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Mpukas MuHkynbTypbl Poccun o1 30.12.2014 N 2477 [loKyMeHT npefocTaBneH

" KoncyneTantlintoc
06 yTBGp)K,D,eHVII/GITI/II'IOBbIX oTpacneBbIX HOPM Tpyaa Ha paboTbl, Y pen [laTa coxpareHms: 09.06.2015
BbINOMHAEMbIE B OM1...

3apeructpupoaHo B MuHtocte Poccum 12 mast 2015 . N 37244

MWHUCTEPCTBO KYINbTYPbl POCCUACKOW ®EQEPALUU

MNPUKA3
ot 30 nekabps 2014 r. N 2477

OB YTBEPXOEHUN TUNOBbLIX OTPACJIEBbIX HOPM
TPYOA HA PABOTbI, BbIMOJIHAEMBIE B BUBJIMOTEKAX

B cooTtBeTCcTBUM C NyHKTOM 2 [MpaBun pa3paboTkun 1 yTBEPXKOAEHUS TUMOBLIX HOPM TPYAA, YTBEPXAEHHbIX
noctaHoBneHnem [lpasutensctBa Poccunckon ®Pegepauum ot 11.11.2002 N 804 (CobpaHue
3akoHogaTtenbcTBa Poccunckon ®egepauun, 2002, N 46, ct. 4583), npukasbisato:

1. YTBEpOUTb TUMNOBbIE OTPacneBble HOPMbI Tpyaa Ha paboThkl, BbiNOMHAEMble B 6ubnuoTtekax, corrmacHo

2. KOHTporb 3a NCNOMHEHMEM HACTOSALLEro npukasa BO3MNOXWUTb Ha 3amectutenss MuHucTpa KynbTypbl
Poccwuiickon ®epgepaumm H.A. Manakosa.

MuHmncTp
B.P.MEOVNHCKN

MpunoxeHue

K npukady MuHucTepcTBa KynbTypbl
Poccuiickon degepaunn

ot 30 pekabpsi 2014 r. N 2477

TUMOBLIE OTPACIEBBIE HOPMbI
TPYOA HA PABOTbI, BbINMOJIHAEMBIE B BUBJTMOTEKAX

|. BBogHas yacTtb

TvnoBble oOTpacneBble HOPMblI Tpyda Ha paboTkbl, BbIMOMHSeMble B Gubnuotekax, paspaboTaHbl B
COOTBETCTBMM C NyHKTOM 2 [lpaBun pa3paboTkm M yTBEPXKAEHWS TUMOBbIX HOPM TpyAa, YTBEPKOEHHbIX
noctaHoBneHnem [lpasutensctBa Poccunckon ®Pegepauum ot 11.11.2002 N 804 (CobpaHue
3akoHogaTtenbcTBa Poccunckon egepaummn, 2002, N 46, cT. 4583), B uensax peanusauuu nyHkta 4 pasgena V
MnaHa meponpuaTuin ("gopoxHon kapThl") "MIaMeHeHnss B OTpacnsix couuanbHoW cdepbl, HanpaBneHHble Ha
noBblLeHne 3(pHeKTUBHOCTU cdhepbl KyNbTypbl", yTBEPXKAEHHOro pacnopskeHuem lNpasuTtensctea Poccuiickon
depepaumm ot 28.12.2012 N 2606-p (CobpaHue 3akoHopgaTtenbcTBa Poccuiickon depepaumm, 2013, N 2, cT.
137; 2014, N 19, cT. 2470), n npegHa3Ha4veHbl 4ns opmMupoBaHMs 060CHOBaHHbLIX ONTUMAIbHbLIX MoKa3aTenemn
TPYAOEMKOCTM BbINOMHEHNSs paboT B rocydapCTBEHHbIX (MyHMUMNanbHbIX) Oubnuotekax, onpegeneHus
LUTATHON YNCNEHHOCTN pabOTHMKOB, BblAayn HOPMUPOBAHHbLIX 3a4aHUA U COOTHOLLEHUI MeXAay MnaHOBbIMU U
[OroBOpHbIMK paboTamu.

Il. HopmaTtuBHas 4YacTb
1. TnoBble oTpacneBble HOPMbI TPyAa Ha paboTsl,
BbINOSTHAEMbIE B roCyAapCTBEHHbIX (MyHUUUNAanNbHbIX) Gubnuotekax
(6e3 ncnonb3oBaHWs aBTOMaTU3UPOBAHHLIX CUCTEM
yrnpaBneHus npoweccamm)

1.1. KomnnekroBaHue 61MbnmnoTteyHoro choHaa

Tabnuua 1

KoHncynbtanTtlnioc

HageXxHasa npaBoBas nogaepxka
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"O6 yTBEpPXKOEHMUM TUMOBBLIX OTPacneBbiX HOPM TpyAa Ha paboTsl,

BbIMOSIHAEeMble B OM...

[okymeHT npegocTtasneH

KoHcynbTaHnTtlinioc
[ata coxpaHeHus: 09.06.2015

N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHusi BpeEMEHN,
MWH.
1 2 3 4
Tekylliee KOMNIIeKToBaHNe bubnmoTevHoro poHaa
MpocMoTp KHUronsgaTenbCKOM U KHArOTOProBon MHdopmauuu:
1 |npocmoTp KHMronsgaTensCKkom U KHArOTOProBon MHGopMaLmm oAHa nosunuus 2,0
2 | npocmoTp MHdopmaumumn GyKMHUCTUYECKUX ayKLMOHOB OAHa no3nuus 2,0
OnpegeneHune TeMbl U Buda OOKYMeHTa, nognexaulero otbopy,| opHa nosuvums
BbIICHEHNE HEOOXOAUMOCTY NpNodbpeTeHns ans:
3 | ooKyMeHTOB, KHUM, MaTepuanos 5,2
4 |cTaponeyaTHbIX N PYKOMUCHbBIX JOKYMEHTOB 10,0
OnpegeneHne 3K3eMNNSPHOCTY 3aKasa: ofHa nos3vums
5 |ans nogpasgenenui 0,89
6 |Aans 6ubnmnoTteku B Lieriom 1,6
OdopmneHne 3akasa; yKasaHWe 3K3eMMIISPHOCTU, CTOMMOCTU O[VH 3akas3
3akasa, garhbl
KonunuecTtBo 3akasaHHbIX Ha3BaHWA:
7 |1-15 40,0
8 |16-25 65,0
9 |126-75 196,0
10 |76 - 100 261,0
11 | opopmneHmne 3akasa Ha 3apybeXXHbIe AOKYMEHThI OAWNH JOKYMEHT 82,0
12 |nogrotoBka crnmcka JOKYMEHTOB, npegnaraembix k| ogoHO HasBaHue 26,0
MeXOyHapO4HOMY KHUrOOOMEHY; CBepKa Crnncka C KaTasiorom
13 |coctaBneHue kapTouku Ans KapToTeku opraHusauui-napTHEPOB;| OAHa kapTouka 6,0
ykasaHMe  Has3BaHus  OopraHu3auuin, apgpeca, Ha3BaHusA
0OMeHNBaeMbIX JOKYMEHTOB
Pabota B aBTOMaTtuampoBaHHou cucteme (AC):
14 |BBOQA 3aka3a TeKyLLero KOMnnekToBaHus B 6asy gaHHbix AC OHO Ha3BaHue 4.6
15 | pepakTnpoBaHue BBeAEHHbIX B 6a3y AaHHbIX CBEOEHWI O 3akase 0HO Ha3BaHue 2,5
16 [BbIBOA Ha nMpUHTEp AdaHHbIX  TeKyLero KOMMMEeKToBaHus;| oavH AOKYMEHT 1,6
pacnedarka
17 |BegeHue peectpa nocrasLumkos B AC ofHa nosnums 8,3
BegeHne kapToTeKkn TEKyLLLEro KOMMNIEKTOBAHWS:
KoHcynbTaHTlIntoc www.consultant ru Crpannua 2 s 207
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KoHcynbTaHnTtlinioc
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18 |cocTaBneHve KapTOYkW, yKaszaHuMe aBTopa, 3arnaBud, BbIXOAHbIX| OfHA KapToyka 4,5
OaHHbIX, perMcTpaLmoHHOro Homepa

19 |nepeHeceHne cBedeHWn O 3akase Ha KapTOYKW; yKasaHMe| ofHa KapToudka 1,0
3K3eMMMspHOCTM  3akasa, pacnpegeneHve no  CTPYKTYPHbIM
noapasaeneHnsam

20 |nopbop KapToykM Mo andasBuTy ON19 pPacCTaHOBKM B KapTOTEKy| ogHa kapTouka 0,4
TEKyLLEero KOMnMeKkToBaHus

21 | paccTtaHoBKa KapToyku B andasunte bamunuii aBTopoB, 3arfaBui| oOgHa KapTouvka 1,0
B KAPTOTEKY TEKYLLEro KOMMMeKkToBaHms
OdopmneHne Nognnckn Ha Nepuognyeckne N3gaHus:

22 | BbIOOP Ha3BaHWSA NEPUOONYECKUX U3OAHWIA 41K NOLMUCKM O[lHO Ha3BaHue 2,7

23 |cbop 3asBOK OT nogpasgeneHvun GubnuMoTekn Ons NOAMMCKM Ha| opfHa 3asBka 1,5
nepvoanyeckue nsgaHus

24 | cBepkKa pacneyaTKu CMMCKOB YCNOBHO 3aKa3aHHbIX Mnepuoandeckux| OAHO Ha3BaHWe 1,7
n3gaHunm C KapTOTEeKOW 3akas3oB, BHECEHWe W3MeHeHUn B
pacneyaTku CrmncKoB

25 |cBepka 3akasa TeKylero roga Ha nepuoguvyeckMe wusgaHus c| OAHO HasBaHue 2,4
noanucKoM npeabigywero roga Ans BbISBNEHUST WU3MEHEHUN B
Ha3BaHUAX; BHECEHNE U3MEHEHUI OaHHbIX

26 |cBepka BbIXOOHbIX Ja@HHbIX BrepBble 3akasblBaeMblx 3apybexHbix| ogHO Ha3BaHue 13,5
NepMoaNYECKUX N3gaHun ¢ bubnmorpauyeckumm crnpaBoYHUKaMm
N opyrumm MHAOPMaLNOHHBIMU UCTOYHUKaMM

27 | ohopmneHne 3akasa Ha NoANUCKY; NOACYET CTOMMOCTM MNOAMNNCKU C OJVH 3aKa3 8,4
Y4eTOM [JOCTaBKW; 3arnofiHeHWe KBUTaHUMM aboHemeHTa Ha
nepuoanyeckoe nsgaHue

28 |cocTaBneHne perucTpauuoHHOW  KapTOYKM  Ons  KapTOTeKUM| ofHa KapTouka 4,5
nepuoauyeckmx nsgaHum
PaboTta B aBTOMaTuanpoBaHHoM pexume (AC):

29 |BBOA 3akasa Ha nepuopuveckue n3gannsi B 6asy gaHHbIX O[lHa KapTouyKa 3,5

30 |BbIBOA Ha 3KpaH perncTpaLMoHHON KapTOYKX, pacrneyaTtka OfiHa KapTouykKa 1,8

31 | KOppeKTUPOBKA 3aka3a: BbIBO4 Ha 3KpaH CNucKa Nepuoguveckux| OfHO Ha3BaHue 1,8
M3JaHUI; BHECEHNE N3MEHEHUI
MoproToBka 4OKyMEHTaLUKU NS 3aKynK1 U3gaHni:

32 | ayKuMoHHas AOKYMeHTaums OOVH KOMMNEKT 480,0

33 | AoOKyMeHTauus ans KOTUMPOBOK OJVH KOMIMNEKT 400,0

34 | BoroBop/KOHTPAKT OJVH KOMMNEeKT 240,0

35 | cocTtaBneHue TeEXHUYECKOro 3adaHns Ans aykumMoHa OOVH KOMMNEKT 240,0

36 |cocTtaBneHune cBogHbIX TabnuL, U CIUCKOB U30aHUA AN TaMOXHW,| OOMH KOMMMNEeKT 360,0
COMpPOBOAUTENBHOM  OJOKYMEHTauum  Oans  MeXxgyHapoaHOro

KoHcynbTaHTlIntoc
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noytamTa

Mepenucka ¢ KHArOTOProBbIMU OPraHn3aLnsaMn 1 n3gaTensCcTBamu,
oubnuotekamu, gaputensamu:

37 |cocTaBneHne, neyatb TeKcTa nucbMa (3ampoca, MpeTeH3un),| OAHO MMCbMO 10,2
pervcTpaunsi B KHUre ncxogsawux JOKYMEHTOB (MocTaHOBKa AaThl,
NMOpPsIAKOBOrO HOMEpa, YKa3aHWe HauMEeHOBaHMS OpraHusaumm,
KpaTkoe cogepaHue nucbma)

38 |cocraBneHue, ne4atb GnarogapCTBEHHOrO NUCbMa, perucTpaums B|  ogHoO nMcbMo 11,0
kHure [Japos 6mbnmoTteku

39 |cocTaBneHne, neyatb MMCbMa Ha npegBapuTenbHbli  obcYeT| OAHO MMCbMO 5,2
N34aHuN, NOAroTOBMNEHHbIX K NprobpeTeHunio

40 |odopmMneHne, oOTNpaBka 3akasa MW3galolWmMM  opraHusauusm, OJVH 3aKa3 3.1
pacnpocTpaHuTensam

41 |aTpubyuLms N cocTaBneHne 3akmoYeHns anst SKCNepTHON KOMUCCUM| OAMH JOKYMEHT 360,0
Npu NOKYMNKe OOKYMEHTA
[okomnnekroBaHue 6MBNMoTe4Horo oHaa:

42 |nepenwncka ¢ [lJuccepTaumoHHbLIMM COBETAMM: COCTaBreHMe, Habop| oaHa 3asiBka 20,0
TeKkcTa nucbMa (3anpoca, MpeTeH3nn) B Ccrnyyae OTCyTCTBUS
00s13aTENBHOrO 3K3eMnsipa JOKyMeHTa B oHae

43 |nonyyeHne 3asBKM Ha  npuobpeTeHWe  OOKYMEHTOB  OT| OfJHa 3asiBka 2,6
nogpasgeneHun

44 | ceepka 3aaBku ¢ "bason gaHHbIX 3akasa” 0HO Ha3BaHue 2,0

45 |npocMOTp KapTOTEKUM HeyooBNEeTBOPEHHOro Ccrnpoca; aHanu3| OAuH OOKYMEHT 3,0
OTKa30B ANs1 BbISIBIIEHWUS] OTCYTCTBYIOLLUX JOKYMEHTOB

46 |cocTtaBneHue bubnunorpadunyeckon 3anncK; ykasaHue KonudectBa| ofHa KapToudka 3,6
3K3eMMMsipOB 1 CUINOB NoApa3feneHun
OT6Op 3NEKTPOHHbIX U30aHWUI AN ANeKTPOoHHoM 6ubnunotekn (OB):

47 |oTOop dhavina no cnmuckam npeanoxeHun ansa Ob, npoBepka Ha| OOHO Ha3BaHWe 3,0
OybneTHOCTb, NpoBedEeHNe CBEpKM 3anucuM C  ANEKTPOHHbIM
katanorom (OK)

48 | npoBepka NerMTMMHOCTM pas3MeLLEeHNs SNEKTPOHHOIO JOKYMeHTa B| OAHO Ha3BaHue 10,0
Ob
OT60p ceTeBbIX yaaneHHbix pecypcoB (CYP):

49 | NpOCMOTP KHUroM3gaTenbCkon U KHUroTOProBon MHopmaumm OAVH pecypc 2,0

50 |onpeneneHne Tembl pecypca, CcOCTaBa, YCNOBMW [ocTyna,| OAOWH pecypc 90,0
co3faHue NepBUYHON 3anncuK B NacnopTe pecypca

51 | opraHnsauust npoBegeHus TectoBoro goctyna k CYP OfIUH pecypc 860,0

52 |3anonHeHve nucTa TeCTMpoBaHUs OLIMH pecypc 420,0

53 | BkntoueHne 3asiBKM B SNEKTPOHHBIV YKasaTenb 3akasa OfiHa KapToykKa 0,26

KoHncynbtanTtlnioc
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OTtbop AOKyMEHTOB K3 OOMEHHbIX ¢poHOoB OUGRIMOTEK Ans
OOKOMMMEKTOBAHWS:
54 |npocMOTp CMMCKOB, KapTOTEK, KaTarioroB OOMeEHHbIX ¢pOHOOB| OAHO Ha3BaHue 3,2
BubnuoTek, 0TOOP HYXHbIX OJOKYMEHTOB, CBepka C katanoramu u
KapToTekamy cBoel OuMbNuMoTekW; cocTaBneHue crnucka Ha
OOKYMEHTbI, 0OTOOpaHHble B 06MeHHOM dhoHae
KonnyecTBO AOKYMEHTOB, BKIMOYEHHbIX B CMIUCOK:
55 |1 3,6
56 12-10 37,4
57 |11-25 87,7
58 126 - 50 197,0
CocTtaBneHue onepaTMBHOIO (TEKYLLEro) nraHa KOMMNIEKTOBaHUS:
59 |onpegeneHne meponpusaTuin No opmuposaHnio eauMHoro oHaa OAVH nnaH 1044,0
Ha TEeKyLLMI rod, OTBETCTBEHHbIX UCMOMHUTENEN, KONMUYECTBEHHbIX
nokasatenem obbema doHaa (moctynneHue, BbIObITME),
NCTOYHMKOB NOCTYMMEHUSA, CMETbI PaCXO40B
OdopmneHne nnaHa KOMMMAeKToBaHus B oopme:
60 |Tabnuy ofHa Tabnuua 2,6
61 |kapToTekun OfHa KapTouyka 2,6
Pabota B aBTOMaTuampoBaHHoM pexume (AC):
62 |BBOA NNaHa KOMMNeKToBaHUA B 6a3y gaHHbIX AC OJVH nnaH 1.1
63 |koppekTMpoBka 0asbl [aHHbIX; BbIBOA Ha 9KpaH; BHeceHue| oauH AOKYMEHT 1,6
N3MeHeHun
1.2. Npuem n y4eT nocTynMBLLMNX JOKYMEHTOB
Tabnuua 2
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHusi BPEMEHM!,
MWH.
1 2 3 4
1 | PacnakoBka/ynakoBka n3gaHum oJHa navka 2,5
2 |Pa3bop JOKYMEHTOB Mo BuAaMm, sidblkam, UCTOYHMKAM MOCTYNMEHNS | O4HO Ha3BaHue 1,0
3 |MpoBepka oTcyTCTBMSA BpakoBaHHLIX 3K3EMMISAPOB OIVH 3K3eMnnsp 1,0
MpnemMm  OOKYMEHTOB, MOCTYNMBLUMX C  COMNPOBOAMTENbHbBIM
OOKYMEHTOM:
4 |npvem OOKYMEHTOB MO COMPOBOAMTENBbHBIM Matepuanam (nvMcT| oguH 3K3emnnsp 2,8
perncTpaumm, CHeT, HaknagHas, Konua 4eka, akT), nogbop mx no
KoHncynbtanTtlnioc
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andasnTy aBTOPOB UMW 3arfaBuUN, IKCMEOULMOHHBIM HOMepam,
CcBepka C conpoBoAUTENbHLIM [JOKYMEHTOM, MPOCTaBfieHue LeHbI
Ha M3gaHuuM, NOACHET YMCTa IK3EMMNIIAPOB, OOLLEN CTOMMOCTH
5 |npuem pyKONWUCHbIX KHWUF, NOCTYNMBLUMX C COMNPOBOAUTENbHbIM| OAWH AOKYMEHT 30,0
OOKYMEHTOM
Mpuem anccepTtauun:
6 |nocTynuBLUmMX c COMNpoBOAUTENbHbLIM NMUCbMOM 13| oavH OOKYMEeHT 21,0
[wnccepTaumoHHbBIX COBETOB
7 | MOCTYNUBLUMX C COMPOBOAMTENBHBIM MUCLMOM U3 3KCNEANLIMM OOVH JOKYMEHT 6,6
8 |mpuem  aBTOpedpepaToB  AuccepTaumi,  NOCTYNUBLUMX c| oaouH JOKyMeHT 1,3
conpoBoANTENbHbIM MMCBMOM U3 KCNeanL MK
Mpnem poKyMeHTOB, nOCTyNMBLWIMX 6€3 COonpoBOAMTENbHBLIX
OOKYMEHTOB:
9 |npoBepka Ha AyGNETHOCTb; MPOBEAEHNE OLIEHKN JOKYMEHTOB OAWH JOKYMEHT 3.1
10 |cocTtaBneHue akTa Ha Npuem JOKYMEHTOB OAHO Ha3BaHue 1,0
Mprem pyKOMUCHBIX KHWF, NOCTyNMBLUMX ©6€3 COonpoBOAUTEMbHbIX
OOKYMEHTOB:
11 |cocTaBneHune akTa Ha NPUeM PYKOMUCHBIX KHUI 1 JOKYMEHTOB OAVH JOKYMEHT 0,1
12 |npoBepka Ha Hanunune ONUM3KMX MO BpPeMeHn U TemaTuke| opgHa 3anucb 10,8
PYKOMUCHBIX KHUT 1 JoKymMeHToB B poHaax HMOP no cnyxebHomy,
andgaBnTHOMY, y4ETHOMY KaTanory
lMpoBeoeHne 3KCMEPTU3bl U OLEHKM PYKOMUCHBIX KHWUF M| OAMH JOKYMEHT
OOKYMEHTOB:
13 |opavHapHom 600,0
14 | noBbILWEHHOW CNOXHOCTH 1200,0
15 | Ha MHOCTPaHHbIX A3blKax 1200,0
16 |KkapTorpaduyeckoro matepmana 1200,0
17 | My3blkanbHOro cogepkaHus 1200,0
18 | pykonucen c rpaBlopamn n nsomatepmanamm 1200,0
19 |npoBeaeHue nepBu4HOM aTpubyummM [OKYMEHTOB (pedkvx | OauH JOKYMEHT 10,0
LUEHHbIX KHWUr), OTOOp B COOTBETCTBUM C  npodunem
KOMMIIEKTOBaHUA 1 pacnpegeneHve no nogdoHaam 1 Konnekumsm
20 |npocTaHOBKa WITEMNens Ha 06opoTe TUTYNBHOrO NMcTa U Ha 17-N| oguH 3K3eMnnsp 0,26
CTpaHuLe JOKYMeHTa
21 |npocTaHoBKa perncTpaLmoHHOro Homepa Ha AOKYMEHT O[MH 9K3eMNNsAp 0,26
22 |HaknemBaHWe Ha AOKYMEHT METKM Ans YCTPOWCTB paganmovyacTOTHON| OanH 3K3eMnnsip 1,2
noeHTnrkauumn obbeKToB, akTyanm3auus MeTkm
KoHncynbtanTtlnioc
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23 |HaknevBaHue LWTPUX-Koga Ha O0BOPOT TUTYMNBHOrO NKUCTa W[ OAMH 9K3eMnnsp 0,26
0BnoXKM
24 | BHeceHue pasmeTky no oHAaM Ha usgaHue OfMH 9K3eMnnsp 0,26
Ceepka MNOCTYMMBLUMX [OKYMEHTOB C KapTOTEKOM TeKyLlero
KOMMITEKTOBAHUSA:
25 | mouck KapTOYKM B KapTOTEKEe TEKyLLEero KOMMIIEKTOBAHWUS, CBepka| OfHa KapToyka 0,52
KapTO4KM C AOKYMEHTOM, BHECEHME OTMETOK
26 |cocTaBneHue cnucka pPerucTpaumMoHHbIX  HOMEPOB  HOBbIX| OAWH AOKYMEHT 0,36
NOCTYNNEHU ANst U3rOTOBIEHWUS] NEYATHON KapTO4KK
Pabota B aBToMaTusmnposaHHoun cucteme (AC):
27 |cBepka OOKYMEHTa C yKasaTesieM 3akasaHHbIX U3gaHu, BHeceHue| OAHO Ha3BaHue 3,0
OTMETOK
28 |npoBepka Ha OyOneTHOCTb MOCTYNUBLUMX M3A4aHun B ©a3e AaHHbIX| OOWH AOKYMEHT 1,6
AC
29 | perucTpaums HOBbIX MOCTyNneHWn B 6a3e aaHHbIx AC OOVH JOKYMEHT 9,1
30 |npuem mn permcTpaums pyKOnmMCHbIX KHUT, NPOCTaBneHne OTMETKM B| OOWH AOKYMEHT 3,6
perncTpaumoHHOM XXypHane HOBbIX MOCTYMMEHUN, KHUre yyeTa
HOBbIX MOCTYMNJIEHWI
Mprem n permcTpaums XypHanos v rasert:
31 |nogbopka XypHanoB u raset no andaBuTy Ha3BaHWW, MOUCK| OAWH AOKYMEHT 0,94
PErnCTPauUMOHHON KapTOYKM B KapTOTEKE MOAMUCHBIX W3gaHumn,
OTMeTKa Homepa, AaTbl NONYyYEHUs U3gaHus
32 |npocTaBnieHue wTemMnens Ha XxypHane OAWH XypHan 0,2
33 |npocTaBneHue WwTeMnens Ha rasete oJHa raseTa 0,16
34 | pernctpauma HOBbIX NOCTyNNeHnn B 6ase gaHHbIx AC OAWNH OOKYMEHT 2,6
Mpuem n peructpaumsa ceTeBbix yaaneHHbix pecypcos (CYP) B AC:
35 | npoBepka JOCTYNHOCTM pecypca (npuem) OLIMH pecypc 30,0
36 | odhopmneHne conpoBOAUTENBHON AOKYMEHTaUMK (akT npuema) OAVIH pecypc 10,0
37 | BBeaeHue 3anncu B peectp yyeTta CYP OAWH pecypc 4.8
38 | BBeaeHue 3anncu B peectp nacnoptos CYP OLIMH pecypc 3,7
39 |nogroTtoBka cBegeHu anga canta o CYP OLIMH pecypc 20,0
AOMWHUCTPUPOBAHME  CETEBbIX  yOaneHHbIX  pecypcoB B
aBToMaTunsmpoBaHHoM pexume (AC)
O6paboTka 3anucen ansa BegeHUs UHEAOPMALMOHHBIX MOUCKOBbIX
CEpPBUCOB:
40 |OKyMeHT 0HO Ha3BaHue 4,0
KoHncynbtanTtlnioc
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41 |naket/B[ OAHo 10,0
HanmeHoBaHue
43 |akTyanusauus ceegeHun o CYP O[HO Ha3BaHue 6,0
44 |cbop cTatucTmkm o coctaee n o6 ncnonssosarHum CYP 0JHO Ha3BaHue 0,3
Mpuem n obpaboTKka SNEKTPOHHbIX U34aHUA AN  SneKTPOHHON
6ubnuotekn B AC:
45 |npoBepka KayectBa (pannoB, perucTtpauus  SNeKTPOHHOro| OAWH JOKYMEHT 9,3
nokymeHTa B OK, nepegava cpannos Ha cepsep
dopmupoBaHMe akTa nepefavM HOBbIX MOCTYNMEHUA B Opyrve
noapasaeneHus:
46 |B AC uyepes nporpammy gucrnertdyepmsaummn n3gaHnm OAMH 3K3eMNNAP 0,15
47 |B py4YHOM pexunme OAMH 3K3eMNNsAp 2,0
BegeHue "KHurn cymmapHoro yyeta"
Pa3bop [OKymMeHTOB nNOo Buaam, OTpacnsaM 3HaHWMW, 43blkaM;| oaHa 3anuch
noacyeT uymcna [OKYMEHTOB, 3anucb pesynbTaToB nogcyeTra no
ycTaHoBneHHow hopme B "KHury cymmapHoro yyeta"
KonnyecTtBo JOKYMEHTOB B NapTuUu NOCTYMMEHUN:
48 |1 0,6
49 |2-50 30,8
50 |51 -250 150,0
51 |BBOA CTAaTUCTUYECKMX AaHHbIX B 6a3y AaHHbIx AC OAHa napTus 3.1
52 |nogcyeT NOCTpaHMYHO NO NO3NLMAM OaHHbIX, NepPEeHeceHne UToroB| oaHa nosuuus 1,6
Ha criefytoLLyo CTpaHuuy
53 |cBepka WHaAHCOBbLIX [OOKYMEHTOB oTdena ¢ (UHAHCOBbIMU| OOWH AOKYMEHT 1,46
OOKyMeHTamun byxrantepum
54 | odbopmnieHne conpoBOANTENBHBIX JOKYMEHTOB (CYET, HaknagHas,| oauvH AOKYMEHT 13,0
akT) ans nepegadv B byxrantepuio
55 |ocopmneHne  MHBEHTapHOM KHWUMN, Hymepauus  nucToB,| ofHa cTpaHuua 0,88
NpoCTaBrneHne HoMepa B MHBEHTAPHOW KHUre
56 |3anncb OOKYMEHTOB MO YCTaHOBMNEHHOW hopMe B WHBEHTaPHYIO| OAWH AOKYMEHT 2,8
KHUTy, NPOCTaBNEHNE MHBEHTAPHOIO HOMEepa Ha JOKYMEHTE
57 |npoBegeHve vHOMBMAOYaNbHOrO y4vyeTa [AOKYMEHTa MO aKTOBOW| OAWH AOKYMEHT 1,0
cucTeme, NPoCTaBfieHNe MHBEHTAPHOIO HOMEpPa Ha JOKYMeHTe
58 |npoBeageHue MHOMBUAYaANbHOIO yyeTta C MPUMMEHEHUEM Y4YEeTHOro| oAHa KapTouka 4,7
KaTanora: cocTaBneHve  Gubnuorpadmyeckoro onucaHus
OOKYMEHTa; YyKasaHuMe LUeHbl, WHBEHTApHOrO HoOMepa, roga
nocTynneHusa, Homepa 3anucu B "KHure cymmapHoro yyeta", uicna
MOCTYMUBLUNX 3K3EMMNNAPOB, nx pacnpegenexHve no
nogpasgeneHnsam
KoHncynbtanTtlnioc
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59 | dukcupoBaHue B KypHane perucrpaumm KapTodek ydeTHoro| opgHa 3anuch 0,3
KaTtanora MHBEHTApPHOro HoOMepa, NepBoro CrioBa 3arnaBusi
60 |npocTaBneHne MHBEHTAPHOIro HOMepa Ha AOKYMEHTE OLVH LOKYMEHT 2,6
61 | pernctpauunsa naTeHToB B HyMepaLWUOHHOW KHUre OOVH OOKYMEHT 0,3
62 |npuem akToB Ha BbIObIBLUME [OKYMEHTbI OT  CTPYKTYPHbIX OAWH aKT 8,7
noapasfaeneHuii; BHeceHue 3anncn B "KHure cymmapHoro ydeta"
(2-9 yacTb); NpocTaBneHme HoMepa akTa
VckntoveHne JoKyMeHTa Mo akTy U3 y4eTHbIX (opM: OLVH LOKYMEHT
63 | MHBEHTaPHOM KHUIN 1,4
64 |yyeTHoro katanora 0,88
65 |onucu MHBEHTapHbLIX HOMEPOB 1,0
66 | ucknoyeHne BbIObIBLUMX JOKYMEHTOB M3 6a3bl AaHHbIX AC OAWNH OOKYMEHT 1,0
67 |noralleHve NHBEHTAapHOrO Homepa W wTemnens 6mbnuotekn Ha| OOuH AOKYMEHT 0,5
OOKYMEHTe
68 |nogwwuBKka akToB OOVH aKT 0,26

MpumeyaHue: npu paboTe C JOKYMEHTAMW Ha MHOCTPaHHbIX si3blkaX K HOpPME BPEMEHWU MpUMEHSsiIeTCS
nosblLLaoLWwmn koadpgpuumneHT 1,15.

1.3. bubnmote4dHasi o6paboTka AoKyMeHTOB. OpraHnsaunsi U BegeHne kaTanoros

Tabnuua 3
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHust BPEMEHM!,
MWH.
1 2 3 4
PaboTa c neyaTHOM KapTOYKON:
1 |dopmmpoBaHMe KOMMMEKTa MeyaTHbIX KapToO4YeK Ha OCHOoBe| ofHa KapToudka 1,25
MaLLMHounTaemon bubnuorpaduyeckon sanncu
2 |pas3bop KomnnekTa nevyaTHbIX KapTodek OfHa KapTouyka 0,42
3 |nogbop nevaTHbIX KAapToYek No andasuTy damMunmMii aBTOPOB UNU| OAHa KapToyka 0,43
3arnaBuin AN pacCTaHOBKM B CNY>XeOHY0 KapTOTeKy
4 |paccTaHoOBKa KapToOYeK B CryXeOHYI0 KapTOTEKyY OfiHa KapTouyka 0,96
5 |nopbopka nevaTHbIX KAPTOYEK K JOKYMEHTaM OfHa KapTouyka 0,52
Ceepka NocTynMBLUNX JOKYMEHTOB C KaTanoramu:
6 |npoBepka no katanory MOBTOPHOCTU [OKYMEHTA; NepeHeceHWe c| opHa KapToudka 1,9
KaTanoXHON KapTo4kn 6MbnmoTeyHoro wudpa, NofHoro MHAekca
7 |nouck B cnyxebHOM kaTamore CBOOHOIO OMNuUCaHWsi; BHECeHWe| ofgHa kapTouka 2,6
KoHncynbtanTtlnioc
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OTMEeTOK

8 |otbopmneHne neyaTHOM KapTOYKM, HanNuMCaHue WHBEHTapHOro| ofHa KapTouka 0,68
HoMepa, wudpa n gpyrux GMbIMoTeYHbIX OTMETOK

Mpunucka oy6neTos:

9 |cBepka [JOKymMeHTa Ha  aybneTtHoctb no  cnyxebHomy,| OfHO HasBaHue 0,94
andaB1MTHOMY, y4ETHOMY KaTanory

10 |npunucka pybneta B KaTanor: nNpocTaBfeHWe WHBEHTapHOro| OA4HO Ha3BaHue 2,42
HOMepa; nepeHeceHue wudpa Ha JOKYMEHT

IMpununcka npogomKaroLLmMxXca U3gaHui:

11 |nouck B perncTpaumoHHOMW KapTOTEKE KapTOvkM Ha wu3gaHue;| OAHO HasBaHue 0,84
CBepKa ee C OpUrMHasnom; BHeceHne ubnnoTeyHbIX OTMETOK

12 [nouck B KaTanore  KapTOYkuM;  OTMETKa NOCTYNMneHns| odHo HasBaHue 3,1
COOTBETCTBYIOLLErO  BbIMyCKa; MPOCTABfIEHNE  WHBEHTAPHOIO
HoMmepa, Wwudpa, BHeCEHNE ApYrMx GUBIMOTEYHbIX OTMETOK

dopmupoBaHne bubnmnorpaduyeckon sanncu

CocTtaBneHne oOCHoBHOM ©Gubnuorpacdmyeckon 3anucu  nNpu| oaHO HasBaHue
OTCYTCTBUM NEYaTHOW KapTOYkM B LOKYMeHTe (O3HaKomneHue c
OOKYMEHTOM; COCTaBfIEHME OMUCAHUS; BHECEHME OUBNMOTEYHOW
OTMETKM)

KonnyecTtBo anemeHTOB ONmncaHus:

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 |cocTtaBneHne OCHOBHOWN GUGIMorpadnyeckon 3annucn € MOMOLLbHO 3,5

MaKkeTa KapTO4Ku, Hane4vyataHHOro B KHUre; nNpocMoOTp WU3OaHUA;
CBepPKa C MakeToM KapTO4Ku

20 |cocTaBneHue nob6aBoYHOro onvcaHus K OCHOBHOW| oOfHa kapTo4ka 1,9
bmbnuorpaduyeckon sanmcm

21 |o3HakoMsieHMe C [OOKYMEHTOM; COCTaBfEeHWEe aHanuTMyeckon| OAvH OOKYMEHT 3,5
3anucu
22 | cocTtaBrneHue CCbIJTOMHON KapTO4KM K OCHOBHOWM| oaHa KapTouyka 1,26

ombnuorpaduyeckon sanmcm

dopmupoBaHme Gubnuorpadunyeckon 3anncy pyKonMCHOM KHUMA

CocraBneHuve OCHOBHOMN Bubnuorpaduyeckon 3anvcn| ogHo HasBaHwe
(o3HakoMneHune C  [OOKYMEHTOM; COCTaBfieHWe, onucaHue,

KoHncynbtanTtlnioc
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npocTaHoBKa BUBNNOTEYHON OTMETKN):

23 | cpeaHen CrioXXHOCTH 600,00
24 | NOBbILLIEHHOW CNOXHOCTH 1200,0
25 | Ha MHOCTpPaHHOM si3blke 1200,0
26 |kapTtorpachuyeckoro maTepuana 1200,0
27 | My3blkanbHOro cogepxaHus 1200,0
28 |popaboTka  ycTapeBLIMX  3anucen, He  COOTBETCTBYIOLWMX| OAHO Ha3BaHue 300,0

COBpEMEHHbIM apxeorpadunyecknm Hopmam: AaTMpoBKa pykonucen
Mo BOASHbIM  3HakaM; pPOCNUCb  COAepXaHusi  COOPHMKOB
HENoOCTOSIHHOrO COCTaBa; BHECEHUE AOMOSTHUTENbHBLIX CBEAEHWUA C
y4eTOM OOCTUXKEHMI COBPEMEHHON UCTOPUorpadum

PepnaktnpoBaHune 6ubnunorpadudeckon sanncu:

29 [npoBepka NpaBUIBHOCTU 3NIEMEHTOB 3aMUCU Ha KAPTOYKe o[Ha KapTouka 1,0

30 |odopmneHne kapToukM Ans AyornvpoBaHWsi Ha MHOXMWTEIbHOM| OfHa KapTouka 3,2
annaparte; npoCTaBfeHne WHAOEKCOB, wWndpoB, 6GnBAMOTEYHbIX
NOMETOK, onpeaeneHne n ykasaHme Ttmpaxa KapTovek

pynnoBas o6paboTka JOKYMEHTOB

OT60p OOHOTUNHBLIX OOKYMEHTOB, noanexatimx rpynnosoﬁ ofHa rpynna
o6pa60TKe; cocTaBrieHMe obuien XapaKTeEPUCTUKMN Ha KOMMIIEKT OOKYMEHTOB
OOKYMEeHTOB

Konnuyectso OOKYMEHTOB B rpynne:

31 11-9 39,0

32 [10-15 60,0

33 116-30 106,0

34 |npoBepka nNpPaBUNBHOCTU COCTAaBIEHUS XapakKTEPUCTMKM  Ha ofHa 13,0
KOMMMEKT JOKYMEHTOB XapakTepucTuka

PekaTanormsauus (3ameHa kaTanoXHbIX KapTOYek):

35 |cBepka kKapToOukMm C  [OOKYMEHTOM; WCMpaBfeHuMe CTaporo| ofHa kapTouka 17,4
BGubnuorpadmyeckoro onMcaHnsi; CoOCTaBneHme HOBOMO OMUCaHUS;
nepeHeceHve LWuUgpa, WHBEHTAPHOrOo HoMepa, OMBNMOTEYHbIX
NoMeTOK

MoaroToBKa K MHOEKCUPOBAHUIO JOKYMEHTOB A KaTaroros:

36 |noabop KapToukM K JOKYMEHTY, CBEpKa U BIOXeHWEe B JOKYMEHT oOHa KapTouka 0,5

37 |o3HakOMMeHne C [OOKYMEHTOM; YyCTaHOBMNEHMe  TeMaTuKku;| OAHO Ha3BaHue 0,88
pacnpefeneHne no oTpacnsam 3HaHug (No TemaTuke)

38 | npocMOTp MHOCTPaHHbIX U3gaHWA, NepeBon AaHHbIX Ha PYCCKUM| OAHO Ha3BaHue 0,37
A3bIK
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CucremaTtusaums JOKYMEHTOB:

39

cucrematmsauma OOKyMeHTa C ncnosib3oBaHMem MHOEKCOoB
neyaTHom KapToO4kn WuUnnm mMaketa KapTo4yky, HanedaTaHHOro B
n3gaHun, o3HakomMmreHne ¢ OJOKyMeHTOM, npoBepKa COOTBETCTBUA
MHOEeKcoB Tabnuuam KJ'IaCCI/I(*)I/IKaLI,I/lM, NMPUHATBIM B ombnmoTteke,
npocrtaBrieHne nHaekca Ha JOKyMeHTe

O[HO Ha3BaHue

2,6

40

cucrtemMmatmsauma OOKYyMEHTOB Npu OTCYyTCTBUU nevatHou KapTO4Kun
N MakeTa KapTOYku B u3gaHUN; O3HaKOMIleHne C [OOKYMEHTOM;
onpepeneHne nHgekKca no Tabnuuam Knaccmbvmau,mm, NMPUHATBLIM B
ombnunoTeke; npocTtaBsieHne nHaeKkca Ha JOKyMeHTe

OAHO Ha3BaHue

4,7

41

onpeneneHne aBTOPCKOro
Tabnuuam

3Haka [OOKyMeHTa Nno aBTOPCKUM

OAHO Ha3BaHue

0,62

42

WwndpoBKa 4OKYMeHTa Npu hopMaTHO-MHBEHTAPHOW pacCTaHOBKE:
onpefeneHue opmarta AOKYMEHTa, HanucaHue wudpa

OA4HO Ha3BaHue

0,42

43

pefakTUpoBaHMe  KraccudUKaLMOHHOMo
NpaBuUibHOCTM MHAEKCA, aBTOPCKOro 3Haka

uHOekca;  npoBepka

O[JHO Ha3BaHue

0,88

44

COCTaBfIEHNE KapTO4kM andaBUTHO-NPegMEeTHOro KaTanora (Ha
HOBYIO TEMAaTMKY); HanmMCaHWe Ha KapTo4yke MHOEeKca, HasBaHus
KaTanora M KapTOTEKW, B KOTOPbIX OTpaxawTcs [OOKYMEHTbI;
yKkasaHue CCbIIKW U OTCbINKW, CBSA3M MeXZy OTAeNbHbIMU
pybpukamm

0/IHa KapTouKa

2,0

MpeomeTnsaums AOKYMEHTOB:

45

npeameTu3auunsi LOKYMEHTOB C MUCMOMb30BaHWEM pPyOpMK nevaTHOM
KapTO4kU; NpoBepka COOTBETCTBUSI PyOpuKM MevaTHOW KapTOYKU
npeaMeTHOMY KaTanory

O[HO Ha3BaHue

2,6

46

npeaMeTM3aums JOKYMEHTOB Mpu OTCYTCTBMM NEeYaTHON KapTOYKU;
03HaKOMIeHWe C JOKYMEHTOM, onpeaeneHune pyopuku

O[HO Ha3BaHue

4,6

47

COCTaBIIEHME HOBbIX MNpeaMeTHbIX pybpuk ¥
nepeHeceHne Ha KapToYkU Cry>keBHOM KapToTekn

noapyopuk;

OHa KapTo4Ka

1,3

48

penakTMpoBaHve NpeaMeTHON pyOpuKkK; MpoBepka MpaBUiIbHOCTU
npeaMeTHON pyGprKM, TOYHOCTU HanMcaHus

OJHa KapTo4kKa

0,88

OpFaHI/ISaLI,MH aJ'ICbaBI/ITHOFO Katanora:

49

nogbopka kapTovkum Mo andasuty damunui
3arnaBun AN paccTaHOBKM B andyaBUTHBIN KaTanor

aBTOPOB UMK

ofHa KapTouka

0,36

50

paccTaHoBKka MpeaBapuTernbHO
andaBuTHLIN KaTarnor

nogobpaHHbIX  KapToyek B

0/IHa KapTouKa

0,36

51

penakTMpoBaHue andaBUTHOIO KaTtarnora; npoBepka pPacCTaHOBKU
KapToyek, MpaBWMbHOCTU A0OABOYHBIX W CCbIMOYHBIX KapTOYek;
ncnpasneHve ownbok

OHa KapTo4Ka

0,88

52

HanucaHwe pasgenuTens Ans andaBWTHOrO KaTanora, ykasaHue
OykBbI, Criora

OOVH
pasgenuTtenb

0,88

53

paccTaHoBKa pasgenuTeneli B andaeuTHbIA KaTanor: nogbopka
pasgenutenein no andaeBuTy, MNOMCK MecTa pasfdenuTens,

OOVH
pasgenuTtenb

0,36

KoHncynbtanTtlnioc
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YCTaHOBKa, 3aKpensieHne CTepXHSA
OpraHusauusi cuctemaTnyecKkoro kaTanora:
54 |nopbopka KapTo4kuM MO MHOEKCAM, BHYTpU pasgena no andaBuTy| opHa KapToyka 0,42
damunuin  aBTOPOB WNKW  3arnaBui  ONd  pacCTaHOBKM B
cucTemMaTU4eckun katanor
55 |pacctaHoBka npegBapuTenbHO  MNOAOOpPaHHbLIX  KapTodek B| ogHa kapTouka 0,42
cMcTeMaTUYECKUIA KaTanor
56 |pepakTnpoBaHMe  cucTtemaTuUdeckoro  karanora: npoeepka| ogHa kapTouka 0,88
NpaBWUibHOCTM HaMoMNHEHUS pa3ferioB kaTanora Mo CoAepXaHuio,
WHAEKCAUUN U paccTaHOBKE; UcnpasneHme ownbok
57 |aHanu3 cuctemaTtuMyecKkoro kartanora: MWCrnpaBneHne WHOEKCOB,| oaHa kapTouka 5,2
BHeECeHVe U3MeHeHun B andaBUTHLIN KaTanor
58 |HanucaHwe pasgenutena Ona  CMCTEMAaTMYEcKOro  Kararnora: OAWH 2,6
yKasaHue HanMeHoBaHUA pasgena, nogpasgena u pyrux oTMETOK | pasgenvTtens
59 |pacctaHoBKa pasgenuTenen B CUCTEMATUYECKU  KaTanor: OAWH 0,42
noagbopka No uMHAeKcaMm, MOMCK MecTa, YCTaHOBKa, 3akpenneHue| pasgenurens
CTEPXHS
OpraHusauusa npegMeTHOro kartarora:
60 |nogbopka KapTo4yek Mo NpeaMeTHbIM pyOpukam, BHYTpU pyOpuk no| opHa kapToyka 0,42
andasuTy hammnnin aBTOpoB UNK 3arnasunm
61 |pacctaHoBKa npegBapuTeNbHO MNOAOOpPaHHbLIX  KapTodek B| ogHa kapTouka 0,42
npeaMeTHbIN KaTanor
62 | penakTnpoBaHue NpeaMeTHOro katanora: npoBepka NpPaBUNbHOCTU| OAHa KapTouka 1,0
CCbIJTOK, OTCbINOK, pybpuk
63 |HanucaHwe pasgenutensa Ons NpeaMEeTHOro Karamnora, ykasaHue OAWH 2,3
pyOpUKK, OTCLISNKK, CChINKK pasgenuTens
64 |paccTtaHoBKa pasgenuTenst B NpeaMeTHbIN KaTanor, NOMCK MecCTa, OOVH 0,42
YCTaHOBKa, 3aKpensieHne CTepXXHS pasgenuTens
OpraHusauus HyMepaLMOHHOro KaTtanora
HOPMaTUBHO-TEXHNYECKON JOKYMEHTaUUN:
65 |nogbopka KapTo4vku MO BuAam OOKYMEHTOB, YCIOBHBIM LMEPOBLIM| OfHA KapToyka 4.3
o0o3HayeHuaM, andaBUTy COKpaLLEHHbIX Ha3BaHWA  CTpaH,
NaTUHCKOMY andaBuTy (MHOCTPAHHbIX CTaHO4APTOB), NO HOMEepam
OOKYMEHTOB
66 |paccraHoBKa nNpeaBapuTenbHO NoAobpaHHbIX KApTOYeK B KaTarnor OfHa KapTouyka 0,41
67 |penakTupoBaHue KaTanora (npoBepka npaBuNbHOCTM| OgHa KapToudka 3,2
oubnuorpamyeckmx ONMUCaHWi, pPacCTaHOBKW;  MCMpaBrieHne
OWWKNBOK); BHECEHME AOMOSTHEHUN N NBMEHEHWIA B KaTarnor (OTMeHa,
3aMeHa, M3MEHEHUs, MpoAneHMe cpoka OEeNCTBUS C  yKasaHuem
NCTOYHWMKA)
68 |HanncaHue n paccTtaHoBKa pasgenutenen OOVH 1,3
pasgenurens
KoHncynbtanTtlnioc
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KYMEHT N TaBleH
"O6 yTBEpPXKOEHMUM TUMOBBLIX OTPacneBbiX HOPM TpyAa Ha paboTsl, AokymenT npeaocraene

KoHcynbTaHnTtlinioc
[ata coxpaHeHus: 09.06.2015

BbIMOSIHAEeMble B OM...

OpraHusauna n BegeHue anekTpoHHOro Karanora:
69 |cBepka NOCTYNMBLUNX JOKYMEHTOB Ha AyONEeTHOCTb B SNIEKTPOHHOM| OAWMH AOKYMEHT 1,6
KaTanore
70 | npynncka NpogoskKaroLWmnxca n3gaHuim B 9NeKTPOHHOM KaTanore OOVH OOKYMEHT 1,6
dopmupoBaHme Gubnuorpacmyeckon 3anucu Anst ANeKTPOHHoro| ofHa 3anucb
KaTarora; BBOJ B 6a3y [aHHbIX; 3anofiHEHWE COOTBETCTBYHOLLMX
nonen:
71 | npu HanNWuMM MakeTa NeYaTHOM KapTOYKU 0,36
72 |npu OTCYTCTBUM NEYaTHOW KapTOYKK 0,42
73 | cocTaBneHne aHanMTMYeCcKon 3anmcu 3,5
74 | cocTaBneHne o6aBOYHbIX U CCbINIOYHBLIX ONUCaHWUN OLHO onucaHue 0,88
75 | penaktnpoBsaHue 6M§nmorpa<pmqe0|<0|7| 3anucu B 6ase gaHHbix AC;| ogHo onucaHue 1,3
BHECEHME U3MEHEHUN
76 |BBOA mNepeyHs MpedMeTHbIX pPyobpuk apudMeTuKo-riormdecknx| ogHa pybpuka 0,36
YCTPOWCTB gAﬂy) K cucTeMaTM4YecKOMy KaTamnory u reHeparnbHOMu
CMpaBOYHON KapTOTEKe
77 |BbIBOA Ha 3KpaH Gubnuorpadudeckmx sanmcemn OfHa 3anucb 0,83
78 | pemakTvpoBaHue pyopuK; HanorHeHe pasaenos oJHa 3anucb 3,0
M3baTne kapToyek n3 katanoros
N3bsaTue KapTOYKM Ha WCKMYEHHble u3 GubnmoTteyHoro doHga| ofHa KapTouka
OOKYMEHTBI:
79 |andaBuTHOro Katanora 0,52
80 |cucTtemaTtmyeckoro kaTanora 0,56
81 | npegmeTHOro katanora 0,56
82 | HymepaumoHHoro katanora 0,42
83 |n3bsaTue Gubnmorpadudeckor 3anMcu M3 anNeKTPOHHOro KkaTanora ofHa 3anuncb 0,84
TexHu4eckas obpaboTka JOKYMeHTa
HaknevBaHve Ha JOKYMeEHTe NICTKA CpoKa BO3BpaTta, kapmallka,| ogvH JOKyMeHT
Aprnblka:
84 | nucTtok cpoka Bo3Bpata 0,42
85 | kapmaluek 0,42
86 |apnblk 0,26
HanucaHve wudpa Ha AJOKYMEHTE 1 AprbIKe: OOVH JOKYMEHT
87 |Ha pokymeHTe 0,26
88 |Ha apnblke 0,36
KoHncynbtanTtlnioc
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KYMEHT N TaBleH
"O6 yTBEpPXKOEHMUM TUMOBBLIX OTPacneBbiX HOPM TpyAa Ha paboTsl, AokymenT npeaocraene

KoHcynbTaHnTtlinioc
[ata coxpaHeHus: 09.06.2015

BbIMOSIHAEeMble B OM...

89 |nepeHeceHne opmaTHOrO M CcCUCTEMATMYECKOro LWNMPOB C| OOUH AOKYMEHT 1,6
KapTOYKM Ha OOKYMEHT
90 | odhopmrieHne KapToUKK ANst TUPAXXUPOBaHUS OAHO Ha3BaHue 1,0
91 | BHECEHUE U3MEHEHNIN B KApTOYKe NOCe TUPaKUPOBaHUS OAHO Ha3BaHue 0,42
92 | pacnpegeneHune kaTanoXHbIX KapToYek Ha HOBble NOCTYNMEHUA MO| OAHa KapToyka 0,42
CTPYKTYPHbIM NOApa3aeneHnsamM nocre TMpaXXupoBaHus
93 |3anonHeHne  KHWXKHOrO  doopMynspa:  ykasaHue  wwndpa,| OAMH KHUKHBIN 0,88
WHBEHTApPHOrO HOMepa [JOKyMeHTa, amunum u  MHULKWAanNoB dopmynsap
aBTopa, ero Ha3BaHus, LeHbl, roga n3gaHus
94 | 3anonHeHVe KapTOYKN UHOUKATOpPa Ha AOKYMEHT, HanpaBnseMbli B| oguH nHaukatop 0,88
KHUrOXpaHeHue: yKasaHWe WHBEHTapHOro Homepa, asTopa MU
3arnaeus, WwWndpa paccTaHOBKU
95 |3anonHeHue nepegaTtodHOM BeAOMOCTM Ha NapTUIO  HOBbLIX| 0AHa BEAOMOCTb 0,42
NOCTYNNeHni
Pa6ota B AC
BbiBoA Ha akpaH y4YeTHbIX hopM; pacnedaTka: ofHa cdopma
96 | NMCTbl MHAUBMAOYANBHOIO yyeTa JOKYMEHTOB 0,05
97 |nepegatodHas BEOOMOCTb HOBbIX MOCTYMNNEHUN 0,05
98 |kapTouyka c bubnuorpacmyeckon 3annckto A4S y4eTHOro Katanora 0,05
99 | KHWXHBIN chopmynsip 0,05
100 [ kapTouka nHgukaTopa 0,05

[MpumeyaHme: K HopMam BPEMEHN MPUMEHSIOTCH NOBbILLAOLWME KOIPPULMEHTI:
- Npu cocTtaBneHun Gubnumorpaduyeckoro OnNMCaHUA Ha AOKYMEHT, Ha TUTYMbHOM IMCTE KOTOPOro
4YaCTMYHO OTCYTCTBYIOT AaHHble Anst Gubnuorpadcuyeckon 3anucu - 1,13;

- npu GmubnunoTteyHon o6paboTke: KMHODOTOOHOOOKYMEHTOB -

1,21; HOTHbIX,

KapTorpaduyeckux,

nsounsgaHmi - 1,15, cneynanbHbIX BUAOB HAYYHO-TEXHUYECKOWN NuTepaTypbl 1 AokyMeHTauuu - 1,10;

- Npy paboTe ¢ OKYMEHTaMWN Ha MHOCTPAHHLIX S3blkax, MPU OpraHusauMm M BeOEeHUU KpaeBeLgyecKoro
kaTanora (KapToTekn) n GubnMoTEeYHOro KaTtanora Ha MHOCTPaHHOM A3blike - 1,15, Ha A3bikax cTpaH A3uun U
Adbpukm - 1,5.

1.4. Pabota ¢ ooHOOM

1.4.1. PaboTta no npmemMy OOKYMEHTOB

Tabnuua 4
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHus BpPEMEHM,
MWH.
1 2 3 4
[Nprem OOKYMEHTOB B CTPYKTYPHbIX NOApasaeneHnsax
Mpuem [OOKYMEHTOB W3 OTAena KOMMSEKTOBaHWS, CBepka c| opHa naptus
KoHcynbTanTllnioc www.consultant.ru CtpaHuua 15 u3 207
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"O06 yTBEPXKOEHUN TUMOBLIX OTPACIEBbLIX HOPM TpyAa Ha paboThl,
BbIMONHAEMbIE B OU...

HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 09.06.2015

conpoesoguTesibHbIM MaTepuarnom

KonnyecTtBo ak3eMnnsapoB:

1 |11-25 14,4
2 |26-75 37,2
3 |pernctpaumsi HOBbIX MNOCTYMSIEHUN NEPUOANYECKUX U3OaHUK,| OOVMH OOKYMEHT 0,26

npocTaBreHne OTMETKM B PermcTpaLMoHHON KapToTeke

4 |npoBepka roooBOro KOMMMEKTa XXypHaroB M raset Ha Hanuuue| oamH Homep 1,0
HOMEpOB
5 |npoBepka 3anucu Ha NEpBOM HOMEpe TroAOBOrO KOMMMeKkTa:| oduH HoMep 5,0

LUVI(bpa, HOMepOB, OTCYTCTBYHOLNX HOMEPOB, MeCdLEB

3anucb HOMepa B TonorpacbvlquKyro Oonncb, nNpunoXxeHna u OQWH HOMEpP
cneumnarbHbl€ BbIMYCKU:

6 |Ha pycckom Aa3blke; 1,0

7 |Ha MHOCTPaHHbIX sA3blKax 2,0

8 |mpocTaBneHue LWTeMnens CTPYKTYpHOro nogpasfeneHnss Hal  oauH Homep 0,26
OOKyMeHTe

Mon6op OOKYMEHTOB ANt PacCTaHOBKM B (oOHIeE:!

9 |nopgGopka [OOKYMEHTOB MO  KnacCUUKALUMOHHLIM  MHAeKcam,| OOuH AOKYMEHT 0,52
aBTOPCKOMY 3HaKy

10 [nogbopka OOKYMEHTOB Mo ¢opMaTy, MHBEHTaApHbIM HOMepam,| oaWH AOKYMEHT 0,92
wndppam paccTaHOBKU

11 |nogbopka AOKYMEHTOB Mo andaBuTy Ha3BaHWi, rogam, Homepam,| OAMH JOKYMEHT 0,48
pasgenam, NopsiakoBOMY HOMEpY

12 |nogbopka cnewLBnaoB HOPMATUBHO-TEXHUYECKOW JOKYMEHTaUMM No| OAWH JOKYMEHT 0,36
Knaccam, nogknaccam, rpynnam, noarpynnaM, WHBEHTApPHbIM
HOoMepam

PacctaHoBka 6uGnuoteyHoro doHaa:

13 |paccraHoBka OOKYMEHTOB Ha crtennaxax B| oavH gokymeHT 0,52
cucTemaTnyeckm-andaBUTHOM MOPSAKe

14 |paccraHoBka OOKYMEHTOB Ha cTennaxax B| oOWH OOKYMeHT 1,3
hopmMaTHO-MHBEHTAPHOM NOpsAKe

15 |pacctaHOoBKa [OOKYMEHTOB NO andgasuTy HasBaHuK, rogam,| OAWH OOKYMEHT 0,63
HOMepaMm, pasgenam, NopsgKoBoOMYy HOMepy

paccTaHOBKA HOPMAaTMBHO-TEXHUYECKOW  [OKyMeHTauuMum  no| oauH JOKYMEHT
KmaccaMm, Mogknaccam, rpynnamM, MNOArpynnaM, WHBEHTapHbIM
HoMepam

Konnyectso OOKYMEHTOB B ﬂOﬂ,60pK€Z

16 |1-5 0,52

KoHncynbtanTtlnioc
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" KoncyneTantlintoc
06 yTBGp)K,D,eHVII/GITI/II'IOBbIX oTpacneBbIX HOPM Tpyaa Ha paboTbl, Y pen [laTa coxpareHms: 09.06.2015
BbINOMHAEMbIE B OM1...

17 |6-10 5,2
18 |11 -15 0,88
19 | paccTtaHoBKa JOKYMEHTOB Ha cTennaxax B| oavH ooKymeHT 5,00

hopmaTHO-cMcTeMaTUYeCKOM 1 andaBuUTHOM nopsigke (NpeameToB
n maTepuanoB rpadukM) B BUTPMHAX W wkadax C ydeToMm
KOMMJIEKCHOIo XpaHeHUA PYKOMUCHbIX U CTaponeyaTHbIX KHUT

20 |paccTaHOBKa JOKYMEHTOB Ha MWUKPOHOCWUTENSAX B WHBEHTAPHOM M| OOWMH OAOKYMEHT 3,0
HyMepaLUMOHHOM ropsiake

npoBepKa NpaBUITbHOCTM PacCTaHOBKM LOOKYMEHTOB B OTAENbHbIX| MaccmB poHAa
mMaccuBax oHaa

Konnuyectso npoeepdaeMbIX JOKYMEHTOB:

21 [1-200 26,1
22 201 - 305 42,0
23 | 306 - 400 57,0
24 (401 - 600 88,0
25 | nepemelleHne (NnepeHeceHne) JOKYMEHTOB Ha CBOGOAHbIE MecTa ofHa nornka 4,0
OcpbopmrieHre MOMOYHbIX pasaenuTeneid; HanucaHue  MoroYHbIX oaMH
pasgenuTenei: pasgenuTenb
26 | anga cuctemMaTnyecKkon paccTaHoBKM hoHAaa 3,6
27 | ons doopmaTHON paccTaHOBKM hoHaa 2,6
28 | ons andaBuTHOM paccTaHoBKM dooHAa 2,6
29 | AN HyMepaumoHHOW paccTaHOBKM dhoHAa 2,6

MpuMeyaHue: K HopMaM BpeMEHU NPUMEHSIIOTCS NOBbILAoLLME KOSPPULNEHTDI:
- Npu nogbope 1 paccTaHOBKE KNHOOTO(OHOOOKYMEHTOB - 1,2;

- HOT, KapTorpadudeckux, nsomsgaHum - 1,5;

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

- Ha fA3blkax cTpaH Asnn n Adppukn - 2,0.

1.4.2. PaboTta no coxpaHHoCTW cboHaa

Tabnuuya 5
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHusi BPEMEHMN,
MU/H.
1 2 3 4
MpoBepka 6ubnnoTeyHoro oHaa:
1 |HanucaHue KOHTPOMbHOrO TarloHa Ha AOKYMEHT: yKadaHue Ha Hem OVH TarnoH 0,88
WHBEHTapHOro Homepa, wwudpa, pamunuu, nHMLManos asTopa,
3arnaBus, roga, Mecta U3faaHusi, LeHbl, Mecta XpaHeHust
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[ata coxpaHeHus: 09.06.2015

2 | MapKknMpoBKa KOHTPOSbHbLIX TANIOHOB: YCTAHOBKA, rAe YY4TeH AaHHbIN OAIVH TarloH 0,26
OOKYMEHT (YYETHbIV KaTanor, UHBEHTapHasi kHura); npocTtaBneHue
OMno3HaBaTENbHOTO 3HaKa
Moabopka KOHTPOMbHbLIX TaNOHOB: OAVH TarloH
3 |no nHBEHTapHbIM HOMEpPaMm 0,21
4 |no andasuty hamnnuin asTopoB UMK 3arnasui 0,31
5 |no knaccudmkaLMOHHOMY MHAEKCY 0,52
6 |cBepka KOHTPOSIbHbIX TarlOHOB C WMHBEHTAPHOW KHWUIOW, OTMETKa OAWH TarnoH 0,21
NPOBEPKN Ha TaroOHEe U B KHUTe
7 |cBepka KOHTPOMbHLIX TAnNOHOB C Y4YE€THbIM UNU andaBUTHLIM, OIVH TaroH 0,26
Tonorpacmyeckum Katanoramy, oTMeTKa Ha TarnoHe 1 B Katanore
8 |aHanu3 bopmbl MHAMBMAYANBHOIO YYETA; BhISBIEHNE AOKYMEHTOB,| OOWH AOKYMEHT 1,3
He npoLlewmnx NpoBepPKyY
9 |cocTaBneHue KapToYKM Ha JOKYMEHT, He MpoLUeaLLmniA NPOBEPKY OAWNH OOKYMEHT 0,83
10 [nouck OOKYMEHTOB, He npollewunx MnpoBepKy, MO pasfnuMyHbiM| OAMH OOKYMEHT 3,6
YYETHbIM hopMam, KapToTeKkaMm, XypHasnam, KH/KHbIM Nonkam
CocTtaBneHue cnncka HegocTarLlwmx B poHae JOKYMEHTOB OfVH CMNCOK
KonnyectBo OKYMEHTOB B CMUCKE:
11 |1 0,78
12 12-10 8,3
13 [11-25 19,3
OT60op OKYMEHTOB AN n3bATUA U3 PoHAA
MpocMOTp AOKYMEHTOB Ha NpeaMeT u3bAaTus u3 oHaa: OOVH JOKYMEHT
14 | HenpoUNbHbIX 3,1
15 | ay6neTHbIx 1,6
16 | ycTapeBLUMX NO COAEPKaHUIO 3,1
17 |BeTxux 0,88
18 | manoncnonb3yembiX, HEUCMNONb3yeMblX 2,6
lMogroToBKa 4OKYMEHTOB K aKTUPOBAHWIO:
19 |nogbopka LOKYMEHTOB B MapTum Mo NpuyMHam U3bATUS; CBepka C| oauH JOKYMEHT 0,36
KHWKHBIM (DOPMYNISPOM
20 |nopbopka KHWXHBIX (QOPMYNSIPOB Ha [OKYMEHTax B nopsake| oanH dopmMynsip 0,42
WHBEHTapHbIX HOMEpOB, andasuTa, XypHanoB - Mo rogam Mu
HoMepam
CocraBneHue cnucka K akTy BblObITUS (Nepegaydn); nogcyeT obLen OLMVH aKT
KoHncynbtanTtlnioc
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CYMMbI; OpopMIeHne akta

KonnyecTtBo JOKYMEHTOB B CMNCKE:

21 (1 0,78
22 |2-10 7,8
23 [11-25 19,3

MogroToBka OOKYMEHTOB B nepenner:

24 |oTBop MOOKYMEHTOB Ans nepenneTa; npoBepka COCTOAHMSA| OOWH AOKYMEHT 3,4
OOKYMEHTa; 3anonHeHune (cBepka) KHUXHoro popmynspa

25 |nopgbopka KOMMIEKTOB, CBSA3bIBAHWME B MNayky; OdOpMIIeHne| OAWH AOKYMEHT 2,6
OOKYMEHTOB AN nepefayv B nepennet

26 |nogrotoBka JOKYMEHTOB K BOCCTAHOBIIEHUMIO: Nogbop [OKyMeHTa,| OaWH AOKYMEHT 2,6
aHamnorM4yHoro nOBpPeXAeHHOMY; OdopMSIeHMe 3akas3a  Ha
KonupoBaHue

27 |npvem 3akasa nocne KonupoBaHWA, MpOBepka KayecTBa KOMWW,| OAVMH OOKYMEHT 0,83

NnoaroToBKa AOKYMEHTa K nepenneTy

28 |npvem [OKyMEHTOB W3 nepenneTa: cBepka MOCTYMUBLLUMX M3| OOWMH OOKYMEHT 5,2
nepenneta [AOKYMEHTOB C KHWKHbIM hOpMynsipoM; NpoBepka
KayecTBa MepenneTa; BOCCTAHOBMEHME 3arfaBusi; HanucaHue
Lndpa Ha Apnbike, KopeLLke AoKyMeHTa

MogwmBka raseT n TOHKMUX XypHanos:

29 |onpeneneHune bopmata, BNOXEHWE KOMMMEKTa XXypHanoB B nanky ojHa narnka 13,0
Hy>XHOro chopmaTa, 3aBsi3blBaHUE; BbIHECEHUE WMdpa, Ha3BaHUS,
roga usgaHusi, HoMepa >XXypHarnoB Ha 0BMOXKY 1 KOPELLOK narnku

30 |packnagka raset Mo HasBaHWAM: MNpokanbiBaHWe, BIOXeHWe B| ofHa nanka 9,4
KapTOHHYt0 0BnoXKy (namky), MPOLWHYpoBKa; OgOopMIeHMe
00noxku (HasBaHue, rod, HOMep, MecsL)

Menkuin peMoHT poHaa:

31 |nogknenka [OKyMEHTa, KapMallKOB, SPSIbIKOB;, BOCCTaHOBMEHME ofHa nanka 4,2
3arnasum

PectaBpaunsa KOpeLuKoB:

32 |onpeneneHne obbema paboTbl; yganeHuwe CcTaporo Kopellka,| OoauH KOpeLlok 60
noaroTtoBka KoreHkopa (obpeska, nogknenka); npoluvBka Groka
OOKyMeHTa, NoAKIelrka HOBOro Kopellka, pasmMeLleHre nog npecc

PecTtaBpauus cTpaHuL;

33 |onpenenenne obbema paboTbl; noakneinka doTorpaduit, kapT,| oaHa cTpaHuua 10
YyepTexXen; BOCCTaHOBMEHNE YacTen cTpaHuL (cTp.)

O6ecnbinmBaHne doHaa:

34 |obGecnbinuBaHMe ¢oHOa C MOMOLWbI Mbifiecoca; obecneveHue| ogHa meponorska 12,0
paboyero Mecta TEeXHWYECKUMM CpeacTBaMu;  MNpoBefeHue
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[okymeHT npegocTtasneH

KoHcynbTaHnTtlinioc
[ata coxpaHeHus: 09.06.2015

obecnbINMBaHUS; 3aHOC TEXHNUYECKNX CcpeacTB B MeCTa XpaHeHUA

35

pydHoe obecnbinMBaHue ¢oHaa; obecneyeHne paboyvero mecrta
TeXHNYEeCKMMun cpencrtsamMmmn; 3aHOC TEXHUYECKUX cpeactB B MecCTa
XpaHeHus

ofHa Mepornorika

9,4

MpumeyaHue: K HopMaM BpeMEHU NPUMEHSIIOTCS NOBbILAoLLME KOSDPPULNEHTDI:
- Mpu py4yHom obecnbinnBaHnm hOHAA HOTHbIX, KapTorpadu4ecknx, n3onsgaHun, gucceprauuim - 1,2;

- Npu obecnbinMBaHnn ooHaa ¢ NOMOLLbO Nbinecoca - 1,3.

1.4.3. NI3ayyeHmne 6ubnmoTteyvHoro dpoHaa

Tabnuua 6

n/n

HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl

Eannunua
n3mepeHnst

Hopma
BPEMEHMN,
MUH.

2

4

MoarotoButensHas pabota no ndydeHuto OMdnnoTeyHoro ooHaa:

cocTaBneHue nnaHa paboTbl No N3ydeHnto GubnmnoTeyHoro coHaa
(vactu doHaa)

OOWuH niaH

214,0

noarotoBka UHCTPYMEHTapuda No  U3Yy4HEeHUto 61bnmnoTeyHoro
d)OH/J,a; cocTaBrieHne Tabnuupbl No pa3nnyHbIM acnekTtam n3y4eHud

oJHa Tabnuua

6,3

noabopka 6ubnuorpaduryecknx nocodbur, MHPOPMAaLMOHHBIX
CNUCKOB ANs npoBeaeHust paboTbl MO U3ydeHuto GubnmoTeyHoro
doHaa

O[1HO nocobue

20,0

MOAroTOBKA MHCTPYKTaxa ANns npoBefeHusi paboT no mayyeHuto
61bnnoTeyHoro ooHaa

OOWH NMHCTPYKTaX

83,0

Bubnuorpaduyeckoe nsydeHne 6ubnmoTeyHoro goHaa

OsHakomIieHne ¢ cogepxaHumem Oubnmorpaduyeckoro nocobus,
MHGOPMALIMOHHOIO cnncka Ans nposegeHns paboTbl N0 U3YYEHUIO
BmbnnoTteyHoro oHaa

o[Ho nocobue

KonuyecTtBo HasBaHuin B nocodun:

1-25

15,7

26 - 50

34,0

51-100

68,0

Ceepka KkapTo4ku kartanora ¢ Oubnuorpadu4eckMm OnmMcaHUem
OOKYMEHTa, yKa3aHHOro B Mocobun; BHECEHNE OTMETKM O Hanu4mm
OOKyMeHTa B (poHae:

OHa KapTo4kKa

andaBnTHbIN KaTanor

0,26

cucTemMaTuyecKui katanor

0,42

cocTaBrneHue 6ubnmorpagnyeckoro onnucaHnsa Ha OTCYTCTBYOLLME
B BMGnunoTeke AOKYMEHTHI

0/lHa KapTouKa

2,6

KoHncynbtanTtlnioc
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KYMEHT N TaBleH
"O6 yTBEpPXKOEHMUM TUMOBBLIX OTPacneBbiX HOPM TpyAa Ha paboTsl, AokymenT npeaocraene

KoHcynbTaHnTtlinioc
[ata coxpaHeHus: 09.06.2015

BbIMOSIHAEeMble B OM...

NPOCMOTP HAMNOMHEHMS CUCTEMATMYECKOrO KaTanora B pasnuyHbIX| ogHa kapTouka

acnekrtax (no oTpacnsaM 3HaHus, BuMAaMm, rogam); CornocTtaBreHue
Nony4YeHHbIX JaHHbIX c TEMaTUKO-TUMOMNOrMYECKUM
(NepcnekTMBHBIM) NIAHOM KOMMIIEKTOBAHWS; YTOYHEHNE, BHECEHME
KOPPEKTUB B NS1aH KOMMIIEKTOBAHMS
KonnyecTBO kapTo4ek B SILLUKE:

11 |11 -500 43,0

12 1501 - 1000 85,0

13 11001 - 2000 173,0
CraTtuctnyeckoe usyveHne mbnuoteyHoro oHaa:

14 |3anonHeHne craTtucTnyeckux Tabnuy (MO cocTaBy, AMHaMuke uW| opHa Tabnvua 19,3
CTeneHn Ucnonb3oBaHns 6uMbnmoTeyHoro oHaa) Ha OCHOBaHWUU
YYETHOW JOKYMEHTauum

15 |pacyeT nokasaTenem KkHuroobecrneydeHHOCTH, OOpalaemMocTu,|oaouH NnokasaTenb 2,0
YMTAEMOCTM

16 |[cnnowHon NpoCMOTP AOKYMEHTOB Ha cTennaxax, noacdet no| oAwvH AOKYMEHT 0,84
KHWXXHBIM bopMynsipam unm fiMcTkaMm cpoka Bo3BpaTta KonmyecTBa
KHUroBblga4

17 |mapkupoBka Hemcnonb3yemon 4yactu oHAa B 3aBUCUMOCTUM OT| OAWH AOKYMEHT 0,26
NMPWYKH, BbI3BaBLUMX HU3KYO 00pallaeMocTb

18 |3anonHeHue Tabnuubl MHTEHCUBHOCTU ucnonb3oBaHusa| opgHa Tabnuua 50,0
©61bnmnoTeyHoro ooHaa
CocraBneHve u aHanuM3 Tabnuy No uM3ydeHuo OUBNMoTevHoro
doHaa
CocraBneHune Tabnuubl:

19 |no cocTtaBy, pa3BUTHIO U UCMOSTb30BaHUIO BUBNIMOTEYHOrO hoHaa ogHa Tabnuua 63,0

20 |mo cTeneHn ucrnonb3oBaHUA POHAA B pPasnuUuHbiXx acnektax (B[ oaHa Tabnuua 68,0
OTpacneBom, No B1aam u3gaHui)

21 [no o6bemy Hencnonb3yemow 1 manocnpailimsaemon Yactu coHgal opHa Tabnuua 63,0
N NPUYMHAM ee HaKoMeHus
AHanua Tabnuupl: ofHa Tabnuua

22 | no cocTaBy, pa3BMTUIO U UCMIONBb30BaHN0 BnbnunoteyHoro doHaa ogHa Tabnuua 56,0

23 |mo cTeneHn Mcrnonb3oBaHuA PoHAA B pas3nuUuHbiXx acnektax (B[ oaHa Tabnuua 56,0
OTpacneBom, no B1aam u3gaHui)

24 [no cocTtaBy 1 BeNu4MHEe HeUCrnonb3yemonW W manocnpawimsaemon| opHa Tabnuua 60,0
yacTtu dpoHaa 1 NpUUNHaM ee HakoMseHus

25 |cocTaBneHve nnaHa MeponpusaTUA U NPEanoXeHWA  no OAVH nnaH 161,0
pesynbTatam nsyyeHusa oHaa
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[ata coxpaHeHus: 09.06.2015

I'Ipmmeanme: BpemMA nposefeHnA WHCTPYKTaXa B HOPMY BpeMeHu He BXoguT; npu pa60Te C
OOKYMEeHTaMN Ha MHOCTPAaHHbIX A3blKaX K HOpMaM BpeMeHU NpUMEeHAETCA NOBbILLIAKOLLNIA KOS(*)(*)I/ILI,MGHT 1,15.

1.5. O6cnyxnBaHue umtaTenen
1.5.1. Pabora c ymtatenem

Tabnuuya 7

N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHnst BPEMEHMN,
MU/H.

1 2 3 4

3anucb yntatens B Gubnuoreky:

1 |mpocmMOTp [AOKYMEHTOB uuTaTens (macnopT, yAoCToBepeHwue,| oawH uuTatens 1,7
NOpy4MTENbLCTBO); NPOBEPKa HanmMyuusa y4eTHO-PErMcTpaLMoOHHON
KapTOuYKM yntatens

2 |s3anonHeHne dopmynapa uuTaTensi, YYeTHO-PErncTpaumMoOHHOM| OAMH YUTaTenb 2,0
KapTOYKMW, YntaTenbckoro buneta

3 | o3Hakomnenune yntaTtens c npasunamm Nonb3oBaHUA| OAWH yMTaTeNb 5,0
BubnuoTtekon, pacnonoxeHnem oHaa, CnpaBoYvHbIM annapaTom

4 |nonck n paccTaHOBKa YYETHO-PErmcTpaLMOHHBLIX KapToyek Mno| ogHa KapToudka 0,26
andasuTy hamunuin Ymtatenen

Mepepernctpaunsa ymtarenen

5 |nouck opmynapa (perucTpaumMoHHOW KapTOYKM) uuTaTens;| oawH yvTaTenb 12,0
BHECEHME U3MEHEHUIN B HUX U YuTaTenbckui Gunet (yTouHeHue
aHKETHbIX [JaHHbIX, HOBOrO 4YWTaTeNbCKOro Homepa, AaThl
nepepervcTpaumumn)

3anuck (nNepepeructpauums) yvtatenen B aBTOMaTU3NPOBAHHOM
pexume:

6 |Habop Ha knaBuaType cBedeHWW O uuTatene: damunus, WMms,| OOUH YuTaTtenb 6,0
OTYECTBO, XapakTepu3ylolume ero npusHakm (obpasoBaHue,
cneumanbHOCTb, UHaA MHOpMaLUust), Kog

7 OocyLlecCcTBieHne KOHTPONA 3a BO3MOXHbIM Hannynem OaHHbIX O] OAWH YuTaTesb 1,0
yuntartene, 3anncaBLiemMcsa B 6M6J'II/IOTeKy (paHee 3anncaH, nuiieH
npasa I'IOJ'IbSOBaHI/Iﬂ)

8 |odopmneHue koga YmTaTens ¢ KOHTPOrbHbIM pa3psaoM U CPOKOM| OAWH YuTaTenb 0,52
MONb30BaHWUSA 4YUTaTENbCKUM OMNETOM Ha OCHOBE BblAaHHOWN
MHdopMaunn

9 |BbIBEOEHUE Ha MPUHTEP CBEAEHMM O 3anucaBLUeMCsl yuTatene B| OOuH uMTaTenb 1,3
BMAe GnaHka, Bbipe3aHue GnaHka u BKrerka ero B 4MTaTerbCKun
ouner

Pabota gucnetyepckon cnyxosil:

10 |npuem unTaTenbckoro TpeboBaHMS; MpPOBepKa MNPaBUIIbHOCTU OAHO 0,73
3anonHeHnss  TpeboBaHuwn, yTO4YHEeHune MecTa  XpaHeHus TpeboBaHue
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OOKYMEHTOB; OTMeTKa B [guUCrneTyYepcKomn
TpeboBaHWs B KHUTOXpaHeHne

ceTKe, nepegada

BbinonHeHne TpeboBaHui NoTpebuTenen, Bbigavya JOKYMEHTOB U3
OCHOBHOIO KHUrOXpaHeHWs:

11

nony4deHve TpeboBaHWi, pernctpauus, nogdopka nx no wudpam

04HO
TpeboBaHne

3,0

12

MOWCK JOKYMEHTA, HaHEeCEHNE OTMETKM Ha TpeboBaHWW, KHDKHOM
dopmynsipe, AUCNETYEPCKON CeTKe

o4HO
TpeboBaHue

5,0

13

yCTaHOBJI1IEHME MEeCTa HaXOoXOeHUA HeHanaeHHOro OOKyMeHTa no
CnpaBO4HbIM KapTOTEeKaM, KaTtanoram

oaHO
TpeboBaHue

7,0

14

Bbldaya OOKyMEHTa W3 OoTAena KHUIoXpaHeHus MnoTpebuTento;
oTMeTKa Ha KHWXHOM chopMynsipe, TpeboBaHum

OAOUH OOKYMEHT

2,0

15

NpuHATUE OOKYMEeHTa OT I'IOTpe6VITeJ'IF|; NOUCK
cbopmynﬂpa, Tpe6OBaHI/19|; norawieHne oTMeTKn O Bbigaye

KHWMXXHOIo

OOVH JOKYMEHT

3,0

Bblp,al-la KOMMNNEKTOB [OOKYMEHTOB BO BpeMeHHOe nNosfib3oBaHUe
nogpasgeneHnsam 6ubnuoteku:

16

ocbopMIieHne 3asiBKM Ha KOMMIEKT JOKYMEHTOB, nepedaBaeMblii B
CTPYKTYpHOE noapasgeneHve

oJHa 3asBKa

5,0

17

nogbop [OOKYMEHTOB B KOMMMEKTbl,  HanucaHue
3K3eMnnsipa KHWKHoro doopmynsipa (MHankaTtopa)

BTOpOro

OOVH JOKYMEHT

40,0

Bblgaya KOMMMEKTOB [JOKYMEHTOB; OTMeTKa Ha  KHUXKHOM
dopmynsipe (MHOUKaTope) Aathl Bbldauu, AaHHbIX NOApa3aeneHus,
nony4YatoLLEero KoMMNmnexkT

OOVH JIOKYMEHT

Konnuyectso OOKYMEHTOB B KOMMJ1EKTE:

18

25

6.8

19

50

13,5

20

200

108,0

[MonyyeHne  KOMMMNEKTOB  JOKYMEHTOB oT CTPYKTYPHbIX
noapasaeneHnii; MNOUCK KHWXKHOro copmMynspa (MHAuKaTop);
norawieHne OTMETKMN O BblAaye, BIOXEHME ero B OKYMEHT

OOWNH KOMMNNEKT

Konnuyectso OOKYMEHTOB B KOMMNIEKTE:

21

25

6,8

22

50

13,5

23

200

108

O6cnyxnBaHue yMTaTenen B UnTanbHOM 3are:

24

npoesegeHne KOHCyInbTauuu, Oecegbl ¢ uMTaTEnem Y KaTtanoros,
KapTOTEK, KHMXHbIX MOJIOK, VIH(bOpMVIpOBaHVIe yuTaTena O HOBbIX
NOCTYyNnNeHnAax

ofHa
KOHCYNbTaumst

5,0
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Mopbop OokymeHTOB B noacobHoMm doHOe uuTanbHOro 3ana;| OAVMH LOKYMEHT
nepegava Ha kadenpy Bblgauu:

25 | no TpeboBaHuio umTaTens 2,0
26 |no ycTtHoMy 3anpocy 1,7
27 |no onpegeneHHoOn Teme 3,1

Mopbop OOKYMEHTOB MO Yy4yebHOM nporpaMme Ha OCHOBaHWWU| OOWMH KOMMIEKT
MakeTa KOMMeKkTa JOKYMEHTOB, BblAaBaeMbIX CTyaeHTam; noabop
y4ebHMKOB No chakynbTeTam, Kypcam, rpynnam; CBepka KHWDKHbIX
hopMynspoB C HA3BaHNEM KHUT, UHBEHTAPHBIMY HOMEpPaMu

Konnuyectso OOKYMEHTOB B KOMMNIEKTE:

28 |10 2,7
29 |20 5,4
30 |40 10,8
31 |Bblga4ya [OOKyMeHTa: CBepka BblgaBaemMoro AOKyMeHTa C| OAvH OOKYMEHT 2,0

ynTaTenbCKUM  TpPeboBaHWEM; NpOBEpKa Hanmuuus  CTpaHuL;
BHECEHME 3anMCuM Ha 4uTaTenbCKOM TpebGoBaHMU (KOHTPOSbHOM
TNINCTKE); BNOXEHWEe B YATaTeNbCKUiA BuneT, pacctaHoBka, OTMETKa
KHWUroBblaauu

32 |nonyyeHue JOKYMeHTa: cBepka ero ¢ TpeboBaHMeM (KOHTPONbHbLIM| OOWH AOKYMEHT 2,0
TNINCTKOM); NPOBEpPKa COXPaAHHOCTU [OKYMEHTa, Hanuyus cTpaHuu,
BHECEeHWe OTMETKM O npueme

33 |nonyyeHne [OOKyMeHTa, 3aka3aHHOro u4uTatenem B oTaene| oavH AOKYMEHT 0,5
KHUroXpaHeHus

34 |nepegavya OOKYMEHTa, CAAHHOIMO  4uTaTeneM, B oTAaen| oavH AOKYMEHT 1,0
KHUroxpaHeHus
OT00op 1 nepegava 0OKYMEHTOB Ha KOMMPOBAHUE; OOVH LOKYMEHT

35 |oTbop [OOKYMeEHTOB (OTAEnbHbIX CcTaTen) Ans nepefadv  Ha| OgouH AOKYMEHT 5,0

MUKPOMUIIbMUPOBaHME 1 KOMMPOBaHWe

36 |nogroToBka OOKYMEHTOB K KOMMPOBAHWIO, OhOpMIeHWe 3akasa;| oaWH AOKYMEHT 3,0
pervcTpaumsi B y4eTHbIX hopMax

37 |nonyyeHve MuKpodpunbma M KONUW; npoBepka MpPaBUITbLHOCTU OAVH 3aKa3 5,0
BbINOMHEHWs 3akasa

O6cnyxnBaHue ymtaTenen Ha aboHeMeHTe:

38 | noabop AOKYMEHTOB ANs peKoMeHaauun YutaTensm OOVH JOKYMEHT 50

Bbligava OOKYMEHTOB 4uTaTento, Mnouck cbopmynﬂpa yuTartena,| oaAuH OOKYMEHT
YKa3aHme CpoKa BO3BpaTa, npoBepkKa Hann4yna CTpaHuu,;

obcnyxunBaHue:

39 |B3pocnbix 2,7

40 |peten 3,2
KoHncynbtanTtlnioc
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41 |npoBegeHue bGecedbl C uyuTatenem, MHGOpPMUPOBaHWE O HOBbLIX| OOWH YMTaTeNb 5,0
NOCTYNMEeHNAX
Mony4eHne OOKyMeHTa OT YnTaTensi, BHECEHNE OTMETKN O Npueme;| OAVH LOKYMEHT
npoBepka Hanuuus CTpaHuL,; BIIOXEHUE KHWKHOro copmynsapa;
obcnyxnBaHue:
42 |B3pocnbIX 1,8
43 | peTen 5,0
44 |npogneHue cpoka Nonb3oBaHUA LOOKYMEHTOM; Mnouck dopmynsipal ogmH dhopmynsip 3,0
yuTaTens; BHECEHME OTMETKM O NMPOAJIEHNM CPOKa NOSb30BaHNS
CospgaHue Kkonuin JOKYMEHTOB MO 3anpocaM YutaTenen:
45 | koHcynbTauus ymtaTenen no BbIGopy NapaMmeTpoB KONMMPOBaHMS ofHa 5,0
KOHCymnbTauus
46 |co3gaHune 9neKTPOHHOW KOMWK C opuriMHana oJHa cKaH-konus 0,15
47 | co3gaHue ByMaXKHOWM KOMuK ¢ opurmHana OflHa cTpaHuua 0,15
48 | cospaHue konum ¢ MUKpodopm OAWH Kagp 0,5
49 |nevyatb BymaxHbIX KOMUI JOKYMEHTOB u3 3b OOVH NUCT 0,08
50 |cosgaHne anekTpoHHOM OOTOKOMNUK C OpUrMHana OAWH Kagp 5,0
[MpumeyaHue: K HopMaM BpeMEHU NPUMEHSIIOTCS NOBbILIAaoLLMe KOSHPULNEHTDI:
- Npu obcnyxuBaHUM YntTaTenen KNHOOTOhOHOLOKYMEHTaAMU - 1,2;
- HOTHbIMM, KapTorpadguyeckummn, nonsgaHmsamm - 1,15;
- cneumanbHbIMY BUaamMm Hay4YHO-TEXHUYECKOW NUTepaTypbl 1 JOKyMeHTauuu - 1,1;
- npu paboTe ¢ AOKYMEHTaMM Ha MHOCTPaHHbIX A3blkax - 1,15;
- Npu paboTe ¢ AoKyMeHTamu Ha A3blkax Asun n Adpuku - 1,5.
1.5.2. BHyTpeHHsAsA paboTta
Tabnuuya 8
N HanmeHoBaHue npouecca, onepauun. Coctar paboTbl EavHunua Hopma
n/n n3mepeHusi BpEMEHN,
MWH.
1 2 3 4
MoproToBka K Bblgaye:
1 |paccTaHoBka (hopMynspoB uuTaTenem (no cpokam, Homepam,| oaumH dopmynsap 15,0
andgasuTy)
2 |nogsegeHve wutoroB paboTbl 3a Mpoweawui OeHb, BHeceHue eXeHEeBHO 9,2
3anucu B AHEBHUK
3 |nopbop fOKyMeHTOB MO NpeABapuUTeNbHbIM 3aKka3am uyuTatenem u| oavH AOKYMEHT 3,0
nnaHam 4YTeHus
4 | NpOCMOTP HOBbIX NOCTYMNEHUN ANA peKoMeHAaunn YtaTenam OAWH OOKYMEHT 2,0
KoHncynbtanTtlnioc
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" KoncyneTantlintoc
06 yTBGp)K,D,eHVII/éTI/II'IOBbIX oTpacneBbIX HOPM Tpyaa Ha paboTbl, Y pen [laTa coxpareHms: 09.06.2015
BbINOMHAEMbIE B OM1...

5 | NpocMOTpP ¥ NOMOMHEHNE KHKHbIX BbICTABOK, ALLUMKOB CBOOGOAHOrO| OOWH AOKYMEHT 3,0
BblOOpa KHUI, TEMaTUYECKMX NOMOK U CTennaxen

6 |nogroToBka paboyero mecta exefHeBHO 10,0

Pabota c dhopmynsipom umtatens:

7 |aHanu3a dopmynapoB uuTaTenen, BbISBNEHWE uuTaTeNbCKUX| oauH hopmynsap 4,3
NHTEpPECOB
8 |cocTaBneHue KapToukM ANA KapTOTEKM YuTaTenbCKUX MHTEPECOoB;| oaHa kapTouka 0,86

COCTaBliEHNE CMNUCKA YNTATESNTIbCKMX NHTEPECOB

9 |3anuch B hopmynsipe untatenst o0 pesynbTaTax aHanuaa YteHus 3a|  ogHa 3anucb 3,6
onpeneneHHbl nepuog

10 |3anucb B [AOHEBHUKE 6OUBNUMOTEKapss O [OuMHAMMKE YTeHus u| opgHa 3anucb 9,2
WHTepecax ynTartens (rpynnbl Yutatenewn)

PaboTa ¢ utatensmu, He BO3BpaTnBLLUMMKN OOKYMEHTbI B CPOK:

11 | nouck chopmynsipoB UnTaTenemn, He BO3BPATMBLUUX AOKYMEHTbl B| oauH dhopmynsip 1,0
CpOK
12 |HanucaHue OTKPbLITOK-HANOMWHAHMIA O BO3BpaTe [OOKYMEHTOB;| oguH dhopmynsp 2,0

OTMeTKa AaTbl HaNOMWUHAHUA Ha cbopmynﬂpe

13 |onoBeweHne (Mo TenedoHy) uuTaTensd, He BO3BpaTMBLUErO| oguH dhopmynsp 4,0
OOKYMEHT B CPOK; OTMeTKa AaTbl HaNnoMUHaHus B hopmynspe

Ob6ecneyeHne KOHTPOSSA 3a CpokaMu Bo3BpaTa AokyMeHToB B AC:

14 |BbIBOA Ha NPUHTEpP CMMCKA YnTaTenen u aboHEHTOB-3a40/HKHNKOB OJVH CMNUCOK 0,16
15 | cocTtaBneHune cnncka 3aJ0MmKHNKOB OOVH CNUCOK 0,16
16 |pacnevaTtka Ha NpUHTEpPE HaNMOMMHaHUSA abOHEHTaM M uyuMTaTensm| OAMH CrMCOK 2,2

0 CpoKe BO3BpaTa (agpec, HasBaHUsl B3ATbIX JOKYMEHTOB)

17 |n3bATME M3 Ba3bl JaHHbLIX CBEAEHUIA O 3aHATOCTU BO3BpALLEHHbIX| ogHa 3anucb 0,4
OOKYMEHTOB

O(*)OpMJ'IeHMe NOonCKa 3a0JIXHUKOB Yepes cya:

18 |konupoBaHue dopmynapa uuTatensi; YTOYHEeHWe aBTopa,| OAWH AOKYMEHT 2,7
Ha3BaHUS, WHBEHTAPHOrO0 HOMepa, LeHbl [JOKyMeHTa, He
BO3BPALLEHHOTO B CPOK; MEePEeYUCrieHne  rocrnownuHbl 33
odopMIieHne NCMONTHUTENbHBIX HAAMWUCEN; NepPeCchISika Aena B CyA:

19 [nonyyeHne wn odopmneHne [OOKYMEHTOB U3 HOTapuvanbHOW| OAWH AOKYMEHT 2,7
KOHTOpbI (NpOCTaBneHMe HOMepa pacyeTHOro cyeTa, Homepa
NCMNOMHUTENBHOW HaanmcK)

20 |cocTaBrneHuWe akTa Ha onnaty Yepes Cyf yTepsiHHbIX JOKYMEHTOB OOMWH JOKYMEHT 2,7

I'IpmeM OOKYMEHTOB B3aMeH YTepPAHHbIX:

21 |nouck 4dnMTaTenbCKoro opmyrnsipa; BHeCeHWe COOTBETCTBYOWEN| OAWH AOKYMEHT 5,0
3anucu B dopmynsip, TeTpadb yveTa KHWUI, MPUHATBIX B3aMeH
YTEPSIHHbIX
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22 | npocMOTp OOKYyMEHTa, Npeanaraemoro B3amMeH yTepsAHHOro OAWNH OOKYMEHT 2,0
PaboTta ¢ oTkasamu:
23 |yyeT wn knaccudpukauus  OTKas3oB: OTMETKa Ha  NuUcTke ogHo 1,6
ynTaTenbckoro TpeboBaHUS NPUYNHBI OTKa3a TpeboBaHue
24 |paccTaHoBKa  uuTaTenbCkux  TpeboBaHui B KapToTeke 0o4HO 0,32
"HeyQ0BNEeTBOPEHHbIN cnpoc” TpeboBaHue
25 |aHanua oTKa30B, COCTaBfieHME CBOOKM OTKa3oB B OTpaCreBOM OAWH OTKa3 1,0
paspese (MO npuyMHam oOTka3a WM Mepam UX nuMKBMAAUUN W
npegynpexaeHus)
26 |coctaBneHue OGuGnMorpauyeckoro onuMcaHust Ha LOKYMEHTbI, 0o4HO 2,0
nmetome Hambonbllee YACNO OTKA30B, M nepegava kapToudku B| Gubnuorpadude
OTAEenN KOMMIIEKTOBaHUS Ckoe onuncaHue
1.5.3. BHecTaunoHapHoe obcnyxumBaHue
Tabnuuya 9
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpEMeEHN,
MUH.
1 2 3 4
OpraHusaumst GUBNMOTEYHbIX MYHKTOB, NEpPeaBMKHbIX OMbnMoTek:
1 |3akntodeHune goroBopa mexgy 6ubnvoTekon n opraHusauuven, rae| oawvH LOroBop 270,0
OyOeT oCyLLeCTBNATLCA BHECTALMOHAPHOE O0OCMyXNBaHNE
2 |odopmneHue opmynapa 6GubnMoTeHHOro NyHKTa Oo4vH dhopmynsp 13,5
3 |odopmnenne nanku ¢ JOKyMmeHTamu (goroBopa, 4OBEPEHHOCTM Ha OAHa nanka 13,5
nony4eHne kHur, popmyrnsipa GubIMOTEYHOro NyHKTa, OTYETOB WU
OPYrUX AOKYMEHTOB)
4 |cocTaBneHne cxeMbl pasMelleHnss OUBNMMOTEYHbIX MNYHKTOB Ha oJHa cxema 126,0
TepputTopun ropoga, pamoHa
5 |cocTtaBneHne rpaduka obmeHa [OKYMEHTOB, HaxoAswmxcs B| oauH rpaduk 18,0
OMONMOTEYHbIX MYHKTaX, NepeaBWMKHbIX OMbnnoTekax
6 |cocTaBneHue nnaHa MeToan4ecKomn NMOMOLLIN OJVH nnaH 46,0
61bnmnoTekapsiM-00LEeCTBEHHMUKAM
7 | odopmneHne obbABNEHUS O OHAX U Yacax paboTbl GMBNMOTEYHOrO 0o4HO 12,0
nyHKTa, NnepeaBuXHON bubnmnoTekn obbaABneHne
Moobop KOMMMEKTOB OOKYMEHTOB Ans 6ubnmMoTeyHoro mnyHKTa,
nepeaBmxHON BUBNMOTEKM
Mopbopka KomnnekTa AOKYMEHTOB OAWNH KOMMIEKT
KonnyectBo JOKYMEHTOB B KOMIMIIEKTE:!
8 |10 15,0
KoHcynbTaHTlIntoc
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9 |30 45,0
10 [100 148,5
11 |Bblgavya JOKyMeHTa B OMONMMOTEYHBIN MYHKT; OTMETKa B KHWXHOM| OAMH JOKYMEHT 2,0
dopmynspe gaTtbl Belgauun, HoOMepa nyHKTa
12 |3anucb B cbopmynsipe OGMONMOTEYHOrO MyHKTa [gaThbl Bblgayu| oaHa 3anuchb 1,0
OOKYMEHTOB, KONMMYeCTBa BblgaHHbIX W BO3BpALLEHHbIX B
cTauuoHap JOKYMEHTOB
13 |pacctaHoBKa  KHWXHbIX  QOPMYNSPOB B KapTOTeKy  3a| OAMH KHWXHBIN 04
pasgenuTteneMm curnbl 6MONMOTEYHOro MNyHKTa, NEepeaBUKHON dopmynsp
GubnuoTekn, BHyTpY No andasuTy haMmmnmin asTopos
14 |npvem [OKYMEHTOB K3 OMONMOTEYHOro MyHKTa, NEepeaBUXHOM| OAMH OOKYMEHT 1,6
OubnuoTekn: npocTaBneHWe OTMETKM O TNpPUEME; BIIOXEHUE
dopmynsapa B AOKYMEHT
1.6. O6cnyxmnBaHue no mexbunbnuoreyHomy aboHemeHTy (MBA)
Tabnuua 10
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHusi BpeMeH!,
MWH.
1 2 3 4
O6cnyxnBanue yntatenen 6ubnuotekm no MBA:
1 |peructpauumsa ymtatens, nonssytoweroca MBA OOVH yuTaTenb 1,35
2 |3anonHeHne 6naHka-3akasa, MPOCTaBNEHNE pPErncTpaumoHHOro OAVH 3aKkas 2,2
Homepa, AaTbl
3 |yTO4HeHMe yKa3aHHbIX u4uTaTerniemM CBEeAEHWA O 3aka3aHHOM OAVH 3akas 1,6
OOKyMEeHTe, LUenu 3anpoca, WCTOYHMKA, OTKyda  MOJSyYeHbl
cBefeHusd
Bubnuorpacduyeckas aopaboTtka 3aKkasa; YTOYHEHNE
bmbnuorpadmyecknx cBegeHun:
4 | no crnpaBOYHbIM U34aHUSAM 27,0
5 |npv nomouwn aBTOMaTM3NPOBaHHLIX CPEACTB 0,22
6 |npoBepka HanuumMsa 3anpaliMBaemMoro AOKyMeHTa B OubnuoTtekax| oavH AOKYMEHT 10,2
ropoga, obnactu, permoHa, B TOM YMcre No CBOAHbIM KaTanoram
7 |HanpaBneHne OnaHka-3akaza C MPOCTaBIEHHOW  OTMETKON OAWH 3aKas 0,27
(wtemnenem) "B ropoge HeT" B OTpacneBon, YyHUBepCanbHbIN
LUeHTp unn B 6mbnuoTeky (opraH uWHopmauum) No [aHHbIM
CBOJHbIX KaTanoros
8 |3anuck cBegeHuit 0 HanpaBneHun 3akasa no MBA (HavmeHoBaHue| ofHa 3anucb 1,4
6ubnuoTtekn, gata) Ha 0OOPOTHON CTOPOHe BnaHka 3akasa
9 |nomelieHne bGnaHka-3akasa B "KapToTeky 3anpocoB untarenen no OfHO 0,32
KoHncynbtanTtlnioc
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MBA" 3a pasgenutenb "3anpocbl no MBA, HanpaeneHHole B| TpeboBaHue
apyrvue bubnmortekn"

10 |[npuem gokymeHTa, npucnaHHoro no MBA; BckpbiTve GaHgeponu,| oavH OOKYMEHT 3,8
npoBepka COCTOSIHME [OKYMeHTa, OTMeTKa [AaTbl MNOoNydYeHus u
Ha3BaHua OWONMOTEKM, BbICNaBLIEN [AOKYMEHT, WHBEHTApHOro
HOMepa, CpoKa MOoNb30BaHUS; MepecTaHoBKa OraHka-zakasa u3
pasgena kaptoteku "3anpocel no MBA, HanpaBneHHble B Apyrve
onbnumotekn" B pasgen "lNMony4veHHble no MBA nsgannsa”

11 |u3BelleHMe ynTaTtens 0 NOMyvYeHUU 3anpoLUeHHOro [OKYMeHTa M| OHO U3BeLlleHue 1,35
CpOKe Mosfb30BaHUsS UM

12 |Bblgava uutatento nonyyeHHblx No MBA fOKyMeHTOB B YATanbHOM| OAWH AOKYMEHT 1,0
3ane (B cnyxebHoM nomelwieHnn OMONUOTEKN); CBepKa
BblJABaeMOoro JoKyMeHTa ¢ OriaHKOM-3aka3oM; MpoBepKa Hanmums
CTPaHUL, U COCTOSIHUS AOKYMEHTA; OTMETKa Bblgaun

13 |npvem [OKyMeHTa OT u4uTaTens B 4WTanNbHOM 3ane; cBepka| oguH JOKYMEHT 0,5
OOKYMeHTa C 4acTbito OrnaHka-zakasa, MpoBepKa COXPaHHOCTU
OOKYMEHTa; BHECEHME OTMETKU O MpUeme; NoOMeLLeHMe OOKyMeEHTa
B CcreumarnbHO BblAeneHHoe MeCTO (3aKpbITbhi WKad)

14 |n3Bne4veHue bnaHka-3akasa W3 KapTOTEKW, 3anncCb CBeaeHun ob| OoauH NMCTOK 1,0
oTnpaBke M3gaHus (Ogata, HOMep MNOYTOBOro OTnpaBrneHus);| TpeboBaHusi
nepectaHoBKa nncTKa u3 pasgena "lNonyyeHHsle no MBA nsgaHusa"
B pa3gen "BosBpalleHHasa nutepartypa”

15 |nogrotoBka K oTnpaske OOKYMEHTOB B| oOVH OOKYMEHT 3,6
ombnunoTeky-choHaoaepKaTenb 3akasHoM OaHAeponbl; YynakoBKa
OaHOeponu; B3BeELUMBaHME €e; HaknemBaHue Mapku (ecnu Het
LeHTpann3oBaHHOW oOnnaTbl MNEepechbisikK); HanucaHwe agpeca;
COCTaBIieHME ONnUcK

16 |paborta c oTkazamu OAVH OTKa3 1,03
17 |cooblieHre B oTaen obcnyXuBaHMs O MOJTyYeHUM OTkasa (gara, OJuH oTKas3s 1,35
npuynHa)

O6cnyxnBaHne aboHeHToB No MBA

MNpunem 3akasos.:

18 |npu oTcyTCTBMU HOMepa aboHeHTa Ha bnaHke-3akase nposBepka Mo OAVH OTKa3 1,0
KapToTeke aboHeHTOB, abOHMPYEeTCst NN AaHHas OpraHu3aums

19 |opranmsaumss  aboHupyeTcs: npoctaBneHne  HomMepa  Ha OAMH OTKa3 3,6
GnaHke-3akase; cBepka agpeca, Ha3BaHus opraHu3auuu, dammnum
oTBeTCTBEHHOro no MBA; BHeCeHWe U3MEHEHNI B KapTOYKM

20 | nepBnyHOEe obpalleHne aboHeHTa B TEKYLLEM rOAy: MpOCTaBreHne OAMH OTKa3 3,6
B KapTo4ke roga obpalleHus, aatbl

21 |odopmneHne aboHeHTa (opraHnsauus paHee He aboHupoBanack):| oawH aGoHEeHT 50
npucBoeHne  aboHEHTy  HOMepa;  3amnoflHEHME  KapTOuKu
pernctpaumm aboHeHTa MBA u pasgenutena (dopmynsp);
ykasaHue MOfIHOro HauMeHOoBaHuWsi OGubnuoTekn, NoYTOBOrO
apgpeca, TenedoHa, bamunun, MMeHU, OT4YeCTBa OTBETCTBEHHOIO
nuua, AaTbl OTKPbITUS U HOMepa aboHeHTa
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22 | paccTtaHOBKa perMcTpauuoHHbIX KapTOYeK B KapTOTEKY OflHa KapTouka 0,32

23 |ochopmneHne  u3BeLLeHUd ans aboHeHTa (cTaHpapTHOE | OAHO M3BeELLEHME 1,6
nsselleHne o6 OTKpbITUM aboHemeHTa); 3anpoc HeaoCTakLwmX
CBe,EI,eHI/IVI OnNA KapToTeKM TUNOBbIM MMCbMOM

24 |npoBepka NpaBUITbHOCTHN 3anonHeHna OnaHka-3akasa, OAVH 3,8
3a[0/mKeHHOCTM aboHeHTa, NpocTaBneHne Ha obopoTe 1- yacTu| OGnaHk-3akas
OnaHka-3akasa (CTp. 2) cBoero wtemnens M pAatbl NOMAy4YeHus
3akasa B pyopuke "CnyxebHble oTMeTkM Oubnuotekaps” npwu
BbINOMHEHNM U MEepeHanpaBneHnM 3akasa B CTpPoOKe "panoHa,
ropoga"

25 |nepegaya Ha y4acTok paboTbl C OTKkasamy HenpaBWUIlbHO OfVMH GnaHk 0,43
OCQOPMIIEHHbIX 3aKa3oB (HeT neyatu, noanucu, Hepasbopumeo
OQOpMIIEHHbIE, HE Ha A3blke OpurMHana) W  3aKasoB
aboHeHTOoB-3a40MKHMKOB

26 |wwndpoeka 3aka3oB aboHeHTOB; noabopka OnaHkoB-3aka3oB MO oauH bnaHk 2,7
andaeuTy; NpoBepKa HaNM4Ynsa JOKyMeHTa no karanory

27 |nogrotoBka [OOKYMeHTa K Bblgaye: CBepka [OKyMeHTa C| ogwH JOKyMeHT 1,4
OGraHKOM-3aKa3oM; MNPOBEpKa HanMMyusa CTPaHUL, WM  COCTOSIHUS
OOKYMEHTa; NpocTaBneHne Ha OraHke-3akase (NMMueBOW CTOpPOHe
1-n n 3-n vyactm ctp. 1, 5) WKMPPOB [OOKYMEHTA; yKasaHue
MHBEHTAPHOro HomMmepa, Konn4yecTea AOKYMEHTOB, AaTbl BblAa4u; Ha
0BOPOTHOW CTOPOHE 2-1 YacTu (CTp. 3) MpocTaBneHune LwTemMnens
6ubnmoTekn ¢ Ha3BaHNEM U MOYTOBBLIM aApecoM, yKasaHue Cpoka
BO3BpaTa, BIOXeHue 2-M 4yacTu OnaHka-3akasa B BbldaBaeMbii
OOKYMEHT; MpoCcTaBieHne Homepa 6aHaeponv BHU3Y

28 |nocTaHOBKa 3aKa3a Ha ouvepeflb (B cnydyae 3aHATOCTVM u3daHus),|  oauH 3akas 1,6
aboHEHTY OTNpaBKa U3BeLLeHUs

29 |nepenava u3gaHua Ha KonuvpoBaHWe (Npwu 3aka3e Ha dparMeHT OAWH 3aKas 2,7
N3fgaHusa: cTaTbhs U3 XypHana, cbopHuMka)

30 |oTnpaBka [OKyMeHTOB aboHeHTaM: ynakoBka OGaHgeponu;| oauvH AOKYMEHT 2,5
B3BELLUMBAHWE; HaKNeuBaHWe Mapku; HanucaHue  agpeca;
COCTaBrieHMe Onucu

31 |pacctaHoBka OnaHkoB-3aka3oB (1-A 4acTb) Ha  BbldaHHblE| OAWH AOKYMEHT 0,32
OOKYMEHTbI (BbICNaHHbIE) B KapTOTEKY 06Cny>nBaHnss aboHEHTOB B
pasgen "BbigaHHble no MBA n3gaHusa”

32 |6ubnmorpacdmyeckas  gopaboTka  HEBbIMOJTHEHHbIX  3aKa30B;| OAWH AOKYMEHT 3,2
yTO4YHEeHne OBubnuorpadmyeckmx cBedeHUn N0  CNPaBOYHbIM
n3gaHnam

33 | BbIsSIBNEHWe Hannums 3anpalinBaemMoro AoKyMeHTa B 6MbnuoTtekax| oavH AOKYMEHT 10,2

ropoaa, pervioHa

34 | odbopmnieHne 3akasa kK nepeHanpaBfeHnlo B apyrme ombnuorteku; OAMH 3aKas 2,7
yKasaHue Ha 060poTHONM CTOpoHe 1-1 YacTn GnaHka-3akasa (CTp. 2)
NpuYvHbLI WM gatbl nepeHanpasneHns (wtemnens "Her B
6ubnuoteke, HeT B BMbnMoTekax ropoga..."); OTMETKM O MpPOBEpPKe
Mo CNpaBOYHbIM N34aHUSM, CUIMbl BMbnMoTek-oHJoAepKaTeENEN
no CBOOHOMY KaTanory

35 loTtnpaeka a6OHeHTy n3BelleHna o nepeHanpasrieHnn 3anpoca cloaHo nsBelleHune 1,6
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yKasaHunem 6mbnmoTekn, Kyaa oH oTnpasreH

36

perucTpaums oTkasa B y4yeTHbIX dopmax; oTnpaBka aboHeHTy
OnaHka-3akasa (3-t0 4acTb) B Clly4ae HEBO3MOXHOCTU BbINOSIHEHMS
C OTMETKOWN O NMpUYMHE OTKa3a B COOTBETCTBYIOLLEN pybpuke

O[MH OTKa3

3,6

37

npvemM AOKyMEHTa, BO3BpalleHHOro aboHEeHTOM; MoryyYeHue Ha
noyTte, BCKpbITME GaHOeponu; MpoBepka COCTOSIHUS [OOKYMEHTa;
n3BneyeHne OnaHka-zaka3a W3  KapTOTEKM  OOCNyXMBaHWUA
aboHEHTOB, yKasaHWe Ha HeM [faTbl BO3BpaTa [AOKYMEHTA,
nepectaHoBka ©OnaHka-3akasza B pasgen  "BosBpalleHHas
nuteparypa"

oOVH OOKYMEHT

3,2

38

obecneyeHne KOHTPOIIA 3a CpOKaMn NnoJfib3oBaHNA [OOKYMEHTaMU:
BbldBJl1I€HME OOJTXHUKOB, HanpaBlieHne HanoMuHaHW

OOUH OOKYMEeHT

1,6

BbinonHeHue pabot B AC:

39

dopmmupoBaHme 6a3bl AaHHbIX 00 abOHEeHTax No COOTBETCTBYHOLLEN
dopme, BBOA MHDOPMALMKN O HOBOM abOHEHTE

oAWH aboHeHT

54

40

nouck B 6ase gaHHbIX cBedeHnn 06 aboHMpoBaHWM OpraHusauum;
BHECEHNE N3MEHEHUN

oAWH aboHeHT

3,6

41

BBOA VIH(bOpMaLl,MI/I O Nnpueme 3aKkasoB OT aboHeHTOB

OOWH 3aKa3

0,27

42

BBOA WHOpMauuMu O nepeHanpaBneHun 3akasa,
MPUHTEP U3BELLIEHUS O NepeHanpaBieHn 3akasa

BblBOA Ha

OOWH 3aKa3

1,6

43

BBOA, [OaHHbIX O MOCTAHOBKE 3akasa Ha ouepedb, cooblieHue

aboHeHTy

O[VH 3aKa3

1,6

44

perucTpaums BblgaHHbIX aBOHEHTY [JOKYMEHTOB,
CpoKa Bo3Bpara

npocTasneHve

oOVH OOKYMEHT

2,7

45

yaaneHne n3 MmaccmBa aHHbIX O BO3BpalWleHHOM JOKYyMEHTe

OOVH JOKYMEHT

0,16

46

obecneyeHre KOHTPOrS 3a CpoKkamun Bo3BpaTa AOKYMEHTa: NMOUCK U
0T6Op AaHHbIX B NAMSTV MaLLWHbLI O 33J0MMKHMUKAX; BblBOL, HYXHOW
MHOpMAUMM Ha MPUHTEpP; pacrneyaTtka CrAMCKOB C  yKasaHWeM
agpeca aboHeHTa

OAWH aboHEeHT

2,7

1.7. MaccoBas paboTta

Tabnuua 11

n/n

HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl

Eannunua
n3mepeHnst

Hopma
BPEMEHMN,
MUH.

2

4

MoaroToBKa MacCcoOBbIX MEPOMNPUATUIA

OnpepeneHve Tembl, COCTaBa ayauToOpvMM, OTBETCTBEHHOTO 3a
MeponpusTMe B LENOM; COCTaBfeHWe MnnaHa  MnogroTOBKY
MEpONpUSATUS,, BOMPOCOB  Ans  obCyXAeHusi;  npurnaileHue
KOHCYNbTaHTOB, IEKTOPOB; noabopka [JOKYMEHTOB MO Teme
MEPONPUATUS; OpraHu3auMsi BbICTaBKM NUTepaTypbl, anbboMOB;

0fHO
MeponpusiTue
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onoBsellleHne 4uTaTenen O  MeponpusaTun  4Yepes  adumwn,
nybnukauum B nevyatu, MO paguvo, TEeNneBUAEHWIO; BbiSIBNEHME
BbICTYMalLWMX; neyatb W pacrnpocTpaHeHne npurnacuTenbHbIX
OGuneToB; MOArOTOBKAa MOMELLEHWs; MpoBedeHNe COBeLUaHWs Mo
nToram MOArOTOBKM W MPOBEAEHUS MeponpusaTus, odopmreHne
npoTokona:

1 |unTatennbckas KoOHdepeHuus 4900,0

2 |nuTepaTypHO-XyOOXECTBEHHbIV BeYep, BeYep OTPacrneBON KHUMW, 3340,0
avenyTt

BeYep BOMPOCOB U OTBETOB, YCTHbIN XypHar 2600,0

kny6 no nHTtepecam 2600,0

OEeTCKNA YTPEHHUK 3900,0

o |J]on |~ | W

BUKTOPWHA, KOHKYPC, Urpa-nyteLuecTame 3900,0

Opl'aHI/I3aLI,VIF| KHWXHbIX BbICTABOK

CocTaBneHve nnaHa opraHvM3auMM W nNpoBeAeHUsl BbICTaBKY;
BbISIBIEHNE U OTOOP JOKYMEHTOB; MOArOTOBKa COMPOBOAMTENLHOMN
AOKYMEHTaLMM K BbiCTaBKe; CO34aHNe XyOOXECTBEHHOIO MPOEKTa;
MOHTa)X BbICTaBKM; oOpraHu3aumsi MHOPMaLMOHHO-PEKNaMHON
paboTbl MO NonynspM3auun BbICTaBkK; NOABEAEHME UTOTOB paboThbl

TemaTnyeckme BbICTaBKM  00LLEOMONMOTEYHOIO Macwitaba,| ogHa BbiCTaBKa
opraHusyemble Ha ooHaax Gnbnumorteku

KonnyecTtBo aKcnoHaToB:

7 |1-50 560,0

8 |51-100 1120,0

9 |101-200 2240,0

BbicTaBkn no onpep,eneHHoﬁ oTpacnu 3HaHUA wUnNnM  Teme,
OopraHusyemble:

Ha doHae BubnuoTtekn O/iHa BbICTaBKa

KonnyecTtBo 3KCNOHATOB:

10 |1-50 310,0

11 151 -100 940,0

12 1101 - 200 1920,0

Ha doHAe oTaena O[lHa BbICTaBKa

KonnyecTtBo 3KCnoHaTOB:

13 11-25 180,0

14 126 - 50 360,0
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15 151 -100 720,0

BbiCcTaBKKM, MOCBSILLEHHbIE XWU3HW WU OEATENbHOCTU BblAalOWMXCH| OAHa BbiCTaBKa
nogen

KonnyecTtBo aKkcnoHaToB:

16 [1-10 47,0

17 (11-25 110,0

18 26 - 50 210,0
BbicTaBkM Ha norkax crennaxem o[Ha BbICTaBKa

KonnyecTBO 9KCNOHATOB:

19 (1-5 25,0
20 |[6-10 44,0
BbicTaBKM HOBbIX NOCTYMNEHWUIA ofHa BbICTaBka

KonnyecTtBo aKcnoHaToB:

21 [1-25 40,0
22 |26 - 50 72,0
23 |51-100 160,0

Peknama 6ubnvoTeku; pa60Ta no npuBre4vYeHnto ynTaTenen:

24 |nogroTtoBka peknamHoro coobuieHuss B neyatb, NO paguo, oAHa 420,0
TenesuaeHuno o paboTte onbnmnoTeku, ocobeHHocTax| nybnukaums,

hYHKLMOHMPOBAHUS pasfMYHbIX MogpasaeneHnin, HomeHknatype|ogHo coobLieHne
ycnyr, npegoctaBnsieMbix 61GnmoTekon

25 |nogroTtoBka nnakarta o geatrenbHocTn 6ubnunotekn (BbiGOp Tembl,| oauH nnakat 210,0
onpegeneHue cogepxaHusa n ¢opMbl, caaya B nevatb)

26 |opraHusaumus 9KcKypcuu; npuveMm U odopmneHne  3asBKuW,| ogHa 3KCKypcus 52,0
YTOYHEHNE TeMbI 3KCKYPCUIN N COCTaBa 3KCKYpCaHTOB

BbisiBrnenve noTeHunanbHbIX notpeburtenen
BUBNMOTEYHO-MHDOPMALMOHHBIX YCRyr BubnuoTeku:

27 |npocMoTp npecchbl OOVH JOKYMEHT 6,8

28 | npocMOTp U aHann3 AOKYMEHTOB KOHKYPUPYIOLLMX (oMpM OOWNH OOKYMEHT 52,0

29 |BegeHve KapToTekn NOTPebUTENBLCKOro phiHKa OflHa KapTouyka 1,3

30 |BcTpeuu c pykoBoguTenamu pupmM, opraHmsauun, npeanpuaTumn OAHO 210,0
Meponpusitue

31 | cbop n nogroToBka matepuanos Ans MH(POPMAUUOHHbIX OykneToB| oauH Gyknet 7680,0

(06wmx, No oTAENbHOMY MPOEKTY)

32 | paspaboTka Am3sanHa u makeTa MHOPMAaLMOHHBLIX OyKNeToB ofuH BykneT 14400,0
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33 |obecneveHne KOHTPONS KayecTBa rOTOBbIX WMHAPOPMAaLMOHHBLIX| oauH BykneT 20,0
GykneToB
34 | nogGop cyBeHUPHOW NPOAYyKLUMMK OfHO 1440,0
mMeponpusaTue
35 |nogroToBKa pasgaToudHbIX MaTtepmanoB MEPONPUATUS OAHO 480,0
mMeponpusaTue

Mpumevanne:

- BpEMSI OpraHM3aLmm BbICTaBOK NUTepaTypbl, NPOBEAEHNE MACCOBbIX MEPONPUSITUIA U SKCKYPCUIN B HOPMY
BPEMEHU He BXOOWT;

- K HOpMamMm BpeMEHU MNMPUMEHAKTCA MNoBbillawLne KOSde)VILI,VIeHTbIZ

npn opraHnsauyum Bbl€3HON

BbICTaBKM - 1,1; NP1 3KCMOHUPOBAHWM Ha BbICTaBKE NMTEpPaTypbl HA MHOCTPaHHbIX A3blkax - 1,6, npu paboTe ¢
JOKyMeHTaMu Ha a3blkax Asum n Adpuku - 2,0.

1.8. CnpaBo4Has 1 uHdopmaumoHHas paboTa

Tabnuua 12
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mMepeHnst BPEMEHMN,
MUH.
1 2 3 4
Y4yeT noCTYyNMBLUMX BTOPUYHBIX AOKYMEHTOB (KapTo4ek)
CyMMmapHbI y4eT KapTOYEK B XXypHare nocTynneHni n BolbbiTust B|  ogHa napTtus
perncTpaumMoHHbIX KapToTekax
Yrcno nocTynmBLUNX KapTOYEK:
1 11-110 19,0
2 [111-220 63,0
3 |221-600 160,0
4 |BbisSIBNEHME HEBLINOMHEHHbIX 3aKa30B; COCTaBIieHME 3asiBKM Ha OAVH 3akas3 4,5
HEBLIMONHEHHbLIE 3aKasbl
OpraHusaumsi cnpaBovHo-6ubnuorpadmyeckoro annapata (CBA)
MpocmoTp M OTOOP OOKYMEHTOB M3 TEKYLIMX MOCTYMNEHUA ans
BkntoveHns B CBA, B ToM uncne kpaeBegyeckuii katanor:
5 |kHura oJHa KHura 3,2
6 |cbopHuk oJHa ctaTbsl 2,7
7 |XypHan ofHa ctaTbsi 2,7
8 |raseta oHa ctaTbsi 1,6
9 |6ubnuorpaduyeckoe nocobune o[Ha 3anuncb 0,5
10 [ neTonucb KHWXHbIX, XYPHarbHbIX 1 ra3eTHbIX cTaTen ofHa 3anuncb 0,83
KoHncynbtanTtlnioc
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11 | NPUKHWXKHBIA BUBNUorpadmyYecKmin CNMcok ofjHa 3anuchb 0,5

CocraBneHne onbnunorpadguyeckon sanncu OfHa 3anucb

KonuyecTtBo anemeHToB 6Gubnmorpadmyeckoit 3anmcu:

12 |1-4 3,2
13 |15-6 0,5
14 |7-9 6,0
CocTtaBneHve aHHOTaUUW, W3ydYeHWe [OKyMeHTa, HanucaHue| ogHa aHHoTauwms
TeKcTa:
15 |aHHOTMpPOBaHME KHUT 260,0
16 |aHHOTUpOBaHWe cTaTemn 156,0
17 |aHanuTnyeckass pPOCNUCb  XKYpPHamnbHbIX, ra3eTHbIX  CcTaTen,| OAWH LOKYMEHT 3,8

cbopHMKoB, OubNMorpaduyeckmx Mocoduin: 03HAKOMIEHNE C
coaepxaHMeMm U3gaHus; CocTaBfieHne aHanUTUYECKO pocnucu

MpocMOTp  NOCTYMMBLUMX  MHAOPMALMOHHBIX (BTOPUYHBIX)
OOKYMEHTOB U X oTOop Ansa BkmnoyeHuss B CBA (nepBuyHbIN
oTbop)

MpocMoTp MHPOPMALIMOHHOIO U30aHUA (B TOM YMCHEe KapTouvku) u| ogHa kapTouka
oTOOp M3 HUX [JOKyMeHTOoB ana BkmodeHus B CBA;
cucTemMaTmMsaumsi KapTodek Mo TunaMm KaTanoroB W KapTOTEKk;
npoBepka MHAEKCOB; pacCTaHOBKA KapTOYKM

Yuncno KapTo4ek:

18 11-10 18,0
19 111 -100 165,0
20 (101 -300 490,0

MpocmoTp mn otbop kaptoyek B CBA c uenbio m3baATUS Unu
nepemeLLeHns (BTOPUYHLIN 0TOOP):

21 |n3baTME M3 KaTanoroB W KapTOTEeK KapTodeKk Ha [OKYMEHTbl,| OoaHa kapToyka 1,5
CNUcaHHble u3 doHAaa; npocMoTp KpaeBeayeckux,
6ubnuorpaduyeckmx 1 dakrorpadmnyecknux KapToTek, U3baTHe u3
HAX KapTOYeK Ha [JOKYMEeHTbl, MNOoTepsiBlUME  LEHHOCTb,
nepeBefeHNe KapToueKk B apXvBHble KapTOTEKU (YHUUTOXeHue);
BHECEHME OTMEeTKM B >XypHane ydyeTa W PperncrpauuvoHHON
KapToTeke

OpraHusaums reHepanbsHoro cuctemaTtundeckoro kartanora (ICK):

22 |npocMoTp M oTbop pokymeHToB Anst BkmoveHuss B [CK;| oguH gokymeHT 2,7
odopMIieHMe KapTodek

23 |HanuncaHue n paccTaHoBKa pasgenutenst O4MH 1,7
pasgenurenb

Pepaktnpoanune 'CK:
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24 |wnckntodeHne n3 CK kapTtodek Ha OOKYMEHTbl, yCTapeBLUMX WUNu| oaHa kapToyka 1,5
HenpogUnbHbIX, NEpeBeAEHNE X B apXMBHYKO 4YacTb (M3bSATHE);
JeTtanusauus pasgenos
25 | HanuncaHwne HOBbIX pasgenuTenemn OOVH 1,4
pasgenurens
OpraHusaunsa kKapToTeKM NEPCOHANNA:
26 |onpegeneHne n cocTaBreHNe NepeYHs nyL, CBeAEHNS O KOTOPbIX| OOWH AOKYMEHT 1,5
OTpaXkalTcs B KAPTOTEKE; NPOCMOTP MH(OPMAUMOHHBIX W3AaHUNA,
NepPBUYHbBIX OOKYMEHTOB; OTOOP AOKYMEHTOB sl BK/OYEHMSI B
KapTOTeky
27 | TexHudeckass u copepxaTternbHasi ob6paboTka [AOKYMEHTOB ANisi| OAWH AOKYMEHT 2,7
BKIMIOYEHNS B KaApTOTEKY; pacCTaHOBKa KapTodek no andasuty
hamunuit aBTOpoB U N0 BUAAM AOKYMEHTOB
28 |HanncaHue 1 paccTaHoBKa pasgenutenen OOVH 1,4
pasgenuvrens
Opranusaums daktorpadguyeckon kaptotekn (OK):
29 |onpegeneHne npegmeTa, 0ObekTa M OCHOBHbIX MPU3HAaKOB [Ansi| OouH AOKYMEHT 2,7
oTpaxeHus B ®K; NpocMoOTp JOKYMEHTOB M OTOOP ANst BKMYEHUS
B K, 3aHeceHne OTOOpaHHbIX CBEAEHWA  Ha  KapTbl
MHOPMALIMOHHOIO MaccuBa C BHECEHMEM COOTBETCTBYHOLLUX
OTMETOK B MOUCKOBbIN MaccuB akTorpadduyeckon KapToTeku
30 |pepaktnposaHne @®K; npoBepka NpaBUMbHOCTU  BHECEHUS| OAWH JOKYMEHT 1,6
CBELEHUN N yKaszaHuin 06 UCTOYHMKaX MHdopMaLn
31 |HanncaHue 1 paccTaHoBKa pasgenutenen OOVH 1,4
pasgenvrenb
OpraHusauunsa TeMaTuyecknx nanok ra3eTHbIX BbIPE30K:
32 | nIpoCcMOTp ra3eTHbIX BbIPE30K, CucTeMaTnsaums nx OfiHa BbIpeska 2,5
33 |oopmneHne BbIPE3OK AN XpaHEHUs B TeMaTU4YecKMx nankax;| ofHa Bbipeska 3,2
KpaTKOe OMMcaHne UCTOYHUKA, HaKIenBaHne Ha KapTOYKM
1.8.1. CnpaBo4Ho-6ubnuorpadmyeckoe obcnyxmBaHune
Tabnuua 13
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHusi BPEMEHM!,
MWH.
1 2 3 4
Mpnem Gnbnuorpadunyeckmnx 3anpocos:
1 |npvem Bubnmorpadmyeckoro aanpoca; yTo4HeHMe TeMbI, LENEBOro|  OAWH 3anpoc 0,43
N YMTaTENbCKOro Ha3Ha4YeHUS, MOJSTHOTbI UCTOYHWUKOB, TUMOB, BUOOB
N XPOHOSOTMYECKMX PAMOK 3arnpoCcoB
BbinonHeHue cnpaBok
KoHncynbtanTtlnioc
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BbinonHeHne TeMaTnyecKkon cnpaBku; NOUCK 1 oT6op AOKYMEHTOB;| ofgHa cnpaBka
cocTaBreHue bubnuorpadunyeckoro onMcaHus
[MMCbMEHHO; KONMYECTBO NCTOYHMKOB!

2 1 3,0

3 12-5 15,0

4 [6-10 30,0
YCTHO; KONNYECTBO UCTOYHUKOB:

5 |1 20
BbinonHeHue agpecHo-bubnmorpaduyeckomn crnpaBkKu;

YCTaHOBMEHUE Hanmunus Unn Mecta HaxoXOeHWs OOKYMEHTa unm
ero 4yactu B poHae bnbnmoteku
[MMCbMEHHO; KONMYECTBO NCTOYHMKOB!

6 |1 2,0

7 12-5 12,0

8 |16-10 24,0
YCTHO; KONNYECTBO UCTOYHUKOB:

9 |1 1,5
BbinonHeHne  yTouHslowen — Gubnuorpadudeckorn  cnpaeku,| ogHa cnpaska
yCcTaHaBnvBsatoLen n (nnm) YTOYHSAOLLEN 3NEeMEeHTHI
6ubnuorpacmyeckoro OnuMcaHws, KOTopble OTCYTCTBYIOT  WIK
NCKaXxeHbl B 3anpoce YntaTenst
[MMCbMEHHO; KONMYECTBO MCTOYHMKOB!

10 |1 2,7

11 12-5 14,0

12 16-10 27,0
YCTHO; KONNYECTBO UCTOYHMKOB:

13 |1 1,6
BbinonHeHne dakTorpadumyeckon cnpasku, YCTaHaBnuBalowen| ofgHa crnpaska
KOHKpETHble CBEAEHUs O TeX WIU MWHbIX OObekTax, COObITUSX,
npoueccax, gatax
[MMCbMEHHO; KONMYECTBO MCTOYHMKOB!

14 |1 2,7

15 12-5 13,5

16 |6-10 2,7
YCTHO; KONNYECTBO UCTOYHUKOB:
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17

1

1,6

KoHcynbTauus y cnpaBoYHO-O0Mbnmnorpadguyeckoro annapara:

18

npoeeageHne Oeceabl 0 co3gaHMM U UCMONb30BaHUM cnpaBo4yHOro
annaparta, no MeToauke 6M6nmorpa¢)mqe0|<oro NOnCKa

ofHa
KOHCYNbTaumst

4,2

BeneHne (*)OHD,a BbIMOJIHEHHbIX CMNPaBOK:

19

oTOop cnpaBku Anga oHaa, pasnoxeHue No nankam (KOHBepTam);
odopmreHme crnpasku

ofHa cripaBka

4,2

20

COCTaBJieHMe KapTo4ykn Ona apxumBa, YyKa3aHune nopaakoBoro
HOMepa, TeMbI, AaTbl BblAa4yn; MOCTAHOBKA KAaPTOYKM B KaPTOTEKY
apxuea BbIMNOJIHEHHbIX CNPaBOK

0/IHa KapTouKa

2,7

Pa6oTbl B pexume AC:

21

dopmupoBaHne [CK; BBOog B 6asy Q[aHHbIX aHanMTUYECKOW
POCMMCU ra3eTHO->XypHarbHbIX cTaTen, COOPHUKOB

OHa KapTo4kKa

2,0

22

nouck n oTbop Grubnmorpaduyecknx 3anncem No ycrioBUam

0flHa KapTouka

2,7

23

BbIBOA Ha 3KpaH Bubnuorpadmyeckon 3anmcm unu otaenbHbIX U3
Hee cBeAeHWI; pacneyvaTka

ofHa KapTouka

1,6

1.8.2. bubnuorpaduyeckoe nHpopMmpoBaHmne

Tabnuua 14

n/n

HanmeHoBaHue npouecca, onepauun. CocraB paGOTbI

EgvHunua
n3mepeHunsi

Hopma
BPEMEHM!,
MWH.

2

4

BbisBrneHne UHGOpMaLMOHHBIX
METOAOM aHKETUPOBAHUS:

noTpebHoOCTElN ChneuManucToB

onpegeneHne  KOHTUHreHTa  notpebutenen nHopmauuu;
pa3paboTka 3asBOK And  onpegeneHuss  UHAMOPMALMOHHbIX
notpebHoCTEN (3anNpoCoB); pacchifika (pacnpoCTpaHeHMe) 3asBOK;
obpaboTka MoOMy4YeHHbIX 3asBOK; COCTaBrneHune Ha 6Gase
MOMyYEHHbIX [aHHbIX KapTOTEKUW KOHTMHIeHTa notpebutenen
NHGOopMaLMM U NX NHEPOPMALIMOHHBLIX NOTpebHOCTEN (3anpocoB)

OAVH
notpebuTtenb

34,0

BbisiBneHue VIH(bOpMaU,I/IOHHbIX I'IOTpe6HOCTel7I cneunarninctoB Ha
OCHOBE aHarnmusa nmnaHoBO-0TYETHON OOKyMeHTauunu:

oT6Op, U3yyeHne, aHann3 OTYETHbIX OOKYMEHTOB; hopMUpoBaHue
TEMaTVKM CNPaBOYHO-MHIOPMALMOHHOTO OBCNYXMBAHUS B pa3HbIX
pexumax

OJVH OTYETHbIN
OOKYMEHT

24,0

pacrnpefeneHne TeMaTuyeckux  pybpuk
notpebHocTeld No  noAapasgerneHusiM,
CMpaBOYHO-MHGOPMaLMOHHOM 0BCHYKMBAHNUM

MHPOPMAaLIMOHHBIX
y4YacTBYOLLUM B

ofHa pybpuka

2,7

3akntoyeHne ¢ aboHeHTamu [orosopa Ha
obcnyxuBaHue:

nHopMaLMoHHOe
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4 |aHann3 pgaHHbIX O  3auMHTepecoBaHHOCTM  aboHeHTOB  B| OAWH AOrOBOP 2300,0
NHOPMALMOHHOM OBCHYXUBaHUM U pexumax u3bupaTtenbHoro
pacrnpoCTpaHeHnsl U PeTPOCMEKTMBHOIO MOMCKA; 3akMioveHue U
nepecmoTp AoroBopa

dopmupoBaHme cetu abOHEHTOB CUCTEMbI M3OUpaTENbHOro
pacnpocTpaHeHus uHgpopmauum (MPW):

5 |onpegeneHune KOHTUHreHTa aboHeHToB cucTtembl UPW; BbisBneHne| oawH aBoHeHT 34,0
TUMOBbLIX W WHAMBMAYaANbHbIX 3anpocoB abOHEHTOB; W3yyeHue,
knaccudmkauusi, UHAeKcMpoBaHve 3anpocoB; BBEAEHUE AaHHbIX O
3anpocax B aApecHylo KapToTeky

MNopgroTtoBka curHanbHOro onoseLleHust B cucteme VIPU

BbisBneHve, npocmMoTp M oTGop MaTtepuanoB U3  TEKyLUMX OAHO
MOCTyNneHuin; pacnpedeneHne oToOpaHHbIX MaTepuanoB u3| onoselleHve
TEKYLLMX NOCTYNNEHWI No aboHeHTaMm

KonnyectBO NPpOCMOTPEHHBIX JOKYMEHTOB:

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

MoaroToBka NogbOpPOK CUrHanNbHbIX onoBeLeHnn B cucteme MIPA

3anonHeHne OnaHka-3akasa Ha TUpaXxunposaHue; perncrTpayuto OAHO
NoCTynnBLUNX KOMNWA, NpoBEPKA MUX KayeCTBa U IK3EMIMIIAPHOCTU; onoselujeHune
3anoJyiHeHune COﬂpOBO,L'J,I/ITGJ'IbHOVI OOKyMeHTauunn

KonunyecTtBo 3anpocos:

9 [1-2 14,0
10 |13-4 17,0
11 15-7 21,0
12 18-10 25,0

MpocMoTp 1 oTOGOp AOKYMeHTOB Ans BBoda B AC

MpocMoTp mMaccmBa NOCTYNUBLUMX AOKYMEHTOB; OT6Op AOKYMEHTOB| oavH OOKYMEHT
COOTBETCTBYHOLLEN TeMaTUKN 1 BBedeHue B 6a3y aaHHbIX AC

OT60p NepBUYHbLIX JOKYMEHTOB:

13 11-50 290,0

OT60op BTOPUYHBIX JOKYMEHTOB:

14 |1-50 110,0

15 |nogroToBKka KapTOYKM Anga padounx kaptotek IPU OJHO onuncaHue 2,7

16 |nogroToBka TpadapeToB ¢ kapTodkamu IPU ons TupaxnpoBaHna | oawH TpadapeTt 1,4
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KoppekTupoBka BbIXoAHbIX Tabynarpamm:

17 |ocHoBHOM psAa 0oJHa 3anucb 2,7

18 |BcnomoraTenbHbIN yKasaTenb oJHa 3anucb 1,6

19 |pepakTpoBaHue BbIXOAHbLIX TabynarpamMm 1 odopmneHve| oaHa 3anuch 4,2
OOKYMEHTOB

20 |paspeska, pacnevaTtka NogbOpPOK Ha OTAENbHbIE OMMUCAHMUSA OLHO OnuncaHue 1,6

KoppektupoBka cuctembl MIPU no pesynbtatam aHanusa kapT
obpaTHon cBs3Mn

O6paboTka 1 aHanua3 kapTbl O0BpaTHOM CBA3W; BHeECEeHWe OLeHKM| oaHa kapTa
CUrHamnbHOro  OMOBeLLEeHUss B Y4YeTHyl KapTy aboHeHTa;
KOPPEKTUPOBKa CUCTEMbI HAa OCHOBE aHanuaa kapT obpaTHOW CBS3M

Konnuyectso KapT:

21 (1-7 70,0
22 |8-10 75,0
23 [11-15 80,0
24 116 -20 85,0

Bblgaya JOKYMEHTOR MO 3anpocy:

25 |BbisiBNeHMe u oOTOOP [OOKYMEHTOB (M3gaHuWsl) Mo 3anpocy B| OOWH AOKYMEHT 1,4
crpaBoYHO-MHGOPMaLMOHHOM  ¢oHae, odopMneHne Bblaayn
OOKYMEHTOB B YCTaHOBIIEHHOM MopsiaKe

"pynnoBoe 6ubnuorpaduyeckoe MHPOPMUPOBAHNE:

26 | bopmupoBaHue cocTasa rpynnbl aboHeHTOB OOWH aboHeHT 720,0

27 | yTOYHEHME TeMbI, COrflacoBaHne UCTOYHMKOB MHGOOpPMaLuK, BUAOB oJHa Tema 3,6
OOKYMEHTOB

28 | cocTaBneHne permcTpaumoHHON KapToYKm OfHa KapTouyka 1,6

Monbopka [OOKYMEHTOB AnA  MHdOpMauuu, cocTaBreHue u| ogHa KapTodka
HanvMcaHue OroBeLLeHUs; OTNpaBka OMOBELleHUs; 3anucb B
KapTOYKM MHDOPMaLMK; aHanm3 KapTbl 06paTHOM CBSA3U

MCcbMEHHO; KONNYECTBO N3OAHUN:

29 [1-5 12,0

30 [6-10 24,0

YCTHO; KONNMYECTBO U34aHUN:

31 [1-5 12,0

OnepaTrBHOE NHbOPMUPOBAHME MO 3anpocy:

32 |chopmupoBaHme ceT abGOHEHTOB, BbISIBIIEHWE TUMOBbIX U| OAMH aBGOHEHT 4,4
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NMHAMBKUOYanbHbLIX 3aNpPocoB noTpebutenen

33

n3yyeHune, KraccudvKkaums 3anpocoB; BBEAEHWE AaHHbIX O
3anpocax B afpecHyto KapToTeky

O[VH 3anpoc

6,3

HanucaHve 0630poB 1 cripaBok

BoisiBneHve ©  0oTGOp MCTOYHMKOB; 06paBoTka W aHanus
0TOGpaHHbIX [OKYMEHTOB; HanucaHue TekcTa oG3opa (cnpasku);
noAroToBKa PYKOMUCK K neyaTtu

OIMH aBTOPCKUI

(aBT.) nuct

O630p (cnpaeka) N0 NEPBUYHBLIM MCTOYHUKAM:

34

Ha PYCCKOM Si3blke

5400,0

35

Ha NHOCTPaHHOM A3blke

7200,0

36

0630p (cnpaeka) Mo BTOPUYHLIM MCTOYHUKaM

4100,0

OpraHusaumss 1 npoBedeHne  YCTHbIX  Bubnunorpaduyeckmx
0630pOB HOBbLIX MOCTYNNEHUN

OT0O0p HOBBLIX MOCTYMNMIEHNA MO 3apaHee OOBSBMEHHOW TemaTtuke;
cucTeMaTMsaums UCTOMHWKOB MO TeEMam, MPOCMOTP M aHanua
OOKyMeHTOB; nogbopka 6ubnvorpadmnyecknx OnucaHwun, KpaTkmx
aHHOTauui, pedepaToB Ha OTOOpPaHHblE WMCTOYHWMKW; MOArOTOBKA
pykonucu 6ubnuorpadguyeckoro ob3opa

oauH 0630p

KonnyectBo NpOCMOTPEHHBIX U OTOOPaHHbBIX JOKYMEHTOB:

37

1-10

400,0

38

11-25

450,0

39

26 -55

500,0

40

56 - 140

600,0

MoaroToBka GronneTeHst HoOBbIX HOCTynﬂeHMVI

YTouHeHne (onpeaeneHve) TemMaTU4eCcKMX rpaHuL Moucka U
oTbopa [OOKyMeHTOB; co3gaHue pybpukatopa  GronneTeHs;
BbISIBIIEHNE W OTOOpP [OKYMEHTOB B MacCMBe  TeKyLux
MOCTYMMEHNA WMCTOYHMKOB WHpopmauun; nogbopka aHHOTauun,
pedepaToB, UX cuctemaTusaums

oJHa OronneteHb

Konnuyectso 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

OpraHunsauus n nposegeHune "OHs nHdopmaumm™
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46

onpeneneHne TeMbI; COCTaBINEHWE NnaHa NPOBEAEHUS; BbISIBNEHNE
M OocTaBka AOKYMEHTOB M3 COOTBETCTBYIOLLMX MNOApa3fAeneHui
GUBnunoTekn; MPOCMOTP M OTOOP AOKYMEHTOB; NpurnaiieHue
CreumanncToB-KOHCYNbTaHTOB; NOATOTOBKA BbICTaBKV NUTEpaTypbl;
OMNoBELLEHNE 3aNHTEPECOBAHHbLIX OpraHv3auuii U CrneumanvcToB;
opopMIIEHME  BBLICTABKW; HanucaHue KpaTKUxX  aHHOTaLUWiA;
opraHuMsauma cbopa 3asiBOK Ha [OOKYMEHTbl, WX Bbldaua,
KOHCYyNbTUpOBaHWe, [AOeXypcTBo OubnuorpacdoB; npoBeaeHue
aHanMsa MeponpusaTUs

ofHo
MeponpusaTue

640,0

OpraHusauus u nogrotoska "[OHs 6ubnuorpaduun", "OHa nocobusa":

47

YTOYHEHNe  TeMbl;
BbICTaBKMU-NPOCMOTPA;
KOHCynbTauMu; COCTaBfieHMe U HanucaHve  ObbsABneHus;
COCTaBMEeHWe W HanucaHwe npurnacuTenbHblX — NUCeM, KX
pacchbifka; npurnawieHMe 3aMHTepecoBaHHbIX NUL MO pagmo, Mo
TenedoHy, IMYHO

cocTaBrneHue
noaroToBka

nnaxa;
0630pa;

odopmneHme
noaroToBka

0fHO
MeponpusiTue

1940,0

OpraHunsauus n nposegeHune "[Ha cneynanmcra”

Onpepenenune Tembl "OHA cneumanucta" ¢ 3aMHTEPECOBAHHbIMU
opraHusaumsamMm, opMbl NpoBeAeHNs (CTauMoHapHas, Bble3gHasi),
OTBETCTBEHHOIO 3@ MeponpusaTue B LENoM; COCTaBfeHue MnnaHa
MeponpusaTusl, NporpaMmmbl NMoucka M oTbopa WMHEOPMALIMOHHBLIX
MaTepuasnoB; NOArOTOBKA OTKPbITbIX MPOCMOTPOB U TeMaTUYECKUX
BbICTABOK NnuTepaTtypbl MO crneuunaneHocTh, dubnuorpadunyeckme
0630pbl; 3aka3 nekuum, KMHO(PUMbMa; onoselleHne
3aUHTEPEeCOBaHHbIX  OpraHuMsauun; odgopMreHne  BbICTaBKY;
opraHmsaums Aexypcrea 6ubnuorpados,
KOHCYNbTaHTOB-CMeLManucToB; obecneyeHne BbiAa4n uU3gaHWN
NN MX KOMWA BO BPEMS MEPOMNPUATUS WM  HEMOCPEACTBEHHO
nocre Hero; AeMOHCTpauus BbICTaBKW; aHann3 pesynbtatoB "[dHA
cneuwanmcra”

0fHO
MeponpusiTue

Yuncno ConyTCTBYHOLLMX Meporn pVIFlTVIVIZ

48

1-2

1940,0

49

3-4

2600,0

50

5-6

3500,0

51

7-8

4600,0

MpumevaHue: Bpemsi nposeneHus "[dHa uHdbopmaumn”, "OHa cneumanucta”, "OHA 6ubnuorpadpun” B
HOPMY BPEMEHMW HE BXOOUT.

1.8.3. VIHdbopmaumoHHas paboTta

Tabnuua 15
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHusi BPEMEHM!,
MWH.
1 2 3 4
MoaroTtoBka nonynsipHeix Gubnuorpaduyeckmx nocobui
KoHncynbtanTtlnioc
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Boibop Tembl nocobus; BbiSABNEHWE W OTOOP [OOKYMEHTOB,
dhopmMrpoBaHue pasfenoB NOCobusl; aHHOTUPOBaHNE [OKYMEHTOB;
nogbopka  paktorpachmdeckoro  mMaTepuana,  WICTpauui;
HanucaHune TEeKCTa; COCTaBfieHME BCMOMOraTesnbHbIX yKasaTenew;
KOHCyMnbTauMM y CNeumanucToB Ha pasfnuyHbiX 3Tanax paboTwl;
obcyxgeHne pykonucu Ha 3acegaHum  Hay4HO-MeTOAMYECKOro
(pepakumoHHOro) coeeTa; gopaboTka pykonmMcu MO 3aMeyvaHusiM;
chaya pyKonucu B nevatb:

1 |coctaBneHne nonynspHoro OGubnuorpaduyeckoro ykasatens,| oAwWH aBT. nUCT 13500,0
nyrteBoanTend, cnpaBo4HUKa

2 |nopgrotoBka KOMMEHTapues, npumMmeYyaHui| oguH aBT. NNCT 5400,0
nonynspHO-NpOCBETUTENBHOrO  XapakTtepa, He  Tpebyrowmx
cneynanbHbIX VICCJ'Ie,EI,OBaHVII7I

3 |noaroTtoBka KOMMEHTapues, npumMmeyaHui| oguH aBT. NNCT 10800,0
Hay4HO-UCCNeaoBaTenbLCKOro Xxapakrepa

MopgroToBka PETPOCNEKTUBHBIX Hay4YHO-BCMOMOraTesbHbIX
ombnuorpadunyecknx ykasaTenen:

4 |BbIOOP Tembl; co3gaHMe aBTOPCKOro KONnekTuBa; paspaboTkal oAwuH aBT. NUCT 9720,0
WHCTPYKTUBHO-METOANYECKME MaTepuasnoB; BbisBIieHNMe M oTbop
OOKYMEeHTOB; pabota Hag ©Oubnumorpaduyeckon  3anuchblo;
aHHOTUpOBaHKe; Gubnuorpaduyeckas rpynnMpoBKa; COCTaBreHWe
BCrioMoraTterbHbIX yka3aTtenemn; obCyxaeHme pykonucu ykasaTens
Ha 3acefjaHuM Hay4YHO-MEeTOAMYECKOro (pedakuMOHHOro) CoBeTa;
gopaboTka MO 3amevyaHusM; cpada pykonucu B Mevyarb;
cocTaBneHue Gubnuorpadudeckoro ykasatens no akTyarbHOW
TemMaTuke C XPOHOSIOTMYECKMM OXBaTOM OT 2-X OO 5-Tn neT wu
aHHOTaUMSAMU, MOSACHSAIOLMMWN Ha3BaHUSA

CocrtaBnexue bubnmorpacmyeckoro ykasarterns no KOMMneKCHbIM U
MexoTpacneBbiM npobrnemam obwWero U1 pernoHanbHOro
cogepXaHus C XpoHomnormdeckmm oxatom 1 - 2 roga, C
aHHOTaLUMSIMM, NOSICHSAOLWNMN Ha3BaHUS:

5 |Ha pycckom a3bike 9720,0

6 |c BkmoveHnem ot 30% po 40% obbema nybnukauuim Ha 11000,0
MHOCTPAaHHbLIX S3blKax

7 |cocTaBneHne aHHOTMPOBAHHOIO OubGnMorpadmnyeckoro ykasartensi| ogwH aBT. UCT 18800,0
MHOrOOTpPacfeBoro COAepXKaH1s C XPOHOIOMMYECKMM OXBaTOM [0
100 netr wn ©Oonee, TpebyoWwero CNMIOWHOMO MpocMoOTpa
OOKYMEHTOB, CIOXHbIX Ombnvorpadmyeckmx pasbiCKaHui, y4deTa
BCEX NepevsgaHuii nybnukauum u KX XapakTepucTUKM nyTem
CINMYEHUS TEKCTOB

MoaroToBka aHanuTU4eckoro o63opa

BoisiBneHne u oTbop AOKYMEHTOB pAns o63opa; noAaroToBka| OAMH aBT. NUCT
pybpukaTopa npeameTa 063opa; 3y4yeHUe U OLeHKa AOKYMEHTOB;
cucTemMaTmsaums maTtepwuana; cocTaBfieHne TekcTa
aHanuTuyeckoro o63opa; obCyXOeHWe PyKONMMCKU Ha 3acefaHuu
Hay4yHO-MeToaM4eckoro (pegakuMoHHOro) coseTa, [AopaboTka
o630opa no 3ameyaHusiM; caaya B nevathb:

8 | Mo pycckum NepBUYHBIM UCTOYHMUKaM 9720,0
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9 |no cmewaHHbIM NEPBUYHBIM UCTOYHMKAM 10800,0

10 | N0 MHOCTPaHHbLIM NEPBUYHBLIM UCTOYHUKAM 12400,0

lNogroToBka aHanNMTUYECKON cnpaBKu:

11 |BbisBneHne n otbop OOKYMEHTOB ANS aHanUTUYECKOM CrnpaBku,| OOWH aBT. MUCT 5200,0
n3yyeHve, aHanus, oueHKka W cucTemaTusaumst Ux; cocTaBlneHue
TEKCTa CrpaBKu

MoarotoBka pedepatneBHOro o63opa

BbisiBnieHne 1 oTbop OOKyMEHTOB Ans pedepaTuBHOro ob3opa,| OAMH aBT. NUCT
MsyyeHMe UM aHanu3 ux; pedepupoBaHNe  UCTOYHUKOB;
cucTemaTtMsauMss TEKCTOB aHHOTaLUWi, CcocTaBleHne  TekcTa
pedepaTvBHOro 0630pa; obcyxaeHMe ob63opa Ha 3acedaHwu
Hay4yHo-MeToamuyeckoro (pedakuMoOHHOro) coBeTa; AopaboTka
o630pa no 3amevyaHUsIM; caada B nedathb:

12 | no pycCKUM UCTOYHMKaM 5200,0
13 | no cMeLLaHHBbIM NCTOYHMKAM 6480,0
14 | N0 MHOCTPaHHbLIM UCTOYHUKaM 7300,0

CocTaBneHue aKcnpecc-nHdopmaLni:

15 |BbISIBNEeHWe n oT6Op MaTepuana no Teme, cUcTemMatTMsaums ero u| OAWH aBT. NUCT 3840,0
noaroToBka Ans nevyaTu

CocraBneHne  Gubnuorpadudeckon 3anucu, aHHoTauuu,
pedepaTa

CoctaBneHne 6ubnuorpaduyeckon 3anucu: nsydyeHne u aHanu3| ofHa 3anucb
AOKYMEHTa; CoCTaBlieHVe 3arorioBka onncaHus; nposepka 3anucu,
BHECeHWe ncrnpasneHni

KonnyecTtBo anemeHToB 6V|6nworpaq)w-|e0|<oro onncaHuA:

16 |1-4 3,2
17 |15-6 54
18 |17-9 6,4

CocTtaBneHne aHHOTauuu; n3ydyeHne wn aHannmi3 AOOKyMeHTa,| OAHa aHHOTauua
HanncaHme TeKCTta aHHoTauun:

19 |aHHOTMpPOBaHME KHUT 270,0
20 |aHHOTMpPOBaHWE cTaTen 160,0
21 |coctaBneHue pecdpepaTta: m3yvyeHMe W aHanu3 [OOKYMeHTa, Ha| OAMH aBT. MUCT 5920,0
KOTOpbIN cocTaBmnsieTcss pedpepaTt; HanucaHue TeKCTa; BHECeHue
ncnpasneHnin

AHanuTuyeckasl pPOCNMUCb  >KypHanbHbIX, Tra3eTHbIX cTaTen,
cbopHMKOB, BMbnMorpadn4eckmx Nocooui:

22 |o3HakoOMneHMe C  COoAepXaHWeM  WU3daHus;  cocTaBneHue| oaHa cratba 3,6
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aHannTn4eckoro onncaHn4a Ha ctaTtbto

Mopnepxka cavita OMONMOTEKN N OTAENBHbIX NMPOEKTOB:

23 |BepcTka cCTpaHuy canTa, pasMeLleHne noaroToBrieHHoro| oAuH aBT. MNCT 300
MaTepuana B COOTBETCTBYHOLLIWIA pa3gen canTa

MprmeYaHue: HopMa BPeMEHU Ha cocTaBrieHne brubnuorpadguyeckoro nocobusi gaHa ns pacyeta paboTbl
aBTOPCKOro KOMneKTuBa.

1.9. I'IepeBo,u,m nepepa60TKa ne4vyaTHbIX TEKCTOB C MHOCTPaHHbIX A3bIKOB Ha pyCCKI/IIZ M C PYCCKOro Ha
MHOCTPaHHbIE A3bIKA

Tabnuua 16
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n n3mepeHusi BpeMeHN,
MU/H.
1 2 3 4
MepeBop TEKCTA C MHOCTPAHHLIX A3bIKOB Ha PYCCKUN S3bIK
YUTeHne opurmHana; aHanma TekcTa; pa3aMeTka ero c BbisiBrieHneM| oauvH aBT. nucT
TPYAHbIX TEPMUHOB, FPpaMMaTUYECKUX KOHCTPYKLMIA, NEKCUYECKMX
000pOTOB, LIEXOBLIX U XXaproHHbIX TEPMUHOB:
1 | nonHbIN NMCbMEHHbIV NepeBos OAMVH aBT. NnUCT 2580,0
2 |cokpaweHHbin nnucbmeHHbIn nepesog oT 30% po 50% obbema| oauH aBT. NMUCT 1620,0
TekcTa
3 | BbIOOPOYHbLI NMCbMEHHbIN NEpeBoL, OJVH aBT. NNCT 1520,0
MepeBopf, TEKCTA C PYCCKOro A3blka Ha MHOCTPaHHbIE A3bIKN:
4 | NOMHbIN NMMCbMEHHBIN NEPEBOL, OOVH aBT. NUCT 5160,0
TepmuHonornyeckass pabota npyv  BbINOSIHEHUA  MUCbMEHHOIO
nepesoga:
5 |oTbickaHMe OTMEYEHHbIX B OpUIrMHANe He3HakoOMbIX WNU| OaWH TePMUH, 18,1
HEMOHATHBbIX TEPMUHOB W COKpalleHWA B CIIOBApPHO-CMPaBOYHOM| COKpaleHue
nutepartype; nogbopka COOTBETCTBYHLLEINO TEPMUHY 3KBMBAIEHTA;
paclumdpoBKa cokpalleHus
KoHcynbTauus nepeBogyunka co cneumnanmctamu:
6 |[BblicCHEHMEe npaBMMbHOTO  M3MOXEHMS1 4YacTelh Tekcta Mo ofHa 36,2
Masnio3HakoMol TemaTuKe; YTOYHEHWEe COOTBETCTBMSA MepeBofal KoHcynbTaums
opurnHany
CocraBnexue 6ubnmorpadmnyeckoro onncaHus:
7 |cocraBneHne O6Gubnmorpadmyeckoro oOnucaHna nepeeBoga No| OAHO onucaHue 60,0
OaHHbIM, B3STbIM C TUTYNbHOIO NCTa Nepesoaa
BbisiBrieHne olwmnboKk M BHECEHME W3MEHEHWA B TEKCT nepeBoga
rnocrne neyaTaHus:
KoHcynbTtaHTtlNntoc
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BbIMOSIHAEeMble B OM...

8 |npoBepka NpaBMMBLHOCTU PACMONOXEHUA OTNeYaTaHHOro TeKcTa;| OAMH aBT. MUCT 200,0
cBepKa C pyKomnucblo; npaeka
TexHu4eckoe ohopmIieHNEe NePeBOSOB:

9 |BnucbiBaHME B TEKCT MepeBoda CUMBOMIOB W BCTABOK Ha OfHO 2,0
WHOCTPaHHOM £13blKe BMNMCbIBaHNE

10 |BKNEenBaHne puUcyHKoB, Tabnuy, hopmyn oJHa BKIienka 3,0
[MepeBop 3aronoBKoB cTaTen U JOKYMEHTOB:

11 |nepeBog 1 3anucb 3arofioBka OJVIH 3arorioBOK 120,0
MpumeyaHue:
- HOpMbl BpPEMEHU npeaycMaTpyBaloT BbINOSIHEHWE MEPEBOAOB C WMHOCTPAHHOIO 43blka WM Ha

WHOCTPaHHbBIN, KOTOPbIN Y NepeBoOAYNKa ABNAETCA OCHOBHbIM (MO 06pa3oBaHUI0 UMM NPUMEHEHNIO);
- MPU BbINOSHEHUN NEPEBOAOB C APYrMX A3bIKOB UMW Ha ApYyrMe NOMMMO OCHOBHOIO K HOPMaM BpPEMEHM
NPUMEHSIETCA NoBbIWaLWmnn KoaddunumneHT 1,1.

1.10. NccnepoBatenbckas paboTa

Tabnuua 17
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHusi BpEMEHM!,
MWH.
1 2 3 4
PaspaboTka nporpaMmmbl (TEXHUYECKOro 3agaHns) uccnegoBaHms
O6GocHOBaHMe akTyanbHOCTW TEMbI, BbISBIIEHWE M OBOCHOBaHWE| ogHa nporpamma
npobnemHon cuTyaumu, QOPMYMPOBaHWE Uenu, 3agady u
rMnoTesbl UCCNEeAOBaHNA; HaNnMCaHne TekcTa
WccnenoBaHne HocuT:
1 | OnepaTtuBHbI XapakTep 38250,0
2 | nunoTaxHbIN (pa3BegbiBaTeNbHbIN) XapakTep 21600,0
Pa3paboTka meToavkun nccnegoBaHums
PaspaboTka (HanncaHue) TekcTa MeToou4eckux OOKYMEHTOB Mo| ogHa meToguka
NpoBOAMMOMY  WCCNefoBaHuWio,  anpobauum  cocTaBIIEHHbIX
OOKYMEHTOB;  yTO4HeHMe 1 popaboTka METOANYECKOTrO
WHCTPYMEHTapus, COCTaBfieHME OKOHYaTEeNnbHOro  BapuaHTa
OOKyMeHTa:
3 |meToguka npoBedeHUs UCCeaoBaHUs, HOCSLLEro onepaTUBHLIN, 28000,0
AMMUPUYECKUI XapaKTep
4 |meToauka npoBeOeHUst UCCIeOoBaHUs, HOCALLEro MNUIOTaXHbIN 15600,0
(pasBepbiBaTemNbHBIN) XapakTep
Pa3paboTtka nHCTpykuum no obpaboTke AOKYMeHTauuM (MCXOAHLIX| 0gHa MHCTPYKLMS
OaHHbIX), NOMYy4YeHHON B XOA4E UCCrefoBaHUs:
KoHncynbtanTtlnioc
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5 |pyyHasa obpaboTka 15600,0

6 |mawunHHas obpaboTka 20400,0

Pa3pa60TKa npeanniaHoBbIX n NNaHoOBbIX LOOKYMEHTOB
NepcrnekTnBHOIo Xxapakrepa:

7 |paspaboTka KOHLENUUM OCHOBHLIX HamnpaBneHWn  pasBUTUS| OOWMH aBT. NIUCT 13050,0
G1bnNMoTe4HOro gena B perMoHe Ha NepcrnekTnay

8 |koHuenTyanbHoe obecnedyeHne 6ubnuorpadudeckux un3gaHun;| oawH aBT. NIUCT 11220,0
060CHOBaHME aKkTyanbHOCTW TeMbl, YMTATENbCKOTO W LIeneBoro
Ha3HayeHWss nocobusi, ero CTpPyKTypbl (Cxembl), BblpaboTka
MEeTOOMYECKUX MPUHLUMMOB M peLleHnA AN pacKkpbiTUA TeMbl;
HanucaHune TekcTa

9 |cocTtaBneHue nporHo3a (NpeannaHoBbIA AOKYMEHT), CBA3aHHOro C| OAMH aBT. NUCT 13050,0
nepcrnekTuBammn passuTusa GubnnoTek; HanncaHne TekcTa

10 |pa3paboTka LeneBblx NporpaMm (4ns ceTn 6GUbNMoTeK UNU OAHOW| OOWH aBT. NMUCT 15200,0
OubnuoTekn); QuarHocTuka cuTyauuu, BHELUHUX W BHYTPEHHMX
BMUAHUA HA (PYHKUMOHMPOBAHME U pasBuTve Gubnmnotek (ogHON
61bnnoTekn); BblpaboTka peKkoMeHZauun, pPeELUeHns; HanucaHue
TekcTa

CocTaBneHne CBOAHbIX KaTarioroB KHMXHbIX NaMSATHUKOB:

11 |pa3paboTka npocnekTa; BbIBNEHWE LOOKYMEHTOB - KHWXKHbIX| OOWH aBT. MUCT 18200,0
NaMsiTHUKOB; Hay4YHOE OMnuWcaHue WX, COCTaBMEHUE CMNpPaBOYHOro
annapara; HanucaHne TekcTa

OpraHu3zaunoHHas paboTa no NpoBeaeHNIo CCreaoBaHus:

12 |co3paHne  wnccnenoBaTeNnbCKOro  KOMMEKTUBA; cocTaBneHune OAHO 7140,0
pabo4yero nnaHa npoBeaeHNst UCCriedoBaHWs, corfiacoBaHmne ero c¢| uccrnepoBaHue
NCMNONHMTENSIMU; ONpegernenne nnowagkn (6asbl) nccrnegoBaHus;
nepenucka C HUMMW; MPOBELAEHWE WHCTPYKTaXeW, CeMUHapoB.,
COBeLlaHWi, KOHCYNbTauunin

13 |6ubnumorpacmyeckas npopaboTka TeMbl UCCriegoBaHusl, pabota B| OOWH aBT. NUCT 1200,0
apxuBax, W3y4eHMe HOPMaATUBHO-TEXHUYECKON [OKYMEHTaLuM,
nHdopmaummn 06 aHanorax u Apyrmx Matepuarno, OTHOCSILLUXCSH K
pa3pabaTtbiBaemon Teme

O6paboTka nonyyYeHHOWM MHopMaLUn:

14 |cbop n obpaboTka MHOPMaLUN Ha OCHOBE MEPBUYHBIX WUCXOAHBLIX| OOWH aBT. MUCT 7800,0
AaHHbIX (CTAaTUCTUYECKUX [OaHHbIX, OTYETOB, MIIAHOB, CNPaBOK,
MaTepuanoB KOMaHAMPOBOK)

15 |aHanu3 obpaboTaHHOWN MHOPMaLUK OAMVH aBT. NnUCT 5200,0

MoaroTtoBka maTtepuranoB no UToram Hay4Howm paboThbl:

16 |HanucaHue Hay4yHOro oTyeTa; MOArOTOBKA PYKOMMCU K MevyaTtu Ha| OAWH aBT. NMUCT 13200,0
pasnuyHbIX 3Tanax padoTsl

17 |HanucaHue npomexyToyHOro oT4yeTa (cnpaBku) O xode| OAMH aBT. NUCT 6400,0
nccneaoBaHus
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nOﬂFOTOBKa N HanncaHue TeKCTa CTaTbh B CGOpHVIK Hay4HbIX
TPy#oOB, MpakTMyeckoe nocobue, NpoeccroHanbHylo MNpeccy;
MOAroTOBKa PYKOMUCK K MeYaTh Ha pasnuyHbIX aTanax paboTsi:

18 |craTbsa TeopeTUveckoro xapakrepa OAWH aBT. NUCT 15200,0
19 | cTaTbsa NpuKNagHoOro, NPakTUYeCcKoro Xxapakrepa OAMH aBT. NUCT 9200,0
20 |HanucaHne poknaga no uMToram HayyHOro uccrneaoBaHus;| OAMH aBT. NUCT 6700,0

noaroToBkKa pyKOI'IVICGIZ Ha pa3JfinyHbIX 3Tanax paGOTbI

21 |paspaboTka peKOMeHZauuW, WHCTPYKUMM NO  BHEOPEHMIO| oaWH aBT. NIUCT 14100,0
MaTepuanoB Hay4yHOrO WCCMEeOOBaHUS;  HanMcaHue  TeKCTa;
MOAroTOBKa PYKOMMCM K MeYaTn Ha pasnnyHbiX aTanax paboThbl

MpumeyaHwue:

- HOpMa BpEMEHW Ha COCTaBfeHMe MNporpaMm, METOAMK, MHCTPYKUWA daHa Ha MWCcCrneaoBaTernbCKum
KONNEKTMB;

- Yyacbl Tpyao3aTpaT pacnpeaensaTca Mexay UCMOMHUTENSMM B 3aBUCUMOCTW OT UX Harpysku;

- B NpoLiecC NoAroTOBKU PYKOMMUCK K NeYaTh BXOAAT: caada pyKonucu HaydyHoMy pepaktopy, obcyxaeHue
B OTAene, Hay4HOM coBeTe, JopaboTka pykonucu.

1.11. MeToguyeckas paborta

Tabnuua 18

N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopma
n/n n3MmepeHus BpPEMEHM,
MWH.

1 2 3 4

MoaroTtoBka MeToanyeckoro Nnocobusi, pekomeHgauunn

anIHLI,VIﬂI/IaJ'IbHO HOBasA paspa60TKa TEMbI:

1 |u3yyeHne TeMmbl, BbIIBNEHWE W aHanuM3 [OKYMEHTOB MO Teme,| OAMH aBT. NUCT 15300,0
YTOYHEHME YMTATEMbCKOrO M LENEBOro HasHavyeHusi nocobus,
pekoMeHOaLuiA; cCocTaBlieHe NPOCTEKTa; HanncaHue TekcTa

Mopaudukaums paHee paspaboTaHHON TEMbI:

2 |BbiIBNieHNE M U3yYeHUEe HOBbIX [AOKYMEHTOB W HAKOMMEHHbIM| OAWH aBT. MUCT 8670,0
Bubnuotekamu OnbIT NO Teme NOcodus, pekoMeHgaunn; yToYHeHne
npocnekTa, BHECEHME WU3MEHEHUN B CTPYKTYypy Tekcta B
COOTBETCTBMM C [OOCTMXKEHUSMM OMONMOTEYHON Teopunm U
MpPaKkTUKW; NOAroTOBKA PYKOMUCKU K OBCYyxAeHuto; aopaboTka no
nToram obceyxaeHus

Pa3pa60TKa OOKYMEHTOB, pernameHTupyruwmnx nedaternbHOCTb
OMONMoTEK, MONOXEHWUIA, VIHCprKLI,VIIZ, NPOEKTOB NOCTaHOBIEHUN,
yCTaBOB, 3aKOHOAAaTel1IbHbIX aKTOB

anIHLI,VIﬂI/IaJ'IbHO HOBasA TemMa:

3 |BbisiBNEeHWe, u3yvyeHne M aHanus OeWCTBYIOLUMX OOKYMEHTOB No| OAWH aBT. JIUCT 17340,0
TeMe, HanucaHue TekCcTa MpoekTa [dOKyMeHTa, obcyxaeHue,
anpobauus B 6ubnunoTekax, Ha 3acefaHun Hay4yHO-MeTOoANYECKOro
coBeTa; gopaboTka 4OKYMEHTa; MoAroTOBKa K YTBEPXKAEHWI0

KoHncynbtanTtlnioc
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Moaundukauus paHee paspaboTaHHOrO JOKYMeEHTa:

4 |aHanu3 1 oueHKa OOKyMEHTa; Nonck 1 oTbop HOBbIX AEWCTBYHOWMX| OOWH aBT. NUCT 7650,0
OOKYMEHTOB No TeMe; BHeCeHne U3MEeHEeHUA B TEeKCT OOKYMEHTa,
obcyxgeHme Ha 3acefaHuM  HayydHO-METOOMYECKOr0  COBETa;
AopaboTka no uToraM obCyXaeHUs; NOAroTOBKa K YTBEPKAEHUIO

PaspaboTtka y4eTHbIx doopM, Tabnumy, o6pasyos:

5 |yToyHeHne npegmeTa, obbekTa, cogepXaHus ydYeTHon opMbl,| OAWMH aBT. IUCT 7650,0
Tabnuubl, obpasua; oTbop mnokasaTtenen, cuctematu3auus Wux,
paspaboTka MakeTa Yy4dyeTHoMm cpopmbl, Tabnuubl, o06pasua;
obcyxgeHme Ha 3acefaHuM  HayydHO-METOOMYECKOro  COBETa;
NnoAroToBKa K YTBEPXOEHMIO

CocTaBneHue pekomMmeHZauui no BHEAPEHUIO perfameHTUpPYLLIMX
[OKYMEHTOB B MPaKTUKY:

6 |paspaboTka MeTOAMYECKMX pPEeKOMEHOAUUN, WUHCTPYKLUWA, MnaHoB| OAMH aBT. NIUCT 14025,0
no BHeApeHuto HOpMaTI/IBHOI7I OOKYyMeHTauunu; NoAroToBKa
pykonucu K nevyaTtu

lNogrotoBka NMCbMEHHOM KOHCYMbTaLMWU, METOAMYECKOrO NMcbMa:

7 |BbisiBNEeHWe © aHanuM3 [OOKYMEHTOB MO TeMme; uU3yyeHue Wu| OAuH aBT. MUCT 8670,0
00600uweHne onbiTa paboTbl OUOMMOTEK; HanucaHue TeKkcTa
KOHCyIbTauum, MEeTOANYECKOrO  MUCbMa; noaroToBska K
oOCy)XOeHMI0 Ha 3acefaHun  Hay4YHO-MEeTOOMYECKOro COBETa;
nopaboTtka no ntoram obCyxaeHus; cgada B nevatb

MoarotoBka 0630pa OeATeNbHOCTM OMONMOTEK MO onpeaerieHHoM
TemMaTuke:

8 |yToyHeHue TeMbl 0630pa; onpeaeneHne XpOHOMOIMYECKMX rpaHuL;| oawH aBT. fiMCT 9180,0
BbISIBIIEHNE AOKYMEHTOB, OTOOP, MPOCMOTP M aHanus; HanucaHve
TEeKCTa; MOAroToBKa PYKOMMCM K OOCYXOEHU0 Ha 3acedaHun
Hay4yHO-MeToaMYecKkoro coseTa; QgopaboTka pykonucu nocne

obcyxaeHus
PeueHsmpoaaHme Hay4HbIX, MeTOoANYECKUX, I/IH(*)OpmaLI.I/IOHHbIX
MaTepwanos:
9 |uTeHue peueH3npyemMoro martepuana; oueHka ero B Lenom,| oguH aBT. fIUCT 783,0

oTAeNIbHbIX '~IaCTeI7I, YCTaHOBJ1IEHNE COOTBETCTBUA 4YUTATENTbCKOMY
n Luenesomy Ha3Ha4YeHuto, Hay4HbIM n MeToan4yecknm
TpeboBaHMsIM

10 |HanucaHue peueH3uu OOVH aBT. NUCT 1305,0

MNogroToBka nexkuuu, KOHCyJIlbTauunmn

PaspaGOTKa nnaHa nekuynun, KOHCynbTauuu, no,u,60p|<a mMmaTtepuana, O[Ha nekuyu4,
n3ydyeHme ero; cocCrtaBlieHne Chnucka nuTepaTtypbl K Inekuun,| KOHCynbTauuda
KOHCyJ1bTauun; HanncaHne Tekcra:

11 |nepBryHaga nekums 1566,0

12 |noBTOpHas nekuus, ¢ y4eTOM HOBOro Matepuana 313,2

13 | nepBryHaga rpynnoBas KoHCynbTauus 1305,0
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14 | noBTOpHas rpynnoBasi KOHCYrMbTauMs C y4eTOM HOBOrO MaTepuana 522,0

15 |npoBegeHne yCTHON MHAMBUAYANbHOW KOHCYbTauum oJHa nekuums,
KOHCyrnbTauus

16 |oTBET Ha NUCbMO OHO MUCbMO 162,0

I'Ipoaep,eHMe NPaKTUKyMOB, CTa>XPOBOK

Mpaktukym (7 - 10 pgHew): onpegeneHve TeMbl, 3afdaHus,| OAMH NPaKTUKYM
yrpaxHeHus; cocTtaBneHve rpadmka W YTOYHEHME CPOKOB
NpOBEeAEHUS 3aHATUN:

17 | rpynnoBoOn NpakTuKym 2295,0
18 |vHaMBUAOYanbHLIN NPaKTUKYM 2160,0
Craxwuposka (7 - 10 AgHen): yTOYHEHME CPOKOB MNpoOBeAeHMs ofHa

CTaXWPOBKU; BbldABIIEHNE nutepaTtypbl No undydaemomy BOIMNPOCY; CTaXXnpoBKa
CoCTaBlieHne nporpaMmmbl " Fpa(*)l/lKa CTaXNpPOBKN C Yy4deToM
CoCTaBa CJ'IyLIJaTeJ'IEVI; 3aKrr4yeHmne o NpoxoXXaeHun CTaXXnpoBKU:

19 |rpynnoBasi cTaxupoBka 2805,0

20 |vHAMBMAyanbHas CTaXMpoBKa 2349,0

lMpakTuKa CTyQeHTOB BbICLUMX U CpefHMX CreumarnbHbIX YYebHbIX
3aBedeHNn:

21 |nogrotoBKa M opraHu3auus npaktuku ctygeHtoB (o 30 gHew);| opHa npakTuka 4860,0
pa3paboTka nnaHa npakTukK, CornacoBaHue ero ¢ pykoBOAMUTENEM
npakTukn (npeacrasuteneM y4ebHOro 3aBefeHusl); COCTaBneHue
rpachmka noceLleHnst CTPYKTYPHbIX MOApasfaeneHnid; opraHm3auus
NPaKkTU4ECKNX  3aHATUN; nogBegeHne  UTOMOB  MPaKTUKW;
COCTaBlIEHME XapaKTEPUCTUKN NPAKTUKAHTOB

MpakTuyeckme 3aHATUSA:

22 |noaroToBKa MPaKTUYECKOro 3aHSATUS; COCTaBfeHWe 3afaHus no| OogHOo 3aHATueE 1050,0
BbINONTHEHUIO n3y4aemoro onbnmnoTeyHoro npotecca,
KOHTPOMbHbIE BOMPOCHLI, TeMaTU4YeCKUn CrNUCOK nuTepaTypbl K
3a4aHuio; HanucaHne Te3ncoB

CocrtaBneHue y4ebHon nporpaMmbl:

23 |onpegeneHune cocTaBa criyllaTenen; coctaBneHne TemaTu4eckoro| ogHa nporpamma 5733,0
nnada, YyTOYHEHue nopsigka N3y4eHus; onpegerneHvne
nocrnenoBaTenbHOCTM U3NOXEHUSA TEMbl, BblAENEHNEe OCHOBHbIX
BOMPOCOB; COCTaBfIeHME CruMcka nuTepaTypbl N0 TemMam
nporpaMmbl; HanuMcaHue TeKcTa; obCyxaeHwe nporpammbl Ha
3acefaHnv Hay4YHO-METOANYECKOro COBETA

MoceweHne 6GubNMOTEK, Bble3Obl B KOMaHAMPOBKM C LENblO
n3yyeHust paboTbl 1 OKa3aHUst METOONYECKOWN NOMOLLI:

24 |nogrotoBka K KOMaHOUPOBKE, YTOYHEHME CPOKOB U  Lenu ofHa 574,2
KOMaHAMPOBKK, O3HaAKOMMEHWE C MMELWUMUCA OOKYyMeHTamMu n| KomMaHAMpoBKa
mMaTepuanamu npegblaylwimMx Bble3goB M Nyonukauun B neyatu;
COoCTaBreHue nporpaMmmel (NnaHa) KoMaHaUPOBKU
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25 |cocTtaBneHne  MHGOPMAUMOHHOIO  OT4eTa (cnpaBku) o} OLVH OT4eT 1050,0
npoBeAeHHOW paboTe: CBeAeHU O MeCTe Bble3fa, Lensx u cpokax
KOMaHOUPOBKK, O6BbEKTax NOCELLEHNs, aHanmM3 CoCTOSHMA paboThl
no Teme Bble3a, BbIBOAbI M NPEANOXEHUSA B agpec bmbnvoTtekn

26 | cocTaBneHne aBaHCOBOIo OTYETA; 3anofHeHne OT4eTHOro GnaHka OLVH OT4eT 40,0
CO BCEMW NPUINOXEHUAMU; caada B byxrantepuio

27 |noprotoBka UHoOpMaLMM No pesynbTatam KOMaHOUPOBKM (YCTHO) ogHa 105,0
B CEKTOpe, Yy 3aBefylolero oTtaenoMm, Ha HaydHo-MeToaudeckoM| uHdgopmaums
coBeTe, 3acefaHun AMpeKUmm

28 |moproTtoBKa OTYETHOrO MaTtepwuana no pesyrnbTataM KOMaHOAUPOBKM ogHa 500,0
Ons pasMeLLeHns Ha cante nHdopmauus

29 |paspabotka K cocTaBneHue y4ebHbIX nnaHoB W MpPOrpaMMm| OAMH NeYaTHbIN 1200,0
CUCTEMbI [OMNOMHUTENBHOMO NpPOodEecCcnoHanLHOro obpasoBaHus nnct
(A4ro) s otpacnu

30 |cocTtaBneHne pabounMx nporpamMm MO BHOBb  BBOAMMbLIM| OAMH MeYaTHbIN 1800,0
OUCUMNIIMHAM, aKkTyanusauus AeACTBYOLWMX Nporpamm nmict

31 |paspaboTka MeTOAMYECKMX MaTepuarioB MO KOHTPOSK 3HaHUM| OOuvH neyaTHbIA 360,0
ofyyalLmnxcsi; COCTaBfeHMe [OKYMEHTOB MO  MNII@HUMPOBAHUIO nncr
y4ebHoro npotecca

32 | paspaboTtka y4ebOHOo-NporpaMmMHo OOKyMeHTauuu Onsi| oauH nevaTHbIn 1800,0
npoesefeHus  obpasoBaTenbHOro  npouecca,  MeTogUYeCcKMX nnct
pa3paboTok MO  MPUMMEHEHUI  HOBbIX  MHAOPMALMOHHBLIX
TEXHOormn B y4ebHOM npouecce

33 | paspaboTka HOpMATUBHLIX AOKYMEHTOB, pernamMmeHTUpyrLWmnx Bce| OavH AOKYMEHT 3600,0
BMAbl 0bpasoBaTenbHON AeATENbHOCTM B BubnunoTteke

34 |cocTtaBneHne W noaroToBKka K W34aHMK Y4YebHbIX nporpamm,| ogvH neyaTHbIn 1800,0
nocobuin, CcamMoCTOATENBHO WM COBMECTHO C  OpYrMMu nnct
nogpasgeneHnsmn 6nbnuoteku

35 |yyactve B crneuManuM3MpoBaHHbIX  coBeTax  Oubnuoteku:| oavH goknag 2400,0
noarotoBka Ans npodeccroHanbHOM neyatn nybnukaumm m| ogHo cooblieHne 1200,0
MaTepuanoB BbICTYNNEHWUI Ha KOHEepeHLMAX

36 |nogrotoBka K obcyxgeHuno y4ebHbix nporpamm  OMNO k| ogHo 3acepaHue 2400,0
3acefaHnam Y4YeHoro coseTa

37 |cocTaBrneHue KanbKynsaumm LeH Ha nnaTHble ycnyrm OOVH OOKYMEHT 120,0

38 |opraHusauus nnaTHoro oby4eHUss MO LOroBopaM Ha oOkasaHue| OfuH AOKYMEHT no cakty
nnatHbiXx  oOpasoBaTenbHbIX  YCAYr C  OPUONYECKAMU U 3aTpaYeHHoro
dmsmyeckumMmn nuuamm BPEMEHMU

39 |nogrotoBka OOKYMEHTOB K TNULUEH3MPOBAHWIO W akkpeguTauuu,| oavH AOKYMEHT 12000,0
CBSI3aHHble C peanusauven 6ubnuoteko obpasoBaTenbHbIX
nporpamm AMO

40 |nogrotoBka MaTepuanoB Ans 3aHATUM B AUCTaHUMOHHOW dhopMe OOVH Yyac 240,0

3aHATUN

41 |nogroToBKa y4eOHbIX M y4eBHO-MeToaNYECKMX MaTepmarnoB Angd ux| ogHa nporpamma 1800,0

pasmelleHMs B UH(OPMaLMOHHO-TENEKOMMYHUKALMOHHON ceTn
KoHncynbtanTtlnioc
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"UHnTepHeT" 1 ux cBoeBpeMeHHoe 0BHOBIEHNEe

42 |opraHmusaumsi y4ebOHOro npouecca Aans  obyyawwmxcsa  no| ogHa nporpaMmma 42420,0
nporpaMmmam npodeccnoHanbHON NepenoaroToBkn GbNMOTeYHbIX
KaapoB: opraHusaums obpasoBaTternbHOro npouecca,
y4yebHo-meToanyeckas paboTa; Hay4yHO-MeToamYeckas paboTa

43 |opraHusaumss y4ebHOro npouecca nana  obyyawwmxcsa  no| ogHa nporpamma 21210,0
nporpaMmam noBbIlEHNsT KBanuukaLumm 6ubnnoTeyHbix Kagpos:
opraHu3aumnsi obpasoBaTenibHOro npotecca, y4ebHo-meToamnyeckas
paboTa; Hay4Ho-meToamdeckas paboTa

MpumevaHue:

- K HOpME BpPEeMEHW npu COCTaBMEHMU [OOKYMEHTOB, pPErNaMEeHTUPYIOLWMX  OeATeNbHOCTb
pecnybnmkaHCKux, KpaeBblx U 061acTHbIX OUBNIMOTEK, NPUMEHSETCS MOBbILLAKLWNA KO3 dUUNEHT 1,15;

- Bpems MpoBedeHWss NeKUMM, KOHCYNbTauuun, NpakTUKyMOB, CTaXKMPOBOK, MpakTuku, npebbiBaHMA B
KOMaHOVPOBKE M NPOBEAEHUS MHGpOpMaLUK MO ee pe3ynbTaTaM B HOPMY BPEMEHMW HE BXOOUT.

1.12. PaboTbl Hay4YHO-OpraHM3auUnoHHOIo Xxapakrepa

Tabnuua 19

N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpEMEHN,
MU/H.

1 2 3 4

MoaroToBka M NpoOBeAEHNE TEOPETUYECKON, Hay4HO-NPaKTUYeCcKon
KOH(EepPEHLMUN, TEMaTUYECKOro CEMUHapa

OnpeneneHune coctaBa OprkOMUTETA U YHAaCTHUKOB KOHbepeHunn, 0fHO
ceMuHapa; ¢opMupoBaHne u yTBepXaeHue nporpaMmmbl  uU| MeponpusTue
npurnacutenbHoro 6wneTta; oOpraHWM3auMOHHbIE  MEepOonpuATUA
(Tekywaas c©Bs3b C y4vaCTHMKaMM, pacchbiika MaTepuanosB);
noaroToBka K M3gaHWo  Te3ucos;  BblpaboTka  mpoekTa
pekoMeHaauuni; HPUHAHCOBO-XO3NCTBEHHOE obecneyeHne
KOHdpepeHuUnn, cemmnHapa (odopmneHre NraTexXHbIX [OOKYMEHTOB,
BCTPEYa YYaCTHWKOB, pPEerucrpauusi, pasMelleHue B ToCTUHMULE);
aHanu3 1 oueHka paboTbl KOH(EPEHUUN, CEMUHapa; noaBedeHue
nToros

Konnyectso Yy4aCTHUKOB:

1 |1-100 5670,0

2 1101-150 7560,0

3 |151-450 9300,0

lMNogrotoBka W npoBedeHME CeMWHapa, MEeTOOUYECKOro AHS,
3acefaHus "kpyrnoro crona"”

OnpefeneHne y4acTHUKOB, PYKOBOAWTEMNS, CPOKOB U  MecTa 0fHO

NpoBeAeHUs1 ceMmnHapa, MeTOANYECKOro AHs, 3aceaHus "kpyrnoro| MeponpusTue
cTona"; onpegeneHuwe KOHTUHrEHTa Yy4acTHMKOB; pa3spaboTka
nporpammbl; MHMOPMaLMOHHOE obecneveHne (Tekyllas CBs3b C
yyacTHMKaMu, paccbifika MaTepuanoB); BblpaboTka MpoekTa
pekoMeHOauui; U3gaHue M pacchliika nNporpaMmbl; peructpaums
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YYacCTHMKOB; aHanM3 W oLeHKa CemMumHapa, MeToOUYecKoro [Hs,
3acefganus "kpyrnoro crona"
KonnyecTBO y4aCTHUKOB:

4 [1-50 1570,0

5 151-100 3980,0

6 |101-150 6150,0

7 1151-450 8270,0
MoproToBka 3acefaHnii peakonnernm:

8 |yTo4HeHue cpoka 1M NOBECTKM 3acedaHus; oTbop mMaTepuanoB Ansi| ogHO 3acegaHve 560,0
obcyXaeHnst 1 nogroToBka UX AMs KONUPOBaHMS; onpegerneHue
ONMOHEHTOB (PeELIEH3EHTOB); OMOBELLEHNE O 3acefdaHun uYNEeHOoB
peaKonnerny; paccbifika matepuarnoB MO MOBECTKE 3acefaHus;
odopMIrieHne  NpPeanoXeHun,  BbICKA3aHHbIX y4acTHUKaMU
3acegaHus
OpraHusaumst  3acegaHuin  npobnemHbIX KOMWUCCWUA, COBETOB,

TBOPYECKMX KOMNSEKTUBOB:

9 |onpeneneHve MNOBECTKM OHA U cpoka NpPOBeAeHMs1 3acedaHus, 0o4HO 940,0
YTOYHEHME COCTaBa Y4YacTHWMKOB; MOArOTOBKa  [AOKYMEHTOB,| Meponpusitue
OpraHv3auMoHHbIE MeponpusaTus (OMOBELLEHWE O  3acedaHum,
noabop maTtepuanos); obopMIieHE NPOTOKONA U peLleHus

10 |paspaboTka MakeTa nNpeseHTaUun Anst MeponpusTUs ogHa 600,0

npeseHTauuns

11 |nogroToBka npe3eHTaLuMun Ans MEPONPUATUS ofHa 600,0

npeseHTauuns

MpumevaHwue:

- MpU NPOBEAEHUN MEpPONpUATUA Ha MeXOyHapoOAHOM YpPOBHE K HOPME BpPEMEHW MNpPUMEHSEeTCS
noBbIWarowmn koadduumeHT 2,0, Ha deaepanbHOM ypoBHe - 1,85;

- B HOpMYy BpPEMEHW HE BXOAUT BPEMsi NMPOBEAEHUsS] KOHpepeHuuMn, cemmHapa, MEeTOAMYECKOro OHS,
3acefaHus "Kpyrnoro crona" n Bpemsi, CBA3aHHOe C U3gaHMeM MaTepuanoB KOHepeHLMU, ceEMUHapa.

1.13. PegaktnpoBaHue pykonucen

Tabnuua 20
N HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpEMeH!,
MU/H.
1 2 3 4
PenaktnpoBaHue Hay4YHbIX 1 METOANYECKMX MaTepmnanos
MpoBepka n ncnpaesneHne pykonucu B npouecce NOAroTOBKM ee K
neyaty; obecrnedyeHne COOTBETCTBUSI TEKCTA  Hay4YHbIM U
nitepatypHbiM TpeboBaHusSM, opMe M LEeNeBOoMy Ha3HayYeHUio
n3gaHus, cornacoBaHMe BHOCMMbIX WCNpPaBreHWA C aBTOPOM;
AopaboTka pykonucu:
KoHcynbTtaHTtlNntoc
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1 |pepaktupoBaHve MoHorpadui, COOPHWKOB HayYHbIX TpyaoB,| OAMH aBT. NUCT 2840,0
Hay4HbIX OTYETOB, NPaKTUYECKMX NOCOobUi

2 |pepakTnpoBaHue MEeTOANYECKNX mMaTepuanos:| OAWH aBT. NMUCT 2500,0
WNHCTPYKTUBHO-METOANYECKUX nucem, pekomeHaaumn,

KOHCynbTaumi, 0630poB AesATenbHOCTM GbnmnoTek

3 | penakTnpoBaHWe OOKYMEHTOB, PErnaMmeHTUPYLWNX OeATENbHOCTb| OAMH aBT. NMUCT 2400,0
BubnuoTek: ycTaBoB, NOMOXEHUA, MHCTPYKLMI

4 |pepakTMpoBaHME CTaTUCTMYECKMX Tabnuu, ydeTHbix ¢opM,| OOWH aBT. NUCT 1980,0
obpasuos

5 |pepaktnpoBaHue MaTepuanos KOH(pepeHUUN: [oKnagos,| oawH aBT. NUCT 1050,0
Ccoo0LLIeHUI

PepaktupoBaHme nonynsipHoro ©Gubnuorpadumyeckoro nocobus,
PEeTPOCNEKTUBHBIX Hay4HO-BCMOMOraTernbHbIX yKkasartenen,
0030poB, cnpaBok, pedepaToB, aHHOTALUN:

6 |pemakTnpoBaHue nonynspHeix 6Gubnuorpaduydecknx nocobwuii:| oaouvH aBT. NUCT 2640,0
TemMaTnyeckmx ombnmorpadmnyeckmx ykasarenen, CnipaBoYHUKOB

7 |penakTypoBaHWe pPETPOCMEKTUBHbLIX  Hay4HO-BCMOMOraTenbHbIX| OAMH aBT. MUCT 2100,0
yKkasaTenen

8 |penakTnpoBaHne aHanUTUYeckux 0630pOB, CNpaBOK, aHHOTAUWRW,| OOMH aBT. MUCT 1080,0
pedepatos, CBOAHbIX pedepaTUBHbIX 0630poB,
aKkcnpecc-nHgpopmaumi

9 |penakTupoBaHune Gubnuorpadguyeckon sanncu OAHa 3anuncb 4,6

10 | KOHTpPONbHOE pefakTupoBaHue OfHa 3anncb 6,2

MpumedaHue: npyn pegakTMpoBaHUM CMELLAHHOMO TEKCTa K HOPME BPEMEHM MPUMEHSETCS MOBbILLALLUIA
KoadpcpmumeHT 1,1.

1.14. BcnomMoraTenbHO-TeXHUYeckasi paboTa

Tabnuua 21
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n n3mepeHusi BpeMeHN,
MWH.
1 2 3 4
MawmnHonncHeble paboThbl
I'IonyquMe opurMHana And neyataHuAa U O3HAKOMIIEHUEe C HUM,
Habop
MevyaTaHne TekcTa 6e3 BepTMKanbHOro rpadneHms OfHa cTpaHuua
MaLllNHOMMUCHOIo
TekcTa
Pa3mepsbl nHTEpBanos:
112 13,4
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BbIMOSIHAEeMble B OM...

2 11,5 17,6
3 |1 22,0
MeyaTtaHne TekcTa Ha hopmaTtkax 6e3 BepTuKanbHOro rpadneHms | ogHa cTpaHuua
MaLLMHOMMCHOTO
TekcTa
Pa3mepbl nHTEPBANOB:
4 |2 17,6
5 11,5 20,8
MeyaTaHme TekcTa C BEPTUKAIbHbLIM rpadieHeM OfjHa CTpaHuua
MaLLMHOMMCHOTO
TekcTa
Pa3mepbl nHTEPBANOB:
6 |2 17,6
7 |15 21,0
8 |1 28,0
MeyaTtaHue TekcTa Ha hopmaTkax C BepTUKanbHbLIM rpadreHmem OAHa cTpaHuua
MaLUMHOMMUCHOrOo
TekcTa
Pasmepbl nHTEpBanos:
9 |2 17,6
10 1,5 22,0
CunTKa 1 KOPPEKTUPOBKA TEKCTA NOCIE NeYaTaHUs Ha MalLWHKe:
11 |npoBepka NpaBUSILHOCTM PaCMONOXEHUA OTneyaTaHHOro TeKCTa,| OgHa cTpaHuua 4.4
CBepKa C PyKONMCHbIM; KOPPEKTUPOBKA MaLLMHOMUCHOIO TeKCcTa MaLLMHOMMCHOTO
TekcTa
12 | cunTKa, KOPPEKTUPOBKA M BEPCTKA OfHa cTpaHuua 4.4
MaLUMHOMMUCHOrO
TekcTa
13 | HakneuBaHWe npaBoK OfHa npaBka 1,4
MawmnHonncHele paboThbl, BLINOMHAEMbIE B aBTOMAaTM3NPOBAHHOM
pexvme
BBog maTtepuana B koMnbloTep: OfjHa cTpaHuua
14 |Habop TekcTa ¢ nucta 11,0
15 |Habop Gubnmorpadunyeckoro onMcaHus 14,0
BbiBog MaTepuana Ha aKkpaH: OflHa cTpaHuua
16 |npaBka TeKkCTa Ha KOMMNbIOTEPE, BEPCTKA TEKCTA 8,6
KoHncynbtanTtlnioc
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17 | pepakTnpoBaHue 6ubnuorpaduyeckoro onmcaHus 2,7
18 |BbIBOA TEKCTA Ha NPUHTEP; pacneyaTka OfHa cTpaHuua 1,6
19 |BbIBOA hopM TAGMNML, Ha 3KpaH oJHa Tabnuua 11,0
20 |HanonHeHwe Tabnuy cogepxaHnem ofHa Tabnuvua 1,6
HacTporika TexHudeckoro oOOpydOBaHUA U TEXHUYECKoe
COMpoBOXAEHNEe MepPOnpUATUN:
21 |HacTpoWka TexHM4Yeckoro o0opygoBaHuA  Ans  NpoBedeHus ogHo 120,0
MEpPONpPUSATUIA, B TOM YMCIe TpaHCnMpyemblix no cetn "UHtepHeT" MeponpuaTne
22 | TeXHMYecKoe CONpoBOXAEeHNE MEPONPUATUI ogHo 300,0
MeponpusTue
23 | npoBeaeHue ayamo/Bugeosanmcn n OTOCHEMKN MEPONPUATUIA 0o4HO 300,0
MeponpusiTue
24 | obpaboTka ayano/sugeo/coTomaTtepumanos OOWH HOCUTENb 420,0
WHopmaLm
25 | paspaboTka pasnunyHbix 6a3 gaHHbIx (B) Ans BeaeHUs NpoekToB opHa bl 28800,0
26 |HanuncaHwe MHCTPYKUMIA No ucnons3osaHuio B npoekToB OJVH aBT. NNCT 18000,0
27 | TexHudeckas nogaepxka B[l npoekToB ofiHa yHKUMA 4800,0
28 |TecTMpoBaHMe HOBbIX CUCTEM W  BepcurA  MPOrpaMMHOro| ogHa yHKUmMs 1800,0
obecneyeHusi/nporpammMHo-annapaTHoOro KoMMnekca,
nucrnonb3yemoro npu  peanu3auum  nNpoektoB u  pabote
nogpasgenexHus
29 | TectupoBaHue nporpamMmmHoro| opaHa yHKuus 1800,0
obecneyeHns/nporpamMmmHo-annapaTHoOro Kommnnekca
30 |cocraBneHue nnaHa TECTUPOBaHUS NpOrpaMmMHoOro OAVH nnaH 2400,0
obecneyeHns/nporpammMHo-annapaTHOro Komnnekca
31 |npoBepka  COOTBETCTBUS pa3paboTaHHOro nporpaMmmHoro| ogHa yHKuna 480,0
obecneyeHnsi/nporpaMmMHoO-annapaTHOro KOMMeKca TeXHUYECKOMY
3agaHuio
32 |oueHka nporpamMmHOro obecneyeHusi/nporpamMmmMHo-annapaTHoro OAHO 25500,0
KoMMnekca nporpaMmHoe
obecneyeHve
33 | cocTaBneHue anroputma TeCcTUpoBaHUSA NPOrpaMmMHOro| oguH anropuTm 8400,0
obecneyeHnsi/nporpammMHo-annapaTHOro Komnnekca
34 |co3gaHue TecTupyloLwero ckpynTa Ans NPoBeAEeHUs Harpy3ovyHOro|  OAuH cKpunT 600,0
TEeCTUpPOBaHuS nporpamMmmHoro
obecneyeHnsi/nporpammMHo-annapaTHOro Komnnekca
35 |npoBedeHMe  Harpy3oqyHOro  TeCTUpPOBaHUA nNporpaMmmMHoro OAHO 480,0
obecneyeHns/NporpamMmmHo-annapaTHoOro Kommnnekca Harpyso4Hoe
TecTMpoBaHue
36 |akcnepTHas OLleHKa nporpaMmmHoro obecneyeHuns,| ogHa aKkcnepTraa 2400,0
KoHncynbtanTtlnioc
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NMOAroTOBIEHHOIO B Opyrmx
opraHu3aumsix/nporpammMHo-annapaTHoOro Kommnrekca

37 |cosgaHuMe anropMtMa  KOHBEpTMpPOBaHuMsA  paboumx  Tabnuy| opgHa oTpacnb 2400,0
BonbLoro 6GubnunoteyHoro katanora (BB6K) BBEK

38 |HanuncaHne koHBepTepa Ana npeobpas3oBaHus paboumx Tabnuy| ogHa oTpacnb 4800,0
BBK B aBTOMatMsMpoBaHHYl0  WH(OPMALMOHHYD  CUCTEMY BBEK
NUUEH3NPOBaHNA OTAENbHbIX BMAOB geaTtenbHoctn (AUC J10[1)
(MHTerpauust GUGNMOTEYHBIX OAHHBIX)

39 | npeobpazoBaHne METOONYECKMX OaHHBLIX 3MEKTPOHHOrO Kartanora OAHO 1440,0
Ons nepegayn KOHBEPTUPOBaHMU

e

MpumevaHune: npu Habope TekcTa Ha KOMMblOTEpe C NaTUHCKUM  LIPUATOM

NPUMEHSIETCA NoBbIWaLWnn KoaddunumneHT 1,3.

1.15. PaboTa no opraHusauum Tpyga v ynpaBrieHuo

K HOpME BpEMEHU

Tabnuua 22
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHust BPEMEHM!,
MWH.
1 2 3 4
MnaHupoBaHue paboTsl
C6op, aHann3 MCXoQHOW WHpopmauun; onpegeneHne OCHOBHbIX OfVH NnaH
3ajad roga, yToYHEeHNe CPOKOB BbIMOJTHEHMS 3a4aHui, HanucaHue
OOBACHUTENBHOM  3anMMUCKW; MOArOTOBKA MpoekTa nfaHa K
obCcyxaeHnIo Ha BCeX YpPOBHAX, gopaboTka nocne obcyxaeHus;
npeacTaBneHne nraHa Ha cornacoBaHve v yTBepXxaeHue:
1 |nnaHa 6mubnnoTekn 6240,0
2 |nnaHa koMnnekca/ynpaeneHus 4800,0
3 |nnana oTgena, cekTopa 2740,0
4 |vHAMBMAYyanbHOro nnaHa 370,0
ExxeqHEBHbIN y4eT paboTbl B CTPYKTYPHbIX NOAPA3AENEeHNsIX:
5 |cTaTuctudeckuii yueT 3anucaBLUMXCH (NepeperucTpupoBaBLUMXCcs)| oAHa 3anucb 2,8
yuTarenemn
6 |cTratucTnyeckuin y4eT KHUroBbIgaY, NOCELLEHNI ofHa 3anucb 8,6
7 |yver MHopMaLMOHHO-6ubnrorpaduyeckomn paboTbl no| opgHa 3anucb 2,7
yCTaHOBMEeHHOW hopme
8 |yyeT BbINOMHEHHbLIX CPaBOK ofHa 3anucb 2,7
ExxeOHeBHbIN y4eT abOHEHTOB, MOMb3YOLWMUXCA NporpaMmmMamm
MBA:
KoHncynbtanTtlnioc
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9 |cTatuctmyecknii yueTt aboHeHTOB, nonbaytowmxca MBA OfiHa 3anncb 2,7

10 |cTtatucTndeckun  ydvet NOJSTYYEHHbIX 3aKas3oB, BblAaHHbIX| OAHa 3anucb 9,8
OOKYMEHTOB

11 |cTtatucTnyecknin y4eT 3akasoB, MnepeHanpasfeHHbIX B Apyrve| ofHa 3anucb 2,7
onbnuoTekn

12 |3anucb utoroB pabotbl B "[HeBHWK paboTbl" noapasgeneHusi] ogHa 3anucb 3,2
onbnuoTekn

13 |vHaMBMAOyanbHLIA yYeT: exedHEeBHOe 3arnorfiHeHue NucTka yyetal oaHa 3anuch 15,0

TpyAosaTpaT unv AHeBHWKa paboTbl BubnmMoTekaps

CBOAHbIN CTAaTUCTUYECKUI y4eT no BubnuoTteke

Yucno untaTtenen, KHUrosblgad, NoceweHnin; nogsedeHne UToroB| oaHa 3anmcb
CTaTUCTUYECKNX AaHHbIX No bubnunoTeke:

14 | mecsy, 528,0
15 |kBapTtan 792,0
16 |rog 1080,0

Cratuctunyecknin yyet B pexmme AC:

17 |BBOA CTATUCTUYECKNX AAHHbIX C KOHTPOJIbHOIO NMnCTa OOWH NMNCT 0,16

18 |cBOAHLIN CTAaTUCTMYECKMIA YYET NO BUbnMoTeke (YMcno dntartenen,| opHa Tabnuvua 0,27
KHWUroBblaay, noceLLeHni)

NoaBeneHe UTOroB CTaTUCTUYECKUX AaHHbIX MO BubnunoTeke: ogHa Tabnuua
19 | mecsy, 0,27
20 |kBapTan 0,27
21 |ron 0,27

CocTaBrneHune oT4ETOB:

22 |npuem  nNNaHOBO-OTYETHbIX [OKYMEHTOB  OT  CTPYKTYPHbIX| OAWH AOKYMEHT 60,0
nogpasgeneHun ¢ npoBepKOW MOSIHOTHI COCTaBa; COCTaBreHue
CBOAHOM TabnuLbl OCHOBHbIX NOKa3aTernen

CocTtaBreHne aHanMTUY4eCKoro oT4yeTa: aHanuid AOeaTenbHOCTU OOWH OT4eT
no,u,pas,qeneHMﬁ n OUONMOTEKN, OTMeTKa M3MEHEeHW 3a rof,
HanncaHmne TeKCTa, npeacraBlieHne Ha cornacoesaHue n

yTBEPXOEHUE!

23 |oTyeT GubnmoTekm 3a rog 3980,0
24 |oT4yeT oTAEna, cekTopa 3a rog 1320,0
25 |uHauBmnayarnbHbIA OTYET 3a rog 586,0

CocTaBneHue hUHaHCOBbIX OTYETOB 06 onnaTe Mo BuAam nnaTHbIX|  oaWH oTyeT
ycnyr:
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26 |3a mecsy, 510,0

27 |3a kBaptan 840,0

Otyuer nepen YyntarenaMmm n HacelieHneM:

28 |onpegeneHne cpoka npoBedeHMs OT4eTa, MOBECTKM  OHS, 0fHO 1580,0
onoBelleHne O [He OoTyeTa uuTaTenew, HacerneHus, BbiNyck| MeponpusaTue
CTeHraseTbl, 0(hOpMMeHMEe NPOTOKOMNA, 3aMeYaHui 1 NpeanoXeHni
ynTaTenew, HaceneHusl, COCTaBeHNe nraHa ux peanusauum

MogroToBka npon3BoACTBEHHbIX coBeLlaHnmn

OnpeneneHne NOBECTKU [HS, Kpyra Y4aCTHMKOB, MoaroToBka|ogHo coBeluaHue
cnpaBku, APYrMX MeponpusTUA, NPOeKTa peLUueHusi, OMoBeLLeHne
YYaCTHMKOB COBELLAHWSI, MOArOTOBKA NOMELLEHUSI:

29 |coBelaHue paboTHMKOB BUbNMOTEKN 320,0
30 |coBelaHne paboOTHUKOB oTaena 264,0
31 | coBellaHne nNo MtToram MNPUHATBLIX PELUEHUA C LEenbi OUEHKM uX| ogHO coBellaHue 27,0

pe3ynbTaToB, NPON3BOACTBEHHbIE COBELLAHNA NO UTOram roga

32 |onepatuBHoOe coBeLlaHve (ans peLleHns TeKyLmx| O4HO coBellaHue 60,0
NPON3BOACTBEHHbIX 3a4ay)

OpraHusauvoHHo-onepaTrBHas paboTa:

33 |OokymeHTanbHOoe  odopMreHue  pexuma  paboThbl oTaoenal oauvH OOKYMEHT 360,0
(cocTaBneHue rpacdmka paboTbl, OTMYCKOB)

34 |obecnedeHne KOHTPONS 3a BbIMNONTHEHMEM MPOM3BOACTBEHHOrO| oOaHO 3agaHue 15,0
3a[aHus N Ka4yecTBOM paboThl

35 |obecneveHne KOHTPOMNsI 3a WCMOJNIHEHMEM  YMNpaBiEHYECKOro| OOWH AOKYMEHT 15,0
pelleHns, npvkasa, YykasaHus  OUpeKTopa,  3aMecTuTens
OVpeKTopa, 3aB. OTAENIOM

36 | 3akntoveHne, npoasfeHne gorosopa ¢ mupmamu, npegnpuatusamu,| oguwH 4oroBop 840,0
opraHv3aumsiMu, YacTHbIMU NpeanpuHMMaTensaMm

37 | cocTtaBneHue KanbKynsumm LeH Ha nnaTHble ycrnyrm OAWNH OOKYMEHT 3340,0

38 |BbINUCbIBaHWE cyeTa, KBUTAHLUUMU OAWH OOKYMEHT 13,4

39 |cBepka onnaTbl CHETOB OOMVH JOKYMEHT 13,8
JdenonponsBoacTeo:

40 |npuem u perncTpaums BXoasdLlen KoppecnoHgeHumm OAWH OOKYMEHT 15,0

41 | konuposaHue/ckaHMpOBaHNE AOKYMEHTOB OOVH JOKYMEHT 15,0

42 |otnpaBka/nonyyeHne pakcoBbIX KONUA JOKYMEHTOB OAMVH JOKYMEHT 30,0

43 |obecneyeHne KOHTPONS 3a CBOEBPEMEHHbIM  MCMOMHEHMEM| OOWH OOKYMEHT 15,0
OOKyMeHTa

44 |cuctemaTusaums M MNOALUMBKA  UCMOSTHEHHbIX JOKYMEHTOB B| OOWH JOKYMEHT 30,0
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COOTBETCTBMM C HOMEHKIATYpon aen
Pa6oTa B pexume AC:
45 | pernctpaunsa Bxogsawen KoppecnoHaeHUnn: OAHa KapTouyka 15,0
46 | obecneyeHne KOHTPONSA 3a WMCMOMHEHMEM [OKyMeHTa: BbIBO4 Ha| ofHa 3anuch 7,0
3KpaH KOHTPOSbHOW KapTOYKWM; BBOO B Hee WHdopmauum o6
NCMNONHEHUN
47 |peleHne XO3SMCTBEHHbIX BOMPOCOB (Nogaya 3asBOK Ha| OAMWH BOMPOC 30,0
yCTpaHeHWe HeucnpaBHOCTEN paboymx MOMELLEHUI, 3akas W
nonyyeHve KaHUenspcknx ToBapoOB W ApYyrux maTepuanoB CcO
cknaga)
B3anmopgencteune mexay CTpyKTYpHbIMU NogpasgeneHnamu:
48 |cocTtaBneHue 3anpocos, TPeO6OBaAHUN, MOACHUTENBHbLIX 3aMMCOK WM| OOWH OOKYMEHT 20,0
cnyxebHbIX 3anncok
49 |nogaya 3anpocoB, TPeOOBaHWW, MOSACHUTENbHbLIX 3anMCOK W| OOWH OOKYMEHT 25,0
cnyxebHbIX 3an1CcoK B nevaTHon opme
50 |mopgava 3anpocoB, TpebOBaHWW, MOACHUTEMbHBIX 3aMUCOK W| OOWH AOKYMEHT 10,0
CNy>XeBHbIX 3anMCoK B 3NEKTPOHHON dhopme
51 | obecneveHne KOHTPONS 3a UCMONTHEHWEM 3anpocoB, TpeboBaHMM,| OOUH AOKYMEHT 40,0
MOSICHUTENbHBIX 3aMMCOK U CYXeOHbIX 3anncok
MpuMmeyaHue: BpeMsi NMpoBedeHUs OTdeTa nepen udnTaTensiMM, HacerneHWeM, COBELLaHUN B HOpPMY
BPEMEHN HE BXOOMWT.
2. TunoBble oTpacneBble HOPMbI TpyAa Ha paboTbl, BbINOMHAEMbIE
B roCy[AapCTBEHHbIX (MyHULUMMNAnNbHbIX) OMGnnoTekax (Ha OcCHOBe
aBTOMAaTU3MPOBAHHbLIX CUCTEM YNpaBIiEHNsI NpOLeccamm)
2.1. KomnnektoBaHme hoHO0B
Tabnuua 23
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHnst BPEMEHMN,
MU/H.
1 2 3 4
1 |npvem n ot6op ANA POHAOB HOBbLIX NMOCTYMMAEHUIA, MONTYYEHHbIX MO| OAWH OOKYMEHT 3,6
COMpoOBOAUTENBHOMY  OOKYMEHTY - JUCTYy  rocyaapCTBEHHON
peructpauumn
2 | TexHunyeckast 06paboTka AJOKYMEHTOB OAWNH OOKYMEHT 4.5
3 |BBOA AOKyMeHTOB B 6a3y gaHHbIxX (BA) OOVH JOKYMEHT 4.5
2.2. bubnmorpadunyeckoe onMcaHue u MHOEKCUpPOBaHWE JOKYMEHTOB
Tabnuua 24
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N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma

n/n n3MmepeHnst BpeMeH!,
MWH.

1 2 3 4

1 | dopmumpoBaHne Gubnmorpadmyeckon 3anncu Ha AOKYMEHTbl Ha| oaHa 3anuchb 18,0

PYCCKOM s13bIKe (onmMcaTenbHas Katanormsauus)

2 | dopmupoBaHne 6ubnvorpaduyeckon 3anncu Ha OOKYMEHTbl Ha| oaHa 3anucb 27,0
MHOCTPaHHbIX €BPOMENCKUX sA3blkax K s3blkax HapogoB Poccuw,
KpoMme pyccKoro (onucatenbHas Katanorusaums)

3 | dopmupoBaHue 6ubnmorpacdmnyeckon 3annucu Ha crapornedatHble| oAHa 3anucb 60,0
KHUTM 1M pykonucu  (onucaTtenbHas UM coAaepkaTernbHas
KaTanormsauus)
4 |nHOekcMpoBaHWe OOKYMEHTOB (CoAepXaTernbHas kaTanormsaums) ofHa 3anucb 18,0
5 |dopmupoBaHue aBTOpuTeTHOM 3anucu (Ha wWMmeHa nud,| oAHa 3anucb 30,0

HanMeHOBaHUN opraHu3aLmn)

6 |dopmupoBaHMe gaHHbIX B (OOHOOBOW 3anucu oHa 3anucb 5,0

2.3. PaboTta c kaTanoramu

Tabnuua 25
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mMepeHnst BPEMEHMN,
MWH.
1 2 3 4
1 |pa3bop kapToyek Ansi paccTaHOBKM B and)aBUTHLIE KaTanoru O[lHa KapToyKa 0,2
PepaktnpoBaHue reHepanbHOro andaBuTHOro Kararora: OfiHa KapTouyka
2 |kaTanor - ctapbiv pag (ao 2000 roga); 1,0
3 |xartanor - HoBbIN pag (¢ 2000 roga); 0,5
4 |kaTanor - WHOCTPaHHbIE EBPOMENCKME SA3bIKM U A3bIKM HaApOOO0B 1,0
Poccun, kpome pycckoro
5 |pa3bop kapTouvek st pacCTaHOBKM B CUCTEMATMYECKMNE KaTanoru OfHa KapTouyka 0,3
6 |pemakTnpoBaHume [eHepanbHOro cCUCTEMATMYECKOrO KaTanora| ofHa KapTouka 0,5
(FCK)
7 | penakTupoBaHWe opurMHan-maketa Gubnuorpaduyeckux 3anucen| ogHa kapToudka 0,3
(B3) Ha ogHOYaCTHbIE OKYMEHTbI
8 |pepaktnpoBaHue opurnHan-maketa B3  Ha  MHorodacTHble| ofgHa kapTouka 0,45
OOKYMEHTbI
9 |pemaxkTMpoBaHue 3anucen Ha eanHULbl XpaHEHNss B MpPOrpaMMHOe| oaHa 3anuch 54
obecneyeHnn (MO) No M3BELLEHMAM O BHECEHUN W3MEHEHUIA B
KaTanoru, nony4yeHHbIM u3 TexHonoruyeckoro otgena (TO)
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PepaktnpoBanue B3 peTtpokoHBepcun B 10O (KOHTponbHble nonsd| ogHa 3anucb
dopmaTa u Tekcta B3):
10 | pemakTupoBaHue KOHTPOIbHbLIX Nonen hopmaTta 54
11 | pemakTnpoBaHue Tekcta b3 54
12 |pepaktnpoBaHue Oubnuorpaduyecknx 3anmcern (B3) B TO| opaHa 3anuch 54
(sBegeHne nHaekcos BBK B B3 peTpokoHBepcum)
13 | dopmuposaHme B3 B [10 ¢ mcnonb3oBaHMeM CBOLHOrO Katanora| ofgHa 3anucbh 12,0
6ubnuotek Poccun
14 | pepaktupoBaHue b3 Ha MHorovacTHele JokymeHToB B [10 OfHa 3anncb 12,0
2.4. PaboTta ¢ hoHOOM
Tabnuua 26
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHust BPEMEHM!,
MWH.
1 2 3 4
MoprotoButenbHas paboTa:
1 |noarotoBka pabounx mect 0ofHO pabouee 5,0
MeCTO
2 |nonyyeHve [OKYMEHTOB C BbICTaBKM HOBbLIX MOCTYnneHwWni (Mpu| opgHa naptms 16,0
y4yacTtum 4-x YenoBek) (100
OOKYMEHTOB)
3 |npvem HOBbIX NOCTYNMEHUI B NporpamMe nepegayv OAHa naptua 12,0
(100
OOKYMEHTOB)
O6paboTka HOBbIX NOCTYMIEHWNIA:
4 | nepBUYHbIN pa3bop HOBbLIX NOCTYNEHWI ofHa napTuna 26,0
(100
JOKYMEHTOB)
5 |pa3bop AOKYMEHTOB AN ONpeAeneHns pacCTaHOBOYHbIX LWNGPoB ofHa napTund 1,0
(100
JOKYMEHTOB)
6 |npepBaputenbHad cucTematvM3auus  OOKYMEHTOB  rpynrnoBon| oaHa napTtud 1,0
0bpaboTkn Ans onpeaeneHnst NONOYHOro MHAeKca (100
JOKYMEHTOB)
LLncpoBka AOKYMEHTOB: OLMVH LOKYMEHT
7 | c gByms wndpamu (1 - "BUpTyanbHbIn") 1,0
8 |6es wudpa 1,8
9 |gockinbl 3,6
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10 |BBOA WKdppa 0,5
LLindpoBka AOKYMEHTOB rpynmnoBon 06paboTku: OAWH JOKYMEHT
11 |npegBaputenbHaa cuctematusaums (BBOO WHAEKCa oTpacnu 1,0
3HaHua no Tabnuuam BBK B 3K)
12 |petanbHaga cuctemaTtusauma (BeBog nonodHoro nHaekca bbK B 3K) 1,0
13 |obpaboTka OOKYMEHTOB HA MHOCTPAHHbIX EBPOMENCKNX SA3blkax OOVH JOKYMEHT 3,6
14 |obpaboTka [OKYMEHTOB Ha HaUMOHAnbHbIX $3blKax HapodoB| OAMH OOKYMEHT 4,5
cybbekToB Poccunckon ®egepaunm
15 |npuem n obpaboTtka gokymeHToB XVIII - XIX BB. OOVH JOKYMEHT 8,0
16 |npuem n 06paboTka OTeHYECTBEHHbIX NEPUOOUYECKUX M3OaHUN U3| OAMH OOKYMEHT 1,8
3ana Tekywmx nepuoagmyeckmx nsganun (3TrN)
17 |npvem n obpaboTka WHOCTPAHHbLIX NEPUOOUYECKUX WU3OaHUA W3| OAMH OOKYMEHT 1,8
3TN
18 | nepewnpoBka AOKYMEHTOB OAWH JOKYMEHT 27,0
19 |BBOA Bap-koga fokymeHTa B 3K OOVH JOKYMEHT 2,6
20 |nepegaya gokymeHToB B hoHA bubnmoteku (PB) oAHa napTus 26,0
AOKy(I\1/|g|(-|)TOB)
O6cnyxunBaHue yntatenen n aboHeHtos B Ob:
21 | BbInonHeHUe TpeboBaHUIN, MOCTYNMBLUNX MO 3NTIEKTPOHHOMY 3aKasy OAHO 1,0
TpeboBaHne
22 |B3aMmopacyeT CO CTPYKTYPHbIMW NogpasaeneHnsiMm 6ubnuotekn OAHa naptu 14,0
,EI.OKy(IJI(e)(I-)ITOB)
23 | paboTa ¢ 3a00MKEHHOCTbIO OOVH JOKYMEHT 1,8
CoxpaHHOCTb OOH0B:
24 |nogrotoBka  OOKYMEHTOB  Ha MUKpPOUIbMUpPOBaHME n| oovH AOKYMEHT 54
CKkaHupoBaHue
25 |nepenava gOKYMEHTOB Ha MUKPOUITbMUPOBaAHUE N cKaHMpOBaHue | ogHa naptus (20 16,0
OOKYMEHTOB)
Ceepka doHaa ¢ aneKkTpoHHbIM KaTanorom (JK): OOVH JOKYMEHT
26 |ogHOYacCTHbIE AOKYMEHTOB 1,8
27 | MHOro4acTHble JOKYMEHTOB 3,6
28 | npoBepka JoCTyna K 3NeKTPOHHOMY pecypcy OOVH JOKYMEHT 54
MepeBon 0OKYMEHTOB B LIMGPOBOM hopmaT:
29 |npuem/nepegaya nevatHbIX U3gaHui U3 otgena dooHgoaepxartens| oavH AOKYMEHT 0,9
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BbIMOSIHAEeMble B OM...

no aBTOMaTU3NPOBAHHOW Nporpamme nepenad
30 |cBepka nNosnyvyeHHbIX OOKYMEHTOB C 3fIEKTPOHHbIM KaTanorom W| oavH AOKYMEHT 3,3
pacnpegeneHve 3aknagok ¢ uMmeHeM danna no  nedvyatHbIM
opurmHanam
31 |pacnpegeneHne nevyaTHbIX [OOKYMEHTOB Mexdy onepaTtopamu| oOfHa naptud 55,0
ckaHupoBaHus (40 LOKyMeHTOB)
32 | ckaHupoBaHue neyaTHbIX JOKYMEHTOB B MOMHOLIBETHOM pexume OfHa cTpaHuua 0,33
33 | konMpoBaHue onepaTopoM SMNEKTPOHHOM KONMUU OTCKaHMPOBAHHOIO| OAWH AOKYMEHT 30,0
OOKYMeHTa Ha cepBep
34 | o6paboTka 3NEKTPOHHOWM KOMUU OTCKAHUPOBAHHOIO M30aHUsA OfHa cTpaHuua 2,5
35 | konmpoBaHme onepaTopom 06paboTkM roTOBOM SNEKTPOHHON KOMUU| OAWH AOKYMEHT 30,0
OTCKaHMPOBAHHOIO M3aaHns ¢ paboyen cTaHUMM Ha cepeep
36 |Bepudukaumsa (MpoBepka C MOMOLLBIO A0Ka3aTeNbCTB) U KOHTPOMb| OOWH AOKYMEHT 10,0
KayecTBa 0OpaboTaHHbIX ANEKTPOHHbIX KOMWUIA NeYaTHbIX N3AaHuin
37 |pacnosHaBaHue TekcTa U cosgaHue [NOd-dainoB 3aNeKTPOHHLIX| OAWH AOKYMEHT 35,0
KOMuin nevaTtHbIX n3gaHum
38 |konupoBaHune pacnosHaHHbIX MOP-¢dannoB 9NEeKTPOHHbIX KOMUW| OAWH AOKYMEHT 6,0
neyaTHbIX U3LaHUA B TEXHOJOMMYECKYD Nanky And ganbHenwen
3arpysku Ha cepBep
2.5. ObcnyxmBaHNe MHOrOPOAHUX abOHEHTOB B LIEHTPE AMCTaHUMOHHOro obpasoBanus (LLOO) n MBA
Tabnuua 27
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EaovHnua Hopma
n/n n3mepeHusi BpeMEHN,
MWH.
1 2 3 4
1 |noarotoBka pabounx mect 0ofHo paboyee 4,2
MecCTO
2 | NpoCMOTP SMEKTPOHHOM MOYTbI, O3HAKOMJSIEHME C MOCTYNMBLUMMM| OOHO coobLLeHne 26,0
COOOLLIEHUAMM
3 |perucTtpaunsa aboHeHTOB OAWH aboHeHT 4.5
4 |npveMm 3aka3oB OT abOHEHTOB 4Yepe3 aBTOMaTM3UPOBAHHYHO OAVH 3aKkas 2,7
cuUcTeMy nopTarna ynpaBfeHUss AOMOSIHUTENbHOrO obCnyXuBaHUs
(YAO)
lMpoBepka MO SNEKTPOHHOMY KaTanory Hanuuus [OKyMeHTa B| OAMH LOKYMEHT
doHgax, npocTaBneHne Wwugpa Ha bnaHke-3akase:
5 |6e3 bubnuorpadumyeckon gopaboTku 3,6
6 |c 6ubnuorpadurdeckoin gopaboTkom 17,0
7 |npviem JOKYMEHTOB OT OTAEeNoB hoHaoaepKatenemn OLVH penc (13 9,0
KoHncynbtanTtlnioc
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Pb)
8 |noaroTtoBka 1 ocbopmrieHMe JOKYMEHTOB K Bblaade OAWH JOKYMEHT 2,7
9 | bopmupoBaHME KanbKynsLuMmn Ha onnaTty ycnyru Ha Bblgady Konuu| opHa cTpaHuua 1,0
OOKyMeHTa no 3anpocy aboHeHTa
10 |npoBepka nocTynneHusa nnarexa no Buaam onnarhbl O[Ha 3asiBKa 1,0
11 |peructpauus Bblgayn [OOKYMEHTOB B  aBTOMaTM3MPOBaHHOW| OAWH OOKYMEHT 1,8
cucteme
12 |oTnpaBka 6angeponemn ofHa 6aHgeponb 4.4
13 | cocTtaBneHue onncu NoAroTOBIEHHbIX K OTNpaBreHnto baHaeponen| ogHa 3anucb 2,7
14 |TpaHcnopTupoBka 6aHgeponen B nogpasgeneHve  OTMNpaBku| ofHa napTus 9,0
3akasHblx 6aHaeponen
15 | nprvem OOKYMEHTOB, BO3BpaLLEHHbIX aboOHEeHTaMm OAVH JOKYMEHT 2,8
16 |paboTta c oTkaszamu OJVH OTKa3 2,7
17 |opraHusaums 1 BeaeHne KapToTek OAHa KapTo4ka 1,0
/loanH
OnaHk-3aka3
18 |pacnevaTtka auccepTaunn U3 arnekTPoHHoM 6as3bl AuccepTauuin no OAWH NNCT 1,0
3aka3y aboHeHTa
19 |KOHTpOMb 3a noraleHnem 3a40IMKEHHOCTH OOWH aboHeHT 14,0
20 | nouck Henony4eHHbIX 6GaHaeponen ofHa baHgepornb 55,0
21 |Bo3BpaT OWMOOYHO 3acnaHHbIX JOKYMEHTOB oaHa 6aHaeponb 3,5
22 | cnpaBKu U KOHCYMbTaumm o6 ycnoBusix obcnyxmnsaHns aboHeHTOB, ogHa 9,0
no pabote aBTomaTnampoBaHHol cuctembol LLAO n MBA KOHCynbTauna
2.6. CnpaBo4Ho-6ubnuorpacmyeckoe obcnyxumsaHune
Tabnuua 28
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n n3mepeHusi BpeMeHN,
MU/H.
1 2 3 4
BbinonHeHne ycTHbIX Gubnuorpadmyeckmx cnpaBok:
1 |nogrotoBka pabounx mect exeHeBHO 13,0
2 |exegHeBHbIN CTaTUCTUYECKUN yyet eXxegHeBHO 13,5
crnpaBoYHO-6nbnunorpaduyeckoro o6cny>xMBaH1s YmTaTenen
3 |mn3yyeHue oTpuuaTenbHbIX OTBETOB Ha Oubnuorpadumyeckue OAVH 13,5
3anpochbl C Lerbto BbiSIBeHMs bpaka oTpULATENbHbBIN
oTBeT
KoHncynbtanTtlnioc
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4 |npuem 3anpoca Ha BbINofiHeHe Brubnunorpadu4eckomn cnpaskm O[MH 3anpoc 10,0
5 |otopmneHne KOHTPOMBHOro NMCTKa Nosib3oBaTenNs OAWH 1,0
nonb3oBaTternb
6 |TemaTtuyeckas yctHas bubnvorpaduyeckas cnpaska OfHa crnpaBka 17,0
7 |appecHas ycTHas cnpaska OfHa cripaBka 8,0
8 |yTouHsowan yctHaa bubnuorpadmyeckas cnpaeka OfHa cripaBka 18,0
9 | bakTorpadudeckas yctHasa bubnumorpaduyeckas cnpaBka OfHa crnpaBka 15,0
KoHcynbTaumm: oaHa
KOHCynbTaums
10 |Bubnuorpaduryeckas 10,0
11 |opueHTUpyowwas 6,0
12 | BcnomoraTterbHO-TEXHUYecKas 3,0
13 | Bubnuorpacdunyeckas/dakrorpacmnyeckas cnpaska OAHa cripaBka 12,0
BbinonHeHne nMcbmMeHHbIX Gubnunorpaduyeckux cnpaBok:
14 |npuem n permctpaumsa NMCbMEHHOrO 3anpoca B OpraHnU3auMOHHOM| OAWH 3anpoc 3,0
rpynne
15 | ancnetyepmsaums NUCbMeEHHbIX 3anpocos B rpynne CBO eXeHEBHO 60,0
16 |peructpauusa 3anpoca B >XypHane yyeTa MMCbMEHHbIX CNpaBOK| ofHa 3anuch 3,0
rpynnel CBO
lMucbmeHHas TemaTudeckasi cnpaska:
17 | TemaTtnyeckas cnpaska 1-1 cTeneHn CAOXHOCTM: A0 25 Ha3BaHui,| ogHa cnpaBka 1200,0
C NPOCMOTPOM BUBNMorpacpmyeckmx NCTOYHUKOB
18 |TemaTnyeckas cnpaBka 2- CTEMEHM CNOXHOCTU: CBbiwe 25| opHa crnpasBka 2900,0
HasBaHW, C MPOCMOTPOM OunGnMorpadnyecknx M TEKCTOBbIX
NCTOYHWKOB
19 | nncbMeHHas yTouHsowas bubnuorpadumyeckasn cnpaska OfHa cripaBka 360,0
20 |nMcbmeHHas agpecHas crnpaBska OfHa crnpaBka 120,0
21 | nncbMeHHasa gakTorpadudeckas cnpaska OfHa crnpaBka 360,0
IMcbMeHHbIE KOHCYNbTaLnn: ofHa
KOHCynbTaums
22 | 6ubnuorpaduyeckas 480,0
23 | opueHTUpytowas 480,0
24 | KoHcynbTaunsa-KNuLIe 240,0
PepaktnpoBaHune BbINOMHEHHbLIX MUCbMEHHbIX CNPaBOK:
25 |agpecHas nMcbMeHHas cripaeka OfHa crnpaska 9,0
KoHncynbtanTtlnioc
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TemaTuyeckas NMCbMeEHHas cnpaska: OfHa cripaBka
26 |1-1 cTeneHn cnoXxHOCTU 18,0
27 |2-n cTeneHn cnoXxHocTun 48,0
28 | yToyHsIIOWan NMCbMEHHas crnpaBka OfjHa crpaBka 8,0
29 | bakTorpacmyeckas NMCbMeHHasa cnpaska OfHa crnpaska 8,0
30 |peructpauusa BbINOMHEHHOW MWCbBMEHHOW CnpaBkM B rpynne| ofHa 3anuch 3,0

cnpaBo4YHo-OMbnuorpacdmyeckoro  obenyxusaHua  (CbO) B
XypHarne y4eta MMCbMEHHbIX 3anpocoB

31 | perncrtpaums BbIMOJTHEHHOWN NUCbMEHHON crnpaBku B| opHa 3anucb 2,0
opraHu3aunoHHow rpynne CBO

32 |odhopmnieHue n nepefaya/oTnpaBneHne oTBeTa 3akasvmky OAWH 3anpoc 12,0

BupTyanbHas cnpasoyHas cnyxoba:

33 | BupTyanbHas TemaTudeckas cnpaska OfHa crnpaBka 18,0
34 |BupTyanbHas agpecHas cnpaska OfHa crnpaska 7,0
35 | BupTyanbHas yTodHsIlOWasa cnpaBka OfHa cripaBka 18,0
36 |BupTyanbHas opueHTupytoLLas cnpaska OfHa crnpaBka 6,0
37 | BupTyanbHasa dakrorpacuyeckasa cnpaska OfHa cnpaska 15,0
38 | odhopmnieHne oTBETa Ha 3anpoc YntTaTenst OLHO NMNCbMO 6,0
39 | nononHeHne apxmBa BbINOMHEHHbIX CnpaBok ("basbl 3HaHuI") OfHa crnpaBka 11,0
40 CKaHMPOBaHME [OKYMEHTOB 13 ¢doHpoB CBO no 3akasam| ogHa cTpaHuua 3,0

nonb3oBaTternen

KoHcynbTaumm: oaHa

KOHCynbTauns

41 | 6ubnuorpacduryeckas 10,0
42 | opueHTupytowas 10,0
43 | koHCcynbTauusa-knuLle 5,0
44 |koopauHaumMsa W gucrneTyepusauusi BbIMOSTHEHUA BUPTYasbHbIX| OOHO MUCBMO 12,0

cnpaBsokK

bubnuorpaduyeckoe obyveHne nonb3oBaTenemn: ofHa

KOHCynbTauus

45 | meTogunyeckas 10,0
46 |TemaTtunyeckas 15,0
47 |nogroToBka Gmbnmorpaduyeckoro ob63opa/obyyatoLero OofHO 2400,0

MeponpusaTUa No Metoauke opmupoBaHus Bubnuorpacduyeckon| meponpusaTie
3anucu, paboTbl € KaTanoramu, No metoauke Gubnuorpadunyeckoro

KoHncynbtanTtlnioc
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onucaHus, BubnuorpaduyeckMMm UCTOYHUKaMU  POPMUPOBAHUSA
cnucka nuTepaTypbl K HaydHow paboTe

48 |npoBeneHve Bubnuorpadmnyeckoro ob3opa/obyyatoLiero OofHO 60,0
Meponpuatus (no ) mMeponpusitme

OKckypcun no  ¢oHgaM UK CrnpaBOYHO-OMONMorpaduyeckoMy| oaHa aKCKypcus
annaparty (CBA) LJbC:

49 |nogrotoBKa 480,0

50 |npoBeaeHue 60,0

BeneHune cnpaBo4Ho-6MbGnMorpadgmnyeckoro annapara:

51 | BeaeHne apxmBa BbINOSTHEHHbLIX CNPABOK B 3SIEKTPOHHbIN PEXNUM OfHa crnpaBka 8,0

52 |BBOA kapTOTek B 6a3y gaHHbix (B) OAHa KapTo4ka 6,0
BbicTaBouHasi paboTa: OAHa BbICTaBKa

53 | paspaboTka nnaHa opraHn3aumMm 1 3KCMOHUPOBAHUS TEMaTUYECKON 2160,0
BbICTaBKM

54 |nogrotoBka conpoBOAMTENLHOW [OOKYMEHTauuMu K BbICTaBke, 360,0
aTUKETaXY

55 | MOHTaXx BbICTaBKM 480,0

56 | aeMOHTaX BbICTaBKU 240,0

57 |cospaHne aduw, obbABNEHW, nporpamMm AOns  NpOBeAeHus 60,0
BbICTABOK

MpumeyaHwue: npyn paboTe C AOKYMEHTaMMW Ha WMHOCTPAHHbLIX EBPOMENCKUX SA3blkaX U SA3blkaX HapO4OB
Poccun, kpome pycckoro, K Hopmam BpeMEHM MPUMEHSETCS NOBbILaroLLni koadduumeHT 1,15.

2.7. HoTHble nsgaHunsi n 3Bykosanucu

Tabnuua 29
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n n3mepeHusi BpEMEHN,
MWH.
1 2 3 4
dopmupoBaHmne 6ubnmnorpaduyeckon sanncu:
1 |Ha rpaMMOdOHHbIE NIIACTUHKK (FPaMnNacTUHKM) Ha PYCCKOM A3blke OAVH AUCK 140,0
(onucatenbHas kaTanorusaums)
2 |Ha rpamMnnacTMHKM Ha MWHOCTPaHHbIX €BPOMENCKUX HA3blKax | OAVH AUCK 180,0
A3blkax HapogoB Poccuu, kpome pycckoro (onucaternbHasi
KaTanormsauus)
3 |Ha ayguogmckax Ha  pYycCKOM  43blke  (onucaTternbHas OAVH AUCK 160,0
KaTanormsauus)
KoHcynbTtaunTlnioc
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4 |Ha aygnoamckax Ha MHOCTPAHHbIX EBPOMENCKNX SA3bIKaX W A3blKax OAVH AUCK 220,0
HapogoB Poccuu, kpome pycckoro 4sblka — (onucartenbHas
KaTanorusauus)
5 |Ha aunckax dopmaTa ayamodannos (onucatenbHas OAVH AUCK 480,0
KaTtanormsauus)
6 |Ha HOTHble wu3gaHMst Ha pycckoM  A3blke  (onucaTenbHasi| oavH AOKYMEHT 132,0
KaTtanormsauus)
7 |Ha HOTHble M3OaHUA Ha MHOCTPAHHLIX EBPONENCKUX A3blkax W| OaVvH OOKYMEHT 140,0
A3blkax HapopoB Poccuu, kpome pycckoro (onucaternbHasi
KaTanormsauus)
CnpaBo4Ho-6ubnumorpaduyeckoe obcnyxmBaHme B  4YMTaNbHOM
3ane
BbinonHeHne ycTHoM Gubnuorpacmyeckon cnpasku:
8 |npuem 3anpoca Ha BbINONHeHne Gubnunorpadmyeckon cnpasku O[VH 3anpoc 6,0
9 |TemaTuyeckas yctHas bubnuorpadumyeckasa cnpaeka OfHa cripaBka 20,0
10 |ycTHas agpecHas bubnuorpaduryeckas cnpaska OfHa crnpaBka 12,0
11 |yTouHsiloWwas ycTHasa 6ubnuorpaduyeckas cnpaeka OofHa cripaBka 22,0
12 | dakTorpadunyeckasn yctHas bubnuorpacumyeckas cnpaeka OfHa cripaBka 18,0
KoHcynbTauum: ofHa
KOHCynbTaums
13 | 6ubnuorpadunyeckas 10,0
14 |opueHTupyowas 3,0
15 | BCcnomoraTenbHO-TEXHUYECKas 6,0
BbinonHeHne nMcbMeHHbIX Grbnuorpaduyeckux cnpaBok:
16 |npvem n perucTpaums 3anpoca B KHWUre y4yeTa MUCbMEHHbLIX| oOfHa crpaska 15,0
Bmbnmorpadun4eckmx cnpaBok
17 |u3yyeHne 3anpoca, yCTaHOBMNEHME WM YTOYHEHWE 3NeMeHTOB| ofHa crpaBka 900,0
bmbnuorpadmyeckon sanmcm
BeneHune cnpaBo4HO-6MbGnIMorpadmnyeckoro annapara:
18 | odhopmreHmne KapToUkn ANs KapToTeK OAHa KapTouyka 16,0
19 | co3paHue Gubnuorpadudeckon 3anucu (b3) Ha cTatbn NO My3blke| ofHa 3anucb 8,0
13 JOKYMEHTOB, HE COOTBETCTBYHIOLLMX NPOUNIO
20 |BeneHue kapToTeK OfHa KapTouyka 1,0
2.8. Pabota ¢ nutepatypon no bubnuotekosegeHuto, bubnunorpacgoBeaeHno n KHAroOBEAEHNIO
Tabnuua 30
KoHncynbtanTtlnioc
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N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHus BpEMEHH,
MWH.
1 2 3 4
O6paboTka HOBBLIX MOCTYMfIEHUA B MporpamMMHOM obecneveHun
(MO):
1 |npueM HOBbIX MOCTYMNEHUIA OTEYECTBEHHLIX [OKYMEHTOB B| OAMH AOKYMEHT 0,5

AMCNeTYepCKomn nporpaMme nepegadu

2 npuemM HOBbIX ﬂOCTyFIJ'IGHI/IVI Ha MHOCTPAaHHbIX eBpOI'IeIZCKVIX A3blkax| OAWH OOKYMEHT 1,0
N A3blkaxX HapoaoB Poccuu, KpOMe pyCcCKoro

3 |odopmneHve KapTOukM Ha OOKYMEHT Ha pPYyCCKOM fA3blke Ans| OAHa KapTouka 8,0
KaTanoroB u kaptoTek obnacten (OBJT)

4 |odopmMneHne KapTOukM Ha  OOKYMEHT Ha  MHOCTpPaHHbIX| ogHa KapTouka 10,0
eBPONenNCcKUX A3blkax u A3blkax Hapodos Poccun, Kpome pycckoro,
Ans katanoroB v kaptotek OBJ1

5 | AHanuTnyeckoe onucaHue gokymeHTos B [10 OfjHa cTaTbs 12,0

O6cnyxuBaHue  nosnb3oBaTenen; BupTyalnbHas  CrpaBoYHas

cnyxoba:
6 |npuem Gubnuorpaduyeckoro 3anpoca Yntarens OAWH 3anpoc 3,0
7 |BupTyanbHas TemaTuyeckas crnpaska OfjHa crpaBka 54,0
8 |BupTyanbHas agpecHas cnpaska OfHa crpaBka 18,0
9 |BupTyanbHas yTovHsOLWaa cnpaBka OfHa crnpaBka 26,0
10 |BupTyanbHas dakTorpadmyeckas cnpaska OofHa cripaBka 20,0
11 |ocbopmneHne oTBeTa Ha 3anpoc YmTaTens OOHO MUCbMO 10,0
12 | nononHeHue apxmBa BbINOJSIHEHHbIX CNpaBok ("basa 3HaHun") OfHa crnpaBka 10,0
13 |exenHeBHbIV CTaTUCTUYECKNIA yyet exegHeBHO 12,0

crnpaBoYHO-61BNMorpacdu4eckoro o6cnyxmBaHus yntatenen

2.9. ObpaboTka ONTUYECKNX KOMMAKT-ANCKOB B 0O6pa3oBaTernbHbIX 3NEKTPOHHbIX pecypcax (O3P)

Tabnuua 31
N HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n namepeHusi BPEMEH, MUH.
1 2 3 4
1 |nony4yeHune 1 gocTaBka ONTUYECKMX KOMMAKT-OUCKOB ofHa napTusi 30,0
aokymeHToB (100
[OWNCKOB)
2 | npuem HOBbIX MOCTYMMEHUI ONTUYECKUX KOMMNAKT-OUCKOB OAHa naptus 60,0
AokymeHToB (100
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OUNCKOB)
3 | cymMapHbI y4eT KOMNAaKT-gUCKOB (MO YCTaHOBMEHHON dhopme) OAHa napTu4 7,0
OOKYMEHTOB
4 |nHAMBMAYanbHbIN y4eT KOMNaKT-OUCKOB oJHa 3anucb 1,0
5 |TexHu4eckas o6paboTka ONTUHECKMX KOMMNAKT-OUCKOB OLVH LOKYMEHT 2,0
6 |wwundpoeka gokymeHToB B Mogyne MO OAWNH OOKYMEHT 1,0
2.10. PaboTa ¢ uMtatensamm
Tabnuua 32
N HanmeHoBaHMe npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHunst BpEMEHM!,
MWH.
1 2 3 4
3anucb nonb3oBaTens B 6ubnuoteky, pabota c uuTatenem B
YynTanbHOM 3ane:
1 |nogrotoBka pabo4ymx MecT nonb3oBaTenen u obCnyXMBarLwero oauH MK 2,0
nepcoHana: npoBepka TEXHUYECKOrO0  COCTOSHUS  CEeTEeBOro
obecneyeHns 1 napka BblYUCIUTENBHON TEXHUKK; BKtodeHue MK
2 |npuHdATMe mep no nukeuaauun cboes B paboTe MK, B paboTe cetn, oauH cbow 10,0
oTCcyTCTBMS goctyna K  6ase  faHHbIX  Nonb3oBaTenew;
NMHOPMUPOBaHNE COOTBETCTBYHOLLMX CnyX0 o0 cbosix; npoBepka
HencnpaBHOW TEXHUKW; cukcaumss cboeB B TeTpagu yyeta C
yKa3aHMeM xapakTepa HEUCNPaBHOCTM M BPeMeHM Hadana cbos;
nocrne ycTpaHeHus1 Henonagkn oTMeTKa BpEMEHMW €€ YCTPaHeHns
3 |mpocMOTp [AOKYMEHTOB uuTaTensa (macnopT, yOOCTOBepeHue,| oauH uviTaTenb 3,0
MOpyYUTENbCTBO), MPOBEPKA HanU4uMs Y4eTHO-PErMCTPaLMOHHON
KapTouku yntaTens
4 |3anonHeHue opmynapa uuTatens, Y4YeTHO-perMcTpaumoHHOM| OAMH KOMMNEKT 5,0
KapTOuKuW, YiTaTenbckoro bunerta
5 |osHakomneHne  uuTatena c npasunamm nonb30BaHWsi| OAWH YuTaTenb 6,0
6ubnuoTekom, pacnonoxeHnem oHaa, CnpaBoYHbIM annapaTom
6 |nogbop n pacctaHoBKka No HOMepam 6uneTos, andasuTy damMunuin| ogHa KapTouka 2,0
yuTatenen y4eTHO-perncTpaLoHHbIX KapTovek
7 |ocyLiecTBrnEeHMe KOHTPOMS 3a BO3MOXHbIM HanMyYMeEM [LaHHbIX O OOMH YMTaTenb 0,5
yuTaTene Kak HapylimMTene (NUwweH npaesa Nonb30BaHus); BeaeHue
(1 perynsipHbIn NPOCMOTP) KapTOTEKN YMTaTenen-HapyLumtenemn
MNepepeructpauna ymtatenen:
8 |mouck dopmynapa (perMcTpauMoHHOW KapTOYKM) uuTaTens;| ofHa KapToyka 2,0
BHECEHWNE U3MEHEHMWIN B HUX U B YnTaTenbckne bunetol (YTOYHEHME
A@HKETHbIX [daHHbIX, HOBOrO 4MTaTENbCKOro HoOMepa, Aathbl
nepeperucTpaumm) C BeOEHWEM KapTOTEKM HayyHbIX TeM U
TEKYLUMX M3MEHEHUN (NONy4YeHne 3BaHun, nybnukaummn, aapsbl)
KoHncynbtanTtlnioc
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"O6 yTBEpPXKOEHMUM TUMOBBLIX OTPacneBbiX HOPM TpyAa Ha paboTsl,
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[okymeHT npegocTtasneH

KoHcynbTaHnTtlinioc
[ata coxpaHeHus: 09.06.2015

3anucb (nNepepeructpaumsl) ymMTatenen B aBTOMaTU3UPOBAHHOM
pexume:

cbeMka hoToKkamepon Ans ynTaTensckoro Guneta

O[VH noceTuTenb 0,5

odhopMrIieHne Kkofa YMTaTerns ¢ KOHTPOrbHbIM Pas3psagoM U CPOKOM
MONb30BaHWA 4YWUTaTENbCKUM OuneTom, Ha OCHOBE BblAaHHOM
NMHopmauum

OJVH noceTuTenb 0,4

11

BblJaya Ha NPUHTEP CBeAeHWl O 3anucaBLUEMCS YnTatene B Buae
yuTaTenbcKoro obuneta

OJVH noceTuTenb 0,4

12

Habop Ha KnaBuaType CBedeHWn O uuTatene: aMmunus, WUmMs,
OTYECTBO, XapakTepuayloliMe ero npusHakM (obpasoBaHue,
creumanbHOCTb), kod, HOMEpP YMTaTenbeKkoro GuneTa; hoTochemka

OJVH noceTuTernb 2,0

13

OCYLLIECTBIEHNE KOHTPOSSl 33 BO3MOXHbIM HanM4MeM AaHHbIX O
yuTaTtene, 3anucaslleMcs B GUGnnoTeky (paHee 3anucaH, nuieH
npaea nosnb30BaHus)

OJVH noceTuTenb 2,0

14

odopMrieHne uuTaTenbckoro 6wuneta c HOMEPOM UM CPOKOM
NoNb30BaHWUA YMTaTeNbCKMM OWMMETOM Ha OCHOBE  BblgAHHON
MHdopMaLnn

oavH bunet

1,0

15

BblAa4Ya Ha nNpuHTEep CBEJeHUn O 3anucaBlleMcs 4duTaTtene,
npoeegeHne paﬂMOHaCTOTHOVI I/Iﬂ,eHTVICbVIKaLI,VII/I YUTaTesIbCKOro
ouneTa; nposegeHue OEeHeXHOoro B3ammMopacuyeTa Cc
nonb3oBaTesieM Yyepes Kaccy

OJVH NnoceTuTenb 5,0

YpaneHHas 3anuceb:

OOWH NoceTuTeslb

16

CBepKa AaHHbIX peFMCTpaLI,I/IOHHOﬁ KapTO4KKN, CKaHNPOBAHHbIX
Konun ¢ nacnopta n OpyruMn LOOKyMEeHTaMu nMnoJfib3oBaTtena wu
noateepXxneHune 3adaBkKun

2,0

17

ocbopMneHne gorosopa-odepTsl Ha MNpedocTaBneHue AocTyna K
3MEKTPOHHBLIM pecypcam GUBnnoTeKku

3,0

18

Habop Ha KnaBuaType AaHHbIX, ANs 3anofiHeHUs 4OroBopa, BbIBOA,
[JoroBopa Ha NpuHTep, NOANMCh N1LA, 3aKnoYaBLLEro 4oroBop

19

ocdopmMmrieHMe  Bxoga-Bbixoda yutaTtens n3 onbnmnoTeku:
CKaHMpOBaHMEe MOCTOSAHHOrO 4YuTaTenbCKoro OuneTta, Bblgaya
KOHTPOJSIbHOrO NUCTKa

OOVH noceTuTenb 2,0

BbinonHeHne TpeboBaHu Nnonb3oBaTenemn, Bbigava AOKYMEHTOB U3
crneumanmanpoBaHHoro oHaa:

20

nosnyyeHne TpeboBaHUS Ha OOKYMEHT M3 OCHOBHOIO XpaHeHWs,
npoBepkKa NpaBMNbHOCTY 3aronHeHns TpeboBaHusA, pernctTpaums

0HO
TpeboBaHne

1,0

21

pa3bop TpeboBaHM MO spycam, paccbiiika No MHEBMOMNOYTe

o4HO
TpeboBaHne

10,0

22

nonyyeHve TpebOBaHWs Ha LOKYMEHT; MpOBepKa MpaBUITbHOCTU
3anonHeHust TpeboBaHusa; pernctpauusi, gopabotka TpeboBaHus;
noabop no wudpam B cneumanmamposaHHoM oHae

ofaHO
TpeboBaHue

10,0

23

noaroToBka u Od)OpMJ'IeHVIe OTKa3oB WU nepeHanpaBneHvu?l;
oTnpaBka Tpe6OBaHVIIZ C OTKasamMun W“n nepeHanpasndaemMbiMn

ofaHO
TpeboBaHue

5,0
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TpeboBaHusiMn

24 |nouck pokymeHTa B ¢oHOe, oTMeTka Ha TpeboBaHWW, KHWKHOM| OAWMH AOKYMEHT 5,0
dopmynsipe, AMCNETYEPCKON CeTKe

25 | TpaHcnopTMpoBKa/aocTaBka nsgaHns u3 oHga B YMTanbHbIA 3an OOVH OOKYMEHT 8,0

26 | TpaHcnopTMpoBKa/aAocTaBka n3gaHusa u3 poHaa B YMTanbHbIA 3an 45,0
(yoaneHHoe xpaHunuie)

27 |ycTaHOBKa MeCTa HaxoXOeHWss HEeHaWOEeHHOro [[OKyMeHTa no| OAWH AOKYMEHT 50
6a3am 1 6aHkaM JaHHbIX, CNPaBOYHbIM KapTOTeEKaM, KaTanoram

28 |Bblgaya AOKYMeHTa M3 crneuuanuavpoBaHHOro doHga uutartento;| oguH AOKYyMEHT 1,5
OTMeTKa Ha  KHWKHOM  hopmynsape/TpeboBaHuM;  3anucb
OOKYMEHTOB B YMTATENbCKYIO KAPTOYKY (BKIMAgHOW NACT); oTMeTKa
B KHUre 3aKka3oB; OTMEeTKa O BblJaye B aBTOMAaTM3NPOBaHHOW
cuctemMe (M3MeHeHWe cTaTyca u3gaHusd) nyTeM CYUTbIBaHWA
LUTpUX-KOAa AOKYMEHTa

29 |npvem [OoKyMeHTa OT u4uTaTensi; MOWCK KOHTPOMbHOrO nucTka| OOWMH JAOKYMEHT 1,5
nonb3oBaTtens, TpeboBaHWI; NpoBepka COXPaHHOCTU [OOKYMEHTa;
norawieHue OTMETKM O Bblgaye Ha KOHTPOMBHOM  JIUCTKE
nonb3oBaTens; norawleHMe Bblgayn B aBTOMATM3UPOBAHHOWM
cucteme (M3MEHeHWe cTaTyca u3gaHus) nyTeM CHUTbIBAHUSA
LUTpUX-KOAa AOKYMEHTa

30 |Bbligaya gokymeHTa u3 akcnosuumm myses kHurn (MK) coTpyaHuky| oguvH AOKyMeHT 40,0
ceKkTopa XpaHeHus AN BblAayn 4YMTaTernto; CHATUE BUTPUHBI C
OXpaHbl NO 3BOHKY Ha MyNbT OXPaHbl; BCKPbITUE BUTPUHbLI; BblEMKa
KHUIM U3 BUTPUHBI; 3aKpbITUE BUTPUWHbI; MOCTAaHOBKA BUTPMHbI Ha
oxpaHy; ukcaums Bolgayum B "XKypHane Bblgaun" maTepuanoB 13
akcnosnumn MK

31 |npuHATME OOKyMeHTa OT uduTaTtens; nouck sanucu B "XKypHane| oavH JOKYMEHT 30,0
Bbldaun"; noraweHve OTMETKM O Bblgaye; CHATUE BUTPUHBI C
OXpaHbl NO 3BOHKY Ha MyJbT OXpaHbl; BCKPbITUE BUTPUHLI, BO3BpaT
KHWUMM B BUTPUHY (MOHTaX); NOCTAHOBKA BUTPUHbI HA OXpaHy

32 |npuem TpeboBaHuM OT ymTaTenen B HayyHo-uccrnegoBaTenbCKOM| OAMH pas B A€Hb 30,0
otaene pykonucen (HAOP), npoBepka kayecTBa WX 3anoSIHEHWS;
pPOCNUCH B KHUre permctpauumn TpeboBaHui

33 | o3HakoMmeHne ¢ TpeboBaHMEM, YTOYHEHWE MeCTa XpaHeHus no eouHnua 3,0
Tonorpacpmyeckomy ykasaTeno; BbleMka eauHuL, XpaHeHus (en. XpaHeHus
Xp.) U3 KapTOHa, pas3MelleHMe B KapTOHEe KapTbl-3aMEHUTENS;
npoBepka COOTBETCTBUA Lmndpa M 3arorioBka Ha oBNOXke uU B
TpeboBaHuM; npoBepka U3NYECKOTO COCTOSIHUS  ed.  Xp.;
odhopMIieHNE NNCTa UCNONb30BaHMS, 3aMOSTHEHME KHUMM BblAaum

34 |npoBepka nucTaxa ef. Xp. Npu Bblaaye, yCTaHOBMEHNE HANUYHOIo OAMH NUCT 0,2
nUcTaxa C 3anucbio B 3aBEpPUTENbHOM NMCTE U Ha 0bnoxke,
OTMEeTKa B 3aBEPUTENBHOM FINCTE O NPOBEpPKE

35 |mpoBepka nuctaxa npu Bblgadye C  nepeodopMmiieHnem OAVH nucT 0,3
3aBepuTenbHOr0 fmucta C  ykasaHMeM BCeX OcobeHHocTel
XPaHALLMXCA B 4. Xp. AOKYMEHTOB

36 |npoBepka nNuUCTaxka MOCMe BO3BPpaLleHWs ef. Xp. U3 YUTarnbHOro OAMWH NnCT 0,2
3ana (43) unu ot cotpyaHukos; ana OU, ¢oto, aBTorpados,
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KOJNMNMEKUMOHHbIX OOKYMEHTOB - obss3arenbHa

37 |Hymepauusa n nepeHymepauumsi IUCTOB NPU Bblgade en. Xp. Ans OAWH NNCT 0,3
NCNONb30BaHNA C COCTaBIEHNMEM pPa3BEPHYTOr0 3aBEpPUTESNBHOMO
nuncTa ¢ BbIHECEHMEM BCEX OCOHBEHHOCTEN AOKYMEHTOB

38 | wndpoBka 0bOnoXek ef. Xp.; CBEpKa 3arofioBka ef,. Xp. C OMUChIo; eavHuiua 2,2
npoctaeneHue wramna HAOP n ero 3anonHexue XpaHeHus

39 |odopmneHe obnoxek (OT PpyKu): pPas3nUHOBKA MOBEPXHOCTU eavHuua 6,0
0bnoXKW; HanucaHne Ha o0bOnoxke HauMeHoBaHus poHaa, XpaHeHus

3arosrfoBka en. xp., KpaI7IHI/IX naT, Kkonn4yecTtea JINCTOB U OOKYMEHTOB
B COOTBETCTBUU C ONMUCBLIO

40 |npuem u TpaHCMoOpTMpOBKa efd. Xp. u3 Y3 B xpanHunuwie v u3 eavHuua 15,0
XpaHunuwa B Y3 XpaHeHus

2.11. Bblgaya KOMNEKTOB JOKYMEHTOB BO BPEMEHHOE NOSb30BaHUE NoapasgeneHmsam onbnmorteku

Tabnuua 33
N HanmeHoBaHMe npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHnst BPEMEHMN,
MU/H.
1 2 3 4
1 |odopmneHne  3asBku/akta  Ha KOMMMeKT OOKYMEHTOB, | ogHa 3asBka, akT 30,0
nepefaBaeMblil B CTPYKTYpHOE nogpasaeneHue
2 |nogbop [OOKYMEHTOB B KOMMMEKTbl; perucrtpauvs  BblAaHHbIX| OAMH KOMMIEKT 10,0
OOKYMEHTOB B y4eTHbIX (hopmax
3 |Bblgaya KOMMMNEKTOB [OOKYMEHTOB; OTMETKa Ha  KHWKHOM| OOWH KOMMeKT 5,0
dhopmynsipe (MHOUKaTope) AaThl Bbligavn, AaHHbBIX NOAPa3aeneHus,
nony4varoLLero KOMMMeKT; OTMeTKa B KHUre Bbidayu AaTbl Bbloaudw,
JaHHbIX NoApa3fgeneHusl, NonyyaroLLero KOMMNEeKT; OTMeTka B AKTe
nepega4u
4 |nonyyeHne  KOMMMEKTOB  OOKYMEHTOB oT CTPYKTYPHbIX| OAMH KOMMNEKT 18,0
noapasaeneHnii; NOUCK KHKHOro cpopmynsapa (MHgukatopa);
noraweHne OTMETKM O Bbldaye, BIOXEHUWE €ro B [OKYMEHT;
npoBepka pn3M4YECKOro COCTOSIHUSA, MepecyeT JINCTOB, CBEpKa C
AKTOM nepepgauun; noraweHne OTMETKU O Bblaye B KHUre Bbloauu;
nepegava OKyMEHTOB Ha COpOCKy

2.12. O6cnyxvBaHve nonb3oBaTenen [AOKyMeHTamMyM B 4YuTanbHOM 3ane, 3ane C  rmbpuaHbim
obcnyxmBaHMeM, 3ane aMnekTPOHHbIX PeCypCcoB, 3ane "MIHTepHeT", 3ane cnewumanuMampoBaHHoOro otaena. lNpuem
3aKka30B no TernedoHy 13 ropoga

Tabnuua 34
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n n3mepeHusi BpeMeHN,
MU/H.
1 2 3 4
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O6cnyxnBaHue nonb3oBartenen bubnunorteku:

npoBeAeHne KoHCcynbTauun, becegbl ¢ yMTatenemMm no npasunam
obCcnyXnBaHUsa B YMTanbHOM 3ane 1 npeaocTaBfsieMbiX ycnyrax,
Mo MCNONbL30BaHMIO CNpaBoYHO-OubnMorpacmyeckoro annapata wu
POHO0B, ANEKTPOHHLIX PEecypcoB, MHOPMUPOBAHME 4YUTaTENs O
HOBbIX MOCTYMNJIEHUAX

OAWH YnuTaTeslb

3,6

KOHCynbTaumm no pabote ¢ MK B umMtanbsHOM 3ane, no paboTte B
3NEKTPOHHOM BMbnmoTeke

OOWH YnTaTeslb

2,0

npuemM 3akasoB MoSfib3oBaTeNiel Ha Uu3gaHus  ©3
KHUroxpaHunuiia,  npoBepka NpaBUbHOCTM
TpeboBaHus; pernctpauus

OCHOBHOIoO
3anosriHeHuna

O[VH 3aKa3

1,0

rpvem 3akasos Mo TenedoHy 13 ropoaa

O[VH 3aKa3

5,0

nony4eHune OOKYMEHTa, 3aKa3aHHOro yutatenem B

cneumanuanpoBaHHOM hoHae/YMTanbLHOM 3arne

OOVH JOKYMEHT

0,9

paccTaHOBKa n3gaHnn  Ha 6p0HenonKax YyyuTarnbHOro 3ana,
NOCTYNNBLUMX N3 KHUTOXpaHUnnia no 3aka3am nonb3oBaTtenen

OOVH JIOKYMEHT

0,4

I'IO,EI,60p OOKYMEHTOB Ha 6p0HenonKe, 3aKa3aHHbIX N3 OCHOBHOIO
KHUroxXxpaHunuiia; nepegaya Ha Kacbep,py BblOa4yn

OAOUH OOKYMEHT

0,47

nogbop OOKyMeHTOoB B noacobHoM doHae uuTanbHOro 3ana;
nepegava Ha kadpeapy Bblaaum

OOVH JOKYMEHT

2,0

noabop [OKyMEHTa B XpaHEHUMM CheuvanvM3MpoBaHHOro oHAa;
oTMeTKka Ha TpeboBaHwW; nepejada OOKyMeHTa Ha kadeapy
Bbldauu

OOVH JOKYMEHT

10,0

10

ochopmMIieHre BbldaHHOro Ancka

OAVH AUCK

5,0

11

perucTpaumsi B KOMMbIOTEPHOW MporpamMme, MpPOCYeT JIMCTOB U
(h13M4ecKoro COCTOAHMS JOKYMEHTa

OOVH JOKYMEHT

9,0

12

YyCTaHOBKa MeCTa HaxoxaeHud HeHangeHHOro OOKyMeHTa no
CnpaBO4YHbIM KapTOTEKaM, KaTtarnoram, permcrtpaumnsa oTka3oB

OOVH JIOKYMEHT

22,0

13

noabop YMTaTenbCKNX KapToYek Anst BNUCbIBaHUS OOKYMEHTOB Ha
TEKyLLWIA OeHb; NoAnncaHne kapToyek y 3aB. OTAENOM O Jonycke B
otoen HAOP

ofiHa KapTouka

10,0

14

BblJa4a JOKYMeEHTa YnTaTesiio: cBepka BblJaBaemMoro JoKyMeHTa C
ynTaTenbCckuM TpeboBaHMEM; MPOBEPKA HaNUuMsi CTpaHWUL/KaapoB
MUKpoduibMma,  MUKpodumLll,  codepkaHue KOMMaKT-aUCKa;
CUMTbIBaHUE LWTpUX-Koga (Npu SMEeKTPOHHOM 3akas3e) B MoAayIle
"unpkynauua" 3K; oTMeTKa KHUroBblga4YM Ha KOHTPOSIbHOM JIUCTKE

OAOUH OOKYMEeHT

1,8

15

npueM AOKyYMeHTa OT uuTaTens: cBepka ero c TpeboBaHuem
(KOHTPOMNbHBIM NINCTKOM), NPOBEPKa COXPaHHOCTW OOKYMEHTa,
Hanuuus CTpaHuL/Kaapos MUKpOUbMa, MUKpouLL,
cofepXaHue gucka, CHMTbIBaHWE LWTpUX-Koda (Npy 9neKTPOHHOM
3aKkase), BHECEHMe OTMETKM O NMpUeme Ha KOHTPOSIbHOM fNCTKE

OOVH JOKYMEHT

1,5

16

CAaHHOro
oTMeTka O

nepeagava/TpaHcnopTMpoBKa/g4oCTaBka  OOKYMEHTa,
yuTatenem, B  CneuManusavpoBaHHbIN  OOHA;
B3aumopacyeTe 06CnyXMBaHMS N KHUFOXPaHEHUS!

OOVH JOKYMEHT

1,0
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17 |BbIICHEHME MO NOBOAY 3aKasa WM MPOANEHWe cpoka MoMb30BaHWsS| OOWH 3anpoc 1,0
OOKyMeHTamu no tTenedoHy
18 |BblsiCHEHME MO NOBOAY 3aKasa WM MPOANEeHNEe cpoka Mofb30BaHWS| OOWH 3anpoc 2,0
OOKYMEHTaMU Mo 3NEKTPOHHON noyTe
19 |obecneyeHne KOHTPONSA 3a CpoKamu MONb30BAHUSA OOKYMEHTamMu| OOWH 3arnpoc 0,8
N3 oTaena xpaHeHus
20 |npoaneHue cpoka nNONb3OBaHUA [AOKYMEHTa: MNOWUCK KapTouku;| Ha oavH AeHb 30,0
BHECEHME OTMETKM O MPOATIEHNN CpOoKa MONb30BaHUS; MpoasieHne
no TenedoHy
21 |npoBepka 3aQ0JPKEHHOCTU YMTalbHbIX 3arOB OTAENY XpaHeHus;| OoOouH AOKYMEHT 50
cBepka npenbsBIEHHOM 3afO/MKEHHOCTM C  AOKyMeHTauuewn
YnTanbHOro 3ana
22 |paboTa C OTKasamu; KOHTPOS&lb CPOKOB MOCTYMIIEHNSs OTKA30B; OfVH OTKa3 0,8
npoBepka 0OOCHOBAHHOCTM OTKA30B; y4ET OTKa30B
Bblgaya Konuu [OOKyMEHTa W3  3MeKTPOHHOW  Gubnmotekw,
peanv3oBaHHON B CUCTEME 3aLLMLLEHHOro MPOCMOTpa, Mo 3anpocy
nonb3oBaTens:
23 | ochopmneHne 3akasa Ha KONMpoBaHWeE OAWH 3anpoc 2,0
24 | pacnevaTka QOKYMEHTOB Mo 3anpocam nonb3oBartenemn OAVH nucT 1,0
25 | aneKkTpOHHOE KOMMpoOBaHWe: MOUCK [OKYMEeHTa, COXpPaHEeHHOro| OAWH 3anpoc 10,0
norb3oBarernem,; npoBepka tana  ansa KonupoBaHus,
3NEKTPOHHOE KOMMpOBaHWE; NpOBepKa, Bblgava HocuTens
nonb3oBaTento; MO 3anpocy nofnb3oBaTtens - 3anncb Ha
ONTUYECKUIN KOMMAKT-ANCK B1MbnnoTekn
2.13. BHyTpeHHsAs paboTta
Tabnuua 35
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpEMeH!,
MWH.
1 2 3 4
MoproToBka K Bbigaye AOKYMEHTOB:
1 |npoBepka OpPOHEMONOK C OTMOXEHHBIMM OOKyMeHTamu (No| Ha OaWH AeHb 10,0
HOMepaMm YuTaTenbCKNX BUNeToB, No cpokam)
2 |cbpocka 4OKYMEHTOB (MO cpokam) OOWH JOKYMEHT 0,2
3 |pacctaHoBka GopMynsapoB uuTatenen (Mo cpokam, Homepam,| oauH cbopmynsp 0,3
andgaeuTty, LWudpam); paccTaHOBKA KOHTPOSIbHbIX  FINCTKOB
nonb3oBaTenen No Homepam
4 |nogBeneHwe UToroB paboTbl 3a npowenwni OeHb, BHeceHue| Ha oauH AeHb 12,0
3anucu B AHEBHUK/NMUCTLI y4eTa
5 |nogbop JOKYMEHTOB MO NpefBapuUTEeNlbHBbIM 3aKkazaM uuTatenen u| oguH AOKYMEHT 10,0
KoHncynbtanTtlnioc
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nnaHam YTeHus

6 | NpPOCMOTpP HOBbIX NOCTYMMEHUN AN PEKOMEeHOaUMN YuTaTtensam OAWH JOKYMEHT 3,0

7 |npocMOTp (NpoBepka NpaBUITbHOCTM PACCTAHOBKM) KHAT OTKPbLITOro| Ha OA4MH AEeHb 50
goctyna B Y3

8 |npoBepka Hannuusa onucen B YitanbHom 3ane HAOP Ha OHYy Hefeno 60,0

9 |3anonHeHne NUCTOB 3a40JHKEHHOCTU Ha OAWH OeHb 5,0

10 | npoBepka BblAaHHbIX N34aHWI N0 NNCTaM 3a40JHKEHHOCTMN OOVH JOKYMEHT 1,0
PaboTa ¢ oTkasamu:

11 |ydeT wn knaccudukauma OTKa3oB: OTMETKa Ha  fnCTke OQVH OTKa3 0,2
ynTaTenbckoro TpeboBaHUsA NPUYNHBI OTKa3a

12 |npoBeneHue noucka OOKYMEHTa, OTCYTCTBYHOLLEro no| ogvH QOKYMEHT 40,0
HeyCTaHOBMNEHHOW Npu4nHe

13 |pacctaHoBka  uuTaTenbckux  TpeboBaHWi B KapToTeke| ofHa kapToudka 0,3
"HeyoBNEeTBOPEHHbIN cnpoc”

14 |aHanu3 0TKa3oB, COCTaBfeHWe CBOAKM OTKas3oB (MO npuyMHaM| ofHa cBojka 16,0
OTKasa y Mepam Ux NIMKBuZaumMm u npegynpexaeHus)

15 |cocTaBneHne OMGnIMorpacn4eckoro OMMcaHus Ha [OOKYMEHTbl,| oAHa KapTouka 24
nMerolme Hamborbllee 4YMCrO OTKA30B; Nepefada KapTouku B
OTAEen KOMMIIEKTOBaHUS

16 |cocTaBneHue KapTOTEKU OTKa30B, MpoBepka W MOUCK Nno doHAy,| OfHa KapTouyka 54,0
oTMeTKa B (bopmyrnisipe M B KapTOTeKe OTKa30B MO pes3ynbTatam
NpoBEPKM

2.14. ObcnyxumBaHne no MmexénbnmnoreyHomy adboHemeHTy (MBA). Ob6cnyxmnBaHne no MexgyHapogHoMy
MexonbnmnoreyHomy aboHemeHTy (MMBA)

Tabnuua 36
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EaovHuua Hopwma
n/n n3mepeHusi BPEMEHM!,
MWH.
1 2 3 4
Npuem 3akasos:
1 |peructpaums aboOHEHTOB B aBTOMaTU3NPOBAHHOM CUCTEME OAWH 3aKas 10,0
2 |npuem 3aKa3oB oT 3apybexHbIX aboHeHTOB B OAVH 3aKas 50
aBTOMATM3MPOBAHHOM CcUCTEMEe: pacnedyaTka OnaHka-3akasa;
wncpoBka
3 |odopmneHune 3akas3oB No LUPKYNALUn OVH 3aKa3 5,0
4 |nonyvyeHne [OOKYMEHTOB; 00OpaboTka B aBTOMATU3MPOBAHHOW| OOWH OOKYMEHT 50
cucTeme
KoHncynbtanTtlnioc
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5 |paboTta c oTkaszamu: M3MEHEHWe cTaTyca B CUCTEME, YKasaHue OAVH OTKa3 3,0
NpWYMHbI 0TKa3a, n3BeLLeHne aboHeHTa 06 oTkase
Bblgaya 4OKYMEHTOB:
6 |odopmreHne JOKYMEHTOB K Bblaaye OOVH OOKYMEHT 5,0
7 |oTnpaBka: B3BeluMBaHWe OaHOeponew; HakrnevBaHuMe aapecHoW| oamH GaHaeponb 7,5
3TUKETKU W LUTPUX-KOAA; MPOCTaBEHNE NnevaTel; ynakoBka
8 |cocraBneHue mexayHapoaHoro cnucka (5 ak3eMnnisipos) OAVH CMUCOK 6,0
9 |otopmrieHe AOKYMEHTOB AN TaMOXHN OAWH JOKYMEHT 5,0
10 |cocTtaBneHue cnucka Ha3BaHUN, OTNPaBNseMbIX JOKYMEHTOB OJVH CMNUCOK 10,0
11 |paboTta ¢ 3ag0/mKeHHOCTbIO: cooblieHne aboHeHTy O 3agepxke| oAHO MMCbMO 50
OOKyMeHTa; paboTa ¢ nMcTamun 3a0MKEHHOCTU
ObcnyxuBaHne  uutatenen no  MBA (MexayHapogHbIn
aboHeMeHT):
12 |npuem 3akasoB: npocTaBrieHMe Homepa OubnuoTtekn, Kyga OAMH 3aKas 5,0
HanpaenseTcsa 3akas, HoMep 3akasa; neyaTb bnaHka-3akasa
13 |oTnpaBka 3aka30B B MexayHapoaHble 6ubnunoteku OJVH 3aKa3 7,0
14 |paboTa c oTkazamu OAVH 3aKkas3 3,0
15 |nonyyeHve OOKYMEHTOB AN yuTaTtenen: odopMreHne KapToyku,| OAuMH OOKYMEHT 15,0
KONMMYECTBO MONYYEHHbIX 3K3EeMMMSAPOB; NPOCTaBneHve pAathbl
BO3BpaTa; 3anosfiHeHne geknapauumn ans yaratens
16 |Bo3BpaT fokyMeHTOB M3 Y3: NpoBepka BCex MyHKTOB Aeknapauuu;| oavH AOKYMEHT 50
nepegava JOKYMEHTOB Ha OTNpaBKy
17 |oTnpaBka: B3BelwMBaHWe GaHOeponen; HaknemBaHue agpecHou| ogvH 6aHaeponb 7,5
3TUKETKU U LUTPUX-KOAA; MpOCTaBneHne nevaTen; ynakoeka
O6cnyxnBaHne yitatenen ubnuotekn no MBA:
18 | nonyyeHue 3akasa U3 YMTanbHOro 3ana OfMH 3aKas3 3,0
19 |3anonHeHne 6naHka-3akasa; MPOCTaBMEHNE pPErncTpaumoHHoro|  oavH dnaHk 2,0
Homepa, AaTbl
20 |yTOYHEHME YKa3aHHbIX u4YuTaTENeM CBEeAEHWn O 3akasaHHOM| OAMH OOKYMEHT 3,0
OOKYMEeHTe, LUenu 3anpoca, WCTOYHMKA, OTKyda  MOJTyYeHbl
cBefeHus
21 | 6bubnmorpaduyeckas popaboTka 3akasa; YTOYHEHNE OAVH 3akas 20,0
oubnuorpadguyeckmx  cBedeHun; yyet NOMy4YeHHbIX "
oTpaboTaHHbIX TpeboBaHMN
22 |npoBepka HanNMuMs 3anpallnBaeMoro AOKYMeHTa B OuMOnuoTekax| oauvH AOKYMEHT 8,0
ropoga, obnacTtu, perMoHa, CTpaHbl, MuMpa, B TOM 4uUcre no
CBOAHbLIM KaTarnoram
23 |3aka3 nsgaHus rno 3MeKTPOHHOM NoYTe, 3anofiHAETCS 3NEeKTPOHHbIN| OAWMH AOKYMEHT 7,0
OnaHK unu B BMAE NPOU3BOSIbLHOrO NMCbMa
KoHncynbtanTtlnioc
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24

3anncb cBedeHUn o HanpasrneHuu 3akasa no MBA (HanmeHoBaHue
6ubnuoTtekn, gata) Ha 0OOPOTHON CTOPOHe OnaHka-3akasa

OOWH 3aKa3

3,0

25

nomelleHve bnaHka-3akasa B "KapToTeky 3anpocoB untatenen no
MBA" 3a pasgenutenem "3anpocbl no MBA, HanpaBneHHble B
apyrvue bubnmortekn"

oauH 6naHk

1,0

26

nonyyeHne JOKYMEHTa OT uuTaTtenst B uMTanbHOM 3ane; cBepka
OOKyMeHTa ¢ 6raHKkoM 3akasa, NpoBepKka COXPaHHOCTU [OKYMEHTa,
BHECEHWe OTMETKM O Nepefaye B COOTBETCTBYHOLLMIA OTAEN B KHUre
peructpaumu; nonyvyeHne [AOKyMeHTa, npucnaHHoro no MBA;
pacnedatka ©OaHOeponu, MpoBepka COCTOSAHMS  AOKYMEHTa,
OTMEeTKa aTbl MOMy4YeHUs M Ha3BaHWs OUBNMOTEKW, BbiCHaBLUEN
OOKYMEHT,  WMHBEHTApHOTO HOMEepa, Cpoka  MOSb30BaHMS;
nepecTaHoBka 6raHka-3akasa u3 pasgena kaptoTeku "3anpocbl no
MBA, HanpaBneHHble B apyrue 6Gubnuotekn" B pasgen
"Mony4eHHble no MBA n3gaHusa"

OOVH JOKYMEHT

5,0

27

Bblgaya nomnyyeHHblx no MBA wu3 uutanbHOro 3ana; cBepka
BblaBaeMoro JOKyMeHTa ¢ 6naHKoM-3aka3oM; NpoBepka Hanmums
CTPaHUL N COCTOAHUSA AOKYMEHTa; OTMeTKa Bblaauu

OOVH JOKYMEHT

1,0

28

nepejada usgaHus nocrne Bo3BpaTa M3 uYWMTanbHOrO 3ana Ha
MUKpopunbmMmpoBaHue (m/d)

OAHO nsgaHue

5,0

29

BO3BpaT WU3[4aHWs nocne MUKPOUIIbMUPOBaHWUS,
wndbpa m/d

npocTaBneHve

0[HO n3gaHune

5,0

30

noaroToBka K oTnpaBke AOKYMEHTOB B
ombnunoTeky-choHaoaepKaTenb 3akasHoM OaHAeponbl; YyMnakoBKa
OaHgeponu, B3BeELMBaHME €€, HaKnemBaHue Mapku (ecnu Het
LEeHTpann3oBaHHOM onnaTtbl MNEpPecbifikK); HanucaHue agpeca,
COCTaBfEHNE OMNnCK

OAVH 3aKas

12,0

31

paboTta c OoTKasamu - npu nonyyYeHum oT
6ubnuotekn-cboHaoaepxkatens wusBeweHns o6 oTkase WM
3ajlepXKKke BbIMOMHEHWA 3anpoca: ycTaHoBKa OnaHka 3akasa c
yKkasaHueM NpuudvHbIl U gaThl 0TKa3a B kapToTeky "OTkasbl no MBA"

OOWH 3aKa3

6.0

32

coobLLeHne B oTAen oOCnyXmMBaHWs O MOMyyYeHMM oTkasa (para,
npuynHa)

O[IMH OTKa3

2,0

O6cnyxnBaHue aboHeHToB No MBA:

33

noslyyeHune 3akasa: aboHeHT obpaTuics B TEKyLLEeM roay BrepBble:
npocTaBneHve B KapToyke roaa obpallieHunst, aathl

OfMH OTKa3

0,5

34

odopmreHne aboHeHTa (opraHuM3auust paHee He aboHupoBanach):
peructpaums aboHeHTa B  aBTOMATU3WPOBAHHOW  CUCTEME;
3aKIMHYeHne JOroBopa; corracoBaHue ¢ pUaNYECKM OTAENOM

oAWH aboHeHT

12,0

35

pacCTtaHOBKa pErmcTpaumnoHHbIX KapTO4YeK B KapTOTEKE

OHa KapTo4Ka

8,0

36

JocTaBka TpeboBaHuWi B cneumannampoBaHHble hoH bl

ofHO
TpeboBaHue

10,0

37

OOoCTaBka 1 BO3BpaT AOKYMEHTOB B cneunanm3mpoBaHHbIe (*)OHﬂ,bI

OOVH JOKYMEHT

10,0

38

KoHncynbtanTtlnioc
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39 |oTnpaBka [gokymMeHTa aboHeHTam: ynakoBka  GaHgeponu, OAVH 3akas 12,0
B3BELLUMBAHWE, HaKNeuBaHWe Mapku, HanucaHue  ajpeca;
COCTaBlIEHNE OMUCU, TPAHCNOPTUPOBKA B rPyMny OTNpaBKu

40 |6mnbnuorpadudeckas gopaboTka  HEBLIMNOMHEHHbLIX  3aKa3o0B; OAVH 3akas 20,0
yTO4YHEHNE Oubnuorpadmyecknx CcBedeHWA N0  CNPaBOYHbIM
N34aHUSAM; YYET NoSyYEHHbIX 1 0TpaboTaHHbIX 3aKa3oB

2.15. PaboTta ¢ NoCTOsiHHOM akcno3uumen Myses KHUrm

Tabnuua 37
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpeMeHN,
MWH.
1 2 3 4
1 | peakcnosnuus (koppeKkTnpoBKa pasgenoB| oguH 3KcnoHaT 96,0
TEeMaTUKO-3KCMO3NLIMOHHOIO NiaHa, BbIsIBNIEHWE MmaTepuanos Ans
3KCMOHMpPOBaHUs, noabop)
2 |3amMeHa oOTOernbHbIX 3KCMOHATOB MO  YCMOBUSIM  XpaHeHusi| OoauH aKcnoHaT 80,0
(BbIsBNeHne, oTb0p)
3 | MoHTax, aemoHTax OJVH 3KcnoHaT 24,0
4 |aHHOTUPOBaHME HOBbLIX 3KCMOHATOB OAMH 3KcroHaT 12,0
5 |pepaktnpoBaHune n 3ameHa (ne4vaTtb, 0QOpPMIIEHME) aHHOTaAUMW U| OOWH 3KCMoHaT 18,0
3KCMNNMKaUmMii B 3KCNO3nLUm

I'Ipmmeanme: paﬁOTbI OonnucCbIBaKOT KOMMJIEKTOBaHWE, y4eT, COXPaHHOCTb HEKHWXHbIX MaTepunarnos Myseﬂ
KHUT .

2.16. CnpaBo4Has n nidopmMaumoHHas paboTa

Tabnuua 38
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpEMeH!,
MWH.
1 2 3 4
Y4eT NoCTYNUBLUNX BTOPUYHBIX JOKYMEHTOB (KapTo4ek):
1 |BblIBNEHME HEBBINOMHEHHbIX 3aKa30OB; COCTaBfeHWe 3asiBKM Ha| Ha OA4HY Heaento 840,0
HEBbIMOJIHEHHbIE 3aKa3bl
OpraHusaums cnpaso4vHo-6ubnuorpaduyeckoro annapata (CBA):
2 |cocTtaBneHue Gubnuorpadunyeckon sanucm OOVH LOKYMEHT 2,3
MpocmoTp n otbop kaptodek B CBA B Uensx usbatTUS unm
nepemeLleHns (BTOPUYHbIN 0TOOP):
3 |u3bsATME U3 KaTanoroB W KapTOTEK KapTodeK Ha [OOKYMEHTbl,| OAHO Ha3BaHue 1,0
KoHncynbtanTtlnioc
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crnvcaHHble 13 doHaa; npocCMoTp KpaeBeg4yeckux,
Gubnuorpadmyeckmx n dakrorpadnyecknx KapToTek; M3baTne U3
HAX KapTOYeK Ha [OOKYMEHTbl, MNOTEPSIBLUME  LIEHHOCTb,
nepeBefeHNEe KapTOYKU B apXMBHbIE KApPTOTEKU (YHUYTOXEHME);
BHECEHME OTMETKM B JKypHame y4yeTa W perncrpalmoHHON
KapTOTeKe; M3bATME W3 KaTafloroB W KapTOTEK KapTovek Ha
OOKYMEHTbI, CnucaHHble 13 hoHaa
OpraHusaunsi KapTOTEKU MEPCOHANMIN U TEMaTUYECKON KapTOTEKU:
4 |onpepeneHne 1 cocTaBneHMe NEPEYHs NnL, CBEAEHUS O KOTOpbIX| OfHa KapToTeka 15,0
OTpaXkalTcs B KAPTOTEKE; NPOCMOTP MH(OPMALMOHHBIX U3AaHUNA,
NepBUYHbBIX AOKYMEHTOB, OTOOP OOKYMEHTOB AMNs BKIYEHUA B
KapTOTEKy; COCTaBfiEHME aHaNMUTUYEeCKOro  aHHOTUPOBAHHOIO
Bubnuorpaduyeckoro onucaHns JOKyMeHTa
5 |npocTtaBneHve KBanUMUKaLMOHHBbIX WHOEKCOB, Moabop kapTovek| ogHa kapToTeka 4,0
no wHAekcam (andaBuTy) W  pacCTaHOBKa KapTOukM B
NHOPMALMOHHBIN MacCuB
6 |TexHuyeckas M copepxartenbHass 00paboTka AOKYMEHTOB Anisi| oavH AOKYMEHT 3,0
BKIMIOYEHNS B KaApTOTEKY; pacCTaHOBKa KapToukM Mo andasuty
hamunuii aBTOpoB U N0 BUAAM AOKYMEHTOB
7 | TexHu4eckoe pegakTMpoBaHME KapTOTEK: MPOBEpPKa COOTBETCTBMSA| OOHa KapTouka 2,0
CTPYKTYpbI, cogepXXaHusi 1 ohOpMIIEHNSA KapTOYEK B COOTBETCTBUU
C TpeboBaHNSAMN OAHHOW KapTOTEKWU; 3aMeHa BETXMX KapToveKk U
pasgenutenen
2.17. QKCKYPCUOHHasa OesATeNnbHOCTb
Tabnuua 39
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n n3mepeHusi BpeMeHN,
MWH.
1 2 3 4
OKCKypCUSl MO IKCMO3ULNN MY3€ES KHUTW:
1 |o63opHas akckypcus OfiHa 9KCKypcus 60,0
2 |akckypcus ¢ nogbopom 1 NoKka3om KHUr OfHa 9KCKypCus 300,0
2.18. MNMpoekT "AHTUNNarnat"
Tabnuua 40
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHusi BPEMEHM!,
MWH.
1 2 3 4
OdbopmneHne 1 yyeT AOKYMEHTOB 4151 OKa3aHWs YCnyr:
1 Inony4eHue 1 npoBepka AOroBOPOB, 3aKNIOYEHHbLIX C PUsndeckumm| oauH JOKYMEHT 60,0
KoHncynbtanTtlnioc

Ctpannua 81 us 207


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

Mpukas MuHkynbTypbl Poccun o1 30.12.2014 N 2477

KYMEHT N TaBleH
"O6 yTBEpPXKOEHMUM TUMOBBLIX OTPacneBbiX HOPM TpyAa Ha paboTsl, AokymenT npeaocraene

KoHcynbTaHnTtlinioc
[ata coxpaHeHus: 09.06.2015

BbIMOSIHAEeMble B OM...

nuuamu, yutatensmm GubnuoTekun, No oKasaHUIo YCnyr, CBA3aHHbIX
C MCNONb30BaHNEM 3NEKTPOHHBLIX pecypcoB (OP) M 3MNeKTPOHHbIX
6ubnuotek (OB)

2 |BbIfpy3ka peecTpa W3 aBTOMaTU3MPOBAHHOMW CUCTEMbl NO| OAMH peecTp 15,0
chOpMMpPOBaAHHLIM O0roBOpaM, 3akfiYeHHbIM C  (U3NYECKUMU
niuamu, YitaTensiMm 6MbnmoTekn, No oKasaHuo YCNnyr, CBA3aHHbIX
¢ ncnonb3oBaHvem 3P n Ob

3 |cBepka OaHHbIX MO MOCTYNMBLUMM [AOroBopam, 3akfioYeHHbIM C| ogHa cBepka 40,0
dusmdeckumMmn nuuamn, Yutatensamm OubnvoTekn, Mo  OKasaHWo
YyCNnyr, CBsi3aHHbIX C ucnonb3oBaHnem 3P u 3b, ¢ peecTtpom,
BbIFPY>XEHHbIM U3 aBTOMaTU3MPOBAHHON CUCTEMBI

4 |npvem 3asiBKM OT IOPUONYECKOTO NULA Ha 3akmyeHve [oroBopal oauH OOKYMEHT 15,0
MO OKa3aHWIo YCNyr, CBA3aHHbIX C ncnonb3oBaHnem P n 3b

5 |nogroTtoBka TekcTa OoroBopa MO OKa3aHUKO YCIyr, CBA3aHHbLIX C| OO4MH OOKYMEHT 15,0
ncrnonb3osaHmem 9P n 9b

6 |cornmacoBaHme [oroBopa MO OKa3aHWIO YCryr, CBsA3aHHbIX C| oAWH AOKYMEHT 300,0
ucnons3oBaHnem 3P n 3b

7 |peructpaums JoroBopa MO OKa3aHWIO YCryr, CBA3aHHbIX C| OOWH AOKYMEHT 60,0
ncnonb3oBaHnem 3P n b

8 |s3anonHeHne TpeboBaHMA Ha  odopmneHne  pUHAHCOBOro| OAWMH AOKYMEHT 30,0
OOKYMEHTa K [OroBopy MO OKas3aHWK YCNyr, CBS3aHHbIX C
ncnonb3oBaHnem 3P n b

9 |npoBepka 0GhOPMNEHHOrO YUHAHCOBOIrO AOKYMEHTA K AOrOBOPY Ha| OAVH OOKYMEHT 15,0
OoKasaHue ycryr, CBs3aHHbIX C ucnonb3oBaHnem 3P n 3b

10 [nognucaHue [JoOKyMeHTa MO OKasaHWIo YCMyr, CBA3aHHbIX C| OAWH OOKYMEHT 960,0
ncnonb3osaHnem OP n Ob

11 |BHeceHue B peecTpbl yyeTa MNepBUYHBIX OaHHbIX O JOroBope no| oAWH AOKYMEHT 30,0
OKasaHWIo YyCNnyr, CBA3aHHbIX C ncnonb3oBaHvem OP 1 Ob

12 |ckaHupoBaHMe OGOPMMEHHOINO OOKYMEHTa Ha oOKa3aHwe Ycnyr,| oavH AOKYMEHT 30,0
CBsI3aHHbIX C ucnonb3oBaHnem OP n Ob

13 |oTnpaBka NO  SMNEKTPOHHOW MO4YTE  PUAMYECKOMY  nuLy| 0OgHO coobLieHne 40,0
CKaHUPOBAHHOW KOMWUM AOKYMEHTA Ha OKasaHue YCMyr, CBS3aHHbIX
¢ ncnonb3oBaHnem 3P n 3b

14 |nogroToBka TekcTa [dOKYMEHTa O BHECEeHMU WU3MEHeHWNn B| OAMH OOKYMEHT 60,0
3aKMOYEHHbIN JOrOBOP Ha OKasaHue YCryr, CBSA3aHHbIX C
ncrnonb3oaHmem 9P n 9b

15 |nogroToBka TEKCTa LEHOBOro NPeasioKeHUs Ha okasaHue ycnyr,| oavH AOKYMEHT 60,0
CBSI3aHHbIX C ncnons3osaHnem ISP 1 Ob

16 |nogrotToBka TekcTa akTa K AoroBopy o006 okasaHuu ycnyr,| oavH AOKYMEHT 60,0
CBSA3aHHbIX C ncnons3osaHnem ISP 1 Ob

17 |npoBepka AaHHbIX Ha oduuManbHOM calTe rocydapCTBEHHbIX| ofHa 3aKynka 20,0
3aKynok O MpPOBEOEHUM TOProBOW 3aKyMKW Ha OKasaHue YCnyr,
CBSA3aHHbIX C ncnons3osaHnem ISP 1 Ob
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18

coxpaHeHue OOKYMeHTauum c omumansHoro camnTa
rocyapCTBEHHbIX 3aKyMnoK Mo 0ObsBNEHHOW TOProBoN 3akynke Ha
oKasaHue ycryr, cBa3aHHbIX ¢ ucnons3oBaHnem 3P n 3b

OAVH hann

15,0

19

npoBepka AOKYMEHTaLUMM TOProBOM 3aKyMkuM Ha OKa3aHwe ycnyr,
CBS13aHHbIX C Ucnonb3oBaHnem OP n 36

OOVH JOKYMEHT

40,0

20

MOAroTOBKa 3asBKM AMs y4acTus B OO BbSABNEHHON TOProBON 3aKyrnke
Ha odunuManbHOM CarTe rocygapCTBEHHbLIX 3aKyrnoK MO OKa3aHuio
YChyr, CBA3aHHbIX C ucnonb3oaHnem AP n 3b

oJHa 3asBKa

150,0

21

BM3npoBaHuMe 3aABKMU B COOTBETCTBUN C pernaMmeHToM onbnuotekn

OOVH JOKYMEHT

360,0

22

MOAroToBKa TEKCTa [OroBopa Ans OOPMIIEHUS MO  OKOHYaHWIO
TOProBOM 3aKymnkMm Ha oduumanbHOM CalTe roCyAapCTBEHHbIX
3aKynoK Mo oKa3aHMWI YCNyr, CBA3aHHbIX C Mcnonb3oBaHnem 3P u
Ob

OOVH JOKYMEHT

70,0

23

pasmMelleHne 3asiBKM Ha oduuUManbHOM cailTe rocyAapCTBEHHbIX
3aKynok

oJHa 3asBKa

40,0

24

yyacTne B TOProBOM 3aKynke Ha oduumanbHOM  cainte
rocy4apCTBEHHBIX 3aKyMOK Mo perfiaMeHTy 3MeKTPOHHOM MIoLwaaKu

OfHa 3aKynka

120,0

25

MOAroToBKa TEKCTOB AOKYMEHTOB B COOTBETCTBUM C TpeboBaHNAMMU
pernameHTa npoBeaeHUsi TOProBOW 3aKymku MO OKa3aHWK YCNyr,
CBSI3aHHbIX C ncrnonb3oBaHnem 3P n b

OOVH JIOKYMEHT

360,0

26

dopMMpoBaHME NNATEXHOrO0 JOKYyMeHTa B Oyxrantepckon
nporpamme no TpeboBaHMIO Ha OMOpPMIEHNE (UHAHCOBOIO
OOKyMEHTa K [OroBopy MO OKa3aHWK YCIyr, CBS3aHHbLIX C
ncnonb3oBaHuem OP n 36

OOVH JIOKYMEHT

30,0

27

BbIBOA, Ha nevatb u3 ByxranTepckom
ChOPMMPOBAHHOIO NATEXXHOIO AOKYMEHTa

nporpammbi

OOVH JOKYMEHT

7,0

28

nepefaya naketa MraTeXHbIX [OKYMEHTOB Ha MoAanucaHve B
Oyxranteputo

OOWH NakeT

30,0

29

hopMMpOBaHNE exeQHEBHOrO OT4eTa O paboTe MO MNpPOEKTy U
BbINOMHEHUN YCYr, CBA3aHHbIX C ucnons3osaHnem 9P n 3b

OAOUH OOKYMEHT

60,0

30

KOHTPONb  CPOKOB BbIMOJSTHEHUA
ncnonb3oBaHuem ISP n 36

yCnyr,  CBSI3@HHbIX c

OOVH JOKYMEHT

30,0

31

KOHTPOJb UCMOSTHEHNA (PMHAHCOBLIX 00513aTENLCTB MO [LOrOBOPY
Ha OKa3aHue ycnyr, CBsI3aHHbIX C ucnonb3oBaHunem 9P n 3b

OOVH JOKYMEHT

30,0

32

CBepka UCMOorHeHns obs3aTenbCTB MO 3aK/MOYEHHbIM JOroBopaM
Ha OKasaHue ycnyr, CBsI3aHHbIX C ucnonb3oBaHnem 9P n 3b

oOVH OOKYMEHT

60,0

33

KOPPEKTUPOBKa [aHHbIX B peecTpax yyeta o006 WCMONHEHUM
YCIOBUA [JOroBopa MO  OKAa3aHW  YCryr, CBSA3@HHbIX C
ncnonb3oBaHuem OP n 36

OOVH JOKYMEHT

40,0

34

HanpaereHne KpPUan4eckoMmy nuuy CoOobLLEHNSS MO 3MEKTPOHHON
noyte o6 WCMOSTHEHUN YCMOBWI LOroBopa MO OKa3aHWUK  YCIyr,
CBSI3aHHbIX C Ucnonb3oBaHnem OP n 396

0[HO coobLLeHne

30,0

35

d)OpMVIpOBaHVIe nakeTa OOKYMEHTOB ana HanpaBeHuna

OOWH NakeT

40,0
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ropngny4eckomMy nuuy noYToBbIM OTNpaBlieHMEM

36

BblJaya OpWUrMHamNoOB 3aKMYEeHUA U KOMMIEKTOB [OKYMEHTOB
3aKasymMkam Ha pyku

oOVH OOKYMEHT

60,0

37

MOAroTOBKa KOMMIEKTa JOKYMEHTOB MO [OroBOpaM C MOMHOCTBIO
BbINOMHEHHbIMU 0653aTeNbCTBaMM OKa3aHWsl YCNyr, CBA3aHHbIX C
ncnonb3oBaHnem AP n 3b, ons nepegaym B Gyxrantepuio

OOWNH KOMMIEKT

60,0

38

COCTaBfIEHME peecTpa KOMMIIEKTOB [AOKYMEHTOB, XpaHsSILUXCS B
apxvee u/vunun nepegaBaembix B Oyxrantepuio

oOVH peecTp

60,0

39

CcocCTaBneHne un OCbOpMJ'IeHVIe apXMBHOVI nanku

OOKYMEHTOB

opurnHanos

O[Ha nanka

30,0

40

co3faHue apXMBHOI 3NEKTPOHHOMN KOMUM JOKYMEHTOB C MOMHOCTLIO
BbINOMHEHHbLIMM 06A3aTEeNbCTBAMMN OKa3aHUsA YCIyr, CBSA3aHHbIX C
ncnonb3oeaHnem 3P 1 3B, nepegaBaembix B Gyxrantepuio

OAOUH OOKYMEHT

40,0

41

nepenaya [OOKYMEHTOB B OyxranTepuio Mo peecTpy KOMMIEKTOB
[OKYMEHTOB

OfVH peecTp

40,0

42

chopmMmpoBaHMe OTYETOB O pesynbTatax paboTbl MO MNPOEKTy
OoKasaHus ycnyr, cBs3aHHbIX ¢ ucnono3osaHnem 3P 1 Ob

OOVH JOKYMEHT

1200,0

MHdopmMaLmoHHaa noafdepXka nonb3osaTenem
yCnyr, CBA3aHHbIX C ncnonb3osaHnem AP n Ob:

Nno OKasaHuk

43

TenedOHHblE KOHCYMbTauMW MO OKa3aHWIo YCIyr, CBSA3aHHbIX C
ncnonb3osaHveM OP 1 Bb, ans opnanyeckmx n usndecknx nuy

O[MH 3BOHOK

40,0

44

coCTaBlieHMe cooOLEeHNn B OTBET Ha BXxoasdwme OJIEKTPOHHbIE
nMcbMa No OKas3aHWUKo yCcnyr, CBA3aHHbIX C UCMOJIb30OBAHNEM OP u
ob

0[HO coobLLeHne

180,0

45

dopMUpOBaHME CMMUCKA KIMMEHTOB [AONnsi MPOBEAEHUS MacCOBOWM
paccChbINIKU MO 3MEKTPOHHOM MoYTe MO MPOEKTY OKasaHus yCnyr,
CBSI3aHHbIX C Ucnonb3oBaHnem OP n 36

O[Ha pacchblyika

1920,0

46

noAroToBKa AOKYMEHTOB A MPOBEAEHUs] MAacCOBOWM pacChifiku Mo
MPOEKTY OKasaHus yCryr, CBSA3aHHbIX ¢ Ucnosib3oBaHmeM 3P 1 3b

O[Ha pacchblJika

600,0

47

npoeeageHne MaccoBoOu PaCCbIJIKM NO NPOEKTYy OKa3aHuA YyCnyr,
CBs13aHHbIX C ncnonb3oBaHnem 3P 1 Ob

O[Ha pacchbliika

90,0

OcyulecTtBneHne ycnyru npegoctasnenns goctyna k 9P n 3b:

48

permcTpauns HoBbix/akTuBaumsa/geakTnsauusa paHee paboTatoLmx
IOpUANYECKNX/DPU3NYECKUX NUL, B aBTOMATU3MPOBAHHON CUCTEME

O[Ha 3anncb

30,0

49

dhopMUpoBaHME COOOLLEHUS MPEeACTaBUTENIO OPUONYECKOTo Nuua
C AaHHbIMM 4Ns akTMBaumm goctyna k AP n 9b

0[HO cooOLLeHne

30,0

50

KOHTPOJSb 32 OKa3aHWEM YCIyr, CBS3aHHbIX C UCronb3oBaHuem 3P
n b, ansa opunguyecknx n pusmdecknx nuy ¢ 9P n b, Bknovas
MOHUTOPWHI HAPYLLEHWS1 MpaBui OKasaHWUs ycryr

o4HO
topugnveckoe/cpun
3u4yeckoe nmuo

60,0

51

KOpPEKTUPOBKa OaHHbIX o}
aBTOMaTU3NPOBAHHOW CUCTEME

ropnanyeckmnx muax B

O[Ha 3anncb

30,0
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52

BHECEHWNE N3MEHEHWUI B CNINCOK OPUANYECKMX TUL, pasMeLLeHHbIN
Ha calTe npoekTa

OAHa 3annucb

30,0

OcyllecTBrneHne ycnyru npoBEepKM TEKCTOBOro [OKYMeHTa Ha
Hanuyne 3anmMcTBOBaHMN N3 JOKYMEHTOB B cocTase Ob:

53

BHECEHME B PeecTp yyeTa MepBUYHbIX AaHHbLIX O MOCTYMUBLLEM
OOKYMEHTE Ha OKa3aHue yCryru MpoBEPKN TEKCTOBOro [AOKYMeEHTa
Ha Hanuyme 3aMMCTBOBaHWI U3 JOKYMEHTOB B cocTaBe Jb

oOVH OOKYMEHT

15,0

54

KOPPEKTMPOBKA AaHHbIX B peecTpe yyeta 06 aTanax BbIMOMHEHMWS
3aKas3a Mo OKa3aHWIo YCryrn NpOBEPKM TEKCTOBOIO AOKYMEHTa Ha
HanuuMe 3auMcTBOBaHUIN M3 JOKYMEHTOB B cocTaBe Ob

oOVH OOKYMEHT

15,0

55

pacnpefeneHne OKYMEHTOB MO 3KCMepTaM AN OKa3aHus ycnyru
NPOBEPKN TEKCTOBOIo AOKYMEHTA Ha Hanun4dune 3aMMCTBOBaHUN 13
AOKyMeHTOB B cocTaBe Ob

oOVH OOKYMEHT

40,0

56

nepenaya OOKyMEHTa 3KCNepTy AN OKa3aHWs yCryru MpoBEpPKU
TEeKCTOBOIro OOKYyMeHTa Ha Hanun4une 3aMMCTBOBaHUMN n3
AOKyMeHTOB B cocTaBe Ob

oOVH OOKYMEHT

15,0

57

nonydyeHne M obpaboTka 3KCNEepTOM [JOKYMEHTa Ha OKasaHue
ycrnyru  MpoOBEPKM  TEKCTOBOrO  AOKYMEHTa Ha  Hanuyme
3aUMCTBOBaHWIN U3 AOKYMEHTOB B cocTaBe Ob

oOVH OOKYMEHT

40,0

58

N3y4eHne SKCMepTOM CTPYKTYpPbl, COCTaBa, COAepPXXaHUsi JOKyMeHTa
ONsi  OKasaHus YCryru MpoBEpKM TEKCTOBOrO [JOKYMEHTa Ha
Hanuyne 3anmMcTBOBaHUIN N3 JOKYMEHTOB B cocTase Ob

oOVH OOKYMEHT

180,0

59

MpoBEpKa 9SKCMEePTOM [OKYMEHTa Ha  Hanuuive  npuemos,
NPensaATCTBYIOLIMX Ppacro3HaBaHUIO TeKcTa aBTOMaTU3UPOBaHHOM
CUCTEMOMI 1 OKasaHUIo YCIyri NPoBEpKN TEKCTOBOIO AOKYMEHTa Ha
Hanuyue 3anMCTBOBaHWUIA U3 JOKYMEHTOB B cocTase 3b

oOVH OOKYMEHT

180,0

60

npoBefeHWe JKCMepTOM MepPBUYHON MNPOBEPKU
UCMNoNb30BaHNeM aBTOMaTU3MPOBAHHOW CUCTEMBI

JOKyMeHTa ¢

OOVH JOKYMEHT

60,0

61

obpaboTka 3KCnepToM OoT4yeTa aBTOMaTM3MPOBAHHOW CUCTEMbI O
MepBMYHOM MNpPOBEPKE AOKYMEHTa C  Uenblo  UCKNIYeHUs
KOPPEKTHBIX 3aMMCTBOBaHNI

oOVH OOKYMEHT

480,0

62

aHanM3 9KCrnepToOM HEKOPPEKTHBIX 3aMMCTBOBaHMM, 0GHaPYKEHHbIX
B JOKyMeHTe

oOVH OOKYMEHT

600,0

63

aHanua cnpaeoyHO-OuGnuorpacduyeckoro annapata [AOKYMEHTa,
BKITtOYasi CBEPKY MCTOYHUKOB, YKa3aHHbIX B CMUCKE NUTEpaTypbl

OOVH JOKYMEHT

480,0

64

CbOpMVIpOBaHVIe TEeKCTa JKCNepTHOro 3aKknw4yeHunAa no wutory
I'IpOBeﬂ,eHHOVI NPpOBEPKM OOKYyMeHTa C Y4YeTOM [OaHHbIX OoT4yeTa
aBTOMaTVI3VIpOBaHHOl7I CUCTEeMbI

OOVH JIOKYMEHT

120,0

65

npoBepka TeKCTa 3aKMYeHUss Ha npeaMeT  COOTBETCTBUS
yCTaHOBMNEHHLIM TpeboBaHMSM K pe3ynbTaTy oOKasaHusl YCnyru
MPOBEPKN TEKCTOBOIO AJOKYMEHTA Ha Hanuune 3auMCTBOBaHWNA W3
OOKyMeHTOB B cocTaBe Ob

OOVH JIOKYMEHT

15,0

66

aHanua copepXkaHusl pes3ynbTaToB MPOBEPKY,
3aKI0YEHMU, KOPPEKTUPOBKA (DOPMYITMPOBOK

YKa3aHHbIX B

OOVH JOKYMEHT

60,0
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67 |BbIBOA Ha MevaTb MTOroBoW (QOPMbI 3aKMYeHus MO pesynbTaTy| OOouH AOKYMEHT 15,0
NPOBEAEHHOW NPOBEPKM OOKYMEHTa C YYeTOM [aHHbIX oOTyeTa
aBTOMaTU3MPOBAHHOW CUCTEMBbI

68 | nognucaHue 3aknyeHns OLVH LOKYMEHT 240,0
69 | ckaHupoBaHWEe 0HOPMIIEHHOIO 3aKSTHYEHUS OAWH JOKYMEHT 30,0
70 |KoppekTupoBka B peecTpax YyyeTa [aHHbIX O BbIMNOMHEHUU| OAWH AOKYMEHT 40,0

006513aTenbCTB MO [OrOBOPY W OKasaHUK  yCcryrn  MNpoBEPKM
TEKCTOBOTO  [JOKyMEHTa Ha HanuMuve 3aMMCTBOBaHWA U3
OOKyMeHTOB B cocTaBe Ob

71 | cocTtaBrneHne JONOMHEHNS K 3aKINioYeHWIo Mo pesynbTaTy okaszaHus| oaHO MUCbMO 120,0
NPOBEPKN TEKCTOBOrO AOKYMEHTA HA HanuuMe 3aMMCTBOBaHUA U3
OOKyMeHTOB B cocTaBe Ob

72 |cbop n obpaboTka CTAaTUCTMYECKMX [OaHHbIX MO MpoeKkTaM C| oAauH 3anpoc 240,0
73 |ncnonb3oBaHmem 3P 1 3b

74 |npoBeaeHne npoBepkn kavectBa cannos B b OAWH chawnn 40,0
75 | 3arpyska cavinos ans BknioveHns B b ¢ NpocTaHOBKOW npu3Haka OAMH hann 30,0
aocrtyna
76 | pesepBHOe konvpoBaHue dannos b 0OHO 60,0
KonupoBaHue

2.19. OkasaHue ycnyr yganeHHbIM Nonb3oBaTensam, B TOM Yucrne yntatensm 6ubnuoTteku, nocpeacTsoMm
OHITaNHOBbIX aBTOMaTU3NpoBaHHbIX cepBrcoB (OnAC)

Tabnuua 41
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n n3mepeHusi BpeMeHN,
MUH.
1 2 3 4
1 |TenedoHHble KOHCyMbTaLMXU MO OpraHM3auuoHHbIM  BonpocaM| OAWMH 3BOHOK 30,0
odhopmieHus 1 npegoctaeneHus yenyr yepes OnAC
2 |cocTtaBneHvMe cooOOLlEHUIN B OTBET Ha SMEKTPOHHble NUcbMa|oaHOo coobLueHne 180,0
nonb3oartenen OnAC
3 |nepeHanpasneHve coobLleHnn B NoAapasaeneHne, OoTBEeTCTBEHHOE| 0aHO coobLeHne 15,0
3a okasaHue KoHkpeTHou ycnyrn B OnAC
4 |koHTponb n obpaboTka nonyyeHHbIX 3aka3os B ONAC OOVH 3akas3 20,0
5 |npoBepka 3akazoe B OnAC Ha COOTBETCTBME nNpaBuiam OAWH 3aKas 30,0
npenocTaBrieHns ycnyr
6 |KOHTpOMb 3a MOCTYNMEHUAMU CPEACTB MO OMfadeHHbIM 3akazaM B| opgHa ycnyra 60,0
OnAC
7 |KoppekTupoBKka cTaTyca 3akasa, 3aKpbiTMe 3aKa3oB OAVH 3aKkas3 30,0
8 |nogroTtoBka akTa CBEpPKM 3a OTYETHbLIA Mepuond O MNOCTYNNEHUAX| OAWH AOKYMEHT 60,0
KoHcynbTtaHTlnoc
y www.consultant.ru Ctpanuua 86 us 207

HageXxHasa npaBoBas nogaepxka


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

Mpukas MuHkynbTypbl Poccun o1 30.12.2014 N 2477

KYMEHT N TaBleH
"O6 yTBEpPXKOEHMUM TUMOBBLIX OTPacneBbiX HOPM TpyAa Ha paboTsl, AokymenT npeaocraene

KoHcynbTaHnTtlinioc
[ata coxpaHeHus: 09.06.2015

BbIMOSIHAEeMble B OM...

CpeAcTB Nno onnaveHHbIM 3akasam B OnAC

9 |noanncaHue CBOAHbIX OTYETHLIX AOKYMEHTOB OAWH JOKYMEHT 300,0

10 | dopmupoBaHMe NnakeTa AOKYMEHTOB Af1s1 HanpaBfeHNs MOYTOBbIM OVH nakeT 30,0
OTnpaBfeHnem

11 |dopmupoBaHMe exedHEBHOrO OT4YeTa O HOBbIX 3akasax MU OLVH OT4eT 60,0
BbinonHeHun ycnyr B OnAC

12 | dopmumpoBaHmMe MTOroBbIX OTYETOB O pesynbTatax paboTbl Mo OLVH OT4eT 1500,0
NpoeKTy, C AeTanunsaumen no Kaxaon oTaeneHon ycnyre
Peructpauus nonb3oBaTtenen B pexxmMme OHManH:

13 | npoBepka 3anncu nonb3oBaTtens B Gubnmoreky OAVH 1,0

nonb3oBaTternb

14 |obpaboTka 1 BBOO hamMunuu, MMEHW, oT4ecTBa MONb3oBaTENs U OoavH 2,5

agpeca ero areKTPOHHOM NoYThl 3NEKTPOHHbIV
opmynisip

15 |cocTaBneHune NucbMa C ykasaHMeMm JlorMHa U CreHepUpOBaHHOIo 0fHO 2,5
CUCTEMOWN MNapons, MPUKPENnieHMe WHCTPYKUMU MOMb30BaHUS WU| SMEKTPOHHOEe
OTMnpaBKa ero no 3N1EKTPOHHON MOYTE NOMb30BaTEN nMcbMO
O6cnyxnBaHve Nonb3oBaTenen B pEXUME OHMaNH:

16 |Bbirpy3ka n3 OnAC OTYETHbIX AaHHbIX 3@ OnpefdeneHHbIn nepuo OAMH hann 5,0
BpeEMeHU

17 |pasmelleHMe HOBbIX MOCTYNMEeHWA [OOKYMEHTOB Ha  cawTte oAVH dhann 1,5
GubnuoTtekn: cosgaHue 3aronoBka aHHOTaUMK; NPUKPENneHne
dannos

18 |paccbinika No SMNEKTPOHHOW MOYTE yAaneHHbIM MNOoNb30BaTENSAM OofHO 1,5
NMHOPMALMOHHBIX COOBLLEeHUI 3NEeKTPOHHOE

nNMCbMO

19 |MHdOpMaUNOHHOE CONPOBOXAEHNE CalTa, MopTana M CTpaHuL B|OogHO coobLieHne 1,5
coumanbHbIX  CeTaAX:  co3gaHue 3aronioBka aHHoTauuu;
npukpenneHune ¢arina(os)

3. Tunosble oTpacrnieBble HOpPpMbI Tpyaa Ha pa6OTbI, BbIMOJTHAEMbIE
B crneynann3mpoBaHHbIX 6mbnmoTekax ons MHBanMAoB No 3PEHNIO

Hopmbl Tpyga paspaboTaHbl Ha OCHOBHble BMAbl paboT, BLIMNOMHAEMbIX B Cheuuannu3npoBaHHbIX
ombnmoTtekax onst MIHBaANMAOB MO 3PEHUI0: KOMMMEKTOBAHME M y4eT O6mbnmoTtedHoro doHga; GubnmoTtevHas
06paboTka AOKYMEHTOB; opraHu3aLmsa u BeaeHne kaTanoros, opmupoBaHme 6a3 [aHHbIX, B TOM 4ucne 6a3
OaHHbIX 3BYKOBbIX (bannoB; paboTa ¢ ¢oHAOM UK obecrnevyeHne €ero COXPaHHOCTW; CTauMOHapHoe W
BHECTaumMoHapHoe obcnyxuBaHue Monb3oBaTeNen; MaccoBad, CcrnpaBovHas M WHdopmaunoHHast paboTa;
Hay4YHO-MeToaudecKasi U pedakunoHHO-n3gaTenbckasi paboTa; BbiMyCK ManoTUPaXKHbIX M34aHWi chneumanbHbIX
dopmaTos.

Mpn BbINONHEHUM paboT cnaboBMAAMMK M HE3PAYMMM CcrieumanucTaMmm AeUCTBYIOT MOnpaBOYHbIE
KoadhpuumeHTbl: ana cnabosuadawmx - 1,5; ansa Hespsa4dnx - 2,0.

3.1. KomnnektoBaHue 6ubnmoTevHoro coHaa

Tabnuua 42
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HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 09.06.2015

N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHus BpPEMEHM,
MWH.
1 2 3 4

Tekylwee komnnekToBaHue 6ubnmnotevHoro goHaa:

1 |NpocMOTp KHMUroMsgaTenbCKoM W KHUFOTOProBoW WHopmaumm| oAHa no3nuus 0,5
(2aHHOTMPOBaHHBIX MNMAHOB BbIMyCKa NUTEpaTypbl, MPOCMNEKTOB,
CanTOB M3JaTenNbCTB U U3gatoLLMX OpraHmM3auunn)

2 |onpepeneHne Tembl U Buaa AOKYMeHTa, nognexaiwiero otoopy,| OAWH LOKYMEHT 6,0
BbIiICHEHMEe  HeobxoguMocCcTM  MpuobpeTeHusl,  cBepka c
ONIEKTPOHHbIM KaTariorom

OnpegeneHune 3K3eMNNSPHOCTY 3aKasa: ofHa nos3vums
3 |ans nogpasgenenui 1,0
4 | ona 6ubnmnoTekn B Lenom 2,0
5 |odopmneHne 3akasa: cocTaBfeHWe [JoroBopa, OdopMIeHne OAWH 3aKas 45,0

MPUNOXEHNS K LOrOBOPY; YKasaHue 3SK3eMMISPHOCTM, CTOMMOCTU
3aKa3a; CocTaBlieHMe TeXHUYECKOro 3agaHus

6 |[nogroToBka K NpoBedeHUI0 TOProB:  COCTaBfeHue  Cchucka| ogHa npouenypa 200,0
TpeboBaHWA K y4YaCTHMKaM KOHKypCa; OMOBELLEHWE YYaCTHUKOB
KOHKypca O CpoOKe MpOBEeAEeHWs; HanucaHwe, permctpauus wu
pacchbinka nMcbMa B u3gaTenbCTBa U u3gaoLLme opraHusauum

PaGoTa B aBTOMaTM3MPOBaHHOM PEXMME:

7 |BBOA 3aKkasa TeKyllero KOMMMEKTOBaHUs B ©0a3y [AaHHbIX| O4HO Ha3BaHue 3,0
aBTOMATU3MPOBAHHOM CUCTEMBI (B4 AC); yKkasaHue
3K3eMMISIPHOCTM  3akasa, pacnpederieHMe Mo CTPYKTYPHbIM
nogpasgeneHnsam

8 |penakTnpoBaHune BBeaeHHbIX B B AC cBegeHun o 3akase; BbiBOA| 0AHO HasBaHue 6,0

Ha 9KpaH; BHECEHNE U3MEHEHNI

9 |BbiBOg Ha NPpUHTEP O0aHHbIX  TeKyLliero KOMMJeKToBaHn4a;| OoAHO Ha3BaHue 1,0
pacne4dyaTka

BeneHue KapTOTEKN TeKyLLEero KOMnieKkroBaHuaA:

10 |cocTaBneHne KapToYKW; ykasaHWe aBTopa, 3arnaBus, BbIXOAHbLIX| O[Ha KapTouka 3,0
AaHHbIX, UICTOYHMKA KOMMNIEKTOBaHUS

11 |paspeska u3gaTenbCKUX MMaHOB, pacnevyaTtok Ans KapToTekn| ofHa KapToudka 2,0
TeKyuiero KOoMMnekTtoBaHua,; HaknenBaHue Ha KaTanoXHbie
KapTOYKM

12 |nogbopka KapToyek Mo andaBuTy; paccTaHOBKa B KapTOTeKy| ogHa KapToudka 1,0

TeKyLlero KomniekrtoBaHuga

O(*)OpMJ'IEHVIe noanncKn Ha nepnognyeckmne n3gaHua:

13 | npocmoTp kaTanoroB "Pocneyatn"; oTOOp Nepnoanyeckmx n3gaHuin| ogHa nosuums 0,5
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BbIMOSIHAEeMble B OM...

ONs noanucku
14 | cbop 3asBOK ANs NOANUCKU OT CTPYKTYPHbIX NOApa3aeneHun OfHa 3asBka 1,0
15 | odopmneHune 3akasa Ha NOANUCKY; MOACHET CTOMMOCTU MOANUCKU C OJVH 3aKa3 300,0
yyeToM [OCTaBKW; COCTaBIieHWe [OoroBopa, odopMIeHue
NPUIOXEHNS K JOroBOpY
16 |cocTaBneHne perucTpaumoHHOM  KapTOYKM  ANnd  KapToTekn| ogHa KapToudka 6,0
nepuoanyeckmx n3gaHuim; yKasaHue NHAEKCa, roga,
NepuoanyHOCT,  UCTOYHMKA MOCTYMNEHNS, CTPYKTYPHOTO
nogpasgenenuns
PaboTta B aBTOMaTU3MPOBaHHOM pEXUME:
17 |BBOA 3aKka3a Ha nepunogudeckue nsgaxHms B b4 AC O[Ha KapTo4ka 3,0
18 |koppeKkTMpoBKa 3akasa; BbIBOL Ha 3KpaH Cnucka MNepuoaMyeckux| ogHa nornpaska 0,3
n3gaHnn; BHECEHUE N3MEHEHUI
[okomnnekToBaHue 6MONMOTEYHOro ooHaa:
19 |npvem 3asiBOK Ha NpuMobpeTeHWe OOKYMEHTOB OT CTPYKTYpHbIX| oOfHa 3asBka 3,0
nogpasgeneHun
20 |cocTaBneHue Gubnuorpadmyeckon 3anucK; ykasaHue KonuyecTtBa| oOfHa KapToyka 3,0
3K3eMMMSIPOB M CUIIOB NoapasgeneHun
21 | BKMNoYEHUE 3asiBKM B KAPTOTEKY JOKOMMNEKTOBAHNS OlHa KapTouykKa 0,3
22 | NpoCMOTpP KapTOTEKM HEeYy4OBNETBOPEHHOIO CNpoCca; aHanm3 oTkasa| oavH AOKYMEHT 2,0
0N BbIABNEHUS1 OTCYTCTBYIOLUMX [OKYMEHTOB; BKIKUUTL WX B
KapTOTEKY JOKOMMIEKTOBAHUS
CocTtaBneHuve onepaTMBHOIO NiaHa KOMMIIEKTOBaHUS:
23 |onpegeneHne KoMMYECTBEHHLIX MokasaTene obbema doHaa OJVH nnaH 1200,0
(noctynneHue, BbIObITUE), OTpacneBOro cocTaBa, WCTOYHMKOB
MOCTYMEHNS, CMETbI PACXOL0B
OdopmneHne nnaHa KoMnekToBaHus B hopme:
24 |Tabnuy oAHa Tabnuua 50
25 |kapToTeku OfHa KapTouyka 3,0
PaboTta B aBTOMaTU3MPOBaHHOM peEXUME:
26 |BBoA nnaHa komnnektoBaHuda B b1 AC OJVH nnaH 30,0 -120,0
27 |koppekTupoBka b[l; BbIBOg Ha 3KpaH; BHECEHNE U3MEHEHUI OfHa nonpaska 0,3
3.2. NMpurem, BbIGbITME U YYET AOKYMEHTOB
Tabnuua 43
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopwma
n/n n3mepeHusi BPEMEHM!,
MWH.
KoHncynbtanTtlnioc
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1 2 3 4
Mprem nocTynMBLUNX OOKYMEHTOB:
1 |npyemM pOKYMEHTOB MO COMPOBOAWTENbHLIM  OOKYMEHTaM| OfHa napTusi 5,0
(HaknagHas, akT); nogbopka [OOKYMEHTOB MO  KOMMMEKTaMm,
andaenTy aBTOPOB W 3arfnaBuK, 3SKCMEOMLMOHHBIM HOMepawm;
cBepka C COnpoBOAUTENbHLIM [JOKYMEHTOM; MPOCTaBIEHUE LEHbI
Ha JOKYMEHTe, MOACHET YMcna 3K3eMNNAPOB, O6LLYH CTOMMOCTb
Mpnem ooKymMeHTOB 6e3 CONPOBOANTENbHbBIX JOKYMEHTOB:
2 |nopbopka OOKYMEHTOB MO KOMMMeKTam, andasBuTy aBTOPOB W| OAMH JOKYMEHT 10,0
3arnaBun; NpoBefeHNe OLEHKN JOKYMEHTOB
3 |cocTaBneHue akta Ha Npyem JOKYMEHTOB OAVH aKT 5,0
4 |npocTaBrneHue WTeMnenss Ha TUTYbHOM §nucte U Ha  17-A| OguH JOKYMEHT 0,6
CTpaHuue [JoKyMeHTa Ha OymaxHOM  HocuTene, Kaxaom
KOHTenHepe "roBopswlen" KHUMM Ha KacceTax, KOHTenHepax
dorew-kapT, ONTUYECKUX U XKECTKMUX ANCKOB
Ceepka NOCTYNUBLUMX [OOKYMEHTOB C KapTOTEKOW TeKyLLero
KOMMMNEeKTOBaHUA:
5 |cBepka MOCTynMBLUErOo OOKYMEHTA C KapTOYKOM U3 KapTOTEKM| ogHa kapTouka 1,0
TEeKyLlero KOMMSIEKTOBAHUS; MOUCK KapTOYKW, BbINOMHEHWE Ha
KapTo4ke OTMETOK
6 |ycTaHoBneHue KapTOYKM 3a pasgenuTens "BbiNoNHEHHbIE 3aka3bl” | ofHa KapTodka 0,5
PaboTa B aBTOMaTU3MPOBAHHOM peXnme:
7 |cospgaHue B B AC 3anuncu o HOBOM OpraHM3aunn-nocTaBLUMKE odHa 3anucb 2,0
8 |nowuck 3anucu B B[l "3akas"; BHeceHne OTMETOK O BbINONMHEHWW| opHa 3anuch 0,6
3akasa
9 |npoBepka Ha AybGreTHOCTb NOCTYNMBLUMX AOKYyMeHToB B B[] AC OAWH OOKYMEHT 2,0
10 |peructpaumsa HoBbix noctynneHun B 6 AC OOMVH JOKYMEHT 3,0
11 |nognucka Ha npogorpkalmnecs w3gaHus; BbINOMHEHWE  B| OOHO Ha3BaHWe 2,0
pPerncTpaumoHHON KapToyke OMBNMOTEYHbIX OTMETOK
12 |koppektupoBka 3anucen B Bl AC; BbiBOA 3anucu Ha 93kpaH;| ogHa nonpaska 0,3
BHECEHWE N3MEHEHUI
Mprem n permcTpaums XypHarnos v rasert:
13 |nogbopka XypHanoB M raset no andaeBuTy Ha3BaHWW, MNOWUCK| OAMH JOKYMEHT 1,0
perncTpaumoHHON KapTOYKM B KapToTeke NnoanuUCHbIX
NepuoanYeckux M3gaHun; OTMeTKa HoMepa, AaTtbl Mosy4YeHus
OOKyMeHTa
14 |[npocTtaBneHue WTeMNensa Ha XypHane, raseTe OOVH JOKYMEHT 0,5
PaboTa B aBTOMaTU3MPOBAHHOM peXnme:
15 |oTmeTKa 0 pernctpauum nepnogmdeckux nsgaqun 8 b AC (Homep,| oaHa 3anucb 0,5
KoHncynbtanTtlnioc
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KOMNMMYeCTBO 3K3EMMNNAPOB, OTAEN XpPaHEeHUS)
BegeHune kHurm cymmapHoro y4yeTta:

16 |BblaeneHne OOKYMEHTOB MO BMAaM, OTpacnsM 3HaHWS; MOACYET| oAHa napTuda 10,0
yncna  OOKYMEHTOB; 3anuMcb  pe3ynbTatoB  nogcdetra  no
YCTaHOBIEHHOW hopme B kKHUre cyMmmapHoro yyeTa (KCY)

17 |nogcyeT NocTpaHUYHO No no3vumsm gaHHblx KCY; nepeHeceHne| oaHa nosnuus 2,0
UTOIN Ha CNeayoLyo CTpaHuLy

18 [cBepka puHaHCOBBLIX [OKYMEHTOB oOTAena C  (UHAHCOBbIMU| OAWH AOKYMEHT 2,0
OOKyMeHTamu Oyxrantepumn

19 |ocbopmneHne conpoBoaUTENbHBIX AOKYMEHTOB (HaknagHas, akT)| oauH OOKYMeHT 15,0
ONns nepegaydn B byxrantepuio
PaboTa B aBTOMaTU3MPOBAHHOM peXnme:

20 |BBoga ctatuctudeckux ganHbix KCY B B AC (rog, Homep KCY,| opgHa naptusa 6,0
HomMep CONpPOBOANTENBHOIO OOKYMEHTa, NCTOYHUK
KOMMSEKTOBAHWS, UCTOYHUK (PMHAHCMPOBAHUS, YMCMO Ha3BaHWUW,
4YMCNO IKIEMMASPOB, TUM U3OAHUIR, CyMMa)

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

22 |odopMneHMe  WHBEHTapHOW  KHWIMKM;  Hymepauus  CTpaHuu,| oaHa cTpaHuua 1,0
npocTaBrneHue HoMmepa B MHBEHTAPHOMW KHUre

23 |3anucb OOKYMEHTOB MO YCTAHOBNEHHOW (hOpME B WHBEHTapHyl| OOWH AOKYMEHT 10,0
KHUry; BHeceHue 6ubnuorpadumyeckux cBedeHun Ha HOBble
MOCTYNMEeHNs; MNpPOCTaBfieHWe WHBEHTApPHOrO  HOMepa  Ha
OOKYMEHTe, WAEHTUUKALMOHHOTO (CUCTEMHOro) Homepa Ha
XKECTKOM JucKe
PaboTta B aBTOMaTU3MPOBaHHOM peXUME:

24 | cosgaHue bmbnuorpadmnyeckon 3anncu Ha NOCTyNUBLUNIA JOKYMEHT| OAWH AOKYMEHT 15,0
B "MIHBeHTapHowm kHure" B AC

25 | pacnevaTka MHBEHTAPHOW KHUMM Ha NPUHTEpEe OfHa cTpaHuua 1,0
BbIObITVE JOKYMEHTOB:

26 |cocTaBneHue rogoBoro nnaHa Ha BblGbITME; YKa3aHWe KBapTana, OAMH NnaH 2160,0
noapasaeneHns, Buaa JOKYMEHTOB, KONMYeCTBO
CocTaBneHve akToB CNMCaHWs:

27 |npuem OPMynspOB, CMUCKOB BbIObIBLUMX [OOKYMEHTOB  OT OAVH aKT 10,0
CTPYKTYPHbIX NOApa3deneHun; pernctpaums akra

28 |mouck Mo WHBEHTapHOMYy HoMepy Oubnuorpacdmyeckon 3anucu B| oAHa 3anucb 0,5
3M1EKTPOHHOM KaTarnore; onpegeneHune koadduumneHTa LeHbl, roga
MOCTYMNEHNss W BHECEHWE [nis CAMCaHWsl [OOMOSIHEHWA B
ombnmorpadmnyeckyto 3anucb

29 |npu OTCYTCTBMU 3anuncu B 3NIEKTPOHHOM KaTanore BBedeHWe Bcex| oaHa 3anucb 3,0
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ansa dopmupoBaHusa 6ubnvorpadmnyeckon 3anucu CBeAEeHUn C
dhopmynspa nnm U3 cnmncka akra

30 |BHeceHue 3anucu B aKkTe CnucaHus K WHBEHTapHOMY HOMepy| oaHa 3anucb 0,2
OOKYMeHTa Homepa  BblObIBLIEW  KHUMM M3 KOMMMeKkTa
penbedHO-TO4YEYHOro AOKYMEHTa

31 |mpoBepka  WMHBEHTapHbIX  HOMEpPOB,  roda noctynnenus,| oaHa 3anucb 3,0
KoadhpmumeHTa ueHbl BbIObIBLLErO JOKYMEHTA

32 |pacneyatka cnucka BbIObIBLUMX [AOKYMEHTOB B andasBuTHOM| ofgHa 3anuch 3,0
nopsgke Ons ydaneHus WHBEHTApHbIX HOMEPOB U U3bATMA
KapToyeK M3 CUCTEMbl KAPTOYHbIX KaTanoros 6uénuotekn

33 |3anncb 0 BbLIOLIBLUMX M3 AOENCTBYHOLWMX OHAOB Ombnuotekn| opgHa 3anuch 3,0
OOKYMEHTax B COOTBETCTBYHOLWMUX rpadpax 2-n 4yactm KCY (paTa,
HOMep akTa, KOnM4ecTBO, CymMMa, cofepXaHue, NPUYUHbI
BbIObITKS)

34 | ncknodeHne JOKYMeHTa Mo akTy U3 y4eTHbIX (OpM (MHBEHTapHOW| OOWH AOKYMEHT 4,0
KHUIN)

35 |noraweHne MHBEHTApPHOrO HoMepa W wWTeMnenst oubnuotekn Ha| OAWH AOKYMEHT 0,5
OOKyMeHTe

36 |nogwwuBKka akToB OOVH aKT 0,5

MpumeyaHue: Npu paboTe ¢ JOKYMEHTaMU Ha WHOCTPaHHbIX SA3blkaXx K HOPME BPEMEHU MPUMEHSIETCS
NOBbILLIAKLWNA KO3hMLMEHT 1,2.

3.3. bubnuoteyHas obpaboTka JOKYMEHTOB

Tabnuua 44
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mMepeHnst BPEMEHMN,
MU/H.
1 2 3 4
Mprvem JOKYMEHTOB:
1 |mpveM napTum [OKYMEHTOB; MpOBepKa 9K3eMnnapHOCTM no| ogHa napTtus 5,0
COMpoBOANTENBHOMY AOKYMEHTY; 3annCb B KHUre yyeTa
2 |nogrotoBka [OOKYMEHTOB K WHOEKCMPOBaHMIO W BBOAY B| OAWH OOKYMEHT 0,7
3MEeKTPOHHLIN KaTanor
3 | NpocMOTpP U1 BbISIBIIEHWE aHanorMyHbIX U3gaHun Ha Apyrux Buaax| ofHa 3anucb 0,2
HOCUTENeNn B 3NEKTPOHHOM KaTtarsore
4 |npocMOTp LOKYMEHTOB Ha MHOCTPaHHbLIX M HAUMOHAnNbHbLIX SA3blKax;| OAWH OOKYMEHT 30,0
nepeBof ANsi ONMCaHUSA CBEAEHWI HA PYCCKUIN A3bIK
dopmupoBaHme bubnuorpaduyeckon sanucu
Pekatanornsaumus:
5 |cBepka KapToyeK C [OOKYMEHTOM; MCMpaBfieHWe CTaporo| OfHa KapToyka 7,0
KoHcynbTtaHTtlNntoc
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Bmbnuorpadmnyeckoro onNnMcaHnsa; CoCTaBneHne HOBOro OMMCaHus;
nepeHeceHne WWdpPa, WHBEHTAPHOrO HOMepa, OMGNMOTEYHON
NMOMETKM

CucremaTtusaums JOKYMEHTOB:

6 |cuctemaTtmsaums [OOKYMEHTOB C WUCMOMb30BaHMEM MNevyaTHOM| OAWMH OOKYMEHT 2,0
KapTo4yku WnW aHanora Ha gpyroMm BuOe HOCUTENd; npoBepka
COOTBETCTBUS MHOEKCOB Tabnuuam Knaccudpukaumm, npuUHATbIM B
6ubnuoTeke; NpocTaBneHne NHAEKCA Ha LOKYMEHTE

7 |cucTtematmsaums JOKYMEHTOB NPW OTCYTCTBMM NEYaTHONW KapTovku| OAWH AOKYMEHT 10,0
Unu aHanora Ha Jpyrom BuAe HOCUTENs; MNPOCMOTP 3TUKETKU
n3gaHusl, NpocnywmuBaHme KacceTbl/gucka/dnel-kapTbl; YTeHue
CBEEHMI, HamnucaHHble penbedHO-TOYEeYHbIM LIPUATOM, Ans
YTOYHEHUS aBTOpPa, Ha3BaHWs, BbIXOAHbIX AaHHbIX, COAEpPXKaHUS;
onpeaeneHue nHagekca no Tabnuuam knaccudukaumm, NPUHATLIM B
O1bnnoTeke, NPOCTaBNEHNE NHAEKCA HA OKYMEHTE

8 |onpegeneHne aBTOPCKOrO 3Haka [JOKYMEHTa MO aBTOPCKMM| OOWH AOKYMEHT 0,2
Tabnuyam

9 |npoBepka MpaBWUITbHOCTM W WCMpPaBreHNe KnaccuUKaLMOHHOTO| OOUH AOKYMEHT 3,0
MHOEeKca 1 aBTOPCKOro 3Haka, ykasaHHbIX Ha aTuKeTke "roBopsiien”
KHUMN

10 |onpeneneHne MHAOEKCOB  MPOM3BEAEHWUNA,  3anUCaHHbIX Ha ogHa 5,0

dnew-kapte (o1 4 pgo 8 HassaHunm), and dopmupoBaHus| new-kapTa
KaTanoxHoro wudgpa

11 |onpeneneHue dopmara, KonuyecTBa OpanneBcKnx | oagHo Ha3BaHue 5,0
nnockonevyaTHbIX NUCTOB, XapakTtepa NPUNOXEHNIA,
penbedHO-TOUYEYHbIX U3aHU N penbedHo-rpadnyecknx Nnocodun

12 |onpegeneHue u nepedncrneHne marepuanoB, WCMOMb30BaHHbLIX| OOHO Ha3BaHWe 5,0
Npyu CO30aHUN TaKTUMbHbLIX PYKOAEmNbHbIX W34aHuK; nepecyeT
Konuyectsa  CTpaHul, NPUIOXEHNNA, BbiABNEeHWne  Opyrux
XapakTepHbIX 0COBEHHOCTEN AOKYMEHTOB

13 [nepecyer npunoxeHun, BbiABNEHWE  OPYrMX  XapakTepHbiX| OAHO Ha3BaHwe 3,0
0COBEHHOCTEN MIOCKONEYaTHOrO JOKYMEHTa

MpeameTnsaums 4OKYMEHTOB:

14 |npegmMeTnsaumsa OOKYMEHTOB C MCNOMNb30BaHWEM pybprk nevyaTHOM| OAHO Ha3BaHue 3,0
KapTOuYKu; NpoBepKa COOTBETCTBUS PYyOpPMKM NeyaTHOW KapTOuku
npeaMeTHOMY KaTanory

15 |npeameTn3auma OKYMEHTOB NpU OTCYTCTBMM NEYaTHON KapTOYkMW;| OAHO Ha3BaHWe 6,0
03HaKOMIEHMWE C JOKYMEHTOM, onpeaerneHne pyopuku

16 |cocTaBneHne HOBbIX MpeAMeTHbIX Ppyopuk u  noapybpuk;| odHa kapTouka 2,0
nepeHeceHne Ha KapTo4kn cnyxxebHom KapToTekn

17 | pemakTupoBaHue npegMeTHON pybpukuK; MpoBepKka NpaBWIIbHOCTM| OfHa KapToudka 1,0
npeaMeTHON pyOpPUKM, TOYHOCTU HaMMCaHNUs

[MpumeyaHne: K HopMam BPEMEHN MPUMEHSIOTCH NMOBbILLAOLWME KOIPPULMEHTI:
- MpK cocTaBneHnn 6ubnmorpadmnyeckoro onMcaHnsa Ha OOKYMeHTe, Ha TUTYNbHOM NUCTE, Ha KOTOpbIX
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4YacTMYHO OTCYTCTBYIOT AaHHble Anst Gubnuorpaduyeckon 3anucu - 1,2;
- Npn 6MbnmnoTeyHom 06paboTke HOTHLIX U3gaHun - 1,5;
- Npu paboTe ¢ AOKYMEHTaMN Ha MHOCTPaHHbIX A3blkax - 1,2.

3.4. OpraHunsaums 1 BegeHve kaTanoros

Tabnuua 45
N HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHust BPEMEHM!,
MWH.
1 2 3 4
OpraHusauna andgaBuTHbIX KaTanoros (MIOCKONEYaATHbIX KHUT, HOT,
rpamnnacTUHoOK):
1 |nombopka kapToyek Mo andaButy damunuin aBTOpOB MnM| OAHa KapToyka 0,2
3arnaBsun AN paccTaHOBKU
2 |paccraHoBka npegBapuTenibHO NogobpaHHbLIX KapToyek OfHa KapTouyka 0,3
3 |pemakTMpoBaHMe KaTarnora; npoBepka pacCTaHOBKM KapTodek,| OfHa KapToyka 0,5
NpaBuUibHOCTU J06ABOYHBIX U CChINTOYHbIX KAPTOYEK, UCTIpaBIeHNEe
owmnbok
4 |HanucaHue pasgenuTens ang karanora, ykasaHue 6ykBbl, crora OOVH 0,6
pasgenvrenb
5 |paccraHoBKka pasgenutener B kaTanore; nogbopka pasgenutens O4MH 0,3
no andaBuTy; MNOUCK MecTa pas3genutensi; npocTaBrneHue| pasgenuTenb
pasgenuTens
6 |npoBepka paccTaHOBKM pasgenuTenei; ncnpasneHne owmbdok OaWH 0,3
pasgenvrenb
opraHusaumsa cucTemMaTU4eCcKoro Katanora niockonevyaTHbIX KHUM
7 |nopbopka kapTovek No MHAeKcam, BHyTpu pasgena no andaeuty| ogHa kapTouka 0,3
damnnuin aBTOpoB UK 3arnaBuin 4nsi pacCTaHOBKM
8 |paccraHoBKa npeaBapuTenbHO NOA0OPaHHbBIX KapTovek OfjHa KapTo4Ka 0,3
9 |penakTnpoBaHWe KaTanora; npoBepka NpaBUbHOCTU HaMOMHEHUs| oAHa KapTouka 1,0
pa3fenoB KaTanora no COAep)XaHuio, MHOEKCALUN U PacCTaHOBKe,
ncnpasneHne ownbok
10 |peknaccucmkaumnsa kaTtanora; ucnpasfneHue WMHOEKCOB, BHECEHME| OfHa KapTouyka 6,0
ncnpasneHnin B andaBnTHbIN KaTanor
11 |HanucaHve pasgenuTens Ans Kkatanora; ykasaHue HauMeHOBaHMWS OAVH 0,5
pasgena, nogpasgena v UHbIX pasgenurenen pasgenuTens
12 |paccraHoBka pasgenutenen B kartarnor; nogbopka Mo MHOEKcam, oavH 0,3
NMOMCK MecTa, NOCTaHOBKa pa3genurens pasgenuTens
13 |npoBepka paccTaHOBKM pasgenurenen, ucnpasneHne owmnbok OAVH 0,3
pasgenuTenb
OpraHusaumst cuctematmdeckux katanoros ("roBopsAwmx” u
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penbeHO-TOYEYHbIX KHUF, KHAT MO My3blK€ U HOTHbIM W3OaHUSM
penbedHO-TOYEYHOro WpudTa):

14 |nopbopka  kapToyek, OMOPMIEHHbIX  ABYMSA  wWpudTamu| ofgHa KapTouka 1,0
(nnockoneYvaTHbIM M penbedHO-TOYEYHbIM), MO UHAEKCaM, BHYTPU
pasgena no andasuty amMunuin aBTOPOB UMM 3arnasuin  And
paccTaHOBKM

15 |paccraHoBka npensapuTensHO nogobpaHHbIX KapTodek,| ofHa KapTo4ka 4,0
0POpMMEHHbIX ABYMS LUpUdTamMm

16 |pemakTupoBaHue kaTanora; NpoBepka NPaBUSIbHOCTM HarMoOSfIHEHWSI| OfHa KapToudka 0,5
pasgenoB Katanora rno cogepXaHuio, MHAeKcaumm u paccTaHoBKe
KapTO4YekK, ucrnpasneHne ownbok

17 |peknaccucmkaumnsa kartanora; UcnpasfieHMe MHOEKCOB, BHECEHME| ofHa KapToudka 6,0
nucnpasneHun B andaBUTHbIN kKaTanor

18 |HanucaHue pasgenutena ons katanora; ykasaHue HauMMeHOBaHuA OOVH 1,0
pasgena, nogpasgena pasgenuTenb

19 |paccraHoBka pasgenuTenen B katasnore; nogdbopka Mo MHOEKCaM, OAVH 0,3
NMOMCK MecTa, MOCTaHOBKa pa3genurens pasgenuTenb

20 |npoBepka paccTaHOBKW pasdenuTenein, ncnpasneHne owmbok OAVH 0,3

pasgenuTenb

PaboTa ¢ MakeToM nrockoneyYaTHOM KaTaroXHOM KapTOYKN:

21 |npouynTbiBaHMe He3psyemy pabOTHUKY TeKcTa nnockoneyaTHOM| OAHO Ha3BaHue 12,0
KapTOYKM

22 |BHeceHue B MakeT nrockone4yaTHomn KapToykM| OAHO Ha3BaHWe 12,0
Bubnuorpadumyeckon 3anucu penbedHO-TOHEYHbIM LWPUGTOM

23 | nepeHeceHne AaHHbIX 0 dhaKrnax C XKecTKoro Ancka Ha KaTanoXxHble| OAHO Ha3BaHWe 4,0
KapTOuYKM

24 |pepakTupoBaHue aneMeHToB  Gubnuorpadudeckon 3anucu,| opaHa 3anucb 0,3
BbIMOSTHEHHOW penbedHO-TOYEYHbIM  LUPUATOM;  MCMpaBeHne
owmnbok
OpraHusauusa Tonorpaduryeckoro katanora:

25 |nogbopka KapToyek NO  CTPYKTYpHbIM  nogapasgeneHusm| oaHa kapToyka 0,2
(oTmenam-choHOoOepKaTENAM)

26 |nopbopka kapTo4vek Mo MHBEHTAPHLIM HOMEpam OfHa KapTouyka 0,2

27 | paccraHoBKa npeaBapuTesnibHO NogobpaHHbIX KapToyek OfiHa KapTouyka 0,2

28 | pepakTupoBaHue KaTanora; npoBepka NpaBUITbHOCTU PacCTaHOBKM| OOHa KapToudka 0,3
KapTOYeK 1 pasgenuTenen; ucnpasneHne ownbkm

29 |HanuncaHwe pasgenuTens Ang katanora; NOCTaHOBKa pasgenurens OAWH 0,3
B KaTanor pasgenuTenb
N3baTtue n3 KapTO4HbIX KaTanoros (andpaBuTHOrO,
cucTtemaTu4eckoro, Tonorpaduyeckoro) KapTodek Ha
NCKIMOYEHHbIE M3 BBNMoTeYHOro hoHAa JOKYMEHTLI:

KoHncynbtanTtlnioc
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30 | perncTpauna akta Ha cnMcaHue B KHUre yyeTa OAWH aKT 3,0

31 |nouck  kapToukM  (OCHOBHOM, [O00aBOYHOM); 3a4yepKMBaHME| oOgHa KapTouka 1,5
CMUCbLIBAEMOrO WHBEHTaApPHOro HOMepa, WHBEHTApHOIO Homepa
CNUCbLIBAEMOW KHUMM N3 KOMMNNEKTa penbedHO-To4YeYHOro wpudTa
(PTW) B cooTBeTCTBYIOLWEM WHBEHTAapHOM HOMepe; yaaneHve
KapTO4Ku

32 |nogcyeT konMyecTBa U3bATBIX KapTOYEK U3 CUCTEMbl KApTOYHbIX| OAHA KapTouka 0,1
KaTanoroB 1 KapToTeK; 3anncb B KHUTy y4yeTa

lNepeagpecoBka AOKYMEHTOB:

33 | peructpauua akta nepegayn JOKyMeHTa B KHUre yyeTta OOVH aKT 3,0

34 |nouck KapTOuYKkW, MWCMpaBMeHne MecTa XpaHeHus [OOKyMeHTa;| ofHa KapToyka 3,0
BO3BpalleHWe KapToykM B KaTanor

TexHuyeckas obpaboTka JOKYMEHTOB:

35 |HaknemBaHue KapMalLKOB Ha AOKYMEHT Ha OymaHOM HocuTene;| oguH Kapmaiuek 1,0
HanmcaHme Ha KapmMallke MHBEHTAapHOro HomMmepa, mecta XpaHeHus

36 |HanucaHue wudpa Ha obnoXxKe, TUTYNIBHOM NICTE AOKYMEHTa OOVH JOKYMEHT 0,8
37 | BNoxeHWe KHWXHOro popmMynsipa B Kapmallek, KOHTENHep O4VH chopmynsp 0,1
38 |npoBepka 1 ucnpaeneHue wndpa Ha 3TUKETKAX ayanoBuayarnbHbIX| OAWH AOKYMEHT 0,5

OOKYMEHTOB Ha aHaroroBbIxX 1 uM¢)pOBbIX HOCUTENAX

39 |cocTaBneHne nnockoneyaTHOW 3TUKETKM Ha ayauoBuayanbHble| OAVH OOKYMEHT 5,0
OOKYMEHTbl Ha aHaloroBbiX U LLI/I(*)pOBI:IX HOCUTENAX; NMpoOBeEpKa
3anucu, ucnpaeneHue owmnbok; pacnevarka

40 |nogbopka 4OKYMEHTOB MO MECTY XpaHeHWs ; nepegada JOKYMEHTOB| OOWH OOKYMEHT 1,0
C KaTanoXHbIMW KapToukaMu U KHWXKHbIMU dopmynspamMn B
oTgensl-poHgoaepxartenu

41 |oTMeTKa B KHUre yyeTa o nepefaye naptum 4OKYMEHTOB OAHa naptu4 3,0

OpFaHI/I3aLI,VIﬂ 1N BeeHne 3JIEKTPOHHOro KaTtarnora

dopmuposaHue n o B b1 AC bubnuorpacuryeckux sanucen ofjHa 3anuchb

[Mnockone4vaTHbIX N30aHUN:

42 |npu OTCYTCTBUM MeYaTHOW KapTOUKU W aHanornyHbIX 3anvcen B 6,0
3M1EKTPOHHOM KaTarnore

43 |npu HanuuMM nevYaTtHoOM KapTOYKU UMW aHanoruMyHbIX 3anucen B 4,0
3M1EKTPOHHOM KaTarnore

44 | npu gononHuTensHom paboTe ¢ aHHoTaumen (NOWCK aHHoTauuu B 15,0
"MHTepHeTe", pegakumsa aHHoTaLmm)

PenbedHO-ToYEeYHbIX N3gaHuN:

45 | 6e3 BBOAA aHHOTaLUMK 4,0
46 | npw gononHuTensHon paboTte ¢ aHHOTaUMEN 15,0
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47 |n3paHuii Ha kacceTax 4,0
48 |n3pgaHui Ha ONTUYECKMUX OUCKaxX 5,0
49 |nsgaHui Ha dneLu-KapTax 15,0
50 |c xecTkoro gucka 3,5
51 | penbedHo-rpadurdeckmnx nocobum 7,0
52 | TaKTUNbBHbLIX pyKOAENbHbIX U34aHUN 25,0
53 | cocTtaBneHne aHanNnUTUYECKON 3anmcu OofHa 3anucb 50
54 |pocnucb coaepxaHung cHOpHMKOB, HanevyaTaHHbIX| OfWH COOPHUK 25,0
penbedHO-TOYEYHbIM LWPUDTOM
55 | coctaBneHue gob6aBOYHbIX U CChINTOYHBLIX ONUCaHUN OAHO onncaHue 1,0
56 |pepakTupoBaHue  OuONMOrpadUveckmx  3anucem; npoesepkal ofgHa 3anucb 1,0
NpaBUITbHOCTWN 3NIEMEHTOB 3arnunCcelt; BHECEHNE N3MEHEHUN
57 |cocTtaBneHne u BBOA B 3MEKTPOHHbIA KaTanor HOBbIX pybpuk,| ogHa 3anuck 0,5
noapy6puk, nepcoHanmn
58 |BbIBOA BUbNMorpadmyeckux sanmcen Ha akpaH OfHa 3anucb 15,0
dopmaTtmpoBaHue 1 pacneyaTtka KapTodek 1 y4eTHbIX opM
dopmaTupoBaHME 1 pacrnevaTka KapTodek: OAHa KapTo4ka
59 | ocHoBHas anga andaBUTHOro Katanora 2,3 Cek.
60 |gobaBoyHas aons andaBUTHOMO KaTanora 1,0
61 |ccbinoyHasa ansa andgasuTHOroO kaTanora 1,0
62 |gns Tonorpaduyeckoro katanora 0,7
63 | bopmaTupoBaHue " pacneyaTka MakeTa KapTO4KM OAWH MakeT 1,5
(nnockonevatHas 3anuMcb) AN CUCTEMAaTMYEecKoro kaTanora KapTOYKM
"ropopAWmX" N penbedHO-TO4EYHbIX JOKYMEHTOB
64 | pacneyvaTtka KHWKHbIX (HOPMYNspoB oavH chopmynsp 0,2
65 |onpeneneHune aK3eMNNAPHOCTM (MO KONMYECTBY KHUI B KOMMNEKTe)| oaHO Ha3BaHue 0,7
N pacrnevatka QOpPMyNsApoB AONS M3OaHWA, HanedaTaHHbIX
penbedHO-TOHEYHbIM LLPUGTOM
PeTpocnekTnBHOe NononHeHNe 3NeKTPOHHOro KaTanora:
66 |nouck B andgaBMTHOM KaTasnore nnockoneyaTHbIX KHUM KapTO4Yku| ogHa kapTouka 0,2
nnsa seoga B B[] AC
67 |BBOA CBEAEHMI C MIOCKONEeYaTHON KapTOYKM B COOTBETCTBYHOLME| OAHO Ha3BaHWe 2,0
nonsa 6ubnuorpadudeckon 3anucu B 6 AC
68 |nouck MO yyeTHbIM OOKYMEHTaMm W Tonorpaduyeckomy katanory| oaHo Ha3BaHue 2,0
CBELEHUN, OTCYTCTBYIOLUMX B MIIOCKOMNEYaTHOM KapTodke; BBOA
HaMOEeHHbIX cBeaeHun B COOTBETCTBYOLLME nons
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ombnuorpadmyeckon sanucu B b AC
69 | npoBepka NpaBunbLHOCTUN GUbnNuorpadunyeckon 3annucu OAHO Ha3BaHue 0,5
70 |Bo3BpaT B andaBUTHbIN  KaTanor MfockoneYaTHbIX  KHUI| O4Ha KapTouka 0,2
OTpaboTaHHON KapTO4Ku
N3bsaTue Grubnmorpadunyeckon 3anmcm u3 aneKkTPoHHOro katanora:
71 | peructpauus akta Ha cnmcaHne JOKYMEHTOB B KHUre yyeTa OOWH aKT 3,0
72 | n3bsATME M3 SNEKTPOHHOrO KaTanora bubnuorpadpuyeckux 3anucen| ogHa 3anucb 3,0
Ha VCKITIOYEHHbIe N3 BUBMoTeyHoro oHaa AOKYMEHTHI
73 | mopcyeT KonnyecTBa U3bATLIX M3 SMEKTPOHHOIO KaTanora 3anvcer;| oaHa 3anucb 0,1
3annchb B KHUTYy yyeTa
3.5. dopmupoBaHme 6a3 gaHHbIX 3BYKOBbLIX (halinoB
Tabnuua 46
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EaovHnua Hopma
n/n n3mepeHusi BpeMEHN,
MWH.
1 2 3 4
KoHBepTuMpoBaHMEe ayauMOAOKYMEHTOB C  KpUATO3awmMToOMm C
XKECTKOro Amcka B nporpaMmmbl ans pabotel € "roBopsilmmu
KHuramm":
1 |onpeneneHne HanuuMs AOKYMEHTa B nporpamme Ansi paboTtbl ¢| OgHO Has3BaHue 0,05
"roBOpAWNMN KHUramn"; M3MeHeHne HacTpoeK nporpammbl  Ans
paboTbl € "roBopALMMU KHUramu"
2 |3anofiHeHne KOp3uHbI JOKYMEHTaMu OHO Ha3BaHue 0,04
3 | co3gaHue NpomeXyTOYHOM Nanky Anst KOHBEPTUPOBAHMS ofHa nanka 1,0
4 |KoHBepTUpoBaHMEe OTOBpaHHbIX AOKYMEHTOB B MNPOMEXYTOYHYI| OAHO Ha3BaHue 0,03
nanky
5 |koHBepTMpOBaHME [OKYMEHTOB M3 MPOMEXYTOYHOW nankM B| OAHO Ha3BaHue 0,08
nporpaMmmbl Ang paboTbl ¢ "roBopsAWNMN KHUramm"
KoHBepTuMpoBaHMe ayaMO4OKYMEHTOB C OMNTMYECKMX AWCKOB B
nporpaMmmbl aAns pabdoTbl ¢ "roBOpsAWMMN KHUramm'";
6 |nouck JOKymMeHTOB B mporpammax ans paboTbl ¢ "roBOpsAWMMU| OLHO Ha3BaHue 0,05
KHuramn"
MoproToBka OKYMEHTA K KOHBEPTMPOBAHWIO:
7 |konupoBaHue OOKyMeHTa C Aucka OAMH Yac 0,12
3ByYaHus
8 |KoHBepTUpOBaHME JOKYMEHTa BCMOMOraTenbHOM NporpaMmmon OAMH Yac 1,1
3ByYaHus
KoHncynbtanTtlnioc
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9 |npu OTCYTCTBMM Ha3BaHMS [OKYMeHTa O03ByYMBaHWE HasBaHWs| OAHO Ha3BaHue 2,0
cpeacreamu

10 |3anonHeHne y4eTHOW (HPOPMbl BBOOUMOrO AOKYMEHTa (C ydeTom| OAHO Ha3BaHue 2,0
BPEMEHM Ha Mouck aHHoTaumm B "WHTepHete", nHaekca BBK B
3NEeKTPOHHOM KaTanore) Ans KOHBEPTUPOBaAHMA B NporpamMmbl Ans
paboTbl ¢ "roBopsLWUMM KHUramn"

11 |KOHBepTUpOBaHMe B nporpammbl Ans paboTel € "roBOpALMUMU 100 M6 4,1
KHuramn"
KoHBepTupoBaHue ayanodOKYMEHTOB C KpUMNTO3alMUTOW C cauTa
opraHusauum-napTHepa B nporpamMmmbl Ans paboTsbl ¢ "roBopsALmMMY
KHuramm™":

12 |onpegeneHve Hannuns OOKyMeHTa B nporpamme Ans paboTbl ¢| O4HO Ha3BaHue 0,05
"rosopsLmMMn KH1Urammn"

13 | ckaumBaHne JOKYMEHTOB C canTa 1 M6 0,2

14 | pasapxuBupoBaHue JOKYMEHTOB 1 M6 0,2

15 |3anonHeHne y4eTHOW (HOPMbI BBOOUMOrO AOKYMeEHTa (C ydeTom| OAHO Ha3BaHue 0,3
BPEMEHM Ha nouck aHHoTauum B "MIHTepHeTe", uHaekca BBK B
3/1EKTPOHHOM KaTasnore) Ans KOHBEPTUPOBaHUS B MporpaMmMbl ANl
paboTbl ¢ "roBOpsLWMMM KHUrammn"

16 |KOHBepTUpOBaHME B MporpaMmmMbl Ans paboTbl €  "roBOPSALLMMU 100 M6 4.1
KHuramn"
MoproToBka cnucka HOBbIX NOCTYNMEHU (hopmaT AOKYMeHTa):

17 |BbIrpy3ka katanora nporpammbl Onsi paboTbl € "roBOpsiUMM| OOHa BbIrpy3ka 4,0
KHUrammn"

18 |BbIrpy3ka U3 ganna JOKYMEHTOB, MOCTYNUBLUMX 3a OnpedeneHHbl| ofHa Bbirpyska 20,0
BPEMEHHOW MHTepBan (Mecsil, KBapTarn, roq)

19 |ypoaneHne NUWHUMX MHEPOPMALMOHHBIX MOMein B CNUCKe HOBbIX| OAMH CMCOK 10,0
NOCTYMNEHNI (150 - 200

Ha3BaHUN)

20 |konupoBaHue canna ns popmarta 6 AC B popmat goKymMeHTa OAWNH CrMCOK 1,0

21 |npeobpasoBaHne [doKyMeHTa B (opmaTte [OKyMeHTa Ans 40 K6 6,0
nocneayoLwero pasveLleHns Ha canTe
O3By4ymBaHue cnmcka HOBbIX NOCTYMNMEHUIN CUHTE3aTOPOM peyn:

22 |BbIrpy3ka katanora mnporpaMmmbl And paboTbl C "roBopsAWMMU| OfHa BbIrpy3ka 4,0
KHuramn"

23 |Bbirpyska 13 canna copmata bl AC OoKyMeHTOB, MOCTYNMBLUUX| OAHa BbIrpy3ka 20,0
3a onpefeneHHbIi BDEMEHHOW MHTepBan (Mecsu, kBapTan, rog)

24 |ypaneHne nUWHUX MHAOPMALMOHHbBIX MOMe B CrMCKE HOBbIX| OAMH cnMcok 10,0
NoCTynneHnin

25 |konuposaHue channa ns popmata b6 AC B chopmat gokymeHTa (150 - 200 1,0

Ha3BaHWI) OAWH
KoHncynbtanTtlnioc

HageXxHasa npaBoBas nogaepxka

Ctpannua 99 us 207



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

Mpukas MuHkynbTypbl Poccun o1 30.12.2014 N 2477
"O06 yTBEPXKOEHUN TUMOBLIX OTPACIEBbLIX HOPM TpyAa Ha paboThl,
BbIMONHAEMbIE B OU...

HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 09.06.2015

CMncoK
26 |npeobpasoBaHne OOKyMeHTa B ¢hopmarte OOKymeHTa B chopmy, 40 K6 6,0
yAoOHYy0 ANS 03BYYMBaHWUS CUHTE3aTOPOM peyn
27 | pa3buBka JoKyMeHTa B hopmaTe AOKyMEHTa Ha NpeasioxeHus 40 K6 80,0
28 |o3ByuMBaHWe [JOKyMeHTa B MporpaMme Ans  4YTEeHUs  BCIyX 40 Ko 3,0
TekcToBbIX dannos ("banabonka" n gpyrue)
29 | pa3smeLlleHne 03BYHEHHOrO CrMCKa HOBbIX MOCTYNNEHWUIN Ha canTe OAIVH CMUCOK 15,0
(150 - 200
Ha3BaHUN)
30 | kOHBEpPTMPOBaHME 03BYYEHHOrO CMCKa B MporpaMmMbl Ans paboTbl|  OAWMH CNUCOK 1,0
¢ "roBopsLmUMM KHUramm"
3.6. Pabota c poHaoom. PaboTa no npmemy AOKyMEHTOB
Tabnuua 47
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n n3mepeHusi BpeMeHN,
MWH.
1 2 3 4
Mprem JOKYMEHTOB B CTPYKTYPHbIX NoApasfaeneHnsx
lMprem gOKyMEHTOB M3 OTAena aBToOMaTusMpoBaHHOW obpaboTku| ogHa napTus
OOKYMEHTOB U opraHu3aumm KaTanoros, cBepka c
CONPOBOAUTESNbHBLIM JOKYMEHTOM:
1 |1 -25 aksemnnsapos 10,0
2 |26 - 75 ak3emMnnspoB 30,0
3 |peructpauma HOBbLIX MNOCTYNMEHUA NEPUOANYECKUX U3OaHURW,| OAWH AOKYMEHT 0,5
NpOCTaBreHne OTMETKM B PErMCTPaLMOHHON KapToTeke
4 |npocTaBrneHwe  wTemnens  unm oTMeTKa CTPYKTYPHOro| OOWH AOKYMEHT 0,5
nogpasgeneHns Ha JOKYMeEHTe
Mopnbopka OOKYMEHTOB ANs pacCTaHOBKM B poHAe
Mogbopka OOKYMEHTOB MO BMAAM U3AaHUN: OOVH JOKYMEHT
5 |nnockoneyaTHble n3gaHus 0,07
6 |penbedHo-TOYEYHbIE N30aHUA 0,08
7 |"rosopswume" KHUMM Ha KacceTax 0,1
8 |n3pmaHua Ha onTM4Yecknx gmuckax 0,07
9 |u3pgaHua Ha drnew-kapTax 0,07
10 | penbedHo-rpadmryeckne nocodus 0,08
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11 | TakTUNbHBIE PYKOAENbHbIE U3AaHNs 0,1
12 |nogbopka KOMMMIEKTOB penbedHO-TOYEYHbIX KHUM MO Ha3BaHUSIM OAWH KOMMNSIEeKT 2,0
13 |nogbopka [OKYMEHTOB MO KNacCUUKAUMOHHBIM  UHOEKCaM,| OAMH JOKYMEHT 0,3

aBTOPCKOMY 3HaAKy

I'Iop,60p|<a nepnoanyeckmnx n3gaHuMi no aJ'I(baBMTy Ha3BaHUAM,| OAOWH OOKYMEHT
rogam, Homepam:

14 | nnockone4yaTHble n3gaHus 0,07

15 | penbedHO-TOYEYHbIE N3aaHUS 0,08

PaccraHoBka 6ubnunoteyHoro doHaa

paccTaHoBKa OOKYMEHTOB Ha cTennaxax B| OOWH OOKYMEHT
CI/ICTeMaTW-IeCKO-aJ'I(baBMTHOM nopAapgke:

16 | nnockonevyaTHble n3gaHus 0,08
17 | penbedHO-TOYEYHbIE N3aaHUS 0,11
18 |"roBopsLme" KHUrM Ha KacceTax 0,1
19 |n3gaHus Ha ONTUYECKUX ANCKaX 0,1
20 |n3pgaHua Ha donell-kapTax 0,1
21 | penbedHo-rpaduryeckmne nocodms 0,11
22 | TaKkTunbHble pykogenbHble 3gaHus 0,11

PaccTtaHoBka nepnoanyeckmnx n3gaHuii no aﬂ(baBVITy Ha3BaHW,| oOuH LOOKYMEHT
rogam, HoMmepam:

23 | nnockoneyvyaTtHble n3gaHusa 0,1
24 | penbeHO-ToYeYHbIE U3aaHns 0,13
25 | packrnagka raseTt no Has3BaHusM, NpoKanbiBaHWe ObIPOK, BNOXeHWe oJHa nanka 10,0

B KapTOHHYIO OOMOXKY (namnky), MpoLIHYpoBKa, OdopMneH/e
obnoxku (HasBaHue, rog, HoMep, MecsiL)

[poBepka NpaBUNLHOCTM pacCTaHOBKM AOKYMEHTOB B OTAenbHbIX| MaccmB hoHaa
MaccuBax poHaa:

26 |1 - 200 gokymeHTOB 30,0
27 1201 - 400 pokymMeHTOB 60,0
28 |nepewmelleHne (NnepeHeceHne) JOKYMEHTOB Ha cBOBOAHbIE MecTa ofHa norka 5,0
OdbopmneHue, HanMcaHne NOMNOYHbIX pa3aenuTeneii: OfVH
pasgenuTenb
29 | ans cuctemaTtnyeckom pacctaHoBkM oHaa 4,0
30 |ans andaBUTHOM paccTaHOBKM hOHAA 3,0
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" KoncyneTantlintoc
06 yTBGp)K,D,eHVII/éTI/II'IOBbIX oTpacneBbIX HOPM Tpyaa Ha paboTbl, Y pen [laTa coxpareHms: 09.06.2015
BbINOMHAEMbIE B OM1...

3.7. Pabota ¢ poHaom. PaboTta no coxpaHHOCTM hoHAa

Tabnuua 48
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n n3mepeHusi BpeMeH!,
MWH.
1 2 3 4
MpoBepka 6ubnmnoTeyHoro goHaa:
1 |HanucaHue KOHTPOMbHOrO TariloHa Ha AOKYMEHT; yKazaHue Ha Hem OAWH TarioH 2,0
WHBEHTaApHOro HoMepa, wwudpa, amMunuu, UHULKANOB asTopa,
3arnaeusi, roga, Mecta u3gaHus, LeHbl, Mecta XpaHeHust
2 |oTmeTka O npoBepke OOKyMeHTa Ha dopmynsipe, KoHTenHepe,| oavH AOKYMeEHT 0,2
06noXKe OKYyMeHTa
Mopbopka KOHTPOMbHbBIX TANOHOB: OAVH TarnoH
3 |no nHBEeHTapHbIM HOMEpaMm 0,8
4 |no andasuty hamnnuin asTopoB UMnu 3arnasui 0,13
5 |no knaccudurkaumMoHHOMY NHAOEKCY 0,1
6 |cBepka KOHTPOSIbHbIX TarlOHOB C WMHBEHTAPHOW KHWUIOW; OTMETKa OAWH TarnoH 0,5
NPOBEPKN HA TarloHe N B UHBEHTAPHOW KHUre
7 |cBepKka KOHTPOSbHbIX TANOHOB C Y4YeTHbIM WNWU  andaBUTHLIM, O[MH TarnoH 0,5
Tonorpacmyeckum Katanoramu; OTMETKa NPOBEPKU Ha TanoHe U B
KaTanore
8 |mpocMoTp OpMbl  MHOAMBMOYANbHOrO  y4yeTa,  BbiABMEHUE| OOUH AOKYMEHT 0,5
OOKYMEHTOB, He NnpoLleLwmnx NpoBepKU
9 |cocTaBneHue KapTodKM Ha OOKYMEHT, He MpoLUeaLLmniA NPOBEPKHU OLMVH LOKYMEHT 1,0
10 [nouck JOKYMEHTOB, He npolleflmnx MpPOBEepKU, MO pasnuyHbIM| OAWH AOKYMEHT 50
y4yeTHbIM chopMam, KapToTekam, XKypHanam, KHUKHbLIM Nosikam
CocTtaBneHuve cnvncka HegocTarwWmx B oHAE JOKYMEHTOB: OfVH CMNCOK
11 |1 nokymeHT 1,0
12 |2 - 10 goKymMeHTOB 10,0
13 |11 - 25 oOKyMeHTOB 22,0
OT60p AOKYMEHTOB ANsl U3bATUA M3 hoHAa
MpocMOTp AOKYMEHTOB Ha NpeaMeT uUsbaTusa n3 goHaa: OLVH LOKYMEHT
14 | HenpoUIbHbIX 0,7
15 | nybneTHbIx 0,3
16 |ycTapeBLUMX NO coaep>KaHunto 0,7
KoHcynbTaHTlIntoc
y www.consultant.ru Ctpanunua 102 uns 207

HageXxHasa npaBoBas nogaepxka


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

Mpukas MuHkynbTypbl Poccun o1 30.12.2014 N 2477
"O06 yTBEPXKOEHUN TUMOBLIX OTPACIEBbLIX HOPM TpyAa Ha paboThl,
BbIMONHAEMbIE B OU...

HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 09.06.2015

17 | BeTxux 0,2

18 | Manouncnonb3yembiX, HEUCNONb3yeMbIX 0,5

MogroToBka OOKYMEHTOB K aKTUpPOBaHUIO:

19 |noabopka 4OKYMEHTOB B NapTuM Mo Npu4MHam U3bATUSA; CBepka C| OAMH OOKYMEHT 0,08
KHWKHBIM (hOPMYNSPOM

20 |nmogobopka KHWKHBIX (QOPMYNSIPOB Ha [AOKYMEHTbl B nopsake| ogavH dopmMynsp 0,07
WMHBEHTapHbIX HOMEPOB, andasuTa, >XypHarnbHble - MO rogam u
HoMepam
CocTaBneHue cnmcka K akTy BblObITUA (Nepenaymn), nogcyeT odLen OOVH aKT

CYMMbI, OpOpMMeHne akTa:

21 |1 BOKYMEHT 1,0
22 |2 - 10 gokymeHTOB 10,0
23 |11 - 25 gokymeHTOB 24,0

MNogroToBka OOKYMEHTOB Ha 6yMa)KHbIX HOCUTenax ana nepenneta

OTGop [OKYMEHTOB [Nl MNepenneTa; MpoBepKa COCTOAHUSI| OauH [OKYMEHT
[OKYMEHTA; 3aMorfHeHne (CBepKa) KHKHOrO hopMynsipa:

24 | nnockonevyaTHble JOKYMEHTbI 2,0
25 | penbedHO-ToYEUHbIE JOKYMEHTDI 3,0
26 |nogbopka KOMMIIEKTOB, CBs3biBaHWE B Nadky; odopmieHne| oauH AOKYMEHT 0,5

OOKYMEHTOB A4 nepenayn B nepennet

MogrotoBka K pectaBpaumm "roBopsimx" KHUF Ha KacceTax W
OOKYMEHTOB, 3aMUCaHHbIX HA ONTUYECKMX AMCKaX:

27 |oTGoOp [OKYMEHTOB ANs pecTaBpauuu, NpoBepka COCTOSIHWSI| OAWH LOKYMEHT 3,0
[IOKYMeHTa, 3arofiHeHue (cBepka) KHUXKHOro oopmynspa

28 |nogrotoBka OOKYMEHTOB K  BOCCT@HOBMEHWUIO; nogbopka| oaouH OOKYMEHT 0,5
OOKYMEHTOB,  aHarnoruyHbIX MNOBPEXAEHHOMY;  odopmneHune
OOKYMEHTOB A1 Mepefayn Ha pectaBpaumio

PecTtaBpauuns nnockone4yaTHbIX " penbedHO-TOYEYHbIX

JOKYMEHTOB:
29 | nepenneTHble paboThbl OLVH LOKYMEHT 90,0
30 |BoccTaHoBnEHME oTAesbHbIX NOBPEXAEHHbIX CTpaHuu,| oaHa cTpaHuua 30,0

HaneyaTaHHbIX perbeHO-TOYEUHbIM LWPUADTOM (CKaHWpoBaHMe,
pacrosHaBaHue, penakTUpoBaHWe, pacrnedyatka Ha GpaiineBckom

npuHTEpE)

31 | Menkui peMOHT (MOAKMEenKa HadopBaHHbIX CTpaHWul, nepenneTa,| oaWH AOKYMEHT 2,0
TUTYNbHbIX JIUCTOB, KapMallKOB, APJIbIKOB, 3aMeHa MNpPYyXWHHOro
nepenneta)

PectaBpauna JOKYMEHTOB, 3anMCaHHbIX Ha ayguokacceTax:
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32 | BoccTaHOBNEHME NOBPEXOEHHOrO JOKYMEHTA C aHanormyHoro Ha| ogHa onepauus 50
cneumansHoM 060OpygoOBaHWM B 3aBUCMMOCTM OT  TEXHUYECKOro
ocHalleHus

33 |Menkum pemMoHT (3ameHa HemnpaBuIbHbIX CKNeek, nogknerikal oguH AOKYMEHT 5,0

pakopaa, 3TUKETOK Ha dyTnsapax)

BoccTtaHoBneHue yTpayveHHbIX/NoBPEXAEHHbIX [OOKYMEHTOB,
3anuncaHHbIX Ha ONTUYECKUX AUCKaXx:

34 | ckaHMpoBaHWe gucKka CTaH4apTHbIMWU cpeacTBamMum OJWH AUCK 2,0

35 |ckaHMpoBaHME MOBPEXAEHHOr0O AMCKa C  UCMNOSIb30BaHUEM OOWH AUCK 20,0
creumanbHOro nporpammMHoro obecnevyeHus

36 |3arpyska obpasa gucka B aBToMatmyeckun gybnukaTtop OAWH OMCK 3,0
KpaTHoe Bocnpov3BeaeHue ANCKOB: OfMH OnCK

37 |TekcToBble (hannbl 0,3

38 | 3BykoBble hainbl 3,0

39 |Bugeodpannsl 6,0
lMpoBepka kayecTBa KOMUA: OLVH ONCK

40 |TekcToBble hannbl 1,0

41 | 3BykoBble (hansbl 5,0

42 | Bngeodannbl 5,0

aneM OOKYMEeHTOB nocne pecraspauun:

43 |cBepka NOCTYNMBLUMX [OOKYMEHTOB C KHWKHbIM OpMynsipoM,| OAWH LOKYMEHT 1,0
npoBepka KayecTBa [JOKYMEHTOB; BOCCTaHOBIIEHWE 3arnaBus,
HanucaHwue Wwudpa Ha Spnbike, KOPELLUKe AOKYMEHTa

ObecnbinuBaHue oHaa:

44 |obecnbinMBaHne ¢oHOa C MOMOLLLIO Mblflecoca; obecrnedeHne| ogHa Meponoska 15,0
paboyero MecTta TEXHUYECKMMUM  CpeacTBamMu:  MbINIECOCOM,
paboyMM  CTOSIMKOM,  CTPEMSIHKOM, BEOpPOM; npoeefeHne
obecnbinMBaHNs; 3aHEeCEeHWEe TEXHUYECKMX CpPeaCcTB Ha MecTa
XpaHeHus

45 |py4yHoe obGecnbinuBaHve ¢oHOa; obecneyeHne paboyero mectal ogHa Meponoska 10,0
TeXHNYEeCKMMn cpencrteamMmu: CTpeMHHKOVI, pa60q|/||v| CTOJIUKOM,
TEnexKon, BeApoM, TPSNKaMu; NPOTMpKa, 3aHECEHME TEXHUYECKMX
CPEeACTB Ha MecTa XpaHeHUs!

3.8. Pabota ¢ cbongom. NepeBog AOKYMEHTOB B LiMcbpOBOW doopmat

Tabnuua 49
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpeMeH!,
MU/H.
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BbIMOSIHAEeMble B OM...

1 2 3 4
OumndpoBka [OKYMEHTOB, HamneyaTaHHbIX penbedHO-TOYEYHbIM
WwpudTOoM:

1 |ckaHupoBaHue 1 pacnosHaBaHue penbedHO-TOYEYHOro TEKCTa OfjHa CTpaHuua 2,0

2 |coxpaHeHue haina B TeKCTOBOM hopmate oavH dann 0,5
PepaktnpoBaHne OTCKaHMPOBAHHOrO Martepuana B TEKCTOBOM| oAHa cTpaHuua
penakrope:

3 |XymoxecTBEHHbIN TEKCT 5,0

4 |TexHnyeckue W Apyrne cneumanbHble TeKCTbl (HOTHad 3anuchb, 40,0
MaTemaTtuka, MeguunHa, XumMmusl)

OundpoBka 4OKYMEHTOB, 3anMCaHHbIX HA MarHUTHOMN NeHTe:

5 |nepeBog aHanoroBow 3anucu B undposon opmat OAHa 3anuncb 6,0

6 |obpaboTka 3anucu Ha MarHUTHOW JIEHTE Ha  KaTylKax; OJVH Yyac 180,0
pecTaBpauus 3Byka 3ByYaHus

7 |obpaboTka 3anucK Ha MarHMTHOW NEHTe Ha KacceTe; pecTaBpauus OJVH Yyac 90,0
3ByKa 3By4YaHus
OundpoBka AOKYMEHTOB, 3anMCaHHbIX Ha rpamnacTUHKax:

8 |nogrotoBka rpamnnacTuUHKM K 3anncu OHOrpaMmbl; yaaneHue ofHa 12,0
Nbiin C MNOBEPXHOCTU rPaMMNacTUHKWA, CHATUE CTaTUYecKoro| rpamniacTuHka
anekTpuyecTsa

9 |3anncb OHOrpamMmbl  rpaMnnacTMHKU  C  UCMOJSIb30BaHUEM ofHa
3BYKOBOIO pefakropa doHorpamma
O6paboTka 3anMcaHHo hOHOrpaMmbl; ofHa

doHorpamma

10 |nocTosiHHOEe aMnNUTYyaHOE CMeLLeHne 5,0

11 |ygoaneHue LWenykoB W MNOTPECKMBAHWA C MOMOLLbIO MnarvHa 10,0
aBTOMATUYECKOTO HAXOXAEHUS W yOaneHnst NoA0OHbIX LLEeNYKoB

12 |ycTpaHeHue OHOBbLIX LLYMOB 10,0

13 |obecneyeHne KkayeCTBEHHOTO W ECTECTBEHHOrO 3BY4YaHMA C 10,0
Ncrnonb3oBaHMeM 3aKBanansepos (rpaduyeckoro,
naparpadu4eckoro, napamMmeTpmuyecKoro)

14 |HopManusauus CBOMCTB 3BYKOBOro MmaTtepuana 5,0

15 |nogrotoBka oGpaboTaHHOMW (QOHOrpaMmbl K 3anMuCKM Ha Ouckax; ogHa 20,0
paspeska 3ByKOBOro parna Ha Tpeku doHorpamma

16 |[3anucb NOAroTOBNEHHOro ayauomaTepuana Ha Auck (C y4yeTom OAVH OUCK 12,0
BO3MOXHOCTM  KOHBEPTUPOBaHMA  MaTtepuana B  dopmar
ayguocpanna)
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3.9. O6cnyxunBaHne nonb3oBaTenemn

Tabnuua 50
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n n3mepeHusi BpeMeH!,
MWH.
1 2 3 4
3anuck nonb3oBaTenen B GubnmoTeky:
1 |npocmoTp AOKyMEHTOB nonb3oBaTtens (NacnopT, YNeHCcKMn buner, OAVH 2,0
cTyaeHyeckun Gunet, cnpaeBka 00 MHBanNMOHOCTM MO 3peHumio),| nonb3oBaTenb
npoBepka Hanuunsi YYeTHO-PErMCTPALIMOHHOM KapTO4Ku
nonb3oBaTtens
3anonHeHue YYETHO-PErMCTPaLMOHHbIX OOKyMeHTOB| oavH dhopmMynap
nonb3oBaTens:
2 | dopmynsp Ha BymaxxHOM HocuTene 5,0
3 | aneKkTpoHHLIN hopMynap 4,0
4 | peructpaunoHHas KapTo4ka 5,0
5 | TpaHCNOPTHbLIN NUCT 6,0
6 |moroBop obcnyxmnBaHus (2 sksemnnspa) 7,0
7 |TeTpagb perncrpaumm nonb3oBaTtenemn 1,0
8 |osHakomneHve ¢ npaBunamy  nonb3oBaHus  GubnmoTtekon, OAVH 20,0
CnpaBoYHbIM annapaTom, HanuMuMem Apyrux OTAeNnoB, nepedyHem| mnornb3oBaTterib
npefocTaBnsieMbIX YCIyr
9 |paccTtaHOBKa perucTpauMOHHbIX KapToyek nonb3oBaTenen B| ogHa kapTouka 1,0
KapToTeky
Mepepeructpauus nonb3oBartenemn
lMonck n BHECEHWE W3MEHEHU B Y4YE€THO-perMcTpaunoHHbIe
OOKYMEHTbI Nonb3oBaTens:
10 | dpopmynsip Ha GymaxkHOM HocuTene O4VH chopmynsp 1,0
11 | aneKkTpoHHbIN hopmynsap OOUH hbopmynsap 1,0
12 | pernctpaumoHHasa kapToyka OfHa KapTouyka 1,0
13 | TpaHCNOpPTHLINA NUCT OOVH NUCT 1,0
14 | porosop obcnyxunsBaHms OAVH [0roBop 1,0
3.10. CraumnoHapHoe o6cnyxnBaHue nonb3oBaTenen
Tabnuua 51
| N | HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
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BbIMOSIHAEeMble B OM...

n/n n3mepeHusi BpEMEHN,
MU/H.
1 2 3 4
O6cnyxnBaHve nonb3oBaTenen B otaenax aboHemeHTa: obero n
HOTHO-MY3bIKarnbHOro:
1 |vHdopmupoBaHMe nonb3oBaTenerr O HOBbIX MOCTYNneHusix;| oaHa 6ecepna 5,0
Gecefna c Nonb3oBaTeneM y BbICTAaBOK
Mopgbopka [pokymeHToB M3 oHAa oOTgena Ans  Bblgayu
nonb3oBaTento:
2 |uspaHus, HanevyaTaHHble penbedHO-TOYEYHbIM LWPUGTOM OAMVH [OKYMEHT 3,0
3 |"rosopswme" KHUMM 1 My3blkarbHble NPOM3BELEHMS Ha KacceTax OAWH JOKYMEHT 3,0
4 |n3gaHMa  Ha  UMPOBbIX HOCUTENsX  MHGOpMauuu  (AUCKW,| OOUH OOKYMEHT 1,0
dhneL-kapTbl C KpUNTO3ALLMTOWN)
5 |rpamnnacTtuHkm OAWNH OOKYMEHT 1,0
6 |HOTHbIE n3gaHusa (nnockoneyaTHble U No cucteme bpanns) OAVH JOKYMEHT 2,0
7 |v3gaHusl, HaneyaTaHHble MfIOCKOMeYaTHbIM, B TOM  uYucne| OAuH AOKYMEHT 1,0
YKPYMHEHHBIM, LLIPUATOM
8 |3ByKkoBble (avinbl u3 06asbl  AaHHbIX  "rOBOPAWMX" KHUT C OAWH chawnn 15,0
KpUnTOo3aLLmTom
9 |3annch 3BYKOBbIX (0arnoB "roBopsALMX" KHUF C KPUNTO3aLWMTON Ha OAWH chann 10,0
dnew-kapTy nonb3oBaTensd ¢ nNpeaBapuUTENbHONM MOArOTOBKOM
(ouncTkon) cprnel-kapTbl MONb3oBaTENS
10 [npepoctaBneHne nonb3oBaTentd HOTHbIX U My3blKanbHbIX| OAWH AOKYMEHT 2,0
OOKYMEHTOB ans npeaBapuUTenbHOro npourpbiBaHus,
NpoCnyLINBaHNS B MOMELLIEHUN OTAena
lMpoBepka AOKYMEHTOB nepes Bblaayen/npueMomMm Ha COOTBETCTBUE| OAMH LOKYMEHT
N OTCYTCTBUE AEEKTOB:
11 |uspaHus, HanevyaTaHHble penbedHO-TOYEYHbIM LWPUGTOM 1,0
12 |"roBopswme" KHUrM n My3blikanbHble NPOU3BEAEHNS Ha KacceTax 3,0
13 |M3gaHua Ha uMdpPOBBIX HOCUTENSX  MHOpMauun  (OUCKM, 1,0
chneL-kapTbl C KpUNTO3ALLMTOWN)
14 |rpamnnactuHkm 1,0
15 |HOTHbIE M3gaHusA (NnockonevaTHble 1 No cucteme bpanns) 1,0
16 |n3pgaHMd, Hane4yaTaHHble MnockoneyaTHbiM, B  TOM  4ucne 0,8
YKPYMHEHHBIM, LLIPUATOM
17 |Bblg@a4a [OKYMEHTOB MONb3OBaTENO, OTMETKA O Bblgade B| OAMH JOKYMEHT 0,7
KHW>XHOM cbopmyrnisipe
OtmeTKa 0 Bblgaye/npmemMe 4OKYMEHTOB: OLMVH LOKYMEHT
KoHcynbTtaHTlnoc
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18 |B py4HOM pexume 1,0
19 | B aBTOMaTU3MPOBAHHOM peXume 0,7
20 |MNpuem OOKYMEHTOB OT MOSb30BaTeNs, MOUCK U BKNagKka KHWXHOro| OAWH AOKYMEHT 1,0
dopmynsipa
MpoaneHne cpoka Nonb30BaHUSA AOKYMEHTaMU: OLVH LOKYMEHT
21 | B py4HOM pexunme 2,0
22 |B aBTOMaTU3NPOBAHHOM peXnme 0,7
KoHcynbTauusa none3oBartens: ofHa
KOHCynbTaums
23 | no paboTte ¢ KapTOYHbIM KaTarnorom 50
24 | no paboTe ¢ 3neKTPOHHbLIM KaTarnorom 7,0
25 | no akcnnyatauumu TupnomMarHMTogoHoB, TudriodneLl-nneepos 10,0

Otbop ¥ nepegada Ha BOCMpou3BedeHWEe B  CheuvanbHOM
dopmaTte parMeHTOB MNfocKoneYaTHbIX TEKCTOBbIX U  HOTHbIX
OOKYMEHTOB (Mo 3anpocy nonb3oBaTens):

26 |npuem 3anpoca OT nonb3oBaTend, noabopka [AOKYMEHTOB,| OAWH AOKYMEHT 50
odhopmneHue 3akasa

27 |nogroToBka OOKyMeHTa K BOCMpou3BedeHuo (MOWCK, 3akrnagkal ogHa ctpaHuua 2,0
bparMeHTOB, OLEeHKa BO3MOXHOCTU CKaHUMPOBaHMS  TEKCTa,
py4Horo Habopa HOTHOI 3anucu no cucteme bBpanns)

O6cnyxnBaHue Nonb3oBaTenemn B YATaNbLHOM 3arne:

28 |nH(opMMpOBaHME O  HOBbIX NOCTYNMEeHUAX; becena c| opHa becepa 5,0
nonb3oBaTesfieM y BbICTABOK, TEMATUYECKNX KHUXKHBIX MOSOK

Monck OOKYMEHTOB MO 3anpocy nonb3oBaTtenda B noacobHom| oauH LOOKYMEHT

doHae:
29 | no Bnaam nsgaHumn 3,0
30 |no onpegeneHHon Teme 4,0

MpoBepka AOKYMEHTOB nepen Bblgavyen/mpuemMom Ha COOTBETCTBME| OAMH JOKYMEHT
N oTCyTCTBUE OEeDEKTOB:

31 |n3gaHus, HanevaTaHHble penbedHO-TOYEYHbIM LWPUGTOM 1,0
32 |"roBopswme" KHUMM Ha KacceTax 4,0
33 |u3gaHua Ha UMAPOBLIX HOCUTENAX  UHopmaumm  (Ouckw, 1,0

dhnew-kapTbl)

34 |n3paHua, Hane4vaTaHHble MockornevaTHbiM, B TOM  YuUche 0,8
YKPYMHEHHBIM LLIPUATOM

35 | TakTUnbHbIE pyKOAENbHbIE U3daHUs 1,0
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36 | penbedHo-rpaduryeckmne nocodbus 1,0
37 |Bblga4ya [OOKYMEHTOB Mofib3oBaTesito, OTMETKa O Bblgade B| OAVMH OOKYMEHT 0,7
KHWKHOM cbopmynsape
OTmeTKa 0 Bbigaye/npueme JOKYMEHTOB: OOVH JOKYMEHT
38 | B py4HOM pexunme 1,0
39 | B aBTOMaTM3MPOBAHHOM pEXMME 0,7
40 |npvem OOKYMEHTOB OT MOSIb30BaTENsA, MOMCK U BKMagKka KHWKHOrO| OAMH JOKYMEHT 1,0
dopmynspa
KoHcynbTauust nons3oBaTensi: ofHa
KOHCynbTauums
41 |no paboTe ¢ KapTOYHbIM KaTanorom 7,0
42 |no paboTe C 3NeKTPOHHbLIM KaTarnorom 8,0
43 | no akcnnyataumu TuchnomMarHMTooHoB, TudrogeLl-nneepos 10,0
44 |no akcnnyataumy ajanTuBHbIX TU(MNOTEXHUYECKUX CPEACTB U 20,0
nporpamm
45 |no oakcnnyatauuMum KOMMbIOTEPHOM TEXHWKW U NPOrpammHOro 20,0
obecneyeHus
PaboTta c yteuom:
46 |npenBapuTenbHas 3anucb Nonb3oBaTens K Yteuy O4Ha 3anncb 1,0
47 | nouck, ohopmMneHne AoOKyMeHTa ANnd Bbli4aun Nonb30BaTeNio OLMVH LOKYMEHT 5,0
48 |yTeHue TekcTa OfHa cTpaHuua 5,0
(cdbopmat A4)
49 | NpoYnTbIBaHME TEXHUYECKOrO U APYrMX cneuunanbHbiX TekctoB Ha| 1000 3HakoB 6,0
MarHUTHy NeHTy/undgpoBble HOCUTENN
OT6op ¥ nepegada Ha BOCMNPOM3BEAEHME B  CneuuanbHOM
cdopmaTe hparmMeHTOB MyiockonevaTHbIX JOKYMEHTOB (MO 3anpocy
nonb3oBartens):
50 |mpuem 3anpoca oT nonb3oBaTens, nogbopka [AOKYMEHTOB,| OOWH AOKYMEHT 50
ocbopmIieHre 3akasa
51 |nogroTtoBka JOKYMEHTa K BOCNPOU3BEAEeHUIO OfHa cTpaHuua 2,0
3.11. BHecTaumoHapHoe obcnyuBaHue nons3oBaTtenem
Tabnuua 52
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpeMeH!,
MWH.
1 2 3 4
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HapomHoe obcnyxnBaHue nonb3oBaTenen:

1 |npuem 3akasa OT nonb3oBaTenia Mo TenedoHy, ogopmreHne OAMH 3aKas 4,0
3akasa
Mounck n3 choHaa KOMNIeKkTa JOKYMEHTOB: OLVH KOMMIEKT

2 |u3gaHusn, HaneyaTaHHble penbedHO-ToYeYHbIM WwpudgTom (10 - 15 15,0
KHUI N3 KOMMIEeKTa)

3 |"roBopsiwme" kHUrM Ha kacceTax (5 HazBaHMN) 10,0

4 |n3gaHMa Ha UMpPOBBIX HOCUTENSIX  MHAOpMauun  (OWUCKM, 6,0
dnew-kapTbl) (5 Ha3BaHWI)

5 |oTmeTKa 0 Bblgavye JOKYMEHTa B KHDKHOM chopmynsipe OOVH JOKYMEHT 0,7
OtmeTka o0 Bblgadve/npueme  OOKYMEHTOB B dhopmynsipe| oavH AOKYMEHT
nonb3oBaTens:

6 |B py4HOM pexume 1,0

7 |B aBTOMaATU3NPOBAHHOM pPEXUME 0,7

8 |moprotoBka [OOKYMEHTOB K OTMpaBKe; COPTUPOBKA MO Buaam OfVH 3akas3 15,0
n3gaHun, ynakoeka, 0popMIieHme TPaHCNOPTHOMO UCTa, Norpys3ka;
cornacoBaHue C nonb3oBaTteniem no TenedoHy, AOCTaBKa 3akasa

9 |nmpuem OOKYMEHTOB OT MONb30BaTenNs; BbIFPy3ka, pacnakoBka, OfVH 3akas3 8,0
MOVWCK 1 BKNaAka KHUXKHOro hopmynsipa
lMpoBepka  OOKYMEHTOB  nepen  OThnpaBKkov/npuemMom Ha| oaWH AOKYMEHT
COOTBETCTBME U OTCYTCTBUE AEEKTOB:

10 |u3paHus, HaneyaTaHHble penbeHO-TOYEYHbIM LWPUGTOM 1,0

11 |"roBopswme" KHMrM Ha kacceTax 6,0

12 |M3gaHua Ha uUMdPOBBIX HOCUTENSX  MHOpMauun  (OUCKM, 1,0
dneL-kapTbl)

MpoaneHne cpoka Nonb30BaHUSA AOKYMEHTaMU: OOVH JOKYMEHT

13 |B py4HOM pexume 2,0

14 | B aBTOMaTU3UPOBAHHOM peXume 0,7
O6cnyxunBaHue nonb3oBartenein B GUBNMOTEYHbIX NyHKTaX:

15 |nogroToBka M 3aknoveHMe p[orosopa mMexay 6mbnuoTtekon M| O[MH LOroBOp 300,0
opraHusaumen, rge ©OygeT OCyLeCTBASATbLCA BHeCTauMOHapHoe
obcnyxnBaHne
OdopmneHne chopmynsipa GUGIMOTEUHOIO NyHKTa: OAVH dhopmynsip

16 |B py4yHOM pexunme 7,0

17 |B aBTOMaTU3MPOBAHHOM pEXMUME 6,0

18 |odopmneHune nankm ¢ JOKyMeHTamu (4OroBop, OOBEPEHHOCTb Ha OAHa nanka 15,0
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NOsy4YEeHNE KHUT, OTHETbI)

19 |cocTaBneHMe cxembl pasmelleHusi OMBNMOTEYHbIX MYHKTOB MO oJHa cxema 120,0
TeppuTopUsaM
20 |cocTtaBneHne rpaduka obmeHa [OKYMEHTOB, HaxoAswmxcs B| oauH rpaduk 20,0

OMONMOTEYHBIX MyHKTaX

21 |coctaBneHue nnaHa MeToan4yecKomn NMOMOLLIN OJVH nnaH 60,0
61bnnoTekapssM-00LeCTBEHHUKAM

Bblgaya JOKYMEHTOB B GMONMOTEYHBIA NMYHKT:

MogroToBka 1 pacnedaTtka cnucka AOKYMEHTOB, MpedHasHayeHHbIX| oduH cnucok
ANS BblAaayy BMBMOTEYHOMY MYHKTY:

22 |20 pokymeHTOB 30,0
23 |40 pokymeHTOB 60,0
24 1100 pokymeHTOB 120,0

Mopbopka M3 hoHaa MO CrUCKy/3asiBKke KOMMMEKTOB AOKYMEHTOB| OAMH AOKYMEHT
pasnu4yHbIX HopMaToB:

25 |nsgaHus, HanevaTaHHble penbedHO-TOYEYHbIM LWPUGTOM 3,0
26 |"roBopsime" KHUMM Ha KacceTax 2,0
27 |vn3gaHmns  Ha uudpoBbIX HOcUTENsAx  MHopmauun  (Bucku, 1,0

drew-kapThbl)

28 |n3paHusa, HanevaTaHHble MockonevaTHbiM, B TOM  YuUChe 1,0
YKPYMHEHHBIM LLIPUADTOM

CBepka JOKYMEHTOB CO CMCKOM/3asIBKOW M MpOBepka AOKYMEHTOB| OAWH OOKYMEHT
nepeq Bbloayei Ha COOTBETCTBME U OTCYTCTBUE Ae(EKTOB:

29 |nsgaHus, HanevaTaHHble penbedHO-TOYEYHbIM LWPNGTOM 1,0
30 |"roBopswme" KHUMM Ha KacceTax 6,0
31 |u3gaHua Ha UMAPOBLIX HOCUTENAX  UHopmaumm  (Ouckw, 1,0

dnew-kapTbl)

32 |n3paHua, Hane4vaTaHHble MockonevaTHbiM, B TOM  Yuche 0,8
YKPYMHEHHBIM LLIPUATOM

33 | copTupoBka no BMaam nsgaHui, oTMeTKa O Bblgade AOKYMEHTa B| OAWH JOKYMEHT 1,0
KHW>XHOM cbopmyrisipe

OTmeTKa 0 BblAavye JOKYMEHTOB: OOVH JOKYMEHT
34 | B py4HOM pexunme 1,0
35 | B aBTOMaTU3NPOBAHHOM peXnme 0,7
36 | paccTtaHoBKa KHUXHbBIX (POPMYNSAPOB B KapTOTEKY MHAMKaTopa Oo4VH dhopmynsp 1,0
37 |nogrotoBka LOKYMEHTOB K OTMpaBKe; YMakoBKa, COCTaBMEHUE| OOWH KOMMEeKT 30,0
Koncynbrantlinioc www.consultant.ru Crpatuua 111 n3 207

HageXxHasa npaBoBas nogaepxka


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

Mpukas MuHkynbTypbl Poccun o1 30.12.2014 N 2477
"O06 yTBEPXKOEHUN TUMOBLIX OTPACIEBbLIX HOPM TpyAa Ha paboThl,
BbIMONHAEMbIE B OU...

HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 09.06.2015

onucy, norpyska

38 |oTmeTka 06 oTnpaBke 3akas3a B XXypHarne perncrpauum OfHa 3anncb 2,0

39 |onoBelleHne aboHeHTa 06 OTNpaBke 3akasa OAWH aboHEeHT 1,0

Mprem OOKYMEHTOB M3 BUGNMOTEYHOIO NYHKTA:

40 | pacnakoBKa NOCbISIKW, COPTUPOBKA AOKYMEHTOB NO BUAAM M3gaHun | ogHa nochbifka 3,0

I'IpOBepKa BO3BpallEeHHbIX  OOKYMEHTOB Ha cooTBeTcTBMe,| OOWH OOKYMEHT
KOMMJ1IEKTHOCTb, OTCYyTCTBUE ﬂ,e(beKTOBS

41 |n3gaHus, HanevyaTaHHble penbedHO-TOYEYHbIM LPUETOM 1,0
42 |"roBopsiLme" KHUrM Ha kacceTax 6,0
43 |u3gaHua Ha UMAQPOBBIX HOCUTENAX  MHOPMauMn  (QUCKW, 1,0

doriew-kapThbl)

44 |nu3paHusi, HanevyaTaHHble MfiockonevyaTHblIM, B  TOM  4uchne 0,8
YKPYMHEHHBIM PN TOM

45 |copTupoBka OOKYMEHTOB MO BWOaM M3OaHWIA, NMOUCK M BKNadka| oavH OOKYMEHT 1,0
KHVDKHBIX (DOPMYIISIpOB

OTmMeTka 0 NpMemMe AOKYMEHTOB: OOVH JOKYMEHT
46 |B py4YHOM pexunme 1,0
47 |B aBTOMaATU3MPOBAHHOM peXume 0,7
48 |onoselLeHne aboHeHTa 0 Npueme JOKYMEHTOB OLVH abOHEHT 1,0
49 |otmeTka 06 0bmMeHe JOKYMEHTOB B OHEBHMKE OTAENa 0JHa 3anucb 1,0

3ao4Hoe O6Cﬂy)KI/I BaHWe nonb3oBaTenemn

OdopmneHne JOKYMEHTOB Ha 0bcnyxnBaHne aboHEHTOB:

50 |npuem 3asBkM OT aboHeHTa Ha ObOCnyXMBaHWe, NOAroTOBKA NakeTal ofHa 3asBka 5,0
OOKYMEHTOB K OTnpaBKe

OdopmneHune opmynspa aboHeHTa: oavH chopmynsp
51 | B py4HOM pexunme 6,0
52 | B aBTOMaTU3MPOBaHHOM pEXUME 7,0

Bblgaya JOKYMeHTOB aGoHeHTaM

MopGopka 13 dhoHaa no 3akasy aboHeHTa AOKYMEHTOB pasnuyHbIX| OAWMH OOKYMEHT

dopmaToB:
53 |13gaHua, HanevyaTaHHble penbedHO-TOYEYHbIM LLPUGTOM 3,0
54 |"roBopsme" KHUMM Ha KacceTax 2,0
55 |u3gaHua Ha UMdPOBLIX HOCUTENAX  UHopmauum  (Oucku, 1,0

dnew-kapTbl)
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56 |u3gaHua, HaneyaTaHHble MnockonevaTHbIM, B TOM  4uche 1,0
YKPYMHEHHBIM LLIPUETOM

Ceepka [OKYMEHTOB CO CMIMCKOM M MpOBEpKa AOKYMEHTOB nepen| oavH AOKYMeEHT
Bbldayen Ha COOTBETCTBME U OTCYTCTBUE Ae(EKTOB:

57 |vnspaHus, HanevaTaHHble penbedHO-TOYEYHbIM LWPUGTOM 1,0
58 |"roBopsime" KHUMM Ha KacceTax 6,0
59 |msgaHnsa Ha uudpoBbIX HOCUTENAX  MHopMauun  (BUcKK, 1,0

drew-kapThbl)

60 |v3gaHus, HanevaTaHHble MIIOCKOMNEeYaTHbIM, B  TOM  4ucne 0,8
YKPYMHEHHbIM LWPUDTOM

61 |oTmeTKa O Bblaade JOKYMEHTA B KHMXXHOM dhopMyrnsipe OAWH JOKYMEHT 0,7
OTmeTKa 0 Bblga4ye JOKYMEHTOB: OOVH JOKYMEHT

62 |B py4HOM pexunme 1,0

63 |B aBTOMaTU3NPOBAHHOM pEXNME 0,7

64 | paccTaHoBKa KHUXHbBIX (POPMYNAPOB B KAPTOTEKY Oo4VH dhopmynsp 1,0

65 |moarotoBka AOKYMEHTOB K OTNpaBke; YyMakoBKa, COCTaBneHue| oauH KOMMMeKT 30,0

onucu, norpy3ka

66 |oTmMeTka 06 oTnpaBke 3aka3sa B XXypHane perncrpauum OAHa 3anuncb 2,0

67 |onoBeleHne aboHeHTa 06 OTNpaBke 3akKasa oAWH aboHeHT 1,0

aneM OOKYMEHTOB OT abOHEeHTOB:

68 |npvem JOKYMEHTOB; COPTUPOBKA MOCKISIOK MO agpecam, oTMeTka o opfHa mockinka 2,0
nprvemMe B XypHarne perucrpauum

69 | pacnakoBka MOCbLISNIKN, COPTUPOBKA JOKYMEHTOB NO BUAAM U3gaHun | ogHa nochbifka 3,0

I'IpOBepKa BO3BpallEeHHbIX  OOKYMEHTOB Ha cooTBeTcTBMe,| OONH OOKYMEHT
KOMMJ1IEKTHOCTb, OTCYyTCTBUE ﬂ,e(beKTOBS

70 |n3pgaHua, HanevaTaHHble penbedHO-TOHEYHbBIM LLPUGTOM 1,0
71 |"roBopsilume" KHUMM Ha KacceTax 6,0
72 |n3gaHns  Ha uudpoBbIX HOCUTENSAX  MHpopMauum  (Bucku, 1,0

doriew-kapThbl)

73 |n3pgaHunsa, HanevaTaHHble MnockornevaTHbiM, B TOM  YuUche 0,8
YKPYMHEHHBIM LLUPUGTOM

74 |copTvMpoBKa OOKYMEHTOB MO BWAAM M3[aHWi, NMOUCK M BKnaaka| oOuH JAOKYMEHT 1,0
KHVDKHBIX (DOPMYIISipOB

OTmeTKa 0 npueme JOKYMEHTOB: OOWH JOKYMEHT
75 | B py4HOM pexunme 1,0
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76 |B aBTOMaTU3MPOBaHHOM peXUME 0,7
77 |onoBeleHne aboHeHTa 0 NpUeMe AOKYMEHTOB oAWH aboHeHT 1,0
78 |oTmeTKka 06 0bMeHe JOKYMEHTOB B AHEBHMKE OTAENa oJHa 3anucb 1,0
3.12. BHyTpeHHsAs paboTta
Tabnuua 53
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpEMEHN,
MUH.
1 2 3 4
MoaroToBka K Bblgaye:
1 |noaBeneHwe uToroB paboTbl 3a Mpoweawnid AOeHb, 3annucb B €XeHEBHO 15,0
OHEBHUKe
2 |pacctaHoBka popmMynspoB nonb3oBaTenend nNo cpokam, no| oguH hopmynsp 1,0
andasnty
3 |nopbopka OOKYMEHTOB Mo BUAaM M3gaHuMi Mo npenBapuTeribHbIM| OAWH AOKYMEHT 1,0
3akasam rnonb3oBaTtenemn
MpocmoTp HOBbIX NOCTYMNJIEHWUNA ans pekoMeHgauun| OAuH LOKYMEHT
nonb3oBaTensim:;
4 |raseThl 5,0
5 |>xypHanbl, HaneyaTaHHbIE NocKkoneYaTHbIM LLPUGTOM 15,0
6 |>KypHanbl, HaneyaTaHHble penbedHO-TOYEYHbIM LWPUGTOM 5,0
7 | KHMIW, HaneYaTaHHble NSIOCKONEeYaTHbIM LWPUGTOM 5,0
8 |KkHWrK, HaneyaTaHHbIe perbeHO-TOYEYHbIM LLIPUEPTOM 2,0
9 |ayamoBusyanbHble U3OAHUSA Ha aHanoroBbiXx W UMGPOBbIX 2,0
HocUTENNAX
10 | NpOCMOTP U NONOSTHEHME KHMXHbBIX BbICTABOK, MOMOK U cTennaxen,| OAWH OOKYMEHT 5,0
OTKPbITLIX AMs1 CBOBOAHOro JOCTyNa nonb3oBaTenemn
11 |nogroToBka pabovero mecra exegHeBHO 15,0
PaboTa ¢ popMynsipom nonb3oBaTtens:
12 |aHanu3 opmynsapoB nonb3oBaTeNen, BbISIBIIEHUE 4dnUTaTENbCKUX| oguH dhopmynsip 20,0
NMHTEpPEeCcoB
13 |3anucb B dopmynsipe nonb3oBaTend O pesynbTaTtax aHanusal oguH dopmynsp 3,0
YTeHUs 3a onpeaeneHHbIn Nepnos
14 |cocTaBneHne KapTOTEKN YNTATENBCKNX NHTEPECOB OfiHa KapTouyka 3,0
15 |3anucb B [AOHEBHUKE OUONUOTEKapss O [OMHAMUKE 4TeHust u| opgHa 3anucb 2,0
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BbINOMHAEMbIE B OM1...

WHTepecax nonb3oBaTtenen (rpynmnbl NonbL3oBaTenemn)

Pa6ota c monb3oBaTensamu, He BO3BPATMBLUMMM LOKYMEHTbl B
CPOK:

16 |npocmotp wn oTbop  dpopMynsipoB  Mofb3oBaTenen, He| oauH popmynsap 2,0
BO3BPaTUBLUMX AOKYMEHTbI B CPOK

M3BelleHne nonb3oBaTtens, He BO3BpaTuBLLUEro OKYMeHTbl B CPOK;| OOUH (bopMynﬂp
OTMEeTKa AaTbl HaNOMNUHaAHNA B cbopmynﬂpe noJsib3oBaTena:

17 |ycTHO (no TenecoHy) 3,0

18 | NUCbMEHHO Yepes3 NOYTOBOE OTAENEHUE UIN SNIEKTPOHHYHO MOYTY 3,0

19 |ynaneHue u3 6a3bl JaHHbIX CBEOEHUI O 3aHSITOCTM BO3BpALLEHHbIX| OAWH LOKYMEHT 0,7
[OKYMEHTOB

anIeM OOKYMEHTOB B3aMeH YTEePAHHbIX:

20 |mpocMOTP M oOueHKka [OOKYMeHTa, NPearioXeHHOro B3aMeH| OOuH AOKYMEHT 3,0
YyTEPSIHHOTO
21 |3anncb 0 3aMeHe [OKyMeHTa B dpopmynspe nonb3oBartens, B| OAWH AOKYMEHT 2,0

TeTpagu ydeta OKYMEHTOB, NPUHATLIX B3aMeH YTePAHHbIX

PaboTta c oTkasamu:

22 |3anonHeHue KapTO4kmn Ha OTKa3 C YyKasaHuem NPUYUHLI,| OOHa KapTo4Ka 4,0
pacCTaHOBKa KapTO4eK B KapTOTEKYy OTKa30B

23 |aHanu3 oTka3oB, NOAroToBKa CNUCKa Ha AOKOMMNIEKTOBaHUe oHaa OAWH OTKa3 8,0

3.13. ObcnyxumBaHne no mexounbnnoteyHomy aboHemeHTy (MBA)

Tabnuua 54
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n n3mepeHusi BpeMeHN,
MU/H.
1 2 3 4
O6cnyxnBaHne MHOMBMAYanbHbIX NONb3oBaTenen 6ubnuotekn no
MBA:
1 |peructpaumsa nonb3oBartens, nonb3yoweroca MBA OaWH 2,0
nonb3oBaTenb
2 |3anonHeHue bnaHka-3akasa OAWH 3aKas 3,0
3 |yTOYHEHME yKa3aHHbIX MOfb30OBaTENEeM CBEAEHWA O 3aka3aHHOM OJVH 3aKa3 2,0
OOKYMEHTe, Lensax 3anpoca, WCTOYHUKE, OTKyda MOJyYeHbl
cBeaeHus
bubnuorpaduyeckas aopaboTtka 3aKkasa; YTOYHEHNE OAVH 3akas
ombnuorpadmyecknx cBe4EHUN:
4 | no cnpaBoYHbIM U3gaHnam n3 doHga 6ubnmoTekn 10,0
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BbIMOSIHAEeMble B OM...

5 | npv nomoLLmM BHYTPEHHUX N BHELIHMX 6a3 AaHHbIX 50
6 |npoBepka HanuuMsi 3anpaluMBaemMoro JOKymeHTa B Gubnuortekax, B| oavH AOKYMEHT 12,0
TOM 4YmMCre No CBOOHbIM KaTanoram
7 |3anucb cBefeHuin 0 HanpaeneHnn 3akasa no MbA (HanmeHoBaHue OJVH 3aKa3 2,0
OmbnnoTtekn, gaTa); oTnpaBka 3aka3a B OMONMOTEKY, UMEOLLYHO
3anpaluvBaemblil JOKYMEHT
8 |nmepemelieHne  OnaHka-dakasa B KapToTeky 3anpocos OfHO 0,5
nonb3oBartenen no MBA 3a pasgenutens "3anpocbl no MBA,| TpeboBaHue
HanpaBsneHHble B Apyrne 6ubnmortekn”
9 |npvem gokymeHTa, npucnaHHoro no MBA OOVH JOKYMEHT 4,0
10 |u3BelleHMe nonb3oBaTend O  MOMyYeHUM  3aNPOLUEHHOrO OaVH 2,0
OOKYMEHTa U CpoKax ero nosib3oBaHus nonb3oBaTternb
11 |Bblgava nomnb3oBaTento nonyyeHHblx no MBA [oKymeHTOB B| OAMH OOKYMEHT 2,0
yunTanbHOM  3ane; CBepka BblJaBaeMoro  [JOKYMeHTa C
GrnaHKOM-3aKka3oM, NMPOBEpPKa COCTOSIHUSA AOKYMEHTa, OTMeTka o
Bblgave
12 [npuem pokymMeHTa OT MOMb3oBaTens; CBepka [OKyMeHTa C| oAWH AOKYMEHT 1,0
OGnaHkoM-3aka3a, NpoBepka COCTOSHMS [OKYMeHTa, OTMeTKa o
npveme, MOMeELLEHME [OKYMEHTa B CreuuanbHO Bbl4eneHHoe
MEeCTO
13 |un3BneveHne bnaHka-3akasa U3 KapToTekn, OTMeTKa OO OTnpaBke| OAWH NMCTOK 1,5
OOKyMeHTa (gaTa, Homep MOYTOBOro OTNPaBMEHUst); nepecTaHoBka| TpeboBaHus
nuctka mn3 pasgena "lMonydeHHole no MBA usgaHunga" B pasgen
"BosBpalleHHasa nutepaTtypa”
14 |nogrotoBka OOKYMEHTOB K  OThnpaBke B ombnuoTteky OJVH 3aKa3 5,0
doHOoaepxaTenb; YyMNakoBKa 3akas3a, MNpoCTaBfeHve LWTamna
"MNoyTta cnenbix", HaNnMcaHwe agpeca, CocTaBneHne onucu
15 |paboTa c oTka3amu; Npu MOSyYeHUU M3BELLEHUs 06 OoTkase unu O[VH 3aKas3 4,0
3aJepKke BbINOMHEHNsT 3anpoca yka3aHue B OnaHke-3akase Ha
00OpOTHOW CTOPOHE MPUYUHBI U AaTbl OTKasa, MepecTaHoBKa €ro
n3 pasgena "3anpocbl no MBA, HanpaBneHHole B Apyrue
ononuotekn" B pasgen "OTtkasbl no MBA"; cooblieHne B otaen
obcnyXknBaHMA 0 NonyyYeHUMn oTkasa (garta, npuymHa)
ObcnyxuBaHne aboHeHTOoB no MBA: cBepka no KapToTeke
aboHeHTOB HoMepa aboHeHTa Ha bnaHke-3akase opraHv3auum
OpraHusauns aboHupyeTcs: OAWH 3aKas
16 |npocTaBneHne Homepa Ha OnaHke-3akase, CBepka agpeca, 4,0
HasBaHWA opraHuMsaummn, damunmm OoTBEeTCTBEHHOro no MBA
(BHECEHUE N3MEHEHWIA B KAPTOUKM)
ABOHEHT 06paTurncs B TEKyLLEM roy BnepBble: OOWH aboHeHT
17 |npocTtaBneHue B KapToyke roga obpalleHus, aatbl, odopmieHue 1,0
aboHeHTa
OpraHusaunsa paHee He aboHpoBanach: O4VH abOHEHT
KoHcynbTaHTlIntoc
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18

npuceoeHme  aboOHEHTy  HoMepa,  3anoflHeHME  KapTOYKM
peructpaumm aboHeHTa MBA u dopMynsip, ykasaHWe MOJSIHOro
HaVMEHOBaHUs1 OpraHuM3auunW, MOYTOBOro agpeca, TenegoHa,
damunmM, wMeHu, OT4yecTBa OTBETCTBEHHOrO Iuvua, AaTsl
OTKPbITVSA 1 HOMepa aboHeHTa

6.0

19

paccCTaHOBKa perncTpauMOHHbIX KapTO4YeK B KapTOTEKY

OHa KapTo4Ka

0,5

20

odopmneHne usseLeHnsa ana aboHeHTa o6 oTKpbITUN aboHeMeHTa
(3anpoc HegocTalOWKUX ANsS KAPTOTEKU CBEAEHNIA)

OAHO usBelleHune

2,0

21

6naHka-3akasa,
obopoTte

npoBepka npaBUNbHOCTH 3anonHeHus
330/MKEeHHOCTM  aboHeHTa;  MpoCTaBneHve  Ha
6GnaHka-3akasa WTamna v gaTbl NoflyvyeHnst 3akasa

OAOVH
OnaHk-3akas

5,0

22

WwmndpoBka 3aka3oB aboHeHTOB; nogbopka 6GnaHKoB-3aka3oB Mo
andasuTy, NpOBEpPKa HanM4ns AOKYMEHTOB MO KaTanory

OAOVH
OnaHk-3akas

3.0

23

MoaroToBka [OKYMEHTa K Bbldaye; cBepka [OKYMeHTa C
6naHKkoM-3aka3om, npoBepka COCTOSIHUSA OOKYMEHTa;
npoctaBneHMe Ha  GnaHke-zakale  wudpa OOKYMeHTa,
WHBEHTaApHOro HOMepa, KonuyecTBa LOKYMEHTOB, AaTbl Bblgauw,
WwTemnenss 6ubnmMoTekM c HasBaHMEM W MOYTOBbLIM adpPEecoM;
yKkasaHue cpoka BO3BpaTa; BIOXeHWe uYacTu OnaHka-3akasa
aboHeHTa B BblJaBaeMbli [OKYMEHT, MNpOCTaBlieHME HOMepa
baHgeponu

oOVH OOKYMEHT

2,0

24

NOCTAaHOBKa 3aKa3a Ha o4epe/b, OTrnpaBKa 860HeHTy n3BeleHnA

OOWH 3aKa3

2,0

25

nepenada n3gaHua Ha KonmpoBaHue

OAWH 3aKa3

3,0

26

aboHeHTaMm;
"Mouta cnenbix",

oTnpaBka OOKYMEeHTOB
npocrtasrieHne wrtamna
COoCTaBlieHne onmcu

ynakoBka  3akasa,
HanucaHue agpeca,

O[VH 3aKa3

5,0

27

paccTaHoBka OraHKOB-3aka3oB Ha BbldaHHble [OOKYMEHTbl B
KapToTeky obcnyxusaHus aboHeHTOB B pasgen "BbigaHHbie no
MBA un3panus"

OOVH JOKYMEHT

0,5

28

NPUHATUE [OKYMEHTOB, BO3BpaLUEHHbIX abOHeHTamu; BCKpbITUE
GaHOeponu, npoBepKka COCTOSHUA [OKyMEHTa, yKkasaHue Ha
GnaHke-zaka3e [JaTbl BO3BpaTa [AOKyMeHTa, MepecTaHOBKa
6naHka-3akasa B pasgen "BoaBpalleHHasi nutepaTypa”

OOVH JOKYMEHT

4,0

29

aHaln3 CPOKOB MNMOoJ1Ib30BaHNA OOKYMEHTOB, BbiABI1€HNE OOJTXXKHUKOB,
HanpasneHne HanoMMHaHWI

OOVH JOKYMEHT

2,0

30

paboTa c oTkasamu: ykasaHue B OrnaHke-3akase MNpUYMHbl U OaThbl
OoTKasa; perncrTpauusi oTkasa B Y4YeTHbIXx hopmax; paccTaHoBKa
nucta TpeboBaHUs B KapTOTeke OTKas3oB; OTNpaBka aboHEeHTY
n3BeLleHusi ob oTkase

O[IMH OTKa3

4,0

3.14. MaccoBas paboTa

Tabnuua 55

n/n

HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl

EanHunua
n3mMepeHund

Hopma
BpeMeHMU,
MUH.
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1 2 3 4
[NogrotoBka MaccoBbIX MEPONPUATUI
OnpegeneHne TeMbl, cocTaBa ayauTopuKu, OTBETCTBEHHOrO 3a 0fHO
MeponpusiTue B LIENOM, COCTaBfiEHWE MfaHa noAaroTtoBku| meponpusaTve
MEeponpusaTUs, BOMPOCOB  Ans  ObCyXAeHus,  npurnaweHve
KOHCYIbTaHTOB, IIEKTOpPOB, nogbopka [OKYMEHTOB MO Teme
MEepONpPUSATUS; OpraHu3auusi BbICTaBKM NUTepaTypbl, OMoBeLleHne
nonb3oBaTenen o0 MeponpusaTUM Yepe3d aduium, KaHanbl CBSA3W;
BbISIBITEHWNE BbICTYMAOLLMX; NOArOTOBKA MOMELLEHUS; NpoBeaeHue
COBeLLaHns Mo MToraM NoAroTOBKU Y NPOBEAEHNS MEPONPUSTUS:
1 |uuTaTenbckas koHdepeHuuns 4800,0
2 | nuTepaTypHO-XyOOXECTBEHHbIV BEYep, BEYEp KHUMM, ANCYT 3600,0
3 |Beuep BOMPOCOB U OTBETOB, YCTHbIN XypHan 3000,0
4 |kny6 no nHTepecam 3000,0
5 |peTckun yTpeHHuK 3600,0
6 |BUKTOPMHA, KOHKYpPC, Urpa-nyteLlecTsne 3600,0
OpraHu3saumsi KHKHbIX BbICTaBOK
CocTtaBneHne nnaHa opraHuM3auuMnm W MpOBEAEHWs BbICTaBKW;| oAHa BbiCTaBka
BbISIBIIEHNE M OTOOP JOKYMEHTOB; MOAroTOBKa COMPOBOAUTENLHON
OOKYMEHTaUMM K BbICTABKE, MOHTaX BbICTaBKW; OpraHu3aums
MHOPMaLIMOHHO-pPEKNaMHO  paboTbl Mo nonynspusaumm
BbICTaBKW; NOABEAEHNE UTOTOB paboThl:
7 |nnaHa BbICTaBKM 600,0
8 |BbICTaBkM NO rOTOBOMY NMaHy 360,0
9 |onepaTuBHbIX BbICTABOK HOBbIX MOCTYNMNEHU 120,0
Peknama 6ubnmnoteku; paboTta no npuBnevYeHnto Nonb3oBaTenen:
10 |nogroToBka peknamMHOro CcooOWeHuss B CpeacTBax MacCOBOWM|OOHO coobLieHne 300,0
nHdopmaumm, 4na pasMelleHns Ha cante 6ubnuortekwn, noprtane
crneumanbHblx OUONMOTEK, Ha aBTouHdopmatope o0 paboTe
Oubnuotekn, OCOOEHHOCTSIX  (DYHKLUMOHUPOBAHMA  PasfnMYHbIX
nogpasgeneHuin,  HOMEHKIaType  YCyr, npenocTaBnsembix
OmbnmnoTekon, 1 Apyron nHGopmaLmm
11 |nogroToBka nnakarta o geaTenbHOCTU 6ubnuotekn (BblGop Tembl,| oavH nNnakat 300,0
onpeaeneHune cogepxanmsa n opmebl)
MogroTtoBka GykneTa o GubnuoTeke: oauH GykneT
12 |ogwH nnCT, OBYXCTOPOHHSASA neyatb (dpopmat A4) 600,0
13 | aBa nucta n 6onee 1200,0
14 |opraHusaums aKkckypcuii no 6ubnuoteke; npuem u odopmreHne| ogHa IKCKypcus 60,0
3as1BKW, YTOYHEHWNE TEMbI SKCKYPCUIM N COCTaBa SKCKYPCAHTOB
KoHncynbtanTtlnioc
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BbissneHue noTeHuManbHbIX none3osarenem
6UBbNMoTEYHO-MHOPMALMOHHbBIX yCnyr OubnunoTeku:
15 [npocmoTp npecchl u "MHTepHeT"-pecypcoB OLVH LOKYMEHT 8,0
16 [cOop wn aHanmM3 uWHgopMauum O  KOHKYPEHTOCMOCOBHOCTM| OAMH OOKYMEHT 8,0
oubnuoTtekn
17 |BeneHue kapToTekn NOTPebUTENBLCKOro pbiHKa OAHa KapTouyka 0,3
18 |BCTpeum c npeacrtaBuTensamMmu mpm, opraHnsauuin, NpeanpuaTun ofHO 120,0
MeponpusTme

MpumeyvaHue:
- BpeMsi NpoBEAEHUSA MaCCOBbIX MEPOMPUATUI, BbICTABOK NUTEPATYPbl U 9KCKYPCUIA B HOPMY BPEMEHU HE

BXOOUT,

1.1.

3.15. CnpaBo4Hass M WHGOPMaLMOHHas paboTa.

OpraHunsauus

annapata (CBA)

- NpW opraHM3aunn Bble3AHOW BbICTaBKM K HOPMaM BPEMEHU NMPUMEHAETCSA MNOBbILWAKLWNA KOIPPULMEHT

cnpaBoYHO-0MbGnmorpadmyeckoro

Tabnuua 56
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpEMeEHN,
MWH.
1 2 3 4
MpocMoTp M OoTOOP OOKYMEHTOB M3 TEKyLMX MOCTYMMAEHUA Ans
BkntoyveHusi B CBA:
1 |nnockoneyaTHble KHUMM Ha ByMaXKHbLIX HOCUTENAX OfiHa KHUra 4,0
2 |nnockonevaTHble KHUMM Ha ONTUYECKUX HOCUTENSAX OofHa KHura 6,0
3 |cTaTtby 13 NnockonevyaTHbIX COOPHUKOB, XXYPHAIoB OfHa cTaTbs 3,0
4 |cTtaTbyu U3 rasert oJHa ctaTbsl 2,0
5 | penbedHO-TOYEYHbIE KHUIN OofiHa KHWra 6,0
6 |cratbu 13 penbedHO-TOUYEUYHbIX COOPHUKOB, XXYpHAaIioB OfHa cTaTb4 4,0
7 |ayovoBuayarnbHble W3O0AHWSE Ha aHamnoroBbiX W LMAPOBbLIX OfiHa KHUra 6,0
HoCUTENAX
8 |cTaTbu 13 3BYKOBbLIX COOPHMKOB, XypHanoB ofHa cTaTbs 50
9 |6ubnuorpacgmyeckme nocobuss, B TOM uYMCIe Ha oONTMYEecKMx| oAHa 3anucb 0,7
HoCUTENsAX
10 | neTonmcy KHMXKHBIX, XXYPHaSibHbIX U ra3eTHbIX cTaTen OfAHa 3anncb 1,0
11 | npuKHWXHBbIE BUBNMorpaduyeckne cnnckn Oo4Ha 3anuncb 0,7
12 |npocmoTp 1 oT6OP AOKYMEHTOB K3 BHewHux B[]l nepuogudeckux| opgHa ctaTbs 6,0
nsgaHun ans skrodeHus B CBA:
KoHncynbtanTtlnioc
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13 | cocTtaBneHne bubnuorpaduyeckon sanucu ofHa 3anucb 4,0
CocraBneHve aHHOTaUMN, W3y4eHMe [OKYMEeHTa, HarnucaHue| ogHa aHHoTaums
TekcTa:
14 |aHHOTUPOBaHUE KHUT 120,0
15 |aHHOTUpPOBaHUe cTaTemn 60,0
16 |aHanuMTuyeckas POCMUCb  XKypHamnbHbIX, ra3eTHbIX CcTaTen,| OAMH OOKYMEHT 4,0
cbopHukoB, Oubnunorpaduveckmx nocobuit; 03HaKOMMEHNE C
cofepXaHWeM U3aHusl, CoCTaBfeHne aHannTUYecKom pocnmcu
17 |cuctematmsaums kapTovek Ha oTobpaHHble ans BkntodeHns B CBA| ogHa kapToyka 2,0
OOKYMEHTbI MO TMNam KaTaroroB U KapToTeK; NpoBepka WHOEKCOB,
paccTaHOBKa KapTOYKu
OpraHusauusa Tematmyecknx cnpaBoyHbix BJ:
18 |npocmoTp, oTOOp 1 cucTtemaTusaums JOKYMEHTOB NS BKIOYEHUsI| OOMH JOKYMEHT 10,0
B b[l, BBOAg MHGOpMaLn
19 |pepaktnpoBaHne B[: BHeceHume B OubGnuorpadmyeckyo 3anucbk| oaHa 3anucb 1,0
OOMOSTHEHMN U U3MEHEHWUN; WCKIIOYEHUE 3anucu Ha BbiObiBLUME
OOKYMEHTBI
20 |BBOA HOBbIX PyOpUK ofHa pybpuka 1,0
OpraHusauna nonHoTekcToBbIX B
21 | npocmMoTp, 0T6Op U NpegMeTU3aunsa JOKYMEHTOB ANS BKITOYEHUSI B| OAWH AOKYMEHT 10,0
bA
Beog B B[ Oubnuorpaduyeckmx 3anucert nnockorneyaTHbIX| oAdHa 3anucb
N3JaHnN:
22 | npy HaNU4YMKM 3anncuK B 3NEKTPOHHOM KaTarore 2,0
23 | npu cocTasneHnn HoBon Bubnuorpadudeckon sanucu 6,0
24 | npy JonosiHUTENBHOM noucke nHgopmauum B "MHtepHeTte" 10,0
25 |ckaHupoBaHMe  TekcTa  LOKyMEeHTa C pacno3HaBaHveM;| odHa cTpaHuua 6,0
ncnpasneHne ownbok
26 |pepaktupoBaHue B[l; BHeceHue B Gubnuorpadgumyeckyto 3anuMcb| oaHa 3anucb 1,0
OOMOJTHEHWI U U3MEHEHWIA; UCKITIOYEHNE 3annch 1 TeKCTa M3gaHus
Ha BbIObIBLUME JOKYMEHTbI
OpraHusauns kKapToTeKn NepCcoHanuii:
27 |onpeneneHne n coCcTaBreHne NepeYHs nuy, CBEAEHMS O KOTOPbIX| OAWH AOKYMEHT 20,0
OTpaxarTcs B KapTOTEKe; NPOCMOTP MH(POPMaLMOHHBIX U3AaHUIA K
NepBUYHbLIX AOKYMEHTOB; OTOOP [OKYMEHTOB ANsi BKMKYEHUS B
KapToTeky
28 |TexHudeckas n cogepxaTenbHas obpaboTka [OKYMeHTOB nAns| OoOouH AOKYMEHT 3,0
BKMIOYEHNSA B KapTOTEKY; pacCTaHOBKa KapTodek no andasuty
dhamunuii aBTOpPoOB U N0 BUAAM AOKYMEHTOB
KoHncynbtanTtlnioc
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29 | petanusaums pasfernos; HanMcaHue U paccTaHOBKa pasgenuTenen OAVH 2,0
pasgenurens
30 | penakTnpoBaHue KapTOTeKu; BHeCeHue ncnpasneHuin,| OOuH JOKYMEHT 1,0

[JOMNONHEHNN, NU3MEHEHUN

OpraHusauusa cdaktorpaduyeckon KapToTeKN:

31 |onpeneneHne npeameTta, oObEKTA M OCHOBHbLIX MPU3HAKOB Ans| OOWH JAOKYMEHT 3,0
OoTpakeHusi B KapToTeke; MPOCMOTP WM OTGOP [OOKYMEHTOB [Anis
BKIIIOYEHUS] B KapTOTeKy; 3aHeceHWe OTobpaHHbIX CBedeHWli Ha
KapTOYK1 MHPOPMALMOHHOMO MaccuBa

32 | pegakTMpoBaHue KapTOTEKM; NPpOBEpPKa NPaBUbHOCTM CBEAEHMI U| OOWH AOKYMEHT 2,0
yKasaHun 06 NCToYHMKax MHpOpMaLMn; BHECEHUE UCTIPABIEHUI
33 | HanncaHue 1 paccTtaHoBKa pasgenutenen OoavH 2,0
pasgenuTenb

OpFaHI/ISaLI,MH TeMAaTU4ECKNX NanoK ra3eTHbIX BbIPE3O0K:

34 | npocMOTp 1 cucTeMaTn3aumns ra3eTHbIX BbIpe30oK OfHa Bblpeska 3,0

35 |ohopmneHne BbIPE3OK AN XpaHEHUs B TeMaTU4YecKMx nankax;| ofHa Bbipeska 4.0
KpaTKoe OnMcaHne UCTOYHUKa

3.16. CnpaBoyHas 1 nHgopmaumnoHHas paboTa. CnpaBo4Ho-6nbnuorpadudeckoe obcnyxmeaHme

Tabnwuua 57
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHusi BPEMEHM!,
MWH.
1 2 3 4
Mpnem Gnbnuorpadunyeckmnx 3anpocos:
1 |npvem Bubnmorpadmyeckoro aanpoca; yTo4HeHMe TeMbI, LENEBOro|  oAuH 3anpoc 1,0
N YMTaTENbCKOro Ha3Ha4YEeHUS, MOJSTHOTbI UCTOYHWUKOB, TUMOB, BUOOB
N XPOHOMOrMYECKNX pamok 3anpoca
BbinonHeHue cnpaBok
TemaTnyeckasi cnpaBka: NMoucK 1 0TOOP AOKYMEHTOB; COCTaBrneHne| opHa cnpaska
61bnmorpadn4eckoro onncaHus:
2 | nucbmeHHas cnpaska (1 - 10 NICTOYHMKOB) 10,0
3 |yctHas cnpaBka (1 NCTOYHUK) 2,0
AnpecHo-bubnvorpaduyeckas crnpaBka: yCTaHOBMEHME Hanuuus| oaHa cnpaBka
UNN MeCTOHaxoXAeHUs OOKyMEeHTa wunM ero 4actm B doHae
oubnuoTeku:
4 |nucbMeHHas cnpaska (1 - 10 NCTOYHUKOB) 10,0
5 |ycTHas cnpaska (1 MCTOYHUK) 2,0
KoHncynbtanTtlnioc
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YTouHsiloWaa crnpaBka: yCTaHOBMEHMe W YTOYHEHME 3nemMeHToB| opgHa cnpaBka
BGMbnmorpadn4eckoro onncaHns:

6 |nmucbmeHHas cnpaska (1 - 10 NCTOYHMKOB) 10,0

7 |ycTHas cnpaBka (1 MCTOYHUK) 2,0

dakTorpacmyeckass  cnpaBka:  ycTaHOBMeHue KOHKpeTHbIX| oaHa crnpaBka
cBeleHWIn 0 coBbITUAX, 0BbekTax, NpoLieccax, Aartax:

8 |nucbmeHHas crnpaska (1-10 MCTOYHMKOB) 10,0

9 |yctHas cnpaBka (1 NCTOYHUK) 2,0

CocTaBrneHne TeMaTuyeckmx 6|/|6n|/|orpacbwqecmx CIMNNCKOB:

10 |nonck, oTOOp M cucTematTusauuss OOKYMEHTOB; COCTaBlneHue| OAWH AOKYMEHT 7,0
BGmbnmorpadun4eckoro onmcaHmsi

11 |ocdbopmneHne cnucka; BbIBOA Ha MpuHTEp, OTMpaBka MO| OAWH CNUCOK 10,0
9NEKTPOHHOW MNoYTe, KOMUPOBaHWE Ha CbEMHbIA HOCUTErb
nonb3oBarens

BepneHne @OHﬂa BbIMNOJTHEHHbIX CNPaBOK:

12 | perucTtpaums BbINONHEHHOW CNpaBKX B XXypHane OfHa crnpaBka 2,0
13 | BBOA TEMATMYECKOM CNPaBKM B ANIEKTPOHHbIN apXMB BLINOSMTHEHHLIX| OAHa cnpaBka 2,0
crpaBokK

3.17. CnpaBo4Has n nidopmMaumoHHas paboTta. bubnuorpadgunyeckoe MHbopMMpoBaHmne

Tabnuua 58

N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHunua Hopma
n/n n3mepeHusi BpEMEHN,
MU/H.

1 2 3 4

BbisiBneHue VIHCbOpMaLI,VIOHHbIX I'IOTpE‘6HOCT€l7I cneunanncToB
MeTOAO0M aHKETUPOBAHUA:

1 |onpeneneHune KOHTUHreHTa notpebutenen MHdopMaLuu; OavH 60,0
paspaboTka 3asdBOK AN onpedeneHnss  MHAOPMAaUMOHHBLIX| noTpebutens
3anpocoB; pacchbifika 3asBoK; 00paboTka MOfy4YeHHbIX 3asiBOK;
COCTaBIfIEHME Ha OCHOBE MOJIyYEHHbIX [AaHHbIX  KapTOTEKU
KOHTWHreHTa noTpebuTtenen nHdopmaumm n nx UHPOPMALMOHHBLIX
3anpocos

3aknioyeHne ¢ aboHeHTamMu [OroBOPOB Ha WHMOPMaLUOHHOE
obcnyxuBaHue:

2 |aHanuM3 JdaHHbIX O  3aMHTEepPEecOBaHHOCTU aboHeHTOB B| oavH goroBop 90,0
NMHGOPMALMOHHOM OBCMyXMBaHUM U pexumax usbupaTensbHOro
pacnpocTpaHeHna U pPeTpPOoCneKTUBHOINO MOuCKa; 3aknwyeHne U
nepecmoTp 4OroBOPOB

dopmupoBaHne cetm abOHEHTOB CUCTEMbI M3BMpaTENbHOro

KoHncynbtanTtlnioc
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BbIMOSIHAEeMble B OM...

pacnpocTpaHeHuns nHgpopmauun (MPW):

onpenerneHne KOHTMHreHTa aboHeHToB cucteMbl MIPU; BbisiBneHne
TUMOBbLIX N UHOMBUAOYaAlbHbLIX 3anpocoB aﬁoHeHTOB; n3yvyeHue,
Knaccudpukaums M MHAOEKcauus 3anpocoB; BBOA [AaHHbIX O
3anpocax B apecHyto KapToTeky

oAWH aboHeHT

60,0

[NoaroTtoBka curHanbHOro onoeelleHust B cucteme NPWU:

BbISIBIIEHWE, NPOCMOTP M oTbop MaTepuanoB W3
NOCTYNJIEHNI; OTNPaBKa MHOpMaLUun NoTpedbuTento

TeKyLmnx

oHO
oroBeLleHne

20,0

rpynnoeoe 6Gubnuorpadguyeckoe MHPOPMMUPOBaHUE

cdopmmpoBaHmMe cocTaBa rpynn aGoHEHTOB

OaVH aboOHeHT

10,0

YTOYHEHMWE TEMbI, COrMacoBaHne NCTOYHMKOB UHGOPMaLuK, BUOOB
[OKYMEHTOB

ofHa Tema

20,0

Monck OOKYMEHTOB A4 VIHd)OpMaU,I/IVI, COoCTaBlieHne 1 oThnpaBKa
onoselleHn4d:

oHO
oroBseLleHne

NMMCbMEHHO

10,0

YCTHO

10,0

OnepaTtuBHOE MH(OPMUPOBaHKE MO 3arnpocy:

dopmmpoBaHMe ceTu abOHEHTOB;
UHOMBMAYalbHbIX 3aMpOCOB

BblABJIIEHNE  TUMNOBbIX n

OAWH aboHEeHT

5,0

10

n3y4vyeHume n Knaccmcbmau,mm 3anpocoB; BBOA AaHHbIX B adpecCHYLo
KapTOTEKY

OAuH 3anpoc

7,0

HanucaHne 0630poB 1 cnpasok

BbisiBrieHne w©n 0OTOOpP UCTOYHMKOB; 0OpaboTka UM aHanus
0TOBpaHHbIX AOKYMEHTOB; HanncaHve Tekcta ob3opa/cnpaBku:

OAWH aBT. JIUCT

11

no nepBnYHbIM UCTOYHUKaM

6000,0

12

No BTOPUYHLIM NCTOYHUKaM

4200,0

13

Habop n dopmaTmpoBaHMe TekcTa ob63opa/crnpaBku

0fHa cTpaHuua
(1800 - 2000
3HaKoB)

20,0

OpraHuzauna wn npoBefeHue
0630pOB HOBbLIX MOCTYNNEHUI

YCTHbIX  Bubnuorpadumyecknx

OT00p HOBBLIX MOCTYMNMIEHNA MO 3apaHee OObBSBNEHHOW TemaTtuke;
cucTeMaTM3aums UCTOMHWKOB MO TeEMam, MPOCMOTP M aHanua
OOKYyMeHTOB; noabopka 6ubnvorpadmnyecknx OnucaHwun, KpaTkmx
aHHOTauui, pedepaToB Ha OTOOpaHHbIE WCTOYHMKOB; MOArOTOBKA
pykonucu Bubnuorpadumyeckoro 0630pa; KOnM4ecTBO
NMPOCMOTPEHHbIX N OTOBPaHHBIX AOKYMEHTOB:

o4uH 0630p

14

0o 50 goKymeHTOoB

600,0

15

cBbile 50 goKkyMeHTOoB

1800,0

KoHncynbtanTtlnioc
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MoaroToBska GronneTeHs HOBbIX MOCTYNNEHWI

OnpepneneHne TemaTUYeCKMX TpaHUL, Moucka U oTOopal| ogvH GronneTeHb
OOKYMEHTOB; co3faHue pybpukaTopa GronneTeHsi; BbiSBNeHue U
oTbop B MaccuMBe  TEKyWMUX  MOCTYNSeHun MCTOYHUKOB
MHpopmaumn; nopgdbopka aHHOTaUMi, pedepaTtoB; KONMYEeCcTBO
NMPOCMOTPEHHbIX JOKYMEHTOB:

16 | 0o 50 gokymeHTOB 300,0

17 |cBbiwe 50 JOKYMEHTOB 600,0

MoproTtoBka Tekywmux Gubnmorpadmyecknx nocodmn

Boibop Tembl nocobus, BbissBNeHWe U oTbop OOKYMEHTOB,| OOWH aBT. MUCT
dopmunpoBaHve pasgenos Nnocobusi, aHHOTUPOBAHUE [OKYMEHTOB,
nogbopka dakTorpadmnyeckoro  MaTepuana,  WNNCTpaUuni,
cocTaBneHue TeKcTa, BCMoMoraTenbHbIX ykasartenew,
KOMMbIOTEPHbIA HAbop, KOHCynbTauMum y CheuManucTtoB Ha
pasnuuHbIX 3Tanax paboTbl, obcyxaeHne un  gopaboTka no
3amMevaHnsaM:

18 |coctaBneHne 6Gubnuorpaduyeckoro  ykasartens, KaTanora, 15000,0
nyrteBoanTend, cnpaBo4HUKa

19 |nogrotoBKa KOMMEHTaApUEB, MPUMEYaHNA MNPOCBETUTENBCKOro 6000,0
XapakTtepa, He TpebyLmx cneumanbHbIX NCCregoBaHnn

20 |nogrotoBka KOMMEHTapues, npumMmeYaHumn 12000,0
Hay4HO-UCCMNegoBaTENbCKOro Xxapakrepa

MogroTtoBka PETPOCNEKTUBHbIX Hay4HO-BCrMIOMOraTesbHbIX
Gubnuorpagmyeckmx ykasatenem:

21 |BbIbOp Tembl, CO3[aHWe aBTOPCKOrO KOMnekTusa; paspaboTkal oawH aBT. UCT 10080,0
WHCTPYKTUBHO-METOANYECKUX MaTepuanos; BbisiBrieHMe n oTbop
[OKyMeHTOB; paboTa Haa  6ubnuorpacbmuyeckoi  3anuchio;
aHHOTUpOBaHue; Gubnuorpaduyeckas rpynnMpoBKa; CocTaBrieHue
BCMoOMoraTesnbHbIX ykasarenen; KOMMbIOTEPHBIN Habop;
obcyxxgeHue n gopaboTka no 3amevaHuam

CocTtaBneHme aHHOTMpOBaHHOrO  Gubnuorpacmyeckoro  WUnU| OAMH aBT. NUCT
Brobunbnmorpadmnyeckoro ykasatensi No akTyanbHOW TemaTuke C
XPOHOSOrMYecknm oxeaTom ot 2 Ao 5 nert:

22 | Ha pycckoM s3blke 10080,0

23 |c BknoveHnem ot 30% po 40% obbema nybnukauui Ha 12600,0
MHOCTPaHHbIX s3blKaxX

24 | cocTaBneHve aHHOTMpOBaHHOro Gubnnorpacuyeckoro ykasatensi| ogwH aBT. JIUCT 21000,0
MHOroOTpacneBoro CoAep>KaHus C XPOHOSOMMYECKMM OXBaToOM [0
100 neT, TpebytoLlero CnmoLWHOro NpocMoTpa AOKYMEHTOB, Noucka
CMOXHbIX Bubnuorpadmnyecknx nsgaHun

CocraBneHue pekoMmeHaaTesbHbIX 6M6n|/|orpa¢v|qe0|<v|x CMNn1CKoB

BoisBneHne cnpoca notpebutenen, onpegeneHne Tembl, oTbop| oawH cnucok
OOKYMEHTOB, COCTaBfieHMEe O4YepKa, KOMMNbIOTEPHbIN  Habop,
BHECEHME UCMpPaBNeHuii:

KoHncynbtanTtlnioc
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25 | po 10 3anucen 30,0

26 |cBbiwe 10 3anuncen 30,0

lNoarotoBka aHaNUTUYECKNX 0630pOB

BbisBrneHne u oTOOp [AOKYMEHTOB, nogrotoBka pybpukaTtopa,| OAuH aBT. MUCT
n3yyeHue ” OLeHKa AOKYMEHTOB, cucTemaTusaumsi maTepuana,
COCTaBfieHMEe aHanuTnyeckoro o630pa, KOMMbIOTEPHbI Habop,
obcyxageHune n gopaboTka No 3amMmevaHusaM:

27 | no nepBUYHbLIM UCTOYHUKAM Ha PYCCKOM SA3blKe 10080,0
28 | no cMelwaHHbIM NepPBUYHBIM UCTOYHMKAM 12000,0
29 | N0 NepBUYHBLIM UCTOYHMKAM Ha MHOCTPAHHbLIX A3blKax 13800,0

CocTaBneHue aKcrnpecc-uHdopmaLnu:

30 |BbisiBNEeHne un oTOOpP MaTepmana Mo Teme, cucTemartu3auus;| oauH aBT. MUCT 4500,0
KOMMbIOTEPHBIN Habop

CocraBneHune pedepara:

31 |n3yyeHve 1 aHanM3 OOKYMeEHTa; COCTaBneHue TekcTa pecdpepaTa;| OOMH aBT. MUCT 6600,0
KOMMbIOTEPHBIA HAbop; BHECEHME MUCTIPaBNEHNI

3.18. Hay4yHo-meToanyeckasa pabota

Tabnuua 59

N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHus BpeEMEHH,
MVH.

1 2 3 4

lMoaroToBKa MeETOANYECKUX NOCOOUI, pEKOMEHAALNN:

1 |pa3paboTka HOBOWM TEMbI; U3y4YEHNE TEMbI, BLISBIIEHWE W aHanu3| OAMH aBT. NUCT 18000,0
OOKYMEHTOB MO TEME; 4uTaTenbCKOe W LEeneBoe HasHadeHue
nocobusi, pekoMeHaauui; COCTaBleHWe TMpOoCrneKTa; HanucaHue
TeKkcTa

2 |mogndvkauus paHee paspaboTaHHOW TeMbl; BbISIBIeHWE W| OAWH aBT. NMACT 10200,0
N3yYeHNe HOBbIX [JOKYMEHTOB W HaKOMneHHoro 6mbnnotekamm
onbiTa MO TeMe nocobus, pekoMeHZauun; yTOYHEHWEe, BHECeHue
M3MEHEHUA B CTPYKTYpy U B TEKCT B COOTBETCTBMM C
OOCTUXKEHUAMMU BMbnnoTeyHom Teopumn " NPaKTUKW;
nopaboTtka/nepepaboTka TekcTa

PaspaboTka [OKYMEHTOB, pernamMeHTUpylwmux AesTensHOCTb
6UbnMoTeK, NOMOXEHWIA, WMHCTPYKUMIA, MPOEKTOB MOCTAHOBMEHWMN,
yCTaBOB, 3aKOHOAATENbHbIX aKTOB:

3 |paspaboTka HOBOWM TeMbl; BbISIBieHWEe, W3y4yeHue, aHanua| OoAuH aBT. MUCT 20400,0
OEVCTBYIOLLMX JOKYMEHTOB MO TEME; HanucaHWe TeKcTa MpoekTa
OOKyMeHTa; obcyxaeHve n anpobauus gokymeHTa B 6ubnuoTteke;
AopaboTka JOKYMEHTa; MOAroTOBKa K YTBEPXKAEHMIO
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4 |mogudvkaums paHee paspaboTaHHOro [OKYMeHTa; aHanu3d u| OAWH aBT. NUCT 9000,0
OueHKa [JOKYMEHTa; MouMCK U OoTOop HOBbIX [AEWCTBYHOLLMX
[OKYMEHTOB MO TEME; BHECEHWE W3MEHEHUIN B TEKCT [JOKYMEHTa;
obcyxaeHue n gopaboTka JOKYMEHTa; NoaroToBKa K yTBEPXKOEHUIO

Pa3paboTka y4eTHbIx oopMm, Tabnuu, oOpasLoB:

5 |yTouyHeHve npeagmeTta, obbekTa, coaepXaHus y4eTHoOW (OopMbl,| OOMH aBT. NMUCT 9000,0
Tabnuubl, obpasua; oTbop W cucTemaTMsaumsi nokasaTenewu;
paspaboTka MakeTa YyyeTHoMm dopmbl, Tabnuubl, 06pasua;
ob6cyxaeHne JOKYMEHTa; NMOAroTOBKA K YTBEPXKAEHUIO

CocTaBneHue pekoMeHaaLunin N0 BHEOPEHUIO PErnamMeHTUPYHOLLNX
AOKYMEHTOB B MpaKTUKE:

6 |paspaboTka MeToAMYECKUX pEeKOMEHOAUUN, WUHCTPYKUWA, NnaHoB| OAMH aBT. NIACT 16500,0
Nno BHEAPEHUI0 HOPMATUBHOW JOKYMEHTaLUun; NOAroToBKa TeKCcTa

NogrotoBka NMMCbMEHHbIX KOHCYJ'IbTaLI,VIVI, MeTogn4yecknx nncem:

7 |BbisiBNEeHWe © aHanuM3 [OOKYMEHTOB MO TeMme; uU3yyeHue wu| OAuH aBT. MUCT 10200,0
00600uweHne onbiTa paboTbl OMONMOTEK;, NOAroToBKA TEKCTa;
obcyxaeHne n gopaboTka TekcTa

MoarotoBka 0630pOB AeATENLHOCTM BUBMMOTEK N0 onpeaeneHHOM
TemaTuke:

8 |onpegeneHne TemMbl M XPOHOMOMMYECKUX rpaHuy ob3opa;| oawH aBT. nUCT 10800,0
BbISIBNIEHNE, MPOCMOTP, OTOOP M aHanu3 JOKYMEHTOB Mo Teme
0630pa; NoAroToBKa TeKCTa; 0b6cyxaeHne n gopaboTka TekcTa

PeLLeHSI/IDOBaHI/Ie Hay4HbIX, MeTOoO4N4YeCKUX, I/IHd)OpMaLI,MOHHbIX n
Opyrux martepuaros:

9 |4JTeHMe peueH3MpyemMoro martepuana; oOueHka ero B LUernom,| oauH aBT. MnUCT 900,0
OTOENbHbIX YacTel; yCTAaHOBINEHNE COOTBETCTBUSI YMTaTENbCKOMY
M UeneBOMY Ha3HaAYeHWI0, Hay4YHbIM U METOANYECKUM
TpeboBaHMsIM

10 [HanucaHue peLeH3uu OAMH aBT. NUCT 1500,0

MNogroToBka nNekuumn, KOHCybTaumm

Paspa60TKa nrnaHa nekuun, KoOHCynbTauuu, I'IOD,60pKa mTepartypbl,
COCTaBJieHne cnucka nutepaTtypbl K JeKkuun, KOHCyInbTauuu,
noaroToBKa TeKkcTa:

11 | nepBuyHas nekumsa oJHa nekums 1800,0

12 |noBTOpHas nekums, ¢ y4eTOM HOBOro Matepuana ofHa nekuus 360,0

13 | nepBunYHas rpynnoBasi KOHCYNbTaums ogHa 1500,0
KOHCyrnbTaums

14 | noBTOpHaa rpynnoBas KOHCyNbTauuMs C y4eTOM HOBOro maTtepuana ofHa 300,0
KOHCynbTauus

15 |ycTHaga nHaMeBuayanbHasa KOHCYNbTaLms ogHa 600,0
KOHCyrnbTaums
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MpoBeaeHne NPaKkTUKYMOB, CTaXXMPOBOK

OnpepneneHune Tembl, 3adaHns npakTukyma, cTaxupoBku (7 - 10
OHen), BbIsIBNEHME nuTepatypbl MO  M3y4yaemomy BOMPOCY,
cocTtaBneHue rpadmka NpoOBeOEeHUA  3aHATMKW,  MOLrOTOBKA
3aKNYEHNs O NPOXOXAEHUN MPaKTUKYMa, CTaXKUPOBKM:

16 |npakTukym (MHAMBUAYaNbHbLIN, FPYNNOBON) OAIMH NPAaKTUKyM 2400,0
17 |cTaxvpoBka (MHOMBMAOYanbHas, rpynnosasi) ofHa 2700,0
CTaXvpoBka

MpakTuka CTyOEeHTOB BbICLUMX U CPeAHMX creumanbHbiX y4ebHbIx
3aBeeHUNn:

18 |nogrotoBka M opraHusaumsa npakTuku ctygeHToB (o 30 AHewn);| ogHa npakTuka 5400,0
paspaboTka nnaHa npakTUKK, CornacoBaHUe ero ¢ pykoBoauTenem
MpakTUKK; COCTaBMiEHUE rpadmka MOCELLEHNsT  CTPYKTYPHbIX

noapasneneHuii; opraHusauus NpaKkTUYECKUX 3aHATUN;
noABedeHWe WTOrOB MpPaKTUKW, COCTaBEHME XapaKTepuUCTUK
NpaKTUKaHTOB

MocelwieHne 6MGNUOTEK, Bble3dbl B KOMaHOWPOBKA C  LENbio
N3y4YeHust paboTbl 1 OKa3aHUS METOANYECKON MOMOLLI:

19 |nogroToBka K KOMaHOMPOBKE; YTOYHEHME CPOKOB W uenen ogHa 660,0
KOMaHOMPOBKKN; O3HAKOMSIEHME C OOKYMEHTaMuM M MaTepuanammu| KomaHampoBKa
npeablaywnx Bble3goB M nybnukauui B neyatu; COCTaBfeHune
nnaHa KOMaHgMpPOBKM

20 |cocraBneHue oTyeTa/cnpaBku O NpoBeAeHHON paboTte OLVH OT4eT 1200,0

21 | cocTaBneHne aBaHCOBOro oT4eTa, 3anofnHeHne oT4yeTHOro 6naHka OOVH OT4YeT 60,0

PaboTa Hay4yHO-OpraHM3aunoHHOro Xxapakrepa:

22 |noaroToBKa U NpoBefeHNe TEeOPeTUYECKUX, HayYHO-NMpaKkTUYecKnx OAHO 6000,0
KOHbepeHUNn; onpeaeneHMe coctaBa OprkoMuTeTa M ydacTHUKOB| Meponpusatne
KOHdepeHuun; opMupoBaHme U  yTBEPXOEHWE NporpaMmsbl;
OopraHu3aumnoHHble MEepOonNpuUATUS; BblpaboTka npoekTa
pekomeHaaLumin; hUHAHCOBO-X03ANCTBEHHOE 0becneyeHne; aHanma
1 oLeHKa paboTbl KOHbepeHLMN; NOABEAEHNE NTOTOB

23 |nogrotoBka © NpOBeJEeHWE CeMUHApPOB, KPYrMblX  CTOMOB; 0o4HO 3000,0
onpenerneHne coctaBa y4acTHUKOB, Cpoka M MecTa npoBedeHusi| MeponpusiTve
MeponpusaTUiA; opMMpoBaHME U YTBEPXKAEHWE NPOrpaMmbl;
MHopMaLUnoHHoe obecrne4yeHue; BblpaboTka npoekTa
pekoMeHZaLUmMin; aHan13 1 oLeHKa MeponpusaTUi

Mpumevanne:

- Npy NpoBeAEHUN MEePONPUATUA Ha MeXOyHapoOLHOM YpOBHE K HOpPME BpEMEHU MNpUMeHsieTcH
noBbllatoLwmn koadduumeHT 2,0, Ha deaepanbHOM yposHe - 1,85;

- Bpemsl MpoBefeHUst NEKUMIN, KOHCYNbTauui, MPaKTUKYMOB, CTaXWPOBOK, MpPakTWK, npebbiBaHusA B
KOMaHOVpOBKax, NpoBeaeHnst KOHEepPEHLNIA, CEMUHAPOB, KPYIIbIX CTOMOB U BPeEMsi, CBA3AHHOE C U3gaHMEM
MaTepumanoB KOHEPEHLUNUA, CEMUHAPOB, B HOPMY BPEMEHMW HE BXOAAT.

3.19. PepakumnoHHo-n3partensckasa pabota

Tabnuua 60
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n/n

HaumeHoBaHue npouecca, onepaumn. Coctas paboThl

EauHnua
n3mepeHns

Hopma
BPEMEHMN,
MUH.

4

lMNogroToBUTENbHLIN 3TaN:

y4yacTe B COCTaBSiEHUM TeMaTM4eckoro (M3gaTenibCckoro) nraHa,
nraHa paccbifikv; COrfacoBaHne TeM U3[aHWI, aBTOPOB/aBTOPCKUX
KOMNMeKTUBOB

OQHa TemMa

45,0

obcyxgeHue C aBTOPOM TEMbl W XapakTepa 3akasblBaemoro
NMpov3BedeHNsl, OCHOBHbIX TpebGoBaHWA, KOTOpPbIM  AOIHKHO
YOOBMNETBOPSATL  NpoM3BedeHue U YCIoBUiA aBTOPCKOro
BO3HarpaxgeHusi

OOWH aBT. JINCT

30,0

obcyxaeHue u yTBepXaeHue niaHa-npocnekTa usgaHus

OAVH
nnaH-npocnekT

30,0

3aKnioYeHne 4oroBopa-3akasa (B crydae BHELUHErO aBTopa) Mexay
aBTOpPOM U OMONMOTEKOM C YykasaHMem obbema U CPOKOB
NOArOTOBKN U cAa4M PyKONMcK B pedakUMOHHbIA OTAeN

OAVH
[oroBop-3akas

20,0

COCTaBneHnMe [JoroBopa Ha nepejady 6OubnvoTteke npaBa
BOCMPOM3BOOUTL MNpOM3BEAEHNe B BblOpaHHOM OUGNMOTEKON
dopmarte

oOuH OOroBop

20,0

O3HaKOMIIEHME C aBTOPCKMM OpUrMHarioM (PyKOnuchbio), MpUHATHE
pelweHnss o nepedadye pykonucu B MNPOM3BOACTBO MMM O
HeobxooMMocTn aopaboTku

OOWH aBT. JINCT

120,0

CcocCTaBlieHne rpacbvn(a NPOXoXOAeHnA pykonmcu B otaerne

OAVH rpadumk

20,0

PepakunoHHbIn aTan:

OOWH aBT. JNINCT

pefakumoHHas obpaboTka: nuTepaTypHoe, TEexHU4eckoe U
crneumnanbHoe  pedakTMpoBaHuMe — pykonucu;  Habop  w/vnu
nepenevartka; MOAroTOBKa W3gaTenbCckoro opwuruHana (Bblbop

TEXHONOIrMnM, N3roToBJieHMe 3aka3a  co3gaHne MmakeTa 143,an|/|;|)

780,0

KOHCTPYKTOPCKO-0hopMuTEnbCckasa paboTa: NpoeKkTMpoBaHne Buaa
n3gaHus 1 ero CTpyKTypbl; nogbopka chopmaTta M Mapku Oymarm,
dopmaTa noONOC U3gaHus, rapHUTYp W Kernen  wWwpudTa,
onpederneHve xapaktepa M uucra wunncTtpauun, dopmarta
odopMreHus, Buga OOMOXKMA WU nepenseTa; MpoeKTUpoBaHue
BHeLUHEro oopMneH1s n3ganns

660,0

10

NPOWU3BOACTBEHHbIN 3Tan: BbIbop nonurpaduyeckonn 6askl; pacyet
noTpebHOCTM B MaTepuanax; COCTaBlieHMe npeaBapuUTEnbHON
KanbkynsuuMu  3akasa; onpegeneHne  CTOMMOCTUM  U3LaHWUs;
paspaboTka rpadmka NpoOXoXAeHUs 3aKkasa Ha nonurpadmyeckom
NPeanpuUsTUN; 3akrnoyYeHe JoroBopa ¢ Tunorpaduen

00HO U3gaHue

360,0

Pe,anTVIDOBaHVIe Hay4HbIX N1 METOAUNYECKUX MaTepunanoB

MpoBepka 1 UcnpaBfieHne pyKonucy B NpoLecce MNoaroTOBKA ee K
rmeyaTu; YyCTaHOBKa COOTBETCTBMS  TeKCTa  HayyHbIM U
nuTepaTypHbiM TpeGoBaHuaAM, (OpMe W LeneBoMy HasHa4YeHuto
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n3gaHun4a; cornacoBaHmne BHOCUMbIX mcnpaBneHmﬁ C aBTOpOM;
nopaboTka pykonucu:

11 | pepaktupoBaHne MoHorpadun, COOPHMKOB HaydHbIX TPyAoB,| OAWH aBT. NUCT 3480,0
Hay4YHbIX OTYETOB, NPAKTUYECKUX NOCOBUI

12 | pegakTnpoBaHue MEeTOaN4YECKNX mMartepuanos| OAuWH aBT. NIUCT 3000,0
(MHCTPYKTMBHO-METOAMYECKME nMcbma, pekomMeHgaumm,

KOHCynbTaumu, 0630pbl AeaTenbHOCTN BUbnuoTek)

13 | pegakTnpoBaHne OKYMEHTOB, perfnameHTUPYOLWNX AeATeNbHOCTb| OAWH aBT. NIUCT 2940,0
cneuvanbHbix 6mbnuotek gnst cnenbix (yCTaBOB, MOMNOXEHUN,
WHCTPYKLNI)

14 |pepakTvpoBaHne CTaTUCTUYECKMX Tabnuy, Yy4veTHbIXx ¢opM,| OOWH aBT. JIUCT 2400,0
obpasuos

15 | pegakTnpoBaHue mMartepuanos KOHdbepeHL i (moknagos,| ogwH aBT. nucT 1200,0
coobLeHnn)
PepaktupoBaHue 6mbnmorpadunyeckmx nocobun,
PETPOCNEKTUBHBIX Hay4HO-BCrMOMOraTesbHbIX ykasartenen,

0030poB, cnpaBok, pedepaToB, aHHOTaALMIA:

16 | pemaktmpoBaHne Gubnuorpacgpumyeckmx nocobun (TemaTuyeckmx| OAWH aBT. IUCT 3000,0
bubnuorpadmyeckmx ykasatenen, CnipaBoOYHMKOB)

17 |pepaktvpoBaHne peTPOCMNEKTUBHBLIX  Hay4YHO-BCMOMOraTenbHbIX| OOWH aBT. UCT 2280,0
yKkasaTenen

18 | pepaktupoBaHne aHanuTMyeckux ob630poB, CNPaBOK, aHHOTauWW,| OAWH aBT. NUCT 1200,0
pedepaTtos, CBOAHbIX pedepaTMBHbIX 0630poB,
aKcnpecc-nHhopmaumin

19 | penaktmupoBaHune Bubnuorpaduyeckmx sanucen OfjHa 3anuncb 5,0

20 | KOHTpOSbHOE peaakTUpoBaHue OfHa 3anuncb 7,0

MalumHonucHble paboTbl, BbLINOMHSAEMblIE B aBTOMaTU3MPOBAHHOM
pexvmMe

Habop Ha komnbloTepe:

21 |TekcTta c nucta OAHa CTpaHuua 20,0
(1800 - 2000
3HaKoB)
22 | bubnuorpadmyeckoe onmcaHue O[IHO onucaHue 5,0

I'IpaBKa Ha KOMMNbOTEPE, BEPCTKa Ha KOMMNblOTEPE!:

24 | TekcTa OfHa cTpaHuua 10,0

25 | 6ubnuorpacmyeckoe onucaHue OAHa CTpaHuua 2,0

26 | BbIBOA TEKCTA Ha NpPUHTEP, pacnevaTtka OfHa cTpaHuua 2,0

27 |BbiBOA (hopMm TabnML, HA MOHUTOP OflHa CcTpaHuua 2,0

28 | HanonHeHue Tabnuy cogepxxaHmem ofHa Tabnuua 18,0
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lMpumevaHue: Npu pefakTMpoBaHUN CMELLAHHOMO TEKCTa K HOPME BPEMEHM MPUMEHSIETCS MOBbILLALLNA
KoadhpmumeHT 1,2.

3.20. NMepeBog n nepepaboTka NeyaTHbIX TEKCTOB C MHOCTPAHHbIX SI3bIKOB Ha PYCCKUMMA U C PYCCKOro Ha
WHOCTPaHHbIE A3bIKU

Tabnuua 61
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHnst BPEMEHMN,
MU/H.

1 2 3 4
MepeBopg TeKCTa C MHOCTPAHHbIX SA3bIKOB Ha PYCCKUN A3bIK
UTeHune opurnHana, aHanma TekcTa, pasMeTka ero C BbIsIBIEHWEM| OAWH aBT. NMACT
TPYAHbIX TEPMUHOB, FPpaMMaTUYECKUX KOHCTPYKLMIN, NEKCUYECKMX
000pOTOB, LIEXOBLIX M XXaHPOBbIX TEPMUHOB:

1 | nonHbIN NMCbMEHHBLIV NepeBoa 3360,0

2 |cokpalweHHbIn nnucbMeHHbIN nepeBog oT 30% go 50% obbema 3600,0
TeKkcTa

3 | BbIOOPOYHbIN NMMCbMEHHbIN NepeBos 3120,0
[MepeBopg TeEKCTa C PyCCKOro A3blka Ha MHOCTPaHHbIE SA3bIKK:

4 | NOSHbIN NUCbMEHHbIV NepeBoa OJVH aBT. NNCT 3840,0
TepMmuHonornyeckass pabota npyv  BbINOMIHEHUA  MUCbMEHHOIO
nepesoga:

5 |nouck OTMEYEHHbIX B OpUrMHane HEe3HaAKOMbIX WIM HEMOHSATHbIX| OAMH TePMUH, 1500,0
TEPMUHOB N COKpALLEHUA B CrOBapHO-CMPABOYHON NUTepaType; OHO
noabopka COOTBETCTBYIOLLETO TEPMUHY 3KBMBaneHTa,| CokpalleHune
paclumdpoBKa CoKpaLleHui
KoHcynbTauus nepeBog4unka co cneumnanmctamu:

6 |BblACHEHME nNpPaBUNBHOTO  U3MOXEHUS YacTelm Tekcta Mo ogHa 2700,0
Mano3HaKoOMOW TemaTuke;, YTOYHEHWEe COOTBETCTBUS nepeBofdal KOHCynbTauus
opurnHany
CocrtaBneHue bubnuorpacunyeckoro onncaHus:

7 |coctaBneHue bubnuorpaduyeckoro onmcaHus nepeeoga OAHO onncaHue 720,0
AHann3 ” BHECeHWe W3MEHEHMIW B TEKCT nepeBoda nocre
pacnevaTku:

8 |npoBepka NpaBWMNBLHOCTU pPacnoNiOXeHUs oTnevaTaHHOro TekcTa;| oAuH aBT. NMUCT 240,0
CBepKa C pyKOMNMCbHo; NpaBka
TexHu4eckoe ohopmreHne NepeBoaoB:

9 |BHeceHMe B TEKCT NepeBoda CMMBOJSIOB YU BCTABOK HA MHOCTPAHHOM 0HO 3,0
A3blke BMMCbIBaHNE
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10 |BHECeHue pucyHkos, Tabnuu, opmyn OfiHa BCTaBKa 4,0

[NepeBo 3aronoBKoB cTaTeN U AOKYMEHTOB:

11 |nepeBoa 1 3anucb 3arosIoBKOB OJVH 3arorioBOK 12,0

MpumevaHue:

- HOpMbl BpEMEHU npedycMaTpyBaloT BbINMOSIHEHNE MEPEBOAOB C WHOCTPAHHOIO 43blka WM Ha
WHOCTPaHHbIN, KOTOPLIN Y NEPEBOAYNKA ABNAETCA OCHOBHbIM (MO 06pa3oBaHUI0 UM NPUMEHEHNIO);

- NPV BbINOSIHEHMM NEPEBOAOB C APYIMX SI3bIKOB UIK Ha ApYyrMe, MOMMMO OCHOBHOMO, K HOpMam BpEMEHU
NpUMEHSIETCS NoBbILaoLWLMI KoadhuumeHT 1,1.

3.21. PaboTa no BbINyCKy ManoTUpaxHbIX N3gaHui cneuunanbHbix opmMaToB

Tabnuua 62
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpEMEHN,
MWH.
1 2 3 4
BocnpousseneHne nrockone4yaTHoro OOKyMeHTa B
penbedHO-To4e4YHOM chopmaTe
PaboTa c TekcTOM nnockone4yaTHOro JOKyMeHTa Ha OymakHOM Mru
3M1EKTPOHHOM HOcUTEnE:
1 | KoMnblOTEPHLIN HAOOP TEKCTa BPYYHYHO OflHa cTpaHuua 20,0
(1800 - 2000
3HaKOB)
2 |ckaHupoBaHuMe u pacno3HaBaHWe MOCKONe4YaTHOro TeKcTa OflHa cTpaHuua 4,0
(1800 - 2000
3HaKOB)
3 |3arpyska ¢anna c nnockonevyaTHbIM JOKYMEHTOM B KOMMbOTEP OflHa cTpaHuua 0,5
(1800 - 2000
3HaKOB)
4 | 4yTeHMe NNOCKONevYaTHOro TeKCTa U BHECEHWE NCTNPaBNEHUN OfiHa cTpaHuua 50
(1800 - 2000
3HaKOB)
5 |uameHeHne TekcTa wu3 opmata [AOKYMEHTa B 3MEKTPOHHbIN| oAHa cTpaHuua 1,0
dopmat (1800 - 2000
3HaKOB)
6 |uTeHve KoHBEPTUMPOBAHHOIO TEKCTA; BHECEHNE NCMNPaBMEHUN OflHa cTpaHuua 7,0
(1800 - 2000
3HaKOB)
7 |npvBegeHuMe TekcTa B COOTBETCTBME MpaBuMnaMm nucbMa no| oAHa cTpaHuua 13 MuH.
cucteme bpainng (26 cTpok x 30 3HaKoB) (1800 - 2000
3HaKOB)
PacctaHoBka NopsaKoBbIX HOMEPOB CTPaHULL:
8 |B aBTOMaTU3NPOBAHHOM pEXUME OfHa onepauus 0,5
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9 |nocTpaHMyHas paccTaHoBKa B Py4YHOM pexunme OAHa cTpaHuua 1,0
10 |BbIBOA TekcTa Ha OpaineBCkM  MPUHTEP; pacneyaTka OAWH NNCT 2,0
(ABYXCTOPOHHSASA)
PaboTa c nnockoneyaTHOM HOTHOW 3aMuUChbio:
11 |koMnblOTEpHbI Habop (C nucTta) HOTHOM 3anMcKM MO CUCTeMe| OfHa cTpaHuua 40,0
Bpainns Bpy4Hyto
12 |ckaHupoBaHWe 1 pacno3HaBaHWe Ha cneuuansHoM 6panneBckoM| ofgHa cTpaHuua 3,0
ckaHepe
[NpoBepka HOTHOW 3anncu, BHECEHWE NCTNPaBEHUI: OofHa cTpaHuua
13 |HOTHas 3anuck, HabpaHHas BPYYHYIO 60,0
14 |HOTHasg 3anucb, NONyYeHHasa Co ckaHepa 20,0
15 |npvBegeHne HOTHOW 3anuMcu B COOTBETCTBME MpaBunam 3anucu| ogHa cTpaHuua 15,0
HOT no cucteme bpanns (26 cTpok x 32 3Haka)
PaccTtaHoBka nopsigKOBbIX HOMEPOB CTPaHUL;
16 | B aBTOMATU3MPOBAHHOM peXume OfHa onepauus 0,5
17 |nocTpaHW4yHas paccTaHOBKa B PYYHOM pexume OfjHa cTpaHuua 1,0
18 |BbIBOA HOTHOW 3anMcK Ha BpanneBCKU MPUHTEP; pacneyaTka OfHa cTpaHuua 0,7
CospgaHue nnockonevyaTHOM 06110XKKK
KomnbloTepHbI HAbop TekcTa BPYYHYIO: ofHa obnoxka
19 |Tpu anemeHTa onucaHus (aBTOp, 3arnaBune, BbIXOAHbIE AaHHbIE) 3,0
20 |4eTblpe 1 Gonee anNeMeHTOB ONMUCaHMS 4,0
21 | ckaHUpoOBaHWe U pacno3HaBaHue TekcTa ofHa obnoxka 3,0
22 |BHeceHWe ucnpaeneHunin n popmaTmpoBaHme ofHa obnoxka 3,0
[n3ariH 00noXku: oHa obroxka
23 | 6e3 unntoctpaummn 1,0
24 | c vunncTpaunamm 2,0
25 | BbIBOO 0OMOXKM HA NPUHTEP; pacrnedyaTka OAHa cTpaHuua 1,0
CospaHve nuueBo M 0BOPOTHOM CTOPOH  MIIOCKOMEYaTHOro
TUTYMNBHOMO NUCTa:
26 |kOMMNblOTEPHbLIV HAbOP TEKCTa BPYYHYIO OAVH TUTYIbHbLIV 10,0
nnct
27 | ckaHupoBaHWe U pacno3HaBaHue TeKCTa OAWH TUTYNbHbIN 6,0
nucr
28 |BHECeHWe ucnpasneHnin n opmMmaTmpoBaHme OOVH TUTYMbHbIV 6,0
nnct
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29 |paspaboTka AnsanHa TUTYNbHOrO fmMcTa OOVH TUTYIbHbIN 1,0
nmcr
30 |BbIBOA TUTYMBHOIO NIUCTA Ha NPUHTEP OAVH nucT 2,0

CoszgaHve nuueBoil U 0BOPOTHOW CTOPOH PerbedHO-TOYEYHOIo
TUTYNbHOTO fincTa:

31 | KOMNbIOTEPHbIV HABOP TEKCTa BPYUHYIO OLVH TUTYMbHbIN 10,0
nnct

32 | ckaHupoBaHue 1 pacno3HaBaHWe MIoCKoNneYyaTHoro TekcTa OOMH TUTYIbHbIN 6,0
nmict

33 | BHeceHue ucnpasneHun OOVH TUTYIbHbIN 6,0
nuer

34 |n3ameHeHne TekcTa wu3 opmata [OOKYMEHTa B 3MEKTPOHHLIN| ofHa onepauums 1,0

hopmaTt
35 |4TeHMe KOHBEPTMPOBAHHOIO TEKCTA; BHECEHWE UCMpaBreHni OfHa cTpaHuua 2,0
36 |npuBefeHWe TeKkcTa B COOTBETCTBME C MpaBuiiamu Mucbma Mo| ofHa cTpaHuua 6,0

cucteme bpanns (26 ctpok x 30 3HakoB)

37 |BbIBOA TEKCTA Ha GpanneBcKUi NPUHTEP OAMH NUCT 2,0

BocnpousseneHve nnockoneyaTHoON unncTpaumm B
penbedHo-rpaguyeckom copmare:

38 | ckaHMpoBaHKWe NSI0CKoNeYaTHOM UNNCTPaLun ogHa 1,0
UnncTpaums
O6paboTka nnnoctpauuu: oAdHa
UnnCcTpaums
39 | obpaboTka roToBOro KOHTypa 10,0
40 |cosgaHmne HOBOro KOHTypa 60,0
41 | popmaTmpoBaHue nrockone4YaTHoOM UnncTpaumm ofHa 2,0
UnncTpaums
42 |BbIBOA NOCKONEYaTHON UNMOCTPaLMM Ha NPUHTEP ogHa 1,0
UnnCcTpaums
MepeBopg nnockone4aTHom UnncTpaumm Ha ofHa
penbedoobpasytoLlyto bymary: UnncTpauns
43 | c ogHOKpaTHbLIM NPOMNYCKOM M3006paXeHMs1 Yepe3 HarpeBaTernbHoe 1,5
YCTPOWNCTBO
44 |c pByKpaTHbIM MPOMNYCKOM M300paxeHus 4Yepes3 HarpeBaTenbHoe 3,0
YCTPOWCTBO

MepenneT 4OKYMEHTOB, BOCNPOM3BEAEHHbIX PenbedHO-TOHYEYHbIM
WwpugTom:

45 | namnHMpoBaHne 0BNOXKM ogHa obrnoxka 6,0
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BbIMOSIHAEeMble B OM...

46 |py4yHasa nuctonogbopka ofHa 2,0
nuctonoabopka
47 | danbuoBka pyyHas oavH 6nok (10 0,3
nncToB)
48 |BblpaBHMBaHME 1 06pe3Ka kpas CTpaHULbI OfHa onepauus 0,3
KpenneHwe cTpaHuL; OOVH JOKYMEHT
49 | aBymsa ckpenkamm 0,3
50 |Ha nnacTMKoBOW NpPYXuWHe 4,0
51 | TepmokneeBoe KpenneHme 6,0
52 |kecTkasd KkapTOHHas ob6noxka C OyMaXHbIMW MOKPOBHbLIMU 60,0
CTOPOHKaMM 1 NPOLUMBHBLIMU KOpPELLKaMU
BocnpoussegeHne nnockonevyaTHOro [OOKYMEHTA B 3BYKOBOM
dopmaTte
MpeaBaputenbHas paboTa Hag TEKCTOM: 1000 3HakoB
53 | xyooxxeCcTBEHHbIN TEKCT 5,0
54 |TexHudeckui u gpyrve cneuuwanbHble TEKCTbl  (MaTtemaTtuka, 10,0
MeguumHa, Xumus)
[MpounTbIBaHME TEKCTA Ha KOMMbIOTEPE B CTyAUVHLIX ycroBusx co| 1000 3HakoB
3BYKOPEXUCCEPOM:
55 | xyaoeCcTBEHHbIN TEKCT 4,0
56 |TexHudeckui u Opyrve cneuuwanbHble TEKCTbl (MaTtemaTtuka,
MeguumHa, Xummns)
57 |nepes3anucb HauMTaHHOrO TeKCTa Ha KomnbloTep (ouudpoBKkal oaHa AOpOXKKa 50,0
3ByKa) C aHaNoroBoro UCTOYHUKa B pearibHOM BPEMEHMU
58 | o6paboTka HaUNTAHHOIO TEKCTa Ha KOMMbOTEPE OoAHa OopoXKa 1,5
59 | koHTpOnb 06paboTaHHONM 3anncu Ha KOMMbOTEPE O[Ha AopOoXKa 50,0
BocnpouseeneHne 03By4EHHOTO TEKCTA C KOMMbOTEPA: OfiHa JopoXKa
60 |Ha KoMnakT-kacceTy B pearibHOM BpeMeHMU 50,0
61 |Ha guck 10,0
62 | My3blkanbHO-TanMepHoe odopMmeHne 3ByKo3anucu OfHa OopOXKa 50,0
KpaTHoe BocnpousBefeHWe 03BYYEHHbIX [AOKYMEHTOB  Ha
ayamokacceThbl:
63 |nogrotoBka MaTepuanoB K BOCMpPOM3BEOEHU0  (pacnakoBka| opfHa kacceTta 4,0
aygmokacceT, nepemMoTka, pasMmarHmynBaHue)
64 |kpaTHoe BOCnpousseaeHne ayguosanucen Ha CTaHuuu| ofHa onepaums 3,0
CKOPOCTHOro Ay6nvMpoBaHusi ayamokacceT (KOMMbHTep - kKacceTa)
KoHncynbtanTtlnioc
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65 |kpaTHOe BOCNpou3BedeHWe ayaumo3anucen Ha cneunanbHOM| oaHa onepaums 5,0
obopydoBaHuMM (kacceta - KacceTa) B 3aBMCMMOCTM  OT
TEXHUYECKOTO OCHaLLEeHUS!

66 |kpaTHOe BOCNpou3BedeHWe ayaumo3anucen Ha chneunanbHOM| oaHa onepaums 5,0
obopyaoBaHuMM  (kaTylika - KacceTta) B 3aBMCMMOCTM  OT
TEXHUYECKOTO OCHaLLEeHUS!

67 |npoBepka kayecTBa KONuwn ofjHa KacceTa 5,0

ocbopMIieHne ayamokacceT, ONTUYECKMX AUCKOB U KOHTENHEPOB

68 |cosgaHne mpeHTMduKaTopa, Onpeaensarwero npUMHaaneXxXHoCTb OavH 3,0
KacceTbl K JOKYMEHTY, B MfIOCKONEYaTHOM U penbedHO-TOYEeYHOM| naeHTndukaTop
BapuaHTax; HaKnemBaHue Ha KacceTy

69 |co3gaHue NnockoneyYaTHOM 3TUKETKM ANs LOKYMEHTA, 3anMCcaHHOro| ogHa aTukeTka 6,0
Ha ayguokacceTax (Habop TekcTa, BbiBog Ha OpainneBckun
NMpUHTEp, pacneyaTka, paspes3aHve Mo 3ajaHHOMYy pasMmepy,
HaKrnevBaHNe Ha KOHTENHep)

70 |co3gaHue penbeHO-TOYeYHOM  3TUKETKM  Ona  [JOKYMeHTa,| ofHa aTukeTka 9,0
3anucaHHOro Ha ayamnokaccetax (Habop TekcTa, AnsariH, BbiBO4 Ha
NpuHTEpP, pacnevartka, paspes3aHve Mo 3adaHHOMYy pasMepy,
HaKrnevBaHWe Ha BHYTPEHHIO CTOPOHY KPbILLKN KOHTENHepa)

71 | packnagka aygMokacceT Nno KOMMieKkTamM/KOHTeHepam OfHa onepauus 1,0

COo3adaHne 3TUKETKN Ha OUNCKe:

72 |BBOA B KOMMbKOTEP OCHOBHbLIX CBEAEHWA O AOKYMeHTe (aBTop,| OAWH AOKYMEHT 50
3arnaBsue) B cneynanu3npoBaHHOW nporpamme

73 |BbIBOA Ha NpuHTEpP C byHKUMen "neyatb Ha guckax", pacneyartka OfHa onepauus 2,0

74 |cosgaHne  MNSIOCKOMEeYaTHOM  KOHTEMHEPHOW  3TUKETKM ansi| ofHa 3TUKeTKa 8,0
OOKYMeHTa, 3anMcaHHoro Ha gucke (Habop Tekcta, dbopMmpoBaHme
Ou3aniHa, BbIBOA4 Ha MpuUHTEp, pacrneyaTka, paspes3aHne Mo
3ajlaHHOMY pasmepy, pasMeLleHne Ha BHELUHEN CTOPOHE KpbILLUKK
KOHTelHepa)

75 |co3gaHne penbedHO-TOYEeYHOM KOHTEMHEPHOW 3TUKEeTKM Ans| ofHa 3TUKeTKa 10,0
OOKYMEeHTa, 3anuMcaHHOro Ha Aucke (Habop TekcTa, BbIBOA Ha
OpavineBckuii NpuUHTEp, pacnevaTka, paspes3aHve Mno 3agaHHOMY
pasMepy, pasMelleHMe Ha BHYTPEHHEW CTOPOHE  KPbILUKK
KOHTelriHepa)

ApXI/I BaunAa 03BYHEHHbIX JOKYMEHTOB!

76 |obpaboTka maTepuana gnst KOHBEPTUPOBaAHMUS OfHa JopoXKa 30,0

77 |xoHBepTupoBaHue dannos dopmata b AC B dopmaT| ogHa oopoxka 6,0
aygnodannoB B 3aBUCMMOCTM OT TEXHWUYECKOIO OCHALLEHUS

78 |nepeHocC apxmnBa Ha cepBep OfHa OopOXKa 6,0

3.22. ObcnyxuBaHve yaaneHHblX nons3oBaTenemn

Tabnuua 63
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BbIMOSIHAEeMble B OM...

N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopma
n/n n3mMepeHns BPEMEHMU,
MWH.
1 2 3 4
Peructpauus nonb3oBaTenen B pexxmMme OHMamnH:
1 |npoBepka 3anucu nonb3oBaTtens B 6ubnmnoteky oAviH 2,0
nonb3oBaTenb
2 |obpaboTka 1 BBOO hamMunuu, MMeHW, oT4ecTBa MNOMbL3oBaTENs U OOVH 5,0
agpeca ero 3N1eKTPOHHON NoYTbl 3EKTPOHHbLIN
cdopmynsp
3 |cocTaBneHue nnucbMa C ykasaHWeM forMHa U CreHepupoBaHHOro OAHO 5,0
CUCTEMOWN naponsd, MNpuUKpenneHne WHCTPYKUUW NONb30BaHUA W| 3SnekTpoHHoe
OTNpaBKa ero no 3NeKTPOHHOW NoYTe NOMb30BaTENO nUCbMo
O6cnyxnBaHve Nonb3oBaTenemn B peXUMe OHIanH:
4 |KoHCynbTaumMss MO  WCMONb30OBAHUIO  MHTEPaKTMBHON B ogHa 10,0
"roBopALLNX" KHUM C KPUNTO3aLLUTON KOHCynbTauna
5 |conpoBoxaeHve BUPTyarbHOW KHUroBblAaun: opMmnpoBaHue OAWH 3aKa3 15,0
3aKkasa Ha BUPTyarbHON KHUKHOW Norke
6 |Bbirpy3ka n3 AC HOBbIX MOCTYMIIEHUN 3a OnpedeneHHbin nepuofn| oauH dann B 10,0
BpemeHn B ¢popmate PYCMAPK n B Buae ykasatens HOBbIX dopmaTte
noctynnenunn (YHIT) PYCMAPK
OAWH hann B 12,0
dopmaTte YHI
7 |pasmelleHVe HOBbIX MOCTYMMAEeHUA [OKYMEHTOB Ha cauTe| oguH cainn B 3,0
OMONMOTEKN: Cco3gaHMe 3arofloBka aHHOTauuKM  MpUKpenseHne ¢dopmaTte
channa (oB) PYCMAPK
OAWH chann B 3,0
dopmaTte YHIT
8 |paccbinka nNo SMNeKTPOHHOW MoYTe yAaneHHbIM Monb3oBaTeNsAM OAHO 3,0
WMHopMaLK 0 HOBbIX MOCTYNNEHNSAX JOKYMEHTOB 3MEKTPOHHOE
nUCbMo
9 |uHdopMaLMOHHOE COMPOBOXAEHNE calTa, nopTana WU cTpaHuy B|ogHo cooblieHne 3,0
coumanbHbIX  CeTax: cosgaHune 3aronoBka aHHoTauun
npukpenneHue gannos
4. TnoBble OTpacneBble HOPMbI TpyAa Ha paboThl,
BbIMONHAEMbIE B OETCKMX, FOHOLLECKMX BnbnmoTtekax, B Gnbnmorekax
Hay4Ho-uccnegoBatenbckmx MHCTUTYTOoB (HNW), obpasoBaTenbHbIX
yupexaeHun (6e3 ncnonb3oBaHUs aBTOMaTU3NPOBaHHbIX CUCTEM
yrnpaBneHus npoweccamm)
4.1. KomnnekroaHue 61MbnmoTtedHoro coHaa
Tabnuua 64
KoHncynbtanTtlnioc
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N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHust BPEMEHM!,
MWH.

1 2 3 4
Tekylwee komnnekToBaHue 6ubnmnotevHoro goHaa:

1 | NpocMOTp KHUron3gaTenbCKOM N KHAFOTOProBon nHdopmawmm (1 nparic 8000 980.0

HaMMeHOBaHUN)

2 |ycTaHoBneHve TemMbl M Buaa [OKYMeHTa, nognexailero otoopy;| (1 npaiic 8000 2.0
BbISICHEHNE HeobXxoaumMocCTH NpuobpeTeHns HaMMeHOBaHWI)
OnpefeneHne ak3eMNsipHOCTA 3akasa: (1 npanc 8000

HanMeHoOBaHUN)

3 | Anga nogpasgenenuni 0,5

4 | onsa 6ubnuoTekn B LIENom 1,0
odhopMrieHMe 3akasa; ykasaHue 9K3EMMMSAPHOCTM, CTOMMOCTHU O[LVH 3akas3 1,0
3akasa, garhbl
KonunyecTtBo 3aka3aHHbIX Ha3BaHWM:

5 |1-15 15,0

6 [16-25 25,0

7 |26-75 75,0

8 |76-100 100,0

9 |odopmneHne 3akasa Ha BbIMUCKY 3apyOexHbIX JOKYMEHTOB OOVH JOKYMEHT 100,0

10 |nogroToBka cnmcka JOKYMEHTOB, npegnaraembix K| ogHo Ha3BaHue 26,0
MeXayHapO4HOMY KHUrOOOMEHY; CBepKa Crnucka C KaTtanorom

11 |cocTaBneHne kapTOYKU ONS KapTOTEeKM opraHM3auuir-napTHEpOB;| oAdHa KapTouka 1,0
yKasaHue  HasBaHusi  opraHuM3aLuu, agpeca, Ha3BaHuA
0BMeHNBaeMbIX JOKYMEHTOB
Pa6oTta B AC:

12 |BBOQA 3aka3a TeKyLLero KoOMnnekroBaHusi B 6asy gaHHbix AC OJVH 3aKa3 5,0

13 | pepakTnpoBaHue BBeAEHHbIX B 0a3y JaHHLIX CBEAEHVM O 3aKkase; OJVH 3aKa3 30,0
BbIBOZ, HA 3KpaH; BHECEHWE U3MEHEHUI

14 |BbIBOO Ha nMPUHTEP [OaHHbIX  TEeKyLlero  KOMMMEKTOBAHWUS; OAVH 3aKkas3 1,6
pacnedarka
BeAEHME KapTOTEKN TEKYLLIEro KOMMNINEKTOBaHNS

15 |cocTaBneHne KapToOuYKkW, yKasaHuMe aBTopa, 3arnaBud, BbIXOLHbIX| OfHa KapTouyka 0,5
OaHHbIX, HOMepa B n3gaTefibCKkoM nraHe

16 |nepeHeceHne cBedeHW O 3aKase Ha KapToOukW; yKasaHuMe| ofHa KapTouyka 0,3

KoHcynbTaHTlIntoc
y www.consultant.ru Ctpannua 137 u3 207

HageXxHasa npaBoBas nogaepxka



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

Mpukas MuHkynbTypbl Poccun o1 30.12.2014 N 2477

KYMEHT N TaBleH
"O6 yTBEpPXKOEHMUM TUMOBBLIX OTPacneBbiX HOPM TpyAa Ha paboTsl, AokymenT npeaocraene

KoHcynbTaHnTtlinioc
[ata coxpaHeHus: 09.06.2015

BbIMOSIHAEeMble B OM...

3K3eMMMspHOCTM  3akasa, pacnpedeneHve Mo CTPYKTYPHbIM

noapasaeneHnsam

17 |paspesaHne m3gaTenbCKUX MNIaHoB, pacneyaTtka AN KapTOTekM| ofHa KapToudka 1,5
TEKyLLero KOMMMEKTOBaHWS, HakneMBaHWe Ha  KaTanoXHyH
KapTOUKM

18 |nogbop kapTouykm no andaBuTy ONs PacCTaHOBKM B KapTOTEKy| OfHa KapToudka 0,5
TEKyLLEero KOMnMeKkToBaHus

19 | paccTaHOBKa KapTo4ku B andasute hammnnin aBTopoB, 3arfnaBui| ofHa KapToudka 0,4
B KAPTOTEKY TEKYLLEro KOMMMeKkToBaHms
OdopmneHne Nognnckn Ha Nepuognyeckne N3gaHus:

20 |npocmoTp kaTanora "PocneyaTtn”, oTbop Has3BaHUSA Nepuoanyecknx| oaHo HasBaHue 0,8
n3gaHun ansa nognmcku

21 |cbop 3asBKM OT nogpasgeneHuyi Bubnuotekn ANs MNOANUCKM Ha| oAHa 3asiBka 1,5
nepvoanyeckue nsgaHus

22 |cBepka pacneyaTku CMUCKOB YCMOBHO 3aKa3aHHbIX Nepuoanveckux| OAHO Ha3BaHue 1,04
U30aHUM C KapTOTEKOM 3aKka3oB, BHECEHWE W3MEHEHUS B
pacneyaTku CrmncKoB

23 |cBepka 3akas3a TeKyllero roga Ha nepuogudeckne wmsgaHust c| ogHo HasBaHue 0,2
noanucKon npegbiayLwiero roga Ans BbIABNEHUS WU3MEHEHUN B
Ha3BaHUAX; BHECEHNE OTMETOK

24 | cBepka BbIXOAHbIX AaHHbIX BMepBble 3aka3biBaeMblX 3apybexHbiX| Ha oguH rog 80,0
nepuoanyecknx n3gaHuni ¢ bubnuorpadmyeckMmm cnpaBoYHUKaMM
W opyrumu MHAOPMaLNOHHBIMU UCTOYHUKaMM

25 | odhopmnieHne 3akasa Ha MOAMUCKY; NOACYET CTOMMOCTM NOAMUCKN C OOVH 3aKa3s 30,0
y4eToOM [JOCTaBKW, 3arnofiHeHWe KBuUTaHuuMM aboHemeHTa Ha
nepvoanyeckoe nsgaHue

26 |cocTaBneHne  perncTpaumMoHHOM  KapTOYKM  Ans  KapTOTEKU| ogHa kapTouka 0,5
nepuoanyeckux U3gaHuin; NpocTaBfieHUEe Ha KapTouke WHAEKca,
roga, NepMoaMYHOCTUN, UCTOYHMKA NOCTYNNEHUS
Pa6ota B AC:

27 |BBOA 3aKka3a Ha nepuvogu4eckue n3gaHnsi B 6asy gaHHbIX OfHa KapTouyka 10,0

28 |BbIBOA Ha 3KpaH perucTpaLMoHHON KapTo4KKM; pacnevaTka O[lHa KapTouyKa 1,0

29 | KoppeKkTupoBKa 3aka3a: BbIBOO, Ha 3KpaH CnmMcka MepuoamyecKkmnx OfHO 0,3
n3gaHnn; BHECEHUE N3MEHEHUIN HaumMeHoBaHue
Mepenucka ¢ KHArOTOProBbIMU OPraHn3aLnsaMn 1 n3gaTensCcTBamu,
ombnmnoTtekamu:

30 |cocTtaBneHne, Habop TekcTa nMcbma (3ampoca, MpeTeH3un),| OAHO MMCbMO 60,0
perucTpaumsi B KHUIe WCXOOALWMX [OOKYMEHTOB (npocTaBreHve
Jatbl,  MOPSOKOBOrO  HOMEpa,  ykasaHue  HauMMeHOBaHWS
opraHusaumm, KpaTKoro cogepkaHus nnucbma)

31 |obopmneHne 3akasza "Kuura - no4yton", oTNpaBka 3aka3a B OAMH 3aKas 3,1
MarasuH, obMeHHble poHAbI
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[okomnnekroBaHue 6MBNMoTeYHoOro oHaa:
32 |nonyyeHne 3asBkM Ha  npuobpeTeHMe  OOKYMEHTOB  OT| opHa 3asBka 0,3
nogpasgeneHun.
33 | cocTtaBneHne Gubnuorpadmyeckon 3anucy; ykasaHue KonuvyecTBa| ofHa KapToyka 3,0
3K3eMMIISIPOB U CUMMbl NOApPa3aeneHni
34 | BknoyeHue 3asiBKM B KApTOTEKY JOKOMMNNEKTOBaHNUS OAHa KapTouyka 0,26
35 |npocMOTp KapTOTEKM HeyOOBMETBOPEHHOro Chpoca; aHanui| oauvH AOKYMEHT 3,0
OTKa30B AMS BbISIBIIEHUSA OTCYTCTBYHOLLUMX JOKYMEHTOB, BKIIOYEHME
B KApTOTEKY AOKOMMMEKTOBAHMS
OTtbop AOKyMEHTOB K3 OOMEHHbIX ¢poHOoB OMGNMOTEK Ans
[OOKOMIMIEKTOBAHMS
MpocmMOTp CNMCKOB, KapTOTEK, KaTanoroB OOMEHHbIX (OHOOB| OAMH LOKYMEHT
BubnuoTtek, 0TOOP HYXHbIX OOKYMEHTOB, CBepka C katanoramu u
KapToTekamn CcBOel OMONMOTEKWU; COCTaBMEHME CMMCKa Ha
OOKYMEHTbI, 0OTOOpaHHble B 0OMeHHOM dhoHae
KonnmyecTBO AOKYMEHTOB, BKIMHOYEHHbIX B CMIUCKU:
36 |1 5,0
37 12-10 7,8
38 |11-25 16,0
39 |26 - 50 32,0
CocTtaBneHue onepaTMBHOIO (TEKYLLEro) nraHa KOMMNIEKTOBaHUS:
40 |onpegenexHve MeponpuATUn N0 POPMUPOBaHNIO eanHoro doHaa OAVH nnaH 480,0
Ha TEeKyLLMI rod, OTBETCTBEHHbIX UCMOMHUTENEN, KONMUYECTBEHHbIX
nokasatenem obbema doHaa (moctynneHue, BbIObITME),
OTpacneBoro cocraBa, MCTOYHUKOB MOCTYMNSIEHUS, CMETbl Pacxo4oB
OdopmneHne nnaHa KomMnrekToBaHus B hopme:
41 |tabnuy ofHa Tabnuua 2,6
42 |KapToTekn OfHa KapTouyka 2,6
PaboTta B AC:
43 |BBOA NNaHa KOMNIEKTOBAHUA B 6a3y AaHHbIX AC OJVH nnaH 1.1
44 |KoppekTupoBKa ©0asbl AaHHbIX; BbIBO4 Ha 3KpaH; BHeceHue| OAWH JOKYMEHT 30,0
N3MeHEHNI
4.2. MNMprvem 1 y4yeT NoCTyNUBLLUNX JOKYMEHTOB
Tabnuua 65
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopwma
n/n n3mepeHnst BPEMEHMN,
MU/H.
KoHncynbtanTtlnioc
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[okymeHT npegocTtasneH

KoHcynbTaHnTtlinioc
[ata coxpaHeHus: 09.06.2015

2

Mpvem OOKYMEHTOB, MOCTYMMBLUMX C  COMPOBOAMTENbHbBIM
AOKYMEHTOM

Mprvem OOKYMEHTOB MO COMPOBOAWTENbHBLIM MaTepuanam (CyerT,
HaknagHasi, KOnusi Yeka, akT), noabopka Ux No andgaenMTy aBTOPOB
UMM 3arnaBuil, OKCMNEAMLMOHHbIM  HOMepaMm, CBepka C
conpoBoaUTENbHLIMM  AOKYMEHTaMK, MPOCTaBrneHne LeHbl Ha
nsgaHuM, NoacyeT Yncna aK3eMnnsapoB, o6Le CTOMMOCTH

OHa napTunAa

KonnyectBo JOKYMEHTOB B NapTum:

1

4,0

2-50

8.9

51-250

43,3

anIeM OOKYMEHTOB, MNOCTYNMMUBLUUX be3 conpoBoaAnUTESIbHbIX
[OOKYMEHTOB:

noabop [OOKYMEHTOB Mo andaeuTy ¢amMunuii  aBTOPOB UMK
3arnaBuii; npoBepka Ha AyGNEeTHOCTb; MPOBEAEHME  OLEHKM
[OKYMEHTOB; COCTaBeHME akTa Ha Npnem JOKYMEHTOB

OLIVH JOKYMEHT, 3.1
OQVH aKT

Konnuyectso OOKYMEHTOB, BKITHOYEHHbIX B aKT:

1

0,36

2-5

2,1

6-10

3,7

0 | N |O

NMPOCTaHOBKa LUTEMMENS Ha TUTYNBHOM NUCTe U Ha 17- cTpaHuue
[OKyMeHTa

OLVH LOKYMEHT 0,5

cBepka noctynmBlNX OOKYMEHTOB C KapTOTeKOVI TeKyLwero
KOMMNNMEKTOBAHUA

MOUCK KapTO4YKMN B KapTOTEKe TeKyLllero KoOMMJ1eKToBaHuA, cBepKa
KapTO4KM C OOKYMEHTOM, BHECEHNE OTMETOK

OAWH OOKYMEHT 3,0

10

OT60p nepBoOro aKk3emmnidpa, BrioXXeHne KapTo4kn B JOKYMEHT

OOVH JOKYMEHT 0,5

11

NocTaHOBKa KapTo4kKM 3a pasgenutens "BbinonHeHHbIe 3akasbl”

OAHa KapTo4ka 0,3

Pa6oTta B AC:

12

npoBepKa Ha ,Cl,y6J'IeTHOCTb NOCTYNMMUBLUNX nsgaHnm B 6ase OaHHbIX
AC

OOVH JOKYMEHT 1,0

13

perncrpauma HoBbIX HOCTynﬂeHMVI B 6a3e gaHHbIX AC

OOVH JOKYMEHT 3,0

Mpuem u perncTpaums XXypHanos 1 raser:

14

noabop >XypHanoB W raseT no andaeBuTy Ha3BaHUM, MNOUCK
perncTpaumoHHON KapTOYKM B KapTOTeKke MOAMUCHBIX Wn3gaHum,
OTMEeTKa HoMepa, AaTbl NoNly4YyeHna n3gaHua

OAWH OOKYMEHT 2,0

KoHncynbtanTtlnioc
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15 |npocTaHoBKa LWUTEMNENS Ha XypHane OWH XypHan 0,1
16 |npocTaHoBKa WTEMMNENs Ha raseTe oJHa raserta 0,5
BeneHue "KHuru cymmapHoro yyeta™
pas3bop [AOKYMEHTOB MO BuAaM, OTpacnsiM 3HaHWW, s3blkam,| OAWMH LOKYMEHT 2,0
noacyeT uymcna OOKYMEHTOB, 3anucb pes3ynbTaTtoB nogcyera no
YCTaHOBMEHHOW POPME B KHUTY CyMMapHOro yyeTa
KonunuyectBo 4OKYMEHTOB B NapTuv NOCTYNMEHWUN:
17 |1 2,0
18 |2-50 6,8
19 |51 - 250 42,0
20 |BBOA cTaTUCTUYECKUX AaHHbIX "KHUrm cymmapHoro yyeta" B 6asy| opgHa napTtus 3,0
OaHHbIX AC
21 |nogcyeT NOCTPaHMYHO MO NO3ULMAM AaHHbIX KHUru cymmapHoro| opaHa nosuuus 3,2
yyeTa, NepeHeceHne UTOroB Ha CrieayHoLLYyo CTpaHuLy
22 |cBepka (PUMHAHCOBbLIX [JOKYMEHTOB oOTAena C (UHAHCOBbLIMU| OAWH AOKYMEHT 5,0
OOKyMeHTamu Oyxrantepun
23 | ohopmnieHne conpoBOANTENBHOTO OOKyMeHTa (cdeT, HaknagHas,| oavH AOKYMEHT 3,0
akT) ans nepegadv B byxranteputo
24 |odopMmneHve  WHBEHTapHOW  KHWIMKM,  Hymepauus  NWUCTOB,| OAHa cTpaHuua 0,88
npocTaBrneHne HoMmepa B MHBEHTAPHOMW KHUre
25 |3anucb QOKYMEHTOB MO YCTAHOBNEHHOW (hOpME B WHBEHTapHyl| OOWH AOKYMEHT 0,88
KHUTY, NPOCTaBEHNE NHBEHTAPHOIO HOMEpa Ha AOKYMEHTe
26 |npoBedeHWe WHOMBMAOYaNbHOMO y4vyeTa [OKYMEHTa MO aKTOBOW| OAMH OOKYMEHT 3,0
cucTeme, NPOCTaBreHNne MHBEHTAPHOrO HOMEpPA Ha JOKYMEHTe
27 |npoBefeHve MHOMBMAYANbHOrO y4yeta C MPUMMEHEHVWEM YYeTHOro| ofHa KapToyka 3,0
Katanora; cocTaBneHne  Gubnmorpadunyeckoro onucaHus
OOKYMEHTa, yKasaHuMe LeHbl, WHBEHTApHOro Homepa, roga
NOCTYNMIEHNs, HOMepa 3anucK B KHUFre CYMMapHOro yyeTta, 4yucna
NOCTYNUBLLUNX 3K3eMnnspos, nx pacnpefeneHue no
noapasgenexHmam
28 |3anuncb B XypHane peructpauumnm KapTOyek Y4eTHOro kartanoral opHa 3anucbh 1,0
WHBEHTaApHOro HoMepa, NepBOro CrnoBa 3arnaBsus
29 | npocTaHoOBKa MHBEHTAPHOrO HOMEpPa Ha JOKYMEHTE OAWNH OOKYMEHT 2,6
30 |pernctpaumnsa naTeHToB B HyMepaLWUOHHOW KHUre OOVH JOKYMEHT 0,3
31 |nonyyeHve akToOB Ha BbIObIBLUME [OKYMEHTbI OT CTPYKTYPHbIX OLMVH aKT 1,0
nogpasgeneHun, BHeceHve 3anucu B KHure cymmapHoro ydeta
(2-51 yacTb), NpocTaBneHme HoMepa akTa
32 | ucknoyeHne AOKYMEHTa Mo akTy U3 y4eTHbIX hopMm OOWNH OOKYMEHT 3,0
33 | uckntoyeHne BbIGbIBLLUMX JOKYMEHTOB M3 6a3bl AaHHbIX AC OAWNH OOKYMEHT 2,0
KoHncynbtanTtlnioc
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34 |norawleHve MHBEHTapHOro Homepa W wTemnens 6ubnuotekn Ha| ogouvH AOKYMEHT 0,3
OOKYyMeHTe
35 |nogwmBka akToB OAWNH OOKYMEHT 3,0

[MpumeyaHwue: npu paboTe ¢ JOKYMEHTaMW Ha MHOCTPaHHbIX S3blkaX K HOPME BPEMEHW MpUMEHsieTcH
nosblWwarowmnn koadduumeHT 1,15.

4.3. BubnnoteyHasa obpaboTka gokyMmeHToB. OpraHusauus 1 BeieHve KaTanoros

Tabnuua 66
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpeMeHN,
MWH.
1 2 3 4
PaboTa ¢ ne4yaTHOW KapTOYKON:
1 |pasbopka kKOMMMeKkTa neYyaTHbIX KapTovek O[Ha KapTo4ka 0,42
2 |nopbopka neyaTHbIX KapToyek no andasuTy amMunuin aBTOPOB| OfHa KapToudka 0,36
UnNu 3arnasvin ANst paCCTaHOBKN B CMY>XeOHYI0 KapTOTeKy
3 |paccTtaHoBKa kapTo4ek B Cry»eBHY KapToTeky OfHa KapTouyka 0,36
4 |nogbopka nevyaTHbIX KAPTOYEK K JOKYMEHTaM OfHa KapTouyka 0,52
Ceepka NoCcTynuBLLNX OKYMEHTOB C KaTtarioramu:
5 |npoBepka no katanory MOBTOPHOCTW AOKYMEHTa, fnepeHeceHuMe c| ofHa KapTouka 1,9
KaTanoXXHON KapTO4kn GnbnmnmoTeyHoro wundgpa, nosiHoro nHaekca
6 |nouck B cnyxebHOM kaTamore CBOLHOIO OMMWCaHWs, BHEceHuMe| ofHa KapTo4ka 2,6
OTMETOK
7 |odopmneHne nevaTtHOM KapTOYKM, HanucaHue WHBEHTapHOro| oAHa KapTouka 0,68
HoMepa, Wwudpa 1 NHOWN NHopMaLnn
Mpunncka gyobneTos:
8 |cBepka gokymeHTa Ha  gybneTtHocTb no  cnyxebHomy| ogHO HasBaHue 0,94
andgaBNTHOMY, y4ETHOMY KaTanory
9 |npunucbiBaHne oybneTta B KaTanor: MpoOCTaBliEHNE WMHBEHTApHOro| oAHO Ha3BaHue 0,84
HoMepa, NnepeHeceHne Wwudgpa Ha JOKYMEHT
Mpunncka NpoaoImKaoLLMXCA U3AaHUN:
10 [nouck B perncTpaumoHHON KapToTeke KapTOYKM Ha usgaHue,| OOHO HasBaHue 0,84
CBeEpKa ee C OpUrMHasnom, BHeceHne GubnmnoTeYHbIX OTMETOK
11 |nouck B KkaTanore  kapTodek, OTMeTKa NnocTynreHus| ogHo Ha3BaHue 3.1
COOTBETCTBYIOLLIErO  BbIMycka, MNpPOCTaBfeHWe  WMHBEHTApHOro
HoMepa, Wudpa, BHECEHWNE APYrMX OUBNNOTEYHBLIX OTMETOK
dopmuposaHme bubnuorpadudeckon sanucu
KoHncynbtanTtlnioc
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CocTtaBneHne oOcCHoBHOM ©Gubnuorpacdmyeckon 3anucu  nNpu| oaHO HasBaHue
OTCYTCTBUM NEYaTHOW KapTOYKM B LOKYMeHTe (O3HaKomneHue c
OOKYMEHTOM, COCTaBIiEHME OMUCaHUSl, BHECEHWE OGUBIMOTEYHbIX
OTMETOK)

KonnyecTtBo anemMeHTOB OnNmncaHus:

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 OCHOBHOWN GUGIMorpadnyeckon 3annucn € MOMOLLbHO 20,0

MaKkeTa KapTO4Ku, Hane4vyataHHOro B KHUre; npocMoTp WU3aaHu4,
CBepKa C MakeToM KapTOo4kn, BHeCeEHNE N3aMeHeEHNA N OOMNMOJTHEHNA

19 | coctaBneHue nob6aBoYHOro onuncaHus K OCHOBHOW| oOfHa kapTo4ka 1,9
bmbnuorpadmyeckon sanmcm

20 |o3HakoMmsieHMe C [OOKYMEHTOM, COCTaBfEeHWEe aHanuTMyeckon| OAvH AOKYMEHT 10,0
3anucu
21 |cocTtaBneHue CCbIJTOMHON KapTO4KM K OCHOBHOWM| oaHa KapTouyka 0,52

ombnumorpaduyeckon sanmcm

PepaktnpoBaHune 6ubnunorpadudeckon sanncu:

22 |npoBepka NpaBuIIbHOCTU 3NEMEHTOB 3aM1CK Ha KapTouke OfiHa kapTouka 1,0

23 |odopmneHne KapTodkM Ans AyonvpoBaHWsi Ha MHOXMWTEIbHOM| OfHa KapTouka 1,4
annaparte; npoCTaBfeHne WHAOEKCOB, wWudpoB, 6GnbNMOTEYHbIX
NOMETOK, onpeaeneHne n ykasaHme Ttmpaxa KapTovek

"pynnoBasi o6paboTka JOKYMEHTOB

OT60p OOHOTUMHBLIX OOKYMEHTOB, noanexatimx rpynnosoﬁ ofHa rpynna
o6pa60TKe; cocTaBrieHMe obuen XapaKTeEPUCTUKMN Ha KOMMIIEKT OOKYMEHTOB
OOKYMEeHTOB

Konnuyectso OOKYMEHTOB B rpynne:

24 11-9 39,0

25 110-15 60,0

26 |16 -30 106,0

27 |npoBepka nNpPaBUMBHOCTU COCTAaBIEHUS XapakTEPUCTMKM  Ha ogHa 13,0
KOMMMEKT JOKYMEHTOB XapakTepucTuka
PekaTanorunsaums:

28 |cBepka KapTOYKM C  [JOKYMEHTOM; MUCMpaBlieHWe craporo| oaHa KapToyka 57
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Bmbnuorpadmnyeckoro onNnMcaHnsa; CoCTaBneHne HOBOro OMMCaHus;
nepeHeceHne LwWudpa, WHBEHTAPHOrO Homepa, OMBNMOTEYHBLIX
NMoMeToK

MogroToBka K MHOEKCUPOBaAHNKD OOKYMEHTOB AJ1A KaTalloroB:

29

noabopka KapToYkM K JOKYMEHTY, CBEpKa U BIIOXEHNE B JOKYMEHT

oOVH OOKYMEHT

0,5

30

O3HaKoMJ1eHne C  OOKYMEHTOM; yCTaHOBIeHune TeMaTUKK,

pacnpenernedne no oTpacinam 3HaHuA (I'IO TeMaTMKE)

OOHO Ha3BaHue

0,88

31

NPOCMOTP MHOCTPAaHHbIX n3gaHun, nepeBod AaHHbIX Ha pyCCKMVI
A3bIK

OAOWH OOKYMEeHT

0,37

CucremaTtusaums JOKYMEHTOB:

32

cucrematmsauma OOKyMeHTa C ncnosib3oBaHMem MHOEKCOoB
neyaTHom KapToO4kn WuUnnm mMaketa KapTo4yky, HanedaTaHHOro B
n3gaHun, o3HakomMmreHne ¢ OOKyMeHTOM, MnpoBepKa COOTBETCTBUA
MHOEeKcoB Tabnuuam KJ'IaCCI/I(*)I/IKaLI,I/lM, NPUHATBIM B ombnmoTteke,
npocrtaBrieHne nHaekca Ha JOKyMeHTe

oOVH OOKYMEHT

2,6

33

cucrtemMmatmsauma OOKYyMEHTOB Npu OTCYyTCTBUU nevarHom KapTO4Ku
N MakeTa KapTOYku B u3gaHUN; O3HaKOMIeHWe C [OOKYMEHTOM,
onpepeneHne nHgekca no Tabnuuam Knaccmbvmau,mm, NMPUHATBLIM B
ombnunoTteke, npocTtaBJieHne nHaeKkca Ha JOKyMEeHTe

OOVH JOKYMEHT

2,0

34

onpeneneHne aBTOPCKOro
Tabnuuam

3Haka [OOKyMeHTa Nno aBTOPCKUM

OOWH OOKYMEeHT

0,3

35

WwndpoBKa AOKYMeEHTa npu hopmaTHO MHBEHTAPHOW pPacCTaHOBKE;
onpefeneHue opmarta AOKYMEHTa, HanucaHue wudpa

OOVH JOKYMEHT

0,42

36

pefakTupoBaHMe  KraccudUKaLMOHHOMo
NpaBuUibHOCTM MHAEKCA, aBTOPCKOro 3Haka

uHOekca;  npoBepka

OOVH JOKYMEHT

0,5

37

COCTaBfIEHNE KapTO4kM andaBUTHO-NPegMETHOro KaTanora (Ha
HOBYIO TEMATMKY); HanMMcaHWe Ha KapTo4yke MHOEKca, HasBaHue
KaTanora M KapTOTEKM, B KOTOPbIX OTpaxawTcsi [OOKYMEHTH,
yKkasaHue CCbIIKW W  OTCbIfIKK, CBSA3b MeXZy OTAeNbHbIMU
pybpukamm

0/IHa KapTouKa

2,0

MpeomeTnsaums AOKYMEHTOB:

38

npeameTu3aunsi LOKYMEHTOB C MUCMOMb30BaHWEM pPyOpMK nevaTHOM
KapTO4kU; NpoBepka COOTBETCTBUSI PyOpuKM MevaTHOW KapTOYKU
npeaMeTHOMY KaTarnory

O[HO Ha3BaHue

2,6

39

npeaMeTM3aums JOKYMEHTOB Mpu OTCYTCTBMM NEeYaTHON KapTOYKK;
03HaKOMIeHWe C [LOKYMEHTOM, onpeaeneHune pyopuku

O[HO Ha3BaHue

3,0

40

COCTaBIIEHME HOBbIX MNpeaMeTHbIX pybpuk ¥
nepeHeceHne Ha KapToYkU Cry>keBHOM KapToTekn

noapyopuk;

OHa KapTo4Ka

1,5

41

penakTMpoBaHve NpeaMeTHON pyOpuKkK; MpoBepka MNpaBUiIbHOCTU
npeaMeTHON pyGprKK, TOYHOCTb HanucaHus

OHa KapTo4kKa

5,0

OpFaHI/ISaLI,MH aJ'ICbaBI/ITHOFO Katanora:

42

nogbopka kapTovkum Mo andasuty amunuii  aBToOpoB UMK

ofHa KapTouka

0,36

KoHncynbtanTtlnioc
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3arnaBun AN paccTaHOBKM B andyaBUTHbBIN KaTanor

43 |pacctaHoBka npefBapuTenbHO NogobpaHHbIX  KapToyek B| opHa KapToudka 0,36
andgaBuTHLIN KaTarnor

44 | pepaktmpoBaHue andaBUTHOrO KaTtasora; npoBepka pacCTaHOBKWM| oOfHa KapToudka 0,88
KapToO4eK, NpaBUiIbHOCTU OO00ABOYHBbIX U CCbITOYHBLIX KapTOYek,
ncnpasneHve ownbok

45 |HanucaHue pasgenutena ana andaBWTHOroO Katanora, ykasaHue OaVH 0,88
OykBbI, criora pasgenuTenb

46 |paccTtaHoBka pasgenuTens B andaBWUTHbIA KaTanor: noabopka OavH 2,0
pasgenuTens no andasBuTy, MNOWCK MecTa pasgenutens,| pasgenuTenb
NMOCTaHOBKA, 3aKpenyieHne CTEPXKHS
OpraHusauus cuctemaTU4eckoro kararora:

47 |nopbopka KapTOYKM MO MHAEKCaM, BHYTpPU pasgena no andaeuTy| ogHa KapTodka 0,42
damunuii  aBTOPOB WNU  3arnaBui  ONd  pacCTaHOBKM B
cucTeMaTu4eckuin katanor

48 |pacctaHoBKa npedBapuTenbHO  MOAOOpPaHHBLIX — KapTodek B| OfHa KapTouka 0,42
cucTeMaTu4ecKknin katanor

49 |pepmakTupoBaHMe  CUCTEMATMYECKOro  kaTanora: npoBepka| ogHa kapTouka 0,88
NpaBUbHOCTN HaMOMHEHMA Pa3fenoB kaTanora No Coaep)KaHuto,
MHOEeKcauun 1 pacctaHoBKe, UcnpaBreHme oLmnbok

50 |peknaccudpukaumsi cuctemaTUHECKOro Kartariora: WCrpaBrieHne| ofgHa kapTouka 10,0
WHOEKCOB, BHECEHNE N3MEHEHMI B andaBuTHbIN KaTanor

51 |HanncaHwe pasgenutenda And cuUcTeMaTU4yecKoro Kartasnora: OOVH 1,0
yKasaHne HaMMeHOBaHWs pasgena, nogpasgena wn  apyrux| pasgenvrtenbs
pasgenutenemn

52 | paccraHoBKa pasgenutensi B cucTemaTU4eCcKMin kaTanor: nogbopka OOVH 2,0
no MHAEKCaM, MOMCK MeCTa, NOCTAHOBKA, 3aKPENnieHNe CTEPXKHSA pasgenuTenb
OpraHusauus npegMeTHOro Kartarora:

53 |nogbopka KapTo4kM No NPegMeTHbIM pyOpukam, BHYTpM pyOpuK no| oaHa KapToyka 0,42
andgasuTy hbamnnunin asTopoB UMK 3arnasuii

54 |pacctaHoBKa npegBapuTenbHO  NOAOOpPaHHbIX  KapTOYeK B| ogHa kapTouka 0,42
npeaMeTHbI KaTarnor

55 | pepakTupoBaHue NpeaMeTHOro Katarnora: nposepka npaBuiibHOCTU| OAHa KapTo4ka 1,0
CCbIJTOK, OTCbINOK, py6purK

56 |HanncaHue pasgenutena Ans npegMeTHOro Katanora, ykasaHue OOVH 2,3
pPyOpPUWKN, OTCbINKK, CChINKM pasgenuTenb

57 |pacctaHoBKa pasgenutens B NpeaMeTHbIN KaTanor, NOUCK MecCTa, oAviH 2,0
NMOCTaHOBKA, 3aKpenyieHne CTEPXKHS pasgenuTenb
OpraHusauus HyMepaLMOHHOTO kaTanora
HOPMaTUBHO-TEXHUYECKOW JOKYMEHTALUN:

58 |nogbopka KapTo4ku MO BUAAM SOKYMEHTOB, YCNOBHBIM LMMPOBLIM| OAHA KapToyka 4,3
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KYMEHT N TaBleH
"O6 yTBEpPXKOEHMUM TUMOBBLIX OTPacneBbiX HOPM TpyAa Ha paboTsl, AokymenT npeaocraene

KoHcynbTaHnTtlinioc
[ata coxpaHeHus: 09.06.2015

BbIMOSIHAEeMble B OM...

obo3HayeHnaM, andaBuTy COKpaLlEeHHbIX Ha3BaHUW  CTpaH,
NaTUHCKOMY andasBuTy (MHOCTPaHHbIX CTaH4apTOB), NO HOMepam
OOKYMEHTOB
59 | paccraHoBKa npegsapuTenbHO NoAobpaHHbIX KApTOYeK B KaTanor OfHa KapTouyka 0,41
60 | pepakTupoBaHue KaTanora: nposepka npaBunbHOCTM| OAHa KapTo4ka 2,6
Gubnuorpadumyeckmx oOnucaHuWi, paccTaHOBKW,  MCMpaBreHune
OWKnBOK; BHECEHUE OOMNOMNHEHUI U UIBMEHEHUIN B KaTanor (OTMeHa,
3aMeHa, M3MEHEeHusd, npoaneHuMe cpoka OeNcTBUs C yKasaHuem
NCTOYHMKA)
61 |HanucaHue n paccTaHoBKa pasgenutens OOVH 1,3
pasgenuTens
OpraHusauusa n BegeHue arekTpoHHOro Karanora:
62 | cBepka NOCTYNMBLUMX AOKYMEHTOB Ha AyONeTHOCTb B SNIEKTPOHHOM| OOWH AOKYMEHT 1,6
KaTanore
63 |npunucbiBaHWe MPOAOMKAKLLMXCA W3AaHUA B 3MEKTPOHHbLIN| OAWH AOKYMEHT 1,6
KaTanor
dopmupoBaHme Gubnuorpacmyeckon 3anucu Anst ANeKTPOHHoro| ofHa 3anuchb
KaTanora; BBog, B 6asy [OaHHbIX; 3anofiHEHWE COOTBETCTBYHOLLUX
noneu:
64 | npu HanNVuMM MakeTa NeYaTHOM KapTOYKU 0,36
65 |npu OTCYTCTBUM NEeYaTHOW KapTOYKK 0,42
66 |cocTaBrieHne aHanUTUYeCcKon 3anncu 3,5
67 |cocTaBneHne o6aBOYHbIX U CCbINIOYHBLIX ONUCaHWUN OLHO onucaHue 0,88
68 | penakTnpoBaHune Gubnuorpaduyeckorn 3anucu B 6ase gaHHeix AC;| ogHO onucaHue 1,3
BHECEHME U3MEHEHUN
69 |BBOA NepedvHss npegMeTHbIX pyopuk AJTY K cuctemaTtudeckoMmy| ogHa pybpuka 0,36
KaTanory n reHepasnbHOW CpaBOYHON KapToTeKe
70 |BbIBOA Ha 3KpaH Gubnuorpadurdeckmx sanmcemn OAHa 3anncb 0,83
71 | pegakTMpoBaHue pyopuk, HanomHeHe pasaenos OfiHa 3anncb 7,5
N3bsaTre KapToyek 13 KaTtanoros
M3bsaATne KapTOYKM Ha WCKM4YEeHHble u3 BGubnmoTteyHoro doHga| ofHa KkapTouka
OOKYMEHTBI:
72 |andaBUTHOro Katanora 0,42
73 | cuctemaTmyeckoro kaTanora 0,36
74 |npegMeTHOro Katanora 0,36
75 | HymepauroHHOro katanora 0,42
76 |n3batue bubnmorpaduyecknx sannucen U3 arNeKTPOHHOro kaTanora ofjHa 3anuchb 2,0
KoHncynbtanTtlnioc
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TexHuveckas obpaboTka JOKyMeHTa

HaknevBaHve Ha OOKYMEHT fMCTKa Cpoka BO3BpaTa, KapMmallka,| oauH JOKYMEHT

Apnblka:

77 |NUCTOK CpoKa Bo3BpaTa 0,42
78 |kapmaluek 0,42
79 | apnbik 0,26

HanucaHwue wndpa Ha JOKYMEHTE 1 SipnbiKe: OfVH IOKYMEHT

80 |Ha pokymeHTe 0,26
81 |Ha Apnbike 0,36
82 |nepeHeceHne opmaTtHoro u cucTtemaTudeckoro wmdpa c¢| oaWH JOKYMEHT 3,0

KapTOYKU Ha JOKYMEHT

83 |ohopmneHne KapTouku ANS TUPaXMpPOBaHUSA: onpegeneHune u| OAHO HasBaHWe 1,0
yKkasaHue Tupaxa

84 | KoppeKTMpOBKa KapTOUYKM MNOCNEe TUPaXXNpoBaHUS O[HO Ha3BaHue 0,42

85 | pacnpeneneHue KaTtanoXHbIX KAPTOYEK Ha HOBbIE MOCTYMSIEHNST NO| OAHa KapTo4ka 0,42
CTPYKTYPHbIM nogpasaernieHnam nocne TupaxunposaHusa

86 |3anonHeHWe  KHWXHOro  dpopMynsapa:  ykasaHue  wudpa,| OOUH KHUKHBIN 0,88
WHBEHTaApHOro HoMepa [JOKyMeHTa, amununm u  MHULKManoB dopmynsap
aBTopa, ero HassaHu4, LeHbl, roga nsgaHua

87 |3anonHeHne KapToYKkM MHOMKATOpa Ha JOKYMEHT, HanpasnseMbli B| OOWUH MHAMKATOP 0,88
KHUroxpaHeHwe: ykasaHue WHBEHTapHOro Homepa, aBTopa W
3arnasus, WwWndpa paccTaHoOBKN

88 3anonHexne: nepegaTtoyHoONW BeAOMOCTM Ha NapTUO  HOBbIX| OOWH OAOKYMEHT 0,15

NOCTYNSIEHUNA

Pabota B AC

BbIBOA Ha 3KpaH y4eTHbIX OpM, pacnevarka: ofHa dopma
89 | nucToB MHaMBMAYanNbLHOro y4yeTa JOKYMEHTOB 0,05
90 |nepenaTtoyHon BEAOMOCTUN HOBbIX NOCTYNIEHUN 0,05
91 |kapTOYKM C BUBNMorpachmMyeckon 3anncbto s y4eTHOro Katanora 0,05
92 | KHWXKHOro hopmynspa 0,05
93 | KapTO4KKM MHOMKaTOpa 0,05

[MpumeYaHue: K HopMam BPEMEHN MPUMEHSIIOTCH MOBbILLAOLWME KOIPDULMEHTBI:

- Mpu cocTaBneHnn ombnmorpadmnyeckoro OMMCaHWst Ha AOKYMEHT, Ha TWUTYMNbHOM fMCTE KOTOPOro
YaCTUYHO OTCYTCTBYIOT AaHHble Ans bubnuorpaduyeckon 3anucu - 1,13;

- npu 6ubnuoTteyHon obpaboTke: KMHODOTOPOHOOOKYMEHTOB - 1,21; HOTHBIX, KapTorpaguyeckux,
nsomnsgaHum - 1,15, cneumanbHbIX BUAOB HayYHO-TEXHUYECKOM NUTepaTypbl U AoKyMeHTauuu - 1,10;

- Npu paboTe C JOKYMEHTAMM Ha MHOCTPaHHbIX $3blkaxX, NPV OpraHu3auMM U BELEHUWN KpaeBeO4yecKoro
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kaTanora (kapToTeku) n 6MBNMOTEYHOro KaTanora Ha MHOCTPaHHOM si3blke - 1,15.
4.4. Pabota ¢ ooHOOM
4.4.1. PaboTa no npmemMy AOKYMEHTOB
Tabnuua 67
N HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHnst BPEMEHMN,
MU/H.
1 2 3 4
1 |lNpuem SOKYMEHTOB B CTPYKTYPHbIX NogpasaeneHunsx:
2 |npyemM [JOKYMEHTOB W3 OTAeSfla KOMMSeKTOBaHWA, CBepka C| oOaHa naptud 90,0
COMpoOBOANUTENBHLIM MaTepuanom
3 |peructpaumsa HOBLIX MNOCTYNIEHUAW NEPUOANYECKUX U3OaHUKW,| OAWH AOKYMEHT 0,4
npocTaBreHne OTMETKN B pErMCTPaLMOHHON KapToTeke
4 |npocTaBneHve wWTeMnNenss CTPYKTYPHOro noapasgeneHus  Ha| oauH OOKYMEHT 0,26
OOKyMeHTe
Mopbop AOKYMEHTOB A11s1 pacCTaHOBKU B hoHAE:!
5 |nopgbopka [OOKYMEHTOB MO  KMAacCUUMKALUMOHHBIM  MHAEKcaM,| OaWH AOKYMEHT 0,52
aBTOPCKOMY 3HaKy
6 |nogbopka OOKYMEHTOB Mo hopmaTty, UHBEHTapPHBLIM HOMepaMm OAWH OOKYMEHT 0,36
7 |nopobopka nepuoguyvecknx usgaHuin no andaeBuTy HasBaHMAM,| OOWH AOKYMEHT 0,5
rogam, Homepam
8 |nopbopka cneuBMAOB HOPMATUBHO-TEXHUYECKOW OOKYMEHTaLUMM No| OOUH AOKYMEHT 0,36
Knaccam, nogknaccam, rpynnam, noarpynnam, WHBEHTApPHbIM
HOoMepam
PaccTtaHoBka 6ubnmnoteyvHoro coHaa:
9 |paccraHoBKa OOKYMEHTOB Ha cTennaxax B| oOWH OOKYMeHT 0,52
cucTemaTnyecku-ancaBuTHOM nopsigke
10 | paccTtaHoBKa JOKYMEHTOB Ha cTennaxax B| oOWH OOKYMEHT 1,3
hopmMaTHO-MHBEHTAPHOM MOpSiAKe
11 |paccTaHoBka nepuogudeckux mMsgaHui no andgasuTy HasBaHUW,| OAWH OOKYMEHT 0,52
rogam, Homepam
PacctaHoBka  HOPMAaTMBHO-TEXHWYECKOW  [OKYMeHTauuu no| OAWH OOKYMEHT
Knaccam, nogknaccam, rpynnam, noarpynnaM, WHBEHTApPHbIM
HOoMepam
KonunuyectBo [OKYMEHTOB B NOAOOPKeE:
12 |1-5 0,52
13 16-10 5,2
KoHncynbtanTtlnioc
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14 (11 -15 0,88
PacctaHoBka OKYMEHTOB Ha MUKPOHOCUTENSIX B MHBEHTAPHOM M| OAWMH OOKYMEHT
HyMepaLMOHHOM NOpsiaKe:

15 | npoBepka NpaBUIbHOCTM PAcCTAHOBKM AOKYMEHTOB B OTAENbHbIX| OAMH JOKYMEHT 0,5
mMaccuBax hoHaa

16 |nepenBwxeHne (NepeHeceHne) LOKYMEHTOB HA CBOOOAHbIE MecTa | OAMH JOKYMEHT 0,4

17 |ocbopmnieHne NOMOYHbIX pasgenuTenen; HanucaHWe MOMOYHbIX OAVH 10,0
pasgenutenemn pasgenuTens
[MpumeyaHue: K HopMaM BpeMEHU NPUMEHSIIOTCS NOBbILIAaoLLMe KOSPULNEHTDI:

- Npu nogbope 1 paccTaHOBKE KMHOOTOPOHOOOKYMEHTOB - 1,2;
- Npy nogdope 1 pacCcTaHOBKE HOT, KapTorpaduyecknx, nsonsgandun - 1,5;
- Npn paboTe ¢ AOKYMEHTaMM Ha MHOCTPaHHbIX si3blkax - 1,15.
4.4.2. PaboTta no coxpaHHOCTW boHaa
Tabnuua 68
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHusi BPEMEHMN,
MWH.
1 2 3 4
MpoBepka 6ubnmnoTeyHoro goHaa:
1 |HanucaHue KOHTPOMbHOrO TarloHa Ha AOKYMEHT, yKadaHue Ha Hem OAVH TarnoH 3,0
WHBEHTapHOro Homepa, wwudpa, pamunuu, nHMLManos asTopa,
3arnaBsug, roga, Mecta U3fiaHus, LeHbl, Mecta XpaHeHus

2 | mMapkupoBKa KOHTPOJSIbHbIX TANIOHOB: YCTAHOBKA, IAe y4YTeH AaHHbIN OAVH TarnoH 8,0
OOKYMEHT (YYeTHbIV KaTanor, UHBEHTapHas KHura), npoctaBreHue
Ono3HaBaTeNbHOro 3Haka
Mopbopka KOHTPOMbHbBIX TANOHOB: OAVH TarnoH

3 |no nHBEeHTapHbIM HOMEpaMm 0,1

4 |no andasuty hamnnuin asTopoB UMnu 3arnasui 0,1

5 |no knaccudurkaumMoHHOMY NHAOEKCY 0,1

6 |cBepka KOHTPOSIbHbIX TarlOHOB C WMHBEHTAPHOW KHWUIOW, OTMETKa OAWH TarnoH 2,0
NMPOBEPKN Ha TarloHe U B KHUre

7 |cBepKka KOHTPOSbHbIX TANOHOB C Y4YeTHbIM WNW  andaBUTHLIM, O[MH TarnoH 3,0
Tonorpacmyeckum Katanoramu, oTMETKa Ha TarnoHe 1 B Katanore

8 |npocmoTp oOpMbI  UMHOUBMAyANbLHOrO  y4yeTa,  BbisBfieHWEe| OAWH AOKYMEHT 3,0
OOKYMEHTOB, He NnpoLueLwmnx NpoBeEpPKU

9 |cocTaBneHue KapTodKM Ha OKYMEHT, HE MpoLUeALLMIA NPOBEPKHU OAWNH OOKYMEHT 3,0

10 |noucKk OOKYMEHTOB, HE Mnpowelmnx MpoBEPKY, MO pasfnyHbIM| OAWH OOKYMEHT 20,0
YUYETHbIM hopMam, KapToTekam, XXypHarnam, KH/XKHBIM Monkam
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CocTaBrneHue cnvcka HeoCTaloLWmMX B (DOHAE JOKYMEHTOB OZVH CMUCOK

KonnyecTtBo JOKYMEHTOB B CMNCKE:

11 |1 0,78
12 12-10 8.3
13 |11-25 19,3

OT6op OOKYMEHTOB ONst U3bATUS U3 hoHaa

MpocMOTp AOKYMEHTOB Ha NpeaMeT U3baTuA n3 goHaa: OLVH LOKYMEHT
14 | HenpoUIbHbIX 3,1
15 | nybneTHbIx 1,6
16 |ycTapeBLUMX NO coaep>KaHuto 3.1
17 |BeTxux 0,88
18 | manoucnonb3yemblx, HEUCNOMNb3YyEMbIX 2,6

MogroToBka OOKYMEHTOB K aKTUpPpOBaHUIO:

19 [nogbopka AOKYMEHTOB B MApTWM MO NPUYMHAM U3bATUA, CBepka C| oaWH AOKYMEHT 0,36
KHWXHbIM (DOpMYnsipoOM

20 |nogobopka KHWKHBIX (QOPMYNSIPOB Ha [AOKYMEHTbl B Mopsake| ogauvH dopmMynsip 0,42
WHBEHTapHbIX HOMEpOB, andaeuTa, XypHanbl - MO rogam Wu
HOoMepam
COCTaBIeHUE CMMCKa K aKkTy BblObITUS (Mepedayn), nogcyet obLien OOVH aKT

CYMMbI, O)OpMIIEHME aKTa; MoralleHue WHBEHTApHOro Homepa W
LTemnens 6GUGNMOTEeKM Ha AOKYMEHTE; NOALLUNBKA aKTOB

Konnyectso OOKYMEHTOB B CINUCKE:

21 |1 0,78
22 |2-10 7,8
23 |[11-25 19,3

MogroToBka OOKYMEHTOB B nepennert:

24 |oTOOp [OOKYMEHTOB [fnsi nepenneTta; MnpoBepka COCTOSHMS| OAWH AOKYMEHT 3,0
OOKYMEeHTa; 3anonHeHune (cBepka) KHUXHoro popmynspa

25 | nogbopka KOMMMEKTOB, CBsI3Ka B MNayku; 0OPMIIeHNE AOKYMEHTOB| OAWMH AOKYMEHT 2,6
Ons nepegayu B nepennet

26 |nogrotoBka JOKYMEHTOB K BOCCTAHOBMNEHMIO: MOAOOP OOKYMeHTa,| OOWH AOKYMEHT 10,0
aHamnorM4yHoro noBpeXAeHHOMY, OdopMIIeHMe 3akas3a  Ha
KonvpoBaHue

27 |npuem 3akasa nocrie KonMpoBaHWA, MpoBepKa KayecTBa KOMuW;| OAWH AOKYMEHT 7,0

noAroToBKa JOKYMEHTa K nepenneTy

KoHncynbtanTtlnioc
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BbIMOSIHAEeMble B OM...

28

npueM [OKYMEHTOB M3 Mepennera;
nepensieta [OKYMEHTOB C KHWDKHbIM (hOPMYIISIpOM,
KayecTBa MNepenneTta; BOCCTAHOBIIEHWE 3arnaBus;
LUMdpa Ha ApIbIKe, KopeLLKe AoKYMeHTa

CBepka noctynmelwlinx w3
npoBepka
HanucaHve

OOVH JOKYMEHT

7,0

Moawmeka ra3eT n TOHKMUX XypHarnos:

29

onpedeneHve cdopmara, BrIOXKeHNe KOMMIeKTa XypHanoB B nanky
HY)>XHOTO (hopmaTa, 3aBsi3blBaHWE; BbIHECEHWE LUMdpa, Ha3BaHWs,
roaa u3fiaHusi, HOMepOB XXYpPHaNoB Ha 0BMOXKY 1 KOPELLIOK nanku

o[Ha narka

3.0

30

packnajgka rasetbl MO Ha3BaHWsIM, MpoKarblBaHUE, BIIOXEHWE B
KapTOHHYI0 OBMNOXKY (nanky), NpOLUHYpoBKa, odopmIeHue
06noxku (Ha3eaHwue, rof, HoMep, MecsiL)

o[Ha narka

5,0

Menkuii peMoHT doHaa:

31

nogkrerika OOKYMEHTa, KapMallKOB, ApPJibIkOB, BOCCTaHOBJIEHUE

3arnaBunin 1 UHON PEMOHT

O[Ha nanka

20-50

ObecnbinmeaHne doHaa:

32

obecnbinMBaHne ¢oHoa ¢ NOMOLLbI0 Mbinecoca; obecneveHne
paboyero Mecta TexXHUYECKMMM  CpeacTBaMu:  MbIIECOCOM,
paboynMm  CTONMKOM, CTPEeMSIHKOW,  BeApoM;  MpoBedeHue
obecnbiiMBaHNUsi, 3aHECeHWe TEeXHUYECKUX CPeacTB B MecTa
XpaHeHwUs

ofiHa Meporiorka

12,0

33

py4yHoe obecnbinvBaHve goHAa; obecnedyeHne paboyero mecra
TEXHUYECKMMU CPEACTBAMMU: CTPEMSIHKOW, paboynmm CTONUKOM,
TENEXKOW, BeAPOM, TPSNKaMu; NPOTUPKa, 3aHECEHNE TEXHUYECKMX
CPeAacTB B MecTa XpaHeHus

OQHa Meponornka

9,4

[MpumedaHme: K HopMam BPEMEHN MPUMEHSIOTCH NOBbILLAOLWME KOIPPULMEHTI:
- Npu py4yHom obecnbinnBaHny hoHAa HOTHbIX, KapTorpaduieckux, nsonsgaHun - 1,2;

- Npu obecnbINMBaHNM C MOMOLLLIO Mblnecoca - 1,3.

4.4.3. NayyeHne 6ubnmoTtevHoro doHaa

Tabnuua 69

n/n

HanmeHoBaHwue npouecca, onepauun. Coctas paboTbl

Ennnunua
n3mMepeHuns

Hopma
BpeMEHN,
MWH.

2

4

MoarotoButensHas pabota no ndydeHuto OMONMoTeYHOro ooHaa:

COCTaBIeHUe NnaHa paboTbl No U3yyeHuo GubnuoTteyHoro ¢oHaa
(yactn doHga)

OOWuH niaH

10,0

noarotoBka UHCTPYMEHTapuda No  U3Yy4YeHUto OMbnmnoTeyHoro
CbOH,EI,a; cocTaBrieHue Tabnuupl No pa3nnyHbIM acnekTtam n3y4eHus

ofHa Tabnuua

10,0

nogbopka 6Gubnuorpadumyecknx nocobur, MHPOPMALMOHHBIX
CNUCKOB ANs npoBefeHnst paboTbl No M3yyeHuto GubnmnoTevHoro
doHaa

0JHO nocobue

10,0
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4 |npoBefgeHue UHCTPYKTaxa ANna nposedeHns paboT Nno u3yyvyeHuto| OOuH MHCTPYKTaXk 10,0
6mbnmoTe4dHoro doHaa

Bubnuorpadunyeckoe nsyveHmne 6ubnmoTevHoro poHaa

OsHakomnieHne ¢ cogep)xaHuem Oubnuorpaduyeckoro nocobus,| ogHo nocobue
MHOPMALIMOHHOTO CNMcka Ansi NpoBeaeHUst paboTbl N0 U3YYEHMIO
©6mbnmnoTeyHoro oHaa

KonuyecTtBo HasBaHWUin B nocodun:

5 |1-25 15,7
6 126-50 34,0
7 |51-100 68,0

CBepKa KapTO4YKM KaTarnora C 6I/I6J'II/IOFpa¢)W-IeCKMM onmucaHnem| oaHa KapTo4dka
OOKYMEeHTa, YKa3aHHOro B nocobun; oTMeTka 0 HanU4um OOKYyMEeHTa

B (hoHge:
8 |andaButHbIN KaTanor 2,0
9 |cucrtematmnyeckun katanor 50
10 |cocTaBneHune Gubnuorpacdn4eckoro oNUCaHnst Ha OTCYTCTBYHOLME| OAHa KapTo4ka 2,6

B Gnbnunoteke JOKyMEHTbI

npOCMOTp HanMoJIHEHNA CUCTEMATUYECKOIro KaTtarnora B pas3fiMyHbIX| OAOHa KapTo4Ka
acnekrax (I'IO oTpacnamMm 3HaHud, Buaam, r1ogam w“  Opyrum

acrnekTam); CornocTaBrneHne MONyYEHHbIX AaHHbIX c
TEMaTUKO-TUMOSOrMYECKUM (nepcnekTnBHbLIM) nnaHomM
KOMMMEKTOBaHNSA; YTOYHEHWE, BHECEHVWEe KOPPEKTMB B MnaH
KOMMIEeKTOBaHNSA

KonnyecTBo KapToYekK B ALLUKE:

11 1 -500 43,0
12 1501 - 1000 85,0
13 11001 - 2000 173,0

CraTtuctnyeckoe usyveHune dmbnuoteyHoro oHaa:

14 |3anonHeHne cratucTudecknx Tabnuy (no coctaBy, AMHamuke wu| opHa Tabnuua 10,0
CTeneHu UCrnonb3oBaHUs BMbNMoTeyHoro oHAa) Ha OCHOBaHWUM
YYETHOW JOKYMEHTaLumm

15 |pacyer nokasaTenen kHuroobecneveHHocTw, obpaliaeMocTu,|oanH nokasarternb 4,0
YNTaeMocTn

16 [cnnowHor NpocMOTp OOKYMEHTOB Ha CcTennaxax, nogcyeT no| OAuMH OOKYMEHT 0,84
KHWKXHBIM hopmMyrnsipaMm Unu nNMcTkam cpoka Bo3BpaTta KonuyecTtsa
KHUroBblgau

17 |mapkupoBka Heucrnonb3yemon 4actu oHga B 3aBUCMMOCTM OT| OAMH OOKYMEHT 0,26

NPUYKMH, Bbl3BaBLUNX HU3KYHO 06paL|J,aeMOCTb

18 | 3anonHeHune Tabnuubl MHTEHCUBHOCTU ucnonb3oBaHusa| opHa Tabnuua 50,0
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B6mbnnoTteyHoro oHaa

CocTtaBneHne n aHanua Tabnuy No M3y4yeHUto OBUBIMOTEYHOro
doHaa

CocTaBneHue Tabnuupl:

19 |no cocTaBy, pa3BMTUIO U UCNOMb30BaHWO GbnMoTevHoro poHaa ofHa Tabnuvua 63,0

20 |no cTteneHu ucnonb3oBaHusa ¢oHAa B pasnuuHbIX acnektax (B| opgHa Tabnuua 68,0
oTpacnesoM, No BUAAM U3AaHUA U MHBbIM acnekTam)

21 |no o6bemy Heucnonb3yemon n ManocnpalwmBaeMon Yactu donHgal opgHa Tabnuua 63,0
M npun4ynHam ee HakonreHua

AHanus Tabnuupl:

22 [no cocTaBy, pa3BUTHIO 1 UCMONb30BaHWIO BMGNMoTeyHoro doHaa oaHa Tabnuvua 56,0

23 |no cTteneHu ucnonb3oBaHus ¢oHAa B pasnuuHbIX acnektax (B| opgHa Tabnuua 56,0
oTpacnesoM, No BUAAM U3AaHUA U MHBbIM acnekTam)

24 |no cocTaBy M BENUYMHE HEMWCMONb3yeMOM M ManocnpailuvMBaemon| opgHa tabnuua 60,0
4yacTtu qI)OHp,a N npu4ynHam ee HakonreHua

25 | cocTaBneHue nnaHa MeponpuUsaTUA peanusaumm NpeasioKeHnn no OAMH NNnaH 161,0
pesynbTatam udyvyeHus coHaa

MpumeyaHue:

- BPEMSI NPOBEAEHNS UHCTPYKTaXa B HOPMY BPEMEHU HE BXOAOMUT;

- Npy paboTe ¢ AOKYMEHTaMN Ha MHOCTPAaHHbIX A3blKax K HOPMaM BpPEMEHU MNPUMEHSAETCH MOBbILLAOLLNIA
koadhpuumeHT 1,15.

4.5. ObcnyxnBaHue yMtaTenen

4.5.1. PaboTta c umtaTtenem

Tabnuua 70
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHnst BPEMEHMN,
MU/H.
1 2 3 4
3anuck yntaTens B GubnmoTteky:
1 |mpocMOTp [AOKYMEHTOB uuTaTensa (macrnopT, yAOCTOBepeHue,| oawH uuTatenb 2,0
NOpy4MTENbLCTBO); NMPOBEPKA HanMyuus Yy4eTHO-PErMcTpaLMOHHOWN
KapTOYKM  uuTaTens; Bbigada aHkeTbl And  3anofiHeHus
nonb3oBaTenem ¢ NogpPoOHLIM NOSICHEHMEM NO 3aMONHEHUIO NONewn
2 |s3anonHeHne dopmynapa uuTatensi, YYeTHO-PErncTpaumMoOHHOM| OAMH YnTaTenb 2,0
KapTOYKMW, YntaTtenbckoro buneta
3 |o3HakomneHune yutartens c npasunamm nonb3oBaHus| OAWH YMTaTesNb 5,0
BubnuoTtekomn, pacnonoxeHnem goHga, CnpaBoYHbLIM annapaToMm,
3ANEKTPOHHbIMU pecypcamun (ayaAnoKHUramu, yaaneHHsiMm Basamu
OaHHbIX, Anckamu, omnbmorpaduei)
KoHcynbTtaHTlnoc
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BbIMOSIHAEeMble B OM...

4 |nogbopka wm pacctaHoBka MO andasBuTy damMunui uyutatenen| ogHa kapTouka 0,26
YYETHO-PErMCTPALMOHHbBIE KapTOUKN
MNepepeructpauna ymtatenen:

5 |nmouck opmynapa (perMcTpauMoHHOW  KapTOYKM) uuTaTtens,| oawH uviTaTenb 12,0
BHECEHWNE U3MEHEHUI B HUX N YATaTENbCKUA buneT
3anuck (nNepepeructpauums) yvtatenen B aBTOMaTU3NPOBAHHOM
pexume:

6 |Habop Ha knaBuaType cBefeHWA O uuTatene: amunus, WMms,| OOWH YuTaTenb 6,0
OTYECTBO, XapakTepuaylline ero npusHaku (obpasoBaHue,
cneumanbHOCTb U MHbIE NPU3HAKK), KO4

7 |KOHTPOMb 3a BO3MOXHbIM HanNUUMEM [AdaHHbIX O uuTaTene,| OOuH yMTaTenb 1,0
3anncaBleMcsi B 6ubnuoTteky (paHee 3anucaH, nuvweH npaea
Nonb30BaHus)

8 |odopmneHune koga untTaTenst C KOHTPONbHLIM Pa3pPSaOM U CPOKOM| OOWH YMTaTenb 0,52
Nonb30BaHWUA YMTaTENbCKMM OWUMETOM Ha OCHOBE  BbIOAHHON
MHdopMaLumn

9 |BbIBOA Ha NPUHTEP CBEOEHWUIA O 3anucaBlUEMCH yYuTaTtene B Buae| OOWH uMTaTenb 1,3
GnaHka, Bbipe3aHune GriaHka u BKIeWka ero B YutaTenbckuin bunet
Pabota gucnetyepckon cnyxosil:

10 |npuem uynTaTenbckoro TpeboBaHMS; MpPOBepKa MNPaBUIIbHOCTU OAHO 2,0
3anonHeHns  TpeboBaHWsl,  YTOYHEHME  MecTa  XpaHeHusi| TpeboBaHue
OOKYMEHTOB; OTMEeTKa B [OUCNeTYEepCKon ceTke, nepegada
TpeboBaHWsA B KHUrOXpaHEHUE
BbinonHeHne TpeboBaHui NoTpebuTenen, Bbigavya JOKYMEHTOB U3
OCHOBHOIO KHUFOXPaHEHWUSI:

11 | nony4yeHue TpeboBaHus, permctpaums, nogbopka mx rno wmdpam OAHO 3,0

TpeboBaHne

12 | novck gokymeHTa, oTMeTKa Ha TpeboBaHuM, KHUXKHOM hopMyrisipe, OAHO 5,0
ONCNETYEPCKOW CETKe TpeboBaHue

13 |ycTaHoBneHMe MecTa HaxoXAeHWss HeHanOeHHOro AOKYMeHTa Mo ogHo 7,0
CNpaBOYHbIM KAapTOTEKaM, KaTanoram TpeboBaHue

14 |Bblgavya OJOKYMeHTa W3 oTAena KHUroxpaHeHust notpedbutento;| oguH OOKYMEHT 2,0
OTMETKa Ha KHWXHOM chopMynsipe, TpeboBaHus

15 [npuHATME JOOKyMeHTa OT noTpebuTens; MnoMCK  KHWXKHOro| oawH AOKYMEHT 3,0
dopmynspa, TpeboBaHUs; noralleHme OTMETKM O Bblgaum
Bblgavya KOMMNNEKTOB [OOKYMEHTOB BO BPEMEHHOE MOSIb30BaHUE
nogpasgeneHnsam Gubnuoteku:

16 | odhopMreHne 3asaBKM Ha KOMMNSEKT JOKYMEHTOB, nepefaBaeMbli B| OAHa 3asBka 5,0
CTPYKTYpHOE nogpasaeneHue

17 |nogbop [OOKYMEHTOB B  KOMMMEKTbl; HanucaHue BTOpPOro| OAMH JOKYMEHT 40,0
3K3eMnnsipa KHKHoro doopmynsipa (MHankaTopa)
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Bblgaya komMnnekTtoB OOKYMEHTOB, OTMETKa Ha KHWXHOM| OAOWH OOKYMEHT
cbopmynﬂpe (I/IHAMKaTOpe) AaTbl Bblga4yn, AaHHbIX nogpa3gerieHns,
nony4yarwwero KOMniekTt

Konnuyectso OOKYMEHTOB B KOMMNIEKTE:

18 |25 6,8
19 |50 13,5
20 |200 108,0

MMonyyeHne  KOMNMEKTOB  AOKYMEHTOB oT CTPYKTYPHbIX| OAWH KOMNNeKkT
nogpasgeneHun; MOUCK KHWXKHOTO dopmynspa  (uHaukatopa),
norawieHne oTMeTKN O BblAaye, BNOXeHNe ero B AOKYMEHT

Konnyectso OOKYMEHTOB B KOMIMJ1EKTe:

21 125 6,8
22 |50 13,5
23 |200 108

O6Cﬂy>KI/IBaHI/Ie ynTaTenemn B YNTanbHOM 3ane:

24 |npoBedeHne KOHcymnbTauun, becen C uiTaTensMy y KaTtanoros, ogHa 10,0
KapTOTeK, KHXHbIX NMOMOK; UH(POPMUPOBaHUE UMTaTene O HOBbIX| KOHCYNbTauus
NoCTynneHnsx, 0 paboTe 93MeKTPOHHOro kKartanora, CTaHuuu
camoobcecnyxuBaHus, 0 paboTe C 3NEeKTPOHHbIMW  pecypcamu
yAaneHHblx 6a3 AaHHbIX, 0 BO3MOXHOCTAX paboTbl B NNYHOM
kabmnHeTe Ha cante OWONMOTEKN, O MOMNb30BaAHUU [OETCKOW
KOMHaTOM

Mopbop OokymeHTOB B MNOACOGHOM poHAe umTanbHOro 3ana,| OAMH AOKYMEHT
nepepgava Ha kadegpy Bblaavm:

25 | no TpeboBaHuio YnTaTens 3,0
26 |no ycTHoMy 3anpocy 3,0
27 |no onpegeneHHon Teme 3,5

Monbop OOKyMEeHTOB No y4ebGHOW nporpaMmMe Ha OCHOBaHWM| OAMH KOMMMEKT
MakeTa KOMMNMeKTa JOKYMEHTOB, BbiAaBaeMbIX CTyAeHTam, nogbop
y4eOHUKOB MO pakynbTeTam, Kypcam, rpyrnnam; cBepka KHUXKHbIX
dopMynsapoB C Ha3BaHWEM KHUT, UHBEHTAPHbIMU HOMEpPaMU

Konnyectso OOKYMEHTOB B KOMIMJ1EKTE:

28 |10 4,0
29 |20 8,0
30 |40 16,0
31 |BblJaya [OKyMeHTa: CBepka BblJ@BaeMoro [OKyMeHTa C| OAWH JOKYMEHT 2,0

ynTaTenbckuMm TpebGoBaHMEM; MNpoOBepKa Hanuuus  CTpaHuL;
BHECEHME 3anucy Ha YNTaTENIbCKOM TPEeGOBaHUM (KOHTPOSIbHOM
MNUCTKE), BNOXEHUE B YATATENbCKUIA BUMET; paccTaHoBKa, OTMEeTKa
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KHUroeblga4in

Bblgaya [OOKYMEHTOB: CBepka BblAaBaeMoro [OKymMeHTa C
yuTatenbckuMm TpeboBaHMEM; MNpPOBepKa Hanuuua  CTpaHWL;
CKaHMpoBaTb YWTATENbCKUA BUNeT; ckaHMpoBaTb BblgaBaemble

KHUMN; oTMeTKa KHUroBbl4auu; oTMeTKa CTaTUCTUKK
noceLLaemMocTu:
32 |npuHSATUE OOKYMeHTa: cBepka ero ¢ TpeboBaHMeM (KOHTPOMbHbLIM| OOWH AOKYMEHT 2,0

J'IMCTKOM), npoeepKa COXpaHHOCTU OOKyMeHTa, Hann4duna CTpaHul,
BHECEeHMne OTMETKM O npuneme

33 |nonyyeHne [OOKyMEHTa, 3aka3aHHOro u4uTatenem B oTaene| oavH AOKYMEHT 0,5
KHUroxXpaHeHusi

34 |nepegava [OOKYMEHTa, CAAHHOIMO  uMTaTeNeM, B oTAaen| oaovH AOKYMEHT 1,0
KHUroxXpaHeHua

OT060op 1 Nnepegava 0OKYMEHTOB Ha KOMMPOBAHUE;

35 |oTbop [OOKYMeHTOB (OTAEnbHbIX CcTaTen) Ans nepefadv  Ha| OguH AOKYMEHT 5,0
MUKPOUIbEMUPOBaHNE U KOMMPOBaHNE

36 |nogrotoBka OOKYMEHTOB K KOMMPOBAHWIO, OhOpMIeHne 3akasa,| OauWH JOKYMEHT 3,0
pervcTpaumsi B y4eTHbIX hopmMax

37 |nonyyeHve MuKpodpunbma M KONUW, npoBepka MpPaBUITbLHOCTU OAVH 3aKas3 5,0
BbINOMHEHWs 3akasa

O6cnyxnBaHue yntaTenen Ha aboHeMeHTe:

38 | noabop AOKYMEHTOB ANt peKoMeHaauun YutaTensm OOVH JOKYMEHT 50

Bblgaya [OKYMEHTOB uuTaTento, nouck dopmynspa uutaTens,| oauH AOKYMEHT
yKkasaHMe cpoka Bo3BpaTa, MNpOBEpKa Hanmuuna  CTpaHwul;
obcnyxnBaHue

Bbligava OOKYMEHTOB: CBepKa BblgaBaeMoro AOOKyMeHTa C
YnTaTes1IbCKUM Tpe6OBaHI/IeM; NnpoBeEPKa Hann4dua CTpaHunu,;
CKaHnpoBaHue YUTaATESNIbCKOIro buneTa; CKaHunpoBaHune
BblJaBaeMON  KHUIW; pacne4yaTtka KOHTPOJIbHOro JINCTKa Cc
YKa3aHnemMm CpoOKa BO3BpaTta U CnucKa BblAaHHbIX KHUI;, OTMETKa
KHUroBblga4vn,; oTMeTKa CTaTUCTUKUN NoCceLLaeMOoCTN:

39 |B3pocnbix 2,7

40 |peTen 3,2

41 |npoBegeHue bGecedbl C uyuTatenem, MHGOpPMUPOBaHWE O HOBbLIX| OOWH YMTaTeNb 5,0
NOCTYMMEHUSX

MonyyeHne JOKyMEHTa OT YMTaTensi; BHECEHNE OTMETKM O NpuemMe,| OAWH AOKYMEHT
npoBepKa Hanuuusi CTPaHwul, BIIOXEHWE KHWXKHOro dopmynsapa;

obcnyxnBaHue:

42 |B3pocnbIxX 1,8

43 | peten 5,0

44 |npogneHue cpoka Nonb3oBaHUA LOOKYMEHTOM; mnouck dopmynsipal ogmH dhopmynsip 3,0
KoHncynbtanTtlnioc
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yyuTatena, BHeCeHne OTMeTKM O npoarieHUn cpoKa nosyib3oBaHUA | |

[MpumeyaHue: K HopMaM BpeMEHU NPUMEHSIIOTCS NOBbILAoLLME KOSPPULNEHTDI:

- Npu obcnyxuBaHUM YntTaTenen KMHOOTOhOHOAOKYMEHTaAMU - 1,2;

- Mpu obCNyXMBaHUN YnTaTenen HOTHbIMU, KapTorpaduyeckumm, nsonsgadmsamm - 1,15;

- npyn obcnyXumBaHUM uuTaTenen creuuanbHbIMW BUAAMW  HayYHO-TEXHUYECKOW nuTepaTtypbl U
OOKyMeHTauun - 1,1;

- npu paboTe ¢ AOKYMEHTaMM Ha MHOCTPaHHbIX A3blkax - 1,15.

4.5.2. BHyTpeHHsia paboTa

Tabnuua 71
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n n3mepeHusi BpeEMeEHN,
MWH.

1 2 3 4
MoagroToBka K Bblgave:

1 |pacctaHoBka dopmynsapoB uutaTenen (nNo cpokam, Homepam,| OAuH hopmynsap 1,0
andasuty)

2 |paccTaHoBKa coaHHbIX JOKYMEHTOB B (poHAE OTKPbITOro 4ocTyna OOVH JOKYMEHT 2,0

3 |paccTtaHoBKa coaHHbIX AOKYMEHTOB B (DOHAE OCHOBHOIO XpaHeHus | oonH OOKYMeHT 3,0

4 |nopBeneHue uToroB paboTbl 3a npowewuid [eHb, BHECEHue exegHeBHO 15,0
3anucu B JHEBHUK

5 |noaGop OOKYMEHTOB Mo NpeABapuTeNlbHbIM 3aKkazaM uuTatenen u| oguH AOKYMEHT 3,0
nnaHam 4YTeHns

6 |NpoCMOTP HOBbLIX NOCTYNNEHMN ANA peKoMeHAauun Yntatensam OOVH JOKYMEHT 2,0

7 |NpoCMOTpP 1 NOMNOMHEHNE KHKHbBIX BbICTABOK, ALLUMKOB CBOOOAHOrO| oavH OOKYMEHT 3,0
BblIGOpa KHWI, TEMaTUYECKMX NOSOK N CTennaxen

8 |nogrotoBka paboyero mecta eXxegHeBHO 10,0
PaboTta ¢ hopmynsapom untatens:

9 |aHanua dopmynsapoB uuTaTenen, BbISIBEHME 4uTaTenbCKuX| oanH dhopmynsap 43
NHTEepecoB

10 | cocTaBrneHne KapToYkM AN KapTOTeKM YMTaTenbCKMX WHTEepecOoB;| OAHa KapToyka 0,86
COCTaBfeHne Cnmncka YntaTenbCKMX MHTepecos - 1 3anucb

11 |3anucb B dopmynsapax (MHbIX [AOKYMeHTax) O pesynbTaTax| ofHa 3anucb 3,6
aHanusa YTeHus 3a onpegerneHHbIn nepmos

12 |3anucb B [OHeBHWKe OubnNMoTekaps O AWHaMWKe YTeHMs M| OfHa 3anucb 9,2
WHTepecax uuTtaTens (rpynnbl Yutatenemn)
Pa6ota c uitatensamu, He BO3BPATUBLUMMWN AOKYMEHTbI B CPOK:

13 |npocmoTp n otbop chopmynapoB uuTaTenen, He BO3BpPATMBLUMX| oguH dhopmynsip 1,0
OOKYMEHTbI B CPOK
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14 |HanucaHve OTKPbLITOK-HAaNOMWHaHWA O BO3BpaTe [OOKYMEHTOB;| oguH hopmynsp 6,0
OoTMeTKa gaTbl HaNOMUHaHUA Ha popmynspe

15 |onoBewweHve (no TenedoHy, 3MNEKTPOHHOW noyTe) yuTatens, He| oguH dopmynsp 5,0
BO3BpaTuBLLUEro JOKyMeHTbl B CPOK; OTMeTKa AaTbl HanoMUHaHNA B

dopmynspe

KoHTponb  3a cpokamu Bo3BpaTa [LOKYMEHTOB B
aBTOMAaTM3MPOBAHHOM PEXMME:

16 |BbIBOA Ha MNpPUHTEP NO YCMOBUSM CNKCKa 4YuTaTenen u| ofHa 3anucb 0,16
abOHEeHTOB-3a00/MKHUKOB

17 |cocTaBneHue cnucka 3ago0JKHUKOB oHa 3anucb 0,16

18 pacnevyaTka Ha npuHTepe HanoMmnHaHuA aboHeHTaM U uduTaTensm O[Ha 3anncb 2,2
O CpOKe BO3BpaTa (a,qpec, Ha3BaHUNA B3ATbIX ﬂ,OKyMeHTOB)

19 |un3bATMe u3 6a3bl AaHHbIX CBEAEHUA O 3aHATOCTM BO3BPALLEHHbIX| oaHa 3anuch 0,4
OOKYMEHTOB

OdpopmrieHne nomcka 3a40MMKHUKOB Yepes CyA:

20 |cHAaTHMe konuu c opMynsapa uuTaTend; yTOYHeHue aBTopa,| OAWH AOKYMEHT 2,7
HasBaHWsl, WHBEHTAPHOTO HOMEpa, LUeHy [OOKyMEeHTa, He
BO3BpPALLEHHOTO B CPOK; MepedvncrieHne rocnownuHbl  3a
odopMneHme UCNONHUTENBHBLIX HAANUCEN; Nnepeaaya aena B cya

21 |nonyyeHne u odopMreHne OOKYMEHTOB W3 HOTapwanbHOW| OAVH OOKYMEHT 2,7
KOHTOpPbI (NpPOCTaBneHMe HOMepa pacyeTHOro cyeTta, Homep
WCNONHUTENBHOW HaZNMCK)

22 |cocTaBreHue akTa Ha onnaTy 4Yepes3 Cyd YTepsHHbIX AOKYMEHTOB| OAVH OOKYMEHT 2,7
(MpunoxeHue K akTy - hopmynsap umtaTens)

anIeM OOKYMEHTOB B3aMeEH YTEePAHHbIX:

23 |nouck uuTaTenbckoro opmynsipa; BHECEHVWE COOTBETCTBYHOLLEH| OoauMH AOKYMEHT 10,0
3anncy B opMynsp, TeTpadb yyeTa KHUM, MPUHATBIX B3aMeH
yTEPSHHbIX

24 | npocMOTp AOKYMeHTa, NpeanaraemMoro B3aMeH yTepsHHOIo OOVH [IOKYMEHT 2,0

PaboTta ¢ oTkasamu:

25 |yyeT wn knaccudpukauus  OTKa3oB: OTMETKa Ha  NUCTke ofHO 1,6
ynTaTenbckoro TpeboBaHUsA NPUUNHY OTKasa TpeboBaHue

26 |paccTtaHoBKa  uuTaTeEnbCkMx  TpeboBaHui B KapToTeky OAHO 0,32
"HeyQ0BNEeTBOPEHHbIN cnpoc” TpeboBaHue

27 |aHanu3 oTKa3oB, COCTaBrfieHWEe CBOOKM OTKasoB B OTpacrieBoMm OAVH OTKa3 1,0
paspe3e (MO MNpuvyYMHaM oOTkasa M MepaMm WX JMKBMgaumm u
npegynpexaeHus)

28 |cocTaBneHne 6GubnuorpacmMyeckoro OnucaHusi Ha [AOKYMEHTHI, 0o4HO 2,0
nmetome Hambonbllee YACNO OTKa30B, M nepegadva kKapToudku B| Gubnuorpadcude
oTAen KOMMNIEKTOBaHUSA CKOe onucaHue
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4.5.3. BHecTaunoHapHoe obcnyxumBaHue

Tabnuua 72
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n n3mepeHusi BpeMeH!,
MUH.

1 2 3 4
OpraHusaumsi GUBNNMOTEYHbIX MYHKTOB, NEPEaBWKHbIX OUONMoTEK:

1 |3aknodeHune gorosopa mexay 6ubnuoTtekon n opraHusauuen, rae| oawvH 4OroBop 270,0
Oy[eT OCyLLeCTBNATLCA BHECTALMOHAPHOE OOCyXNBaHWe

2 | odopmneHue opmynapa GUbNMoTEHHOro NyHKTa OAVH dhopmynsip 13,5

3 | odopmneHve nanku ¢ JOKyMeHTaMu (OOroBop, AOBEPEHHOCTb Ha ojHa narnka 13,5
nony4eHne KH1r, oopMynspoB 6MGIMOTEYHOrO NyHKTa, OTYETOB)

4 |cocTaBneHue cxembl pa3MelleHuss OMOMMOTEYHbIX MYHKTOB Ha oJHa cxema 126,0
TeppuTOopun ropoda, panoHa

5 |cocTtaBneHune rpaduka obmeHa [OKYMEHTOB, HaxoAsiumxcs B| oauH rpaduk 18,0
OUBNMOTEYHBIX NYHKTaxX, NepPeaBMKHbIX OMbnuoTekax

6 |cocraBneHue nraHa MeToaN4ecKon nomMoLLm OAVH nnaHa 46,0
OMbnnoTekapsiM-00LLEeCTBEHHMKAM

7 | odopmneHne obbABNEHUS 0 OHAX 1 Yacax paboTbl BUGnuoTeyHoro ofHO 12,0
nyHKTa, nepeasuxHoON ubnmoTteku o6bsBneHve
Mopbop KOMMNNEKTOB OOKYMEHTOB Ansi GubnnoTteyHoro nyHkra,
nepeaBmKHON BUBNMOTEKM
Mogbopka KoMMnekTa LOKYMEHTOB OAVH KOMMEKT
KonnyecTBO AOKYMEHTOB B KOMMIEKTE:

8 |10 15,0

9 |30 45,0

10 1100 148,5

11 |Bblgava AOKyMeHTa B OMOMMOTEYHBIN MYHKT, OTMETKa B KHWKHOM| OAWH OOKYMEHT 2,0
dopmynsipe gatbl Bblgayn, HoOMepa nyHKTa

12 |3anucb B dopmynsap OMONMOTEYHOro nyHKTa Adathbl  Bblgayu| opgHa 3anucb 1,0
OOKYMEHTOB, KONM4YecTBa BblgaHHbIX W  BO3BpALLEHHbIX B
cTauMoHap JOKYMEHTOB

13 |paccTaHOBKa  KHWXKHbIX  (OOPMYNApoB B KapToTeKky  3a| OOMH KHWXHbIN 0,4
pasgenuTteneMm curnbl 6MBNMOTEYHOro MyHKTa, NepeaBUKHON dopmynsp
BubnuoTtekn, BHyTpU No andasuTy paMmmnmn asTopos

14 [npuemMm OOKYMEHTOB W3 OMOMMOTEYHOro MyHKTa, NEPEeABWKHOM| OAWH AOKYMEHT 1,6
OMbnnoTekn: npocTaBneHMe OTMETKM O TMpuUeMe, BIOXEHWe
dopmynsipa B JOKYMEHT
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4.6. O6cnyxmBaHue nNo mexoubnmnotreyHomy aboHemeHTy (MBA)

Tabnuua 73
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpeMeH!,
MWH.
1 2 3 4
O6cnyxnBaHne yntatenen ubnuotekn no MBA:
1 |peructpaumsa ymtatens, none3ytoweroca MBA OOVH uYuTaTenNb 1,35
2 |3anonHeHne 6naHka-3akasa, MPOCTaBEHNE PErMCTPALMOHHOIO OAVH 3akas 2,2
Homepa, AaTbl
3 |yTOYHEHMEe yKa3aHHbIX u4YuTaTENEeM CBEAEHWA O 3akKa3aHHOM OJVH 3aKa3 1,6
OOKYMEeHTe, LUenu 3anpoca, WCTOYHMKE, OTKyda  MOJTyYeHbl
cBefeHus
bubnuorpaduyeckas aopaboTtka 3akasa; YTOYHEHNE
ombnuorpadmyecknx cBe4eHUN:
4 | no cnpaBOYHbIM U34aHUSM 27,0
5 |npv nomoLn aBTOMaTU3MPOBaHHLIX CPEACTB 0,22
6 |npoBepka Hanuuus 3anpaliMBaemoro AOKyMeHTa B OubnuoTtekax| oauvH JOKYMeEHT 10,2
ropoga, obnacTtu, permoHa, B TOM Yucre no CBOAHbIM Katanoram
7 |HanpaBneHue OnaHka-3akasa C MPOCTaABIIEHHOW  OTMETKON OAMH 3aKas 0,27
(wtemnenem) "B ropoge HeT" B OTpacneBon, YyHUBeEpCanbHbIN
ueHTp unn B 6ubnuoteky (opraH uHdoOpmMauun) N0 JaHHbLIM
CBO[HbIX KaTanoros
8 |3anuch cBegeHuit 0 HanpaeneHun 3akasa no MBA (HavmeHoBaHMe| ofHa 3anucb 1,4
bmbnunotekn, aata) Ha 06opoTHOM CTOPOHe BnaHka 3akasa
9 |nomeleHne bGnaHka-3akasa B "KapToTeKky 3anpocoB untartesnen no OAHO 0,32
MBA" 3a pasgenutenem "3anpocbl no MBA, HanpaBneHHble B| TpeboBaHue
apyrue bubnmnotekn"
10 |npuem [OoOKymMeHTOB, npucnaHHbix no MBA; pacnedatka| OAWH OOKYMEHT 3,8
OaHgeponu, npoBepka COCTOSIHUSA [OKYMEHTOB, OTMeTKa Aathl
nonyyeHuss U HasBaHust OMONMOTEKKW, BbICNABLUEN [OKYMEHTHI,
WHBEHTApPHOrO  HOMepa, Cpoka MONb30BaHWs;,  Pa3MeCTUTb
OnaHk-3aka3 Wu3 pasgena kaptotekum "3anpocbl no  MBA,
HanpaerneHHble B Apyrne 6ubnuotekn" B pasgen "lonyyeHHble Mo
MBA n3ganuna"
11 |onoBeLleHVe YiTaTeNs O NOMy4YeHNn 3anpoLLEHHOrO AOKYMEHTa M| ogHo n3BelleHne 1,35
CPOKE NOMb30BaHNS UM
12 |Bblgava uutatento nonyyeHHblx No MBA fOKyMeHTOB B YATanbHOM| OAWH AOKYMEHT 1,0
3ane (B cnyxebHoM nomelwieHnn OMONUOTEKN);  cBeEpKa
BblJABaeMoro JoKyMeHTa ¢ OriaHKOM-3aka3oM, MpoBepKa Hanmums
CTPaHWL, U COCTOSIHUE AOKYMEHTa, OTMETKa Bblgauu
KoHncynbtanTtlnioc
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13 |npvem gokymeHTa OT u4uTatend B 4uTanbHOM 3ane; cBepka| oauH OOKYMEHT 0,5
AOKYMEHTa C 4acTblo OnaHka-3akasa, MpoBepka COXpPaHHOCTU
OOKyMeHTa, OTMeTka O mpuemMe, TMOMelleHne [dOKyMeHTa B
cneumarnbHO BblAeneHHOe MeCTO (3aKpbITbIv LWKad)

14 |n3Bne4veHne bnaHka-3akasa W3 KapTOTEKW, 3anncb CBedeHun ob| OaMH NMUCTOK 1,0
OTNpaBke u3gaHusa (data, HOMep MOYTOBOrO  OTNPaBIEHUS); TpeboBaHus
nepecraHoBka nucTka us pasgena "lMonydeHHble no MBA nsgaxHmsa"
B pasgen "Bos3BpalueHHas nutepaTtypa”

15 |nogrotoBka K oTnpaBske OOKYMEHTOB B| OAWH OOKYMEHT 3,6
oubnuoTteky-dpoHaoAepKaTeNb 3aka3HoM OaHOEepOorblo; ynakoBka
OaHOeponu, B3BELMBaHME €€, HaKnemBaHue Mapku (ecnu Het
LEeHTpann3oBaHHOW oOnnaTbl MEPEechINikK), HanucaHwe agpeca,
COCTaBIIEHME ONnnUcK

16 |paborta C OoTKasamu; npu nony4yeHnn oT OAMH OTKa3 1,03
ombnuoTtekn-poHgoaepxaTens usBelwleHnss o6  oTkase  unu
3afepXKe BbINOMHEHUA 3anpoca: W3BMEYEeHUEe U3  KapTOTEKU
6GnaHka-3akasa, ykaszaHue Npu4YuHbl U gatbl oTkasa Ha OOOpPOTHOM
CTOpOHe, nepecTaHoBKa M3 pasgena "3anpocel no MBA,
HanpaereHHble B apyrue 6ubnuotekun” B pasgen "OTkasbl no MBA"

17 |coobLyeHne B oTaen 0o6CnyXuMBaHWS O MONyyYeHMM oTkasa (para, OAVH OTKa3 1,35
npuynHa)

O6cnyxnBaHue aboHeHToB N0 MBA

Npuem 3aka3os:

18 |npu oTcyTcTBUM HOMEpa aboHeHTa Ha GraHKke-3akase npoBepka Mo|  OAWH oTka3 1,0
KapToTeke aboHeHTOB, aboHMpYyeTCs N AaHHas opraHn3aums

19 |opraHmsaums  aboHMpyeTcs:  NpOCTaBlieHWe  HoMmepa  Ha OAVH OTKa3 3,6
OGnaHke-3aka3e, CBepka aapeca, Ha3aBaHUs opraHu3auumn, hamunmm
oTBeTcTBeHHOro no MBA, BHECEHME M3MEHEHUI B KAPTOYKMN

20 |nepBu4yHOE obpalleHne aboHeHTa B TEKYLLEM rogy: NpoCTaBfieHne OAVH OTKa3 3,6
B KapTouke rog obpalleHus, naty

21 |odopmneHve aboHeHTa (opraHnsauus paHee He aboHupoBanack):| oawH aBoHeHT 5,0
npucsoeHne  aboHeHTy  HOMepa,  3anofiHEHME  KapTOuku
peructpaumm aboHeHTa MBA wun pasgenutensa (cdopmynsap),
yKkasaHue MOfHOMo0 HauMeHOBaHWsi OubnuoTekn, No4YTOBOroO
agpeca, TenedoHa, hamunmn, nmeHu, oT4yecTBa OTBETCTBEHHOIO
nuua, AaTbl OTKPbITMS U HOMepa aboHeHTa

22 | paccTtaHoBKa perMcTpauuoHHbIX KapTovek B KapTOTeKy OfHa KapTouyka 0,32

23 |ocdopmneHve un3BelweHns ans  aboHeHTa  (CTaHgapTHOe| ogHO M3BelleHue 1,6
n3BelleHne 06 OTKPbITUM aBoHEMeHTa); 3anpoc HeaoCTalLwmnx
CBeEeHMI ANs KapTOTEKM TUMOBbLIM NMUCbEMOM

24 |npoBepka NnpaBUNbHOCTH 3anosHeHust HnaHka-3akasa, OOVH 3,8
3a00JPKEHHOCTN aboHeHTa, NpocTaBneHe Ha obopote 1-n yacTu| GnaHk-3akas
GnaHka-3akasa (CTp. 2) cBOero wTemnens u pJatbl MnofnyvyeHust
3akasza B pybpuke "CnyxeOHble oTMeTKM 6ubnuotekaps” npu
BbIMOSIHEHUN U NepeHanpasfieHnn 3akasa B CTpoKe "panoH, ropoa”

25 |nepegaya Ha y4acTok paboTel C OTKa3amy HenpaBWIilbHO OAVH OnaHkK 0,43
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0hOpPMIEHHBIX 3aKa30B U 3aka3oB abOHEHTOB-3a0MKHUKOB

26 |wwncpoBka 3aka3oB aboHeHTOB; nogbopka OnaHkoB-3aka3oB Mo|  oavH GnaHk 2,7
andasuTy, NpoBepKa HaNU4na AoKyMeHTa No Katanory

27 |nogrotoBka [OOKYMeHTa K Bblgaye: CcBepka [OKymMeHTa c¢| oOuH JAOKYMEeHT 1,4
GnaHKkoM-3aKasoM, MNpOBepKa HanuMuMs CTpaHuL, U COCTOSIHUSA
[OKYMeHTa, NpocTaBneHne Ha GnaHke-3akase Lngpa O0KYMeHTa,
yKasaHne UHBEHTApHOro HoMepa, KonuMyecTBa [OKYMEHTOB, AaTbl
BblJauyu; NpocTaBneHne LTemnens GubnuoTekn ¢ HasBaHWeM U
MOYTOBLIM adpecoM, ykasaHue cpoka Bo3BpaTta, MpocTaBreHue
Homepa GaHaepony BHU3Y

28 |nocTaHOBKa 3aKa3a Ha ouvepeflb (B cny4yae 3aHATOCTVM u3daHus),|  oauH 3akas 1,6
oTnpaBska usBeLleHst abOHEHTY

29 |nepefaya u3gaHWs Ha konupoBaHuwe (Mpu 3akase Ha dparMeHT OAIVH 3aKa3 2,7
n3fgaHusa: cTaTbhs U3 XypHana, cbopHumka)

30 |oTnpaBka [oOKyMeHTOB aboHeHTaMm: ynakoBka OGaHgeponu,| oauvH AOKYMEHT 2,5
B3BELLUMBAHWE, HaKNeuBaHWe Mapku, HanucaHue  agpeca,
COCTaBrieHMe onucu

31 |pacctaHoBka OnaHkoB-3aka3oB (1-A 4acTb) Ha  BblAdaHHble| OAWH AOKYMEHT 0,32
OOKYMEHTOB (BbICIaHHbIE) B KAapTOTEKy obcnyunsaHnss aboHEeHTOB
B pasgen "BblgaHHble no MBA nagaHms"

32 |6ubnunorpacdmyeckas  gopaboTka  HEBbIMOITHEHHbIX  3aKa30B;| OAWH AOKYMEHT 3,2
yTO4YHEeHne OBubnuorpadmyeckmx cBedeHUn N0  CNPaBOYHbIM
n3gaHnsam

33 | BbIIBNEHWE HanNn4ns 3anpaluvMBaemMoro JoOKymMmeHTa B bubnuortekax| oguH AOKyMEHT 10,2

ropoaa, pervioHa

34 | odbopmnieHne 3akasa kK nepeHanpaBfeHnlo B apyrme ombnuorteku; OAMH 3aKas 2,7
ykasaHme Ha OOOpOTHOM  CTOPOHE  MPWUYUHbI n pgarbl
nepeHanpaBlieHnda, OTMeTKM O nNpoBepKke Mo cnpaBOYHbIM
n3gaHusiM, curnbl GubnuoTtek-cboHOoLepaTenen no CBOLHOMY
KaTanory

35 |oTnpaBka aboHEHTY M3BELLEHVST O MepeHanpaBfeHun 3anpoca C|oaHOo usBeLleHue 1,6
ykasaHuem 6ubnmoTeku, B KOTOPY OH HanpaBneH

36 |pernctpaumnsa oTkasa B Yy4e€THbIX (opmax; OTnpaBka abOHEHTY OAVH OTKa3 3,6
6naHka-3akasa B criy4ae HEBO3MOXXHOCTW BhINOMHEHNUsSI C OTMETKOM
0 NpUYMHE 0TKa3a B COOTBETCTBYHOLLEN pyOpuke

37 |npuem AOOKymMeHTa, BO3BpaLLEHHOr0 abOHEHTOM; MOoSlydyeHWe Ha| OAWH AOKYMEHT 3,2
nouTe, pacnevartka 6aHOeponu, NpoBepka COCTOAHUS [OOKYMEHTa,
n3BrevyeHne OnaHka-sakasa M3 KapTOTekM  OOCNyXMBaHUS
aboHEHTOB, yKasaHWe Ha HeM [faTbl BO3BpaTa [AOKYMEHTa,
nepectaHoBka ©OnaHka-3aka3za B pasgen  "BosBpalleHHas
nutepatypa"

38 KOHTPOJIb 3a CpOKaMu noJfib3oBaHNA [OOKYMEHTOB, BblidBlieHWe| OOWH OOKYMEHT 1,6
AOOJIXHUKOB, HanpasJieHne HanoMuHaHWn

BbinonHeHune pabot B AC:

39 | dhopmupoBaHme 6a3bl AaHHLIX 00 abOHEeHTax No COOTBETCTBYOLWEN| OAMH aBOHEHT 54
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opme, BBOA MHDOPMALUKN O HOBOM abOHEHTe
40 |nouck B 6a3e gaHHbIX cBedeHun 06 aboHMpOBaHUM opraHu3auuu;| OoAWH abOHEeHT 3,6
BHECEHNE N3MEHEHUI
41 |BBOA MHOPMAaLMM O NPUEME 3aKa3oB OT abBOHEHTOB OoAWH aboHeHT 0,27
42 |BBOA WH(pOpMaLMM O nepeHanpaBneHUM 3akasa, BblBog Ha| oaWH aboHeHT 1,6
NPUHTEP U3BELLEHUS O NepeHanpaBiieHnn 3akasa
43 |BBOA OaHHbIX O MOCTaAHOBKE 3aka3a Ha odepedpb; cooblieHve| oaunH aboHeHT 1,6
aboHeHTY
44 |peructpaumsi BblgaHHbIX abOHEHTY [OKYMEHTOB, MNpoOCTaBneHue| OoauH AOKYMEHT 2,7
Cpoka BO3BpaTta
45 |ypaneHue M3 maccmBa AaHHbIX O BO3BPaLLEHHOM AOKYMEHTE OAWH JOKYMEHT 0,16
46 |KOHTpONb 3a CpokaMu BO3BpaTa AOKyMEHTa: nouck M oTbop| oauH aboHeHT 2,7
OaHHbIX B MamsATM MalWHbl O 33a[0JDKHWKAX, BbIBOA HYXXHON
MHpopMaUMM Ha NPUHTEpP, pacnedaTtka CrUCKOB C YKa3aHWeM
agpeca aboHeHTa
4.7. MaccoBas paboTta
Tabnuua 74
N HanmeHoBaHMe npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHnst BPEMEHMN,
MU/H.
1 2 3 4
MoaroToBka MaccoBbIX MEPONPUATUR
OnpepneneHne Tembl, cOCTaBa ayaUTOpMM, OTBETCTBEHHOrO 3a OfHO
MeponpusiTue B LENOM, COCTaBfieHMe nnaHa noAaroToBKU| Meponpusatne
MeponpusTMS, BOMPOCOB Ans  ODCyXxaeHus, npurnawleHue
KOHCYNbTaHTOB, FeKTopoB, nogbopka [OOKYMEHTOB MO TeMme
MEpOMNpPUSATUS; OpraHn3auus BbICTABKM NuTepaTypbl, anbboMOB;
OMoBELLEHME uuTaTenen o MeponpusaTMM  4Yepe3  aduLum,
nyénvkauum B nedatu, Mo paguo, TeneBMAEHUO, 4Yepes
3MNEKTPOHHYK PacCbifiKy; BbISIBIIEHWE BbICTynawLwmx; neyaTb U
pacnpocTpaHeHue npurnacuteneHblx OUNeToB, W3roTOBNEHUE
PEKBU3UTOB,  KyKON,  AeKopauun, KOCTIOMOB; NoaroToBKa
NMoMmeLlLleHns1; NPOBEeAEHNE COBELLAHUA MO UTOraM MOArOTOBKU WU
nposeneHus MepOonpuUsTUNR, odopmneHne npoTokona,
cocTaBneHme M onybnukoBaHWe  UTOrOB NpoBeAEeHHbIX
MepOonpUATUN:
1 |untaTtennbckas KoHdepeHuus 4900,0
2 |nuTepaTypHO-XyOOXECTBEHHbIV BeYep, BeYep OTPacrneBON KHUW, 3340,0
anenyT
3 |Beyep BOMPOCOB U OTBETOB, YCTHbIN XXypHan 2600,0
4 |kny6 no uHTepecam 2600,0
KoHcynbTaHTlIntoc
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OETCKUIA YTPEHHUK 3900,0

BUKTOPWHA, KOHKYPC, Urpa-nyteLwecTame 3900,0

BbICTaBKM ETCKOro TBOpYeCcTBa 2280,0

0 | N |O

nutepaTypHo-no3HaBaTenbHoro 3aHatms go 30  yenosek 1800,0
(rpynnosoro)

9 |ypoka TBOpYecTBa (MacTep-knacca) 960,0

10 |komaHgHow urpbl-kBecTa (cBbile 30 YenoBek) 4800,0

11 |kBecTa ans ogHow rpynnbl Ao 30 YyenosBek 2400,0

OpraHmsau,mq KHWXXHbIX BbICTaBOK

CocTaBrneHve nnaHa opraHvM3auvMnm W MNpoBe[eHUs BbICTaBKM;
BbIIBNIEHNE U OTOOP JOKYMEHTOB; MOArOTOBKa COMPOBOAUTENLHOM
OOKYMeHTauuun K BbICTaBKe; co3gaHne XyOdoXeCTBEHHOro MnpoekKTa;
MOHTaX BbICTaBKW; OpraHn3auua I/IHd.)OpMaLI,I/IOHHO-peKJ'IaMHOVI
paboTbl No

nonynsipusaumu BbICTaBKW; NoABEAeHNE UTOToB paboThbl

TemaTnyeckme BbICTaBKM  00LLIEOMONMOTEYHOIO Maclwitaba,| ogHa BbiCTaBka
opraHuayemble Ha hoHaax GubnunoTeku:

KonnyecTBO 9KCNOHATOB:

12 11-50 560,0

13 151 -100 1120,0

14 1101 - 200 2240,0

BbicTaBkM NO  onpedeneHHoM oOTpacny 3HaHWi WM Teme,
opraHusyemble

Ha cdoHae 6ubnuoTeku O[lHa BbICTaBKa

KonnyecTtBo 3KCnoHaTOB:

15 11-50 310,0

16 |51-100 940,0

17 1101 - 200 1920,0

Ha donge otaena o[Ha BbiCTaBKa

KonnyecTtBo 3KCnoHaToB:

18 11-25 180,0

19 126 - 50 360,0

20 [51-100 720,0

BbICTaBKVI, NocCBALWEHHbIE XU3HU N OedTeJIbHOCTU BblaalOWKMXCA| OAHAa BbICTaBKa
nogen ("nepcoHanun")
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KonnyecTtBo 3KCnoHaTOB:

21 11-10 47,0

22 |11-25 110,0

23 126 -50 210,0
BbicTaBkn Ha nonkax crennaxewn O[iHa BbICTaBKa

KonnyecTtBo aKcnoHaToB:

24 |1-5 25,0
25 |6-10 44,0
BbicTaBKM HOBbIX MOCTYMMEHUN O[Ha BbICTaBKa

KonnyecTtBo 3KCnoHaTOB:

26 [1-25 40,0
27 |26 - 50 72,0
28 [51-100 160,0

PaspaboTtka n anpobaumnsi nporpamMmm 3aHATUIA U TPEHNHIOB (BbIOOp| OAHO 3aHATUE
TeMbl, Nogbop nuTepaTypbl, COCTaBMEHME MaHa 3aHATMIA, nondop
mMaTepuana, aHanus npoBedeHHbIX 3aHATUI, JopaboTka):

29 | maccoBoe 3aHATue 3000,0
30 |rpynnoBoe 3aHsATME 1500,0
31 |vHauBmnayanbHoe 120,0

MpoBedeHne 3aHATMSA (MOArOTOBKA, PeneTuuMsi, npoBedeHue,| OOHO 3aHsATME
ybopka nomeLleHus):

32 | maccoBoe 3aHATUE 300,0
33 | rpynnoBoe 3aHaTME 210,0
34 |vHguBmayanbHoe 90,0
Urpbi-kBeCTbI (nuTepaTypHble, NpohOpUEHTALIMOHHbIE, ofHa
TeMaTtnyeckme) urpa-kBecTta
35 |mogrotoBka urpbi-kBecta: BblOOp Tembl, nogbop nuTepartypbl, 300,0

HanucaHwe cueHapwsi, U3rOTOBMEHME KOCTIOMOB W AeKopauum,
noabop nNpeaMeTHOro psiga, COCTaBlEHWE MONoXeHusi o6
Urpe-KBecTa; pacchblifika npurnawleHni n cnucka nutepatypbl, cbop
3asBOK; 3aKyrka npu3oB; 0OPopMIeHne U nevatb CepTUdUKaToB u
rpamoT, NyTeBbIX NMNCTOB; OPOPMIEHNE BbICTABOK AETCKMX paboT,
paboTa topu KOHKypca B pamkax KBecTa, penetnumm

36 |npoBedeHue: MNOArOoToBKa MOMELLEHUA CTaHuuW, npoBedeHue 480,0
Urpbl-kBecTa, yoopka nomeLleHus

Peknama 6ubnmoTeku; paboTa No NpuUBNEYEHUIO YnTaTeNen:
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37 |noaroTtoBka peknaMHOro coobleHus B nevyatb, Mo paguo, ogHa 420,0
TeneBnaeHunto o] paboTte onbnuoTeku, ocobeHHoCcTAX|  nybnukauums,

PYHKLMOHMPOBAHMS PasnUYHbIX NodpasfeneHnit, HoOMeHknaType| ogHo coobleHmne
ycnyr, npegoctaBnsemMbix 6ubnmoTekon

38 |noproTtoBka nnakaTta o AesTenbHOCTU Gubnuotekn (BblGop Tembl,| OAMH nNnakat 210,0
onpeneneHne cogepxxaHus U opMbl, caada B neyatb)

39 |opraHusaums 9KCKypcui; npuvem U odopmneHne  3asBKuW,| ogHa 3KCKypcus 52,0
YTOYHEHWNE TEMbI 3KCKYPCUIN N COCTaBa 3KCKYpCaHTOB

BbisiBneHve noTeHumManbHbIX notpeburenen
BUBNNOTEYHO-MHDOPMALMOHHBIX YCryr BubnuoTeku:

40 |npocmoTp npecchbl OAWH JOKYMEHT 6,8
41 |npocMOTp M aHanu3 JOKYMEHTOB KOHKYPUPYIOLLNX hrpMm OOVH JOKYMEHT 52,0
42 | BefeHune kapToTeKn NoTPebUTENbCKOro phiHKa OfiHa KapTouyka 1,3
43 | BCTpEYn C pykoBoaUTENaMn bmrpm, opraHmsaunin, npegnpuaTumn OAHO 210,0
Meponpustue
Mpumevanne:

- BpEMSI OpraHM3aLmm BbICTaBOK NUTepaTypbl, NPOBEAEHNE MACCOBbIX MEPONPUSITUIA U SKCKYPCUIN B HOPMY
BPEMEHU He BXOOWT;

- K HOpMaM BpEMeHM MPUMEHSIIOTCA MOoBbIAWLME KO3I(MMUUMEHTBI: MPU  OpraHM3auMu BblE3QHOW
BbICTaBKM - 1,1; MPW 3KCMOHUPOBaHUN Ha BbICTABKE NMUTEPATYPbI HA MHOCTPaHHbIX si3blkax - 1,6.

4.8. CnpaBo4Has 1 uHdopmaumoHHas paboTa

Tabnuua 75
N HanmeHoBaHMe npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHnst BPEMEHMN,
MU/H.
1 2 3 4
Y4yeT NoCTynUBLUNX BTOPUYHBIX OKYMEHTOB (KapToyek)
CyMMapHbIl y4eT KapTOYeEK B XXypHarle NoCTynfneHni 1 BbibbiTUst B  ogHa napTtus
perncTpaumMoHHbIX KapToTekax
Ymncro NocTynMBLUNX KapTOYek:
1 11-110 19,0
2 |111-220 63,0
3 |221-600 160,0
4 |BblIBIEHNE HEBBLIMOSIHEHHbBIX 3aKa30B; COCTABfIEHWE 3asiBKM Ha OAWH 3aKas 4,5
HEeBbINOMNHEHHbIE 3aKas3bl
OpraHusauua cnpaso4vHo-6ubnuorpadcuyeckoro annaparta (CBA)
MpocmoTp M OTOOP OOKYMEHTOB M3 TEKYLUMX MOCTYMSIEHUA ans
BkntoveHnss B CBA, B TOM uncrne kpaeBegyeckuii katanor:
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5 |kHura ofHa KHura 3,2
6 |cbopHuk o[Ha cTaTbs 2,7
7 |>xypHan oJHa ctaTbsl 2,7
8 |raseta ofHa cTaTbs 1,6
9 |6ubnuorpaduyeckoe nocobune O[Ha 3anucb 0,5
10 |neTonuUcb KHWXHbIX, XXYpPHarbHbIX U ra3eTHbIX cTaTen oJHa 3anucb 0,83
11 | NPUKHWXHBIA BUBNUorpadmyecKkmin CNMcok ofjHa 3anuchb 0,5

CocraBneHne onbnunorpaguyeckon sanncu O[fHa 3anucb

KonunuecTtBo anemeHTOB Gubnmnorpadunyeckon aanncu:
12 |1-4 3,2
13 |15-6 0,5
14 |7-9 6,0

CocTtaBneHne aHHOTauuMW, WU3yYeHUEe [OKYMEeHTa, HanucaHue| ogHa aHHoTauus

TekcTa:
15 |aHHOTMpPOBaHME KHUT 260,0
16 |aHHOTUpOBaHWe cTaTemn 156,0
17 |aHanuTu4eckass pPOCMNUCb  >KYpHamnbHbIX, ra3eTHbIX cTaTen,| oAWH AOKYMEHT 3,8

cbopHMKoB, OubNMorpaduyeckmx Mocoduin: 03HAKOMIEHNE C

cofepXaHuem usgaHusl, CoctaBneHme aHanmMTn4eckon pocnmcu

MpocMOTp  NOCTYMMBLUMX  MHAPOPMALMOHHBIX (BTOPUYHBIX)

OOKYMEHTOB n oTbop nx ans BKITHOYEHUS B

cnpaBoYHO-OMbGnorpacdmnyeckmin annapart (MepBuYHbLIN OTOOP)

MpocMOTPp MHPOPMALIMOHHBIX M3OaHUI (B TOM YMCMe KapToudkM) u| oaHa kapTodka

oTOOp M3 HUX [JOKyMeHToB ana BkmodeHus B CBA;

cucTemMaTmM3auusa KapTtodek Mo Tunam KaTarnoroB W KapToOTek;

npoBepKa MHAEKCOB, pacCTaHOBKA KapToYeK

Yucrno KapTouek:
18 |1-10 18,0
19 [11-100 165,0
20 1101 -300 490,0

MpocmoTp mn otbop kaptoyek B CBA c uenbio m3baATMS Unu

nepemeLLeHns (BTOPUYHLIN 0TOOP):
21 |nM3bsATME M3 KaTanoroB W KapTOTEK KapTOdeK Ha [OKYMEHTbI,| OogHa kapTouka 1,5

crnvcaHHble 13 doHaa; npocMoTp KpaeBeg4yeckux,

Gubnuorpadumyeckmx n dakrorpadnyecknx KapToTek, M3bAaTUE U3

HAX KapTOYeKk Ha [OOKYMEHTbl, MNOTEPSIBLUME  LIEHHOCTb,

nepeBefeHNEe KapTOYEK B APXUBHbIE KAPTOTEKU (YHUYTOXEHME);
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BbIMOSIHAEeMble B OM...

BHECEHME OTMETOK B >XypHane yyeTa W perucTpaumoHHOM
KapToTeke
OpraHusaums rmasHow cnpaBoyHon kapTtotekn (I'CK):
22 |npocmMoTp M oTbop pgokymeHtToB Ans  BkmoveHns B [CK;| oguH gokymeHT 2,7
ohopMIIEHME KapTOYKN
23 |HanucaHue 1 paccTaHoBKa pas3fgenutens oavH 1,7
pasgenuTenb
PepaktunposaHnue 'CK:
24 |uckntoyeHne n3 NCK kapTodek Ha [OKYMEHTbl, yCTapeBLUME WNKU| OOHa KapTouka 50
HenpodunbHble, NepeBedeHne X B apXMBHYIO YacTb (M3bATHE);
JeTtann3anpoBaHne pasgensi
25 | HanncaHwne HOBbIX pasgenuTenemn OOVH 1,4
pasgenuTens
OpraHusauus kKapToTeKM NEePCOHANN:;
26 |onpeneneHne n cocTaBreHne nepeyHs nul, CBeeHUs O KOTOPbIX| OAWH AOKYMEHT 10,0
OoTpaXkatoTcs B KApTOTEKe; MPOCMOTP WH(OPMALMOHHBLIX WU3A4aHWMN,
NepBUYHBIX OOKYMEHTOB, OTOOp AOKYMEHTOB [Ansl BKIIHOYEHMSI B
KapTOTeky
27 |TexHudeckas u cogepxaTenbHas obpaboTka [OKYMeHTOB pAnis| OOuH AOKYMEHT 2,7
BKIMIOYEHNS B KaApTOTEKY; pacCTaHOBKa KapTodek Mo andasuty
drammnnuin aBTopoB U No BUAAM JOKYMEHTOB
28 |HanncaHue 1 paccTtaHoBKa pasgenutenen OOVH 1,4
pasgenuTenb
OpraHusauua cdaktorpadudeckon kaptoteku (PK):
29 |onpegenenne npeameTta, oObekTa M OCHOBHbIX MPWU3HAKOB ANs1| OAWH AOKYMEHT 2,7
oTpaxeHusi B PK; NnpocMoTp JOKYMEHTOB M OTOOP Anst BKMOYEHUS
B ©®K; 3aHeceHne 0TOOpaHHbIX CBegeHui Ha KapTbl
MHOPMALIMOHHOrO MaccuBa C BHECEHMEM COOTBETCTBYHOLLUX
OTMETOK B MOUCKOBbI MaccuB (pakTorpacmnyeckomn KapToTekn
30 |penaktnposaHne @®K; npoBepka nNpaBUMbHOCTU  BHECEHUS| OAWH AOKYMEHT 1,6
CBeEeHWIN 1 yKa3aHui 06 NCToYHMKax nHdopmaLmm
31 |HanuncaHue 1 paccTaHoBKa pasgenutenen OAVH 1,4
pasgenuTenb
OpraHusauunsa TeMaTuyecknx nanok ra3eTHbIX BbIPE30K:
32 | NpocMOTp raseTHbIX BbIPE3OK U UX cUMcTemMaTtmsauns OfHa Bblpe3ka 2,5
33 |ocdopmneHne BbIPE3OK AN XpaHEHUs B TeMaTU4YecKMx nankax;| ofHa Bbipeska 3,2
KpaTkoe onMcaHue UCTOYHMKA, HaKNenBaHNe Ha KapTOYKu
34 |cnpaBkm no  TenedoHy O  gesATenbHOCTM  BmMbnMoTeku eXegHeBHO 90,0
(npepoctaBneHve nonb3oBatensm uWHgopmauum o  pabote
OubNMoTeKN,  KPYXKKOB,  CTyauH, NnpoBeAeHNss  KOHLEPTOB;
coeaIHeHWe C ApyrMMm noapasaeneHmsamMm 6MbnmoTtekn)
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4.8.1. CnpaBo4Ho-6ubnmnorpacmyeckoe odcnyxmnBaHne

Tabnuua 76

N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma

n/n n3mepeHusi BpeMeH!,
MWH.

1 2 3 4
Mpuem Gubnmnorpadmyecknx 3anpocos:

1 |npnem Gubnumorpadmyeckoro sanpoca; yTo4HeHMe TeMbI, LeneBoro|  oauH 3anpoc 5,0
N YMTaTENbCKOro HasHa4yeHwusi, NONMHOTY MCTOYHUKOB, TUMOB, BUOOB
N XPOHOJTOTMYECKMX PAMOK 3amnpocoB
BbinonHeHne cnpaBok
BbinonHeHne TemaTM4ecKkomn cnpasBku; NOUCK U OTOOP AOKYMEHTOB;| OAOHa cnpaska
cocTtaBneHue 6ubnuorpadunyeckoro onmcaHus
IMMCbMEHHO; KONMYECTBO NCTOYHMKOB:

2 1 3,0

3 12-5 15,0

4 [6-10 30,0
YCTHO; KONNYECTBO UCTOYHUKOB:

5 |1 2,0
BbinonHeHue agpecHo-bubnmorpaduyeckomn CMpaBKu;

YCTaHOBIMEHWE HanMuns UNN MecTa HaxoXOeHWUst OOKYMeHTa Wunu
ero 4yactu B poHae 6ubnuorteku
[MMCbMEHHO; KONMMYECTBO NCTOYHMKOB:

6 |1 2,0

7 12-5 12,0

8 |16-10 24,0
YCTHO; KONNYECTBO UCTOYHUKOB:

9 I 1,5
BbinonHeHne  yTouHsiowen — Gubnuorpadudeckonn  cnpaeku,| ogHa cnpaBka
yCTaHaBnuBeatoLlemn n (nnn) YyTOUHSAOLLEN 3NEeMEHTHI
ombnuorpadmnyeckoro onucaHusl, KOTopble OTCYTCTBYHOT UK
NCKaXkeHbl B 3anpoce YntaTenst
MUCbMEHHO; KONMYECTBO MCTOYHMKOB!

10 |1 2,7

11 12-5 14,0
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12 16-10 27,0

YCTHO; KONMMYECTBO UCTOYHMKOB:

13 |1 1,6

BbinonHeHne dakTorpadumyeckon cnpasku, YCTaHaBnuBalowen| ofgHa crnpaska
KOHKpETHble CBEAEHUs O TeX WU MWHbIX OObekTax, COObITUSX,
npoueccax, garax

MncbMeHHO; KONMNMYEeCTBO NCTOYHUKOB:

14 |1 2,7
15 12-5 13,5
16 16-10 2,7

YCTHO; KONMMYECTBO UCTOYHMKOB:

17 |1 1,6

KoHcynbTaumsa y cnpaBoyYHo-6mbnunorpacuyeckoro annapaTa

18 |MNpoBepeHne OGeceabl 00 oOpraHM3auMnM U MCMNOMbL30BaHWM oAHa 10,0
pa3nnyHbIX yacTteun cnpaBo4yHOro annaparta, no mMeToguke KOHCYyIbTauuna
Bmbnunorpacunyeckoro novcka

BeaeHve poHOa BbINOMHEHHbIX CNPaBOK:

19 |oTbop cnpaBok Anst hoHAa, pasnoxeHne No nankam (KoHBepTam);| onHa cripaBka 0,5
odhopMrieHne cnpaBku (3anvck B TeTpagb yyeTa)

20 |cocTtaBneHue KapTo4kn ONnA apxXuBa; YyKa3aHue nopaakoBoro|l oOAHa KapTodka 2,7
HOMepa, TeMbl, OaTbl Bblaa4yun; YCTAaHOBKA KapPTOYKM B KapPTOTEKY
apxuBa BbIMNMOJIHEHHbLIX CMpaBOK

PaboTbl B pexume AC:

21 | cbopmupoBaHme rnasHou cnpasoyvHon kaptoTekm (CK); BBog B| oaHa kapToyka 2,0
6a3y [OaHHbIX aHanUTUYeCKOW POCMIUCKM  ra3eTHOXYpPHarbHbIX
cTaTel, COOpPHMKOB

22 | nouck n otbop Gmubnmorpadmyeckon 3anmcu nNo yCrnoBusim OfHa KapTouyka 2,7

23 |BbIBOO Ha 3KkpaH Gubnuorpaduyeckon 3anucyM WM OTAENbHbIX| OAHA KapTouka 1,0
cBeeHUn; pacneyaTka

4.8.2. bubnuorpadunyeckoe MHHOOPMMpOBaHNe

Tabnuua 77
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopwma
n/n n3mepeHusi BPEMEHM!,
MWH.
1 2 3 4
BbisBneHne unHdOpMaLMOHHLIX MNoTpebHOoCTEen chneumanucToB
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MEeTOAO0M aHKETUPOBaHUA:

1 |onpeneneHne  KOHTUMHrEeHTa  noTpebutenemn MHdopMaLnu; OAWH 34,0
paspaboTka 3asBkM AN onpegeneHus  MHAOPMaUMOHHBLIX| noTpebutenb
notpebHoCTEN (3anpocoB); pacchbinika (pacnpoCcTpaHWUTb) 3asBKK;
ob6paboTka MoONy4eHHbIX 3asiBOK; coOcTaBneHue Ha 6ase
MOMyYeHHbIX [OaHHbIX KapTOTEKU KOHTMHIeHTa notpebutenen
MHdOopMaLMM U NX NHPOPMALMOHHBLIX NOTpebHOCTEN (3anpocoB)

BbisiBNeHve MHGOPMAaLMOHHBIX MOTpebHOCTel crneunanucTos Ha
OCHOBE aHanu3a NnaHoBO-OTYETHOMN JAOKYMEHTaLMN:

2 |oTbop, usyyeHue, aHanns oT4ETHbIX AOKYMEHTOB 1 (DOPMUPOBAHME| OOUH OTHETHLIN 24,0
TEeMaTUKN CNpPaBOYHO-MHOPMAaLMOHHOIO 0BCMNYXXMBaHNS B Pa3HbiX OOKYMEHT
pexumax

3 |pacnpegeneHve TemMaTudeckmx  pybpuk  MHAOpPMaUMOHHLIX| oaHa pybpuka 2,7
notpebHocTelr NO  MoAapasfeneHusM, y4acTBYOLLUM B

Cl'lpaBO‘-IHO-MH(bOpMaLI,VIOHHOM O6Cﬂy)Kl/| BaHUN

3aknioyeHne ¢ aboHeHTamwm [JoroBopa Ha WHMOPMaLMOHHOe
obcnyxuBaHue:

4 |aHanM3 OdaHHbIX O  3aMHTEpPEeCcOBaHHOCTM  abOHEHTOB B| oawH poroeop 2300,0
NMHOPMALMOHHOM OBCNyXMBaHUM U pexumax usbupaTensbHOro
pacrnpocTpaHeHNss U PEeTPOCMNEKTUBHOIO MOWCKA; 3akMiovyeHne u
nepecMmoTp Aoroeopa

dopmupoBaHne cetm abOHEHTOB CUCTEMblI M3BMpaTENbHOro
pacnpocTpaHeHus uHgpopmaumm (MPW):

5 |onpeneneHvne kKOHTUHreHTa aboHeHTOB cuctembl IPU; BbisiBneHne| opuH aGoHEHT 34,0
TUNOBbIX U MHAMBUAYambHbIX 3anpocoB abOHEHTOB; WU3y4deHue,
Knaccudukaums, MHAeKCUpoBaHUe 3anpoCcoB; BBEAEHNE AAHHbIX O
3anpocax B aApecHy KapToTeky

MNopgroTtoBka curHanbHOro onoseLleHnst B cucteme VIPU

BoisBneHne, npocmotp M oTbop MaTepuanoB M3 TEKyLMX 0f4HO
NOCTYNMeHnn; pacnpegeneHne oTobpaHHbIX MaTepuanoB u3| oOnoBeLleHne
TeKyLLMX NOCTYNMneHnn no aboHeHTam

KonnyecTBo NPOCMOTPEHHBIX [OKYMEHTOB:

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

MoarotoBka NogbopOK CUrHanbHbIX onoBeLeHnin B cucteme MIPA

3anonHeHne 6GnaHka-3akasa Ha TUpaXupoBaHue; perucTpaums 0fHO
MOCTYMNMBLUMX KOMWIA, NMPOBEPKa WX KayecTBa W IK3EMMIAPHOCTU;| OnoBeLleHue
3anofHeHne conpoBOAUTENBHON AOKYMEHTaLMK

KonunuyecTtso 3anpocos:

9 [1-2 14,0
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10 |3-4 17,0
11 15-7 21,0
12 18-10 25,0

MpocmoTp 1 oT6op AoKkymMeHTOB And Beoga B AC

MpocMoTp mMaccmBa NOCTYNMBLUMX AOKYMEHTOB; OT6OP AOKYMEHTOB| OAWH OOKYMEHT
COOTBETCTBYIOLLIEN TeMaTuK1 U BBegeHue B 6asy aaHHbix AC

OT60p NepBMYHbLIX JOKYMEHTOB:

13 [1-50 290,0

OT00p BTOPUYHBIX JOKYMEHTOB:

14 |1-50 110,0
15 |nogroToBKka KapTOYkM Ans pabdounx kaptotek P OAHO onuncaHwne 2,7
16 |nogroToBka TpadapeToB ¢ kapTodkamu UPU ona TupaxnpoBanusa | oguH tpadapeT 1,4

KoppekTnpoBka BbIXOAHbIX Tabynsarpamm:

17 |ocHOBHOW psa oaHa 3anucb 2,7

18 |BcnomoraTenbHLIN yKasaTenb ojHa 3anucb 1,6

19 |pepakTnpoBaHue BbIXOAHbLIX Tabynarpamm K odopmieHve| oaHa 3anucb 4,2
OOKYMEHTOB

20 |Hapes3aHue, pacnevaTka NogbopoK Ha OTAENbHbIE ONUCAHUSA O[HO onucaHue 1,6

KoppektupoBka cuctemol IPW no pesynbtatam aHanusa kapT
obpaTHo cBs3n

O6paboTka 1 aHann3 KapTbl 0OpaTHOM CBSI3W; BHECEHWME OLIEHKU ofHa KapTa
CUrHamnbHOro  OnoBelleHMs B YYeTHyl kapTy aboHeHTa;
KOPPEKTUPOBKa CUCTEMbI HA OCHOBE aHanusa kapT obpaTHoW CBA3U

KonnyecTtBo KapT:

21 (1-7 70,0
22 |8-10 75,0
23 [11-15 80,0
24 116 -20 85,0

Bblgaya JOKYMEHTOB Mo 3anpocy:

25 |BbiiBNeHMe u oTOOpP [AOKYMEHTOB (M3gaHuWsl) Mo 3anpocy B| OOWH AOKYMEHT 1,4
CnpaBOYHO-MH(POPMaLMOHHOM  boHAe, OdopMneHne  Bblgady
AOKYMEHTOB B YCTaHOBMNEHHOM MOPSAKe

"pynnoBoe 6ubnuorpacumyeckoe MHPOPMMPOBaHME:

26 | bopmupoBaHue cocTaBa rpynn aboHEHTOB OAVH abOHEHT 720,0
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27 |yTOYHEHMEe TeMbI, COrnacoBaHMe UCTOYHUKOB MHGOPMaLMK, BUAab ofHa Tema 3,6
OOKYMEHTOB
28 |cocTaBneHue perncTpaumoHHON KapTOYKM OfiHa KapToykKa 1,6

Mopobopka [OOKYMeHTOB pAnd uMHMOpMauuu; cocTaBfeHne u| ogHa KapTouka
HanucaHve OrMoBeLLeHNs; OTMnpaBKka OrMoBeLeHus; 3anucb B
KapTouku MHpopMauun; aHanuns KapTbl 0OpaTHON CBS3U

MMCbMEHHO; KONMNYECTBO N3OAHUN:

29 [1-5 12,0

30 |[6-10 24,0

YCTHO; KONIMYECTBO U3OaHUN:

31 [1-5 12,0

OnepaTrBHOE MHGOPMUPOBaHKME MO 3anpocy:

32 |dopmupoBaHme ceTu abOHEHTOB, BbISIBIEHWE TUMNOBbIX W| OAMH aBOHEHT 4.4
MHAMBUOYyanbHbIX 3anNpocoB noTpebutenen

33 |u3yyeHne, knaccugukaums 3anpocoB; BBeAeHWe [OaHHbIX O oAWH 3anpoc 6,3
3anpocax B aApecHyo KapToTeky

HanucaHne 0630poB 1 cnpaBok

BbisBrnieHne wn 0oTOOpP UCTOYHMKOB; 0O0paboTka WM aHanu3| oguH aBT. NUCT
OTOBpaHHbIX AOKYMEHTOB; HanucaHue TekcTa obsopa (cnpasku);
NMOAroTOBKa PYKOMMWCK K NevaTu

CocraBneHne 0630pa (cnpaeku) No NEPBUYHBLIM UCTOYHMKAM:

34 | Ha pycckoMm s3blke 5400,0
35 | Ha nHocTpaHHOM si3blke 7200,0
36 |cocraBneHue o63opa (crnpaBku) NO BTOPUYHBIM UCTOYHMUKAM 4100,0

OpraHuzaumMss W npoBedeHVWe  YCTHbIX  BubnMorpaduyeckmx
0630pOB HOBbIX NOCTYMEHWIA

MonbGopka HOBbLIX MOCTYMNMEHUA Mo 3apaHee o0ObsiBNEeHHOM| oauH 0630p
TeMaTUKe; cucTtemaTm3aumst UCTOYHWKOB MO Temam, MPOCMOTP U
aHanua3 [OoKyMeHTOB; nogbopka Gubnvorpaduyeckux OnucaHum,
KpaTkMe aHHOoTauumu, pedpepatbl Ha OTOGpPaHHbIE  WMCTOYHUKM;
noaroToBka pykonucu dubnuorpadmyeckoro ob63opa

KonunyecTBo NPOCMOTPEHHBIX M OTOGPAHHBIX JOKYMEHTOB:

37 |1-10 400,0

38 [11-25 450,0

39 |26 - 55 500,0

40 |56 - 140 600,0
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MoaroToBska GronneTeHs HOBbIX MOCTYNNEHWI

YTouHeHne (onpedeneHve) TemaTU4eckMx rpaHuLy noucka u| ogHa GonneteHb
oTOopa [OKyMEHTOB; co3daHue pybpukaTopa  GronneTeHs;
BbidABrieHne u OT60p OOKYMEHTOB B mMaccuse TeKyLnx
NOCTYMMEHUA WUCTOYHMKOB WHpopmauun; nogbopka aHHOoTauuw,
pedepaTbl, cMCTEMaTU3aUmsa nx

Konnuyectso NPOCMOTPEHHbIX JOKYMEHTOB!:

41 |11-37 60,0
42 |38 -60 90,0
43 |161-95 180,0
44 196 - 150 320,0
45 1151 -380 960,0

OpraHusauns u nposeaeHne meponpuatms "deHs nHpopmauun':

46 |onpeneneHne TeMbl; COCTaBEHME NiaHa NpPoBeAEHUS; BbisiBIEHNE 0HO 640,0
N [gocTaBka [OKYMEHTOB M3 COOTBETCTBYIOLUMX nogpasgenenHun| meponpusatmne
6ubnuotekn, nNpocmMoTp U OTOOP [AOKYMEHTOB; MOArOTOBKa
BbICTABKM  nuTepaTypbl;  OMOBELLEHWE 3aMHTepPeCcoBaHHbIX
opraHuM3aumi M cneunanuctoB;  opopMIIEHME  BbICTaBKY;
HanucaHWe KpaTKMX aHHOTauMKh; opraHusauus cbopa 3asiBOK Ha
OOKYMEHTBI, nx Bblgaya, KOHCynbTauum, OEXYypCTBO
6mbnuorpadoB; NnpoBeAeHME aHanNU3a MeponpuaTus

OpraHuzauusa n nogrotoBka meponpuatns "deHb 6ubnuorpadcpumn”,
"[leHb nocobus":

47 |yTouHeHue TeMbI; cocTaBneHune nnaHa; odopmneHne ogHo 1940,0
BbICTaBKN-NPOCMOTPA; noaroToBka 00630pa; noaroTtoBka| Meponpusitue
KOHCyInbTauun; COCTaBfIEHME WU  HanucaHue  OObSBMEHUS;
COCTaBMIEHME W HanMCaHWe MpPUInacuTenbHbIX NUCEM, paccbifka
UX; npurnaweHne 3auvHTepecoBaHHbIX 1ML, NO paguo, Mo
TenedoHy, NMYHO

OpraHusauus u npoBeaeHne meponpuatusa "deHb cneynanucra”

OnpegeneHne Tembl C 3aMHTEPECOBAHHbIMWM  OpraHM3aunsamMu, 0f4HO
dopmbl NpoBeaeHns (CTauuoHapHasi, Bble3gHas); CocTaBneHue| meponpusaTue
nnaHa  MeponpuaTwi,  nporpamMmbl  noucka M oTbopa
NHOPMALIMOHHbIX MaTepuaros,; noaroToBka OTKPbITbIX
NPOCMOTPOB U TEMaTU4eCKMX BbLICTABOK nuTepaTtypbl MO
cneumanbHocT, 6ubnuorpaduyeckne o0630pbl, 3aka3 Nekuun,
KMHOMMBbMOB; OMOBELLeHNe 3avHTepecoBaHHbIX OpraHvM3aumni;
odpopmneHune BbICTaBkM; obecneyeHne Bbla4M W3JaHWN UKW KX
KONui BO BpeMS1 MEPONPUSATUSA UM HENOCPEOCTBEHHO MOCME HEro;
OEeMOHCTpauusa  BbICTaBKW; aHanus pesynLTatos "OHs
cneumanucra"

Yucno conyTcTBYHOLUMX MEPOMNPUSATUI:

48 |1-2 1940,0
49 13-4 2600,0
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BbIMOSIHAEeMble B OM...

50

3500,0

51

4600,0

4.8.3. NIHbopmaumoHHas paboTta

Tabnuua 78

n/n

HaumeHoBaHue npovecca, onepauun. Coctae paboTbl

Eannunua
n3mepeHnst

Hopma
BPEMEHMN,
MUH.

2

4

MogroTtoBka nonynsipHeix Gubnuorpaduyeckmx nocobui

Boibop Tembl nocobus; BbiABNeHME U OTOOpP [OKYMEHTOB,
cdhopmmpoBaHue pa3fenoB NOCOOUS; aHHOTUPOBaHNE LOKYMEHTOB;
nogbopka dakTtorpadguyeckoro  matepuana, unncTpauni;
HanmcaHme TekCta, COoCTaBJieHWe BCrnoMoraTesribHbIX yKa3aTene|7|;
KOHCynbTauMm y CNeumManucToB Ha pasfnUyHbIX 3Tanax paboTbl;
obcyxgeHne pykonucu Ha 3acefaHuyM  Hay4yHO-MeTOAMYECKOro
(pegakumMoHHOro) coseta; AopaboTka PyKOMMCUM MO 3aMevYaHUsIM;
cAaya pykonvcu B nevaTb:

COCTaBlieHne nonyndapHoro 6|/|6n|/|orpa¢>wqu|<oro yKasartens,
nytTeBoanTend, CnpaBoO4HUKa

OOWH aBT. NUCT

13500,0

noaroToBKa KOMMEeHTapueBs,
nonynAaApHoO-npoCBeTUTESIbHOIO Xapakrtepa, HE
cneunanbHbIX ccreaoBaHni

npumevaHun
TpebyroLLmx

OOWH aBT. NUCT

5400,0

noaroToBKa KOMMEeHTapueBs,
Hay4YHO-UccneanoBaTesibCKOro Xxapakrepa

npumevaHun

OOWH aBT. NUCT

10800,0

MMogrotoBka  pPeTpPOCNEKTUBHbIX
Gubnuorpadgmyeckmx ykasatenem:

Hay4HO BCnomMoraTeribHbIX

BbIOOp TeMbl; cO3daHMe aBTOPCKOrO KONMeKkTMBa; paspaboTka
MHCTPYKTUBHO-METOONYECKNX MaTepuarnos; BbiABIEeHNE U OT60p
OOKyMeHTOB; pabota Hag Oubnuorpacumyeckon  3annchbio;
aHHOTMpOBaHMWe; Bubnuorpaguyeckas rpynnuMpoBKa; CocTaBreHne
BCMoMoOraTernbHbIX ykasaTenein; obcyxaeHne pykonucu ykasaTerns
Ha 3acefdaHUM Hay4HO-MEeTOAMYECKOro (peaakLUMOHHOro) CoBeTa;
gopaboTka MO 3amMevyaHusiM; cgada pykonucu B Mevyarthb;
coctaBneHue 6ubnuorpadudeckoro ykasatens no akTtyanbHOW
TemMaTuke C XPOHOSOMMYECKMM OXBaTOM OT 2-X A0 5-Tn neT wu
aHHOTaLUSAMMU, MOSACHSAOLLUMMU Ha3BaHus; cocTaBrneHue
6ubnuorpacuyeckoro  ykasaTens no KOMMMEKCHbIM n
MexoTpacneBbiM npobrnemam obOWero U1 pernoHanbHOro
cogepXaHus C XpoHomnormdeckmm oxatom 1 - 2 roga, C
aHHOTaunaAMn, NOACHAKLWMMN HAa3BaHUA:

OAWH aBT. NUCT

9720,0

Ha PYCCKOM f3blke

OAWH aBT. JNIUCT

9720,0

¢ BkntoyeHnem ot 30% po 40% obbema

MHOCTPAaHHbIX A3blKax

nyonukauum Ha

OOWH aBT. NUCT

11000,0

COoCTaBJieHne aHHOTUPOBaHHOIO 6I/I6.I'IMOFpaCbI/I‘-IeCKOFO yKasartensa

OOWH aBT. NUCT

11000,0
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MHOrOOTPAacfeBoOro CoOAep)KaHusi C XPOHONOMMYECKMM OXBaTOM [0
100 net 1 6onee, TPebyOLLMIA CNMOLWHOIO MPOCMOTPa AOKYMEHTOB,
CNOXHbIX  Bubnuorpaduyecknx  pasbiCkaHuWi, y4yeTa  BCex
nepevsgaHuii nyonukaumin n Nx XxapakTepUCcTUKU MyTEM CRNYEHMUS]
TEKCTOB

NogroToBKka aHaANUTMYECKOro o63opa

BbisBneHne wn otbop pokymeHTOB Ans  ob3opa; noarotoeBka| OAMH aBT. NUCT
pybpukaTopa npegMeTa 0630pa; u3ydeHme n OLeHKa [OKYMEHTOB,;
cucteMmaTmsauus MaTepuana; cocTaBrieHue TekcTa
aHanuTuyeckoro o063opa; 06CyXaeHue pyKonucu Ha 3acefaHuu
Hay4YHO-MeTogudeckoro (pegakuumoHHOro) coseTa, popaboTka
0030pa no 3amevyaHusaM; cgaya B nevathb:

8 |no pycckuM nepBUYHBIM UCTOYHMKAM 9720,0
9 |no cmelwaHHbIM NEPBUYHBIM UCTOYHMKAM 10800,0
10 |no MHOCTpaHHBIM NEPBUYHBIM UCTOYHMKAM 12400,0

lNogrotoBka aHanNMTUYECKON cnpaBku:

11 |BbISIBrieHMe M OTOOP AOKYMEHTOB Afsi aHanMUTMYEeCKOW CrnpaBku,| OAWH aBT. IUCT 5200,0
n3yyeHue, aHanus3, OoUEHKa M cucTemMaTusaumsi Ux; CocTaBrieHue
TeKCTa CrpaBKu

MoaroTtoBka pedpepaTmBHOro o63opa

BbisiBrieHne n oTOOp AOKYMEHTOB Ansi pedepaTmBHOro ob3opa,| OAuH aBT. MUCT
n3ydeHme Un aHanM3 ux;  pedepupoBaHMe  UCTOYHMKOB;
cuctemMaTmsaumsi TEKCTOB aHHOTauui; CocTaBneHwe  TekcTa
pedepatmBHoro o630pa; ob6cyxgeHne ob3opa Ha 3acegaHuu
Hay4yHO-MeToaMYecKkoro (pefakuMoHHOro) coeeTa; AopaboTka
0630pa no 3amevaHusaM; caaya B neyarb:

12 |no pyccknm nctovHmKam 5200,0
13 | no cMelLaHHbIM NCTOYHMKAM 6480,0
14 | N0 MHOCTPaHHBIM UCTOYHUKAM 7300,0

CocTaBneHue aKcnpecc-uHdopmaLmni:

15 |BbIsBNEeHne 1 oTbop matepmnana no Teme, cucremaTusaums ero um| OauvH aBT. MUCT 3840,0
noaroToBka AN neyatu

CocraBneHne  Gubnuorpadudeckon 3anucw, aHHoTauuw,
pecepaTa

CocraBneHne ombnuorpaduyeckon 3anucu: ulydeHve v aHanuid| opgHa 3anuch
OOKyMeHTa, COCTaBIeHMe 3arofioBka onucaHus, NpoBepka 3anucuy,
BHECEHWe ncnpasneHuni

KonunyecTtBo anemeHToB O1Mbnmnorpadnyeckoro onncaHus:

16 [1-4 3.2
17 |5-6 54
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18 |7-9 6,4

CocTaBneHne aHHoOTaUUW; n3yyeHne wun aHannmia [OOKyMeHTa,| OAHa aHHOoTauua
HanncaHne TekCcta aHHoTauun.

19 |aHHOTUpPOBaHUE KHUT 270,0
20 |aHHOTMpOBaHWe cTaTen 160,0
21 |cocTtaBneHve pedeparta: M3ydyeHMe W aHanu3 [JOKYMeHTa, Ha| ogwH aBT. iucT 5920,0
KOTOpbIN cocTaBnsieTca pecdpepaT, HanucaHwe TeKCTa, BHECEHWe
ncnpasneHnin
22 |aHanuTnyeckass pOCMUCb  XKypHanbHbIX, [a3eTHbIX CcTaTen,| OAHa pocnuchb 120,0

cbopHukoB, Bubnuorpaduryeckmx nocobum

23 |o3HakoMmrieHMe C  coaepXaHuem U3JaHus; cocTaBneHne| opHa ctaTbs 3,6
aHannTn4YeCcKoro onncaHmna Ha ctaTbio

lMpumeyaHune: Hopma BpeMeEHM Ha cocTaBneHne bubnuorpadgudeckoro nocobms gaHa u3 pacyeta paboThbl
aBTOPCKOro KOMneKkTuBea.

4.9, I'IepeBo,D,M nepepa60TKa nevyaTHbIX TEKCTOB C MHOCTPAaHHbLIX A3bIKOB Ha pyCCKVIIZ M C PYCCKOro Ha
MHOCTPaHHbIE A3bIKA

Tabnuua 79
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mMepeHust BPEMEHM!,
MWH.

1 2 3 4
lMepeBop TEKCTA C MHOCTPAHHbIX A3bIKOB Ha PYCCKUN SA3bIK
UTeHune opurmHana, aHanma TekcTa, pa3MeTka ero C BbiBreHneM| oauvH aBT. nucT
TPYAHbIX TEPMUHOB, FPaMMATUYECKUX KOHCTPYKLMIA, JEKCUYECKMX
060pOTOB, LIEXOBbIX M )KaproHHbIX TEPMUHOB:

1 | NOMHbLIN NUCbMEHHbBIV NepeBoa 1580,0

2 |cokpalleHHbIM nucbMeHHbIn nepesog oT 30% Ao 50% obwvema 1620,0
Tekcta

3 | BbIBOPOYHbLIV MUCbMEHHbIV NEPEBOS 1520,0
lMepeBopf TEKCTA C PYCCKOro A3blKa HA MHOCTPAHHbIE A3bIKN:

4 | NOMHbIN NMMCbMEHHBIN NepeBos, OAVH aBT. NUCT 1980,0
TepMuHonornyeckass pabota npu  BbINOMHEHUW  MUCbMEHHOTO
nepeesoaa:

5 |nouck OTMEYEHHbLIX B OpuUrMHane He3HaKOMbIX WU HEMOHATHbIX| OAWH TePMUH, 18,1
TEPMUHOB N COKpaLLEeHUA B CroBapHO-CMpaBoYHOW nuTepaType;| cokpaweHue
nogbopka COOTBETCTBYHOLLMX TEPMUHY SKBUBANEHTOB,
paclmdpoBKa COKpaLleHni
KoHcynbTauus nepeBogyunka co cneumanmctamu:

KoHcynbTaHTlIntoc
y www.consultant.ru Crtpanuua 177 n3 207

HageXxHasa npaBoBas nogaepxka


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

Mpukas MuHkynbTypbl Poccun o1 30.12.2014 N 2477
"O6 yTBEpPXKOEHMUM TUMOBBLIX OTPacneBbiX HOPM TpyAa Ha paboTsl,

BbIMOSIHAEeMble B OM...

[okymeHT npegocTtasneH

KoHcynbTaHnTtlinioc
[ata coxpaHeHus: 09.06.2015

6 |BblACHEHME nNPaBUNBHOTO  U3MNOXEHUs YacTelm Tekcta Mo ogHa 36,2
Mano3HakoMon TemaTtuke; YTOYHEeHWe COOTBETCTBMSA MepesBodal KoHcynbTaums
opurnHany
CocrtaBneHue bubnmorpacunyeckoro onncaHus:

7 |coctaBneHue O6ubnmMorpadmyeckoro oOnNucaHnsa nepeeBoga No| OAgHO onucaHue 10,8
AaHHbIM, B3STbIM C TUTYNbHOrO NUCTa nepesoja
lMpoBepka 1 KOppeKTUPOBKa NepeBoga nocre Habopa:

8 |npoBepka MpaBUITLHOCTU PACMONOXEHUs OTneYyaTaHHOro TekcTa;| OoAWH aBT. JIUCT 200,0
CBepKa C pyKOMNMCbHo; NpaBka
TexHu4eckoe ohopmrieHne NepeBoaoB:

9 |HanucaHue B TekcTe nepeBoda CMMBOSIOB W BCTABOK Ha 0HO 2,0
WHOCTPaHHOM SA3blke BNuUcbiBaHNe

10 |ycTaHOBKa pUCyHKOB, Tabnuy, hopmyn OQIVH anemMeHT 3,0
lMepeBop 3aronoBkoB cTaTen U JOKYMEHTOB:

11 |nepeBoAa v 3anucb 3aronoeka O[VH 3arofioBOK 10,8

Mpumevanne:
- HOpMBbI

BpemMmeHn npenycMaTtpuBaloT BbINOJNIHEHME nNepeBoAOB C WHOCTPAHHOIO 4A3blka W Ha

WHOCTPaHHbIN, KOTOPbLIV Yy NepeBoa4vMKa ABMNSIETCA OCHOBHLIM (M0 0Opa3oBaHMIO U MPUMEHEHMIO);
- MPW BbINOMHEHUN NEPEBOAOB C APYrMX A3bIKOB UMW Ha ApYyrMe NOMMMO OCHOBHOIO K HOPMaM BpEMEHM
NpUMeHsIeTCA NoBbIWaLWmnn KoaddunumneHT 1,1.

4.10. Nccneposatenbckasa paboTta

Tabnuua 80
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHust BPEMEHM!,
MWH.
1 2 3 4
PaspaboTka nporpaMmmbl (TEXHUYECKOro 3agaHns) uccnegoBaHms
O6ocHOBaHMe akTyanbHOCTM TeMbl, BbisiBieHMe M 0BOCHOBaHuWe| ogHa nporpamma
npobnemHon cutyauuu, QOPMYNMPOBaHWE Uenu, 3agady u
rMnoTesbl UCCNeAOBaHNA; HaNnUCaHue TekcTa
MccnepoBaHue HoOCKUT:
1 |nMnoTaxHbi (pa3BedbiBaTENbLHLIN) XapakTep 21600,0
2 |npuknagHomn xapakrep 38250,0
Pa3paboTka meToavkun nccnegoBaHums
PaspaboTka (HanncaHue) TekcTa MeToOUYecKUX OOKYMEHTOB Mo| ogHa meToguka
NpOBOAMMOMY  WUCCReOoBaHuMo,  amnuMpudeckad  anpobaums
peneBaHTHOCTU COCTABMEHHbIX  [OKYMEHTOB; YTOYHEHME U
nopaboTka  MeToOAMYecKOro  MHCTPYMEHTapusi,  COCTaBfeHue
KoHncynbtanTtlnioc
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OKOH4YaTesibHOro BapmaHTa gOKyMeHTa:

3 |meTooukM MpoBedeHUsA ucCrenoBaHWUSA, HOCSALLEro MUIOTaXHbIN 18000,0
(pasBenbiBaTenbHbIN) XapakTep

4 |mMeToOMKM NpOBEOEHUs UCCenOBaHUN, HOCALWEro npuKiagHom 33000,0
XapakTtep

PaspaboTka MHCTPYKUWMIA Mo 06paboTke AOKYyMeHTauuu (McxXodHbIX| ogHa MHCTPYKUUSA
AaHHbIX), NMONy4YeHHON B XO4e UCCNeaoBaHus:

5 |py4yHas obpaboTka 15600,0

6 |maLwwmnHHaa obpaboTka 20400,0

Paspa6otka  npeannaHoBbIX WM MMNAHOBbIX  [OKYMEHTOB
MepCneKkTUBHOMO XapakTepa:

7 |paspaboTka KOHLUEMUWW OCHOBHLIX HarmpaBneHun pasBUTUS| OOMH aBT. MUCT 13050,0
GubnnoTe4HOro gena B permoHe Ha NepcrnekTnay

8 |koHuenTyanbHoe obecnevyeHne Ombnuorpacdudeckux un3gaHun;| oawH aBT. IUCT 11220,0
060CHOBaHME aKTyanbHOCTU TeMbl, 4MTaTeNbCKOE W LEneBoe
HasHayeHne nocobus, ero CcTpykTypbl (Cxembl), BblpaboTka
METOANYECKUX MPUHLMMNOB M pELUeHW AONsi packpbiTUsi TeMbl;
HanucaHune TekcTa

9 |cocTtaBneHne NporHo3a, CBS3aHHOrO C MepcnekTMBamu pasBuTUsS| OOMH aBT. IUCT 13050,0
6ubnuoTek; HanncaHme TekcTa

10 |paspaboTka LeneBbix NporpaMm (4ns ceTn OGUbnMoTeKk U OAHOM| OOWH aBT. NMUCT 15200,0
OubnuoTekn); QuarHocTuka CuTyauuu, BHELUHUX W BHYTPEHHMX
BNUSAHWIA HA (YHKUMOHMPOBaHWE U pa3BuTne Gmubnuotek (ogHom
O1bnnoTekn); BblpaboTka peKOMeHAaAUWUN, pPeLUeHWU; HanucaHue
TeKkcTa

CocTaBneHne CBOAHbIX KaTarioroB KHMXXHbIX MaMSATHUKOB:

11 |pa3paboTka npocnekTa; BbIABNEHUWE LOOKYMEHTOB - KHWXKHbIX| OOWH aBT. MUCT 18200,0
NamsATHUKOB; ONMUCaHMEe U COCTaBIEHNE CNpaBOYHOro annapara

OpraHu3zaunoHHas paboTa no NpoBeaeHNIo UCCreaoBaHus:

12 |co3paHne wnccnenoBaTeNnbCKOro  KOMMEKTUBA; cocTaBneHune OAHO 7140,0
pabo4yero nnaHa npoBeaeHNst UCCriedoBaHKWs, corfacoBaHmne ero c¢| uccrnepoBaHue
NCNOMHUTENSIMU; ONpeaernenne nnowagkn (6asbl) nccrnefoBaHus;
nepenncka C HUMKW; MPOBELAEHWE WHCTPYKTaXeW, CeMUHapoB.,
COBeLLaHWi, KOHCYNbTauuin

13 |6ubnmorpacmyeckas npopaboTka TeMbl UCCriefoBaHusl, pabota B| OOWH aBT. NUCT 1200,0
apxuBax, W3y4eHMe HOPMaATUBHO-TEXHUYECKON [OKYMEHTaLuM,
nHdopmaummn o6 aHanorax u Apyrux matepuanax, OTHOCSLUUXCSH K
pa3pabaTtbiBaemon Teme

O6paboTka nonyyYyeHHOWN MHopMaLun:

14 |c6op n obpaboTka MHPOPMaLUN Ha OCHOBE NEPBUYHBIX WUCXOAHBLIX| OOWH aBT. MUCT 7800,0
AaHHbIX (CTAaTUCTUYECKUX [OaHHbIX, OTYETOB, MIAHOB, CNPaBOK,
MaTepuanoB KOMaHAMPOBOK)
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15 |aHanu3 obpaboTaHHOW MHOPMaLUK; BbIBOAbI, PELLEHUS, MPOrHO3 | OOWH aBT. NUCT 5200,0

lMoaroTtoBka maTtepurarnoB no UToram Hay4Howm paboThbl:

16 |HanucaHue Hay4yHOro oTyeTa; MOArOTOBKA PYKOMUCU K Mevyatu Ha| OAWH aBT. NMUCT 13200,0
pasnuyHbIX 3Tanax padoTsl

17 |HanucaHue npomexyToyHOro oT4yeTa (cnpaBku) O xode| OAMH aBT. NMUCT 6400,0
nccneaoBaHus

nOﬂFOTOBKa N HanuncaHue TeKCTa CTaTbh B CGOpHVIK Hay4HbIX
TPy#OB, MpakTMyeckoe nocobue, NpoeccroHanbHylo Mnpeccy;
MOAroTOBKa PYKOMUCK K NeYaTh Ha pasnuyHbIX aTanax paboTbi:

18 |craTbsa TeopeTuyeckoro xapakrepa 15200,0
19 | cTaTbsa NpuKNagHoOro, NPakTUYeCcKoro Xxapakrepa 9200,0
20 |HanucaHne poknaga no uMToram HayyHOro uccrneaoBaHus;| OAuH aBT. NUCT 6700,0

noaroToBkKa pyKOI'IVICGVI Ha pa3JfinyHbIX 3Tanax paGOTbI

21 |paspaboTka peKOMeHOauWunl, WHCTPYKUMA N0  BHEOPEHMIO| oaWH aBT. NIUCT 14100,0
MaTepuanoB Hay4yHOrO WCCMEeOOBaHMUS;  HanMcaHue  TEeKCTa;
MOAroTOBKa PYKOMMWCM K MeYaTu Ha pasnnyHbiX aTanax paboThbl

MpumeyaHus:

- HOpMa BpPEMEHW Ha COCTaBfeHMe MNporpaMm, METOAMK, MHCTPYKUWA daHa Ha MWCcCrneaoBaTerbCKuM
KONNEKTMB;

- Yyacbl Tpyao3aTpaT pacnpeaensaTca Mexay UCMOMHUTENSMM B 3aBUCUMOCTW OT UX Harpysku.

4.11. MeTogunyeckas pabota

Tabnuua 81

N HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpEMeH!,
MU/H.

1 2 3 4

MoaroToBka MeTOANYECKOro Nocobus, pekoMeHaaLnii

MpuHUMNManbLHO HoBas paspaboTka Tembl:

1 |u3yyeHue Tembl, BbISIBEHWE W aHanuM3 [OKYMEHTOB MO Teme,| OAMH aBT. NUCT 15300,0
YTOYHEHWE YUTATENbCKOrO W LIENEeBOro HasHadeHus nocobus,
pekoMeHAaLuii; CocTaBneHne NPoCneKkTa; HanncaHne TekcTa

Mogudumkaumsa paHee paspaboTaHHOW TEMbI:

2 |BbiSBREeHWE M n3yvyeHUe HOBbLIX [OOKYMEHTOB W HaKOMMEeHHOro| OAWH aBT. NMUCT 8670,0
oubnmnotekamm onbiTa NO Teme nocobusi, pekomeHZauun;
YTOYHEHME NpOCMeKTa, BHECEHNE N3MEHEHMUS B CTPYKTYPY W TEKCT
B COOTBETCTBUM C AOCTWXKEHUSMU OBUbNMoTeyHon Teopum U
NpaKkTUKU; MOOroTOBKA PYKOMUCKU K obcyxaeHwuto; gopaboTka Mo
utoram obcyxaeHus

PaspaboTka [OOKYMEHTOB, pernameHTUpYLnX OeATenbHOCTb
61BNMOTEK, MOMOXEHWUN, WHCTPYKUWUA, NPOEKTOB MOCTAHOBIEHUN,
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yCTaBOB, 3aKOHOAATEbHbIX aKTOB

anIHLI,VII'IVIaJ'IbHO HOBasA TemMa:

3 |BbisBNeHWe, usydyeHve U aHanus OencTBYIOLWMUX LOKYMEHTOB MO| OAMH aBT. MUCT 17340,0
TeMe, HanucaHue TeKkcTa MNpoeKkTa [OKyMeHTa, obcyxaeHue,
anpobupoBaHue B oubnnorekax, Ha 3acegaHum
Hay4YHO-MEeTOONYECKOro COBETa; nopaboTtka [OKYMEHTAa;

noAroToBKa K yTBepXxaeHuo

Mogudukaumsa paHee paspaboTaHHOro JOKyMEHTa:

4 |aHanu3 n oueHka JOKYMEHTA; MOUCK N OTOOP HOBbIX AEWCTBYHOLMX| OAMH aBT. NUCT 7650,0
OOKYMEHTOB M0 TeME; BHECEHME W3MEHEHWUA B TEKCT LOKYMEHTa;
obcyxgeHve Ha 3acedaHnM  HayydHO-MEeTOOMYECKOro  COBETa;
nopaboTka no ntoram ob6CyxaeHns1; MOArOTOBKA K YTBEPXOEHMIO

PaspaboTka y4eTHbIx doopm, Tabnuu, obpasLoB:

5 |yTouyHeHue npegmeTa, obbekTa, copepXaHusi y4eTHon opMbl,| OOWMH aBT. IUCT 7650,0
Tabnuubl, obpa3ua; oTbop nokasaTenen, cuctematusauust Wux;
paspaboTka MakeTa YydyeTHom dopmbl, Tabnuubl, 06pasua;
obcyxgeHve Ha 3acedaHnM  HayydHO-MEeTOOMYECKOro  COBETa;
NnoAaroToBKa K YTBEPXOEHNIO

CocTaBneHue pekomMeHaauui Nno BHEAPEHUIO pPerfameHTUPYIoLLIMX
[OKYMEHTOB B MPaKTUKY:

6 |paspaboTka MeTOAMYECKUX peKoMeHAaUWNA, WHCTPYKUWIA, MraHoB| OOWH aBT. MUCT 14025,0
MO BHEAPEHWIO  HOPMATMBHOW  LOOKYMEHTauuW; MoAroToBKa
pYyKOMMCK K nNevaTtun

MNogroToBka NMMCbMEHHOM KOHCyIbTaunn, MeTogn4eckoro nmcbma:

7 |BbiIBNEeHWEe W aHanu3 OOKYMEHTOB MO TeMe; W3yyYyeHue Wu| oawH aBT. fiucT 8670,0
0600uleHne onbiTa paboTbl OUONMOTEK; HanucaHue TekcTa
KOHCynbTauuMn,  MeTogM4yeckoro  MUCbMa;  NOAroToBKa K
obCy)XOEeHUI0O Ha 3acefaHun  Hay4YHO-METOAMYECKOro  COBETa;
nopaboTka no ntoram o0CyXaeHus; caada B nevatb

MoarotoBka 0630pa AeATENLHOCTU GUONMOTEK MO onpeaeneHHoM
TemaTuke:

8 |yTouHeHue Tembl 0630pa; onpeaeneHne XpoHONOrM4ecknx rpaHul;| oauH aBT. nUCT 9180,0
BbISIBNIEHWE [OKYMEHTOB, OTOOp WX, MPOCMOTP U aHanus;
HanuMcaHue TEeKCTa; MOArOTOBKA pykonucKM K oBCyXaeHu Ha
3acefaHuM Hay4HO-METOAMYECKOrO CoBeTa; AopaboTka pykonucu
nocne o6cyxaeHus

PeueH3npoBaHMe HayYHbIX, METOAUYECKUX, WHEDOPMALMOHHBIX
mMaTepuaros:

9 |4JTeHMe peueH3MpyemMoro martepuana; oLeHKa ero B Lenom,| oauH aBT. MUCT 783,0
OTOENbHbIX YacTen, YCTAHOBIIEHNE COOTBETCTBUSI YMTaTENIbCKOMY
N UEeneBOMy Ha3HAYeHWo, Hay4YHbIM " MeTOANYECKUM
TpeboBaHMsM

10 |HanucaHue peueH3nn OJVH aBT. NNCT 1305,0

MoaroToBka NeKLmMi, KOHCYnbTauui
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PaspaboTka nnaHa nekuun, KOHCynbTauun, nogbopka maTtepuana,| oAHa nekuus,
n3ydeHue ero; COCTaBfieHMe Ccnucka nutepaTtypbl K Nekuunm,| KOHCymnbTauus
KOHCyIbTaLUMKW; HanucaHne TekcTa:

11 | nekums 1566,0

12 | nekuus, TemaTnyeckas BCTpeya, BeOMHap, MacTep-knacc 90,0

13 | nepBryHaga rpynnosas KoHCynbTauus 1305,0

14 | noBTOpHas rpynnoBasi KOHCYrMbTauMs C y4eTOM HOBOrO MaTtepuana 522,0

15 |npoBegeHne yCTHON MHAMBUAYANbHOW KOHCYbTauum ogHa 50,0

KOHCynbTauus

16 |oTBET Ha NUCbMO OHO MUCbMO 162,0
MpoBegeHne cemmHapoB, YYeOHbIX  KYpCOB,  MpPaKTMKYMOB,

CTa)XXMpPOBOK:

17 |cemuHap, y4ebHbin Kypc (2 - 7 [OHeW); onpegeneHne TeMbl,| OAMH CEMUHAP, 8400,0
YTOYHEHWE CpOKa MpPOBEAEHUSl, COCTaBMeHue  nporpammbl,| Yy4ebHbIR Kypc
OMNoOBELLIEHNE YHACTHUKOB M BbICTYNaLLNX
Mpaktukym (7 - 10 pgHen); onpepeneHve Tembl, 3afaHus,| O4MH NPAKTUKYM
yrNpaxXHeHus; cocTaBrieHne rpaduka U YTOYHEHWE CPOKOB
NpoBeAEeHUs1 3aHATUN:

18 |rpynnoBon NpakTukym 2295,0

19 |nHaMBMAYyanbHbIN NPAKTUKYM 2160,0
Craxuposka (7 - 10 aHen); yTOYHEHUE CPOKOB MNpoBedeHUs ogHa
CTaXXUPOBKM; BbISIBIEHNE NUTEpaTypbl MO M3y4aeMOMy BOMpPOCY; CTaXupoBKa
COCTaBfiEHME MNporpaMmbl U rpaduka CTaXUPOBKA C Y4eTOM
coCTaBa crylaTernen; 3aknovyeHne 0 NPOXoXaeHNN CTaXKNPOBKN:

20 |rpynnoBasi CTaXxmpoBKa 2805,0

21 |vHamBMayanbHasi CTaXXMpoBKa 2349,0
MpakTuKa CTyQeHTOB BbICLUMX U CpefHMX CrneumarnbHbIX YY4ebHbIX
3aBefeHni:

22 |nogrotoBka W opraHusauusi npaktuku ctygeHtoB (oo 30 aHen);| ogHa npakTtuka 4860,0
pa3paboTka nnaHa npakTukK, CornacoBaHue ero ¢ pykoBOAMUTENEM
npakTukn (npegcrasuteneMm y4ebHoOro 3aBefeHusl); CoCTaBneHue
rpacvka noceLleHnst CTPYKTYPHbIX MNoApasgeneHuid; opraHusauus
NPaKkTUYEeCKUX  3aHATUN; noaBedeHMe  UTOrOB  MPaKTUKW;

COCTaBIIEHME XapaKTEPUCTUK NPAKTUKAHTOB
MpakTnyeckne 3aHATUS:

23 |nogrotoBka MpaKTUYECKMX 3aHSATMI; COCTaBneHWe 3afaHus Nno| OofHo 3aHsTue 1050,0

BbINOMHEHNIO n3y4yaemoro 6ubnuoTeyHoro npouecca,
KOHTPOIbHbIE BOMPOCHI, TeMaTU4EeCKMA CMNUCOK nuTepaTtypbl K
3aaHunio; HanucaHue Te3NcoB

CocrtaBneHue y4ebHon nporpaMmbl:
KoHncynbtanTtlnioc
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24 |onpegeneHune cocTasa criyllaTenen; cocTaBneHne TemaTu4ecKkoro| ogHa nporpamma 5733,0
nnaHa, YTOYHeEHWe nopsiaka N3yyeHus; onpegeneHue
nocrneaoBaTenbHOCTU U3MNOXEHUS] TEMbl, BblAENEHME OCHOBHbIX
BOMPOCOB; COCTaBfIEHWE CMMCKa fuTepatypbl N0  Temam
nporpaMmsbl; HamucaHue TeKcTa; obCcyxaeHwe nporpammbl Ha
3acefaHvnm Hay4YHO-MeToOUYEeCcKOro coBeTa
MoceweHne 6OuBNMOTEK, Bble3dbl B KOMaHOMPOBKM C LENbHO
n3yyeHnsi paboTbl U OKa3aHWst METOANYECKON MOMOLLN:

25 |nogrotoBka K KOMaHOWPOBKE;, YTOYHEHUME CPOKOB U  Uenu ogHa 574,2
KOMaHOUPOBKW, O3HAKOMIIEHWE C UMEKLMMUCA LOKYMEHTaMu M| KOMaHAupoOBKa
MaTepuanamu npegplaywimx Bble3goB M nybnukauunm B neyatu;
cocTaBreHue nporpamMmbl (nnaHa) KoMaHANPOBKM

26 |coctaBneHne  MHOPMALMOHHOIO  OT4eTa (cnpaBku) o] OAWH OTYeT 1050,0
npoBedeHHoOW paboTe; OTYET BKIOYaeT: CBeOeHWss O MecTe
Bble3[a, Lensx U cpokax KOMaHOMPOBKKW, OObEKTax MOCeLLeHUs,
aHanua3 cocTosiHMsa paboTbl MO Teme Bble3da, BbIBOAbI WU
npegnoxeHus B agpec nbnmnoTekm

27 |cocTaBneHne aBaHCOBOro oT4yeTa, 3arnofiHeHne oT4YeTHoro GnaHka OOVH OoT4eT 40,0
CO BCEMU MPUINOXEHUAMK, caada B byxranteputo

28 |nogroTtoBka MHopMaumm No pesynbTatam KOMaHAUPOBKWU (YCTHO) ofHa 105,0
B CEKTOpe, Yy 3aBefyllero oTtaenioM, Ha Hay4dHO-MeTogudeckoM| WHdopmaums
coBeTe, 3acefaHnn QNpeKLmm
MOHUTOPUHI OeAaTenbHOCTM AOeTcknx ©Oubnmnotek Poccuinckom
depepauyuu:

29 | coctaBneHne hopM OTYETHOCTHU OAWH OT4eT 1200,0

30 | paccbinka MHopMaUNOHHBIX NMcem n dopm otyeTHocTn no B[] ogHa pacceinka 45,0
aeTcknx bubnmotek Poccunckon ®enepaunm

31 |cbop opM  OTYETHOCTW, IMEKTPOHHbIE U  TenedgoHHble oavH cbop 120,0
KOHCYyrnbTaLMn Mo BONpocaMm 3anonHeHus popm
CocraBneHve kaneHgaps npodecCUoHarnbHbIX MeponpuaTUi
aetckux 6ubnuotek Poccunckon ®egepaummn  (eXErogHbli U
eXxekBapTarnbHbIi):

32 | cocTaBneHue u paccbinka MHOPMaLMOHHBLIX MUCEM exerogHas u 120,0

KBapTanbHas

33 |cbop n obpaboTka nonydYeHHOM WHGOpMaUuN, BHeceHMe B| exerogHas u 1200,0
KaneHgapb NpodeccuoHanbHbIX MePONPUATUR KBapTanbHas

34 | yTouHeHue nHdopmauumn no NPoBOANMBIM MEPOMNPUATUAM exerogHas u 200,0

KBapTanbHas
0630p nybnvkaumin NpodeccUoHarnbHON NPECChl (EXXeMECAYHO):

35 |oT6op, NPOCMOTP 1 aHanM3 cTaTen B XXypHanax MecsiyHast 450,0

36 |4yTeHue maTepuana MecsavHas 420,0

37 |HanucaHue cTtaTbu MecsiYHas 400,0

KoHncynbtanTtlnioc
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38 |cpava B oTAen pasmelleHns nHpopmaumm Ha canTte MecsiyHast 10,0

39 |nogrotoBka (pepaktupoBaHue) €XXerogHomn CBOAHOM OJVH OT4yeT 18900,0
CTaTUCTUYECKON OTYETHOCTU cneumanm3anpoBaHHbIX ounonuoTtek
Poccuiickon ®epepaumm, paboTaroLmx ¢ MONOAEXbIO

40 |ocyuwlecTtBreHne MOHUTOPUHIa [JEeATenbHOCTU ogHa 105,0
cneumanuanpoBaHHbIX Bubnuotek  Poccumckon — depepaumun,| uvHdopmauus
paboTatoLLmx ¢ MOnoAeXblo As BBoAa B 6a3y (exxeMecsiyHo)

MpumevaHne:

- K HOpME BpEeMEeHW npu COCTaBMEHMU [OOKYMEHTOB, pPErnameHTUpYIoLWMX  AeATEeNbHOCTb
pecnybnunkaHCKux, KpaeBbix U 06nacTHbIX 6MBNMOTEK, NPUMEHSAETCH NOBbLILALWLMNIA KO3PdULUMEHT 1,5;

- BpPeMs MpOBeAEHWs NeKUWW, KOHCYNbTauuW, NpakTUKYMOB, CTaXMPOBOK, MPakTWku, npebbiBaHns B
KOMaHAMPOBKE 1 NpOBEeAEHUSA MHbopMaLmm No ee pesynbTaTtaMm B HOPMY BPEMEHU He BXOAMT.

4.12. PaboTbl Hay4HO-OpraHM3aunoHHOro Xxapakrepa

Tabnuua 82

N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mMepeHnst BPEMEHMN,
MU/H.

1 2 3 4

MoaroToBka W NpoBeAeHNE TEOPETUYECKON, Hay4YHO-NpPaKTUYecKon
KOH)epeHLUMK, TeEMaTUYECKOro CeMmnHapa; NoUck MeXxayHapoOHbIX
CreunanncToB; CONPOBOXAEHNE MeXOYHAPOAHbIX CNeLManMcToB B
KayecTBe NepeBOAYMKa; MUCbMEHHbIA NepeBos MHMOPMALMOHHBIX
MaTepuarnos C pyCCKOro Ha MHOCTPaHHbIE A3bIKM

OnpegeneHune coctaBa OpPrkOMMUTETA U YHAaCTHUKOB KOHepeHunu, OfHO
ceMuHapa; ¢opmMupoBaHne u yTBepXaeHue nporpaMmmbl  u| MeponpusTue
npurnacutensHoro 6uneta; oOpraHU3auMOHHbIE MEPONPUATUS;
noaroToBka K M3gaHWo  Te3ucos;  BblpaboTka  mpoekTa
pekoMeHaauuni; HPUHAHCOBO-XO3NCTBEHHOE obecneyeHne
KOHpepeHunn, CcemuHapa; aHanM3 1M OueHka  paboThl
KOHdbepeHunn, ceMrHapa; NoABeeHne UTOroB

Konnuyectso Y4aCTHUKOB!

1 |1-100 5670,0

2 1101-150 7560,0

3 |151-450 9300,0

lNogrotoBka W npoBefeHVMe CeMuWHapa, MeTOOUYECKOro AHS,
3acefaHus "kpyrnoro crona”, BebuHapa

Onpegenexue Y4aCTHWKOB, pykoBoauTens, NEeKTopoB, OfHO

OOKMagYMKkoB, Cpoka W MecTa npoBedeHust  ceMmuHapa,| Meponpusitue
MeToOMYecKoro AHs, 3acefaHuwsa "kpyrnoro crona", BebuHapa;
onpeaeneHne KOHTUHIeHTa y4acTHUKOB; pa3paboTka nporpammbl;
MHOPMaLMOHHOE obecneyeHue; BblpaboTka npoekTta
pekoMeHZauun; N3gaHne M pacchifika NporpaMmbl; permcrpaums
YYaCTHUKOB; TEeXHU4ecKkoe conpoBoXaeHve BeOuHapa:
obecneyeHne  AMNEKTPOHHOM KOMMYHUKaTUBHOW nnowagKku,

KoHncynbtanTtlnioc
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BbINOMHAEMbIE B OM1...

noaroTtoBka ONEKTPOHHbIX npeseHTauMﬁ, KOHBEepTupoBaHune
npeseHTauMi Ha SneKTPOHHble nnaTdopMbl, AUCTAHUMOHHASA
HacTpowka KOMMbIOTEPHOro o6opynoBaHus cnywaTtenewn,
npeaBapuTenbHOE TECTUPOBaHNE U BegeHne BebnHapa; aHanus u
OLleHKa CeMWHapa, MEeTOAMYECKOro [AHs, 3acefaHust "Kpyrnoro
ctona", BebuHapa

Konnyectso Y4aCTHUKOB:

1-50 1570,0

51-100 3980,0

o || b

101 - 150 6150,0

7 |151-450 8270,0

lNogroToBka 3acegaHnin pegkonnernu:

8 |yTouHeHue cpoka 1 NoBecTkM 3aceaHust; oTbop MaTepuarnoB Ansi| ogHo 3acefaHuve 560,0
obcyxaeHnss M NoaroToBka MX ANsi KOMMPOBAHMWS; onpeaeneHune
ONMOHEHTOB (PELIEH3EHTOB); OMOBELLEHME O 3acefaHun YneHoB
peaKkonnerny; paccbifika matepuarnioB No MOBecTke 3acefaHus;
ochopMrieHne  NPeaniokKeHun,  BbICKA3aHHbIX y4acTHUKaMK
3acefaHus

OpraHusauna 3acegaHui  npoGneMHbIX  KOMWUCCUIA, COBETOB,
TBOPYECKMX KONNEKTUBOB:

9 |onpeneneHne MNOBECTKM OHA M CPOKOB MPOBEAEHMS 3acedaHus, OAHO 940,0
YTO4YHEHMe CocCTaBa Y4aCTHUKOB; noaroToBka OOKYMEHTOB, meponpuaTtne
OpraHv3auMoHHble MeponpusaTus (OMOBELLEHWE O  3acedaHum,
non6op matepuanos); opopMIieHNe NPOTOKOMA U peLLEHUs

MpumevaHue:

- MpU NPOBEAEHUN MEpPOMNpPUATUA Ha MeXOyHapoOAHOM YpPOBHE K HOPME BpPEMEHW MNpPUMEHSEeTCS
noBbIWarwmn koadduumeHT 2,0; Ha deaepanbHOM ypoBHe - 1,85;

- B HOpMYy BpPEMEHW HE BXOAUT BPEMsI NMPOBEAEHUS] KOH(pepeHuuMn, cemmHapa, MEeTOAMYECKOro OHS,
3acefaHus "Kpyrnoro crona" v Bpemsi, CBA3aHHOe C U3gaHueM MatepuanoB KOHepeHLMU, ceEMUHapa.

4.13. PegaktnpoBaHue pykonucen

Tabnuua 83
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BPEMEHN,
MWH.
1 2 3 4
PenaktnpoBaHue Hay4YHbIX 1 METOANYECKMX MaTepmnanos
MpoBepka n ncnpaesneHne pykonucu B npoLecce NOAroTOBKM ee K
neyaty; yCTaHOBKa COOTBETCTBMS  TeKCTa  Hay4HbIM U
nitepatypHbiM TpeboBaHusM, opMe M LEeneBoMy Ha3HayYeHUio
n3gaHus, cornacoBaHWe BHOCMMbIX WCMPaBeHNA C aBTOPOM;
AopaboTka pykonucu:
1 |pepaktupoBaHve MoHorpaguii, COOPHWKOB HayYHbIX TPydoB,| OAMH aBT. NUCT 2840,0
KoHncynbtanTtlnioc
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Hay4HbIX OTYETOB, NPaKTUYECKMX Nocobui

2 |pepakTupoBaHue MEeTOaNYECKNX Martepuanos:| OAWH aBT. NUCT 2500,0
WHCTPYKTUBHO-METOONYECKMX nucem, pekoMeHaaunmn,
KOHCyrnbTaummn, 0630poB AeATensHOCTn bubnmnorek

3 |penakTnpoBaHne OKYMEHTOB, perfiaMeHTUPYOLWMX OEeATENbHOCTb| OAMH aBT. IUCT 2400,0
BubnuoTek: ycTaBoB, NOMOXEHUA, MHCTPYKLMI

4 |pepaktupoBaHuMe cTaTUCTMYECKMX Tabnuu, y4yeTHblXx  dopM,| OAMH aBT. NUCT 1980,0
obpasuos

5 |pepakTnpoBaHue Martepuanos KOH(pepeHUUN: Joknagos,| oawH aBT. NUCT 1050,0
Cco0OLLIeHUI

PacwundppoBka ayauosanucen  (mMaTepuanoB  KOHGEepeHuui,

coBellaHui):
6 |Habop TekcTa c ayguodanna OAMVH aBT. NnUCT 2400,0
7 | penakTnpoBaHne HabpaHHOro TekcTa OAMH aBT. NUCT 1200,0
8 |koHTponbHOE penakTupoBaHue OOVH aBT. NNCT 120,0

PepaktnpoBanne nonynsipHoro 6ubnuorpadgudeckoro nocobus,
peTpOCNEeKTUBHbIX Hay4HO-BCNOMOraTenbHbIX yKkasaTenen,
0630poB, crnpaBok, pedepaToB, aHHOTALWNA:

9 |penakTvpoBaHWe nonynspHbix OGubnuorpadmyeckux nocobun:| oguH aBT. NUCT 2640,0
TemMaTn4yeckmx ombnumorpadmnyeckmx ykasarenen, CnpaBo4HUKOB

10 |pepakTnpoBaHMe pPeTPOCMEKTMBHBIX  Hay4YHO-BCMOMOraTesnbHbIX| OOWH aBT. MUCT 2100,0
yKkasaTenen

11 | pemakTnpoBaHue aHanMTUYeckMx 0630pOB, CMPaBOK, aHHOTALMW,| OAMH aBT. NIUCT 1080,0
pedepaTos, CBOAHbIX pedepaTUBHbIX 0630poB,
aKcnpecc-nHpopmaumn

12 | pemakTnpoBaHue bubnuorpaduyeckom sanucum OfHa 3anucb 4,6

13 | KOHTpONbHOE pefakTUpoBaHue oJHa 3anucb 6,2

lMpumeYaHue: Npu pefakTMpoOBaHUM CMELLAHHOMO TEKCTa K HOPME BPEMEHM MPUMEHSIETCS MOBbILLAOLLNA
kKoadppumumeHT 1,1.

4.14. BcnomoraTernbHO-TeXHU4eckas paboTa

Tabnuua 84
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHnst BPEMEHMN,
MU/H.
1 2 3 4
1 |o3HakomneHue c MaTepuanom OAVH JOKYMEHT 10,0
2 |pepakTupoBaHue maTtepuasnos OAWH OOKYMEHT 12,0
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4.15. PaboTa no opraHnsauuun Tpyaa u ynpasneHuto

Tabnuua 85
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpeMeH!,
MWH.
1 2 3 4
MnaHupoBaHue paboTbl
C6op, aHann3 MCcXo4HOW WHcpopmauun; onpegenieHne OCHOBHbIX OAVH nnaH
3ajay roga, YTOYHEHWE CPOKOB BbIMOJTHEHMS 3a4aHui, HanucaHue
OOBbSACHMTENBHOW  3aMWCKW; MOArOTOBKA MpoekTa nnaHa K
0OCy)XEHMI0 Ha BCEX YPOBHSX, gopaboTka nocne obcyXaeHus;
npeacTaBreHne nraHa Ha cornacoBaHve 1 yTBepXaeHne:
1 |nnaHa 6mMbnnotekn 6240,0
2 |nnaHa oTgena, cektopa 2740,0
3 |vHauBmayanbHOro nnaHa 370,0
ExxegHEBHbIN y4eT paboTbl B CTPYKTYPHbIX NOAPA3AENEeHNsIX:
4 |cTatucTnyeckun yyeT 3anucaBLUMxcs (nepepeructpupoBaBlumxcs)| oaHa 3anucb 2,8
yuTaTtenemn
5 |cTtatuctuyecknii yyeT KHUrosblgad, noceLleHum ofHa 3anucb 8,6
6 |yuer WMHopMaLMOHHO-bubnrorpaduyeckomn paboTbl no| opgHa 3anucb 2,7
yCcTaHOBMEeHHOW hopme
7 | yyeT BbINOMHEHHbLIX CIPaBOK OfHa 3anncb 2,7
ExxeqHeBHbIN yyeT aboHeHTOB, nonb3aytowmxcs MBA:
8 |cTatuctmyecknii yuet aboHeHTOB, nonb3yowmxca MBA OfHa 3anncb 2,7
9 |cTatucTuyeckmii  y4eT  MOMy4YEHHbIX  3aka3oB,  BblAaHHbIX| OAHA 3anucb 9,8
OOKYMEHTOB
10 |cTtatucTnyeckuin y4eT 3akasoB, MepeHanpasfeHHbIX B Apyrve| ofHa 3anuch 2,7
6mbnmoTekn
11 |3anucb utorm pabotel B "[HeBHWK paboTbl" nogpasgeneHus| oaHa 3anucb 3,2
61bnmoTekn
12 |vHOMBUAOYanbHbIA YYeT: exefHEeBHOe 3anofiHeHWe nucTka ydveTtal ofgHa 3anucbh 2,7
Tpygo3aTtpaT unv gHeBHUKa paboTbl bBubnmoTekaps
CBOAHbIN CTAaTUCTMYECKMIA YYeT Nno Gubnuoteke
Yuncno umtatenemn, KHUrosblgay, NoCeweHnin 1 MHoM WHdopMauun;| oaHa 3anucb
noaBedeHVe UTOroB CTAaTUCTUYECKMX AaHHbIX No BubnvoTeke:
13 | mecsy, 528,0
KoHncynbtanTtlnioc

HageXxHasa npaBoBas nogaepxka

Ctpanuua 187 us 207


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

Mpukas MuHkynbTypbl Poccun o1 30.12.2014 N 2477
"O06 yTBEPXKOEHUN TUMOBLIX OTPACIEBbLIX HOPM TpyAa Ha paboThl,
BbIMONHAEMbIE B OU...

HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 09.06.2015

14 |ksapTtan 792,0

15 |roq 1080,0

Cratuctnueckunn ydet B pexume AC:

16 |BBOA CTATUCTUYECKMX AAHHBIX C KOHTPOMNBHOIO NIMCTa OOVH NUCT 0,16

17 | cBOAHLIN CTAaTUCTMYECKMIA YYET NO BUBNMOTEKE (YNCIO YnTaTENEen, Ha mecs, 120,0
KHMroBblAauy, MOCELLEHNN 1 MHOW nHdopMaLmnn)

MogBeneHne NTOroOB CTAaTUCTUYECKNX OAHHBIX MO OMGnnMoTeke: Ha mecsL
18 |mecsy 0,27
19 |kBapTan 0,27
20 |ron 0,27

CocTaBreHune oT4eToB:

21 |mpuemM  NNaHOBO-OTYETHbIX  AOKYMEHTOB  OT  CTPYKTYPHbIX| OOWH AOKYMEHT 13,0
noapasgeneHnii ¢ NPOBEPKOM MOMHOTbI COCTaBa; COCTaBfEHUE
CBOZHOW Tabnuubl OCHOBHbIX NokasaTenew

CocTtaBneHne aHanuMTUYEecKoro oT4yeTa: aHanuM3 [AesTenbHOCTM OOVH OTYeT
nogpasgeneHun n 6mbnuoTekn, oOTMeTKka W3MEHeHWs 3a rog,
HanucaHve TekcTa, MpeAcTaBneHne Ha  corflacoBaHne U

yTBEPXOEHUE!
22 |oTyeT BUbBnNuoTekn 3a rog 3980,0
23 |oT4yeT oTAenNa, cektopa 3a rog 1320,0
24 |vHauBmuayarnbHbIA OTYET 3a rog 586,0

CocTtaBneHue Ct)I/IHaHCOBbIX oT4yeToB 06 onnarte No BMAam nnaTHbIX OOWH OT4eT

ycnyr:
25 |3a mecsy 510,0
26 |3a kBapTan 840,0

CocTaBrneHune oT4yeTa A4ns YntaTenen n HaceneHus:

27 |onpegeneHne cpoka npoBedeHMs OT4yeTa, MOBECTKM  OHS; 0fOHO 1580,0
onoBellleHne O [JHe oT4yeTa uuTaTenen, HaceneHusi; BbiNyck| MeponpusitTue
CTeHraseTbl; oopMIIeHNEe NPOTOKONA, 3aMeYaHUn 1 NpeanoXeHUn
ynTaTenemn, HaceneHus, COCTaBreHne nNnaHa ux peanusaumm

MoaroTtoBka NPON3BOACTBEHHbIX COBELLLAHUI

OnpeneneHne MOBECTKM [HSA, Kpyra Yy4acTHUKOB; MOAroTOBKa|oaHo coBellaHue
CnpaBKu, ApYrMx MepONpUSTUA, NPOEKTa peLUeHUs; onoBelleHne
YYaCTHUKOB COBELLaHWs; NOAroTOBKA MOMELLEHUS:

28 | coBellaHne paboOTHUKOB BUBNIMOTEKM 320,0
29 | coBeluaHne paboOTHUKOB oTaena 264,0
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30 |coBelaHre No nToram MNPUHATLIX PELUEeHUA C LeNbio OLEHKM WX|ogHo coBellaHne 27,0
pes3ynbTaTtoB, NMPOM3BOACTBEHHbIE COBELLI@HMSA MO UTOram roga

31 |onepaTtmeHoe coBellaHue (ans pelueHus TekyLux| 0OgHO coBellaHne 22,0
NpPOM3BOACTBEHHbIX 3a4a4)
OpraHusaunoHHas (onepaTuBHas) pabora:

32 |gokymeHTanbHoe  odopMreHne  pexuma  paboThbl oTaoenal oauvH OOKYMEHT 268,0
(cocTtaBneHue rpacdmka paboTbl, OTMYCKOB U APYIMX JOKYMEHTOB)

33 |obecneveHne KOHTPONS 3a BbIMNONMHEHMEM MPOM3BOACTBEHHOro| oaHO 3agaHue 44
3a[aHus U Ka4yecTBOM paboThl

34 |oGecneveHne KOHTPOMS 3@ MCMOMHEHUEM  YMNpaBfeHYeCKoro| OAWH AOKYMEHT 8,8
pelleHus, npuKasa, ykasaHus OUpekTopa, 3am. OMpeKkTopa, 3aB.
oTAenom

35 |3akntoveHune, npoaneHne gorosopa ¢ hypmamu, nNpeanpusTuamun,| oauH JoroBop 840,0
opraHMsauusiMm, YacTHbIMW NpeanpuHMMaTensIMm

36 |cocTaBneHue KanbKynsumm LeH Ha nnaTHble yCryrm OAWNH OOKYMEHT 3340,0

37 |BbiNUcbIBaHKE cYyeTa, KBUTAHLUUMU OOVH JOKYMEHT 13,4

38 | cBepka onnaTbl CHETOB OLMVH LOKYMEHT 13,8
[enonponssoacTso:

39 |npuem 1 perncTpaums BXoasLen KoppecnoHgeHUMm OOVH JOKYMEHT 5,6

40 |obecnedyeHne KOHTPOMNS 3@ CBOEBPEMEHHbLIM  WUCMONHEHWEM| OAMH OOKYMEHT 5,6
OOKyMeHTa

41 |cuctemaTusaums M MOALUMBKA  WCMOSTHEHHbIX JOKYMEHTOB B| OOWH JOKYMEHT 5,6
COOTBETCTBMM C HOMEHKIaTypon aen
Pa6oTa B pexume AC:

42 | peructpauns BxoasaLlen KoppecnoHaeHUMmn: BBog B 6a3y OaHHbIX| OAHa KapTouka 7,6
KOHTPOSIbHOM KapToukM (gaTa MOCTYMNSEeHUs, WMHAEKC OOKYMeHTa,
KOPPECMNOHAEHT, AaTa, MHAEKC MOCTYNMBLLEro AOKYMEHTA, KpaTkoe
coaepxaHue, pe3oniouuns, KoMy HanpasneH)

43 | obecneyeHne KOHTPONSA 3a WCMONIHEHMEM [OOKyMEHTa: BbIBOO Ha| ogHa 3anucbh 4.6
9KpaH KOHTPOSbHOW KapTouyku, BBOA B Hee uHdopmauun o6
WCMNONTHEHUN

MpvmeyaHne: BpeMsi NMpoBedeHUs oT4yeTa nepen yuTaTensiMu, HaceneHwem, COBELlaHUi B HOpPMY
BPEMEHU HEe BXOOMT.
4.16. ObcnyxmnBaHue yganeHHbIX Nonb3oBaTenemn
Tabnuua 86
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHus BpEMEHH,
MWH.
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1 2 3 4
Pernctpauus nonb3oBaTtenien B peXXmMme OHManH:
1 |npoBepka 3anucu nonb3oBaTtens B bubnmorteky OOVH 1,0
nonb3oBaTtenb
2 |obpaboTka 1 BBOO hamMunuu, MMEHW, oT4ecTBa MNOMb3oBaTENs U OAVH 2,5
agpeca ero af1eKkTPOHHOM MoYThl 3NEKTPOHHbIN
dopmynsap
3 |cocTaBneHue nucbMa C ykasaHMEM forMHa M CreHepupoBaHHOMo O4HOo 2,5
CMUCTEMOWN Napons, MPUKPEnieHNe MHCTPYKLMU MOMNb30BaHUst M| 3MEeKTPOHHOEe
OoTnpaBKa ero no 3MeKTPOHHOW NoYTe Nosfb30BaTEN NUCbMO
O6cnyxnBaHve Nonb3oBaTernern B peXUMe OHManH:
4 | KOHCYNnbTauusa No UCMOMb30BaHUIO MHTEPaKTMBHOW B KHur ofHa 5,0
KOHCynbTauus
5 |conpoBoxgeHne BUPTyanbHOW KHUrOBblgayn: (opMUpoBaHUe OAMH 3aKas 7,0
3aKkasa Ha BUPTYyarnbHOW KHXKHOW nosike
6 |Bbirpy3ka n3 AC HOBbIX MOCTYMMEHUA 3a onpedeneHHbIi nepuog OAWH hawnn 5,0
BPEMEHM B BUAE yKasaTtens HoBbix noctynneHuin (YHIT)
7 |pasmelleHve HOBbIX MOCTYMMEHMN [OKYMEHTOB Ha canTe OAWH chawnn 1,5
OMONMOTEKN: co3gaHMe 3arofloBka aHHOTauuKu  NpUKPenneHne
anna(os)
8 |paccbinika MO SMEKTPOHHOM MoYTe yAaneHHbIM MONb30BaTENAM OHO 1,5
MHGOPMAaLIMM O HOBBIX MOCTYMNIEHMAX JOKYMEHTOB 3NEKTPOHHOE
NUCbMO
9 |uHdopMaLMOHHOE COMPOBOXAEHNE calTa, nopTana W cTpaHuy B|oaHo cooblieHne 1,5
coumnanbHbIX  CETAX: co3faHue 3aronoska aHHoTauun
npukpenneHue gannos
PaboTa ¢ canTom otaena 6udbnuoTtekn
PaboTa ¢ HoBocTsiMK oTaena:
10 |nogroToBka martepuana k nyonmkauumn (npecc-penns, nocT-penus,| oguH neyvaTHbIn 1050,0
cTaTtbs) nuet
11 | paameLLeHe HOBOCTU Ha caiTe oJHa HOBOCTb 10,0
12 | pasmeLLeHne HOBOCTU B COLMarbHbIX CETAX 0JHa HOBOCTb 10,0
13 |oTnpaBka HOBOCTHOro coobLUeHMs ANs pas3MeLleHusl Ha camnTax|ogHo cooblleHne 10,0
napTHepoB
14 |nog®op unnCcTpaunm K HOBOCTHU ogHa 5,0
UnncTpaums
PaboTa ¢ dpoToranepeen otgena:
15 | doTocbemka O[lHa cbeMka 30,0
16 |nog6op doTorpadun ofHa 3,0
KoHncynbtanTtlnioc
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doTorpacus
17 | obpaboTka choTorpacuii ¢ nomoLLbio rpadruyecKkoro pegakropa ofHa 15,0
doTorpacus
18 | cosgaHue poToranepen ogHa 15,0
¢oToranepes
19 | mobaBneHue nognucemn k gpoTorpadusam ogHa 2,0
doTorpacus
PaboTta c NONHOTEKCTOBLIMMU MaTepuanamu,
GubnuorpagmyeckMMm cnnuckaMm Ha camTe:
20 |copmaTupoBaHue Martepuanos pansa nybnukauum (nepeeoad B| oAauH matepuan 20,0
apyrue cpopmarthkl, JeneHne matepuana Ha YyacTu)
21 |pobaBneHve onucaHua K maTepuany (aHHoTauus, kniodveBble| oauH matepuan 10,0
cnosa) - 1000 3HakoB
22 |3arpyska matepuana Ha BHELUHWUA CanT OAMH MaTepuan 15,0
23 | obHoBNEHWe cnucka nybnukauni coTpyaHUKOB OTAena ogHa 2,0
onbnuorpaduye
ckad 3anvcb
PepnaktupoBaHue n 06HOBRNEHNE MHpOpMaLUmM Ha CanTe:
24 | pepakTvpoBaHue matepuanos ofHa 3anuncb 2,0
Cos3gaHne ¢OpMbl  3MEKTPOHHLIX  OMPOCOB  (3KCMpecc-onpoc,
OHNawH aHKeTUpoBaHue):
25 | cosgaHue 1 pasmeLleHme BONPOCOB Ha canTe OAWH BOMpOC 6,0
26 | cosgaHue cTpaHuubl onpoca u gobaenexHve koga ¢ canta OfiHa cTpaHuua 15,0
CosfgaHve HOBbIX pa3denoB Ha canTe:
27 |co3gaHue OAWH pasgen 15,0
PepnaktupoBaHue n obHoBneHne MHOPMALMOHHONO KOHTEHTa Ha
cante:
28 | pepakTtupoBaHue ctaTen, pasmeLleHHbIX Ha canTe OfjHa HOBOCTb 10,0
29 |nouck wn  otbop  wmHdopmauum  aAns peaakTMpoBaHus 20,0
cTatuctuyeckon b
30 | obHoBNEHME 3anucen b oJHa 3anucb 5,0
31 | BHeceHue HoBbIX 3anucen B B/1 Oo4Ha 3anncb 10,0
O6paboTka JOKYMEHTOB ANA 3arpy3ku Ha CanT:
32 | pepakTnpoBaHue n bopMaTMpoBaHUe TeKCTa JOKyMeHTa OAMH aBT. NUCT 60,0
33 |KoHBepTUpOBaHME OOKYMeHTa M3 OAHOro dopmaTta B Apyron| OAWH AOKYMEHT 10,0
dopmat
KoHncynbtanTtlnioc
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34 |3arpy3ka Ha BHELLUHUE pecypchl OLVH LOKYMEHT 15,0
35 | pasmelleHune Ha cante oTgena OAWH JOKYMEHT 10,0
3anonHeHue cTpaHuUbl OTAeNa B couManbHbIX CEeTAX:
36 | nouck n oTbop HOBOCTEN Ha BHELLHUX pecypcax OfiHa HOBOCTb 24,0
37 |cocTaBneHne aHHOTaALMN K HOBOCTAM oJHa HOBOCTb 15,0
38 | pasmelleHune nocra Ha cTpaHuue oTaena oJHa HOBOCTb 5,0
4.17. Onpepgenexve KHMroodecnevyeHHoCTM y4ebHoro npouecca B 6ase gaHHbix AC
Tabnuua 87
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpEMEHN,
MU/H.
1 2 3 4
1 |nowck onpegeneHHon gucumnnmnHbl y4ebHoro npouecca B Mopgyre oaHa 1,0
"KHuroobecne4yeHHocTb" avcuunnuHa
2 |nouck B ©0ase paHHbiXx AC [OKYMEHTOB, MOOXOOAWMX AnNS ogHa 10,0
BbIOpaHHOWM ANCUMMIIMHBI (OCHOBHOW CMMCOK), B peXMMe npocTtoro|  gucumnnuHa
N pacLUMPEHHOro noucka
3 |MpocMOTp Kaxgoro [AOKyMEeHTa No BCEM MapameTpam Anisi| OguH AOKYMEHT 60,0
onpeneneHnss HeobxoouMOCTM BKIIOYEHUS €ro B CMMUCOK, OTOOp
BbIOpaHHbIX OKYMEHTOB (400aBreHne K MMeLLMMca Nonsm eLle
oaHoro nong "ancuunnunHa")
4 |npucoegnHeHe OTOOpPaHHbLIX OOKYMEHTOB (OCHOBHOW CMMCOK) B ofHa 5,0
moayne "KHnroobecneyeHHOCTL" K onpeaeneHHon aANCUUnIinHe avcuunnuHa
5. TunoBble oTpacneBble HOPMbI TPyAa Ha paboTbl, BbIMNOMHAEMbIE
B IETCKMX, lOHOLLECcKMx bubnmoTekax, B bubnmotekax HAN,
obpasoBaTtenbHbIX ydYpexaeHuii (Ha OCHOBE aBTOMAaTU3MPOBAHHbIX
CUCTEM ynpaBneHusi npoueccammn)
5.1. KomnnekrtoBaHue ooHAOB
Tabnuua 88
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHnst BPEMEHN,
MU/H.
1 2 3 4
1 |npuem n otbop ans PoHAOB HOBLIX NMOCTYMIIEHUIA, NOMNYYEHHbLIX NO| OOWH OOKYMEHT 3,6
COMpOBOAUTENBHOMY  OOKYMEHTY - JUCTY  rocyaapCTBEHHON
perncTpauum
2 | TexHunyeckast 06paboTka AJOKYMEHTOB OOVH LOKYMEHT 4.5
KoHcynbTtaHTtlNntoc
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E

4,5 |

BBOJ AOKYMeHTOB B 6a3y gaHHbIxX (B[) OAVH [OKYMEHT
5.2. Bubnuorpacuyeckoe onucaHnme n MHAEKCUpOBaAHUE JOKYMEHTOB
Tabnuua 89
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHnsi BPEMEHMN,
MU/H.
1 2 3 4
1 |dopmupoBaHue Gubnuorpaduyeckon 3anucu Ha [OKYMEHTbl Ha| ofHa 3anucb 18,0
PYCCKOM 513blke (OnucaTternbHas kaTanormsaumsi)
2 | dopmupoBaHne 6ubnvorpadunyeckon sanncu Ha OOKYMeHTbl Ha| oaHa 3anuch 27,0
MHOCTPaHHbIX EBPOMNENCKNX A3blKaxX N A3blkax HapoaoB Poccuiickom
depepaumu, Kpome pyccKoro (onucartenbHas KaTanorusaums)
3 |vHaekcupoBaHMe JOKYMEHTOB (codepaTernbHas katanornsauus) OfHa 3anucb 18,0
5.3. PaboTa c kaTanoramu
Tabnuua 90
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHnsi BPEMEHMN,
MU/H.
1 2 3 4
MoarotoButensHas paborTa:
1 |pas3bop KapToyek Ans paccTaHOBKU B andaBUTHbIE KaTanoru OfiHa KapTouyka 0,5
PepaktnpoBaHue reHeparnbHoro andaBuTHOro Kararora: OfiHa KapTouyka
2 |katanor - ctapbin psg (oo 2000 roga) 1,0
3 |kartanor - HoBbIn psag (¢ 2000 roga) 0,5
4 |kaTanor - WMHOCTpaHHble €BPOMencKne A3bIKM U A3bIKM HapodoB 1,0
Poccuu, kpome pycckoro
5 |pa3bop kapTouek Ansi paccCTaHOBKM B CUCTEMATUYECKNE KaTanoru OfiHa KapTou4ka 0,3
6 |penakTnpoBaHue [eHepanbHOroO CUCTEMATUYECKOrO KaTtanora| ogHa KapToudka 0,5
(FCK)
7 |pepaktnpoBaHue opurMHan-maketa B3 Ha  ogHoudacTHble| ogHa kapTouka 0,3
OOKYMEHTbI
8 |pepaktnpoBaHne opurnHan-maketa B3 Ha  MHorovacTHble| ofgHa kapTouka 0,45
OOKYMEHTbI
9 |pepakTMpoBaHWe 3anucerr Ha eguHnubl XxpaHeHuss B 1O no| opgHa 3anucb 5,4
N3BELLEHNAM O BHECEHUM M3MEHEHMIN B KaTaroru, nonyYeHHbIMU
n3 TexHonornyeckoro otaena (TO)
KoHncynbtanTtlnioc
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PepaktnpoBaHue dnbnnorpaduyeckmx 3anucen (B3)| opaHa 3anucb
(koHTponbHbIE Nons dpopmaTa u Tekcta b3):
10 | pemakTupoBaHue KOHTPOIbHbLIX Nonen hopmaTta 54
11 | pemakTnpoBaHue Tekcta b3 54
12 |pepaktnpoBaHue Oubnuorpaduyecknx 3anmcern (B3) B TO| opaHa 3anuch 54
(sBeaeHue nHaekcos BBK B B3)
13 | dopmuposanne B3 B O ¢ ucnonb3oBaHVeM CBOAHOroO kaTanora| oaHa 3anucb 12,0
Poccuiickon depeparmm
14 |pepaktnpoBaHue b3 Ha MHorovacTHble AoKymMeHThl B 10 oJHa 3annucb 12,0
5.4. PaboTta ¢ poHaom
Tabnuua 91
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHust BPEMEHM!,
MWH.
1 2 3 4
MoprotoButenbHas paboTa:
1 |nogrotoBka pabouMx MecT; opraHm3aumss pabouvero mecta:| opHo pabouee 50
noaknoyeHne komnbetotepa, Bxog B OPAC, npoBepka 3NeKTPOHHOM MecCTo
MoYTbl, paccbifika OTBETOB Ha 3anpocChkl; NOAroToBKa 3ana k paboTe:
opraHu3aumsi paboumx MecCT uuTaTenen, BraxHass ob6paboTka
MOHWTOPA KOMMbIOTEPA, CTaHUMM CaMOOOCIyXMBaHUS, MOHUTOpA
3MIEKTPOHHOTO KaTtarnora, pacCTaHoBKa (pa3MelleHue KHWKHOro
MaccuBa, CAaHHOro nocne npegpigyero paboyero AHs, Ha Noskax
OTKPbITOro 4OCTYNa), 03HAKOMSIEHNE C NEPUOANKON U C HOBOCTAMM
B ceTn "UHTepHeT"
2 |nonyyeHne [OKYMEHTOB C BbLICTaBKM HOBbIX MOCTynrieHun (npu| opgHa napTtus 16,0
y4yactum 4-x YenoBek) (100
OOKYMEHTOB)
3 |nmpvem HoBbLIX nocTynneHun B [lporpamme nepefayn; cBepkal oaHa napTud 12,0
HanMunsi KHUr B NapTKn C CONPOBOAUTENbHBLIM JOKYMEHTOM (100
OOKYMEHTOB)
O6paboTka HOBbIX NOCTYMNIIEHWUNA
4 |MepBuyHbIN  pa3bop HOBbLIX  MOCTYMMEHWA; MpOCTaBneHne| opHa napTus 26,0
WTEMNens Ha TUTYNbHOW M 17 CTpaHuWuax KHWrMM; aktmeBauus wu (100
pefakTMpoBaHMe B 3MEKTPOHHOM KaTarnore; nedyaTb WHBEHTaApHOro| [OOKyMEeHTOB)
N 1 npuknenBaHue paguomMeTkn (€OUHUYHbIE 3K3EMMNNAPbI)
5 |Pa3bop OOKYMEHTOB ANl onpeaeneHns pacCTaHOBOYHbIX LUNKPOB | OOUH AOKYMEHT 1,0
6 |[lMpepBaputenbHag cucTemaTMsaums [OOKYMEHTOB  rpynmnoBon| oAWH AOKYMEHT 1,0
06paboTkun Ans onpeaeneHnst NoIoYHOro NHAeKca
LLindpoBka 4OKYMEHTOB: OAVH [OKYMEHT
KoHncynbtanTtlnioc
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7 | c gyms wudpamu (1 - "BUpTyanbHbIn") 1,0
8 |6es wudpa 1,8
9 |pocbinbl 3,6
10 |BBOA WKdppa 0,5
LLincdpoBka AOKYMEHTOB rpynmnoBon 06paboTku: OAWH JOKYMEHT
11 |npegBaputenbHaa cuctematusauus (BBOO WHAEKCa oTpacnu 1,0
3HaHua no Tabnuuam BBK B 3K)
12 | petanbHaga cuctemaTtusaumsa (BeBog nonodHoro nHaekca bbK B 3K) 1,0
13 |obpaboTka OOKYMEHTOB HA MHOCTPAHHbIX EBPOMENCKNX SA3blkax OOVH JOKYMEHT 3,6
14 |obpaboTka [OKYMEHTOB Ha HaUMOHAnbHbIX $3blKax HapodoB| OAMH OOKYMEHT 4,5
cybbekToB Poccunckon ®egepaunm
15 |npuem n obpaboTtka gokymeHToB XVIII - XIX BB. OOVH JOKYMEHT 8,0
16 |npuem n 06paboTka OTeHYECTBEHHbIX NEPUOOUYECKUX M3OaHWUN U3| OAMH OOKYMEHT 1,8
3TMNu
17 |npvem n obpaboTka WHOCTPAHHbLIX NEPUOOUYECKUX WU3OaHUA W3| OAMH OOKYMEHT 1,8
3TMNu
18 | nepewnpoBka AOKYMEHTOB OAWH OOKYMEHT 27,0
19 |BBOA Bap-koga fokymeHTa B 3K OOVH JOKYMEHT 2,6
20 |nepepaya gokymeHTOB Ha sipyca ®b B gucnetyepckon nporpamme oAHa napTus 26,0
(100
JOKYMEHTOB)
O6cnyxunBaHue yntatenen n aboHeHtos B Ob:
21 | BbINnoniHeHUe TpeboBaHUIN, MOCTYNMBLUNX MO 3NIEKTPOHHOMY 3aKasy OAHO 1,0
TpeboBaHne
22 |B3aMmopacyeT CO CTPYKTYPHbIMW NogpasaeneHnsiMm oubnuoteku OAHa naptus 14,0
(100
OOKYMEHTOB)
23 |paboTa C 3ag0JPKEHHOCTBIO: COCTaBreHne no 06a3e uMTanbHOro| OAWH AOKYMEHT 1,8
3ana cnicka 3adorfmKHMKOB; cocTaBrieHne no 6ase ueHTpanbHon
Kacdbegpbl Crnvcka 3a[0IMKHMKOB; BbloereHne u3 obLliero cnmcka
3a0MKHNKOB BUBNMOTEKM 3a40MKHNKOB; €XeOHEBHbIN KOHTPOSb
OOIMKHMKOB C  HanOMWMHaHWEM O HeoOXoAMMOCTM BO3BpaTa
3a0epXKaHHbIX  KHUM; aHanm3 3dgEKTUBHOCTM  MpoAenaHHON
paboThbl
ObecneyeHne coxpaHHOCTV HhOHOOB:
24 |nogrotoBka  OOKYMEHTOB  Ha MUKpPOUIbMUpPOBaHME n| oovH AOKYMEHT 54
CKaHupoBaHue
25 |nepegava gOKYMEHTOB Ha MUKPOUIIbMUPOBaAHUE N CKaHMpPOBaHue | ogHa naptus (20 16,0
OOKYMEHTOB)
KoHncynbtanTtlnioc
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Ceepka hoHaa ¢ anekTpoHHbIM kaTanorom (3K): OLVH LOKYMEHT
26 |ogHoYacTHbIE JOKYMEHTHI 1,8
27 | MHOro4acTHble JOKYMEHTbI 3,6
28 | npoBepka JoCTyna K 3NIEKTPOHHOMY pecypcy OLVH LOKYMEHT 54
5.5. CnpaBoyHo-6unbnuorpadgudeckoe obcnyxmsaHne
Tabnuua 92
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHnsi BPEMEHMN,
MUH.
1 2 3 4
BbinonHeHne ycTHbIX Gubnunorpacgmyeckmx cnpaBok:
1 |noarotoBka pabounx mect eXefHeBHO 13,0
2 |exenHeBHbIN CTaTUCTUYECKUN yyet exegHeBHO 13,5
crnpaBoYHO-6nbnunorpadunyeckoro o6cny>xMBaH1s YiTaTenen
3 |mn3yyeHue oTpuuaTenbHbIX OTBETOB Ha Oubnuorpaduyeckue exegHeBHO 13,5
3anpochbl C Lernbio BbiSIBEHUS bpaka
4 |npueM 3anpoca Ha BbINofnHeHne bubnunorpaduyeckon cnpaskm OAWH 3anpoc 10,0
5 |ocopmneHre KOHTPOMBHOro NMCTKa Nosib3oBaTens OAWH 1,0
nonb3oBaTenb
6 |Temartnyeckas ycTHas bubnmorpaduyeckas cnpaska OfHa crnpaska 17,0
7 |appecHas ycTHas cnpaska OfHa crpaBka 8,0
8 |yTouHsowasn yctHaa bubnuorpadumyeckas cnpaeka OfHa crpaska 18,0
9 | dakTorpadmyeckas yctHasa Gubnuorpadudeckas cnpaBka OfHa crnpaBka 15,0
10 | opueHTUpytoLas KoHcynbTauus ogHa 6,0
KOHCynbTauums
11 |6ubnmorpacdurdeckas/cdaktorpaduyeckas cnpaeka no tenedgoHy OfHa crnpaBka 12,0
BbInonHeHne NnncbMeHHbIX Bubnunorpaduyeckmx cnpaBok:
12 |npuem 1 peructpaums NMCbLMEHHOro 3anpoca B OpraHU3auMoOHHOM|  OOWH 3arnpoc 3
rpynne
13 |ancnetyepmsaums NUCbMeHHbIX 3anpocos B rpynne CBO exegHeBHO 60
14 |peructpauusa 3anpoca B >XypHane yyeTa MMCbMEHHbIX CNpaBOK| ofHa 3anucb 3
rpynnel CBO
lMucbMeHHas TemaTuveckas cnpaska:
15 | Tematnyeckas cnpaska 1-01 CTENeHn CROXHOCTW: o 25 Ha3BaHui,| ogHa cnpaBka 1200,0
KoHncynbtanTtlnioc
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C NPocMOTpOM Brnbnuorpadmnyecknx NCTOHYHMKOB
16 | TemaTmnyeckasi cnpaBka 2-OM CTEMEHU CrOXHOCTW: cBbiwe 25| ogHa cnpaBka 2900,0
HasBaHWMN, C MPOCMOTPOM Oumbnmorpacdnyeckux M TEKCTOBbIX
NCTOYHMKOB
17 |nucbMeHHasa yTouHsoLwWwas bubnmorpaduyeckas cnpaska OfHa crnpaska 360,0
18 | nucbMeHHasi agpecHasi cnpaBka OfHa crnpaBka 120,0
19 | nucbmeHHas daktorpaduryeckas cnpaska OfjHa crpaBka 360,0
20 |ANCbMEHHbIE  KOHCYMbTauuu:  TemaTuyeckas KOHCyNnbTauus, ogHa 480,0
KOHCYyInbTauUus-KnuLie KOHCynbTauus
PenaktnpoBaHme BbINOMHEHHbIX MMCbMEHHbIX CMPaBOK:
21 |agpecHas nucbMeHHasi crnpaBka ofHa cripaska 9,0
TemaTuyeckas NMCbMEHHas cnpaska: OfHa cripaBka
22 | 1-1 cTeneHn CnoXxHOCTU 18,0
23 | 2- cTeneHn cnoXHOCTH 48,0
24 | yToYHsIIOWAn NMCbMEHHas cripaBka OfHa crnpaBka 8,0
25 | bakTorpadmyeckas NMCbMeHHas cnpaBka OfHa crnpaBka 8,0
26 | pernctpauus BbINONHEHHOW NUCbMEHHOW cnpasku B rpynne CBO B| opgHa 3anuck 3,0
XypHare ydeTa NMCbMEHHbIX 3arnpocoB
27 |peructpaums BbINOMHEHHOM NMUCbMEHHON cripaBku B| opgHa 3anucb 2,0
opraHusauwmoHHou rpynne CbBO
28 | odhopmneHune n nepegada/otTnpaBneHne oTBeTa 3akasymky O[VH 3anpoc 12,0
BupTyanbHasa cnpaBoyHasi cnyxba:
29 | BupTyanbHas TemaTudeckas cnpaska OofHa cripaBka 18,0
30 |BupTyanbHas agpecHas cnpaska OfHa crnpaBka 7,0
31 | BupTyansHas yTouHsOWasa cnpaska OfHa crnpaBka 18,0
32 | BupTyanbHas opueHTupytoLLas cnpaska OfjHa crnpaBka 6,0
33 | odhopmrieHne oTBETA Ha 3anpoc YntTaTensi OLHO NMNCBbMO 6,0
34 | nononHeHne apxmBa BbINOJTHEHHbIX crpaBok ("basa 3HaHun") OfHa crnpaBka 11,0
35 CKaHMPOBaHME [IOKYMEHTOB 13 ¢doHpoB CBO no 3akasam| ogHa cTpaHuua 3,0
nonb3oBaTtenen
KoHcynbTaumm: oaHa
KOHCynbTauns
36 | meToandeckas 10,0
37 | TemaTu4deckas 10,0
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38 |nokanbHas koopauHauMA U OuMcneTyepu3auusi  BbINOMHEHMsI|  OAHO MUCbMO 12,0
BUPTYarbHbIX CNpaBOK

Bubnnorpaduyeckoe obyyeHne nonb3oBaTenen

KoHcynbTauum: ofHa
KOHCyrnbTaums
39 |meToguyeckas 10,0
40 |TemaTtnyeckas 15,0
41 |nogrotoBka OGubnuorpadmyeckoro ob3opa MO MeTOAMKE o4uH 0630p 2400,0

dopmupoBaHma  Gubnuorpadudeckon  3anucu,  paboTbl €
kaTanoramu, 6mubnuorpacnyeckMmm UCTOMHMKaM opmMupoBaHus
cnucka nuTepaTtypbl K Hay4dHow paboTe

42 |nogrotoBka W npoBefeHue OGubnuorpadguyeckoro ob3opa no ofuH 0630p 480,0
mMeToaumke bubnvorpadnyeckoro onmcaHns

43 |npoBeneHue 3KCKypCUn no doHaam n| ogHa aKckypcus 480,0
cnpaso4vHo-bmbnuorpadunyeckomy annapaty (CBA) LIBC

BepneHue cnpaBoyHo-6uGnmorpaduyeckoro annapara:

44 | BefgeHWe apxmBa BbINOSTHEHHbLIX CMPABOK B 3NIEKTPOHHOM peXxume OofHa cripaBka 8,0

45 |BBOA KapToTek B B[] OiHa KapTouyka 6,0
BbicTaBouYHasi paboTa: O[Ha BbICTaBKa

46 |paspaboTka nnaHa opraHM3aLUun U 3KCMNOHMPOBAHMS TeMaTUYECKOM 2160,0
BbICTaBKM

47 |noaroToBka COMPOBOAUTENBLHOW [AOKYMEHTauMuM K BbICTaBke, 360,0
aTMKeTaxa

48 | MOHTaXx BbICTaBKU 480,0

49 | DeMOHTaXx BbICTaBKU 240,0

lMpumeyaHwue: npyn paboTe C AOKYMEHTaMW Ha WMHOCTPAHHbLIX EBPOMENCKUX S3blKaX U SA3blkaX HapOLOB
Poccwuiickon degepaumm, Kpome pyccKoro, K HoOpMam BPEMEHM MPUMEHSIETCA MNOBbILAKLWNA KO3 PULMEHT

1,15.
5.6. HoTHble nsgaHusi n 3Bykosanucu
Tabnuua 93
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n n3mepeHusi BpeMeHN,
MWH.
1 2 3 4
dopmupoBaHmne 6ubnmnorpaduyeckon sanncu:
1 |Ha rpamnnacTMHKM Ha  pycckOM  43blke  (onucaTenbHas OAVH AUCK 140,0
KaTtanormsauus)
Koncynbrantlinioc www.consultant.ru Crtpanuua 198 us 207

HageXxHasa npaBoBas nogaepxka


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

Mpukas MuHkynbTypbl Poccun o1 30.12.2014 N 2477

KYMEHT N TaBleH
"O6 yTBEpPXKOEHMUM TUMOBBLIX OTPacneBbiX HOPM TpyAa Ha paboTsl, AokymenT npeaocraene

KoHcynbTaHnTtlinioc
[ata coxpaHeHus: 09.06.2015

BbIMOSIHAEeMble B OM...

2 |Ha rpamMnnacTUHKM Ha WHOCTPaHHbIX €BPOMNENCKUX HA3blkax | OAVH AUCK 180,0
Aa3blkax HapogoB Poccuiickon ®epepauumun, Kpome  pycCKOro
(onucatenbHas kaTanornsaums)
3 |Ha aygouo KoMmMakT-OuUCKe Ha pPYCCKOM fA3blke (onucaTtenbHas OAVH AUCK 160,0
KaTtanormsauus)
4 |Ha ayano KOMMakT-ANCKe Ha MHOCTPaHHbIX EBPONENCKNX A3blkaxX U OAVH AUCK 220,0
A3blkax HapogoB Poccunckon ®enepaunn, KPOMe PYyCCKOro sisbika
(onucatenbHas kaTanornsaums)
5 |Ha My3blkanbHOM KOMNaKT-gUCKe (onucaTtenbHas katanornsaums) OOVH AUCK 480,0
6 |Ha HOTHble wu3daHMA Ha pycckom s3blke  (onucatenbHasi| OAWMH OOKYMEHT 132,0
KaTanormsauus)
7 |Ha HOTHble U3OaHWSA Ha WMHOCTPaHHbLIX EBPOMNENCKUX A3blkax W| OAWH AOKYMEHT 140,0
A3blkax HapopoB Poccuiickon depepaumun, Kpome  pycCcKoOro
(onucatenbHas kaTanornsaums)
CnpaBo4yHo-6nbnuorpadudeckoe ob6CnyXvMBaHMe B  YUTarbHOM
3ane
BbinonHeHne ycTHoM Gubnuorpadmyeckon cnpaeku:
8 |npvem 3anpoca Ha BbINnonHeHUe Gubnuorpadmyeckon cnpaekm O[VH 3anpoc 6,0
9 |TemaTuyeckas ycTHas bubnuorpadumyeckas cnpaska OfHa crnpaBka 20,0
10 |ycTHas agpecHas bubnuorpacdumyeckas cnpaska OfHa crnpaBka 12,0
11 |yTouHsAOWas ycTHasa bubnumorpacunyeckas cnpaska OfHa crnpaBka 22,0
12 | dpakTorpacmyeckas yctHas bubnuorpadudeckas cnpaeka OfHa crnpaBka 18,0
KoHcynbTauum: ofHa
KOHCynbTaums
13 |B6ubnuorpaduryeckune 10,0
14 | opueHTUpyowme 3,0
15 | BcnomoraTtenbHO-TEXHUYECcKne 6,0
BbinonHeHne nMcbmMeHHbIX Bubnuorpaduyeckux cnpasok:
16 |npuemMm M pernctpaumsa 3anpoca B KHUre y4vyeTa MUCbMEHHbIX| ofHa cnpaBka 15,0
Bmbnmorpadmyeckmx cnpaBok
17 |u3yyeHne 3anpoca, yCTaHOBEHWE WNU YTOYHEHME JfeMEHTOB| OfHa crpaBka 900,0
ombnuorpaduyeckon sanmcm
BeneHune cnpaBoyHo-6nbnmnorpaduyeckoro annapara:
18 | odopmneHne KapToUkM ANs KapToTeK OflHa KapTouykKa 16,0
19 |cospaHne Gubnuorpadudeckon 3anucu (b3) Ha cTaTtbn No My3blke| ogHa 3anucb 8,0
N3 JOKYMEHTOB, HE COOTBETCTBYIOLLMX npodunio M3
20 |BegeHune kapToTek OfHa KapTouyka 1,0
KoHncynbtanTtlnioc
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5.7. Pabota c nutepartypon no 6ubnuotekoBegeHuto, bubnmnorpacdoBeaeHno 1 KHArOBEAEHNIO

Tabnuua 94
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpeMeH!,
MWH.
1 2 3 4
O6paboTka HOBbIX MOCTYMSIEHWIA B MPOrpaMMHOM obecneyeHunn
(NO):
1 |npveM HOBbIX MOCTYMNMEHWN OTEYECTBEHHbLIX [OOKYMEHTOB B| OAWH LOKYMEHT 0,5
OMCNeTYEepPCKOn NporpaMmmMe nepegaym
2 | npuem HOBbIX MOCTYNMNEHWIA HA MHOCTPAHHbLIX EBPONENCKNX A3blkax| OAWH AOKYMEHT 1,0
1 a3blkax HapoaoB Poccuickon degepaunm, Kpome pycckoro
3 |odopmneHne kapToukM Ha OOKYMEHT Ha PYCCKOM 43blke Ans| ogHa kapTouka 8,0
KaTanoroB M 0OOMacTHbIX KapTOTeK C  WCMNOSb30BaHWEM
6ubnuorpaduyeckon sanmcu
4 |odopmMneHne KapTOukM Ha  OOKYMEHT Ha  MHOCTpPaHHbIX| ogHa KapTouka 10,0
€BPONENCKMX A3blkax 1 A3blkax HapogoB Poccuiickon dPepepaunn,
KpOMe pyccKOro, [AOnsl kaTtanoroB W 0OnacTHbIX KapTOTeK C
ncnonb3oBaHneM Gubnuorpadmyeckon 3anucu
5 |ananutnyeckoe onncaHne pokymeHtos B 10O oaHa ctaTbsl 12,0
O6cnyxvBaHve nonb3oBaTenew; BupTyanbHas  CnpaBoYHast
cnyxba:
6 |npuem Gubnmorpadmyeckoro 3anpoca untarenst O[VH 3anpoc 3,0
7 |BupTyanbHas TemaTuyeckas crnpaska OfHa crnpaBka 54,0
8 |BupTyanbHas agpecHas cnpaska OfHa crnpaBka 18,0
9 |BupTyanbHasa yToYHSAOLWANA crnpaBka OfHa crnpaska 26,0
10 |BupTyanbHas gakTorpaduyeckas cnpaska OfHa crpaBka 20,0
11 |ocbopmneHne oTBeTa Ha 3anpoc ymTaTens OOHO MUCbMO 10,0
12 |nononHeHne apxmBa BbINOJTHEHHBIX cnpaBok ("basa 3HaHuin") OfHa crnpaska 10,0
13 | exXegHeBHbIN CTaTUCTUYECKUN yJyet exegHeBHO 12,0
cnpaBoYHO-OMGnMorpadmnyeckoro o6cnyXnBaHnst YiTaTenen
5.8. ObpaboTka onTryecknx komnakT-anckos (O3IP)
Tabnuua 95
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHusi BpEMEHN,
MWH.
KoHncynbtanTtlnioc
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1 2 3 4
1 |nonyyeHne wn JgocTaBka OMTMYECKMX  KOMMAKT-OUCKOB  U3| ogHa napTtus 30,0
ancnetyepckon OLIK3 AokymeHToB (100
OUNCKOB)
2 | nNpuveM HOBbIX MOCTYMNIEHWUI ONTUYECKUX KOMNAaKT-ANCKOB OAHa napTu4 60,0
AokymeHToB (100
OUNCKOB)
3 | cymMapHbI y4eT KOMNAaKT-gUCKOB (MO YCTaHOBMEHHON dhopme) OAHa napTu4 7,0
OOKYMEHTOB
4 |vHAMBMAYanbHbIN y4eT KOMNaKT-OUCKOB oHa 3anucb 1,0
5 |TexHu4eckas o6paboTka ONTUHECKMX KOMMNAKT-OUCKOB OLMVH LOKYMEHT 2,0
6 |wundpoBka OOKYyMEHTOB B MoAyrne ak3emnnspbl 10O OAVH JOKYMEHT 1,0
5.9. PaboTa ¢ uMtatenamm
Tabnuua 96
N HanmeHoBaHMe npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHunst BPEMEHM!,
MWH.
1 2 3 4
3anuce nonb3oBaTens B 6ubnuoTeky, paboTa c umtartenem:
1 |noarotoBka paboumx MeCT nonb3oBaTenem M OOCNyXMBaKLLErO oauH MK 2,0
nepcoHana: npoOBepKa TEXHWYECKOro  COCTOSIHUSI  CETEBOro
obecneyeHnss 1 Napka BbIMUCIUTENBHON TEXHUKM, BKMoueHue MK
2 | npunaTre mep no nukengauumn cooes B pabote [MK, paboTte cetw, oavH cbon 10,0
oTCyTCTBMS pocTtyna K  6ase  [aHHbIX  NOfb3oBaTenemn,
NMHOPMUPOBAHME COOTBETCTBYIOLLMX CNyx6 o cbosix, nposepka
HeuncnpaBHOro 06opynoBaHus, mkcauus cboes B TeTpagm ydeta ¢
yKka3aHMeM xapakTepa HEUCTNPaBHOCTM M BpeMeHM Hadana cbos,
nocre ycTpaHeHust Henonagku oTMeTKa BPEMEHMW €€ YCTPaHeHs
3 |npocMOTp [OOKyMeHTOB uuTatensa (nacnopTt, YAOCTOBepeHue,| OauH yMTaTenb 3,0
NOpyYUTENbCTBO), MPOBEPKA HanU4uMs Y4eTHO-PErMCTPaLMOHHON
KapTo4ku untaTens
4 |3anonHeHue copmynapa uuTatens, Y4YeTHO-permcTpaumoHHON| OAMH KOMMNEKT 5,0
KapTO4Ku, YiTaTenbckoro bunerta
5 |osHakomneHne  uuTatena ¢ npasunamm nonb3oBaHnsi| OAWH YuTaTenb 6,0
6ubnuoTekom, pacnonoxeHnem oHaa, CnpaBoYHbIM annapaTom
6 |nonbop u pacctaHoBKa No HOMepam GuneTos, andaesuTy hamunuin| ogHa KapTodka 2,0
yuTatenen y4eTHO-permcTpaLMoHHbIX KapTovek
7 |OCyLLeCTBNEHME KOHTPOMS 3a BO3MOXHbIM HanuMyMeM [aHHbIX O OAWH YvTaTenb 0,5
yuTaTene Kak HapylumMTene (NMwweH npaea Nnonb3oBaHus); BeAeHue
(n perynsipHbIn NPOCMOTP) KApTOTEKN YnTaTenen-HapyLumtenem
KoHcynbTaHTlIntoc
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Mepepeructpauus ymtatenen:

nouck dopmynsapa (pPerMcTtpaumMoOHHOM  KapTO4kW) uuTaTens,
BHECEHME W3MEHEeHUM B HUX WU B uuTaTeNnbCKMx Ounetax
(YTOYHEHME aHKETHbIX OaHHbIX, HOBOIMO 4YUTATENbCKOrO HOMepa,
JaTbl nepeperncrpaumm) ¢ BeJeHNEM KapTOTEeKM HayyHbIX TeM U
TEKYLLMX M3MEHEHUI (NOMNyYeHNe 3BaHUI, NyOnvkaumi, 4apoB)

0/IHa KapTouKa

2,0

3anucb (nNepepeructpaumsl) ymMTatenen B aBTOMaTU3MPOBAHHOM
pexume:

cbeMka (poTOKaMepom AN 4YMTaTenbCckoro ©Ouneta u BCTaBka
doTorpadumn B YntaTensckmm ounet

OOWH noceTuTerb

2,0

10

odpopmneHne Koga YmTaTtens ¢ KOHTPOSbHbIM pa3psgoM M CPOKOM
Nonb30BaHWUA YMTaTenbCkMM OuneTom, Ha OCHOBE BblOaHHON
nHdopmaumm

OAuH noceTuTesb

0,4

11

BblJaya Ha NPUHTEP CBeAeHWl O 3anucaBLUeEMCS YnTatene B Buae
yuTaTenbcKoro ouneta

OAuH noceTuTesb

0,4

12

Habop Ha knaBuaType CBeAeHWi O uuTatene: damunusa, Wws,
OTYECTBO, XapakTepusylolime ero npusHakm (obpasoBaHue,
crneumanbHOCTb), KoA, HOMep YntTaTenbckoro buneTta; otockLemMka

OOWH NoceTuTeslb

2,0

13

OCYLLECTBMNEHNE KOHTPOSIS 32 BO3MOXHbIM Hanu4Mem OaHHbIX O
uuTartene, 3anucaeliemMcs B oubnmnorteky (paHee 3anucaH, NULIEH
npasa Nofib30BaHNS)

OOWH NoceTuTeslb

2,0

14

odopmiieHne uyuTatenbckoro 6unera C¢ HOMEPOM W  CPOKOM
MONb30BaHWA 4YWUTaTENbCKUM OuneTom, Ha OCHOBE BblAaHHOM
MHpopmaumm

oaviH bunet

1,0

15

Bbllaya Ha MpPUHTEp CBedEeHWid O 3anucaBlleMcs uJuTaTtene;
npoBedeHUe paauMo4vYacTOTHOM WAEHTUMUKALUUN  YnUTaTeNbCKoro
ounera; nposeaeHune JEHEXHOoro B3avMopacyeTa c
nonb3oBaTeneM Yepes Kaccy; yaaneHHas 3anucb: CBepka OaHHbIX
PEerncTpaLmMoHHON KapToukWM, KOnNuM C nacrnoprta, odopMrieHue
[oroBopa-oepTbl Ha MpPegoCTaBrieHne O0CTyna K 3MNeKTPOHHbIM
pecypcam 6uGNMoTekn, Habop Ha KnaBuaType [AdaHHbIX, Ans
3arnoniHeHNss [oroBopa, BbIBOA [OOroBopa Ha MNpUHTEp, MNOANUch
nvua, 3aknYasLIero 4oroBop

OOWH NoceTuTeslb

15,0

16

onbnmoTeku
BblaeTcs

odopmrieHne  BxoAa-Bblxoa
(MOCTOSAAHHBIA  YMTaTENBCKUNA
KOHTPOMbHbIN NINCTOK)

yuTatens  u3
OvneT ckaHupyeTcs,

OOWH NoceTuTeslb

2,0

BbinonHeHne TpeboBaHWi Nonb3oBaTernein, Bblaaya AOKYMEHTOB U3
OCHOBHOTIO KHUrOXpaHeHWs/crneLmanm3mpoBaHHOro ooHaa:

17

nony4yeHune Tpe6OBaHMF| Ha OOKYMEHT M3 OCHOBHOIO XpaHeHusA,
npoBepkKa npaBUIIbHOCTU 3anOJIHEHUA Tpe6OBaHI/IFI, pernctpauuna

oaHO
TpeboBaHue

1,0

18

nonyyeHne TpebOBaHWA Ha [OOKYMEHT, MpoBepka MNpaBuiibHOCTU
3anonHeHus TpeboBaHus, pernctpauus, gopabotka TpeboBaHus,
noabop no wudpam B cneumanmaMpoBaHHOM oHae

ofHO
TpeboBaHue

1,0

19

yCTaHOBKa MeCTa HaxoxaeHud HeHangeHHOro OOKyMeHTa no
6asam 1 6aHKaMm gaHHbIX, CnpaBoO4HbIM KapTOTEeKaM, KaTtanoram

OAOUH OOKYMEHT

5,0

KoHncynbtanTtlnioc
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20 |Bblgava OOKyMeHTa "3 otaenal oauvH AOKYMEHT 1,5
KHUroxpaHeHusi/cneynanmanpoBaHHOro doHaa YnTaTento; oTMeTka
Ha KHWKHOM dopmMynsape/TpeboBaHun; 3anncb [OOKYMEHTOB B
YMTaTENbCKYD KapTOYKM (BKNagHOM §WCT), OTMETKa B KHUre
3aKkasoB
Bbigaya OOKyMeHTa n3 otaena
KHUroxpaHeHusi/cneumnannanpoBaHHOro ooHaa YMtaTento:

21 |npuem JoKyMeHTa OT ynTtatensa/nonb3oBaTens OAWNH OOKYMEHT 1,0

5.10. Bblga4a KoMnnekTos LOOKYMEHTOB BO BpeMeHHO€e MNoJib30BaHWe nogpasgeneHnam 6mbnmoTekn

Tabnuua 97
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n n3mepeHusi BpeMeHN,
MU/H.
1 2 3 4
1 |odopmneHune 3asBKK/aKkTa Ha KOMMNEeKT JOKyMeHTOB,| oOfHa 3asBKa, 20,0
nepegaBaemblvi B CTPYKTYPHOE nogpasgeneHve OQVH aKT
2 |nogbop [OKYMEHTOB B KOMMIEKTbl; PerucTpaumsi  BblOAHHbLIX| OOWMH KOMMMEKT 10,0
OOKYMEHTOB B YYETHBIX hopMax
3 |Bblgaya KOMMMNEKTOB [OKYMEHTOB, OTMETKa Ha  KHWKHOM| OOWH KOMMMeKT 5,0
hopmynspe (MHAuKaTope) AaThl BbiAa4uu, AaHHbIX Nogpa3feneHun,
nony4atoLLmMx KOMMNIEKT, OTMETKA B KHUre Bblgayn [aTbl Bblgauw,
OaHHbIX NoApasaeneHnin, NonyvarLmMx KOMMNIEKT, OTMETKa B akTe
nepegauu
4 |nonyyeHne  KOMMMEKTOB  [OKYMEHTOB oT CTPYKTYPHbIX| 0OWMH KOMMNeKT 18,0
nogpasgeneHun; MOUCK KHWXKHOTO dopMynsipa  (MHamkatopa),
norawleHne OTMETKM O Bblgaye, BIIOXKEHME €ero B [OOKYMEHT;
npoBepka hn3nMYecKoro COCTOSIHUA, MepecyeT fUCTOB, CBEpPKa C
aKTOM nepegayu; noraleHne OTMETKMN O Bblgade B KHUre Bblgauu

5.11. Ob6cnyxvBaHue nonb3oBaTenen OOKYMEHTamMu B 3ane ¢ rmbpugHbiM  obcnyxuBaHuem,

3ane

3ANEKTPOHHbLIX pecypcoB, 3ane "HTepHeT", 3ane cneumanuampoBaHHOro otaena. lNMpvem 3aka3oB no TenedoHy

n3 ropoga
Tabnuua 98
N HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpEMEHN,
MU/H.
1 2 3 4
1 |npoBegeHue KoHcynbTaumm, Gecedbl ¢ ynTaTenem Mo npaBunaM| OAMH yMTaTernb 2,0

obcnyxunsaHMA B 3ane U npegoctaBnsemMblxX ycryrax, N0 MeToAamke
noucka no cnpaBoyHO-6nbnuorpadudeckomy annapaty npu Y3, y
KaTanoroB, KapToTeK, KHMXHbIX MOJIOK, O BO3MOXHOCTAX MOUCKa U

MNCNoJ1b30BaHNA ANEKTPOHHbIX pecypcCoB; I/IHC*)OpMI/IpOBaHMe
vyyTaTena O HOBbIX NOCTYMIIEHUAX
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2 |koHcynbTaumm no pabote c MK B 3ane, no pabote B 3MEeKTPOHHOM| OOWH YnTaTenb 2,0
6mbnmoTeke

3 |npvem 3aka3oB nonb3oBaTeNe Ha wu3gaHWss K3  OCHOBHOIO OVH 3aKa3s 0,9
KHUroxpaHunuiia

4 |nony4vyeHve [OOKYMeHTa, 3aka3aHHOro uuitatenem B oOTAene| oauH AOKYMEHT 0,9
KHUroxpaHeHus/cneunanm3npoBaHHoro oHga/dyutanbHOM  3ane
otaena

5 |pacctaHOoBKa M3gaHUM Ha OpoHenonkax u4uTanbHOro 3ana,| oaWH AOKYMEHT 0,3
NMOCTYNUBLUUX U3 KHUFOXPaHMu1LLa No 3aka3am nonb3oBaTenemn

6 |nogbop OOKyMeHTOB Ha OpoHenonke, 3akasaHHbIX M3 OCHOBHOrO| OAMH OOKYMEHT 0,4
KHUroxXpaHunuuwa, nepegaya Ha kadegpy Bblgauu

7 |nogbop AOKYMEHTOB B MNOACOOHOM (bOHAE 4YMTAnbHOrO 3ana,| OguH AOKYMEHT 2,0
nepegava Ha kadegpy Bblgaym

8 |nogbop OOKyMeHTa B XpaHEHUWM CheuuannavpoBaHHOro d¢oHaa,| oouH AOKYMEHT 10,0
oTMeTKa Ha TpeboBaHWW, nepefada OOKYMEHTa Ha kadeapy
Bbloaun

9 |yctaHOBKa MecTa HaxOXAeHWss HeHaMAeHHOro [OKyMeHTa no| OAWH AOKYMEHT 22,0
CMpaBOYHbIM KapTOTeKkaMm, KaTanoram, permctpaumnst oTkasoB

10 |BblOa4a AOKYMEHTa UMTaTENO: CBEPKA BblJABAEMOrO AOKYMEHTA C OAVH 1,8
ynTaTenbCckuMm TpeboBaHMEM, MPOBEPKA HaNUuMsl CTpaHUL/KaapoB| KOHTPOMbHbI
MUKpOMIbMa, MUKPOMULL, CcoOep)XaHWe [Oucka, CUYUTbIBaHWE NUCTOK
WTpMUx-koda (Mpy SMEeKTPOHHOM 3aka3e) B Moayne "unpkynsauus”
OK, oTMeTKa KHUroBblga4M Ha KOHTPOSTbHOM JTUCTKE

11 |npvem pOKymMeHTa OT uuTaTens: cBepka ero ¢ TpeboBaHveM| OAMH JOKYMEHT 1,0
(KOHTPONBHBLIM FINCTKOM), MNPOBEPKA COXPAHHOCTN  [AOKYMEHTA,
HanmMyus CTpaHuu/kagpoB MUKpodmbma, MUKpOdoULL,
coAepkaHue gucka, cYMTbiBaHWE LWITpUX-koda (Npyu SNEKTPOHHOM
3aKkase), BHECEHNE OTMETKMN O MPUEME Ha KOHTPOSbHOM JIMCTKE

12 |nepepadval/TpaHcnopTupoBKa/gocTaBka OOKYMEHTa, coaHHoro| oavH OOKYMEHT 1,0
yuTatenem, B OTAEN KHUrOXpaHeHust

13 |BbISICHEHME MO NOBOAY 3aKa3a W MNPOAMEHME CPOKa MOfMb30BaHWs| OAuMH 3anpoc 1,0
OOKyMeHTamu no tenedoHy

14 |BbISICHEHME MO NOBOAY 3aKa3a W MNPOANEHME CPOKa MOSMb30BaHWs| OAMH 3anpoc 2,0
OOKYMEHTaMM MO 3NIEKTPOHHON No4yTe

15 |obecnedeHne KOHTPOS 3a CPOKaMmM NOb30BaHNST JOKYMEHTOB OAWH 3anpoc 0,8

16 |npoaneHne cpoka MNOMNb30BaHWS [OOKYMEHTOB, MOWMCK KapTOYkW,| Ha oavH geHb 30,0
BHECEHME OTMETKU O NPOASIEHNN CPOKa MNOMb30BaHWS, NpoasieHne
no TenedoHy CpoKa Nonb30BaHNUS
5.12. BHyTpeHHss paboTta

Tabnuua 99
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n n3mepeHusi BpeMeHN,
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MUH.
1 2 3 4
MoproToBka K Bbiaa4ye OOKYMEHTOB:
1 |npoBepka 6pOHENONOK C OTAOXEHHLIMU AOKYMEHTamu (Mo cpokam) | Ha OauH AeHb 10,0
2 |cbpocka AOKYMEHTOB (MO cpokam) OOVH LOKYMEHT 0,2
3 |nopBepeHne uTOroB M aHanui3 paboTbl 3a npoweawuid AeHb,| Ha oauH OeHb 12,0
BHECEHWE 3any1cu B XXypHarbl CTaTUCTUKK
4 | NpOCMOTp HOBbIX MNOCTYNNEHUA ANA pekoMeHAaL MM YuTaTensam OLVH LOKYMEHT 3,0
5 |npocmoTp (NpoBepka MNpaBUITbHOCTU pPacCTaHOBKM) KHWUI doHAa| Ha ogvH OeHb 50
OCHOBHOIO XpaHeHusi
lMoaBeaeHne uToroB paboTbl 3a AEHb:
6 |npoBepka aHKeT 1 3anucent B 6a3e gaHHbIX HA COOTBETCTBUE KOAOB exegHeBHO 60,0
(cembn) geTen, poantenen n Apyrmx poacTBEHHUKOB
7 |npocmMOTp WHopMaUMM O HOBbIX MEPOMPUATUSX, 3aHATUSNX, eXeagHeBHO 40,0
KHWXXHbIX BbICTaBKaX, CMEKTAKMSX W Mpodee Onist pekoMeHdauum
ynTaTtensam
8 |cucrtemaTtusaums aHkeT nonb3oBaTenen, 3anmcaHHbIX 3a AeHb eXegHeBHO 15,0
5.13. CnpaBoyHast n nHopmMaLMoHHasn paboTa
Tabnuua 100
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n n3mepeHusi BpeMeHN,
MUH.
1 2 3 4
Y4eT NoCTYNUBLUNX BTOPUYHBIX OKYMEHTOB (KapTo4ek):
1 |BblIBNEHME HEBBINOSIHEHHbLIX 3aKa30B; COCTaBEHWE 3asiBKM Ha| Ha O4HYy Heaento 840,0
HEeBbIMNONHEHHbIE 3aKas3bl
OpraHusauums cnpaBo4vHo-6ubnuorpadgumyeckoro annapata (CBA):
2 |cocTtaBneHue Gubnuorpaduyeckon sanucm OOVH JOKYMEHT 2,3
MpocmoTp n otbop kaptodek B CBA B Uensx usbsatTUs wnm
nepemeLleHns (BTOPUYHLIN 0TOOP):
3 |u3bsATME U3 KaTanoroB W KapTOTEK KapToOYeK Ha [OKYMEHTbl,| OAHO Ha3BaHue 1,0
CMNCaHHble n3 doHAaa; npocmoTp KpaeBeO4eckux,
BGubnuorpadunyeckmx 1 dakrtorpaduyecknx KapToTek, n3bAaTNe U3
HUX KapTOYKM Ha OOKYMEHTbl, MOTEPSBLUME LIEHHOCTb, MNEpeBOn
KapTOYKM B apXMBHble KapTOTEKU (YHUYTOXEHUE); BHECEHue
OTMETKM B XXypHane yyeta M pPErucTpaLMoOHHOW KapTOTEKe;
N3bATUE U3 KaTanoroB W KapTOTEK KapTO4eK Ha [OKYMEHTbI,
CnnCaHHble U3 hoHaa
KoHncynbtanTtlnioc
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OpraHusauunsa kKapToTeEKM NEPCOHANUN N TEMATUYECKON KapTOTEKN:
4 |onpegeneHune U cocTaBreHne NepeyHa nuu, CBeaeHns O KOTOpPbIX| OAHa KapToTeka 15,0
OTpaxkatoTca B KapTOTeKe; MPOCMOTP WH(OPMAaLMOHHBLIX WU3AaHUN,
NepBUYHbIX OOKYMEHTOB, OTOOP AOKYMEHTOB NSl BKIIOYEHMS B
KapTOTeKy; COCTaBMneHWe aHanuTUYeckoro aHHOTUPOBAHHOIMO
Gubnuorpagmyeckoro onUcaHnsi 4OKyMeHTa
5 |npocTaBneHve KBanMMUKaLMOHHbLIX WHAEKCOB, nodbop kapTodek| oaHa KapToyka 4,0
no wuHaekcam (andasBuTy) W pacCTaHOBKa  KapTouku B
MHOPMALIMOHHBIN MaccuB
6 |[TexHunyeckas M copepxartenbHas o006paboTka AOKYMEHTOB Ans| oavH AOKYMEHT 3,0
BKMIOYEHNSA B KapTOTEKY; pacCTaHOBKa KapToukM Mo andasuty
dhamunuii aBTOpPoOB U N0 BUAAM AOKYMEHTOB
7 | TeXHUYeckoe pedakTUpOBaHUE KapTOTEK: MpOBepKa COOTBETCTBUSA| OAHa KapTouka 2,0
CTPYKTYpbI, cogepXaHust 1 ohopMIeHNSA KapTOYEK B COOTBETCTBUU
C TpebOoBaHNSAMN OAHHOW KapTOTEKU, 3aMeHa BETXMX KapTouvek U
pasgenutenen
5.14. DKkCKypCUOHHas OeATeNbHOCTb
Tabnuua 101
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3MepeHuns BPEMEHMU,
MU/H.
1 2 3 4
1 | aKkckypcus no 6ubnmnoTteke OfHa 3KCKypcUs 60,0
2 |yrny6neHHas aKCKypcusi C METOOANYECKUM COAEPXKaHUEM Of1Ha 3KCKypcus 300,0
5.15. lNcuxonornyeckasa nogaepxka yntatenemn
Tabnuua 102
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpEMeH!,
MU/H.
1 2 3 4
1 |npoBedeHne NCUXONMOMMYECKUX KOHCynbTauui Ana  geten u ogHa 180,0
poauTenen No Bonpocam pasBuUTUS U YTEHNS AeTen KOHCyrnbTauus
pynnoBble 3aHATMA ONS poauTenen no Bompocam pasBuUTUs M| OOHO 3aHsTUE
YTeHua geTen:
2 |nogroToBka 1080,0
3 |npoBeaeHue 120,0
4 | npodheccunoHarnbHble KOHCymnbTauum ans noapOCTKOB " ogHa 180,0
CTapLUEeKNacCHUKOB KOHCyrnbTauus
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5 |npodeccunoHanbHble TPEHUHTU ans noapoCTKOB n| opgHo 3aHaTHe 180,0
CTapLUEeKNacCHNKOB
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