NMcbma

24 BBanucb cBedeHW O HanpaerieHun 3akasa no MBA (HaumeHoBaHMe OVH 3akKkas 3,0
bnbnrnoTekn, gata) Ha 06OPOTHOM CTOpoHEe BrnaHka-3akasa

25 [nomeweHne GnaHka-3akasa B "KapToTeky 3anpocoB umTatenem no|  OAvH GriaHk 1,0

MBA" 3a pasgermutenem "3anpocbl no MBA, HanpaBneHHble B
iapyrne 6nbnmotekun”

26 [nonyyeHWe [OKYMEHTa OT uuTaTens B 4YMTanbHOM 3ane; CBepkal OAWMH AOKYMEHT 5,0
NOKyMeHTa ¢ GrnaHKOM 3akasa, NpoBepka COXPaHHOCTU AOKYMEHTA,
BHeCeHne OTMETKM O nepefadve B COOTBETCTBYIOLLUN OTAEN B KHUTE
perncTpaumm; nofnyvyeHve [OOKyMeHTa, npucnaHHoro no MBA,;
pacnevaTka GaHZeponu, NpoBepKa COCTOSHWUS LOKYMEHTA, OTMETKA
naTtbl MONyYEeHUss U HasBaHuUs OUONMMOTEKW, BbICNABLUEN OOKYMEHT,
MHBEHTAPHOIO HOMepa, CpoKa MONb30BaHUS; NepecTaHoBKa GnaHka-
3akasa 13 pasgena kaprtoteku "3anpockl no MBA, HanpaBneHHbIe B
iapyrne 6ubnmotekn" B pasgen "lMonyyerHblie no MBA nsgaHunsa"

27 Bblgada nony4yeHHblx no MBA K13 4uTanbHOro 3ana; CcBepkal OAWMH OOKYMEHT 1,0
BblJABaeMOro JOKyMeHTa C OnaHKkom-3akasom; npoBepka Hanm4yus
CTPaHWL 1 COCTOSIHUSA AOKYMEHTa; OTMETKa Bblgaun

28 [nepepada wusgaHWa nocrne Bo3BpaTa W3 4uTanbHOro 3ana Hal OofHO u3gaHve 5,0
MUKpodunbMmpoBaHue (M/d)

29 BosBpaT wu3gaHWs nocrie MUKPOUIIbMUPOBaHWS, MNPOCTaBMNEHWe OOHO M3gaHue 5,0
Lwndbpa m/d

30 noarotoBKka K oTnpaBke OOKYMEHTOB B BmbnnoTeky- OOVH 3akKas 12,0
boHOoaepxatenb 3akasHol OGaHaeponblo; ynakoBka GaHaeponu,
B3BeLLMBaHNE ee, HaknevBaHue MapKu (ecnn HeT]

LleHTpann3oBaHHOW oOnnaTbl MEepechbisik1); HanucaHue apgpeca,
COCTaBneHne onucu

31 pabota c oTkazamuM - npuM  NOMNyYeHUn OT OuBNMOTEKN-  OOMH 3aka3 6,0
boHOopepkatens  u3BeweHuss 00 oTkase WM 3afdepXke
BbINOMHEHNs 3anpoca: ycTaHOBKa OnaHka 3akasa C ykasaHuem
NpVYMHbI 1 gaTbl oTkasa B kapToTteky "OTkasbl no MBA"

32 |coobLieHre B oTaen obcnyXuMBaHUs O MONyYeHWM oOTKasa (aarta,  OAWH oTkas 2,0
npuynHa)
O6cnyxmBanne aboHeHToB No MBA:

33 |nonyyeHune 3akasa: aboHeHT obpaTuncs B TekyleMm rody BnepBble]  OAWH OTKas 0,5
NpocTaBneHve B KAPTOYKe roga obpalleHus, Aathl

34 lodopmneHne aboHeHTa (OpraHmsaumsi paHee He aboHMpoBanachb); OAWH aBOHEHT 12,0

pernctpaumsi aboHeHTa B aBTOMATM3MPOBaHHOW  CUCTEME;
3aKk/l04eHMe JOrOBOPA; COrNacoBaHuWe ¢ lpuanYeckuM OTAENoM

35 |paccTaHOBKa perMcTpaumoHHbIX KApTOYEK B KAPTOTEKE OfHa KapToyKa 8,0
36 |noctaBka TpeboBaHW B crieLmanmM3npoBaHHble ooHAbI ofHo TpeboBaHue 10,0
37 |pocTaBka 1 BO3BpaT OKYMEHTOB B Creuuanm3npoBaHHble OHbI OAVH OOKYMEHT 10,0
38 |umdpoBka 3aka3oB aboHeHTOB, nogbop OGnaHkoB-3aka3oB MOl  OAMH 3aka3 4,0
andaBuTy, NpoBepKa Hann4us AoOKyMeHTa no katanory
39 lotnpaBka  gokymeHTa  aboHeHTam: ynakoBka  6GaHgeponu,  OAMH 3akas 12,0
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B3BELLBaAHUE, HaknensaHune MapKu, HanncaHume
COCTaBJ1eH/E OMNMUCK, TPAHCNOPTUPOBKaA B rpynny OTnpaBKU

agpeca;

40

6M6nmorpad)v|quKaﬂ /J,opa60T|<a HEeBbINOJIHEHHbIX 3aKas30B,
YTOYHEeHne 6M6n|/|orpad)v|quKMx cBegeHnn  no CnpaBOY4HbIM

M30aAHUAM; YHET NOJTyYEeHHbIX U 0Tpa60TaHHbIX 3aKa30B

OOWH 3akaas

20,0

2.15. PaboTa ¢ nocTossHHOW akcnoavnumen Myses KHUrm

Tabnuua 37

N n/n

HanmeHoBaHue npouecca, onepaunn. Coctae paboTbl

EavHnua
n3mMepeHnst

Hopma
BPEMEHW, MVH.

2

3

4

peakcnosnumns (koppeKTupoBKa pasgenoB TEMaTUKO-|
OKCMO3ULMOHHOTO  MNnaHa,  BbiIBIIEHME  MaTtepuanoB  Ans
PKCMOHMpPOBaHus, nogbop)

OQWNH 3KCnoHat

96,0

3aMeHa  OTAesnbHbIX  3KCMOHAaTOB
(BbISABNIEHNE, OTOOP)

no ycnosunam XpaHeHuns

OAVH 3KCnoHat

80,0

MOHTaX, JEMOHTaX

OAMH 3KcroHaTt

24,0

Alw

@HHOTUPOBaHWE HOBbLIX 3KCMNOHATOB

OAMH 3KcroHaTt

12,0

pefakTupoBaHue M 3ameHa (nedvatb, oOpMIIEHME) aHHOTauMn K

PKCMMKaLUMN B 9KCMO3ULINN

OAMH 3KcroHaTt

18,0

KHUTU

I'Ipwmeanme: pa6OTbI ONUCbIBAKOT KOMMIEeKToBaHMe, y4yeT, COXPaHHOCTb HEKHWXHbIX MaTtepuanoB My3e;|

2.16. CnpaBoyHas 1 nHdopmaunoHHasi paboTa

Tabnuua 38

N n/n

HanmeHoBaHue npouecca, onepaunn. Coctae paboThl

EavHnua
n3mMepeHnst

Hopma
BPEMEHW, MVH.

2

3

4

Y4eT noCcTynuBLUMX BTOPUYHBIX JOKYMEHTOB (KapTo4ek):

BblABJIEHNE HEBLINOJIHEHHbLIX 3aKa30B; COCTaBlieHWE 3adABKM Ha
HEeBbINOJIHEHHbIE 3aKa3bl

Ha odHy Hedeno

840,0

OpraHusauums cnpasoyHo-6ubnuorpadgumyeckoro annapata (CBA):

cocTaBneHune bubnuorpaduryeckon anncu

OOWH OOKYMEHT

2,3

MpocmoTp n oT6op kaptodek B CBA B Uuensax u3batTMa wnm
nepemeLleHns (BTopnYHbIN 0T60p):

M3bATME W3 KaTanoroB W KapTOTEK KapTOYeK Ha [OOKYMEHTHI,
CNnCaHHble "3 doHAaa; NpOCMOTP KpaeBeg4eckux,
Bubnuorpadudecknx n dakrorpadUyeckmx KapToTek; M3bATUE U3
HUX KapToOYeK Ha AOKYMEHTbI, NOTepsBLUME LIEHHOCTb, NepeBeaeHne
KapTOYKM B apXMBHbIE KapTOTEKN (YHUUTOXEHUE); BHECEHWNE OTMETKM
B JKypHane y4eTra W PerncTpauMoHHOW KapToTeke; W3bATME U3
KaTanoroB M KapTOTeK KapToyeK Ha [OOKYMEHTbl, CNWCaHHble W3

doHaa

O[HO Ha3BaHue

1,0

Opranaau,Mﬂ KapTOTEKN I'IepCOHaJ'Il/Il7I M TeMaTU4yecKomn KapTOTEKWU:

onpeeneHne U cocTtaBneHue MepedHsl Nuu, CBedEeHWUst O KOTOpPbIX|
OTpaXkaloTcs B KapTOTeke; MPOCMOTP WMHEOPMAUMOHHBLIX W34aHWM,
MEPBUYHbIX OOKYMEHTOB, OTOOpP [AOKYMEHTOB AN BKIOYEHUS B
KapTOTeKy;  COCTaBfiEHME  aHaNUTUYECKOTO  aHHOTMPOBAHHOIO
onbnrorpadmyeckoro onnMcaHnsa JOKyMeHTa

OHa KapToTeKa

15,0

npocTaBlieHne KBaJ'II/ICpI/IKaLLI/IOHHbIX WHOEKCOB, no,q6op KapTo4ekK Mno

MHOeKkcam (andasury) " pacctaHoBKa KapTO4KK B

OfHa KapToTekKa

4,0
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MHPOPMALMOHHbLIN MacCuB

6 [rexHuyeckass M copepxaTtenbHas oOpaboTka [OOKYMEHTOB Ans| OAWH AOKYMEHT 3,0
BKMIOYEHNST B KapTOTEKY; pacCTaHOBKA KapTOYKM MO andasuTy,
bamumnuin aBTopoB 1 No Buaam JOKYMEHTOB

7 [TexHu4eckoe pefakTUpoBaHME KapTOTeK: MpoBepka COOTBETCTBUS| OAHa KapToyka 2,0
CTPYKTYpbI, cogepXaHusa n ohOpMIeHUSA KapTO4EK B COOTBETCTBUM C
TpeboBaHMAMN [OaHHOW KapTOTEKWU; 3aMeHa BETXMX KapToyek W
pasgenuTenen
2.17. DKCKYPCUOHHAasi 4eATENbHOCTb

Tabnumua 39
N n/n HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EavHnua Hopma
N3MEpPEHNss  |BPEMEHWU, MVH.

1 2 3 4
OKCKYypCUS MO 3KCMO3MLMM MYy3€esi KHUTW:

1 |0630pHas aKckypcus OfjHa 3KCKypcus 60,0

2 PKcKypcus ¢ nogbopoM M NoKa3oM KHUP OfjHa 3KCKypcus 300,0
2.18. MNpoekT "AHTUNNarnatr"

Tabnuua 40
N n/n HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl EaovHuua Hopma
N3MEPEHNS]  |BPEMEHU, MUH.

1 2 3 4
OdopmneHre 1 y4eT JOKYMEHTOB AnNsi OKasaHWs YCIyr:

1 |nonyyeHne n npoBepka AOrOBOPOB, 3aKMOYEHHbLIX C PUNYECKUMU| OOWNH AOKYMEHT 60,0
nMuamm, ymtarensiMm 6mbnmuoTekn, Mo OKasaHMo YCIyr, CBA3aHHbIX C
MNCMNONMb30BaHNEM 3NEKTPOHHBLIX pecypcoB (OP) M 3neKTPOHHbIX
onbnuotek (36)

2 Bbifpy3ka peecTpa W3 aBTOMATU3MPOBAHHOW CUCTEMbl NO| OOWH peecTp 15,0
CHOPMMPOBAHHBIM  [JOrOBOpPaM, 3aKIMHOYEHHbIM C  (PM3NYecknmu
nMuamMm, ymtarensiMm 6mbnuoTekn, MO OKasaHWo yCnyr, CBA3aHHbIX C
ncnons3osaHmem AP n Ob

3 [cBepka [AaHHbIX MO MOCTYMMBLUMM [OOrOBOpaM, 3akrYeHHbIM C  OfHa cBepka 40,0
PU3ndeckMMM nuuamu, vutatensamum GmbnuoTeku, Mo oKasaHuK
YCNyr, CBSA3aHHbIX C ucnonb3oBaHnem OP u 3B, ¢ peecTpowm,
BbIrPY)XE€HHbIM U3 aBTOMaTU3NPOBAHHOW CUCTEMBI

4 |npveM 3asaBKW OT HOPUAMYECKOrO NULA Ha 3akroyeHne orosopa no| OAWH AOKYMEHT 15,0
OKa3aHWIO YCNyr, CBA3aHHbIX C ucnonb3oaHnem 3P n b

5 |nogrotoBka TeKcTa [OroBopa MO OKa3aHUIO YCIyr, CBA3AHHLIX € OAMH OOKYMEHT 15,0
ucnons3osaHvem 3P n Ob

6 |cormacoBaHue [OroBopa MO OKasaHUO YCNyr, CBSA3a@HHbIX ¢ OAWH AOKYMEHT 300,0
ucnons3osaHvem 3P n Ob

7 |peructpaumsi [[OoroBopa MO OKasaHWK YCMyr, CBS3aHHbIX C OOWH OOKYMEHT 60,0
ncnonb3oBaHuem AP n 3b

8 BanonHeHue TpeboBaHMs Ha odopmieHne PMHAHCOBOIO AOKYMEHTa OOWH AOKYMEHT 30,0
K JOroBOPY MO OKa3aHWIo YCNyr, CBA3aHHbIX C MCMONb3oBaHnem JP u
b

9 |npoBepka ohopMIEeHHOro oMHaHCOBOrO JOKYMEHTa K JOroBOpY Ha| OAMH OAOKYMEHT 15,0
OKasaHue ycnyr, CBA3aHHbIX C ucnonb3oBaHuem 3P n 3b

10 [nognucaHve [OOKyMeHTa MO OKasaHWlo YCryr, CBA3aHHbIX C| OAWH OOKYMEHT 960,0
ncnonb3oBaHuem AP n 3b

11 |BHEceHvWe B peecTpbl y4yeTa MepBWYHbIX AaHHbIX O OOroBope Mo| OAWH AOKYMEHT 30,0
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OKa3aHWIO YCNyr, CBA3aHHbIX C ucnonb3oaHnem 3P n b

12

CkaHMpoBaHMe OMQOPMIIEHHOrO [OKYMEHTa Ha OKa3aHue YCryr,
CBA3aHHbIX C ucnonb3oBaHnem 3P n 3b

OOUH OOKYMEHT

30,0

13

OTNpaBka MO  9MEKTPOHHOW  MOYTE  OPUAMYECKOMY  NULY
CKaHMPOBAHHOW KOMUU JOKYMEHTa Ha OKasaHue YCryr, CBA3aHHbIX C
ncrnonb3oBaHnem AP n 3b

O[HO coOoOLLIEHNE

40,0

14

MoaroToBka TeKCTa [JOKYMEHTa O BHECEHUM U3MEHEHUA B
BaKMIOYEHHbIA  [JOrOBOP Ha OKal3aHWe YCryr, CBA3aHHbIX C
ncnonb3oBaHnem AP n b

OOVIH JIOKYMEHT

60,0

15

NoAroToBKa TEKCTa LUEeHOBOro npeanoXeHua Ha OKa3aHue YCnyr,
CBSI3aHHLIX C ncnosnb3oBaHnem OP n 3b

OOVIH JOKYMEHT

60,0

16

MOAroToBKa TEKCTa akTa K JoroBopy 06 okaszaHuW ycryr, CBA3aHHbIX|
c ucnonb3oBaHnem AP n 9b

OOVH OOKYMEHT

60,0

17

npoBepka [AdaHHbIX Ha odmuManbHOM calTe rocygapCTBEHHbIX
3aKynok O MpPOBEAEHMM TOPrOBOWM 3aKYMKM Ha OKa3aHWe YChyr,
CBA3aHHbIX C Ucnonb3oBaHuem 3P n 9b

oOHa 3aKynka

20,0

18

coxpaHeHne AOKYMeHTauumu c odunumansHoro canTta
rocyqapCTBEHHbIX 3aKyrnok no OObsBNEHHOM TOProBOM 3aKymnke Ha
OKa3aHue yCnyr, CBA3aHHbIX ¢ ucnonb3osaHnem 3P 1 Ob

OAVH harn

15,0

19

npoBepka [OOKyMEeHTauuM TOProBOW 3aKyrkM Ha oKasaHue YCNyr,
CBA3aHHbIX C Ucnonb3oBaHnem 3P n Ob

OAONH OOKYMEHT

40,0

20

NOAroToBKa 3asBKU ANS ydacTusa B 0ObABNEHHON TOProBOW 3aKyrke
Ha oduumanbHOM canlTe rocygapCTBEHHbIX 3aKYMOK MO OKa3aHWio
YCryr, CBA3aHHbIX C Ucnonb3oBaHnem 9P n 3b

OQHa 3adBKa

150,0

21

BU3NpOBaHWE 3adBKN B COOTBETCTBUU C pernamMmeHToOM OMonMoTeku

OONH OOKYMEHT

360,0

22

NOAroToBKa TeKCTa [gorosopa pAnd Od)OpMJ'IeHI/IH Nno OKOH4YaHUIo
TOpFOBOVI 3aKynkn Ha OCbI/ILI,I/IaJ'IbHOM cante rocygapCTBeHHbIX
[BAKYMNOK MO OKa3aHWK YCIyr, CBA3aHHbIX C UCNOJIb30BAHNEM OP n
ob

OOUH OOKYMEHT

70,0

23

pa3MelleHne 3adaABKM Ha O(*)I/ILI,VIaJ'IbHOM canTte rocygapCTBEHHbIX
[3aKYIMOK

O[Ha 3adABKa

40,0

24

y4yacTne B TOProBOM 3aKynke Ha oduuuanbHOM  canTe
rocyiapCTBEHHbIX 3aKYMOK MO pernamMeHTy 3M1eKTPOHHOW Mowaaku

O[Ha 3aKyrnka

120,0

25

NoAroToBKa TEKCTOB LOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMMU
pernameHTa NpoBeAEeHWs1 TOProBOW 3aKymnkyM MO OKa3aHWK YCHyT,
CBA3aHHbIX C ucnonb3oBaHuem 3P n 9b

OOVH OOKYMEHT

360,0

26

opMUpOBaHME  MNNaTeXHOro AOKyMeHTa B  Oyxrantepckon
nporpamme Mo TpebosBaHWO Ha odopMneHne (UHAHCOBOIO
NOKYMEHTa K [JOroBopy MO OKasaHWlo YCMyr, CBSA3aHHbIX C
mcnons3osaHvem P n Ob

OOWH OOKYMEHT

30,0

27

BbIBOJ Ha ne4vyatb U3 6yxranTepCK0171 nporpamMmmbl Cq[)OpMI/IpOBaHHOFO
NaTeXHoro JOKyMeHTa

OOUH OOKYMEHT

7,0

28

nepegjaya naketa nnaTeXxHbiX [OOKYMEHTOB Ha noanucaHne B
Pyxrantepuio

OOWNH NakeT

30,0

29

bopMMpOBaHNE EXeOHEBHONO OTyeTa O paboTe NO MNpPOEeKkTy W
BbINONIHEHUW YCIYT, CBA3a@HHbLIX C Ucnornb3oBaHnem 3P n 3b

OONH OOKYMEHT

60,0

30

KOHTPOIb CPOKOB BbIMOSTHEHWS YCIYT, CBA3aHHbIX C UCMONb30BaHNEM
OP n 9b

OOVIH JIOKYMEHT

30,0

31

KOHTPOJIb UCMOJTHEHUA d)VIHaHCOBbIX 00s3aTenseTB No 00roBopy Ha
OKa3aHue ycnyr, CBA3aHHbIX C UCMNOJIb30BaHNEM OP n 3b

OOVIH JIOKYMEHT

30,0

32

CBEpKa UCMNoJyIHeHnA 005s3aTenbCTB NO 3aKMOYEeHHbIM Aorosopam Ha
OKa3aHue ycnyr, CBA3aHHbIX C UCMNOJIb30BaAHNEM OP n 3b

OOVIH JOKYMEHT

60,0

33

KOPPEKTMPOBKA AaHHbIX B peecTpax y4eTa 06 UCMOSHEHUW YCIOBUIA
[ioroBopa Mo OKasaHWIo YCIyr, CBA3aHHbIX C UCMoNb3oBaHueM JP u
b

OOVH OOKYMEHT

40,0

34

HanpaereHVe pUaMYECKOMY NMLY COOBLUEHUS MO 3NEKTPOHHOA

0[HO coobLLieHne

30,0
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noyte 06 WCNOMHEHWM YCMOBMI [OroBopa MO OKa3aHWK YCNVT,
CBA3aHHbIX C ucnonb3oBaHnem 3P n 3b

35

dopmMupoBaHMe  nakeTa  [JOKYMEHTOB  Ans
FOPUANYECKOMY NTMLY NOYTOBLIM OTNPAaBNEHNEM

HanpaBneHnd

OOWVH NakeT

40,0

36

BblJa4Ya OpWUIrnMHanoB 3aKMNOYEHNA N KOMIMIIEKTOB OOKYMEHTOB|
BaKa34yMKaM Ha PpyKu

OOUH OOKYMEHT

60,0

37

MoaroToBKa KOMMIEKTa [OKYMEHTOB MO AOroBopaM C MOSIHOCTLHO
BbIMNOSNIHEHHLIMW 0653aTENbLCTBAMM OKa3aHUs YCNyr, CBSA3aHHbIX C
ncnonb3oBaHunem P n 36, onga nepegaym B Oyxrantepuio

OONH KOMMIEKT

60,0

38

COCTaBIieH/e peecTpa KOMMIEKTOB [OKYMEHTOB, XPaHSILLUMXCS B
apxuBe W/vnu nepegaBaemblix B Byxrantepuro

OOVH peecTp

60,0

39

COCTaBrnieHne U 0odgOopMIIeHEe apXWUBHOW
[IOKYMEHTOB

nankn OpurnHarnos,

O[Ha nanka

30,0

40

CO30aHVe apXVBHOW 3MEKTPOHHOW KOMWUU OOKYMEHTOB C MOMHOCTBIO
BbINOMHEHHbIMU 005A3aTeNnbCTBaMMN OKa3aHWs YCMyr, CBA3AHHbIX C
ncnonb3osaHmem P n OB, nepegaBaemMbix B Byxranteputo

OOVH OOKYMEHT

40,0

41

nepejaya [OKYMEHTOB B ByxranTepuio Mo peecTpy KOMMIIEKTOB
IOKYMEHTOB

OAVH peecTp

40,0

42

bopMMpOBaHME OTYETOB O pesynbratax paboTbl MO  MPOEKTY|
OKa3aHus yCnyr, CBsi3aHHbIX € ucnonb3osaHmem 3P n Ob

OOWH JOKYMEHT

1200,0

NHdopmaumnoHHasa nogaepkka nonb3oBaTtenen no oka3aHuio YCryr,
CBSA3aHHbIX C ucnonb3osaHnem AP n Ob:

43

Tened)OHHble KOHCYMbTaUMW MO OKa3aHWUK YCMyr, CBS3aHHbIX C
ncnons3osaHvem 3P n Ob, anga opnanyeckux n pusanyecknx nuu

OQWH 3BOHOK

40,0

44

cocTaBneHne cooblleHniA B OTBET Ha BXOASLWME 3NEeKTPOHHbIE
nMcbMa No OKa3aHWK YCNyr, CBA3aHHbIX C ucnonb3osaHvem 3P 1 Ob

O[HO coOoOLLIEHNE

180,0

45

d)OpMI/IpOBaHI/Ie Crnncka KIMeHToB pAOnAa npoBeaeHnA MaccoBOW
PaCCbIJIKMn no SﬂeKTpOHHOV'I no4yTte no npoOEeKTy OKa3aHuA YCIyr,
CBAA3aHHbIX C ncnosnb3oBaHnem OP n 3b

OAHa paccblJika

1920,0

46

noAroToBka AOKYMEHTOB AJ1A nNpoBeaeHus MaccoBou PaccCblJIKM Nno
NPOEKTY OKa3aHuA ycnyr, CBA3aHHbIX C NUCNOJIb30BAHNEM OP n 3b

OHa paccblJika

600,0

47

npoesegeHune MaccoBou PaACCbIJIKM NO TMPOEKTY OKa3aHUuA YChnyr,
CBSI3aHHLIX € ncnosnb3oBaHnem OP n 3b

OHa paccblJika

90,0

OcyuiecTBneHune ycnyrv npegoctaenenus goctyna k 9P n 9b:

48

pervcTpauua HoBbIX/akTuBaUusa/OeakTUBaUua paHee paboTaioLux|
ropuanyeckmx/pusandecknx NuL, B asToMaTU3MpPOBaHHON cucTeme

O[Ha 3anncb

30,0

49

bopMupoBaHMe COOBLLIEHUS NPEeACTaBUTENO HOPUANYECKOrO Nuua ¢
[DaHHbIMK Ansa aktuBauum goctyna kK OP n Bb

0[HO coobLLeHne

30,0

50

KOHTPOIb 3a OKa3aHWeM YCMyr, CBA3aHHbIX C ncnonb3osaHnem 3P u
Ob, onga opuanyecknx n cduanyecknx nuy ¢ AP n 3b, Bknoyas
MOHWUTOPWHI HAapYyLUEHUs NpaBuIl OKasaHus ycryr

0fHO

topuanyeckoe/pus

N4yeckoe nmuo

60,0

51

KOPPEKTUpPOBKa AaHHbIX [0} ropnanyecknx nnuax B

ABTOMAaTM3NPOBAHHOW cUcTeMe

OAHa 3annucb

30,0

52

BHECEHWE WU3MEHEHWUA B CMMCOK HOPUONYECKUX MWL, PasMELLEHHbIN
Ha caiTe NpoekTa

OAHa 3annucb

30,0

OcyLLleCTBJ'IeHI/Ie ycnyrn npoBepKM TeKCTOBOro [[OOKyMeHTa Ha
Hanu4yne 3aMMCTBOBaHUN N3 OOKYMEHTOB B COCTaBe Ob:

53

BHECEHUE B peecTp y4deTa nNepBUYHbIX OaHHbIX O NOCTynuBLUEM
AOKYMEHTE Ha OKa3aHWe YCIlyru npoBepKn TEKCTOBOIo AOKyMeEHTa Ha
Hanu4yne 3aMMCTBOBaHUN N3 OOKYMEHTOB B COCTaBe 3b

OOUH OOKYMEHT

15,0

54

KOPPEKTpOBKa AaHHbIX B peecTpe y4eTa 06 3Tanax BbINOMHEHUS
Bakada Nno OKa3aHuo YCnyrn npoBepKM TEKCTOBOro AOKYMEHTa Ha
Hanuyne 3aMMCTBOBaHUN N3 OOKYMEHTOB B COCTaBe ob

OOVIH JIOKYMEHT

15,0

55

pacnpegeneHne OOKYMEHTOB MO 3KcneptamM AJ1Ad OKa3aHuA ycnyru
MPOBEPKM TEKCTOBOINo AOKYMEHTa Ha Halnun4yne 3aMMCTBOBaHUA U3

[1OKyMeHTOB B cocTaBe 3b

OOVIH JOKYMEHT

40,0
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56

nepefaya LOKYMEHTa 3KCMepTy ANns OKasaHus YCnyrn MpoBepKu
TEKCTOBOro AOKYMEHTa Ha Hannyine 3anMcTBOBaHWUA U3 JOKYMEHTOB
B coctaBe Ob

OOUH OOKYMEHT

15,0

57

nonyyeHue n obpaGoTka aKCNEPTOM AOKYMEHTa Ha oka3aHue ycryru
NPOBEPKM TEKCTOBOMO JOKYMEHTA Ha HamnuMyuMe 3aMMCTBOBaHMWiA K3
InokymeHTOB B cocTaBe Ob

OOUH OOKYMEHT

40,0

58

M3ydeHne 3KCNepToM CTPYKTYpbl, COCTaBa, CoOAEepPXaHUA OOKYMEHTa
414 OKa3aHusA yCryru npoBepKn TEKCTOBOINoO AOKYMEHTa Ha Halnvme
3aMMCTBOBAHNN U3 OOKYMEHTOB B COCTaBe ob

OOVIH JIOKYMEHT

180,0

59

MpoBepka  3KCMEepTOM  [OKYMEHTa Ha  HanuyMe npuemos,
NPensTCTBYIOLLMX pPacrno3HaBaHWIO TeKCTa aBTOMaTU3UPOBAHHOWM
CMCTEMOI 1 OKa3aHWI0 YCryrn NPOBEPKN TEKCTOBOMO AOKYMEHTa Ha
Hanuyme 3aMCTBOBaHWUIA U3 OKYMEHTOB B cocTase Ob

OOVH OOKYMEHT

180,0

60

NpoBedeHNe 3KCNepTOM MNEPBUYHOW MPOBEPKM OOKYMEHTa ¢
MCNosib30BaHNEM aBTOMATU3MPOBAHHOW CUCTEMBbI

OOWH OOKYMEHT

60,0

61

obpaboTka aKcrnepToM oOT4yeTa aBTOMATU3MPOBAHHOW CUCTEMbI O
I'IepBVILIHOI7I npoeepKke AOKYMeHTa C LeJlbl0 UCKITIYEHNA KOPPEKTHbIX|
3aMMCTBOBaHUI

OOWH JOKYMEHT

480,0

62

aHalnM3 3KCNepTOM HEKOPPEKTHbIX 3aMMCTBOBaHUN, O6Hapy>KeHHbIX
B OJOKYMEHTE

OOUH OOKYMEHT

600,0

63

aHanM3 cnpaBoYHO-OMbnnorpadmyeckoro annapata [OKYMEHTa,
BKJ0Masi CBEPKY UCTOYHMKOB, YKa3aHHbIX B CMUCKE NMTepaTypsl

OOUH OOKYMEHT

480,0

64

d)OpMI/IpOBaHI/Ie TEeKCTa J3KCNepTHOro 3aKrk4eHuAa no UTory
ﬂpOBeﬂeHHOVI NpoBEpKM AOOKyMEeHTa C Y4YeTOM [OaHHbIX OT4eTa
aBTOMaTn3n pOBaHHOVI CUCTEMbI

OOUH OOKYMEHT

120,0

65

npoBepka TeKCTa 3akMYeHMsl Ha nNpeaMeT  COOTBETCTBUS
YCTAHOBMNEHHbIM TpeboBaHMSIM K pe3ynbTaTy oKasaHusl YCryru
NPOBEPKN TEKCTOBOIO AOKYMEHTA Ha Hanuuue 3aMMCTBOBaHWIA U3
[IOKyMeHTOB B cocTaBe 3b

OOVIH JIOKYMEHT

15,0

66

aHanM3 CoAepXKaHusi pe3ynbTaToB  MPOBEPKY,
3aKIMI0YEHMN, KOPPEKTUPOBKA DOPMYNMPOBOK

YKa3aHHbIX B

OOVH OOKYMEHT

60,0

67

BbIBOA Ha MevyaTb WTOroBOW (POPMbl 3aKIOHMEHWUSI MO pesynbTaTy
NMPOBEOEHHON MPOBEPKU [OKYMEHTa C YY4eTOM [JaHHbIX OT4eTa
ABTOMaTU3VPOBAHHOW CUCTEMBI

OOVH OOKYMEHT

15,0

68

noanncaHme 3akrnyeHna

OOWH OOKYMEHT

240,0

69

CKaHMpOBaHWe 0QYOPMIIEHHOIO 3aKIIYeHUs

OOWH OOKYMEHT

30,0

70

KOPpPEKTUpPOBKa B peecTpax yyeTa [OaHHbIX O BbINOSIHEHUN
06s13aTenbCTB N0 [OrOBOPY W OKa3aHU  yCryrM MpOBEpPKU
TEKCTOBOro AOKYMEHTa Ha Hannyine 3anMcTBOBaHWUA U3 AOKYMEHTOB
B coctaBe Ob

OOWH JOKYMEHT

40,0

7

COCTaBrneHne OONOSMHEHNS K 3aKIOYEHUI0 N0 pe3ynbTaTy oKasaHus
NPOBEPKN TEKCTOBOrO AOKYMEHTa Ha Hanuyue 3avMMCTBOBaHWUA U3
NOKYMeHTOB B cocTaBe Ob

OAHO NMUCbMO

120,0

72
73

cbop u obpabGoTka CTaTUCTUYECKMX [aHHbIX MO MpoeKkTam ¢
ncnonb3oBaHnem 3P n b

OJWH 3anpoc

240,0

74

npoBeaeHne NpoBepkun kavectea dannos B b

oaviH chann

40,0

75

3arpyska annoB ans BknoveHus B b ¢ npocTtaHoBKOW Mpu3Haka
jjoctyna

oaviH chann

30,0

76

pe3epBHOe konupoBaHue carnos Ob

OfHO
KonupoBaHue

60,0

2.19. OkasaHue ycrnyr yganeHHbIM Morb3oBaTensM, B TOM 4ucre

OHIarHOBbIX aBTOMaTM3MpoBaHHbIX cepsunco (ONAC)

yntatenam OmbnmoTekn, NOCPeacTBOM

Tabnuua 41
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N n/n HaumeHoBaHue npouecca, onepaumun. Coctas paboTbl EavHnua Hopma
n3mMepeHns BPEMEHU, MVH.
1 2 3 4
1 [renedOHHblEe KOHCyMbTauUM MO OpraHU3auMOHHbIM BOMpocaM| OAMH 3BOHOK 30,0
odopmneHusa 1 npegocrasneHus yenyr yepes OnAC
2 |cocTaBneHMe CcoobLleHn B OTBET Ha 3MNEKTPOHHble MMCbMal 0aHO coobLLeHMe 180,0
nonb3oBatenenn OnAC
3 |nepeHanpaBneHne coobLlieHnn B nogpasfaeneHne, OTBETCTBEHHOE 0OHO coobLleHne 15,0
32 okasaHue KoHKpeTHon ycnyrn B OnAC
4 koHTponb 1 obpaboTtka nonyveHHbix 3akasoB B ONAC OOVH 3aKa3 20,0
5 |npoBepka 3akazoB B OnAC Ha COOTBETCTBME MpaBuriaM,  OAMH 3akas 30,0
NpegocTaBnexHns ycnyr
6 [KOHTPOMb 3a MOCTYMMEHUSIMUA CPEACTB MO OMflayeHHbIM 3aKka3am B OfHa ycnyra 60,0
OnAC
7 |KOpPPEKTMPOBKA cTaTyca 3akasa, 3aKpbITVe 3aKa3oB OAVH 3aKas3 30,0
8 |noaroTtoBka akTa CBEpPKM 3a OTYETHbIM MNepuos O MNOCTYNNeHusX| OoauMH AOKYMEHT 60,0
CPEeACTB No onfadveHHbIM 3aka3am B OnAC
9 |nognucaHwe CBOAHbIX OTYETHbIX JOKYMEHTOB OOVH OOKYMEHT 300,0
10 [opmupoBaHMe nakeTa OOKYMEHTOB ANSA HanpaBfeHMs MOYTOBbIM|  OAMH nakeT 30,0
OTNpPaBneHNEM
11 [dopMUpOBaHME €XEeOHEBHONO OT4eTa O HOBbIX 3aka3ax W  OOWH OTyeT 60,0
BblinonHeHuun yenyr B OnAC
12 |popmmpoBaHne UWTOroBbIX OTYETOB O pe3ynbTatax paboTbl MO  OAMH OT4YeT 1500,0
NPOEKTY, C AeTanu3aunen nNo KaXxxaon oTaensHon ycnyre
Pernctpauus nonb3oBaTenemn B peXXMme OHMNavH:
13 |npoBepka 3anucu nonb3oBaTens B Gubnmoreky OOWH 1,0
nonb3oBaTenb
14 lo6bpabotka u BBOL hamMunMM, MMEHM, OTYEeCTBa MNofb3oBaTens 1 OaVH 2,5
azpeca ero arekTpoOHHOM NoYThI 3NEKTPOHHbIV
¢opmynsp
15 |cocTaBneHve nuMcbMa C yKaszaHMeM JOorMHa U CreHepupoBaHHOMO OoAHo 2,5
CUCTEMOW Mapond, MPUKpenneHMe WHCTPYKLUUU MONb30BaHUs W 3NEKTPOHHOE
OTNpaBKa ero no 3MeKTPOHHOW NoYTe Nob30BaTENo NUCbMO
ObcnyxnBaHWe Nonb30BaTeNen B peXNME OHNAaWH:
16 Bbirpyska u3 OnAC OTYEeTHbIX AaHHbLIX 3a OnpedeneHHbI nepuos oaviH chann 5,0
BpeEMEHM
17 |pasmelleHne HOBbIX MNOCTYMMEHUMW [OOKYMEHTOB Ha canTte oaviH chann 1,5
OnMbnuoTekn: cosgaHWe 3arofioBka aHHoTauuW;  MpUKPENseHne
dannos
18 |paccbiika NoO 9MNEKTPOHHOW MoYTe yhaneHHbIM Monb3oBaTeNam OAdHO 1,5
MHOPMALIMOHHBIX COOOLLEHNIA 3NEKTPOHHOE
NUCbMO
19 MHdOpPMaLMOHHOE COMPOBOXAEHME CalTa, noprTana W CTpaHwul B| OOHO coobLleHne 1,5
coumanbHbIX ceTsax: co3gaHue 3aroroBka aHHoTauuu;
npvkpenneHve darna(os)

3. TunoBble oTpacnesble HOPMbI TpyAa Ha paboThbl, BbIMNOMHAEMbIE
B creumnanuManpoBaHHbIX 6BubnuoTtekax Ans MHBanNUOOB Mo 3PEHUI0

Hopmbl Tpyoa paspaGoTaHbl Ha OCHOBHble BuAObl paboT,

BbIMOJIHAEMbIX B chneunann3npoBaHHbIX

ombnunoTekax AnNsi MHBaANWOOB MO 3PEHUIO: KOMMIEKTOBaHWE W y4veT 6ubnmorteyHoro doHaa; oubnmotevHas
06paboTka OOKYMEHTOB; OpraHusauus 1M BedeHwe KaTanoros, copmupoBaHue 6Ga3 AaHHbIX, B TOM u4ucne 6a3s
AaHHbIX 3BYKOBbIX paiinoB; pabota ¢ oHAOM UM obecneyeHne ero COXPaHHOCTW; CTauMoHapHoe U
BHECTaLMoHapHoe ob6CcnyXMBaHMe MoNb3oBaTenien; MaccoBasi, cnpaBoYHas U MHOpMaLUUOHHasa paboTa; Hay4Ho-
MeToauyeckas U peaakLMoHHO-u3aaTenbckasi paboTa; BbiNyck ManoTUpaXHbIX N3gaHui cneumanbHbiX (hopMaTos.
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KoachduumeHTsl: gna cnabosugawmx - 1,5; ansa Hespsayux - 2,0.

3.1. KomnnektoBaHne 6ubnmoTteyHoro ooHaa

Tabnuua 42
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboTbl Eonnuua Hopma
M3MEpPEHNs1  |[BPEMEHU, MUH.
1 2 3 4
[TekyLLiee KOMNIIeKToBaHne 6mbnmnoteyHoro goHaa:
1 |MpOCMOTP KHUrOM3OaTENbCKOM W KHUIOTOProBoW MHdopmauuy ogHa nosuums 0,5
(QHHOTUPOBAHHbBIX MNJIAHOB BbIMYCKA NUTEpPATypbl, MPOCMNEKTOB,
CalTOB N34aTeNbCTB U M34aKLWmMX opraHn3aumm)
2 lonpegeneHne Tembl U BuAa LOKYMEHTa, nognexaiwero otbopy, OauH OOKYMEHT 6,0
BbIICHEHNE HEOBXOANMOCTU NPUOBPETEHNSA, CBEPKA C INEKTPOHHbLIM
KaTanorom
OnpeneneHve 3K3eMnnsipHOCTU 3akasa: ofHa no3uums
3 |ansa nogpasgeneHun 1,0
4 |nns 6ubnMoTekn B LIENOM 2,0
5 lodopmneHne 3akasza: COCTaBreHwe [orosBopa, odopMreHne  OAMH 3akas 45,0
NPUNOXEHNsT K OOroBOPY; yKasaHue 3K3eMMMsipHOCTU, CTOMMOCTY
3aKasa; cocTaBneHme TEXHNYECKOro 3aaHus
6 |nogrotoBka K MNPOBEOEHUIO  TOProB: COCTaBfieHWe  ChWCKal OfHa npoueaypa 200,0
TpeboBaHMI K Y4YaCTHMKAM KOHKYpCa; OMOBELUEHME YYaCTHUKOB
KOHKypca O CpOKe MpOBedEeHWs; HanucaHue, peructpaums u
paccblifika NMcbMa B M3gaTenbCcTBa U nsgatoLme opraHMsaumm
PaboTa B aBTOMaTM3MPOBAHHOM PEXMME:!
7 [BBOO 3aKasa TeKyllero KOMMfekToBaHuss B 0a3y [aHHbIX OA4HO Ha3BaHWe 3,0
ABTOMaTU3NPOBAHHOM cUcTeMbl (6O AC); yKasaHue
PK3EeMNNSpPHOCTM  3aKkasa, pacnpegeneHue no  CTPYKTYPHbIM
nogpasgeneHusam
8 |pepakTnpoBaHne BBefeHHbIX B Bl AC cBegeHun o 3akase; BbIBOO| OAHO Ha3BaHue 6,0
Ha 9KpaH; BHECEHNE U3MEHEHUN
9 |BbIBOA, Ha MPVHTEP AaHHbIX TEKYLLEro KOMNIIEKTOBAHWUS; pacnevaTka| OAHO Ha3BaHue 1,0
BeneHvne KapToTekn TEKYLLEro KOMNIeKTOBaHUS:
10 |cocTaBneHMe KapTOYKW; yKalaHWe aBTopa, 3arfnaBus, BbIXOAHbIX OOHA KapTouka 3,0
aHHbIX, MICTOYHMKA KOMMNNEKTOBAHWS
11 |paspeska wu3gaTenbCKMX MJIAHOB, pacrnevyaTok [Ans  KapToTeku OfHa KapToyka 2,0
TeKyLLero KOMNIeKTOBaHUSA; HaKnemBaHMe Ha KaTanoXHble KapTo4ku
12 |nogbopka kapTodek Mo andaBuTy; pacCTaHOBKa B KapTOTEKy| OOHa KapTouka 1,0
[TeKyLlero KoMnIeKkToBaHus
OcbopmMneHre NogNNCKM Ha NeEpUOANYECKNE N3AaHUS:
13 |npocmoTp katanoros "Pocneyatn"; oTOoOp nepuoauyeckux M3gaHun ogHa nosuuus 0,5
Anst NOANUCKN
14 |cbop 3asBOK AN NOAMUCKN OT CTPYKTYPHbLIX NogpasgeneHnii ofHa 3asiBKa 1,0
15 locbopmneHune 3akasa Ha NOANUCKY; NoACYET CTOMMOCTM NOAMUCKM €|  OOWH 3aKa3 300,0
Y4eToM  [OOCTaBKW;  COCTaBfeHue  [oroBopa, ogopMneHune
NPUNOXEHWs K 4OroBopy
16 [cocTaBneHne  permcTpaumMoHHOM  KapTOYKM  ANs  KapTOTeKkW ogHa KapTouka 6,0
nepuoanyecKkMx n3gaHui; ykasaHme UHAeKca, roga, nepmoanyHocTHy,
MCTOYHMKA MOCTYNJIEHNs!, CTPYKTYPHOIO nogpasgeneHus
PaboTa B aBTOMaTM3MPOBAHHOM PEXMME:!
17 |BBOA 3aKasa Ha nepuogudeckme nsganus B b AC OfHa KapToyKa 3,0
18 [KoppekTMpoBKa 3aka3a; BblBOO Ha 3KpaH Chucka nepuoguyeckux| ogHa nonpaska 0,3
M30aHWN; BHECEHNE N3MEHEHWUI
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NAnor

[JokomnnekToBaHue 6ubnmoTe4Horo oHaa:

Tabnuua 43

19 |npvem 3asBOK Ha npuobpeTeHne [OOKYMEHTOB OT CTPYKTYPHbIX| OAHa 3asBka 3,0
nogpasgeneHnmn
20 (coctaBneHne GubnMorpaduyeckon 3anucu; ykasaHue KONMYecTBal OfHa KapTouka 3,0
PK3EeMNNSPOB 1M CUIMOB NogpasgeneHnn
21 |BkNOYEHUe 3asiBKMN B KAPTOTEKY JOKOMMMEKTOBAHMUS OfHa KapToyka 0,3
22 [npoCcMOTpP KapTOTEKU HEYOOBNETBOPEHHOro CMNpoca; aHanu3 oTkasal OAWH AOKYMEHT 2,0
NSl BbISBNEHUS OTCYTCTBYHOLUMX [OKYMEHTOB; BKIIOYUTL WX B
KapTOTEKY JOKOMMNIIEKTOBAHNS
CocTaBneHne onepaTtMBHOro NnaHa KOMMIeKTOBaHUS:
23 lonpegeneHve KOMMYECTBEHHbIX MoKasaTenen obbema doHaa OOWH nniaH 1200,0
(mocTynnexnve, BbIObITME), OTPacrneBoro COCTaBa, WCTOYHMKOB
NOCTYNIIEHUS!, CMETHI PacXxod0B
OdbopMneHre nnaHa KOMNNEKTOBaHMS B OOpMe:
24 Tabnuy, ojHa Tabnuua 5,0
25 KapToTeku OfHa KapToyka 3,0
PaboTta B aBTOMaTM3MPOBaHHOM PEXUME:
26 BBOA nnaHa komnnektoBaHusa B bl AC OJWH NnniaH 30,0 -120,0
27 KoppektnpoBka b[l; BbIBOA Ha 3KpaH; BHECEHWE N3MEHEHWUN OofHa nonpaska 0,3
3.2. NMpunem, BbIOGbITME M YYET JOKYMEHTOB
N n/n HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl Eannuua Hopma
n3mepeHusi BPEMEHU, MVH.
1 2 3 4
[MpremM NocTynMBLUMX JOKYMEHTOB:
1 |npvem  OOKYMEHTOB MO  COMPOBOAMTENbHLIM  OOKYMEHTaM| ofgHa napTus 5,0
(HaknagHas, akT); noabopka OOKYMEHTOB MO  KOMMMeKTam,
andaBnTy aBTOPOB M 3arnaBuni, IKCNeAULMOHHBIM HOMepaMm; CcBepka
C conpoBoAMUTENbHbIM JOKYMEHTOM; MpOCTaBneHne LeHbl Ha
[IOKYMEHTE, NOACHET YMcra IK3EMMIIAPOB, 0BLLY CTOMMOCTb
Mpuem JokyMeHTOB 6e3 CONPOBOAMTENBHbLIX JOKYMEHTOB:
2 |nopbopka [OKYMEHTOB MO KOMMJEKTaM, andaBuTy aBTOPOB M| OAMH OOKYMEHT 10,0
3arnaBuin; NpoBeJeHne OLLEHKM LOKYMEHTOB
3 [cocTaBrneHve akTa Ha NpuemM JOKYMEHTOB O[NH aKT 5,0
4 |npocTaBneHue WwTemMnensa Ha TUTYNbHOM nnucTe u Ha 17-n cTpaHuue| OAWH AOKYMEHT 0,6
NOKyMeHTa Ha OymaXHOM HoOcuTene, KakgoM  KOHTenHepe
"roBopswen” KHUrM Ha KacceTax, KoHTenHepax dnew-KapT,
OMTUYECKUX W KECTKUX JUCKOB
CBepka MOCTYMMBLUMX [OOKYMEHTOB C KapTOTEKOM TEeKyLIEero
KOMMMEKTOBaHUS:
5 |cBepka nMOCTynuBLUErOo [OKYMEHTa C KapTOYKOM W3 KapTOTekW| ofHa KapToyka 1,0
TEKyLLero KOMMIIEKTOBAHUS; MOWCK KapPTOYKW, BbIMNOSTHEHNE HA
KapTO4Ke OTMETOK
6 |yCTaHOBMNEHME KapTOYKM 3a pasgenurens "BbiNonHeHHbIe 3akasbl” OfHa KapTo4Ka 0,5
PaboTa B aBTOMaTM3MPOBAHHOM PEXMME:!
7 |cosganue B B AC 3anncu o HOBOW OpraHn3aunmn-nocTaBLLMKe o[Ha 3anucb 2,0
8 |[nouck 3anucm B B[] "3akas"; BHeECeHMEe OTMETOK O BbIMOMHEHWM| OJHa 3anucb 0,6
3Bakasa
9 |npoBepka Ha AybneTHoCTb NoCcTynMBLUMX AoKyMmeHToB B B[] AC OAVH JOKYMEHT 2,0
10 |pernctpaums HoBbix noctynnenuni B 6 AC OAVH JOKYMEHT 3,0
11 jnognucka Ha NpPOOOIPKAKLWIMECH  U3OAHUSA;  BbIMNOMHEHWE Bl OAHO Ha3BaHWe 2,0
perncTpaLmoHHON KapTodke BUBNNOTEYHBIX OTMETOK
12 koppektupoBka 3anucen B B[O AC; BblBOA 3anvcu Ha 3KpaH; ojHa nonpaska 0,3
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BHECEHME U3MEHEHUN
[Mprem 1 perncTpauuns XypHanos v raser:

13 jnogbopka >XypHanoB W rasetr no andasuTy HasBaHWW; MNOWCK OAWH OOKYMEHT 1,0
perncTpaLmoHHON KapTO4KU B KapToTeke NOAMMUCHbIX
nepvoaMyecknx usgaHui; OTMeTKa HoMepa, AdaTbl Mnony4vyeHus
[IOKYMEHTa

14 |npocTtaBneHve WITeMnens Ha XxypHane, rasete OOVH JOKYMEHT 0,5
PaboTa B aBTOMaTU3MpPOBAHHOM PEXMME:!

15 loTmeTKa o0 perncTpauum nepuogudeckmx nsganunin 8 b AC (Homep,| opaHa 3anucb 0,5
KONMMYECTBO 3K3EMNISPOB, OTAEN XPaHEHNS)
BegeHue KHUIM CyMMapHOro yyeTa:

16 |BblgeneHne OOKYMEHTOB MO BuAaM, OTpacnsM 3HaHus; MNOACYeT| ofHa napTus 10,0
MMcna  OOKYMEHTOB;  3anuCb  pe3ynbTaTtoB  Mmogcdeta Mo
lycTaHOBINEHHOW doopMe B KHUre cymmapHoro yyeta (KCY)

17 |nogcyeT MNoOCTpaHMYHO MO no3vumsiM OaHHbiXx KCY; nepeHeceHue| ogHa nosvuus 2,0
MTOIN Ha CreayoLLyl0 CTpaHuLy

18 (cBepka (pMHAHCOBBLIX [OOKYMEHTOB oOTAena C (UHAHCOBbIMW OAWH OOKYMEHT 2,0
JOKyMeHTaMu Gyxrantepum

19 locbopmneHme conpoBOAMTENBHBLIX OOKYMEHTOB (HakragHasi, akT) OAWH OOKYMEHT 15,0
\ansa nepegaym B byxrantepuio
PaboTta B aBTOMaTM3MpPOBaHHOM PEXUME:

20 BBog crtatucTmyeckux gaHHbix KCY B B[] AC (rog, Homep KCY, opgHa naptus 6,0
HOMEep COMPOBOAMUTENBHOIO AOKYMEHTA, MCTOYHMK KOMMSIEKTOBAHMS,
MCTOYHUK (PMHAHCUPOBAHUS, YMCMNO Ha3BaHWM, YNCNO IK3EMMNSAPOB,
TMN n3gaHnn, cymma)

21 pacnedvaTka KCY Ha npuHTepe OfjHa cTpaHuua 1,0
BeneHve MHBEHTApPHOW KHUTU:

22 pdopmneHne  MHBEHTApHOW  KHUMM;  HyMepauus  CTpaHuu, OAHa cTpaHuua 1,0
NpocTaBfeHne HoMepa B UHBEHTAPHOW KHUre

23 jBanucb [JOKYMEHTOB MO YCTaHOBMEHHOW opMe B WHBEHTapHYK| OAWH AOKYMEHT 10,0
KHWUTY; BHeceHune Oubnuorpaduyecknx CBeOEeHUM Ha HOBbIE
NOCTYMMEHUS; NPOCTaBEHNE UHBEHTAPHOIO HOMEpPa Ha JOKYMEHTE,
MOEHTUMKALMOHHOTO (CMCTEMHOIO) HOMEpPA Ha XKECTKOM [MUCKe
PaboTa B aBTOMaTU3MPOBAHHOM PEXMME:!

24 cosgaHue Gubnmorpaduyeckon 3annucyu Ha NocTynMBLLMIA OOKYMEHT| OAWH OOKYMEHT 15,0
B "MHBeHTapHown kHure" b AC

25 |pacnedaTka MHBEHTApHOW KHUIMN Ha NPUHTEpe OfHa CTpaHuua 1,0
BbIObITVE JOKYMEHTOB:

26 (cocTaBneHne rodoBoro nfnaHa Ha BbIObITME; yKaszaHWe KBapTana, OOWH nniaH 2160,0
nogpasgenexuvs, Buga JOKYMEHTOB, KONTMYECTBO
CocTaBneHue akToB CNNcaHus:

27 [npuem OpMynsipoB, CMUCKOB  BbIOLIBLUMX  OOKYMEHTOB  OT] OAMH aKT 10,0
CTPYKTYPHbIX NOApasfenieHnn; permctpaums akra

28 [mouck Mo MHBEHTapHOMYy Homepy OGubnumorpadmyeckor 3anucu B  OgHa 3anucb 0,5
PNEKTPOHHOM KaTarore; onpegeneHve koadduumeHTa ueHbl, roga
MOCTYNNEHUS W  BHECEHWE ANnd  CNUCaHUA  OOMOSHEHUN B
bnbnvorpacdmyeckyro 3anncb

29 [npu OTCYTCTBUM 3anncu B SMEKTPOHHOM KaTanore BBEAEeHMEe BceX| OofHa 3anucb 3,0
Ans  copMupoBaHns Bubnuorpadunyeckor 3anucu CBeAeHUn ¢
bopmynsipa Unm U3 cnucka akta

30 |BHeceHue 3anMcu B akTe ChAuMcaHMs K WHBEHTapHOMY HOMeEpY| ofHa 3anucb 0,2
NOKYMEHTa HOMepa BbIObIBLUEA KHUIM W3 KOMMnekTa penbedHo-
[TOMEYHOro JOKYMeHTa

31 |npoBepka WHBEHTapPHbIX HOMepOB, roga NnocTynneHus,| ofHa 3anucb 3,0
KoacpdumLmeHTa LieHbl BbIObIBLUIETO AOKYMEHTa

32 pacnevaTka cnucka BbIObIBLUMX OOKYMEHTOB B andaBUTHOM  OfHa 3anuch 3,0
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NAnor

nopaake Ana yganeHna MHBEHTapHbIX HOMEPOB U U3BATUA KapTOdekK
M3 CUCTEMbI KAPTOYHbLIX KaTasioroB OMbnnoTekn

33 Banucb o0 BbIObIBWKMX M3 JencTBylowmnx ¢GoHOoB 6Oubnmnoteky opHa 3anuch 3,0
NOKYMeHTax B COOTBeTCTBYlOWMX rpadax 2-n vactm KCY (pata,
HOMep aKTa, KONM4yecTBO, CyMMa, codepXKaHue, NPU4MHbI BbIObITUS)

34 McknoYeHne OOKYMeHTa Mo akTy U3 y4eTHbIX popM (MHBEHTApHOW| OAWMH AOKYMEHT 4,0
KHUTK)

35 |noraweHve WHBEHTApHOroO HoMepa M wTemnens OubnmnoTekn Hal OaWH OOKYMEHT 0,5
IOKyMeHTe

36 |noaLluMBKa aKToOB OOVH aKT 0,5

I"Ipmmeanme: npu pa60Te C AOOKYMEHTaMW Ha WHOCTPaHHbIX A3blKaxX K HOpME BpeEMEHU TMpUMEeHAETCA

noBbILLAOLLMIA KO3 PUUNEHT 1,2.

3.3. bubnnoteyHas obpaboTka AOKYMEHTOB

Tabnuua 44

N n/n

HaumeHoBaHue npouecca, onepaunn. Coctas paboThl

EavHnua
n3mMepeHnsa

Hopma
BPEMEHU, MVH.

2

3

4

aneM OOKYMEHTOB!

npuemMm naptmm OOKYMEHTOB; MNpOBEpKa 3K3EeMMNIIAPHOCTU
conpoBoguUTEsibHOMY JOKYMEHTY; 3anncCb B KHUIe y4eTa

no|

ofHa napTus

5,0

noaorotoBka  AOOKYMEHTOB K MHOEKCUPOBaHUKO U B

PINEKTPOHH bl KaTanor

BBOAY

OOUH OOKYMEHT

0,7

MPOCMOTP U BbIABIIEHNE aHaINOrM4HbIX n3gaHum Ha Opyrnx Buaax
HocuTenen B AJIEKTPOHHOM KaTasore

OHa 3anncb

0,2

NPOCMOTP OOKYMEHTOB Ha MHOCTPaHHbIX N HaUuMOHalIbHbIX A3blKaX;
nepesoa AnAa onncaHnAa CcBefeHun Ha pyCCKVIVI A3bIK

OOVIH JIOKYMEHT

30,0

PopmmpoBaHmne bubnuorpaduyeckon anmcu

PekaTtanornsauus:

CBepka KapTodek C  [OKYMEHTOM; WCMpaBliEHWe  CTaporo
Bubnnorpadnyeckoro OnMcaHKsl; CoCTaBnNeHWe HOBOro OMUCaHUS;
nepeHeceHne LWKUdpa, WHBEHTApHOrO Homepa, OubnMoTevHowm
nomMeTKu

O[Ha KapTo4ka

7,0

CvcTemaTtunsaumsi GOKYMEHTOB:

cuctematmMsaums  OOKYMEHTOB C  UCMOSMb30BaHMEM  MeYyaTHOM
KapTOYKW WM aHanora Ha [JpyroMm Buae HOCUTENS; MnpoBepka
COOTBETCTBUA MHAEKCOB Tabnuuam Knaccudukaumm, NpUHATBIM B
bnbnuoTteke; NpocTaBneHne NHAeKca Ha JOKYMeHTe

OOVH OOKYMEHT

2,0

cMcTemaTM3aums OOKYMEHTOB MpW OTCYTCTBUM MEYaTHOW KapTOuKM
UNVM aHanora Ha [OpPYroM BuOe HOCUTENs; MNPOCMOTP OTUKETKU
M3naHusa, npocnyluMBaHMe KacceTbl/aucka/dnelu-kapTbl; YTeHue
CBeleHWI, HanucaHHble perlbedHO-TOYEYHbIM LPUGTOM, AN
YTOYHEHUs] aBTopa, Ha3BaHWsA, BbIXOAHbIX AaHHbIX, COAepXaHWs;
onpeaeneHne nHaekca no Tabnuuam Knaccudmkauum, NPUHSTBIM B
GubnuoTeke, NpocTaBieHe MHOEKCa Ha JOKYMEHTe

OAOUH OOKYMEHT

10,0

onpedeneHne aBTOPCKOrO 3Haka [OKyMeHTa
rabnuuam

Nno aBTOPCKUM

OOVIH JOKYMEHT

0,2

npoBepka NpPaBUNBHOCTU W UCMpaBeHMe KnaccugrKaunmoHHOIO
MHOEKCA N aBTOPCKOro 3HaKa, yKasaHHbIX Ha 3TUKETKe "roBopsLien”
KHUTK

OOVH OOKYMEHT

3,0

10

onpedeneHne MHOEKCOB NPOU3BEAEHWI, 3anuCaHHbIX Ha dneLu-
kapTe (o1 4 go 8 HasBaHwuW), AnNa HOPMUPOBAHUS KaTanoXHOrO

Lwndpa

ofHa bnew-kapTta

5,0
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NAnor

aaeai Eifficeiioaiolepi

11 onpegeneHne dopmara, Konunyectsa Bpannesckmx W OAHO HasBaHwe 50
NNOCKONeYaTHbIX JIMCTOB, XapakTepa MPUNoOXeHUn, penbedHo-
[TOYEYHbIX M3aaHUIN N penbedHo-rpadpmyecknx Nocobum

12 onpepeneHve n nepevncrieHne martepuanos, UCMONb30BaHHLIX NPW| OOHO Ha3BaHue 50
CO30aHMM  TaKTWIbHbIX  PYKOAENbHbIX  M3OaHuKi;  MepecuyerT
KOrMyecTBa  CTpaHWuU,  MPUIIOXEHWI,  BbISIBEHWE  OpPYIruX
XapaKTepHbIX 0COGEHHOCTEN JOKYMEHTOB

13 [nepecyeT  NPUMOXEHWW, BbIABMEHWE  [APYIUX  XapaKTepHblx| O4HO HasBaHue 3,0
0COBEHHOCTEN NIIOCKONEYaTHOIO JOKYMEHTA
MpegmeTnsaums JOKYMEHTOB:

14 |npegmeTusaumst AOKYMEHTOB C WCMOSb30BaHMEM PYyOpUK MedYaTHOW OOHO Ha3BaHue 3,0
KapTOYKM; MpOBEepKa COOTBETCTBUSA PYyOPMKM NeyvaTHOW KapTOYKM
npegMeTHOMY KaTanory

15 |npegmeTusaumsi OKYMEHTOB MpW OTCYTCTBUM MEYATHOM KapTOYKW; OOHO Ha3BaHue 6,0
03HaKOMJIEHME C JOKYMEHTOM, onpegeneHne pyopuku

16 (cocTaBneHMe HOBbIX MpegMeTHbIX pybpuk ¥ noapybpuk; odHa KapTodka 2,0
nepeHeceHne Ha KapTo4kM crnyXebHOoW KapToTeku

17 |pegaktnpoBaHne npeaMeTHOM pybpuky; MpoBepka MNpaBWUibHOCTM| OdHAa KapToyka 1,0
npegMmeTHon pybpuKkn, TOYHOCTU HaMMCaHUs

MpumeyaHue: K Hopmam BpeMEHU MPUMEHSAIOTCA NoBbILLaoLWLme KOIPDULNEHTI:
- Npu cocTaBneHun oumbnuorpadmyeckoro onucaHus Ha LOOKYMEHTE, Ha TUTYNbHOM JIMCTEe, Ha KOTOpbIX
YaCTMYHO OTCYTCTBYIOT AaHHble Ansa oubnuorpaduyeckon 3anucu - 1,2;

- Npy 6MbnmoTeyHo 06paboTke HOTHbLIX U3gaHun - 1,5;
- Npy paboTe ¢ JOKYMEHTaMM Ha MHOCTPaHHbIX A3blkax - 1,2.

3.4. OpraHu3auus 1 BeieHe KaTanoros

Tabnuua 45
N n/n HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EavHnua Hopma
N3MEpPEHNsT  |BPEMEHU, MVH.
1 2 3 4
OpraHn3aums andaBuTHbIX KaTanoros (NMOCKOMeYaTHbIX KHWF, HOT,
rpaMniacTUHoOK):
1 |nopbopka kapToyek no andasuty hamunuii asTopoB UNW 3arnasuii| ogHa KapToyka 0,2
A5l paccTaHOBKU
2 |paccTaHOBKa npeasapuTenbHO NogobpaHHbIX KapTodek OfjHa KapTo4ka 0,3
3 |pepakTvpoBaHMe KaTarnora; MnpoBepka pacCTaHOBKM KapToyeK, OfHa KapTodka 0,5
NPaBUIbHOCTM J06aBOYHbLIX U CChINTOYHBIX KapTOYeK, MCrpaBreHue
oLnBoK
4 HanucaHwe pasgenutens Ang katanora, ykasaHue OykBbl, criora OoauH 0,6
pasgenuTens
5 |paccTaHoBKka pasgenutenen B katanore; nogbopka pasgenutens no OOVH 0,3
andaBnTy; NOMCK MecTa pasgennTens; NpocTaBneHne pasgenuTens |  pasgenutens
6 [NpoBepka pacCTaHOBKW pasdenuternei; ncnpasneHne owmnbok OOVH 0,3
pasgenuTens
opraHM3aLmsa CMCTeMaTU4EeCcKOro Katanora nnockoneyaTHbIX KHUr
7 |nogbopka kapTodek Mo WMHAEeKcam, BHYTpU pasfena no andaeuTy| OfHa kapTodka 0,3
dbammnnunii aBTOpoOB UNK 3arnaBuUin ANg pacCTaHOBKU
8 |paccTaHoBKka NpegBapuTenbHO NogobpaHHbIX KAapToYek OflHa KapTo4Ka 0,3
9 |pegoakTMpoBaHWe KaTanora; npoBepka MpPaBUNLHOCTU HaMOMHEHUs| OAHa KapToyka 1,0
pasfenos kKatanora no coaepXaHuio, MHOeKcauuMn u paccTaHoBKe,
ncnpaeneHve ownbok
10 |peknaccudumkaums kaTtanora; WCNpaBlieHNWE WHOEKCOB, BHECEHME OOHa KapTouka 6,0
ucnpasneHnin B andgasBuTHbINA KaTanor
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KaTaJyioroB " KapToTekK; 3anncb B KHUTY y4eTa

11 |HanucaHvwe pasgenuTensa Ans KaTanora; ykasaHue HauMeHOBaHUS OOVH 0,5
pasgena, nogpasgerna U uHblx pasgenurenen pasgenuTens

12 |pacctaHoBKka pasgenutenen B KaTtanor; nogbopka no uHOeKcam, OOVH 0,3
NOMCK MecTa, MOCTaHOBKa pasgenurens pasgenuTens

13 |npoBepka paccTaHOBKU pa3genuTernei, ncnpasneHne owmbok OOVH 0,3

pasgenvrernb

OpraHusaumsa  cuctemaTnyeckux kKatanoroB  ("rosopsawux” u
penbedHO-TOYEYHbIX KHUI, KHUF MO MY3blKE WM HOTHBIM W30AaHWUAM
penbedHO-TOYEYHOrO WpUdTa):

14 |nogbopka KapTouyex, 0GOpMIIEHHbIX OBYyMsi Wwpndtam| ogHa KapToyka 1,0
(nrockonevaTHbIM U penbedHO-TOYEYHbIM), MO MHAEKCaM, BHYTPU
pasgena no andasuty amunuii aBTOPOB WKW 3arnaBun 4ns
paccTaHOBKM

15 |paccTtaHoBka npegBapuTensHO nogobpaHHbIX KapToyek, ofHa KapTo4ka 4,0
0POPMITEHHBIX ABYMS LUpUdTaMm

16 |pegakTMpoBaHMe kaTanora; npoBepka MPaBUITbHOCTM HamnofHeHws| odHa KapToyka 0,5
pasgenoB kaTanora No CoaepKaHuto, UHOEKCauum M pacCTaHOBKe
KapTo4vek, ucnpasneHme owmbok

17 |peknaccudmkauma kaTtanora; WCNpaBreHUe WHOEKCOB, BHECEHME ofHa KapTouka 6,0
McnpaeneHuin B angaBnTHLIV KaTanor

18 |HanucaHue pasgenutens Ansa kaTanora; ykasaHue HauMeHOBaHWUS OOVH 1,0
pasgena, nogpasgerna pasgenuTens

19 |pacctaHoBKa pasgenutenen B kaTanore; nogbopka Mo MHAEKcam, OOVH 0,3
NOUCK MecTa, MOCTaHOBKa pasgenutens pasgenuTens

20 [npoBepKa pacCTaHOBKW pasdenuternei, ucrnpaeneHne owmnbok OOVH 0,3

pasgenvrernb

PaboTa ¢ MakeToM Mrockone4YaTHON KaTanoXHON KapTOYKU:

21 NpounTbiBaHME He3psiieMy paboOTHUKY TeKCcTa MrocKoneYaTHoW OAHO Ha3BaHWe 12,0
KapTOYKM

22 |BHeceHWe B MakeT MrockonevaTHOM KapToukn Gubnuorpadudeckor| oaHO Ha3BaHue 12,0
3anncn penbeHO-To4EYHbIM LIPUATOM

23 |nepeHeceHWe daHHbIX O hannax C XeCTKOro Aucka Ha KatanoxHble| OOHO Ha3BaHue 4,0
KapTOYKM

24 |pegakTMpoBaHWEe — 3reMeHToB  Oubnuvorpadmyeckonm  3anucu,|  ogHa 3anucb 0,3
BbIMOSIHEHHON  penbeHO-TOYEYHbIM  LLUPUAITOM;  UCMNpaBeHne
OLLUMBOK
OpraHusaums TonorpadmyecKkoro katanora:

25 [nogbopka kapToyek MO CTPYKTYPHbIM MOApasgeneHusaM (oTaenam- ofHa KapTouka 0,2
dboHgoaepxaTensam)

26 jnogbopka KapToyYek No MHBEHTapPHbLIM HOMepam OfiHa KapTo4Ka 0,2

27 |paccTaHOBKa NpeABapuTenbHO NogobpaHHbIX KapToYek OfHa KapToyKa 0,2

28 |pegakTMpoBaHWE KaTtanora; npoBepka NpaBMITbHOCTU PAcCTaHOBKM| OOHa KapTouka 0,3
KapTOYeK U pasgenuTenemn; ncnpasneHne owmnbKm

29 |HanucaHwe pasgenuTens Ons kaTanora; NOCTaHOBKa pasfenuTens B OAWH 0,3
Katanor pasgenuTens
N3baTme n3 KapTOYHbIX KaTanoros (andbaButHoro,
CMCTEMaTMYECKOro, Tonorpacmuyeckoro) KapTodek Ha UCKMIOYEHHbIE
13 6ubnmoTeyHoro ooHaa AOKYMEHTbI:

30 |peructpauus akta Ha CNUMcaHue B KHUre yyeTa OAMH aKT 3,0

31 nouck  kapToOYkM  (OCHOBHOW,  [0OaBOYHOM);  3ayepKkMBaHWE OfHa KapTouka 1,5
CMUCbIBAEMOrO WHBEHTAPHOrO HOMepa, WHBEHTApHOro HoMepa
CMUCLIBAEMOW KHUMM M3 KOMMeKTa penbedHO-TOMeYHOro wpudTa
(PTL) B COOTBETCTBYIOLLEM WHBEHTAapHOM HOMepe; YyOaneHue
KapTOYKM

32 [nogcyeT KoONMMYEecTBa W3bSATBIX KApTOYEK M3 CUCTEMbl KapTOYHbIX OfHa KapTodka 0,1
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[MepeagpecoBka JOKYMEHTOB:
33 |peructpauus akta nepegayn JOKYMEHTa B KHUre ydeta OOMH aKT 3,0
34 |nouck KapTOuvkW, WUCNpaBneHMe MecTa XpaHeHus [OOKYMEeHTa; ofHa KapTouka 3,0
BO3BpaLLleHNe KapToYKM B KaTanor
TexHn4yeckasi 06paboTka JOKYMEHTOB:
35 HakneuBaHWe KapMallKOB Ha [OKYMEHT Ha OyMaXHOM HocuTene; oAuH KapMallek 1,0
HanvcaHve Ha Kapmallke UHBEHTapHOro HoMmepa, MecTa XpaHeHust
36 HanucaHve wndpa Ha 0broXKe, TUTYINLHOM JIUCTE JOKYMEHTA OAVH OOKYMEHT 0,8
37 |BnoxxeHne KHWKXHOro obopMynspa B Kapmallek, KOHTENHep OQIMH dhopmynsp 0,1
38 |[npoBepka u ucnpasneHue wmndpa Ha STUKeTKax ayamMoBU3yanbHblX| OAWH AOKYMEHT 0,5
[1TOKYMEHTOB Ha aHarnoroBbIX U LMGPOBbIX HOCUTENAX
39 |cocTaBneHue nnockoneyaTHOM 3STUKETKU Ha ayauoBu3yanbHblel OAWH AOKYMEHT 5,0
MOKYMEHTbI Ha aHanoroBbiX M LM@POBLIX HOCUTEMSX; MNpPOBEpPKa
3anncu, ncnpaenexHve ownbok; pacnevatka
40 nopbopka OOKYMEHTOB MO MECTY XpaHeHusl; nepefgada OOKYMEHTOB| OAMH OOKYMEHT 1,0
C KaTanOXHbIMV KAapTOYKaMU U KHUKHBIMK (DOPMYyNsSpamMun B OTAENMbI-
doHaogepxaTenm
41 loTMeTKa B KHWUre y4yeTa o nepefaye napTmm JOKYMEHTOB OofHa napTus 3,0
OpraHusauus n BegeHue 3NeKTPOHHOIo KaTasnora
dopmumpoBanue n Beog B b1 AC 6ubnuorpadumyecknx sanucemn OfHa 3anucb
[MnockoneyaTHbIX N3OaHun:
42 INnpu OTCYTCTBUWM MNEeYaTHOW KapTOYKM W aHanorm4yHblX 3anvcen B 6,0
PNEKTPOHHOM KaTanore
43 Npu HanMuMM nevyaTtHOM KapTOYKM WU aHamnornyHblX 3anncen B 4,0
PNIEKTPOHHOM KaTasnore
44 npyn pononHuTenbHow paboTe ¢ aHHOTauMen (MOWCK aHHoTauuwn B 15,0
"MHTepHeTe", pegakumsa aHHoTaumm)
PenbedHo-To4eYHbIX M3gaHWN:
45 |6e3 BBOOA aHHOTALUUMK 4.0
46 |npu gononHUTEnbHOM paboTe ¢ aHHOTaUMen 15,0
47 M3paHuii Ha KacceTax 4,0
48 3gaHui Ha ONTUYECKMX OMCKax 5,0
49 m3gaHun Ha dnew-kapTax 15,0
50 |cxecTKoro amcka 3,5
51 |penbedHo-rpadudeckmx nocobum 7,0
52 [TaKkTUNbHbIX pyKoAenbHbIX N3AaHWUN 25,0
53 |cocTaBneHne aHanUTUYeCcKOW 3anucu o[Ha 3anucb 5,0
54 pocnucb copepXaHua COOPHMKOB, HamneyaTaHHbIX penbedHO-{ OoanH COOPHUK 25,0
[TOYEYHbIM LIPUATOM
55 |cocTtaBneHme 006aBOYHbIX U CCbINOYHbIX ONUCAHUI 0HO onucaHue 1,0
56 |pepakTnpoBaHue — Gubnmorpacdmyecknx  3anucen; npoBepkal ofHa 3anucb 1,0
NPaBuIbHOCTU 3NEMEHTOB 3anucen; BHECEHNE U3MEHEHUI
57 |coctaBneHne W BBOA B 9MEKTPOHHbIA KaTanor HOBbIX pybpuk,| ofHa 3anucb 0,5
nogpy6puK, NnepcoHanum
58 BbiBOA, GUBNMorpadnyeckmnx 3anncer Ha aKpaH OfHa 3anucb 15,0
dopmaTupoBaHue n pacneyartka KapTodek U y4eTHbIX hopm
dopmMaTupoBaHue 1 pacneyartka KapTodek: OfiHa KapTo4Ka
59 locHOBHas Ana andaBUTHOroO Karasnora 2,3 CeK.
60 |nobaBoyHasa ansa andaBUMTHOrO KaTanora 1,0
61 |ccbinoyHasa ans andgaBuMTHOrO KaTanora 1,0
62 |nnga Tonorpadunyeckoro katanora 0,7
63 |dopmaTupoBaHMe U pacrnevaTka MakeTa KapToyku (nrockonevyaTHas  OAMH MakeT 1,5
3anucb) AnNg cuctemMaTUYeckoro katanora "ropopsumx” n penbegHo- KapTO4Kn
[TOYEYHbIX JOKYMEHTOB
64 |pacneyvaTka KHWKHbIX hOpMynspoB OIMH dhopmynsp 0,2
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Tabnuua 46

65 |onpegeneHve aK3eMNsAPHOCTU (MO KONUYECTBY KHUM B KOMMNIIEKTE) 1| OOHO Ha3BaHue 0,7
pacneyaTtka bopMynsapoB ANs U3LaHUN, HaneyaTaHHbIX pernbedHOo-
[TOMEYHbIM LIPUEPTOM
PeTpocnekTMBHOE NONONHEHWE INEKTPOHHOIO KaTanora:
66 |[nouck B andaBUTHOM KaTanore nrnockoneyaTHbIX KHUM KapTouku Ans| ofHa KapToyka 0,2
BeBoaa B B[] AC
67 [BBOA CBedeHWI C MMOCKOMeYaTHOW KapTOYKM B COOTBETCTBYIOLLME OOHO Ha3BaHue 2,0
nonst Gubnuorpadcumyeckon 3anvcm B b AC
68 [nouck Mo yyeTHbIM AOKYMeHTaM W TornorpaduyeckoMy KaTanory| oAHO Ha3BaHue 20
CBEAEHUN, OTCYTCTBYIOLUMX B MMOCKOMNEYaTHOW KapToyke; BBOA
HaWdEeHHbIX cBedeHun B COOTBETCTBYIOLLME nons
onbnvorpaduyeckon 3anvcm B b AC
69 |[mpoBepka NpaBUIIbLHOCTU BUGNMOrpadn4ecKon 3anncu OAHO Ha3BaHue 0,5
70 BosspaT B andaBUTHbIN  KaTanor nJOCKoMeYaTHbIX  KHWUI OAdHa KapToyka 0,2
0TPabOTaHHOW KaPTOYKM
N3bsaTme GubnmorpadmyecKkon 3anmcu n3 reKTpOHHOro Kartarora:
71 |peructpaums akta Ha cnucaHne JOKYMEHTOB B KHUTE yyeTa OJVH aKT 3,0
72 3bATME U3 SMEKTPOHHOro Kartanora otubnuorpaduyeckmx 3anucer| ogHa 3anucb 3,0
Ha NCKNIOYEHHbIE U3 BMBNMoTeYHoro hoHga AOKYMEHTbI
73 [nogcyeT KONMMYeCTBa M3bSATLIX M3 3NIEKTPOHHOrO KaTanora 3anucen; ofgHa 3anucb 0,1
3anucb B KHUTY yyeTa
3.5. dopmupoBaHue 6a3 gaHHbIX 3BYKOBbIX (pannos
N n/n HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl EaovHuua Hopma
N3MEPEHNS]  |BPEMEHU, MUH.
1 2 3 4
KoHBepTUpOBaHMe ayaMoOOOKYMEHTOB C KPUMTO3ALUUTON C XKECTKOIO|
lancka B nporpammbl Anst paboTsl ¢ "roBopsAWLMMN KHUramm':
1 lonpegeneHve Hanuyuusa [OKyMeHTa B nporpamMme Ans paboTbl ¢l 0OHO HasBaHue 0,05
"'roBOPAWLMMN  KHUramu"; M3MEHEHWE HACTpPOeK nporpamMmmbl ASis
paboThl C "roBOpSALLMMN KHUrammn"
2 [BanonHeHwe Kop3unHbl JOKYMEHTaMu O[HO Ha3BaHwe 0,04
3 [cosgaHue NpomMeXyTOYHOW Nanky s KOHBEPTUPOBaHUS OfHa nanka 1,0
4 [KOHBEpPTUPOBaHME OTOOPaHHbIX [OOKYMEHTOB B MPOMEXYTOYHYK| OOHO Ha3BaHue 0,03
nanky
5 |KoHBepTMpOBaHME [OOKYMEHTOB W3 MPOMEXYTOYHOM nanku B| OAHO Ha3BaHue 0,08
nporpaMmbl ans paboTbl ¢ "roBopswmnMM KHAramm"
KoHBepTupoBaHne ayauModoOKyMEHTOB C OMTUYECKMX [AWCKOB B
nporpaMmmbl ans paboTsbl ¢ "roBopswnMm KHUramm'";
6 [oMCK OOKYMEHTOB B nporpammax Ans paboTel € "roBopswMMM OAHO Ha3BaHWe 0,05
KHUrammn"
[MogroToBKa JOKYMEHTA K KOHBEPTUPOBAHUIO:
7 |konupoBaHue AOKyMeHTa C AucKa OOVH Yac 0,12
3By4YaHus
8 |[koHBepTUpOBaHWE JOKYMEHTA BCNOMOraTenbHOM NporpamMmmon OAVH Yac 1,1
3By4YaHus
9 npu OTCYTCTBUM Ha3BaHUA [OOKYMEHTa O3ByYMBaHWE HasBaHWs| OOHO Ha3BaHue 2,0
cpeacTsamm
10 BanonHeHue y4yeTHOW HOPMbI BBOOMMOrO AOKYMEHTa (C y4eTOM| OOHO HasBaHue 20
BpeMeHM Ha nouck aHHoTaumm B "WHTepHeTe", nHpgekca BBEK B
PNEKTPOHHOM KaTarore) Afs KOHBEPTUPOBAHWS B MporpamMMbl A5
paboThl ¢ "roBopsALLMMN KHUrammn"
11 [KOHBepTUpOBaHWEe B nporpaMmmbl Anst paboTbl C "roBOpSALMMMU 100 M6 4.1
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KHUramm"
KoHBepTupoBaHMe ayavoooKYMEHTOB C KpUMTO3alWwuTOM C canTa
OpraHusaLumn-napTHepa B nporpammbl s paboTbl ¢ "roBopsLMMUY
KHUramm":
12 lonpepeneHve Hanuyuusa [OKYMeHTa B nporpamMme Ans paboTtbl ¢| 0OHO HasBaHue 0,05
""roBopsALLMMN KHUrammn"
13 |ckaunBaHMe OOKYMEHTOB C canTa 1 M6 0,2
14 |pasapxuBnpoBaHne JOKYMEHTOB 1 M6 0,2
15 [BanonHeHne y4eTHOW OpPMbI BBOOUMOrO [OKYMEHTa (C yyYeToM| OOHO Ha3BaHue 0,3
BpeMeHM Ha nouck aHHoTaumm B "WHTepHeTe", mHpgekca BBEK B
PNEKTPOHHOM KaTarore) Afs KOHBEPTUPOBAHWS B MporpamMMbl A5
paboThl ¢ "roBopsALLMMN KHUrammn"
16 [kOHBepTMpOBaHME B MnNporpaMmbl Ansa paboTbl € "roBopAWMMU 100 M6 4.1
KHUuramu"
[MogroToBKa cnvcka HOBbIX MOCTYNNEHWN (popMaT JOKYMEHTA):
17 |Bbirpy3ka Kkartanora nporpammbl Ana paboTbl € "roBopsAWwMMM| OOHA BbIrpy3ka 4,0
KHuramu"
18 |Bbirpy3ka u3 channa JOKYMEHTOB, MOCTYNMBLUMX 3a OMNPEeAEneHHbI| OoaHa BbIrpy3ka 20,0
BpEeMEeHHON uHTepBan (Mecsu, KsapTtan, rog)
19 ymaneHve nUWHUX WHPOPMALMOHHBIX MONen B Cnucke HOoBbIX oauH cnucok (150 10,0
NOCTYNNeHUn - 200 Ha3BaHun)
20 konuposaHue cpanna ns coopmata b AC B cbopmat JOKyMeEHTa OfMH CMUCOK 1,0
21 |npeobpasoBaHne OoOKymeHTa B dopmarte [OOKyMeHTa Ans 40 K6 6,0
nocnegywero pasMeLLeHns Ha cante
O3By4MBaHUE cnNmMcKa HOBbIX NOCTYNIIEHUN CUHTE3aTOPOM peyn:
22 BbIrpy3ka kartanora nporpammbl Ans paboTtbl C  "roBopsilMMK OOHa BbIrpy3ka 4,0
KHUramm"
23 pbIrpyska u3 davna cdopmarta b] AC 4OKyMeHTOB, NOCTYNMBLLMX 38 OAHa BbIrpy3Ka 20,0
onpegeneHHbIn BpeMeHHON MHTepBan (Mecsu, KeapTtan, roq)
24 \ypaneHve InULWHUX WMHAOPMALUOHHBIX MOMEen B CAMCKE HOBbIX|  OOWH CMUCOK 10,0
NOCTYNMEHNA
25 konupoaHue harina us popmata B[] AC B hopmaT JOKYyMEHTa (150 - 200 1,0
Ha3BaHWin) OauH
CNUCOK
26 [npeobpasoBaHWe [OKyMeHTa B popMaTe [OKymMeHTa B chopmy, 40 K6 6,0
YAOOHYI0 AN 03BYYMBAHWSI CUHTE3aTOPOM PeYn
27 |pa3buBka JOKYMeHTa B popMaTe JOKYMEHTA Ha NPeanoXeHus 40 K6 80,0
28 |o3ByuMBaHWe [OKYMeHTa B MnporpamMme Ang 4YTeHUs BChyX 40 K6 3,0
rekcToBbIX dhannos ("banabonka" n gpyrmue)
29 pasmelleHne 03BYYEHHOrO CrCKa HOBLIX MOCTYMMEHNA Ha canTe oauH cnucok (150 15,0
- 200 Ha3BaHun)
30 [kOHBEpPTUPOBaAHME 03BYYEHHOrO CMMcKa B NPOrpaMmbl Anst paboTbl ¢ OOWH CMUCOK 1,0
"roBopsALLMMN KHUramn®"
3.6. Pabota ¢ poHgom. PaboTta no npuemy JOKyMEHTOB
Tabnuua 47
N n/n HaumeHoBaHue npouecca, onepaumun. Coctas paboTbl EavHnua Hopma
NU3MEpEeHNs  |BPEMEHU, MVUH.
1 2 3 4
[MprvemM AOKYMEHTOB B CTPYKTYPHbIX nogpasaeneHumsax
Mpuem [OOKYMEHTOB M3 OTAena aBToOMaTuU3MpoBaHHOW 06paboTky| oaHa napTus
MOKYMEHTOB " opraHusaLmu KaTanoros, cBepka C
conpoBoANTENBHBIM AOKYMEHTOM:
1 [ -25 ak3emnnsipoB 10,0
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2 26 - 75 aKk3eMnnsapos 30,0
3 |peructpauus HOBbIX MOCTYMNMNEHUA NEepuoaNYecKUX U3gaHui,| OAWH AOKYMEHT 0,5

NPoOCTaBreHne OTMETKN B PErMCTPaLMOHHON KapToTeke
4 |npocTtaBneHue wremnens unm OTMeTKa CTPYKTYPHOrO| OAWH AOKYMEHT 0,5

noapasgeneHns Ha JOKyMeHTe

Mopbopka JOKYMEHTOB A1 pacCTaHOBKM B ¢hoHAe

Mopbopka JOKYMEHTOB MO BUAAM U3LAHUN: OfVH JOKYMEHT
5 |nnockonevaTtHble M3gaHus 0,07
6 |penbedHO-TO4EYHbIE N3OaHNSA 0,08
7 ['roBopsilume" KHUMM Ha KacceTax 0,1
8 [3paHusa Ha onNTUYeckMx Anckax 0,07
9 M3gaHua Ha dnelu-KapTax 0,07
10 |penbedHo-rpacuryeckue nocobus 0,08
11 [TaKkTuUmnbHble pyKoAernbHble U3aaHus 0,1
12 |nogbopka KOMMNNEKTOB penbedHO-TOYEYHbIX KHUT N0 Ha3BaHWUSIM OOMH KOMNJIEKT 2,0
13 nopbopka [OOKYMEHTOB MO  KNacCUUKAUMOHHBIM  MHOEKCaM, OAMH OOKYMEHT 0,3

ABTOPCKOMY 3HaKy

Mopobopka nepuoaMyeckux w3gaHWi no  andaBuTy Ha3BaHWAM, OOWH OOKYMEHT

rogam, Homepawm:
14 |nnockone4yaTtHble N3gaHust 0,07
15 |penbedHO-TOYEYHbIE N3gaHUs 0,08

PacctaHoBka 6ubnmnoteyHoro dooHga

paccTaHOBKA [OKYMEHTOB Ha CTennaxax B CUCTEMATU4eCKO- OOWH AOKYMEHT

andaBUTHOM MOpSIAKeE:
16 [nnockorneyaTtHble N3gaHust 0,08
17 |penbedHO-TOYEYHbIE U30aHUs 0,11
18 ['roBopswme" KHUMM Ha KacceTax 0,1
19 mM3gaHMAa Ha ONTUYECKUX JMUcKax 0,1
20 m3paHusa Ha dnewl-kapTax 0,1
21 |penbedHo-rpaduryeckmne nocodms 0,11
22 [rakTunbHblE pyKoAenbHble U3gaHng 0,1

PacctaHoBKa nepuognyeckux wsgaHui no andaeBuTy HasBaHWW, OOWH OOKYMEHT

rogam, Homepawm:
23 |nnockonevyaTHble U3gaHus 0,1
24 penbeHO-TOYEYHbIE N3aHNA 0,13
25 |packnagka raseT no Ha3BaHWAM, NpoKasnblBaHWe ObIPOK, BIOXXEHWEe Bl  OAHa nanka 10,0

KapTOHHYH OBMOXKY (narnky), NpoLWHYpoBKa, odhopMIIEHNE OBMOXKU

(Ha3BaHwe, rog, Homep, Mecsu)

[MpoBepka NpaBWIIBHOCTM PaCCTaHOBKM AOKYMEHTOB B OTAErbHbIX| MaccuB hoHAa

MaccuBax ¢ooHaa:
26 1 - 200 gOKyMEHTOB 30,0
27 201 - 400 gokymeHTOB 60,0
28 [nepemelleHne (NnepeHeceHne) JOKYMEHTOB Ha cBOGodHblE MecTa OfHa nosnka 5,0

OcbopmneHne, HanncaHne NONOYHbLIX pasgenuTenen: OAVH

pasgenuTens

29 |onga cuctemaTnyeckon paccTaHOBKM poHaa 4,0
30 |onsa andaBuTHOM paccTaHOBKM hoHAa 3,0

3.7. Pabota ¢ poHgom. PaboTta no coxpaHHocTu choHaa

Tabnuua 48
N n/n HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl EaovHuua Hopma
n3mMepeHnst BPEMEHWU, MVH.

1 2 3 4
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[MpoBepka BubnmoTeyHoro hoHaa:

AdHalNOrNM4YHbIX MNOBPEXOEHHOMY] O(bOpMJ'IeHI/Ie OOKYMEHTOB A4

nepegadun Ha pecraspauuio

1 |HanucaHue KOHTPONbHOro TanoHa Ha JOKYMEHT; yKaszaHue Ha HeM|  OAMH TanoH 2,0
WHBEHTApHOro Homepa, wudpa, damMunuu, UHULMANoB asTopa,
Barnasus, roga, Mecta u3gaHus, UeHbl, Mecta XpaHeHus
2 |oTMeTKa O npoBepke [OOKyMeHTa Ha opmynsipe, KOHTEeNHepe, OOWH OOKYMEHT 0,2
006N0XKe JOKYMEHTA
Mopbopka KOHTPOMbHbLIX TanOHOB: OOMH TanoH
3 |no nHBEHTapHLIM HOMEepam 0,8
4 |no andasuTy hammnnunin asTopoB UK 3arnasun 0,13
5 |no knaccudgurkauMoHHOMY MHAEKCY 0,1
6 [cBepKa KOHTPOSIbHbIX TarlOHOB C WHBEHTAPHOW KHWUIOW; OTMeTKa| OOWH TanoH 0,5
NPOBEPKM HA TanoHe N B UHBEHTAPHOW KHUTe
7 (cBepka KOHTPOSIbHbIX TaNlOHOB C YYETHbIM WNKU andaBWTHBIM,  OAMH TaroH 0,5
Tonorpacmyeckum KaTanoramu; OTMeTKa NPOBEpPKU Ha TanoHe U B
KaTanore
8 [pocmoTp  OpMbI  MHAMBUOYANbBHOTO  y4yeTa,  BbIABNEHWE OAUH OOKYMEHT 0,5
[IOKYMEHTOB, HE MPOLUEALIMX NPOBEPKU
9 |cocTaBrneHue KapTovku Ha JOKYMEHT, He npoLlealnii NpoBepKU OOVH OOKYMEHT 1,0
10 [nouCK [OKYMEHTOB, He MpOLWeALlnX MPOBEPKN, MO pasfnnyYHbIM| OAWNH OOKYMEHT 5,0
y4eTHbIM bopmam, KapToTekam, XXypHanam, KHWKHBIM MoJiIkam
CocTaBneHue cnvcka HegocTawmux B oHAE OKYMEHTOB: OOMH CMMCOK
11 |1 BOKyMeHT 1,0
12 2 - 10 gokymeHTOB 10,0
13 [11 - 25 gokymeHTOB 22,0
OT60p JOKYMEHTOB ANs M3bATUs U3 oHaa
[MpocMOTP 4OKYMEHTOB Ha NpeagMeT usbATusa 13 doHga: OOWH OOKYMEHT
14 HenpoUnbHbIX 0,7
15 |nybneTtHbIx 0,3
16 ycTapeBLUMX MO COAEPKaHMIO 0,7
17 |BeTxux 0,2
18 |manoucnonb3yembliX, HEMCNOb3yeMbIX 0,5
lMogrotoBKa AOKYMEHTOB K aKTMPOBaHWIO:
19 |nogbopka OOKYMEHTOB B MapTuM MO MPUYMHAM U3BATUS; CBEPKA C| OOWH OOKYMEHT 0,08
KHVXHBIM dOpMynsipoM
20 [nogbopka KHWKHbIX (OPMYNAPOB Ha [JOKYMEHTbl B MOpsSAKe| ogvH popmynsp 0,07
MHBEHTAPHbIX HOMEpPOB, andasBuTa, XypHamnbHble - NO rogam wu
HoMepam
CocraBneHue cnucka K akTy BblbblITUS (Nepedaydun), nogcyeT obLuen OAVH aKT
CYMMbI, 0OpOpMNeHNE akTa:
21 1 JOKYMeHT 1,0
22 2 - 10 JOKYMEHTOB 10,0
23 [11 - 25 OOKYMEHTOB 24,0
[MoaroToBKa JOKYMEHTOB Ha ByMaKHbIX HOCUTENSIX ANg nepenneta
OTbop [OOKYMEHTOB [Anis nepenneTta; MpoBepka COCTOSAHWS| OAWMH AOKYMEHT
IOKYMEHTa; 3anofiHeHue (CBepka) KHKHOro dopmMynspa:
24 |nnockoneyaTtHble JOKYMEHTbI 2,0
25 |penbeHO-TOYEeYHbIE JOKYMEHTBI 3,0
26 [nogbopka KOMMIEKTOB, CBsi3blBaHWe B Madvkyn; OopMIeHNe| OAUH OOKYMEHT 0,5
NOKYMEHTOB 119 nepejayn B nepennet
MoarotoBka K pecTtaBpauuun "roBopsilmMxX" KHUI Ha KacceTtax W
[1OKYMEHTOB, 3annCaHHbIX HA ONTUYECKUX OUCKaX:
27 pTOOp [OOKYMEHTOB MANsi pecTaBpauuu, MpoBepka COCTOSIHUS OLWH OOKYMEHT 3,0
[1IOKYMEHTa, 3anosiHeHne (CBepKa) KHXHOro dhopmMynsipa
28 [nogrotoBka JOKYMEHTOB K BOCCTAHOBIEHMIO; NOAOOPKA AOKYMEHTOB, OAWH OOKYMEHT 0,5
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PectaBpaunsa nnockonevaTHbIX U penbeHO-TOMEYHbIX JOKYMEHTOB:
29 pnepennetHble paboThbl OOMH AOKYMEHT 90,0
30 |BoccTaHoBMNeHME OTAENbHbIX NOBPEXAEHHbIX CTpaHuu,| ofHa cTpaHuua 30,0
HamneyaTaHHbIX penbeHO-TOYEYHbIM  LIPUATOM  (CKaHUMpOBaHUe,
pacno3HaBaHve, pedakTUpoBaHWe, pacrnedaTka Ha OpanneBckom
npuHTEpe)
31 |Menkun pemoHT (Moaknenka HagopBaHHbIX CTpaHuu, nepenneTta, OAWH AOKYMEHT 2,0
TUTYNbHBIX JINCTOB, KapMaLUKOB, SIPSIbIKOB, 3aMeHa MpPY>XUHHOIO
nepenneta)
PecTaBpaunsi LOKYMEHTOB, 3aMMCaHHbIX Ha ayauMoKacceTax:
32 [BOCCTaHOBMEHME MOBPEXOEHHOTO AOKYMEHTa C aHasflorM4yHOro Hal oJHa orepauus 50
crneunanbHOM 00OpyAOBaHUM B 3aBMCMMOCTM OT TEXHUYECKOIO
OCHaLLEeHNS
33 |Menkum pemoHT (3ameHa HenpaBWibHbIX CKIEeeK, MNoAdKnenkal oauvH AOKYMEHT 5,0
pakopAa, 3TUKETOK Ha doyTnsipax)
BoccraHoBneHue yTpayeHHbIX/NOBPEXAEHHbIX OOKYMEHTOB,
3anUcaHHbIX HAa ONTUYECKMX AUCKAX:
34 |ckaHMpOBaHWE AMCKa CTaHAapTHbIMU cpeacTBaMm OOVH OUCK 2,0
35 |ckaHMpoBaHME  MOBPEXAEHHOrO AMcka C  WUCMONb30BaHMEM OOVIH OUCK 20,0
cneumanbHOro NporpamMmmMHoro obecnevyeHus
36 j3arpyska obpasa gucka B aBTOMaTU4EeCKUn gyonmkaTop OAVH OUCK 3,0
KpaTHoe Bocnpov3BegeHe UCKOB;: OAVH OUCK
37 [TekcToBble hanbl 0,3
38 [3ByKOBbIE (hannbl 3,0
39 |Bugeodannsbl 6,0
[MpoBepka Ka4yecTBa KONuin; OAVIH ANCK
40 [rekcToBble hannbl 1,0
41 i3ByKOBble hannbl 50
42 Bugeodannbl 50
[Mprvem AOKYMEHTOB NOCNe pecTaBpaLlymu;
43 (cBepka MOCTYMMBLUMX [OOKYMEHTOB C KHWXHbIM (POPMYnspoM, OAMH AOKYMEHT 1,0
NpoBepka kKadecTBa [JOKYMEHTOB, BOCCTaHOBMEHME 3arnaBus,
HanncaHve wndgpa Ha apnbike, KopeLluke AOKYMeHTa
O6ecnbinMBaHne goHaa:
44 lobecnbinMBaHne oHOa C MOMOLLLIO Mblflecoca; obecneveHue| ogHa Mepornorska 15,0
paboyero Mecta TEXHUYECKMMU CpeacTBaMU: MbINIECOCOM, paboynm
CTONNKOM, CTPEMSIHKOW, BeApPOM; MpoBeAeHMe O00ecnbiMBaHUS;
3aHeCeHMe TEXHUYECKNX CPELACTB HA MECTa XpaHeHus
45 pydyHoe obGecnbinuBaHue ¢oHaa; obecneveHne paboyvero mecTal ogHa Mepornosika 10,0
TEXHUYECKMMU CPEACTBaMMU: CTPEMSIHKOW, paboyMm  CTOMMKOM,
TENIeXXKOW, BeAPOM, TPSINKamu; NPOTUPKA, 3aHECEHUE TEXHUYECKUX|
CpeacTB Ha MecTa XpaHeHust
3.8. Paborta c poHaom. MNepeBog JOKYMEHTOB B LndppoBon hopmar
Tabnuua 49
N n/n HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl Eannuua Hopma
NU3MEepeHNss  |BPEMEHU, MVUH.
1 2 3 4
OuncbpoBka [OKYMEHTOB, HaneyaTaHHbIX penbedHO-TOYEYHbIM
LUpUdTOM:
1 |ckaHupoBaHue 1 pacno3HaBaHWe penbeHO-TOMEYHOro TEKCTA OfiHa CTpaHuua 2,0
2 |coxpaHeHue (panna B TEKCTOBOM dpopMaTe oaMH dhann 0,5
PepaktnpoBaHne OTCKaHMPOBaAHHOIO MaTtepuana B TEeKCTOBOM| OfHa CTpaHuua
pegakTope:
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3 XyOOXeCTBEHHbIN TEKCT 5,0

4 [rexHudeckne W gpyrue cneuuanbHble TeKCTbl (HOTHasd 3anuchb, 40,0
MaTeMaTuka, MeguumHa, XMMmnsi)

OumndpoBKa JOKYMEHTOB, 3aNMCaHHbIX HA MarHUTHOW JNIEHTE:

5 |nepeBog aHanorosoun 3anucu B LMGPoBOM hopmaT OfHa 3anucb 6,0

6 (bpaboTka 3anMcy Ha MarHUTHOW JNIEHTE Ha KaTyLlkax; pecTaBpauus OOWH Yac 180,0
3ByKa 3BYyYaHus

7 |obpaboTka 3anMcyn Ha MarHMTHOW NeHTe Ha KacceTe; pecTaBpauus OAVH Yac 90,0
3ByKa 3BYYaHus
OumndpoBKa JOKYMEHTOB, 3aNMCaHHbIX Ha rpaMniacTuHKax:

8 |nogrotoBka rpamnnacTUHKM K 3anucu ¢OoHorpamMmbl; yaaneHue ogHa 12,0
NbliM  C  MOBEPXHOCTM T[PAMMMACTUHKM, CHATME CTaTMYECKOro| rpamMmniacTuHKa
PNekTpnyecTBa

9 BEanucb hoHOrpaMmbl rpamMMIACTUHKA C UCMOSNTb30BAHNEM 3BYKOBOIQ ofHa
pegakTopa doHorpamma
O6paboTka 3anmMcaHHO OHOrpaMmMmbl: ofHa

doHorpamma

10 |noCTOsiHHOE aMNNNTYAHOE CMeLLeHne 5,0

11 |ypaneHve LWen4ykoB W MOTPECKMBaHMKA C MOMOLLbK nrarvHa 10,0
ABTOMAaTMYECKOIO HaxXOXAeHUs 1 yganeHms nogobHbIX LLEen4KkoB

12 ycTpaHeHue (POHOBbLIX LLIYMOB 10,0

13 lobecneyeHne KayeCTBEHHOTO W ECTECTBEHHOro 3By4aHusi 10,0
Mcnonb3oBaHNeM 3KBanamnsepos (rpaduyeckoro,
naparpadu4eckoro, napaMmeTpu4eckoro)

14 Hopmanusaumsi CBOMCTB 3BYKOBOro MaTepuana 5,0

15 jnogrotoBka o6paboTaHHOW OHOrpPaMMbl K 3anuMcy Ha AUCKax; ofHa 20,0
paspeska 3BYKOBOro pavna Ha Tpeku doHorpamMmma

16 Banucb NOArOTOBMEHHOIO ayauoMaTtepuana Ha Auck (C ydyeTtom OAVH OUCK 12,0
BO3MOXHOCTM  KOHBEPTMPOBaHWsi  MaTtepuana B  copmar
ayanodanna)

3.9. ObcnyxuBaHne nonb3oBaTtenen
Tabnuua 50
N n/n HaumeHoBaHme npouecca, onepaunn. CoctaB paboThl EavHnua Hopma
N3MEPEHNs]  |[BPEMEHU, MUH.

1 2 3 4
Banvck nonb3oBartenen B 6MONMOTEKY:

1 |npocmMOTp OOKYMEHTOB Monb3oBaTens (nacnopT, YneHckun 6wuner, OOWH 2,0
CTyOeH4Yeckuin Owunet, cnpaBka 06 WHBaNMMAHOCTM MO 3PEHuto), Mnonb3oBaTesb
npoBepka Hanuuns YYETHO-pErNCTPaLNOHHON KapTOYKM
nonb3oBarenst
3anonHeHne y4eTHO-perncTpaunoHHbIX AOKYMEHTOB Nofb3oBaTens: | ognH oopmMynsap

2 (dhopmMynsip Ha ByMakHOM HocuTene 5,0

3 PREeKTpPOHHbIN hopmynsp 4,0

4 |peructpalMoHHasa KapToyka 5,0

5 [TpaHCnOpTHLIN NUCT 6,0

6 |noroBop obcnyxmBaHus (2 ak3emnnspa) 7,0

7 [reTpagb perncrpaumm nonb3oBaTenen 1,0

8 |o3HakoMneHne C npaBunamMyM  NOMb30BaHUA  BGUBNMOTEKOWN, OaViH 20,0
CNPaBOYHBIM annapaToM, HanMuuem ApYyrux OTAENOoB, MepevyHeM nonb3oBaTesb
npefocTaBnNseMbIX ycnyr

9 |paccTaHOBKa pPerncTpaumMoHHbIX KapToyek nonb3oBaTenen B OAHa KapToyka 1,0
KapToTeky
[Mepepernctpaunsa nonb3oBarenemn
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[Mouck wn BHeceHWe W3MEHEHUN B YYETHO-PErnCTpaLMOHHbIE
NOKYMEHTbI N0oNb30BaTens:
10 (dhopmynsip Ha ByMa)kHOM HocuTene OAVH dhopmynsp 1,0
11 BNeKTPOHHbIN dopMynsp OAVH dhopmynsp 1,0
12 |peructpaLmoHHas KapToyka OfiHa KapTo4Ka 1,0
13 [TpaHCnopTHbIN NUCT OAVH nNnucT 1,0
14 |goroBop o6cnyXuBaHus OAMH J0roBop 1,0
3.10. CrauuoHapHoe o6cnyxmBaHue nonb3oBaTenem
Tabnuua 51
N n/n HanmeHoBaHne npouecca, onepaunn. CoctaB paboTsl EgvHnua Hopma
U3MEepeHNss  |BPEMEHU, MUH.
1 2 3 4
Ob6cnyxnBaHve nonb3oBaTtenen B otaenax aboHemeHTa: obero 1
HOTHO-MY3blKanbHOro:
1 mHdopMMpoBaHME Monb3oBaTenen 0 HOBbIX MOCTYNNeHusix; 6beceqal opHa Gecepa 5,0
C Nonb30BaTerneM y BbICTaBOK
Mopgbopka pgokymeHToB M3 oHoa oOTgena  ans  Bblgauu
Nonb30BaTeNHo:;
2 M3gaHus, HaneyaTaHHble penbeHO-TOYEYHbIM LPUATOM OAVH JOKYMEHT 3,0
3 ['roBopsilme” KHWUrM 1 My3blkalbHble NPOM3BEAEHNS HA KacceTax OAVH OOKYMEHT 3,0
4 m3gaHua Ha UM@POBLIX HOCUTENSX WHGOPMauMK (OUCKW, dnewl- OAUH OOKYMEHT 1,0
KapTbl C KPMNTO3ALLMTON)
5 [rpamniactuHKu OAVH JOKYMEHT 1,0
6 |HOTHble M3gaHus (NnockoneyaTHble N No cucteme bpanns) OAVH OOKYMEHT 2,0
7 M3gaHudA, HaneyaTaHHble  MfOCKOMeYaTHbIM, B TOM  YuChe OAWMH AOKYMEHT 1,0
YKPYMHEHHBIM, LWPUATOM
8 @ByKoBble (hawnbl u3 6a3bl  AaHHbIX  "roBopAwWwMX"  KHUF ¢ OAMH chann 15,0
KpMnTO3aLLmMTOn
9 @Banucb 3BYKOBbIX PanroB "roBOpALMX" KHUI C KPUMATO3aWMTON Hal  OAMH chann 10,0
briew-kapTy nonb3oBaTens C NpeaBapuUTENbHOW  MOLTOTOBKOW
(o4mcTKOM) priew-KapTbl Nonb3oBaTens
10 |npegoctaBneHve MOMb3oBaTeMO  HOTHbIX W My3blKamnbHbIX| OOWH OOKYMEHT 20
NMOKYMEHTOB ans npeaBapuTenbLHOro npovrpbiBaHus,
npocnywneaHusa B NoMeLleHnn otaena
[MpoBepka AOKYMEHTOB nepen Bblgavyen/MpuemMom Ha COOTBETCTBME| OOWMH OOKYMEHT
M oTCcyTCTBME AedEKTOB:
11 M3pgaHuna, HaneYyaTaHHble penbedHO-TOYEYHbIM LWPUGTOM 1,0
12 ['roBopsme" KHUMM U My3blkarbHble NPOU3BEeAEeHUSA Ha KacceTax 3,0
13 M3gaHusa Ha uMdpoBbLIX HOCUTENAX WHOpMauMM (Ouckn, dreLwl- 1,0
KapTbl C KPUNTO3ALLMTOWN)
14 [rpamnnacTuHKK 1,0
15 |HOTHblE n3gaHus (nnockonevyaTHble U No cucteme bpanns) 1,0
16 M3gaHusA, HaneyaTaHHble NNOCKoMNeYyaTHbIM, B TOM  4uChne 0,8
YKPYMHEHHbIM, LWPUATOM
17 BbloadYa AOKYMEHTOB MOSib30BaTeNt0, OTMETKA O Bblgaye B KHMXXHOM| OAWH OOKYMEHT 0,7
hbopmynsipe
OTtmeTka 0 Bblgaye/npneme JOKYMEHTOB: OAVH JOKYMEHT
18 B py4yHOM pexume 1,0
19 |B aBTOMaTM3nMPOBAHHOM peXUMe 0,7
20 [Mpvem OOKYMEHTOB OT MOMb30BaTens, MOUCK U BKAadKa KHWKHOMO, OAWMH OOKYMEHT 1,0
dbopmynspa
[MpogneHue cpoka Nofb30BaHUSA JOKYMEHTaAMMU: OLVH JOKYMEHT
21 B py4HOM pexumMe 2,0
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22 B aBTOMaTU3UPOBAHHOM peXmMme 0,7
KoHcynbTauma nonb3oBaTtens: ofHa
KOHCynbTauus
23 |no paboTte ¢ KapTO4YHbIM KaTanorom 5,0
24 no paboTe C 3NeKTPOHHbLIM KaTanorom 7,0
25 |no akcnnyatauuu TmcpnomarHutodoHoB, TudnodneLl-nneepos 10,0

OT6op 1 Nepedaya Ha BOCMPOU3BEAEHUE B CrieLmansHOM dpopmarte
bparMeHTOB NMocKoneYaTHbIX TEKCTOBLIX U HOTHBIX JOKYMEHTOB (Mo
sanpocy nonb3oBarens):

26 [npueM 3anpoca OT nofb3oBaTens, nogbopka [OOKYMEHTOB, OOWH AOKYMEHT 50
ocpopmMneHne 3akasa
27 nogrotoBka [OKYMeHTa K BOcnpousBedeHuto (MOWCK, 3aknadkal ogHa cTpaHuua 2,0

PparMeHTOB, OLIEHKa BO3MOXHOCTWU CKaHMPOBaHUS TEKCTa, PY4YHOro
Habopa HOTHOW 3anucuy no cucteMme bpanns)

O6cnyxnBaHve Nonb3oBaTenen B YATANIbHOM 3arne:

28 WMHGoOpMUpoBaHME O  HOBbIX  MOCTynneHusix; ©Oecega C opgHa becepa 5,0
Nonb30BaTeNeM y BbICTABOK, TEMATUYECKUX KHIDKHBIX MOMOK
lMounck JOKYMEHTOB MO 3anpocy Nonb3oBaTtens B NnogcobHoM doHae:| oanH JOKYMEHT
29 |no BMgam nsgaHum 3,0
30 |no onpegeneHHon Teme 4,0
[MpoBepka OOKYMEHTOB nepen Bblgavyen/MpuemMom Ha COOTBETCTBME| OOWH OOKYMEHT
M oTcyTCTBME AedEKTOB:

31 M3gaHus, HanevaTaHHble penbeHO-TOYEYHBIM LPUATOM 1,0
32 ['roBopsime” KHUMM Ha KacceTax 4,0
33 M3gaHua Ha UM@POBLIX HOCUTENSX WHopMauuu (Oucku, dnet- 1,0
KapTbl)
34 m3paHus, HaneyaTaHHble MAOCKOMe4YaTHbIM, B TOM  4ucne 0,8
YKPYMHEHHBIM LWPUATOM
35 [TaKkTunbHble pyKogenbHble n3aaHus 1,0
36 |penbedHo-rpaduyeckme nocobms 1,0
37 |Bblgava JOKYMEHTOB MOfb30BaTeNto, OTMETKA O Bbldaye B KHWKHOM| OAWH AOKYMEHT 0,7
hopmynsipe
OTmeTKa 0 Bblgade/npueme JOKYMEHTOB: OLVH OOKYMEHT
38 B py4HOM pexumMe 1,0
39 |B aBTOMaTU3NPOBAHHOM PEXUME 0,7
40 |npvem OOKYMEHTOB OT MoOfb30BaTensi, NOUCK U BKMNagKa KHWKHOIO| OOWH OOKYMEHT 1,0
hopmynsipa
KoHcynbTauma nonb3oBaTtens: ofHa
KOHCynbTauus
41 |no paboTe C KapTOYHbIM KaTarorom 7,0
42 |no paboTe C aNeKTPOHHbLIM KaTanorom 8,0
43 |no akcnnyataumm TMnomarHMTogoHoB, TudnodneLl-nneepos 10,0
44 |no akcnnyatauuu afanTuMBHbIX TUGNOTEXHUYECKUX Cpeacts W 20,0
nporpamm
45 |no aKkcnnyatauMuM  KOMMNbIOTEPHOW TEXHUKM U NPOrpamMMHOro 20,0
obecneyeHus
PaboTa c yTeLom:
46 |npepBapuTenbHas 3anuncb Nonb3oBaTend K yteuy o[Ha 3anucb 1,0
47 |nouck, odhopmMmneHne JoKyMeHTa Angd Bbigavym Nonb3osaTento OfVH JOKYMEHT 5,0
48 MTEeHue TekcTa OfHa cTpaHuua 5,0
(dbopmart A4)
49 |npounTbiBaHME TEXHWYECKOro U ApYyrux cneumanbHbiX TekctoB Hal 1000 3HakoB 6,0

MarHWTHYH NeHTY/UMdpoBble HOCUTENM
OT6op M Nepefadva Ha BoCcNpou3BeeHWe B creumansHoM gopmMare
bparmMeHTOB ~ MrockomneyvaTHbIX  JOKYMEHTOB (MO 3anpocy
nonb3oBaTens):
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50 |npuem 3anpoca OT nonb3oBaTensd, noadopka [OKYMEHTOB, OAWH AOKYMEHT 50
odopmMIeHNe 3akasa

51 |nogrotoBka AOKYMEHTa K BOCMPOU3BEAEHUIO OflHa CTpaHuua 2,0
3.11. BHecTaumoHapHoe obcnyxusaHue nosb3oBaTernen

Tabnuua 52
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboTsl EgvHnua Hopma
N3MEPEHNs]  |[BPEMEHU, MUH.

1 2 3 4
HagomHoe o6cnyxvMBaHue Nonb3oBaTenew:

1 |npuvem 3akasa OT nosib3oBarenia no TenedgoHy, odopMneHne 3akasa OAVH 3aKas 4.0
lMounck 13 poHga KOMMIIEKTa JOKYMEHTOB: OOMH KOMNMEKT

2 n3gaHus, HanevaTaHHble pernbedHOo-TodeuHbIM Wwpudgtom (10 - 15 15,0
KHWI 13 KOMMEKTa)

3 ['roBopsiime” kHWrv Ha kacceTax (5 Ha3BaHWI) 10,0

4 3gaHusa Ha UMAPOBBIX HOCUTENSIX WMHAopMauuMn (OUcKW, dneLu- 6,0
kapTbl) (5 Ha3BaHWUn)

5 |oTMeTKa 0 Bblgaye JOKYMEHTa B KHUXHOM popMynspe OAVH JOKYMEHT 0,7
OtmeTka ©0 Bbligaye/mpuemMe  OOKYMEHTOB B hopmynsipel OAWH OOKYMEHT
nonb3oBaTens:

6 B py4HOM pexumMe 1,0

7 |B aBTOMaTU3NPOBAHHOM pEXUME 0,7

8 |nogrotoBka [OOKYMEHTOB K OTMPaBKe; COPTMPOBKA MO BuaaM,  OAMH 3akas 15,0
n3gaHun, ynakoska, oopmIieHne TPaHCMOPTHOrO NMCTa, NOrpys3ka;
cornacoBaHue ¢ nonb3oBaTenem no TenedoHy, AocTaBka 3akasa

9 |npuem OOKYMEHTOB OT MONb30BaTers; Bbirpy3ka, pacnakoBka, MOMCK  OAMH 3akas 8,0
M BKNazKka KHUXHOro dhopmynspa
[MpoBepka OOKYyMEHTOB nepea oTnpaskon/npMeMom Ha| OOWH OOKYMEHT
COOTBETCTBME N OTCYTCTBUE AEeEKTOB:

10 m3gaHus, HanevyaTaHHble penbedHO-TOYEYHbIM LUPUETOM 1,0

11 ['roBopsLLMe" KHUIM Ha KacceTax 6,0

12 m3gaHua Ha UMPOBBIX HOCUTENSX WHGOpPMaUUKM (OUCKW, dneLw- 1,0
KapTbl)

[MpoaneHue cpoka Nonb30BaHUSA JOKYMEHTaMM: OLVH JOKYMEHT

13 B py4HOM pexunme 20

14 |B aBTOMaTU3NMPOBaAHHOM pexume 0,7
O6cnyxmnBaHue nonb3oBatenen B G1MBNmMoTedHbIX NyHKTax:

15 jnogrotoBka W 3akMYeHWe [oroBopa Mexay Oubnuotekon u|  oawH SOroBop 300,0
opraHusauumen, rae OygeT OCYLWeCTBNSATLCS BHECTaLMOHapHOe
o6CcnyxmBaHue
OdopmneHne opmynsipa 6ubNMOTEYHOro NyHKTa: OfVH chopmynsip

16 B py4HOM pexunme 7,0

17 B aBTOMaTU3NPOBAHHOM PEXMME 6,0

18 lodbopMneHne nankym ¢ LOKYMEHTamu (OOroBOp, AOBEPEHHOCTb Hal  OfHa narka 15,0
NONyYeHWEe KHUT, OTYETHI)

19 cocTaBneHne cxembl pasMelleHns OmbrmoTeyHbix MYHKTOB MOl  OAHa cxema 120,0
TeppuTopuaMm

20 |cocTaBneHue rpacmka oOMeHa [OOKYMEHTOB, HaXoOAWMXCA Bl OOWH rpaduk 20,0
BMBIMOTEYHbIX MYHKTax

21 |cocTaBneHue nfnaHa MEeToAMYEecKon mnoMowm Oubnmnotekapsim- OOWH NfiaH 60,0
obLlecTBEHHUKaAM
Bblgadya JOKYMEHTOB B GUBIVMOTEYHbIN NYHKT:

MogroToBka M pacnedvatka CnMcka OOKYMEHTOB, MpedHa3HayeHHbIX  OAWH CMCOK
ans Bblga4ynm 6ubnmoTevyHOMy NyHKTY:
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22 20 JOKYyMEHTOB 30,0

23 40 JoKyMEeHTOB 60,0

24 100 goKyMeHTOB 120,0
Mogbopka M3 oHAa MO CNUCKY/3asiBKE KOMMIIEKTOB [AOKYMEHTOB| OOWH OOKYMEHT
pasnuyHbIX POpPMaToB:

25 M3gaHusa, HanevaTaHHble penbeHO-TOYEYHbIM LWPUGTOM 3,0

26 ['roBopsilume" KHUMM Ha KacceTtax 2,0

27 M3gaHua Ha UM@POBBLIX HOCUTENnsx WHopMauuu (aucku, dneL- 1,0
KapTbl)

28 M3gaHWA, HaneyaTaHHble  MfocKonevYaTHbIM, B TOM  4uCre 1,0
YKPYNHEHHBIM LUPUAITOM
CBepka JOKYMEHTOB CO CMMCKOM/3asBKOW M MpoBepKka LOKYMEHTOB| OAMH OOKYMEHT
nepej Bblgayer Ha COOTBETCTBUE U OTCYTCTBUE OAedEKTOB:

29 M3paHus, HanevaTaHHble penbeHO-TOYEYHbIM LPUGDTOM 1,0

30 ['roBopsime” KHUMM Ha KacceTax 6,0

31 mM3gaHus Ha UM@POBBIX HOCUTENSIX WMHAOPMauMn (OUCKM, doneLu- 1,0
KapTbl)

32 M3paHusa, HaneyaTaHHble  MfocKoneyaTHbIM, B TOM  4uchne 0,8
YKPYNHEHHBIM LUPUATOM

33 [copTupoBKa Mo BuAam M3gaHWii, OTMETKa O Bblgaye AOKYMeHTa B| OA4MH OOKYMEHT 1,0
KHWXHOM cbopMynspe
OTmeTKa 0 Bblgaye JOKYMEHTOB: OOWH JOKYMEHT

34 B py4HOM pexume 1,0

35 B aBTOMaTM3MpPOBaHHOM peEXnme 0,7

36 |paccTaHoBKa KHKHbLIX QOPMYNSApOB B KAPTOTEKY MHAMKATOpa OAVH dhopmynsap 1,0

37 [nogrotoBka AOKYMEHTOB K OTMpaBKe; yNakoBKa, COCTaBfieHMe Onucn,| OAMH KOMMNIIEKT 30,0
norpyska

38 pTmeTka 06 oTnpaBKe 3akasa B XKypHarne perncrpauum OfHa 3anuchb 2,0

39 |onoBeLyeHne aboHeHTa 06 oTnpaBke 3akasa OANH abOHEeHT 1,0
[Mpuem JOKYMEHTOB 13 BMBNMOTEYHOrO NyHKTa:

40 |pacnakoBKa MocblSIK1, COPTUPOBKA JOKYMEHTOB N0 BUAAM U3AaHUN 0[Ha NochbIfKa 3,0
MpoBepka  BO3BpaLUEHHbIX OOKYMEHTOB Ha  COOTBETCTBME, OOWH AOKYMEHT
KOMMNNEKTHOCTb, OTCYTCTBME AE(EKTOB:

41 3gaHus, HaneyaTaHHble penbeHO-TOYEYHbIM LPUATOM 1,0

42 ['roBopsLiMe" KHUMM Ha KacceTax 6,0

43 M3gaHua Ha uUMdPOBLIX HOCUTENAX WHOpMaumMM (Guckn, dneLwu- 1,0
KapTbl)

44 3gaHus, HaneyaTaHHble  MOCKOMeYaTHbIM, B TOM  4ucne 0,8
YKPYNHEHHBIM LUPUATOM

45 |copTMpoBKa [OOKYMEHTOB MO BMAAM W34aHWKA, NMOUCK W BKNagkal OOuH OOKYMEHT 1,0
KHVKHBIX (DOPMYNsIpoB
OTmeTKa 0 NpuemMe AOKYMEHTOB: OLVH OOKYMEHT

46 B py4HOM pexume 1,0

47 |B aBTOMaTU3MPOBAHHOM pexunme 0,7

48 lonoBelleHne aboHeHTa 0 NpuemMe AOKYMEHTOB O4VH aboHeHT 1,0

49 lotmeTKa 06 0bMeHe JOKYMEHTOB B AHEBHUKE OTAENa ofHa 3anuchb 1,0
3aoyHoe 0bcnyxmMBaHWe nonb3oBaTenen
OcbopmneHre JOKYMEHTOB Ha 0b6cnykuBaHMe abOHEHTOB:

50 |npuem 3aaBkM OT aboHeHTa Ha obcnyxmnBaHue, NOArOTOBKA NakeTa| oOfHa 3asiBKa 50
[TOKYMEHTOB K OTnpaBke
OdopmneHne opmynsipa aboHeHTa: OAVH dhopmynsp

51 B py4HOM pexume 6,0

52 |B aBTOMaTU3NPOBAHHOM pEXUME 7,0
Bblgada JOKYyMEHTOB aboHeHTaM
MNonbopka 13 oHaa no 3akasdy aboHeHTa JOKYMEHTOB pasnuuHblX| OAWMH OOKYMEHT
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bopmaToB:
53 m3gaHus, HanevaTaHHble penbedHO-TOYEYHbIM LWPUQTOM 3,0
54 ['roBopsiLme" KHUIrM Ha KacceTax 2,0
55 mM3gaHusa Ha UMAPOBLIX HOCUTENSX WMHAOPMauMu (OUCKM, dneLu- 1,0
KapTbl)
56 M3gaHusA, HaneyaTaHHble  MfocKonmevYaTHbIM, B TOM  4uUCne 1,0
YKPYMHEHHBIM LWPUATOM
CBepka OOKYMEHTOB CO CMMCKOM W NpoBepka AOKYMEHTOB nepen OAWH AOKYMEHT
BblJa4Yen Ha COOTBETCTBME U OTCYTCTBME OE(DEKTOB:
57 M3paHus, HanevaTaHHble penbeHO-TOYEYHbIM LIPUDTOM 1,0
58 ['roBopsume” KHUIM Ha KacceTax 6,0
59 M3gaHuA Ha UMPPOBLIX HOCUTENAX WMHOopMauuu (OUCKU, dneL- 1,0
KapTbl)
60 m3pgaHusa, HaneyaTaHHble  MAoOCKoNeyaTHbIM, B TOM  4ucne 0,8
YKPYNHEHHBIM LUPUATOM
61 |oTMeTKa O Bblgaye JOKYMEHTa B KHUXXHOM dhopmyrnsipe OOVH JOKYMEHT 0,7
OTmeTKa 0 Bblgaye JOKYMEHTOB: OOWH OOKYMEHT
62 |B py4HOM pexume 1,0
63 B aBTOMaTM3MpPOBaAHHOM pEXUME 0,7
64 |paccTaHoBKa KHWXHbIX POPMYISAPOB B KAPTOTEKY OQIMH dhopmynsap 1,0
65 [nogrotoBka JOKYMEHTOB K OTMNPaBKe; YNakoBKa, COCTABIIEHMNE OMNWUCK,| OAWMH KOMMIEKT 30,0
norpyska
66 |oTMeTKa 00 OTnpaBKe 3akasa B XXypHane perucrpaumm OfHa 3anucb 2,0
67 |onoBelleHne aboHeHTa 06 oTnpaBke 3akasa OAWH aboHEeHT 1,0
[Mprem OOKYMEHTOB OT aBOHEHTOB:
68 [Mpuem OOKYMEHTOB; COPTMPOBKA MOCLISIOK MO agpecam, OTMETKa O OAHa Nnochiika 2,0
npvemMe B XypHane permcrpaumu
69 |pacnakoBKa NOCbINIKN, COPTUPOBKA AOKYMEHTOB NO BUAAM U3OaHWUN 0[Ha NockbIfKa 3,0
[MpoBepka  BO3BpaALUEHHbIX  OOKYMEHTOB Ha  COOTBETCTBUE, OOWH OOKYMEHT
KOMMIIEKTHOCTb, OTCYTCTBUE AedEKTOB:
70 mM3paHus, HanevaTaHHble penbeHO-TOYEYHbIM LPUGTOM 1,0
71 ['roBopsiLume" KHWUIM Ha KacceTax 6,0
72 M3gaHusa Ha UMA@POBLIX HOCUTENsX WHdopMauuu (aucku, dnet- 1,0
KapTbl)
73 M3paHus, HaneyaTaHHble  MIOCKOMe4YaTHbIM, B TOM  4ucne 0,8
YKPYMHEHHBIM LWPUATOM
74 |copTMpOBKa [OOKYMEHTOB MO BWAAM MW3OAHWW, MOWUCK WM BKNagkal OAWH AOKYMEHT 1,0
KHVXXHBIX (DOPMYnsipoB
OTmeTKa 0 NpUeMe AOKYMEHTOB: OLVH JOKYMEHT
75 B py4HOM pexumMe 1,0
76 |B aBTOMaTU3MPOBAHHOM peXmme 0,7
77 pnoseweHne aboHeHTa 0 Npueme JOKYMEHTOB 0OMnH aboHeHT 1,0
78 |lotmeTka 06 0OMeHe JOKYMEHTOB B AHEBHUKE OTAENa ofHa 3anucb 1,0
3.12. BHyTpeHHsAs paboTa
Tabnuua 53
N n/n HanmeHoBaHMe npouecca, onepaunn. CoctaB paboThl EavHnua Hopma
n3mMepeHnst BPEMEHU, MVH.
1 2 3 4
[MoaroTtoBka K Bblgave:
1 |nogBegeHve wuToroB paboTbl 3a npolweawni AeHb, 3anucb B eXXeHeBHO 15,0
DHEBHUKE
2 |pacctaHoBka popMynapoB nonb3oBaTened No Cpokam, MOl OAuH popmynsap 1,0
andasuty
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3 |nogbopka AOKYMEHTOB MO BuAaM u3gaHWi No npensapuTenbHbIM| OAWH AOKYMEHT 1,0
3akasam nonb3oBarenem
MpocmoTp HOBbIX NOCTYNNeHUn ans pekomeHaauuy| oauH OOKYMEHT
nonb3oBaTensim:
4 [raseThl 5,0
5 PKypHanbl, HaneyaTaHHble NAOCKONe4YaTHbIM LWPUATOM 15,0
6 PKypHanbl, HaneyaTaHHble penbeHO-TOYEYHbIM LLpUgTOM 5,0
7 |[kHUrKM, HanevyaTaHHble NNOCKOMNEeYaTHbIM LWPUATOM 50
8 |kHurn, HanevyaTaHHble penbedHO-TOYEYHbIM LWPUGTOM 20
9 |ayavoBusyanbHble N34aHus Ha aHanorosbIX Y LMGPOBbLIX HOCUTENSX 20
10 |[npocMOTP M NOMOMHEHUEe KHWXHbBIX BbICTABOK, MOMOK U CTennaxewn, oauH OOKYMEHT 50
OTKPLITLIX AN cB0OOOAHOIO JOCTyna nonb3oBaTenew
11 |jnogrotoBka paboyero mecta eXxeaHeBHO 15,0
PaboTta ¢ dhopMynsipom nonb3oBaTerns:
12 jaHanu3 ¢opmynapoB nofnb3oBaTenen, BbISBNEHME YuTaTenbCKUX| OAMH hopmMynsp 20,0
MHTEPECOB
13 jBanucb B hopMyngape nonb3oBaTtens o0 pesynbTatax aHanusa YteHus| oavH hopmynsp 3,0
32 onpegeneHHbIn nepuog
14 |cocTaBneHne KapTOTEKN YNTATENbCKUX MHTEPECOB OfHa KapTo4ka 3,0
15 BBanucb B AHEBHMKE BUbnMoTekaps o AUHaMUKE YTEHUS U MHTepecax| oAHa 3anucb 2,0
nonb3oBaTtenen (rpynnbl Nonb3oBaTenen)
Pabota c nonb3oBatensiMu, He BO3BPaTUBLUMMU JOKYMEHTbI B CPOK:
16 |npocmoTp 1 oT6op HopMynNsSPOB MoNb3oBaTeNen, He BO3BPATMBLLMX| OAMH dOpMYynsip 2,0
[1OKYMEHTbI B CPOK
3BeLleHne nonb3oBaTensi, He BO3BPaTUBLLEINO OOKYMEHTbI B CPOK;| OAMH hopMynsp
OTMETKa AaTbl HANOMWHaHMA B opMynspe Nonb3oBaTens:
17 ycTHO (no TenedoHy) 3,0
18 NMCbMEHHO Yepes NOYTOBOE OTAENEHNE UITN ANEKTPOHHYIO NOYTY 3,0
19 |ynaneHvne n3 Gasbl AaHHbIX CBEOEHUN O 3aHATOCTM BO3BPALLEHHbIX| OOWH OOKYMEHT 0,7
MOKYMEHTOB
[Mprem AOKYMEHTOB B3aMEH YTEPSHHbIX;
20 NpocMOTP M oOueHKa [OOKyMEeHTa, MpeasiokeHHOro B3amMeH OAWH OOKYMEHT 3,0
YTEPSAHHOIrO
21 Banucb O 3aMeHe [OKymMeHTa B dopMynspe nonb3oBaTtens, B OAWH OOKYMEHT 2,0
TeTpagn y4eTa JOKYMEHTOB, MPUHSATBIX B3aMEH YTEPSHHbIX
PaboTa c oTkasamu:
22 @anonHeHWe KapToMKM Ha OTka3 C YyKa3aHueM MPWYKUHbL| OfHa KapTodka 4,0
pacCcTaHOBKa KapTOYEK B KAPTOTEKY OTKa30B
23 |aHanu3 oTka30B, NOArOTOBKA CMMCKa Ha AOKOMMNEKTOBaHue poHaa OLVH 0TKa3 8,0
3.13. ObcnyxuBaHue no mexotubnuoteyHomy aboHemeHTy (MBA)
Tabnuua 54
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
N3MEPEHNs]  |[BPEMEHU, MUH.
1 2 3 4
ObcnyxnBaHve uHAMBUOYaNbHbIX Nonb3oBaTenen Gubnmotekn no
MBA:
1 |peructpauna nonb3osaTensd, nonbaytoweroca MBA OOViH 2,0
nonb30BaTenb
2 [BanonHeHue bnaHka-3akasa OVH 3akKas 3,0
3 |yTouHeHMe YyKasaHHbIX MNorib3oBaTesieM CBeAeHW O 3aKka3aHHOM OVH 3akKkas 2,0
[JOKYMEHTE, Lensx 3anpoca, UCTOMHUKE, OTKyAa MoSly4YeHbl CBeAeHUs
Bubnmnorpadunyeckas aopaboTka 3akasa; YTOYHEHME  OAMH 3aKas
onbnuorpadmyecknx ceeaeHui:
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SN

No CnNpaBoOYHbIM U3gaHusaM 13 oHaa GubnuoTteku

10,0

npuv NOMoOLUN BHYTPEHHUX U BHELUHUX ©a3 gaHHbIX

5,0

[e20[¢)]

npoBepKa Hanun4yna 3anpalimBaemMoro AoKymMmeHTa B onbnunotekax, B|
[TOM YK1CIie No CBOAHbLIM KaTtarioram

OOUH OOKYMEHT

12,0

Banucb cBeaeHwun o HanpasneHuun 3akasa no MBA (HavmeHoBaHue
oubnuoTekn, garta); OTnpaBka 3akasza B OUONMOTEKY, MMELLYIO
3anpalwyBaeMbIin JOKYMEHT

OOWH 3akaas

2,0

nepemMeLleHne OnaHKa-3akasa B KapToTeky 3anpocoB
nonb3oBatener no MBA 3a pasgenutens "3anpocbl no MBA,
HanpaBreHHble B gpyrne oubnuortekun”

OOHO Tpe6OBaHI/Ie

0,5

npuem JOKyMeHTa, npucnaHHoro no MBA

OOVIH JOKYMEHT

4,0

M3BeLlleHne nonb3oBartend O nonyvyeHun 3anpoeHHOro JOKYMEeHTa
M CPOKaxX ero nojib3oBaHusA

oavH
nonb3oBaTenb

2,0

11

BblJa4Ya noJsib3oBaTtesito MNOoJIy4eHHbIX No MBA OOKYMEHTOB B
YMTanbHOM 3ale; CBepKa BblAaBaeMoOro [JOKyMeHTa C OraHKoM-
BaKa3oMm, NpoBepKa COCTOAHUA OOKYMEHTa, OTMETKa O Bblgaye

OOVH OOKYMEHT

2,0

12

npyem JOKyMeHTa OT MoJib30BaTens; CBepka JOKYMeHTa ¢ GriaHKOM-
3akasa, MpoBepka COCTOSHWUSA [OKyMeHTa, OTMeTka O npueme,
nomelleHve OoKYMeHTa B cneLuarnbHO BblaeneHHoe MecTo

OOVH OOKYMEHT

1,0

13

n3sneyeHme OnaHka-3akasa W3 KapToTeku, oTMeTka 06 oTnpaBske
NOKyMeHTa (gaTta, HoMep MOYTOBOrO OTMPaBIEeHWs); NepecTaHoBKa
nucTtka 3 pasgena "lMonydeHHole no MBA wuspanus" B pasgen
"'BosBpalleHHas nutepatypa"”

O[VH NNCTOK
TpeboBaHus

1,5

14

noaroToBka OOKYMEHTOB K oTnpaske B ounbnunoTeky,
boHOoaepxaTenb; ynakoBka 3akasa, npocrasrneHune wramna "lMoyta
cnenbix", HANMCaHWe agpeca, COCTaBNEHME OMUCK

OOUH 3aKkaas

5,0

15

paboTa c oTkaszamu; Mnpu MNofyyYyeHun u3BelleHuss 06 oTkase unu
3afepXXke BbIMOMIHEHUSA 3anpoca ykasaHue B OnaHke-3akase Ha
0BGOPOTHONM CTOPOHE MPUYUHBI U OaTbl OTKas3a, NepecTtaHoBKa ero u3
pasgena "3anpocbl o MBA, HanpaBneHHble B Apyrne 6mMonmotekn”
B pasgen "OTtkasbl no MBA"; coobLleHne B oTaen obenyXnBaHus o
nonyyYeHumn otkasa (garta, npuynHa)

OOuH 3aKa3

4,0

O6cnyxnBanHne aboHeHToB no MBA: cBepka no KapToTeke
aboHeHTOB HOMepa aboHeHTa Ha briaHke-3akase opraHv3auuu

OpraHusauus aboHupyeTcs:

O[VH 3aKa3

16

npocTaeneHne Homepa Ha 6GnaHke-3akase,
HasBaHuA opraHu3auuy, amunum
(BHECEHME N3MEHEHWI B KAPTOYKN)

cBepka appeca,
oTBeTcTBEHHOro no MBA

4,0

IABOHEHT obpaTtunncs B TekyLlem rogy Bnepsble:

0aVH abOHEHT

17

NpocTaBneHne B KapTouke roga obpalleHus, gatbl, 0opmreHue
aboHeHTa

1,0

OpraHusaunst paHee He aboHupoBanach:

0aVH abOHEHT

18

npuceoeHne aboHeHTy HOMepa, 3anosfiIHEHNE KapToYuKku perncrpauunm
aboHeHTa MBA u ¢opmynap, ykasaHue MOMHOro HaMMeHOBaHMUS
opraHmsaumm, noYTOBOro agpeca, TtenedoHa, damunuun, UMEHWU,
OTYeCcTBa OTBETCTBEHHOrO nuua, AdaTbl OTKPbITUSS W HOMepa
aboHeHTa

6,0

19

PacCTaHOBKa PErMCTpaUMOHHbIX KAPTOYEK B KAPTOTEKY

OJHa KapTo4ka

0,5

20

ocpopmMneHne nsBelleHns Ansa aboHeHTa 06 OTKPbITUM aboHeMeHTa
(3anpoc HeJoCTaLWWX ANsl KApPTOTEKM CBEAEeHWIN)

OOHO n3BelleHne

2,0

21

npoBepKa npaBuUIibHOCTU 3anoJiHeHnA GraHka-3akasa,
3a0/MKEHHOCTM abOHEHTa; npocTaBrfieHne Ha o6op0Te OnaHka-
BaKasa wWramMmna 1 gatbl NoJlydeHna 3aKkasa

OOVH GnaHk-3akas

5,0

22

lWwndpoBka 3aka3oB abOHEHTOB; nogbopka OGraHKOB-3aka3oB MO
andasunTy, NPoBEpPKa HaNMM4Msl JOKYMEHTOB NO KaTanory

oaunH bnaHk-3aka3

3,0

23

NoAroTOBKa [OKYMEHTa K Bblgaye; cBepka AOKYMeHTa ¢ GraHKoM-

OOVIH JOKYMEHT

2,0
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3aKa3oM, MNpoBepka COCTOAHMS [OKYMEHTa, MpocTaBlieHMe Ha
GnaHke-zakase lundpa OOKYMEHTa, WHBEHTApHOro HoMmepa,
KOnMyecTBa OOKYMEHTOB, AaTbl Bblgayu, wTemnens Gubnuotekn c
Ha3BaH/eM W MNOYTOBbIM aApecoM; YyKasaHWe cpoka BO3BpaTa;
BMOXeHMe YacTu GnaHka-zakasa aboHeHTa B BbldaBaeMbiil
[IOKYMEHT, NpoCcTaBfieHne HoMepa GaHgeponu

24

NOCTAHOBKa 3aKa3a Ha o4Yepeb,; oTnpaBka a60HeHTy n3seleHna

OOVH 3aKa3

2,0

25

nepegada n3gaHna Ha KonmpoBaHue

OOVH 3aKa3

3,0

26

OTrNpaBKka JOKYMEHTOB abOHeHTaM; ynakoBka 3aka3sa, NpoCTaBMneHne
wtamna "lMoyTta cnenblx", HaNNUCaHWe agpeca, COCTaBIEHME ONUcK

OOduH 3aKa3

5,0

27

paccTaHoBKka OnaHKOB-3aka3oB Ha BblAaHHbIE [JOKYMEHTbl B
KkapToTeky obcrnyxnBaHusa aboHeHToB B pa3gen "BbiaaHHbie no MBA
n3gaHmnsa"

OOVH OOKYMEHT

0,5

28

NPUHATUE [OOKYMEHTOB, BO3BPALLEHHbIX aboOHEeHTaMu; BCKpbITME
baHoeponu, NpoBepka COCTOSIHUS AOKYMEHTA, yka3aHue Ha bnaHke-
3akase gaTtbl Bo3BpaTa AOKYMEHTa, nepecTaHoBKa OriaHka-3akasa B
pasgen "BosBpalleHHas nutepatypa”

OOVH OOKYMEHT

4,0

29

aHaliM3 CPOKOB MNOJib30BaHNA OOKYMEHTOB, BbliABE€HNE OOJTKHUKOB,
HanpaBlieHne HanoMMHaHNI

OAONH OOKYMEHT

2,0

30

pa60Ta C OTKa3aMu: yKa3aHue B OnaHke-3akase NPUYUHBbI U OaTbl
OTKa3a, perncrtpauna OTkas3a B Y4YeTHbIX cbopmax; paccTtaHOBKa
nmncTa TpeGOBaHI/Iﬂ B KapTOTeke OTKa3oB; OTnpaBKa a6OH8HTy

n3BeLleHns 06 oTkase

OOMH OTKa3

4,0

3.14. Maccoeas paboTta

Tabnuua 55

N n/n

HanmeHoBaHue npouecca, onepaunn. Coctae paboThl

EavHnua
n3mMepeHnst

Hopma
BPEMEHW, MVH.

2

3

4

[MoaroToBKa MaccoBbIX MEPONPUATUI

OnpepeneHve TeMbl, COCTaBa ayAWTOpPWUM, OTBETCTBEHHOroO 3a
MeponpusiTue B LENoM, COCTaBfieHWe nfiaHa  MNoAroTOBKU
MeponpusiTUsi,  BOMPOCOB  Ansi  0OCyXOeHusi,  npurnalieHve
KOHCYNbTAHTOB, JIEKTOPOB, MOAGOpKa [OKYMEHTOB MO Teme
MeponpusiTUS; opraHu3aums BbICTABKU NMTepaTypbl, OMOBELLEHUe
nonb3oBaTtenerl 0 MeponpusTUM 4Yepe3 acuvliK, KaHanbl CBSA3Y;
BbISIBIIEHNE BbLICTYNAOLLMX; MOArOTOBKA MOMELLEHNS; NPOBeAeHWe
COBELLAHNA MO MTOram MOArOTOBKM U NPOBEAEHUS MEPONPUATUS:

0fHO
MeponpusiTue

HUTaTEIbCKaA KOH(*)epeH Una

4800,0

J'II/ITepaTypHO-Xyﬂ,O)KeCTBeHHbll7| BeYep, Bevep KHUru, gucnyrt

3600,0

BeYep BONpPOCOB 1N OTBETOB, YCTHbIIZ XypHarn

3000,0

Kﬂy6 no nHTepecam

3000,0

\neTcKun YTPEHHUK

3600,0

DO |WIN|—=

BMKTOPUHA, KOHKYPC, Urpa-nyrtewiecresmne

3600,0

Opransau,Mﬂ KHMXKHbBIX BbICTaBOK

CocTaBneHne nnaHa opraHusauuMy W NPOBEAEHUS] BbICTaBKM;
BbISIBIIEHNE U OTOOP OOKYMEHTOB; MOArOTOBKA COMPOBOAUTENBHOM
MOKYMEHTaUUM K BbICTaBKE; MOHTaX BbICTaBKW; OpraHusauus
MHOPMaLIMOHHO-PEKNaMHol paboTbl MO NONyNApM3aUny BbICTABKY;
nodBeaeHne UToroe paboTbi:

OHa BbICTaBKa

~

NnriaHa BbICTaBKU

600,0

(o]

BbICTaBKW MO rOTOBOMY NJiaHy

360,0

onepaTuBHbLIX BbICTABOK HOBbIX I'IOCTyI'IJ'IeHVIVI

120,0

Peknama 61bnuoTteku; pabota no NpMBneYeHnto Nonb3oBaTenen:
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10 |nogrotoBka peknamHOro CcooblWeHns B CpeacTBax MacCcoBOW OOHO coobLueHune 300,0
MHdopmaum1, Ons pasMelleHust Ha canTe OubnuoTekn, nopTane
cneumanbHblXx 6MOGNMOTEK, Ha aBToMHdoOpMaTope O paboTe
OnbnmnoTekn, 0coBEeHHOCTAX  DYHKLUMOHMPOBAHNUS  PasfiNYHbIX
noppasaernexHnn, HOMeHKNnaType  YCnyr, npenocTaBnAeMbIX
PnbnnoTekon, 1 gpyron MHopmaunm
11 |nogroToBka Mrakata O AeATenbHOCTU Gubnuotekn (BbIGOpP Tembl, OAWH nnakat 300,0
onpegeneHue cogepxxanns u opmbl)
MogroTtoBka BykneTta o GubnmnoTeke: OAVH BykneT
12 loaviH NUCT, ABYXCTOPOHHSAS nevaTb (popmat A4) 600,0
13 |gBa nucta n bonee 1200,0
14 lopraHusaumst SKCKypcum no 6ubnuoTteke; npuveM M odopMIIeEHNE| O0OHa 3KCKypcus 60,0
3asIBKWN, YTOYHEHME TEMbI 9KCKYPCUW M COCTaBa IKCKYPCaHTOB
BbisBNeHne  noTeHUManbHbIX — MoNb3oBaTenen  GubnMoTeqHO-
MHOPMALMOHHBIX ycnyr 6ubnuoTteku:
15 |npocmoTp npecchl n "VIHTepHeT"-pecypcoB OAVH JOKYMEHT 8,0
16 |cbop M aHanm3 uHopMauMm O  KOHKYPEHTOCMOCOOHOCTW| OOWH OOKYMEHT 8,0
onbnnoTteku
17 |BegeHue kapToTekn NoTPebUTenbCKOro pbiHka OfHa KapTo4ka 0,3
18 |BcTpeum ¢ npeactaBmuTensamMu pmpm, opraHusauun, NpeanpusTun ofHoO 120,0
MeponpuaTme

MpumevaHne:

- BpeMsi NpoBefeHNss MacCoBbIX MEpPONPUATUIA, BbICTAaBOK NMTEpaTypbl U 3KCKYPCUN B HOPMY BpPEMEHU He
BXOOWT;
- Npy opraHn3aLmmn Bble34HON BbICTaBKM K HOPMaM BpeEMEHU NPUMEHSIETCS NOBbILLIAOLLMI KO3 duumeHT 1,1.

3.15. CnpaBo4yHas 1 uHdopmMaunoHHas pabota. OpraHusauusi cnpaBoyYHO-GUGNMorpaduyeckoro annapara

(CBA)
Tabnuua 56
N n/n HanmeHoBaHune npouecca, onepaumn. CoctaB paboTbl Eonnuua Hopma
N3MEPEHNsT  |BPEMEHU, MVUH.
1 2 3 4
MpocMoTp M OTOOP OOKYMEHTOB M3 TeKyLUMX MOCTYMneHwn Ans
BkntoyeHns B CBA:
1 |nnockonevaTtHble KHUMM Ha ByMaXkHbIX HOCUTENSAX OfHa KHura 4,0
2 |nnockonevaTHble KHUMM Ha ONTUYECKMX HOCUTENAX OfHa KHura 6,0
3 |cTatby M3 nnockoneyaTHbIX COOPHMKOB, XXypPHaNoB OfHa cTaTbs 3,0
4 |cTaTbW U3 rasetr oHa cTaTbs 2,0
5 |penbedHO-TONEYHbIE KHUMM OfiHa KHvra 6,0
6 |cTaTbn M3 penbedHO-To4YEYHbIX COOPHMKOB, XXypPHaNoB ofHa cTaTtbs 4,0
7 layavoBusyanbHble U30aHWS Ha aHanoroBbiX U LMAPOBLIX HOCUTENSX,  OfHa KHura 6,0
8 [cTaTbu M3 3BYKOBbIX COOPHUKOB, XypHanosB ofjHa cTaTbsl 5,0
9 |oubnuorpacmyeckne nocobusa, B TOM 4YMCrEe Ha ONTUYECKUX OOHA 3anucb 0,7
HocUTENsX
10 |[neTonucm KHMXHbIX, XXYPHanbHbIX U ra3eTHbIX cTaTen ofHa 3anucb 1,0
11 npukHWKHbIE Bubnmorpadmnyeckme cnnckm ofHa 3anucb 0,7
12 npocmoTp n oTGOp AOKYMEHTOB M3 BHewHux B[l nepuogmyeckmx| opHa cTaTtbs 6,0
mn3paHum ans sknodeHns B CBA:
13 |cocTaBneHune bubnuorpaduryeckon sanncu 0fHa 3anvcb 4,0
CocTaBneHue aHHoTauun, M3yd4eHne JOKyMeHTa, HanucaHue TekcTa:| ogHa aHHoTauus
14 jaHHOTUpPOBaHUE KHUTM 120,0
15 jaHHOTUpOBaHuWe cTaTten 60,0
16 jaHanuTMyeckad  pOCMUCb  XXYypHanbHbIX, raseTHbIX  cTaTen,| OAWH OOKYMEHT 4,0
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cbopHuKoB, OGubnuorpacpumyecknx nocobuii; O3HaKoMMeHue C
coaepXaHMeM U3gaHus, CocTaBneHne aHannTUYecKon pocnmncu

KpaTkoe onncaHmne NCTo4YHUKa

17 cuctematmsaumsi kapTovek Ha oTobpaHHble ans BkrtoveHuss B CBA| ogHa kapToyka 2,0
MOKYMEHTbI MO TMNam KaTanoros M KapTOTeK; npoBepka WHOEKCOB,
paccTaHoBKa KapTOYKK
OpraHunzaumnsa TemaTnydecknx cnpaBodHbix BL:
18 |npocmoTp, oT6Op M cucTemMaTusaumsa JOKYMEHTOB AN BKIOYEHUS B OAUH OOKYMEHT 10,0
B[], BBOO MHpOpMaLMn
19 pegaktnpoBaHme B[: BHeceHue B Oubnuorpadumyeckyto 3anucb| oOAHa 3anucb 1,0
NOMOMHEHUA N W3MEHEHWI; WUCKIIOYEHME 3anucu Ha BbiObIBLUME
[IOKYMEHTHI
20 |BBOA HOBbIX pyGpUK ofHa pybpuka 1,0
Opranusauuns nonHotekcToBbix B
21 |npocmoTp, oTbop M NpegMeTu3aunst AOKYMEHTOB AS1s1 BKIOYEHUSA Bl OAWMH AOKYMEHT 10,0
BA
Beog B B 6ubnuorpacdmyeckux 3anmcen NnockoneyaTtHblX  O4Ha 3amnucb
M30aHUI:
22 Npv HaNIM4YUKU 3anUcK B ANEKTPOHHOM KaTtanore 2,0
23 |npu cocTaBnennn HoBow Gnbnuorpadmnyeckon sanmcu 6,0
24 npv JonNosHUTENBLHOM MOUCKe MHopmMaumn B "UHTepHeTe" 10,0
25 [ckaHMpOBaHWE TeKCTa AOKYMEHTa C pacrno3HaBaHuWeM; UcnpaeneHne| ogHa cTpaHuua 6,0
oLwnBoK
26 |pepgaktmpoBaHne B[l; BHeceHue B Oubnuorpacmyeckyio 3anmchl OgHa 3anucb 1,0
OMONTHEHUA N M3MEHEHUI; UCKIOYEHNE 3anucy N TEeKCTa UsgaHus
Ha BbIObIBLUME JOKYMEHTbI
OpraHusaums KapToTEeKN NepPCOHanum;
27 pnpegeneHne U COCTaBreHUe MepeYHst Nuu, CBEAEeHUS O KOTOpbIX| OAUH OOKYMEHT 20,0
OTpaXkaloTCsl B KapToTeke; NPOCMOTP UH(OPMALIMOHHBIX U3LaHUN U
NepBUYHbLIX [OKYMEHTOB; OTOOpP [AOKYMEHTOB AnNsl BKIOYEHUS B
KapTOTeKy
28 [TexHudeckass n copepkaTtenbHass 06paboTka [OKYMEHTOB Ansi OAWH OOKYMEHT 3,0
BKITIOYEHNS] B KapTOTEKy; pacCTaHOBKA KapTo4YeKk Mo andasuTy|
dbamMunnuii aBTOPOB M NO BMAAM JOKYMEHTOB
29 |peTanusauusi pasgenos; HanMcaHne U paccTaHoBKa pasgenutenen oaviH 2,0
pasgenvrernb
30 |pemakTnpoBaHWe KapTOTeKW; BHECEHME UCNpaBneHun, JONONHEHUA, OAWH AOKYMEHT 1,0
M3MEHEHNI
OpraHunsaums gakrtorpadmn4eckon KapToTeKU:
31 pnpeneneHne npegMera, oObekTa U OCHOBHbIX MPU3HAKOB Ans| OAWH OOKYMEHT 3,0
OTPaXKEHWs1 B KapTOTEKe; MPOCMOTP W OTOOp AOKYMEHTOB Ansi
BKITIOYEHNS] B KapTOTEKy; 3aHeceHue OTODpaHHbIX CBEAeHWN Ha
KapTOYKN MHCPOPMALIMOHHOIO MaccuBa
32 pepakTypoBaHWE KapTOTEKW; NpoBepka MpPaBWiIbHOCTU CBEAEHUN W| OAWH OOKYMEHT 2,0
yKasaHuin 06 NCTOYHUKax MHpopMaLun; BHECEHME NCTpaBIeHni
33 |HanucaHue n paccTaHoBKa pasgenuTenemn OOVH 2,0
pasgenuTens
OpraHusauns TeMaTU4eCKMX NanokK ra3eTHbIX BbIPE30K:
34 |NpoCMOTp ¥ cucTeEMaTM3aLUNs ra3eTHbIX BbIPE30oK 0fHa Bblpeska 3,0
35 pdpopmneHne BLIPE3OK AMs XpaHeHWs B TemMaTMyecKux nankax; ofHa Bbipeska 4,0

3.16. CnpaBo4Has n uHcdopmaumoHHasi pabota. CnpaBodHo-6mbnunorpacmyeckoe obcnyxmnBaHne

Tabnuua 57

IN n/n|

HaunmeHoBaHue npouecca, onepauun. Coctas paboTsl |

EgvHnua

Hopwm

a_ |
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U3MEPEHNss  [BPEMEHU, MUH.
1 2 3 4
Mpuem 6Gubnunorpadumyeckmx 3anpocos:
1 |npvem Bubnuorpacmyeckoro sanpoca; yToYHEHME TeMbl, LieneBoro|  OAMH 3anpoc 1,0
N YMTaTeNbCKOro HasHayYeHUs, NONHOTbI UCTOYHMKOB, TUMOB, BUOOB U
XPOHONOrMYECKMX pamokK 3arnpoca
BbinonHeHne crnpaBok
TemaTuyeckasi cnpaBka: MOUCK U OTOOP OOKYMEHTOB; COCTaBMeHMe| OfHa crpaBka
onbnuorpadmyeckoro onncaHus:
2 |nucbMeHHas cnpaska (1 - 10 NICTOYHMKOB) 10,0
3 |lycTHas cnpaska (1 UCTOYHUK) 2,0
IAdpecHo-Oubnuorpacdudeckass cnpaeka: YCTAHOBMIEHME Hanuuus| ofHa cripaBka
MW MECTOHaXOXOEHUS [OOKYMeHTa WM €ero 4actm B dOHAE
onbnnoTeku:
4 |nucbmeHHas cnpaeka (1 - 10 ICTOYHMKOB) 10,0
5 |yctHas cnpaBka (1 NCTOYHUK) 2,0
YTOuHsIOWaa cnpaBka: YCTAHOBMEHME W YTOYHEHWE 3NeMEHTOB| OfHa cripaBka
onbnvorpadmyeckoro onncaHus:
6 |[nucbMeHHasd cnpaBka (1 - 10 NICTOYHMKOB) 10,0
7 |ycTHasi cnpaBka (1 UCTOYHUK) 2,0
PakTorpaduyeckas crnpaBka: yCTaHOBMEHNE KOHKPETHbIX CBEAEHWUV| oOfHa crpaBKa
0 cobbITUAX, 0ObeKTax, Npoueccax, gaTax:
8 |nncemeHHas cnpaska (1-10 MCTOYHMKOB) 10,0
9 |yctHas cnpaBka (1 NCTOYHUK) 2,0
CocTaBneHue TemaTnyecknx 6ubnmorpadnyecknx CrmcKoB:
10 |nouck, oOTOOp W cucTemMaTusaumst [OOKYMEHTOB; COCTaBMEHWE| OOWH OOKYMEHT 7,0
onbnmorpadmyeckoro onucaHus
11 lodbopmnieHne cnvcka; BbIBOA4 Ha MpUHTEp, OTNpaBka MNo| OAWMH CMMCOK 10,0
PNEeKTPOHHOW noyTe, KOMUPOBaHWE Ha CbEMHbIA HOCUTENb
nonb3oBarens
BegeHue ¢oHAa BbINOMHEHHbBIX CMPABOK:
12 |pernctpaums BbINOMHEHHOW CNPaBKW B XypHane 0fHa crnpaska 2,0
13 |BBOO TEMATMYECKOW CNpPaBKu B ANIEKTPOHHLIV apXMB BbIMOMHEHHbIX| OAHAa CnpaBka 2,0
CrnpaBoK
3.17. CnpaBo4Hasa 1 uHdopmaunoHHas pabota. bubnuorpadudeckoe MHpopMmMpoBaHue
Tabnuua 58
N n/n HanmeHoBaHne npouecca, onepaunn. CoctaB paboThl EavHnua Hopma
N3MEPEHNS]  |BPEMEHU, MUH.
1 2 3 4
BbisiBneHne  MHAOPMALMOHHBLIX  MOTpebHOCTE  cneunanvcToB
METOOOM aHKETUPOBAHMS:
1 pnpegenexue KOHTUHreHTa notpedutenemn MHdopMaLmu; OAVH 60,0
paspaboTka 3asBOK Ang onpegeneHns MHOPMaLMOHHbIX 3aMpocoB;  MoTpebuterns
paccblifika 3adBoK; 06paboTka NonyyYeHHbIX 3asiBOK; COCTaBIEeHME Ha
OCHOBE MOMyYeHHbIX AaHHbIX KapTOTEKU KOHTUHIEHTa noTpebutenen
MHopmMaLnn 1 X MHPOPMAaLIMOHHbLIX 3arMpoOCOB
BaknioyeHne ¢ aboHeHTamMW [OrOBOPOB Ha WH(OPMaLMOHHOE
obcnyxmBaHue:
2 |aHanM3  gaHHbIX O  3aMHTEepecoBaHHOCTM  abOHEHTOB  B| OAMH OOroBOp 90,0
MH(OPMALMOHHOM OBCMYXMBaHUM U pexuMax u3bupaTenbHOro
pacnpocTpaHeHNss U pPeTPOCNEKTUBHOMO MOUCKA; 3aknioyeHue U
nepecMoTp 4OroBopOB
PopmupoBaHne ceTn  aboHEHTOB  cucTeMbl  M3bMpaTenbHoro)
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pacnpocTpaHeHuns uHgpopmauun (MPW):
3 lonpeneneHue KOHTUHreHTa aboHeHToB cuctembl WPW; BbisiBneHne| oauH aboHeHT 60,0
TUNOBbLIX WM WHAMBMAYalbHbLIX 3anpocoB abOHEHTOB; W3ydeHue,
Knaccudukauusa u nHaeKcaums 3anpocoB; BBOA, AaHHbIX O 3anpocax|
B aJpECHYIO KapTOTEKY
[MoarotoBka curHanbHOro onoeelleHns B cucteme VIPU:
4 BbIiBNEHWE, NPOCMOTP W OTOOpP MaTepuanoB U3  TEKYLIMXOOHO OMOBELLEHME, 20,0
NOCTYNNEHUN; OTNpaBka MHdopmMaLmm NnoTpedbuTento
rpynnosoe 6ubnuorpagumyeckoe MHHPOPMNPOBaHUE
5 (dopmupoBaHue coctasa rpynn aboHEHTOB OAVH abOHEHT 10,0
6 |yTOYHEHMEe TeMbl, corfacoBaHMe WUCTOYHUKOB MHOpMauuun, BUAOB oJHa Tema 20,0
[1OKYMEHTOB
Mouck OOKYMEHTOB Ansi MHOpMauuK, COCTaBIiEHME M OTNPAaBKaOAHO OMOBELLEHUE
ONOBELLEHNS:
7 |NNCbMEHHO 10,0
8 |ycTHO 10,0
OnepaTtnBHOE MHOPMMPOBAHKE NO 3aMNpocCy:
9 (bopmupoBaHne ceTu abOHEHTOB; BbISBIEHWE TUMOBbIX W OAWH abOHEHT 50
MHOVBUAYanbHbIX 3aNpoCoB
10 mM3yyeHue n kKnaccugukauum 3anpocoB; BBOA AaHHbIX B apecHY| OAWMH 3anpoc 7,0
KapToTeky
HanncaHnne 0630poB 1 cnpaBok
BbisiBrieHne n otbop MCTOYHMKOB; 06paboTka 1 aHann3 oTobpaHHbIX| OAMH aBT. NIUCT
[JOKYMEHTOB; HanncaHue Tekcta ob63opa/cnpasku:
11 N0 NepBUYHbLIM UCTOYHMKAM 6000,0
12 |n0 BTOPMYHBIM UCTOYHUKAM 4200,0
13 |Habop n popmaTupoBaHune Tekcta ob3opa/cnpasku OfHa cTpaHuua 20,0
(1800 - 2000
3HaKoB)
OpraHusaums 1 nposegeHue yCTHbIX bubnunorpaduyeckux o63opoBs
HOBbIX MOCTYNNEHN
OT60p HOBbLIX NOCTYMNMEHUN NO 3apaHee OObLABNEHHOW TemaTtuke;  oawnH 063op
cucTemMaTmM3aumsi UCTOYHMKOB MO TeMaM, MNPOCMOTP W aHanus
MOKYMEHTOB; nogbopka 6Gubnuorpadunvecknx OnucaHum, KpaTKuXx|
AHHOTauuMi, pedepaToB Ha OTOOpaHHblE WMCTOYHWKOB; MOArOTOBKA
pykonucu Gubnuorpaduyeckoro 0630pa; KONMM4ecTBO
NPOCMOTPEHHbIX Y 0TOOPaHHbLIX JOKYMEHTOB:
14 0o 50 goKkymMeHTOB 600,0
15 [cBblwe 50 AOKYMEHTOB 1800,0
MogroToBka OrNNeTeHss HOBbIX NOCTYMNEHN
OnpegenexHve TemaTMyeckux rpaHyL, noucka u otbopa AOKYMEHTOB;| 0aMH GlonneTeHb
co3gaHve pybpukaTopa GroNneTeHs:; BbiBNEHWe 1 0TOOP B MaccuBe
TEeKyLWMX MOCTYMMEHNUA UCTOYHMKOB WHGOpMauuu; nogbopka
@HHOTaUMI, pedepaToB; KOMMYECTBO NPOCMOTPEHHbIX JOKYMEHTOB:
16 |oo 50 gokymeHTOB 300,0
17 icBblwe 50 JOKyMeHTOB 600,0
MogroToBka TeKyLwmx bubnuorpadun4ecknx nocobmn
Bbibop Tembl nocobusi, BbisiBNeHME U OTOOP [OOKYMEHTOB, OAMH aBT. IUCT
bopMUpoBaHMEe pasgernoB Mocobusi, aHHOTMPOBaHME [OKYMEHTOB,
nogbopka  dakTtorpadmyeckoro  martepuwana,  UAnCTpauun,
cocTaBneHue TEKCTa, BCroMoraTenbHbIX yKkasaTtenen,
KOMMbIOTEPHbLIA  HAboOp, KOHCynMbTauMu y  CMEeLManucToB  Ha
pasnuuHbIX 3Tanax paboTbl, 06cyxaeHne wun popaboTtka Mo
3aMeYvaHnNsIM:;
18 (cocTaBneHue oubnuorpadmyeckoro ykasaTens, KaTanora, 15000,0
NyTEBOAMTENS, CNpaBOYHMKA
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19 nogrotoBka KOMMEHTapueB, MpPUMEYaHW  NPOCBETUTENbLCKOrO 6000,0
XapakTepa, He TpebyoLmx cneunanbHbiX MCCefoBaHUM
20 |nogrotoBka KOMMeHTapueB, npuMmeYvaHuin Hay4HO- 12000,0
uccnenoBaTenbLCKoro xapakrepa
MoaroTtoBka peTpOCneKTUBHbIX Hay4HO-BCMOMOraTenbHbIX
Bnbnrorpadudecknx ykasatenem:
21 BblbOp TeMbl, coO3OQaHWe aBTOPCKOro KOMMekTuBa; paspaboTkal OauH aBT. NMUCT 10080,0
WHCTPYKTUBHO-METOQUYECKNX MaTepuarnoB; BbisiBeHMe u oTbop,
NOKyMeHTOB; pabota Hag  Gubnuvorpadwmyeckor  3anuchbio;
AHHOTUpOBaHWe; Gubnuorpaduyeckass rpynnMpoBKa; COCTaABMNEHUE
BCMOMOraTenbHbIX yKa3aTenemn; KOMNbTEPHbIN Habop; obcyxaeHne
1 gopaboTka no 3amevaHnsm
CocTtaBneHme  aHHOTUPOBAHHOrO  Gubnmorpaduveckoro  MnM OOWMH aBT. NMNCT
Brnobnbnuorpadmyeckoro ykasatenss no akTtyanbHOW TemaTuke C
XPOHOMOrM4ecknm 0xBaTom ot 2 4o 5 nert:
22 Ha pyccKoM si3blKe 10080,0
23 |c BknoveHnem ot 30% po 40% obbvema nybnuvkauun Ha 12600,0
MHOCTPaHHbIX A3blKax
24 (cocTaBneHve aHHOTMPOBaHHOro 6ubnuorpaduyeckoro ykasatensi OAMH aBT. MUCT 21000,0
MHOrOOTPACMEeBOro CoAepXaHusi C XPOHOMOrMYEeCKUM OXBaTOM [0
100 nerT, TpebytoLero CnmowWHOro NPocMoTpa LOKYMEHTOB, MouMcKa
CNOXHbIX BUbnnorpagmyeckmx ngaHun
CocTaBneHue pekoMmeHgaTenbHbIX 6Gubnmorpadmyeckmx CNMCKoB
BbisBneHne cnpoca noTpebutenen, onpegeneHve TeMbl, OTOOP,  OAMH CMUCOK
[TOKYMEHTOB, COCTaBfIEHME O4YepKa, KOMMbIOTEPHLIN  Habop,
BHECEHWE MCNPaBIEHNI:
25 |go 10 3anucen 30,0
26 [cBblwe 10 3anucen 30,0
MogroToBka aHanUTMYeckux 0630poB
BbiseneHne un oTbop [OOKYMEHTOB, MOArotoBka pybpukatopa, OAMH aBT. MMCT
M3yyeHne MW OueHKa [JOKYMEHTOB, cucTematu3auus matepuana,
COCTaBneHne aHanuTuyeckoro o630pa, KOMMbIOTEPHbLIN Habop,
o6CcyxaeHne 1 gopaboTka No 3aMevaHnsIM;
27 |no nepBUYHBIM UCTOYHMKAM Ha PYCCKOM Si3blKe 10080,0
28 no cMeluaHHbIM NeEPBUYHLIM UCTOYHMUKAM 12000,0
29 no NnepBUYHLIM UCTOYHMKAM Ha MHOCTPAHHbIX A3blKax 13800,0
CocTaBneHue akcnpecc-nHdopmaumm:
30 PBbisBrieHMe n OTOOp MaTepuana Mo Teme, cucTeMaTusauusi; OOWMH aBT. NMNCT 4500,0
KOMMNbIOTEPHLIN HAbop
CocTaBneHue pedepara:
31 M3yyeHMe M aHanmM3 OOKYMEHTa; COCTaBneHue TekcTa pedyepaTta; OOWMH aBT. NMNCT 6600,0
KOMMbIOTEPHbIV HAabop; BHECEHUE UCMpaBeHN
3.18. Hay4yHo-meTognyeckasn pabota
Tabnuua 59
N n/n HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl EaovHuua Hopma
N3MEPEHNS]  |BPEMEHU, MUH.
1 2 3 4
MogroToBKa MeToAMYECKUX NOCOOUIA, peKkoMeHZaUmMN;
1 |pa3paboTka HOBOW TEMbI; U3ydeHUE TEMbl, BbISIBIEHWE W aHanua| oAuH aBT. NNCT 18000,0
MOKYMEHTOB MO TEME; u4uUTaTenbCkoe W LEeNneBoe Ha3HayeHue
nocobus, pekomeHAdaLun; COCTaBfieHMe MpPOCNEKTa; HanucaHue
TekcTa
2 |mogudmkaums paHee pas3paboTaHHOW TEMbl; BbiSiBIEHWE W| OAWH aBT. NIUCT 10200,0
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N3y4yeHNe HOBbLIX [OKYMEHTOB M HaKOMMEeHHoro Ombnuotekamm
onbiTa Mo TeMe Mocobusi, pekoMeHdauun; YyTOYHeHWe, BHECEHWe
N3MEHEHU B CTPYKTYPY M B TEKCT B COOTBETCTBUMN C OOCTMKEHUSIMM
OMOnMoTeYHOM TeopUN 1 NpakTUKK; opaboTka/nepepaboTka TeKcTa

PaspaGoTka [OOKYMEHTOB, PEernamMeHTUPYIOLLMX  OeATeNbHOCTh
BUBNMOTEK, MONOXEHWUA, WHCTPYKLMA, MPOEKTOB MOCTAHOBIEHWHN,
YCTaBOB, 3aKOHOAATENbHbIX aKTOB:

paspaboTka HOBOW TeMbl; BbISIBNEHWE, W3y4YeHWe, aHanu3
NencTBYIOWNX OOKYMEHTOB MO TEME; HanucaHue TeKkcTa MpoekTa
NOKyMeHTa; obcyxaeHne n anpobauus AoKymeHTa B OmbnvoTeke;
lnopaboTka AOKYMEHTa; NOAroTOBKA K YTBEPXKAEHMIO

OOWH aBT. JINCT

20400,0

Moaudmkaums paHee pa3paboTaHHOrO [OKYMEHTa; aHanu3 w
OLueHKka [OKyMeHTa; MoMCK W OoTbop HOBbIX OENCTBYHOLUMX
AOKYMEHTOB MNoO TemMe; BHeCeHune M3MEHEHUN B TEKCT OOKYMEHTa;
o6CcykaeHne 1 gopaboTka JOKYMEHTa; MOArOTOBKA K YTBEPXKAEHUIO

OOWH aBT. NMNCT

9000,0

PaspaboTka y4yeTHbIx dopM, Tabnuu, o6pasLoB:

YTOYHEHME npeaMeTa, 00bekTa, CoaepXaHusi Y4eTHOW dopMbl,
Tabnuubl, obpasua; oTbop M cucTemaTMsauus nokasaTenew;
paspaboTka MakeTa Yy4yeTHoW copmbl, Tabnuubl, o6pasua;
o6CyXOeHNe JOKYMEHTa; NOArOTOBKA K YTBEPXKAEHMIO

OOWH aBT. NNUCT

9000,0

CocTaBneHue pekomer,au,Mﬁ Nno BHeOPEHU pernamMeHTUpPYoLWnX|
JOKYMEHTOB B MNpPaKTUKe:

pa3paboTka MeToanYecKkMX pekoMeHdauUuin, UHCTPYKLWIA, MaHoB No
BHEpPEeHV0 HOPMaTUBHOW AOKYMEHTAaLMW; NOAroTOBKA TeKCTa

OOWH aBT. NINCT

16500,0

[MoarotoBKa NMCbMEHHbIX KOHcyﬂbTaLlI/IVI, MEeTOONYECKNX NMNCEM:

BbISIBIEHE U aHanM3 JOKYMEHTOB MO TEME; U3yveHne n 06o6LeHne
onbiTa paboTbl OUBNMOTEK; MOAroTOBKA TeKCcTa; O0OCyxaeHue W
inopaboTka TekcTa

OOWH aBT. JINCT

10200,0

MonarotoBka 06G30pOB AeATENbHOCTU OUBNMOTEK MO onpeaeneHHo
TemaTuke:

onpegeneHne TeMbl W XPOHOMOMMYEcKUxX rpaHuy  0630pa;
BbISIBIIEHWe, MPOCMOTP, OTOOP M aHanu3 [OKYMEHTOB MO TeMe
0030pa; NoarotoBka TeKCcTa; obcyxaeHre n gopaboTka TekcTa

OOWH aBT. NIUCT

10800,0

PelLieH3poBaHWe Hay4YHblX, METOANYECKUX, WHMOPMALMOHHBIX W
npyrMx MaTepvanos:

4YTeHune peleH3npyemoro martepuana; oueHKa ero B Lenom,
OTAENbHbLIX YacTew; yCTaHOBIIeHNUEe COOTBETCTBUA YUTaATEeNIbCKOMY U
LenesomMy Ha3dHa4YeHuto, Hay4YHbIM U MeTOONYECKUM TpeGOBaHMHM

OOWH aBT. NUCT

900,0

10

HanncaHme peueH3nn

OOWH aBT. IUCT

1500,0

[MoaroToBKa NEKUM, KOHCYNbTaLnn

PaspaboTka nnaHa nekuuu, KoOHCynbTaumu, noaGopka nutepaTtypbl,
COCTaBMeHWe Cnucka nuTepaTtypbl K NEeKUMW, KOHCyNbTauuu,
NOAroTOBKa TeKCTa:

11

nepBnYHada nekuna

ofHa nekumsa

1800,0

12

NOBTOPHAA Nnekuusd, ¢ y4eToM HOBOIro matepuana

ofHa nekums

360,0

13

nepBnYHasn rpynnoBas KOHCynbrauna

oaHa
KOHCynbTauus

1500,0

14

NOBTOPHAaA rpynnoBas KOHCyInbTaund ¢ y4eToOM HOBOro matepuana

ofHa
KOHCYnbTaUusi

300,0

15

lyCTHada nHaneuayarnbHaA KOHCYINbTauma

oaHa
KOHCYNbTaUusi

600,0

I'IpOBep,eHme NPaKTUKYMOB, CTaXNPOBOK

OnpegenexHve Tembl, 3adaHus MNpakTMKyma, cTaxupoBku (7 - 10
HEN), BbIsIBNIEHWE nuTepaTypbl MO  U3y4yaemMoMy  BOMPOCY,
COCTaBfieHMe rpadmka npoBedeHus  3aHATUMWA,  NOATrOTOBKA

BaKNKOYEHUA O NPOXOXAEHUN NMPAKTUKYMa, CTa>XKUPOBKU:
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16

NpakTukyM (MHAMBUAYaNbHBIN, FPYNNOBOW)

OOWH NPaKTUKyM

2400,0

17

CTaxxvpoBKa (MHAMBMAYanbHas, rpynnosas)

OAHa CTaXUpoBKa

2700,0

[MpakTnka CTyOQEHTOB BbICLUMX WM CPeAHUX chneuuanbHbIX y4ebHbIX
3aBeeHUN:

18

MOAroToBKA W opraHusaums npakTukn ctygeHtoB (oo 30 aHen);
pa3paboTka mnaHa NpakTuKK, cornacoBaHWe ero ¢ pykosoguTenem
MNPaKkTWKK;  cOCTaBneHne rpaduka nocelleHns  CTPYKTYPHbIX
noapasgerneHnin; opraHm3aumnsa NpakTM4ecKUxX 3aHATUMIN; noaBeaeHne
MTOrOB NPaKTMKW; COCTaBMNEHMNE XapakKTePUCTMK NPaKTUKaHTOB

OQHa NnpakTuka

5400,0

MocelwleHne 6GUONMOTEK, Bble3dbl B KOMaHOWPOBKM C  LIENbiO
M3y4eHUss paboThl M OKa3aHUs METOANYECKON NMOMOLLU:

19

noaroToBka K KOMaHOWPOBKE, YTOYHEHME CPOKOB W Lenen
KOMaHMPOBKM, O3HAKOMIEHMe C [OKyMeHTaMu W maTtepuanamu
npeabloyLiMX Bele3noB U Nybrnukauuii B neYaTtu; cocTaBneHne nnaxa
KOMaHOMPOBKM

ofHa
KOMaHOMpoBKa

660,0

20

COCTaBMeHne oTyeTa/cnpaBky O NPOBeAEHHON paboTe

OIMH OTYeT

1200,0

21

COCTaBMEHNE aBaHCOBOrO OTYETA, 3anoSIHEHNE OTYETHOro OraHka

OIMH OTYeT

60,0

PaGoTa Hay4HO-OpraH13aUMoHHOIo Xapakrepa:

22

noarotoBka W npoBegeHne TeopeTndecKnX, HayYHO-NpakKTU4eCKuXx
KOHdbepeHUunn; onpegeneHMe coctaBa OPrkOMMUTETA M YYaCTHUKOB
KOH(bepeHUun; opMUPOBaHUE U YTBEPXKAEHME MPOrpammbl;
OpraHn3aLMoHHbIe MepOnNpUSTUS; BblpaboTka npoekTa
pekoMeHaaumnn; UHaHCOBO-XO3ANCTBEHHOE obecnevyeHue; aHanms
M oLeHKa paboTbl KOHPepeHLMW; NOABEAEHNE UTOTOB

0fHO
MeponpusiTue

6000,0

23

NoarotoBka W MpoBedeHWe CeMWHApOB,  KPYIMbIX  CTOJIOB;
onpedeneHne cocTaBa Y4YaCTHWKOB, Cpoka M MecTa MpoBedeHust
MeponpusaTUiA;  popMUpOBaHME U YTBEPXKAEHWE Mporpammbl;
MHpopMaLMOHHOe obecrneyeHue; BbipaboTka npoekTa
pekoMeHaaUuiA; aHanm3 1 oLeHKa MeponpusTUi

ofHO
mMeponpuaTue

3000,0

MNpumeyaHwue:

- NpVY NpOBEAEHUM MEPOMPUSITUIA Ha MEXOYHapoOHOM YpPOBHE K HOpME BpEMEHM MPUMEHSETCS
nosbiwarowmn koadduumeHT 2,0, Ha dbegepanbHoM yposHe - 1,85;

- Bpemsi NpoBedeHWst IEeKUMI, KOHCYNbTauuih, MpaKkTUKyMOB,

CTaXXMPOBOK,

npakTuK,

npebbiBaHMs B

KOMaHAMpPOBKax, NpoBeAeHUs KOH(EPEHLMA, CEMUHAPOB, KPYribiX CTOMOB M BpeMs, CBSI3aHHOE C M3AaHWEM
mMaTepuanoB KOHEPEHLMIN, CEMUHAPOB, B HOPMY BPEMEHUN HE BXOAAT.

3.19. PegakumnoHHo-nsaartensckas pabota

Tabnuua 60
N n/n HanmeHoBaHwue npouecca, onepauun. CoctaB paboThl EguHunua Hopma
n3mMepeHnst BPEMEHW, MUH.,
1 2 3 4
NoarotoBUTENBLHBLIN 3Tar:
1 |yyacTve B COCTaBieHUM TemaTuMyecKoro (M3garTenbCkoro) mnnaHa, ofHa Tema 45,0
nnaHa paccbifikv; CorracoBaHne TeM U3gaHuiA, aBTOPOB/aBTOPCKMX
KONNEKTUBOB
2 lobcyxgoeHne C  aBTOPOM TEMbl W XapakTepa 3akas3blBaemMoro| OAvH aBT. fIUCT 30,0
Npon3BeneHnsi, OCHOBHbIX  TpeboBaHWA,  KOTOPbIM  JOSMKHO
YAOBMNETBOPSTL npouseeneHne n YCroBUN aBTOPCKOrO
BO3HarpaxgeHus
3 bcyxaeHve n yTBepXKaeHue nnaHa-npocnekTa nsgaHus OAWH nnaH- 30,0
npocnekT
4 BBakniveHne OOroBopa-3akasa (B Crydae BHeLLUHero aBTopa) Mexay| OAuH LOroBop- 20,0
ABTOPOM 1 BUBIMOTEKON C yKasaHneM 06bemMa U CPOKOB NOArOTOBKM 3aKas
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1 caadn pykonmcu B pe,El,aKLI,MOHHbIIZ oTaen

COCTaBrneHne [fJoroBopa Ha nepejady Oubnvoteke npasa
BOCMNPOM3BOANTL MpoM3BedeHMe B  BblOpaHHOM  OuGnMoTekomn
dopmare

O[IMH [0roBOp

20,0

03HaKOMJIEHME C aBTOPCKUM OpPUIMHanNoM (PYKOMMUCbIO), MPUHATME
peleHnss o nepejave pykonucu B MNPOM3BOACTBO WM O
HeobxoaMMoCcTN aopaboTku

OOWH aBT. NIUCT

120,0

ICOCTaBlieHne rpacbvu(a NPoOxXoXaeHnd pykonmcu B otgene

OAVH rpaduk

20,0

PepakumoHHbIN 3Tan:

OOWH aBT. JINCT

penakunoHHasnA o6pa60TKa: nnTepaTtypHoe, TEXHU4YeCKoe n
cneunanbHoe penakTtnposaHune pyKkonucu; Ha6op n/nnu
nepenedyartka; noarotoBka wm3aaTeribCKOro opurnHana (Bbl60p
[TeXHOJ10I'KN, N3roTOBJIEHWE 3aKa3a U co3daHne MakeTa VI3}J,aHVIFI)

780,0

KOHCTPYKTOPCKO-OdhopMmuTenbCckas paboTa: npoekTupoBaHvWe BuAa
M3haHua 1 ero CTpykTypbl; nogbopka cdopmata u mapku Bymarw,
dopmaTa noroc  M3gaHudA, rapHUTyp U Kernem  wpudgra,
onpegeneHve xapaktepa M u4uacna  unnicTpauun,  opmara
ocbopMneHus, Buaa OBMOXKM UNKU nepenneTa; MNpoeKTUPOBaHWE
BHELLHero opopmMneHnst usgaHus

660,0

10

NPOM3BOACTBEHHbIN 3Tan: BbIGop nonurpaduyeckon Gasbl; pacyer
notpebHoCcTM B MaTtepuanax; CcocTaBfieHWe npeaBapuTeEnbHON
KanbKynaumMmM  3akasa; onpegeneHue  CTOMMOCTU  U3[aHus;
paspaboTka rpacmka NpoOXoXOeHWst 3akasa Ha nonurpaduyeckom
NpeanpuaTAW; 3aKNYeHne Joroeopa ¢ tunorpaguen

OOHO n3gaHue

360,0

Pep,aKTleOBane Hay4HbIX 1 METOOANYECKUX MaTepmnasnos

MpoBepka M McnpaBrieHe pykonucK B MpoLecce MOAroTOBKK ee K
neyaTy; yCTaHOBKA COOTBETCTBMUSI TEKCTA Hay4HbIM U NUTEPATYPHbLIM
TpeboBaHMsSIM, (OpMe U LENeBOMY HasHaYeHuo  U3OaHus;
cornacoBaHWe BHOCUMbIX WCMpaBrieHW C aBTopoM; [nAopaboTka
pykonucu:

11

pedakTUpoBaHWe MoHorpaduii, COOPHMKOB Hay4yHbIX TPYOOB,
HayYHbIX OTYETOB, MPAKTUYECKUX NOCObUI

OOWH aBT. NMNCT

3480,0

12

penakTMpoBaHMe  MeToOuYecKMx  MaTepuanoB  (MHCTPYKTUBHO-
MeToaM4Yeckue nucbMa, pekoMeHZauuu, KOoHcynbTauuu, o0630pbl
nesTensHoCTM GMBnnoTek)

OOWH aBT. NUCT

3000,0

13

penakTMpoBaHWe [OOKYMEHTOB, pernamMeHTUpYLWNX AeATenbHOCTb
cneumanbHbIX OMGNUoOTEK Ans cnenbix (yCTaBOB, MOMOXEHWHN,
MHCTPYKLWIA)

OOWH aBT. NUCT

2940,0

14

pedakTUpoBaHWE  CTATUCTUYECKMX  Tabnuu,  Y4YeTHbiXx  dhopm,
0OpasLoB

OOWH aBT. NNMUCT

2400,0

15

penakTupoBaHue mMaTepuanos KoHdepeHLui (noknapos,
coobLleHnn)

OOWH aBT. NIUCT

1200,0

PenaktupoBaHue Gubnmorpadmyecknx nocobuii, peTpoCcrneKkTUBHBIX|
Hay4yHO-BCMOMOraTenbHbIX  ykasaTenen, 0630poB, CrpaBokK,
ecbepatoB, aHHOTALUMN:

16

pefakTupoBaHue Oubnunorpadmyeckux nocodbun (TemaTu4eckux
Onbnrorpaduyecknx ykasarenen, cnpaBoYdHMUKOB)

OOWH aBT. JINCT

3000,0

17

penakTMpoBaHWE  PETPOCMEKTMBHBIX  Hay4YHO-BCMOMOraTesbHbIX|
KasaTenemn

OOWH aBT. JINCT

2280,0

18

pefakTMpoBaHUe aHanuMTU4ecknx o630pOoB, CMPaBOK, aHHOTALMWM,
pedepatoB, CBOAHbLIX pedepaTMBHbIX 0030pOB,  3KCMPECC-
MHopmaLmin

OOWH aBT. NMUCT

1200,0

19

pedakTnpoBaHue 6ubnuorpaguyeckmx sanmcen

OAHa 3annucb

5,0

20

KOHTPOJIbHOE pedakKTnpoBaHue

OAHa 3annucb

7,0

MaLumMHONUCHbIE paﬁOTbI, BbINOJIHAEMblE B aBTOMaTU3NPOBAHHOM

exnve
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Habop Ha komnbioTepe:

21 [Tekcta ¢ nucTa OflHa cTpaHuua 20,0
(1800 - 2000
3HaKOB)

22 |bubnunorpadmyeckoe onmcaHune Of1HO onuncaHwne 50

lMpaBka Ha KOMMbIOTEPE, BEPCTKA HA KOMMbIOTEPE:
24 [rekcTta OfHa cTpaHuua 10,0
25 pubnunorpadudeckoe onncaHune OfHa cTpaHuua 2,0
26 |BblBOJ TEKCTA Ha MPUHTEP, pacneyaTtka OfHa cTpaHuua 2,0
27 |BbiBOg chopm TabnuL, Ha MOHUTOP OflHa cTpaHuua 2,0
28 |HanonHeHwe Tabnuy cogepxaHuem ofHa Tabnmua 18,0

I'Ipwmeanme: npu pegaktnpoBaHmMn CMellaHHOro TekCta K HopMe

KoachdmumeHT 1,2.

BpEMEHN NMPUMEHAETCA NoBbILLIAKOLLINI

3.20. MepeBoan v nepepaboTka MeYaTHbIX TEKCTOB C MHOCTPAHHBLIX SI3bIKOB HA PYCCKMA M C pyccKoro Ha
WHOCTPaHHbIE S3bIKK

Tabnuua 61

N n/n

HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl

EavHnua
n3mepeHusi

BpeMeHN, MUH.

Hopma

2

3

4

MNepeBof TEKCTA C MHOCTPaHHbIX A3bIKOB HA PYCCKUI A3bIK

YteHne opuruHana, aHalm3 TeKCTa, pa3MeTKa €ero C BbldBlIeHUEM
TPyAHbIX TEPMUHOB, rpamMmMmaTU4eCKnx KOHCprKLIMIZ, JNIeKCNYeCKUx|
060pOTOB, LEeXOBbIX N XXaHPOBbIX TEPMWHOB:

OOWH aBT. NUCT

—_

NONHbIN NMCbMEHHbIV NepeBos,

3360,0

COKpaLLEeHHbI NMUcbMeHHbIM nepeBog oT 30% po 50% obbema
TekcTa

3600,0

Bbl60p0‘-IHbII7I NUCbMEHHbIN nepesos

3120,0

I'IepeBop, TEKCTa C PYCCKOro A3blka Ha MHOCTPAaHHbIE A3blKWU:

NOJSIHBIN NMCbMEHHbIV NepeBos,

OOWH aBT. JINCT

3840,0

TepMmuHonorudeckass pabota
nepesoja:

npu  BbINONTHEHUN  MNCbMEHHOIQ

MOVCK OTMEYEHHBLIX B OpPUIMHaNe HEe3HAKOMbIX WM HEMOHATHbIX
TEPMUHOB W COKpaLUEeHU B CrOBapHO-CNPaBOYHON NUTEpaType;
nogbopka COOTBETCTBYIOLLETO TEPMUHY 3KBMBASIEHTA,
paclumdpoBKa CoKpaLLleHnn

OOVH TEPMUH,
O[HO COKpalleHue

1500,0

KOHch'IbTaLlVIFI nepesoavynkKka co cneunanncramMmu:

BbIICHEHWE  MPaBUIBHOTO  M3MOXEHWsI  4YacTeil  Tekcta Mo
Marno3HakoMoW TeMaTWKe; YTOYHEHWE COOTBETCTBMSI MNepeBoaa
opuruHany

ofHa
KOHCYnbTauus

2700,0

CocTtaBneHue 6ubnunorpadun4ecKkoro onncaHus:

cocTaBneHne 6ubnmorpadn4eckoro onMcaH1si nepesoa

O[JHO onncaHune

720,0

AHaNM3 KW BHeCeHMe WU3MeHeHUA B TEKCT nepeBofda Mocrne
pacneyvaTtku:

npoBepka NpPaBWUMbHOCTM PacroNIOKEHUs1 OTMNeYaTaHHOro TeKCTa;
CBEpPKA C PYKOMUCbIO; MpaBka

OOWH aBT. NUCT

240,0

[TexHnyeckoe ohopmreHne NepeBoaos:

BHECEHUEe B TEKCT nepesoaa CMMBOJI0OB U BCTAaBOK HA MHOCTPAHHOM
A3blKE

OAHO BMNUCbiBaHNe

3,0

10

BHECEHWE PUCYHKOB, Tabnuu, dopmyn

OAHa BCTaBKa

4,0

MepeBoy 3arofloBKOB CTaTen U JOKYMEHTOB:

11

nepeBoj 1 3annucb 3arofioBKOB

OWH 3arosioBokK

12,0
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MprmeyaHne:

- HOPpMbl BpeMeHU npenycMaTpuBaroT BblMOJIHEHME NepeBooB C MHOCTPAHHOIO A3blka UK Ha MHOCTpaHHbIVI,

KOTOprVI Yy nepeBoavnka ABnAeTCA OCHOBHbIM (I'IO 06pa3OBaHI/IIO mnnm ﬂpI/IMeHeHI/I}O);

- NMPpU BbINOJNIHEHMN NepeBOoaOoB C AOPYrMX A3blKOB UK Ha Apyrue, noMMMO OCHOBHOIO, K HOpMaM BpeMeHU

NPUMEHSIETCS NOBbILWAOLWNN KoaddurumeHT 1,1.

3.21. PaboTa no BbINycKy ManoTUpaXHbIX N3aaHui creymnarnbHbiXx dopMaToB

Tabnuua 62

N n/n HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl Eannuua Hopma
NU3MEepeHNss  |BPEMEHU, MVUH.
1 2 3 4
BocnpousBegeHne nnockoneyatHOro [AOKYMEHTa B penbedHo-
[TodeyHOM chopmaTte
PaboTta ¢ TekCcToM nnockoneyaTHOro AOKyMeHTa Ha BymakHoM unu
PNEKTPOHHOM HOCUTENE:
1 |KOMMbIOTEPHLIN HAGOP TEKCTa BPYUHYIO OfiHa cTpaHuua 20,0
(1800 - 2000
3HaKoB)
2 ckaHMpOBaHWe M pacrno3HaBaHWE NIIOCKONEeYaTHOro TEKCTa OofHa cTpaHuua 4,0
(1800 - 2000
3HaKOB)
3 Barpyska parina c nnockonevaTHbIM JOKYMEHTOM B KOMMNbIOTEP OfHa cTpaHuua 0,5
(1800 - 2000
3HaKOB)
4 MTeHMe NNOCKOMeYaTHOro TekcTa U BHECEHNE NUCMpPaBeHni OfHa cTpaHuua 5,0
(1800 - 2000
3HaKoOB)
5 WM3meHeHue TekcTa 13 popmaTa JOKYMEHTA B ANIEKTPOHHLIN (hopMaT| OAHa CTpaHuua 1,0
(1800 - 2000
3HaKoB)
6 |[MTeHMe KOHBEPTUPOBAHHOIO TEKCTA; BHECEHUE NCNPABMEHUN OfHa cTpaHuua 7,0
(1800 - 2000
3HaKOB)
7 |npuBedeHWe TekcTa B COOTBETCTBME MpaBuram nucbma fno cucteMe ofHa cTpaHuua 13 MuH.
Bpainns (26 ctpok x 30 3HaKoB) (1800 - 2000
3HaKoB)
PaccTtaHoBKa NopsifKOBbIX HOMEPOB CTPaHWLL:
8 |B aBTOMaTM3MpPOBAHHOM pEXUME ofHa onepaunsa 0,5
9 |nocTpaHuW4Hasi paccTaHOBKA B PYYHOM pexunme OfjHa cTpaHuua 1,0
10 BbIBOA4  TeKkcTa Ha  OpanneBckui NPUHTEP; pacneyaTtka OOWH NnCT 2,0
(ABYXCTOPOHHSSA)
PaboTa ¢ nnockone4yaTHOM HOTHOW 3aMNMUCbIO:
11 KOMnNblOTEpPHbIN Habop (C NnucTa) HOTHOW 3amMcuM MO CUCTEME| OfHa CcTpaHuua 40,0
Bpaiins Bpy4qHyto
12 |ckaHMpoOBaHME W pacno3HaBaHWe Ha cneumanbHoM GparineBckoM| ogHa CTpaHuua 3,0
CkaHepe
[MpoBepka HOTHOW 3aNNCK, BHECEHUE MCMPaBEeHNN: OfHa cTpaHuua
13 |HOTHas 3anucb, HabpaHHas BPY4YHYHO 60,0
14 HoTHasa 3anncb, NONyYeHHas Co cKaHepa 20,0
15 [npuBegeHWe HOTHOW 3anMcu B COOTBETCTBME MpaBunam 3anucu HOT| OJHa cTpaHuua 15,0
no cucteme bpanns (26 cTpok x 32 3Haka)
PacctaHoBKa NopsifKoBbIX HOMEPOB CTPaHWLL:
16 [B aBTOMaTU3NPOBAHHOM PEXMME ofHa onepauns 0,5
17 |nocTpaHMyHas paccTaHOBKa B PYYHOM pexunme OfHa cTpaHuua 1,0
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18 |BblBOA HOTHOW 3anncK Ha GpanneBCKMN NPUHTEP; pacnevaTka OfHa cTpaHuua 0,7
CosgaHue nnockonevyaTHom 0BIoXKu
KomnbloTepHbIn Habop TeKCTa BPYYHYHO: ofHa obnoxka
19 [Tpm anemeHTa onncaHus (aBTop, 3arnasne, BbIXoAHblE AaHHbIE) 3,0
20 MeTblpe 1 Bonee 3NeMeHTOB ONUCcCaHNS 4,0
21 [ckaHMpOBaHWe 1 pacrno3HaBaHWe TekcTa ofHa obnoxka 3,0
22 [BHeceHwe ucnpasneHun n oopmatmpoBaHme ofHa obnoxka 3,0
[n3anH oBnoxku: ofHa obnoxka
23 [6e3 unncTpaummn 1,0
24 [c unncTpaumamm 2,0
25 |BbiBOA 06M0XKM HA NPUHTEP; pacneyaTka OfjHa cTpaHuua 1,0
CospaHve nuueBo UM OBOPOTHOM CTOPOH  MMOCKOMEYaTHOrQ
[TUTYNBHOrO NncTa:
26 KOMMbIOTEPHbIA HABOP TEKCTa BPYUHYHO OfIMH TUTYIbHBIN 10,0
nnct
27 |ckaHMpOBaHWe U pacno3HaBaHWe TekcTa OMH TUTYIbHbIN 6,0
nmict
28 BHeceHuWe ucnpasneHn n popmaTtnpoBaHmne OIMH TUTYIbHbIN 6,0
nmuct
29 paspaboTka gnsanHa TUTYNbHOro NincTa OIMH TUTYIbHbIN 1,0
nnct
30 |BbIBOA TUTYIBLHOIO NIUCTa Ha NPUHTEP OOMH Nuct 2,0
CosgaHvne nuueBo M OBOPOTHOM CTOPOH PpenbedHO-TOYEYHOTrO
TUTYNBHOTO fiuCTa:
31 [KOMMbIOTEPHBIA HABOP TEKCTa BPYUHYHO OAVH TUTYIbHbIN 10,0
nmuct
32 ckaHMpOBaHWE M pacno3HaBaHMe MOCKONe4YaTHOro TekcTa OAVH TUTYIbHbIN 6,0
nmuct
33 [BHeceHue ucnpasneHuin OAVH TUTYIbHbIN 6,0
nuct
34 M3meHeHue TekcTa 13 hopmarta JOKYMEHTA B 3NEKTPOHHbIN hopMaT| ofHa onepaums 1,0
35 MTeHve KOHBEpPTUPOBAHHOIO TEKCTa; BHECEHME UCTIPaBNEHUN OofHa cTpaHuua 2,0
36 [NpvBedeHWe TekcTa B COOTBETCTBME C MpaBunamyM nucbMa Mo, OAHa CTpaHuua 6,0
cucteme bpanns (26 ctpok x 30 3HakoB)
37 BblBOA TeKCTa Ha BpanineBCcKMn NpuUHTEP OAMH Nuct 2,0
BocnpoussegeHne nnockonevYaTHoOM WnCcTpaumm B penbedHo-
rpadouyeckom copmare:
38 |ckaHMpoBaHWe nrockonevyaTHOM MNCcTpauum ogHa 1,0
UnncTpaums
O6paboTka unncTpauuu: ofHa
UnncTpaums
39 bpaboTka roToBOro KOHTYpa 10,0
40 |cosgaHne HOBOro KOHTypa 60,0
41 |popmaTtupoBaHme nNnockoneyaTHoM UnncTpaumm ofHa 2,0
UnncTpaums
42 |BblBOA NAOCKONEYaTHOM UNMoCTpaUnmM Ha NpuUHTEp ofHa 1,0
unncTpaums
MepeBoa nnockonevyaTHoOM MNMCTpaunn Ha penbedoobpasyroLLyo ofHa
bymary: unncTpaums
43 |c ogHOKpaTHbIM MPOMNYCKOM M300paXkeHnst Yyepes3 HarpeBaTeslbHoe 1,5
YCTPOWNCTBO
44 |c OByKpaTHbIM MPOMYCKOM W300paXkeHus 4epes HarpesaTerlbHoe 3,0
YCTPOWCTBO
MepenneT LOKYMEHTOB, BOCMPOW3BEAEHHBbIX PpernbedHO-TOYEYHbIM
LpnpTOM:
45 |namuHnpoBaHne 06I0XKKK ofHa obnoka 6,0
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46 |pydHas nucrtonogbopka ofHa 20
nucrtonoadopka
47 |panbuoBka pyyHas oauH 6ok (10 0,3
nucToB)
48 |BblpaBHUBaHWE 1 0OpesKa kpasi CTpaHuLbI OfHa onepauus 0,3
KpenneHwe cTpaHuu; OOWH OOKYMEHT
49 |nByms ckpenkamu 0,3
50 |Ha NNacTMKOBOW NPYXUHE 4.0
51 [repmokneeBoe KpenneHue 6,0
52 pkecTkasn kapToHHass obmnoxka C OyMaXHbIMW  MOKPOBHbLIMU 60,0
CTOPOHKaMM 1 NPOLUMBHBIMY KOPELLKaMM
BocnpoussegeHne nrockoneyaTtHoro [OOKYMEHTa B 3BYKOBOM
dopmare
MpenBaputenbHas pabota Hag TEKCTOM: 1000 3HakoB
53 XyOoXeCTBEHHbIN TEKCT 5,0
54 TexHudeckun W gpyrme chneuuwanbHble  TEKCTbl  (MaTematuka, 10,0
MeauumHa, XMMmmnst)
[MpounTbiBaHME TEKCTa Ha KOMMbioTEpe B CTyAUMHbLIX ycnoBuax co| 1000 sHakoB
3BYKOPEXMCCEPOM:
55 XyOoXXeCTBEHHbIN TEKCT 4,0
56 [rexHuyeckMn W Apyrve cneuvanbHble TeKkcTbl (MaTeMaTuka,
MeauumHa, XMmmnsi)
57 |nepesanucb Ha4YMTaHHOrO TEKCTa Ha KOMMbOTEP (OLUUMPOBKA 3BYyKa) OAHa AOpPOXKa 50,0
C aHanoroBOro UCTOMHWKa B peasibHOM BpEMEHM
58 |06paboTKa HauUMTaHHOIO TEKCTa HAa KOMMbIOTEPE OfjHa JOPOXKa 1,5
59 [koHTposb 06paboTaHHON 3anMcK Ha KOMMNbITEPE OfjHa JOPOXKa 50,0
BocnpoussegeHne 03By4E€HHOIO TEKCTa C KOMMbOTEPaA: OfOHa JOpOXKa
60 |Ha KOMnNakKT-KacceTy B pearnibHOM BpEMEHH 50,0
61 |Ha guck 10,0
62 |My3blkanbHO-TanMepHoe opopMIeHre 3ByKO3anucu OAHa A0poXKa 50,0
KpatHoe  BocnpousBedeHue  O3BYYEHHbIX  [OKYMEHTOB  Ha
QyOMOKaCCEeThI:
63 [nogrotoBka MaTepuanoB K BOCMPOU3BEOEHWMIO  (pacnakoBKal oOfHa kacceTta 4,0
QyaMOoKacCeT, NepeMOoTKa, pasMarHminBaHune)
64 KpaTHOe BOCMpouM3BegeHVe ayamosanucen Ha CTaHuMM CKOPOCTHOro| oAHa onepaums 3,0
nybnmposaHuns aygmokacceT (KOMNbTep - KacceTa)
65 KpaTHOe BOCnpou3BegeHWe ayauo3anucen Ha  cneuvanbHOM, OAHa onepauus 50
obopynoBaHuKM (KacceTa - KacceTa) B 3aBUCUMOCTM OT TEXHUYECKOrO
OCHaLleHNs
66 [kpaTHOe BocnpousBedeHWe ayauMo3anucen Ha  cneumansHOM| ofHa onepaums 50
o6opyaoBaHUK (KaTyLlKa - KacceTa) B 3aBUCUMOCTM OT TEXHUYECKOTO
OCHaLLEHNS
67 |npoBepka Ka4yecTBa KONun 0[Ha KacceTa 5,0
odhopMIeHne ayguoKacceT, ONTUYECKMX UCKOB U KOHTEWHEPOB
68 cosmaHve wugeHTMdMKaTopa, Onpedensowero nPUHaLNEXHOCTb) oaViH 3,0
KacceTbl K AOKYMEHTY, B MIOCKONEYaTHOM U penbedHO-TOYEYHOM| MAEeHTUdUKaTop
BapuaHTax; HakfemBaHve Ha KacceTy
69 (cosgaHue nnockoneyaTtHoOW STUKETKU OIS AOKYMEHTa, 3anMCaHHOro| OfHa 3TMKEeTKa 6,0
Ha ayamokacceTax (Habop TekcTa, BbiBOA4 Ha BpanneBCckuin NpuHTep,
pacnevaTka, paspesaHue no 3agaHHOMY pasMepy, HaKMeuBaHue Ha
KOHTeWHep)
70 ccosgaHve  penbedHO-TOMEYHOM  ITUKETKM AN OOKYMEeHTa, OAHa 3TUKeTKa 9,0
3anucaHHOro Ha ayguokaccetax (Habop TekcTa, Au3aliH, BbIBOA HA
NpUHTEP, pacnedaTtka, paspesaHne no 3agaHHOMY pasmepy,
HaKnenBaHWe Ha BHYTPEHHIOK CTOPOHY KPbILIKM KOHTEVHepa)
71 |packnagka ayamoKacceT No KoOMNnekTam/KoHTenHepam ofHa onepaums 1,0
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co3faHne 3TUKETKN Ha OUCKE:

72

BBOO B KOMMbIOTEP OCHOBHbIX CBedeHWA O [OOKyMeHTe (aBTop,
3arnasue) B cneuyanu3npoBaHHON NporpaMmMe

OOUH OOKYMEHT

5,0

73

BbIBOJ Ha NpUHTEp C (pyHKLMEN "neyaTtb Ha Anckax", pacneyarka

OAHa onepauuna

2,0

74

CO3[aHune NnockorneyaTHon KOHTENHEPHOW ATUKETKM ANsl AOKYMEHTA,
BanncaHHOro Ha aucke (Habop TekcTa, hopmMupoBaHve [u3aliHa,
BbIBOA, Ha NpPWHTEp, pacnedvaTka, paspe3aHuMe Mo 3adaHHOMY|
pa3Mepy, pasMeLLleHne Ha BHELLIHEN CTOPOHE KPbILLKN KOHTENHEpPa)

OQHa 3TUKEeTKa

8,0

75

co3faHne penbeHO-TOMEYHON KOHTEMHEPHOW 3ITUKETKM  AOns
MOKYMEHTa, 3anucaHHOro Ha gucke (Habop TekcTa, BbIBOA Ha
OpavneBckuiA npuHTEp, pacnevyartka, paspesaHne Mo 3aJaHHOMY
pasMepy, pasMelleHMe Ha BHYTPEHHEW CTOPOHE  KPbILKM
KOHTeliHepa)

OHa 3TUKeTKa

10,0

ApXVI BaLWA O3BYHEHHbIX JOKYMEHTOB:

76

obpaboTka maTepuana g KOHBEPTUPOBAHWS

0[1Ha [I0POXKa

30,0

77

KOHBEpTMpOBaHne dpannos ¢opmata b AC B dopmar
ayanoannos B 3aBUCUMOCTU OT TEXHNUYECKOIO OCHAaLLEeHUS

O[1Ha [IOPOXKa

6,0

78

nepeHoc apxvea Ha cepeep

0[1Ha [I0POXKa

6,0

3.22. ObcnyxvBaHue yganeHHbIX nonb3oBaTtenem

Tabnumua 63
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4. TunoBble oTpacrieBble HOPMbI Tpyaa Ha paboTsl,
BbINOSTHAEMbIE B ETCKUX, FOHOLLIECKUX OMbnuoTekax, B oubnmotekax
Hay4Ho-uccrnenoBaTensckux MHCTUTyToB (HUN), o6pasoBaTternbHbIx
yypexaeHuii (6e3 ncnonb3oBaHUs aBTOMaTU3NPOBAHHBIX CUCTEM

ynpaBrieHusi npoLeccamm)

4.1. KomnnektoBaHue 6ubnmnotevHoro dooHaa

Tabnuua 64
N n/n HaumeHoBaHue npouecca, onepauumun. Coctas paboTbl EavHnua Hopma
U3MEepeHNss  |BPEMEHU, MUH.

1 2 3 4
[Tekyuiee koMmnnekroBaHme 6ubnuoTeyHoro ¢poHaa:

1 |npoCMOTpP KHUroM3gaTeENbLCKOW N KHUFOTOProBon MHopMaLumm (1 npanc 8000 980.0

HavMeHOBaHWI)

2 |ycTaHOBneHWe TeMbl U BuAaa [AOKyMeHTa, nognexaiiero otbopy; (1 npawc 8000 20
BblSICHEHME HeobX0AMMOCTU NpuobpeTeHus HaMMeHOBaHWUN)
OnpeneneHne aK3eMnnsipHOCTU 3akasa: (1 nparnc 8000

HanMeHOBaHWUN)

3 |ons nogpasgeneHui 0,5

4 |nns 6GubnMoTeKkn B LIESIOM 1,0
odbopMneHne 3akasa; YykasaHue 9SKIEMMMSAPHOCTM, CTOMMOCTM|  OOMH 3aKas3 1,0
3akasa, garbl
KonnyecTBo 3aka3aHHbIX Ha3BaHWN:

5 1-15 15,0

6 [16-25 25,0

7 26-75 75,0

8 [76-100 100,0

9 jochopmrieHVe 3akasa Ha BbINMCKY 3apybexXHbIX JOKYMEHTOB OfVH JOKYMEHT 100,0

10 [noagroToBKa crmcka [OKYMEHTOB, npegnaraemblx K OAHO Ha3BaHue 26,0
MeXOQyHapogHOMY KHUroOOMEHY; CBEpKa CrmcKa C KaTasiorom

11 |cocTaBneHve KapToOYkM ANsi KapTOTEKU OpraHu3auui-napTHEPOB; OAHa KapTodka 1,0
yKkasaHve Ha3BaHus opraHusaumn, agpeca, Ha3BaHus
0OMEHVBaEMbIX JOKYMEHTOB
Pab6ota B AC:

12 |BBOA 3aKasa TeKyLlero KoMnrekToBaHus B 6a3y gaHHbix AC OVH 3akKas 5,0

13 |pepakTupoBaHue BBeAEHHbIX B 0a3dy AaHHbIX CBEOEHWA O 3akase; OVH 3akKas 30,0
BbIBOA, HA 3KpaH; BHECEHUE N3MEHEHUN

14 |BbIBOA HA MPUHTEP AaHHbIX TEKYLLEero KOMNAEKTOBaHWs; pacneyartka OOVH 3aKa3 1,6
BeJEHVE KapTOTEKM TEKYLLEro KOMMIIEKTOBaHUS

15 |cocTaBneHuMe KapTO4kW, yKasaHWe aBTopa, 3arfnaBusl, BbIXOAHbLIX OOHa KapTouka 0,5
aHHbIX, HOMEpa B U34aTENbLCKOM NIlaHe

16 |nepeHeceHMe cBedeHM O 3akase Ha KapToOdkM; YyKal3aHWe ofHa KapTouka 0,3
PK3eMMMsSpHOCTM  3akala, pacnpegeneHve no  CTPYKTYPHbIM
nogpasgenexHnsm

17 |paspesaHve u3gaTenbCKUX MaHOB, pacneyatka Ans KapToTeky| ofHa KapTouka 1,5
[TeKyLLero KOMNIeKTOBaHUA, HakrnenBaHMe Ha KaTanoXHY KapTOYKu

18 |nogbop kapToukm no andaBuTy Ans pacCTaHOBKM B KapTOTeKy| OfHa KapTouka 0,5
[TeKyLero KoMnIeKkToBaHus

19 |paccTaHoBKka kapToyku B andasuTte hammnuii aBTopoB, 3arnaBuin B OofHa KapToyka 04
KapTOTEKY TEKYLLero KOMnrekToBaHus
OcbopmMneHre NoaNNCKM Ha Nepnoanyeckne n3gaHus:

20 |[npocmoTp kaTtanora "Pocnevyatn", oTbop HasBaHUSA nepuoanyveckux OAHO Ha3BaHue 0,8
M34aHUM Anst NoAnUCKn
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21 (cbop 3asBKM OT nogpasgeneHnin bubnmotekn ONA nNoAMMCKM Hal  OAHa 3asiBka 1,5
nepvoanyeckne nsgaHus
22 |cBepka pacneyaTku CnMCKOB YCMOBHO 3akasaHHbIX Nepmoamnyeckux| oAHO Ha3BaHue 1,04
M3aaHui C KapTOTEKOW 3aKa3oB, BHECEHWE U3MEHEHUS B pacneyaTku
CMUCKOB
23 (cBepka 3akas3a TeKyllero roga Ha nepuoaunyeckMe u3gaHusi ¢ Of4HO Ha3BaHWe 0,2
NOANWCKOM Mpedblaylwiero roga [nns BbISIBNEHUST W3MEHEHWUA B
Ha3BaHUsIX; BHECEHME OTMETOK
24 (cBepKka BbIXOAHbIX AaHHbIX BrepBble 3akasblBaeMbIX 3apyOexHblX  Ha OOuH rog 80,0
nepruoanyecKkmx n3gaHumn ¢ Gubnmorpaduveckumm cnpaBoYHUKaMu 1
APYrMMu MHPOPMALIMOHHBIMU UCTOYHMKAMMU
25 odopmneHne 3akasa Ha NOAMUCKY; MNOACYET CTOMMOCTM NOLMUCKK C OVH 3akKkas 30,0
y4eToM [OOCTaBKW, 3anofiHeHWe KBMTaHUMM aboHeMeHTa Ha
nepuoanyeckoe nsgaHue
26 |cocTaBneHue  pPerucTpauMoHHOW  KapTOYKM — ONs KapTOTeKW| ofHa KapTouka 0,5
NepMoOAMYECKNX W34aHWIW; MNPOCTaBMEHME Ha KapTOdke WHAOEKCa,
roga, NepuognyHoOCTH, UCTOMHMKA NOCTYNIEHUS
Pa6ota B AC:
27 BBOJ 3aKasa Ha nepvoguyeckune nsgaHus B 6asy gaHHbIX OfiHa KapTo4Ka 10,0
28 [BblBOA Ha 3KpaH perncTpaLmoHHON KapTodKK; pacnedaTtka OfiHa KapTo4Ka 1,0
29 [kOppeKTMpOoBKa 3akasa: BbIBOL, Ha 3KpaH CnmMcka nepuoamyecKunx| OfHO 0,3
n3gaHui; BHECEHUE N3MEHEHUN HanMeHOBaHWe
[Mepenucka ¢ KHUFOTOProBbIMW OpraHM3aLMsaMuM 1 M3gaTenbCcTBaMu,
onbnnoTekamum:
30 coctaBneHne, Habop TeKkcTa nucbMma (3anpoca, nNPeTeH3uun), OAHO MUCbMO 60,0
perncTpaums B KHUre UCXoasaLmx JOKYMeHTOB (MpocTaBneHne aarhbl,
NopsiaKOBOrO HOMEpa, YKasaHWe HauMEHOBaHUS oOpraHv3auuu,
KpaTKOro cogepxaHus nucbma)
31 odopmneHne 3akasa "KHura - novton", oTnpaeka 3akasa B MarasuH, OOVH 3aKas 3.1
06MeHHbIE GOHIbI
[JokomnnekToBaHue 6ubnmore4Horo oHaa:
32 nonyyeHve  3asBKM Ha  npuobpeTeHMe  OOKYMEHTOB  OT OJHa 3asiBka 0,3
nogpasgeneHun.
33 |cocTaBneHue GubGnuorpaduyecKkor 3anucu; ykasaHue KONMYecTBal oOHa KapTouka 3,0
K3eMNNSPOB M CUIIbl NOApa3aeneHnn
34 |BkNoYEHUE 3asBKN B KAPTOTEKY JOKOMMNIEKTOBAHMUSA OfHa KapToyKa 0,26
35 NpOCMOTpP KapTOTEKM HEeYyOOBETBOPEHHOIO CNpoca; aHanna oTkas3oB| OA4MH AOKYMEHT 3,0
NSl BbIABMEHUS OTCYTCTBYHOLUMX [OOKYMEHTOB, BKIIIOYEHME B
KapTOTEKY AOKOMMIIEKTOBaHUS
OTbop [AOKYMEHTOB U3 0OMeEHHbIX ¢poHOoB Oubnuotek Aans
JOKOMMMEKTOBaHUSA
[MpocmMOTp CNMCKOB, KapTOTEK, KaTaroroB OOMEHHbIX (POHOO0B| OOWH OOKYMEHT
BnbnmnoTek, oTBOp HYXHbIX OOKYMEHTOB, CBeEpka C kaTanoramu u
KapToTekamy cBoen OubnMoTekM; COCTaBreHWe Ccnucka Ha
[1OKYMEHTbI, 0TObpaHHble B 0OMEeHHOM dhoHAEe
KonnyectBo JOKYMEHTOB, BKNHOYEHHbIX B CMIUCKM:
36 |1 5,0
37 2-10 7,8
38 [11-25 16,0
39 126 - 50 32,0
CocTaBneHne onepaTtuBHOro (TekyLlero) nnaHa KoMnIeKkToBaHus:
40 lonpeneneHne MeponpusaTUn No bopMmMpoBaHnio eanHoro ooHaa Ha OQVH nnaH 480,0
TeKyLWA rof, OTBETCTBEHHbLIX WCMOMHUTENEN, KONMUYECTBEHHbIX
nokasartenemn obbema doHaa (noctynneHwe, BbIObITHE),
0TPacneBoOro coctaBa, UCTOYHUKOB MOCTYNJIEHUS!, CMETbI PAaCXOL0B
OdopmneHmne nnaHa KOMNIEKTOBAHNS B POpPME:
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41 mabnuy opHa Tabnuua 2,6
42 [kapToTeku OfiHa KapTo4Ka 2,6
Pabota B AC:
43 |BBog NnaHa KoMnnekToBaHuga B 6a3y aaHHbIx AC OOWH NnaH 1,1
44 koppekTupoBka 6asbl [aHHbIX; BbIBOL Ha 9KpaH, BHeCEHWe| OAWH OOKYMEHT 30,0
M3MEeHEeHNN
4.2. MNpuem 1 y4eT NoCTynMBLUNX JOKYMEHTOB
Tabnuua 65
N n/n HanmeHoBaHne npouecca, onepaunn. CoctaB paboTsl EgvHnua Hopma
n3mMepeHnsi BPEMEHU, MVH.
1 2 3 4
MpeM  OOKYMEHTOB, MOCTYMMBLUMX C  COMPOBOAUTENLHBIM
[1OKYMEHTOM
Mpvem [OKYMEHTOB MO COMPOBOAUTESNbHBIM MaTepuanam (C4eT| opgHa napTus
HaknagHasi, Konusa Yeka, akT), nogbopka Mx no andasBuUTy aBTOPOB
Unu  3arnaBuUi,  3KCNEAWUMOHHbIM  HOMepam, CBepka  C
COMPOBOANTENBHLIMW ~ AOKYMEHTaMMW, MPOCTaBMeHME LEeHbl Ha
n3gaHuy, NoacYET YnUcna IK3EeMNISpoB, 0bLen CTOMMOCTU
KonnyectBo JOKYMEHTOB B NapTuu;
101 4.0
2 2-50 8,9
3 Bb1-250 43,3
Mpvem [OOKYMEHTOB, NOCTyNMBLUMX ©6e3  COonpoBOAUTEMbHbIX|
TOKYMEHTOB:
4 |nopgbop Q[OOKYMEeHTOB Mo andasuty damMunuini  aBTOpPOB WNW| OAMH OOKYMEHT, 3,1
3arnaBuni; npoBepka Ha AOybneTHOCTb, NpPOBeAEHWE  OLEHKU OAWH aKT
TOKYMEHTOB; COCTaBMNeHWe akTa Ha Npuem JOKYMEHTOB
KonnyectBo JOKYMEHTOB, BKIMOYEHHbIX B aKT:
51 0,36
6 -5 2.1
7 6-10 3,7
8 |npocTaHoBKa LUTEMMNENs Ha TUTYNbHOM NUCTe U Ha 17-1 CTpaHuue| OAWMH AOKYMEHT 0,5
[IOKYMEHTa
CBepka MOCTYNMBLUMX [OKYMEHTOB C KapTOTEKOW  TEKyLLEero
KOMMMEKTOBaHUSA
9 [NOMCK KapTO4YKM B KapTOTeke TeKyLLEero KOMMIIEKTOBaHWUS, CBEpKa| OAWH OOKYMEHT 3,0
KapTOYKM C JOKYMEHTOM, BHECEHNE OTMETOK
10 joTbop NepBoro a3k3emMnasApa, BNOXEHWNE KAPTOYKM B JOKYMEHT OOWH OOKYMEHT 0,5
11 |nocTaHOBKa KapTOYKM 3a pasgenntens "BbinonHeHHbIE 3aKasb!” OfHa KapToyKa 0,3
Pabota B AC:
12 |npoBepka Ha AyOneTHOCTb MOCTYMMBLUMX U3daHWA B 6a3e OaHHbIX| OAWH OOKYMEHT 1,0
AC
13 |pernctpaums HoBbIX NocTynneHun B 6ase gaHHbIx AC OAVH OOKYMEHT 3,0
[Mprem 1 pernctpauus XypHanos 1 raser:
14 |nogbop XKypHamoB W raseT no andaBuTy Ha3BaHWW, MNOWUCK OOWH OOKYMEHT 2,0
pPErMCTpaUMOHHOM KapTOYKM B KapTOTEKE MOAMUCHBIX W3AaHUNM,
OTMETKa HoOMepa, AaTbl NONyYeHUs N3gaHns
15 |npocTaHoBKa WTeMnens Ha XypHane OOMH XXypHan 0,1
16 |npocTaHoBKa LUTEMMENS Ha rasete O[Ha raseta 0,5
Begenwe "KHurn cymmapHoro yyera"
pa3bop JOKYMEHTOB MO BUAaM, OTpacnsM 3HaHWM, A3blkaM, NoACYET, OA4MH OOKYMEHT 2,0
MMCria OOKYMEHTOB,  3anucb  pes3ynbratoB  noacyera Mo
YCTaHOBMEHHOW (bOpMe B KHUTY CYMMApPHOro y4eTa
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Konnyectso OOKYMEHTOB B NapTun I'IOCTyI'IJ'IeHI/IIZI

17 1 2,0

18 2-50 6,8

19 51 -250 42,0

20 BBOA cTaTMCTUYeCKMX AaHHbiX "KHurm cymmapHoro yyeta" B 6a3y] ogHa naptus 3,0
inaHHbIXx AC

21 |nogcyeT MOCTPaHMYHO MO NO3ULMSAM AaHHbIX KHWUrM cymmapHOro oaHa nosvumsi 3,2
y4eTa, NnepeHeceHne NTOroB Ha CneayoLLyi0 CTpaHuLy

22 |cBepka UHAHCOBbLIX [OOKYMEHTOB oOThena C (UHAHCOBbIMW| OAWH AOKYMEHT 50
IOKyMeHTaMu Gyxrantepum

23 |odhopmMneHne conpoBoOAUTENLHOrO AOKYMeHTa (CYeT, HaknagHas, OAWH AOKYMEHT 3,0
aKT) AN nepegayn B Oyxrantepuio

24 odopmneHune WHBEHTapPHOM KHUIN, Hymepauus NUCTOB,| OAHa CTpaHuua 0,88
npocTaBfieHNne HoMepa B UHBEHTAPHOW KHUTe

25 Banucb [JOKYMEHTOB MO YCTaHOBMEHHOW OpMe B WMHBEHTapHYK| OAWH AOKYMEHT 0,88
KHUTY, NPOCTaBIEHNE UHBEHTAPHOIo HOMepa Ha JOKYMEHTE

26 [npoBedeHWe WHOMBUOYANLHOrO yvyeTa AOKYMEHTa MO aKToBOW OAMH OAOKYMEHT 3,0
cvMcTemMe, MPoCTaBiEHVE NHBEHTAPHOIO HOMEpPAa Ha JOKYMEHTe

27 [npoBedeHWe WHOMBMAYaNbHOIMO yyeTa C MNPUMEHEHMEM YYETHOro| OfHa KapToyka 3,0
KaTanora; COoCTaBreHue ounbrnvorpacduyeckoro onucaHus
MOKYMEHTa, yKasaHuWe LeHbl, WHBEHTApPHOrO HoMepa, roaa
NOCTYNIEHUS, HOMEpa 3anncu B KHUIe CYMMapHOro yyeTta, yucna
NOCTYNUBLLNX 3K3EeMMnspoB, nx pacnpegeneHve no
nogpasgenexHnsm

28 BBanucb B XXypHane peructpauun KapToyek YYeTHOro kaTanoral ofHa 3anucb 1,0
MHBEHTAPHOro Homepa, NepBoro CrnoBa 3arnaBus

29 |npocTaHOBKa MHBEHTAPHOrO HOMEepa Ha JOKYMEHTe OLVH OOKYMEHT 2,6

30 |peructpauus naTeHTOB B HYMEPALIMOHHOW KHUre OAVH OOKYMEHT 0,3

31 [nonyyeHve akTOB Ha BbIObIBLUME [OKYMEHTbI OT CTPYKTYPHbIX OOVH aKT 1,0
noapasgeneHnin, BHeceHne 3anucu B KHure cymmapHoro yyeta (2-4
HacTb), NPOCTaBNEHNE HOMEPA akTa

32 McknoyeHne JOKYMEHTa No akTy 13 y4eTHbIX (popM OOVH JOKYMEHT 3,0

33 mckntoyeHne BbIObIBLUMX JOKYMEHTOB 13 6a3bl faHHbIX AC OOVH JOKYMEHT 2,0

34 [noraleHWe WHBEHTAPHOro HoMepa MW LWTeMnens OuMbnNMoTekn Hal OOWH AOKYMEHT 0,3
[IOKYMEHTE

35 |noalumBKa akToB OfVH JOKYMEHT 3,0

I'Ipmmeanme: npu pa60Te C OOKYMeHTaMMn Ha WHOCTPAaHHbIX A3blkaX K HOpME BpeMeHU TMpPUMEeHAETCA

nosblLaoLWmMi kKoaddpuumneHT 1,15.

4.3. bubnuoteyHas obpaboTtka gokyMmeHToB. OpraHn3aunsi U BeaeHWe KaTasioros

Tabnuua 66

KaTanoXxHom KapTO4KU O1bnroTeyHoro Luwcbpa, NOJIHOIo nHAaeKkca

N n/n HaumeHoBaHue npouecca, onepauumun. Coctas paboTbl EavHnua Hopma
U3MEPEHNss  [BPEMEHU, MUH.

1 2 3 4
PaboTta c neyaTHOM KapTOYKOW:

1 |pasbopka KomnnekTa nevyaTHbIX KapTodek OfiHa KapTo4Ka 0,42

2 nopbopka nevaTHbIX kKapTovek no andasuTy hamunuii asTopoB UNW| odHa KapToyka 0,36
3arnaBui ANs paccTaHOBKM B CNYXeOHYI0 KapToTeky

3 |paccTaHoBKa KapToyek B CNyXeBHYH KapToTeKy OfHa KapTouyka 0,36

4 |nopbopka nevaTHbIX KAPTOYEK K JOKYMEHTaM OfjHa KapTo4ka 0,52
CBepka NocTynMBLLMX JOKYMEHTOB C KaTanoramu:

5 [npoBepka MO KaTanory MOBTOPHOCTUM AOKYMEHTa, NepeHeceHue ¢ OfHa KapTodka 1,9
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6 [nouck B cnyxkebHOM kaTanore CBOAHOrO OMWCaHWS, BHECEHWE OAHa KapToyka 2,6
OTMETOK
7 lodopmneHne neyaTHOM KapTOYKM, HanNuUcaHue WHBEHTAPHOrQ OAHa KapToyka 0,68
Homepa, LWndpa 1 NHOW MHopMaLum
Mpunucka gyobneTos:
8 [cBepka gokymeHTa Ha OybneTHOCTb no cryxebHomy andaBUTHOMY, OAHO Ha3BaHVe 0,94
y4eTHOMY KaTanory
9 pnpuvnucbiBaHMe [y6neta B KaTtanor: NpOCTaBfiEHWE WMHBEHTAPHOIO OAHO Ha3BaHWE 0,84
HOMepa, NepeHeceHne Wwndpa Ha JOKYMEHT
[Mpunrcka NpogomKaLWwmnxcsa U3gaHun;
10 [nouck B perMcTpaunoHHON KapToTeKe KapTOYKM Ha u3gaHue, cBepka OOHO Ha3BaHME 0,84
€€ C OpUIrMHaNoM, BHECEHUE BMONMMOTEYHBIX OTMETOK
11 |nouck B Katanore KapTOYeK, oTmeTKa NOCTYNNEHUs| OJHO Ha3BaHue 3,1
COOTBETCTBYIOLLErO BbIMyCKa, NPOCTaBMNEHNE NHBEHTAPHOIO HOMEpa,
Wwndpa, BHECEHNE ApYrMX B1ubnmoTevHbIX OTMETOK
dopmmpoBaHmne Gubnuorpaduyeckon sanmcu
CocTtaBrneHMe OCHOBHOW  Gubnuorpadudeckor 3anmMcyM  Npy OAHO Ha3BaHue
OTCYTCTBUWM MEYaTHOM KapTOYKM B [OOKYMeHTe (O3HaKoMIeHue ¢
MOKYMEHTOM, COCTaBfIEHME OMNUCaHUS, BHECEHMWE OMONMMOTEYHbIX
OTMETOK)
KonnyecTBo anemMeHToB OnMcaHus:
12 1-4 0,42
13 56-6 5,2
14 [7-9 6,2
15 110-13 7,2
16 |14 -19 8,2
17 20 -27 9,2
18 |cocTtaBneHne ocHoBHOM OGuGNMorpaduyeckor 3anmcu C MOMOLLbIO 20,0
MakeTa KapTOuYKM, HanevyaTaHHOro B KHUre; MpOCMOTP W3aaHus,
CBEpKa C MakeTOM KapTOYKW, BHECEHUE N3MEHEHMUS U JOMNOMHEHMUS
19 coctaBneHue nobaBoyHOro onucaHus K OCHOBHOW| OfHa KapTo4ka 1,9
onbnurorpaduyeckon 3anmcu
20 |o3HaKOMNEHNE C JOKYMEHTOM, COCTaBNEHNE aHanMTUYECKOM 3annucu| OavH AOKYMEHT 10,0
21 |cocTaBneHue CCbINIOYHON KapTOo4Ku K OCHOBHOW| OfHa KapTo4yka 0,52
onbnuorpadunyeckon anmcu
PepaktupoBaHve 6ubnmorpadunyeckon 3anmcu:
22 |npoBepka NpaBuIIbHOCTN 3NIEMEHTOB 3aN1CU Ha KapTouke OflHa KapTo4Ka 1,0
23 pchopmneHne kapToukum Ans OybrnmpoBaHWs Ha MHOXWUTENbHOM| OfHa KapTodka 1,4
annaparte; NpOCTaBfieHMEe WHOEKCOB, WNGPOB, 6GMONMOTEYHBIX
NOMETOK, OnpefeneHne 1 yKkazaHne Tupaxa KapToyek
pynnoBas o6paboTka JOKYMEHTOB
OTOOp  OOHOTUMHBLIX  JOKYMEHTOB, MogfieXxawux TrpynrnoBoy| ofHa rpynna
06paboTke; cocTaBneHne obLien XapaKTepuCTUKM Ha KOMMMEKT|  OOKYMEHTOB
[1OKYMEHTOB
KonnyecTBo JOKYMEHTOB B rpynne:
24 1-9 39,0
25 10-15 60,0
26 [16-30 106,0
27 nNpoBepka MNPaBUITIbHOCTM  COCTaBfIEHUS1  XapaKTEePUCTUKM  Ha ofHa 13,0
KOMMIIEKT JOKYMEHTOB XapakTepucTuka
PekaTtanormsaums:
28 [(cBepka KapTO4KM C  [OOKYMEHTOM; MWCMpaBfieHne CTaporo| ofHa KapToyka 5,7
Bnbnuorpaduyeckoro onucaHusl; COCTaBMEHWE HOBOMO OMNMCaHUS;
nepeHeceHve wndpa, WHBEHTAPHOrO HoOMepa, OubNMOTEYHbIX
NOMeTOK
[MogroToBka K MHOEKCMPOBAHMIO JOKYMEHTOB AN KaTasoroB.:;
EIIDOEUOHIOIebn www.consultant.ru Nodaiesa ég
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29 |nogbopka KapTo4km K JOKYMEHTY, CBEpKa U BMOXEHME B AOKYMEHT OLVH OOKYMEHT 0,5

30 |o3HakOMNneHne C  OOKYMEHTOM;  YCTaHOBMEHMe  TeMaTWuKu; OAOHO Ha3BaHue 0,88
pacnpegeneHne no oTpacnsiM 3HaHus (No TemaTtumke)

31 [NPOCMOTP WHOCTPAHHbLIX W3OaHWWA, NepeBOd OaHHbIX Ha PYCCKUWA OAWMH AOKYMEHT 0,37
A3bIK
CuctemaTnsaums JOKYMEHTOB:

32 cuctematmsaums  OOKYMEHTa C  MCMOMb30BaHWEM  WHOEKCOB| OAWH AOKYMEHT 2,6
neyaTHOM KapTOYKW WM MakeTa KapToykM, HamneyaTaHHoro B
N34aHUN, O3HAKOMIIEHWE C OOKYMEHTOM, MPOBEpKa COOTBETCTBUS
MHOEKCOB Tabnuuam knaccudpmkauum, nNpuHATEIM B GmbnunoTeke,
NpOCTaBNeHNe MHOEKCa Ha JOKYMEHTe

33 fcuctemaTtmsaums 4OKYMEHTOB MpPW OTCYTCTBMU NEYaTHOW KapTOYKN M| OAWH OOKYMEHT 2,0
MaKkeTa KapTO4KM B W34aHUKN; O3HaAKOMIIEHME C [OOKYMEHTOM,
onpegeneHue nHaekca no Tabnuuam knaccudukaumm, NpUHATLIM B
onbnuoTteke, NpoCcTaBneHNe NHAEKCa Ha JOKYMEHTE

34 lonpepeneHve aBTOPCKOrO 3Haka [JOKYMEHTa MO aBTOPCKUM| OAWMH AOKYMEHT 0,3
rabnuuam

35 |umdpoBka goKymeHTa npu (hopmaTHO MHBEHTAPHOW pacCTaHOBKE; OAWH OOKYMEHT 0,42
onpegeneHve dhopmarta JOKYMEHTA, HanucaHve wndpa

36 |pegakTMpoBaHMe  KIMAcCUMPMKALMOHHOIO  WHAOEKCA;  MpOBEpKal OAWMH AOKYMEHT 0,5
NpaBUbHOCTU MHAEKCA, aBTOPCKOro 3Haka

37 |cocTaBneHue kapToyku andaBuMTHO-NMpeaMETHOro kKatanora (Ha| ogHa kapTouka 2,0
HOBYIO TemaTuKy), HanucaHue Ha KapTouke WHAEeKca, HasBaHue
Katanora M KapTOoTeKW, B KOTOPbIX OTpaxawTcs [AOKYMEHTbI,
YKa3aHWe CCbIIKM 1 OTCbINIKK, CBSI3b MEXAyY OTAENbHbIMY pyGpukamu
MpegmeTnsaumsa JOKYMEHTOB:

38 [npegmeTv3aunsi JOKYMEHTOB C MCMOMb30BaHMEM PyOpUK neyaTHOW OAHO Ha3BaHWe 2,6
KapTO4KM; MpOBEepKka COOTBETCTBUA PYyOPMKM NeyvaTHOW KapTOYKM
npegMeTHOMY KaTanory

39 [npegmeTv3aunsi JOKYMEHTOB MPW OTCYTCTBUM MEYATHOW KapTOYKW; OOHO Ha3BaHWe 3,0
03HaKOMJIEHME C JOKYMEHTOM, onpefeneHne pyopukm

40 cocTaBneHMe HOBbIX MpegMeTHbIX pybpuk ¥ nogpybpuk; ogHa KapToyka 1,5
nepeHeceHne Ha KapTo4KM CyXeOHOW KapToTeku

41 |pegakTupoBaHue npegMeTHOW pyOpuKKU; NpoBepka MpaBUIIbHOCTM| OOHa KapTouka 5,0
npegMeTHon pybpurKn, TOYHOCTb HaNnUCaHNs
OpraHusauns andgaBnTHOrO Karanora:

42 |nogbopka kapToykm no andaesuTy damMunuin aBTopoB UNK 3arnaBui| ofHa KapTouka 0,36
AN paccTaHOBKW B andaBUTHBLIW KaTanor

43 |paccTaHoBKa MpenBapuTenbHO  NOAOOPaHHbIX  KapTOuYeKk Bl OfHa KapTouka 0,36
andaBUTHbLIN KaTanor

44 |pepakTupoBaHue andaBWTHOrO KaTanora; NpoBepka pPacCTaHOBKM| OOHa KapTouka 0,88
KapTodeK, npaBUMbHOCTM [O06aBOYHBLIX M CChIFIOYHBIX KapTOYeKk,
ucnpasneHve ownbok

45 HanucaHue pasgenutensa Ans andaBuTHOrO KaTtanora, ykasaHuwe OOWH 0,88
OyKBbI, cnora pasgenuTens

46 |paccTaHOBKa pasgenuTtenst B andaBuTHbI KaTanor: noabopka OaVH 2,0
pasgenutend no  andgasuTy, MOUCK MecTa pasgenutens, pasgenutens
NOCTaHOBKA, 3aKpenieHNe CTEPXHS
OpraHu3aunsi cucTemMaTu4eckoro Kkaranora:

47 Inopbopka KapTOYkM MO MHAEKCAM, BHYTPU pasgerna no andaeuTy| ogHa KapTodka 0,42
damunuin  aBTOPOB  WMAWM  3arnaBul  ONs pacCcTaHOBKM B
cMcTeMaTMyeCcKMn Katanor

48 |paccTaHoBKa MpegBapuTenbHO  MNOAOOPaHHbIX  KapTodek Bl OOHa KapTouka 0,42
cMcTemMaTMyecKMn Katanor

49 pepnaktTupoBaHue cucTeMaTmyeckoro KaTanora: npoBepKal oAHa KapToyka 0,88
NpaBWbHOCTW HaMONHEHMS pa3genoB KaTanora Mo CoAEepPKaHwuio,
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MHOEeKcauun 1 paccTtaHoBKe, UcnpasneHne owmbok

50 |peknaccucpmkaLma cMCTeMaTUYecKoro KaTanora: MWChpaBrneHuel ofHa KapTouka 10,0
WHOEKCOB, BHECEHUE U3MEHEHWI B and)aBUTHbIM KaTanor

51 |HanucaHue pasgenuTens AOnNd  CUCTEMATUYecKoro  KaTanora: OOVH 1,0
YKasaHWe HauMMeHOBaHuUs pasfena, nogpasgena  w - Apyrux  pasgenuTens
pasgenuTenen

52 |paccTaHoBKa pasgenuTtens B cucTemMaTMYeckuin katanor: noabopka oaViH 2,0
No MHOEKCcaM, NONCK MecTa, MOCTAHOBKA, 3aKPEMIEHNE CTEPXKHS pasgenvrenb
OpraHusaunst npegMeTHOro Karanora:;

53 [nogbopka kapTodku NO NpeaMeTHbIM pybpukam, BHYTpU pyOpuK MOl OfHa KapTodka 0,42
andasnTy pamunuin asTopoB Unu 3arnasum

54 |pacctaHoBKa npegBapuTenbHO  MNOAOOpPaHHbIX  KapTodMek Bl OOHa KapTouka 0,42
NpegMeTHbIV kaTanor

55 |pepakTypoBaHue NpeaMETHOro KaTarnora: NpoBepka MpPaBWUITbHOCTM OfHa KapTodka 1,0
CCbINTOK, OTChINOK, pyOpurK

56 HanucaHue pasgenuTtena Ans npeamMeTHOro Katanora, ykasaHue OOViH 2,3
pyBpWKK, OTCBIMKKN, CCbISIKM pasgenvrenb

57 |paccTtaHoBKa pasgenuTtens B npeameTHbl KaTaror, nouck Mecra, OaViH 2,0
NOCTaHOBKA, 3aKpenneHne CTEPXKHS pasgenuTens
OpraHusaumst HyMepaLMOHHOro Katanora HOpMaTUBHO-TEXHNYECKON
DOKYMEHTaLMK:

58 [nogbopka KapToykM MO BMOAM OOKYMEHTOB, YCMOBHbIM LM(POBBIM OAHA KapTodka 4,3
0603HavYeHnsM, andaBuTy COKpaLLEeHHbIX Ha3BaHWW  CTpaH,
INaTMHCKOMY andasuTy (MHOCTPAaHHbLIX CTaHOApTOB), MO HOMepam
TOKYMEHTOB

59 |paccrtaHoBKa npeaBapuTeEnbHO N0AO0OGPaHHLIX KAPTOYEK B KaTanor OJHa KapToyka 0,41

60 |pemakTnpoBaHue kaTanora: npoeepka npaBuUMbHOCTHU OAHa KapTodka 2,6
oubnuorpacduyecknx  onNuMcaHWR,  pPacCTaHOBKW,  WUCMpaBreHue
OLWIMOOK; BHECEHWE OOMONHEHWMN M U3MEHEHWI B KaTtanor (OTMeHa,
3aMeHa, WM3MEHeHMWsl, MpoAJIeHWe cpoka [OEWCTBUS C yKaszaHUeM
MCTOYHMKA)

61 HanucaHue un paccTaHOBKa pasgenurens OaViH 1,3

pasgenvrenb

OpraHusauus n BegeHue 3NeKTPOHHOIO KaTanora:

62 (cBepka MOCTYMUBLUMX JOKYMEHTOB Ha OyOneTHOCTb B ANIEKTPOHHOM| OAWH OOKYMEHT 1,6
Katanore

63 |[npunuceiBaHWe NPOAOIPKAKLWMNXCA U30aHUA B SNEKTPOHHBIW KaTanor| OAuvH AOKYMEHT 1,6
dopmumpoBaHne OGubnMorpadryeckon 3anucu Onsi SMEeKTPOHHOro|  oAdHa 3anucb
Katanora; BBog B 6a3y OaHHbIX; 3amnofiHeHWe COOTBETCTBYHOLLMX
nonewn:

64 [Npv HaNM4YUM MakeTa Ne4aTHON KapTOYKK 0,36

65 |Npv OTCYTCTBUM NEeYaTHOWN KapTOYKK 0,42

66 [cocTaBneHve aHanMTU4eCcKon 3anucu 3,5

67 |cocTaBneHue 006aBOYHbIX U CCbINOYHbIX ONUCAHNI O[HO onucaHue 0,88

68 |pepmakTnpoBaHne Gubnuorpacdmyeckon 3anncu B 6ase gaHHbix AC; oagHO onucaHue 1,3
BHECEHME N3MEHEHUN

69 BBOg nepeyHs npegMeTHbIX pybpuk AJTY Kk cuctematudeckomy opfHa pybpuka 0,36
KaTanory n reHepanbHON CNpaBOYHOM KapTOTEKe

70 BblBOA Ha 3KpaH bubnunorpaduryecknx sanmcen 0fHa 3anvcb 0,83

71 |pegakTvpoBaHue pybpuK, HanoNHeHWe pasgenos ofHa 3anucb 7,5
N3baTre kapTodek u3 katanoros
N3baTme KkapToukMm Ha WUCKNIOYEHHble u3 GubnuotedHoro doHAal OaHa KapToudka
NOKYMEHTbI:

72 j@andasutHoro katanora 0,42

73 |cuctematmyeckoro katanora 0,36

74 |npegMeTHOro Katanora 0,36
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75 |HymepaunoHHoro Kartanora 0,42
76 m3bsATME Brbnuorpadumyeckmx 3anmcen 3 snekTPOHHOro KaTtanora ofHa 3anucb 2,0
[TexHnyeckasa obpaboTka JOKYMeHTa
HaknemBaHve Ha OOKYMEHT NUCTKa Cpoka BO3BpaTta, KapMallka, OOuH OOKYMEHT
spnblika:
77 INNCTOK CpOKa BO3BpaTta 0,42
78 Kkapmaluek 0,42
79 |apnbIK 0,26
HanucaHnuve wudpa Ha JOKYMEHTE U ApnbiKe: OLVH OOKYMEHT
80 |Ha gokymeHTe 0,26
81 |Ha apnblike 0,36
82 [nepeHeceHne HOpMaTHOro U cucTteMaTmyeckoro wndpa ¢ KapTouky| OOWH AOKYMEHT 3,0
Ha JOKYMEHT
83 lodhopmneHue KapToukMm Ons TUPaXMpOBaHWS: onpederneHne W OoAHO Ha3BaHue 1,0
yKasaHue Tupaxa
84 KoppeKTUpoBKa KapTOYKM MOCIe TUPaXNpoBaHUs OfHO Ha3BaHue 0,42
85 |pacnpefneneHue KatanoXHbIX KapTOYeK Ha HOBblE MOCTYMMEHWUsI MO OfHa KapTodka 0,42
CTPYKTYPHbIM NOoApasfeneHnsiM Nocne TUPaXXMpoBaHWs
86 panonHeHue KHWXKHOIO dopmynspa: yKasaHue wngpa, OOUH KHUKHBIN 0,88
MHBEHTAPHOIo HoMepa JOKyMeHTa, dhamMuivm U MHULManoB aBTopa, dopmynsap
ero Ha3BaHus, LeHbl, roga n3gaHus
87 BanonHeHWe KapTOYKM MHOMKATOpa Ha OOKYMEHT, HanpasnseMbli Bl OOUH UHOMKATOP 0,88
KHUTOXpaHeHMe: YyKasaHWe WHBEHTApHOrO HOMepa, aBTopa MU
Barnaeus, Wndgpa paccTaHOBKM
88 panonHeHwe nepegaTtodHOM BEAOMOCTM Ha MapTUO  HOBbIX| OAMH OOKYMEHT 0,15
NOCTYNIIEHUN
Pabota B AC
BbiBOA Ha 3KpaH y4eTHbIX popM, pacrnedaTka: ofHa dopma
89 InucToB MHAMBMAYANBHOIO yyeTa AOKYMEHTOB 0,05
90 |nepegatoyHOW BEAOMOCTU HOBbIX MOCTYNNEHWN 0,05
91 [kapToyku ¢ GBubnmorpadmyeckon 3anucbto Anst y4eTHOro Kkartanora 0,05
92 KHwxHOro popmynspa 0,05
93 |[kapTO4kM MHoMKaTopa 0,05

MpumeyaHne: K Hopmam BpEMEHM NPUMEHSAIOTCSA NOBbILWAoLLMe KO3IPPULNEHTDI:
- Npu cocTaeneHnn Gnbnmorpadmnyeckoro oNUCaHUs Ha OOKYMEHT, Ha TUTYMbHOM NUCTE KOTOPOro 4YacTUYHO
OTCYTCTBYHIOT AaHHble Ans 6ubnuorpadudeckon 3anucu - 1,13;

- npu 6ubnuoteyHon obpaboTke: KUHODOTOHOHOOOKYMEHTOB

- 1,21,

HOTHbIX,

KapTorpadu4eckmx,

nsomnsgaHum - 1,15, cneumansHbIX BUAOB HAy4YHO-TEXHUYECKOW NuTepaTypbl U AoKyMeHTauumm - 1,10;
- Npu paboTe C JOKYMEHTAMW HAa WMHOCTPAHHbLIX SA3blkax, NMPW OpPraHW3auun U BeOEeHWU KpaeBegyecKoro
Katanora (kapToTekun) n GnbrnmMoTeyHoro KkaTanora Ha MUHOCTPaHHOM sa3bike - 1,15.

4.4. Pabota ¢ oHOOM

4.4.1. Pabota no npMemMy JOKYMEHTOB

Tabnuua 67
N n/n HaumeHoBaHue npouecca, onepauumun. Coctas paboTbl EavHnua Hopma
n3mepeHusi BPEMEHU, MVH.

1 2 3 4

1 [MNpuem JOKYMEHTOB B CTPYKTYPHbIX NoApasfeneHnsx:

2 |npveM [OOKYMEHTOB U3 oOTAena KOMMMEKTOBaHWs, CBepka C| ofHa napTtus 90,0
CONPOBOANTENBHLIM MaTepuanom

3 |peructpauus HOBbIX MOCTYMNMNEHUA NEepuoanyeckux usgaHui,| OAWH AOKYMEHT 0,4
NpPoCTaBreHne OTMETKN B PEMMCTPaLMOHHON KapToTeke
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Tabnuua 68

4 |npocTaBneHue LWITeMNensa CTPYKTYpHOro noapasgeneHnss Hal oauvH AOKYMEHT 0,26
JOKYMEHTE
Mogbop 4OKYMEHTOB AN pacCTaHOBKU B OHAE:!
5 |nogbopka [OOKYMEHTOB MO  KMAacCUMUKALMOHHLIM  MHOEKCAM, OOWH OOKYMEHT 0,52
@BTOPCKOMY 3HaKy
6 |nogbopka fOKYMEHTOB Mo hopmaty, MUHBEHTapHbIM HOMEpaMm OAVH OOKYMEHT 0,36
7 [nogbopka nepuvoguyvecknx wsgaHui no  andaBuTy Ha3BaHWAM, OOWH OOKYMEHT 0,5
rogam, Homepam
8 [nogbopka cneuBMOoOB HOPMATUBHO-TEXHWYECKOW OOKYMEHTaUMW Mo, OOWH OOKYMEHT 0,36
Knaccam, nogknaccam, rpynnam, noArpynnamM, WHBEHTaPHbLIM
HoMepam
PacctaHoBka 6mbnmnoTteyHoro goHga:
9 |paccTaHOBKa [OKYMEHTOB Ha CTennaxax B CUCTEMATUYECKWU- OOWH OOKYMEHT 0,52
andaBUTHOM nopsgke
10 |paccTaHOBKa AOKYMEHTOB Ha cTernaxax B )OpMaTHO-MHBEHTAPHOM| OAMH JOKYMEHT 1,3
nopsigke
11 |paccTtaHOBKa nepuoguyeckux wusgaHuin no andgasBuTy HasBaHWW,| OO4MH OOKYMEHT 0,52
rogam, Homepam
PacctaHoBKa HOpMaTUBHO-TEXHUYECKOW AOKYMEHTaLMWU Mo Kraccam, OOWH AOKYMEHT
nogknaccam, rpynnam, nogrpynnam, MHBEHTApHbIM HOMepaMm
KonnyectBo JOKYMEHTOB B Noabopke:
12 1-5 0,52
13 6-10 5,2
14 11-15 0,88
PacctaHoBKa [OKYMEHTOB Ha MWKPOHOCUTENSAX B MHBEHTAPHOM W OOWH OOKYMEHT
HyYMepaLUMOHHOM NopsigKe:
15 |npoBepka NpaBUNBHOCTM PACCTAHOBKU LOKYMEHTOB B OTAENbHbIX OAWH AOKYMEHT 0,5
Maccuax ooHaa
16 |nepeasuxeHune (NepeHeceHne) JOKYMEHTOB Ha cBobogHble MecTa OAVH JOKYMEHT 0,4
17 lodbopMneHne nOMnoYHbIX pasgenurenen; HanucaHue MOSOYHbIX OAVH 10,0
pasgenvrtenen pasgenurens
MprmeyaHne: K Hopmam BpeMEHU MPUMEHSIOTCA NoBbILlaoLWLme KOIPDULNEHTI:
- Npu nogbope 1 paccTtaHoBKE KMHOPOTOMOHOLOKYMEHTOB - 1,2;
- Npy noadope N paccTaHOBKe HOT, kKapTorpaduyeckux, nsonsgaHun - 1,5;
- Npu paboTe ¢ AOKyMEHTaMM Ha MHOCTPaHHbIX A3bikax - 1,15.
4.4.2. PaboTta no coxpaHHoCcTu choHaa
N n/n HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EavHnua Hopma
N3MEpPEHNsT  |BPEMEHWU, MVH.
1 2 3 4
[MpoBepka GubnmoTeyHoro hoHaa:
1 |HanucaHue KOHTPOSbHOro TanoHa Ha AOKYMEHT, YKa3aHWe Ha HeM|  OAMH TanoH 3,0
WHBEHTaApHOro Homepa, wudpa, damunun, MHULMAaNoB asTopa,
Barnasus, roga, Mecta usaaHus, UeHbl, Mecta XpaHeHus
2 |MapKMpoBKa KOHTPOSbHbIX TanOHOB: YCTAHOBKA, r4e YYTeH OaHHbIA|  OAMH TanoH 8,0
MOKYMEHT (YYeTHbIN KaTanor, MHBEHTapHasa KHwWra), npocTaBneHune
ONo3HaBaTENbLHOro 3HaKa
Mopbopka KOHTPObHbLIX TarNOHOB: OVH TanoH
3 |no uHBEeHTapHbIM HOMepaMm 0,1
4 |no andasuty hammnnunin asTopoB UK 3arnasun 0,1
5 |no knaccudurkaumoHHOMY UHOEKCY 0,1
6 |cBepKa KOHTPOMbHbIX TarOHOB C WHBEHTApHOW KHWIOW, OTMEeTKal  OAMH TamnoH 2,0
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NPOBEPKN HA TallOHE U B KHUI'e

7 [cBepKa KOHTPOSNbHbIX TanoHOB C Y4YeTHbIM WM andaBWUTHbIM,  OOWH TaroH 3,0
ronorpadrMyeckMm Katanoramu, OTMETKa Ha TanoHe 1 B Katanore
8 |npocmoTp  hopMbl  MHOMBMAYANBHOMO  y4eTa,  BbisIBNEHWE OAWH AOKYMEHT 3,0
TOKYMEHTOB, He npoLleLnxX NpoBepKu
9 |cocTaBneHue KapTovku Ha JOKYMEHT, He npoLueallinii NpoBepKU OfVH JOKYMEHT 3,0
10 |nouMck [JOKYMEHTOB, He npollefmnx MpOBEPKY, MO pasnU4yHbIM| OAWH AOKYMEHT 20,0
Y4ETHBbIM bopmam, KapToTekaMm, XXypHanaM, KHWKHBbIM NMoJIkam
CocTaBneHue cnvcka HegocTawwmx B ooHAEe AOKYMEHTOB O[VH CNUCOK
KonnyecTtBo JOKYMEHTOB B CMUCKE:
11 11 0,78
12 2-10 8,3
13 11-25 19,3
OT60p JOKYMEHTOB ANs U3bATUs U3 hoHaa
MpocMOTP SOKYMEHTOB Ha NpeaMeT usbsATvsa 13 doHga: OOWH JOKYMEHT
14 HenpogUnbHbIX 3,1
15 |nybneTHbIx 1,6
16 |ycTapeBLIMX NO coaep>KaHmio 3,1
17 BeTxux 0,88
18 |Manoucnonb3yemblX, HEUCMNONb3yEMbIX 2,6
MogroToBKa AOKYMEHTOB K aKTMPOBAHUIO:
19 nopbopka LOKYMEHTOB B MapTUM MO MPUYMHAM U3bATUS, CBEPKa C| OAMH JOKYMEHT 0,36
KHVKHBIM DOPMYISIPOM
20 [nogbopka KHWKHbIX (OPMYNSAPOB Ha [OKYMEHTbl B MOPSAAKE 0avH hopMynsp 0,42
MHBEHTApPHbIX HOMEPOB, andasuTa, XypHanbl - MO rogam Mu
HoMepam
COCTaBIiEHNE CMMCKa K akTy BblObITUS (Nnepedayn), noacyet obuuen OAWH aKT

CYyMMbI, OCpOPMIIEHME aKTa; MoralleHWe MHBEHTAPHOrO Homepa U
LwTemnens 6ubnnoTekn Ha JOKYMEHTE; NOALUMBKA aKTOB
KonvnyecTBo JOKYMEHTOB B CMMCKE:

21 1 0,78

22 2-10 7,8

23 11-25 19,3
MogroToBKka AOKYMEHTOB B Nepenmner:

24 |oTOOp [OOKYMEHTOB AN nNepensieta; MpoBepka COCTOSIHWUS| OAWH AOKYMEHT 3,0
DOKYMEHTa; 3anofHeHne (CBepKa) KHUXKHOro doopmynsipa

25 [nogbopka KOMMNMEKTOB, CBA3Ka B Madku; opopmMreHne OOKYMEHTOB| OOWH AOKYMEHT 2,6
\ansa nepegayv B nepennet

26 |[nogrotoBka OOKYMEHTOB K BOCCTAHOBMEHMIO: MOAOOp OOKYMEeHTa, OAWH AOKYMEHT 10,0
@HaNorM4yHOro  noBpexaeHHoMmy, odopmMneHMe  3akasa  Ha
KonvpoBaHue

27 |npuemM 3aka3a nocre KONUpoBaHWs, npoBepka KavecTBa KOMWK;| OAWH AOKYMEHT 7,0
NoAroToBKa JOKYMEHTa K nepennety

28 [npueM [OOKYMEHTOB W3 nNepenneta; cBepka MOCTYNUBLUMX W3] OAWH AOKYMEHT 7,0

nepenneta [OOKYMEHTOB C KHWXHbIM (pOpMynsipoM, MpoBepKa
KayecTBa nepenneTa; BOCCTAHOBMEHWE 3arnaBusi; HanucaHue
LWndpa Ha spnblke, KOpeLIKe JOKYMEHTA

MopLlumBKa raseT U TOHKUX XXYPHAIOB:

29 lonpegeneHve dopmaTta, BIOXKEHWEe KOMMMeKTa XypHarnoB B nanky| oOaHa narnka 3,0
HY>KHOro chopmara, 3aBsi3blBaHWE; BblHECEHME Wndpa, Ha3BaHus,
roga u3gaHusl, HOMEPOB XXYPHAII0B Ha 0BMOXKY M KOPELLOK Nanku

30 |packnagka rasetbl MO Ha3BaHUSAM, NpoOKanbiBaHWe, BIfIOXKEHME Bl  OAHa nanka 5,0
KapTOHHYH OBMOXKY (narnky), NpoLWHYpoBKa, 0dhopMIIEHNE OBMOXKU
(Ha3BaHwe, rog, Homep, Mecsu)

Menkun peMoHT ¢hoHaa:

31 [nogknewvika [OOKYMEHTa, KapMallKoB, SPfblKOB, BOCCTAHOBMEHWE  OgHa namnka 2,0-5,0
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3arnaBsui U MHOW PEMOHT

O6ecnbinMBaHne goHaa:

32

obecnbinuBaHue (*)OHﬂ,a C noMoLlbio Mbinecoca; obecnevyeHune
pa6oqero MeCTa TeXHU4YeCKMMU cpencrteamMmu: nbljiecocom, pa60qv|M
CTOJTMKOM, CTpGMﬂHKOVI, BeapoM; npoBegeHue obecnbinuBaHus,
BaHeCeHne TeEXHNYECKNX CpeaCTB B MeECTa XPaHEHNA

O[Ha Meponorika

12,0

33

Py4HOE obecnbinuBaHne (bOHD,a; obecneyeHne pa6oqero MeCTa
TEXHNYECKMMWN CpeacTBaMU: CTpeMHHKOVI, pa60‘-IVIM CTOJTMKOM,
[TENexXKon, BeOpOoM, Tpdnkamu; npoTtupka, 3aHeCeHne TeXHU4eCKUXx
CpeacTB B MeCTa XpaHeHnA

OHa MepornoJika

9,4

lNpumeyaHme: K HopmamM BpeMeHU NPUMEHSIIOTCA NoBbILWatoLwmne Ko PULMEHTDI:
- Npy py4HOM obecnbinnBaHum hoHaa HOTHbIX, KapTorpadryecknx, nsomsgaHum - 1,2;

- Npy obecnbINMBaHMM C MOMOLLbIO Mblniecoca - 1,3.

4.4.3. N3yyeHne 6ubnmoteyHoro goHaa

Tabnuua 69

N n/n

HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl

EanHuua
n3mMepeHnst

Hopma
BPEMEHWU, MVH.

2

3

4

MogrotoBuTensHas paGOTa No N3y4eHuto OnbnmoTeyHoro (bOHﬂ,aZ

COCTaBrneHvne nnaHa paboTbl Mo n3yyeHuo GudnmoTedHoro ¢goHaa
(4acTn doHga)

OOuH nnaH

10,0

NnoAroToBKa MHCTPyMEHTapua no U3y4eHutro OMbnMoTevHoro (*)OHﬂ,a;
cocTaBneHne Tabnumubl No Pa3IM4HbIM acnekTam N3yy4yeHus

oaHa Tabnuua

10,0

nogbopka  Gubnuorpaduyeckux  nocobun, MHHOPMAaLMOHHBIX
CNUCKOB Ansi NpoBeAeHusi paboTbl MO M3y4eHuto GUBRIMoTeYHoro

doHaa

oAHo nocobue

10,0

NpoBeAeHNE WHCTpYKTaXxa Ans npoBedeHusi paboT no U3y4YeHuto
onbnmoTeyHoro oHaa

OJVIH MHCTPYKTax

10,0

Bubnunorpadgumyeckoe nsyyenme 6ubnmoredHoro oHaa

Os3HakomrieHne ¢ copgepxaHnem 6ubnmorpadumyeckoro nocobus,
MHPOPMALIMOHHOIO CNMCKa Ansi NpoBeAeHust paboTbl MO U3YYEHUIO
bnbnroteyHoro hoHaa

oAHo nocobue

KonnyectBo HasBaHu B nocobuu:

1-25

15,7

26 - 50

34,0

N[O

51-100

68,0

CBepka kapToukM kaTamnora c OGubnuorpaduyeckum OnucaHnem
MOKYMEHTa, YKa3aHHOro B Nocobuu; oTMeTka 0 HanMyuum JOKYMEHTa
B ¢boHze:

ofHa KapTouka

andaBUTHLIN KaTanor

2,0

CcUcTEMaTUYECKUIA KaTanor

5,0

N
o(om

cocTaBneHue 6Gubnunorpacdny4eckoro onucaHust Ha OTCyTCTBYHOLME B
bubnuoTeke JOKYMEHTbI

ofHa KapToyka

2,6

npOCMOTp HanoJIHEHNA CUCTEMAaTU4YeCKOro Katasiora B pa3finyHblX|
acneKkTax (FIO oTpacndam 3HaHuaA, Buaam, rogam u apyrmv aCFIEKTaM);
conocTaBlieHne NoJly4YeHHbIX OaHHbIX C TeMaTUKO-TUNOJNIorn4ecknm
(I'IepCI'IeKTI/IBHbIM) Nny1iaHOM KOMMJIeKTOBaHUA; yTOYHEeHNEe, BHECEHNE
KOPPEKTUB B MNMJ1aH KOMMJIEKTOBAHNA

OflHa KapTo4Ka

Konunyectso KapTo4ekK B ALUKE!

11

1-500

43,0

12

501 - 1000

85,0

13

1001 - 2000

173,0
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CTatuctmnyeckoe nsyyeHne 6GnubnuoteyHoro oHaa:

pe3yrnbTatamMm n3yvyeHus (bOHﬂ,a

14 [BanonHeHwe cTaTUCTUYeckMx Tabnuy (No cocTaBy, AMHaMuke W opfHa Tabnuua 10,0
CTEMNEHN UCMNONb30BaHUsA GMbnMoTeyHoro ¢oHaa) Ha OCHOBaHWUM
Y4ETHOW JOKYMEHTauuu

15 |pacyeT nokasaTtenen KHUroobecne4dyeHHocTn, obpallaeMocTu,| OaMH NnokasaTernb 4,0
MUTAEMOCTH

16 [cnnowHoOM nNpoCMOTP [OOKYMEHTOB Ha cTennaxax, noacyeT no| OAWH OOKYMEHT 0,84
KHWKHBIM hopMyrsipam UM NIMCTKaM CpoKa BO3BpaTa KONMYecTBa
KHUroBblaau

17 |mapkupoBka HeucnonbdyemMon 4actu oHaa B 3aBUCMMOCTU OT| OOWH OOKYMEHT 0,26
NPWYYH, BbI3BaBLUMX HU3KYIO 06pallaeMocTb

18 BanonHeHne Tabnuubl MHTEHCUBHOCTU ncrnonb3oBaHus opHa Tabnuua 50,0
onbnmoTeyHoro oHaa
CocTtaBneHve w aHanuad Tabnuy Mo M3y4yeHuro O6mbnmoTeyHoro
doHaa
CocTaBneHune Tabnuupl:

19 |no cocTaBy, pa3BMTUIO M UCNOMNb30BaHMIO BrbnmoTeyHoro goHga ofHa Tabnuua 63,0

20 |no cTeneHM wucnonb3oBaHus ¢oHAA B pa3nU4YHbLIX acnektax (B oaHa Tabnmua 68,0
OTpacnesoMm, N0 Buaam M3gaHum 1 MHbIM acrnekTam)

21 |no o6beMy Heucnonb3yemon 1 manocnpaluMBaemon Yactm cpoHga v| ogHa Tabnmua 63,0
NpUYMHaAM ee HaKoMNIeHUs
AHanNn3 Tabnuubi:

22 |no cocTtaBy, pa3BUTUIO 1 UCMNOSB30BaHUID BUbNMoTevHoro ooHaa ofHa Tabnuua 56,0

23 |no cTteneHM wucnonb3oBaHus poHAA B pas3nUuHbIX acnektax (B oaHa Tabnuua 56,0
OTpacnesoMm, N0 BUAaM M3gaHun N MHbIM acnekTam)

24 no cocTaBy W BenM4MHE HEUCnomnb3yeMoW M manocnpawvsaemou| ofHa Tabnuua 60,0
MacTu poHaa M NPUYMHaAM €€ HaKOoMMeHus

25 [cocTaBrieHve nnaHa MeponpuaTUA peanu3auuy npeasiokeHun Mo OAVH nnaH 161,0

MpumeyaHne:
- BpeMsi MpoBeAEeHNS NHCTPYKTaXa B HOPMY BPEMEHW HE BXOOMUT;
- Npu paboTe C AOKYMEHTaMM Ha MHOCTPaHHbIX S3blkaX K HOpMam

KoadhdmumeHT 1,15,

4.5. ObcnyxmBaHue untartenemn

4.5.1. Pabota c yntatenem

BpeMeHN NpUMeHAEeTCA NoBbILLIAKOLLNN

Tabnuua 70

N n/n HaumeHoBaHue npouecca, onepaumun. Coctas paboTbl EavHnua Hopma
U3MEPEHNsT  [BPEMEHU, MUH.

1 2 3 4
3anucb yntatens B 6nbnmnoTeky:

1 |npocmMOTp OOKYMEHTOB uuTaTensd (nacrnopTt, YAOCTOBEpeHWe, OAUH YuTaTenb 20
NOpyyYnTENBLCTBO); MPOBEPKa Hanuunst YYEeTHO-PEerncTpaunoHHON
KapToykM  uuTaTensi; Bblga4ya  aHKeTbl  Ans  3amnofHeHus]
nonb3oBaTenemM ¢ NoAPOOHBIM NOSICHEHNEM NO 3aNOSIHEHWIO NONEN

2 [BanonHeHwe opmynapa uuTaTens, Yy4YeTHO-perucTpaLMoHHOW OOWMH uuTaTenb 2,0
KapTOYKM, YMTaTenbckoro buneta

3 (p3HaKoMreHue yuTaTtens c npaBunamMm Mosb3oBaHUs GUBNMOTEKOW, OAWH YnTaTenb 50
pacnonoxeHvem QOHAA, CNPaBOYHbIM annapaTtoM, 3MEeKTPOHHBIMM
pecypcamu  (ayOuokHUramu, yganeHHbiMu  6aszamMu  gaHHbIX,
iauckamu, punbmorpadmen)

4 |nopbopka K paccTtaHoBka no andasuty damunun  4Yutatenen| ogHa KapToyka 0,26
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Y4ETHO-PEerncTpaLnoHHbIE KapTOYKU
[Mepepernctpaunsa yutarenemn:
5 pouck opmynspa  (perMcTpauMoHHOM  KapTOdKM)  yuTaTens, OAWH YuTaTenb 12,0
BHECEHWNE M3MEHEHWUI B HNX N YNTATENbCKUA Bunet
Banucek (nepeperncrpaumsl) uuTatenen B aBTOMaTU3UMPOBaHHOM
pexume:
6 Habop Ha knaBmaType cBeOeHMN O uuTatene: damMunus, WMs,| OAUH YuTaTenb 6,0
OTYECTBO, XapaKkTepuaylolime ero npu3Haku (obpasoBaHue,
CneumnanbHOCTb U MHbIE NPU3HAKK), KO
7 KOHTPOMb 3a BO3MOXHbIM HanU4MEM [aHHbIX O uuTaTene, OAWH YuTaTenb 1,0
BanncaBweMcss B Oubnunoteky (paHee 3anucaH, NUWEH npasa
Nonb30BaHUs)
8 |ohopmneHne koga uuTaTeNsa C KOHTPOSbHbIM PaspsiaoM U CPOKOM| OAMH YuTaTenb 0,52
MONb30BaHUSA YMTaTenbCKMM OUNETOM Ha OCHOBE  BblOAHHON
MHGOopMaLnn
9 BbIBO4 Ha MpUHTEpP CBEAEHUW O 3anucaBLUeMCH uyuTaTtene B BWAE OAWH YnTaTenb 1,3
briaHka, Bbipe3aHue 6naHka 1 BKIeWKa ero B YnTaTenbCckum ounet
PaboTa gucnetyepckom cryxobbl:
10 npvem 4uTaTenbckoro TpeboBaHWs; MpOBeEpKa NpPaBUNBbHOCTW OAHO TpeboBaHne 2,0
3anonHeHnst TpeboBaHNs, YTOYHEHNE MeCTa XpPaHEeHUA LOKYMEHTOB;
OTMETKa B AWCMNEeTYepcKon ceTke, nepepjada TpeboBaHWs B
KHUroxpaHeHune
BbinonHeHue TpeboBaHun noTpebutenen, Bbiaavya OOKYMEHTOB M3
OCHOBHOIO KHUFOXpaHeHUs:
11 |nonyyeHue TpeboBaHWs, permctpaums, nogbopka ux no wudpam ofHo TpeboBaHue 3,0
12 nounck OOKyMeHTa, oTMeTka Ha TpeboBaHUW, KHWXKHOM chopMynspe, ogHO TpeboBaHue 5,0
AMCneT4epCcKon ceTke
13 lycTaHOBNEHME MeCTa HaxOXOeHWst HeHaWAEeHHOro OOKYMeHTa MologHo TpeboBaHue 7,0
CNpaBOYHbIM KApTOTEKAM, KaTasnoram
14 Bblgada [JOKYMeHTa M3 OTAena KHUTOXpaHeHUsl noTpedbuTento; OAMH OOKYMEHT 2,0
OTMETKa Ha KHWXKHOM dhopmynsape, TpeboBaHus
15 npuHATME  OOKyMEeHTa OT  noTpeduTens; MOUCK  KHWXKHOIO| OAMH OOKYMEHT 3,0
dopmynsipa, TpeboBaHWs; NoraeHe OTMETKM O Bblgauu
Bblgada KOMMNNEKTOB AOKYMEHTOB BO BPEMEHHOE MOJSIb30BaHME
nogpasgenennsam bnbnmoTeku:
16 (pdopMneHne 3asiBKM Ha KOMMSEKT LOKYMEHTOB, NepedaBaeMbll Bl OAHa 3asiBKa 5,0
CTPYKTYpHOE nogpasgeneHue
17 |nogbop AOKYMEHTOB B KOMMMEKTbI; HANMCaHWE BTOPOro 3K3eMnssipal OauH AOKYMEHT 40,0
KHWKHOro popmynsipa (nHavkaTopa)
Bblgada KOMNMEKTOB  OOKYMEHTOB, OTMEeTKa Ha  KHVWXHOM| OOWH OOKYMEHT
bopmynsipe (MHOMKaTOpe) AaTbl BblAayun, AaHHbIX NoApasgeneHus,
nonyyawLwero KOMnaekT
KonnyectBo JOKYMEHTOB B KOMMJEKTE:
18 25 6,8
19 50 13,5
20 200 108,0
MonyyeHne KOMMIEKTOB [OKYMEHTOB oT CTPYKTYPHbIX OAMH KOMMMEKT
nogpasgeneHvuin; MNOUCK  KHWXKHOro  dopmynspa  (MHAukaTopa),
noralleHve OTMETKM O Bblaye, BIOXEHUE ero B JOKYMEHT
KonnyectBo JOKYMEHTOB B KOMMMEKTE:
21 25 6,8
22 50 13,5
23 200 108
O6cnyxrBaHWe ynTaTenen B YuTansHoOM 3ane:
24 QnpoBefeHuWe KOHCynbTauumn, becen € 4uTaTensMu Yy KaTaroros, ofHa 10,0
KapTOTEK, KHWXHbIX MOMOK; MHAPOPMUPOBAHUE YnUTaTeNen O HOBbIX| KOHCyMbTauus
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MOCTYyNneHnsix, o paboTe SNeKTPOHHOro KaTanora, CTaHuuu
caMoobcnyxmBaHusl, o paboTe C SMEeKTPOHHLIMU pecypcamu
VAaneHHblX 6a3 [aHHbIX, O BO3MOXHOCTSAX paboTbl B JNIMYHOM
KabvHeTe Ha canTe BMBIMOTEKM, O NONb30BaHUM AETCKOW KOMHATOM
MogGop [AOKYMEHTOB B NOACOGHOM (boHAE YWUTanbHOro 3ana, OAMH OOKYMEHT
nepenaya Ha kadpeapy Bblaayu:

25 |no TpeboBaHuo YnTaTens 3,0
26 |no ycTHOMY 3anpocy 3,0
27 no onpegeneHHon Teme 3,5

MoaGop OOKYMEHTOB MO y4eGHOM NporpamMmme Ha OCHOBaHWM MakeTal OOMH KOMMIEKT
KOMMMeKkTa [OOKYMEHTOB, BblgaBaeMblXx CTydeHTam, nogbop
y4eOHMKOB Mo chakynbTeTam, Kypcam, rpynnam; CBepka KHVDKHbIX|
bOpMYNISIPOB C Ha3BaHWMEM KHUT, UHBEHTAPHbLIMU HOMepamu
KonnyecTBo JOKYMEHTOB B KOMMJIEKTE:!

28 10 4,0
29 20 8,0
30 40 16,0
31 BblgadYa [JOKyMeHTa: CBepka BbldaBaeMoro [[OKYMEHTa ¢ OAWH OOKYMEHT 2,0

yuTaTenbCckum  TpeboBaHMeM; MNpoBepka  HanuMunst  CTpaHwuL;
BHECEHME 3anMcu Ha uuTaTenbckoMm TpeboBaHuM (KOHTPOSIbHOM
NMNCTKE), BMOXEHME B YMTATENbCKMI BUNET; paccTaHOBKa, OTMETKa
KHWUroBblaaum

Bblgaya OOKYMEHTOB: CBepka BbldaBaemMoro [OOKYMeHTa ¢
uuTaTenbCkuMm  TpeboBaHWeEM; npoBepka  Hanuyuusa  CTpaHuu;
CKaHMpPOBaTb 4MTaTeNnbCKMA OWUNET; CkaHMpoBaTb BblgaBaemble
KHUIMM; OTMETKa KHUrOBbIAa4n; OTMETKA CTaTUCTUKU NOCELLIaEMOCTH:
32 [NpuHATME OOKyMeHTa: cBepka ero ¢ TpeboBaHMem (KOHTPOSbHBIM| OAWH OOKYMEHT 20
NMMCTKOM), MPOBEPKa COXPaHHOCTWU LOKYMEHTA, Hanuuus CTpaHuu,
BHECEHMNE OTMETKM O NMpueme

33 [nonyyeHve [OOKyMeHTa, 3aKa3aHHOro uuTatenem B OTAEeNe OAWH OOKYMEHT 0,5
KHUrOXpaHeHus

34 [nepepaya  OOKYMEHTa, COAHHOrO  yuiTtateneMm, B OTAer OAWH OOKYMEHT 1,0
KHUrOXpaHeHus
OT160p ¥ Nnepegava JOKYMEHTOB Ha KOMMPOBAaHME:

35 loTOop AOoKkymeHTOB (OTAENbHbLIX CcTaTel) pnns nepegayu  Ha| OAWMH AOKYMEHT 5,0
MUKPOMIIbMUPOBAHME U KONMMPOBaHUE

36 [nogrotoBka AOKYMEHTOB K KOMMPOBaHWIO, OOpMIieHWe 3akasa, OAWH OOKYMEHT 3,0
pervctpauns B y4eTHbIX oopmax

37 [nonyyeHne MuKpodpunbma UM KOMMM, MpPOBepKa MpaBUMbHOCTW  OAMH 3aKas 5,0

BbINONHEHNS 3aka3a

O6cnyxnBaHne ynTarenen Ha aboHeMeHTe:
38 |nogbop OOKYMEHTOB ANs pekoMeHAauumn YmtaTensam OLVH JOKYMEHT 5,0
Bbloaya [OOKYMEHTOB u4uTaTtento, nouck dopmMmynsipa udutatens, OAWH OOKYMEHT
yKkasaHMe cpoka Bo3BpaTa, MpoBepKka HanuMuMst  CTpaHu;
o6CcnyxmBaHue

Bblgada [JOKYMEHTOB: CBepka BblAaBaeMOro [OKYMEHTa C
MuTaTenbCkuM  TpeboBaHMEM; MNpoBepka  HanuMunMsi  CTpaHWuL;
CKaHMpOBaHMe YNTaTenbCKoro buneta; ckaHMpoBaHMe BblAaBaeMOMN
KHWTX; pacneyatka KOHTPOJSIbHOrO JIMCTKA C YyKa3aHMEM Ccpoka
BO3BpaTa M Crucka BblAAHHbIX KHUM, OTMETKa KHUroBblAa4n; oTMeTka
CTaTUCTUKN NOCELLAaEMOCTMU:

39 B3pocnbix 2,7

40 |peten 3,2

41 |npoBegeHue bGecegbl C uuTatenem, WHGOPMMPOBAHME O HOBbIX| OOWH YMTaTENb 5,0
NOCTYMNEHNSIX

I'IonyquMe OOKYMEHTa OT YuTaTend, BHeCeHne OTMETKM O npueme, oguvH OOKYMEHT
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NpoBepKa Hanuuusi CTpaHWul, BrIOXEHMEe KHWKHOro dopmynspa;

o6CcnyXxmBaHue:
42 |B3pocnbix 1,8
43 |peten 5,0
44 npogneHue cpoka Mofb30BaHUA AOKYMEHTOM; MOUCK chopmynsapal oavH dopmynsip 3,0

MUTaTENs; BHECEHNE OTMETKM O NPOASIEHUN CPOKa NOMb30BaHUS

MpumeYaHne: K Hopmam BpeMEHM NMPUMEHSIOTCSA NOBbIWALLME KO3(PULNEHTDI:

- npu obcnyXnuBaHUy YnTaTenen KMHOPOTooHOAOKYMEHTamMu - 1,2;

- Npu 06CNY>XMBaHUM YNTATENEN HOTHLIMW, KAapTOrpadnYecknMmn, n3omsgaHmamm - 1,15;

- Npu 06CNyXMBaHUKN YMTaTenemn cneumnanbHbiMM BUAAaMU Hay4YHO-TEXHUYECKOW NMTepaTypbl U JOKYMEHTaUUn

-1,1;
- Npy paboTe ¢ JOKYMEHTaMKN Ha MHOCTPaHHbIX A3bikax - 1,15.
4.5.2. BHyTpeHH:AS paboTa
Tabnuua 71
N n/n HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl EaovHuua Hopma
U3MEepeHNss  |BPEMEHU, MUH.
1 2 3 4
[MoaroToBKa K Bblgave:
1 |pacctaHoBka popMyndpoB uuTatenenm (No cpokam, HoMepam, OauH opmyrnsip 1,0
andasnty)
2 |paccTaHOBKa CAaHHbIX JOKYMEHTOB B pOHAE OTKPbLITOro goctyna OOWH JOKYMEHT 2,0
3 |paccTaHoBKa COAHHbLIX JOKYMEHTOB B (DOHAE OCHOBHOIO XpaHEHUs | OOWH OOKYMEHT 3,0
4 |nogBedeHve UTOroB paboThl 3a NpoLleaLlniA AeHb, BHECEHNE 3anucu eXXxeHeBHO 15,0
B AHEBHMK
5 |nogbop [OKYMEHTOB MO npeaBapuvTerbHbIM 3akaszaM uYutatenen 1| OfuH AOKYMEHT 3,0
nnaHam YTeHus
6 |[NpOCMOTP HOBbIX NOCTYNMEHUIN ANA PEKOMEHAAUUN YATATENSAM OOWH JOKYMEHT 2,0
7 [NPOCMOTP M MOMOSTHEHME KHWXHBIX BbICTABOK, SILUMKOB CBOOOOHOrO| OOWH AOKYMEHT 3,0
BbIGOpa KHUT, TEMAaTUYECKMX NOMOK 1 cTennaxemn
8 |nogrotoBka pabo4yero mecrta eXXeHEeBHO 10,0
Pabota ¢ dhopmynsapom yntartens:
9 jaHanu3 opmynapoB uuTaTenen, BbIABMEHWE  YUTaTENbCKUX OAMH hopmynsp 4,3
MHTEpPEeCOB
10 (cocTaBneHne KapToOuKM AN KapTOTEKUM 4YMTaTeNbCKMX WMHTEPECOB; OOHa KapTouka 0,86
COCTaBMNEHMNe CIMcKa YNTaTenbCKMX MHTepecoB - 1 3anncb
11 Banuch B dhopmynsapax (MHbIX AOKYMEHTaX) O pesynbTatax aHanus3a| oAHa 3anucb 3,6
MTEHMSA 3a onpefeneHHbIn nepuoa
12 [Banucb B gHEBHMKE BMONMoOTEKaps O AUHAMUKE YTEHUSA U MHTepecax| OfHa 3anucb 9,2
MuTaTens (rpynnbl YuTaTenemn)
PaboTa ¢ yitatensimm, He BO3BPATUBLUMMWN JOKYMEHTbLI B CPOK:
13 |npocmoTp m oT6GOp CHOPMYNAPOB 4UTaTENen, He BO3BPATMBLUMX OAMH POPMYNsp 1,0
NOKYMEHTbI B CPOK
14 |HanucaHMe OTKPbITOK-HAaNOMUHAHWA O BO3BpaTe [OOKYMEHTOB;| OAvH hopmynsip 6,0
OTMETKa AaTbl HANOMUHaHUA Ha hopmynsipe
15 onoseleHre (N0 TenedoHy, 3NEKTPOHHOW Mo4YTe) yuTaTens, Hel oavH PopMynsp 50
BO3BpATMBLLErO JOKYMEHTbI B CPOK; OTMEeTKa AaTbl HAarNoMWHaHWA B
dopmynsipe
KoHTponb 3a cpokamu BO3BpaTa JOKYMEHTOB B
ABTOMATM3NPOBAHHOM PEXUME:
16 |BbIBOA4 Ha MPUHTEP MO YCMOBMSM CMMCKa YiTaTernen u aboHeHTOB-  OAHa 3anucb 0,16
3200JKHMKOB
17 (cocTaBneHue cnucka 3agoImKHUKOB o[Ha 3anucb 0,16
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18 |pacneyaTtka Ha NpuUHTEpPe HanoOMWHaHWS abOHeHTaM U YntTatenam o  OfHa 3anucb 2,2
Cpoke Bo3BpaTa (agpec, Ha3BaHWs B3SITbIX JOKYMEHTOB)

19 M3bATME N3 Basbl AaHHbIX CBEOEHUA O 3aHATOCTM BO3BpALLEHHbIX| O[Ha 3anucb 04
TOKYMEHTOB
OcbopmneHre noncka 3agomkHUKOB Yepes cya;

20 cHaTMe konuu C popmynsipa uuTatend; YTOYHeHue aBTopa, OAWH AOKYMEHT 2,7
Has3BaHWsl, WHBEHTAPHOITO HOMepa, UeHYy [OOKYMeHTa, He
BO3BPALLEHHOTO B  CPOK;, MNEepeyYncrieHMe  TrocrnoLwfiMHbl  3a
odhopMIeHne UCNoNHUTENbHBIX HAAMVUCEN; Nepejaya gena B cyq

21 |nonyyeHune 1 opopMneHne JOKYMEHTOB U3 HOTapuarbHOW KOHTOPbI OAWH AOKYMEHT 2,7
(MpocTaBneHne HomMepa pacyeTHOro cyeTa, HOMep MCMONTHUTENBHOW
Hagnmcu)

22 [cocTaBfieHWe akTa Ha onnaTy Yepes3 cyh YTEepPsiHHbIX OOKYMEHTOB| OA4MH OAOKYMEHT 2,7
(MpunoXxeHue K akTy - hopmynsip yntaTens)
[Mpuem JOKYMEHTOB B3aMeH YTEPSHHbIX:

23 [nouck uYuTaTenbCKkoro popmynapa; BHeCeHWe COOTBETCTBYIOLLEN OAMH OOKYMEHT 10,0
Banucu B dopmynsap, TeTpagb Yy4yeTa KHUM, MPUHATBIX B3aMeH
YTEPSHHbIX

24 InpocMOTp OOKYMEHTa, NpeanaraemMoro B3aMeH YTepPSHHOro OAVH OOKYMEHT 2,0
PaboTta ¢ oTkazamu:

25 |yyeT 1 knaccudukaums oTKasoB: OTMETKA Ha NMCTKE YMTaTenbCKOro ogHo TpeboBaHme 1,6
TpeboBaHWsa NpnYMHyY OTKasa

26 |paccTtaHoBKa ynTaTenNbCKMX TpeboBaHui B KapToTeKy|oaHO TpeboBaHue 0,32
"HeyaoBNeTBOPEHHLIN cnpoc”

27 |[aHanu3 OTKa3oB, COCTaBfEeHWEe CBOOKM OTKa30B B OTpacrneBoM,  OAMH OTKa3 1,0
paspese (MO NpuvynMHam oOTKasa M MepamM WX nuKBMAauum W
npegynpexaexHus)

28 [coctaBneHne 6ubnuorpadmyeckoro OonMcaHus Ha [OKYMEHTHI, OAHo 2,0
MMetolmne Hamborbllee 4YMCro OTKa30B, M Mepedada KapTodky BOubnmMorpadgpuyeck
0TAen KOMMMIEKTOBaHWUS oe onucaHue
4.5.3. BHecTaumoHapHoe obcnyxnBaHve

Tabnvua 72
N n/n HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl Eonnuua Hopma
n3mepeHusi BPEMEHU, MUH.

1 2 3 4
OpraHunsaums 6ubnmoTeyHbIX NYHKTOB, NepeaBvkHbIX BrubnmoTtek:

1 [BaknodeHve JoroBopa Mexay OMONMMOTEKoM M opraHusaumewn, roe| OAMH LOroBop 270,0
OyZeT ocylecTBNsATbLCA BHECTALMOHAPHOE 00CNyXMBaHNe

2 locbopmneHune dhopmynspa GubnMoTeYHOro nyHKTa OAVH dhopmynsp 13,5

3 |odopmneHne nankm C OOKyMEeHTamu (4OroBop, AOBEPEHHOCTb Hal  OAHa namnka 13,5
nonyyeHue KHur, opmynspoB GUBNINOTEYHOIO MyHKTa, OTYETOB)

4 |cocTaBneHuMe Ccxembl pasMelleHusi OUBNMOTEYHbIX MNYHKTOB Hal ofHa cxema 126,0
TeppuTopun ropoaa, panioHa

5 |coctaBneHue rpacmka oOMeHa [OOKYMEHTOB, HaxXoOdAWMXCA B OOWH rpadumk 18,0
OMBNMOTEYHbIX NYHKTaX, NepeaBMkHbIX Bubnmotekax

6 |cocTaBneHue nnaHa MeToAMYeckon nomMolm OubnuotekapsmM-  oOWH NnaHa 46,0
00LEeCTBEHHUKAM

7 lodopmneHne oObsBNEHUS O OHAX M Yacax paboTbl 61bnmMoTeYHoroogHo oobsABNEHNE 12,0
NyHKTa, NepeaBmkXHON Bnbnmotekm
Monobop KOMMMEKTOB [OOKYMEHTOB ANt OMOMMOTEYHOro MyHKTa,
nepeaBwxHoON BbnNMoTekn
Mogbopka KOMNIEeKTa JOKYMEHTOB O[IH KOMMINEKT
KonnyecTBo JOKYMEHTOB B KOMMJIEKTE:
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10

15,0

30

45,0

10

100

148,5

11

Bbla4a OOKyMeHTa B OnbnmnoTeyHbIN NYHKT, OTMEeTKa B KHWXHOM
cbopmynﬂpe AaTtbl Bblga4yn, HOMepa NyHKTa

OOUH OOKYMEHT

2,0

12

Bannmcb B (bopmynﬂp OMGnNMoTeYHoro NyHKTa AaTtbl BblOa4u
NOKYMEHTOB, KONnMn4yecCTBa BblaHHbIX N BO3BpaLLlEeHHbIX B CTaunoHap
JOKYMEHTOB

OAHa 3annucb

1,0

13

paccTaHOBKA KHUXHBLIX (hOPMYNAPOB B KApTOTEKY 3a pasgenuTenem
cvrmbl GMONMOTEYHOro NyHKTa, NepenBwKHOW OUBNMOTEKN, BHYTPWU
no andgasuTy hamunmmn asTopos

OOVH KHUXXHbIN
dopmynsp

0,4

14

nepensumKHON
BINOXEHWE|

npuemMm OOKYMEHTOB U3 OMbnMoTevHoro MYHKTQ,
onbnmoTeku: npocrtaBrnieHne OTMETKM O T[pueme,

bopmynsipa B JOKYMEHT

OOVIH JOKYMEHT

1,6

4.6. O6cnyxmBaHme no MexonodnmoreyHoMmy aboHemeHTy (MBA)

Tabnuua 73

N n/n

HanmeHoBaHue npouecca, onepaumn. Coctas paboThbl

EavHnua
n3mepeHusi

BpeMeHN, MUH.

Hopma

2

3

4

O6cnyxuBaHune ynutatenen 6ubnuortekm no MBA:

—_

perncTpaums yntartens, nonb3youieroca MBA

OOVH YnTaTesnb

1,35

BanonHeHne 6naHka-3akasa, npocTtaBnieHne perncTpaunoHHOrQ|
HOMepa, AaThbl

OOWH 3aKkaa3

2,2

YTOMHEeHUWEe YKa3aHHbIX 4uUTaTenem cBeJeHWn O 3akasaHHOM
JOKYMEHTE, Len 3anpoca, MICTOYHUKE, OTKyAda NnoJlydeHbl CBe4eHUA

OOUH 3aKkaas

1,6

Bubnunorpadmyeckas AopaboTka 3akasa; YTOYHEHWE
onbnvorpadnyecknx ceeaeHui:

No CnpaBO4YHbIM U3JaHNAM

27,0

npy NOMOLLIM aBTOMAaTU3NPOBaHHbLIX CPEeACTB

0,22

(OB

NpOBEpPKa Hanu4yna 3anpawimBaemMoro OOKyMeHTa B O6ubnunoTtekax
ropoaa, obnactu, PEernmoHa, B TOM 4Yncre no CBoAHbLIM Katanoram

OOVIH IOKYMEHT

10,2

HanpaBneHne OnaHka-3aka3a C  MPOCTaBIEHHON  OTMETKOM
(wtemnenem) "B ropoge HeT" B OTpacneBow, yHUBEPCAlbHbIN LEEHTP)
unu B OubNMoTeky (opraH WHgopMauMmM) MO AaHHbIM CBOAOHBIX
KaTanoros

OOuH 3aKa3

0,27

3anucb cBeOeHWn O HanpasneHuun 3akasa no MBA (HaMmeHoBaHue
bnbnnoTekn, gata) Ha 06OPOTHOM CTOpoHe BraHKka 3akasa

ofHa 3anuncb

1,4

nomelleHme GraHka-3akasa B "KapToTeky 3anpocoB uuTaTenen no
MBA" 3a pasgenutenem "3anpocbl no MBA, HanpaBneHHble B
iapyrne 6nbnmortekun”

opfHo TpeboBaHue

0,32

10

npvem OOKYMeHTOB, npucnaHHbix no MBA; pacnevatka 6aHgeponu,
NpoBepKa COCTOSIHUS AOKYMEHTOB, OTMeTKa [AaTtbl MOSyYeHus u
HasBaHUA OUONMOTEKN, BbICNABLUEN [OKYMEHTbI, WHBEHTAPHOro
HOMepa, Cpoka Mosb30BaHUs; Pa3mMecTUTb OraHk-3akas M3 pasgena
kapTtoTekm "Banpocel no MBA, HanpaBneHHble B Opyrue
oubnnotekn” B pasgen "MonyyeHHble no MBA nsganns"

OOWH AOKYMEHT

3.8

11

onoBeLlleHne 4utatenda o noflydeHUn 3anpoLleHHOro OAOKyMeHTa U
CPOKE MOJ1b30BaHUNA UM

OOHO n3BelleHne

1,35

12

BblJaya YuTaTento nomnyyeHHbIx no MBA OOKYMEHTOB B YMTanbHOM
Bane (B cnyxebHOM nomeweHun  OGubnMoTekn);  cBepka
BblJaBAeMOro JOKyMeHTa C BraHKOM-3aka3oM, MpoBepKa Hanmuus
CTPaHu1L, M COCTOsIHWE JOKYMEHTA, OTMETKa Bblaayuu

OOVIH IOKYMEHT

1,0

13

npueMm OOKyYMeHTa OT u4utatenid B YuUTallbHOM 3ane; CBepKa

OOVIH JOKYMEHT

0,5
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NMOKYMEHTa C uYacTbio 6OnaHka-3akasa, MpoBepka COXPaHHOCTU
MOKYMeHTa, OTMeTKa O npueme, TMoMmelleHne [OOKyMeHTa B
crneLmanbHO BblgeNeHHOe MeCTO (3aKpbIThiv LIKag)

14

n3BrnedyeHMe OnaHka-3akasa M3 KapTOTeku, 3anncb CcBedeHun o6
OoTrNpaBke u3gaHua (gata, HOMEp MOYTOBOrO  OTMPaBIEHUS);
nepecrtaHoBKa nucTka u3 pasgena "MonyveHHble no MBA nsgaHmsa"
B pa3gen "BosBpalleHHas nutepatypa”

OOMH NUCTOK
TpeboBaHus

1,0

15

noarotoBka K OTMNpaBKe  OOKYMEHTOB B GUONMOTEKy-
boHOodepkaTenb 3akasHol GaHOeponblo; ynakoBka GaHgeponu,
B3BELLVBaHWE ee, HaKnenBaHue MapKm (ecnm HeT|
LieHTpanM30oBaHHON onnaTtbl MepechlsikK), HamnvucaHue agpeca,
COCTaBneHve onucu

OOVIH JOKYMEHT

3,6

16

pabota Cc OTkasamu; npu  nofnydeHun oT  BubnmoTeku-
boHpooepxatena  um3BeweHMss 06 oTkase WM 3adepxke
BbINOMIHEHNST 3anpoca: M3BMeYeHve K3 KapToTekn BGnaHka-3akasa,
lyKasaHue npuunHbl W faTbl OTKasa Ha OOOPOTHOM CTOPOHE,
nepectaHoBka w3 pasgena "3anpockl no MBA, HanpasrneHHble B
npyrvne 6ubnuotekn" B pasgen "Otkasbl no MBA"

OOMH OTKa3

1,03

17

coobLleHne B OTAen obCnyxmBaHUS O MOSyYeHUW OTKasa (aJarta,
npuyunHa)

OOMH OTKa3

1,35

O6cnyxnBaHne aboHeHToB o MBA

Mprvem 3akasos:

18

npn OTCYTCTBUMN HOMEpPA aboHeHTa Ha GnaHke-3akase npoBepKa no
KapTOTEKe abOHEHTOB, a60H|/|pyeTcs:| I AaHHaaA opraHn3auuna

OOVH OTKa3

1,0

19

opraHusaums aboHupyeTcsa: MpocTaBfieHMe Homepa Ha OnaHke-
3akase, CBepka agpeca, HasBaHMA opraHusaumn, damMunum
oTBeTCTBEHHOrO No MBA, BHECEHNE N3MEHEHUI B KAPTOYKM

OOVH OTKa3

3,6

20

nepBuYHOe obpallieHne aboHeHTa B TeKyLLEM rofly: NpocTaBneHue B
KapToyke rog obpalleHusi, gaTy

OOVH OTKa3

3,6

21

odopmrieHne aboHeHTa (opraHuM3auus paHee He aboHupoBanach):
npucBoeHne aboHEeHTY HOMepa, 3amnofHEHME KapTOYKN perncTpaumm
aboHeHTa MBA u pasgenutens (cpopmynsp), ykasaHue MOSIHOMQ
HanmeHoBaHUA OuGNMOTEKN, MNOYTOBOrO agpeca, TenedoHa,
bamMmnmMm, UMeHn, OT4YECTBa OTBETCTBEHHOrO nvua, AaTbl OTKPLITUSA
M Homepa aboHeHTa

OANH aboHEeHT

5,0

22

paccTaHOBKa PErMcTpaLMoHHbIX KapTodYek B KapTOTEKY

ofHa KapToyka

0,32

23

odbopMneHne nsBeLeHnsa ansg aboHeHTa (CTaHZapTHOE U3BeLLEeHNe
06 OTKpbITUM aboHeMeHTa); 3anpoc HeAoCTaloLWMX CBeAeHWn Ans
KapTOTEKM TMMNOBbLIM NMMCEMOM

OOHO u3BeLleHune

24

npoBepka npaBuUnbHOCTH 3anorHeHus GnaHka-3aka3a,
3agosmkeHHOCTM aboHeHTa, NpocTaBreHne Ha obopoTe 1-M YacTu
brnaHka-3akasa (CTp. 2) CBOEro wremMnens u gatbl NonyyYeHus 3akasa
B pyOpuke "CnyxebHble oTMeTKM BrubnmnoTtekapsa” npy BbINOMHEHUN U
nepeHanpaBneHnn 3akasa B CTpoke "panoH, ropog"

OAVH BnaHk-3aka3s

3.8

25

nepegada Ha y4yacTok paboTbl C  OTKasamMu  HemnpaBWIbHO
0hopMIIEHHbIX 3aKa30B 1 3aKa30B abOHEeHTOB-3a40/KHMKOB

OAMH OnaHkK

0,43

26

lWwndpoBka 3aka3oB abOHEHTOB; nogbopka OGraHKOB-3aka3oB MO
andasuTy, NpoBEpKa HaNMM4Msl JOKYMEHTa No KaTanory

OAWH OnaHkK

2,7

27

NoAroToBKa AOKYMEHTa K Bblgaye: cBepka AOKYMeHTa ¢ GrnaHKom-
3aKka3oM, MpoBepKa Hanuuug CTpaHWL, W COCTOAHUA [OOKYMEeHTa,
npoctaBneHne Ha 6naHke-3akase wwudpa [AOKYMEHTa, yka3aHue
MHBEHTApHONoO HOMepa, KonuyecTBa AOKYMEHTOB, JaTtbl Bbloauu,
npocTaBneHve wtemnens 6ubnuoTekn ¢ Ha3BaHWMEM U MOYTOBbLIM
aApecoM, ykasaHuWe Ccpoka Bo3BpaTa, MpocTaBneHne Homepa
baHgeponu BHU3Yy

OOVH OOKYMEHT

1,4

28

NOCTAaHOBKa 3aKa3a Ha o4Yepenb (B Clly4dae 3aHATOCTU I/I3LI,aHI/IF|);

OOWH 3aKaa3

1,6
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OTNpaBka u3BeLleHUs abOHEHTY

29 |nepepava mM3gaHMA Ha KonupoBaHWe (Npy 3akase Ha pparMeHT|  OAMH 3akas 2,7
M3gaHus: cTaTbs U3 XXypHana, cbopHuka)

30 lotnpaBka gokymeHTOB aboHeHTaMm: ynakoBka GaHgeponw, OOWH OOKYMEHT 2,5
B3BelUMBaHWe, HakneuBaHWe  MapkuW, HanucaHue  ajpeca,
COCTaBMNEHNE ONncu

31 pacctaHoBka OmnaHkoB-3aka3oB (1-A 4YacTb) Ha BblAaHHbIE| OAWH OOKYMEHT 0,32
NOKYMEHTOB (BbICNaHHbIE) B KAPTOTEKY 0OCINyXMBaHUA abOHEHTOB B
pasgen "BbligaHHble no MBA nsgadng”

32 |bubnuorpadmyeckass  gopaboTka HEBbINOMHEHHbLIX  3aKa30B; OAWH AOKYMEHT 3,2
yTOYHEeHne 6ubnvorpadumyeckmx CBeAeHWA MO  CMpPaBOYHbIM
n3gaHusam

33 [BbISBNEHNE HanMMuus 3anpalmnBaeMoro AOKyMeHTa B Gubnunotekax OAWMH AOKYMEHT 10,2
ropoga, permoHa

34 locopmneHue 3akasa K rnepeHanpaBneHuio B gpyrme 6mbnmoteku; OAVH 3aKas 2,7
yKasaHme Ha  OOOpPOTHOM  CTOPOHE  MpPUYMHBI U AaTbl
nepeHanpaeneHns, OTMETKN O NPOBEPKE MO CNPaBOYHbIM U3LAHUSAM,
cumbl BubnuoTek-choHgoaep)aTenen No CBOAHOMY KaTanory

35 |oTnpaBka abOHEHTY W3BELUEHVSI O NepeHanpasBneHuu 3anpoca C O4HO U3BELleHue 1,6
yKazaHuem B1MbnmoTeku, B KOTOPYK OH HanpasneH

36 |peructpauus oOTKasza B Y4YeTHbIX (popmax; oTnpaBka abOHeHTy|  OauH OTKas 3,6
bnaHka-3akasa B criyqyae HEBO3MOXHOCTM BbIMOSIHEHUS C OTMETKOM
0 NpUYMHE OTKa3a B COOTBETCTBYHOLLEN pybpurke

37 NpvemM [OKyMeHTa, BO3BpALLEHHOrO AaOOHEHTOM; MONy4YEHUE Ha| OLAUH OOKYMEHT 3,2
noyte, pacnevatka 6aHoeponu, NMpoBepka COCTOSHWA [OOKYMEHTA,
n3BnedyeHme OnaHka-3akasa M3  KapToTekMm  obBcnyXuBaHWA
AbOOHEHTOB, YyKa3aHMe Ha HeM [aTbl BO3BpaTa [OOKYMEHTa,
nepectaHoBka OnaHka-3aka3a B  pas3gen  "BosBpalleHHas
nuTepatypa"

38 KOHTpONb 3a CpokaMu MOSb30BaHUA [OOKYMEHTOB, BbISBNIEHWE OAWNH OOKYMEHT 1,6
[IOIDKHUKOB, HanpasneHne HanoM1HaHun
BoinonHeHune pabot B AC:

39 |dhopmupoBaHMe 06a3bl AaHHbIX 06 abOHEHTax MO COOTBETCTBYHOLLEN OAMH aBOHEHT 54
dbopme, BBOA, MHGpopMaLmMm 0 HOBOM aboHeHTe

40 |nouck B ©a3e paHHbIX cBeaeHu 06 aboHMpoBaHWMM OpraHusaumu; OAMH aBOHEHT 3,6
BHECEHME U3MEHEHUN

41 |BBOA MHPOPMALIMU O NMPUEMe 3aKa3oB OT abOHEHTOB 0oaunH aboHeHT 0,27

42 BBOA MH(pOpMaUMM O NnepeHanpaBneHnn 3akasa, BbiBO4 Ha NpuUHTEp| OAWH aboHeHT 1,6
M3BELLEHNs1 O NepeHanpaBneHny 3akasa

43 |BBOO [OaHHbIX O MOCTAHOBKE 3akas3a Ha ouepenp; cooblieHuel oauH aBoHEeHT 1,6
@boHEeHTY

44 |pernctpaumsi BblgaHHbIX aBOHEHTY [OKYMEHTOB, MNPOCTABMNEHWE| OAUH OOKYMEHT 2,7
CpoKka Bo3Bparta

45 |ypaneHve n3 Mmaccusa AaHHbIX O BO3BPaLLEHHOM AOKYMEHTE OLVH JOKYMEHT 0,16

46 [KOHTPOSb 3a CpOKamMu BO3BpaTa JOKYMEHTA: NOUCK N OTOOP AaHHbIX| OOWH aBOHEHT 2,7
B MaMATN MaLUMHBbI O 3a40MMKHUKAX, BbIBOA HY>XHOW MHbopMaumn Ha
NpVHTEp, pacneyvaTka CN1CKOB C yKaszaHneM agpeca aboHeHTa
4.7. MaccoBas paboTta

Tabnvua 74
N n/n HanmeHoBaHue npouecca, onepaunn. Coctae paboTbl Eonnuua Hopma
M3MEpPEHNs1  |[BPEMEHU, MUH.

1 2 3 4

[MoaroToBKa MaccoBbIX MEPONPUATUI
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OnpepgeneHve Tembl, cocTaBa ayauToOpuW, OTBETCTBEHHOIO 33
MeponpusTMe B LENOM, COCTaBrfieHWe nnaHa noaroTOBKMY
MEeponpuATUS,  BOMPOCOB  Ans  obcyXaeHws,,  npurnallieHve
KOHCYNbTaHTOB, FeKTOpOB, MNoabopka [OOKYMEHTOB MO TeMme
MEpPONPUATUS; OpraHM3auMs BbICTaBKWM fMTepaTypbl, anbboMOB;
OMoBeLLeHWe uyuTatenem O MeponpusaTuM  Yepes  adulu,
nybnukaumm B nevatw, N0 pagvo, TeneBWAeHulo, 4epes
OINEKTPOHHYIO PacChInKy; BbISIBIEHNe BbICTyNawLWux; neyatb U
pacnpocTpaHeHne npurnacuTenbHblX 6uneToB,  W3rOTOBREHWE
PEKBM3NTOB, KYKOI, AeKopauui, KOCTIOMOB; MOATOTOBKa MNOMELLEHNS;
NpoBedeHNe COoBeLlaHMs MO MToram MOoArOTOBKM W MNPOBEAEHUs
MeponpusaTun,  odopMmieHve  MNpoTOKoNna,  COCTaBneHne U
ony6nMKkoBaHWe MTOroB NPOBEAEHHBIX MEPONPUATUN:

ofHO
MeponpusaTue

HUTaTEeSIbCKaA KOH¢)epeH UnA

4900,0

N[—

MUTEpPaTYypPHO-XYAOXKECTBEHHbLIN BeYep, BedYep OTPACNEeBON KHUTY,
nucnyT

3340,0

BEeYep BOMPOCOB U OTBETOB, yCTHbII7I XypHan

2600,0

knyb no nHTepecam

2600,0

\neTcKun YTPEHHUK

3900,0

BMKTOPUHA, KOHKYPC, Urpa-nyrteLiecresmne

3900,0

BbICTABKW OETCKOIo TBOpYECTBa

2280,0

N[O~ (W

NMTepaTypHO-Mo3HaBaTenbHoro  3aHatma o 30  yenoBsek
(rpynnoBoro)

1800,0

Ypoka TBopYecTBa (MacTep-knacca)

960,0

KOMaHAHowW urpbl-kBecTta (cBbiwe 30 YernoBek)

4800,0

11

KBecTa Ans ogHown rpynnbl Ao 30 yenosek

2400,0

OpraHmsau,Mﬂ KHMXKHbBIX BbICTABOK

CocTaBneHue nnaHa opraHuM3auMm W TNPOBEAEHUS BbICTABKM;
BblsiBieHNe M OT6Op [OOKYMEHTOB; MOArOTOBKA COMNPOBOAUTENLHOM
IOKYMEHTaLMM K BbICTaBKe; CO3OaHUe XyOOXEeCTBEHHOMo MpPOEKTa;
MOHTaX BbICTaBKM;, oOpraHusaumsi WHEPOPMaLMOHHO-PEKITAMHOMN
paboTbl No

nonynsipusaumm BbICTaBKW; NoaBeAeHNe UToros paboTsl

TemaTnyeckue BbICTaBKM obLebnbnmnoTtevHoro MacLiTaba,
opraHusyemMble Ha oHgax bubnmoTeku:

OHa BbiCTaBKa

KonnyecTtBo 3KCMOHATOB:

12

1-50

560,0

13

51-100

1120,0

14

101 - 200

2240,0

BbicTaBku MO onpegeneHHOW OTpacnn  3HaHWiA  unn - Teme,
opraHusyemblie

Ha doHge bubnmnotekn

OHa BbICTaBKa

KonnyecTtBo 3KCNoHaTOB:

15

1-50

310,0

16

51-100

940,0

17

101 - 200

1920,0

Ha ¢poHge oTaena

OHa BbICTaBKa

KonnyecTtBo 3KCNoOHaTOB:

18

1-25

180,0

19

26 - 50

360,0

20

51-100

720,0

BbICTaBKI/I, NOCBALLEHHbIE XWU3HU WU AOedTernbHOCTU BblaloLWMXcA
ntogen ("nepcoHanun")

O[Ha BbICTaBKa

Konn4yecTBo 9KCMNOHATOB:

21

1-10

47,0

22

11-25

110,0
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23 26 - 50 210,0
BbICTaBKkM Ha NOMKax CTennaxemn OfHa BbICTaBKa
KonnyecTBo 9KCNoHaTOB:

24 1-5 25,0

25 6-10 44,0
BbICTaBKM HOBbIX NOCTYNMEHUN OfHa BbICTaBKa
KonnyectBo 9KCNoHaToB:

26 1-25 40,0

27 26 - 50 72,0

28 51 -100 160,0
PaspaboTka n anpobauus nporpamMm 3aHATUA N TPEHUHIOB (BbIOOP| OAHO 3aHATME
Tembl, NoAdop NUTepaTypbl, COCTaBMEHME MaHa 3aHsTUA, Nogoop
MaTepuana, aHanva NpoBeAEeHHbIX 3aHATUA, fopaboTka):

29 |MaccoBoe 3aHaTne 3000,0

30 |rpynnoBoe 3aHsaTME 1500,0

31 mHamsugyansHoe 120,0
[MpoBeneHve 3aHATUSA  (NOArOTOBKA, peneTuums, npoBedeHune, OAHO 3aHsaATue
ybopka nomeLleHus):

32 |maccoBoe 3aHsiTue 300,0

33 [rpynnoBoe 3aHsaTME 210,0

34 mHavBuAayanbHoe 90,0
Nrpbi-kBecCTbl (nMTepaTypHble, NpodOpMeHTALNOHHbIE, OAHA Urpa-KBeCTa
remaTmyeckme)

35 [nogrotoBka wrpbl-kBecTa: BblOOp TeMbl, nogbop nuTepaTypsl, 300,0

HanMcaHWe clueHapus, W3roTOBMEHWE KOCTIOMOB W JeKopauuin,
nogbop npegMeTHOro psga, COCTaBliEHVME MOMOXeHWss 06 urpe-
KBECTa; paccbifika NpuUrnaweHni wu cnucka nutepaTtypbl, cbop|
3aSIBOK; 3aKyrnka Mnpu3oB; oopmrieHne 1 neyatb CepTMdUKaTOB U
rpamoT, NyTEBbLIX JIMCTOB; OYOPMIIEHME BbICTABOK AETCKMX pabor,
paboTa XpK KOHKYpca B paMKax KBecTa, penetmumm

36 |[npoBeaeHue: NOAroToBKa MOMELLEHUIN CTaHLUMIN, NPOBEAEHME UIPbl- 480,0
KBecTa, yoopka nomeLleHus
Peknama 6mbnuoteku; pabota no NpUBIEYEHUIO YMTaTeNen:

37 |nogrotoBka peknamMHoro coobfweHns B nevatb, MO paavo,ogHa nybnukaums, 420,0
TenesngeHuto o} pabote GubnuoTekn, ocobeHHoCTAX 0aHO coobLueHne
PYHKUMOHMPOBAHUS  Pas3nNUuHbIX noapasfaeneHuin, HOMeHKnaTtype
lycnyr, npegocTaBnsemblx 6ubnuoTtekon

38 [nogrotoBka nnakata o AesTenbHOCTM Gubnuotekn (BbIGOp Tembl| OAMH nnakat 210,0
onpefeneHne cogepkannsi u oopmbl, caada B nevatb)

39 |opraHmnsaums aKcKypcui; npuem n oopMneHne 3asiBKn, YTOUHEHUE OfHa 3KCKYpCUst 52,0
TeMbl 3KCKYPCUI 1 COCTaBa 3KCKYPCAHTOB
BbisiBneHne  noTeHUManbHbIX — NOTpebuTenen  GUONMOTEYHO-

MHOPMALMOHHBIX ycnyr 6ubnuoTteku:

40 [npocmoTp Npecchbl OOVH JOKYMEHT 6,8

41 |npocMOTpP M aHanu3 JOKYMEHTOB KOHKYPUPYOLLMX (pupM OOVH JOKYMEHT 52,0

42 |BegeHWe KapToTekn NOTPEOBUTENLCKOrO PhiHKa OfHa KapToyKa 1,3

43 |BcTpeuu c pykoBoauTensamu conpm, opraHmsauunin, npeanpuaTuim OAHOo 210,0

MeponpusaTme

MNpumeyaHwue:

- BpEMS OpraHv3auMu BbICTaBOK NuUTepaTypbl, NPOBEAEHNE MACCOBbIX MEPOMPUATUA U SKCKYPCUI B HOPMY
BPEMEHWN HE BXOAUT;
- K HOpMaMm BpeMeHU NPUMEHSIOTCS NoBbIWaoLwme KO3MMULMEHTbI: NPpY OpraHM3aunmy Bble34HON BbICTaBKU -
1,1; NpK SKCNOHMPOBAHWM Ha BbICTaBKE NUTEpaTypbl H8 MHOCTPaHHBIX A3blkax - 1,6.

4.8. CnpaBoyHas 1 nHcopMaumoHHas pabota
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Tabnuua 75

N n/n

HanmeHoBaHue npouecca, onepauunun. CoctaB paGOTbI

EavHnua
n3mMepeHnst

Hopma
BPEMEHW, MVH.

2

3

4

YYeT NocTynmBLUMX BTOPUYHBIX JOKYMEHTOB (KapToYek)

CyMMaPpHEIii y4eT KapTo4ek B XXypHane nocTynneHuid U BbibbiTus B
perMcTpaLMoHHbIX KapToTekax

O[Ha napTuA

Yuncno NOCTYMNUBLLUNX KapTO4eK:

1-110

19,0

111 - 220

63,0

221 - 600

160,0

BWOIN|—

BblABJIEHNE HEBbLIMNOJIHEHHbLIX 3aKa30B; COCTaBJiEeHME 3adABKU Ha
HEBbINOJIHEHHbIE 3aKa3bl

OOduH 3aKa3

4,5

OpraHusaums cnpaBoYHo-ombnvorpadumyeckoro annapata (CBA)

MpocmoTp M OTOOP AOKYMEHTOB W3 TEKYyLMX MOCTYMNNEeHUA ans
BktoveHnst B CBA, B TOM uMcne KpaeBeayeckuin katarnor:

KHUra

ofHa KHura

3,2

COOPHMK

ofHa cTaTbs

2,7

PKypHan

ofHa cTaTbs

2,7

raseta

ofHa cTaTbs

1,6

onbnmorpadmyeckoe nocobue

ofHa 3anuncb

0,5

NeTONUCb KHWXXHbIX, XYPHalibHbIX N ra3eTHbIX cTaten

ofHa 3anuncb

0,83

Z|ol©o|co|N|o|om

NPUKHWKHBIN G1bnnorpadmn4eckuin Cnmcok

ofHa 3anuncb

0,5

CocTtaBneHue 6ubnmnorpadunyeckon sanncu

ofHa 3anuncb

KonunyectBo anemeHTOB O1bnmorpadmyeckon 3anucu:

12

1-4

3,2

13

5-6

0,5

14

7-9

6,0

CocTaBneHne aHHOTauuu, n3yyeHme JoKyMmeHTa, HanmcaHune TeKkcra:

o[Ha aHHoTaLus

15

@HHOTUpOBaHWE KHUI

260,0

16

@HHOTMPOBaHWE cTaTen

156,0

17

AHanuTM4eckass  POCMUCb  XXKYpHamnbHbIX, FA3€THbIX  CTaTew,
cbopHuKoB, Oubnuorpacmyecknx nocobuin: O3HAKOMSIEHWE C
coaepxaHMeM 1U3aHusi, COCTaBNEHME aHaNMTUYECKOW pocrimcu

OOVH OOKYMEHT

3,8

MpocmoTp NOCTYMUBLUNX NHEOPMALIMOHHBIX (BTOPUYHBIX)
NOKYMEHTOB UM OTOOp MX AN BKIIOYEHUS B CNPaBOYHO-
Bubnunorpadudeckui annapart (NepBuYHbIN 0THOP)

[MpocmoTp MHOPMALMOHHBIX U3OaHUA (B TOM YUCME KapTouku) u
0TOOp M3 HUX JOKYMEHTOB Ansa BkntodeHus B CBA; cuctematmnsaums
KapToyeKk MO Tunam KaTarioroB W KapTOTeK; npoBepka MHAOEKCOB,
paccTaHOBKa KapToyek

ofHa KapToyka

Yuncno KapTo4eK:

18

1-10

18,0

19

11-100

165,0

20

101 - 300

490,0

MpocmoTp n oTbop kaptouek B CBA C uenblo M3bLATUS WUNU
nepemeLlleHnst (BTOpMYHbIN 0TOOP):

21

M3bATME W3 KaTaroroB W KapToOTEK KapTOYeK Ha [OKYMEHTHI,
crucaHHble n3 doHAa; npocmoTp KpaeBeayeckux,
Gubnuorpadguyeckmx 1 dakrorpaduyeckmx KapToTek, U3bsAThE W3
HVX KapTOYeK Ha [OKYMEHTbl, MOTepsIBLUME LIEHHOCTb, NepeBedeHne
KapTO4eK B apXMBHbl€ KapTOTEKM (YHUYTOXEHMWE); BHECEHNE OTMETOK
B JKypHarne y4YeTa 1 perMcTpaunoHHON KapToTeke

OHa KapTo4ka

1,5

OpraHusauuns rmasHou cnpasoyHou kaptoteku (FCK):
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NAnor

Tabnuua 76

22 InpocmoTp UK OTOOp pgokymeHToB And BknodeHus B [CK;| oavH ookymeHT 2,7
odopMIIEHNE KAaPTOYKM
23 |HanucaHwe n paccTaHoBKa pasgenuTensi OOVH 1,7
pasgenuTens
Pepaktnposanue 'CK:
24 cknoveHne uz CK kapTouek Ha [OOKYMEHTbl, ycTapeBlUMe unuv| ofHa KapTouka 50
HenpodunbHble, NepeBefeHne MX B apXMBHYK YacTb (U3bATME);
[eTanusvupoBaHve pasgensi
25 HanucaHue HOBbIX pasgenuTenen oaViH 1,4
pasgenvrernb
OpraHusauuns KapToTEKU NepcoHanui;
26 lonpegeneHve U cocTaBreHue NepeyHst nul, CBeAeHUsI O KOTOPbIX| OAWH AOKYMEHT 10,0
OTpaXKaloTCA B KapTOTeke; MPOCMOTP MHEOPMALMOHHBIX W3LAHWUN,
NepBUYHBIX [OKYMEHTOB, OTOOp [AOKYMEHTOB [ANsl BKIIOYEHWS B
KapToTeky
27 [TexHuveckass n copepxaTtenbHas oOpaboTka [OKYMEHTOB [fns| OAWMH AOKYMEHT 2,7
BKMIOYEHNs1 B KapTOTEKY; pacCTaHOBKA KapTO4YeKk Mo andgasuTy,
bamumnmi aBTOPOB 1 Mo BUAaM JOKYMEHTOB
28 |HanucaHwe n paccTaHoBKa pasgenuTenemn OOVH 1,4
pasgenuTens
OpraHunsaums dakrorpadudeckon kaptotekn (PK):
29 lonpepeneHve npegmeTta, obbeKkTa U OCHOBHbIX MPU3HAKOB Ans| OAWH AOKYMEHT 2,7
oTpaxeHusi B ®K; npocMoTp AOKYMEHTOB 1 OTOOP AM1S BKIHOYEHUS B
OK; 3aHeceHune 0TODOpPaHHbIX cBeaeHumn Ha KapTbl
MH(OPMALIMOHHOMO MaccuBa C BHECEHMEM COOTBETCTBYHOLLNX
OTMETOK B MOUCKOBbIV MaccuB pakTorpacmn4eckon KapToTekn
30 |pepakTnpoBaHune OK; npoBepka NpaBUNBLHOCTU BHECEHUSI CBEAEHUA OAWH AOKYMEHT 1,6
M yKasaHui 06 NCTOYHMKaxX MHgopMaLmm
31 HanucaHue n paccTtaHoBKa pasgenurenen oaviH 1,4
pasgenvrernb
OpraHusaums TeMaTM4eckmx Nanok ra3eTHbIX BbIPe30K:
32 |NpocMOTp ra3eTHbIX BbIPE30K M UX cucTeMaTm3aums OfHa Bblpe3ka 2,5
33 odopmrneHne BLIPE30OK ANA XpaHeHMs B TeEMaTMYeCKMX nankax; ofHa Bblpe3ka 3,2
KpaTKoe OMMCaHWE UCTOYHMKA, HaKNenBaHWe Ha KapTOYKu
34 cnpaBsku no TenegoHy O  AedATenbHOCTU OnbnuoTeky  exegHEBHO 90,0
(MpegocTaBneHMe  nonb3oBaTensaMm  MHGopmauum o  paboTe
OMONMOTEKN,  KPYXKKOB,  CTyagWW,  NPOBEOEHWs  KOHLEPTOB;
COeAMHEHWe C ApyruMu nogpasgeneHnamm 6ubnuotekn)
4.8.1. CnpaBo4Ho-Ombnnorpacdmyeckoe obcnyxmeaHne
N n/n HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl EaovHuua Hopma
U3MEepeHNss  |BPEMEHU, MUH.
1 2 3 4
Mpuem Grnbnunorpadmyeckmx 3anpocos:
1 |npvem Gubnuorpadmyeckoro 3anpoca; YyToYHEHME TEMbI, LieNieBOro|  OAMH 3anpoc 50
N YNTaTENbCKOrO Ha3HAYeHus!, MONHOTY UCTOYHMKOB, TMUMOB, BUOOB U
XPOHOMOrMYECKUX PaMOK 3anpocoB
BbinonHeHne cnpaBok
BbINnonHeHNe TeMaTU4ECKOW CrpaBKu; NMOUCK U OTOOP OOKYMEHTOB; OfHa CrpaBka
cocTaBneHune bmbnunorpadunyeckoro onucaHus
[MMCbMEHHO; KONTMYECTBO UCTOYHMKOB:
2 1 3,0
3 2-5 15,0
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Adoa fitboaiaiey: 26.10.2016

4 6-10 30,0
YCTHO; KONIM4YECTBO UCTOYHUKOB:

51 2,0
BbinonHeHue appecHo-6ubnuorpadgunyeckomn crpaBku;

YCTaHOBIEHNE HaNMuMs UM MecTa HaxoXAeHUs1 JOKyMeHTa Unmn ero
HacTu B doHae GubnmoTtekn
[MMCbMEHHO; KONMYeCTBO NCTOYHUKOB:

6 1 2,0

7 2-5 12,0

8 6-10 24,0
YCTHO; KONIM4ECTBO UCTOYHUKOB:

91 1,5
BbinonHeHne YTOUHSIIOLLEN oGubnuorpacdumyeckom cnpaBkuy, OfHa crnpaBka
yCTaHaBnuBatoLlemn n (nnn) YTOUHSOLLEN 3ANeMeHTbI
onbnuorpaduyeckoro  onuMcaHus, KoTopble OTCYTCTBYOT WM
MCKa)XeHbI B 3anpoce yntarens
[MMCbMEHHO; KONTMYECTBO UCTOYHMKOB:

10 |1 2,7

11 2-5 14,0

12 6-10 27,0
YCTHO; KONTM4ECTBO UCTOYHMKOB:

13 1 1,6
BbinonHeHne dakTorpadu4eckon CcCnpasku, YyCTaHaBnueawoweW oaHa cripaBka
KOHKpETHblE CBEAEeHWst O TeX WM WHbIX 0ObekTax, CoObITUAX,
npoueccax, gaTax
[MMCbMEHHO; KONTMYECTBO UCTOYHMKOB:

14 |1 2,7

15 2-5 13,5

16 6-10 2,7
YCTHO; KONTM4ECTBO UCTOYHMKOB:

17 |1 1,6
KoHcynbTaums y cnpaBoyHo-6ubnmorpadmyeckoro annapata

18 [poBeaeHne beceabl 06 opraHM3aummn U UCMONb30BaHNN Pa3INYHbIX ogHa 10,0
MacTen CnpaBOYHOMO annapara, no metoguke Gubnmorpadumyeckoro| KOHCynbTauus
novcka
BepneHve ¢oHAa BbINONHEHHbLIX CNPaBOK:

19 lotbop cnpaBok ans ¢oHaa, pasnoxeHue No nankam (KOHBepTam); oOfHa crnpaBka 0,5
odopMIeHne cnpasku (3anucb B TeTpadb y4eTa)

20 (cocTaBneHve KapTOuYkM Afs apxvBa; YyKasaHWe nopsiAkoBOro OfHa KapTodka 2,7
HOMepa, TeMmbl, OaTbl BblAayu; YCTAHOBKA KapTOYKM B KapTOTEKY|
@pX1Ba BbINOMHEHHbIX CNPaBOK
PaboTbl B pexxume AC:

21 (hopmupoBaHue rnaBHon cnpasoyHoun kapToTekn (MCK); BBog B 6a3y] ofHa kapTodka 20
NAHHbIX aHanNUTU4EeCKOW POCMUCK ra3eTHOXYPHamnbHbIX CTaTew,

COOpHMKOB

22 novick 1 otbop drbnmnorpadun4eckon 3anmcy no ycrnoBmsam OfHa KapToykKa 2,7

23 BblBOO, Ha 3KpaH 6mbnvorpadmyeckon 3anucu unu oTaenbHbIX OfHa KapTodka 1,0
CBeAEHU; pacneyarka
4.8.2. bubnuorpagpuyeckoe MHPOPMUpOBaHNE

Tabnvua 77
N n/n HanmeHoBaHue npouecca, onepaumn. Coctae paboTbl Eonnuua Hopma
M3MEpPEHNs1  |[BPEMEHU, MUH.
1 2 3 4
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BbisBneHne  UHGOpPMaLMOHHBLIX NOTpebHOCTENM  CcheuManucToB
METOAOM aHKETUPOBAHUS:

1 pnpeneneHue KOHTUHIEeHTa notpedutenemn MHdopMaLuu; OaVH 34,0
paspaboTka 3asBKM ONA  onpegeneHnss  MHAOPMAaUMOHHBLIX  MoTpebuterns
noTpebHoCTel (3anpocoB); pacchbinka (pacnpocTpaHuTb) 3asBKY;
06paboTKa NomnyyYeHHbIX 3a8BOK; COCTaBleHMe Ha 6ase Mony4YeHHbIX
NaHHbIX KApTOTEKN KOHTUHreHTa notpebuTtenen nHpopmaumm n umx
MHOPMALIMOHHBIX NOTPeOHOCTEN (3anpocoB)

BbisiBneHne WHEMOPMALMOHHBIX MNOTPeOHOCTEN CneuManucToB Ha
OCHOBE aHanmu3a niIaHOBO-0TYETHOW AOKYMEHTaLUN:

2 |oTOOp, M3yyYeHne, aHanM3 OTYETHbIX JOKYMEHTOB M (hOPMMPOBAHME OOMH OTYETHbIN 24,0
TeMaTukn CnpaBOYHO-MH(OPMALMOHHOTO OBCNY>XMBaHUSA B PasHbIX AOKYMEHT
pexnmax

3 |pacnpegeneHue TeMaTU4eCcKmx pybpuk NHGOPMALMOHHBIX  0fHa pybpuka 2,7
noTpebHoCcTen MO nogpasaeneHusM, yy4acTBYHOLWMM B CMPaBOYHO-

MHOPMALIMOHHOM 0BCnyXMBaHWK
BaknioyeHne ¢ aboHeHTamu [JoroBopa Ha WHGOPMaLMOHHOE
obcnyxmBaHue:

4 laHanu3  faHHbIX O  3auMHTepecoBaHHOCTM  aboHEeHTOB B OAWH AOroBOpP 2300,0
MHOPMALMOHHOM OOCNYyXMBaHUM W pexMMax uK3bupaTenbHOrQ
pacnpocTpaHeHUs U PEeTPOCNEKTMBHOIO MOUCKA; 3akryeHne wu
nepecMoTp Aorosopa
dPopmupoBaHme ceTm abOHEHTOB CUCTEMbI  M3OUpPaATENBLHOIO
pacnpocTtpaHeHnusi uHcgpopmaumn (MPW):

5 lonpeneneHne KOHTUMHreHTa aboHeHToB cuctembl PW; BbisiBNeHWe| oauH abOHEHT 34,0
TUNOBbLIX WM WHAOMBWUAYalbHbIX 3anpocoB abOHEHTOB; W3ydeHue,

Knaccudmkaums, UHOEKCUPOBaHME 3anpoCcoB; BBEAEHUE AaHHbIX O

3anpocax B agpecHyHo KapToTeky

[NoarotoBka cMrHanbHOro onoeeleHust B cucteme MPU

BbisBneHne, npocmotp u  oT6Op MaTepuanoB U3  TEKyLMXOOHO OMOBELLEeHne
MOCTYMNEeHUn; pacnpegeneHne OToOpaHHbIX MaTepuanoB U3

TEKYLLMX NOCTYNNEHMN No aboHeHTam

KonnyecTtBo NpOCMOTPEHHbBIX OKYMEHTOB:

6 1-2 3,0

7 3-4 12,0

8 B5-10 32,0
MogroToBka NOAOOPOK CUrHAmMbHbLIX ONoBeLleHW B cucteme NPU
BanonHeHne 6GnaHka-3akasa Ha TUPaXUPOBAHWUE; PErMCTpaumsiogHO OMoBELLEHNE
NOCTYNUBLLMX KOMWIM, MPOBEpKa WX KayecTBa U 3K3EMMMSPHOCTY;
3anofiHeHNe CoNpPOBOANTENBHOM AOKYMEHTAL MK
KonnyecTBo 3anpocos:

9 1-2 14,0

10 B-4 17,0

1 5-7 21,0

12 8-10 25,0
MpocmMoTp 1 oTBop AoKyMeHTOB Ans BBoga B AC
MpocmoTp MaccmBa MOCTYMMBLUMX AOKYMEHTOB; OTOOP AOKYMEHTOB| OOWH OOKYMEHT
COOTBETCTBYIOLLEN TEMATUKM 1 BBeAeHUe B 6a3y AaHHbIX AC
OT60p NEepBUYHBIX JOKYMEHTOB:

13 1-50 290,0
OT60p BTOPUYHbLIX JOKYMEHTOB:

14 1-50 110,0

15 |nogroTtoBka kapTouku ansa paboynx kaptotek MPU OAHO onucaHue 2,7

16 |nogroTtoBka TpadhapeTos ¢ kKapTodkamu VIPU onsa TupaxvpoBaHus OOMH Tpacdpapet 1,4
KoppekTupoBka BbIXOAHbIX Tabynarpamm:

17 locHoBHOM psa o[Ha 3anucb 2,7
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18 |BcnomoraTtenbHbIn ykasaTenb 0fHa 3anvcb 1,6
19 |pegakTMpoBaHMe  BbIXOAHbIX  Tabynsrpamm M odopMreHne| ofHa 3anucb 4,2
TOKYMEHTOB
20 HapesaHue, pacneyartka nogbopok Ha OTAeSIbHbIE ONUCaHUS OlHO onuncaHune 1,6
KoppektupoBka cuctembl MIPU no pesynbratam aHanusa kapT
obpaTHOI CBSA3N
O6paboTtka u aHanu3 kapTbl 0OpaTHOM CBS3WM; BHECEHME OLEHKW  ofHa kapTa
CArHanNbHOrO  OMOBELLUEHUS B YYETHYK  KapTy  aboHeHTa;
KOPPEKTMPOBKA CUCTEMbI HA OCHOBE aHanu3a KapT obpaTHON CBA3M
KonnyecTtBo kaprT:
21 1-7 70,0
22 8-10 75,0
23 N11-15 80,0
24 16 -20 85,0
Bblgada JOKYMEHTOB MO 3anpocy:
25 BbisiBrieHne M OTOOP [OOKYMEHTOB (M3gaHus) MO  3anpocy Bl OAWH OOKYMEHT 1,4
CrNpaBOYHO-UH(OPMALMOHHOM  boHAE, OdOpMIIEHME  Bblgauy
[1TOKYMEHTOB B YCTAHOB/IEHHOM NOpPSiAKe
pynnoBoe 6ubnuorpadmnyeckoe MHpOPMNpPOBaHME:
26 |dopmupoBaHMe cocTaBa rpynn aboHEHTOB OfVH abOHEHT 720,0
27 |yTOYHeHue TeMbl, CornacoBaHue WMCTOYHWKOB WMHopMauuu, BUAbI ofHa Tema 3,6
[TOKYMEHTOB
28 [cocTaBneHne pernctTpaumoHHON KapTOYKn OfHa KapToykKa 1,6
Mogobopka [OOKYMEHTOB Ans WHGOPMauuu; COCTaBfieHue 1 OfHa KapTodka
HanMcaHWe OMOBELUEeHMs; OTnpaBKa OMOBELLEHWs;; 3anncb B
KapTOYKM MHOpMaLmMK; aHanm3 KapTbl 06paTHON CBSA3U
MMCbMEHHO; KONMYeCTBO U3OaHNN:
29 1-5 12,0
30 6-10 24,0
YCTHO; KONMYECTBO U3OaHWUM:
31 1-5 12,0
OnepaTnBHOE MHPOPMMPOBAHME MO 3anpocy:
32 |hopmupoBaHMe ceTu abOHEHTOB, BbISBMIEHWE  TUMOBbLIX M| OAMH aBOHEHT 4.4
MHOMBMAYaNbHbIX 3aNpOCoOB NOTpebuTenemn
33 3yyeHme, knaccudmkaumsi 3anpocoB; BBEAEHVWE [aHHbIX O  OAWH 3anpoc 6,3
3anpocax B agpecHy0 KapToTeKy
HanncaHne 0630poB 1 crnpaBok
BbisBneHne n otbop UCTOYHMKOB; 0BpaboTka 1 aHanM3 oTobpaHHbIX| OAMH aBT. MUCT
MOKYMEHTOB; HanucaHwe TekcTa ob3opa (cnpasku); MNOArOTOBKA
pyKOnucH K nevaTu
CoctaBneHue 063opa (cnpaBku) NO NEPBUYHBIM NCTOYHUKAM:
34 |Ha pyccKOM si3blke 5400,0
35 |Ha MHOCTpaHHOM 53blKe 7200,0
36 [cocTaBneHvne 063opa (cnpaBku) N0 BTOPUYHLIM UCTOYHMKAM 4100,0
OpraHu3aums 1 NnpoBefAeHne YCTHbIX Bubnunorpacdmyeckux 063opoB
HOBbIX NOCTYMMEHUN
Mopobopka HOBLIX MOCTYMMEHUA MO 3apaHee OObABMEHHOW  oduH 0630p
TemaTuKke; CucTemMaTM3aumsi UCTOYHMKOB MO Temam, MPOCMOTP WU
aHanM3 [OOKyMEHTOB; nogbopka OubnMorpaduyecknx OnMCaHum,
KpaTkme aHHoTauun, pedepatbl Ha OTOOpPaHHbIE WUCTOYHMKY;
noAroTtoBka pykonucu 6ubnunorpadgumyeckoro ob63opa
KonnyecTBo NpoCcMOTPEHHBIX U 0TOBPaHHbIX AOKYMEHTOB:
37 1-10 400,0
38 [11-25 450,0
39 26 - 55 500,0
40 56 - 140 600,0
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[MogroToBka GonneTeHs HOBbIX NOCTYNIIEHWU

YTOUHeHne (onpegeneHne) TeMaTtudecknx rpaHuL, noucka u otbopal ogHa GonneteHb
MOKYMEHTOB; co3fdaHue pybpukaTopa OlONNEeTeHs; BbISIBNEHUE W

0TOOp [OKYMEHTOB B MacCUMBE TEKYLLUMX MOCTYMNEHWUIA UCTOYHUKOB

MHpopmaunn; nogbopka aHHoTauuK, pedepatbl, cUcTeMaTU3aUUS

X

KonnyecTBo NpoCMOTPEHHbIX SOKYMEHTOB:

41 1-37 60,0

42 138 - 60 90,0

43 161-95 180,0

44 196 - 150 320,0

45 1151 - 380 960,0
OpraHunsauns 1 npoeegeHne meponpuatus "deHb nHpopmaummn'™

46 onpeneneHne TeMbl, COCTaBEHME MNNaHa NpoBeaeHUs; BbiiBNEHNE 0HO 640,0
M [ocTaBka [OKYMEHTOB M3 COOTBETCTBYKOLUMX MoApasgeneHu| Meponpusatve
OMOnMoTEKN, MPOCMOTP U OTOOP AOKYMEHTOB; MOArOTOBKA BbICTABKU
NnMTepaTypbl; OMOBELLUEHNE 3AaMHTEPECOBAHHbLIX OpraHu3aumi u
cneuManuctoB; O0dQOpPMIIEHME BbICTABKW; HAMMUCaHWE  KpaTkuxX
@HHOTaLMI; opraHu3aunsa cbopa 3asiBOK Ha AOKYMEHTLI, UX Bblgava,

KOHCynbTauun, AeXypcTBO OubnunorpacdoB; npoBedeHne aHanusa
MeponpuUaTUS

OpraHusaums 1M nogrotoBka meponpuaTtus "OeHb Gubnuorpadun”,
"[eHb nocobusa":

47 yTOYHEHWEe TeMbl; COCTaBrfieHWe nnaHa; OogOopMIEeHNe BbICTaBKM- 0fHO 1940,0
NpocMoTpa; noarotoBka 0630pa; MNOArOTOBKA  KOHCYNbTauuw; Meponpusitie
CocTaBreHne u HanncaHne obbABNEHUS; COCTaBNEHMNE U HanucaHue,
npurnacuTenbHbIX nncem, pacchbifika nx; npurnaweHne
3aMHTEPECOBAHHbIX NUL, MO pagno, No TenedoHy, MMYHO
OpraHusauns 1 npoBegeHne meponpuaTtus "deHb cneynanucra”

OnpeneneHne Tembl C 3aUHTEPECOBAHHbLIMW  OpraHM3auusiMu, OofHo
bopMbl NpoBefeHust (CTauMoHapHas, Bble3dHas); COCTaBIEHWE| MeponpusaTve
nnaHa MepOonpuUsTUN, nporpamMmbl noucka n oTtbopa
MHOPMALMOHHBIX MaTeprarnoB; NOArOTOBKA OTKPbITLIX MPOCMOTPOB

N TEeMaTU4eCKMX BbICTABOK JMTepaTypbl MO CrneumarbHOCTH,
oubnuorpacumyeckne 0630pbl, 3aka3 NeKuun, KUHOMWIBMOB;
OMNOBELLEHNE  3auUHTEPECOBaHHbIX OpraHu3auun;  odopMneHue

BbICTaBkW; obecneyeHne BbigauM U3LAHUA UMM UX KOMWIKA BO BPeEMS
MEepPOoNpUATMS UNU HEMOCPEACTBEHHO MOCMe HEro; AeMOHCTpauus

BbICTaBKW; aHanu3 pesyneraTtoB "[Ha cneunanucta”

Hncno conyTcTBYIOLLMX MEPOMNPUSATUN:

48 1-2 1940,0

49 3-4 2600,0

50 5-6 3500,0

51 [7-8 4600,0
4.8.3. NHdbopmaumoHHast paboTa

Tabnuua 78
N n/nHanmeHoBaHMe npouecca, onepaunn. Cocta paboTbl EgvHnua Hopma
n3mMepeHnsi BPEMEHU, MVH.
1 R 3 4

MogroToBka nonynsipHbIX Gubnunorpadunyecknx nocobuii

Bbibop TeMbl nocobusi; BbiSBNieHME U OTOOpP OOKYMEHTOB,
bopMMpOoBaHMe pasfgenoB Nocobus; aHHOTUPOBAHUE AOKYMEHTOB;
nogbopka  dhakTtorpadmyeckoro  marepuana, nnncTpaumn;
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HanvucaHue TekcTa;, COCTaBMneHWe BCroMoraTernbHbIX ykasaTenewn;
KOHCYNMbTaLUMW Yy CreuManicToB Ha pasnuyHbIX JTanax paboTbl;
obCy)XOeHMe pPyKONMMCM Ha 3acedaHun  Hay4yHO-MeToOM4YecKOoro
(pemakumMoHHoro) coseta; gopaboTka PyKOMUCKM MO 3aMevaHUsM;
coaYa pykonucum B neYaTb:

1 |coctaBneHue nonynsipHoro Gubnuorpadmyeckoro  ykasaTens, OAWH aBT. NMNCT 13500,0
nyTeBOAMTENS, CNpaBoYHMKA

2 [nogrotoBka KOMMEHTapueB, npuMeYaHnin nonynspHo-| OAWH aBT. NUCT 5400,0
NPOCBETUTENBHOIO XapakTepa, He TpebywLwmx crneynanbHbIX
nccnegoBaHum

3 |nogrotoBka KOMMeHTapues, npuMeYaHun Hay4yHO- OAWH aBT. NIUCT 10800,0

MccnegoBaTenbCcKoro xapakrepa
MoaroToBka PETPOCMNEKTUBHbIX Hay4HO BCMomMoraTernbHbIX
onbnuorpadmyecknx ykasarenem:

4 |BbIOOp TeMmbl; CO34aHME aBTOPCKOrO KOMMEeKTMBa; paspaboTkal OfuH aBT. NUCT 9720,0
MHCTPYKTUBHO-METOAUYECKNX MaTepuanos; BbisBneHue u oTbop
NOKyMeHTOB; pabota Hag  Gubnuorpacdumyeckon  3anmcoblo;
AHHOTUpOBaHWe; Gubnuorpaduyeckass rpynnupoBka; COCTaBNEHUE
BCMOMoOraTenbHbIX ykasaTtenewn; obcyXAeHue PyKOMUCK ykasaTens
Ha 3acegaHUM Hay4yHO-METOAMYECKOro (pedaKkuMOHHOMo) COBeTa;
nopaboTka NO 3aMevaHusiM; chada pykonucu B MeYartb;
cocTaBneHne Gubnunorpacmnyeckoro ykasaTens Mo aKTyasnbHOW
TemMaTke C XPOHOMOMMYECKMM OXBaTOM OT 2-X A0 5-T neT u
AHHOTaLMAMM, NOSICHAOLLUMU Has3BaHus; COCTaBneHune
onbnvorpaduryeckoro yKkasaTens no KOMMJEKCHBLIM n
MexoTpacrneebiM  npobremMam  oOWero u  perMoHarnbHOro

coaepXaHust C XpoHorormyeckum oxeatom 1 - 2 roga, ¢
AHHOTAUMAMU, NOACHALIMMW HA3BaHWS:
5 |Ha pycckoM si3bike OAVH aBT. NUCT 9720,0
6 |c BkmoyeHnem ot 30% pgo 40% obbema nybnukauum Hal OOWMH aBT. NMNCT 11000,0
MHOCTPaHHbIX A3bIKax
7 (cocTaBrneHve aHHOTMPOBaHHOro 6ubnuorpaduyeckoro ykasatensi OAMH aBT. MUCT 11000,0

MHOFOOTPACNeBOro COAEPXKaHUSI C XPOHOMIOMMYECKMM OXBaTOM [0
100 net n 6onee, TpebyoLWMIA CNMOWHOIO NPOCMOTPA AOKYMEHTOB,
CNOXHbIX  BubnuMorpaduyecknx  pasbiCkaHuM,  y4eTa  BCEX
nepensgaHuii NyonMkaunMn n Ux xapakTepucTuUKM NyTem CrnYeHust
TEKCTOB

MogrotoBka aHanUTMYeckoro o63opa

BoisiBneHne u  oTt6op [OOKYMEHTOB [Arnsi ob3opa; noarotoBkal OAMH aBT. IACT
pybpukaTopa npegmeta 0630pa; U3y4eHUE U OLEeHKa OOKYMEHTOB;
cucTeMaTM3aumMs MaTepyana; cocTaBneHne TekcTa aHanmMTUYeckoro
0030pa; oOcyxgeHue  pykonucu Ha  3acedaHuMM  HayudHo-
MeToAMYEecKoro (pefakumoHHOro) coBeTa, gopaboTka ob3opa no
BaMe4vYaHUdaM, caava B neyatb:

8 |no pycckum nepBUYHBIM UCTOYHMKAM 9720,0

9 |no cMellaHHbIM NEPBUYHBIM UCTOYHMKAM 10800,0

10 |0 MHOCTPaHHBLIM NEPBUYHBLIM UCTOYHUKAM 12400,0
MoarotoBka aHaNUTUYECKOW CNPaBKU:

11 BbigBNeHMe M OTOOpP AOKYMEHTOB AN aHanuTMYEeCKOW CrnpaBKW, OAWH aBT. IUCT 5200,0

n3yyeHve, aHanus, oueHka M cuctemaTmsauus ux; cocTaBfieHue
[TeKcTa cnpaBku

MogroToBka pedepaTnBHOro o63opa

BbisBneHne n oTtbop OOKYMeHTOB Ans pedpepatmBHoro o6s3opa, OAMH aBT. MUCT
n3yyeHne 1 aHanms  ux;  pedepupoBaHMe  UCTOYHUKOB;
cucTemMaTM3aumss TEKCTOB  aHHOTauui;  COCTaBfeHue  TeKcTa
pedepatuBHoro ob63opa; obcyxaeHve ob3opa Ha 3acegaHuu
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Hay4HO-MeToauYeckoro  (PeAakLMOHHOrO)
0630pa Mo 3aMeyaHusiM; caada B nevartsb:

coBeta; [popaboTka

12

NO PYCCKUM UCTOYHUKaM

5200,0

13

Nno cMelaHHbIM NCTOYHUKaM

6480,0

14

NOo MHOCTPAHHbIM UCTOYHUKAM

7300,0

CocTaBneHne aKcnpecc-mHgopMaLmm:

15

BblABINEHNE U 0T60p MaTtepuana no teme, cucrematunsauma ero un
NoAroToBKa AJjiAa neyvyatu

OOWH aBT. NNUCT

3840,0

CocTtaBneHue bubnunorpadudeckon sanncu, aHHoTauumn, pedepaTta

CocTaBneHne 6Gubnvorpadnyeckoin 3anncu: MU3ydeHne U aHanms
MOKYMeHTa, COCTaBNneHWe 3arorfiloBka OnucaHusl, NMpoBepKa 3anucu,
BHECEHWe 1UcnpaBneHui

OAHa 3annucb

KonnyecTtBo anemeHToB 6V|6n|/|orpacbv|qe0l<oro onncaHumAa.

16

1-4

3,2

17

5-6

54

18

7-9

6,4

CocTaBneHne aHHoTauuu; aHanma

HanncaHme TeKCta aHHoTauunu:

n3ydyeHme wu LOOKYyMeHTa,

OdHa aHHOoTauuda

19

AdHHOTUPOBAHNE KHUT

270,0

20

aHHOTUpOBaHWNE craten

160,0

21

COCTaBneHne pedepaTa: M3ydeHue W aHanu3 [OKyMeHTa, Ha
KOTOpbIN COCTaBnsieTca pedepaTt, HanucaHue TeKCTa, BHEeCEHWe
mcnpaeneHumn

OOWH aBT. JINCT

5920,0

22

aHannTn4yeckaa pocnucb XYpHarnbHbIX, ra3eTHbIX crareu,

c6opHMKOB, Bnbnmorpagmyecknx Nnocoomm

0[lHa poCnuch

120,0

23

O3HaKoOMI1eHne Cc cogepxxaHnem
aHaNMTNU4eCKOro onncaHn4a Ha CtaTbio

M3gaHu4; COCTaBlieHune

ofOHa cTaTbs

3,6

MpnmeyaHne: Hopma BpeMeHM Ha cocTaeneHune Gubnunorpaduyeckoro nocobus gaHa m3 pacyerta paboTbl
aBTOPCKOro KomnnekTtuea.

4.9. I'IepeBop, n nepepa60T|<a ne4vyaTHbIX TEKCTOB C WMHOCTPAHHbIX A3bIKOB Ha pyCCKI/IVI N C PyCCKOro Ha
WHOCTPaHHbIE A3bIKU

Tabnuua 79
N n/n HaumeHoBaHme npouecca, onepaunn. CoctaB paboThl EavHnua Hopma
n3mMepeHnst BPEMEHU, MVH.
1 2 3 4
[MepeBoa TEKCTA C MHOCTPAHHbBIX SI3bIKOB HA PYCCKUM A3bIK
YTeHne opurnHana, aHanuM3 TeKCTa, pa3meTka ero C BbISIBNEHWMEM OOWH aBT. MNCT
TPYAHBbIX TEPMUHOB, FPaMMaTUYECKMX KOHCTPYKLWWA, JEKCUYECKMX
000POTOB, LEXOBLIX M XXaPrOHHbLIX TEPMUHOB:
1 |NOMHBIV MMCbMEHHbIN NEpPeBos 1580,0
2 |coKpalleHHbI nucbMeHHbIn nepeBog oT 30% pgo 50% obbema 1620,0
TekcTa
3 BbIGOPOYHbIN MMCbMEHHbIV NepeBo 1520,0
MepeBog TEKCTa C PYCCKOro Si3blka HA MHOCTPAHHbIE A3bIKU:
4  |nOnHbIV MMCbMEHHbIN NepPeBos OJWH aBT. NNCT 1980,0
TepMuHonornyeckass pabota npuv  BbINOMHEHUN  MUCbMEHHOIO
nepesoja:
5 [noMCK OTMEYeHHbIX B OpuUrMHane He3HaAKOMbIX WM HEeMOHATHbIX| OAWH TEPMUH, 18,1
TEPMUHOB W COKpAaLLEHMI B CrOBapHO-CMPaBOYHOM nuTepaTtype; CcokpalleHue
noabopka COOTBETCTBYOLLNX TEPMUHY 3KBMBArEHTOB,
paclimdpoBKa COKpaLLleHNI
KoHcynbTaums nepesog4vmka co cneumanncTamu:
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6 PBbISICHEHME NpPaBWIILHOTO  U3MNOXEHWs 4YacTell  TekcTa Mo ofHa 36,2
Mano3HakoMoOlW TemaTuKe; YTOYHEHME COOTBETCTBUSI MNepeBoda KOHCynbTaumst
opurMHany
CocraBneHue 6ubnunorpacmyeckoro onncaHus:

7 [cocTaBneHne 6Gubnuorpaduyeckoro onuMcaHus nepeeBoga Mol OOHO onMcaHue 10,8
[1aHHbIM, B3STbIM C TUTYNBHOIO NIMCTa NepeBoja
lMpoBepKa 1 KOPPEKTUPOBKA NepeBoda nocne Habopa:

8 [NpoBepka MpaBMITLHOCTU PAaCMOSIOKEHUS OTNEeYaTaHHOro TeKCTa; OAMH aBT. UCT 200,0
CBEpKA C PYKOMNMCHIO; NpaBKa
[TexHn4yeckoe opopMIIEHNE NEPEBOLOB:

9 HanucaHne B TeKCTe MepeBoda CMMBOMIOB WM BCTABOK HAOAHO BMUCbIBAHWE 2,0
MHOCTPaHHOM $A3bIKe

10 lycTaHOBKa pUCYHKOB, Tabnuu, doopmyn OMH 3neMeHT 3,0
[MNepeBo 3aron0BKOB CTaTel U JOKYMEHTOB:

11 |nepeBoA v 3anucb 3arosioBka OVH 3aronoBoOK 10,8

MNpumeyaHwue:

- HOPMbI BPEMEHW NpeayCcMaTpMBalOT BbINOMHEHME NEPEBOAOB C MHOCTPAHHOIO S3blka UITN Ha MHOCTPaHHBIN,
KOTOPbIN y NepeBoaymKa SBMsSeTC OCHOBHbIM (M0 06pa3oBaHMO NN MPUMEHEHUIO);
- MpW BbINOMHEHUN NEPEBOAOB C APYIMX A3bIKOB MW Ha ApyrMe NnoMMMO OCHOBHOIO K HOpPMam BpEeMEHM
NPUMeHSEeTCH NoBbILWaLWmMn KoaddunumneHT 1,1.

4.10. VccnepoBatenbckas paboTa

Tabnuua 80
N n/n HaunmeHoBaHue npouecca, onepaunn. CoctaB paboThl EavHnua Hopma
n3mMepeHnst BPEMEHU, MVH.
1 2 3 4
Pa3spaboTka nporpammbl (TEXHUYECKOTO 3a4aHusl) uccregoBaHus
OBocHOBaHWEe akTyanbHOCTU TeMbl, BbISIBIEHNE M OOOCHOBaHWE ogHa NporpamMma
nNpobnemHon cutyaumm, hopMynmpoBaHue Uenu, 3agad u rmnotessbl
nccneaoBaHus; HanmcaHue TekcTa
MccnegoBaHme HOCUT:
1 |nMnoTaxHblv (pa3BegpiBaTeNbHbIN) XapakTep 21600,0
2 [NpuWKNagHOW xapaktep 38250,0
Pa3paboTka MeToaMKM UccnegoBaHus
PaspaboTka (HanucaHue) TekcTa MeToAMYECKMX [OOKYMEHTOB Mol odHa MeToguka
npoBOOVUMOMY nccneaoBaHnto, aMnupuyeckas anpobauusi
pPENEeBaHTHOCTN  COCTaBIIEHHbIX  AOKYMEHTOB;  YTOYHEHME WU
inopaboTka  METOAMYECKOrO0  WMHCTPYMEHTapusi,  COCTaBIieHue
OKOHYaTENbHOrO BapMaHTa JOKYMEHTa:
3 |MeTogoMKM nNpoOBEOEHUs WCCMNEeAOBaHWs, HOCALLEro MUIOTaXHbIN 18000,0
(pasBegblBaTenbHbIN) Xapakrep
4 |veToouknm NpoBedEeHUs MWCCReaoBaHUKM, HOCALLEro nNpuKnagHowm 33000,0
XapakTtep
PaspaboTka MHCTpyKUMA No 06paboTke OOKyMeHTauun (MCXOOHbIX| O4Ha UHCTPYKLNS
AaHHbIX), NONY4YEeHHOW B XO4€e UccnegoBaHus:
5 |py4Has obpaboTka 15600,0
6 |MawwunHHasa obpaboTka 20400,0
PaspaboTka npeannaHoBbIX " NMaHoBbIX OOKYMEHTOB
NepcneKkTMBHOrO xapakrepa:
7 |paspaboTka KOHLUEMUMWU OCHOBHbIX HamnpaBreHWh pasBUTWUsS] OAMH aBT. UCT 13050,0
BnMbMoTEYHOrO fena B permoHe Ha NepcrnekTnBy
8 [KoHuenTyanbHoe obecnedyeHne OubnMorpadnyecknx WU3OaHWA; OAMH aBT. MUCT 11220,0
0060CHOBaHME aKTyanbHOCTM TEMbl, 4YUTATENbCKOE W  LENIEeBOE
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HasHayeHWe nocobusi, ero CTPYKTypbl (CxXembl), BbIpaboTka
MEeTOONYECKNX MPUHLMMNOB W peleHnin Ans  packpbiTUS TeMbl;
HanucaHve TekcTa

COCTaBIieHne MporHo3a, CBSI3aHHOMO C MepcrnekTMBaMy pasBUTUS
ONoNMoTEK; HaNUcaHne TekcTa

OOWH aBT. NIUCT

13050,0

10

pa3paboTka Lenesbix nporpamMm (ans cetu 6ubnmotek unm oaHoOM
OUBNMOTEKN); AMArHOCTMKA CUTyauuW, BHELWHWX W BHYTPEHHUX
BMUSHUIA Ha YHKUMOHWPOBaHWE W pasBuTue OGubnunotek (oaHOM
OnbnuoTtekn); BbipaboTka pekoMeHAaUWi, PeLeHU; HanucaHue
TekcTa

OOWH aBT. INCT

15200,0

ICocTaBneHne CBOAHbIX KAaTanoroB KHMXHbIX MaMSATHUKOB:

11

pa3paboTka MpoCneKkTa; BbISBNEHWE [OOKYMEHTOB -  KHUDKHbIX
NamMsTHUKOB; ONMCaHVE U COCTaBMEeHME CNPaBOYHOIo annapara

OOWH aBT. NMUCT

18200,0

OpraHusaumoHHas paboTta no NpoBeAEHWIO CCegoBaHUs:

12

CO34aHne uccnenoBaTernbCKOro KOeKTUBa; CocTaBrneHne paboyero
nnaHa npoBedeHust  WUCCredoBaHWs, corfacoBaHWe €ero G
McnonHUTENaAMM; onpegeneHne nnowagki (6asel) mMccnegoBaHus;
nepenucka C HUMW; NPOBEAEHUE WHCTPYKTaXen, CeMWHapoB,
COBELLaHNIA, KOHCYNbTaLni

0fHO
nccnegosaHue

7140,0

13

bubnuorpacumyeckaa npopaboTka Tembl uccnenoBaHusi, pabota B
apxumBax, W3y4yeHWe HOPMAaTUBHO-TEXHUYECKOW [AOKYMEHTaLumu,
MHopmaumm 06 aHanorax U Apyrmx matepuanax, OTHOCSLLMXCS K
paspabaTtbiBaeMor Teme

OOWH aBT. NNIUCT

1200,0

ObpaboTka nony4eHHoW MHpopmaumu:

14

cGop 1 obpaboTka MHOpPMALMU HA OCHOBE MEPBUYHBIX MCXOAHBIX
NaHHbIX (CTaTUCTUYECKMX [daHHbIX, OT4YEeTOB, MaHOB, CMPaBoOK,
MaTepranoB KOMaHAUPOBOK)

OOWH aBT. NINCT

7800,0

15

aHanu3 o6paboTaHHOW MHGOPMAaLIMK; BbIBOAbI, PEeLUEHUs], MPOTrHO3

OOWH aBT. JINCT

5200,0

MogrotoBka martepunanoB no ntToram Haqu0|7| paGOTbIZ

16

HanMcaHme Hay4HOro ot4eTa; NnoArotoBKa PYKOMWMCKM K nedaTtn Ha
Pa3NINYHbIX 3Tanax pa6OTbI

OOWH aBT. JINCT

13200,0

17

HanncaHne NPOMEXYTOYHOIo oT4yeTa

nccrnegoBaHnA

(cnpaBkn) o  xope

OOWH aBT. JINCT

6400,0

MogroToBKa M HamucaHWe TeKCTa CTaTbW B COOPHWMK Hay4HbIX
TPYAOB, npakTuyeckoe nocobue, npodeccmoHanbHy Mpeccy;
NOAroTOBKA PYKOMWUCU K NeYaTh Ha pasnuyHblX aTanax paboTbi:

18

CTaTbsa TEOPETUYECKOIO XapakTepa

15200,0

19

CTaThsl NPUKNAAHOrO, NPaKTUYECKOro XapakTepa

9200,0

20

HanucaHne foknaga Mo WTOraM  HayyHOro  UCCNeaoBaHus;
NOAroTOBKA PYKONWCEW Ha pasnnyHbIX 3Tanax paboThbl

OOWH aBT. NUCT

6700,0

21

paspaboTka  pekomMeHZauun,  WHCTPYKUUA N0  BHEAPEHWIO
MaTepunanos Hay4HOro ncecnenoBaHuA, HanncaHwe TEKCTa,

NnoAroToBKa PYKOMNUCU K NeYaTh Ha pasiiMyHbIX 3Tanax pa60Tb|

OOWH aBT. NUCT

14100,0

MpumeyvaHus:

- HOpMa BpeMeHU Ha CcOoCTaBlieHne nporpamMmm, MeTOAUK, I/IHCprKLI,IAVI JaHa Ha wuccnenoBaTenbCKUn

KOIMJ1EKTUB;
- 4acbl TPpygo3aTpart pacnpenenarnTca Mexay NCNOoJNTHUTENAMN B 3aBUCUMOCTU OT UX HArpy3KW.

4.11. MeToanyeckas paborta

Tabnumua 81

N n/n

HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl

EonHuua
namepeHns

Hopma
BPEMEHU, MUH.

2

3

4
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MogrotoBka MmeToguyeckoro nocobus, peKomeH,u,au,Mﬁ

MpuHUMNManbLHO HoBast pa3paboTka TEMbI:

n3ydyeHne TeMbl, BbiABNEeHNEe WU aHalnn3 OOKYMEHTOB MO TeMe,
YTO4YHEeHUe 4YuTaTtenbCkoro u ueneBoro Ha3Ha4dYeHuA nocobus,
peKOMeHﬂ,aLI,VIVI; COCTaBJIEHUe NpOoCneKkTa,; HannmcaHne Tekcta

OOWH aBT. NNIUCT

15300,0

Moandmkaumsa paHee paspaboTaHHON TEMbI:

BbISIBIIEHNE W W3YYEHUE HOBbIX [JOKYMEHTOB W HAKOMEHHOMQ
BubnnoTekamm onbiTa No TeMe Nocobus, pekoMeHaauuii; YyToO4HEeHME
npocriekta, BHECEHWE W3MEHEHUS B CTPYKTYpPY W TEKCT B
COOTBETCTBUM C AOCTUNKEHUAMU BUBNMOTEYHOM TEOPUMN N MPAKTUKY;
MOAroToBKa pykonucu K obcyxaeHuto; gopaboTka Mo  uMToram
o6CyKaeHus

OOWH aBT. NIUCT

8670,0

PaspaboTka [OOKYMEHTOB, perfameHTUpPYLWmMX OeATeNbHOCTH|
OMONMoTEK, NONOXEHUN, WHCTPYKUMA, MPOEKTOB MOCTAHOBMEHUN,
yCTaBOB, 3aKOHOAATENbHbLIX aKTOB

I'IpMHumnmaano HOBaa TemMa.

BblABEHNEe, W3y4vyeHne un aHanus p,eVICTByIOLLLI/IX OOKYMEHTOB MO,
TemMe, HanucaHue TeKkcTa MpoekTa [OKyMeHTa, obcyxaeHue,
anpobupoBaHne B  OubnuoTekax, Ha 3acefaHUM  Hay4HO-
MEeToAMYEeCKOro coBeTa; [fopaboTka [AOKyMeHTa; noarotoBka K
YTBEPXKOEHUIO

OOWH aBT. NUCT

17340,0

Moandmkaums paHee pa3paboTaHHOro AOKYMEHTa:

aHalnM3 1N oueHKa OOKyMeHTa; NoUcK un OT60p HOBbIX /J,eIZCTByI'OLLI,MX
NOKYMEHTOB MO TemMe, BHeCeHune N3MEHEHUA B TEKCT OOKYMEHTa;
o6cy>Kp,eH|/|e Ha 3acefjaHnn  Hay4dHO-MeToau4eCKOoro CoBeTa,
JJ,Opa6OTKa Nno nToram O6cy)K,El,eHl/IFI; NnoAroToBKa K yTBepXXaeHu

OOWH aBT. NNMUCT

7650,0

PaspaboTka y4eTHbIx dopm, Tabnumy, obpasyos:

YTOYHEHWe npeaMeTa, obObekTa, codepXXaHusi Y4eTHOW opMbl,
Tabnuubl, obpasua; oTbop nokasaTtenen, cucteMaTusauus Ux;
pa3paboTka MakeTa y4yeTHoh cpopMbl, Tabnuubl, ob6pasua;
obcyxgeHne Ha 3acedaHMM  Hay4HO-METOAMYECKOTO  COBETa;
NOArOTOBKA K YTBEPXKAEHUIO

OOWH aBT. JINCT

7650,0

CocTaBreHne pekoMeHZauuin No BHEOPEHWI0 pernameHTUPYHLWNX
MOKYMEHTOB B NPaKTUKY:

pa3paboTka MeToaUYeCcKUX peKoOMeHOAUUN, NHCTPYKLMIA, NAHOB Mo
BHEOPEHMIO HOPMAaTUBHOW OOKYMEHTauuW; MoaroToBKa PYKOMUCU K
ne4vyatun

OOWH aBT. NUCT

14025,0

MogrotoBka NUCbMEHHOM KOHCYyIbTauun, MmeTtogn4eckoro nmcbma:

BbISIBNEHME M aHanu3 JOKYMEHTOB Mo TeMe; udydeHme n o6obLieHne
onbiTa paboTbl OMONMOTEK; HanMUCaHWe TeKcTa KOHCymnbTauuu,
MEeTOONYECKOro NUCbMa; MOATrOTOBKA K OOCYXAEHMI0 Ha 3acedaHuu
Hay4YHO-MEeToaNYeCcKoro coBeTa; gopaboTka no utoram o6CyXaeHUs:;
coadva B neyatb

OOWH aBT. NUCT

8670,0

MoarotoBka 06G30pa AeATenbHOCTU BMBNMOTEK No onpeneneHHoW
TemaTuke:

YTOYHEHNE TeMbl 0630pa; onpeaeneHne XPOHONOTMYECKUX MPaHUL;
BbIsSIBIIEHNE JOKYMEHTOB, OTOOP MX, MPOCMOTP M aHanu3; HanucaHue
TeKcTa; NoAroToBKa pyKonucu Kk obCyKaeHuto Ha 3aceaHnn HaydHo-
MEeToOMYecKoro coseta; gopaboTka pykonucu nocne obcyxgeHnst

OOWH aBT. JINCT

9180,0

PeLeH3VpoBaHWe Hay4HbIX, METOOMYECKMX, WHEDOPMALMOHHbIX
MaTepuasnos:

MTEHME peLeH3MpyemMoro maTtepuana; oueHKa e€ero B Lesiom,
OTOENbHbLIX YacTel, YCTaHOBMEHNEe COOTBETCTBUSA YMTATENMbCKOMY U
LieneBoMy HasHa4YeHM0, Hay4YHbIM 1 MeTOANYECKUM TpeBoBaHMAM

OOWH aBT. NMNCT

783,0

10

HanncaHme peueH3nn

OOWH aBT. NNIUCT

1305,0

[MogroToBKa NEKUM, KOHCYNbTaLnmn
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PaspaboTka nnaHa nekuuin, KOHCynbTauun, noabopka martepuana,
M3yyeHne ero; COCTaBrfieHWe Ccrnucka nuTepaTypbl K nekuuw,
KOHCYMbTauMmW; HanucaHve TekcTa:

ofHa nekuus,
KOHCYnbTaLMs

11

Inekumna

1566,0

12

InekumMs, TemaTudeckas BCTpeya, BebrHap, mactep-knacc

90,0

13

nepBuYHasa rpynnoBasd KOHCYNbTauna

1305,0

14

NOBTOPHAA rpynnoBas KOHCyrnbTaund ¢ y4eToOM HOBOro matepuana

522,0

15

npoesegeHune YCTHOI7I I/IH,D,I/IBVIﬂ,yaJ'IbHOVI KOHCYyIbTauunmn

oaHa
KOHCynbTauus

50,0

16

OTBET HA NMCbMO

OOHO NMNCbMO

162,0

HDOBe,D,eHI/Ie CeMNHapOB, y‘-le6HbIX KYypCOB, NPaKTUKyMOB,
CTa>XMPOBOK:

17

ceMuHap, Yy4yeOHbIi Kypc (2 - 7 [HeRn); onpefeneHne Tewmsl,
YTOYHEHNE  CpoKa MPOBEAEHMWS, COCTaBflEHME  MporpamMmbl,
OMOBELLEHNE YYAaCTHUKOB N BbICTYNAaOLLNX

OJVH ceMuHap,
y4ebHbIN Kypc

8400,0

Mpaktnkym (7 - 10 pgHewn); onpegeneHve TeMbl, 3afaHus,
ypaXKHeHUs; cocTaBneHue rpadmka W YTOYHEHME  CPOKOB
NpoBeAeHNsA 3aHATUN:

OOWH MNMPAaKTUKyM

18

rpynnoBown NPakTUKym

2295,0

19

mHonBnayanbH b NPaKTUKymM

2160,0

CtaxupoBka (7 - 10 pgHen); yTOYHEHWE CPOKOB MpPOBEAEHMS
CTaXXUPOBKW; BbldBIeHNe nutepatypbl No undy4vyaemMmomy BOMPOCY,
COCTaBrneHne nporpaMmmbl 1 rpadouka CTaKMPOBKU C Y4ETOM COCTaBa
cnywiatenem; 3akio4YeHne 0 NPOXOXKAEHUN CTaXUPOBKM:

OQHa CTaXXnpoBkKa

20

rpynnoBasi CTakMpoBKa

2805,0

21

MHaonBngyanbHaa CTaXpoBKa

2349,0

I'IpaKTvn(a CTy,EI,eHTOB BbICLLIUX U cpe,u,me cneynanbHbIX y‘-leﬁHbIX
3aBeeHun:

22

MOAroToBKA W opraHusaums npakTukn ctygeHtoB (oo 30 gHen);
pa3paboTka mnaHa NpakTWKK, cornacoBaHWe ero ¢ pykosoguTenem
npakTukn (npeactaButenemM yyebGHOro 3aBedeHUs); COCTaBreHue
rpacpmka nocelleHuss CTPYKTYPHbIX MoApasderieHuin; opraHusauums
NPaKTUYeCKMX 3aHATUI; NOABeAEHNE UTOrOB NPaKTUKKN; COCTaBreHne
XapaKTepUCTMK NPaKTMKaHTOB

OfHa NpakTuka

4860,0

npaKTI/I‘-IeCKVIe 3aHATUA:

23

MOArOTOBKA MPaKTUYECKUX 3aHSTWW; COCTaBrfieHMe 3adaHus Mo
BbIMOMTHEHNIO U3y4YaeMoro GUBNMOTEYHOrO Mpouecca, KOHTPOSbHbIE
BOMPOCbI, TeMaTU4YeCKUA CMUCOK NUTepaTypbl K  3a4aHuio;
HanvcaHue Te3ncoB

OOHO 3aHATHE

1050,0

CoctaBneHue y4ebHOM Nporpammei:

24

orpeAeneHne cocTaea criyluatenemn; CoCTaBreHne TeMaTU4ecKoro
nnaHa, YTOUYHEHNE nopsigka N3ydeHuss; ornpepenexune
nocrneaoBaTeNbHOCTU  U3NOXEHUST TeMbl, BblAENEHNE OCHOBHbIX
BOMPOCOB; COCTaBMEHWE CrnMcka nuTepaTypbl MO Temam NporpaMmel;
HanuncaHwne TekcTa; 06Cy>kaeHne nporpamMmmbl Ha 3acefaHny Hay4YHO-
MeToAMYeCKoro coeeTa

oAHa nporpamma

5733,0

MocelweHne OMONMOTEK, Bble3dbl B KOMaHOMPOBKM C  LEMbIO
n3y4YeHnst paboTbl M OKa3aHWUs METOONYECKON NOMOLLM:

25

NoAroToBKa K KOMaHOMPOBKE, YTOYHEHWe CPOKOB M LUenu
KOMaHOMPOBKM, O3HAKOMIIEHME C VMELIMMUCA [OOKYMEHTaMu W
MaTepvanaMmu npegbplayliMx Bble3doB M Nybnukauuii B neyatw;
cocTaBrneHve nporpamMmmsbl (NfiaHa) KoMaHOVPOBKU

oaHa
KOMaHaMpoBKa

574,2

26

cocTaBreHne MHpopMaLMOHHOro oTyeTa (CnpaBku) O NPOBEAEHHOMN
paboTe; OTYeT BKIOYAeT: CBEAEHUss O MecTe Bblesda, Lensix U
CpOKax KOMaHOMPOBKWU, OObEKTaX MOCELUEHNS, aHarm3 COCTOSIHMS

paboTbl MO TemMe Bble3da, BbIBOAbI W MPEANoXeHUs B agpec

OOVH OTHET

1050,0
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PnbnuoTteku
27 |cocTaBneHue aBaHCOBOro OTYeTa, 3anofHeHNe OTYETHOro BrnaHka co|  OAMH OT4yeT 40,0
BCEMUW NPUIOXEHUSIMU, cAa4va B Oyxrantepuio
28 |nogrotoBka MHMOpPMaLUK NO pesynsTaTam KOMaHANPOBKK (YCTHO) B ofHa 105,0
CeKkTope, Yy 3aBefylollero OTAEeNnoM, Ha Hay4yHO-MeToAMYECKOM| WHopmaums
COBeTe, 3acejaHuun OUpeKumnn
MOHUTOPUHT  OedaATenbHOCTM  AeTcknx 6ubnmotek  Poccuiickon
degepauum:
29 [cocTtaBneHne opmM OTHETHOCTU OAVH oTYyeT 1200,0
30 paccbinka MHGOPMAUUOHHBLIX NnceM U dopmM oTvyeTHocTM no B[ oaHa paccbinka 45,0
ineTckux 6ubnuotek Poccuinckon ®egepaumm
31 |cbop dopm  OTYETHOCTW, OMEKTPOHHble U  TenedOHHbIE oaviH cbop 120,0
KOHCyfbTauuMm No Bonpocam 3anonHeHnst hopm
CocraBneHue KaneHgapss NpodecCUMOoHarnbHbIX  MEpPONPUSTUN
ineTckux 6ubnuotek Poccuiickonn  Pepepauun  (EXEroaHbIA U
eXXeKBapTanbHbIN):
32 [cocTaBneHune n paccbliika UHPOPMALMOHHBIX NUCEM exerogHas u 120,0
KBapTasnbHas
33 [cbop wn obpaboTka MOMy4YeHHOM WHOpPMaUMM, BHECEHME Bl eXerogHas u 1200,0
Kanengapb npogeccuoHanbHbIX MEPONPUATUI KBapTarnbHas
34 yTO4YHeHue nHdopMaLn No NPOBOANMBLIM MEPONPUATUSAM exerogHas 200,0
KBapTanbHas
O630p nybnukaumin npodeccrmoHanbHOM Npecchbl (EXXeMeCAYHO):
35 |oT6op, NPOCMOTP 1 aHanM3 cTaTen B XXypHanax MecsiyHas 450,0
36 |MTEeHve maTtepuana MecsiyHas 420,0
37 |HanucaHue cTatbn MecsiyHas 400,0
38 |coava B oTgen pasmelleHusa nHdpopmMaLmm Ha canTe MecsiyHas 10,0
39 [nogrotoBka (pefakTMpOBaHWE) EXXErogHON CBOAHOW CTaTUCTUYECKOW  OOMH OTYeET 18900,0
OTYETHOCTH crneumanuampoBaHHbiX  BubnunoTtek Poccuinckon
dPenepauun, paboTarLLMX C MONOAEXKbLIO
40 |ocyLecTBnNeHMe MOHUTOPUHIa AeATENbHOCTU cneunanu3npoBaHHbIX| oaHa 105,0
onbnunotek Poccuiickon ®enepaunn, paboTarolimx C MOSoAexbio|  UHdopMauums
ansi BBoga B 6a3y (exxemecsiyHo)

MNpumeyaHwue:

- K HOPME BPEMEHU MPU COCTaBMIEHMN AOKYMEHTOB, PErMaMEHTUPYIOLLMX OEATENbHOCTb PEeCcnyOMKAHCKMX,
KpaeBbIX N 06nacTHbIX OMBNMOTEK, NPUMEHSETCS NOBLILAKLWMNA KoaddurumeHT 1,5;

- BpeMsi NpOBEdeHUs NEeKUWUM, KOHCYNbTauuu, MpaKTUKYMOB, CTaXMPOBOK,

NpaKkTVKW, npebbiBaHUs B

KOMaHOMPOBKE 1 NMpoBeaeHns MHdopmaLuum rno ee pesynstatam B HOPMY BPEMEHMW He BXOOWT.

4.12. PaboTbl HAy4HO-OpraHN3aLUMOHHOIO Xapakrepa

npurnacutenbHoro  GuneTa;  OpraHM3auMOHHbIE  MEPONPUSTUS;

MOArOTOBKA K WU3OaHWI0  Te3ncoB;  BblpaboTka  MpoekTa

Tabnuua 82
N n/n HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl EaovHuua Hopma
U3MEepeHNss  |BPEMEHU, MUH.
1 2 3 4
[MogrotoBka M nNpoBefeHWe TeopeTUYECKOW, Hay4YHO-NPaKTUYECKOW
KOHbepeHUnn, TeEMaTUYECKOro CeMmHapa; MOWUCK MeXZyHapOoOHbIX
CrneunancToB; CONPOBOXAEHNE MEXAYHapoOHbIX CNeuManucToB B
KayecTBe NepeBOAYMKA; MUCbMEHHbIV NepeBod WHEOPMALMOHHBIX
MaTepuanoB C PyCCKOro Ha MHOCTPaHHbIE S3bIKKN
OnpepgenexHve coctaBa OpPrkOMUTETa M YYaCTHUKOB KOHepeHuuw, 0ofHO
ceMuHapa; ¢opmMupoBaHMe U yTBEPXAEHME nNporpammbl M| MeponpusaTme
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pekoMeHaaunii; (PUHAHCOBO-XO3ANCTBEHHOE obecneyveHune
KOHdepeHUUN, ceMnHapa; aHanmns3 u oueHka paboTbl KOHdepeHUuH,
ceMnHapa; noaBeaeHne UToros

KonnyecTBo y4acTHMKOB:

1 11-100 5670,0

2 |101-150 7560,0

3 [151-450 9300,0
MogrotoBka M nNpoBedeHWe CeMuHapa, MEeTOAMYECKOro [OHS,

Bacenanus "kpyrnoro ctona”, BebvHapa

OnpepaenexHve y4acTHUKOB, PYKOBOAUTENS, NIEKTOPOB, AOKMAa44MKOB, OfHO
Cpoka W MecTa MnpoBedeHNss cemMuHapa, MeTOOMYeCKOro [AHs,| Meponpusatmie
Bacenanusa "kpyrnoro ctona", BebmHapa; onpegerneHne KOHTUHreHTa
Y4aCTHMKOB; pa3paboTka nporpamMmmei; NHpOpMaLMOHHOE
obecneveHune; BbipaboTka MNpoekTa pekoMeHOauun; wusgaHve wu

paccbifika nporpamMmbl; perncTpaums y4acTHUKOB; TEXHUYECKOe
COMpoBOXaeHNE BeOuHapa: obecneyeHne 3NEKTPOHHON
KOMMYHUKaTUBHOW nnoLaaKu, noaroToBka 3MNEKTPOHHbIX
npeseHTauui, KOHBEPTUPOBaHME MNpPe3eHTauUuUi Ha 3MNEKTPOHHbIE
nnatdopMbl, AUCTaHLUMOHHas HacTponka KOMMbIOTEPHOIQ
obopynoBaHus criywiatenen, npeaBapuTeNlbHOe TeCTUPOBaHWE W

BeoeHve BeOWHapa; aHanu3 M OueHka ceMuHapa, MeToaudecKoro

IHA, 3aceganuns "kpyrnoro ctona", BebuHapa

KonnyecTBo y4acTHMKOB:

4 [1-50 1570,0

5 51-100 3980,0

6 [101-150 6150,0

7 1151 -450 8270,0
MoaroTtoBka 3acedaHuii peaKonnernm:

8 |yTO4YHeHMe cpoka M MOBECTKM 3acedaHusi; oTOop MaTtepuanoB Ans| O4HO 3acefaHve 560,0
00CyXOeHnss M noaroToBka MX Ansi KOMMPOBAHWS; onpeneneHune
OMNMOHEHTOB (PELIEH3EHTOB); OMOBELLEHME O 3acedaHun YNEHOB
peakonnerni; paccbifika maTepuarioB Mo TMOBECTKE 3acefdaHus;
odopmIieHne NpeanoXeHun, BbICKa3aHHbIX y4yacTHUKaMM
BacenaHus
OpraHusaumsi  3acegaHnin  NPobGNEMHbIX  KOMUCCWUIA,  COBETOB,

TBOPYECKNX KONMNEKTUBOB:

9 lonpepeneHve MOBECTKM [OHA U CPOKOB NPOBEAEHUs 3acenaHus, OfHO 940,0
YTOYHEHMe CcOCTaBa  Y4YaCTHMKOB; MOAFOTOBKA  [AOKYMEHTOB, MeponpusiTue
OpraHu3aLMoHHble MeponpusaTUs  (OMoBeLleHMe O 3acedaHuw,
noabop marepuanos); oopmIIeHUe NPOTOKOMNA U peLleHus

MprmeyaHne:

- Npy MpoBeAEeHUUM MeponpuUATUA Ha MEeXOyHApOAHOM YpOBHE K HOpPMe BpeMeHU npuMeHsaeTcs
nosblWaoLLmn koadguumeHT 2,0; Ha befepansHoOM yposHe - 1,85;
- B HOPMY BpPEMEHM He BXOOWUT BPEMSA MNPOBEAEHUS KOH(EpPEeHLMU, CEMMHApa, METOAMYECKOro [OHs,
3acefaHus "Kpyrnoro crorna” u BpeMsi, CBA3aHHOE C U3gaHneM MaTepuanoB KOHEpPEHUUN, CeEMMHapa.

4.13. PegaktupoBaHue pykonucen

Tabnuua 83
N n/n HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl Eannuua Hopma
n3mepeHusi BPEMEHU, MVH.
1 2 3 4

Pe,El,aKTVIpOBaHI/Ie Hay4HbIX 1 METOOUYECKUX MaTepuranoB

MpoBepka W UCMpaBneHe PYKOMWUCU B MpoLiecce NOAroTOBKU ee K
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neyaTu; ycTaHOBKa COOTBETCTBUA TEKCTA HAYYHbIM U NUTEpaTypHbLIM
TpeboBaHuaAM, ¢dopmMe M UENeBOMY Ha3HAYEHU0  M3aaHus,
COrnacoBaHMe BHOCUMbIX WCMpaBreHnin C aBTOpoM; [opaboTka
pykonucu:
1 |pegakTupoBaHMe MoHorpacmii, COOPHUMKOB Hay4HbIX TPYyAdOB, OAWMH aBT. NMNCT 2840,0
Hay4YHbIX OTYETOB, NPAKTUYECKNX MOCOOUN
2 |pegakTupoBaHMe  METOAMYECKMX  MaTepuanoB: WHCTPYKTUBHO-| OAWH aBT. NUCT 2500,0
METOOUYECKNX TMUCEM, PEKOMEHAALUN, KOHCymnbTauun, 0630poB
neaTensHoOCTU 6nbnuoTek
3 |pepakTnpoBaHMe [OKYMEHTOB, perfiaMeHTUPYIOWNX OeATeNbHOCTb OAWH aBT. IUCT 2400,0
OnBMoTEK: yCTaBOB, NONOXEHWUIN, UHCTPYKLNA
4 |pegakTMpoBaHME  CTaTUCTMYECKMX  Tabmnuuy, ydeTHbIX  ¢opm,| oauH aBT. NUCT 1980,0
obpasuoB
5 |pepakTupoBaHue Martepuanos KOH(hbepeHuni: JOKnagos,| OAuH aBT. NMNCT 1050,0
COOOLLIEHUI
Pacwndposka  ayguosanucen  (MatepuanoB  KOHepeHuun,
COBELLaHNI):
6 |Habop TekcTa ¢ ayamodanna OAVH aBT. IUCT 2400,0
7 |pepakTnpoBaHue HabpaHHOro TEKCTa OAVH aBT. NUCT 1200,0
8 |[kOHTpOMbHOE pegakTupoBaHue OAWH aBT. JIUCT 120,0
Pepaktnpoeanne nonynsipHoro 6ubnuorpadmyeckoro nocobus,
PETPOCNEKTUBHBIX Hay4YHO-BCNOMOraTenbHbIX ykasaTtenen, o63opos,
CNpaBoK, pedyepaTtoB, aHHOTALMN:
9 |pepakTvpoBaHue noONynspHbIX Bubnuorpadudecknx nocobuir] OAMH aBT. MUCT 2640,0
TemaTnyeckmx bubnmorpadmnyeckmnx ykasatenemn, cnpaBo4HNKOB
10 |pepakTupoBaHue  PETPOCNEKTUMBHLIX  Hay4yHO-BCMOMOraTenbHblX| OAWH aBT. NIUCT 2100,0
yKasatenem
11 |pegakTMpoBaHWE aHanUTUYECKMX OO030pOB, CMNpaBOK, aHHOTAUMW, OOWH aBT. IUCT 1080,0
pedepatoB, CBOAHbIX pedepaTMBHbIX 0630pOB,  3JKCMPECCH
MHdOpMaLNin
12 |pegakTupoBaHue bubnuorpadundeckon sanncu OfHa 3anuchb 4,6
13 [KOHTpPOSbHOE pefakTupoBaHune oJHa 3anucb 6,2

I'Ipmmeanme: npu pegaktmpoBaHmMn CMeELlaHHOINo TekCta K HOopMe

KoahbmumeHT 1,1.

4.14. BcnomoraTtenbHO-TexHN4Yeckasn paborta

BpEMEHN TNMPUMEHAETCA NoBbILLIAKOLLNIA

Tabnuua 84
N n/n HaumeHoBaHuWe npouecca, onepauumun. Coctas paboTbl EavHnua Hopma
U3MEepeHNss  |BPEMEHU, MUH.
1 2 3 4
1 |o3HakomneHue ¢ MaTepmanom OAVH OOKYMEHT 10,0
2 |pegakTupoBaHve maTepuanos OAVH JOKYMEHT 12,0
4.15. PaboTa no opraHusauum Tpyaa v ynpasrieHuto
Tabnuua 85
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
N3MEPEHNs]  |[BPEMEHU, MUH.
1 2 3 4
[MnaHupoBaHue paboThbl
C6op, aHanM3 MCXOOHOW WHGOPMAaUMK; OnpedeneHNe OCHOBHbIX|  OAMH MnaH
3agay roga, yTOMHEHWE CPOKOB BbIMNOMHEHUS 3adaHui, HanmcaHue
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OOBbACHUTENBHOM  3anuUCKW;  MNOArOTOBKA  MpoOeKkTa nnaHa K
0OCY)XOEHNI0 Ha BCEX YPOBHSIX, AopaboTka nocrne obCyXaeHus;
npeacTaBneHne nnaHa Ha cornacoBaHue N yTBepXaeHue:
1 |nnaHa bubnunoTteku 6240,0
2 |nnaHa oTgena, cekTopa 2740,0
3 mHavsmuayanbHoro nnaHa 370,0
ExegHeBHbIV y4eT paboThl B CTPYKTYPHbIX NOAPa3aeneHunsix:
4 |cTaTUCTMYECKNA Y4eT 3anucaslUMXCs (nepepervcTpMpoBaBLUMXCS) OOHA 3anucb 2,8
MuTaTenemn
5 |cTatuctuyeckui yyeT KHUroBblgay, noceLleHum o[Ha 3anucb 8,6
6 yer NHopMaunoHHo-6nbnmnorpadmnyeckon paboThbl no| ofHa 3anucb 2,7
yCTaHOBrNeHHon doopme
7 ly4eT BbINOMHEHHbIX CNPaBokK O[Ha 3anucb 2,7
E)xegHeBHbIV y4eT aboHeHTOB, nonb3ywwmxcs MBA:
8 [cTratuctnyecknii y4eT aboHeHTOB, nonbayrwmxcs MBA oJHa 3anucb 2,7
9 [cTaTMCTUYECKW YYET NOMyYEHHbIX 3aKa30B, BblAaHHbIX AOKYMEHTOB |  OfHa 3anuch 9,8
10 [cTaTMcTMyecKMn y4eT 3akas3oB, MNepeHanpasBneHHblX B Apyrne| ofHa 3anucb 2,7
onbnmnotekmn
11 Banucb wutorM paboTbl B "[HEBHWK paboTbl" noapasgeneHus| oAHa 3anucb 3,2
onbnmnotekmn
12 MHAOMBMAYyanbHbLIA Y4YeT: exeOHeBHOe 3arnofiHeHWe nUCTKa ydveTa ofHa 3anucb 2,7
Tpygo3aTpaT uinv gHeBHUKa paboTtbl GnbnuoTtekaps
ICBOAHBIN CTAaTUCTUYECKMIA YYET N0 GubnmoTeke
Hncno uutatenen, KHMrosblga4y, NoceLieHnin U MHOM MHGoOpPMauuK; ofHa 3anucb
noaseaeHne TOroB CTaTUCTUYECKUX daHHbIX NO BubnuoTeke:
13 |mecsy, 528,0
14 kBapTtan 792,0
15 |ron 1080,0
Cratnctnyeckun y4eT B pexmme AC:
16 |BBOA CTATUCTUYECKNX OAHHbBIX C KOHTPOSIbHOIO NiucTa OOWH NNCT 0,16
17 |cBOAHbIN CTATUCTUYECKUA Y4ET MO OMOnMoTeke (YMCno uuTaTtenen, Ha mecsL, 120,0
KHMIoBblAauy, NOCELLEeHNA U MHOM MHdopMmaLmm)
MoaBeaeHne NTOroB CTaTUCTUYECKNX OaHHbIX N0 BubnnoTeke: Ha MecsL,
18 |mecsy, 0,27
19 [kBapTtan 0,27
20 fron 0,27
CocTaBneHne OT4YeToB:
21 npveM  NNAHOBO-OTYETHbIX  AOKYMEHTOB  OT  CTPYKTYPHbIX OAWH OOKYMEHT 13,0
nogpasgeneHvn C MpPOBEPKOM MONHOTbI COCTaBa; COCTaBIIEHWE
CBOAHOM Tabnu1Lbl OCHOBHbLIX NMOKa3aTenemn
CocTtaBneHne aHanUTUYecKoro oTyeTa: aHanui3 OesTenbHOCTM  OOWMH OTYeT
noapasgeneHnn n 6ubnuMoTekM, OTMEeTKa MW3MEeHeHus 3a rop,
HanucaHve TekcTa, MNpeacTaBfieHMe Ha  cornacoBaHue WU
yTBEpXAeHUe:
22 |ot4eT GUbnNMoTekn 3a rog 3980,0
23 oT4eT oTAeNna, cekTopa 3a rog 1320,0
24 wHavBuAyanbHbIA OTYET 3a rofg 586,0
CocTaBneHne UHAHCOBLIX OTYETOB 06 onnarte No BMAam NnaTtHblX — OOWH OTYeT
ycnyr:
25 [Ba mecsy, 510,0
26 [Ba KBapTan 840,0
ICocTaBneHne otyeTa Ans YnTatenem n HaceneHus:
27 onpepeneHne cpoka NpPoBeAEHWA  OTyeTa, MNOBECTKM  OHS; 0HO 1580,0
OMNOBELLEHNE O [He OT4yeTa u4uTaTenen, HaceneHus; BbIMycK MeponpusaTve
CTeHraseTbl; opOpMIIEHNE NPOTOKONA, 3aMeYaHuin U NpennoXeHun
MUTaTenen, HaceneHusl, CocTaBfieHMe niaHa ux peanusaumm
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Mogrotoeka npon3BoOCTBEHHbIX coBeLlaHnmn

Onpep,eneHwe NOBECTKM [OHA, Kpyra Y4YacCTHMUKOB; NOAroTOBKA
cnpaBknK, Opyrnx MepOI'IpI/IFlTMIZ, NpoeKTa pelleHna; onoBelueHune
ly4aCTHMKOB COBELlaHNA; NnogrotoBka noMeLleHuna:

OOHO coBellaHune

9KpaH KOHTPOINbHOW KapToukM, BBOA B Hee MWHJopmauun of)

MCNOJIHEHUN

28 [coBelaHve paboTHMKOB BUBNMOTEKN 320,0

29 [coBelaHve paboTHMKOB oTAena 264,0

30 [coBewaHne MO UTOram MPUHATBLIX PELUEHUA C LENbl OUEHKN MX| 0OHO coBellaHue 27,0
pe3ynbTaToB, MPON3BOACTBEHHbIE COBELLAHMS MO MTOram roga

31 onepatmsBHoEe coBellaHne (ana pelleHns TekyLunx oaHO coBellaHune 22,0
NpPOM3BOACTBEHHBIX 3a4a4)
OpraHu3aunoHHas (onepaTtusHag) paboTa:

32 |noKymeHTanbHOoe  odopmMIieHue pexuma paboThbl otaenal oAvH AOKYMEHT 268,0
(coctaBneHue rpagmka paboTbl, OTNYCKOB U APYIMX JOKYMEHTOB)

33 |obecneveHne KOHTPONs 3a BLINOMIHEHMEM MNPOM3BOACTBEHHOIO OAHO 3adaHue 4.4
3agaHusa U Ka4yecTBOM paboThbl

34 |obecrieyeHne KOHTPONSA 3@ WCMOMIHEHWMEM  YMpaBlEHYECKOro| OAWH AOKYMEHT 8,8
pelueHusl, npuKasa, ykKasaHus OMpekTopa, 3aM. AMPeKTopa, 3aB.
oTOENIoOM

35 pakntodeHune, npoaneHue gorosopa € hupmamu, npeanpusaTusMn, OguH AOroBop 840,0
OpraHM3aumsaMm, YacTHbIMW NpegnpuHUMaTEnsamMmn

36 |cocTaBneHue KanbKynsiumMm LeH Ha NnaTHble YCnyrm OAVH OOKYMEHT 3340,0

37 BbINUCbIBaHWE cYeTa, KBUTaAHLMN OAVH OOKYMEHT 13,4

38 |cBepka onnatbl CHETOB OLVH OOKYMEHT 13,8
[denonpon3sBoacTBo:

39 |[npuem u perncTpaums BxogsaLlen KoppecnoHaeHunm OAVH OOKYMEHT 5,6

40 |obecneyeHne KOHTPOMS 3@ CBOEBPEMEHHBIM  UCMOSIHEHWEM| OOWH OOKYMEHT 5,6
[DOKYMEHTa

41 |cuctemaTmsaumsi M MOAWMBKA WCMOSTHEHHbIX OOKYMEHTOB B| OOWH JOKYMEHT 5,6
COOTBETCTBUMN C HOMEHKNATYpou gen
Pa6ota B pexume AC:

42 pernctpaums BXOAsLEN KOppecnoHAeHuuun: BBoad B 6asy AaHHbIX| odHa KapToyka 7,6
KOHTPOMbHOW KapTouku (OaTa MOCTYNNeHusa, WHOEKC OOKYMEHTa,
KOpPEeCNOHAEHT, AaTa, WHAEKC NOCTYNUBLLEro AOKYMEHTa, KpaTkoe
coepxXaHue, pe3ontoLms, KOMy HanpasrieH)

43 obecneveHne KOHTPOMsl 3a WUCMONMHEHWEM [OKYMEHTAa: BbIBOA Ha| OAHa 3anucb 4,6

I'Ipmmeanme: BpeMA npoBeaeHnd otyeTa nepen ynmtarendamm, HaceneHumew, coBellaHui B HOPMY BpeMeHU

HE BXOOWUT.

4.16. ObcnyxmBaHve yaaneHHbIX Nonb3oBaTenem

Tabnuua 86

N n/n HaumeHoBaHue npouecca, onepauumun. Coctas paboTbl EavHnua Hopma
U3MEepeHNss  |BPEMEHU, MUH.
1 2 3 4
Pernctpauusa nonb3oBaTtenemn B pexxvMme OHMNauH:
1 |npoBepka 3anucu nonb3oBaTtenst B bubnmoteky OaVH 1,0
nonb3oBarenb
2 |06bpaboTka M BBOAO (hamMunuKu, MMeEHM, OTYeCTBa MONb3oBaTENs U OOVH 2,5
agpeca ero afeKTPOHHOM NOYThI ANEKTPOHHbLIN
dopmynsp
3 [cocTaBneHne nucbma C ykasaHWeM JorMHa W CreHepupoBaHHOIO 0ofHO 2,5
CUCTEMOW Naponsl, MPWUKPENNIEHUE WHCTPYKUMU MOMb30BaHWUS W  3NEKTPOHHOE
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OTNpaBka ero nNo 3MeKTPOHHOW NOYTE NMOMb30BaTENo NMCbMO
O6cnyxrBaHne Nonb3oBaTenen B peXxmme OHMNavH:
4 KOHCynbTaLUMs NO UCMNONb3OBaHWIO UHTEPAKTUBHON B kHUr ofHa 50
KOHCynbTaums
5 |conpoBoxaeHne BUPTyanbHOW  KHUIOBblgauu:  (popMMpOBaHME  OAMH 3aKas 7,0
3akasa Ha BUPTyanbHOW KHWXKHOW Nosike
6 pBbirpyska M3 AC HOBbIX MOCTYNMEHU 3a onpefeneHHbIn nepuod  OAuWH hann 50
BpeMeHU B BUAe ykasaTtens HoBblx noctynnenunin (YHIM)
7 |pasMelleHMe HOBbIX MNOCTYNMEHUW [OKYMEHTOB Ha caunTe oaviH chann 1,5
OnbnuoTekn: co3gaHve 3arofioBka  aHHOTaUUKM  MPUKPENneHne
dpavina(oB)
8 |paccbifika MO 3NEKTPOHHOW MOYTE yAaneHHbIM MOMb30BaTensm 0OfHO 1,5
MHOPMALIMM O HOBbIX MOCTYMNEHMAX JOKYMEHTOB 3MNEeKTPOHHOE
nMCbMO
9 MHdOpMaUVOHHOE COMPOBOXAEHWE calTa, mopTana M CTpaHul B|0OHO cooblueHne 1,5
coLmanbHbIX CETSX: CO3AaHne 3arofnioBka aHHOTaLMW NPUKpenneHne
bannos
PaboTa ¢ cantom otgena 6ubnmotekn
PaboTa c HoBoCTSIMW oTAena:
10 |nogrotoBka maTepuana kK nybnukaumm (npecc-penus, nocT-penuns, OAvH NnevaTHbIN 1050,0
cTaTbs) nuct
11 |pa3mellieHMe HOBOCTM Ha canTe 0[jHa HOBOCTb 10,0
12 |pasmelleHne HOBOCTU B COLMAlbHbIX CETAX OfHa HOBOCTb 10,0
13 loTnpaBka HOBOCTHOrO COOOLUEHUs Ons pasMelleHnst Ha canTax| ogHO coobLleHne 10,0
napTHepoB
14 nogbop unniocTpaumm K HOBOCTH ofHa 50
UnncTpaums
Pabota c dhoToranepeen otgena:
15 (dhoTocbemka 0ofHa CbeMka 30,0
16 |nogbop doTorpadhmi ogHa doTorpadums 3,0
17 lobpaboTka poTorpacumi ¢ NOMOLLBI0 rpaddndecKkoro peaakropa ogHa doTorpadums 15,0
18 [cospaHue poToranepeu ofHa 15,0
doToranepes
19 |po6aBneHve nognucewn Kk potorpacmam ogHa doTorpadums 2,0
Pabota ¢ nonHOTEKCTOBLIMM MaTtepuanamu, bubnuorpadmyeckumm
CnMCcKaMn Ha cauTe:
20 (dhopmaTnpoBaHue matepuanos Ans nybnukaumm (nepesog B Apyrve| OAUH matepuarn 20,0
dbopmaThl, feNeHre matepvana Ha YyacTiu)
21 |pobaBneHue onMcaHusa K Matepuany (aHHoTauus, KroveBble CroBa) OAWH MaTtepuarn 10,0
- 1000 3HakoB
22 [3arpyska maTepuarna Ha BHELUHUA canT OAVH MaTepwman 15,0
23 (pbHOBNEHWE cnycka NybnvMkaumni coTpyaHMKOB oTAena odHa 2,0
onobnuorpacduyeck
as 3anucb
PenaktupoBaHve n obHoBneHWe nHpopmMauum Ha canTe:
24 pepakTupoBaHWe Matepuanos OfHa 3anuchb 2,0
Co3gaHre opMbl 3NIEKTPOHHBIX ONPOCOB (3KCMPECC-0NpoC, OHMNanH
@HKeTMpOBaHue):
25 [cosgaHve n pasMmelleHne BOMPOCOB Ha canTte OAVH BONpPOC 6,0
26 |co3gaHue cTpaHuupbl onpoca 1 gobaeneHne Koga ¢ canTa OfHa cTpaHuua 15,0
Co3gaHve HOBbIX pa3gernos Ha canTe:
27 |co3gaHue OAVH pasgen 15,0
PenaktupoBaHme n obHOBNEHME WMHOPMALMOHHOIO KOHTEHTa Ha
caunTe:
28 |pefakTupoBaHuWe cTaTen, pasMeLleHHbIX Ha canTe 0JHa HOBOCTb 10,0
29 |mouck n oTbop MHopMaunm ansa pegakTMpOBaHNS CTaTUCTUYECKON 20,0
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30 (o6bHoBNEHME 3anucen B]] O/[jHa 3anucb 5,0
31 |BHeceHue HOBbIX 3anucen B b OfHa 3anuchb 10,0
O6paboTka JOKYMEHTOB AN 3arpy3kn Ha CamT:
32 pepakTvpoBaHue 1 dhopMaTMpoBaHUE TeKCTa JOKYMEHTA OAVH aBT. NUCT 60,0
33 KoHBepTMpOBaHWE JOKYMEHTa U3 ogHoro oopmaTta B Apyron oopmat oavH JOKYMEHT 10,0
34 Barpyska Ha BHeELUHWe pecypchl OOMH AOKYMEHT 15,0
35 |pasmelleHve Ha canTe oTaena OLVH OOKYMEHT 10,0
3anonHeHne cTpaHuLbl OTAeNa B coumarnbHbIX CeTaxX:
36 |nouck n oTbop HOBOCTEW Ha BHELLIHUX pecypcax 0fjHa HOBOCTb 24,0
37 [cocTaBreHne aHHOTauMmM K HOBOCTSM 0fjHa HOBOCTb 15,0
38 |pasMelleHne nocTa Ha CTpaHuue otgena 0fjHa HOBOCTb 5,0
4.17. OnpegeneHne kHMroobecneyeHHocTH y4ebHoro npouecca B 6a3e gaHHbIx AC
Tabnuua 87
N n/n HanmeHoBaHne npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
N3MEPEHNs]  |[BPEMEHU, MUH.
1 2 3 4
1 |nouck onpegeneHHoOW OUCUMMIMHBI y4ebHOro mpouecca B mogynelogHa gucuunnnHa 1,0
"KHnroobecnevyeHHOCTL"
2 |nouck B 0Gase paHHbix AC [OOKYMEHTOB, noaxoddwmx AnsiogHa gucuvnimvHa 10,0
BbIOpaHHOW ANCUMNNHBI (OCHOBHOW CMMWCOK), B PEXMME NPOCTOro U
pacLUMPEHHOro novcka
3 |npocMOTp Kaxgoro [JOKyMeHTa Mo BCeM napametrpam And| oavH AOKYMEHT 60,0
onpegeneHnuss HeobGXOAMMOCTU BKITHOYEHWSI €ro B CMUCOK, OTHop
BblOpaHHbIX JOKYMEHTOB (4obaBneHne K MMelLWwMMCcs NnonsaMm eLle
o4Horo nons "gucunnnunHa")
4 |npycoeguHeHne OTOBpPaHHbLIX AOKYMEHTOB (OCHOBHOM CMMCOK) BloAHa AMCLMNAMHA 50
Mogyne "KHuroobecneyeHHOCTL" K onpedeneHHoNn QUCuUmnnimHe
5. TunoBble oTpacneBble HOPMbI Tpyaa Ha paboTbl, BbINOMHAEMbIE
B [E€TCKUX, IOHOLLIECKNX BMbnmnoTekax, B bubnuotekax HANU,
06pas3oBaTenbHbIX YYpEXAEHMIN (HA OCHOBE aBTOMATU3UPOBAHHbIX
CUCTEM ynpaBrieHusl npoueccamm)
5.1. KomnnektoBaHue hoHOOB
Tabnumua 88
N n/n HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EavHnua Hopma
N3MEpPEHNss  [BPEMEHU, MUH.
1 2 3 4
1 npvem n otbop AN POHAOB HOBbLIX MOCTYMNMEHUN, MOMYYEHHbIX MOl OAMH AOKYMEHT 3,6
CONPOBOAUTENBHOMY  JOKYMEHTY - JWUCTY  roCydapCTBEHHOW
pervctpauum
2 [rexHudeckas obpaboTka JOKYMEHTOB OAVH JOKYMEHT 4,5
3 |BBOA AOKYMEHTOB B 6a3y gaHHbiX (BA) OAVH JOKYMEHT 4,5
5.2. Bubnuorpadmyeckoe onucaHue 1 UHAEKCMpPOBaHUE JOKYMEHTOB
Tabnuua 89
N n/n HanmeHoBaHne npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
U3MEPEHNs]  |[BPEMEHU, MUH.
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1 2 3 4
1 hopmupoBaHne 6Gubnuorpadmnyeckon 3annucu Ha [OKYMEHTbl Ha| ofHa 3anucb 18,0
PYCCKOM si3blke (onuncaternbHas Katanorusaums)
2 |hopmupoBaHue OubnMorpacmnyeckorn 3anncu Ha [OOKYMEHTbl Hal oAHa 3anucb 27,0

MHOCTPaHHbIX €BPOMNENCKUX s3blKax U A3blkax HapogoB Poccuinckon
Penepauun, KPoMe pycckoro (onucaTenbHas kaTanornsaums)
3 MHOekcuMpoBaHWe JOKYMEHTOB (cofepaTenbHasa kaTtanornsaums) o[Ha 3anucb 18,0

5.3. Pabota c kaTtanoramu

Tabnumua 90
N n/n HanmeHoBaHue npouecca, onepaunn. Coctae paboTbl Eonnuua Hopma
M3MEpPEHNs1  |[BPEMEHU, MUH.
1 2 3 4
MogrotoBuTensHasa paboTa:
1 |pa3bop KapTo4vek AJis pacCTaHOBKU B andaBUTHbIE KaTanorm OfHa KapToyKa 0,5
PenaktupoBaHue reHepanbHOro angaBMTHOIO KaTanora: OfHa KapTo4ka
2 |katanor - ctapbin pag (go 2000 roga) 1,0
3 katanor - HoBbIM psA (c 2000 roga) 0,5
4 [KaTanor - WHOCTPaHHbIEe €BPOMencKkne A3blkM N A3blkM HapOAoB 1,0
Poccun, Kpome pycckoro
5 |pa3bop kapToyek Ans pacCTaHOBKU B CUCTEMATUYECKME KaTarnoru OfHa KapToyKa 0,3
6 |pegakTupoBaHue 'eHepanbHoro cuctemartndeckoro katanora (FCK) | ogHa kapToyka 0,5
7 |pegnaktnpoBaHue opurmHan-maketa b3 Ha ogHOYacTHbIE JOKYMEHTbI| OAHa KapToyka 0,3
8 |pemakTnpoBaHMe  opurMHan-maketa B3 Ha  MHOroyacTHble| OAHa KapToyka 0,45
JOKYMEHTbI
9 |pemakTMpoBaHMe 3anucen Ha eguHuubl xpaHeHuss B MO no  opgHa 3anuch 54
M3BELLEHNSIM O BHECEHUM U3MEHEHUN B KaTanorun, nosydyeHHbIMn 13
rexHonorndeckoro otgena (TO)
PenaktuposaHne 6ubnuorpaduyeckmx 3anmcen (b3) (KOHTpOmMbHbIE,  OAHA 3anucb
nons ¢oopmaTta n Tekcta b3):
10 |pegakTupoBaHue KOHTPOIbHbIX nonen opmara 54
11 |pegaktnpoBaHue Tekcta b3 54
12 pepgaktupoBaHue Gubnuorpaduvecknx 3anmcen (B3) B Ol opgHa 3anucb 54
(8BegeHve nHaekcos 66K B B3)
13 [popmuposaHme B3 B O c mcnonb3oBaHMEM CBOAHOrO KaTtanora, oOfHa 3anucb 12,0
Poccuiickon ®epepaunn
14 |pepaktupoBaHue 63 Ha MHoroyacTHble AOKyMeHThI B 10 o[Ha 3anucb 12,0
5.4. Pabota c choHaoMm
Tabnuua 91
N n/n HanmeHoBaHue npouecca, onepaunn. Coctae paboTbl Eonnuua Hopma
M3MEpPEHNs1  |[BPEMEHU, MUH.
1 2 3 4
MogrotoBuTensHasa paboTa:
1 |nogrotoBka paboumx MecCT; opraHm3aumsi paboyero Mecrta: opHo paboyee 50
noaknoyeHne komnbetoTepa, Bxog B OPAC, npoBepka 3MeKTPOHHOWN MeCTO
NoYThbl, pacchbifika OTBETOB Ha 3anpochbl; MOArOTOBKa 3ana K pabore:
opraHusaums paboumx MecT uutatenen, BnaxHas obpaboTka
MOHUTOpaA KOMMbKOTEPA, CTaHUMU CamMoOobCnyXMBaHUSA, MOHUTOPA
PNEKTPOHHOrO kKaTanora, paccTaHoBKa (pasMeLleHUe KHUKHOMO
MaccuBa, COAHHOro nocre npeaplayliero paboyero AHsl, Ha noskax
OTKPLITOrO 4OCTyNa), 03HAaKOMJIEHWE C MEPUOLVKON M C HOBOCTSIMU B
EIIDOEUOHIOIebn www.consultant.ru Nodaiesa ég
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cetn "ViHTepHeT"
2 nonyyeHve [OKYMEHTOB C BbICTaBKM HOBbIX MNOCTynneHun (npuviogHa naptus (100 16,0
yd4acTunm 4-x 4enosek) OOKYMEHTOB)
3 |npuem HoBbIX nocTynneHwn B [lporpamme nepegayn; csepkalogHa naptus (100 12,0
HanNu4ns KHUr B NapTUKU ¢ CONPOBOAUTENbHLIM JOKYMEHTOM [OKYMEHTOB)
O6paboTka HOBbIX NOCTYNIEHUN
4 [MNepBuYHbIA pa3bop HOBbLIX MOCTYMEHWUIA; NPOCTaBneHne wremnens|ogHa naptus (100 26,0
Ha TUTYNbHOM W 17 CTpaHUUax KHUMM; akTMBauusi U peaakTMpoBaHUe| [OOKYMEHTOB)
B 9MEKTPOHHOM KaTarore; neyaTtb MHBeHTapHoro N 1 npukneveaHue
pagvoMeTKM (€OUHMYHBIE 3K3eMNasApbl)
5 |Pa3bop 4OKYMEHTOB Ansi onpegeneHns paccTaHOBOYHbIX LWMGPOB OOWH OOKYMEHT ,0
6 [lpegBapuTenbHas  cuctemaTusaumss  OOKYMEHTOB  [pYMnoBOW| OAWH AOKYMEHT 1,0
06paboTKM ANs onpedeneHnst NooYHOro HAEKCa
LLindpoBka JOKYMEHTOB: OOWH OOKYMEHT
7 |c agBymsa wundppamu (1 - "BUpTYyanbHbInN") 1,0
8 |0e3 wudpa 1,8
9 |gocbinbl 3,6
10 [BBOA Wndhpa 0,5
LLindbpoBka JOKYMEHTOB rpynnoBor 06paboTku: OOWH OOKYMEHT
11 |npegBapwTenbHas cuctemaTnsauus (BBo4 UHAEKCA OTpacnv 3HaHWS 1,0
no Tabnmuam BBK B 3K)
12 |getanbHas cuctematusaums (Beog nonoyHoro nHgekca 6BK B 3K) 1,0
13 lo6paboTKa JOKYMEHTOB HA MHOCTPAHHbLIX EBPOMENCKNX S3bIKaX OOVH OOKYMEHT 3,6
14 lobpaboTka [OKYMEHTOB Ha HaUMOHAambHbIX $3blkaxX HapogoB| OOWH OOKYMEHT 4.5
cybbekToB Poccuiickon ®egepaunm
15 |npnem n obpaboTka gokymeHTtoB XVIII - XIX BB. OOWH OOKYMEHT 8,0
16 |npvem n 0OpaboTKa OTEYECTBEHHLIX NEPUOONYECKUX M3OAHUA W3] OOUH OOKYMEHT 1,8
3TIMNn
17 npyem n obpaboTka WMHOCTPAHHbIX MNEpPUOANYECKUX W3OaHUA W3] OAUH OOKYMEHT 1,8
3TMn
18 |nepewmncpoBKa JOKYMEHTOB OAVH OOKYMEHT 27,0
19 |BBog 6ap-koga gokymeHTta B K OLVH JOKYMEHT 2,6
20 [nepepaya JoKyMeHTOB Ha sipyca b B gucnetyepckon nporpamme |ogHa naptus (100 26,0
OOKYMEHTOB)
O6cnyxnBaHne yntatenen n aboHeHtos B Pb:
21 BblnonHeHve TpeboBaHUn, NOCTYNMBLLMX NO 3NEKTPOHHOMY 3aka3y |ofHo TpebosaHue 1,0
22 [B3aummopacyeT CO CTPYKTYPHbIMU noapasgeneHnsamm 6ubnmoteku ogHa naptusa (100 14,0
OOKYMEHTOB)
23 paboTa c 3a40MKEHHOCTbLIO: cocTaBneHne no 6ase YnTanbLHOro 3anal OAUH OOKYMEHT 1,8
cnucka  3afOMKHWUKOB; cocTaBfnieHMe no 6ase  uUeHTparnbHOW
kadegpbl cnucka 3ag0SDKHMKOB; BbloeneHne mM3 obLiero cnvcka
3a00JPKHUKOB OMONMOTEKN 3a[0IMKHUKOB; €XeOHEBHBLIN KOHTPOIb
NOIPKHUKOB C  HarnoMWMHaHWMEM O HeobXoaMMocTu  BO3Bpata
3agepKaHHbIX KHUT; aHanv3 adekTMBHOCTY NpoAeniaHHon paboThl
ObecneyeHne coxpaHHOCTN POHAOB:
24 nogrotoBka JOKYMEHTOB Ha MUKpOUbMUpPOBaHNE W OOWH OOKYMEHT 5,4
CKaHNpOBaHue
25 |[nepepava 0OKYMEHTOB Ha MUKPOMMIIbMMUPOBAHME U CKaHMPOBaHWe | ogHa napTtus (20 16,0
OOKYMEHTOB)
Ceepka doHaa ¢ anekTpoHHbIM kaTanoroMm (3K): OOWH OOKYMEHT
26 |ogHOYacCTHble JOKYMEHTHI 1,8
27 |MHorovacTHble JOKYMEHTbI 3,6
28 |npoBepka JOCTYyNa K 9NeKTPOHHOMY pecypcy OOVH OOKYMEHT 54

5.5. CnpaBoyHo-6mbnuorpacdmyeckoe obenyxmaHmne
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Tabnuua 92
N n/n HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl EaovHuua Hopma
N3MEPEHNs]  |BPEMEHU, MUH.
1 2 3 4
BbinonHeHne ycTHbIX 6Gnbnvorpadmyeckmx cnpaBok:
1 |nogrotoBka pabounx mect eXxeaHeBHO 13,0
2 |eXXegHeBHbIN CTaTUCTUYECKUIn yyet CMpaBOYHO-  €XeAHEBHO 13,5
Pnbnmnorpadudeckoro ob6cnyxMBaHUs YiTaTenem
3 M3yyeHne oOTpuUaTENbHbIX OTBETOB Ha Oubnuorpaduyeckne,  exegHEBHO 13,5
3anpochkl C Uenbio BbiABNEHUs Gpaka
4 |npvem 3anpoca Ha BbINofiHeHMe bubnunorpaduyeckon cnpaBku OAVH 3anpoc 10,0
5 lohopmneHne KOHTPOMBHOro UCTKa Nosib3oBaTens OAVH 1,0
nonb3oBaTenb
6 [remaTu4veckas yctHas bubnuorpadudeckas cnpaBka OfHa cnpaska 17,0
7 lagpecHas ycTHas cnpaBka OfHa cnpaska 8,0
8 |yTouvHsioWwas ycTHasa bubnmuorpaduyeckas cnpaska OfHa cnpaska 18,0
9 |dakTorpadmyeckas yctHas bubnmorpadguyeckasi cripaBka OfHa cnpaska 15,0
10 jopueHTupyloLasa KOHCYnbTaums ofHa 6,0
KOHCynbTaums
11 Brubnuorpadmyeckas/dakrorpacdpuryeckas cnpaska no TenedoHy OfHa crpaBka 12,0
BbinonHeHne NMcbMeHHbIX Brubnuorpagmyeckmx cnpaBok:
12 [npuem n perucrtpauus NUCbMEHHOro 3anpoca B OpraHuM3auMOHHOW  OOWMH 3anpoc 3
rpynne
13 |gmMcnetyepusaums NMcbMeHHbIX 3anpocoB B rpynne CBO exegHeBHO 60
14 |pernctpaums 3ampoca B >XypHane yyeTa MUCbMEHHbIX CMpaBok OAHa 3anucb 3
rpynnsl CBO
[MucbMeHHas TemaTMyeckas crnpaeka:
15 [rematumdeckas crnpaBka 1-0M CTEMEHU CROXHOCTU: 00 25 Ha3BaHWMW, OfHa cnpaBka 1200,0
C MpocMoTpoM Brbnmorpamnyecknx MCTOYHNKOB
16 [rematmdeckass crnpaBka 2-OM CTENEeHW CrOXHOCTM: CBblle 25 ofHa cnpaBka 2900,0
HasBaHUM, C nNpocmoTpom 6Bubnuorpaumyeckmx u TEKCTOBbIX
MCTOYHMKOB
17 nucbMeHHas yTouHsilowas bubnuorpaduyeckas cnpaska OfjHa crpaBska 360,0
18 nnucbmeHHas agpecHas cnpaska OfjHa crpaBska 120,0
19 nucbmeHHas dhakTorpadumyeckas cnpaska OfHa crpaBska 360,0
20 |MMCbMEHHble  KOHCymnbTauuu:  TemaTuyeckas  KOHCynbTauus, ofHa 480,0
KOHCynbTaUns-Knue KOHCynbTauus
PepnaktnpoBaHmne BbINONHEHHbIX MMCbMEHHbIX CPaBOK:
21 |agpecHasi NnUCbMeHHas crnpaBka OfHa crpaBka 9,0
[Tematnyeckas NnMCbMeHHas cnpaska: OfHa crpaBka
22 [1-n cTeneHn CNoXHOCTH 18,0
23 [2-n cTeneHn CNoXHOCTn 48,0
24 yTOYHSOWAa NMCbMEHHas cnpaBka 0fHa crpaska 8,0
25 |dakTorpadunyeckas NUCbMeHHas crnpaBka OfHa cnpaska 8,0
26 |peructpauus BbINOMHEHHOW NMCbMeHHOMW cnpaBku B rpynne CBO B ogHa 3anucb 3,0
PKypHane yvyeTta NMCbMEHHbIX 3anpocoB
27 |peructpauus BbINONHEHHOM NMCbMEHHOM crnpaBku B| ofHa 3anucb 2,0
opraHusaumoHHown rpyrnne CEO
28 |odopmneHue u nepefada/oTnpaBneHne OTBETa 3aKasyumky OAVH 3anpoc 12,0
BupTyanbHas cnpaBodHas cnyxba:
29 BupTyanbHas TemaTMyeckas cnpaska OfHa cnpaska 18,0
30 |BupTyanbHas agpecHas cnpaska OfHa cnpaska 7,0
31 |BupTyanbHas yTovHsoLWaga cnpaBka OfHa cnpaska 18,0
32 |BupTyanbHas opueHTUpyloLasa cnpaska OfHa cnpaska 6,0
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33 |odopmneHue oTBeTa Ha 3anpoc YuTarens OLHO NUCbMO 6,0
34 |nononHeHWe apxuBa BbINOMHEHHbIX cnpaBok ("basa 3HaHun") ofHa crnpaska 11,0
35 |ckaHupoBaHMe pOokymeHTOB 13 ¢oHaoB CBO no 3akasaMm ofHa cTpaHuua 3,0
nonb3oBaTteneu
KoHcynbTaumm: ofHa
KOHCynbTaums
36 |metoguyeckas 10,0
37 [remaTnyeckas 10,0
38 nokanbHas koopAuHaUMs U gucnetyepmsaunst  BbINOSMHEHWS|  OAHO MUCbMO 12,0
BMpPTYanbHbIX CIPaBOK
Bubnuorpadgmyeckoe oby4eHne nonb3oBartenen
KoHcynbTaumm: ofHa
KOHCynbTaums
39 |meTtognyeckasi 10,0
40 [rematuyeckas 15,0
41 |nogrotoBka  Oubnuorpadmyeckoro  ob3opa no  meToauke|  oAuH 0030p 2400,0
bopmupoBaHust  Gubnuorpaduyeckorn  3anuMcn,  paboTbl G
KaTanoramu, 6ubnuorpaduyeckumm UCTOYHMKaMn OPMUPOBAHNS
cnucka nNuTepaTtypbl K Hay4Hou paboTe
42 |nogrotoBKa W npoBedeHne Oubnuorpadmyeckoro o63opa no|  oauH 00630p 480,0
MeToamke GubnuorpadmnyecKkoro onncaHns
43 npoBeneHue 3KCKypCUn no doHaam " CMNpaBOYHO- OHa 3KCKypCust 480,0
bubnunorpadudeckomy annapaty (CbA) LIBC
BeneHue cnpaBovHO-6nbnmorpadmyeckoro annapara:
44 |BegeHvWe apXxmBa BhINOMHEHHbIX CNPABOK B 3IEKTPOHHOM peXxume OfHa crpaBka 8,0
45 |BBog kaptoTek B B OfHa KapTo4ka 6,0
BbicTaBoyHas paboTa: 0[Ha BbICTaBKa
46 |paspaboTka nnaHa opraHu3auum KU 3KCMOHMPOBAHUS TEMaTUYECKOM 2160,0
BbICTaBKM
47 |nogrotoBka  COMPOBOAMTENBHOW  OOKYMEHTauMM K  BbICTaBKe, 360,0
PTMKETaXa
48 |MOHTaXx BbICTaBKM 480,0
49 |nemMOoHTaX BbICTaBKM 240,0

MpumeyaHne: npu paboTe C OOKYMEHTAaMU Ha WHOCTPAHHbIX €BPOMEnCKUX A3blkaX W s3blkax HapoOoB
Poccuickon ®egepaumm, Kpome pycckoro, K HopMaM BpeMeHU NpUMeEHSieTCA NOBbILLaLWnin koapduumneHT 1,15.

5.6. HoTHbIe n3gaHua n 3Byko3anucu

Tabnuua 93
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
M3MEPEHNs]  |[BPEMEHU, MUH.

1 2 3 4
dopMumpoBaHme drbnmorpadryeckon 3anucu:

1 |Ha rpamMnnacTMHKM  Ha  PYCCKOM  4A3blke  (onucaTernbHas OAVIH ANCK 140,0
KaTanormsaums)

2 Ha rpamniacTMHKM Ha MHOCTPaHHbIX €BPONENCKUX A3blKaxX U A3blKax| OAVIH ANCK 180,0
HapogoB Poccuinckon depepauun, Kpome pycckoro (onucatenbHas
KaTtanormsauus)

3 Ha ayomo KOMMakT-guCKe Ha pPYCCKOM 43blke (onucaTtenbHas OAVH OUCK 160,0
KaTtanormsauus)

4 |Ha ayomMo KOMMaKT-OUCKE Ha WHOCTPaHHbLIX €BPOMEencKUx A3blkax K OAVH OUCK 220,0
3blkax HapoaoB Poccuiickorn denepaumm, KpoMe PYCCKOro A3blka
(onucaTtenbHasa katanornsaums)

5 |Ha My3blkanbHOM KOMMNAaKT-AUCKe (onucaTenbHasa katanornsaums) OfVH AUCK 480,0
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Tabnuua 94

6 Ha HOTHble Wu3JaHWs Ha pPYcCKOM  A3blke  (onucaTtenbHas] OAWH OOKYMEHT 132,0
KaTtanormsauus)
7 |Ha HOTHble W3OaHWs Ha WHOCTPAHHbIX E€BPONENCKUX A3blkaX W| OAWH AOKYMEHT 140,0
g3blkax HapopoB Poccuiickon depepauun, KpoOMe  pYCCKOro
(onucaTtenbHasa katanornsaums)
CnpaBo4Ho-6mbnmnorpaduryeckoe 06CcnyxmMBaHWe B YNTaANbHOM 3ane
BbinonHeHne yctHon Gubnuorpadmyeckon cnpaBku:
8 |npuem 3anpoca Ha BbiNonHeHne bubnuorpadunveckon cnpaBku OAVH 3anpoc 6,0
9 [ematuyeckas ycTHas bubnuorpaduyeckas cnpaska OfHa cnpaska 20,0
10 lycTHas agpecHasi bubnuorpaduyeckas cnpaska OfHa cnpaska 12,0
11 |yToyHsAWLWasa ycTHas bubnuorpadmyeckas cnpaeka OfHa cnpaska 22,0
12 |dakTorpadmyeckas yctHasi bubnumorpadpuyeckas cnpaska OfHa cnpaska 18,0
KoHcynbTaumm: ofHa
KOHCynbTaums
13 |bubnmorpadmyeckune 10,0
14 lopueHTupytoLine 3,0
15 BcnomoraTtenbHO-TEXHUYECKMe 6,0
BbINnoNHEHNE MUCbMEHHbIX B1bnMorpagmyeckmx cnpaBok:
16 npyem wun peructpauusa 3anpoca B KHWUre y4vyeta MNUCbMEHHbIX| OfHa crpaBka 15,0
onbnvorpadumyecknx cnpaBok
17 n3yyeHne 3anpoca, YCTaHOBMEHWE WNW YTOYHEHWE SreMEeHTOB| OfHa crnpaBka 900,0
onbnrorpacduryeckon 3anvcu
BegeHve cnpaBo4HO-6mbnmnorpadmyeckoro annapara:
18 jpodhopMneHne KapToUkn Ans KapToTek OfHa KapToyka 16,0
19 |cosgaHne Gubnuorpadgudeckon 3anmcn (b3) Ha cTaTtbym No My3bike| OfHa 3anuchb 8,0
13 JOKYMEHTOB, HE COOTBETCTBYHOLMX npocuno M3
20 BegeHue KapToTek OfHa KapToykKa 1,0
5.7. Paborta c nutepartypon no 6ubnuotekoBeneHuto, GubnmorpadoBeqeHNI0 1 KHArOBEAEHNIO
N n/n HaumeHoBaHuWe npouecca, onepaumun. Coctas paboTbl EavHnua Hopma
U3MEepeHNss  |BPEMEHU, MUH.
1 2 3 4
O6paboTka HOBbLIX MOCTYNMEHUN B MporpammMHOM obecneveHuu
(NO):
1 |npvemM HOBbIX MOCTYMNNEHUA OTEYECTBEHHbIX [OOKYMEHTOB B| OOWH OOKYMEHT 0,5
AMCNeTYepCcKor nporpammMe nepegayu
2 |npveM HOBbIX MOCTYMNMNEHUA Ha MHOCTPaHHbLIX E€BPOMNENCKUX A3blkaxX| OOWH OOKYMEHT 1,0
M a3blkax Hapoaos Poccuiickon Pefepauum, KpoMe pyccKoro
3 dopmneHne KapTOYKM Ha [OKYMEHT Ha pPYCCKOM s3blke [Ans| OfHa KapTodka 8,0
KatanoroB M  00NacTHbIX  KapTOoTEK C  MCMOJSIb30BaHWEM
onbnvorpaduryeckon 3anmcu
4 locbopMneHne KapToUuKkM Ha JOKYMEHT Ha MHOCTPaHHbIX €BPOMENCKMX OfHa KapToyka 10,0
a3blkax M 43blkax HapogoB Poccuiickon ®epepaumn, Kpome
PYCCKOro, A KaTtarioroB U 06nacTHbIX KAPTOTEK C UCMOMb30BaHNEM
onbnmorpadmyeckon 3anmcu
5 jaHanuTnyeckoe onncaHme gokymenTos B 10 ofHa cTaTbs 12,0
O6cnyxvBaHve Nonb3oBaTenen; BUpTyanbHas crnpaBoyHas cnyxba:
6 |[npuem Gubnunorpaduryeckoro sanpoca ymTarens OMVH 3anpoc 3,0
7 |BUpTyanbHas Tematuyeckas crnpaska OfHa cnpaska 54,0
8 |BupTyanbHas agpecHas cnpaska OfHa cnpaska 18,0
9 |BupTyanbHas yTouYHsoLas cripaBka OfHa cnpaska 26,0
10 BupTyanbHas dakTtorpagmuyeckas cnpaska OfHa cnpaska 20,0
11 lodbopmIieHne OTBETA Ha 3anpoc YnTaTenst OLHO NMUCbMO 10,0
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12 |nononHeHne apxmBa BbINOMHEHHbIX cnpaBok ("basa 3HaHun") ofHa crnpaska 10,0
13 lexxegHEeBHbIN CTaTUCTUYECKUN yJyer CMpaBO4HO4{  eXedHEBHO 12,0
Pnbnmnorpaduyeckoro obcnyxmBaHus YuTaTenem
5.8. ObpaboTka onTuyecknx komnakT-amckos (O3P)
Tabnuua 95
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboTsl EgvHnua Hopma
N3MEPEHNs]  |[BPEMEHU, MUH.
1 2 3 4
1 |nonyyeHne M  [JOCTaBka OMNTUYECKMX  KOMMAKT-AMCKOB W3] OAHa Naptus 30,0
inncnetyepckon OLIK3 AokymeHToB (100
OVCKOB)
2 [npwem HOBbIX MOCTYMMAEHUA ONTUYECKUX KOMMAaKT-OUCKOB ofHa napTtus 60,0
aokymeHnTos (100
AVCKOB)
3 [cyMMapHbIf y4eT KOMMaKT-ANCKOB (MO yCTaHOBEHHON hopme) ofjHa napTtus 7,0
[OKYMEHTOB
4 WHavMBMAyanbHbIA y4ET KOMNAKT-AUCKOB O/JHa 3anucb 1,0
5 [rexHn4eckast 06paboTka ONTUYECKMX KOMMAKT-ANCKOB OAVH OOKYMEHT 2,0
6 |umdpoBKa JOKYMEHTOB B Mogyne ak3emnnspsl 10 OAVH JOKYMEHT 1,0
5.9. Paborta c umtatensmu
Tabnuua 96
N n/n HaunmeHoBaHue npouecca, onepaunn. CoctaB paboThl EavHnua Hopma
N3MEPEHNS]  |[BPEMEHU, MUH.
1 2 3 4
Banuck nonb3oBartenst B 6ubnunoTteky, paboTta ¢ yMtatenem:
1 |nogrotoBka paboumx MecCT mnonb3oBaTenern M OBCNyXMBAKOLLErO oaviH MK 2,0
nepcoHana: npoBepka TEXHWYECKOr0  COCTOSIHUS ~ CETEBOrQ
obecneveHnss 1 Napka BbIMUCTIMTENBHON TEXHWKM, BKNoYeHme MK
2 |npuHATME Mep no nukBupauum cboes B pabote [K, pabote ceTwm, oaviH cbon 10,0
OTCYTCTBMSA  goctyna Kk 0a3e  JaHHbIX  MOnb3oBaTenewn,
MHpOPMMpPOBaHNE COOTBETCTBYHOLWMX Criykb o cbosx, npoBepka
HeuncnpaBHOro o6opyaoBaHus, ukcauus cboes B TeTpaam y4yeta ¢
lYKasaHMeM xapakTepa HeWCnpaBHOCTU U BpeMeHW Hayana cbos,
nocrne ycTpaHeHus Henonagkm OTMEeTKa BPEMEHM ee YCTPaHEeHNs!
3 |[NpocMOTp AOKYMEHTOB uuTaTens (nacnopTt, YAOCTOBEpeHue, OAVH uYuTatenb 3,0
NOpy4MTENBLCTBO), MNPOBEPKA HanNUuusl Y4YeTHO-PErncTpaLmOHHON
KapTOYKW YmTaTens
4 [BanonHeHwe copmyndpa uuTatens, Yy4YeTHO-PerucTpauMoHHOW OAWH KOMMMEKT 50
KapTOYKM, YMTaTensckoro buneta
5 (p3HakoMneHue ymTaTtens ¢ npaeBunamMm nosb3oBaHUs GUONMOTEKON, OAWH YnTaTenb 6,0
pacnonoxeHvem oHAa, CNpaBoYHbIM annapaToMm
6 [nogbop n pacctaHoBka No HoMepam buneToB, andasuTy aMmunui OfHa KapTodka 2,0
MUTaTENen Y4ETHO-PErMCTPALMOHHBIX KAPTOYEK
7 OCyLleCTBNEHME KOHTPOMNS 3a BO3MOXHbBIM HaNMMYMEM [AaHHbIX O OAWH YuTaTenb 0,5
MUTaTene Kak HapyluTene (nvweH npaBa MoNb30BaHWs); BEAEHWE
(1 perynsipHbl NPOCMOTP) KapTOTEKM YMTaTenemn-HapywmTtenen
[Mepeperncrpaumst YuTaTenemn:
8 |nouck dpopmynsipa  (perMcTpauuoHHOM  KapTO4kWM)  uduTaTens,| ofdHa KapTodka 2,0
BHECEHWNE U3MEHEHUW B HUX U B YMTaTENbCKNX OuneTax (yTovYHeHue
@HKETHbIX  OaHHbIX, HOBOIO  4YMTaTenbCKOro HoMepa, Aathbl
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nepeperucTpaumm) ¢ BeAeHNEM KapTOTEKN HayYHbIX TEM U TeKyLLUX
M3MeHeHul (nonyyYyeHue 3BaHWI, NybnvMkaumin, 4apos)

Banucek (nepeperncrpaumsl) uuTatenen B aBTOMaTU3UMPOBAHHOM
pexume:

CbeMKa (OTOKaMepol Ans 4JuTaTenbckoro Owuneta M BCTaBka
dboTorpacdhmn B YnTaTenbckun bunet

OOWH noceTnTeslb

2,0

10

odbopMneHne Kofda vmTaTtensi C KOHTPOSbHbIM Pa3psigoM U CPOKOM
MOnb30BaHUA 4YMTaTenbCKMM OUNETOM, Ha OCHOBE Bbl4AHHON
MHdopMaLn

OOWH NoceTnTeEsb

0,4

11

Bbla4Ya Ha MNMPUHTEpP CBedEeHM O 3anucaBLIeEMCH yYuTaTene B BuAE
MUTaTenbckoro bunerta

OOWH NMoceTnTeEslb

0,4

12

Habop Ha KnaBuaType CBeOEeHU O uuTaTtene: damunus, ums,
OTYECTBO, XapakTepusylwme ero npusHakm (obpasoBaHue,
cneumanbHOCTb), Kod, HOMep YnTaTenbckoro Guneta; oTocbemka

OOWH NMoceTnTeEslb

2,0

13

OCYLLECTBIIEHNE KOHTPOMsS 3a BO3MOXHbIM HanuimMem [OaHHbIX O
uuTaTene, 3anucaBllemMcs B OMONMoOTeky (paHee 3anucaH, nuLeH
npaBsa Nonb30BaHus)

OAWH noceTuTesnb

2,0

14

odbopMneHne 4utatensckoro 6wuneta € HOMEPOM U  CPOKOM
MONb30BaHUSt YUTATENbCKUM OWMNETOM, Ha OCHOBE BblAaHHOW
MHopmaumm

OAuH bunet

1,0

15

Bbldaya Ha TMNpuUHTEpP CBEdeHW O 3anucasBllemMcsl uuTaTtene;
npoeBegeHne pagMoyacTOTHON  MOEHTUMUKALMM  YATATeNbCKOro
GuneTa; NpoBedeHNE OEHEXHOro B3aMmopacyeTa ¢ nornb3oBatenem
bepes Kaccy; yaaneHHas 3anuch: cBepka AaHHbIX perncTpauvoHHON
KapToYKM, KONuUM C nacnopTa, odopMIieHne Ooroeopa-odepTbl Ha
NpefocTaBneHne OOCTyna K 3NEeKTPOHHbIM pecypcam BubnmnoTeku,
Habop Ha knaBuaTtype AaHHbIX, AN 3arnofIHeHUs] JOroBopa, BbiBOA
[joroBopa Ha NpUHTEp, NOANWCH NNLA, 3aKYaBLLErO 4OrOBOP

OOWH NnoceTnTeslb

15,0

16

odopmIIeHNEe BXoda-Bbixoda untaTens n3 6ubnmotekn (MOCTOAHHLIN
MUTaTENbCKUA BUNET CKaHWUPYETCS, BblAAETCS KOHTPOSbHbIA NIMCTOK)

OaWH noceTuTesb

2,0

BbinonHeHne TpeboBaHuI nonb3oBaTernien, Bbigavya AOKYMEHTOB M3
OCHOBHOIO KHI/IFOXpaHeHVIFl/CI'IeLLI/IaJ'II/I3VIpOBaHHOFO @OHp,aZ

17

nonyyeHune Tpe6OBaHI/IF| Ha [OOKYMEHT W3 OCHOBHOIO XpaHeHwuA,
npoBepKa npaBuUiibHOCTU 3aNOoJIHEHUA TpGGOBaHVIH, permcrpauua

ofHo TpeboBaHue

1,0

18

nonyyeHve TpeboBaHWA Ha [OKYMEHT, NpoBepka MpaBMIIbHOCTM
3anonHeHus TpeboBaHus, peructpaums, gopabotka TpeboBaHus,
noa6op no wudgpam B cneunannusnpoBaHHOM doHae

ofHo TpeboBaHue

1,0

19

lyCTaHOBKa MeCTa HaxoXaeHusa HeHanaeHHoro OOKyMeHTa no basam
1 6aHKaM OaHHbIX, CnpaBO4YHbIM KapTOTEKaM, KaTanoram

OOUH OOKYMEHT

5,0

20

Bbla4ya OOKyMeHTa n3 oTaena
KHI/IrOXpaHeHI/Iﬂ/CFIeLI,I/IaJ'IVI3VIpOBaHHOFO (bOH,D,a YnTaTesto, OTMETKa
Ha KHWXHOM (*)OpMyﬂFlpe/TpGGOBaHMM; 3annCb [OOKYMEHTOB B
HNTATEJIbCKYH KapTO4KMU (BKJ'Ia,EI,HOI7I J'II/ICT), OTMETKAa B KHUIe 3aKa30B

OOUH OOKYMEHT

1,5

Bbloaya [JOKYMeHTa n3 oTaena
KHUroxpaHeHus/cneLumanusnpoBaHHOro poHaa YuTaTenio:

21

npuemM JOKyMeHTa OT ynTarensa/nonb3oBartens

OOVIH JOKYMEHT

1,0

5.10. Bolgaya KOMNNeKkToB AOOKYMEHTOB BO BpeMEHHOE NnoJib30BaHWE noapas3gesieHnAm ombnnoTtekn

Tabnuua 97

N n/n

HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl

EonHuua
namepeHns

BpeMeHn, MUH.

Hopma

2

3

4

odopmeHne 3asBKu/akTa Ha KOMMSEKT [OKYMEHTOB,

nepefjaBaeMblil B CTPYKTYpHOE nofpasgeneHuve

o[Ha 3asBKa,
OOVH aKT

20,0
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Adoa fitboaiaiey: 26.10.2016

noabop [OOKYMEHTOB B  KOMMMEKThI;
[IOKYMEHTOB B Y4eTHbIX hopmax

perncTtpauma BblAaHHbIX

OONH KOMMNNEeKT

10,0

Bbllaya KOMIMIEKTOB JOKYMEHTOB, OTMETKa Ha KHWXKHOM cpopMynsipe
(MHOMKaTope) AaThl Bbloaum, AaHHbLIX NoApasaeneHuid, nonyyaroLwmx
KOMMMEeKT, OTMeTKa B KHWre BbldauuM [JaTtbl Bblga4dn, AaHHbIX
nogpasgeneHnii, Nony4YawLwmx KOMNEKT, OTMETKA B aKTe nepegayu

OONH KOMMIEeKT

5,0

nonyyeHue KOMMMIEKTOB  [OKYMEHTOB OT  CTPYKTYPHbIX|
noapasfeneHnit; MOUCK  KHWKHOrO  dhopMynapa  (MHaukaTopa),
noralieHMe OTMETKM O Bbloaye, BIIOXEHWE €ero B [OKYMEHT;
npoBepka (HM3NYECKOro COCTOSIHUSA, MepecyeT fNCTOB, CBepka C

aKTOM nepefayu; noralieHne oTMeTkn O BblgaYve B KHUre Bblaa4yn

OONH KOMMJIEKT

18,0

5.11. OGcnyxumBaHue nonb3oBaTenen AOKyMeHTamMu B 3ane ¢ rmbpugHeiM obcnyxusaHueMm, 3ane
3NEKTPOHHBIX pecypcoB, 3ane "MHTepHeT", 3ane cneuumanuampoBaHHoro otaena. lNMpuem 3aka3oB No TenedoHy 13
ropoga

Tabnuua 98
N n/n HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl EaovHuua Hopma
N3MEPEHNS]  |BPEMEHU, MUH.
1 2 3 4
1 |npoBeadeHue KoHcynbTaumu, Gecedbl C yuTaTenem Mo MpaBunaM| OAWH YuTaTenb 2,0
00CnyxMBaHus B 3ane u nNpegocTaBnsieMbIX ycryrax, Mo MeTOAUKe

novcka no cnpaBoyHO-Ombnuorpacmyeckomy annapaty npu Y3, |

KaTanoroB, KapTOTEK, KHWKHbIX MOMOK, O BO3MOXHOCTSX MoOucKa M

MCMNONMb30BaHUA  3MEKTPOHHBIX  PecypcoB;  MHAOPMUPOBAHWE

MUTaTENs O HOBbIX MOCTYMIIEHNSIX

2 |koHcynbTaumm no pabote c K B 3ane, no paboTe B SMEKTPOHHOW| OOWH YMTaTenb 2,0
bnbnnoTeke

3 |npuem 3aka3oB Monb3oBaTeNen Ha M34aHUA U3 OCHOBHOIO OAWH 3aKas 0,9
KHUroxpaHunuwia

4 |nonyyeHne [OKyMEHTa, 3aKa3aHHOro uutatenem B  OTAene| oauH OOKYMEHT 0,9
KHUroxpaHeHusi/cneumanuampoBaHHoro  doHga/MutansHOM  3ane
oTgena

5 |pacctaHoBKa wm3gaHMM Ha OpoHenonkax uYuTanbHOro 3ana, OAWH AOKYMEHT 0,3
NOCTYNUBLLNX U3 KHAFOXpaHUNULLA MO 3aKa3aM Nonb3oBaTenen

6 [nogbop LOKYMEHTOB Ha OpoHenonke, 3aka3aHHbIX W3 OCHOBHOMO| OAWH OOKYMEHT 04
KHUroxpaHunuuia, nepefada Ha kacdeapy Bblgauu

7 [nogbop [OKYMEHTOB B MNoACOOHOM (OoHAE uYUTanbHOro 3ana, OAUH OOKYMEHT 20
nepegaya Ha kadegpy Bblgauu

8 [nogbop [OOKyMeHTa B XpaHEHMU CchneuuanuavpoBaHHOro ¢oHaa, OAWH OOKYMEHT 10,0
OTMETKa Ha TpeboBaHWW, Nepegaya JOKYMeHTa Ha kadeapy Bblgauu

9 |cTaHOBKa MeCTa HaxoXOeHWs HeHaWaeHHOro [AOKYMeHTa Mo| OAWH AOKYMEHT 22,0
CNpaBOYHbIM KapTOTEKaM, KaTanoram, permctpaums 0Tkasos

10 Bblgada OOKYMeHTa YMiTaTenio: CBepKa BblJABAEMOro OOKYMEHTa G OOWH 1,8

MUTaTENbCKUM TPeboBaHWEM, MPOBEpPKa HamnuuuMs CTpaHuu/KagpoB| KOHTPOJSbHbIV

MUKpOMibMa, MUKPOMML, CcoAepXaHWe [AWCKa, CYUTbIBAHWE NNCTOK

LUTpMX-Koda (Npu aMNeKkTPOHHOM 3akase) B Mmoayne "umpkynsuma” 9K,

OTMETKA KHUIOBbIAA4YN HA KOHTPOSIbHOM JTIUCTKE

11 [npuem p[JoKymeHTa OT uuTaTens: cBepka ero ¢ TpeboBaHueMm OOWH OOKYMEHT 1,0

(KOHTPONbHLIM  NIUCTKOM), NPOBEpPKa COXPaHHOCTM [OOKYMEHTA,

Hanuuns cTpaHuu/KagpoB MUKpodUbMa, MUKPOULL, coaepKaHme

AnMcKa, CuuTbiBaHWe LWTpUX-koga (NpM  3NEKTPOHHOM  3akase),

BHECEHME OTMETKM O NPUEME Ha KOHTPOSbHOM JIUCTKE

12 |nepepava/TpaHcnopTMpoBKa/aoocTaBka OOKYMeHTa, COAHHOr0| OAWH OOKYMEHT 1,0

MUTaTenem, B OTAeN KHUroxXpaHeHus
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Tabnuua 99

Tabnuua 100

13 |BblicCHEHWE NO MOBOAY 3akasa W MPOAMeHMEe cpoka MOMb30BaHWS|  OOWH 3anpoc 1,0
NOKYMEeHTaMn no TenedoHy
14 BbiicCHEHWEe NO MOBOAY 3akasa W MPOAMeHMEe Cpoka MOMb30BaHWS|  OOWH 3anpoc 2,0
NOKYMEHTaMM Mo SMNEKTPOHHOW noyTe
15 jobGecnevyeHne KOHTPONS 32 CPOKAMM NOMb30BaHUSA JOKYMEHTOB OfIMH 3anpoc 0,8
16 |npogoneHue cpoka MOMb30BaHUA [OOKYMEHTOB, MOWCK KapTOYKW, Ha OAMH OeHb 30,0
BHECEHME OTMETKM O MPOASIEHMN CPOKa MOJSb30BaHUSA, NPOATEHNE
no TenedoHy cpoka Nosb30BaHNS
5.12. BHyTpeHHsIst paboTa
N n/n HanmeHoBaHune npouecca, onepaumn. Coctas paboThl Eonnuua Hopma
N3MEPEHNsT  |BPEMEHWU, MVUH.
1 2 3 4
[MogroToBka K Bblgaye JOKYMEHTOB:
1 |npoBepka 6GpOHENONOK C OTNOXEHHBIMY AOKYMEHTaMM (N0 cpokam) Ha OVH AeHb 10,0
2 |cbpocka JOKYMEHTOB (MO Cpokam) OLVH JOKYMEHT 0,2
3 |nogBemeHue WTOroB M aHanu3 paboTbl 3a npowenwun AeHb, Ha OauH OeHb 12,0
BHECEHME 3aNNCU B )XypHanbl CTaTUCTUKN
4  InpoCcMOTP HOBbIX MOCTYNIEHWI 411 PEKOMEHAALMN YnTaTensm OAVH JOKYMEHT 3,0
5 |npocmoTp (MpoBepka MPaBWUMIBHOCTM PAaCCTaHOBKM) KHUr ¢OHOAl Ha OOUH OeHb 50
OCHOBHOIO XpaHeHus
MogBeneHve nToros paboThl 3a AEHb:
6 [poBepka aHKeT W 3anucen B Base AaHHbIX Ha COOTBETCTBME KOOOB  €XeOHEBHO 60,0
(cembW) geTen, poguTenen 1 Apyrmx poacTBEHHUKOB
7 NPOCMOTP MHOPMaUUM O HOBBIX MEPOMPUATUNAX, 3aHATUNAX,|  EXEeAHEBHO 40,0
KHVXXHBIX BbICTaBKaX, CMEKTaKnsxX M npoyee Ans pekoMmeHaauumm
MUTaTeNaMm
8 lcuctemaTtumsalms aHKeT nonb3oBaTeneu, 3anncaHHblX 3a AeHb eXeJHEBHO 15,0
5.13. CnpaBo4yHasi 1 uHpopmaumoHHas paboTta
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
M3MEPEHNs]  [BPEMEHU, MUH.
1 2 3 4
Y4eT noCTynnBLUMX BTOPUYHBIX JOKYMEHTOB (KapTo4ek):
1 BblsSBNiEHWE HEBBLIMOMHEHHbIX 3aKa3oB; COCTaBfieHME 3asBKM Ha Ha OAHYy Hedernto 840,0
HEBbIMOJIHEHHbIE 3aKa3bl
OpraHusaums cnpaBoyHo-6nbnuorpadmyeckoro annapata (CBA):
2 |coctaBneHue Gubnunorpadunyeckon 3anncu OOWH OOKYMEHT 2,3
MpocmoTp n oT6op kaptodek B CBA B UuUensax u3bATMA WUnn
nepemeLleHns (BTOpMYHbIN 0T60p):
3 K3bsATME K3 KaTanoroB W KapTOTEK KapTOYeK Ha [OOKYMEHTbl,| OAHO Ha3BaHue 1,0
cncaHHble n3 doHaa; npoCMOTp KpaeBeO4eckux,
Bubnuorpadudecknx n dakrorpadnyeckmx KaptoTek, U3bAaTue U3
HUX KapTOYkM Ha [OOKYMEHTbl, MoTepsiBLUME LIEHHOCTb, NepeBo[|
KapTOYKU B apXMBHbIE KApTOTEKM (YHUUTOXEHUE); BHECEHNE OTMETKM
B XKypHane ydeta W pPerucTpauuoHHOW KapToTeke; U3bATME U3
KatanoroB M KapTOTEK KapTodeKk Ha [OOKYMEHTbl, CMUCaHHble U3
doHaa
OpraHusaums KapToTeKM NepcoHaNnnii 1 TeMaTn4ecKon KapToTEKM:
4 lonpegeneHne M cocTaBfieHMEe MEPEYHsl MWL, CBEAEHUS O KOTOpblX| OfHAa KapToTeka 15,0
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OTpaXkaloTCsi B KapToTeke; NPOCMOTP WMHEOPMAaLMOHHbBIX U34aHUNR,
NepBUYHbLIX [OKYMEHTOB, OTOOpP [AOKYMEHTOB AnNsl BKIOYEHUS B
KapTOTEKy;  COCTaBneHWe  aHanuTUYecKoro  aHHOTUPOBAHHOIO
Bbnbnrorpadu4eckoro onucaHns JOKyMeHTa

5 |npocTtaBneHne KBannuKaLMOHHbBIX MHOEKCOB, NOAOOP KapTodek Mo| OfHa KapTodka 4,0
MHOEeKCaM (andasuTy) " paccTaHoBKa KapTouKM B
MHGOPMALMOHHbBIN MaccuB

6 [TexHudeckad wn copepxaTtenbHass o00paboTka [OOKYMEHTOB Ans| OOWH OOKYMEHT 3,0
BKITIOYEHNS] B KapTOTEKy; pacCTaHOBKA KapTOYKM MO andasuTy|
bamumrmi aBTopoB 1 Mo B1uaam JOKYMEHTOB

7 [TexHn4eckoe pefdakTMpoBaHME KapTOTeK: MpOBepKa COOTBETCTBUS| OAHa KapToyka 2,0
CTPYKTYpPbI, cogepXaHusa n ohopMIeHUs KapTo4ek B COOTBETCTBUM C
TpGﬁOBaHI/IﬂMI/I p,aHHOI7I KapTOTEeKN; 3aMeHa BEeTXUX KapToyeKk wu
pasgenvrenemn

5.14. JkcKypCMOHHas OeATENbHOCTb

Tabnuua 101

N n/n HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl EaovHuua Hopma
N3MEPEHNS]  |BPEMEHU, MUH.
1 2 3 4
1 PKcKypcusi no 6ubnuorteke Of1Ha 3KCKypcust 60,0
2 yrnybrneHHas 3KCKypcusi C METOONYECKMM COAEpXKaHMEM Of1Ha 3KCKypcust 300,0

5.15. MNcunxonornyeckas noggepXxka yatarenemn

Tabnuua 102

N n/n HanmeHoBaHue npouecca, onepaunn. Coctae paboThl Eonnuua Hopma
n3mMepeHnst BPEMEHWU, MVH.
1 2 3 4
1 |npoBedeHMe NCUXONOTMYECKUX KOHCyNbTauuh Aans  geten u ogHa 180,0
poauTenen no BoNpocam pasBUTUS N YTEHUS OeTen KOHcynbTauug

pynnoBble 3aHATMS ONs POAMTENEN MO BOMpoOCaM pPas3BUTUS M| OOHO 3aHATME
MTEeHUSA OeTen:

2 |[nogrotoBka 1080,0
3 |npoBegeHue 120,0
4 npodeccrmoHarnbHble KOHCynbTaumMn  Ans NoApOCTKOB " ogHa 180,0
CTapLUEKNacCHUKOB KOHCynbTauusi
5 |podeccuoHanbHble TPEHUHTN ans NnoapOCTKOB ¥ OAHO 3aHATME 180,0
CTapLUEKNacCHUKOB
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