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3apeructpuposaHo B MuHtocte Poccum 12 masa 2015 r. N 37244

MWHUCTEPCTBO KYNbTYPbl POCCUACKOW ®EQEPALUA

NMPUKA3
ot 30 nekabpsa 2014 r. N 2477

OB YTBEPXXAEHWUM TUMNOBbLIX OTPACJIEBbIX HOPM
TPYOA HA PABOTbI, BbINMONMHAEMbIE B BUBJIMOTEKAX

B cooTtBeTcTBUMM C nyHKTOM 2 MpaBun pas3paboTku n YTBEPXKAEHWUS TUMNOBLIX HOPM TpyAa, YTBEPXKAEHHbLIX
noctaHoBrneHuem lpaButensctea Poccunckon deagepaumm ot 11.11.2002 N 804 (CobpaHue 3akoHoaaTesnbCTBa
Poccuiickon ®egepaumm, 2002, N 46, cT. 4583), npukasbiBato:

1. YTBepauTb TUMOBbIE OTpacfeBble HOPMblI Tpyaa Ha paboTbl, BbIMONHAEMble B GMbnuoTekax, cornacHo
MPUIOXEHNIO.

2. KoHTpomnb 3a WCMONHEHWEM HacTOSALWEro npukasa BO3MOXWTb Ha 3amecTutenss MuHucTpa KynbTypbl
Poccunckon ®egepaummn H.A. Manakosa.

MI/IHI/ICTE)
B.P.MEOVNHCKNN

MpunoxeHne

K npuvkady MyUHucTepcTBa KynbTypbl
Poccunckon ®enepaunn

ot 30 nekabpsi 2014 r. N 2477

TUNOBbIE OTPACINEBbBIE HOPMbI
TPYOA HA PABOThI, BbINONHAEMbIE B BUBJIMOTEKAX

|. BBOgHas yacTtb

TunoBble oOTpacneBble HOpMbl TpyAa Ha paboTbl, BbiNOMHsemMble B 6Oubnuotekax, paspaboTaHbl B
COOTBETCTBMM C MyHKTOM 2 [lpaBun pa3paboTkm n YTBEPXKOEHWS TUMOBbLIX HOPM Tpyda, YTBEpPXKOEHHbIX
noctaHoBrneHnem [MpasutensctBa Poccunckon Pepepaumm ot 11.11.2002 N 804 (CobpaHue 3akoHopaTenbcTea
Poccuiickon ®epepauuun, 2002, N 46, ct. 4583), B uenax peanusauumn nyHkta 4 pasgena V lNnaHa meponpuaTtuin
("nopoxHon kapTbl") "WN3MeHeHMs B oOTpacnsax couuanbHoW cdepbl, HanpaBfeHHble Ha MOBbILEHUe
achbekTMBHOCTM cahephbl KynbTypbl"”, YTBEPXKOEHHOrO pacnopsbkeHmem lNpasutenscrtea Poccunckon degepaumm ot
28.12.2012 N 2606-p (CobpaHue 3akoHogaTenbcTBa Poccuiickon deagepaumm, 2013, N 2, ct. 137; 2014, N 19, cT.
2470), v npegHasHadeHbl Ons GopmMupoBaHMs OBOCHOBaHHBLIX OMTMMAarbHbIX MoKa3aTenen TPYLOEMKOCTU
BbINOSIHEHNST PabOT B rocyaapCTBEHHbLIX (MyHMUMMAnbHbIX) OMbnunotekax, onpeneneHus WTaTHON YNCIIEHHOCTH
pabOTHWKOB, BblAa4y HOPMUPOBAHHbBIX 3a4aHWUIA U COOTHOLLEHUI MEeXAY MNNaHOBLIMU 1 AOrOBOPHLIMK paboTamu.

Il. HopmaTuBHas 4acTb

1. TunoBble oTpacneBbie HOpMbI TpyAa Ha paboThl,
BbINOSHAEMbIE B rOCYAapCTBEHHbIX (MyHULMNANbHbIX) Bubnuotekax
(6e3 ncnonb3oBaHMsa aBTOMAaTU3MPOBAHHBIX CUCTEM
ynpasreHusi npoLeccamm)
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1.1. KomnnekroBaHue 6ubnmnoteyHoro goHaa

Tabnuua 1
N HaumeHoBaHue npouecca, onepauun. CoctaB paboTbl EpovHuua Hopma
n/n n3mepeHuns BpEMEHWU,
MUH.
1 2 3 4
Tekylee komnnekToBaHue 6ubnuoteyHoro doHaa
MpocMoTp KHUromnsgaTenbCKOM U KHUIOTOProBon MHdopmauuu:
1 |nNpoCMOTpP KHUrOM3OaTENbCKOW N KHUrOTOProBon UHopmMaLlmm ofHa nosuuusa 2,0
2 | IpocMOTp MHGOPMaLUN BYKUMHUCTUYECKMX ayKLMOHOB OofHa no3nuus 2,0
OnpepneneHve Tembl U BMAa OOKYMEHTa, noanexailero otbopy,| ofHa nosuuums
BbISICHEHNEe HeobxoaumMocTu npuobpeTeHns Ans:
3 | AOKYMEHTOB, KHUT, MaTtepmanos 5,2
4 | cTtaponeyaTHbIX U PYKOMUCHbIX JOKYMEHTOB 10,0
OnpepgeneHne ak3eMNNsipHOCTH 3aKasa: ofHa nosuuusa
5 |ona noapasgeneHui 0,89
6 |ans 6ubnuoTtekn B Lernom 1,6
OdopmneHne 3akasa; ykaszaHue 3IK3EeMMASPHOCTU, CTOMMOCTHU O[VH 3aKa3
3akasa, aathbl
Konun4yecTBo 3aKas3aHHbIX Ha3BaHUN:
7 |1-15 40,0
8 |16-25 65,0
9 |26-75 196,0
10 |76 - 100 261,0
11 | odopmrieHune 3akasa Ha 3apybexxHble AOKYMEHThI OAWH OOKYMEHT 82,0
12 |nogrotoBka crnuncka OOKYMEHTOB, npegnaraemMbix K| OOHO Ha3BaHue 26,0
MeXAyHapOaAHOMY KHUrOOOMeHY; CBepka Cnucka ¢ katarnorom
13 |cocTaBneHne KapToukM AN KapTOTEeKM opraHuM3auun-napTHEPOB;| OfHa KapTouyka 6,0
yKkasaHue Ha3BaHuA opraHusauui, aapeca, Ha3BaHuA
0OMeHBaeMbIX JOKYMEHTOB
Pabota B aBTOMaTusmMposaHHoun cucteme (AC):
14 |BBOJ 3akasa TEKyLLEero KOMnmnekToBaHusi B 6asy gaHHbix AC OIHO Ha3BaHue 4,6
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15 | pegakTupoBaHue BBeAEHHbIX B 0a3y AaHHbLIX CBEAEHUI O 3aKka3e OIHO Ha3BaHue 2,5
16 |[BbIBOA Ha nMPUHTEP [OdaHHbIX TEeKyLWero KOMMMEKTOBaHUS; | OOUH OOKYMEHT 1,6
pacneyaTka
17 |BeneHune peectpa nocrasBlmkoB B AC oJHa no3unumsa 8,3
BeneHune kapToTeKM TeKyLLero KOMNMNeKkToBaHus:
18 |cocTaBneHne KapToO4vkM, yKasaHWe aBTopa, 3arfnaBud, BbIXOOHbIX| OfHa KapTouyka 4,5
OaHHbIX, perncTpayumMoHHOro Homepa
19 |nepeHeceHne cBedeHMM O 3aka3e Ha KapTouku; yKasaHue| OfHa kapToyka 1,0
3K3EeMNASPHOCTU 3aKasa, pacnpegeneHne no CTPYKTYPHbIM
nogpasgeneHnam
20 |nogbop kapToudknm no andaBuTy ANs pPacCTaHOBKM B KapTOTEKy| OAHa kapTouka 0,4
TeKyLLero KOMNIekToBaHus
21 |paccTaHOBKa KapToyku B andasuTe baMunui aBTopoB, 3arfaBui | Of4Ha KapToyka 1,0
B KQpTOTEKY TeKyLlero KOMnmeKkToBaHms
OdopmneHne nognuckn Ha nepmoanyeckne n3gaHus:
22 | BbIOOP Ha3BaHUA NEPUOOMNYECKNX N3OaHUA AN MOAMMUCKM 0[HO Ha3BaHue 2,7
23 |cbop 3aABOK OT nogpasgeneHun GmubnuoTekn OnNst NOAMUCKM Ha| oOfHa 3asiBkKa 15
nepunoguyeckme nagaHus
24 | cBepka pacrneyaTKkm ClMCKOB YCMOBHO 3aKa3aHHbIX Nepnoanyeckmx | OgHO HasBaHue 1,7
M3gaHMhm C KapTOTEKOM 3aKa3oB, BHECEHWe W3MEHeHWA B
pacrneyaTku CrmcKkoB
25 |cBepka 3akasa Tekywero roga Ha nepuognveckne usgaHua C| O4HO HasBaHue 2,4
nognuckon npegblgywero roga Ansa BbISBNEHUS WU3MEHEeHUW B
Ha3BaHWAX; BHECEHNE U3MEHEHNIN OAHHbIX
26 |cBepka BbIXOOHbIX AaHHbIX BMEpBble 3aKka3blBaeMbIX 3apyO0exHbIX | OAHO Ha3BaHue 13,5
nepnoguyeckmx n3gaHunin ¢ bubnumorpadunyeckumm cripaBodHUKamMmm
1 opyrumum MHAOPMaLNOHHBIMU UCTOYHUKaMN
27 |ogopMneHne 3akasa Ha NoAMnucKy; NoacyeT CTOMMOCTU NOAMMUCKM OVH 3aKas 8,4
C y4yeToM [JOCTaBKW; 3anofiHeHMEe KBUTaHUMM aboHeMeHTa Ha
nepuogmnyeckoe n3gaHue
28 |cocTaBfieHMe  pPerucTpauuoHHOM  KapTOuKM  ANA  KapTOTEeKM | OAHa KapToyka 4.5
nepnoguyeckmx nsgaHum
Pabota B aBTOMaTusmMpoBaHHoM pexume (AC):
29 |BBOf 3aKka3a Ha nepuoauyeckne n3gaHusa B 6asy gaHHbIX OfHa KapTouyka 3,5
30 |BbIBOA Ha 3KpaH pPErncTpaLmoHHON KapTO4KK, pacnevaTtka OAHa KapTo4ka 1,8
31 |KOppeKkTUpOBKa 3aKkasa: BbIBOL Ha 3KpaH Crvcka nepuoguyeckux | OAHO HasBaHue 1,8
M3JaHNI; BHECEHNE N3MEHEHUI
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MogroToBKa JOKYMEHTaUUM ANs 3aKynkn n3gaHum:
32 |ayKumoHHas JOoKYMeHTauus OOVH KOMNIEKT 480,0
33 | AOoKyMeHTaumsa ans KoTMpPOBOK OJVH KOMMNEKT 400,0
34 | poroBOp/KOHTPaKT OOVH KOMMNEKT 240,0
35 |cocTaBneHne TeEXHUYECKOro 3ajaHns ansa aykumoHa OJVH KOMMNEKT 240,0
36 |cocTaBneHne CBOAHbIX Tabnuu 1 CNMCKOB M3OaHWMIA ANt TAMOXHK, | OOWUH KOMMIEKT 360,0
COMpOBOAUTENBbHON  AOKYMEHTauuuM  Ans  MeXayHapoOHoro
noytamTa
Mepenuncka c KHUFOTOProBbIMU opraHmsauuamm "
nsgatenscresamu, bubnunotekamu, gaputenamu:
37 |cocTaBneHue, nevyaTb TeKCTa nNucbMa (3anpoca, MNpPeTeH3un),| OOHO MUCbMO 10,2
perncTpaumsi B KHAre Ucxogslmx OKYMEHTOB (MOCTaHOBKa AaThl,
nopsgKoBOro HoMepa, YyKasaHue HaMMeHOBaHWs opraHusauuu,
KpaTkoe cogepkaHue nucbma)
38 |cocTaBneHue, neyaTb bnarogapCTBEHHOIO NUCbMa, perncTpaumns B| OOHO MMCbMO 11,0
kHure Japos 6ubnuoteku
39 |cocTaBneHue, ne4yaTb NMCbMa Ha npeaBapuUTenbHbIA 0OCcYeT| OOHO MMCbMO 52
n3gaHunn, NOAroTOBMNEHHbIX K NPUobpeTeHmnto
40 |odhopmrieHne, oOTMpaBka 3akasa M3galwWwuM  OopraHusaumsm, OLVH 3aKa3 3,1
pacnpocTpaHuTensm
41 |aTpmbyums ©n COCTaBfeHWEe 3aKMlYeHus AN 3KCMEePTHOW | OOUH OOKYMEHT 360,0
KOMMUCCUM NPW NOKYMNKe JOKYMEHTa
[okomnnekToBaHue 6MGnMoTedHoro ooHaa:
42 |nepenucka ¢ [nccepTaumMoHHLIMU COBETaMWU: COCTaBneHne, Habop O[lHa 3asBKa 20,0
TekcTa nucbma (3anpoca, npeTeH3uuM) B Cryyae OTCYTCTBMSA
0bs13aTENBLHOrO ak3eMnnsipa JokyMeHTa B oHae
43 |nonyyeHne 3asiBKW Ha  MNpUOOpeTeHMe  [OKYMEHTOB OT| OfJHa 3asiBka 2,6
nogpasgeneHun
44 | cBepka 3asaBkM ¢ "bason gaHHbIX 3aka3a" OJHO Ha3BaHue 2,0
45 | NpoCMOTP KapTOTEKW HeydoOBNEeTBOPEHHOrO CNpoca; aHanua| OAWH OOKYMEHT 3,0
OTKa30B A5 BbISIBIEHUSA OTCYTCTBYIOLLUUX JOKYMEHTOB
46 |cocTaBreHue 6mMbnmnorpadnyeckon 3anncu; ykasaHme KonmyecTsa| OfHa KapTouyka 3,6
3K3eMNASPOB U CUMNOB NogpasgeneHnn
OT60p 3NEKTPOHHBIX U3JaHU ANs 3NeKTPOHHOW Bubnuoteku (3B):
47 |oTbop Gpanmna no cnmckam npeanoxeHun ans 3b, npoBepka Ha| OOHO Ha3BaHWe 3,0
OybneTHOCTb, MpPOBEAEHNE CBEPKM 3arMvMcu C  3NEKTPOHHbLIM
katanorom (OK)
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48 |npoBepka NEerMTUMHOCTU pasMeLleHNs ANEKTPOHHOIo JOKYMEHTa B| OAHO Ha3BaHue 10,0
ob

OT60p ceTeBbIX yaaneHHbIx pecypcos (CYP):

49 | IpOCMOTP KHMUromsaaTesNlbCKON U KHUIOTOProBon MHGOpMaLum OAWH pecypc 2,0

50 |onpeneneHve Tembl pecypca, CocTaBa, YCMOBWI [O0CTyna,| OAWH pecypc 90,0
co3faHue NepBMYHOI 3anMcK B MacnopTe pecypca

51 |opraHusaumsa npoeneHus Tectooro gocrtyna k CYP OAWH pecypc 860,0
52 |3anonHeHne nucta TeCTUPOBaHUSA OOVH pecypc 420,0
53 | BKIIlOYEHUE 3a8BKN B 3NIEKTPOHHLIN YKasaTenb 3akasa OfHa KapTouyka 0,26

OTtbop [OOKYMEHTOB 13 OOMEHHbIX oHAOB OMOGNMOTEK And
OOKOMMIEKTOBAHWS:

54 | NpocMOTP CMWCKOB, KapTOTEK, KaTanoroB OOMEHHbIX ()OHAOB| OAHO Ha3BaHue 3,2
6ubnunoTek, oTGOP HYXKHbIX AOKYMEHTOB, CBEpka C katanoramu u
KapToTekamMmu CcBoel OMBNMOTeKW; cocTaBrneHWe Cchucka Ha
[OKYMEHTbI, 0TOGpaHHbIe B 0GMeHHOM dhoHae

Konnyectso OOKYMEHTOB, BKIMKOYEHHbIX B CMUCOK:

55 |1 3,6

56 [2-10 37,4
57 |11-25 87,7
58 |26 -50 197,0

CocraBneHue onepaTtuBHOro (TeKyLLI,eFO) nrnaHa KOMMNJIeKToBaHUA:

59 |onpegeneHne meponpuaTnn No hopMMpoBaHUIO eauHoro doHaa OAWH NNaH 1044,0
Ha TEKyLWI rod, OTBETCTBEHHbIX UCMOMHUTENEN, KONMYECTBEHHbIX
nokasatenem obbema doHga (MocTynneHue,  BblbbITHE),
WCTOYHMKOB MOCTYMMEHUS, CMETbl PacX0a0B

OdopmneHre nnaHa KOMMIeKToBaHMs B opMe:

60 | Tabnuy, oAdHa Tabnuua 2,6

61 |KapTOTeKu OfHa KapTouyka 2,6

Pabota B aBTOMaTusmMpoBaHHoM pexume (AC):

62 |BBOA NnaHa KOMMeKToBaHus B 06a3y AaHHbIX AC OJVH nnaH 1,1
63 |koppekTMpoBKa 6asbl [aHHbIX; BbIBOO Ha 9KpaH; BHECEHWEe | OAMH LOKYMEHT 1,6
N3MEHEHUN

1.2. MNpuem 1 y4eT NOCTYNMNBLLUX JOKYMEHTOB
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Tabnuua 2
N HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl Eannuua Hopma
n/n n3mepeHuns BPEMEHM,
MWH.
1 2 3 4
1 |PacnakoBka/ynakoBka nsgaHui OofHa nayka 2,5
2 |Pas3bop AOKYMEHTOB MO BMAaM, si3blkaM, UICTOYHUKAM MOCTYMNNEHUsI | OAHO Ha3BaHue 1,0
3 |lMpoBepka oTCyTCTBUSA BGpakoOBaHHbIX 3K3EMMNNAPOB OAWH 3K3eMnnap 1,0
Mpnem  [OOKYMEHTOB, MOCTYNMBLUMX C  COMPOBOAUTENbHBIM
OOKYMEHTOM:
4 |npuem [OOKYMEHTOB MO COMpOBOAUTENbHLIM MaTepuanam (nuUCT | OOUH SK3eMNNsap 2,8
perncTpaumm, cyeT, HaknagHas, Konus yeka, akT), nogbop mx no
ancaBuTy aBTOPOB UMW 3arnaBui, 3KCNEAWLMOHHbIM HOMepawm,
CcBepKka C CONpOBOAMTENbHbIM JOKYMEHTOM, NPOCTaBfieHUE LieHbI
Ha M3gaHuK1, NoACYET YMcna 3K3eMNApoB, 06LLEN CTOMMOCTH
5 |npuvem pyKONUCHBLIX KHWF, MOCTYNUBLUMX C COMPOBOAMUTESNbHLIM | OAWH AOKYMEHT 30,0
OOKYMEHTOM
Mpuem ancceprauun:
6 |nocTynuBLUMX c COMNpoBOAMUTENBHLIM NMMCbMOM M3 | OAWH OOKYMEHT 21,0
[unccepTauMoHHLIX COBETOB
7 | noCcTynMBLUMX C CONPOBOAUTESbHBIM MUCBEMOM M3 3KCNeaAnLun OAWH OOKYMEHT 6,6
8 |npuem  aBTOpedepaToB  AMccepTauuin, NOCTYNUBLUUX  C| OOWH JOKYMEHT 1,3
COMPOBOANTESbHBIM MUCbMOM M3 3KCNeanumm
Mpvem OOKYMEHTOB, MOCTynuBLUMX 6€3 CconpoBOAMTENbHBIX
OOKYMEHTOB:
9 |npoBepka Ha oy6neTHOCTb; NPOBEAEHME OLEHKN AOKYMEHTOB OLVH JOKYMEHT 3,1
10 |cocTaBneHue akTa Ha Nnpuem JOKYMEHTOB 0HO Ha3BaHue 1,0
MpremM pyKOMMCHBIX KHWUF, MNOCTYNMBLUMX ©Ge3 COnpOBOAMTENbHbIX
OOKYMEHTOB:
11 |cocTaBneHue akTa Ha Npuem PyKOMUCHbLIX KHUT U JOKYMEHTOB OLVH JOKYMEHT 0,1
12 |npoBepka Ha Hanuume ONU3KMX NO BPEMEHW U TemMaTuke| OAHa 3anucb 10,8
PYKOMUCHBIX KHUT U AOKYMeHTOB B dooHaax HMOP no cnyxebHomy,
andgaBUTHOMY, y4ETHOMY KaTanory
MpoBegoeHne 3kCNepTU3bl M OLEHKM  PYKOMUCHBLIX KHUAM W | OAWH AOKYMEHT
JOKYMEHTOB:
13 | opguHapHom 600,0
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14 | noBbIWEHHOW CNOXHOCTN 1200,0
15 | Ha MHOCTpPaHHbIX A3blkax 1200,0
16 |kapTorpadunyeckoro matepuana 1200,0
17 | My3blkanbHOro cogepxaHus 1200,0
18 | pykonucen c rpastopamu 1 nsomartepuanamm 1200,0
19 |npoBepeHve nNepBUYHOM aTpuMbyUMn [OKYMEHTOB (peaKkuMx W | OOuH OOKYMEHT 10,0
UEHHbIX  KHUr), OTBop B  COOTBETCTBUM C  npodunem
KOMMMEKTOBaHWSA 1 pacnpeneneHue no nogdoHaam u Konnekumnsam
20 |npocTaHoBKa LWITEMMENs Ha 06opoTe TUTYNMLHOrO NMcTa U Ha 17-1| OAMH 3K3eMnnap 0,26
CTpaHuue OOKYyMeHTa
21 |npocTaHOBKa PerucTpaunoHHOro HoMepa Ha JOKYMEHT OAMH 3K3eMnnap 0,26
22 |HakneuBaHuWe Ha AOKYMEHT METKM AN YCTPOMUCTB pagMovacToOTHOM | OAMH 3K3eMnnsp 1,2
naeHTnmrkauum obbEeKToB, akTyanmsauusa MeTk1
23 |HakneuBaHuWe LWITPUX-KO4a Ha O0OOpPOT TUTYMLHOIO JUCTa W | OAMH SK3EeMMsp 0,26
0BOXKM
24 | BHeEceHue pa3meTku no hoH4aM Ha usgaHue OOVH 3K3eMnnap 0,26
Ceepka MOCTYNMBLUMX [OKYMEHTOB C KapTOTEKOW TeKyLlero
KOMMMEKTOBaHWS:
25 |MOMCK KapTOYKM B KapTOTeKe TeKyLlero KOMMMEKTOBaHWS, CBepKa| OAHa kapTouka 0,52
KapTOYKM C JOKYMEHTOM, BHECEHME OTMETOK
26 |cocTaBfieHMe ChuMcka  perncTpauyoHHbIX  HOMEPOB  HOBLbIX | OAVH OOKYMEHT 0,36
NOCTYNNEHUA ANA N3roTOBNEHUSA NeYaTHOW KapTOUKu
Pabota B aBTOMaTusmMposaHHom cucteme (AC):
27 |cBepka QOKYMEHTa C ykasaTerlieM 3akasaHHbIX U3gaHui, BHeceHne | OgHO HasBaHue 3,0
OTMETOK
28 |npoBepka Ha OyGrneTHOCTb MOCTYNMMBLUMX M3daHui B 6a3e AaHHbIX | OAWMH LOKYMEHT 1,6
AC
29 | perucTpaLms HOBbIX NocTynneHmn B 6ase aaHHbIX AC OAWNH OOKYMEHT 9,1
30 |npuem un perncTpaumst pyKonUCHbIX KHUF, NPOCTaBfeHne OTMETKN B | OAMH OOKYMEHT 3,6
perncTpaumoHHOM >XypHarie HOBbIX MOCTYNNEHUA, KHUre ydeTta
HOBbIX NOCTYMNNEHNI
Mpuem n perucTpaums XypHanos v rasert:
31 |nogbopka >XypHanoB M raset Mo andaeBuTy Ha3BaHWN, MOUCK| OAWH AOKYMEHT 0,94
perncTpaumoHHON KapTOYKM B KapTOTeKke MNOAMUCHBIX W3gaHui,
OTMeTKa HoMepa, AaTbl NONYyYEHUs U3naHus
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32 |npocTaBneHue wtTemMnens Ha xypHane OAMH XypHan 0,2
33 | npocTaBrneHune WTEMNeNs Ha raseTte OfHa raseTa 0,16
34 | pernctpaumsi HoBbIX NOCTYNNeHn B 6ase gaHHbix AC OAWH OOKYMEHT 2,6
Mpuem n peructpaums ceTeBbix yaaneHHbix pecypcos (CYP) B AC:
35 | npoBepka AOCTYNHOCTK pecypca (npuem) OAVH pecypc 30,0
36 | odopmneHne conpoBoanTENBHOM AOKYMEHTaL MM (aKT npuema) OOVH pecypc 10,0
37 |BBeAeHue 3anucu B peecTp ydeta CYP OAWH pecypc 4.8
38 |BBegeHue 3anucu B peectp nacnoptos CYP OAMH pecypc 3,7
39 |noaroTtoBka cBegeHun ansa canta o CYP OAWH pecypc 20,0
AOMWHUCTPUPOBaHME  CETEBbLIX  YyOaneHHbIX  PecypcoB B
aBToMaTu3snpoBaHHoM pexume (AC)
O6paboTka 3anucen gns BeaeHUs MHOOPMALIMOHHBIX MOMCKOBBIX
CEpPBM1COB:
40 | BOKYMEHT OHO Ha3BaHue 4,0
41 |naket/B[ ofHo 10,0
HavMeHoBaHue
43 |akTyanusauus ceegeHun o CYP 0HO Ha3BaHue 6,0
44 | cbop cTaTUCTMKKM O cocTaBe 1 06 ncnonbsosaHun CYP OJHO Ha3BaHue 0,3
Mpnem u obpaboTka 3NEKTPOHHbIX M3ZaHWA Ons SNEeKTPOHHOW
6ubnuoTtekn B AC:
45 |npoBepka kadecTBa (balnioB, PeErncTpaumsi  3NEKTPOHHOTO | OAMH JOKYMEHT 9,3
JokymeHTa B OK, nepegava dannos Ha cepBep
dopmupoBaHMe akTa nepedayy HOBbIX MOCTYMMEHUA B Apyrve
nogpasgeneHus:
46 |B AC yepes nporpammy gucneTtyepusauum nsgaHum OAWH 3K3eMnnap 0,15
47 | B py4YHOM pexunme OAMH 3K3eMnnap 2,0
Benenwue "KHuru cymmapHoro ydeta"
Pasbop OokymeHTOB MO BuAaM, OTpacnsiM 3HaHUW, s3blkam;| OA4Ha 3anucb
MoAcyeT ymucna OOKYMEHTOB, 3anucCb pe3ynbTaToB nogcyeTa no
yCcTaHoBneHHoN dhopme B "KHury cymmapHoro yyeta"
KonnyecTtBo JOKYMEHTOB B MapTUM NOCTYNMAEHUIA:
48 |1 0,6
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49 |2-50 30,8
50 |51 - 250 150,0
51 |BBOA CTAaTUCTMYECKUX OAHHbIX B 6a3y aaHHbIX AC OfHa napTus 3,1
52 |noac4eT NOCTPaHUYHO Mo NO3ULMAM OaHHbIX, NepeHeceHne UTOroB |  OHa no3uuus 1,6
Ha crneayoLwylo cTpaHuLy
53 |cBepka UWHaAHCOBbIX [OOKYMEHTOB OTAeNa C (UHAHCOBLIMWU | OAVH OOKYMEHT 1,46
OOKyMeHTamu Byxrantepun
54 | ochopMneHne conpoBOAUTENbHbLIX AOKYMEHTOB (CYET, HaknagHasi, | OouH AOKYMEHT 13,0
aKkT) Ans nepegayn B 6yxrantepuio
55 |ochopmneHne  MHBEHTaApHOW  KHUIK,  HyMepauuss  NUCTOB, | OAOHa CTpaHuua 0,88
npocTaBneHmne Homepa B MHBEHTAPHOW KHUre
56 |3anMcb AOKYMEHTOB MO YCTAHOBMEHHOW opMe B WMHBEHTapPHYI | OAVH OOKYMEHT 2,8
KHUrY, NpOCTaBNeHne NHBEHTAPHOro HoMepa Ha JOKYMEHTe
57 |npoBegeHue wuHOMBMAYaNbHOrO y4yeTa [AOKYMEHTa MO aKTOBOW | OAWH AOKYMEHT 1,0
cucTeme, NpocTaBrieHNne NHBEHTApPHOro HoMepa Ha JOKYMEHTe
58 |npoBegeHne vMHAMBMAOYaNbHOrO yyeTa C NPUMEHEHWEM YYeTHOro| ofHa KapTouka 4,7
KaTtanora: cocTaBrieHne 6mbnuorpaduyeckoro onucaHus
OOKYMEeHTa; YyKasaHue LUeHbl, WHBEHTapHOro Homepa, roga
nocTynneHunsi, Homepa 3anucu B "KHure cymmapHoro yyeta", yucna
NOCTYNUBLUNX 3K3eMMnsapos, nx pacnpegeneHve no
noapasgeneHuam
59 |dukcnpoBaHne B XKypHane perncrpauuuM KapToyek YYeTHOro| ofHa 3anuch 0,3
KaTanora UHBEHTapHOro HoMepa, NepBoro crosa 3arnasus
60 |npocTaBneHne NMHBEHTApPHOro HOMepa Ha JOKYMEHTe OLVH LOKYMEHT 2,6
61 |permucTpauuns NaTeHToB B HYMEPaUNOHHON KHUre OAWH OOKYMEHT 0,3
62 |npveM akToB Ha BblObIBLUME [OKYMEHTbl OT CTPYKTYPHbIX OVH aKT 8,7
nogpasaeneHunii; BHeceHue 3anucu B "KHure cymmapHoro yyeta"
(2-9 yacTb); NnpocTaBneHne HoMepa akTa
VcknioveHne JoKyMeHTa No akTy M3 y4eTHbIX opM: OLVH LOKYMEHT
63 | MHBEHTaAPHOW KHUMK 1.4
64 |yyeTHoOro kaTarnora 0,88
65 | onucm MHBEHTapHbIX HOMEPOB 1,0
66 | ncknoyeHne BblObIBLUUX AOKYMEHTOB 13 6a3bl AaHHbIX AC OLVH LOKYMEHT 1,0
67 |noraweHne WHBEHTapHOro HoMepa u wTemMnens 6Gubnnotekn Ha| OOovH AOKYMEHT 0,5
OOKYMeHTe
68 |noawmBKa akToB OOWH akKT 0,26
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noBbILLaLWNN KoahumLmeHT 1,15.

1.3. bBubnuoteuHas obpaboTka AokyMmeHTOB. OpraHusaunst U BeaeHne kaTanoros

I'Ipvlmeanme: npu pa60Te C OOKYMeHTaMM Ha WHOCTPaHHbIX A3blkaX K HOpMEe BpeMeHU npuMeHAeTCA

Tabnvuya 3
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl Egovnuua Hopma
n/n namepeHuns BPEMEHM,
MWH.

1 2 3 4
PaboTta ¢ ne4yaTHOM KapTOYKON:

1 |dopmupoBaHMe KOMMMEKTa MeYaTHbIX KapTOMeK Ha OCHOBe| OfHa KapToudka 1,25
MaLlumHouYnTaemownm Gubnuorpacuyeckon sanucu

2 |pa3bop KoMMMeKTa NevyaTHbIX KapToyek OfHa KapTouyka 0,42

3 |noabop nevaTHbIX KapToyek No andasuTy amMunuin asTopoB UMM | OfHA KapTouka 0,43
3arnaBuin 4ns pacCTaHOBKU B CyXXeBbHy KapToTeky

4 | paccTaHOBKa KapToyek B CNy>KeOHYH KapToTeKy OfHa KapTouyka 0,96

5 |noabopka nevaTHbIX KAPTOYEK K JOKYMEHTaM o[jHa KapTouyka 0,52
Ceepka NoCTyNMBLUNX OKYMEHTOB C KaTaroramu:

6 |npoBepka No Katanory MOBTOPHOCTU OOKYMEHTA; NepeHeceHue C| OAHa kapToyka 1,9
KaTanoXxHowm KapToukn 6ubnmnortevHoro wmdpa, NonHOro nHaekca

7 |nmouck B crnykeOHOM kartariore CBOAHOrO OMuUCaHWs; BHECEHWE | OAHa kapToyka 2,6
OTMETOK

8 |odopmneHne neyaTHOM KapTOYKM, HanMCaHMe WHBEHTAPHOrO | O4Ha KapToudka 0,68
Homepa, Wwudpa 1 apyrnx 6MbrnMoTeYHbIX OTMETOK
Mpunucka oybneTos:

9 |cBepka [OOKymMeHTa Ha AybneTHocTb No  cnyxebHomy, | OOHO Ha3BaHue 0,94
andgaBUTHOMY, y4ETHOMY KaTanory

10 |npunmucka pybneta B KaTanor: NPOCTaBfieHWE WHBEHTApPHOro | OOHO Ha3BaHue 2,42
HOMepa; nepeHeceHue Wwudpa Ha JOKYMEHT
Mpunncka NpogomKaroLLMXCa U3gaHnin:

11 |nouck B PEerucTpaumoHHOW KapTOTEKE KapTOYKM Ha W3gaHue; | OOQHO Ha3BaHue 0,84
CBEpKa ee C OpUrMHarnom; BHeceHne BnbIMOTEYHbIX OTMETOK

12 |nownck B KaTanore KapTO4KM; OTMETKAa NOCTYNfeHus | OAHO Ha3BaHue 3,1
COOTBETCTBYHOLLEro  BbINYCKa; MNpPOCTaBfeHne  WHBEHTAPHOro
HoMmepa, Wudpa, BHECEHUE APYrUX BUBNNOTEYHbIX OTMETOK
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dopmmpoBaHne drubnmnorpaduyeckon sanncu

CocTtaBneHne ocHoBHOW 6Gubnuorpaduyeckon 3anMcu  Npu| O4HO HasBaHue
OTCYTCTBMM NEYaTHON KapTOYKM B [OKYMEHTE (O3HAKOMIIEHWE C
OOKYMEHTOM; COCTaBIiEHWE OMUCaHWs; BHeCeHue OubnunoTeyvHomn
OTMETKM)

KonnyecTtBo anemMeHTOB ONUcaHus:

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 OCHOBHOW GUGIMorpagmMyeckon 3anmncu ¢ NOMOLLbIO 3,5

MaKeTa KapTOuYKM, HaneyaTaHHOro B KHWUre; MPOCMOTP W3AaHus;
CBEpKa C MaKeToOM KapTOYKM

20 |cocTaBrneHue nobaBoyHOro onucaHus K OCHOBHOW | OfjHa KapTOuyKa 1,9
onbnuorpaduyeckon 3anucu

21 |03HaKoOMfEeHWe C [JOKYMEHTOM; COCTaBfieHMe aHanuUTUYeCKOW | OAVH OOKYMEHT 3,5
3anucu
22 |cocTaBrneHue CCbINIOYHON KapTO4Ku K OCHOBHOW | OfiHa KapTOuyKa 1,26

onbnuorpaduyeckon 3anucu

dopmmpoBaHne 6nbnmnorpadunyeckorn 3anncu pyKonmcHOM KHUMM

CocraBneHue OCHOBHOW 6ubnuorpacuydeckon 3anucu | odHO HasBaHue
(03HakoMneHne ¢  OOKYMEHTOM; COCTaBfeHWe, OnucaHue,
NpOoCTaHOBKa OMONNOTEYHON OTMETKM):

23 | cpeOHen CNnoXHOCTU 600,00

24 | NOBbLILWEHHOWN CIOXHOCTU 1200,0

25 | Ha MHOCTPaHHOM S3bIKe 1200,0

26 |kapTorpadmudeckoro matepmana 1200,0

27 | My3blKanbHOro cogepXxaHus 1200,0

28 |pgopaboTka  ycTapeBWMX  3anuMcenl, He  COOTBETCTBYHLUUX | OAHO Ha3BaHue 300,0
COBPEMEHHBIM apxeorpaduyeckmm HOpMam: AaTupoBKa

pyKonucen no BOASHbIM 3HakaMm; pOCnMCb coaepkaHnsi COOPHUKOB
HEeNnoCTOSIHHOrO COCTaBa; BHECEHWE AOMONHUTENbHbIX CBEAEHUN C
y4eToOM AOCTUXEHUI COBPEMEHHON ncToprorpacumn
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PepaktnpoBaHne 6ubnuorpagpuyeckon sanncu:
29 | npoBepka NpaBuibHOCTU ANIEMEHTOB 3arnncy Ha KapTouke OflHa KapTouyKa 1,0
30 |odhopmneHne kapToukm Ons OyonupoBaHUS Ha MHOXWUTESIbHOM | O4Ha KapTouka 3,2
annaparte; NpOCTaBMNeHUe WHOEKCOB, WKUAPOB, OMOMMOTEYHbIX
NOMETOK, onpeAeneHne 1 ykasaHue Tnpaxa kaptoyek
pynnoBas o6paboTka JOKYMEHTOB
OT6op OQHOTMMHBIX AOKYMEHTOB, Mognexawux rpynnoBOM| oOAHa rpynna
0bpaboTke; cocTaBneHne ob6LLel XapaKTepUCTMKU Ha KOMMMEKT| OOKYMEHTOB
OOKYMEHTOB
KonnyecTBo AOKYMEHTOB B rpynne:
31 |1-9 39,0
32 |10-15 60,0
33 |16-30 106,0
34 |npoBepka MNpPaBUNIBHOCTM COCTaBfIEHUS XapaKTEpPUCTUKM Ha ofHa 13,0
KOMMMEKT JOKYMEHTOB XapakTepucTtuka
Pekatanormusauus (3ameHa KaTtanoXHbIX KapToyek):
35 [cBepka KapTOukM C  AOOKYMEHTOM; MWCMpaBfieHne CTaporo| ogHa KapToudka 17,4
Gubnuorpadgnyeckoro onucaHus; cocTaBreHne HOBOMO OMUCAHWS;
nepeHeceHve wndpa, WHBEHTAPHOrO HoMepa, OMBIMOTEYHLIX
NOMeTOK
MoaroToBka K MHOEKCUPOBAHUIO JOKYMEHTOB N1 KaTanoros:
36 |noabop kapTo4kM K AOKYMEHTY, CBEPKA U BIIOXXEHNE B JOKYMEHT OfHa KapTouyka 0,5
37 |o3HakoMneHne C [OOKYMEHTOM; YCTaHOBfeHWe TemaTuku;| OAHO Ha3BaHue 0,88
pacnpegeneHne no oTpacrnam 3HaHus (Mo TemMaTuke)
38 |NpOCMOTP MHOCTPaHHbIX M34aHUN, NepeBod AaHHbIX Ha PYCCKWW | OOHO Ha3BaHue 0,37
A3bIK
CvcrtemaTtunsaums JOKYMEHTOB:
39 |cucTtematvzauma  OOKyMEeHTa C  UCNONb30BaHWMEM  WHOEKCOB | OAHO Ha3BaHue 2,6
neyaTHOW KapTOYKM WM MakeTa KapTOYKM, HanevyaTaHHoOro B
nsgaHun, o3HakoOMMneHve ¢ OOKYMEHTOM, NpoBepka COOTBETCTBUS
nHaekcoB Tabnuuam knaccudukaumm, NpPUHATLIM B Bubnuoteke,
npocTaBneHne uHaekca Ha JOKYMeHTe
40 |cucTtemaTmsalms JOKYMEHTOB NpU OTCYTCTBMM NEeYaTHOW KapTOYkM | OOHO Ha3BaHue 4,7
W MakeTa KapTOuYkM B U34aHWMM; O3HAKOMIIEHME C [AOKYMEHTOM;
onpefgeneHue vHaekca no Tabnuuam knaccudukaumm, NPUHATHIM
B BubnuoTteke; NnpocTaBneHne MHAeKca Ha JOKYMEHTe
41 |onpefgeneHve aBTOPCKOrO 3Haka [OKYMEeHTa MO aBTOPCKAM | OAHO Ha3BaHue 0,62
KoucyanaHTﬂmoc www.consultant.ru Crpanuua 13 n3 224

HafeXHasa npaBoBas noaAepXXkKa


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

Mpuka3 MuHkynbTYpbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM Tpyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepocTtasiieH KoHcynbTaHTI0C
[aTta coxpaHenus: 21.05.2015

Tabnvuam

42 | wncpoBKa JoKyMeHTa npu opMaTHO-MHBEHTAPHOW pacCTaHOBKe: | OOHO Ha3BaHue 0,42
onpeferneHue opmara AOKYMEHTa, HanucaHue wmdpa

43 | pefakTupoBaHue  KnacCUUKaLMOHHOIO  WMHAOEKCa; MpoBepKka| OAHO Ha3BaHue 0,88
NpaBUIbHOCTU MHAEKCA, aBTOPCKOro 3Haka

44 |cocTaBneHue KapTouku andaBUTHO-NPEeAMETHOro Kartanora (Ha| OfHa KapTodka 2,0
HOBYID TemaTuKy); HanucaHue Ha KapTovke WHAeKCa, Ha3BaHus
Katanora W KapTOTeKW, B KOTOPbIX OTpaXKalTCs OOKYMEHTbI;
yKasaHue CCbIfTIKW W OTCbIMKW, CBA3M MeXAy OTAeNbHbIMU
pybpukamm
MpeameTnsaumst LOKYMEHTOB:

45 |npegmeTusaumnsa JOKYMEHTOB C UCMONb30BaAHNEM PYOPUK NeYaTHOW | OOHO Ha3BaHUe 2,6
KapTO4KW; MpoBepka COOTBETCTBUS PYOPUKM MEYaTHOW KapTO4YKM
npeamMeTHOMY Katanory

46 |npegmeTu3auunsa AOKYMEHTOB MPU OTCYTCTBUM MeYaTHOW KapTOYKW; | OOHO Ha3BaHue 4,6
O3HaKoOMIIEHVE C JOKYMEHTOM, onpegeneHne pyopuku

47 |cocTaBneHue HOBbIX MpeaMeTHbIX pybpuk U noapyobpuk;| OfHa KapTodka 1,3
nepeHeceHne Ha KapTo4vKM Cny>XebHON KapToTeKM

48 | penakTupoBaHWe NMpegMeTHON pyOopuKK; NpPOBEpKa MPaBUITbHOCTU | OfHA KapTOyKa 0,88
npegMeTHON pyOPUKK, TOYHOCTU HaNMCaHUst
OpraHusauuns andgaBuTHOro karanora:

49 |nogbopka KapToukM Mo andaeBuTy QaMunun aBTOPOB WM | OfHA KapTOYKa 0,36
3arnaBuin nsi pacCcTaHOBKU B andyaBUTHbIN KaTanor

50 |pacctaHoBka npeaBapuTenbHO NOAOOpPaHHbLIX  KapTodek B| OfHa KapTouka 0,36
andaBUTHbIN KaTanor

51 |pepakTnpoBaHne andaBuUTHOrO Katasnora; NnpoBepka pPacCTaHOBKWM | OOHa KapTouka 0,88
KapToyeKk, NpaBMMbHOCTU [06ABOYHBLIX WM CCbINTOYHbLIX KapTOYeEK;
ncnpasneHue owmnbok

52 |HanucaHue pasgenutens gns andaBUTHOrO Kartanora, ykasaHue OOVH 0,88
OykBbI, criora pasgenutens

53 |pacctaHoBka pasgenuTenen B andaBuTHbIA KaTanor: noabopka OAWH 0,36
pasgenutenen no andasuTy, MNOUCK MecTa pasgenutens,| pasgenurens
yCTaHOBKa, 3aKpensieHne CTepXKHS
OpraHusauuns cuctemaTMyecKkoro katanora:

54 |nopbopka kapToyku NO MHAEKCaM, BHYTPU pasgena no andasuTy| ofHa KapTouka 0,42
damunuii  aBTOpOB  UNM  3arnaBuvi AN pPacCTaHOBKM B
cucTemMaTUyeckun Kkatanor

55 |pacctaHoBka npeaBapuTenbHO NOAOOpaHHbLIX  KapTodek B| OfHa KapTouka 0,42
cucTeMaTUyYecKun katanor
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56 |pepakTMpoBaHMe  CUCTEMATUYECKOro KaTasnora: npoBepKa | OAHa KapToyka 0,88
NPaBWbHOCTM HaMOMHEHUSA pa3ferioB KaTanora no CoAepXaHuio,
WHAEKCauuMn 1 paccTaHOBKe; ncnpaeneHme ownbok
57 |aHanu3 cucTemaTnyeckoro katanora: ucnpaBfneHve WHOEKCOB,| OfHa KapTouka 52
BHeCEeHMe U3MeHeHUn B andaBuUTHLIN KaTanor
58 |HanucaHve pasgenuTensa And  cucteMaTuUdecKkoro karanora: oavH 2,6
yKasaHue HauMeHoBaHUA pasgena, nogpasgena v Apyrux OTMETOK | pasgenutens
59 |pacctaHoBka pasgenuTened B CUCTEMATUYEeCKUMn  KaTanor: OOVH 0,42
nogbopka Mo uMHAekcam, MOWUCK MecCTa, YCTaHOBKa, 3aKpenneHve| pasgenuternb
CTEepXHS
OpraHusauns npe4MeTHOro karanora:
60 |nogbopka kapTo4yek No NnpeaMeTHbIM pyOpukam, BHYTPU pyOpyK Mo | ogHa KapTouka 0,42
andasuty haMmmnuin aBTopoB Unu 3arnasui
61 |pacctaHoBKka npeaBapuTenbHO MNOAOOPaHHbIX  KapTOyek B| OAHa KapToyka 0,42
npeamMeTHbIN KaTanor
62 | pegakTMpoBaHuMe NpeaMeTHOro kaTanora: NpoBepKa NPaBUTbHOCTU | OA4HA KapToyka 1,0
CCbIfIOK, OTCbINOK, py6puK
63 |HanucaHve pasgenuTtens And npeaMeTHOro Katanora, ykasaHue OOVH 2,3
pybpurKK, OTCBISNKK, CChISNKK pasgenutenb
64 |paccTaHoBKa pasgenutens B NpegMeTHbIN Katanor, NOUCK MecTa, oavH 0,42
yCTaHOBKa, 3aKpensieHne CTepXKHS pasgenutens
OpraHunsaums HyMEepaLMOHHOro KaTtanora
HOPMaTUBHO-TEXHNYECKOW JOKYMEHTaLUN:
65 |nogbopka kKapTo4ku No BMAaAM LOKYMEHTOB, YCNOBHbIM LU(MPOBLIM | OAHA KapToyka 4,3
obo3HaveHuaAM, andaBuTy COKPALLEHHbIX Ha3BaHWA CTpaH,
naTuHCKOMY andaBuTy (MHOCTPaHHbIX CTaHAapTOB), MO HOMEepam
OOKYMEHTOB
66 |paccTaHoBKa NpeaBapuUTENbHO NOAOBPaHHbBIX KAPTOYEK B KaTanor | oAdHa kapToyka 0,41
67 | pegaktupoBaHue KaTanora (npoBepka nNpaBuSIbHOCTM | OfHa KapTouyka 3,2
6mbnmorpadnyecknx OMuUCaHuK, PacCTaHOBKW; UCMNpaBleHne
ownboK); BHECEHNE OOMOSTHEHUIA U UIBMEHEHMIA B KaTasnor (0TMeHa,
3amMeHa, M3MEeHeHusl, MpoaJyiIeHNe cpoka AEWCTBUSI C yKa3aHWeM
NCTOYHMKA)
68 |HanucaHue n paccTaHoBKa pasgenurenen OOVH 1,3
pasgenutenb
OpraHusaums 1 BegeHue aneKTPOHHOro karanora:
69 |cBepka MOCTYNUBLUMX JOKYMEHTOB Ha AyONeTHOCTb B ANTEKTPOHHOM | OOUH AOKYMEHT 1,6
KaTanore
70 | npunucka NpoaomKarLLmMXcs n3aaHnii B 9NeKTPOHHOM KaTtanore OLVH JOKYMEHT 1,6
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BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepocTtasiieH KoHcynbTaHTI0C
[aTta coxpaHenus: 21.05.2015

dopmupoBaHne oubnunorpaduyeckorn 3anucu Ansi SNEKTPOHHOro |  ogHa 3anuch
Katanora; BBog B 6asy OaHHbIX; 3amnofIHEHWE COOTBETCTBYHOLLMX
nonewn:
71 | npu HanUuMM MakeTa nevyaTHOW KapTOYKU 0,36
72 | npu OTCYTCTBMM NeYaTHON KapTOYKM 0,42
73 | cocTaBneHne aHanMTUYeCcKon 3anncu 3,5
74 | cocTaBneHne 0o06aBOYHbIX U CCbINOYHbIX ONUCAHWUIA O[JHO onucaHue 0,88
75 | pegaktupoBaHue bubnuorpaduyeckon sanucm B 6ase gaHHbix AC; | ogHO onucaHue 1,3
BHECEHME U3MEHEHUN
76 |BBOO nMepeyvHs npeameTHbIX pybpuk apudmeTuko-nornyeckux | oaHa pybpuka 0,36
yctponctB (AJTY) Kk cuctematnyeckomy Katanory u reHepanbHOW
CMpaBOYHON KapToTeke
77 |BbIBOA Ha 3KpaH Gubnmorpadmyeckmx 3anncen OfHa 3anucb 0,83
78 | pepaktTupoBaHue pybpuK; HanonHeHne pasaenos ofHa 3anucb 3,0
M3bsaTre KapToyeK 13 KaTanoros
M3baTne kapToukM Ha MCKMOYEeHHble u3 6ubnuoTevyHoro oHAa| ofHa kapToudka
OOKYMEHTbI:
79 |ancasuTHOro KaTanora 0,52
80 |cuctemaTtuyeckoro karanora 0,56
81 |npeameTHOro kaTanora 0,56
82 |HymepauMnoHHOro karanora 0,42
83 | nsbaTne Gubnuorpadcdryeckon 3annucu 13 SIEKTPOHHOrO kaTanora OAHa 3anuncb 0,84
TexHudeckas obpaboTka JOKYMeHTa
HakneuBaHue Ha OOKyMeHTe NMCTKa Cpoka Bo3BpaTta, KapMmallka, | OOWH OOKYMEHT
Apnblka:
84 | nucToK cpoka Bo3Bparta 0,42
85 |kapmaluek 0,42
86 | apnblk 0,26
HanncaHune wudpa Ha JOKYMEHTE 1 apriblke: OAWH OOKYMEHT
87 |Ha pokymeHTe 0,26
88 |Ha sapnblke 0,36
89 |nepeHeceHne ¢OpMaTHOIO U CUCTEMATUYECKOro LINMPOB C| OAWH AOKYMEHT 1,6
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KapTOYKN Ha JOKYMEHT

90 |odopmMneHME KapTOYKN ANs TUpaXXnpoBaHus O HO Ha3BaHue 1,0
91 |BHECeHWe N3MEHEHUI B KapTOYKe MOCre TUPaXnpoBaHuA OAHO Ha3BaHue 0,42
92 | pacnpegeneHne KaTanoXHbIX KapTOYEK Ha HOBbIE MOCTYMNMEHUS NO | O4Ha KapTodka 0,42

CTPYKTYPHbIM nogpasaernieHnAaAmM nocne tupaxunposaHua

93 |3anofiHeHWe  KHWKHOro  dopMmynspa:  ykasaHue  wndgpa,| OOMH KHWXKHbIN 0,88
WHBEHTApPHOroO HOMepa [dOKyMeHTa, daMuinm W MHULWaNoB dopmynsp
aBToOpa, ero Ha3BaHus, UeHbl, roga u3gaHus

94 |3anofHeHne KapTOYKM MHOMKaTopa Ha OOKYMEHT, HanpaBngeMbli | OOMH MHAMKATOpP 0,88
B KHWrOXpaHeHWe: yKasaHWe VHBEHTApHOrO HOMepa, aBTopa U
3arnaeus, Wndpa paccTaHOBKU

95 |3anonHeHne nepegaTodHON BEOOMOCTM Ha NapTUO  HOBbIX | O4HA BEAOMOCTb 0,42

NoCTynneHnn

Pabota B AC

BbIBOA Ha 3KpaH y4eTHbIX OpM; pacnevaTka: oaHa copma
96 | NUCTbl MHAMBMAYANBHOIO y4yeTa AOKYMEHTOB 0,05
97 |nepepartoyHast Be4OMOCTb HOBbIX NOCTYNNEHUN 0,05
98 |KapTo4dka ¢ bubnmorpadunyeckorn 3anncbio A4ns y4eTHoro Karanora 0,05
99 | KHWXHbIN hopmynsap 0,05
100 | kapTo4ka nHaukaTopa 0,05

lMpymeyaHue: K HopMaMm BpeMEHW MPUMEHSAIOTCS NOBbILWAOLWNE KOIPPULMEHTDI:

- Npu cocTaBneHun bubnuorpadnyeckoro oNnMcaHnsa Ha JOKYMEHT, Ha TUTYIIbHOM JIUCTE KOTOPOro YacTUYHO
OTCYTCTBYIOT AaHHble Ans oubnuorpaduyeckon 3anmcu - 1,13;

- npu 6ubnuoteyHom obpaboTke: KMHOPOTOGPOHOOOKYMEHTOB - 1,21; HOTHbIX, KapTorpadun4eckumx,
nsonsgaHum - 1,15, cneumanbHbIX BUAOB HayYHO-TEXHUYECKOW NUTepaTypbl 1 AoKyMeHTauun - 1,10;

- npu paboTe C OOKYMEHTaMM Ha MHOCTPaHHbIX s3blKax, MpWM OpraHu3auMM U BedeHUM KpaeBegyecKoro
KaTanora (kapToTeku) n 6ubnMoTe4HOro Katanora Ha MHOCTPaHHOM fA3blke - 1,15, Ha a3blkax cTpaH Asun 1 Adpukn
-1,5.

1.4. Pabota ¢ boHaom

1.4.1. PaboTta no npnemy JOKYMEHTOB

Tabnuuya 4
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMU,
MVH.
1 2 3 4
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[Mprem OOKYMEHTOB B CTPYKTYPHbIX NOApa3aeneHumsax
Mpvem [OOKYMEHTOB W3 OTAena KOMMMEKTOBaHWSA, CBepka C| oAHa napTtud
COnpoBOANTENbHBLIM MaTepuanom
KonnyecTtBo aK3eMnnisipos:
1 (1-25 14,4
2 126-75 37,2
3 |perncrtpaumsi HOBbIX MOCTYNNEHUA NEepuoanMYecKUX WU3faHun, | OANH AOKYMEHT 0,26
npocTaBneHne OTMETKN B permcTpaLnoHHON kapToTeke
4 |npoBepka rofoBOro KOMMIEKTa >XYpHaroB W raseT Ha Hanuuve| OAMH HoMep 1,0
HOMepOoB
5 |npoBepka 3anucuM Ha nNepBOM HOMepe TroAOBOro KOMMMeKTa: OAVH HOMep 50
Wwndpa, HOMepPOB, OTCYTCTBYIOLLMX HOMEPOB, MeCsILIEB
3anucb Homepa B TOMnorpacuyeckyrd OMNuCb, MPUMOXEHUA W OlMH HOMEpP
creumarnbHble BbIMYCKU:
6 |Ha pycckom s3blke; 1,0
7 | Ha MHOCTPaHHbIX A3blkax 2,0
8 |npocTaBneHne wTeMnensa CTPYKTYPHOro nogpasfefieHns Ha OAWH HOMeEp 0,26
OOKYMeHTe
Mopbop AOKYMEHTOB ANsi pacCTaHOBKM B hoHAE:
9 |nopbopka [OOKYMEHTOB MO KIAcCUUKALUMOHHBIM  MHAEKCAM, | OAWH AOKYMEHT 0,52
aBTOPCKOMY 3HaKy
10 |nopoGopka [OOKYMEHTOB no dopmaTty, WHBEHTapHbIM HOMepam, | OOUH OOKYMEHT 0,92
Lwndpam pacCcTaHOBKM
11 |nopbopka OOKYMEHTOB Mo andaBuTy Has3BaHW, rogam, HoMepam, | OOuUH OOKYMEHT 0,48
pasgenam, NopsiAkKOBOMY HOMEPY
12 |nopbopka cneuBmMaoB HOPMATUBHO-TEXHUYECKON AOKYMEHTALMM NO | OOUH JOKYMEHT 0,36
kKnaccam, mnogknaccam, rpynnam, MoArpynnamM, WHBEHTapHbIM
Homepam
PacctaHoBka 6ubnmnoteyHoro goHaa:
13 | paccTtaHoBka [OKYMEHTOB Ha cTennaxax B| OOVH OOKYMEHT 0,52
cucTemMaTnyeckun-angaBnMTHOM nopsake
14 | paccTaHoBka [OKYMEHTOB Ha cTennaxax B| OAWH AOKYMEHT 1,3
¢dopMaTHO-MHBEHTAPHOM Nopsake
15 |paccTaHOBKa [OKYMEHTOB MO andasuTy Has3BaHWW, rodam,| OOWH OOKYMEHT 0,63
HOoMepawm, pasenam, NopsaKkOBOMY HOMepY
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paccTaHOBKa  HOPMaTMBHO-TEXHUYECKOW  [AOKYMEeHTauuMuM Mo | OAWH AOKYMEHT

Knaccam, mnogknaccam, rpynnam, MOArpynnamM, WHBEHTapHbIM

HoMmepam

KonuyecTtBo AOKYMEHTOB B noabopke:
16 (1-5 0,52
17 |6-10 52
18 |11-15 0,88
19 |paccTtaHoBKa OOKYMEHTOB Ha cTennaxax B| OAWH OOKYMEHT 5,00

hopmaTHO-CcUCTEMATUYECKOM " andaBnTHOM nopsake

(MpegmeToB M matepuanoB rpaduku) B BUTPMHAX U wkadax c

Y4E€TOM KOMMMEKCHOTO XPaHeHUsi PYKOMUCHBIX U CcTaponeyvaTHbIX

KHUr
20 |paccTaHOBKa OOKYMEHTOB Ha MWKPOHOCUTENAX B MHBEHTAPHOM M| OAMH LOKYMEHT 3,0

HyMepaLVOoHHOM nopsiake

nposepka NpaBUMIbHOCTM PacCTaHOBKWM JOKYMEHTOB B OTAErNbHbIX | Maccus doHAa

mMaccuBax poHaa

KonuyecTtBo npoBepsieMbIX AOKYMEHTOB:
21 |1-200 26,1
22 |201- 305 42,0
23 | 306 - 400 57,0
24 1401 - 600 88,0
25 | nepemelleHune (nepeHeceHne) 0OKYMEHTOB Ha CBOOOAHLIE MecTa OfHa norka 4,0

OdbopmneHre nonoyHbIX pasgenutenen; HanucaHue MOMOYHbIX oavH

pasgenutenen: pasgenutens
26 |ana cuctemaTUYeckon paccTaHOBKM dhoHOa 3,6
27 | onga bopmaTHOM paccTaHoBKU dhoHOa 2,6
28 | anga andaBuUTHOWM paccTaHOBKU hoHAa 2,6
29 | Ang HyMepaunoHHOW paccTaHoBKN dhoHOa 2,6

[MpumeyaHue: K HopMaM BpeMeHU NPUMEHSIIOTCS NOBbILIAaoLLMe KOIDPULINEHTDI:

- Npy nogdope u paccTaHoBKE KMHOMDOTOOHOAOKYMEHTOB - 1,2;

- HOT, KapTorpadguyeckux, nsomsgaHum - 1,5;

- Npu paboTe ¢ AOKYMeHTaMu Ha MHOCTPaHHbIX A3blkax - 1,15;

- Ha sa3blkax cTpaH Asnn n Adpuku - 2,0.

1.4.2. PaboTa no coxpaHHocTu cdooHaa

Tabnuua 5
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N HaumeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMN,
MUH.
1 2 3 4
MpoBepka GubnmnoteyHoro goHaa:
1 |HanmMcaHue KOHTPOSIbHOro TanoHa Ha AOKYMEHT: yKasaHue Ha HeMm OAWH TasioH 0,88
WHBEHTAPHOro HoMepa, wudpa, hamunum, MHMUManNoB asTopa,
3arnasus, roga, Mecta usfaHus, LeHbl, Mecta XpaHeHus
2 | MapKMpOBKa KOHTPOSbHbIX TANlOHOB: YCTAHOBKA, rae yY4TeH AaHHbIN OLVH TarnoH 0,26
OOKYMEHT (YY4eTHbI KaTanor, MHBEHTapHasi KHura); npocTtaBneHue
Ono3HaBaTeNbHOro 3Haka
lMogGopka KOHTPOMbHbBIX TANIOHOB: O[VH TanoH
3 | no nHBEHTapHLIM HOMepam 0,21
4 | no antasnTy haMmnnuin aBTopoB Unu 3arnasum 0,31
5 | no knaccuukaunmoHHOMY MHOEKCY 0,52
6 |cBepka KOHTPOSIbHbIX TarlOHOB C WHBEHTApPHOW KHWUIOW, OTMeTKa OAWH TasioH 0,21
NpOBEpPKN Ha TarioHe U B KHUre
7 |cBepka KOHTPOMbHbIX TariOHOB C Y4YeTHbIM UM andasBUTHbIM, OLVH TarnoH 0,26
Tonorpaduyecknm Katanoramu, OTMeTKa Ha TarioHe 1 B KaTarnore
8 |aHanm3z  dopmsbl WHOMBMAYANbLHOMO  y4eTa; BbISiIBNEHNE | OAWH AOKYMEHT 1,3
JOKYMEHTOB, He npoLuewnx npoBepKy
9 |cocTaBrneHue KapToYKM Ha OOKYMEHT, He NpoLUeLwnin NPoBEPKY OAWH OOKYMEHT 0,83
10 |nouck OOKYMEHTOB, He MnpoLlealnX MPOBEPKY, MO pPasfuyHbIM | OOUH OOKYMEHT 3,6
yYeTHbIM hopMam, KapToTekam, KypHarnam, KHUKHbIM Nofkam
CocTtaBneHuve cnucka HegocTarwLlwmx B hoHae JOKYMEHTOB OfVH CMUCOK
KonnyecTBo AOKYMEHTOB B CMUCKE:
11 |1 0,78
12 [2-10 8,3
13 |11-25 19,3
OT60op oOKYMEHTOB AN n3bATUA 13 oHaa
MpocmoTp AOKYMEHTOB Ha npeaMeT u3batusa ns doHaa: OAVH JOKYMEHT
14 | HenpoUnbHbIX 3,1
15 | pybneTHbIX 1,6
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16 |ycTapeBLUMX MO COAepKaHWUIO 3,1
17 |BeTxux 0,88
18 | manouncnonb3yembiX, HEUCNONb3yeMbIX 2,6
MoaroTtoBKa AOKYMEHTOB K aKTUPOBAHMIO:
19 |nopbopka OOKYMEHTOB B MapTUM MO MpUYMHAM U3bATUS; CBEpKa C| OOWH OOKYMEHT 0,36
KHWKHBIM (DOPMYMsipOM
20 |nogbopka KHWXHbIX (QOPMYMSIPOB Ha [AOKYMEHTax B nopsiake | oguH popmynsap 0,42
WHBEHTapHbIX HOMEpOB, andasuTa, XypHanoB - MO rogam u
HoMepam
CocTtaBneHve cnucka K akTy BblObITMA (Nepepayn); nogcyet OVH aKT
obLen cymmbl; opopmMmneHne akta
KonnyecTBo AOKYMEHTOB B CMUCKE:
21 |1 0,78
22 |2-10 7,8
23 |11-25 19,3
lMoaroTtoBka AOKYMEHTOB B nepenrerT:
24 |oTbop [OKYMEHTOB [Ans nepenneta; MpoBepKka COCTOAHWUS | OAMH LOKYMEHT 3,4
OOKYMeHTa; 3anonHeHune (CBepka) KHXHoro opmynsipa
25 |mogbopka KOMMIIEKTOB, CBsi3blBaHME B nadvky; odopMreHne | OAWH LOKYMEHT 2,6
OOKYMEHTOB Ans nepefayv B nepennet
26 |noaroToBka OOKYMEHTOB K BOCCTAHOBMEHMUIO: NOAOOp AOKYMEHTa, | OAMH LOKYMEHT 2,6
aHanorM4yHoro  noBpexaeHHoMy; odopMIieHMe 3akasa Ha
KonupoBaHue
27 |npuemM 3akasa Nnocfie KOMMpPOBaHWS, MpoBepKa KayecTBa KOMWUW, | O4VH OOKYMEHT 0,83
NnoAroToBKa AOKYMEHTa K nepenneTty
28 |npuem [JOKYMEHTOB W3 nepensieta: CBepka MOCTYNMBLUMX W3 | OAVH OOKYMEHT 5,2
nepenneta [OOKYMEHTOB C KHWXKHbIM (opMynapom; nposepka
KayecTBa nepenneTa; BOCCTAHOBIEHWE 3arnaBus; HanucaHue
Wwrdpa Ha aprbike, KopeLlke JOKYMeHTa
MoalwmnBKka raset 1 TOHKUX XXYpPHAanoB:
29 |onpepeneHue popmarta, BrOXKEHUE KOMMIIEKTa XXYpHarnoB B Nanky OfHa nanka 13,0
HY>XHOro cdhopmaTa, 3aBa3blBaHUe; BblHECEHME Wndpa, HasBaHus,
roga nsgaHusi, Homepa XypHarnoB Ha OBMOXKY 1 KOPeLLOK narnku
30 |packnagka raset no HasBaHWSM: MpoKasibiBaHWE, BIOXEHWE B o[Ha nanka 9,4
KapTOHHYI0 0BMOXKy (mamky), MpOLIHYpOBKa; OdopmiieHne
00noxku (HasBaHue, rod, HOMep, MecsL)
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Mernkuin peMoHT hoHaa:

31

noaknerka [OKYMEHTa, KapMallKoB, SIpfbIKOB; BOCCTaHOBMEHWEe
3arnasumn

OfHa nanka

4,2

PecTtaBpauns KopeLuKoB:

32

onpeneneHve obbema paboTbl; yaaneHWe CTaporo KOpeLlka,
noaroToBka koneHkopa (obpeska, nmopkrnenka); npowuveka 6noka
OOKYMeHTa, NofKIerka HOBOro KopeLlka, pasmeLleHme noa npecc

OOWNH KOpeLUOoK

60

PeCTaBpaLI,I/IFl CTpaHUL:

33

onpegeneHne obbema paboTbl; nogknenka doTtorpadun, KapT,
yepTexen; BOCCTaHOBIEHNE YacTen cTpaHuL

OfHa cTpaHuua
(cTp.)

10

Ob6ecnbinmBaHne goHaa:

34

obecnbinMBaHne doHda C MOMOLWbI Mblfiecoca; obecneveHne
paboyero MecTa TEXHMYECKUMMW cpeacTBamu; NpoBedeHue
obecnblnMBaHmKS; 3aHOC TEXHUYECKUX CPEACTB B MECTA XPaHEHMs!

OoQHa Meponorsika

12,0

35

pydHoe obecnbinuBaHue d¢oHaa; obecneveHme pabodvero mecrta
TEXHUYECKMMUN CpeacTBaMu; 3aHOC TEXHMYECKMX CPeacTB B MecTa
XpaHeHus!

Oo[Ha Meponorska

9,4

MpryMeydaHue: K HopMam BPEMEHU NPUMEHSIOTCSA MOoBbILLAoLLNE KO3 MULINEHTbI:
- Npu py4HOM obecnbinMBaHumn hoHaa HOTHbIX, KapTorpadouyecknx, M3onsagaHuii, auccepTtauuii - 1,2;

- Npu obecnbinuBaHnM oHAa ¢ NOMOLLBIO Nbinecoca - 1,3.

1.4.3. VI3ayyeHune 6ubnmoTteyvHoro poHaa

Tabnvuya 6

n/n

HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl

EavHnua
n3mepeHust

Hopma
BpeMeEHW,
MWH.

2

4

MoarotoButensHas paboTta no naydeHunto omdnmnoteyHoro doHaa:

cocTaBrneHue nnaHa paboTbl No M3yyeHno BubnmnoteyHoro oHaa
(yactn oHaa)

OOWH nnaH

2140

NOArOTOBKA WHCTPYMEHTapusi MO  U3yvyeHuio  BrGnmMoTeyHoro
doHOa; cocTaBneHve Tabnuubl MO  pas3nNUYHLIM  acrekTam
N3yyeHuns

ofHa Tabnuua

6,3

nogbopka OGubnmnorpadmyeckux nocoduir, WHPOPMALNOHHBIX
CMMCKOB [J/1s1 NpoBeAeHnst paboTbl N0 U3ydeHuto GubnmoTeyHoro

¢oHaa

oHo nocobue

20,0

noarotoBka MHCTPYKTa)ka And npoBeaeHusa pa60T no N3y4YeHUtro

oauH

83,0
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[JokymeHT npepocTtasiieH KoHcynbTaHTI0C
[aTta coxpaHenus: 21.05.2015

61bnmoTeyvHoro hoHaa WNHCTPYKTaX

Bubnuorpacduyeckoe nyyeHne 6ubnuotevHoro poHaa

OsHakomneHne ¢ copgepxaHuveM Oubnuorpadudeckoro nocobus, | oaHO nocobue
MHOPMAaLMOHHOMO cnucka Ans npoBedeHnst paboTbl N0 U3yYeHUto
61bnmoTeyvHoro hoHaa

KonnyectBo Ha3BaHui B nocobum:

5 11-25 15,7
6 |26-50 34,0
7 |51-100 68,0

CBepka KapTO4ku Katanora c 6ubnuorpaduyeckum oOnucaHuem | OAHa KapTouka
OOKYMEHTa, YKa3aHHOro B Nocobun; BHECEHNE OTMETKU O Hann4mm
JOKyMeHTa B (boHae:

8 |andaBuTHbI KaTanor 0,26
9 |cucTtemaTtunyeckuin kaTanor 0,42
10 |cocTtaBneHue 6GMBGnMorpadmyeckoro onMcaHs Ha OTCYTCTBYOLLME | OAHAa KapToyka 2,6

B BMBNMOTEKE JOKYMEHTHI

MPOCMOTP HAMOJIHEHUSI CUCTEMaTUYECKOrO KaTarnora B pasfuyHbIX | OfHa kapToudka
acnekTax (Mo oTpacnsM 3HaHWs, BMAaM, rofam); cornocTaBrieHve
MOJSTyYEHHbIX HAaHHbIX c TEMaTVKO-TUMOSIOTUYECKUM
(NepcneKkTUBHbLIM) NIIAHOM KOMMIIEKTOBAHWS; YyTOYHEHWE, BHECEHWE
KOPPEKTMB B NnaH KOMMNEeKTOBaHus

KonnyecTtBo KapTo4ek B ALLUKE:

11 |1-500 43,0
12 | 501 - 1000 85,0
13 1001 - 2000 173,0

Crartuctnyeckoe nsyveHme 6mbnmotevHoro oHaa:

14 |3anonHeHWe crTaTUCTUYECKMX Tabnuy (MO cocTaBy, AMHaMuKe W | oAHa Tabnuua 19,3
CTEeneHn MCnonb3oBaHus GubnmoteyHoro cdoHaa) Ha OCHOBaHWUU
YY4ETHOWN JOKYMEeHTaLmnn

15 |pacuyeT nokasartenen KHUroobecrneyeHHOCTH, obpallaemocTy, OOVH 2,0
4ynTaemMocTu nokasaresb

16 |cnnowHon npocMOTP AOKYMEHTOB Ha cTennaxax, noacyeT Mo | OOuH OOKYMEHT 0,84
KHWXHbIM ¢hopMyrnsipamM Mnu nucTkam cpoka Bo3BpaTa KonvyecTsa
KHUrosblgau

17 | mMapkupoBKa Heucnornb3yeMon 4actu ¢oHAa B 3aBUCUMOCTU OT| OOWH OOKYMEHT 0,26

NPU4KH, Bbl3BaBLUNX HU3KYIO 06paLIJ,aeMOCTb
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18 |3anonHeHne Tabnuubl MHTEHCUBHOCTHU ncnonb3oBaHus | ofaHa Tabnuua 50,0
61bnmoTeyvHoro hoHaa
CocTtaBneHve u aHanu3 Tabnuy no u3yyeHuo 6GUBNMOTEYHOrO
doHaa
CocTaBneHue Tabnuupbl:

19 |no cocTaBy, pa3BUTUIO U UCMONb30BaHUIO BUbnNMoTevHoro poHaa oAdHa Tabnuua 63,0

20 |mo cTeneHn ucnonb3oBaHUS OHOA B pasnMyHbIX acnektax (B| opgHa Tabnuua 68,0
oTpacnesoMm, No BUAAM U3fgaHum)

21 |no obbemy Heucnomnb3yemMon 1 marnocnpawmBaemMon yacti cooHga| opgHa Tabnuua 63,0
W NpU4nHam ee HakonmeHns
AHanua Tabnuupl: ogHa Tabnuua

22 | Mo cocTaBy, pasBUTUIO U UCMOMb30BaHMKO BMGIMOTEYHOro hoHAaa ofHa Tabnuua 56,0

23 |no cTeneHn ucnonb3oBaHUA OHOA B pasnuMuHbIX acnektax (B| opgHa tabnuua 56,0
oTpacnesoMm, No BUAAM U3fgaHum)

24 |No cocTaBy M BENMYMHE HEUCMONb3yeMOW M MarnocnpawmBaemMorn | ogHa Tabnuua 60,0
yactu poHaa 1 NpUYnHaAM ee HakonmneHns

25 |cocTaBneHne nnaHa MeponpuUATMA U MNPEeanoXeHwn no OAVH nnaH 161,0
pe3ynbTatamMm nsyyeHusa oHaa

Ha MHOCTPaHHbIX A3blKax K HOPMaM BPeMEHMN NpUMeEHSIeTCS MOoBbILLALWMIA KoadduumeHT 1,15.

I'Ipvlmeanme: BpeMA npoBeneHnda MHCTpPpyKTaXXa B HOPMY BpeEMEHU He BXoAUT; npu pa60Te C OOKYyMeHTaMun

1.5. Ob6cnyxmBaHne yntatenen

1.5.1. PaboTa c umtaTtenem

Tabnvuya 7
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMU,
MWH.
1 2 3 4
3anucb yntatensa B bnbnuorexy:
1 |nNpocMOTp [AOKYMEHTOB u4uTaTtens (macnopT, YOOCTOBEPEHWE,| OAMH uMTaTernb 1,7
Nopy4nTENbLCTBO); MPOBEPKA HanuMuns y4eTHO-PErMcTpaLMoHHON
KapTo4ku ynTaTens
2 |3anonHeHve dopMynspa uduTaTensi, Y4eTHO-PErMcTPaLMOHHON | OAMH YMTaTernb 2,0
KapTOo4Ku, YMTaTensckoro buneta
3 |03HakomnieHne  uuTaTens C  MpaBuramm Monb30BaHWs | OAMH YMTaTernb 50
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6mbnmoTekomn, pacnonoxeHmem ooHAa, CMPaBOYHbIM annapaTom

MOMCK W pacCTaHOBKa YYETHO-PErmcTpaLMoOHHbIX KapTOYeK no
andasuTy hamunun ymtatenen

ofiHa KapTouka

0,26

Mepepernctpauna ymtatenen

nouck dopmynspa (perucTpauuoHHOW KapTOuvku) uuTaTens;
BHECEHME W3MEHEHUIN B HUX W yYuTaTenbCKkun BuneTt (yTOuYHeHue
@HKETHbIX [JaHHbIX, HOBOFO 4MTaTENbCKOr0 HOMepa, AdaTbl
nepepeructpaumn)

OOWH YnTaTtesb

12,0

3anucb (nepeperucrtpaunsi) yutatenen B aBTOMaTU3MPOBAHHOM
pexume:

Habop Ha KknaBuaType CBeAeHWA O uuTaTene: hamunusi, ums,
OTYECTBO, XapakTepuaylwue ero npusHaku (obpasoBaHue,
cneumanbHOCTb, Has MHopMauust), Kog

OAWH YnuTaTeslb

6,0

OCYLLECTBINEHNE KOHTPONSA 3a BO3MOXHbIM HanuMuMem [AaHHbIX O
yuTaTene, 3anucaelleMcs B OMONMoTeky (paHee 3anucaH, nuieH
npaea nosib30BaHWs)

OOWH YnTaTeslb

1,0

odopMneHne Kofda YMTaTens C KOHTPONbHbIM Pa3psiioM U CPOKOM
Nonb30BaHWs YMTaTENbCKMM OMMETOM Ha OCHOBE BblAAHHOM
nHpopmaLmm

OOWH YnTaTesb

0,52

BblBEleHNEe Ha MPUHTEpP CBeAeHWl O 3anucaBLIeEMCS 4uTaTerne B
Buae GnaHka, Bblpe3aHue GraHka W BKMelKka ero B YmMTaTeribCKui
ounet

OAWH YnuTaTeslb

1,3

Pabota gucnetyepckon cnyxosil:

10

npvem 4uTaTenbckoro TpeboBaHus;
3anofHeHnss  TpeGoBaHWi,  YTOYHEHUue
JOKYMEHTOB; OTMETKa B AUCMEeTYEepPCKOM
TpeboBaHNsA B KHATOXpaHeHue

npoBepka MNpaBUIIbHOCTM
MecTa  XpaHeHwus
ceTke, nepegaya

0ofOHO
TpeboBaHne

0,73

BbinonHeHne TpeboBaHun noTpebuTtenen, Bbigada AOKYMEHTOB U3
OCHOBHOTO KHUFOXpPaHEeHMS:

11

nony4eHve TpeboBaHui, pernctpauud, nogdopka nux no wudpam

0fHO
TpeboBaHue

3,0

12

MOMCK OOKyMEHTa, HaHeceHne OTMETKU Ha TpeboBaHWU, KHDKHOM
cdopmynsape, oucneT4epcKom ceTke

0fOHO
TpeboBaHue

50

13

yCTaHOBJIEHME MeCTa HaxoXaeHua HEeHangeHHOro OOKyMeHTa no
CnpaBOYHbIM KapTOoTEeKaM, KaTanoram

ofOHO
TpeboBaHue

7,0

14

Bblaya [OOKYMeHTa W3 oTAena KHUroxpaHeHus noTpebuTento;
OTMeTKa Ha KHWXHOM chopMynsipe, TpeboBaHum

OONH OOKYMEHT

2,0

15

NMPUHATUE [OOKyMeHTa OT noTpebutens; nouck
hopmynsipa, TpebGoBaHus; noraweHne OTMETKM O Bblgave

KHWXXHOro

OOWH OOKYMEHT

3,0
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Bblgaya KOMMMeKTOB [OOKYMEHTOB BO BpeMEHHOEe MOoSib30BaHue
nogpasgeneHnsim 6nbnuoteku:

16

odhopMeHne 3aaBKN Ha KOMMMEKT JOKYMEHTOB, nepenaBaembiil B
CTPYKTYpHOE noapasaerneHve

O[Ha 3adaBka

50

17

nogbop OOKYMEHTOB B KOMMJEKTbl;  HamvMcaHue  BTOPOro
aK3eMnnspa KHWXHoro copmynsipa (MHankaTopa)

OOWH OOKYMEHT

40,0

Bblgaya KOMMIEKTOB [OKYMEHTOB; OTMETKA Ha  KHWKHOM
hopmynisipe (vHamkaTope) AaThbl Bbldauu, JAaHHbIX
noApasferneHuns, nony4yatoLLero KOMMIeKkT

OOWH OOKYMEHT

KonnuectBo OOKYMEHTOB B KOMMIIEKTE:

18

25

6,8

19

50

13,5

20

200

108,0

Mony4yeHue KOMMMEKTOB  JOKYMEHTOB  OT  CTPYKTYPHbIX
noapasgeneHn; MoucK KHWXKHOro dopmynsapa (MHOuKaTop);
noralleHne OTMETKU O Bblaye, BNOXEHNE ero B AOKYMEHT

OOWNH KOMMNNEKT

Konnyectso OOKYMEHTOB B KOMMJIEKTE:

21

25

6,8

22

50

13,5

23

200

108

O6cnyxnBaHue yMTaTenen B UnTanbHOM 3arne:

24

nposegeHne KOHCyIbTauuu, Secenbl ¢ yMTaTenem Y KaTtanoros,
KapTOTeK, KHMXHbIX MOJIOK, I/IH(*)OpMMpOBaHI/Ie yyuTatena O HOBbIX
NOCTYNNeHnAx

oaHa
KOHCYMbTaLms

50

MopGop AOOKYMEHTOB B MNOACOBHOM (poHOEe uuTanbHOro 3ana;
nepepava Ha kadeapy Bblaaum:

OONH OOKYMEHT

25

no TpeboBaHuo YnTaTens

2,0

26

Mo yCTHOMY 3anpocy

1,7

27

no onpegeneHHon Teme

31

MoaGop AOKYMEHTOB MO Yy4eGHOM nporpamme Ha OCHOBaHMU
MakeTa KOMMNIeKTa JOKYMEHTOB, BblgaBaeMblX CTydeHTam; noabop
y4eBHMKOB Mo pakynbTeTam, Kypcam, rpynnam; cBepka KHKHbIX
hOpMYNAPOB C HA3BaAHNEM KHUT, MHBEHTaPHBLIMW HOMepamu

OOWNH KOMMNNEKT

Konnyectso OOKYMEHTOB B KOMIMJIEKTE:

28

10

2,7
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29 (20 54
30 40 10,8
31 |Bblgaya [JOKYMEeHTa: CBepka BblJaBaeMoro [AOKyMeHTa C| OAVH OOKYMEHT 2,0

ynTaTensckum TpeboBaHMeM; MpoBepKa HamuuuMs  CTpaHuL;

BHECEHME 3anncyu Ha 4YuTaTenbCKkoM TpeboBaHMKM (KOHTPOSIBHOM

NNCTKE); BNOXEHMEe B YnTaTenbCckui buneTt, pacctaHoBKa, OTMeTKa

KHUroBblgauu

32 | nony4eHne OOKYMEHTA: CBepKa ero ¢ TpeboBaHnem (KOHTPOSIbHLIM | OAWH AOKYMEHT 2,0
NNCTKOM); MpOBepKa COXPaHHOCTU AOKYMEHTa, HanmuMums CTpaHu,

BHECEHWE OTMETKU O Npueme

33 |nony4yeHve [OOKYMEHTa, 3aka3aHHOro uuTtatenem B oOTAene| OAWH AOKYMEHT 0,5
KHUroxpaHeHus

34 |nepejaya [OOKyMeHTa, CAAHHOrO  uuTatenem, B  OTAeN| OOVH AOKYMEHT 1,0
KHUTOXpaHeHus
OT6op 1 Nnepepaya JOKYMEHTOB Ha KOMMPOBaHME: OLVH LOKYMEHT

35 |oTbop [OOKyMEHTOB (OTAENbHbIX CTaTen) ANd nepedayn Ha| OAWH AOKYMEHT 5,0
MUKPOPUIbMUPOBAHNE U KONMPOBaHUE

36 |noarotoBka OOKYMEHTOB K KOMMPOBaHMWIO; odopMieHue 3akasa;| OAVH OOKYMEHT 3,0
permcTpaums B y4eTHbIX popmax

37 |nony4yeHve MuKpodMnbMa W KONWUW; NPOBEpKa MpaBUNbHOCTU OLVH 3aKa3 50
BbINONHEHWs 3aKasa
O6cnyxnBaHue ymTaTenen Ha aboHeMeHTe:

38 |noabop AOKYMEHTOB ANs pekoMeHaauumn yutaTensam OLVH JOKYMEHT 50
Bblgaya [OKyMeHTOB uuTaTtento, nowuck cpopmynapa uvTtatens,| OawvH OKYMEHT
yKka3aHMe Cpoka BO3BpaTta, MpoBepka Hanuunsi CTpaHuL;
obcnyxmBaHue:

39 |B3pocnbix 2,7

40 |peten 3,2

41 |npoBeneHue Gecedbl C uuMTaTenem, MHAPOPMUPOBAHME O HOBbIX | OAWH YUTATEMb 50
NOCTYMMEHUsIX
MonyyeHne [oOKyMeHTa OT uuTaTens, BHECEeHWe OTMETKM O| OAWH JAOKYMEHT
npueme; npoBepka HanMuus CTpaHuL; BrOXEHWe KHWKHOro
dopmynapa; obcnyxmBaHue:

42 | B3pOCIbIX 1.8

43 | peten 5,0

44 | npoAfieHne cpoka Mnosib30BaHWA OOKYMEHTOM; MOUCK dhopmynspa | oguH doopmynsp 3,0
ynTaTens; BHECEHNe OTMETKM O MPOASIEHNM CPOKa NONb30BaHNS
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CosgaHne konuin JOKYMEHTOB MO 3anpocam vMTaTenen:
45 | KOHCynbTauusa yntTatenen no BblIbopy NnapaMeTpoB KONUPOBaHMUS oaHa 50
KOHCYrnbTauus
46 |co3gaHue 3NeKTPOHHOW KOMuK C opurHana 0Ha CKaH-Konus 0,15
47 |cosgaHue GymaxHom konum ¢ opurnHana OfHa cTpaHuua 0,15
48 | cosgaHue Konmm ¢ MUKPogopMm OAWH Kaap 0,5
49 |neyaTb ByMaXHbIX KOMUIA AOKYMEHTOB u3 3b OOWH NUCT 0,08
50 |co3gaHue anekTPoOHHOW OOTOKOMUKU C OpuUrMHana OAWH Kaap 5,0
lMprmeyaHue: K HopMaMm BpeMEHW MPUMEHSAIOTCS NOBbILWAOLWNE KOIPDPULMEHTDI:
- Npy 06CNYXXMBAHUM YnTaTenem KMHOPOTOPOHOOOKYMEHTaMU - 1,2;
- HOTHbIMM, KapTorpaguyeckumn, nonsgaHmsamm - 1,15;
- cneynanbHbLIMU BUOAMM HayYHO-TEXHUYECKOW nNuTepaTypbl U JOKyMeHTauun - 1,1;
- Npu paboTe ¢ JOKYMEHTaMu Ha MHOCTPaHHbIX si3blkax - 1,15;
- Npu paboTe ¢ JoKyMeHTaMu Ha A3blkax Asum n Adpukn - 1,5.
1.5.2. BHyTpeHHsAs paboTta
Tabnuua 8
N HaumeHoBaHwWe npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n n3mepeHuns BpeMEHWU,
MUH.
1 2 3 4
MoproToBka Kk Bblgaye:
1 |pacctaHoBKa opmynapoB uuTaTenem (Mo cpokam, Homepawm, | oanH dopmMynsap 15,0
andgasuTy)
2 |nogBeneHue wToroB paboTbl 3a MNpowefnin AeHb, BHECeHue e)xeHEeBHO 9,2
3anncu B AHEBHUK
3 |noabop OOKYMEHTOB No npeaBapuUTEnbHbIM 3aka3am uYutatenen u| OAWH AOKYMEHT 3,0
nnaHam 4YteHus
4 | NpOCMOTP HOBLIX NOCTYNMEHWUN ANS peKOMeHaaunn ymtaTenam OAVH OOKYMEHT 2,0
5 |nNpocMoTp 1 NONOMHEHNE KHUXHbIX BbICTABOK, ALLMKOB CBOGOAHOMO | OAWH AOKYMEHT 3,0
BblGOpa KHUI, TEMaTUYEeCKMUX MNOMOK U CTennaxemn
6 |nogrotoBka paboyero mecta e)xeHEeBHO 10,0
PaboTta ¢ hopmynapom untatens:
7 |aHanus opmMynapoB uYuTaTenen, BbISBEHWE YUTATENbCKUX | OAWNH hopmynsap 4,3
NHTEpecoB
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8 |cocTaBneHue KapTouKM ANS KapTOTEKUM YnTaTeSNlbCKUX MHTEPECOB;| OOHa KapToudka 0,86
COCTaBMEeHUe CM1cKa YMTaTeNbCKMX MHTEPECOB

9 |3anucbk B hopMynsipe uuTatensa O pesynbTatax aHanumsa uYTeHusi| ofHa 3anucb 3,6
3a onpeaeneHHbIn neproa

10 |3anucb B [OHEBHUWKE OUONMOTEKapsi O [OUHAMUKE YTEHUs U oJHa 3anucb 9,2
NHTepecax yutartens (rpynmnbl Yutatenen)

PaGoTa ¢ uutaTensiMu, He BO3BpaTUBLUMMU JOKYMEHTbI B CPOK:

11 |nouck chopmynsipoB uuMTaTenen, He BO3BPATUBLUMX AOKYMEHTbl B| oauvH dhopMynsp 1,0
CpoK
12 |HanucaHve OTKPbLITOK-HAaNnOMWHAHUN O BO3BpaTe [OOKYMEHTOB; | OAuH hopmynsap 2,0

OoTMeTKa AaTbl HarnoMUHaHUS Ha dhopmynsipe

13 |onoBelleHne (No TenedoHy) uuTaTensl, He BO3BpaTUBLUErO | oauH hopMynsip 4,0
[IOKYMEHT B CPOK; OTMETKa AaTbl HAaNnoMWUHaHWsA B doopmynspe

Ob6ecneyeHne KOHTPONA 3a CpokaMu Bo3BpaTa AoKyMeHToB B AC:

14 |BbIBOA HA NPUHTEpP CnUCcKa YnuTaTenen n aboHeHTOB-3a40KHNKOB O4WH CNNUCOK 0,16
15 | cocTtaBneHune cnucka 3ago0IKHUKOB OVH CMUCOK 0,16
16 |pacnevaTka Ha NpUMHTEPE HaNoMMHaHMS aboHEeHTaM W1 YnTaTensam OOVH CNNCOK 2,2

0 Cpoke Bo3BparTa (agpec, Ha3BaHWsA B3ATbIX JOKYMEHTOB)

17 |n3baTMe M3 0a3sbl JaHHbIX CBEOEHUN O 3aHATOCTM BO3BPALLEHHbIX O[Ha 3anucb 0,4
OOKYMEHTOB

OdbopmneHune noncka 3afoMmKHNUKOB Yepes cya:

18 |konupoBaHve dopMynsapa uuTaTensl; YTOYHEeHWe  aBTopa,| OOWH OOKYMEHT 2,7
Ha3BaHUS, WHBEHTApPHONO HOMepa, UeHbl [JOKYMeHTa, He
BO3BpALLEHHOr0O B CPOK; NepeyucrieHne rocrnoLwnvHbl  3a
odopMneHne UCNONHUTENbHbLIX HAANUCEN; Nepeckifnka aena B cya:

19 |nonyyeHme wun odopMmrieHne [OOKYMEHTOB W3 HOoTapuanbHOW | OOWH OOKYMEHT 2,7
KOHTOpbl (MpOCTaBMeHMEe HOMepa pacyeTHOro cyeta, Homepa
NCMNONMHUTENBbHOW HaammcK)

20 |cocTaBneHue akTa Ha onnaty Yepes cyq YyTEPSHHbIX JOKYMEHTOB OOMVH JOKYMEHT 2,7

Mpriem OKYMEHTOB B3aMeH YTEPSIHHBIX:

21 |nouck uuTaTenbckoro opmynspa; BHECEHWME COOTBETCTBYHOLIEN | OOWH AOKYMEHT 5,0
3anucu B popmynsap, TeTpadb ydeTa KHWT, MPUHATBIX B3aMeH
YTEPAHHbIX

22 | NpocMOTp OOKYMEHTa, npeasiaraemoro B3amMmeH yTepsHHOro OOVH JOKYMEHT 2,0

PaboTta ¢ oTkasamu:

23 |yd4eT © «knaccudpmkaums  OTKas3oB: OTMETKa Ha  NUCTKe O[HO 1,6
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ynTaTeNbCKOro TpeboBaHMsa NPUYMHBI OTKas3a TpeboBaHve
24 | paccTaHoBKa yuTaTenbCKnx TpeboBaHui B KapToTeke OfHO 0,32
"HeyQ0BNETBOPEHHbIN cnpoc” TpeboBaHue
25 |aHanM3 OTka3oB, COCTaBIiEHWE CBOAKM OTKAa30B B OTPaClieBOM OOVH OTKa3 1,0
paspese (N0 MpuyMHaM OTKasa M Mepam WX NUKBMZALMU 1
npeaynpexaeHns)
26 |cocTaBneHne OMONMOrpadnYecKoro OnucaHusi Ha [OOKYMEHTHI, OAHO 2,0
nmerLme Hambornbllee YMCO OTKa3oB, M Nepefava kapTodku B | Gubnuorpaduye
oTgen KOMMNIIEKTOBaHUS Ckoe onncaHue
1.5.3. BHecTaumoHapHoe obcnyxMBaHmne
Tabnvuya 9
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMN,
MWH.
1 2 3 4
OpraHuzaunst GMbnmnoTeYHbIX NYHKTOB, NEPEABMKHbIX OUBMOTEK:
1 |3aknio4veHne goroeopa Mexay 6MbnuoTekon n opraHusauuen, rae | OAWH 4OroBop 270,0
OyaeT OCyLLeCTBNATLCA BHECTAUMOHapHoe obcrnyxnsaHue
2 | odopmneHne opmynsipa GMBIMOTEYHOrO NyHKTa OAWH chopmynap 13,5
3 | odhopmneHne nanku ¢ AOKyMeHTamu (OoroBopa, JOBEPEHHOCTU Ha OfHa nanka 13,5
nony4yeHue KHur, copmynspa 6MbnmoTeyHoro nyHkTa, OT4ETOB U
OPYrMX AOKYMEHTOB)
4 |cocTaBrneHue cxemMbl pasmelleHus BUBMMOTEeYHbIX MYHKTOB Ha OofHa cxema 126,0
TeppuTopun ropoaa, parnoHa
5 |coctaBneHue rpaduka obGMeHa [OOKYMEHTOB, HaxXOOALMXCS B| OAMH rpadmk 18,0
OMONMOTEYHbIX MYHKTaX, NepeaBMXHbIX OnbdnmnoTekax
6 |cocTaBneHue nnaHa MeTOoAMYECKON nomoLym OAVH nnaH 46,0
onbnuoTtekapsmM-o6LLECTBEHHNKAM
7 |odopmneHne obObsiBNEeHMA O OHAX M 4Yacax  paboThbl OfHO 12,0
OMOIMOTEYHOro NyHKTa, NepeaBkHoOM OndnmnoTeku o6bsaBneHne
Mopbop KOMMNEKTOB AOKYMEHTOB AN 6GubnuoTevyHoro nyHkTa,
nepenBwxHOM 6nbMoTekn
lMogbopka KoMMneKkTa JOKYMEHTOB OOMVH KOMMIIEKT
KonuyecTBo JOKYMEHTOB B KOMMNIEKTE:
8 |10 15,0
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9 |30 45,0
10 | 100 148,5
11 |Bblgava OOKyMeHTa B OMONMOTEYHBIN MYHKT; OTMETKA B KHWDKHOM | OAWH OOKYMEHT 2,0
dopmynspe gaTbl Bblgaum, HoOMepa nyHKTa
12 |3anucb, B popmynsape 6ubNMOTEYHOro nyHKTa AaThbl Bbldayn| OAHa 3anucb 1,0
OOKYMEHTOB, KONMUYEeCTBa BblAaHHbIX W  BO3BpALUEHHbIX B
cTauuoHap AOKYMEHTOB
13 |paccTaHOBKa  KHWKHbIX  (QOPMYNSpOB B KapTOTEKYy  3a| OAOWH KHWKHbLIN 0,4
pasgenutenem curfiibl BUMBNMOTEYHOrO MNyHKTa, nepeaBuKHOM dopmynsp
6ubnunoTekn, BHyTpM No andasuty aMmmnnn asTopos
14 |npvem [OOKYMEHTOB u3 OWOMMOTEYHOro MNyHKTa, NEepeaBWKHOW | OAWH OOKYMEHT 1,6
OubnuoTekn: NpocTaBneHUe OTMETKM O TMpUEME; BIIOXEHME
copmynsapa B AOKYMEHT
1.6. O6cnyxmBaHue no mexbunbnuoreyHomy adboHemeHTy (MBA)
Tabnuya 10
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMU,
MWH.
1 2 3 4
O6cnyxunBaHune yntatenen 6ubnuotekm no MBA:
1 |peructpauus ymtatens, nonbaytoweroca MBA OOWH YnTaTenb 1,35
2 |3anonHeHne 6naHka-3akasa, MNpPOCTaBfIEHWE PErmcTpaLmoHHOro OAWH 3aKas 2,2
Homepa, AaThbl
3 |yTOoyHeHMe YyKasaHHbIX 4YuTaTenieM CBeOeHUW O 3aKka3aHHOM OVH 3aKas 1,6
OOKYMEeHTe, LUenu 3anpoca, WCTOYHMKA, OTKyda MoslydeHsbl
cBefeHus
Bubnuorpacduyeckas nopaboTtka 3akasa; yTOYHEHME
onbnuorpadunyecknux cBegeHUn:
4 | no cnpaBOYHbIM N3aHUAM 27,0
5 |npu nomoLLn aBTOMaTU3MPOBAHHbLIX CPEACTB 0,22
6 |MpoBepka HanuMuusa 3anpalmMBaeMoro AOKYMeHTa B OumbnuoTtekax | OAWMH LOKYMEHT 10,2
ropoga, obnacTtu, permoHa, B TOM Yucre No CBOAHbIM KaTanoram
7 |HanpaBneHue ©OnaHka-sakasza C NPOCTAB/IEHHONW OTMETKOW OAVH 3aKas 0,27
(wtemnenem) "B ropoge HeT" B OTpacneBow, yHMBepCarbHbIN
UEeHTp unu B ©Oubnnoteky (opraH WHgopmauum) no AaHHbIM
CBOAHbIX KaTanoros
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8 |3anuck cBeaeHui 0 HanpaBneHun 3akasa no MBA (HaumeHoBaHMe | ofHa 3anucb 1,4
6mbnmoTekn, aaTta) Ha 06opOTHONM CTOpOHe BriaHKka 3akasa

9 |nomelleHne 6naHka-3aka3sa B "KapToTeky 3anpocoB yutaTenemn no OAHO 0,32
MBA" 3a pasgenutenb "3anpocbl no MBA, HanpaBneHHole B| TpeboBaHue
apyrue 6ubnuotekn”

10 |npuem pokymeHTa, npucnaHHoro no MBA; BckpbiTue GaHaoeponu, | oouH OOKYMEHT 3,8
npoBepKa COCTOSIHWE [OOKYMeHTa, OTMeTKa AaTbl MonyyeHus u
Has3BaHUA 6uUGNMOTEKW, BbICNaBLIEA [OOKYMEHT, WHBEHTapHOro
HOMepa, Cpoka MoNb30BaHUSA; NepecTaHoBKa OnaHka-zakasa u3
pasgena kaptoteku "3anpockl no MBA, HanpaBneHHble B Apyrue
6ubnuotekn" B pasgen "lMony4yeHHsble no MBA n3gaHus"

11 |v3BelleHMe vnTaTens O MoJSIydeHUM 3anpoLleHHOro AOKYMeHTa W | O4HO MU3BELLeHue 1,35
CpoKe Nosfb30BaHUs UM

12 |Bblgadva yutatento nonyveHHblx no MBA OKYMEHTOB B YNTANbHOM | OOWH OOKYMEHT 1,0
3ane (B cnyxebHoM nomeweHun OGUBNMOTEKM);  CBEpKA
BblaBaeMoro AOKyMeHTa ¢ OraHKOM-3aKka3oM; NpoBepka Hanmunsi
CTPaHUL, U COCTOSIHUA OOKYMEHTA; OTMETKA Bblgaun

13 |npvem [OKYMEHTa OT u4uTatenss B 4uTanbHOM 3ane; CBepka| OAWH OOKYMEHT 0,5
JOKyMEeHTa C 4acTblo OnaHka-zakasa, MpoBepka COXpPaHHOCTU
OOKYMEHTa; BHECEHNE OTMETKM O NMpueme; NoMeLLeHne JOKyMeHTa
B CcreumarnbHO BblAerieHHOe MeCTO (3aKpbITbil WKad)

14 |un3BnedeHne 6GnaHka-zakasza M3 KapTOTEKW, 3anncb cBeneHun ob OOVH NNCTOK 1,0
oTnpaBke uM3gaHusa (gata, HOMep MOYTOBOrO OTMpaBneHus); TpeboBaHua
nepectaHoBka nuctka w3 pasgena "lNMonyveHHble no MBA
nsgaHuns" B pasgen "BosBpalleHHas nutepatypa”

15 |noaroToBka K oTnpaBke [OKYMEHTOB B| OOWH OOKYMEHT 3,6
6mbnnoTeky-choHaoaepxaTenb 3aka3How OaHAeporsblo; ynakoBka
GaHOeponu; B3BeLUMBaHWE ee; HaKrevBaHWe Mapku (ecnvm Het
LEeHTpanu3oBaHHOW onnaTbl MEepecbisikK); HanMcaHue agpeca;
COCTaBIIEHNE OMUCK

16 |paboTa c oTKazamu OVH OTKa3 1,03
17 |cooblieHne B oTaen obcnyxmBaHusa O MonyvyeHuM oTkasa (aarta, OAWH OTKa3 1,35
npu4nHa)

O6cnyxunBaHue aboHeHToB Nno MBA

Mprem 3akasos:

18 | npwu oTCyTCTBUM HOMepa aboHeHTa Ha bnaHke-3akase NpoBepka no oOMH 0TKa3 1,0
KapToTeke abOHEHTOB, aDOHMPYETCS N1 AaHHas opraHM3aums

19 |opraHusaumss  aboHupyeTca:  MpOCTaBfeHWe  HoMepa  Ha O[MH OTKa3 3,6
BnaHke-3akase; cBepka agpeca, Ha3BaHUs opraHu3aumm, dpammnuu
oTBeTcTBeHHOro no MBA; BHeCEHME U3MEHEHUI B KApTOYKM

20 | nepBu4HOE ObGpallleHe aboHeHTa B TEKYLLIEM rody: NpocTaBreHne OOMWH OTKa3 3,6
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B KapTouke roga obpallieHus, aatol

21 | ocopmneHue aboHeHTa (opraHmnsaLums paHee He aboHupoBanach): | OAuH abOHEHT 5,0
npucsoeHne  aboHeHTY  HOMepa;  3anofiHEHWE  KapTOYKM
pernctpaumm aboHeHta MBA wn pasgenutens (dopmynsp);
yKka3aHue MOSIHOr0O HauMeHoBaHus OMGrMoTekn, MNOYTOBOrO
agpeca, TenedoHa, paMmunmn, MeHn, oT4ecTBa OTBETCTBEHHOO
nvua, gatbl OTKPbITMSA 1 HOMepa aboHeHTa

22 | paccTaHOBKa perncrpaumoHHbIX KapTOYeK B KapTOTEKY ofjHa KapTouyka 0,32

23 |odopmneHne  u3BeweHuss ana aboHeHTa  (CTaHZApTHOE | OOHO U3BELLEHNE 1,6
n3BelweHne o6 OTKPbITUM aboHEeMeHTa); 3anpoc HeLOCTatLMUX
CBEOEHUN ANs KAapTOTEKN TUMOBLIM MUCbMOM

24 |npoBepka npaBuUibHOCTH 3anonHeHns 6GnaHka-3akasa, OfVH 3,8
3apomkeHHOCTM aboHeHTa, NpocTaBneHue Ha obopoTte 1-m yactu| ©GnaHk-3aka3
OnaHka-3akasa (CTp. 2) cBOero LwTemMnens u patbl MONy4YeHus
3akasza B pyopuke "CnyxebHble oTMmeTkn OmbnmoTtekaps” npu
BbIMOMIHEHUN W MepeHanpaBfieHnn 3aka3a B CTpoke "palnoHa,
ropoga"

25 |nepegjaya Ha yyacToKk paboTbl C OTKasamMum HenpasWUMbHO OoavH BnaHk 0,43
0POPMMEHHbIX 3aka3oB (HET neyaTn, nognucu, Hepasbop4ynBo
O0POpMMEHHbIE, HEe Ha 43blke oOpurMHana) W  3akasoB
aboHeHTOoB-3aJ0MKHNKOB

26 |wundpoBka 3aka3oB aboHeHTOB; nogbopka OnaHKoB-3aka3oB MO oauH 6naHk 2,7
andasunTy; NPoOBEPKa HaNU4Ms JOKYMeHTa Nno kaTanory

27 |nogrotoBka [OOKYMEHTa K Bblgade: CBepka [OOKyMeHTa C| OAVH OOKYMEHT 14
OnaHKOM-3aKka3oM; MNpoBepKa HanmMumMs CTPaHWUL, W COCTOSIHUSA
OOKYMEHTa; MpocTaBrieHne Ha 6GnaHke-3akase (NUUEBOW CTOPOHEe
1-n n 3-n vactm ctp. 1, 5) WKMPPOB [OKYMEHTa; YyKaszaHue
WHBEHTApPHOro HoMepa, KONMM4ecTBa LOOKYMEHTOB, AaTbl Bblgauu;
Ha O0OOpoTHOW CcTopoHe 2- 4yactTu (cTp. 3) npocTaBneHue
lwTemnens OMBNMOTEKM C Ha3BaHMEM U MOYTOBBLIM a[pPEecoM,
yKasaHue cpoka BO3BpaTta, BroxeHue 2-in yactn bnaHka-3akasa B
BblJaBaeMbli LOKYMEHT; NpocTaBrneHme Homepa 6aHaeponu BHU3Yy

28 |nmocTaHOBKa 3aka3a Ha ovepefdb (B Crnydae 3aHATOCTM M3LaHus); OAWH 3aKas 1.6
aboHeHTy oTnpaBka M3BeLLeHns

29 |nepepava u3gaHUs Ha KOMMpoBaHWe (Mpwu 3aka3e Ha cparmeHT OOVH 3aKka3 2,7
n3gaHns: cTaTbs U3 XXypHana, cOopHuKa)

30 |oTnpaBka LOOKYMEHTOB aboHeHTaMm: ynakoBKa 6aH,1:|,eponM; OONH OOKYMEHT 2,5
B3BELLIMBAHNE; HaKnensaHune MapKu; HanuncaHue agpeca;
CocCTaBlieHue onucu

31 |pacctaHoBka OnaHkoB-3aka3oB (1-s1 4acTb) Ha BblgaHHblE | OOAWH AOKYMEHT 0,32
OOKYMEHTbI (BbICIaHHbIE) B KapTOTEKy OOCNyXMBaHUS abOHEHTOB
B pasgen "BblgaHHble no MBA uagaHms”

32 |6ubnuorpadmyeckas gopaboTka  HEBbLINOMHEHHbIX  3aKasoB; | OOWH JAOKYMEHT 3,2
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YTOYHEHNE Oubnmnorpadnyeckmx CcBefeHUn
n3gaHnaMm

no cnpaBOYHbIM

33

BblABNE€HNE Hann4na 3anpaimBaemMoro JoKkyMmeHTa B 6nbnnoTtekax
ropoga, permoHa

OONH OOKYMEHT

10,2

34

odopmIieHne 3akasa K nepeHanpasneHuo B apyrme omnbnuorteku;
yKkasaHue Ha obopoTHOM cTopoHe 1-i yacTu bnaHka-zakasa (CTp.
2) npuwyuHbl W paTbl NepeHanpaBneHus (wTtemnens "Het B
6ubnmoTeke, HeT B Bubnuotekax ropoaa..."); OTMETKM O NpoBepKe
No CrnpaBOYHbIM U3JAHUAM, CUrnbl OnbnnoTek-poHaoaepKaTenemn
no CBOAHOMY KaTanory

O[VH 3aKa3

2,7

35

oTnpaBka abOHEHTY M3BELLEHMS O MepeHanpaBiieHun 3anpoca C
yKkasaHuem 61MbnmoTekn, Kyaa OH OTnpaBsieH

0[HO M3BeLleHne

1,6

36

peructpaums oTkasa B Y4eTHbIX ¢opmax; oTrnpaBka abOHEHTY
OnaHka-3akaza (3-t0 4acTb) B Cly4ae  HEBO3MOXHOCTU
BbIMOSIHEHNSI C OTMETKOW O MPUYMHE OTKa3a B COOTBETCTBYIOLLEW
pybpuke

OOMH OTKa3

3,6

37

npueM [AOKYMeHTa, BO3BpalleHHOro aboHEeHTOM; nonyyeHue Ha
nouTte, BCKpbiTMe OaHOeponu; MpoBepKa COCTOAHUS OOKYMEHTa;
u3BneyeHne OnaHka-3akasa U3 KapToTekun  OBCNyXMBaHWUS
aboHeHTOB, yKasaHMe Ha HeM [aTbl BO3BpaTa [OOKYMEHTa,
nepectaHoBka OnaHka-dakasa B pasgen "BospalieHHas
nutepaTtypa"”

OONH OOKYMEHT

3,2

38

obecneyeHne KOHTPOINA 3a CPOKaMW NOJNIb30OBaHUA OOKYMEHTaMWU:
BbldBeHne JOoImKHUKOB, HanpaBlieHne HanoOMWHaHWNN

OONH OOKYMEHT

1,6

BbinonHeHune pabot B AC:

39

dopmupoBaHune 6a3sbl OaHHbIX 06 aboHeHTax no
COOTBETCTBYIOLLEN hopMe, BBOA MHDOPMALIMK O HOBOM abOHEeHTe

OOVH abOHEHT

5,4

40

nouck B 6ase AaHHbIX cBefeHun 06 aboHMpPOBaHMM OpraHusauum;
BHECEHNE N3MEHEHUI

OoAVH aboHeHT

3,6

41

BBOA MHOpMaLMK O NpMeEMe 3aKa30B OT aBOHEHTOB

OAMH 3aKa3

0,27

42

BBO4 WHcopMauMu O TrepeHanpaBneHuy 3akasa, BblBO4 Ha

npuHTEpP n3BELLEHNA O nNnepeHanpaBlieHNN 3aKka3a

O[VH 3aKa3

1,6

43

BBOA [AaHHbIX O MOCTAHOBKE 3aka3a Ha oyepenpb; cooblieHue
aboHeHTy

O[VH 3aKa3

1,6

44

perncrpauna BblAAHHbIX a6OHeHTy OOKYMEHTOB, MNpocCTaBlieHune
CpoOKa Bo3BpaTa

OONH OOKYMEHT

2,7

45

yoaneHne n3 MmaccmBa gaHHbIX O BO3BpalleHHOM JOKYMeHTe

OOWH OOKYMEHT

0,16

46

obecrneyeHne KOHTPOSA 3a CPOKaMM Bo3BpaTa [OKYMeHTa: NOUCK U
0oT6GOp AaHHbIX B NAMATU MalUWHbl O 3a40IHKHUKAX; BbIBOL HYXXHOW
MHbopMaLMN Ha MNPUHTEP, pacre4yaTka CMMCKOB C YyKasaHWMeM

OOVH abOHEHT

2,7
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agpeca aboHeHTa

1.7. MaccoBas paboTta

Tabnvua 11

N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMN,
MVH.

1 2 3 4

MogrotoBka MaccoBbIX MEPONPUATUI

OnpegeneHve Tembl, COCTaBa ayaWTOpUM, OTBETCTBEHHOIO 3a 0fHO
MeponpusTMe B LEeNioM; COCTaBfieHWe nfaHa noAroTOBKW | MeponpusTue
MeponpusATUA, BOMPOCOB AN OGCYXOEHWs; npurnawieHue
KOHCYNbTaHTOB, JEKTOpPOB; noaGopka [OKYMEHTOB MO Teme
MEpPOMNPUSATUSA; OpraHu3auusi BbICTaBKM NUTepaTypbl, anbboMOB;
OMOoBELLEHNEe uuTaTeniel o MeponpuaTMM  4Yepe3  aduLiu,
nyénukauumM B neyatu, MO paguvo, TeneBUOEHWIO; BbiIBNEHUE
BbICTYMalOLWMX; MeyaTb W pacnpocTpaHeHuWe npuriacuTeribHbIX
OGuneToB; MoAroToBKa MOMELLEHMWs; NMPOBedeHMEe COBELLaHus Mo
UToram MOAroTOBKM U NPOBEOEHUs MeponpuaTis, odopMneHue
npoTokona:

1 |uuTaTenbckasa koHdepeHuns 4900,0

2 | nuTepaTypHO-XYAOXECTBEHHbIN Beyep, Bedep OTPacreBOn KHUMM, 3340,0
auenyt

3 | Bedvep BOMPOCOB N OTBETOB, YCTHbIN XXypHan 2600,0

4 | kny6 no nHTepecam 2600,0

5 |peTckuin yTpeHHuK 3900,0

6 |BMKTOpPWHA, KOHKYPC, Urpa-nyreLwecTeme 3900,0

OpFaHVISGLI,VIFI KHWXHbIX BbICTaBOK

CocTaBneHve nnaHa opraHusauMm W MNpOBEAEHUS BbICTaBKY;
BbISIBIIEHNE U OTOOP AOKYMEHTOB; MOArOTOBKA COMPOBOAUTENBHON
OOKYMEHTaLMK K BbICTaBKe; CO30aHNe XyOO0XXECTBEHHOIO MPOEKTa;
MOHTaX BbICTaBKW; OpraHusaums WHGOPMaLMOHHO-PEKTAMHOM
paboTbl MO nonynspu3auuM BbICTABKW; NOABEAEHUE WTOroB
paboThl

TemaTnyeckme  BbICTaBkMm  00LLeOMONMoOTEYHOro  MacwTaba,| oaHa BbiCTaBKa
opraHusyemble Ha ooHaax Gubnunorteku

KonnyecTtBo 3KCNOHATOB:

7 |1-50 560,0
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[aTta coxpaHenus: 21.05.2015

8 |51-100 1120,0
9 |[101 - 200 2240,0
BbicTaBku no onpegeneHHoM oTpacnM  3HaHUMKW  wunuM  Teme,
opraHusyemsble:
Ha doHae BubnuoTtekn OfHa BbICTaBKa
KonunyecTtso aKCnoHaToB:
10 |1-50 310,0
11 |51-100 940,0
12 |101 - 200 1920,0
Ha cdoHae oTaena ofHa BbICTaBKa
KonuyecTtBo 3KCnoHaToB:
13 [1-25 180,0
14 |26 -50 360,0
15 |51-100 720,0
BblCTé:BKIA, NOCBSILLEHHbIE XM3HU U [AEATENbHOCTU BbIJAOLIMXCA | OAHA BbiCTaBKa
nogen
KonunyecTtso aKCnoHaToB:
16 |1-10 47,0
17 |11-25 110,0
18 |26 - 50 210,0
BbicTaBkn Ha nonkax crennaxen ofHa BbICTaBKa
KonuyectBo 3KCnoHaToB:
19 [1-5 25,0
20 |6-10 44,0
BbicTaBKM HOBbIX NOCTYMNEHWIA ofHa BbICTaBKa
KonuyectBo 3KCnoHaToB:
21 |1-25 40,0
22 |26 -50 72,0
23 |51-100 160,0
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Peknama 6ubnmoTeku; paboTta No NpUBEYEHUIO YNTaTENEN:

24 |nopgrotoBka peknamHoro coobueHnsa B neyaTtb, MO paguo, oHa 420,0
TeneBuaeHuo o pabote onbnnoTeku, ocobeHHoCcTaX |  nybnukauwms,
PYHKUNOHUPOBAHUSA pasnUuYHbIX MOApa3feneHuin, HOMeHKnaType OfHO
yCryr, npegocTaBnsiemMbix 6MbrMoTekomn coolLeHne

25 |noaroToBka nnakaTta o gesaTenbHoCcTU 6ubnuoTtekun (BblBOp TeMmbl, oauH nnakaTt 210,0
onpefeneHue cogepxxaHusa n opmbl, caaya B nevatb)

26 |opraHu3aumst 9KCKypcun; npuvem n  odopMSieHMe  3asiBKW, | OgHa 3KCKypcud 52,0
YTOYHEHWE TEMbl SKCKYPCUA N COCTaBa 3KCKYPCaHTOB
BobisiBneHue noTeHuManbHbIX noTpebutenen
BUBNNOTEYHO-UHDOPMALIMOHHBIX YCIyr GubnuoTeku:

27 | npocMOTp npecchl OAWH OOKYMEHT 6,8

28 | NpocMOTp M aHanu3 JOKYMEHTOB KOHKYPUPYIOLLNX hrpm OAVH OOKYMEHT 52,0

29 |BegeHue KapToTeKn NOTPEOBUTENBCKOro pbiHKa OfHa KapTouyka 13

30 |BCTpeuu ¢ pykoBoantTenamu pupm, opraHusauuin, npeanpuaTnim OfHO 210,0

MeponpusaTme

31 |cbop n nogrotToBka maTepmanoB Ans UHPOPMAaLUMOHHbLIX OykneToB | opuH GykneT 7680,0
(obLmx, Mo OTAENbHOMY NPOEKTY)

32 |paspaboTka Au3anHa 1 MakeTa MHPOPMaLIMOHHbIX BykneToB oavH byknet 14400,0

33 |obecnevyeHne KOHTPONS Ka4yecTBa rOTOBbIX WMH(OPMALMOHHBLIX | OfMH OykneT 20,0
OykneTos

34 |noabop cyBEHUPHOW NPOAYKLMK OAHO 1440,0

MeponpusaTme
35 |noaroTtoBka pa3gaTtoyHbIX MaTepuanoB MeponpuaTua OfHO 480,0
MeponpusaTme

MpumeyaHue:

- BpeMS opraHu3aLMu BbICTABOK NUTEpaTypbl, NPOBEAEHNE MACCOBbIX MEPONPUATUA U IKCKYPCUA B HOPMY
BPEMEHU He BXOOMUT;
- K HOpMaMm BpeMeHU NPUMEHSIOTCS MOBbILLAIOLWNE KO3 PULMEHTLI: MPU OpraHu3aLnmy Bble3gHOW BbICTaBKM -
1,1; Npu aKCNOHUPOBaAHUUN Ha BbICTABKe NUTEpaTypbl HA MHOCTPaHHbIX A3blkax - 1,6, Npyu paboTe ¢ AOKYMEHTaMu Ha
Aa3blkax Asum n Adpuku - 2,0.

1.8. CnpaBo4Has u nHgpopmaumoHHas paborta

Tabnuuya 12
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMU,
MVH.
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1 2 3 4
Y4YeT NoCTYNMBLUNX BTOPUYHBIX AOKYMEHTOB (KapTO4YeK)
CymMMapHbIN y4eT KapToYek B XXypHarne NoCTynreHnn v BelbbiTust B|  ogHa naptus
permcTpaumoHHbIX KapToTeKax
Yuncno NocTynmBLLNX KapTOYeEK:
1 |1-110 19,0
2 |111-220 63,0
3 |221-600 160,0
4 |BblsiIBNEHNE HEBbLIMOMHEHHbIX 3aKa3oB; COCTaBMeHWE 3asiBKU Ha O[VH 3aKa3 4,5
HEBbINOMNHEHHbIE 3aKa3bl
OpraHusaums cnpaBo4vHo-bubnmorpaduyeckoro annaparta (CBA)
MpocmoTp 1 oT6op OOKYMEHTOB U3 TEKyLUUX MOCTYNMeHun Ang
BktoueHnsi B CBA, B ToM uncrne kpaeBegyeckuin katarnor:
5 |kHura oHa KHura 3,2
6 | cOOopHUK ofHa cTaTbs 2,7
7 |>xypHan O[lHa cTaTbA 2,7
8 |raseta oHa cTaTbs 1,6
9 |6ubnuorpadgunyeckoe nocobue OAHa 3anuncb 0,5
10 | neTonuch KHWXHbIX, XXYPHAarbHbIX W ra3eTHbIX cTaTen OAHa 3anuncb 0,83
11 | NPUKHWXHBIN BuBnMorpaduyecknin CNMCok OofHa 3anuncb 0,5
CocTaBneHune dmbnmnorpaduyeckon 3anncu OfHa 3anucb
Konu4yecTtBo anemeHToB Bubnmnorpaduyeckon sanmcu:
12 |1-4 3,2
13 |5-6 0,5
14 [7-9 6,0
CocTtaBneHve aHHOTauuMW, U3yYeHWe [OOKYMEHTa, HanucaHwe | ogHa aHHOoTauus
TekcTa:
15 | aHHOTUpOBaHUE KHUT 260,0
16 |aHHOTMpOBaHWe cTaTemn 156,0
17 |aHanuTMyeckass pPOCMUCb  >KYPHasbHbIX, ra3eTHbIX CcTaTeun,| OOWH OOKYMEHT 3,8
cbopHuMKOB, OuMbNMorpaduyecknx nocodbuin: O03HaAKOMIIEHME C
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cogep)xaHueM uagaHus; coctaBreHne aHannMTUyYeckon pocnmcu

MpocmoTp NOCTYNUBLUMX  WUH(OPMALMOHHBLIX  (BTOPUYHbIX)
OOKYMEHTOB M ux otbop anga BkrodeHuss B CBA (nepBuYHbIv
oThop)

MpocmoTp MHGPOPMALMOHHOIO U34aHus (B TOM YMCIE KapTOYku) 1
OoTOOp M3 HMX [JOKYMeHTOB pAna  BknwouveHuss B CBA;
cucTteMatmsauus Kaptoyek Mo TunaMm KaTaroroB M KapToTek;
NnpoBepKa MHOEKCOB; pacCTaHOBKA KapTO4KK

0/[lHa KapToukKa

Yuncno kapToyek:

18

1-10

18,0

19

11-100

165,0

20

101 - 300

490,0

MpocmoTp u otbop kaptodek B CBA C uenblo usbsaTUS Unn
nepemMeLLeHuns (BTOpUYHbIN 0TOOP):

21

M3bATUE U3 KaTanoroB W KapTOTEeK KapToOveK Ha [OKYMEHTbI,
cruvcaHHble u3 ¢oHaa; NpoCMOTp KpaeBea4eckux,
Bubnuorpadmnyeckux n cakrorpauyeckux KapToTek, N3baTne us
HMX  KapToueKk Ha  [OKYMEHTbl, MOTEepsBLUME  LEHHOCTb,
nepeBefeHNe KapTOYEK B apXWBHbIE KAPTOTEKM (YHUUTOXEHUE);
BHECEHWE OTMETKM B >KypHane y4yeTa MW perncrpalmoHHON
KapToTeke

ofiHa KapTouka

15

OpraHu3auuns reHepansHoro cuctemaTtndeckoro katanora (IFCK):

22

npocmMoTp u oTbop [OOKymeHTOB Aand BkrodeHuss B [CK;

ocbopmMIieHne KapToyek

OOWH OOKYMEHT

2,7

23

HanmcaHme n pacCtaHOBKa pasgenurtend

OoaVH
pasgenuTens

1,7

PenaktmnpoBanue 'CK:

24

ucknoveHme n3 NCK kapToyek Ha OOKYMEHTbl, YCTapeBLIMX WIn
HenpogUIbHLIX, NepeBefeHne UX B apXUBHYKO 4YacTb (U3bATHE);
Aetanusauusi pasgenos

0[iHa KapTouka

15

25

HanuncaHme HOBbIX pa3aen ntenen

OoaVH
pasgenuTens

1,4

OpraHuzaumsi KapToTekV NepcoHanmi:

26

onpeaerieHve 1 CocTaBfieHne NepeyHs nuL, CBeAeHUst O KOTOPbIX
oTpaxatloTcs B KapToTeke; NPOCMOTP MHAOPMAaLMOHHbBIX U3aaHWi,
NepBUYHbIX AOKYMEHTOB; OTGOpP AOKYMEHTOB AN BKMOYEHUS B
KapToTeKy

OONH OOKYMEHT

15

27

TEXHMNYECKaAa W coaepxaTterbHaa 06pa60T|<a OOKYMEHTOB A51A
BKINKOYEHNA B KapTOTEKy; pacCTaHOBKa KapTo4eK Mo aJ'I(*)aBI/ITy

OONH OOKYMEHT

2,7

KoHcynbTaHTINNOC
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thamunumii asTopoB 1 No BUAaM JOKYMEHTOB
28 | HanucaHue n paccTaHoBKa pasgenurenen OOVH 1,4
pasgenutens
Opranuzauns dakrorpadudeckon kaptoteku (PK):
29 |onpepeneHve npegmeTta, obbekTa U OCHOBHbIX NPW3HAKOB ANs| OAMH LOKYMEHT 2,7
oTpaxeHusa B ®K; npocMoTp AOKYMEHTOB 1 OTOOP ANS BKNHOYEHMUS
B OK; 3aHeceHMe o0TOOpaHHbIX CBeOEeHUM Ha  KapTbl
MHPOPMALIMOHHOTO MaccvMBa C BHECEHUMEM COOTBETCTBYHOLLUX
OTMETOK B MOUCKOBbIM MaccuB haktorpacmyeckon kKapToTekm
30 |pepaktupoBaHve ®K; npoBepka NpaBUMbHOCTU  BHECEHWUS | OAWH AOKYMEHT 1,6
CcBeAEeHUN 1 ykazaHun 06 UCTOYHMKaX MHdOopMaLK
31 |HanucaHue u paccTaHOBKa pasgenurenen OOVH 1,4
pasgenutenb
OpraHusauns TeMaTuyecKknx nanok ra3eTHbIX BbIPe30oK:
32 | NpOCMOTP raseTHbIX BbIPE30K, cucTeMaTmsaumns nx OfHa Bblpeska 2,5
33 |odhopMmneHne BbIPE30K s XpaHeHMs B TeMaTuM4eCcKUX narkax;| OJHa Bbipeska 3,2
KpaTKkoe onucaHue UCTOYHMKA, HaKNenBaHue Ha KapTo4ku
1.8.1. CnpaBo4Ho-6ubnuorpacuyeckoe obcnyxmsaHue
Tabnuua 13
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n n3mepeHuns BpeMeHWU,
MWH.
1 2 3 4
Mpnem Gnbnuorpaduryeckmnx 3anpocos:
1 |npuem OGubnuorpadmyeckoro 3anpoca; YTOYHEHWEe TeMbl,| OAMH 3anpoc 0,43
LeneBoro U 4mTaTenbCKOro HasHayeHwsl, MONHOTbl WUCTOYHUKOB,
TMNOB, BUOOB 1 XPOHOMOrMYECKNX pamMokK 3arnpocoB
BbinonHeHne cnpaBokK
BbInonHeHMe TemaTnyeckon crnpaBku; NOUCK U OTOOP JOKYMEHTOB; | OfHa cnpaBka
cocTaBrneHue bubnuorpaguyeckoro onMcaHus
[MMCbMEHHO; KONMYECTBO NCTOYHMKOB:
2 |1 3,0
3 |2-5 15,0
4 |6-10 30,0
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YCTHO; KONMYECTBO NCTOYHUKOB:

5 |1 2,0
BbinonHeHuwe agpecHo-6mbnmorpadnyeckon CrpaBky;
YCTaHOBMEHUE HanU4uMs UM MecTa HaxOoXOEeHWs OOKyMeHTa Wiuv
ero 4Yactm B ooHae 6ubnmortekn
MUCbMEHHO; KONMMYECTBO MCTOYHMKOB:

6 |1 2,0

7 |2-5 12,0

8 |6-10 24,0
YCTHO; KONMYECTBO UCTOYHUKOB:

9 |1 15
BbinonHeHne  yTouHsioWwen — Gubnuorpadumyeckon  cnpaBky, | OfHa cnpaBka
yCTaHaBMMBatoLLEeN " (nnn) YTOYHSIOLEN 3NEMEHTBI
Gubnuorpacpmyeckoro onucaHus, KOTOpble OTCYTCTBYIOT MMM
NCKaXKeHbl B 3anpoce yntaTenst
MUCbMEHHO; KONMYECTBO UCTOYHMKOB:

10 |1 2,7

11 |2-5 14,0

12 |6-10 27,0
YCTHO; KONMYECTBO UCTOYHUKOB:

13 |1 1,6
BbinonHeHne dakTorpadmyeckon cnpasBku, YyCTaHaBnuBalollen | ofHa cnpaBka
KOHKpETHble CBEAEHUS O TeX WM WHbIX 0bbekTax, CoObITUAX,
npoteccax, gatax
[MMCbMEHHO; KONMYECTBO NCTOYHMKOB:

14 |1 2,7

15 |2-5 13,5

16 |6-10 2,7
YCTHO; KONMYECTBO NCTOYHUKOB:

17 |1 1,6
KoHcynbTauus y cnpaBo4YHO-6nbnunorpadudeckoro annapara:

18 |npoBeaeHue Gecedbl O CO34aHUN M UCMOMbL30BaHMM CMPABOYHOIO ofHa 4,2
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annapara, no MeToauke Gubnmorpadguryeckoro novcka KOHCYNbTaumst

BeneHne (*)OHLI,a BbIMOJIHEHHbIX CMpPaBOK:

19 |oT6op cnpaBku ans ¢oHAa, pasnoXxeHne nNo nankam (KOHBepTaMm);| oAHa cnpaeka 4,2
ocbopmMIieHne cnpaBku

20 |cocTaBrneHne KapToOYKM [ONA  apxXuBa; YKa3aHune nopAagkoBoro | oO[4Ha KapTodka 2,7
HOMepa, TeMbl, AaTbl BblAa4yn; NOCTAHOBKA KapTOYKM B KapTOTEKY
apxuBa BbIMNOJTHEHHbIX CNpPaBoOK

PaboTbl B pexxume AC:

21 | cdopmmpoBaHne [CK; BBOg B ©0a3y [aHHbIX aHanMTUYECKOM | OgHa KapTouka 2,0
POCMMCK ra3eTHO-XKypHarbHbIX CTaTen, COOPHUKOB

22 | nouck un oTbop Bubnuorpadumyecknx sanucemn no ycnoBmusim OfHa KapTo4ka 2,7

23 |BbIBOA Ha 9KpaH Gubnuorpadunyeckon 3annucu Mnu OTAENbHbIX U3 | OOHA KapTouka 1.6
Hee cBedeHWn; pacrneyaTka

1.8.2. bubnmorpadunyeckoe nHbopmMmpoBaHmne

Tabnvuya 14

N HanmeHoBaHue npouecca, onepauuun. Coctas paboTsl EavHnua Hopma
n/n n3MepeHus BpeMeHHU,
MUH.

1 2 3 4

BbisiBrieHne MHGOPMALMOHHBIX MOTpPeOHOCTEN  CneumnanncToB
METOAOM aHKETUPOBaHUS:

1 |onpepeneHuve KOHTUHIeHTa notpeburtenen MHdopMaLuu; oauH 34,0
paspaboTka 3asBOK AOns  onpeAdeneHnss  MHAOPMAUMOHHBIX |  noTpebuTens
notpebHocTel (3anpocoB); pacchinika (pacnpocTpaHeHne) 3asBOK;
obOpaboTka MONyYeHHbIX 3asiBOK; COCTaBrieHne Ha 0Oase
MONMyYeHHbIX [daHHbIX KapTOTEKU KOHTMHreHTa noTpebutenen
MHpbopMaumm 1 X MHPOPMALMOHHBIX MOTPEBHOCTEN (3anpocoB)

BbisiBrneHne nHMOpPMaLMOHHbLIX NOTpebHOCTen cneunanucTtoB Ha
OCHOBE aHanusa nnaHoBO-OTYETHON AOKYMEHTaLunK:

2 |oTbop, M3yyeHune, aHanmM3 OTYETHbLIX OOKYMEHTOB; (POPMUPOBAHME | OLMH OTYETHbIN 24,0
TemMaTWKu CnpaBoOYHO-MH(OPMaLMOHHOIO 06CNYXNBaHNSA B Pa3HbIX OOKYMEHT
pexunmax

3 |pacnpegeneHve  TemMaTudeckMx  pyobpuvK  MHOPMALMOHHLIX | oAHa pybpuka 2,7
notpebHocTen no  noapasgeneHuvsm, y4acTBYHOLUM B
CnpaBoOYHO-MH(OPMaLNOHHOM 0BCY>KMBaHUN

3aknioyeHne c¢ aboHeHTamum [oroBopa Ha WHGPOPMAaLMOHHOE
obcnyxuBaHue:
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4 |aHanu3 JaHHblX O  3aMHTEpPecoBaHHOCTM  abOHEHTOB  B| OAMH LOroBOp 2300,0
WH(POPMALMOHHOM OOCNYXMBaAHUN U pexumMax n3duparteribHOro
pacnpoCcTpaHEeHMs1 U PETPOCMNEKTUBHOIO MOWUCKA; 3aKIuYeHne u
nepecmoTp goroesopa

dopmupoBaHne cetu abOHEHTOB CUCTEMbI U3bUpaTenbHOro
pacnpocTpaHenus uHgpopmaumm (MPW):

5 |onpeaeneHue KOHTMHreHTa aboHeHTOB cuctembl UPU; BoisiBneHne | oguMH abOHEHT 34,0
TUNOBbLIX W WMHAMBUAYamNbHbLIX 3anpocoB abOHEHTOB; W3y4veHue,
Knaccudukaums, MHOeKCMpoBaHmne 3anpocoB; BBeAEHME OaHHbIX O
3anpocax B agpecHyo KapToTeky

lNogroTtoBka curHanbHOro onoeelleHusi B cucteme VMPU

BbisiBneHne, npocmoTp U oT6op MaTepuanoB W3 TeKyLuX 0fHO
NOCTYNMeHW; pacnpegeneHne oToGpaHHbIX MaTepuanoB uM3| OnoBelleHne
TEKYLLUX NOCTYNMEHWit no aboHeHTam

KonnuectBo NPOCMOTPEHHbIX JOKYMEHTOB!:

6 [1-2 3,0
7 |3-4 12,0
8 |5-10 32,0

MogroToBka NoabopoK CUrHanNbHbIX ONOBELLEHN B cucteme VPU

3anonHeHne GnaHka-sakasa Ha TUPaXWpOBaHWE, PerucTpauuio 0fHO
MOCTYMMBLUMX KOMWIA, NPOBEPKA MX KayecTBa U SK3EMMNAPHOCTM; | OMoBeLleHue
3anonHeHne ConpoBoAUTENbHO JOKYMEHTaLMK

Konun4yecTtBo 3anpocos:

9 |1-2 14,0
10 |3-4 17,0
11 (5-7 21,0
12 |8-10 25,0

MpocmoTp n oTOop AoKyMeHTOB A5is BBoAa B AC

MpocmoTp MaccmBa NOCTYNUBLLMX JOKYMEHTOB; OTOOP JOKYMEHTOB | OAWH AOKYMEHT
COOTBETCTBYIOLLIEN TEMATUKN N BBeAeHWNe B 6a3y AaHHbIX AC

OT00p NEepBUYHBIX JOKYMEHTOB:

13 |1-50 290,0

OT0OOp BTOPUYHBIX JOKYMEHTOB:

14 11-50 110,0
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[aTta coxpaHenus: 21.05.2015

15 |nogroToBka KapTouku Anst pabounx kaptotek MPU O[JHO onucaHme 2,7
16 |noproTtoBka TpacdhapeToB ¢ kapTodkamu UPU ansa TupaxnpoBaHus | oguH TpadapeT 14
KoppekTrpoBka BbIXOAHbIX TabynarpamMmm:
17 | ocHoBHOM psAa ofHa 3anucb 2,7
18 |BcnomoraTtenbHbI yKasaTesb oJHa 3anucb 1,6
19 |pepakTupoBaHue BbIXOAHbIX TabynarpamMm UM OodopMreHne | OaHa 3anucb 4,2
OOKYMEHTOB
20 | paspeska, pacneyaTka nogdopok Ha OTAENbHbIE ONUCaHUs OAHO onucaHue 1.6
KoppektupoBka cuctembl AP no pesynbtatam aHanusa kapT
obpaTHon cBA3K
O6paboTtka n aHanu3 kapTbl 0OpaTHOWM CBSA3WN; BHECEHWE OLEHKM ofHa KapTa
CUrHanbHOro  OMoBelleHWss B  Y4eTHy KapTy aboHeHTa;
KOppEeKTUpOBKa CUCTEMbl Ha OCHOBE aHanusa kapT obpaTHou
CBA3N
KonnyecTBo KapT:
21 (1-7 70,0
22 |8-10 75,0
23 [11-15 80,0
24 (16 - 20 85,0
Bblaava 4OKyMeHTOB MO 3anpocy:
25 |BbiSiBNeHMe n oTbop [OKYMEHTOB (M34aHMsa) No 3anpocy B| OAMH LOKYMEHT 1,4
CMpaBOYHO-UH(POPMaLMOHHOM  (boHae, odbopmneHne Bblgaun
OOKYMEHTOB B YCTaHOBMEHHOM MOPSAAKe
pynnoBoe 6ubnuorpacuyeckoe MHHPOPMUPOBaAHMKE:
26 | hbopmmpoBaHme cocTaBa rpynnbl abOHEHTOB OfVH abOHEHT 720,0
27 | yTOYHEHUe TeMbl, CornacoBaHMe UCTOYHUKOB MHOpMaLMK, BUAOB ofHa Tema 3,6
OOKYMEHTOB
28 | cocTaBneHune perncTpaLMoHHON KapTOYKK OfHa KapTo4ka 1,6
lMogbopka OOKYMEHTOB QA uWHOpMauuv; COCTaBleHMe W | OfHa KapToudka
HanucaHve OMoOBELLEHUs; OTMNpaBKa OMOBELLEHUs; 3anicb B
KapTO4KM MHpOpMaLUK; aHanNn3 kapTbl OOpaTHOWM CBSA3K
IMCbMEHHO; KONUYECTBO U3OAHUNA:
29 [1-5 12,0
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30 |6-10 24,0

YCTHO; KONMNMYeCcTBO N3aaHUI:

31 |1-5 12,0

OnepaTnBHOE UHPOPMUPOBaHME MO 3aNpocy:

32 |opmmpoBaHne cetn abOHEHTOB, BbISIBIEHWE TUMOBLIX W | OAWMH aOOHEHT 4.4
WHAMBUAOYanNbHbIX 3anNpocoB noTpeburtenen

33 |u3yyeHune, knaccudmKaumMa 3anpocoB; BBEAeHME [aHHbIX 0| OAWH 3anpoc 6,3
3anpocax B apecHyto KapToTeky

HanucaHue 0630poB 1 cnpasok

BoisiBneHne un oT160p MCTOYHMKOB, 0OpaboTka W aHanu3 | oguMH aBTOPCKUI
0TOOpaHHbIX OOKYMEHTOB; HanuMcaHue TekcTa 003opa (cnpaBku); (aBT.) nuct
NMoAroTOBKa PYKOMUCK K neyaTu

O630p (cnpaBka) No NEPBUYHLIM UCTOYHUKAM:

34 |Ha pycCKOM sA3blke 5400,0
35 |Ha MHOCTpaHHOM $i3blke 7200,0
36 |0630p (cnpaBka) N0 BTOPUYHBIM UCTOYHMKAM 4100,0

OpraHuzaums u npoBedeHWe YCTHbIX  Bubnuorpaduyeckmnx
0630p0OB HOBbLIX MOCTYNEHWUN

OT0OOp HOBbLIX NOCTYMMEHWI MO 3apaHee OOBLSABNEHHON TEMAaTUKE; OfVH 0630p
cucTeMaTm3aumMs MUCTOYHMKOB MO TemMaM, NPOCMOTP W aHanus
OOKYMEHTOB; nogbopka Ombnunorpadnyeckmx OnMucaHum, KpaTkux
aHHOTauun, pedepaToB Ha OTOOPaHHbIE WCTOYHWMKWU; MOATOTOBKA
pykonucu 6ubnuorpadguyeckoro ob63opa

KonunyectBo NPOCMOTPEHHBIX M OTOGPaHHbLIX JOKYMEHTOB:

37 |1-10 400,0
38 |11-25 450,0
39 |26 -55 500,0
40 |56 -140 600,0

MogroToBka 610NNeTEH HOBbIX I'IOCTyI'IJ'IeHMﬁ

YTouHeHMe (onpepeneHnMe) TemaTU4yecKux TrpaHuL, Moucka W |ogHa GrnneTeHb
oTOOpa [OOKYMEHTOB; co3fgaHuMe pybpukatopa OronneTeHs;
BbiBIiEHNEe © OTOOp [OOKYMEHTOB B MacCuMBe  TEKyLUMUX
MOCTYNJIEHUA WCTOYHUKOB MHGOpMauuKn; nogdopka aHHoTauumn,
pedepaToB, UX cucTemaTusaums

KonnuectBo NPOCMOTPEHHbIX JOKYMEHTOB!:
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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

OpraHusauus v nposegeHue "OHa nHpopmaumnm™:

46

onpedeneHne  TeMmbl; COCTaBfeHWEe nnaHa  MpOBEAEHUs;
BbiSIBIIeH/NE W [ocTaBka [OKYMEHTOB W3 COOTBETCTBYHLUUX
nogpasgeneHni GubnmoTekn; NpocMoTp M OTOOpP [OOKYMEHTOB;
npurnawleHvne CneunanncToB-KOHCYIbTAHTOB; No4roToBka
BbICTABKM  NUTepaTypbl;  OMOBELUEHVWE  3aWHTEPECOBaHHbIX
opraHu3aumMi U cneuuanucToB;  0GOPMISIEHNE  BbICTaBKY;
HanucaHne KpaTKMX aHHOTauui; opraHu3aums cbopa 3asiBOK Ha
OOKYMEHTbl, WX  Bblga4va, KOHCYNbTMPOBaHWE,  OEXYPCTBO
onbnuorpadoB; NnpoBeageHNE aHann3sa MeponpusaTms

0fHO
meponpusaTe

640,0

OpraHusauus v nogrotoska "[Hsa oubnuorpaduun”, "[OHsa nocobusa™:

47

YTOYHEHNE  TeMbl; cocTaBneHue nnaHa; odopmneHne
BbICTaBKWN-NPOCMOTPA; noAaroToBKa 0630pa; MOAroToBKa
KOHCynbTauuu; COCTaBMEeHMWE W  HanucaHne OObABNEHWS;
COCTaBMEHME W HanNucaHwe MNpuUrnacuTenbHblX MNUCEM, UX
paccbifika; npurraweHne 3avHTepecoBaHHbIX NvL, MO paguo, no
TenegoHy, MM4Ho

ofHO
meponpusaTe

1940,0

OpraHnsauus n nposegeHue "[OHa cneynanucra”

Onpepnenenve Tembl "[Hs cneunanucta” ¢ 3anHTEpPECOBAHHLIMU
opraHusaumsimm, hopmbl NPOBeAeHMs (CTauuoHapHasi, Bble3gHas),
OTBETCTBEHHOIO 3a MeponpusaTue B LIENOM; COCTaBNeHWe nnaHa
MeponpusaTus, nporpammbl noucka M otbopa MHEOPMALMOHHBIX
MaTepuanos; NOAroToBKa OTKPbITbIX MPOCMOTPOB M TEMATUYECKMX
BbICTAaBOK nuTepaTypbl MO chneuuanbHOCcTU, Bubnuorpadudeckmne
0630pbl; 3akas nekuun, KMHOUNbMA; ornoBelleHne
3aMHTEPECOBAHHbIX  OpraHusauun;  odopMIIEHNE  BbICTaBKY;
opraHusaumsi OexypcTea 6ubnnorpados,
KOHCYNbTaHTOB-CNELManMCcToB; obecrnedeHne Bbigadun usgaHui
WU UX KOMUIA BO BPEMSI MEPOMPUATUS MU HemnocpencTBEHHO
rnocrne Hero; 4eMOHCTpauus BbICTaBKW; aHanu3 pesynbtaToB "[Hs
cneuywanucra”

0fHO
meponpusaTe

Yucno ConyTCTBYHOLLMNX MepOI'IpMFlTMW

48

1940,0

49

2600,0

50

3500,0
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51

7-8

4600,0

MpumeyvaHue: Bpemsi npoBeaeHus "[OHA nHgopmauuun”, "OHs cneumanucta”, "OHa 6ubnuorpacdum” B HOpMy
BPEMEHW HE BXOAWT.

1.8.3. IHdbopMaumoHHas paboTa

Tabnuua 15

n/n

HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl

EavHnua
n3mepeHust

Hopma
BpeMEHW,
MWH.

2

4

MoarotoBka nonynsapHbIx Gubnuorpadryecknx nocodumn

Bbibop TemMbl nocobus; BbiSBEHME W OTOOP [OOKYMEHTOB,
dopmMrpoBaHue pasgenos Nocobusd; aHHOTUPOBAHME OOKYMEHTOB;
nogbopka pakTorpacdmyeckoro maTepuana,  MNAACTpaLUI;
HanucaHne TeKCTa; COCTaBlieHVMe BCroMoraTerbHbIX ykasaTenen;
KOHCyNnbTauMm y CMeuuanuncToB Ha pasfnuyHbiX dTanax paboThbl;
obcyxaeHne pykonucu Ha 3acefaHnyM Hay4YHO-MEeTOAMYECKOro
(pepakumMoHHOro) coseta; gopaboTka pyKOnMCKU MO 3aMeyvyaHusiM;
cAada pykonucum B nevaTb:

cocTaBrneHue nonynspHoro 6Gubnuorpaduyeckoro ykasaTens,
nyTeBoaNUTENS!, CNPaBOYHUKA

OAWH aBT. JINCT

13500,0

noaroToBKa KOMMEeHTapues, npmmeanMVl
nonynAaApHoO-NnpoCcBETUTENTIbHOIO Xapakrtepa, He Tpe6yrou.|,v|x
cneunanbHbIX UCcreaoBaHnin

OOWH aBT. NMUCT

5400,0

noaroToBka KOMMeHTapwues, npumMeYaHun
Hay4YHO-UCCNeaoBaTesibCKOro Xxapakrepa

OAWH aBT. JINCT

10800,0

MogroTtoBka PETPOCNEKTUBHBIX Hay4YHO-BCMOMOraTesbHbIX
ombnmorpaduyeckux ykasaTenemn:

BbIOOp TeMbl; co3daHWe aBTOPCKOro KONMekTuea;, paspaboTka
WHCTPYKTUBHO-METOANYECKME MaTepuarosB; BbISBIEHWE U OTOOpP
OOKymeHTOB; pabota Hag 6ubnuorpacuyveckon  3anuchblo;
aHHOTMpOBaHWe; Bubnuorpadguyeckas rpynnMpoBKa; CocTaBreHne
BCMOMoOraTenbHbIX ykasaTternen; obcyxaeHne pykonucu ykasatens
Ha 3acegaHuM Hay4yHO-MeToAMYEecKoro (peaakuMOHHOro) COBETa;
gopaboTka Mo 3aMeyaHusiIM; cgada pyKonucu B neyarthb;
cocTaBneHne 6ubnuorpaduyeckoro ykasaTenss Mo akTyanbHOW
TemMaTuke C XPOHOMOIMYECKMM OXBaToM OT 2-x Ao 5-Tm net u
aHHOTaUUSIMW, NOSICHAOLLMMUW Ha3BaHUS

OOWH aBT. NMUCT

9720,0

CoctaBneHve bubnunorpaduyeckoro ykasatens rno KOMMeKCHbIM
N MexoTpacneBbiM npobremam oOLWEero u pernoHanbHOro
cogepXaHuss C XpoHonorudeckmm oxatom 1 - 2 roga, C
aHHOTaUUSAMM, MOSICHAOLNMUN HA3BaHUS:
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5 |Ha pycckom sa3blke 9720,0
6 |c BknmoveHnem ot 30% po 40% obvema nybnukaumi Ha 11000,0
WHOCTPaHHbIX A3blKaX
7 |cocTaBneHne aHHOTUPOBAHHOro Gubnuorpaduyeckoro ykasaTtens| OguH aBT. JIUCT 18800,0
MHOroOTPacneBoOro CoAep>KaHNsA ¢ XPOHONOMMYECKUM OXBaToOM [0
100 netr wn ©6onee, TpebywoLero CHAMAOWHOO MNpPOCMOTpa
JOKYMEHTOB, CINOXHbIX Gubnuorpadmyeckux pasbiCKaHui, yveTa
BCEX nNepeumspaHuii nybnukaumim M KX XapakTepucTuku nytem
CNNYEHUS TEKCTOB
MoproTtoBka aHanuTu4eckoro ob63opa
BbisiBrnieHne un oT1bop [JOKYMEHTOB nAns o630pa; noAroToBKa| OAMH aBT. MUCT
pybpukaTtopa npegmeTa 063opa; usydeHne u oLeHKa JOKYMEHTOB;
cucTemaTmsaLms mMaTtepuana, cocTaBneHune TeKcTa
aHanuTudeckoro o63opa; obCyXOeHWe pyKkonucu Ha 3acefaHuu
Hay4yHO-mMeToau4eckoro (pedakuMOHHOro) coseTa, [p[opaboTka
0630pa no 3amevaHusaM; caaya B neyarb:
8 |no pycckum nepBUYHbLIM UCTOYHUKAM 9720,0
9 |no cmewaHHbIM NepPBUYHBIM UCTOYHMKaM 10800,0
10 |no MHOCTpaHHbLIM NEPBUYHBLIM UCTOYHUKAM 12400,0
[NogroToBKka aHaNMTMYECKON CNpPaBKK:
11 |BbisiBneHve u oTbop OOKYMEHTOB AN aHanuMTU4eCKOW CnpaskW, | OAWH aBT. NUCT 5200,0
nu3yyeHve, aHanms, oueHka M cucTemaTusauusi ux; CocTaBneHue
TeKCcTa CnpaBKu
MoproTtoBka pedhepaTmBHoro o63opa
BbisiBrnieHne n otbop OOKYMeEHTOB Ans pedepaTvBHoro ob3opa,| OAMH aBT. MUCT
nm3yyeHve W aHanu3  ux; pedpepupoBaHUe  UCTOYHUKOB;
cucTemaTmsaums TEKCTOB aHHOoTauwui; COcTaBreHue TekcTa
pecdepatuBHoro o63opa; obcyxaeHue o63opa Ha 3acedaHum
Hay4yHO-MeToau4eckoro (pedakuMOHHOro) coBeTa; [popaboTka
0630pa no 3amevaHusaM; caada B neyarb:
12 | no pyccKkMM NCTOYHMKAM 5200,0
13 | no cMeLlaHHbIM NCTOYHUKaM 6480,0
14 | No MHOCTPaHHbLIM NCTOYHUKaM 7300,0
CocrtaBneHue akcnpecc-mHpopmaumu:
15 |BbisiBNieHMe K OoTOOP MaTepuana no Teme, cuctematmsaums ero u| OAWH aBT. NUCT 3840,0
NnoAroToBKa And neyatu
CocraBneHue onbnunorpadguyeckon 3anucu, aHHoTauuu,
pedepaTa
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CocTaBneHne 6Gubnuorpadmnyeckon 3anucu: U3y4yeHue UM aHanus
OOKYMEHTa; COCTaBIiEHNe 3arofioBKa ONMUCaHWs; NPOBEepKa 3anucw,
BHeCeHMe ncnpasneHun

ofHa 3anucb

KonnyectBo anemeHToB Gubnunorpadnyeckoro onncaHus:

16

3,2

17

5,4

18

6.4

CocTtaBneHve aHHoTauuw; nm3ydyeHme wun aHanm3 [OOKYMEHTa,
HanmcaHme TekCTta aHHOoTauun:

Oo[Ha aHHOoTauuA

19

AHHOTUPOBAHNE KHUT

270,0

20

aHHOTMpOBaHWe cTaTen

160,0

21

coCTaBrneHue pedeparta: M3ydyeHWe W aHanus [OKyMeHTa, Ha
KOTOpbIN cocTaBnseTcs pedepaT; HanucaHWe TeKCTa, BHeceHue
ncnpaeneHnmn

OOWH aBT. NIUCT

5920,0

AHanuTuyeckas pPOCMUCb  XKYpPHamnbHbIX, TA3eTHbIX CTaTew,
cbopHMKOB, BMbNMorpadnyeckmx Nocooumi:

22

O3HakoMIieHne C cogepxaHnem n3gaHua; COCTaBlieHune
adHannTNU4eCKoro onncaHnAa Ha CtaTbio

Oo[Ha CTaTbA

3,6

Mopnepxkka cavita GMBNMOTEKN N OTAENBHbLIX NMPOEKTOB:

23

BepcTka CTpaHuly cawlTa, pasMelleHue  MNOAroTOBMEHHOro
MaTepumana B COOTBETCTBYIOLLWIA pa3fen canta

OOWH aBT. NMUCT

300

MpyMedaHne: HopMa BpeMeHU Ha cocTasreHue Gubnuorpaduyeckoro nocobus aaHa us pacdeTta paGoThbl
aBTOPCKOro KOMMneKkTuBea.

1.9. MepeBog ¥ nepepaboTka MevyaTHbIX TEKCTOB C MHOCTPAHHBLIX A3bIKOB HA PYCCKWA M C PYCCKOTO Ha
MHOCTPaHHbIe S3bIKM

Tabnuuya 16
N HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMU,
MV/H.
1 2 3 4
lMepeBog TEKCTA C MHOCTPAHHLIX S3bIKOB HA PYCCKUM A3bIK
UTeHne opurnHana; aHanua TekcTa; pa3MeTKa ero C BbISIBNEHMEM | OOWH aBT. NIUCT
TPYAHbIX TEPMUHOB, rpaMMaTUYECKUX KOHCTPYKLUWUN, NEKCUYECKUX
000pOTOB, LIEXOBLIX M XXapProHHbIX TEPMUHOB:
1 | NONHbIN NUCbMEHHbLIV NEPeEBOa OOWH aBT. NUCT 2580,0
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2 | cokpaleHHbIh nucbMeHHbIn nepeBog oT 30% go 50% obbema| OguvH aBT. NIACT 1620,0
TekcTa

3 | BbIBOPOYHBLIV MMCbMEHHbIN NEpeBos, OOWH aBT. NUCT 1520,0
[NepeBo TeKCTa C PYCCKOro A3blka Ha MHOCTPaHHbIE A3bIKK:

4 | NONHbIN NNCbMEHHbIN NepeBos, OOVH aBT. NINCT 5160,0
TepMmuHonornyeckass pabota npu  BbINOMIHEHUM  MUCbMEHHOIO
nepesoja:

5 |OTbiCkaHME OTMEYEHHbIX B OpuUrMHane He3HaKOMbIX WAW| OOMH TEPMMUH, 18,1
HEMNOHATHbIX TEPMUHOB W COKpaLLEHWA B COBApHO-CMPaBOYHOM |  COKpalleHue
nutepatype; nogdopka COOTBETCTBYHOLLETO TEPMUHY SKBUBASIEHTA;
pacLuMdpoBKa CoKpaLleHunst
KoHcynbTauusa nepesoayrka co crneumanmctaMmu:

6 |BblICHEHME nNpPaBUMBHOMO WU3MOXEHWUS YacTelm Tekcta Mo ogHa 36,2
Marnio3HakoMon TemaTuKe; YTOYHEHME COOTBETCTBUS nepeBoda| KOHCynbTauus
opurnHany
CoctaBneHue bubnunorpacn4eckoro onncaHus:

7 |coctaBneHne 6ubnuorpadmMyeckoro onucaHus nepeBofa Mo | OfHO onucaHue 60,0
OaHHbIM, B3ATbIM C TUTYNBHOIO NUCTa nepesoga
BbisiBneHne owmnbok M BHECEHME M3MEHEHUIN B TEKCT nepesona
nocne nevyataHus:

8 |npoBepka NpaBUILHOCTM PaACMOSIOXEHUA OTNeYaTaHHOro TEKCTa;| OAMH aBT. NMUCT 200,0
CBepKa C pyKomnuchblo; npaeka
TexHunyeckoe ohopmreHne NnepeBooB:

9 |BnuCbiBaHME B TEKCT MNepeBoga CUMBOSIOB W BCTABOK Ha OAHO 2,0
WHOCTPaHHOM S3blKe BNMCbIBaHNE

10 |BKNemBaHWe pUCyHKoB, Tabnuu, dopmyn OfHa BKMewnka 3,0
lMepeBop 3aronoBKoB cTaTen U JOKYMEHTOB:

11 |nepeBoa 1 3anuCb 3arofioBka OJVH 3arorioBOK 120,0

MpumeyaHue:

- HOPMbl BPEMEHM MPEAYCMaTpPUBAlOT BbINOSIHEHUE NEPEBOAOB C MHOCTPaHHOIO S3blKa UMM HA MHOCTPaHHbIN,

KOTOPbI Y NepeBoaYMKa SBMSIETCS OCHOBHLIM (MO 0Gpa30BaHMI0 MU MPUMEHEHWIO);

- NPpU BbINMOJIHEHNN NepeBOOOB C APYrnx A3bIKOB UK Ha Apyrme noMmmMo OCHOBHOIo K HOpMaM BpeMeHU

NpUMeHsieTCA NoBbILWakLWnn KoadduumneHT 1,1.

1.10. UccnepoBaTenbckas paboTta

Tabnuuya 17
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N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMU,
MWH.
1 2 3 4
Pa3paboTka nporpaMmbl (TEXHUYECKOrO 3aaHus) uccnegoBaHus
O6ocHoBaHWe akTyanbHOCTM TeMbl, BbisiBNeHWe U 0BOCHOBaHWeE | ogHa nporpaMmma
npobnemHon cutyauun, ¢opmynupoBaHme Uenu, 3agady U
rMnoTesbl NCCnefoBaHns; HanucaHne TekcTa
VccnenoBaHune HOCUT:
1 | OnepaTuBHLIN XapakTep 38250,0
2 | nMnoTaxHbIN (pa3BeabliBaTeNbHbIN) XapakTep 21600,0
PaspaboTka meToamkn nccnegoBaHms
PaspaboTka (HanucaHue) TekcTa MeTOAMYEecKMX AOKYMEHTOB Mo | o4Ha MeToavka
npoBOAMMOMY  UCCnefoBaHuio,  anpobaunm  CoCTaBMNEHHbIX
OOKYMEHTOB;  yTOuHeHuMe 1 popaboTka  MeTogu4eckoro
WHCTPYMEHTapUsa, COCTaBfieHMe OKOHYaTeNnbHOro  BapuaHTa
OOKyMeHTa:
3 |MmeToguka MpoBedeHUs MccnenoBaHUs, HOCALLEro onepaTuBHbIN, 28000,0
SMMMPUYECKUIA XapaKTep
4 | MmeTOoOMKa NpOBEedEHUs WCCnenoBaHUs, HOCALWEro MUIOTaXHbIN 15600,0
(pa3BenpiBaTENbHBIN) XapakTep
PaspaboTtka MHCTpyKUMM Nno obpaboTke AOKYMEHTauMmn (MCXOOHbIX oaHa
OaHHbIX), NOMYy4YeHHON B XOA4€E UCCNefoBaHUs: WHCTPYKUUS
5 |py4Has obpaboTka 15600,0
6 |MawunHHas obpaboTka 20400,0
PaspaboTka  npeannaHoOBbIX M MMAA@HOBbLIX  [AOKYMEHTOB
NepcnekTUBHOIO Xxapakrepa:
7 |paspaboTka KOHUENUMM OCHOBHbIX HanpaBneHw’h pasBUTUSA | OOWH aBT. NIUCT 13050,0
61MBnMoTeYHOro Aena B pernoHe Ha nepcrnekTuBy
8 |KkoHuenTyanbHoe obecneyeHne Onbnuorpaduyecknx wsgaHwuii; | OAWH aBT. NUCT 11220,0
0BOCHOBaHWE aKTyanbHOCTM TeMbl, YATaATENbCKOro U LIeneBoro
HasHauyeHnss nocobusi, ero CTPyKTypbl (Cxembl), BbipaboTka
METOAMYECKMX MPUHLMUMOB W pPELIeHUA OIS PackpbiTUS TeMbI;
HanucaHve TekcTa
9 |cocTaBneHue NporHosa (NpeanyiaHoBbIN OOKYMEHT), CBA3aHHOIO C| OAMH aBT. INCT 13050,0
nepcnekTuBamMu passutus GubnmnoTek; HanMcaHue TekcTa
10 |paspaboTka LeneBbix nporpamm (4ns cetn 6GubnuoTek Unv ogHoON | OAUH aBT. NUCT 15200,0
6MbNMOTEKN); AMArHOCTMKA CUTyauuu, BHELHUX W BHYTPEHHUX
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BNUSHUIA Ha (PYHKLMOHUPOBaHME U pa3BuTne GubIMOTeK (oaHOM
61bnmoTekn); BbipaboTka pekoMeHAauuu, PeELLeHUs; HanucaHue
TekcTa

CocTaBrneHne CBOAHbIX KaTanoroB KHMXHbIX NaMSTHUKOB:

11 |paspaboTka nNpPOCNEKTa; BbISIBIIEHNE [OOKYMEHTOB - KHWXKHbIX| OOWH aBT. JIUCT 18200,0
NamMATHUKOB; HayyHoe OnuncaHwe WX; COCTaBeHWe CnpaBOYHOro
annapara; HanucaHue TekcTa

OpraHusaunoHHas paboTa No NPoBEAEHUIO UCCIeL0BaHWS:

12 |cosmaHMe  uccrneaooBaTeNbCKOro  KOMMEKTUBA;  COCTaBreHue oAHO 7140,0
pabo4yero nnaHa NpoBeAeHNa UCCneaoBaHNA, cornacoBaHme ero ¢| uccnegoBaHue
ncnonHUTeNnaMu; onpegeneHne nnowaakm (6asbl) nccnegoBaHus;
nepenucka C HUMW; NpOBeAEHUE WHCTPYKTaxen, CeMUHapOoB,
COBeLLlaH1I, KOHCYNbTauuin

13 | bnbnmorpadguyeckas npopaboTka TeMbl UCCrefoBaHus, paboTa B| OOWH aBT. JIUCT 1200,0
apxmBax, W3y4eHWe HOPMATMBHO-TEXHWYECKON [OKYMEHTaLuw,
nHdpopmaumm 06 aHanorax v gpyrmx Matepuarnos, OTHOCALUMUXCS K
pa3pabaTbiBaemon Teme

O6paboTka nony4eHHoONn MHOPMaLINN;

14 | cbop n obpaboTka MHDOPMALMN HA OCHOBE NEPBUYHbLIX UCXOOHbIX | OAWH aBT. NMUCT 7800,0
OaHHbIX (CTaTUCTUYECKUX [AaHHbIX, OTYETOB, MNIIAHOB, CMpPaBOK,
mMaTepuanoB KOMaHAMPOBOK)

15 | aHanu3 obpaboTaHHOM MHOPMaLNK OAVH aBT. NNCT 5200,0

MogroToBka mMmaTtepuanoB no utoram Haqu0|7| pa6OTbIZ

16 |HanucaHuMe Hay4yHOro oT4yeTa; NOAroTOBKa PYKOMUCWU K MeyaTu Ha| OAWH aBT. NUCT 13200,0
pas3nuyHbIX 3Tanax paboThbl

17 |HanucaHue NpPOMEXYTOYHOro oT4yeTa (CrpaBkM) O  Xoge| OAWMH aBT. NIUCT 6400,0
nccrnegoBaHusi

MoaroToBKa M HanucaHWe TeKCTa CTaTbl B COOPHUK Hay4HbIX
TPyZoOB, nNpakTuyeckoe mnocobue, NpPodeccuoHanbHyo MNpeccy;
MOAroTOBKa PYKOMUCHU K MeYaTyt Ha pasnuyHbIxX atanax paboTsi:

18 |cTaTbsa TeopeTUYECKOro xapakrepa OAWH aBT. NUCT 15200,0
19 |cTaThs NpUMKNagHoOro, NPakTUYECKOro xapakrepa OOVH aBT. NINCT 9200,0
20 |HanucaHve [foknaga no wWUTOoraM HayyHOro UCCReAoBaHus; | OOWH aBT. JIUCT 6700,0

NOArOTOBKa PYKOMUCEN Ha pasnnyHbIX aTamnax paboTol

21 |paspaboTka peKkoMeHOauuW, WHCTPYKUMW MO  BHEAPEHUIO | OOWH aBT. NUCT 14100,0
MartepuanoB Hay4yHOro WUCCrieloBaHWs; HanucaHue TeKCTa;
NMoAroTOBKa PYKOMUCK K MeYaTn Ha pasnuyHbIX 3Tanax paboThbl

MpumeyaHue:
- HOpMa BpEMEHM Ha COCTaBMNeHwe MnporpamMMm, MeTOAMK, WHCTPYKUUW [aHa Ha uccrnegoBaTenbCKui
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KOINNEeKTUB;

oTaese, Hay4HOM coBeTe, fopaboTka PyKOnUCH.

1.11. MeTtogunyeckas paborta

- 4acbl Tpyao3aTpart pacnpenendarTcd Mexay NCnonHNTenAaAMm B 3aBUCUMOCTU OT UX HaArpy3ku,
- B npouecc noarotoBkM pykKoOnNuUCKM K nevatu BXOOAT: caada pyKonucu HaydyHOMY penakTtopy, OGCy)K,EI,eHMe B

Tabnuuya 18

n/n

HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl

EavHnua
n3mepeHust

Hopma
BpeMeHW,
MWH.

2

4

lMoarotoBKa MeETOANYECKOrO NOCObUsI, pekoMeHaauun

MpuHUMNManbHo HoBas paspaboTka Tembl:

n3ydyeHmne Tembl, BbidBIeHVUE W aHalM3 [JOKYMEHTOB MNo Teme,
YTOYHEHMEe 4unTaTenbCkoro U LuUeneBoro Ha3HadYeHuda nocobus,
pekoMeHAauun; cocTaBneHne NpocneKkTa; HanMcaHue TekcTa

OAWH aBT. JINCT

15300,0

Mogundukaums paHee paspaboTaHHON TEMbI:

BbISIBMIEHNE WU W3YYEHUE HOBbIX [OOKYMEHTOB W HAKOMIIEHHbIV
6ubrnmotekamMn ONbIT NO TeMe nocobusl, pekoMeHaauun;
YyTOYHEHWE NMpoCneKkTa, BHECEHWE U3MEHEHWUI B CTPYKTYPY TEKCTa B
COOTBETCTBMM C  OOCTWXKEHUSMU OMOMMOTEYHOW Teopun W
NPakTUKW; MOArOTOBKA PYKOMWUCKM K 0OCYXAeHu; nopaboTka no
utoram obcyxaeHus

OAWH aBT. JINCT

8670,0

PaspaboTka [OKyMEHTOB, pernameHTUpylLWmx AOesaTenbHOCTb
OMONMOTEK, MONOXEHUN, MHCTPYKUUA, NMPOEKTOB MOCTAaHOBIEHUN,
YyCTaBOB, 3aKOHOAATENbHbIX aKTOB

anIHLl,VII'IVIaJ'IbHO HOBasA TemMa:

BbISIBNIEHNE, U3YYEHWE U aHann3 LEeNCTBYOLWUX [OOKYMEHTOB MO
TeMe, HanucaHve TeKcTa MpoekTa [AOKyMeHTa, obcyxaeHwe,
anpobauusa B 6ubnmoTekax, Ha 3aceiaHuM Hay4YHO-MeToaNYECKOro
coBeTa; fopaboTka JOKYMEHTa; NoAroTOBKa K YTBEPXKAEHNIO

OOWH aBT. NMUCT

17340,0

Moaudumkaumsa paHee paspaboTaHHOIo JOKYMEHTa:

aHanu3 u oueHKa AOKYMEHTa; MOUCK U OTOOP HOBbIX AENCTBYIOLLMX
[IOKYMEHTOB MO TeMe; BHECEeHVNE U3MEHEHMWS B TEeKCT JOKYMEHTa;
obcyxaeHMe Ha 3acedaHMM Hay4yHO-MeTOAMYEecKOro CoBeTa;
nopaboTka no utoram obcyxaeHns; NoAroToBKa K yTBepXKaeHo

OOWH aBT. NMUCT

7650,0

PaspaboTka yyeTHbIx popM, Tabnuu, o6pasyos:

YTOYHEHWe npegMeTa, obbekTa, coaepXaHus y4eTHoW opMbl,
Tabnuubl, obpasua; OTOOp nokasaTernemn, cuctemaTusauus wux,
paspaboTka MakeTa YydeTHoW opmbl, Tabnuubl, 06pasua;

OAWH aBT. JINCT

7650,0
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obcyxaeHue Ha 3acedaHuM  Hay4yHO-MeToOMYEecKoro CoBeTa;
NoAroToBKa K YTBEPXKOEHUIO

CocraBneHue peKOMeH,EI,aLI,I/IIZ Nno BHEOPEHUIO pernameHTnpyrLwmnx
OOKYMEHTOB B NPAKTUKY:

6 |paspaboTka METOAMYECKMX PEKOMEHAaLWA, UHCTPYKUWIA, MiaHOB| OOWH aBT. JIUCT 14025,0
No BHEOAPEHUIO HOPMAaTUBHOW  OOKYMEeHTauuu; noAroToBKa
pyKonucu K nevatu

MogroToBKa MMCbMEHHOKM KOHCYMbTaLMK, METOAMYECKOro NMcbMa:

7 |BblBreHMe W aHanu3 [JOKYMEHTOB NO Teme; WU3y4YeHWe WU | OAOuH aBT. NIUCT 8670,0
06obuleHne onbiTa paboTtbl 6GUOGNMOTEK; HaNMcaHWe TeKcTa
KOHCynbTauuu, METOANYECKOro n1McbMa; noaroToBka K
obcyxaeHnio Ha 3acefaHnM  HayyHO-MEeTOAMYECKOro COBETa;
JopaboTka no ntoram obcyxaeHus; cgaya B nevatb

MoarotoBka o063opa geaTenbHocTM GBUbNMoTek No onpeaeneHHom
TemaTuke:

8 |yTouHeHue TeMbl 0630pa; onpeaeneHne XpoOHOTOMMYECKMX rpaHunL,; | OA4WH aBT. NINCT 9180,0
BbISIBIIEH/E OOKYMEHTOB, OTOOp, MPOCMOTP U aHanu3; HanmcaHue
TEeKCcTa; MOAroTOBKa PYyKONMMCU K OOCYXOEHMI0O Ha 3acegaHuv
Hay4yHO-MEeTOAMYECKOro coBeTa; QJopaboTka pykonucu nocre

obcyxaeHus
PeueH3npoBaHne HayyHbIX, MEeTOAUYECKMX, WHAOPMALNOHHBLIX
MaTtepuanos:
9 |4YTeHWe peuUeH3npyeMOro Mmartepuana; OueHKa ero B LeSfioM,| OAVH aBT. MUCT 783,0

OTOENbHbIX YacTeln, YyCTaHOBINEHME COOTBETCTBUSA YMTATENbCKOMY
M LeneBOMY Ha3HAYEHUIO, HAy4YHbIM W METOAMNYECKUM
TpeboBaHnsaM

10 |HanucaHue peueH3un OJVH aBT. NINCT 1305,0

MogroToBka nekuuuy, KOHCYyIbTauunn

PaspaboTka nnaHa nekuun, KoHcynbTaumun, nogbopka matepuana, | ogHa nekuus,
M3ydeHne ero; COCTaBlieHMEe CMnucka nuTepaTypbl K HNeKUUW,| KOHCynbTauus
KOHCYNbTaLMK; HanMcaHme TeKcTa:

11 |nepBu4Has nekuus 1566,0
12 | noBTOpHas nekuusd, ¢ y4eTOM HOBOro Matepuana 313,2
13 | nepBuYHas rpynnosas KoOHCynbTauus 1305,0
14 | noBTOpHas rpynnoBas KOHCYNbTaLMs C y4eTOM HOBOro MmaTepuana 522,0
15 |npoBefgHWe YCTHOW MHAVBUAYANbLHOWM KOHCYNbTaLmUm ofHa nekuus,
KOHCYmMbTaums
16 |oTBeT Ha NUCbMO OAHO NMNCbMO 162,0
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MpoBeaeHne NpakTMKyMOB, CTaXMPOBOK

Mpaktukym (7 - 10 pgHen): onpegeneHve Tembl, 3afaHus,
yrpaXHeHUs; cocTaBneHne rpaduka U YTOYHEHUE CPOKOB
NpPoBeOEHUS 3aHATUN:

OAWH NPaKTUKymM

17

rpynnoBon NpPakTUKym

2295,0

18

nHaoneunayarnbH bl NPaKTUKym

2160,0

Craxuposka (7 - 10 pgHen): yTOYHEHME CpPOKOB MNpPOBEOEHUS
CTaXUPOBKM; BbISBIIEHWE NMTepaTypbl NO M3y4aeMOMy BOMpPOCY;
COCTaBfIEHME nporpaMMbl U rpaduka CTAKUPOBKA C Y4ETOM
cOCTaBa crylaTernen; 3aknio4yeHne 0 NPOXOXAEHNN CTAXKUPOBKK:

ofaHa
CTaXupoBKa

19

rpynnoBasi CTakmpoBka

2805,0

20

nHaonBuayanbHaa CTaXnUpoBKa

2349,0

MpakTuka CTyOQEeHTOB BbICLUMX UM CPEeAHMX crneumanbHbiX YY4ebHbIX
3aBeeHu:

21

NnoaroToBKa WM opraHu3dauus npaktukn crygeHTtoB (0o 30 gHen);
pa3paboTka nnaHa NpakTuUKK, cornacoBaHue ero ¢ pykoBoauTenem
npakTukn (npegcrasutenem yd4ebHOro 3aBefeHUs); cocTaBneHune
rpacomka nocelleHns CTPYKTYPHbIX MoapasneneHuin; opraHnsaumst
NPaKTUYECKUX  3aHATUN; noaBedeHMe  UTOrOB  MPaKTUKK;
COCTaBIIEHNE XapaKTEPUCTMKN NPaKTUKAHTOB

OQHa NpakTuka

4860,0

I'IpaKqueCKme 3aHATUA:

22

MoaroToBKa MPaKTUYECKOrO 3aHATUS; COCTaBfeHWe 3ajaHus Mo
BbIMOSTHEHNIO n3y4aemoro OnbnmnoTeyHoro npotecca,
KOHTPOSbHbIE BOMPOCHI, TEMATUYECKUI CMUCOK NuUTepaTypbl K
3aJaHuto; HanncaHue Te3nMCoB

0[HO 3aHATUE

1050,0

CocTaBneHune y4yebHon nporpamMmbi:

23

onpepeneHne cocrtaBa cnyLuaTene|7|; COCTaBlieHme TemMmaTtn4eckoro
nnaHa, YTO4YHEHME nopsaaka n3yvyeHusa; onpenenexHune
nocrnengoBaTesibHOCTU U3NOXEHUA TeMbl, BblaeneHne OCHOBHbIX
BOMpPOCOB; COCTaBlieHne Chucka nutepaTtypbl no TemMam
nporpamMmmsbl; HanncaHme TeKCTa, 06cy>Kp,eHMe nporpamMmmbl  Ha
3acefaHnn Hay4HO-MeToan4YeCKoro coeeta

ofHa nporpaMma

5733,0

MocelweHne 6GUONMOTEK, Bble3dbl B KOMaHOUPOBKM C LENbo
n3yyeHunst paboTbl U OKa3aHNs METOANYECKON MOMOLLK:

24

noaroToBka K KOMaHAMPOBKE; YTOYHEHWE CPOKOB W LUenu
KOMaHAMPOBKMW, O3HaKOMMEHWE C UMELMMUCSH LOKYMEHTaMu u
mMatepvanamMmvi npeabiayux Bble3goB M nybnvkauuii B nevaty;
COCTaBrieHne nporpamMmmel (nnaHa) KOMaHaUPOBKM

ofaHa
KOMaHANpOBKa

574,2

25

cocTaBneHue MHOPMaLMOHHOIO oTyeTa (cnpaBku) o]
nposefeHHoON paboTe: cBeAeHUI O MeCcTe Bble3a, Lensx U cpokax

OOWH OoT4eT

1050,0
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KOMaHOUPOBKX, OObEeKTax MOoCeLlEeHWsl, aHann3 cocTosHMs paboThbl
no Teme Bble3a, BbIBOAbI M NPEANOXEHUs B agpec bubnvoTteku

26 |cocTaBneHve aBaHCOBOro OTYeTa; 3anofHeHne oT4yeTHoro BnaHka OQIVH OTYeT 40,0
CO BCEMU MPUINOXEHUAMU; caada B Byxranteputo

27 |noaroToBka MHAoOpMauumn no pesynbTaTtam KOMaHOUPOBKU (YCTHO) ofHa 105,0
B CeKTope, Yy 3aBefyloLllero oTaenioM, Ha Hay4yHO-MeToaAUYEeCKOM | MHGopMaLms
coBeTe, 3aceaHny ANpeKLmu

28 |nogrotoBKka OTYETHOrO Matepuana no pesynbtatam KOMaHOUPOBKN ofHa 500,0
Ona pas3meLleHns Ha canTe WHdopMauna

29 |paspaboTka ” cocTaBneHue y4ebHbIX MMNaAHOB M NpoOrpamMm | OAWH MeYaTHbIN 1200,0
CUCTEMbl [OOMOMHUTENbHOrO NpodeccnoHanbHoro obpasoBaHUs nmct
(OroO) B otpacnu

30 |cocTaBneHne paboumx nporpaMM MO BHOBb  BBOAMMBIM | OOMH NeYaTHbI 1800,0
ancumnnnuHam, aktyanusauunsa AencTBYLWMX nporpamm nmcr

31 |pa3paboTka MeToAMYECKMX MaTepuarioB MO KOHTPOMK 3HaHWW | OOMH NeyaTHbIn 360,0
obyyalwmxcs; CcocTaBfieHne [OKYMEHTOB MO MNiaHMPOBaHMIO nmcr
y4ebHoro npovecca

32 |paspaboTtka y4yeBHo-nporpaMMHOM OOKyMeHTauuu Ons | oAMH NeYaTHbIN 1800,0
nposefeHuss  obpas3oBaTenbHOro  npouecca, MeToANYECKMX nmct
pa3paboTtok MO  MPUMEHEHUID  HOBbIX  WMH(OPMALMOHHBIX
TexHonormn B y4ebHoM npouecce

33 | pa3paboTka HOPMATMBHbIX LOKYMEHTOB, PErflaMeHTUPYIOLWMX BCE | OAWH AOKYMEHT 3600,0
BMAbl 06pasoBaTenbHON AeATENBHOCTU B Onbnnoteke

34 |cocTaBneHne u nNOAroToBKa K M34aHUIO Y4yebHbIX nporpamm, | OOMH NeyaTHbIn 1800,0
nocobun, CcamoCTOATENbHO WAM  COBMECTHO C  ApPYrMMu nmcT
nogpasgeneHnsmn 6nbnuoteku

35 |yyacTme B cneumanu3npoBaHHbIX  coBeTax  GuBnMoTeku: oauH goknag, 2400,0
noaroToBka And npodeccroHanbHOW neyatn nybnukaumi u OfHO 1200,0
MaTepunanoB BbICTYNNEHUN Ha KOHDEePEHLINSX coobueHue

36 |nogrotoBka K obcyxaoeHuo yy4ebHbix nporpamm  OMNO k| ogHo 3acenaHue 2400,0
3acefaHnaM Y4YeHoro coseTta

37 | cocTaBneHune KanbKynauum LeH Ha nnaTHble ycryru OAWNH JOKYMEHT 120,0

38 |opraHmsauma nnatHoro obyyeHMs MO [OroBOopaM Ha oOKas3aHue | OOVH AOKYMEHT no cakty
nnaTtHblX  obpasoBaTenbHbIX  YCNYr C  OPUAMYECKUMU U 3aTpaveHHor
dursnyeckumu nuuamm O BpeEMEHMU

39 |noarotoBka OOKYMEHTOB K JUUEH3VMPOBaHUID W akkpeguTaumu, | OauvH OOKYMEHT 12000,0
CBsi3aHHble C peanusauuen O6uGIMoTekon ob6pasoBaTerbHbIX
nporpamm AMO

40 |noaroToBka MaTepuanoB ANs 3aHATUN B AUCTaHLNOHHON hopMe OOWH Yac 240,0

3aHATUN
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[aTta coxpaHenus: 21.05.2015

41 |nogrotoBka y4ebHbIX N y4eOHO-MEeTOOUYECKMUX MaTepMaroB Afs UX | ogHa nporpaMmma 1800,0
pasMelleHMss B MH(OPMaLNOHHO-TENEKOMMYHMKALMOHHOW CEeTU
"MiHTepHeT" n nx ceoeBpeMeHHoe 06HOBMNEHME

42 |opraHumsauua ydyeBGHoro npouecca AaAnd obydarwolmxca Mo | ogHa nporpamma 42420,0
nporpamMmmam npodeccuoHanbHON NepenoaroToBkn GUbNMoTeYHbIX
KagpoB: opraHusauus obpaszoBaTernbHOro npouecca,
y4yebHo-meToanveckas paborta; Hay4yHo-MeToanyeckas pabdorta

43 |opraHumsauma y4dyeBGHoro npouecca AaAnd obydarwolmxca Mo | ogHa nporpamma 21210,0
nporpaMmmam MoBbILLEHUSA KBanudukaunun 6MbnmnoTeyHblix Kagpos:
opraHusaums obpasoBaTternbHOro npouecca,
y4yebHo-meToaMYeckasa paboTa; Hay4Ho-MeToau4veckas pabora

MpumeyaHue:

- K HOpME BPEeMEHU Npu COCTaBMEeHUU OOKYMEHTOB, perfnameHTUpYoLLMX OeATENbHOCTb pecnybnukaHcKumx,
KpaeBbIX 1 06nacTHbIX BUBNMOTEK, NPUMEHSeTCS NOBbILLALWNA kKoahduumeHT 1,15;

- Bpemsi MpOBeAEHUs NeKUMW, KOHCynbTauuu, MNPaKTUKYMOB, CTaXWPOBOK, MNPaKTUKW, MNpebbiBaHUs B
KOMaHOUPOBKE 1 NPOBEeAEHUS MHOPMaL MK Mo ee pe3ynbTaTam B HOPMY BPEMEHW HE BXOAMT.

1.12. PaboTbl Hay4YHO-OpraHM3aLUNoOHHOIO XapakTepa

Tabnuua 19
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMU,
MUH.

1 2 3 4

MoproToBka u NpoBegeHNEe TEOPETUYECKOW, HAay4HO-NPaKTUYECKOM

KOH(hepeHLUMM, TEMaTUIECKOTO CEMUHApa

OnpepeneHne coctaBa OPrkOMUTETA M Y4aCTHUKOB KOHGEpEHLUN, OfHO

ceMunHapa; (opMMpOBaHUE U YTBEPXOEHWE nporpamMmmbl U | MeponpusTue

npurnacutenbHoro 6uneTa; OpraHu3auuoOHHbIE  MEpPOMNpPUATUS

(Tekywass cCBA3b C ydacTHMKaMu, paccbinika MaTepuarnos);

noaroToBka K  mM3gaHWoo  Te3ncoB;  BbipaboTka  npoekTa

pekomeHaauni; (HMHAHCOBO-X03ANCTBEHHOE obecneyeHne

KOH(pepeHUnn, ceMmHapa (odopmMmieHne NNaTeXHbIX JOKYMEHTOB,

BCTpeYa Y4YaCTHUKOB, peructpauusi, pasmelleHue B rocTUHULE);

aHanu3 u oueHka paboTbl KOHEepeHUMn, ceMnHapa; noaseaeHne

nTOroB

KonnyecTBo y4aCTHUKOB:
1 (1-100 5670,0
2 |101-150 7560,0
3 |151-450 9300,0

lMogrotoBKka M nNpoBedeHWEe CEMWHapa, MEeTOAUYECKOro [OHS,

3acegaHus "kpyrnoro crona”
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OnpepeneHve y4yacTHUKOB, PYKOBOOWTENs, CPOKOB W MecTa
NpOBEeAEHUSI CEMMHapPa, MEeTOAMYECKOro AHS, 3acedaHns "Kpyrnoro
cTona"; onpegeneHue KOHTMHrEHTa Y4YacTHUKOB; paspaboTka
nporpammsbl; MHopmaLmoHHoe obecneyeHue (Tekyllas CBs3b C
y4yacTHMKaMu, paccbiika MaTepuarnoB); BblpaboTka MpoekTa
pekoMeHJaLuui; nsgaHve M pacchbinka nporpammbl; perMctpauus
Y4aCTHUKOB; aHalnmM3 1 oueHKa CeMuHapa, MeToaunmdeckoro AH4,
3acegaHus "kpyrnoro crtona"

0fHO
meponpusaTe

KonnyecTtBo y4acTHUKOB:

1-50

1570,0

51-100

3980,0

101 - 150

6150,0

151 - 450

8270,0

MoaroToBka 3acedaHuWit peaKonnernu:

YTOYHEHUE CpOKa M MOBECTKU 3acelaHusi; oTOop maTepuanos ans
obCy)KOeHUss U NoAaroToBka WX ONS KONMpOoBaHWA; onpenerneHune
OMMOHEHTOB (pPeLieH3eHTOB); OroBellleHMe O 3acedaHun YNeHoB
peaKonmnernn; pacchifnka matepuanoB Mo MNOBECTKe 3acedaHus;
obopMIieHne  MPEASIoKEHUA,  BbICKa3aHHbIX  y4aCTHUKaAMM
3acefaHus

O[HO 3acefjaHune

560,0

OpraHusaumss 3acegaHumn KOMUCCUN,

TBOPYECKNX KOJI1EKTUBOB!

NpoBGnemMHbIX COBETOB,

onpegeneHne MNOBECTKM LHA UM CpoKa NpOBeAeHMs 3acefaHus,
YTOYHEHWE COCTaBa Y4YaCTHWKOB; MOATOTOBKA [OKYMEHTOB,
OpraHM3auMoOHHbIE MeponpuaTUS (OMOBELLEHNE O 3acedaHuu,
noabop matepuanos); odoopMIieHE NPOTOKOMNA U PeLLEeHMs

ofHO
meponpusaTne

940,0

10

pa3paboTka MakeTa npes3eHTaummn ansa MeponpuaTus

oaHa
npeseHTauus

600,0

11

noaroToBKa npe3eHTaunm gna meponpuaTtua

ofHa
npeseHTauus

600,0

MpumeyaHue:

- MpVY NPOBEOEHUM MEepOonpUsTAA Ha MeXOYHapoOHOM YPOBHE K HOpPME BPEMEHU MpUMEeHsieTcs

nosbliwarowmm koapduumneHT 2,0, Ha degepansHOM ypoBHe - 1,85;

- B HOPMY BpEMEHW He BXOAUT BpeMsi MpPOBEAdeHMsl KOH(epeHUuW, cemMuHapa, MEeTOAMYECKOro [HS,
3acenaHua "Kpyrmnoro ctona" 1 Bpemsi, CBsi3aHHOe C M3JaHMeM MaTepuanoB KOH(epeHLmMn, ceMmmuHapa.

1.13. PegaktnpoBaHue pykonucen

Tabnuua 20
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n n3mepeHuns BpeMeHWU,
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MU/H.

1 2 3 4
PepaktupoBaHue Hay4HbIX U METOANYECKUX MaTepuanos
lMpoBepka 1 ucnpaBneHne pykonucu B npoLecce NOAroToBKU ee K
neyaTtn; obecneyeHne COOTBETCTBUS TEKCTa HayyHbIM U
nutepatypHbiM TpeboBaHuAM, opMe U LLeneBoMYy Ha3Ha4YeHUHo
n3gaHus, cornacoBaHuMe BHOCUMbIX MWCMPaBfeHUn C aBTOPOM;
aopaboTka pykonucu:

1 |pepaktnpoBaHue MoHorpacuin, COOPHMKOB HaydHbIX TPYOOB,| OAWH aBT. NIUCT 2840,0
Hay4HbIX OTYETOB, NPaKTU4ECKMX Nocobui

2 |pepaktupoBaHue MEeTOaNYECKNX Matepuanos:| OLVH aBT. NUCT 2500,0
WHCTPYKTUBHO-METOANYECKNX nucem, pekomeHaauun,
KOHCynbTauui, 0630poB AeATENBHOCTN BUBNIMOTEK

3 | pemaktvpoBaHVe OOKYMEHTOB, pernaMeHTUpYoLWmxX AedaTeNbHOCTb | OAMH aBT. NCT 2400,0
6MBnMoTeK: YCTaBOB, NONOXEHWUA, UHCTPYKLINIA

4 | pepakTMpOBaHWE CTaTUCTMYECKMX Tabnuy, y4veTHbiX opMm,| OAWH aBT. NUCT 1980,0
obpasuos

5 |pemaktnpoBaHue mMaTtepuanos KOHhepeHUMI: JOKnagos, | OAWH aBT. NIUCT 1050,0
COOOLLIEHUI
PepaktupoBaHue nonynspHoro 6ubnuorpacduyeckoro nocobus,
pPeTPOCMNEKTUBHbIX Hay4HO-BCNomoraTenbHbIX yKkasaTenen,
0630poB, cnpaBok, pedepaToB, aHHOTALNNA:

6 |pemakTupoBaHMe MNONynspHbIX OubnMorpadmyeckux nocoduii:| OguH aBT. NIUCT 2640,0
TeMaTmdecknx bubnmorpadmyeckux ykasatenemn, CnpaBoyYHNKOB

7 |penakTupoBaHME PETPOCNEKTUBHBLIX Hay4YHO-BCMOMOraTesbHbIX | OOWH aBT. NIUCT 2100,0
yKasarenen

8 |pemakTnpoBaHMe aHanUTU4ecknx o6G30pOoB, CNpaBOK, aHHOTAUWW, | OAMH aBT. MUCT 1080,0
pecepaTos, CBO[HbIX pecepaTUBHbIX 0630poB,
akcnpecc-nHdopmauunn

9 | penaktTupoBaHune dmnbnunorpaduyeckon 3anucu OfHa 3anucb 4,6

10 |KOHTpONLHOE pefakTupoBaHue OAHa 3anucb 6,2

MpumeyaHue: Npyu pegakTMpOBaHMM CMELLAHHOrO TEeKCTa K HOpMe BPEMEHWU MPUMEHSIETCA MOBbILIAKOLNA
KoadppuumeHT 1,1.

1.14. BcnomoraTenbHo-TeXHMYecKasn paboTta

Tabnuua 21
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
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n/n n3mepeHust BPEMEHMU,
MWH.
1 2 3 4
MalumHonncHble paboTbl
MonyyeHne opurMHana Ang neyaTaHWs U O3HAKOMMEHWE C HUM,
Habop
lMeyaTaHne TekcTa 6e3 BepTMKanbHOro rpadreHns ofHa cTpaHuua
MaLLUMHOMUCHOIo
TekcTa
Paamepbl nHTEpBanos:
1 |2 13,4
2 |15 17,6
3 |1 22,0
MevaTaHne TekcTa Ha hopmaTtkax 6e3 BepTMKanNbHOro rpadpnieHnst | ogHa cTpaHuua
MaLLWNHOMUCHOTO
TekcTa
Pasmepbl nHTEpPBanoBs:
4 |2 17,6
5 11,5 20,8
[MeyaTaHve TekcTa C BEpTUKANbHbLIM rpadieHnem ofHa cTpaHuua
MaLLWHOMUCHOTO
TekcTa
Pasmepbl nHTEpBanoBs:
6 |2 17,6
7 1,5 21,0
8 |1 28,0
[NeyaTaHre TekcTa Ha hopMaTkax C BepTuKasnbHbIM rpadneHnem OfHa cTpaHuua
MaLLWHOMUCHOTO
TekcTa
Pasmepbl nHTEpPBanoBs:
9 |2 17,6
10 |15 22,0
CunTka 1 KOPPEKTUPOBKA TEKCTA MOCHE NneYaTaHUs Ha MalUuHKe:
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11 |npoBepka MpaBUITIbHOCTU PACMOSIOXKEHUS OTNevYaTaHHOro TeKkcTa,| oAHa cTpaHuua 4.4
CBepKa C pyKOMUCHbIM; KOPPEKTMPOBKA MaLLMHOMMUCHOIO TEKCTa MaLUMHOMUCHOrO
TekcTa
12 | cuuTKa, KOPPEKTUPOBKA MU BEPCTKA OfHa cTpaHuua 4.4
MaLUMHOMUCHOrO
TekcTa
13 | HakneuBaHWe NpaBoK ofHa npaska 14
MalmrHonncHble paboTbl, BbIMOMHAEMblE B aBTOMaTM3MPOBaHHOM
pexume
Beoa maTepmana B KOMMbOTEP: OfiHa cTpaHuua
14 |Habop TekcTa ¢ nucTa 11,0
15 | Habop Bubnuorpagunyeckoro onucaHus 14,0
BbiBOO MaTepmana Ha aKpaH: OfHa cTpaHuua
16 |npaBka TeKkcTa Ha KOMMbloTepe, BepcTKa TekcTa 8,6
17 | pegaktupoBaHue 6ubnuorpadmyeckoro onmcaHus 2,7
18 |BbIBOA TEKCTa Ha MPUHTEpP; pacneyaTka OfiHa cTpaHuua 1,6
19 |BbiBOA hopM TAbnML Ha 3KpaH ofHa Tabnuua 11,0
20 | HanonHeHue Tabnuuy cogepxaHnem oAdHa Tabnuua 1,6
HacTporika  TexHuyeckoro obopygoBaHWst W TeXHUYecKoe
COMPOBOXOEHUEe MepOoNpUATUN:
21 |HacTporika TexHuyeckoro obopygoBaHust AOns NpoBeAeHus O[HO 120,0
MEepPOonpUsTUIA, B TOM YMcne TpaHcnnpyemsix no cetn "HTepHeT" Mepornpusitue
22 | TEXHNYECKOe CONPOBOXAEHNE MEPONPUATUIA OAHO 300,0
mMeponpustTue
23 | npoBefeHne ayauo/sBuaeosanucu n hoTOCHLEMKU MepPONPUATUIA oaHo 300,0
mMeponpusTue
24 | obpabotka aygumo/Bnaeo/potomarepuanos OAWH HOCUTENb 420,0
nHpopmaLmm
25 | paspaboTka pasnuyHbix 6a3 gaHHbIX (BLl) ana BegeHus NpoekTos ogHa B[] 28800,0
26 |HanucaHue MHCTPYKUUIA No ncnonb3osaHuio B npoekTtos OOWH aBT. NUCT 18000,0
27 | TexHn4yeckas nogaepxka b1 npoekrtos oAHa (pyHKUMSA 4800,0
28 |TecTMpoBaHMEe HOBbIX CUCTEM W  BEepcuUn MpOrpaMMHOro| opHa dyHKUMS 1800,0
obecneveHnsa/nporpammHo-annapaTtHoro KOMNnekca,
ucnonb3yemoro npu  peanusaumm  NpoekToB n  paboTte
noapasaeneHuns
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29 |TecTnpoBaHue NpoOrpaMMHoOro | ogHa oyHKLKnA 1800,0
obecneyeHnsi/nporpaMmmMHo-annapaTHOro Komnekca
30 |cocTaBneHue nnaHa TecTUpoBaHus nporpamMmmHoro OAVH nnaH 2400,0
obecnedeHunsa/nporpammMmHo-annapaTHOro KoMnnekca
31 |npoBepka COOTBETCTBUA pa3paboTaHHOro NPOrpaMMHOro | OAHa pyHKUMS 480,0
obecneveHnsa/nporpammHo-annapaTHoro Komnrekca
TEXHUYECKOMY 3a[aHUIo
32 |oueHka nporpammMmHoro obecneyeHus/mporpaMmmMHO-annapaTHOro OfHO 25500,0
KoMnnekca nporpaMmmHoe
obecneyeHve
33 |cocTaBneHue anroputma TecTupoBaHua nporpaMmMHOro | oguH anroputm 8400,0
obecnedeHunsa/nporpammMmHo-annapaTHOro KoMnnekca
34 |cosgaHue TeCTUpyloLero ckpunta Ans npoBedeHns Harpy304YHOro |  OAWMH CKpUNT 600,0
TecTupoBaHus nporpaMmHoro
obecnedeHunsa/nporpammMmHo-annapaTHOro KoMnnekca
35 |npoBeaeHue Harpyso4yHoOro  TecTUpoBaHUSA NpPorpaMMHoOro OAHO 480,0
obecneyeHna/MporpaMmMHo-annapaTHoOro KoMmnnekca HarpysouHoe
TecTupoBaHue
36 | akcnepTHad OLeHKa nporpamMmHOro obecneyeHuns, | ogHa akcnepTmusa 2400,0
NoAroTOBIEHHOTO B apyrux
opraHusaumsx/nporpaMMHoO-annapaTHoOro KOMmnmekca
37 |co3pgaHue anroputMa  KOHBEPTMPOBaHMS  paboumx Tabnuy| opgHa oTpacnb 2400,0
6onbLuoro 6ubnmoTteyvHoro katanora (BBK) BBK
38 |HanucaHve koHBepTepa Ans npeobpasoBaHus pabounx Tabnuuy| ofHa oTpacnb 4800,0
BBK B aBTOMatM3MpOBaHHY  MHMOPMALMOHHYIO  CUCTEMY BBK
NNLEH3NPOBaHNS OTAENbHbIX BMAOB peaTtenbHoctn (AUC NOLMO)
(nHTerpauunsa GubNMOTEYHbIX AHHbIX)
39 |npeobpaszoBaHne METOAMYECKMX OaHHbIX 3MEKTPOHHOro KaTtamnora O[HO 1440,0
ansa nepegayn KOHBEPTUPOBaHU
e

[MpumeyaHue: npu Habope TekcTa Ha KOMMbOTEPE C NTATUHCKUM LLIPUATOM K HOpME BPEMEHU NPUMEHSETCH
noBbILLAKLWNIA KO3hurLmeHT 1,3.

1.15. PaboTa no opraHusauum Tpyaa v ynpaBneHuio

Tabnuua 22
N HaumeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMN,
MVH.
1 2 3 4
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MnaHnpoBaHne paboThbl
C6op, aHanmM3 ucxogHonm WHdOPMaUUK, onpeneneHne OCHOBHbLIX OAWH NNaH
3afay roga, YyTOYHEHME CPOKOB BbINOMHEHUS 3a[aHUN, HanucaHue
0OBbACHUTENBHOM  3anMCKW; MOArOTOBKA MNpoeKkTa nnaHa K
0OCY)XOEeHMI0 Ha BCEX YPOBHsX, gopaboTka nocne obcyxaeHus;
npencTaBreHne nnaHa Ha CornacoBaHue 1 YTBEPXKAEHME:
1 |nnaHa 6ubnuoTekn 6240,0
2 |nnaHa Komnnekca/ynpaBneHus 4800,0
3 | nnaHa oTtgena, cekropa 2740,0
4 | nHOuBMOYanbHOro nnaHa 370,0
ExxeaHEBHbLIN y4eT paboTbl B CTPYKTYPHbLIX NOAPA3LAENEHNSIX:
5 |cTatnctnyeckmn ydet 3anucaBLUMXcs (MepeperncTpupoBaBLlUMXCS)| oOAHa 3anucb 2,8
yutatenemn
6 |CcTaTUCTUYECKUN y4eT KHUIoBbl4auy, NOCELLEeHUN OfiHa 3anucb 8,6
7 |yder MHpopMaUnoHHO-6nbnunorpaduyeckomn paboTbl no| opgHa 3anucb 2,7
yCTaHOBIEeHHOM hopme
8 | y4eT BLINOSIHEHHbIX CNPaBOK OfHa 3anucb 2,7
ExegHeBHbIN y4eT abOHEHTOB, MOMb3YIOLWMXCH NporpammMamm
MBA:
9 |cTtaTucTnyeckmmn ydet aboHeHToB, nonb3ayowmnxcs MBA OofHa 3anuchb 2,7
10 |cTtatMcTU4ecKMin  y4eT  MOJSIYYEHHbIX  3aKasoB, BblJAHHbIX | OAHa 3anucb 9,8
OOKYMEHTOB
11 |cTtaTMCTMYECKUA Yy4yeT 3aka3oB, MNepeHanpasBneHHbiX B Apyrue| OaHa 3anucb 2,7
ombnmoTekn
12 |3anucb, wutoroB pabotel B "[HeBHUK paboTbl" noapasgeneHusi| OaHa 3anuch 3,2
6ubnmoTekn
13 |uHaMBMAOyanbHbIA Y4eT: eXeQHEeBHOe 3anofHeHWe NUCTKa yyeTa| OfHa 3anucb 15,0
TpyAos3aTtpaT unu gHeBHMKa paboTbl 6ubnmnoTekaps
CBOAHbIN CTAaTUCTUYECKUI y4eT no BubnuoTteke
Yucno umtaTtenen, KHUroBbigad, NOCELLLEHNN, NoAgBedeHne UTOroB | O[Ha 3anucb
CTaTUCTUYECKMX JaHHbIX Mo bubnmoTteke:
14 | mecsu 528,0
15 |kBapTtan 792,0
16 |rog 1080,0
KoucyanaHTﬂmoc www.consultant.ru CrpaHuua 63 n3 224

HafeXHasa npaBoBas noaAepXXkKa


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

Mpuka3 MuHkynbTYpbl Poccun ot 30.12.2014 N 2477
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[JokymeHT npepocTtasiieH KoHcynbTaHTI0C
[aTta coxpaHenus: 21.05.2015

Cratuctnyeckuin yyet B pexume AC:

17

BBO CTaTUCTUYECKNX AaHHbIX C KOHTPOJIbHOIO NINCTa

OAWH NMNCT

0,16

18

CBO[HbIA CTAaTUCTUYECKNIA y4eT No BUbnmMoTeke (YNCIo YnTaTenen,
KHUroBblau, NOCELLEHWNIA)

ofHa Tabnuua

0,27

MooBeneHne NTOroB CTaTUCTUYECKMX OAHHbIX MO BubnuoTeke:

oAdHa Tabnuua

19

MecsL,

0,27

20

KBapTan

0,27

21

roq

0,27

CocTaBrieHne 0T4YETOB:

22

NpUeM  MNJIAHOBO-OTYETHbLIX  [AOKYMEHTOB  OT  CTPYKTYPHbIX
nogpasgeneHun C npoBEepKOM MOSMHOTbI COCTaBa; COCTaBlieHue
CBOHOW TabnuLbl OCHOBHbIX NOKasaTenemn

OOWH OOKYMEHT

60,0

CocTaBrneHne aHanUTUYecKoro oTyeTa: aHanua AesaTenbHOCTU
nogpasgeneHni u Oubnuotekn, OTMEeTKa MW3MEHEeHUM 3a rog,
HanucaHwe TeKkcTa, MpPeACTaBfieHMe Ha CcorfacoBaHue U
yTBEPXKAEHUE:

OfVH OTYeT

23

oT4yeT OMONMOTEKN 3a rof

3980,0

24

OTYHeT oTAena, CeKktopa 3a rog

1320,0

25

I/IHD,I/IBI/Ip,yaJ'IbeIﬁ OT4eT 3a rog

586,0

CocTtaBneHne duHaHCOBbIX OT4eTOB 06 onnate no Buaam
nnaTHbIX yCnyr:

OfVH OTYeT

26

3a mecsau

510,0

27

3a KBapTan

840,0

Otuer nepen 4ymtartendaMmm n HacerneHnem:

28

onpegerneHne Ccpoka MNpoBedeHMs OoTyeTa, [MOBECTKM [OHS,
OMOBELLEHNE O [He oT4yeTa uuTaTenen, HaceneHus, BbIMyCcK
CTeHraseTbl, ohopmneHne NpoTokona, 3aMme4vaHni 1 NpearioXXeHnn
ynTaTenen, HaceneHnsa, CocTaBfeHNE NNaHa Ux peanuaaumm

0fHO
mMeponpusTe

1580,0

MogroToBKa NMPON3BOACTBEHHbIX COBELLAHUN

Onpep,eneHvle NOBECTKM [OHA, Kpyra Yy4YaCTHMKOB, nNOAroToBKa
cnpaBkn1, Opyrmnx MepOHpMﬂTMﬁ, npoeKkTa pelieHnda, onoselleHne
Y4aCTHMUKOB COBeLLaHnA, NoArotoBka NoMeLleHnA:

0fHO
coBeLlaHve

29

coBellaHne paboTHUKOB BMONMOTEKN

320,0

30

coBelllaHve paboTHUKOB oTaena

264,0

KoHcynbTaHTINIOC www.consultant.ru

HafeXHasa npaBoBas noaAepXXkKa

CrpaHuvua 64 n3 224


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

Mpuka3 MuHkynbTYpbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM Tpyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepocTtasiieH KoHcynbTaHTI0C
[aTta coxpaHenus: 21.05.2015

31 |coBellaHWe MO UTOraMm MPUHATBIX PEeLeHNn C Lenblo OLUEHKN KX oJHO 27,0
pesynbTaToB, NPOM3BOACTBEHHbIE COBELLAHUSA MO UTOram roga coBeljaHne

32 |onepatuBHoe coBellaHne (ans peLleHnsa TEeKyLUX OfHO 60,0
NpOM3BOACTBEHHbIX 3a7a4) coBellaHne
OpraHusaunoHHo-onepaTrBHas pabora:

33 |ookymeHTanbHoe  odopmneHne pexuma paboTel oTAena| OAWH AOKYMEHT 360,0
(cocTaBneHue rpacduka paboTbl, OTMYCKOB)

34 |obecnevyeHne KOHTPOMsS 3a BLINOJIHEHMEM MPOU3BOACTBEHHOrO| OAHO 3aJaHue 15,0
3a4aHunsa U Ka4ecTBOM paboThbl

35 |obecnevyeHne KOHTPONS 3a WCMOSIHEHMEM  YMNPaBrEHYECKOro | OAWH AOKYMEHT 15,0
peweHnd, Npukasa, yKasaHua  gupekTopa, 3aMecTuTens
OupekTopa, 3aB. 0TAenoMm

36 |3akno4eHne, NpoasieHMe goroBopa ¢ pupmamu, NpeanpusTusMn, | oguH 4oroBop 840,0
opraHmMsaunsiMm, YacTHbIMKU NpeanpMHMMaTeENaMun

37 |cocTaBneHue KanbKynauyum LeH Ha nnaTHble yenyru OAWH OOKYMEHT 3340,0

38 |BbINUCbIBaHWE cYETA, KBUTAHLUU OAVH OOKYMEHT 13,4

39 |cBepka onnaTtbl CHETOB OAWH OOKYMEHT 13,8
[enonpon3BoacTeo:

40 |npvem 1 peructTpaumns BXoadLen koppecnoHgeHumm OAWNH OOKYMEHT 15,0

41 |KonupoBaHue/CkaHMpoBaHWE LJOKYMEHTOB OAVH OOKYMEHT 15,0

42 |oTnpaBka/mony4yeHne akCcoBbIX KOMUIA OKYMEHTOB OAWH OOKYMEHT 30,0

43 |obGecrnevyeHne KOHTPONS 3@ CBOEBPEMEHHbLIM  WCMOMHEHWEM | OOUH OOKYMEHT 15,0
OOKyMeHTa

44 |cuctemaTm3aumMs M NOALUMBKA WCMOSIHEHHbIX [AOKYMEHTOB B| OAWH OOKYMEHT 30,0
COOTBETCTBMM C HOMEHKIaTypon aen
Pa6ota B pexume AC:

45 | pernctpaumsi BXogsiLen KoppecrnoHaeHUnn: o[jHa KapTouyka 15,0

46 |obecrneveHne KOHTPONS 3a WUCMNOSIHEHMEM [OKyMEHTa: BbIBOA4 Ha| ofHa 3anucb 7,0
3KpaH KOHTPOSIbHOW KapTOYkW; BBOA B Hee WHdopmauunm ob
NCMNOSTHEHUN

47 |pelleHMe XO3ANCTBEHHbIX BOMPOCOB (nogjadya 3asiBOK Ha| OOWH BONPOC 30,0
yCTpaHeHue HeucnpaBHOCTEN paboumx MoMelleHu, 3akas U
nony4YyeHne KaHUenapckux TOBapoB W ApYyrux martepuanos CO
ckraga)
Bsanmopgenctaune mexay CTpyKTYpHbIMY NoApasfeneHnsamu:
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[aTta coxpaHenus: 21.05.2015

48 |cocTaBrneHue 3anpocoB, TPebOBaHUN, NOSICHUTENbHbBIX 3aMUCOK U | OOWUH OOKYMEHT 20,0
CNy>XebHbIX 3anncok
49 |nogadva 3anpocoB, TpeboBaHWA, NOACHUTEMbHbLIX 3anMCOK W | OOUH OOKYMEHT 25,0
cny>xebHbIX 3anncoK B neyaTHom popme
50 |nogaya 3anpocoB, TpeboBaHWI, MOACHUTENbHbLIX 3aMWCOK W | OAWH AOKYMEHT 10,0
cny>ebHbIX 3anMCoK B 3NEKTPOHHOW hopme
51 |obecneveHne KOHTPOMS 3a UCMOSIHEHMEM 3anpocoB, TpeboBaHWUA, | OANH AOKYMEHT 40,0
MOSICHUTENbHbIX 3aMMCOK U CyXebHbIX 3anncok
[MpuMeyaHue: BpemMs NpoBefeHUs oTyeTa nepen YitatensiMu, HaceneHvem, coBellaHuii B HOpMY BpeMeHHU
He BXoAuT.
2. TunoBble oTpacneBblie HOPMbI Tpyda Ha paboTbl, BbINOMHAEMbIE
B roCygapCTBEHHbIX (MyHUUMMNanbHbIX) Oubnmnotekax (Ha OCHoBe
aBTOMaTU3MPOBaHHbIX CUCTEM YNpPaBIieHNs NpoLeccamm)
2.1. KomnnekrtoBaHne ooHA0OB
Tabnuvua 23
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n n3mepeHuns BpeMeHWU,
MWH.
1 2 3 4
1 |npuem n otbop Ans pOHAOB HOBbLIX NOCTYNMEHUN, NOMYYEHHbIX MO | OAUH JOKYMEHT 3,6
CONpoOBOAUTENBHOMY  OOKYMEHTY - TUCTYy rocydapCTBEHHOM
perncrpauum
2 | TexHunyeckas obpaboTka JOKYMEHTOB OAVH LOKYMEHT 4.5
3 | BBOA OokyMeHTOB B 6a3y aaHHbIx (B) OOWNH OOKYMEHT 4,5
2.2. bubnuorpacduyeckoe onvcaHme n MHOEKCUpPOBaHME JOKYMEHTOB
Tabnuua 24
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n n3mepeHuns BpeMeHWU,
MWH.
1 2 3 4
1 |dopmupoBaHve Bubnuorpaduyeckorn 3anucu Ha AOKYMEHTbl Ha| O[Ha 3anucb 18,0
PYCCKOM si3blKe (onmMcaTenbHas Katanormsauus)
2 | cdopmupoBaHne bubnuorpacumyeckon 3anucu Ha AOKYMEHTbl Ha| oOfHa 3anucb 27,0
WMHOCTPaHHbLIX €BPOMENCKMX 4A3blkax U ga3blkax Hapogos Poccun,
KpOMe pyccKoro (onucaTernbHasi katanornsaums)
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[aTta coxpaHenus: 21.05.2015

3 | opmumpoBaHune Gubnmorpacmyeckon 3anvcu Ha cTapornedaTHble | OfHa 3anucb 60,0
KHUIM 1 pykonucu  (omucaTenbHas W coAepaTenbHas
KaTanormsauus)
4 | uHOeKkcupoBaHue OOKYMEHTOB (CoaepKaTenbHasa kaTanornsaumns) OflHa 3anucb 18,0
5 |dopmnpoBaHne aBTOpMUTETHOM 3anucuM (HAa WMMeHa §uuy,| OoAHa 3anucb 30,0
HaVMMeHOBaHUN opraHM3auunn)
6 |dopmmpoBaHMe AaHHbIX B OOH4OBOW 3anucu OAHa 3anuncb 5,0
2.3. Pabota c katanoramu
Tabnuua 25
N HaumeHoBaHue npouecca, onepauun. CoctaB paboTbl EgouHuua Hopma
n/n n3mepeHuns BpeMeHWU,
MWH.
1 2 3 4
1 |pa3bop KapToYeK Ansi pacCTaHOBKM B andyaBuUTHbIE KaTanoru OfHa KapTouyka 0,2
PepaktupoBaHue reHepanbHoro andaBuTHOro karanora: OflHa KapTouyKa
2 |kaTanor - ctapbinn pag (go 2000 roga); 1,0
3 | katanor - HoBbIW psA (c 2000 roga); 0,5
4 |kaTanor - MHOCTpaHHble €BPOMEWCKME HA3bIKM U HA3blIKM HapOAOB 1,0
Poccuu, kpome pycckoro
5 |pas3bop kapTouek Ans pacCcTaHOBKM B CUCTEMaTUYEeCKMe KaTanoru OflHa KapTouyKa 0,3
6 |pepaktupoBaHue [eHepanbHOro CUCTEMATMYECKOro KaTanora| OfHa KapToyka 0,5
(FCK)
7 |pemakTupoBaHue opurMHan-maketa Gubnuorpadumyecknx sanucen | ogHa kapTouka 0,3
(B3) Ha ogHOYacTHbIE OKYMEHTHI
8 |pepaktMpoBaHue opurMHan-maketa B3 Ha  MHoroyacTHble | ogHa KapTouka 0,45
OOKYMEHTHI
9 |penakTupoBaHue 3anncen Ha eauHULbl XpaHeHUs B NporpaMMHOe | ofHa 3anucb 54
obecneyeHnn (MO) no um3BeLLEHMSM O BHECEHWMM WU3MEHEHWI B
KaTanoru, noslydeHHbIM U3 TexHorornveckoro otgena (TO)
PepaktupoBaHue B3 petpokoHBepcuu B 1O (KOHTpoOnbHble NONA| ofHa 3anucb
¢opmaTta u Tekcta B3):
10 | pepakTupoBaHUWe KOHTPOSbHbIX Nonen popmata 54
11 |penakTupoBaHue TekcTta B3 5,4
12 |pepaktupoBaHue 6ubnuorpadpmyeckux 3anmcen (B3) B [O| opaHa 3anuch 5,4
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(BBegeHune nHaekco 66K B B3 peTpokoHBepcun)
13 | dopmuposaHme B3 B MO ¢ ucnonb3oBaHMeM CBOAHOrO kartanora| OAHa 3anucb 12,0
6ubnumotek Poccum
14 | pepaktupoBaHue b3 Ha MHorovacTHble JokymeHToB B [10 oJHa 3anucb 12,0
2.4, PaboTta ¢ hoHOOM
Tabnuua 26
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMN,
MWH.
1 2 3 4
MoarotoButensHas pabora:
1 |nogroTtoBka pabounx mect oaHo pabouee 5,0
MecTo
2 |mony4yeHne [OOKYMEHTOB C BbICTABKM HOBBLIX MOCTYMNeHWMW (Mpu| oOAHa napTus 16,0
yyacTtum 4-x Yenosek) (1200
OOKYMEHTOB)
3 | npuem HOBbIX NOCTYNMEHUN B NporpaMmme nepenayu OofHa napTus 12,0
(100
OOKYMEHTOB)
O6paboTka HOBbIX NOCTYMMEHWNA:
4 | nepBWYHbIA pa3bop HOBbIX MNOCTYMNEHUN OofHa napTus 26,0
(100
OOKYMEHTOB)
5 | pasbop OOKyMEHTOB Ansi onpefeneHns pacCTaHOBOYHbIX LWNGPOB ofHa napTus 1,0
(100
OOKYMEHTOB)
6 |npegBapuTenbHas cucTeMaTM3auus  LOKYMEHTOB  [PYMNMoOBOM| OgHa napTus 1,0
0b6paboTkn ons onpegeneHns NoNoYHOro MHAekca (1200
OOKYMEHTOB)
LLndpoBka AOKYMEHTOB: OAWH OOKYMEHT
7 |c aByms wudppamm (1 - "BupTYyansHbLIA") 1,0
8 |6e3 wudpa 1,8
9 | mocbinsl 3,6
10 |BBOA WKcppa 0,5
LUncpoBka AOKYMEHTOB rpynnoBon o6paboTku: OOWNH OOKYMEHT
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[aTta coxpaHenus: 21.05.2015

11 |npepBapuTenbHas cuctemaTusaumsi (BBOO WMHAEKCA OTpacmu 1,0
3HaHua no Tabnmuam BBK B 3K)
12 | petanbHag cuctemaTusauma (BBoa nonoyHoro nHaekca 66K B 3K) 1,0
13 | obpaboTka AOKYMEHTOB HA MHOCTPAHHLIX EBPOMENCKMX SI3bIKax OAWH OOKYMEHT 3,6
14 |obpaboTka [OOKYMEHTOB Ha HauWOHamnbHbIX 43blkaXx HapO4OB| OOWH OOKYMEHT 4,5
cybbekToB Poccunckon ®epepauum
15 |npuem n obpaboTtka gokymeHTtoB XVIII - XIX BB. OAVH LOKYMEHT 8,0
16 |npuem n obpaboTka OTEYECTBEHHLIX NMEPUOAUYECKUX U3AAHWUA U3 | OOUH OOKYMEHT 1,8
3ana Tekywmx nepmognyeckux naganunm (3Trn)
17 |npuem n obpaboTka MHOCTPaHHbLIX NEPUOOUYECKUX WU3OAHWA U3 | OOUH OOKYMEHT 1,8
3TN
18 | nepelwwmncpoBka AOKYMEHTOB OAWH OOKYMEHT 27,0
19 |BBopg 6ap-koaa fokymeHTa B 9K OOWNH OOKYMEHT 2,6
20 |nepepaya OOoKyMeHTOB B hoHa bmnbnuoteku (PB) OfHa napTus 26,0
(100
OOKYMEHTOB)
O6cnyxunBaHue yntatenen n aboHeHTos B Pb:
21 | BbINONHEHME TpeboBaHWI, NOCTYMMBLLMX MO SIEKTPOHHOMY 3aKa3sy OfHO 1,0
TpeboBaHne
22 | B3auMoOpacyeT CO CTPYKTYPHbIMKU NoapasgeneHmamm 6ubnmorteku OofHa napTusA 14,0
(100
OOKYMEHTOB)
23 | paboTa ¢ 3a40/MKEHHOCThLIO OOWNH OOKYMEHT 1,8
CoxpaHHoCTb hOHAO0B:
24 |noarotoBka  OOKYMEHTOB Ha MUKPOpMNbMMpOBaHne M| OOWH OOKYMEHT 54
CKaHWpoBaHue
25 |nepepava OOKYMEHTOB Ha MUKpOUIbMUpOBaHNE n| ogHa naptus (20 16,0
CKaHVpOBaHue OOKYMEHTOB)
Csepka doHAa ¢ aneKkTpoHHbIM KaTanorom (JK): OAVH [OKYMEHT
26 |ogHOYacTHble OOKYMEHTOB 1,8
27 | MHOro4YacTHble JOKYMEHTOB 3,6
28 |npoBepka A4ocTyna K 3NEKTPOHHOMY pecypcy OOVH JOKYMEHT 54
MepeBoa OOKYMEHTOB B LMGPOBOM hopmaT:
29 |npuem/nepenava neyatHbIX U3gaHui U3 otaena oHgoaepkartensi| OAWMH LOKYMEHT 0,9
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no aBTOMaTU3MPOBaHHOW NporpamMmme nepegad
30 |cBepka MOMy4YEHHbIX OOKYMEHTOB C 3NIEKTPOHHbIM KaTanoroMm W | OAWH AOKYMEHT 3,3
pacrnpegeneHne 3aknagok ¢ MMeHem danna no neyaTHbIM
opuruHanam
31 |pacnpegeneHne nevyaTHbIX [AOKYMEHTOB Mexdy onepaTtopamu| OAHa naptug 55,0
ckaHupoBaHusi (40 LOKYMEHTOB)
32 | ckaHMpoBaHWe neYvyaTHbIX JOKYMEHTOB B MOSIHOLBETHOM peXxume OfHa cTpaHuua 0,33
33 | konupoBaHWe onepaTopoM IEKTPOHHON KONUN OTCKAHUPOBAHHOIO | OAWH JAOKYMEHT 30,0
OOKyMeHTa Ha cepBep
34 | obpaboTka 3NEKTPOHHOW KOMUM OTCKaHMPOBAHHOIO U3aaHust OfHa cTpaHuua 2,5
35 |konupoBaHue onepaTopoM 06paboTKM TrOTOBOW SMNEKTPOHHOW | OAWH AOKYMEHT 30,0
KOMuM OTCKaHMPOBAHHOIO U3aHus ¢ paboyen cTaHLmMM Ha cepBep
36 |Bepudukaums (MpoBepka C NOMOLLbI JOKA3aTeNbCTB) U KOHTPOSb | OAWH AOKYMEHT 10,0
KadecTBa 0O0paboTaHHbIX ANEKTPOHHbBIX KOMWUIA NeYaTHbIX 34aHun
37 |pacno3HaBaHue TekcTta U co3gaHue [MOd-cainoB SMNEKTPOHHbLIX | OAWH AOKYMEHT 35,0
KOMui NeYaTHbIX N3gaHun
38 |konupoBaHMe pacno3HaHHbiX [MOP-hannoB SNEKTPOHHBIX KOMWWA | OAWH AOKYMEHT 6,0
nevyaTHblX U3gaHU B TEXHOMNOrMYecKyk nanky Ang ganbHeunwwen
3arpysku Ha cepeep
2.5. O6cnyxmBaHne MHOrOpPoAHNX abOHEHTOR B LIEHTPE AUCTaHLMOHHOro obpasoranus (LIOO) n MBA
Tabnuua 27
N HaumeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHuns BpeMeHWU,
MWH.
1 2 3 4
1 |nopgroTtoBka paboymx MecT ofHo pabouee 4,2
MecTo
2 | NpOCMOTP 3NEKTPOHHOW MOYTbl, O3HAKOMSIEHME C MOCTYNUBLUUMU OAHO 26,0
COOOLLIEHUAMM cooOLLieHne
3 |peructpauus aboHeHTOB OAVH aboHeHT 4,5
4 |npuem 3aka3oB OT abOHEHTOB u4epe3 aBTOMAaTU3MPOBaHHYIO OOVH 3aKkas3 2,7
cMCTeMy nopTana ynpasrieHUsi AOMONHUTENBHOIO 0B6CNyXnBaHWS
(YOO)
lMpoBepka NO 3MEKTPOHHOMY KaTanory Hanuuns [OKYMeHTa B| OAWH JAOKYMEHT
doHaax, npocTaBneHne Wwndgpa Ha GrnaHke-3akase:
5 |6e3 6ubnuorpacdunyeckon gopaboTku 3,6
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6 |c bubnuorpadunyeckon gopaboTkon 17,0
7 |npveM OOKYMEHTOB OT OTAeNoB hoHaoaepKaTenen oavH penc (13 9,0
®b)
8 |noarotoBka M odopMIieHMe AOKYMEHTOB K Bblaade OAWH OOKYMEHT 2,7
9 | popmumpoBaHue KanbKynAuMmM Ha onnaTty yCnyru Ha Bbigayy Konuu | odHa cTpaHuua 1,0
OOKyMeHTa Mo 3anpocy aboHeHTa
10 | npoBepka NOCTyNIIeHNs Nnartexa no Buaam onnarhbl OfHa 3asBKa 1,0
11 |peructpauus BblgauM [OOKYMEHTOB B aBTOMAaTU3UMPOBaHHOW | OOWH OOKYMEHT 1,8
cucteme
12 |oTnpaBka 6aHgeponen ofgHa 6aHgeponb 4.4
13 |cocTaBneHne  onucu MOArOTOBMEHHBIX K OTMPaBMEHUI0 | OAHAa 3anucb 2,7
GaHpeponen
14 |TpaHcnopTuMpoBka 6GaHgeponen B nogpasgeneHne OTNpaBkM| OgHa napTus 9,0
3akasHblx 6baHaeponen
15 | npuem gOKYMEHTOB, BO3BpaLLEHHbIX abOHEHTaMu OAVH LOKYMEHT 2,8
16 |paboTa c oTkazamu OAWH OTKas 2,7
17 |opraHusauus u BeeHue KapToTek OfHa KapTo4ka 1,0
/ogvH
OnaHk-3aka3
18 |pacnevaTka guccepTaumm U3 anekTpoHHon 6asbl aguccepTauum no OOWH NUCT 1,0
3akasy aboHeHTa
19 |KOHTpONb 3a noralleHnem 3a40SMKEHHOCTHN OoAVH aboHeHT 14,0
20 | nouck Henony4eHHbIX baHaeponen ofgHa 6aHgeponb 55,0
21 |Bo3BpaT OWNBOYHO 3acnaHHbIX JOKYMEHTOB ofHa baHpepornb 3,5
22 |cnpaBku 1 KOHCYNbTaumm 06 ycnoBuax obcnyxmnBaHus aboHEHTOB, oAHa 9,0
no pabote aBTomaTmampoBaHHom cuctemsl LLO n MBA KOHCYynbTauuns
2.6. CnpaBo4Ho-6ubnuorpaduyeckoe obcnyxmsaHue
Tabnuua 28
N HaumeHoBaHwue npouecca, onepauun. CoctaB paboTbl EgovHuua Hopma
n/n n3mepeHuns BPEMEHMN,
MVH.
1 2 3 4
BbinonHeHne ycTHbIX Onbnunorpaduyeckmx CnpaBok:
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1 |nopgroTtoBka pabo4ymx MecT e)xeHEeBHO 13,0
2 |exeOHeBHbIN CTaTUCTUYECKMI y4yet exegHeBHO 13,5
crnpaBoYHO-6nbnuorpaduyeckoro obcnyxmBaHus Yntarenemn
3 |u3yyeHme oTpuuaTenbHbIX OTBETOB Ha Oumbnuorpadudeckmne OAWH 13,5
3anpochl C LEenblo BbiABEHNst Opaka oTpuuaTenbHbLIN
oTBeT
4 | npvem 3anpoca Ha BbinoriHeHne Gubnuorpadmyeckon cnpaekm OAMH 3anpoc 10,0
5 | ochopmneHrne KOHTPONBLHOIO NUCTKa NOMbL30BaTENs oavH 1,0
nons3oBarternb
6 | Temartuyeckasi ycTHast bubnmorpadguyeckas cnpaeka OfHa cnpaska 17,0
7 |appecHas ycTHasi cnpaBka OAHa cnpaska 8,0
8 | yTouHsoWas ycTHas bnbnuorpadgudeckas crpaBka OfHa cnpaska 18,0
9 | dakTorpacumyeckas yctHasa bubnmorpadudeckas crnipaBka OflHa cnpaska 15,0
KoHcynbTauuu: ogHa
KOHCyrnbTauus
10 |6ubnuorpaduyeckas 10,0
11 | opueHTUpytoLas 6,0
12 | BcnomorartenbHO-TeXHNYeckasi 3,0
13 | 6ubnumorpaduyeckas/dakrorpacdumyeckas cnpaeka O[iHa cripaBka 12,0
BbInonHeHne NncbMeHHbIX Bubnunorpaduyeckmx cnpasBok:
14 |npuem n pernctpaumsi MMCbMEHHOro 3anpoca B OpraHM3auuoHHOM |  OAMH 3anpoc 3,0
rpynne
15 | ancneTtyepusaums NUCbMeEHHbIX 3anpocos B rpynne CBO exegHeBHO 60,0
16 |peructpauma 3sanpoca B XypHane ydeTa MUCbMEHHbLIX CMNpaBOK| OAHa 3anucb 3,0
rpynnel CBO
lMucbMeHHas TemaTudeckas cnpaska:
17 | TemaTuyeckas crnpaska 1-i CTENeHN CrOXHOCTU: A0 25 Ha3BaHUW, | OAHa cnpaska 1200,0
C NpocMOTpOoM Gmbnuorpadunyeckmx NCTOYHNKOB
18 |TemaTnyeckass cnpaBka 2- CTENeHW CIOXHOCTU: cBbiwe 25| oaHa cnpaska 2900,0
Ha3BaHUN, C MPOCMOTPOM OMbnmMorpaduUUecknx u TEKCTOBbIX
NCTOYHMKOB
19 |nucbMeHHas yTouHsoLaa bubnuorpaduyeckas cnpaska OAHa cnpaska 360,0
20 |nucbMeHHada agpecHas cnpaska OfHa cnpaska 120,0
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21 | nucbMeHHasqa hakTorpadmyeckas cnpaska OfHa cnpaska 360,0
McbMeHHbIe KOHCYNbTaUnun: ofHa
KOHCYrnbTauus
22 | 6ubnunorpaduyeckas 480,0
23 | opueHTupyoLwas 480,0
24 | KOHCYNbTaUUA-KNuLe 240,0
PepaktnpoBaHune BbINOMHEHHbLIX MUCbMEHHbIX CNPaBOK:
25 |agpecHas NnUCbMeHHas crnpaska OfHa cnpaska 9,0
TemaTuyeckas NCbMeEHHas cnpaska: OflHa cnpaBka
26 |1-1 cTeneHn CroXHOCTU 18,0
27 | 2-1 cTeneHn CrIoXHOCTU 48,0
28 | yToyHsAOLWaa NUCbMEHHada cripaBka OfHa cnpaska 8,0
29 | cpakTorpacdudeckas NnUCbMeHHasi cnpaBka OAHa cnpaska 8,0
30 |peructpauus BbIMNOMAHEHHOW MUCbMEHHOW CnpaBkM B rpynne| oOgHa 3anucbh 3,0
crnpaBoYHo-6mnbnuorpadudeckoro  obenyxmeanmss  (CBO) B
XypHane yyeta NMCbMEHHbIX 3anpoCcoB
31 |perucTtpaums BbIMOSIHEHHON NMUCbMEHHON cnpaBku B| OfHa 3anucb 2,0
opraHusaumoHHom rpynne CbBO
32 | ochopmneHne n nepenada/otTnpasneHne oTBeTa 3akasumky OJVH 3anpoc 12,0
BupTyanbHas cnpaBoyHas cnyxba:
33 |BupTyanbHasa TemaTuyeckas cripaska OAHa cnpaska 18,0
34 | BupTyanbHaga agpecHas crnpaska OfHa cnpaska 7,0
35 |BupTyanbHas yTodHSOLWAs cnpaska OAHa cnpaska 18,0
36 |BuMpTyanbHasa opueHTUpyloLlas cnpaska OfHa cnpaska 6,0
37 |BupTyanbHas akTorpaduyeckas cnpaBka OAHa cnpaska 15,0
38 |odopmrieHMe oTBeTa Ha 3anpoc yitatensd OAHO NNCbLMO 6,0
39 | nononHeHne apxuBa BbINOMHEHHbIX crnpaBok ("ba3sbl 3HaHWA") OfiHa cnpaska 11,0
40 |ckaHMpoBaHMe [OKYMeHTOB M3 d¢oHaoB CBO no 3akasam| ogHa cTpaHuua 3,0
nons3oarenem
KoHcynbTauuu: ogHa
KOHCYrnbTauus
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41 |6ubnuorpaduyeckas 10,0
42 | opueHTUpytoas 10,0
43 | KOHCYnbTaUunsa-Knue 5,0
44 |koopAuHauua W aucrneTyepusauusi BbINOJSIHEHWUS BUPTyarbHbIX | OOHO NMUCbMO 12,0
crnpaBokK
Bubnuorpaduyeckoe oOyyeHne nonb3oBaTenemn: ofHa
KOHCYyInbTauus
45 | meTOoan4eckasa 10,0
46 | TemaTnyeckas 15,0
47 | noaroToBKa onbnuorpadguyeckoro o630pa/obyyatoLLiero OAHO 2400,0
MeponpusiTUs Mo MeToauke dpopmupoBaHus Gubnuorpaduyeckon | meponpusTue
3anucu, paboThl c KaTanoramu, no MeToauke
6mbnmorpadunyeckoro onucaHus, 6ubnuorpadunyeckumm
NCTOYHMKaMK (OPMUPOBAHUST CMMCKa IMTepaTypbl K Hay4HOM
paboTte
48 | npoBeaeHue dunbnuorpadunyeckoro ob3opa/obyyatoLLiero OAHO 60,0
MeponpusaTus (No NyHKTy 39) MeponpusaTme
Okckypcunm no ¢doHgam M cnpaBOYHO-OMGNMorpadmnveckoMy | ogHa 3KCKypcus
annaparty (CBA) LUBC:
49 | noarotoBKa 480,0
50 |npoBegeHue 60,0
BeneHne cnpaBo4yHO-6MGnIMorpadgmyeckoro annapara:
51 |BeageHue apxvBa BbINOMIHEHHbIX CMPaBOK B 3NEKTPOHHbIV PEXUM OflHa cnpaBka 8,0
52 |BBOfA KapToTek B 6a3y aaHHbIx (B[) OfHa KapTouyka 6,0
BbicTaBoyHas pabora: O[lHa BbICTaBka
53 | pa3paboTka nnaHa opraHu3auum 1 3KCNOHMPOBaHNSI TEMaTUYECKOM 2160,0
BbICTaBKM
54 |noarotoBka CONPOBOAUTENbHOW [AOKYMEHTaLMM K BbICTaBke, 360,0
ATUKETaXy
55 | MOHTaXx BbICTaBKM 480,0
56 |AeMOHTax BbICTaBKU 240,0
57 |cospgaHue acdmw, oO6bABMNEHMW, nporpamMm fAfsi MPOBEAEHUS 60,0
BbICTaBOK

MpumeyaHue: npu paboTe C AOKYMEHTaMM Ha WMHOCTPaHHbIX EBPOMENCKUX si3blkax U S3blkax HapodoB
Poccuu, kpome pycckoro, K HopmamM BpeMeHU NPUMEHSIETCA NoBbiwatoLwmin koaddpuumneHT 1,15.

KoHcynbTaHTINIOC www.consultant.ru

HafeXHasa npaBoBas noaAepXXkKa

CrpaHuua 74 n3 224


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

Mpuka3 MuHkynbTYpbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM Tpyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepocTtasiieH KoHcynbTaHTI0C
[aTta coxpaHenus: 21.05.2015

2.7. HoTHble usgaHuns 1 3Byko3anucu

Tabnuua 29
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n n3mepeHuns BpeMeHWU,
MUH.
1 2 3 4
dopmupoBaHne bubnmorpadudeckon sanncu:
1 |Ha rpaMMOdOHHbIE NMACTUHKM (TPaMnacTUHKM) Ha PYCCKOM OAWH OUCK 140,0
A3blke (onvcaTenbHasa kaTanornsauns)
2 |Ha rpamMnnacTUHKM Ha WHOCTPAHHbLIX EBPOMENCKUX $A3blkaX U OAWH AUCK 180,0
A3blkax HapogoB Poccuu, kpome pycckoro (onucaTenbHas
KaTanormsauus)
3 |Ha ayauoguckax — Ha  pycckoM  A3blke  (onucaTenbHasi OAWH OUCK 160,0
KaTanorusauus)
4 | Ha ayamoguckax Ha MHOCTPaHHbIX EBPOMENCKUX SA3blKaX U A3blKax OJVH ONCK 220,0
HapogoB Poccun, kpome pycckoro A3blka (onucatenbHas
KaTanormsauus)
5 |Ha anckax dopmaTta ayavodannos (onucatenbHas OAVH AMUCK 480,0
KaTanormsauus)
6 |Ha HOTHble W34aHMs Ha pPYCCKOM A3blke (onucaTenbHasi| OAWMH LOKYMEHT 132,0
KaTanormsauus)
7 |Ha HOTHble M3JaHWUS Ha WHOCTPAHHbLIX E€BPOMNENCKUX A3blkaX M| OAMH OOKYMEHT 140,0
A3blkax HapopgoB Poccuu, kpome pycckoro (onucaTenbHas
KaTanormsauus)
CnpaBo4Ho-6ubnuorpacpuyeckoe obcnyxmBaHne B YUTaNbHOM
3ane
BbinonHeHne ycTHOM 6GMbnmnorpacdmnyeckon cnpaBku;
8 |npuem 3anpoca Ha BbinonHeHne Gubnunorpaduyeckon cnpasku OAVH 3anpoc 6,0
9 |TemaTtnueckas ycTtHasa Gubnuorpaduryeckas cnpaeka OfHa cnpaska 20,0
10 |ycTHas agpecHas bubnuorpadguyeckas cnpaska OAHa cnpaska 12,0
11 |yTouHsiloWwasn ycTHas bubnuorpaduyeckas cnpaeka OfHa cnpaska 22,0
12 | dakTorpacuyeckas yctHas bubnuorpadumyeckas cnpaska OofiHa cnpaska 18,0
KoHcynbTauuu: ogHa
KOHCyrnbTauus
13 | bubnunorpaduyeckas 10,0
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14 | opueHTUpytoLas 3,0

15 | BcnomorartenbHO-TeXHN4Yeckasi 6,0
BbinonHeHne nMcbMeHHbIX Gubnuorpadunyeckux cnpaBok:

16 |npuem wn perncTpauus 3anpoca B KHUre ydeTta [MUCbMEHHbLIX | OAHa cnpaska 15,0
onbnuorpadunyecknx cnpaBok

17 |u3yyeHue 3anpoca, YCTaAHOBMIEHME WM YTOYHEHME 3SNEeMEHTOB| OAHa cnpaska 900,0
Gubnuorpaduyeckon sanucu
BeneHwne cnpaBo4yHo-6ubnorpaguyeckoro annapara:

18 | ohopmreHne KapToYkM AN KapToTek OfHa KapTouyka 16,0

19 | co3paHue 6ubnuorpaduyeckon 3anucu (b3) Ha cTaTbn NO My3bike | OAHa 3anNuUCb 8,0
13 JOKYMEHTOB, HE COOTBETCTBYIOLLMX NPOUIIO

20 |BegeHne KapToTek o[jHa KapTouyka 1,0
2.8. Pabota ¢ nutepatypon no bubnuotekosegeHuto, bubnuorpacdoBeaeHUI0 U KHUTOBEAEHWNIO

Tabnuua 30
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMU,
MUH.

1 2 3 4
O6paboTka HOBbIX MNOCTYMMEHWM B MNporpaMMHOM obecneyeHun
(MO):

1 |npuem HOBbIX MNOCTYMMEHUN OTEYECTBEHHbIX [JOKYMEHTOB B | OOWH JOKYMEHT 0,5
amcneTyepckon nporpaMmme nepegayu

2 | npueM HOBbIX NOCTYMMEHUI Ha MHOCTPaHHbIX €BPOMENCKUX A3blkaxX | OAMH LOKYMEHT 1,0
N a3blkax HapoaoB Poccun, Kpome pycckoro

3 |odopmneHne KapTO4KM Ha [OKYMEHT Ha pPYCCKOM fA3blke ANnd| ogHa KapToudka 8,0
KaTanoroB v kaptoTek obnacten (OBJT)

4 |odopmMmrneHne KapToukM Ha  OOKYMEHT Ha  MHOCTPaHHbIX | OfHa KapTouyka 10,0
€BPOMNencKMX A3blkax U A3blkax HapogoB Poccun, Kpome pycckoro,
ans katanoros v kaptoTek OBJI

5 | AHanutnyeckoe onucaHue aokymeHTtoB B 10 O[lHa cTaTbA 12,0
Ob6cnyxvnBaHve nonb3oBaTenen; BupTyalbHasi  CnpaBoOYHas
cnyxba:

6 |npuem 6ubnuorpadunyeckoro sanpoca Yntatens OOMH 3anpoc 3,0

7 |BupTyanbHas TemaTunyeckas crnpaska OfHa cnpaska 54,0
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8 |BupTyanbHas agpecHas crnpaBka OfHa cnpaska 18,0

9 |BuUpTyanbHas yToYHsOLWAs cnpaska OAHa cnpaska 26,0

10 |BupTyanbHasa dakTorpagudeckas crnpaBka OfHa cnpaska 20,0

11 |odopmneHue oTBeTa Ha 3anpoc Yutatens OIHO NUCbMO 10,0

12 | nononHeHne apxmBa BbIMOJTHEHHbIX CNpaBok ("ba3a 3HaHuin") OfHa cnpaska 10,0

13 | exegHeBHbIN CTaTUCTUYECKMI y4yet exegHeBHO 12,0
crnpaBoYHO-6nbnuorpaduyeckoro obcnyxmBaHus Yyntarenemn

2.9. O6bpaboTKa ONTUYECKMX KOMMAaKT-ANCKOB B 0Bpa3oBaTenbHbIX 3NeKTPOHHbIX pecypcax (O3P)

Tabnuua 31
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EpouHuua Hopma
n/n n3mMepeHuns BPEMEH, MUH.
1 2 3 4
1 |nonyyeHwe n gocTaBka ONTUYECKUX KOMMAKT-AUCKOB ofHa napTus 30,0
nokymenTtoB (100
[unCKOB)
2 | npuem HOBbIX MOCTYNMAEHUA ONTUYECKNX KOMMaKT-gUCKOB OofHa napTus 60,0
nokymenTtoB (100
OUnCKOB)
3 | cymmapHbI y4eT KOMMNakT-aUCKOB (MO YCTaHOBIEHHON hopme) OofHa napTus 7,0
[OKYMEHTOB
4 | uHauBMAayarnbHbIA y4eT KOMNaKT-ANCKOB OAHa 3anuncb 1,0
5 | TexHnyeckas o6paboTka oNTUYECKUX KOMMAKT-OUCKOB OAVH LOKYMEHT 2,0
6 |wudposka fokymeHToB B Mmogyne MO OOWNH OOKYMEHT 1,0
2.10. Pabota ¢ yutarensamu
Tabnuua 32
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n n3mMepeHuns BPEMEHM,
MUH.
1 2 3 4
3anucb nonb3oBaTtenda B 6ubnuoteky, pabota ¢ uuTatenem B
ynmTanbHOM 3ane:
1 |nogroToBka pabounMx MecCT nosfib3oBaTtener n obcrnyXuBarLero oavH MK 2,0
nepcoHana: nMpoBepka TEXHWYECKOrO0 COCTOSIHUS  CETEBOro
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obecneyeHnst 1 Napka BblYUCIUTENBHON TEXHUKM; BKNtoveHue MK

NpUHATUE Mep Nno nukemaaumm cboes B pabote K, B paboTte cetw,
OoTCyTCTBMA  gocTyna Kk 06ase  faHHblX  Nonb3oBaTenew;
NMHOPMUPOBaAHME COOTBETCTBYIOLMX CMNyXkO 0 cbosix; npoBepka
HeucnpaBHOW TeXHWUKKM; dukcaums cboeB B TeTpagu y4veta C
yKazaHMeM XapakTepa HeucrpaBHOCTU W BpeMeHW Hadvana c6os;
rocre ycTpaHeHus Henonagku oTMeTka BpEMEHMN ee YCTPaHeHs

oauH coomn

10,0

NPpoOCMOTP AOOKYMEHTOB 4UTaTeEnA (nacnopT, yOocTtoBepeHue,
I'IOpy‘-II/ITeJ'IbCTBO), npoBepkKa Hannyna y‘-IeTHO-peFI/ICTpaLI,I/IOHHOﬁ
KapTO4YKN YntTaTtena

OOWH YnTaTesb

3,0

3anofiHeHne copmynspa 4YuTaTensl, Y4eTHO-PerncTpaLMoHHON
KapTOYKK, YnTaTenbckoro Guneta

OOWH KOMMNNEKT

50

O3HaKoMmIieHne  4yuiTaTens C  MpaBunamm NosnbL30BaHNs
61bnmoTekon, pacnonoxeHmem ooHAa, CPaBOYHbIM annapaTom

OOWH YnTaTeslb

6,0

noabop wn paccraHoBka MO HoMepam 6unetoB, andasBuUTy
damunuii yuTaTtenen y4eTHO-permcTpaLoHHbIX KapTovek

ofiHa KapTouka

2,0

OCYLLECTBMEHNE KOHTPONSA 3a BO3MOXHbIM HanuyvMeM AaHHbIX O
ynTaTene Kak HapywwuTterne (nNMweH npasa Nnonb30BaHWs); BegeHne
(v perynsapHbIN NPOCMOTP) KAPTOTEKM YNTaTENEN-HApYyLLUUTENEN

OAWH YnuTaTeslb

0,5

MepeperucTpauns yutaTenei:

nouck cpopmynspa (perncTpauMoHHOW KapTOuvKuM) uuTaTens;
BHECEHNE N3MEHEHWNI B HUX W B YuTaTenbckme bunetobl (yTouHeHne
a@HKeTHbIX [daHHbIX, HOBOIO u4MTaTENbCKOrO HOMepa, AaTbl
nepepermctpaumm) € BedeHVMEeM KapTOTEKM HayyHbIX TeM U
TeKyLLMX U3MEHEHUI (NonyYeHne 3BaHun, nyénvkaumm, gapsbl)

0/[iHa KapToukKa

2,0

3anucb (nepeperncrpaunsi) yuTaTenem B aBTOMATU3MPOBAHHOM
pexume:

CbeMKa (hoTokamepor Ansa YntTaTenbckoro bunerta

oauH
noceTuTenb

0,5

10

ochopMreHne Koda YMTaTtenst C KOHTPOSIbHBbIM pa3psgoM U CPOKOM
Monb30BaHWUs 4uTaTeNbCKMM OuNeToM, Ha OCHOBE BbIOAHHON
nHpopmaLmm

OAVH
nocetuTenb

0,4

11

Bblgaya Ha NPUHTEpP CBeAEHWI O 3anucaBLUEMCS YMTaTene B BUae
yuTaTenbcKoro buneta

OAVH
nocetuTenb

0,4

12

Habop Ha KnaBuaType cBefdeHW o uuTaTene: damunus, UmMs,
OTYeCTBO, XapakTepusylole ero npusHakM (obpasosaHue,
crneumanbHOCTb), Kod, HOMEpP YMTaTenbCKoro GuneTa; oTochbemka

oauH
noceTuTenb

2,0

13

OCYLLECTBMNEHNE KOHTPOMNS 3@ BO3MOXHbIM HanuMyMem AaHHbIX O
yutarterne, 3anvcaBlleMcs B OMONMoTeky (paHee 3anucaH, NueH
npaea nosib30BaHWs)

OAVH
nocetuTenb

2,0
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14 |odopmneHne uuTaTtenbckoro 6unera ¢ HOMEPOM U CPOKOM OAVH b6unet 1,0
Nonb30BaHWUs 4YUTaTENbCKUM OUNETOM Ha OCHOBE BblgAHHOM
MHopmMaumn

15 |Bblga4a Ha nNpUHTEP CBEOEHMM O 3anucaBlleMCH uduTaTtene, oauH 5,0
nposefeHne paanoyacToTHOW MAEHTUdUKaLMM YuTaTenbLCKoro noceTutens
bunera; nposeneHue OEeHexHoro B3anmMmopacyeTa c
nonb3oBartenem 4yepes Kaccy
YpaneHHas 3anuceb: oavH

noceTutens

16 |cBepka [aHHbIX pPerucTpauMoOHHOM KapTOYKW, CKaHUPOBAHHbIX 2,0
KOnuM € nacnopta W ApYrMMW [OKYMEeHTamMu nornb3oBaTtens u
noATBePXKAEHME 3as8BKN

17 |odopmneHue gorosopa-odepTbl Ha NpefocTaBreHne AocTyna K 3,0
3MNEKTPOHHbIM pecypcam 6ubnmoTekm

18 |Habop Ha knaBuaType AaHHbIX, AMs 3anofHeHusa AOoroBopa, BbIBOA
JoroBopa Ha npuHTep, NOANUCH N1LA, 3aknioYvaBLLEro 4OroBop

19 |odopmrnieHne  Bxoga-Bbixoga — uuTaTens w3 Gubnmorteku: OOVH 2,0
CKaHVMpOBaHMEe MOCTOSHHOIO u4uTaTtenbckoro 6wneTta, Bblgava noceTutens
KOHTPOJTLHOrO NNCTKa
BbinonHeHne TpeboBaHMM nonb3oBaTenen, Bblgaya OOKYMEHTOB
n3 cneumnann3npoBaHHoOro goHaa:

20 |nony4yeHue TpeboBaHMS Ha [OOKYMEHT U3 OCHOBHOMO XpaHEHWs, OAHO 1,0
npoBepKa NpaBUIbHOCTK 3anofiHeHus TpeboBaHus, perncTpaums TpeboBaHve

21 | pas3bop TpeboBaHMI NO ApycaM, pacchbifika No MHEBMOMNOYTE OflHO 10,0

TpeboBaHue

22 |nonyyeHue TpeboBaHMA Ha OOKYMEHT, NpoBepka MNpaBWibHOCTU OfHO 10,0
3anonHeHuns TpeboBaHwus; peructpauusi, popabotka TpeboBaHus;| TpeboBaHue
nog6op no wudpam B cneymanmanpoBaHHOM oHae

23 |nogrotoBka W oOdoOpMIiIEHME OTKa3oB W MNepeHanpaBreHun; OAHO 5,0
oTnpaBka TpeboBaHW C OTKa3zamMm W MepeHanpaBnsembiMun| TpeboBaHue
TpeboBaHUsMUK

24 |nouck OokyMeHTa B ooHOe, OoTMeTka Ha TpeboBaHWW, KHWXHOM | OAMH LOKYMEHT 5,0
cdopmynsape, oucneT4epcKom ceTke

25 | TpaHcnopTuUpoBKa/goCcTaBka U3gaHus u3 ooHAa B UMTanbHbIA 3an | OAMH OOKYMEHT 8,0

26 | TpaHCnopTUpOBKa/OOCTaBKa M34aHusa U3 oHAA B YMTasbHbIA 3an 45,0
(yoaneHHoe xpaHunuiie)

27 |ycTaHOBKa MeCTa HaxOXAEHWsi HeHaWOeHHOro [AOKYMeHTa Mo | OAMH LOKYMEHT 50
6a3am 1 6GaHKaMm faHHbIX, CNPaBOYHbIM KAPTOTEKaM, KaTanoram

28 |Bblgada OOKYMeHTa M3 crneumanusMpoBaHHoro doHga vutaTternto; | OAVMH OOKYMEHT 15
OTMETKa Ha  KHWKHOM  chopmynspe/TpeboBaHnn;  3anucb
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JOKYMEHTOB B UATATENIbCKYI0 KapTouKy (BKMaAHOW JIUCT); OTMETKa
B KHUre 3aKka3oB; OTMEeTKa O Bblgaye B aBTOMaTWU3WPOBaHHOW
cucteme (M3MEHEHMe cTaTyca W3[aHusl) MyTeM CYUUTbIBaHWS
LUTPUX-KOOA OOKYMEHTa

29

npvem [OKYMEHTa OT u4uTaTens; MOUCK KOHTPOJSIbHOTO JMCTKa
nonb3oBaTtens, TpeboBaHWii; NpoBepka COXPaHHOCTU OOKYMEHTa;
noralwleHne OTMEeTKM O Bblgaye Ha KOHTPONbHOM  JIUCTKE
nosib3oBaTens; MorawleHne BblgaydM B aBTOMAaTWM3WPOBaHHOW
cucteme (M3MEHEHMe cTaTyca W3[aHusl) MyTeM CYUUTbIBAHWS
LUTPUX-KOAA JOKYMEHTa

OOWH OOKYMEHT

15

30

Bblgaya JOKYMeHTa M3 akcnosuummn myses kHuru (MK) cotpyaHuky
CeKkTopa XpaHeHus AN Bblayu YWTaTenio; CHATUE BUTPUHBI C
OXpaHbl MO 3BOHKY Ha MynbT OXpaHbl; BCKPbITUE BUTPUHbI; BbleMKa
KHUMM 13 BMTPUHBI; 3aKpbITUE BUTPWHbLI; NMOCTAHOBKA BUTPWHBI Ha
oxpaHy; hukcauus Bbligadn B "KypHane Bblgadn" matepuanoB u3
akcnosnuymn MK

OONH OOKYMEHT

40,0

31

NPUHATUE OOKYMeHTa OT uuTaTens; nouck sanucu B "KypHane
Bblgaun"; noralleHue OTMETKM O Bbloaye; CHATWE BUTPUHBLI C
OXpaHbl MO 3BOHKY Ha MyfbT OXpaHbl; BCKPbITUE BUTPUHbI; BO3BpaT
KHWUM B BUTPUHY (MOHTaX); MOCTAHOBKA BUTPUHbLI HA OXpaHy

OONH OOKYMEHT

30,0

32

npuem TpeboBaHM OT uuTaTenen B HayyHo-uccrnegoBaTensCKOM
otaoene pykonucen (HAOP), npoeepka kavectBa uUX 3anofHeHus;
poCn1Cb B KHUre permcrpaumm TpedosaHmm

OAWH pa3 B OeHb

30,0

33

O3HaKoMsieHne ¢ TpeboBaHWEM, YTOYHEHME MecTa XpaHeHus Mo
TonorpadmMyeckomy ykasaTersto; BbleMKa eAuHWL, XpaHeHus (en.
Xp.) U3 KapToHa, pasMelleHMe B KapTOHe KapTbl-3aMeHUTens;
npoBepka COOTBETCTBUA LUMdpa M 3arofioBka Ha OBGNoOXke U B
TpeboBaHWM; npoBepka (U3MYECKOr0 COCTOSHMSA ed.  Xp.;
ocbopMIieHNe NUCTa UCMOSb30BaHWS, 3arnofHeHne KHUM Bblaauu

eavHuLa
XpaHeHus

3,0

34

npoBepka NucTaxa ef. Xp. Npv Bbidaye, yCTaHOBEHNE HANMYHOTO
nMcTaXa C 3anucbio B 3aBEepUTENbHOM NUCTE M Ha O0BMoXKe,
OTMeTKa B 3aBEPUTENIbHOM NIUCTE O NMPOBEpPKE

OAMVH NUCT

0,2

35

npoBepka nucTaxka npu  Bblgadye C  nepeodopmMieHnem
3aBepuTENbHOrO NUCTa € yKasaHWeM BceX OCOGEHHOCTEN
XPaHALWMXCH B . Xp. AOKYMEHTOB

OOWH NMNCT

0,3

36

NpoBeEpKa NuUCTa)ka Mocrne BO3BpalleHUst ed. Xp. U3 4yuTarnbHOoro
3ana (43) unu ot cotpyaHukos; ans OLU, ¢oto, aBTorpacos,
KOMNNEKUMOHHbIX JOKYMEHTOB - 06a3aTtensHa

OAWH NMNCT

0,2

37

HyMepauusi U nepeHymepauusi IMCTOB Npuv Bbldave ed. Xp. Ans
MCMOMb30BaHUS C COCTaBMEHWMEM Pa3BEPHYTOro 3aBepUTENbHOro
nmMcTa ¢ BbIHECEHMEM BCeX 0COBEHHOCTEN OKYMEHTOB

OAMVH NUCT

0,3

38

WwndpoBka o6noxek ef. Xp.; CBEpKa 3aronoBka ef. Xp. C ONUCLIO;
npocraenenue wramna HAOP u ero 3anonHeHune

eavHuLa
XpaHeHus

2,2

39

odopmneHne obrioxek (0T pyku): pasnuHOBKa MOBEPXHOCTU

eaunHunua

6,0
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OOMOXKW; HanncaHve Ha OOnoXKe HauMeHoBaHus ¢oHAa, XpaHeHus
3aronoBka ef. Xp., KpavHuX pJaT, Konuyectsa IUCTOB MU
OOKYMEHTOB B COOTBETCTBUMN C OMUCHIO
40 |npuem K TpaHcnopTupoBka ed. xp. M3 Y3 B xpaHunue n us eguHuua 15,0
xpaHunuwa B Y3 XpaHeHus
2.11. Bblgaya KOMNNEKTOB JOKYMEHTOB BO BPEMEHHOE MOorb3oBaHue noapasaeneHnsm 6nbnuoteku
Tabnuua 33
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl Epovnuua Hopma
n/n namepeHns BpEMEHM,
MUH.
1 2 3 4
1 |odopmneHue 3asBKu/aKkTa Ha KOMMNAEKT OOKYMEHTOB, | 0QHa 3asBKa, aKT 30,0
nepefasaembIn B CTPYKTYpHOE nogpasgeneHune
2 |nogbop [AOKYMEHTOB B KOMMMEKTbl; perucrtpauus BblAaHHbIX | OAWH KOMMMEKT 10,0
OOKYMEHTOB B Y4eTHbIX (hopmax
3 |Bbljjaya KOMMIIEKTOB [OKYMEHTOB; OTMETKa Ha KHWXHOM | OOWH KOMMMEKT 50
dopmynsape (vHamkaTope) aarbl BblAauu, OaHHbIX
nogpasgeneHns, nonyvyarolero KOMMMEKT; OTMeTKa B KHure
Bbldayn AaTbl Bbldayu, AaHHbIX MoApasfeneHuvs, noryyaroLlero
KOMMMEKT; oTMeTKa B AKTe nepefaun
4 | nonyyeHve KOMMMNEKTOB  [OKYMEHTOB oT CTPYKTYPHbIX | OOWH KOMMNMEKT 18,0
nogpasgeneHun; MOUCK KHWXHOro dopmyndpa (MHaukaTtopa);
noraweHne OTMETKM O Bblaye, BIIOXEHME €ero B [OKYMEHT;
nposepka (MU3NYECKOro COCTOSAHUSA, MepecyeT NUCTOB, CBepka C
AKTOM nepefauu; norawleHne oTMeTKN O BblJade B KHUre Bblauu;
nepegaya JOKYMEHTOB Ha CHpocKy
2.12. OOGcnyxuBaHMe nosfb3oBaTene [OOKYMEHTaMM B 4uTanbHOM 3ane, 3ane ¢ rmMopuaHbIM

obcnyxMBaHWeEM, 3arne 3NeKTPOHHbIX pecypcoB, 3ane "MHTepHeT", 3ane cneuyuanuanpoBaHHoro otaena. lMpuem
3aKa3oB No TenedoHy 13 ropoaa

Tabnuua 34
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n N3MepeHuns BpEMEHWN,
MWH.
1 2 3 4
O6cnyxunBaHue nonb3oBartenen GubnmMoTekun:
1 |npoBedeHue KOHCynbTauuu, Gecedpl C YuTaTenem no npasuiiam| OAMWH YMTaTernb 3,6
06CnyXMBaHWSA B YMTanbHOM 3ane 1 npefocTtaBrisieMblX ycryrax,
Mo UCMONb30BaHNIO CNpaBOYHO-OMGNMorpaduyeckoro annapara u
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(hOHZO0B, AMNEKTPOHHBLIX PECYPCOB, MHDOPMUPOBAHUE YMTaTeNs O
HOBbIX MOCTYMIEHUSX

KoHcynbTaumm no pabote c lNK B uMtansHOM 3ane, no pabore B
3ANeKTPOHHON BubnuoTeke

OOWH YnTaTeslb

2,0

npvem 3aka3oB Tonb3oBaTeneil Ha U34aHus W3  OCHOBHOIO
KHArOXpaHunuila,  npoBepka  MPaBUIbHOCTU  3anofiHEeHUs!
TpeboBaHus; peructpauus

O[VH 3aKa3

1,0

rnp1em 3akasos Mo TenedoHy 13 ropoaa

O[VH 3aKa3

50

nony4yeHune LOOKYMEHTa, 3aKa3aHHOro
cneunanm3npoBaHHOM d)OH,EI,e/‘-II/ITaJ'IbHOM 3ane

yyutatenem B

OONH OOKYMEHT

0,9

paccTaHOBKa M3fdaHuWii Ha OGpoHenonkax 4uTanbHOro 3ana,
MOCTYNMBLUMX U3 KHUFOXpaHUIyLLa Mo 3akasam nosfb3oBaresen

OOWH OOKYMEHT

0,4

I'IO,EI,60p OOKYMEHTOB Ha 6p0HenonKe, 3aKa3aHHbIX U3 OCHOBHOIO
KHUroxXpaHunuuia,; nepegaya Ha Kaq)e,u,py Bblaa4u

OONH OOKYMEHT

0,47

noabop [OKYyMEHTOB B MOACOOGHOM dhoHAE 4MTanbHOro 3ana;
nepenava Ha kadenpy Bblgayn

OOWH OOKYMEHT

2,0

noabop AOKYMeHTa B XpaHeHWu creumanuavpoBaHHoro ¢oHAaa;
oTMeTka Ha TpeboBaHWM; Nepedada [AOKyMeHTa Ha kadenpy
Bblgauu

OONH OOKYMEHT

10,0

10

Od)OpMJ'IeHMe BblJaHHOIo AncKa

OOWH ONCK

50

11

perucTpaumsi B KOMMbIOTEPHOW MporpaMme, MpocyeT fIUCTOB U
(h13NYECKOro COCTOSIHUSA [OKYMEHTA

OOWH OOKYMEHT

9,0

12

YCTaHOBKa MeCTa HaxoxaeHusa HeHangeHHOro OOKyMeHTa Mo
CnpaBO4HbIM KapTOTEKAM, KaTtarnoram, permctpauma oTka3oB

OONH OOKYMEHT

22,0

13

noabop uMTaTeNbCKUX KapTodeK ANS BMNUCbIBAHMSA OOKYMEHTOB Ha
TEKYLUUA OeHb; NoanMcaHne KapToYvek y 3aB. OTAENOM O JOMNycke B
otnen HAOP

O/[iHa KapToukKa

10,0

14

BblJaya OOKYMEHTa YyMTaTesNio: CBepKa BblAaBaeMOro JOKyMeHTa ¢
ynTaTenbCckMM TpeboBaHMEM; NPOBEpPKa HanNnyms CTpaHuL/KagpoB
MUKpodubMa, MUKpOOULL,  COAepXaHue  KOMMNaKT-AUCKa;
CUMTbIBaHWE WTpUX-Koga (Mpu 3MEeKTPOHHOM 3aka3e) B mopyre
"unpkynsaumna" 9K; oTMeTKa KHUroBbl4a4YM Ha KOHTPOSIbHOM JIUCTKE

OOWH OOKYMEHT

1.8

15

npueM [JOOKyMeHTa OT uuTatens: cBepka ero c TpeboBaHuem
(KOHTPONbHLIM NIMCTKOM), MNPOBEpKa COXPaHHOCTM [JOKYMEHTa,
HanmMyus CTpaHuu/kagpoB MUKpodMnbMa, MUKpOdoULL,
cofepXaHue OucKa, CYATbIBaHWe LITPMX-KOA4a (NpW 3NEKTPOHHOM
3aKase), BHECEeHMe OTMETKM O Mpueme Ha KOHTPOMbHOM fMCTKe

OONH OOKYMEHT

15

16

nepeaava/TpaHcnopTMpPOBKa/4oCcTaBka  [OKYMEHTa,
yuTatenem, B  CneunanuampoBaHHbll  OHA;
B3auMopacyeTe 06CMYXUBAHNSA U KHUrOXPaHEeHs

COaHHOro
OoTMeTKa O

OONH OOKYMEHT

1,0
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17 |BbiCHEHME MO MOBOAY 3akasa W NpoASieHne Cpoka Morb30BaHusA | OAWH 3anpoc 1,0
OOKyMeHTamu no tenedoHy

18 |BbIsiCHEHME MO noBoAy 3akasa M npoaneHne CpoKa MNoJib30BaHUA OAWH 3anpoc 2,0
OOKyMeHTaMu no SJ'IeKTDOHHOIZ no4yre

19 |obecrneyeHne KOHTPOIMS 3a CPOKaMu MONb30BaHWUsl OOKYMEHTaMu| OAMH 3anpoc 0,8
13 oTaena xpaHeHus

20 |npogneHwe cpoka MONb30BaHWSA [AOKYMEHTa: MNOMCK KapTOYKW;| Ha OAVH OEHb 30,0
BHECEHME OTMETKM O NMPOANEHMN CpoKa MOMb30BaHMS; NPOANeHNe
no TenedoHy

21 |npoBepka 3af0/MKEHHOCTN YUTasbHbIX 3arioB oTaeny XpaHeHud; | oaAunH OOKYMEHT 5,0
CBepkKa I'Ipeﬂ'bﬂBJ'leHHOﬁ 3aJO0JKeHHOCTNn C ,EI,OKyMeHTaLI,MeIZ
YUTanbHOro 3ana

22 |pabota C OTKasaMu; KOHTPOSb CPOKOB MOCTYMNIIEHUS OTKa30B; OAMH OTKa3 0,8
npoBepka 060CHOBAHHOCTM OTKa30B; Y4ET OTKa30B

Bblgaya KonuMuM  JOKYMEeHTa U3 3MEeKTPOHHOM  BuBnuoTekw,
peann3oBaHHOM B CUCTEME 3aLLMLLEHHOIO NPOCMOTpA, Mo 3anpocy

nosnb3oBartens:
23 | ocbopMneHune 3akasa Ha KonMpoBaHue OAMH 3anpoc 2,0
24 | pacnevyaTka LOKYMEHTOB MO 3anpocam nosibaoBatenen OAWH NNCT 1,0
25 |3NeKTpoHHOEe KOoMuMpoBaHMEe: MOUCK [OKYMeHTa, COXPaHeHHOro| OAWH 3anpoc 10,0

nonb3oBaTenem; npoBepkKa danna ans KONUPOBaHUA,
3MEKTPOHHOE  KOMMpOBaHMe; MNPOBEPKa, Bblgada HoOCUTENS
nonb3oBaTento; Mo 3anpocy nofb3oBatenss - 3anuMcb Ha
ONTUYECKUIA KOMMAKT-ANCK BMbnmnoTtekn

2.13. BHyTpeHHsAs paboTta

Tabnuua 35
N HaumeHoBaHue npouecca, onepauun. CoctaB paboTbl Egovnuua Hopma
n/n namepeHns BpEMEHM,
MWH.
1 2 3 4
MoproToBka K BblAaye JOKYMEHTOB:
1 |npoBepka OpOHENONOK C OTMOXEHHbIMW [JOKyMeHTamu (no| Ha oauH AeHb 10,0
HOMepaMm YnTaTenbCKux BUNeToB, NO CpoKam)
2 | cbpocka OOKYMEHTOB (MO Cpokam) OAVH LOKYMEHT 0,2
3 |pacctaHoBka OpMyNSapoOB 4uTatenem (No cpokam, Homepam, | oauH popmynsap 0,3
ancasuty, wWndpam); paccTaHOBKa KOHTPONbHbIX NUCTKOB
nons3oBarenen No Homepam
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4 |nogBegeHve uTOroB paboTbl 3a Mpowenwuin OeHb; BHECEHWe | Ha OavH AeHb 12,0
3anuncu B AHEBHUK/NUCTLI ydeTa

5 |noabop OOKYMEHTOB No npeaBapuUTEnbHbIM 3aka3am uYutatenen u| OAWH AOKYMEHT 10,0
nrnaHam YTeHus

6 |NPOCMOTP HOBbIX NOCTYMNSIEHUN ANA peKoMeHAaunn YymtaTensam OAWH OOKYMEHT 3,0

7 |npocmoTp (NpoBepka NPaBUIbHOCTM PAaCCTAHOBKWN) KHUI OTKPLITOro | Ha OAWH AeHb 5,0
poctyna B Y3

8 |npoBepka Hanuuusa onucen B YntansHom 3ane HAOP Ha ofHY HeJento 60,0

9 | 3anonHeHne NMUCTOB 3aJ0/MKEHHOCTH Ha OAVH AeHb 5,0

10 | npoBepka BblAaHHbIX U30aHWI NO NNCTaM 3a40JHKEHHOCTMN OLVH JOKYMEHT 1,0
PaboTa ¢ oTkazamu:

11 |yyeT wn knaccudukauma  OTKa3oB: OTMeTKa Ha  NucTke OOWH OTKa3s 0,2
ynTaTenbCcKoro TpeboBaHNA NPUYMHLI OTKa3a

12 |npoBegeHue noucka OOKYMEHTa, OTCYTCTBYIOLLIETO no| OAWH JOKYMEHT 40,0
HeyCTaHOBNEHHOW NpUYnNHe

13 | paccTtaHoBKa ynTaTenbCKux TpeboBaHun B KapToTeKke | OoAHa KapTo4ka 0,3
"HeyQ0BNETBOPEHHbIN cnpoc”

14 |aHanu3 O0TKa30B, COCTaBfIeHME CBOAKM OTKa3oB (MO MpUYMHaM oflHa cBoAkKa 16,0
oTKasa 1 MepaMm UX NMKBMAALNM U NpeaynpexneHus)

15 |cocTtaBneHve 6ubnMorpaduyeckoro OnuUcaHMs Ha [AOKYMEHThI,| OAHa KapTouka 2,4
umMerowme Hambonbllee 4YMCNO OTKA30B; Nepedadva KapToukn B
oTAen KoMnnekToBaHus

16 |cocTaBneHuMe KapTOTeKM OTKa3oB, NMpoBepka M MOMCK no doHAy,| OAHa KapTouka 54,0
oTMeTKa B hopMmynsipe M B KapTOTeke OTKa3oB MO pesyrbTaTam
NPoOBEPKN

2.14. ObcnyxunBaHue no mexoéubnuotedHomy aboHemeHTy (MBA). O6cnyxuBaHve no MexayHapoaHOMY
mMexbunbnuoteyHomy aboHemeHTy (MMBA)

Tabnuua 36
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n n3mepeHuns BpeMEeHWU,
MUH.
1 2 3 4
Mprem 3akasos:
1 |peructpauust aboHEHTOB B aBTOMATU3NPOBAHHOW CUCTEME OAWH 3aKas 10,0
2 |npuem 3aKasoB oT 3apybexHbIX aboHeHTOB B OAVH 3aKas 5,0
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aBTOMaTU3MpPOBaHHOW CUCTEMEe: pacnedatka 6OnaHka-3akasa;
wncposka
3 | ochopmneHue 3akas3oB No LMpKynaumm OOVH 3aKas3s 5,0
4 |nmonyyeHne [OKyMeHTOB; o6paboTka B aBTOMaTM3MPOBAHHOW | OAWH OOKYMEHT 5,0
cucrteme
5 |pabota c oTkazamn: M3MeHeHuWe cTaTtyca B CUCTeMe, yKasaHue OLMH OTKa3 3,0
NMPUYUHBI OTKa3a, n3BelleHne aboHeHTa 00 oTkase
Bblaaya 4OKYMEHTOB:
6 |odopmneHne JOKYMEHTOB K Bblaaye OAWH OOKYMEHT 5,0
7 |oTnpaBka: B3BelluBaHve GaHOeponewn; HaknevBaHwe agpecHon | oavH 6aHaoepornb 7,5
3TUKETKN U LUTPUX-KOAA; NPOCTaBNEHNE nevaTen; ynakoBka
8 |cocTaBneHne mexayHapogHoro cnucka (5 ak3emnnsipoB) OAMH CNUCOK 6,0
9 | ochopmMmneHne AOKYMEHTOB AMS TaMOXHU OLVH LOKYMEHT 50
10 |cocTaBneHue cnvcka HasBaHW, OTAPaBNAEMbIX JOKYMEHTOB OVH CMUCOK 10,0
11 |paboTa C 3a40MKEHHOCTbIO: coobLllieHne aboHeHTy O 3ajepxke| OAHO NUCbMO 5,0
OOKyMeHTa; paboTa ¢ nucTammn 3a0MKEHHOCTH
O6cnyxmBaHne  uutatenem no  MBA  (mexgyHapoOHbIn
aboHeMeHT):
12 |npuem 3akas3oB: npocTaBneHne Homepa 6ubnuoTekn, kyaa O[VH 3aKa3 50
HanpaBnseTcsa 3akas, HoMep 3akasa; neyaTb bnaHka-3akasa
13 |oTnpaBka 3aka3oB B MexayHapoaHble bubnunoteku OVH 3aKa3 7,0
14 | paboTa c oTkazamu OAVH 3aKas 3,0
15 |nonyyeHMe OOKYMEHTOB ANS yuTatenen:. oopMieHue KapToudku, | OOUH OOKYMEHT 15,0
KOMMYeCTBO MONYYEHHbLIX 3K3eMNNApoB; NpocTaBneHwe Aatbl
BO3BpaTa; 3anofiHeHne aeknapauuuv ans ynutarens
16 |Bo3BpaT AOKYMEHTOB M3 Y3: npoBepka Bcex MyHKTOB Aekrapauuu; | OguH OKYMEHT 50
nepegaya JOKYMEHTOB Ha OTNpaBKy
17 |oTtnpaBka: B3BewwuBaHuMe 6GaHaeponewn; HaknevBaHwe agpecHon | oavH 6baHaoepornb 7,5
3TUKETKN U LUTPUX-KOAA; NPOCTaBNEHNE nevaTen; ynakoBka
O6cnyxunBaHune yntatenen 6ubnuotekm no MBA:
18 | nonyyeHue 3akasa U3 YMTanbHOro 3ana O[VH 3aKa3 3,0
19 |3anonHeHne OnaHka-3akasa; MPOCTaBIIEHNE PErNCTPaALMOHHOIO OAVH BnaHk 2,0
Homepa, AaThbl
20 |yTOYHEHMe YyKa3aHHbIX u4uTaTeneMm CcBeAeHWA O 3aKka3aHHOM | OAMH LOKYMEHT 3,0
OOKYMEeHTe, Uuenu 3anpoca, WCTOYHMKA, OTKyAa MNoryyeHbl
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cBedeHust

21

onbnuorpadguryeckas popaboTka
onbnuorpadmnyeckmx cBeaeHUn;
oTpaboTaHHbIX TpeboBaHui

3aKasa; YTOYHEHNE
ydet NoNy4eHHbIX n

OOMH 3aKa3

20,0

22

npoBepka Hanuuusl 3anpalinMBaemoro JoKymMeHTa B GubnuvoTtekax
ropoga, obnactu, pervoHa, cTpaHbl, Mupa, B TOM u4ucre no
CBOAHbLIM KaTarnoram

OOWH OOKYMEHT

8,0

23

3aKa3 u3gaHusa no 3NeKTPOHHOW NoYTe, 3anofIHAETCS ANEKTPOHHbLIN
OnaHK unun B BUAE NPON3BOJIbLHOIO NMCbMa

OOWH OOKYMEHT

7,0

24

3anucb cBeaeHun o HanpaeneHun 3akasa no MBA (HaumeHoBaHue
6ubnmoTekn, aata) Ha 06opoTHOM CTOPOHE BnaHka-3akasa

OAMH 3aKa3

3,0

25

nomelleHve bnaHka-3akasa B "KapToTeky 3anpocoB uuTaTenen no
MBA" 3a pasgenutenem "3anpocbl no MBA, HanpaBneHHble B
apyrue 6ubnuotekn”

OAVH 6naHkK

1,0

26

nonyyYyeHve OOKYMEHTa OT uyuTaTens B 4uTanbHOM 3arne; CBepka
OOKyMeHTa ¢ 6raHKkoM 3akasa, MpoBepka COXPaHHOCTU AOKYMEHTa,
BHECEHWE OTMETKM O nepegaye B COOTBETCTBYWOLIMIN OTAEN B
KHWUre pernctpaumm; nosiyyeHme gokymeHTa, npucrnaHHoro no MBA,;
pacrnevatka ©OaHgeponu, npoBepka COCTOSHWS  [OOKYMEHTa,
OoTMeTKa AaTbl NMOMYyYEeHUS U Ha3BaHUS OMOGNMOTEKW, BbiCraBLUEW
OOKYMEHT,  WMHBEHTApPHOroO  HOMepa, Cpoka  MOMb30BaHus;
nepectaHoBka 6naHka-3akasa U3 pasgena kaptoTeku "3anpocsl no
MBA, HanpaBneHHble B dpyrue 6ubnuvotekn" B pasgen
"Mony4yeHHble no MBA usgaHuga"

OONH OOKYMEHT

50

27

Bblga4a nonydeHHolx no MBA wu3 uuTanbHOro 3ana; cBepka
BblJABaeMOro JOKyMeHTa ¢ BnaHKOM-3aka3oMm; NpoBepka Hanm4yms
CTPaHWL, U COCTOSIHUS AOKYMEHTa; OTMETKa Bblauu

OOWH OOKYMEHT

1,0

28

nepejada u3gaHusi nocrne BO3BpaTa M3 YMTanbHOrO 3ana Ha
MUKpodmnbmMmpoBaHue (M/d)

OOHO usgaHune

50

29

BO3BpaT M34aHMs Mocfle MUKPOUIbMUPOBAHMWS, MNPOCTaBlieHne
wudpa m/c

OOHO usgaHune

50

30

noaroToBka K oTnpaBke [OKYMEHTOB B
6mbnmoTeky-choHaoaepxkaTenb 3aka3How OaHAeporsiblo; ynakoBka
OaHOeponu, B3BELUMBaHWE e€e, HakrneuMBaHwe Mapku (ecrnm HeT
LeHTpanu3oBaHHOW onnaTtbl MEepecbinikn); HanucaHwe agpeca,
COCTaBIIEHNE OMUCH

O[VH 3aKa3

12,0

31

paboTta c oTKaszamu - npu nony4yeHnn oT
ombnmoTekn-cpoHgoaepxKaTensa wm3BelwleHnss 00 oTkase wunm
3agepKke BbIMOMHEHMS 3anpoca: yCTaHoBka OraHka 3akasa ¢
yKasaHWeM NpUYnHbI U aaTthl 0TKasa B kapToTeky "OTkasbl no MBA"

OAMH 3aKa3

6,0

32

coobulieHne B oTaen obcnyxmBaHUA O MOMyvyeHUMU oTkasa (JaTa,
npu4nHa)

OOMWH OTKa3

2,0
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O6cnyxnBaHue aboHeHToB No MBA:
33 | nony4eHue 3akasa: aboHeHT obpaTuncs B TekyLLeM roay BrnepBsble: OAWH OTKa3 0,5
NpoCcTaBneHNe B KapTouke roga obpalleHuns, gaTbl
34 | ocdopmneHne aboHeHTa (opraHusaunsi paHee He aboHMpoBanach): | OAuWH abOHEHT 12,0
pernctpaumsi aboHeHTa B aBTOMAaTM3MPOBAHHOW  CUCTEME;
3aknioyeHne 4OoroBopa; cornacoBaHue ¢ lpuanyeckum oTaenom
35 |paccTaHoBKa perMcTpaLnoHHbIX KapTOYeK B KapToTeke OfHa KapTouyka 8,0
36 |pocTtaBka TpeboBaHUIN B crieumann3npoBaHHble oHAabI O[HO 10,0
TpeboBaHue
37 |pocTaBka v BO3BpaT AOKYMEHTOB B cleunanmMampoBaHHble OHAbl | OAVH OOKYMEHT 10,0
38 |wudpoBka 3aka3oB aboHeHTOB, noadop OnaHkoB-3aka3oB MO OAWH 3aKas 4,0
andasuTy, NpoBepka HanMynsa JoKyMeHTa Mo Katanory
39 |oTnpaBka [pokymeHTa aboHeHTaM: ynakoBka ©aHageponu, OAWH 3aKas 12,0
B3BELUMBaHWE, HaKNemBaHwe MapKu, HanucaHwe agpeca;
COCTaBJfIEHME OMUCK, TPAHCMOPTMPOBKA B rPYNNy OTAPaBKU
40 |6ubnuorpacmnyeckas gopaboTka  HEBBLIMOMHEHHbLIX  3aKa30B; OOVH 3aKas3s 20,0
YTOYHEHWe ©Bubnunorpacnyeckmx CBeAEeHUN MO CrpaBOYHbIM
N3OaHnsIM; y4eT NoJTyYeHHbIX 1 0TpaboTaHHbIX 3aKa3oB
2.15. PaboTta ¢ noctostHHON akcno3uuunen Myses kKHUrm
Tabnwuua 37
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EpouHuua Hopma
n/n n3mMepeHns BPEMEHM,
MU/H.
1 2 3 4
1 |peakcnosnuusa (koppeKTMpoBKa pas3genoB| OAWMH dKCMoHAaT 96,0
TEeMaTUKO-3KCNO3ULMOHHOIO MfaHa, BbisSBlieHWE MaTepuanoB 4SS
3KCMOHMPOBaHWs!, Noaodop)
2 |3amMeHa OTAenbHbIX 3JKCMOHATOB MO  YCNOBUSM  XpaHeHWsi | OAWH 3KCroHaT 80,0
(BbIsIBNEHME, 0TOOP)
3 | MOHTaX, AEMOHTax OJVH 3KCMoHaT 24,0
4 | aHHOTUPOBaHME HOBLIX 9KCNOHATOB OJVH 3KcrnoHaTt 12,0
5 |penaktvpoBaHne 1 3ameHa (nevaTtb, 0QOPMIIEHME) aHHOTALWUA U | OOWH 3KCMOHAT 18,0
3KCNIMKaLM B 3KCNO3UL MK
MpumeyaHune: paboTbl OMUCBLIBAIOT KOMMIIEKTOBAHUE, Y4YeT, COXPaHHOCTb HEKHWXHbIX MaTtepuanoB Myses
KHUIN.
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2.16. CnpaBoyHas n nHgopmalrMoHHasa paboTta

Tabnuuya 38

n/n

HaumeHoBaHwMe npouecca, onepauun. CoctaB paboTbl

EanHuua
n3mepeHuns

Hopma
BPEMEHM,
MUH.

2

4

YueT NnocTynuBLLMX BTOPUYHbBIX JOKYMEHTOB (KapTOYekK):

BbiABJ1I€HNE HEBbINOJIHEHHbLIX 3aKa3OoB; COCTaBJieHUWE 3adABKM Ha
HEBbINOJIHEHHbIE 3aKa3bl

Ha oOHY Hedernto

840,0

OpraHusauums cnpaBoyvHo-6ubnuorpaduyeckoro annaparta (CBA):

cocTaBrieHue bubnvorpaduyeckon sanmcm

OOWH OOKYMEHT

2,3

Mpocmotp m otbop kaptouek B CBA B uenax u3batTua wunu
nepemMeLLeHuns (BTOpUYHbIN 0T6Op):

N3bATME U3 KaTanoroB W KapTOTEK KapTOYeK Ha [AOKYMEHThI,
crvcaHHble u3 ¢oHaa; NpoCMOTp KpaeBea4eckux,
Bubnuorpadmnyeckux 1 cakrorpauyeckux KapToTek; n3baTne us
HMX  KapTOYeK Ha  [JOKYMEeHTbl, NOTepsiBlUME  LIEHHOCTb,
nepeBefeHNe KapTOYKM B apXUBHblE KaApTOTEKU (YHUUTOXEHME);
BHECEHME OTMEeTKM B XypHane yyeTa W pernctpauuoHHOMn
KapToTeke; M3bsATME W3 KaTanoroB W KapTOTeK KapToyek Ha
OOKYMEHTbI, CucaHHble 13 oHaa

O[HO Ha3BaHue

1,0

OpFaHM3aL|,I/IF| KapTOTEKU I'IepCOHaJ'II/IIZ 1 TEMaTU4ECKON KapTOTEKN:

onpeeneHne n CocTaBreHne NepeYHs nuu, CBEAEHUSI O KOTOPbIX
oTpaXalTcs B KapTOTEKe; NPOCMOTP MH(POPMALMOHHBIX U3OaHWUNA,
NepBUYHbIX [OKYMEHTOB, OTOOP [AOKYMEHTOB N1 BKMOYEHUS B
KapTOTeKy; COCTaBfeHWe aHanMTUYeCcKoro aHHOTUPOBaHHOMO
Gmbnmorpadunyeckoro onvcaHnsi JOKyMeHTa

OQHa KapToTeka

15,0

npocTaBneHne kBanMdUKaLNOHHbIX MHOEKCOB, Noabop kapTodek
no wHaekcam (andgaBuTy) W pacCTaHOBKA KapTOYkM B
MHAOPMAaLIMOHHBIN MaccuB

OQHa KapToTeka

4,0

TEXHMNYECKaAa W coaepxaTteribHaa 06pa60T|<a OOKYMEHTOB A51A
BKINMKOYEHNA B KapTOTEKy; pacCTaHOBKa KapTO4YKM MO aJ'I(*)aBI/ITy
d)aMI/IJ'IMIZ aBTOpPOB 1 NO BMAamM AOKYMEHTOB

OONH OOKYMEHT

3,0

TEXHUYECKOE pefaKTMpOBaHME KapTOTeK: NMpoBepka COOTBETCTBMS
CTPYKTYpbI, COAEPXXaHMs U 0POPMIIEHUS KAPTOYEK B COOTBETCTBUM
C TpeboBaHMSIMU OAHHOW KapTOTEKWU; 3aMeHa BETXMX KapTo4yek U
pasgenutenen

0/[lHa KapToukKa

2,0

2.17. DKCKYpCUOHHasA OeATeNbHOCTb

Tabnuuya 39
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N HaumeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMN,
MWH.
1 2 3 4
OKCKypCUsl N0 IKCMO3ULUN My3€est KHUTU:
1 |obG30pHasi aKcKypcus OfHa 3KCKypCus 60,0
2 | aKcKypcus ¢ noabopoM U NOKa30M KHUT OAHa 3KcKypcud 300,0
2.18. NMpoekT "AHTUNNarnat"
Tabnuua 40
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMN,
MWH.
1 2 3 4
OdopMneHune n y4eT AOKYMEHTOB AS1S1 OKa3aHUs YCNyr:
1 |nonyyeHue n NpoBepka 4OroBOPOB, 3aKMOYEHHbIX C (PUBNYECKUMU | OOUH OOKYMEHT 60,0
niuamuy, uyutatensamu  O6MbnmMoTekn, MO  OKas3aHWK  YChyr,
CBSI3aHHbLIX C WCMOSIb30BAaHUEM 3MEKTPOHHBLIX pecypcoB (3AP) un
3NEKTPOHHbIX BubnMoTek (OB)
2 |BbIfpy3ka peectpa W3 aBTOMATU3UPOBAHHOW CUCTEMbI MO| OAWH peecTp 15,0
COPMMPOBaAHHLIM OroBOpaM, 3aKIOYEHHbIM C  (PU3NYECKUMMU
niuamu,  uyutatensmu  6ubnvoTekn, NO  OKasaHU  yCnyr,
CBSA3aHHbIX C ucnonb3oBaHnem 9P n 3b
3 |cBepka AdaHHbIX MO MOCTYMMBLUMM [OroBOpam, 3aKMlYeHHbIM C| OfHa cBepka 40,0
dU3NYECKMMM NULaMK, YutTaTensmMm OubnunoTeku, Mo OKasaHWo
YCrnyr, CBsi3aHHbIX C ucnonb3oBaHvem OP un 3B, ¢ peecTpowm,
BbIFPY)KEHHbIM 13 aBTOMaTU3MPOBAHHON CUCTEMBI
4 |npvem 3adBKM OT HOPUANYECKOro nuua Ha 3akrivYeHue Oorosopa| OAVH AOKYMEHT 15,0
Mo OKa3aHWIo YCryr, CBSA3aHHbIX C ucnonb3oBaHnem QP n 3b
5 |noarotoBka TekcTa AOroBopa MO OKa3aHWK YCnyr, CBA3aHHbIX C| OAWH AOKYMEHT 15,0
ncnonb3oBaHnem OP n Ob
6 |cornacoBaHve [OroBopa Mo OKasaHWo YCNyr, CBA3AHHbIX C| OAWH AOKYMEHT 300,0
ucnons3oBaHnem 3P n 3b
7 |peructpauma fJoroBopa MO OKasaHWIo YCIyr, CBSA3aHHbIX C| OOWH OAOKYMEHT 60,0
ncnonb3oBaHnem OP n Ob
8 |3anonHeHune TpeboBaHuMa Ha  odopmneHne  (PMHAHCOBOrO | OAWH AOKYMEHT 30,0
OOKYMEeHTa K [0roBopy MO OKa3aHW YCMyr, CBHA3a@HHbIX C
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ncnonb3osaHnem 3P n 3b

nposepka opopMneHHOro PUHaAHCOBOro AOKYMEHTA K JOrOBOPY Ha
oKasaHue ycnyr, cBa3aHHbIX ¢ ucnono3osaHvem 3P 1 3b

OONH OOKYMEHT

15,0

10

nognncaHne [[OOKyMeHTa MNOo OKa3aHuk Yycnyr, CcBA3aHHbIX C

ncnonb3osaHnem 3P n 3b

OOWH OOKYMEHT

960,0

11

BHECEHNE B PEECTPbl y4YeTa MepPBUYHbLIX OaHHbIX O OOrOBOpE MO
OKa3aHuIo YCIyr, CBA3aHHbIX ¢ ucnonb3oBaHnem AP n 3b

OONH OOKYMEHT

30,0

12

CKaHMpoBaHWe OOPMIIEHHOIO [OKYMEHTa Ha oOKasaHue YyCnyr,
CBS13aHHbIX C Ucnonb3oBaHnem OP n 36

OOWH OOKYMEHT

30,0

13

oTrNpaBka MO 3MEKTPOHHOM noyTe  puanydeckoMmy  nvuy
CKaHMPOBAHHOW KOMUWU JOKYMEHTa Ha okasaHue YChyr, CBSI3aHHbIX
¢ ucnonb3oBaHnem 3P n 3b

OIHO
cooOLLieHne

40,0

14

NoaroToBKa TeKCTa [AOKYMEHTa O BHECEeHUU U3MEHEeHUn B
3aKMNIOYEHHbIN  OOrOBOP Ha OKa3aHwe YCMyr, CBSA3aHHbIX C
ncnonb3oBaHuem OP n 36

OONH OOKYMEHT

60,0

15

NnoAaroToBKa TEKCTa LEHOBOro MPEeAsnioXeHWst Ha okasaHue YCnyr,
CBS13aHHbIX C Ucnonb3oBaHnem OP n 36

OOWH OOKYMEHT

60,0

16

MOAroToBKa TeKcTa akTa K [JoroBopy 00 oOKasaHuM ycniyr,
CBSI3aHHbIX C ncrnonb3oBaHnem AP n 3b

OOWH OOKYMEHT

60,0

17

npoBepka [AaHHbIX Ha odUUMaNbLHOM CanTe rocyaapCTBEHHbIX
3aKynok O MNpoBedeHMU TOProBOW 3aKyrku Ha oKasaHue YCNyr,
CBS13aHHbIX C Ucnonb3oBaHnem OP n 36

OQHa 3aKyrnka

20,0

18

coxpaHeHue OOKYMeHTauuu c odmumansHoro canTta
rocy4apCTBEHHbIX 3aKynoK No 00bABMEHHOW TOProBOM 3aKynke Ha
oKasaHue YyCIyr, CBsi3aHHbIX C ucnonb3oBaHnem 3P 1 b

OAWH hbann

15,0

19

npoBepka AOKYMEHTaLUW TOProBOW 3aKyMKW Ha oOKasaHue YCIyr,
CBSI3aHHbIX C ncrnonb3oBaHnem AP n 3b

OOWH OOKYMEHT

40,0

20

NoAroTOBKa 3asdBKM ANs ydacTus B OOBSABMEHHOW TOProBou
3aKynke Ha oduumanbHOM canTe rocyaapCTBEHHbIX 3aKyrnoK no
OKasaHuIo yCryr, CBA3aHHbIX C ucnonb3oBaHnem AP n 3b

Oo[Ha 3adaBka

150,0

21

BU3npoBaHMe 3aABKMU B COOTBETCTBUN C pernaMmeHToM 6mbnmoTekn

OOWH OOKYMEHT

360,0

22

noarotoBka TeKCTa goroeopa Ansa O(bOpMJ'IeHMFl No OKOH4YaHWIO
TOpFOBOIZ 3aKynkm Ha Od)MLI,MaJ'IbHOM cante rocyaapCTtBeHHbIX
3aKYyMnoK No OKa3aHWuio yCrnyr, CBA3aHHbIX C UCMNOJIb30OBaAHUEM OP un
3b

OONH OOKYMEHT

70,0

23

pasMelleHre 3asiBKM Ha OguMuMarnbHOM calTe rocyaapCTBEHHbIX
3aKynok

Oo[Ha 3adaBka

40,0

24

ocmumanbHoM canTte
ANEKTPOHHOM

yyacTue B TOProBOW 3aKynke Ha
rocyqapCTBEHHbIX  3aKymoK MO perfiameHTy
MAoLWwaaKm

o[Ha 3aKyrnka

120,0
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25

MOAroTOBKa TEKCTOB JOKYMEHTOB B COOTBETCTBMMU C TpeboBaHNAMM
pernamMeHTa npoBeAeHNsi TOProBOW 3aKyMKU MO OKa3aHWK YCIyr,
CBSI3aHHbIX C ncrnonb3oBaHnem AP n 3b

OOWH OOKYMEHT

360,0

26

dopmMMpoBaHMe nNnaTexHoro [AOKymMeHTa B Gyxrantepckon
nporpamMmme no TpeboBaHUtO Ha odopmneHne UHAHCOBOIO
OOKYMEHTa K [OroBOpy MO OKa3aHWK YCNyr, CBA3aHHbIX C
ncnonb3oBaHnem OP n 9b

OONH OOKYMEHT

30,0

27

BblBO Ha ne4vyaTb n3 6yxranTepC|<0171
Cd)OpMI/IpOBaHHOFO nnaTexXHoro JOKymMmeHTa

nporpamMmmei

OONH OOKYMEHT

7,0

28

nepefdada nakeTa MnaTeXHbIX AOKYMEHTOB Ha MoanucaHue B
Oyxrantepuio

OfVH nakeT

30,0

29

dopmMMpoBaHME exeHEeBHOro otdeta o paboTte NoO MNpPoOeKkTy u
BbINOMHEHUN YCAyr, CBA3aHHbIX C ucnons3osaHuem 9P n 3b

OONH OOKYMEHT

60,0

30

KOHTPOIb CpOKOB BbINONHEHUS
ncnonb3oBaHuem AP n 36

YCNyr,  CBSI3@HHbIX C

OOWH OOKYMEHT

30,0

31

KOHTPOSb MCMONMHEHUss PUHaAHCOBbLIX 06A3aTeNbCTB MO AOroBOpY
Ha OKa3aHWe yCnyr, CBsI3aHHbIX C ucnonb3oBaHnem AP n 3b

OOWH OOKYMEHT

30,0

32

cBepKa UCMOMNHeHus 06aA3aTenbCTB NO 3aKMOYEeHHbIM LOroBopam
Ha OKa3aHWe ycnyr, CBsA3aHHbIX C ucnonb3oBaHuem 9P n 3b

OONH OOKYMEHT

60,0

33

KOPPEKTUPOBKA [aHHbIX B peecTpax y4yeta 00 WCMOMHEHMU
YCNOBMI  OOroBopa MO  OKa3aHUK  YCRyr, CBSI3aHHbIX C
ncnonb3oBaHnem 3P n 3b

OOWH OOKYMEHT

40,0

34

HanpaBfeHne PUONYECKOMY NULY COOOLLEHMS MO 3MEKTPOHHON
noyte o6 WCMONMHEHMU YCMOBUA [OroBOpa MO OKa3aHWK YCNyr,
CBSI3aHHbIX C ncrnonb3oBaHnem AP n 3b

OfIHO
cooOLLieHne

30,0

35

dopmMMpoBaHMEe  MakeTa  [OKYMEHTOB  AOns
HOPUANYECKOMY NULLY NMOYTOBbLIM OTMpaBlieHnem

HanpaBeHunsa

OOWH nakeT

40,0

36

Bblgaya OpWUIMHarioB 3akIOYeHW U KOMIMJIEKTOB [OKYMEHTOB
3aKasymkam Ha pyku

OOWH OOKYMEHT

60,0

37

NnoAroToBKa KOMMMEKTa OOKYMEHTOB Mo [4OroBopaMm C MOMHOCTbIO
BbINONMHEHHbIMU 006a3aTensCTBaMU OKasaHus yCryr, CBA3aHHbIX C
ucnones3osaHnem AP n 36, ons nepenaym B 6yxrantepuio

OOWNH KOMMNNEKT

60,0

38

COCTaBJieHue peecTpa KOMMJIEKTOB [OOKYMEHTOB, XpaHALUXCA B
apxuee n/vnn nepegaBaemMbiX B 6yxranTepvno

OAVH peecTp

60,0

39

COCTaBfieHMe W OQopMIIEHNE apxXMBHOM Nankn OpUrMHanoBs
OOKYMEHTOB

ofHa nanka

30,0

40

co3aHMe apXMBHOW  SMEKTPOHHOW  KOMWUW  OOKYMEHTOB C
MOMHOCTbIO BbIMNOMHEHHBIMU 0653aTeNnbCTBAMU OKa3aHUsA yCnyr,
CBsI3aHHbLIX C ucnonb3oBaHnem OP n 3b, nepepaBaembix B
Oyxrantepuio

OONH OOKYMEHT

40,0
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41 |nepedava OOKYMEHTOB B OyxranTepuio Mo peecTpy KOMMJIEKTOB| OOWH peecTp 40,0
OOKYMEHTOB

42 |dopmupoBaHMe OTYETOB O pes3ynbTatax paboTbl MO NPOEKTY | OOUH OOKYMEHT 1200,0
oKasaHus ycnyr, cBsi3aHHbIX C ucnons3osaHnem 3P n 3b
WHpopmaumoHHas nogaepxka nornb3oBaTenien no  oKasaHuio
yCnyr, CBA3aHHbIX ¢ ncnons3osaHnem AP n Ob:

43 | TenedoHHble KOHCYMbTaUUM MO OKasaHWio YCNYr, CBA3aHHbIX C| OAWH 3BOHOK 40,0
ncnonb3oBaHnem AP n 3b, ons opugnyecknx n pmsmyecknx nuy

44 |cocTaBrneHue cooblleHMn B OTBET Ha BXOASLUME INEKTPOHHblEe OAHO 180,0
nMcbMa Mo OKa3aHWo YCyr, CBA3aHHbIX C UCMNofb3oBaHueM IP un coobLeHne
9b

45 | cbopmupoBaHMe chiMcKa KNWMEHTOB [Afs MpOBeAEeHWA MacCOBOW | ofHa pacchbifika 1920,0
paccCbIfikKM NO 3MIEKTPOHHOM MOYTE MO MPOEKTY OKa3aHus YCNVr,
CBSI3aHHbIX ¢ ucnonb3oBaHnem AP n Ob

46 |noaroTtoBKka AOKYMEHTOB ANSA NpOBeAEeHMS MacCOBOW PacChIfky MO | OfHa pacchbinka 600,0
NMPOEKTY OKa3aHWs YCNyr, CBA3aHHbIX C Ucrnonb3oBaHmeM OP n 3b

47 |npoBedeHMe MacCOBOW pacCbiNKM MO MNPOEKTY OKasaHusi yCnyr, | OfHa paccbirka 90,0
CBSI3aHHbIX C ncnonb3oBaHnem AP n 9b
OcyulecTBneHne ycnyrm npegocrtaenennst goctyna k 9P n 3b:

48 | pernctpaums HoBbIx/akTuBauus/geaktueaumsa paHee pabortawwmx| oaHa 3anucb 30,0
PUANYECKNX/PUINYECKUX NAL, B aBTOMATMU3MPOBAHHOW CUCTEME

49 | dopmupoBaHMe COOOLEHUSA NPEeACTaBUTENIO PUAMYECKOrO nuua oJHO 30,0
C AaHHbIMM ONs akTMBauum goctyna k AP n b cooOLLieHne

50 |KOHTpOMb 3a OKasaHWeM YCrnyr, CBA3aHHbIX C UCNoNnb3oBaHunem ISP O[HO 60,0
n 3b, ansa topmnandeckux n dumsmdecknx nuy ¢ AP n b, Bknovas | topuagmyeckoe/d
MOHUTOPWHI HapYLUEHUS NpaBus okasaHus ycnyr n3n4yeckoe nuuo

51 |KoppeKkTnpoBKa OaHHbIX o OPUANYECKUX nuax B O[lHa 3anunucb 30,0
aBTOMaTU3NPOBAHHOWN CUCTEME

52 |BHEceHWe N3MEHEeHU B CMIUCOK HPUANYECKUX NNL, pPasMeLLEHHbIN oJHa 3anucb 30,0
Ha caiTe npoekTa
OcyllecTBNeHne Yycnyru MpOBEPKM TEKCTOBOrO [AOKYMEHTa Ha
Hanuuve 3anmMcTBOBaHUI U3 JOKYMEHTOB B cocTtaBe Ob:

53 |BHeceHne B peecTp yyeTa NEPBUYHBLIX AAHHbIX O MOCTYNMBLUEM | OAMH OOKYMEHT 15,0
JOKYMEHTE Ha OKasaHue YCNnyru NpoBepKM TEKCTOBOrO LOKYMEHTa
Ha HanMyne 3anmMcTBOBaHMWIA U3 JOKYMEHTOB B cocTtaBe Ob

54 | koppeKkTUpoBKa AaHHbIX B peecTpe ydeTa 06 aTanax BbIMNOMHEHUS | OAWH AOKYMEHT 15,0
3aKkasa Mo OKa3aHMWIO YCIyrn NpPoBEepKM TEKCTOBOro AOKYMEHTa Ha
HanuyMe 3anmMcTBOBaHUI M3 JOKYMEHTOB B cocTtaBe Ob

55 | pacnpegeneHne OOKYMEHTOB MO 3KCMepTam AN OKa3aHWs yCryrn | OAWH AOKYMEHT 40,0
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NMPOBEPKN TEKCTOBOTO AOKYMEHTa Ha Hanuuve 3anMcTBOBaHUIN U3
OOKYMEHTOB B cocTaBe Ob

56

nepegada AOKYMEHTa 3KCMepTy AN OKal3aHus YCnyrn npoBepKu
TEKCTOBOrO  [AOKYMEHTa Ha HanuuvMe 3auMCTBOBaHUM U3
OOKYMEHTOB B cocTaBe Ob

OONH OOKYMEHT

15,0

57

nony4yeHne wu o6pa60T|<a 9KCNepToM [OOKyMeHTa Ha OKa3aHue
ycnyru NpPOBEPKU TEKCTOBOIo LOOKYyMeHTa Ha Hann4yne
3aMMCTBOBaHUMN U3 LOOKYMEHTOB B COCTaBe ob

OONH OOKYMEHT

40,0

58

M3y4yeHne  IKCMEpPTOM  CTPYKTYpbl, COCTaBa, CoOepXaHusi
OOKYMEHTa A1is okasaHus YCINyru NpoBEpPKU TEKCTOBOIO JOKYMEHTA
Ha HanMyne 3anmMcTBOBaHMWIA U3 JOKYMEHTOB B cocTtaBe Ob

OOWH OOKYMEHT

180,0

59

npoBepkKa 3KCMEepTOM [OKYMEHTa Ha Hanuuve npuemos,
NpenaTCTBYIOLWMX PaCno3HaBaHUIO TEKCTa aBTOMaTU3NPOBAHHOM
CUCTEMOW N OKa3aHUI0 YCIyri NMpOBEPKM TEKCTOBOrO JOKYMEHTA Ha
HanuyMe 3anmMcTBOBaHUI M3 JOKYMEHTOB B cocTtaBe Ob

OONH OOKYMEHT

180,0

60

npoBegeHne JKCNepTom ﬂepBMHHOﬁ npoBEpPKM OOKyMeHTa C
ncnonb3oBaHnemMm aBTOMaTM3MpOBaHHOIZ CUCTEMBI

OONH OOKYMEHT

60,0

61

obpaboTka 3KCNepToM OT4YeTa aBTOMAaTM3MPOBAHHOM CUCTEMbI O
MEepBUYHOM MPOBEPKE [OKYMEHTA C UEenbl  UCKIOYEHUS
KOPPEKTHbIX 3aMMCTBOBaHMM

OOWH OOKYMEHT

480,0

62

aHanmns 9KCNepTom 3aMMCTBOBaHUMN,

O6Hapy>|(eHHbIX B AOKYMEHTEe

HEKOPPEKTHbIX

OONH OOKYMEHT

600,0

63

aHanu3 cnpaBoYHO-6ubnuorpacdumyeckoro annapaTta [OKYMEHTa,
BKIIHOYAs CBEPKY MCTOYHMKOB, YKa3aHHbIX B CMIMCKE NUTepaTypbl

OOWH OOKYMEHT

480,0

64

hopMMpOBaHME TeKCcTa SKCMEPTHOro 3akrloYeHuss Mo uTory
NMPOBEAEHHON MPOBEPKM OOKYMEHTa C Yy4eTOM [aHHbIX OT4yeTa
aBTOMaTM3MPOBaHHOW CUCTEMBI

OOWH OOKYMEHT

120,0

65

npoBepka TeKcTa 3akfllodeHUst Ha npeaMeT COOTBETCTBUS
YCTaHOBMEHHbIM TpeboBaHUSIM K pe3ynbTaTy oOKasaHus YCryru
NPOBEPKN TEKCTOBOTO AOKYMEHTA Ha Hanuuve 3anMCTBOBaHUN U3
OOKYMEHTOB B cocTaBe Ob

OONH OOKYMEHT

15,0

66

aHanni3 coaepXaHua pes3ynbTaTtoB MNPOBEPKMU,
3aKIMr4YeHnn, KOppPeKTUpoBKa (*)OpMyﬂMpOBOK

YKa3aHHbIX B

OONH OOKYMEHT

60,0

67

BbIBO, Ha MeyaTb UTOroBoW (pOpMbl 3aKIIOYEHUSI MO pe3ynbTaTty
NMPOBEAEHHON MPOBEPKM OOKYMEHTa C Y4eTOM [aHHbIX OT4yeTa
aBTOMaTM3MPOBaHHOW CUCTEMBI

OOWH OOKYMEHT

15,0

68

noanncaHune 3akn4yeHunda

OONH OOKYMEHT

240,0

69

CKaHMpoBaHWe 0hOPMIIEHHOTO 3aKI0YEHWS!

OOWH OOKYMEHT

30,0

70

KOPPEKTUpOBKa B peecTpax Yy4yeTa [AdaHHbIX O BbINONIHEHUN
obsizaTenscTB MO OOoroBopy W OKasaHuklo ycnyrn npoBepKnU

OONH OOKYMEHT

40,0
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TEKCTOBOrOo  JOKyMEHTa Ha Hanuuve 3aMMCTBOBaHUM U3
OOKYMEHTOB B cocTaBe Ob
71 |cocTaBneHue [OOMOMHEHWA K 3aKMiYeHUo no  pesynbTaTy| OAHO NUCLMO 120,0
OKasaHusi MpPOBEPKM TEeKCTOBOro [JOKyMEeHTa Ha Hanuuve
3aMMCTBOBaHUI U3 OKYMEHTOB B cocTtaBe Qb
72 |cbop u obpaboTka CTAaTUCTUHECKMX [AaHHbLIX MO MNpoekTaM C| OAWH 3anpoc 240,0
73 |ncnons3oBaHnem 3P n b
74 | npoBefgeHue NpoBepkn kavecTa dannos B b OAWH hbann 40,0
75 |3arpyska dannoB ons BknodeHus B 3b ¢ npocTaHOBKOW npusHaka O4VH chainn 30,0
joctyna
76 | pesepBHOEe konupoBaHue cainos Ob OAHO 60,0
KonuposaHue

2.19. OkasaHue ycnyr yganeHHbIM Nofb30oBaTeNsiM, B TOM 4Yucrie uutaTensam Gmbnmoteku, nocpeacTBoM
OHMaMHOBbLIX aBTOMaTU3npoBaHHbIX cepBrncoB (ONAC)

Tabnuua 41
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMU,
MUH.

1 2 3 4

1 |TenegoHHble KOHCYyMbTauMm nNO OpraHu3auMoHHLIM BOMpocam | OAWH 3BOHOK 30,0
odopmeHus n npegoctaenenms yenyr yepe3 OnAC

2 |cocTaBneHuve COOOLLlEHUN B OTBET Ha O3MNEKTPOHHble NUCbMa OfHO 180,0
nonb3oBatenen OnAC cooOLLieHne

3 |nepeHanpaBneHne coobLieHnin B nogpasaerneHne, oTBETCTBEHHOE ogHo 15,0
3a okasaHue KoHkpeTHown ycnyru B OnAC coobueHue

4 | KoHTpornb 1 obpaboTka nonydeHHbIx 3aka3oB B ONAC O[VH 3aKa3 20,0

5 |npoBepka 3akazoB B OnAC Ha coOTBEeTCTBME MpaBunam OAWH 3aKas3 30,0
npeaocTaBneHus ycnyr

6 |KOHTPOSb 3a MOCTYMNEHUAMM CpeacTB Mo OnfayvyeHHbIM 3akasam B| OfHa ycnyra 60,0
OnAC

7 | KOppeKTMpOBKa CcTaTyca 3aka3a, 3aKpblTUe 3aKa3oB O[VH 3aKa3 30,0

8 |noarotoBka akTa CBEpKM 3a OTYETHbIM Nepuod O MOCTYNMEHUSX | OAWH OOKYMEHT 60,0
CPEACTB No onnaveHHbIM 3akasam B OnAC

9 |noanucaHne cBOAHbLIX OTYETHbLIX JOKYMEHTOB OAVH OOKYMEHT 300,0

10 | opmumpoBaHMe nakeTa AOKYMEHTOB A5 HanpaBfeHnsa NoYTOBbIM OAWH NnakeT 30,0
oTnpaBneHuem
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11 |dopmupoBaHMe eXeOHEeBHOr0O OT4YeTa O HOBbIX 3akasax U OAWH oTYeT 60,0
BbIinonHeHun ycnyr B OnAC

12 | dopmupoBaHMe MWTOrOBbIX OTYETOB O pesynbTatax paboTbl Mo OOVH OTYeT 1500,0
NPOEeKTY, C AeTanusaLmen No Kaxxaon oTaAensHon ycnyre
Pernctpauus nonb3oBaTtenien B peXxmme OHMamH:

13 | npoBepka 3anucu nonb3oBaTtens B bubnmorteky OOvH 1,0

nons3oBarernb

14 |ob6paboTka 1 BBOL (haMUIMM, MMEHWM, OTYECTBa MNosfb3oBaTens u OOVH 2,5

agpeca ero arieKTPOHHOM NoYThI BIEKTPOHHbLIN
copmynsp

15 |cocTtaBreHne nucbMa C ykasaHWem JOrTMHa U CreHepupoBaHHOIO OfHO 2,5
CUCTEMOW nNapons, MNpUKpenneHne WHCTPYKUUKM MONb30BaHUSA W | 3NEeKTPOHHOe
OTnpaBsKa ero rno 3NeKTPOHHOW NoYTe NonbL3oBaTENto nMCLMO
O6cnyxunBaHWe Nonb3oBaTenemn B pexvme OHMNamH:

16 |Bbirpy3ka n3 OnAC OTYETHbIX AaHHbIX 3a ONpederieHHbIN nepuog OAWH hbann 5,0
BpeEMeHU

17 |pa3smelleHne HOBbIX MOCTYMNMEeHWA [OOKYMEHTOB Ha caunTe OoavH chann 1,5
OubnuoTekn: co3gaHve 3arofioBka aHHOTauuu; MpUKpenneHe
channos

18 |paccbinka NO 9MNEeKTPOHHOW MOoYTe YyAaneHHbIM MNoNb3oBaTeENsAM OflHO 15
MHPOPMALIMOHHBIX COOBLLEHUI ANEKTPOHHOE

nNMCbLMO

19 |uMHdOopMaUMOHHOE COMPOBOXAEHWE cainTa, nopTana U cTpaHuy B OAHO 15
coumanbHbIX ceTax: cosfaHue 3aronoska aHHoTauuw; coobLieHmne
npukpennexHune carna(os)

3. TvnoBble oTpacneBble HOpMbI TpyAa Ha paboTbl, BbINOMHAEMbIE
B CMeuuanManpoBaHHbIX GUGnmMoTekax Ans MHBanMAoB Mo 3PEHUI0

Hopmbl Tpyoa paspaboTtaHbl Ha OCHOBHble BuAbl paboT, BbINOMHSAEMbIX B  Cheuuanu3npoBaHHbIX
6ubnuoTtekax Ans WHBANWAOB NO 3PEHMIO: KOMMIEKTOBaHWE U yveT OubnmoteyHoro doHaa; GubnuoTteuvHas
obpaboTka AOKYMEHTOB; OpraHu3auusa M BedeHue katanoroB, bopMupoBaHue 6a3 [aHHbIX, B TOM 4ucne 6a3
OaHHbIX 3BYKOBbIX annoB; pabota ¢ d¢oHooMm wn obecnevyeHne ero COXPaHHOCTM; CTauuoHapHoe U
BHeCTauMoHapHoe obcnyxnBaHue nonb3oBaTenen; MaccoBasi, cnpaBoyHad W MHdOpMauuoHHast paboTa;
Hay4yHO-MeTogu4eckass MU penakuMoHHO-u3gaTenbckasi paboTa; BbIMYCK MaroTUPaXKHbIX M34aHUMW crieuunanbHbIX
cdopmaTos.

Mpn BbINONMHEHUN paboT cnaboBMAALWMMKM U HE3PSYMMKU  cneunanuctamm LeWCTBYHT MoMpaBoYHble
KoadpbmumMeHTbl: anga cnabosnadawmx - 1,5; ons He3psunx - 2,0.

3.1. KomnnektoBaHue 6ubnmnoTevHoro ooHaa

Tabnuua 42
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
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Mpuka3 MuHkynbTYpbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM Tpyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepocTtasiieH KoHcynbTaHTI0C
[aTta coxpaHenus: 21.05.2015

n/n n3mepeHust BPEMEHMU,
MVH.
1 2 3 4
TekyLee KoMnIekToBaHne 6ubnuorteyHoro oHaa:
1 |npocMOTp KHUromsgaTenbCKOW W KHUFOTOProBOW WHAOPMaUUK| oAHa no3nuus 0,5
(aHHOTUPOBaHHLIX MNMNAHOB BbINyCKa NUTepaTypbl, MNPOCMEKTOB,
CalTOB M34aTENbCTB U U34aloLLMX OpraHmM3auunn)
2 |onpegeneHve Tembl U BMAA OOKYMEHTa, noanexaiiero otbopy,| OAMH LOKYMEHT 6,0
BbISICHEHNE Heob6xoaumMocCTu npnobpeTeHus, cBepka c
3MEKTPOHHbLIM KaTariorom
OnpepnerneHne ak3eMNIIAPHOCTU 3akasa: OoAHa no3nuus
3 |ana noapasgeneHui 1,0
4 | gng 6ubnunoTekun B LENOM 2,0
5 |odopmneHne 3akasa: CoOCTaBneHMe [orosopa, odopmreHne OAWH 3aKas 45,0
NPUNoXeHnUs K OOroBOpPY; yKaszaHue 3K3eMMsipHOCTU, CTOMMOCTU
3aKasa; COCTaBIEHNE TEXHNYECKOrO 3a4aHuns
6 |nogrotoBka K MNpOBeAEHW0 TOProB: COCTaBfieHMe ChucKa | ogHa npoueaypa 200,0
TpeboBaHMA K y4acTHMKAM KOHKypCa; OMOBELLEHWE YYaCTHUKOB
KOHKYpCa O CpOKe nMpoBedEeHUs; HanucaHwe, perncrpauus u
paccblinka nucbMa B M3gaTtenbCcTBa U nsgatowme opraHmsaunm
PaboTa B aBTOMaTN3MPOBaHHOM peXnme:
7 |BBOO 3aka3a TeKkyllero KOMMMeKkToBaHMs B ©a3y [daHHbIX| OA4HO Ha3BaHue 3,0
aBTOMaTU3MpPOBaHHOW cucTemsbl (BA AC); yKasaHve
3K3EMMMSAPHOCTM 3akala, pacnpegeneHve Mo  CTPYKTYPHbIM
nogpasaeneHnam
8 |pepaktupoBaHue BBefeHHbIX B B[l AC cBegeHun o 3akase; BbIBOf | OOHO Ha3BaHue 6,0
Ha 3KpaH; BHECEHNE U3MEHEHNN
9 |BbIBOA Ha MNpPUHTEP [AOaHHbIX TEKyLWero KOMMMEKTOBaHWS; | OOHO Ha3BaHue 1,0
pacnevaTka
BeneHune kapToTEKM TeKyLLero KOMNMIeKToBaHus:
10 |cocTaBneHne KapTOYKM; yKasaHWe aBTopa, 3arfnaBud, BbIXOOHbIX| OfHa KapTouyka 3,0
[JaHHbIX, UICTOYHMKA KOMMNEKTOBaHUS
11 |paspeska wu3gaTenbCKMX MMaHOB, pacnedyaTtok Ans KapTOTEKM | OfHa KapToudka 2,0
TeKyLlero KOMMMEKTOBaHWS;, HaKNemBaHMe Ha KaTanoXHble
KapTO4KM
12 |nopbopka KapTodek no andaBwuTy; pacCTaHOBKA B KapTOTEKy| OAHa kapToyka 1,0
TEKYLLEro KOMnieKkToBaHus
OdopmneHne nognuckn Ha nepmoanyeckne n3gaHus:
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[JokymeHT npepocTtasiieH KoHcynbTaHTI0C
[aTta coxpaHenus: 21.05.2015

13 |npocmoTp kartanoroB "Pocnevyatn"; oTOOp MepuoguMyecKkux | ogHa nosvums 0,5
nsgaHnin ansa noanucku
14 | cbop 3aaBOK AN NOANUCKU OT CTPYKTYPHbIX NOApa3aeneHun OflHa 3asBkKa 1,0
15 |odopmneHne 3akasa Ha NOAMUCKY; NOACYET CTOMMOCTU MOANUCKN OVH 3aKa3s 300,0
C Yy4yeTOM [OCTaBKW; COCTaBreHue [orosopa, odopMIieHne
NPUNoXeHUst K 4OroBOpYy
16 |cocTaBneHwe perncTpaumMoHHOW KapTOYKM AN  KapTOTeKW | ofHa KapTouyka 6,0
nepuoanYecKnx nsgaHuim; yKkasaHue nHaekca, roga,
NepuoanNYHOCTH, NCTOYHMKA NoCTynneHus, CTPYKTYPHOro
nogpasgeneHuns
Pabota B aBTOMaTN3MPOBaAHHOM pexunme:
17 |BBOA 3akasa Ha nepuopguyeckne ngaxdus B 6 AC OfHa KapTouyka 3,0
18 | KOppeKkTMpOBKa 3aKasa; BbIBO Ha 3KpaH CrnMcKa MepuoauMyecKkunx | oaHa nonpaska 0,3
n3gaHnin; BHeCeHNe N3MeHeHun
[okomnnekToBaHue 6MGnMoTedHoOro ooHaa:
19 |npuem 3asdBOK Ha NpuoOBpeTeHue [OOKYMEHTOB OT CTPYKTYPHbIX| OfHa 3asiBka 3,0
nogpasgaeneHun
20 | cocTtaBneHne Gubnuorpacryeckon 3anucy; ykasaHue KonmdecTBa| OfHa KapTouka 3,0
3K3EeMMMSIPOB N CUTNOB NOoApa3faeneHun
21 | BKNHOYEHWNE 3a8BKM B KAPTOTEKY AOKOMMIIEKTOBAHUSA OfHa KapTouyka 0,3
22 |NpoCMOTp KapTOTEeKM HeydOBMEeTBOPEHHOro Cnpoca; aHanui| OAMH LOKYMEHT 2,0
oTKasa ANnd BbiSBNEHWUS OTCYTCTBYIOLLMX AOKYMEHTOB; BKIMIOUMUTbL UX
B KAPTOTEKY AOKOMMMEKTOBaHUSA
CocTtaBneHve onepaTyBHOIO NraHa KOMMNIIEKTOBaHUS:
23 |onpeneneHne KONMWMYECTBEHHbIX MoKa3aTenen obbema doHaa OAVH nnaH 1200,0
(noctynneHve, BbIObITUE), OTpacneBOro CocTaBa, WCTOYHUKOB
NOCTYNMEHUs, CMeTbl pacxonos
OdopmneHne nnaHa KOMMIeKToBaHMsA B oopme:
24 | Tabnuy, oAdHa Tabnuua 5,0
25 |KapToTeku OfHa KapTouyka 3,0
PaboTa B aBTOMaTN3MPOBaAHHOM pexunme:
26 |BBOpA nnaHa komnnektoBaHusa B b1 AC OJVH nnaH 30,0-120,0
27 | koppekTupoBka B[; BbIBOA Ha 3KpaH; BHECEHNE U3MEHEHUN OfiHa nonpaska 0,3
3.2. Mpuem, BbIGbITUE M YYET JOKYMEHTOB
Tabnuua 43
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[lokyMeHT npepoctasneH KoHcynbTaHTl0C

[aTta coxpaHenus: 21.05.2015

N HaumeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMN,
MWH.
1 2 3 4
Mprem nocTynMBLUNX JOKYMEHTOB:
1 |nNpvem [OOKYMEHTOB MO  COMPOBOAWTENIbHbIM  JOKYMEHTam | OAHa napTtus 50
(HaknagHas, akT); nogbopka [AOKYMEHTOB MO  KOMMJIEKTaM,
andaBuTy aBTOPOB W 3arnaBui, 3KCMEOULMOHHBIM HOMepaM;
CcBepka C COMPOBOAMTENbHBIM AOKYMEHTOM; MPOCTaBIIEHNE LEHbI
Ha JOKYMEHTE, MOACYET YMCra 9K3eMnIsipoB, OOLLy0 CTOMMOCTb
Mprem gokymeHTOB 6e3 conpoBOANTENBHbIX JOKYMEHTOB:
2 |nogbopka OOKYMEHTOB MO KOMMJeKkTaMm, andaBuTy aBTOPOB M| OAMH LOKYMEHT 10,0
3arnaBui; NpoBeAeHNe OLEHKN JOKYMEHTOB
3 |cocTaBneHune akTa Ha NpMeM AOKYMEHTOB OVH aKT 50
4 |npocCcTaBfeHue LwWTeMnens Ha TUTYNbHOM nucTte M Ha 17-M| OAWH JOKYMEHT 0,6
CTpaHuue [OoKyMeHTa Ha OyMaxHOM HocuTene, KaXaom
KOHTENHepe "roBopsilen" KHUMM Ha KacceTax, KOHTenHepax
dneL-kapT, ONTUYECKUX N XKECTKNX JUCKOB
Ceepka MOCTYNMBLUMX [OKYMEHTOB C KapTOTEKOW TeKyLlero
KOMMNJIEKTOBaHUS:
5 |cBepka nocTynuBLUEro OOKYMEHTa C KapTOYKOM W3 KapTOTeKu | ofHa KapTouka 1,0
TeKyLlero KOMMMEKTOBAHWSA; MOWCK KapTO4YKW, BbIMNOMHEHME Ha
KapToyke OTMETOK
6 |ycTaHOBNeHue KapTodKn 3a pasgenuTtens "BbiNomnHeHHbIe 3akasbl" | OgHa KapToyka 0,5
PaboTta B aBTOMaTU3MpPOBaHHOM pEXUME:
7 |cos3paHue B B[] AC 3an1cu o HOBOWM opraHM3aumn-nocTaBLUMKE O/[Ha 3anncb 2,0
8 |nouck 3anucu B B[l "3akas"; BHeceHWe OTMETOK O BbINONHEHUU oJHa 3anucb 0,6
3aKkasa
9 |npoBepka Ha oybneTHOCTb NOoCTynuBLLMX AoKyMeHTOB B B[] AC OOWNH OOKYMEHT 2,0
10 | peructpauus HoBbix nocTtynneHun B 61 AC OAWH OOKYMEHT 3,0
11 |nognucka Ha npoJormKawlmneca Wu3faHus; BbINOMHEHME B| OOHO Ha3BaHue 2,0
perncTpaumoHHON KapTouke BUBNNOTEYHbIX OTMETOK
12 |koppektmpoBka 3anucei B B[ AC; BbIBOL 3anvMcyu Ha 3KpaH;| OAHa nonpaeka 0,3
BHECEHWE N3MEHEeHNN
Mpuem n perucTpaums XypHarnos v rasert:
13 |nopbopka XypHamnoB W raset no andaBuTy Ha3BaHWA; MOWUCK| OOWH OOKYMEHT 1,0
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[JokymeHT npepocTtasiieH KoHcynbTaHTI0C
[aTta coxpaHenus: 21.05.2015

perncTpaumoHHON KapTOYKM B KapToTeke NOAMNNCHBLIX
nepuoanyecknx usgaHun; OTMeTKa HoMepa, AaTbl NonyyeHust
OOKYyMeHTa

14 | npocTaBrieHve WTEMMNENS Ha XypHane, raseTe OAVH OOKYMEHT 0,5
PaboTta B aBTOMaTU3MpPOBaHHOM pEXMME:

15 |oTmMeTka o pernctpaumm nepuogndecknx wusgaHmn B B[l AC| opgHa 3anuch 0,5
(HOMep, KONMYECTBO 3K3EMMIISIPOB, OTAEN XPaAHEHNS)
BeneHne kKHUrM cymmapHoro ydyera:

16 |BblgeneHne OOKYMEHTOB MO BuAam, OTpacnsM 3HaHWSA; noacyeT| ofHa naptus 10,0
ynucria  OOKYMEHTOB;  3anucb  pesynbTaToB  nogcdetra  no
YCTaHOBEHHON hopmMe B KHUre cymmapHoro yyeta (KCY)

17 |nopcyeT NOCTpaHMYHO MO no3vuuam faHHbix KCY; nepeHeceHue | ogHa no3uvums 2,0
WTOrM Ha CNeayoLLYI0 CTpaHuLy

18 |cBepka (puUHAHCOBLIX [OOKYMEHTOB oTgena ¢ (UHAHCOBBLIMW | OOWH OOKYMEHT 2,0
OOKyMeHTamu Byxrantepun

19 |ocopmrieHne CONPOBOAUTENbHLIX AOKYMEHTOB (HaknagHas, akT)| OAWH OOKYMEHT 15,0
ansa nepegayn B byxranteputo
PaboTta B aBTOMaTU3MpPOBaHHOM pEXUME:

20 |BBopg cratuctmyeckux aaHHbix KCY B B AC (rog, Homep KCY,| opgHa naptus 6,0
Homep COMpOBOANTENBHOMO OOKYMeHTa, WUCTOYHUK
KOMMMEKTOBAHUSA, UCTOYHUK (PUHAHCUPOBAHUA, YMCMNO Ha3BaHWN,
YNCNO IKIEMMNNAPOB, TUMN U3OAHWUNA, CyMMa)

21 |pacneyvatka KCY Ha npuHTepe OfHa cTpaHuua 1,0
BeaeHve MHBEHTAPHOW KHUT:

22 |odopMneHMe  UHBEHTApPHOW  KHUMM;  HymMepauus  CTpaHuy, | OAHa cTpaHuua 1,0
npocTaBneHne Homepa B MHBEHTApPHOW KHUre

23 |3anucb OOKYMEHTOB MO YCTaAHOBMEHHOW dhopMe B WHBEHTAPHYK | O4MH OOKYMEHT 10,0
KHUTY; BHeceHue 6ubnunorpadmyeckux CBeOeHWA Ha HOBble
NOCTYNNEeHns; MNpOCTaBfEeHMEe  MHBEHTApHOro HoMepa Ha
OOKYMeHTe, WAEHTUPUKALMOHHOIO (CUCTEMHOro) HOMepa Ha
XKECTKOM aucke
PaboTta B aBTOMaTU3MpPOBaHHOM pEXUME:

24 |cospaHve 6ubnuorpadumyeckon  3anucu  Ha  MOCTYNUBLUWA | OOWH AOKYMEHT 15,0
OokymeHT B "MiHBeHTapHou kHure" B AC

25 | pacneyaTka UHBEHTapPHOW KHUIMN Ha NpUHTEpe OfHa cTpaHuua 1,0
Bbi6bITME LOKYMEHTOB:

26 |cocTaBneHue rogoBOro njaHa Ha BbIObITWE; yKa3aHuWe KBapTana, OJVH nnaH 2160,0
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[lokyMeHT npepoctasneH KoHcynbTaHTl0C

[aTta coxpaHenus: 21.05.2015

nogpasgeneHus, Buaa I0KyMeHTOB, KONMYecTBO

CocTaBneHve akToB CrMcaHus:

27

npvem OPMYNSpPOB, CMUCKOB BbIOLIBWUMX [JOKYMEHTOB OT
CTPYKTYPHbIX NMoapasfaeneHnii; perucTpaums akta

OOWH aKT

10,0

28

NMOUCK MO WMHBEHTapHOMY Homepy Gubnuorpaduyeckon 3anucu B
3ANEeKTPOHHOM KaTanore; onpeaeneHne koagdurumeHTa LeHbl, roaa
MOCTYNMEHNss W BHECEeHWe [Ond  ChAMCcaHWst [OMOMHEHWA B
Gmbnmorpadunyeckyto 3anucb

OAHa 3anucb

0,5

29

npy OTCYTCTBUM 3anvCU B 3NEKTPOHHOM KaTanore BBeAeHue BceX
ana  dopmupoBaHus Gubnuorpadumyeckon 3anucu CBeAeHUn C
dopmynsapa unm U3 Cnucka akra

OAHa 3annucb

3,0

30

BHECEHME 3anucyu B aKkTe ChucaHWs K WHBEHTapHOMY HOMepy
JOKYMEHTa  HOMepa  BblOblBLUEA  KHWATM K3 KOMMMeKTa
penbe®HO-TOYEYHOro JOKYMEHTa

ofHa 3anucb

0,2

31

npoBepka WHBEHTaPHbIX HOMEpOB, roga NoCTynneHus,
KoadhbmLmMeHTa LeHbl BbiObIBLLEro JOKYMEHTaA

OAHa 3annucb

3,0

32

pacnevyaTtka Crnucka BblObIBLUMX OOKYMEHTOB B aJ'I(*)aBI/ITHOM
nopagke Ona yaaneHma WHBEHTapHbIX HOMEPOB U U3bATUA
KapTo4ekK N3 CUCTEMbI KAPTOYHbIX KaTaroroB onbnunoteku

OAHa 3anunucb

3,0

33

3anucb O BbIObIBLUMX M3 gencteyrolmx ¢oHAOoB OmbnuoTteku
OOKYMEHTax B COOTBETCTBYHLUMX rpadpax 2-n vactm KCY (pata,
HOMEp akTa, KONWYeCcTBO, CyMMa, COAEepPXaHue, MPUYUHbI
BbIObITUSA)

ofHa 3anucb

3,0

34

UCKIMOYEHME OOKYMEHTa MO aKkTy M3 Y4eTHbIX hopM (MHBEHTaAPHOM
KHUTW)

OONH OOKYMEHT

4,0

35

norawieHne MHBEHTapHOro Homepa u wwrtemnens onbnmoTtekn Ha
OOKYyMEeHTe

OONH OOKYMEHT

0,5

36

nogLinBKa akTtoB

OOWH aKT

0,5

MpumeyaHune: npu paboTe C JOKYMEHTaMM Ha MHOCTPAHHBbIX A3blkax K HOPME BPEMEHU MNPUMEHSIETCS
noBbILatoLWmMin KoaguumneHT 1,2.

3.3. bubnumoteyHas obpaboTka JOKYMEHTOB

Tabnuua 44
N HaumeHoBaHue npouecca, onepaunn. CoctaB paboThl EavHnua Hopma
n/n N3MepeHns BpEMEHW,
MWH.
1 2 3 4
Mpnem oOKYyMEHTOB:
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[JokymeHT npepocTtasiieH KoHcynbTaHTI0C
[aTta coxpaHenus: 21.05.2015

npvem napTuM [OKYMEHTOB; MNpPOBEpKa 3K3eMMASPHOCTA Mo
COMPOBOANUTESNBHOMY AOKYMEHTY; 3annCb B KHUIe yyeTa

ofHa napTus

50

noarotoBka OOKYMEHTOB K
SHGKTpOHHbIIZ Katanor

MHOEKCMpoBaHNK® U BBOAY B

OONH OOKYMEHT

0,7

NPOCMOTP WU BbldBIIEHNE aHalIOMM4HbIX n3gaHum Ha apyrux suaax
HOCUTENEN B ANEeKTPOHHOM KaTarnore

ofHa 3anucb

0,2

NPOCMOTP AOKYMEHTOB Ha MHOCTPAHHbIX M HALMOHAmNbHbIX S3bIKax;
nepeBog AN ONMCaHUsA CBEAEHUN Ha PYCCKUN A3bIK

OOWH OOKYMEHT

30,0

dopmuposaHue bubnmorpaduyeckon sanncu

PekaTanornsauus:

cBepka KapTouyek C [OKYMEHTOM; WCMpaBfeHne CcTaporo
onbnunorpadunyeckoro onncaHus; cocTaBfieHne HOBOrO OMNUCaHUS;
nepeHeceHne Lwundpa, MHBEHTApPHOrO HOMepa, OubnmoTe4yHomn
NOMETKM

ofiHa KapTouka

7,0

CuctemaTtunsaumns JOKYMEHTOB:

cucTemMaTmMsauuss OOKYMEHTOB C  WCMOMb30BaHMEM NeyaTHON
KapTO4ukM WNW aHanora Ha OpyroMm BuAe HOCUTENs; npoBepka
COOTBETCTBMSA MHAEKCOB Tabnuuam knaccudukauum, npuHATLIM B
61bnMoTeKe; NpoCTaBNeHNEe NHAEKCA HA JOKYMEHTE

OONH OOKYMEHT

2,0

cvucTemMaTmM3auust JOKYMEHTOB MpU OTCYTCTBUM NEYaTHON KapTOYKM
WNu aHanora Ha ApPYroMm BWAEe HOCUTENS; MPOCMOTP 3TUKETKM
n3gaHus, npocnylwmBaHne KacceTbl/gucka/dnell-kapTbl; YTeHue
CBEOEeHUN, HanucaHHble penbedHO-ToYeYHbIM LWpUdTOM, aOns
YTOUYHEHUs] aBTOpa, Ha3BaHWs!, BbIXOAHbLIX AaHHbLIX, COOEPXaHUS;
onpeaeneHne nHaekca no Tabnuuam knaccudukaummn, NPUHATLIM
B OnbnunoTteke, NpocTaBreHne MHOEKCa Ha JOKYMEHTe

OONH OOKYMEHT

10,0

onpeferneHne aBTOPCKOIO 3Haka [OKYMEHTa MO aBTOPCKUM
Tabnuuam

OONH OOKYMEHT

0,2

npoBepka MNpPaBUIIBHOCTM M WCMPaBIieHne KrnaccumrKaLMOHHOIO
MHOEKCAa W  aBTOPCKOTO 3HAaKa, YKasaHHbIX Ha  3TUKeTke

"roBop4LLen” KHUrm

OOWH OOKYMEHT

3,0

10

onpegeneHne  WHAEKCOB  MPOU3BEAEHWN,
drnew-kapte (0T 4 po 8 HasBaHui),
KaTanoxHoro wugpa

3anucaHHbIX  Ha
ans  dopmMmpoBaHus

ofHa
dnew-kapTa

50

11

onpeneneHne dopmarta, KonuyecTea OpanneBcKux 7]
nnockoneyaTHbIX NNCTOB, XapakTtepa NPUNOXEHUHN,
penbedHO-TOYEYHbIX U3aHUA 1 penbedHO-rpadmnyeckux nocodmmn

O4HO Ha3BaHue

5,0

12

ornpefeneHne u nepedncrieHne martepuaros, MWCMOMb30BaHHbLIX
Npyv CO34aHUU TakKTUNbHBIX PYyKOAENbHbIX W30aHURW; nepecyeT
KonuyectBa  CTpaHWy,  MNPUMAOXKEHUW,  BbiABNEHUE  AOpYyrux
XapakTepHbIX 0COBEHHOCTEN JOKYMEHTOB

O[HO Ha3BaHue

50

KoHcynbTaHTINNOC

www.consultant.ru

HafeXHasa npaBoBas noaAepXXkKa

CrpaHuua 101 n3 224


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

Mpuka3 MuHkynbTYpbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM Tpyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepocTtasiieH KoHcynbTaHTI0C
[aTta coxpaHenus: 21.05.2015

13 |nepecyeT NpUMNOXeHWW, BbIBNEHWE OPYrUX  XapakTepHbIX | OOHO Ha3BaHue 3,0
0COBGEHHOCTEN MIOCKOMNeYaTHOro JOKYMEHTa
MpeameTnsaumst LOKYMEHTOB:

14 | npegMeTun3auus JOKYMEHTOB C UCMOSIb30BaHUEM PYOPMK NEYaTHOW | OOHO Ha3BaHUe 3,0
KapTO4KW; MpoBepka COOTBETCTBUS PYOPUMKM MEYaTHOW KapTO4YKM
npeamMeTHOMY KaTanory

15 |npegmMeTun3auusa JOKYMEHTOB MNPy OTCYTCTBMM NeYyaTHOW KapTOYKW; | OOHO HasBaHue 6,0
O3HaKOMIIEHVE C JOKYMEHTOM, onpegeneHne pyopuku

16 |cocTaBneHMe HOBbIX MpeaMeTHblXx pybpuk ©  noapybpuk;| oAaHa kapToyka 2,0
nepeHeceHne Ha KapTo4vkM Cny>XebHON KapToTeKM

17 |pepakTupoBaHue NpeaMeTHOW pyOpuKu; MpOBepKa NpaBUITbHOCTU | OAHAa kapToyka 1,0
npegMeTHON pyOpPUKKM, TOYHOCTU HaNMCaHUst

lMprmeyaHue: K HopMaMm BpeMEHW MPUMEHSAIOTCS NOBbILWAOLWLNE KOIPDPULMEHTDI:
- MpU cocTaBneHnn Gubnuorpadnyeckoro onucaHWsi Ha AOKYMEHTE, Ha TWUTYMbHOM FMCTe, Ha KOTOPbIX
YaCTUYHO OTCYTCTBYIOT AaHHble AN bubnuorpaduyeckon 3anvcu - 1,2;

- Npy BMBNMoTeYHOM 00paboTKe HOTHBLIX U3gaHun - 1,5;
- Npy paboTe ¢ JOKYMEHTaMU Ha MHOCTPaHHbIX A3blkax - 1,2.

3.4. OpraHusauusi 1 BegeHue kaTanoros

Tabnuua 45
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n n3mepeHuns BpeMEeHWU,
MUH.
1 2 3 4
OpraHusaums andaBuTHbIX KaTanoroB (NSIOCKONEYaTHbIX KHWT,
HOT, rpamMnnacTUHOK):
1 |nopbGopka kapToyek Mo andasuTy damMunuMini aBTOPOB WU | OAHAa KapToyka 0,2
3arnasui Ans paccTaHOBKU
2 |paccTaHoBKa NpeaBapuUTENbHO NogobpaHHbIX KapTovek OfHa KapTouyka 0,3
3 |pepakTupoBaHve kaTanora; MpoOBepKa pacCTaHOBKU KapTOYek,| ofHa KapTouka 0,5
NpaBuUbHOCTN JOBABOYHbIX U CCbINOYHbLIX KAPTOYeK, UcnpasneHmne
owmnbok
4 | HanucaHve pasgenuTens Ans KkaTtanora, ykasaHue OykBbl, criora OoavH 0,6
pasgenutens
5 |pacctaHoBka pasgenutenen B kaTanore; nogbopka pasgenutens oavH 0,3
no andasuty; nNOUCK MeCTa pas3genuTens; npocTaBfneHue | pasgenuTens
pasgenutens
6 |npoBepka pacCTaHOBKM pasfenurenen; ucnpaesneHme owmnbok OAWH 0,3
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pasgenutens
opraHusaumst CUCTEMaTUYECKOro Katarnora nnockoneyaTHbIX KHUM
7 |nopbopka KapTo4ek Mo MHAEeKcam, BHYTPU pasgena no andaButy| oaHa kapToyka 0,3
thamunumii aBTopoB MUK 3arnaBuin 4Na paccTaHOBKM
8 |paccTtaHoBKka npeaBapuTenbHO NOA0OPaHHbIX KapTodek OflHa KapTouyKa 0,3
9 | pepakTupoBaHue KaTanora; npoBepka nNpaBUiibHOCTM HaMOMHEHWs | OfHa KapTouka 1,0
pasgenoBs KaTanora no cogepxaHuo, MHAeKcaumm n paccTaHoBKe,
ncnpasneHue owmnbok
10 | peknaccudukauusa katanora; ucnpasneHne WHOEKCOB, BHECEHMe | ofHa KapTouyka 6,0
ucnpasneHnin B andaBUTHbIN KaTanor
11 |HanucaHue pasgenutens ANg kaTanora; ykasaHve HaumMeHOBaHus oavH 0,5
pasfgena, nogpasgena v UHbIX pasgenurenen pasgenutens
12 |paccTaHOBKa pasgenutenen B karamnor; nogdopka no uHOekcam, OOVH 0,3
NMOUCK MecTa, MOCTaHOBKa pasfenurens pasgenutens
13 | npoBepka paccTaHOBKM pasgenuTenen, ucnpasneHve owmnbok OAWH 0,3
pasgenutens
OpraHuzaums cuctematmdeckmx kartanoroB ("roBopsawmx” u
penbedHO-TOYEYHbIX KHUT, KHUF NO MY3blKEé U HOTHbIM WU3JaHUSAM
penbedHO-TOYEYHOro WpudTa):
14 |nopbopka  KapToyek, OMOPMIIEHHbIX  ABYMsSl  WpMdTamu| OAHa kapToyka 1,0
(nnockonevaTHbIM U penbedHO-TOYEYHbIM), MO MHOEKCaM, BHYTPU
pasgena no andasuTy amunmini aBTOpOB WNW 3arnaBui Ons
paccTaHOBKU
15 |paccTaHoBka npeaBapuTensHO noaobpaHHbIX KapTouyek, | ofHa KapTouka 4,0
0POPMMEHHBbIX ABYMS LIpUdTamMm
16 |pepakTupoBaHWe Kartarora; NpoBepKa NpaBUITbHOCTU HAMOMHEHUS | OAHAa KapToyka 0,5
pasgenoB kaTtanora no COAEPXaHWIo, MHAeKCauun U paccTaHOBKe
KapTo4ek, ucrnpasneHune ownbok
17 | peknaccudukauusa katanora; ucnpasneHne WHOEKCOB, BHECeHMe | ofHa KapTouyka 6,0
ucnpaeneHnin B andaBUTHbIN KaTanor
18 |HanucaHue pasgenutens ANg kaTanora; ykasaHve HaumMeHOBaHus oavH 1,0
pasgena, noapasgena pasgenutens
19 |paccTaHOBKa pasgenutenen B kartanore; nogbopka no uMHOekcam, OOVH 0,3
NMOUCK MecTa, MOCTaHOBKa pasfenurens pasgenutens
20 |npoBepka pacCTaHOBKM pa3fenuTenen, ucnpasneHne owmnbok OAWH 0,3
pasgenutens
PaboTa ¢ MakeToM MyocKoneyaTHOM KaTarnoXHOW KapTOYKu:
21 |npounTbiBaHWE He3psavyeMy paboTHMKY TeKcTa MrocKonevyaTtHoW | OAHO Ha3BaHue 12,0
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KapTOYKu
22 |BHeceHue B MakeT nnockoneyaTHoOWM KapTO4ykM | OAHO Ha3BaHue 12,0
Bubnuorpadunyeckon sanucu penbedHO-TOYEYHbIM LLPUHDTOM
23 |nepeHeceHne [aHHbIX O (pannax C XKeCTKOro [gucka 0[HO Ha3BaHue 4,0
KaTanoXHble KapTOoYKu
24 |pepakTupoBaHuMe  aneMeHToB  Gubnuorpaduueckon  3anucu,| ofHa 3anucb 0,3
BbIMOMIHEHHON penbedHO-TOYeYHbIM  LWPUATOM; UCnpaBreHne
owmbok
OpraHusauums Tonorpaduyeckoro katanora:
25 |nmogbopka  KapTOMeK MO CTPYKTYPHbIM  MOApas3feneHusiM| ogHa KapTouka 0,2
(oTaenam-coHOooaepKaTENAM)
26 |noagbopka KapToyek N0 UHBEHTaAPHbIM HOMepaMm OfHa KapTo4ka 0,2
27 |paccTaHOBKa NpeABapuUTENbHO NogobpaHHbIX KapTovek OfHa KapTouyka 0,2
28 | pegakTupoBaHue KaTarnora; npoBepka NpaBUNbHOCTM PACCTaHOBKM | OAHAa KapToyka 0,3
KapTodek u pasgenuTenen; ucnpasneHve ownbkm
29 |HanucaHue pasgenuTens Ans Katanora; NnocTaHoBKa pasgenvrens OOVH 0,3
B KaTanor pasgenutens
U3baTne n3 KapTO4HbIX KaTaroros (andpaBuTtHorO,
CcUCTEMaTUYECKOro, Tonorpaduyeckoro) KapToyek
UCKIMOYEHHbIE 13 BnbnmMoTeyHoro choHaa JOKYMEHTbI:
30 |perucTpauus akTa Ha criMcaHue B KHUre yveta OAVH aKT 3,0
31 |nonck  KkapTo4ykMm  (OCHOBHOM, [00ABOYHOM); 3avepkMBaHME | OOHA KapTouka 15
CMMCbIBAEMOrO MHBEHTaApHOrO HOMepa, WHBEHTApHOro Homepa
CMNCLIBAEMOMN KHUMN N3 KOMMSieKTa peribedHO-TOHEYHOro WwpugTa
(PTLU) B COOTBETCTBYKLEM WHBEHTApPHOM HOMeEpe; ydaneHue
KapTOYKM
32 |noacyeT KOnMMYecTBa U3bATbLIX KapTOYeK U3 CUCTEMbl KapTOuYHbIX | OfHA KapTouka 0,1
KaTarnoroB 1 KapTOTeK; 3anncb B KHUTY y4eTa
MepeappecoBka JOKYMEHTOB:
33 | perucTpauus akTa nepefayun JOKYMEHTa B KHUre yyeTa OAWH aKT 3,0
34 |NouCK KapTOYKM, WCNpaBreHMe MecTa XpaHeHuUsl [OOKYMEHTa;| ofHa KapTouka 3,0
BO3BpalLleHMe KapTOYKn B KaTanor
TexHndeckas obpaboTka AOKYMEHTOB:
35 |HaknevBaHWe KapMallKOB Ha AOKYMEHT Ha GyMaxHOM HocuTene; | OA4MH Kapmallek 1,0
HanMcaHve Ha KapmMallke UHBEHTapHOro HoMepa, MecTa XpaHeHus
36 |HanucaHue wndpa Ha obroxKe, TUTYNIbHOM JINCTE JOKYMEHTa OAWH OOKYMEHT 0,8

KoHcynbTaHTINNOC

HafeXHasa npaBoBas noaAepXXkKa

www.consultant.ru

CrpaHuua 104 u3 224


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

Mpuka3 MuHkynbTYpbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM Tpyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepocTtasiieH KoHcynbTaHTI0C
[aTta coxpaHenus: 21.05.2015

37 | BROXEHUE KHWKHOro oopMyrisipa B KapMalleK, KOHTenHep OAWH chopmynap 0,1
38 | npoBepka u ncnpasneHue wngpa Ha aTUKeTKax ayamoBu3yanbHbIX | OAWH JOKYMEHT 0,5
JOKYMEHTOB Ha aHanoroBbIX U LIMPOBbLIX HOCUTENSX
39 |cocTaBneHue nnockoneyaTHoOM 9TUKETKM Ha ayaumoBu3yasribHble | OAVH OOKYMEHT 5,0
OOKYMEHTbI Ha aHarnoroBbiX U LUUAPOBLIX HOCUTENSAX; MpoBepka
3anucu, ucnpaenexHne owmnbok; pacnedarTka
40 |nopbopka AOKYMEHTOB MO MECTY XpaHeHUs; nepeaaya JOKYMEHTOB | OOWUH JOKYMEHT 1,0
C KaTanoXHbIMW KapTOYKaMWU W KHWKHbIMKM dhopMynspaMmn B
oTaensl-choHaoaepXKaTenu
41 |oTMeTKa B KHWUre yyeTa o nepegaye napTum JOKYMEHTOB oAHa napTusa 3,0
OpraHusauusi 1 BegeHue aneKTpOHHOro KaTarora
dopmuposaHue u Beog B b1 AC 6ubnuorpadunyecknx sanucem oaHa 3anucb
[nockone4yaTHbIX N30aHUN:
42 |npy OTCYTCTBUWM NEYaTHOM KapTOYKM U aHanorvyHbIX 3anucen B 6,0
3MEKTPOHHOM KaTanore
43 |Npy HanuuMu nevYaTtHOM KapTOYKU WM aHanorn4vHblX 3anucen B 4,0
3MEKTPOHHOM KaTanore
44 |npw gononHutensHon paboTe ¢ aHHOTauuen (MOUCK aHHOTaLUuWu B 15,0
"UHTepHeTe", pegakumsa aHHoTaumm)
PenbedHo-To4eYHbIX N3gaHUNi:
45 | 6e3 BBOOA aHHOTaALUUMK 4,0
46 |npw gononHUTeNbHOM paboTe ¢ aHHOTauunen 15,0
47 |n3paHuii Ha KacceTax 4,0
48 | n3gaHun Ha ONTUYECKUX ANCKax 5,0
49 |un3pgaHuin Ha dnel-kapTax 15,0
50 |cxecTKoro aucka 3,5
51 | penbedHo-rpadmnyeckmx Nnocoomm 7,0
52 | TaKTUNbHbIX PYKOAENbHbIX U3aaHWi 25,0
53 |cocTaBneHne aHanMTUYeCcKon 3anucu oJHa 3anucb 5,0
54 | pocnucb coaepxaHuns CHOpHUKOB, HaneyaTaHHbIX | OAWH COOPHUK 25,0
penbedHO-TOYEYHbIM LWPUEGOTOM
55 | cocTtaBneHne fo06aBOYHbBIX U CCbINTOYMHbLIX ONUCaHUN O[IHO onucaHue 1,0
56 |pepakTupoBaHne  Oubnuorpadumyeckmx  3anucen; nNpoBepka| oOgHa 3anucb 1,0
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NpaBUITbHOCTU 31IEMEHTOB 3arnucen; BHECEHNE N3MEHEHUN
57 |cocTtaBneHne u BBOL B 9MNEKTPOHHbIA KaTanor HOBbIX pybpuk,| ofHa 3anucb 0,5
noapybpuk, nepcoHanummn
58 | BbIBOA BUbGNMorpacmyeckux 3annucen Ha akpaH OfHa 3anucb 15,0
dopmaTupoBaHMe 1 pacnevaTka KapTodek U y4yeTHbIX hopM
dopmaTmpoBaHme 1 pacneyaTtka kapToyek: OflHa KapTouka
59 | ocHoBHas ons andaBUTHOrO KaTtanora 2,3 cek.
60 | gobaBouHas Ans andaBUTHOro Katanora 1,0
61 |ccbinovHasa ons andaBUTHOrO KaTanora 1,0
62 | onga Tonorpadunyeckoro katanora 0,7
63 | popmaTtmpoBaHue " pacneyaTka MakeTta KapTO4KM OOVH MakeT 15
(nnockonevyatHas 3anucb) A CUCTEMATUYECKOro kaTanora KapTOYKM
"roBopAwmx" 1 penbedHO-ToYEYHbIX JOKYMEHTOB
64 | pacneyaTka KHWXKHbIX (hopMynsapoB oavH chopmynsp 0,2
65 |onpegeneHne 3K3eMNNSPHOCTY (MO KOMMYECTBY KHWUT B KOMMIEKTE) | OOHO Ha3BaHue 0,7
W pacneyaTka OPMyNApPoOB AN U3OaHUKW, HaneyaTaHHbIX
penbedHO-TOYEYHbIM WP TOM
PeTpocnekTtuBHOE NONONHEHNE 3NEKTPOHHOro KaTanora:
66 |nouck B andaBMTHOM KaTanore MfockonevaTHbIX KHUM KapTOYKM | OfHa KapToyka 0,2
nns eeoga B B AC
67 |BBOA CBEOEHUIN C NIOCKONEeYaTHOW KapTOYKM B COOTBETCTBYIOLLME | OOHO Ha3BaHWe 2,0
nons éubnuorpadudeckon 3anucu B 6 AC
68 |NOUCK NO y4YeTHbIM OOKYMEeHTaM M TonorpaduMyeckoMy Katanory| OfHO HasBaHue 2,0
CcBeOeHUN, OTCYTCTBYIOLIMX B MNIOCKOMEeYaTHOW KapTouke; BBOS
HanaEeHHbIX cBefeHun B COOTBETCTBYIOLLNE nons
onbnuorpadudeckon 3anucu B 61 AC
69 | npoBepka npaBubHOCTU BubMorpadmyeckon anmcu OAHO Ha3BaHue 0,5
70 |Bo3BpaT B andaBuTHbIA  KaTanor nnockoneyaTHbIX KHUI| OAdHa KapToyka 0,2
oTpaboTaHHOW KapTOUKn
N3baTtne Gmnbnuorpaduyeckor 3anncu n3 arekTpoHHOro Kararora:
71 |perucTpaLms akta Ha cnucaHue JOKYMEHTOB B KHUre yyeTa OVH aKT 3,0
72 | n3bATUE U3 SNEKTPOHHOrO Katasnora bubnuorpaduyecknx 3anucert| ogHa 3anucb 3,0
Ha MCKIIOYEHHbIE 13 BubnuoTe4Horo goHaa AOKYMEHTHI
73 |noAocyeT KonMMYecTBa  U3bATLIX U3 AMEKTPOHHOro Kartanora| ofHa 3anucb 0,1
3anucen; 3anucb B KHUry yyeTa
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3.5. dopmupoBaHume 6a3 faHHbIX 3BYKOBbIX (haninos

Tabnuua 46
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n n3mepeHuns BpeMeHWU,
MWH.
1 2 3 4
KoHBepTMpoBaHMe ayaAMOOOKYMEHTOB C  KpunNTO3aluTon C
XKEeCTKoro Aucka B nporpammbl Ang paboTel € "roBopsLLMMU
KHUramm":
1 |onpepeneHue Hanuuus OOKYMeHTa B nporpamme Ans paboTbl €| OOHO HasBaHue 0,05
"roBopsAWNMN  KHUrammn"; nM3mMeHeHue HacTpoek nporpaMmbl And
paboTkl ¢ "roBopsLmUMM KHUramm"
2 |3anofiHeHue Kop3uHbl AOKYMEHTaMu 0[HO Ha3BaHue 0,04
3 | cosgaHue NpoMexXyTo4HOW nanku Ans KOHBEPTUPOBaHUS OfHa nanka 1,0
4 | KOHBEPTUPOBaAHUE OTOOPaHHLIX [OKYMEHTOB B MPOMEXYTOYHYIO | OOHO Ha3BaHue 0,03
nanky
5 |KoHBepTMpOBaHWE [OKYMEHTOB W3 MNPOMEXYTOYHOW Mankm B| OAHO Ha3BaHue 0,08
nporpamMmmsbl ans pabotbl ¢ "ropopsAwnMMmN KHuramm"
KoHBepTupoBaHMe ayaMOAOKYMEHTOB C OMTUYECKUX [OUCKOB B
nporpaMmmbl aAnsa padoTbl ¢ "roBOPSALLMMUN KHUraMm'":
6 |noucKk OOKYMEHTOB B nporpammax Ang paboTtbl ¢ "roBOpALUMUM | OOHO Ha3BaHue 0,05
KHUramm"
MoaroTtoBKa AOKYMEHTA K KOHBEPTUPOBAHUIO:
7 |KonnpoBaHWe JOKYMEHTa C Ancka OVH Yac 0,12
3BYyYaHus
8 | KOHBepTUpPOBaHWE OOKYMEHTa BCOMOraTernbHOM nporpaMmmMon O[VH Yac 11
3By4aHus
9 |nNpu OTCYTCTBMM Ha3BaHUS OOKyMEHTa O3By4MBaHWE Ha3BaHUSA | OAHO Ha3BaHue 2,0
cpencTBamm
10 |3anonHeHne y4yeTHOW (POPMbl BBOAMMOINO AOKYMeHTa (C y4eTOM | OOHO HasBaHue 2,0
BPEMEHM Ha MOUCK aHHoTauunm B "WHTepHeTe", uHgekca BBK B
3MNEKTPOHHOM KaTariore) Ans KOHBEPTUPOBaHUSA B NporpamMMbl Ans
paboTbl ¢ "roBopsLWMUMM KHUrammn"
11 |koHBepTMpOBaHME B nporpammbl Ans paboTbl ¢ "roBopsALUMU 100 M6 4,1
KHUuramm"
KoHBepTMpoBaHMe ayaAnoLOKYMEHTOB C KpUMNTO3alLMTOW C caunTa
opraHm3aumu-napTHepa B nporpaMmbl A paboTbl ¢ "roBopsALWMMY
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KHUramm":

12 |onpefpeneHue Hanuunsg OOKYyMeHTa B nporpamme Ans paboTbl €| OOHO HasBaHue 0,05
"roBopALLNMM KHUrammn"

13 | ckaumBaHMe JOKYMEHTOB C canTa 1 Mo 0,2

14 | pasapxvBMpoOBaHue AOKYMEHTOB 1 M6 0,2

15 |3anonHeHne y4yeTHon bOpMbl BBOAMMOIO AOKYMEHTa (C y4eTOM | OOHO Ha3BaHue 0,3
BPEMEHM Ha MOUCK aHHoTauuum B "WHTepHeTe", uHaekca BBK B
3NEeKTPOHHOM KaTtarore) Ans KOHBePTUPOBaHWUS B NporpamMmbl Anis
paboTkl ¢ "roBopsLmUMM KHUramm"

16 |kOoHBepTMpOBaHME B NporpaMmmbl Ans paboTbl C "roBOPSALUMM 100 M6 4,1
KHUramm"
lMoaroToBka cnucka HOBbIX NOCTYNMEHU (popmaT AOKYMEHTA):

17 |BbIrpy3ka kaTanora nporpaMmmbl Ans paboTbl C "rOBOPSALIMMM | OAHA BbIrpy3ka 4,0
KHUramm"

18 |BbIrpy3ka 13 parina JOKYMEHTOB, MOCTYNMUBLUNX 3a OMpeaeneHHbIn | ofHa Bbirpyska 20,0
BPEMEHHOM UHTepBan (Mecs, kBapTan, roa)

19 |yganeHue nNUWHUX WHAPOPMALMOHHBIX MOMEeN B CMWCKE HOBbLIX| OAWH CMUCOK 10,0
NOCTYNJIEHWUN (150 - 200

Ha3BaHWN)

20 | konupoBaHue charina n3 gopmata bl AC B hopmaT goKyMeHTa OAWH CNUCOK 1,0

21 |npeobpa3oBaHue [OokymeHTa B dopmaTe [OOKYMeHTa [Ans 40 K6 6,0
nocrnenywoLero pasmeLleH1s Ha cante
O3ByumBaHue cnvcka HOBbIX MOCTYMNIIEHUN CUHTE3aTOPOM PEYN:

22 |BbIrpy3ka kaTanora nporpammbl Ans paboTbl C "roBOpsiLUUMM | OAHA BbIrpy3ka 4,0
KHurammn"

23 |BbIrpy3ka us dpavina gopmata b AC gOKyMEHTOB, MOCTYNUBLUMX | OAHA BbIrpy3ka 20,0
3a onpegeneHHbl BPEMEHHOW MHTepBarn (MecsiL, kBapTan, rog)

24 |ypaneHue nUWHUX WMHAPOPMALMOHHBIX MOMEen B CIUCKE HOBbIX O4WH CNNUCOK 10,0
NoCTynneHnn

25 | konupoBaHue carina n3 gopmata bl AC B hopmaT foKyMeHTa (150 - 200 1,0

Ha3BaHWN) oanH
CMMcoK

26 |npeobpa3oBaHMe OOKyMeHTa B dopmaTe AOKYMeHTa B dopmy, 40 Ko 6,0
yAoOHYI0 A51S 03BY4MBaHWS CUHTE3aTOPOM peyn

27 | pa3buBka JOKyMeHTa B popmaTe AOKYMEHTa Ha NpeanoxeHus 40 K6 80,0

28 |03By4MBaHME [JOKYMeHTa B nporpaMmme A 4YTEHUS BCAyX 40 Ko 3,0
TekcToBbIX dhannos ("banabonka" n gpyrue)
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29 | pasmeLLeHMe 03BYHEHHOMO CrMCKa HOBLIX MOCTYNMEHUIA Ha canTe OAMH CNUCOK 15,0
(150 - 200
Ha3BaHUN)
30 |KOHBepPTUpPOBaHWE 03BYYEHHOrO CMMCKa B NporpaMmmbl Ans pabotbl| OAMH CNUCOK 1,0
C "roBopsaLwmMMnN KH1Uramm"
3.6. Pabota ¢ choHgom. PaboTa no npmemy 4OKYMEHTOB
Tabnwuua 47
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl Epovnuua Hopma
n/n namepeHns BpEMEHM,
MUH.
1 2 3 4
[Mprem OOKYMEHTOB B CTPYKTYPHbIX NoApa3aeneHusax
Mprvem OOKYMEHTOB M3 oTAernia aBTOMaTM3MpoBaHHOW 06paboTkm| oAHa napTuda
OOKYMEHTOB n opraHusauum KaTanoros, cBepka c
CONpoBOANTENBbHBIM JOKYMEHTOM:
1 |1-253k3emnnspos 10,0
2 |26 - 75 ak3emnnsaApoB 30,0
3 |peructpauus HOBbIX MOCTYMAEHUA NEePUOOUYECKNX U3OaHWUN, | OOVH OOKYMEHT 0,5
npocTaBreHne OTMETKN B permcTpaunoHHON KapToTeke
4 |npocTaBneHue lwTemnens unu oTMeTKa CTPYKTYPHOrO | OOWH JOKYMEHT 0,5
noapasaeneHnsi Ha JOKyMeHTe
Mopbopka LOKYMEHTOB 4SS pacCTaHOBKM B hoHae
Mopbopka 4OKYMEHTOB MO BUAAM U34aHUN: OLVH LOKYMEHT
5 | nnockone4aTHble U3gaHusi 0,07
6 |penbedHO-TOYEYHbIE N30aHUsA 0,08
7 |"roBopsLme” KHUrM Ha KacceTax 0,1
8 | mn3gaHua Ha ONTUYECKMX ANCKax 0,07
9 |u3gaHus Ha hnew-kapTax 0,07
10 | penbedHo-rpadmyeckmne nocobus 0,08
11 |TakTuIbHbIE pyKOAesSibHbIe N3gaHnd 0,1
12 |nogo6opka KOMMMEKTOB penbedHO-TOUEYHbIX KHUI MO Ha3BaHUSM OAVH KOMMEKT 2,0
13 |nogbopka [OOKYMEHTOB MO KNacCUUKALMOHHBIM  MHAOEKCAM, | OOUH OOKYMEHT 0,3
aBTOPCKOMY 3HaKy
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Mopbopka nepuoaMyecknx u3gaHunm no andaBuTy Ha3BaHWUSM, | OOWH AOKYMEHT

rogam, Homepam:
14 | nnockone4yaTHble n3gaHus 0,07
15 | penbedHO-TOYEYHbIE U3gaHns 0,08

PacctaHoBka 6ubnnoteyHoro goHaa

paccTaHoOBKa [OKYMEHTOB Ha cTennaxax B| OAWH AOKYMEHT

cucTemaTnyecko-andaBUTHOM NOPsIAKe:
16 | nnockone4yaTHble n3gaHus 0,08
17 | penbedHO-TOYEYHbIE U3naHns 0,11
18 | "roBopsiLime" KHUrKM Ha KacceTax 0,1
19 |n3gaHnsa Ha ONTUYECKUX ANCKaxX 0,1
20 |n3gaHusa Ha pnelu-kapTax 0,1
21 | penbedHo-rpacmyeckne nocobusi 0,11
22 | TaKTUIbHblE pYKOAENbHbIE U3AaHnA 0,11

PacctaHoBKa nepuoguyeckux usgaHui no andaBuTy HasBaHUMK, | OOMH OOKYMEHT

rogam, Homepam:
23 | nnockone4yaTHble U3gaHust 0,1
24 | penbedHO-TOYEYHbIE N30aHUA 0,13
25 | packnagka raseT Mo HasBaHWAM, NpoKanbiBaHWEe ObIPOK, BNOXeHWe ojHa nanka 10,0

B KApPTOHHYK 0Onoxky (manky), NpOLHYpoBKa, odopmMneHne

00noxku (HasBaHue, rod, HOMep, MecsL)

lMpoBepka NpaBUNbLHOCTN PacCTaHOBKM OOKYMEHTOB B OTAENbHbIX | MaccuB choHAa

mMaccuBax coHaa:
26 |1-200 gokymeHTOB 30,0
27 | 201 - 400 poKymeHTOB 60,0
28 | nepemelleHne (nepeHeceHne) 0OKYMEHTOB Ha CBOOOAHLIE MecTa OfHa norka 50

OdopmneHune, HanncaHne NonoYHbIX pasgenuTenen: oavH

pasgenutens

29 | onga cuctemaTuyeckon paccTaHoOBKU dhoHOa 4,0
30 | ansa andaBUMTHOM paccTaHOBKM hoHAA 3,0

3.7. PaboTta c dboHagom. PaboTa no coxpaHHoCTM hoHAa

Tabnuua 48
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N HaumeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMN,
MWH.
1 2 3 4
MpoBepka GubnmnoteyHoro goHaa:
1 |HanucaHvne KOHTPOMbHOrO TanoHa Ha OOKYMEHT; yKa3aHue Ha HeM OOVH TaroH 2,0
WHBEHTAPHOro HoMepa, wudpa, hamunum, MHMUManNoB asTopa,
3arnasug, roga, Mecta u3gaHus, LeHbl, Mecta XpaHeHust
2 |oTMeTka O npoBepke [OOKyMeHTa Ha dopMmynsape, KOHTeWHepe, | OAMH LOKYMEHT 0,2
06noXKe AOKYMeHTa
lMogGopka KOHTPOSbHbBIX TANIOHOB: OOVH TaroH
3 | no nHBEHTapHLIM HOMepam 0,8
4 | no angasnTy haMmnuin aBTopoB Unu 3arnasumn 0,13
5 | no knaccuukaunmoHHOMY MHOEKCY 0,1
6 |cBepka KOHTPOSIbHbIX TarlOHOB C WHBEHTApPHOW KHWUIOW, OTMeTKa OAWH TasioH 0,5
MPOBEPKN Ha TarloHe N B MHBEHTAPHOWN KHUre
7 |cBepka KOHTPOMbHbIX TariOHOB C Y4YeTHbIM UM andasBUTHbIM, OLVH TarnoH 0,5
Tonorpadmyecknm katanoramu; oTMeTKka NPoOBEPKU Ha TaroHe U B
KaTanore
8 |npocmoTp  OpMbl  MHAMBMAYaNbHOrO  y4eTa, BbISIBNEHWE | OAWH AOKYMEHT 0,5
JOKYMEHTOB, He npoLlewnx NnpoBepKu
9 |cocTaBrneHue KapToYKM Ha OOKYMEHT, He NpoLUeLwnin NPoOBEPKN OAWH OOKYMEHT 1,0
10 |nouck OOKYMEHTOB, He npolweawmnx MnpoBEpKW, MO pPasfuUyHbIM | OOUH OOKYMEHT 50
YyYeTHbIM hopMam, KapToTekam, KypHarnam, KHUKHbIM Nofkam
CocTtaBneHve cnncka HegocTarLwWmx B PoHAE JOKYMEHTOB: OOVH CMMCOK
11 |1 gokymeHT 1,0
12 |2 - 10 gokyMeHTOB 10,0
13 |11 - 25 noKyMeHTOB 22,0
OT00p fOKYMEHTOB AN n3bATUA N3 oHaa
MpocmoTp AOKYMEHTOB Ha NpeaMeT usbaTusa n3 doHaa: OLVH JOKYMEHT
14 | HenpoUIbHbIX 0,7
15 | pybneTHbIX 0,3
16 |ycTapeBLUMX MO CoaepKaHWUIo 0,7
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17 |BeTxux 0,2
18 | manowncnonsb3yembix, HEUCronb3yeMblX 0,5
[MoaroTtoBKka AOKYMEHTOB K aKTUPOBaHMIO:
19 |nopbopka OOKYMEHTOB B MapTuUu Mo npuunHaMm U3bATUS; CBepKa C| OOUH OOKYMEHT 0,08
KHWKHBIM (DOPMYMsipOM
20 |nogbopka KHWXKHbIX (OPMYNSAPOB Ha [OOKYMEHTbl B nopsake | oguH hopmynsap 0,07
WHBEHTapHbIX HOMEpPOB, andasuTa, XypHarnbHble - Mo rogam u
HoMepam
CocTtaBneHne cnmcka K akTy BbiObITMSA (Nepegaum), nopcyeT OVH aKT
obuen cymmbl, ohopmMmneHne akTa:
21 |1 BOKYMEHT 1,0
22 |2 - 10 poKkymeHTOB 10,0
23 |11 - 25 pokymeHTOB 24,0
lMogroToBka 4OKYMEHTOB Ha ByMakHbIX HOCUTENAX ANA nepensneTa
OTtbop [OoOKyMeHTOB NS nepenneTta; mnpoBepka COCTOSHUSA | OOUH OOKYMEHT
OOKYMEHTa; 3anorHeHne (CBepka) KHUXKHOro hopmynspa:
24 | nnockoneyaTHble JOKYMEHThI 2,0
25 | penbedHO-TOUEYHbIE AOKYMEHThI 3,0
26 |mogbopka KOMMIIEKTOB, CBsi3biBaHME B nadky; odopmreHne | OAWH LOKYMEHT 0,5
OOKYMEHTOB Ans nepefayv B nepennet
MogroToBka K pectaBpaumm "roBopsAWMX" KHUF Ha KacceTax U
OOKYMEHTOB, 3anncaHHbIX Ha ONTUYECKUX ANCKaX:
27 |oTOOp [OOKYMEHTOB ANl pecTaBpauuu, NpoBepka COCTOSAHUSI| OAMH LOKYMEHT 3,0
OOKYMEHTa, 3anosiHeHne (CBepka) KHKHOro dhopmynsipa
28 |moagrotoBka  OOKYMEHTOB K  BOCCTaHOBMEHW;  noabopka| OAMH OOKYMEHT 0,5
OOKYMEHTOB,  aHamnoruyHblX  noBpexaeHHoMmy;  odopmreHne
OOKYMEHTOB AN nepefayv Ha pecTtaBpauuio
PecTtaBpauus nnockoneyaTHbIX " penbedHO-TOYEYHbIX
JOKYMEHTOB:
29 |nepenneTHble paboTbl OAWH OOKYMEHT 90,0
30 |BoccTaHoBneHne oTAenbHbIX NOBpPEXOEHHbIX CTpaHuL, | ogHa cTpaHuua 30,0
HaneyaTaHHbIX penbedHO-TOYEYHbIM LWPUPTOM (CKaHUpPOBaHUE,
pacno3HaBaHue, pedakTUpoBaHuWe, pacneyaTka Ha 6panineBckOM
npuHTEpPE)
31 |Menkun peMoHT (MOAKMenKa HagopBaHHbIX CTpaHuu, nepenneTta,| OAWH AOKYMEHT 2,0
TUTYMNbHbIX MNUCTOB, KapMallKoB, SAPMbIKOB, 3aMeHa MpPYXWUHHOro
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nepenneTta)
PecTtaBpauuns LOKYMEHTOB, 3anMcaHHbIX Ha ayguoKacceTax:
32 |BOCCTaHOBMIEHME MOBPEXAEHHOrO0 OOKYMEHTa C aHanorm4yHoro Ha| ofHa onepauus 5,0
crneymanbHoM 0ODOpPYyLOBaHUM B 3aBUCMMOCTU OT TEXHUYECKOTro
OCHaLLeHus
33 |Menkunm pemMOHT (3amMeHa HenpaBuMbHbIX CKMNeek, noaknenka| oaAWH AOKYMEHT 5,0
pakopza, 3TUKETOK Ha doyTnspax)
BoccTraHoBneHue yTpayeHHbIX/MOBpeXaEHHbIX OOKYMEHTOB,
3anMcaHHbIX Ha ONTUYECKUX OUCKAX:
34 | ckaHMpoBaHMe aucka cTaHgapTHLIMU cpeacTBamu OJVH ONCK 2,0
35 |ckaHupoBaHME MOBPEXOEHHOr0 gucka C  UCMNOoSib30BaHWEM o4WH Anck 20,0
crneunanbHOro nporpaMmmHoro obecneveHmst
36 |3arpyska obpasa gucka B aBTOMaTU4ECKMI OyOnukatop OAWH OUCK 3,0
KpaTHoe BocnponsBeaeHne OUCKOB: OAWH OnCK
37 |TekcToBblEe dhansbl 0,3
38 | 3ByKOBbIE (hansbl 3,0
39 |Buaeohannsl 6,0
MpoBepka kayecTBa KOMNWUNA: OAWH OnCK
40 | TekcToBble (hannbl 1,0
41 | 3ByKOBble hawnbl 50
42 | BMaeoannol 5,0
Mprem JOKYMEHTOB nocre pectaspauuin:
43 |cBepka MOCTYMMBLUMX [OOKYMEHTOB C KHWKHbIM QOPMYRSpOM, | OAWH OOKYMEHT 1,0
npoBepka kKayecTBa [AOKYMEHTOB; BOCCTaHOBfIEHME 3arnaBus,
HanucaHue wudgpa Ha aprblke, KopeLlKke JOKYMEHTa
Ob6ecnbinmBaHne goHaa:
44 |obGecnbinuMBaHMe oHAA C MOMOLLBK Mbifiecoca; obecneveHue | ogHa Meponoska 15,0
paboyero mMecTta TEXHUYECKMMM CpeacTBaMu:  MblNIECOCOM,
paboynMmM  CTONMUKOM, CTPEMSIHKOW, BeApoM; npoBedeHue
obecnbinNMBaHUA; 3aHeceHMe TEXHUYECKMX CpeacTB Ha MecTa
XpaHeHus
45 |pyyHoe obecnbinMBaHue ¢oHaa; obecneyeHne paboyero MecTa | ogHa Mepornosika 10,0
TEXHUYECKMMUN CPEeACTBAMU: CTPEMSAHKOW, paboymMm CTOSMKOM,
TEenexKon, BeApoMm, TpsAnkamMmu; NPoTUpKa, 3aHeCeHne TeXHUYECKUX
CpeacTB Ha MecTa XpaHeHus
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3.8. PaboTa ¢ dpoHpom. NepeBoa 4OKYMEHTOB B LMdpoBor chopmaT

Tabnuua 49

N HaumeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EpovHuua Hopma

n/n n3mepeHuns BpEMEHWU,
MUH.

1 2 3 4
OundpoBka [OKYMEHTOB, HanevyaTaHHbIX penbedHO-TOYEYHbIM
LWpUdTOM:

1 |ckaHupoBaHWe 1 pacno3HaBaHWe pefibedHO-TOYEYHOro TekcTa OfHa cTpaHuua 2,0

2 | coxpaHeHue ganna B TEKCTOBOM dhopMarte OoavH chann 0,5
PepaktupoBaHne OTCKaHMPOBaAHHOIO MaTepuana B TEKCTOBOM | OfHa CTpaHuua
penakrope:

3 | Xy#OXeCTBEHHbIN TEKCT 5,0

4 | TexHudeckune u Apyrme crneuvanbHble TEKCTbl (HOTHas 3anuchb, 40,0
MaTemaTuka, MeauLuuHa, Xummus)

OumndpoBka JOKYMEHTOB, 3aNMCaHHbIX HA MarHUTHOW NEHTeE:

5 |nepeBog aHanorosow 3anucu B undposon dopmaT OfHa 3anuncb 6,0

6 |obpaboTka 3anMmMcuM Ha MarHUTHOM JeHTe Ha  KaTyllKax; OAWH Yac 180,0
pecTaBpauus 3Byka 3ByYaHus

7 |obpaboTka 3anncu Ha MarHUTHOW NMEHTEe Ha KacceTe; pecTaBpaLms OAVH Yac 90,0
3ByKa 3By4aHus
OumndpoBka JOKYMEHTOB, 3anMCaHHbIX Ha rpaMniacTUHKax:

8 |noarotoBka rpaMnnacTMHKM K 3anucu poHorpammbl; yaaneHue oaHa 12,0
NbiiM C MNOBEPXHOCTU [PaMnnacTUHKK, CHATWE CTaTUYEecKOoro | rpamnnactuHka
anekTpuyecTea

9 |3anuMcb OHOrpamMMmbl  rpamMnnacTUHKU € MCMOSb30BaHUEM oaHa
3BYKOBOIO pefakrtopa ¢oHorpamma
O6paboTka 3anMcaHHoO hOHOrpaMmbi; ofHa

c¢oHorpamma

10 | nocTosiHHOE aMNNUTYAHOE CMeLleHue 5,0

11 |ymaneHue LWen4ykoB W MNOTPECKMBAHUM C MOMOLLBI nfiarnHa 10,0
aBTOMaTUYECKOro HaxoXaeHus 1 yaaneHusa nogobHbIX LLenyKoB

12 |ycTpaHeHne hOHOBbLIX LLYMOB 10,0

13 |obecneyeHne KavyeCTBEHHOIO WM E€CTECTBEHHOro 3BY4YaHUs C 10,0
NCnonb30BaHMEM aKBanansepos (rpaduyeckoro,
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naparpaduyeckoro, napameTpu4eckoro)
14 | HOpmManu3aums CBOWCTB 3BYKOBOro Matepuana 5,0
15 |nogrotoBka obpaboTaHHOM poHOrpamMMmbl K 3anucuM Ha Auckax; ogHa 20,0
paspeska 3ByKOBOIo hanna Ha Tpeku ¢oHorpamma
16 |3anucb NOAroTOBMEHHOrO ayauomartepuana Ha AUCK (C y4eTom OAWH AUCK 12,0
BO3MOXHOCTU  KOHBEPTMpPOBaHWS  Martepuana B  dopmart
ayanocpanna)
3.9. O6cnyxmBaHWe nonb3oBaTenen
Tabnuua 50
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n n3mepeHuns BpeMeHWU,
MUH.
1 2 3 4
3anuck nonb3oBarenen B 6MbnMoTeky:
1 |npocMOTp AOKYMEHTOB Mnonb3oBatens (NacnopT, YNEHCKUN buner, oavH 2,0
cTyaeHyeckun 6GuneT, crnpaBka 00 MHBANUMOHOCTU MO 3pEHUI0), | Monb3oBaTesb
npoBepka Hanuuns YYETHO-pErncTpaLMoHHOn KapTOuKM
nons3oBarens
3anonHeHue YY4eTHO-perncTpaLoHHbIX OOKYMEHTOB | oguH popmynsap
nons3oBarens:
2 | bopmynsp Ha BymaxkHOM HocuTene 5,0
3 | aneKkTpOoHHbIN hopMynsap 4,0
4 | perncrpaumoHHas KapToyka 5,0
5 |TpaHcnopTHbIM NUCT 6,0
6 |porosop obcnyxunsaHus (2 sk3emnnspa) 7,0
7 |TeTpagb peructpauumn nonb3oBatenen 1,0
8 |o3HakoMneHue C npaBunamMu  Nosfb30oBaHMs  GUGNMOTEKON, OOVH 20,0
CMpaBOYHbLIM annapatoM, HanuuMem Opyrux OTAernoB, NepeyHeMm | norb3oBaTenb
npegocTaBnsgeMblX ycnyr
9 |pacctaHoBKa perucTpauuoHHbIX KapTO4yek Mofb3oBaTener B| OfHa KapToudka 1,0
KapToTeky
Mepepernctpauna nonb3oBartenen
Monck ©n BHeCeHVEe W3MEHEHWA B YYETHO-PerucTpaumoOHHble
OOKYMEHTbI Norib3oBaTens:
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10 | dopmynsap Ha GymakHOM HocuTene OAWH chopmynap 1,0
11 |aneKTpOoHHbIV hopMynsap oavH chopmynsip 1,0
12 | pernctpaumoHHas kapToyka OfHa KapTouyka 1,0
13 | TpaHCNOPTHbIN NUCT OOVH nuct 1,0
14 | poroBop obcnyxmnBaHus OOVH O0rosop 1,0

3.10. CtaumoHapHoe obcrnyxunBaHue nonb3oBartenemn

Tabnuua 51
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHnua Hopma
n/n N3MepeHns BpEMEHW,
MWH.
1 2 3 4
O6cnyxnBaHue nornb3oBaTenen B oTaenax aboHemeHTa: o0Lero
N HOTHO-MY3bIKaIbHOrO:
1 |uHdopmMUupoBaHME Monb3oBaTene O HOBbIX MOCTyNneHusx;| opHa 6ecena 5,0
Becena ¢ nonb3oBaTeneM y BbICTaBOK
Mopbopka pokymeHTOB M3 oHOa OTAena Aand  Bblgayuv
nonb3oBaTento:
2 |u3gaHus, HanevyaTaHHble perbeHO-TOYEYHbIM LWPUGTOM OAWNH OOKYMEHT 3,0
3 |"rosopsLume" KHUrM u My3sblkanbHble Npon3BeaeHNs Ha kacceTax OLVH LOKYMEHT 3,0
4 |u3paHMss Ha UMPOBLIX HocuTensax wuHdopMaumm  (GUCKW, | OOWH OOKYMEHT 1,0
drew-kapTbl C KPUNTO3ALMTON)
5 | rpamnnacTtuHku OAVH OOKYMEHT 1,0
6 |HOTHble n3gaHusa (nrockonevaTtHble n No cucteme bpanns) OAWH OOKYMEHT 2,0
7 |v3gaHus, HaneyaTaHHble MfoCKonevyatHbiIM, B TOM 4ucre| OAMH LOKYMEHT 1,0
YKPYMHEHHbIM, LLUPUATOM
8 |3BykoBble hannbl M3 6asbl AaHHbIX  "rOBOPALWMX" KHUT C OAWH hbann 15,0
KpunTo3awmTomn
9 |3anucbh 3BYKOBbLIX (harinoB "roBopALMX" KHUT C KPUNTO3aLLMTON Ha O4VH chainn 10,0
dnew-kapTy nonb3oBatens C npeaBapuUTEenbHOW MNOLArOTOBKON
(oumncTkon) donew-kapTbl NONb30BaTENS
10 |npepocTaBneHne MOMb30BATEMO  HOTHbIX WM My3blKanbHbIX | OOUH OOKYMEHT 2,0
OOKYMEHTOB ans npeaBapuTenbHOro nNpourpbiBaHus,
npocnyLmnmBaHus B NnOMeLLeHUn otaena
MpoBepka OOKYMEHTOB nepeg Bblgavyen/npmemom Ha| OOWH OOKYMEHT
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COOTBETCTBME M OTCYTCTBME AeHEKTOB:
11 |u3gaHus, HanevyaTaHHble penbedHO-TOYEYHbIM LWPUEHTOM 1,0
12 |"roBopswme" KHUrM n MysbikasibHble MPOn3BeAEeHUsA Ha KacceTax 3,0
13 |uM3gaHua  Ha UMPPOBBLIX HOCUTENAX UHGoOpMauum  (gucku, 1,0
dneL-kapTbl C KPUNTO3ALLMTON)
14 | rpaMnnacTuHKK 1,0
15 | HOTHblE U3gaHusa (nnockoneyaTHble U No cucteme bpanns) 1,0
16 |u3gaHus, HanevyaTaHHble MriockonevyaTHbIM, B TOM 4uche 0,8
YKPYMHEHHbIM, LUPUATOM
17 |Bblga4ya [OOKYMEHTOB MONb3oBaTento, OTMeTka O Bbigavye B| OOUH JOKYMEHT 0,7
KHWKHOM cbopmynspe
OTmeTka 0 Bblgaye/npmeMe AOKYMEHTOB: OLVH LOKYMEHT
18 | B py4HOM pexunme 1,0
19 |B aBTOMATU3NPOBAHHOM pPEXUME 0,7
20 |lNpuemM OOKYMEHTOB OT Mosfib3oBaTenNs, MOUCK N BKNadKa KHWXKHOMO | O4MH OOKYMEHT 1,0
copmynspa
MpoaneHve cpoka NonNb30BaHUS AOKYMEHTaMN: OLVH JOKYMEHT
21 | B py4HOM pexume 2,0
22 | B aBTOMaTM3MPOBaAHHOM pexume 0,7
KoHcynbTauusa none3oBartens: oaHa
KOHCyrnbTauus
23 | no paboTe C KapTOYHbIM KaTanorom 5,0
24 | no paboTe C 3NEeKTPOHHbBIM KaTarorom 7,0
25 | no akcnnyataumn TudrnoMarHuTooHoB, TndnodneLl-nneepos 10,0
Otbop wn nepegaya Ha BOCMpPOU3BEAEHME B CrneunanbHOM
cdopmaTe pparMeHTOB MNNOCKOMeYaTHbIX TEKCTOBbIX W HOTHbIX
OOKYMEHTOB (Mo 3anpocy norb3oBaTesns):
26 |npuvem 3anpoca oOT nonb3oBatend, noabopka [OOKYMEHTOB,| OAMH LOKYMEHT 50
ocopmIieHne 3akasa
27 |noaroToBka [OOKyMeHTa K BOCMpou3BedeHuo (MOWCK, 3aknajka| ofHa cTpaHuua 2,0
¢dparMeHToB, OLEHKa BO3MOXHOCTM CKaHWMPOBaHUSA TEKCTa,
py4HoOro Habopa HOTHOM 3anuncu no cucteme bpanns)
O6cnyxnBaHWe Nonb3oBaTenen B YATaNbHOM 3arne:
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28 |nHdopMMpoBaHME O  HOBBIX  MOCTynneHusix; Gecega c¢| opHa becena 5,0
nonb3oBaTtenem y BbICTaBOK, TEMATUYECKUX KHUXHBIX MOOK
Monck OOKyMEHTOB MO 3anpocy nonb3oBaTens B NOACOOHOM | OAWH AOKYMEHT
cdoHae:
29 |no Bngam n3gaHun 3,0
30 | no onpeaeneHHol Teme 4,0
lMpoBepka OOKYMEHTOB nepeq Bblgaven/npmemom Ha| OOWH OOKYMEHT
COOTBETCTBME M OTCYTCTBME AeDEKTOB:
31 |u3gaHud, HanevaTaHHble penbeHO-TOYEYHbIM LWPUGHTOM 1,0
32 |"roBopsiLmne" KHUrM Ha KacceTax 4,0
33 |u3gaHmss Ha uncpoBbIX HOCUTENSIX MHGOPMauMU  (OUCKK, 1,0
dnew-kapTbl)
34 |u3gaHuda, HanedataHHble rrocKornevatHbiM, B TOM  4uUchne 0,8
YKPYMHEHHbIM LLIPUDTOM
35 | TakTunbHblEe pyKoaenbHble n3gaHus 1,0
36 | penbedHo-rpaduyeckne nocobus 1,0
37 |Bblgaya [JOKYMEHTOB Mofb3oBaTeno, OTMeTKa O Bbldaye B| OAWH AOKYMEHT 0,7
KHWKHOM cbopmynsape
OTmeTka 0 Bblgaye/npmeMe 4OKYMEHTOB: OLVH LOKYMEHT
38 |B py4yHOM pexume 1,0
39 |B aBTOMaTU3NPOBAHHOM pexnme 0,7
40 |npuvem OOKYMEHTOB OT Norib3oBaTernisl, MOUCK U BKNagKa KHMKHOMO | OOUH JOKYMEHT 1,0
copmynspa
KoHcynbTauusa none3oBartens: oaHa
KOHCYrnbTauus
41 |no paboTe ¢ KapTOYHbIM KaTariorom 7,0
42 |no paboTe ¢ 3MeKTPOHHbLIM KaTarnorom 8,0
43 | no akcnnyaTtauuu TugpnomarHuTogoHoB, TudrodneLl-nneepos 10,0
44 |no akcnnyatauMm aganTuBHbIX TUPOTEXHUYECKUX CPencTB WU 20,0
nporpaMmm
45 |no akcnnyataumm KOMMbIOTEPHOW TEXHUKM U NPOrpamMmmMHOro 20,0
obecneyeHus
Pab6oTa ¢ yteuom:
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46 |npegBapuvTernbHas 3anucb Nonb3oBaTens K vYtely ofiHa 3anuchb 1,0
47 | nouck, odpopmMreHe JOKYMeHTa Ans BblAayM Nonb30BaTento OLVH LOKYMEHT 50
48 |4TeHue TekcTa OfHa cTpaHuua 5,0
(cbopmart A4)
49 |npoynTbIBaHME TEXHWYECKOro M ApYrux cneuyunanbHbix TekcToB Ha| 1000 3HakoB 6,0
MarHUTHY NeHTy/undgpoBble HocUTenu
Otbop wn nepegaya Ha BOCMPOU3BEAEHME B CrneunanbHOM
dopmaTe hparMeHTOB MrocKkonevyaTHbIX AOKYMEHTOB (Mo 3anpocy
nornb3oBarens):

50 |npuem 3anpoca OT nonb3oBaTend, nogbopka [OKYMEHTOB,| OOWH AOKYMEHT 5,0
ocopmMIieHne 3akasa

51 |noaroTtoBka OOKYMEHTa K BOCMPOU3BEAEHNIO ofHa cTpaHuua 2,0
3.11. BHecTauuoHapHoe o6cnyxumBaHue norb3oBaTenen

Tabnuua 52

N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma

n/n n3mepeHuns BpeMeHWU,
MUH.

1 2 3 4
HapomHoe obcnyxunBaHue nonb3oBaTeneu:

1 |npvem 3aka3a OT nonb3oBaTens no TenedgoHy, odopMieHue OAWH 3aKas 4,0
3aKkasa
Mownck 13 choHaa KOMMMeKTa JOKYMEHTOB: OAVH KOMMEKT

2 |n3gaHus, HanevaTtaHHble pernbedHo-ToveuHbIM wpndtom (10 - 15 15,0
KHWT 13 KOMMJEeKTa)

3 | "roBopswue" KHUr1 Ha kaccetax (5 Ha3BaHWU) 10,0

4 |u3paHMs  Ha UMPOBLIX HOCUTENAX MHbopMauuuM  (OUCKNn, 6,0
dneww-kapTbl) (5 HasBaHU)

5 |oTmeTka o Bblaaye JOKYMEHTa B KHUXXHOM dhopmynsipe OAVH OOKYMEHT 0,7
OtmeTka 0 Bblgade/npuemMe [OOKYMEHTOB B popMmynsipe | OauH JOKYMEHT
nonb3oBarens:

6 |B py4HOM pexume 1,0

7 |B aBTOMaTU3MPOBAHHOM pPeXuUMe 0,7

8 |noAarotoBka [OOKYMEHTOB K OTNpaBKe; COPTUPOBKa MO Buaam OVH 3aKa3 15,0
n3gaHun, ynakoBka, oOcpopmrieHMe  TPaHCMOPTHOro  JfIUCTa,
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norpyska, cornacosaHwe C ronb3oBaTenieM no Tenedgoxy,
JoCTaBKa 3akasa
9 |npvem [OOKYMEHTOB OT Nonb3oBaTens; BbIrpy3ka, pacrnakoBKa, O[VH 3aKa3 8,0
MOUCK M BKNajka KHUXHOro oopmynspa
lMpoBepka  OOKYMEHTOB  neped  OTMPaBKOW/MPUEMOM  Ha| OAWH OOKYMEHT
COOTBETCTBME M OTCYTCTBME AeDEKTOB:
10 |u3paHus, HanevyaTaHHble peribeHO-TOYEYHbIM LWPUGTOM 1,0
11 |"roBopsiLime" KHUrKM Ha KacceTax 6,0
12 |mM3gaHuss Ha UM@POBBLIX HOCUTENAX UHopmMauum  (gucku, 1,0
drew-kapTbi)
MpoaneHne cpoka NonNb30BaHUS AOKYMEHTaMU: OLVH LOKYMEHT
13 | B py4HOM pexunme 2,0
14 | B aBTOMATU3UPOBAHHOM pPeXuUMe 0,7
O6cnyxnBaHue nonb3oBartenen B GUBNMOTEYHbIX MYHKTaX:
15 |nogroToBKka M 3akfyeHue [oroBopa Mexay Oubnuotekon uW| OAWH AOroBOp 300,0
opraHusaumen, rge OyaeT OCYLEeCTBMAATLCA BHeCTaLWOHapHoe
obcnyxuBaHue
OdopmneHne chopmynsipa GUGIMOTEYHOrO NyHKTa: OAVH dopmynsip
16 | B py4HOM pexunme 7,0
17 |B aBTOMaTU3UPOBAHHOM peXume 6,0
18 |odopmneHue nankm ¢ AOKYMeHTaMu (OoroBop, AOBEPEHHOCTb Ha OfHa nanka 15,0
nony4eHne KHWr, OT4eThl)
19 |cocTaBneHMe Cxembl pasMelleHusi GMONMMOTEYHBLIX MYHKTOB MO oJHa cxema 120,0
TeppuTopusam
20 |coctaBneHune rpacuka obmeHa [OOKYMEHTOB, HaxoOsAwWMXcs B| OfuH rpaduk 20,0
OMBIMOTEYHBIX MYHKTaX
21 |cocTtaBneHue nnaHa MeTOoAMYEeCKON NoMoLLN OVH nnaH 60,0
onbnuortekapsamM-o6LLECTBEHHNKAM
Bblgaya 4OKyMEHTOB B BUGNNOTEYHBIV MYHKT:
MoarotoBka n pacnevaTka cnucka JOKYMEHTOB, NpeAHa3HayYeHHbIX |  OAMH CMUCOK
ans Bblaadun 6GMbnnMoTe4yHoOMy NyHKTY:
22 |20 goKkymeHTOB 30,0
23 |40 nokymeHTOB 60,0
24 | 100 gokymeHTOB 120,0
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Mopbopka M3 dpoHOa MO CnUCKy/3asiBKE KOMMSIEKTOB OOKYMEHTOB | OAWH AOKYMEHT
pasnnyHbIX opMaToB:

25 |n3gaHus, HaneyaTaHHble perbeHO-TOYEeYHbIM LPUGTOM 3,0

26 |"roBopsLume” KHUrM Ha KacceTax 2,0

27 |n3gaHMa  Ha  uUMdpoBbIX  HOCUTENSX  MHGOpMauuu  (OUCKW, 1,0
dnew-kapThbl)

28 |n3pgaHusi, HaneyaTtaHHble NIIOCKOMeYaTHbIM, B TOM Jucne 1,0
YKPYMHEHHbIM LLIPUDTOM
Ceepka AOKYMEHTOB CO CMMCKOM/3asiBKOW M NpoBepka AOKYMEHTOB | OOWH JOKYMEHT
nepep Bblgayen Ha COOTBETCTBME N OTCYTCTBUE OedDEKTOB:

29 |n3gaHus, HaneyaTaHHble pernbeHO-TOYEeYHbIM LPUGTOM 1,0

30 |"roBopsimne" KHUMM Ha KacceTax 6,0

31 |uspgaHns Ha UnpOBBIX HOCUTENsIX MHGOPMaLMU  (OUCKK, 1,0
dnew-kapThbl)

32 |(n3gaHua, Hamne4vaTaHHble MIocKonevaTHbiM, B TOM  4YuUCIie 0,8
YKPYMHEHHbIM PN TOM

33 |copTupoBka No Buaam M3gaHuM, OTMETKa O Bblgave OOKYMEHTa B| OAWH JOKYMEHT 1,0
KHWXHOM chopmynspe
OTmMeTKa 0 Bblgaye OOKYMEHTOB: OAWNH OOKYMEHT

34 | B py4HOM pexume 1,0

35 | B aBTOMaTU3NPOBAHHOM peXnme 0,7

36 |paccTaHoBKa KHWXHbIX OPMYNApOB B KapTOTEKY MHAMKATOpa oavH chopmynsp 1,0

37 |noaroTtoBka [OOKYMEHTOB K OTNpaBKe; YynakoBKa, COCTaBfieHWe| OOWH KOMMMEKT 30,0
onucu, norpyaka

38 |oTmeTka 06 oTnpaBKke 3aka3a B XXypHarne permcrpawmu OAHa 3anucb 2,0

39 |onoBelleHne aboHeHTa 00 oTnpaBke 3akasa OoAVH aboHeHT 1,0
Mprem OOKYMEHTOB M3 BUBNIMOTEYHOrO NYHKTA:

40 |pacnakoBka MOCbIfKKM, COPTUPOBKA JOKYMEHTOB MO BUAaM U3gaHUM | OfHa Nocbinka 3,0
lMpoBepka BO3BpaLLEHHbIX [OOKYMEHTOB Ha COOTBETCTBME, | OOWH OOKYMEHT
KOMMJIEKTHOCTb, OTCYTCTBME AE(EKTOB:

41 |n3pgaHug, HanevaTaHHble penbedHO-TOHYEYHbIM LLPUATOM 1,0

42 |"roBopswme" KHUMM Ha KacceTax 6,0

43 |u3pgaHna Ha uUudpoBbLIX HOCUTENAX WHOpMauuM  (auckw, 1,0
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drew-kapThbl)

44 |n3paHus, HanedaTaHHble MIocKoneyaTtHbiM, B TOM 4uUcne 0,8
YKPYMHEHHbIM LLIPUDTOM

45 |copTMpOBKa [OOKYMEHTOB MO BWAaM M3OaHWiA, MOWUCK W BKMadka| OAMH JOKYMEHT 1,0
KHWXXHBIX (DOPMYnApoB

OTmeTKa 0 NnpMemMe AOKYMEHTOB: OLVH LOKYMEHT
46 |B pPy4YHOM pexunme 1,0
47 | B aBTOMaTtn3npoBaHHOM pexunme 0,7
48 |onoBelleHne aboHeHTa 0 NpUeMe OOKYMEHTOB OAVH aboHeHT 1,0
49 |oTmeTKka 06 obMeHe AOKYMEHTOB B AHEBHUKE OTAENa ofHa 3anucb 1,0

3aoyHoe obcnyxnBaHue nosnb3oBartenemn

OdbopmneHne OOKYMEHTOB Ha 06CnyxnBaHue aboHEHTOB:

50 |npuem 3asiBKM OT aboHEeHTa Ha o6CnyXnBaHue, NoAroToBKa NakeTa| OfHa 3asiBKa 50
[IOKYMEHTOB K OTrnpaBke

Odopmnenmne chopmynsipa aboHeHTa: OAVH dhopmynsip
51 |B py4HOM pexume 6,0
52 |B aBTOMaTU3NPOBAHHOM peXnme 7,0

Bbligava gokymeHTOB aboHeHTaMm

Moa6opka 13 choHaa No 3akasy aboHeHTa JOKYMEHTOB PasfUYHbIX | OAWH JOKYMEHT

copmaToB:
53 |usgaHus, HaneyaTaHHble penbedHO-ToYEeYHbIM LLPUGTOM 3,0
54 |"roBopsiune" KHUMM Ha KacceTax 2,0
55 |uspgaHns Ha unpoBbIX HOCUTENsIX MHGOPMaLMU  (OUCKW, 1,0

dnew-kapThbl)

56 |M3gaHuA, HanevyaTaHHble MnockornevyaTHbiM, B TOM  4ucne 1,0
YKPYMHEHHbIM LIPUDTOM

CBepKa OOKYMEHTOB CO CNMUCKOM M npoBepka OOKYMEHTOB nepen| oAuH OOKYMEHT
Bbl4a4en Ha COOTBETCTBME U oTCcyTCTBME D,e(beKTOBZ

57 |v3paHud, HanevaTaHHble penbeHO-TOYEYHbIM LWPUGHTOM 1,0
58 |"roBopsilmne" KHUrM Ha KacceTax 6,0
59 |u3pgaHmss Ha unpoBbBIX HOCUTENSIX MHGOPMauMU  (OUCKK, 1,0

dnew-kapThbl)
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60 |mM3paHusi, HaneyaTtaHHble NIIOCKOMNeYaTHbIM, B TOM Jucne 0,8
YKPYMHEHHbIM LLIPUGTOM
61 |oTMeTKa O BblAaye JOKYMEHTa B KHUXKXHOM dhopmMmynsipe OLVH LOKYMEHT 0,7
OTmeTKa 0 Bblgaye OOKYMEHTOB: OAWH OOKYMEHT
62 | B py4HOM pexume 1,0
63 | B aBTOMaTM3MPOBaHHOM peXnme 0,7
64 | paccTaHOBKa KHWKHbIX (HOPMYMSIPOB B KAPTOTEKY oavH chopmynsip 1,0
65 |nogrotoBka [OOKYMEHTOB K OTMApaBKe; YMakoBKa, COCTaBfieHWE | OAWH KOMMIEKT 30,0
onucu, norpyaka
66 |oTmeTka 06 oTNpaBke 3akasa B XypHarne perucrpawmu OfiHa 3anucb 2,0
67 |onoBeLlleHMe aboHeHTa 06 OTNpaBKe 3akasa OoAVH aboHeHT 1,0
Mprem ooKyMeHTOB OT aBOHEHTOB:
68 | npuemM OOKYMEHTOB; COPTMPOBKA MOCKLISIOK MO agpecam, OTMeTKa O | OfHa Mnochblika 2,0
npueme B XXypHane perucrpauuu
69 | pacnakoBka NoCbIfIKM, COPTUPOBKA AOKYMEHTOB MO BMAAM U34aHWUA |  OAHa NoChIika 3,0
lMpoBepka BO3BpalLEHHbIX [AOKYMEHTOB Ha COOTBETCTBUE, | OAWH AOKYMEHT
KOMMMEKTHOCTb, OTCYTCTBMNE Ae(DEKTOB:
70 |n3gaHus, HaneyaTaHHble penbedHO-TOYEYHbIM WPUTOM 1,0
71 |"roBopsALiMe" KHUMM Ha KacceTax 6,0
72 |n3gaHMa  Ha UMdPOBBIX HOCUTENSIX  MHGOpMauun  (OUCKK, 1,0
drew-kapTbl)
73 |n3gaHnsa, HanedaTtaHHble niockoneyatHblM, B TOM  4ucrne 0,8
YKPYMHEHHbIM LLIPUDTOM
74 |copTUpOBKa OOKYMEHTOB MO BMAAM M34aHUW, MOUCK M BKNagka| O4vH OOKYMEHT 1,0
KHWXKHBIX (OPMYsipoB
OTmeTKa 0 NnpMemMe AOKYMEHTOB: OLVH JOKYMEHT
75 | B py4HOM pexume 1,0
76 |B aBTOMaTM3MPOBaAHHOM pexume 0,7
77 |onoBeLlleHMe aboOHEHTa O NpuemMe JOKYMEHTOB OoAVH aboHeHT 1,0
78 |oTmeTka 06 obMeHe OKYMEHTOB B HEBHMKE oTAena ofHa 3anucb 1,0
3.12. BHyTpeHHsis paboTa
Tabnuua 53
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N HaumeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMN,
MUH.

1 2 3 4
MoproToBka Kk Bblgaye:

1 |nopBedeHne wuToroB paboTbl 3a Mpowenwui OeHb, 3anncb B exegHeBHO 15,0
OHEeBHUKe

2 |pacctaHoBka OpMYnsipOB nonb3oBaTenen no cpokam, Mo | oauH popmynsap 1,0
andgasuty

3 |nogbopka OOKYMEHTOB MO BMAaM M34aHWW MO npeaBapuTenbHbIM | OOUH AOKYMEHT 1,0
3aKasam nonb3oBartenem
MpocmoTp HOBbIX NOCTynneHun ans pekoMeHAauun | oauH AOKYMEHT
nonb3oBaTensm:

4 |raseThbl 50

5 |ypHanbl, Hane4yataHHble NockonevYaTHbIM LpUGTOM 15,0

6 |>XypHanbl, HanevyaTtaHHble penbedHO-TOYEYHbIM PN TOM 5,0

7 | KHUMKM, HanevyaTaHHble NocKonevYaTHbIM LpUGTOM 50

8 |KHUMN, HanevaTaHHble penbedHO-TOYEYHbIM PN TOM 2,0

9 |ayaouoBmsyanbHble UK30aHUA Ha aHanoroBbiX U LMEPOBbIX 2,0
HocUTEensax

10 | NpOoCMOTP Y MOMOSTHEHUE KHWXHBIX BLICTABOK, MOSMOK U CTeNnnaxen, | oguH JOKYMEHT 50
OTKPbITbIX AN CBOGOAHOro AOCTyNa nonb3oBaTenem

11 |noproToBka pabovero mecrta exegHeBHO 15,0
PaboTta ¢ popmynsapom nonb3oBatens:

12 |aHanu3 opmynsapoB norib3oBaTesien, BbiSBIIEHWE YUTATENbCKUX | OANH hopmynsap 20,0
NHTEepecoB

13 |3anucb, B opmynsape nonb3oBaTenss O pesynbTartax aHanusa| oavH dopmynsap 3,0
YTeHUs 3a onpeaeneHHbIN nepuoa

14 | cocTaBrneHue KapToTEeKN YUTaTENbCKNX NHTEPECOB OflHa KapTouka 3,0

15 |3anucb B [OHeBHUWKe 6UGNMOTeKaps O [AWHaAMUKE YTEeHWs W | OaHa 3anucb 2,0
NHTepecax nonb3oBarternen (rpynnsl nonb3oBaTenemn)
Pabota c nomnb3oBatensAmu, He BO3BPATMBLLUMMM OOKYMEHTbl B
CpOK:

16 |npocmoTp M OTOGOp  popmMynsApoB  nonb3oBatenen, He | oanH dopmMynsap 2,0
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BO3BpPaTUBLLMX AOKYMEHTbI B CPOK
V3BeLLeHre nonb3oBaTens, He BO3BpaTMBLLEro AOKYMEHThI B CPOK; | 0auH chopmynsip
OTMEeTKa AaTbl HAaNnOMUHaHWUS B hopmMynsipe nonb3oBaTens:
17 |ycTHO (no TenedoHy) 3,0
18 | nMCbMEHHO Yepe3 NOYTOBOE OTAENEHNE NNU SNEKTPOHHYIO MOYTY 3,0
19 |ygoaneHue 13 6a3bl JaHHbIX CBEAEHUN O 3aHATOCTM BO3BPALLEHHbIX | OAWH OOKYMEHT 0,7
OOKYMEHTOB
[Mprem JOKYMEHTOB B3aMeH YTEPSIHHbIX:
20 |npocMOTpP W OUEHKa [OOKyMeHTa, npeasioKeHHOro B3aMeH | OAVH OOKYMEHT 3,0
YyTEpPSIHHOro
21 |3anucb O 3aMeHe [OOKyMeHTa B dopMynspe nonb3oBaTtens, B| OAVH AOKYMEHT 2,0
TeTpaau ydeta JOKYMEHTOB, NPUHATBIX B3aMEH YTEPSIHHbIX
PaboTa c oTkasamu:
22 |3anonHeHMe KapTOYKM Ha OTKa3 C yKasaHnem npuYnHbL, | O4Ha KapToyka 4,0
paccTaHOBKa KapTOYeK B KApTOTEKY OTKa30B
23 |aHanu3 O0TKas3oB, MOArOTOBKA CMMCKA Ha [AOKOMMMEeKToBaHue OLlMH OTKa3 8,0
doHaa
3.13. ObcnyxmBaHmne no MexbubnmoreyHomy aboHemeHTy (MBA)
Tabnuua 54
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n n3mepeHuns BpeMEeHWU,
MWH.
1 2 3 4
O6cnyxunBaHue NHAMBUAYaNbHbLIX Nonb3oBaTenen 6Gubnuotekn no
MBA:
1 |peructpauma nonb3osatens, nonb3yruweroca MBA OOVH 2,0
nons3oBarternb
2 |3anonHeHue bnaHka-3akasa OVH 3aKas 3,0
3 |yTOuHEeHMe yKasaHHbIX MOofb30oBaTeneM CBeAEeHUMN O 3aKa3aHHOM O[VH 3aKa3 2,0
OOKYMEeHTe, LUensax 3anpoca, WCTOYHMKE, OTKyaa nosyyeHbl
cBefeHus
Bubnuorpaduyeckas popaboTtka 3aKkasa; YTOYHEHNE O[VH 3aKa3
6mbnmorpaduyecknux cBe4eHUN:
4 | no cnpaBO4YHbIM N3aaHuAM U3 oHaa BubnuoTekm 10,0
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npu noMmoLn BHYTPEHHUX U BHELLUHUX 6a3 gaHHbIX

50

npoBepKa Hannyuna 3anpawlnBaemMoro OKymMeHTa B onbnuoTtekax,
B TOM 4ucrne no CBOAHbIM KaTtanoram

OONH OOKYMEHT

12,0

3anuncb CBeOEeHUN 0 HanpaeneHun 3akasa no MBA (HanmeHoBaHue
6mbnnoTekn, garta); oTnpaBka 3akasza B OUONMOTEKY, MMEIOLLYHO
3anpalwumBaeMblil JOKYMEHT

O[VH 3aKa3

2,0

nepemelleHne  bGnaHka-3akasa B KapToTeky  3anpocoB
nons3oBartenen no MBA 3a pasgenutenb "3anpocbl no MBA,
HanpaBlieHHble B apyrue 6mubnmortekn"

0fOHO
TpeboBaHue

0,5

npuem AoKymeHTa, npucnaHHoro no MBA

OONH OOKYMEHT

4,0

10

n3peLleHune nonb3oBaTtend (0] nonyyeHumn
OOKYMEeHTa 1 CpOoKax ero noJjib3oBaHuA

3anpoLlueHHoro

OAVH
nonb3oBarernb

2,0

11

Bblaya nomnb3oBaTeno nonyYyeHHblx no MBA [OoOKyMeHTOB B
yaTanbHOM  3ane; CBepka BbldaBaemMoro [JOKyMeHTa C
GnaHKoM-3aKa3oM, MpOBepKa COCTOAHMS AOKYMEHTa, OTMETKa O
Bblgave

OONH OOKYMEHT

2,0

12

npmemMm LOOKyYyMEeHTa OT nonb3oBaTtesid; CBepKa [OOKyMeHTa C
BGnaHKoMm-3aka3sa, npoBepka COCTOAHUA [OOKYyMEeHTa, OTMEeTKa O
npueme, nomMewleHne [OOKyMeHTa B chneunanbHO BbloeneHHoe
MeCTO

OONH OOKYMEHT

1,0

13

n3BrieyeHne bGnaHka-zakasa u3 KapToTeku, oTMeTka 00 oTrnpaeBke
OOKYMeHTa (gaTta, HoMep MOYTOBOro OTNpaBreHus); nepecTaHoBKa
nuctka m3 pasgena "lMonyyeHHble no MBA usgaHuna" B pasgen
"BosBpalyeHHas nutepaTypa”

OOMH NNCTOK
TpeboBaHusi

15

14

noarotoBka  [OKYMEHTOB K  OTnpaBke B OUGNMoTeky
doHOoaepxKaTenb; ynakoBKa 3akasa, MpoCTaBrneHue LwTamna
"MouyTa cnenbix", HaNMcaHue agpeca, CoCTaBNeHNe onucu

O[VH 3aKa3

50

15

paboTa c oTkasamu; Mpu MNoOny4yeHUn M3BELLEHMS 0O OTkase unu
3agepKke BbINOSIHEHUSI 3anpoca ykasaHve B OnaHke-3akase Ha
0BOpPOTHOM CTOPOHE MPUYMHBLI U AaTbl OTKa3a, NepecTaHoBKa ero
n3 pasgena "3anpocel no MBA, HanpaBneHHble B Apyrue
onbnmotekn" B pasgen "Otkasbl no MBA"; cooblieHne B oTaen
obcnyxmMBaHUsl 0 NONTyYeHUN OTKasa (gaTa, NpuynHa)

OAMH 3aKa3a

4,0

O6cnyxumBaHne aboHeHToB no MBA: cBepka no kapToTeke
aboHeHTOB HoMepa aboHeHTa Ha bnaHke-3akase opraHusauum

OpraHusauunsi aboHupyeTcs:

O[VH 3aKa3

16

npocTaBneHne Homepa Ha OnaHke-3akase, CBepka agpeca,
Ha3BaHWA opraHmsauun, damunum oTBeTCTBEHHoOro no MBA
(BHECEHME N3MEHEHWUI B KapTOYKM)

4,0

ABOHEHT obGpaTuncs B TEKyLL,EM roay BnepBble:

OoAVH aboHeHT
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17

npocTaBreHne B KapToyke roga obpaleHus, gaTbl, oopMreHme
aboHeHTa

1,0

OpraHusauuns paHee He aboHupoBanach:

OOVH abOHEHT

18

npucBoeHne  aboOHeHTy  HOMepa,  3arnoSyIHEHVWE  KapTOYKM
pernctpaumm aboHeHTa MBA wn cdopmynsp, ykasaHue MOfHOro
HaMMeHOBaHWs opraHusauuu, Mo4YTOBOro apgpeca, TenedoHa,
damunum, WMeHW, OoT4yecTBa OTBETCTBEHHOrO nuvua, Aathl
OTKPbITMSA U HOMepa aboHeHTa

6,0

19

paccTaHOBKa PErmcTpaLnoHHbIX KapTOYeK B KapTOTEKy

O/[iHa KapToukKa

0,5

20

odopmMmneHne u3BelwleHnss gns aboHeHTa 06  OTKpbITUK
aboHeMeHTa (3anpoc HeJoCTalLWKNX AN KAPTOTEKN CBEAEHNIA)

OOHO un3BelleHne

2,0

21

npoBepka NpaBUIIbHOCTK 3anosiHeHNs 6naHka-3akasa,
3afjomkeHHocTM  aboHeHTa;  npocTaBreHne Ha  obopoTe
6naHka-3akasa WwTamna u agaTbl NonyvYeHns 3akasa

OAWH
OnaHk-3aka3s

50

22

wncpoBka 3aka3oB aboHeHTOB; nogbopka ©OnaHKoB-3aka3oB MO
andgasuTy, NpoBepka Hannyns JOKYMEHTOB Mo KaTanory

oavH
OnaHk-3aka3s

3,0

23

MOAroTOBKa [JOKYMEHTa K Bbldaye; CBepka [JOKYMeHTa C
GrnaHKOM-3aKa3om, nposepka COCTOSIHUSA OOKYMEHTA;
npocraBneHne Ha  GnaHke-3akase wudpa  OOKYMEHTa,
WHBEHTAPHOro HoMepa, KONM4ecTBa LAOKYMEHTOB, AaTbl Bblgauu,
lwTemnenss O6MBNMOTEKM C Ha3BaHMEM W MOYTOBBLIM a[pPEecoM;
yKkasaHWe Ccpoka BO3BpaTa; BIOXeHMe 4acTu OnaHka-3akasa
aboHeHTa B BblgaBaeMbll [OKYMEHT, MpOCTaBfieHne Homepa
GaHgeponu

OONH OOKYMEHT

2,0

24

NOCTaHOBKa 3aka3a Ha o4epeb; oTnpaBKa a6OHeHTy n3peleHnA

OAMH 3aKa3

2,0

25

nepegada n3gaHma Ha KonmposaHue

O[VH 3aKa3

3,0

26

oTnpaeka [OKYMEHTOB aboHeHTawMm; yrnakoBka 3aKasa,
npoctaeneHne wrtamna "lMoyta cnenbix", HanucaHwe apgpeca,
cocTaBneHmne onucu

OAMH 3aKa3

5,0

27

paccTaHoBKka 6naHKOB-3aka3oB Ha BbldaHHble [OOKYMEHTbl B
KapToTeKky obcnyxuBaHusi aboHeHTOB B pa3gen "BblgaHHble Mo
MBA un3panus"

OOWH OOKYMEHT

0,5

28

MPUHATME [OOKYMEHTOB, BO3BpallEHHbIX abOHEeHTamu; BCKpbITUE
GaHOeponu, npoBepka COCTOSIHUSA [OOKYMeHTa, yKasaHue Ha
OnaHke-3akase fgaTbl BO3BpaTa [JOKYMeHTa, MepecTaHOBKa
OnaHka-3akasa B pasgen "BosspalleHHast nutepaTypa”

OOWH OOKYMEHT

4,0

29

aHanms CpOKOB noJib30BaHUA LOOKYMEHTOB, BbldB1EHUNE
OOJKHUKOB, HanpaBJieHne HanoMMHaHWUn

OONH OOKYMEHT

2,0

30

paboTa ¢ oTkasamu: ykasaHue B GnaHke-3akase NMpuuuHbl U 4aTbl
oTKasa; permctpauus otkasa B y4YeTHbIX hopmax; pacCTaHOBKa
nucTta TpeboBaHMSA B KapTOTEKe OTKa30B; OTNpaBka abOHeHTy

OOMH OTKa3

4,0
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n3BelleHns ob oTkase

3.14. MaccoBas pabota

Tabnuua 55

N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma

n/n n3mepeHust BPEMEHMN,

MUH.

1 2 3 4
MogrotoBka MaccoBbIX MEPONPUATUI
OnpepneneHne Tembl, COCTaBa ayauToOpuKM, OTBETCTBEHHOrO 3a OflHO
MeponpusiTue B LeNnoM, COCTaBfneHWe nraHa noAroTOBKM | MeponpusTue
MEeponpusTUs, BOMPOCOB Ans  0oBCyxaeHus, npurnalleHve
KOHCYNbTaHTOB, JIeKTOpoB, nogbopka [OOKYMEHTOB MO Teme
MepOonpUATUSA; OpraHn3auns BbICTaBKU nuTepaTypbl, onoseLleHne
nonb3oBartene o MeponpuaATUM Yepes adulln, KaHanbl CBA3W;

BbISIBNEHME BbICTYNaloLWMX; NOAroTOBKa NoMeLLeHUs; nposedeHne
COBeLLiaH1sa No uToram nOAroTOBKM U NPOBEAEHUA MEePONPUATUSA:

1 |uuTaTenbckas koHepeHUNs 4800,0

2 | nuTepaTypHO-XYAO0XECTBEHHbIN BeYep, Bevep KHUru, aucnyT 3600,0

3 | Beyep BONPOCOB U OTBETOB, YCTHbIN XXypHan 3000,0

4 | kny6 no nHTepecam 3000,0

5 | peTckuin yTpeHHuK 3600,0

6 |BWKTOpPWHA, KOHKYPC, Urpa-nytewecrtame 3600,0
OpraHusaumst KHUKHbIX BbICTaBOK
CocTaBneHve nnaHa opraHusauMu W MpPOBEAEHUS BbICTaBKW; | OOHa BbICTaBKa
BblSIBNEHE U OTOOP AOKYMEHTOB; NOArOTOBKa COMPOBOAUTENBHOMN
OOKYMEHTaUMn K BbICTaBKE, MOHTaX BbICTABKW, OpraHusaums
WHpOpMaLMOHHO-peknamMmHor  paboTbl  no  nonynspusauum
BbICTaBKW; nofBeaeHne NToros paboThbi:

7 |nnaHa BbICTaBKM 600,0

8 | BbICTaBKM NO roTOBOMY MnaHy 360,0

9 |onepaTuBHbIX BbICTABOK HOBbIX MNOCTYMNSIEHWI 120,0
Peknama 6ubnuoteku; paboTta no npMBnevYeHnto nonb3oBaTenei:

10 |nogrotoBka peknamHOro coollleHnss B CPeAcTBax MacCOBOM oJHO 300,0
WHpopMaumm, Ans pasMelleHnss Ha cante Gubnuoteku, noprtane cooOLLeHne
crneumanbHbix Oubnunotek, Ha aBToMHdopmaTope O paboTe
B1MbnnoTekn, O0COBEHHOCTAX  OYHKLUMOHUPOBAHUSA  PasfUYHbIX
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nogpasgeneHun, HoMeHKnatype  ycnyr, npegocTaBnseMbiX
©O1bnmMoTeKon, 1 Apyron nHGopmaLmm
11 |nogroToBKa nnakaTa O AeATenbHOCTM 6uUbnuoTekn (BbIGOp TeMbI, oauH nnakaTt 300,0
onpefeneHue cogepxaHus n opMbl)
MoarotoBka OykneTa o 6MGnMoTEKE: OAVH OykneT
12 |oavH NUCT, ABYXCTOPOHHSASA nevaTb (chopmaTt A4) 600,0
13 |paBa nucta n bonee 1200,0
14 |opraHusaums aKCKypcui no 6ubnuorteke; npuem n OPOpMIEHUE | OfHa IKCKYpCUsi 60,0
3as1BKW1, YTOYHEHMEe TeMbl 3KCKYPCUIN M COCTaBa 9KCKYpPCaHTOB
BoisiBneHue noTeHumManbHbIX nonb3oBaTenemn
BUBNNOTEYHO-UHDOPMALIMOHHBIX YCIyr 6ubnuoTeku:
15 | npocmoTp npeccol 1 "MHTepHET"-pecypcoB OAWH OOKYMEHT 8,0
16 [cbop wn aHanu3 wuHpOpPMaUMM O  KOHKYPEHTOCNOCOBHOCTU | OOUH OOKYMEHT 8,0
onbnunoTekn
17 |BegeHune kKapToTekn NOTPeOUTENBCKOro pbiHKa OfHa KapTouyka 0,3
18 |BcTpeun ¢ npeacrtaBuTensaMu upmM, opraHusaumi, npeanpusTumn OfHO 120,0
Meponpusitue
MpumeyaHue:
- Bpems NpoBeAeHNs MacCOBbIX MEpPONPUATUIA, BbICTABOK NuUTepaTypbl U SKCKYPCUA B HOPMY BPEMEHU He
BXOLMT;
- NP opraHn3aumm Bble34HOW BbICTaBKM K HOPMaM BPEMEHU NPUMEHSAETCS NOBbILaoLWmnin koaddguumeHT 1,1.
3.15. CnpaBo4Has n nHdopmaumoHHasa pabota. OpraHusauus cnpaBo4YHO-6nbnunorpadudeckoro annapara
(CBA)
Tabnuua 56
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMU,
MWH.
1 2 3 4
MpocmoTp M oT6op OOKYMEHTOB M3 TEKYLMX MOCTYMAEHWA Ans
BkMtoveHns B CBA:
1 |nnockoneyaTHble KHUMM Ha ByMaKHbIX HOCUTENAX OAHa KHura 4,0
2 | nnockoneyaTHble KHUMM Ha ONTUYECKNX HOCUTENAX OAHa KHura 6,0
3 | cTaTbu M3 NnockoneyaTHbIX COOPHUNKOB, XypHanoB OfHa cTaTbs 3,0
4 |cTaTbu U3 rasetr oHa cTaTbs 2,0
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5 | penbedHO-ToOYEYHbIE KHUMK OAHa KHura 6,0

6 |cTaTtbu u3 penbedHO-TO4YEUYHbIX COOPHUKOB, XXYpHanoB ofHa cTaTbs 4,0

7 |ayavoBusyanbHble WU34aHUS Ha aHanoroBbiX W  LUKPOBbIX oJHa KHura 6,0
HocUTensax

8 |cTaTbm 13 3BYKOBbIX COOPHUKOB, XXYypHanoB OofHa cTaTbs 50

9 |6ubnuorpacuyeckne nocobusi, B TOM 4YMCME Ha ONTUYECKUX | OAHa 3anucb 0,7
HocuTensax

10 | neTonucK KHWXHbIX, XXypPHanbHbIX U ra3eTHbIX cTaTen OflHa 3anucb 1,0

11 | npuKHWXHbIE BUbnMorpaduyeckne cnnckn OfHa 3anucb 0,7

12 |npocmoTp 1 OTGOp OOKYMEHTOB M3 BHellHuX B[l nmepuogmyeckmx| opfHa ctaTbs 6,0

n3gaHuin ans skntodyeHns B CBA:

13 | cocTtaBneHune 6ubnuorpaduryeckon sanucum OfHa 3anuncb 4,0

CocTaBneHve aHHoTaUWiA, U3ydyeHWe [OKYMEHTa, HanucaHue | ogHa aHHoTauus

TekcTa:
14 | aHHOTUpOBaHWE KHUT 120,0
15 |aHHOTUpOBaHWe cTaTen 60,0
16 |aHanuTu4eckass PpOCMUCb  XXypPHamnbHbIX, ras3eTHbIX CTaTen,| OguUH OOKYMEHT 4,0

cbopHukoB, OGubnuorpaduyecknx nocobuin; o3HaKoMMeHue c
cogep)XaHMeM U3faHus, COCTaBreHNE aHaNUTUYECKON poCcnncu

17 |cuctemaTtusaumsi kapTovek Ha oTobpaHHble ans BkrtodeHns B CBA| oaHa kapTouka 2,0
OOKYMEHTbI MO TUMaM KaTasloroB U KapToOTeK; NpoBepka UHOEKCOB,
pacCcTaHOBKa KapTOYKM

OpraHusaumsa TemaTuieckmnx cnpaBoydHbix BM:

18 | npocmoTp, oTbop M cucTtemaTnsaumsi JOKYMEHTOB ANS BKIMOYEHUS | OOUH OOKYMEHT 10,0
B b[l, BBOO MHGOpMaLUK

19 |pepaktupoBaHue B[l: BHeceHne B Gubnumorpadmyeckyto 3anucb| OAHa 3anucb 1,0
OOMOSIHEHMIN U W3MEHEHWI; UCKIIOYEHMe 3anvMcu Ha BbiObiBLLME
OOKYMEHTHI

20 |BBOA HOBbIX Py6puKK oaHa pybpuka 1,0

OpraHusaumsi nonHoTeKcToBbIX B:

21 |npocmoTp, oTbop U npegmMeTu3auusa JOKYMEHTOB AN BKIOYEHUs | OAMH LOKYMEHT 10,0
B B[]
Beog B B[l Oubnuvorpadmyeckux 3anucert MnockoneyaTHbIX | ofHa 3anuch
M3gaHnn:
22 | npu Hanuyumu 3anucu B 3reKTPOHHOM KaTtanore 2,0
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23 | npu cocTaBreHun HOBOKM BMbnmMorpadunyeckon sanmcu 6,0
24 | npu SONOMHUTENBHOM noucke uHgopmauum B "HtepHeTe" 10,0
25 |ckaHMpoBaHMEe  TeKkcTa  [OOKyMeHTa C  pacno3HaBaHWeM;| ofHa CTpaHuua 6,0
ncnpaefeHme owmnbok
26 |pepaktupoBaHue B[l; BHeceHwe B GubGnuorpadgumyeckylo 3anucb| oOAHa 3anucb 1,0
OOMOMHEHUI N U3MEHEHUI; UCKINIOYEHME 3anucu 1 TeKCTa nsgaHuns
Ha BbIObIBLUME JOKYMEHTHI
OpraHusauns kKapToTekn NepcoHanui:
27 |onpegeneHne n cocTaBfieHME MEPeYHs Nuu, CBeAEHUS O KOTOPbIX | OAVH AOKYMEHT 20,0
OTpaxalTcs B KapTOTEKe; MPOCMOTP MHAPOPMAaLMOHHBIX U3AaHUNA U
NepBUYHBIX OOKYMEHTOB; OTOOp AOKYMEHTOB Afs BKIOYEHWS B
KapToTeky
28 |TexHunyeckada un copepxatenoHas obpaboTka OOKYMEHTOB [Ansi| OAMH LOKYMEHT 3,0
BKIMIOYEHNS B KapTOTEKy; pacCTaHOBKa KapToyek Mo andasBuTy
¢ammnuii aBTOpOB U NO BMAAM AOKYMEHTOB
29 | petanmsauums pasnenos; HanucaHue " paccTaHoBKa OOVH 2,0
pasgenutenen pasgenutens
30 |pepakTupoBaHue KapTOTeKw; BHeceHue nucnpasneHui, | oauvH OOKYMEHT 1,0
JOMNONHEHUNIN, N3BMEHEHUN
OpraHnszauus dakrtorpacdpunyeckomn KapToTeKun:
31 |onpepeneHne npeameTta, obbekTa M OCHOBHbIX MPU3HAKOB ANS | OAWH AOKYMEHT 3,0
OTPaXeHuss B KapTOTeKe; MpPOCMOTP M OTOOp AOKYMEHTOB AN
BKITIOYEHUS] B KapTOTeKy; 3aHeceHue OTobpaHHbIX CBeAeHWM Ha
KapTO4ku MHCpOPMaLMOHHOIO Maccuea
32 | pegakTvpoBaHue KapToTeku; NpoBepka NpaBuUbHOCTU CBEAEHUN U | OAWH JOKYMEHT 2,0
yKkasaHun 06 MCToYHMKax MHpOpMaLMN; BHECEHUE UCTIPABIIEHNI
33 |HanucaHue n paccTaHoBKa pasgenurenen OOVH 2,0
pasgenutens
OpraHu3aums TemMaTu4eckux Nanok ra3eTHbIX BbIPE3OK:
34 | npocMOTp 1 cucTemMaTusauus ra3eTHbIX Bbipe3okK O[lHa Bblpe3ka 3,0
35 |odopmrieHMe BbIpE30K Of9 XpaHEeHUs B TeMaTU4ecKux nankax;| ofHa Bbipeska 4,0
KpaTkoe onucaHne UCTOYHUKa
3.16. CnpaBoyHas n nHdopmaumoHHasa padoTta. CnpaBovHo-6ubnmorpaduyeckoe obecnyxmnsaHue
Tabnuuya 57
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMU,
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MWH.
1 2 3 4
Mpnem Gnbnuorpaduryeckmnx 3anpocos:
1 |npuvem 6ubnuorpaduyeckoro 3anpoca; YTOYHEHWE TeMbl,| OAWMH 3anpoc 1,0
LeneBoro U 4mTaTenbCKOro HasHayeHwsl, MONHOTbl WUCTOYHUKOB,
TMNOB, BUAOB 1 XPOHOMNOrMYECKNX pamok 3anpoca
BbinonHeHne cnpaBokK
TemaTtunyeckas cnpaska: Nouck U oT6op AOKYMEHTOB; COCTaBIeHNe | ofHa cnpaska
6mbnmorpadn4eckoro onncaHus:
2 |nuceMeHHas cnpaska (1 - 10 UICTOYHMKOB) 10,0
3 |ycTHas cnpaBka (1 MCTOYHNK) 2,0
ApnpecHo-bubnunorpadguyeckas cnpaBka: YCTaHOBMNEHWE Hanuuus| ofHa crnpaska
UNU MECTOHaxOXAEHUss OOKYMeHTa Wnu ero 4actm B poHae
6mbnuoTeku:
4 | nucbmeHHasi crnipaska (1 - 10 UICTOYHMKOB) 10,0
5 |ycTHas cnpaska (1 UCTOYHMK) 2,0
YTOYHsIIOLWas crnpaBka: YCTAHOBIIEHWE W YTOYHEHME 3MeMEHTOB| OJHa cnpaska
6mbnmorpadn4eckoro onncaHus:
6 |nuceMeHHas cnpaska (1 - 10 UICTOYHMKOB) 10,0
7 |ycTHaga cnpaeka (1 MCTOYHUK) 2,0
dakTorpaduyeckass  cnpaBka:  YCTAHOBMEHWE  KOHKPETHbIX | O[Ha crnpaBka
cBefeHun o cobbiTusx, 0bbekTax, npoleccax, gaTax:
8 | nncbmeHHas cnpaska (1-10 UCTOYHMKOB) 10,0
9 |ycTHas cnpaska (1 UCTOYHMK) 2,0
CocTaBneHne TeMaTndecknx bubnmorpadmyecknx CmckoB:
10 |nouck, OTGOp W cuUcTemaTusauusi [OKYMEHTOB; COCTaBfieHue | OOuH JOKYMEHT 7,0
BGmbnmorpadunyeckoro onMcaHus
11 |odopmneHue cnuMcka; BbIBO4 Ha MpuHTEp, OTNpaBka MNO| OAWH CMNCOK 10,0
3ANEKTPOHHOW no4yTe, KOMUMPOBaHWE Ha CbEeMHbI HOCUTEMb
nons3oBarens
BeaeHne poHOa BbIMONMHEHHbIX CNPaBOK:
12 | peructpauus BbINOMHEHHOW CNpPaBKX B XXypHane OAHa cnpaska 2,0
13 | BBOA TEMATUYECKOW CrpaBKku B 3NIEKTPOHHLIN apXUB BbINOSIHEHHbIX |  OA4HAa cnpaska 2,0
cnpaBoK
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3.17. CnpaBo4Hasda n nHgpopmaumoHHaa pabota. bubnuorpadpundeckoe MHOOpMUpoBaHNe

Tabnuua 58
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n n3mepeHuns BpeMeHWU,
MUH.
1 2 3 4
BbisiBrieHne vHGOPMAaLMOHHBIX NOTpebHoCcTen cneunanucToB
MEeTOOOM aHKeTUPOBaHWS:
1 |onpepeneHve KOHTUHreHTa notpedurtenen MHGopMaLuu; OAWH 60,0
paspaboTka 3asBOK AOna  onpefdeneHnss  MHAOPMAUMOHHBIX |  noTpebuTens
3anpocoB; pacchbifika 3asdBoK; obpaboTka MNONydeHHbIX 3asBOK;
COCTaBfeHMe Ha OCHOBE MOMYyYEeHHbIX [AaHHbIX KapTOTEKu
KOHTUHreHTa notpebutenen MHoOpMaLun n nx MHHOPMaLNOHHBLIX
3anpocos
3akntoyeHne ¢ aboHeHTamMu [OroBOpoB Ha WMHGOPMAaLMOHHOE
obcnyxmBaHue:
2 |aHanuM3 [aHHbIX O  3aMHTEepecoBaHHOCTM  abOHEeHTOB B| OAWH AOroBOp 90,0
NH(OPMALMOHHOM OBCAYXMBaAHUM W peXnmax mn3bumpaTterbHOro
pacnpocTpaHeHUss U PeTPOCMNEeKTUBHOIrO MoucKa; 3akroyeHue u
nepecMoTp AOroBOpoOB
dopmupoBaHne cetu abOHEHTOB CUCTEMbl U3bupaTenbHOoro
pacnpocTpaHeHus uHgpopmaumm (MPW):
3 |onpeaeneHne KOHTUHreHTa aboHeHToB cuctembl VIPU; BoisiBneHne | ogvH abOHEHT 60,0
TUMOBBIX W WHAMBUOYaAlbHbIX 3aNpoCcOB abOHEHTOB; WU3y4yeHwue,
Knaccudpukaums WM uHOeKcauus 3anpocoB; BBOA4 AaHHbIX O
3anpocax B agpecHyo KapToTeky
lNogroTtoBka curHanbHOro onoeelleHust B cucteme VPW:
4 |BblABNEeHWe, npocMoTp W oTbop MaTepuanoB U3  TeKyLMX OfHO 20,0
NOCTYNMeHUn; oTnpaska MHopmaLuumn noTpedbuTento onoseLleHne
rpynnoeoe 6ubnuorpacpumyeckoe nHpopmMmpoBaHme
5 | dopmnpoBaHue coctasa rpynn aboHEHTOB OAWH abOHEHT 10,0
6 |YyTOYHEeHMe TeMbl, cornacoBaHne NCTOYHUKOB MHAdhopMaLnn, BUAOB oJHa Tema 20,0
OOKYMEHTOB
Monck OOKYyMEHTOB ANnA MHoOpMaLuMu, COCTaBfeHue W OTrpaBka OflHO
OnoBeLLEHUS: onoseLleHne
7 | NMCbMEHHO 10,0
8 |ycTHO 10,0
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OnepaTtuBHoe MHOPMUPOBaHKE MO 3arnpocy:

9 |dopmupoBaHMe ceTM abOHEHTOB, BbISBMNEHME TUMOBLIX W | OOWH aBOHEHT 50
UHOMBMAYATbHBIX 3aNpPOCOB

10 |u3yyeHue u Knaccudgukauum 3anpocos; BBOA OaHHbIX B agpecHyl | OfuH 3anpoc 7,0
KapToTeky

Hanncanune 0630poB 1 cnpaBok

BbisiBrnieHne un otbop MCTOWHWMKOB; 0OOpaboTka W aHanuM3| OAWH aBT. NUCT
0TOBpaHHbIX AOKYMEHTOB; HanncaHve Tekcta 063opa/crnpaBku:

11 | no NepBMYHbLIM NCTOYHUKAM 6000,0
12 | no BTOPUYHLIM NCTOYHMKAM 4200,0
13 |Habop u hopmaTnpoBaHue TekcTta ob3opa/cnpaBku OfjHa cTpaHuua 20,0
(1800 - 2000
3HaKoB)

OpraHuzaums u npoBedeHWe YCTHbIX  Bubnuorpaduyeckmnx
0630p0OB HOBbLIX MOCTYNEHWUI

OTOOp HOBbLIX NOCTYMMEHWI MO 3apaHee OOBbSABNEHHON TEMAaTUKE; OfVH 0630p
cucTemMaTM3auus UCTOYHMKOB MO Temam, MpPOCMOTP M aHanu3
OOKYMEHTOB; noabopka Oubnuorpadnyeckmx OMUCaHURN, KpaTKUx
aHHoTauun, pedepaToB Ha OTOBpPaHHbIE MCTOYHUKOB; MOLrOTOBKA
pykonucu ounbnuorpadunyeckoro 0630pa; KONTN4eCTBO
NPOCMOTPEHHbIX N OTOBPaHHbIX AOKYMEHTOB:

14 | po 50 pokymeHTOB 600,0

15 |cBblwe 50 JOKYMEHTOB 1800,0

lMoarotoBka OoNNeTeHst HOBbIX MOCTYMSIEHUI

OnpepneneHne TemaTMyeckux rpaHul, noucka u  oTbopa | oauH BronneTeHb
OOKYMEHTOB; co3faHue pybpukatopa OonneteHs; BbiBNeHWe u
oTOOp B MaccuMBe  TeKylMX  MNOCTYNMEHUWN  UCTOYHWUKOB
MHcpopMmaumm; nogbopka aHHoTauun, pedepartoB; KONMYECTBO
NMPOCMOTPEHHbIX JOKYMEHTOB:

16 |po 50 gokymeHTOB 300,0

17 |cBbiwe 50 JOKYMEHTOB 600,0

MoaroToBka TekyLux Gubnuorpacudeckmx nocobum

Bbibop Tembl nocobus, BbisIBIIEHWE W OTOOP [OOKYMEHTOB,| OAMH aBT. NINCT
dopmMrpoBaHue pasgenos Nocobus, aHHOTUPOBaHME OOKYMEHTOB,
nogbopka cpakTorpacdmyeckoro maTepuana,  MNAACTpaLUN,
COCTaBreHune TeKcTa, BCMOMOraTenbHbIX ykasarternen,
KOMMNbIOTEPHbLIN  Habop, KOHCynbTauuMuM Yy CMeuManucToB Ha
pasnuuHbIX 3Tanax paboTel, obcyxaeHne wu popaboTka no
3aMeYvaHuUsIM:
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18 |cocTtaBneHMe  Oubnmorpaduyeckoro  ykasatend, karanora, 15000,0
nyTeBoaNTENS!, CNPaBOYHUKA

19 |nogrotoBka KOMMEHTapueB, MpPUMEYaHUN MNPOCBETUTENBCKOrO 6000,0
XapakTtepa, He TpebyloLLmMx cneumnanbHbIX nccnegoBaHumn

20 |nogroToBka KOMMeHTapues, npumMeYaHun 12000,0
Hay4HO-UCCnefoBaTeNbCKOro xapakrepa

MogroTtoBka PETPOCNEKTUBHBIX Hay4YHO-BCMOMOraTesbHbIX
onbnmorpaduyeckux ykasaTenemn:

21 |BblbOp TEMBbI, CO3QaHME aBTOPCKOroO KOmnekTuBa; paspaboTka| oguH aBT. NIUCT 10080,0
WHCTPYKTUBHO-METOANYECKMX MaTepuanos; BbisBNeHne u otbop
OOKymeHTOB; pabota Hag ©6ubnuorpacuyveckon  3anuchblo;
aHHOTUpoBaHue; bubnuorpaduyeckasa rpynnMpoBKa; COCTaBrneHne
BCNomMoraTenbHbIX yKkasaTenen, KOMMNbIOTEPHBIN Habop;
obcyxaeHune n gopaboTka No 3amevaHusm

CocTaBneHve aHHOTMPOBAHHOrO  OubGnMorpadmMyeckoro  WnM| OAWH aBT. IUCT
Brobubnuorpadmyeckoro ykasaTensd no aktyanbHOW TemaTuke C
XPOHOSOrMYeckMm oxeaTom oT 2 4o 5 neT:

22 | Ha pycCKOM SA3blke 10080,0

23 |c BknoveHnem o1 30% po 40% obvema nybnvkaumi Ha 12600,0
MHOCTPaHHbIX A3blKax

24 | cocTaBneHne aHHOTUPOBaHHOro Gubnuorpaduyeckoro ykasartensi| OguvH aBT. JIUCT 21000,0
MHOrOOTPacneBoro CoAepXXaHusi C XPOHONOrM4YECKUM OXBaTtOM 0
100 neT, TpebyoLwero CniIoLHOro NPOCMOTPa AOKYMEHTOB, NMOMCKa
CNOXHbIX Bubnuorpaduyeckmx n3gaHum

CocTaBneHne pekomeHgaTenbHbiIX 6Mbnmnorpadnyeckmx CrmckoB

BuisiBneHne cnpoca notpebuTtenen, onpegeneHne Tembl, oTOOp OJWH CNNCOK
JOKYMEHTOB, COCTaBfeHWe o4vepka, KOMMbTEpPHbIN Habop,
BHECEHMWE MCnpaBneHni:

25 | po 10 3anucen 30,0

26 |csbiwe 10 3anucen 30,0

MoaroToBka aHanNUTU4YeckMx 0b63opoB

BbisiBrieHne un otbop [OOKYMEHTOB, noaroToBka pybpukaTtopa,| OAMH aBT. MUCT
M3yyeHve Kn oueHKa [OOKYMEHTOB, cucTemaTmsauus maTtepuana,
COCTaBlieHMEe aHanuTuyeckoro o00630pa, KOMMbIOTEPHLIN Habop,
obcyxageHne n gopaboTka No 3amevaHusaM:

27 | no nepBUYHbLIM NCTOYHUKAM Ha PYCCKOM SA3bIKe 10080,0

28 | no cMmellaHHbIM NepBUYHBIM UCTOYHMKaM 12000,0

29 | no nepBUYHLIM UCTOYHUKAM Ha MHOCTPaHHbLIX A3blKax 13800,0
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CocTaBreHune aKcnpecc-mHdopmMaLmm:

30

BbiSIBNieHNne u oTbop MaTtepuana no TeMme, cUCTeMaTu3auus;
KOMMbIOTEPHbI Habop

OOWH aBT. NMUCT

4500,0

CocraBneHune pedepara:

31

n3yyeHve u aHanus OOKYMeHTa; CoCcTaBreHue TekcTa pedepaTa;
KOMMNbIOTEPHbIN HAbOP; BHECEHME NCNPaBNEHNI

OOWH aBT. NMIUCT

6600,0

3.18. HayuHo-meToauuveckas pabota

Tabnuuya 59

n/n

HaumeHoBaHue npouecca, onepauun. Coctas paboTbl

EannHuua
n3mMepeHuns

Hopma
BPEMEHM,
MUH.

2

4

MogroToBka MeToan4ecknx nocobuin, pekomeHaauuni:

pa3paboTka HOBOM TEMbl; U3yYEHME TEMbl, BbisIBIIEHWE M aHanu3
OOKYMEHTOB MO Teme; 4uTaTenbCckoe W LeneBoe HasHayeHue
nocobusi, pekoMeHgauuin; COCTaBEHME MPOCMeKTa; HanucaHue
TeKkcTa

OAWH aBT. JINCT

18000,0

MoauduKaumsi paHee paspaboTaHHOM TEMbl; BbIsIBNIEHNE U
M3y4yeHMe HOBbLIX [OKYMEHTOB M HaKOMfeHHoro 6ubnuotekamu
onbiTa Mo TemMe Nocobusi, peKoMeHZauun; yTOYHEHWE, BHECEHMe
M3MEHEHNA B CTPYKTYpy M B TEKCT B COOTBETCTBMM C
JOCTUXKEHNAMU o6udnmoTe4yHom Teopum 7] NPaKTUKK;
popaboTka/nepepaboTka TekcTa

OAWH aBT. JINCT

10200,0

PaspaboTka [OKyMEHTOB, pernamMeHTUpylLWwmx AOesaTenbHOCTb
OMOMOTEK, MONOXEHUN, MHCTPYKUUA, NMPOEKTOB MOCTAHOBIEHUN,
yCTaBOB, 3aKOHOAATEbHbIX aKTOB:

paspaboTka HOBOW TEMbl, BbISIBIEHNE, W3ydYeHMe, aHanu3
OENCTBYIOLLMX AOKYMEHTOB MO Teme; HanucaHue TekcTa MpoekTa
OOKyMeHTa; obcyxaeHne u anpobauus JoKymeHTa B GubnuoTteke;
[opaboTka AOKYMEHTA; NOArOTOBKA K YTBEPXKAEHUIO

OOWH aBT. NMUCT

20400,0

MoauduKkaumss paHee paspaboTaHHOro [OKYMEHTa; aHanums u
OLeHKa [JOKyMeHTa; nouck u oTbop HOBbIX OENCTBYIOLLUX
OOKYMEHTOB N0 TeMme; BHECEHME U3MEHEHWUA B TEKCT AOKYMEHTa;
obeyxaeHue n gopaboTka JOKYMEHTA; NOArOTOBKA K YTBEPXKAEHUIO

OOWH aBT. NMUCT

9000,0

PaspaboTka y4eTHbIx dopM, Tabnuy, o6pasyoB:

YTOYHEHWe npegMeTa, obbekTa, coaepXaHus y4eTHOW (PopMbl,
Tabnuubl, obpasua; oTbop M cucTemaTMsauus nokasartenewn;
paspaboTka MakeTa YydeTHoW dopmbl, Tabnuubl, o06pasua;
obcyxaeHne OKYMEHTa; MOArOTOBKa K YTBEPXKAEHMIO

OOWH aBT. NMIUCT

9000,0

KoHcynbTaHTINIOC www.consultant.ru
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CocTaBneHne pekomeHgauun no BHEOPEHUIO PErfameHTUPYOLLIMX
OOKYMEHTOB B MpakTuke:
6 |paspaboTka MeTOAMYECKMX peKOMeHAaLWnA, WHCTPYKUURA, NAaHOB| OAWH aBT. NUCT 16500,0
Nno BHeAPEHNI0 HOPMaTUBHOW JOKYMEHTaLUnN; NOAroToBKa TeKcTa
MogroToBKa NMMCbMEHHbIX KOHCYNbTaLMA, METOANYECKNX NMUCEM:
7 |BbiBreHMe W aHanu3 [JOKYMEHTOB NO TemMe; U3y4YeHue U | OAOuH aBT. NIUCT 10200,0
0000LweHne onbiTa paboTbl OMONMOTEK; MNOArOTOBKA TEKCTa;
obcyxageHne n gopaboTka TekcTa
MoarotoBka 0630poB AeATENLHOCTN BMOBNMOTEK NO onNpeaeneHHon
TeMaTUKe:
8 |onpegeneHve TemMbl U XPOHOMOrMYECKUX rpaHuy, o630pa;| OAWH aBT. MUCT 10800,0
BbISIBNIEHME, MPOCMOTP, OTOOpP M aHanM3 JOKYMEHTOB MO Teme
0030pa; NnoaroToBka TekcTa; obcyxaeHne n gopaboTka TekcTa
PeueH3npoBaHue Hay4HbIX, METOOUYECKUX, MHDOPMALMNOHHBIX U
Opyrux Matepuanos:
9 |4YTeHWe peuUeH3npyeMoro martepuana; OueHKa ero B LeSfioM,| OAVH aBT. UCT 900,0
OTAENbHbIX YacTen; yCTaHOBMNEHWE COOTBETCTBMS UMTaTENbCKOMY
W LeneBOMy  Ha3HayYeHWo, HayyHbIM W  MEeTOAUYECKUM
TpeboBaHnsaM
10 |HanucaHue peueH3un OJVH aBT. NIUCT 1500,0
MoaroToBka NeKLM, KOHCYNbTauuin
PaspaboTka nnaHa nekumu, KOHCyIbTauum, nogbopka
nuTepaTypbl, COCTaBfieHWe Cnucka nuTepaTypbl K Jekuuu,
KOHCYynbTauuKn, NoAroToBKa TekcTa:
11 |nepBu4Has nekuus ofHa nekuus 1800,0
12 | noBTOpHas nekuusd, ¢ y4eTOM HOBOro Matepuana oHa nekums 360,0
13 | nepBunYyHas rpynnosas KOHCYNbTaUMA oHa 1500,0
KOHCYynbTauuns
14 | noBTOpHasa rpynnosas KOHCYNbTaLMa ¢ y4eTOM HOBOro marepuarna ofHa 300,0
KOHCYrnbTauus
15 | ycTHaga nHgusugyanbHasa KOHCynbTauns ogHa 600,0
KOHCYynbTauuns
[MpoBeaeHne NpakTUKyMOB, CTaXKUPOBOK
OnpepneneHne TeMbl, 3agaHnst NpakTUKyma, ctaxuposku (7 - 10
OHewn), BbiABNEHWe nuTepaTypbl MO M3y4yaemoMy BOMPOCY,
COCTaBfieHMe rpadmka nMpoBedeHUs  3aHATUKW, MNOoAroToBKa
3aKMYEeHNs O MPOXOXKAEHUN NPAKTUKYMa, CTaXKUPOBKN:
16 |npakTukym (MHAMBUAYanbHbLIN, FPYNNOBON) OAVH NPaKTUKyM 2400,0
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17

CTaXupoBKa (MHOMBMAYanbHas, rpynmnosas)

oaHa
CTaxupoBkKa

2700,0

MpakTuka CTyAEeHTOB BbICLUMX U CPeAHMX crneumanbHbiX YY4ebHbIX
3aBeeHui:

18

NnoaroTOBKa M opraHu3auus npakTukm ctygeHTtoB (oo 30 gHen);
pa3paboTka nnaHa NpakTuUKK, cornacoBaHue ero ¢ pykoBoauTenem
NpakTUKW; COCTaBreHne rpaduka noceLlleHns  CTPYKTYPHbIX
nogpasgaeneHun; opraHmsauus NPaKTU4EeCKNX 3aHATUN;
nogseneHne WTOrOB MNPaKTUKWU; COCTaBMEHME XapaKTepUCTUK
NPaKTUKaHTOB

OlHa NpakTunka

5400,0

MocelweHne 6GUONMOTEK, Bble3dbl B KOMaHOWPOBKM C LENbo
N3y4eHust paboTbl 1 OKa3aHUS METOANYECKON MOMOLL:

19

noarotoBka K KOMaHAMPOBKE, YTOYHEHME CPOKOB WU  Lenei
KOMaHAMPOBKM; O3HAKOMIIEHVWE C [AOKYMeHTaMu U martepuanamu
npedbloyliMx Bble3goB W NyGnukauuii B nedaTu; cocTaBreHue
nnaHa KOMaHOMPOBKM

oaHa
KOMaHANpOBKa

660,0

20

COCTaBreHue oTyeTa/cnpasku O NpoBeaeHHoN paboTe

OOWH OoT4eT

1200,0

21

COCTaBIIEHME aBaHCOBOrO OTYeTa, 3anofiHeHNe OTYETHOro bnaHka

OfVH OTYeT

60,0

PaboTa Hay4yHO-OpraHM3aunoHHOro xapakrepa:

22

MoaroToBKa W MpoBeAeHNEe TEOPETUYECKUX, HAaYYHO-MPaKTUYECKUNX
KOHdbepeHUMIA; onpeaeneHne coctaBa OpPrkoMmUTETa U Y4aCTHUKOB
KOHdepeHUMn; opMUPOBaHME U  YTBEPXKOEHUE NPOrpaMmbl;
OpraHun3aunoHHbIEe MepOonpUATUS; BblpaboTka npoekTa
pekoMeHaaLuui; (PUHAHCOBO-XO3ANCTBEHHOE obecneyeHue;
aHanus u oueHka paboTbl KOHEepPeHUUN; NOABEAEHNE NTOMOB

0fHO
mMeponpusTe

6000,0

23

MOAroTOBKa W MNpoBedeHWe CEeMUHApOB, KpyribiX CTOJOB;
onpegerneHne cocTaBa Y4YaCTHMKOB, CpOKa M MecTa MpoBedeHUs
MeponpusaTun; GopMMpoBaHME W yTBEpPXAEHWE MporpamMmbl;
NMHopMaLMOHHOEe obecneyeHue; BbipaboTka npoekTa
pekoMeHaaUui; aHanu3 1 oLeHKa MeponpuaTuim

0fHO
meponpusaTe

3000,0

MpumeyaHue:

- Npy nNpoBedeHWM MEPOMNPUSATUA Ha MEXZyHapOOHOM YpPOBHE K HOPME BpEMEHU MpUMEHsieTcs
noBblLaroLWwun koadduumeHT 2,0, Ha dbeepanbHoM yposHe - 1,85;

- BpeMs NpoBedeHVs NeKUM, KOHCYMbTauuidi, MPaKTUKYMOB,

CTaXXNPOBOK,

NPaKTUK,

npebbiBaHNs B

KOMaHOUPOBKax, NpoBefeHnst KOHMEPEHLUUA, CEMUHAPOB, KPYribiX CTOMOB U BpeMmsi, CBsi3aHHOE C u3gaHuem
mMaTepuanoB KOHEPEHLUA, CEMMHAPOB, B HOPMY BPEMEHU HE BXOLAT.

3.19. PepakumoHHo-u3gartensckasa pabota

Tabnuua 60
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n n3mepeHust BPEMEHM,
MWH.
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MNoarotoBUTENbLHBLIN 3TaN:

1 |y4yacTue B COCTaBfEHMM TEMATMYECKOrO (M34aTernbCKOro) nnaHa, OfHa Tema 45,0
nnaHa pacchblIfikK; cornacoBaHne TemM u3gaHuii, aBTOPOB/aBTOPCKMX
KOMNNEeKTNBOB

2 |obcyxaeHne C aBTOPOM TeMbl U XapakTepa 3aka3biBaemoro| OAWH aBT. NUCT 30,0

NMpoV3BEdeHWsl, OCHOBHbIX TPeGOBaHWI, KOTOPbIM  [OSHKHO
YOOBMETBOPATL  MPOM3BEAEHWe U YCIOBUA  aBTOPCKOrO

BO3HarpaxgeHus

3 | obcyxaeHue n yTBepXkaeHWe nnaHa-npocnekTa nsaaHus oavH 30,0
nnaH-npocnekT

4 |3aknyeHne [oropopa-3akasa (B Crydyae BHELIHEro aeTtopa) OAWH 20,0

MeXxay aBTOPOM M OMONMOTEKOM C ykasaHMeM obGbema U CpPOKOB| [OOroBOp-3akas
MOATrOTOBKM M coayy PyKONUCK B pedakUMOHHbIA OTAEN

5 |coctaBneHve [foroBopa Ha nepepjadyy 6ubnuoteke npaBa| OAMH 4OroBop 20,0
BOCMPOM3BOOUTL MNpoOu3BedeHMe B BblOpaHHOM 6GUGNMOTEKOM
dopmarte

6 |O3HaKOMIIEHME C aBTOPCKMM OpPUIMHAaNoOM (PYKOMMUCbIO), MPUHSTUE | OAMH aBT. NNCT 120,0

pelleHVss O nepedaye pPyKOMMCU B MPOM3BOACTBO WM O
Heobxo4MMoCTV AopaBoTku

7 | cocTaBneHue rpauka NpoxXoXaeHna pykonucu B otaene OAWH rpadumk 20,0
PenakunoHHbI aTan: OOWH aBT. NUCT
8 |pepakunoHHass obpaboTka: nuTepaTypHoe, TEXHU4YEeckoe W 780,0

cneuvanbHOe  pedakTUpoBaHME — pykonuck;  Habop  w/vunum
nepenevyartka; MNOArOTOBKA W34aTenbCKOro opuruHana (Bblibop
TEXHOJOMMM1, U3rOTOBIEHNE 3aKa3a U CO34aHue MakeTa usgaHus)

9 | KOHCTPYKTOPCKO-OhOpMUTENBCKas paboTa: NpoeKkTUupoBaHne Buaa 660,0
n3gaHusa 1 ero CTpyKTypbl; nogbopka dopmara n Mapku bymarm,
dopmaTta nONOC u3gaHWUs, TrapHUTyp W Kernen wpudrTa,
onpegeneHne xapaktepa MW uucrna  unncTpauun, dopmata
odopMreHns, Buga ob6MOXKKM UNM nepennieta; NPOeKTMpoBaHue
BHeLLHero oopMneHns nsgaHus

10 | npon3BOACTBEHHLINA 3Tan: Bbloop nonurpadudeckon 6asbl; pacyeT| OAHO uU3gaHue 360,0
notpebHOCTM B Martepuanax; COCTaBfieHVe npeaBapuUTenbHON
KanbKynsiuMn  3akasa; onpefeneHne CTOMMOCTU  U3daHus;
pa3paboTka rpadmka NpoxXoXaeHns 3akasa Ha nonvrpaduyeckom
npegnpuaTumK; 3aknoyeHme gorosopa ¢ Tunorpaguen

Pe,lJ,aKTI/IDOBaHI/Ie Hay4HbIX 1 METOANYECKUX MaTepunanoB

MpoBepka u UcnpaBrieHne PyKonvMcu B NpoLiecce NMOAroTOBKM ee K
rmeyaTu; yCTAHOBKA  COOTBETCTBMSI  TEKCTa  HayYHbIM U
nuTepaTypHbiM TpeGoBaHuAM, opMe M LenieBoMY HasHauYeHuHo
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u3gaHus; corfacoBaHMe BHOCUMMbIX WCNpaBfneHu C aBTOPOM;
popaboTka pykonmcu:
11 |pepaktupoBaHue MoHoOrpadguii, COOPHUKOB HayYHbIX TPYAOB,| OAMH aBT. MUCT 3480,0
Hay4HbIX OTYETOB, NPAKTUYECKMUX NOCOOUI
12 | pepakTnpoBaHue MEeTONYECKNX MaTtepuanoBs| OAVH aBT. NUCT 3000,0
(MHCTPYKTMBHO-METOAMYECKNE nnucema, pekoMeHaauuu,
KOHCYyrnbTaumn, 0630pbl AeATensHOCTM BMBNMOTEK)
13 | pepakTnpoBaHne OOKYMEHTOB, perfnameHTUpYLWmnx AeaTenbHOCTb | O4MH aBT. NCT 2940,0
cneumanbHbix Ombnunotek ans cnenbix (YCTaBOB, MNOMNOXEHUN,
WHCTPYKLUR)
14 |pepaktupoBaHWe cTaTtUCcTMdeckux Tabnuy, YyyeTHbiXx ¢OpPM, | OAMH aBT. MUCT 2400,0
obpasuos
15 | pegakTnpoBaHue MaTtepuanos KOHhepeHL i (ooknagoB, | OAWH aBT. NUCT 1200,0
coolLeHnn)
PepaktupoBaHue Bubnuorpacuyeckmx nocobun,
pPeTpOCNEeKTUBHbBIX Hay4HO-BCNomoraTesnbHbIX ykasaTenen,
0630poB, CNpaBok, pedepaToB, aHHOTaLWIA:
16 |pepaktupoBaHne 6Gubnuorpaduyeckux nocobuin (TemaTuyeckux | OAMH aBT. MUCT 3000,0
bubnuorpaduyeckmx ykasaTtenen, CnpaBoYHNKOB)
17 |pepaktnpoBaHMe pPETPOCMNEKTMBHbLIX Hay4YHO-BCNOMOraTesnbHbIX | OA4VH aBT. MUCT 2280,0
yKasaTtenen
18 | pepakTnpoBaHne aHanUTUYeckux 0O30poB, CMpPaBOK, aHHOTaUMW, | OAMH aBT. MUCT 1200,0
pecepaTos, CBOAHbIX pedepaTUBHbIX 0630pos.,
aKcnpecc-nHpopmaLmm
19 | pepakTtupoBaHune dnbnunorpaduryecknx anmcemn OfHa 3anucb 50
20 | KOHTpPONbHOE pefakTupoBaHue OfHa 3anucb 7,0
MalunHonucHble paboTbl, BbINOMHAEMble B aBTOMaTU3NPOBAHHOM
pexume
Habop Ha koMmnbloTepe:
21 | TeKkcTa c nucTa ofHa cTpaHuua 20,0
(1800 - 2000
3HaKoB)
22 |bubnmorpaduyeckoe onncaHne OAHO onucaHue 50
lMpaBka Ha KOMNblOTEPE, BEPCTKA HA KOMMbIOTEPE:
24 | TekcTa OfHa cTpaHuua 10,0
25 | 6bubnuorpacdunyeckoe onncaHue OfHa CcTpaHuua 2,0
26 |BbIBOA TEKCTA Ha NPUHTEpP, pacneyaTka OfHa cTpaHuua 2,0
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27

BbiBOA chopM TabnvL Ha MOHMTOP

O[lHa cTpaHuua

2,0

28

HanosnHeHue Tabnuy coaepXxaHnem

oaHa Tabnuua

18,0

MpumeyaHue: Npyu pegakTMpOBaHMM CMELLAHHOrO TEeKCTa K HOpMe BPEMEHWU MPUMEHSIETCA MOBbILIAKOLNA
KoadppuumeHT 1,2.

MHOCTpPaHHbIEe A3bIKA

3.20. MNepeBon n nepepaboTka nevaTHbIX TEKCTOB C MHOCTPaHHbIX S3bIKOB Ha PYCCKUMN U C PYCCKOro Ha

Tabnuua 61
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n n3mepeHust BPEMEHMU,
MU/H.
1 2 3 4
MepeBo TEKCTa C MHOCTPaHHbIX A3bIKOB Ha PYCCKUI A3bIK
UTteHne opurnHana, aHanua TekcTa, pa3MeTKa ero C BbISIBNEHMEM | OOWH aBT. NIUCT
TPYAHbIX TEPMUHOB, rpaMMaTUYECKUX KOHCTPYKLUUN, NEKCUYECKUX
060pOTOB, LIEXOBLIX U XaHPOBbLIX TEPMUHOB:
1 |NONHBIN NMCbMEHHbI NepeBoa 3360,0
2 |cokpalweHHbI nucbMeHHbIn nepesog oT 30% po 50% obbvema 3600,0
TekcTa
3 | BBIBOPOYHbIN MMCbMEHHbLIN NEPEBOL, 3120,0
MepeBopa TEKCTa C PYCCKOro A3blka Ha MHOCTPaHHbIE SA3bIKU:
4 | NOMHbBIN MMCbMEHHbIN NepeBos, OJVH aBT. NIUCT 3840,0
TepMmuHonorudyeckass pabota npu  BbLINOSTHEHUM MUCBMEHHOIO
nepesoja:
5 |NOUCK OTMEYEHHbIX B OpuUrMHasne He3HaKOMbIX WS HEMOHATHbLbIX | OO4WH TEPMMUH, 1500,0
TEPMMHOB WM COKpaLleHW B CNoBapHO-CMpaBOYHOW nuTepaType; OAHO
nogbopka COOTBETCTBYHOLLETO TEPMUHY 3KBMBAmNEHTa,| COKpalleHune
paclumMdpoBKa CoOKpaLleHni
KoHcynbTaums nepeBogymka co cneyuanmctamu:
6 |BbIICHEHME NPaBUNBLHOMO WU3MNOXEHWS YacTelm TekcTta Mo oHa 2700,0
Maro3HakoOMoOW TemaTuke; YTOYHEeHME COOTBETCTBUS nepeBoda| KOHCynbTauus
opuruHany
CoctaBneHune 6mMbnmnorpadn4eckoro onncaHus:
7 |cocTtaBneHue dbubnuorpaduryeckoro onMcaHnsa nepesoaa OHO onuncaHue 720,0
AHanuMs 1 BHeceHMEe W3MEHEeHUW B TEeKCT nepesBoga nocrne
pacneyaTku:
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8 |npoBepka nNpaBUSILHOCTM PaCMOSIOXKEHUA OTNevyaTaHHOro TeKCTa;| OAVH aBT. NUCT 240,0
CBepka C pyKOMuCblo; NpaBka

TexHun4yeckoe ochopmneHne NnepeBoaoB:

9 |BHeceHMe B TeKCT nepeBoja CWUMBOMIOB W BCTaBOK Ha oJHO 3,0
WHOCTPaHHOM SA3blke BNUCbIBaHNE
10 |BHeceHue pucyHkoB, Tabnuu, dopmyn O[lHa BCTaBKa 4,0

NepeBo 3aronoBKoB cTaTen U JOKYMEHTOB:

11 |nepeBoOfg 1 3anuCb 3arosioBKOB OWH 3arosfioBoK 12,0

MpumeyaHue:

- HOpMbI BpEMeHU npeaycMaTpuBaloT BbINONTHEHWE NEPEBOOB C MHOCTPAHHOIO A3blKa UMW Ha MHOCTPAaHHbIN,
KOTOPbIN ¥ NepeBoaYMnKa ABNAETCH OCHOBHbIM (M0 06pa3oBaHUI0 UM NPUMEHEHNIO);

- NPV BbINOMHEHUM NEPEBOAOB C OPYrUX A3bIKOB UMW Ha Apyrne, MOMMMO OCHOBHOIO, K HOpMam BpPEMEHMU
npUMeHsieTCA NoBbILWakLWmnin KoaddhuumneHT 1,1.

3.21. PaboTta no BbiNycKy ManoTUpa)xHbIX n3gaHui cneumanbHbix popmaToB

Tabnuua 62
N HaumeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMU,
MWH.
1 2 3 4
BocnpoussegeHve NocKone4yaTHoro OOKyMeHTa B
penbedHo-To4e4YHOM hbopmaTe
PaboTta ¢ TEekCTOM MNIIOCKONEYaTHOro [OKYMeHTa Ha OGymMakHOM
UNn 3NEKTPOHHOM HOocUTEre:
1 |KOMNBIOTEPHbIN HAbOP TEKCTa BPYUHYHO OfHa cTpaHuua 20,0
(1800 - 2000
3HaKoB)
2 |ckaHMpOBaHMe 1 pacrno3HaBaHWe NIIoCKoNe4YaTHOro TekcTa ofHa cTpaHuua 4,0
(1800 - 2000
3HaKoB)
3 |3arpyska harna c nnockonevyaTtHbIM JOKYMEHTOM B KOMMbIOTEP OfHa cTpaHuua 0,5
(1800 - 2000
3HaKoB)
4 | 4yTeHue nnockorneyaTHOro TekcTa 1 BHeceHne ucnpasneHuni OflHa cTpaHuua 50
(1800 - 2000
3HaKoB)
5 |uM3MeHeHne TekcTa wu3 dopmMata [OKYMEHTa B ONEKTPOHHbIM | OA4Ha CTpaHuua 1,0
dopmart (1800 - 2000
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3HaKoB)
6 |uTeHne KOHBEPTMPOBAHHOIO TEKCTA; BHECEHME UCnNpaBneHni OflHa cTpaHuua 7,0
(1800 - 2000
3HaKoB)
7 |npuBedeHWe TeKkcTa B COOTBETCTBME MpaBunamMm nucbMa no| OAHa cTpaHuua 13 MuH.
cucteme bpains (26 cTpok x 30 3HaKoB) (1800 - 2000
3HaKoB)
PacctaHoBka NopsiAKOBbIX HOMEPOB CTPaHUL:
8 |B aBTOMaTM3MPOBaAHHOM peXume OfHa onepauus 0,5
9 |nocTpaHn4Hasi paccTaHOBKa B PyYHOM pexunme OfHa cTpaHuua 1,0
10 |BbIBOL TekcTa Ha  OpanneBckMW  MNpuUHTEpP;  pacnevarka OOVH nuct 2,0
(OBYXCTOPOHHSASA)
PaboTa c nnockoneyaTHOM HOTHOW 3aMMUChIO:
11 |koMnNblOTEPHBIN Habop (C NnucTa) HOTHOW 3anMcyM NO CUCTEME | OfHa CTpaHuua 40,0
Bpanns BpyyHyto
12 |ckaHMpoOBaHME U pacno3HaBaHWe Ha crneuuanbHOM GpanneBcKOM | OfHa CTpaHuua 3,0
CKaHepe
lMpoBepka HOTHOW 3anucy, BHECEHUE NCTPaBNEHNN: OfiHa cTpaHuua
13 | HOTHasa 3anucb, HabpaHHasa BPY4HYHO 60,0
14 |HOTHasa 3anucb, NOSly4eHHasi Co ckaHepa 20,0
15 |npuBegeHne HOTHOM 3anucyu B COOTBETCTBME MNpaBuiiaMm 3anmcu| ogHa cTpaHuua 15,0
HOT no cucteme bpains (26 cTpok x 32 3Haka)
PacctaHoBka NopsaKOBbIX HOMEPOB CTPaHMLL:
16 |B aBTOMaTU3UPOBAHHOM peXume OfHa onepauus 0,5
17 |nocTpaHuM4Has paccTaHOBKa B Py4YHOM pexume ofHa cTpaHuua 1,0
18 |BbIBOA HOTHOW 3anvcy Ha GpanneBCcKUn MPUHTEP; pacnevyaTka OfHa cTpaHuua 0,7
CosgaHune nnockonevyaTHOM 00MNOXKM
KomnbloTepHbIn Habop TekcTa BPY4HYIO: ofHa o6noxka
19 | Tpu anemeHTa onucaHus (aBTop, 3arnaBue, BbIXOAHbIE AAHHbIE) 3,0
20 |uyeTblpe 1 Bonee aNeMeHTOB ONUcaHus 4,0
21 |ckaHMpOBaHMWe 1 pacno3HaBaHWe TekcTa ofHa obnoxka 3,0
22 | BHeceHue ucnpasneHui u gopmaTupoBaHme ofiHa 06noxka 3,0
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[nsanH 06noxXKu: ogHa obrnoxka
23 | 6e3 nnnioctpauun 1,0
24 | c nnncTpaumamm 2,0
25 | BbIBOA OBMNOXKM Ha NPUHTEP; pacnevaTka OfiHa cTpaHuua 1,0
CosgaHne nuueBor M OBOPOTHOM CTOPOH MIIOCKOMEYATHOro
TUTYSBHOrO NiUCTa:
26 |KOMMbOTEPHBIN HABOp TEKCTa BPYUHYIO OQVH TUTYMbHbIN 10,0
nmct
27 |ckaHMpOBaHMWe M pacno3HaBaHne TekcTa OAWH TUTYMbHbIN 6,0
nmct
28 | BHeceHue vcnpasfieHun u oopmaTupoBaHue OAWH TUTYMbHbIN 6,0
nuet
29 |paspaboTka AmsariHa TUTYNbHOro NucTa OQVH TUTYMbHbIN 1,0
nmct
30 |BbIBOA TUTYNBHOMO NMUCTa Ha NPUHTEP OAWH NNCT 2,0
CosgaHne nuueBo U OBOPOTHOM CTOPOH penbedHO-TOYEYHOro
TUTYMNBHOrO NUCTa:
31 | KOMMbHOTEPHbBI HAbOPp TEKCTa BPYYHYIO OAWH TUTYMbHbIN 10,0
et
32 | ckaHMpoOBaHMe 1 pacno3HaBaHWe NIIOCKONeYaTHOro TeKcTa OQVH TUTYMbHbIN 6,0
nmct
33 | BHeceHue ncnpasneHuin OAWH TUTYMbHbIN 6,0
nmct
34 |n3MeHeHMe TekcTa u3 dopmMata [OKYMEHTa B 9NEKTPOHHbIN | OAHa onepaums 1,0
copmaTt
35 |4TeHune KOHBEPTUPOBAHHOIO TEKCTA; BHECEHME UCMPaBIeHUi OfiHa cTpaHuua 2,0
36 |npuBedeHne TekcTa B COOTBETCTBME C MpaBunaMy nucbMa Mo | OAHa cTpaHuua 6,0
cucteme bpaiins (26 ctpok x 30 3HaKoB)
37 |BbIBOA TEKCTa Ha BpanneBcku NpUHTEP OAWH NUCT 2,0
BocnpownsseaeHue nrocKone4yaTHomn unncTpaumm B
penbedHo-rpacpmnyeckom gopmare:
38 | ckaHMpoBaHMe NnockonevYaTHoOW unncTpaumm ogHa 1,0
unncTpaLms
O6paboTka nnnicrpayuu: ofHa
UnncTpaLms
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39 | obpaboTka roToBOro KOHTypa 10,0
40 |cosgaHue HOBOro KOHTYpa 60,0
41 | bopmaTMpoBaHmMe NockonevyaTHoOM UnncTpawmm ofHa 2,0
unrcTpaums
42 | BbIBOA MOCKOMNEYaTHON NNMCTPaLMM Ha NMPUHTEP oHa 1,0
UnncTpaLms
MepeBog nrocKone4yaTHomn unncTpaymm Ha ogHa
penbedoobpasytoLyto bymary: nnncTpaumns
43 |c oaHOKpaTHbIM MPOMYCKOM M300paXeHus Yepes HarpeBaTenbHoOe 15
YCTPOWCTBO
44 |c OByKpaTHbIM MPONYCKOM M306paxeHns vyepes HarpeBaTenbHoe 3,0
YCTPOWCTBO
MepenneT OOKYMEHTOB, BOCMPOU3BEAEHHLIX peribeHO-TOYEYHbIM
wpudTom:
45 | namMnHMpoBaHMe 0BITOXKM oaHa obnoxka 6,0
46 |py4dHasi nuctonogbopka ofHa 2,0
nnctonoabopka
47 | dbanbLoBKa pyyHas oavH 6nok (10 0,3
nucToB)
48 |BblpaBHMBaHWE N 0bpeska Kpasi CTpaHULb OfHa onepauus 0,3
KpenneHue cTtpaHuL; OLVH LOKYMEHT
49 | pBYMS CKpenkamu 0,3
50 | Ha NNacTMKOBOW MPY>XUHE 4,0
51 |TepmokneeBoe KpenneHue 6,0
52 |xecTkas kapToHHass o06noxka C OyMaXHbIMWU MOKPOBHbLIMU 60,0
CTOPOHKaMu 1 NPOLUMBHBLIMUW KOpEeLLKaMu
BocnpoussegeHne nnockonevyaTtHoro [AOKYMEHTa B 3BYKOBOM
dopmaTe
MpeaBaputenbHasa pabota Hag TEKCTOM: 1000 3HakoB
53 | XyAOXeCTBEHHbIN TEKCT 5,0
54 |TexHuyeckun W Opyrue creuuanbHble TeKCTbl (MaTemaTuka, 10,0
MeauLMHa, XMMUs)
MpounTbiBaHWE TEKCTa Ha KOMMbIOTEPE B CTYAUMHBLIX YCNOBUSX CO 1000 3HakoB
3BYKOPEXNCCEPOM:
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55 | XyOoXeCTBEHHbIN TEKCT 4,0

56 |TexHudyeckuid u [gpyrme cneumarnbHble TeKCTbl (MaTeMaTuka,
MeauUmMHa, XUMUS)

57 |nepesanucb HauMTaHHOIO TeKCTa Ha koMmmnbloTep (oumdpoBka| oaHA OOPOXKKa 50,0
3BYyKa) C aHaIroroBoro MCTOYHUKa B pearibHOM BpEMEHHU

58 |obpaboTka Ha4YMTaAHHOrO TEKCTa Ha KOMMbOTEpPE ofHa JOopoXKa 15

59 | KoHTponb 06paboTaHHOM 3anMcK Ha KOMMbIOTEPE OfiHa [OpOXKKa 50,0
BocnpowussegeHue 03By4E€HHOro TEKCTa C KOMMNbiOTEpa: OlHa JOpOoXKKa

60 |Ha KOMMakT-KacceTy B peasibHOM BPEMEHM 50,0

61 |Ha amck 10,0

62 | My3blKanbHO-TaMepHoe 0YopMIIeHNe 3ByKO3anucu OfHa JOpPOXKa 50,0

KpaTHOG BocnpousseneHne O3BYY€HHbIX LOOKYMEHTOB Ha
aygunokacceThbl:

63 |noagroToBka MaTepuanoB K BOCMpou3BedeHMi0 (pacnakoBka| ofHa kacceTa 4,0
ayauokacceT, nepeMoTka, pasmarHuymBaHme)

64 |KpaTHOe BOCnpousBedeHne  ayguosanucen Ha  cTaHuuuM | ofHa onepaums 3,0
CKOPOCTHOrO Ay6rnMpoBaHusi ayamokacceT (KOMMbTep - kacceTa)

65 |KpaTHOoe BoOCMpou3BedeHWE ayauo3anucen Ha crneuvanbHOM | ofHa onepaums 50
obopynoBaHun (kacceta - Kacceta) B 3aBMCUMOCTM  OT
TEXHUYECKOro OCHaLLeHNs

66 |KpaTHOe BOCMpPOM3BEAEHWE ayauo3anucen Ha cneyuwanbHOM | OdHa onepaums 5,0
obopynoBaHun (kaTywka - KacceTa) B  3aBMCUMOCTM  OT
TEXHUYECKOro OCHaLLEeHUs

67 |npoBepka kayecTBa Konum OfHa KacceTa 5,0

Oq)OpMJ'IeHMe ayagunokacceT, OnTU4YeCKnx ANCKOB U KOHTeVIHepOB

68 |co3gaHue wnaeHTMduKaTopa, onpegenstowero npUHaanNeXxXHocTb OOVH 3,0
KacceTbl K OOKYMEHTY, B MSIOCKOMEYaTHOM U penbedHO-TOYEYHOM | naeHTndukaTop
BapuaHTax; HaKnemBaHue Ha kacceTty

69 |co3gaHue nnockone4yaTHom 3TUKETKM  ONnA  JOKYMeHTa,| OAHa 3TUKeTKa 6,0
3anucaHHOro Ha ayauokaccetax (Habop TekcTa, BbIBO4 Ha
OpanneBckuii NpuUHTEp, pacneyaTtka, paspesaHue No 3ajaHHOMY
pa3mepy, HakneMBaHWe Ha KOHTEHEP)

70 |co3gaHue penbedHO-TOYEYHOM STUKETKM [ONns  AOKYMEHTa, | ofHa 3TUKEeTKa 9,0
3anuncaHHoro Ha ayavokacceTax (Habop TekcTa, AusaiiH, BbiBod Ha
NpuHTEp, pacrevyaTtka, paspesaHve Mo 3adaHHOMy pasmepy,
HaKnenBaHne Ha BHYTPEHHIOK CTOPOHY KPbILLKW KOHTeHepa)

71 |packnagka ayamokacceT Mo KOMMeKTaM/KoHTenHepam OfHa ornepauus 1,0

KoucyanaHTﬂmoc www.consultant.ru CrpaHuua 146 ns 224

HafeXHasa npaBoBas noaAepXXkKa


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

Mpuka3 MuHkynbTYpbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM Tpyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[lokyMeHT npepoctasneH KoHcynbTaHTl0C

[aTta coxpaHenus: 21.05.2015

co3gaHue 3TUKETKMN Ha OUCKe:
72 |BBOO B KOMMbIOTEP OCHOBHbLIX CBEAEHWA O [OOKyMeHTe (aBTop,| OAMH LOKYMEHT 50
3arnasue) B cneunann3npoBaHHOW nporpammMe
73 | BbIBOA Ha NpUHTEP C byHKUMEen "nevatb Ha gnckax", pacnedyartka OfHa onepauus 2,0
74 |cosgaHne  NNOCKOMeYaTHOW  KOHTEMHEePHOW  3TUKEeTKM  Ansi| OfHa aTuKeTKa 8,0
OOKYMeHTa, 3anucaHHoro Ha amncke (Habop Tekcta, hopmMupoBaHme
Ov3anHa, BbIBOA4 Ha MPUHTEp, pacnevyaTka, paspesaHue no
3agaHHOMY pa3mepy, pa3MelleHne Ha BHELIHEN CTOPOHE KPbILIKM
KOHTEeNHepa)
75 |co3gaHue penbedHO-TOYEYHONM KOHTEMHEPHOM OTUMKETKM [Ansi| ogHa STUKETKa 10,0
OOKYMeHTa, 3anucaHHoro Ha pgucke (Habop TekcTa, BbIBO4 Ha
OpanneBckuii NpUHTEp, pacneyaTtka, paspesaHue No 3ajaHHOMY
pasvepy, pasMmelleHMe Ha BHYTPEHHEW CTOPOHE  KPbILUKK
KOHTEenHepa)
ApxuBauusi 03By4EeHHbIX JOKYMEHTOB:
76 |obpaboTka maTepmana ans KOHBEPTUPOBAHUSA OfiHa [OpOXKKa 30,0
77 |koHBepTMpoBaHue annos c¢opmata bBO AC B copmar| oaHa AOpOXKa 6,0
ayanoainoB B 3aBUCMMOCTU OT TEXHUYECKOrO OCHaLLeHNs
78 | nepeHoC apxuBa Ha cepBep OfHa JOpPOXKa 6,0
3.22. ObcnyxuBaHWe yaaneHHbIX nons3osaTenen
Tabnuuya 63
N HaumeHoBaHwWe npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n n3mepeHust BPEMEHMU,
MWH.
1 2 3 4
Pernctpauus nonb3oBaTtenien B pexxmme OHMarH:
1 |npoBepka 3anucu nornb3oBatens B Gubnuoreky oavH 2,0
nons3oBarternb
2 |obpaboTtka n BBOA hamMunUK, UMEHKU, OTYECTBA MONbL30BATENS U OOVH 5,0
ajpeca ero afieKTPOHHOM NoYThI AMEKTPOHHbIN
dopmynsp
3 |cocTaBneHwe nucbMa C ykazaHuWeM NorMHa U CreHepmpoBaHHOMoO OlHO 50
CUCTEMOW Maponsd, MPUKPEnneHne MWHCTPYKUMU MOMb30BaHWS M| 3MNEKTPOHHOe
OTMNpaBKa ero Mo 3NIEKTPOHHOW NoYTe NOMb30BaTENo nMcbMo
O6cnyxunBaHWe Nonb3oBaTenemn B pexvme OHMNamH:
4 | KOHCYnbTauus no WCMONb30BaHNIO WUHTEepPaKTUBHOM B ogHa 10,0
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"roBOpALLNX" KHUM C KPUNTO3aLLUTON KOHCYynbTauuns

5 |conpoBoxaeHune BUPTyanbHOW KHUroBbldauyun: ¢opmMupoBaHue O[VH 3aKa3 15,0
3aKasa Ha BUPTYyaribHOW KHUXHOW NOmnKe

6 |Bbirpy3ka M3 AC HOBbIX MOCTYMNIIEHUI 3a ONpeferieHHbI nepuon| oauH chain B 10,0
BpemeHn B c¢opmate PYCMAPK n B BuAe ykasaTtens HOBbIX dopmarte
noctynneHui (YHM) PYCMAPK

OAWH hann B 12,0
copmaTte YHI

7 |pasmelleHve HOBbIX MOCTYMMEHUA [OOKYMEHTOB Ha calte| OAuH hann B 3,0
6mMbnuoTekn: cos3faHve 3arofloBka aHHOoTaLuMuM  npuKpenneHue dopmaTe
c¢anna (oB) PYCMAPK

OAWH hann B 3,0
copmaTte YHIT

8 |paccbinka MO 3MEeKTPOHHOW noyTe yAaneHHbIM Monb3oBaTensm OflHO 3,0
WMHpopMaLMM O HOBbIX MOCTYMNNEHNAX JOKYMEHTOB 3NEeKTPOHHOE

nMcbMo

9 |unHOpMaLMOHHOE COMPOBOXAEHME calTa, nopTana u cTpaHuy B OflHO 3,0
coumanbHbIX ceTsax: cosgaHue 3aronoBka aHHoTauum coobueHue
npukpenneHne gannos

4. TunoBble oTpacneBble HOpMbI TpyAa Ha paboThl,
BbINOSHAEMbIE B AETCKMX, OHOLLIECKUX Bubnuotekax, B Gubnmortekax
Hay4yHo-uccneposatenscknx MHcTUTyToB (HNW), obpasosBaTenbHbIX
yupexaeHun (6e3 ncnonb3oBaHMs aBTOMaTU3MPOBaHHbLIX CUCTEM
yrpaBneHusa npoueccamu)
4.1. KomnnektoBaHue 6ubnmnoTeyHoro ooHaa
Tabnuua 64
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n N3MepeHns BpEMEHW,
MWH.

1 2 3 4
TekyLee KomnrekToBaHne 6ubnuorteyHoro oHaa:

1 |nNpoCMOTpP KHUrOM3OaTEeNbCKOW N KHUrOTOProBon UHopmMaLumm (1 npanc 8000 980.0

HavMeHOBaHNi)

2 |ycTaHoBneHMe Tembl U BuAa OOKYMeHTa, nognexawiero otoopy;| (1 npanc 8000 2.0
BbISICHEHME HEOOX0OUMOCTHM NpUobpeTeHs HanMeHOBaHWI)
OnpepeneHne ak3eMNnspHOCTU 3aKasa: (1 npawnc 8000

HanMeHOBaHWI)
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3 | Anga nogpasgeneHunin 0,5
4 | ang 6ubnnoTekun B LLENOM 1,0
odoopMIieHME 3aKa3a; YyKasaHuMe SK3EeMMIIAPHOCTU, CTOUMOCTM OAWH 3aKas 1,0

3akasa, gatbl

Konn4yecTtBo 3aka3aHHbIX Ha3BaHWN:;

5 [1-15 15,0
6 |16-25 25,0
7 126-75 75,0
8 |76-100 100,0
9 | odhopmneHne 3akasa Ha BbIMUCKY 3apyOeXXHbIX AOKYMEHTOB OAWH JOKYMEHT 100,0
10 |nogrotoBka crnuncka OOKYMEHTOB, npegnaraemMbix K| OOHO Ha3BaHue 26,0

MeXayHapogHoOMy KHI/IFOO6MeHy; CBepKa CNMUcKa C Katariorom

11 |cocTaBneHne KapToukM AN KapTOTEKW opraHuM3aunn-napTHEPOB;| OfHa KapTouyka 1,0
yKasaHue HasBaHus opraHusauuin, agpeca, Ha3BaHuA
obMeHVBaeMbIX OKYMEHTOB

Pabota B AC:
12 |BBOQ 3aka3a TekyLlero KomnnekrosaHusi B 6asy gaHHbix AC OAVH 3aKa3 5,0
13 | pegakTupoBaHue BBEAEHHbIX B 0a3y AaHHbIX CBEAEHWI O 3akase; OVH 3aKas 30,0

BbIBOA Ha 3KpaH; BHECEHWE N3MEHEHWI

14 |BblBOA4 Ha MPUHTEP [aHHbIX TEKYyLIero KOMMMEeKTOBaHus; OOWH 3aKa3 1,6
pacneyatka

BeJeHWne KapToTeKn TeKyLlero KoMmrnriekrosaHuna

15 |cocTaBrneHne KapTO4KM, YKasaHue aBTOpa, 3arnaBusd, BbIXOAHbIX| OAHa KapTOo4Ka 0,5
OaHHbIX, HOMepa B U3aTesIbCKOM nriaHe

16 |nepeHeceHMe cCBedeHUM O 3aka3e Ha KapTOYKW; YyKasaHue | ofHa KapTouyka 0,3
3K3eMMMSApPHOCTM  3aKasa, pacrnpegeneHve Mo  CTPYKTYPHbIM
nogpasgeneHnam

17 |paspesaHne wmnsgaTesibCKMX MNIaHoB, pacrnedvatka AN KapTOTEeKW | OAHa KapToyka 15
TEeKyLlero KOMMMEKTOBaHUS, HaknemBaHMe Ha KaTanoXHYyHo
KapTOYKu

18 |nogbop kapTouku no andaBuTy ONs pacCTaHOBKWM B KapTOTEKy| OAHa kapToyka 0,5

TeKyLlero KomnriekrosaHua

19 |paccTaHoOBKa KapTOYkuM B andasuTe haMmunnun aBToOpOB, 3arfaBuin| ofHa KapTouyka 0,4
B KAPTOTEKY TEKYLLEro KOMMNIeKToBaHns

O(*)OpMJ'IeHI/Ie noanncKkn Ha nepunognyeckne n3gaHua:
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20 | npocmoTp kaTanora "PocnevyaTtn”, oTOOp Ha3BaHUsA NEPUOANYECKUX | OAHO Ha3BaHue 0,8
nsgaHnin ansa noanucku

21 |cbop 3asABkM OT nogpasgeneHun GmbnuoTeknm OnNst NOAMUCKM Ha| oOfHa 3asiBka 15
nepuoanyeckne n3gaHus

22 |cBepka pacrneyaTkm ClMCKOB YCMOBHO 3aKasaHHbIX Nepnoguyeckux | OgHO HasBaHue 1,04
M3gaHMA C KapTOTEKOW 3aKkas3oB, BHECEHME W3MEHeHUs B
pacneyaTkn CrmMCcKoB

23 |cBepka 3akasa Tekywero roga Ha nepuoguvecknme usgaHma C| O4HO HasBaHue 0,2
noanuckon npeablgyllero roga Ans BbISBMEHUS W3MEHeHWh B
Ha3BaHUAX; BHECEHWE OTMETOK

24 | cBepka BbIXOAHbIX AaHHbIX BMEpBble 3aKka3blBaeMbIX 3apy0exHbIX| Ha OawH roa 80,0
nepuoanyecknx n3gaHum ¢ bmbnuorpaduyeckumMmm cnpaBoYHUKaMu
1 opyrumum MHAOPMaLNOHHBIMU UCTOYHUKaMM

25 | oopMneHne 3akasa Ha NoAnucKy; NoacyeT CTOMMOCTU NOLMMUCKM OVH 3aKa3s 30,0
C y4yeToM [J0OCTaBKW, 3anofiHeHWEe KBUTaHUMM aboHeMeHTa Ha
nepuoanyeckoe nsgaHune

26 |cocTaBfieHMe pPerucTpauuoHHOM  KapTOuKM  ANA  KapTOTEeKM | OAHa KapTouka 0,5
nepuoanyecknx U3daHumn; MpOCTaBNEHWEe Ha KapToyke WHAeEeKca,
roga, nepmoanyYHOCTU, UCTOYHUKA MOCTYMMNEHUS
Pa6bota B AC:

27 |BBOQ 3aKa3a Ha nepuoauyeckne nsgaHus B 6asy gaHHbIX OfHa KapTouyka 10,0

28 | BbIBOA Ha 3KpaH perncTpaunoHHO KapToUkK; pacrneyaTka OflHa KapTouyKa 1,0

29 | KOppeKTUpOBKa 3akasa: BbIBOA Ha 3KpaH CnMcKa nepuoanyeckux OAHO 0,3
n3gaHuim; BHECEHNE N3MeHEeHUM HauMeHoBaHve
Mepenucka ¢ KHUrOTOProBbIMU opraHusaumnsamm "
n3gaTtenbcTtBamu, bubnmotekamu:

30 |coctaBneHune, Habop TekcTa nucbMa (3anpoca, npeTeH3un),| OAHO MUCbMO 60,0
perncTpaumsi B KHUre MUCXoOsLMX [OOKYMEHTOB (nNpocTaBrneHue
JaTtbl, NOPsSiAKOBOrO  HOMepa, YKa3aHWe  HauMMeHOBaHWs
opraHusauum, KpaTKoro coaepxaHus nnucbma)

31 |odopmrieHne 3akasa "KHura - noytom", oOTnpaBka 3akasa B OAWH 3aKas 3,1
mMarasuH, obMeHHble poHAbI
[okomnnekTroBaHue 6MbnmnoTedHoro oHaa:

32 |nonyyeHne 3asiBKM Ha  MpuobpeTeHMe  OOKYMEHTOB  OT| OfHa 3asBka 0,3
nogpasgeneHun.

33 |coctaBneHune 6ubnuorpadunyeckon 3anncu; ykasaHue KornvyecTsa| ofHa KapTouka 3,0
3K3eMMMspoB 1 CUrnbl noapasaeneHui

34 | BKIHOYEHUE 3a8BKN B KapTOTEKY JOKOMIMNIIEKTOBaHMUSA o[jHa KapTouyka 0,26
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35 |npocMOTp KapTOTeKM HeyaooBfEeTBOPEHHOr0 Cnpoca; aHanuM3| OAVH OOKYMEHT 3,0
OTKa30B ANs BbISIBIIEHWS OTCYTCTBYIOLUX JOKYMEHTOB, BKITHOYEHNE
B KAPTOTEKY AOKOMMMEKTOBaHMWS

OTtbop [OOKYMEHTOB n3 OOMEHHbIX ¢oHAOB 6MOGNMOTEK And
OOKOMMIIEKTOBaHWS

MpocMOTP CMMCKOB, KapTOTeK, KaTanoroB OOMeHHbIX OHOOB| OAMH AOKYMEHT
6UGnMnoTek, oTGOP HYXKHbIX AOKYMEHTOB, CBEpKka C katanoramu u
KapToTekamMmu CcBoel OWUBNMOTEeKM; cocTaBreHWe Cchucka Ha
[OKYMEHTbI, 0TOGpaHHbIe B 0GMEHHOM dhoHAae

Konnyectso OOKYMEHTOB, BKIMKOYEHHbIX B CMUCKA:

36 |1 50
37 |2-10 7,8
38 |11-25 16,0
39 [26-50 32,0

CocraBneHue onepaTtuBHOro (TeKyLLI,eFO) nnaHa KOMMNJIeKToBaHUA:

40 |onpegeneHve meponpuaTuim no opMmpoBaHmnio eguHoro ¢oHaa OAWH NNaH 480,0
Ha TEeKyLWIA rod, OTBETCTBEHHbIX UCMNOMHUTENEN, KONMYECTBEHHbIX
nokasatenem obbema doHga (mocTynneHue,  BblbbITHE),
OTpacneBoro coctaBa, UCTOYHUKOB NOCTYMNMEHUS, CMETbl PacX0OL0B

OdopmneHne nnaHa KOMMIeKToBaHMs B oopme:

41 |Tabnuy oAdHa Tabnuua 2,6

42 |KapTOTEKM OfHa KapTouyka 2,6
Pabota B AC:

43 |BBOA MraHa KOMMNEKToBaHUA B 6a3y gaHHbix AC OOWH NnaH 1,1

44 |koppekTupoBka 6a3bl [aHHbIX; BbIBOA Ha 93KpaH; BHECeHWe | OOUH JOKYMEHT 30,0
NU3MeHeHUn

4.2. MNpuem 1 y4eT NOCTYNMBLLUX JOKYMEHTOB

Tabnuua 65
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n n3mepeHuns BpeMEeHWU,
MUH.
1 2 3 4
Mpvem [OOKYMEHTOB, MNOCTYNUBLUMX C  COMPOBOAMTENbHbLIM
OOKYMEHTOM
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Mprvem [OKYMEHTOB MO COMPOBOAUTESIbHBIM MaTtepuanam (CyeT,
HaknagHasi, Konvsl Yyeka, akT), noabopka Mx no andaBuTy aBTOPOB
WM 3arnaBuii,  9KCMEAMUMOHHBIM  HOMepam, CcBepka C
conpoBoaUTENbHLIMU  AOKYMEHTaMK, MpoCTaBfieHne LeHbl Ha
n3gaHuM, NoAcyeT Yncna 3K3eMMApoB, o6Le CTOMMOCTH

ofHa napTus

KonunyectBo JOKYMEHTOB B NapTum:

1

4,0

2-50

8,9

51 - 250

43,3

Mpnem OOKYMEHTOB,
OOKYMEHTOB:

NOCTYyNMUBLUNX be3 conpoBoanTeSibHbIX

noabop [AOKYMEHTOB Mo andasuty Qammnun aBTOpPOB UMK
3arnasui; npoBepka Ha Ay6neTHOCTb;, MpoBeAeHMEe OLEHKU
JOKYMEHTOB; COCTaBneHMe akta Ha nprem JOKYMEHTOB

OAOWH OOKYMEHT,
OOWNH aKT

3,1

Konnyectso OOKYMEHTOB, BKITHOYEHHbIX B aKT:

0,36

2,1

3,7

NpOCTaHOBKa LUTEMNEeNa Ha TUTYNbHOM NUCTe U Ha 17-1 CTpaHuue
OOKyMeHTa

OOWH OOKYMEHT

0,5

CBepka nocCctynuBwlnxX OOKYMEHTOB C
KOMnMJieKToBaHuA

KapTOTEeKOW TekyLlero

MOUCK KapTO4YKM B KapTOTEKe TeKyLlero KOMNIEeKToOBaHUA, CBEpKa
KapTO4YKM C OOKYMEHTOM, BHECEHNE OTMETOK

OONH OOKYMEHT

3,0

10

oT6Op NepBoOro ak3emnsipa, BIIOXKEHNe KapTOYKU B JOKYMEHT

OOWH OOKYMEHT

0,5

11

NOCTaHOBKa KapTo4kuM 3a pasgenutens "BbinonHeHHble 3akasbl”

ofiHa KapTouka

0,3

Pabota B AC:

12

npoeepka Ha Oy6rneTHOCTb MOCTYNUBLUMX U3aaHuii B 6ase AaHHbIX
AC

OONH OOKYMEHT

1,0

13

perncTpaumsi HoBbIX MOCTYMNNeHn B 6ase aaHHbIx AC

OOWH OOKYMEHT

3,0

Mprem 1 perncTpaums XypHaros 1 raser:

14

noabop >KypHamoB W raseT no andaBuTy Has3BaHWA, MOUCK
perncTpaumMoHHOW KapTOYKM B KapTOTEKe MOAMUCHBLIX M3OaHun,
OTMeTKa HoMepa, AaTbl NOMyYeHUs N3gaHus

OOWH OOKYMEHT

2,0

15

NPOCTaHOBKa LUTEMNENA Ha XypHarne

OAWH XypHan

0,1
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16 |npocTaHOBKa LUTEMNENs Ha raseTte oHa raseTa 0,5
Benenue "Knurn cymmapHoro ydyeta":
pa3bop [OOKYMEHTOB MO Bugam, OTpacnsiM 3HaHWM, $A3blkaM, | OAWH AOKYMEHT 2,0
noacyeT yucra AOKYMEHTOB, 3anucb pesynbTaToB nogcyera Mo
YCTaHOBMEHHOM (bopMe B KHUIY CYMMapHOro yyeta
KonuyecTtBo AOKYMEHTOB B NapTUM NOCTYMNNEHUN:
17 |1 2,0
18 [2-50 6,8
19 |51-250 42,0
20 |BBOA cTaTtucTUyeckux AaHHbIxX "KHurm cymmapHoro yyeta" B 6a3y| opaHa naptus 3,0
JaHHbix AC
21 |noacyeT NOCTPaHUYHO MO MO3UUUAM AaHHbIX KHUrM cymmapHOro| opHa nosvumsi 3,2
yyeTa, NepeHeceHne TOroB Ha CreayoLLyi0 CTpaHuLy
22 |cBepka UHAHCOBLIX [AOKYMEHTOB oOTAeNna C (UHAHCOBLIMW | OA4VH OOKYMEHT 5,0
OOKyMeHTamu Byxrantepun
23 | ocbopmMneHrMe conpoBOAUTENBHOrO AOKYMEHTa (CYeT, HaknagHasi,| OAMH LOKYMEHT 3,0
aKkT) Ang nepefaydn B 6yxrantepuio
24 |oOpMSIeHMe  WHBEHTAPHOW  KHUIMKM,  HyMepauuss  JIMCTOB, | ofHa CTpaHuua 0,88
npocTaBreHne Homepa B MHBEHTAapHOW KHUre
25 |3anucb OOKYMEHTOB MO YCTAHOBMEHHOW hOpMe B WHBEHTAPHYHO | OAMH LOKYMEHT 0,88
KHUrYy, NPOCTaBNeHNe NHBEHTAPHOro HOMepa Ha JOKYMEHTe
26 |npoBefeHVe WHOMBUAYaANbHOMO y4veTa [OKYMEHTa MO aKTOBOW | OA4MH OOKYMEHT 3,0
cucTeme, NpocTaBrieHNne NHBEHTApPHOro HoMepa Ha JOKYMEHTe
27 |npoBefeHwe UHOMBMAOYaArbHOrO yyeta C NpUMEHEHUEM YYeTHOro| ofHa KapTouka 3,0
KaTtanora; cocTaBrieHne 6mbnuorpadunyeckoro onucaHus
OOKYMeHTa, YyKasaHue UeHbl, WHBEHTapHOro Homepa, roga
NOCTYNNEeHns, HoMepa 3anucu B KHUre CyMMapHOro y4veta, yucna
NOCTYNUBLUNX 3K3eMnnsapos, nx pacnpegerneHuve no
noapasaeneHnsm
28 |3anucb B XXypHane perncrpauuMm KapTovek Y4YeTHOro kaTtanora| oOJHa 3anucb 1,0
WHBEHTapHOro HoMepa, NepBOoro criosa 3arnasus
29 | npocTaHOBKa MHBEHTApPHOro HOMepa Ha AOKYMeHTe OLVH JOKYMEHT 2,6
30 |perucTpaums naTeHTOB B HyMepaLNOHHON KHUre OAWH OOKYMEHT 0,3
31 |nony4yeHve aKkTOB Ha BbIObIBLUME [OOKYMEHTbl OT CTPYKTYPHbIX OVH aKT 1,0
nogpasgeneHunii, BHeceHue 3anucu B KHure cymmapHoro ydyeta
(2-9 yacTb), NpocTaBneHne HoMepa akTa
32 | MCKNIoYeHne JOKYMEHTa No akTy U3 y4eTHbIX hopm OAWH OOKYMEHT 3,0
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33 | ucknioveHme BbIObIBLLMX AOKYMEHTOB 13 6a3bl AaHHbIX AC OAWH OOKYMEHT 2,0

34 |noralleHne WHBEHTApPHOro Homepa W wWTemMnens 6ubnuoTekn Ha | OAWH AOKYMEHT 0,3
OOKYMeHTe

35 |nogLwmBKa akToB OAWH OOKYMEHT 3,0

MpumeyaHune: npu paboTe C JOKYMEHTaMM Ha MHOCTPAaHHbIX S3blkax K HOPME BPEMEHU MNPUMEHSIETCS
noBbILwatoLwmn koapguumneHT 1,15.

4.3. bubnuoteyHas ob6paboTka 4okyMeHTOB. OpraHusauus 1 BefieHne KaTanoros

Tabnuua 66
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mMepeHns BPEMEHM,
MWH.

1 2 3 4
PaboTta ¢ ne4yaTHOW KapTOYKON:

1 |pa3bopka koMMnreKkTa neyaTHbIX KapTo4yek OfHa KapTouyka 0,42

2 |nogbopka nevaTHbIX KapToyek no andasuty amMmunui aBTOpPOB| OAHA KapToyka 0,36
UNu 3arnaeBuvin ANs pacCTaHOBKN B CNy>XKeBHY0 KapToTeky

3 | paccTaHoBKa KapTOYeK B Cry)KeOHYIO KapTOTeKy OfHa KapTouyka 0,36

4 |nogbopka nevaTHbIX KApTOYEK K JOKYMEHTaM o[jHa KapTouyka 0,52
Ceepka NoCTyNMBLUNX OOKYMEHTOB C KaTaroramu:

5 |npoBepka no katanory nMOBTOPHOCTU OOKyMEHTa, MepeHeceHuMe C| ofHa KapTouka 1,9
KaTanoXXHowm KapToukmn 6ubnmnortevHoro wmndpa, NonHOro nHaekca

6 |mouck B crnykeOHOM Kkartariore CBOAHOrO OMucaHWsi, BHECEHWE | OAHa kapToyka 2,6
OTMETOK

7 |odopmMneHne neyaTHOM KapTOYKW, HanuMCaHWe WHBEHTAPHOrO| OAHa KapTo4ka 0,68
Homepa, Wwudpa 1 MHOM NHpopMaLmn
Mpunucka oybneTos:

8 |cBepka OokymMeHTa Ha  pgybneTtHocTb no  crnyXebHOMY| OAHO Ha3BaHue 0,94
andgaBUTHOMY, y4ETHOMY KaTanory

9 |npunuceiBaHve aoybneTta B KaTanor: NPoCTaBNeHWe UHBEHTAPHOro | OAHO Ha3BaHue 0,84
HOoMepa, nepeHeceHue Wwudpa Ha JOKYMEHT
Mpunncka NpogomKaroLMXCa U3gaHni:

10 |nouck B perucTpaumoHHOW KapTOTEKE KapTOYKM Ha W3gaHue,| OgHO Ha3BaHue 0,84
CBEpKa ee C OpuUrMHanom, BHeceHne BnbMOTEYHbIX OTMETOK
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11 |nownck B KaTanore KapTouex, oTMeTKa NOCTYMNMEeHUs | O4HO HasBaHwe 3,1
COOTBETCTBYIOLLEro  BbINycKka, MNPOCTaBNEeHWEe  WMHBEHTapHOro
Homepa, wudpa, BHeCEHWE ApYruX BUBNNOTEYHBIX OTMETOK

dopmupoBaHue bubnmnorpaduyeckon sanncu

CocTtaBneHne ocHoBHOM 6Gubnuorpadudeckon 3anMcu nNpu| OOHO Ha3BaHUE
OTCYTCTBMM MNEYaTHON KapTOYKM B [OKYMEHTE (O3HAKOMIIEHWE C
OOKYMEHTOM, COCTaBJIEHME OMNUCaHUs, BHeceHue OnbnMoTeYHbIX
OTMETOK)

KonnyecTtBo anemMeHTOB ONUcaHus:

12 |1-4 0,42
13 |5-6 5,2
14 |7-9 6,2
15 |10-13 7,2
16 |14 -19 8,2
17 |20-27 9,2
18 |cocTtaBneHne OCHOBHOW BmMbnuorpaduyeckon 3anncu ¢ NOMOLLbHO 20,0

MakeTa KapTO4KM, HaneyYyataHHOro B KHWUre; nNpocMoTp wu3aaHwuA,
CBepKa C MakeToM KapTo4kun, BHeCEHNE N3MEHEHNA U OOMNOJTHEHNA

19 |cocTtaBneHue nobaBoyHoro onuncanusa K OCHOBHOWM | OfHa KapToyka 1,9
BGmbnmorpaduyeckon anmcu

20 |o3HakoMmmeHune C [OOKYMEHTOM, COCTaBfieHMe aHanuUTU4eCKOW | OAMH LOKYMEHT 10,0
3anucu
21 |cocTaBrneHue CCbINIOYHOM KapTO4KM K OCHOBHOW | OfjHa KapTouyKa 0,52

onbnuorpaduyeckon 3anucu

PepaktupoBaHune 6ubnuorpagpuyeckon sanmcu:

22 | npoBepkKa NpaBuSIbHOCTU 3NIEMEHTOB 3anuMcKu Ha KapTo4dke OHa KapTo4ka 1,0

23 | odopMrieHMe KapTO4ku Ons OyOnmMpoBaHUSA Ha MHOXWUTENBbHOM | OdHa KapTouka 1.4
annaparte; NpOCTaBMeHUe WHOEKCOB, WKUAPOB, OMOMMOTEYHbIX
NMOMETOK, ONpeferieHre n yKkasaHne Tupaxa KapToyek

"pynnoBas o6paboTka JOKYMEHTOB

OT160p OOHOTUMHBLIX [OKYMEHTOB, MoAfexalmx [pPynrnoBOW | ofHa rpynna
00paboTke; cocTaBreHne oOLLell XapaKTepUCTMKM Ha KOMMMEKT| OOKYMEHTOB
OOKYMEHTOB

KonunyectBo 4OKYMEHTOB B rpynne:

24 11-9 39,0
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25

10-15

60,0

26

16 - 30

106,0

27

nMpoBepka MpPaBWIIbHOCTM  COCTaBIIEHUS] XapPaKTEPUCTUKU  Ha
KOMMIEKT JOKYMEHTOB

oaHa
XapaKkTepucTuka

13,0

PekaTtanormsauus:

28

cBepka KapTOYkM C [AOKYMEHTOM; WCMpaBfieHME CTaporo
BGmbnmorpadmnyeckoro OnNUCcaHusl; COCTaBfiEHNE HOBOMO OMUCAHUS;
nepeHeceHne wundpa, WMHBEHTAPHOro Homepa, OnBNMOTEYHbIX
NOMETOK

O/[iHa KapToukKa

57

MoaroToBKa K MHOEKCUPOBAHMIO JOKYMEHTOB Al KaTarnoros:

29

no,u,6op|<a KapTO4KM K OKYMEHTY, CBepKa U BIrIOXeHne B JOKYMEHT

OONH OOKYMEHT

0,5

30

O3HaKOMIieHMe C  [OOKYMEHTOM; YCTaHOBIEHME  TemaTuKu;
pacnpegeneHne no oTpacram 3HaHus (Mo TemMaTuke)

O[HO Ha3BaHue

0,88

31

NPOCMOTP MHOCTPAaHHbIX n3gaHun, nepesoa OaHHbIX Ha pyCCKMVI
A3bIK

OONH OOKYMEHT

0,37

CuctemaTtunsaumns JOKYMEHTOB:

32

cucTemMatTmMsaumuss  [OOKYMEHTA C  WCMONb30BaHWMEM  WMHOEKCOB
neyaTHOM KapTOYKM WM MakeTa KapToukM, HaneyaTaHHOro B
N3gaHuKn, o3HaKoMIIeHME C OOKYMEHTOM, MpoOBepka COOTBETCTBUS
MHOEKCcoB Tabnuuam knaccudukaumm, NpuHATbLIM B OMbnmoTeke,
npocTaBrieHne NHAeKca Ha OOKYMeHTe

OONH OOKYMEHT

2,6

33

cucrtematmsauna JOKYMEHTOB NMpu OTCYyTCTBUU nevatHom KapTO4KKn
M MakeTa KapTO4Yku B U3OaAHUN; O3HAKOMIIEHME C OOKYMEHTOM,
onpepeneHne nHOekca no Tabnuuam KJ'IaCCI/I(bMKaLI,I/II/I, NMPUHATLIM
B Gubnuoreke, npoctaBneHne nHaekca Ha JOKyMeHTe

OONH OOKYMEHT

2,0

34

onpegenieHne aBTOPCKOTNO 3HaKa [OKYMEHTa MO aBTOPCKUM
Tabnuuam

OOWH OOKYMEHT

0,3

35

WwncpoBka JOKYMeHTa npu hopMaTHO MHBEHTAPHOW pacCTaHOBKE;
onpegeneHne opmarta JOKYMEHTa, HanucaHue wudpa

OOWH OOKYMEHT

0,42

36

penaktnpoBaHune KJ'IaCCMd)I/IKaLI,MOHHOFO MHOEKCa, npoBepkKa
npaBuUIibHOCTU NHAOEKCA, aBTOPCKOro 3Haka

OONH OOKYMEHT

0,5

37

COCTaBlIEHNE KapPTOYKM andaBMTHO-NPEAMETHOro kartanora (Ha
HOBYID TemaTuKy); HanmmucaHue Ha KapTouyke WHAeKca, Ha3BaHue
KaTanora W KapTOTEKW, B KOTOPbIX OTpaXatTcs [OOKYMEHTbI,
yKasaHWe CCbIfIKM W  OTCbINKW, CBA3b MeEXAy OTAeNbHbIMMI
pybpukamm

0[iHa KapTouka

2,0

MpeameTnsaunsa JOKYMEHTOB:

38

npeamMeTn3auns JOKYMEHTOB C UCTONb30BaHNeM pyGpurK neyaTHow
KapTOYKW; MpOBEpKa COOTBETCTBMSA PYBPUKU MedvaTHOW KapTOuKu

O4HO Ha3BaHue

2,6
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npeamMeTHOMY Katanory

39 |npeameTunsauns LOKYMEHTOB NPU OTCYTCTBUM NeYaTHOW KapTOYKM; | OOHO Ha3BaHue 3,0
O3HaKOMIEeHUe C JOKYMEHTOM, onpeaeneHne pybpukm

40 |cocTaBreHue HOBbIX MpeaMeTHbIX pybpuk UM noapybpuk;| opHa KapTouyka 15
nepeHeceHne Ha KapTo4ku cnyxebHom KapToTekn

41 |pepakTupoBaHWe npeaMeTHON pyGpukK; NpoBepka MPaBUIbHOCTW | OfHA KapTodka 5,0
npegMeTHON pyGpUKM, TOYHOCTb HanucaHms
OpraHusauuns andgaBuTHOro karanora:

42 |nogbopka KapToukM Mo andaeBuTy QaMunum aBTOPOB WM | OfHA KapTOYKa 0,36
3arnaBuin nsi pacCcTaHOBKU B andyaBUTHbIN KaTanor

43 |paccTaHOBKa npeaBapuTenbHO nogobpaHHbIX — KapTOYeK B | OfHa KapTodka 0,36
andaBUTHbIN KaTanor

44 | pegakTupoBaHue and)aBUTHOMO KaTarora; NnpoBepka pacCTaHOBKW | OfHa KapTouyka 0,88
KapToyek, MpaBWUibHOCTM A00ABOYHBLIX W CCbIFTIOYHbIX KapTOYeK,
ncnpaerfeHume owmnbok

45 |HanucaHve pasgenutensa ona andaBUTHOrO KaTtanora, ykasaHue oauH 0,88
OykBbI, crnora pasgenutens

46 |paccTaHOBKa pasgenutensa B andaBWTHbIA KaTanor: nogdopka OAWH 2,0
pasgenutena no andasuTy, nNOUCK MecTa pasjenutens,| pasgenurens
NOCTaHOBKa, 3aKpenneHne CTEPXHSA
OpraHusauns cuctemaTnyecKkoro katanora:

47 |nopbopka KapToOYkM MO MHAEKCaM, BHYTpWU pasgena no andasuTy | OfHa KapTodka 0,42
damunuii  aBTOpOB  UNM  3arnaBuvi AN pPacCTaHOBKM B
cucTemMaTUyYecKun katanor

48 |paccTaHOBKa npedBapuTenbHO nodobpaHHbIX  KapTOYeKk B| OfHa KapTouyka 0,42
cucTemMaTUyeckun Kkatanor

49 | pegakTupoBaHue cucTtemMaTu4yeckoro Katanora: npoBepKka| oOAHa KapTo4ka 0,88
NpaBuUIbHOCTN HaMNOMNHEHWUs1 pasfenoB KaTanora no cogepXXaHuio,
MHAEKCauuMn 1 paccTaHOBKe, ncnpaeneHme ownbok

50 |peknaccuchmkaLmMa CcUCTEMaTMYECKOro Kartarnora: wucnpasfeHue | ofHa KapToudka 10,0
WHOEKCOB, BHECEHWE N3MEHEHMWI B andaBUTHbIA KaTanor

51 |HanucaHve pasgenuTtensa OnNA  CcUCTeMaTU4ecKoro Kartanora: oauH 1,0
yKkasaHue HauMMeHOBaHWsa pasfena, nogpasgena W Apyrux| pasgenutens
pasgenutenen

52 |pacctaHoBka pasgenuTens B CUCTEMaTUYecKUn  KaTtanor: oavH 2,0
noabopka No uHAekcam, NOUCK MecTa, NOCTaHOBKa, 3akpenneHue | pasgenurernb
CTEPXHS
OpraHusauns npe4MeTHOro karanora:
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53 |nogbopka kapToyvku No NpegMeTHbIM pyoprkam, BHYTpM pyOpuK Mo | ogHa kapTouka 0,42
andasuty haMmmnuin aBToOpoB UIu 3arnasui
54 |pacctaHoBka npeaBapuTenbHO NOAOOpPaHHbLIX  KapTodek B| OfHa KapToudka 0,42
npeamMeTHbIN KaTanor
55 | pegaktupoBaHne npegMeTHOro Karasora: npoBepKka NpaBuUrbHOCTU | OfHa KapTouyka 1,0
CCbIfOK, OTCbINOK, py6puK
56 |HanucaHue pasgenutend Ons nNpegMeTHOro KaTtanora, ykasaHue OOVH 2,3
pybpurKK, OTCBISNKA, CChISNKK pasgenutens
57 |pacctaHoBKka pasgenuTtens B NpeaMeTHbIN KaTanor, NOUCK MecTa, oavH 2,0
NMOCTaHOBKa, 3aKpenneHne CTePXHS pasgenutens
OpraHunsaums HyMepaLMOHHOro Katanora
HOPMaTUBHO-TEXHNYECKON JOKYMEHTaLuun:
58 |nopbopka kapTovkM MO BUAAM AOKYMEHTOB, YCIOBHbLIM LIMPPOBLIM | OfHA KapTouka 4,3
obo3HaveHuaAM, andaBuTy COKPALLEHHbIX Ha3BaHWA CTpaH,
naTMHCKOMY andgasuTy (MHOCTPaHHbIX CTaHOAapTOB), MO HOMepam
OOKYMEHTOB
59 |paccTaHoBka npeaBapuTenbHO NOAOOPaHHbIX KAPTOYEK B KaTanor | ofHa KapToudka 0,41
60 | pepakTupoBaHue KaTasnora: nposepka NPaBUbHOCTM | OAHA KapToyka 2,6
O6mbnmorpadnyecknx OMuUCaHuK, PacCTaHOBKW, UWCMNpaBleHne
oWmnbOK; BHECEHNE OOMOMHEHNA U U3MEHEHMI B KaTanor (0TMeHa,
3aMeHa, U3MEHEeHus, npoAaneHne cpoka OeNCTBUSA C yKasaHWeMm
NCTOYHMKA)
61 |HanucaHue u paccTaHoOBKa pasgenutens oavH 1,3
pasgenutens
OpraHusaumsa u BegeHvne afeKkTPOHHOro Kartarnora:
62 |cBepka MOCTYNUBLUMX JOKYMEHTOB Ha AyONeTHOCTb B ANIEKTPOHHOM | OOWH AOKYMEHT 1,6
Katanore
63 |npunucbiBaHMe NPOAOIHKAKLWMXCA WU3OaHUW B OMEKTPOHHbIN | OAMH LOKYMEHT 1,6
KkaTanor
dopmupoBaHne oubnunorpaduyeckorn 3anucu Ansi SNEKTPOHHOro |  ogHa 3anuch
KaTanora; BBo4 B 6a3y AaHHbIX; 3anofIHEHME COOTBETCTBYHLLUMNX
noneu:
64 | Npu HanNU4MM MakeTa nevyaTHOW KapTOYKU 0,36
65 | npu OTCYTCTBMM NeYaTHON KapTOYKM 0,42
66 |cocTaBneHne aHanMTUYEeCKOW 3anncu 3,5
67 |cocTaBneHne 0006aBOYHbIX U CCbINOYHbIX ONUCAHWUA O[JHO onucaHme 0,88
68 | pegakTupoBaHue bubnuorpaduyeckon sanucm B 6ase gaHHbix AC; | ogHO onucaHue 1,3
BHECEHMWE U3MEHEHUN
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69 |BBOO MepeyHs npegMeTHbIX pybpuk AJTY K cucTtematmyeckomy| oaHa pybpuka 0,36
KaTanory n reHepasnbHOW CpaBoOYHON KapToTeKe
70 |BbIBOA Ha 3KpaH Gubnuorpaduyeckmx sanucen OfHa 3anucb 0,83
71 | pepakTupoBaHue pyOpuK, HAaNoMHEHME pa3aenos OfHa 3anucb 7,5
N3baTne kapTouek n3 katanoros
N3bsaTue kapTOYKM Ha UCKIOYEHHble M3 BubnvoTeyHoro goHAa| ogHa KapToudka
OOKYMEHTbI:
72 |andaBuTHOro kaTanora 0,42
73 | cuctemaTudeckoro karanora 0,36
74 | npenMeTHOro Katanora 0,36
75 | HyMepaLuMOHHOro KaTanora 0,42
76 |n3baTne Gubnuorpadmyeckmx anmcemn U3 INEKTPOHHOroO KaTanora OofHa 3anucb 2,0
TexHuveckas obpaboTka JOKyMeHTa
HaknevBaHne Ha OOKYMEHT nMCTKa CpoKa BO3BpaTta, Kapmallka,| OAWH AOKYMEHT
Apnbika:
77 | NUCTOK CcpoKa Bo3Bparta 0,42
78 | Kapmallek 0,42
79 | Apnblk 0,26
Hanucanuve wndpa Ha JOKyMEHTe U aprbike: OAVH JOKYMEHT
80 |Ha gokymeHTe 0,26
81 |Ha sapnblke 0,36
82 |nepeHeceHne oOpMaTHOrO M CUCTEMaTU4ecKoro Lwudpa C| OAWH AOKYMEHT 3,0
KapTO4YKM Ha OOKYMEHT
83 |odopmMmrieHMe KapTO4YkM ANA TUPaXUPOBaHUA: onpefeneHne u| OAHO Ha3BaHue 1,0
yKasaHue Tnupaxa
84 | KOoppeKTUpOBKa KapTO4KU NOCe TUPaXKMPOBaHUSA OfHO Ha3BaHue 0,42
85 |pacnpegeneHne KaTanoXHbIX KAPTOYEK HA HOBbIE MOCTYNMEHNS NO | OOHa KapTouka 0,42
CTPYKTYPHbLIM nogpasgeneHnsam nocne TmpaxmnposaHus
86 |3anonHeHMe  KHWKHOro  hopmynsipa:  ykasaHue  wndpa,| OOMH KHUXHBIN 0,88
WHBEHTApPHOr0 HOMepa [JOKyMeHTa, amMunMM ” UHULKManoB dopmynsp
aBTopa, ero Ha3BaHus, UeHbl, roga n3gaHus
87 |3anonHeHMe KapTovkuM MHAMKATOpa Ha OOKYMEHT, Hanpasnsembl | O4MH UHOUKATOP 0,88
B KHUrOXpaHeHwe: yKaszaHue WHBEHTapHOro Homepa, aBTopa U
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3arnaeus, Wndpa paccTaHOBKU
88 |3anonHeHuMe nepefaTodHOM BEAOMOCTM Ha NapTUO  HOBbIX | OAWH JOKYMEHT 0,15

NoCTynneHnn

Pabota B AC

BbIBOA Ha 3KpaH y4eTHbIX opM, pacnevaTka: ofHa copma
89 |nNnCcToB MHAMBMAYANbLHOIO y4yeTa AOKYMEHTOB 0,05
90 |nepegaToYHOM BEOOMOCTU HOBbIX MOCTYMNNEHNUN 0,05
91 |KapTo4kM ¢ Bnbnumorpadmnyeckor 3anncbio Ans y4eTHoro Kkaranora 0,05
92 | KHWXHOro dopmynspa 0,05
93 | KapTOYKM MHOMKaTopa 0,05

lMpymeyaHue: K HopMaMm BpeMEHW MPUMEHSAIOTCS NOBbILWAOLWNE KOIPPULMEHTDI:

- Npu cocTaBneHun bubnuorpagryeckoro oNnMcaHnsa Ha JOKYMEHT, Ha TUTYIIbHOM JIUCTE KOTOPOro YacTUYHO
OTCYTCTBYIOT AaHHble Ans bubnuorpadunyeckon 3anmcu - 1,13;

- npu 6ubnuoteyHonm obpaboTke: KMHODOTODOHOOOKYMEHTOB - 1,21; HOTHbIX, KapTorpadunieckumx,
nsomnsgaHum - 1,15, cneumanbHbIX BUAOB Hay4YHO-TEXHUYECKOW NUTEepaTypbl U AoKyMeHTauun - 1,10;

- npu paboTe C OOKYMEHTaMM Ha MHOCTPaHHbIX s3blKax, MpWM OpraHuM3auMM U BedeHUM KpaeBegdecKoro
Katanora (kapToTeku) n GubnmMoTeyHoro katanora Ha MHOCTPaHHOM A3blke - 1,15.

4.4. Pabota ¢ hoHaom

4.4.1. PaboTa no npuemMy AOKYMEHTOB

Tabnuua 67
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMN,
MVH.
1 2 3 4
1 |lpuem OOKYMEHTOB B CTPYKTYPHbIX NoApasaeneHusx:
2 |npveM [OKYMEHTOB U3 oOTAena KOMMMNEKTOBaHWS, CBepka C| OAHa naptus 90,0
COMpPOBOANUTESNbHBIM MaTepuanom
3 |peructpauus HOBbIX MOCTYMAEHUA NEPUOOUYECKNX W3OaHWUN, | OAVH OOKYMEHT 0,4
npocTaBneHne OTMETKN B PEMMCTPaLMOHHON KapToTeke
4 |npocTaBneHue LITeMnens CTPYKTYpHOro noapasaeneHns Ha| OAuH JOKYMEHT 0,26
OOKYMEHTE
Mopbop AOKYMEHTOB ANsi pacCTaHOBKM B hoHAE:
5 |nopbopka [OKYMEHTOB MO KIAacCUUKALUMOHHBIM  MHAEKCAM, | OAWH AOKYMEHT 0,52
aBTOPCKOMY 3HaKy
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6 |nogbopka JOKYyMEHTOB Nno chopmaTty, UHBEHTaApHbLIM HOMeEpaMm OAWH OOKYMEHT 0,36
7 |nogbopka nepuvoauMyeckux wusgaHui no andasBuTy Ha3BaHUAM, | OAMH LOKYMEHT 0,5
rogam, Homepam
8 |noagbopka crneuBnaoB HOPMATUBHO-TEXHUYECKON JOKYMEHTALUN NO | OAWH AOKYMEHT 0,36
Knaccam, nogkraccam, rpynnam, noarpynnam, WHBEHTapHbIM
HoMepam
PacctaHoBka 6MbnnoteyHoro gooHaa:
9 |paccTaHoBKa OOKYMEHTOB Ha cTennaxax B| OAWH OOKYMEHT 0,52
cuctemaTnyeckmn-andaBMTHOM nopsigke
10 | paccTtaHoBKka [OKYMEHTOB Ha cTennaxax B| OOVH OOKYMEHT 13
¢opmaTHO-MHBEHTAPHOM nopsigke
11 |paccTaHOBKa NepuUOAMYECKUX U34aHUN No andaBuTy Has3BaHWW, | OOUH OOKYMEHT 0,52
rogam, Homepam
PacctaHoBKa  HOpPMaTUBHO-TEXHUYECKOW  AOKYMEHTauuum  no| OAuH OOKYMEHT
Knaccam, nogknaccam, rpynnam, noarpynnam, WHBEHTapHbIM
HoMepam
KonuyecTtBo AOKYMEHTOB B noabopke:
12 |1-5 0,52
13 |6-10 5,2
14 |11-15 0,88
PacctaHoBka JOKYMEHTOB Ha MWKPOHOCUTENSAX B UHBEHTApPHOM W | OAWH JAOKYMEHT
HyYMepauWoHHOM MopsiaKe:
15 |npoBepka NpaBUINBLHOCTU PacCTaAHOBKW AOKYMEHTOB B OTAEMbHbIX | OOUH JOKYMEHT 0,5
mMaccuBax oHaa
16 |nepenBwxkeHne (NepeHeceHne) JOKYMEHTOB Ha cBOGOAHbIE MecTa | OOWH OOKYMEHT 0,4
17 |odopmneHne NONOYHbIX pasgenuTenen; HanucaHue MnoSIOYHbIX OOVH 10,0
pasgenutenen pasgenutens
MprmeyaHue: K HopMam BPEMEHM MPUMEHSIOTCS NOBbILAOLWLNE KOIDDULMEHTDI:
- Npy noadope u pacctaHoBKe KNHOMPOTOOHOAOKYMEHTOB - 1,2;
- Npu Nnogdope n paccTaHOBKE HOT, KapTorpaduyeckmx, nsonsgaHum - 1,5;
- Npu paboTe ¢ JOKYMEHTaMu Ha MHOCTPaHHbIX si3blkax - 1,15.
4.4.2. PaboTa no coxpaHHoOCTu dboHaa
Tabnuua 68
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMU,
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MUH.
1 2 3 4
MpoBepka bMbnmnoTeyHoro oHaa:
1 |HanucaHue KOHTPONbLHOrO TarnoHa Ha AOKYMEHT, yKka3aHue Ha HeMm OLVH TarnoH 3,0
WHBEHTaApHOro Homepa, wudpa, pamunuu, MHULManNoB asTopa,
3arnasug, roga, Mecta u3faHus, LeHbl, Mecta XxpaHeHus
2 | MapkuMpoBKa KOHTPOSIbHbIX TarlOHOB: YCTAHOBKA, rAe YY4TeH AaHHbIN OAWH TarsioH 8,0
OOKYMEHT (Y4Y4eTHbIM KaTanor, MHBEHTapHasi KHura), npocTtaBrneHme
Ono3HaBaTeNbHOro 3Haka
lMogGopka KOHTPOMbHbBIX TANIOHOB: O[VH TanoH
3 | no nHBEHTapHLIM HOMepam 0,1
4 | no antasnTy haMmnuin aBTopoB Unu 3arnasumn 0,1
5 | no knaccudukaunmoHHOMY MHOEKCY 0,1
6 |cBepka KOHTPOSIbHbIX TarlOHOB C WHBEHTApPHOW KHWUIOW, OTMeTKa OAWH TasioH 2,0
NpOBEpPKN Ha TarioHe U B KHUre
7 |cBepka KOHTPONbHbIX TariOHOB C Y4YeTHbIM WM andasBUTHbIM, OLVH TarnoH 3,0
Tonorpaduyecknm Katanoramu, OTMeTKa Ha TanoHe 1 B kaTarnore
8 |npocmoTp  OpMbl  MHOMBMAOYaANbHOrO  ydeTa, BblSBRAEHWE | OAVH OOKYMEHT 3,0
OOKYMEHTOB, He npoLuewnx npoBepku
9 |cocTaBneHmne KapToOYKU Ha JOKYMEHT, HE NPOLLEALLNA NPOBEPKU OLVH LOKYMEHT 3,0
10 |nouck OOKYMEHTOB, He Mpowealmnx MNpoBepKy, MO pPasfMyHbIM | OOWH OOKYMEHT 20,0
y4eTHbIM popmam, KapToTeKkam, XypHanam, KHUKHbIM Norkam
CocTtaBneHue cnvcka HegocTarLlwmx B poHae JOKYMEHTOB OLMH CMUCOK
KonnyecTBo OKYMEHTOB B CMUCKE:
11 |1 0,78
12 |2-10 8,3
13 |11-25 19,3
OT6op ooKYMEHTOB AN n3baTUA 13 oHaa
MpocmoTp AOKYMEHTOB Ha npeaMeT u3baTusa n3 doHaa: OAVH OOKYMEHT
14 | HenpoUnbHbIX 3,1
15 | pybneTHbIX 1,6
16 |ycTapeBLUMX MO coaepXaHUto 31
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17

BETXUNX

0,88

18

Manoucnosb3yemMblX, HEUCNoJib3yeMbIX

2,6

MogrotoBKa OKYMEHTOB K aKTMPOBaHUIO:

19

noabopka OOKYMEHTOB B MapTUM MO NPUYMHAM U3bSATUSA, CBEPKA C
KHIDKHBIM (DOPMYTSAPOM

OONH OOKYMEHT

0,36

20

noabopka KHWKHbIX (POPMYMSIPOB Ha [OOKYMEHTbl B MOpsiake
MHBEHTApHbIX HOMEpPOB, andaeuTa, XypHanbl - MO rogam W
HoMepam

OAWH chopmynap

0,42

COCTaBIIEHNE CMMCKA K aKkTy BbIObITUSA (Mepegayn), nogcyeTt obLuen
CYMMbI, 0DOPMIIEHNE aKkTa; MoralleHne MHBEHTApPHOro Homepa U
LWTemMnens GuGnMoTekM Ha JOKYMEHTE; NOALLNBKA aKTOB

OOWH aKT

KonnuectBo LOOKYMEHTOB B CMMNCKe:

21

1

0,78

22

2-10

7,8

23

11-25

19,3

MogroToBka OOKYMEHTOB B nepenner:

24

oTbop [OOKYMEHTOB Ans nepenseTa; MpoBepka COCTOSHUS
OOKYMEHTA; 3anosiHeHne (CBepka) KHKHOro dhopmynsipa

OOWH OOKYMEHT

3,0

25

no,u,6op|<a KOMMJIEKTOB, CBA3Ka B NMa4ku, O(bOpMJ'IeHMe LOOKYMEHTOB
ana nepegadun B nepennet

OONH OOKYMEHT

2,6

26

MOArOTOBKA [OKYMEHTOB K BOCCTaHOBMEHMWIO: Noabop OOKyMeHTa,
aHanorMyHoro noBpexaeHHoMy, odopMmIieHne 3akasa Ha
KonuMpoBaHue

OOWH OOKYMEHT

10,0

27

npveM 3akasa MNocrne KOMUPOBaHWs, MpoBepKa KadecTBa KOMui;
NOAroTOBKa JOKYMEHTa K nepenneTy

OOWH OOKYMEHT

7,0

28

npuem [OOKYMEHTOB W3 MNepenneTa; ceBepka MNOCTYMUBLLMX U3
nepenneta OOKYMEHTOB C KHWKHbIM (POPMYMsipoM, MpoBepka
KayecTBa MepenneTa; BOCCTAHOBIIEHWe 3arfaBus; HanucaHve
Lundopa Ha ApnblKe, KopeLlKe JoKYMeHTa

OONH OOKYMEHT

7,0

MogwmBka raseT n TOHKMX XYypHanos:

29

onpedeneHve gopmara, BroXXeHWe KOMMMEKTa XypHanos B narnky
HY>KHOTO (hopmaTa, 3aBsi3blBaHWE; BbIHECEHWE LUUGPa, HA3BaHWs,
roga U3gaHusi, HOMEpPOB XXYpHaSioB Ha 0BMOXKY 1 KOPELLIOK Narnku

OfHa nanka

3,0

30

packnagka rasetbl MO HasBaHWAM, MpoKasnbiBaHWE, BOXEHWE B
KapToHHyl0  0BMoXKy (manky), nNpoLIHYpoBKa, OdopMIeHne
06noxku (HasBaHue, rog, HomMep, MecsiL)

OfHa nanka

50

Mernkuin peMoHT poHaa:
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31 |nogknenka [OKYMEHTa, KapMallKkoB, SAPJSibIKOB, BOCCTaHOBIEHWE ojHa nanka 2,0-50
3arnaBsuii 1 UHON PEMOHT

Ob6ecnbinmBaHne goHaa:

32 |obecnbinuBaHne ¢oHOa C MOMOLLBIO Mbifecoca; obecneyeHue | ogHa Mepornorska 12,0
paboyero MecTa TEXHUYECKMMU CpedcTBaMU:  MbINIECOCOM,
paboynMmM  CTONMUKOM, CTPEMSIHKOW, BeApoM; npoBeneHue
obecnbinMBaHMs, 3aHECEHWEe TEexXHUYEeCKUX Ccpeacte B MecTa
XpaHeHus

33 |py4Hoe obGecnbinuBaHne d¢oHaa; obecneveHne pabovero Mecrta | ogHa Mepornorsika 9,4
TEXHWYECKMMM CpeacTBaMU: CTPEMSIHKOW, paboymm CTOMMKOM,
TENEXKOMN, BEAPOM, TpsANKaMu; NPOTUPKA, 3aHECEHNE TEXHUYECKUX
CpPeACTB B MeCTa XpaHeHUs!

lMprmeyaHue: K HopMam BpeMEHW MPUMEHSAIOTCS NOBbILWAOLWME KO3PPULMEHTDI:
- Npy py4HOM obBecnbinuBaHMm hoHAa HOTHbIX, KapTorpadnyeckmx, n3omsgaHum - 1,2;
- Npu oBecnbINMBaHMM C MOMOLLLIO Nbinecoca - 1,3.

4.4.3. N3yyeHne BubnmoteyHoro poHaa

Tabnuvua 69
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n N3MepeHns BpEMEHW,
MWH.

1 2 3 4
MoarotoButensHas paboTta no udydeHuo bubnunoteyHoro goHaa:

1 |cocTaBneHue nnaHa paboTbl N0 U3y4eHUo BMBNMoTeYHoro ooHaa OAVH NnnaH 10,0
(yactn oHga)

2 |noarotoBka MHCTPYMEHTapusi Mo u3ydeHuo OubnmoTteyHoro| opHa Tabnuvua 10,0
doHaa; cocTaBneHve Tabnuubl NO  pasnWyHbIM  acnekTam
n3yyeHns

3 |nogbopka 6Gubnuorpaduyecknx nocobun, MHDOOPMALMOHHLIX | OOHO nocobue 10,0
CMUCKOB AN1s1 NpoBeAeHUs paboTbl N0 U3y4yeHUto GMBnMoTeyHoro
doHaa

4 |npoBedeHWe VHCTPYKTaxa Ofis npoBeAeHus paboT Mo M3y4eHuio OOVH 10,0
61brnmoTeyvHoro hoHaa WNHCTPYKTaX
Bubnuorpacduyeckoe nsyyeHne 6ubnuoteyHoro poHaa
OsHakomneHne ¢ copgepxaHuveM Oubnuorpadudeckoro nocobus,| oaHO nocobue
MH(OPMALIMOHHOIO Crnucka Ang npoBeaeHnst paboTbl MO U3Y4EHUIO
omnbnunoTteyHoro poHaa
KonunyecTtBo HasBaHui B nocobum:
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5 |1-25 15,7
6 [26-50 34,0
7 |51-100 68,0
CBepka KapTO4ku Katanora c 6ubnuorpaduyeckum oOnucaHuem | OAHa KapTouka
OOKYMEeHTa, yKasaHHOro B nocobuu; oTMeTka O Hanuyuu
OOKyMeHTa B oHae:
8 |andasuTHbIN KaTanor 2,0
9 | cucTemaTuyecKkuin katanor 5,0
10 |cocTaBneHne 6MbnMorpadmnyeckoro onMcaHus Ha OTCYTCTBYHOLLME | OAHAa kapToyka 2,6
B Bubnunoteke JOKYMEHTbI
[MpocMOTp HanoMHEHUA cUcTeMaTUYECKOro Katanora B pasfnyHbIX | O4Ha KapToyka
acnektax (Mo oTpacnsaM 3HaHud, BuAgam, rogam W Apyrum
acnekTam); COMnoCTaBfeHne NOJSTyYEHHbIX OaHHbIX c
TEMaTUKO-TUMOSTOMMYECKNM (nepcnexkTnBHLIM) nraHom
KOMMJIEKTOBAHUS; YTOYHEHME, BHECEHWEe KOPPEKTMB B MfaH
KOMMSIEKTOBaAHUSA
KonnyecTtBo KapTo4ekK B ALLUKE:
11 (1-500 43,0
12 |501 - 1000 85,0
13 (1001 - 2000 173,0
Cratuctnyeckoe nsyvyeHme 6MbnmoTevHoro oHaa:
14 |3anonHeHWe cTaTUCTMYeCKMX Tabnuy (Mo cocTaBy, AMHaAMMKe W | ofHa Tabnuua 10,0
CTEeneHn MCnonb3oBaHusa GubnmoteyHoro cdoHaa) Ha OCHOBaHWUU
YY4ETHOWN JOKYMEeHTaLmnm
15 |pacyeT nokasartenen KHUroobecrneyeHHoOCTH, obpallaemocTy, oauH 4,0
4ynTaemMocTu nokasaresb
16 |cnnowHon npocMOTP AOKYMEHTOB Ha cTennaxax, noacyeT no| OOWH OOKYMEHT 0,84
KHWKHbIM ¢hopmMyrnsipamM Mnu nucTkaMm cpoka Bo3BpaTa KonvyecTsa
KHUroBblaa4
17 | mMapkmpoBKa HeuCrnonb3yemMon 4actu (poHga B 3aBUCUMOCTU OT| OOWH OOKYMEHT 0,26
NPUYUH, BbI3BaBLUNX HU3KYIO 0BpaLlaemMocTb
18 |3anonHeHne Tabnuubl MHTEHCUBHOCTHU ncnonb3oBaHus | odHa Tabnuua 50,0
61bnmoTeyvHoro ooHaa
CocTtaBneHve 1 aHanu3 Tabnuy no u3yyeHuo 6GUBNMOTEYHOrO
doHaa
CocTaBneHue Tabnuupbl:
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19 |no cocTaBy, pa3BUTHIO U UCMONTb30BaHUIO BUBNIMOTEYHOrO hoHaa ofHa Tabnuua 63,0

20 |no cTeneHn ucnonb3oBaHUA OHOA B pasnuMuHbIX acnektax (B| opgHa tabnuua 68,0
oTpacneBoM, No BuAaM U3gaHui U UHbIM acnekTam)

21 |no obbemy Heucnomnb3yemMon 1 manocnpawmBaemMon Yacti cooHga| opgHa Tabnuua 63,0
1 MPUYMHAM ee HaKOoMMeHWs

AHanua Tabnuupl:

22 | no cocTaBy, pasBUTUIO U UCMOMb30BaHMKO BMGIMOTEYHOro hoHAaa ofHa Tabnuua 56,0

23 |no cTeneHn ucnonb3oBaHUA OHOA B pasnuMuHbIX acnektax (B| opgHa tabnuua 56,0
oTpacneBoM, No BUAaM u3gaHui U MHbIM acnekTam)

24 |no cocTaBy M BeNMYMHE Heucnornb3yemMomn M manocnpalimsaemMon | ogHa tTabnuua 60,0
yactu choHaa 1 NpUYNHaAM ee HakonmneHns

25 |cocTaBfieHue nnaHa MeponpuaTUn peanusaumu npegrnoXeHun no OAWH NNaH 161,0
pesynbTatam udy4yeHust oHaa

MpumeyaHue:

- BpEMS NpoBeAeHNs MHCTPYKTaXa B HOPMY BPEMEHU HEe BXOAMT;

- Npu paboTe C AOKYMEHTaMu Ha WMHOCTPaHHbIX S3blkaX K HOPMam BpPEMEHW MPUMEHSETCS MOBbILALLUNA
KoagppuumeHT 1,15.

4.5. ObcnyxnBaHue ymtaTenen

4.5.1. PaboTta c untaTtenem

Tabnuua 70
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl Egounuua Hopma
n/n n3mepeHuns BpeMEHWU,
MUH.
1 2 3 4
3anuce yntaTtens B GubnuoTeky:
1 |nNpocMOTp [AOKYMEHTOB uuTatensd (macnopTt, YOOCTOBEpPEHWe,| OAMVH yMTaTternb 2,0
Nopy4YnNTENbCTBO); MPOBEPKa Hamnuunus y4eTHO-PEerncTpaLoHHON
KapToukM  uuTaTensd; Bbldaya aHkeTbl AnNa  3anofnHeHusi
nono3oBatenem ¢ nNOoAPOOBHbIM MNOACHEHWEM MO  3anoOfIHEHUIO
noneu
2 |3anonHeHve dopMynapa uuiTaTtens, YyYeTHO-perncTpauMoHHOM | OAWH YnTaTenb 2,0
KapTOu4Ku, YMTaTenbckoro bunerta
3 | o3HakomneHue yutatens c npasunamu Nonb30BaHWsi | OAMH YMTaTerNb 50
6mbnmoTekon, pacnonoxeHnem oHaa, cnpaBOYHbLIM annapaTom,
3ANEKTPOHHbIMU pecypcamu (ayguokHuramu, yaaneHHbiMv 6asamu
OaHHbIX, Anckamun, omnbmorpadmen)
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noabopka u pacctaHoBka no andaeButy damunuin yutatenen
YY4ETHO-PEMMCTPALMOHHBbIE KAPTOYKN

0/[lHa KapToukKa

0,26

MepeperucTpauns yutaTenei:

nouck dopmynspa (permcTpauuoHHOW KapTO4KK)
BHECEHWE N3MEHEHUI B HUX N YNTaTENbCKUIA Bunet

yuTaTtend,

OAWH YnuTaTeslb

12,0

3anucb (nepeperucrtpaunsi) yuTatenen B aBTOMATU3MPOBAHHOM
pexume:

Habop Ha KnaBuaType cBefdeHW o uuTaTene: damunus, UMs,
OTYeCTBO, XapakTepusylolle ero npusHaku (obpasosaHue,
crneumanbHOCTb U UHblE NPU3HAKK), Koa

OOWH YnTaTesb

6,0

KOHTPOflb 3@ BO3MOXHbIM HanMuMeM [aHHbIX O uyuTaTtene,
3anucaslieMca B 0OMOGNMOTeKy (paHee 3anucaH, NvWIeH npasa
Nnonb30BaHWs)

OAWH YnuTaTeslb

1,0

odopMneHne Kofda YMTaTens C KOHTPONbHbIM Pas3psiioM U CPOKOM
Nonb30BaHWs YMTaTENbCKMM OMNETOM Ha OCHOBE BblAAHHOM
MHopmMaumn

OOWH YnTaTeslb

0,52

BbIBOA4 Ha MPUHTEP CBEAEHUM O 3anucaBLUEMCS yuTaTene B BUAeE
OnaHka, Bbipe3aHue 6naHka u BKNenka ero B YMtatenbCcknin mner

OOWH YnTaTeslb

13

PaboTta gucnetyepckon cryxobi:

10

npuemMm 4YutaTeribCKoro Tpe6OBaHI/IF|;
3anosyiHeHusa TpeﬁoBaHI/IFl, YTOYHEHUNE
OOKYMEHTOB; OTMEeTKa B D,I/ICI'IeT‘-IepCKOVI
Tpe6OBaHMF| B KHUrOXpaHeHune

npoBepPKa nNpaBUNTbHOCTU
MecTa XpaHeHunsA
CeTKke, nepenava

0fHO
TpeboBaHue

2,0

BbinonHeHne TpeboBaHuin noTpebutenen, Bbigavya AOKYMEHTOB U3
OCHOBHOTO KHUFOXpPaHEeHMS:

11

nosnyyeHune TpeboBaHus, perucTpauus, nogdbopka mx no wudpam

0ofOHO
TpeboBaHne

3,0

12

MOMCK JOKYMEHTA, OTMeTKa Ha TpeboBaHWMU, KHKHOM hopMynspe,
ONCNeTYEepPCKon ceTke

0fHO
TpeboBaHue

50

13

YCTaHOBIEHNEe MeCTa HaxOXOeHWUst HeHangeHHOro AOKyMeHTa Mo
CnpaBOYHbIM KapToTeKaM, Katanoram

0ofOHO
TpeboBaHne

7,0

14

Bblaya [OOKYMeHTa W3 oTAena KHUroxpaHeHus noTpebuTento;
OTMeTKa Ha KHWXHOM cpopMynsipe, TpeboBaHus

OONH OOKYMEHT

2,0

15

npuHATME  OOKYMEeHTa OT I'IOTpe6VITeJ'IFI; MOUCK  KHWXHOIo

hopmynsipa, TpeboBaHwus; norawieHne 0TMETKM O Bblgayu

OOWH OOKYMEHT

3,0

Bblgada KOMMMEKTOB [AOKYMEHTOB BO BpPEMEHHOE MOoNib30BaHue
nogpasgeneHnsim 6nbnuoTeku:

16

odhopMeHne 3aaBKM Ha KOMMMEKT JOKYMEHTOB, nepenaBaemblil B
CTPYKTYpHOE noapasaerneHve

Oo[Ha 3adaBka

50
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17 |nogbop [AOKYMEHTOB B  KOMMJEKTbl; HanWcaHWe BTOPOro| OOWH OOKYMEHT 40,0
3K3eMmnnsipa KHWXHoro dpopmynsipa (MHankaTopa)

Bblgaya KOMNNEKTOB  JOKYMEHTOB, OTMEeTKa Ha  KHWKHOM | OAWH JAOKYMEHT
dopmynsape (nHpnkaTope) natbl BblOauu, OaHHbIX
nogpasaeneHunsi, NosyyaoLLero KOMmneKkT

KonnuectBo OOKYMEHTOB B KOMMIIEKTE:

18 |25 6,8
19 |50 13,5
20 | 200 108,0

Mony4yeHue KOMMMEKTOB  JOKYMEHTOB  OT  CTPYKTYPHbIX| OAWH KOMMMEKT
noapasgeneHni; MoUCK KHWXHOro dopmynspa (uHaukartopa),
noralleHne OTMETKU O Bblaye, BNOXEHNE ero B AOKYMEHT

Konnyectso OOKYMEHTOB B KOMMJIEKTE:

21 |25 6,8
22 |50 13,5
23 |200 108

O6cnyxnBaHue yMTaTenen B UnTanbHOM 3arne:

24 |npoBefeHune KOHcynbTauun, becen ¢ uyutTatensmm y KaTanoros, oHa 10,0
KapTOTeK, KHUXKHbIX MOMNOK; MH(POPMUPOBaHNE YnTaTeNen O HOBbIX | KOHCYMbTauus
NOCTynneHnsax, o paboTe SMNEeKTPOHHOro kKartamnora, CTaHuuu
camoobenyxkmBaHua, o paboTe C 3NeKTPOHHbIMKM  pecypcammu
yOaneHHbix 6a3 AaHHbIX, O BO3MOXHOCTAX paboTbl B JMYHOM
kabuHeTe Ha canTe OWONMOTEKN, O MOMb3OBAHUN [OETCKOMN
KOMHaTOMn

MoaGop [OOKYMEHTOB B MoACOGHOM (DOHAE YWUTanbHOro 3ana,| OAWH AOKYMEHT
nepenaya Ha kadeapy Bblaadu:

25 | no TpeboBaHuMIo YnTaTens 3,0
26 | no ycTHomy 3anpocy 3,0
27 |no onpefeneHHon Teme 3,5

MoaGop AOKYMEHTOB MO Yy4eGHOM nNporpamme Ha OCHOBaHMWM | OOWMH KOMMMEKT
MakeTa KOMMNIeKTa JOKYMEHTOB, BblgaBaeMblX CTydeHTam, noabop
y4eOHMKOB MO (hakyrbTeTam, Kypcam, rpynnam; cBepka KHKHbIX
hOpMYNAPOB C HA3BaHWEM KHUT, MHBEHTAPHBLIMU HOMepamu

KonnuectBo OOKYMEHTOB B KOMMJIEKTE:

28 |10 4,0
29 (20 8,0
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30 |40 16,0

31 |Bblgaya [OOKYMEHTa: CBepka BbldaBaeMoro [AOKYMEHTa C| OAWH JAOKYMEHT 2,0
yutatenbckum TpeboBaHMeM; npoBepKa HanuMuua CcTpaHuu;

BHECEHME 3anucu Ha uuTaTtenbckoM TpeboBaHUW (KOHTPOMNbHOM
NNCTKE), BIIOXEHWE B YATaATENbCKUIM BUNET; paccTaHoBKa, OTMeTKa
KHUroBblgauu

Bblgaya [OOKYMEHTOB: CBepka BbljaBaemMoro [OKYMeHTa ¢
yutatenbckum TpeboBaHMeM; nNpoBepKa HanuMuua CcTpaHuu;
CKaHMpoBaTb u4uTaTenbCKMM OBuneT; ckaHMpoBaTb BblAaBaemble
KHUTK; OoTMeTKa KHUroBblgauu; oTMeTKa CTaTUCTUKM
noceLlaemMocTu:

32 |nNpuvHATUE OOKYMEHTA: CBepka ero ¢ TpeboBaHMeM (KOHTPOJSIbHLIM | OAWH AOKYMEHT 2,0
NNCTKOM), NpoOBepKa COXPaHHOCTU OOKYMEHTA, Hanuyuusa cTpaHul,

BHECEHME OTMETKN O npueme

33 |nonydeHne [OOKyMeHTa, 3akasaHHOro uJutatenem B oTgene| OAavH AOKYMEHT 0,5
KHUroxpaHeHus

34 |nepepaya  [OOKyMeHTa, COAHHOrO  yutatenem, B OTAeN | OAWH AOKYMEHT 1,0
KHUroxpaHeHus
OT0op 1 Nnepepava OOKYMEHTOB Ha KOMMPOBAHUE:

35 |oTbop [OoKymMeHTOB (OTAENbHbIX CTaTen) ANnd nepedayn Ha| OAWH AOKYMEHT 50
MUKPOPMIbMUPOBAHNE U KONMPOBaHUE

36 |noarotoBka OOKYMEHTOB K KOMMPOBaHuio, odopMieHue 3akasa,| OAVH OOKYMEHT 3,0
perncTpaums B y4eTHbIX doopmax

37 |nony4yeHve MuKpodMnbMa W KONUW, NPOBEpKa MpPaBUNbHOCTU O[VH 3aKa3 50
BbINONHEHWs 3aKasa
O6cnyxunBaHue ymtatenen Ha aboHemeHTe:

38 |noabop OOKYMEHTOB ANsl peKOMeHZauumn ymtaTensam OAWH OOKYMEHT 5,0

Bblgavya [OKyMEHTOB 4uTaTtento, nouck dopmynspa uuTtatens,| OAWH AOKYMEHT
yKasaHue cpoka BO3BpaTa, npoBepka HanmuMuusa CTpaHuu;
obcnyxuBaHue
Bblgaya [OOKYMEHTOB: cCBepka BbljaBaemMoro [OKYMeHTa C
ynTaTensckum TpeboBaHMeM; MpoBepKa HamuuuMs  CTpaHuL;
CKaHMpoBaHue YMTaTEnbCKOro ounerta; CKaHupoBaHue
BblJaBaeMOW KHUIK; pacnevatka KOHTPOMbHOrO nucTka C
yKasaHuMem cpoka BO3BpaTa W Cnucka BblOAHHbLIX KHUM;, OTMeTKa
KHUroBblAa4u; oTMeTKa CTaTUCTMKU NoceLLaeMoCcTu:

39 |B3pocnbIX 2,7

40 |peten 3,2

41 |npoBepeHue Gecedbl C yMTaTENEM, MHGOPMUPOBAHME O HOBBLIX | OAMH YUTATENb 5,0
NOCTYNNEeHNAX
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MonyyeHne [OKYMEHTa OT u4uTaTensi; BHECEHMEe OTMEeTKU O
npueme, TpPOBEPKA HanUuUa CTpPaHUL, BIIOXEHWE KHIDKHOIO
hopmynspa; obcrnyxmBaHme:

OOWH OOKYMEHT

yntatena, BHeCeHne OTMEeTKM O NpoasieHUn CpoKa noJjib3oBaHuA

42 | B3pOCIbIX 1,8
43 | pgeten 5,0
44 |npoaneHue cpoka norib3oBaHUA OOKYMEHTOM; nouck chopmynspa | oguH chopmynsip 3,0

I'Ipvlmeanme: K HOpMaM BpeMeEHU NPUMEeHATCA NoBblLLaLWLne KOS(beMLI,I/IeHTbIZ

- Npu 06CNY>XMBaHUW YnTaTenem KMHOPOTOPOHOOOKYMEHTaMU - 1,2;

- Npu 06CNyXMBaHWK YATaTENEN HOTHLIMM, KapTorpaduyeckumm, nsomsgaHmsmm - 1,15;

- npu OGCJ'Iy)KVIBaHVIVI ynTaTenenm cneumanbHbIMK  BUOAMMU

JoKymeHTauum - 1,1;

- Npu paboTe C AOKYMEeHTaMu Ha MHOCTPaHHbIX A3blkax - 1,15.

4.5.2. BHyTpeHHss paboTa

Hay4HO-TeXH nyeckom nntepartypbl "

Tabnuua 71
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHuns BpeMEeHWU,
MWH.

1 2 3 4
MoproToBka Kk Bblgaye:

1 |paccrtaHoBka opmMmynapoB uuTaTenem (Mo cpokam, Homepawm, | oauH dopMynsp 1,0
andasuty)

2 |paccTaHoBKa coaHHbIX JOKYMEHTOB B hOHAE OTKPLITOro A0CTyna OLVH JOKYMEHT 2,0

3 | paccTaHoBKa cAaHHbIX JOKYMEHTOB B (POHAE OCHOBHOIO XpaHEeHUs | OAVH OOKYMEHT 3,0

4 |nogBepeHve uToroB paboTbl 3a npowefwuvi OeHb, BHeceHue eXeHEBHO 15,0
3anncu B AHEBHUK

5 |nogbop AOKYMEHTOB MO NpeaBapUTENbHbIM 3aka3aM untatenem v| oguH AOKYMEHT 3,0
nnaHam 4YTeHus

6 |IpPOCMOTpP HOBbIX MOCTYMNNEHUA ANA pekoMeHAaLMm YnuTaTtensam OLVH JOKYMEHT 2,0

7 | NpoCMOTP M NOMOMHEHNE KHUXHBIX BbICTABOK, SLLUMKOB CBOOOAHOrO | OOUH AOKYMEHT 3,0
BblBOpa KHUI, TEMaTUYEeCKMUX MOMOK U CTennaxemn

8 |noarotoBka pabo4yero mecTa e)xeHeBHO 10,0
PaboTta ¢ hopmynapom untatens:

9 |aHanmM3 OopMynAapoB YuTaTenen, BbISABMEHWE 4YUTaTENbCKUX | OAUH hopMynap 4,3
MHTEpecoB
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10 |cocTaBneHne KapTO4YkM ONsl KapTOTEKM YMmTaTernbCKUX WMHTEPECOB; | OfHa KapTouyka 0,86
COCTaBIieHNe Cnucka YMtaTenbCkux NHTepecos - 1 3anuck

11 |3anucbe B dopmynspax (UHbIX [OOKYMEHTax) O pesynbTaTtax| OJHa 3anucb 3,6
aHanusa YTeHus 3a onpefeneHHbIn nepuog

12 |3anucb B [OHEBHUWKE OUONMOTEKapsi O [OUHAMUKE UYTEHUs U oJHa 3anucb 9,2
NHTepecax yutartens (rpynmnbl Yutatenen)
Pabota c yutarensamu, He BO3BpaTMBLUMMW JOKYMEHTbI B CPOK:

13 |npocMOTp M OTOOp OPMYMNSAPOB uMTaTeENEn, He BO3BPATMBLUUX | OAWH opMynsap 1,0
OOKYMEHTbI B CPOK

14 |HanucaHue OTKPbLITOK-HaNnOMMHAHUN O BO3BpaTe [OOKYMEHTOB; | OAWH hopmynsap 6,0
OTMeTKa faTbl HaNnoOMUHaHUA Ha hopmynspe

15 |onoBelleHne (no TenedoHy, SMEKTPOHHOW MoyTe) yutatens, He | oanH dopmMynsap 5,0
BO3BpaTMBLLUErO JOKYMEHTbLI B CPOK; OTMETKa AaTbl HaNnoMUHaHUA B
dopmynsape
KoHTponb 3a cpokamu BO3Bparta OOKYMEHTOB B
aBTOMaTU3NPOBAHHOM peXume:

16 |BbIBO4 Ha nNpPUHTEp MO YCMOBUSAM CNUCKa 4uTaTenem wu O[Ha 3anunucb 0,16
aboHeHTOoB-3aJ0MKHNKOB

17 |cocTaBneHue crnvcka 3agormkHNKOB OAHa 3anucb 0,16

18 |pacnedaTtka Ha NpUHTEPE HanoMuHaHUSA aboHeHTaM M yuTaTensam | OAHa 3anucb 2,2
0 Cpoke BOo3BpaTa (agpec, Ha3BaHWs B3ATbIX JOKYMEHTOB)

19 |u3batme 13 6a3sbl AaHHbIX CBEAEHUN O 3aHATOCTU BO3BPALLEHHbIX | OAHa 3anucb 0,4
OOKYMEHTOB
OdopmneHmne noucka 3agoSPKHUKOB Yepes Cya;:

20 |cHATME konNuM C dpopmynapa uuTaTensi; YTOYHEeHWe aBTopa,| OAMH LOKYMEHT 2,7
Has3BaHUSA, WHBEHTAPHOr0 HOMepa, LeHYy [OOKyMeHTa, He
BO3BpALLEHHOr0O B CPOK; NepeyucrieHue rocrnoLwfvHbl  3a
odopmrieHne UCNONHUTENbHBLIX HaANUCcen; nepegaya gena B cya

21 |nonyyeHne 1 oOdOpMMEeHMe [OOKYMEHTOB W3 HOTapuanbHOW | OAMH LOKYMEHT 2,7
KOHTOpPbl (NpocCTaBrneHWe HoMepa pacyeTHOro cyeta, HoOMep
WCNONHUTENBHON HaaNMcK)

22 |cocTaBneHue akta Ha onnaTy 4yepes cyf YTepsiHHbIX JOKYMEHTOB| OAMH LOKYMEHT 2,7
(NMpunoXxeHue K akTy - opMynsip uiTaTens)
[Mprem JOKYMEHTOB B3aMeH YTEPSIHHbIX:

23 |nouck yuTaTenbCckoro ¢opmyndpa; BHeCceHMe COOTBETCTBYHOLLEN | OAVH AOKYMEHT 10,0
3anucu B opmynsap, TeTpagb ydeTa KHUM, MNPUHATbIX B3aMeH
YTEPSAHHbIX

24 | NpoCMOTp AOKYMEHTa, NpeanaraeMoro B3aMeH yTepsiHHOro OLVH JOKYMEHT 2,0
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PaboTa ¢ oTkasamu:

25 |ydyeT w© «knaccudpmkaums  OTKas3oB: OTMETKa Ha  NUCTKe O[HO 1,6
yntTaTtenbckoro TpeboBaHUs NPUYNHY OTKa3a TpeboBaHue

26 |paccTtaHoBKa YnTaTENbCKNX TpeboBaHumn B KapToTeKy OAHO 0,32
"Heya0BNEeTBOPEHHbIN cnpoc” TpeboBaHne

27 |aHann3 O0TKa3oB, COCTaBJfIEHME CBOAKM OTKa30B B OTpaCreBOM OAWH OTKa3 1,0
paspe3e (N0 npuyMHaMm OTKasa M MepaM WX JUKBUZauMn u
npeaynpexaeHns)

28 |coctaBneHne 6uBNMorpadUYEcKoro OnMuUCaHWs Ha [OOKYMEHTHI, OfHO 2,0
nMetome Hanbonbllee YMCO OTKA30B, M Mepefada KapToudku B | Bubnuorpadude
OTAEN KOMMMEKTOBaHMS CKOe onucaHue
4.5.3. BHecTaumoHapHoe obcnyxuBaHmne

Tabnuua 72
N HaumeHoBaHue npouecca, onepauun. CoctaB paboTbl EpovHuua Hopma
n/n namepeHns BpEMEHM,
MUH.

1 2 3 4
OpraHusauns 6ubnmnmoTeyHbIX NyHKTOB, NepeaBUKHbIX BUbnmoTek:

1 |3akno4veHne goropopa Mexay 6MGnmMoTeKkon 1 opraHu3auuen, rae | OAMH LOroBop 270,0
OyadeT OCyLLEeCTBNATLCA BHECTALUMOHApHOEe obCnyXnBaHue

2 | odopmneHue copmynsipa 6UBNMOTEYHOro NyHKTa oavH chopmynsp 13,5

3 |odopmMmneHne nanku ¢ AOKyMeHTamMu (4OroBoOp, 4OBEPEHHOCTb Ha OfHa nanka 13,5
nornyyeHue KHur, opmynapos BUBNNMOTEYHOrO NyHKTa, OTYETOB)

4 |coCTaBrieHUe CXeMbl pasMmelleHUs OUBMMOTEYHbLIX MYHKTOB Ha oJHa cxema 126,0
TeppuTopum ropoga, panoHa

5 |coctaBneHune rpaduka obmMeHa [OOKYMEHTOB, HaxoOsAWMXCa B| OAuH rpaduk 18,0
BMBNMoTEYHbIX NyHKTax, NnepeaBuXHbIX Brubnunotekax

6 |cocTaBneHue nnaHa MeToan4YecKkomn MOMOLLN OJVH NMnaHa 46,0
61bnmoTekapsiM-06L,eCTBEHHNKAM

7 |odopmneHne o6bABNEHMS O OHAX WM 4acax  paboThl ogHo 12,0
BMBNMOTEYHOro NyHKTa, NnepeasxHon bubnunoteku obbsaBneHne
Mopbop KOMMMNEKTOB AOKYMEHTOB Ans OMOGNMMOTEYHOro nyHkKTa,
nepeaBmKHON BUBIIMOTEKN
Mop6opka KoMNNeKkTa AOKYMEHTOB OAWH KOMMNIEKT
KonnyecTtBo JOKYMEHTOB B KOMMIEKTE:
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8 |10 15,0
9 |30 45,0
10 | 100 148,5
11 |Bblgava JoKyMeHTa B BUGMMOTEYHbIN MYHKT, OTMETKa B KHWKHOM | OOUH JOKYMEHT 2,0
dopmMynsape Aatbl Bblayn, HOMepa nyHkTa
12 |3anucb B dopmynap OGubnNuoTeyHoro nyHkTa Aathl Bbldayn| OAHA 3anucb 1,0
OOKYMEHTOB, KONMYeCcTBa BblaHHbIX W  BO3BpALLEHHbIX B
cTaLMoHap JOKYMEHTOB
13 |paccTaHOBKa  KHWXKHbIX  (POPMYNApPOB B KapTOTEKy  3a| OAWH KHWXHbIN 0,4
pasgenuteneMm curfibl  BGUBNMOTEYHOrO MyHKTa, NEepeaBUKHON dopmynsp
O1MOMoTEKN, BHYTPU NO andasuTy hamunmin aBTOPOB
14 |npuem [OOKYMEHTOB U3 OUBNMOTEYHOro MyHKTa, MNEepeaBMKHON | OOUH OOKYMEHT 1,6
O1MbnmoTekn: npocTaBneHme OTMETKM O MpuemMe, BIIOXEHUe
dopmynsapa B JOKYMEHT
4.6. O6cnyxunBaHue no mexbubnuoreyHomy aboHemeHTy (MBA)
Tabnuua 73
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl Epounuua Hopma
n/n namepeHns BpEMEHMU,
MWH.
1 2 3 4
O6cnyxunBaHune yntatenen 6Gubnuotekm no MBA:
1 |peructpauma ymtatend, nonb3sytowerocs MBA OJVH YuTaTenb 1,35
2 |3anonHeHue 6naHka-3akasa, MNpOCTaBfeHWe perncTpaumoHHOro O[VH 3aKa3 2,2
HoMepa, AaThbl
3 |yTOuHEeHMe yka3aHHbIX 4uUTaTeneM CBeJEeHWA O 3aka3aHHOM O[VH 3aKa3 1,6
OOKYMEeHTe, Uuenu 3anpoca, WCTOYHMKE, OTKyga MnonyyYeHbl
cBefeHus
Bubnuorpaduyeckas popaboTtka 3aKkasa; YTOYHEHNE
Gmbnmorpaduyecknux cBe4eHUN:
4 | no cnpaBOYHbIM N3aHUAM 27,0
5 | npu nomoLn aBTOMaTU3MPOBAaHHbIX CPeaCTB 0,22
6 |npoBepka Hanmuuusa 3anpalimBaeMoro AoKyMeHTa B 6ubnuoTtekax | OAMH LOKYMEHT 10,2
ropoaa, obnacTtu, permoHa, B TOM Yucre no CBOAHbIM Katanoram
7 |HanpaBneHne OnaHKa-3aka3a C MPOCTABIIEHHOW  OTMETKOM OAWH 3aKas 0,27
(wtemnenem) "B ropoge HeT" B OTpacneBOW, YHUBEpPCAsbHbIN
ueHTp unu B 6GubnuoTeky (opraH uWHGoOpMauun) no AaHHbIM
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CBOAHbIX KaTarnoros

8 |3anuch cBegeHun 0 HanpaeneHun 3akasa no MBA (HanmeHoBaHWe | oaHa 3anucb 14
6ubnmoTekn, aata) Ha 06opoTHOM CTOpPOHe BriaHka 3akasa

9 |nomelleHne bnaHka-3akasa B "KapToTeky 3anpocoB uuTaTenen no OAHO 0,32
MBA" 3a pasgenutenem "3anpocbl no MBA, HanpaeneHHble B| TpeboBaHue
apyrue 6ubnuotekn"”

10 |npuem gokymeHTOB, npucrnaHHelx no MBA; pacnevatka| oguH JOKYMEHT 3,8
GaHgeponu, npoBepka COCTOSIHUS OOKYMEHTOB, OTMeTKa AaThbl
MonyyYyeHUss M HasBaHuUs OWONMOTEKWU, BbICMABLUEN [AOKYMEHTHI,
WHBEHTApPHOrO HOMepa, Cpoka MOMb30BaHWUs; pPa3MecTUTb
OnaHk-3aka3 u3 pasgena kaptotekm "3anpocbl no MBA,
HanpaBlieHHble B Apyrne 6ubnuotekn” B pasagen "lNonydeHHble No
MBA un3panus"

11 |onoBelleHWe ynTaTensd o NofyvyeHUn 3arnpoLLleHHOro JOKYMeHTa U | OOHO MU3BELLeHue 1,35
CpOKe MOosb30BaHMsA UM

12 |Bblgaya yuTaTento nony4yeHHblx no MBA JOKYMEHTOB B YMTaNbHOM | OAWH LOKYMEHT 1,0
3ane (B cnyxebHoMm nomeweHun 6Gubnuoteku); cBepka
BblJAaBaeMoro JOKyMeHTa ¢ B6naHKoM-3aka3om, NpoBepka Hanm4yms
CTPaHWL, U COCTOSIHUE JOKYMEHTa, OTMETKA Bblaayn

13 |npuem [JOKyMeHTa OT uuTaTensa B uYMTanNbHOM 3ane; CBepka| OOWH OOKYMEHT 0,5
OOKYMEeHTa C 4acTbto OrnaHka-3akasa, MnpoBepka COXPaHHOCTU
OOKyMeHTa, OTMeTka O npueme, MOMeLleHne [AOKYMeHTa B
crneumanbHO BbleNeHHOe MeCTO (3aKpbIThIN LwKad)

14 |uns3BneveHne 6GnaHka-3akasa M3 KapTOTEKWU, 3anuUCb cBedeHui 06 OOWH NINCTOK 1,0
oTnpaBke M3gaHus (garta, HoOMep MOYTOBOrO OTMpaeneHus);| TpeboBaHus
nepectaHoska Jnuctka u3 pasgena "lMonyyeHHble no MBA
nsgaHusa" B pasgen "BosBpalleHHasa nutepatypa”

15 |nogrotoBka K oTnpaske OOKYMEHTOB B| OAWH OOKYMEHT 3,6
6mbnmoTeky-choHaoaepkaTenb 3aka3How OaHAeporsiblo; ynakoBka
OaHOeponu, B3BELUMBaHWE e€e, HakrneuMBaHwe Mapku (ecrnm HeT
LEeHTpann3oBaHHOW oOmnnaTbl MEepechbisikK), HanucaHue agpeca,
COCTaBfeHne onucu

16 |paboTta c oTKasamu,; npu nomny4yeHun oT OOWH OTKa3s 1,03
onbnuotekn-cboHgoaepKarens um3BeweHuss 00 oOTkase unm
3adepXXKe BbIMNOMHEHMS 3anpoca: W3BNEYEHUEe U3 KapTOTEKU
OnaHka-3akasa, ykasaHue Npu4YMHbl U gaTbl OTKasa Ha 00OpOTHOM
CTOpPOHe, nepecTaHoBka U3 pasgena "3anpocbl no MBA,
HanpaBlieHHble B gpyrue bubnuotekn" B pasgen "OTkasbl no MBA"

17 |cooblieHne B oTaen obcnyxmBaHusa O MonyvyeHuM oTkasa (aaTta, OAWH OTKa3 1,35
npu4nHa)

O6cnyxunBaHue aboHeHToB Nno MBA

Mprem 3akasos:
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18

npu oTCYTCTBMU HOMepa aboHeHTa Ha GnaHke-3aka3e NpoBepka no
KapToTeke abOHEHTOB, abOHMPYETCS N1 AaHHas opraHM3aums

OOMH OTKa3

1,0

19

opraHusaumss  aboHupyeTca:  MNpOCTaBfeHWe  HoMepa  Ha
6naHke-3akase, cBepka agpeca, Ha3BaHUs opraHu3aumm, pammnmu
oTBeTcTBeHHOro no MBA, BHeCEHME U3MEHEHUI B KApPTOYKM

OOMH OTKa3

3,6

20

nepsn4yHoe 06pau.|,eH|/|e aboHeHTa B TeKyweM rogy. npocraBsrieHne
B KapTo4ke rog o6pau.|,eH|/|$|, nartry

OOMH OTKa3

3,6

21

odopmrieHne aboHeHTa (opraHm3auus paHee He aboHMpoBanach):
npucBoeHne  aboOHEeHTY  HOMepa,  3amnofiHEHWE  KapTO4Ku
pernctpaumm aboHeHTa MBA w pasgenutens (dopmynsap),
yKasaHue TMOfHOr0 HauWMeHOoBaHusi OGMONMOTEKM, MOYTOBOrO
agpeca, TenedoHa, hamunum, UMeHU, OT4eCTBa OTBETCTBEHHOIO
nvua, gaTbl OTKPLITMS 1 HOMepa aboHeHTa

OoAVH aboHeHT

50

22

paccTaHOBKa PErmMcTpaLMOHHbIX KapTOYEK B KapTOTEKy

O/[lHa KapTouka

0,32

23

odopmneHne  usBeweHna and  aboHeHTa  (CTaHAapTHoe
nsseleHne o6 OTKPbITUM aboHeMeHTa); 3anpoc HeooCTarLunX
CBEeAEHUN ONsl KAPTOTEKM TUMOBBLIM MUCbMOM

OOHO un3BelleHne

1,6

24

npoBepka NpaBUIbHOCTM 3anosiHeHNs 6naHka-3akasa,
3a[j0MmKeHHOCTM aboHeHTa, NpocTaBneHne Ha obopoTte 1-1 yacTtu
OnaHka-3akasa (CTp. 2) cBOero LwTeMnens u gatbl MONy4YeHus
3akasza B pyopuke "CnyxebHble oTMeTkn OmbnmoTtekaps” npu
BbINONHEHUN 1 NepeHanpaBneHun 3akasa B CTpoke "panoH, ropos"

OAWH
OnaHk-3aka3s

3,8

25

nepegada Ha y4yacTok paboTbl C OTKasamu HenpaBWUbHO
0POPMITIEHHBIX 3aKa30B 1 3aKa30B abOHEHTOB-3a40MMKHUKOB

OAVH 6naHkK

0,43

26

wncpoBka 3akazoB aboHeHTOB; nogbopka OnaHKoB-3aka3oB MO
andasunTy, MPOBEPKA HaNU4Ms JOKYMeHTa Nno kaTanory

oauH BnaHk

2,7

27

noaroToBka [OKYMEHTa K Bblgaye: cBepka [JOKyMeHTa ¢
6naHKoM-3aka3oM, MpOBepka HanMuns CTpaHWL, W COCTOSIHUS
OOKYMeHTa, npocTaBneHne Ha brnaHke-3akase Liundpa OOKYMEHTa,
yKa3aHue MHBEHTAPHOIO HOMepa, KONMYecTBa LOKYMEHTOB, AaTbl
BblJayu; MpocTaBfeHne wTemMnens 6Gubnuotekn ¢ HasBaHWEM U
MOYTOBbLIM aapecoM, yKa3aHue cpoka BO3BpaTta, MNpocTaBleHue
Homepa 6aHaeponu BHU3Y

OOWH OOKYMEHT

14

28

NMocTaHOBKa 3aka3a Ha odepedb (B Criyyae 3aHATOCTUM U34aHus);
oTnpaBka n3BeLleHUst aboHEHTY

O[VH 3aKa3

1,6

29

nepefaya M3gaHUa Ha KonupoBaHue (Npu 3akase Ha dparMeHT
“3naHus: cTaTbs U3 XKypHana, coopHuka)

OAMH 3aKa3

2,7

30

oTnpaBka [JOKYMEHTOB abOHeHTaMm:
B3BELUMBAHWE, HaKMeuMBaHWe  Mapku,
cocTaBleHne onuncu

ynakoBka ©aHaeponu,
HanucaHne apgpeca,

OOWH OOKYMEHT

2,5

31

paccTaHoBka OnaHkoB-3aka3oB (1-s1 4acTb) Ha BblgaHHble
OOKYMEHTOB (BbICNaHHbIE) B KAPTOTEKY 0O6CNy>MBaHNsi aOOHEHTOB

OOWH OOKYMEHT

0,32

KoHcynbTaHTINNOC
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B pasgen "BblgaHHble no MBA uagaHms”

32 |6ubnuorpaduyeckas gopaboTka  HEBbINOMHEHHbIX  3aKa30B; | OAWH AOKYMEHT 3,2
YTOYHEeHne ©Bubnunorpacuyeckmx CBeAeHUN MO  CMPaBOYHbLIM
nsgaHnsam

33 | BbISIBNIEHME HanNn4yus 3anpalluvMBaemMoro JOKyMeHTa B Gubnuortekax | ognH AOKYMEHT 10,2

ropoga, permoHa

34 |odopmMmneHne 3akasa k nepeHanpaBrieHUo B Apyrne 6ubnmoTeky; OAWH 3aKas 2,7
yka3aHme Ha  OOOpPOTHOW  CTOPOHE  MpUYMHBI U daThl
rnepeHanpaBneHnsi, OTMETKM O TMpOBEpPKe MO CNpPaBOYHbIM
nsgaHusam, curnel 6ubnuoTek-cboHOodepkaTener Mo CBOOHOMY
KaTanory

35 |oTnpaBka abOHEHTY M3BELLEHUA O MepeHanpaBrneHun 3anpoca C|oAHO U3BeLleHne 1,6
ykasaHnem B6MBNMOTEKM, B KOTOPYIO OH HamnpasreH

36 |perncrtpaumsi oTkasa B Y4YeTHbIX (oopmax; oOTnpaBka abOHEHTY OAWH OTKa3 3,6
BGnaHka-3akasa B cnydae HEBO3MOXHOCTM BbIMOMHEHUS C OTMETKOW
0 Npu4MHe 0TKasa B COOTBETCTBYIOLLEN pyOpuKe

37 |nNpyeM [OOKyMeHTa, BO3BpaLEHHOro abOHEHTOM; MOoNy4YeHue Ha| OAWH AOKYMEHT 3,2
noyte, pacnevyatka GaHOeponM, NPoBepKa COCTOAHUS OOKYMEHTa,
n3BrneyeHne OnaHka-3akasa W3 KapTOTEKUM  OOCnyXMBaHUS
aboHeHTOB, Yyka3aHMe Ha HeM JdaTbl BO3BpaTa [OOKYMEHTa,
nepecrtaHoBka OnaHka-dakasa B pasgen "BosBpalleHHas
nutepatypa"

38 |KOHTpPONb 3a CpOKaMu MOSb30BaHUSI [OKYMEHTOB, BbISIBIIEHWE | OOWH JOKYMEHT 1,6
HAOJKHUKOB, HanpasrieHne HarnoMuHaHuiA

BbinonHeHune pabot B AC:

39 | hopmupoBaHue 0asbl OaHHbIX 006 aboHeHTax no| oAawWH abOHEeHT 5,4
COOTBETCTBYIOLLEN (hopMe, BBOZ MHDOPMALIMK O HOBOM abOHEHTE

40 |nouck B 6ase AaHHbIX cBeaeHun 06 aboHMpPOBaHMM opraHm3auuun; | OAWH abOHEHT 3,6
BHECEHNE N3MEHEHUI

41 |BBOA MHGOPMALMK O NPUEME 3aKa3oB OT abOHEHTOB OoAVH aboHeHT 0,27

42 |BBOA WHoOPMaUMM O MepeHanpaBneHun 3aKkasa, BbIBOA Ha| OAWH aBOHEHT 1,6
NPUHTEP M3BELLEHMS O NepeHanpaBneHmn 3akasa

43 |BBOA [HaHHbIX O MOCTaHOBKE 3akasa Ha ouepefpb; coobuieHue | oauH aboHeEHT 1,6
aboHeHTy
44 | perucTpaumsi BblaaHHbIX abOHEHTY [AOKYMEHTOB, MPOCTaBMEHWEe | OAMH LOKYMEHT 2,7

cpoka Bo3Bpara

45 |yoaneHue us maccuBa JaHHbIX O BO3BPaLLEHHOM AOKYMEHTe OOVH JOKYMEHT 0,16

46 |KOHTPOSIb 3a cpokaMu BO3BpaTa [OKyMeHTa: MOUCK U OoTGop| OoAWH abGoHEHT 2,7
JaHHbIX B MamMsTW MaluWHbl O 3a[0IMPKHUKAX, BbIBOA HYXXHOW
MHcpopMaLMU Ha MNpPUHTEP, pacrnedaTka CMMCKOB C YykasaHUMeM
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agpeca aboHeHTa

4.7. MaccoBas paboTta

Tabnvuya 74
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMN,
MUH.

1 2 3 4

MogrotoBka MaccoBbIX MEPONPUATUI

OnpepneneHne Tembl, COCTaBa ayauToOpuKM, OTBETCTBEHHOrO 3a OflHO

MeponpusiTue B LeNnoM, COCTaBfneHWe nraHa noAroTOBKM | MeponpusTue

MEeponpusTUs, BOMPOCOB Ans  0oBCyxaeHus, npurnalleHve

KOHCYNbTaHTOB, JIeKTOpoB, nogbopka [OOKYMEHTOB MO Teme

MEeponpusTUS; OopraHu3auns BbICTaBKM nuUTepaTypbl, anbbomoB;

onoBeLleHne 4yuTatened O MeponpusaTuM  4Yepes  aduwm,

nybnukauum B neyatn, MO pagvo, TeneBMOEHWo, 4epes

3NEKTPOHHYK pacchbifiky; BbISIBNEHWE BbICTYNaLWMX; neyaTb U

pacrnpocTpaHeHWe npurnacuTenbHblXx OWNEToB, W3roTOBMEHUE

PEKBU3UTOB,  KyKON,  [AeKkopauuh,  KOCTIOMOB;  MOArOTOBKa

noMeLLeHns; NpoBeAeHUe COBeLLaHWs Mo UToram MNOArOTOBKU U

npoBeaeHus MepPOonpUsaTUN, odopmneHne npoToKona,

cocTaBrieHue n  onybnukoBaHMe  WUTOMOB  MNPOBEAEHHbLIX

MEepPONpUATUR:
1 |uuTaTenbckasa koHdepeHuns 4900,0
2 | nuTepaTypHO-XYAOXECTBEHHbIN Beyep, Bedep OTPacreBOn KHUMW, 3340,0

anenyt
3 | Beyep BONPOCOB 1 OTBETOB, YCTHbIN XXypHan 2600,0
4 | kny6 no uHTtepecam 2600,0
5 | peTckuin yTpeHHuK 3900,0
6 |BWKTOpPWHA, KOHKYPC, Urpa-nytewecTame 3900,0
7 | BbICTaBKUW OEeTCKOro TBopyecTBa 2280,0
8 |nuTepaTtypHo-no3HaBaTtenbHoro 3aHaT™Ma o 30  4yenoBek 1800,0

(rpynnoBoro)
9 |ypoka TBop4ecTBa (MacTep-knacca) 960,0
10 |komaHgHoM urpbli-kBecTa (cBbiwe 30 YenoBek) 4800,0
11 |kBecTa ansa ogHow rpynnsl Ao 30 Yyenosek 2400,0

OpraHun3aumns KHWKHbIX BbICTaBOK
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CocTaBneHve mnnaHa opraHu3auMm W MpPOBEAEHUS BbICTABKY;
BbISIBIIEHNE U OTOOP AOKYMEHTOB; MOArOTOBKA COMPOBOAUTENBHON
OOKYMEHTaLMK K BbICTaBKe; CO3faHne XyOoXXeCTBEHHOIo MpoekTa;
MOHTaX BbICTaBKWU; opraHuMsauus WHGOPMaLMOHHO-PEKNAMHOM
paboTbl No

nonynsipusauumn BbICTaBKW; NoaBeAeHNE UTOroB paboThl

TemaTnyeckme BbICTaBkM  00LLEeOMONMOTEYHOrOo  MacwTaba,

opraHusyemble Ha boHaax bubnunorteku:

OQHa BbICTaBKa

Konn4yecTtBo aKCnoHaTOB:

12

1-50

560,0

13

51 -100

1120,0

14

101 - 200

2240,0

BbicTaBkm no onpegeneHHom 3HaHUN UnNu Teme,

OopraHusyemble

oTpacnu

Ha doHae 6ubnmorekn

OHa BbICTaBKa

Konn4yecTtBo aKCnoHaToB:

15

1-50

310,0

16

51 -100

940,0

17

101 - 200

1920,0

Ha doHpge otaena

OHa BbICTaBKa

KonnyecTtBo 3KCNOHATOB:

18

1-25

180,0

19

26 - 50

360,0

20

51 -100

720,0

BbicTaBkM, MOCBSLLEHHbIE XU3HW U AEATENbHOCTU BblAaoLLUXCS
nogen ("nepcoHanun™)

OHa BbICTaBKa

KonnyecTtBo 3KCNOHATOB:

21

1-10

47,0

22

11-25

110,0

23

26 - 50

210,0

BbicTaBku Ha nonkax crennaxen

OHa BbICTaBKa

Konn4yecTtBo aKCnoHaToOB:

KoHcynbTaHTINNOC
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24 |1-5 25,0

25 |6-10 44,0
BbICTaBKku HOBbIX NOCTYMNNEHWI OfHa BbICTaBKa
Konn4yecTtBo aKCnoHaToOB:

26 |1-25 40,0

27 |26 -50 72,0

28 |51-100 160,0
PaspaboTka 1 anpobauusa nporpaMm 3aHATUIA U TPEHMHIOB (BbIBOp | OOHO 3aHsATME
TeMbl, noadop nuTepaTypbl, COCTaBNeHWe NnaHa 3aHsaTun, nogdop
MaTepuana, aHanums npoBeAeHHbIX 3aHATUIA, AopaboTka):

29 | MmaccoBoe 3aHsATHE 3000,0

30 |rpynnoBsoe 3aHATME 1500,0

31 |vHauBMOyanbHoe 120,0
MpoBeneHne 3aHATUS (MOArOTOBKA, peneTuuus, npoBedeHune,| OOHO 3aHsATue
ybopka nomeLlleHuns):

32 | maccoBoe 3aHAaTne 300,0

33 |rpynnoBoe 3aHATue 210,0

34 |vHauBmngyansHoe 90,0
Urpbl-KBECTBI (nuTepatypHble, npodopueHTaLOHHbIE, ofHa
TemaTtumdeckme) urpa-keecrta

35 |noarotoBka wurpbl-kBecTa: BbIGoOp TeMbl, nogbop nutepatypsl, 300,0
HannucaHue cueHapusi, U3roToBIEHME KOCTIOMOB W OeKopauuin,
nogbop npegMeTHOro psida, COCTaBMEHME MNONOXeHna 06
Urpe-KBecTa; pacchblnka npurnalleHnin u cnucka nutepatypsbl, cbop
3as1BOK; 3aKyrka npu3oB; 0opMIieHUe 1 neyaTb CEPTUPUKATOB U
rpamoT, MyTEeBbIX JIMCTOB; 0POPMIIEHME BbICTABOK AETCKUX paboT,
paboTa Xpu KOHKypca B paMKax KBecTa, penetuuumn

36 |npoBedeHMe: noAroTOBKa MOMELLEHWA CTaHUWK, NpoBeAEeHMe 480,0
Urpbl-kBecTa, ybopka nomeLleHums
Peknama 6ubnmoTeku; paboTta No NpuBNEYEHUIO YNTaTENEN:

37 |noarotoBka peknamHoro coobuleHns B ne4vatb, MO paauo, oHa 420,0
TeneBuaeHuo o pabote onbnnoTeku, ocobeHHoCcTaX |  nybnukauwms,
PYHKUNOHUPOBAHUSA pasnUuYHbIX MOApa3feneHuin, HOMeHKnaType OfHO
yCryr, npegocTaBnsiemMbix 6MbrMoTekomn coobLeHne

38 |noarotoBka nnakata o gesternbHOCTU 6ubnuoTtekn (BblBOp TeMmbl, oaWH nnakaTt 210,0
onpefeneHue cogepxxaHusa n opmbl, caaya B nevatb)
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39 |opraHusauma  3KCKYpCuW; npuemM KU ocopmreHne  3asiBKK, | O4HA 3KCKYpCus 52,0
YTOYHEHMNE TEMbI SKCKYPCUIN N COCTaBa 3KCKYPCaHTOB

BoisBnexue noTeHumanbHbIX notpebutenen
BUBNNOTEYHO-MHDOPMALIMOHHBIX YCIyr 6ubnuoTeku:

40 | npocMOTp npecchbl OAWH OOKYMEHT 6,8
41 | NpoCMOTP U aHann3 AOKYMEHTOB KOHKYPUPYIOLLUX (bUpM OAVH OOKYMEHT 52,0
42 | BegeHve KapToTekn NoTpPebnTENbCKOro pbiHKa OfjHa KapTo4Ka 1,3
43 |BCTpeuu ¢ pykoBoguTenamm oupm, opraHusaummn, npeanpusaTun OfHO 210,0
mMeponpusaTue
MpumeyaHue:

- Bpemsi opraHu3aLumn BbICTABOK NUTepaTypbl, NPOBeAeHNe MaCCOBbIX MEPONPUATUA U 3KCKYPCUA B HOPMY
BPEMEHU HE BXOAMT;

- K HOpMaMm BPEMEHU MPYMEHSIIOTCS MOBbILIALWME KO3(PMULNEHTDLI: NMPU OpraHM3aLuy Bble3aHOW BbICTaBKU -
1,1; NpU 3KCMOHMPOBAHMU Ha BbICTaBKe NUTepaTypbl HA MHOCTPaHHbIX A3blkax - 1,6.

4.8. CnpaBo4vHas U uHgopmaumnoHHas paborta

Tabnuua 75
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMN,
MUH.
1 2 3 4
Y4eT NoCTYNMBLUNX BTOPUYHBIX JOKYMEHTOB (KapTO4YeK)
CyMMapHbIN y4eT KapTo4ek B XXypHare MocTynfieHniA N BbIObITUA B|  OAHa napTus
pPErncTpaumoHHbIX KapToTekax
Yuncno nocTynmBLLNX KapToYek:
1 |1-110 19,0
2 |111-220 63,0
3 [221-600 160,0
4 | BbISIBNEHME HEBbLINOMHEHHbIX 3aKa30B; COCTaBieHME 3asiBKM Ha OAWH 3aKas 4,5
HeBbIMOMNHEHHbIE 3aKas3bl
OpraHusaums cnpaBo4vHo-bubnmorpadumyeckoro annaparta (CBA)
MpocMOTp M OTOOP OOKYMEHTOB U3 TEKYLUMX MOCTYNMEeHWUn Ans
BkntoveHns B CBA, B TOM 4ncne KkpaeBeavyeCcKknin Katanor:
5 |kHura oJHa KHura 3,2
6 |cbopHuk ofHa cTaTbs 2,7

KoHcynbTaHTINIOC www.consultant.ru
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7 |>XypHan OfHa cTaTbs 2,7
8 |raseta ofHa cTaTbs 1,6
9 |6ubnuorpacduryeckoe nocobne OfHa 3anucb 0,5
10 | NeTonUCb KHWXKHBIX, XXYPHAamNbHbIX U Fra3eTHbIX CTaTemn ofHa 3anucb 0,83
11 | NPUKHWXHBIN BMBIMorpadnyecknin CNMcok OfHa 3anucb 0,5
CocTaBneHune 6ubnunorpaduyeckon sanncum OAHa 3anuncb

Konun4yecTtBo anemeHToB OmMbnmnorpadgpuyeckon 3anmcu:

12 |1-4 3,2
13 |5-6 0,5
14 |7-9 6,0
CoctaBneHve aHHoTauuu, u3ydeHue [OOKYMEHTa, HanucaHue | ogHa aHHoTauus
TekcTa:
15 | aHHOTUpOBaHWE KHUT 260,0
16 |aHHOTUpOBaHWe cTaTemn 156,0
17 |aHanuTu4eckass PpOCNUCb  XXypPHamnbHbIX, ras3eTHbIX CTaTen,| OOouUH OOKYMEHT 3,8

cbopHukoB, OGubnuorpaduyecknx nocobuin: o3HaKoMMeHne ¢
CoAepXXaHWeM MU3[aHusl, COCTaBIIEHNE aHaNNTUYECKOW pOCMNCH

MpocMoTp  mOCTyNUBWWX  UHMOPMAUMOHHBIX  (BTOPWUYHBIX)
OOKYMEHTOB n oTbop nx ans BKITIOYEHUS B
cnpaBoyHo-6ubnunorpadudeckmii annapart (nepBUYHbLIN 0TOOP)

MpocmoTp MHOPMALMOHHBLIX M34aHui (B TOM YMCIEe KapTOYKM) M| OOHa KapTouka
oTOOp M3 HMX [OKYMeHTOB pAns  BkoveHusi B CBA;
cucTemMaTMsauus KapToyeKk MO Tunam KaTanoroB M KapToTek;
npoBepKa MHOEKCOB, pacCTaHOBKA KapToyek

Yuncno KapTo4ek:

18 |1-10 18,0
19 |11-100 165,0
20 |101 - 300 490,0

MpocmoTp u otbop kaptodek B CBA C uenblo usbsaTUS Unn
nepemMeLLeHuns (BTOpUYHbIN 0TOOP):

21 |n3bATME M3 KaTanoroB M KapTOTEK KapTOYeK Ha [AOKYMEHTbI, | OAHa KapTouka 15
crucaHHble u3 ¢oHaa; NpoCMOTp KpaeBea4eckux,
Bubnuorpadunyeckux 1 cakrorpauyeckux KapToTek, N3baTne us
HMX  KapTOYeK Ha  [JOKYMEeHTbl, NOoTepsiBlUME  LIEHHOCTb,
nepeBefeHNe KapToYeK B apXUBHble KapTOTEKU (YHUUTOXEHME);
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BHECeHVe OTMEeTOK B XypHane yyeTa W pernctpauuoHHOMn
KapToTeke
OpraHu3aums rnasHown crnpaBoyHon kapTtotekn (ITCK):
22 |mpocMoTp M OTOOp AOKyMeHTOB pnnsi BkmoveHuss B [CK;| oauH gOKyMeHT 2,7
odbopMIIEHME KapTOYKn
23 |HanucaHue u paccTaHoBKa pasgenutens oavH 1,7
pasgenutens
PenaktupoBanue 'CK:
24 | nckntoveHne m3 NCK kapTovek Ha OOKYMEHThI, yCTapeBLUME MM | OfHa KapTouka 5,0
HenpodunbHbIe, NepeBedeHne UX B apXMBHYHO 4acTb (M3bATUE);
JetannsvpoBaHue pasgensl
25 | HanucaHue HOBLIX pasgenuTenen oauH 1,4
pasgenutens
OpraHu3aums KapToTeku NepcoHanvn:
26 |onpegeneHne n COCTaBreHUe NepeyHs nuu, CBeAeHUs O KOTOPbIX | OAMH LOKYMEHT 10,0
OTpaXalTCcsa B KapTOTeKe; NpOCMOTP UH(OPMALIMOHHBLIX U34aHuN,
NnepBUYHbLIX [OKYMEHTOB, OTOOp OOKYMEHTOB s BKIMOYEHUS B
KapToTeky
27 |TexHnyeckada W copepxatenoHas obpaboTka OOKYMEHTOB [Ansi| OAMH LOKYMEHT 2,7
BKIMIOYEHNSI B KapTOTEKy; pacCTaHOBKa KapToyek Mo andasBuTy
¢hamunuii aBTOpOB U NO BMAAM AOKYMEHTOB
28 |HanucaHue n paccTaHoOBKa pasgenurenen OOVH 1,4
pasgenutens
OpraHusauumsa cakrorpadudeckor kaptoteku (PK):
29 |onpepeneHve npegMeTta, obbekTa U OCHOBHbIX MPW3HAKOB ANsi| OAMH LOKYMEHT 2,7
oTpaxeHus B PK; npocMOTp AOKYMEHTOB M OTOOP ANSA BKITHOYEHUS
B ®OK; 3aHeceHMe oTObOpaHHbIX CBeOeHUM Ha  KapTbl
WH(POPMALIMOHHOMO MaccuBa C BHECEHVWEM COOTBETCTBYHOLLMX
OTMETOK B MOUCKOBbIN Maccus hakTorpadnuyeckon KapToTeku
30 |pepaktvpoBaHne ®K; npoBepka NpaBUNTbHOCTU  BHECEHWUS | OAWH AOKYMEHT 1.6
CBEOEHUN N yKaszaHui 06 UCTOYHMKaX MHdOpMaL MK
31 |HanucaHue u paccTaHOBKa pasgenurenen OOVH 1,4
pasgenutens
OpraHu3aums TemaTu4eckux Nanok ra3eTHbIX BbIPE3OK:
32 | NpocMOTp raseTHbIX BbIPEe30K 1 UX cucTeMaTusauus O[lHa Bblpe3ka 2,5
33 |odopmMmrieHne BbIPE30OK Of9 XpaHEeHUs B TeMaTU4ecKux narnkax;| ofHa Bbipeska 3,2
KpaTKoe onvcaHue UCTOYHWKA, HaKnenBaHne Ha KapTo4ku
34 |cnpaBku no TenecoHy O  AedATenbHOCTM  GBUBNUoTEkn exxeqHeBHO 90,0
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(NpegoctaBneHne nonb3oBatensm uHdopMaumm o paboTe
GUONMOTEKN,  KPYXKKOB, CTyOWUWA, MPOBEOEHUSI  KOHLIEPTOB;
COeQIHEHMWE C ApYrMMn NoapasaeneHusamMm 6MbnmoTtekn)

4.8.1. CnpaBo4Ho-6ubnuorpadumyeckoe obcnyxmsaHune

Tabnuuya 76

N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma

n/n n3mepeHust BPEMEHMU,
MWH.

1 2 3 4
Mpnem Gnbnuorpaduryeckmnx 3anpocos:

1 |npuvem 6ubnuorpaduyeckoro 3anpoca; YTOYHEHWE TeMbl,| OAWH 3anpoc 50
LeneBoro M 4YWTaTENbCKOrO Ha3HaYeHUs, MOSIHOTY WCTOYHMKOB,

TUMOB, BMOOB M XPOHOMOMMYECKNX paMOK 3anpocoB

BbinonHeHne cnpaBok

BbinonHeHne TemaTnyeckon crnpaBku; MOUCK U OTOOP AOKYMEHTOB; | OAHa CrpaBka
cocTaBrieHne 6ubnmorpagmnyeckoro onMcaHus

MUCbMEHHO; KONMYECTBO UCTOYHMKOB:

2 |1 3,0

3 |2-5 15,0

4 |6-10 30,0
YCTHO; KONMYECTBO UCTOYHUKOB:

5 |1 2,0
BbinonHeHue afpecHo-6ubnuorpadunyeckon crnpaBsKu;

YCTaHOBMEHUE HanMU4Msi UM MecTa HaxoXOEeHWUst JOKYMeHTa Wiuv
ero yactu B ooHae 6ubnmotekn
[MMCbMEHHO; KONMYECTBO NCTOYHMKOB:

6 |1 2,0

7 |2-5 12,0

8 |6-10 24,0
YCTHO; KONMYECTBO NCTOYHUKOB:

9 |1 15
BbinonHeHne  yTouHsilowen — Gubnuorpadudeckor  cnpaBkW, | OOHa crpaBka
yCTaHaBnvBarLen " (nnn) YTOYHSIOLLEN 3NeMeHThI
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6ubnunorpacdnyeckoro OnucaHusl, KOTOpble OTCYTCTBYHOT WU
UCKaXKeHbl B 3anpoce YmTaTens

MMCbMEHHO; KONMNYECTBO NCTOYHUKOB:

10 |1 2,7
11 (2-5 14,0
12 |6-10 27,0

YCTHO; KONMYECTBO UCTOYHUKOB:

13 |1 1,6

BbinonHeHne dakTorpadmyeckon cnpasBku, YyCTaHaBnuvBatollen | ofHa crnpaBka
KOHKpEeTHble CBeOEeHUs O TeX WM MHbIX OBObekTax, COObITUSIX,
npoueccax, gatax

MMCbMEHHO; KONMNYECTBO NCTOYHUKOB:

14 |1 2,7
15 (2-5 13,5
16 |6-10 2,7

YCTHO; KONMYECTBO UCTOYHUKOB:

17 |1 1,6

KoHcynbTauusa y cnpaBoyHo-6nbnunorpaduyeckoro annapara

18 |lpoBepeHne OGecegbl 006 opraHM3auum U UCMOSNb30BaHUK ofHa 10,0
pasnMYHbIX YacTeill CcrnpaBOMHOro annapata, N0 MeToAWKe | KOHCynbTauus
6mbnmorpadunyeckoro nomncka

BeneHne (*)OHLI,a BbIMOJIHEHHbIX CMpPaBOK:

19 |oT6op cnpaBok Ans ¢oHaa, pasnoXeHne No nankam (KOHBepTaMm);| oAHa cnpaeka 0,5
odopmIieHne cnpasku (3anuchb B TeTpagb yveTa)

20 |cocTaBrneHne KapTOYKM [NA  apXxuBa; YKa3aHune nopAagkoBoro | oO[4Ha KapTodka 2,7
HOMepa, TeMbl, AaTbl BblAa4X; YCTAHOBKaA KapPTO4YKM B KapPTOTEKY
apxuBa BbIMNOJTHEHHbIX CNpPaBoOK

PaboTbl B pexume AC:

21 | cbopmmpoBaHmne rnaBHon cnpaBoyvHon kaptoTeku (FCK); BBOog B| OgHa kapTouka 2,0
6a3y [aHHbIX aHanMTUYeCcKOW POCMUCU Fa3eTHOXYpPHarbHbIX
cTaten, COOpHUKOB

22 | nouck n otbop Gubnuorpadumyeckon 3anucu No ycrnosmusmM OfHa KapTo4ka 2,7

23 |BbIBOA4 Ha 9KpaH 6Gubnuorpadumyeckon 3anucu unu oTaeNbHbIX | OAHA KapTouka 1,0
cBefeHun; pacneyaTka
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4.8.2. bubnuorpadunyeckoe nHpopmmposaHme

Tabnuua 77

N HanmeHoBaHue npouecca, onepaunn. CoctaB paboThl EovHnua
n/n namepeHnst

Hopma
BPEMEHM,
MUH.

1 2 3

4

BbisiBneHne WHGOPMALMNOHHBLIX MOTPEOHOCTEN ChneunanucToB
METOAOM aHKETMPOBAHUS:

1 |onpeneneHne  KOHTUHreHTa  noTpebutenenn  MHopmauuw; oOuH

paspaboTka 3asBKM ONs  onpedeneHusl  MHOPMAUMOHHLIX |  NoTpebuTtens
notpebHocTeln (3anpocoB); paccbinka (pacnpocTpaHUTb) 3asiBKW;
o6paboTka MOMyyeHHbIX 3asBOK; cocTaBneHne Ha 6Gase
MONMyYeHHbIX [daHHbIX KapTOTEKUM KOHTUHreHTa noTpebutenen
NMHpopMaLnm 1 X MHPOPMAaLMOHHbLIX NOTPeBGHOCTEN (3anpocoB)

34,0

BbisiBreHne mMHMOpPMaLMOHHbIX NOTPEeOHOCTEN crneuuanucToB Ha
OCHOBE aHanu3a naHoBO-OTYETHOW AOKYMEHTaUMK:

2 |oTBop, M3y4eHMe, aHanM3  OTYETHbIX  [JOKYMEHTOB M| OOWH OTYETHbIi
hopmmpoBaHve TEMaTVKM CNpaBOYHO-MHEOPMALNOHHOIO JOKYMEHT
06CnyXMBaHUSI B pa3HbIX pexxnuMax

24,0

3 |pacnpegeneHve  TeMaTMYecKuxX  pPyopuMK  MHJGOPMAaLMOHHbLIX | oaHa pybpuka
notpeGHocTeld  nNo  nodpasdeneHvaM,  ydyacTBylOWMM B
CnpaBoYHO-UHGOPMAaLMOHHOM 0BCMYXUBAHNUM

2,7

3aknoyeHne ¢ aboHeHTamu [JoroBopa Ha WMHGOPMALMOHHOE
obcnyxmBaHue:

4 |aHanuM3 fOaHHbIX O  3aWHTEepPecoBaHHOCTM  aboOHEHTOB  B| OAWH AOroBOP
MHDOPMALIMOHHOM OBCIYXMBAHUM U pexmumax usbmpaTenbHoro
pacnpocTpaHeHnss U PETPOCNEKTUBHOIO MOMUCKa; 3akrloyeHne U
nepecMoTp AOroeopa

2300,0

dopmupoBaHne cetu aboOHEHTOB CUCTEMbl U3bupaTenbHOoro
pacnpocTpaHeHus uHgpopmaumm (MPW):

5 |onpeaeneHne kKOHTUHreHTa aboHeHToB cuctembl VIPU; BoisiBneHne | ogvH abOHEHT
TUNOBLIX U WMHAMBUAOYAsbHbIX 3anpocoB abOHEHTOB; W3y4veHue,
Knaccudgukaumsi, UHOEKCUPOBaHWE 3anpoCcoB; BBEAEHNE OAHHbIX O
3anpocax B agpecHyo KapToTeky

34,0

NogroTtoBka curHanbHOro onoeeulleHust B cucteme NP

BbisiBneHue, NPpoOCMOTp U OT60p mMaTtepuanos u3 TeKyWunx oaHo
I'IOCTyI'IJ'IeHMl;I; pacnpepgeneHune OTO6paHHbIX MaTtepuanos wu3 onoselleHne
TeKyLmnx I'IOCTyI'IJ'IeHMIZ no aboHeHTam

KonunyectBo NpOCMOTPEHHBIX JOKYMEHTOB:
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6 [1-2 3,0
7 |3-4 12,0
8 |5-10 32,0

MogroToBka NoabopoK CUrHanNbHbLIX ONOBELLEHN B cucteme VPU

3anonHeHne O6naHka-3akasa Ha TUPAXUPOBAHUWE; perncTpauus 0fHO
MOCTYNMBLUMX KOMWI, NpOBepKa MX KayecTBa W 3K3IEMMIIAPHOCTY; | OMoBeLleHne
3anofiHeHNe ConpoBOANTENBHON AOKYMEHTaLMn

Konun4yecTtBo 3anpocos:

9 |1-2 14,0
10 |3-4 17,0
11 (5-7 21,0
12 |8-10 25,0

MpocmoTp n oTOop AoKyMeHTOB A5is BBoAa B AC

MpocMoTp Maccuea NOCTYNMBLLMX JOKYMEHTOB; 0T6OP AOKYMEHTOB | OAMH AOKYMEHT
COOTBETCTBYHOLLIEN TeMaTUKM U BBeaeHue B 6a3y AaHHbix AC

OT60p NepBUYHbLIX JOKYMEHTOB:

13 |1-50 290,0

OT160p BTOPUYHBIX JOKYMEHTOB:

14 |1-50 110,0
15 |nogroToBka kapTo4ku ana pabounx kaptotek MPU OHO onucaHue 2,7
16 |nogroToBka TpadapeToB c kapTodkamu VIPU ons TupaxupoBaHua | oguH Tpadapet 1.4

KoppekTpoBka BbIXOAHbIX Tabynarpamm:

17 | ocHoBHOM psaAg oJHa 3anucb 2,7

18 |BcnomoraTenbHbIN yKkasaTenb O[lHa 3anucb 1,6

19 |pepakTupoBaHMe BbIXOAHbIX TabynarpamMm UM 0dOpMIIEHME | OAHa 3anucb 4,2
OOKYMEHTOB

20 |HapesaHue, pacnevaTtka nogbopok Ha oTaenbHblE ONUCaHNS OJHO onucaHue 1,6

KoppektupoBka cuctembl VIPUW no pesynbTatam aHanusa KapT
obpaTHon cBA3N

O6paboTka 1 aHanua kapTbl 06paTHOM CBA3WN; BHECEHME OLIEHKM Oo4Ha KapTa
CWUTHanbHOrO  OMOBELLUEHUS B  Y4eTHYl0 KapTy aboHeHTa;
KOppPEeKTUpOBKa CUCTEMbI Ha OCHOBE aHanus3a kapT obpaTHoW
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cBA3n

KonnuectBo KapT:

21

1-7

70,0

22

8-10

75,0

23

11-15

80,0

24

16 - 20

85,0

Bblgaya JOKYMEHTOB MO 3anpocy:

25

BbiSIBNIeHNe U 0oT6op AOKYMEHTOB (M34aHMs) Mo 3anpocy B
crnpaBoYHO-UHGOPMaLMOHHOM  choHae, odbopMmIieHne  Bblaady
[IOKYMEHTOB B YCTAHOBIIEHHOM MOPSAAKe

OONH OOKYMEHT

14

pynnoBoe 6ubnuorpaduryeckoe MHPOPMMPOBaHME:

26

chopMUpoBaHmMe coctasa rpynn aGoHEeHTOB

OOVH abOHEHT

720,0

27

YTO4YHEHME TeMbl, cornacoBaHne UMCTOYHUKOB VIHCpOpMaLWIVI, BUObI
OOKYMEHTOB

ofAHa Tema

3,6

28

COCTaBIiEHNE PEerncTPaLMOHHON KapTOYKK

O/[iHa KapToukKa

1,6

I'Iop,60p|<a OOKYMEeHTOB And MH(*)OpMaLI,I/II/I; cocTaBneHne wun
HanncaHme onoBeleHnd; oTnpaBka OnoBeLWeHnA, 3annMcb B
KapTO4Kn I/IH(*)OpMaLI,I/IM; aHanm3 KapThbl O6paTHOIZ CBA3N

ofiHa KapTouka

MMCbMEHHO; KONMMYECTBO U3JAaHWUN:

29

1-5

12,0

30

6-10

24,0

YCTHO; KONMNMYeCcTBO N3aaHUI:

31

1-5

12,0

OnepaTnBHOE UHPOPMUPOBaHME MO 3aNpocy:

32

hopmrpoBaHMe CceT abOHEHTOB, BbISIBIIEHWE TWMOBbIX U
MHOVMBMAYarbHbIX 3aNpoCcoB NoTpebutenen

OoAVH aboHeHT

4,4

33

n3ydyeHue, KJ'IaCCMd)I/IKaLI,MFl 3anpocoB; BBegeHMe AOaHHbIX O
3anpocax B agpeCHyK KapTOTeKy

OAWH 3anpoc

6,3

HanucaHue 0630poB 1 cnpasok

BbisBrnieHne u otbop MCTOYHWMKOB; oObBpaboTka M aHanus
0TOOpaHHbIX OOKYMEHTOB; HanvMcaHue TekcTa 003opa (cnpaBku);
MOAroTOBKa PYKOMMWCM K nevaTtu

OOWH aBT. NMUCT

CocTaBneHune o63opa (crnpaBku) No NepBUYHLIM UCTOYHUKAM:
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34 |Ha pycCKOM sA3blke 5400,0

35 |Ha MHOCTpaHHOM $i3blke 7200,0

36 |cocTaBneHune ob63opa (cnpaBku) N0 BTOPUYHBIM UCTOYHMKAM 4100,0
OpraHuzaums u npoBedeHWe YCTHbIX  Bubnuorpadumyeckmnx
0630p0OB HOBbLIX MOCTYNEHWUI
Mopbopka HOBbLIX MOCTYMSEHMA MO 3apaHee OObABNEHHOMN OfVH 0630p
TemaTtuke; cucTeMaTusauus UCTOYHUKOB MO Temam, NpoCMOTp U
aHanu3 [JOoKyMeHTOB; nogbopka 6ubnuorpaduyecknx onucaHun,

KpaTkue aHHoTauun, pedepatbl Ha OTOGPaHHbIE WCTOYHUKY;
noAroToBka pykonucu bubnuorpaduydeckoro ob63opa
KonnyectBo NpOCMOTPEHHBIX U OTOBPAHHBIX AOKYMEHTOB:

37 |1-10 400,0

38 |11-25 450,0

39 |26-55 500,0

40 |56 - 140 600,0
MoarotoBka BronneTeHsi HOBbIX NOCTYMMEHUN
YTouHeHMe (onpepeneHnMe) TemaTU4ecKMx TrpaHuL, Moucka WU |ogHa GrnneTeHb
oTOOpa [OOKYMEHTOB; co3fgaHuMe pybpukatopa OronneTeHs;

BbiBIiEHNEe © OTOOp [OOKYMEHTOB B MacCuMBe  TEKyLUMX
MOCTYNMEHNA WCTOYHMKOB MHOpMauuy; nogbopka aHHoTauumu,
pedepaThbl, cucTeMmaTusauusa nx

KonnyectBo 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
OpraHusauus n npoeegeHne meponpuatns "OeHb nHgopmaumm'™;

46 |onpegerneHve  Tembl;  COCTaBfeHWe nraHa  nNpoBedeHus; OfHO 640,0
BbiIBNEHVE U [JOCTaBka [OOKYMEHTOB W3 COOTBETCTBYIOLLMX | MeponpusTue
nogpasgeneHni 6ubnuoTekn, NpocMoTp M OT6Op [OKYMEHTOB;
noaroToBka BbICTaBKM nntepartypsbl; onoseLleHne
3aMHTEpPECOBaHHbIX OpraHu3aumMi u cneumanmncTos; odopmreHne
BbICTaBKW; HammucaHue KpaTKMX aHHOoTauuih; opraHm3aums cbopa
3a8BOK Ha [OOKYMEHTbl, MX Bbigaya, KOHCyNbTauuwu, OEXYpPCTBO
6mbnmorpadoB; NpoBeAeHNE aHanNn3a MeponpuaTus
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OpraHusaumst 1 nogrotoeka meponpuatns "OeHb oubnunorpadpun”,
"[leHb nocobusa":

47

YTOYHEHNE  TeMbl; cocTaBneHue nrnaHa; odopmneHne
BbICTaBKN-NPOCMOTPA; noaroToBka 0630pa; NOAroToBKa
KOHCynbTauuu; COCTaBMEHME W  HanucaHne OObABNEHWS;
COCTaBMEHUE W HanucaHwe npuriacuTenbHbIX MUCEM, paccblika
UX; MpurnaweHne 3avMHTEepPecOBaHHbIX Nl MO  pagvo, Mo
TenegoHy, MM4Ho

ofHO
meponpusaTne

1940,0

OpraHusauus v nposeaeHne meponpuatus "deHb cneunanucra”

OnpepneneHne TeMbl C 3aUHTEPECOBAHHBIMU  OpraHu3auusMu,
dopMbl nNpoBefeHus (CTauMoHapHasi, Bble3gHasl); COCTaBrieHue
nnaHa  MeponpuaTumn, nporpaMmmbl  nMoucka U OTOOpa
MHOPMAaLIMOHHBIX MaTepuanos, noaroToBka OTKPbITbIX
NPOCMOTPOB UK  TeMaTUYeCKUX BbICTABOK nuTepaTypbl MO
cneunanbHocTn, 6ubnuorpaduyeckne o0630pbl, 3aka3 nekuumn,
KMHOUNBLMOB; OMOBELLEHNE 3aNUHTEepPecOBaHHLIX OpraHu3auuin;
odopmMmIieHne BbICTaBKK; obecnedyeHne Bblgavyn uU3gaHui Unn mx
Konui BO BpEMSI MEPOMPUATUS NN HEMNOCPEACTBEHHO NOCIE HEro;
OEeMOHCTpauus BbICTaBKW; aHanua pe3ynbLTaToB "OHs
cneynanucrta”

0fHO
meponpusaTe

Yucno ConyTCTBYHOLLMNX MepOI'IpMFlTMW

48

1940,0

49

2600,0

50

3500,0

51

4600,0

4.8.3. IHbopMaumoHHasa paboTta

Tabnuua 78

n/n

HanmeHoBaHue npouecca, onepauumun. CoctaB paboTsl

EannHuua
n3mMepeHuns

Hopma
BPEMEHM,
MUH.

2

4

MoarotoBka nonynsapHbIx Gubnuorpadryecknx nocodummn

Bbibop TemMbl nocobus; BbiSBEHME W OTOOP [OOKYMEHTOB,
dopmMmpoBaHue pasgenos Nocobusd; aHHOTUPOBaHME OOKYMEHTOB;
nogbopka cpakTorpacdmyeckoro maTepuana,  MNAACTpaLUi;
HanucaHwe TeKCTa; COCTaBfieHMe BCroMoraTerbHbIX ykasaTenen;
KOHCYnbTauMm y CrneuuanucToB Ha pasfnuyHbiX 3Tanax paboThl;
obcyxaeHne pykonucyu Ha 3acefaHnyM Hay4YHO-MeTOOUYECKOro
(pepakumMoHHOro) coseta; gopaboTka pyKOnMCKU MO 3aMeyvyaHusiM;
cAada pykonucum B nevaTb:
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1 |cocTaBneHue nonynspHoro Gubnuorpadgpuyeckoro ykasaTtens,| OAWH aBT. JIUCT 13500,0
nyTeBoANTENS, CMPaBOYHMKA

2 |nogroTtoBka KOMMeEHTapueB, npUMeYaHui | OAWH aBT. NMUCT 5400,0
nonynapHO-NpOCBETUTENBHOrO  Xapaktepa, He  TpebyoLmx
cneumanbHbIX UCCregoBaHnin

3 |noarotoBka KOMMEHTapueB, NpUMeYaHun | OAuH aBT. NIUCT 10800,0
Hay4HO-UCccneaoBaTenbCKOro xapakrepa

MoaroToBka  PETPOCMEKTUBHLIX  HAy4yHO  BCMOMOraTefbHbIX
Gmbnmorpaduyeckux ykasaTenemn:

4 |BbIOOp TeMmbl; co3gaHWe aBTOPCKOro Konnektvea; paspaboTka| oauH aBT. MUCT 9720,0
WHCTPYKTUBHO-METOANYECKMX MaTepuarnos; BbisiBNeHne u otbop
OOKymeHTOB; pabota Hag ©6ubnuorpacuyveckon  3anuchblo;
aHHOTUpoBaHue; bubnuorpaduyeckasa rpynnMpoBKa; COCTaBrneHne
BCMOMOraTesbHbIX yKkasaTenen; obcyxaeHne pykonucu ykasartens
Ha 3acegaHnn Hay4yHO-MeToANYECKOro (pedaKkuMOHHOro) COBETa;
gopaboTka Mo 3aMevyaHusiM; chada pyKkonucu B MNeyaTb;
cocTaBrneHne 6ubnmorpadmyeckoro ykasatens Mo akTyarnbHOW
TemMaTUKe C XPOHOSOrMYECKMM OXBaTOM OT 2-X OO0 S5-TU NneT U
aHHOTaUnAMN, NOSAICHAKOLLNMMN Ha3BaHus; cocTaBreHune
omnbnuorpadunyeckoro yKkasaTens no KOMIMMEKCHbIM n
MexoTpacneBbiM  npobnemam  o6WEero U pernoHarnbHOro
cogepXaHusi C XpoHonorudeckum oxgatom 1 - 2 roga,
aHHOTaUNAMM, NOACHSIIOLWNMMN HAa3BaHUS:

5 |Ha pycckom sa3blke OAWH aBT. NUCT 9720,0

6 |c BknoveHnem ot 30% po 40% obvema nybnvkauuMi Ha| OAWH aBT. NMUCT 11000,0
MHOCTPaHHbIX A3blKax

7 |cocTaBneHne aHHOTUPOBAHHOro Gubnuorpaduyeckoro ykasaTtens| OguvH aBT. JIUCT 11000,0
MHOroOTpPacreBOro COAEPXKaHUA C XPOHONOrMYECKMM OXBaTOM [0
100 netr wu ©Gonee, TpebywLWMA CNNOWHOMO NPOCMOTPa
JOKYMEHTOB, CINOXHbIX Gubnuorpadmyeckux pasbiCKaHui, yveTa
BCEX MepeusfaHuii nybnuvkaumi u UX XapakTePUCTUMKN NyTem
CINNYEHUS TEKCTOB

MoaroToBKa aHanUTUYECKoro o63opa

BoisBneHne u oTO60Op [OKYyMEHTOB pAns o63opa; noaroTtoBka| OAMH aBT. NUCT
pybpukaTopa npegmerta 00630pa; U3yyeHue M OLeHKa JOKYMEHTOB;
cucTeMaTmsaums maTepuana; cocTaBfieHue TekcTa
aHanuTtudeckoro o63opa; obCyXOeHWe PyKonucu Ha 3acefaHuu
Hay4yHO-MeToau4eckoro (pedakuMOHHOro) coseTa, [gopaboTka
0630pa no 3ameyaHusiM; cgava B nevaTb:

8 |no pycckum nepBUYHbLIM UCTOYHMKAM 9720,0

9 |no cmewaHHbIM NepPBUYHBIM UCTOYHMKaAM 10800,0

10 | no MHoCTpaHHbLIM NEPBUYHBLIM UCTOYHUKAM 12400,0
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[aTta coxpaHenus: 21.05.2015

[NogroToBKa aHaNMTMYECKON CNpPaBKK:
11 |BbigBReHWe M OoTOOP AOKYMEHTOB AONsl aHANUTUYECKOW CnpasKW,| OAWH aBT. NUCT 5200,0
nu3yyeHve, aHanms, oueHka M cucTemaTusauusi ux; CocTaBrneHue
TeKCcTa CnpaBKu
MoarotoBka pedepaTtMBHOro o63opa
BbisiBrieHne n otbop OOKYMeEHTOB Ans pedepaTvBHOro ob3opa,| OAMH aBT. NUCT
n3ydyeHme W aHanu3  ux; pedpepupoBaHue  UCTOYHMUKOB;
cucTemMaTmsaums TEKCTOB aHHOTauwui; CcOocTaBrieHue TekcTa
pecdepatuBHoro o63opa; obcyxaeHue o63opa Ha 3acedaHum
Hay4yHO-mMeToau4eckoro (pedakuMOHHOro) coBeTa; [popaboTka
0630pa no 3ameyvaHusaM; caaya B neyarb:
12 | no pycckMM NCTOYHMKAM 5200,0
13 | no cMeLaHHbIM NCTOYHUKaM 6480,0
14 | NO MHOCTPaHHbLIM NCTOYHUKaM 7300,0
CocrtaBneHue akcnpecc-mHpopmaumu:
15 |BbisiBNieHMe n OoTOOp MaTepuana no Teme, cuctematmsaums ero u| OAWH aBT. NMUCT 3840,0
NnoAroToBKa And nevyatu
CocraBneHue onbnuorpadguyeckon 3anucu, aHHoTauuu,
pedepaTa
CocTaBneHne Gubnvorpadmyeckon 3anucu: M3ydeHne M aHanus| ofHa 3anuch
OOKYMeHTa, COCTaBrieHne 3arofioBka onucaHusa, npoBepka 3anucw,
BHeCeHMe 1ucnpasneHun
Konu4yecTtBo anemeHToB Brubnunorpaduyeckoro onncaHnsa:
16 [1-4 3,2
17 |5-6 54
18 (7-9 6,4
CocTtaBneHve aHHOTaUMW; WU3yYeHUEe U aHanu3 [OOKyMeHTa, | oaHa aHHOoTauus
HanuMcaHve TekcTa aHHOoTaLumK:
19 | aHHOTUpOBaHUE KHUT 270,0
20 |aHHOTUpOBaHMWe cTaTen 160,0
21 |cocTaBneHue pedpepata: M3y4yeHMe W aHanmM3 [OKYMEeHTa, Ha| O4WH aBT. JIUCT 5920,0
KOTOpbIN cocTaBnsgeTcs pediepaT, HanucaHWe TeKcTa, BHeceHue
ncnpasneHnmn
22 |aHanuTMyecKkas POCMUChb  XKYpHamnbHbIX, ras3eTHbIX CcTaTen,| OAHa pPoCnucb 120,0
cbopHMKoB, BMbnMorpaduyeckmx nocodui
23 |03HakoMIneHMe C  COAepXaHueM  Uu3gaHus;  cocTaBneHue | OfHa cTaTbs 3,6
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[lokyMeHT npepoctasneH KoHcynbTaHTl0C

[aTta coxpaHenus: 21.05.2015

aHalmMTNU4YeCKoro onncaHna Ha ctaTbto

lMprMeyaHne: HopMa BPeEMEHM Ha cocTaBreHue bubnmorpadmyeckoro nocobus gaHa us pacyerta padoThbl
aBTOPCKOrO KONNeKTUBA.

MHOCTpPaHHbIEe A3bIKA

4.9. MepeBoa ¥ nepepaboTka MeyvaTHbIX TEKCTOB C MHOCTPAHHBLIX A3bIKOB HA PYCCKUM M C PYCCKOTO Ha

Tabnuua 79
N HaumeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mMepeHuns BPEMEHM,
MUH.
1 2 3 4
lMepeBopa TeKCTa C MHOCTPAHHBIX S3bIKOB Ha PYCCKUN A3bIK
UTeHne opurnHana, aHanu3 TeKcTa, pa3meTKa ero C BbiSIBNIEHWEM | OAWH aBT. NIUCT
TPYAHbIX TEPMUHOB, rPaMMaTUYECKUX KOHCTPYKLURA, FEKCUYECKNX
000pOTOB, LIEXOBLIX M XXapProHHbIX TEPMUHOB:
1 | NONHbIN NMCbMEHHbLIV NEPEBOA 1580,0
2 | cokpaleHHbIn nucbMeHHbIn nepeBod oT 30% ago 50% obbema 1620,0
TekcTa
3 | BBIBOPOUHBIN NMMCbMEHHBIN NepeBos, 1520,0
lMepeBopg TEKCTA C PYCCKOro A3blka HA MHOCTPaHHbIE S3bIKK:
4 | NONHbIN NNCbMEHHbIN NepeBos, OOVH aBT. NINCT 1980,0
TepMmuHonornyeckass pabota npu  BbINOMIHEHUM  MUCbMEHHOIO
nepesoja:
5 |Nonck OTMEYEHHbLIX B OpWUrnHane HEe3HaKOMbIX WM HEMOHATHLIX | OAMH TEPMUH, 18,1
TEPMMHOB M COKPALLEHUA B CrIOBApHO-CMPaBOYHON nuTepaType;| COKpalleHue
noabopka COOTBETCTBYHOLLNX TEPMUHY 3KBMBAsIEHTOB,
pacLumMdpoBKa CoKpaLleHui
KoHcynbTauusa nepesogyvka co crneumanmctaMmu:
6 |BblICHEHME nNpPaBUMBHOMO WU3MOXEHWUS YacTelm Tekcta Mo ogHa 36,2
Mario3HaKOMOW TemaTuKe; YTOYHEHME COOTBETCTBUSI MepeBOda| KOHCyrbTauus
opuruHany
CoctaBneHuve bubnmorpacn4eckoro onncaHus:
7 |coctaBneHne Oumbnuorpadnyeckoro onucaHus nepeBofa Mo | OQHO onucaHue 10,8
OaHHbIM, B3ATbIM C TUTYNBHOIO NUCTa nepesoaa
lMpoBepka 1 KOPPEKTUPOBKA NepeBoda nocre Habopa:
8 |npoBepka NpaBUIIbLHOCTM PaCMOSIOXEHUA OTNeYaTaHHOro TEKCTa;| OAMH aBT. NMUCT 200,0
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CBEpKa C PyKOMUCbIO; NpaBka

TexHun4yeckoe ochopmneHne NnepeBoaoB:

9 |HanucaHne B TeKCTe nepeBoja CUMBOSIOB W BCTaBOK Ha oJHO 2,0
WHOCTPaHHOM £i3blKe BMMCbIBaHWNE
10 |ycTaHoBKa pUCYHKOB, Tabnuu, gopmyn OAWVH 3nemMeHT 3,0

NepeBo 3aronoBKoB cTaTeN U AOKYMEHTOB:

11 |nepeBopg 1 3anucb 3arosioBka OWH 3arosfioBoK 10,8

MpumeyaHue:

- HOpMbI BpEMeHU npeaycMaTpmBaloT BbINONTHEHWE NEPEBOOB C MHOCTPAHHOIO A3bIKa UMM Ha MHOCTPAaHHbIN,
KOTOPbIN Y NepeBoYnKa SABNAETCA OCHOBHbIM (M0 06pa3oBaHUI0 UM NPUMEHEHNIO);

- MpU BbINOMTHEHUM NEPEBOAOB C APYIUX SA3LIKOB UMM Ha ApyrMe NMOMMMO OCHOBHOTO K HOpMam BpPEMEHMU
NpUMeHsieTCA NoBbILWakLWnin KoadduumneHT 1,1.

4.10. NiccnepoBaTenbckas paboTa

Tabnuua 80
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMU,
MVH.
1 2 3 4
Pa3paboTka nporpaMmmbl (TEXHUYECKOrO 3aaHus) uccnegoBaHus
O6GocHOBaHWe akTyanbHOCTUM TeMbl, BbiSIBNEHME M 0OOCHOBaHME | ogHa NporpaMmMa
npobnemHon cuTyauun, OpMynMpoBaHue Lenu, 3agad U
rmnoTesbl UCCNeagoBaHus; HanMcaHne TekcTa
ViccnenoBaHue HOCUT:
1 |nunoTaxHbi (pa3BeqblBaTENbHbIN) XapakTep 21600,0
2 | npuknagHon xapaktep 38250,0
Pa3paboTka MmeToaukmn nccrneaoBaHus
PaspaboTka (HanucaHue) TekcTa MeTOAMYEecKMX AOKYMEHTOB Mo | o4Ha MeToavka
NPOBOAMMOMY  WCCNEAOBaHWIO,  aMnupuyeckass  anpobauus
pPeneBaHTHOCTU  COCTABMEHHbIX [JOKYMEHTOB; YTOYHEHME U
aopaboTka  MeTOAMYECKOTrO  MHCTPYMEHTapusi, COCTaBfieHue
OKOHYaTernbHOro BapuaHTa AOKYMEHTa:
3 |MeTOoOuKM npoBedeHna uccreaoBaHWs, HOCHALLEro MUITOTaXHbIN 18000,0
(pa3BenpbiBaTenbHbIN) XapakTep
4 | MeToOMKM MpPOBEAEHUA WUCCredoBaHWi, HOCALWEro mnpuKnagHon 33000,0
XapakTep
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Pa3paboTka MHCTpyKUUn No 0OpaboTke AOKYMEHTaUMN (MCXOAHbIX
OaHHbIX), NOMYy4YEHHON B X0€e UCCrneaoBaHus:

ofHa
WHCTPYKLMS

py4Has obpaboTka

15600,0

MalumMHHasa obpaboTka

20400,0

PaspaboTka  npeannaHoBbIX U
NepcnekTUBHOTO Xapakrepa:

NnnaHoBbIX LOOKYMEHTOB

pa3paboTka KOHLEMNUMU OCHOBHbIX HanpasreHWiA
6UGnunoTeYHoro Aena B perMoHe Ha NepcrnekTuBy

pasBuUTUs

OAWH aBT. JINCT

13050,0

KoHLenTyanbHoe obecneyeHne 6Gubnuorpadunyecknx wusgaHum;
060CHOBaHME aKTyanbHOCTM TEMbI, 4YMTaTenbckoe W LeneBoe
HasHayeHne nocobusi, ero CTPykTypbl (Cxembl), BblpaboTKa
METOOMYECKUX MNPUHLUMMNOB W pelleHuin Ansi packpbiTUs TeMbl;
HanucaHue TekcTa

OAWH aBT. JINCT

11220,0

COCTaBlieHME MPOrHo3a, CBSI3aHHOrO C MnepcnekTuBamu pasBUTUS
OnbnuoTek; HanMcaHne TekcTa

OOWH aBT. NMIUCT

13050,0

10

pa3paboTka LeneBbiX NporpaMmm (ansa cetn 6MbnmoTek nnm oaHom
61MbnnoTekn); OuarHoCTUKa CUTyaLuu, BHELIHUX W BHYTPEHHUX
BNUSHUIA Ha (PYHKLMOHUPOBaHME U pa3BuTne GubnuoTtek (oaHOM
6ubnuoTekn); BblpaboTka pekoMeHAaLuuh, peLLeHURn; HanucaHue
TekcTa

OAWH aBT. JINCT

15200,0

CocTaBneHne CBOAHbIX KaTarnoroB KHWXHbIX MaMSATHUKOB:

11

paspa60T|<a NpocCneKkTa; BbiABNEHUEe [OOKYMEHTOB - KHUXHbIX
NnaMATHUKOB; ONUCaHne 1 coCTaBJieHe CnpaBO4YHOro annaparta

OOWH aBT. NMUCT

18200,0

OpraHusaunoHHas paboTa No NPOBEAEHMIO UCCIeL0BaHNS:

12

co3daHMe  MccneaoBaTerlbCKOro  KOMMeKTMBa,  COCTaBleHue
paboyero nnaHa NpoBeaeHUs UccnegoBaHus, corflacoBaHme ero ¢
NCNONHUTENSAMMU; onpedenenne nnowagkm (6asbl) nccrnegoBaHus;
nepenucka C HUMW; NPOBEAEHUE WHCTPYKTaXeWn, CeMUHapOB,
coBeLLaHu, KOHCYNbTauui

0fHO
nccnenoBaHue

7140,0

13

onbnuorpaduyeckan npopaboTka Tembl UccregoBaHusi, pabora B
apxvBax, W3y4yeHMe HOPMAaTUBHO-TEXHUYECKOW [OKYMeHTauumu,
nHpopmaumm 06 aHanorax n Apyrux matepuanax, OTHOCALUUXCS K
pa3pabaTtbiBaeMon Teme

OOWH aBT. NMUCT

1200,0

O6paboTka nony4eHHON UHopMaLmnn:

14

cbop n obpaboTka MHGOPMaLUN Ha OCHOBE MEPBUYHbBIX MCXOOHbLIX
OaHHbIX (CTaTUCTUYECKMX [aHHbIX, OTYETOB, MMAHOB, CMPAaBOK,
MaTepuanoB KOMaHAMPOBOK)

OAWH aBT. JINCT

7800,0

15

aHanua3 obpaboTaHHON MHOPMaLUK; BbIBOAb!, PELLEHUS, NPOrHO3

OOWH aBT. NMUCT

5200,0

lMoaroTtoBka MaTepuarnos No UToraMm Hay4yHowm padoThbl:

KoHcynbTaHTINNOC
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16 |HanucaHuMe Hay4yHOro oT4yeTa; NOAroTOBKa PYKOMUCWU K MeyaTu Ha| OAWH aBT. NUCT 13200,0
pas3nuyHbIX 3Tanax paboThbl

17 |HanucaHve MpOMEeXYTOYHOro oTyeTa (cnpaeBkn) O  Xode| OAMH aBT. NUCT 6400,0
ncecneposaHus

MoarotoBKa M HamucaHue TeKCTa CTaTbM B COOPHMK HayuHbIX
TPyZOB, nNpakTuyeckoe mnocobue, NpPodeccuoHanbHy Mnpeccy;
MOAroTOBKa PYKOMUCHU K MeYaTyt Ha pasnuyHbIxX atanax paboTsi:

18 |cTaTbsa TeopeTUYECKOro xapakrepa 15200,0
19 |cTaTbhs NpUMKNagHoOro, NPakTUYECKOro xapakrepa 9200,0
20 |HanucaHve [foknaga no wWUTOram HayyHOro UCCReAoBaHus; | OOWH aBT. JIUCT 6700,0

MOArOTOBKa PYKOMUCEN Ha pasnnyHbIX aTanax paboTol

21 |paspaboTka peKkoMeHOauuW, WHCTPYKUMA MO  BHEAPEHUIO | OOWH aBT. NUCT 14100,0
MaTepuanoB Hay4yHOro MWCCNeaoBaHWs; HanucaHue TeKCTa;
NoAroTOBKa PYKOMUCK K MeYaTn Ha pasnuyHbix dTanax paboThbl

MpumeyaHus:

- HOpMa BpEeMEHM Ha COCTaBMNeHwe nporpamMMm, MeTOAMK, WHCTPYKUUWN [aHa Ha uccrnegoBaTenbCKui
KOMMNEKTUB;

- Yyacbl TpyaosaTpaTt pacnpeaensaoTca Mexay UCNOMHUTENSMU B 3aBUCUMOCTU OT UX Harpy3Kku.

4.11. MeTtognyeckas paboTta

Tabnuua 81
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMU,
MWH.
1 2 3 4
lMoaroTtoBKa METOANYECKOrO NOCObUsI, pekomMmeHaauun
MpuHUMNUansLHO HoBas pa3paboTka TeMbI:
1 |um3ydeHue TeMmbl, BbIBNEHUWE W aHanM3 [OKYMEHTOB MO Teme,| OAWH aBT. NIUCT 15300,0
YTOYHEHWE YNTaATENbCKOrO W LENeBOro HasHaveHus nocobus,
pekoMeHaauUnn; cocTaBneHne NPoCneKTa; HanmcaHne TekcTa
Moaudukaumsa paHee paspaboTaHHOM TEMbI:
2 |BbisBIEHNE U WU3YYEHWE HOBLIX [JOKYMEHTOB W HAaKOMJIEHHOro | OAWH aBT. NIUCT 8670,0
onbnuotekamm onbiTa NO TemMe nocobust, pekoMeHaauun;
YTOYHEHME MPOCneKkTa, BHECEHUE U3MEHEHUSI B CTPYKTYPY M TEKCT
B COOTBETCTBUM C [JOOCTUXKEHUAMM OMONnoTedHom Teopun u
NpakTUKW; MOArOoTOBKa pykonucu K obcyxaeHuto; gopaboTka no
ntoram obcyxaeHns
Pa3spaboTka [OOKYMEHTOB, PpernaMmeHTUPYHLNX OeaTenbHOCTb
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OMOMOTEK, MONOXEHUN, WUHCTPYKUWUA, NMPOEKTOB MOCTAHOBIEHUN,
yCTaBOB, 3aKOHOAATESbHbIX aKTOB

an/IHLl,I/II'II/IaJ'IbHO HOBaA TeMa:

3 |BbiBNEeHWe, M3yvyeHne W aHanm3 OEeWCTBYIOLWMX OOKYMEHTOB MO | OAMH aBT. MUCT 17340,0
TeEMe, HanMcaHwe TeKCTa MpoeKTa [OOKYMeHTa, O0OCyXaeHue,
anpobuposaHue B ounbnmnoTekax, Ha 3acegaHum
Hay4YHO-MeToaU4eCcKoro COBETa; popaboTka OOKYMEHTa;

noAroToBKa K yTBepXaeHuo

Moaudukaumsa paHee pa3paboTaHHOIo JOKYMEHTa:

4 | aHanus3 1 oLeHKa JOKYMEHTa; NOUCK U 0TOOpP HOBbLIX AEVCTBYIOLWMX | OAWH aBT. NMUCT 7650,0
JOKYMEHTOB N0 Teme; BHECEHME U3MEHEHWUA B TEKCT AOKYMEHTa;
obcyxaeHne Ha 3acefaHuM Hay4YHO-MEeTOAMYECKOrO COBeTa;
JopaboTka no ntoram obCyXaeHus; NMOAroToBKa K YTBEPXKAEHMIO

PaspaboTka y4eTHbIx dopM, Tabnuy, 06pasyoB:

5 |yTouHeHue npeameTa, 00beKTa, COAepXaHUsi Y4eTHOM (OpMbl, | OAMH aBT. MUCT 7650,0
Tabnuubl, obpasua; OTOOp nokasaTenemn, cucTemaTvMsauus wux;
paspaboTka MakeTa YydeTHoW dopmbl, Tabnuubl, o06pasua;
obcyxaeHne Ha 3acefaHnM Hay4YHO-MEeTOAMYECKOrO COBeTa;
MOAroTOBKa K YTBEPXOEHMWIO

CocraBneHue peKomeH,u,au,wZ Nno BHEOPEHUIO pernameHTnpyrLwmnx
OOKYMEHTOB B NPAaKTUKY:

6 |paspaboTka METOAMYECKMX PEKOMEHAaUWA, UHCTPYKUWIA, MfaHOB| OOWH aBT. JIUCT 14025,0
Mo BHEOPEHUIO HOPMATMBHOW  [OOKYMEHTauuu; NoAroTOoBKa
pyKonucu K nevatu

MogroToBKa MMCbMEHHOM KOHCYMbTaLMWM, METOAMYECKOro NMcbMa:

7 |BbiBreHMe W aHanu3 [JOKYMEHTOB NO TemMe; WU3y4YeHWe WU | OOuH aBT. NIUCT 8670,0
06obuleHne onbiTa paboTtbl OGUOGNMOTEK; HanMcaHWe TeKcTa
KOHCynbTauuu, METOANYECKOro nUcbMa; noaroToBka K
obcyXaeHnio Ha 3acefaHuM  HayyYHO-MEeTOAMYECKOro COBETa;
JopaboTka no ntoram obcyxaeHus; caya B nevatb

MoarotoBka 063opa geaTenbHocTM BUbNMoTek No onpeaeneHHon
TemaTuke:

8 |yTouHeHue TeMbl 0630pa; onpeaeneHne XpoOHOTOMMYECKMX rpaHunL,; | OA4WH aBT. NINCT 9180,0
BbISIBIIEHNE [OOKYMEHTOB, OTOOp WuX, MNpPOCMOTP W aHanus;
HanucaHve TeKCTa; MOAroToBKa PYKOMUCU K OOCYXAEHUI Ha
3acefaHuv Hay4yHO-MeToOMYecKoro coseta; gopaboTka pykonucu
nocne obcyxaeHus

Peu,eHsvlpoaaHme Hay4HbIX, MeTOOUNYECKUX, MHd)OpMaLI,I/IOHHbIX
mMaTepunanos:

9 |4YTeHWe peuUeH3npyeMoro martepuana; OueHKa ero B LeSfioM,| OAVH aBT. UCT 783,0
OTAENbHbIX YacTen, yCTaHOBMNEHWE COOTBETCTBUS UMTaTENbCKOMY
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M LeneBOMY Ha3HA4YeHW0, Hay4yHbIM W  MEeTOAUYECKUM
TpeboBaHMAM

10 |HanucaHue peueH3nn OOWH aBT. NUCT 1305,0
MogroToBKa Nekuumn, KOHCYNbTaumm
PaspaboTka nnaHa nekumin, KOHCynbTauun, nogbopka matepuana, | ofHa nekuus,
n3ydyeHve ero; COCTaBfeHWe cnucka nuTepaTypbl K neKuuu, | KOHCynbTauus
KOHCYNnbTaLWUK; HanucaHne TekcTa:

11 | nekumsa 1566,0

12 | nekums, TemaTnyeckasa BCTpeya, BeOMHap, Mactep-knacc 90,0

13 | nepBuYHas rpyrnnosas KoOHCynbTauus 1305,0

14 | noBTOpHas rpynnoBas KOHCYNbTaLMs C y4eTOM HOBOro maTepuana 522,0

15 |npoBefeHue YCTHOW NHAMBUAYANbHOW KOHCYMNbTaLnm oHa 50,0

KOHCYrnbTauus

16 |oTBeT Ha NUCbMO OHO MUCbMO 162,0
MpoBeaoeHne cemuHapoB, Y4ebHbIX KypCOB, MPaKTUKYMOB,

CTaXXMPOBOK:

17 |cemuHap, y4ebHbIn Kypc (2 - 7 pOHewn); ornpedeneHve Tembl, | OAWH CEMMHAP, 8400,0
YTOYHEHWE CpoOKa TMPOBEAEHUsl, COCTaBIIEHME Mporpammbl, | Y4eOHbIN KypC
ornoBeLleHne Y4aCTHUKOB U BbICTYyNaroLLMX
Mpaktukym (7 - 10 pHewn); onpefeneHue Tembl, 3afaHws, | OAWH NPaKTUKYM
yrpaXHeHUs; cocTaBneHne rpaduka U YTOYHEHUE CPOKOB
NpoBeAeHUs 3aHATUN:

18 | rpynnoBown NpakTukym 2295,0

19 |uHgmBMAyarnbHbIN NPaKTUKYM 2160,0
Craxuposka (7 - 10 pgHen); yTOYHEHME CpPOKOB MpOBeaeHUs ogHa
CTaXVPOBKMW; BbISIBNIEHNE nNuTepaTtypbl N0 M3yvyaeMOMYy BOMpPOCY; CTaXXupoBKa
COCTaBrneHue nporpaMmmbl U rpadmka CTaXUPOBKM C Yy4ETOM
cocTaBa cnyluaTernen; 3aknioyeHne o NPOXoXAEeHUN CTaXKUPOBKU:

20 |rpynnoBas cTaXxupoBska 2805,0

21 |vHamBMAayanbHas CTaXuposka 2349,0
MpakTuka CTYOQEHTOB BbICLUMX U CPEeAHMX crneumanbHbiX YY4ebHbIX
3aBeeHu:

22 |noaroToBka M opraHusaumst npakTuku ctyaeHtoB (4o 30 AHewn);| oaHa npakTuka 4860,0
pa3paboTka nnaHa npakTuKK, CornacoBaHne ero ¢ pykoBOAUTENEM
npakTukn (npepcraButenemM yd4ebHOro 3aBefeHUsl); cOCTaBleHue
rpadpmka noceLleHnsa CTPYKTYPHbIX NogpasfdesnieHuid; opraHmusaums
NPaKTUYECKNX  3aHATUM; nogsefeHve  UTOFOB  MpPaKTUKW,
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COCTaBMEeHUE XapaKTepPUCTUK NPaKTUKAHTOB
MpakTuyeckme 3aHATUSA:

23 |nogrotoBka MNPaKTUYECKUX 3aHATUKW; COCTaBrieHMe 3adaHusd Mo | OOHO 3aHATUe 1050,0
BbIMOSTHEHNIO n3y4aemoro onbnmnoTeyHoro npotecca,

KOHTPOMNbHbIE BOMPOCHI, TEMaTUYEeCKUA CMUCOK nuUTepaTypbl K
3a[laHuio; HanMcaHne Te3ncos
CocTaBneHune y4yebHon nporpamMmmbi:

24 |onpefeneHue cocTaBa cnyllaTeneun; CocTaBreHne TeMaTtuyeckoro | oaHa nporpamma 5733,0
nnaHa, YTOUYHEHME nopsiaka n3yyeHus; onpegeneHue
nocnenoBaTenbHOCTU U3MOXEHUA TeMbl, BblAeNeHWe OCHOBHbIX
BOMPOCOB; COCTaBfieHMe cCcnucka nuTepatypbl Mo Temam
nporpaMmbl; HanucaHwe TeKkcTa; obcyxaeHne nporpamMmmbl Ha
3aceflaHUM Hay4YHO-MEeTOAMYECKOro CoBETa
MoceweHne 6nbnMoOTEK, Bble3dbl B KOMAHAMPOBKU C LEMbO
n3yveHus paboTbl U OKazaHUS METOLAMYECKOM NOMOLLU:

25 |nogrotoBka K KOMaHOMPOBKE, YTOYHEHMEe CPOKOB U uenu ofHa 574,2
KOMaHOUPOBKW, O3HAKOMIIEHWE C VMMELWMMUCH OOKYMEHTaMu U | KOMaHZWPOBKa
mMaTtepuanamv npegbiaylwimx Bble3goB U nybnukauunm B nedvatu;

COCTaBrieHne nporpamMmmel (nnaHa) KOMaHaUPOBKM

26 |cocTaBrneHue NMHOpPMaLIMOHHOro oTyeTa (cnpaBku) o] OAWH OTYeT 1050,0
nposefeHHoN paboTe; OT4YeT BKMOYaeT: CBeAeHUs O MecTe
Bble3aa, Lensax M Cpokax KOMaHOMPOBKM, OObeKkTax MoceLleHus,
aHanmM3 cocTosiHus paboTbl MO Teme Bble3da, BbIBOAbI U
npeanoXxeHnsi B agpec oMbnmorteku

27 |cocTaBneHue aBaHCOBOrO OTYeTa, 3anofiHeHWe oTYyeTHoro GnaHka OQIVH OTYeT 40,0
CO BCEMU MPUINOXEHUAMU, caaya B Byxranteputo

28 |noaroToBka MHOpMauUumn no pesynbTaTtam KOMaHOUPOBKU (YCTHO) ofHa 105,0
B CEKTope, y 3aBefyloLllero otaenoM, Ha Hay4YHO-MEeTOAMYECKOM | MHdopMaums
coBeTe, 3acedaHun AMpeKummn
MoOHUTOPUHI OesaTenbHOCTU feTckux 6ubnuotek Poccuickon
depepaymu:

29 |cocTaBneHme ¢opM OTHETHOCTU OOVH oT4eT 1200,0

30 |pacchifika MHpopMaLMOoHHbIX Nucem u ¢opm otyeTHocTM no B[l | ogHa paccobisika 45,0
aeTcknx bubnumotek Poccunickon ®epepaunm

31 |cbop opmM  OTYETHOCTW, OINEKTPOHHble U  TenedOoHHbIe oavH cbop 120,0
KOHCyNnbTaLMn No BONpocam 3anonHeHus opm
CocTtaBneHne kaneHgaps npodeccuoHanbHbIX  MeponpuaTUi
aetcknx o6ubnuotek Poccunckon ®depepaumn  (exXerogHoli 1
eXekBapTanbHbI):

32 |cocTaBrneHue n paccblnka MHPOPMaLMOHHBLIX MUCEM exerogHasa un 120,0

KoucyanaHTﬂmoc www.consultant.ru CrpaHuua 198 u3 224

HafeXHasa npaBoBas noaAepXXkKa



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

Mpuka3 MuHkynbTYpbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM Tpyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[lokyMeHT npepoctasneH KoHcynbTaHTl0C

[aTta coxpaHenus: 21.05.2015

KBapTanbHas
33 |cbop u obpaboTka nONy4eHHOM WHMOPMaLUN, BHECeHUe B| exerogHasa u 1200,0
KaneHaapb NpodeccuoHanbHbIX MepoNpUATUIA KBapTanbHas
34 | yToYHeHMe nHpopmaumm No NPOBOANMBLIM MEPONPUATUAM exerogHasa u 200,0
KBapTanbHas
O630p nybnukauun npoeCcCuoHanbHON NPecchl (EXXeMeCAYHO):
35 | oTbop, NMPOCMOTpP 1 aHanu3 ctaTen B XXypHanax Meca4yHas 450,0
36 |4TeHue matepmana Mecsa4Has 420,0
37 |HanucaHue cTaTby Meca4yHas 400,0
38 |cpava B oTAen pasmelleHus nHdopMauum Ha cante MecsYHast 10,0
39 |nogroTtoBka (pepakTupoBaHue) €XXeroaHomn CBOAHOWN OJVH OTYeT 18900,0
CTaTUCTMYECKOM OTYETHOCTU chneunanuanpoBaHHbIX OMBnMoTek
Poccunckon degepaummn, paboTaroLwmx ¢ MONOAEXKbHO
40 | ocywiecTBneHue MOHUTOPUHIa [EeATEeNbHOCTU ogHa 105,0
creumanmanmpoBaHHbix  ©mubnunotek  Poccuiickon  depepauun, |  nHdopmaums
paboTarLmx ¢ MONoAEXbI0 A4S BBOAA B 6a3y (exXxemMecsyHo)

MpumeyaHue:

- K HOpME& BpEMEHM NPW COCTaBIEHUN OOKYMEHTOB, pernameHTUpYLWmMX AeaTeNbHOCTb PecnybrMKaHCKux,
KpaeBbIX 1 06nacTHbIX BUBNMOTEK, NPUMEHSIETCS MOBbILAKLLNA kK03 duumeHT 1,5;
- Bpemsi MNpOBeAEHUs NeKUMW, KOHCynbTauuu, MNPaKTUKYMOB, CTaXWPOBOK, MPaKTUKW, MNpebbiBaHUs B
KOMaHOUPOBKE 1 NPOBEAEHUSA MHpOpMaLUM Mo ee pesynbTaTam B HOPMY BPEMEHW HE BXOAMT.

4.12. PaboTbl Hay4YHO-OpraHM3aLUnoHHOro Xxapakrepa

Tabnuua 82

n/n

HanmeHoBaHue npouecca, onepaunn. CoctaB paboThl

EanHuua
n3mepeHuns

Hopma
BPEMEHM,
MUH.

2

4

MoaroToBka M NpoBedeHNe TEOPETUYECKONW, HayYHO-NPAKTUYECKOA
KOH(bepeHLMN, TEMATUYECKOro CeMmuHapa; Nnouck mMexayHapoaHbIX
CreuuancToB; CONPOBOXAEHNE MEXAYHAPOAHbIX CMeLnanvcToB B
KayecTBe NepeBoaYMKa; NMUCbMEHHbIV NepeBon MHMOPMaLMOHHbIX
MaTepuaroB C PyCCKOro Ha MHOCTPaHHbIE Si3bIKM

OnpepneneHue coctaBa OPrkOMUTETA M YH4ACTHUKOB KOHGEpeHLNN,
ceMunHapa; opMupoBaHue U YTBepXAeHue nporpammbl WU
npurnacutenbHoro ©OwuneTta; opraHU3auMoOHHbIE MEPONPUATUS;
noarotoBka K  U30aHMKO  Te3MCoB;  BblpaboTka  MpoekTa
pekomeHaauni; (PMHAHCOBO-X03ANCTBEHHOE obecneyeHune
KOHbepeHunn, CcemuHapa; aHanmmM3 U oueHka  paboTbl

ofHO
meponpusaTne

KoHcynbTaHTINNOC
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KOH(gbepeHLnn, ceMuHapa; NoaBefeHne UToros
KonunyecTtBo y4acTHMKOB:

1 |1-100 5670,0

2 |101-150 7560,0

3 |151-450 9300,0
MoarotoBka M nNpoBedeHWEe CeMUHapa, MeTOAUYEeCKOro [OHs,
3acegaHus "kpyrnoro crona”, BebuHapa
Onpepenenue Y4aCTHMKOB, pykoBOAWTENS, NEKTOPOB, OAHO
OOKNag4ymMkoB, Cpoka M MecTa MpOBedeHus  cemuHapa,| Meponpusatue
MeToau4ecKkoro AHs, 3acefaHusa "kpyrnoro ctona“, BebuHapa;
onpeaeneHne KOHTUHreHTa y4acTHMKOB; pa3paboTka nporpammel;

NMHopMaLMOHHOEe obecneyeHue; BblpaboTka npoekTa
pekoMeHaauui; u3gaHue M paccbifika nporpamMmbl; perncrpaums
YYaCTHUKOB; TexHun4yeckoe COMpoBOXAeHne BebuHapa:
obecneyeHne  3NEKTPOHHOM  KOMMYHUKATMBHOW  MAOLLALKW,
MOArOTOBKA  SJIEKTPOHHBIX  Npe3eHTauui, KOHBEPTMpPOBaHME
npeseHTaUuuin Ha SJIEKTPOHHbIE MNaTdOPMbl, OUCTaHUMOHHAs
HacTpoWika KOMMbIOTEPHOrO obopyaoBaHus cnywarenen,
npeaBapuTenbHOe TeCTUpPOBaHME U BedeHue BeOuMHapa; aHanms u
OLeHKa ceMuHapa, MeToOUYecKoro [Hsl, 3acegaHusa "Kpyrroro
ctona", BebnHapa

KonunyecTtBo y4acTHUKOB:

4 |1-50 1570,0

5 |51-100 3980,0

6 |101-150 6150,0

7 |151-450 8270,0
MoarotoBka 3acenaHuini peakonneruu:

8 |yTOu4HEHMe cpoka M NMOBECTKU 3acefaHus; oTbop maTepuanoB Afsl | 0O4HO 3acedaHune 560,0
obCcy)XgeHus 1 MOAroToBKa MX ANs KONMMPOBAHWUS; ornpepeneHve
OMMOHEHTOB (PELIEH3EHTOB); OMOBELLEHME O 3acedaHun YfIeHOB
pedkonnernn; paccbifika MatepuarnoB MO MNOBECTKE 3acefaHus;
odopmneHne npeanoxXeHumn, BbICKA3aHHbIX  y4aCTHMKaMMU
3acenaHus
OpraHunzauusa 3acegaHnini  NPOGMEMHbIX KOMWUCCUA, COBETOB,

TBOPYECKMX KOJITEKTUBOB:

9 |onpeaeneHve NOBECTKM [HS M CPOKOB MPOBeAEeHUs 3acedaHus, OflHO 940,0
YTOYHEHWE COCTaBa Y4YaCTHWKOB; MOOFOTOBKA [OKYMEHTOB,| Meponpusatue
OpraHM3aunoHHble MeponpuaTua  (OMOBELLEHWE O 3acefaHuu,
noabop maTtepmanos); ooopMreHe NPOTOKOMNAa U peLleHus
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MpumeyaHue:

- MpyM nNpoBedEeHUUM MepOoNnpUATUA Ha MEXAYHApOOAHOM YPOBHE K HOpME BpEMeHU nNpUMeHsaeTcH
noBbILaroLWwun koadduumeHT 2,0; Ha degepanbHoM yposHe - 1,85;

- B HOPMY BPEMEHW He BXOAUT BPEMs MNpoBefeHUs KOH(epeHUun, cemMmHapa, MeToOUHEeCKOro [AHS,
3acefaHus "kpyrnoro crona" n Bpemsi, CBA3aHHOe C u3gaHnem maTepuanoB KOHepeHL MM, ceMnHapa.

4.13. PegaktmpoBaHue pykonucen

Tabnuua 83
N HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHmua Hopma
n/n namepeHuns BPEMEHM,
MU/H.
1 2 3 4
PepaktupoBaHue Hay4HbIX U METOANYECKUX MaTepuanos
lMpoBepka 1 ucnpaBneHne pykonucu B npoLecce NOAroToBKM ee K
neyaTn; ycTaHOBKa COOTBETCTBMS  TeKCTa  Hay4YHbIM U
nutepatypHblM TpeboBaHuAM, opMe U LLeneBoMYy Ha3Ha4YeHUIo
n3gaHus, corfnacoBaHuMe BHOCUMbIX MWCMPaBfieHUn C aBTOPOM;
aopaboTka pykonucu:
1 |pepaktupoBaHue MoHorpacuin, COOPHMKOB Hay4dHbIX TPYOOB,| OAWH aBT. NIUCT 2840,0
Hay4HbIX OTYETOB, NPaKTU4ECKMX Nocobui
2 |pepaktupoBaHue MEeTOaNYECKNX Matepuanos:| OLVH aBT. NUCT 2500,0
WHCTPYKTUBHO-METOANYECKNX nucem, pekomeHaauun,
KOHCyNnbTaumi, 0630poB AeATENBHOCTN BUBNIMOTEK
3 | pemaktvpoBaHVe OOKYMEHTOB, pernaMeHTUpYoLWmMxX AeAaTeNbHOCTb | OAMH aBT. NCT 2400,0
OMBMOTEK: YCTABOB, NMOJTOXEHWUA, NUHCTPYKLINIA
4 |pefakTMpoBaHWe CTaTUCTMYecKux Tabnuy, y4veTHbIX opMm, | OAWH aBT. NUCT 1980,0
obpasuos
5 |pemaktnpoBaHue MaTtepuanos KOHhepeHUmI: JOKnagos, | OAWH aBT. NIUCT 1050,0
COO00LLIEHUIN
PacwundppoBka ayguosanucenn (MatepuanoB  KOHGepeHuui,
COBeLlaHum):
6 |Habop TekcTa c aygmodhanna OAWH aBT. NUCT 2400,0
7 | penakTMpoBaHue HabpaHHOro TekcTa OOVH aBT. NINCT 1200,0
8 |KOHTpONbHOE peadakTupoBaHue OAWH aBT. NUCT 120,0
PepaktupoBaHue nonynspHoro 6ubnuorpacduyeckoro nocobus,
pPeTPOCNEKTUBHbIX Hay4HO-BCNomoraTenbHbIX yKkasaTenen,
0630poB, cnpaBok, pedepaToB, aHHOTALNNA:
9 |penakTvpoBaHMe MONynsipHbIX OGubnunorpadmnyeckmx nocobuii:| O4vH aBT. NMUCT 2640,0
TemaTtumdecknx bubnuorpaduyeckux ykasatenemn, CnpaBoyHNKOB
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10 |pepakTupoBaHMe PETPOCMEKTMBHLIX Hay4YHO-BCOMOraTesbHbIX | OAWH aBT. NIUCT 2100,0
yKasarenemn

11 |pepakTupoBaHME aHanuMTUYeckmx 0030poB, CMpPaBOK, aHHOTAUWW,| OAWH aBT. NMUCT 1080,0
pedepaTos, CBOAHbIX pedepaTUBHbIX 0630poB,

aKcnpecc-nHgpopmaummn

12 | pegaktupoBaHue 6ubnuorpaduyeckon anmcu OofHa 3anucb 4,6

13 | KOHTpONbLHOE pefakTupoBaHue OAHa 3anuncb 6,2

MpumeyaHue: Npyu pegakTMpOBaHMM CMELLAHHOrO TEeKCTa K HOpMe BPEMEHWU MPUMEHSIETCA MOBbILLAKOLNA
KoadppuumeHT 1,1.

4.14. BcniomoraTernbHO-TeXHMYeckas paboTa

Tabnuua 84
N HaumeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMU,
MUH.
1 2 3 4
1 |o3HakomneHune ¢ maTtepuanom OAWH OOKYMEHT 10,0
2 |pepakTnpoBaHue mMaTepuanos OAVH OOKYMEHT 12,0
4.15. PaboTa no opraHusauum Tpyaa u ynpasneHuio
Tabnuua 85
N HaumeHoBaHue npouecca, onepauun. CoctaB paboTbl EgouHuua Hopma
n/n n3mepeHuns BpeMEHWU,
MUH.
1 2 3 4
MnaHnpoBaHue paboThbl
C6op, aHanua McxogHom MHdOopMauUun; onpenerieHne OCHOBHbIX OAVH NnnaH
3afad roga, YTO4HEHME CPOKOB BbIMOJTHEHUSA 3a[aHUN, HanucaHme
0OBbACHUTENBHOM  3anMCKW; MOArOTOBKA MNpoeKkTa nnaHa K
obCcyKaeHMI0 Ha BCex YpoBHsX, AopaboTka nocne obcyxaeHus;
npeacTaBrneHue nraHa Ha cornacoBaHve 1 yTBepPXAeHne:
1 |nnaHa 6ubnmoTekn 6240,0
2 |nnaHa otgena, cektopa 2740,0
3 |vMHAMBMAyanebHOro nnaHa 370,0
ExxeqHeBHbIN yyeT paboTbl B CTPYKTYPHbIX NOApa3aeneHusx:
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4 | cTaTUCTMYECKMIA YYeT 3anucaBlUMXCs (NepeperMcTpupoBaBLUMXCS)| ofHa 3anuch 2,8
yutatenemn

5 |cTatmctnyeckumn yyet KHUroBblauy, NOCeLLEeHUN OfiHa 3anucb 8,6

6 |yuer MHopMaunoHHO-6nbnunorpaduryeckomn paboTbl no| opgHa 3anucb 2,7

yCTaHOBIEHHOM hopme

7 | yyeT BbINONMHEHHbLIX CNPaBOK olHa 3anucb 2,7

ExxeqHeBHbIN y4eT aboHeHTOoB, nonbaytowmxcs MBA:

8 |cTatucTnyeckmmn ydet aboHeHTOB, nonb3ayowmxcs MBA OofHa 3anucb 2,7

9 |cTatuctuyeckum  ydeT  MOMyYeHHbIX  3aKa3os, BblJAHHbIX | OAHa 3anucb 9,8
OOKYMEHTOB

10 |cTatMcTM4ecKMin ydeT 3akasoB, MNepeHanpasreHHbIX B ApyrMe| ofHa 3anucb 2,7
oubnuoTtekn

11 |3anucb utorn pabotel B "[HeBHUK paboTbl" noapasgeneHusi| OaHa 3anuch 3,2
6ubnmoTekn

12 |uHavMBMAOyanbHbIA Y4eT: eXeQHEeBHOe 3anofiHEeHWE NUCTKa yveTa| OfHa 3anucb 2,7

TpyAo3aTtpaT unu gHeBHMKa paboTel GubnmoTekaps

CBOAHbIN CTAaTUCTUYECKUI y4eT no BubnuoTteke

Yucno uMtatenen, KHUroBblgay, NOCeLWeHNn 1 MHON NHbopMaLmK; oJHa 3anucb
noaseneHne UTOroB CTaTUCTUYECKUX OaHHbIX MO bubnuoTeke:

13 | mecsu 528,0
14 |keBapTtan 792,0
15 |rog 1080,0

Cratuctnyeckunn yyet B pexume AC:

16 |BBOA CTATUCTUYECKMX AAHHbLIX C KOHTPOJSILHOrO NUcTa OAVH NUCT 0,16

17 | CBOAHbIN CTAaTUCTMYECKUI Yy4YeT No BGubnmoTeke (YMcno umtaTenen, Ha mecsy, 120,0
KHWUroBblgady, NoCeLLeH U MHON nHopmaumm)

lMogBeaeHue NTOroB CTaTUCTUYECKMX AaHHBIX MO bubnvoTeke: Ha mecsy,
18 | mecsu 0,27
19 |keapTtan 0,27
20 |ropn 0,27

CocTaBneHne OT4EeTOB:

21 |npuem  nNNaHOBO-OTYETHbLIX  [JOKYMEHTOB  OT  CTPYKTYPHbIX | OOAMH OOKYMEHT 13,0
nogpasgeneHnun C npoBEpPKOM MOMHOThbI COCTaBa; COCTaBlEHME
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CBOJHOW TabnuLbl OCHOBHbLIX NOKasaTenewn
CocTaBneHne aHanUTUYecKoro oT4veTa: aHanuad OesaTenbHOCTU OAWH OTYeT
nogpasgeneHun n O6mbnmoTtekn, OTMETKa W3MEHEHWA 3a rof,
HanucaHne TeKCTa, MnpeacTaBfieHNe Ha  corfacoBaHuMe U
yTBEpXOEHME:
22 | oT4yeT GMbnMoTeku 3a rop, 3980,0
23 |oT4eT oTAena, cekTopa 3a rog 1320,0
24 | nHAMBUAYanbHLIN OTYET 3a roa 586,0
CocTtaBneHne ¢uHaHCOBbIX OT4eTOB 06 onnate no Buaam OOVH oT4eT
nnaTHbIX YCAyr:
25 |3a mecsu, 510,0
26 |3akBapTtan 840,0
CocTaBneHune oT4eTa ansa YntaTenemn n HaceneHus:
27 |onpegeneHne Ccpoka nMpoBedeHWs OTyeTa, [MOBECTKM [AHS; oJHO 1580,0
onoBelleHMe O [He oOTyeTa uuTaTenen, HacemneHus; BbIMYCK| MeponpuaTune
CTeHraseTbl; ohopmneHne NpoToKona, 3aMmeyvyaHnii 1 NpearioKeHnn
yuTaTenemn, HaceneHuns, CocTaBreHne nnaHa ux peanuaaumm
MogroToBKa NPOM3BOACTBEHHbLIX COBELLLAHUN
OnpepneneHne nOBeCTKM [HS, Kpyra YYacTHWKOB; MOArOTOBKA OOHO
cnpaBKku, OPYrMx MeponpuaTUA, NPOEKTa peLLeHus; onoBeLleHne coBeljaHne
YYaCTHMKOB COBELLaHNs; NOAroToBKa NOMELLEHMS:
28 | coBelaHne paboTHMKOB OMBNMoOTEKN 320,0
29 | coBellaHne paboTHUKOB oTAena 264,0
30 |coBellaHWe NO UTOraMm MPUHATBIX PEeLEeHNn C Lenblo OLEHKN KX oJHO 27,0
pesynbTaToB, NPOM3BOACTBEHHbIE COBELLAHUSA MO UTOram roga coBeljaHne
31 |onepaTtmBHOE coBellaHune (ans peLueHns TeKyLUX OfHO 22,0
NpOM3BOACTBEHHbIX 3a7a4) coBellaHne
OpraHusaumoHHas (onepaTtuBHas) pabora:
32 |pokymeHTanbHoe odopmneHne pexuma paboTel oTAena| OAWH AOKYMEHT 268,0
(cocTtaBneHue rpaduka paboThbl, OTNYCKOB U APYrMX JOKYMEHTOB)
33 |obecneyeHne KOHTPOMsS 3a BLINOSIHEHUEM MNPOU3BOACTBEHHOIO | OAHO 3agaHue 4.4
3a[aHus N Ka4yecTBOM paboThl
34 |obecneyeHne KOHTPONS 3a WCMOMHEHUEM  YNpPaBMAEHYECKOro | OAWH AOKYMEHT 8,8
pelleHnd, npukasa, ykasaHus OupekTopa, 3aMm. AUpeKTopa, 3as.
oTaenom
35 |3akn4eHne, NpoasieHme goroeopa ¢ pupmamm, NpeanpusaTusMn, | oguH 4oroBop 840,0
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opraHusaumsiMu, YacTHbIMU NpeanpuHUMaTensMmm
36 |cocTaBneHune KanbKynauum LeH Ha nnaTHble ycryru OAWNH JOKYMEHT 3340,0
37 |BbINMUCbIBaHME CYETA, KBUTAHLIUU OAVIH OOKYMEHT 13,4
38 |cBepka onnaTbl CHETOB OAWNH JOKYMEHT 13,8
[enonponsBoacTso:
39 |npuem n peructpaumsa Bxoasilen KoppecrnoHaeHLUMm OLVH LOKYMEHT 5,6
40 |obecnevyeHne KOHTPOMNS 3a CBOEBPEMEHHBIM WUCMOMHEHWEM | OAWH OOKYMEHT 5,6
OOKYyMeHTa
41 |cuctematmsaumss M NOALUMBKA WUCMOMHEHHbIX [JOKYMEHTOB B | OOWH JOKYMEHT 5,6
COOTBETCTBMM C HOMEHKIaTypon aen
Pa6ota B pexume AC:
42 |perucTtpaumsa BxoAsllen KoppecnoHaeHUMM: BBoA B 6a3y OaHHbIX | OfHa KapTodka 7,6
KOHTPOMbHOW KapTouyku (O4ata MOCTYMNeHUsl, UHOEKC AOKYMEHTa,
KOppEecCnoHAEeHT, AaTa, UHOEKC NOCTYNMBLLEro JOKYMEeHTa, KpaTkoe
cofepXaHue, pe3onouns, KOMy HarnpaBIeH)
43 |obecnevyeHne KOHTPONS 3a WUCMOMHEHMEeM [OKYMEHTa: BbIBOA Ha| oOfHa 3anucb 4,6
3KpaH KOHTPOMbHOM KapTOYkW, BBOL B Hee uWHdopmauun ob
NCNONHeHUN
[MpumeyaHue: BpemMs NpoBefeHus oTyeTa nepen YitatensMu, HaceneHwem, CoBellaHuii B HOpMY BpeMeHU
He BXOAWT.
4.16. ObcnyxmBaHUe yaaneHHbIX nonb3oBartenemn
Tabnuuya 86
N HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMU,
MUH.
1 2 3 4
Pernctpauus nonb3oBaTtenien B peXxXmme OHManH:
1 |npoBepka 3anucu nornb3oBatens B Gubnuoteky oavH 1,0
nons3oBarternb
2 |obpaboTtka n BBOA hamMunuK, UMEHKU, OTYECTBA MONbL30BATENS U OOVH 2,5
ajpeca ero afieKTPOHHOM NoYThI AMEKTPOHHbIN
opmynsip
3 |cocTaBneHwe nucbMa C ykazaHuMeM NorMHa U CreHepmpoBaHHOrO OflHO 2,5
CUCTEMOWN nNapons, MNpUKpenneHne WHCTPYKUUKU MONb30BaHUSA W | 3NEeKTPOHHoe
OTnpaBsKa ero rno 3NeKTPOHHOW MoYTe Nofb3oBaTENO nMCLMO
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O6cnyxrBaHWe Nonb3oBaTENEN B PEXMME OHalH:;
4 | KOHCYnbTaLMs NO UCNONb30BaHUIO NHTEPaKTUBHON B kKHUr oaHa 50
KOHCYrnbTauus
5 |conpoBoxgeHne BUPTYanbHOW KHUrOBblIAAYM: GOpMUpoBaHUE OAWH 3aKas 7,0
3aKkasa Ha BUPTYanbHOW KHWXKHOW nosike
6 |Bbirpy3ka M3 AC HOBbIX MOCTYNMEHUN 3a OonpeferieHHbIn nepuog O4VH chainn 5,0
BPEMEHM B BUAE yKasaTerns HoBbIX nocTtynneHun (YHIT)
7 |pasMelleHve HOBbIX MOCTYMNEHUA [OOKYMEHTOB Ha canTte OOMH hann 15
61MbnuoTekn: cos3faHve 3arofloBka aHHOoTaLuMuM  npuKpenneHue
avina(os)
8 |pacchbifika No 3MEeKTPOHHOW MoyTe yAaneHHbIM Mnorib3oBaTensaMm OAHO 15
MHOpMaLNN O HOBbIX NOCTYMNSIEHUAX AOKYMEHTOB ANEeKTPOHHOoEe
NUCbMO
9 |unHOpMaLMOHHOE COMNPOBOXAEHWE calTa, nopTana M cTpaHuy B OflHO 15
coumanbHbIX ceTsax: cosfgaHue 3aronoBka aHHoTauum coobueHue
npuKpenneHue gannos
PaboTta c cantom otgena 6ubnuoTekn
PaboTa ¢ HoBOCTAMU OTAENa:
10 |nogroToBka MaTtepuana k nybnukauum (npecc-penus, nocT-penus, | OAWH NevaTHbIN 1050,0
cTaTbs) nuet
11 |pasmeLLeHne HOBOCTU Ha cainTe 0Ha HOBOCTb 10,0
12 |pasmeLLeHne HOBOCTU B CoOUMarnbHbIX CETSX Oo[lHa HOBOCTb 10,0
13 |oTnpaBka HOBOCTHOIO COOOLEHUS ONs pasMeLLeHust Ha canTax oJHO 10,0
napTHepoB coolLeHne
14 | nogbop nnncTpauumn K HOBOCTH ofHa 5,0
UnncTpaLms
PaboTa c poToranepeen otgena:
15 | dpoTocbeMka O[lHa CbeMKa 30,0
16 |nop6op doTorpacun ofHa 3,0
coTorpacus
17 |ob6paboTka doTorpadmii C NOMOLLLIO rpadoMyHeCcKoro pegakropa oAHa 15,0
coTorpacus
18 | co3gaHue poToranepen OfHa 15,0
doToranepes
19 | pobaeneHue nognucen k gpoTorpadusam ogHa 2,0
coTorpacus
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Pabota c NONMHOTEKCTOBLIMMU MaTtepuanamu,
6mbnmorpadunyeckumMmm Cnmckamm Ha cawuTe:

20 | copmaTtmpoBaHue martepuanoB Ana nybnvkauuu (nepeBoa B| OAWH mMatepuan 20,0
apyrue cpopmarthbl, eneHne maTepmana Ha YyacTtu)

21 |pobaBneHve onucaHna K MaTepuany (aHHOTauuMsi, Kro4yeBble | OAWH MaTepuan 10,0
cnosa) - 1000 3HakoB

22 |3arpyska maTepuana Ha BHELLUHWI canT OAWH MaTepuan 15,0

23 |obHoBNEHWe cnuncka nybnukauum coTpyaHMKOB oTaena ofHa 2,0

onbnuorpadunye
cKasl 3anucb

PepaktnpoBaHune n oOHoBNeHne nHopmaumm Ha canTe:

24 | pepakTMpoBaHue maTepuarnos OfHa 3anucb 2,0
Cos3gaHne opMbl  SMIEKTPOHHBIX  OMPOCOB  (3KCMpecc-onpoc,
OHNalH aHKeTMpoBaHue):

25 | cosgaHue n pasMeLleHne BONpoCcoB Ha cante OLMH BOMpOC 6,0

26 | cosgaHue cTpaHuubl onpoca n gobaeneHne koga c canTta OfHa cTpaHuua 15,0
CospaHue HOBbIX pa3denoB Ha caunTe:

27 |cospaHune OAWH pasgen 15,0
PepaktupoBaHne 1 obHOBreHWe MHEPOPMALMOHHOIO KOHTEHTa Ha
caurte:

28 | pepakTMpoBaHue cTaTeln, pasMeLleHHbIX Ha canTe 0Ha HOBOCTb 10,0

29 | nouck 7 oTbop WHopmaLmm ans pefakTupoBaHus 20,0
cratuctuyeckon b

30 | obHoBNEeHue 3anucen B oJHa 3anucb 5,0

31 | BHeceHue HoBbIX 3anucen B b1 oaHa 3anucb 10,0
O6paboTka JOKYMEHTOB ANd 3arpy3ku Ha CanT:

32 | pepakTupoBaHue 1 hopmMaTMpoBaHMe TeKCTa JOKYMEHTA OAWH aBT. NUCT 60,0

33 |KOHBepTUpOBaHWE [OOKYMeHTa W3 ofHoro dopmata B APYrov | OAWH AOKYMEHT 10,0
dopmat

34 |3arpyska Ha BHeLLHMe pecypcbl OAWH OOKYMEHT 15,0

35 |pa3melleHne Ha cante otaena OOWNH OOKYMEHT 10,0
3anonHeHue cTpaHuLUbl OTAeNa B COLUMarbHbIX CETSX:

36 | nouck 1 oTOOp HOBOCTEN Ha BHELLUHUX pecypcax OAHa HOBOCTb 24,0
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37 |cocTaBneHne aHHOTauum K HOBOCTAM 0Ha HOBOCTb 15,0
38 | pa3meLlleHne nocta Ha CTpaHuue otaena O[Ha HOBOCTb 50
4.17. OnpepneneHue kHuroobecnevyeHHOCTM yyebHoro npoecca B 6ase gaHHbIX AC
Tabnuua 87
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EpouHuua Hopma
n/n n3mepeHuns BPEMEHMU,
MUH.
1 2 3 4
1 |nouck onpegeneHHon AUCUMNNUHBI y4eBHOro npoiecca B moayne oAHa 1,0
"KnnroobecneveHHoCTb" ancuunnuHa
2 |nmouck B 0ase pgaHHbiXx AC [OOKYMEHTOB, nNOAXOOALMX OIS ogHa 10,0
BbIOpaHHOWM OUCLMMNITMHBI (OCHOBHOW CMMCOK), B PEXMME MPOCTOro |  AucuunnnHa
N pacLUMPEHHOro noucka
3 |npocMOTp Kaxgoro MAOKyMeHTa no BceM napameTpam And| OAVH OOKYMEHT 60,0
onpeneneHnss HeobXoAMMOCTM BKIIOYEHUSA €ro B CMMUCOK, OTOOp
BbIOpPaHHbBIX JOKYMEHTOB (goDaBneHne K MMEeHLNMCS Nonsm eLle
ofHoro nong "aucuunnuHa")
4 | npucoegnHeHne OTOOPaHHbLIX OOKYMEHTOB (OCHOBHOW CMMCOK) B oaHa 50
moayne "KHuroobecneyeHHOCTL" K onpeaeneHHoOn ANCLMNINHe aucumnnnuHa
5. TunoBble oTpacneBble HOPMbI Tpyda Ha paboTbl, BbINOMHAEMbIE
B [IETCKUX, FOHOLLIECKMX BnbnmnoTtekax, B bubnuorekax HAN,
obpaszoBaTenbHbIX y4YpexaeHuii (Ha OCHOBE aBTOMAaTU3UPOBaHHbIX
CUCTEM ynpaBrieHnst npoLeccamm)
5.1. KomnnekrtosaHue ¢oHA0B
Tabnuua 88
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMU,
MV/H.
1 2 3 4
1 |npuem n otbop Anst GOHAOB HOBbLIX MNOCTYMIIEHUI, MOJTYYEHHbIX MO | OOWUH OOKYMEHT 3,6
COMPOBOAUTESNIBHOMY  OOKYMEHTY - JINCTY TOCYAapCTBEHHOM
perncrtpaumm
2 | TexHnyeckas obpaboTka JOKYMEHTOB OAVH LOKYMEHT 4.5
3 |BBOA OoKyMeHTOB B 6a3y aaHHbIX (B) OOWNH OOKYMEHT 4,5
5.2. bubnmorpacduyeckoe onvcaHme n MHOEKCMPOBaHMNE OKYMEHTOB
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Tabnuua 89
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n n3mMepeHns BPEMEHM,
MUH.
1 2 3 4
1 |dopmupoBaHue Bubnumorpaduyeckorn 3anucu Ha AOKYMEHTbl Ha| O[Ha 3anucb 18,0
PYCCKOM £13blKe (onmcaTensHas Kkatanormsauus)
2 | cdopmumpoBaHne Gubnuorpadumyeckon 3anMcyM Ha OOKYMEHTbl Ha| oOAHa 3anucb 27,0
WHOCTPaHHbLIX  EBPOMENCKMX A3blkax W A3blkax  HapoJoB
Poccuiickon  depepaummn, KpoOMe  pycckoro  (onucarternbHasi
KaTanorusauus)
3 | nHOEekcMpoBaHUE JOKYMEHTOB (CopepKaTeribHasi katanornsaums) oJHa 3anucb 18,0
5.3. PaboTa c kaTanoramu
Tabnuua 90
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n n3mMepeHns BPEMEHM,
MUH.
1 2 3 4
MoarotoButensHas pabora:
1 |pasbop kapTodek Ans pacCTaHOBKM B andaBuUTHbIE KaTarnoru OAHa KapTo4ka 0,5
PepaktnpoBaHue reHeparnbHOro andaBUTHOIO Kartarora: OfHa KapTouyka
2 |kaTanor - ctapbin pag (ao 2000 roga) 1,0
3 | katanor - HoBbIv psg (c 2000 roga) 0,5
4 | KkaTanor - WHOCTpaHHble E€BPOMENCKNE NA3bIKM N A3bIKM HAPOOOB 1,0
Poccuu, kpome pycckoro
5 |pas3bop kapToyek Ans pacCTaHOBKM B CUCTEMATMYECKME KaTanorm OfHa KapTouyka 0,3
6 |pemaktupoBaHMe [€eHepanbHOroO CUCTEMATMYECKOrO KaTanora| OaHa KapTouka 0,5
(F'CK)
7 |pemakTupoBaHuMe opurMHan-maketa B3 Ha  opgHouvacTHble| oAHa kapToyka 0,3
OOKYMEHTBbI
8 |pemaktmpoBaHne opurMHan-maketa B3 Ha  MHOrodactHble | OAHa KapTouka 0,45
OOKYMEHTbI
9 |pepakTMpoBaHMe 3anuMcen Ha eauHuubl XxpaHeHuss B MO no| opgHa 3anucb 54
M3BELLEHNSM O BHECEHUU U3MEHEHUI B KaTanoru, nonyyeHHbIMu
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n3 TexHonormnyeckoro otaena (TO)
PepaktnpoBaHue onbnuorpadguryeckmx 3anucen (B3)| opgHa 3anuck
(koHTponbHbIE Nonga popmata u Tekcta b3):
10 | pepakTupoBaHWe KOHTPOSbHbIX Nonen opmata 54
11 |penaktupoBaHue TekcTta B3 5,4
12 |pepaktupoBaHue 6ubnuorpadpmyeckux 3anmcen (B3) B [O| opaHa 3anuch 5,4
(BBegeHune nHaekcos 66K B B3)
13 | dopmuposaHme B3 B MO ¢ ucnonb3oBaHMeM CBOAHOrO kKartanora| OfHa 3anucb 12,0
Poccuiickon depepaumm
14 | pepaktupoBaHue b3 Ha MHorovacTHble JOKyMeHThI B [10 OfHa 3anuncb 12,0
5.4. PaboTta ¢ hoHOOM
Tabnuua 91
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHnua Hopma
n/n N3MepeHuns BpEMEHW,
MWH.
1 2 3 4
MoprotoButensHasn paboTta:
1 |nopgrotoBka pabouMx MecCT; opraHmsaumsi pabodero MecTa:| OAHO pabodee 50
noaknoyeHne komnetoTepa, Bxoa B OPAC, npoBepka aM1eKTPOHHOM MecTo
MoyThl, paccbiflka OTBETOB Ha 3anpocbl; MOArOTOBKA 3ana K
paboTe: opraHu3auuss pabouMx MecT uuTaTenen, BRaxHas
0bpaboTka MOHUTOpPA KOMMbIOTEPA, CTaHLUMM camoobCnyXuBaHus,
MOHMTOPA 3NEKTPOHHOIO KaTasiora, paccTaHOBKa (pasmelleHune
KHUXKHOrO MaccuBa, COAHHOro nocrne npeablaywero paboyero gHs,
Ha Morkax OTKPbITOro AOCTyna), 03HaKOMJIEHWE C NEPUOAMKON U C
HoBOCTsIMU B ceTu "UHTepHeT"
2 |nmony4yeHne [OKYMEHTOB C BbICTABKM HOBBLIX MOCTYMNeHWMW (Mpu| oOAHa napTus 16,0
y4yacTum 4-x YenoBek) (1200
OOKYMEHTOB)
3 |npueMm HOBbLIX MocTynneHwun B [porpamMMe nepefayn; cBepka| OfHa nNapTus 12,0
HanMunsi KHWr B NapTuK C CONPOBOANTENbHLIM JOKYMEHTOM (100
OOKYMEHTOB)
O6paboTka HOBbIX NOCTYNMEHUI
4 |lepBUYHbIN  pa3bop HOBLIX MOCTYMSIEHWIA;  MPOCTaBMEHUE | oOAHA NapTus 26,0
wTemMnens Ha TUTYNbHOW M 17 CTpaHUUAxX KHWUMM; akTuBauus um (200
pedakTMpoBaHWe B 9NIEKTPOHHOM KaTariore; neyatb MHBEHTAPHOrO | [OOKYMEHTOB)
N 1 npvknenBaHve pagnoMeTKn (EANHNYHbIE SK3EMMNSAPbI)
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5 |Pa3bop oOoKyMEHTOB Ansi onpeaeneHns pacCTaHOBOYHbLIX LWMAPOB | OAWH AOKYMEHT 1,0
6 |lpenBaputenbHaa cucTematM3aums [OOKYMEHTOB  [PYNMnoBOW | OAMH LOKYMEHT 1,0
0bpaboTkn Ansa onpeaeneHns NONOYHOro UHAEKCa
LLndpoBka AOKYMEHTOB: OAWH OOKYMEHT
7 |c aByms wudppamm (1 - "BupTYyansHbLIA") 1,0
8 |6e3 wudpa 1,8
9 | mocbinsl 3,6
10 |BBOA Wucppa 0,5
LUncppoBka AOKYMEHTOB rpynnoBon o6paboTku: OOWNH OOKYMEHT
11 |npepBapuTenbHasa cuctemaTusaumsi (BBOO WMHAEKCA OTpacmu 1,0
3HaHua no Tabnmuam BBK B 3K)
12 | petanbHag cuctemaTusauma (BBoAa nonoyHoro nHaekca 66K B 3K) 1,0
13 | obpaboTka AOKYMEHTOB HA MHOCTPAHHLIX EBPOMENCKMX sI3bIKax OAWH OOKYMEHT 3,6
14 |obpaboTka [OOKYMEHTOB Ha HauWOHamnbHbIX 43blkaX HapO4OB| OOWH OOKYMEHT 4,5
cybbekToB Poccunckon ®epepauum
15 |npuem u obpaboTtka gokymeHToB XVIII - XIX BB. OAWNH OOKYMEHT 8,0
16 |npuem n obpaboTka OTEYECTBEHHbIX MEPUOAMNYECKUX M3AAHWUA U3 | OOUH OOKYMEHT 1,8
3TN
17 |npuem n obpaboTka MHOCTPaHHbLIX NEPUOAUYECKUX WU3OAHWA U3 | OOUH OOKYMEHT 1,8
3TN
18 | nepelwwmncpoBka AOKYMEHTOB OAWH OOKYMEHT 27,0
19 |BBopg 6ap-koaa fokymeHTa B 9K OOWNH OOKYMEHT 2,6
20 |nepepaya OOKYMEHTOB Ha sipyca ®b B AgucnetTyepckon nporpaMmme OofHa napTus 26,0
(100
OOKYMEHTOB)
O6cnyxunBaHue yntatenen n aboHeHTos B Pb:
21 | BbINONHEHME TpeboBaHWIA, NOCTYMMBLLMX MO SIEKTPOHHOMY 3aKa3sy OAHO 1,0
TpeboBaHue
22 | B3auMopacyeT CO CTPYKTYPHbIMU NoAapasaeneHmsamMm oubnmorteku OofHa napTus 14,0
(100
OOKYMEHTOB)
23 |paboTa C 3aJ0MKEHHOCTbIO: cocTaBneHne no 6ase yYuTanbHOro | OAMH LOKYMEHT 1,8
3ana cnucka 3aJoSPKHUKOB; cocTaBneHue no 6ase LeHTpanbHOM
kKadenpbl cnucka 3aJO0IMKHWUKOB; BblaeneHve u3 obliero cnmcka
3a[J0MKHUKOB BUBNNOTEKM 3a40MKHUKOB; €XeOHEBHbIN KOHTPOIb
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OOIMKHMKOB C HamoMvHaHuMeM O HeobxoaMMoCcTu BO3BpaTa
3aflepXKaHHbIX KHWUM;, aHanm3  3peKkTMBHOCTM  npoaenaHHON
paboThl
ObecneyeHne coxpaHHOCTN (POHOOB:
24 |nogroToBka LOKYMEHTOB Ha MUKpOdUNbMUpoBaHne M| OOWH OOKYMEHT 54
CKaHWpoBaHue
25 |nepepava OOKYMEHTOB Ha MUKpPOUIbMUpOBaHNE n| ogHa naptus (20 16,0
CKaHMpoBaHue OOKYMEHTOB)
Csepka dpoHAa ¢ aneKkTpoHHbIM KaTanorom (JK): OAVH [OKYMEHT
26 |ogHOYacTHble OOKYMEHThI 1,8
27 | MHOro4acTHble JOKYMEHTbI 3,6
28 | npoBepka [OCTYyNa K 3NeKTPOHHOMY pecypcy OAVH JOKYMEHT 5,4
5.5. CnpaBoyHo-6ubnuorpaduyeckoe obcnyxmsaHue
Tabnuuya 92
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n n3mepeHust BPEMEHMU,
MUH.
1 2 3 4
BbinonHeHne ycTHbIX Gubnuorpaguyeckmx cnpaBok:
1 |nogroTtoBka pabounx mect exxeqHeBHO 13,0
2 | exegHeBHbIN CTaTUCTUYECKMI yyer e)xeHEeBHO 13,5
crpaBoYHO-O6Mbnunorpaduyeckoro obcnyxmpaHmst Yntatenemn
3 |u3yyeHue oOTpuuaTenbHbIX OTBETOB Ha 6bubnuorpadudeckme eXeHEBHO 13,5
3anpocskl C Lenbio BbigBNeHus bpaka
4 | npvem 3anpoca Ha BbinoriHeHne Gubnuorpadmyeckon cnpaekm OAMH 3anpoc 10,0
5 | ochopmneHne KOHTPONBLHOIO NUCTKa NOMb30BaTenNs oavH 1,0
nons3oBarternb
6 | Temartuyeckasi ycTHasi bubnmorpadguyeckas cnpaeka OfHa cnpaska 17,0
7 |appecHas ycTHasi cnpaBka OAHa cnpaska 8,0
8 | yTouHsowWas ycTHas bnbnunorpadudeckas crpaBka OfHa cnpaska 18,0
9 | dakTorpacumyeckas yctHasa bubnuorpadudeckas cripaBka OfHa cnpaska 15,0
10 | opueHTUpyoLLas KOHCYNbTaLms ofHa 6,0
KOHCYrnbTauus
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11 | Gubnumorpaduyeckas/dakrorpacdpuyeckas cnpaeka no TenedoHy OfiHa cripaBka 12,0
BbInonHeHne NnncbMeHHbIX Bubnunorpaduyeckmx cnpasBok:

12 |npuem n pernctpaumsi MMCbMEHHOro 3anpoca B OpraHM3auuoHHOM |  OAMH 3anpoc 3
rpynne

13 | ancneTyepmsaums NUCbMeEHHbIX 3anpocos B rpynne CBO exeaHeBHO 60

14 |peructpauusa 3anpoca B XypHane yyeTa MUCbMEHHbLIX CNPaBOK| OAHa 3anucb 3
rpynnel CBO
MucbMeHHasa TemaTudeckas cnpaska:

15 |TemaTnyeckas cnpaBka 1-OM CTeneHW CroOXHoOCTM: Ao 25| oaHa cnpaska 1200,0
Ha3BaHWN, C NPOCMOTPOM BMBNMOrpanyeckux NCTOYHUKOB

16 |TemaTunyeckass crnpaBka 2-OM CTeneHu CNOXHOCTWU: cBblwe 25| oaHa cnpaska 2900,0
Ha3BaHUN, C MPOCMOTPOM OMbnmMorpaduUUecknx u TEKCTOBbIX
NCTOYHMKOB

17 |nucbMeHHas yTouHsoLaa bubnuorpaduyeckas cnpaska OAHa cnpaska 360,0

18 | nucbmeHHasi agpecHas cnpaska OfHa cnpaska 120,0

19 | nucbmeHHas cakTorpaduyeckas cnpaska OAHa cnpaska 360,0

20 |NUCbMEHHbIEe  KOHCyNbTauuMu: TemaTudeckas  KOHCynbTauus, ogHa 480,0
KOHCYNnbTauus-knuwie KOHCyrnbTauus
PepaktnpoBaHune BbINOMHEHHbLIX MUCbMEHHbIX CNPaBOK:

21 |agpecHasi NUCbMeHHas cnpaska OfHa cnpaska 9,0
TemaTuyeckas NCbMeEHHas cnpaska: OofHa cnpaska

22 | 1-1 cTeneHn CroXHOCTU 18,0

23 | 2-1 cTeneHn CrOXHOCTU 48,0

24 | yToYHAIOLWAa NUCbMEHHaa cripaBka OfHa cnpaska 8,0

25 | cbakTorpacdudeckas NnUCbMeHHasi cnpaBka OAHa cnpaska 8,0

26 | perucTpaums BbIMOIHEHHON NUCbMEHHOW cnipaBku B rpynne CBO B| oaHa 3anucb 3,0
XypHane yyeta NMCbMEHHbIX 3anpoCcoB

27 | peructpauus BbINOSIHEHHOW NUCbMEHHOM cnpaBku B| OfAHa 3anucb 2,0
opraHusaumoHHom rpynne CBO

28 | ocbopmneHue 1 nepefadva/oTnpaBneHme oTBETa 3aKa3unky OJVH 3anpoc 12,0
BupTyanbHas cnpaBoyHas cnyxba:

29 |BupTyanbHas TemaTudeckas cnpaska OAHa cnpaska 18,0
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30 |BupTyanbHasa agpecHas crnpaska OfHa cnpaska 7,0
31 |BupTyanbHas yToYHSOLWAsS cnpaska OAHa cnpaska 18,0
32 |BupTyanbHasa opueHTUpytoLlas cnpaska OfHa cnpaska 6,0
33 |odopmnieHme oTBeTa Ha 3anpoc yitartens O HO MUCbMO 6,0
34 | nononHeHne apxuBa BbINOSIHEHHbIX cnpaBok ("basa 3HaHnn") OfHa cnpaska 11,0
35 |ckaHupoBaHue pokymeHToB wu3 ¢doHogoB CBO no 3akaszam| ofgHa cTpaHuua 3,0
nons3oBarenem
KoHcynbTauuu: ogHa
KOHCynbTauus
36 |mMmeToanyeckasi 10,0
37 | TemaTnyeckas 10,0
38 |nokanbHas KoopAuMHaumMa U gucnetyepmsaumsa  BbIMOSIHEHUSI | OOHO MUCbMO 12,0
BMPTYarbHbIX CNPaBOK
Bubnuorpadunyeckoe obyvyeHne nonb3oBaTenemn
KoHcynbTauuu: ogHa
KOHCyrnbTauus
39 |mMmeToanyeckasi 10,0
40 |TemaTu4eckas 15,0
41 |nogrotoBka  OGubnuorpaduyeckoro ob3opa nNo  meToauMKe oanH 063op 2400,0
¢dopmumpoBaHma  BGubnuorpadguyeckon  3anucu, paboTel €
kaTtanoramu, 6ubnunorpacn4eckMMm UCTOMHUKaMn (bopMUpPOBaHUS
CruvcKka nuTepaTtypbl K Hay4Hou paboTe
42 |nogrotoBka W npoBedeHne Oubnvorpadgpuyeckoro ob3opa no OfVH 0630p 480,0
MeToauke Gubnuorpaduryeckoro onucaHus
43 | npoBegeHue 3KCKypCUu no doHaam M| ogHa 9KcKypcus 480,0
crnpaBoYHo-6mnbnuorpadudeckomy annapaty (CBA) LIBC
BeaneHune cnpaBo4vHo-6mnbnuorpaduyeckoro annapara:
44 |BefgeHVe apxuBa BbIMOSTHEHHbIX CNPAaBOK B 3NIEKTPOHHOM pexume ofiHa cripaBka 8,0
45 |BBOA KapToTek B B[] OfHa KapTo4ka 6,0
BeicTaBoyHas pabora: OflHa BbICTaBKa
46 |paspaboTka nnaHa opraHM3auumn 1 SKCNOHUPOBAHUSA TEMATUYECKOWN 2160,0
BbICTaBKM
47 |nNoAroToBka COMPOBOAUTENIbBHOW OOKYMEHTauuuM K BbICTaBke, 360,0
aTUKeTaxa
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48

MOHTaX BbICTaBKU

480,0

49

OEMOHTaX BbICTaBKU

240,0

MpumeyaHune: npu paboTe C AOKYMEHTaMW Ha WMHOCTPaAHHbLIX E€BPOMEWMCKUX $3blKkax M sA3blkax HapoaoB
Poccuiickon ®epepavrmm, Kpome pycckoro, K HopMam BpeMeHU NpUMEHAEeTCS noBbillalowmi koadduumneHT 1,15.

5.6. HoTHble nsgaHuns u 3sykosanucu

Tabnuua 93
N HaumeHoBaHue npouecca, onepauun. CoctaB paboTbl Epovnuua Hopma
n/n n3mepeHns BpEMEHM,
MUH.
1 2 3 4
dopmmpoBaHne bnbnunorpaduyeckon 3anncu:
1 |Ha rpamMnnacTMHKM Ha  PYCCKOM  A3blke  (onucaTternbHas OAWH OUCK 140,0
KaTanormsauus)
2 |Ha rpamMnnacTMHKM Ha WHOCTPAHHbIX €BPOMENCKUX £A3blkaX U OAWH OUCK 180,0
A3blkax HapogoB Poccuickon  Pepepauumn, KpoMe  pycCKOro
(onucaTtenbHasa kaTanornsauus)
3 |Ha ayavMo KOMMakT-AMCKE Ha pPYCCKOM £3blke (onucaTenbHas OAWH OUCK 160,0
KaTanormsauus)
4 | Ha aygMo KOMMaKT-OUCKE Ha MHOCTPAHHbLIX €BPOMENCKUX S3blKax U OJVH ONCK 220,0
sA3blkax HapogoB Poccwuiickonn deagepaumm, Kpome pyccKoro si3bika
(onucaTtenbHaga kaTanornsauus)
5 | Ha My3blkanbHOM KOMMaKT-ANCKe (onucatenbHas Katanornsauusi) OAVH AUCK 480,0
6 |Ha HOTHble W3gaHWs Ha pPYCCKOM 43blke (onucaTernbHas | OOvH AOKYMEHT 132,0
KaTanormsauus)
7 |Ha HOTHble M3JaHWS Ha WHOCTPaAHHbLIX E€BPOMNENCKUX A3blkaX W | OAMH LOKYMEHT 140,0
A3blkax HapogoB Poccuinckon  Pepepauuun, KpoMe  pycCKOro
(onucaTtenbHasa kaTanornsauus)
CnpaBo4Ho-6ubnuorpacuyeckoe obcnyxmBaHne B YUTaNbHOM
3ane
BbinonHeHne ycTHOM 6GMGnmnorpadmnyeckon cnpaBku;
8 | npuem 3anpoca Ha BbINnonHeHue bubnuorpaduyeckon cnpasku OfAMH 3anpoc 6,0
9 |TemaTtnyeckasa yctHasa Gubnuorpaduryeckas cnpaeka OfHa cnpaska 20,0
10 |ycTHas agpecHas bubnuorpadguyeckas cnpaska OAHa cnpaska 12,0
11 |yTouHsiloWwasn ycTHas bubnuorpaduyeckas cnpaeka OfHa cnpaska 22,0
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12 | dakTorpadunyeckas yctHas bubnuorpadumyeckas cnpaeka OfHa cnpaska 18,0
KoHcynbTauuw: oaHa
KOHCYrnbTauus
13 | Gnbnumorpaduyeckme 10,0
14 | opueHTUpyoLne 3,0
15 | BcnomMoraTenbHO-TEXHUYECKMe 6,0
BbinonHeHne NncbMeHHbIX Bubnunorpaduyeckmx cnpasBok:
16 |npuem un perncTpauuss 3anpoca B KHUre ydeTta MUCbMEHHbIX| OAHa cnpaska 15,0
BGmbnmorpadunyeckux crnpaBok
17 |u3yyeHne 3anpoca, YCTaHOBMEHME WNN YTOYHEHWE 3MNEeMEHTOB| OfHa crnpaska 900,0
Gmbnmorpaduyeckon anmcu
BeaneHune cnpaBo4vHo-6mnbnuorpaduyeckoro annaparTa:
18 | ohopmreHne KapToYkM AN KapToTek OfHa KapTouyka 16,0
19 | co3paHue 6ubnuorpaduyeckon sanucu (b3) Ha cTaTbn NO My3blke | OAHAa 3anNuUCb 8,0
N3 JOKYMEHTOB, HE COOTBETCTBYIOLLMX npodunio M3
20 |BegeHue KapToTek OfHa KapTouyka 1,0
5.7. PaboTa c nuTtepatypoi no 6ubnuotekoBeaeHmo, bubnmorpagoBefeHUI0 U KHArOBEAEHMIO
Tabnuuya 94
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n n3mepeHust BPEMEHMU,
MWH.
1 2 3 4
O6paboTka HOBbIX MOCTYMAEHWIA B MpOrpaMMHOM obecneyeHum
(NO):
1 |npuemM HOBbIX MNOCTYMMEHUN OTEYECTBEHHbIX [JOKYMEHTOB B| OOWH JOKYMEHT 0,5
amcneTyepckon nporpaMmme nepegayu
2 | npuem HOBbIX MNOCTYMNIEHWUIA HA MHOCTPAHHbLIX €BPONENCKNX A3blKaxX | OOWMH AOKYMEHT 1,0
n a3blkax HapogoB Poccuickon degepaumm, Kpome pyccKoro
3 |ochopmneHne KapTOYKM Ha [AOKYMEHT Ha pPYCCKOM 4A3blke Ans| ofHa KapTouka 8,0
KaTanoroB UK 06GMacTHbIX KapTOTeK C  WCMOSb30BaHMEM
BGmbnmorpaduyeckon 3anmcu
4 |odopmMmrneHne KapTodkM Ha  OOKYMEHT Ha  MHOCTPaHHbIX | OfHa KapToyka 10,0
€BPONENCKNX A3blkax U s3blkax HapogoB Poccuiickon ®epepaunn,
KpOMe pyccKoro, fAnsi KatanoroB M o6nacTHbIX KapToTek ¢
ncnonb3oBaHneM bubnmnorpadunyeckon sanncum
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5 |aHanutmnyeckoe onmcaHme gokymeHToB B [10 oHa cTaTbs 12,0
O6cnyxmBaHne nonb3oBaTenen; BUpTyanbHas  crnpaBoOYHas
cnyxo6a:
6 |npuem dmubnmorpadguyeckoro 3anpoca ymtaTens OAVH 3anpoc 3,0
7 |BupTyanbHas TemaTndeckas cnpaska OAHa cnpaska 54,0
8 |BupTyanbHas agpecHas cnpaBka OfHa cnpaska 18,0
9 |BupTyanbHas yToYHsOLWas cnpaska OAHa cnpaska 26,0
10 |BupTyanbHasa dakTorpagudeckas crnpaBka OfHa cnpaska 20,0
11 |odopmneHue oTBeTa Ha 3anpoc Yutatens OIHO NUCbMO 10,0
12 | nononHeHne apxmBa BbIMOJTHEHHbIX CNpaBok ("ba3a 3HaHuin") OfHa cnpaska 10,0
13 | exegHeBHbIN CTaTUCTUYECKMI y4yet exegHeBHO 12,0
crnpaBoYHO-6nbnunorpaduyeckoro obcnyxmBaHus Yyntatenemn
5.8. ObpaboTka onTudeckmnx komnakT-anckos (O3IP)
Tabnuua 95
N HaumeHoBaHwWe npouecca, onepauun. CoctaB paboTbl Egovnuua Hopma
n/n namepeHns BpEMEHM,
MUH.
1 2 3 4
1 |nonyyeHne K [oCTaBka OMNTUYECKMX  KOMMNAKT-AMCKOB U3| OfHa NapTus 30,0
ancnetyepckon OLIK3 nokymeHToB (100
[NCKOB)
2 |npueM HOBbIX MOCTYMNMNEHNA ONTUYECKMX KOMMAaKT-AMCKOB OofHa napTus 60,0
nokymenTtoB (100
OunCKoB)
3 | cymmapHbI y4eT KOMMNakT-anCcKoB (MO YyCTaHOBEHHON hopme) OofHa napTus 7,0
OOKYMEHTOB
4 | uHauBMAayarnbHbIA y4eT KOMNaKT-ANCKOB OfiHa 3anucb 1,0
5 | TexHnuyeckas obpaboTka ONTUHECKUX KOMMAaKT-ONCKOB OAVH JOKYMEHT 2,0
6 |wundpoBka JOKYMEHTOB B Moayne ak3emnnsapbl [0 OLVH JOKYMEHT 1,0
5.9. PaboTa c yntatenamu
Tabnuua 96
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
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n/n

N3MepeHUs

BPEMEHM,
MVH.

2

4

3anuck nonb3oBartens B 6ubnmoTeky, paborta ¢ umtaTenem:

noarotoBka paboumx MecT nornb3oBaTenen u obcnyxmBaloLlero
nepcoHana: npoBepka TEeXHUYECKOr0 COCTOSIHUS  CEeTeBOro
obecneyeHnst 1 Nnapka BblYUCIUTENBHON TEXHUKM, BKINtoveHue MK

oauH MK

2,0

npuHATHE Mep no nukemaauum cboes B pabote K, paboTte ceTu,
OoTCyTCTBMA  gocTyna K 06ase  faHHblX — nonb3oBaTenew,
NMHOPMUPOBaHME COOTBETCTBYIOLMX CMNyXkO 0 cbosix, npoBepka
HeucnpaBHOro obopynoBaHus, dukcaums cboeB B TeTpagu ydeta
C yKasaHWeM xapakTepa HeucrnpaBHOCTU U BPeEMeHM Havana cbos,
nocre ycTpaHeHus Henonaaku oTMeTKa BPEMEHUN ee YCTPaHEeHMS

oaVH coomn

10,0

MPOCMOTP [OKYMEHTOB uuTatens (nacnopT, YAOCTOBepeHue,
Nnopy4YMTENbCTBO), MPOBEPKA HanMuMs y4eTHO-PEermcTpaLvoHHON
KapTOYKM YnTaTens

OAWH YnuTaTeslb

3,0

3anonHeHne copmynsapa uYuTaTens,
KapTOYKK, YnTaTenbckoro buneta

YYETHO-pPEerncTpaLnoHHON

OAWNH KOMMNNEKT

50

O3HAKOM/IEHMEe  uuTatens C  MpaBunaMuM  MNoMb30BaHUA
6UGnmnoTeKon, pacnonoxeHnem oHAa, CPaBoYHbIM annapaTom

OOWH YnTaTeslb

6,0

nogbop wn paccTaHoBKka MO Homepam OwunetoB, andaBuUTy
hamMunumim yutaTenen y4eTHo-permcTpaLMoOHHbIX KapTovek

0/[iHa KapToukKa

2,0

OCYLLLECTBMEHMNE KOHTPOMS 3a BO3MOXHbIM HanuUuvem [AaHHbIX O
yuTaTene Kak HapyLuutene (nvleH npasa norb3oBaHus); BeAeHue
(n perynsapHbIN NPOCMOTP) KAPTOTEKN YNTaTENEN-HAPYLLUUTENEN

OOWH YnTaTeslb

0,5

MepeperucTpauns yutaTenei:

nouck dopmynsipa (permcTpauuoHHOW KapTOYkW) uuTaTens,
BHECEHME W3MEHEHWA B HUX W B 4uTaTenNbCKMX Owunetax
(YyTOYHEHME aHKETHbIX AaHHbIX, HOBOFO 4MTATENbCKOrO HOMEpa,
AaTbl nepeperncTpaumn) ¢ BeAEHMEM KapTOTEKM HayyHbIX TEM U
TEKYLLUX U3MEHEHU (NoNnyYyeHne 3BaHuin, nybnukaumi, gapos)

O/[lHa KapTouKa

2,0

3anucb (nepeperucrpaunsi) yutatenen B aBTOMATU3MPOBAHHOM
pexume:

cbeMka oTokamepon [nOnsa uuTaTenbckoro Ouneta u BCTaBKa
doTtorpadum B unTaTenbckmm duner

oauH
noceTuTenb

2,0

10

odhopMreHne Koda YMTaTtenst C KOHTPOSIbHBIM pa3psgoM U CPOKOM
Monb30BaHWUs 4uTaTeNbCKMM OuNeToM, Ha OCHOBE BblOAHHON
MHopmMaumn

OAVH
nocetuTenb

0,4

11

BblAa4vya Ha NpPpUHTEP CBEAEHUN O 3anucaBLUEMCS uMTaTene B BUae
ynTaTenbckoro buneta

oauH
noceTuTenb

0,4
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12 |Habop Ha kraBmaType CBeAEHM O uuTatene: damunusi, ums, OAWH 2,0
OTYECTBO, XapakTepusywowme ero npusHakm (obpasoBaHue, nocetutenb
cneumanbHOCTb), KOA, HOMEp YnTaTenbckoro buneta; PoTocbLeMKa

13 |ocywecTBNEHNE KOHTPOMS 32 BO3MOXHbLIM HanMyMeM LaHHbBIX O OfVH 2,0
yutarterne, 3anvcaBlleMcs B 6MONMoTeky (paHee 3anucaH, NueH noceTutenb
npaea nosib30BaHWs)

14 |odopmneHne uuTatensckoro 6wunetra € HOMEPOM U CPOKOM oavH bunet 1,0
Nonb30BaHWUs 4YUTaTenbCKUM OUNeToM, Ha OCHOBE BblAAHHOMW
nHpopmaLmm

15 |Bblga4a Ha nNpuUHTEP CBEeAeHMM O 3anucaBllemMcsa uuTaTtene; oauH 15,0
nposefeHne pagnoyacToTHOW MAEHTUdUKaLMM YuTaTenbLCKoro noceTutens
bunera; nposefeHue OEeHexHoro B3anmMmopacyeTa c

nonib3oBaTenemM Yyepes Kaccy, yaaneHHas 3anucb: cBepka OaHHbIX
PerncTpauMoHHON KapToyku, KOMuWM C nacrnopTa, odopMreHue
[Aorosopa-oepTbl Ha NpeaocTaBreHne AO0CTYNa K 3MeKTPOHHbIM
pecypcam 6GuGnuoTekn, Habop Ha knaBuaType [OdaHHbIX, AN
3anofiHeHna [Ooroeopa, BblBOA [AOrOBOpPa Ha MPUHTEp, MOANUCh
nvua, 3aknYyaBLIero 4oroBop

16 | odopmneHue BXOOa-Bbixoda  duTartens n3 onbnmnoTeku OOVH 2,0
(MOCTOSIHHBI  YuTaTenbCckun GuneT ckaHWpyeTcd, BblaaeTcd noceTuTernb
KOHTPOJbHBIN NINCTOK)

BbinonHeHne TpeboBaHMI nonb3oBaTeNen, Bbligada OOKYMEHTOB
N3 OCHOBHOIO KHUroxpaHeHus/cneumnannsnpoBaHHoOro ooHaa:

17 |nonydyeHne TpebGOBaHMSA Ha OOKYMEHT M3 OCHOBHOIO XpaHeHWs, ofHO 1,0
npoBepka NpaBUIIbHOCTY 3arnofnHeHns TpeboBaHus, pernctTpaums TpeboBaHue
18 |nonyyeHue TpeboBaHWS Ha AOKYMEHT, MPOBEpKa MpaBUiIbHOCTU 0fHO 1,0

3anonHeHunss TpeboBaHus, perncrtpauusi, gopabotka TpeboBaHus,| TpeboBaHue
nog6op no wudgpam B cneymann3npoBaHHOM oHAe

19 |ycTaHOBKa MecTa HaxOXOEHUs HeHaWAeHHOro [OKYMeHTa Mo| OOWH OOKYMEHT 5,0
6asam 1 6aHKaMm OaHHbIX, CNPaBOYHLIM KAPTOTEKaM, KaTarnoram

20 |Bblgava OOKYyMeHTa n3 otaoena| oAuvH OOKYMEHT 15
KHUroxpaHeHus/cneunanmanpoBaHHOro poHaa YmMTaTento; oTMeTKa
Ha KHWKHOM dopmynsipe/TpeboBaHMK; 3anucb [OOKYMEHTOB B
ynTaTenbCKyld KapToukuM (BKMAgHOM MUCT), OTMETKa B KHUre
3aKa30B

Bbigaya OOKyMeHTa n3 oTgena
KHUroxpaHeHusi/crneLnann3MpoBaHHoro ooHaa YmMtaTenio:

21 |npueM OOKyMeHTa OT YyuTaTens/nonb3oBartens OOWH OOKYMEHT 1,0

5.10. Bblga4a KoMnNnekToB O0OKYMEHTOB BO BpeMeHHOe MNosib3oBaHue noapasaeneHnam onbnmoteku

Tabnwuuya 97
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N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMU,
MVH.
1 2 3 4
1 |odopmneHue 3asBKu/aKkTa Ha KOMMNAEKT OOKYMEHTOB, | ofHa 3asiBka, 20,0
nepefaBaeMbIi B CTPYKTYPHOE nogpasneneHue OAWH aKT
2 |nogbop [AOKYMEHTOB B KOMIMJEKTbl; PerucTpauus  BbldaHHbIX | OOWH KOMMIEKT 10,0
OOKYMEHTOB B Y4E€THbIX hopmax
3 |Bblgaya KOMMIEKTOB  [OKYMEHTOB, OTMETKa Ha KHWXHOM | OOWH KOMMMeKT 5,0
dopmynsape (nHankaTope) natbl BblOauu, OaHHbIX
noapasgeneHni, NonyyarLLmx KOMMNNeKT, OTMETKa B KHUre Bbigauu
OaTtbl BblAayu, AaHHbIX NoApasfeneHuii, nonyyarowmx KOMMMNeKT,
OTMEeTKa B aKTe nepegayu
4 | nonyyeHue KOMMMEKTOB [OKYMEHTOB oT CTPYKTYPHbIX | OOWH KOMMMEKT 18,0
noapasgeneHni; MOUCK KHWXHOro dopmynspa (uHaukartopa),
norawleHne OTMETKM O Bblaye, BMOXEHME €ro B [JOKYMEHT;
npoBepka HOMU3NYECKOro COCTOSIHMS, MepecyeT NUCTOB, CBEPKA C
aKTOM nepeadn; noralleHne oTMETKM O Bblaaye B KHUre Bblaa4un

5.11. O6cnyxuBaHue nonb3oBaTenen [OOKYMeHTaMu B 3ane c rmbpuaHbiM obcnyxunBaHuem, 3ane
3ANEKTPOHHbIX pecypcos, 3ane "HTepHeT", 3ane cnewumanuampoBaHHOro otaena. lNpuem 3akas3oB No TenegoHy 13
ropoga

Tabnuua 98
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n N3MepeHuns BpEMEHW,
MWH.
1 2 3 4
1 |npoBedeHue KOHCynbTauuu, Gecedpl C YuTaTenem no npasuiiam| OAMWH YMTaTerb 2,0
obcnyXvBaHWs B 3ane 1 NpegocTaBnseMblX ycnyrax, no MeToamke
noucka no cnpaBoYvHo-6ubnuorpacduryeckomy annaparty npu Y3, y
KaTanoroB, KapTOTeK, KHWKHbIX MOJIOK, O BO3MOXHOCTSX MOMCKa U
NCMOMb30BaHWUS  3MEKTPOHHBIX  PEeCcypcoB;  MHGOPMUPOBaHUE
ynTaTeNsa O HOBbIX MOCTYMNIIEHNSX
2 |koHcynbTaumm no pabote c K B 3ane, no pabote B 3NeKTPOHHOM | OOMWH YMTaTeENb 2,0
GubnuoTteke
3 |npvem 3aka3oB nonb3oBaTenen Ha WusgaHWs U3  OCHOBHOIO O[VH 3aKa3 0,9
KHUroxpaHunuiia
4 |nmonyyeHme [OKyMeHTa, 3akas3aHHOro 4utaTenem B oOTAene| OAVH JOKYMEHT 0,9
KHUrOXpaHeHus/cneunanm3npoBaHHoro  oHga/yntansHoM  3ane
otgena
5 |pacctaHoBka wu3gaHu Ha OpoHenonkax uYuTanbHOro 3ana,| OAWH AOKYMEHT 0,3
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MOCTYNUBLUNX M3 KHUTOXPaHMIu1La Nno 3akasam nosib3oBaTenemn
6 |nogbop OOKYMEHTOB Ha GpoHenonke, 3akasaHHbIX M3 OCHOBHOrO | OAMH LOKYMEHT 0,4
KHUroxpaHunuiia, nepefaya Ha kadenpy Bbiaayum
7 |nogbop AOKYMEHTOB B MogcoOHOM hoHAe uuTanbHOro 3ana,| OAWMH LOKYMEHT 2,0
nepegava Ha kadegpy Bblgauu
8 |nopbop OoOKyMeHTa B XpaHeHUMM crneumann3npoBaHHOro oHaa, | OAWH AOKYMEHT 10,0
OTMeTKa Ha TpeboBaHWW, nepedaya [AOKYMeHTa Ha kKadeapy
BblOaun
9 |ycTaHOBKa MeCTa HaxOXOeHWa HeHaNWAEeHHOro [JOKyMeHTa MO | OAWH AOKYMEHT 22,0
CMpaBOYHbIM KapTOTEKaM, KaTanioram, permcTpaums oTkasos
10 |Bblgava JOKYMEHTa YnTaTeno: CBEpPKA BblaBaEMOro JOKYMEHTa C OAWH 1,8
ynTaTenbCkMuM TpeboBaHWEM, NPOBEpPKa HanMM4yms CTPaHUL/KaapoB| KOHTPOSIbHLIN
MUKpodmnbMa, MUKpodumLl, cogepXaHue OWCKa, CUYUTbIBaHWE TNINCTOK
WTpUX-Koda (Mpu SNEeKTPOHHOM 3akase) B Moayne "uupkynsuusa”
OK, oTMeTKa KHUroBbl4a4un Ha KOHTPOSIbHOM JNTUCTKE
11 |npuem [OKYMeHTa OT u4uTaTens: CBepka ero ¢ TpebOoBaHWEM | OOWH OOKYMEHT 1,0
(KOHTPONbHLIM  JIMCTKOM), MNPOBEpPKA COXPaHHOCTM [OOKYMEHTa,
HanmMyus CTpaHuu/kagpoB MUKpOdMnbMa, MUKpOdULL,
CoAepXaHue OUCKa, CYMTbIBaHUE LWITpuX-koda (Npu 3MeKTPOHHOM
3akase), BHECEHME OTMETKMN O MpMUEeME Ha KOHTPOSIbHOM JIUCTKE
12 | nepepadva/TpaHcnopTUpoBKa/OOCTaBka  AOKYMEHTa,  CAAHHOro | OOWH JOKYMEHT 1,0
yuTaTenem, B 0TAeN KHUrOXpaHeHus
13 |BbIICHEHME MO MOBOAY 3aKkas3a W MPOASieHME Cpoka MONb30BaHMS |  OAMH 3anpoc 1,0
OOKyMeHTamu no TenedoHy
14 |BbIICHEHME MO MOBOAY 3aKas3a W MPOASIeHME CpoKa MONb30BaHUS |  OAMH 3anpoc 2,0
OOKYMEHTaMM MO 3NEKTPOHHON NoyTe
15 | obecneyeHne KOHTPONS 3a CpOKaMM NOMb30BaHUA JOKYMEHTOB OAWH 3anpoc 0,8
16 |npogneHne cpoka MNOfb30BaHUA OOKYMEHTOB, MOUCK KapTO4YKW,| Ha OOVH AeHb 30,0
BHECEHME OTMETKM O NMPOANEHMM CpoKa MOMb30BaHWS, NPOANEeHNe
no TenedoHy CpoKa Nosib30BaHus
5.12. BHyTpeHHsis paboTa
Tabnuuya 99
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHust BPEMEHMU,
MVH.
1 2 3 4
MoaroToBKa K Bblgaye JOKYMEHTOB:
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1 |npoBepka OBPOHEMOMOK C OTNOXEHHBIMU JOKYMEeHTamu (Mo cpokam) |  Ha OAWH OeHb 10,0
2 | cbpocka AOKYMEHTOB (MO Cpokam) OLVH LOKYMEHT 0,2
3 |noaBegeHue WTOroB M aHanm3 paboTbl 3a nNpowenwui OeHb,| Ha OAWH OeHb 12,0

BHeCeHue 3anncun B XypHarsbl CTaTUCTUKN

4 | NPOCMOTP HOBbIX I'IOCTyI'IJ'IeHMﬁ Anda pekoMeHgaunm YntTatenam OONH OOKYMEHT 3,0

5 |npocmoTp (nMpoBepka MpPaBWMIIbHOCTW PAacCTaHOBKW) KHUM (OHAA| Ha OAWH AeHb 5,0
OCHOBHOIO XpaHeHus

MNopBeneHve utoros pa6OTbI 3a AeHb:

6 |nmpoBepka aHKeT M 3anucen B Gale OaHHbIX Ha COOTBETCTBME e)XxeHEeBHO 60,0
KOAOB (CeMbW) AeTen, poauTtenen n opyrux poaCcTBEHHUKOB

7 |npocMOTp WHAGOPMaUMM O HOBbIX MEPOMPUATUSX, IaHATUSAX, exegHeBHO 40,0
KHWKHbBIX BbICTaBKax, CMEKTaKMsX W npoyee AnNs pekomeHdauuu
yuTaTenam

8 |cucTtemaTtumsauus aHkeT nonb3oBaTenemn, 3anucaHHbIX 3a AeHb eXeHEBHO 15,0

5.13. CnpaBoyHas n nHgpopmMaLMoHHasa paboTta

Tabnuua 100

N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n n3mepeHuns BpeMeHWU,
MWH.
1 2 3 4

YueT NnocTynuBLLUMX BTOPUYHbBIX JOKYMEHTOB (KapTOYekK):

1 |BbiIBNIEHME HEBLIMONIHEHHbIX 3aKAa30B; COCTaBlIeHWe 3asiBKM Ha | Ha oOHY Hedernto 840,0
HeBbINONHEHHbIE 3aKa3bl

OpraHusauums cnpaBoyvHo-6ubnuorpaduyeckoro annaparta (CBA):

2 | cocTtaBneHue dubnunorpaduyeckon sanncu OAVH LOKYMEHT 2,3

Mpocmotp m otbop kaptouek B CBA B uenax u3batus wunu
nepemMeLLeHuns (BTOpUYHbIN 0T6Oop):

3 |M3bATME M3 KaTanoroB W KapTOTEK KapTO4eK Ha [OOKYMEHTbl, | OAHO Ha3BaHue 1,0
crucaHHble u3 ¢oHaa; NpoCMOTp KpaeBea4eckux,
Bubnuorpadunyeckux n cakrorpauyeckux KapToTek, N3baTne us
HUX KapTOYKM Ha [OKYMEHTbl, NOTEepsiBLUME LIEHHOCTb, NepeBos
KapTO4YkM B apXuBHble KapTOTEKN (YHUYTOXEHWE); BHeCceHue
OTMETKM B XypHane yyeTa W pPerucTpaumoHHOW KapToTeke;
M3bATUE U3 KaTanoroB W KapTOTEK KapToOveK Ha [OKYMEHTbI,
CnncaHHble u3 hoHaa

OpFaHM3aL|,I/IF| KapTOTEKU I'IepCOHaJ'II/IIZ 1 TEMaTU4EeCKON KapTOTEKN:
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4 |onpegeneHve N cocTaBrieHne NepeyHs nuy, CBeOeHUs O KOTOPbIX | O4Ha KapToTeka 15,0
OoTpaXaltTca B KapToTeke; NpoCMOTP UH(OPMaLMOHHBLIX N3AaHUN,
NepPBUYHBIX OOKYMEHTOB, OTOOp AOKYMEHTOB Afsl BKIOYEHWS B
KapTOTeKy; COCTaBfieHMe aHanuMTU4eCcKOro aHHOTUPOBAHHOIMO
Bmbnuorpadunyeckoro onvcaHns JOKyMeHTa
5 |npoctaBneHve KBannduKaLMOHHbIX WMHOEKCOB, MOAOOP KapTO4yeK| OAHa KapTouka 4,0
no wHaekcam (andgaBuTy) UM  pacCTaHOBKA KapTOYkM B
MHAOPMAaLIMOHHBIN MaccuB
6 |TexHunyeckad W copepxatenoHas obpaboTka AOOKYMEHTOB [Ansi| OAMH LOKYMEHT 3,0
BKIMIOYEHNSI B KapTOTEKy; pacCTaHOBKa KapTOYkM MO andasBuTy
¢ammnuii aBTOpOB U NO BMAAM AOKYMEHTOB
7 | TexHunyeckoe pefakTUpOoBaHWE KapTOTeK: NpoBepKa COOTBETCTBMS | OAHAa KapTouka 2,0
CTPYKTYpbI, COAepXXaHus 1 0popMMEHNS KapTOYek B COOTBETCTBUM
Cc TpeboBaHMSIMN AaHHON KapTOTEKW; 3aMeHa BETXMX KapToyek u
pasgenutenen
5.14. DKCKYpCMOHHas OesaTenbHOCTb
Tabnuua 101
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EgouHuua Hopma
n/n n3mepeHuns BpeMeHWU,
MUH.
1 2 3 4
1 |akckypcus no 6ubnuoTeke OAHa 3KcKypcud 60,0
2 | yrnyGneHHas 3KCKypCUsi C METOANYECKUM CodepKaHUeEM OfHa 3KCKypCus 300,0
5.15. MNcuxonornyeckas nogaepxka ymtatenemn
Tabnuuya 102
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EovHnua Hopma
n/n n3mepeHuns BpEMEHWU,
MUH.
1 2 3 4
1 |npoBedeHne MNCUXOSOrMYECKMX KOHCYynbTauun pgns geten wu ogHa 180,0
poauTenein no Bonpocam pasBUTUA N YTEHUS aeTen KOHCyrnbTauus
[pynnoBble 3aHATUA Ans poauTenen no BONpocaMm pa3BUTUS U | OOHO 3aHsATME
YTeHNNA OeTen:
2 |nogrotoBka 1080,0
3 | npoBegeHue 120,0
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4 | npodeccuoHanbHbIe KOHCYyNnbTaLuuu ans noapOCTKOB " ogHa 180,0
cTapLleKnacCHUKOB KOHCyrnbTauus

5 | npodeccunoHanbHbie TPEHUHIN ans NoApPOCTKOB M| OOHO 3aHATUE 180,0
CTapLUEeKnacCHUKOB
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