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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 coxparerms: 18.09.2015
BbINOMHAEMbIE B OM1...

3apeructpupoaHo B MuHtocte Poccum 12 mast 2015 . N 37244

MUHUCTEPCTBO KYNbTYPbl POCCUACKOW ®EQEPALIUK

NMPUKA3
ot 30 pekabpsa 2014 r. N 2477

OB YTBEPXXOEHUU TUMOBbIX OTPACJIEBbIX HOPM
TPYOA HA PABOTbI, BbINMONHAEMbIE B BUBJIMOTEKAX

B cootBeTCcTBMM C myHKTOM 2 [MpaBun pa3paboTku 1 yTBEPXKAEHUS TUNOBbLIX HOPM TPyAa, YTBEPXKAEHHbIX
noctaHoeneHnem [lpaButensctBa Poccuiickon ®epgepaumm ot 11.11.2002 N 804 (CobGpaHue
3akoHofartenbcTBa Poccuiickon ®Pepepaumm, 2002, N 46, cT. 4583), nprkasbiBato:

1. YTBEpAUTb TUMNOBbIE OTpacreBble HOPMbI TpyAa Ha paboThbl, BbIMONHAEMble B 6MbnmoTekax, cornacHo

2. KOoHTpOrb 3a NCNOMHEHMEM HACTOSLLEro npukasa BO3MNOXUTb Ha 3amectutens MuHucTpa KynbTypbl
Poccuiickon ®epepaunn H.A. Manakosa.

MuHucT
B.P.MEOMHCKIN

MpunoxeHune

K npukady MyuHucTepcTBa KynbTypbl
Poccuiickon ®epeparmu

ot 30 nekabpsi 2014 r. N 2477

TUNOBLIE OTPACINEBbBIE HOPMbI
TPYAA HA PABOTDI, BbINOJNIHAEMbBIE B BUBJTMOTEKAX

|. BBogHas yacTtb

TvnoBble oOTpacneBble HOpPMbl Tpyaa Ha paboThl, BbIMOMHSeMble B Gubnuotekax, paspaboTaHbl B
cooTBeTCTBMM C OyHKTOM 2 [lpaBun pa3paboTkm M yTBEPXKAEHWS TUMOBbIX HOPM TpyAda, YTBEPKOEHHbIX
noctaHoBneHnem [lpasutensctBa Poccunckon ®Pegepauum ot 11.11.2002 N 804 (CobpaHue
3akoHogaTtenbcTBa Poccunckon egepaummn, 2002, N 46, cT. 4583), B uensax peanusauuu OyHkia 4 pasgena V
MnaHa meponpuaTuin ("gopoxHon kapTbl") "MIaMeHeHnss B OTpacnsix couuanbHoW cdepbl, HanpaBneHHble Ha
noBblLeHne 3pHeKTUBHOCTU 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 opMnpoBaHMs 060CHOBAHHbLIX ONTUMAIIbHbBIX MoKa3aTenemn
TPYAOEMKOCTM BbINOMHEHNSs paboT B rocydapCTBEHHbIX (MyHMUMNanbHbIX) Oubnuotekax, onpegeneHus
LUTATHON YNCNEHHOCTN PpabOTHMKOB, BblAayn HOPMUPOBAHHBLIX 3a4aHUN U COOTHOLLEHUI MexXAay 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. KomnnekroBaHne 61MbnmnoTteyHoro choHaa

Tabnuua 1

KoHncynbtanTtlnioc
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[okymeHT npegocTtasneH

KoHcynbTanTtlinioc
[ata coxpaHeHus: 18.09.2015

N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EanHnua Hopma
n/n n3mepeHust BPEMEHM!,
MWH.
1 2 3 4
Tekylee komnnekToBaHue 6GubnuoteyHoro ooHaa
MpocMOTp KHUromnsgaTenbCKOM U KHArOTOProBon MHdopmauuu:
1 |ApoCMOTp KHUronsaaTenbCKON U KHArOTOProBon UHopmaLnm OfHa no3nuus 2,0
2 | npocmoTp nHpopmMmaLmmn 6YKMHUCTUYECKNX ayKLUMOHOB ofiHa nosunuusa 2,0
OnpegeneHune TemMbl U Buaa OOKYMeHTa, nognexaulero otbopy,| ogHa no3uvums
BbISICHEHME HEOOXOOUMOCTHM NpUobpeTeHns onsi:
3 | ooKyMeHTOB, KHUM, MaTepuanos 52
4 |cTaponeyvaTHbIX U PYKOMUCHbBIX AOKYMEHTOB 10,0
OnpegeneHune 3K3eMNNAPHOCTY 3aKasa: ofjHa no3unums
5 |ansa nogpaspenexunin 0,89
6 |ans 6ubnmnoTteku B Lieniom 1,6
OdopmneHne 3akasa; ykasaHWe 3K3eMMIISAPHOCTU, CTOMMOCTU OfOVH 3akas3s
3akasa, gathbl
KonunuecTtBo 3aka3aHHbIX Ha3BaHWA:
7 |1-15 40,0
8 |16-25 65,0
9 |126-75 196,0
10 |76 - 100 261,0
11 | opopmneHme 3akasa Ha 3apybeXXHbIE AOKYMEHThI OLVH LOKYMEHT 82,0
12 |nogrotoBka crnmcka JOKYMEHTOB, npegnaraembix k| ogHO Ha3BaHue 26,0
MeXOyHapO4HOMY KHUIOOOMeHY; CBepKa Crnncka C KaTtasiorom
13 |cocTaBneHue kapTodku Onis KapToTeKM opraHu3auui-napTHeEpPOB;| oAHa KapTo4ka 6,0
yKkasaHMe  Ha3BaHus  opraHu3auuin, agpeca, Ha3BaHuWs
0BOMeHnBaeMbIX JOKYMEHTOB
PaboTta B aBTOMaTuanpoBaHHou cucteme (AC):
14 |BBOA 3aKa3a TeKyLlero KoMnnekToBaHus B 6asy gaHHbIx AC O[lHO Ha3BaHue 4,6
15 | pemakTnpoBaHue BBeAEHHbIX B 0a3y AaHHbLIX CBEAEHUN O 3aKka3e 0HO Ha3BaHue 2,5
16 |BbIBO4 Ha MPUHTEP [AdaHHbIX  TEKyLIero KOMMIEKTOBAHWS;| OAMH OOKYMEHT 1,6
pacnedarka
17 |BeneHue peectpa nocraswmkos B AC OfHa no3nuus 8,3
KoHcynbTaHTlIntoc | Crpannua 2 s 207
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BeneHune kapToTekM TeKyLLEero KOMMIekToBaHus:
18 |cocTaBneHne KapToOYKW, yKasaHuMe aBTopa, 3arnaBud, BbIXOLHbIX| OfHa KapTouyka 4,5
OaHHbIX, perMcTpaLMoHHOro Homepa
19 |nepeHeceHne cBedeHWn O 3aKase Ha KapToOukW; yKasaHMe| ofHa KapTouyka 1,0
3K3eMMISIPHOCTM  3akasa, pacnpederieHMe Mo CTPYKTYPHbIM
nogpasgeneHnsam
20 |nogbop kapToykM Mo andaBuTy AN PacCTaHOBKM B KapTOTeKy| ofHa KapToyka 0,4
TEKyLLEero KOMnrekToBaHus
21 | pacctaHoBKa KapTodku B andasunte bamunuii aBTopoB, 3arfaBui| ogHa KapTouka 1,0
B KAPTOTEKY TEKYLLEro KOMMNIEKTOBaHMS
OdopmneHne nognuckn Ha nepruoanyveckne n3gaHus:
22 | BbIOOp Ha3BaHMA NEPUOANYECKUX M3OAHUIA NS NOANUCKM OAHO Ha3BaHue 2,7
23 |cbop 3a\BOK OT nMoapasdernieHuin 6ubnmoTekn Ons MNOAMUCKM Ha| opfHa 3asBka 1,5
nepuoanyeckue nsgaHusi
24 | cBepka pacneyaTku CMUCKOB YCMOBHO 3aKa3aHHbLIX NepMoauYeckux| OfHO Ha3BaHue 1,7
M30aHUA C KapTOTEKOM 3aka3oB, BHECEHME W3MEHEHMN B
pacnevaTku CrmncKoB
25 |cBepka 3akasa TeKkyllero roga Ha nepuoauMdeckue usgaHusa c| ofHo HasBaHue 24
MOANUCKOW MNpeablgyLllero roga Ans BbISBAEHUS W3MEHEHUA B
Ha3BaHUAX; BHECEHNE M3MEHEHUIN JaHHbIX
26 | cBepka BbIXOAHbIX JAHHbLIX BMepBble 3aka3blBaeMblX 3apybexkHbIX| OfHO Ha3BaHue 13,5
NepuoanYeckux n3gaHun ¢ budnmorpapmnyeckumm crnpaBoYHUKaMm
N opyrumm MHAOPMaLNOHHBIMU UCTOYHUKAMM
27 | odopmrnieHne 3akasa Ha MOANUCKY; NoAcyeT CTOMMOCTU NOAMNUCKN C OJVH 3aKa3 8,4
y4yeToOM [OCTaBKM; 3anofiHeHWe KBUTaHUMM aboHemMeHTa Ha
nepuoanyeckoe nsgaHue
28 |cocTaBneHne perucTpauuoHHOM  KapTOYKM  Ansi  KapTOTEeKM| ofHa KapTouka 4.5
NnepuoanYecKnX n3gaHnm
Pabota B aBTOMaTuampoBaHHoM pexume (AC):
29 |BBOA 3aka3a Ha nepuoguyveckme n3gaHus B 6asy AaHHbIX OfiHa KapTouykKa 3,5
30 |BbIBOA Ha 3KpaH perncTpaumoHHON KapToYkKM, pacneyaTtka OfHa KapTouyka 1,8
31 |KOppeKkTMpOBKa 3aKa3a: BblBOA Ha 9KpaH Cnucka nepuoandeckux| OQHO Ha3BaHWe 1,8
n3gaHuin; BHECEHNE N3MEHEHUN
MoaroToBka AOKYMEHTaUMK AN 3aKynKu U3gaHun:
32 | ayKuMoHHas 4OKYMeHTaums OJVH KOMIMNEKT 480,0
33 | ookymeHTaums Ans KOTUMPOBOK OJVH KOMMNEeKT 400,0
34 | moroBop/KOHTpPaKT OAWH KOMNJSIEKT 240,0
35 | cocTtaBneHne TEXHMYECKOro 3adaHns s ayKumoHa OJVH KOMIMNEKT 240,0
KoHncynbtanTtlnioc

HageXxHasa npaBoBas nogaepxka

Ctpanuua 3 us 207


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

KoHcynbTanTtlinioc
[ata coxpaHeHus: 18.09.2015

36 |cocTtaBneHne cBoAHbIX TabnuL, 1 CIMCKOB U30aHUA ONA TaMOXHW,| OAMH KOMMMNEeKT 360,0
COMpoBOAUTENBHON  OOKYMEHTauuum  OAns  MeXayHapoaHOro
noyramTa
Mepenucka ¢ KHUrOTOProBbIMW OpraHM3aUUaMUN U U34aTeNbLCTBAMK,
6ubnuotekamn, gaputensamu;

37 |cocTaBneHvne, neyatb TeKCTa nucbMa (3ampoca, npeTeH3un),| OAHO MMCbMO 10,2
perncTpaumsi B KHUre CXOAsLNX AOKYMEHTOB (MOCTaHOBKa OaTbl,
NMOpsiAKOBOrO HOMepa, YKasaHWe HauMMeHOBaHMsi OpraHusaumm,
KpaTkoe cogepkaHue nucbma)

38 |cocTaBneHue, nevaTtb GnarogapcTBEHHOrO NUCbLMA, perncTpaums B  OAHO MMCbMO 11,0
kHure [apos 6mMbnmoTeku

39 |cocTtaBneHne, neyaTb NMCbMa Ha npedBapuTenbHbIA  00cyeT| OAHO MMCbMO 5,2
N34aHuN, NOAroTOBNEHHbLIX K NPUoBbpeTeHunio

40 |odhopmMneHne, oOTApaBKka 3akasa MW3galowWmMMm  opraHusauusm, OJVH 3aKa3 3.1
pacnpocTpaHuTensim

41 |aTpmbyumsa N cocTaBneHME 3aKIMOYEHUS AN SKCNEePTHON KOMUCCUM| OAMH OOKYMEHT 360,0
NPy NOKYMNKe OOKYMeHTa
HokomnnekToBaHne 6ubnuotedHoro oraa:

42 |nepenwvcka ¢ [luccepTaumoHHbIMK COBETaMU: cocTaBneHme, Habop| ofHa 3asBka 20,0
TeKkCcTa nucbMa (3anpoca, MpeTeHsun) B Ccnyyae OTCYTCTBUS
06a3aTenbHOro ak3emnnspa JOKyMeHTa B hoHae

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

44 |cBepka 3asiBkM ¢ "Ba3on gaHHbIX 3akasa” O[HO Ha3BaHue 2,0

45 |NpocMOTp KapTOTEKM HEyAOBMETBOPEHHOIO CNpoca; aHanv3| OA4WMH OOKYMEHT 3,0
OTKa30B AMs BbISBIEHNS OTCYTCTBYIOLLUX JOKYMEHTOB

46 |cocTaBneHne 6MbnmorpadmnyecKkor 3anmcu; ykasaHue KonmuyecTBa| ofHa KapTouka 3,6
9K3EeMMISIPOB M CUIIIOB Noapas3geneHnn
OT60p 3NEKTPOHHLIX U3OaHUIA AN 3NEKTPOHHON bubnunoTekn (3B):

47 |oTbop havna no cnuckam npegnoxexHun ans Ob, npoBepka Ha| OOHO Ha3BaHWe 3,0
OybneTHOCTb, NpPOBEAEHME CBEpPKM 3anmcum C  SNEKTPOHHbIM
katanorom (OK)

48 | npoBepka NerMTMMHOCTM pasMeLLeHUs ANEKTPOHHOIO AOKYMeHTa B| OAHO Ha3BaHue 10,0
ob
OT06op ceTeBbIX yaaneHHbix pecypcoB (CYP):

49 | NpoCMOTP KHUron3gaTenbCKOM N KHArOTOProBor nHdopmarmm OLIMH pecypc 2,0

50 |onpegeneHne TeMbl pecypca, CoOCTaBa, YCnoBWW [ocTyna,| OAwH pecypc 90,0
co3faHue NepBUYHONM 3anncuK B NacnopTe pecypca

51 | opraHunsaums npoBegeHus TectoBoro goctyna k CYP OLVIH pecypc 860,0

52 |3anonHeHue nucTa TecTMpoBaHus OIMH pecypc 420,0

KoHncynbtanTtlnioc

HageXxHasa npaBoBas nogaepxka
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BbIMOSIHAEeMble B OM...

53 | BKNtOYEHWE 3asBKM B NEKTPOHHbLIN YKa3aTernb 3akasa OfjHa KapTo4Ka 0,26
OTbop AOKyMEHTOB K3 OOMeEHHbIX ¢oHOoB OMGNMOTEK Ans
OOKOMMSIEKTOBAHWS:
54 |npocMOTp cChMCKOB, KapTOTEK, KaTarioroB OOMeHHbIX ¢OHAOB| oAHO Ha3BaHue 3,2
O61bnmoTek, oT6op HYXXHbIX OOKYMEHTOB, CBEepka C KaTtaroramu u
KapToTekamn cBOen OuMbnmMoTekn; COCTaBfieHMe Crucka Ha
OOKYMEHTbI, 0TOBpaHHble B 06MeHHOM dhoHae
KonnyectBo OKYMEHTOB, BKMOYEHHbIX B CMIUCOK:
55 |1 3,6
56 |2-10 37,4
57 |11-25 87,7
58 126 - 50 197,0
CocTtaBneHue onepaTuBHOro (TEKyLLEero) nnaHa KOMNNeKToBaHUS:
59 |onpegeneHne meponpusaTUiA N0 (OOPMUPOBaHUID eauHoro doHaa OAMH NnaH 1044,0
Ha TEKYLLMI rof, OTBETCTBEHHbIX MCMOMHUTENEN, KONMYECTBEHHbIX
nokasatenenm obvema c¢doHoa  (nocTtynneHue,  BblGbITME),
WCTOYHMKOB MOCTYMMEHUS, CMEThbl PacXOa0B
OdopmneHne nnaHa KOMMIekToBaHus B oopme:
60 |Tabnuy ofHa Tabnuua 2,6
61 |kapToTeku OAHa KapTo4ka 2,6
Pabota B aBToMaTusmnposaHHoM pexume (AC):
62 |BBOA NMraHa KOMMMekToBaHus B 6a3y gaHHbIx AC OJVH nnaH 1,1
63 |koppekTVpoBka 0asbl [aHHbIX; BbIBOA4 Ha 9KpaH; BHeceHue| oguH AOKYMEHT 1,6
N3MeHeHun
1.2. Npuem 1 y4eT NOCTYNMBLLUX JOKYMEHTOB
Tabnuua 2
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpeMeH!,
MWH.
1 2 3 4
1 |PacnakoBka/ynakoBka n3gaHui oJHa navka 2,5
2 |Pa3bop JOKYMEHTOB Mo BUAaAM, sidblkaM, UICTOYHMKAM MOCTYNNEHNs | O4HO Ha3BaHue 1,0
3 |lMpoBepka oTcyTCTBUSI OpakoBaHHbIX IKIEMMIISAPOB OAMH 3K3eMnnsaAp 1,0
Mpnem  OOKYMEHTOB, MOCTYMMBLUMX C  COMPOBOAUTENbHbLIM
OOKYMEHTOM:
KoHncynbtanTtlnioc
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4 |npveM OOKYMEHTOB MO COMPOBOAMTENbHBIM Matepuanam (nMcT| oauH d3K3eMnnsp 2,8
pervcTpaumm, CHeT, HaknagHas, Konus 4Yeka, akT), nogbop ux Mo
andaBuTy aBTOPOB WNW 3arfnaBuii, SKCNEOWLMOHHBIM HOMeEpaM,
CBepKa C ConpoBOAUTENbHBIM [OKYMEHTOM, MPOCTaBMEHME LEHbI
Ha 1M3gaHuu1, NOACYET YMCIa 9K3EMMNIIAPOB, OOLLen CTOMMOCTH
5 |npuem PyKOMUCHBIX KHWF, MOCTYMMBLUMX C COMPOBOAWTENbHbLIM| OOWH AOKYMEHT 30,0
OOKYMEHTOM
Mpuem gncceptauuin:
6 |nocTynuBLumMX c COMpoOBOAUTENbHbLIM NMUCbMOM 13| oaovH OOKYMEHT 21,0
[unccepTayunoHHbIX COBETOB
7 | MOCTYNUBLUMX C COMPOBOAMTENBHBIM MUCBMOM M3 3KCNEeANLIMM OOVH JOKYMEHT 6,6
8 |npuem aBTopedepaTtoB  AuccepTaumi, NOCTYNUBLLNX c| oauH JOKyMeHT 1,3
CONpPOBOANTESNbHLIM NMMCbMOM U3 3KCNeauLn
Mpuem [OKYMEHTOB, MOCTyNMBLUMX ©6€3 CONpOBOAUTENbHbLIX
OOKYMEHTOB:
9 |npoBepka Ha AyGNETHOCTL; NPOBEAEHNE OLIEHKN JOKYMEHTOB OLVH LOKYMEHT 3.1
10 | cocTaBneHue akTa Ha npuem JOKYMEHTOB OHO Ha3BaHue 1,0
Mprem pyKOMUCHBIX KHUF, MOCTYNMBLUMX ©€3 CcOonpoBOAMUTENbHBLIX
OOKYMEHTOB:
11 |cocTaBneHue akta Ha NpUem PYKOMUCHbLIX KHUI U JOKYMEHTOB OLMVH LOKYMEHT 0,1
12 |npoBepka Ha HamnuuMe 6nM3KMX MO BpemMeHn U TemaTuke| oaHa 3anuch 10,8
PYKOMUCHBIX KHWUT 1 JoKymeHToB B poHgax HNOP no cnyxebHomy,
andgaBnTHOMY, y4eTHOMY KaTanory
MpoBegeHne akcrnepTu3bl UM OLEHKU  PYKOMWUCHBIX KHUT  U| OAWMH LOKYMEHT
OOKYMEHTOB:
13 |opavHapHom 600,0
14 | NOBbILLIEHHOW CNOXHOCTHN 1200,0
15 |Ha MHOCTpaHHbIX A3blkax 1200,0
16 |KapTorpaduyeckoro matepmana 1200,0
17 |my3blkanbHOro cogepxaHusi 1200,0
18 |pykonucewn ¢ rpaBlopamu 1 nsomatepuanamm 1200,0
19 [npoBegeHne nepBUMYHOW aTpubyuMmM OOKYMEHTOB (pedkux u| oauvH OOKYMEHT 10,0
LUEHHbIX KHWUr), oOTbop B COOTBETCTBUM C  npodunem
KOMMMEKTOBAHWS 1 pacnpegeneHune no nogdoHaam n Konnekumsm
20 |npocTaHoBKa LWUTEMMNENsi HA 000pPOTe TUTYNBLHOrO NcTa u Ha 17-i| oanH ak3emnnsp 0,26
CTpaHuue OOKyMeHTa
21 | npocTaHoBKa perncTpaumoHHOro Homepa Ha AOKYMEHT OAMH 9K3eMNNsAp 0,26
22 |HaknemBaHWe Ha AOKYMEHT METKM AN YCTPOWMCTB paanmovyacTOTHON| OAMH 3K3eMnnsp 1,2
KoHncynbtanTtlnioc
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noeHTnmrkauumn o6bEeKToB, akTyanmu3auus MeTkm
23 |HaknemBaHue LWTpUX-Koga Ha 0OBOpPOT TUTYNMBHOMO JNUCTA W| OAWMH 3K3eMMnsp 0,26
00noXKM
24 | BHeceHue pa3MeTku no doHaam Ha u3gaHue OAMH 3K3eMNNsAp 0,26
CBepka NOCTYNUBLUMX [OOKYMEHTOB C KapTOTEKOW TeKyLlero
KOMMIIEKTOBAHUSA:
25 | nouck KapToYKM B KapTOTEKE TEKyLLero KOMMMEKTOBaHWS, CBepka| oHa kapTouka 0,52
KapTOYKM C AOKYMEHTOM, BHECEHME OTMETOK
26 |cocTaBneHue cnucka pPerucTpaumoHHbIX  HOMEPOB HOBbIX| OOVH OOKYMEHT 0,36
NOCTYNSIEHUIA AN U3rOTOBEHUSA NEYaTHOW KapTOUKM
Pa6oTa B aBToMaTnamnpoBaHHom cucteme (AC):
27 |cBepka OOKYMEHTa C ykasaTernem 3aka3aHHbIX U3[aHui, BHECEHME| OAHO Ha3BaHue 3,0
OTMETOK
28 |npoBepka Ha oyOneTHOCTb NMOCTYNUBLUMX U34aHUA B 0a3e AaHHbIX| OOWH AOKYMEHT 1,6
AC
29 | perncTpaumsa HOBbIX NOCTyNNeHnn B 6ase gaHHbIx AC OAWNH OOKYMEHT 9,1
30 |npuem u perncTpaums pyKOMUCHbIX KHUM, NPOCTaBreHne oTMETKM B| OAMH OOKYMEHT 3,6
pPErncTpaumoHHOM XXypHarne HOBbIX MOCTYMIEHUN, KHUre y4yeTta
HOBbIX MOCTYNEHWN
lMpuem n perncTpaums XypHarosB v raset:
31 |nogbopka >xypHamnoB u raseT no andaeBuTy Ha3BaHUW, MOUCK| OOWH AOKYMEHT 0,94
PEervcTpaunoHHOM KapTOYKM B KapToTeKe MOAMUCHBIX W3OaHWN,
OTMEeTKa HoMepa, AaTbl NOMyYeHUs N3gaHns
32 | npocTaBneHue WTEMNENS Ha XypHane OLMH XXypHan 0,2
33 | npocTtaBneHue wTemMnens Ha raseTe ofHa raseta 0,16
34 | pernctpaums HOBbIX NOCTYNNeHnn B 6ase gaHHbIx AC OAWH OOKYMEHT 2,6
Mpuem n peructpaums ceTeBblX yaaneHHblx pecypcos (CYP) B AC:
35 | npoBepka JOCTYMHOCTM pecypca (npuem) OLIMH pecypc 30,0
36 | odopmnieHne conpoBOaUTENBbHOM AOKYMEHTaLUMK (aKT npuema) OAWH pecypc 10,0
37 |BBeneHue 3anncu B peectp yyeta CYP OLIMH pecypc 4.8
38 |BBeageHue 3anucu B peectp nacrnoptos CYP OOUH pecypc 3,7
39 |nogroToBka cBegeHun ansa canta o CYP OAWH pecypc 20,0
AOMWHUCTPUPOBAHME  CETEBbIX  yOaneHHbIX  PecypcoB B
aBToMaTn3nMpoBaHHOM pexume (AC)
OGpaboTka 3anucen ans BeAeHUs UHAPOPMALMOHHBLIX MOUCKOBbIX
CEPBUCOB:
KoHncynbtanTtlnioc
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40 |DOKYMeEHT OQHO Ha3BaHue 4,0
41 |naket/Bf oAHO 10,0
HanMeHoBaHue
43 |akTyanusaumsa ceegeHun o CYP 0JHO Ha3BaHue 6,0
44 |cbop ctaTucTukm o coctaee 1 ob ncnonssosarHum CYP OAHO Ha3BaHue 0,3
Mpnem n obpaboTka 3MEKTPOHHbLIX M34aHMM ANA  ONEKTPOHHOW
onbnmnotekn B AC:
45 |npoBepka KayectBa (paunoB, perncTpaumsa  ANEeKTPOHHOro| OAWH OOKYMEHT 9,3
nokymeHTa B OK, nepegava cpannos Ha cepsep
dopmunpoBaHMe akTa nepegaynm HOBbIX MOCTYMMEHWA B gpyrue
noapasaeneHus:
46 |B AC uepes nporpammy gucneTtyepusaL v nsgaHui OAMH 3K3eMNNsAp 0,15
47 |B py4HOM pexume OAVH 3K3eMmnnsp 2,0
BeaeHwne "KHurn cymmapHoro yyeta"
Pa3bop [OKyMEHTOB NO BMAaMm, OTpacnsM 3HaHWMKW, A3blkaMm;| oaHa 3anucb
noAacyeT uucra OOKYMEHTOB, 3anucCb pe3ynbTaToB noAcyeTa Mo
ycTaHoBreHHon hopme B "KHury cymmapHoro yvyeta"
KonunuectBo [OKYMEHTOB B MapTuy NOCTYMNIIEHWIA:
48 |1 0,6
49 12-50 30,8
50 |51 -250 150,0
51 | BBOA cTaTUCTUYECKUX AaHHbIX B 6a3y AaHHbIX AC OfHa napTun4 3.1
52 |nogcyeT NOCTPaAHUYHO MO NO3MUMSAM AaHHbIX, NEpeHeceHne UToros| opHa nosvumd 1,6
Ha criefyoLLyo CTpaHuuy
53 |cBepka UHAHCOBLIX [JOKYMEHTOB oOTAena C (UHAHCOBbLIMU| OAWH AOKYMEHT 1,46
OOKyMeHTamu byxrantepum
54 | obopmneHne conpoBOANTENbHLIX JOKYMEHTOB (cYeT, HaknagHas,| oavH JOKYMEHT 13,0
akKT) ang nepegadv B byxranteputo
55 |ochopmneHne  MHBEHTapHOM KHWUMN, Hymepauus  nucToB,| ofHa cTpaHuua 0,88
npocTaBrieHMe HoMepa B MHBEHTAPHOM KHUre
56 |3anncb QOKYMEHTOB MO YCTAHOBNEHHOW (hOpME B WHBEHTapHylo| OOWH AOKYMEHT 2,8
KHUrY, NPOCTaBeHNe NHBEHTAPHOIo HOMepa Ha AOKYMEHTe
57 |npoBegeHve vHOMBMOYaNbHOrO y4veTa [AOKYMEHTa MO aKTOBOW| OAWH AOKYMEHT 1,0
cucTeme, NpoCTaBneHne MHBEHTAPHOrO HOMepa Ha JOKYMEHTe
58 |npoBeageHne MHAMBMAOYaNbHOrO yyeTa C MPUMEHEHWEM YYeTHOro| ofHa KapTouka 4,7
KaTanora: coctaBneHve  Gubnuorpaduyeckoro onuncaHus
OOKYMEHTa; yKasaHuMe LeHbl, WHBEHTApHOro Homepa, roga
nocTynneHusi, Homepa 3anuncu B "KHure cymmapHoro yyeta", ymcna
KoHncynbtanTtlnioc
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NOCTYNUBLUNX 3K3eMnnsapos, nx pacnpegeneHue no
nogpasgeneHnam
59 | dbukcupoBaHne B KypHane perncTpaumm KapTodek ydeTHoro| opgHa 3anuch 0,3
KaTanora MHBEHTapHOro HoMepa, NepBOro CrioBa 3arnasusi
60 |npocTaBneHne MHBEHTAPHOro HOMepa Ha JOKYMEHTe OAWH JOKYMEHT 2,6
61 | pernctpaumnsa naTeHToB B HyMepPaLWUOHHOW KHUre OOVH JOKYMEHT 0,3
62 |npuem akToB Ha BblObIBLWUME [OKYMEHTbI OT  CTPYKTYPHbIX OAMVH aKT 8,7
noapasaeneHuii; BHeceHue 3anncn B "KHure cymmapHoro ydera"
(2-a yacTb); npocTaBneHne HoMepa akTa
VckntoveHne JoKyMeHTa Mo akTy U3 y4eTHbIX opM: OLVH LOKYMEHT
63 | MHBEHTApPHOW KHUMN 1,4
64 |yyeTHoro katanora 0,88
65 |onucu NHBEHTapHbLIX HOMEPOB 1,0
66 | ucknoyeHne BbIObIBLLUMX JOKYMEHTOB M3 6a3bl AaHHbIX AC OAWH JOKYMEHT 1,0
67 |noralleHve MHBEHTAapHOrO Homepa W wTeMnens o6mbnuotekn Ha| OOuH AOKYMEHT 0,5
OOKyMeHTe
68 |noawmnBka akToB OOVH aKT 0,26

MpumeyaHue: npu paboTe C JOKYMEHTAMW Ha MHOCTPaHHbIX si3blkaX K HOpPME BPEMEHWU MpUMEHSsIETCS
nosblLaowmmn koadppuumneHT 1,15.

1.3. bubnmote4dHasi o6paboTka AokyMmeHTOB. OpraHnsaunsi U BegeHne kaTanoros

Tabnwuua 3
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHusi BPEMEHM!,
MWH.
1 2 3 4
PaboTa c neyaTHOWM KapTOYKON:
1 |dopmmpoBaHMe KOMMMEKTa Me4yaTHbIX KapTOYeK Ha OCHoBe| ofHa KapToudka 1,25
MaLumMHounTaemon Gubnuorpaduryeckon 3anucu
2 |pas3bop KomnnekTa nevyaTHbIX KapToYek OfHa KapTouyka 0,42
3 |noabop nevaTHbIX KapTodek No andasnTy PaMunmMin aBTOpoB UNU| OAHa KapToyka 0,43
3arnaBuin 4N pacCcTaHOBKM B CNY>XeOHY0 KapTOTeKy
4 |paccTaHoOBKa KapTOYeK B CryXeOHYIO KapTOTEKyY OfiHa KapTouykKa 0,96
5 |nogbopka neyaTHbIX KAPTOYEK K JOKYMEHTaMm OfHa KapTouyka 0,52
Ceepka NocTynuBLLNX OKYMEHTOB C KaTarnoramu:
6 |npoBepka no katanory MOBTOPHOCTU [OKYMEHTA; NepeHeceHne c| opHa KapToudka 1,9
KoHncynbtanTtlnioc
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KaTanoXHOMW KapTo4kn 6nbnmoteyHoro wundpa, nosiHoro nHaekca

7 |nouck B cnyxeOHOM kaTamore CBOOHOIO OMNuUCaHWsl; BHECeHue| ofgHa kapTouka 2,6
OTMETOK
8 |ocopmneHne nevaTtHOM KapTOYKM, HanNuMCaHWe WHBEHTapHOro| oAHa KapTouka 0,68

HoMmepa, Wrdpa 1 apyrnx 6ubrnmMoTeUHbIX OTMETOK

Mpunucka oy6neTos:

9 |cBepka [OOKymMeHTa Ha  agybneTtHocTb no  crnyxebBHomy,| OAHO Ha3BaHue 0,94
andaB1MTHOMY, y4eTHOMY KaTanory

10 |npunucka pybneta B KkaTanor: nNpocTaBfieHWE WHBEHTAPHOro| O4HO Ha3BaHWe 2,42
HOMepa; nepeHeceHue Wwudpa Ha JOKYMEHT

Mpununcka npogormKaroLMXca U3gaHui:

11 |nouck B perucTpaumMoHHOM KapTOTEKE KapTOYkM Ha wu3gaHue;| OAHO HasBaHue 0,84
cBepka ee C OpuUrMHanom; BHeceHne GnbnmoTeyHbIX OTMETOK

12 [nouck B KaTanore  KapTOYkW;  OTMETKa NOCTYNneHns| oaHo HasBaHue 3,1
COOTBETCTBYIOLLEr0  BbIMyCcKa; MPOCTABMIEHNE  WHBEHTaPHOIO
HoMepa, Wundpa, BHeCEHNE OAPYrMX GUBMOTEYHBIX OTMETOK

dopmupoBaHme bubnuorpaduyeckon 3anucu

CocTtaBneHne OCHoOBHOW ©Oubnuorpacdmyeckon 3anucu  npu| ogHo HasBaHue
OTCYTCTBMM Me4vYaTHOW KapTOYKU B JOKYMEHTEe (O3HakomieHue C
OOKYMEHTOM; COCTaBfIEHME OMUCaHus; BHeCceHue OnbnmoTeyvHow
OTMETKMN)

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 |cocTaBneHne OCHOBHOW GUGIMorpadnyeckon 3annucn € MOMOLLbHO 3,5

MaKkeTa KapTO4YKK, Hane4vyataHHOro B KHUre; NpocMoOTp WU3OaHUA;
CBepka C MakeTOM KapTO4Ku

20 |cocTaBnenune nobaBoyvHoro onucaHus K OCHOBHOW| oAHa KapTouyka 1,9
ombnmorpaduyeckon sanmcm

21 |o3HakoOMneHne C [OOKYMEHTOM; COCTaBfieHMe aHanuTU4eckon| OAWH AOKYMEHT 3,5
3anucu
22 |coctaBneHue CCbIITOYHOMN KapTO4KM K OCHOBHOW| oaHa KapToyka 1,26

o6nbnuorpaduyeckon sanmcu

dopmrpoBaHe GMbnMorpadUyeckoin 3anncm PyKonmucHON KHUMM

KoHncynbtanTtlnioc
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CocrtaBneHuve OCHOBHOMN Bubnuorpaduyeckon 3anvcun| ogHo HasBaHwe
(o3HakoMneHne C  [OOKYMEHTOM; COCTaBfieHWe, onucaHue,
npocTaHoBKa GUBNMOTEYHON OTMETKN):

23 | cpeaHen CnoxHoCTK 600,00
24 | NOBbILLEHHOW CIMOXHOCTH 1200,0
25 | Ha NHOCTpPaHHOM fA3blke 1200,0
26 |kapTtorpacumdeckoro matepvana 1200,0
27 | My3blKkanbHOro cogep>xaHusi 1200,0
28 |popaboTka  ycTapeBLUMX — 3anucew, He COOTBETCTBYIOLWNX| OAHO Ha3BaHue 300,0

COBpPEMEHHbIM apxeorpaduyeckum Hopmam: AaTMpoBKa pyKonucen
MO BOASAHBbIM  3HakaM; pOCNWCb  COAepXaHns  COOPHMKOB
HEenoCTOSIHHOrO COCTaBa; BHECEHUE AOMOSNHUTENbHbIX CBEAEHUN C
y4eTOM JOCTMKEHUI COBPEMEHHOW ncTopuorpadumn

PepaktnpoBaHune 6ubnunorpaduyeckon sanncu:

29 npoBepkKa nNpaBUITIbHOCTU 3J1IEMEHTOB 3alNMnCU Ha KapTo4dke OHa KapTo4kKa 1,0

30 |odhopmneHve kKapToukv Ans OyOnvpoBaHWS Ha MHOXMTENbHOM| OAHa KapToyka 3,2
annapaTte; MpoOCTaBMneHne WHOEKCOB, LWKUgpPoB, OMBNNOTEYHBbIX
NoOMeTOK, onpeeneHne 1 ykazaHue Tvpaxa kapToyek

"pynnoBas o6paboTka JOKYMEHTOB

OT160p OOHOTUMHBIX [AOKYMEHTOB, MNOAMEXawmx rPynrnoBOM| opHa rpynna
00paboTke; cocTaBneHne ob6LLE XapaKTEPUCTMKM Ha KOMMMEKT| AOKYMEHTOB
[OKYMEHTOB

KonunyecTBo 4OKYMEHTOB B rpynne:

31 11-9 39,0

32 [10-15 60,0

33 116-30 106,0

34 |npoBepka MpaBWUMbHOCTU COCTaBMEHUS XapaKTEPUCTUKN  Ha ogHa 13,0
KOMMIEKT JOKYMEHTOB XapaKkTepucTuka

Pekatanorusauus (3a|vleHa KaTanoXHbIX KapToqu):

35 |cBepka KapToukM C  [OOKYMEHTOM; WCMNpaBfeHue CcTaporo| ogHa KkapToyka 17,4
Bmbnuorpadmnyeckoro onNnMcaHns; CoCTaBneHne HOBOro OMMCaHus;
nepeHeceHne LwWudpa, WHBEHTAPHOrO Homepa, OMBNMOTEYHLIX
NMoMeToK

MogroToBka K MHOEKCUPOBaAHNKD OOKYMEHTOB AJ1A KaTalloroB:

36 |nogGop KapTOYKM K JOKYMEHTY, CBEpKa U BITIOXEHNE B AOKYMEHT OfHa KapTouyka 0,5

37 |o3HakoOMneHne C  [OOKYMEHTOM; yCTaHOBMeHue TeMaTuKW;| oOHO Ha3BaHWe 0,88
pacnpegeneHve no oTpacnsam 3HaHus (No TeMaTuke)

38 | npocMOTp MHOCTPaHHbIX U3OaHWA, NepeBof AaHHbIX Ha PYCCKUN| OAHO Ha3BaHue 0,37

KoHncynbtanTtlnioc
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A3bIK

CwncremaTtunsaumsa gOKYMEHTOB:

39 |cuctematmsaums [OOKYMEHTa C  WUCMOMb30BaHMEM  MHOEKCOB| OAHO Ha3BaHue 2,6
neyaTHOM KapTOYKM WM MakeTa KapTOYkW, HanevaTaHHoro B
N34aHuK, O3HAKOMITEHNE C JOKYMEHTOM, MPOBEpKa COOTBETCTBMSA
MHOEKCOoB Tabnuuam knaccudumkauumn, npuHATbIM B OMONmMoTeke,
NpocTaBfeHne NHOeKCa Ha JOKYMEHTe

40 |cucTemaTtmsaumnsa JOKYMEHTOB NPU OTCYTCTBMM NeYaTHOM KapTodku| OAHO Ha3BaHWe 4,7
N MakeTa KapTOYKM B M34aHMKW, O3HAKOMIEHWE C [AOKYMEHTOM;
onpegeneHne nHagekca no Tabnuuam knaccugukaumm, NPUHATLIM B
6ubnuoTeke; NpocTaBneHne NHAEKCA Ha LOKYMEHTE

41 |onpepeneHne aBTOPCKOrO 3Haka [AOKYMEHTa MO aBTOPCKUM| OOHO Ha3BaHWe 0,62
Tabnvuam

42 | wnppoBka AOKyMeHTa nNpu hopmMaTHO-MHBEHTAPHOW pacCTaHOBKe:| OAHO Ha3BaHWe 0,42
onpegeneHne popmarta AOKYMEHTa, HanucaHue wugpa

43 |penaktupoBaHue  KnaccuUKauMOHHOIO  MHAEKca; npoBepkal OAHO Ha3BaHWe 0,88
NpaBWUibHOCTU MHAEKCA, aBTOPCKOro 3HaKa

44 |cocTaBneHue KapTouku andaBuUTHO-MPEeAMETHOro katanora (Ha| ofHa KapTouyka 2,0
HOBYIO TeMaTuKy); HamMcaHWe Ha KapTo4yKe MHOEKCa, Has3BaHus
KaTanora M KapTOTEKM, B KOTOPbIX OTPaXawTcs [OOKYMEHTHI;
yKasaHue CChbIIKM W OTChIMKW, CBA3M MeXay OTAeNlbHbIMU
pybpukamm
MpeomeTnsaumns JOKYMEHTOB:

45 | npegMeTusaumsa JOKYMEHTOB C MCNONb30BaHNEM pyOpuk nevyaTHOW| OAHO Ha3BaHue 2,6
KapTO4KW; NpoBepka COOTBETCTBMSA PYyOpPMKM MedYaTHOW KapTOYKM
npegMeTHOMY KaTanory

46 |npegMeTu3aLmsa JOKYMEHTOB MPU OTCYTCTBMM NEYATHOM KapTOYKM;| OA4HO Ha3BaHue 4,6
03HAKOMITIEHNE C JOKYMEHTOM, ONpeaernieHne pyopukm

47 |cocTaBneHne HOBbLIX MNPegMEeTHbIX Ppyopuk U1 noapybpuk;| ogHa KapTouka 1,3
nepeHeceHne Ha KapTo4ku Cny>xebHOM KapToTekn

48 | pepakTupoBaHue npegMeTHon pybpukK; npoBepka NPaBWUibHOCTM| OfHA KapTOdka 0,88
npegMeTHOM pyGpUKM, TOYHOCTM HaMMCaHUs
OpraHusaunsa andaBUTHOro Karanora:

49 |nogbopka kapTodkum Mo andasuty damMunuini  aBTOPOB WNM| OAHa KapTo4ka 0,36
3arnaBui nsi paccTaHOBKWU B anipaBUTHbIN KaTanor

50 |pacctaHoBKa npegBapuTenbHO  MNOAOOpPaHHbLIX  KapTodek B| ogHa kapTouka 0,36
andaBnTHbIN KaTanor

51 | pepakTupoBaHue andaBMTHOrO KaTtanora; NpoBEpKa PacCTaHOBKM| OOHa KapTouka 0,88
KapToyek, NpaBUNbHOCTU A00ABOYHBLIX U CCbIMIOYHBIX KapToOYek;
ncnpasneHne ownbok

52 |HanuncaHune paszpgenutensa Ans andaBWTHOrO Katanora, ykasaHue OOMH 0,88
OykBbI, criora pasgenvrenb

KoHncynbtanTtlnioc
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53 |paccrtaHoBKa pasgenutenen B and)aBuTHbIW KaTanor: nogbopka OAWH 0,36
pasgenutenen no andasuTy, MNOUCK MecTa pasgenuTens,| pasgenurens
yCTaHOBKa, 3aKpenneHne CTepXHS
OpraHusauns cuctemaTnyecKkoro katanora:

54 |nopGopka kapTo4vku No UHAEKCaM, BHYTpU pasgena no andaeuTy| ogHa kapTouka 0,42
damunun  aBTOPOB WNKU  3arnaBui  ONA  pacCTaHOBKM B
cucTeMaTUYeCcKUn katanor

55 |pacctaHoBKa npegBapuTeEnbHO  MOAOOpPaHHbLIX  KapTOYek B| OgHa kapTouka 0,42
cucTteMaTu4ecknin katanor

56 |pepakTupoBaHMe  cCUCTEMATUYECKOro  KaTtasnora: npoBepka| ofHa kapToudka 0,88
NpaBUITbHOCTWN HaMOMHEHUA pa3fernoB KaTanora No cogep)KaHuio,
MHAEeKcauun 1 paccTaHOBKe; ucnpasneHme ownbok

57 |aHanua cuctemMaTuyeckoro kartanora: ucrnpasneHue WHOEKCOB,| OAHa KapTouka 5,2
BHeCeHMe n3MeHeHUn B andaBuUTHbLIN KaTasnor

58 |HanucaHne pasgenutena AOnNa  CMCTEMaTMYEcKoro Kararnora: OOMH 2,6
yKasaHue HanMeHoBaHWA pasgena, nogpasgena n pyrux oTMEeToK | pasgenuTtenb

59 |paccrtaHoBka pasgenuTenen B CUCTEMATUYECKMI  KaTanor: OAvH 0,42
nogbopka No uHZekcam, MOWCK MecTa, YCTaHOBKa, 3aKkpenneHue| pasgenvrenb
CTEPXHS
OpraHusauusa npe4MeTHOro kartanora:

60 |nogbopka kapTovek No NpeameTHbIM pybpukam, BHYTpM pyOprk no| ogHa kapTouka 0,42
andgasuTy hammnuin asTopoB Unu 3arnaBui

61 |pacctaHOBKa npegBapuTenbHO  MOAOOpPaHHbIX  KapTOYek B| OgHa kapTouka 0,42
npeameTHbIN KaTanor

62 | penakTnpoBaHne NpeaMeTHOro Kkatanora: npoBepka NpaBuUbHOCTU| OAHa KapTo4ka 1,0
CCbISIOK, OTCbISIOK, py6puK

63 |HanuncaHwe pasgenutena AN NpeaMeTHOro kararnora, ykasaHue OOMH 2,3
pyOpUKK, OTCBISIKA, CChISNIKA pasgenuTens

64 |paccraHoBKa pasgenurtensa B NpeaMeTHbIA KaTtanor, Nouck MecTa, OAvH 0,42
yCTaHOBKa, 3aKpenneHne CTepXHS pasgenuTens
OpraHusauus HyMepaLMOHHOro KaTanora
HOPMaTUBHO-TEXHNYECKON JOKYMEHTauuu:

65 |nogbopka KapToYvku MO BUAAM OOKYMEHTOB, YCNOBHbIM LMEPOBLIM| OAHAa KapToyka 4,3
0bo3HayeHnaM, andaBuTy COKpalleHHbIX Ha3BaHUW  CTpaH,
NnaTUHCKOMY andasBuTy (MHOCTPaHHbIX CTaHO4AapTOB), NO HOMepam
JOKYMEHTOB

66 |paccTtaHoBKa npeasapuTenbHO NoAobpaHHbIX KApTOYeK B KaTanor OfHa KapTouka 0,41

67 |penakTupoBaHue KaTanora (npoBepka npaBuIbHOCTM| OfHa KapTo4yka 3,2
Gubnuorpadumyeckmx oOnucaHuWi, paccTaHOBKW;  MCMpaBreHune
owmnboK); BHECEHWE JOMNOMHEHUA U U3MEHEHUI B KaTanor (oTMeHa,
3aMeHa, M3MEHeHUs, NPOAMeHue cpoka AeWCTBUS C  yKasaHueMm
NCTOYHMKA)

KoHncynbtanTtlnioc

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

KoHcynbTanTtlinioc
[ata coxpaHeHus: 18.09.2015

BbIMOSIHAEeMble B OM...

68 |HanuncaHwe n paccTaHoBKa pasgenurenen O4MH 1,3
pasgenuTens
OpraHusauusa n BegeHue arekTpoHHOro Karanora:
69 |cBepka NOCTYNMBLUMX AOKYMEHTOB Ha AyONeTHOCTb B SNIEKTPOHHOM| OOWH AOKYMEHT 1,6
KaTanore
70 | npynncka NpoaomkKaloLWmnXca n3gaHnim B 9NeKTPOHHOM KaTanore OOVH JOKYMEHT 1,6
dopmupoBaHne Gubnuorpacmyeckon 3anucu Lns dNEKTPOHHOro| opgHa 3anuch
KaTanora; BBog, B 6a3y [aHHbIX; 3anofiHEHWE COOTBETCTBYHOLLMX
nonen:
71 | Npu HaNMM4YMM MakeTa NeYaTHOW KapTOYKK 0,36
72 |npy OTCYTCTBUM NEeYaTHOM KapTOYKM 0,42
73 | cocTtaBneHne aHanNnUTU4YECKON 3anncu 3,5
74 | coctaBneHne o6aBOYHbIX U CChINTOYHbBIX ONUCaHUN OLHO OnucaHune 0,88
75 | pepaktnpoBaHune Gubnuorpaduryeckorn 3anucu B 6ase gaHHbix AC;| ogHo onucaHue 1,3
BHecCeHMe U3MEHEeHUN
76 |BBOA MepeyHsa npeameTHbIX pyopuk apudmeTuko-normdeckux| opHa pybpuka 0,36
ycTponcTs (AJTY) kK cuctemaTM4yeckoMy KaTarory M reHeparnbHOMN
CMpaBOYHOWN KapToTeke
77 |BbIBOA Ha 3KpaH Gubnuorpadudeckmx 3anmcemn OfHa 3anncb 0,83
78 | pemakTMpoBaHue pyopuK; HanonHeHe pasaenos ofiHa 3anucb 3,0
N3bsaTre KapToyek 13 KaTtanoros
M3bsaATe KapTOYKM Ha WCKYEHHble u3 BGubnmoTteyHoro doHga| ofHa KkapTouka
OOKYMEHTBI:
79 |andaBuTHOro Katanora 0,52
80 |cucTtemartmyeckoro kaTanora 0,56
81 |npegmeTHOro katanora 0,56
82 | HymepaumoHHoro katanora 0,42
83 |nsbatue 6ubnmorpaduyeckor 3anmcu U3 aNeKTPOHHOrO KkaTanora ofHa 3anuncb 0,84
TexHu4eckas obpaboTka JOKyMeHTa
HaknevBaHve Ha JOKYMeEHTE NICTKA Cpoka BO3BpaTta, kapmallka,| ogvH JOKyMeHT
Apnblka:
84 | nucTtok cpoka Bo3Bpata 0,42
85 | kapmaluek 0,42
86 |apnblk 0,26
HanucaHue wndpa Ha JokyMeHTe u aprbike: OOVH JOKYMEHT
KoHncynbtanTtlnioc

HageXxHasa npaBoBas nogaepxka
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BbIMONHAEMbIE B OU...

HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 18.09.2015

87 |Ha pokymeHTe 0,26
88 |Ha apnblke 0,36
89 |nepeHeceHne opmaTtHOro M cucTeMaTU4eckoro LUMAQPOB C| OAWH AOKYMEHT 1,6

KapTO4YKM Ha OOKYMEHT

90 | ochopmneHne KapToUKkKN ANA TUPAKNPOBaHUSA OJHO Ha3BaHue 1,0
91 | BHECeHVe U3MEHEHN B KapTOYKe Nocne TMpaxmnpoBaHus O[1HO Ha3BaHue 0,42
92 | pacnpegeneHune KaTanoXHbIX KapTOYeK Ha HOBbIE NMOCTYMMEHUA MO| OAHa KapToyka 0,42

CTPYKTYPHbIM MogpasaeneHnsm nocne TMpaXxupoBaHus

93 |3anonHeHne  KHWXHOro  copMynspa:  ykasaHue  wudpa,| O4MH KHUXKHBIN 0,88
WHBEHTApHOro HOMepa [AOKyMeHTa, amMunum W MHUMUManoBs dopmynsp
aBTopa, ero Ha3BaHu4, LeHbl, roga n3gaHus

94 | 3anonHeHve KapToOYKU UHOUKATOpa Ha AOKYMEHT, HanpasnseMbld B| oauH uHaukatop 0,88
KHUFOXpaHEeHWNEe: yKasaHWe WHBEHTapHOro HoMepa, aBTopa MU
3arnaeu4, Wudpa paccTaHOBKU

95 3anonHexne: nepegaTtoyHon BeAOMOCTM Ha MNapTUIO  HOBLbIX| O4HA BEAOMOCTb 0,42

NOCTYNNEHNI

Pabota B AC

BbIBOA Ha 3KpaH y4eTHbIX (hopM; pacnevarka: ofHa dopma
96 | nMCTbl MHOUBMAOYANLHOrO yyeTa JOKYMEHTOB 0,05
97 |nepepatodHas BEOOMOCTb HOBbIX MOCTYMNNEHUN 0,05
98 |kapTouka ¢ Gubnuorpacmyeckon 3anucbio A4S y4eTHOro Karanora 0,05
99 | KHWXHBIN chopmynsp 0,05
100 | kapTo4ka nHankKatopa 0,05

lMpumeYaHune: K HopMam BpeMEHN MPUMEHSIOTCH NoBbILLaoLWme KOSDPULMEHTHI:

- Mpu cocTaBneHnn Ombnuorpacdmnyeckoro OMUCaHWst Ha OOKYMEHT, Ha TWUTYNbHOM JIACTE KOTOPOro
YaCTUYHO OTCYTCTBYIOT AaHHble Ans bubnuorpaduyeckon 3anucu - 1,13;

- nNpyn 6mnbnuoteyHon obpaboTke: KMHOPOTO(OHOLOKYMEHTOB - 1,21; HOTHbIX, KapTorpaduU4eckumx,
nsomsgarun - 1,15, cneunanbHbIX BUOOB Hay4YHO-TEXHUYECKOW nuTepaTypbl U JokymeHTauum - 1,10;

- Npu paboTe ¢ AOKYMEHTaMMN Ha MHOCTPAHHbIX SA3blkax, MPU OpraHu3auMm U BeAeHUW KpaeBedvyeckoro
kaTanora (kapToTekun) n 6ubnMoTeyHoro Karanora Ha MHOCTpaHHOM s3blke - 1,15, Ha g3blkax cTpaH Asuu u©
Adbpukn - 1,5.

1.4. Pabota ¢ hoHOOM

1.4.1. PaboTta no npmemy JOKYMEHTOB

Tabnuua 4
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHusi BPEMEHMN,
MU/H.
1 2 3 4
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KYMEHT N TaBleH
"O6 yTBEpPXKOEHMUM TUMOBBLIX OTPacneBbiX HOPM TpyAa Ha paboTsl, AokymenT npeaocraene

KoHcynbTanTtlinioc
[ata coxpaHeHus: 18.09.2015

BbIMOSIHAEeMble B OM...

Mprem OOKYMEHTOB B CTPYKTYPHbIX NOApPa3geneHmsax
lMpnem [OOKYMEHTOB W3 oOTAena KOMMJIEKTOBAHWS, CBepka C| oaHa naptusi
COMpoOBOANUTENBHLIM MaTepuanom
KonnyecTBo 3K3eMMsipoB:

1 11-25 14,4

2 |26-75 37,2

3 |peructpaumsa HOBbLIX MNOCTYNIEHUAW NEPUOANYECKUX U3OaHUKW,| OAWH AOKYMEHT 0,26
npocTaBreHne OTMETKN B pErMCcTPaLMOHHON KapToTeke

4 |npoBepka rogoBOro KOMMMEKTa >XypHarioB M ra3et Ha Hanuvume| OJWH HoMep 1,0
HOMepoB

5 |npoBepka 3anMcu Ha nepBoM HOMEpPE TrOAOBOrO KOMMIIEKTa: OAWNH HOMEp 5,0
Wwndpa, HOMEPOB, OTCYTCTBYIOLLMX HOMEPOB, MECSALIEB
3anuce HomMepa B ToMnorpaduUYeckytd Onucb, MPUNOXEHUS u|  oguH Homep
crneLmanbHble BbIMyCKu:

6 |Ha pycckom Aa3bIke; 1,0

7 |Ha MHOCTPaHHbIX si3blKax 2,0

8 |npocTtaBneHve LwTeMnens CTPYKTYpPHOro nogpasfeneHus Ha|l oguH Homep 0,26
OOKyMeHTe
Moabop AOKYMEHTOB A51S pacCTaHOBKU B poHAE:!

9 |nopbopka [OOKYMEHTOB MO  KIacCUMKAUMOHHBIM  MHOEKcaM,| oaWH AOKYMEHT 0,52
aBTOPCKOMY 3HaKy

10 |nogbopka OOKYMEHTOB MO dopMaTty, WHBEHTApHbIM HOMepam,| OAWMH JOKYMEHT 0,92
Lwncpam pacctaHOBKK

11 |nopbopka AOKYMEHTOB Mo andaBuTy Ha3BaHWiA, rogam, Homepam,| OAMH JOKYMEHT 0,48
pasgenam, NopsgKoBOMYy HOMepy

12 |nogbopka cnewLBnaoB HOPMATUBHO-TEXHUYECKOW JOKYMEHTaUMM No| OAWMH JOKYMEHT 0,36
Knaccam, nogknaccam, rpynnam, noarpynnam, WHBEHTApPHbIM
HOoMepam
PaccTtaHoBka 6ubnmnoteyvHoro coHaa:

13 |paccraHoBka OOKYMEHTOB Ha cTennaxax B| oavH gokymeHT 0,52
cucTemaTnyecku-ancaBuTHOM nopsigke

14 | paccTtaHoBKa JOKYMEHTOB Ha cTennaxax B| OoOWH OOKYMEHT 1,3
hopMaTHO-MHBEHTAPHOM MOPSIAKE

15 |pacctaHoBka [OOKYMEHTOB Mo andaBuTy HasBaHUW, rodam,| OAWH AOKYMEHT 0,63
HOMepaMm, pasgenam, NopsaKoBOMY HOMEpPY
paccTaHOBKA  HOPMATUBHO-TEXHWYECKON  AOKYMEHTaLumu no| OAWH OOKYMEHT
Knaccam, nogknaccam, rpynnam, noarpynnam, WHBEHTapPHbIM
HOoMepam
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HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 18.09.2015

KonunuyectBo 4OKyMEHTOB B noabopke:

16 [1-5 0,52
17 |6-10 5,2
18 (11-15 0,88
19 | paccTtaHoBKa JOKYMEHTOB Ha cTennaxax B| OoOWH OOKYMEHT 5,00

hopmaTHO-cMcTemMaT4eckoM 1 andaBuUTHOM nopsiake (NpeameTos
N MartepuanoB rpadpukn) B BUTPUHAX M LWkadax C Yy4eToMm
KOMMIIEKCHOIo XpPaHEeHNs1 PYKOMUCHbIX U CTaponeYaTHbIX KHUP

20 |paccTtaHoBKa AOKYMEHTOB Ha MMWKPOHOCUTEMNSX B MHBEHTApHOM W| OOWH AOKYMEHT 3,0
HyMepauMOHHOM nopsiake

npoBepka NpaBUIIbHOCTUN PaCCTaHOBKM [AOKYMEHTOB B OTAENbHbIX| Maccu doHaa
MaccuBax poHaa

Konnyectso npoBepdeMbIX 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 CBOBOAHbIE MecTa ofHa norka 4,0
OchopmneHne MomnoYHeIX pasfenuTeneli; HanucaHue NomouHbIX OfVH
pasgenuTenei: pasgenurenb
26 | ons cuctemaTtnyeckom pacctaHoBkM ooHaa 3,6
27 | anga doopmaTtHoOM paccTaHOBKM hoHAa 2,6
28 | ons andaBnTHOM paccTaHOBKM dooHAA 2,6
29 | ons HyMepaLuMOHHON paccTaHOBKM hoHAa 2,6

lMpumeYaHue: K HopMam BPEMEHN MPUMEHSIOTCA NMOBbILLALME KOIDDULMEHTI:
- Npy nogdope u paccTaHoBKE KNHOPOTOOHOAOKYMEHTOB - 1,2;

- HOT, KapTorpaduyeckmx, nsomsgaHum - 1,5;

- Npu paboTe ¢ AOKYMEHTaMM Ha NHOCTPaHHbIX A3blkax - 1,15;

- Ha A3blkax cTpaH Asuun n Adpukn - 2,0.

1.4.2. PaboTta no coxpaHHocTu cdboHaa

Tabnuuya 5
N HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpeMeH!,
MWH.
1 2 3 4
MpoBepka bubnmnoTeyHoro oHaa:
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HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 18.09.2015

1 |HanucaHue KOHTPONbLHOrO TanoHa Ha AOKYMEHT: yka3aHue Ha HeM|  OOWH TaroH 0,88
WHBEHTaApHOro HoMepa, wwudpa, amunuu, UHULKANOB asTopa,
3arnaBeusi, roga, Mecta u3gaHus, LeHbl, Mecta XpaHeHust
2 | MapKnMpoBKa KOHTPOSbHbLIX TANIOHOB: YCTAHOBKA, rAe YY4TeH AaHHbIN OAVH TarloH 0,26
OOKYMEHT (YYETHbIV KaTanor, UHBEHTapHasi kHura); npocTtaBneHue
OMno3HaBaTENbHOTO 3HaKa
Moabopka KOHTPOMbHbLIX TaNIOHOB: OAVH TarloH
3 |no nHBEHTapHbIM HOMEpPaMm 0,21
4 |no andasuty hamnnunin 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 KHUre
7 |cBepka KOHTPOSbHLIX TAnNOHOB C Y4YE€THbIM UNU andasBuUTHLIM, OIVH TaroH 0,26
Tonorpacumyeckum Katanoramy, oTMeTKa Ha TarnoHe 1 B Katanore
8 |aHanu3 bopmbl MHAMBMAYANBLHOIO YYETa; BhISBIEHNE AOKYMEHTOB,| OOWH AOKYMEHT 1,3
He npoLlewmnx NpoBepPKyY
9 |cocTaBneHue KapToYKM Ha OOKYMEHT, He MpoLUeaLLmniA NPOBEPKY OAWNH OOKYMEHT 0,83
10 |nouck OOKYMEHTOB, He npollewunx MnpoBepKy, MO pasfnuMyHbiM| OAMH OOKYMEHT 3,6
YYETHbIM hopMam, KapToTeKkam, XypHasnam, KH/XKHbIM Nonkam
CocTtaBneHuve cnncka HegocTarLwwmx B poHae JOKYMEHTOB OfVH CMNCOK
KonnyectBo OKYMEHTOB B CMUCKE:
11 |1 0,78
12 12-10 8,3
13 [11-25 19,3
OT160op 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 W3bATUSA; CBepka Cc| OauH JOKYMEHT 0,36
KHWKHBIM (DOPMYNISPOM
20 |nopbopka KHWXKHBIX (QOPMYNSPOB Ha [OKYMEHTax B nopsake| oanH dopmMynsip 0,42
KoHncynbtanTtlnioc
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KoHcynbTanTtlinioc
[ata coxpaHeHus: 18.09.2015

BbIMOSIHAEeMble B OM...

WHBEHTApPHbIX HOMEpPOB, andasuTa, XypHanoB - MO rogam wu
HoMepam
CocTaBneHue cnmcka K akTy BblObITUA (Nepenaymn); nogcyeT odLen OOVH aKT
CYMMbI; OpopMIeHne akta
KonnuectBo JOKYMEHTOB B CMUCKE:
21 |1 0,78
22 12-10 7,8
23 |11-25 19,3
MoproToBka 4OKYMEHTOB B NepenneT:
24 |oTbop MOOKYMEHTOB Ans nepenneTta; npoBepka COCTOAHMSA| OOWH AOKYMEHT 3,4
OOKYMeHTa; 3anosiHeHne (cBepka) KHXHOro hopmynsipa
25 |nogbopka KOMMIEKTOB, CBSA3bIBAHWME B MNayky; OdOopMIIeHne| OAWH AOKYMEHT 2,6
OOKYMEHTOB AN nepefayv B nepennet
26 |nogrotoBka JOKYMEHTOB K BOCCTAHOBIIEHMIO: Nogbop OOKyMeHTa,| OaWH AOKYMEHT 2,6
aHamnorM4yHoro nOBpPeXAeHHOMY; OdopMIIeHMe 3aka3a  Ha
KonvpoBaHue
27 |npvem 3akasa nocne KonupoBaHWA, MpOBepKa KayecTtBa KOMWKW,| OAMH OOKYMEHT 0,83
noaroToBka AOKYMEHTA K nepensneTty
28 |mpuem [JOKYMEHTOB M3 MepenfeTa: CBepka MNOCTYMMBLUMX W3| OOWH AOKYMEHT 5,2
nepenneta [JOKYMEHTOB C KHWKHbIM (QOPMYyISpoOM; MNpoBepka
KayecTBa MepenneTa; BOCCTAHOBMEHME 3arnaBusi; HanucaHue
wndpa Ha aprbike, KOpeLlke JOKyMeHTa
MogwwBKa ra3eT u TOHKMX XXYpPHAaIOB:
29 |onpeneneHue bopmata, BNOXEHWE KOMMMEKTa XXypHanoB B nanky ojHa narnka 13,0
Hy>XHOro chopmaTa, 3aBsi3blBaHUE; BbIHECEHUE LWMdpa, Ha3BaHUS,
roga m3gaHus, HoMepa XXypHarnoB Ha 0BMOXKy U KOPELLOK nanku
30 |packnagka raseT No Has3BaHWSIM: MNpoKanbiBaHWE, BIOXEHWE B ofHa nanka 9,4
KapTOHHYyl0 0ONoXKy (Manky), NpOLHYpOBKa; odopmIieHne
00noxku (Ha3BaHue, rod, HOMep, MecsL)
Menkuin peMoHT poHaa:
31 |nogknerika OOKYMEHTa, KapMallKoB, SPMblKOB; BOCCTaHOBMEHUE oAHa nanka 4,2
3arnasum
PectaBpaunsa KOpeLuKoB:
32 |onpegeneHne obbema paboTbl; ydaneHwe CTaporo Kopellka,| OAMH KOpEeLUOK 60
noaroTtoBka KoreHkopa (obpeska, nogknenka); npoluveka Grioka
OOKYMeHTa, MOAKIENKa HOBOro KOpeLLKa, pa3MeLLleHme nog npecc
PectaBpauus ctpaHuy;
33 |onpenenenne obbema paboTbl; noakneinka doTorpaduit, kapT,| oaHa cTpaHuua 10
YyepTexXen; BOCCTaHOBMEHNE YacTen CTpaHuL (cTp.)
KoHncynbtanTtlnioc
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[okymeHT npegocTtasneH

KoHcynbTanTtlinioc
[ata coxpaHeHus: 18.09.2015

O6ecnbinmBaHne doHaa:

34

obecnbinvBaHne ¢oHga € MNOMOLWbI0 Mblfiecoca; obecneveHne
paboyero MecTa TeXHUYEeCKUMW CpeacTBamMu;  npoBeneHue
O6eCI'IbIJ'II/IBaHI/IF|; 3aHOC TEXHNYECKNX CpeCTB B MeCTa XpaHeHUdA

OfHa Meponorika 12,0

35

pydHoe obecnbinMBaHue ¢oHaa; obecneyeHne paboyvero mecrta
TeXHN4YEeCKMMun cpencrtesamMmmn; 3aHOC TEXHUYECKUX cpeacTtB B MecCTa
XpaHeHus

OfHa Meponosika 9,4

MpumeyaHue: K HopMaM BpeMEHU NPUMEHSIIOTCS NOBbILAoLLME KOSPPULNEHTDI:
- Mpu py4yHom obecnbinnBaHnm hOHAA HOTHbIX, KapTorpadu4ecknx, 3onsgaHun, gucceprauuim - 1,2;

- Npn obecnbinMBaHnn dooHaa ¢ NOMOLLbIO Nbinecoca - 1,3.

1.4.3. NI3ayyeHmne 6ubnmoTteyvHoro dpoHaa

Tabnuua 6

n/n

HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl

Eannunua
n3mepeHnst

Hopma
BPEMEHMN,
MUH.

2

4

MoarotoButensHas paboTta no ndydeHuto OMdNMoTeyHoro ooHaa:

cocTaBneHue nnaHa paboTbl NO N3ydeHnto GubnmnoTeyHoro coHaa
(4actu doHaa)

OAOWuH niiaH

214,0

noarotoBka UHCTPYMEHTapuda No  U3YyYHEeHUto 61bnmnoTeyHoro
d)OH/J,a; cocTaBrieHne Tabnuupbl No Pas3nnYHbIM acnekTam ndyveHusa

oJHa Tabnuua

6,3

noabopka 6ubnuorpaduryecknx nocodur, MHPOPMAaLMOHHBIX
CMWCKOB NS NMpoBeAeHUss paboTbl MO U3y4yeHuo GUBNMOTEYHOro

doHaa

O[1HO nocobue

20,0

MOAroTOBKa MHCTPYKTaxa ANs npoBefeHust paboT no MayyeHuto
61bnmnoTeyHoro ooHaa

OAVH VHCTPYKTax 83,0

Bubnuorpaduyeckoe nsydeHne 6ubnmoTeyHoro goHaa

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

o[Ho nocobue

KonuyecTtBo HasBaHWin B nocodun:

1-25

15,7

26 - 50

34,0

51-100

68,0

Ceepka KkapTo4ku kaTtarora ¢ ©OubnuorpaduyeckMm OnmMcaHUeMm
OOKYMEHTa, yKa3aHHOro B Mocobun; BHECEHNE OTMETKM O Hanu4mm
OOKyMeHTa B (poHae:

OHa KapTo4kKa

andaBnTHbIN KaTanor

0,26

KoHncynbtanTtlnioc
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BbIMOSIHAEeMble B OM...

9 |cuctematmnyeckun katanor 0,42
10 |cocTtaBneHne Gubnuorpaduryeckoro onMcaHms Ha OTCYTCTBYKOLWME| OfHa KapToudka 2,6
B BMGnunoTeke AOKYMEHTHI
NMPOCMOTP HamnoJSIHEHMS CUCTEMATUYECKOro KaTanora B pasnuyHbIX| OAHa KapTo4ka
acnekTax (Mo oTpacnsmM 3HaHud, Bugam, rogam); COrnocTaBrieHune
Nony4YeHHbIX OaHHbIX c TeMaTUKO-TUMONIOrMYECKUM
(nepcnekTUBHLIM) NIAHOM KOMMIIEKTOBAHUS; YTOUHEHNE, BHECEHME
KOPPEKTUB B MriaH KOMMJIEKTOBAHUS
KonnyecTBo KapToyek B ALLUKE:
11 |1 -500 43,0
12 |501 - 1000 85,0
13 1001 - 2000 173,0
CraTtuctnyeckoe usyveHune dmbnumoteyHoro oHaa:
14 |3anonHeHne crtatucTudecknx Tabnuy (no coctaBy, AMHamuke u| opHa Tabnuua 19,3
CTEeneHn Ucnosnb3oBaHnst O6MbnmMoTeyHoro ¢oHaa) Ha OCHOBAHWUU
YYETHON JOKYMeHTauum
15 |pacyeT nokasaTenen KHuroobecnevyeHHocTH, oObpallaeMocT,|oanH nokasartenb 2,0
YMTaEMOCTU
16 [cnnowHor nNpocMoTp OOKYMEHTOB Ha CcTennaxax, nogcyeT no| OAuMH OOKYMEHT 0,84
KHW>XHBIM DOpMynisipaM UM fIMCTKam Cpoka Bo3BpaTta KonuyecTsa
KHMroBblgau
17 |mapkupoBka Heucnonb3yemon 4actu oHga B 3aBUCMMOCTM OT| OAMH OOKYMEHT 0,26
MPVYMH, BbI3BaBLUMX HU3KYHO 0OpallaeMocTb
18 | 3anonHeHune Tabnuubl MHTEHCUBHOCTU ucnonb3oBaHusa| opHa Tabnuua 50,0
BmbnmnoTteyHoro oHaa
CocTtaBneHne n aHanua Tabnuy No M3y4YyeHUto OUBIMOTEYHOrO
doHaa
CocTaBneHue Tabnuupl:
19 |no cocTaBy, pa3BuTUIO U UCNOMb30BaHWIO GbnMoTevHoro poHaa onHa Tabnuvua 63,0
20 |no cTteneHu ucnonb3oBaHus ¢oHAa B pasnuuHbIX acnektax (B| opgHa Tabnuua 68,0
OoTpacnesoMm, No B1aam u3gaHumn)
21 |no o6bemy Heucnonb3yemon n ManocnpalmBaeMon Yactu doHgal opgHa Tabnuua 63,0
N NpUYMHaM ee HaKoMMneHus
AHanua Tabnuupl: ogHa Tabnuua
22 [no cocTaBy, pa3BUTHIO 1 UCMONb30BaHWI0 BMGNMoTeyHoro doHaa onHa Tabnuvua 56,0
23 |no cTteneHu ucnonb3oBaHus ¢oHAa B pasnuuHbIX acnektax (B| opgHa Tabnuua 56,0
OoTpacnesoMm, No B1aam u3gaHumn)
24 |no cocTaBy M BENUYMHE HEMCMONb3yeMOM M ManocnpailuvMBaemon| opgHa tabnuua 60,0
YacTu ooHAa 1 NpMYMHaAM ee HaKomnneHns
KoHncynbtanTtlnioc
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25

COCTaBfeHWe nnaHa MeponpuaTui K
pesynbTatamMm udyvyeHuns coHaa

NpeanoXeHni  no

OJMVH NnaH

161,0

MpumeyvaHue:

BpemMA nposefeHnA WHCTPYKTaXa B HOPMY BpeMeHUW He BXO4WUT;

npu pabote c

OOKYMEHTaMN Ha MHOCTPAaHHbIX A3blKaX K HOpMaM BpeMeHU NPpUMEeHAETCA NOBbILLIAKOLLNIA KOSd)(*)I/ILlMeHT 1,15.

1.5. O6cnyxnBaHue umtaTenen

1.5.1. PaboTa c untatenem

Tabnuuya 7

n/n

HanmeHoBaHue npouecca, onepauun. CocraB paGOTbI

EgvHunua
n3mepeHunsi

Hopma
BpEMEH!,
MWH.

2

4

3anucb yntatens B Gubnuoreky:

MPOCMOTP AOKYMEHTOB uuTatens (macnopT, YAOCTOBepeHue,
NOPYYUTENbCTBO); NPOBEpKa HanMuMsl y4eTHO-PEerMcTpaLmMoHHON
KapTOYKU YuTaTens

OOWH YnTaTesb

1,7

3anonHeHve dopMynsapa uutartens,
KapTO4KK, HNTaTenbCKoro ouneta

YyYeTHO-perucTpaumoHHOn

OOWH YnTaTesb

2,0

O3HaKOMMEeHWe  uuTatens c npasunamu nosib30BaHWs
BubnuoTtekon, pacnonoxeHnem oHaa, CnpaBoYHbIM annapaTom

OAWH YnuTaTeslb

5,0

MOMCK W pacCTaHOBKa YYEeTHO-PErMCTPALMOHHBIX KapTOYeK Mo
andasuTy hamunuin Ymtatenen

OHa KapTo4Ka

0,26

Mepepernctpaunsa ymtarenen

nouck dhopmynapa (pPerMcTpaumMoOHHON  KapTOYKW) uuTaTens;
BHECEHMNE U3MEHEHUIN B HUX W 4YnTaTENbCKUA Gunet (yTouHeHue
A@HKETHbIX [aHHbIX, HOBOFO 4YMUTaTENbCKOrO HOMepa, AaTbl
nepeperucrpaumm)

OOWH YnTaTesb

12,0

3anuck (nNepepeructpauums) yMtatenen B aBTOMaTU3NPOBAHHOM
pexume:

Habop Ha KnaBuaType cCBeAeHWW O uuTaTene: amunud, uvs,
OTYECTBO, XapakTepu3yloliue ero npusHakm (obpasoBaHue,
cneumanbHOCTb, MHas HopMaLus), Kog

OOWUH YnTaTeslb

6.0

OocCyLlecCTBneHne KOHTpPONA 3a BO3MOXHbIM Hannydnem OaHHbIX O
yuntartene, 3anncaBLiemMcsa B 6M6J'II/IOTeKy (paHee 3anncaH, nuiieH
npasa l'IOJ'Ib3OBaHI/IF|)

OOWH YnTaTesb

1,0

odopMneHme Koaa YmtaTens ¢ KOHTPObHbIM paspsagoM U CPOKOM
Nonb30BaHWUA YMTaTENbCKMM OMMEeToM Ha OCHOBE  BblgAHHON
MHdopMaumn

OOWH YnTaTesb

0,52

BblBE[lEHNE Ha NPUHTEP CBEAEHUN O 3anucaBllemMcsi yutaTtene B
Buae bnaHka, Bblpe3aHue bnaHka U BKMelka ero B YuMTaTerNbCKui
ounert

OOWUH YnTaTeslb

1,3

KoHncynbtanTtlnioc
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Pabota gucnetyepckon cnyxosil:

10 |npuem unTaTenbckoro TpeboBaHMS; MpPOBepKa MNPaBUIIbHOCTU OAHO 0,73
3anonHeHnss  TpeboBaHuwn, yTO4YHEeHune MecTa  XpaHeHus TpeboBaHue
OOKYMEHTOB; OTMEeTKa B [OUCNeTYEepCKon ceTke, nepefada
TpeboBaHWsA B KHUrOXpaHEHUE

BbinonHeHne TpeboBaHui NoTpebuTenen, Bbigavya JOKYMEHTOB U3
OCHOBHOIO KHUrOXpaHeHWs:

11 | nonyyeHune TpeboBaHuin, perncTpaums, nogbopka nx no wmdpam OAHO 3,0
TpeboBaHne

12 | novck JOKyMeHTa, HaHeCeHe OTMETKU Ha TpeboBaHWW, KHDKHOM OfHO 5,0
dopmynspe, ANCNETYEPCKON CETKe TpeboBaHne

13 |ycTaHoBRNeHMe MecTa HaxoXAeHWst HeHanOeHHOro AOKYMeHTa Mo ogHo 7,0
CMpaBOYHbIM KapTOTEKaMm, Katanoram TpeboBaHue

14 |Bblgadya OJOKYMeHTa W3 oTAena KHUroxpaHeHust notpedbutento;| oguH OOKYMEHT 2,0

oTMeTKa Ha KHWXHOM chopMynsipe, TpeboBaHUm

15 [npuHATME [OOKyMeHTa OT noTpebuTens; MNoMCK  KHWXKHOro| oawvH AOKYMEHT 3,0
dopmynsipa, TpeboBaHus; NnoralleHne OTMETKM O Bbiaye

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

16 | odhopMeHne 3asaBKM Ha KOMMNSEKT JOKYMEHTOB, nepefaBaeMbli B| OAHa 3asaBka 5,0
CTPYKTYypHOE noapasgeneHue

17 |nogbop [OOKYMEHTOB B  KOMMMEKTbl; HanucaHue BTOpPOro| OAMH JOKYMEHT 40,0
3K3eMnnsipa KHWKHoro doopmynsipa (MHankaTopa)

Bblgaya KOMMMEKTOB [JOKYMEHTOB; OTMeTKa Ha  KHWXKHOM| oauH OOKYMEHT
dopmynsipe (MHOUKaTope) Aathl Bbldauu, AaHHbIX NOApa3aeneHus,
Nony4YatoLLLEero KoMMNexkT

Konnuyectso OOKYMEHTOB B KOMMJIEKTE:

18 |25 6.8
19 |50 13,5
20 |200 108,0

[MonyyeHne  KOMMMNEKTOB  JOKYMEHTOB oT CTPYKTYPHbIX| OAMH KOMMNNEKT
noapasgeneHnii; MNOUCK KHWXKHOro copMynspa (MHAuKaTop);
norawieHne OTMETKMN O BblAaye, BIOXEHWE ero B OKYMEHT

Konnuyectso OOKYMEHTOB B KOMMNIEKTE:

21 |25 6,8
22 |50 13,5
23 |200 108

O6cnyxnBaHue yMTaTenen B UnTanbHOM 3are:

KoHncynbtanTtlnioc
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KoHcynbTanTtlinioc
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24 |npoBedeHne KoHCynbTauuw, Becefbl C yuTatenem y Kartanoros, ofHa 5,0
KapTOTEK, KHUXHbIX NOMNOK, MHAOPMUPOBAHME YUTaTENst O HOBbIX| KOHCYNbTauUus
NOCTYMMEHUSAX
Mopbop OokymeHTOB B noacobHoMm doHAe uuTanbHOro 3ana;| OAVMH LOKYMEHT
nepegava Ha kadeapy Bblaadu:

25 | no TpeboBaHuio umTaTens 2,0

26 |no ycTHoMy 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, UHBEHTAPHBLIMY HOMEpaMu
KonnyecTBoO AOKYMEHTOB B KOMMIIEKTE:

28 |10 2,7

29 120 54

30 |40 10,8

31 |Bblga4ya [OOKyMeHTa: CBepka BblgaBaemMoro AOKyMeHTa C| OAvH OOKYMEHT 2,0
yuTaTtenbCckuMm TpebOOBaHMEM; MNpPOBEpKa HanMUuus  CTpaHuL;

BHECEHME 3anuCuM Ha uuTaTenbCckoM TpeboBaHUWM (KOHTPOSIbHOM
NNCTKE); BNIOXEHME B YNTATENBLCKUIA BUNeT, paccTaHOBKa, OTMeTKa
KHUroBblga4u

32 |nonyyeHue JOKYMeHTa: cBepka ero ¢ TpeboBaHMeM (KOHTPONbHbLIM| OOUH AOKYMEHT 2,0
TNICTKOM); MPOBEPKA COXPAHHOCTU AOKYMEHTa, Hanmuyuusa CTpaHuL,

BHECEHWME OTMETKMN O Npueme

33 |monyyeHve [JOKYMeHTa, 3akasaHHOro u4utatenem B oTgene| oovH AOKYMEHT 0,5
KHUroxpaHeHus

34 |nepegava [OOKYMEHTa, CAAHHOIMO  uuTaTeneMm, B oTaen| oovH AOKYMEHT 1,0
KHUroxXpaHeHus
OT60p 1 nepegada LOKYMEHTOB Ha KONMUPOBaHME: OOVH JOKYMEHT

35 |oTbop [OOKYMeHTOB (OTAEnbHbIX CcTaTen) Ans nepefadv  Ha| OguH AOKYMEHT 5,0
MUKPOMIbMUPOBAHME U KONMMPOBaHUE

36 |nogrotoBka OOKYMEHTOB K KOMMPOBAHWIO, OhOpMNeHWe 3akasa;| oaWH AOKYMEHT 3,0
pervcTpaumsi B y4eTHbIX hopmMax

37 |nonyyeHve MuKpodpunbma M KONUW; npoBepka MpaBuITbHOCTU OAIVH 3aKa3 5,0
BbINOSTHEHNS 3aKa3a
O6cnyxnBaHue yntaTenen Ha aboHeMeHTe:

38 |mogbop AOKYMEHTOB 4118 peKOMeHAaLMN Yntatensam OOVH JOKYMEHT 50
Bblgavya OOKYMEHTOB uuTaTento, nouck copmynsapa uuTtaTtens,| OAVMH LOKYMEHT
yKkasaHMe Ccpoka BO3BpaTta, MpOBEepKa HamnuuuMs  CTpaHuL;
obcnyxuBaHue:

KoHncynbtanTtlnioc
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39 |B3pocnbix 2,7
40 |peTen 3,2
41 |npoBegeHne becenbl ¢ uMTaTeEnem, MHPOPMUPOBAHME O HOBLIX| OAMH YUTaTENb 5,0
NOCTYMNEHUSAX
Mony4eHne ooKyMeHTa OT YnTaTtens, BHECEHNE OTMETKU O npueme;| OAVH LOKYMEHT
npoBepKka Hanmuuusi CTpaHWL; BIIOXEHME KHWKHOrO dopmynspa;
obcnyxnBaHue:
42 |B3pocnbix 1,8
43 |peten 5,0
44 |npopgneHue cpoka Nonb3oBaHUA LOOKYMEHTOM; Mnouck dopmynspal oguH dopmynsp 3,0
ynTaTend; BHECEHME OTMETKM O MPOASIEHNM CPOKa NOsb30BaHNS
CospgaHue Konuin JOKYMEHTOB MO 3anpocaM YitaTenen:
45 |KOHCynbTaums YnTatenen no Belbopy napameTpoB KOMMPOBaHNUS ofHa 5,0
KOHCynbTauns
46 |cosgaHne 3NeKTPOHHOWM KOMuKu ¢ opuriHana ofHa CKaH-Konus 0,15
47 | cosgaHme BymaxkHOW Konuu ¢ opuriHana OfHa cTpaHuua 0,15
48 |co3gaHune Konum ¢ MMKpodopm OOVH Kagp 0,5
49 |neyatb BymaxHbIX KONU AOKyMeHToB u3 3b OOMWH NnCT 0,08
50 |cosgaHue anekTpoHHOM OOTOKOMNUKM C OpUrnMHana OAWH Kagp 5,0
[MpumeyaHue: K HopMam BPEMEHN MPUMEHSIHOTCH MOBbILLAOLWME KOIPDULMEHTBI:
- Npy O00CNyXMBaHUN YnTaTenem KMHoPoToPoHOAOKYMEHTaMU - 1,2;
- HOTHbIMM, KapTorpaduyeckumm, nsonsgaHnavm - 1,15;
- cneyunanbHbIMU BUAAMM Hay4YHO-TEXHUYECKOM NUTepaTypbl U AOKYMeHTauun - 1,1;
- Npu paboTe ¢ JOKYMEHTaMM HA MHOCTPaHHbIX A3blkax - 1,15;
- Npu paboTe ¢ JoKyMeHTamMu Ha A3blkax A3un n Adpuku - 1,5.
1.5.2. BHyTpeHHss paboTa
Tabnwuua 8
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopwma
n/n n3mepeHusi BPEMEHM!,
MWH.
1 2 3 4
NogroToBka K Bbliaaye:
1 |pacctaHoBka cdopmynspoB uutaTenen (Mo cpokam, Homepam,| oguH chopmynsap 15,0
andgasunTy)
2 |nogBeneHve utoroB paboTbl 3a Mpowefwuid OeHb, BHeceHue eXeHEBHO 9,2
3anncu B JHEBHUK
3 |nog6op JOKYMEHTOB MO NpefBapuUTeSNibHbIM 3aKka3aM uuTatenen u| oguH AOKYMEHT 3,0
KoHncynbtanTtlnioc
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nnaHam 4YTeHus

4 | NpOoCMOTP HOBbIX NOCTYMNSIEHUN ANA PpeKOMeHAaUNN YtTaTensam OAWH JOKYMEHT 2,0

5 | NpoCMOTpP ¥ NOMOMHEHNE KHXKHbBIX BbICTABOK, ALLMKOB CBOOOAHOrO| OOWH AOKYMEHT 3,0
BblIOOpa KHWI, TEMaTUYECKUX MOMOK U CTENaxewn

6 |nogroToBka pabouero mecta eXeHEBHO 10,0
Pa6oTta ¢ hopmynspom untartens:

7 |aHanus QopmynapoB uuTaTenen, BbISBNEHWE JuTaTeNbCKUX| oauH popmynsap 43
WHTEpecoB

8 |cocTaBneHve KapToYkM AN KapTOTEKM 4YMTATENbCKMX WMHTEPECOB;| OAHa KapToyka 0,86
COCTaBIEHNE CMMCKa YNTaTENbCKMX MHTEPECOB

9 |3anuck B opmynspe untatens o pesynbTaTax aHanu3a 4YTeHus 3a| ofHa 3anucb 3,6
onpeaeneHHbIn nepuog

10 |3anucb B p[OHeBHWKe 6OWBNMOTEKapa O AMHAMMKE YTeHWs u| oaHa 3anuch 9,2
NHTepecax yuTartens (rpynnbl Yutatenen)
Pa6oTa ¢ uitatensamu, He BO3BPaTUBLUMMUN JOKYMEHTbI B CPOK:

11 | nouck chopmynsipoB YnTaTenen, He BO3BPATMBLUUX AOKYMEHTbl B| ofouH dhopmynsp 1,0
CpOK

12 |HanucaHue OTKPbLITOK-HANOMWHAHWIA O BO3BpaTe [OOKYMEHTOB;| oauH dhopmynsp 2,0
OTMeTKa AaTbl HANOMUHaHUA Ha hopmynspe

13 |onoBeleHne (no TenedoHy) uuTaTend, He BO3BpaTMBLUEro| oauH dhopmynsp 4,0
OOKYMEHT B CPOK; OTMETKa AaTbl HaNnoOMUHaHUA B hopmynsipe
ObecneyeHve KOHTPOMs 3a cpokamu Bo3spaTa AokymeHToB B AC:

14 |BbIBOA HA NPUHTEP CMMCKA YnTaTenen u aboOHEHTOB-3a40/HKHNKOB OJVH CMUCOK 0,16

15 |cocTtaBneHue cnucka 3ag0JKHUKOB OJVH CMNUCOK 0,16

16 |pacneyaTtka Ha NpUHTEpPE HaANOMMHaHUSA abOHEHTaM M uyuTaTenam| OAMH CMCOK 2,2
0 Cpoke Bo3BpaTa (agpec, Ha3BaHWs B3ATbIX JOKYMEHTOB)

17 |n3bATME M3 Ba3bl JaHHbBIX CBEAEHUIA O 3aHATOCTM BO3BPALLEHHbIX| ogHa 3anuch 0,4
OOKYMEHTOB
OdopmneHne noncka 3ag0SPKHUKOB Yepes Cya;:

18 [konupoBaHue dopmynsapa uuTatensi; YTOYHEeHWe  aBTopa,| OAWH AOKYMEHT 2,7
HasBaHWsl, WHBEHTAPHOIO HOMepa, LeHbl [JOKYMEeHTa, He
BO3BPALLEHHOTO B CpOK; MEepPeyYncrieHne  rocrnownuHbl  3a
ochopmMIieHre NCNOSTHUTENBHBLIX HagnNucen; nepecokinka gena B cya:

19 [nonyyeHne wun odopmneHne [OOKYMEHTOB U3 HOTapwanbHOW| OAWH AOKYMEHT 2,7
KOHTOpbI (NpOCTaBneHMe HOMepa pacyeTHOro cyeTa, Homepa
NCNOSNTHUTENBHOW HAZNNCK)

20 |cocTaBneHve akTa Ha onnarty Yepes Cyfd YTePSAHHbIX JOKYMEHTOB OOVH JOKYMEHT 2,7
[Mprem OOKYMEHTOB B3aMeH YTEPSIHHbIX:

KoHncynbtanTtlnioc
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21 |nouck udmTaTenbckoro ¢opmyrnspa; BHECEHWEe COOTBETCTBYHOLEN| OAWH AOKYMEHT 50
3anucyn B hopMynsip, TeTpadb Yy4YeTa KHUM, MPUHATbIX B3aMeH
YTEPSHHbIX
22 | npocMOTp OOKYyMEHTa, Npeanaraemoro B3amMeH yTepsAHHOro OAWNH OOKYMEHT 2,0
PaboTta ¢ oTkasamu:
23 |yyeT wn knaccudpukauus  OTKa3oB: OTMETKa Ha  NuUcTke ogHo 1,6
ynTaTenbckoro TpeboBaHUs NPUYNHBI OTKa3a TpeboBaHue
24 |paccTaHoBKa  uuTaTenbCkux  TpeboBaHWi B KapToTeke 0o4HO 0,32
"Hey0BNEeTBOPEHHbIN cnpoc” TpeboBaHue
25 |aHanua oTKa30B, COCTaBfieHME CBOLKM OTKa3oB B OTpaCreBOM OAWH OTKa3 1,0
paspese (MO npuyMHaMm oOTka3a WM Mepam UX nuMKBMAAUUN W
npegynpexaeHus)
26 |cocraBneHue OGuGnMorpauyeckoro onucaHust Ha LOKYMEHTbI, 0ofHO 2,0
nmetome Hambonbllee YACNO OTKA30B, M nepegadva kKapTouku 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
OpraHusaunst GUbNNMOTEYHbIX MYHKTOB, NEPeaBMKHbIX OMbnIMoTekK:
1 |3akntodeHune goroBopa mexay 6ubnvoTekon n opraHusauuven, raoe| oawvH LOroBop 270,0
OyOeT oCyLLeCTBNATLCA BHECTALUMOHAPHOE O00CMyXNBaHNe
2 |odopmneHue opmynapa 6GubnMoTeHHOro NyHKTa o4vH dhopmynsp 13,5
3 |odopmnenne nanku ¢ JOKyMmeHTamu (goroBopa, 4OBEPEHHOCTM Ha OAHa nanka 13,5
nony4deHne kHur, opmyrnspa GuBIMOTEYHOro MyHKTa, OTYETOB WU
OPYrMX AOKYMEHTOB)
4 |cocTaBneHne cxeMbl pasMelleHnss OUBNMMOTEYHbIX MYHKTOB 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
61bnnoTekapsiM-00LEeCTBEHHMUKAM
7 | odopmneHne ob6bABNEHUS O OHAX U Yacax paboTbl GUBNMOTEYHOrO 0o4HO 12,0
nyHKTa, NnepeaBuXHON BubnmnoTekn obbaABneHne
MooBop KOMMMEKTOB OOKYMEHTOB Ans 6ubnmMoTeyHoro mnyHKTa,
nepeaBmxHON BUBNMOTEKM
Mop6opka KomnnekTa AOKYMEHTOB OAVH KOMMNMEKT
KoHcynbTaHTlIntoc
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KonnyecTBoO AOKYMEHTOB B KOMMIIEKTE:
8 |10 15,0
9 |30 45,0
10 (100 148,5
11 |BblOa4a AOKYMeHTa B OMONMMOTEYHBIN MYHKT; OTMETKa B KHWKHOM| OAWH OOKYMEHT 2,0
dopmynsipe gaTbl Bblgadm, HOMepa nyHkTa
12 |3anucb B cbopmynspe OMONMOTEYHOrO MyHKTa pAaThbl Bblgayu| oaHa 3anuchb 1,0
OOKYMEHTOB, KONMYEeCTBa BblAaHHbIX W BO3BPALUEHHbIX B
cTauMoHap JOKYMEHTOB
13 |paccTaHoBKa  KHWXHbLIX  POPMYMSpPOB B KapTOoTeKy  3a| OAMH KHWXHBIN 0,4
pasgenutenem curnbl GMONMOTEYHOr0 NyHKTa, MEepenBUKHOWN dopmynsp
BubnuoTtekn, BHyTpY No andasuTy paMmmnmn asTopos
14 |npvem [OKYMEHTOB W3 OMONMOTEYHOro MyHKTa, NEepeaBWXKHOM| OAMH OOKYMEHT 1,6
OMONMoTeKN: NpoCTaBfieHMe OTMETKM O T[pUEME; BIIOXEHME
dopmynsipa B AOKYMEHT
1.6. O6cnyxmBaHne no mexbubnuoteyHomy aboHemeHty (MBA)
Tabnuua 10
N HanmeHoBaHMe npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHnst BPEMEHMN,
MWH.
1 2 3 4
O6cnyxunBaHue yntatenen 6ubnuotekm no MBA:
1 |peructpauua ymtatens, nonob3yroweroca MBA OJVIH yuTaTenb 1,35
2 |3anonHeHne O6naHka-3akasa, MpPOCTaBNEHNE perncTpaLnuoHHOro OAVH 3akas3 2,2
HOoMmepa, aaTbl
3 |yTO4yHeHMe yKka3aHHbIX u4uTaTenem CBeAeHWA O 3aka3aHHOM OAVH 3aKkas3 1,6
OOKYMEHTe, LUenu 3anpoca, WCTOYHMKA, OTKyda  MOJyYeHbl
cBeaeHus
Bubnuorpaduyeckas AopaboTka 3akasa; YTOYHEHWE
6mbnmorpadunveckmx cBeaAeHUn:
4 |no cnpaBOYHbIM U3JaHUAM 27,0
5 |npv nomouwin aBTOMaTU3MPOBaHHLIX CPEACTB 0,22
6 |npoBepka Hanmuuusa 3anpallnMBaemMoro LOKyMeHTa B OubnvoTekax| ogvH JOKYMEHT 10,2
ropoga, obnacTtu, permoHa, B TOM Y1crie No CBOAHbIM Katanoram
7 |HanpaBneHue OnaHka-3akaza C MPOCTaABMEHHOW  OTMETKON OOVH 3aKa3s 0,27
(wtemnenem) "B ropoge HeT" B OTpacrneBoW, YHWBepCarnbHbIN
UeHTp unn B 6mbnuvoTeky (opraH uWHopmMauum) NO JaHHbIM
CBO[HbIX KaTasrioro
KoHncynbtanTtlnioc
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8 |3anuck cBegeHui 0 HanpaBneHun 3akasa no MBA (HanvmeHoBaHue| opfHa 3anucb 1,4
6ubnuoTtekn, gata) Ha 00OPOTHONM CTOPOHe BnaHka 3akasa

9 |nomelieHne bGnaHka-3akasa B "KapToTeky 3anpocoB untarenen no OofHO 0,32
MBA" 3a pasgenutenb "3anpocbl no MBA, HanpaeneHHole B| TpeboBaHue
apyrue 6ubnuotekn"”

10 |npuem gokymeHTa, npucnaHHoro no MBA; BckpbiTve GaHgeponu,| oavH OOKYMEHT 3,8
npoBepka COCTOSIHME OOKYMeHTa, OTMeTKa [AaTbl MNOoNydYeHus u
Ha3BaHWs OWONMOTEKM, BbICNaBLIEN [AOKYMEHT, WHBEHTApHOro
HOMepa, CpoKa MoNb30BaHUA; nepecTaHoBKa OraHka-zakasa U3
pasgena kaptoteku "3anpocel no MBA, HanpaBneHHble B Apyrve
onbnmotekn" B pasgen "lNMony4veHHble no MBA nsgannsa”

11 |u3BelLeHMe unTaTtens 0 NOMy4YeHUn 3anpoLUeHHOro [OKYMEHTa M| O4HO U3BeLlleHue 1,35
CpOKe Mosfb30BaHUsSt UM

12 |Bblgava uutatento nonyyeHHblx No MBA fOKyMeHTOB B YATanbHOM| OAWH AOKYMEHT 1,0
3ane (B cnyxebHoM nomelwieHnn OMONUOTEKN);  CcBeEpKa
BblJABaeMoro JoKyMeHTa ¢ OriaHKOM-3aKka3oM; MpoBepKa Hanmums
CTPaHUL, U COCTOSIHUS AOKYMEHTA; OTMETKa Bblgauun

13 |npvem poOKymMeHTa OT u4uTatenss B 4WTanNbHOM 3ane; cBepka| oguH JOKYMEHT 0,5
OOKYMeHTa C 4acTbto OrnaHka-zakasa, MpoBepka COXPaHHOCTU
OOKYMEHTa; BHECEHME OTMETKU O MpUeme; MoOMeLLeHMe OOKyMeEHTa
B creumarnbHO BblAeneHHoe MeCTO (3aKpbITbhi WKad)

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

15 |nogrotoBka K oTnpaske OOKYMEHTOB B| oOVH OOKYMEHT 3,6
ombnnoTeky-choHaoaepKaTenb 3akasHoM OaHAeponbl; YyMnakoBKa
OaHOeponu; B3BeLUMBaHME €e; HaknemBaHue Mapku (ecnu Het
LeHTpann3oBaHHOW oOnnaTbl MNEepechbisikK); HanucaHwe agpeca;
COCTaBIIeHME OnncK

16 |paboTa c oTkazamu OAVH OTKa3 1,03
17 |cooblieHre B oTaen obcnyXuBaHMS O MOJTyYeHWM OTkasa (aarta, OJuH oTKa3s 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 OpraHn3aums

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 aGoHeHT 50
npucBoeHne  aboHEHTy  HOMepa;  3amnofiHEHME  KapTOuKu
pernctpaumm aboHeHTa MBA u pasgenutena (dopmynsp);
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yKkasaHue [MOMHOro HavMeHoBaHuA GUBMMOTEKW, MOYTOBOrO
agpeca, tenedoHa, amunuu, MUMeHu, oT4ecTBa OTBETCTBEHHOro
nuua, aaTbl OTKPbLITMSA M HOMepa aboHeHTa

22 | paccTaHoBKa permcTpaLmoHHbIX KapToYek B KapTOTeKy OfiHa KapTouykKa 0,32

23 |ochopmneHne  un3BeLLeHnd ans aboHeHTa (cTaHpapTHOE | OAHO M3BELLEHME 1,6
nsselleHne o6 OTKpbITUM aboHemeHTa); 3anpoc HeaoCTakLwmnX
CBe,EI,eHI/IVI ONA KapToTeKn TUNoBbIM MMCbMOM

24 |npoBepka nNpaBUITbHOCTHU 3anosnHeHna OnaHka-3akasa, OAWH 3,8
3a[0/mKEeHHOCTM aboHeHTa, NpocTaBneHne Ha obopoTe 1- yacTu| OGnaHk-3akas
OnaHka-3akasa (CTp. 2) cBoero wtemnens M pAatbl NOMAyYeHus
3akasa B pyoOpuke "CnyxebHble oTMeTkM Oubnuotekaps” npwu
BbINOMTHEHNM U MEepeHanpaBneHnM 3akasa B CTpPoke "panoHa,
ropoga"

25 |nepegaya Ha y4acTok paboTbl C OTkasamy HenpaBWIlbHO OfVMH GnaHk 0,43
OQOpPMIIEHHbIX 3aKa3oB (HET neyatu, noanucu, HepasbopumBo
OQOpMIIEHHbIE, HE Ha A3blke OpurMHana) W  3aKasoB
aboHeHTOoB-3a40MKHMKOB

26 |wwndpoeka 3aka3oB aboHeHTOB; noabopka OnaHkoB-3aka3oB MO oauH 6naHk 2,7
andasuTy; NpoBepKa HaNM4Ynsa JOKyMeHTa no karanory

27 |nogrotoBka [OOKYMeHTa K BblJaye: CBepka [OKyMeHTa C| ogwH JOKyMeHT 1,4
OGraHKOM-3aKka3oM; MNPOBEpKa HanMMyusa CTPaHWUL, WM  COCTOSIHUS
OOKYMEHTa; NpocTaBnieHne Ha OraHke-3akase (NMMueBOW CTOpPOHe
1-n n 3-n vyactm ctp. 1, 5) WKMPPOB [OOKYMEHTA; yKasaHue
MHBEHTAPHOIro HomMmepa, Konn4yecTea AOKYMEHTOB, AaTbl BblAa4u; Ha
0BOpPOTHOW CTOPOHE 2-1 YacTu (CTp. 3) MpocTaBneHne LwTemMnens
6ubnMoTekn ¢ Ha3BaHNEM U MOYTOBBLIM aApecoM, yKasaHue Cpoka
BO3BpaTa, BIOXeHue 2-M 4yacTu OnaHka-3akasa B BbldaBaeMbii
OOKYMEHT; MpoCcTaBrieHne Homepa 6aHaeponv BHU3Y

28 |nocTaHOBKa 3aKa3a Ha ouvepeflb (B cny4yae 3aHATOCTVM W3daHus),|  oauH 3akas 1,6
aboHEHTY OTNpaBKa U3BeLLeHUs

29 |nepenava u3gaHua Ha KonuvpoBaHWe (Npw 3aka3e Ha dparMeHT OAWH 3aKas 2,7
n3gaHua: 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  BblAaHHblE| OAWH AOKYMEHT 0,32
OOKYMEHTbI (BbICNaHHbIE) B KapTOTEKY 06Cny>nBaHnss aboHEHTOB B
pasgen "BbigaHHble no MBA n3gaHusa”

32 |6ubnmorpadmyeckas  gopaboTka  HEBbIMOITHEHHbIX  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 nepeHanpaBfeHnio B apyrme ombnuorteku; OAMH 3aKas 2,7
yKasaHue Ha 060poTHONM CTOpoHe 1-1 YacTn bnaHka-3akasa (CTp. 2)
NpuYvHbLI WM gaTbl nepeHanpasneHns (wtemnens "Hetr B
6ubnuoteke, HeT B BMGnMoTekax ropoga..."); OTMETKM O MpPOBEpPKe

KoHncynbtanTtlnioc

HageXxHasa npaBoBas nogaepxka

www.consultant.ru Ctpanuua 30 u3 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

KoHcynbTanTtlinioc
[ata coxpaHeHus: 18.09.2015

BbIMOSIHAEeMble B OM...

no CnpaBoYHbIM U34aHMAM, CUrMbl BUMBNMOTEK-hoHaoaAep)KaTeENewn
no CBOAHOMY KaTanory
35 |oTnpaBka aboOHEHTY M3BELLEHWUsT O MepeHanpaBfeHun 3anpoca C|oaHOo usBeLleHue 1,6
ykasaHvem 6ubnmnoteku, kyga oH oTnpasneH
36 |pernctpaumnsa oTkasa B YyYeTHbIX (opmax; OTnpaBka abOHEHTY OAMH OTKa3 3,6
bnaHka-3akasa (3-t0 4acTb) B Clly4ae HEBO3MOXHOCTU BbINOSTHEHMS
C OTMETKOW O NpUYNHE OTKa3a B COOTBETCTBYIOLLEN pybpurke
37 |npuem AOOKymMeHTa, BO3BpaLLEHHON0 abOHEHTOM; MOJyYeHWe Ha| OAWH AOKYMEHT 3,2
noyTte, BCKpbITME GaHOeponu; MpoBepka COCTOSIHUS [OOKYMEHTa;
u3sBneyeHne OnaHka-zakasa W3  KapTOTEKM  OBCnyXMBaHUA
aboHEHTOB, yKasaHWe Ha HeM [faTbl BO3BpaTa [AOKYMEHTA,
nepectaHoBka OnaHka-3akasa B pa3gen  "BosBpalyeHHas
nuteparypa"
38 | obecneyeHne KOHTPONS 3a CpokamMy MOMb30BaHWUSA LOKYMEHTaMWU:| OOWH AOKYMEHT 1,6
BbISIBITEHNE LOIMKHUKOB, HanpaBneHne HanoMuHaHum
BobinonHeHue pabot B AC:
39 | dhopmupoBaHme 6a3bl AaHHLIX 00 abOHEHTax NO COOTBETCTBYHOLWEN| OAMH aBOHEHT 54
dopme, BBOA MHDOPMALUKN O HOBOM abOHEHTE
40 |nouck B 6a3e aaHHbLIX cBeAeHM 06 aboHMpOBaHUM opraHu3auuu;| OAWH abOHEeHT 3,6
BHECEHWE U3MEHEHUN
41 |BBOA MHOPMAaLMM O NPUEME 3aKa30B OT aOOHEHTOB OJVH 3aKa3 0,27
42 |BBOO WHGOPMaUMM O nepeHanpaBneHun 3akasa, BblBO4 Ha OAVH 3aKa3 1,6
NPUHTEP U3BELLEHUSA O NepeHanpaBneHnun 3akasa
43 |BBOAO [Oa@HHbIX O MOCTAHOBKE 3aka3a Ha o4yepedb; cooblieHne OOVH 3aKa3s 1,6
aboHeHTy
44 |peructpauus BbldaHHbIX abOHEHTy [OOKYMEHTOB, NpoOCTaBfieHne| OOuH OOKYMEHT 2,7
Cpoka BOo3Bparta
45 |ypaneHue n3 maccuBa JaHHbIX O BO3BpaLLeHHOM JOKYMEHTe OOVH JOKYMEHT 0,16
46 |obecnedeHne KOHTPOIS 3a CpOKaMu BO3BpaTa JOKYMEHTa: MOUCK M| OAWH abOHEHT 2,7
OTOOp AaHHbIX B NAMSTU MaLUUHbI O 3a0DKHUKAX; BbIBOA HYXHOW
MHOpMaLMM Ha MPUHTEP; pacneyaTka CrNWCKOB C YKa3aHUeM
agpeca aboHeHTa
1.7. MaccoBas paboTta
Tabnuua 11
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHusi BPEMEHM!,
MWH.
1 2 3 4
MoproToBka MaccoBbIX MepONpUATUIA
OnpegeneHne TeMbl, cocTaBa ayguTopuKu, OTBETCTBEHHOIO 3a 0fHO
KoHncynbtanTtlnioc
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MeponpusTMe B LENOM; COCTaBfieHWe nfnaHa noarotoBku| meponpuatue
MeponpusTusl, BOMPOCOB  Ans  obcyXaeHus;  npurnawexHve
KOHCYNbTaHTOB, FeKTopoB; nogbopka [OOKYMEHTOB MO TeMe
MEpOMNpUATUS; OpraHn3auus BbICTaBKM NuTepaTypbl, anbboMOB;
OMoBELLEHME yuTaTenem O  MEepPOonpuUAaTMM  Yepe3  adumu,
nybnukauum B neyatu, NO pagmo, TENeBWAEHWUIO; BbIsIBNEHWE
BbICTYNalOLWMX; neyatb W pacnpocTpaHeHue MpuUrnacuTenbHbIX
OuneToB; MOAroTOBKAa MOMELLEHNs; MpPOBEAEHNE COBELUaHWs Mo
nuToram MOAroTOBKW W MPOBEAEHUS MeponpuaTusi, odopmIieHne
npoTokona:
1 |uyuTaTenbckas koHdepeHuuns 4900,0
2 | nuTepaTypHO-XyOOXECTBEHHbIV BeYep, BeYep OTPACreBON KHUIW, 3340,0
aucnyt
3 |Beyep BONpOCOB U OTBETOB, YCTHbIN XXypHan 2600,0
4 |knyb no uHTepecam 2600,0
5 |peTckun yTpeHHuK 3900,0
6 |BUKTOpPMHA, KOHKYPC, Urpa-nyteLwecrame 3900,0
OpraHu3saumsi KHKHbIX BbICTaBOK
CoctaBneHve nnaHa opraHM3auMmM W nNpoBedeHVs  BbICTaBKK;
BbISIBNIEHNE U OTOOP JOKYMEHTOB; MOArOTOBKa COMPOBOAWTENbLHOMN
OOKYMEHTaLMM K BbICTaBKe; CO34aHNe XyOOXECTBEHHOIO MPOEKTa;
MOHTaX BbICTaBKW; OpraHu3aums MHOPMaLNOHHO-PEKNAaMHON
paboTbl MO NONynspM3aunn BeICTaBKK; NOABEAEHME UTOTOB paboThbl
TemaTtndeckue BbICTaBkM  00OwWeOMGnMoTeyHoro  macwraba,| ogHa BbiCTaBka
opraHmayemble Ha ooHaax GnbnmoTeku
KonunyecTtBo 9KCNOHaTOB:
7 |1-50 560,0
8 151-100 1120,0
9 1101-200 2240,0
BbicTaBkM no onpeferieHHon oTpacny  3HaHUW WnNu - Teme,
opraHusyemsble:
Ha cboHae GmubnmnoTteku ojHa BbICcTaBka
KonunyecTtBo aKCNOHaTOB:
10 [1-50 310,0
11 |51-100 940,0
12 1101 - 200 1920,0
Ha doHae oTaena OfHa BbICTaBka
KonnyecTtBo 3KCnoHaTOB:
KoHncynbtanTtlnioc
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13 |1-25 180,0

14 |26 - 50 360,0

15 [51-100 720,0
BbICTaVBKVI, MOCBSAILLEHHbIE XXM3HW U AEATENbHOCTU BblAaloWMXCA| OAHa BbICTaBKa
nogen
Konn4yecTtBo 3KCNOHATOB:

16 [1-10 47,0

17 [11-25 110,0

18 |26 - 50 210,0
BbicTaBkM Ha nonkax crennaxemn OfjHa BbICTaBKa
KonunyecTtBo 3KCMOHaTOB:

19 |1-5 25,0

20 |16-10 440
BbICcTaBku HOBbIX NOCTYNMEHUN O/lHa BbICTaBKa
KonnyecTtBo 3KCNOHATOB:

21 |11-25 40,0

22 126 -50 72,0

23 151-100 160,0
Peknama 6ubnmnoteku; paboTta no NnpuBrevYeHnto YntTaTenem:

24 |noproTtoBka peknamMHoro cooblwieHust B neyatb, Mo  paguo, ofHa 420,0
TeneBnaeHuto o] paboTte ononmnoTeku, ocobeHHoCcTAX| nybnukauums,
hYHKLMOHMPOBaHUSA pasnuyHbIX MoApasfeneHun, HomeHknatype|ogHo coobLieHune
ycrnyr, npegocTaBnsiemMbix 6UGmMoTekomn

25 |noproTtoBka nnakaTta o AesATenbHocTn 6ubnuotekn (BblGoOp Tembl,| OAMH nNnakat 210,0
onpeaeneHune cogepxxaHus n opmbl, caada B nevatb)

26 |opraHusauus 9KCKYpCWM;  npuem 1 odopMmrieHne  3asiBKu,| ofHa SKCKypCus 52,0
YTOYHEHNE TEMbI 3KCKYPCUI 1 COCTaBa 3KCKYPCaHTOB
BbisBneHue noTeHuManbHbIX notpebutenen
61BbNMoTEUYHO-MHOPMALMOHHBIX yCnyr OMbnuoTeku:

27 |npocMOTp npecchl OAVH JOKYMEHT 6,8

28 |npocMOTp U aHann3 JOKYMEHTOB KOHKYPUPYIOLLMX (OUpM OOVH JOKYMEHT 52,0

29 |BegeHne KapToTekN NOTPEOUTENBCKOrO pbiHKa OflHa KapTo4ka 1,3

30 |BcTpeuu ¢ pykoBoguTenamu mpm, opraHmsauun, npeanpuaTuin OfHO 210,0

mMeponpusTme

31 lcbop n nogrotoBka MaTepuanoB A5s MHPOPMaUMOHHbIX OyknetoBl  opguH Gyknet 7680,0

KoHncynbtanTtlnioc
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(0BLwmx, No OTAENbHOMY MPOEKTY)
32 | paspaboTka gM3anHa n maketa MHOPMAaLMOHHBLIX OyKNeToB OoavH OykneT 14400,0
33 |obecneveHne KOHTPONS KayecTBa rOTOBbIX MH(OPMALMOHHBLIX| OoauH Byknet 20,0
OykneToB
34 |non6op cyBEHUPHOM NPOAYKLUN 0aHo 1440,0
MeponpustTme
35 |nogroTtoBka pasgaToyHbIX MaTepranoB MEpPONPUATUS OfHO 480,0
Meponpuatne

MpumeyvaHue:

- BpeMsa opraHusaunn BbiCTaBOK NUTepaTypbl, NpoBegeHNe MaCcCOoBbIX MepoanﬂTMﬂ n SKCKprMVI B HOpMY
BpEeMEHN HE BXOOUT;

- K HOpMaM BPEMEHM MPUMEHSIOTCS MOBbILIAOWME KOIPPULNEHTDI:

npu opraHusauuM Bble3OHOMN

BbICTaBKu - 1,1; NP1 3KCMOHMPOBAHWM Ha BbICTABKE NMTepaTypbl HA MHOCTPaHHbIX A3blkax - 1,6, npn paboTe ¢
AOKyMeHTaMu Ha A3blkax Asun n Adpuku - 2,0.

1.8. CnpaBo4Hasi 1 MHpopmaunoHHas paboTta

Tabnuua 12
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpEMeEHN,
MWH.
1 2 3 4
Y4eT NoCTYNUBLUNX BTOPUYHBIX JOKYMEHTOB (KapTO4ek)
CyMMapHbIN y4eT KapTo4ek B XXypHarne NocTynneHun 1 BolbbiTus B|  opgHa napTtusi
PEerMcTpaunOHHbIX KapTOTeKax
Yuncno nocTynmBLUMX KapToYek:
1 (1-110 19,0
2 [111-220 63,0
3 1221-600 160,0
4 |BbiIBIeHME HEBbINOMHEHHbIX 3aKa30oB; COCTaBIieHWe 3asiBKM Ha OINH 3aKa3 4,5
HEBLINONHEHHbIE 3aKas3bl
OpraHusaums cnpaBoYvHo-6ubnuorpadgmyeckoro annapata (CBA)
MpocMoTp M OoTOOP OOKYMEHTOB M3 TEKyLMX MOCTYMMEHUA Ans
BkntoyveHns B CBA, B ToM uncne kpaeBegyecknii kaTanor:
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
KoHncynbtanTtlnioc

HageXxHasa npaBoBas nogaepxka

Ctpannua 34 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: 18.09.2015

9 |6ubnuorpadudeckoe nocobue ofHa 3anucb 0,5

10 | NeTonnchb KHWXHbIX, XXYPHAasbHbIX W ra3eTHbIX cTaTen OfHa 3anncb 0,83

11 | IPUKHWXHBIN BUBIMorpadn4ecknin CnMcok Oo4Ha 3anncb 0,5
CocraBneHne ubnunorpaduyeckomn sanncu OofHa 3anucb

KonunyecTtBo anemeHTOB O1Mbnmnorpaduyeckon 3anncu:

12 |1-4 3,2
13 |15-6 0,5
14 [7-9 6,0
CocraBneHve aHHoTauuu, U3ydeHMe [OOKYMEHTa, HanucaHue| ogHa aHHoTauums
Tekcra:
15 |aHHOTUpOBaHWE KHUT 260,0
16 |aHHOTMpOBaHMWe cTaTen 156,0
17 |aHanuTudeckas poOCNUCb  >KYpHarmbHbIX, ras3eTHbIX cTaTen,| oAWH JOKYMEHT 3,8

cbopHuMKoB, OubNMorpaduyeckmx nocoduin: O03HAKOMIIEHNE C
coaepxaHMeM U3gaHus; CocTaBlieHNe aHanUTUYECKOn pocnuncu

MpocmMoTp  MOCTYMMBLUMX  MHCPOPMALMOHHbIX (BTOPUYHBIX)
OOKYMEHTOB M Mx oTbop ansa BkmtodeHuss B CBA (nepBuYHbIV
oToop)

MpocMoTp MHPOPMALIMOHHOMO U3AaHNs (B TOM YMCne KapToudku) u| ogHa KapTouka
oTOOp M3 HWX [JOKyMeHToB Ansa BkmoveHuss B CBA;
cucTemMaTM3aumus KapTodek Mo Tunam KaTarnoroB U KapToTek;
npoBepka MHOEKCOB; pacCTaHOBKa KapTOYKM

Yuncno kapToyek:

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

MpocmoTp n otbop kaptodek B CBA c uenbio m3bATUS UK
nepemeLleHns (BTOPUYHbIN 0TOOP):

21 |n3bATME U3 KaTanoroB M KapTOTeK KapTOYEK Ha [OKYMEHTbl,| OfHa kapToyka 1,5
CM1caHHble u3 doHaa; npocMoTp KpaeBea4eckuX,
6rubnuorpacuyecknx n daktTorpadmMyeckux KapToTek, UsbATUE U3
HMX KapToYeK Ha [OOKYMEHTbl, MOTepsiBLUME  LIEHHOCTb,
nepeBefeHNe KapTouYek B apXMBHble KapPTOTEKU (YHUUTOXEHME);
BHECEHME OTMETKM B KypHane y4yeta W pPerucTpaLMoHHON
KapToTeke

OpraHusauus reHepansHoro cuctemaTtundeckoro katanora (I'CK):

22 |npocMoTp M oTbop pgokymeHtToB Ans BkmodeHus B [CK;| oguH gokymeHT 2,7
ocbopmMIieHnEe KapToyek

KoHncynbtanTtlnioc
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23 |HanuncaHwe n paccTaHoBKa pasgenutens OAVH 1,7
pasgenuTens
Pepaktnpoanune 'CK:
24 |nckntodeHue n3 NCK kapTodek Ha OOKYMEHTbl, YCTApeBLUMX WNU| oOfHa KapToyka 1,5
HenpouIbHbIX, NEPEBEAEHNE VX B apXMBHYK 4acTb (M3bATME);
Jetanusaums pasgenos
25 | HanncaHne HOBbLIX pasaenuTenen OaVH 1,4
pasgenvrenb
OpraHusaumnsi KapToTEKU NEePCOHaNuA:
26 |onpeneneHne n cocTaBneHne NepeyHs nul, CBeAeHMs O KOTOPbIX| OAWH AOKYMEHT 1,5
OTpaXKaloTCa B KApTOTEKe; MPOCMOTP UH(OPMALMOHHBLIX WU3AaHWMN,
NepBUYHbBIX AOKYMEHTOB; OTOOP [OKYMEHTOB ANsi BKMKYEHUSA B
KapToTeky
27 |TexHu4eckas M cogepxaTenbHass obpaboTka [OKYMEHTOB [Ansi| oouH AOKYMEHT 2,7
BKITHOYEHUS] B KapTOTEKy; pacCTaHOBKa KapToyek Mo andasuTy
dhamunuii aBTOpPOB U MO BUAAM AOKYMEHTOB
28 |HanncaHue 1 paccTaHoBKa pasgenutenen OAWH 1,4
pasgenvrenb
OpraHusauuns dakTtorpadguyeckon kaptoteku (OK):
29 |onpegenenne npeamerta, 00beKkTa M OCHOBHbIX MPWU3HAKOB AJS1s1| OAWH AOKYMEHT 2,7
oTpaxeHus B OK; npocmMoTp JOKYMEHTOB 1 OTOOP ANSA BKIIHYEHUsI
B OK; 3aHeceHne 0TOOpaHHbIX CBegeHwun Ha KapThbl
WH(POPMALIMOHHOIO MaccMBa C BHECEHUMEM COOTBETCTBYHOLLMX
OTMETOK B MOUCKOBbI MaccuB pakTorpadmnyeckomn KapToTekn
30 |penaktnposaHne OK; npoBepka NpaBUMBHOCTU  BHECEHMS| OAWH AOKYMEHT 1,6
CBeEHWIN N yKa3aHui 06 NCTOYHMKAX MHAOpMaLmMm
31 |HanuncaHue n paccTaHoBKa pasgenurenen OAVH 1,4
pasgenuTens
OpraHusaumsi TemaTuyeckmx Nanok ra3eTHbIX BbIPE3OK:
32 | npocMOTp ra3eTHbIX BbIPE30K, CUCTEMATU3aLMSA X OfiHa Bblpeska 2,5
33 |odhopmnieHne BbIPpE30OK ONA XpaHEeHWst B TeMaTudeckux nankax;| oaHa Bbipeska 3,2
KpaTkoe onuMcaHue UCTOYHMKA, HaKnenBaHue Ha KapTo4ku
1.8.1. CnpaBo4Ho-6ubnunorpacmyeckoe odcnyxmnBaHne
Tabnuua 13
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n n3mepeHusi BpeMeHN,
MWH.
1 2 3 4
Mpuem Gubnmnorpadmyecknx 3anpocos:
KoHncynbtanTtlnioc
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npuem 6ubnuorpadumyeckoro 3anpoca; yTouHeHNe TeMbI, LIeNeBoro
N YNTaTENbCKOro Ha3HayYeHns, NOMHOTblI MCTOYHUKOB, TUMOB, BUAOB
N XPOHOJOTMYECKMX PAaMOK 3anpocoB

OAMH 3anpoc

0,43

BbinonHeHue cnpaBok

BbInonHeHne TemaTM4ecKon CripaBku; NOUCK U OTOOP [AOKYMEHTOB;
cocTaBrneHme Gubnmorpagmnyeckoro onMcaHums

o[Ha cripaBka

MMCbMEHHO; KONMNYECTBO NCTOYHUKOB:

1

3,0

2-5

15,0

6-10

30,0

YCTHO; KONNUYECTBO UCTOYHMKOB:

1

2,0

BbinonHeHue agpecHo-bubnmorpaduyeckon CrpaBKu;
YCTaAHOBIIEHME HaNMMuNS UM MEecTa HaxOXAEeHUs1 OOKYMeHTa W
ero 4yactu B poHae Gnbnuorteku

MMCbMEHHO; KONMNYECTBO NCTOYHUKOB:

1

2,0

2-5

12,0

6-10

24,0

YCTHO; KONNUYECTBO UCTOYHMKOB:

1

1,5

BbinonHeHne  yToyHsilOWwen  Gubnuorpadmyeckon  Cnpaeku,
yCTaHaBNMBatoOLLEN n (nnn) YTOUHSIOLLIEN 3IIEMEHTDI
ombnuorpadmnyeckoro onucaHumsl, KOTOpble OTCYTCTBYHOT UMK
NcKaxxeHbl B 3arnpoce yntarensi

O[Ha crnpaBKa

[MMCbMEHHO; KONMNYECTBO NCTOYHUKOB:

10

1

2,7

11

2-5

14,0

12

6-10

27,0

YCTHO; KONUYECTBO UCTOYHMKOB:

13

1

1,6

BbinonHeHne dakTorpadhnyeckon CcnpaBku, YycTaHaBnMBaloLLEN
KOHKpEeTHble cBeaeHnda O TeX UM  UHbIX o61:e|<Tax, COGbITVIFlX,
npoueccax, gatax

o[Ha cripaBka

[MMCbMEHHO; KONMNYECTBO NCTOYHUKOB:
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14 |1 2,7

15 12-5 13,5

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

17 |1 1,6
KoHcynbTauus y cnpaBodHo-6mnbnvorpaduyeckoro annapara:

18 |npoBeaeHue 6eceabl 0 CO34aHUN N UCMONB30BAHUN CNPaBOYHOrO ogHa 4,2
annapata, no metoguke Gubnuorpadunyeckoro nomcka KOHCynbTaums
BegeHuve poHaa BLIMOMHEHHbIX CNPaBOK:

19 |oTbop cnpaBku Anst hoHAa, pasnoxeHne No nankam (KoHBepTam);| ofHa crnpaBka 4,2
ocbopmMIieHre cnpaBku

20 |cocTaBneHve KapTOYKM [N apxMBa; YyKasaHWe MOPSAKOBOro| oOfHa KapToyka 2,7
HOMepa, TeMbl, AaTbl BblAauyn; MOCTAHOBKa KAapTOYKM B KapTOTEKy
apxuBa BbINOMHEHHbIX CNPaBOK
PaboTbl B pexxume AC:

21 |cpopmupoBarnme [CK; BBog B 6a3y [aHHbIX aHanuTUYecKoW| oaHa KapToyka 2,0
pOCNNCK ra3eTHO-KypHaribHbIX cTaTen, COOPHMKOB

22 | nouck n otbop Bubnuorpaduyeckmx 3anucemn no ycrnoBusm OfiHa KapToukKa 2,7

23 |BbIBOA Ha 3KpaH 6Mbnmorpadmnyeckon 3annucn uUnu OTAENbHbIX U3| OAHa KapTouka 1,6
Hee CBedeHW; pacrneyaTka
1.8.2. bubnuorpaduyeckoe nHboOpMMpoBaHNe

Tabnuua 14

N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopma

n/n n3mepeHusi BPEMEHM!,
MWH.

1 2 3 4
BbisBneHne unHdOpMaLMOHHBLIX MNoTpebHOoCTEen cneumanucToB
METOAOM aHKETUPOBaHUS:

1 |onpeneneHne  KOHTMHrEeHTa  MoTpebutenewn MHdopMaLnu; OAWH 34,0
paspaboTka 3asBOK AnNs  onpegeneHvs  MHAOPMaUWOHHbLIX| noTpebutens
notpebHocTen (3anpocoB); pacchinka (pacnpocTpaHeHne) 3asaBOK;
obpaboTka MoOnNy4eHHbIX 3asiBOK; CcoOcTaBneHwe Ha 6Oase
MOMyYeHHbIX [OaHHbIX KapTOTEKU KOHTMHreHTa notpebutenen
MHdOopMaLMM U NX MHPOPMALMOHHBLIX NOTpebHOCTEN (3anpocoB)

BbisiBneHne MHopMaLMoHHbIX NOTpebGHOCTEN chneumnanucToB Ha
OCHOBE aHanm3a nyaHoBO-OTYETHOW AOKYMEHTaLMK:

2 |oTbop, usyyeHve, aHanna oTYETHbIX AOKYMEHTOB; (hOpMUpOBaHWE| OOUH OTYETHbLIN 24,0

TEeMaTUKN CNpaBOYHO-MHOPMAaLMOHHOIO 0BCMNYXXMBaHNS B PasHbiX OOKYMEHT
KoHncynbtanTtlnioc
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pexumax
3 |pacnpepeneHne TemaTuveckmx  pyobpuk  MHEOPMAaLMOHHBIX| oaHa pybpuka 2,7
notpebHocTten no nogpasaeneHuam, y4YacTBYHOLLUM B

CMpaBOYHO-MHGPOPMALMOHHOM 06CnYyX1BaHUK

3aknoyeHne ¢ aboHeHTamyn [OroBopa Ha WHgOpMauMoHHOEe
obcnyxuBaHue:

4 |aHanuM3 [JaHHbIX O  3auHTEepPeCcOBaHHOCTU aboHeHTOoB B| oavH goroBop 2300,0
WH(OPMALMOHHOM OOCNYXXMBaAHUM N pexnmax usbuparenbHoro
pacnpocTpaHeHUs U PEeTPOCMNEKTUBHOIO MOUCKa; 3aKryYeHne wu
nepecmMoTp Jorosopa

dopmupoBaHne cetm abOHEHTOB CUCTEMbI M3BMpaTENbHOro
pacnpocTtpaHeHus nHpopmauun (MPW):

5 |onpeneneHne kKOHTUHreHTa aboHeHTOB cuctembl IPU; BbisiBrieHne| opuH aboHEeHT 34,0
TUNOBbLIX U MHAMBUAYAalbHbIX 3anpocoB abOHEHTOB; W3y4deHue,
Knaccudukaumsi, "HAEKCMPOBaHME 3arnpocoB; BBEAEHME AaHHbIX O
3anpocax B agpecHyo KapToTeKy

[NogroTtoBka curHanbHOro onoeelleHusi B cucteme VIPU

BbisiBneHne, npocMoTp M oTGOp MaTepuanoB W3  TeKyLUX ofHO
NOCTYNMEHN; pacnpedeneHme oTobpaHHbIX MaTtepuanoB 3| onoBelleHue
TEKYLUMX MOCTYNeHM No aboHeHTam

Konnuyectso NPOCMOTPEHHbIX JOKYMEHTOB!:

6 |1-2 3.0
7 |3-4 12,0
8 |5-10 32,0

MoarotoBka nogbopok cuUrHanbHbIX onoseLeHun B cucteme IPA

3anonHeHne 6naHka-zakasa Ha TUpPaXUPOBaHWE; perncTpaumio ofHo
MOCTYNMMBLUVX KOMWUIA, MPOBEpKa WX KadyecTBa M 3K3EMMMAPHOCTM;| oroselleHne
3anonHeHne conpoBoaUTENbHOM JOKYMEHTaLIMK

KonnyecTtBo 3anpocos:

9 [1-2 14,0
10 |3-4 17,0
11 156-7 21,0
12 18-10 25,0

MpocmoTp 1 oT6op AokymeHTOB And BBoga B AC

MpocMoTp mMaccuBa NOCTYNMBLUMX AOKYMEHTOB; OT6OP AOKYMEHTOB| OAWH OOKYMEHT
COOTBETCTBYIOLLIEN TeMaTUKM U BBegeHue B 6asy AaHHbix AC

OT60p NepBMYHBLIX JOKYMEHTOB:

13 [1-50 290,0
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OT160p BTOPUYHBIX JOKYMEHTOB:
14 |1-50 110,0
15 |nogroToBKka KapTOYkM Ans padounx kaptotek IPU OHO onucaHue 2,7
16 |noaroToBka TpadapeToB ¢ kapTodkamu VIPU anga TupaxvpoBaHusa | oauH Tpadapet 1,4
KoppekTnpoBKa BbIXOOHbIX Tabynsarpamm:
17 |ocHOBHOM psa oJHa 3anucb 2,7
18 |BCnomoraTenbHbIN yka3aTerb ofHa 3anucb 1,6
19 |pemakTnpoBaHue BbIXOAHLIX TabynsarpamMmm K odopmrieHMe| ogHa 3anucb 4,2
OOKYMEHTOB
20 | paspeska, pacnevaTtka NnogbopoK Ha OTAENbHbIE ONMCaHMUS OLHO onucaHune 1,6
Koppektuposka cuctembl MIPU no pesynbtatam aHanusa kapT
obpaTHon cBs3n
O6paboTka n aHann3 kapTbl 0b6paTHOW CBS3U; BHECEHWE OLIEHKU oaHa KapTa
CUTHarnbHOrO  OMOBELLEeHMS B YYEeTHYyl0 KapTy aboHeHTa;
KOPPEKTUPOBKA CUCTEMbI HA OCHOBE aHanu3a KapT obpaTHOW CBSI3U
KonunyecTtBo KapT:
21 |1-7 70,0
22 |18-10 75,0
23 |11-15 80,0
24 |16 - 20 85,0
Bblgaya 4OKyMEHTOB MO 3anpocy:
25 |BbiiBNeHMe u oTOOp [AOKYMEHTOB (M3gaHuWs) Mo 3anpocy B| OOWH AOKYMEHT 1,4
CrnpaBoYHO-MHGPOPMALMOHHOM  boHae, odopmMmneHne Bblgayu
OOKYMEHTOB B YCTaHOBMNEHHOM MOPSAKe
pynnosoe 6ubnuorpaduyeckoe MHPOpMMpoBaHHE:
26 | dopmupoBaHme cocTaBa rpynnbl abOHEHTOB OAVH abOHEHT 720,0
27 |yTOYHeHMe TeMbl, cornacoBaHme UCTOYHUKOB UHpopMaLn, BUAOB oJHa Tema 3,6
OOKYMEHTOB
28 | cocTaBneHne permcTpaumoHHON KapToYKm O[Ha KapTo4ka 1,6
Mopbopka [OOKYMEHTOB Ana WHOpMaumu; CcocTaBneHue wu| ogHa kapTouka
HanMcaHve OMnoOBELLEHUs; OTnpaBka OMOBELLEHWS; 3anuCb B
KapTo4ku MHpopMauun; aHanus3 kapTbl 0OpaTHOWM CBS3U
NnMCbMEHHO; KONIMYECTBO U3OaHWN:
29 |1-5 12,0
30 |6-10 24,0
KoHncynbtanTtlnioc
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YCTHO; KONIMYEeCTBO U3OaHUN:

31 [1-5 12,0

OnepaTnBHOE NHbOPMUPOBAaHME MO 3anpocy:

32 | copmupoBaHme ceTn aboOHEHTOB, BbIBIEHWE TUNOBbLIX W[ oAWH aBOHEHT 4,4
NHAMBMAYanbHbIX 3anNpocoB NoTpebutenen

33 |u3yyeHne, knaccudukauma 3anpocoB; BBEAEHWE [OaHHbIX O oAauH 3anpoc 6,3
3anpocax B agpecHyo KapToTeKy

HanucaHune 0630poB 1 crnpaBok

BoisiBneHne u oT6oOp MCTOYHMKOB; obOpaboTka W aHanu3| oguH aBTOPCKUIA
0TOOpaHHbIX AOKYMEHTOB; HanmcaHue TekcTa ob3opa (cnpaBku); (aBT.) nuct
noAroToBKa PYKOMMUCKM K nevatu

O630p (cnpaeka) N0 NEPBUYHBIM MCTOYHUKAM:

34 | Ha pycckoM s3blke 5400,0
35 |Ha MHOCTpaHHOM A3blke 7200,0
36 | 0630p (cnpaBka) N0 BTOPUYHBIM UCTOYHMKAM 4100,0

OpraHusaumss 1 npoBedeHue  YCTHbIX  Bubnnorpaduyeckmx
0630pOB HOBbIX MOCTYMNMEHUI

OT00p HOBbLIX MOCTYMNMNEHNA NO 3apaHee OObBbSBMEHHOW TemaTuke; o4uH 0630p
cucTemMaTmM3aumust UCTOYHMKOB MO Temam, MpoCMOTP W aHanus
OOKYMeHTOB; noabopka 6mbnvorpadunyecknx OMUMCaHWi, KpaTkux
aHHoTauuii, pedepaToB Ha OTOOPaHHbIE WMCTOYHWKKU; MOAFOTOBKA
pykonucu bubnuorpaguyeckoro ob63opa

Konnuyectso NMPOCMOTPEHHbIX U 0T06paHHbIX LOOKYMEHTOB!:

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

MoaroToBka GronneTeHst HoOBbIX I'IOCTyrIJ'IGHVIVI

YTOuHEHME (ONpedeneHne) TemaTMdeckux rpaHuy, noucka u|ogHa GronneTeHb
oTOOpa [OKYMEHTOB; co3daHuMe pybOpukatopa OronneteHs;
BbiSIBIIEHNE U OTOOp [OKYMEHTOB B  MacCuMBe  TeKyLuXx
MOCTYMNJIEHUA UCTOYHMKOB WMHOpMaumu; noabopka aHHoTauuwn,
pedepaToB, UX cuctemaTusaums

Konnuyectso NPOCMOTPEHHbIX JOKYMEHTOB!:

41 1-37 60,0
42 |38-60 90,0
43 |61-95 180,0
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44 (96 - 150 320,0

45 1151 -380 960,0

OpraHunsauus n nposegeHune "OHs nHdopmaumm™:

46 |onpepneneHue Tembl; COCTaBMEHME NaHa NpoBeaEeHUS; BbiBNEHNE 0aHo 640,0
W OocTaBka [OKYMEHTOB M3 COOTBETCTBYIOLLMX nogpasgeneHun| meponpuatne
OubnuoTekn; nNpocMoTp M OTOOP [OOKYMEHTOB; MpurnaweHne
cneumanmcToB-KOHCYNbTAHTOB; NOArOTOBKA BbICTABKW NMTEpaTypbl;
OMOBELLEHNE 3aMHTEPECOBAHHbLIX OpraHu3auun M cneumnanmncros;
odopMneHMe  BbICTaBKW;  HaMMcaHWe  KpaTKUX  aHHOTauui;
opraHusaums cbopa 3asBOK Ha [OOKYMEHTbl, WX Bblgauya,
KOHCYNbTUpPOBaHWe, [OexXypcTBo OubnuvorpadoB; npoBegeHue
aHanusa MeponpusTus

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

47 |yTOYHEeHue  TeMbl, CoCTaBfieHne nnaHa; odopmneHme OAHO 1940,0
BbICTaBKMU-NPOCMOTPA; noaroToBka 0630pa; noaroToBka| meponpusitue
KOHCynbTauuu; COCTaBfieHMe U HanucaHve  obbsABneHus;
COCTaBMeHWe W HanucaHwe npurnacuTenbHbiX — NUCeM, KX
paccbifika; NpurnawleHne 3anHTEPECOBaHHbIX MWL MO paguo, Mo
TenedoHy, NIMYHO

OpraHunsauus n nposegeHue "[Ha cneynanmcra”

Onpepenenune Tembl "[HA cneumanucta" ¢ 3aMHTEPECOBaHHbIMU OAHO

opraHusaumsamMm, opMbl NpoBeaeHns (CTaumoHapHas, Bble3gHas),| meponpusitue
OTBETCTBEHHOIO 3@ MeponpusaTue B LENoM; COCTaBfeHue MnnaHa
MepOonpUATUS, NporpaMMbl MoMcka U oTbopa MHEHOPMAaLMOHHBLIX
mMaTtepuanos; NOAroTOBKA OTKPbITbIX MPOCMOTPOB M TeMaTU4YeCcKux
BbICTABOK nuTepaTypbl MO crneumanbHoCcTW, Gubnuorpaduyeckme

0630pbl; 3aKas nekumm, KMHOPUMbMa; onoselleHne
3aUHTEPECOBaHHbIX  OpraHuMsauun; o opMreHne  BbICTaBKY;
opraHmsaums Aexypcrea 6ubnuorpados,

KOHCYNbTaHTOB-CMeLManucToB; obecneyeHne Bbiga4n uU3gaHWN
NN MX KOMWA BO BPEMS MEPOMNPUATUS WM HEMOCPEACTBEHHO
nocre Hero; AeMOHCTpauus BbICTaBKW; aHann3 pesynbtatoB "[dHA
cneuywanmcra”

Yuncno CconyTCTBYHOLLMX Meporn pVIFlTVIVIZ

48 |11-2 1940,0
49 13-4 2600,0
50 [5-6 3500,0
51 |7-8 4600,0

MpumevaHue: Bpemsi nposenerus "[OHa uHdbopmaumn”, "OHa cneumanucta”, "OHA 6ubnuorpacpun” B
HOPMY BPEMEHMW HE BXOOUT.

1.8.3. VIHdbopmaumoHHas paboTta

Tabnuua 15
| N | HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopma
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n/n n3mepeHusi BpEMEHN,
MWH.
1 2 3 4

MoaroToBka NonynsipHbIX GuGnMorpadryeckux nocodui

Bblibop Tembl Mocobus; BbiBRieHME U OTGOP  [OKYMEHTOB,
dopmupoBaHme pasaenos Nocobus; aHHOTUPOBaHWE [OKYMEHTOB;
noaGopka  akTorpaduyeckoro matepuana,  WANOCTpaUuii;
HanucaHue TeKcTa; COCTaBfeHWe BCMOMOraTesibHbIX yKasartenei;
KOHCYMbTaLMW Yy CMeunanucToB Ha pasnuyHbIX aTanax paboTsbl;
obcyXXaeHMe pyKONWCM Ha 3acefaHnnm  HayyYHO-MeToAMYECKOro
(pepakumoHHOro) coBeTa; AopaboTka PyKOMUCKM MO 3aMedaHusiM;
caaya pyKonucu B nevarts:

1 |coctaBneHue nonynspHoro 6ubnuorpaduyeckoro ykasartens,| OAWH aBT. NUCT 13500,0
nyTeBoaUTENs, CNpaBoYHUKA

2 |nogroTtoBka KOMMeHTapues, npumeyaHui| oguH aBT. NUCT 5400,0
nonynsapHO-NpoOCBETUTENBHOrO  XapakTtepa, He  Tpebyrowmx
cneumanbHbIX UccrneaoBaHnin

3 |noaroTtoBka KOMMeHTapues, npumeyaHui| oguH aBT. NUCT 10800,0
Hay4HO-UCCNeaoBaTenbLCKOro xapakrepa

MogroToBka PETPOCNEKTUBHBIX Hay4YHO-BCMOMOraTerbHbIX
ombnnorpadmnyecknx ykasaTtenen:

4 |BbIOOP Tembl; co3QaHMe aBTOPCKOro KONMeKTuBa; paspaboTkal oAwH aBT. NUCT 9720,0
WHCTPYKTUBHO-METOANYECKME MaTepuasoB; BbisiBlieHNne u otbop
OOKyMeHTOB; pabota Hag ©Oubnuorpaduyeckon  3anucblo;
aHHOTUpOBaHuWe; Bubnuorpaduyeckas rpynnmpoBka; CoCTaBreHne
BCMomMoraTernbHbIX ykasaTenein; obcy>xaeHne pykonucu ykasatens
Ha 3acefaHuM Hay4yHO-METOAMYECKOro (pedakLMOHHOro) COBeTa;
gopaboTka MO 3amevyaHusM; cgada pykonucu B Mevyarb;
cocTaBrieHme Oubnmorpadmnyeckoro ykasaTens Mo akTyarlbHON
TemMaTuke C XPOHOSOMMYEeCKMM OXBaTOM OT 2-X A0 5-Tn neT wu
aHHOTaUMSAMM, MOACHSIOWNMN Ha3BaHUSA

CocraBneHne 6ubnunorpaduyeckoro ykasaTtens no KOMMIEKCHbIM U
MexoTpacnesblM npobnemam obwero KM perMoHanbHOro
cofepXaHus C XpoHonoruyeckum oxsatom 1 - 2 roga, cC
aHHOTaLUUSIMU, MOSICHAOLLMMM Ha3BaHWSA:

5 |Ha pycckom A3blke 9720,0

6 |c BkmoveHnem ot 30% po 40% obbema nybnukauum Ha 11000,0
WMHOCTPaHHbIX A3blKax

7 |cocTaBneHne aHHOTMPOBAHHOIO OubGnMorpadmnyeckoro ykasartens| oawH aBT. NIUCT 18800,0
MHOrOOTPacfeBoro COAepXKaH1s C XPOHOOMMYECKMM OXBaTOM [0
100 netr wn Oonee, TpebylowWero CMAMAOWHOIO MpPOCMOTPa
OOKYMEHTOB, CMOXHbIX Oumbnuvorpadmyeckmx pasbiCkaHui, y4deTa
BCeX nepevsgaHvii nyénukaumm u KX XapakTepucTukn nyTem
CMUYEHUs TEKCTOB

MoaroToBka aHanUTMYeckoro o63opa

BbisiBneHne un OT60p OOKYMEeHTOB An1A o63opa; noaroToBkal oOAvH aBT. JINCT
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pybpukaTopa npegmMmeTa 0630pa; usydeHme n OueHka OOKYMEHTOB;
cucTemaTmsaums maTtepuana; cocTaBrneHune TekcTa
aHanuTnyeckoro ob3opa; obcyxaeHUe pykomUCKH Ha 3acedaHuu
Hay4HO-MeToamMyeckoro  (pedakuuMoHHOro) coseTa, gopaboTka
o630pa Mo 3amevaHusIM; caadva B nevartb:

8 |no pycckum nepBUYHBIM UCTOYHMKAM 9720,0
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 pedepatnBHOro o63opa

BbisiBnieHne 1 oTbop OOKyMEHTOB Ans pedepaTuBHOro ob63opa,| OAMH aBT. NUCT
MsyyeHme UM aHanu3 ux; pedepupoBaHNe  UCTOYHUKOB;
cucTemaTtusauMss TEKCTOB aHHOTaLUWi, CcocTaBleHne  TekcTa
pedpepaTMBHOro o0630pa; obcyxaeHMe ob63opa Ha 3acedaHwu
Hay4yHOo-MeToamuyeckoro (pedakuMOHHOro) coBeTa; AopaboTka
o0630pa no 3amevyaHUsM; caada B nevathb:

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

CocTaBneHue aKcrnpecc-nHdopmaLni:

15 |BbISIBNEHWe n oTOOp MaTepuana no Teme, cUcTemMaTMsaums ero u| OAWH aBT. NUCT 3840,0
noaroToBka Ans nevyaTu

CocrtaBneHne  Gubnuorpadudeckon 3anucu, aHHoTauuu,
pedepaTa

CoctaBneHne 6ubnuorpadumyeckon 3anucu: nsydeHne 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 aHHOTauuK; n3yyvyeHne wun aHannmi3 AOOKyMeHTa,| OAHa aHHOTauua
HanncaHme TeKCTta aHHoTauun:

19 |aHHOTMpPOBaHME KHUT 270,0
20 |aHHOTMpPOBaHWE cTaTemn 160,0
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21 |cocTaBneHve pecdeparta: M3ydeHMe W aHanu3 [OKYMeHTa, Ha| oawH aBT. iucT 5920,0
KOTOpbIN cocTaBnsieTcs pedepart; HanucaHuwe TeKkcTa; BHeceHue
ncnpasneHnin

AHanuTtnyeckas pocnucb XypHarnbHbIX, ra3eTHbIX CTaTeIZ,
cbopHMKOoB, B1MbnMorpadn4eckmx Nnocooui:

22 |o3HakoOMneHne € coaepXXaHuem M3aaHus; cocTaBneHne| opHa cTaTbhs 3,6
aHanmnMTn4eCcKoro onncaHmn4a Ha ctaTblo

Mopnepxka cavita OMONMOTEKN N OTAENBHbIX MPOEKTOB:

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

MprmeYaHue: HopMa BPeEMEHU Ha cocTaBrieHne brubnuorpadguyeckoro nocobusi gaHa ns pacyeta paboTbl
aBTOPCKOro KOMMeKTuBa.

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; aHanmsa TekcTa; pa3MeTka ero C BbisiBrieHneM| oauvH aBT. nucT
TPYAHbIX TEPMUHOB, FPpaMMATUYECKUX KOHCTPYKLMIA, JEKCUYECKMX
000pOTOB, LIEXOBLIX U XXaproHHbIX TEPMUHOB:
1 | nonHbIN NMCbMEHHBLIV NepeBos OAMVH aBT. NnUCT 2580,0
2 |cokpaweHHbin nnucbmeHHbI nepesog oT 30% po 50% obbema| oauH aBT. NMUCT 1620,0
TekcTa
3 | BbIOOPOYHbI NMCbMEHHbIN NEpeBOL, OJVH aBT. NNCT 1520,0
MepeBopf, TEKCTA C PYCCKOro A3blka Ha MHOCTPaHHbIE A3bIKN:
4 | NOMHbLIN NMNCbMEHHBIN NEPEBOS, OOVH aBT. NNCT 5160,0
TepmuHonornyeckass pabota npyv  BbINOSIHEHUA  MUCbMEHHOIO
nepesoga:
5 |oTbickaHMe OTMEYEHHbIX B OpUIrMHANe He3HakOMbIX WNU| OaWH TEPMUH, 18,1
HEMOHATHBbIX TEPMUHOB W COKpalleHWA B CIIOBApPHO-CMPaBOYHOM| COKpalieHue
nuteparype; nogbopka COOTBETCTBYHLLEINO TEPMUHY 3KBMBAIEHTA;
paclumdpoBKa cokpalleHus
KoHcynbTauus nepeBogyunka co cneumnanmctamu:
6 |[BblicCHEHMEe npaBUMbHOTO  M3MOXEHMS1 4YacTelh Tekcta Mo ogHa 36,2
Masnio3HakoMoOl TemaTuKe; YTOYHEHWEe COOTBETCTBMSA NepeBofal KoHcynbTauums
opurnHany
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BbIMOSIHAEeMble B OM...

CocrtaBneHue bubnunorpacunyeckoro onncaHus:

7 |cocraBneHue O6ubnmMorpadmyeckoro oOnucaHna nepeeBoga No| oagHO onucaHue 60,0
OaHHbIM, B3ATbIM C TUTYNBHOIO NMCTa NepeBoaa
BbisiBneHne ownbok 1 BHECEHWE M3MEHEHMI B TEKCT MepeBofa
nocre nevyaTaHus:

8 |nmpoBepka MpaBWITLHOCTU PACMONOXEHUs1 OTNeYaTaHHOro TEeKCTa;| oAWH aBT. NIUCT 200,0
CBepKa C pyKOMNMCbHo; NpaBka
TexHn4yeckoe ochopmneHne NnepeBoaoB:

9 |BnucbiBaHME B TEKCT MepeBoda CUMBOSMIOB W BCTaBOK Ha OAHO 2,0
WHOCTPaHHOM £13blKe BMMCbIBaHNE

10 |BKNenBaHue pUcyHkoB, Tabnuu, dopmyn OfHa BKrenka 3,0
MepeBop, 3aronoBkoB CTaTeN U JOKYMEHTOB:

11 | nepeBoA 1 3anuck 3aronoska OfMH 3arofioBoK 120,0
MpumevaHne:
- HOpMbl BpeMeHW npeaycMaTpyBaloT BbINOMHEHWE MEepeBOAOB C WHOCTPAHHOIO 43blka WM Ha

WMHOCTPaHHbIW, KOTOPbIA Y NepeBoavMKa ABMSIETCS OCHOBHbLIM (MO 06pa3oBaHMI0 UK NPUMEHEHUIO);
- MPY BbINOMHEHWN NEPEBOAOB C APYIMX SI3bIKOB UMW Ha ApyrMe NOMUMO OCHOBHOTO K HOPMaM BpeMEHM
NPUMEHSsIETCS NOoBbILIALWMIA KoadduumeHT 1,1.

1.10. UccneposaTenbckasa paboTta

Tabnuua 17
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHunsi BPEMEHMN,
MUH.
1 2 3 4
Pa3paboTka nporpamMmmbl (TEXHUYECKOrO 3aaHuns1) UccneqoBaHus
O6ocHOBaHWE akTyanbHOCTM TeMbl, BbisiBeHMe M 0BoCcHoBaHue| ogHa nporpamma
npobnemHon cutyauun, ¢OpMynupoBaHue LuUenu, 3agad U
rmnoTesbl UCCNeAOBaHNA; HanNnUcaHue TekcTa
McecnepoBaHue HoCKUT:
1 | OnepaTtuBHbI XapakTep 38250,0
2 |nunoTaxHbIV (pa3BeablBaTemNbHbIN) XapakTep 21600,0
PaspaboTka meTogmkn nccneaoBaHus
PaspaboTtka (HanncaHue) TeKcTa MeToOuYecKux OOKYMEHTOB Mo| ogHa meToguka
NpoOBOAMMOMY  WCCIeAOBaHuMio,  anpobaumm  COCTaBIIEHHbIX
OOKYMEHTOB;  YTOYHeHMe un  gopaboTka MEeTOONYECKOro
WHCTPYMEHTapusl, COCTaBfeHMe OKOHYaTeNnbHOro  BapuaHTa
JOKyMeHTa:
3 |mMeToguka MpoBeOeHUs UCCRedoOBaHWUSA, HOCSLLEro onepaTUBHLIN, 28000,0
KoHncynbtanTtlnioc
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AMMMPUYECKNI XapaKTep

4 |meToauka npoBefeHUs UCCreaoBaHUs, HOCALLEro MNUIOTaXHbIN 15600,0
(pasBenbiBaTenbHbIN) XapakTep

PaspaboTka MHCTPYKUMM Mo 06paboTke AOKyMeHTauuu (McxXogHbIX| ogHa MHCTPYKUMS
[AaHHbIX), NMONMy4YeHHON B X0[e UCCINenoBaHUs:

5 |py4yHas obpaboTka 15600,0

6 |maLwwmnHHas obpaboTka 20400,0

PaspaboTka  npeannaHoBbIX U MMaHOBbIX  JOKYMEHTOB
NepcnekTUBHOIO xapakTepa:

7 |paspaboTka KOHLUEMNUWW OCHOBHLIX HarpaBneHWh pasBUTUS| OOMH aBT. NUCT 13050,0
O1MONMoTEeYHOro Aena B perMoHe Ha nepcrnekTuBy

8 |koHuenTyanbHoe obecnevyeHne Oubnuorpacduyeckux un3gaHvun;| oawH aBT. IUCT 11220,0
0bOCHOBaHMe akTyanbHOCTU TEMbl, YNTaTENbCKOrO W LENeBoro
Ha3HayeHnss nocobusi, ero CTPyKTypbl (CXembl), BbipaboTka
METOONYECKMX MPUHLUMMNOB M pPEeLeHWn [ONsi packpbiTUS TEMbI;
HanucaHue TekcTa

9 |cocTtaBneHue nporHo3a (NpeannaHoBbIA AOKYMEHT), CBA3AaHHOrO C| OOMH aBT. NUCT 13050,0
nepcnekTneamMmmn pasBnTuA 6I/I6J'IVIOTeK; HanmcaHmne TekcTta

10 |paspaboTka ueneBbix NporpaMm (4ns cetTn OUbnMoTek unu ogHon| OOWH aBT. MUCT 15200,0
OMONMOTEKN); AMarHocTuka CuTyauuu, BHELWHUX W BHYTPEHHUX
BMUAHWUMA Ha (PyHKUMOHMPOBaHME K pasBuTve Gubnunotek (ogHOM
6ubnuotekn); BbipaboTka pekoMeHOauuu, pelleHus; HanucaHue
TekcTa

CocTtaBneHune CBOAHbIX KaTanoroB KHM>XHbIX NAMATHUKOB:

11 |paspaboTka npocnekTa; BbIABMEHUE OOKYMEHTOB - KHWXKHbIX| OOWH aBT. MUCT 18200,0
NMaMsTHUKOB; Hay4YHOE OMuMCaHue WX; COCTaBMEHUE CMpPaBOYHOro
annapara; HanMcaHue TekcTa

OpFaHI/I3aLI,VIOHHaFI pa60Ta no npoBeaeHno NccriegoBaHnA:

12 |co3paHue  wnccneaoBaTeNbCKOro  KOMMEKTUBA; cocTaBneHue OJHO 7140,0
pabouero nnaHa NPoBeAEHMS UCCNeaoBaHWsl, corfacoBaHme ero c¢| uccnegoBaHue
UCNonHMTENsIMUK; onpegernenve nnowagku (6asel) nccrnegoBaHus;
nepennucka € HWUMK; NPOBeAEHUNE WHCTPYKTaXen, CeMUHapOB,
CoBeLLaHu, KOHCYNbTauui

13 | 6nbnuorpadguyeckasn npopaboTka TeMbl UCCnegoBaHusi, padboTa B| OAMH aBT. NACT 1200,0
apxuBax, W3y4YeHWe HOPMaTUBHO-TEXHUYECKOW [OOKYyMeHTauuu,
MHpopmaumm 06 aHanorax u Apyrmx MaTepuanoB, OTHOCSALUMXCS K
paspabaTtbiBaemon Teme

O6paboTka nony4eHHON MHpopMaLNN;

14 |cbop n obpaboTka MHOpMaLMM Ha OCHOBE MEPBUYHBLIX WMCXOAHbLIX| OAMH aBT. NMACT 7800,0
OaHHbIX (CTAaTUCTUYECKMX AaHHbIX, OTYETOB, MNMAHOB, CMpPaBOK,
MaTepuanoB KOMaHAMPOBOK)

15 |aHanu3 obpaboTaHHO MHOpMaLUK OAWH aBT. NUCT 5200,0

KoHncynbtanTtlnioc
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MoproToBka MaTepumarnoB No ntoram Hay4yHou paboThbl:

16 |HanucaHue Hay4yHOro oTyeTa; MOAroTOBKA PYKOMUCU K nevatn Ha| OAWH aBT. NUCT 13200,0
pas3nn4HbIX 3Tanax pa6OTbI

17 |HanucaHne nNpoMexXyTo4yHOro oTyeTa (cnpaBkM) O  xode| OAwH aBT. MUCT 6400,0
nccneaoBaHns

MoaroToBka M HanucaHue TekcTa cTaTbM B COOPHUK Hay4HbIX
TPYAOB, NpakTuyeckoe Mocobue, NpPodeccUoHanbHylo Mpeccy;
noAroTOBKa PYKOMUCK K MeyvaTh Ha pasnuyHbIX aTanax paboTbi:

18 | cTaTbs TeopeTUYECKOro xapakrepa OAWH aBT. NUCT 15200,0
19 |cTaTbs npuknagHoro, NPakTUYECKOro xapakrepa OAVH aBT. NUCT 9200,0
20 |HanncaHve pokraga no wuToraMm HayyHoOro wuccnegoBaHus;| oAuH aBT. IUCT 6700,0

MOAroTOBKa PYKOMMUCEN Ha pasnnyHbIX 3Tanax paboTsl

21 |pa3paboTka peKkoMeHOauuW, MHCTPYKUMM MO BHeApeHWO| OAWH aBT. NUCT 14100,0
MaTepuanoB Hay4yHOro0 WCCNEeAOBaHUS; HamucaHuMe  TeKCTa;
noAroToBKa PYKOMUCK K NeYaTn Ha pasnuyHbIX aTanax paboThbl

Mpumevanne:

- HOpMa BpEMEHW Ha CoCTaBfeHue MnporpamMm, METOAMK, WHCTPYKUWA AaHa Ha uccrneaoBaTerbCKum
KONNeKTuB;

- Yyacbl Tpygo3aTpaT pacnpenenstoTcs MexXay UCMONHUTENSMM B 3aBUCUMOCTY OT UX Harpy3sku;

- B MPOLLECC NOArOTOBKN PYKONMUCK K NeyaTh BXOAAT: caaya pyKonucu HayuyHoMy pepaktopy, obcyxaeHve
B OTAerne, Hay4YHoM coBeTe, AopaboTka pyKonucy.

1.11. MeToguyeckas pabota

Tabnuua 18
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHunsi BPEMEHMN,
MU/H.
1 2 3 4
MoarotoBka MeToaAN4YeCcKoro Nnocobusi, pekomeHaauuin
MprHUMNuanbHO HoBas pa3paboTka TeMbI:
1 |v3yyeHue TeMmbl, BbiiBNEHWE W aHanu3 [OOKYMEHTOB Mo Teme,| OAWH aBT. nuCT 15300,0
YTOYHEHNE YMTATENBCKOrO W LENEeBOro HasHayeHust nocobus,
peKkoMeHaaLUn; cocTaBrneHne NPOCMNeKTa; HanncaHne TekcTa
Mogudukaumsa paHee paspaboTaHHOM TEMbI:
2 |BbiSBNeHME U UM3y4YeHWe HOBbIX [AOKYMEHTOB W HaKOMMEHHbIN| OAWMH aBT. NMUCT 8670,0
GubnuoTekamm onbIT N0 TeMe NOCoOUs, peKOMeHAUNIA; YTOYHEHNE
nMpocnekTa, BHECEHME W3MEHEHWN B CTPYKTypy TekcTta B
COOTBETCTBMM C [OOCTMDKEHUAMM OUONMOTEYHOM Teopum n
NpaKkTUKWN; MOArOTOBKa pykonucu K obcyxaeHuto; gopaboTtka no
utoram obcyxaeHus
PaspaboTka [OOKYMEHTOB, pernameHTUpPYLMX OesATeNbHOCTb
BubnuoTek, MONOXEHWUN, WHCTPYKUWUA, NPOEKTOB MOCTaHOBIEHUN,
KoHcynbTtaHTtlNntoc
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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,
anpobaunsa B 6MbnmoTtekax, Ha 3acegaHun Hay4YHO-MeToOU4EeCKOro
coBeTa; AopaboTka JOKYMEHTA; NOArOoTOBKA K YTBEPXKOEHUIO

Mogaudvkauus paHee pa3paboTaHHOrO JOKYMeHTa:

4 |aHanu3 1 oueHka JOKYMEHTa; MOUCK N OTOOP HOBbIX AEWCTBYHOLWMX| OAMH aBT. NUCT 7650,0
OOKYMEHTOB M0 TeME; BHECEHME W3MEHEHWUS B TEKCT [OKYMEHTA;
obcyxgeHne Ha 3acefaHuM Hay4YyHO-METOAMYECKOro COBETa;
AopaboTka No utoraM obCyXAeHUs; NOArOTOBKA K YTBEPXKAEHUIO

Pa3paboTka y4eTHbIx doopMm, Tabnuu, obpasLoB:

5 |yTouHeHve npeaomeTta, obbekTa, cogepxaHus yyeTHon (OopMbl,| OOMH aBT. MUCT 7650,0
Tabnuubl, obpa3ua; oTbop nokasaTenen, cuctematusauus Wux,
paspaboTka MakeTa YydyeTHoMm dopmbl, Tabnuubl, 06pasua;
obcyxgeHne Ha 3acefaHuM Hay4YHO-METOAMYECKOro COBETa;
MOAroTOBKa K yTBEPXKOEHMWIO

CocTtaBneHue peKomer,au,MPl Nno BHEOAPEeHUK pernamMeHTUpyrLwmnx
OOKYMEHTOB B MNPAaKTUKY:

6 |paspaboTka MeTOAMYECKUX pekoMeHAauWh, WHCTPYKUWIA, MnaHoB| OOWH aBT. NMUCT 14025,0
No BHEAPEHWO  HOPMATMBHOW  LOOKYMEHTauuW;  MOOroToBKa
pyKonucu K neyatum

MNogroToBka NMCbMEHHOMN KOHCyIbTaunn, MeToan4eckoro n1mcbma:

7 |BbisBNEHWE W aHanM3 [LOOKYMEHTOB MO TeMe; W3y4yeHue wu| OoauH aBT. NUCT 8670,0
06o0uieHne onbiTa paboTel OUGNMOTEK; HanucaHue TeKkcTa
KOHCynbTaumMu,  MEeTOAMYECKOro  MUCbMa;  MoAroToBKa K
obCy)XOeHUI0 Ha 3acefaHun  Hay4YHO-MeTOAMYECKOro COBETa;
nopaboTka no utoram obcyxaeHust; caaya B nevatb

MoprotoBka o63opa geaTensHocTn 6nbnmMoTek No onpegeneHHon
TemaTtuke:

8 |yTouHeHue TeMbl 0630pa; onpeaeneHne XPOHONOrMYECKUX rpaHul;| oauH aBT. NUCT 9180,0
BbISIBIIEHNE AOKYMEHTOB, OTOOP, MPOCMOTP M aHanus; HanucaHve
TEeKCcTa; MOAroToBKa PYKOMMCKM K OOCYXOEHUIO Ha 3acedaHun
Hay4yHO-MeTOAMYECKOro coBeTa; [nJopaboTka pykonucu nocrne

obcyxaeHus
PelLeH3npoBaHMe Hay4HbIX, METOOUYECKUX, WHIOPMALIMOHHBLIX
MaTepuanos:
9 |dJTeHMe peueH3MpyemMoro martepuana; oueHKa ero B LUenom,| oauH aBT. MUCT 783,0

OTAENbHbIX YacTeN, yCTaHOBMEHNE COOTBETCTBUS YMTaTENBLCKOMY
M UeneBOMY Ha3HAYeHWIO, Hay4YHbIM U METOAUYECKUM
TpeboBaHMsIM

10 |HanucaHue peueH3un OOVH aBT. NNCT 1305,0

MoproToBka Nekumm, KOHCYbTaumm
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PaspaboTka nnaHa nekuuun, KOHCynbTauun, nogbopka maTtepuana,| oAHa nekuums,
n3ydeHue ero; COCTaBfieHMe Ccnucka nutepaTtypbl K Nekuunm,| KOHCymnbTauus
KOHCyIbTaLUMKW; HanucaHne TekcTa:
11 |nepBnyHaga nekums 1566,0
12 | noBTOpHas nekuus, ¢ y4eToM HOBOro Matepuana 313,2
13 | nepBryHaga rpynnosas KoHCynbTauus 1305,0
14 | noBTOpHas rpynnoBasi KOHCYrMbTauMs C y4eTOM HOBOrO MaTtepuana 522,0
15 |npoBegeHne yCTHON MHAMBUAYANbHOW KOHCYbTauum oJHa nekuums,
KOHCynbTauus
16 |oTBET Ha NUCbMO OHO MUCbMO 162,0
lMpoBeneHne NpakTUKyMoB, CTaXMPOBOK
Mpaktukym (7 - 10 pgHew): onpegeneHve TeMbl, 3afdaHus,| OAMH NPaKTUKYM
yNpaXHeHus; cocTaBreHne rpadmka UM YTOYHEHWE CPOKOB
NpoBeaEeHUs 3aHATUN:
17 |rpynnoBow npakTukym 2295,0
18 |vHaMBUAOYaNbHLIN NPaKTUKYM 2160,0
Craxwuposka (7 - 10 gHen): yTOYHEHME CPOKOB MNpoBeaeHMs ofHa
CTaXXWPOBKM; BbISIBNEHNE NUTepaTypbl MO M3ydaeMoMy Bonpocy;| cTaxupoBka
COCTaBfieHne MnporpaMMmbl U rpaduka CTaXWPOBKM C Y4ETOM
COCTaBa crywiaTtenen; 3ako4eHne 0 NPOXOXKAEHNN CTaXKUPOBKU:
19 |rpynnoBasi cTaxupoBka 2805,0
20 |vHAMBMAyanbHasi CTaXMpoBKa 2349,0
MpakTrka CTyOQeHTOB BbICUMX U CPeAHMX creumanbHbiX y4ebHbIX
3aBedeHNn:
21 |mogrotoBka M opraHu3auus npaktuku ctygeHtoB (go 30 gHew);| opHa npakTuka 4860,0
pa3paboTka nnaHa npakTuKW, CorflacoBaHne ero ¢ pykoBoauTenem
npakTukn (npeacrasuteneMm y4ebHOro 3aBefeHusl); COCTaBneHue
rpachmka noceLleHnst CTPYKTYPHbIX MNOApasfaeneHnid; opraHm3auus
NpakTUYEeCKUX  3aHATUR;  NOABEAEHME  UTOrOB  MPAKTUKW;
COCTaBIeHNE XapaKTEPUCTUKN NPaKTUKAHTOB
MpakTuyeckme 3aHATUSA:
22 |noaroToBKa MPaKTUYECKOro 3aHSATUS; COocTaBfeHne 3afaHust no| OogHOo 3aHATueE 1050,0
BbINONTHEHUIO n3y4aemoro onbnmnoTeyHoro npotecca,
KOHTPOSbHbIE BOMPOCHI, TEMATUYECKMA CMNUCOK NuTepaTtypbl K
3a[laHuIo; HanMcaHne Te3ncoB
CocrtaBneHue y4ebHon nporpaMmbl:
23 |onpegeneHune coctaBa criyllaTenen; coctaBneHne TemaTuU4eckoro| ogHa nporpamma 5733,0
nnada, YyTOYHEHue nopsigka N3y4eHus; onpegerneHune
nocrnenoBaTenbHOCTM U3NOXEHUSA TeMbl, BblAENEHNEe OCHOBHbIX
BOMPOCOB; COCTaBfIeHME CruMcka nuTepaTypbl N0 TemMam
nporpaMmsbl; HanuMcaHue TeKcTa; obCyxaeHwe nporpammbl Ha
KoHncynbtanTtlnioc
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3acefaHnM Hay4YHO-METOAMYECKOro CoBETa
MoceweHne 6OuBNMOTEK, Bble3Obl B KOMaHAMPOBKM C LENblO
n3y4deHus paboTbl U OKa3aHUs METOONYECKOM NOMOLLN:

24 |nogrotoBka K KOMaHOWPOBKE; YTOYHEHME CPOKOB U  Uenu ogHa 574,2
KOMaHOUPOBKW, O3HAKOMIIEHWE C UMEKLWMMUCA OOKYMEHTaMu M| KOMaHOMpOBKa
MaTepuanamu npegpiayLmnx Bbl€34OB U nybnvkauuin B neyatw;
cocTaBreHue nporpamMmbl (nnaHa) KoMaHANPOBKM

25 |coctaBneHne  MHGOPMALMOHHOIO  oT4eTa (cnpaBkun) o] OAWH oT4eT 1050,0
npoBefeHHON paboTe: CBeAEeHUN O MEeCTe Bble3aa, LEensax N cpokax
KOMaHOMPOBKKN, OOBbEKTAX NOCELLEHUS, aHaNU3 COCTOSAHUA paboTbl
no Teme Bble3fa, BbIBOAbI M NPEANOXEHUS B agpec OMbnmoTeku

26 |cocTaBneHne aBaHCOBOro OT4YeTa; 3arnofiHeEHNne oT4YeTHoro GnaHka OVH OT4YeT 40,0
CO BCEMU MPUINOXEHUAMU; caada B byxranteputo

27 |nogroTtoBka MHopMaumm no pesynbTatam KOMaHAUPOBKKU (YCTHO) ofHa 105,0
B CEKTOpe, Yy 3aBefylLwero oTtaenioM, Ha HaydHO-MeTogudeckoM| WHdopmaums
coBeTe, 3acefaHnn QNpeKLmm

28 |nogroToBKa OTYETHOrO Matepmana no pesynbTataM KOMaHANPOBKM ofHa 500,0
AN pasMeLleHns Ha cante NMHopmaums

29 |paspaboTka K cocTaBrneHne y4ebOHbIX MNMaHOB WM MNpPOrpaMM| OAMH NeYaTHbIN 1200,0
CMCTEeMbl OOMONHUTENbHOro npodeccnoHansHoro obpasoBaHus nnct
(A4ro) B otpacnum

30 |cocTtaBneHne paboumMx nporpamM MO BHOBb  BBOAWMbBIM| OOWH NeyaTHbIA 1800,0
OVCUMMIIMHAM, aKkTyanusauus AeACTBYOLWMX Nporpamm nnct

31 | paspaboTka MeTOAMYECKMX MaTepuarioB MO KOHTPOM 3HaHUW| oauH neyaTHbIn 360,0
obyyalowmxcs; CcocTaBfeHne [OKYMEHTOB MO  MNIIaHMPOBaHUIO nnct
y4ebHoro npotecca

32 | paspaboTtka y4ebHO-NporpaMmmHoN OOKyMeHTauum ansi| oguH nevyaTHbIn 1800,0
npoBedeHuss obpasoBaTenbHOrO  Mmpouecca,  MeTOOUYECKUX nnct
pas3paboToK MO  MPUMEHEHUIO  HOBbIX  MH(OPMALMOHHBLIX
TexHomnorum B ydebHOM npoLiecce

33 | paspaboTka HOpMATMBHBIX LOKYMEHTOB, pernameHTUpyLWmX Bce| OOuH AOKYMEHT 3600,0
BMAbl 00pa3oBaTenbHON AeATENbHOCTU B Onbnunoteke

34 |cocTaBneHve W MNOArOTOBKA K W34aHW Yy4ebHbIX nNporpamm,| OAMH NeYaTHbIN 1800,0
nocobun, C€amoCTOATENbHO UMM COBMECTHO C  APYrMMM nnct
nogpasgeneHnsmn 6nbnuoteku

35 |yyactve B crneuManuMaMpoBaHHbIX  coBeTax  6ubnuoteku:| oavH goknag 2400,0
nogrotoBka Ansi npodeccuoHanbHOW nevatn nybnukauun 1| ogHo coobLieHne 1200,0
MaTepuanos BbICTYNMAEHNA Ha KOHepeHLnax

36 |mogrotoBka K obcyxaeHutio yy4ebHbix nporpamm  OMNO k| ogHo 3acepmaHue 2400,0
3acefaHnaM Y4YeHoro coBeTa

37 | cocTaBneHve KanbKynsaumMmn LeH Ha nnaTHble yCryru OAVH [OKYMEHT 120,0

38 |opraHusauus nnaTHoro oby4eHus MO AOroBopaM Ha oOkadaHue| OguH AOKYMEHT no akty
nnaTtHelx  obpasoBaTenbHbIX  YCRyr C  Opugudeckumm  wn 3aTpadeHHOoro
dUsn4eCcKkMMm nuuamm BpeEMeHU
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39 |noarotoBka AOKYMEHTOB K IMUEH3MPOBaHWIO W akkpegutauuu,| oguH AOKYMEHT 12000,0
CBSI3aHHble C peanusauven 6ubnuoteko obpasoBaTernbHbIX
nporpamm A0
40 |nogroToBka MaTepuanoB Ans 3aHATUN B ANCTAHLMOHHON dhopme OAMH Yac 240,0
3aHATUN
41 |nogroToBKa y4eOHbIX M y4eOHO-MEeTOANYECKMX MaTepmarnoB aAngd ux| ogHa nporpaMmma 1800,0

pasmelleHms B  UH(OPMaLMOHHO-TENEKOMMYHUKALMOHHON CceTn
"MHTepHeT" 1 ux cBoeBpeMeHHOe 0BHOBIEHNE

42 |opraHusaumsi y4ebHOro npouecca nana  obyyawwmxcsa  no| ogHa nporpamma 42420,0
nporpaMmmam npodeccroHanbHOn NepenoaroToBkn GbNMoTeYHbIX
KaZpoB: opraHm3aums obpasoBaTenbHOro npouecca,
yyebHo-meToamMYeckas paboTta; Hay4yHo-MeToanyeckas paboTa

43 |opraHusaums y4ebHOro npouecca Ana  obyyawwmxca  nNo| ogHa nporpamma 21210,0
nporpaMmam MnoBblLLEHMS KBanudmkaumm OnbnmMoTeYHbIX Kagpos:
opraHusaums obpasoBaTenbHOro npouecca, y4ebHo-meToanyeckas
paboTa; Hay4dHo-MeToau4veckas paboTa

MpumeyaHue:

- K HOpMe BpeMeHW TMpW COCTaBfEHUW  [OOKYMEHTOB, PErnameHTUPYIoWMX  OeATenbHOCTb
pecnybnukaHckmx, Kpaesblx U 06nacTHbIX BubnuoTek, NpMMeHseTCs nosblWwarwmnin koadduumneHT 1,15;

- Bpems NpoBefeHUs NeKUMM, KOHCynbTauuu, NpakTUKyMOB, CTaXKMPOBOK, MpakTuku, npebbiBaHMA B
KOMaHOUPOBKE 1 NPOBEAEHUSA MHpOpMaLUn Mo ee pesdynbTaTaMm B HOPMY BPEMEHU HE BXOOUT.

1.12. PaboTbl Hay4YHO-OpraHM3aUNoHHOIo XapakTepa

Tabnuua 19
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3MmepeHnst BpeMeH!,
MWH.

1 2 3 4

lNogrotoBka 1 NpoBeAeHNEe TEOPETUYECKOW, Hay4YHO-NPaKTU4EeCKOm

KOHdbepeHUnn, TeMaTuyecKoro cemmHapa

OnpegeneHne coctaBa OprkoMmMTETa M YYaCTHUKOB KOHbepeHumm, 04HO

cemmnHapa; ¢opMMpoBaHWe W YyTBEepXAeHWe nporpaMmbl M| meponpusaTue

npurnacutenbHoro 6wunerta; oOpraHUM3auMOHHbIE  MeponpuATUA

(Tekywas c¢BA3b C YyyacTHMKaMW, paccbifika MaTepuanos);

noaorotoBka K  M34aHWO  Te3ucoB;  BblpaboTka  npoekTa

pekoMeHaaLuuii; hVMHAHCOBO-X0O3ANCTBEHHOE obecneueHune

KOHdepeHummn, cemnHapa (opopmMneHne NNaTexHbIX AOKYMEHTOB,

BCTPEYa Y4YaCTHUKOB, perncTpauusi, pasMelleHve B roCTUHULE);

aHanu3 1 oueHka paboTbl KOHEPEHUUN, CeMuHapa; nodBedeHue

nToros

KonnyecTtBo y4acTHMKOB:
1 |1-100 5670,0
2 |101-150 7560,0
3 |151-450 9300,0

KoHncynbtanTtlnioc
y www.consultant.ru Ctpannua 52 ns 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

KoHcynbTanTtlinioc
[ata coxpaHeHus: 18.09.2015

MogrotoBka u npoBedeHWE CeMUHapa, MEeTOAUYECKOro [OH4,
3acefganus "kpyrnoro crona"

OnpepneneHne y4yacTHUKOB, PYKOBOAMTEMS, CPOKOB W MecTa 0OHO
npoBeAeHUsa ceMuHapa, MeToaNYecKoro AHd, 3acegaHus "kpyrnoro| meponpusatmve
cTona"; onpegeneHue KOHTUHrEHTa Yy4acTHUKOB; paspaboTka
nporpammbl; MHMOpPMaUMOHHOE obecneveHne (Tekylas CBA3b C
yyacTHMKaMu, paccbifika MaTepuanoB); BblpaboTka npoekTa
pekoMeHAauun; usgaHve M paccbinika nporpammbl; perncrpaums
y4aCTHUKOB;, aHalnn3 U oueHKa ceMuHapa, MeToguyecKkoro nAHq,

3acepgaHus "kpyrnoro crona"

KonnyecTtBo y4acTHMKOB:

4 |1-50 1570,0

5 |51-100 3980,0

6 |101-150 6150,0

7 |151-450 8270,0
MoproToBka 3acegaHuin pegkonnernu:

8 |yTo4HeHMe cpoka 1 NOBECTKM 3acedaHust; oTbop mMaTepuanoB Afisi| 0gHO 3acedaHue 560,0
obcyxgeHma u noarotoBka WX LSl KONUPOBAHWUSA; onpepeneHve
ONMOHEHTOB (PELIEH3EHTOB); OMOBELLEHME O 3acefaHun YneHoB
peLKomnmnernm; paccbifika MaTepuarnoB MO MOBECTKe 3acefaHus;
odopmneHne  MpeanoxeHun,  BbICKA3aHHbIX yyYacTHUKamMu
3acegaHus
OpraHusauma 3acefaHuii  NpobnemMHbIX  KOMWCCUIA, COBETOB,

TBOPYECKMX KOSNEKTUBOB!

9 |onpegeneHne MNOBECTKU OHA UM CpoOKa MPOBEAEHUs 3acefaHus, 0fHO 940,0
YyTOMHEHMEe COCTaBa Y4YacCTHWMKOB; MOAroTOBKAa [OKYMEHTOB,| MeponpusTue
OpraHn3aunoHHble MeponpuaTusa (onoBelleHMe O  3acedaHuw,
noagbop matepuanos); ohopmreHne NpoToKona 1 pelleHns

10 |pas3paboTka MakeTa Npe3eHTaLummn ons MeponpuaTns ofHa 600,0

npeseHTauus

11 | noaroToBKa npeseHTauMmn ons MeponpuaTus ogHa 600,0

npeseHTauus

MpumeyvaHue:

- MpU NPOBEAEHUN MEpPONPUATUA Ha MeEXOYHapoOHOM YPOBHE K HOPME BpPEMEHW MNPUMEHSETCA
nosblLLatoLwmn koapdpuumneHT 2,0, Ha degepanbHOM ypoBHe - 1,85;
- B HOpPMY BpPEMEHW He BXOAWUT BpeMsi NpoBedeHMst KOHepeHUuMu, ceMuHapa, MeTOAMYECKOro AHS,
3acefaHus "Kpyrnoro ctona" n Bpemsi, CBI3aHHOEe C u3gaHmem matepuanoB KOHepeHunn, ceMmHapa.

1.13. PegaktnpoBaHue pykonucen

Tabnuua 20
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n n3mepeHusi BpeMeHN,
MU/H.
KoHncynbtanTtlnioc
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1 2 3 4

PepaktupoBaHue Hay4HbIX U METOANYECKNX MaTepuanos

MpoBepka 1 UcnpaBneHe pPyKonucKu B NpoLiecce NOAroTOBKM ee K
nevatn; obecrneyeHne COOTBETCTBUS TeKCTa HayuyHbIM W
nuTepaTypHbeiM TpeboBaHusiM, (hOpME U LeNeBOMY Ha3Ha4eHMio
n3gaHund, cornacoBaHme BHOCUMbIX I/ICI'IpaBJ'IeHVII7I C aBTOpPOM;
AopaboTka pykonucu:

1 |pemaktupoBaHMe MoOHorpadun, COOPHMKOB HayuyHbIX TpydoB,| OOWH aBT. NUCT 2840,0
Hay4HbIX OTYETOB, NPaKTUYECKMX Nocobum

2 |pepakTupoBaHue MeToaN4YeCcKnX Martepuanos:| oOAWH aBT. NUCT 2500,0
WHCTPYKTUBHO-METOANYECKMX nucem, pekoMeHaaunmn,
KOHCyrnbTaummn, 0630poB AeATensHOCTM brnubnmnorek

3 |penakTnpoBaHWe OOKYMEHTOB, pernaMmeHTUPYILWNX OeATenbHOCTb| OAMH aBT. MUCT 2400,0
OMOMoTEK: YCTABOB, NMOJTOXEHWUIA, UHCTPYKLUNIA

4 |pepakTupoBaHMe cTaTUCTMYECKMX Tabnuu, y4yeTHbiX  dopMm,| OAMH aBT. NUCT 1980,0
obpasuos

5 |pepakTuposaHune maTepuarnos KOH(pepeHuui: [oKnagos,| oguH aBT. NUCT 1050,0
COoOOLLIEeHUI

PepaktnpoBanne nonynspHoro 6ubnuorpadgudeckoro nocobus,
peTpOCNEeKTUBHbIX Hay4HO-BCrNOMOraTesnbHbIX yKkasaTenen,
0630poB, cnpaBok, pedepaToB, aHHOTALWNA:

6 |pemakTupoBaHue nonynapHbIX OubnuorpadudeckMx nocobun:| oauH aBT. NMUCT 2640,0
TemMaTnyeckmnx ombnumorpadmnyeckmx ykasartenen, CnipaBoO4HUKOB

7 |pepakTMpoBaHWe pPETPOCMNEKTUBHbLIX  Hay4HO-BCMOMOraTerbHbIX| OAMH aBT. NUCT 2100,0
yKkasaTenen

8 |penakTnpoBaHWe aHaNUTUYeCkux 00O30pPOB, CMpaBOK, aHHOTAUWRW,| OOMH aBT. NMUCT 1080,0
pedepaTos, CBOAHbIX pedepaTUBHbIX 0630poB,
aKcnpecc-nHpopmaumn

9 |penakTnpoBaHne Gubnunorpadudeckon sanncu OAHa 3anuncb 4,6

10 | KOHTpONbHOE pefakTUpoBaHue oJHa 3anncb 6,2

lMpumeYaHue: Npy pefakTMpOBaHUN CMELLAHHOMO TEKCTa K HOPME BPEMEHM MPUMEHSIETCS MOBbILLAOLLNIA
kKoadppmumeHT 1,1.

1.14. BcnomoraTenbHo-TeXHUYeckas paboTa

Tabnuua 21
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHnst BPEMEHMN,
MU/H.
1 2 3 4
MawwnHonncHeble paboThbl
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MonyyeHne opurHana Ans neyaTtaHUs WU O3HaKOMIIEHUE C HUM,
Habop
MevyaTaHne TekcTa 6e3 BepTMKanbHOro rpadneHms OfHa cTpaHuua
MaLLMHOMMUCHOTO
TekcTa
Pa3mepsbl nHTEpBanos:
112 13,4
2 11,5 17,6
3 |1 22,0
MeyaTtaHne TekcTa Ha dhopmaTkax 6e3 BepTuKanbHOro rpadneHms | ogHa cTpaHuua
MaLUMHOMMUCHOro
TekcTa
Pasmepbl HTEpBanos:
4 |2 17,6
5 11,5 20,8
MeyaTaHve TekcTa C BepTUKarbHbIM rpadrieHnem OflHa cTpaHuua
MaLUMHOMMUCHOro
TekcTa
Pasmepbl HTEpBanos:
6 |2 17,6
7 15 21,0
8 |1 28,0
MeyaTaHue TekcTa Ha hopmaTkax C BEPTUKaNbHLIM rpadneHmem OflHa cTpaHuua
MaLUMHOMMUCHOro
TekcTa
Pasmepbl nHTEpBanos:
9 |2 17,6
10 1,5 22,0
CuunTKa 1 KOPPEKTUPOBKA TEKCTA MOCHE NneYyaTaHns Ha MaLUuHKe:
11 |npoBepka MpaBWMbLHOCTM PAaCMOMOXEHUA OTneyYyaTaHHOro TeKcTa,| ogHa cTpaHuua 4,4
CBepKa C PyKONMCHbIM; KOPPEKTUPOBKA MaLLMHOMUCHOMO TeKCcTa MaLLMHOMMUCHOTO
Tekcta
12 |cunTKa, KOpPEKTMPOBKa 1 BepCTKa OflHa cTpaHuua 4,4
MaLLMHOMMUCHOTO
Tekcta
13 |HakneuBaHue npaBokK OfHa npaBka 1,4
MawwnHonncHeble paboThbl, BLINOMHAEMbIE B aBTOMAaTM3UPOBAHHOM
KoHncynbtanTtlnioc
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pexume
Besog maTepuana B KoMnblOTEP: OofjHa CTpaHuua
14 |Habop TekcTa ¢ nucta 11,0
15 |Habop Gubnuorpadmyeckoro onMcaHus 14,0
BbiBog maTepuana Ha aKpaH: OfjHa CTpaHuua
16 |npaBka TeKCTa Ha KOMMNbIOTEPE, BEPCTKA TEKCTA 8,6
17 | pepakTnpoBaHue 6ubnuorpaduyeckoro onmcaHus 2,7
18 |BbIBOA TEKCTA Ha NPUHTEP; pacneyaTka OfHa cTpaHuua 1,6
19 |BbIBOA GhopM TaAbMNML, Ha 3KpaH oJHa Tabnuua 11,0
20 |HanonHeHwe Tabnuy cogepxaHnem ofHa Tabnuvua 1,6
HacTporika TexHudeckoro oOOpydOBaHUA U TEXHUYECKoe
COMpoBOXAEHNE MEPONPUATUN:
21 |HacTpoWka TexHM4eckoro o0opygoBaHusA Anst  NpoBedeHus ogHo 120,0
MEepPONpPUSATUIA, B TOM YMCIe TpaHCnMpyembliX o cetn "UHTtepHeT" MeponpuaTne
22 | TeXHMYecKoe CONpoBOXAEHNE MEPONPUATUI ogHo 300,0
Meponpusitue
23 | npoBeaeHue ayano/Buaeosanmcn n OTOCHEMKN MEPONPUATUIA 0o4HO 300,0
MeponpusiTue
24 | obpaboTka aygno/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 yHKums 1800,0
obecneyeHus/nporpammMHo-annapaTHoOro KoMMnekca,
nucrnonb3yemoro npu  peanu3auum  NpoektoB u  pabote
nogpasgenexHus
29 | TectupoBaHue nporpaMmmHoro| opaHa yHKuus 1800,0
obecneyeHns/nporpamMmmHo-annapaTHoOro Komnnekca
30 |cocraBneHue nnaHa TECTUPOBaHUS NpOrpaMmMHoOro OAVH nnaH 2400,0
obecneyeHnsi/nporpammMHo-annapaTHOro Komnnekca
31 |npoBepka  COOTBETCTBUS pa3paboTaHHOro nporpaMmmHoro| ogHa yHKuna 480,0
obecneyeHnsi/nporpaMmMHoO-annapaTHOro KOMMeKca TeEXHUYECKOMY
3agaHuio
32 |oueHka nporpamMmHOro obecrneyeHusi/nporpamMmmMHo-annapaTHoro OAHO 25500,0
KomMMnekca nporpaMmHoe
obecneyeHve
KoHncynbtanTtlnioc
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33 |cocTaBneHue anroputma TeCcTUpoBaHuNA NPOrpaMMHOro| oAuH anropuTm 8400,0
obecneyeHns/NnporpamMmmHo-annapaTHoOro Kommnnekca

34 | cosgaHue TeCcTUpyOLEro CKpyUnTa Ansi NPOBEAEHUST HArpy304HOro|  OAMH CKpuNT 600,0
TEeCTUPOBaHUS nporpammHoro
obecneyeHns/NnporpamMmmHo-annapaTHoOro Komnnekca

35 |npoBegeHMe  Harpy3o4yHOro  TECTUPOBAHUSA NporpaMmMHoOro OofHO 480,0
obecneyeHns/nporpamMmmHo-annapaTHoro Komnnekca Harpyso4Hoe

TecTupoBaHue

36 |skcnepTHas oLeHKa NporpaMmMHoOro obecneyeHuns,| ogHa akcnepTmaa 2400,0
NMOAroTOBIEHHOIO B Opyrmx
opraHu3aumsix/nporpammMHo-annapaTHoOro Kommnrekca

37 |cosgaHMe anropMtMa  KOHBEpTMpPOBaHuMsA  paboumx  Tabnuy| opgHa oTpacnb 2400,0
BonbLoro 6GubnunoteyHoro katanora (B6K) BBEK

38 |HanuncaHne koHBepTepa Ansa npeobpas3oBaHua paboumx Tabnuy| ogHa oTpacnb 4800,0
BBK B aBTOMatusMpoBaHHYt0  WUH(OPMALMOHHYD  CUCTEMY BBEK
NUUEH3NPOBaHNA OTAENbHbIX BMAOB peaTtenbHoctn (AUC J10[1)
(MHTerpauust GUGNMOTEYHBIX OAHHBIX)

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

e

MpumevaHune: npu Habope TekcTa Ha KOMMbIOTEPe C NaTUHCKUM  LUPUTOM K HOpPME BpPEMEHM

NPUMEHSIETCA NoBbIWaLWnn KoaddunumneHT 1,3.

1.15. PaboTa no opraHusauum Tpyga v ynpaBrieHuo

Tabnuua 22
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHusi BPEMEHM!,
MWH.

1 2 3 4

MnaHupoBaHue paboTsl

C6op, aHann3 McXodHOW WHpopmauun; onpegeneHne OCHOBHbIX OQVH NnaH

3ajad roga, yToYHeHNe CPOKOB BbIMOJTHEHMS 3a4aHui, HanMcaHue

OOBACHUTENBHOM  3anMUCKW; MOArOTOBKA Mpoekta nfnaHa K

obCcyxaeHnIo Ha BceX YpOBHAX, gopaboTka nocne obcyxaeHus;

npeacTaBneHve nraHa Ha cornacoBaHve v yTBepXxaeHue:
1 |nnaHa 6mubnnoTekn 6240,0
2 |nnaHa koMnnekca/ynpaeneHusi 4800,0
3 |nnana oTgena, cekTopa 2740,0
4 |vHAMBMAYyanbHOro nnaHa 370,0

ExxeqHEBHbIN y4eT paboTbl B CTPYKTYPHbIX NOAPA3AENEeHNsIX:
5 |cTatuctudeckuii yueT 3anucaBLUMXCHA (NepeperucTpupoBaBLUMXCS)| OAHa 3anucb 2,8
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yutareneun
6 |cTaTMCTUYEeCKNin yYeT KHUIoBbl4aY, NOCeLLEHNI 0oJHa 3anucb 8,6
7 |yyer WMHopMaLnoHHO-6ubnuorpaduyeckom paboTbl no| oAHa 3anucb 2,7

yCTaHOBMeHHON dhopme

8 y4eT BbINOJIHEHHbIX CMpaBOK O[Ha 3anncb 2,7

ExxeqHeBHbI y4eT abOHEHTOB, MOMb3YOLIKUXCS NporpaMMamu

MBA:

9 |cTaTuctmyecknii yueT aboHEHTOB, nonbayowmxca MBA 0oJHa 3anucb 2,7

10 |cratuctnyeckun  y4yet nonyyeHHbIX  3aKasoB, BblAaHHbIX| OAHa 3anucb 9,8
OOKYMEHTOB

11 |cTtatucTnyeckuin y4eT 3akasoB, MNepeHanpaBfeHHbIX B Apyrve| ofHa 3anvcbh 2,7
onbnuoTekn

12 |3anucb utoroB pabotbl B "[HeBHWMK paboTbl" nogpasgeneHvs| oaHa 3anuch 3,2
onbnuoTekn

13 |vHOMBUAOYanbHbIA YYET: exeHEeBHOE 3anoSfIHeHWe NUCTKa yveTal ofgHa 3anucbh 15,0

TpygosaTtpaT unu gHeBHUKa paboTbl bubnuoTtekaps

CBOAHbIN CTAaTUCTMYECKMIA yYeT no Gubnuoteke

Yucno untaTenei, KHUrosblgay, nocelleHunin; noasegeHne utoros| ofgHa 3anucb
CTaTUCTUYECKMX JaHHbIX MO BuBnnoTeke:

14 | mecsy, 528,0
15 |kBapTan 792,0
16 |ropg 1080,0

Cratuctunyeckui yyet B pexume AC:

17 |BBOA CTATUCTUYECKMX AAHHBLIX C KOHTPOJSIBHOIO NIMCTa OAWH NNCT 0,16

18 |cBOAHLIV cTaTUCTUYECKUIA yYeT o GubnuoTteke (YMcno uyutaTenen,| ogHa Tabnuua 0,27
KHWUroBblaay, NoceLLeHnin)

MopBeneHne NTOrOB CTAaTUCTUYECKMX OAHHBIX MO OMGNMoTekKe: opfHa Tabnuvua
19 |mecsay 0,27
20 |keapTan 0,27
21 |ron 0,27

CocTtaBreHune oT4eToB:

22 |ApyemM  NNaHOBO-OTYETHbLIX  OOKYMEHTOB  OT  CTPYKTYPHbIX| OAMH OOKYMEHT 60,0
nogpasgeneHun ¢ npoBEepKOW MOSMHOTbI COCTaBa; CocTaBfeHue
cBOAHON Tabnuubl OCHOBHbLIX NOKasaTenen

CocraBneHve aHanuMTUY4ecKoro oTyeTa: aHanus AesaTenbHOCTU OOWH OTYeT
nogpasgeneHni n 6mbnuotekn, OTMETKa W3MEHEHWA 3a rog,

KoHncynbtanTtlnioc
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HanncaHune TeKCTa, npeacrtaBrieHne Ha cornacoBsaHue n

yTBEpXOEHUE:

23 |oTyeT GubnmoTeku 3a rog 3980,0
24 |oT4yeT OoTAEeNa, cektopa 3a rog 1320,0
25 |nHAMBMayanbHbIA OTYET 3a rof 586,0

CocTtaBneHue HaHCOBbLIX OTYETOB 06 onnaTte no Buaam nnaTHbIX OOVH oTYyeT

ycnyr:
26 |3a mecsy 510,0
27 |3a kBaptan 840,0

Otuer nepen YntatendaMmm n HaceneHnem:

28 |onpegeneHve cpoka npoBedeHMs OoTyeTa, MNOBECTKM  [HS, 0Ho 1580,0
OonoBeLLeHMe O [He OoTyeTa uuTaTenen, HaceneHus, BbINyCK| MeponpuaTue
cTeHraseTbl, 0popMneHMe NPOTOKONA, 3aMeYaHUn U NpeanoXeHnUn
ymTaTenemn, HaceneHnsa, CocTaBrieHNe NnaHa ux peanusaumm

lNogroToBKka NPON3BOACTBEHHbIX COBELLAHUN

OnpegeneHve MOBECTKM [OHS, Kpyra Y4acTHMKOB, MOAroTOBKa|oaHO coBellaHue
CTpaBKu, ApPYrMX MEPOMNPUSTUIA, MPOeKTa pPELLUeHMUs, OMoBeLLeHue
YYaCTHMKOB COBELLIaHWA, NMOArOTOBKA NOMELLEHUs:

29 | coBellaHne paboOTHUKOB BUBNIMOTEKM 320,0
30 |coBellaHne paboOTHUKOB oTaena 264,0
31 | coBelaHne no ntToram MNPUHATLIX PELUEeHUA C LeNbi OLEHKM WX|ogHo coBellaHne 27,0

pe3ynbTaToB, NPOU3BOACTBEHHbIE COBELLaHNA NO UToram roga

32 |onepaTtuBHoOE coBellaHne (ans peLleHuns TeKyLLUMX | O4HO coBellaHue 60,0
NpPon3BOACTBEHHbIX 3a,qaq)

OpraHu3zaunoHHo-onepaTnBHas paboTa:

33 |ookymeHTanbHoe  odopmrieHne  pexmnma  paboTbl  oTgenal ogouH AOKYMEHT 360,0
(coctaBneHue rpacdmka paboTbl, OTMYCKOB)

34 |obecneveHne KOHTPONSA 3a BbIMNOMHEHUMEM MPOM3BOACTBEHHOINO| OAHO 3agaHue 15,0
3aJaHnsa N Ka4ecTBOM paboThl

35 |obecneveHne KOHTpOMs 3a MCMOSHEHUEM  YMpPaBIEHYECKOro| OAWH AOKYMEHT 15,0
pelwieHuna, npuKkasa, YKa3aHuA ONPEKTOopa, 3amMecTtuTend
OupekTopa, 3aB. OTAenoM

36 |3akntoveHue, NnpoaneHne goroeopa ¢ hypmamm, npeanpusTuamun,| oauH Jorosop 840,0
opraHv3aumsiMu, YacTHbIMU NpeanpuHMMaTensMm
37 | cocTaBneHue KanbKynaumMm LeH Ha nnaTHble yenyru OAWH JOKYMEHT 3340,0
38 |BbINUCbIBaHWE cyeTa, KBUTAHLUUMU OOVH JOKYMEHT 13,4
39 |cBepka onnaTbl CHETOB OLVH LOKYMEHT 13,8
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JdenonponsBoacTeo:
40 |npuem u perncTpaums BXoadLlen KoppecnoHgeHumm OAWH JOKYMEHT 15,0
41 | konuposaHue/ckaHMpOBaHNE AOKYMEHTOB OOVH JOKYMEHT 15,0
42 |otnpaBka/nonyyeHne pakcoBbIX KONUA JOKYMEHTOB OAVH [OKYMEHT 30,0
43 |obecneyeHne KOHTPONS 3a CBOEBPEMEHHbIM  MCMOMHEHMEM| OOWH OOKYMEHT 15,0
OOKyMeHTa
44 |cuctemaTusaums M MNOALUMBKA  WUCMOSTHEHHbIX JOKYMEHTOB B| OOWH JOKYMEHT 30,0
COOTBETCTBUMN C HOMEHKNaTypon aen
Pa6oTa B pexume AC:
45 | peructpauus Bxoadilemn KoppecnoHAeHLMM: OflHa KapTouyka 15,0
46 | obecneyeHne KOHTPONSA 3a WCMONIHEHMEM [OOKyMEeHTa: BbIBO4 Ha| ofgHa 3anucbh 7,0
9KpaH KOHTPOSbHOM KapTouku; BBOA B Hee uHdopmauumn o6
NCMONHEHUN
47 |pelweHne XO3SAWCTBEHHbIX BOMPOCOB (Mogada 3asiBOK Ha| oOA4WH BOMpPOC 30,0
YCTPaHEHWE HeucnpaBHOCTEN paboumx MNOMELLEHWI, 3akas U
nosiydeHve KaHUenspckMx TOBapoB W ApyrMx martepuanos CO
cknaza)
Baanmopgencteune mexay CTPyKTYpHbIMU NogpasgeneHnsamu:
48 |cocTaBrneHune 3anpocoB, TPeOOBaHUN, MOACHUTENbHBLIX 3aNWCOK M| OAMH OOKYMEHT 20,0
Cny>xeBHbIX 3anncok
49 |nogaya 3anpocoB, TpeOOBaHWM, MOSICHUTENbHLIX 3anMcoK W| OAMH JOKYMEHT 25,0
CnyXeOHbIX 3an1CcoK B Ne4YaTHon popme
50 |nopgava 3anpocoB, TpeboOBaHWA, MNOACHUTEMbHLIX 3aNUCOK W| OOWH AOKYMEHT 10,0
CcnyXeObHbIX 3aN1COK B 3NEKTPOHHON dhopme
51 | obGecneveHne KOHTPONA 3a UCNOSNIHEHNEM 3anpocoB, TpeboBaHun,| OAWH AOKYMEHT 40,0
NOSICHUTENbHBIX 3aMMCOK U CryXebHbIX 3anncok
lMpumeyaHue: BpeMsi npoBedeHWUs OTYeTa nepen yuTatensiMv, HaceneHuem, COBeLLaHUn B HOpPMY
BPEMEHMN HE BXOOUT.
2. TnoBble oTpacneBble HOPMbI TpyAa Ha paboTbl, BbIMNOMHSAEMbIE
B rocyAapCTBEHHbIX (MyHULMNanbHbIX) Bubnuotekax (Ha ocHoBe
aBTOMaTU3MPOBAHHbLIX CUCTEM YNpaBneHnsi npoueccammn)
2.1. KomnnekrtoBaHue ¢oHAOB
Tabnuua 23
N HanmeHoBaHue npouecca, onepauun. Coctar paboTbl EavHunua Hopma
n/n n3mepeHusi BpEMEHN,
MWH.
1 2 3 4
1 |npvem n ot6op ANa POHAOB HOBbLIX NMOCTYMMAEHUNA, MOSTYYEHHbIX MO| OAWH OOKYMEHT 3,6
KoHncynbtanTtlnioc
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COMpoOBOAUTENBHOMY  OOKYMEHTY - TJUCTYy  rocyaapCTBEHHON
perncrpauum
2 | TexHunyeckast 06paboTka AOKYMEHTOB OAWNH OOKYMEHT 4.5
3 |BBOA AOKyMeHTOB B 6a3y gaHHbIxX (BA) OOVH JOKYMEHT 4.5
2.2. bubnmorpadunyeckoe onvcaHme u MHOEKCUpPOBaHWE JOKYMEHTOB
Tabnuua 24
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHusi BpEMEHN,
MWH.
1 2 3 4
1 | dopmumpoBaHne Gubnmorpacmyeckon 3anncu Ha AOKYMEHTbl Ha| oaHa 3anuch 18,0
PYCCKOM 13bIKe (onmMcaTenbHas Katanormsauus)
2 | dopmupoBaHne 6ubnvorpaduyeckon 3anncu Ha OOKYMEHTbl Ha| oaHa 3anucb 27,0
MHOCTPaHHbIX €BPOMENCKUX $A3blkax W s3blkax HapogoB Poccuw,
KpOMe pyCCKOro (onucaternbHasi katanornsaums)
3 | dopmupoBaHue 6ubnmorpadmnyeckon 3annucu Ha crapornedatHble| ofHa 3anucb 60,0
KHUTM 1M pykonuMcuM  (onucatenbHass UM coAaepaTernbHas
KaTanormsauus)
4 |nHOekcMpoBaHWe AOKYMEHTOB (CoAepXaTernbHas kaTanormsaums) ofHa 3anucb 18,0
5 |dopmupoBaHue aBTOpuTeTHOM 3anucu (Ha wWMmeHa nud,| oAgHa 3anucb 30,0
HanMeHOBaHUN opraHu3aLmn)
6 |dopmupoBaHMe gaHHbIX B (OOHOOBOW 3anucu oJHa 3annucb 5,0
2.3. PaboTa c katanoramu
Tabnuua 25
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHunsi BPEMEHMN,
MWH.
1 2 3 4
1 |pa3bop kapToyek Ansi paccTaHOBKM B andaBUTHLIE KaTanoru O[lHa KapTouKa 0,2
PepaktnpoBaHue reHepanbHoOro andaBuTHOro Kararora: OfiHa KapTouyka
2 |kaTanor - ctapbiv pag (ao 2000 roga); 1,0
3 |xartanor - HoBbIN pag (¢ 2000 roga); 0,5
4 |kaTanor - WHOCTPaHHbIE €BPOMENCKME SA3bIKM U A3bIKM HaApOOoB 1,0
Poccun, kpome pycckoro
5 |pa3bop kapTouek st pacCTaHOBKM B CUCTEMATMYECKNE KaTanoru OfHa KapTouyka 0,3
KoHncynbtanTtlnioc
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6 |pemakTnpoBaHue [eHepanbHOro CUCTEMATMYECKOrO KaTanora| ogHa KapToudka 0,5
(FCK)
7 | penakTnpoBaHuWe opurMHan-maketa Gubnuorpaduyeckux 3anucen| ogHa kapTouka 0,3
(B3) Ha ogHoYaCTHblEe JOKYMEHTbI
8 |pepaktnpoBaHne opurnHan-maketa B3 Ha  MHorovactHble| ofgHa kapTouka 0,45
OOKYMEHTbI
9 |pemakTMpoBaHWe 3anuncen Ha eanHULbI XpaHEHUsT B MpPOrpaMMHOEe|  oAHa 3anucb 54
obecneyeHnn (MO) No M3BELLEHMAM O BHECEHUN W3MEHEHWUIA B
KaTanoru, noslydyeHHbIM U3 TexHornornveckoro otgena (TO)
PepaktnpoBaHne B3 petpokoHBepcun B O (KOHTpOmbHble Mons| oaHa 3anucb
dopmaTa n Tekcta b3):
10 | peoakTupoBaHue KOHTPOSbHbIX Nonen dopmaTa 54
11 | pemakTupoBaHue Tekcta b3 54
12 |pemaktnpoBaHue 6ubnuorpacdumyecknx 3anmcen (B3) B T1O| opgHa 3anuch 54
(sBegeHune nHgekcos BBK B B3 peTpokoHBepcun)
13 | dopmupoBaHme B3 B [10 ¢ ncnonb3oBaHMeEM CBOAHOrO Kartamora| opgHa 3anucbh 12,0
6ubnuoTtek Poccun
14 |pepaktupoBaHue b3 Ha MHoro4acTHble JokymeHToB B [10 oJHa 3anncb 12,0
2.4. PaboTta ¢ poHOOM
Tabnuua 26
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpEMeH!,
MWH.
1 2 3 4
MogrotoButenbHas paboTa:
1 |noagrotoBka pabo4ynx mect ofHo paboyee 50
MEeCTO
2 |nonyyeHve OOKYMEHTOB C BbICTaBKM HOBbLIX MOCTynneHwh (npu| ofHa naptus 16,0
yyacTum 4-x yenosek) (100
JOKYMEHTOB)
3 | npuem HOBbIX NOCTYNNEHWN B Nporpamme nepegayu oAHa napTus 12,0
(100
[JOKYMEHTOB)
O6paboTka HOBbIX NOCTYMMEHWUNA:
4 | nepBUYHbIN pa3dop HOBbLIX MOCTYMSIEHWI OAHa naptu4 26,0
(100
OOKYMEHTOB)
5 |pa3bop OOKYMEHTOB ANs onpenerieHns pacCTaHOBOYHbIX LLMAPOB OAHa napTu4 1,0
(100
KoHncynbtanTtlnioc
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OOKYMEHTOB)
6 |npepBapuTenbHas cuctemaTus3aums  OOKYMEHTOB  rpynnoBoOKM| OAHa naptud 1,0
00paboTkn ansa onpeaeneHns NoIoYHOro nHAeKca (100
OOKYMEHTOB)
LLndbpoBka AOKYMEHTOB: OAWH JOKYMEHT
7 | c aBymsa wundpamu (1 - "BUpTYyanbHbIn") 1,0
8 |6e3 wudpa 1,8
9 |pocbinbl 3,6
10 |BBOA WNbpa 0,5
LLincbpoBka 4OKyMEHTOB rpynmnoBon 06paboTku: OAVH JOKYMEHT
11 |npepBaputenbHaa cucTtematMsaums (BBOO WHAEKCA OTpaciu 1,0
3HaHua no Tabnuuam BBK B 3K)
12 | peTtanbHas cuctematmsaums (BBo4 nonoyHoro uHgekca bBK B 3K) 1,0
13 | 0bpaboTka JOKYMEHTOB Ha MHOCTPaHHbIX €BPOMENCKMX A3blkax OOVH JOKYMEHT 3,6
14 [obOpaboTka [OKYMEHTOB Ha HaUMOHamnbHbIX $3blkaX HapOAoB| OAWH AOKYMEHT 4.5
cybbekToB Poccuiickon degepaumm
15 |npuem n obpaboTtka gokymeHToB XVIII - XIX BB. OOVH LOKYMEHT 8,0
16 |npvem n 06paboTka OTEYECTBEHHbIX MEPUOOUYECKUX M3OAHWUA U3| OOMH JOKYMEHT 1,8
3ana TekyLmx nepuoamyeckmx nsganmn (3Trn)
17 |npvem n 06paboTka MHOCTpaHHbIX NEPUOAMYECKUX U3AaHUA W3| OAWH LOKYMEHT 1,8
3TMnn
18 |nepelwmdpoBka JOKYMEHTOB OAVH [OKYMEHT 27,0
19 |BBOA Gap-koga gokymeHTa B 9K OOVH LOKYMEHT 2,6
20 |nepenaya OokyMeHTOB B ooHA 6mbnmoTeku (Pb) OAHa napTusa 26,0
ﬂOKy(IJI(e)(H)TOB)
O6cnyxnBaHue yitatenen n aboHeHtos B ®b:
21 | BbINONHeHWe TpeboBaHMN, MOCTYNUBLLMX MO 3NIEKTPOHHOMY 3aKkasy ofHO 1,0
TpeboBaHue
22 | B3anmopac4eT CO CTPYKTYpHbIMM NogpasgeneHnsamm oubnmoTtekm OAHa napTu4 14,0
p,0|<y(|\1/|g(|-|)Tos)
23 | paboTa ¢ 3a40MKEHHOCTBIO OLVH LOKYMEHT 1,8
CoxpaHHoCcTb (hoHAOO0B:
24 |nogrotoBka — OOKYMEHTOB — Ha MUKpOUIbMUpPOBaHUE n| oouH JOKYMEHT 54
CKkaHMpoBaHue
KoHncynbtanTtlnioc
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25 |nepegaya AOKYMEHTOB Ha MUKPOMUNBMUPOBAHUE U CKaHMpoBaHue | ogHa naptums (20 16,0
OOKYMEHTOB)
Ceepka doHaa ¢ aneKkTpoHHbIM kaTanorom (OK): OAVH JOKYMEHT
26 |ogHo4YacTHble JOKYMEHTOB 1,8
27 | MHOrovacTHble JOKYMEHTOB 3,6
28 | npoBepka JoCTyna K 3NIEKTPOHHOMY pecypcy OLVH LOKYMEHT 54
MepeBoa OOKYMEHTOB B LMPOBOM hopmaT:
29 |npuem/nepepaya nevatHbIX U3gaHuii U3 otgena cdooHgoaepxartens| oavH AOKYMEHT 0,9
no aBTOMaTU3MpPOBaHHONM NporpamMmme nepegad
30 |cBepka NONyYeHHbIX AOKYMEHTOB C OMEKTPOHHbIM KaTtanorom W| oguvH AOKYMEHT 3,3
pacnpegeneHne 3aknagok ¢ MMeHeM dpanna no  nevartHbIM
opurnHanam
31 | pacnpegeneHne nevyaTHbIX [OKYMEHTOB MeXay onepatopamu| oaHa napTtud 55,0
ckaHupoBaHus (40 LOKyMEHTOB)
32 | ckaHMpoBaHue neyvaTHbIX JOKYMEHTOB B MOSIHOLIBETHOM peXume OfHa CTpaHuua 0,33
33 | KonMpoBaHWe onepaTopoM 3MEKTPOHHOM KONMUN OTCKaHMPOBAHHOIO| OAWH AOKYMEHT 30,0
OOKYMEHTa Ha cepBep
34 | 06paboTka 3NEKTPOHHON KONMUU OTCKAHUPOBAHHOIO M3OaHUs OfHa cTpaHuua 2,5
35 | konvpoBaHue onepaTtopom o6paboTKN rOTOBOM SMEKTPOHHOW KOMUU| OOUH AOKYMEHT 30,0
OTCKaHMPOBAHHOIO M34aHus ¢ paboyel cTaHUuKM Ha cepBep
36 | Bepudmkaumnsa (MpoBepka C NOMOLLbIO JOKA3aTENbCTB) U KOHTPONb| OAWH AOKYMEHT 10,0
KayecTBa 06paboTaHHbIX ANEKTPOHHbIX KON NeYaTHbIX U34aHun
37 |pacno3sHaBaHue TekcTa u cosgaHue [NOP-dainoB 3nNeKTPOHHbIX| OAWH AOKYMEHT 35,0
KONWI NeYvaTHbIX N3gaHui
38 |konupoBaHne pacnosHaHHbIX MOP-annoB SNEKTPOHHbBIX KOMWW| OAWH AOKYMEHT 6,0
nevyaTHbIX N30aHMA B TEXHOMOMMYECKy0 MNanky Ans AanbHenwen
3arpysku Ha cepBep
2.5. O6cnyxuBaHue MHOropogHNX aboHEHTOB B LEHTpe ANCTaHuuoHHoro obpasosaHmsa (LOO) n MBA
Tabnuua 27
N HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHusi BPEMEHMW,
MWH.
1 2 3 4
1 |nogrotoBka paboumx mect ofHo paboyee 4,2
MecTO
2 | NpOCMOTP 3MEKTPOHHOM MOYTbl, O3HAKOMIIEHME C MOCTYNMBLUMMMW| OOHO CoObLieHne 26,0
coobLeHnamun
KoHncynbtanTtlnioc
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3 |peructpauna aboHeHTOB OLVH abOHEHT 4,5
4 |npvem 3aka3oB OT abOHEHTOB 4Yepe3 aBTOMaTM3UPOBAHHYHO OAMH 3aKas 2,7
CcUCTeMy nopTana ynpasneHns OOMOMHUTENBbHOIO 06CMyXMBaHMUSA
(YOO)
lMpoBepka MO SNEKTPOHHOMY KaTanory Hanuuus OOKyMeHTa B| OAMH LOKYMEHT
doHaax, npocTasneHne wndpa Ha GrnaHke-3akase:
5 |6e3 bubnuorpadumyeckon gopaboTku 3,6
6 |c bubnuorpadurdeckoi gopaboTkom 17,0
7 |npuem JOKYMEHTOB OT OTAENOoB (hoHAoAepKaTenen OOWH penc (13 9,0
Pb)
8 |noaroTtoBka 1 ocbopmrieHMe JOKYMEHTOB K Bblaade OAWH JOKYMEHT 2,7
9 | bopmupoBaHME KanbKynsuMn Ha onnaTty ycnyriu 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 [OKYMEHTOB B  aBTOMaTM3MPOBaHHOW| OAWH AOKYMEHT 1,8
cucteme
12 |oTnpaBka 6angeponemn ofHa 6aHgeponb 4.4
13 | cocTaBneHne onncu NoAroTOBIEHHbIX K OTNpaBreHnto baHaeponen| ogHa 3anucb 2,7
14 |TpaHcnopTuposka 6aHgeponen B nogpasgeneHve OTNpaBku| ofHa napTus 9,0
3akasHblx 6aHaeponen
15 | npvem OOKYMEeHTOB, BO3BpaLLEHHbIX aboHeHTaMm 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 |pacneyvaTtka auccepTauun U3 anekTPoHHoM 6as3bl AuccepTauuin no OAWH NNCT 1,0
3aka3y aboHeHTa
19 |KOHTpOMb 3a noraleHnem 3a40IMKEHHOCTH OOWH aboHeHT 14,0
20 | nouck Henony4eHHbIX 6GaHaeponen ofHa 6aHgeponb 55,0
21 |Bo3BpaT OWMOOYHO 3acnaHHbIX JOKYMEHTOB oaHa 6aHaeponb 3,5
22 | cnpaBKu U KOHCYMbTaumm o6 ycnoBusx obcnyxmnsaHns aboHeHTOB, ogHa 9,0
no pabote aBTomaTuampoBaHHol cuctemnol LIAO n MBA KOHCynbTauna
2.6. CnpaBo4Ho-6ubnuorpacmyeckoe obcnyxmsaHune
Tabnuua 28
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n namepeHusi BpeMeHN,
KoHncynbtanTtlnioc
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[ata coxpaHeHus: 18.09.2015

BbIMOSIHAEeMble B OM...

MWH.
1 2 3 4
BbinonHeHne ycTHbIX Gubnuorpadgmyeckmx cnpaBok:
1 |nogrotoBka paboumx mect exeHeBHO 13,0
2 |exegHeBHbIN CTaTUCTUYECKUN yyet exeHEeBHO 13,5
crnpaBoYHO-6nbnunorpadunyeckoro o6cnyxmBaH1s YmtaTenen
3 |mnsyyeHue oTpuuaTernbHbIX OTBETOB Ha Oubnuorpadumyeckue OAVH 13,5
3anpockl C Lenblo BbiBneHns bpaka oTpuLaTeNbHbIV
oTBeT
4 |npueM 3anpoca Ha BbINONIHEHNE Onbnnorpaduyeckon crpaBkm OAWH 3anpoc 10,0
5 |odopmneHne KOHTPONLHOro NUCTKa NoNb3oBaTens O4MH 1,0
nonb3oBaTternb
6 |Tematunyeckas ycTHas bubnmorpaduyeckas cnpaska OfHa crnpaska 17,0
7 |agpecHas ycTHas cnpaBka OfHa crnpaska 8,0
8 |yTouHsilowan ycTHast bubnuorpadmyeckas cnpaska OfHa crnpaBka 18,0
9 | pakTorpaduyeckas yctHaa bubnumorpacunyeckas cnpaska OfjHa crpaBka 15,0
KoHcynbTaumm: ogHa
KOHCynbTauus
10 |6ubnumorpaduyeckas 10,0
11 |opueHTupytowas 6,0
12 | BCcnomoraTenbHO-TEXHUYECKas 3,0
13 | 6ubnumorpadguyeckas/dpakrorpacduyeckas cnpaeka OfHa crnpaBka 12,0
BbinonHeHne nMcbMeHHbIX Gubnunorpadunyecknx cnpaeok:
14 |npuem u permcTpaums NMCbMEHHOro 3anpoca B OPraHU3auMoOHHOM|  OOWH 3anpoc 3,0
rpynne
15 | ancneTyepmsaumsi NMCbMEHHbIX 3anpocos B rpynne CEO exegHeBHO 60,0
16 |peructpaums 3anpoca B XypHane yyeTa MMCbMEHHbLIX CMpaBoOK| oaHa 3anucb 3,0
rpynnel CBO
lMucbMeHHas TemaTudeckas cnpaska:
17 |TemaTtunyeckas cnpaBka 1- CTeneHn CroXxHOCTU: 40 25 Ha3BaHMK,| OfHa cripaBka 1200,0
C NPOCMOTPOM Brnbnuorpadnyecknx NCTOHYHMKOB
18 |TemaTnyeckass cnpaBka 2-i CTEMEHW CROXHOCTW: cBbiwe 25| ogHa cnpaBka 2900,0
HasBaHWN, C MPOCMOTPOM Oumbnmorpadnyeckx M TEKCTOBbIX
NCTOYHMKOB
19 |nucbMeHHasa yTouHsowas bubnmuorpaduyeckas cnpaska OfHa crnpaBka 360,0
KoHncynbtanTtlnioc
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BbIMOSIHAEeMble B OM...

20 |nMcbmeHHas agpecHas cnpaBska OfjHa crpaBka 120,0
21 | ncbmeHHasa gakTorpaduyeckasa cnpaska OfHa crnpaska 360,0
MUCbMEHHbIE KOHCYNbTaALUN: ofHa
KOHCynbTaums
22 | 6ubnuorpaduyeckas 480,0
23 | opueHTupytoLwas 480,0
24 | koHcynbTaunsa-Knue 240,0
PepaktnpoBaHue BbINOMHEHHbLIX MUCbMEHHbIX CNPaBOK:
25 |agpecHas nuCbMeHHas crnpaBska OfHa crpaBka 9,0
TemaTtundeckasd NMCbMEHHasi crnpaeka: OfjHa crpaBka
26 |1-1 cTeneHn CnoXHOCTH 18,0
27 | 2- cTeneHn CnoXHOCTH 48,0
28 | yTouHsOWan NMcbMeHHas cnpaska ofiHa cripaBka 8,0
29 | dakTorpadmyeckas nMCbMeHHas cnpaska OfHa crnpaska 8,0
30 |pernctpauus BbINOSIHEHHOW MWCbMEHHOW CMpaBkM B rpynne| opgHa 3anuch 3,0
cnpaBoyvHo-bubnuorpacdmnyeckoro  obenyxusaHua  (CBO) B
XypHane yyeta NMCbMEHHbIX 3arnpocoB
31 | peructpauus BbIMOSTHEHHOWN NUCbMEHHON cnpaBku B| o©OAHa 3anucb 2,0
opraHu3aunoHHow rpynne CBO
32 | odhopmneHne n nepegada/oTnpaBneHne oTBeTa 3aKas4ymky OAWH 3anpoc 12,0
BupTtyanbHasa cnpaBoyHasi cnyxba:
33 | BupTyanbHas TemaTuyeckas cnpaska OfHa crpaska 18,0
34 |BupTyanbHas agpecHas crnpaBka OfHa crnpaska 7,0
35 | BupTyanbHas yTouHsOWasa cnpaska OfHa crpaBka 18,0
36 |BMpTyanbHas opueHTUpyoLasa cnpaska OfHa crpaBka 6,0
37 |BupTyanbHas dakTorpaduyeckasa cnpaska OfHa crnpaska 15,0
38 | ochopmneHne oTBeTa Ha 3anpoc YnTaTens OAHO NNCbMO 6,0
39 | nononHeHne apxmea BbINOMHEHHbIX CnpaBok ("basbl 3HaHun") OAiHa cripaBka 11,0
40 CKaHMPOBaHME [OKYMEHTOB W3 ¢doHgoe CBO no 3akasam| opHa cTpaHuua 3,0
nonb3oBartenen
KoHcynbTauum: ofHa
KOHCymnbTaums
41 | 6ubnuorpaduyeckas 10,0
42 |opueHTupyowas 10,0
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[ata coxpaHeHus: 18.09.2015

43 | koHCcynbTauusa-knuLle 5,0
44 |KkoopguHaumMs W aucneTyepusaumsi BbIMOMHEHUS BUPTYarbHbIX| OOHO MUCBMO 12,0

CrpaBokK

Bubnnorpaduyeckoe o6yyeHne nonb3oBaTenen: ofHa

KOHCyrnbTauus

45 | meTogunyeckas 10,0
46 |Tematundeckas 15,0
47 |nogroToBka 6mbnmorpadunyeckoro ob63opa/obyyatoLero ofHO 2400,0

MeponpusaTusa No Metoauke opmupoBaHus bubnuorpaduyeckon| meponpusaTie
3anucu, paboTbl ¢ kKaTanoramu, No meToguke Gubnunorpadpuyeckoro
onucaHusa, GubnuorpaumyeckMMm MCTOYHMKaMM OPMUMPOBAHUS
cnucka nuTepaTypbl K Hay4dHow paboTe

48 |npoBeneHve Bubnuorpadmnyeckoro ob3opa/obyyatoLLiero 0ofHO 60,0
Meponpusatus (no ) mMeponpusTme

Okckypcun no ¢oHAam UM cnpaBoyHo-Bubnuorpadmyeckomy| ogHa aKCKypcus
annaparty (CBA) LUBC:

49 |nogrotoBka 480,0

50 |npoBeaeHue 60,0

BeneHune cnpaBo4yHo-6ubnmMorpadmnyeckoro annapara:

51 | BegeHune apxmBa BbINOSTHEHHbIX CNPABOK B 3SIEKTPOHHbIN PEXNUM OfHa crnpaska 8,0

52 |BBOA kapToTek B 6a3y gaHHbIx (B) OfHa KapTouyka 6,0
BbicTaBoyHas pabora: O/iHa BbICTaBKa

53 | paspaboTka nnaHa opraHn3aumMm 1 3KCMOHNUPOBAHUS TEMATUYECKON 2160,0
BbICTaBKMU

54 |nogrotoBka conpoBoAMTENLHOW [OOKYMEHTauuMu K BbICTaBke, 360,0
3TUKETAXY

55 | MOHTa) BbICTaBKU 480,0

56 | peMOHTaX BbICTaBKU 240,0

57 |cosgaHne aduw, oObABNEHW, nporpamMm AOfis  NpoBedeHus 60,0
BbICTABOK

lMpumeyaHwue: npu paboTe C AOKYMEHTaMW Ha WMHOCTPAHHbLIX EBPOMENCKUX SA3blkaX U SA3blkaX HapOAOoB
Poccun, kpome pycckoro, K HopMaM BpeMeHU NpUMEHSAEeTCs noBblwatowmi koadpduumneHT 1,15.

2.7. HoTHble usgaHuns v 3Byko3anucu

Tabnuua 29
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpeMeH!,
MU/H.
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1 2 3 4

dopmumpoBaHne Gubnmnorpaduyeckon sanncu:

1 |Ha rpaMMOOHHbIE NNACTUHKM (TPaMMNNacTUHKM) HA PYCCKOM S3blKe OAWH OMnCK 140,0
(onucaTtenbHasa kaTanorMsauus)

2 |Ha rpamMnnacTMHKM Ha MWHOCTPAaHHbIX EBPOMNENCKUX A3blkax WU OAWH OMCK 180,0
A3blkax HapogoB Poccun, Kpome pycckoro (onucartenbHast
KaTanorusaums)

3 |Ha ayguoguMckax Ha  pYycCKOM  43blke  (onucaTternbHas OAVH AUCK 160,0
KaTanorusauus)

4 |Ha aygnoamckax Ha MHOCTPAHHbIX EBPOMENCKNX SA3bIKaX W A3blKax OAVH AUCK 220,0
HapogoB Poccuu, Kpome pycckoro 43sblka  (onucatenbHas
KaTanorusauus)

5 |Ha aunckax dopmaTa ayamodannos (onucatenbHas OAVH AUCK 480,0
KaTanorusaums)

6 |[Ha HOTHble wu3gaHMst Ha pycckoM  A3blke  (onucaTenbHasi| oavH AOKYMEHT 132,0
KaTanorusauus)

7 |Ha HOTHble M3OaHUA Ha MHOCTPAHHLIX EBPONENCKUX A3blkax W| OAVvH OOKYMEHT 140,0
Aa3blkax HapogoB Poccun, kKpome pycckoro (onucatenbHas
KaTanorusauus)

CnpaBo4Ho-bubnuorpaduyeckoe obcnyxmBaHme B  YMTaNbHOM
3ane

BbinonHeHne ycTHon Gubnuorpadmyeckon cnpasku:

8 |npuem 3anpoca Ha BbinonHeHne Gubnuorpadryeckon crnpaskm OAWH 3anpoc 6,0
9 |TemaTu4yeckas yctHas bubnuvorpadumyeckasa cnpaeka OfHa cripaBka 20,0
10 |ycTHas agpecHas bubnuorpaduryeckas cnpaska OfHa crnpaBka 12,0
11 | yTouHsoWasn ycTHast bubnmorpaduyeckas cnpaska OfjHa crpaBka 22,0
12 | dakTorpadmyeckas yctHas bubnuorpadudeckas cnpaska OfHa crpaBka 18,0
KoHcynbTauum: ofHa
KOHCyrnbTaums
13 |6ubnuorpadunyeckas 10,0
14 |opueHTupylowas 3,0
15 | BCcnomoraTenbHO-TEXHUYECKas 6,0

BbInonHeHne NMcbMeHHbIX GUBNMorpadUueckmx cnpaBok:

16 |npvem n perucTpaums 3anpoca B KHWUre y4yeTa MUCbMEHHbLIX| OfHa crpaska 15,0
Bmbnmorpadun4eckmx cnpaBok

17 |u3yyeHne 3anpoca, yCTaHOBMNEHME WM YTOYHEHWE 3NeMeHTOB| ofHa crpaBka 900,0
bmbnuorpadmyeckon sanmcm

KoHncynbtanTtlnioc
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BbIMOSIHAEeMble B OM...

BeneHue cnpaBo4Ho-6ubnMorpadmyeckoro annapara:
18 | odhopmneHne KapToYvkM AN KapToTeK OfHa KapTouyka 16,0
19 | cospaHne Gubnuorpadcmyeckon 3anucu (63) Ha ctaTbn N0 My3blike| oaHa 3anucb 8,0
N3 JOKYMEHTOB, HE COOTBETCTBYHOLLUMX Npochunto
20 |BeneHue kapToTeK OfHa KapTo4ka 1,0
2.8. Pabota ¢ nutepatypon no 6ubnuotekoBeneHuto, bubnmnorpacdoBeaeHno U KHUrOBELEHNIO
Tabnuua 30
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n n3mepeHusi BpeMeHN,
MWH.
1 2 3 4
O6paboTka HOBbIX MOCTYMNSIEHWIA B MPOrpaMMHOM obecneyeHun
(NO):
1 |npvemM HOBbIX MOCTYMMEHUA OTEYECTBEHHbIX [JOKYMEHTOB B| OOWH JOKYMEHT 0,5
OMCNEeTYEPCKOM NporpaMmMe nepegaym
2 | npvem HOBbIX NOCTYNIEHNA HA MHOCTPAHHbLIX EBPOMENCKNX A3blkaxX| OAMH OOKYMEHT 1,0
N a3blkax HapoaoB Poccun, Kpome pycckoro
3 |odopmneHne kapToukM Ha OOKYMEHT Ha PYCCKOM 4A3blke Ans| ogHa kapTouka 8,0
KaTanoroB u kapToTek obnacten (OBJ)
4 |odhopMneHne KapTOuKM Ha  OOKYMEHT Ha  WMHOCTPaHHbIX| OfHa KapTouyka 10,0
€BPONEenCcKMX A3blkax 1 Aa3blkax HapogoB Poccuu, KpoMe pyccKoro,
ans katanoros un kaptoTek OBJI
5 | AHanuTtu4yeckoe onncaHne gokymeHToB B 1O oHa ctaTbsl 12,0
O6cnyxvBaHne  nonb3oBaTenen; BupTyarnbHas  CcnpaBo4Hasi
cnyxba:
6 |npuem Gubnuorpadunyeckoro 3anpoca Yntatens OAWH 3anpoc 3,0
7 |BupTyanbHaa TemaTuyeckas cnpaska OfiHa cripaBka 54,0
8 |BupTyanbHasa agpecHas cnpaska OfHa crnpaBka 18,0
9 |BupTyanbHas yTovHsOLWas crpasBka OfjHa crpaBka 26,0
10 |BupTyanbHasa dakTorpaduyeckas cnpaska OfHa crpaBka 20,0
11 |odbopmrieHne oTBeTa Ha 3anpoc YnTaTens OAHO NNCbMO 10,0
12 |nononHeHne apxmBa BbINOSHEHHbIX cNpaBok ("basa 3HaHun") OfHa crnpaska 10,0
13 | exxeaHEeBHbIN CTaTUCTUYECKUI yyet exeaHeBHO 12,0
crnpaBoYHO-6nbnunorpaduyeckoro o6cnyxmBaHms YmTaTenen
2.9. ObpaboTka ONTUYECKMX KOMMaKT-ANCKOB B 0Opa3oBaTenbHbIX 3NeKTPOHHbIX pecypcax (O3P)
KoHncynbtanTtlnioc

HageXxHasa npaBoBas nogaepxka
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Tabnuua 31
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHunst BPEMEH, MVH.
1 2 3 4
1 |nony4yeHune n goctaBka ONTUYECKMUX KOMMAKT-OUCKOB ofHa napTus 30,0
AokymeHToB (100
OuncKoB)
2 | npvem HOBbIX MOCTYNMEHNI ONTUYECKUX KOMMAaKT-ANCKOB ofHa napTus 60,0
AokymeHToB (100
OUnCKoB)
3 | cyMMapHbIn y4eT KOMNaKT-ANCKOB (MO YCTaHOBMEHHOW hopMe) oAHa napTus 7,0
JOKYMEHTOB
4 |vHaMBMAYanbHbIN y4eT KOMNaKT-OUCKOB ofHa 3anuncb 1,0
5 | TexHu4eckas o6paboTka ONTUYECKMX KOMMNAKT-OUCKOB OOVH JOKYMEHT 2,0
6 |wundposka gokymeHToB B mogyrne MO OAVH [OKYMEHT 1,0
2.10. PaboTa ¢ yitatensamu
Tabnuua 32
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n n3mepeHusi BpeMeHN,
MWH.
1 2 3 4
3anucb none3oBaTens B 6ubnvoTeky, pabota c uuTatenem B
ynTanbHOM 3ane:
1 |nogrotoBka pabo4ymMx MecT nonb3oBaTenen u obCnyXMBaroLwero oauH MK 2,0
nepcoHana: npoBepka TEXHWYECKOTO  COCTOSIHUS ~ CETEBOro
obecneyeHns 1 napka BbIYUCIUTENBHON TEXHUKK; BKtodeHue MK
2 |npuHsATME Mep no nukeuMpauumn cboes B paboTe MK, B paboTe cetn, OfMH cbow 10,0
OTCYTCTBMSi JocTyna K 0a3e  [aHHbIX  Monb3oBaTtenew;
MHOPMMPOBaHME COOTBETCTBYIOLLMX CNYyxO O cbosix; npoBepka
HencnpaBHOW TEXHUKW; dumkcaumss cboeB B TeTpagu yyeta C
yKka3aHMeMm xapaktepa HeUCnpaBHOCTM M BpeMeHM Hadana cbos;
nocrne yctpaHeHus Henonaakn oTMeTKa BpeMEHU ee yCTpaHeHUs!
3 |npocmMoTp [OOKyMeHTOB uuTatensa (nacrnopT, YAOCTOBEpeHue,| OOuH uMTaTenb 3,0
NOpy4MTENbLCTBO), NPOBEPKA HanMuus Yy4eTHO-PErMcTpaLMOHHOWN
KapTo4ku untaTens
4 |3anonHeHue copmyndpa uuTaTens, YYeTHO-PErnmcTpaumMoHHON| OOMH KOMMMEKT 5,0
KapTOYKMW, YnTaTenbckoro buneta
5 |osHakomneHne  uuiTaTens  C npasunamm Nonb30BaHWs| OOWH YnTaTenb 6,0
6mbnmoTekon, pacnonoxeHmeMm oHOa, CNPaBOYHbIM annapaTom
KoHncynbtanTtlnioc
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BbIMOSIHAEeMble B OM...

noabop n pacctaHoBKka No HoMepam 6uneTos, andasuTy Pammnmn
yuTaTenen y4eTHO-permcTpaLMoHHbIX KapToyek

ofHa KapTouka

2,0

OCYLLIECTBMIEHNE KOHTPOSS 32 BO3MOXHbIM HanMymMem AaHHbIX O
yuTaTene Kak HapyLlumMTene (NUweH npaea Nnonb30BaHus); BeaeHue
(1 perynsipHbIn NPOCMOTP) KapTOTEKN YMTaTenen-HapyLumtenemn

OOWH YnTaTesb

0,5

MNepepeructpauna ymtatenen:

nouck dopmynspa (PerucTpaumMoHHON KapTOuKW) uuTaTens;
BHECEHWE U3MEHEHWIN B HUX N B YuTaTenbckne bunetol (yTouHeHne
aHKETHbIX [aHHbIX, HOBOIO uYMTaTeNbCKOro Homepa, AaTbl
nepepermctpaumm) C BeOeHWEM KapTOTEKM Hay4yHbIX TeM MU
TEKYLUMX U3MEHEHMUN (NONy4YeHne 3BaHun, nybnukaummn, aapsbl)

OHa KapTo4Ka

2,0

3anncb (nepepernctpaumsl) umMTatener B aBTOMaTU3NPOBAHHOM
pexume:

cbeMka poToKaMepon Oris YiTaTenbCcKoro ouneta

OAuH noceTuTesb

0,5

odhopMrieHne Kofa YMTaTens ¢ KOHTPONbHBIM Pa3psgoM U CPOKOM
NoNb30BaHWUA YMTaTENbCKMM OWUMEeToM, Ha OCHOBE BblOAHHON
MHdopMaLnn

OJWH NoceTuTesb

0,4

11

BblAa4ya Ha NpuUHTEp CBEJEeHUN 0 3anucaBlLeEMCS YnTaTene B BUAe
ynTaTenbckoro buneta

OOWH NoceTuTesb

0,4

12

Habop Ha KnaBuaType CBeAeHW O uuTatene: amunus, Wumvs,
OTYECTBO, XapaKkTepuayloluMe ero npusHakM (obpasoBaHue,
crneumanbHOCTb), kod, HOMEpP YMTaTenbeKoro GuneTa; doTochemka

OOWH NnoceTuTerb

2,0

13

OocyLlecCTBieHne KOHTPONA 3a BO3MOXHbIM Hannydnem OaHHbIX O
yuntartene, 3anncaBLiemMcsa B 6VI6J'II/IOTeKy (paHee 3anuncaH, nuuieH
npaea I'IOJ'Ib3OBaHI/|$-|)

OOWH NoceTuTerb

2,0

14

odhopMrieHne uuTaTenbckoro 6uneta ¢ HOMEPOM M CPOKOM
Nonb30BaHWUA YMTaTENbCKMM OWMMETOM Ha OCHOBE  BbIOAHHON
MHdopMaLumn

OfWH bunet

1,0

15

BblAa4Ya Ha nNpuHTEep CBeJeHun O 3anucaBlieMcsi 4duTaTtene,
npoeeageHne paﬂMOHaCTOTHOVI I/Iﬂ,eHTI/Id)MKaLI,I/II/I YUTaTEsIbCKOIro
ouneTa; npoeegeHne OEHeXHOoro B3anmmMopacyeTa C
nonb3oBaTesieM Yyepes Kaccy

OOWH NnoceTuTerb

5,0

YpaneHHas 3anuceb:

OOWH NoceTuTesb

16

CBepka [OaHHbIX peFMCTpaLlMOHHOVI KapTO4KK, CKaHMPOBAHHbIX
Konun ¢ nacnopta n OpyruMn LOOKyMEeHTaMu noJfib3oBaTtena wu
noateepXxaneHmne 3adaBkKun

2,0

17

odopmneHne gorosopa-odhepTbl Ha npedocTaBfneHve JocTtyna K
3NEKTPOHHLIM pecypcam OMbnmoTeku

3,0

18

Habop Ha KnasuaType AaHHbIX, NS 3arnonHeHVs1 4OroBopa, BbiBOA
[I0roBOpa Ha NpuHTep, Noanuch Nuua, 3aknoYaBLLEro A0roBOP

19

odopmneHne  Bxoda-BbiXxoda  uuaTatens U3 GUBNMOTEKM:
CKaHMPOBaHWE MOCTOSAHHOrO 4YuTaTenbckoro 6uneta, Bblgada
KOHTPOMNbHOrO N1CTKa

OAuH noceTuTesb

2,0
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BbinonHeHue TpeboBaHuii nonb3oBaTenew, Bolgada 4OKYMEHTOB U3
cneumanuanpoBaHHoro doHaa:

20 |nonyyeHne TpebOBaHWS Ha AOKYMEHT M3 OCHOBHOMO XpaHeHMs, 0aHo 1,0
npoBepka NpaBuUNbHOCTM 3anofnHeHnst TpeboBaHus, perncTpaums TpeboBaHue

21 | pa3bop TpeboBaHun No Apycam, paccbiika No NHEBMOMOYTE 0ofHO 10,0
TpeboBaHne

22 |nonyyeHve TpeboBaHMA Ha LOKYMEHT; MpoBepKa MpaBWITbHOCTU OAHO 10,0

3anonHenns TpeboBaHusa; pernctpaumsi, gopabotka TpeboBaHus;| TpeboBaHue
non6op no wudpam B cneunanmavpoBaHHoOM oHae

23 |nogrotoBka W odhopmrieHMe OTKa3oB W NepeHanpaBneHuu; OAHO 5,0
oTnpaBka TpeboBaHMI C OTKasamMum W nepeHanpaeBnsieMbiMu| TpeboBaHue
TpeboBaHusiMn

24 |nouck JokymMeHTa B ¢poHOe, oTMeTka Ha TpeboBaHWMW, KHWKHOM| OOWH AOKYMEHT 5,0

dopmynsipe, AUCNETYEPCKON CETKE

25 | TpaHcnopTupoBKa/gocTaBka u3gaHna ns poHga B YMTanbHbI 3an OOVH OOKYMEHT 8,0

26 | TpaHcnopTUpoBKa/gocTaBka usgaHusa n3 oHaa B YMTanbHbIN 3an 45,0
(yBaneHHoe xpaHunuiie)

27 |ycTaHOBKa MeCTa HaxOoXOeHWst HEeHaWOEeHHOro [OKyMeHTa no| OAWH AOKYMEHT 5,0
6a3am 1 6aHKkam gaHHbIX, CNpPaBOYHbIM KAapTOTEKaM, KaTarnoram

28 |Bblgavya AOKYMEHTa M3 cneunanmsanpoBaHHOro ¢hoHga udutatento;| oavH AOKYMEHT 1,5
OTMeTKa Ha  KHWKHOM  hopmynsape/TpeboBaHuM;  3anucb
AOKYMEHTOB B YMTATENMbCKYI KAapTOYKY (BKMagHOW NUCT); oTMeTKa
B KHWre 3akasoB; OTMeTKa O Bblja4Ye B aBTOMATU3MPOBAHHON
cuctemMe (M3MeHeHWe cTaTyca u3gaHusd) nyTeM CHUTbIBaHWA
LUTpUX-KOAa AOKYMeHTa

29 [npvem pgokymeHTa OT uuTaTens; MOWCK KOHTPONbHOrO mMCTKa| oavH OOKYMEHT 1,5
nons3oBaTtens, TpeboBaHWI; NpoBepka COXPaHHOCTU [OKYMEHTa;
noraweHue OTMETKM O Bbldaye Ha KOHTPOMBHOM  JIACTKE
nonb3oBaTens; mMoraweHne BblgayM B aBTOMaTU3MPOBAHHOM
cucteme (M3MEHeHue cTaTyca u3gaHusl) NyTeM CUUTbIBAHUS
LUTPUX-KOOa AOKYMEHTa

30 |Bblaaya AokymeHTa U3 akcnos3numm mysest kHurm (MK) coTpygHuky| oamvH AOKYMEHT 40,0
CeKkTopa XpaHeHuWs ONs Bbldayn 4uTaTent; CHATME BUTPUHBI C
OXpaHbl MO 3BOHKY Ha NyIbT OXpaHbl; BCKPbITUE BUTPUHbLI, BblEMKa
KHUMM U3 BUTPUHbI; 3aKpbITUE BUTPWUHbBI; NOCTAHOBKA BUTPUHbI Ha
oxpaHy; bukcaums Bolgaum B "XKypHane Bblgaun" maTepuanoB 13
akcnosnumn MK

31 |npuHaTME OOKyMeHTa OT uduTaTtens; nouck sanucu B "XKypHane| oavH AOKYMEHT 30,0
Bblgayn"; norawleHue OTMETKM O Bbldade; CHATUE BUTPUHBI C
OXpaHbl MO 3BOHKY Ha NyMbT OXpPaHbl; BCKPbITUE BUTPUHbI; BO3BpaT
KHUIMM B BUTPUHY (MOHTaX); MOCTAHOBKA BUTPUHBI HA OXpaHy

32 |npuem TpeboBaHu OT ymTatenen B HayyHo-uccrnegoBaTenbCkOM| OAMH pa3 B AeHb 30,0
otgene pykonucen (HVOP), npoBepka kayecTBa WX 3anoSsIHEHMS;
pOCNUCb B KHUre permctpauumn TpeboBaHui

33 |o3HakomneHve ¢ TpeboBaHMEM, YTOYHEHME MecTa XpaHeHus Mo eavHuLa 3,0
TorlorpacbmquKomy yKa3aTtesno; BbleMKa eOuHULU XpaHeHUA (ep,. XpaHeHuA
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Xp.) U3 KapToHa, pa3MelleHVe B KapTOHe KapTbl-3aMeHUTens;
npoBepka COOTBETCTBMS Lumdpa WM 3aronoBka Ha OOMOXke M B
TpeGoBaHNM;, npoBepka (PU3NYECKOr0 COCTOSHUA  ed.  Xp.;
ocbopMIieHNE NNCTa UCMOSb30BaHWS, 3arofiHeHe KHUMM Bblgaun

34 npoBepKa NncTaxa ea. Xp. npu eblgadve, ycraHoBlieHME HallM4HOro OOWH NMNCT 0,2
NnCTaXa C 3anncbio B 3aBEPUTESIbHOM JIMCTE U Ha obnoxke,
OTMETKa B 3aBepuUTesibHOM JINCTE O NpoBeEepKe

35 |npoBepka nucTaxa npu  Bblgaye € nepeodopmMieHnem OAMH NUCT 0,3
3aBEpPUTENBHOrO JNiUCTa C YyKasaHMem Bcex 0cobeHHoCTewn
XpaHSALWMXCA B ef,. Xp. JOKYMEHTOB

36 |npoBepka nUCTaxka nocre BO3BpalUEeHUSa en. Xp. M3 4YuTarnbHOro OOVH nNucTt 0,2
3ana (Y3) unu ot cotpyaHukos; ana OU, ¢oto, asTorpados,
KONMMEKUMOHHBIX AOKYMEHTOB - 0b6sA3aTenbHa

37 |HyMepauus 1 nepeHymepauus NUCTOB MNpU Bbloade ed. Xp. AnNs OOVH NnCT 0,3
UCMOMb30BaHUS C COCTaBNEHVMEM Pa3BEPHYTOro 3aBEepPUTENbHOIO
nMcTa ¢ BbIHECEHMEM BCEX OCOBEHHOCTEN OKYMEHTOB

38 | wudppoBka 0bNoxek ed. Xp.; CBepka 3arofioBka €. Xp. C OMNUCbIO; eavHuLa 2,2
npoctasneHune wramna HAOP v ero 3anonHeHne XpaHeHus

39 |odhopmnieHne obnoxek (0T pyku): pasnMHOBKA MOBEPXHOCTU eouHuua 6,0
0BnOXKW; HanucaHne Ha o0bOnoXxke HauMMeHoBaHWst poHAa, XpaHeHus

3arofioBka en. xp., KpaVIHMX nart, konun4yecTtea JINCTOB N JOKYMEHTOB
B COOTBETCTBMU C ONUCbLIO

40 |npuem u TpaHcnopTMpoBKa ef. Xp. u3 Y3 B xpaHunuwie u u3 eavHuua 15,0
XpaHunuwa B Y3 XpaHeHus

2.11. Bblga4a KOMNMeKTOB LOOKYMEHTOB BO BpeMeHHOe MnoJib30BaHWe nogpasgeneHnam 6mbnmoTekn

Tabnuua 33
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpeEMeHN,
MUH.

1 2 3 4

1 |odopmneHune 3asBKku/akTa Ha KOMIMNEeKT [JOKYMEHTOB, | o4Ha 3asiBKa, akT 30,0
nepegaBaeMbiil B CTPYKTYPHOE nogpasgeneHune

2 |nogbop [OKYMEHTOB B KOMMIEKTbl; PerucTpaumsi  BblOAHHBLIX| OOWH KOMMMEKT 10,0
OOKYMEHTOB B YYETHbIX hopMax

3 |Bblgaya KOMMMNEKTOB [OKYMEHTOB; OTMEeTKa Ha  KHWKHOM| OOWH KOMMMeKT 5,0
dopmynspe (MHoMKaTope) gaThbl Bblgadn, AaHHbIX NogpasaeneHus,
nony4aroLLEero KOMMNMEKT; OTMETKa B KHUre Bblgadn AaTbl Bblgauw,
OaHHbIX NoApa3aeneHunst, Nony4yaroLLero KOMMIEKT; OTMeTKa B AKTe
nepegayu

4 |nony4yeHue KOMMIEKTOB  OOKYMEHTOB oT CTPYKTYPHbIX| OAWMH KOMMNeKT 18,0
nogpasaeneHnii; NMOUCK KHKHoOro chopmynspa (MHOukatopa);
norawleHne OTMETKM O Bblgaye, BIIOXEHWE €ero B [OOKYMEHT;
npoBepka hn3nMYecKoro COCTOSIHUA, MepecyeT fUCTOB, CBEpKa C
AKTOM nepegaym; norawleHme OTMETKN O BblAave B KHUre Bblaauu;
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nepenava JOKYMEHTOB Ha cBpocky

2.12. O6cnyxusaHue nonb3oBaTenen AOKyMeHTamMn B

YUTarbHOM

3ane,

3ane C

rmépuaHbIM

obcnyxMBaHMeM, 3ane aneKkTPOHHbLIX pecypcoB, 3arne "MHTepHeT", 3ane cneunanuanpoBaHHoro otgena. Mpuem
3aKkasoB no TenedoHy 13 ropoga

Tabnuua 34
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpEMEHN,
MU/H.

1 2 3 4
O6cnyxnBaHve nonb3oBatenen GUGNNOTEKN:

1 |npoBegeHue KoHcynbTaumm, Gecedbl ¢ 4YuTaTenem Mo npaBunam| OAMH YMTaTernb 3,6
obcnyXnBaHWsA B YMTanbHOM 3ane U NpegocTaBnsieMbIX Yycnyrax,
Mo MCMNonb30BaHMIO CNpaBoYHO-OMbNMorpadmyeckoro annapata wu
POHO0B, 3NEKTPOHHbIX PECYpCcoB, MHOPMUPOBAHME 4YUTaATENS O
HOBbIX MNOCTYMNEHNAX

2 |koHcynbTaumm no pabote ¢ MK B untansHoM 3ane, no paboTe B| OOWH uYuTaTenb 2,0
3NEKTPOHHON BUbnMoTeke

3 |npvem 3aka3oB nonb3oBaTene Ha wW3gaHUss U3  OCHOBHOIO O[WH 3aKas 1,0
KHUrOXpaHunmLa; npoeepka npaBubHOCTU 3anonHeHuns
TpeboBaHusi; pernctpauus

4 |npueM 3aka3oB no TenedoHy n3 ropoga OJVH 3aKa3 5,0

5 |nonyyeHwne OOKYMEHTa, 3aKkasaHHoro yuTaTenem B| oavH gokymeHT 0,9
cneunanmampoBaHHOM hoHae/dnTanLHOM 3ane

6 |pacctaHoBka u3gaHMM Ha OpoHenonkax uuTanbHOro 3ana,| oavH AOKYMEHT 0,4
MOCTYNUBLUUX U3 KHUFOXpaHMnu1LLa Nno 3akasam nonb3oBaTenemn

7 |nopbop nokyMeHTOB Ha GpoHenornke, 3aka3aHHbIX M3 OCHOBHOIO| OAWMH AOKYMEHT 0,47
KHUroXpaHunuuia; nepegaya Ha kadegpy Bblgauu

8 |moobop AOKYMEHTOB B MNOACOOHOM (QOHAE uYWTanbHOrO 3ana;| OoAuH AOKYMEHT 2,0
nepegava Ha kadegpy Bblaauu

9 |nogbop OOKYMeHTa B XpPaHEHUWM CheLuannavpoBaHHOro ¢oHaa;| oaouH AOKYMEHT 10,0
oTMeTka Ha TpeboBaHwW; nepefjada OOKyMEHTa Ha kadeapy
BblAaun

10 | odpopmreHne BblAaHHOMO AMcKa OOWH AUCK 5,0

11 |peructpauns B KOMMbIOTEPHOW Mporpamme, MPOCYeT JIMCTOB W| OAWH AOKYMEHT 9,0
PU3NYECKOro COCTOSHNS AOKYMEHTa

12 |ycTaHOBKa MeCTa HaxoXOeHWs HeHaWOeHHOro [OKyMeHTa no| oauH AOKYMEHT 22,0
CMpaBOYHbIM KapTOTEKaM, KaTanoram, permctpaumns oTkason

13 |nogbop untTaTtenbCckmux KapTovek Ansi BNMUCbIBAHMS OOKYMEHTOB Ha| opfHa KapToudka 10,0
TEKYLUUIA OeHb; NoANUCaHNe KapTodeK y 3aB. OTAENIOM O AOMycke B
otpen HAOP

KoHncynbtanTtlnioc
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14

Bbldaya QOKYMEHTa YnTaTento: CBepka BblAaBaeMoro JOKyMeHTa C
ynTaTenbCckuM TpeboBaHMEM; MPOBEPKA HaNUuusl CTpaHWUL/KaapoB
MukpodmnbMa,  MuKpodumw,  coaepXxaHue KOMMaKT-AUCKa;
CYATbIBaHWE LITPUX-KOA4a (MpW 3MEKTPOHHOM 3aka3e) B Mopyne
"unpkynauua" 9K; oTMeTKa KHUroBblga4YM Ha KOHTPOSIbHOM JIUCTKE

OOVH JOKYMEHT

1,8

15

npMemMm [OKYMeHTa OT u4uTaTens: cBepka ero ¢ TpeboBaHuem
(KOHTPONBHBLIM FINCTKOM), MNPOBEPKA COXPAHHOCTU  [AOKYMEHTA,
HanuMuus CTpaHuu/kagpoB MUKpoduibma, MUKpOdoULL,
cogepxaHue gucka, CYMTbIBaHWE LWTpUX-Koda (Npy 9NeKTPOHHOM
3akase), BHECEHME OTMETKMN O MpMEME Ha KOHTPOSbHOM JIMCTKE

OOVH JIOKYMEHT

1,5

16

nepegava/TpaHCcnopTMpoOBKa/goCTaBka  OOKYMEHTa,
yuTaTenem, B  cneuvanusnpoBaHHbIA  (POHS;
B3amMmMopacyeTe 06CnyXnBaHnsa 1 KHUroxXxpaHeHust

cAaHHoro
oTMeTka O

oOVH OOKYMEHT

1,0

17

BbISICHEHME MO MOBOAY 3akasa W MpoAfieHne CpoKka MoSb30BaHWSA
OOKyMeHTamu no tenedoHy

O[VH 3anpoc

1,0

18

BbISICHEHME MO MOBOAY 3akasa W MPOASIEHNE CpoKa TMoSb30BaHusA
[OKYMEHTaMM MO 3/1eKTPOHHOW noyTe

OOWH 3anpoc

2,0

19

obecneveHne KOHTPOIIA 3a CpOKaMu MNoJib3OBaHUA OOKyMEHTaMu
N3 otaena XxpaHeHud

OOWH 3anpoc

0,8

20

NPOASNEeHNe cpoka Monb30BaHWA [OOKYMEHTA: MOUCK KapTOYKM;
BHECEHWe OTMETKM O NMPOASIEHNM CPOKa MONb30BaHWSA; NPOASeHue
no TenedoHy

Ha OAWH AeHb

30,0

21

npoeepKka 3aA0JPKEeHHOCTU YuTallbHbIX 3arioB OTAENy XpaHeHUd;
CBepkKa I'Ipeﬂ,'bﬂBﬂeHHOIZ 3a0JPKEHHOCTNn C ,ClOKyMeHTaLlMeﬁ
YnTanbHOro 3ana

OOUH OOKYMEHT

5,0

22

paGOTa C OTKa3aMW; KOHTPOJIb CPOKOB MNOCTYNSIEHNA OTKa30B;
npoBepka 0BOCHOBAHHOCTW OTKa30B; y4eT OTKa3oB

O[IMH OTKa3

0,8

Bblgaya konuMuM  OOKYMeHTa U3  3MEKTPOHHOM  BMBnuoTekw,
peann3oBaHHOW B CUCTEME 3aLUULLIEHHOro NPOCMOTPa, Mo 3anpocy
nonb3oBaTens:

23

odopmMneHme 3aKkasa Ha KonmpoBaHue

OAVH 3anpoc

2,0

24

pacnevaTka [JOKyMEHTOB Mo 3anpocam rnosnb3oBaTernei

OOMWH NUCT

1,0

25

AJIEKTPOHHOE KOonuMpoBaHUe:
Nnonb30oBaTesieM; npoBepkKa

MOWUCK [OOKYMEHTA, COXpPaHEHHOro

danna  ansa KonmMpoBaHus,
3MEeKTPOHHOE KOMMpOBaHWE; MpPOBEpKa, Bblgava  HoOCUTENs
nonb3oBaTesnto; MO 3anpocy Mosfib3oBaTenst - 3anncb  Ha
ONTUYECKU KOMMNAKT-ANCK BUbnunotekn

OOWH 3anpoc

10,0

2.13. BHyTpeHHss paboTta

Tabnuua 35

n/n

HanmeHoBaHue npouecca, onepauun. CocraB paGOTbI

EgvHunua
n3mepeHnst

Hopma
BPEMEHM!,
MWH.

4
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MoaroToBka K Bblaaye JOKYMEHTOB:

1 |npoBepka OpPOHEMONOK C OTMOXEHHbIMWM OOKyMeHTamu (no| Ha oauH AeHb 10,0
HOMepaMm YnTaTenbCKUX BUNeToB, MO Cpokam)

2 |cbpocka LOKYMEHTOB (MO cpokam) OOVH JOKYMEHT 0,2

3 |pacctaHoBka copMyndpoB uutatenen (Mo cpokam, Homepam,| oauH cpopmynsp 0,3
andaeuty, wndpam); paccTaHOBKA KOHTPOJSIbHbIX  FINCTKOB
nonb3oBaTtenen No Homepam

4 |noaBeneHwe UToroB paboTbl 3a npowenwnin AeHb, BHeceHue| Ha oauH AeHb 12,0
3anncy B AHEBHUK/NUCTLI yYeTa

5 |noabop OOKYMEHTOB Mo NpeABapuTeNlbHbIM 3aKkazaM uyuTatenen u| oguH AOKYMEHT 10,0
nnaHam YTeHus

6 |npocmoTp HOBbLIX MOCTYNNEHWI ANA PEKOMEHOALMM YnTaTensam OLVH LOKYMEHT 3,0

7 |npocMOTp (NpoBepka NPaBUITbHOCTM PACCTAHOBKM) KHAM OTKPbLITOrO| Ha OA4MH AEHb 5,0
poctyna B Y3

8 |npoBepka Hannuus onucewn B YntanoHom 3ane HAOP Ha OHYy Hefeno 60,0

9 |3anonHeHne NUCTOB 3a40JHKEHHOCTU Ha OOWH AeHb 5,0

10 | npoBepka BblgaHHbIX U34aHUI MO NCTaM 3a40HKEHHOCTH OAWH JOKYMEHT 1,0
PaboTa ¢ oTkazamu:

11 |ydeT un knaccudwukauma  OTKa3oB: OTMETKa Ha  fuCTke OAINH OTKa3 0,2
ynTaTenbckoro TpeboBaHUsA NPUYNHBI OTKa3a

12 |npoBeneHve noucka OOKYMEHTa, OTCYTCTBYHOLLEro no| oAvH OOKYMEHT 40,0
HeyCTaHOBMNEHHOW NpuYnHe

13 |pacctaHoBka  uuTaTeEnbCKMx  TpeboBaHWi B KapToTeke| ofHa kapToudka 0,3
"HeyQ0BNETBOPEHHbIN cnpoc”

14 |aHanu3 oTKa3oB, COCTaBfieHME CBOAKM OTKas3oB (MO npuvyMHaM| oJHa cBoAka 16,0
oTKasa 1 Mepam UX NIMKBMAAUMM 1 NpeaynpexneHus)

15 |cocTaBneHne OMGnNMorpacdn4eckoro OMUMCaHWss Ha [OOKYMEHTbl,| oAHa KapTo4ka 2,4
nMerome Hamborbllee 4YMCrO OTKa30B; Nepegada KapTouku B
oTAen KOMMMEeKTOBaHMUS

16 |cocTaBneHue KapTOTEKU OTKa30B, MpoBepka WM MOUCK No doHay,| ofHa KapTouyka 54,0
OoTMeTKa B (hopMyrnisipe M B KapTOoTeKe OTKa3oB MO pesynbTatam
NpPOBEPKM

2.14. ObcnyxmBaHne no mexoénbnmnoreyHomy adboHemeHTy (MBA). O6cnyxnBaHne no MexgyHapogHoMy
mexbunbnunotevyHomy aboHemeHTy (MMBA)

Tabnuua 36
N HanmeHoBaHMe npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mMepeHnst BPEMEHMN,
MU/H.
KoHncynbtanTtlnioc
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BbIMOSIHAEeMble B OM...

1 2 3 4
Npuem 3aka3os:
1 |peructpaumst aboHEHTOB B aBTOMaTU3NPOBAHHOM cUcTeMe OJVH 3aKa3 10,0
2 |npuem 3aKa3oB oT 3apy6exHbIX aboHeHTOB B OAVH 3akas 50
aBTOMaATU3MPOBAHHOW CUCTEMe: pacnedatka OnaHka-3akasa;
LwncpoBka
3 |odopmneHune 3aka3oB No LUPKYNALUN O[VH 3aKa3 5,0
4 |nonyvyeHue [OOKYMEHTOB; 00OpaboTka B aBTOMAaTU3MpPOBAHHOW| OOWH OOKYMEHT 5,0
cucteme
5 |paboTa c oTKasamu: M3MeHeHuWe cTaTyca B CUCTEME, YyKasaHue O[WH OTKa3 3,0
NPUYUHBI OTKa3a, n3BellleHne aboHeHTa 00 oTkase
Bblgaya 4OKYMEHTOB:
6 |odopmneHne JOKYMEHTOB K Bblgaye OAWNH OOKYMEHT 5,0
7 |oTnpaBka: B3BeluMBaHWe OGaHOeponen; HakneMBaHWe agpecHon| oanH 6aHaeponb 7,5
3TUKETKN U LUTPUX-KOAA; NPOCTaBNEHNE NevaTen; ynakoBka
8 |cocTaBneHvne MexagyHapoAHOro cnvcka (5 ak3eMnnsipoB) O[INH CMMCOK 6,0
9 |odopmneHne JOKYMEHTOB AN TaMOXHU OLMVH LOKYMEHT 5,0
10 |cocTtaBneHue cnvcka Ha3BaHUN, OTNPaBSEMbIX JOKYMEHTOB OJVH CNUCOK 10,0
11 |paboTta c 3ag0mKeHHOCTbIO: coobuieHne aboHeHTy O 3agepXkke| OfHO MMCbMO 5,0
OOKyMeHTa; paboTa ¢ nMcTammn 3ag0mKeHHOCTH
O6cnyxuBaHne  uutatenen no  MBA (MexayHapoaHbIi
aboHeMEHT):
12 |npvem 3aka3oB: NpoOCTaBneHWe Homepa OMGnMoTekn, Kyga OAWH 3aKas 50
HanpaBnsieTcs 3akas, HoMep 3akasa; neyaTb 6naHka-3akasa
13 |oTnpaBka 3aka30B B MexayHapoaHble bubnunoteku OAIVH 3aKa3 7,0
14 |paboTta c oTkaszamu OJVH 3aKa3 3,0
15 [nonyyeHne JOKYMEHTOB ANa unTatenen: oopMreHne KapTouku,| oavH AOKYMEHT 15,0
KONMMYECTBO MOJTYYEHHbIX 3K3EMMNMIAPOB; NPOCTaBfeHWe Aarhbl
BO3BpaTa; 3anoJfIHeHne Ageknapaumy ans untarenst
16 |Bo3BpaT fokyMeHTOB 13 Y3: NnpoBepka BCcex MyHKTOB Aeknapauuu;| oavH JOKYMEHT 5,0
nepegayva JOKYMEHTOB Ha OTNPaBKy
17 |oTnpaBka: B3BelMBaHve GaHZeporen; HakneuBaHue agpecHoun| oanH 6anHaepornb 7,5
3TUKETKU U LUTPUX-KOAA; MPOCTaBEHNE nevaTel; ynakoBka
O6cnyxunBaHue yntatenen 6ubnuotekm no MBA:
18 | nonyyeHue 3akasa M3 YMTanbHOro 3ana OJVH 3aKa3 3,0
19 |3anonHeHne OnaHka-3akasa; MpPOCTaBNEHNEe perncTpaLnoHHOro OWH BGnaHK 2,0
Homepa, aaTbl
KoHncynbtanTtlnioc
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BbIMOSIHAEeMble B OM...

20

YTOYHEHME YKa3aHHbIX 4uTaTenem CBe4eHMN O 3aKa3aHHOM
OOKyMeHTe, uenn 3anpoca, WCTOYHUKA, OTKyda nony4eHbl
cBeaeHunA

OOVH JOKYMEHT

3,0

21

bmbnuorpadunyeckas nopaboTtka
onbnuorpadu4eckux  CBEAEHWUI;
oTpaboTaHHbIX TpeboBaHMI

3aKasa, YTO4YHEHME
yyeT Nony4yeHHbIX n

OOWH 3aKa3

20,0

22

NpoBepkKa HanMuusi 3anpaliMBaeMoro [OKyMeHTa B GubnuoTtekax
ropoga, obnactu, peroHa, CTpaHbl, Mupa, B TOM 4uCrne Mo
CBOAHbLIM KaTarnoram

OOVH JOKYMEHT

8,0

23

3aKa3 u3gaHus no 3NeKTPOHHOW MoYTe, 3anoSHAETCS SMNEKTPOHHbIN
GnaHK unu B BMAE NPOU3BOSIbHOIO NUCbMa

OOVH JOKYMEHT

7,0

24

3anucb CBeAEHU O HanpaeneHun 3akasa no MBA (HaumeHoBaHue
bmbnnoTekn, aata) Ha 06opoTHON CTOPOHE BnaHka-3akasa

O[VH 3aKa3

3.0

25

nomelleHve bnaHka-3akasa B "KapToTeky 3anpocoB untartesnen no
MBA" 3a pasgenutenem "3anpocbl no MBA, HanpaBneHHble B
apyrue bubnmnotekn"

oauH 6naHk

1,0

26

nonyyeHve AOKYMeHTa OT uuTaTens B 4iTarlbHOM 3arne; CBepka
OOKyMeHTa ¢ GriaHKoM 3akasa, NpoBepka COXPaHHOCTN JOKyMeHTa,
BHECEHME OTMETKM O Nepeaaye B COOTBETCTBYHOLLNA OTAEN B KHUME
perncTpaumn; nonyvyeHue [OKyMeHTa, npucrnaHHoro no MBA;
pacrnedatka ©OaHOeponu, MpoBepka COCTOSIHUSA  OOKYMEHTA,
OTMEeTKa JaTbl MOMyYeHWUs M Ha3BaHWs OUBNMOTEKW, BbiCNaBLUEN
OOKYMEHT, WHBEHTApHOro  Homepa, cpoka Nnonb30BaHUS;
nepecrtaHoBka b6naHka-3akasa u3 pasgena kaptoTeks "3anpockl no
MBA, HanpaBneHHble B papyrve 6ubnuotekn” B pasgen
"Mony4eHHble no MBA nsgaHuga"

oOVH OOKYMEHT

5,0

27

Bbldaya nonydeHHblx no MBA uv3 uyuTanbHOro 3ana; cBepka
BblJaBaeMoro JoKyMeHTa ¢ briaHKkOM-3aka3oM; NpoBepKa Hanmyus
CTPaHUL, U COCTOAHUA JOKYMEHTa; OTMETKa BblAaun

OOVH JOKYMEHT

1,0

28

nepegaya usgaHus rocrnie Bo3BpaTta W3 YWTanbHOrO 3ana Ha
MUKpodunbmuposaHue (M/d)

0[HO u3gaHve

5,0

29

BO3BpaT U3gaHusi nocrne MUKpodUnbMUPOBaHMS,
wndpa m/d

npocTasrneHve

O[HO U3gaHue

5,0

30

noaroToBka K oTnpaBke AOKYMEHTOB B
onbnnoTeky-choHaoaepKaTenb 3akasHon OaHAeponbi; yMnakoBKa
GaHOoeponu, B3BELUMBAHME ee, HakMneuBaHue Mmapku (ecnm HeT
LEeHTpann3oBaHHOW oOnnaTtbl MEepechbifikK); HanucaHue apgpeca,
COCTaBfeHue onmcu

OOWH 3aKa3

12,0

31

paboTa ¢ OoTKasamu - npu nonyyYeHmm oT
ombnuoTtekn-oHgoaepxaTena usBelweHnss o6 oTkase  unu
3ajlepXKKke BbIMOSMHEHNS 3anpoca: ycTaHoBKa OnaHka 3akasa C
yKasaHueM nNpuymnHbl 1 Aatbl 0Tkasa B kapToTeky "OTkasbl no MBA"

O[VH 3aKa3

6.0

32

coobuieHune B otaen obcnyxmBaHua O MofydYeHMM oTkasa (gaTta,
npuynHa)

OIMH OTKa3

2,0

O6cnyxnaHue aboHeHToB No MBA:

33

nofiy4yeHume 3akasa: aboHeHT o6paT|/|nc;| B TEKyLleM rogy snepsble:

OOWH OTKa3

0,5

KoHncynbtanTtlnioc
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BbIMOJIHAEMb

le B OW...

npocTaBneHne B KapTouke roga obpalleHus, oaTbl
34 | odhopmneHne aboHeHTa (opraHmM3auus paHee He aboHupoBanachk):| oauMH aGOHEHT 12,0
pernctpaumsi aboHeHTa B  aBTOMAaTMU3MPOBAHHOM  CUCTEME;
3aknyeHne 4OroBopa; cornacoBaHme ¢ lpuanyeckum oTaenom
35 | paccTtaHoBKa perMcTpaumoHHbIX KapTOYeK B KapTOTeEKe OfHa KapTouyka 8,0
36 |mocTtaBka TpeboBaHWIn B crieumanmanpoBaHHble hoHAbI ogHo 10,0
TpeboBaHue
37 |oocTaBka v BO3BpaT AOKYMEHTOB B cneLManm3mpoBaHHble oHabl | OAWH AOKYMEHT 10,0
38 |wudppoBka 3akaszoB aboHeHTOB, nogbop 6naHKoB-3akasoB no OOMVH 3akas3 4,0
andasuTy, NpOBEpPKa HanM4ns AOKYMEHTa No Katanory
39 |oTnpaBka pOokymMeHTa aboHeHTaMm: ynakoBka  OGaHgeponu, OAMH 3aKas 12,0
B3BELUMBAHWE, HakneuBaHWe MapkuW, HanucaHuwe  agpeca;
COCTaBreHne onncK, TpaHCMNOPTUPOBKA B rpynny OTNPaBKu
40 |6mnbnuorpadgudeckas gopaboTka  HEBbLIMNOMHEHHbIX  3aKa30B; OAVH 3akas 20,0
YTOUHeHne 6Gubnuorpacdumyecknx CcBegeHUn MO  ChpaBOYHbIM
N3gaHnaM; y4eT NosyYeHHbIX U 0TpaboTaHHbIX 3aKa3oB
2.15. PaboTta ¢ noctosHHON akcno3uuunen Myses kHUMm
Tabnuua 37
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHunsi BPEMEHMN,
MU/H.
1 2 3 4
1 |peakcnosmums (koppekTupoBKa pasgenoB| OAWH 3KcnoHaT 96,0
TEMAaTMKO-3KCMO3MLIMOHHOIO NlaHa, BbiIBIIeHWe MmaTepuanoB Ans
3KCMOHMpPOBaHus, noabop)
2 |3ameHa oOTAenbHbIX 3KCMOHATOB MO  YCMOBMSIM  XpaHeHusl| oauH aKkcnoHat 80,0
(BbIsiBNEHME, OTOOP)
3 | MOHTax, oaemMoHTax OOVH 3KcnoHaT 24,0
4 |aHHOTMPOBaHWE HOBbLIX 9KCMOHATOB OJVH 3KcnoHaT 12,0
5 |penaktnpoBaHue n 3ameHa (neyaTtb, odopMreHMe) aHHOTauun U| OAWH 3KCnoHaT 18,0
3KCNNMKaUMi B 3KCNO3unLmMm
MpumeyaHue: paboTbl ONUCLIBAOT KOMIMIEKTOBAHME, YYET, COXPaHHOCTb HEKHMDKHBLIX MaTepuanoe Myses
KHUMN,
2.16. CnpaBo4Has n nHgopmMmaumoHHasa paboTta
Tabnuua 38
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHunsi BPEMEHMN,
MU/H.
KoHncynbtanTtlnioc
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BbIMOSIHAEeMble B OM...

2

YyeT NocTynBLUMX BTOPUYHBIX LOKYMEHTOB (KapToyek):

BbldBJ1IEHME HEBbLINOJIHEHHbLIX 3aKa30B; COCTaBJIEHME 3adABKU Ha
HEBbINOJIHEHHbIE 3aKa3bl

Ha OAHy Hedeno

840,0

OpraHusaumsi cnpaBovHo-6ubnuorpadgmyeckoro annapata (CBA):

cocTtaBneHue 6ubnuorpaduyeckon sanmcum

OOVH JOKYMEHT

23

MpocmoTp n otbop kaptodek B CBA B Uensx usbatUs wunm
nepemMeLLeHns (BTOPUYHbIN 0TOOP):

N3bATUE U3 KATanoroB M KapTOTEK KapTO4YeK Ha [OOKYMEHTHI,
CMUCaHHbIE n3 doHAaa; npocMoTp KpaeBeayecKuXx,
onbnmorpadunyeckmx n dakrorpapuyecknx KapToTek; nsbATNE U3
HUX KapTo4ek Ha OOKYMEHThI, nortepsasLline LEeHHOCTb,
nepeBefeHNe KapTOYKU B apXMBHbIE KapTOTEKU (YHUYTOXEHue);
BHECEHME OTMETKM B >XypHane yyeTa W peructpalmoHHOm
KapToTeKke; M3bATME U3 KaTanoroB W KapTOTEK KapTovek Ha
OOKYMEHTBI, CNUcaHHble U3 hoHaa

OOHO Ha3BaHue

1,0

OpFaHI/ISaLI,MH KapTOTEKU I'IepCOHaJ'II/lﬁ N TeMaTn4eckomn KapTOTEKN:

onpegeneHne N coctaBneHne NepeyHs nuy, cBeeHns O KOTOPbIX
OTpaxalTcs B KAapTOTEKE; NPOCMOTP MH(OPMALMOHHBIX U3AaHUNA,
NepBUYHbIX AOKYMEHTOB, OTOOP OOKYMEHTOB ANS BKIIOYEHMSA B
KapTOTeKy; COCTaBfeHWe aHanuMTUYEecKoro aHHOTMPOBAHHOIO
BGubnunorpadunyeckoro onucaHna AoKymeHTa

OQHa KapToTeka

15,0

npocTaBrneHne KBannUKaLMOHHLIX WHOEKCOB, MOAGOp KapToyek
no wHAekcam (andaBuTy) W  pacCTaHOBKa KapTOYkM B
MHOPMALIMOHHBIN MaccuB

OQHa KapToTeka

4,0

TEXHMNYECKaa U cofepxaTteribHada 06pa60T|<a OOKYMEeHTOB AnA
BKIHOYEHNA B KapTOTEKY; paCCTaHOBKa KapTOYKM Mo aﬂ(baBVITy
d)aMVIJ'IVIIZ aBTOPOB 1 NO BMAaM OJOKYMEHTOB

OAOUH OOKYMEHT

3,0

TEXHUYECKOEe pedaKTMpOBaHME KapTOTEK: MPOBEPKA COOTBETCTBUS
CTPYKTYpbI, cofepXaHus 1 ohOpMIIEHUS KapTo4YeK B COOTBETCTBUM
C TpebOoBaHNSAMN OAaHHOW KapTOTEKU; 3aMeHa BETXMX KapTouvek U
pasgenutenen

oflHa KapTouka

2,0

2.17. DKCKYpCUOHHas 0eATeNbHOCTb

Tabnuua 39

n/n

HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl

Ennnunua
n3mepeHnst

Hopma
BPEMEHMN,
MUH.

2

4

OKCKypCUSl MO IKCMO3ULMM MYy3€esi KHUTI:

0630pHas aKCKypcus

OjHa 3KCKypCuUs

60,0

3KCKYpCUs ¢ NoaGopOM U NOKa3oM KHUF

OjHa 3KCKypcCus

300,0
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2.18. lNMpoekT "AHTMnnarnat"

Tabnuua 40
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpeMeH!,
MU/H.

1 2 3 4
OdopmMneHmne n yyeT AOKYMEHTOB A1 OKa3aHWUs YCnyr:

1 |nonyyeHue 1 npoBepka AOroBOPOB, 3aKMOYEHHbIX C PUNYECKUMU| OOUH JOKYMEHT 60,0
niuamu, YitaTensiMm 6MbnmoTekn, Mo oKasaHuo YCNnyr, CBA3aHHbIX
C MCMOJNb30BaHNEM 3NEKTPOHHBLIX pecypcoB (OP) M 3MneKTPOHHbIX
o6nbnmotek (Ob)

2 |BbIrpy3ka peecTpa W©3 aBTOMATU3MPOBAHHOW CUCTEMbl NO| OOWH peecTp 15,0
chopMMpOBaHHLIM O0roBopaM, 3akJllYEHHbIM C  (U3NHECKUMMU
nuuamu, yitatensimm GnbnunoTekun, No oKasaHUIo YCNyr, CBA3aHHbIX
¢ ncnonb3oBaHuem 3P n 3b

3 |cBepka AaHHbIX MO MOCTYMNMBLUMM [OroBOpaM, 3aKf4YeHHbIM C| oOfHa cBepka 40,0
dU3nYeCKUMM nnuamn, vmTaTenaMmm ombnmotekn, No okasaHuKo
yCnyr, CBsi3aHHbIX C ucnonb3oBaHnem 3P u 3b, ¢ peecTtpom,
BbIrPY)XEHHbIM U3 aBTOMaTMU3MPOBaHHON CUCTEMbI

4 |npuwem 3aaBKM OT IOPUOMYECKOrO NULA Ha 3akrloyeHue AorosBopal oauH AOKYMEHT 15,0
MO OKa3aHWIo YCryr, CBSA3aHHbIX C ucnonb3oBaHnem AP n 3b

5 |noproTtoBka TekcTa AOroBopa MO OKa3aHWK YCIyr, CBSA3aHHbIX C| OOWH AOKYMEHT 15,0
ncnonb3oBannem 3P n b

6 |cornmacoBaHve [foroBopa MO OKa3aHWO YCryr, CBA3aHHbIX C| OAWH AOKYMEHT 300,0
ucrnonb3oaHnem AP n 9b

7 |peructpauua pgoroBopa MO OKa3aHWO YCRyr, CBA3aHHbIX C| OAWH AOKYMEHT 60,0
ncnons3oBaHnem AP n b

8 |3anonHeHve TpeboBaHMa Ha odopmneHne  PUHAHCOBOro| OAWH AOKYMEHT 30,0
OOKyMeHTa K [OroBopy MO OKasaHWK YCNyr, CBS3aHHbIX C
ncnons3oaHnem AP n b

9 |npoBepka ochopMneHHOro UHaAHCOBOIo JOKYMEHTA K AOrOBOPY Ha| OAWH AOKYMEHT 15,0
oKasaHue ycryr, cBa3aHHbIX ¢ ncnonb3oaHnem 3P n 3b

10 [nognucaHue [JOKyMeHTa MO OKa3aHUK  YCryr, CBsI3aHHbIX C| OAWH OOKYMEHT 960,0
ncrnonb3osaHmem AP n 9b

11 |BHeceHMe B peecTpbl yyeTa MEepPBUYHbLIX OaHHbIX O [OroBope Mo| OAWH OOKYMEHT 30,0
OKa3aHWIo yCryr, CBsA3aHHbIX C ucnonb3oBaHnem AP n 3b

12 |ckaHupoBaHMe OGOPMIMEHHOINO OOKYMEHTa Ha oOkKasaHwe Ycnyr,| oavH JOKYMEHT 30,0
CBs3aHHbIX C ncnosnb3oBaHnem AP 1 Ob

13 |oTnpaBka NO  3MEKTPOHHOW MO4YTE  lOpMAMYEcKOMY  Nmuy| ogHO coobLieHne 40,0
CKaHMPOBaHHOW KOMWUM JOKYMEHTA Ha OKa3aHue YCrnyr, CBS3aHHbIX
¢ ncnonb3oBaHvem 3P n Ob

KoHcynbTtaHTlnoc
y www.consultant.ru Ctpannua 82 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

KoHcynbTanTtlinioc
[ata coxpaHeHus: 18.09.2015

BbIMOSIHAEeMble B OM...

14

U3MEHEeHUN B
CBSI3aHHbIX C

noaroToBka TeKCTa [JOKyMEeHTa O BHeCeHuu
3aKMiOYEeHHbI JOrOBOP Ha oOKasaHue YCnyr,
ncnonb3oBaHuem OP n 36

OOVH JOKYMEHT

60,0

15

NnoAroToBKa TEKCTa LIEHOBOrO MPEAroXeHWst Ha okKasaHue ycnyr,
CBS13aHHbIX C Ucnonb3oBaHnem OP n 36

OOVH JOKYMEHT

60,0

16

noaroToBka TeKCTa akta K pgoroBopy o6 okasaHum
CBS13aHHbIX C Ucnonb3oBaHnem OP n 36

ycnyr,

OOVH JOKYMEHT

60,0

17

npoBepka AaHHbIX Ha odumumManbHOM CcanTe roCyAapCTBEHHbIX
3aKynok O MpPOBEOEHUM TOProBOWM 3aKyMKW Ha OKasaHue YCnyr,
CBS13aHHbIX C Ucnonb3oBaHnem OP n 36

o[Ha 3akyrnka

20,0

18

coxpaHeHue OOKyMeHTaLun (o] ocmumanbHoOro canrta
rocyapCTBEHHbIX 3aKyrnoK No 06bABNEHHON TOProBOM 3aKyrnke Ha
OKasaHue ycryr, CBa3aHHbIX C ucnonb3oaHnem 3P n 3b

OAWH hawnn

15,0

19

npoBepka AOKYMEHTaUMM TOProBOM 3aKyMnkuM Ha OKa3aHwe yCnyr,
CBSI3aHHbIX C Ucnonb3oBaHnem OP n 396

oOVH OOKYMEHT

40,0

20

MOAroTOBKa 3asABKM Afs y4acTus B OO BbSBNEHHON TOProBON 3aKyrke
Ha oduLManbHOM CalTe rocygapCTBEHHbIX 3aKyMoK MO OKa3aHuio
YCIyr, CBsA3aHHbIX C ucnonb3oBaHnem AP n 3b

OHa 3adABKa

150,0

21

BU3npoBaHMe 3ad4BKM B COOTBETCTBUU C pernaMmeHTomM ombnmoTekn

OOVH JOKYMEHT

360,0

22

noaroToBka TeKCTa AoroBopa Aand O(*)OpMJ'leHI/lFl Nno OKOHYaHU
TOpFOBOl‘/'I 3aKynkn Ha O(*)I/ILI,I/IaJ'IbHOM canTte rocygapCTtBeHHbIX
3aKyrnoK Mo OKa3aHWUK yCnyr, CBA3aHHbIX C UCMNOJib30OBaHNEM OP u
3b

OAOUH OOKYMEHT

70,0

23

pa3mMelleHne 3adBKM Ha OCbVILI,VIaﬂbHOM canTte rocygapCTtBeHHbIX
3aKyrnoK

OHa 3adABKa

40,0

24

yvyactne B TOpFOBOVI 3aKyrnke Ha O(*)I/ILlMaJ'IbHOM canTte
rocyapCTBEHHbIX 3aKyrnokK no pernamMmeHTy SJ'IeKTpOHHOIZ nnowangkun

OfHa 3aKynka

120,0

25

noAroToBka TEKCTOB AOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMM
pernameHTa NpoBeAeHNss TOProBOM 3aKyrku MO OKa3aHWK YCryr,
CBS13aHHbIX C Ucnonb3oBaHnem OP n 36

OOVH JOKYMEHT

360,0

26

dopmMMpoBaHMe nNNaTtexHoro JOoKymeHTa B Byxrantepckoun
nporpamme no TpeboBaHMIO Ha odopmMneHne UHAHCOBOIO
OOKYMeHTa K [JOroBOpy MO OKa3aHWK YCMyr, CBsI3aHHbIX C
ncnonb3oBannem 3P n b

OOVH JOKYMEHT

30,0

27

BblIBO Ha ne4vyaTb n3 6yXFaJ'ITepCKOI7I
Cd)OpM MPOBAHHOIO NaTeXXHOro AOKyMeHTa

nporpammbi

OAOUH OOKYMEHT

7,0

28

nepegada naketa nnaTeXHbiX [OKYMEHTOB Ha MnoAanucaHue B
Gyxranteputo

OOVH nakeT

30,0

29

dopmmnpoBaHe exeaHeBHOro oTyeta o paboTe MO MPOEKTY K
BbINOMHEHUW YCNYT, CBA3aHHbIX C Ucnonb3oBaHnem 3P n 3b

OOVH JOKYMEHT

60,0

30

KOHTpPOINb  CPOKOB BbINOMHEHUs
ncnonb3oBaHuem OP n 36

YyCNyr,  CBSI3@HHbIX  C

oOVH OOKYMEHT

30,0

31

KOHTPOJ1b UCMOJTHEHNA q)I/IHaHCOBbIX 00s3aTenbCTB MO norosopy

OOVH JOKYMEHT

30,0

KoHncynbtanTtlnioc
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BbIMOSIHAEeMble B OM...

Ha OKa3aHue ycnyr, CBsA3aHHbIX C ucnonb3oBaHunem 9P n 3b

32

CBepKa UCMOomHeHns obs3aTenbCTB MO 3aK/MOYEHHbIM JOroBopaM
Ha OKa3aHue ycnyr, CBsI3aHHbIX C ucnonb3oBaHnem 9P n 3b

oOVH OOKYMEHT

60,0

33

KOPPEKTUPOBKa [aHHbIX B peecTpax yyeta 06 WCMONHEHUM
YCIOBUA [OOroBopa MO  OKAa3aHW  YCryr, CBSA3@HHbIX C
ncnonb3oBaHuem OP n 36

OOVH JOKYMEHT

40,0

34

HanpaefeHne KpPUaN4eckoMy nuuy CoObLLEHNSS MO 3MEKTPOHHON
noyte o6 WCMONTHEHUN YCMOBWI LOroBOopa MO OKa3aHWUK  YCIyr,
CBSI3aHHbIX C Ucnonb3oBaHnem OP n 36

0[HO cooOLLeHne

30,0

35

dopmupoBaHMe MakeTa  [OKYMEHTOB  [AJis
tOpUANYECKOMY NNLLY NMOYTOBLIM OTNpPaBIieHNEM

HanpaBeHuna

OOWH NakeT

40,0

36

BblAa4a OpuUrnHanoB 3aKMYEHNA N KOMMNJIEKTOB OOKYMEeHTOB
3aKa34mKamM Ha pyKku

OOVH JIOKYMEHT

60,0

37

NMOAroTOBKa KOMMIEKTa JOKYMEHTOB MO [OrOBOpaM C MOMHOCTbIO
BbIMNOSIHEHHbLIMW 06513aTENbCTBAMM OKa3aHUS YCIyr, CBSI3aHHbIX C
ucnonb3oBaHvemM OP n Ob, ons nepegaym B Oyxrantepuio

OOWNH KOMMNEKT

60,0

38

COCTaBlieHMe peecTpa KOMMIIEKTOB [OOKYMEHTOB, XpaHALWUXCA B
apxuee n/vnn nepegaBaemMbiX B 6yxranTepmo

OfVH peecTp

60,0

39

cocTaBneHue u odopMreHne apxuBHON
OOKYMEHTOB

nankm opurnHanos

OoAHa nanka

30,0

40

co3flaHue apXMBHOW 3rIEKTPOHHOM KON AOKYMEHTOB C MOMHOCTLIO
BbINOMHEHHbIMU 0653aTenbCTBaMM OKa3aHWst YCnyr, CBA3aHHbIX C
ncnonb3oBaHveM OP n Ob, nepegaBaemMbix B Oyxranteputo

OOVH JOKYMEHT

40,0

41

nepefjadya [OKYMEHTOB B GyxranTepuio Mo peecTpy KOMMMEKTOB
[OKYMEHTOB

OfMH peecTp

40,0

42

cdhopmMpoBaHMe OTYETOB O pesynbTatax paboTbl MO MNPOEKTY
OoKasaHusl yCnyr, cBsi3aHHbIX C ucnons3osaHnem 3P 1 Ob

oOVH OOKYMEHT

1200,0

VlHCbOpMaLI,VIOHHaFI nogaepxka nonb3oBaTtenen nmno OKasaHuio

YCIyr, CBA3aHHbIX C ncnonb3osaHnem AP n Ob:

43

TeneoHHble KOHCYNbTaLMW MO OKasaHWKO YCNyr, CBSA3aHHbIX C
ncnons3osaHnmem OP 1 3B, Anga opuanyeckux 1 UsnYeckux N

OOWNH 3BOHOK

40,0

44

cocTaBrieHne coobLueHni B OTBET Ha BXOAsALLME ANIEKTPOHHbIE
nMcbMa No OKa3aHWUKo yCnyr, CBA3aHHbIX C UCMOJIb30OBaHNEM OP n
3b

OfHO coobLeHne

180,0

45

CbOpMMpOBaHMe Crnncka KIMeHToB And npoBeaeHundA MaccoBOM
paccbiyikKn no SﬂeKTpOHHOVI no4yTe no nNpPOeKTy OKa3aHuAa ycnyr,
CBs13aHHbIX C ncnonb3oBaHnem 3P 1 Ob

OfHa pacchblfika

1920,0

46

noaroToBka JOKYMEHTOB 1151 NPOBEeAEHMS MaCCOBOW PacChbIfikKn Mo
NPOEKTY OKasaHus YCNnyr, CBA3aHHbIX C Ucrnonb3oBaHuem OP n 3b

OfHa pacchblfika

600,0

47

npoBefeHNe MaCCOBOW pPaCCbIIKM MO MPOEKTY OKasaHust yCnyr,
CBS13aHHbIX C Ucnonb3oBaHnem OP n 36

OfHa pacchlisika

90,0

OcyuwiecTtBneHune ycnyru npegocrtasneHus goctyna k 9P u Ob:

KoHncynbtanTtlnioc
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48 | peructpauusa HoBbIX/akTMBaUMsa/AeakTuBaums paHee paboTtarowmx| ogHa 3anucb 30,0
topuanNYeCKMX/N3NYECKUX NUL, B aBTOMATU3MPOBAHHON CUCTEME

49 | dopmmpoBaHMe CoOOLLEHNSA NPEeACTaBUTENIO HOPUANYECKOro nuual ogHo cooblleHne 30,0
C AaHHbIMM 4Ns akTMBaumm goctyna kK 3P n 9b

50 |KOHTpOMb 3a OKasaHWEM YCNyr, CBA3aHHbIX C MCMNonb3oBaHeM OP OAHO 60,0
n 3b, onsa opuanyecknx n mnsmdecknx nuy ¢ AP n 3b, Bknoyas | opuandeckoe/du
MOHUTOPWHI HAPYLLEHWS MpaBWi OKasaHWUsi ycryr 314yeckoe nnuo

51 |koppeKkTMpoBKa JaHHbIX o HOPUANYECKNX nigax B| ©OpJHa 3anucb 30,0

aBTOMaTU3MPOBaHHOW cucTeme

52 | BHECEHUE U3MEHEHNIN B CMINCOK IOPUANYECKUX fNL, pa3MeLLeHHbIi| ogHa 3anucbh 30,0
Ha caiTe npoekTa

OcyLIJ,eCTBJ'IeHI/Ie ycnyrn npoBEepKU TEeKCTOBOro [[OJOKyMeHTa Ha
HanMyne 3aMMCTBOBaHUN U3 OOKYMEHTOB B COCTaBe Ob:

53 |BHeceHMe B peecTp y4yeTa MEpPBUYHbIX OaHHBLIX O MOCTYNMBLUEM| OOWH JAOKYMEHT 15,0
[IOKYMEHTE Ha okasaHue YCIyri MpoBEpPKU TEKCTOBOro [AOKYMeHTa
Ha Hanuyve 3aMMCTBOBaHWI N3 JOKYMEHTOB B cocTaBe 3b

54 |koppekTMpoBKa AaHHbLIX B peecTpe yyeTa 06 3Tanax BbiNOMHeHWs| oOWH JAOKYMEHT 15,0
3aKasa Mo okasaHMWIo YCIyrM MPOBEPKN TEKCTOBOrO [JOKYMeHTa Ha
Hanuyve 3anMMCTBOBaHWUIA U3 JOKYMEHTOB B cocTaBe 3b

55 | pacnpeneneHne JOKYMEHTOB MO 3KCrnepTam ANd oKasaHus ycnyru| oavH JOKYMEHT 40,0
NPOBEPKN TEKCTOBOTO AOKYMEHTA HA Hanuyne 3avMMCTBOBAHWUA M3
OOKyMeHTOB B cocTaBe Ob

56 |nepenaya OokymeHTa 9KCNepTy AN OKasaHWsA Ycryr npoBepku| oauH JAOKYMEHT 15,0
TEKCTOBOrO  [OKyMEHTa Ha Hanuuve 3auMCTBOBaHWiA U3
[OKYMEHTOB B cocTaBe 3b

57 |nonyyeHne n obpaboTka 3KCMEPTOM [AOKYMEHTa Ha okasaHue| oguH AOKYMEHT 40,0
YCNyrn MpoBEPKM  TEKCTOBOrO [JOKYMEHTA  Ha  Hanuuue
3aUMCTBOBaHWIN U3 JOKYMEHTOB B cocTaBe Ob

58 | M3yyeHme akcnepToM CTPYKTYpbl, COCTaBa, COAepXXaHUsa JOKYMeHTa| OAWH AOKYMEHT 180,0
ONS  OKasaHuWsl yCrnyru nNpoOBEpKM TEKCTOBOMO [OOKYMEHTa Ha
Hanuyne 3anMcTBOBaHUIN N3 JOKYMEHTOB B cocTaBe 3b

59 |npoBepka aKcMepTOM [OOKYMEHTa Ha  Hanuuve npuvemoB,| OAWH AOKYMEHT 180,0
NPensaTCTBYIOLWMX pPacno3HaBaHUIO TekcTa aBTOMAaTU3MPOBAHHON
CUCTEMOW N OKa3aHWUIo YCIyrn NpoBEPKN TEKCTOBOrO JOKYMEHTA Ha
HanuyMe 3anMCcTBOBaHMWI M3 JOKYMEHTOB B cocTtaBe Ob

60 |npoBedeHMe 3KCNEepTOM MEPBUYHOM MPOBEPKU [AOKYMEeHTa C| OAWH JOKYMEHT 60,0
NCNonb30BaHNEM aBTOMAaTU3MPOBAHHOW CUCTEMbI

61 |obpaboTka 3KCMepTOM OT4YeTa aBTOMATM3UPOBAHHOW CUCTEMbI O OOWH AOKYMEHT 480,0
NepBMYHOM MNpPOBEPKE [OKYMEHTa C  Lenbi  UCKIIOYEHUS
KOPPEKTHBIX 3aUMCTBOBaHMWN

62 |aHanu3 aKCNepTOM HEKOPPEKTHbIX 3aMMCTBOBaHWUA, OOHAPY>XEHHbIX| OOWH AOKYMEHT 600,0
B [IOKYMEHTE

63 |aHanua cnpaBo4vHO-6UGNMorpacmyeckoro annapata [OKYMEHTa,| OAWH AOKYMEHT 480,0
BKITHOYAs1 CBEPKY MCTOYHMKOB, YKa3aHHbIX B CMCKe NuTepaTypbl

KoHncynbtanTtlnioc
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64 |dbopmupoBaHMe TeKCTa SKCMEPTHOrO  3akMlyeHus Mo UTory| oawvH AOKYMEHT 120,0
NpoBeEHHON MPOBEPKN AOKYMEHTa C Y4YeTOM [aHHbIX OTyeTa
aBTOMATU3MPOBAHHOW CUCTEMBI

65 |npoBepka TeKkCTa 3akM4YeHUs Ha npegMeT  COOTBETCTBMS| OAWH AOKYMEHT 15,0
YCTaHOBIMEHHbIM TpeboBaHMAM K pe3ynbTaTy oOKasaHus YCnyru
NPOBEPKMN TEKCTOBOTO AOKYMEHTA HA Hanuyne 3avMMCTBOBAHWA M3
OOKyMeHTOB B cocTaBe Ob

66 |aHanu3 cogepxaHust pes3ynbTaToB MPOBEPKW, YKasaHHbIX B| OOWH JAOKYMEHT 60,0
3aKI0YEeHNUI, KOPPEKTUPOBKa (DOPMYIIMPOBOK

67 |BbIBOA Ha MevaTb MTOroBoW (QOPMbl 3aKMYeHUs MO pesynbTaTy| OoouH AOKYMEHT 15,0
NPOBEAEHHOW NPOBEPKM OOKYMEHTa C YYEeTOM [aHHbIX OTyeTa
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 3aKNioYeHUIo Mo pesynbTaTy oka3aHus| OoAHO MUCbMO 120,0
NPOBEPKN TEKCTOBOrO AOKYMEHTA HA HanuuMe 3aMMCTBOBaHWUA 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 cavinoB ans BknioveHns B b ¢ NpocTaHOBKOW npu3Haka OAMH hann 30,0
aocrtyna
76 | pesepBHOe konvpoBaHue dannos b 0fOHO 60,0
KonupoBaHue

2.19. OkasaHue ycnyr yganeHHbIM Nonb3oBaTensam, B TOM Yucrne yntatensm 6ubnuoTteku, nocpeactsoMm
OHITaNHOBbIX aBTOMaTU3NpOBaHHbIX ceprcoB (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
odopmieHus 1 npegoctaeneHus ycnyr yepes OnAC
2 |cocTtaBneHvMe coOOLlEHUIN B OTBET Ha SMEKTPOHHble NUcbMa|oaHO cooblueHne 180,0
nonb3oBatenen OnAC
3 |nepeHanpasneHve coobLleHnn B NoAapasaeneHne, OoTBeTCTBEHHOE| 0aHO coobLleHne 15,0
3a okasaHue KoHkpeTHou ycnyrn B OnAC
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4 |koHTponb u obpaboTka NonyyeHHbIX 3aka3os B ONAC OfAVH 3aKas3 20,0

5 |npoBepka 3akazoB B OnAC Ha COOTBETCTBME MnpaBuiam OAVH 3akas 30,0
npegocTaBneHns ycnyr

6 |KOHTpOMb 3a MOCTYNIEHUAMU CPEACTB MO OMfadYeHHbIM 3akazaM B| ofHa ycnyra 60,0
OnAC

7 |KOppPEeKTUPOBKA CTaTyca 3aka3a, 3aKkpbiTUe 3aKa3oB O[VH 3akas3 30,0

8 |moaroTtoBka akTa CBEPKM 3a OTYETHbIM Nepuof O NOCTYNMEeHUAX| OOuH AOKYMEHT 60,0
cpeacTB no onnayveHHbIM 3akasam B OnAC

9 |nognucaHne cBOAHbLIX OTYETHBLIX AOKYMEHTOB OLVH LOKYMEHT 300,0

10 | dopmupoBaHMe nakeTa AOKYMEHTOB AN HanpaBfeHNsa MoYTOBbIM OAWH NakeT 30,0
OTnpaBneHnem

11 |popmmpoBaHMe exeoHEBHOrO OTYETa O HOBbIX 3akasax W OOVH OT4YeT 60,0
BbinonHeHun ycnyr B OnAC

12 | bopmMuMpoBaHNE UTOroBbIX OTYETOB O pesynbTatax paboTbl Mo OAWH OT4eT 1500,0
NPOeKTy, C AeTanunsalmnemn no Kaxgon oTAenbLHON ycryre
Peructpauns nonb3oBaTenemn B peXxume OHManH:

13 |npoBepka 3anncu nonb3oBaTtensi B bubnmoTteky OAVH 1,0

nonb3oBaTternb

14 |obpaboTka 1 BBOO hamMunuu, MMeHW, oT4ecTBa MONbL3OBATENS U OaVvH 2,5

agpeca ero 3f1eKTPOHHON NoYThI 3MEKTPOHHbLIN
opmynisip

15 |cocTaBneHune NucbMa C yka3aHMeM JIofMHa W CreHepUpOBaHHOro 0OfHO 2,5
CUCTEMOWN MNapons, MPUKPEnieHMe WHCTPYKUMU MOMb30BaHUS WU| SMEeKTPOHHOEe
OTnpaBKa ero No 3MEeKTPOHHOWN NoYTe NOfb30BaATENMD nMCbMO
O6cnyxnBaHve Nonb3oBaTenemn B PEXUME OHIanH:

16 |Bbirpy3ka n3 OnAC oTUYeTHbIX JaHHbIX 3a onpedeneHHbI nepuog oavH dann 5,0
BpEMEHMU

17 |pasmelleHne HOBbIX MOCTYNMEHWA [OOKYMEHTOB Ha  cavTte OAVH hann 1,5
GubnNuoTeKkn: cosgaHue 3aronioBka aHHOTaUMK; NPUKPENNeHne
dannos

18 |paccbinka MO SMNEKTPOHHOW NoyTe yAaneHHbIM MOoMb30BaTensm ofHO 1,5
NMHOPMALIMOHHBIX COOBLLLEHUI 3rEeKTPOHHOoEe

nMcbMo

19 |nHdopmaunoHHOE conpoBOXAEHWE canTa, noprtana u CcTpaHuy B|ogHO coobLieHue 1,5
coumanbHbIX  CeTaAX:  co3gaHue 3arofioBka aHHoTauuu;
npukpenneHune cgarina(os)

3. Tunosble oTpacrieBble HOPMbI Tpyaa Ha pa6OTbI, BbIMOJTHAEMbIE
B cneynann3mpoBaHHbIX 6mbnmoTekax ons MHBanMaoB No 3PEHNIO

Hopmbl Tpyga paspaboTaHbl Ha OCHOBHble BMAbl paboT, BbIMNOMHSAEMbIX B Cheuuanu3npoBaHHbIX
bmbnunoTtekax onNs MIHBANMAOB MO 3PEHUI0: KOMMMEKTOBaHWE U yvyeT O6mbnuoTtedHoro doHaa; GubnuoTteyvHas

KoHncynbtanTtlnioc
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0obpaboTka JOKYMEHTOB; OpraHu3aumns U BegeHue kaTanoros, oopMupoBaHne 6a3 gaHHbIX, B TOM uucne 6as

OaHHbIX 3BYKOBbIX (palrnos;

paboTa Cc (oHOOM M obecreyeHVe €ro COXpPaHHOCTY;
BHeCTaLMOHapHoe o6crnyXuBaHWe noNib3oBaTenel; MaccoBas,

cTauuoHapHoe W
crpaBoyHasi UM MHopMauMOHHas paboTa;

Hay4YHO-MeToauYecKasi U pefakunoHHO-u3gaTenbckast paboTa; BbiMyCK ManoTUPaXHbIX M34aHWi crneumanbHbIX
copmaTos.
Mpu BbINONHEHUU paboT cnaboBMAALLMMU U HE3PAYUMM creuuanucTaMmn AeUCTBYIOT NonpaBOYHbIe
KoadhhmumeHTbl: Ansa cnabosnaawmx - 1,5; ans Hesps4dnx - 2,0.

3.1. KomnnekrtoBaHue 6ubnuoTteyHoro poHaa

Tabnuua 42
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mMepeHuns BPEMEHMU,
MU/H.
1 2 3 4
TekyLee komnekToBaHne 6ubnuoteyHoro oHaa:
1 |NpocMOTp KHMroM3gaTenbCKoM W KHUrOTOProBon WHdopmaumm| oaHa nosnuus 0,5
(2aHHOTMPOBAHHBLIX MNMAHOB BbIMYCKA NUTEpPATypbl, MPOCNEKTOB,
CalTOB M34aTeNbCTB U U34atoLLmMX opraHmM3auunn)
2 |onpepenexHve Tembl M BuAa OOKYMeHTa, nopgnexaiiero otoopy,| oavH JOKyMeHT 6,0
BbISICHEHNE HeobxoauMocTH npunobpeTteHus, cBepka c
3MEKTPOHHbIM KaTariorom
OnpepneneHne ak3eMNIISAPHOCTU 3akasa: OfHa no3nuus
3 | Anga nogpasgeneHuni 1,0
4 | pns 6ubnuoTekn B LEenom 2,0
5 |odopmneHne 3akasa: cocTaBneHWe [JoroeBopa, OdOpMIeHue OAWH 3aKas 45,0
MPUIOXEHNA K LOrOBOPY; yKa3aHuWe 3K3eMMMSPHOCTM, CTOMMOCTU
3aKasa; CoCTaBlieHMe TEXHNYECKOro 3aaaHuns
6 |[nogroToBka K NpoBedeHUIO TOProB: COCTaBfeHue  Cchucka| ogHa npouenypa 200,0
TpeboBaHMIA K y4aCTHMKAM KOHKypCa; OMOBELLEHWE YYaCTHUKOB
KOHKypca O CpOKe MpOBeAEeHWs; HanucaHwe, perucrpauus wu
pacchifika nMcbMa B u3gaTenbCTBa U U3garoLme opraHusauum
PaboTa B aBTOMaTU3MPOBAHHOM peXnme:
7 |BBOA 3aKkasa TeKyllero KOMMMEKTOBaHMs B ©0ady [AaHHbIX| O4HO Ha3BaHue 3,0
aBTOMaTU3NPOBAHHOM cuUcTeMbI (B4 AC); yKkasaHue
9K3EeMMNMSAPHOCTU 3aKas3a, pacnpegeneHne Mo  CTPYKTYPHbIM
noapasgeneHnsam
8 |pepnaktnpoBaHune BeeaeHHbIX B B[] AC cBegeHuit 0 3akase; BbiBO4| O4HO HasBaHue 6,0
Ha 3KpaH; BHECEHNE N3MEHEHUI
9 |BbiIBOO Ha nNPUHTEP [AaHHbIX TeKyllero KOMMMEeKToBaHus;| oaHO Ha3BaHue 1,0
pacnevaTka
BeneHune kapToTekM TeKyLLEero KOMnIeKkToBaHus:
10 |cocTaBneHne KapTOYKW; yKasaHuMe aBTopa, 3arnaBud, BbIXOLHbIX| OfHa KapTouyka 3,0
[JaHHbIX, UICTOYHMKA KOMMNEKTOBaHUS
KoHncynbtanTtlnioc
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11

paspes3ka W3OaTenbCKUX MMaHoB.,
TEKYLIero KOMMIEeKTOBaHUs;
KapTOYKM

pacne4yaTtok AOnA KapTOoTeKu
HaknenBaHme Ha KaTanoXxHble

ofHa KapTouka

2,0

12

nogbopka kaptodek no andasuTy;
TEKyLLEero KOMMIeKToBaH1s

paccTaHoBKa B KapTOTeKy

ofHa KapTouka

1,0

OdopmreHne NoaN1CKM Ha Nepuogndeckme N3gaHus:

13

npocmoTp katanoroe "PocnevaTtun”; oTbop nepmogmyecknx nsgaHum
AN nognmucKku

ofHa no3unums

0,5

14

c6op 3adABOK A514 NoANMUCKU OT CTPYKTYPHbIX nop,pas,u,eneHMVl

OHa 3adABKa

1,0

15

ohopmMreHne 3aKkasa Ha NOAMNMCKY; NOACHET CTOMMOCTM MOAMMUCKM C
y4eToM  [OCTaBKM; COCTaBfieHMe [oroeBopa, O opMIIeHMe
MPUMNOXEHNS K [I0rOBOPY

OAWH 3aKa3

300,0

16

CocCTaBJlieHne
nepnoanyeckmnx
nepnoan4HoOCTH,
noapasgeneHnd

pPerncTpaumoHHON  KapTOYKU
n3gaHuin; yKasaHue
NCTOYHMKA NOCTYMNEHUS,

AN KapToTeKu
MHOekca, roga,
CTPYKTYpHOro

ofHa KapTouka

6.0

PaGoTa B aBTOMaTM3MPOBAHHOM PEXUME:

17

BBOZ, 3aKkasa Ha nepuognyeckue nsganus B bl AC

ofHa KapTouka

3,0

18

KOpPEKTUPOBKa 3akasa; BbIBO4 Ha 3KpaH CrmMcka nepuoamdeckmnx
M3JaHUI; BHECEHNE N3MEHEHUI

O[Ha nonpaska

0,3

[okoMnnekToBaHne 6GUbnMoTedHoro poHaa:

19

npMemM 3asBOK Ha npuobpeTeHne AOKYMEHTOB OT CTPYKTYPHbIX
nogpasgeneHun

OQHa 3adaBKa

3,0

20

cocTaBrneHue 6ubnuorpadmyeckon 3anucu; ykasaHume KonmyectBa
3K3eMMMsiPOB 1 CUMNOB NOApa3aeneHun

ofHa KapTouka

3.0

21

BKIoYeHne 3aaBKU B KAPTOTEKY JOKOMMIIEKTOBaHUA

0/IHa KapTouKa

0,3

22

NPOCMOTP KapTOTEKMN HEYAOB1€TBOPEHHOIo Crnpoca; aHarina oTkasa
ONA BblABJIEHUA OTCYTCTBYHOLKMX OOKYMEHTOB; BKIHOYUTL WX B
KapTOTeKy AOKOMM1EKToOBaHUA

OOVH JIOKYMEHT

2,0

CocTtaBneHue onepaTtmMBHOIo niiaHa KOMNeKToBaHnA:

23

onpefeneHne KonMuYecTBEHHbIX Mokasatenek obbema doHaa
(noctynneHue, BbIObITUE), OTpacneBOro cocTaBa, WCTOYHMKOB
MOCTYMNJIEHNS, CMETbI Pacxo4oB

OJMVH NnaH

1200,0

OdopmMneHne nnaHa KOMNNEKToBaHus B hopme:

24

Tabnuy,

ogHa Tabnuua

5,0

25

KapTOTEKN

OHa KapTo4kKa

3,0

PaboTta B aBTOMaTU3MPOBaHHOM pexume:

26

BBO/ nnaHa komnnekrtoBaHus B b AC

OfVH NnaH

30,0 -120,0
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B

koppekTupoBka B[l; BbIBOA Ha 3KpaH; BHECEHWE N3MEHEHUI ofHa nonpaska 0,3
3.2. lNpueM, BbIObITUE N y4ET JOKYMEHTOB
Tabnuua 43
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHnsi BPEMEHMN,
MU/H.
1 2 3 4
Mprem NoCTyNMBLUNX OOKYMEHTOB:
1 |mpveM [OOKYMEHTOB MO  COMPOBOAUTENbHLIM  AOKYMeHTaM| ofgHa napTtus 5,0
(HaknagHasa, akT); nogbopka [OKYMEHTOB MO  KOMMSEeKTam,
andasnTy aBTOPOB W 3arnaBuUN, 9KCMEOULMOHHBIM HOMepawm;
CBepKa C COMpoBOAUTENbHBIM [OKYMEHTOM; MPOCTaBMEHME LEHbI
Ha OOKYMEHTE, MOACYET YMCra 3K3eMNIAPOB, OOy CTOMMOCTb
Mpuem JoKyMeHTOB 6e3 CONpPOBOAMTENBHbLIX 4OKYMEHTOB:
2 |nopbopka AOKYMEHTOB MO KOMMfekTam, andasBuTy aBTOPOB W| OAMH OOKYMEHT 10,0
3arnaBuin; NpoBeaeHNe OLLEHKN JOKYMEHTOB
3 |cocTaBneHue akTa Ha NpMem JOKYMEHTOB OJWH aKT 5,0
4 |npocTaBreHue wWTeMnens Ha TUTYNbHOM nucte M Ha 17-A| OoOuH OOKYMEHT 0,6
CTpaHuLue [OOKyMeHTa Ha OyMaXXHOM HocuTerne,  KaKooMm
KOHTENHepe "roBopsdwlen” KHUMM Ha KacceTax, KOHTenHepax
dorieww-kapT, ONTUYECKMX U XKXECTKMUX ANCKOB
Ceepka MOCTYMMBLUMX [OKYMEHTOB C KapTOTEKOM TeKyLlero
KOMMMEKTOBaHUS:
5 |cBepka NoCTynMBLUEro OOKYMEHTA C KapTOYKOW M3 KapTOTeku| oOfHa KapToyka 1,0
TEKyLLLero KOMMJIEKTOBAHUS; MOWUCK KapTOYKWU, BLIMNOSIHEHME Ha
KapTO4Kke OTMETOK
6 |ycTaHoBneHue KapTOYkK 3a pasgenuTens "BoiNonNHeHHbIE 3akas3bl” | ofHa KapTouyka 0,5
PaboTta B aBTOMaTU3MPOBaHHOM pexume:
7 |cosganue B B AC 3anucu o HOBOW OpraHn3aunmM-nocTaBLLMKe oJHa 3annucb 2,0
8 |nouck 3anucu B B[ "3akas"; BHeceHMe OTMETOK O BbIMNOMHEHUW| oaHa 3anuch 0,6
3akasa
9 |npoBepka Ha oybGneTHOCTb NOCTYNUBLUMX AOKyMeHTOB B B[] AC OAVH [OKYMEHT 2,0
10 |perucTtpaums HoBbIX nocTynneHun B B AC OAVH JOKYMEHT 3,0
11 |mognucka Ha npogorpKalWMecss W3gaHus; BbINONHEHME  B| OOHO Ha3BaHWE 2,0
pPErncTpaumoHHON KapTouke OMONMOTEYHBIX OTMETOK
12 |koppekTnpoBka 3anmcen B B[l AC; BbIBO4 3anucu Ha 3KpaH;| ogHa nonpaeka 0,3
BHECEHME U3MEHEHUN
Mprem n permuctpaums XypHarnos v rasert:
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13 |nopbopka xypHanoB u rasetr no andasBuTy Ha3BaHWN; MOWUCK| OAMH OOKYMEHT 1,0
perncTpaumoHHON  KapTOYKM B KapToTeke NOAMNUCHBbIX
nepuoanyecknx M3gaHuni; OTMeTKa Homepa, AaTtbl MonyyYeHus
OOKyMeHTa

14 |npocTtaBneHue WITEMNENS Ha XypHarne, raseTe OAWNH OOKYMEHT 0,5
PaboTa B aBTOMaTU3MPOBAHHOM peXnme:

15 |oTmeTKa 0 pernctpauum nepuogmdeckux nsgaqmn B 6 AC (Homep,| opaHa 3anucb 0,5
KONMMYECTBO 3K3EMMNIAPOB, OTAEN XPAHEHNS)
BeneHune kKHUrM cymmapHoro y4yeTa:

16 |BblgeneHve OOKYMEHTOB MO BuAaam, OTpacnsM 3HaHuSA; nodcyeT| ofHa naptus 10,0
yMcna  OOKYMEHTOB;  3anucb  pesynbTaToB  nogcdetra  no
yCTaHOBMEeHHON hopme B kKHUre cymmapHoro yyeta (KCY)

17 |nogcyet noctpaHMyHO no no3uumsam AaHHbix KCY; nepeHeceHve| opgHa nosunums 2,0
NTOrN Ha cneayoLwyo cTpaHnLy

18 [cBepka MHaAHCOBBLIX [OKYMEHTOB oOTAena C  (UHAHCOBbIMU| OAWH AOKYMEHT 2,0
OOKyMeHTamun byxrantepum

19 |odopmneHne conpoBOAUTENbHBLIX AOKYMEHTOB (HaknagHasi, akT)| oauvH AOKYMEHT 15,0
Ons nepegayn B byxranteputo
PaboTta B aBTOMaTU3MPOBaHHOM pEXUME:

20 |BBoa ctatuctndecknx gavHblx KCY B B[] AC (rog, Homep KCY,| opaHa napTtusa 6,0
HoMep CONPOBOANTENBHOIO OOKYMEHTA, NCTOYHUK
KOMMIIEKTOBAHUSA, WCTOYHMK (PMHAHCUPOBAHMWS, YMCMO Ha3BaHWN,
YMCIO 3K3EMMNNAPOB, TUMN U3OAHWUNA, CyMMa)

21 | pacneyvatka KCY Ha npuHTepe OfHa cTpaHuua 1,0
BeneHune nHBEHTapHOW KHUA:

22 |ohopmneHne  MHBEHTApPHOW  KHWUMM;  HymMepauusa  CTpaHuu,| OAHa cTpaHuua 1,0
NnpocTaBfeHne HoMepa B MHBEHTAPHOMW KHUe

23 |3anncb OOKYMEHTOB MO YCTaHOBMNEHHOW ¢hopMe B WHBEHTaPHYIO| OAWH AOKYMEHT 10,0
KHUIy; BHeceHue Oubnuorpacmyeckux CBeAEHUA Ha HOBblE
MOCTYNMEeHnsi; MNpPOCTaBfEHWEe MHBEHTApHOrO  HOMepa  Ha
OOKYMeHTe, uAeHTUUKALUMOHHOIO (CUCTEMHOro) HOMepa Ha
XEeCTKOM Aucke
PaboTa B aBTOMaTU3MPOBAHHOM peXnme:

24 | coszgaHue 6ubnuorpadudeckor 3anncy Ha NOCTYNMBLUNIA JOKYMEHT| OOWH AOKYMEHT 15,0
B "MIHBeHTapHom kHure" 61 AC

25 | pacnedaTtka MHBEHTAPHOW KHUMM Ha NPUHTEpPE OfHa cTpaHuua 1,0
BbiBbITME JOKYMEHTOB:

26 |cocTaBrneHue rogoBoro nrnaHa Ha BblbbITME; yKkasaHWe KBapTana, OJVH NnaH 2160,0
nogpasgeneHus, Buga AOKYMEHTOB, KONM4eCcTBO
CocTtaBneHne akToB CMNCAHWS:
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27 |npuem OPMyNApOB, CMNUCKOB BbIObIBLUMX OOKYMEHTOB  OT OAVH aKT 10,0
CTPYKTYPHbIX NOApasaeneHnin; permctpaums akra

28 |mouck N0 MHBEHTapHOMYy HOoMepy Gubnuorpadmyeckon 3anvcu B| oaHa 3anucb 0,5
3NEKTPOHHOM KaTanore; onpegerneHue koadduuneHTa ueHsl, roga
NOCTYNMEHNss W BHECEHWEe [ CAMcaHWs [OOMOSIHEHWW B
Gubnuorpadmyeckyto 3anmcb

29 |npu OTCYTCTBMW 3anuncu B 3NIeKTPOHHOM KaTanore BBedeHWe Bcex| oaHa 3anucb 3,0
ans dopmunpoBaHust 6ubnvorpaduyeckon 3anmcuM CBEAEHU C
dopmynsipa unm ns cnmcka akta

30 |BHeceHue 3anucu B akTe CnucaHus K WHBEHTapHOMY HOMepy| oaHa 3anucb 0,2
OOKyMEeHTa HOMepa  BbiObIBLIEA  KHUIM M3 KOMMMEKTa
penbedHO-TOYEYHOro AOKYMEHTa

31 |mpoBepka  WMHBEHTapHbIX  HOMEpPOB,  roga noctynnenns,| oaHa 3anucb 3,0
koadhduLMeHTa LeHbl BbiObIBLLIErO JOKYMEHTa

32 |pacnevaTka cnucka BblObIBLUMX AOKYMEHTOB B andasuTHOM| oaHa 3anucb 3,0
nopsgke Ana ydaneHus WHBEHTapHbIX HOMEPOB U U3bATUA
KapTo4eK M3 CUCTEeMbl KapTOYHbIX KaTanoros 6ubnmoteku

33 |3anncb 0 BbLIOLIBLUMX M3 OeUCTBYOLWMX oHAOB Ombnuotekn| opgHa 3anuch 3,0
OOKyMeHTax B COOTBETCTBYHOLWMUX rpadax 2-n 4yactm KCY (paTa,
HOMep akTa, KONMMYeCcTBO, CyMMa, cofepXaHue, NPUYUHbI

BbIObITUS)

34 | ncknodeHne JOKYMEHTa MO akTy U3 yYeTHbIX (POpM (MHBEHTapHOW| OOWH AOKYMEHT 4,0
KHUIM)

35 |norawweHne MHBEHTApPHOrO HOMepa W WTeMnenst oubnuotekn Ha| OAWH AOKYMEHT 0,5
OOKyMeHTe

36 |nogwuBka akToB OJWH aKT 0,5

MpumeydaHue: Npu paboTe C AOKYMEHTaMM Ha WMHOCTPAaHHbIX £3blkax K HOPMe BpeMeHW MpuMeHsieTcs
noBblWwaroWwnn koadhuumneHT 1,2.

3.3. bubnuorteuHas obpaboTka JOKYMEHTOB

Tabnuua 44
N HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n n3mepeHusi BpeMeHN,
MU/H.
1 2 3 4
Mprem JOKYMEHTOB:
1 |npveM napTMum [OKYMEHTOB; MNPOBEpPKa 3K3EMMMSPHOCTM NO| OAHa napTus 5,0
CONpPOBOANTENBHOMY AOKYMEHTY; 3anncb B KHUre yyeTa
2 |nogroToBKka [OKYMEHTOB K WHOEKCMpOBaHMIO M BBoAy B| OAMH OOKYMEHT 0,7
3NEKTPOHHbIN KaTanor
3 |mpocMOTp u BbIBNEHWE aHanoOrM4YHbIX U3gaHuin Ha gpyrmx Buaax| ofgHa 3anuckh 0,2
HOCUTENEeN B 3NEKTPOHHOM KaTarsore
KoHcynbTtaHTtlNntoc
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NPOCMOTP AOKYMEHTOB Ha MHOCTPAHHbLIX N HAUMOHalbHbIX A3blKaxX;
nepesoa ona onncaHua cBedeHun Ha pyCCKMI7I A3bIK

OOVH JOKYMEHT

30,0

dopmumpoBaHme bubnuorpaduyeckon sanucu

PekaTanorusauus:

cBepka KapTodek C  [OKYMEHTOM; WCMpaBreHuMe CTaporo
6ubnunorpacn4eckoro onucaHusl; CocTaBlieHMe HOBOTO OMMCaHUS;
nepeHeceHne LKdpa, WHBEHTAPHOrO HoMepa, OMOGNMoTeYHoM
MOMETKM

oflHa KapTouka

7,0

CuctemaTtusaums OOKYMEHTOB!

cucrematmsaumna OOKYMEHTOB C  MUCMOJ1Ib3OBaHMEM nevartHom
KapTo4ku mnu aHanora Ha OpyroMm BuAE HOCUTENA; NpoBepka
COOTBETCTBUSI MHOEKCOB Tabnuuam KﬂaCCI/ICbVIKaLI,MVI, NPUHATBLIM B
ombnunoTeke; npocTtaBJieHne nHaeKkca Ha JOKyMeHTe

OOVH JOKYMEHT

2,0

cucTemMaTMsauus JOKYMEHTOB NPW OTCYTCTBUM NEYaTHOW KapTOYku
WNN aHanora Ha JpyromMm Buae HOCUTENs; MPOCMOTP 3TUKETKU
n3gaHus, nNpocnywmvBaHme KacceTbl/gucka/dnelw-kapTbl; YTeHue
CBeAEHUN, HanncaHHble penbedHO-ToYeYHbIM LWpUdTOM, AN
YTOYHEHUS aBTOpa, Has3BaHWS, BbIXOAHbIX OaHHbIX, COAepXaHus;
onpegeneHne nHgekca no Tabnuuam knaccugukaumm, NPUHATLIM B
6ubnuoTteke, NPoCTaBEHNE UHAEKCA HA LOKYMEHTE

OOUH OOKYMEHT

10,0

onpegeneHne aBTOPCKOro
Tabnuyam

3Haka [OOKyMeHTa No aBTOPCKUM

OOVH JOKYMEHT

0,2

npoBepkKa MnpaBuUrbHOCTU U WUCMpaBreHne KnaccugukaumoHHOro
MHOEeKca 1 aBTOPCKOro 3Haka, ykasaHHbIX Ha 3TUKeTke "rosBopsiien”
KHUMM

oOVH OOKYMEHT

3,0

10

onpegeneHne  VMHOEKCOB
dpnew-kapte (ot 4 go 8
KaTanoxHoro mndpa

Npon3BefeHnin, 3anucaHHblX  Ha
HassaHui), Ansa opMUpoBaHMS

ogHa
dnew-kapTa

5,0

11

onpegenexHve  ¢opmara, KonmyecTBa OpanneBcKnx "
nrnockoneyaTHbIX nncTos, Xapakrepa NPUNOXEHNN,
penbedHO-ToYEeYHbIX N3aaHun n penbedHo-rpadmnyeckmx nocobui

O[HO Ha3BaHue

5,0

12

onpegeneHne n nepeyncrieHne Martepuarnos, WCMOSb30BaHHbIX
Npy CO3[0aHWWM TaKTUMbHbBIX PYKOOENbHbIX W3d4aHun; nepecdeT
KonmMyecTBa  CTpaHuu,  MPUIOXEHWNW,  BbiSBeHWe  Apyrux
XapakTepHbIX 0COBEHHOCTEN AOKYMEHTOB

O[HO Ha3BaHue

5,0

13

nepecyeT MPUIIOXEHUN,  BbIBIIEHWE  ApYrux
0COBEHHOCTEN NOCKONEeYaTHOro AOKyMeHTa

XapakTepHbIX

O[HO Ha3BaHue

3,0

MpeameTnsauns JOKYMEHTOB:

14

npeamMeTn3aumsa JOKYMEHTOB C UCMONb30BaHWEM pyGpuK nevaTHoum
KapTO4kW; NMpoBepka COOTBETCTBUSI PyOpWKM MevyaTHOW KapTOYKu
npeaMeTHOMY KaTarnory

OQHO Ha3BaHue

3,0

15

npeaMeTn3auma JOKYMEHTOB Mpu OTCYyTCTBUMN nevaTHom KapTO4KU;
O3HaKoMIieHne ¢ JOKyMeHTOM, onpenernedHune py6pV|K|/|

OOHO Ha3BaHue

6,0

16

COCTaBIieHMe HOBbIX NpeaMeTHbIX pyBpuk U Noapyopuk;

oflHa KapTouka

2,0
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nepeHeceHne Ha KapTo4kn cnyxxebHom KapToTekn

17

penakTMpoBaHve NpeaMeTHON pyOpukiu; MpoBepka MpaBUiIbHOCTU
npeaMeTHON pyGprKM, TOYHOCTU HanMcaHus

0/IHa KapTouKa

1,0

[MpumeyaHne: K HopMam BPEMEHN MPUMEHSIOTCH NOBbILLAOLWME KOIPPULMEHTI:

4YacTMYHO OTCYTCTBYIOT AaHHble Anst Gubnuorpaduyeckon 3anucu - 1,2;

- Npy 6ubnmnoTeyHom 06paboTke HOTHLIX U3gaHun - 1,5;
- Npy paboTe ¢ AOKYMEHTaMUN Ha MHOCTPaHHbIX s3blkax - 1,2.

3.4. OpraHunsaumsi 1 BegeHve kaTanoros

- Npn CoCTaBliEeHNn 6M6nv|orpa¢)mqe0|<oro onncaHna Ha AOOKYMEeHTe, Ha TUTYJIbHOM JIUCTE, Ha KOTOPbIX

Tabnuua 45
N HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n namepeHunst BpeMeHN,
MWH.
1 2 3 4
OpraHusauna andaBuTHbIX KaTanoros (MIOCKONEYaATHbIX KHUT, HOT,
rpamnnacTUHOK):
1 |nogbopka kapTtoyek no andaButy damunuin aBTOpOB uMnM| OAHa KapToyka 0,2
3arnaBsun AN paccTaHOBKU
2 |paccraHoBka npegBapuTenibHO NogobpaHHbLIX KapToYvek OfHa KapTouyka 0,3
3 |penakTvpoBaHWe KaTanora; MpoBepka pacCTaHOBKW KapToyek,| oaHa kapTouka 0,5
NpaBuUibHOCTU J06ABOYHBIX U CChINTOYHbIX KAPTOYEK, UCTIpaBeHne
owmnbok
4 |HanucaHue pasgenuTens ang karanora, ykasaHue 6ykBbl, crnora OaVH 0,6
pasgenuTens
5 |paccraHoBKka pasgenutener B kaTanore; nogbopka pasgenutens OaVH 0,3
no andaBuTy; MNOUCK MeCTa pasfenurens; npocTaBneHue| pasgenuTens
pasgenutens
6 |npoBepka paccTaHOBKM pasgenuTenei; ncnpasneHne owmbdok OOWH 0,3
pasgenuTens
opraHusaumsa cucTemMaTU4eCcKOro Katanora niockonevyaTHbIX KHUT
7 |nopbopka kapTo4vek No MHAeKcam, BHyTpu pasgena no andaeuty| ogHa kapTouka 0,3
rammnnuin aBTOpPOB UK 3arnaBnin 4nsi pacCTaHOBKM
8 |paccraHoBKa NpeaBapuTenbHO NOA0OPaHHbBIX KapTovek O[lHa KapTouka 0,3
9 |penakTnpoBaHWe KaTanora; npoBepka NpaBUbHOCTU HaMOMHEHUs| oAHa KapTouka 1,0
pasgenoB Katanora no cogepXaHuio, MHAeKcaunum n paccTaHoBKe,
ncnpasneHve ownbok
10 |peknaccucmkaumna katanora; ucnpasfneHue MHOEKCOB, BHECEHME| OfHa KapTouyka 6,0
ncnpasneHnin B andaBnTHbIN KaTanor
11 |HanucaHve pasgenuTens Ans Kkatanora; ykasaHue HauMeHOBaHMWS OoAVH 0,5
pasgena, nogpasgena v UHbIX pasgenurenen pasgenuTens
KoHncynbtanTtlnioc
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12 |pacctaHoBKka pasgenuTenen B katanor; nogdopka no MHAEKcaM, OOVH 0,3
NMOWUCK MecTa, NOCTaHOBKa pa3fenurens pasgenuTens

13 |npoBepka paccTaHOBKM pasgenurenen, ucnpasneHme owmnbok OAVH 0,3

pasgenuTens

OpraHuzauusa cuctemaTudeckmx katanoroB ("roBopsawmx” u
penbedHO-TOYEYHbIX KHUT, KHAT MO My3blKE U HOTHbIM W3OaHUSIM
penbedHO-TOYEYHOro WpudTa):

14 |nogbopka  kapToyvek, OGOPMIEHHbIX  OBYMs  LWpuMdTamu| opHa KapToudka 1,0
(nnockonevaTHbIM U perbeHO-TOYEYHbIM), MO UHAEKCaM, BHYTpWU
pasgena no andasuty amMunuin aBTOPOB WM 3arnasui  Ans
paccTaHOBKM

15 |paccraHoBka npenBapuTensHO nogobpaHHbIX KapToudek,| ofHa KapTo4ka 4,0
OhOPMIEHHbIX ABYMS LWpudTamm

16 | pefakTupoBaHuWe KaTanora; NnpoBepka NpaBUbHOCTM HamnofHeHnA| ofHa KapToudka 0,5
pasgenoB Katanora rno cogepXaHuio, MHAeKcaumm u paccTaHoBKe
KapTo4ek, ncnpasneHne ownbok

17 | peknaccudukaumsa kaTtanora; UcnpasfieHMe WMHOEKCOB, BHeceHune| ofHa KapToudka 6,0
ncnpasneHui B andaBuTHbLIN KaTanor

18 |HanucaHve pasgenuTens Ans Kkaranora; ykasaHue HauMeHOBaHWS OOVH 1,0
pasgena, nogpasgena pasgenvrenb

19 |paccraHoBka pasgenuTenen B katarnore; nogdbopka Mo MHOEKcaM, oavH 0,3
MoMCK MecTa, NOCTaHOBKA pa3fenutens pasgenvrenb

20 |npoBepka pacCTaHOBKM pasfenvTenen, ncnpaeneHne owmbok O4MH 0,3

pasgenvrenb

PaboTta c MakeToM NNocKkoneyaTHON KaTarnoXHON KapTOYKK:

21 |npouynTbiBaHME He3psiieMy pPabOTHUKY TeKCTa MockonevyaTtHon| oaHO HasBaHue 12,0
KapTOYKM

22 |BHeceHue B MakeT nnockoneyaTHoOM KapToykuM| ofHO HasBaHue 12,0
6mbnmorpadunyeckon 3anncu penbedHO-TOUYEYHbIM LPUATOM

23 | nepeHeceHMe AaHHbIX O dharnax C XKecTKoro Ancka Ha KaTanoXxHble| OAHO Ha3BaHWe 4,0
KapTO4Ku

24 |pepakTMpoBaHue  arneMeHToB  Gubnuorpadwuueckon  3anucu,| oaHa 3anucb 0,3
BbINOMHEHHON penbedHO-TOYEYHbIM  WPUETOM;  UCTpaBleHne
owmbok
OpraHusauua Tonorpadumyeckoro katanora:

25 |nopgbopka kapTouek N0  CTPYKTYPHbIM nogpasgeneHusaM| ogHa KapTouka 0,2
(oToenam-choHaoaepkaTensim)

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

27 | paccTaHoBKa NpeaBapuTenbHO NogobpaHHbIX KapTovek O[fjHa KapTo4Ka 0,2

28 | penakTnpoBaHune kaTanora; NpoBepka NpaBUNbHOCTU PacCTaHOBKU| OAHA KapTouka 0,3
KapTo4ek 1 pasgenuTenei; ucnpaeneHe owmnokm
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29 |HanuncaHwe pasgenuTens Ang katanora; NOCTaHOBKa pasgenurens O4MH 0,3
B KaTanor pasgenuTens
N3baTtue n3 KapTO4HbIX KaTanoros (andpaBuTHOrO,
cucTtemaTu4eckoro, Tonorpaduyeckoro) KapTodek Ha
NCKIMOYEHHbIe M3 BBNMoTeYHoro hoHAa JOKYMEHTLI:
30 | pernctpauus akta Ha CnMcaHue B KHUre yyeTa OAWH aKT 3,0
31 |mouck  kapTodkM  (OCHOBHOW, O00OABOYHOM);  3avyepkMBaHMEe| ofHa KapToyka 1,5
CMUCbIBAEMOrO WHBEHTApHOro HOMepa, WHBEHTApHOro Homepa
CMMCbIBAEMOWN KHUMM N3 KOMMNeEKTa penbedHo-TOYeYHOro wpudTa
(PTW) B cooTBeTCTBYIOWEM WHBEHTapHOM HOMepe; yaaneHve
KapTOYKM
32 |nogcyeT KonuyecTBa U3bATbIX KAPTOYEK M3 CUCTEMbl KapTOYHbIX| OAHa KapToyka 0,1
KaTanoroB 1 KapTOTEK; 3anncb B KHUTY y4eTa
lMNepeagpecoBka AOKYMEHTOB:
33 | peructpauua akta nepefayn JOKyMeHTa B KHUre ydeTta OOVH aKT 3,0
34 |nouck KapToukM, MWCMpaBneHWe MecTa XpaHeHus [OKyMeHTa;| ogHa kapTouka 3,0
BO3BpaLLleHMe KapTOYKn B KaTanor
TexHnyeckas obpaboTka JOKYMEHTOB:
35 |HaknevBaHve KapMallKOB HA [OKYMEHT Ha OymaxHoM HocwuTerne;| oawH Kapmallek 1,0
HanvcaHve Ha Kapmallke WHBEHTapHOro HoMepa, MecTa XpaHeHus
36 |HanucaHue Wwudpa Ha 0bnoXxKe, TUTYNIBHOM JICTE AOKYMEHTa OOVH JOKYMEHT 0,8
37 | BRnOXeHWe KHWKHOro chopMynsapa B KapMallek, KOHTenHep OOVH chbopmynsap 0,1
38 |npoBepka 1 ucnpaeneHne Wwndpa Ha aTUKETKaX ayanoBmayarbHbIX| OAVH OOKYMEHT 0,5
OOKYMEHTOB Ha aHanoroBbIX U LMAPPOBLIX HOCUTENSX
39 |coctaBneHne nnockoneyaTHOW 3TUKETKM Ha ayauoBusyanbHble| OAWH AOKYMEHT 5,0
OOKYMEHTbl Ha aHamnoroBblX U LMMPOBbLIX HOCUTENSX; MpoBepka
3anucu, ucnpaenexHne owmnbok; pacnevarka
40 |nogbopka AOKYMEHTOB MO MECTY XpaHeHUs; nepedaya AOKYMEHTOB| OAMH JOKYMEHT 1,0
C KaTanoXHbIMW KapToukaMu U KHWXKHbIMU dopmynspamMn B
oTaenbl-hoHaoaepkaTenu
41 |oTMeTKa B KHUre y4yeTa o nepegaye napTum JOKYMEHTOB ofiHa napTus 3,0
OpraHusaunsa 1 BegeHne areKTpoHHOro Katanora
dopmuposaHue n Beoa B B[] AC 6ubnuorpaduyeckux sanncemn oJHa 3annucb
lMnockoneyaTHbIX U30aHUN:
42 |npu OTCYTCTBUM MEYaTHOW KapTOYKW W aHanornyHblX 3anuvcen B 6,0
3NEeKTPOHHOM KaTanore
43 |Npy Hannyum nevaTHOW KapTOYKM UMM aHanoruyHbIX 3anucen B 4,0
3NEeKTPOHHOM KaTanore
44 | npv gononHuTensHon paboTe ¢ aHHoTaumen (NOWCK aHHoTauun B 15,0
KoHncynbtanTtlnioc
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"MiHTepHeTe", pegakumsa aHHOTaLmm)
PenbedHO-To4EeYHbIX N3gaHUN:
45 | 6e3 BBOAA aHHOTaLUMK 4,0
46 |npu gononHutensHon paboTe ¢ aHHOTaLMeN 15,0
47 |n3pgaHun Ha KacceTax 4,0
48 |n3pgaHui Ha ONTUYECKMUX OUCKax 5,0
49 |n3gaHun Ha hnel-kapTax 15,0
50 |cxecTkoro gucka 3,5
51 | penbedHo-rpadurdeckmnx nocobui 7,0
52 | TakTUnbHbBIX PyKoAenbHbIX N3aHWN 25,0
53 | cocTaBneHne aHanUTU4YECKOM 3anncu 0oJHa 3anucb 5,0
54 |pocnucb coaepxaHua cOOpHMKOB, HanevaTaHHbIX| 0aMH COOPHUK 25,0
penbedHO-TOHEYHbIM LLPUGTOM
55 | cocTtaBneHne ob6aBOYHbIX U CCbINIOYHBLIX ONUCAHWUI OLHO onuncaHue 1,0
56 |penakTnpoBaHue 6M6nmorpaq)mt4ecmx 3anucen; nposepkal  ofHa sanuch 1,0
NpaBUIIbHOCTUN 3NIEMEHTOB 3anncemn; BHECEHNE N3MEHEHU
57 |cocTtaBneHne n BBOA B SMEKTPOHHbIA KaTanor HOBbIX pybpuk,| ogHa 3anuch 0,5
noapyo6puk, nepcoHanumn
58 |BbIBOO GMONMOrpadmnyecknx 3anncen Ha akpaH O4Ha 3anncb 15,0
dopmaTmpoBaHue 1 pacnevaTtka KapTodek U yYyeTHbIX hopMm
dopmaTmpoBaHue 1 pacnevaTtka KapTouek: OfiHa KapTouyka
59 | ocHoBHas ons angaBUTHOroO KaTanora 2,3 cek.
60 |nobaBoyHas anst andaBUTHOrO KaTanora 1,0
61 | ccbinoyHasa ansa andgaBUTHOrO KaTanora 1,0
62 | ons Tonorpaduyeckoro katanora 0,7
63 | bopmaTupoBaHue " pacnevaTka MakeTa KapTO4KM OAVH MakeT 1,5
(nnockonevaTHas 3anucb) ANA  cMCTEMaTUYecKoro kaTanora KapTO4Ku
"ropopAWmX" N penbedHO-TOYEYHbIX JOKYMEHTOB
64 | pacneyvaTtka KHWKHbIX (HOPMYMSipOB Oo4VvH dhopmynsp 0,2
65 |onpegeneHne aK3eMNNAPHOCTM (MO KONMMYECTBY KHUM B KOMMSEKTE)| OAHO Ha3BaHue 0,7
n pacnevatka OPMYNsSipOB [ANs  M34aHMK, HanevaTaHHbIX
penbedHO-TOYEYHbIM LWPUEHTOM
PeTpocnekTMBHOE NONOMIHEHNE 3NEKTPOHHOIO KaTanora:
66 |nouck B andaBuMTHOM KaTanore nfoCKOMeYaTHbIX KHUM KapTovkM| ofHa KapTouka 0,2
ans seoga B b1 AC
KoHncynbtanTtlnioc
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67 |BBOA CBEAEHWUW C NINOCKONEeYaTHON KapToYkn B COOTBETCTBYKOLLUME| OAHO Ha3BaHue 2,0
nons 6ubnunorpacudeckon 3anncu B b AC
68 |nouck MO y4YeTHbIM OOKYMEHTam M Tonorpadmyeckomy katanory| ogHo HasBaHue 2,0
CBELEHUN, OTCYTCTBYIOLLUMX B MSIOCKONEYaTHOW KapTodke; BBOS
HanaeHHbIX cBefeHun B COOTBETCTBYHOLLNE nons
6ubnuorpaduyeckon sanmcu B b AC
69 |npoBepka npasBunbHOCTYN BUBnMorpadmnyeckomn sanmcu OfHO Ha3BaHue 0,5
70 |Bo3BpaT B andaBUTHbIN  KaTanor MfIOCKONeYaTHbIX  KHUI| OgHa KapTouka 0,2
oTpaboTaHHON KapTO4Ku
N3bsaTue Gubnmorpadpuyeckorn 3anmcm u3 aneKkTpoHHOro KkaTanora:
71 | peructpauusa akta Ha cnmcaHne JOKYMEHTOB B KHUre yyeTa OAMH aKT 3,0
72 | n3bsATME M3 SNEKTPOHHOrO KaTanora bubnuorpadguyeckux sanucen| opgHa 3anucb 3,0
Ha VUCKIIOYEHHble 13 BUbnnoTeyHoro oHaa AOKYMEHTHI
73 |nogcyeT KonmyecTBa U3bATLIX U3 3ANEKTPOHHOrO KaTtasnora 3anncen;| ogHa 3anucb 0,1
3anuncb B KHUTY yyeTa
3.5. dopmupoBaHue 6a3 gaHHbIX 3BYKOBbIX (haninoB
Tabnuua 46
N HanmeHoBaHMe npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHust BPEMEHM!,
MWH.
1 2 3 4
KoHBepTMpoBaHMe ayaMoooOKyMEHTOB C  KPUMTO3awuTon C
XKECTKOro Agucka B nporpammbl Anst paboTbl C  "roBOpsiLLMMM
KHUramum™:
1 |onpepeneHve Hannuua JOKyMeHTa B nporpamme And paboTbl ¢| OAHO Ha3BaHue 0,05
"roBopAWMMU KHUFraMK"; U3MEHEHWe HaCTPOoeK MporpamMmbl  Ans
paboTbl ¢ "roBOpsLWMMM KHUramn"
2 |3anonHeHne KOP3WHbI AOKYMEeHTaMu OfHO Ha3BaHue 0,04
3 |cosgaHne NpoMeXyToYHOM Nanku Ang KOHBEPTUPOBAHMUS OAHa nanka 1,0
4 |KoHBepTMpOBaHME OTOOPaHHbLIX AOKYMEHTOB B MNPOMEXYTOYHY| OOHO Ha3BaHue 0,03
nanky
5 |koHBepTUpOBaHME [OOKYMEHTOB W3 MNPOMEXYTOYHOW Manku B| OAHO Ha3BaHue 0,08
nporpaMmmbl Ans padoTbl ¢ "roBOpPSALNMN KHUraMmn'"
KoHBepTMpoBaHne ayauogoKyMEHTOB C  OMTUYECKUX [UCKOB B
nporpaMmmbl Ans paboTsl ¢ "roBOpSALLNMN KHUraMmn'":
6 |nouck OOKymMeHTOB B nporpammax ans paboTbl ¢ "roBopsAwMMU| OAHO Ha3BaHue 0,05
KHuramn"
MogroToBKa 4OKYMEHTA K KOHBEPTMPOBAHWIO:
KoHncynbtanTtlnioc
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7 |konupoBaHWe OOKyMeHTa C Aucka OAMH Yac 0,12
3ByYaHus
8 |KoHBepTUpOBaHME JOKYMEHTa BCMOMOraTenbHOM NporpaMmmMmon OAMH Yac 1,1
3ByYaHus
9 |mpu OTCYTCTBMM Ha3BaHMS [OKYMeHTa O03By4YMBaHWE HasBaHWs| OA4HO Ha3BaHue 2,0
cpeacreamu
10 |3anonHeHne y4eTHOW (POpPMbl BBOOUMOrO AOKYMEHTa (C y4eToM| OAHO Ha3BaHue 2,0
BpeMEHM Ha nouck aHHoTauum B "MIHTepHeTe", uHaekca BBK B
3NEKTPOHHOM KaTasnore) Ansi KOHBEPTUPOBAHMA B MporpamMmbl st
paboTbl € "roBopALMMUN KHUramu"
11 |koHBepTMpOBaHME B MporpaMmmbl Ans paboTbl C "roBOPSALMUMMU 100 M6 4.1
KHUrammn"
KoHBepTMpoBaHMe ayaMoOOKYMEHTOB C KPMMTO3aLUUTOM C cawTta
opraHv3auuu-napTHepa B nporpammbl Ans paboTbl ¢ "roBopsAwmnMn
KHUramm":
12 |onpegenexHve Hannuns OOKyMEeHTa B nporpamme Anst paboTbl c| OgHO Ha3BaHue 0,05
"roBopsALLMMM KHUramm"
13 |ckaunBaHue JOKYMEHTOB C canTa 1 Mo 0,2
14 | pasapxuBmpoBaHne JOKYMEHTOB 1 M6 0,2
15 |3anonHeHne y4deTHoOM OpMblI BBOAMMOrO AOKYMEHTa (C y4eTOM| OOHO Ha3BaHue 0,3
BpeMeHM Ha nouck aHHoTauum B "MIHTepHeTe", uHaekca BBK B
3NEKTPOHHOM KaTanore) Ansi KOHBEPTUPOBAHMA B NporpamMmbl st
paboTbl C "roBOpALMMUN KHUramm"
16 |koHBepTUpOBaHME B nporpammbl Ans paboTel € "roBOpAWMMU 100 M6 4,1
KHuramn"
MoaroToBka cnvcka HOBbIX MOCTYNseHW (hopmaTt AOKYMeEHTa):
17 |BbIrpy3ka kaTanora nporpammbl Ansi paboTbl C "roBopsAWMMM| OAHa BbIrpy3ka 4.0
KHuramn"
18 |BbIrpyska 13 ganna JOKYMEHTOB, MOCTYNMBLUMX 3a ONpeAeneHHbl| ofHa Bbirpy3ka 20,0
BpeMeHHOM MHTepBan (MecsL, KBapTarn, roa)
19 |ypaneHve nUWHUX WMH(OPMALMOHHBIX MOMen B CNUCKe HOBbIX| OAWMH CNUCOK 10,0
NOCTYNNeHn (150 - 200
Ha3BaHUN)
20 |konuposaHue channa ns popmata 6 AC B chopmat gokymeHTa OAVH CMUCOK 1,0
21 |npeobpasoBaHne [JokymMeHTa B opmarte [OOKymMeHTa  Ans 40 K6 6,0
nocrneayoLwero pasveLLeHnst Ha canTe
O3By4YMBaHue cnvcka HOBbIX MOCTYMNIIEHUI CUHTE3AaTOPOM PEYN:
22 |Bbirpy3ka katanora nporpaMmmbl Ans paboTbl C "roBopsiMMUM| OfHa BbIrpy3ka 4,0
KHuramn"
23 |Bbirpyska us canna cdopmata 6] AC OOKyMeHTOB, MOCTYNUBLUMX| OAHa BbIrpy3ka 20,0
3a onpefeneHHbl BpeMEHHOW nHTepBan (Mecsl, kBapTtan, roa)
KoHncynbtanTtlnioc
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24 |ypaneHve nNUWHUX WHEMOPMAUMOHHbBIX MONeW B CNUCKE HOBbLIX|  OAWMH CMUCOK 10,0
NOCTYNNeHni
25 | konnpoBaHue danna ns popmarta B AC B hopmat gOKyMeHTa (150 - 200 1,0
Ha3BaHUN) OauH
CMNCOoK
26 |npeobpasoBaHne OOKyMeHTa B ¢hopmarte OOoKymeHTa B hopmy, 40 K6 6,0
yOOOHYI0 4Ns1 03BYYMBAHUA CUHTE3aTOPOM peyn
27 | pa3buBka goKkyMeHTa B hopMaTte JOKYMEHTA Ha NPeanoXeHnst 40 K6 80,0
28 |o3ByuMBaHWe [JOKyMeHTa B MporpaMme AnNs  4YTEeHUs  BCRyX 40 K6 3,0
TekcToBbIX dpannos ("banabonka" n gpyrue)
29 | pasmeLleHne 03BYYEHHOrO Crncka HOBbIX NOCTYMNMEHUN Ha canTe OOMVH CNUCOK 15,0
(150 - 200
Ha3BaHuWN)
30 |kOHBEpPTMPOBaHME 03BYYEHHOTO CMMCKa B MporpaMmMbl 4ns paboTbl|  OAWMH CNUCOK 1,0
C "roBopsiLLMMN KH1Uramm"
3.6. Pabota ¢ cbongom. PaboTa no npmemy JOKYMEHTOB
Tabnuua 47
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpEMeEHN,
MU/H.
1 2 3 4
Mprem JOKYMEHTOB B CTPYKTYPHbIX NoApasfaeneHnsx
Mprem QOKYMEHTOB M3 OTAena aBTOMaTU3MpoOBaHHOW o06paboTku| opHa napTms
OOKYMEHTOB U opraHusaumm KaTanoros, cBepka c
CONpPOBOANTENbHLIM JOKYMEHTOM:
1 |1 - 25 ak3emnngapos 10,0
2 |26 - 75 3k3emnnspoBs 30,0
3 |peructpaumsa HOBbIX MNOCTYNIEHUW NEPUOANYECKUX U3OaHURW,| OAWH AOKYMEHT 0,5
npocTaBreHne OTMETKN B PErMCTPaLMOHHON KapToTeke
4 |npocTaBneHue  wTemMnenss  unm oTMeTKa CTPYKTYPHOrO| OOWH JAOKYMEHT 0,5
nogpasgeneHns Ha JOKYMeHTe
Mopbopka JOKYMEHTOB Ansi pacCTaHOBKM B (pOHAE
Mopbopka 4OKYMEHTOB MO BUAAM U34aHUN: OLVH LOKYMEHT
5 |nnockonevaTHble n3gaHus 0,07
6 |penbedHO-TOYEYHbIE N3aaHUS 0,08
7 |"roBopsilime" KHUMM Ha KacceTax 0,1
8 |n3pmaHua Ha onTMYecknx guckax 0,07
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9 |u3pgaHua Ha drnew-kapTax 0,07
10 | penbedHo-rpadmyeckne nocodus 0,08
11 |TakTnnbHbIE pyKOAENbHbIE N3AaHUS 0,1
12 | nopbopka KOMNAEKTOB penbeHO-TOYEYHbIX KHUI MO Ha3BaHMAM OAMH KOMMNNEKT 2,0
13 |nogbopka [OOKYMEHTOB MO  KNacCU(UKALMOHHBIM  MHOEKcam,| oauvH OOKYMEHT 0,3

aBTOPCKOMY 3HaKy

Monbopka MepuoaMYeckux M3gaHuii no andaBuTy HasBaHUsM,| oavH OOKYMEHT
rogam, Homepam:

14 | nnockone4yaTHble n3gaHus 0,07

15 | penbedHo-ToYeYHbIE N3aaHus 0,08

PaccraHoBka 6ubnmnoTteyHoro oHaa

paccTaHOBKa OOKYMEHTOB Ha crennaxax Bl OOWH OOKYMEHT
CI/ICTeMaTVIHeCKO-aJ'I(baBVITHOM nopsagke:

16 |nnockonevaTHble N3gaHus 0,08
17 | penbedHo-ToOYeYHbIE N3gaHns 0,11
18 |"roBopsLume" KHMrM Ha KacceTax 0,1
19 |n3gaHusa Ha ONTUYECKUX ANCKaX 0,1
20 |u3pgaHua Ha drnew-kapTax 0,1
21 | penbedHo-rpaduryeckmne nocodus 0,11
22 | TaKkTUnbHblE pyKOAENbHbIE U34aHus 0,11

PacctaHoBka nepuogmyeckux usgaHun no andasuTy HasBaHW,| OAWMH OOKYMEHT
rogam, Homepam:

23 | nnockoneyaTtHble n3gaHna 0,1
24 | penbedHO-TOYEYHbIE N3aaHUS 0,13
25 | packnagka raset no Ha3BaHWsIM, NpoKasnbiBaHWe ObIPOK, BOXeHue oAHa nanka 10,0

B KapTOHHYIO OOMOXKY (Mamky), MpOLUHYpoBKa, OMOpMIeH/e
06noxku (Ha3BaHue, rod, HOMep, MecsiL)

MpoBepka NpaBUNBLHOCTN PacCTaHOBKM AOKYMEHTOB B OTAENbHbIX| Maccus ooHaa
mMaccuBax oHaa:

26 |1 - 200 gpokymeHTOB 30,0
27 |201 - 400 pokyMeHTOB 60,0
28 | nepemelleHne (NnepeHeceHne) JOKYMEHTOB Ha CBOOOAHbIE MecTa OofHa nonka 5,0
OdbopmneHne, HanMcaHue NONoYHbIX pasgenuTenen: oauH
pasgenutenb
29 | ons cuctemaTnyeckom pacctaHoBkM ooHAa 4,0
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30 | anga andaBUTHOM paccTaHOBKM hoHAaa 3,0

3.7. Pabota ¢ poHaom. PaboTa no coxpaHHOCTM dhoHAa

Tabnuua 48
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHnsi BPEMEHMN,
MWH.
1 2 3 4
MpoBepka 6ubnnoTeyHoro goHaa:
1 |HanucaHue KOHTPONbHOro TariloHa Ha AOKYMEHT; yKadaHue Ha HeM| OAWH TarnoH 2,0
WHBEHTapHOro Homepa, wwudpa, pamunuu, nHMLManos asTopa,
3arnaBsug, roga, Mecta U3fiaHus, LeHbl, Mecta XpaHeHus
2 |oTmeTka O npoBepke OOKyMeHTa Ha dopmynsipe, KoHTenHepe,| oavH JOKYMeHT 0,2
0Bnoxke JOKyMeHTa
Mogbopka KOHTPOMbHbBIX TANIOHOB: O[VH TanoH
3 | no nHBEHTapHbLIM HOMEpaMm 0,8
4 |no andasuTy pammnmin aBTopoB UNu 3arnasun 0,13
5 |no knaccudmkaumMoHHOMY NHOEKCY 0,1
6 |[cBepka KOHTPOMbHbIX TarnoHOB C WMHBEHTAPHOW KHWIOW; OTMeTKa OIVH TaroH 0,5
NPOBEPKN HA TarloHe N B UHBEHTAPHOWN KHUre
7 |cBepka KOHTPOMbHbLIX TANOHOB C Y4YE€THbIM UNU  andaBUTHLIM, OAVH TarnoH 0,5
Tonorpacmyeckum Katanoramu; OTMeTKa NPOBEPKU Ha TanoHe U B
KaTanore
8 |npocmoTp OpMbI  UMHOUBMAyANbLHOrO  y4veTa,  BbisBfieHWEe| OAWH AOKYMEHT 0,5
OOKYMEHTOB, He NnpoLueLwmnx NpoBepPKU
9 |cocTaBneHve KapTo4kmM Ha JOKYMEHT, He NpoLleaLLniA NPOBEPKM OAMVH [OKYMEHT 1,0
10 |nouCK OOKYMEHTOB, He npollegwmnx MpoBepPKU, MO pasfnyHbIM| OAWH OOKYMEHT 5,0
YYETHbIM hopMam, KapToTekaMm, XXypHasnam, KH/XKHbIM Mofkam
CocTtaBneHuve cnncka HegocTarLwWmx B poHAE JOKYMEHTOB: O[MH CMNCOK
11 |1 BOKyMeHT 1,0
12 |2 - 10 goKyMeHTOB 10,0
13 |11 - 25 pokymeHTOB 22,0
OT60p AOKYMEHTOB ANsl U3bSATUA M3 hoHAa
MpocMOTp AOKYMEHTOB Ha NpeaMeT U3baTusa ns oHaa: OLVH LOKYMEHT
14 | HenpoUIbHbIX 0,7
15 | nybneTHbIX 0,3
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16 |ycTapeBLUMX NO coaep>KaHunto 0,7
17 | BeTXUX 0,2
18 | manoucnonb3yemblx, HEUCNOMNb3YyEMbIX 0,5

MogroToBka OOKYMEHTOB K aKTUpPOBaHUIO:

19 [nogbopka AOKYMEHTOB B MApTWM MO NPUYMHAM U3bATUA; CBepka C| oaWH AOKYMEHT 0,08
KHUXHbIM (DOpMYNsipoOM

20 |nogobopka KHWKHBIX (QOPMYNSIPOB Ha [AOKYMEHTbl B Mopsake| oauvH dopmMynsp 0,07
WHBEHTapHbIX HOMEPOB, andasuTa, >XypHasnbHble - MO rogam u
HOoMepam
CocTtaBneHue cnucka K akTy BblObITMSA (Nepedaydn), nogcyeT obLlen OAWH aKT

CYyMMbI, OpOpMIIEHNE aKTa:

21 |1 pokyMeHT 1,0
22 |12 - 10 pOKyMEHTOB 10,0
23 |11 - 25 goKyMeHTOB 24,0

MogroToBka OOKYMEHTOB Ha 6yMa)KHbIX HOCUTENAX ANnd nepenneta

OTtbop [OKyMEHTOB [Ania  nepenneTta; npoBepka COCTOSAHMSA| OAWH AOKYMEHT
OOKyMeHTa; 3anorfiHeHne (CBepka) KHXKHOro coopmynsipa:

24 | nnockonevyaTtHble JOKYMEHTbI 2,0
25 | penbedHo-ToYeYHble JOKYMEHTHI 3,0
26 [nopbopka KOMMNNEKTOB, CBs3blBaHWE B Nadky; odopmneHne| oamH OOKYMEHT 0,5

OOKYMEHTOB 0114 nepenayun B nepennet

MoarotoBka k pectaBpaumn "roBopsawmx" KHUF Ha KacceTax W
OOKYMEHTOB, 3anncaHHbIX Ha ONTUYECKUX ANCKaX:

27 |oTOOp [OOKYMEHTOB AN pecTaBpauuKn, MpoBepKa COCTOSIHMS| OAWH AOKYMEHT 3,0
OOKYMeHTa, 3anonHeHune (cBepka) KHUXHOro popmynspa

28 |nogrotoBka  OOKYMEHTOB K BOCCTaHOBJIEHMUIO; nogbopka| oguH OOKYMEHT 0,5
OOKYMEHTOB, aHamnorn4yHblX  MNOBPEXOEHHOMY; odopmneHne
JOKYMEHTOB Anda nepeaayu Ha pectaspaumio

PecTtaBpauus nrockone4yaTHbIX 7 penbedHO-TOYEYHbIX

OOKYMEHTOB:
29 | nepenneTHble paboThbl OOVH JOKYMEHT 90,0
30 |BoccTaHoBneHne oTaerbHbIX NOBPEXAEHHbIX CTpaHuy,| oAgHa cTpaHuua 30,0

HaneyaTaHHbIX PenbeHO-TOYEYHBbIM LIPUGTOM (CKaHWpOBaHWue,
pacrno3HaBaHWe, pedakTMpoBaHWe, pacrnedyaTka Ha OpaiineBckom

npuHTEpE)
31 | Menkun peMOHT (MOAKMenKa HadopBaHHbIX CTpaHwuu, nepenneTa,| OAWH AOKYMEHT 2,0
TUTYNbHbLIX JIMCTOB, KapMallKOB, SIPSIbIKOB, 3aMEHa MPY>XUHHOIO
nepenneTta)
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PeCTaBpaLI,I/IH OOKYMEHTOB, 3anncaHHbIX Ha ayanokKacceTax:

32 | BOCCTaHOBMEHME NOBPEXAEHHOrO JOKYMEHTA C aHanorm4yHoro Ha| ofHa onepaums 5,0
crneymanbHOM O0OpYyAOBaHUM B 3aBMCMMOCTU OT TEXHUYECKOro
OCHalleHunsa

33 |Menkun pemMoHT (3amMeHa HenpaBWSIbHbIX CKIeek, Moaknenkal oavH AOKYMEHT 5,0

pakopaa, 3TMKETOK Ha dyTnsapax)

BoccTtaHoBneHve yTpa‘-IeHHbIX/I'IOBpe)Kﬂ,eHHbIX LOOKYMEHTOB,
3arnncaHHbIX Ha ONTUYECKNX ANCKaX:

34 | ckaHMpoBaHMe gucka CTaH4apTHbIMU cpeacTBamum OOWH AUCK 2,0

35 |ckaHupoBaHME NOBPEXAEHHOrO AMCKA C  UCNOMb30BaHUEM OAWH OMCK 20,0
cneumanbHOro NnporpaMmmHoro obecneveHuns

36 |3arpyska obpasa gucka B aBToMaTudeckuii gybnmkarop OAVH ANCK 3,0
KpaTHoe Bocnpon3BegeHne ANCKOB: OLMH OnCK

37 | TekcToBble (hannbl 0,3

38 | 3BykoBble harnbl 3,0

39 |Buaeodannsl 6,0
MpoBepka kayecTBa KONWIA: OLMH OnCK

40 |TekcToBble dhannbl 1,0

41 |3ByKkoBble dainbl 5,0

42 |Bugeodannbl 5,0

MpuemM JOKYMEHTOB NOCIe pecTaBpaLmu:

43 |cBepka MNOCTYNUBLUMX [OOKYMEHTOB C KHWXKHbIM (OPMYnsSpoM,| OOUH JOKYMEHT 1,0
npoBepka KayecTBa [OOKYMEHTOB; BOCCTaHOBEHME 3arnaBus,
HanucaHne wndpa Ha Apnbike, KOPELLKe AOKYMEHTa

ObecnbinmeaHne doHaa:

44 |obecnbinMBaHne ¢oHOa C MOMOLLbLID Mblfiecoca; obecrnedyeHue| ogHa Mepononka 15,0
paboyero MecTta TEXHUYECKMMU CpeacTBamMu:  MbINIECOCOM,
paboyMM  CTONIMKOM, CTPEMSIHKOW,  BeOpoM; nposeneHne
obecnbiNiMBaHNs; 3aHECEeHWEe TEXHUYECKMX CpPeACTB Ha MecTa
XpaHeHus

45 |pyyHoe obecnbinuBaHne goHaa; obecneyeHve paboyero mecrta| ogHa Mepornorika 10,0
TEXHUYECKUMWN CPefCcTBaMu: CTPEMSAHKOW, paboynm CTONMKOM,
TENEXKON, BeAPOM, TPSAMNKaMU; NMPOTUPKA, 3aHECEHMNE TEXHUYECKUX
CPeACTB Ha MecTa XpaHeHus

3.8. Pabota ¢ hoHaom. [NepeBoa AOKyMEHTOB B LudpoBon opmaT

Tabnuua 49
| N | HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
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n/n n3mepeHusi BpEMEHN,
MWH.

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

1 |ckaHupoBaHue 1 pacnosHaBaHue penbedHO-TOHEYHOro TEKCTA OfjHa CTpaHuua 2,0

2 |coxpaHeHue danna B TEKCTOBOM hopMaTe OAVH hann 0,5
PepaktnpoBaHve OTCKaHMpPOBAHHOTO MaTtepuana B TEKCTOBOM| ofHa cTpaHuua
penakrope:

3 | XyOoXeCTBEHHbIN TEKCT 5,0

4 |TexHnyeckue u Apyrme cneumanbHble TEKCTbl (HOTHad 3anuchb, 40,0
mMaTemartuka, MeguunHa, Xumust)

OundpoBka 4OKYMEHTOB, 3anMCaHHbIX HA MArHUTHOM NEHTe:

5 |nepeBoa aHanoroson 3anucu B umMdcposor oopmaTt OfHa 3anncb 6,0

6 |obpaboTka 3anucu Ha MarHATHOW JIEHTe Ha  KaTyllKax; OJVH Yyac 180,0
pecTaBpauus 3Byka 3ByYaHus

7 |obpaboTka 3anucK Ha MarHMTHOM NeHTe Ha KacceTe; pecTaBpauus OAWH Yac 90,0
3ByKa 3ByYaHus
OumndpoBka AOKYMEHTOB, 3aMMCaHHbIX HA rpamMnacTUHKaXx:

8 |nmogrotoBka rpamniacTMHKM K 3anucu poHorpammbl; yaaneHue ofHa 12,0
Mol C MOBEPXHOCTU TPaMMNacTUHKKA, CHATUE CTaTUYecKoro| rpamnsiacTuHKa
anekTpuyecTsa

9 |3anucb oHOrpaMMbl  rpamniacTMHKM C  WCMOSIb30BaHMEM ogHa
3BYKOBOIO pefakropa doHorpamma
O6paboTka 3anMcaHHo OHOrpaMmbl: ofHa

doHorpamma

10 |nocTosiHHOE aMnNUTYyaHOE CMeLLleHne 5,0

11 |yQaneHve LWenNYkoB M MOTPECKMBAHMIN C MOMOLLLIO nnarvHa 10,0
aBTOMATUYECKOTrO HAaXOXAEHUS W yOaneHnst NOA0OHbIX LWeNYKoB

12 |ycTpaHeHue OHOBbLIX LLYMOB 10,0

13 |obecneveHne Ka4yeCTBEHHOTO M ECTECTBEHHOro 3By4YaHus C 10,0
Ncnonb3oBaHMEM 3aKBanansepos (rpaduyeckoro,
naparpadu4eckoro, napaMmeTpmuyecKoro)

14 | HopManusaLmsa CBONCTB 3BYKOBOro Matepuana 5,0

15 |nogrotoBka 06paboTaHHOM (hOHOrpaMMbl K 3anmMcyu Ha Auckax; ofHa 20,0
paspeska 3ByKOBOro harina Ha Tpeku doHorpamma

16 |3anucb NOAroTOBNEHHOrO ayauoMaTepuana Ha AucK (C ydeTom OAVH AUCK 12,0
BO3MOXHOCTU  KOHBEPTUPOBaHWSA  matepuana B dopmaT
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ayauodpanna) | |

3.9. O6ecnyxuBaHme nonb3oBaTenen

Tabnuua 50
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHnsi BPEMEHMN,
MWH.
1 2 3 4
3anucb nonb3oBaTenen B GubnmoTeky:
1 |mpocMOTp AOKYMEHTOB Nnonb3oBaTens (nacnopT, YreHCKM Owvner, OAWH 2,0
cTyaeHveckun 6unet, cnpasBka 06 MHBanNMOHOCTM MO 3peHuio),| nonb3oBaTernb
npoeepka Hanuuus YyYEeTHO-perncTpaunoHHom KapTOYKM
nonb3oBaTens
3anonHeHue YYETHO-PErMCTPALMOHHbIX OOKYMEeHTOB| oanH hopmynap
nonb3oBartens:
2 | dopmynsp Ha BymaxkHOM HocuTene 5,0
3 | aneKTpOoHHbIN chopmynsp 4.0
4 | peructpaunoHHas KapTouka 5,0
5 |TpaHcnopTHbIN nucT 6,0
6 |porosop o6cnyxmBaHua (2 ak3emnnspa) 7,0
7 |TeTpagb peructpauuu nonb3oBartenemn 1,0
8 |osHakomneHve ¢ npaBunamy  MNonb3oBaHus  BubnmoTtekon, OOVH 20,0
CnpaBOoYHbIM annapaTom, HanuMuMem Apyrux OTAenoB, nepedyHem| nornb3oBaTterb
npegocTaBnsieMblX ycryr
9 |paccTtaHOBKa pervcTpauMOHHbIX KapTo4Yek nonb3oBaTenem B| ogHa kapTouka 1,0
KapTOTeKy
MNepepernctpaunsa nonb3oBatenen
Monck n BHECEeHWE W3MEHEHUM B Y4YETHO-PEerMcTpaunoHHbIE
OOKYMEHTbI Nonb3oBaTens:
10 | cpopmynsip Ha BymaxkHOM HocuTene O4VH chopmynsp 1,0
11 |aneKkTpoHHbIN hopMynsap OAMH hopmynsap 1,0
12 | pernctpaumoHHasa kapToyka OfHa KapToyka 1,0
13 |TpaHcnopTHbIN NKCT OAMH NUCT 1,0
14 | poroBop obcnyxmnBaHus OAWH JOroBop 1,0
3.10. CraumoHapHoe 06cnyxnBaHve nonb3oBaTenen
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Tabnuua 51
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHunst BPEMEHM!,
MWH.
1 2 3 4
O6cnyxnBaHue nonb3oBartenen B otaenax aboHemeHTa: obLero u
HOTHO-MY3bIKanbHOro:
1 |vHdopmupoBaHMe Monb3oBaTenen O HOBbIX MocTynneHusx;| opHa 6ecepa 50
Becena c nonb3oBaTenem y BbICTaBOK
Mopbopka pgokymeHTOB w3 oHOa oTgena And  Bblgadn
nonb3oBaTernto:
2 |un3paHus, HanevyaTaHHble pefibeHO-TOYEYHbIM PN TOM OOVH JOKYMEHT 3,0
3 |"roBopsiwme" KHUMM 1 My3blkarnbHble NPON3BEAEeHUS Ha KacceTax OAWNH OOKYMEHT 3,0
4 |n3gaHma  Ha UMpOBBIX HOCUTENsIX  MHGOpMauuu  (AUCKW,| OOWH OOKYMEHT 1,0
chneL-kapTbl C KpUNTO3ALLMTOWN)
5 |rpamnnacTuHkm OAWH JOKYMEHT 1,0
6 |HOTHble u3gaHusa (nnockonevaTHble U No cucteme bpanns) OOVH JOKYMEHT 2,0
7 |v3pgaHuda, HanevaTaHHble MNOCKONeYaTHbIM, B  TOM  4ucne| oAwWH AOKYMEHT 1,0
YKPYMHEHHbIM, LLIPUTOM
8 |3ByKkoBble (avinbl u3 6a3bl  AaHHbIX  "roBOPAWMX"  KHUT  C oAVH dhann 15,0
KpunTo3aLimTon
9 |3anuch 3BYKOBbIX (hansioB "roBopAWMX" KHUF C KPUATO3ALLUTON Ha OAWH hawnn 10,0
dnew-kapTy nonb3oBaTens C npeaBapuUTENbHON  NOLrOTOBKOW
(o4ncTkon) pneww-kapTbl Nonb3oBaTens
10 |npepoctaBneHne nonb30oBaTENd  HOTHbIX W My3blKanbHbIX| OAWH OOKYMEHT 2,0
OOKYMEHTOB ans npeaBapuTENbHOro npovrpbiBaHus,
NpocnyLnBaH1s B NOMeELLEeHUN otaena
lMpoBepka AOKYMEHTOB nepep Bblgavyen/mpuemMom Ha COOTBETCTBME| OAMH OOKYMEHT
N OTCyTCTBUE OeDEeKTOB:
11 |n3gaHus, HanevyaTaHHble pefibeHO-TOYEYHbIM PN TOM 1,0
12 |"roBopsimne" KHUMM 1 My3blkanbHble NPOU3BEAEHMS Ha KacceTax 3,0
13 |u3gaHua Ha uMdpPOBBIX HOCUTENAX  MHOPMaUMU  (QUCKM, 1,0
chneL-kapTbl C KpUNTO3ALLMTOWN)
14 | rpaMnnacTuHKK 1,0
15 |HOTHbIE M3gaHuA (nnockoneyvaTHble U No cucteme bpanns) 1,0
16 |vM3gaHusa, HaneyaTaHHble MMOCKONeYaTHbIM, B TOM  4ucne 0,8
YKPYMHEHHbIM, LLIPUTOM
17 |Bblgavya [OOKYMEHTOB nMONb30OBaTeNto, OTMETKa O Bblgaye B| OAWH OOKYMEHT 0,7
KoHcynbTaHTlIntoc
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"O06 yTBEPXKOEHUN TUMOBLIX OTPACIEBbLIX HOPM TpyAa Ha paboThl,
BbIMONHAEMbIE B OU...

HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 18.09.2015

KHIKHOM bopmyrnsipe

OTmeTKa 0 Bbigaye/npueme JOKYMEHTOB: OOVH JOKYMEHT
18 |B pyyHOM pexunme 1,0
19 | B aBTOMaTU3MPOBAHHOM pEXUME 0,7
20 |lMprem OOKYyMEHTOB OT NMosib3oBaTesis, MOMCK U BKNagKka KHWXKHOro| oAvH AOKYMEHT 1,0

dopmynspa

MpoaneHne cpoka Nonb3oBaHUS JOKYMEHTaMMU: OOVH JOKYMEHT
21 | B py4HOM pexunme 2,0
22 | B aBTOMaTU3MPOBaHHOM peXUME 0,7

KoHcynbTauus nonb3oBaTens: ofHa

KOHCynbTaums

23 | no paboTe ¢ kKapTOYHbIM KaTariorom 5,0
24 |no paboTe C aneKTPOHHbIM KaTanorom 7,0
25 | no akcnnyaTauuu TucdnomariMtodoHoB, TudnodneLu-nneepos 10,0

OT16op ¥ nepedaya Ha BOCNPOU3BEAEHWE B  CreuvarbHOM
dopmaTte parMeHTOB NNOCKONeYaTHbIX TEKCTOBLIX W  HOTHbIX
OOKYMEHTOB (Mo 3anpocy nosb3oBaTens):

26 |npvem 3anpoca oOT nonb3oBaTens, MnoAGopka [AOKYMEHTOB,| OoOWH JOKYMEHT 50
odpopmneHune 3akasa

27 |nogrotoBka OOKyMeHTa K BoOcCrpou3BefdeHuto (MOWUCK, 3aknagkal oaHa ctpaHuua 2,0
hbparMeHTOB, oOLEeHKa BO3MOXHOCTM CKaHMPOBaHWS  TEKCTa,
py4Horo Habopa HOoTHOW 3anucu no cucteme bBpanng)

O6CJ'Iy)KIABaHI/Ie nonb3oBaTenen B YnTanbHOM 3ane:

28 |nHopMupoBaHMEe O HOBbIX  MocTynneHusx; 6ecega c¢| opHa 6ecepa 5,0
nonb3oBaTesieM Yy BbICTaBOK, TEMATUYECKMX KHUXHbIX MOJ10K

Mouck OOKYMEHTOB MO 3anpocy ronb3oBaTens B MoAcOoBHOM| OOMH OOKYMEHT

doHae:
29 |no Bnpam nsgaHmmn 3,0
30 |no onpegeneHHon TemMe 4,0

lMpoBepka AOKYMEHTOB nepep Bblgavyen/npuemMom Ha COOTBETCTBUE| OAMH OOKYMEHT
N OTCYTCTBUE AeEKTOB:

31 |nsgaHus, HanevaTaHHble penbedHO-TOYEYHbBIM LWPUGTOM 1,0
32 |"roBopsime" KHUIMM Ha KacceTax 4,0
33 |m3gaHna Ha uudpoBbIX HOCUTENAX  MHopmMauun  (BUcKK, 1,0

drew-kapThbl)

34 |n3paHus, HaneyaTaHHble MNOcKoneyaTHbIM, B TOM  4ucCne 0,8
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HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 18.09.2015

YKPYNHEHHbIM LLIPUTOM

35 | TakTunbHbIE pyKoaerbHble n3naHus 1,0
36 | penbedHo-rpaduryeckne nocodbus 1,0
37 |Bbl@aya [OOKYMEHTOB MONb30OBaTeNto, OTMETKa O Bbldaye B| OAWH AOKYMEHT 0,7

KHV)XHOM chopMynsipe

OTtmMeTKa 0 Bblgaye/npmeMe 4OKYMEHTOB: OLVH LOKYMEHT
38 | B py4HOM pexunme 1,0
39 | B aBTOMATU3NPOBAHHOM pEXUME 0,7
40 |npuem OOKYMEHTOB OT MOSb30BATENS, MOUCK U BKagKa KHWXKHOrO| OOWH OOKYMEHT 1,0
dhopmynspa
KoHcynbTauus none3oBaTens: ogHa
KOHCynbTauus
41 |no paboTe ¢ KapTOYHbLIM KaTanorom 7,0
42 |no paboTe C 3MNeKTPOHHLIM KaTanorom 8,0
43 |no akcnnyaTaumm TdnomarHMTodoHoB, TrdnodneL-nneepos 10,0
44 |no skcnnyataumy afjanTuBHbIX TUMNOTEXHUYECKUX CPeacTB U 20,0
nporpamm
45 |no oakcnnyatauuMmM KOMMbIOTEPHOW TEXHWKUW W MPOrpamMMHOro 20,0
obecneyeHus

PaboTta ¢ uteLom:

46 |npepnBapuTenbHas 3anvcb NONb3oBaTENS K UTELy OAHa 3anuncb 1,0

47 |nouck, ohopmMneHne AOKyMeHTa Ang BbiAavu nonb3oBaTento OOVH JOKYMEHT 5,0

48 |4TeHue TekcTa OfHa cTpaHuua 5,0
(dbopmat A4)

49 | Nnpo4nTbLIBaHNE TEXHUYECKOro M ApYrux chneuunanbHbix TekctoB Ha| 1000 3HakoB 6,0

MarHUTHy .I'IeHTy/Ll,IAd)pOBbIe HOCUTEINn

OTtbop ¥ nepepada Ha BOCMpPOU3BEAEHME B  CheuManbHOM
chopmaTte (pparmMeHTOB nrockonevyaTHbIX AOKYMEHTOB (N0 3anpocy
nonb3oBartens):

50 |npuem 3anpoca OT nonb3oBaTens, noabopka [AOKYMEHTOB,| OAWH AOKYMEHT 50
odopmrneHne 3akasa

51 |nogroToBKa AOKYMEHTA K BOCNPOU3BEAEHUIO OfHa cTpaHuua 2,0

3.11. BHecTaumoHapHoe obcnyxuBaHme nonb3oBaTenemn

Tabnuua 52
| N | HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EanHnua Hopma
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HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 18.09.2015

n/n n3mepeHusi BpEMEHN,
MWH.
1 2 3 4

HapgomHoe O6CJ'Iy>KVIBaHl/Ie nonb3oBaTtenemn:

1 |npvem 3akasa OT nonb3oBaTtens no TenegoHy, odopmneHne OAWH 3aKas 4,0
3akasa
Mowuck na d.)OH,lJ,a KOMMNNeKkTa AOKYMEHTOB!: OAWH KOMNJIEeKT

2 |v3gaHus, HanevyaTaHHble penbedHO-ToYeYHbIM WwprdTom (10 - 15 15,0

KHUT M3 KOMMSEKTa)

3 |"roBopsime” kHUMM Ha kacceTax (5 Ha3BaHWN) 10,0

4 |n3gaHuMa  Ha UMGPOBBIX HOCUTENSIX  MHOPMauuu  (OUCKM, 6,0
drnew-kapTbl) (5 Ha3BaHUN)

5 |oTmeTka 0 Bblgaye JOKYMEHTa B KHKHOM hopmyrnsipe OOVH JOKYMEHT 0,7

OTmeTka 0 Bblgadye/mpueMe [OOKYMEHTOB B dpopmynsipe| oavH OOKYMEHT

nonb3oBaTens:
6 |B py4yHOM pexunme 1,0
7 |B aBTOMaTU3NPOBaAHHOM peXUmMe 0,7
8 |nogrotoBka [OKYMEHTOB K OTNpaBKe, COPTUPOBKA MO BMAAM OOMVH 3akas3 15,0

N3[4aHui, ynakoBka, 0opMIIEHNE TPAHCNOPTHOIO NMCTa, NOrpy3Ka;
corrnacoBaHve c nonb3oBaTternem no TenedoHy, JOCTaBka 3akasa

9 |npvem OOKyMEHTOB OT MoOMb30BaTenNs; BbIrPy3ka, pacnakoBka, OAVH 3aKkas3 8,0
MOWUCK W BKMNaaka KHUXKHOIo chopmynsipa

MpoBepka  [OOKYMEHTOB  nepen  OTNpaBKOW/MpUEMOM Ha| oaWH OOKYyMEHT
COOTBETCTBUE M OTCYTCTBME AeEKTOB:

10 |n3gaHus, HanevyaTaHHble pefibeHO-TOYEYHbIM PN TOM 1,0
11 |"roBopswme" KHUrM Ha KacceTax 6,0
12 |u3gaHua Ha uUMdpPOBBIX HOCUTENAX  MHOPMauMn  (QUCKM, 1,0

drew-kapThbl)

lMpoaneHue cpoka Nonb30BaHNs JOKYMEHTaMW: OOVH OOKYMEHT
13 | B pyyHOM pexunme 2,0
14 | B aBTOMaTU3MPOBAHHOM pPEXUME 0,7

O6cnyxnBaHue nonb3oBartenen B OBUBNIMOTEYHbIX MyHKTaX:

15 |nogroToBka M 3aknYeHMe [JoroBopa Mexay Oubnuvotekon u| oawH LOroBOp 300,0
opraHu3auuen, rge OyaeT OCyLecTBASATbCS BHeCTauMOoHapHoe
obcnyxnBaHue
OdopmneHune copmyrnspa OMGNMOTEYHOrO NyHKTa: Oo4VH dhopmynsp
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KYMEHT N TaBleH
"O6 yTBEpPXKOEHMUM TUMOBBLIX OTPacneBbiX HOPM TpyAa Ha paboTsl, AokymenT npeaocraene

KoHcynbTanTtlinioc
[ata coxpaHeHus: 18.09.2015

BbIMOSIHAEeMble B OM...

16 |B py4yHOM pexume 7,0
17 |B aBTOMaTU3MPOBAHHOM peXume 6,0
18 | odopmneHue nanku ¢ JOKyMeHTamMu (4OroBop, OOBEPEHHOCTb Ha ojHa narnka 15,0
NoMyYeHne KHUT, OTYETbI)
19 |cocTaBneHve cxembl pasmelleHus OubnuoTeyHbIX MYHKTOB Mo| ofgHa cxema 120,0
TeppuUTOpUSaM
20 |cocTaBneHue rpaduka obmeHa [OKYMEHTOB, HaxoAswmxcs B| oauH rpadwuk 20,0
BUBNMOTEYHBIX NyHKTax
21 | coctaBneHue nnaHa MeToANYEeCKOn nomoLim OJVH NnaH 60,0
6mbnnoTtekapssM-06LLeCTBEHHMKAM
Bblgava 4OKYMEHTOB B OMONMOTEYHBIN MYHKT:
MoproTtoBka 1 pacnedaTtka cnucka AOKYMEHTOB, NMpedHa3Ha4yeHHbIX| oauH cnucok
ONS Bblgauy OMGNIMOTEYHOMY MYHKTY:
22 |20 nOKyMEHTOB 30,0
23 |40 pokymeHTOB 60,0
24 | 100 pokymeHTOB 120,0
Mopbopka M3 poHga NoO CnMcKy/3asiBke KOMMIIEKTOB OOKYMEHTOB| OAMH OOKYMEHT
pasnu4yHbIX HopMaToB:
25 |nsgaHus, HanevaTaHHble penbedHO-TOYEYHbIM LWPUTOM 3,0
26 |"roBopsme" KHUMM Ha KacceTax 2,0
27 |u3pgaHua Ha UMAPOBBLIX HOCUTENAX  WHopmauum  (Oucku, 1,0
dnew-kapTbl)
28 |n3paHus, HaneyaTaHHble MnockoneyaTHbiM, B TOM  4ucCne 1,0
YKPYMHEHHBIM LLUPUGTOM
Ceepka [OKYMEHTOB CO CMMCKOM/3asiBKOM M NPOBEPKA AOKYMEHTOB| OAWH AOKYMEHT
nepea Bbligaven Ha COOTBETCTBME U OTCYTCTBME AeDEKTOB:
29 |n3gaHus, HanevaTaHHble penbedHO-TOYEYHbIM LWPUTOM 1,0
30 |"roBopsime" KHUMM Ha KacceTax 6,0
31 |u3gaHua Ha UMPOBLIX HOCUTENAX  UHopmauum  (Qucku, 1,0
drew-kapThbl)
32 |n3paHus, HaneyaTaHHble MNockoneyaTHbiIM, B TOM  4ucCne 0,8
YKPYMHEHHBIM LLIPUETOM
33 | copTupoBka no BMaam nsgaHui, OTMETKa O Bblgade AOKYMEHTa B| OAWH AOKYMEHT 1,0
KHXHOM bopmyrnsipe
OTmMeTKa 0 Bblgaye JOKYMEHTOB: OOVH LOKYMEHT
34 | B py4HOM pexunme 1,0
KoHncynbtanTtlnioc
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KYMEHT N TaBleH
"O6 yTBEpPXKOEHMUM TUMOBBLIX OTPacneBbiX HOPM TpyAa Ha paboTsl, AokymenT npeaocraene

KoHcynbTanTtlinioc
[ata coxpaHeHus: 18.09.2015

BbIMOSIHAEeMble B OM...

35 | B aBTOMaTM3MPOBAHHOM peEXMME 0,7

36 | paccTtaHoBKa KHWXHbLIX (POPMYNAPOB B KAPTOTEKY MHAMKATOpA OAMH hopmynsap 1,0

37 |nogrotoBka OOKYMEHTOB K OTMNpaBke; YynakoBKa, COCTaBfeHue| oAuH KOMMMeKT 30,0
onucu, norpyska

38 |oTmeTka 06 oTnpaBKe 3akasa B XXypHarne permcrpaumm ofHa 3anuncb 2,0

39 |onoBseleHne aboHeHTa 06 oTNpaBke 3akasa OLVH aBOHEHT 1,0
Mprem JOKYMEHTOB 13 BMOMMOTEYHOrO NyHKTa:

40 | pacnakoBka NOCbIMKWA, COPTMPOBKA AOKYMEHTOB MO BUAAM U34aHUIN | OfHa Nocbinka 3,0
lMpoBepka BO3BpaLLEHHbIX [AOKYMEHTOB Ha  COOTBETCTBUE,| OAMH LOKYMEHT
KOMMMEKTHOCTb, OTCYTCTBUE AeeKTOB:

41 |usgaHus, HanevyaTaHHble pesibeHO-TOYEYHbIM LWPUTOM 1,0

42 |"roBopsLume" KHUrM Ha KacceTax 6,0

43 |u3gaHua  Ha UMAPOBLIX HOCUTENAX  MHOPMauMn  (GUCKM, 1,0
drew-kapThbl)

44 |n3pgaHus, HamneyaTaHHble MIoCKone4YaTHbIM, B TOM  4ucne 0,8
YKPYNHEHHbIM PN TOM

45 |copTMpoBKa AOKYMEHTOB MO BMAaM M34aHWA, MOUCK M BKragka| OAWH OOKYMEHT 1,0
KHWXHbIX (DOPMYnsipoB
OTmeTKa 0 Mpueme JOKYMEHTOB: OOVH JOKYMEHT

46 |B py4yHOM pexunme 1,0

47 |B aBTOMaTU3MPOBAHHOM pPEXMUME 0,7

48 |onoBeLyeHne aboHeHTa 0 NpMeMe JOKYMEHTOB OoAWH aboHeHT 1,0

49 |oTmeTKka 06 0OMeEHe LOKYMEHTOB B QHEBHUKE OTAENA OfHa 3anncb 1,0
3aoyHoe obcnyxmBaHue nonb3oBartenemn
OdopmneHne JOKYMEHTOB Ha 06cnyXnBaHne aboOHEHTOB:

50 |npuem 3asiBkM OT aboHeHTa Ha obcnyxuBaHue, NOArOTOBKa NakeTal oaHa 3asiBka 5,0
OOKYMEHTOB K OTrnpaBke
OdopmneHne chopmynsipa aboHeHTa: Oo4vH dhopmynsp

51 |B py4HOM pexunme 6,0

52 | B aBTOMaTU3NPOBAHHOM peEXUME 7,0
Bblgaya gokymeHTOB aboHeHTam
Mogbopka 13 doHaa no 3akaszy aboHeHTa JOKYMEHTOB pasnuyHbIX| OAWMH OOKYMEHT
dopmaToB:

53 |nsgaHus, HanevaTaHHble penbedHO-TOYEYHbIM LWPUGTOM 3,0

KoHncynbtanTtlnioc
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54 |"roBopswme" KHUrM Ha KacceTax 2,0

55 |u3pgaHua Ha uUMdPOBLIX HOCUTENAX  UHopmaumm  (Ouckw, 1,0
dnew-kapTbl)

56 |nspaHusa, Hane4vaTaHHble MockonevaTHbiM, B TOM  YuUche 1,0
YKPYMHEHHBIM LLIPUATOM

CBepKa OOKYMEHTOB CO CNMUCKOM U npoBepKa AOKYMEeHTOB nepen| OAWMH OJOKYMEHT
BblJa4en Ha COOTBETCTBME U oTCcyTCTBME D,e(beKTOBZ

57 |n3pgaHua, HanevataHHble penbedHO-TOYEYHbIM LLPUGTOM 1,0
58 |"roBopsiwme" KHUIM Ha KacceTax 6,0
59 |nsgaHmsa Ha uudpoBbIX HOCUTENSAX  MHpopMauum  (Bucku, 1,0

dorew-kapThbl)

60 |m3paHuna, HanevaTaHHble MnockonevaTHbiM, B  TOM  4uUche 0,8
YKPYMHEHHBIM LLPUATOM

61 |oTMeTKa O Bblgayve AOKYMEHTa B KHMXKHOM hopmynsape OLMVH LOKYMEHT 0,7
OTmMeTKa 0 Bblgaye JOKYMEHTOB: OLVH LOKYMEHT

62 | B py4yHOM pexunme 1,0

63 | B aBTOMaTU3NPOBAHHOM pEXUME 0,7

64 | paccTaHoOBKa KHWXKHbBIX (POPMYNSAPOB B KAPTOTEKY OAWH hopmynsap 1,0

65 |nogroToBka OOKYMEHTOB K OTMNpaBke; YynakoBKa, COCTaBfeHue| OOuH KOMMMeKT 30,0

onucu, norpyska

66 |oTmeTka 06 OTNpaBke 3aKasa B )XypHare perucrpaumm ofHa 3anucb 2,0

67 |onoseleHne aboHeHTa 06 oTNpaBke 3akasa OLVH aBOHEHT 1,0

Mprem 4OKYMEHTOB OT aGOHEHTOB:

68 |nprem OoKyMEHTOB; COPTUPOBKa MOCKISIOK Mo aapecam, oTMeTka o| opaHa nocbinka 2,0
npueme B XXypHare perucrpaumm

69 |pacnakoBKa NOCbINKK, COPTUPOBKA JOKYMEHTOB MO BUAAM M3faHuii | oaHa nocbinka 3,0

MpoBepka BO3BpaLLlEHHbIX [OOKYMEHTOB Ha  COOTBETCTBME,| OAMH AOKYMEHT
KOMMIEKTHOCTb, OTCYTCTBUE AE(EKTOB:

70 |nsgaHus, HanevaTaHHble penbedHO-TOYEYHbBIM LWPUGTOM 1,0
71 |"roBopsime" KHUMM Ha KacceTax 6,0
72 |n3gaHns  Ha uudpoBbIX HOCUTENAX  MHopmMauun  (BUcKK, 1,0

drew-kapThbl)

73 |n3paHus, HaneyaTaHHble MNOcKoneyaTHbIM, B TOM  4uCne 0,8
YKPYNHEHHbIM PN TOM

74 |copTuMpoBKa [OKYMEHTOB MO BMAAM W3gaHWK, MOUCK WU BKNagka| oavH OOKYMEHT 1,0
KHWXHbIX (DOPMYnsipoB
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BbIMOSIHAEeMble B OM...

OTmeTka 0 NpuemMe AOKYMEHTOB: OLVH LOKYMEHT
75 | B py4YHOM pexunme 1,0
76 |B aBTOMaTU3NPOBAHHOM pEXUME 0,7
77 |onoBelleHne aboHeHTa o0 Npueme JOKYMEHTOB OOWH aboHeHT 1,0
78 |oTmeTKa 06 0OMeHe AOKYMEHTOB B AHEBHUKE OTAENa oJHa 3annucb 1,0
3.12. BHyTpeHHsia paboTa
Tabnwuua 53
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHusi BPEMEHM!,
MWH.
1 2 3 4
[NogroToBka K Bblaaye:
1 |noaBegeHwe utoroB paboTbl 3a Mpowenwui OeHb, 3annucb B exegHeBHO 15,0
OHEBHMKE
2 |pacctaHoBka opmynspoB mnonb3oBaTtenen no cpokam, no| oauH dopmynsp 1,0
andgasuTty
3 |nopbopka OOKYMEHTOB MO BUAAM U3L4AHUA MO NpeaBapUTENbHbIM| OOUH AOKYMEHT 1,0
3akasam nonb3oBaTternen
MpocmoTp HOBbIX NOCTYNEHNIA ans pekoMeHaauun| OauH LOKYMEHT
nonb3oBaTensim:
4 |rasetbl 5,0
5 |>xypHansbl, HaneyaTaHHble NNocKoneyYaTHbIM LLPUGPTOM 15,0
6 |XypHanbl, HaneyaTaHHble peribePHO-TOYEYHbIM LLIPUGPTOM 5,0
7 | KHWMM, HaNe4vaTaHHbIE NITOCKONEYaTHbIM LWPUATOM 5,0
8 |KkHMrK, HanevyaTaHHble peribedHO-TOYEYHbIM LLPUDTOM 2,0
9 |ayauoBusyanbHble U3aHWUS Ha aHanoroBbiXx W UMGPOBbIX 2,0
HoCUTENAX
10 [NpOCMOTP 1 NONOMHEHNE KHWXHbIX BbICTABOK, MOMOK U CTennaxewn,| oavH OOKYMEHT 5,0
OTKpPbITbIX A5 CBOOOAHOrO f4OCTyna nonb3oBartenemn
11 |nogroToBka paboyero mecta eXefHeBHO 15,0
Pabota c popmMynsipom nonb3oBaTtens:
12 |aHanu3 dopmynsapoB nonb3oBaTenen, BbIIBIEHWE 4YuTaTenbCckux| ogmH dhopmynsp 20,0
NHTEpPECOB
13 |3anucb B dhopmynspe nonb3oBaTtens O pesynbTatax aHanusa| oguH dopmynsp 3,0
YTeHus 3a onpeaeneHHbIn nepuosa
KoHncynbtanTtlnioc
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BbIMOSIHAEeMble B OM...

14 |cocTaBneHue KapTOTEKN YNTATENBCKNX NHTEPECOB OlHa KapTouykKa 3,0
15 |3anucb B [OHEBHUKE OMBNMOTEKapss O [OuMHaAMUMKE YTeHus u| opgHa 3anucb 2,0
WHTepecax nonb3oBartenen (rpynnbl Nonb3oBaTenen)
Pabota c nonb3oBaTensiMM, He BO3BPaTMBLUMMMW [OKYMEHTbI B
CpOK:
16 |npocmoTp wn oTbop  chopMynsipoB  nornb3oBaTenen, He| oauH popmynsap 2,0
BO3BPaTUBLUMX AOKYMEHTbI B CPOK
V3BeLleHre nonb3oBaTens, He BO3BpaTUBLLEro AOKYMEHTbI B CPOK;| oauH hopmynsap
OTMEeTKa AaTbl HANOMUHAHUSA B hopMynsipe Nonb3oBaTens:
17 |ycTHO (no TenecoHy) 3,0
18 | NMCbMEHHO Yepes NoYTOBOE OTAENEHNE NN INEKTPOHHYIO MNOYTY 3,0
19 |ynaneHve 13 6a3bl AaHHbIX CBEAEHUI O 3aHATOCTM BO3BPALLEHHbIX| OAMH JOKYMEHT 0,7
OOKYMEHTOB
[Mprem OOKYMEHTOB B3aMeH YTEPSIHHbIX:
20 |npocMOTp M OUEHKa [JOKyMeHTa, TMpPeanoXeHHOro B3aMeH| OAWH AOKYMEHT 3,0
YTEPSIHHOTO
21 |3anncb O 3aMeHe JOKyMeHTa B opmynspe nonb3oBaTens, B| OAVH OOKYMEHT 2,0
TeTpagu yyeta AOKYMEHTOB, NPUHSTBLIX B3aMEH YTEPSIHHbIX
Pabota c oTkazamu:
22 |3anonHeHve KapTOYKM Ha OTKa3 C YyKasaHMeM MNPUYMHbL, | oaHa KapTouka 4,0
paccTaHOBKA KapTo4eK B KApTOTEKY OTKa30B
23 |aHanua oTka3oB, NOArOTOBKA CMMCKA Ha JOKOMMMeKToBaHWe hoHaa OAVH OTKa3 8,0
3.13. O6enyxuBaHue no mexbunbnuoreyHomy aboHemeHTy (MBA)
Tabnuua 54
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHunsi BPEMEHMN,
MWH.
1 2 3 4
O6cnyxnBaHne nHaMBMAYanbHbIX Nonb3oBaTtenen Gubnuotekn no
MBA:
1 |peructpauus nonb3oBaTens, nonbayowerocs MBA OoAVH 2,0
nonb3oBaTenb
2 |3anonHeHne bnaHka-3akasa OOVH 3aKa3s 3,0
3 |yTOYHeHMe yKa3aHHbIX MOfb30BaTENieM CBEAEHUN O 3aka3aHHOM O[VH 3akas3 2,0
OOKYMEHTe, Lensx 3anpoca, WCTOYHMKE, OTKyda MOJSTyYeHbl
cBefeHus
Bubnnorpaduyeckas popaboTka 3aKasa; YTOYHEHUNE O[VH 3akas3
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bmbnuorpadmyecknx cBegeHun:

Mo CnpaBoYHbIM U34aHUAM 13 poHaa dmbnmnoTteku

10,0

npun nomMoLwn BHYTPEHHUX N BHELWHUX 0a3 gaHHbIX

5,0

npoBepKka Hanuuus 3anpalimBaemMoro JokyMeHTa B bubnunortekax, B
TOM 4uMCre NO CBOAHbIM KaTaroram

OOVH JOKYMEHT

12,0

3anucb CBeAEHU O HanpaeneHun 3akasa no MBA (HaumeHoBaHue
6ubnuotekn, gata); oTnpaBka 3akasza B OGMBNMOTEKY, MMEIoLLYIo
3anpalmBaemMbit JOKYMEHT

O[VH 3aKa3

2,0

nepemelleHne  bnaHka-3akasa B KapToTeky
nons3oBatenen no MBA 3a pasgenutens "3anpocsbl
HanpaBreHHble B gpyrne 6udnmortekn”

3anpocos
no MBA,

0OHO
TpeboBaHue

0,5

npuem AoKymeHTa, npucnaHHoro no MBA

OOVH JOKYMEHT

4,0

n3pelleHne nonb3oBaTend (0} noriy4yeHunm 3anpoLeHHoro

OOKYyMeHTa 1 CpoKax ero noJjib3oBaHuA

OOVH
nonb3oBaTternb

2,0

11

Bbldaya nonb3oBaTtento nonyyeHHbix no MBA [okymeHTOB
yaTanbHOM  3are; CBepka BblgaBaeMoro  [JOKyMeHTa
GnaHkoM-3aKa3oM, MpPoBepKa COCTOSHWS AOKYMEHTa, OTMeTKa
BblOave

OO w

OOVH JIOKYMEHT

2,0

12

npvMem [OKyMeHTa OT MONb3oBaTens; CBepka [OOKyMeHTa C
6rnaHkoM-3akasa, npoBepKka COCTOSIHWS [OKyMeHTa, OTMeTKa O
npuemMe, MomelleHne [OKyMeHTa B CreuuanbHO BblaeneHHoe
MecTo

OOVH JOKYMEHT

1,0

13

n3BrieyeHne bnaHka-3akasa U3 KapToTeku, oTMeTKa 00 oTnpaBke
AOKyMeHTa (gaTa, Homep MOYTOBOro OTNPaBIeHNsl); NepecTaHoBKa
nuctka mn3 pasgena "lMonyyeHHble no MBA usgaHusa" B pasgen
"BosBpalyeHHas nutepaTypa”

OOWH NUCTOK
TpeboBaHua

1,5

14

noaroToBKa OOKYMEHTOB K  OTnpaBke B onbnnoteky
oHOoOepaTenb; ynakoBka 3akasa, MpOoCTaBfeHne LiTamna
"MMouTta cnenbix", HaNMcaHne agpeca, COCTaBneHne onucu

O[VH 3aKa3

5,0

15

paboTa c oTkazamu; Npu MONyyYeHUU U3BELLEeHUss 06 oTkase Mnu
3afepXke BbINOMHEHWS 3anpoca ykasaHue B OnaHke-3akase Ha
0BOpPOTHOWM CTOPOHE MPUYMHBI U AaTbl OTKasa, NnepecTaHOBKa €ro
u3 pasgena "3anpockl no MBA, HanpaBneHHole B Apyrue
oubnunotekn" B pasgen "OTtkasbl no MBA"; cooblieHne B otaen
obcnyxvMBaHUS 0 NONyYeHUn oTkasa (gaTa, NnpuynHa)

O[VH 3aKa3

4,0

O6cnyxnBaHne aboHeHToB no MBA: cBepka Mo KapToTeke
aboHeHTOB HoMepa aboHeHTa Ha bnaHKke-3aka3e opraHv3auum

OpraHusaunsa aboHupyeTcs:

OOWH 3aKa3

16

npocTaBrneHne HoMepa Ha OnaHke-3akase, cCBepka agpeca,
HasBaHus opraHusauuu, damunum oTBeTcTBeHHoro no MBA
(BHECEHME N3MEHEHWI B KAPTOYKM)

4,0

ABOHEHT 06paTuncs B TekyLem rogy Bnepsble:

OAWH aboHeHT

17

npocTaBJieHne B KapTo4ke roga 06paLLl,eHVIFI, nathbl, O(bOpMJ'IeHVIe

1,0
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aboHeHTa

OpraHusauus paHee He aboHMpoBanach:

oAWH aboHeHT

18

npucBoeHMe  abOHEHTY  HOMepa,  3amnofIHEHME  KapTOYKK
pernctpaumm aboHeHTa MBA un dopMynsip, ykasaHwe MOJIHOro
HaVMEHOBaHUS OpraHuM3auunM, MOYTOBOro agpeca, TenedgoHa,
damunmm, wMeHu, OT4yecTBa OTBETCTBEHHOrO nuua, AaTbl
OTKpbITUA 1 HOMepa aboHeHTa

6,0

19

paccTaHOBKa PErmcTpaLMoHHbIX KapTOYeK B KAapTOTEKY

0/IHa KapTouKa

0,5

20

odpopmneHune usselleHVs ana aboHeHTa 06 OTKPLITUM aboHeMeHTa
(3anpoc HeJoCTaWMX AN KApTOTEKN CBEAEHW)

OOHO n3BeLlieHne

2,0

21

npoBepkKa npaBuUbHOCTU 3anoJiHeHnA OnaHka-3akasa,
3a0JKEHHOCTU aboHeHTa; npocTaBlieHne Ha o6op0Te
OnaHka-3akasa Wwramna u gatbl nosniy4yeHuna 3akasa

oavH
6naHk-3akas

5,0

22

wndpoBKka 3akas3oB aboHEHTOB; no,u,60p|<a 6GraHKOB-3aKka3oB Mo
aﬂ(baBI/ITy, npoBepKa Hann4na OOKyMeHTOB Mo KaTtanory

oavH
6naHk-3akas

3,0

23

noarotoBka OOKyMeHTa K Bblaue, CBepKa [OOKyMeHTa C
6naHkoM-3aka3oMm, npoBepka COCTOSIHUSA OOKYMEHTa;
npocTaeneHne Ha  6GnaHke-3akase  LUMgpa [OKYMeHTa,
MHBEHTApPHOIrO HOMepa, KonuyecTBa OOKYMEHTOB, AaTbl Bbldau,
wremnenss 6ubnMoTeKM C HasBaHMEM W MOYTOBbIM afpPecomM;
yKkasaHuMe cpoka BO3BpaTa; BIIOXEHMe 4YacTu OraHka-3akasa
aboHeHTa B BbldaBaeMblll [OKYMEHT, MNpoOCTaBneHue Homepa
G6angeponu

OOVH JOKYMEHT

2,0

24

NOCTAHOBKA 3akaia Ha o4depeb; oTnpaBKka a6OHeHTy n3peLleHna

O[VH 3aKa3

2,0

25

nepegada n3gaHma Ha kKonmposaHue

OOWH 3aKa3

3,0

26

aboHeHTawMm;
"Moyta cnenbix",

oTnpaBka LOOKYMEHTOB
npocTtaB/ieHne LwTamna
CcocCTaBJieHne onmcu

ynakoBKa 3akKasa,
HanncaHmne apgpeca,

OOWH 3aKa3

5,0

27

paccTaHoBka OnaHKOB-3aka3oB Ha BblgaHHble [OOKYMEHTbl B
KapToTeky obcnyxuBaHusi aboHeHTOB B pasfen "BbigaHHble Mo
MBA n3ganuna"

OAOUH OOKYMEHT

0,5

28

NPUHATME [OOKYMEHTOB, BO3BpPALLEHHbIX aboOHeHTamu; BCKpbITUE
Gangeponu, MpoBepKa COCTOSHUS [OOKYMEHTa, yKa3aHue Ha
OnaHke-3akase [faTbl BOo3BpaTa [OKYMEHTa, MepecTaHOBKa
OnaHka-3akasa B pasgen "BosBpalleHHasi nutepaTypa”

OAOUH OOKYMEHT

4,0

29

aHaln3 CPOKOB MOJ1Ib30BaHNA OOKYMEHTOB, BbiABI1€HNE OOJT)KHUKOB,
HanpasneHne HanoMMHaHWi

OOVH JIOKYMEHT

2,0

30

paboTa c oTka3amu: ykazaHue B GnaHke-3akase MpuU4MHbl M gathbl
OoTKasa; permcrpauusi oTkasa B Y4YeTHbIXx hopmax; paccTaHoBKa
nucta TpeboBaHUs B KapTOTEKe OTKa30B; OTNpaBka aboHEHTY
n3BeLleHnsa ob oTkase

O[IMH OTKa3

4,0

3.14. MaccoBas paboTta

Tabnuua 55
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N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHus BpPEMEHM,
MWH.
1 2 3 4

MoaroToBKka MacCcoOBbIX MEPOMNPUATUIA

OnpepeneHve Tembl, cOCTaBa ayauToOpvMM, OTBETCTBEHHOTO 3a 0fHO
MeponpusTMe B LENOM, COCTaBfieHMe MnnaHa nogroToBku| MeponpusTue
MEpONpUSATUS,, BOMPOCOB  Ans  obCyXAeHusi,  npurnailleHue
KOHCYNbTaHTOB, IEKTOPOB, noabopka [AOKYMEHTOB MO Teme
MEPONPUATUS; OpraHM3aUms BbICTaBKU NUTepaTypbl, OMOBELLEHWE
nonb3oBaTener O MeponpusiTUM Yepe3 aduluM, KaHamnbl CBSA3U;
BbISIBIIEHUE BbLICTYMNAKOLLMX; NOATOTOBKA MOMELLEHNS; NpoOBeAeHue
COBELLaHNsA MO UTOraM NoAroTOBKW U NPOBEAEHNUS MEPOMNPUATUS:

1 |untatenbckas KoHdepeHuus 4800,0
2 | nuTepaTypHO-XyAOXECTBEHHbIN BeYep, BeYep KHUM, aucnyT 3600,0
3 |Beyep BONpOCOB U OTBETOB, YCTHbIV XXypHan 3000,0
4 |knyb no uHTepecam 3000,0
5 |peTckun yTpeHHuK 3600,0
6 |BUKTOpPMHA, KOHKYPC, Urpa-nyteLwectame 3600,0

OpFaHI/I3aLI,VI$| KHWXHbIX BbICTaBOK

CocTaBneHue nnaHa opraHusauMnm U MPoBedeHUs BbICTaBKM;| oaHa BbiCcTaBka
BbiSIBNiEHNE U OTGOP JOKYMEHTOB; MOAroTOBKA COMPOBOAMTENbHON
JOKYMEHTaLUMW K BbICTaBKE; MOHTa) BbICTaBKWU; oOpraHusaumsi
MH(pOPMaLMOHHO-peKnaMHoli  paboTbl o nonynsipusaumm
BbICTABKM; NOABeAEHNE UTOrOB paboThl:

7 |nnaHa BbicTaBKK 600,0
8 |BbICTaBky NO rOTOBOMY NnaHy 360,0
9 |onepaTmBHLIX BbICTABOK HOBLIX MOCTYMNSIEHWI 120,0

Peknama 6ubnmoTeku; pa60Ta no npuBrie4eHNIo nonb3oBaTenen:

10 |noaroToBka peknamHOro coobleHns B CcpeacTBax MacCcoBOM|OAHO coobLieHne 300,0
nHopmaumu, aAns pasmeLleHmss Ha cante Gubnuorteku, noprane
cneumansHbix 6ubnuoTek, Ha aBTouMHdopmaTope o paboTe
6nbnuoTtekn, O0COBEHHOCTAX  (PYHKLUMOHUPOBAHUSI  Pa3MUYHbIX
nogpasfeneHuin, HOMEHKNaType YyCcnyr,  npeaocTaBlsieMbIX
GubnuoTtekon, n gpyron nHopmaumm

11 |nogroToBka nnakarta o gedATenbHOCTU OGubnuotekn (Bblbop Tembl,| oAMH Nnakat 300,0
onpeperneHne cogepxaHus n popmbi)

MoproTtoBka Gykneta o bubnunoTeke: ofuvH byknet
12 |oguH nnCT, OBYXCTOPOHHSASA neyatb (dpopmaT A4) 600,0
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13 |aBa nucta n bonee 1200,0

14 |opraHusaumsi akckypcum no oubnuoteke; npuem M odopmMreHne| odHa 3KCKypcus 60,0
3as1BKM, YTOYHEHME TEMbI SKCKYPCUIA U COCTaBa SKCKYPCaHTOB

BoisiBneHue noTeHUManbHbIX nonb3oBaTenei
OMONMOTEUYHO-UHPOPMALIMOHHLIX YCITyr OMONNoTEKN:

15 [npocmoTp npecchl u "HTepHeT"-pecypcoB OOVH JOKYMEHT 8,0

16 [cbop ¥ aHanu3 uHdopMauum O  KOHKYPEHTOCNOCOBHOCTU| OAMH OOKYMEHT 8,0
GubnuoTtekn

17 |BepeHue kapToTekn NOTPebUTENBCKOro pbiHKa OfiHa KapTouykKa 0,3

18 | BCTpeun c npeactasutTenamm pmpm, opraHmsaumi, NpeanpuaTun OAHO 120,0

Meponpusitue
MpumeyaHue:
- BpEMS NPOBESEHNA MACCOBbIX MEPONPUATUIA, BbICTABOK NUTEPATYPbl U SKCKYPCUIA B HOPMY BPEMEHU HE
BXOAWT;

- NPV OpraHn3aLny Bble3HOW BbICTaBKM K HOPMaM BPEMEHU MPUMEHSAETCS MOBbIWALWNA KO3MMULIMEHT
1,1.

3.15. CnpaBo4yHasas M WHGopmaumnoHHass pabota. OpraHudauus cnpaBovHO-6UbNMorpadcuyeckoro
annaparta (CBA)

Tabnuua 56
N HanmeHoBaHMe npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHnst BPEMEHMN,
MWH.
1 2 3 4
MpocmoTp M OTOOP OOKYMEHTOB M3 TEKyLIMX MOCTYNAEeHUA ans
BkntoveHna B CBA:
1 |nnockonevaTtHble KHUMM Ha ByMaXkHbIX HOCUTENAX OfHa KHura 4,0
2 | nnockonevaTHble KHUIMN Ha OMTUYECKUX HOCUTENSX OoAHa KHura 6,0
3 |cTaTbu M3 NrnockoneyaTHbIX COOPHUKOB, XXypHaros OfHa cTaTbA 3,0
4 |ctaTbu u3 raser ofHa ctaTbs 2,0
5 |penbedHoO-TOYEUHbIE KHUIN OfHa KHura 6,0
6 |cTaTbu 13 penbedHO-To4EYHbLIX COOPHMKOB, KypPHanoB O[Ha cTaTbs 4,0
7 |ayanoBusyarnbHble U3OAaHUSA Ha aHanoroBbiXx U UMGPOBbIX ofHa KHura 6,0
HocUTENsAX
8 |cTaTbyn 13 3ByKOBbLIX COOPHMKOB, XXYpHarioB OfHa cTaTb4 5,0
9 |6ubnuorpadmyeckme nocobusi, B TOM YMCIle Ha oOMTMYeckux| oAHa 3anucb 0,7
HoCUTENsX
10 | neTonucuK KHMXHbIX, XypHanbHbIX U ra3eTHbIX cTaTen OfHa 3anuncb 1,0
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11 | npuKkHWKHBIE BubNMorpaduyeckme cNUcku ofjHa 3anuchb 0,7
12 |npocmoTp 1 0TOOp OOKYMEHTOB M3 BHewHux B[l nepuoamyeckux| opHa ctatbs 6,0
n3gaHuini ans sknoyeHns B CBA:
13 |cocTtaBneHue 6ubnuorpaduyeckon sanucm OfHa 3anncb 4.0
CocTtaBneHve aHHoOTauUWM, WU3yYeHUe [OKyMeHTa, HanucaHue| ogHa aHHoTauus
Tekcra:
14 |aHHOTMpPOBaHME KHUT 120,0
15 |aHHOTUpOBaHUe cTaTemn 60,0
16 |aHanuTu4eckass pPOCNUCb  >KYpHambHbIX, Tras3eTHbIX cTaTen,| oAWH AOKYMEHT 4,0
cbopHuMKoB, OubNMorpaduyeckmx nocoduini; 03HAKOMIEHNE C
cofepXXaHvem usgaHusl, CocTaBneHme aHanmTn4eckon pocnmcu
17 |cuctemaTnsaums kaptoyek Ha oTobpaHHble Ang BknoveHus B CBA| opgHa kapToudka 2,0
OOKYMEHTbI MO TUMam KaTasnioroB U KapToTek; MpoBepKa MHOEKCOB,
paccTaHOBKa KapTO4KM
OpraHusauusa Tematuyecknx cnpaBoyHblx B:
18 |npocmoTp, oTBop 1 cucTtemaTusaums JOKYMEHTOB AN BKMIOYEHWUs| OAMH OOKYMEHT 10,0
B b[l, BBOO MHGOpMaLK
19 |pepaktupoBaHue B[l BHeceHne B Oubnuorpaduyeckyo 3anucb| ofHa 3anucb 1,0
OOMOMHEHUA N U3MEHEHWI; UCKMIOYEHUEe 3anncu Ha BblObiBLLME
OOKYMEHTBbI
20 |BBOA HOBbIX PYOpPUK ofHa pybpuka 1,0
OpraHusauust nonHoTekcToBbix B;
21 |npocMoTp, OTOOP M NpeamMeTU3auns AOKYMEHTOB A1 BKIIOYEHUSI B| OOWH AOKYMEHT 10,0
bA
Beog B B[ 6ubnuorpacdudecknux 3anucert nnockoneyatHbIX| oaHa 3anuch
n3gaHui:
22 | Npu HanMyMM 3anucu B ANEKTPOHHOM KaTanore 2,0
23 | npu cocTaBneHnn HoBow Gubnuorpaduryeckon 3anucu 6,0
24 | npv fononHUTENBLHOM nouncke nHgdopmauuu B "MIHTepHeTe" 10,0
25 |ckaHupoBaHMe  TekcTa  OOKYMEHTa  C pacnosHaBaHueM;| ogHa cTpaHuua 6,0
ncnpasnexHve ownbok
26 |pepaktnpoBanue B[l; BHeceHne B Oubnmorpadmuyeckyto 3anucb| opgHa 3anuch 1,0
OOMOMHEHWI U UBMEHEHUI; UCKIIOYEHME 3annCU U TEKCTa U3gaHust
Ha BbIObIBLUNE JOKYMEHTbI
OpraHusaumsi KapToTeKU NePCOoHanu:
27 |onpegeneHne n cocTaBreHne nepeyHs nul, CBeeHUs O KOTOPbIX| OAWH AOKYMEHT 20,0
OTpaXalTcs B KAPTOTEKE; NPOCMOTP MHPOPMALMOHHBIX U3AaHUIA U
NepBUYHbBIX AOKYMEHTOB; OTOOP OOKYMEHTOB AMNs BKIYEHUA B
KapTOTeky
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28 |TexHudeckas n cogepxaTenbHas obpaboTka [OKYMeHTOB nAns| OoOuH AOKYMEHT 3,0
BKITIOYEHNSI B KapTOTEKy; pacCTaHoBKa kapToyek no andasuTy
dhamunuii aBTOpPoOB U N0 BUAAM AOKYMEHTOB

29 | petanusauums pasfernos; HanMcaHue U paccTaHOBKa pasgenuTenen OoAVH 2,0

pasgenurens

30 | penakTnpoBaHue KapTOTeKu; BHecCeHue ncnpasneHuin,| OouH OOKYMEHT 1,0
OOMOMNHEHWI, NU3MEHEHUI
OpraHusauusa daktorpaduyeckon KapToTeKN:

31 |onpegeneHne npegmeTa, 0ObekTa M OCHOBHbIX MPU3HAKOB Ans| OOuH AOKYMEHT 3,0
OTpaXeHus B KapToTeke; MPOCMOTP U oTOOp [OKYMEHTOB [Anis
BKITHOYEHUS] B KapTOTEKY; 3aHeceHue OToOpaHHbIX CBedEeHMN Ha
KapTo4ku MHEpOPMaLMOHHOIO MaccuBea

32 | pegakTMpoBaHue KapTOTEKM; NpOBEpPKa NPaBUbHOCTM CBEAEHMI U| OOWH AOKYMEHT 2,0
yKasaHun 06 NCToYHMKax MHpOpMaLMn; BHECEHUE UCTIPABIEHUI

33 | HanncaHue 1 paccTtaHoBKa pasgenutenen OOVH 2,0

pasgenvrenb

OpraHusauns TemaTuyecknx nanok ra3eTHbIX BbIPE3okK:

34 | npocMOTp 1 cMcTeMaTn3aumns 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-6nbnuorpadgudeckoe obcnyxmeaHne

Tabnwuua 57
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHus BpPEMEHM,
MWH.

1 2 3 4
Mpnem Gnbnuorpadunyeckmnx 3anpocos:

1 |npuem Gubnuorpadmyeckoro 3anpoca; yToyHeHe TeMbI, LENEBOrO|  OAMH 3anpoc 1,0
N YnTaTeNbCKOrO Ha3HaYeHWs!, MONHOTbI MCTOYHMKOB, TUMOB, BUAOB
N XPOHOMOrMYECKNX pamok 3anpoca
BbinonHeHue cnpaBok
TemaTnyeckasi cnpaBka: NMoucK 1 0TOOP AOKYMEHTOB; COCTaBrneHne| opHa cnpaska
61bnnorpadn4eckoro onncaHns:

2 | nucbmeHHas cnpaska (1 - 10 NCTOYHMKOB) 10,0

3 |yctHas cnpaBka (1 NCTOYHUK) 2,0
AnpecHo-6ubnuorpaduyeckasl crnpaska: YCTaHOBIIEHME Hanuuusi| onHa crnpaBka
UM MECTOHAXOXOEHUS [OOKYMEHTa WNM ero 4actu B doHAae
oubnuoTeku:
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4 |nucbmeHHas cnpaska (1 - 10 MICTOYHUKOB) 10,0

5 |yctHas cnpaBka (1 NCTOYHUK) 2,0

YTouHsioWaa crnpaBka: yCTaHOBMEHME W YTOYHEHME 3neMeHTOB| opHa cnpaBka
©G1bnmorpadn4eckoro onncaHus:

6 |nucbmeHHas cnpaska (1 - 10 NCTOYHMKOB) 10,0

7 |ycTHas cnpaska (1 NCTOYHUK) 2,0

dakTorpacnyeckas  cnpaBka:  yCTaHOBIEHUWE KOHKpPETHbIX| opfHa crnpaBka
cBefeHUn o cobbITUsIX, 00bEeKTax, npoueccax, gaTax:

8 |nucbmeHHas cnpaska (1-10 UCTOYHMKOB) 10,0

9 |ycTHas cnpaska (1 MCTOYHUK) 2,0

CocTaBneHne TeMaTnyecknx bubnumorpadmyecknx CnmckoB:

10 |nouck, oTbop M cucTematTusauus [OKYMEHTOB; COCTaBleHue| OAWH LOKYMEHT 7,0
O6mbnmorpadunveckoro onMcaHmsi

11 |odopmneHne cnucka;, BbIBOL4 Ha nNPUHTEpP, OTNpaBka Mo| OAMH CMCOK 10,0
9MIEKTPOHHOW MOYTEe, KOMUPOBAHWE HA CbEMHbIA HOCUTENb
nonb3oBaTtens

BeneHwne (*)OHD,a BbIMOJIHEHHbIX CMNPaBOK:

12 | peructpaums BbINOMHEHHOW CNPaBKX B XypHarne OfHa crpaBka 2,0
13 | BBOA TEMATMYECKOM CNpaBKM B ANIEKTPOHHbIN apXMB BLINOSIHEHHbLIX| OAHa cnpaBka 2,0
CMpaBoK

3.17. CnpaBoyHas 1 nHgopmaumnoHHas paboTa. bubnuorpaduyeckoe nHgpopmmpoBaHme

Tabnwuua 58
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHusi BPEMEHM!,
MWH.
1 2 3 4
BbisBneHne unHdOpMaLMOHHBLIX MNoTpebHOoCTEen cneumanucToB
MEeTOOO0M aHKETUPOBaHUA:
1 |onpeneneHne  KOHTMHrEeHTa  MoTpebutenewn MHdopMaLnu; OAWH 60,0
paspaboTka 3asBOK [Ang  onpegeneHus  UHOPMaUMOHHbIX| noTpebuTens
3aMpocoB; paccbifika 3asBOK; 0bpaboTka MomnyyYeHHbIX 3asBOK;
COCTaBfiEHME Ha OCHOBE MONYYEHHbIX [aHHbIX  KapTOTEKM
KOHTUHreHTa noTpeduTenen nHdopMaLmn n nx MHPOPMALIMOHHBLIX
3anpocos
3aknioveHne ¢ aboHeHTaMM [JOroBOpOB Ha MHMOPMaLUOHHOe
obcnyxnBaHue:
2 |aHanuM3 JaHHbIX O  3auMHTepecoBaHHOCTM  aboHeHTOB  B| OAWH 4OroBOpP 90,0
NHOPMALIMOHHOM OBCHYXUBaHUM U pexumax u3bupartenbHoro
KoHncynbtanTtlnioc
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pacnpocTpaHeHnsi 1 PETPOCTEKTUBHOIO MOWCKa;
nepecMoTp 4OroBOpOB

3aKn4vyeHne wu

dopmupoBaHne cetm abOHEHTOB CUCTEMBI
pacnpocTpaHeHuns nHgpopmauun (MPW):

n3buparenbHoro

onpenerneHne KOHTMHreHTa aboHeHToB cucteMsl MIPU; BbisiBneHne
TUMNOBbLIX N UHOMBUAOYAlbHbLIX 3anpocoB aﬁoHeHTOB; n3yvyeHue,
Knaccudukaums M MHAOEKcauus 3anpocoB; BBOA [OaHHbIX O
3anpocax B agpecHyto KapToTeky

oAWH aboHeHT

60,0

[NoaroTtoBka curHanbHOro onoeelleHust B cucteme NPWU:

BbISIBIIEHWE, NpPOCMOTP M oTbop MaTepuanoB W3
NOCTYNJIEHNI; OTNPaBka MHOpMaLUn NoTpedbuTento

TeKyLmnx

oHO
oroBeLleHne

20,0

rpynnoeoe 6Gubnuorpadguyeckoe MHPOPMMUPOBaHUE

cdopmmpoBaHmMe cocTaBa rpynn aGoHEHTOB

OauH aboHEeHT

10,0

YTOYHEHMWE TEMbI, COrMacoBaHne NCTOYHMKOB UHGOPMaLnK, BUOOB
[OKYMEHTOB

ofHa Tema

20,0

Mownck OOKYMEHTOB A4 VIHd)OpMaU,I/IVI, COoCTaBlieHne 1 oThnpaBKa
onoselleHn4d:

oHO
oroBseLleHne

NMMCbMEHHO

10,0

YCTHO

10,0

OnepaTtuBHOE MH(OPMUPOBaHKE MO 3anpocy:

dopmmpoBaHMe ceTu abOHEHTOB;
UHOMBMAYaIbHbIX 3aMpOCOB

BblABJIIEHNE  TUMNOBbIX n

OAWH aboHeHT

5,0

10

n3ydyeHume n Knaccmcbmau,mm 3anpocoB; BBOA AaHHbIX B adpecCHYLo
KapTOTEKY

OAuH 3anpoc

7,0

HanucaHne 0630poB 1 cnpasok

BbisBrieHne wn 0OTOOpP UCTOYHMKOB; 0OpaboTka UM aHanus
0TOBpaHHbIX AOKYMEHTOB; HanncaHve Tekcta ob3opa/crnpaBku:

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 MOCTYNNEHUN

YCTHbIX  Bubnuorpadumyecknx

OT0O0p HOBBLIX MOCTYMNMIEHNA MO 3apaHee OOBbSBEHHOW TemaTtuke;
cucTeMaTM3aums UCTOMHWKOB MO TeEMam, MPOCMOTP M aHanua
OOKYyMeHTOB; noabopka 6ubnvorpadmnyecknx OnucaHwun, KpaTkmx
aHHOTauui, pedepaToB Ha OTOOpaHHbIE WCTOYHMKOB; MOArOTOBKA
pykonucu Bubnuorpadmyeckoro 0630pa; KOnM4ecTBO
NMPOCMOTPEHHbIX 1 OTOBPaHHBIX AOKYMEHTOB:

o4uH 0630p

KoHncynbtanTtlnioc
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14 | oo 50 gokymeHTOB 600,0

15 |cBbiwe 50 JoOKyMeHTOB 1800,0

MoaroToBka GronneTeHst HoOBbIX HOCTynﬂeHMVI

OnpeneneHne TemaTUYeCKMX rpaHUL, noucka U oTbopal| oavH GronneTeHb
OOKYMEHTOB; co3faHue pybpukaTopa OGronneTeHs; BbiSBNEHWE U
oTOoOp B MaccuMBe  TEKyWMUX  MOCTYMSIEHUA  UCTOYHUKOB
nHdopmaumm; nogbopka aHHOoTauuh, pedepaTtoB; KONMMYECTBO
NMPOCMOTPEHHbIX JOKYMEHTOB:

16 |no 50 gokymeHTOB 300,0

17 |cBbiwe 50 AoKyMeHTOB 600,0

MoaroToBka TekyLwmux 6udnmorpadmnveckmx nocodumn

BbiGop TeMbl nocobusi, BbisiBEHWE W OTOOP [OOKYMEHTOB,| OAMH aBT. NUCT
dopmupoBaHme pasgenoB nocobusi, aHHOTUPOBaHNE [OKYMEHTOB,
nogbopka dakTtorpaduyeckoro martepuana, unncTpaumin,
cocTaBreHue TeKcTa, BCMoMoraTernbHbIX yKasaTtenei,
KOMMNbIOTEPHBLIN Habop, KOHCymnbTauunm y CneumanucToB Ha
pasnuuHbIX 3Tanax paboTbl, obcyxaeHve w gopaboTka Mo
3aMeYaHUsM:

18 |coctaBneHne 6Gubnuorpacuyeckoro  ykasartens, KaTanora, 15000,0
nyTeBoAUTENS, CNPaBOYHMKA

19 |nogroToBKka KOMMEHTapveB, MNpYMeYaHun MPOCBETUTENBLCKOro 6000,0
XapakTtepa, He TpebyoLmx cneumanbHbIX nccnegoBaHun

20 |nogroToBKa KOMMEHTapues, npumMmeYyaHum 12000,0
Hay4HO-UCCNeaoBaTeNbCKOro xapakrepa

MoprotoBka PETPOCNEKTUBHBIX Hay4YHO-BCrOMOraTesbHbIX
ombnmorpadmnyecknx ykasaTenen:

21 |BbIOOp TEMbI, CO34aHMe aBTOPCKOrO KOmfekTuMBa; paspaboTkal oauH aBT. MUCT 10080,0
WHCTPYKTUBHO-METOANYECKUX MaTepuarnos; BbisBrieHne n otbop
OOKyMeHTOB; pabota Hag ©Oubnuorpaduyeckon  3anuchblo;
aHHOTUpOBaHKe; Bubnuorpadguyeckas rpynnMpoBKa; COCTaBreHWe
BCromMoraTterbHbIX ykasartenen; KOMMbIOTEPHbIN Habop;
obcyxaeHne n gopaboTka No 3amMmeyaHuam

CocraBneHve aHHOTMpPOBaHHOTO  Bubnuorpaduyeckoro  wnu| oavH aBT. NUCT
Brobumbnuorpadmyeckoro ykasatenst N0 akTyanbHOW TemaTuke C
XPOHOMNOrMYeCcKMM 0XBaTtoMm OT 2 40 5 neT:

22 |Ha pycCKOM A3blke 10080,0

23 |c BknoveHnem ot 30% po 40% obvema nybnukauum Ha 12600,0
WMHOCTPaHHbIX A3blKax

24 | cocTaBneHne aHHOTMPOBAHHOIO OubGnMorpaduyeckoro ykasartensi| oawH aBT. IUCT 21000,0
MHOrOOTpPacneBoro COAepXKaH1s C XPOHOSOMMYECKMM OXBaTOM [0
100 neT, TpedytoLiero CnfoLWHOro NpocMoTpa JOKYMEHTOB, MOMCKA
CMOXHbIX B1UbnMorpadunyecknx n3gaHni

CocraBneHune pekoMmeHaaTes1bHbIX 6M6nmorpacbmqe0|<|/|x CMNnCKoB
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BoisBneHue cnpoca notpebutenen, onpegeneHne Tembl, oTbop| oaumH cnucok
OOKYMEHTOB, COCTaBIieHME O4YepKa, KOMMbIOTEPHbIN  Habop,
BHECEHWE UCMPaBIEHWN:

25 | po 10 3anucen 30,0

26 |cBbiwe 10 3anuncen 30,0

lNogroToBka aHaNUTUYECKMX 0630pOB

BbisBrneHne u oTOOp [AOKYMEHTOB, nogrotoBka pybpukaTtopa,| OAuH aBT. MUCT
n3yyeHue ” OueHKa AOKYMEHTOB, cucTemaTusaumsi maTepuana,
COCTaBrfieHMEe aHanuTnyeckoro o63opa, KOMMbIOTEPHbIA Habop,
obcyxgeHune n gopaboTka No 3amMevaHusaM:

27 | no nepBUYHbLIM UCTOYHMKAM Ha PYCCKOM SA3blKe 10080,0
28 | no cMelwaHHbIM NepPBUYHBIM UCTOYHMKAM 12000,0
29 | N0 NepBUYHBLIM UCTOYHMKAM Ha MHOCTPaHHbLIX A3blKax 13800,0

CocTaBneHue aKcnpecc-nHdopmaLni:

30 |BbisiBNEeHne un oOTOOpP MaTepmana Mo Teme, cucTematu3auus;| oauH aBT. MUCT 4500,0
KOMMbIOTEPHBIN Habop

CocraBneHune pedepara:

31 |u3yyeHve 1 aHanM3 OOKYMeHTa; COCTaBreHue TekcTa pecdpepaTa;| OOMH aBT. MUCT 6600,0
KOMMbIOTEPHBIA HAbopP; BHECEHME MUCMIPaBNEHNI

3.18. Hay4yHo-meToanyeckasa pabota

Tabnwuua 59
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n namepeHusi BpeEMEHN,
MWH.
1 2 3 4
lMoaroTtoBKa METOANYECKUX NOCOOUI, pEKOMEHAALNN:
1 |paspaboTka HOBOW TEMbI; U3y4YEHNE TEMbI, BLISBIIEHWE W aHanu3| OAMH aBT. NUCT 18000,0
OOKYMEHTOB MO TEME; 4uTaTenbCKOe W LEeneBoe HasHadeHue
nocobusi, pekomeHdaLun; COCTaBfeHWe MpocnekTa; HanucaHve
TeKkcTa
2 |mogndvkauus paHee pas3paboTaHHOW TeMbl; BbISIBIEHWE W| OAMH aBT. NMACT 10200,0
N3yYeHNe HOBbIX JOKYMEHTOB W HaKOMneHHoro 6mbnnotekamm
onbiTa N0 TeMe nocobus, pekoMeHZauun; yTOYHEHWEe, BHECeHue
M3MEHEHUA B CTPYKTYpy U B TEKCT B COOTBETCTBMM C
OOCTUXKEHUAMMU BMbnnoTeyHom Teopum n NPaKkTUKu;
nopaboTtka/nepepaboTka TekcTa
PaspaboTka [OKYMEHTOB, perfnamMeHTUpylwmux AesTensHOCTb
6MBNMOTEK, MOMOXEHWUN, WHCTPYKLUWUA, NPOEKTOB MOCTAHOBIEHUN,
yCTaBOB, 3aKOHOAATENbHbIX aKTOB:
KoHncynbtanTtlnioc
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3 |paspaboTka HOBOWM TeMbl; BbISIBieHWEe, W3y4yeHue, aHanua| oAuH aBT. MUCT 20400,0
OEVCTBYIOLLMX JOKYMEHTOB MO TEME; HanucaHWe TeKcTa MpoekTa
OOKyMeHTa; obcyxaeHve n anpobauus gokymeHTa B 6ubnuoTteke;
AopaboTka JOKYMEHTa; MOAroTOBKa K YTBEPXKAEHUIO

4 |mopgudmkaumsi paHee paspaboTaHHOrO [OKYMEHTA; aHanu3 u| OAWH aBT. NUCT 9000,0
oueHKa [JOKYMeHTa; Mouck U oT6op HOBbIX AEWCTBYHOLLMX
OOKYMEHTOB MO TEME; BHECEHME M3MEHEHWIA B TEKCT [OKYMEHTA;
obeyxaeHne n gopaboTka JOKYMEHTA; NOArOTOBKA K YTBEPXKAEHNIO

Pa3paboTka y4eTHbIx doopMm, Tabnuu, obpasLoB:

5 |yTouHeHve npeaomeTta, obbekTa, cogepxaHus yyeTHon {OopMbl,| OOMH aBT. MUCT 9000,0
Tabnuupl, obpasua; oTbop W cucTematTusauus rnokasartenew;
paspaboTka MakeTa YyyeTHoMm dopmbl, Tabnuubl, 06pasua;
obcyxgeHne JOKyMeHTa; NOAroTOBKA K YTBEPXKAEHUIO

CocraBneHue peKOMeH,EI,aLI,I/IIZ Nno BHeAPEeHUK pernamMeHTUpyrLwmnx
OOKYMEHTOB B NPaKTUKE:

6 |paspaboTka MeTOAMYECKUX pEeKOMEHOAUUN, WUHCTPYKUWA, NnaHoB| OAMH aBT. NMACT 16500,0
Nno BHEAPEHUI0 HOPMAaTUBHOW JOKYMEHTauun; NOAroToBKa TekcTa

lNoaroToBka NUCbMEHHbIX KOHCyJ'IbTaLI.I/IIZ, MeTogn4ecKnx nmcem:

7 |BbisBNEeHWe n aHanuM3 [OOKYMEHTOB MO TeMe; U3yyeHue Wu| OoAuH aBT. NUCT 10200,0
0000uweHne onbita paboTbl OMONMOTEK; NOAroTOBKA TEKCTa;
obcyxaeHne n gopaboTka TekcTa

MoarotoBka 0630pOB AeATENBLHOCTM BUBNMOTEK N0 onpeaeneHHoM
TemaTuke:

8 |onpegeneHne TeMbl UM XPOHOMOIMMYECKMX rpaHuL  0030pa;| oauH aBT. MUCT 10800,0
BbISIBIIEHNE, MPOCMOTP, OTOOP M aHanu3 LOKYMEHTOB MO TeMme
0030pa; noaroToBKa TekcTa; obcyxaeHne n gopaboTka TekcTa

Peu,eHaprBaHme Hay4HbIX, MeTOoON4YEeCKUX, I/IHd)OpMaLIMOHHbIX n
Opyrux martepuaros:

9 |dJTeHMe peueH3MpyemMoro martepuana; oueHKa ero B LUenom,| oauH aBT. MUCT 900,0
OTAENbHbIX YacTeN; yCTaHOBMEHNE COOTBETCTBUS YMTaTENBLCKOMY
M UeneBOMY Ha3HAYEHWIO, HayYHbIM " MeToaNYECKUM
TpeboBaHMsIM

10 |HanucaHue peueH3un OOVH aBT. NMNCT 1500,0

MoaroToBka NeKkLmin, KOHCYnbTaLuin

PaspaboTka nnaHa nekumm, KoHCcynbTaumm, Nogbopka nuTepaTypsl,
COCTaBreHue cnucka nuTepaTtypbl K NEeKUMW, KOHCynbTauuu,
noaroToBKa TekcTa:

11 | nepBuyHas nekuma oJHa nekuus 1800,0
12 |noBTOpHas nekums, ¢ y4eTOM HOBOro Matepuana oJHa nekums 360,0
13 | nepBunYHas rpynnoBasi KOHCYNbTaums ogHa 1500,0
KOHCynbTauus
14 | noBTOpHas rpynnoBasi KOHCYrMbTaumMs C y4eTOM HOBOro MaTepumarna ogHa 300,0
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KOHCYyIbTauuna

15

YCTHad nHanengyarnbHaa KOHCynbTauna

ofHa
KOHCYyIbTauuna

600,0

I'IpOBe,u,eHme NPaKTUKyMOB, CTa>XMPOBOK

OnpepeneHvie TeMbl, 3afaHUa NpakTMkyma, ctaxupoBku (7 - 10
[OHel), BblBNEHWE nuUTepaTypbl MO U3yyaemoMmy BOMPOCY,
cocTaBneHue rpaduka NpPOBEOEHWUS  3aHATUW,  MOATOTOBKA
3aKIMIOYEHNS O MPOXOXAEHUM MPAKTUKYMa, CTaXKMPOBKU:

16

NpakTUKym (MHONBUAYaANbHbIA, FPYNNOBOWA)

OAMH NPaKTUKyM

2400,0

17

CTaXupoBka (MHAMBMAYanbHas, rpynnosas)

OoaHa
CTaXXnpoBKa

2700,0

|_|paKTI/IKa CTyLleHTOB BbICLLIUX WU cpenme cneunanbHbIX y‘-le6HbIX
3aBedeHUn:

18

noaroToBka M opraHuM3auus npaktuku ctygeHtoB (oo 30 gHen);
pa3paboTka nnaHa npakTukK, CornacoBaHue ero ¢ pykoBOAMUTENEM
npakTukn; CcocTaBneHnme rpaduka MOCeleHns  CTPYKTYPHbIX
noapasaeneHui; opraHusauus NPaKkTU4eCcKnx 3aHATUN;
noaBedeHWe WTOrOB MPaKTUKW; COCTaBfIEHWE XapakKTepPUCTUK
NpaKkTUKaAHTOB

OHa NpaKkTuka

5400,0

MocelleHne ©6ubNMOTEK, Bble3dbl B KOMaHOWPOBKM C  LENbIO
N3y4YeHusi paboThbl 1 OKa3aHUS METOANYECKON NOMOLLIN:

19

noaroToBka K KOMaHOMPOBKE; YTOYHEHWE CpOKOB W  Lenew
KOMaHAMPOBKMW; O3HAKOMIIeHWe C AOKYMeHTamu U MaTepuanamu
npeablAyliMX Bble3doB M MyGnukauuii B nedyatv; cocTaBreHue
nnaHa KoMaHOUpPOBKU

OoAHa
KOMaHOMpoBKa

660,0

20

COCTaBrieHne oTdeTa/cnpaBky O NpoBefeHHON paboTe

OOWVH OT4eT

1200,0

21

COCTaBIiEHME aBaHCOBOro OTYETa, 3anofHEHNE OTYETHOro BnaHka

OOVH oTYyeT

60,0

PaboTa Hay4HO-OpraHmn3alMOHHOIo XapaKkrepa:

22

noaroToBka 1 NpPoBeAeHNe TEeOpPeTUYECKUX, Hay4YHO-NPaKTUYECKUX
KOHepeHUWIA; onpeaerneHne coctaBa oprkoMmMTeTa U y4acTHUKOB
KOHepeHuun; dopMnpoBaHme W YTBEPXOEHUE MNpPOrpammel;
OopraHv3aunoHHbIe MeponpusaTUs; BblpaboTka npoekrta
pekomeHZaummn; hrHaHCOBO-XO3NCTBEHHOE obecneyeHne; aHanma
1 oueHka paboTbl KOHbepeHUMN; NOABEAEHNE NTOTOB

0fHO
meponpuaTue

6000,0

23

MoAroToBka W MNPOBEAEHUE CEMWHAPOB, KPYrblX  CTOJIOB;
onpeneneHne coctaBa y4aCTHUKOB, CpoKa M MecTa MnpoBeAeHUs
MeponpusaTuin; cGopMUpoBaHMe W  yTBEpXAeHWe nporpammel;
nHdOpMaLMOHHOE obecneueHue; BblpaboTka npoekTa
peKOMeHaLNi; aHanu3 U oLeHKa MeponpUsaTUi

0fHO
MeponpusiTue

3000,0

MpumevaHwue:

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

- Bpems npoBedeHWs NEeKUM, KOHCYNbTauui, MpPaKkTUKyMOB, CTaXWpPOBOK, MpakTuk, npebbiBaHuA B
KOMaHaMpoBKax, NpoBeaAeHUs KOHEePEeHLNn, CEMUHAPOB, KPYIMbIX CTOMOB M BPEMS, CBSI3aHHOE C U3gaHUeM

KoHncynbtanTtlnioc
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BbIMOSIHAEeMble B OM...

mMaTtepunanoB KOHd)epeHLLMVI, CeMunHapoB, B HOpMY BpeMEHU HE BXOOAT.

3.19. PegakumnoHHo-n3gartensckas paborta

Tabnuua 60

n/n

HaumeHoBaHwue npouecca, onepauun. Coctas paboTbl

Eaunnua
n3mepeHns

Hopma
BpEMEHN,
MWH.

4

MNogroToBUTENbHBLIN 3TaN:

y4qyactue B COCTaBleHnn TemMmaTtun4veckoro (l/|3ﬂ,aTeﬂbCKOr0) nnaHa,
nfaHa paccblJikKK; corftacoBaHne Tem n3gaHun, aBTOpOB/aBTOpCKMX
KOINNEKTNBOB

OQHa TemMma

45,0

obcyxaeHue C aBTOPOM TeMbl W XapakTepa 3akasblBaemoro
Npou3BedeHnsl, OCHOBHbIX TpebGoBaHWA, KOTOpPbIM  AOIHKHO
YAOBNETBOPATb  MPOU3BEAEHMe U YCroBWiA aBTOPCKOro
BO3HarpaxmneHus

OOWH aBT. JINCT

30,0

06CY)K,EI,eHVIe N yTBEepXAeHNe ninaHa-npocnekTa n3gaHua

OAVH
nnaH-npocnekT

30,0

3akrnoYeHne goroBopa-3akasa (B crlyyae BHELUHEro aBTopa) Mexay
aBTOpOM U OWGNMOTEKOM C YyKaszaHMeM obbemMa U CPOKOB
MOATrOTOBKW M cOA4Yu pyKONUcK B peAakLMOHHbIA OTaen

OaVH
[OroBop-3akas

20,0

COCTaBfneHMe [Joroeopa Ha
BOCMPOM3BOANTbL MpPOM3BEAEHNE B
dopmaTe

nepegavyy 6ubnuoteke npaea
BblOpaHHOM  Gubnunotekon

oOuH OOroBop

20,0

03HaKOMIIEHME C aBTOPCKMM OpUrMHarioM (pyKonucbio), MpuHATHE
pelleHnss o nepedade pykonucu B MPOM3BOACTBO MMM O
HeobxooMMoCTM AopaboTku

OOWH aBT. JINCT

120,0

COCTaBlieHne rpa(bMKa NpoXoXaeHna pykonmcu B otaerne

OAWH rpadmk

20,0

PepakunoHHbIn aTan:

OOWH aBT. JIUCT

obpaboTka: nuTepaTypHOe, TEexHU4eckoe U
crneumnanbHoe  pedakTUpoBaHuMe — pykonucu;  Habop  w/vnu
nepeneyartka; noAroToOBKa M3gaTenbCckoro opurMHana (BblGop
TEXHOMNOrM1, N3roTOBIEHNE 3aKka3a U co3faHne MakeTa usgaHus)

peaakuMoHHas

780,0

KOHCTPYKTOpCKO-ohopMuTenbckasi paboTa: NnpoekTMpoBaHne Buaa
n3gaHusa 1 ero CTPyKTypbl; nogbopka dopmata u Mapku Bymarny,
dopmata nonoc uM3gaHwus, TrapHUTyp W Kernen  wpudTa,
onpedeneHne xapaktepa M uucna wunnoctpauun, dopmara
ochopmneHuns, Buga OBNOXKM MNW nepenneTa; MNpoeKTUpoBaHue
BHELUHEro oopMneHns n3gaHns

660,0

10

NPOM3BOACTBEHHBIN 3Tan: BbiGop nonurpaduyeckon 6asbl; pacyeT
noTpebHOoCTM B MaTepuanax; COCTaBNEHUE npeaBapuTEnbHOM
KanbKynsiuMM  3akasa; onpegeneHve  CTOMMOCTM  M3[aHus;
pa3paboTka rpadmka NPOXOXAEHUs 3aka3a Ha nonurpaduyeckom
NpeanpusTUN; 3akniyeHe gorosopa ¢ Tunorpaduen

00HO U3gaHue

360,0

KoHncynbtanTtlnioc
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Pe,El,aKTVIpOBaHI/Ie Hay4HbIX N1 METOAUNYECKUX MaTepunanoB

lMpoBepka 1 ucnpasneHne pykonucy B NpoLecce MNoAroToBKM ee K
neyaTn; YyCTaHOBKa COOTBETCTBUSA  TEKCTa  HayyHbIM U
nutepatypHbiM TpeboBaHusaM, hopMe M LeneBoMy Ha3Ha4YeHUHo
n3gaHug; cornacoBaHve BHOCUMbIX WCMNPaBrAeHMn C aBTOPOM;
nopaboTka pykonucu:

11 | pepaktupoBaHne MoHorpadun, COOPHMKOB HaydHbIX TPyOoB,| OAWH aBT. NUCT 3480,0
Hay4HbIX OTHETOB, NPAKTUYECKUX NOCobUiA

12 | pepaktupoBaHune MEeTOANYECKMX mMaTepuanoB| OAWH aBT. NUCT 3000,0
(MHCTPYKTMBHO-METOAMYECKME nMcbma, pekomMeHgaumm,

KOHCynbTaumm, 0630pbl AeATENBHOCTU BUBNNOTEK)

13 | pegakTMpoBaHne JOKYMEHTOB, pPErNaMeHTUPYHOLLNX AEATENbHOCTb| OOWH aBT. NUCT 2940,0
cneumanbHbix 6ubnuotek Ans cnenbiX (yCTaBOB, MNOMNOXEHUN,
WHCTPYKLNIA)

14 |pepakTvpoBaHMe CTaTUCTUYECKMX Tabnuy, Yy4veTHbIXx ¢opM,| OOWH aBT. NIUCT 2400,0
obpasuos

15 | pegaktnpoBaHue MatepmanoB  KoHdepeHuuin (ooknagoB,| OOWH aBT. NUCT 1200,0
coobLueHnn)
PepaktupoBaHue 6mbnmorpadunieckmx nocobun,
pPEeTPOCNEKTUBHBIX Hay4HO-BCrMOMOraTesbHbIX yKkasarenen,

0630poB, crpaBok, pedepaTos, aHHOTaALMIA:

16 | pemaktmpoBaHne OGubnuorpadgumyeckmx nocobun (TemaTvyeckmx| OAWH aBT. IUCT 3000,0
oubnnorpadunyeckmx ykasaTtenen, CnpaBoYHNKOB)

17 |pepaktvpoBaHne peTpPOCMEeKTUBHbLIX  Hay4YHO-BCMOMOraTenbHbIX| OAWH aBT. NUCT 2280,0
yKasatenen

18 | pemaktmpoBaHne aHanuTM4eckux o630poB, CNpaBOK, aHHOTaUWWA,| OAWH aBT. IUCT 1200,0
pecepaTtos, CBOAHBbIX pedepaTMBHbIX 0630poB,

aKkcnpecc-nHhopmawmin

19 | pepaktmpoBaHmne Gubnuorpadmyeckmx 3anmcen OfiHa 3anucb 5,0

20 |KOHTpONbHOE pegaKkTMpoBaHune OofiHa 3anucb 7,0

MalLvHONUCHbIE paboTbl, BLIMOMHAEMbIE B aBTOMATK3MPOBAHHOM
pexumMe

Ha6op Ha komnbloTepe:

21 |TekcTa ¢ nucTa OAHa cTpaHuua 20,0
(1800 - 2000
3HaKoB)
22 | bubnuorpaduyeckoe onucaHue OAHO onucaHue 5,0

MpaBKka Ha KOMMbIOTEPE, BEPCTKA HA KOMMbIOTEPE:

24 |TekcTa OfHa cTpaHuua 10,0
25 | 6ubnuorpacmyeckoe onucaHue OAHa CcTpaHuua 2,0
KoHcynbTaHTlIntoc www.consultant ru Crpamua 129 na 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: 18.09.2015

26 |BbIBOA TEKCTa Ha NPUHTEp, pacnedatka OfHa cTpaHuua 2,0
27 |BbiBOA (hopM TabnuL Ha MOHUTOP OfHa cTpaHuua 2,0
28 | HanonHeHWe Tabnuy cogepXxaHuem ojHa Tabnuua 18,0

MpumeYaHue: Npu pefakTMpPOBaHUN CMELLAHHOMO TEKCTa K HOPME BPEMEHM MPUMEHSIETCS MOBbILLALLNA
KoadhpumumeHT 1,2.

3.20. NMepeBog n nepepaboTka NeyaTHbIX TEKCTOB C MHOCTPAHHbIX SI3bIKOB Ha PYCCKMMA U C PYCCKOrO Ha
WHOCTPaHHbIE A3bIKU

Tabnuua 61
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHunsi BPEMEHMN,
MWH.
1 2 3 4
MepeBopf TEKCTA C MHOCTPAHHLIX SA3LIKOB HA PYCCKUN S3bIK
YTteHne opurmHana, aHanmsa TekcTa, pa3amMeTka ero c BbisiBrieHMeM| oauvH aBT. nucT
TPYAHbIX TEPMUHOB, FPpaMMaTUYECKUX KOHCTPYKLMIN, NEKCUYECKMX
060pOTOB, LIEXOBLIX M )KaHPOBbLIX TEPMUHOB:
1 | nonHbIN NMCbMEHHBLIV NepeBoa 3360,0
2 |cokpauweHHbIn nnucbMeHHbIN nepeBon oT 30% go 50% obbema 3600,0
TekcTa
3 | BbIOOPOYHbI NMMCbMEHHbIN NepeBos 3120,0
MepeBopf, TEKCTA C PYCCKOro S3blka Ha MHOCTPaHHbIE A3bIKU:
4 | NOSHbIN NMUCbMEHHbIV NepeBoa OJVH aBT. NMNCT 3840,0
TepmuHonornyeckass pabota npu  BbINOMHEHUN  MUCbMEHHOTO
nepesoaa:
5 |nouck OTMEYEHHbIX B OpUrMHane HE3HAKOMbIX WM HEMOHATHbIX| OAWH TEPMUH, 1500,0
TEPMUHOB N COKpALLEHUA B CrOBapHO-CMPABOYHON NUTepaType; 0fHO
nogbopka COOTBETCTBYIOLLENO TEPMUHY 3KBMBArEHTa,| COKpalleHue
paclumdpoBKa CoKpaLleHui
KoHcynbTauus nepeBog4unka co cneumnanmctamu:
6 |BblACHEHME nNPaBUNBHOTO  U3MOXEHUS YacTelm Tekcta Mo ogHa 2700,0
Masnio3HakoMoOl TemaTuKe; YTOYHEHWe COOTBETCTBMSA NepeBofal KoHcynbTaums
opurnHany
CocrtaBneHue bubnunorpacunyeckoro onncaHus:
7 |coctaBneHue bubnuorpaduyeckoro onucaHus nepeeoga OAHO onncaHue 720,0
AHanmM3 ” BHECEHME MW3MEHEHUN B TEKCT MepeBoga nocrne
pacnedvaTku:
8 |nmpoBepka MpaBMITbLHOCTU PACMONOXEHUsi OTNeYaTaHHOro TeKCTa;| oAWH aBT. NIUCT 240,0
KoHcynbTaHTlIntoc
y www.consultant.ru Ctpannua 130 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: 18.09.2015

CBEpKa C PyKOMUCbIO; MpaBka

TexHn4yeckoe ohopmreHne NnepeBoaoB:

9 |BHeceHWe B TEKCT NepeBOAA CMMBOSIOB U BCTAaBOK HA MHOCTPAHHOM 0fHO 3,0
A3blke BMUCbIBaHWNE
10 |BHECeHWe pucyHkoB, Tabnuu, opmyn OfHa BCTaBKa 4,0

MepeBoa 3arornoBKOB cTaTel U JOKYMEHTOB:

11 | nepeBoa U 3anUCb 3arosI0BKOB OJVH 3arofioBOK 12,0

MpumeyaHwue:

- HOPMbl BpEMEHV npedycMaTpuBaloT BbINOMHEHWE NEepeBOAOB C MHOCTPAHHOrO #3blka WM Ha
WHOCTpPaHHbIN, KOTOPLIV Yy NepeBog4mKka ABAsSeTCA OCHOBHbLIM (N0 06pa3oBaHmIo NN MPUMEHEHMIO);

- MPW BbINOMHEHMWN NEPEBOAOB C APYrMX si3bIKOB UMW Ha Apyrue, MOMUMO OCHOBHOMO, K HOPMaM BpeMeEHMU
NPUMEHSIETCA NoBbiWaLWwmnn KoaddnumneHT 1,1.

3.21. PaboTa no BbinycKy ManoTupaxHbiX U3gaHum cneyuanbHbiXx opMaToB

Tabnuua 62
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3MepeHuns BPEMEHMU,
MU/H.
1 2 3 4
BocnpousseaeHue nnockone4yaTHoro OOKyMeHTa B
penbedHO-To4eYHOM bopmaTe
PaboTa ¢ TekcToOM nnockonevyaTHOro JOKyMeHTa Ha Byma)kHOM Mru
3MEKTPOHHOM HOCUTESE:
1 |KoMMblOTEPHBIN HAOOP TEKCTa BPYUYHYHO OAHa cTpaHuua 20,0
(1800 - 2000
3HaKoB)
2 |ckaHupoBaHMe 1 pacno3HaBaHWe MI0CKONe4YaTHOro TekcTa OfHa CcTpaHuua 4,0
(1800 - 2000
3HaKoB)
3 |3arpyska danna c nnockonevyaTHbIM JOKYMEHTOM B KOMMbOTEP OfHa cTpaHuua 0,5
(1800 - 2000
3HaKoB)
4 | 4TeHMe nrockonevYaTHoOro TeKCTa U BHECEHNE NCMNPaBeHUI OfHa CTpaHuua 5,0
(1800 - 2000
3HaKoB)
5 |uameHeHne TekcTa n3 opmata [AOKYMEHTa B 3MEKTPOHHbIN| oAHa cTpaHuua 1,0
dopmaTt (1800 - 2000
3HaKoB)
6 |4TeHne KOHBEPTMPOBAHHOIO TEKCTA; BHECEHNE NCMNPaBEHUN OfHa CTpaHuua 7,0
(1800 - 2000
3HaKoB)
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7 |npuBedeHWe TekcTa B COOTBETCTBME MpaBunaM nuMcbma Mo| OAHa cTpaHuua 13 MUH.
cucteme bpainng (26 ctpok x 30 3HaKoB) (1800 - 2000
3HaKoB)
PaccTtaHoBka nopsigKoBbIX HOMEPOB CTPaHUL;:
8 |B aBTOMaATU3NPOBAHHOM pEXUME OfHa onepauus 0,5
9 |nocTpaHMYHas paccTaHoBKa B Py4YHOM pexunme OfjHa CTpaHuua 1,0
10 |BoIBOA4 Tekcta Ha OpanneBCKMW  MpUHTEpP;  pacnevaTtka OAVH nucT 2,0
(ABYXCTOPOHHSASA)
Pa6oTa c nnockoneyaTHOM HOTHOW 3aMUCbio:
11 |KoMnNblOTEPHBIN Habop (C fMcTa) HOTHOW 3anMMcu MO CUCTEMEe| oAHa CTpaHuua 40,0
Bbpanns spy4Hyto
12 |ckaHuMpoBaHMe M pacno3HaBaHWe Ha creuuanbHOM OpalneBcKOM| ogHa cTpaHuua 3,0
ckaHepe
lMpoBepka HOTHOMN 3anuUcK, BHECEHWUE UCTIPaBEHUI: OflHa cTpaHuua
13 |HOTHas 3anuch, HabpaHHas BPYyYHYIO 60,0
14 |HOTHaga 3anucb, Nofny4YeHHas co ckaHepa 20,0
15 |npvBegeHne HOTHOW 3anuMcyu B COOTBETCTBME MpaBuram 3anvucu| ofgHa cTpaHuua 15,0
HOT no cucteme bpainns (26 cTpok x 32 3Haka)
PaccTtaHoBka NnopsigKoBbIX HOMEPOB CTPaHUL;
16 | B aBTOMaTU3MPOBAHHOM peXume OfHa onepauus 0,5
17 |nocTpaHu4Hasa pacctaHoBKa B py4HOM pexume OfHa cTpaHuua 1,0
18 |BbIBOA HOTHOW 3anucu Ha Bpannesckui NPUHTEP; pacneyaTka OAHa cTpaHuua 0,7
CosfgaHune nnockoneyaTHOW 00NoXKM
KomnbloTepHbIi HABoOp TEKCTa BPYYHYIO: ofHa obnoxka
19 | Tpu anemeHTa onucaHus (aBTop, 3arnasue, BbIXOOHbIE AaHHbIE) 3,0
20 |4eTbIpe n 6onee arEMEHTOB OMMCaAHUS 4,0
21 | ckaHMpoBaHWE U pacno3HaBaHME TEKCTa oHa obroxka 3,0
22 | BHeceHue ucnpasneHun un popmaTpoBaHue ofHa obnoxka 3,0
[wn3arH 00noXxku: ogHa obrnoxka
23 | 6e3 unntoctpaumi 1,0
24 | c vnnocTpaunsamm 2,0
25 | BbIBOL, OGOXKM HA MPUHTEP; pacneyaTka OfHa cTpaHuua 1,0
Cos3gaHne nuueBo M OBOPOTHOW CTOPOH  MIIOCKOMEYaTHOro
TUTYNBHOMO NNCTa:
KOHcyn braHTlnoc www.consultant.ru Ctpanuua 132 us 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: 18.09.2015

26 | KOMNbIOTEPHBbIV HABOP TEKCTA BPYUHYHO OLVH TUTYNbHbIV 10,0
nnct

27 | ckaHupoBaHMe U pacrno3HaBaHue TekcTa OAVH TUTYIbHbLIV 6,0
nnct

28 |BHeceHWe ucnpaeneHnin n popmMmaTmpoBaHme OAWH TUTYNbHbIN 6,0
nncr

29 |paspaboTka AnM3anHa TUTYNBHOMO NMcTa OOVH TUTYMbHbIV 1,0
nnict

30 |BbIBOA TUTYMLHOMO NUCTa Ha NPUHTEP OOVH NUCT 2,0

CosgaHne nuueBor M OBOPOTHOW CTOPOH perbedHO-TOYEYHOro
TUTYNbHOTO NNCTa:

31 | KOMNbIOTEPHBIV HABOP TEKCTA BPYUHYHO OAWH TUTYNbHbIN 10,0
nuct

32 | ckaHMpoBaHWe U pacrno3HaBaHWe MocKone4yaTHoOro TekcTa OAVH TUTYNbHbIN 6,0
nuct

33 | BHECEHUE ucnpaBreHnin OOVH TUTYNbHbIV 6,0
nuct

34 |u3amMeHeHne TekcTa M3 opmata [OOKYMEHTa B 3MNEKTPOHHLIN| ofHa onepauus 1,0

dopmat
35 |4TeHMe KOHBEPTMPOBAHHOIO TEKCTA; BHECEHNE UCMpaBneHni OfHa cTpaHuua 2,0
36 |npuBegeHMe TeKkCTa B COOTBETCTBME C MpaBuraMmyM nucbMa nNo| oAHa cTpaHuua 6,0

cucteme bpannsa (26 ctpok x 30 3HakoB)

37 |BbIBOA TEKCTA Ha OpalineBCKUin NpUHTEP OAWH NNCT 2,0

BocnpouseeneHne nrockone4YyaTHoON unncTpaumm B
penbegHo-rpaduieckom gopmare:

38 | ckaHMpoBaHMe NNOCKoNe4YaTHOW UNNKCTPaLnn OAHa 1,0
unncTpaums
O6paboTka nnnrctpauuu: ofHa
unncTpaums
39 | o6paboTka roToBOro KOHTYpa 10,0
40 |cosgaHve HOBOro KOHTYpa 60,0
41 | dbopmaTupoBaHme nnockoneyaTHOM unncTpauum ofHa 2,0
unncTpaums
42 |BblBOA NNOCKONeYaTHOM UNNIOCTPaLMN Ha NPUHTEP ogHa 1,0
unncTpaums
MepeBog naockoneyaTHoON unncTpaumm Ha ofHa
penbedoobpasytoLLyto Gymary: unncTpaums
43 | c ogHOKpaTHbIM NPOMYCKOM M3obpakeHnsi yepes HarpeBaTenibHoe 1,5
YCTPOMCTBO
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44 |c pByKpaTHbIM MPOMNYCKOM M300paxeHus 4Yepes3 HarpeBaTenbHoe 3,0
YCTPOWCTBO

MepenneT 4OKYMEHTOB, BOCNPOU3BEAEHHbIX PenbedHO-TOUYEYHbLIM

WwpugTom:
45 | namnHMpoBaHne 0BNOXKM ogHa obrnoxka 6,0
46 |py4yHasa nuctonogbopka ogHa 2,0
nucrtonoabopka
47 | danbuoBka pyyHas ofuH 6nok (10 0,3
nmncToB)
48 |BblpaBHMBaHWE 1N obpeska Kpas CTpaHULbI OfHa onepauus 0,3
Kpennenwe cTpaHuL; OOVH JOKYMEHT
49 | aBymsa ckpenkamm 0,3
50 |Ha NNacTMKoBOW NpyXuHe 4,0
51 | TepmokrneeBoe kpenrneHme 6,0
52 |xecTkas kapTOHHasi o06noXxka C OyMaXHbIMW MOKPOBHbLIMU 60,0
CTOPOHKaMM U NPOLUNBHBIMU KOPELLKaMU
BocnpoussegeHne nnockonevyaTtHoro [[OKyMEHTa B 3BYKOBOM
dopmarte
MpeaBaputensHas paboTta Hag TEKCTOM: 1000 3HakoB
53 | XyaoKeCTBEHHbIN TEKCT 5,0
54 |TexHudeckni u Opyrve cneuuwanbHble TEKCTbl (MaTtemaTtuka, 10,0

MeauUMHa, XUMUS)

MpoynTbIBaHWE TEKCTa Ha KOMMbIOTEPE B CTyAUVHLIX ycroBusx co| 1000 3HakoB
3BYKOPEXNCCEPOM:

55 | Xy[oKeCTBEHHbIN TEKCT 4,0

56 |TexHudeckni M OpyrMe cneuuwanbHble TEKCTbl  (MaTemaTtuka,
MeauumHa, XMMns)

57 |nepesanucb Ha4yMTaHHOTMO TeKCTa Ha KoMMbkoTep (ouudppoBka| opHa AopoOXKa 50,0
3ByKa) C aHaroroBoro MCTOYHUKa B peasibHOM BPEMEHMU

58 | ob6paboTka HaUNTaHHOIO TEKCTa Ha KOMMbOTEPE OfHa OopOoXKa 1,5
59 |koHTponb obpaboTaHHOM 3anMcK Ha KOMMbOTEpPe OfiHa JopoXKa 50,0
Bocnpown3seaeHre 03By4EHHOrO TEKCTa C KOMMbOTEpa: ofHa JopoXKa
60 |Ha koMnakT-kacceTy B pearbHOM BpeMeHu 50,0
61 |Ha guck 10,0
62 | My3blkanbHO-TanMepHOe ohopmIieHe 3BYKO3anmcu OfHa OopOXKa 50,0
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KpaTtHoe BocnpousBegeHue
ayamnokacceTbl:

03BYY€HHbIX OOKYMEHTOB Ha

63

MoAroToBKAa MaTtepuasioB K BOCMPOW3BEAEHUHO
ayauokacceT, nepeMoTka, pasmarHuinsaque)

(pacnakoBka

OQHa KacceTa

4,0

64

KpaTHOe  BOCMpOM3BEAEHME  ayauosanucell  Ha  cTaHuuu
CKOPOCTHOro Ay6nvpoBaHusi ayamokacceT (KOMMbHTep - kacceTa)

ofHa onepauus

3,0

65

KpaTHOe BOCNPOMU3BEAEHNE ayauMo3anuncen
obopygoBaHun (kacceta - KacceTa) B
TeXHN4YeCKOoro ocHaweHunsa

Ha cneunasibHOM
3aBMCUMOCTU oT

ofOHa onepauus

5,0

66

KpaTHOe BOCNPOMU3BEAEHNE ayauMo3anuncen
obopygoBaHun (kaTywka - Kacceta) B
TeXHN4YeCKOoro ocHaweHunsa

Ha cneunasribHOM
3aBNCUMOCTHU oT

ofHa onepauus

5,0

67

npoBepKa KavyecTBa Konumn

O[Ha KacceTa

5,0

OCbOpMJ'IeHI/Ie ayamnokacceT, onTU4eCKnx ANCKoB U KOHTeﬁHepOB

68

co3gaHue uaeHtTUdMkaTopa, Onpeaensiowero NpUHaaNexXHOCTb
KacceTbl K JOKYMEHTY, B NIIOCKONEeYaTHOM U penbedHO-TOYEYHOM
BapuaHTax; HaknenBaHue Ha KkacceTy

OAVH
naeHtTudmkatop

3,0

69

co3daHue NrocKonevyaTHoON 3TUKETKM AN JOKYMEHTa, 3anMcaHHoro
Ha ayguokacceTax (Habop TekcTa, BbIBOA4 Ha Opannesckui
nNpuHTEp, pacnevaTtka, paspesaHve no 3aJaHHOMYy pasMmepy,
HaknevBaHWe Ha KOHTeNHep)

OofHa 3TUKeTKa

6.0

70

cosfaHve penbedHO-TOYEYHON  ITUKETKM Ons  [OOKYMEHTa,
3anucaHHOro Ha ayauokacceTax (Habop TekcTa, aAu3aiiH, BbiBod, Ha
MPUHTEp, pacrevaTtka, paspesaHue Mo 3aJaHHOMYy pasmMepy,
HaKnemsaHue Ha BHYTPEHHIO CTOPOHY KPLILLKWU KOHTeHepa)

OfHa 9TUKeTKa

9,0

71

packnagka ayguokacceT no KoMnrekTram/KoHTenHepam

O[Ha onepauuna

1,0

co3aaHune 3TUKETKN Ha AUCKe:

72

BBOJ B KOMIMbIOTEP OCHOBHbIX CBEAEHW O [OOKYMeHTe (aBTop,
3arnaeue) B crelanu3npoBaHHoN NporpamMmve

OOVH JOKYMEHT

5,0

73

BbIBOJ, Ha MNPUHTEP C hyHKUMEN "nevaTtb Ha anckax", pacneyaTka

ofOHa onepauus

2,0

74

co3gaHuMe  MNIIOCKOMEeYaTHOW  KOHTEMHEPHOW  3TUKETKU ans
OOKYMEHTa, 3anncaHHoro Ha gucke (Habop Tekcta, opMnpoBaHue
Au3aniHa, BbIBOA Ha MpUHTEp, pacneyaTka, paspesaHne Mo
3aJaHHOMY pa3mMepy, pa3MeLleHME Ha BHELLIHEN CTOPOHE KpbILLKK
KOHTelHepa)

OfHa 9TUKeTKa

8,0

75

co3faHue penbedHO-TOYEYHON KOHTEMHEPHOW 3JTUKETKM Ans
OOKYMEHTa, 3anMcaHHOro Ha gucke (Habop TekcTa, BbIBOA Ha
OpavineBckui NpuWHTEp, pacnedvaTka, paspe3aHve Mno 3agaHHOMY
pasvepy, pasMelleHMe Ha BHYTPEHHEM CTOPOHE  KPbILIKU
KOHTeliHepa)

O[Ha 3TUKETKa

10,0

ApxvBaLUsi 03BYyYEHHbIX JOKYMEHTOB:

76

ob6paboTka MaTepuana ans KOHBepTUPOBaHUS

oHa JopOXKa

30,0
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77 |koHBepTMpoBaHue annos d¢opmata B AC B dopmaT| oaHa gopoxka 6,0
ayanodannoB B 3aBUCUMOCTU OT TEXHUYECKOro OCHaLLEeHNs!
78 | nepeHoC apxmBa Ha cepsep OfHa opoXKa 6,0
3.22. ObecnyxmBaHWe yganeHHbIX nonb3oBaTenen
Tabnuua 63
N HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHnst BPEMEHMN,
MU/H.
1 2 3 4
Peructpauns nonb3osaTenemn B peXxume OHManH:
1 |npoBepka 3anuncu nonb3oBaTtensi B bubnmoTeky OAVH 2,0
nonb3oBaTtenb
2 |obpaboTka 1 BBOO hamMunuu, MMEHW, oT4ecTBa MOMbL3OBATENS U OaVH 5,0
agpeca ero 3f1eKTPOHHOW NoYThI 3MEKTPOHHbLIN
¢popmynsip
3 |cocTaBneHve nnucbMa C yKasaHMEM flOTMHA WM CreHepupoBaHHOIO OfHO 5,0
CUCTEMOWN Napons, MNpPUKPensieHne WHCTPYKLUUM MNONMb30BaHUA W| 3SnekTpoHHOe
OTnpaBKa ero No 3MeKTPOHHOWN NoYTe NOfb30BaTENMD NUCbMO
O6cnyxnBaHve Nonb3oBaTenemn B PEXUME OHIaNH:
4 | KkoHCcynbTaums no MCMOSIb30BaHMIO WHTEPaKTUBHOWN B oaHa 10,0
"roBopALLNX" KHUI C KPUNTO3aLLUTON KOHCynbTauns
5 |conpoBoxaeHne BUPTyarbHOW KHUIOBbldauyn: (HOpMUpPOBaHUE OAIVH 3aKa3 15,0
3aKasa Ha BUPTyaribHOW KHUKHOW MOonke
6 |Bbirpy3ska n3 AC HOBbIX NOCTYNMEHUN 3a onpedeneHHbI nepuod| oavH dann B 10,0
BpemeHn B ¢popmate PYCMAPK n B Buae ykasatens HOBbIX dopmate
noctynnenuni (YHIT) PYCMAPK
OAWH hann B 12,0
dopmaTte YHI
7 |pa3smelieHne HOBbIX MOCTYNSIEHWA [OOKYMEHTOB Ha cauTte| oOAauH dhann B 3,0
OMOnMoTeKN: co3gaHMe 3arofloBka aHHOTauuM  NpUKpenneHue dopmaTte
hanna (oB) PYCMAPK
OAWH hann B 3,0
dopmaTte YHIT
8 |paccbinika MO SMEKTPOHHOW MoYTe yAaneHHbIM MONb30BaTenNsam OfHO 3,0
MHOopMaLMM 0 HOBbIX MOCTYMNINEHNSIX JOKYMEHTOB 3MNEKTPOHHOE
NUCbMO
9 |uHdopMaLMOHHOE COMPOBOXOEHME calTa, nopTana W cTpaHuy B|ogHo cooblieHne 3,0
coumnarnbHbIX  CETAX: co3faHue 3aronoBka aHHoTauun
npukpenneHne annos
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4. TvnoBble oTpacneBble HOPMbI Tpyaa Ha paboTbl,
BbINONHAEMbIE B JETCKUX, IOHOLLIECKUX BMbnmnoTekax, B bubnuotekax
Hay4Ho-uccrnegoBaTenbckmx MHcTUTyToB (HINW), o6pasoBaTenbHbIX

yupexaeHuin (6e3 ncnonb3oBaHUs aBTOMaTU3NPOBAHHbBIX CUCTEM
yrnpaBneHus npowueccamm)

4.1. KomnnektoBaHue 61MbnmoteyHoro coHaa

Tabnuua 64

N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma

n/n n3mepeHusi BpeMeH!,
MWH.

1 2 3 4
TekyLlee komnrekToBaHne 6ubnmotevHoro goHaa:

1 | IpOCMOTp KHUronsaaTenbCKON U KHArOTOProBon UHpopmaLmm (1 npanc 8000 980.0

HavMeHoBaHWI)

2 |ycTtaHoBneHue TeMbl U Buga AOOKYMeHTa, nognexawero oTtbopy;| (1 nparic 8000 2.0
BbIICHEHWe HeobxoaumocTu npnobpeTeHns HaMMeHoBaHW)
OnpeneneHne ak3eMNIIAPHOCTY 3aKasa: (1 npanc 8000

HaMMeHOBaHWI)

3 |Aansa nogpasgeneHunn 0,5

4 | onsa 6ubnuoTekn B LieNom 1,0
ocopmMmrieHMe 3akasa; YyKasaHue 3IK3eMMSISpPHOCTU, CTOUMOCTHU OAWH 3aKas 1,0
3akasa, gatbl
KonunyecTBO 3aKa3aHHbIX Ha3BaHWM:

5 11-15 15,0

6 |16-25 25,0

7 126-75 75,0

8 |76-100 100,0

9 |odopmneHue 3akasa Ha BbINUCKY 3apybexXHbIX JOKYMEHTOB OAVH JOKYMEHT 100,0

10 |nogrotoBka crnmcka OOKYMEHTOB, npegnaraembix kK| ogHO Ha3BaHue 26,0
MeXayHapoaHOMY KHUroOOMEHY; CBepKa Crvcka C KaTanorom

11 |cocTaBneHne kapTOYKM ONS KapTOTEKM opraHu3auui-napTHEPOB;| OAHa KapTo4ka 1,0
yKka3aHMe  Has3BaHusd  opraHu3auun, agpeca, Ha3BaHus
06MeHMBaEMbIX JOKYMEHTOB
Pa6ota B AC:

12 |BBOQA 3aKa3a TeKyLlero komnnekroBaHus B 6a3y aaHHbix AC OfMH 3aKas3 50

13 | pepakTnpoBaHue BBeAeHHbIX B 6a3y AaHHbIX CBeAEeHVMN O 3akase; OAVH 3akas3 30,0
BbIBOJ Ha 3KpaH; BHECEHUE U3MEHEHUN
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14 |BbIBOA Ha nMPUHTEP [AOaHHbIX  TEKyLEero  KOMMMEKTOBAHWUS; OAVH 3akas 1,6
pacnevaTka
BEAEHME KapTOTEKN TEKYLLIEro KOMMNIEKTOBAHNS

15 |cocTaBneHne kapTO4YkW, yKasaHWe aBTopa, 3arfnaBusl, BbIXOAHbLIX| OAHa KapTo4ka 0,5
OaHHbIX, HOMepa B U3aaTenibCkoM nnaHe

16 |nepeHeceHne cBedeHW O 3aKkase Ha KapToOukW; yKasaHMe| ofHa KapTouyka 0,3
9K3EeMMNMSAPHOCTU 3aKkas3a, pacnpegeneHne Mo  CTPYKTYPHbIM
nogpasgeneHvam

17 |paspe3aHne m3gaTenbCckux MMaHOB, pacneyatka AN KapTOTekM| ofHa KapTouka 1,5
TEKyLLero KOMMMEKTOBAHWS, HaKNeuBaHWe Ha  KaTaroXHyHo
KapTouku

18 |nogbop kapTouyku no andasBuTy ANS pacCTaHOBKM B KapTOTeky| oAHa KapTouka 0,5
TEKyLLLEro KOMMNEKTOBaHNS

19 |paccTtaHoBka kapToukM B andasute daMmunnii aBToOpoB, 3arnaBvi| OfHAa KapTouyka 04
B KAPTOTEKY TEKYLLEro KOMMIEeKTOBaHMSA
OdopmneHne nognuckn Ha nepnognveckme n3gaHnsa:

20 |npocmoTp kaTanora "PocneyaTtn”, oT60op Ha3BaHUSA NepuoanyecKknx| ogHo HasBaHue 0,8
n3gaHun ans NoAnmcku

21 |cbop 3asBkM OT noapasderneHuin 6ubnmoTekn ONns NOAMUCKM Ha| opfHa 3asBka 1,5
nepuognyeckne nagaHus

22 | cBepka pacneyaTku CMUCKOB YCMOBHO 3aKa3aHHbLIX NepUoauYeckux| OfHO Ha3BaHue 1,04
M3O0aHUM C KapTOTEKOW 3akal3oB, BHECEHVME W3MEHEeHus B
pacnevaTkn CrMCcKoB

23 |cBepka 3akasa TeKyllero roga Ha nepuoauMdeckue usgaHusa c| ofHo HasBaHue 0,2
MOANUCKOW MpeablgyLlero roga Ans BbISBAEHUS W3MEHEHUA B
Ha3BaHMWsX; BHECEHNE OTMETOK

24 | cBepka BbIXOAHbIX JaHHbIX BMepBble 3aka3biBaeMblX 3apybexkHbiX| Ha oguH rog 80,0
nepuoanyecKknx n3gaHni ¢ ombnuorpadmyeckMMm CnpaBoYHUKAMM
n OpYrMMU MHCPOPMALMOHHBIMU UCTOYHUKAMM

25 | odhopmrnieHune 3akasa Ha MOANUCKY; NoAcyYeT CTOMMOCTU NOAMNUCKA C OJVH 3aKa3 30,0
y4yeToOM [JOCTaBKM, 3anofiHeHWe KBUTaHUMM aboHemMeHTa Ha
nepuognyeckoe usgaHme

26 |cocTaBrneHne perucTpauuoHHOM  KapTOYKM  Onsl  KapTOTEKM| ofHa KapTouka 0,5
nepuoanyecknx M3gaHwi; NpoCTaBleHME Ha KapTouke MWHAOEKCa,
roga, NnepMogu4HoOCTU, UCTOYHMKA NOCTYNIEHNS
PaboTta B AC:

27 |BBOA 3aka3a Ha nepuoguveckme n3gaHusa B 6asy AaHHbIX OfHa KapTouka 10,0

28 |BbIBOA Ha 3KpaH pernctpaumoHHON KapToYkK; pacneyaTtka OfHa KapTouyka 1,0

29 | KOppEeKTUPOBKA 3akasa: BbIBOA Ha 3KpaH CNMcKa Mnepuoguyveckmx 0fHO 0,3
N34aHUN; BHECEHWNE N3MEHEHWI HavMeHoBaHue
lMepenucka ¢ KHUrOTOProBbIMW OpraHM3aLUaAMU U U34aTeNnbLCTBaMW,
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onbnmoTekamm:

30 |cocTaBneHue, Habop TekcTa nucbMa (3anpoca, npeTeHsun),| oaHO NMcbMo 60,0
perncTtpauma B KHUre ucxoadawmnx OOKYMEHTOB (I'IpOCTaBJ'IeHI/Ie
AaThl, nopaaKkoBoro HOMepa, YKa3aHue HanMeHoBaHUA
opraHu3aumm, KpaTKoro cogepxaHusi nucbma)

31 |odopmneHne 3akasa "KHura - noyTton", oOTnpaBka 3akasa B OAVH 3akas 3.1
MarasuH, obMeHHble poHAbI

[okomnnekToBaHue 6MONMOTEYHOro ooHaa:

32 |nonyyeHne 3asBKUM  Ha npuobpeTeHne  OOKYMEHTOB  OT| ofHa 3asiBka 0,3
nogpasgeneHun.
33 | cocTtaBneHne Gubnuorpadmyeckon 3anucK; ykasaHue KonuyecTtBa| oOfHa KapToyka 3,0

9K3eMMNNApPOB U CUTTIbI nop,pasp,eneHMVl

34 | BKNtOYEHWE 3asBKM B KAPTOTEKY AOKOMMIIEKTOBaHWS OfjHa KapTo4Ka 0,26

35 |mpocMOTp KapTOTEKM HeyLooBMETBOPEHHOrO Cnpoca; adHanuid| oavH AOKYMEHT 3,0
OTKa30B O514 BbIABIIEHUA OTCYTCTBYHOLWUNX OOKYMEHTOB, BKIllOYEeHUe
B KApTOTEKy OOKOMMIeKToOBaHUA

OTbop AoOKymMeHTOB K3 OOMeEHHbIX ¢oHOoB OUGNIMOTEK Ans
AOoKOMNNeKToBaHusA

MpocMOTp CMMCKOB, KapTOTekK, KaTamoroB OOMeHHbIX (OHAOB| OAMH OOKYMEHT
O61bnmnoTek, oT6op HYXXHbIX OOKYMEHTOB, CBepKa C KaTtaroramu u
KapToTekamn CcBOen OuMbnmMoTekn; COoCTaBfieHMe Crucka Ha
OOKYMEHTbI, 0TOBpaHHble B 06MeHHOM doHae

KonnyectBo OOKYMEHTOB, BKITHOYEHHbIX B CMMUCKWN:

36 (1 5,0
37 |2-10 7,8
38 [11-25 16,0
39 |26 - 50 32,0

CocTtaBneHue onepaTuBHOro (TeKyLLero) nnaHa KOMNNeKToBaHUs:

40 |onpeneneHne MeponpuaTnini No (popmMMpoBaHuio eanHoro doHaa OAMH NnaH 480,0
Ha TeKyLLLI/II7I rog, oTBeTCTBEHHbIX I/ICI'IOJ'IHI/ITeJ'IeI7I, KONMN4YeCTBEHHbIX
nokasatenen obbema oHga  (NocTynneHue,  BblObITME),
OTpacneBoro cocrtaBa, MICTOYHUKOB MOCTYNINEHUS, CMETbl PacxodoB

OdbopmreHune nnaHa KOMMNIEKTOBaHNUSA B hOpMe:

41 |Ttabnuy ogHa Tabnuua 2,6
42 |kapToTeku O[lHa KapToyKa 2,6
Pabota B AC:
43 |BBOA NNaHa koMnnekToBaHus B 6a3y gaHHbix AC OJVH nnaH 1,1
44 |koppekTvpoBka ©6asbl [AaHHbIX; BbIBOA Ha 3KpaH; BHeCeHue| OAWH LOKYMEHT 30,0
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N3MEHeHUN

4.2. lMpuem n yyeT NOCTYNMBLLMX JOKYMEHTOB

Tabnuua 65
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHnsi BPEMEHMN,
MU/H.
1 2 3 4
Mpuem  OOKYMEHTOB, MOCTYNMBLUMX C  COMNPOBOAMTENbHbLIM
OOKYMEHTOM
Mpnem [OKYMEHTOB MO COMpPOBOAUTENbHLIM MaTtepuanam (cyeTt,| oaHa napTusi
HaknagHasi, Konus Yeka, akT), nogbopka ux no andasuTy aBTOPOB
UNW  3arnaBuiA, SKCNEeOWUMOHHBbIM  HOMepaM, CBepka C
COMpPOBOAUTENbHLIMU JAOKYMEHTaMu, MpPOCTaBMNEHNE LEHbl Ha
n3gaHnn, NOACYET YMCNa IK3EMMNNAPOB, O6LLEN CTOMMOCTH
KonunuectBo OKYMEHTOB B NapTUK:
1 1 4,0
2 |12-50 8,9
3 |51-250 43,3
Mpnem pokymMeHTOB, nOCTynNuBLUMX 6€3 CONpOBOAUTENbHbLIX
OOKYMEHTOB:
4 |nopbop AOKYMEHTOB no andaesuty ¢amunuii  aBTOPOB  UNU| OAMH AOKYMEHT, 3.1
3arnaBun; npoBepka Ha AyOGnNeTHOCTb; MpPOBEOEHWE  OLEHKM OAOWH aKT
OOKYMEHTOB; COCTaBMEHNE aKkTa Ha Npuem JOKYMEHTOB
KonnmyecTBO AOKYMEHTOB, BKITHOUYEHHbIX B aKT:
5 |1 0,36
6 |2-5 2,1
7 |6-10 3,7
8 |npocTaHoBKa WTEeMnens Ha TUTYNbHOM NUCTe U Ha 17-in cTpaHuue| OAWH AOKYMEHT 0,5
OOKyMeHTa
CcBepka MOCTYNUBLUMX [OOKYMEHTOB C KapTOTEKOW TeKyLlero
KOMMMEKTOBaHUS
9 |nouck KapToukM B KapTOTEKEe TEKyLLEero KOMMMEKTOBaHUA, cBepkal OAWH AOKYMEHT 3,0
KapTO4KM C AOKYMEHTOM, BHECEHME OTMETOK
10 |oT6op NepBoro ak3emnnspa, BNOXeHNEe KapTOYKM B JOKYMEHT OAVH [OKYMEHT 0,5
11 | noctaHoBKa KapTo4kuM 3a pasgenuTens "BbinonHeHHbIe 3aka3bl” OfHa KapTouyka 0,3
PaboTta B AC:
KoHncynbtanTtlnioc
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12 |npoBepka Ha AybneTHOCTb NOCTYNMBLUUX U3AaHMn B 6a3e faHHbIX| OAMH OOKYMEHT 1,0
AC

13 | pernctpaums HOBbIX NOCTynneHun B 6ase aaHHbIX AC OAVH JOKYMEHT 3,0
Mpuem n perncTpaums XypHarnosB v raset:

14 |nogbop XypHanoB M raseT Mo andgaeBuTy Ha3BaHWWA, MNOWUCK| OAMH OOKYMEHT 2,0
PErMcTpaunOHHOM KapTOYKM B KapTOTeKe MOAMUCHBIX W3OaHWN,
OTMEeTKa HoMepa, AaTbl NOMyYeHUs N3gaHns

15 |npocTaHoBKa WITEMNENS Ha XypHane OLMH XXypHan 0,1

16 |npocTaHoBKa LUTEMMENS Ha raseTe oJHa raseta 0,5
BepneHue "KHuru cymmapHoro yyeta™
pa3bop [OOKYMEHTOB MO BMAaMm, OTpacrnsM 3HaHWWA, s3blkaM,| OgWMH OOKYMEHT 2,0
NnoAcyeT uucra OOKYMEHTOB, 3anucb pe3ynbTaToB noAcyeTa Mo
YCTaHOBMEHHOW POPME B KHUTY CYMMapHOro yyeTa
KonnyecTBO AOKYMEHTOB B MapTUUN NOCTYMNNEHNIA:

17 |1 2,0

18 |2-50 6,8

19 |51 - 250 42,0

20 |BBOA cTaTUCTUYECKMX AaHHbIX "KHurn cymmapHoro ydyeta" B 6a3dy| ogHa naptums 3,0
paHHbix AC

21 |nogcyeT NOCTPaHMYHO MO MO3MUMSAM faHHbIX KHurM cymmapHoro| opgHa nosvums 3,2
y4yeTa, NepeHeceHne UTOroB Ha CreayoLLYyi0 CTpaHuLy

22 |cBepka OUHAHCOBbLIX [JOKYMEHTOB oOTAena C (UHAHCOBbLIMU| OAWH AOKYMEHT 5,0
OOKyMeHTamu Oyxrantepun

23 | odhopmrieHne conpoBOANTENBHOIO [OKyMeHTa (cyeT, HaknagHas,| OaWH JOKYMEHT 3,0
akKT) ang nepegadv B byxranteputo

24 |odhopmneHne  UHBEHTapHOWM KHWUN, Hymepauuss  NMCTOB,| OgHa cTpaHuua 0,88
NpocTaBrneHne HoMepa B UHBEHTAPHOW KHUre

25 |3anncb OOKYMEHTOB MO YCTaHOBMNEHHOW hOpMEe B WHBEHTAPHYHO| OAWH AOKYMEHT 0,88
KHUrY, NPOCTaBeHNne NHBEHTAPHOIro HoOMepa Ha AOKYMEHTe

26 |npoBedeHve VMHOUBMAYanbHOrO y4veTa [OOKYMeHTa MO akToBOW| OOWH AOKYMEHT 3,0
cucTeme, NpoCTaBreHne NMHBEHTAPHOrO HOMepa Ha JOKYMEHTe

27 |npoBeAdeHne MHAMBMAOYanbHOrO yyeTa C MPUMEHEeHWEM Y4YeTHOro| ofHa KapTouka 3,0
Katanora; cocTaBneHne  Gubnuorpaduyeckoro onucaHus
OOKYMEHTa, yKasaHuMe LeHbl, WHBEHTApHOro Homepa, roga
NOCTYNMeHNs, HOMepa 3anucy B KHUFre CyMMapHOro yyeTta, 4ducna
NOCTYMUBLUNX 3K3eMMsipoB, nx pacnpegenexHve no
nogpasgenexHvam

28 |3anncb B XypHane peructpauuum KapToyek Y4eTHOro kartanoral opHa 3anucbh 1,0
WHBEHTapHOro HoMepa, NepPBOro CrioBa 3arnaBusi
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29 |npocTaHOBKa UHBEHTapHOro HoMepa Ha AOKYyMEHTe OAVH [OKYMEHT 2,6
30 |pernctpaums naTeHToB B HYMepaLMOHHON KHUre OAWH JOKYMEHT 0,3
31 |nonyyeHve akTOB Ha BbIObIBLUME [OKYMEHTbl OT CTPYKTYPHbIX O[WH aKT 1,0
nogpasgeneHun, BHeceHve 3anucu B KHure cymmapHoro ydeta
(2-9 yacTb), NnpocTaBneHne HoMepa akTa
32 | ucknoyeHne AOKYMEHTa Mo akTy U3 y4eTHbIX (hopMm OOVH JOKYMEHT 3,0
33 | uckntoyeHne BbIGLIBLUMX OKYMEHTOB M3 6a3bl AaHHbIX AC OAWNH OOKYMEHT 2,0
34 |noraweHne MHBEHTApPHOrO HoMepa W wWTeMnenst oubnuotekn Ha| OAWH AOKYMEHT 0,3
OOKYMEHTe
35 |nogwwuBka akToB OOVH OOKYMEHT 3,0

MpumeyaHue: npu paboTe ¢ JOKYMEHTAMW Ha MHOCTPaHHbIX fi3blkax K HOpME BPEMEHU MpUMeHsieTcs
noBbILWaWwmn kKoadduumeHT 1,15,

4.3. bubnuoTteyHas obpaboTka gokymeHToB. OpraHnsauus 1 BeaeHue kaTanoros

Tabnuua 66
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mMepeHnst BPEMEHMN,
MWH.
1 2 3 4
PaboTa c neyaTHOM KapTOYKOMN:
1 |pasbopka kKOMMMeKTa nevyaTHbIX KapTovek OfHa KapTouyka 0,42
2 |nogbopka nevaTHbIX KapTodek no andasuty amunuin aBTOPOB| OAHa KapTouka 0,36
UNn 3arnaBun AN pacCTaHOBKM B CIY>XEDOHYI0 KapTOTEKy
3 |paccraHoBKa kapToYek B CyXeOHYO KapToTeky OfHa KapTouyka 0,36
4 |nopbopka neyaTHbIX KapToveK K AOKYMEHTaM OfHa KapTouyka 0,52
Ceepka NoCcTynMBLUNX JOKYMEHTOB C KaTanoramu:
5 |npoBepka no Katanory MOBTOPHOCTU OOKYMEHTa, MEepeHeceHne C| ofHa KapToyka 1,9
KaTanoXHON KapTo4kn BMbnmoTeyHoro wudpa, NofHOro MHAEeKca
6 |nouck B cnyxebHOM kaTanore CBOAHOrO OMNWCaHWsi, BHECEHWE| OfHa kapToyka 2,6
OTMETOK
7 |odopmneHve neyaTHOW KapTOYKW, HanucaHue WHBEHTapHOro| OAHa KapToyka 0,68
HoMmepa, LWndpa 1 NHOW MHdopMaLUn
Mpunncka gybneTos:
8 |cBepka [pOoKymeHTa Ha  AgybneTtHocTb NO  cnyxebHoMy| OAHO Ha3BaHue 0,94
andaBUTHOMY, Y4E€THOMY KaTarnory
9 |npunuceiBaHue oybreTa B KaTarnor: MpocTaBfieHNe WHBEHTApHOro| OAHO Ha3BaHue 0,84
HoMepa, nepeHeceHne Wwudpa Ha JOKYMEHT
KoHncynbtanTtlnioc
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Mpunucka NpoaoMKaLLNXCA U3OAHNIA:

10 |nouck B perncTpauMoHHOM KapTOTEKe KapTovkM Ha wu3gaHue,| OAHO HasBaHue 0,84
CBepKa ee C OpuUrMHanom, BHeCeHne GnbnNMoTeYHbIX OTMETOK

11 |nonck B  KaTamore  KapToyek, OTMeTKa MOCTynfneHns| OAHO Ha3BaHue 3,1
COOTBETCTBYIOLLEIO  BbIMYCKa, NPOCTaBNEHWE  WHBEHTapHOro
HOMepa, Wudpa, BHECEHNE ApYrMX BUBNNOTEYHBLIX OTMETOK

dopmupoBaHne bubnmnorpadpuyeckon sanncu

CocraBneHve OCHOBHOW ©Oubnuorpacdmyeckor  3anucu  npu| oZHO HasBaHWe
OTCYTCTBUM NEeYaTHOW KapTOukM B LOKYMeHTe (O3HakoMneHue c
OOKYMEHTOM, COCTaBIiEHME OMUCaHUsl, BHECEHWE OUBNMOTEYHbIX
OTMETOK)

KonnyecTtBo anemMeHTOB ONncaHus:

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 |cocTaBneHne ocHOBHON Bubnuorpagmyeckon 3anmcm € NOMOLLBIO 20,0

MakeTa KapTO4ku, HaneyvYataHHOro B KHUre; npocMoTp W3gaHud,
CBepKa C MakeToM KapTO4ku1, BHECEHNE N3MEHEHNA N OOMOJTHEHNA

19 |cocTtaBneHue AobaBoyHOro onuncaHus K OCHOBHOW| oOfHa KapToyka 1,9
BGmbnuorpaduyeckon sanmcu

20 |o3HakOMMNeHne C [OOKYMEHTOM, COCTaBfIEHME aHaNUTUYECKON| OAWH AOKYMEHT 10,0
3anucu
21 | cocTaBneHue CCbIJTOMHON KapTO4KM K OCHOBHOWM| oAHa KapTouyka 0,52

ombnmorpadmyeckon sanmcm

PepaktnpoBaHne 6ubnunorpadudeckon sanncu:

22 |npoBepka NpaBUIIbHOCTM 3NIEMEHTOB 3anncy Ha KapTodke ofHa KapToyka 1,0

23 |odopmneHve KapToukv Ans OyOnvpoBaHWs Ha MHOXMTENbHOM| OAHa KapToyka 1,4
annaparte; npocCTaBfneHne WHAEKCOoB, WudpoB, 6GUBNMOTEYHbIX
NMOMETOK, ONpeAerieHne 1 ykasaHne Tupaxa Kaptoyek

"pynnoBas o6paboTka JOKYMEHTOB

OT160p OOHOTUMHBIX [JOKYMEHTOB, MNOAMEXalmx rpynrnoBor| ogHa rpynna
00paboTKe; cocTaBneHne oOLLEe XapaKTEPUCTMKM Ha KOMMMEKT| [AOKYMEHTOB
[OKYMEHTOB

Konnyectso OOKYMEHTOB B rpynne:

24 [1-9 39,0

KoHncynbtanTtlnioc
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25 ]10-15 60,0

26 |16 -30 106,0

27 |npoBepka MpaBWUMIbHOCTU COCTaBMEHUS XapaKTEPUCTUKN  Ha ofHa 13,0
KOMMIIEKT JOKYMEHTOB XapakTepucTuka
PekaTanornsauus:

28 |cBepka KapTOukM C  [OOKYMEHTOM; UWCNpaBfieHWe CTaporo| oaHa KapToyka 5,7
Bmbnmorpadmnyeckoro onNn1McaHnsa; CocTaBneHne HOBOro OMMCaHus;
nepeHeceHne LWKUdpa, WHBEHTAPHOrO HoMepa, OMBNMOTEYHbIX
NoMeTOoK
MoaroToBka K MHOEKCUPOBAHUIO JOKYMEHTOB A1 KaTarnoros:

29 |nogbopka KapTOYKkKM K AOKYMEHTY, CBEPKA U BIIOXEHNE B JOKYMEHT | OAWH AOKYMEHT 0,5

30 |o3HakoMneHne C  [OOKYMEHTOM; yCTaHOBMeHue TeMaTuKW;| oOHO Ha3BaHWe 0,88
pacnpegenexHve no oTpacnsam 3HaHus (No TeMaTuke)

31 | NpoCMOTP MHOCTPaHHbIX W3OaHWA, NepeBon AaHHbIX Ha PYCCKUN| OAWH AOKYMEHT 0,37
A3bIK
CucremaTtusaumns JOKYMEHTOB:

32 |cuctemaTtmsaumsi OOKYMEHTa C  UCMOfb30OBaHMEM  WHOEKCOB| OAMH OOKYMEHT 2,6
neyaTHOM KapTOYKM WM MakeTa KapTO4vkW, HaneyaTaHHOro B
n3gaHun, 03HaKoMIeHNe ¢ JOKYMEHTOM, MpoBepka COOTBETCTBUSA
MHOEeKcoB Tabnuuam knaccudumkauumn, npuHATbIM B OMONMoTEKe,
NpOCTaBMeHNe NHOEKCa Ha JOKYMEHTe

33 |cnctemaTtmsaums AOKYMEHTOB NPU OTCYTCTBMM NEYaTHOM KapTOYKU| OAWH AOKYMEHT 2,0
N MakeTa KapTOYKM B M34aHMU; O3HAKOMMEHWEe C [AOKYMEHTOM,
onpeneneHne nHaekca no Tabnuuam knaccudukaumm, NPUHATLIM B
6ubnuoTteke, NpocTaBneHe NHAEKCA Ha LOKYMEHTE

34 |onpeneneHne aBTOPCKOrO 3HaKa [OOKYMeHTa MO aBTOPCKUM| OAWH AOKYMEHT 0,3
Tabnuyam

35 | wncppoBka gokymeHTa npu OpMaTHO MHBEHTAPHOW pacCTaHOBKE;| OAWH AOKYMEHT 0,42
onpegeneHue opmarta AOKYMEHTa, HanucaHue wugpa

36 |penaktMpoBaHue  KNacCcUUMKALMOHHOTO  MHAEKCa; npoBepkal OAWH AOKYMEHT 0,5
NpaBubHOCTU MHAEKCA, aBTOPCKOro 3Haka

37 |cocTaBneHue KapTO4kM andaBUTHO-NPEOMETHOro Kartanora (Ha| ofgHa kapTouka 2,0
HOBYIO TEMATUKY); HanMcaHWe Ha KapToyke WHAEKCa, HasBaHue
Katanora W KapTOTEKW, B KOTOPbIX OTPaXKalTCs [OKYMEHTbI,
yKasaHue CCbIfIKW W  OTCbIfIKA, CBA3b MexXay OoTAeNbHbIMU
pybpukamm
MpeameTnsaumst AOKYMEHTOB:

38 | npegmeTusaumnsa 0OKYMEHTOB C UCMOSIb30BAHMEM PYOpMK NevaTHon| oaHO Ha3BaHue 2,6
KapTOYKM; MpOBEpPKA COOTBETCTBUS PYOPUMKM MedaTHOM KapTOYKM
npegmeTHOMY KaTarnory

39 | npegmeTm3aumnsa JOKYMEHTOB Mpu OTCYTCTBUM NeYaTHOM KapTOudKK;| OAHO Ha3BaHWe 3,0
O3HaKOMJIEHNE C JOKYMEHTOM, onpeaeneHne pyopuku
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40 |cocTaBneHne HOBbIX MpeAMeTHbIX Pybpuk un  noapybpuk;| odHa KkapTouka 1,5
nepeHeceHne Ha KapTo4ku Cny>kebHO KapToTekn

41 | pegakTupoBaHue npegMeTHon pybpukun; npoBepka NpaBWUiIbHOCTM| OfHa KapToudka 50
npeaMeTHON PyBpUKM, TOYHOCTb HanucaHms
OpraHusauunst andgaBnTHOrO katanora:

42 |nogbopka kapTodkum Mo andaeuty damMunuii  aBTOpoB WnM| OfHa KapTouka 0,36
3arnaBun 4N paccTaHOBKM B andyaBWTHBIN KaTanor

43 |paccTaHoBka npeaBapuTenbHO nNodobpaHHbIX  KapTodek B| ofHa KapToudka 0,36
andaBnTHbIN KaTanor

44 | pepakTupoBaHue andaBuUTHOrO KaTarnora; npoBepKka pacCTaHOBKM| OfHa KapTodka 0,88
KapToyek, NpaBUNbHOCTU A00ABOYHLIX U CCbIIOYHBLIX KapToYex,
ncnpasneHve owmnbok

45 |HanucaHwve pasgenutena And andasBuMTHOrO Kartanora, ykasaHue OOVH 0,88
OykBbI, criora pasgenuTens

46 |paccTtaHoBka pasgenutens B andaBuTHbIA KaTanor: noabopka OAWH 2,0
pasgenutenda no andgasuTy, MOUCK MecCcTa pasgenutens,| pasgenuTens
NnocTaHoBKa, 3aKpenneHne CTepPXXHS
OpraHusauusa cuctemaTU4eckoro kararora:

47 |nogbopka kapTO4YKM MO MHAEKCcaM, BHYTpWU pa3gena no andasBuTy| ofHa KapTouka 0,42
damunuin  aBTOPOB WNKU  3arnaBui  ONA  pacCTaHOBKM B
cucTteMaTu4ecknin katanor

48 |pacctaHoBka MpedBapuTenbHO nodobpaHHbIX  KapToyek B| ogHa KapToudka 0,42
cucTteMaTuvecKknin katanor

49 |pepaKkTMpoBaHME  cCUCTEMATUYECKOro  kaTtanora: npoBepka| opfHa kapToudka 0,88
NpaBWUibHOCTM HaMNoOMHEHUS pa3ferioB kaTanora Mo COAEPXaHWIo,
MHAEeKCauun U paccTaHOBKe, UcnpasneHme ownbok

50 |peknaccudukaumns cuctemaTUHECKOro Kartarnora: uWcrnpaBreHue| ofHa kapTouka 10,0
WHOEKCOB, BHECEHNE N3MEHEHWI B andaBUTHBIN KaTanor

51 |HanucaHne pasgenutens AOnNa  CMCTEMATMYECKOro  Kartarnora: O4MH 1,0
ykasaHMe HauMMeHOBaHWs pasgena, nogpasgena wu  gpyrux| pasgenutensb
pasgenutenen

52 | paccTtaHoBKa pasgenutens B cucTemMaTUYeCcKMin kaTanor: nogbopka OAvH 2,0
no MHAEKCaM, NMOUCK MecTa, MOCTAHOBKA, 3aKPEMNEHNe CTEPXKHS pasgenvrenb
OpraHusauusa npegMeTHOro karanora:

53 | nogbopka kapTo4vku No NpeaAMeTHbIM pybpukam, BHYTpu pyOprKk no| ogHa kapTouka 0,42
andasuTy hammnnin aBTOpoB UNK 3arnasum

54 |pacctaHoBka npeaBapuTeEnbHO MOA4ODPaHHbIX — KapTovek B| ofHa KapToyka 0,42
npeameTHbIN KaTanor

55 | pemakTMpoBaHue NpegMEeTHOro Katarnora: NpoBepKa NpaBuITbHOCTU| OfHa KapToyka 1,0
CCbIJTOK, OTCbINOK, pybpuk

56 |HanucaHwe pasgenutena NS NpeaMeTHOro kKaramnora, ykasaHue OOMH 2,3

KoHncynbtanTtlnioc

HageXxHasa npaBoBas nogaepxka

Ctpanuua 145 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

KoHcynbTanTtlinioc
[ata coxpaHeHus: 18.09.2015

BbIMOSIHAEeMble B OM...

pyOpPWKK, OTCHINKK, CChINKK

pasgenuTens

57

paccTaHOBKa pas3fenutens B NpeaMeTHbIN KaTanor, Nouck mecTa,
NOCTaHOBKA, 3aKpenrieHne CTepXHA

OOVH
pasgenuTens

2,0

OpFaHI/I3aLI,VIﬂ HyMepaunoHHOIro
HOpMaTMBHO-TeXHMHeCKOVI OOKyMeHTauunun:

Katanora

58

noabopka KapTouku No BMaaM AOKYMEHTOB, YCIOBHLIM LIMPOBLIM
0603HayeHnsiM, andaBuTy COKpaLleHHbIX Ha3BaHWi  CTpaH,
naTuHCkoMy andaBuTy (MHOCTPaHHbIX CTaHZapTOB), MO HOMepam
[OKYMEHTOB

OHa KapTo4kKa

4,3

59

paccTtaHOBKa npeasaputesibHO I'IOﬂ,O6paHHbIX KapTo4ekK B KaTarnor

OHa KapTo4Ka

0,41

60

pefakTpoBaHue Kartanora: npoBsepka npaBunbHOCTU
6ubnuorpadpmyecknx ONMCaHWi, paccTaHOBKW,  MCNpaBneHune
OWMNBOK; BHECEHWNE OOMOMHEHWN U U3MEHEHWI B KaTanor (0TMeHa,
3amMeHa, M3MEeHeHus, npoafieHne Cpoka AEeNCTBUS C  yKa3aHuem
NCTOYHMKA)

0flHa KapTouka

2,6

61

HanncaHne n pacCtaHoBKa pasaenuntend

OOVH
pasgenuTtenb

1,3

OpFaHI/I3aLI,VIﬂ 1N BeAeHne 3N1IEKTPOHHOro Kartanora:

62

CBepka NnocTtynmeLUMNX OOKYMEHTOB Ha ,EI,y6J'IeTHOCTb B 3JIEKTPOHHOM
Katanore

OOVH JOKYMEHT

1,6

63

npunmucbiBaHne
KaTtanor

NpoOOHKaLWKNXCA  U3gaHUA B 3MEKTPOHHbIN

OOVH JOKYMEHT

1,6

dopmumpoBaHne Gubnmorpadmyeckon 3anncu Ans 3NEeKTPOHHOro
KaTanora; BBog B 6a3y [OaHHbIX; 3anofiHEHWE COOTBETCTBYHOLLMX
nonem:

ofHa 3anucb

64

npun Hann4nm makeTta nevyaTHom KapTO4KN

0,36

65

npn OTCYyTCTBUU nevatHom KapTO4Kn

0,42

66

COCTaBIieHMe aHannTU4YeCcKon 3annucum

3,5

67

cocTaBrieHne o6aBOYHbIX U CChINTOYHbLIX ONUCaHUN

O[HO onucaHune

0,88

68

penakTupoBaHne bubnuorpadgpuyeckon 3anncu B 6ase gaHHbix AC;
BHECEHWNE N3MEHEHUN

OOHO onncaHne

1,3

69

BBOA, MepeyHa npeameTHbIX pybpuk ANTY Kk cucTeMaTmyeckomy
KaTanory v reHepanbHOW CNpaBOYHOW KapToTeke

ofHa pybpuka

0,36

70

BbIBOA, Ha aKkpaH bubnuorpadudeckmx sanmcen

OAHa 3annucb

0,83

71

penakTMpoBaHue pyopuK, HanosIHeHWe pasaenoB

ofHa 3anucb

7,5

N3bsaTne KapTo4eK U3 KaTaroros

N3bsaTue KapTOYKM Ha WCKMYEHHble u3 6ubnmoTteyHoro doHaa
OOKYMEHTBI:

ofHa KapTouka

72

andasuTHOro Katanora

0,42
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73 | cuctemaTmyeckoro kaTanora 0,36
74 |npegMeTHOro Katanora 0,36
75 | HyMepauroHHOro katanora 0,42
76 |n3batue bubnmorpaduydecknx sannucen U3 arNeKTPOHHOro kaTanora ofjHa 3anuchb 2,0

TexHu4eckas obpaboTka JOKyMeHTa

HakneuBaHue Ha OOKYMEHT JINCTKa CpOKa BO3BpaTa, KapMallka,| OAUH OOKYMEHT

Apnbika:
77 | NNCTOK 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 apnblke 0,36
82 |nepeHeceHne copmaTtHOro u cucTtemaTudeckoro wmdppa c| oaAWH AOKYMEHT 3,0

KapTO4YKM Ha OOKYMEHT

83 |ochopmneHne KapToukM AOns TUPaXWpoBaHUA: oOnpederneHne u| OAHO Ha3BaHue 1,0
yKkasaHue Tupaxa

84 | KoppeKkTupoBKa KapTOYKM NOCE TUPAXKXMPOBAHMS OAHO Ha3BaHue 0,42

85 | pacnpeneneHve kaTanoxHbIX KapTOYeK Ha HOBble MOCTYMNMEHNA Mo| oaHa kapToyka 0,42
CTPYKTYPHbIM NogpasaeneHnsm nocne TMpaXxupoBaHus

86 |3anonHeHne  kHWXHOro  copMynspa:  ykasaHue  wudpa,| OAMH KHUXKHBIN 0,88
WHBEHTApHOro HOMepa [AOKyMeHTa, amMunum U1 MHUMUManoBs dopmynsp
aBTopa, ero Ha3BaHu4, LeHbl, roga n3gaHus

87 |3anonHeHve KapToOYku UHOUKATOpa Ha AOKYMEHT, HanpaBnseMbli B| oAuH nuHaukKaTop 0,88
KHUFOXpaHEHWNEe: YyKasaHWe WHBEHTapHOro HoMepa, aBTopa MU
3arnaeu4, Wudgpa paccTaHOBKU

88 3anonHexne. nepefaTtoyHOM BEAOMOCTM Ha NapTUo  HOBbIX| OOWH OOKYMEHT 0,15
NOCTYNINEHNIA
Pa6ota B AC
BbIBOA Ha 3KpaH y4eTHbIX hopM, pacnevaTka: ofHa dopma

89 | nucToB uHaUBMAYaNbLHOro yyeTa JOKYMEHTOB 0,05

90 |nepegaToyYHON BEAOMOCTU HOBbLIX NOCTYNIEHUN 0,05

91 | kapToukm ¢ Gubnuorpadmyeckon 3anucbio s y4eTHOro Kararnora 0,05

92 | kKHWXHOrO hopmynsapa 0,05

93 | kapTOouKkKM nHOMKaTopa 0,05
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MpuMeyaHune: kK HopMaM BpeEMEHU NPUMEHSIIOTCS NOBbILWAoLLME KO3MPULNEHTbI:

- Npu cocTaBneHun Gmbnmorpaduyeckoro onNMcCaHna Ha AOKYMEHT, Ha TUTYNbHOM JIUCTE KOTOPOro
YaCTUYHO OTCYTCTBYIOT AaHHble Ans bubnuorpaduyeckon 3anucu - 1,13;

- npu 6ubnuoteyHon obpaboTke: KMHODOTOPOHOOOKYMEHTOB - 1,21; HOTHBIX, KapTorpadguyeckux,
nsomnsgaHun - 1,15, cneumanbHbIX BUAOB HAyYHO-TEXHUYECKOM NUTepaTypbl U AoKyMeHTauun - 1,10;

- Npu paboTe C JOKYMEHTAMM Ha MHOCTPaHHbIX $3blkaxX, MPW OpraHu3auMM U BELEHUWN KpaeBea4yecKoro
KaTanora (kapToTeku) n 6MGNMOTEYHOro KaTanora Ha MHOCTPaHHOM si3blke - 1,15.

4.4. Pabota ¢ hoHOOM

4.4.1. PaboTta no npuemy JOKYMEHTOB

Tabnuua 67
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHunsi BPEMEHMN,
MU/H.

1 2 3 4

1 |lNpuem OOKYMEHTOB B CTPYKTYPHbIX NogpasaeneHunsx:

2 |npvem [OKYMEHTOB W3 OTAena KOMMMEKTOBaHWs, CBepka C| ogHa naptus 90,0
ConpoBOANTENBHLIM MaTepuanom

3 |pernctpaumsi HOBbIX MNOCTYMSIEHUN NEPUOANYECKUX U3OaHUKW,| OOMH OOKYMEHT 0,4
npocTaBneHne OTMETKN B PEMMCTPALMOHHON KapToTeke

4 |npoctaBneHve wWTeMnenss CTPYKTYPHOro noapasgeneHus  Ha| oauvH OOKYMEHT 0,26
OOKYMEeHTe
Mopbop OOKYMEHTOB 41151 pacCTaHOBKU B hOHAE:!

5 |nogbopka [OOKYMEHTOB MO  KnacCUMUKaLUMOHHBLIM  MHAEeKcaMm,| OOUH AOKYMEHT 0,52
aBTOPCKOMY 3HaKy

6 |nopbopka OOKYMEHTOB No dhopmaTty, MUHBEHTaApPHBLIM HOMepaMm OAWNH OOKYMEHT 0,36

7 |nogbopka nepuvoguyvecknx usagaHun no andaeBuTy HasBaHMAM,| OOWH AOKYMEHT 0,5
rogam, Homepam

8 |nopbopka cneuBMaOB HOPMATUBHO-TEXHUYECKOW AOKYMEHTALUMM NO| OOUH AOKYMEHT 0,36
Knaccam, nogknaccam, rpynnam, noarpynnam, WHBEHTApPHbIM
HOoMepam
PacctaHoBka 6MbnmnoTeyHoro ooHaa:

9 |paccraHoBKa JOKYMEHTOB Ha cTennaxax B| oOWH OOKYMeHT 0,52
cucrtematmndeckmn-andgaBMTHOM nopsigke

10 |paccraHoBka OOKYMEHTOB Ha cTennaxax B| oavH gokymeHT 1,3
hopmMaTHO-MHBEHTAPHOM NOpsiAKe

11 |paccTaHOBKa nepuvoanYecknx MsgaHuin no andaBuTy HasBaHWW,| OAWH OOKYMEHT 0,52
rogam, Homepam
PacctaHoBka  HOPMAaTMBHO-TEXHWYECKOW  [OKYMeHTauuu no| OAWH OOKYMEHT
Knaccam, MoOAKnaccam, rpynnam, noarpynnaMm, WHBEHTapHbIM
HOoMepam
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KonunuyectBo 4OKyMEHTOB B noabopke:
12 |1-5 0,52
13 16-10 5,2
14 (11 -15 0,88
PacctaHoBka OKYMEHTOB Ha MUKPOHOCUTENSIX B MHBEHTAPHOM M| OAWMH OOKYMEHT
HyMepaLMOHHOM NOpsiaKe:
15 | npoBepka NpaBUITbHOCTM PAcCTAHOBKM AOKYMEHTOB B OTAENbHbIX| OAMH OOKYMEHT 0,5
mMaccuBax hoHaa
16 |nepenBwxeHne (NepeHeceHne) JOKYMEHTOB HA CBOOOAHbIE MecTa | OAMH JOKYMEHT 0,4
17 |ocbopmrieHne NOMOYHbIX pasgenuTenen; HanucaHWe MOMOYHbIX OoAVH 10,0
pasgenutenemn pasgenuTens
[MpumeyaHue: K HopMaM BpeMEHU NPUMEHSIIOTCS NOBbILIaoLLMe KOSHPULNEHTDI:
- Npu nogbope 1 paccTaHOBKE KMHOOTO(POHOOOKYMEHTOB - 1,2;
- Npy nogdope n pacCcTaHOBKE HOT, KapTorpaduyecknx, nsonsganHun - 1,5;
- Npn paboTe ¢ AOKYMEHTaMM Ha MHOCTPaHHbIX si3blkax - 1,15.
4.4.2. Pabota no coxpaHHOCTW boHaa
Tabnuua 68
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mMepeHnst BPEMEHMN,
MWH.
1 2 3 4
MpoBepka 6ubnmnoTeyHoro oHaa:
1 |HanucaHue KOHTPOMbHOrO TarloHa Ha AOKYMEHT, yKadaHue Ha Hem OAVH TarnoH 3,0
WHBEHTapHOro Homepa, wudpa, pamunuu, nHMuManos asTopa,
3arnaBsug, roga, Mecta U3fiaHus, LeHbl, MecTa XpaHeHus
2 | mMapkupoBKa KOHTPOJSIbHbIX TANIOHOB: YCTAHOBKA, IAe yYTEH AaHHbIN OAVH TarnoH 8,0
OOKYMEHT (YYeTHbIV KaTanor, UHBEHTapHas KHura), npoctaBreHue
Ono3HaBaTerbHOro 3Haka
Mopbopka KOHTPOMbHbBIX TANOHOB: OAVH TarnoH
3 |no nHBEeHTapHbIM HOMEpaMm 0,1
4 |no andasuty hammnnunin asTopoB Unu 3arnasui 0,1
5 |no knaccudurkaumMoHHOMY NHAOEKCY 0,1
6 [cBepka KOHTPOSbHbIX TaroOHOB C WMHBEHTApPHOW KHWIOW, OTMeTKa OIVH TarloH 2,0
NMPOBEPKN Ha TarloHe U B KHUre
7 |cBepKka KOHTPOSbHbIX TANOHOB C Y4YeTHbIM WNM  andaBUTHLIM, O[MH TarnoH 3,0
Tonorpacmyeckum Katanoramy, oTMETKa Ha TarnoHe 1 B Katanore
8 |npocmoTp OpMbI  UMHOUBMAyANbLHOrO  y4veTa,  BbisBfieHWEe| OAWH AOKYMEHT 3,0
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OOKYMEHTOB, HE MPOLUEeALLINX NPOBEPKM

9 |cocTaBneHne KapTOYKN Ha JOKYMEHT, HE NpoLleLLnin NPOBEPKN OAWH JOKYMEHT 3,0

10 [nouck OOKYMEHTOB, He NPOLIEeALUUX MNPOBEPKY, MO pasnuyHbIM| OAWH AOKYMEHT 20,0
yyeTHbIM chopMam, KapToTekam, XXypHanam, KHWKHbIM Nofkam

CocTaBneHue cnucka HegocTalowmx B poHae OOKYMEHTOB OAMH CNNCOK

KonuuectBo OOKYMEHTOB B CMNUCKe:

11 |1 0,78
12 12-10 8,3
13 |11-25 19,3

OT6op OOKYMEHTOB ONst U3bATUS U3 choHAaa

lMpocMoTp AOKYMEHTOB Ha NpeaMeT nsbaTUsa U3 poHaa: OOVH JOKYMEHT
14 |HenpounbHbIX 3.1
15 | oybneTHbIx 1,6
16 |ycTapeBLUMX NO coaep>KaHuto 3,1
17 | BETXMX 0,88
18 | manoucnonb3yemblx, HEUCNOMNb3yeMbIX 2,6

MogroToBka OOKYMEHTOB K aKTUpOBaHUIO:

19 |nogbopka 4OKYMEHTOB B NapTum Mo NpuyMHam U3bATUSA, CBepka C| OauH OOKYMeHT 0,36
KHWKHBIM (DOPMYNSPOM

20 |nogbopka KHWXKHbIX (QOPMYNSAPOB Ha [OOKYMEHTbl B nopsiake| oguH dopmynsip 0,42
WHBEHTapHbIX HOMepOB, andasuta, XypHansl - Mo rogam wu
HOoMepam
COCTaBIIEHME CNUCKa K aKTy BbIObITUSA (Nepegayn), nogcdeT ooduien OAWH aKT

CYMMbIl, OpOpMIIEHNE aKTa; MNoralleHne WMHBEHTApHOro Homepa U
LWTemMnenst GubnnoTekn Ha JOKYMeHTe; NoALLIMBKA aKTOB

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 3,0
OOKYMEHTa; 3anonHeHune (cBepka) KHUKHoro popmynspa

25 | nogGopka KOMMMEKTOB, CBs3Ka B Mayku; 0QOpMIeHMe AOKYMEHTOB| OAWH AOKYMEHT 2,6
Ons nepegayu B nepennet

26 lInogrotoBka QOKYMEHTOB K BOCCTAHOBIIEHUMIO: nogbop nokymeHTa,l ogmH AOKymMeHT 10,0
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aHanorMyHoro  nospexaeHHOMy, OdgOpMIieHWe 3akasa  Ha
KonupoBaHue

27 |npvem 3aka3a nocrne KOMMpoBaHUs, MPOBEpPKa KayecTBa KOMWiA;| oavH OOKYMEHT 7,0
NoaroToBka AOKYMEHTa K nepenneTy

28 |npyemM [OOKYMEHTOB W3 nepennieta; cBepka MNOCTYNUBLUMX W3| OAVH OOKYMEHT 7,0
nepenneta [OKYMEHTOB C KHWXHbIM OpMynapom, nposepka
KayecTBa MepenneTa; BOCCTAHOBMEHME 3arfnaBusi; HanucaHue
wrdpa Ha aprbike, KOpeLlke JOKYyMeHTa

MNoalwmBka raseT N TOHKUX XypHanos:

29 |onpegeneHune bopmata, BNOXEHWE KOMMMEKTa XXypHanoB B nanky oJHa narnka 3,0
HY>XHOro dhopmaTa, 3aBs3biBaHNE; BbIHECEHME LINGpa, Ha3BaHUS,
roga usgaHusi, HoMEpPOB XXypHanoB Ha OGOXKY M KOPELLOK nanku

30 |packnagka raseTbl MO Ha3BaHWAM, MpokanbiBaHWE, BrioXeHue B|  ogHa nanka 5,0
KapTOHHY0 0OMOXKy (namky), MpOLWHypoBKa, oOdopMIeHue
obnoxku (HasBaHue, rog, HoMep, MecsL)

Menkuin peMoHT poHaa:

31 |nogknenka [OKyMeHTa, KapMallKOB, SIPSibIKOB, BOCCTaHOBMEHME OfHa narka 2,0-5,0
3arnaBunin 1 UHON PEMOHT

O6ecnbinuBaHne doHaa:

32 |obecnbinuBaHMe ¢oHOa C MOMOLWbI Mbifiecoca; obecneveHue| ogHa meponorska 12,0
paboyero MecTta TEXHUYECKMMU  CpeacTBamMu:  MbINIECOCOM,
paboyMMm  CTONMMKOM,  CTPEMSIHKOM, BeapoM; nposegeHve
obecnbiNMBaHNs, 3aHECeHWe TEXHWYEeCKMX CPeacTB B MecTa
XpaHeHus

33 |pyyHoe obecnbinuBaHue doHaa; obecneveHme pabodero mecrtal ogHa meponorska 9,4
TEXHUYECKMMWN CPEeACTBaMU: CTPEMSHKOW, paboyMm CTOMMKOM,
TENeXKoN, BeapoM, Tpsinkamu; NpoTUpKa, 3aHeCeHne TEXHUYECKMX
CPEACTB B MeCTa XpaHeHUsi

lMpumeyaHue: K HopMam BPEMEHN MPUMEHSIIOTCH NMOBbILLAOLWME KOIPDULMEHTBI:
- NpY py4HOM obBecnbinmBaHMm hoHA4a HOTHLIX, KapTorpadnyeckmx, nsonsganum - 1,2;
- Npn obecnbInMBaHMM ¢ NOMOLLbIO Nbinecoca - 1,3.

4.4.3. N3yyeHne brnbnuoTteyHoro doHaa

Tabnuua 69
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n n3mepeHusi BpeMeHN,
MWH.
1 2 3 4
MoprotoButenbHas paboTa No ulyvyeHnto GubnuoTedHoro donaa:
1 |coctaBneHue nnaHa paboTbl No n3yyeHuto GubnmoteyHoro doHaa OAVH nnaH 10,0
(vacTtu dhoHaa)
2 |nogrotoBka MHCTPYMEHTapusi Mo M3yyeHuto OubnmoTteuHoro| opHa Tabnuvua 10,0
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doHAa; cocTaBneHne Tabnuubl No pasnMyHbIM acnekTam n3yyveHus

3 |nopbopka 6Gubnuorpadumyecknx nocodbur, MHPOPMALMOHHBIX| OgHO nocobue 10,0
CNUCKOB ANsA npoBefeHnss paboTbl No m3yyeHuto GubnuortevHoro
doHaa

4 |npoBefeHue UHCTPYKTaxa ans npoBeAeHust paboT Mo U3yveHuto| OOuH MHCTPYKTaX 10,0

©6mbnmnoTeyHoro oHaa

Bubnnorpaduyeckoe naydeHne 6nbnmoTeyHoro goHaa

OsHakomIieHne ¢ cogep)xaHuem Oubnuorpaduyeckoro nocobus,| ogHo nocobue
MHOPMALIMOHHOTO CNucKa Ansi NpoBeaeHust paboTbl N0 U3YYEHMIO
O61bnmnoTeyHoro ooHaa

KonuyecTtBo Ha3BaHWM B nocodun:

5 |1-25 15,7
6 126-50 34,0
7 |51-100 68,0

CBepka KapTouku Kkatanmora ¢ GuGnuorpaduyeckum onucaHuem| oaHa kapTouka
[OKYMEHTa, YKa3aHHOro B MocoGun; 0OTMETKa O Hanmnium AoKyMeHTa

B choHae:
8 |andaBuTHbIN KaTanor 2,0
9 |cucrtemaTtudeckun katanor 5,0
10 |cocTaBneHue Gubnuorpacdn4eckoro oNMcaHnst Ha OTCYTCTBYHOLWME| OAHa KapTo4ka 2,6

B OMGNMoTeKe AOKYMEHTHI

MpocMOTp HaNOMHEHUsA CUCTEMATUYECKOrO KaTarnora B pasnuyHbIX| ofHa kapTouka
acrnektax (Mo oOTpacnaAM 3HaHWA, BuAaMm, rogam W ApPYrum

aCI'IeKTaM); conocTtaBneHne NOoJTy4eHHbIX OaHHbIX Cc
TEMATUKO-TUMOJTIOTNYECKUM (I'IepCI'IeKTl/IBHbIM) niaHom
KOMMIeKToBaHuAa, yYTOYHeHue, BHeCeHWe KOpPpeKTnB B MiaH
KOMMNNEeKToOBaHUA

Konnyectso KapTo4eK B ALLUUKE!

11 11 -500 43,0
12 1501 - 1000 85,0
13 11001 - 2000 173,0

Cratuctuyeckoe nsyvyeHue 6ubnmnmoTeyHoro gooHaa:

14 |3anonHeHne craTtucTnyeckux Tabnuy (Mo cocTtaBy, AuHamuke uW| opHa Tabnuvua 10,0
CTeneHn ucnonb3oBaHns 6ubnmoTeyHoro oHaa) Ha OCHOBaHWU
Y4ETHOW JOKYMeHTauumn

15 |pacyeT nokasaTenem kHuroobecrneydeHHOCTH, OOpalaemMocTu,|oouH NokasaTenb 4,0
YyMTaeMocTun
16 |cnnowHoM NPOCMOTP OOKYMEHTOB Ha cTennaxax, nogcyeT no| OAWH OOKYMEHT 0,84

KHWXXHBIM (DOPMYnsipaM Mnu NUCTKaM Cpoka BO3BpaTa Konu4yecTea
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KHUroebiga4

17 | MapkmpoBKka Heucnosnb3yemMon 4Yactu (poHOa B 3aBUCMMOCTM OT| OAWMH OOKYMEHT 0,26
MPWYYH, BbI3BaBLUUX HU3KYIO 0BpallaeMocTb

18 |3anonHeHne Tabnuubl MHTEHCUBHOCTU ucnonb3oBaHusa| opgHa Tabnuua 50,0
©61bnmnoTeyHoro ooHaa

CocraBneHve n aHanu3 Tabnuy no u3ydeHuo OubNMoTevHoro
doHaa

CocTaBneHue Tabnuupl:

19 |no cocTtaBy, pa3BUTHIO U UCNONb30BaAHUIO BUBNMOTEYHOrO hoHaa ogHa Tabnuua 63,0

20 |mo cTeneHn ucnonb3oBaHuA POHAA B pas3nuUuHbiXx acnektax (B[ oaHa Tabnuua 68,0
oTpacneBoM, No BUAAM U3OaHUA U MHBbIM acnekTam)

21 |no o6beMy Heucnonb3yemon 1 Manocnpailumaemon yactn ¢oHgal oaHa Tabnuua 63,0
N NPpUYMHAM ee HaKoMeHns

AHanus tTabnuupi:

22 | no cocTaBy, pa3BMTUIO U UCNONBb30BaHNO BMbnunoTeyHoro oHaa ofHa Tabnuua 56,0

23 |mo cTeneHn Mcnonb3oBaHUA POHAA B pas3nuuHbiXx acnektax (B[ oaHa Tabnuua 56,0
oTpacneBoM, No BUAAM U3OaHUA U MHBbIM acnekTam)

24 |no cocTaBy M BENIMYMHE HEUCTONb3yemMon UM MarocnpalimBaemMon| oaHa Tabnuua 60,0
yacTtu dpoHAa 1 NpUUNHaM ee HaKoMseHUs

25 |coctaBneHue nnaHa MeponpuATUA peanusaunm npeasioXeHnin no OAMH NnaH 161,0
pesynbTaTtam udyvyeHus ooHaa

MpumevaHue:

- BpeMs NpoBeaeHNst UHCTPYKTaXka B HOPMY BPEMEHU HE BXOAWT;

- Npu paboTe ¢ JOKYMEHTaMM Ha UHOCTPaHHbIX A3blKax K HOpMaM BPEMEHN MPUMEHSIETCH MOBbILLAIOLLMNA
koapbmumeHT 1,15.

4.5. ObecnyxuBaHve yutaTtenen

4.5.1. PaboTa c ymtaTtenem

Tabnuua 70
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHust BPEMEHMU,
MWH.
1 2 3 4
3anucb untatens B Gubnuorteky:
1 |npocmoTp [OKyMeHTOB uuTatenst (nacnopT, YOOCTOBEPEHWe,| OAMH uMTaTernb 2,0
MOpPYyYUTENbCTBO); MPOBEPKA Hanu4uMs Y4eTHO-PErMCTPaLMOHHON
KapToukn 4uTaTens; Bblgada aHKkeTbl ANd  3anofiHeHuWs
nonb3oBaTeneM ¢ NogpobHbIM MOACHEHMEM MO 3anOSIHEHMWIO NOoMen
2 |3anonHeHne dopmMyndapa uuTatens, YYeTHO-pPerncTpaumMoHHOW| OAMH YuTaTenb 2,0
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BbIMOSIHAEeMble B OM...

KapTOYKMW, Yntatenbckoro buneta

3 |osHakomneHve  uuTaTena C npasunamu nonb3oBaHns| OAWH YuTaTenb 50
BubnuoTtekomn, pacnonoxeHnem oHga, CnpaBoYHbLIM annapaToMm,
3ANEKTPOHHbIMU pecypcamun (ayaAnoKHUramu, yaaneHHsiMm Basamu
OaHHbIX, Anckamu, omnbmorpaduen)

4 |nopgbopka M paccTaHoBka Mo andasuTy ddamunuin uyutatenen| opHa kapToyka 0,26
YYETHO-PErMCTPALMOHHbBIE KapPTOYKM
MNepepernctpauna ymtatenemn:

5 |nouck dopmynspa (perncTpaumMoHHON KapTouku) uuTaTens,| oauH uuMTaTens 12,0
BHECEHWNE U3MEHEHUI B HUX N YATaTENbCKUA OuneT
3anuck (nNepepeructpauums) yitatenen B aBTOMaTU3NPOBAHHOM
pexume:

6 |Habop Ha knaBuaType cBedeHWW O uuTatene: damunus, WMms,| OOUH YuTaTtenb 6,0
OTYECTBO, XapakTepu3yloliue ero npusHakm (obpasoBaHue,
cneumanbHOCTb U MHbIE NPU3HAKK), KO

7 |KOHTPONMb 3a BO3MOXHbIM HanMUUMEM [AdaHHbIX O uuTaTene,| OOuH yMTaTenb 1,0
3anucaBluemcs B 6ubnuoTteky (paHee 3anucaH, nuwieH npasa
Nnonb30BaHNs)

8 |odopmneHve kofga YmTaTens ¢ KOHTPOrbHbIM pa3psaoM U CPOKOM| OAWH YuTaTenb 0,52
Nonb30BaHWUA YMTaTENbCKMM OMMEeTOM Ha OCHOBE  BblgAHHON
MHdopMaunn

9 |BbIBOA Ha NPUHTEP CBEOEHU O 3anuCcaBLUEMCH uYuTaTene B Buae| OOWH uMTaTenb 1,3
6naHka, Bbipe3aHune GriaHka u BKIeka ero B YutaTenbckuin bunet
PaboTta gucnetyepckoin cryxosi:

10 |npyvem u4uTaTenbckoro TpeboBaHWsA; nNpoBepka MpPaBUITbLHOCTU OfHO 2,0
3anonHeHnss  TpeboBaHudA,  yTOYHEeHMe  MecTa  XxpaHeHus| TpeboBaHue
OOKYMEHTOB; OTMeTKa B [OUCMNeTYepCKon CceTke, nepegaya
TpeboBaHWs B KHUTOXpaHeHune
BbinonHeHne TpeboBaHui NoTpebuTenen, Bbigavya JOKYMEHTOB U3
OCHOBHOTO KHUrOXpPaHEHWS:

11 | nonyyeHne TpeboBaHus, perncTpauus, nogbopka nx no wudpam OAHO 3,0

TpeboBaHne

12 |novck gokymeHTa, oTMeTka Ha TpeboBaHMK, KHXKHOM dhopmMyrisipe, ogHo 5,0
ONCNETYEPCKOW CETKE TpeboBaHue

13 |ycTaHOBnEeHVe MecTa HaxOXAeHUs HeHaWAeHHOro OOKyMeHTa Mo 0fHO 7,0
CNpaBOYHbIM KAapTOTEKaM, KaTanoram TpeboBaHue

14 |Bblgavya OOKyMeHTa W3 oTAena KHUroxpaHeHus notpebutento;| oauH OOKYMEHT 2,0
OTMeTKa Ha KHWXHOM chopMyrisipe, TpeboBaHus

15 |nNpuHATME pJoKymMeHTa OT  noTpebutens;; MOMCK  KHWXKHOrO| OAMH OOKYMEHT 3,0
dopmynspa, TpeboBaHus; noraieHne OTMETKM O Bblgauu
Bblgaya KOMMMEKTOB OOKYMEHTOB BO BPEMEHHOE MOfb30BaHue
nogpasgeneHnsam 6nbnuoteku:

KoHncynbtanTtlnioc

HageXxHasa npaBoBas nogaepxka

Ctpanuua 154 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: 18.09.2015

16 |ocbopmrieHne 3as89BKM Ha KOMMNMNEKT JOKYMEHTOB, NepefaBaeMbll B| ofHa 3asBka 5,0
CTPYKTYpHOE nogpasaerneHuve

17 |nogbop [OKYMEHTOB B  KOMMMEKTbl; HanucaHue BTOPOro| oAwvH AOKYMEHT 40,0
aK3emnnsapa KHWKHOro popmynsipa (MHankaTopa)

Bblgaya KOMMMEKTOB [JOKYMEHTOB, OTMeTKka Ha  KHWKHOM| OAWH JOKYMEHT
dopmynsipe (MHaMKaTope) AaThl Bblgayn, AaHHbIX Noapa3neneHus,
nony4yaroLLero KOMNexkT

Konnyectso OOKYMEHTOB B KOMIMJ1EKTE:

18 |25 6,8
19 150 13,5
20 |200 108,0

MonyyeHne  KOMMMEKTOB  [OOKYMEHTOB  OT  CTPYKTYPHbIX| OAMH KOMMMeKT
noapasfeneHnit; MOUCK KHWKHoro dopmynspa (MHaukaTopa),
noralieHne OTMETKM O Bblade, BIIOXKEHNE ero B JOKYMEHT

Konnuyectso OOKYMEHTOB B KOMMJIEKTE:

21 125 6.8
22 |50 13,5
23 |200 108

O6cnyxnBaHue ymtaTenen B YnTanbHOM 3ane:

24 |npoBedeHMe KOHCynbTauun, Oecen € uMTaTensiMM y KaTarioros, ogHa 10,0
KapTOTeK, KH/MXXHbIX MOJI0K; I/IHCbOpMI/IpOBaHI/Ie yutaTenem o HOBbIX KOHCYyIbTauuna
NnocTynneHusax, o paboTe SNeKTPOHHOro kKaTanora, CTaHuum
caMoobcnyxmBaHusl, O paboTe C 3NEKTPOHHbIMU  pecypcamu
yOaneHHblx 6a3 [gaHHbIX, O BO3MOXHOCTAX paboTbl B JIMYHOM
kabuHeTe Ha cainTe OMONMOTEKN, O NOMNb30BaHWUM [OETCKOWN
KOMHaTOMn

Mon6op OOKYMEHTOB B MOACOGHOM (hoHAe uuTanbHOro 3ana,| oavH OOKYMEHT
nepenaya Ha kadeapy Bblgayu:

25 | no TpeboBaHuio YnTaTens 3,0
26 |no ycTHoMy 3anpocy 3,0
27 |no onpefeneHHon Teme 3,5

Mon6op OOKyMEHTOB no Yy4yeGHOM nporpaMmMe Ha OCHOBaHWM| OAMH KOMMMEKT
MakeTa KOMMieKTa JOKYMEHTOB, BbiAaBaeMbIX CTyAeHTam, nogbop
y4eGHMKOB Mo chakynbTeTaMm, Kypcam, rpynnaM; cBepka KHUXKHbIX
hopMynSPOB C HA3BaHWEM KHUT, UHBEHTaPHbIMU HOMepamu

Konnuyectso OOKYMEHTOB B KOMMJIEKTE:

28 |10 4,0
29 |20 8,0
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30 |40 16,0

31 |Bblga4ya [OOKyMeHTa: CBepka BblgaBaemMoro AOKyMeHTa C| OAuH OOKYMEHT 2,0
YynutTaTernbCKUmM TpGﬁOBaHVIeM; nposepka Hann4yuna CTpaHuL;
BHECEHME 3anncu Ha 4YmTaTernbCcKkoM TpeboBaHUWM (KOHTPOSIbHOM
NNCTKE), BNOXEHME B YNTATENBLCKUIA BUNET; paccTaHOBKa, OTMeTKa
KHUroBblaa4n

Bbligava OOKYMEHTOB: CBepKa BblgaBaeMoro AOOKyMeHTa C
YnTaTes1IbCKUM TpeﬁoBaHl/leM; npoBepKa Hann4duna CTpaHunL,;
CKaHMpoBaTb ynTaTenbCckun buner, CKaHMpoBaTb BbloaBaeMble

KHUTW; oTMeTKa KHUroBbIAauu; oTMeTKa CTaTUCTUKK
NnoceLaemMocTu:
32 | NpuHSATUE OOKYMEHTA: CBepKa ero ¢ TpeboBaHMEM (KOHTPOSIbHbIM| OOWH AOKYMEHT 2,0

J'IVICTKOM), npoesepKa COXPaHHOCTN LOOKyMEeHTa, Halnun4yuna CTpaHul,
BHeCceHue OTMeTKM O npneme

33 |nonyyeHne [OoOKyMeHTa, 3akasaHHOro u4uTaTenemM B oTdene| oOuH JAOKYMEHT 0,5
KHUroxpaHeHus

34 |nepegaya [OOKyMeHTa, cOaHHOro uutateneMm, B otaen| oauH JAOKYMEHT 1,0
KHUroxpaHeHus

Ot6op 1 nepegayva 4OKYMEHTOB Ha KOMMPOBaHUE:

35 |oTOop [OKYMEHTOB (OTAENbHbIX CTaTen) Ansg nepegayn Ha| oaWH AOKYMEHT 5,0
MUKPOMUIbMUPOBAHNE U KONMPOBaHNE

36 |nogrotoBka OOKYMEHTOB K KOMWPOBaHWIO, OPOpMNeHwe 3akasa,| OAWH JOKYMEHT 3,0
perncTpaums B y4eTHbIX doopmMax

37 |nonyyeHne MuKpocunbmMa W KONUW, MpPOBepKa NPaBUMbHOCTU OAWH 3aKas 5,0
BbINOMHEHWS 3aKa3a

O6cnyxuBaHue yntaTenei Ha aboHeMeHTe:

38 | nogbop [OKYMEHTOB AN pekoMeHOauumn YmtaTensam OLVH LOKYMEHT 5,0

Bblgaya OOKYMEHTOB uuTaTeEnto, MNOUCK opMmynsipa uutaTens,| oauH AOKYMEHT
yKkasaHue Ccpoka Bo3BpaTa, MNpPOBeEpKa Hanuuua  CTpaHuL;
obcnyxnBaHue

Bblgaya [OOKYMEHTOB: CBepka BbldaBaemMoro [OOKyMeHTa C
ynTaTenbckum TpeboBaHMEM; MNpOBepKa Hanuyus  CTpaHuL;
CKaHMpoBaHue YynTaTenbCKOro 6uneTa; CKaHMpoBaHwve
BblJaBaeMOW KHUIM, pacneyaTka KOHTPOMbHONO fUCTKa C
yKasaHMem cpoka Bo3BpaTa W CNuCKa BblAaHHbLIX KHUM;, OTMETKa
KHUroBblOauu; OTMETKa CTaTUCTMKM NOCELLaeMOCTH:

39 |B3pocnbix 2,7

40 |peten 3,2

41 |npoBegeHne becenbl ¢ uMTaTenem, MHPOPMUPOBAHME O HOBLIX| OAMH YUTaTENb 5,0
NOCTYMNEHUSAX

MonyyeHne JOKyMEHTa OT YMTaTensi; BHECEHNE OTMETKM O nNpueme,| OAMH AOKYMEHT
npoBepka Hanu4usi CTPaHuL, BIIOXEHWE KHWXHOro hopMynspa;
obcnyxnBaHue:
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42 |B3pocnbIxX 1,8
43 | peten 5,0
44 |npogneHue cpoka Nornb3oBaHUA [OOKYMEHTOM; Mouck dopmynsipal ogmH dhopmynsp 3,0
ynTaTend; BHECEHME OTMETKM O MPOASIEHNM CPOKa NOSb30BaHNS
lMpumeyaHue: K HopMam BPEMEHN MPUMEHSIIOTCH MOBbILLAOLIME KOIPDULIMEHTBI:
- Npy 00CNYXXMBaHUN YnTaTenem KMHoPoToPOHOAOKYMEHTaMU - 1,2;
- npu obcnyxuBaHUM YnTaTenen HOTHbIMKU, KapTorpaduyeckumu, nsonsgaHmamm - 1,15;
- npyn obCcnyxXumBaHUM uuTaTenem cneuwanbHbiMA BUOAMU  HAYYHO-TEXHUYECKOW nNUTepatypbl
JoKkymeHTauun - 1,1;
- Npu paboTe ¢ JOKYMEHTaMM HA MHOCTPaHHbIX A3blkax - 1,15.
4.5.2. BHyTpeHHss paboTa
Tabnuua 71
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHust BPEMEHM!,
MWH.
1 2 3 4
[NogroToBka K Bbliaaye:
1 |pacctaHoBka cdopmynspoB uutaTenen (Mo cpokam, Homepam,| oguH chopmynsap 1,0
andgasunTy)
2 |paccTaHoBKa coaHHbLIX JOKYMEHTOB B (hoHAE OTKpPLITOro JocTyna OOVH JOKYMEHT 2,0
3 |paccTtaHoBKa cAaHHbIX AOKYMEHTOB B (DOHAE OCHOBHOIO XpaHeHust | oanH AOKYMEHT 3,0
4 |nogBeneHwe UTOroB paboTbl 3a npowenwnin OeHb, BHECEHME eXxeHEeBHO 15,0
3anucu B HEBHUK
5 |nogbop JOKYMEHTOB MO NpefBapuTEeNlbHbIM 3aKkazaM uuTatenen u| oguH AOKYMEHT 3,0
nnaHam YTeHus
6 |NpocMOTp HOBbLIX NOCTYNNEHWI AN PEKOMEHAAUUN YnTaTeNsam OOVH JOKYMEHT 2,0
7 | NpocMOTP 1 NOMOSHEHME KHWXKHBIX BbICTABOK, SILUMKOB CBOOOAHOrO| OAWH AOKYMEHT 3,0
BblIOOpa KHUI, TEMaTUYECKUX MOMOK U CTeNnaxewn
8 |nogrotoBka paboyero mecta eXefHeBHO 10,0
Pabota c hopmynsipom umtatens:
9 |aHanu3a dopmynapoB uuTaTenen, BbIBNEHWE uuTaTeENbCKUX| oauH hopmynsap 4,3
NHTEpPECOB
10 |cocTaBneHune KapTOYKN NS KapTOTEeKN YMTaTenbCKUX WHTEPecoB;| oAHa KapTouka 0,86
COCTaBreHne cnucka YMtaTenbCknx MHTepecos - 1 3anuco
11 |3anucbs B dpopmynspax (MHbIX AOKyMEHTax) O peaynbTaTax| oaHa 3anuch 3,6
aHanuaa YTeHus 3a onpegenieHHbI nepnog
12 |3anucb B [OHEBHUKE OUBNMOTEKapss O [OuMHAMMKE YTeHus u| opgHa 3anucb 9,2
WHTepecax yuTartens (rpynnbl Yutarenewn)
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Pabota ¢ uMtatensimu, He BO3BPaTUBLLUMW LOKYMEHTbI B CPOK:

13 |npocmoTp n otbop chopmynapoB uuTaTenen, He BO3BpPATUBLUMX| oguH dhopmynsip 1,0
[OKYMEHTbI B CPOK

14 |HanucaHue OTKPbLITOK-HANOMWHAHUI O BO3BpaTe [OOKYMEHTOB;| oauH dhopmynsp 6,0
OTMeTKa AaTbl HANOMUHaHUA Ha hopmynspe

15 |onoBelleHue (no TenedgoHy, 3MEeKTPOHHOW noyTe) uyuTatens, He| oauH dopmynsp 5,0
BO3BpaTUBLLUEro JOKYMEHTbI B CPOK; OTMETKa AaTbl HanNnoMnHaHus B

dopmynspe

KOHTpOﬂb 3a CpoKamMu BO3BpaTa OOKYMEHTOB B
aBTOMaTNU3NPOBaAHHOM pEXUNME!

16 [BbIBOA4 Ha nMpuHTEP MO YCNOBMSIM CMNWcka u4uTaTeneir u| opgHa 3anvch 0,16
abOHEeHTOB-3a10JKHNKOB

17 |cocTaBneHue cnucka 3aa0KHUKOB ojHa 3anucb 0,16

18 |pacnevaTtka Ha NpUHTEpPE HaNMOMMHaHUSA aboOHEeHTaM M uyuTaTensm| opgHa 3anucb 2,2
0 Cpoke Bo3BpaTa (agpec, Ha3BaHuWs B3SATbIX JOKYMEHTOB)

19 |nM3bATME M3 Ba3bl JaHHbLIX CBEAEHUIA O 3aHATOCTU BO3BpALLEHHbIX| ogHa 3anucb 0,4
OOKYMEHTOB

O(*)OpMJ'IeHMe NOonCKa 3ag0JIXHUKOB Yepes cya:

20 |cHaTWMe konuum C dopMynsipa uuTaTens; YTOYHeHue aBTopa,| OOvH AOKYMEHT 2,7
Has3BaHWsl, WHBEHTAPHOTO HOMepa, LUeHy [OKYMeHTa, He
BO3BPALUEHHOr0O B CPOK; MEepeyucrieHVe  TroCrnowWfuHbl  3a
odhopmieHne UCNONHUTENbHbBIX HAANWCEN; Nepeaaya aena B cyg

21 |nonyyeHne wn ocopMneHne [OOKYMEHTOB U3 HOTapuanbHOW| OAWH AOKYMEHT 2,7
KOHTOpbl (NPOCTaBMneHMe HOMepa pacyeTHOro cyeta, HoOMep
NCMNOMHUTENBHOW HaanMcK)

22 |cocTaBrneHve akTa Ha onnaty 4epes3 Cyd YTepsiHHbIX AOKYMEHTOB| OOWH AOKYMEHT 2,7
(MpunoxeHue K akTy - hopMynsap ymtaTens)

I'IpMeM OOKYMEHTOB B3aMeH YTepPAHHbIX:

23 |nouck yuTaTenbckoro ¢opmynsapa; BHECEHWE COOTBETCTBYHOLWEN| OAVMH OOKYMEHT 10,0
3anucu B dopmynap, TeTpadb yvyeTa KHWI, MPUHATBIX B3aMeH
YTEPAHHbIX

24 | NpocMOTp AOKYMEHTa, npeafiaraemoro B3aMeH YyTEPAHHOMO OAWH OOKYMEHT 2,0

PaboTa ¢ oTkasamu:

25 |yyeTr wn «knaccucpukauus  OTKa3oB: OTMETKAa Ha  JUCTke 0o4HO 1,6
ynTaTenbckoro TpeboBaHMa NpUYMHY OTKasa TpeboBaHue

26 |paccTtaHOBKa  uuTaTeNnbCKMX  TpeboBaHui B KapToTeky OfHO 0,32
"HeyO0BNEeTBOPEHHLIN cripoc” TpeboBaHue

27 |aHanu3 OTKas3oB, COCTaBfeHWE CBOAKM OTKa3oB B OTpacieBoM OJVH OTKa3 1,0
paspese (MO npuyMHaMm oOTka3a WM Mepam UuX nuMKBMZAUUN W
npegynpexaeHuns)
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28 |coctaBneHue OGubnMorpauyeckoro onucaHust Ha LOKYMEHTbI, 0ofHO 2,0
nmetoLLne Hanborbllee YMCO OTKA30B, M Nepenada kapToudku B| Gubnuorpaduye
oTAen KOMMMEeKTOBaHMUS CcKoe onncaHue
4.5.3. BHecTaunoHapHoe obcnyxumBaHue
Tabnuua 72
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpEMEHN,
MU/H.
1 2 3 4
OpraHusaumst GUbNNMOTEYHbIX MYHKTOB, NEpPeaBMKHbIX OMbnMoTek:
1 |3akntodeHune goroeBopa mexgy 6ubnvoTekon n opraHusauuven, rae| oawvH LOroBop 270,0
OyOeT oCyLLeCTBNATLCA BHECTALMOHAPHOE OOCMyXXNBaHNE
2 |odopmneHue opmynapa 6GubnMoTeHHOro NyHKTa o4vH dhopmynsp 13,5
3 |odopmneHne nanku ¢ JOKyMeHTamu (OOroBop, OOBEPEHHOCTb Ha OAHa nanka 13,5
nony4eHne KHur, oopMynsapoB 6MGIMOTEYHOrO NyHKTa, OTYETOB)
4 |cocTaBneHue cxembl pa3MelleHuss OuONMOTEYHbIX MYHKTOB Ha oJHa cxema 126,0
TeppuTOopUM ropofa, panoHa
5 |cocTtaBneHne rpaduka obmeHa [OKYMEHTOB, HaxoAswmxcs B| oauH rpaduk 18,0
OUBNMOTEYHbIX NYHKTaxX, MepeaBMKHbIX OMbnuoTekax
6 |coctaBneHue nraHa MeTOoaNYECKON nomoLlm OAVH nnaHa 46,0
61bnnoTekapsM-00LLEeCTBEHHUKAM
7 | odopmneHne obbaABREHNS 0 OHAX 1 Yacax paboTbl BUBnuoTeyHoro ofHO 12,0
nyHKTa, NnepeaBuXHON BUbNMoTekn obbsiBNeHne
Mopbop KOMMNNEKTOB LOKYMEHTOB Ansi GubnuoTeyHoro nyHkra,
nepeaBmKHON BUBNMOTEKM
Mopbopka KomMnnekTa AOKYMEHTOB OAWNH KOMMIEKT
KonnyectBo JOKYMEHTOB B KOMIMIEKTE:!
8 |10 15,0
9 |30 45,0
10 1100 148,5
11 |Bblgavya gokymMeHTa B OMONMOTEYHBIN MYHKT, OTMETKa B KHWKHOM| OAWH AOKYMEHT 2,0
opmynsipe AaTbl Bblgadn, HOMepa nyHKTa
12 |3anucs B bopmynsp OuBGnIMoOTeYHOro nyHKTa pAaTbl Bblgayu| oaHa 3anuch 1,0
OOKYMEHTOB, KONMUYeCTBa BblAaHHbIX WM BO3BPALLEHHbIX B
cTauMoHap JOKYMEHTOB
13 |pacctaHOBKa  KHWXKHbIX  (pOpPMYynApoB B KapToTeky  3a| oawH KHWXKHbIV 0,4
pasgenuTteneMm curnbl 6MBNMOTEYHOro MyHKTa, NEepeaBUKHON dhopmynsp
6ubnmoTtekn, BHyTpY No andasuty ammnuin aBTopos
KoHncynbtanTtlnioc
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14 |npvem OOKYMEHTOB K3 OUBNMOTEYHOro MyHKTa, nepeaBuXHON| OAMH OOKYMEHT 1,6
GubnNMoTeKN: npocTaBneHne OTMETKM O TNPUEME, BIIOXEHUE
dopmynsapa B AOKYMEHT
4.6. O6cnyxmBaHue no mexoubnnotreyHomy aboHemeHTy (MBA)
Tabnuua 73
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpEMEHN,
MWH.
1 2 3 4
O6cnyxnBaHne yntatenen ubnuotekn no MBA:
1 |peructpaumsa ymtatens, nonesytoweroca MBA OOVH YuTaTenNb 1,35
2 |3anonHeHne 6naHka-3akasa, MPOCTaBEHNE PErMCTPALMOHHOIO OAVH 3akas 2,2
Homepa, AaTbl
3 |yTOYHEHMEe yKa3aHHbIX u4YuTaTENEeM CBEAEHWA O 3aKa3aHHOM OJVH 3aKa3 1,6
OOKYMEeHTe, Uenu 3anpoca, WCTOYHMKE, OTKyda  MOJTyYeHbl
cBefeHusd
bubnuorpaduyeckas aopaboTtka 3aKasa; YTOYHEHNE
ombnmorpadmyecknx CBe4EHUN:
4 | no cnpaBOYHbIM U34aHUSM 27,0
5 |npv nomoLun aBTOMaTU3MPOBaHHLIX CPEACTB 0,22
6 |npoBepka HanuumMs 3anpaliMBaemoro AOKyMeHTa B OubnuoTtekax| oawvH 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, YHUBeEpCabHbIN
ueHTp unn B 6ubnuoteky (opraH uHdoOpmMauun) MO JaHHbLIM
CBO[HbIX KaTanoros
8 |3anuch cBegeHuit 0 HanpaBneHun 3akasa no MBA (HanmeHoBaHMe| ofHa 3anucb 1,4
o6mbnunotekn, aata) Ha 06opoTHOM CTOPOHe BnaHka 3akasa
9 |nomelieHne bGnaHka-3akasa B "KapToTeKky 3anpocoB untatesnen no OAHO 0,32
MBA" 3a pasgenutenem "3anpocbl no MBA, HanpaBneHHble B| TpeboBaHue
apyrue bubnunotekn"
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 n3pganuna"
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
KoHncynbtanTtlnioc
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3ane (B cnyxebHom nomelweHun BubnuoTtekn); cBepka
BblaBaeMoro JOKyMeHTa ¢ 6naHKoM-3aka3oM, NpoBepKa HanmMums
CTpaHuL, U COCTOsIHME [JOKYMEHTA, OTMETKa Bblaayu

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 LKad)

14 |n3Bne4veHne OnaHka-3akasa W3 KapTOTEKW, 3anncb CBedeHun ob| OoaMH NUCTOK 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
6ubnuoTteky-oHaoAepKaTeNb 3aka3HoM OaHOEepOorblo; ynakoBka
OaHOeponu, B3BELMBaHME €e, HaKnemBaHue Mapku (ecnu Het
LEeHTpann3oBaHHOW oOnnaTbl MEPEechINikK), HanucaHwe agpeca,
COCTaBIIEHME Onncu

16 |paborta C OoTKasamu; npu nosny4yeHnn oT OAMH OTKa3 1,03
ombnuoTtekn-ongoaepxaTens usBelweHnss o6 oTkase  unu
3afepXXKke BbINOMHEHUA 3anpoca: W3BMEYEeHUEe U3  KapTOTeKu
6GnaHka-3akasa, ykaszaHue NpuyYnHbl U gatbl oTkasa Ha OOOpPOTHOM
CTOPOHe, nepecTaHoBKa M3 pasgena "3anpocel no MBA,
HanpaerneHHble B Apyrue 6ubnuotekun” B pasgen "OTkasbl no MBA"

17 |coobLieHre B oTAen oOCnyxuBaHWs O MNonyyYeHuW OTkasa (gaTa, OAMH OTKa3 1,35
npuynHa)

O6cnyxneaHue aboHeHToB N0 MBA

Npuem 3aka3os:

18 |npu oTcyTCcTBUM HOMEpa aboHeHTa Ha GraHke-3akase npoBepka Mo|  OAWH oTkas 1,0
KapToTeke aboHeHTOB, aboHMpYyeTCs N AaHHas opraHn3aums

19 |opraHmsaumss  aboHMpyeTcs:  NpOCTaBneHWe  Homepa  Ha OAVH OTKa3 3,6
OGnaHke-3aka3se, CBepka aapeca, Ha3aBaHUs opraHu3auumn, hamunmm
oTBeTcTBeHHOro no MBA, BHECEHME M3MEHEHUI B KAPTOYKM

20 |nepBu4yHOE obpalleHne aboHeHTa B TEKYLLEM rogy: NpoCTaBfieHne OAVH OTKa3 3,6
B KapTouke rog obpalleHus, naty

21 |odopmneHue aboHeHTa (opraHnsauus paHee He aboHupoBanack): oawH aBoHeHT 5,0
npucsoeHne  aboHeHTy  HOMepa,  3anofiHEHME  KapTOuku
peructpaumm aboHeHTa MBA wun pasgenutensa (cdopmynsap),
yKkasaHue MOfHOro0 HauMeHOBaHWs OubnuoTekn, NOYTOBOrO
agpeca, TenedoHa, hamunun, nmMeHun, oT4yecTBa OTBETCTBEHHOIO
nuua, AaTbl OTKPbITMS U HOMepa aboHeHTa

22 | paccTtaHoBKa permcTpauuoHHbIX KapTovek B KapTOTeKyY OfHa KapTouyka 0,32

23 |ocdopmneHve un3BelweHns ans  aboHeHTa  (CTaHgapTHOe| ogHO M3BelleHue 1,6
n3BelleHne 06 OTKPbITUM aBoHEMeHTa); 3anpoc HeaoCTalLmnx
CBeEeHMI ANs KapTOTEKM TUMOBbLIM NMUCbMOM

24 |npoBepka npaBuIbHOCTU 3anonHeHus GnaHka-3akasa, OfVH 3,8
3a[0MKeHHOCT aboHEHTa, NpoCTaBrneHne Ha obopoTe 1-i 4YacTu| 6GnaHk-3aka3s
GnaHka-3aka3a (CTp. 2) cBoero LTemnens v [atbl Mony4YeHus
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3akasa B pybpuke "CnyxebHble oTmeTkn 6ubnuotekaps" npu
BbINOSTHEHUN N NepeHanpaBfieHun 3akasa B CTpoke "panoH, ropoa"

25 |nepegaya Ha yyacTok paboTbl C OTKasamu HenpasuNbHO|  oAuH GnaHk 0,43
0ohopMMneHHbIX 3aKa3oB 1 3aKka3oB abOHEHTOB-3a40MKHUKOB

26 |wwncpoBka 3aka3oB aboHeHTOB; noabopka OnaHkoB-3aka3oB Mo|  oavH BnaHk 2,7
andasuTy, NpoBepKa HaNU4na AoKyMeHTa no katanory

27 |nogrotoBka [OOKYMeHTa K Bblgaye: CcBepka [OKymMeHTa c¢| oOuH OOKYMEeHT 1,4
GnaHKoM-3akasoM, MNpOBepKa HanuMuMs CTpaHuL, U COCTOSIHUSA
[OKYMeHTa, NpocTaBneHne Ha GnaHke-3akase Lngpa O0KYMeHTa,
yKasaHne UHBEHTApHOro HoMepa, KonuMyecTBa [OKYMEHTOB, AaTbl
BblJauyu; NpocTaBrneHne LTemnens GubnuoTekn c HasBaHWeM U
MOYTOBLIM adpecoM, ykasaHue cpoka Bo3BpaTta, MpocTaBreHue
Homepa GaHaepony BHU3Y

28 |nocTaHOBKa 3aKa3a Ha ouvepeflb (B cny4yae 3aHATOCTVM W3daHus),|  oauH 3akas 1,6
oTnpaBska usBeLLeHnst abOHEHTY

29 |nepefaya u3gaHWs Ha konupoBaHuwe (Mpu 3akase Ha dparMeHT OAIVH 3aKas3 2,7
N3fgaHusa: cTaTbhs U3 XypHana, cbopHuMka)

30 |oTnpaBka [oOKyMeHTOB 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
OOKYMEHTOB (BbICIaHHbIE) B KapTOTEKy obcnyxunsaHnss aboHEeHTOB
B pasgen "BblgaHHble no MBA nagaHms"

32 |6ubnmorpacdmyeckas  gopaboTka  HEBbIMOJTHEHHbIX  3aKa30B;| OAWH AOKYMEHT 3,2
yTO4YHEHne OBubnuorpadmyeckmx cBedeHUn N0  CNPaBOYHbIM
n3gaHnsam

33 | BbIIBNEHWE HanNn4ns 3anpaluvMBaemMoro JoOKymMmeHTa B bubnuortekax| oguH AOKyMEHT 10,2

ropoaa, pervioHa

34 | odbopmnieHne 3akasa kK nepeHanpaBfeHnio B apyrme ombnuorteku; OAMH 3aKas 2,7
ykasaHme Ha OOOpOTHOM  CTOPOHE  MPWUYUHbI n pgarbl
nepeHanpaslieHnda, OTMeTKM O nNpoBepKke Mo cnpaBOYHbIM
n3gaHusimM, curnbel GubnuoTtek-coHOoaepaTenen no CBOLHOMY
KaTanory

35 |oTnpaBka aboHEHTY M3BELLEHUS O MepeHanpaBfeHun 3anpoca C|oaHOo usBeLleHue 1,6
ykasaHmem 6ubnmnoTteku, B KOTOPY OH HanpaBneH

36 |pernctpaumnsa oTkasa B Yy4eTHbIX dopmax; 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, pacnevatka 6aHOeponu, NpoBepka COCTOAHUS [OOKYMEHTa,
n3BrevyeHne OnaHka-zakasa M3 KapTOTekn  OBCnyXMBaHWSA
aboHEHTOB, yKasaHWe Ha HeM [faTbl BO3BpaTa [AOKYMEHTa,
nepectaHoBka OnaHka-3akasa B pas3gen  "BosBpalyeHHas
nutepatypa"”

38 KOHTPOJIb 3a CpOKaMh noJfib3oBaHUA [OOKYMEHTOB, BbidBlieHe| OOWH OJOKYMEHT 1,6
AOOJIXHUKOB, HanpaBJieHne HanoMuHaHWn
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BobinonHeHue pabot B AC:
39 | dhopmupoBaHme 6a3bl AaHHLIX 00 abOHEeHTax No COOTBETCTBYHOLWEN| OAMH aBOHEHT 54
dopme, BBOA MHDOPMALMKN O HOBOM abOHEHTE
40 |nouck B 6a3e gaHHbLIX cBeAeHM 06 aboHMpOBaHUM opraHu3auuu;| OoAWH abOHEeHT 3,6
BHECEHWE U3MEHEHUN
41 |BBOA MHOPMAaLMM O NPUEME 3aKa30B OT aOOHEHTOB OAWH aboHEeHT 0,27
42 |BBOO WHGOPMaUMM O nepeHanpaBneHun 3akasa, BblBO4 Ha| OAWH aboHeHT 1,6
NPUHTEP U3BELLEHUS O NepeHanpaBneHnun 3akasa
43 |BBOA Oa@HHbIX O MOCTAHOBKE 3aka3a Ha odepenpb; cooblieHve| oaunH aboHeHT 1,6
aboHeHTy
44 |peructpauus BbldaHHbIX abOHEHTY [OOKYMEHTOB, MNpoOCTaBfieHne| OOvH OOKYMEHT 2,7
Cpoka BO3Bparta
45 |ypaneHuwe n3 maccua JaHHbIX O BO3BpaLleHHOM JOKYMEHTe OOVH JOKYMEHT 0,16
46 |KOHTpONb 3a CpokamMu BO3BpaTa AOKyMeHTa: nouck M oTbop| oauH aboHeHT 2,7
OaHHbIX B MamsATM MalWHbl O 33a[0JDKHWKAX, BbIBOA HYXXHON
MHOpMaLUMM Ha MPUHTEP, pacneyaTka CrNUCKOB C YKa3aHUEM
agpeca aboHeHTa
4.7. MaccoBas paboTta
Tabnuua 74
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHusi BPEMEHM!,
MWH.
1 2 3 4
MoaroToBKka MaccoBbIX MEPOMNPUSATUR
OnpegeneHne TeMbl, cocTaBa ayguTopuKu, OTBETCTBEHHOIO 3a 0OfHO
MeponpusiTue B LIENOM, COCTaBfieHWEe MfaHa noarotoBku| meponpustmie
MeponpusTMS,, BOMPOCOB Ans  ODOCyXAeHus,  npurnawleHue
KOHCYIbTaHTOB, IIEKTOpPOB, nogbopka [OOKYMEHTOB MO Teme
MEepOMNpPUSATUS; OpraHn3auus BbICTABKM nuTepaTypbl, anbbomoB;
OMoBELLIEHNEe 4YuTaTenenn O  MEeponpusaTUM  4Yepes  adpmn,
nybnukauum B nedatw, MO pagvo, TENeBWAEHU, 4Yepes
3MIEKTPOHHYIO PACCHIfIKY; BbISIBIEHWE BbICTYMAKOLWMX; Neyatb WU
pacnpocTpaHeHue npurnacuTenbHblx OUNeToB, W3roTOBMEHUE
PEKBU3NTOB,  KyKOS,  [eKopauuh,  KOCTIOMOB;  MOAroTOBKa
rnomeLlleHns; NpoBedeHMe COBELLaHWA MO UTOraM MNOArOTOBKU WU
npoBeaeHust MepOonpuUsTUN, odopmMreHne npoToKkona,
coctaBneHue 1 onybnukoBaHuMe  WTOrOB NpOBEAEHHbIX
MEpPONPUATUNA:
1 |untatennbckas KoHdepeHuus 4900,0
2 | nuTepaTypHO-XyAOXECTBEHHbIN BeYep, Beyep OTPacrneBOn KHUMW, 3340,0
anenyT
3 |Beyep BOMPOCOB 1 OTBETOB, YCTHbIN XXypHan 2600,0
KoHncynbtanTtlnioc
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4 |kny6 no uHTepecam 2600,0
5 |peTckun yTpeHHuK 3900,0
6 |BUKTOpMHA, KOHKYpPC, Urpa-nyTeLlecTsne 3900,0
7 |BbICTaBKM AETCKOro TBOpYECTBa 2280,0
8 |nutepaTypHO-nosHaBaTenbHoOro 3aHaAT™MA o 30  yenoBek 1800,0
(rpynnoBoro)
9 |ypoka TBOpYecTBa (MacTep-kracca) 960,0
10 |komaHgHou urpbl-kBecTta (cBbie 30 YenoBek) 4800,0
11 |kBecTa gnsa ogHow rpynnbl o 30 yenoBek 2400,0
OpraHu3aums KHUXKHbIX BbICTABOK
CocTtaBneHve nnaHa opraHvM3auMum W NPOBEAEHWs1  BbICTaBKM;
BbISIBNIEHNE U OTOOP JOKYMEHTOB; MOArOTOBKA COMPOBOAMTENLHON
[OKYMEHTaLMK K BbICTaBKe; CO3aHNe XYOOXECTBEHHOrO MpPOEKTa;
MOHTaX BbICTaBKW; oOpraHusaumsi MHEGOPMaLMOHHO-PEKIIaMHON
paboTbl No
nonynsipusaunm BbICTaBKW; NoaBeAEeHNE UTOroB paboThbl
TemaTnyeckme BbICTaBKM  00LLEOMONMOTEYHOIO Macwitaba,| ogHa BbiCTaBKa
opraHusyemble Ha ooHaax oubnmnorteku:
KonuuyectBo 3KCNOHATOB:
12 11-50 560,0
13 [51-100 1120,0
14 (101 - 200 2240,0
BbicTaBkM Mo onpedeneHHoOW oTpacnyM 3HaHUM unu  Teme,
opraHusyemble
Ha ¢oHae 6ubnuotekn OfHa BbICTaBKa
KonunyecTtBo 3KCNoHaToB:
15 [1-50 310,0
16 [51-100 940,0
17 (101 - 200 1920,0
Ha ¢doHge otaena oJHa BbiCTaBKa
KonunyecTtBo 9KCNOHaTOB:
18 [1-25 180,0
19 (26 - 50 360,0
20 |51 -100 720,0
BbicTaBKkM, MOCBSILLEHHbIE XWM3HU M OeATenbHOCTM Bbigatowmxcsl ogHa BbicTaBka
KoHncynbtanTtlnioc
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nogen ("nepcoHanun")

KonnyecTtBo 3KCNOHATOB:

21 [1-10 47,0

22 |11-25 110,0

23 126 -50 210,0
BbicTaBkM Ha nornkax crennaxem ofHa BbICTaBka

KonnyecTtBo 3KCnoHaToOB:

24 [1-5 25,0
25 |6-10 44,0
BbicTaBKM HOBbIX NOCTYMNEHWUIA O[Ha BbICTaBKa

KonnyecTtBo 3KCNOHATOB:

26 [1-25 40,0
27 |26 - 50 72,0
28 [51-100 160,0

PaspaboTka 1 anpobauusi nporpamMm 3aHATUIA U TPeHUHIoB (BblGop| oaHO 3aHsATME
TeMbl, noabop NUTepaTypbl, COCTaBMEHNE NMaHa 3aHAaTUIA, noadop
MaTepuana, aHanus NpoBeAeHHbIX 3aHATUIA, gopaboTka):

29 | maccoBoe 3aHsiTME 3000,0
30 |rpynnoBoe 3aHsaTME 1500,0
31 |nHguBuayansHoe 120,0

MNpoBeneHne 3aHATMS (MOArOTOBKA, peneTuuusi, nposefeHue,| ofHo 3aHsATUE
ybopka nomeLleHuns):

32 | maccoBoe 3aHATUE 300,0
33 | rpynnoBoe 3aHsATME 210,0
34 |vHauBmnayansHoe 90,0
Urpbl-KBECTbI (nuTepatypHble, NpodOpMEHTALMOHHbIE, oaHa
TeMaTu4eckme) urpa-kBecta
35 |nogroTtoBka wurpbl-kBecTa: BbIGOp Tembl, nogdop nuTepaTypbl, 300,0

HanvMcaHue cueHapusi, U3roTOBMEHUE KOCTIOMOB W [ieKkopauui,
nonbop npegMETHOro psida, CoOCTaBlieHUe TonoXeHus 06
Urpe-KBeCTa; pacchifika NpurmalleHunii u cnucka nutepaTypbl, coop
3a8BOK; 3aKymnka npusoB; oopMIiIeHne 1 nevaTb CepTUUKATOB |
rpamoT, NyTeBbIX IUCTOB; OChOPMIIEHME BbICTAaBOK OETCKMX paboT,
paboTa >topu KOHKypca B paMkax KBecTa, peneTuumm

36 |npoBedeHne: NOAroToBKa MNOMELLEHUA CTaHUMA, npoBefeHue 480,0
Urpbi-kBecTa, yoopka nomeLleHms

KoHncynbtanTtlnioc
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Peknama 6ubnunoteku; pabota no npuBnevYeHno YutaTenem:

37 |nogrotoBka peknamHoro coobuieHuss B neyatb, NO paguo, ogHa 420,0
TEeneBnaeHuto o] paboTte onbnmnoTeku, ocobeHHocTax| nybnukaums,

OYHKLMOHMPOBaAHUSA PasnuyHbIX MoApasaeneHnin, HomeHknatype|ogHo coobLieHune
ycnyr, npegocTaBrnsieMbix OMbnmoTekom

38 |nogroTtoBka nnakarta o AeaATenbHOCTU ©6ubnunotekn (BbiGop Tembl,| oauH Nnakat 210,0
onpeaeneHune cogepxaHusa n opmbl, caaya B nevatsb)

39 |opraHmsauua 9KCKypcunh; npueMm M oopmreHne  3asaBKU,| ofHa 3KCKypcus 52,0
YTOYHEHMNE TEMbI SKCKYPCUIA N COCTaBa 3KCKYPCaAHTOB

BoisiBneHue noTeHUManbHbIX notpebutene
O1MONMOTEUYHO-UHPOPMALIMOHHLIX YCITyr OMONNoTEKN:

40 |npocmoTp npecchbl OOVH JOKYMEHT 6,8
41 | NpoCMOTP 1 aHanNn3 AOKYMEHTOB KOHKYPUPYHOLLMX dUpm OAVH [OKYMEHT 52,0
42 |BepeHue KapToTekn NoTpebnTenbCKoro pbiHka OfHa KapTouyka 1,3
43 |BcTpeun ¢ pykoBoguTensamMu conupmM, opraHusalmmn, npeanpusaTui OAHO 210,0
MeponpustTue
MpumeyaHwue:

- BPeMsi OpraHusaLuy BbICTaBOK NUTEPaTypbl, MPOBEAEHNE MACCOBbIX MEPOMPUSATUIA U IKCKYPCUIA B HOPMY
BPEMEHMN HE BXOAMUT;

- K HOpMaMm BpeMEHM MPUMEHSIOTCA MOBbILIAOLWIME KOIMPPULNUEHTBI: NPU  OpraHM3auun Bble3OHo
BbICTaBKM - 1,1; NPU 3KCNOHMPOBAHWW Ha BbICTaBKe NUTEpaTypbl HA MHOCTPaHHbIX A3blkax - 1,6.

4.8. CnpaBo4Hasi U MHpopmaumoHHas paboTta

Tabnuua 75
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3MepeHust BpEMEHMU,
MWH.
1 2 3 4
Y4eT NoCTynUBLLMX BTOPUYHbBIX LOKYMEHTOB (KapTO4eK)
CyMMapHbI y4eT kKapToYeK B XXypHarne nocTynneHui u BbibbiTuS B|  oaHa naptus
PErMCTpaLMOHHbIX KapToTeKax
Uncno nocTynmBLLIMX KapToYek:
1 |1-110 19,0
2 |111-220 63,0
3 |221-600 160,0
4 |BbIsiIBNEHNE HEBbINONHEHHbIX 3aKa30B; COCTaBIEHME 3asiBKM Ha OOVH 3akas 4,5
HEBbINOMHEHHbIE 3aKa3bl
OpraHusauusa cnpaBo4vHo-6ubnmorpadumyeckoro annaparta (CBA)
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MpocmoTp M OTOOP OOKYMEHTOB M3 TEKyLUMX MOCTYMNAEeHUA aAns
BkntoveHns B CBA, B ToM uncrne kpaeBegyecknii katanor:
5 |kHura oJHa KHura 3,2
6 |cbopHuk oJHa ctaTbsi 2,7
7 |XypHan OfHa cTaThbA 2,7
8 |raseta OfHa cTaTbs 1,6
9 |6ubnuorpaduyeckoe nocobune OfHa 3anuncb 0,5
10 | neTonucb KHWXHbIX, XXYPHanbHbIX U Fa3eTHbIX cTaTeun ofHa 3anucb 0,83
11 | NPUKHWXKHBIA BUBNMorpadmyecKkMn CNMcok OfiHa 3anunchb 0,5
CocrtaBnenue bubnmorpacdumdeckon 3anncu ofHa 3anucb
KonunuyecTtBo anemeHTOB Gubnmorpadmyeckon 3anncu:
12 |1-4 3,2
13 |15-6 0,5
14 |7-9 6,0
CocTtaBneHne aHHOTauuUW, WU3yYeHUEe [JOKyMEHTa, HanucaHue| ogHa aHHoTauus
TekcTa:
15 |aHHOTUpPOBaHUE KHUT 260,0
16 |aHHOTUpPOBaHWE cTaTemn 156,0
17 |aHanuTuyeckas POCMUCb  XKypHarmbHbIX, ra3eTHbIX CcTaTen,| OAMH OOKYMEHT 3,8
cbopHMKoB, OubNMorpaduYeckmx nocoduini: 03HAKOMMEHNE C
cofepXaHuem us3gaHusl, CocTaBrieHMe aHanmMTU4ecKom pocnmcu
MpocMOTp  NOCTYMMBLUMX  MHAOPMALMOHHBIX (BTOPUYHBIX)
OOKYMEHTOB " oTbop nx ans BKMOYEHNS B
cnpaBoYHO-OMGnnorpaduyeckmii annapar (nepBuYHbIN OTOOP)
MpocMOTP MHPOPMALIMOHHBIX M34aHWI (B TOM 4YMCRe KapTouvku) M| ofHa KapTouka
oTOOp M3 HUX [JOKyMeHToB ansa  BkmodeHns B CBA;
cucTemMaTM3auusa KapTodek Mo Tunam KaTanoroB U KapToTek;
npoBepKa MHAEKCOB, pacCTaHOBKA KapToYek
Yuncno kapToyek:
18 |1-10 18,0
19 [11-100 165,0
20 |101 - 300 490,0
MpocmoTp n otbop kaptoyek B CBA c uenbo m3baTMS unu
nepemeLleHns (BTOPUYHbIN 0TOOP):
21 |n3bsATME U3 KaTanoroB W KapTOTEK KapTOYeK Ha [AOKYMEHTbl,| oAHa KapTouka 1,5
cruvcaHHble 13 doHaa; npocMoTp KpaeBeg4yeckux,
KoHncynbtanTtlnioc
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BbIMOSIHAEeMble B OM...

Bubnuorpaduyeckmx n akrorpadnyecknx KapToTek, M3baTne wus
HMX KapTOYeK Ha [JOKYMEHTbl, noTepsiBlLUME  LIEHHOCTb,
nepeBefeHNE KapTOYEK B APXUBHbIE KAPTOTEKU (YHUUTOXEHME);
BHECEHME OTMETOK B JKypHame y4yeTa W perncrpalmoHHON
KapToTeke
OpraHusauua rnasHon cnpaBoyHon kapToTeku (ITCK):
22 |npocmMoTp K oTO6Op pgokymeHToB Ana  BkmwodeHus B [CK;| oanH gokymeHT 2,7
obopMIIEHME KapPTOUKN
23 |HanuncaHue n paccTaHoBKa pasgenutensi OAVH 1,7
pasgenuTens
Pepaktnpoeanune 'CK:
24 |uckntoyeHre n3 NCK kapTodek Ha OOKYMEHTbl, yCTapeBLUMEe WNuM| ofHa KapTouka 5,0
HenpodurbHbIE, NEpPEBEAEHNE UX B apPXMBHYKO 4acTb (M3bATME);
JeTanuanpoBaHue pasgenbl
25 | HanncaHne HOBbLIX pasaenuTenen OavH 1,4
pasgenvrenb
OpraHusauns kKapToTeKn NepCcoHanuii:
26 |onpegeneHne n coCTaBreHne NepeYHs nuy, CBeAeHMs O KOTOPbIX| OAWH AOKYMEHT 10,0
OTpaxalTcs B KAapTOTEKE; NPOCMOTP MH(OPMALMOHHBIX U3AaHUNA,
NepBUYHbLIX AOKYMEHTOB, OTOOP [OOKYMEHTOB ANsi BKMKYEHUS B
KapToTeky
27 |TexHudeckas U copepxaTternbHass o6paboTka AOKYMEHTOB Anisi| OAWH AOKYMEHT 2,7
BKMIOYEHNSA B KapTOTEKY; pacCTaHOBKa KapTodek no andasuty
dhamunuii aBTOPOB U N0 BUAAM AOKYMEHTOB
28 |HanuncaHue n paccTaHoBKa pasgenurenen O4MH 1,4
pasgenuTens
OpraHusauus daktorpadguyeckon kaptotekn (PK):
29 |onpegeneHne npegmeTa, 0ObekTa M OCHOBHbIX MPU3HaKoB Ans| OOWH AOKYMEHT 2,7
oTpaxeHus B ®PK; npocMoTp JOKYMEHTOB M OTOOP ANs BKAOYEHUS
B @K, 3aHeceHne OTOOpaHHbIX CBedeHUWW Ha  KapThbl
WH(OPMALIMOHHOIO MaccMBa C BHECEHUMEM COOTBETCTBYHOLLMX
OTMETOK B MOUCKOBbIA Maccus paktorpadnuyeckon KapToTeku
30 |pepaktnpoBaHne OK; npoBepka NpaBUMbHOCTU  BHECEHMSI| OAWH AOKYMEHT 1,6
cBedeHUN 1 ykasaHui 06 NCTOYHMKAX MHopMaLmm
31 |HanncaHue n pacctaHoBKa pasgenutenen OOVH 1,4
pasgenurens
OpraHusaumsi TemaTuyeckmx Nanok ra3eTHbIX BbIPE3OK:
32 | npocMOTp raseTHbIX BbIPE3OK U NX CMCTEMATU3aLMS ofiHa Bblpeska 2,5
33 |odopmnieHne BbIPE30OK ONS XpaHEHWs1 B TeMaTudeckux nankax;| ogHa Bbipeska 3,2
KpaTkoe onMcaHue UCTOYHMKA, HaKNenBaHUe Ha KapToYku
34 |cnpaBkm no  TenecoHy O  geATenbHOCTM  OmMbnmMoTeku eXxegHeBHO 90,0
(npegocTaBneHne nomnb3oBatenaMm uWHdopmauunm o  paboTe
KoHncynbtanTtlnioc
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BubnuoTekn,  KPyXKkoB, CTyAMW, NPOBEOEHVS  KOHLEepTOB;
coefvHeHWe C ApYrMMu nogpasgeneHnsiMm bubnuoTteku)

4.8.1. CnpaBo4Ho-6ubnunorpacmyeckoe odcnyxmnsaHne

Tabnuua 76

N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma

n/n n3mepeHusi BpeMeHN,
MWH.

1 2 3 4
Mpuem Gubnmnorpadmyecknx 3anpocos:

1 |npvem Bubnuorpacmnyeckoro sanpoca; yTodHeHne TeMbl, Lenesoro|  oAuH 3anpoc 5,0
N YMTaTENbCKOro HazHa4yeHwusi, NONHOTY MCTOYHUKOB, TUMOB, BUOOB
N XPOHOJOTMYECKMX PAaMOK 3arnpocoB
BbinonHeHue cnpaBok
BbinonHeHne TemMaTM4eCckon cnpaBKu; MOUCK U OTOOP [OKYMEHTOB;| ofHa crpaBka
cocTaBrneHme 6ubnmorpaguyeckoro onMcaHus
IMMCbMEHHO; KONMYECTBO UCTOYHMKOB:

2 1 3,0

3 12-5 15,0

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

5 |1 2,0
BbinonHenue agpecHo-bubnmnorpadmyeckon cnpaBku;

YCTaHOBMEHUE HanMuns UM MecTa HaxoXOeHWs OOKYMEeHTa wunm
ero 4yactu B poHae Gnbnuorteku
IMMCbMEHHO; KONMMYECTBO UCTOYHMKOB:

6 |1 2,0

7 12-5 12,0

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

9 I1 1,5
BbinonHeHne  yToyHsilowen — Gubnuorpadmyeckon  cnpaBku,| ofHa crpaBka
yCTaHaBMMBaoOLLEN n (nnn) YTOYHSIOLLIEN 3IIEMEHTBI
ombnuorpadmnyeckoro onucaHusl, KOTopble OTCYTCTBYHOT UMK
NCKaXkeHbl B 3anpoce YntaTens
IMMCbMEHHO; KONMYECTBO NCTOYHMKOB:
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10 |1 2,7
11 12-5 14,0
12 16-10 27,0

YCTHO; KONUYECTBO UCTOYHMKOB:

13 |1 1,6

BeinonHeHve pakTorpacdumyeckor cnpaeku, ycTaHaBnuBawrolwen| ogHa cnpaska
KOHKPETHbIE CBEAEHUA O TeX WM UHbIX OObekTax, CoObITUSX,
npoueccax, gatax

M1MCbMEHHO; KONMNYECTBO NCTOYHUKOB:

14 |1 2,7
15 12-5 13,5
16 16-10 2,7

YCTHO; KONUYECTBO UCTOYHMKOB:

17 |1 1,6

KoHcynbTauus y cnpaBo4Ho-GUGnunorpadcuyeckoro annapara

18 |lMpoBegeHne 6Gecegbl 06 oOpraHM3auMmM ©  UCMNOMb30BaHUM ogHa 10,0
pa3nNMyHbIX YacTel CMpaBOYHOro annapata, NO  MeToauke| KOHCynbTauus
6mbnuorpadunyeckoro novcka

BeneHune choHaa BbINOMHEHHbIX CNPaBOK:

19 |oT6op cnpaBok anga doHAa, pasnoxeHne No nankam (KOHBepTam);| oOfHa cripaBka 0,5
ochopmrieHne cnpaBku (3anucb B TeTpadb yyeTa)

20 |cocTtaBneHue KapTo4kn O5Ad apxuBa; YyKadaHue nopaakoBoro| oOAHa KapTodka 2,7
HOMepa, TeMbl, AaTbl Bbla4yn; YCTAHOBKa KapTOYKM B KapTOTEKY
apxXuBa BbIMNOJIHEHHbIX CNPaBOK

PaboTbl B pexume AC:

21 |dopmupoBaHme rnaeHou cnpaBoyvHon kaptoTeku (CK); BBOog B| ogHa kapTouka 2,0
0a3y [aHHbIX aHanNUTMYECKOW POCMUCK  Fa3eTHOXYpPHarbHbIX
cTaTeu, COOpPHMKOB

22 | nouck n otbop Gubnuorpadmnyeckor 3anucu no ycroBusam OflHa KapTo4ka 2,7

23 |BbIBOO Ha 3KpaH Oubnmorpadmyeckon 3anmMcu WNM OTAEeNbHbIX| OAHa KapToyka 1,0
CcBefEeHUn; pacnevyaTka

4.8.2. bubnuorpadguyeckoe nHpopMmpoBaHmne

Tabnuua 77
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHunsi BPEMEHMN,
MU/H.
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1 2 3 4

BbisiBrieHMe UWHMOPMaUMOHHLIX MOTPEBHOCTEN  CcneunanucToB
MEeTOAO0M aHKETUPOBaAHUA:

1 |onpegeneHne  KOHTUMHreHTa  MoTpebutenewn UHdopMaLuu; OAVH 34,0
paspaboTka 3asBKM AONs  onpegeneHvs  MHAOpPMaUMOHHbLIX| noTpebutens
notpebHocTEN (3anpocoB); pacchbifika (pacnpoCTpaHWUTb) 3asBKM;
obpaboTka MOMy4YeHHbIX 3asiBOK; coOcTaBneHMe Ha 0Oase
MOMyYeHHbIX [OaHHbIX KapTOTEKUM KOHTMHreHTa notpebutenen
NHdOopMaLMM U NX MHPOPMALMOHHBLIX NOTPebHOCTEN (3anpocoB)

BbisBneHne MHPOPMaLMOHHBIX NOTpeBHOCTEN cneumanucToB Ha
OCHOBE aHanusa nnaHoBO-OTYETHOW AOKYMEHTaumK:

2 |oTbop, usyyeHne, aHann3 oT4ETHbIX AOKYMEHTOB 1 (DOPMUPOBaHME| OOUH OTYETHbIN 24,0
TemMaTUKU CnpaBoOYHO-MHPOPMAaLMOHHOTO 06CNY>XUBaHUSA B Pa3HbIX OOKYMEHT
pexvmax

3 |pacnpegeneHne TemaTudecknx  pybpuk  MHOpPMaUMOHHLIX| opHa pybpuka 2,7
notpebHocTem no  nogpas’ferneHunsM, yyacTBYOLLUM B

CnpaBoYHO-MHGOPMAaLIMOHHOM 0BCMYXUBAHUM

3aknioyeHne ¢ aboHeHTamwm [JoroBopa Ha WHGOpPMaLUMOHHOEe
obcnyxuBaHue:

4 |aHanuM3 [JaHHbIX O  3auHTepPeCcOBaHHOCTU aboHeHTOB B| oavH goroBop 2300,0
NMHOPMALMOHHOM OBCMYXMBaHUM U pexumax usbupaTenbHOro
pacnpocTpaHeHna U pPeTpOCneKTUBHOINO MOWCKa; 3aknwyeHne U
nepecmoTp goroesopa

dopmupoBaHne cetm abOHEHTOB CUCTEMbI M3OMpaTENbHOro
pacnpocTpaHeHuns nHgpopmauun (MPW):

5 |onpenenenne kKOHTUHreHTa aboHeHTOB cuctembl IPU; BbisiBrieHne| opuH aGoHEHT 34,0
TUMOBbLIX N UHOMBUAOYaAlbHbLIX 3anpocoB aﬁoHeHTOB; n3yvyeHue,
Knaccmbvu(aum, MHOEKCMpoBaHMEe 3anpocoB; BBeaAeHne AaHHbIX O
3anpocax B agpecHyto KapToTeky

lNoaroTtoBka curHanbHOro onoeelleHust B cucteme MPU

BbisiBneHve, npocMoTp M oTGOp MaTepuanoB W3  TEKyLUX 0fHO
MOCTYNSIEHWNIA; pacnpedeneHne oTobpaHHbIX MaTtepuanoB 3| onoBelleHue
TEKYLLMX NOCTYNINEHWU No aGoHEeHTaMm

Konnyectso NPOCMOTPEHHbIX JOKYMEHTOB!

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

MoarotoBka NogbOpPOK cUrHanbHbIX onoBeLeHuin B cucteme P

3anonHeHne 6GnaHka-3akasa Ha TUpaKupoBaHWe; perucTpauns 0fOHO
NoCTynnBLUNX KOI'II/IVI, npoBepka MX KayvectBa U IKIEMMNIAPHOCTU, onoselwleHne
3arnosiHeHne conpoBOANTENBHON AOKYMEHTaLIMM

KornnyecTtBo 3anpocos:
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9 [1-2 14,0
10 |13-4 17,0
11 156-7 21,0
12 18-10 25,0

MpocmoTp 1 oTbop AokymMeHTOR Anis BBoda B AC

MpocMoTp mMaccmBa NOCTYNUBLUMX AOKYMEHTOB; OT6OpP AOKYMEHTOB| OavH OOKYMEHT
COOTBETCTBYHOLLEN TEMATUKN U BBedeHue B 6a3y gaHHbIx AC

OT60p NepBUYHbLIX JOKYMEHTOB:

13 [1-50 290,0

OT60p BTOPMYHBLIX JOKYMEHTOB:

14 |1-50 110,0
15 |nogroToBka KapTOYkM Anga pabdounx kaptotek VIPU OHO onucaHue 2,7
16 |nogroToBka TpadapeToB ¢ KapTodkamu IPU ons TupaxnposaHna | oauH TpadapeTt 1,4

KoppekTupoBka BbIXOAHbIX Tabynarpamm:

17 |ocHoBHOM psg oJHa 3annucb 2,7

18 |BcnomoraTenbHbIN yKasaTenb oHa 3anucb 1,6

19 |pepakTypoBaHMe BbIXOAHbLIX TabynarpamMm K odopmiieHve| oaHa 3anucb 4,2
OOKYMEHTOB

20 |HapesaHue, pacnedaTtka Nnogbopok Ha oTAeNbHbIE ONUCaHNUS OLHO OnucaHue 1,6

Koppektuposka cuctembl MIPU no pesynbtatam adHanusa KapT
obpaTHon cBs3M

O6paboTka 1 aHanM3 KkapTbl 0OpaTHOW CBSI3W; BHECEHWE OUEHKM| opaHa kapTa
CUrHafIbHOrO  OrMOBEeLLeHUss B  YYeTHyl KapTy aboHeHTa;
KOPPEKTMPOBKA CUCTEMbI HA OCHOBE aHanm3a KapT oGpaTHOW CBA3M

Konnyectso KapT:

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

Bblgava 4OKYMeEHTOB MO 3anpocy:

25 |BbisiIBNeHMe u oOTOOpP [OOKYMEHTOB (M3gaHwWsl) MO 3anpocy B| OOWH AOKYMEHT 1,4
CNpaBOYHO-UH(OPMaLMOHHOM  doHAe, odopmreHne  Bblgadvy
OOKYMEHTOB B YCTAHOBJIEHHOM nopsAake

'pynnoBoe 6ubnuorpaduydeckoe MHPOPMUPOBAHNE:
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26 | bopmupoBaHue coctasa rpynn aboHeHTOB OOWH aboHeHT 720,0

27 |yTOYHEHWE TEMbI, COrfacoBaHne UCTOYHMKOB WHopMaunn, BuAabl 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 MHDOpPMaLMK; aHanm3 KapTbl 06paTHON CBSA3U

McbMEHHO; KONNYECTBO N3OAHUN:

29 [1-5 12,0

30 [6-10 24,0

YCTHO; KONWMYECTBO U34aHUN:

31 [1-5 12,0

OnepaTrBHOE NHOPMUPOBAHME MO 3amnpocy:

32 |chopmupoBaHme ceT abGOHEHTOB, BbISIBIIEHWE TUMOBbIX U| OAMH aBGOHEHT 4,4
MHOMBMAYarbHbIX 3aNpoCcoB NoTpebutenen

33 |nsyyeHue, knaccudukauma 3anpocoB; BBedeHMe [JaHHbIX O OAuH 3anpoc 6,3
3arnpocax B afpecHylo KapToTeky

HanucaHue 0630poB v cnpasok

BoisiBneHme u  oTGOp WCTOYHWMKOB;, 0OpaboTka WM aHanu3| OAMH aBT. NUCT
OTOOpaHHbIX OOKYMEHTOB; HamnmmucaHue TekcTa ob3opa (cnpaBkiu);
noAroToBKa pykonucu K nevaTtu

CocrtaBneHue ob630pa (cnpaeku) N0 NEPBUYHBIM MCTOYHUKaM:

34 | Ha pycckoMm s3blke 5400,0
35 | Ha MHOCTpaHHOM si3blke 7200,0
36 | cocTtaBneHne o63opa (cnpaBku) NO BTOPUYHLIM UCTOYHMKAM 4100,0

OpFaHI/ISaLI,MH n nposeneHve YCTHbIX 6M6nworpaq)v|qe0|<v|x
O630pOB HOBbIX FIOCTyI'IﬂeHVIIZ

Mogbopka HOBLIX MNOCTYNNAEHUWA MO 3apaHee o0ObsABMAEHHOM| oAuH 0630p
TemaTuke; cuctemaTm3aums UCTOMHWKOB MO Temam, NMPOCMOTPp U
aHanu3 [OOKyYMeHTOB; nopbopka 6Gubnuorpadmyeckux onucaHui,
KpaTkme aHHoTauuu, pedepatbl Ha OTOOpaHHbE WMCTOYHMKU;
noaroToBka pykonucu éubnuorpadmyeckoro o63opa

Konnuyectso NMPOCMOTPEHHbIX N 0T06paHHbIX LOOKYMEHTOB!:

37 |1-10 400,0

38 |11-25 450,0

39 126 -55 500,0
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40 (56 - 140 600,0

MoaroToBka GronneTeHst HOBbIX MOCTYNSIEHUI

YTouHeHVe (onpedeneHne) TemaTuyeckux rpaHuL, —noucka | oaHa GlonneTeHb
oTbopa [OOKYMeHTOB; co3gaHue pybpukaTopa  GronneTeHs;
BbisSIBlIEHNE U OTOOP [AOKYMEHTOB B  MacCMBE  TEKyLUUX
MOCTYMMEHNA WUCTOYHMKOB WH(popmauun; nogdopka aHHOoTauuw,
pedepaThl, cuctematmsaumns nx

KonnyecTBo NPOCMOTPEHHBIX [OKYMEHTOB:

41 [1-37 60,0
42 |38 -60 90,0
43 |61-95 180,0
44 196 - 150 320,0
45 1151 - 380 960,0

OpraHusauus n npoeegeHne meponpuatns "OeHb nigopmaummn'™;

46 |onpeneneHne TeMbl; COCTaBEHME NaHa NPOBEAEHUS; BbisIBIEHNE ogHo 640,0
M JgocTaBka [OOKYMEHTOB M3 COOTBETCTBYHLUMX noAapasgeneHvn| meponpusatve
OMbnnoTekn, nNpocmMoTp M OTOOp [OOKYMEHTOB; MNOATrOTOBKA
BbICTAaBKM  NUTEpaTypbl;  OMOBELLEHME 3aUHTEPECOBAHHbIX
opraHuM3auMi w1 cneumanuctoB;  oopmrnieHne  BbICTaBKY;
HanMcaHne KpaTKUX aHHOoTauuiA; opraHusaums cbopa 3asiBOK Ha
OOKYMEHTBI, nx BblOaya, KOHCynbTauum, OEXYpPCTBO
6mbnmorpadoB; NpoBeAEHME aHaNn3a MeponpuaTus

OpraHusaumsi n nogrotoBka meponpuatus "OeHs Gubnuorpadun,
"[leHb nocobusa":

47 |yTOYHEHMEe  TeMbl;  COCTaBreHue nnaHa; odopmneHne 0o4HO 1940,0
BbICTaBKMU-NPOCMOTPA; noaroToBka 0630pa; nogroToBka| meponpusitue
KOHCynbTauMKW; COCTaBfIEHWE W  HanucaHue  OGbABMNEHUS;
COCTaBfIEHME W HamnuWcaHwe MpUrnacuTenbHbIX NMUCEM, pacchblnka
UX; npurnaweHve 3avHTEPECOBaHHbIX §WL No  paguo, Mo
TenedgoHy, NMM4HO

OpraHusauusa n npoeegeHne meponpusatns "OeHb cneumnanucra”

OnpeneneHne TemMbl C 3avHTEPECOBaHHbIMKM  OpraHuM3auusmu, 0o4HO
dopMbl NpoBeAeHUs (CTaumoHapHas, Bble3fgHas); cocTaBreHne| MeponpusTue
nnaHa  MeponpuaTWiA,  MNporpamMmbl  noucka M oTbopa
NHEOPMALIMOHHBIX MaTepu1aros; noaroToBka OTKPbITbIX
NPOCMOTPOB U TEMATUYEeCKUX BbICTABOK nuTepaTypbl MO
crneumanbHoOCTK, OGubnuorpadpuyeckne o00630pbl, 3aka3 nekuun,
KMHOUIBbMOB; OMOBELLEHNE 3auMHTEepPeCcOBaHHbLIX OpraHu3auui;
odhopMrieHne BbICTaBKW; obecneyeHne BblAayun WU3LaHUA UM KX
KON BO BpEMSI MEPONPUSITUSA UM HEMOCPELCTBEHHO MOCME HErO;
OEMOHCTpaLuus  BbICTaBKW; aHanus pesynbTaTtoB "OHs
cneuywanmcra”

Yuncno ConyTCTBYHOLLMX Meporn pVIFlTVIVIZ

48 [1-2 1940,0
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BbIMOSIHAEeMble B OM...

49

2600,0

50

3500,0

51

4600,0

4.8.3. N'HbopmaumoHHas paboTta

Tabnuua 78

n/n

HanmeHoBaHue npouecca, onepauummn. CoctaB paboTbl

EanHunua
n3mMepeHnd

Hopma
BpeMeHMU,
MUH.

2

4

MoaroToBka NonynsipHbIX GuGnMorpadryeckmx nocooui

Bblibop Tembl nocobus; BbiBIieHME U OTGOp [OKYMEHTOB,
dopmupoBaHme pasaenos Nocobus; aHHOTUPOBaHUE [OKYMEHTOB,;
noaGopka  akTorpaduyeckoro matepuana,  WANOCTpaUuii;
HanucaHue TeKcTa; COCTaBfeHWe BCMOMOraTesibHbIX yKasartenei;
KOHCYMbTaLMW Yy CMeunanucToB Ha pasnuyHbIX aTanax paboTsbl;
obcyXXaeHMe pyKoONWCM Ha 3acefaHnnm  Hay4YHO-MeToAMYECKOro
(pepakuMoHHOro) coBeTa; gopaboTka PyKOMUCKM MO 3aMedaHusiM;
caaya pyKonucu B nevars:

cocTaBneHue nonynspHoro 6ubnuorpaduyeckoro ykasaTens,
nyTeBoanTEnNs, CNpaBoYHMKa

OAWH aBT. NUCT

13500,0

noaroToBka KOMMEHTapWEB,
NONynsipHO-NPOCBETUTENLHOIO  XapakTepa,  He
cneumanbHbIX NCCNeLoBaHNM

npumevaHun
Tpebyrowwmx

OAWH aBT. NUCT

5400,0

noaroToBka KOMMeHTapues,
Hay4YHO-UccneaoBaTesibCKOro Xxapakrepa

npumevaHun

OAWH aBT. NUCT

10800,0

MogrotoBka  PETPOCMEKTUBHbIX
ombnumorpadmnyecknx ykasaTtenen:

Hay4HO BCnomoraTtesibHbIX

BbIOOp TEeMbl; CO34aHMe aBTOPCKOrO KOJIEeKTMBA; paspaboTka
WHCTPYKTUBHO-METOANYECKUX MaTepuarnos; BbisBrieHne n otbop
OOKyMeHTOB; pabota Hag ©Oubnuorpaduyeckon  3anucoblo;
aHHOTUpOBaHuWe; Bubnuorpaduyeckas rpynnmpoBka; CoCTaBreHne
BCMomoraTernbHbIX ykasaTenein; obcy>xaeHne pykonucu ykasaTtens
Ha 3acefaHuM Hay4yHO-METOAMYECKOro (pedakLMOHHOro) COBeTa;
gopaboTka MO 3amevyaHusM; cgada pykonucu B Mevyarb;
cocTaBrieHme Oubnmorpadmnyeckoro ykasaTens Mo akTyarlbHON
TEMaTUKe C XPOHOMOIMYECKMM OXBaTOM OT 2-X OO0 5-Tu neT u
aHHOTauusIMuU, NOSACHAOLLMMMN Ha3BaHwus; cocTaBneHue
6ubnuorpacuyeckoro  ykasatens no KOMMIIEKCHBbIM "
MexoTpacrneBblM  npobnemam o6Wero M perMoHanbHOro
cofepXaHusi C XpoHonormyeckum oxsatom 1 - 2 roga, cC
aHHOTaUMSIMM, NOACHSAOLWUMN Ha3BaHUS:

OOWH aBT. JINCT

9720,0

Ha PYCCKOM A3blKke

OOWH aBT. NUCT

9720,0

c BkmodeHmem o1 30% po 40% obbema

MHOCTpPAHHbIX A3blKax

nybnukauun  Ha

OAWH aBT. NUCT

11000,0
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7 |cocTaBrneHve aHHOTMPOBaHHOro Gubnuorpacdunyeckoro ykasatens| oawH aBT. JIUCT 11000,0
MHOroOTpaceBOro coaepXXaHmst ¢ XpOHONOrM4YeCckuM OXBaToM A0
100 net 1 6onee, TPebyOLLMIA CNMOLIHOMO MPOCMOTPa AOKYMEHTOB,
CNOXHbIX  Bubnuorpaduveckux  pasbiCKaHURn,  y4yeTa BCEeX
nepevsgaHuin nyonukaumm nu Nx XxapakTepucTMku MyTem CrnyeHus
TEKCTOB

lNogroToBKka aHaNUTMYECKOro o630pa

BoisBneHne u otbop OokymeHTOB Ans o63opa; noarotoBka| OauvH aBT. nMUCT
pybpukaTopa npeameTa 063opa; U3y4yeHUe U OLeHKa OOKYMEHTOB;
cucTeMaTmsaums maTtepwuana; cocTaBfieHne TekcTa
aHanuTuyeckoro ob63opa; obCyXOeHWe PyKONMMCKU Ha 3acefaHuu
Hay4YHO-MeTogu4eckoro (pegakuumoHHoOro) coeeTa, popaboTka
o630pa no 3amevyaHusaAM; cgaya B nevathb:

8 |no pyccknm nepBUYHBIM UCTOYHUKAM 9720,0
9 |no cmMelaHHbIM NEPBUYHBIM UCTOYHMKAM 10800,0
10 |nNoO MHOCTpPaHHLIM NEPBUYHBIM UCTOYHMKAM 12400,0

[NogroToBka aHanNMTMYECKOW CNpaBKK:

11 |BbiIiBNieHNe M OTOOP OOKYMEHTOB AN aHanUTMYECKOW CrnpaBku,| OOWH aBT. MUCT 5200,0
N3y4YyeHne, aHanma, OUEHKa U cucTemaTuM3aumsl MX; COCTaBlieHue
TEeKCTa CnpaBku

MoaroToBka pechepaTMBHOrO 0630pa

BoisBneHne n otbop OOKYMEHTOB Ans pedepaTvBHOro o63opa,| OAuvH aBT. MUCT
n3ydyeHne M aHanu3 ux;  pedepupoBaHME  UCTOYHMKOB;
cucTemMaTM3auusa TEKCTOB aHHOTaUWW; COCTaBrieHMe  TekcTa
pedepatmBHoro o63opa; obcyxgeHne ob3opa Ha 3acegaHuu
Hay4YHO-MeTogu4eckoro (pegakuumoHHOro) coseTa; AopaboTka
0630pa no 3amevyaHusaAM; cgaya B nevathb:

12 |no pyccknm nctovHMKam 5200,0
13 | no cMmewaHHbIM NCTOYHMKaM 6480,0
14 | no MHOCTPaHHbIM NCTOYHUKaAM 7300,0

CocTaBrneHue aKcnpecc-uHdopmaLmnm:

15 |BbISIBNeHWe 1 0TOOp MaTepuana no Teme, cucreMaTusauus ero M| OauvH aBT. MUCT 3840,0
noaroToBka Ans neyatu

CocraBneHne  Gubnuorpadudeckon 3anucu, aHHoTauuw,
pedepaTa

CocraBneHne oubnuorpaduyeckon 3anucu: ulydeHve uM aHanuid| opgHa 3anuch
OOKYMeHTa, COCTaBIeHne 3arofioBka onucaHusi, NpoBepka 3anucu,
BHECEHWE ucnpaBneHni

KonunuecTtBo anemeHTOB Bubnmorpadunyeckoro onncaHms:

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 cocTaBnsieTcs pedpepaTt, HanucaHuwe TeKkcTa, BHeceHue
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:
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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'IVICGIZ 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) eXXerogHom 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,
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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 OAHa 3anuncb 4,6

13 | KOHTpONbHOE pefakTUpoBaHue oJHa 3anncb 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
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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 | dopmuposaHme B3 B [10 ¢ mcnonb3oBaHMeM CBOLHOrO Katanora| ofgHa 3anucbh 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)
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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 |odopmneHve KapTOukM Ha OOKYMEHT Ha PYCCKOM HA3blke AN OAHa KapToyka 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
oTcyTCcTBMST  gocTtyna K 6ase  faHHbIX nonb3oBaTenen,
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
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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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HokymeHT npepgoctasneH KoncynbranTllntoc
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5 |npodeccunoHanbHble TPEHUHTU ans noapoCTKOB n| opgHo 3aHaTHe 180,0
CTapLUEeKNacCHNKOB
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