[okymeHT npepoctasneH KoHcynbTaHTI10C

3apeructpuposaHo B MuHiocte Poccnmn 12 maa 2015 . N 37244

MMWHUCTEPCTBO KY/IbTYPbl POCCUCKOMN ®EAEPALIUMU

NPUKA3
ot 30 gekabps 2014 r. N 2477

OB YTBEPXKAEHUN TUNOBbLIX OTPAC/NEBbLIX HOPM
TPYAA HA PABOTbI, BbINMOJTHAEMbIE B BUBJTMOTEKAX

B cootBeTcTBUM € NyHKTOM 2 [paBun paspaboTKM M yTBEPHKAEHMA TUMOBbLIX HOPM TPyAa,
VYTBEPXKAEHHbIX MnocTaHoBneHMem [IpaBuTenbctBa Poccuiickont Pepepaumm ot 11.11.2002 N 804
(CobpaHue 3akoHoaaTenbcTsa Poccuiickoit depepaumm, 2002, N 46, cT. 4583), npuKasbiBalto:

1. YTBepAnTb TUMOBbIE OTPac/ieBble HOPMbl TPyaa Ha paboTbl, BbiNoAHAEMble B BubaMoTeKax,
COrNacHO NPUIONKEHMIO.

2. KOHTpo/sb 33 WMCMOAHEHWEM HACTOALWEro MPWKasa BO3/IOXMTb HA 3amectutena MUHUCTpa
KynbTypbl Poccuitickon ®epepauymm H.A. Manakosa.

MwuHuctp
B.P.MEAVHCKMIA

MpunnoxkeHune

K NpuKasy MUHUCTepPCTBA Ky/bTypbl
Poccuitckoit ®epepaumm

ot 30 aekabps 2014 r. N 2477

TUNOBbLIE OTPAC/IEBbIE HOPMbI
TPYAA HA PABOTbI, BLINONHAEMbBIE B BUBJIMOTEKAX

|. BBOgHaA YacTb

TunoBble oTpac/ieBble HOPMbI TPyZa Ha pPaboTbl, BbiNOJHAEMble B 6MbBAMOTEKAX, pa3paboTaHbl B
COOTBETCTBUM C NMYHKTOM 2 MpaBua pa3paboTKu U YTBEPKAEHWUA TUMOBbIX HOPM TPYAA, YTBEPKAEHHbIX
noctaHosneHnem [pasuTtensctBa Poccuiickolr depepaumm ot 11.11.2002 N 804 (CobpaHue
3akoHogaTenbcTBa Poccuiickoni ®epepaummn, 2002, N 46, cT1. 4583), B Uenax peanusauuu nNyHKTa 4
pasgena V MnaHa meponpuatuii ("oopoxkHoit KapTtbl") "MameHeHMA B oTpacnax coumanbHoin cdepsl,
Hanpas/ieHHble Ha noBblweHue 3$PeKTUBHOCTU chepbl KyabTypbl", YyTBEPKAEHHOIO PacnopsarKeHUem
MpaBuTenbctBa Poccuiickoit depepaumm ot 28.12.2012 N 2606-p (CobpaHue 3aKoHOZATENbCTBA
Poccuitckoit ®eaepauymm, 2013, N 2, ct. 137; 2014, N 19, cT. 2470), n npegHasHayeHbl 413 GOpMMPOBaHUA
060CHOBAHHbIX ONTUMaJIbHbIX MOKa3aTeneil TPYyAOEeMKOCTU BbINOAHEHUA PaboT B rocyAapcTBEHHbIX
(MyHMLUMNAnbHLIX) 6UBAMOTEKax, onpeaeneHus WTAaTHOW  YMCNEHHOCTM pPaboTHMKOB, BbI4AYU
HOPMMPOBAHHbIX 33aHNN U COOTHOLLEHWUIA MEXAY NJIAHOBbIMU U AOTOBOPHbLIMKU paboTamu.

Il. HopmaTtumsHaa yacTb
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1. Tunosble oTpacieBble HOPMbI TpyAa Ha paboTbl,
BbINOJIHAEMbIE B FOCYAaPCTBEHHbIX (MyHUUMNANbHBIX) 6UbAMOTEKAX
(6€e3 ncnonb3oBaHMA aBTOMATU3MPOBAHHbIX CUCTEM
ynpasaeHua npoueccamm)

1.1. KomnnektoBaHue 6bubanoteyHoro poHaa

Tabnmua 1



N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EamHmua Hopma
n/n n3mepeHua BPEMEHM,
MUH.
1 2 3 4
TekylLee KomnaekToBaHue 6ubnmoTeyHoro poHaa
MpocMOTpP KHUroM3AaTeNbCKON N KHUTOTOProBOn MHGOpMaLLUK:
1 | NpocMoTp KHMroM3AaTeNbCKON M KHUTOTOProBon HbopMaLum ofiHa no3unums 2,0
2 | npocmoTp MHPopMaLUMK BYKMHUCTUYECKUX AYKLMOHOB ofiHa no3unumA 2,0
OnpegeneHve Tembl U BUAA AOKYMEHTa, noasexalwero otéopy,| oAHa nosuuumsa
BbIACHEHWE HeobxoamMmocTn npuobpeTeHna ana:
3 | AOKYMEHTOB, KHUI, MaTepuanos 5,2
4 | cTaporneyaTHbIX U PYKOMUCHbIX JOKYMEHTOB 10,0
OnpepeneHne 3K3eMNNAPHOCTM 3aKasa: OofHa no3unyms
5 |Aana nogpasaeneHuni 0,89
6 |ana 6ubamMoTeKkn B LeIoM 1,6
OdopmneHne 3aKasa; yKasaHMe 3IK3EMMNAAPHOCTM, CTOMMOCTU OJMH 3aKas
3aKasa, gathbl
Konunyectso 3aKa3aHHbIX Ha3BaHWM:
7 (1-15 40,0
8 |16-25 65,0
9 |26-75 196,0




10 |76-100 261,0

11 | odopmneHme 3aKkasa Ha 3apybeXkHble JOKYMEHTbI OAMNH JOKYMEHT 82,0

12 |noagroTtoBKa CnuncKa LOKYMEHTOB, npegnaraembix K| OA4HO Ha3BaHue 26,0
MeXKAyHapoaAHOMY KHUrooBbMeHy; CBEpPKa CMMUCKa C KaTanorom

13 |cocTaBneHMe KapTOYKM ONA KapTOTEKM OpraHu3auMm-napTHEPOB;| OAHA KapTouyka 6,0
yKasaHMe  HasBaHWA  OpraHM3auui, agpeca, Ha3BaHUA
0bMeHnBaeMbIX JOKYMEHTOB
PaboTa B aBTOMaTM3MpoBaHHoM cucteme (AC):

14 | BBOA 3aKa3a TEKYLLEro KOMMNEKTOBaHMA B 6a3y aaHHbIx AC O4HO Ha3BaHue 4,6

15 | pepakTMpoBaHWe BBEAEHHbIX B 6a3y AaHHbIX CBEAEHMI O 3aKase OAHO Ha3BaHMue 2,5

16 [BbIBOA HA MNPUHTEP JOaHHbIX TEKYLWEro KOMMIEKTOBAHUA; | OANH AOKYMEHT 1,6
pacnevaTtka

17 |BepeHue peectpa noctaswmkos B AC OA4Ha no3nuua 8,3
BeseHune KapTOTEKM TEKYLLETO KOMMNAEKTOBAHUA:

18 |cocTaBneHMe KapTOYKM, YKa3aHWe aBTOpa, 3ar1aBuA, BbIXOAHbIX | OZHA KapTO4vKa 4,5
OAHHbIX, PETMCTPALLMOHHOIO HOMepa

19 |nepeHeceHMe CcBeAEHWIN O 3aKa3e HA KaAPTOYKM; YKa3aHWe| oAHa KapTouyka 1,0
3K3eMMNAAPHOCTM 3aKasa, pacnpegeneHne Mo CTPYKTYPHbIM
noapasgeneHmam

20 |noabop KapToyku no andasBuTy A0S PACCTAHOBKU B KapTOTEKy | OAHA KapTOuYKa 0,4
TEKYLLEro KOMNAeKToBaHUA

21 |paccTaHOBKa KapTo4yku B andasuTe daMuanii aBTopoB, 3arnaBuin B| OZHa KapTouKa 1,0

KapTOTEKRY TEKYLLEro KOMNJIEKTOBAHUA




Od)OpMﬂEHMe noAannCKn Ha nepunognydyeckne n3gaHumAa:

22 | BblbOp Ha3BaHWA NEPMUOAMYECKMX U3AAHUIN ANA NOANNCKN OJHO Ha3BaHwue 2,7
23 |cbop 3anaBOK OT moapasaeneHuin 6ubanoTekn ana NOANUCKM Ha| OJHa 3asaBKa 1,5
nepuoamyeckue nsgaHuma
24 |cBepKa pacneyaTky CNUCKOB YC/IOBHO 3aKa3aHHbIX MePUOANYECKUX | O4HO Ha3BaHWe 1,7
M34aHMMA C KaApTOTEKON 3aKa3oB, BHECEHWE MW3MEHEeHWN B
pacrneyvyaTkun CNMCKoB
25 |cBepKa 3aKasa TeKylWero roga Ha nepuoauyeckne M3gaHuA C| OLHO Ha3BaHWe 2,4
NoAMMCKON npeablaylwero roga ANAa BbIABNEHUMA W3MEHEHUM B
Ha3BaHWAX; BHECEHUE N3MEHEHWUI AaHHbIX
26 |cBepKa BbIXOAHbIX AAHHbIX BNEPBble 3aKa3blBaeMbIX 3apybeXKHbIX | 04HO Ha3BaHWe 13,5
nepnoamyecknx nspaHui o 6ubnnorpapuueckumm
CNPaBOYHUKAMM U APYTMMU MHPOPMALMOHHBIMU UCTOYHUKAMM
27 |odopmneHune 3aKkasa Ha NOAMNMUCKY; NOACYHET CTOMMOCTU MOAMUCKM O[MH 3aKas 8,4
C Y4eTOM [OCTaBKM; 3anosIHEHWME KBWUTAHLUMWM abOHeMeHTa Ha
nepuoamyeckoe n3gaHume
28 |cocTaBneHWe pPerncTpaLMoHHON  KAapTOUYKM  ANA  KapTOTEKM | OAHA KApTO4Ka 4,5
nepuoanYecKnUx U3aaHui
PaboTa B aBTOMaTM3MpoBaHHOM pexkunme (AC):
29 |BBOA 3aKasa Ha nepuoguyeckue nsgaHma B 6asy AaHHbIX OfHa KapTOo4Ka 3,5
30 |BbIBOA HA 3KPaH PErNCTPALMOHHOM KapTOYKM, pacneyaTka OfiHa KapTO4Ka 1,8
31 |KOppeKTMpPOBKA 3aKasa: BbIBOA, HA 9KPaAH CMMCKa Nepuoamnyeckux | o4HO Ha3BaHWe 1,8

M3AaHWNIA; BHECEHUE N3MEHEHUN

MoAroToBKa AOKYMEHTaLMKN A8 3aKYMNKU U34aHWIA:




32 |ayKUMOHHAA AOKYyMeHTaumA O4NH KOMNJIEKT 480,0
33 | AOKyMeHTauma oNa KOTUPOBOK OZIUH KOMMAEKT 400,0
34 | poroBop/KOHTPAKT OZIUH KOMMAEKT 240,0
35 | cocTaBneHme TeEXHUYECKOro 3a4aHuMAa ANa ayKuMoHa OAWNH KOMNJIEKT 240,0
36 |cocTaBsieHWe CBOAHbIX TabauL, U CIUCKOB U34aHUN A1 TAMOXHM, | OAMH KOMMNAEKT 360,0
CONPOBOAMTENbBHON  OOKYMEHTauMM  AN8  MEXAYHAapOoLHOro
noytamra
MNepenucka c KHUIOTOProBbiMM OpraHM3aLnaAMm 7
n3aartenbCcTBaMu, bubanoTekamm, oapuTeNAaMu:
37 |cocTaBneHune, nevyaTb TEKCTa NUCbMa (3ampoca, nNpeTeH3uu),| OAHO NMUCbMO 10,2
perncrTpaums B KHUre cxoaawmMx 4OKYMEHTOB (NOoCTaHOBKa AaThbl,
nopAaAKOBOro HOMepa, YKAa3aHMe HaMMEeHOBAHMA OpraHu3auuu,
KpaTKoe cogepKaHune Nucbma)
38 |cocTaBneHue, neyvatb 61arogapcTBEHHONO NUCbMa, PerucTpauma B| OAHO NUCbMO 11,0
KHure [apos 61MbnoTeku
39 |cocTaBneHMe, neyaTb NWUCbMa Ha nNpeaBapuUTesibHbIA 06cYeT| OAHO NMUCbMO 5,2
MU3a4aHuI, NOArOTOBNEHHbIX K NpUobpeTeHunto
40 |odopmneHMe, OTNpaBKa 3aKasa W3LAOWMM OpraHM3aLMaAMm, OOMVH 3aKas3 3,1
pacnpocTpaHUTeNam
41 | aTpmnbyuma n cocTaBeHUe 3aKN0UEeHUA ANA SKCNEPTHOM KOMUCCUM | OANH AOKYMEHT 360,0
Npw NOKynKe AOKYMEHTa
JoKomnnekToBaHne 6ubanoteyHoro poHaa:
42 |nepenucka ¢ nccepTalMOHHbIMM COBETAMWU: COCTaBNEHME, HAbOp | 0OAHa 3asBKa 20,0

TEeKcTa nucbMa (3ampoca, MpeTeH3un) B C/Ayyae OTCYTCTBUA




o0bna3aTenbHOro IK3emMnaAapa 4OKyMeHTa B d)OH,D,e

43 |nosnyyeHMe 3aABKM Ha npuobpeTeHWe  AOKYMEHTOB OT| O/JHa 3asBKa 2,6
noapasaeneHuni
44 | cBepka 3aAaBKM ¢ "ba3olt gaHHbIX 3aKa3a" 0[HO Ha3BaHue 2,0
45 | NpoCcMOTp KapTOTEKU HeyAoBNETBOPEHHOrO CNpoca; aHaaun3 | OAWH OOKYMEHT 3,0
OTKA30B O/15 BbIABNEHWUA OTCYTCTBYHOLLMX LOKYMEHTOB
46 |coctaBneHne 6ubanorpaduyeckon 3anmncu; ykasaHue KoAn4YecTsa | OAHA KapTouKa 3,6
3K3eMMNIAPOB M CUTNOB NOAPA3AeNeHUN
OT60p 3NEKTPOHHbBIX U3AaHUN ANA SNEeKTPOHHON BubanoTteku (36):
47 |otb6op daina no cnuckam npeanoxeHun gna db, npoBepKa Ha| OA4HO HasBaHWe 3,0
AybneTHOCTb, nNpoBeAeHWEe CBEPKM 3anUCU C  INEKTPOHHbIM
KaTanorom (3K)
48 |npoBepKa NerMTUMMHOCTU pasmeLleHNA NeKTPOHHOIo AOKYMEHTa | O4HO Ha3BaHue 10,0
B8 Ob
OT6op ceTeBbIX yaaneHHbix pecypcos (CYP):
49 | NPOCMOTpP KHUTron3AaTeIbCKON N KHUFOTOProBoM MHbOpMaLmm OAWH pecypc 2,0
50 |onpeneneHune TeMbl pecypca, COCTaBa, yC/0BUIA AOCTYNA, CO34aHMe |  OAMH pecypc 90,0
nepBMYHOM 3anNMcK B NacnopTe pecypca
51 |opraHusauua nposeaeHua Tectosoro goctyna K CYP OfMH pecypc 860,0
52 |3anonHeHne nncTa TeCTUPOBAHMUA OA4MH pecypc 420,0
53 | BKAOYEHME 3aABKUN B 3N1EKTPOHHbIN YKa3aTe b 3aKa3a 04Ha KapTouKa 0,26

OTbop [AOKYMEHTOB M3 0OMeHHbIXx ¢oHAOB OUbAMOTEK ANs




AOKOMNNEKTOBAHUA!

54 | npocMOTpP CMMUCKOB, KapTOTEK, KaTa/sioroB OOMeHHbix ¢GOHAOB| OAHO Ha3BaHMe 3,2
61MbnoTEK, OTOOP HYXKHbIX JOKYMEHTOB, CBEPKa C KaTanoramu u
KapToTekamu cBoeit 6uMbAMOTEKM; CcOCTaB/ieHMEe ChUCcKa Ha
OOKYMEHTbI, 0OTO6paHHble B 06MeHHOM doHAEe
KonnuecTBo AOKYMEHTOB, BKAOUYEHHbIX B CMIMCOK:
55 |1 3,6
56 |2-10 37,4
57 [11-25 87,7
58 |26-50 197,0
CocTaBnieHMe onepaTUBHOrO (TEKYLLLEro) NaaHa KOMMIEKTOBaHMA
59 |onpenenexHve meponpuATUin No GopMUPOBaHUIO eanHOro GoHAA OAVMH NAaH 1044,0
Ha TEKYLLNI rod, OTBETCTBEHHbIX UCMOJIHUTENEN, KOIMYECTBEHHbIX
nokasaTenen obbema ¢oHAa (noctynneHue, BblObITHE),
MCTOYHWKOB NOCTYNAEHMA, CMETbI PacxoaoB
OdopmneHne nnaHa KOMNIEKTOBaHUA B dopme:
60 |Tabnuuy, oAHa Tabauua 2,6
61 |KapTOTEKM 04Ha KapTouKa 2,6
PaboTa B aBToMaTM3MpoBaHHOM pexkume (AC):
62 |BBOA N/aHa KOMNAeKToBaHMA B 6a3y gaHHbIX AC OAMH NNaH 1,1
63 |KoppeKTMpoBKa 6asbl AaHHbIX; BbIBOA, HA 3KpaH; BHECEeHWEe | OAMH AOKYMEHT 1,6

U3MEHEHUM




1.2. Mpnem un yyeT NOCTYNMUBLUMX JOKYMEHTOB

N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n n3mepeHma BpeMEHMN,
MMH.
1 2 3 4
1 |PacnakoBKa/ynakoBKa uUsgaHuii OJHa Nayka 2,5
2 |Pasbop [OKYMEHTOB NO BUAAM, A3bIKaM, UCTOYHUKAM NOCTYN/JEHNA | O4HO Ha3BaHWe 1,0
3 |MpoBepKa OTCYTCTBUS BPaKOBaAHHbIX 3K3EMMNAAPOB OAMH 3K3emnnap 1,0
Mprvem [OOKYMEHTOB, MNOCTYNMBLIMX C COMPOBOAMUTE/IbHbBIM
OOKYMEHTOM:
4 |npuem OOKYMEHTOB MO COMPOBOAWUTE/NIbHbIM MaTepuanam (NUCT | oAUH 3K3emMnaap 2,8
perncrpaumm, cYyeT, HakMagHas, Konua YeKa, akT), nogbop ux no
andaBuUTy aBTOPOB WAM 3arNaBWiA, 3KCNeAMUMOHHbIM HOMEpam,
CBEpPKAa C CONPOBOANTENbHBIM AOKYMEHTOM, MPOCTAaBNEHUE LEHDI
Ha M34aHWUK, NOACYET YMCNA IK3EMNIAPOB, 0bLLEl CTOMMOCTH
5 |npuem pyKOMNWUCHbIX KHUF, NOCTYMNUBLUMX C CONPOBOAMUTENIbHbIM | OAWH AOKYMEHT 30,0
OOKYMEHTOM
Mpuem gnccepTtaymi:
6 |noctynueLlunx C CONpoBOAMUTENIbHbIM NMUCbMOM M3 | OOMH LOKYMEHT 21,0
JdnccepTayMoHHbIX COBETOB
7 | nocTynuBLUKMX C CONPOBOAUTENBHBIM MUCbMOM M3 3KCNeanuUmn OOMH OOKYMEHT 6,6

Tabnuua 2



8 |npuem  aBTOpedepaToB  AMCCEpTauMi,  NOCTYNUBLWWUX  C| OAMH SOKYMEHT 1,3
CONpoBOAMTE/IbHBbIM MUCBMOM M3 SKCNeauLnm
MNpuem [OOKyMeHTOB, noctynmewnx 6e3 conpoBOAUTENbHbIX
OOKYMEHTOB:
9 |npoBepKa Ha Ayb6NETHOCTb; NpoBeAEeHNE OLUEHKN AOKYMEHTOB OANH [OKYMEHT 3,1
10 |cocTaBneHune aKTa Ha NpUem AO0KYMEHTOB O4HO Ha3BaHMue 1,0
Mprvem PYKOMUCHBIX KHUF, NOCTYNUBLUKNX 6e3 conpoBOAUTE bHbIX
OOKYMEHTOB:
11 | cocTaBneHMe aKTa Ha MPUEM PYKOMUCHBIX KHUT U OKYMEHTOB OOVH AOKYMEHT 0,1
12 |npoBepka Ha Hanunune 6AU3KMX MO BPeMeHM W TeMaTUKe| OfHa 3anucb 10,8
PYKOMUCHBIX KHUT M foKyMeHTOB B doHaax HUOP no cnykebHomy,
andaBUTHOMY, y4EeTHOMY KaTanory
MpoBeneHne 3KCMEpPTU3bl M OUEHKU PYKOMUCHBIX KHUT W | OAWH LOKYMEHT
OOKYMEHTOB:
13 | opanHapHoi 600,0
14 | noBbIWEHHOW CNOMKHOCTU 1200,0
15 | Ha MHOCTPAHHbIX A3bIKaX 1200,0
16 |kapTorpaduyeckoro matepmana 1200,0
17 | My3bIKanbHOIO coaepKaHua 1200,0
18 | pyKonucei c rpaBlopaMmn U Msomatepuanamm 1200,0
19 |npoBeaeHVe NEpPBUMYHON aTPUOYLMU [AOKYMEHTOB (peaKkux W | oAuH AOKYMEHT 10,0

LEHHbIX KHUr), oTbop B COOTBETCTBMM C npoduaem




KOMMNNEKTOBAHUA U pacnpegeneHune no FIO,CI,CI)OH,CI,aM N Konekunam

20 |npocTaHOBKA WTemnens Ha 0bopoTe TUTYILHOMO INCTA M Ha 17-1 | 0ANH 3K3emMnAAp 0,26
CTpaHULLEe AOKYMEHTa

21 | NpoCTaHOBKA PErncTpaLuMoHHOro HoMepa Ha AOKYMEHT OAMH 3K3emnnap 0,26

22 |HaknenBaHMe Ha AOKYMEHT METKU A1A YCTPONCTB PafMOYacTOTHOM | OAUH 3K3eMNAAp 1,2
MAEHTUPMKAUUM 0OBEKTOB, aKTyaIM3aLUA METKU

23 |HaKknemBaHMe WTPUX-KOAA Ha 060pPOT TUTYNLHOrO /INCTA M| OAMH 3K3eMNAAp 0,26
0610KKM

24 | BHeceHue pa3meTKM No poHAaM Ha nsgaHue OAMH 3K3eMnaap 0,26
CBepka nNOCTYNMBLUMX [OOKYMEHTOB C KapTOTEKOM TeKyLiero
KOMMNAEKTOBaHWA:

25 | NOUCK KapTOYKM B KapTOTEKe TeKyLLero KOMM/JeKTOBaHUA, CBepKa | O4Ha KapToOuKa 0,52
KapTOYKU C LOKYMEHTOM, BHECEHUE OTMETOK

26 |cocTaBieHWe CrnUCKa  PerucTpauMoOHHbIX  HOMEPOB  HOBbIX | OAWH AOKYMEHT 0,36
NOCTYNIEHUI ANA U3rOTOBAEHUA NEYATHOM KapTOYKM
PaboTa B aBTomaTM3npoBaHHOW cucteme (AC):

27 |cBepKa AOKYMEHTA C YKa3aTesieM 3aKa3aHHbIX M34aHWIA, BHECEHME | O4HO HAa3BaHWe 3,0
OTMETOK

28 |npoBepKa Ha Ay6NeTHOCTb NOCTYNMBLUMX U34AHUIA B 6a3e AaHHbIX | OAUH AOKYMEHT 1,6
AC

29 |perucrpauma HoBbIX NOCTyNieHM B 6a3e gaHHbix AC OANH JOKYMEHT 9,1

30 |npuem 1 perucTpauma pyKONUCHbIX KHUT, MPOCTaB/eHNe OTMETKN B | OAUH AOKYMEHT 3,6

PerncTpaLtMoHHOM »XypHane HOBbIX FIOCTyFIl'IeHMlz, KHUre y4yeta




HOBbIX I'IOCTyI'II'IEHVIﬁ

Mpuem 1 pernctTpaums XypHanos U raser:

31 |noabopKa »KypHanoB W raset no andaBuTy Ha3BaHWUM, MOWUCK| OAWH AOKYMEHT 0,94
PerucTpPauMoHHOM KapTOYKM B KapTOTeKe MOAMUCHBIX WU3AaHWUW,
OTMeTKa HoMepa, AaTbl NONYyYeHUA U3JaHNA
32 |npocTaBaeHune WTemMmnens Ha KypHane O4MH XXypHan 0,2
33 |npocTaBsieHue WTemnensa Ha rasete ofiHa raseTa 0,16
34 | perucrpauma HOBbIX NOCTYNeHU B 6ase gaHHbix AC OOMH LOKYMEHT 2,6
Mpuem n perncTpaums ceTeBbix yaaneHHbIx pecypcos (CYP) B AC:
35 |npoBepKa A0CTYNHOCTM pecypca (npuem) OA4MH pecypc 30,0
36 | opopmneHme conpoBOANTENbHOM AOKYMEHTALMM (aKT Npuema) O4MH pecypc 10,0
37 |BBepeHUe 3anucK B peectp ydeta CYP OA4MH pecypc 4,8
38 |BBepeHue 3anucu B peectp nacnoprtos CYP OA4MH pecypc 3,7
39 |noaroTtoBKa cBeAeHU ans caita o CYP OA4MH pecypc 20,0
AOMUHUCTPUPOBaAHNE  CeTeBbIX  YAaNEHHbIX  pPecypcoB B
aBTOMaTU3MpPOBaHHOM pexkume (AC)
O6paboTKka 3anuceit Ana BeaeHUA MHOOPMALIMOHHbBIX NOUCKOBBIX
CEepBUCOB:
40 | BOKYMEHT OAHO Ha3BaHMe 4,0
41 |naket/bf 0JHO 10,0

HanmeHoBaHWe




43 | aKkTyanusauyusa ceegeHnin o CYP OAHO Ha3BaHMe 6,0
44 | cbop CTaTUCTUKM O cocTaBe 1 06 ncnonb3osaHum CYP OAHO Ha3BaHue 0,3
Mpuem 1M 06paboTKa 3NEKTPOHHbLIX U3AAHWUN ANA DNEKTPOHHOWM
6mbnmoteku B AC:
45 |npoBepka KadecTBa $alinoB, perucTpauma  3J1EKTPOHHOIO | OAWMH OOKYMEHT 9,3
AokymeHTa B 3K, nepenaya ¢aiiioB Ha cepBep
dopmuMpoBaHME aKTa nepefaynm HOBbIX MOCTYMAEHWM B Apyrve
noapasgeneHus:
46 |B AC yepes nporpammy gmcrneTyepmsaLmm nsgaHum O4MH 3K3emnaap 0,15
47 | B py4HOM pexume OAMH 3K3emnnap 2,0
BegeHue "KHurn cymmapHoro yyeta"
Pa3bop [AOKYMEHTOB MO BMAAM, OTPACAAM 3HaHWM, A3blKaMm;| oOZ4Ha 3anucb
NOACYET YMCNA [OKYMEHTOB, 3aMMUCb Pe3y/ibTaTOB NoAcYeTa No
yCTaHoBAeHHOM popme B "KHUry cymmapHoro yyera"
Konnuyectso AOKYMEHTOB B NapTUK NOCTYNAEHWNIA:
48 |1 0,6
49 |2-50 30,8
50 |51-250 150,0
51 |BBOA CTaTUCTUYECKUX AaHHbIX B 6a3y AaHHbIX AC oAHa napTuA 3,1
52 |nopacyeT NOCTPaHMYHO NO NO3ULMAM AAHHbIX, NepeHeceHne UTOroB | OfAHa No3uuma 1,6
Ha cneyloLwyto CTpaHuLy
53 |cBepKka WHaAHCOBbLIX [AOKYMEHTOB oOTgena ¢ (UHAHCOBbIMM | OAMH AOKYMEHT 1,46




[OKYMeHTamm Byxrantepumm

54

odopmaeHne conpoBoaAUTENbHbIX OKYMEHTOB (CUeT, HaknaaHas,
aKT) Ans nepeaaun B byxrantepuio

OANH AOKYMEHT

13,0

55

opopmMIEHNE  WMHBEHTAPHOW  KHWUIM,  HYMepauus  JINCTOB,
NpoCTaB/iieHNe HOMEpPA B MHBEHTAPHOM KHUre

oAHa CTpaHMua

0,88

56

3aNucb AOKYMEHTOB MO YCTaHOBJIEHHON dopme B MHBEHTAPHYIO
KHUTY, NPOCTaB/ieHMe NHBEHTAPHOTO HOMEPa Ha IOKYMeHTe

OAMNH JOKYMEHT

2,8

57

nposeageHne MHOUBUAYA/ZIbHOTO Yy4Ye€Ta AOKYMEHTaA MO aKTOBOWM
cncreme, Npocrtas/sieHNE MHBEHTAPHOINO HOMEPa Ha AOKYMEHTE

OAVH JIOKYMEHT

1,0

58

nposegeHne MHAMBUAYANBHOTO yYeTa C NPUMEHEHUEM YYETHOTO
KaTasora:  cocTaBieHne  6Gubaunorpadpuyeckoro  onucaHua
[OKYMEHTa; YyKasaHWe LeHbl, WHBEHTApHOr0O HOMmepa, roAa
nocTynseHua, Homepa 3anucu B "KHure cymmapHoro yyeta", umcna
NoCTYMNMUBLLMX 9K3eMNAApPOoB., nx pacnpegeneHue no
noApasaeneHusam

OflHa KapTouyKa

4,7

59

dUKCMpOBaHME B KypHane perucTpauuu KapToyYeK Y4YeTHOro
KaTasiora MHBEHTapHOro Homepa, NepBOro C/10Ba 3arnaBusa

O4Ha 3aMnucb

0,3

60

NpocCTaB/ieHNE NHBEHTAPHOIO HOMEpPa Ha AOKYMEHTE

OAVH JOKYMEHT

2,6

61

perncTpauma NnaTeHToB B HyMepaLl,VIOHHOﬁ KHUre

OAIVH JIOKYMEHT

0,3

62

NpYeM aKTOB Ha BbIObIBIUME JAOKYMEHTbI OT CTPYKTYPHbIX
noapasgeneHnin; BHeceHue 3anucu B "KHure cymmapHoro yyeta"
(2-7 yacTb); NpocTaBaeHNE HOMeEpPA aKTa

OAUH aKT

8,7

McKntoueHne AOKYMEHTaA MO aKTy U3 yYeTHbIX Gopm:

OAIVH JIOKYMEHT

63

MHBEHTapHOI\;I KHUTU

1,4




64 |y4yeTHOro Katanora 0,88

65 | onucmM MHBEHTAPHbIX HOMEPOB 1,0

66 | ncKAoYeHMe BblObIBLUMX AOKYMEHTOB M3 6a3bl AaHHbIX AC OVH JOKYMEHT 1,0

67 |noraweHue MHBEHTAPHOro Homepa U wremnena 6MbANOTEKM Ha | OAMH AOKYMEHT 0,5
OOKYMeHTe

68 | noAalwnBKa aKTOB OAWNH aKT 0,26




MpumeyaHue: npu paboTe ¢ AOKYMEHTAaMM Ha MHOCTPAHHbBIX A3bIKaX K HOPMe BpeMeHU NPUMeHsieTcs NoBbiwatowmii KoadpouumeHT 1,15.

1.3. bubnmoTteyHaa ob6paboTka AOKYyMeHTOB. OpraHM3aumns U BeAeHMe KaTasoros

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EanHnua Hopma
n/n n3mepeHus BPEMEHM,
MWH.

1 2 3 4
PaboTa c neyaTHOW KapTOUKOM:

1 |dopmupoBaHME KOMMNAEKTA MeyYyaTHbIX KAPTOYEK Ha OCHOBEe| Of4Ha KapTouKa 1,25
MalumMHouYnTaemom bubnanorpaduyeckoin 3anmcu

2 | pa3bop KomnaeKTa nevyaTHbIX KapToyeK O/ZHa KapTouKa 0,42

3 |noabop neyaTHbIX KapToyek no andpasuty GaMmanin aBTOPOB MAM | OLHA KApTOUKa 0,43
3arnaBuin ANA PACcCTaHOBKM B C/IYKEOHYIO KapTOTEKY

4 | pacCTaHOBKA KApPTOYEK B C/YKEOHYIO KapTOTEKRY O/ZHa KapTouKa 0,96

5 |noabopka nevyaTHbIX KAPTOUEK K ALOKYMEHTAM Of4Ha KapTouKa 0,52
CBepKa NOCTYNUBLUMX AOKYMEHTOB C KaTa/loramu:

6 |npoBepKa Mo KaTasory NOBTOPHOCTU AOKYMEHTA; NepeHeceHne c| ofHa KapTouKa 1,9
KaTaNOXHOW KapToOUYKM BubanoTeyHoro wuepa, NoJHOro MHAeKca

7 |nouck B cayxebHOM KaTanore CBOAHOIO OMWCAHWA; BHECEHWe | OfHA KAapTO4Ka 2,6
OTMETOK

8 |odopmneHne nevyaTHOMW KAPTOUKM, HaNMMCaHME WHBEHTApPHOrO | OZHA KapTouKa 0,68

Tabnuua 3



Homepa, Wudpa u Apyrmx 6UBANOTEUHBIX OTMETOK

Mpunucka aybnetos:

9 |cBepka [AOKYMeHTa Ha AybneTtHocTb MO cayXebHomy,| OAHO Ha3BaHue 0,94
andaBUTHOMY, y4eTHOMY KaTanory
10 |npunucka aybneta B KaTanor: MNpPOCTaB/EHWE MHBEHTAPHOMO | OAHO Ha3BaHMWe 2,42
HOMepa; nepeHeceHne Wwudpa Ha AOKYMEHT
MpunucKa NpoaoMKatoWmMXca U3gaHumn:
11 |NOUCK B PErnCTPaLMOHHOM KapTOTEKe KAPTOYKM Ha M34aHue;| OA4HO Ha3BaHMWe 0,84
CBEpPKa ee C OpUrMHanoMm; BHeECEHNE BUBNIMOTEYHBIX OTMETOK
12 | nouck B KaTanore KapTOUKK; OTMETKA NOCTyN/aeHuA | O4HO Ha3BaHue 3,1
COOTBETCTBYIOLLErO  BbIMYCKa; MNpPOCTaBJeHWEe  WMHBEHTApPHOro
HOoMepa, Wndpa, BHECEHUE APYrUX BUBANOTEUYHBIX OTMETOK
dopmumpoBaHme 6ubamorpadpuyeckom 3anucm
CoctaBneHMe OCHOBHOM 6ubanorpaduyecko 3anucu  nNpu| OA4HO HasBaHWe
OTCYTCTBMM MEYATHOW KAPTOYKM B AOKYMEHTe (O3HaKomaeHue ¢
AOKYMEHTOM; COCTaB/NEHWE OMNUCAHMA; BHECEHUE BMBAMOTEYHOM
OTMETKM)
KonunyectBo asiemeHTOB OnMcaHus:
13 |1-4 0,42
14 |5-6 5,2
15 |7-9 6,2
16 |10-13 7,2




17 |14-19 8,2
18 |20-27 9,2
19 |cocTtaBneHMe ocHOBHOW Bubanorpadpuyeckon 3anmcu ¢ NOMOLLbIO 3,5
MaKeTa KapTOYKW, HaneyaTaHHOro B KHWIe; MPOCMOTP W34aHUS;
CBEpPKa C MaKeTOM KapTOYKM
20 |cocTaBneHue [06aBoYHOrO onucaHus K OCHOBHOW | OfHa KapTouKa 1,9
6ubanorpadumyeckomn 3anmcu
21 |03HaKoOM/eHWe C [OOKYMEHTOM; COCTaB/ieHMe aHaNUTUYECKOM | OAMH AOKYMEHT 3,5
3anucum
22 |cocTtaBnieHue CCbI/IOYHOM KapTO4Ku K OCHOBHOM | OZHa KapTO4Ka 1,26
6mbnmorpadmyeckon 3anucu
dopmumpoBaHme 6MbaMorpadUUecKom 3anncu PyKonUCHOM KHUMM
CocTaBneHue OCHOBHOM 6ubnnorpadmyeckomn 3anucKu | OAHO HasBaHMe
(o3HakOmMneHMe € [OKYMEHTOM; COCTaBJEHWE, OnucaHue,
NPOCTaHOBKA BUBMOTEYHOIN OTMETKM):
23 | cpepnHel CNOXKHOCTH 600,00
24 | noBbIWEHHOM C/IOMHOCTHU 1200,0
25 | Ha MHOCTPAHHOM A3blKe 1200,0
26 |KapTorpadumyeckoro matepmana 1200,0
27 | My3blKanbHOrO COAEepPKaHMA 1200,0
28 | popaboTKa  ycTapeBWWX  3anucei, He  COOTBETCTBYHOLWMX | OAHO Ha3BaHMe 300,0

COBPEMEHHbLIM  apxeorpaduyeckMm  HOpMaM:  OaTUPOBKA
pyKonucei No BOASAHbIM 3HaKaM; POCMUCh COAepKaHWA COOPHUKOB




HEeNoCTOAHHOrO COCTaBa; BHECEHME AO0MNOIHUTENIbHbIX CBEAEHWUIA C
YYETOM LOCTUNKEHWNI COBPEMEHHOW UCTOpUOrpadun

PenaktuposaHue 6ubnmorpadpuyeckom sanmncu:

29 |npoBepKa NPaBUILHOCTU 3/IEMEHTOB 3aMUCU HA KapTO4Ke OflHa KapTo4Ka 1,0
30 |odpopmneHne KapTouku ana Ay6AMpoBaHUSA Ha MHOMMTE/IbHOM | OAHA KApTOYKa 3,2
annaparte; MpPOCTaB/ieHNne WHAEKCoB, WndpoB, OUBANOTEUHbIX
NOMETOK, onpeaesieHMe U yKasdaHue TUPaXka KapTouek
lpynnosas 06paboTKa AOKYMEHTOB
OTbop OAHOTUMHbIX LOKYMEHTOB, NOAMEXAWMX T[PynnoBoi| oAHa rpynna
06paboTKe; cocTaBneHne 0bLen XapaKTepPUCTUKU Ha KOMMIEKT| OOKYMEHTOB
OOKYMEHTOB
Konnyectso AOKYMEHTOB B rpynne:
31 |1-9 39,0
32 |10-15 60,0
33 (16-30 106,0
34 |npoBepKa MNpPaBUAbHOCTM COCTAB/NIEHMA XapPaKTEPUCTUKU  Ha ofgHa 13,0
KOMMAEKT LOKYMEHTOB XapaKTepUCTMKa
PekaTanornsauma (3ameHa KaTanoKHbIX KapTOYEK):
35 |cBepKka KapTOYKM C OOKYMEHTOM; WCNpaBaeHWe CTaporo| OAHa KapTouKa 17,4

6ubamorpadmnYecKkoro onucaHms; CocTaBieHne HOBOro ONUCaHMS;
nepeHeceHne WUdPa, MHBEHTAPHOrO Homepa, 6GUBANOTEUHBIX
NoMeTOK

MNoprotoBKa K MHOEKCUMPOBAHUIO AOKYMEHTOB A1A KaTa/10roB:




36

r|o,£|,60p KapTO4YKU K AOKYMEHTY, CBEPKA U B/IOKEHNE B AOKYMEHT

OAlHA KapTO4Ka

0,5

37

O3HaKoMm/ieHune C AOKYMEHTOM, yCTaHOB/1IEHUNE TeMaTUKu;
pacnpeaeneHue no oTpacaam 3HaHuA (No TemaTuKe)

0/HO Ha3BaHwue

0,88

38

NPOCMOTP MHOCTPAHHbIX U34aHWI, NepeBos AaHHbIX Ha PYCCKUIA
A3bIK

OAHO Ha3BaHWMe

0,37

Cucrtematmsauma AOKYMEHTOB:

39

cncrematmsauma AOKYMEHTa C  MCNOJ1b30OBaHMEM  UHOEKCOB
nevyaTHoM KapTO4KMN WM MaAKETa KapTO4YKWU, HaneyataHHOro B
n3aaHUnN, O3HakKoMmaeHne C JOKYMEHTOM, NPOBepKa COOTBETCTBUA
MHOEKCOB Taﬁl'IMLl,aM KnaCCMd)MKaLI,MM, NPUHATbIM B 6M61’IVIOT€KE,
npocCTaB/ieHNne NHOEKCA Ha AOKYMEHTE

OAHO Ha3BaHWMe

2,6

40

cUucTtemaTnsauma AOKYMEHTOB NPU OTCYTCTBUU nevyaTHoOm KapTO4YKM
M MaKeTa KapTO4YKM B U3OaHUU; O3HaKOMNIEHUE C AOKYMEHTOM,
onpeaeneHne MHAeKca no Tabanuam Knaccuduraumm, NPUHATbIM
B 6MbMOTEKE; NPOCTaBAEHME UHAEKCA HA OKYMEHTE

0HO Ha3BaHue

4,7

41

onpeAeneHne aBTOPCKOrO 3HaKa MAOKYMeHTa MO aBTOPCKMM
Tabnmuam

OAHO Ha3BaHMe

0,62

42

WndpOoBKa AOKYMEHTa Npy GOPMaTHO-MHBEHTAPHOM PacCTaHOBKE:
onpeaeneHve popmarta AOKYMEHTa, HanMcaHue wudpa

OAHO Ha3BaHWMe

0,42

43

penakTnposaHmne K}'IaCCM(bMKaLI,MOHHOI'O MHOEKCa, NpoBepKa
NpPaBUAbHOCTU MHAEKCA, aBTOPCKOro 3Haka

OAHO Ha3BaHWMe

0,88

44

COCTaB/ieHME KapTOYKM andaBUTHO-NPeAMETHOrO KaTtanora (Ha
HOBYIO TEMATUKY); HAMMCAHME HA KAPTOYKe MHAEKCa, Ha3BaHuWA
KaTanora M KapTOTEKW, B KOTOPbIX OTPAXKAIOTCA [OKYMEHTbI;
YKa3aHMe CCbIKM W OTCbIJIKM, CBA3U MeXAy OTAe/bHbIMU
pybpukamm

OAHA KapTO4Ka

2,0




MpeameTnsauma AOKYMEHTOB:

45 |npeameTtusauMa  OOKYMEHTOB C  WCNOAb30BaHMEM pPYybpuK| oAHO HasBaHue 2,6
NeyYaTHOM KAapPTOYKKU; MPOBEPKA COOTBETCTBMA PYOPUKM NeyaTHOM
KapTOUYKKN NpeaMeTHOMY KaTasory

46 |npeameTU3aumMA 4OKYMEHTOB NPU OTCYTCTBMM NEYATHOM KapTOUKM; | OAHO Ha3BaHMe 4,6
03HaKOMJIEHWE C AOKYMEHTOM, onpeaenieHne pybpuKku

47 |cocTaB/ieHME HOBbIX nNpeaMeTHbIX pPybpuk U noapybpuK;| oaHa KapTouKa 1,3
nepeHeceHme Ha KapToUKM CAy>KeBbHOM KapToTeKn

48 | pefaKTMpoBaHMe NPeaMETHON pybpuKK; NpoBepKa NPaBUIbHOCTM | OZIHA KapTO4Ka 0,88
npegmeTHoM pybpUKKM, TOYHOCTN HaNUCaHMs
OpraHusauma andaBUTHOrO KaTasora:

49 | noabopKa KapTouKM No andasmTy GaMuanii aBTopoB UAW 3arnaBuii | OfIHA KapTo4Ka 0,36
ONA PacCTaHOBKM B andaBUTHbIN KaTanor

50 |pacctaHoBKa npeaBapuTeNbHO NOAO0OpPAHHLIX KApTOYeK B| OZHA KapTOuKa 0,36
andaBUTHbIM KaTanor

51 | pepaktTupoBaHue andaBMTHOrO KaTasora; NPoBepKa PacCTaHOBKM | OAHA KAapTOYKa 0,88
KapTouyeK, MpaBWUIbHOCTU A06aBOYHbLIX U CCbIIOYHbIX KapToyek;
nucnpasneHne oWnboK

52 |HanucaHue pasgenutens gns andaBUTHOrO KaTanora, yKasaHue OAMVH 0,88
OYKBbI, cnora pasgenutesnb

53 |pacctaHoBKa pasgenuTenei B andaBUTHbIM KaTanor: nogbopKa OAMH 0,36
pasgenutenen no andaBUTy, MNOWUCK MecCTa pasgdenutens,| pasgenuntenb

YCTaHOBKa, 3aKpenieHune Ctep>XHAa

Opl’aHMBaLI,VIFI CNCTemMaTn4eCKoro Kartaaora:




54 |noabopKa KapTouKM NO MHAEKCAM, BHYTPU pasaena no andaBuTy | oAHa KapTouKa 0,42
dammunnit  aBTOPOB MAM  3arnaBuii  ANA  PAcCTaHOBKM B
CMUCTEMATUYECKUIN KaTanor

55 |pacctaHoBKa npeABapuTesibHO MNoAo0bOpaHHbIX KAapToYeK B| OAHA KapTOuYKa 0,42
cMCTeMaTUYeCKUi KaTanor

56 |pepakTMpOBaHME  CUCTEMATMYECKOrO  KaTanora: MpoOBepKa| O4Ha KapToudKa 0,88
NPaBUAbHOCTM HaNOJNHEHWA Pa34e/ioB KaTasora No CoOAEPXKAHULD,
WHAEKCALMM U PacCTaHOBKeE; UCMpaB/ieHMe oWmnboK

57 |aHanM3 cUCTemMaTMyYeCcKoro KaTajsora: MCnpaB/ieHMe MHAOEKCOB,| OAHa KapTouyKa 5,2
BHECEHWEe N3MeHeHWn B andaBUTHbIN KaTasior

58 |HanucaHue pasgennTena p[AA  CUCTEMATMYECKOro  KaTasora: oauH 2,6
YyKa3aHWe HaMMeHOBaHUA pa3aena, nogpasaena v Apyrux oTMETOK | pasaenutenb

59 |pacctaHoBKa pasgenuteneil B CUCTEMATUYECKMIA  KaTasor: OAMH 0,42
noabopka no MHAEKcam, NOMCK MecTa, YCTaHOBKA, 3aKpenneHue | pasaenuTenb
CTEPXKHA
OpraHu3auma npeaAMeTHOro KaTanora:

60 |noabopKa KapToyeK Mo npeameTHbIM pybpuKkam, BHYTPU pyOpUK| OfHa KapTouKa 0,42
no andasuTy pamuanii aBTOPoOB UAW 3ariaBui

61 |pacctaHoBKa npeaBapuTeNnbHO NOA06pPaHHbLIX KapTO4YeK B| OJHa KapTouKa 0,42
npeAMETHbIN KaTanor

62 | pepaKTUpoBaHue npegmeTHoro KaTanora: NpoOBepKa | OAHA KapTo4Ka 1,0
NPaBUAbHOCTU CCbIZIOK, OTCbISIOK, pyBpuK

63 |HanucaHue pasgenutensa oA NpPegmMeTHOro KaTtasora, yKasaHue OAVH 2,3
PYOPUKK, OTCbINKK, CCbINKM pasgenutenb

64 |paccTtaHOBKa pasgenntens B NpeAMeTHbIM KaTanor, NOUCK MecTa, OAMH 0,42




YCTaHOBKa, 3aKpenaeHune Ctep>XHA

pasgenntenb

OpraHusauus HyMepaLMOHHOro KaTasora HOPMaTUBHO-
TEXHUYECKOM AOKYMEHTALNMU:

65

noa60opKa KapTOUYKM NO BUAAM AOKYMEHTOB, YC/IOBHbIM LMGPOBLIM
0603HayYeHNAM, andaBUTy COKPALWLEHHbIX Ha3BaHWM CTpaH,
NaTMHCKOMY andaBuTy (MHOCTPaHHbIX CTaHAAPTOB), NO HOMepam
[OKYMEHTOB

OAlHa KapTO4Ka

4,3

66

paccTaHOBKa npeABapuTe/ibHO NoA06paHHbIX KApPTOYEK B KaTanor

04Ha KapTouKa

0,41

67

pefakTMpoBaHue KaTanora (npoBepka NPaBUIbHOCTH
6ubnmorpapmnyeckmx ONMcaHuii, pPAcCTaHOBKM; WCNpaBaeHue
OLWMBOK); BHECEHME AONONHEHMI N USMEHEHWIA B KaTaNor (OTMEHa,
3aMeHa, M3MEHEeHUA, NPOoAJIEHME CPOKa AENCTBMA C yKasaHuem
WUCTOYHMKA)

OAlHa KapTO4Ka

3,2

68

HanncaHmne n pacCtaHOBKa paa,qenMTeneﬁ

OAMH
pasgenutenb

1,3

OpraHmsau,Mﬂ 1 BeaeHne aNeKTPOHHOIo KaTasiora:

69

CBEPKa NOCTynBLWNX AOKYMEHTOB Ha ILl,y6}'IETHOCTb B 9/1IEKTPOHHOM
KaTtasore

OAVH JOKYMEHT

1,6

70

NPUNUCKa Npoao/KakoLwmnxeca VI3,CI,3HMV1 B 3/IEKTPOHHOM KaTajsiore

OAIVH JIOKYMEHT

1,6

dopmupoBaHmne bubaMorpaduyeckon 3anncn ana 3NeKTPOHHOro
KaTasnora; BBog B 6a3y AaHHbIX; 3anoJ/IHEHWE COOTBETCTBYHOLUMX
nonei:

O4Ha 3anucb

71

Npn HaANYNN MaKeTa neyaTtHom KapTO4KKU

0,36

72

npwn OTCYTCTBUUN neyaTHoMm KapTO4YKU

0,42




73 | cocTaBneHue aHaNUTUYECKOM 3anncu 3,5
74 | coctaBneHue Ao06aBOUYHbIX U CCbIIOYHbIX ONMUCAHUIN O[HO OnucaHue 0,88
75 | pepaktnpoBaHue bubnanorpadpuyeckoit 3anncu B 6ase gaHHbix AC;| o4HO onmcaHue 1,3
BHECEHWE N3MEHEHUI
76 |BBOA, MNepeyHsa npeameTHbIX PYyOpUK apUPMETUKO-NOINMYECKUX| oaHa pybpuka 0,36
ycTpoiicte (ANY) K cuctemaTMYecKoMy KaTasiory M reHepasnbHoM
CNpPaBOYHOM KapToTeKe
77 |BbIBOA Ha 3KpaH bBubnnorpadpuyeckmx sanmce 0fHa 3anucb 0,83
78 | pegakTUpoBaHue pybpuK; HanosIHEHWe Pa3aesioB OZHa 3anucCb 3,0
N3bATUE KapTOUEK U3 KaTasioros
M3bATUE KAPTOUYKM Ha UCKAOYEHHble M3 BubnmnoteyHoro poHaa| oaHa KapTouka
OOKYMEHTbI:
79 |andaBuTHOro KaTtasora 0,52
80 |cucTtemaTnyeckoro KaTasora 0,56
81 |npeameTHOro Katanora 0,56
82 |HymepaunoHHOro KaTanora 0,42
83 | nsbaTne 6Mbamorpadmyeckon 3anncm U3 sNeKTPOHHOro KaTanora oAHa 3anucb 0,84
TexHMYecKas 06paboTKa AOKYMEHTa
HaknenBaHue Ha JOKYMEHTE /IMCTKA CPOKa BO3BPaTa, KapMallKa, | OANH AOKYMEHT
APAbIKa:
84 | NNCTOK CpOKa BO3BpaTa 0,42




85 | Kapmalek 0,42
86 |ApabIK 0,26
HanucaHune wundpa Ha JOKYMEHTE U ApAbIKe: OOVH AOKYMEHT
87 |Ha OOKyMeHTe 0,26
88 | Ha ApAblKe 0,36
89 |nepeHeceHne GOpPMATHOrO M CUCTEMATMYECKOrO WKUGPOB C| OAWH AOKYMEHT 1,6
KapTOYKW Ha JLOKYMEHT
90 | odopmaeHne KapToUKM AN TUPAXKUPOBAHUA O4HO Ha3BaHMue 1,0
91 |BHEceHMe U3MEHEHMI B KapTOUKe NOC/e TUPAXKNPOBAHUA OfHO Ha3BaHMe 0,42
92 |pacnpegeneHue KaTaaoXKHbIX KAPTOYEeK Ha HOBble MOCTYNAEHWUA MO | O4HA KAapTOYKa 0,42
CTPYKTYPHbIM NOApasaeneHmMaAM Nocae TMPaXKMPOBaHUA
93 |3anosiHeHME  KHWXKHOro  gopmynapa:  yKasaHue  wudpa,| oANH KHUXKHbIN 0,88
WHBEHTAPHOIO HOMepa [OKYMeHTa, damumanmm W  UHULMANOB dopmynap
aBTOpa, ero Ha3BaHwuA, LeHbI, roga u3aaHua
94 |3anosHeHME KapTOUYKM MHAMKATOPA Ha AOKYMEHT, HanpaBaseMbli | OAUH MHANKATOP 0,88
B KHWTOXpaHeHWe: yKa3aHMe WHBEHTApPHOro HomMmepa, aBTopa M
3arnasma, Wndpa paccTaHOBKMU
95 |3anosHeHWe nepesaToOyHOM BEAOMOCTM HA MNapTUIO  HOBbLIX | 04HA BEAOMOCTb 0,42
nocTynaeHuin
PaboTa B AC
BblBOA Ha 3KpaH y4eTHbIX GOpMm; pacneyaTKa: ofHa popma
96 | INCTbI MHAMBUAYANBHOTO y4YeTa AOKYMEHTOB 0,05




97 | nepepaToyHas BEAOMOCTb HOBbIX MOCTYNAEHWNM 0,05
98 | KapTouKka c 6ubanorpaduyeckoit 3anncbio A8 Y4eTHOro Katanora 0,05
99 | KHUXKHbI dopmynsp 0,05
100 | KapTOYKa MHAMKATOPA 0,05




MprmeyaHune: K Hopmam BpemMeHU NPUMEHSIOTCA NOBbILLAOLME KO3OOUUMEHTDI:

- Npwn coCtaB/sieHnn 6M6IIVIOI'pad)M‘-IECKOI'O OnnCaHMA Ha OOKYMEHT, Ha TUTY/IbHOM NINCTE KOTOPOIro YaCTUYHO OTCYTCTBYIOT AaHHbIE ONA 6M6/1M0Fpa¢VI‘-IeCKOI7I

3anmcm - 1,13;

- nNpu bubnnoteyHoit obpaboTKe: KMHOGOTOPOHOAOKYMEHTOB - 1,21; HOTHbIX, KapTorpaduyeckux, msomsgaHun - 1,15, cneumanbHbiX BUAOB Hay4yHO-

TEXHUYECKOW NUTepaTypbl U AOKYMeHTauuu - 1,10;

- npu pa60Te C OOKYMEHTaMM Ha MHOCTPAHHbIX A3blKaXx, NP1 opraHn3aunn n BeaeHnn Kpaeseg4eCKkoro Katasora (KapTOTEKM) n 6MbnMoTeYHOro Katanora Ha

MHOCTPaHHOM A3blKe - 1,15, Ha A3bIKax cTpaH A3un n Adpukn - 1,5.
1.4. PaboTta c doHaOoM

1.4.1. PaboTa no npmMemy AOKYMEHTOB

N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n nsmepeHun BpemeHwu,
MUH.

1 2 3 4
Mprem AOKYMEHTOB B CTPYKTYPHbIX NOApa3aeneHmnax
Mpuem [OOKYMEHTOB W3 oOTAena KOMMNAEKTOBaHWA, CBepka €| oAHa naptuAa
CconpoBOAMTENbHbIM MaTepUasom
Konnuectso aKk3emnnApos:

1 (1-25 144

2 |26-75 37,2
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3 |peructpauma HOBbIX NOCTYNAEHUIA NEPUOSMUYECKMX W3LAHWI, | OAUH AOKYMEHT 0,26
npocTaB/iieHNne OTMETKMN B PErMCTPaLLMOHHOM KapToTeKe

4 |npoBepKa rogoBOro KOMMJIEKTA XYPHaNOB W raseT Ha Haanume| OAUH HOMep 1,0
HOMepOoB

5 |npoBepka 3anuMcM Ha NepBOM HOMeEpE roA40BOrO0 KOMMJIEKTa:| OAWH HOMep 5,0
wndpa, HOMEPOB, OTCYTCTBYHOLWMX HOMEPOB, MecALEeB
3anMcb HOoMepa B TOMOrpaduUUecKytd ONUCb, MPUIONKEHMA M| OAUH HOMep
cnewumasnbHble BbINMyCKU:

6 |Ha pyccKom A3blKe; 1,0

7 | Ha MHOCTPAHHbIX A3blKax 2,0

8 |mpocTaBneHue WTeMNena CTPYKTYPHOro Moapa3feneHna Ha| O4MH Homep 0,26
OOKYMeHTe
Mopbop AOKYMEHTOB A4/1A paccTaHOBKM B poHAe:

9 |nopbopKa [OKYMEHTOB MO KNACCUPUKAUMOHHBIM MHAEKCAM, | OAMH SOKYMEHT 0,52
ABTOPCKOMY 3HaKy

10 |nopbopka poKymeHTOB Mo ¢opmaTty, MHBEHTAapHbIM HOMEpPaMm, | OAUH AOKYMEHT 0,92
Wwndpam paccTaHOBKU

11 |noabopKa fOKYMeHTOB Mo andaBuUTy Ha3BaHWN, rogam, HOMepPaMm, | OANH AOKYMEHT 0,48
pasaenam, NopaaKOBOMY HOMeEPY

12 |nopbopka cneuBnaoB HOPMATUBHO-TEXHUYECKON AOKYMEHTALMW | OAUH AOKYMEHT 0,36

Nno KnacCam, nogknaccam, rpynnam, noarpynnam, MHBEHTAPHbIM
HOMEepam

PacctaHoBKa 6ubanoteyHoro poHAa:




13 |paccTtaHOBKA [AOKYMEHTOB Ha CTeANaXaX B CUCTEMATUYECKM-| OAMH LOKYMEHT 0,52
anpaBMTHOM nopaake
14 |paccTaHOBKA [AOKYMEHTOB Ha cTensfaxax B  GOpmMaTHO-| OAMH AOKYMEHT 1,3
MHBEHTAaPHOM nopsaKe
15 |paccTaHOBKA [AOKYMEHTOB NO andaBuTy Ha3BaHWM, roAam,| OAWH AOKYMEHT 0,63
HOMepaMm, pasgenam, NopPAAKOBOMY HOMepPY
paccTaHOBKA  HOPMATMBHO-TEXHMYECKOM  [AOKYMEHTAUMM MO | OAUH AOKYMEHT
Knaccam, noAknaccam, rpynnam, noarpynnam, WHBEHTAPHbIM
HOMepam
Konnuyectso AOKYMeHTOB B noabopKe:
16 (1-5 0,52
17 |6-10 5,2
18 [11-15 0,88
19 |paccTaHOBKA [OKYMEHTOB Ha cTennaxax B  PoOpmMaTHO-| OAMH AOKYMEHT 5,00
cucTematuyeckom M andaBUTHOM nopsagke (nMpeameToB WU
maTepuanos rpaduKkn) B BUTPUMHAX W WKadax C y4eTom
KOMIM/IEKCHOIO XPaHEHMUA PYKOMMUCHbIX M CTapPONeYaTHbIX KHUT
20 | paccTaHOBKa AOKYMEHTOB Ha MUKPOHOCUTENAX B MHBEHTAPHOM M | OAWH AOKYMEHT 3,0
HYMepaLMOHHOM nopagke
npoBepKa NPaBMIbHOCTM PACCTaHOBKU AOKYMEHTOB B OTAE/bHbIX | Maccus PpoHAa
maccuBax ¢oHaa
Koanyectso nposepsaembIX OKYMEHTOB:
21 |1-200 26,1




22 |201 - 305 42,0
23 |306 - 400 57,0
24 1401 - 600 88,0
25 | nepemelleHue (NnepeHeceHne) AOKYMEHTOB Ha cBOBOAHbIe MmecTa 0/Ha NoAKa 4,0

OdopmneHne NOMOYHbIX pasdesiuTenei; HamnucaHuMe MOJIOUYHbIX oAuH

pasgenurtenemn: pasgenutesnb
26 | anAa cMcteMaTUYecKolM paccTaHoBKM GoHAA 3,6
27 | ana popmatHOM paccTaHOBKK doHAA 2,6
28 | anAa andaBUTHOM paccTaHOBKU doHAA 2,6
29 |Ana HyMepauMoHHOM paccTaHoBKM doHAA 2,6

MpumeyaHune: K HOpMam BPEMEHW NPUMEHSAIOTCA NOBblLAtoWMe Ko3dPUUNEHTbI:

- npy noabope M paccTaHoBKE KNHOGOTOPOHOAOKYMEHTOB - 1,2;

- HOT, KapTorpaduyeckmx, nsonsganumi - 1,5;

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

- Ha A3bIKax cTpaH A3um n Adpuku - 2,0.

1.4.2. PaboTta no coxpaHHocTh poHAa
N HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EavHnua Hopma
n/n nsmepeHus BpEMEHM,
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MWH.

1 2 3 4
MpoBepka bubanoTeyHoro poHAa:
1 |HanuMcaHMe KOHTPOJIbHOIO Ta/0HA Ha AOKYMEHT: YKa3aHMe Ha HEM OZMH TaJIOH 0,88
WHBEHTAPHOro Homepa, wudpa, Gamuanu, UHULMANOB aBTOPa,
3arnaseus, roga, Mecrta U3ZaHua, LeHbl, MecTa XpaHeHuA
2 | MapKMPOBKa KOHTPOJ/IbHbIX Ta/IOHOB: YCTAaHOBKA, FAe YY4TEH AaHHbIM OZMH TaJIOH 0,26
AOKYMEHT (y4eTHbIA KaTanor, MHBEHTapHAA KHUIA); NpocTaBaeHNe
0no3HaBaTe/IbHOro 3HakKa
MoabopKa KOHTPObHbIX TA/SIOHOB: OAMVH TaJIoH
3 | noO MHBEHTAaPHbIM HOMEpPaM 0,21
4 | no andasnuty dbamuamin aBTOPOB AN 3ariaBuit 0,31
5 | no KnaccudpuKauMoHHOMY UHAEKCY 0,52
6 |CBepKa KOHTPOJ/IbHbIX TAJIOHOB C MHBEHTAPHOM KHWUIOM, OTMETKa OAWNH TaNIOH 0,21
NPOBEPKN Ha TAJIOHE N B KHUTE
7 |cBepKa KOHTPOJIbHbIX Ta/JIOHOB C YYETHbIM MAM andaBUTHbBIM, OAMH TaJIOH 0,26
TonorpaduYecKkMm KatasoraMm, OTMETKA Ha Ta/loOHE U B KaTanore
8 |aHann3 popmMbl MHAMBUAYANBHOIO YYETA; BbIABAEHWNE AOKYMEHTOB, | OANH AOKYMEHT 1,3
He npoweawmnx NPOBEPKY
9 |cocTaBneHWe KapTOUYKM Ha AOKYMEHT, He NpoLleALlnii NPOBEPKY OOMH OOKYMEHT 0,83
10 |NOMCK AOKYMEHTOB, He MpoLleAlnX MPOBEPKY, MO PasiUYHbIM | OAUH AOKYMEHT 3,6

YYE€THbIM d)OpMaM, KapToOTEKaM, XKypHasiaM, KHUXKHbIM NOJIKam




CocTaBneHme CNUcKa He4O0CTaOWMX B (I)OHAe AOKYMEHTOB

OAuH CNNCOK

Konunyectso AOKYMEHTOB B CMUCKe:

11 |1 0,78
12 (2-10 8,3
13 |11-25 19,3
OT160p AOKYMEHTOB ANA U3bATUA U3 GOHAA
MpocmoTp AOKYMEHTOB Ha NpeaMeT U3bATUA U3 poHaa: OZVH LOKYMEHT
14 | HenpodUAbHbIX 3,1
15 | py6neTHbIxX 1,6
16 |ycTapeBLlWMX NO COAePKaHNIO 3,1
17 | BeTxux 0,88
18 | manoncnonbayembix, HEUCMNONAb3YEMbIX 2,6
MoAroToBKa AOKYMEHTOB K aKTUPOBaHUIO:
19 |noabopka AOKYMEHTOB B MApTUM NO NPUYMHAM U3BATUA; CBEPKA C | OANH JOKYMEHT 0,36
KHUXHbIM Gpopmynapom
20 [noabopKa KHUMHbIX GOPMYNSPOB HA AOKYMEHTax B nopaaKke | oguH dopmynsp 0,42

WHBEHTAPHbLIX HOMEPOB, afld)aBI/ITa, KypHanoB - no rogam u
HOMEpam

CocTaB/ieHMe CNUCKA K aKTy BblbbITUA (Nepenaun); noacyet obLuel
CyMmbl; obopMIeHME aKTa

OAMH aKT

Konnyectso AOKYMEHTOB B CMUCKE:




21 |1 0,78

22 |12-10 7,8

23 |11-25 19,3
MoarotoBKa AOKYMEHTOB B NepenseT:

24 |oTbop [OKYMEHTOB ANA nNepenseTa; MNpoBepKa COCTOAHWUA | OAUH AOKYMEHT 3,4
NOKYMEHTa; 3anosiHeHne (cBepKa) KHUXKHOro popmynspa

25 |nogbopKa KOMMAEKTOB, CBA3blBaHWE B MNayku; odopmneHue | 0AUH AOKYMEHT 2,6
[OKYMEHTOB A1 nepefayn B nepennet

26 |nNoAroToBKa AOKYMEHTOB K BOCCTAHOBAEHMIO: NOAOOP AOKYMEHTA, | OAUH AOKYMEHT 2,6
aHa/ZIOMMYHOTO  MoBpeXAEeHHOMY; odopmaeHMe 3aKkasa Ha
KonuposaHue

27 |npvem 3aKasza Mnocje KOMMPOBaHWA, NPOBEPKa KayecTBa KOMWMA, | OAUH AOKYMEHT 0,83
NoAroToBKa AOKYMEHTa K nepennaety

28 |npvem [OOKYMEHTOB W3 nepenseTa: CBepKa MOCTYMUBWWX W3 | OAUH AOKYMEHT 5,2
nepensieta AOKYMEHTOB C KHUXHbIM GOpMynAapom; npoBepkKa
KayecTBa nepenneTta; BOCCTAaHOBNAEHWE 3arnaBuA; HanucaHue
wndpa Ha ApAbIKe, KOPeLIKe OKYMeHTa
MoAwnBKa raseT u TOHKUX KYPHaAOB:

29 |onpepeneHuve popmarta, BNOKEHME KOMIJIEKTA XKYPHANOB B Nanky | OAHa nanka 13,0
Hy}Horo ¢opmarTa, 3aBA3blBaHUeE; BbiHEeCEHWe wudpa, Ha3BaHuA,
rofia U3gaHusa, HOMepa }KypPHanoB Ha 06/10KKY M KOPELLOK Nanku

30 |packnagka raset MO Ha3BaHMAM: MPOKa/blBaHWE, BJIOXKEHMe B| OAHa Manka 9,4

KapToHHY0 06/10)Ky (nanky), npowHypoBKa; odopmieHue
0610KKM (Ha3BaHWe, rog, HOMep, MecsL)




MenKuii peMoHT poHzaa:

31 |noaknenka AOKYMEHTA, KapMallKOB, fP/ibIKkOB; BOCCTAHOB/IEHUE O/ZiHa nanka 4,2
3arnasum
PecTaBpaLma KOPELLKOB:

32 |onpegeneHne obbema paboTbl; yaaneHWe CTaporo KOPELWKa,| OAMH KOPELIOK 60
NnoAroToBKa KosieHKopa (obpeska, noaxnenka); npownska 610Ka
AOKYMEHTa, NoAKNenKa HOBOTO KOpeLLKa, pasMeLLeHme nog npecc
PecTtaBpauma cTpaHuL;:

33 |onpeaeneHne obbema paboTbl; noakneinka ¢otorpaduii, KapT,| ogHa CTpaHMUA 10
yepTexKeli; BOCCTAHOB/IEHUE YacTel CTpaHuLL (ctp.)
ObecnbinuBaHue poHAaa:

34 |obecnblivBaHne ¢oHAA C NOMOLLBIO MNbliecoca; obecneyeHue oAHa 12,0
paboyero mecta TeXHUYECKMMWU CcpeacTBaMu; MpoBeAeHue MepOonosKa
obecnblnBaHMA; 3aHOC TEXHUYECKUX CPEACTB B MeCTa XpaHeH s

35 |py4yHoe obecnbinivBaHne ¢oHAa; obecneyeHne paboyero mecta ofiHa 9,4
TEXHUYECKUMM CpeaCcTBaMM; 3aHOC TEXHUYECKUX CPeacTB B MecTa MeponoJika

XpaHeHnA

MprmeyaHune: K Hopmam BpeMEHW NPUMEHSIOTCA NMOBbILLAOLLME KOIGDULMEHTDI:

- Npu py4Hom obecnblaMBaHMM GOHAA HOTHbIX, KapTorpaduuecknx, N3onsaaHuin, gucceptauuin - 1,2;

- npu obecnbinuBaHuKU GoHAA C MOMOLLLLIO Mbliecoca - 1,3.

1.4.3. 3yyeHne bubnmoteyHoro poHAa




N HanmeHoBaHue npouecca, onepauuun. Coctas paboTbl EamHmua Hopma
n/n n3mepeHus BPEMEHMU,
MWH.
1 2 3 4
MoarotoBuTeNbHan paboTa No usydyeHuto GubaAMoTeyHoro poHaa:
1 |cocTtaBneHue naaHa paboTbl MO M3y4eHUo bubamoteyHoro GpoHaa OAVH NJaH 214,0
(4actn doHAa)
2 |nNoArotoBKa WHCTPYMEHTapusa No  u3ydeHWo 6GubanoTeyHoro| opHa Tabavua 6,3
¢doHAa; cocTaBneHme TabanLbl MO PAa3/IMYHbIM acnekTam U3yYeHus
3 |nopbopka 6Gubanorpapuyecknx nocobuin, MHGOPMALMOHHBLIX| OAHO Nocobue 20,0
CNUCKOB ANA nposBegeHua paboTbl No mM3yyeHuto 6mMbnmMoteyHoro
¢doHaa
4 |noprotoBKa MHCTpyKTaKa A/1a npoBefeHusa paboT Mo U3yyYeHuto OAMH 83,0
6mbnnoTteyHoro poHAa WMHCTPYKTaX
Bubnunorpadpuyeckoe nsyyeHme 6nbanoteyHoro ¢poHaa
O3HaKkoMJieHWe C cogeprkaHnem bubnmorpaduyeckoro nocobus,| oaHo nocobue
MHPOPMAUMOHHOIO CNMCKa 15 NPOBeAEeHUs PaboTbl MO U3yYEHUIO
6mbnnoTteyHoro poHAa
KonnyecTtBo HasBaHMI B NOCO6UK:
5 |1-25 15,7
6 |26-50 34,0
7 |51-100 68,0




CBepKa KapToOuyKM KaTasnora ¢ 6ubanorpadpuyeckmm onvcaHuem
[AOKYMEHTa, YKa3aHHOro B N0cobum; BHECEHNE OTMETKM O HAIMYUK
[OKyMeHTa B GoHAe:

OAlHA KapTO4Ka

8 |andaBuUTHbIN KaTanor 0,26
9 |cucTtemaTUYecKkuin Katanor 0,42
10 |cocTtaBneHne 6ubaMorpapuUeckoro onMcaHMs Ha OTCYTCTBYIOLLME | OZIHA KapTO4yKa 2,6
B 6MbMOTEKE AOKYMEHTbI
NPOCMOTP HAMO/NIHEHMA CUCTEMATUUYECKOrO KaTanora B PasIMYHbIX | O4HA KapTo4Ka
acnekrtax (no oTpacnAam 3HaHWA, BUAaM, rogam); conocTaB/ieHue
NONy4eHHbIX OAHHbIX c TEMATUKO-TUMOJIOTUYECKUM
(nepcnekTMBHbIM)  NNAaHOM  KOMMMEKTOBAHUA;  YTOYHEHUE,
BHECEHWE KOPPEKTMB B NAH KOMMNAEKTOBaHMUA
KoanyecTtBo KapToyeK B ALLMUKeE:
11 |1-500 43,0
12 {501 -1000 85,0
13 {1001 - 2000 173,0
CtaTucTMyeckoe usyyeHne bubamoteyHoro poHaa:
14 |3anonHeHMe cTaTUCTUYecKux Tabauu, (no coctaBy, AMHaMUKe M| ofAHa Tabnauua 19,3
CTeneHn MCnonb3oBaHMA GUBAMOTEYHOro GoHAA) Ha OCHOBaAHWUM
YYETHOM AOKYMEHTALUMn
15 |pacyeT nokasatenel KHUroobecneyeHHocTH, obpaLLaemocTy, O4MH 2,0
YMTAEMOCTHU noKasartenb
16 |cnaowWwHON MNPOCMOTP AOKYMEHTOB Ha CTennakaxX, noAcyeT No| OAMH AOKYMEHT 0,84

KHUXKHbIM GpOpMYyNapam AU IMCTKaM CPOKa BO3BPaTa KOMYecTBa




KHUrosblaa4y

17 | MapKnpoBKa Heucnosblyemoin 4Yactu ¢oHAa B 3aBUCMMOCTU OT| OAUH AOKYMEHT 0,26
NPUYKH, BbI3BaBLUMX HU3KYO 06palLaeMocTb

18 |3anonHeHue Tabanubl WHTEHCUBHOCTHU NCNoNb30BaHMA | OAHa Tabauua 50,0
6mbnnoTteyHoro poHAa
CocTtaBsieHMe M aHaAu3 Tabauy No msydyeHuro bubAMOTEYHOrO
¢doHaa
CocTaBneHue Tabanybl:

19 | no cocTaBy, pasBUTUIO U UCNOIb30BaHMIO BUbIMOTEYHOTO doHAaa oaHa Tabaunua 63,0

20 |no cTeneHW MCnNonb3oBaHMA ¢GOHAA B pPas/MYHbIX acnekTax (B| ogHa Tabavua 68,0
oTpacneBom, Mo BUAAM U3LaHWUI)

21 |no obbemy HeMcnob3yemol 1 masiocnpalimBaemoin Yact doHaa | ogHa Tabnvua 63,0
W NPUYMHAM ee HaKoNeHUs
AHanus Tabanubl: oAHa Tabnuua

22 |no cocTaBy, pa3BUTUIO U UCNONb30BaHMIO BrbanoTeyHoro poHAa ofiHa Tabnuua 56,0

23 |no cTeneHW MCNonb3oBaHMA ¢GoOHAA B pPas/NMYHbIX acnekTax (B| opHa Tabauua 56,0
oTpacneBom, Mo BUAAM U3AaHWUIA)

24 |no cocTaBy M BeANMYMHE HEMCNONb3YEMOWN M ManocnpaluMBaemon | ogHa Tabnauua 60,0
YyacT GoHAa U NPUYMHAM ee HaKonieHusA

25 |coctaBneHne nnaHa  MeponpuATMiA M NPeaNoXeHUn no OOMH NNaH 161,0

pesynbTaTam usydyeHua GboHaa




MpumeyaHue: Bpema NpoBeSEeHUA UHCTPYKTaXKa B HOPMY BPEMEHWU He BXOAMT; NpU paboTe ¢ OKYMEHTAMM Ha MHOCTPAHHbIX A3blKax K HOPMam BpeMeHU
npUMeHseTcs nosblwatowmii KoadduumenT 1,15.

1.5. O6cnyKmBaHue yntatenem

1.5.1. Paborta c uutatenem

N HanmeHoBaHue npouecca, onepauun. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMHU,
MWH.

1 2 3 4
3anucb yntatens B bUbAMoTeKy:

1 |npocMOTp AOKYMEHTOB uuTaTena (macnopT, YAOCTOBEpPEHWe,| OAMH yMTaTenb 1,7
NOpYyYMUTENbCTBO); MPOBEPKA HaMUMA YUYETHO-PErncTpaLMoHHOM
KapTOUKM Yntatenn

2 |3anonHeHWe d¢opmMynapa uMTaTeNn, YYeTHO-PErucTPaLMOHHONM | OAMH YATaTesb 2,0
KapTOYKM, YnTaTesIbCcKoro buneta

3 |o3HakomneHue  uuTaTena C  MNpaBUAamMM  MONb30BaHUA | OAMH YMTaTENb 5,0
61baMOTEKO, pacnonoxKeHnem GpoHAa, CNPaBOYHbIM annapaTom

4 |MOMCK M pPacCTaHOBKA YYETHO-PErMCTPALMOHHBLIX KapTOYeK Mo| OZHA KapTouyKa 0,26
andasuty bammunnit YutaTenen
Mepepervcrpaums YntTatenei

5 |nouck <¢opmynapa (perucTpaumoHHOM KapTOYKM) uMTaTens; | OAMH YATaTesb 12,0

BHECEHME U3MEHEHWUIN B HUX U YMTaTeNbCKuii bunet (yTouyHeHue
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aHKETHbIX [aHHbIX, HOBOIMO YMTaTENbCKOrO HOMepa, AaTbl
nepeperncrpaumm)

3anuch (nepeperucrpauus) uutateneil B aBTOMaTM3NMPOBAHHOM
pexume:

Habop Ha KnaBuaType CBeAEHMI O uyuTaTene: GaMuaus, UMA,
OTYECTBO, XapaKTepusylowme ero npusHaku (obpasoBaHue,
CneunanbHoOCTb, MHasa MHpopmMauma), Koz

O4WH YnTaTeNb

6,0

OCYLLECTB/IEHNE KOHTPO/A 338 BO3MOMHbIM Ha/IMYMEM [AAHHbIX O
yuTaTene, 3anucasllemca B 6ubanoTeky (paHee 3anucaH, AuLLEH
npaBa NoAb30BaHMA)

OAVH YnTaTesb

1,0

odopMIeHNE KoAa YMTaTeNA C KOHTPOIbHbIM Pa3pPsLOM U CPOKOM
No/sb30BaHMA YMTaTe/IbCKMM OWIETOM Ha OCHOBE BblAAHHOWM
nHpopmaymm

OA4WH YnTaTeNb

0,52

BblBEEHNE Ha MPUHTEP CBEAEHMI O 3anucaBLUEMCA yuTaTene B
Buae 61aHKa, Bblpe3aHue 61aHKA M BKAEWKA ero B YMTaTeIbCKU
bunet

OAVH YnTaTeNb

1,3

PaboTa AMcneTyepcKom cnyKobi:

10

npmnem 4YumtTaTenbCKOro TpeGOBaHMFI,' npoBepKa MpaBUIbHOCTU
3anoiHeHUA Tp86OBaHMl7‘I, YTO4YHEHUE mMecCTa XPaHeHUA
AOKYMEHTOB;, OTMETKA B AmcnequpCKoﬁ CEeTKe, nepenada
TpeﬁoBaHWr'l B KHUTOXpaHeHUE

04 HO
TpeboBaHue

0,73

BbinosHeHWe TpeboBaHuit noTpebuTenel, Bblgada 4OKYMEHTOB U3
OCHOBHOIO KHUFOXPaHEHMUS:

11

nony4yeHue TpeboBaHMI, perncTpaums, nogbopka ux no wndpam

0AHO
TpeboBaHue

3,0

12

NOUCK OOKYMEHTa, HaHeCeHne OTMETKHM Ha Tp€‘6OBaHMM, KHUXXHOM

OfiIHO

5,0




dopmynsape, AMCNeTYEepPCcKon ceTke TpeboBaHue
13 |ycTaHOBNEHME MecTa HaXxOXAEHWA HEeHAaNAEHHOro AOKYMEHTA Mo o4HO 7,0
CMpaBOYHbIM KapTOTEKAM, KaTanoram TpeboBaHue
14 |Bblgaya AOKYMEHTA W3 OTAENA KHUTOXpaHeHwus noTpebutento;| oAuH AOKYMEHT 2,0
OTMETKa Ha KHUXHOM dopmynsape, TpeboBaHUM
15 |npuHATME [AOKYMeHTa OT noTpebuTensa; MOUCK KHWUMKHOMO | OAWMH AOKYMEHT 3,0
dopmynsapa, TpeboBaHMA; NoraleHne OTMETKKN O Bblgaye
Bblaaya KOMNNEKTOB AOKYMEHTOB BO BpeMeHHOe MO/aAb30BaHue
noapasgeneHnam 6nbanoTeku:
16 | odopmneHune 3a8BKM HA KOMNNEKT AOKYMEHTOB, NepesaBaemblii B| 0OAHA 3aABKa 5,0
CTPYKTYpHOe nogpasaeneHuve
17 |nopbop [OKYMEHTOB B KOMIMJIEKTbl, HanucaHWe BTOPOro| OAUH AOKYMEHT 40,0
3K3eMNIApa KHUXKHOTo popmynapa (MHAMKaTopa)
Bblgaya KOMMIEKTOB [JOKYMEHTOB; OTMETKa Ha KHWMXXHOM | OAWH LOKYMEHT
dopmynsape (MHAMKaTOpPE) AaTbl BblAAYM, AAHHbIX MOAPA3AENEHUSs,
NoAy4aloLLero KOMNAEKT
KoanyecTBo AOKYMEHTOB B KOMMJIEKTE:
18 |25 6,8
19 |50 13,5
20 |200 108,0

MonyyeHne  KOMMAEKTOB  AOKYMEHTOB  OT  CTPYKTYPHbIX
noApasaeneHnin; MoucK KHuWKHoro dopmynsapa (MHAMKaTOP);
noraweHne OTMETKM O BblAaye, BJIOXKEHME ero B AOKYMEHT

OANH KOMNNEKT




Konnyectso AOKYMEHTOB B KOMMJIEKTE!

21 |25 6,8

22 |50 13,5

23 (200 108
O6cnynBaHMe unTaTesiell B YUTa/IbHOM 3aJie:

24 |npoBeAeHWe KOHCynbTauumn, becedbl C yMTaTesiem Yy KaTasoros, ofHa 5,0
KapTOTEK, KHUXKHbIX MNONOK, MHOOPMUPOBAHNE UNTATENA O HOBbIX | KOHCyNbTauumA
NoCTyNNeHUAX
Mopbop AOKYmMeHTOB B noacobHOM ¢OHAE UUTANbHOrO 3a0a;| OAWH AOKYMEHT
nepegaya Ha Kadenpy Bblaaum:

25 |no TpeboBaHuIO YnTaTens 2,0

26 | no ycTHomy 3anpocy 1,7

27 |no onpeaeneHHoMn Teme 3,1
Mopgbop AOKYMEHTOB NO yyebHOW nporpamme Ha OCHOBAHWUW | OOMH KOMNAEKT
MaKeTa KOMM/IEKTa OKYMEHTOB, BblAaBaeMbiX CTyAeHTaM; nogbop
y4ebHUKOB No ¢dakynbTeTam, Kypcam, rpynnam; cBepKa KHUMKHbIX
dopmMyNApPoOB C Ha3BaHWUEM KHUT, MHBEHTAPHbIMWU HOMEPaMMU
Konnuecteo AOKYMEHTOB B KOMMEKTE:

28 (10 2,7

29 (20 5,4

30 (40 10,8

31 |Bbldaya [AOKYMeHTa: CBepKa BblJaBaemMoro JAOKYMeHTa C| OAMH [OKYMEHT 2,0




YUTATE/IbCKUM Tpe6OBaHVIEM; NpoBEPKa HannymAa CTpaHuL,;
BHeCeHMe 3anncnm Ha YUTATE/IbCKOM Tp66OBaHMVI (KOHTpOﬂbHOM
I'IMCTKe),' BNOXEHNE B UNTATE/IbCKUN 6MﬂeT, PaCcCTaHOBKA, OTMETKaA
KHUToBblAa4un

32 |nonyyeHue AOKYMeEHTa: CBEPKa ero c TpeboBaHMem (KOHTPONbHbIM | OAUH AOKYMEHT 2,0
JINCTKOM); NPOBEPKa COXPaHHOCTU AOKYMEHTA, HaiN4YMA CTpaHuL,

BHECEHME OTMETKU O npueme

33 |nonyyeHne [OOKYMEHTa, 3aKasaHHOroO u4uTaTenem B OTAeNe | OAMH AOKYMEHT 0,5
KHUroOXpaHeHus

34 |nepegaya OOKYMeHTa, COAHHOrO  4yutatenem, B OTAEN | OAMH AOKYMEHT 1,0
KHUrOXpaHeHus
OTbop 1 nepesaya 4OKYMEHTOB Ha KONUPOBaHME: OZINH OOKYMEHT

35 |oTbop AOKYMeHTOB (OTAeNbHbIX CcTaTei) ANA nepegayn Ha| OAvH AOKYMEHT 5,0
MUKPOPUIbMUPOBAHME N KONUPOBaHME

36 |noAroToBKa [AOKYMEHTOB K KOMWPOBaHUIO; opopmieHMe 3aKasa;| OAMH AOKYMEHT 3,0
perncrpaums B y4eTHbIX dopmax

37 |nonyyeHne MUKpodUAbMA WM KOMUWU; NPOBEPKA MNPABUABHOCTU OAMH 3aKas3 5,0
BbINO/IHEHUSA 3aKa3a
O6cnyxunBaHMe unTaTenen Ha aboHemeHTe:

38 |noabop AOKYMEHTOB A/18 PEKOMEHAALMN YNTATENSM OAMH OOKYMEHT 5,0
Bblgaya AOKYMEHTOB u4uTaTento, Nouck dopmynapa uutaTtend,| OAMH AOKYMEHT
yKasaHMe CcpoKa BO3BpaTa, MNpPOBEpPKa HaAMuMA  CTpaHWUL,
obcnyKumBaHue:

39 |B3poCabIX 2,7




40 | peten 3,2
41 |npoBeaeHune beceabl C unmTaTenem, MHPOPMUPOBAHME O HOBbIX| OAMH YUTaTEsb 5,0
NOCTynAeHuAX
MonyyeHne AOKYMEHTA OT YMTaTeNsA, BHECEHNE OTMETKM O NpUEME; | OANH SOKYMEHT
NPOBEPKa Ha/IMYMA CTPAHUL,; BAOXKEHUE KHWMKHOTO Popmynapa;
obcnyKmBaHue:
42 | B3poCabIX 1,8
43 | peten 5,0
44 | npogsieHne CpoKa NOJIb30BAHUA AOKYMEHTOM; MOUCK dopmyasapa | oamH dopmynap 3,0
yuTaTena; BHeCEHMEe OTMETKMU O MPOAJIEHUN CPOKA NO/Ib30BAHUA
Co3gaHue Konuii AOKYMEHTOB NO 3anpocam YnTaTenemn:
45 | KOHCcynbTaumAa YnTaTenen No BblIbOpy NapameTpPoB KONMPOBAHMS ofHa 5,0
KOHCyAbTaumA
46 | co3gaHue 31eKTPOHHOM KoMK C OpuUrMHana OflHa CKaH- 0,15
Konua
47 |co3paHue bymaKHOM Konum € opuUrMHana of4Ha CTpaHuua 0,15
48 | co3paHue Konmm ¢ MUKpPodopm OAMH Kaap 0,5
49 | neyaTb ByMaXKHbIX KON AOKYMeHTOB 13 Jb OAOMH NnCT 0,08
50 |co3paHue 31eKTPOHHOM GOTOKONMM C OPUTMHAA O4MH Kaap 5,0

MprmeyaHune: K Hopmam BpemMeHU NPUMEHSIOTCA NMOBbILLAOLME KOIOOULMEHTDI:

- Npy 0bcnyKMBaHUKN YnTaTenen KNHoGoTopoHOAOKYMEHTAMM - 1,2;




- HOTHbIMU, KapTorpadunyeckMmmn, nsonsgaHmamm - 1,15;

- cneunanbHbiMn BUOAaMU Hay“IHO-TEXHM‘-IeCKOﬁ NNTEPATypbl N AOKYMEHTAUUN - 1,1;

- Npu paboTe c LOKYMEHTAMM HA MHOCTPAHHbIX A3bIKax - 1,15;

- Npu paboTe ¢ LOKYMEHTAaMM Ha A3blKax A3nn n Adpuku - 1,5.

1.5.2. BHyTpeHHAs paboTa

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EanHuua Hopma
n/n n3mepeHus BPEMEHM,
MWH.

1 2 3 4
MoAaroToBKa K Bblaave:

1 |pacctaHoBKa dopmynsapoB uuTaTenel (no cpokam, Homepam,| oauH dopmynsap 15,0
andasuTy)

2 |noasepeHne utoroB paboTbl 3a Npoleslwui AeHb, BHeceHue eXeHeBHO 9,2
3anucKu B AHEBHUK

3 |noabop AOKYMEHTOB NO NpeaBapuTe/bHbIM 3aKa3am YynuTaTenel U | OauH AOKYMEHT 3,0
naaHam YTeHus

4 | NPOCMOTP HOBbIX MOCTYM/IEHNI ANA PEKOMEHAAUMMN YNTATENAM OZVH LOKYMEHT 2,0

5 |npocmMoTp M NOMOAHEHWME  KHWMKHbIX  BbICTAaBOK, ALUMKOB| OAVH AOKYMEHT 3,0
cB060AHOro BbI6OPa KHUF, TEMATUYECKUX MNOOK U CTeNNAXKEN

6 |noaroTtoBKa paboyero mecrta eXKeZlHEBHO 10,0
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PaboTa ¢ dopmynsipom untaTtens:

7 |aHanu3 ¢GOpMynsapoB uMTaTeNIe, BbISIBIEHUE UMTATE/IbCKUX | 0AMH popmynsap 4,3
MHTEpecos

8 |cocTaBneHWe KapToOuKM ANA KapTOTEKU YMTATE/IbCKUX MHTEPECOB; | OAHa KapTouKa 0,86
COCTaB/I€HME CNUCKA YNTATENbCKMX MHTEPECOB

9 |3anucb B popmynsape yMTaTens o pesysibTaTax aHa/M3a YTEeHUs 3a| OJHa 3amnucb 3,6
onpeneneHHbI nepuog,

10 |3anucb B AHEeBHWKe OWBAMOTEKApA O AMHAMUKE YTEeHWs M| OJHa 3anucb 9,2
MHTepecax yntatena (rpynnel yntatenemn)
PaboTa c untatenamm, He BO3BPATUBLUMMWN JOKYMEHTbI B CPOK:

11 |nouck ¢opmynsapos umtaTesieil, He BO3BPATUBLUMX AOKYMEHTbI B| 0AMH popmynsap 1,0
CpPOK

12 |HanucaHMe OTKPbITOK-HAaNOMWHAHUI O BO3BpaTe [AOKYMEHTOB; | OAUH popmynap 2,0
OTMETKa AaTbl HAaNOMUHAHUA Ha dopmynsape

13 |onoseuweHne (no TenedoHy) uuTaTenAa, He BO3BPATMBLLEro | OAUH popmynap 4,0
OOKYMEHT B CPOK; OTMETKA AaTbl HANOMWHaHMA B dopmynspe
ObecneyeHne KOHTPOIA 3a CPOKaMM BO3BpaTa fOKYMeHToB B AC:

14 | BbIBOA, Ha NPUHTEP CNNCKA YnTaTenei 1 aboHEHTOB-3a40/I3KHNUKOB OAWH CNUCOK 0,16

15 |cocraBneHune cnucka 3a401KHUKOB OAWH CMUCOK 0,16

16 |pacneyaTKa Ha NPUHTEPE HANOMUHAHUA abOHEeHTamM M YUTATENAM O | OAMH CIUCOK 2,2
CpOoKe BO3BpaTa (agpec, Ha3BaHWA B3ATbIX IOKYMEHTOB)

17 |u3bATMe u3 6asbl AaHHbIX CBEAEHUI O 3aHATOCTU BO3BPALLEHHbIX | OZAHa 3anucb 0,4

AOOKYMEHTOB




OdopmneHre noncka 3aL0/1KHUKOB Yepes cys,:

18 | konupoBaHue popmynapa uMTaTens; yToMHeHne aBTopa, Ha3BaHus, | OANH AOKYMEHT 2,7
MHBEHTAPHOIro HOMepa, LeHbl AOKYMEHTa, He BO3BPALLEHHOrO B
CpOK; nepeuucieHune roCnoLUANHbI 3a odopmneHune
MCNONHUTENIbHbIX HAANWUCEN; Nepecbl/iKa Aena B cy4;

19 |nonyyeHme u odopmneHne [OOKYMEHTOB W3 HOTApPWaNbHOW | OAUH AOKYMEHT 2,7
KOHTOpPbI (NpocTaB/feHMe HOMepa pPacyYeTHOro c4yeta, Homepa
WCMNOJIHUTENbHOM HaZNUCK)

20 | cocTaBneHue aKTa Ha onsaTy Yepes cyq yTepAHHbIX LOKYMEHTOB O4WNH OOKYMEHT 2,7
MNpuem AOKYMEHTOB B3aMeH YTEPAHHbIX:

21 [noucK uuTaTenbckoro ¢Gopmynspa; BHECEHME COOTBETCTBYIOLLEN | OAMH AOKYMEHT 5,0
3anucn B dopmynsap, TeTpadb y4vyeTa KHUF, MPUHATbIX B3aMeH
YTEPAHHbIX

22 | npocMOTp AOKYMEHTa, Npeasaraemoro B3aMeH yTepAHHOTO OANH JOKYMEHT 2,0
PaboTa c oTKazamu:

23 |y4yeT M KnaccudmKaLMA OTKA30B: OTMETKA HA INCTKE YNTATENIbCKOTO 0fHO 1,6
TpeboBaHMA NPUYMHBI OTKa3a TpeboBaHue

24 | paccTaHOBKa ynTaTesbCKMX  TpeboBaHUi B KapToTeKe o4HO 0,32
"Hey[0BNETBOPEHHbIN cripoc” TpeboBaHue

25 |aHanu3 0TKa3oB, COCTABJAEHME CBOAKM OTKA30B B OTPACAEBOM OfMH OTKa3 1,0
pa3pese (MO NpuMYMHAM OTKasa M MepaM WX JIMKBUAALMU WU
npeaynpexaeHus)

26 |cocTaBneHne 6MBAMOrpadUUEcKOro OMUCAHUS Ha LOKYMEHTHI, o4HO 2,0
MMetoLmne Hanbosbluee YNCNO OTKA3oB, M Nepefava KapTouyku B | Bubaunorpadpuye

oTAe/ 1 KOMNNEKTOBAHNA

CKOe onuncaHune




1.5.3. BHecTaumMoHapHoe o6cnyKunBaHme

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EanHnua Hopma
n/n n3mepeHus BPEMEHM,
MWH.

1 2 3 4
OpraHuszayma 6MbanoTeYHbIX MYHKTOB, NepeaBUKHbIX 6MBANOTEK:

1 |3aKntouyeHue Jorosopa mexay 6MbnmoTekon n opraHnsaumen, rae| OAWMH AOroBop 270,0
6yAeT ocyWwecTBNAATLCA BHECTALMOHApPHOE 06C/yKMBaHNe

2 | odopmneHne popmynspa 6UBANOTEYHOTO NYHKTA oauH dopmynsap 13,5

3 | opopmneHne Nanku ¢ AOKYMeHTaMu ([0oroBopa, AOBEPEHHOCTU Ha OoAHa nanka 13,5
noay4vyeHue KHuUr, popmynspa 6MbAMOTEYHOrO MyHKTA, OTYETOB U
APYrMX LOKYMEHTOB)

4 |cocTaBfieHME CXeMbl pasmelleHus OMBNMOTeYHbIX MYHKTOB Ha| oOAHa cxema 126,0
TEPPUTOPUN roposa, PaioHa

5 |coctaBneHune rpadmka obMeHa [OKYMEHTOB, HAXOAAWMXCA B| OAMH rpadumk 18,0
H6MBMOTEUYHDbIX NYHKTAX, NepeaBuKHbIX BUbanoTeKkax

6 |cocTaBneHWe naaHa MeTOAMYECKOW MOMOLM BUbanoTeKkapam- OAMH NAaH 46,0
06LLecTBEHHMKaM

7 |odopmneHune ob6baBAEHMA O AHAX U Yacax paboTbl 6ubaMoTeYHOro 0AHO 12,0
NYyHKTa, NnepeasuKHoN bubanotekm obbaBneHue

Moabop KOMMNAEKTOB AOKYMEHTOB ANA OGUBIMOTEUYHOro MyHKTa,
nepeaBuKHoM 6MBANOTEKN
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MoabopKa KOMMNIEKTa LOKYMEHTOB

O4ANH KOMNNEKT

Konunyectso AOKYMEHTOB B KOMMJ1EKTE!

8 |10 15,0

9 (30 45,0

10 |100 148,5

11 |BblaaYa AOKYMEHTa B 6MBAMOTEYHbIN NYHKT; OTMETKA B KHUMHOM | OAWNH [OKYMEHT 2,0
dbopmynape AaTbl BblAAUYN, HOMEpPaA NYHKTa

12 |3anucb B dopmynsape 6O6MOBAMOTEYHOrO MyHKTA AaTbl BblAayYn| o4Ha 3anucb 1,0
OOKYMEHTOB, KOJIMYECTBa BbIAAHHbIX W BO3BpalLEHHbIX B
CTauMoHap AOKYMEHTOB

13 |paccTaHOBKa  KHUXHbIX  GOPMYNAPOB B KapTOTEKY 33| OAMH KHUMKHbIN 0,4
pasgenutenem curibl 6MBAMOTEYHOTO MNyHKTa, NepeaBUsKHOM dopmynsap
61bnnoTeKM, BHYTPU No andasuty damuanit aBTopos

14 |npvem AOKYMEHTOB M3 6MBAMOTEYHOro MNYHKTa, NepeaBUMKHON | OAWNH AOKYMEHT 1,6

6MBNMOTEKN: MPOCTaBAEHME OTMETKM O MpUeme; BOXKEeHUe
dopmynapa B LOKYMEHT




1.6. O6cnyKmMBaHWe No mexbumbamoteuHomy aboHemeHTy (MBA)

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EanHuua Hopma
n/n n3mepeHua BPEMEHM,
MUH.
1 2 3 4
O6cnyxunBaHme untatenen 6ubanorekmn no MBA:
1 |peructpauua ymtatens, nonbsyroweroca MBA OAMH YnTaTenb 1,35
2 |3anosnHeHMe 6naHKa-3aKasa, NPOCTaB/AEHME PErUCTPALMOHHONO O[MH 3aKas 2,2
HOoMepa, [aTbl
3 |yTOYyHEeHMEe VYKa3aHHbIX YuTaTesNleM CBEAEHWM O 3aKasaHHOM OAMH 3aKa3 1,6
OOKYMEHTE, LeNM 3anpoca, MWCTOYHWKA, OTKyAa MOJyYeHbl
cBefeHuA
Bubnnorpaduyeckas AopaboTKa 3aKasa; YyTOYHEeHMEe
6mbnnorpadmyecknx ceeaeHmii:
4 | no cnNpaBoOYHbIM U3JAHUAM 27,0
5 | npu nomoLwn aBTOMaTU3MPOBAHHbIX CPeACTB 0,22
6 |NpoBepKa HanMuMA 3anpaliMBaemoro JOoKymeHTa B 6ubnmoTekax | oauH AOKYMEHT 10,2
ropoaa, obnactu, permoHa, B TOM YMC/ie MO CBOAHbIM KaTasioram
7 |HanpasneHve 6naHKa-3akasza C MNPOCTaB/NEHHOMW OTMETKOM OJMH 3aKas 0,27

(wtemnenem) "B ropose HeT' B OTpacneBoOl, yHMBeEPCa/bHbIM
UeHTp unn B 6ubamoTeky (opraH uHbOpmauUuKM) NO AaHHbLIM
CBOZHbIX KaTanoros
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3anuncb CBEAEHUI 0 HanpaB/ieHUK 3aKasa no MBA (HanmeHoBaHue
61bnmoTeku, gata) Ha 060pPOTHOM CTOPOHe BraHKa 3aKasa

O4Ha 3annucb

1,4

nomeleHue 61aHKa-3akasa B "KapToTeky 3anpocos yMTatene no
MBA" 3a pasgenuTtens "3anpocbl no MBA, Hanpas/ieHHble B Apyrue
6nbanortekmn"

OfHO
TpeboBaHue

0,32

10

npuem AOKymeHTa, npucaaHHoro no MBA; BCKpbITMe BaHaeponu,
NpoBepKa COCTOAHME AOKYMEHTa, OTMETKa AaTbl MOAyYeHuAa W
Ha3BaHMA OWBAMOTEKW, BbICNABLIEN [OOKYMEHT, WMHBEHTAPHOIO
HOMepa, CPOKa NO0/b30BaHWA; NepecTaHoBKa 6/1aHKa-3aKasa M3
pasgena KaptoTteku "3anpocbl no MBA, HanpasieHHble B Apyrue
6mbnmotekun" B pasgen "MonyyeHHble no MBA usgaHus"

OAVH JIOKYMEHT

3,8

11

n3iselieHne 4ymtatena o NnonyvyeHUn 3anpoweHHOro OKymeHTa U
CPOKe No/1b30BaHNA UM

04HO
nsBseLleHne

1,35

12

BblAa4a YMTATENIO NONYYEHHbIX N0 MBA AOKYMEHTOB B YMTa/IbHOM
3ane (B cnyxkebHom nomelweHun 6MBAMOTEKMU); CBepKa
Bbl4aBAaeMOro A4OKYMeHTa ¢ 61aHKOM-3aKa3oMm; NPOBEPKa HaMumA
CTPaHWL, U COCTOAHUA LOKYMEHTA; OTMETKA BblAauu

OAVH JOKYMEHT

1,0

13

npuemM JOKYMEHTa OT uuTaTenss B YMTa/NIbHOM 3a/e; CBepKa
AOKYMeHTa C 4acTblo 6/1aHKa-3aKasa, MpoBepKa COXPaHHOCTM
[OKYMEHTa; BHECEHME OTMETKM O Npueme; NomeLleHMe OKYMEHTa
B CMeLManbHO BblAe/eHHOE MeCTO (3aKpbITbIN WKad)

OAVH JOKYMEHT

0,5

14

n3BneveHve 61aHKa-3aKasa M3 KApPTOTEKM, 3anucb cBedeHui 06
OTNpaBKe W34aHWA (JaTa, HOMepP MOYTOBOrO OTNPaBAEHUSA);
nepecTtaHOBKa INCTKa M3 pasgena "MonyyeHHble no MBA nsganus"
B pasaen "BosBpalLeHHas autepartypa”

OAMH INCTOK
TpeboBaHuA

1,0

15

NoAroToBKa K  OTNpaBKe  [IOKYMEHTOB B 6ubanoTeky-
doHaoaeprKaTeNb 3aKa3zHOM DaHAEepPO/blo; yNnakoBKa baHaeponau;
B3BElLUMBaHME  ee; HaK/feMBaHWUe  MapKu (ecnu HeT

OAIVH JIOKYMEHT

3,6




LI,EHTpaﬂM3OBaHHOl7I onnartbl neperanM); HanncaHune apgpeca;
COCTaBieHMe onncun

16

paboTa c oTKaszamm

OAMH OTKa3

1,03

17

coobuieHne B oTaen obCay:KMBaHUA O NOMYYEHUW OTKasa (aata,
NpUYKNHa)

OAuH OTKa3

1,35

O6cnynBaHmne aboHeHToB No MBA

Mpuem 3aKka3os:

18

npu oTCYTCTBMM HoMepa aboHeHTa Ha 61aHKe-3aKa3e NpoBepKa no
KapToTeKke aboHEHTOB, abOHUPYETCA 1N AaHHaA OpraHM3aums

OAuH OTKa3

1,0

19

opraHusaumns aboHupyeTca: npocTaBieHWe Homepa Ha bnaHke-
3aKase; CBepKa ajpeca, Ha3BaHWMA oOpraHusaumu, damumann
OTBETCTBEHHOro No MBA; BHECEHME U3MEHEHUI B KAPTOUKM

OAVH OTKa3

3,6

20

nepBu4YHoe obpalleHre aboHeHTa B TEKYLLEM rofy: NPOCTaB/ieHue
B KapTOuYKe roga obpalleHuns, aatbl

OAVH OTKa3

3,6

21

odopmneHue aboHeHTa (opraHM3aums paHee He aboHMpoBanach):
npuceoeHne aboHEHTYy HOMepa; 3anojiHeHME  KapTOuKu
pernctpauum aboHeHta MBA u pasgenutena (bopmynsap);
YKasaHWe MOo/JHOro HavMmeHoBaHMA 6uMBAMOTEKM, MOYTOBOrO
agapeca, TenedoHa, GamuUaNU, UMEHWU, OTYECTBA OTBETCTBEHHOrO
N1Ua, AaTbl OTKPLITUA U HOMepa aboHeHTa

0AuH aboHeHT

5,0

22

PaCCTAaHOBKA PErMCTPAUNOHHDBIX KapTOY€EK B KapPTOTEKY

OAHA KapTO4Ka

0,32

23

odopmneHune n3BeleHns Ana aboHeHTa (cTaHAApTHOE U3BellleHne
06 OTKpbITUM aboHEMEHTa); 3aNpoCc HeAOCTaKOLWNX CBEAEHNI Ans
KapTOTEKN TUMOBbLIM MMCbMOM

OfiIHO
usselleHne

1,6

24

npoBepKa npaBuUIbHOCTU 3ano/IHEHUA 6naHKa-3aKa3a,

oAuH biaHK-

3,8




3a[0/1I3KeHHOCTM aboHeHTa, NpocTaBieHne Ha obopoTe 1-i yactu
6n1aHKa-3aKasa (cTp. 2) cBoero wremnens M AaTbl NOJAyYeHUA
3aKkasa B pybpuke "CnyKebHble OTMETKM 6ubaMoTekapa" npu
BbIMOJIHEHUN W MNepeHanpaB/eHUN 3aKasa B CTpoKe "pailoHa,
ropoga"

3aKa3

25

nepegaya Ha y4yacTok paboTbl C OTKasamMu HenpaBW/bHO
odOpPMNEHHbIX 3aKa3oB (HeT nevyatw, noAnucu, Hepasbopumso
odOpPMNEHHbIE, HE Ha fA3blKe OPUrMHaNa) U 3aKa30B abOHEHTOB-
3a[10/1KHUKOB

oAuH baHK

0,43

26

WndpoBKa 3aKasoB aboHeHTOB; NoabopKa 6/1aHKOB-3aKa3oB Mo
andaBuTy; NPOBEPKA HANMYMA AOKYMEHTA NO KaTtanory

oAuH bnaHK

2,7

27

NnoAroToBKa AOKYMEHTA K BblAaye: CBepKa AOKYMeHTa ¢ 61aHKoOM-
3aKa30M; NPOBEepKa Ha/Muma CTPaHUL, U COCTOSHUA OOKYMEHTa;
npocTaB/ieHne Ha 6naHKe-3aKase (nnueBoi ctopoHe 1-i u 3-i
yactn ctp. 1, 5) wKMdpoB AOKYMEHTa; yKasaHWe WHBEHTAPHOro
HOMepa, KoAn4YecTBa AOKYMEHTOB, AaTbl Bblgayu; Ha 060pOTHOW
CTOpOHe 2-11 yacTu (cTp. 3) npocTaBneHue WwWremnena 6UbaMoTeKu ¢
Ha3BaHMEM M MOYTOBbIM aAPECOM, YyKasaHMe CpoKka BO3BpaTa,
B/IOMKEHMe 2-i 4YacTM 61aHKa-3aKkasa B BblAABAEMbIA AOKYMEHT;
npocrasieHne Homepa 6aHAEPONN BHU3Y

OAMH LOKYMEHT

1,4

28

NOCTaHOBKa 3dKa3a Ha o4epenb (B CcQlydae 3aHATOCTU I/I3,Cl,aHI/I’r'I),'
a6OHEHTy OTnpaBKa n3selweHnAa

O4WH 3aKa3

1,6

29

nepefadya M34aHMA Ha KOMMpoBaHWe (Npw 3aKase Ha ¢parmeHT
M34aHUA: CTaTbA U3 KypHana, cbopHMKa)

O4WH 3aKa3

2,7

30

OTnpaBka AOKYMEHTOB aboHeHTam: ynakoBKa 6aHp,ep01w|;
B3BeWMBaHWUE, HaKnenBaHune MapKu; HanncaHne ajgpeca;
COCTaBieHMe onncum

OAVH JOKYMEHT

2,5

31

paccTaHoBKa 6n1aHKOB-3aka3oB (1-A 4acTb) Ha BblAaHHble

OAIVH JIOKYMEHT

0,32




OOKYMEHTbI (BbICNaHHbIE) B KapTOTEKY 06C/yKMBaHUS abOHEHTOB
B pasaen "BbiaaHHble no MBA nsaaHuma"

32

6ubnunorpadmyeckas OopabOTKA HEBbLIMNOMHEHHbIX  3aKa30B;
yTOouHeHne 6ubnnorpaduyeckmx cBeaeHUin Mo  CrnpPaBOYHbIM
M3OaHUAM

OANH AOKYMEHT

3,2

33

BblAB/IEHUE HA/MNMYUNA 3aNpallMBaeMOro JOKyMmeHTa B 6ubnnoTtekax
ropoaa, permoHa

OAVH JIOKYMEHT

10,2

34

odopmneHune 3aKkasa K nepeHanpas/ieHno B gpyrne bubamorteku;
yKa3aHue Ha 060poTHOM cTopoHe 1-i yacTn biaHKa-3akasa (cTp. 2)
NMPUYMHbI W AaTbl nepeHanpasieHus (wTemnen "Hetr B
6ubnoTeke, HeT B BbMOTEKaxX ropoaa..."); OTMETKM O NPOBEPKe
Nno CNPaBOYHbIM U34aHUAM, CUNbl BUbAnoTeK-boHaOAEpKaTeNel
no CBOAHOMY KaTasory

OAVH 3aKa3

2,7

35

OoTnpaskKa a6OHEHTy n3BelweHnA O nepeHanpaBaeHM 3anpoca C
YKa3aHnem 6M6I'IVIOTeKM, KyAa OH OoTnpas/iieH

OAiHO
nsselleHne

1,6

36

perncTpaumsa oTKasa B Y4YeTHbIX dopmax; OTrnpaBKa aboHeHTy
61aHKa-3aKasa (3-10 YacTb) B C/ly4ae HEBO3MOXKHOCTU BbINOJHEHMUSA
C OTMETKOW 0 NMPUYMHE OTKa3a B COOTBETCTBYHOLLEN pybpuKe

OAVH OTKa3

3,6

37

npuem AOKYMeHTa, BO3BPALLEHHOrO aboHEeHTOM; MosyyeHne Ha
noyte, BCKpbITMe GaHAEpONU; NMPOBEepKa COCTOSHMA LOKYMEHTA;
n3BneyeHne OnaHKa-3akasa W3 KApPTOTEKM OBCAYKMBAHMSA
aboOHEHTOB, YyKasaHMe Ha Hem faTbl BO3BpaTa LOKYMEHTa,
nepectaHoBka 6/1aHKa-3aKkasa B pasgen  "BosBpalieHHas
nuTtepaTypa"

OAIVH JIOKYMEHT

3,2

38

obecneyeHune KOHTPO/1A 3a CPOKaMM NOJ1Ib30BaHNA OOKYMEHTaMU:
BblAB/EeHNE OO0/1KHUKOB, HanpaB/ieHne HaNoOMWHaHMM

OAIVH JIOKYMEHT

1,6

BbinonHeHue pabort B AC:




39 |dopmupoBaHMe 6a3sbl AaHHbIX 06 abOHEHTax No COOTBETCTBYIOWEN | OANH abOHEHT 5,4
¢dopme, BBOA MHGOPMALUMM O HOBOM abOHeHTe

40 |nouck B 6a3e AaHHbIX CBeAEHUIM 06 abOHNPOBaHUM OpraHU3aunmn; | oanH aboHeHT 3,6
BHECEHWE N3MEHEHMW

41 | BBOA MHbOPMALMKN O NPUEME 3aKa30B OT abOHEHTOB OAMH 3aKa3s 0,27

42 |BBOA, WHOOPMAUMM O MNepeHanpaB/eHMM 3aKas3a, BbIBOL, Ha OJMH 3aKas3 1,6
NPUHTEP MU3BELLEHWNA O NepeHanpaBaeHMN 3aKasa

43 |BBOA, AaHHbIX O MOCTAHOBKE 3aKasa Ha ouepenb; COObLLEeHWe O[MH 3aKas 1,6
aboHeHTy

44 | perucTpauma BblAaHHbIX aDOHEHTY AOKYMEHTOB, MPOCTaBJEHWE | OAWH AOKYMEHT 2,7
CpOKa BO3BpaTa

45 |ypaneHve U3 maccvBa AaHHbIX O BO3BPALLEHHOM AOKYMEHTE OANH [OKYMEHT 0,16

46 | obecneyeHune KOHTPOIA 3a CPOKaMM BO3BPATA AOKYMEHTa: MOUCK U | OAMH abOHeHT 2,7
0TH60P AaHHbIX B MAMATN MALUMHbI O 3a40/13KHUKAX; BbIBOA, HYKHOM
MHGOpMaLMM Ha NPUHTEpP; pacrneyaTKa CMAMCKOB C YKasaHMEM
aapeca aboHeHTa
1.7. MaccoBas pabota

N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma

n/n n3mepeHua BPEMEHM,

MUH.
1 2 3 4
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MNMoarotoBKka MaccoBbIX meponpunatn n

OnpepeneHne Tembl, COCTaBa ayAWUTOPWUW, OTBETCTBEHHOrO 3a
MeponpuaTMe B LUENOM; COCTaBNeHMEe MaHa NOArOTOBKM
MeponpuaThA, BOMPOCOB AnAa obcyKaeHwa, npurnaweHue
KOHCY/IbTQHTOB, JEKTOPOB; NOABOpPKA [OOKYMEHTOB MO Teme
MepOonpUATUA; OpraHu3aLMA BbICTaBKM AuTepaTypbl, aibbomos;
OMOBELLEHNE uYuTaTenem O MeponpuaTUM Yepes adum,
ny6avkaumMmM B neyatw, NoO pagumo, TeNeBUAEHUIO; BbIABAEHUE
BbICTYNalOLWMX; MevyaTb W PacnpoCTpaHeHUe MPUrNACUTENbHbIX
6uneToB; NOAroTOBKa NOMeELLEHUA; NMPOBefeHNe COBeLaHUA Mo
MTOram MnogroToBKM U NpoBefeHUA meponpuatusa, odopmaeHue
npoToKona:

ofHO
meponpusaTne

ynTaTeNbCKana KoHbepeHuns 4900,0
IUTEPaTYPHO-XY40XKECTBEHHbIN BeYep, BEYEP OTPAC/EBOMN KHUMK, 3340,0
avenyt

BeYep BOMPOCOB M OTBETOB, YCTHbIM XKypHan 2600,0
Kny6 no uHTepecam 2600,0
OETCKUI YTPEHHUK 3900,0
BUKTOPMHA, KOHKYpPC, Urpa-nyteLwecrsme 3900,0

OpFaHM3aLI,VIF| KHWXXHbIX BbICTaBOK

CoctaBneHMe nnaHa oOpraHM3auMmM M MPOBEAEHUS BbICTABKY;
BbliIBIeHNE U 0TOOP AOKYMEHTOB; NOArOTOBKA CONPOBOAUTENbHOM
AOKYMEHTaUMK K BbICTaBKe; CO34aHNE XyA0XKECTBEHHOIO NPOEKTa;
MOHTA)K BbICTaBKW; OpraHM3auma MHGOPMaLMOHHO-PEKNAMHON
paboTbl NO nonynsapuvsauuu BbICTaBKM; NOABEAEHME UTOroB
paboTbl




TemaTunyeckne  BbICTaBkM  0b6webubnnoteyHoro  macwraba,| ofHa BbICTaBKa

opraHusyemble Ha doHaax 6ubanoTeku

Konuyectso 3KcrnoHaTos:
7 |1-50 560,0
8 |51-100 1120,0
9 |101-200 2240,0

BbicTaBKM MO oOnNpeAeneHHOM OTPaciAM 3HaHUN WauM  Teme,

opraHusyemble:

Ha ¢oHAe bubanoTekm O/JHa BbICTaBKa

KonunuecTtso skcnoHaToB:
10 |1-50 310,0
11 (51-100 940,0
12 |101-200 1920,0

Ha doHae oTaena 0/1Ha BbICTaBKa

KonunuecTtBo skcnoHaToB:
13 |1-25 180,0
14 |26-50 360,0
15 |51 - 100 720,0

BbICTaBKM, NOCBALWLEHHbIE XWU3HU U AEATENbHOCTM BblAAOLLMXCA

noaen

O4Ha BbICTaBKa




KoanyectBo sKCNoHaTOB:

16 |1-10 47,0

17 |11-25 110,0

18 [26-50 210,0
BbiCTaBKM Ha MOAKax CTenaxen O/Ha BbICTaBKa
Konunuectso skcnoHaToB:

19 |1-5 25,0

20 |6-10 44,0
BbICTaBKM HOBbIX NOCTYMNAEHW O/lHa BbICTaBKa
KonunuecTtso skcnoHaToB:

21 |1-25 40,0

22 126-50 72,0

23 |51-100 160,0
Peknama 6ubnMoTEKKN; paboTa No NPUBAEUYEHUNIO YUTaTENEeN:

24 |noAroToBKa pPeKNaMHoOro coobuieHnss B nedyatb, MO  pagmo, oAHa 420,0
TenesngeHnio o  pabote  6ubamoTekn,  ocobeHHoCTAX| nNybauKaums,
OYHKLMOHMPOBAHMA PasNnYHbIX NoApasAeneHuii, HOMeHKNaType 0fHO
yCAyr, NpenocTaBasembix 6ubanotexkomn coobueHune

25 |noArotoBKa nnakaTa O AeATeNbHOCTU Bubanotekn (BbIGOp Tembl,| OAWMH Naakat 210,0
onpeaeneHue cogepxaHua u Gopmbl, caaya B nevaTtb)

26 |opraHu3aumMs 3KCKypcuu; npuvem KW odopmieHWe 3asBKM, | OAHA IKCKypcus 52,0




YTOYHEHME TEMbI SKCKYPCUI U COCTABA IKCKYPCaHTOB
BbisiBneHMe noTeHuMasnbHbIX nNoTpebuteneir  6ubnmoteyHo-
MHOOPMALMOHHbBIX ycayr bubanoTteku:
27 |npocmoTp npeccol OOMH LOKYMEHT 6,8
28 |npocMOTp U aHaIN3 AOKYMEHTOB KOHKYPUPYIOLWNX Grpm OANH JOKYMEHT 52,0
29 |BeaeHue KapToTeKM NOTPEeObMUTENBCKOTO PbIHKA O4Ha KapToyKa 1,3
30 | BCcTpeum ¢ pykoBoguTensmm Gupm, opraHnsaumin, npeanpuaTni o4HO 210,0
meponpuatue
31 |cbop M NoAroToBKa MaTepuanos s MHPoOPMaLMOHHbIX BykneToB| oAuH BykneT 7680,0
(06Lwmx, No oTAENIbHOMY NPOEKTY)
32 |pa3paboTka amsailiHa U MmakeTa UHGOPMALMOHHbIX ByKneTos OAMH ByKneT 14400,0
33 |obecneyeHne KOHTPOAA KayecTBa FOTOBbIX MHPOPMALMOHHbLIX| OAUH ByKkneT 20,0
bykneToB
34 |noabop cyBeHUPHOM NPOAYKLMMU o4HO 1440,0
meponpuatue
35 |noarotoBKa pa3gaToYvHbIX MaTepMasioB MeponpUATHA o4HO 480,0
meponpuatue

MpumevaHwue:

- BpeémMAa opraHn3aunmn BbICTaBOK IMTEPATYPLbI, NpoBeaAEHNE MACCOBbIX MepOﬂpMHTMVI n 3KCKprl/Il7I B HOpMY BpeMEHU He BXOOUT,

- K HOPMam BpPeMeHW MPUMEHAIOTCA MoBblllatowme KoadduuMeHTbl: NPUM OpraHM3auumn Bble3AHOM BbICTaBKM - 1,1; NMpM 3KCMOHMPOBAHWW Ha BbiCTaBKe
NMTepaTypbl Ha MHOCTPaHHBbIX A3blKax - 1,6, npun paboTe ¢ AOKYMEHTamM Ha A3blkax A3un n Abpukn - 2,0.

1.8. CnpaBoyHan n nHpopmaunoHHan paboTa



N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EamHmua Hopma
n/n n3mepeHua BPEMEHM,
MUH.
1 2 3 4
Y4eT nocTynUBLLUMX BTOPUYHbIX JOKYMEHTOB (KapToyeK)
CYyMMapHbIM YY4ET KAPTOUYEK B KYpPHA/e NOCTYNAeHU 1 BbiObITMA B| OZHa napTus
PErucTPaunOHHbIX KapTOTeKax
YMcno NOCTYNMBLUMX KapTOYeK:
1 |1-110 19,0
2 |111-220 63,0
3 1221-600 160,0
4 | BblAB/MIEHME HEBbLIMOJIHEHHbIX 3aKa30B; COCTABJAEHMWE 3aABKM HaA OJMH 3aKas 4,5
HEeBbINOJ/IHEHHbIE 3aKa3bl
OpraHusayus cnpaBoYyHo-6ubanorpadpudeckoro annapara (CBA)
MpocmoTp M 0TO6OP AOKYMEHTOB M3 TEKYLUMX MOCTYNNEHUN Ans
BKAto4eHuA B CBA, B TOM Uncne KpaeseadeCKnin Katanor:
5 |KHura OZ4Ha KHUra 3,2
6 |cbopHuUK OJHa CcTaTbs 2,7
7 | XypHan ofHa cTaTbA 2,7
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8 |raserta OAHa CTaTbs 1,6
9 | 6ubnnorpaduyeckoe nocobue OfiHa 3anucb 0,5
10 | neTonuCb KHUMKHDIX, }KYPHA/IbHbIX W Fa3eTHbIX CTaTen OZlHa 3anucb 0,83
11 | NPUKHWUXKHBIN Bubanorpadmuyeckmnii cnMcok 0fHa 3anucb 0,5
CoctaBnieHne bubnumorpaduyeckon sanmcm 0/JHa 3anucb
Konunuyectso anemeHToB bMbanorpadumyeckoi sanncu:
12 |[1-4 3,2
13 |5-6 0,5
14 |7-9 6,0
CoctaBneHne aHHOTaUMKM, W3yYeHWEe [OKYMEHTa, HanucaHue | ogHa aHHOTauMsA
TeKcTa:
15 |aHHOTMpPOBaHME KHUT 260,0
16 |aHHOTMpPOBaHMe CTaTeMn 156,0
17 |aHanuTUYeckaa pPOCMUCb  KYPHa/bHbIX, TFa3eTHbIX CTaTel, | OAUH AOKYMEHT 3,8

cbopHMKoB, bubanorpadpuueckmx nocobuin: o3HakomaeHue ¢
coaepKaHMeM U34aHUsA; COCTaBNEeHME aHAUTUYECKOW pocnucu

MpocmoTp  nocTynuMBWWUX  MHOOPMAUMOHHbIX  (BTOPUYHBbIX)
OOKYMEHTOB M nx oTbop ans BrAtodeHns B CBA (nepBuYHbI 0TOOP)

MpocmoTp MHPOPMALMOHHOTO M34aHMA (B TOM YMC/IE KapTOUKM) U
oT60op U3 HUX LLOKYMEHTOB AN15 BKAtoYeHUs B CBA; cuctematusaums
KapTouyeK Mo TUMam KaTasoroB M KapTOTEK; NPOBEPKA MHAEKCOB;
paccTaHOBKa KapTOYKM

OAHA KapTO4kKa




Yncno KapTouek:

18 [1-10 18,0
19 [11-100 165,0
20 |101-300 490,0
MpocmoTp M otbop KapTouek B CBA c uesblo U3bATUA WU
nepemelleHus (BTopuYHbIN oT6OP):
21 |u3bATME U3 KaTa/siorOB W KapTOTEK KapTOuYeK Ha [AOKYMeHTbl,| O4Ha KapTouKa 1,5
CnucaHHble u3 doHaa; NPOCMOTP KpaeBeayeckux,
6ubanorpaduyecknx n pakTorpapuUecknx KaptoTek, U3baTne 13
HUX  KapTOYeK Ha  [AOKYMEHTbl, MOTepABWME  LEHHOCTb,
nepesegeHNEe KapToYeK B apXMBHble KapTOTEKM (YHUUTOXKEHWUe);
BHECEHME OTMETKM B JKYpHane y4yeTa W pPerucTpaLMoHHOM
KapToTeKke
OpraHusauus reHepanbHOro cucteMaTmyeckoro Katanora (FCK):
22 [npocmoTp WM OTO6Op [AOKymMeHTOB Ana BkAoveHua B [CK;| oauH AOKYyMeHT 2,7
odopmeHne KapToUek
23 | HanucaHWe 1 pacCcTaHOBKa pasaenurens oauH 1,7
pasgenutenb
PepaktnposaHue CK:
24 | ncknodeHne n3s FCK KapToyek Ha OOKYMEHTbI, YCTAapEeBLUMX UAM | O4HA KAapTOuKa 1,5
HeNpPodUNbHbIX, NepeBefeHMe UX B aPXMBHYIO 4YacTb (M3bATUE);
AeTanusauma pasaenos
25 |HanucaHue HOBbIX pasaenuTenei O4MH 1,4

pasgenntenb




OpraHu13aums KapToTekn NepcoHanuii:

26 |onpefeneHne M COCTaBAEHME MEPEYHA WL, CBEAEHMA O KOTOPbIX | OAMH AOKYMEHT 1,5
OTpPaXKaloTCA B KAPTOTEKE; MPOCMOTP MHGOPMALMOHHBIX U34aHUN,
NepPBUYHbLIX AOKYMEHTOB; OTOOP AOKYMEHTOB A5 BKALOYEHUA B
KapTOTeKy

27 |TexHWYecKas M coaeprkaTenbHas 06paboTKa [OKYMEHTOB ANA| OAUH AOKYMEHT 2,7
BK/IIOYEHUA B KapTOTEKy; PacCTaHOBKA KapToyeK no andasuTy
dbamnnnit aBTopoB 1 No BUAAM JOKYMEHTOB

28 |HanucaHWe 1 paccTaHOBKa pasgenurenem O4MH 1,4

pasgenuTenb

OpraHuszauma dakTorpaduueckont kaptortekm (OK):

29 |onpegeneHne npegmeTta, o6beKTa M OCHOBHbIX MPWU3HAKOB A8 | OAMH AOKYMEHT 2,7
oTpaxkeHusa B PK; npocmoTp AOKYMEHTOB M 0TOOpP AN1A BKAOYEHMS
B @®K; 3aHeceHMe 0TOOpaHHbIX CBeAEHMA Ha  KapThbl
WHOOPMALMOHHOIO MaccMBa C BHECEHMEM COOTBETCTBYHOLLUX
OTMETOK B MOMCKOBbI MaccuB dpaKkTorpadnyeckomn KapToTekm

30 |pepakTnpoBaHue @PK; npoBepka MPaBWAbHOCTU BHECEHWA | OAMH AOKYMEHT 1,6
CBeZIEHWNI N YKa3aHui 06 NCTOYHMKAxX MHbOopMaLUum

31 |HanucaHWe W pacCTaHOBKa pasaenurenei OAMH 1,4

pasgenuTenb

OpraHu3auma TeMaTUYECKUX MAMNOK ra3eTHbIX BbIPe30K:

32 |npocmoTp raseTHbIX BbIPE30K, CMCTEMATU3ALLMA NX OfHa Bblpe3Ka 2,5

33 |odopmaeHne BbIPE3OK AN XPaHEHMA B TeMaTUYecKMX Mankax;| oJAHa Bbipe3Ka 3,2

KpaTKoe onncaHne MCTOYHUKa, HaK/lienBaHNE Ha KapTO4YKHU




1.8.1. CnpaBo4HO-6MbAMOrpaduyeckoe obcayRmnsaHme

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EanHnua Hopma
n/n n3mepeHus BPEMEHM,
MWH.
1 2 3 4
Mprem bubnmorpadryeckmx 3anpocos:
1 |npuem 6ubanorpaduyeckoro 3anpoca; yTo4HeHNe TeMbI, LLeNEBOro |  OAWH 3anpoc 0,43
M YNTATENbCKOrO Ha3HAYeHUs, NOAHOTbI UCTOYHMKOB, TUMNOB, BUAOB
N XPOHONOMMYECKUX PAMOK 3aMnpoCcoB
BbinonHeHWe cnpaBok
BbInonHeHMe TeMaTUYECKOM CNPaBKKM; MOUCK M OTOOP LOKYMEHTOB; | OZHa CnpaBKa
cocTaBsieHMe bubanorpadpuyeckoro onncaHma
MUCbMEHHO; KOJIMYECTBO UCTOYHMKOB:
2 |1 3,0
3 |2-5 15,0
4 |6-10 30,0
YCTHO; KONNYECTBO UCTOYHUKOB:
5|1 2,0
BbinonHeHue aapecHo-bubnmorpaduyeckoi CnpaBKMu;

YCTaHOB/IEHNE HANMUYMNA NN MECTa HaxOoXAeHUA AOKYMeHTa UNun
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ero yactu B poHae 6ubAnoTekn

NMMcbMeHHO; KONMYECTBO NCTOYHUKOB:

6 |1 2,0

7 |2-5 12,0

8 [6-10 24,0
YCTHO; KONNYECTBO UCTOUYHUKOB:

9 |1 1,5
BbinosHeHWe  yTouHAloWwen 6ubanorpaduyeckoit  cnpaBKW,| OAHa CnpaBKa
yCTaHaB/AVBaloLWwewn " (van)  yTouHAOWEM 3/1EMEHTbI
6nbamMorpadmnUecKkoro OnNUCaHWA, KOTOpble OTCYTCTBYHOT WU
MCKaKeHbl B 3anpoce ynuTaTens
MUCbMEHHO; KONNMYECTBO NCTOYHUKOB:

10 |1 2,7

11 [2-5 14,0

12 |6-10 27,0
YCTHO; KONNYECTBO UCTOUYHMKOB:

13 |1 1,6

BoinosHeHne ¢akTorpadmMyeckon crnpaBKM, YCTaHABAMBAIOLWLEN
KOHKpPETHble CBEAEHMS O TeX WM MHbIX 0bbeKTax, cobbiTusX,
npoteccax, farax

OAHa CrnpaBKa

NMMcbMeHHO; KONNYEeCTBO NCTOYHUKOB:




14 |1 2,7

15 (2-5 13,5

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

17 |1 1,6
KoHcynbTauma y cnpasovHo-6ubanorpaduyeckoro annapara:

18 |npoBeaeHue beceabl O CO34aHUM U UCMONB30BAHUN CNPABOYHOO oAHa 4,2
annaparta, No metToauKke bubnmorpaduyeckoro noucka KOHCybTaLUMA
BeaneHue doHAa BbINOAHEHHbIX CNPABOK:

19 | oT6op cnpaBku gna GoHAa, pa3noKeHUe No nankam (KoHBepTam); | ofgHa cnpasKa 4,2
odopmneHue cnpaBKku

20 |cocTaBneHWe KapTOYKM A/ apxMBa; YKasaHWe MOpPALKOBOro | O4HA KApTOYKa 2,7
HOMepa, TeMbI, AaTbl Bbl4auYn; NOCTAHOBKA KAPTOUYKM B KapTOTEKY
apXMBa BbINOJIHEHHbIX CNPAaBOK
PaboTbl B pexkume AC:

21 | popmmpoBsaHue ICK; BBOA B 6a3y AaHHbIX aHAIMTUYECKON POCNNCK | OfHA KAPTOUKA 2,0
raseTHO-KYPHaNbHbIX CTaTeN, COOPHUKOB

22 |nouck u otbop bubanorpadumyecknx 3anucein No ycaoBmam OfiHa KapTOuKa 2,7

23 | BbIBOA Ha 3KpaH bubanorpadmyeckomn 3anmcu Uan otTaesbHbIX M3 | OAHA KAapTOYKa 1,6

Hee cBefieHUIA; pacneyaTka

1.8.2. bubnunorpadpuyeckoe nHpopmmnpoBaHue




N HanmeHoBaHuMe npouecca, onepauunun. Coctas paboTbl EamHmua Hopma
n/n nsmepeHua BPEMEHM,
MUH.

1 2 3 4
BbiABneHMe WHPOPMAUMOHHBIX MOTPEBHOCTEN CheunanunucTos
MEeTO0M aHKETMPOBaHWA:

1 |onpegeneHMe  KOHTUHreHTa  notpebuteneir  MHbopmauuu; OAVH 34,0
paspaboTka 3aABOK A4/1A onpeaeneHns WMHGOPMALUMOHHBIX | noTpebutesnb
notpebHocTel (3anpocoB); paccbinKa (pacnpocTpaHeHue) 3asaBOK;
0bpaboTka NONyYeHHbIX 33aABOK; COCTaBjeHWe Ha base
NONYYEHHbIX [AaHHbIX KapTOTEKM KOHTUHIEeHTa noTpebutenei
MHPOpMaLUK 1 nx MHPOPMaLMOHHBIX NOTPebHOCTel (3anpocos)

BbiaBneHne MHGOPMALMOHHbLIX NOTPEOHOCTEN CneuManncToB Ha
OCHOBE aHanM3a NAaHOBO-OTYETHON AOKYMEHTALMM:

2 |oT1bop, U3yyeHMe, aHaIM3 OTYETHbIX LOKYMEHTOB; GOpMUpPOBAHME | OANH OTYETHDIN 24,0
TEMATUKMU  CNPaBOYHO-UHPOPMALMOHHOIO  OOCAYKMBAHUA B OOKYMEHT
pPa3HbIX peXkMmax

3 |pacnpegeneHve TematuMueckux pybpuk  MHOOPMaLMOHHBIX| oAHa pybpuKa 2,7
notpebHocTel N0 NOAPA3AENEHNAM, YHACTBYIOLLMM B CPABOYHO-

MHOOPMALNOHHOM 06CNYKNBAHUM
3aKkntoyeHne c aboHeHTamMM [0roBopa Ha WH$opMmaLMOHHOoe
obcnyKumBaHue:
4 |aHanM3  pJaHHbIX O 3aMHTEPecoBaHHOCTM  abOHEHTOB B| OAMH 4OroBOp 2300,0

MHPOPMALMOHHOM OBCNYKMBAHUM U perUMMax M3bupaTesibHoro
pPacnpoCTpaHeHMs W PETPOCNEKTUBHONO MOMCKA; 3aK/loueHue u
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nepecmoTp ZoroBopa

dopmnpoBaHme ceTn abOHEHTOB CUCTEMbl UM3bMpaTENbHOIO
pacnpocTpaHeHua nHdpopmaumm (MPU):

onpeaeneHne KOHTUHreHTa aboHeHTOB cuctemsl MPU; BbisBNEHME
TUNOBbLIX U WHOMBUAYANbHbIX 3anpPocoB abOHEHTOB; W3yyeHue,
KnaccuduKauma, MHAEKCMPOBaHWE 3aNpOCoB; BBEAEHNE AAHHbIX O
3anpocax B aApecHyo KapToTeky

0AuH aboHeHT

34,0

MoaroToBKa CUrHANbLHOrO onoBeleHna B cucteme NPU

BbifiBNieHWE, MPOCMOTP M OT6OP MaTepuanoB W3  TEKYLLMX
NoCTYyNAeHU; pacnpeneneHne oTobpaHHbIX MaTepuanoB U3
TEKYLWMX NOCTYNAeHNM no aboHeHTam

OfiIHO
onoselleHne

Konnyectso n POCMOTPEHHbIX AOKYMEHTOB!:

3,0

12,0

32,0

MoarotoBKa Nogb0POK CUTHANBHbIX OMoBeLeHui B cucteme UPU

3anonHeHue 6s1aHKa-3aKasa Ha TUpPaxXnMposaHue, perncTtpauyunto
nocTtynuseLwnx Konui, NPOBEPKaA UX Ka4eCTBa U 3K3eMNNAPHOCTU;
3ano/iIHeHue COHpOBOﬂ,MTEﬂbHOVI AOKYMeHTauunun

OfiHO
onoselleHne

Konnyectso 3anpocos:

1-2

14,0

10

3-4

17,0




11 |5-7 21,0
12 |8-10 25,0
MpocmoTp 1 otbop AOKymeHTOB An1A BBoAa B AC
MpocmoTp  maccMBa  MOCTYMMBLIMX — AOKYMEHTOB;  OTOOp | OAMH OOKYMEHT
[OKYMEHTOB COOTBETCTBYIOLLEN TemMaTUKM W BBeAeHwe B 6asy
AaHHbIX AC
OT160p NepBUYHbLIX AOKYMEHTOB:
13 |1-50 290,0
OT60p BTOPUYHbIX 4OKYMEHTOB:
14 |1-50 110,0
15 | noAroToBKa KapToukM ana paboumx kaptoTek MPU OAHO onucaHue 2,7
16 |noaroTtoBka TpadapeToB ¢ KapToukamu UPU ana tTupaxkmposaHua | oauH Tpadapet 1,4
KoppeKTnpoBKa BbIXOAHbIX Tabynarpamm:
17 | ocHOBHOI pA4, oAHa 3anucb 2,7
18 | BcnomoraTesibHbIN yKasaTesb OZHa 3anucb 1,6
19 |pefakTMpoBaHWe BbIXOAHbIX Tabynarpamm U odbopmneHue| ofHa 3anucb 4,2
[LOKYMEHTOB
20 | pa3pesKa, pacneyaTka NoAOOPOK Ha OTAE/bHbIE OMMCaHUA O HO OnucaHue 1,6

Koppektnposka cuctembl UPU no pesynbtatam aHaausa KapT
obpaTHoOW cBs3n

O6paboTKa M aHann3 KapTbl 0OpPaTHON CBA3WN; BHECEHME OLEHKM

O4Ha KapTa




CUrHanbHOro onoseweHunA B  Y4YETHYKO  KapTy aGOHEHTa;
KOPPEKTUPOBKA CUCTEMbI Ha OCHOBE aHa/1In3a KapT O6paTHOl\/‘1 CcBA3n

Konnyectso KapT:

21 (1-7 70,0
22 (8-10 75,0
23 (11-15 80,0
24 (16-20 85,0
Bblgaya 4OKYMEHTOB NO 3anpocy:
25 |BblABNEHWE W OTOOP [AOKYMEHTOB (M3A4aHWs) MO 3anpocy B| OAWH AOKYMEHT 1,4
cnpasBo4YHo-uHPopmaumoHHom ¢doHae, odopmaeHue BblgAYU
OOKYMEHTOB B YCTAHOB/IEHHOM MOpAAKe
lpynnosoe 6ubanorpadpuyeckoe MHGOPMUpPOBaHME:
26 |dopmupoBaHMe cocTaBa rpynnbl aboHeHTOB OAMNH aboHEeHT 720,0
27 | yTOYHEHMe TeMbl, COrnacoBaHMe UCTOYHMKOB MHOPMaL MK, BUAOB ofHa Tema 3,6
OOKYMEHTOB
28 |cocTaBneHMe perncTpaLMoOHHOM KapTOYKK OfiHa KapTOo4Ka 1,6
Mopbopka [AOKYMeHTOB Aansa MHOOpPMALMK; COCTaBAEHWE M| OAHA KApTOYKa
HamMcaHMe OnoBelleHMA; OTMpPaBKa OMOBELLeHMA; 3anucb B
KapTOUYKM MHDOPMALMK; aHANN3 KapTbl 06paTHOM CBA3MU
MUcbMeHHO; KONMYECTBO N3AAHNIA:
29 (1-5 12,0
30 [6-10 24,0




YCTHO; KONMYecTBo n3aa HW:

31 |1-5 12,0
OnepaTtnBHoe MHGOPMUPOBAHME MO 3aMNpocy:
32 |popmupoBaHMe ceT abOHEHTOB, BbIABAEHWE TUNOBbIX M| OAWH aBOHEHT 4,4
WHAMBUAYANIbHBIX 3aMPOCOB NoTpebuTenemn
33 |u3yyeHue, KnaccudpuKauma 3anpocoB; BBeAEHME [AaHHbIX O| OAWH 3anpoc 6,3
3anpocax B afpecHyo KapToTeRy
HanucaHune 0630poB 1 CNpaBokK
BoiagneHne un  otbop MCTOYHMKOB; 06paboTKa W  aHanAu3 | O4MH aBTOPCKUIA
OTOBpaHHbIX AOKYMEHTOB; HanMcaHue TeKcTa 063opa (cnpasKku); (aBT.) nnct
noAroToBKa PYKOMMUCHU K MeyaTtu
0630p (cnpaBKa) No NepBUYHLIM UCTOYHMKAM:
34 | Ha pyccKOMm A3blKe 5400,0
35 | Ha MHOCTPAHHOM A3blKe 7200,0
36 | 0630p (cnpaBKa) N0 BTOPUYHbIM UCTOYHMUKAM 4100,0
OpraHusauusa W nposBegeHWe YCTHbIX  Bubanorpapumyeckmx
0630pOB HOBbIX MOCTYNIEHNN
OTbop HOBbIX NOCTYN/IEHUI MO 3apaHee 06bABMEHHOM TeMaTUKe; | oauH 0630p

CUCTEMATM3ALMA WMCTOYHMKOB MO Temam, MPOCMOTP W aHanus
OOKYMeHTOB; noabopka 6ubanorpadmyeckmx onncaHuim, KpaTknx
aHHOTauMli, pedepaToB Ha OTOOGPaHHbIE UCTOYHMKMK; NOATOTOBKA
pykonucu budnmorpaduyeckoro ob3zopa

Koanyectso NMPOCMOTPEHHDbIX N OTO6paHHbIX AOKYMEHTOB!




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

MoarotoBKa 6o1Ne€TEHA HOBbIX MOCTYMN/IEHWNIA

YToyHeHune (onpegeneHve) TemaTUUYECKMX [paHML, MOMCKa W |oaHa bronneteHb

otbopa [JOKyMeHTOB; co3gaHuve pybpuKkatopa blonneteHs;

BbliB/IEHNE 1 OTOOP AOKYMEHTOB B MacCMBE TEKYLLUX MOCTYNIeHNIA

MCTOYHUKOB MHPOpMaLmMn; noabopKa aHHOTauui, pedepaTos, Mx

cucTemaTtusaums

Ko/MuecTBo NPOCMOTPEHHbIX A OKYMEHTOB:
41 [1-37 60,0
42 |38-60 90,0
43 |61-95 180,0
44 196 - 150 320,0
45 |151-380 960,0

OpraHuszauma n nposegexue "OHA nHdopmaumm™:
46 |onpeaeneHune TeMbl; COCTaB/eHNE NaaHa NPOBeAEHNA; BbIABAEHNE 04HO 640,0

M OOCTaBKa AOKYMEHTOB M3 COOTBETCTBYIOLWMX MOApasaefieHuii| meponpuaTme

61MbAMOTEKM; MPOCMOTP W OTOOP AOKYMEHTOB; MpuUrnalieHue
CNeLumaancToB-KOHCYIbTaHTOB; noAroToBKa BbICTaBKM
NIMTepaTypbl; ONOBELleHNe 3aMHTEPECOBAHHbIX OPraHW3aumin u
cneumannctos; oQpopmAEHME BbLICTaBKWU; HAMWCAHWE KPATKUX




aHHOTaUM; opraHusauma cbopa 3anABOK HA AOKYMEHTbI, WX
BblJaya,  KOHCYNbTMpOBAHME,  AeXypcTBo  6ubnuorpados;
npoBeAeHVe aHaAn3a MeponpUATUSA

OpraHmsauma w nogrotoBka "AHAa 6ubnnorpapumn”, "AHa
nocobua":

47

YTO4YHEHWNE TEeMbIl; COCTaBNIeHWUE MJ1IaHa, Od)OpM}'IEHMe BbICTaBKU-
NpPOCMOTpPa, noAaroToBka o630pa; noAroTtoBka KOHCYy/bTaUuu;
COCTaBneHne w“ HanucaHue OG'bFIBnEHMﬂ; CoCTaBnieHne wm
HanncaHne NpuUrnacnUTeNbHbIX MMUCEM, UX PACCbLIJZIKA, NpUrnaweHune
3anHTEpPECOBAHHbLIX Y NOo paguo, no TenecbOHy, JTMYHO

04HO
meponpuatne

1940,0

OpraHuszauma n nposegexue "[Ha cneupanmcra”

OnpegeneHne Tembl "OHA cneumnanucta" ¢ 3aMHTEPECOBAHHbLIMU
opraHusaunamm, Gopmbl NpoBeaeHUA (CTaLMOHapHas, Bble3aHasn),
OTBETCTBEHHOrO 3a MepOonpuUATUE B Le/IOM; COCTaB/leHWE MNaHa
MEepPOoNpPUATUA, NPOrpaMmbl MOMCKa U 0TBOPaA MHPOPMALMOHHBIX
MaTepuanos; NOArOTOBKAa OTKPbITbIX MPOCMOTPOB M TEMATUUYECKUX
BbICTAaBOK AMTEpPaTypbl MO crneunanbHocTi, bubamnorpaduyeckue
0630pbI; 3akKas nekymn, KMHOPUIbMa; ornoBelleHne
3aMHTEPECOBaHHbIX  OpraHusaunii; opopmIeHUe  BbICTABKY;
opraHusauma  gexypcrea  6ubavorpados,  KOHCY/bTAHTOB-
cneuuanuctos; obecneyeHne BblgAuM M3LaHUIN UAM UX KOMUI BO
BpEMS MEponpuATUA WAM  HEMOCPEeACTBEHHO MNoc/e Hero;
OEMOHCTpaLMsA  BbICTaBKM;  aHanuM3  pesynbtatoB  "[HA
cneumanucra”

04HO
meponpuatne

YMCNo CONyTCTBYIOLWMX MEPONPUATUIA:

48

1-2

1940,0

49

3-4

2600,0




50

5-6

3500,0

51

7-8

4600,0




MpumeyaHue: spems nposeaenHus "OHs uHbopmauumn”, "OHa cneymanucta”, "AHa 6ubamorpadpumn” B HopMmy BPEMEHU HE BXOAMT.

1.8.3. UHPopmaLMOHHaA paboTa

n/n

HanmeHoBaHue npouecca, onepauumn. Cocras pa60TbI

EavHnua
n3mepeHma

Hopma
BPEMEHM,
MUH.

2

4

MoaroToBKa NonynspHbix 6ubanorpadumyeckmnx nocobuii

Boibop Tembl nocobus; BbiABAeHME W OTOOP [AOKYMEHTOB,
dopmmpoBaHMe pa3aenoB Nocobmsa; aHHOTMPOBAHME LOKYMEHTOB;
noabopka dakTorpadpuyeckoro maTepuana, WANOCTPALNNA;
HanucaHuWe TeKCTa; COCTaB/leHMe BCMOMOraTe/IbHbIX yKasaTesew;
KOHCYNbTaUMM Yy CMEeuManncTtoB Ha pPasnMyHbIX 3Tanax paboTbl;
obCy)KAeHWEe PYKOMUCM Ha 3acedaHuM Hay4yHO-MEeTOAMYECKOro
(peaakumoHHOro) coseTa; AopaboTKa PYKOMNUCKU MO 3aMedaHUaM;
chaya pyKonucu B nevaTb:

COCTaB/ieHMe nonyaspHoro 6ubavorpaduyeckoro yKkasartens,
nyTeBOANTENS, CNIPABOYHMKA

OAWH aBT. INCT

13500,0

noAroToBKa KOMMEHTapUeEB, npumedaHni nonynspHo-
NPOCBETUTENbHOrO XapakTepa, He Tpebylowux chneumanbHbIX
nccnenoBaHUiM

OAWH aBT. INCT

5400,0

noaroToBKa KOMMEHTapues, npmmeanMﬁ Hay4HO-
ncenenoBaTeNnbCKOro Xxapakrtepa

OAWH aBT. INCT

10800,0

MoarotoBka PETPOCNEKTUBHDbIX Hay4YHO-BCNOMOraTe/IbHbIX

Tabanua 15



6mbnmorpadmyecknx ykasartenem:

BbIOOP Tembl; CO34aHMe aBTOPCKOrO KOJ/IEKTMBA; pa3paboTka
UHCTPYKTUBHO-METOAMNYECKNE MaTepunasoB,; BbiABIeHUNE U OT60p
OOKYMeHTOB; paboTa Hag 6bubnavorpadpuyeckoir  3anucoblo;
aHHOTMpOBaHMe; bubnnorpaduyeckan rpynnMpPoBKa; COCTaBEHNE
BCMOMOraTe/ibHbIX YKasaTenel; obcyKaeHne pyKonucu ykasartens
Ha 3aceflaHWUM Hay4YHO-MEeToAMYEeCKoro (pefakLMOHHOro) coBeTa;
[opaboTKa No 3amevyaHusMm; chada pykonucu B Meyatb;
coctaBneHue 6bubnuorpaduyeckoro ykasatenda Mo akTyasibHOM
TeMaTUKe C XPOHONOIMMYECKMM OXBAaTOM OT 2-X A0 5-Tm net u
dHHOTauMAMU, NOACHAOLWMMN Ha3BaHUA

OAWH aBT. INCT

9720,0

CocrasneHue bubanorpadunyeckoro ykasatens no KOMNAEKCHbIM U
MeXKoTpacneBbiM  npobiemam obwero W PermoHanbHoOro
coAep)aHuA C XpoHojaormyeckmm oxsatom 1 - 2 ropa, c
dHHOTaUuMAMU, NOACHAOWMMN HAa3BaHUA:

Ha PYCCKOM A3blKe

9720,0

c BKAoveHvem oT 30% po 40% obbema nybaukauuii Ha
MHOCTPAHHbIX A3blKaX

11000,0

COCTaB/eHME aHHOTUPOBaHHOro bubanorpaduyeckoro ykasaTens
MHOrOOTPAC/IEBOrO COAEPHKAHUA C XPOHONOTUUYECKMM OXBATOM A0
100 ner u 6onee, Tpebylouero CNAOWHOIO MNPOCMOTPA
[OKYMEHTOB, C/MIOXHbIX 6BUbnMorpadpuyecknx pasbiCKaHWiA, y4yeTa
BCEX Mepeu3gaHuin Ny6aMKauMid M UX XapaKTEPUCTUKM MyTem
CIMYEHUNA TEKCTOB

OAWH aBT. INCT

18800,0

MNoAarotoBKa aHAaNUTUYECKOTO o630pa

BbifseneHne M oT6Op [AOKYMEHTOB Ana 0630pa; NOAroToBKa
pybpurKaTopa npeamera 0630pa; U3yYyeHMEe U OLLeHKa AOKYMEHTOB;
cMcTemaTM3auma maTepuana; CocTaBNeHne TeKCTa aHaIMTUYECKoro

OAWH aBT. INCT




0630pa; obcykaeHMe pyKonucM Ha  3acedaHWM  HayyHo-
MeToAnYecKoro (peaakunMoHHOro) coseta, gopaboTka ob63opa no
3ameyvaHuAM; caada B nevyaTb:

NO PYyCCKMM nNepBUYHbIM UCTOYHUKaAM

9720,0

Nno CMeLWaHHbIM NepBUYHbIM NCTOYHUKaAM

10800,0

10

MO MHOCTPaAHHbIM NepBUYHbIM NCTOYHUKAM

12400,0

MoarotoBka aHaNTUYECKOM cnpaBKu:

11

BoinBneHve M oTb6Op AOKYMEHTOB A/1A aHA/IMTUYECKOM CNpPaBKM,
M3yyeHuWe, aHa/iM3, OLEHKa U CUCTEMATU3ALMA MX; COCTaB/eHUe
TEKCTa CNpaBKu

OAWH aBT. INCT

5200,0

MoaroTtoBKa pedepaTvBHOro o63opa

BoiaBneHMe n oTbop AOKYMeHTOB ana pedepatuBHoro ob3opa,
M3yyeHne UM aHanus wux; pedepupoBaHME  UCTOYHMKOB;
CMCTEMATM3aUMA  TEKCTOB  aHHOTAUMA;  COCTaBNeHME TeKCTa
pedepatnBHoro o63opa; obcyKaeHne o630pa Ha 3acemaHuu
Hay4YHO-MeTOAMYECKOro (pefakuMOHHOIo) coBeTa; AopaboTka
0630pa No 3aMeyaHusaM; cAaya B NeyaTb:

OAWH aBT. INCT

12

NO PYCCKMM NCTOYHUKaAM

5200,0

13

Nno CMeLaHHbIM NUCTOYHUKaM

6480,0

14

MO NHOCTPAHHbIM NCTOYHUKaM

7300,0

CocTaBneHue aKcnpecc-MHGoOPMaLLUK:

15

BblABNIeHNE 1 oT6Op MaTepuana Nno Teme, cMCTeMaTU3auma ero u
noAroToBKa A/1A ne4yaTtu

OAWH aBT. INCT

3840,0




CocTtaBneHue 6ubaMorpadunyeckoit 3anmcu, aHHoTaumm, pedeparta

CoctaBneHne 6ubnnorpadmnyeckon 3anumcu: U3yyeHme U aHaaus
OOKYMEHTa; COCTaB/IeHWEe 3aro/I0BKa ONMCAHWUA; NPOBEPKa 3anucy,
BHECEHWe NCnpaBAeHui

oJHa 3anuncb

Konnyectso anemeHTOB 6M6nmorpa¢mqecr<oro onncaHunA:

16 |1-4 3,2
17 |5-6 5,4
18 |7-9 6,4
CoctaBneHne QaHHOTAUMM; U3yYeHMEe U  aHA/IM3  AOKYMEHTa, | 04Ha aHHOTaLmA
HanMCaHMe TeKCTa aHHOoTaLMu:
19 |aHHOTUPOBAHME KHUT 270,0
20 |aHHOTMpOBaHUe cTaTel 160,0
21 |cocTaBneHne pedepaTta: M3yY4eHME W aHaNM3 [OKYMEHTa, Ha| OAMH aBT. AUCT 5920,0
KOTOpbIA cocTaBnsetca pedepaTt; HanNUCaHUE TeKCTa; BHeceHue
ncnpasneHui
AHanUTMYeCcKas POCMMUCb  KYPHa/bHbIX, Tra3eTHbIX CcTaTew,
cbopHMKOB, BUBAMOrpadUUecknx Nocobuii:
22 |O3HAKOM/IEHME C COAEp)KAaHMEeM  U34aHMA;  COCTaB/eHMe of4Ha cTaTbA 3,6
AHAIMTUYECKOTO OMNMUCAHMA HA CTaTblo
MoaneprKKa canta GUBANOTEKN N OTAENbHbIX NPOEKTOB:
23 |BepCcTKa CTpaHuL, caiTa, pasmelleHne NoAroTOBAEHHOro| OAMH aBT. INCT 300

maTepuana B COOTBGTCTByI-OLLI,VIﬁ pasgen canTa




I'Ipw\Aeanme: HOpPpMa BpeEMEHU Ha COCTaB/sieHUe 6M6nmorpa¢mquKoro nocobus AaHa U3 pacyeTa p860TbI dBTOPCKOIro KONEKTUBA.

1.9. HEPEBO,D, n nepepa60TKa NeYvYaTHbIX TEKCTOB C MHOCTPAHHbIX A3bIKOB Ha pyccwlﬁ N C PyCCKOIro Ha MHOCTPAHHbIE A3bIKKU

N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EamHunua Hopma
n/n n3mepeHun BPEMEHMN,
MMH.
1 2 3 4
MepeBog TEKCTA C MHOCTPAHHbIX A3bIKOB Ha PYCCKMM A3bIK
YTeHne opurnHana; aHaaM3 TEKCTA; PAa3MeTKa ero C BbiAB/IEHMEM | OAMH aBT. INCT
TPYAHbIX TEPMUHOB, TPAMMATUYECKUX KOHCTPYKLMI, NEKCUYECKNX
060pOoTOB, LEXOBbIX U }KAPTOHHbIX TEPMUHOB:
1 |NOAHbBIN NUCbMEHHbIN NepeBos, OAWH aBT. NCT 2580,0
2 | COKpalleHHbI NUcbMeHHbIM nepesod oT 30% po 50% obbema| OAWMH aBT. IUCT 1620,0
TEeKCTa
3 | BbIBOPOYHbIN NUCbMEHHbIV NEepPeBo, OAMH aBT. INCT 1520,0
MepeBog TEKCTA C PYCCKOTO A3blKa HA MHOCTPaAHHbIE A3bIKK:
4 | NONHbIA NUCbMEHHbIN NepeBos, OAWH aBT. NCT 5160,0
TepmuHonormyeckas pabota nNpu  BbINOJAHEHUN MUCbMEHHOTO
nepesoja:
5 |OTbiCKaHME OTMEYEHHbIX B OpPUIMHANE He3HAaKOMbIX WAW| OAWH TEPMMUH, 18,1

HEMNOHATHbIX TEPMWHOB M COKPALLEHMI B CNOBAPHO-CNPaBOYHOM
nutepatype; noabopKa COOTBETCTBYIOLLETO TEPMUHY SKBUMBANEHTa;
pacwndpoBKa CoKpaLLeHMs

COKpalleHune
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KOHCV/'IbTaLI,Mﬂ nepesoa4nKa Co cneumanncrtamm:

6 |BbIACHEHME MPABUILHOIO W3/1I0XKEHMA yYacTel TeKkcTa no oAHa 36,2
Ma/sIo3HAaKOMOW TemaTuKe; YTOYHEHMEe COOTBETCTBMA nepeBoda| KOHCy/bTauus
OpUrnHany

CocTaBneHue 61MbaMorpadn4ecKkoro onncaHms:

7 |coctaBneHne 6ubnmorpaduyeckoro onucaHuMa nepesoga Mo | OAHO onMcaHue 60,0
AaHHbIM, B3ATbIM C TUTY/IbHOTO INCTA NepeBoa

BbinBneHMe OWMOBOK U BHECEHME U3MEHEHWUI B TeKCT nepesoaa
nocne neyataHuA:

8 |npoBepKa NPaBUAbLHOCTM PACNOJIONKEHUA OTNevyaTaHHOro TeKCTa;| OAMH aBT. IUCT 200,0
CBepKa C PyKOMUCbIO; NpaBKa

TexHnyecKkoe opopmaeHNEe NepeBoaoB:

9 |BnucbiBaHMe B TeKCT MepeBoAa CMMBOJIOB M BCTaBOK Ha Oo4HO 2,0
MHOCTPAHHOM f3blKe BMMCbIBaHME
10 | BKNeuBaHWe pUCyHKOB, Tabauu, popmyn 0fHa BKAeMKa 3,0

HGDEBOLI, 3aroJIOBKOB CTaTel U AOKYMEHTOB:

11 |nepeBog 1 3aNUCb 3aroN0BKa OAMH 3aro/I0oBOK 120,0

MpumevaHwue:

- HOPMbI BPEMEHW NpPeaycMaTPMBAIOT BbINOJHEHWE NEPEBOAOB C MHOCTPAHHOTO A3blKa UM HA MHOCTPAHHbIN, KOTOPbLIN Y NepeBoAYnKa ABNSETCA OCHOBHbIM
(no 0bpasoBaHUIO UAK NPUMEHEHUID);

- NPW BbINOAHEHUM NEPEBOAOB C APYTMX A3bIKOB AW Ha APYrMe MOMUMO OCHOBHOrO K HOPMam BpemMeHU NPUMEHAETCA NoBbIWaowmin KoadduumenT 1,1,

1.10. UccnepoBaTenbCcKas paboTa



N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EamHmua Hopma
n/n n3mepeHua BPEMEHMN,
MMH.
1 2 3 4
Pa3paboTKa nporpammsbl (TEXHUYECKOTO 3aJaHUA) UccneaoBaHNs
O6oCcHOBaHME aKTya/IbHOCTUM TeMbl, BblAB/EHME U 0DBOCHOBaHME 0fHa
npobnemHon cutyaummn, GOPMyIMPOBAHME LeAWU, 3adady U nporpamma
rMnoTesbl UCCNeA0BaHUA; HAaNMCaHMe TeKCTa
UccnepoBaHme HOCKUT:
1 | OnepaTuBHbIN XapaKTep 38250,0
2 | nunoTaxKHbIl (pasBegbiBaTeNbHbIN) XapaKTep 21600,0
Pa3paboTka meToanKM nccnenoBaHuA
PaspaboTka (HanucaHWe) TeKCTa METOAMYECKUX AOKYMEHTOB MO | O0AHA MeToAMKa
npPoBOAUMOMY  UCCNeAO0BaHUIO, anpobauum  CcOoCTaB/IEHHbIX
OOKYMEHTOB;  YTOYHEHMe M  aopaboTka  MeToAMYECKOro
MHCTPYMEHTApKUA, COCTaB/IEHME  OKOHYaTe/IbHOro  BapuaHTa
OOKYMEHTa:
3 |meToAMKa NpoBeLeHMA UCCNen0BaHMA, HOCALLEro onepaTUBHbIN, 28000,0
3MNUPUYECKUI XapaKTep
4 | meToAMKa NpoBeAEeHUs MUCCAenoBaHWA, HOCAWEro NUAOTaKHbIM 15600,0

(pa3BeabiBaTeNnbHbIN) XapaKTep

Pa3paboTKa MHCTPYKUKMM No 06paboTke AOKYMEHTAUUM (MCXOOHbIX

oAHa
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AaHHbIX), NONYYEeHHOW B X04e UCCNe0BaHMUA:

WHCTPYKLMA

py4yHas obpaboTKa

15600,0

MalLMHHas obpaboTKa

20400,0

Pa3pa60TKa npegnnaHoBbIX n N1aHOBbIX AOKYMEHTOB
NepPCNeKTUBHOIO XapaKTepa:

pa3paboTka KOHLEMUWW OCHOBHbIX HanpaBAeHWUA pPa3BUTHSA
6UBANOTEUYHOro Aiena B PpermoHe Ha NepcnexkTuBy

OAMVH aBT. INCT

13050,0

KOHUeNTyanbHoe obecneyeHne 6UBAMOrpadUUECKUX WU3OAHWUI;
060CHOBaHME aKTya/lbHOCTU TEMbI, UYMTATENbCKOrO W LLeSIeBOro
HasHayeHWa nocobua, ero CTPYKTypbl (cxembl), BbipaboTKa
METOAMYECKUX MPUHLUMMNOB U PELIeHUA O1A PaCKPbITUA Tembl;
HanucaHue TeKkcTa

OAWH aBT. INCT

11220,0

COCTaB/eHMe NPOrHo3a (NpeAnnaHoBbIN AOKYMEHT), CBA3AHHOIO C
nepcrnexkTMBamm passnTna BMBANOTEK; HaNMCaHMe TEKCTa

OAWH aBT. INCT

13050,0

10

pa3paboTKa LenieBbix Nnporpamm (gns cetm 6UbanoTek nnam oaHom
6M6IMOTEKN); AMArHOCTUKA CUTYALMM, BHELWHWX U BHYTPEHHUX
B/IMAHMI Ha QYHKLMOHUPOBAHUE U pPasBUTUE BUOBAMOTEK (0aHOM
6M61MOTEKM); BbIPabOTKA PEKOMEHOALMM, PelleHus; HanucaHve
TeKcTa

OAWH aBT. INCT

15200,0

CocTaBneHmne CBOAHbIX KaTa/IoroB KHUXHbIX MaMATHUKOB:

11

pa3pa60TKa NpoCneKTa; BblABNEHNE OOKYMEHTOB - KHUXHbIX
NaMATHUKOB,; HaydYHOE OnucaHume Unx; CoCtaBsieHne CnpaBoO4vYHOro
annaparta; HanncaHme TeKCTa

OAWH aBT. INCT

18200,0

OpFaHM3aLI,MOHHaﬂ pa60Ta no npoesegeHUo nccnegoBaHnA:

12

Cco3gaHune ncecnenoBaTeibCKoro KONNEKTUBA, CoCTtaBneHune

OfHO

7140,0




paboyero nnaHa NpoBeAeHUs UCCel0BaHUA, coOrnacoBaHue ero ¢
UCNONHUTENAMMU; onpeaeneHue naowaaku (6asbl) nccnesoBaHus;
nepenuncka Cc HUMW; NpoBeAeHUe WHCTPYKTaXKei, CcemuHapos,
COBELLAHWNIN, KOHCYNbTaL MM

nccnegoBaHue

13 | 6ubnnorpaduyeckan npopaboTka Tembl Ucceao0BaHMsA, paboTa B| OAMH aBT. IUCT 1200,0
apxmMBax, M3y4eHWe HOPMATUBHO-TEXHUYECKON [OOKYMEHTaUMM,
nHdopmaumm o6 aHanorax u Apyrnx maTepmanos, OTHOCALLMXCA K
paspabaTbiBaemoit Teme
O6paboTKa nosy4yeHHON MHbOopMaUUHK:
14 | c6op n 06paboTka MHGOPMALLMM HA OCHOBE MEPBUYHBIX UCXOLHBIX | OAMH aBT. INCT 7800,0
OaHHbIX (CTaTUCTMYECKUX AaHHbIX, OTYETOB, MJIAHOB, CMPaBOK,
MaTepuanoB KOMaHAMPOBOK)
15 |aHanu3 obpaboTaHHOW MHPOPMaLUN OA4MH aBT. INCT 5200,0
MoarotToBKa MaTepurasioB No UTOram Hay4yHol paboTbl:
16 |HanuMcaHWe Hay4yHOro OT4eTa; NOArOTOBKA PYKOMWUCK K MeyaTM Ha| OAWMH aBT. INCT 13200,0
pas3IMYHbIX 3Tanax paboTbl
17 |HanucaHWe nNPOMENKYTOYHOro oOT4yeTa (CnNpaBKM) O XoAde| OAMH aBT. ANCT 6400,0
nccnefoBaHuA
MoaroToBKa M HanmWcaHWe TeKCTa CTaTbM B COOPHMK HaAy4HbIX
TPYAOB, NpaKTMYyeckoe nocobue, npodeccMoHaNbHyO npeccy;
noAroToBKa PYKOMMUCHK K NMeYaTh Ha pas/iMyHbIX 3Tanax paboTbl:
18 |cTaTbA TeOpeTUYECKOro xapakrepa OA4MH aBT. INCT 15200,0
19 | cTaTba NPUKNAZHOrO, NPAKTUYECKOro XapaKTepa OAMH aBT. INCT 9200,0
20 |HanucaHve [oKNaga nNoO  MUTOram HayyHOro WCCnenoBaHuA; | OAMH aBT. INCT 6700,0

noaroToBKa pyKOI'IVICEﬁ Ha Pa3/IndHbIX 3Tanax pa6OTbI
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21 |paspaboTka peKoMeHAaUMM, WHCTPYKUUM MO  BHEAPEHUI0 | OAWMH aBT. IUCT 14100,0
MaTepuanoB HAy4yHOrO MCCNeAO0BaHMA; HanNucaHWe TeKCTa;
NnoAroToBKa PYKOMMUCHU K MeYaTH Ha pPas/IMyHbIX 3Tanax paboTbl
MpumevaHue:
- HOPMa BPEMEHM Ha COCTaB/IeHME NPOrpaMm, METOAMK, MHCTPYKLMIA AaHa Ha UCCef0BaATENbCKMIA KONTEKTUB;
- Yacbl TPYA03aTpaT pacnpenenaoTca MexXay UCMONHUTENAMWN B 3aBUCMMOCTU OT UX HarpysKu;
- B NPOLECC NOArOTOBKM PYKOMUCK K NeYaTh BXOAAT: CAaYa PYKOMMUCU HaydHOMY pefaKTopy, 0bCyRaeHWe B OTAeNe, Hay4HOM coBeTe, f0paboTKa pyKonucu.
1.11. MeTogm4yecKas paboTa
N HanmeHoBaHuWe npouecca, onepauunun. Coctas paboTol EamHuua Hopma
n/n nsmepeHus BpPEMEHM,
MMH.
1 2 3 4
MoarotoBKa meToamMYecKoro nocobus, pekomeHaaLmni
MpuUHUMNUaNbLHO HoBaA pa3paboTKa Tembl:
1 |u3yyeHue Tembl, BbiABIEHWE M aHANM3 AOKYMEHTOB MO Teme,| OAWH aBT. IUCT 15300,0
YTOYHEHME YMTATeNIbCKOTO W LLEeNeBOro HasHayeHua nocobwus,
peKoMeHAaLMIA; COCTaBEHNE NPOCNEKTa; HaNncaHWe TeKCTa
Moandukaumna paHee pa3paboTaHHOM TeMbI:
2 |BbifiBN€HME M W3YyYEHWEe HOBbIX [AOKYMEHTOB M HAKOMJIEHHbIM | OAWH aBT. IUCT 8670,0

6mMbnmMotekamm oOMbIT No Teme nocobus, pekomeHaauni;




YTO4YHEHME NPOCNeEKTa, BHECEHUE M3MEHEHU B CTPYKTYpPY TEKCTA B
COoOTBETCTBMMN C  O0CTUXKEHUNAMU 6UbNMOoTEUYHOM Teopmun w
NPaKTUKKU; NOoArotoBKa PyKOMUCHU K O6CV)KAEHVII-O; p,opa60TKa no
nTOram 06CY)K,£I,€HM$1

Pa3paboTka [OOKYMEHTOB, pernameHTUPYIOWMX AeATeNbHOCTb
61MbMOTEK, NMONOKEHUN, NHCTPYKLNI, MPOEKTOB NOCTAHOBIEHUN,
YCTaBOB, 3aKOHOAATE/IbHbIX AaKTOB

MNpuHUMNMANBHO HOBaA Tema:

BbIIB/IEHNE, U3yYeHMe W aHaNn3 AEWCTBYIOLMX OOKYMEHTOB MO
Teme, HanuWcaHWe TeKCTa NPOEeKTa AOKYMeHTa, obcyxaeHue,
anpobaumns B bubanoTeKax, Ha 3acefaHNM Hay4YHO-METOANYECKOro
coBeTa; AopaboTKa AOKYMEHTA; NOATOTOBKA K YTBEPKAEHUIO

OAMH aBT. INCT

17340,0

Moaudukauma paHee pa3paboTaHHOrO AOKYMEHTa:

aHaNM3 U OLLEeHKa AOKYMEHTa; MOUCK M 0TOOP HOBbIX AEMCTBYIOLLMX
[OKYMEHTOB MO TeMe; BHECEHME U3MEHEHMUA B TEKCT AOKYMEHTa;
obcyaeHne Ha 3acefaHMM  HayYHO-METOAMYECKOro COBeTa;
£opaboTKa No uToram obcyKaeHWUs; NOAFrOTOBKA K YTBEPKAEHUIO

OAWH aBT. INCT

7650,0

Pa3paboTKa y4eTHbIx popm, Tabauu, 06pasLos:

YTOYHEHWe npeameTa, 06beKTa, cofepyKaHusa ydyeTHoW GopMmbl,
Tabanybl, obpasua; oTtbop MnoKasaTenenm, cucTemaTusaums wux,
pa3paboTka MmakeTa ydyeTHon ¢opmbl, Tabauupl, o6pasua;
obcykaeHne Ha 3acejaHMM  Hay4yHO-METOAMYECKOro COoBeTa;
NoAroTOBKa K YTBEPMKAEHUIO

OAWH aBT. INCT

7650,0

CoctaBneHue peKomeH,u,au,Mﬁ Nno BHEAPEHUIO pernameHTUpyowmnx
AOOKYMEHTOB B NPaAKTUKRY:

pa3paboTka MeToANYECKUX PEeKOMEHAALMNN, MHCTPYKLUUIA, NNaHOB

OAWH aBT. INCT

14025,0




no BHeAPEHUIO HOpMaTMBHOVI AOKYMEHTaUMKN, noaroTtoBKa
PYKONMUCK K NeYaATU

MoAaroToBKa NMCbMEHHOM KOHCY/1bTauMW1, METOAMYECKOTO NUCbMA:

BblABIGHWE U aHaNU3 [OKYMEHTOB Mo Teme; Wu3ydeHue W
obobuweHne onbiTa paboTbl BUOBAMOTEK; HanMcaHWe TeKCTa
KOHCYNbTaUMK,  METOAMYECKOro  MWUCbMa;  MNOAroTOBKa K
obCyKOeHNI0 Ha 3acedaHWM HaAyYHO-METOAMYECKOro CcoBeTa;
AopaboTKa no utoram obeyKaeHna; caada B nevatb

OAWH aBT. INCT

8670,0

MoaroToBka 0630pa AesTeNbHOCTM BUBANOTEK MO onpeaesieHHOM
TemaTuke:

YyTOUYHEeHUe TeMbl 0630pa; onpeaeneHne XpOHONOTMUYECKUX FpaHmL;
BblABJIEHWE LOKYMEHTOB, 0T60P, MPOCMOTP M aHaAM3; HanucaHue
TEKCTa; MOArOTOBKA PYKOMUCUM K OBCYKAEHWIO Ha 3acefaHuu
Hay4yHO-MeTOAMYECKOro CcoBeTa; AopaboTKa pyKonucu nocne
obcyKaeHus

OAWH aBT. INCT

9180,0

PeueH3MpoOBaHME HaYYHbIX, METOAUYECKUX, WMHPOPMALMOHHbIX
MaTepuanos:

yTeHne peueH3npyemoro martepunana, OUEHKa €ero B LUEJIOM,
OTAEeNbHbIX yacTen, YCTaHOB/1EHNE COOTBETCTBUA YNTATE/IbCKOMY U
Luenesomy Ha3Ha4yeHuto, Hay4HbiM U METOOUNYECKUM Tp66OBaHMFIM

OAWH aBT. INCT

783,0

10

HanncaHue peueH3nmn

OAuH aBT. INCT

1305,0

MoAroToBKa NEKL MM, KOHCYIbTaLMn

Pa3pa60TKa njaaHa nekymnn, KOHCynbTauum, nop,6opKa maTtepkuana,
n3yyeHmne ero; cocraBneHne Cnnucka auTepaTtypbl K exkuyunn,
KOHCYyNbTaUWN; HanncCaHMe TeKCTa:

ofiHa nekums,
KOHCyNbTaumA

11

nepsn4yHaa nekunAa

1566,0




12 | noBTOpHaA neKuma, C y4eTom HOBOro matepuana 313,2
13 | nepBuYHaA rpynnoBas KOHCYAbTaumA 1305,0
14 | noBTOpHaA rpynnoBasa KOHCY/AbTauuA C YY4ETOM HOBOro maTepuana 522,0
15 |npoBeaeHue yCTHOW UHAMBUAYANBHOM KOHCYNbTaLMm 0fHa nekuus,
KOHCynbTauma
16 |oTBeT Ha NUCbMO OZHO NUCbMO 162,0
MpoBeaeHMe NPaKTUKYMOB, CTa*KMPOBOK
MpaktTnkym (7 - 10 pgHei): onpegeneHne Tembl, 3a4aHMWSA, | OAMH MPAKTUKYM
yrnpa)KHeHusa; cocTaBneHne rpaduMKka W YTOYHEHWE CPOKOB
npoBeAeHNA 3aHATUIA:
17 | rpynnoBoii NpakTUKymM 2295,0
18 | MHAMBMAYaNbHbIA NPAKTUKYM 2160,0
Craxkmposka (7 - 10 pgHen): yTOYHEHWEe CPOKOB MpoBeAeHUsA ofHa
CTa*MPOBKMU; BblABNEHME NUTepaTypbl MO M3y4aemMoMy BOMPOCY;| CTa*KMPOBKaA
COCTaB/IeHME MNpOrpaMmmbl M rpaduMKa CTaKMPOBKM C Yy4eTOM
COCTaBa CAyLIaTeNei; 3aKA0YEHNE O NPOXOKAEHUM CTAXKUPOBKU:
19 | rpynnoBsas CTaXXMpOBKa 2805,0
20 |MHAMBMAYaNbHAA CTAXKMPOBKA 2349,0
MpaKTWKa CTYAEHTOB BbICLUMX U CPEeAHUX CleunanbHbIX y4ebHbIxX
3aBeAeHui:
21 |noArotoBKa M opraHM3aumsa MPaKTUKKM cTyaeHToB (Ao 30 AHen); | oAHa npakTUKa 4860,0

pa3pa60TKa nsaHa NPakKTUKKn, cornacoBaHme ero C pykosoguntenem
NPaKTUKU (I'Ipe,ﬂ,CTaBVITEI'IEM yqe6Horo 3aBeAeHMﬂ); CoCTtaBneHune




rpaduka noceweHnsa CTPYKTYPHbIX NoApPasaeeHnit; opraHn3aumsa
NPaKTUYECKUX  3aHATWUW; nogBedeHuWe  WUTOTOB  MPAKTUKK;
COCTaB/IEHME XaPaAKTEPUCTUKN NPAKTUKAHTOB

MpaKkTnyecKkmne 3aHATUA:

22

noAroTtoBKka MPaKTUYECKOro 3aHATUA, COCTaB/sieHME 3adaHUA No
BbIMO/IHEHUIO n3y4dyaemoro 6mbnmoTeyHoro npowuecca,
KOHTPO/IbHblE BONMPOCHI, TEMATMYECKMA CMUCOK nnTepaTtypbl K
3a4aHUI0; HaNMMcaHne Te3ncoB

OAHO 3aHATHUe

1050,0

CocTaBneHue y4ebHOM Nporpammbl:

23

onpeageneHme cocCrtasa cnyu.laTeneﬁ; COCTaB/ieHNeE TEMATUYHECKOTIO
nnaHa, YyTO4HEHNE nopAagKa n3y4vyeHuA, onpeaeneHue
nocneaoBaTesibHOCTU U3N0XKEHUA Tembl, BblaeneHmne OCHOBHbIX
BONpOCOB; COCTaB/sieHMe CnnUCKa unNTepaTypbl no TemMam
nporpammsbl; HaNMUCaHuWe TEKCTa, O6CV)K[I,€HME nporpammbl Ha
3aceaHUN Hay4HO-MeToAN4YEeCKOro CoBeTa

op4Ha
nporpamma

5733,0

MoceweHne 6ubAMOTEK, Bble3gbl B KOMAHAMPOBKM C LENblo
N3y4yeHna paboTbl M OKa3aHMA METOANYECKON NOMOLLN:

24

noarotoBka K KOMaHAMPOBKE, YTOYHEHME CPOKOB WU Ueun
KOMaHANPOBKK, O3HAaKOM/IEHNE C UMEOWMMNCA OOKYMEHTAMU U
maTepuanammn npegbiaywmnx sbiesgos U I'IY6}1MKaLI,Ml7I B neyatu;
COCTaB/1eEHME NPOorpamMmmbl (nnaHa) KOMaHAMPOBKU

oAHa
KOMaHAMpPOBKa

574,2

25

cocTaBneHMe  MHOOPMALMOHHOrO  oTyeTa  (cnpaBku) o
nposeaeHHoOl paboTe: cBegeHMIA O MecTe Bble3aa, Lenax 1 CpoKax
KOMaHAMPOBKU, 06beKTax NOCELEHUSA, aHAaNN3 COCTOAHMA PaboTbl
no Teme Bble3Aa, BbIBOAbI U NPeANoKeHUn B agpec 6ubaMoTeKu

O4uH oTyeT

1050,0

26

COCTaB/1EHME aBaHCOBOro OT4eTa; 3anoJIHeEHNE OTYETHOIO 6naHKa
CO BCEMMU NPUNOKEHNAMU,; CAaYa B 6yxranTepmo

O4uH oTyeT

40,0




27 |noarotoBka MHGOPMALMM NO pe3ynbTaTamM KOMaHANPOBKU (YCTHO) ofgHa 105,0
B CEKTOpe, Y 3aBeAyloWero oTAe/IoM, Ha Hay4YHO-MeToAMYEeCKOM |  MHPOopMauma
coBeTe, 3acefaHnM UpPEKLNN

28 |noarotoBKa OTYETHOrO maTtepuana no pe3ynbTaTam oAHa 500,0
KOMaHAMPOBKK A/1A pa3MeLLeHUA Ha caliTe MHbopMauma

29 |pa3paboTKa 1 cocTaBneHUe yYebHbIX NAaHOB 1 NPOrPamMmm CUCTEMbI | OAMH NeYaTHbIM 1200,0
AononHuTenbHoro npodeccnoHanbHoro obpasosaHua (4MN0) B nnct
oTpacnu

30 |cocTaBieHne pabouymx nporpamm MO BHOBb BBOAMMbIM | OAWH NEYaTHbIN 1800,0
ONCUMNNMHAM, aKTyann3aums AenCcTByoWwmx nporpamm anct

31 |pa3paboTka METOAMYECKUX MaATepuasioB MO KOHTPOJIO 3HAHWI | OAMH NeYaTHbIN 360,0
0bYyYaloLLMXCA; COCTaB/IEHME [AOKYMEHTOB MO MNJIaHWMPOBAHMIO nnct
y4ebHoro npouecca

32 |paspaboTka y4yebHOo-nporpamMmmHoin [OKYMEHTaLumum ONA | O4MH NeYaTHbIN 1800,0
nposefeHna  ob6pasoBaTeNbHOrO  npouecca, MeTOANYECKUX anct
pa3paboToK MO  MNPUMEHEHUIO  HOBbIX  MHOOPMALMOHHBIX
TexHonorni B yauebHom npouecce

33 |pa3paboTka HOPMATUBHbIX JOKYMEHTOB, pPernameHTUPYIOLLUX BCE | OAUH AOKYMEHT 3600,0
BMAblI 06pas3oBaTeNbHOM AeATeNbHOCTU B BUbAMOTEKe

34 |cocTaBneHMe W NOATOTOBKA K WM34aHWUIO y4yebHbIX Nporpamm,| OA4MH NeyvaTHbIM 1800,0
nocobuit, CamMoOCTOATENbHO WAM  COBMECTHO C  Apyrumu nvct
noapasaeneHnamm 6UbanoTekn

35 |yyactTme B  CneuManuM3MpoBaHHbIX  COBeTax OMOAMOTEKM:| OAWH AOKNag, 2400,0
NoAroToBKa Ana npodeccMoHanbHOM neyatn nybaMkaumm wu oAHo 1200,0
MaTepuanoB BbICTYNEHUI Ha KOHbEPEeHLMAX coobuieHne

36 |noarotoBKa K obcyaeHuto ydebHbix nporpamm  AMNO K| ogHo 3acepaHue 2400,0




3aceaHnAM Y4yeHoro coseta

37 | cocTaBneHue KanbKynALMM LEH Ha NAATHbIe YCAYTU OVH JOKYMEHT 120,0
38 |opraHu3aumMsa nNnaTtHoro obydyeHWsa MO AOrOBOpPAM Ha OKasaHWe | OAMH AOKYMEHT no ¢akty
nnaTHbIX 06pasoBaTe/bHbIX YCAYr C  HOPUANYECKUMU U 3aTpayeHHor
dU3NYECKMMM NAnLLAMMU 0 BpeMeHMU
39 |noarotoBKka AOKYMEHTOB K JIMLUEH3MPOBAHUIO M aKKpeguTaumu, | OAVH JOKYMEHT 12000,0
CBsiI3aHHble C peanusaumenn 6MbAMOTEKON 0OpasoBaTesIbHbIX
nporpamm A0
40 |noAroToBKa MaTepuanos 415 3aHATUI B AUCTaHUMOHHOM dopme OAWH Yac 240,0
3aHATMMN
41 | noaroTtoBKa y4ebHbIX M y4ebHO-MEeTogMYECKUX MaTepManos gas Nx ofgHa 1800,0
pasmelLeHma B MHPOPMALMOHHO-TENEKOMMYHUKALMOHHOM CeTH nporpamma
"UHTepHeT" n nx ceoeBpemeHHOe 06HOBNEHNE
42 |opraHusaums y4yebHoro npouecca ans obydawowmxca no oAHa 42420,0
nporpammam npo¢deccmoHanbHom nepenoaroToBKU nporpamma
6MBNMOTEUYHbIX  KaApoB:  OpraHMsaumMa  0b6pa3oBaTesibHOro
npouecca, yuyebHo-meToanYeckana paboTa; HaydyHO-meToauYecKas
paboTa
43 |opraHusaums yyebHoro npouecca aas obydawowmxca no oAHa 21210,0
nporpammam noBbIlEeHUA KBanUUKALMN BUBNMOTEUYHDBIX KaapoB: nporpamma

opraHunsauua 06pa303aTeanoro npouecca,
meToan4yeckan pa60Ta; Hay4YHO-meToaAun4yecKkan pa60Ta

yyebHo-




MpnmeyvaHue:

- K HOpMe BpeMEHM NMpU COCTaBNEHUN AOKYMEHTOB, PerlaMeHTUpPYIOWMX AeATe/IbHOCTb pecnybnMKaHCKNX, KpaeBbiX M 061acTHbIX BUBANOTEK, NpMMeHAETCA
nosblwwatowmin koaddpuumeHt 1,15;

- BPeEMA NPOBeAEHMA NEKLMWN, KOHCY/bTALWKM, NPAaKTUKYMOB, CTa*XMPOBOK, NMPAKTUKKU, NpebbiBaHMA B KOMAHAMPOBKE U NPoBeAeHMA MHPOpMaLMK no ee
pesy/ibTaTaM B HOPMY BPEMEHW HE BXOANT.

1.12. PaboTbl Hay4HO-OpPraHM3aLMOHHOro XapaKTepa

Tabnuua 19
N HanmeHoBaHuWe npouecca, onepauunun. Coctas paboTol EamHuua Hopma
n/n n3mepeHus BPEMEHMHU,
MUH.
1 2 3 4

MoaroToBKa M NpoBegeHMe TEOPETUYECKON, HAYYHO-NPAKTUYECKON
KOHbepeHLMM, TEMATUYECKOro CeEMMHApa

OnpepeneHne cocTaBa OPrkOMMUTETA U YYACTHUKOB KOHdepeHUun, OfiHO
cemuHapa; ¢GOpMMPOBaAHUE W YTBEPXKAEHWE MNPOrpamMmbl W | meponpuaTue
npurnacutenbHoro 6uneta; opraHM3auMOHHbIE MepPonpPUATUSA
(Tekywaa cBA3b C Yy4YyaCTHMKaMM, paccblka MaTepuanos);
nogrotoBka K  M34aHWIO  Te3nCoB; BbIpaboTKa  MpoeKTa
pekomeHaauni; $MHaAHCOBO-X03AMCTBEHHOE obecneyeHue
KOHbepeHLMn, cemuHapa (opopmaeHne NaaTekHbIX JOKYMEHTOB,
BCTPEYa YYaCTHUKOB, Perucrpaums, pasmelieHne B FOCTUHULE);
aHanus3 n oueHKa paboTbl KoHdepeHUNN, ceMnHapa; noaseaeHue
UTOroB

KonnyecTtBo y4aCTHMKOB:




1-100 5670,0
101-150 7560,0
151 - 450 9300,0
MoAroToBKa M NpoBeAEHME CEeMMHApa, MEeTOAMYECKOro AHsA,

3acefaHua "Kpyraoro ctona”

OnpeaeneHve y4yacTHMKOB, PYKOBOAWUTENsA, CPOKOB W MecTa OfiHO

npoBeAeHNa CeMuMHapa, MEeTOAMYECKOro AHA, 3acefaHusa| MmeponpusaTue

"Kpyrnoro cTtona"; onpeaeneHMe KOHTUHIEHTa YYacCTHWUKOB;

pa3spaboTka nporpammbl;  MHPopmaumoHHoe obecnedyeHue

(Tekywan cBA3b C Yy4aCTHMKAMK, paccblKa MaTepuanos);

BbipaboTKa MpoeKTa pPeKoOMeHAAUMI; M3JgaHMe M paccbliKka

Nporpammbl; PEerucTpaLMsa Y4acTHMKOB; aHanM3 U OUEHKA

ceMMHapa, MeToANYecKoro AHsA, 3acegaHuma "Kpyrnoro ctona”

KonnyecTBo y4aCTHUKOB:

1-50 1570,0
51-100 3980,0
101 -150 6150,0
151 - 450 8270,0
MoAroToBKa 3acefaHuii peaKoaNernm:

YTOYHEHWE CPOKa M NOBECTKM 3aceaHusn; oTbop maTepuanos A/s | O4HO 3acefaHne 560,0

06CY)K,£I,€HMF! M NoAroToBKa MX ONA KONUpoOBaHWUA; onpegeneHune
OMNNOHEHTOB (peLI,EH3EHTOB),' onoseuleHne O 3acedaHunn 4YneHos
peaxkonnernn; pacCblizlIka matepmanoB NO NOBECTKE 3acedaHuA;
Od)OpMHEHMG Hpe,D,HO)KEHMVI, BbICKAa3aHHbIX Y4aCTHUKamun
3acefaHunA




OpI'aHM3aLI,VIF| 3ace,£|,aHMﬁ I'Ip06ﬂeMHbIX KOMMCCMﬁ, COBETOB,
TBOPYECKUX KONNNEKTUBOB!

9 |onpegeneHne NOBECTKM OHA M CPOKA NpoBedeHWA 3acedaHus, oA4HO 940,0
YTOYHEHMEe COCTaBa Y4YaCTHUKOB; MOArOTOBKA [OKYMEHTOB,| Meponpusatue
OpraHu3aLMoHHble MeponpuaTuA (onoBsellleHMe O 3acedaHuu,
noabop matepunanos); opopmaeHne NPOTOKONA U peLleHns

10 | pa3paboTka MaKeTa Npe3eHTaumm 418 MeponpuaTus oAHa 600,0

npeseHTauma

11 |noarotoBKa npeseHTauum gna meponpuaTuA ofgHa 600,0

npeseHTaumsn
MpumeyaHwue:
- PV NPOBEAEHUN MEPONPUATUIA HA MEKAYHAPOAHOM YPOBHE K HOPME BPEMEHU NPUMEHAETCS NOBbILWALWNN KoaddumumeHT 2,0, Ha peaepanbHOM YpPOBHE -
1,85;

- B HOPMY BPEMEHU He BXOAMT BPeMsA NPOoBeAeHUA KoHbepeHLUU, ceMrHapa, MeTOAMYeCcKoro AHA, 3acefaHuns "Kpyrnoro ctona" v Bpems, CBA3aHHOE C
n3gaHNeM mMmaTepranos KoHdepeHL UK, CEMUHapa.

1.13. PepaKktupoBaHue pykonucemn

N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n ns3mepeHun BpemeHwu,
MUH.
1 2 3 4

PepaKTnpoBaHMe HayyYHbIX U METOANYECKUX MaTEPUANOB
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MpoBepKa u UcnpaBaeHMe PYKONUCK B NMPOLLECCE NOAFOTOBKU ee K
neyaty; obecneyeHne COOTBETCTBMS TEKCTa HayyHbIM W
NMTepaTypHbiM TpeboBaHUAM, popme U LEeNeBOMY Ha3HAYEHUIO
M34aHWUA, COrNacoBaHME BHOCKMMBbIX MWCMNPABAEHUN C aBTOPOM;
AopaboTka pyKonucu:

peaakTMpoBaHMe MOHOrpaduin, COOPHUKOB Hay4HbIX TPYAoOB,
Hay4YHbIX OTYETOB, MPAKTUYECKMX NOCOOUI

OAMH aBT. INCT

2840,0

pefakTMpoBaHMe METOAMYECKUX MaTepuanoB: MHCTPYKTUBHO-
METOAMYECKUX MUCEM, PeKoMeHAaLUMIi, KoHCyAbTauuii, 0630pos
AeatenbHocTM bubanoTek

OAWH aBT. INCT

2500,0

penaKTMpoBaHWe AOKYMEHTOB, PErIaMeHTUPYIOLWMX AeATEIbHOCTb
6M6MOTEK: YCTaBOB, NONOXKEHWUN, MHCTPYKLUIA

OAWH aBT. INCT

2400,0

pefaKkTMpOBaHME  CTAaTUCTUYECKMX Tabauu, Y4YeTHbIX  opm,
obpasuyos

OAWH aBT. INCT

1980,0

penaKkTMPOBaAHME  MaTepManoB  KOHpepeHUuui:  AOKNafos,
coobLeHn

OAWH aBT. INCT

1050,0

PepgaktnposaHue nonynapHoro 6ubamnorpaduueckoro nocobwus,
PeTPOCNEKTUBHbIX Hay4YHO-BCNOMOTaTe/IbHbIX yKasarenei,
0630p0B, cNpaBok, pedepaTos, aHHOTALMA:

penakTMpoBaHWE NONynspHbIX 6ubanorpadpuueckmx nocobuii:
TemaTuyeckux bubanorpadpuyeckmx ykasatenei, CnpaBo4YHMKOB

OAWH aBT. INCT

2640,0

pefakTMpoOBaHME PETPOCMEKTUBHbIX Hay4YHO-BCMOMOraTe/bHbIX
yKasaTtenemn

OAWH aBT. INCT

2100,0

pefakTMpoBaHMe aHANUTUYECKUX 0630pOB, CNPABOK, aHHOTALWN,
pedepaToB, CBOAHbIX pedepaTMBHbIX 0630pOB, 3Kcnpecc-
nHpopmauymi

OAWH aBT. INCT

1080,0




9 |peaaktnposaHue bubavorpaduyeckolt 3anncu OflHa 3anucb 4,6
10 | KOHTpO/bHOE peaaKTUpoBaHue oA4Ha 3anucb 6,2
MpumeyaHue: Npu pesakTUPOBAHMM CMELLAHHOIO TEKCTA K HOpPME BPEMEHM NPUMEHAETCA NOBbIWAWMMA KoadduumenT 1,1.
1.14. BcnomoraTenbHo-TeXHMYecKasa paboTa
N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTbl EanHuua Hopma
n/n n3mepeHua BPEMEHM,
MUH.
1 2 3 4
MaLKnHonuncHble paboTbl
MonyyeHne opurnHana ANA nNevyataHMA U O3HAKOMJIEHME C HUM,
Habop
MeyaTaHWe TeKcTa 6e3 BepTUKaAIbHOrO rpadaeHus OfiHa CTpaHuua
MALIWMHOMUCHOrO
TeKcTa
Pasmepbl MHTEpBanos:
1 |2 13,4
2 (1,5 17,6
3 |1 22,0

MeuyaTaHWe TeKCTa Ha popmaTKax 6e3 BePTUKANbHOTO rpadieHns

oAHa CTpaHMua
MaLIMHOMMUCHOTO
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TEKCTa

Pasmepbl HTEpPBanos:

4 |2 17,6
5115 20,8
MeyaTaHWe TeKCTa C BEPTUKabHbIM rpadeHnem OfHa CcTpaHuua
MALWHOMNMUCHOrO
TeKcTa
Pasmepbl HTEpBaNOB:
6 |2 17,6
7 |15 21,0
8 |1 28,0
MeyaTaHWe TekcTa Ha GOpPMaTKaX C BEPTUKAJIbHbIM rpadneHnem OfHa CTpaHuua
MALLIMHONUCHOrO
TeKcTa
Pasmepbl MHTEpBaNOB.:
9 |2 17,6
10 |1,5 22,0
CuMTKa M KOPPEKTMPOBKA TEKCTA NOC/e NevyaTaHUA Ha MaLLUHKe:
11 |npoBepKa NPaBUAbHOCTU PACNONOXKEHMUA OTNEeYaTaHHOro TEeKCTa,| OAHa CTpaHWuua 4,4
CBEPKa C PYKONUCHbIM; KOPPEKTUPOBKA MALUMHOMMUCHOrO TEKCTa MaLLUMHONUCHOIo
TeKcTa
12 | cunTKa, KOPPEKTMPOBKA M BEPCTKA OfHa CTpaHuua 4,4




MalWNHOMNMNCHOTO

TeKcTa
13 |HakneuBaHWe NpaBoK O/JiHa npaBKa 1,4
MawKnHoNUCHble PaboTbl, BbINOJAHAEMblE B aBTOMATU3MPOBAHHOM
pexunme
BBog maTepurana B KoMmnbioTep: OfHa CTpaHULa
14 |Habop TekcTa ¢ incTa 11,0
15 |Habop 6ubnnorpaduueckoro onncaHmn 14,0
BbiBOA, MaTepurana Ha aKpaH: OfHa CTpaHuLa
16 |npaBKa TeKCTa Ha KOMNbIOTEPE, BEPCTKA TEKCTA 8,6
17 | pepakTMpoBaHue bubanorpadmyeckoro onmMcaHus 2,7
18 |BbIBOA TEKCTA HA NPUHTEP; pacneyaTka oA4Ha CTpaHuua 1,6
19 |BbiBOA PpOpM TabAUL, HA 3KpaH ogHa Tabaunua 11,0
20 |HanonHeHwe Tabaul cogepRaHUem oAHa Tabauua 1,6
HacTpoitka TexHuyeckoro 060pyaoOBaHMA U TeXHUYECKoe
COMPOBOXAEHNE MEPONPUATHIA:
21 |HacTpolika TexHu4yeckoro obopyaoBaHUA ANs  NpoBeAeHUs o4HO 120,0
MEpPONpPUATUIA, B TOM YMC/Ie TPAHCAIMPYEMBbIX Mo ceTh "NHTepHeT" meponpuatue
22 | TEXHUYECKOe CONPOBOXKAEHNE MEPONPUATUI o4HO 300,0
meponpuatue
23 | nposeaeHue ayamo/suaeosanncu n GoToCbeEMKN MePONpPUATUIA o4HO 300,0

mMmeponpusatne




24 | 0bpaboTKka ayauo/snaeo/potomatepmnanos OAMH HOCUTEeNb 420,0
nHpopmauunm

25 | paspaboTKa pas3nnuHbix 6a3 gaHHbIX (B[) AnA BeAeHWA NPOEKToB opHa b 28800,0

26 | HanNMcaHWe MHCTPYKUUI NO ucnosb3oBaHuio bl npoekTos OAMH aBT. INCT 18000,0

27 | TexHun4yeckasa nopaepKka b npoektos oaHa pyHKumA 4800,0

28 |TecTMpoBaHME HOBbIX CUCTEM W  BEPCUA  MNPOrpaMmMHoOro| oaHa pyHKuuA 1800,0
obecneyeHnn/nporpammHo-annapaTHOro KOMMNAEKCa,
MCMOIb3yeMoro  npu  peanusauuuM  NpoektoB W pabote
noapasaeneHuns

29 |TecTupoBaHue NPOrpaMmmHoOro obecrneyeHna/nporpammHo-| oaHa GyHKUMA 1800,0
annapaTHOro Komnsaekca

30 |coctaBneHue nnaHa TeCTUPOBaHUA NPOrpPaMmmMHOro OAMH NNaH 2400,0
obecneyeHns/nporpammHo-annapaTHOro KOMnaeKca

31 |npoBepka  cooTBeTCTBMA  pa3paboTaHHOro  NporpammHoro| oaHa pyHKumA 480,0
obecneyeHns/nporpammHo-annapaTHoro KOMIMJIeKca
TEXHUYECKOMY 3aaHUI0

32 |oueHKa nporpammHoro obecnedyeHuns/nporpammHo-annapaTHoro o4HO 25500,0
KOMMNaeKca nporpammHoe

obecnevyeHue

33 |coctaBneHue anroputma TecTUpoBaHuA NPOrPaMMHOro | OAWH aNropUTM 8400,0
obecneyeHna/nporpammHo-annapaTHOro KoMnaekca

34 | co3pgaHune TECTUPYIOLWLETO CKPMMTA ANA NPOBEAEHMA HAarpPy304YHOro | OA4MH CKpunT 600,0
TeCTUPOBaAHMA nporpamMmmHoro obecneyeHna/nporpammHo-
annapaTHOro KoMnJjekca

35 |npoBeaeHne  HArpy3o4yHOro  TeCcTUPOBAHWMA  MPOrpammHOro o4HO 480,0




obecneyeHnn/nporpamMmHo-annapaTHOro KOMMAeKca HarpysoyHoe
TecTMpoBaHue
36 |3KcnepTHasa OLEeHKa NPOrpammHOro obecneyeHus, oAHa 2400,0
NoAroTOBAEHHOrO B APYrMX  opraHu3aumsax/nporpammHo- aKcnepTmsa
annapaTHOro Komnsaekca
37 |co3gmaHue anroputMa KOHBEPTUPOBAHMA paboumx Tabnuy,| opgHa oTpacib 2400,0
6onbworo 6ubnnoteyHoro Katanora (BBK) BBK
38 |HanucaHue KoHBepTepa A/ia npeobpasoBaHuA paboumx Tabauy,| oaHa oTpac/b 4800,0
BEK B aBTOMaTM3MPOBAHHYLD WMHOPOPMALMOHHYID  CUCTEMY BBK
JNIMLLEH3UPOBAHUA OTAENbHbIX BUAOB AeaTenbHoctn (AUC N0OA)
(MHTErpauma 6MBIMOTEYHBIX AaHHbIX)
39 |npeobpasoBaHWe METOANYECKUX AaHHbIX 3/1EKTPOHHOro KaTasora o4HO 1440,0
Ona nepefaun KOHBEPTMPOBaH
ne
MpumeyaHue: Npy Habope TEKCTa Ha KOMMNbIOTEPE € IATUHCKUMM LWPUEGTOM K HOpMeE BPEMEHMU NPUMEHAETCA NOBbIWAOWMNA KoadduumeHT 1,3,
1.15. PaboTa no opraHu3aummn Tpyaa v ynpasieHuIo
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n ns3mepeHun BpemeHwu,
MUH.
1 2 3 4
MnaHnpoBaHue paboThbl
C6op, aHanu3 ucxogHon nHdopmaumu; onpeseneHme OCHOBHbIX OAMH nnaH
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33434 ro4a, yToYHeHMEe CPOKOB BbINOIHEHWA 3a4aHWIA, HanucaHue
OOBACHUTENBHOW  3aMWCKM; MOArOTOBKA MNPOEKTa naaHa K
06CY)KAEHMIO HA BCEX YPOBHAX, A0paboTKa nocne obcyKaeHus;
npeAacTaB/eHne NaaHa Ha CoracoBaHMe U yTBEPKAEHME:

1 |nnaHa 6ubanoTekn 6240,0

2 | nnaHa Komnnekca/ynpasneHusa 4800,0

3 |nnaHa otgena, cekTopa 2740,0

4 | MHAMBMAYANbHOTO NAaHa 370,0
ExxeqHeBHbIN y4eT paboTbl B CTPYKTYPHbIX NOAPA3AENEeHUAX:

5 |cTaTUCTUYECKUI yyeT 3anucaBLUMXCA (MepeperncTpupoBaBluMxca)| oAHa 3anucb 2,8
yntaTenen

6 |CTaTUCTUYECKMI YYET KHUTOBbIAAY, NOCELLEeHUN OZHa 3anucCb 8,6

7 |y4eT  uHPopMaLMOHHO-6MbAnOrpaduueckoit paboTbl no| ogHa 3anuco 2,7
yCTaHOBNeHHOM popme

8 | y4eT BbINOJIHEHHbIX CNPABOK 0fHa 3anucb 2,7
ExXegHeBHbIN y4yeT abOHEHTOB, MO/b3YHOWUXCA MpOorpaMmamm
MBA:

9 | cTaTUCTMYECKUIM yueT aboHeHTOB, Nob3ytoumxca MBA oAHa 3anucb 2,7

10 |cTaTUCTMYECKMI  yyeT  MNONYYEeHHbIX  3aKasoB,  BblAaHHbIX| OZAHa 3anucb 9,8
OOKYMEHTOB

11 |cTaTMCTMYECKMI Yy4eT 3aKa3oB, MepeHanpasfieHHbIX B ApyrMe| oAaHa 3anucb 2,7

6nbnnoTekn




12 |3anucb utoros pabotbl B "[OHeBHWK paboTbl" noapasgeneHusa| oOAHa 3anucb 3,2
6MbnmoTekn
13 |nHAMBMAYaNbHbIN yYeT: exeaHeBHOe 3anoJIHEHWEe AINCTKA y4yeTa| oJHa 3anuch 15,0
TpyAo3aTpaT Uan AHEBHUKA paboTbl bubanoTekaps
CBOAHbIM CTAaTUCTUYECKUI yYeT No BubanoTeke
Yucno umtaTtenei, KHUroBbl4ay, NOCELWEHNI; NogBeAeHe UTOTOB| OAHa 3anucb
CTaTUCTUYECKUX AaHHbIX N0 6ubanoTeke:
14 | mecay, 528,0
15 |kBapTan 792,0
16 |rog, 1080,0
Cratmuctuyeckui yyet B pexkmme AC:
17 |BBOA CTAaTUCTUYECKUX AAHHbIX C KOHTPOJIBHOMO NUCTA OAMH AncT 0,16
18 | cBOAHbLIN CTAaTUCTUYECKUI yUYeT no bubanoTteke (uncno ymtatenen,| ogHa Tabnuua 0,27
KHUrOBblAau, NocelleHni)
MNoaBeneHWe UTOroB CTAaTUCTUYECKUX SAHHbIX NO BubanoTeKe: ofHa Tabnunua
19 | mecsay, 0,27
20 |KkBapTan 0,27
21 |rop 0,27
CocTtaBnieHMe OTYETOB:
22 |npuem  NNaHOBO-OTYETHbIX  OOKYMEHTOB  OT  CTPYKTYPHbIX | O4ANH AOKYMEHT 60,0

noapasaeneHnin ¢ NPOBEPKOM MONHOTbI COCTaBa; COCTaB/AeHUe
CBOAHOM TabnLbl OCHOBHbIX MOKa3aTesein




CoctaBneHMe aHaAMTMYECKOrO OT4YeTa: aHaiuM3  OeATe/IbHOCTU OOMVH OT4yeT
nogpasgeneHnin u bubnnotekM, OTMETKa WM3MEHEeHWI 3a rog,
HanucaHMe TeKCTa, MpeacTaBAeHWe Ha  COornacoBaHve U
yTBEPXKAEHME:
23 | oTyeT 6MbANOTEKM 3a rof, 3980,0
24 | oTyeT OTAeNa, CEeKTopa 3a rog, 1320,0
25 |MHAMBMAYaNbHbIN OTYET 33 ro4, 586,0
CocTaBneHne GUHAHCOBbIX OTYETOB 06 oniaTe Mo BUAAM MIaTHbIX OOMVH OT4YeT
ycnyr:
26 |3a mecay, 510,0
27 |3a KBapTan 840,0
OT1yeT nepes YnNTaTeNAMKN U HaCeNIEHNEM:
28 |onpegeneHuve Cpoka nNpoBefeHWA OT4YeTa, MNOBECTKU AHA, O4HO 1580,0
OMOBELWleHMEe O AHe OT4yeTa uuTaTenein, HacesneHuda, BbINYCK| MeponpuaTne
CTeHraseTbl, 0poOpmMIEHME NPOTOKOA, 3aMeYaHNN U NPEeANOKEHUN
ynTaTenemn, HaceneHus, CocTaBaeHMe NaaHa UX peannsaumnm
MoaroToBKa NPOM3BOACTBEHHbIX COBELLAHNI
OnpeaeneHne NOBECTKM AHA, Kpyra Yy4aCTHMKOB, MNOArOTOBKA ogHo
CNpaBKMW, APYrMX MepPonpuUATUIN, NPOEKTa PeLLEeHMA, ONOBeELLEHNE coBellaHue
YYaCTHUKOB COBELLAHUA, NOArOTOBKA NOMELLEHMA:
29 |cosewaHune paboTHMKOB BUBNMOTEKM 320,0
30 |coBewaHune paboTHUKOB oTAENa 264,0
31 |coBewaHne NO UTOram MPUHATBIX PELUEHNI C Le/Ibl0 OLEHKU UX O4HO 27,0




pe3ynbTaToBs, NPOM3BOACTBEHHbIE COBELLLAHNA NO UTOram roga coBellaHne
32 |onepatnsHoe coselaHue (ana peweHun TEeKYLMX o4HO 60,0
NpPOW3BOACTBEHHbIX 3a4a4) coBellaHne
OpraHusauMoHHo-onepaTMBHas paboTa:
33 |poKymeHTanbHoe odOopMAeHUe pexuma paboTbl  oTaena| oAMH AOKYMEHT 360,0
(cocTaBneHue rpadumka paboTbl, OTNYCKOB)
34 | obecneyeHne KOHTPOAA 33 BbINOJIHEHMEM MPOM3BOACTBEHHOrO | OAHO 3agaHue 15,0
3a/aHUA N KayecTBOM paboTbl
35 |obecneyeHne KOHTPOAS 3@ MCMOJIHEHMEM YMNPaABAEHYECKOro | OANH AOKYMEHT 15,0
peweHnsa, TMpWKasa, YKas3aHWA  AUPEKTOpa, 3aMecTuTens
OVPEKTOpPa, 3aB. OTAE/NIOM
36 |3aKaw4ueHune, NpoasieHne gorosopa ¢ pupmamu, NpeanpuaTUAMM, | OAMH AOrOBOpP 840,0
OpraHM3aLUnAaMM, YaCTHbBIMU NpeanpPUHUMATENAMMU
37 |cocTaBneHue KaNbKyNALUM LLeH Ha NaaTHbIe yCayru O4WNH OOKYMEHT 3340,0
38 | BbINMCbIBaHWE CYETA, KBUTAHLUK OAVH AOKYMEHT 13,4
39 |cBepKa onnaTtbl cHETOB OOVH LOKYMEHT 13,8
JenonpounssoacTso:
40 |npuvem un perucTpaLma BXoAALLel KOPPECNOHAEHLUN OAVH AOKYMEHT 15,0
41 | KonmpoBaHMe/CKaHNPOBaHMNE AOKYMEHTOB OOVH LOKYMEHT 15,0
42 |otnpaska/nonyyeHme GaKkcoBbIX KOMUIM AOKYMEHTOB OOMH OOKYMEHT 30,0
43 |obecneyeHne KOHTPOASA 33 CBOEBPEMEHHLIM WCMOAHEHWEM | OAMH OOKYMEHT 15,0

AOKYMEHTa




44 |cuctematmsaumAa U NOAWMBKA MCNONIHEHHbIX [OOKYMEHTOB B| OAVH OOKYMEHT 30,0
COOTBETCTBMU C HOMEHKNATYPOW Aen
PaboTa B pexume AC:

45 | perucTpauma Bxogallen KoppecnoHAeHUNN: OflHa KapTo4Ka 15,0

46 |obecneyeHne KOHTPOAA 33 UCMOJIHEHMEM AOKYMEHTA: BbIBOA, Ha | OZAHa 3anuch 7,0
3KpaH KOHTPO/IbHOM KapTOYKM; BBOA B Hee WHpopmauum o6
WCMOJIHEHUM

47 |peweHne XO3AWCTBEHHbIX BOMPOCOB (Mogaya 3aABOK Ha| OAMH BOMpOC 30,0
yCTpaHeHWe HeucnpaBHOCTEN pPaboymMx MOMELLEHUI, 3aKa3s MU
nosy4yeHMe KaHLUEeNAPCKUX TOBapOB M APYyrMx MaTepuanosB co
CKnaga)
Bsanmogenctame mexay CTPYKTYPHbIMM NOApasaeneHnaAMMU:

48 |cocTtaB/ieHWe 3anpocoB, TPebOBaHUI, NOSCHUTE/IbHBIX 3aNUCOK U | OAMH SOKYMEHT 20,0
CNY»KebHbIX 3aNnCoK

49 |nogaya 3anpocoB, TpPeboBaHMI, MNOACHUTENbHbIX 3aNUCOK W | OAWH AOKYMEHT 25,0
CNyXKebHbIX 3aNMCOK B nevyaTHoM dopme

50 |nogaya 3anpocoB, TpeboOBaHWIA, MNOACHUTENbHbLIX 3aMNUCOK M| OAUH AOKYMEHT 10,0
CNY»KeBHbIX 3aNUCOK B 3N1EKTPOHHOMN dopme

51 |obecneyeHne KOHTPOS 3@ UCNONHEHMEM 3aNpPOCOB, TPeboBaHUM, | OAUH AOKYMEHT 40,0

NOACHUTE/IbHbLIX 3aNMNCOK U Cfly)'KE6HbIX 3aMnCOK




MpumeyaHue: Bpems NpoOBEAEHUS OTYETA Nepes YNTaTeNs MU, HaceNleHUEM, COBELLAHUIA B HOPMY BPEMEHW HE BXOAMT.
2. Tunosble oTpacneBble HOPMbI TPYAa Ha PaboTbl, BbINOAHSAEMbIE

B roCy4apCTBEHHbIX (MyHUUMNaNbHbIX) bBubamMoTeKax (Ha ocHoBe
aBTOMATU3MPOBAHHbIX CUCTEM YMPABIEHWA NpoLLeccamum)

2.1. KomnnektoBaHune $poHA0B

Tabanua 23
N HanmeHoBaHue npouecca, onepauun. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMHU,
MUH.
1 2 3 4
1 |npuem n ot60p g5 GOHA0B HOBbIX NOCTYN/EHUI, NONYYEHHbIX NO | OAUH AOKYMEHT 3,6
CONpPOBOAMTENIBHOMY [OKYMEHTY - JINCTY [OCYyAapCTBEHHOM
perucrpauum
2 | TexHunyeckan o6paboTKa AOKYMEHTOB OOMH LOKYMEHT 4,5
3 | BBOA AOKYMeHTOB B 6a3y gaHHbIX (BA) OOVH LOKYMEHT 4,5
2.2. bubanorpacduryeckoe onucaHne 1 UHAEKCUPOBaAHUE NOKYMEHTOB
Tabnnua 24
N HanmeHoBaHMe npouecca, onepaumn. Coctas paboTbl EavHnua Hopma
n/n n3mepeHmn BPEMEHMN,
MUH.

1 2 3 4




1 | dopmupoBaHue 6ubnmorpadpmyeckort 3anMcu Ha AOKYMEHTbl Ha| OAHA 3anucb 18,0
PYCCKOM A3blKe (onncaTenbHasn KaTanornsaums)

2 |dopmupoBaHne bBubamnorpadpuyeckolr 3annucu Ha AOKYMEHTbl Ha| OZAHa 3anucb 27,0
MHOCTPaHHbIX €BPOMENCKUX A3bIKAX M A3blKax Hapozos Poccum,
KpoMe pyccKoro (onucatesibHasa Katasnornsaums)

3 | dopmupoBaHue bubanorpadpuyeckon 3anmMcu Ha ctaponedaTHble| OZAHA 3anuCb 60,0
KHUIM WM pyKonucu  (onucaTenbHaa UM cofeprkaTenbHas
KaTanornsaums)

4 | MHOEKCMpOBaHME AOKYMEHTOB (cofeprKaTebHas KaTtanormsauus) OZHa 3anucCb 18,0

5 |dopmupoBaHMe aBTOPUTETHOM 3anmMcM (HA WMMeHa vy, | OAHa 3anucb 30,0
HaMMeHOBAHWI opraHM3aLUuii)

6 |dopmupoBaHMe AaHHbIX B POHAOBOM 3anmcK OfiHa 3anucb 5,0
2.3. PaboTa c KaTanoramu

N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma

n/n n3mepeHua BPEMEHM,
MWH.

1 2 3 4

1 |pasbop KapToUeK A/1A PacCTAaHOBKM B andaBUTHbIE KaTanoru OfiHa KapTOo4Ka 0,2
PepakTMpoBaHUe reHepasbHOro andaBUTHOTO KaTanora: OflHa KapTo4Ka

2 |KaTanor - ctapbiii pag (ao 2000 roaa); 1,0

3 |KaTanor - HoBbIi pag (c 2000 roga); 0,5

Tabanua 25



4 |KaTanor - MHOCTPaHHbIe eBPOMencKMe A3bIKM U A3bIKM HAPOAOB 1,0
Poccumn, Kpome pycckoro
5 |pa3bop KapToyek A/1a pacCTaHOBKU B CUCTEMATUYECKUE KAaTalomu OJZlHa KapToukKa 0,3
6 |penakTMpoBaHue [eHepanbHOro cuctemaTnyeckoro Katanora (FCK) | ogHa KapTouka 0,5
7 | pefaKTMpoBaHMe opuUrMHan-maketa bubnvorpadumyeckmx sanuceit| ogHa KapTouka 0,3
(B3) Ha ogHOYACTHbIE AOKYMEHTbI
8 |pefaKTupoBaHMe oOpurMHan-maketa B3 Ha MHOrovacTHble | OfHa KapToO4Ka 0,45
OOKYMEHTBI
9 |pemaKTMpoBaHMe 3aNncen Ha eANHULbI XPaHEHMS B MPOrPaMMHOe |  OZIHa 3amnucb 5,4
obecneyeHun (NO) No M3BeLIEHUAM O BHECEHUU WU3MEHEHUI B
KaTasorun, nosy4yeHHbIM U3 TeXHoorMyeckoro otaena (TO)
PepaktupoBaHue b3 petpokoHBepcun B MO (KOHTPONbHbIE MOAS| OAHA 3anuUCb
¢dopmata 1 TekcTta bB3):
10 | pepakTMpoBaHME KOHTPObHbIX Nosiel dopmaTa 5,4
11 | pepakTupoBaHue Tekcta b3 5,4
12 |pepaktupoBaHue 6ubnnorpadpudecknx 3anucen (63) B MO| opgHa 3anuCb 5,4
(sBepeHme nHaekcos BBK B B3 peTpoKkoHBepcun)
13 | popmmpoBaHme b3 B MO c Ucnosb3oBaHMEM CBOAHOFO KaTajiora| oAHa 3anucb 12,0
6mbnmotek Poccum
14 | pepakTuposBaHue b3 Ha MHOro4YacTHble 4OKymeHTOB B M0 oAHa 3anucb 12,0

2.4. Pabota c poHaOM

Tabnunua 26



N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EamHmua Hopma
n/n n3mepeHua BPEMEHM,
MUH.
1 2 3 4
MoarotosuTenbHas pabora:
1 |noarotoBka paboumx mect 0AHO pabouee 5,0
MecTo
2 |nosfyyeHMe OOKYMEHTOB C BbICTAaBKM HOBbIX MOCTynaeHWW (Npu| opfHa naptua 16,0
y4yacTum 4-x Yenosek) (100
[OKYMEHTOB)
3 | npuem HOBbIX NOCTYMN/JEHNA B NPOrpaMmmMe nepesaum O4Ha napTua 12,0
(100
OOKYMEHTOB)
O6paboTKa HOBbIX NOCTYNAEHUN:
4 | nepBUYHbI pa3bop HOBbIX MOCTYNAEHW 0f4Ha napTtuA 26,0
(100
OOKYMEHTOB)
5 |pa3bop AOKYMEHTOB Ans onpeaeseHusa pacCTaHOBOYHbIX WKdPOB 0fHa napTua 1,0
(100
OOKYMEHTOB)
6 |npeaBapuTenbHaa cucTeMaTM3auMA  AOKYMEHTOB [PYnnoBOW | OAHA NapTuA 1,0
06paboTKKn gns onpeneneHma NosI0YHOro MHAEK A (100
OOKYMEHTOB)
LWndpoBKa LOKYMEHTOB: OANH JOKYMEHT
7 |c geyma wudpamm (1 - "BupTyanbHbin") 1,0




8 |6e3 wudpa 1,8

9 | gocbinbl 3,6

10 |BBOA WHdpa 0,5
LWndpoBKa AOKYMEHTOB rpynnoBoi 06paboTKu: OANH JOKYMEHT

11 |npepBapuTenbHaa cuctemaTmsauma (BBOA, MHAEKCa OTpPacau 1,0
3HaHMA no Tabanuyam BBK B 3K)

12 | peTanbHas cuctemaTmsauma (BBod nonovyHoro MHaekca 66K B 3K) 1,0

13 | 06paboTKa AOKYMEHTOB HAa MHOCTPAHHbIX €BPOMNENCKUX A3bIKAX OAVH AOKYMEHT 3,6

14 |0bpaboTKa A[OKYMEHTOB HA HaLMOHA/bHbIX f3blkax HapPOAOB| OAWH AOKYMEHT 4,5
cybbeKkToB Poccuiickoint Peaepaumnm

15 | npuem n obpaboTtka pokymeHTos XVIII - XIX BB. OAMNH JOKYMEHT 8,0

16 |npvem u 0bpaboTKa oTeYeCTBEHHbIX NEPUOLUYECKMX U3AAHUIN U3 | OAWNH AOKYMEHT 1,8
3a/1a TEKYLMNX Nepruoanyeckmx usganuii (3Trn)

17 |npvem n 06paboTka MHOCTPAHHbIX NEPUOAMYECKUX U3AAHUNA U3 | OAWH AOKYMEHT 1,8
3TN

18 |nepewndpoBKa AOKYMEHTOB OOMH LOKYMEHT 27,0

19 |BBOA 6ap-Koga AokymeHTa B IK OOMH AOKYMEHT 2,6

20 |nepepaya AOKYyMeHTOB B doHA 6ubnnotekmn (OB6) OflHa napTua 26,0

(100
[OKYMEHTOB)

O6cnyxunBaHme yntatenen n aboHeHtos B Ob:

21 |BbinosHeHWe TpeboBaHWUI, MOCTYNMBLLMX NO SNEKTPOHHOMY 3aKasy 0AHO 1,0




TpeboBaHue

22 | B3aMMOPACHET CO CTPYKTYPHbIMU NogpasgeneHmamm 6nubanorekm O4Ha napTma 14,0
(100
OOKYMEHTOB)

23 |paborTa c 3a40/1}KEHHOCTbIO OOMH LOKYMEHT 1,8
CoxpaHHoOCTb $oHA0B

24 |NoAroTOBKa  OOKYMEHTOB  Ha  MUKpPOPUAbMMUPOBAHWE U | OAWH AOKYMEHT 5,4
CKaHMpOBaHMe

25 |nepegaya LOKYMEHTOB Ha MUKPOOUIbMUPOBAHME n| oaHa naptua (20 16,0
CKaHMpoBaHWe OOKYMEHTOB)
Ceepka ¢oHAa C 3N1eKTPOHHbIM KaTanorom (3K): OOMH LOKYMEHT

26 |oAHOYaCTHblE AOKYMEHTOB 1,8

27 | MHOroYacTHble 4OKYMEHTOB 3,6

28 | npoBepKa A0CTyNna K 31eKTPOHHOMY pecypcy OOMH LOKYMEHT 5,4
MNepeBog 4OKYMeHTOB B LMdpoBoi dopmar:

29 | npuem/nepeaaya nevaTtHbIX U34aHUM U3 oTaena poHAoAepKaTens | OAUH AOKYMEHT 0,9
no aBTOMaTU3MPOBAHHON Nporpamme nepeaad

30 |cBepKa MOJlyYeHHbIX OOKYMEHTOB C 3/1eKTPOHHbIM KaTa/sorom M| OAWH AOKYMEHT 3,3
pacnpefeneHne 3aknagoKk c umeHem ¢anna Mo  nevyaTHbIm
OpUrnMHanam

31 |pacnpeaeneHne neyvyaTHbIX OOKYMEHTOB MeX4y onepatopamu| ogHa napTtuAa 55,0

CKaHuMpoBaHua (40 AOKYMEHTOB)




32 | cKkaHMpOBaHMeE NeyvaTHbIX AOKYMEHTOB B NO/IHOLLBETHOM perKnume OfHa CcTpaHuua 0,33
33 |KonupoBaHue onepatopom 3/1IEKTPOHHO KONWUW | OANH AOKYMEHT 30,0
OTCKaHMPOBAHHOIO AOKYMEHTA Ha cepBep
34 | 06paboTKa 3NEKTPOHHOM KOMUM OTCKAHNPOBAHHOIO N34aHUSA OfiHa cTpaHuua 2,5
35 |KonupoBaHMe onepatopom 06pPaboOTKM TOTOBOW 3/EKTPOHHOM | OANH AOKYMEHT 30,0
KOMNM OTCKAHMPOBAHHOIO M34aHUA C paboyei cTaHUMM Ha cepBep
36 |BepuduKauma (NpoBepKa C NOMOLLbIO A0Ka3aTeIbCTB) U KOHTPO/Ib | OAMH AOKYMEHT 10,0
KayecTBa 06paboTaHHbIX 3NEKTPOHHbIX KONWI NeYaTHbIX U3LaHUIM
37 |pacno3HaBaHue Tekcta M cosgaHue MAOP-dalinoB 31EKTPOHHbIX | OANH AOKYMEHT 35,0
KOMWM NeYyaTHbIX N34aHNUM
38 |KonmMpoBaHWe pacno3HaHHbIX MNOP-PaifoB 3NEKTPOHHbIX KOMNWIA | OAMH AOKYMEHT 6,0
NeyaTHbIX M34aHUIA B TEXHONOTMYECKYIO NanKy AN Aa/ibHenwwen
3arpysKu Ha cepsep
2.5. O6cnyKMBaHME MHOTOPOAHMX abOHEHTOB B LLEHTPE ANCTaHUMOHHOro obpasosaHua (LOO) n MBA
N HanmeHoBaHue npouecca, onepauunun. Coctas paboTbl EamHuua Hopma
n/n nsmepeHua BPEMEHM,
MUH.
1 2 3 4
1 |noarotoBKa paboumnx mect 0fHO pabouee 4,2
MecTo
2 | NPOCMOTP 3NEKTPOHHOM NOYTbI, O3HAKOM/IEHME C NOCTYNUBLUMMMU o4HO 26,0

Tabnuua 27




coobLieHnamm coobleHne
3 |peructpayma aboHeHTOB OANH aboHeHT 4,5
4 |npvem 3aKka3oB OT abOHEHTOB 4epe3 aBTOMATM3UPOBAHHYLO O/JIMH 3aKa3 2,7
CMCTEMY MOpTasa ynpaBieHUsa AOMNOJIHUTENbHOro 06C/NYKUBAHUS
(v00)
MpoBepKa MO 3/IEKTPOHHOMY KaTafory Hanuuma [OKYMEHTA B| OAWH AOKYMEHT
doHaax, npocTasneHue wudpa Ha 6raHKe-3aKase:
5 |6e3 bubnnorpaduueckoir 4opaboTku 3,6
6 |cbubnmorpaduyeckoin gopaboTkomn 17,0
7 |npvem JOKYMEHTOB OT oTAenoB doHAoAepKaTenen OAVH peic (13 9,0
®b)
8 |noarotoBka M obopmMaeHNEe LOKYMEHTOB K Bblaaye O4WNH OOKYMEHT 2,7
9 | dopmmpoBaHUE KaNbKYAALUM Ha ONAATy YCAYTM HA BblA4ady KOMUM | O4HA CTpaHMLa 1,0
OOKYMeHTa o 3anpocy aboHeHTa
10 | npoBepKa NocTynaeHus naaTexa no sMaam onnathbl O/1Ha 3aABKa 1,0
11 |pernctpaums Bblga4M [OOKYMEHTOB B aBTOMAaTM3MPOBAHHOW | OAUH AOKYMEHT 1,8
cucTeme
12 |oTnpaBKka baHaeponei 0ofiHa 6baHAeponb 4,4
13 |cocTtaBneHne  OnNUCKM  NOAFOTOBJIEHHbIX K  OTMNpPaB/JEHWIO | OZHa 3anucb 2,7
b6aHaeponen
14 |TpaHcnopTupoBKa GaHaeponelt B noapasaeneHMe OTNPaBKM| oAHa NapTuA 9,0

3aKasHbIx baHaeponei




15 | npuem AOKYMEHTOB, BO3BPaLLEHHbIX abOHEHTaMU OOMVH LOKYMEHT 2,8
16 |paboTa c oTKasamu OAMH OTKa3 2,7
17 |opraHusauma n segeHme KapToTek OZlHA KapTo4Ka 1,0
/oAnH BnaHK-
3aKas
18 |pacneyaTKka AuccepTaummn 13 3NEKTPOHHOM basbl auccepTaumin no OAWH NUCT 1,0
3aKa3y aboHeHTa
19 | KOHTPOAb 33 NOraweHnem 3a401KEHHOCTH 0AuH aboHeHT 14,0
20 |noucK Henony4yeHHbIX baHaepone ofHa 6baHaepob 55,0
21 |Bo3BpaT OWMBOYHO 3aCaHHbIX LOKYMEHTOB 0ofHa baHaepob 3,5
22 | cnpaBKM W KOHCY/IbTaLMu 06 ycnoBuax 0b6cnyKMBaHMA abOHEHTOB, ofHa 9,0
no pabote aBTomaTMaMpoBaHHOM cuctembl LLAO 1 MBA KOHCY/1bTaLMs
2.6. CnpaBoyHo-bnbnnorpadumyeckoe obcnyxumpaHne
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n n3mepeHua BPEMEHM,
MUH.
1 2 3 4
BbinonHeHMe ycTHbIX Bubanorpadpuyeckmx cnpasok:
1 |noarotoBKa paboumnx mect eXKe4HEeBHO 13,0
2 |exeOHeBHbIN CTaTUCTUYECKUI yJet CNpaBoOYHO- exxegHeBHO 13,5

Tabnuua 28



6mbnnorpadmyeckoro obcnyKmMBaHUA YMTaTeNEN

3 |uM3yyeHMe oOTpULATENbHbIX OTBETOB Ha 6ubanorpadpuyeckme OAMUH 13,5
3anpochbl C Lebto BbiABAEHUA 6paka oTpULATENbHbIN
oTBeT
4 |npuwem 3anpoca Ha BbiNoHeEHUE bubanorpadpuyeckoi cnpaBku OZMH 3anpoc 10,0
5 | odopmieHmne KOHTPOIbHOIO INCTKA NOJIb30BaTe A OJVH 1,0
nosb3oBaTenb
6 |TemaTuuyeckasa ycTHaa bubamorpaduyeckan cnpaska OflHa cnpaBKa 17,0
7 |appecHana ycTHaa cnpaBKa OZHa cnpaBKa 8,0
8 |yTouHAtowana yctHaa bubanorpaduyeckan cnpaska OfiHa cnpaBKa 18,0
9 |dakTorpadmueckan yctHan bubamorpaduyeckas cnpaska 0fiHa cnpaBkKa 15,0
KoHcynbTauuu: OofHa
KOHCY/1bTaLMs
10 |6ubnunorpaduryeckas 10,0
11 |opueHTMpytowan 6,0
12 | BcnomoratenbHO-TeXHUYEecKan 3,0
13 |6ubnnorpadpuyeckan/pakrorpapuyeckan crpaska OfiHa crnpaBKa 12,0
BbinonHeHMe NUCbMeHHbIX Bubanorpaduyeckmx cnpasok:
14 | npvem 1 perucTpaums NMCbMEHHOro 3anpoca B OPraHNM3aLMOHHOM | OAMH 3anpoc 3,0
rpynne
15 | aucnetyepmsauma NMCbMeHHbIX 3anpocos B rpynne Cb60 exegHeBHO 60,0




16 |pernctpaumsa 3anpoca B XKypHaje y4yeTa MUCbMEHHbIX CMpPaBOK| OJAHa 3anucb 3,0
rpynnbl CBO
MMMcbMeHHan TemaTMyecKas cnpaska:
17 |TemaTuyeckana crnpaBKa 1-i cTeNeHU CNOMKHOCTU: A0 25 Ha3BaHWI, | opaHa cnpaBKa 1200,0
€ npocMmoTpom Bubanorpadpmnyecknx UCTOYHUKOB
18 |TemaTuyeckana cnpaBKka 2-M CTEMEHWU CJIOXKHOCTU: cBbie 25| opgHa cnpaBKa 2900,0
Has3BaHWIN, C MPOCMOTPOM buUbAMorpadUYecknx M TEKCTOBbIX
MCTOYHUKOB
19 | nucbmeHHan yTouHstowan bubanorpaduyeckan cnpaska oAHa crnpasKa 360,0
20 | nucbmeHHadA agpecHana cnpaska OZHa cnpaBKa 120,0
21 | nucbmeHHan dakTorpaduyeckan cnpaBka oA4Ha crnpasKa 360,0
McbMeHHble KOHCYIbTauuMu: OoA4Ha
KOHCyAbTaumA
22 |bubnnorpaduyeckas 480,0
23 | opueHTMpytowas 480,0
24 | KOHCYNbTaLUA-KAULE 240,0
PenaKkTMpoBaHMe BbINOHEHHbIX MUCbMEHHbIX CPABOK:
25 |agpecHaa nMcbMeHHaAa cnpaska oJHa cripasKka 9,0
TemaTnyeckana NMCbMeHHaA crnpaBKa: OfiHa cnpaBkKa
26 |1-1 cTeneHn CNOXKHOCTH 18,0
27 | 2-1A cTeneHn CNOXKHOCTH 48,0




28 | yTOYHAOWAA NMCbMEHHAA crnpaBKa oAHa crnpasKa 8,0
29 |dakTorpadmyeckas NMCbMeHHaA crpaBKa 0fHa cnpaBkKa 8,0
30 |perncrTpaumsa BbINOJIHEHHOM MUCbMEHHOM CcnpaBKM B T[pynne| oJAHa 3anucb 3,0
cnpaBoyHo-6bubnnorpadumyeckoro  obcnyxumeanma  (CBO) B
KypHase yyeTa NUCbMEHHbIX 3aMpoCcoB
31 |perucrtpauma BbINOJIHEHHO NUCbMEHHOM CrpaBKu B| OAHa3anucb 2,0
opraHmsaumnoHHoi rpynne C60
32 | opopmneHue n nepeaada/oTnpaBneHne oTBeTa 3aKasumnKy OA4MH 3anpoc 12,0
BupTyanbHan cnpaBoYHan cayxba:
33 | BMpTyasnbHaa TemaTUyecKasa cnpasKa OoJ4Ha crpaBKa 18,0
34 | BupTyanbHasa agpecHas cnpaskKa 0fiHa cnpaBkKa 7,0
35 | BMpTyanbHaa yTOYHAKOLWAA CNpaBKa OZHa cnpaBKa 18,0
36 |BMpTyaNbHaA OPUEHTUPYIOLLAA CNPaBKa oAHa crnpasKa 6,0
37 | BupTyanbHasa ¢pakTorpadmyeckasn cnpaska o4Ha crpasKa 15,0
38 | odopmaeHme oTBETA HA 3anNpocC YnTaTena O4HO NUCbMO 6,0
39 | nononHeHWe apx1Ba BbINOJHEHHbIX CNPaBOK ("Bba3bl 3HaHMIA") OfiHa crnpaBKa 11,0
40 |cKaHMpoBaHMe AOKymeHTOB M3 ¢oHaoB CBO no 3aKasam| ogHa cTpaHuua 3,0
nonb3oBaTenei
KoHcynbTauuum: ofHa
KOHCy/1bTaLnA
41 |6ubnnorpaduyeckas 10,0




42 | opueHTUpYOLWAA 10,0
43 | KOHCyNbTaUMA-KAULWE 5,0
44 |KoopAMHauMA W AucneTyepusaumAa BbIMNOJAHEHUA BUPTYasbHbIX| OAHO NUCbMO 12,0
CNpaBoK
Bubnnorpaduyeckoe obyyeHne nonb3osaTenei: ofHa
KOHCY/1bTaLMs
45 | meToanyecKas 10,0
46 |TemaTnyecKas 15,0
47 | noaroTtoBKa 6ubnmorpaduyeckoro o630pa/obyyatouiero 0fHO 2400,0
MeponpuaThA No metoguke popmmnpoBaHus bubnnorpaduyeckori| meponpusatue
3anucu, paboTbl C KaTasoramu, No MeToanke bubnvorpadpuyeckoro
onucaHua, 6ubanorpadpuyeckumm UCTOYHUKAMK GOpMMPOBAHUA
CMUCKa UTepaTypbl K Hay4yHoW paboTe
48 |nposegeHune 6ubnnorpadmyeckoro o0630pa/obyyatoLero 0AHO 60,0
meponpuaTua (no nyHKTy 39) meponpusatue
JKcKypcun no  ¢oHZam U cnpaBoyvHO-6MbAMorpaduyeckomy | ogHa aKCKypcus
annaparty (CBA) UBC:
49 | noaroToBKa 480,0
50 |npoBeaeHune 60,0
BeneHue cnpaBoyHo-6Mbanorpaduyeckoro annapara:
51 |BeaeHWe apxmnBa BbINOJHEHHbIX CMPABOK B 3/IEKTPOHHbIN PEXUM OfiHa cnpaBkKa 8,0
52 |BBOA KapToTek B 6a3y gaHHbIX (BA) O/iHa KapTOouKa 6,0




BbicTaBoyHan paborTa:

O4Ha BbICTaBKa

53 | pa3paboTKa naaHa opraHusaumm 7] 9KCMNOHUPOBAHUA 2160,0
TEeMaTMUYECKOM BbICTaBKU

54 |noAaroToBKa COMNPOBOAMUTENIbHOM AOKYMEHTAUMW K BbICTABKE, 360,0
3TUKETaXy

55 | MOHTaX BbICTaBKMU 480,0

56 | AeMOHTa)K BbICTaBKMU 240,0

57 |co3paHve aduw, o6bABAEHMA, Nporpamm Aaa NpoBeAeHUs 60,0

BbICTAaBOK




MpumeyaHue: npu pabote ¢ AOKYMEHTaMM Ha MHOCTPAHHbLIX €BPOMENCKMX A3bIKAX WM A3blKax HapoAoB Poccum, Kpome pPyccKoro, K HOpMam BpemMeHU
npUMeHseTcs nosblwatowmii KoadduumenT 1,15.

2.7. HOTHblE U3aaHuA 1 3BYKO3anucm

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EanHuua Hopma
n/n n3mepeHus BPEMEHMHU,
MUH.

1 2 3 4
dopmumpoBaHme 6Mbamorpaduyeckon sanucu:

1 |Ha rpammodOHHble NAACTUHKKM (rPaMMIacTUHKKU) Ha PYyCCKOM OAMH AUCK 140,0
A3blKe (onucaTenbHas KaTanornsaums)

2 |Ha rpamniacTMHKM Ha WHOCTPAHHbIX €BPOMEMCKMX A3bIKax WU OOMH OUCK 180,0
A3blKax HapodoB Poccuu, Kpome pycckoro (onucaTtenbHas
KaTanormsaumsa)

3 |Ha ayauoamMckax Ha  pycCKOM  A3blke  (onucaTenbHas O4MH OUCK 160,0
KaTanormsaumsa)

4 | Ha ayAMoAMCKax Ha MHOCTPAHHbIX €BPOMENCKUX A3bIKaX M A3bIKaXxX OAWNH OUCK 220,0
HapofoB Poccun, KpOMe pPycCKoro sA3blka (onucaTesnbHas
KaTasorusaums)

5 |Ha guckax popmata ayamodanios (onmcatenbHas KaTanormsaums) OAMH AUCK 480,0

6 |Ha HOTHble W34aHWS HA pPYCCKOM fA3blKe (onucaTesibHas | OAMH AOKYMEHT 132,0

KaTanornsauus)

Tabanuya 29



7 |Ha HOTHble M34aHMA Ha MHOCTPAHHbLIX EBPOMENCKMX A3bIKAX M| OAUH AOKYMEHT 140,0
A3blKax Hapoaos Poccun, Kpome pycckoro (onucaTtenbHan
KaTanornsaums)
CnpaBoyHo-6ubanorpadpuyeckoe obCAYKMBAHME B UUTaNbHOM
3ane
BbinonHeHMe ycTHOM Bubanorpaduyeckort cnpaBKu:
8 |npuem 3anpoca Ha BbinosiHeHWE Bubanorpadpuyeckon cnpasKku OAWH 3anpoc 6,0
9 |TemaTnyeckas ycTHaa bubnmnorpaduyeckan cnpaska oAHa crnpasKa 20,0
10 |ycTHasa agpecHasa bubamorpaduyeckasn cnpasBka O/JHa crnpaBKa 12,0
11 |yTouHAoWan ycTHaa bubamorpadmyeckas cnpaska 0fHa crnpaBKa 22,0
12 | dakTorpadmyeckas ycTHas bubanorpadumyeckas cnpaska oAHa crnpasKa 18,0
KoHcynbTauuu: OofHa
KOHCybTauMA
13 |6ubnunorpaduryeckas 10,0
14 | opmeHTMpytowwan 3,0
15 | BcnomoratenbHO-TeXHUYecKan 6,0
BbinonHeHMe NUcbMeHHbIX Bubanorpaduyeckmx cnpaBok:
16 |npuem M peructpaumsa 3anpoca B KHUre yyeTa MNUCbMEHHbIX| OZHa ClpaBKa 15,0
6mnbnnorpadumyeckmx cnpaBok
17 |wn3yyeHue 3anpoca, YCTAaHOBJIEHWE WAM YTOYHEHWE 3/IeMEeHTOB| OfHa CnpaBKa 900,0

6mbnnorpacdmyeckon 3anucu

BeaeHue cnpaBoYyHO-6MbAMorpadpuyeckoro annapara:




18 | opopmneHme KapTouKkKM 4NA KapTOTeK 0f4Ha KapTouKa 16,0
19 | co3spaHue 6ubnmorpadmyeckoit 3anmcu (b3) Ha cTaTbh MO My3blKe | OfIHa 3anucb 8,0
N3 LOKYMEHTOB, HE COOTBETCTBYIOLLMX NPOodUto
20 |BepeHMe KapToTeK 04Ha KapTouKa 1,0
2.8. Paborta c amTepatypon no bubamotekoBeaeHuto, bubanorpacdoBeaeHNIO U KHUTOBEAEHUIO
N HanmeHoBaHue npouecca, onepauun. Coctas paboTbl EanHunua Hopma
n/n nsmepeHus BpPEMEHM,
MUH.
1 2 3 4
O6paboTKa HOBbIX MOCTYMNEHU B MporpammHom obecneveHun
(no):
1 |npuem HOBbIX MOCTYNAEHUN OTEYECTBEHHbLIX [AOKYMEHTOB B| OAWH AOKYMEHT 0,5
ANCNETYEPCKOM Nporpamme nepesayn
2 | npuvem HOBbIX NOCTYMNAEHUI Ha MHOCTPAHHbIX EBPOMNENCKUX A3bIKAX | OANH AOKYMEHT 1,0
1 A3blKax HapoJoB Poccumn, Kpome pyccKoro
3 |odopmneHne KapTOUKM Ha [AOKYMEHT Ha PYCCKOM A3blKe A8 | OfHa KapTouKa 8,0
KaTanoros n KapToTek obnacteit (OB/)
4 |odopmneHMe KApPTOYKM Ha  JOKYMEHT Ha  MHOCTPAHHbIX | OAHA KapTouKa 10,0
eBpOoNenCcKMX A3blKax U A3blKax Hapoaos Poccuu, Kpome pycckoro,
ONA KaTanoros n KaptoTtek OBJ1
5 | AHanuTM4yeckoe onuncaHme gokymeHTos B 10 OJHa CcTaTbs 12,0
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Obcny:kuMBaHWe nosib3oBaTenel; BMPTyasibHaa  CNpaBo4YHas
cnyxba:

6 |npuem 6ubanorpadpuyeckoro sanpoca yntatens OAMH 3anpoc 3,0
7 | BUpPTyanbHasa TemaTU4YecKan CrnpasKa OflHa cnpaBKa 54,0
8 |BMpTyanbHaa agpecHas cnpaBKa oAHa crnpasKa 18,0
9 | BUpPTYyanbHaA yTOYHAKOLLAA CpaBKa OZHa cnpaBsKa 26,0
10 |BupTyanbHana pakTorpaduyeckana cnpaBka oAHa crnpasKa 20,0
11 |odopmneHune oTBeTa Ha 3aMnpocC YnTaTens OAHO NUCbMO 10,0
12 | nononHeHWe apxmnBa BbINOJHEHHbIX cNpaBok ("ba3a 3HaHuit") OflHa cnpaBKa 10,0
13 | ekeaHEBHbIM CTaTUCTUYECKUI y4yer CNpPaBOYHO- exeHeBHO 12,0
6ubnnorpadmyeckoro obcnymMBaHUA YnTaTenein
2.9. O6paboTKa ONTUYECKUX KOMMAKT-ANCKOB B 06pa3oBaTe/ibHbIX 3/IEKTPOHHbIX pecypcax (OIP)
N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EamHuua Hopma
n/n nsmepeHua BPEMEH,
MUH.
1 2 3 4
1 |nony4yeHue n gocCTaBKa ONTUYECKUX KOMMAKT-ANCKOB OfHa napTua 30,0
OOKYMEHTOB
(100 anckos)
2 | npuem HOBbIX NOCTYN/IEHUA ONTUYECKMX KOMNAKT-ANCKOB o4Ha napTtua 60,0
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AOKYMEHTOB

(100 anckos)
3 | cyMmMapHbI yYeT KOMMNaKT-4MCKOB (MO ycTaHOB/IeHHON dopme) 04Ha napTtua 7,0
JOKYMEHTOB
4 | MHAMBWAYANbHbIM yY4eT KOMNAKT-AUCKOB OfiHa 3anucb 1,0
5 |TexHnyeckana o6paboTKa ONTUYECKMX KOMMAKT-OUCKOB OAMNH JOKYMEHT 2,0
6 |wndpoBKa AOKYyMeHTOB B moayne MO OOMH LOKYMEHT 1,0
2.10. PaboTa c untatensmu
N HanmeHoBaHuWe npouecca, onepauunun. Coctas paboTol EamHuua Hopma
n/n n3mepeHus BPEMEHM,
MUH.
1 2 3 4
3anucb nonb3oBaTena B 6ubnmoTeky, paboTa c uuTatenem B
YUTaNbHOM 3ane:
1 |noarotoBKa paboumx mecT nosib3oBaTeneil U 0BCAYKMBAIOLLETO oauH MK 2,0
NMepcoHana: MpPOBEpPKA TEXHMYECKOro COCTOAHUS  CETEBOrO
obecneyeHns 1 NapKa BblYUCIUTENbHOM TEXHWUKK; BKAtoYeHMe MK
2 | npuHATME Mep no AnkBMaaummn cboes B pabote MK, B paboTe ceTw, OAMH cbon 10,0

OTCYTCTBMA  gocTyna K 6ase  JaHHbIX  Mo/Jb3oBaTesei;
MHPOPMMUPOBAHME COOTBETCTBYIOWMX CNYKO O cHoAX; NpoBepKa
HEeMCrnpaBHOM TexHWKW; ¢uKcauma cboeB B TeTpagu y4yeTa C
YKa3aHWeM XapaKTepa HeucrpaBHOCTM W BpemMeHW Hayana cbos;
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nocnse yCtpaHeHnAa HeNnonaaAKM OTMETKA BpeEMEHU €€ YCTPaHEHUA

NPOCMOTP [OKYMEHTOB uuTaTens (nacnopT, YAOCTOBEpPEHME,
NnopyunTeNnbCTBO), MPOBEPKA HANUMUUA YUYETHO-PEerncTPaLMoHHOM
KapTOUKU YMTaTens

OAWNH YnTaTeNb

3,0

3anosiHeHne ¢opmynapa uuTaTensa, Y4eTHO-PerncTpaLmoHHOM
KapTOUKM, YntaTesnbckoro buneta

OANH KOMNNEKT

5,0

O3HAaKOMJ/IEHMe  uuTaTena € MpaBWlamuM  MoJb30BaHWA
6ubanoTekol, pacnonoxkeHmem GpoHAa, CNPaBOYHbIM annapaTom

OAVH YnTaTesb

6,0

noabop v paccTaHoBKa No Homepam bunetos, andasuty bamuauii
ymTaTeNen y4eTHO-PErMCTPALMOHHDBIX KapToyek

OAlHa KapTO4Ka

2,0

OCYLLECTB/IEHNE KOHTPOA 338 BO3SMOMHbIM Ha/MYMEM [aHHbIX O
yuTaTesle Kak HapywuTene (AuweH npasa noJsib30BaHuUsA); BeaeHue
(1 perynspHbIi NPOCMOTP) KapTOTEKM YMTaTENEeN-HapyLIUTENEe

OAVH YnTaTeNb

0,5

Mepeperucrpaums YutTaTene:

nouck dopmynapa (perucTpauMoHHOW KapTOYKKU) uuTaTens;
BHECEHME U3MEHEHMUI B HUX U B YMTaTeNbCKNE BuneTbl (yTouHeHue
aHKeTHbIX [aHHbIX, HOBOIO YMTaTeNbCKOrO HOMepa, [AaThbl
nepeperucTpaumnn) c BeaeHMem KapToTEKN HayYHbIX TEM U TEKYLLNX
M3MeHeHW (NonyyeHue 3BaHNn, NybanKaumMm, gapbl)

OflHa KapTouKa

2,0

3anucb (nepeperucTpauus) uutateneit B aBTOMaTM3NMPOBAHHOM
pexume:

cbeMkKa GoToKamepoit gnsa yntatenbckoro buneta

OANH
nocetutenb

0,5

10

odopMIeHNE Koaa YMTaTeNA C KOHTPOIbHbIM Pa3psLoM U CPOKOM
No/sb30BaHMA YUTATENIbCKUM OWIETOM, Ha OCHOBE BblAAHHOW
nHpopmaymm

OANH
nocetutenb

0,4




11 |BblAayYa Ha NPUHTEP CBEAEHWUI O 3aMMCaBLLUEMCA YMTaTeNe B BUAE OAVH 0,4
yuTaTenbCcKoro buneta nocetuTenb

12 |Habop Ha KnaBuaType cBeAEeHUN O uuTaTene: Gpamununsa, ums, oauH 2,0
OTYECTBO, XapaKTepusyllwme ero npusHaku (obpasosaHue, nocetuTenb
CrneumanbHOCTb), Kod, HOMep YnTaTenbckoro bunerta; poTocbemKa

13 |ocywecTBNeHNE KOHTPO/IA 32 BO3MOXHbIM Ha/JMiMemM AaHHbIX O OAVH 2,0
yuTaTene, 3anucaswemcs B 6M6AMOTEKY (paHee 3anuMcaH, AULLEH nocetuTenb
npasa NoAb30BaHMA)

14 |odopmneHne uUMTaTeNIbCKOrO 6unera C HOMEPOM U CPOKOM oAviH bunet 1,0
NONb30BaHMA YUTATENIbCKMM OMNETOM Ha OCHOBE BblAAHHOWM
MHbOPMauuu

15 |Bblga4ya Ha nNpUHTEP CBEAEHWM O 3anucaBLUEMCA 4uTaTene, OAVH 5,0
npoBeAeHMe pPaAMOYacTOTHOM WAEHTUPMKALMKM YMTATENIbCKOro nocetuTenb
buneta; nposeaeHue OEHENKHOro B3aMmopacyeTa o
nonb3oBaTeNemM Yepes Kaccy
YaaneHHas 3anuce: OAMH

nocetuTenb

16 |cBepKa [AaHHbIX PErucTpaLMOHHON KapTOYKM, CKAHWMPOBAHHbIX 2,0
KOMMA C nacnopta U ApYyrMMKM AOKYMEHTAaMM MOJIb30BaTeNns WU
noaTBepKaeHne 3aABKM

17 |odopmneHune gorosopa-odepTbl HA NPenocTaBAeHMe AOCTyna K 3,0
3NEKTPOHHbIM pecypcam bUbANOTEKN

18 |Habop Ha KnaBMaType AaHHbIX, A4 3aN0JHEHNA AOr0BOPa, BbIBOJ,
[0roBopa Ha NpPUHTEp, NO4NUCL NLA, 3aK/10YaBLUEro 4O0roBop

19 |odopmneHne  BXxoga-Bbixoda uuTatens M3 GubanoTeku: OAUH 2,0
CKaHMpOBaHME MOCTOAHHOIO 4YKUTATENbCKOrO 6uneta, Bblgaya nocetuTenb




KOHTPOJIbHOIO JINCTKa

BbinonHeHne TpeboBaHM NoOJsib30BaTe/Nel, BblAada AOKYMEHTOB
M3 cneymanmsmpoBaHHoro poHaa:

20 |nonyyeHue TpeboBaHMA HAa AOKYMEHT U3 OCHOBHOFO XpPaHeHMs, 0AHO 1,0
npoBepKa NPaBUAbHOCTM 3aMno/iHeHUs TpeboBaHMA, perucTpaums TpeboBaHue

21 | pa3bop TpeboBaHUI MO Apycam, pPaccbliKa Mo MHEBMOMNOYTE oAHo 10,0

TpeboBaHue

22 |nonyyeHune TpeboBaHUA Ha [AOKYMEHT, NPOBEPKA NPaBUIbHOCTU o4HO 10,0
3anonHeHnAa TpeboBaHMA; pernctpaums, aopaboTka TpebosaHua;| TpeboBaHue
nogbop no wudpam B cnewmannsnpoBaHHom ¢oHae

23 |noarotoBka W odoOpmMaeHWE OTKAa3oB W NepeHanpaBaeHui; 0AHO 5,0
oTnpaBka TpeboBaHM C OTKA3aMM W nepeHanpasasembimu| TpeboBaHue
TpeboBaHMAMM

24 |NOWUCK AOKYMeHTa B $oHAE, OTMETKA Ha TpeboBaHMM, KHUMKHOM | OAUH AOKYMEHT 5,0
dopmynsape, AucneT4epPCcKom ceTke

25 |TpaHCnopTMpOBKa/A0CTaBKa M3gaHNA U3 GOHAA B UNTaNbHbIM 331 | OAMH LOKYMEHT 8,0

26 | TpaHCNOPTUPOBKa/A0CTaBKa M34aHMA 13 GoHAA B YATa/IbHbIN 3an 45,0
(yaaneHHoe xpaHunumuie)

27 |ycTaHOBKa MeCTa HAXOXAEHWA HeHaWAEHHOro AOKyMeHTa MO | OAWH AOKYMEHT 5,0
6a3am 1 6aHKaM faHHbIX, CMPAaBOYHbIM KapTOTEKaM, KaTasioram

28 |Bblgaya AOKYMEHTa U3 CreuManmM3MpoBaHHOro GoHAa YMTaTeNto; | OAUH AOKYMEHT 1,5

OTMEeTKa Ha KHWXKHOM  dopmynape/TpeboBaHUK;  3anuchb
[OKYMEHTOB B YMTaTENbCKYIO KapTOUKy (BKAAAHOM NIUCT); OTMETKA
B KHWre 3aKa3oB; OTMETKa O Bblgaye B aBTOMAaTU3UPOBAHHOW
cucteme (M3MeHeHMe cTaTyca U34aHnaA) NyTem CYMTbIBAHMSA WTPUX-
KO4a AOKYMEHTa




29

npmnem AOKYMEHTaA OT 4YuTaTenAa; NOUCK KOHTPOJZIbHOTO J/INCTKa
nosb3oBaTenAa, TpeGOBaHMﬁ,' npoBepKa COXPaHHOCTU AOKYMEHTaQ,
noraweHne OTMETKM O Bblgad4e Ha KOHTPOJ/IbHOM JINCTKE
nonb3oBartenda; noraweHune Bblaa4dn B aBTOMaTM3MpOBaHHOI7I
cncreme (M3MEHeHMe CTaTyCa M3AaHVIF|) nyTem CHUTbiIBaHUA WUTPUX-
KOo4a AOKYMEHTa

OAVH JIOKYMEHT

1,5

30

Bblgaya AOKYMEHTA U3 3KCNO3ULUUN My3esa KHUMM (MK) coTpyaHuMRy
CEKTOpa XpPaHEeHUs AO/1A BblAAYM UYUTATENIO; CHATUE BUTPUHbBI C
OXpPaHbl MO 3BOHKY Ha NMy/bT OXPaHbl; BCKPbITUE BUTPUHbI; BblEMKA
KHUTU U3 BUTPUHbI; 3aKPbITUE BUTPUHbI; NMOCTAaHOBKA BUTPUHbI HA
oxpaHy; ¢uKcaums Bblgaum B "MypHane Bblgaun" matepuanos us
akcno3unuun MK

OAMH JOKYMEHT

40,0

31

NPUHATUE OOKYMEHTa OT uuTaTens; Nouck sanucu B "HypHane
BblAaumM"; MorawieHne OTMETKM O BblJaye; CHATUE BUTPUHbLI C
OXPaHbl MO 3BOHKY HA NYJ/IbT OXPaHbl; BCKPLITUE BUTPUHbI; BO3BPAT
KHUTW B BUTPUHY (MOHTAXK); MOCTAHOBKA BUTPUHbI HA OXpaHy

OAVH JOKYMEHT

30,0

32

npvem TpeboBaHWIM OT unTaTenei B HayuyHo-Uccnes0BaTEIbCKOM
otaene pykonucei (HWOP), npoBepKa KayecTBa MX 3an0J/IHEHUS;
pocnuck B KHUre pernctpaumm TpebosaHuit

OAMH pa3 B AeHb

30,0

33

O3HaKOMeHMe ¢ TpeboBaHMEM, YTOUHEHME MecTa XpaHeHWs Mo
TonorpaduUeckoMy YyKasaTesnto; BbleMKa eAuHUL, XpaHeHus (ea.
Xp.) Y3 KapTOHa, pasmelleHVMe B KapTOHEe KapTbl-3aMeHUTens;
NnpoBepKa COOTBETCTBUA LWKpPa WM 3aro/loBKa Ha 0BJIOXKKe U B
TpeboBaHMM; npoBepKa O U3NYECKOTO COCTOSHMA ed. Xp.;
odopmMIEHUNE IUCTA UCMO/Ib30BAHMSA, 3aMNOJIHEHME KHUTU Bblgauun

eanHnUa
XpPaHeHUA

3,0

34

npoBepKa INCTaxa ea. Xp. Npun Bblaavye, yctaHoBeHe HaM4YHOro
NNCTaXXa C 3aluUCblo B 3aBeputesbHOM UCTE U Ha 06}10)-KKE,
OTMETKa B 3aBEPUTE/IBHOM ZIUCTE O NPOBEPKE

OAMH ANCT

0,2

35

NnpoBepKa /IUCTa)Ka MNpuM  Bblgadye ¢ nepeodpopmieHnem

OoAuUH NNCT

0,3




3aBeputenbHOro /anCta C YKa3aHnMem BcCeX ocobeHHocTel
XPaHAWMNXCA B €4,. XP. JOKYMEHTOB

36 |nNpoBepKa fANCTaXKa Nocae BO3BPALLEHUA ef. XP. U3 YMTANbHOro OAMH NNCT 0,2
3ana (Y3) wmnm ot cotpygHuKkos; ana OL, ¢oto, aBTOrpados,
KOJINEKLMOHHbIX LLOKYMEHTOB - 06A3aTesNbHa
37 |Hymepauuma u nepeHymepauma AMCTOB NPU Bblgaye en. Xp. ANA OAMH NUCT 0,3
MCMO/Ib30BaHUA C COCTaB/IEHMEM PA3BEPHYTOrO 3aBepUTE/IbHOro
JINCTa C BbIHECEHMEM BCEX OCOBEHHOCTEN AOKYMEHTOB
38 | wundpoBKa 0610XKeEK ea. XP.; CBEPKA 3aro/I0BKa ed. Xp. C ONUCHIO; eaAnHnLUa 2,2
npocrasneHne wtamna HAOP n ero 3anonHeHue XpaHeHuna
39 |odopmneHue o6s10)KeK (OT pPYKKU): pasIMHOBKA MOBEPXHOCTU eanHuua 6,0
0BNIOXKKN; HanMcaHMe Ha 006/10KKe HaMmeHoBaHMA ¢GoHA], XpaHeHus
3aron0BKa ef. Xp., KpaHUX 4aT, KOAMYEeCTBa IMCTOB U AOKYMEHTOB
B COOTBETCTBMU C ONUCHIO
40 |[npuvem W TpaHCMOPTUPOBKA end. Xp. M3 Y3 B XpaHuauwe u us egmnHnUa 15,0
XpaHuauwa B 43 XpaHeHusa
2.11. Bblgaya KOMNNEKTOB AOKYMEHTOB BO BpeMeHHOe NoJib30BaHMe nogpasaeneHmam 6Mbamoteku
N HanmeHoBaHuWe npouecca, onepauunmn. Coctas paboTbl EamHuua Hopma
n/n n3mepeHua BpEMEHMN,
MMH.
1 2 3 4
1 |odopmneHne  3asBKM/aKTa Ha  KOMMIEKT  [OKYMEHTOB, | 0fiHa 3asBKa, aKT 30,0

nepefaBaeMblii B CTPYKTYpHOe nogpasaeneHume
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noabop JOKYMEHTOB B KOMIJIEKTbl; Perncrpaumsa BblLaHHbIX
[OKYMEHTOB B YYETHbIX GOopmax

O4ANH KOMNNEKT

10,0

BblJa4ya KOMM/IEKTOB [JIOKYMEHTOB; OTMETKAa Ha KHUXHOM
dopmynsape (MHAMKaTOpe) AaTbl BblAauM, AaHHbIX NOApPa3AeNeHus,
NoNy4YatloLLEr0 KOMMIEKT; OTMETKA B KHUre BblAa4yuM AaTbl BblAauu,
AaHHbIX NoApa3saeneHuns, NoayYatoLero KOMMNAEKT; OTMETKa B AKTe
nepegaiu

OANH KOMNANEKT

5,0

noJiyyeHne  KOMMIEKTOB  AOKYMEHTOB  OT  CTPYKTYPHbIX
noApasaeneHnin; Nouck KHUXKHoro dopmynsapa (MHAMKATOPA);
noraweHne OTMETKM O BblAaye, BNOMKEHWE €ero B [AOKYMEHT;
npoBepka U3NYECKOTO COCTOSIHMSA, NEepecyeT JIMCTOB, CBEpKa C
AKTOM nepeaaun; noraleHne oTMETKM O Bblgauye B KHUre Bblgauu;
nepeaaya AOKYMEHTOB Ha c6pocKy

OANH KOMNNEKT

18,0

2.12. O6cnyKmnBaHUe NONb30BaTEIeN JOKYMEHTAMMN B UNTANIbHOM 3aNe, 3a0e C TMbpuaHbIM 06CNYKMBAHUEM, 3a/1€ 3NIEKTPOHHbIX pecypcos, 3ane "NHTepHeT",
3a/1e cneumanmsnpoBaHHoro otaena. Mpuem 3akasos no TesedoHy U3 ropoaa

06CNYKMBAHUA B YNTANILHOM 3a/1€ U NPEeLOCTaBASEMbIX YCAyrax, no
MCMO/Ib30BaHUI0 CMpPaBOYHO-bMbAMOrpadmyeckoro annapata u
GOHO0B, 3NEKTPOHHbIX pecypcos, MHOOPMUPOBAHME YUTaTeNs O
HOBbIX MOCTYNIEHUAX

N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n nsmepeHun BpemeHwu,
MUH.
1 2 3 4
O6cnyxmnBaHue nosb3osarteneit bubamorteku:
1 |npoBefeHue KoHcynbTauuu, Beceapl C yntatenem no nNpaBuaam| OAWMH YUTaTeNb 3,6
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2 |KoHcynbTaumm no pabote c MK B uMTanbHOM 3ane, no paboTe B| oAMH yMUTaTeNb 2,0
3/1eKTPOHHOM BUbnMoTEKE

3 |npuem 3aKas3oB Mo/b30BaTeNeil Ha WM34aHMA U3 OCHOBHOMO O4MH 3aKas 1,0
KHUTOXPaHWANULLA;,  MPOBEpPKa  MNPABUALHOCTM  3aNOJIHEHUA
TpeboBaHuA; perucTpauma

4 | npmvem 3aKas3os no TesnedoHy 13 ropoaa OOMH 3aKas3 5,0

5 |nonyyeHwne OOKYMEHTa, 3aKa3aHHoOro yntaTenem B | OOVH OOKYMEHT 0,9
cneunannsupoBaHHomMm ¢oHae/unTasbHOM 3ane

6 |paccTaHOBKa W34aHMA HA OPOHEMOAKAX YMTaNbHOTO 3313, | OAUH AOKYMEHT 0,4
NOCTYMMBLUMX U3 KHUFOXPaHUAMLLA NO 3aKa3amM Nosb3oBaTenein

7 |nopbop [OKYMeHTOB Ha GpOHenosiKe, 3aKa3aHHbIX U3 OCHOBHOIMO | OAMH AOKYMEHT 0,47
KHUTOXPaHWUMLLA; Nepesaya Ha Kadeapy Bblaaum

8 |nopbop AOKYmMeHTOB B noAcobHOM ¢OHAE UMTANbHOrO 3a03; | OAMH LOKYMEHT 2,0
nepepayva Ha Kadenpy Bblgaum

9 |noabop AOKYMEHTA B XPaHEHWM chneuvannsnpoBaHHOro ¢GoHAA; | OAWH AOKYMEHT 10,0
OTMEeTKa Ha TpeboBaHWM; nepefaya [AOKYMeHTa Ha Kadeapy
BblAauu

10 | odopmneHue BbiAAHHOIO AMCKA OAMH ANUCK 5,0

11 |peructpauma B KOMMbIOTEPHOW Mporpamme, MPOCYET JINCTOB W | OAWH AOKYMEHT 9,0
$M3MYeCcKOoro CoCTOAHMUA AOKYMEHTa

12 |ycTaHOBKA MeCTa HAXOXAEHWA HEHANAEHHOro [AOKYMeHTa Mo | OAWH AOKYMEHT 22,0
CNpPaBOYHbIM KapTOTEKaMm, KaTasoram, permcTpauma OTKasos

13 | noabop YNTaTeNbCKUX KapToYveK ANA BNUCLIBAHUA AOKYMEHTOB Ha | OAHa KapToudKa 10,0

TEeKyLWMI geHb; NOANMCaHUE KapToYeK Y 3aB. OTAE/0M O A0MNYyCKe B
otaen HAOP




14

BblAa4ya AOKYMEHTA YMTaTe/l0: CBEPKA BblAAaBAEMOro AOKYMEHTA C
yMTaTeNbCKUM TpeboBaHMEM; NPoBepPKa HaNYUA CTpaHML/Kagpos
MWKPOOUIbMA, MWUKPOODULL, COAEp’KaHWe  KOMMaKT-gUCKa;
CUMTbIBaHME WTPUX-KoAa (MpU 3N1EKTPOHHOM 3aKase) B moay/ne
"unpkynauma" IK; oTmeTKa KHUroBbl4auyM Ha KOHTPObHOM INCTKE

OAVH JIOKYMEHT

1,8

15

npuem [OKYMEHTa OT uuTaTena: csepka ero c TpeboBaHuem
(KOHTPO/IBHBIM  JIMCTKOM), MPOBEPKA COXPAHHOCTU [OKYMEHTa,
HaAn4unA CTpaHuu/Kaapos MUKpodUAbMa, MUKpOdULL,
coaepsKaHue AMCKa, CYMTbIBAHWE LWTPUX-Koda (MpY 3NeKTPOHHOM
3aKase), BHECEHNE OTMETKM O MPUeMe Ha KOHTPOJIbHOM JICTKE

OAMNH JOKYMEHT

1,5

16

HQDEAaHa/TpaHCI'IOpTVIpOBKa/LI,OCTaBKa AOKYMEHTa, CAaHHOro
yuTaTenem, B CI'IeLI,Mal'IM3MpOBaHHbI171 (bOHLI,,‘ OTMETKa O
B3aMmopacyeTe O6CI'IY)KVIBaHVIFI N KHUTOXpPaHEHUNA

OAVH JIOKYMEHT

1,0

17

BbIACHEHWE MO MOBOAY 3aKa3a W NPoAJeHNe CPoKa MNoJ/b30BaHMA
AOKYMeHTamMM no TenedoHy

OAMH 3anpoc

1,0

18

BbIAICHEHME MO NOBOAY 3aKas3a WM NPOANEHME CPOKA NO/b30BAHMUA
OOKYMEHTaMM Mo 31eKTPOHHOM noyTe

OAuH 3anpoc

2,0

19

obecneyeHune KOHTPO/A 3a CPOKamMu Nos1Ib30BaHNA OOKYMEHTaMU
13 oTaena XxpaHeHuUA

OAuH 3anpoc

0,8

20

NpoA/ieHMe CPOKa MO0/Ib30BaHUA [AOKYMEHTa: MOWUCK KapTOYKM;
BHECEHWE OTMETKM O NPOAJIEHMM CPOKA NONb30BaHUSA; Npog/ieHne
no tene¢doHy

Ha O4MH AeHb

30,0

21

npoBepKa 3afA0/IEeHHOCTU YUTa/ibHbIX 33/10B OTAENY XPaHEeHUs;
CBEpKa npeabaABAEHHOW 33[0/BKEHHOCTM C  AOKyMeHTauuewn
YyuTanbHOro 3ana

OAIVH [IOKYMEHT

5,0

22

pa60Ta C OTKa3aMWu; KOHTPOJZIb CPOKOB NOCTyn/jieHMA OTKa30B,
npoBepKa 060CHOBaHHOCTU OTKa308B; y4eT OTKa30B

OAuH OTKa3

0,8




Bblgaya konuum AOKYMEHTA U3 3ﬂ6KTp0HHOI71 6M6J'IMOTeKVI,
peanmsoBaHHoﬁ B cucteme 3alinuleHHOro npocmoTpa, No 3anpocy
nosb3oBaTenA:

23 |odopmneHune 3aKasa Ha KonNnupoBaHMe OAMH 3anpoc 2,0
24 | pacneyaTKa 4OKYMEHTOB NO 3anpocam Nosib3oBaTenen O4MH NnCT 1,0
25 |31eKTPOHHOE KOonMMpoBaHME: MOUCK AOKYMEHTa, COXPAHEHHOro| OAMH 3anpoc 10,0

nosib3oBaTesieM;  NpoBepka  ¢anna  gna  KOMUPOBaHWUS,
SNEeKTPOHHOE KOMWPOBaHME, MNpoBepKa, Bbldaya HoOCUTENA
Nno/Ib30BaTe/to; NO 3aMpPOoCy NOJIb30BaTENSA - 3aMUCb HAa ONTUYECKUIA
KOMMaKT-AMUCK bBubimoteKkn




2.13. BHyTpeHHsAA paboTa

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EanHnua Hopma
n/n n3mepeHus BPEMEHM,
MWH.

1 2 3 4
MoaroToBKa K BblAaye [OKYMEHTOB:

1 |npoBepKa OpPOHEMONOK C OTNOMKEHHbIMM OOKYMeHTaMu (MO| Ha OAMH AeHb 10,0
HOMEpaMm YNTaTeNIbCKUX BUNETOB, NO CPOKam)

2 | cbpocKa AOKYMEeHTOB (No cpokam) OZINH OOKYMEHT 0,2

3 |pacctaHoBKa ¢opmynspoB uuTaTeneil (no cpokam, Homepam,| oauH dopmynsap 0,3
andasuTy, WKppam); pPACCTAHOBKA KOHTPOJIbHBIX  JINCTKOB
nosb3oBaTenel No Homepam

4 |nopBeneHwe uToroB paboTbl 3a MpoleAWwuid AeHb;, BHECEHMEe | Ha OAMH AeHb 12,0
3anuncu B AHEBHUK/NNCTbI y4YeTa

5 |noabop AOKYMEHTOB NO NpeaBapuTe/ibHbIM 3aKa3am YnTaTenel U | OaUH AOKYMEHT 10,0
naaHam YTeHus

6 | NPOCMOTpP HOBbLIX MOCTYN/IEHUIM ANA PEKOMEHAAUMMN YNTATENAM OZVH LOKYMEHT 3,0

7 | npocmoTp (NpoBepKa NPaBUbHOCTM PACCTAHOBKM) KHUT OTKPLITOrO | Ha OAMH AeHb 5,0
poctyna B 43

8 | npoBepKa Hannuma onucelt B YntanbHom 3ane HUOP Ha O4HY Heaento 60,0

9 |3anosHeHue NUCTOB 3a40/IKEHHOCTU Ha OAMH AeHb 5,0
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10 | npoBepKa BblAaHHbIX U34aHWI MO IMCTAM 3340/1*KEHHOCTU OANH JOKYMEHT 1,0
PaboTa c oTkazamu:

11 |y4yeT u KnaccndpmrKaLma 0TKa30B: OTMETKA Ha IMCTKE YNTATENIbCKOTO OOMH OTKa3 0,2
TpeboBaHMA NPUYMHBI OTKa3a

12 |npoBegeHue NOUCKA  AOKYMEHTQ, OTCYTCTBYHOLLETO no | o4nH AOKYMEHT 40,0
HEYCTaHOB/IEHHOM NPUYKNHE

13 |paccTtaHOBKa  uyuTaTeNbCKMX  TpeboBaHWUM B KapTOTeKe| OAHa KapTo4Ka 0,3
"Heyn0BNEeTBOPEHHbIN crnipoc”

14 |aHanu3 OTKas30B, COCTaB/ieHME CBOAKM OTKa3oB (MO MpuYMHam| oJHa CBOAKa 16,0
OTKa3a M mepam UX IMKBUZALUN U NpeaynpexaeHns)

15 |coctaBneHve 6ubanMorpaduyeckoro onucaHMa Ha [OKYMEHTbl, | OAHA KapTOYKa 2,4
UMetowmne Hambosbllee YMCNO OTKA30B; Nepegaya KapPTOUKM B
oTAeN KOMMAEeKTOBaHNA

16 |coctaBneHne KapTOTEKM OTKA30B, MPOBEpPKa M NOUCK no ¢oHAy,| ofHa KapTouKa 54,0
OTMeTKa B popmynsape M B KapTOTEKE OTKA30oB MO pesy/bTaTam
NPOBEPKH
2.14. O6cnyKmBaHne no mexbmbamotedHomy aboHemeHTy (MBA). O6cnyKnBaHWE N0 MeXAYHAPOAHOMY MeXXbubamoteuHomy aboHemeHTy (MMBA)

N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma

n/n n3mepeHua BPEMEHM,

MUH.
1 2 3 4
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Mpnem 3aKkasos:

1 |pernctpauusa aboHeEHTOB B aBTOMaTU3NPOBAHHOM cucTeme OAMH 3aKa3 10,0
2 |npuem 3aKa30B oT 3apybexkHbIX aboHeHTOB B OJMVH 3aKas 5,0
aBTOMATM3MPOBAHHOM cCUCTEeMe: pacnevaTKa OaHKa-3aKasa;
WnppoBKa
3 | odopmsieHMe 3aKa30B MO LMPKYAALUN O4MH 3aKas 5,0
4 |nonyyeHuve [OKYMeHTOB; 00paboTKa B aBTOMATM3MPOBAHHOW | OAMH LOKYMEHT 5,0
cucteme
5 |paboTa c OTKasamu: M3MEHEHMEe CcTaTyca B CUCTEME, YKaslaHue OAMH OTKa3s 3,0
NPUYMHbBI 0TKA3a, U3BeLLeHNe aboHeHTa 06 OTKase
BblAaya LOKYMEHTOB:
6 |odopmneHne 4OKYMEHTOB K Bblgaye O4WNH OOKYMEHT 5,0
7 |oTnpaBKa: B3BewWBaHWEe OaHAepoOsiel; HaKNeMBaHWE aApPECcHOM OAMH 7,5
3TUKETKM W LITPUX-KOLA; NPOCTABAEHME NeYaTel; ynaKkoBKa 6aHaeponb
8 |cocTaBieHne MexayHapoaHoro cnucka (5 aksemnaspos) OAMH CMUCOK 6,0
9 |odopmneHne fOKYMEHTOB A1 TAMOXKHM OfVH LOKYMEHT 5,0
10 | cocTtaBneHue cnmcKa Ha3BaHWM, OTNPaBASEMbIX LOKYMEHTOB OAMH CMUCOK 10,0
11 |paboTa ¢ 3340/KEHHOCTbIO: CO0bLWEeHNe abOHEHTY O 3aZep)Ke| OAHO NMUCbMO 5,0
[OKyMeHTa; paboTa c AMcTamm 3a40/1KEHHOCTH
O6cnyxmnBaHme  uuTaTenen no MBA  (mexayHapoAaHbii
aboHemeHT):
12 |npvem 3aKa3oB: npocTaBleHMe Homepa 6OMBAMOTEKM, Kyaa OfMH 3aKas3 5,0




HanpaB/1AE€TCA 3aKa3, HOMepP 3aKa3a,; ne4vyaTb 6naHKa-3aKasa

13 | oTnpaBKa 3aKa3oB B MeXKAYyHAPOogHble 6MbanoTeku OAMH 3aKas3 7,0

14 |paboTa c oTKasamm OAIH 3aKa3 3,0

15 |nonyyeHne OOKYMEHTOB ANA yuTaTenein: opopmieHMe KapToUKK, | OOUH JOKYMEHT 15,0
KO/IMYECTBO MOJIYHYEHHbIX 3K3EeMMNIAPOB; MNpPOCTaBAeHWe AaThbl
BO3BpaTa; 3aMOJ/IHEHME AEKIapaLMn SAA YnTaTena

16 |BO3BpaT 4OKYMEHTOB M3 Y3: NpoBepKa BCEX NYHKTOB AEKNApaUMK; | OANH LOKYMEHT 5,0
nepeaya OKYMEHTOB Ha OTMPaBKy

17 |oTnpaBKa: B3BelWMBaHMEe OaHAEpOsield; HaKNeMBaHWE aapPecHOW oAuH 7,5
STUKETKU U WITPUX-KOLAQA; NPOCTaB/IeHNE NeyvaTen; yrnakoBKa 6aHgeponb
O6cnyxunBaHue untatenen bubnnorekn no MBA:

18 | nony4yeHue 3aKasa U3 YNTaNbHOrO 3ana OAMH 3aKa3 3,0

19 |3anonHeHue 6/1aHKa-3aKas3a; MNPOCTaB/IEHWE PErucTPaALMOHHOIO |  OAMH 6a1aHK 2,0
HOoMepa, [aTbl

20 |yTOYHEHME VYKa3aHHbIX 4MTaTeNleM CBeAEHWM O 3aKasaHHOM | OAMH AOKYMEHT 3,0
OOKYMEeHTe, LUenn 3anpoca, WCTOYHWKA, OTKyAa MOJyYeHbl
cBeAeHuA

21 |6ubnnorpaduyeckasn nopaboTKa 3akKasa; YTOYHEHME OOMH 3aKa3s 20,0
oubanorpapuyeckmnx cBefeHui; yuet NONYYEHHbIX "
oTpaboTaHHbIX TpeboBaHMI

22 |npoBepKa Hanu4yMA 3anpallMBaemoro AOKymeHTa B 6MbaMOTEeKax | OAUH AOKYMEHT 8,0
ropoga, obnactM, pernoHa, CTpaHbl, MWpa, B TOM 4uciae no
CBOAHbIM KaTasioram

23 |3aKas n3gaHuA No 3NEKTPOHHOWM NoYTe, 3aNONHAETCA SNEKTPOHHbIN | OAMH AOKYMEHT 7,0




61aHK nnn B Bnae npomsBosibHOIo NMCbma

24

3anucb cBeAeHUI 0 HanpasaeHnK 3aKkasa no MBA (HaumeHoBaHKe
61bnnoTeku, aata) Ha 06OPOTHOM CTOPOHE BnaHKa-3aKasa

OAMH 3aKa3

3,0

25

nomeuieHne bnaHKa-3akasa B "KapToTeKy 3anpocoBs untatenen no
MBA" 3a pasgenutenem "3anpocbl no MBA, HanpaBneHHble B
apyrue 6ubnnotekn"

oAuH bnaHK

1,0

26

nosyyeHue AOKYMEHTA OT 4uTaTeNia B YWTA/NbHOM 3a/e; CBepkKa
AOKyMeHTa ¢ 6/1aHKOM 3aKasa, NPOBEPKa COXPaHHOCTU AOKYMEHTA,
BHECEHME OTMETKM O Nepegaye B COOTBETCTBYHOLLMIA OTAEN B KHUTE
perncrpauumm; noayyeHue [OKyMeHTa, npucnaHHoro no MBA;
pacneyaTka 6aHAeponn, nNpoBepKa COCTOAHMA [OKYMEHTa,
OTMETKa AaTbl MOJy4eHUs M Ha3BaHWUA OUOBAMOTEKM, BbiCNABLLEMN
OOKYMEHT, WHBEHTApHOrO HOMEpa, CPOKa  MOJIb30BaHUS;
nepectaHoBKa 61aHKa-3aKasa M3 pasgena KapToTeku "3anpocs! no
MBA, HanpaBneHHble B Apyrne 6ubaunotekn" B pasgen
"MonyyeHHble no MBA usganus"

OAMNH JOKYMEHT

5,0

27

Bblga4ya nosy4veHHbix nNo MBA M3 4yuTanbHOro 3ana; cCBepKa
BblZaBaeMOro gOKyMeHTa ¢ 6/1aHKOM-3aKa3oM; NPOBepPKa Hannuums
CTPAHUL, U COCTOAHUA AOKYMEHTA; OTMETKA Bblgaumn

OAMH JOKYMEHT

1,0

28

nepejadya M3gaHuA MocC/ie BO3BpaTa M3 UMTANAbHOrO 3ana Ha
MUKpodUunbMmmnposaHme (m/d)

0AHO U3gaHue

5,0

29

BO3BpPaT M34aHKNA nocne MVIKpOd)VIﬂbMMpOBaHVIFl, npocrtaBaneHune

wudpa m/¢

04HO U3gaHue

5,0

30

NoAroToBKa K  OTNpaBKe  [IOKYMEHTOB B 6ubanoTeky-
doHaoaeprKaTeNb 3aKa3zHOM DaHAEepPOblo; yNnakoBKa baHaepoan,
B3BElLUMBaHME  ee, HaKneuBaHue MapKu (ecnu HeT
LeHTpaAn30BaHHOW onnaTbl MEPecblIKK); HanMcaHue ajapeca,
coCTaB/ieHMe onuncu

O4WNH 3aKa3

12,0




31 |pabota C OTKasamMn - npU  MOJY4YeHUU OT OUBANOTEKM- OAMH 3aKa3s 6,0
doHpoomepkKaTens um3BelweHUs 06 OTKase WAM  33jeprKKe
BbINOJIHEHWA 3aMpoca: YCTAaHOBKA OnaHKa 3aKasa C yKasaHuMem
NPUYMHbLI M 4aTbl OTKa3a B KapToTeKy "OTKasbl no MBA"

32 |coobuweHne B oTAen obcayKMBaHWA O MONyYeHUM OTKasa (aara, OAMH OTKa3 2,0
npuynHa)
O6cnyxnBaHme aboHeHToB no MBA:

33 | nonyyeHune 3aKkasa: aboHEHT 0OpaTUACA B TEKYLLEM rody BnepBsble: OAMH OTKa3 0,5
NpocTaB/eHne B KapTouKe roga obpalleHua, aatbl

34 |odopmneHune aboHeHTa (opraHM3aums paHee He aboHMpoBanachb):| OAWH abOHEHT 12,0
perucTpaums aboHeHTa B  aBTOMATU3MPOBAHHOM  CUCTEME;
3aK/II04YEeHMeE JOr0BOPa; COMIacoBaHUE C HOPUANYECKMM OTAE/N0M

35 | paccTaHOBKa perMcTpaLMOoHHbIX KapTOYEK B KapToTeke OfiHa KapTOouKa 8,0

36 |pocTtaBKa TpeboBaHWUI B cneunanmsMpoBaHHble GoHAabI O4HO 10,0

TpeboBaHue

37 | pocTaBKa M BO3BpaT AOKYMEHTOB B CMeLManmM3npoBaHHble GOHAbI | OAUH AOKYMEHT 10,0

38 |wundpoBKa 3aKka3oB aboHeHTOB, nopbop 61aHKOB-3aKa3oB Mo OJMH 3aKas 4,0
andaBuTy, NpoBeEpPKa HaNMYUA LOKYMEHTa No KaTanory

39 |oTnpaBKka [AOOKymeHTa aboHeHTam: YynakoBka 6aHzeponw, OAMH 3aKa3 12,0
B3BEWMBAHME, HaAK/JeMBaHWe MapKM, HanucaHuve ajpeca;
COCTaBJiIeHME OMUCK, TPAHCNOPTUPOBKA B FPYNMy OTNPaBKK

40 |6ubnunorpadmyeckas OopabOTKA HEBbLIMNOMIHEHHbIX 3aKa30B; OJMH 3aKa3 20,0

yTOouHeHne 6ubnnorpadpuyeckmx cBeAeHUn Mo  CrPaBOYHbIM
N3L3aHUAM; YYET NoJlyYeHHbIX M OTPAabOTaHHbIX 3aKa30B

2.15. PaboTa ¢ nocTosiHHOM aKkcno3sunumen Mysea KHUMM




N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EamHmua Hopma
n/n nsmepeHun BpemeHwu,
MUH.
1 2 3 4
1 |peskcnosnums (KoppeKTMpoBKa pasgenos TeMaTUKO- | OAMH 3KcnoHat 96,0
3KCNO3MUMOHHOIO  nnaHa, BbiABNEHWE  MaTepuanos  And
3KCMOHMpOBaHUs, noabop)
2 |3ameHa OTAefbHbIX 3KCMNOHATOB MO YCNOBUAM  XPaHEHWA | OAMH SKCNOHaT 80,0
(sbiABNEHME, OTOOP)
3 | MOHTa), AeMOHTaX OAWH 3KCNOoHaT 24,0
4 |aHHOTUMpPOBAHWE HOBbIX 3KCNOHATOB OAMH 3KCMnoHat 12,0
5 |pemakTupoBaHMe U 3ameHa (nNevatb, obopmMaeHUEe) aHHOTaLMIM M| OAMH SKCNOHAT 18,0
3KCM/IMKaLMA B 3KCMO3MNLUM
MpumeyaHue: paboTbl OMUCLIBAOT KOMMIEKTOBAHME, YYET, COXPAHHOCTb HEKHUMHbIX MaTepunanos Myses KHUTU.
2.16. CnpaBo4Has U MHbOpMaLMOoHHan paboTa
N HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EavHnua Hopma
n/n nsmepeHun BpemeHwu,
MUH.
1 2 3 4
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YyeT noCcTynMUBLUMX BTOPUYHbIX OKYMEHTOB (KapToyek):

BblAB/IeHNE HEBbINOJ/IHEHHbLIX 3aKa30B, COCTaB/ieHMEe 3aABKU Ha
HeBbINO/IHEHHbIE 3aKa3bl

Ha O4HY Heaento

840,0

OpraHu3zauma cnpaBoyHo-bubanorpadumyeckoro annapara (CBA):

cocTaBaeHue bubamorpadpuyeckon sanuncu

OAVH JIOKYMEHT

2,3

MpocmoTtp u oTbop KapTtodek B CBA B uUenax W3bATUMA WU
nepemelLeHma (BTopuYHbIM oTbop):

M3bATUE M3 KATANOTOB M KapTOTEK KAPTOYEK HA [OKYMEHTbI,
CnucaHHble ZE] boHAa; NpPOCMOTP KpaeBeaveckux,
6mbnmorpadumyecknx n dakTorpadmMyecknx KapToTeK; UsbAtTne us
HUX KapTOYeK Ha  [JOKYMEHTbl, MOTepsABlIME  LEHHOCTb,
nepesegeHNEe KapTOYKU B apXMBHbIE KapTOTEKU (YHUUTOMKEHWE);
BHECEHME OTMETKM B KypHaje y4yeTa M PerucTpaumMoHHoOwm
KapToTeKe; M3bATME M3 KATaNoroB W KApTOTEK KapToyeK Ha
[OKYMEHTbI, CNncaHHble n3 ¢poHaa

OAHO Ha3BaHWMe

1,0

OpraHmsau,Mﬂ KapToTeKU I'IepCOHa}'IMﬁ M TeMaTHUYeCcKom KapTOTEKU:

onpeaeneHve U coctTaBaeHue nepeyHs anL, CBeLeHUs O KOTOPbIX
OTPAXKAlOTCA B KAPTOTEKE; MPOCMOTP MHPOPMALMOHHbBIX U3LAHUM,
NepBUYHbIX LOKYMEHTOB, OTOOP AOKYMEHTOB A/1 BK/IOYEHMUS B
KapTOTeKy; COCTaBJ€HME aHANUTMYECKOr0o aHHOTMPOBAHHOIO
6mbnmorpadmyeckoro onMcaHnsA 4OKyMeHTa

O4Ha KapToTeEKa

15,0

npocras/ieHne KeaaudUKaLMOHHbIX MHAEKCOB, NoABOP KapToyek
no wuHaekcam (andaBuUTy) M paccTaHOBKA KapTOYKM B
MHOOPMALMOHHBIA MaccuB

OAlHa KapTOTEeKa

4,0

TeXHUYeCKaa W coaeprkatenbHas 06paboTKa [AOKYMEHTOB AAS
BKNIOYEHMA B KapTOTEKY; PAcCTaHOBKA KapTOYKM No andasuTy

OAIVH JIOKYMEHT

3,0




bamunnunii aBTOpoB M NO BUAAM AOKYMEHTOB

7 | TexHunyeckoe peflakTMpPOBaHMeE KapTOTEeK: NPOBEPKA COOTBETCTBMA | OAHA KapTo4Ka 2,0
CTPYKTYpPbI, cogepKaHna n opopmMmaeHna KapToveK B COOTBETCTBUM
¢ TpeboBaHNAMM AaHHOW KAPTOTEKM; 3aMeHa BETXMX KapTOYeK U
pasgenutenemn
2.17. DKCKYPCUOHHAA AeATENbHOCTb
N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EonHuua Hopma
n/n nsmepeHun BpemeHwu,
MUH.
1 2 3 4
IKCKYPCUA MO IKCNO3ULUU My3es KHUTU:
1 |o630pHan sKcKypcuA 0fHa 3KCKypcuAa 60,0
2 | 3KcKypcusa ¢ noabopom 1 NOKa3oOM KHUP OA4Ha 3KCKypcua 300,0
2.18. NpoekT "AHTUNNArMaT"
N HanmeHoBaHuWe npouecca, onepauunmn. Coctas paboTbl EamHuua Hopma
n/n nsmepeHun BpemeHwu,
MUH.
1 2 3 4

Tabnumua 39

Tabnuua 40



OdopmneHune 1 yyeT JOKYMEHTOB 419 OKa3aHMWA YCAyrT:

noJly4eHne 1 NPoBepKa A0roBOpPOB, 3aK/OYEHHbIX C PU3MYECKUMM
MuamMmm, yntatenamm BUBGMOTEKN, NO OKA3aHMIO YCAYT, CBA3AHHbIX
C WUCNO/Ib30BAHWEM 3NIEKTPOHHbIX PecypcoB (IP) M 31EKTPOHHbIX
6ubnnotek (36)

OANH AOKYMEHT

60,0

BbIFpy3Ka peecTpa M3 aBTOMATU3UMPOBAHHOM CUCTEMbl MO
chOPMUPOBAHHbIM [0rOBOpPaM, 3aK/OYEHHbIM C PU3MYECKMMU
iMuamu, yntatenamm 6ubanoTeKM, Mo OKa3aHUIO YCAYT, CBA3AHHbIX
¢ ucnonb3sosaHmem 3P n 3b

OAMH peecTtp

15,0

CBEPKa AaHHbIX MO MOCTYNMMBLUMM AOFOBOPAM, 3aKNHOYEHHbIM C
OUBNYECKUMIN NIMLLAMK, YUTATENAMMU BMBIMOTEKM, NO OKa3aHWUIO
YCAyr, CBA3aHHbIX C wMcnonb3oBaHuvem 3P u 36, ¢ peecTpom,
BbIrPYKEHHbIM M3 aBTOMATU3NPOBAHHOW CUCTEMDI

0JHa CBEpKa

40,0

npmem 3aABKU OT LOpnANYeCKOro 1nMua Ha 3akn4yeHne gorosopa
MO OKa3aHUKO yCcnyr, CBA3aHHbLIX C UCMNOJIb30BaHNEM 9P un3b

OAVH JOKYMEHT

15,0

NOArOTOBKA TEKCTa AOroBopa MO OKAa3aHMUIO YCAYr, CBA3AHHbLIX C
ncnonb3oBaHuem 3P n 36

OAMH JOKYMEHT

15,0

corflacoBaHWe [0roBopa MO OKa3aHWUIO YCAYr, CBA3AHHbIX C
mncnosb3oBaHnem 3P n 36

OAIVH JIOKYMEHT

300,0

perucTpauua A0roBopa MO OKA3aHWUKO YCAYr, CBA3aHHbIX C
mncnosb3oBaHmem P n 3b

OAVH JOKYMEHT

60,0

3anofiHeHMe TpeboBaHMA Ha odopmaeHue  PUHAHCOBOro
OOKYMEHTa K [O0roBOpy MO OKa3aHUIO YCAYr, CBA3AHHbIX C
mncnosb3oBaHmem 3P n 3b

OAIVH JIOKYMEHT

30,0

nposepka 0popmaeHHOro GMHAHCOBOrO AOKYMEHTA K A0roBOpY Ha
OKasaHue yCAyr, cBA3aHHbIX C Ucnosb3oBaHnem 3P n 36

OAIVH JIOKYMEHT

15,0




10 |nognucaHMe [OKYMeHTa MO OKa3aHMIoO YCAYr, CBA3AHHbLIX C| OAMH AOKYMEHT 960,0
ucnonb3osaHnem 3P 1 3b

11 |BHeceHWe B peecTpbl yyeTa NepBUYHbIX AaHHbIX O AOroBope Mno| OAWH SOKYMEHT 30,0
OKa3aHWIo YCAyr, CBA3aHHbIX C UCnosb3oBaHmnem 3P n 3b

12 | ckaHupoBaHME OPOPMNEHHOrO AOKYMEHTA HA OKas3aHMWe YyCAyr,| oAnH AOKYMEHT 30,0
CBA3aHHbIX C ucnonb3oaHnem 3P n 3b

13 |oTnpaBka MO 3/IEKTPOHHOM MOYTE  OPUAMYECKOMY MLy O4HO 40,0
CKaHMPOBaHHOM KOMWM AOKYMEHTA Ha OKa3aHMe yCcayr, CBA3aHHbIX coobueHune
¢ ucnosnbzosaHmem 3P n 3b

14 |noarotoBKa TeKCTa [AOKYMEHTA O BHECEHUM W3MEHEHWI B| OAWH AOKYMEHT 60,0
3aK/IIOYEHHbIN  JOrOBOP HA OKasaHMEe YCAyr, CBA3A@HHbIX C
mcnonb3oBaHmem 3P n 3b

15 |noarotoBKa TeKCTa LEHOBOro npeasioXeHWA Ha OKasaHue yCcayr, | OAMH OOKYMEHT 60,0
CBA3aHHbIX C ucnonb3osaHnem 3P n 36

16 | noAroToBKa TEKCTA aKTa K ZOroBOpPY 06 OKA3aHWUM YCAYr, CBA3AHHbIX | OAWH AOKYMEHT 60,0
€ ucnonb3sosaHmem 3P n 3b

17 |npoBepKa QAaHHbIX Ha OPULMANbLHOM caliTe roCy4apCTBEHHbIX| OfHA 3aKynKa 20,0
3aKYMOK O NpoBeAEeHUU TOProBOW 3aKYMKW HA OKasaHWe YCAyT,
CBA3aHHbIX C ucnoab3osaHnem 3P n 3b

18 | coxpaHeHue OOKYMEHTaLMK C oduumManbHoro canTa oavH daiin 15,0
rocy4apCTBEHHbIX 3aKYMNOK MO 06BbABMEHHOM TOProBol 3aKynKe Ha
OKasaHwue yCnyr, CBA3aHHbIX C ucnonb3oBaHnem 3P n 3b

19 |npoBepKa AOKYMEHTaUMM TOProBOWM 3aKYMKM Ha OKasaHWe ycnyr, | oguH 4OKYMEHT 40,0
CBA3aHHbIX C ucnonb3osaHnem 3P n 3b

20 | noAroToBKa 3asaBKM 414 y4acTUA B 00bABMEHHOM TOProBOM 3aKynKke | 0/JHa 3anaBKa 150,0

Ha ocbmu,maano:v\ canTte rocyaapcCTBeHHbIX 3aKyNnOK MO OKa3aHUto




YCAYT, CBA3AHHbIX C UCNonb3oBaHMem IP n 3b

21

BU3NPOBaHUE 3aABKN B COOTBETCTBUU C per1laMeHTOM 61MbanoTekmn

OANH AOKYMEHT

360,0

22

NMoAroTOBKa TeKCTa Aorosopa Ansa 0POPMIEHUA MO OKOHYAHMIO
TOProBOlM 3aKynMKM Ha odMUMANbHOM CcaiTe rocyAapCTBEHHbIX
3aKyNoK NO OKa3aHMIo YCAYr, CBA3AHHbIX C UCNosib3oBaHMem IP n
2b

OANH AOKYMEHT

70,0

23

pasmelleHme 3a8BKM Ha odUUMa/IbHOM CailTe rocyAapCTBEHHbIX
3aKynoK

oJHa 3asBKa

40,0

24

yyacTMe B TOProBOM 3aKynke Ha oduuManbHOM  caliTe
rOCyZapCTBEHHbIX  3aKYNMOK NO  pPernameHTy  3/1eKTPOHHOW
NAoLaAKK

OlHa 3aKynkKa

120,0

25

NOAroTOBKa TEKCTOB AOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMM
pernameHTa NpoBeneHMA TOProBOM 3aKymnKK MO OKa3aHWIo YCAyT,
CBA3aHHbIX C cnosib3osaHnem 3P n 36

OAMH JOKYMEHT

360,0

26

dopmMpoBaHME NNATEKHOrO [OKYMEHTa B  bByxrantepckoi
nporpamme no TpeboBaHMIO Ha odopmaeHne ¢UHAHCOBOrO
OOKYMEHTA K [0roBOpy MO OKa3aHUIO YCAYr, CBA3AHHbIX C
ncnonb3oBaHmem 3P n 3b

OAVH JOKYMEHT

30,0

27

BbIBOA4 ~Ha  neyatb M3 OyxranTepcko  Nporpammbl
cPOPMUPOBAHHOIO NAATEKHOTO JOKYMEHTA

OAVH JOKYMEHT

7,0

28

nepefadya naKkeTa MNAaTeXHbIX AOKYMEHTOB Ha MoAnucaHue B
byxrantepuio

OAWH NaKeT

30,0

29

dbopmMpoBaHME eXKeaHEBHOro OT4yeTa O paboTe MO MPOEKTy U
BbINOJIHEHUW YCAYT, CBA3AHHbIX C MCNOAb30BaHMem IP n 3b

OAVH [OKYMEHT

60,0

30

KOHTPO/Ib  CPOKOB BbINOJIHEHUA  YCAYT, CBA3aHHbIX €
mncnosnb3soBaHnem 3P n 36

OAVH AIOKYMEHT

30,0




31 |KOHTpOAb UCNONHEHUA GUHAHCOBbLIX 0653aTENbCTB NO AOrOBOPY Ha | OAMH AOKYMEHT 30,0
OKa3aHMe ycayr, CBA3aHHbIX C ucnosib3osaHnem P u Ob

32 |cBepKa UcnosaHeHns o06s3aTesIbCTB MO 3aK/AOYEHHbIM A0roBOPaM | OAMH AOKYMEHT 60,0
Ha OKa3aHWe YCAnyr, CBA3aHHbIX C ucnosb3osaHmem 3P n 3b

33 | KOPPEKTMPOBKA AaHHbIX B peecTpax yyeTa 06 UCNOIHEHUM YCIOBUM | OAUH AOKYMEHT 40,0
[,0roBOpa MO OKA3aHWUIO YCAYT, CBA3AHHbIX C MCNONAb30BaHUEM IP n
b

34 |HanpaBaeHMEe PUANYECKOMY SINLLY COOBLLEHMA MO 3N1EKTPOHHOM O4HO 30,0
noyte o6 WMCNONHEHWW YCNOBWUI AOroBOPa MO OKAa3aHWIO YCAYT, coobuieHne
CBA3aHHbIX C ucnonb3osaHnem 3P n 3b

35 | popmumpoBaHMe NakeTa  AOKYMEHTOB  ANA  Hanpas/eHuA OAMVH NaKeT 40,0
OPUANYECKOMY INLY NOYTOBbLIM OTMPaBAEHUEM

36 |BblAa4ya OPUIMHANOB 3aKAHOYEHUN U KOMMNIEKTOB LOKYMEHTOB| OAMH AOKYMEHT 60,0
3aKa34MKaM Ha pyKu

37 |noAroToBKa KOMM/EKTA AOKYMEHTOB MO AOrOBOPaAM C NMOJIHOCTbIO | OAMH KOMMNAEKT 60,0
BbINO/IHEHHbIMWU 0653aTeNIbCTBaMM OKa3aHWUA YCAYr, CBA3AHHbIX C
ucnonb3oBaHuem dP 1 36, ans nepenaun B byxrantepuio

38 |cocTaBneHue peecTpa KOMMIEKTOB AOKYMEHTOB, XPaHAWMXCA B| OAOMH peecTp 60,0
apxuse 1/unun nepeaasaembix B byxrantepuio

39 |cocTaBneHne U opopmIEeHME APXMBHOM MaNKM OPUTMHANOB oA4Ha nanka 30,0
OOKYMEHTOB

40 |co3paHMe apXMBHOM  3/IEKTPOHHOM KOMUM  AOKYMEHTOB C| OAWH AOKYMEHT 40,0
NONHOCTbIO BbINO/NHEHHbIMW 0053aTeNbCTBAMM OKa3aHWs YCAYT,
CBA3AHHbIX C wucnonb3osaHnem SP u 36, nepenasBaembix B
byxranteputo

41 |nepepaya AOKYMEHTOB B Oyxrantepuio Nno peectpy KOMMAEKTOB| OAMH peecTp 40,0




AOOKYMEHTOB

42 | bopmmnpoBaHMe OTYETOB O pe3ynbTatax paboTbl MO MNPOEKTY | OAMH AOKYMEHT 1200,0
OKa3aHWA yCAyr, CBA3aHHbIX C ucnosibzosaHnem 3P n 3b
NHbopmaunoHHaa noaaeprKa nosb3oBaTesien MO  OKasaHuIo
YCAyr, CBA3aHHbIX € ucnosb3oBaHnem 3P n 3b:

43 |TenedoHHble KOHCY/IbTalUMW MO OKa3aHWUKO YCAYr, CBA3AHHbIX C| OAWH 3BOHOK 40,0
ncnono3oBaHmem dP u 3B, gna opngmyecknx u GUanYecknx nuL,

44 | cocTaBneHMe coobuweHuit B OTBET Ha BXOAALWME 3/1EKTPOHHblE O4HO 180,0
NMCbMa MO OKAa3aHWIO YCAYT, CBA3AHHbIX C UCNOAb30BaHWeM 3P n 3b coobuieHne

45 | dopmmpoBaHME ChNMCKa KAMEHTOB A/ MNPOBEAEHMA MACCOBOM | OfHa pPacCbl/iKa 1920,0
PAcCbIZIKM MO 3NEKTPOHHON MOYTE MO MPOEKTY OKAasaHMA YCAyr,
CBA3aHHbIX C ucnoab3osaHnem 3P n 36

46 |NoAroToBKa AOKYMEHTOB A/1A NPOBEAEHNA MAacCOBOM PACcCbI/IKM MO | OfHa paccbliKa 600,0
NPOEKTY OKa3aHuA yCayr, CBA3aHHbIX C ucnonb3osaHnem 3P n 3b

47 |npoBegeHWe MacCOBOI PACCbIIKM MO MPOEKTY OKasaHuA YCAyr,| OfHa paccbl/iKa 90,0
CBA3aHHbIX C ucnoab3osaHnem 3P n 3b
OcywecTtBneHue ycnyrm npeaocrasneHusa gocryna K 3P u 3b:

48 | perncTpauma HoBbIX/aKTMBaLMA/QeakTMBaUMA paHee paboTalolwmx| ofHa 3anuch 30,0
topuamnYecknx/GprUsanyeckmnx N1, B aBTOMaTU3NPOBAHHOM cucTeme

49 | dopmmpoBaHue cooblieHMA NpeacTaBUTeNto IPUANYECKOro A1La o4HO 30,0
C A2@HHbIMM ANA aKTUBaumm aoctyna K 9P n 3b coobuieHne

50 | KOHTPO/b 33 OKa3zaHWeM ycayr, CBA3aHHbIX C UCnoab3oBaHnem 3P un o4HO 60,0
36, AnA opuanYecknx u eusmdeckux auy, ¢ 3P u 36, BKatouan | lopuanyeckoe/d

MOHUTOPUHT HapyLlweHNA NpaBul OKa3aHUA yCeayr

n3nyeckoe anuo




51

KOPPEKTUPOBKA AaHHbIX o ropngndecknx nnuax B
aBTOMaTVI3VIpOBaHHOI7I cncreme

O4Ha 3annucb

30,0

52

BHECEHWE U3SMEHEHWI B CMNUCOK HOPUAMYECKUX NNULL, Pa3MeLLEeHHbIN
Ha caliTe NpoeKkTa

ofHa 3anuncb

30,0

OCYLLI,ECTBI'IEHME YCNyrn npoBEPKU TEKCTOBOINro AOKYMEHTA Ha
Ha/Zn4ymne 3aMMCTBOBAHUM 13 AOKYMEHTOB B COCTaBe 96

53

BHECeHMe B peecTp ydeTa NepBUYHbLIX AAHHbIX O MNOCTYNUBLUEM
OOKYMEHTE Ha OKa3aHue yC/yry NMPOBEPKU TEKCTOBOTO AOKYMEHTA
Ha Ha/InyMe 3aMMCTBOBaHMIM U3 JOKYMEHTOB B cocTase b

OAMNH JOKYMEHT

15,0

54

KOPPEKTUPOBKA AaHHbLIX B peecTpe y4eTa 06 3aTanax BbINOAHEHUSA
3aKa3a NO OKa3aHWUKo YyCAyrn NpoBEPKU TEKCTOBOINo AOKYMEHTA Ha
Ha/Zn4ymne 3aMMCTBOBAHUI M3 AOKYMEHTOB B COCTaBe 2b

OAVH JIOKYMEHT

15,0

55

pacnpegeneHne AOKYMEHTOB MO 3KCNepTam A1 OKa3aHWUA ycayrm
NPOBEPKN TEKCTOBOFO AOKYMEHTA Ha Ha/MuymMe 3auMCTBOBaHUI U3
OOKyMeHTOB B cocTase 3b

OAMH JOKYMEHT

40,0

56

nepeadya AOKYMEHTa 3KcnepTy AN OKasaHuA YCAyru npoBepKu
TEKCTOBOrO AOKYMEHTa Ha HaAuyMe 3aMMCTBOBaHUM  ©3
[OKYMeHTOB B cocTase Jb

OAVH JOKYMEHT

15,0

57

nosyyeHune wu 06p360TKa KCNEPTOM [AOOKYMEHTA HaA OKa3aHue
ycnyrum npoBeEPKU TEKCTOBOIo AOKYMEHTa Ha Hann4yune
3aMMCTBOBAHNN K3 AOKYMEHTOB B COCTaBe ob

OAVH JOKYMEHT

40,0

58

M3yYeHMe  IKCMepTOM  CTPYKTYpbl, COCTaBa, COAep’KaHuA
[AOKYMEHTa A4/1A OKa3aHWUA YCAYyr1 NPOBEPKMN TEKCTOBOIO AOKYMEHTa
Ha Ha/MyMe 3aMMCTBOBAHUI U3 AOKYMEHTOB B cocTaBe Jb

OAIVH JIOKYMEHT

180,0

59

npoBepKa 3KCNeptomM [AOKYMEeHTa Ha Haandme npuemos,
NPenATCTBYOWNX pPaCno3HaBaHUIO TEKCTa aBTOMaTM?’MpOBaHHOﬁ

OAIVH JIOKYMEHT

180,0




CMCTEMOI N OKa3aHUIO YCNYyrn npoBePKU TEKCTOBOIO AOKYMEHTA Ha
Ha/inyMe 3aMMCTBOBAHWI U3 AOKYMEHTOB B COCTaBe ob

60 |npoBeaeHWE I3KCMEPTOM MEPBUYHON MPOBEPKU [AOKYMEHTA C| OAMH AOKYMEHT 60,0
MCNONb30BaHMEM aBTOMATU3NPOBAHHOM CUCTEMDBI

61 |0bpaboTKa 3KCMepToM OTYETa aBTOMATM3MPOBAHHOW CUCTEMbI O | OAMH AOKYMEHT 480,0
NepBMYHON MNPOBEPKE [OOKYMEHTa C Le/bld  UCKAYeHuA
KOPPEKTHbIX 3aMMCTBOBaHMUM

62 |aHanus 9KCnepTom HEKOPPEKTHbIX 3aMMCTBOBaHUMN, | OANH AOKYMEHT 600,0
0bHapyKeHHbIX B LOKYMEHTE

63 |aHanu3 cnpaBoYHO-bMbBAMOrpaduyeckoro annapata AOKYMEHTA, | OAMH AOKYMEHT 480,0
BKOYAA CBEPKY UCTOYHMKOB, YKa3aHHbIX B CUCKe AnTepaTypbl

64 |bopmMpoBaHME TEKCTA IKCNEPTHOro 3aKAYeHMAs Mo  UTOry | OA4MH AOKYMEHT 120,0
NPoOBeAEHHON MNPOBEPKU AOKYMEHTA C y4eTOM [aHHbIX OT4yeTa
aBTOMATU3NPOBAHHOM CUCTEMDBI

65 |nNpoBepka TeKCTa 3aKAlOYeHMA Ha npeameT COOTBETCTBMA | OAWH AOKYMEHT 15,0
YCTaHOBNEHHbIM TPebOOBaHUAM K pe3y/abTaTy OKasaHuA YCayru
NPOBEPKN TEKCTOBOFO AOKYMEHTA Ha HaiM4mMe 3aMMCTBOBAHUI U3
OOKYMeHTOB B cocTase Jb

66 |aHanuM3 coaep)kaHuA pes3ynbTaTOB MPOBEPKM, YKa3aHHbIX B| OAWH AOKYMEHT 60,0
3aK/Il0YEHMU, KOPPEKTUPOBKA GOPMYIUPOBOK

67 |BblBOA Ha Me4vyaTb UTOroBOW GOPMbI 3aKAOYEHUA MO Pe3ynbTaTy | OAMH AOKYMEHT 15,0
NPOBeAEHHOW MNPOBEPKU AOKYMEHTA C Y4eTOM JaHHbIX OT4YeTa
ABTOMATU3MPOBAHHOM CUCTEMDI

68 | nognucaHue 3aKknOUYeHUA OOMH LOKYMEHT 240,0

69 | ckaHMpoBaHMe 0GOPMIEHHOIO 3aKAOYEHNSA OOMH OOKYMEHT 30,0




70 | KOppeKTMpoBKAa B peecTpax ydyeTa [AaHHbIX O BbIMOAHEHUM | OANH AOKYMEHT 40,0
06A3aTeNbCTB N0  [AOrOBOPY WM OKA3aHWIO YCAYTM NPOBEPKMU
TEKCTOBOrO [OKYMEHTA Ha Ha/JuMuMe 3aMMCTBOBaHUIA U3
OOKYMeHTOB B cocTase b
71 | coctaBneHue 4ONOAHEHMA K 3aKNOYEHMIO MO Pe3ybTaTy OKa3aHMA | O4HO NMUCbMO 120,0
NPOBEPKN TEKCTOBOFO AOKYMEHTA Ha HanMune 3aMMCTBOBAHUI U3
OOKYMEHTOB B cocTaBe Jb
72 |cbop u o06paboTKa CTAaTUCTUYECKUX [AaHHbIX MO MNPOEKTaM C| OAMH 3anpoc 240,0
73 |uncnonb3osaHuem 3P 1 3b
74 | npoBegeHue NpoBepKn Kadyectsa ¢aiiios B 3b oavH daiin 40,0
75 |3arpys3ka ¢ainos ana skatoveHma B b ¢ npocTaHOBKOM NpuM3HaKa oavH dain 30,0
[ocrtyna
76 | pesepBHOe KonuposaHue dalinos Ib 0AHO 60,0

KonupoBaHue




2.19. OKkasaHue ycayr yaaneHHbIM No/b30BaTeNfiM, B TOM YMc/ie YyntaTenam 6MbanoTekun, NnocpeacTBOM OHNAMHOBbIX aBTOMATM3UPOBaHHbIX cepucos (ONAC)

N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EamHunua Hopma
n/n n3mepeHun BPEMEHMN,
MMH.

1 2 3 4

1 |TenedoHHble KOHCY/NbTAaUMM MO OPraHM3aUMOHHbIM BOMPOCaM| OAMH 3BOHOK 30,0
odpopmneHuna n npegoctaBneHma ycayr yepes OnAC

2 |cocTaBneHMe coobOLWeHNiA B OTBET Ha 3/1EKTPOHHbIE NMCbMa O4HO 180,0
nosb3osaTtesieit OnAC coobueHne

3 |nepeHanpasneHue cooblieHunli B nogpasaenieHme, OTBETCTBEHHOE ogHo 15,0
3a OKa3aHWe KoHKpeTHoM ycayru B OnAC coobuieHune

4 | KOHTPOJIb M 06paboTKa Noy4eHHbIX 3aka3os B ONAC OAMH 3aKas3 20,0

5 |npoBepka 3akazoB B OnAC Ha CcOOTBETCTBME MpaBMaAam OOMH 3aKa3s 30,0
npeaocTaBieHNs ycnyr

6 | KOHTPO/Ib 33 NOCTYNAEHUAMM CPeACTB NO ONAAYEHHbIM 3aKa3am B| OZHa ycayra 60,0
OnAC

7 | KOPPEKTMPOBKA CTaTyca 3aKasa, 3aKpbITUE 3aKa30B OAMVH 3aKas3 30,0

8 |MoAroToBKa aKTa CBEPKW 33 OTYETHbIA Mepuod O MOCTYMNNEHUAX | OAMH AOKYMEHT 60,0
cpeacTB Mo onaavyeHHbIM 3aKasam B OnAC

9 |noanucaHme CBOAHbIX OTYETHbLIX 4OKYMEHTOB OOMH OOKYMEHT 300,0

10 | bopmupoBaHME NaKeTa AOKYMEHTOB A5 HanpaBAeHUs MOYTOBbIM OAMH NakeT 30,0

Tabnuua 41



OoTnpaBAeHNEM

11 | dopmupoBaHMe exepgHEBHOrO OTYETa O HOBbIX 3aKasax W OAMVH oTyeT 60,0
BbInosiHeHuK ycnyr 8 OnAC

12 | bopmupOBaHME MTOrOBbIX OTYETOB O pe3yabTaTax paboTbl Mo OAMH oTyeT 1500,0
NPOEKTY, C AeTan3aument No Kaxaom oTaeNbHOM ycayre
Perncrpauns nosb3osBaTesieil B PeXKUME OHMANH:

13 | npoBepKa 3anucu nosnb3osaTtens B 6UbaAMOTERY OAMH 1,0

nosnb3oBaTesnb

14 |obpaboTka 1 BBOA GaMUAMKU, MMEHM, OTYECTBA MOJIb30BaTENA U oAuH 2,5

afpeca ero 3/IeKTPOHHOM NoYTbI 3/IEKTPOHHbIN
dopmynap

15 |coctaBneHne nNMcbma C yKa3aHMEM JIOTMHA U CreHEePUPOBAHHOIO 0AHO 2,5
CMUCTEMOM NaponA, NPUKPENnIeHNe WMHCTPYKUUM NONAb30BaHMA W | 3NEKTPOHHOEe
OTMNpaBKa ero no 3/1IeKTPOHHOM NOYTEe NO/1b30BaTENIO nNUCbMO
O6cnykuBaHWe Nonb3oBaTes1el B PeXKUME OHMANH:

16 | Bbirpy3ka us OnAC oT4YeTHbIX AaHHbIX 33 ONpPeaeNeHHbIN Nepuos, oAMH daiin 5,0
BpPeMEHMU

17 |pasmelLleHMe HOBbIX MOCTYNAEHUM OOKYMEHTOB Ha caunTe OAMH daiin 1,5
61bMOTEKN: CcO34aHMEe 3arosioBKa aHHOTALMMK; NpUKpensieHue
dainos

18 |paccbiika MO 3N1EKTPOHHOM MoYTe yAaNeHHbIM MO/Ib30BaTENAM 0fHO 1,5
MHPOPMALMOHHbIX COOOLLLEHWNI 3/IEKTPOHHOE

NUCbMO

19 |uHbOpMaLMOHHOE CONMPOBOXKAEHWE CaliTa, NOpPTana U CTPaHUL, B o4HO 1,5

COUMaNbHbIX  CeTAX:  CO34aHWe  3aroNoBKa  aHHOTauuu; coobuieHne




npuKkpennenue ¢arina(os)

3. Tunosble OTpac/ieBble HOPMbI TPyAa Ha PaboTbl, BbINOAHAEMbIE
B CNeumanm3npoBaHHbIX BUbAMOTEKax ANA MHBANMAOB MO 3PEHUI0

Hopmbl Tpyaa pa3paboTaHbl Ha OCHOBHbIE BUAbI PabOT, BbINMONHAEMbIX B CELMaNIM3NPOBaHHbIX 6UBANOTEKAX ANA NHBAIMAOB MO 3PEHUIO: KOMMIEKTOBaHME
n yyet bubnumoteuHoro poHaa; bubanoTeyHas ob6paboTKa AOKYMEHTOB; opraHM3aUma 1 BeaeHne Katanoros, GopmmuposaHue 6a3 AaHHbIX, B TOM Yucae 6a3 AaHHbIX
3BYKOBbIX dpaitnos; pabota c poHAOM 1 obecneyeHme ero CoOXpaHHOCTU; CTaLlMOHapHOe 1 BHecTauMoHapHoe obcayKmnsaHue Nonb3oBaTeNein; maccosas, cnpasoyHas
N MHPOPMaLMOHHan paboTa; Hay4yHO-MmeToAMYecKas M pefaKkLUMOHHO-U3aaTenbckaa paboTa; BbIMyCK ManoTUPaXKHbIX N3AaHMI cneyuanbHbiXx GopmaTos.

Mpw BbINOAHEHWUM PabOT CNAabOBUAALLMMM N HE3PAYUMM CeLManMCcTaMn AeNCTBYIOT MoNpaBoYHble KO3GPULMEHTbI: AnA cnabosmaawmx - 1,5; Ana He3paUunxX

-2,0.
3.1. KomnneKktoBaHne 6ubanoteyHoro poHaa
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n nsmepeHun BpemeHwu,
MUH.
1 2 3 4
TekylLee KomniekToBaHue bubamoTeyHoro poHaa:
1 |NpoCMOTP KHWUroOM3AaTeNbCKOM M KHUFOTOProBOM MHGOPMaLMKM| O4HA NO3ULUA 0,5
(aHHOTMpPOBAHHbBIX MMAHOB BbINYCKA /ANTEPATYPbl, NPOCMEKTOB,
CaNTOB M34aTEe/IbCTB U U34AIOLLMX OpraHU3aLnit)
2 |onpepeneHne TeMbl U BUOA AOKYMEHTa, NOANEXKALLErOo OTOOpPY, | OAMH AOKYMEHT 6,0

BblACHEHWNE H€‘06XOAVIMOCTVI I'IpVIO6peTEHVIF|, CBepKa c
3NNEKTPOHHbIM KaTa/Iorom

Onpe,u,eneHme IK3eMNNAPHOCTU 3aKa3a:

oAHa nosuuus
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3 |ana nogpasaeneHui 1,0
4 | ana 6ubnnoTekn B LeNOM 2,0
5 |odopmneHne 3akasa: cocTaB/AeHWe [Aorosopa, odopmaeHue O4MH 3aKas 45,0
NPUAOXKEHUA K OOTOBOPY; YKa3aHMe 3K3eMMNIAPHOCTU, CTOMMOCTHU
3aKa3a; CoCTaBNEeHME TEXHNYECKOTO 3a4aHns
6 |noarotoBKa K MNpoOBeAEeHMIO TOProB: COCTaB/ieHMe CAMCKa | ogHa npoueaypa 200,0
TpeboBaHMN K Y4aCTHMKAM KOHKYpCa; OMOBELLEHNEe YYaCTHUKOB
KOHKypCa O CpOKe MpOBeAEHWUA; HaMnucaHue, perucrpauma u
paccbl/iKa NMCbMA B U3[aTENbCTBA U U3AatoLLMe OpraHn3aumnm
PaboTa B aBTOMaTM3MPOBAHHOM peXKUME:
7 |BBOA 3aKasa TeKyLWero KOMMJEKTOBaHMA B 6a3y [AaHHbIX| O4HO Ha3BaHWe 3,0
aBTOMATU3MPOBAHHOW CUCTEMbI (B4 AC); yKasaHue
9K3eMMNAAPHOCTM 3aKasa, pacnpegeneHne Mo  CTPYKTYPHbIM
noapasaeneHmam
8 |pepaKktupoBaHue BBeAeHHbIX B b AC cBeaeHWUI 0 3aKase; BbIBOL | OAHO Ha3BaHWe 6,0
Ha 3KpaH; BHECEHNE N3MEHEHWNI
9 |BblBOA Ha TMPUHTEP [AaHHbIX TEKYLWero KOMMIEKTOBaHMA; | OAHO Ha3BaHue 1,0
pacnevaTtka
BeneHune KapTOTEKM TEKYLLETO KOMNIEKTOBAHUA:
10 |cocTaBneHMe KapTOYKW; yKa3aHMEe aBTOpa, 3ar/1aBuA, BbIXOAHbIX| OZHA KapTO4vKa 3,0
OAHHbIX, NCTOYHMKA KOMMNIEKTOBAHMA
11 |pa3pe3Ka wu3aaTeNbCKMX MNNAHOB, pacneyaTok ANA KapTOTEKW | OAHa KapTouyka 2,0
TEKYLWEro KOMMJEKTOBaHMA; HaKNeuMBaHWEe Ha KaTa/loXKHble
KapTO4KM
12 |nopbopka KapToyek no andasBuTy; PacCTaHOBKA B KAPTOTEKY| O4Ha KapTouKa 1,0




TEKYLWEro KOMnNaAeKToBaHUA

OdopmneHne NnoanmMcku Ha Nnepuoanyeckne n3gaHua:

13 |npocmoTp KaTanoros "Pocnevatu"; oTbop nepuoanyeckux| opHa nosuuma 0,5
W3gaHui ANna noAnmncKu
14 | c60p 3a8BOK AN NOAMUCKU OT CTPYKTYPHbIX NoApa3aAeneHui O/1Ha 3afBKa 1,0
15 | opopmneHune 3aKkasa Ha NOAMUCKY; NOACYET CTOUMOCTU NOANUCKN O4MH 3aKas 300,0
C Y4YeToOM [OCTaBKW; COCTaB/ieHWe pgorosopa, odopmieHue
NPUNOXKEHUA K A0rOBOpPY
16 |cocTaB/ieHMe pPEerucTPauMoHHOM  KapTOYKM AN KapTOTEKWM | OZHA KapTouyka 6,0
nepuoamuyecKkmnx n3gaHni; yKasaHue WHAEKCa, roga,
NnepuMogmMyHOCTM,  MUCTOMHMKA  MNOCTYMNJIeHMA,  CTPYKTYPHOro
nozpasaeneHus
PaboTa B aBTOMaTM3MPOBAHHOM PeXKUME:
17 |BBOA 3aKa3a Ha nepuoanyeckme nsgaxHma s b1 AC OfHa KapTouKa 3,0
18 | KOpPEeKTUPOBKa 3aKas3a; BbiBOA, HA 3KpaH CMMCKa NepuoanyecKux | oAHa nonpasKa 0,3
M34aHWNIA; BHECEHUE N3MEHEHUN
JoKomnnekToBaHne 6ubanoteyHoro poHaa:
19 |npuem 3asBOK Ha npuobpeTeHne AOKYMEHTOB OT CTPYKTYPHbIX| OJHa 3aABKa 3,0
noapasaeneHuni
20 |cocTaBneHue 6ubAnorpaduyeckolt 3anncK; ykasaHue KoanyecTsa| OfHa KapTouKa 3,0
3K3EeMMNJIAPOB U CUTNOB NoAPa3aeneHni
21 | BKAIOYEHME 33ABKM B KapTOTEKY JOKOMMNEKTOBAHNSA O/1Ha KapTouKa 0,3
22 |NpoCMOTP KapTOTEKU HeyaoBNETBOPEHHOrO CMApoOCca; aHaAv3 | OAMH AOKYMEHT 2,0




OTKa3a AnA BbiAB/EHUA OTCYTCTBYHOLWNX OOKYMEHTOB; BK/TKOYNUTb UX
B KAPTOTEKY AOKOMNNIEKTOBAHUA

CocTtaBneHue onepaTtuBHOro NJ1aHa KOMMNJIEKTOBAHUA:

23 |onpeaeneHne KOJMYECTBEHHbIX MNOKasaTenei obbema ¢oHAA OAMH NNaH 1200,0
(noctynnenne, BbIGbITE), OTpPacNeBOro COCTaBa, WCTOYHUKOB
NOCTyNAeHuA, CMeTbl Pacxoa0B
OdopmneHne nnaHa KOMNAIEKTOBaHUA B popme:
24 |Tabnuy, oAHa Tabauua 5,0
25 |KapToTeKkun O4Ha KapToO4Ka 3,0
PaboTa B aBTOMATM3MPOBAaHHOM pPerKUME:
26 |BBOA NAaHa KomnnaekTosaHuA B b, AC OAMH NNaH 30,0-120,0
27 | koppeKTuposKa b/1; BbIBOA Ha 3KpaH; BHECEHME U3MEHEHW ofHa nonpaska 0,3
3.2. MNpwuem, BbIGbITUE M yHET AOKYMEHTOB
N HanmeHoBaHuWe npouecca, onepauuun. Coctas paboTbl EamHuua Hopma
n/n n3mepeHua BpEMEHMN,
MMH.
1 2 3 4
Mprem NOCTYNUBLUMX AOKYMEHTOB:
1 |npuem [OOKYMEHTOB MNO COMPOBOAMTE/IbHbIM  AOKYMEHTaM| OAHa NapTus 5,0

(HaknagHan, akKT); noabopKka AOKYMEHTOB MO KOMIMJIEKTaMm,
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a!'ld)aBMTy dBTOpPOB WU 3arnaBm71, IKCNegnuUnMoOHHbIM  HOMEpPam;
CBEPKa C conpoBoAUTE/IbHbBIM OOKYMEHTOM,; NPOCTAB/IEHUE LEHbDI
Ha AOKYMeEHTE, NoACHET YNC/1a SIK3EMNNAPOB, 06LLI,YIO CTOMMOCTb

Mpuem foKymeHTOB 6€3 CONPOBOAUTENBHbIX AOKYMEHTOB:

2 |nopbopka AOKYMEHTOB MO KOMMJIEKTaM, andaBuTy aBTOPOB M| OAUH AOKYMEHT 10,0
3arfaBmin; NpoBeaeHne OLLEHKN AOKYMEHTOB
3 |cocTaBneHue aKTa Ha NpuUem AO0KYMEHTOB OAMH aKT 5,0
4 | npocTaBieHue WTemnena Ha TUTYJIbHOM NCTe U Ha 17-11 cTpaHuue | OANH SOKYMEHT 0,6
AOKYMeHTa Ha OyMa)KHOM HocuTene, KaxAoM KOHTelHepe
"roBopsAwen” KHUMM Ha KacceTax, KOHTelHepax daew-Kapr,
ONTUYECKMX U }KECTKUX ONCKOB
CBepka nNOCTYNMMBLUMX [OOKYMEHTOB C KapTOTEKOM TeKyLiero
KOMM/IEKTOBAHMUA:
5 |cBepka nocTynuBLIEro AOKYMEHTA C KapTO4YKOM W3 KapTOTeKM | OfHa KapTouKa 1,0
TEKYLLEro KOMM/IEKTOBAHUA; MOMUCK KapTOYKM, BbINOJHEHWE HA
KapTo4Ke OTMETOK
6 |ycTaHOB/MEHME KapTOYKM 3a pasaenmTens "BbinofHEeHHble 3aKasbl" | 0fHA KapTouKa 0,5
PaboTa B aBTOMaTM3MPOBAHHOM peXUME:
7 |co3paHue B B, AC 3anmcy 0 HOBOW OpraHM3aunKn-NoOCTaBLLNKe OZHa 3anucb 2,0
8 |nouck 3anucu B bJ, "3akas"; BHeceHMe OTMETOK O BbIMNOJHEHWMM | OZAHa 3anuchb 0,6
3aKasa
9 | npoBepKa Ha Ayb6NeTHOCTb NOCTYNUBLUMX AOKyMeHToB B B/, AC OOMH LOKYMEHT 2,0
10 | pernctpaums HoOBbIX noctynaeHnit 8 6, AC OOMH OOKYMEHT 3,0




11 |nognucka Ha nNpoao/Kalowmeca MU3[aHUA; BbINOAHEHME B| O4HO Ha3BaHWe 2,0
PErncTpaLmoHHOM KapTouke BUBANOTEYHbIX OTMETOK

12 |KoppeKkTupoBKa 3anuceir B bl AC; BbiBOA, 3anMCM Ha 3KpaH;| ofHa NOMpaBKa 0,3
BHECEHWE N3MEHEHMW
Mprem n perncrTpauma *KypHaaos 1 raser:

13 |noabopKa XypHasioB M rasetr no andaBUTy Ha3BaHMN, MOWCK| OAWH AOKYMEHT 1,0
perncTpaunoHHoOM KapTOUKM B  KapToTeke NOAMNUCHbIX
nepuoamMyecknx M3gaHUN; OTMETKA HOMepa, AaTbl NOAyvyeHuA
OOKYMEHTa

14 | npoctaBneHue WTeMmnena Ha KypHase, raseTe OOMH LOKYMEHT 0,5
PaboTa B aBTOMATM3MPOBAaHHOM pPeXKUME:

15 | oTMeTKa 0 perMcTpaumm nepnoanyeckux nsgaxumii 8 64 AC (Homep,| ofHa 3anucb 0,5
KOJIMYECTBO 3K3EeMM/IAPOB, OTAEN XPaHEHUA)
BeseHne KHUMM CYMMapPHOro yyerTa:

16 |BblgeneHne AOKYMEHTOB NO BMAAM, OTPAC/IAM 3HAHWA; NoacyeT| OAHA NapTMA 10,0
ynucna  OOKYMEHTOB; 3anuCb  pe3ynbTaToB  nogcyetra Mo
YCTaHOBNEHHOM popme B KHUre cymmapHoro y4yeTa (KCY)

17 |nopgcyeT NOCTpaHUYHO NO No3numam AaHHbix KCY; nepeHeceHue | ogHa nosmuma 2,0
WUTOMM Ha CAeayOLLYO CTPaHMLY

18 |cBepKka @UHAHCOBbLIX [AOKYMEHTOB oOTAesna C ¢GUHAHCOBLIMW | OANH AOKYMEHT 2,0
OOKYyMeHTamu byxrantepumm

19 |odopmneHne conpoBoaMTENbHLIX AOKYMEHTOB (HaknafAHas, aKT)| oAuH AOKYMEHT 15,0

AN nepegaun B byxrantepuio

PaboTa B aBTOMaTU3MPOBAHHOM peXUME:




20 |BBOA, cTaTUCTMYecKux AaHHbix KCY B B AC (roa, Homep KCY,| oaHa napTtus 6,0
HOoMep CONpOBOAMUTENBHOTO OOKYMEHTa, WUCTOYHUK
KOMMJIEKTOBAHMUA, UCTOYHUK GUHAHCMPOBAHMA, YNCNO HA3BAHWN,
YMCNO IK3EMNNAPOB, TUM U3AAHUI, CyMmMa)

21 | pacneyaTtKa KCY Ha npuHTepe OA4Ha CTpaHuua 1,0
BepeHune MHBEHTAPHOM KHUTHU:

22 |odopmneHne WHBEHTAPHOM  KHWUIWU; Hymepauma CTPaHWUL, | OAHa CTpaHWua 1,0
NpPoCTaB/ieHNne HOMepPa B MHBEHTAPHOMN KHUre

23 |3anncb AOKYMEHTOB MO YCTAHOBAEHHOW Gopme B MHBEHTAPHYIO | OANH AOKYMEHT 10,0
KHUTY; BHeceHWe 6ubanorpaduyecknx ceefeHUlt Ha HOBble
NOCTYN/IEHUA;  NPOCTaB/NEHME  MHBEHTAPHOTO HOMepa Ha
AOKYMeHTe, WAEHTUOMKAUMOHHOTO (CMCTEMHOrO) HOoMepa Ha
KECTKOM AMCKe
PaboTa B aBTOMATM3MPOBAaHHOM perKUME:

24 |co3paHne 6ubanorpaduyecko 3anmMcM  Ha  MOCTYNMBLUMMA | OAUH AOKYMEHT 15,0
OOKYMeHT B "MHBeHTapHOM KHure" b AC

25 | pacneyaTka MHBEHTAPHOW KHUTX HA NPUHTEpe of4Ha CTpaHuua 1,0
BbIbbITME LOKYMEHTOB:

26 |cocTaB/eHMe rogoBOro niaaHa Ha BblObITME; YKasaHMe KBapTana, O4MH NNaH 2160,0
noapasgeneHus, Buaa LOKYMEHTOB, KOJIMYECTBO
CocTaB/ieHMe aKTOB CNUCAHWUA:

27 |npvem ¢GOpMynsapoB, CAUCKOB BbIObIBLWIMX AOKYMEHTOB OT OOMH aKT 10,0
CTPYKTYPHbIX NOAPA3AENEHNN; perncTpaLma akTa

28 |NOMCK NO MHBEHTAPHOMY HOMepy bubnuorpaduyeckoin 3annucm B| oaHa 3anucb 0,5




3/1IEKTPOHHOM KaTasiore; onpegeneHune KoadpduLmMeHTa LeHbl, roaa
NOCTYNJeHU W BHeceHWe ANA CNWcaHuA OOMNOJIHEeHWH B
6mbnnorpadmyeckyro 3anucb

29

npwu OTCYTCTBMM 3aMUCKU B 3/IEKTPOHHOM KaTasiore BBegeHue Bcex
ana ¢dopmupoBaHma 6ubnmorpadmyeckon 3anucum CBeAeHWUn C
bopmynapa UK U3 CNUCKa aKTa

ofHa 3anuncb

3,0

30

BHeCeHMe 3anncm B aKTe CNUCaHnA K MHBEHTAPHOMY HOMepPyY
AOOKYMEHTa HOMEpPa BblObIBLUEN KHUIM M3 KOMMAEKTa penbed)Ho—
TOYEYHOro JOKymMeHTa

O4Ha 3annucb

0,2

31

NMpoBepKa  MHBEHTApHbIX HOMEPOB, Tro4a  MOCTYMJIEHWA,
KoadPuumMeHTa LeHbl BbIObIBLIErO JOKYMEHTA

oJHa 3anuncb

3,0

32

pacnevyaTtka Cnucka BbIObIBLUMX AOKYMEHTOB B al'ld)aBMTHOM
nopAaake AanAa yaaneHnA WHBEHTAPHbIX HOMEPOB U U3DBATUA
KapTo4eK N3 CUCTEMbI KaPTOYHbIX KaTa/ioros 61bnnoTekm

O4Ha 3aMnucb

3,0

33

3anMcb O BbIObIBWMX M3 AelcTByowmMx ¢GoHAOB 6H6MBAMOTEKM
JOKYMeHTax B cooTBeTcTByloWMx rpadax 2-i yactm KCY (mata,
HOMEp aKTa, KOJMYEeCTBO, CYMMa, COAEpXaHWE, MNPUYUHDI
BblGbITMA)

oJHa 3anunch

3,0

34

WCK/TIOYEHNE JOKYMEHTA NO aKTy U3 YUYeTHbIX GOpM (MHBEHTapHOW
KHUN)

OAIVH JIOKYMEHT

4,0

35

noraweHne MHBeHTapHOro Homepa un wremnena 61MbnMoTEKM Ha
OOKYyMeHTEe

OAVH JOKYMEHT

0,5

36

noAlwnBKa akKToB

OAMH aKT

0,5

MpumeyaHue: npu paboTe C AOKYMEHTaMM Ha MHOCTPAHHbIX A3bIKaX K HOPMe BpeMeHU NPUMEHAETCA NoBbiwatowmin KoabduumeHT 1,2,

3.3. bubnnoTteyHan o6paboTKa AOKYMEHTOB




N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EamHmua Hopma
n/n n3mepeHus BPEMEHMU,
MWH.

1 2 3 4
Mpvem AOKYMEHTOB:

1 |npvem napTMM [OKYMEHTOB; MNPOBEPKA 3K3EMMIAPHOCTM MO| OAHa napTus 5,0
COMPOBOAMTENIbHOMY LLOKYMEHTY; 3aMMUCb B KHUTE y4YeTa

2 |noarotoBKa [OOKYMEHTOB K WHOEKCMPOBAHMIO UM BBOAY B| OAMH AOKYMEHT 0,7
3NEKTPOHHbIN KaTanor

3 | NpocMoTp M BbiiBAIEHWE aHANOTMYHbIX U34aHUIA Ha APYrMX BUOAx| OAHa 3anucb 0,2
HoOCUTes1Iell B 3/1EKTPOHHOM KaTasiore

4 | NpPOCMOTP AOKYMEHTOB Ha MHOCTPAHHbIX U HALMOHANbHbIX A3bIKaX; | OAMH LOKYMEHT 30,0
nepesos AN ONUCAHUA CBEAEHUM Ha PYCCKUIA A3bIK
dopmurpoBaHme 6Mbamorpaduyeckom 3anucm
Pekatanornsaums:

5 |cBepka KapTouyeK C [AOKYMEHTOM; WCMpaB/ieHMe CTaporo| OAHA KAapTouKa 7,0
6ubanorpadunyeckoro onncaHus; cocTaBNeHne HOBOIO OMUCAHUA;
nepeHeceHne wudpa, WMHBEHTAPHOrO HOMepa, OubAMoTeYHOM
NoOMeTKM
CuctemaTmsauma AOKYMEHTOB:

6 |cuctemaTMsaumsa  OOKYMEHTOB C  WMCMNO/Ab30BAHWEM MeYaTHOM | OAUH AOKYMEHT 2,0

KapTO4KN WUANU aHaNora Ha Agpyrom Buae HOCUTENA, NPOBEPKa
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COOTBETCTBMA UHAOEKCOB TaﬁﬂMLl,aM KJ'IaCCMd)VIKaLI,MM, NMPUHATbIM B
6M6}1MOTEKE; npocrtaBneHne nHOeKCa Ha JOKYMEHTE

CUCTEMATU3ALMA AOKYMEHTOB NPU OTCYTCTBUM NEYATHON KapTOYKK
WAW aHasora Ha ApYyrom BMAE HOCUTENA; MPOCMOTP 3TUKETKU
M34aHuA, NpoC/aylWnBaHWe KacceTbl/ancKka/¢new-KapTbl; YTeHue
CBeAeHWN, HanucaHHble penbedHO-TOYEYHbIM LWpPUPTOM, ANA
YTOYHEHUA aBTOpPA, Ha3BaHWA, BbIXOAHbIX AAHHbIX, COAEPKAHUS;
onpegeneHne nHAeKca no Tabanuam Knaccuduraumm, NPUHATLIM
B bnbAMOTEKE, NPOCTaBNAEHNE UHAEKCA Ha JOKYMEHTE

OANH AOKYMEHT

10,0

onpeAeneHne aBTOPCKOrO 3HaKa [AOKYMeHTa MO aBTOPCKMM
Tabnmuam

OAVH JIOKYMEHT

0,2

npoBepKa MPaBWIbHOCTU U UCMpaB/ieHUe KNaccudUKaLMOHHOIO
WHOEKCA W aBTOPCKOrO 3HAKa, YKa3aHHbIX Ha 3TUKETKe
"roBopsAwein” KHUru

OAMH LOKYMEHT

3,0

10

onpeaeneHne WMHOEKCOB NPOM3BEAEHUI, 3anNUCaHHbIX Ha dnew-
KapTe (oT 4 Ao 8 HasBaHwWit), Ana GOPMMUPOBAHMA KaTaNONKHOIO

wuopa

oAdHa dpnew-
KapTa

5,0

11

onpegeneHne  ¢dopmara, KonmyecTsa 6panneBcKmx n
MJOCKOMEYaTHbIX JIMCTOB, XapaKTepa MPUNOXKeEHUN, penbedHOo-
TOYEYHbIX U3aaHUI U penbedHO-rpaduUIeckmx Nnocobui

OAHO Ha3BaHWMe

5,0

12

onpegeneHne n nepedyncneHme martepuanos, UCNOJIb30BaAHHbIX
npn Co34aHNUN TaAKTUJIbHbIX PYKOAE/TIbHbIX M3AaHI/Il‘/JI; nepecyeTr
KO/in4ecTBa CTpaHuu, I'lpVIfIO)KEHVIﬁ, BblABNEHNE Apyrnx
XapPaKTEePHbIX ocobeHHocTel AOKYMEHTOB

OAHO Ha3BaHWMe

5,0

13

nepecyeTr NPUNOXKEHWUH, BbiABNEHUE APYIUX  XapaKTepHbIX
0cobeHHOCTEN N/IOCKOMNEYATHOro AOKYMEHTA

OAHO Ha3BaHMe

3,0

MpeameTnsauma AOKYMEHTOB:




14 |npepmeTv3auMs  [LOKYMEHTOB C  WCNO/b30BaHWeM PYybpWK| OAHO HasBaHWe 3,0
MeyaTHOW KapTOYKM; NPOBEPKA COOTBETCTBMA PYOPUKM NeyaTHow
KapTOUYKM NpegMeTHOMY KaTasnory

15 |npeameTv3aumsa 4OKYMEHTOB NPU OTCYTCTBMM NEeYaTHOM KapTOUYKK; | OAHO Ha3BaHUe 6,0
03HaKOM/IEHME C IOKYMEHTOM, onpeaeneHune pybpuKku

16 |cocTaBneHne HOBbIX NpegMeTHbIXx pPybpuMK W noapybpuK;| oaHa KapTouka 2,0
nepeHeceHne Ha KapTOUKM CyKeBHOM KapToTeKn

17 |pepakTMpoBaHue npeaMeTHON pPyBpUKKM; NPoBEpKa NPaBUAbHOCTU | O4HA KapToYKa 1,0

npegMmeTHOM pybprKKM, TOYHOCTN HAaNUCaHMA




MprmeyaHune: K Hopmam BpemMeHU NPUMEHSIOTCA NOBbILLAOLME KO3OOUUMEHTDI:

- Npw cocTaBaeHnmn bubanorpadmyeckoro onncaHMA Ha 4OKYMEHTE, Ha TUTY/IbHOM JINCTE, Ha KOTOPbIX YAaCTUYHO OTCYTCTBYIOT AaHHble ans bubnamnorpaduueckoit
3anucn - 1,2;

- Npu 6MbanoTeyHo 06paboTKke HOTHbIX U3aaHui - 1,5;

- Npu paboTe ¢ LOKYMEHTAMM HA MHOCTPAHHbIX A3bIKax - 1,2.

3.4. OpraHusauma 1 BeeHue KaTtanoros

N HanmeHoBaHMe npouecca, onepauumn. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHM,
MWH.

1 2 3 4
OpraHusaumsa andaBUTHbIX KAaTaNoros (NJI0CKONEYATHbIX KHUF, HOT,
rPamnIacTUHOK):

1 |nopbopka KapToyek no andasuTy Gammaunii aBTOPOB UM 3ar1aBUM | OofHA KapTouKa 0,2
AN1A PAcCTaHOBKM

2 | paccTaHOBKa NpeaBapuTesibHO NOA0OPaHHbIX KapToYeK O/ZHa KapTouKa 0,3

3 |pefaKTMpoBaHMe KaTa/ora; NpoOBEepKa PACCTAHOBKM KapToOyeK,| OfHA KAapTouKa 0,5
NpPaBWUIbHOCTM A06aBOYHbIX U CCbITOYHbIX KAapPTOYeK, UCNpaBieHne
owmnbokK

4 |HanucaHue pasgenuTens s KaTanora, ykasaHue 6yKBbl, c1ora OAVH 0,6

pasgenntenb
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5 |pacctaHOBKa pasgenuteneit B Katanore; nogbopka pasgenvrens OAVH 0,3
no andaBuTy; MOWUCK MeCTa pasfenuTena; npocTaBieHue | pasgennTenb
pasgenurena

6 |npoBepKa pacCcTaHOBKW pasaenuTenei; ncnpasaeHme owmbok oauH 0,3

pasgenuTenb
OpraHn3auna CMcTeMaTUYecKoro Katanora NA0CKONeYaTHbIX KHUT

7 |noabopka KapToyeK No MHAEKCaM, BHYTpM pa3aena no andasuty | ofHa KapToOuKa 0,3
dammnnit aBTopoB UM 3arnaBuin A8 PacCTaHOBKMU

8 | paccTaHoBKa NpeaBapuUTENbHO NOA0OPaAHHbIX KAapToYeK OflHa KapTo4Ka 0,3

9 |pefaKTMpoBaHMe KaTanora; NpoBepKa NPaBUAbHOCTM HAaNO/IHEHMA | OAHA KapTouKa 1,0
pa3aesioB KaTasiora no CoAepKaHUIo, MHAEKCALMN N PAaCcCTaHOBKE,
ucnpasaeHne ownbok

10 |peknaccuduKauma KaTanora; UCNpaBieHMEe MHAEKCOB, BHECEHME | OAHa KapTouKa 6,0
ncnpasaeHuin B andaBUTHbIN KaTanor

11 |HanucaHue pasgenutens gas Katanaora; ykasaHue HaMmeHOBaHuUA O4MH 0,5
pasgena, noApasaena v UHbIX pasaenutenei pasgenuTenb

12 |paccTaHoBKa pasgenutenelt B Katasor; noabopKa no MHAEKCaM, OAMH 0,3
NOMCK MecCTa, NOCTaHOBKA pasaennTens pasgenuTenb

13 | npoBepKa pacCTaHOBKWU pasgenntenen, ucnpassieHme owmnboK OAMH 0,3

pasgenuTenb
OpraHmsauma cuctemaTuyeckux KaTanoros ('rosopAwmx" u
penbePHO-TOYEYHbIX KHUF, KHUF NO MY3blKE U HOTHbIM U34AHUAM
penbedHo-ToueyHoro wpndTa):
14 |nopbopka  KapTouyeK, OGQOPMIEHHbIX  ABYMs  WpudTamu| ogHa KapTouKa 1,0

(I'IJ'IOCKOI'IELIaTHbIM n pel'IbEd)HO-TOLIe‘-IHbIM), no MHAEKCam, BHYTPU




pasgena no andasuty GamuaniA aBTOPOB WM 3ariaBuin ans
paccTaHOBKM

15 |paccTaHoOBKa npeasapuTesbHO noaob6paHHbIX KapTo4yeK, | o4Ha KapToyKa 4,0
odOpMNEHHbIX ABYMA WpndTamm

16 | pepakTMpoBaHWe KaTanora; NpoBepKa NPaBMIbHOCTM HAMOJIHEHMA | O4HA KapToyKa 0,5
pa3fenoB KaTanora No CoAepKaHUIo, MHAEKCALUMM N pacCTaHOBKe
KapToYeK, UCnpaBieHne oWnboK

17 | peknaccudumKauma KaTanora; UCNpaBieHME MHAEKCOB, BHECEHME | OofHa KapTouKa 6,0
ncnpasneHuin B andaBuUTHLIN KaTanor

18 |HanucaHue pasgenutensa oNa Katasiora; ykasaHue HaMmeHOBaHuA OAVH 1,0
pa3gena, noapaszaena pasgenuTenn

19 |paccTaHOBKa pasgenuTeneit B Katasnore; nogbopka no MHAeKcam, OAMH 0,3
NOUCK MeCTa, NOCTaHOBKa pasgenurens pasgenutesnb

20 |npoBepKa pacCTaHOBKU pa3aenuTesnen, ucnpabneHme owmbok OAMH 0,3

pasgenuTenn

PaboTa c MaKeTOM NNOCKOMNEYaTHOM KaTaNOXKHOM KapTOUKM:

21 |npounTbiBaHME He3psuyeMy pPabOTHWKY TEKCTa MNJIOCKONEeYaTHOM | O4HO Ha3BaHMe 12,0
KapTOYKM

22 | BHeceHue B MakKeT NA0CKoMNeyaTHoM KapTOYKM | O4HO Ha3BaHWe 12,0
6mbnmorpadmyeckon 3anncu penbedHoO-ToYEUYHbIM LWPUPTOM

23 |nepeHeceHue AaHHbIX O $ainax C KeCTKOro AMCKa Ha KaTanoXHble | O4HO Ha3BaHWe 4,0
KapTOYKM

24 | pepakTMpoBaHMe 3nemMeHTOB  bubnunorpaduyeckoit  3anucu,| oAHA 3anuCb 0,3
BbINO/JIHEHHON  penbedHO-TOYEYHbIM WPUPTOM; KCnpaBaeHUe

OWnBOK




OpI'aHM3aLI,VIF| Tonorpaquecr(oro KaTanora:

25 | noabopKa KapToyek Mo CTPYKTYPHbIM NoapasaeneHuam (oTaenam-| ogHa KapTouKa 0,2
doHaoaepKaTENAM)
26 |noabopKa KapToyek Mo MHBEHTAPHbIM HOMepam 04Ha KapTouKa 0,2
27 | paccTtaHOBKa NpeaBapuTesibHO NOAOOPaAHHbIX KapToYeK OfHa KapTouKa 0,2
28 | pefaKTMpoBaHMe KaTanora; NpoBepKa NPaBMAbHOCTU PACCTAaHOBKU | O4Ha KapToyKa 0,3
KapTOYEK M pasgenutenei; ucnpasaeHme owmnbKn
29 |HanucaHue pasgenutensa ANA KaTanora; NoCTaHOBKa pasaenurens oauH 0,3
B KaTasior pasgenuTenb
U3baTHe n3 KapTOYHbIX KaTanoros (andasuTHOrO,
cMcTeMaTUYecKoro, Tonorpaduyeckoro) KapTouekK Ha
WCKNIOYEHHbIe U3 B1bAMOTEYHOrO GOHAA AOKYMEHTDI:
30 | perucrTpauma akTa Ha CMcaHue B KHUre yyeta OAWH aKT 3,0
31 |NOWCK KapTO4YKM (OCHOBHOM, [06aBOYHONM); 3ayepKMBaHWE | O[HA KAPTOUKA 1,5
CNUCbIBAEMOr0 WHBEHTApPHOrO HOMEepa, WHBEHTApHOro Homepa
CNUCbIBAEMOM KHUTU M3 KOMNAEKTa penbedHo-ToueyHoro wpundTta
(PTW) B coOTBETCTBYIOLIEM WHBEHTAPHOM HOMeEpE; yAaNeHue
KapTOUKu
32 |noacyeT KOAMYeCTBA U3bATbIX KapTOYeK M3 CUCTeMbl KapTOUHbIX | OAHa KapTOuYKa 0,1
KaTaNoros U KapToTeK; 3anncb B KHUTY yyeTa
MNepeagpecoBKa AOKYMEHTOB:
33 | perucTpauma akTa nepegadmn AOKYMEHTA B KHUTe yyeTa OOMH aKT 3,0
34 |NOMCK KapTOYKM, WCNpaBAeHME MeCTa XpaHeHUA [OOKYMEHTa;| O4Ha KapTOuKa 3,0

BO3BpalleHne KapTO4YKK B KaTanor




TexHuyecKan 06paboTKa AOKYMEHTOB:

35 | HaknenBaHWEe KapMallKoB Ha AOKYMEHT Ha BymarKHOM HocuTese; | OAMH KapmMallek 1,0
HanucaHMe Ha KapMallKe MHBEHTapPHOro Homepa, MecTa XpaHeHUs

36 |HanucaHue Wwudpa Ha 0610XKKEe, TUTYIBHOM JIUCTE AOKYMEHTA O[NH OOKYMEHT 0,8

37 |Bno)KeHue KHUKHOro Gopmynspa B KapMalleK, KOHTeNHep oANH popmynap 0,1

38 | npoBepkKa u ncnpasneHne Wndpa Ha STUKETKAX ayanoBU3YaabHbIX | OANH AOKYMEHT 0,5
OOKYMEHTOB Ha aHa/I0roBbIX U LMPPOBbIX HOCUTENAX

39 |cocTaBneHMe NNOCKOMNEeYaTHOM 3TUKETKM Ha ayAMoBU3yasibHble | OAMH AOKYMEHT 5,0
AOKYMEHTbl Ha aHa/foroBbiXx U LMGOPOBbLIX HOCUTENAX; MPOBEPKa
3anucu, ucnpasneHue ownboK; pacneyaTka

40 |nogbopKa [OOKYMEHTOB MO MECTy XpaHeHus; nepedaya| OAWH AOKYMEHT 1,0
OOKYMEHTOB C  KaTaJloXKHbIMW  KapTOYKaMM U KHUMKHbIMU
dopmynapamu B oTaenbl-poHA0AEPKATENN

41 |oTMeTKa B KHUTe yyeTa 0 nepegaye napTum AOKYMEHTOB oAHa napTtus 3,0
OpraHusauma 1 BeieHNe 3N1eKTPOHHOrO KaTaaora
dopmumposaHue u BBog, B b, AC 6ubnnorpadumyeckmnx 3anucem OfiHa 3anucb
MnockonevyaTHbIX U3AaHUN:

42 |npu OTCYTCTBUM NEYaTHOM KAPTOYKU U aHANOrMYHbIX 3anucen B 6,0
3/1eKTPOHHOM KaTanore

43 | Npyv HaNMUMK NEYaTHOM KapTOUYKM WU aHANOTUYHbIX 3anucei B 4,0
3/1eKTPOHHOM KaTanore

44 | npu pgonosHWUTeNbHOM paboTe ¢ aHHOTaumen (MOUCK aHHOTaLMK B 15,0

"MHTepHeTe", pegakuma aHHOTaLUN)




PenbepHO-TOYEYHbIX U3LaHUIA:

45 | 6e3 BBOAA aHHOTALUUMU 4,0
46 | npu AONOAHUTENBHOW PaboTe C aHHOTauMel 15,0
47 |n3paHui Ha KacceTax 4,0
48 | N34aHUIM Ha ONTUYECKUX ANCKAX 5,0
49 |n3paHunii Ha paew-KapTax 15,0
50 |ckecTKoro gucka 3,5
51 |penbedHo-rpadpuuecknx nocobui 7,0
52 | TaKTUAbHbIX PyKOAENbHbIX U3AaHUI 25,0
53 | cocTaBneHne aHaNUTUYECKOM 3anmncK OfiHa 3anucb 5,0
54 |pocnucb copeprkaHuA COOPHMKOB, HameyaTaHHbIX penbedHo-| OAMH COOPHMUK 25,0
TOYEYHbIM WpPUPTOM
55 | cocTaBneHne fo06aBOYHbIX M CCbIIOYHbIX ONMUCAHWIA OZHO onucaHune 1,0
56 |pepakTupoBaHue 6GUBAMOrpadUUecKUX  3anuceit; nNpoBepKa| OAHA 3anucb 1,0
NpPaBWIbHOCTU 31IEMEHTOB 3aMnunceil; BHECEHNE U3MEHEHWI
57 |coctaBneHve un BBOA, B 3/MEKTPOHHbIMA KaTasor HoBbiX PybpuWK,| oAHa 3anucb 0,5
nogpybpuK, nepcoHanui
58 | BbiBOA, HBUHAMOrpadUUecKknx 3anucem Ha aKpaH OfiHa 3anucb 15,0

dopmaTMpoBaHMe M pacnedyaTka KapTodeK 1 yuyeTHbIX Gopm

CDopmaTMpOBaHme M pacneyaTka KapTo4yekK:

OAHA KapTO4Ka




59 | ocHoBHas ana andaBUTHOro KaTanora 2,3 cek.
60 | gobaBoyHan ana andaBUTHONO KaTasnora 1,0
61 |ccbliovHas ana andaBUTHOrO KaTanora 1,0
62 | gnAa Tonorpadunyeckoro Kartasnora 0,7
63 | popmaTnpoBaHue " pacnevaTKka MaKeTa KapTO4KM OAMNH MaKeT 1,5
(nnockoneyaTHasa 3anucb) ANA  CUMCTEMATMYECKOro KaTasiora KapTOuKun
"roBopAwmx" n penbedHO-ToOUYEYHbIX JOKYMEHTOB
64 | pacneyvaTka KHUXKHbIX GOpMynApoB oauH dopmynsp 0,2
65 | onpeaeneHue 3K3eMNAAPHOCTU (MO KONNYECTBY KHUT B KOMNJIEKTE) | 04HO Ha3BaHuWe 0,7
M pacneyatka ¢opmynapos ANA  M34aHMNA, HaneyaTaHHbIX
penbedHO-ToUYEUYHbIM WPUPTOM
PeTpocneKkTMBHOE NOMONHEHWE 3NEKTPOHHOTO KaTaaora:
66 |noucK B andaBMTHOM KaTasiore MAOCKOMEYaTHbIX KHUI KapTOYKM | OZHA KapTouKa 0,2
ana ssoga B b AC
67 |BBOA CBEAEHMW C MNOCKOMEYATHOM KapTOYKM B COOTBETCTBYIOLLME | OA4HO HAa3BaHWe 2,0
nons 6ubnmorpaduyeckon sanucu B b, AC
68 |NOMCK NO y4yeTHbIM AOKYMEHTam M Tornorpaduyeckomy KaTanory| ofHO Ha3BaHue 2,0
CBeZleHWNI, OTCYTCTBYIOLMX B MJIOCKOMEYAaTHOM KapTO4YKe; BBOJ,
HaNOEHHbIX cBefeHun B COoOTBEeTCTBYOWME nona
6ubnnorpadmueckon 3anucu 8 6 AC
69 | npoBepKa npasuabHocTN Bubanorpaduyeckolt sanncm OfHO Ha3BaHMe 0,5
70 |Bo3BpaT B anAdaBUTHbIM  KATaAOF NAOCKOMEYATHbIX KHUI| OZHa KapTo4Ka 0,2

0TpaboTaHHOMN KapTOUKM




N3bATHE Bubanorpaduyeckoi 3anmncm ns 3eKTPOHHOro KaTtasora:

71 | perncrpauma akTa Ha CnMcaHue AOKYMEHTOB B KHUre yyeTa OAUH aKT 3,0
72 | M3bATME U3 INEKTPOHHOIO KaTanora bubanorpadmyecknx sanmcen| ofHa 3anucb 3,0
Ha UCKAtOYEHHble M3 BUBAMOTeYHOro POHAA AOKYMEHTI
73 | noAcyeT KoAn4YecTsa M3bATbIX M3 3/IEKTPOHHOIO KaTasora 3anuceid; | oAHa 3anucb 0,1
3aMnCb B KHUTY y4yeTa
3.5. dopmupoBaHuMe 6a3 gaHHbIX 3BYKOBbIX PpalifioB
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMU,
MWH.
1 2 3 4
KoHBepTMpOBaHWE ayAMOAOKYMEHTOB C  KPUNTO3AWMTOW C
KEeCTKOro Amcka B Mporpammbl Ana pabotbl ¢ "roBopawmmu
KHMramm":
1 |onpepeneHne HanAMuMA JOKYMeHTa B nporpamme ans paboTbl ¢| OAHO Ha3BaHUe 0,05
"roBopAWMMM KHUFaMKU"; M3MeHeHMe HACTPOEK NMporpammbl 4
paboTbl ¢ "roBopsAWMMM KHUTamK"
2 | 3anosiHeHMe KOpP3nHbl LOKYMEHTAMM OZHO Ha3BaHWe 0,04
3 | co3pmaHue NPoOMeXKYTOYHOM Nanku AN KOHBEPTUPOBAHMUA OfiHa nanka 1,0
4 |KOHBEPTUPOBaAHME OTOOPAHHbLIX AOKYMEHTOB B MPOMEXKYTOUHYIO | O4HO Ha3BaHMe 0,03

nanky
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5 |KOHBEpPTUPOBAHWE [OKYMEHTOB M3 MNPOMEXKYTOYHOM MankM B| OAHO Ha3BaHWE 0,08
nporpammbl Ana paboTbi ¢ "roBopALLMMU KHUTaMK'"
KoHBepTupoBaHMe ayaMOAOKYMEHTOB C OMTMYECKUX AMCKOB B
nporpammbl AnsA paboTbl ¢ "roBOpPALWMMM KHUramn'':

6 |NOMCK OOKYMEHTOB B nporpammax ana pabotbl ¢ "roBopAwmMmM | ogHO Ha3BaHUE 0,05
KHUramm'"
MoaroToBKa AOKYMEHTA K KOHBEPTUPOBAHUIO:

7 | KonuMpoBaHMe AOKYMEHTA C AUCKA OA4MH Yac 0,12

3BYyYaHUs
8 | KOHBEPTUPOBAHME AOKYMEHTa BCMOMOraTe/IbHOM NPOrpaMmon OAMH Yac 1,1
3BYYaHUsA

9 |npu OTCYTCTBMWM Ha3BaHMA AOKYMEHTa 03By4MBaHWE Ha3BaHWA | OAHO Ha3BaHWe 2,0
cpeacTBamm

10 |3anosHeHWe yyeTHoW GopMbl BBOAMMOTO AOKYMEHTa (C y4eTom| OAHO Ha3BaHue 2,0
BPEMEHM Ha MOWCK aHHoTaumu B "MHTepHeTe", nHaekca BBK B
3NEeKTPOHHOM KaTanore) A1A KOHBepPTUPOBaHMA B NPOrpaMmbl ANs
paboTbl ¢ "roBopsAWMMNM KHUramK"

11 |KOHBEpPTUPOBaHWE B MNporpammbl Ana paboTbl ¢ "roBopAwmMmMM 100 M6 4,1
KHUramp'"
KoHBepTupoBaHMe ayAMOLOKYMEHTOB C KPUNTO3ALLMUTOM C canTa
OopraHusaunn-napTHepa B Nporpammbl gas paboTsl ¢ "roBopawmmm
KHUramm':

12 |onpeaeneHne HannuMAa OOKYMeHTa B nporpamme Ana paboTbl C| OAHO Ha3BaHMe 0,05
"roBopsWMMM KHUramn'"

13 | cKauMBaHME AOKYMEHTOB C caiTa 1 M6 0,2




14 | pasapxmBmnpoBaHME JOKYMEHTOB 1 M6 0,2

15 |3anosHeHWe yyeTHoW GopMbl BBOAMMOTO AOKYMEHTa (C y4eTom| oAHO Ha3BaHue 0,3
BPeMeHW Ha MOWUCK aHHoTauuun B "WHTepHeTe", nHaekca BBK B
3N1EeKTPOHHOM KaTanore) 419 KOHBEPTUPOBaHMA B NPOrpaMmbl AN5
paboTbl ¢ "roBopAWMMM KHUramu'"

16 |KOHBepTMpOBaHWE B Nporpammbl ana pabotbl ¢ "roBopswmmn 100 M6 41
KHMramm"
MoAaroToBKa CNMCKa HOBbIX MOCTynAeHn (GopmaTt AOKYMeHTa):

17 |Bbirpy3ka KaTasora nporpammbl ans paboTtbl ¢ "roBopAMMM | OAHA BbIrpy3Ka 4,0
KHMramm"

18 | BbirpysKka us daiina 4OKYMEHTOB, NOCTYNUBLUMX 3@ ONPeae/IeHHbIN | 04HA BbIrpy3Ka 20,0
BPEMEHHOI MHTepBan (Mecaw, KBapTa, roa,)

19 |ypaneHue AUWHUX WMHPOPMALMOHHBIX MOMEN B CMUCKE HOBbIX| OAWMH CMUCOK 10,0
nocTynaeHuin (150 - 200

Ha3BaHWN)

20 |KonupoBaHue daiina n3 popmata b AC B dopmaT fOKYMeEHTa OAMH CMNCOK 1,0

21 |npeobpasoBaHWe [OKymeHTa B dopmate [AOKYMeHTa AAs 40 K6 6,0
nocneayoLWero pasmeLLeH1A Ha caliTe
O3ByuYMBaHME CNUCKA HOBbIX MOCTYMN/IEHUIN CUHTE3ATOPOM peyu:

22 |BbIrpy3Ka KaTanora nporpammbl 444 paboTbl ¢ "roBopsMMM | OAHa BbIrpy3Ka 4,0
KHMramm"

23 |Bbirpyska us ¢aiina ¢opmara 61 AC 4OKYMEHTOB, MOCTYNMBLUMX 33| OAHA BbIrpy3Ka 20,0
onpeaeneHHbI BpeMeHHOM MHTepBan (mecaw, KBapTan, ros)

24 |ypaneHue NUWHUX WMHGOPMALMOHHBIX MONEeN B CMMCKE HOBbIX| OAMH CMUCOK 10,0




nocTynaeHuin

25 |KonmposaHue daiina n3 popmata b, AC B dopmaTt JOKYMeHTa (150 - 200 1,0
Ha3BaHWM) oauH
CNUCOK
26 |npeobpasoBaHWe AOKymeHTa B dopmaTte OOKymMeHTa B dopmy, 40 K6 6,0
YA0OHYI0 417 03BYYMBAHMA CUHTE3ATOPOM peyn
27 | pa3buBKa AOKYMeHTa B popmaTe AOKYMEHTA Ha NpeasorKeHns 40 K6 80,0
28 |03ByYMBaHWE [OKYMEHTA B MNporpamme Ana YTeHMA BCAyX 40 K6 3,0
TeKcToBbIX dainos ("banabonka" u gpyrue)
29 | pasmelLeHNEe 03BYHYEHHOTO CMUCKA HOBbIX MOCTYMN/IEHUI Ha caiTe OfMH CNUCOK 15,0
(150 - 200
Ha3BaHWN)
30 | KOHBepTMpPOBAHWE 03BYYEHHOTO CMMCKA B NPOrPaMmbl 418 paboTbl| OAMH CMUCOK 1,0

¢ "roBopAaWwMMN KHUramm"




3.6. PaboTa c poHaom. PaboTa no npuemy AOKYMEHTOB

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EanHuua Hopma
n/n n3mepeHua BPEMEHM,
MUH.
1 2 3 4
Mpuem JOKYMEHTOB B CTPYKTYPHbIX NOAPa3aeNeHnaxX
Mpuem LOKYMEHTOB M3 OTAE/la aBTOMATU3NPOBAHHOM 06paboTkM | oaHa napTus
OOKYMEHTOB n opraHusauuu KaTasnoros, CBepKa C
CONpOBOAMTE/IbHBIM AOKYMEHTOM:
1 |1-2553K3emnndapos 10,0
2 |26 -75 3K3emnnapos 30,0
3 |perucrtpauua HOBbIX MNOCTYMNAEHUIA NepUuoOSUYECKUX W3LAHUK, | OAMH AOKYMEHT 0,5
NPOCTaB/IeHNE OTMETKM B PETMCTPALMOHHOM KapToTeKe
4 |npoctaBneHve  wWTemMnend  WAWM  OTMETKA  CTPYKTYPHOrO | OAWH OOKYMEHT 0,5
noapasgeneHna Ha JOKyMeHTe
MoabopKa fOKYMEHTOB A/18 PAacCTaHOBKM B GOHAE
MoabopKa [OKYMEHTOB MO BUAAM U3LAHUIA: OANH JOKYMEHT
5 |nnockoneyvyaTHble U3aaHmsa 0,07
6 |penbedHo-ToUEYHbIE N3aHUS 0,08
7 |"roBopAawme" KHUIM Ha KacceTax 0,1
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8 | M34aHMA Ha ONTUYECKUX AUCKAX 0,07
9 |u3paHua Ha dnell-KapTax 0,07
10 | penbedHo-rpadmyeckme nocobus 0,08
11 | TaKTUNbHbIE PYKOOENbHbIE N3aaHMUA 0,1
12 | nopbopKa KOMNNEKTOB pPesibePHO-TOYEYHbIX KHUF NO HAa3BaHMAM | O4MH KOMNAEKT 2,0
13 |nopbopka [AOKYMEHTOB MO KAacCMPUKAUMOHHbIM MHAEKCAM, | OAUH AOKYMEHT 0,3
ABTOPCKOMY 3HAKy
MopgbopKka nepuoguyeckmx M3gaHui no andasBuTy HA3BAHUAM, | OANH AOKYMEHT
rogam, Homepam:
14 | nnocKkoneyvaTHble U3aaHMsA 0,07
15 | penbedHo-TOUEYHbIE U3AAHMUA 0,08
PacctaHoBKa 6ubnmoTeyHoro poHaa
PACcCTAaHOBKAa JAOKYMEHTOB Ha CTe//laXax B CUCTEMATUYECKO-| OAMH AOKYMEHT
andaBUTHOM nopsake:
16 |nnockoneyvyaTHble U3aaHMA 0,08
17 | penbedHo-ToYeYHble N3[aHNS 0,11
18 |"roBopsme" KHUIM Ha KacceTax 0,1
19 |mn3gaHmMA Ha ONTUYECKUX OUCKAX 0,1
20 |un3gaHuAa Ha paelw-KapTax 0,1
21 |penbedHo-rpadpuyeckne nocobusn 0,11




22 | TaKTUNbHblE PYKOAENbHbIe N3aaHuA 0,11
PaccTtaHOBKa nepuoamyeckux mMsgaHuii no andasuTy Ha3BaHWM, | OANH AOKYMEHT
rogam, Homepam:
23 | nnocKonevyaTHble U3gaHuA 0,1
24 | penbedHO-TOUEYHbIE N3aHUA 0,13
25 | packnagKa raseT no Ha3BaHUAM, MPOKaAbiBaHNE AbIPOK, BIOXKEHUE OZHa nanka 10,0
B KapTOHHyl0 060Ky (nanky), NpowHypoBKa, odopmieHue
0610KKM (Ha3BaHWe, roa, HOMep, MecsL)
MpoBepKa NpaBUAbHOCTU PACCTAHOBKM AOKYMEHTOB B OTAE/IbHbIX | MaccuB poHAa
maccuBax ¢oHAa:
26 |1-200 poKkymeHTOB 30,0
27 | 201 - 400 pokymeHTOB 60,0
28 | nepemelleHune (NnepeHeceHMe) JOKYMEHTOB Ha CBOBoAHbIE MecTa OZHa NOJIKa 5,0
OdopmneHune, HanMcaHMe NOJIOYHbIX pasgenuTenen: OAMH
pasaenutennb
29 |AnA cMctemaTMyecKom paccTaHoBKK doHAaa 4,0
30 | gnAa andaBUTHOM paccTaHOBKKU doHAA 3,0
3.7. Pabota c poHaom. PaboTa no coxpaHHOCTM doHAa
N HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EavHnua Hopma
n/n n3mepeHmn BPEMEHMN,
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MWH.

1 2 3 4
MpoBepka bubanoTeyHoro poHAa:
1 |HanuMcaHMe KOHTPO/IbHOIO Ta/0HA Ha AOKYMEHT; YKa3aHMe Ha HEM |  OAMH TaNoH 2,0
WHBEHTAPHOro Homepa, wudpa, Gamuanmn, MHULMANOB aBTOPa,
3arfasumA, roga, MecTta UsgaHua, LeHbl, MecTa XpaHeHus
2 |oTMeTKa O MpoBepKke AOKYMeHTa Ha dopmynsape, KOHTEWHepe,| OAMH AOKYMEHT 0,2
0610KKe JOKYMEHTa
MoabopKa KOHTPONbHbIX TASIOHOB: OAMH TaNIOH
3 | N0 MHBEHTapHbIM HOMEpam 0,8
4 | no andasuTy dpamnanii aBTopoB NN 3arnasui 0,13
5 | no KnaccudpuKauMoHHOMY UHAEKCY 0,1
6 |CBepKa KOHTPOJ/IbHbIX TAJIOHOB C MHBEHTAPHOM KHUIOM; OTMETKa OAWNH TaNIOH 0,5
NPOBEPKN Ha TaJIOHE U B UHBEHTAPHOWM KHUTe
7 |cBepKa KOHTPOJIbHbIX Ta/JIOHOB C YYETHbIM MAM andaBUTHbBIM, OAMH TaJIOH 0,5
TonorpaduYecKkMm Katasoramm; OTMETKA NMPOBEPKM HA TaJIOHE U B
KaTasnore
8 |npocmoTp $OpmMbl  MHOMBMAYANbHOTO  y4yeTa, BblABAEHWE | OAWNH AOKYMEHT 0,5
OOKYMEHTOB, He NpoLueALwnx NpoBepKu
9 | cocTaBneHME KApPTOYKN Ha JOKYMEHT, HE NPOLUEALLINIA MPOBEPKU OANH JOKYMEHT 1,0
10 |NOMCK AOKYMEHTOB, He Mpoweawmnx NPOBEPKWU, NO PasiNUYHLIM | OAUH AOKYMEHT 5,0

YYE€THbIM d)OpMaM, KapToOTEKaM, XKypHasiaM, KHUXKHbIM NOJIKam




CocTaBneHme CNUcKa He4O0CTaOWMX B d)OHAe AOKYMEHTOB!:

OAuH CNNCOK

11 |1 poKymeHT 1,0
12 |2 -10 gokymeHTOB 10,0
13 |11 - 25 poKymeHTOB 22,0
OT60p AOKYMEHTOB A/1A U3bATUA U3 doHAA
MpocMoTp AOKYMEHTOB Ha NpegMeT U3bATUA 13 boHAa: OAMH AOKYMEHT
14 | HenpodUAbHbIX 0,7
15 | ay6neTHbIX 0,3
16 |ycTapeBLWMX NO coaeprKaHUo 0,7
17 | BeTxux 0,2
18 | manoncnonblyembix, HEUCNONAb3yeMbIX 0,5
MoAroToBKa fOKYMEHTOB K aKTUPOBAaHUIO:
19 |nopbopKa AOKYMEHTOB B NApTMM MO NPUYMHAM U3BATUSA; CBEPKA C| OAUH AOKYMEHT 0,08
KHUXXHbIM PpopmMmynapom
20 |nogbopKa KHUMKHbIX GOPMYNAPOB Ha AOKYMEHTbl B nopsafKe | oguH dopmynap 0,07
WHBEHTApHbIX HOMepPOB, andaBuTa, KypHa/bHble - NO rogam u
Homepam
CocTaBfieHMe CMMCKa K aKTy BblbbITUA (Mepedaun), noacyeT obuiein OAMH aKT
CYMMbI, 0bOpMIEHUNE aKTa:
21 |1 fOKYMEHT 1,0
22 |2 -10 poKymeHTOB 10,0




23 |11 - 25 poKkymeHTOB 24,0
MoaroToBKa AOKYMEHTOB Ha ByMaXKHbIX HOCUTENAX ANA nepenneTta
OTtbop [OKYMEHTOB Ans nepensieta; MNpPOBEPKA COCTOAHUA | OAMH AOKYMEHT
AOKYMEHTa; 3aN0NHeHMe (cBepKa) KHUKHOTo dopmynapa:
24 | nnocKone4vyaTHble AOKYMEHTbI 2,0
25 | penbedHO-ToYEYHbIE AOKYMEHTbI 3,0
26 |nogbopka KOMMIEKTOB, CBA3blBaHWME B Mayku; OPOPMIEHUE | OANH AOKYMEHT 0,5
OOKYMEHTOB ANa nepefayv B nepennet
MogrotoBKa K pectaBpaumm "roBopAwwmMx” KHUI Ha KacceTax M
OOKYMEHTOB, 3aMMCaHHbIX Ha ONTUYECKUX AMCKAX:
27 |oTbop AOKYMEHTOB [A/1a pecTaBpauMu, NPoOBepKa COCTOAHWUS | OAUH AOKYMEHT 3,0
[OKYMEHTa, 3anonHeHue (cBepKa) KHUKHOro dpopmynapa
28 |noAroToBKa  OOKYMEHTOB K  BOCCTaHOB/AEHWIO; nNoabopKa| O4MH AOKYMEHT 0,5
OOKYMEHTOB, aHaNOrM4YHbIX MNOBPEXAEHHOMY; odopmaeHue
OOKYMEHTOB A1A nepeayn Ha pecTaBpaLmio
PectaBpaumsa NJ0CKONeYaTHbIX " penbePHO-TOUYEYHbIX
OOKYMEHTOB:
29 |nepenneTHble paboTbl OOMH LOKYMEHT 90,0
30 |BOCCTaHOBANEHUE oTAENbHbIX NoBpeXKAeHHbIX CTpaHuLy, | oA4Ha CTpaHULa 30,0
HamneyaTaHHbIX pesibedHO-TOYEUYHbIM WPUOTOM (CKaHMpPOBaAHME,
pacnosHaBaHWe, pefaKTMpOBaHMe, pacneyaTka Ha bpalineBckom
npuHTEpE)
31 | MenKui pemoHT (NoAKNeiKa HagopPBAHHbIX CTPaHUL, NepenseTa,| OAuH AOKYMEHT 2,0

TUTYNIbHbIX ZINCTOB, KapMallKOB, AP/ZIbIKOB, 3aMeHa MNPYXWUHHOro




nepensnera)

PecraBpauma JOKYMEHTOB, 3aMmncaHHbIX Ha ayaMoKacceTax:

32 |BOCCTAHOBNEHWE MOBPENKAEHHOIO AOKYMEHTA C aHA/IONMYHOIO Ha | OAHa onepaumsa 5,0
cneumanbHoM 060pyAOBaHMM B 33aBUCMMOCTM OT TEXHUYECKOTO
OCHaLeHMA
33 | MenKuit pPemoHT (3ameHa HenpaBW/IbHbIX CK/eeK, MNOAKNeiMKa | OAUH AOKYMEHT 5,0
paKkopga, STUKeTOK Ha ¢yTaApax)
BoccTaHOBNEHME  YTPaAueHHbIX/NOBPEXKAEHHbIX  AOKYMEHTOB,
3aMMCaHHbIX Ha ONTUYECKMX ANCKAX:
34 | cKkaHMpOBaHWeE AUCKA CTaHAAPTHbIMKU CpeacTBamm O4MH AUCK 2,0
35 | cKaHMpOBaHWE MOBPEXAEHHOrO JAMCKA C  MCNOJ/Ib30BaHMEM OAVMH AMUCK 20,0
cneumanbHOro NPorpaMmHoro obecneyeHus
36 |3arpyska obpasa gucKa B aBToMaTU4YecKkuii gybamkartop OAMH AUCK 3,0
KpaTHoe Bocnpoun3BeaeHNe SUCKOB: OAVH AMUCK
37 |TeKctoBble daiinbl 0,3
38 |3ByKOBbIe daiibl 3,0
39 |Buageodaiinbl 6,0
MpoBepKa Ka4yecTBa KOMUiA: OAVH AMUCK
40 |TeKcToBble daiinbl 1,0
41 |3ByKOBblE paiibl 5,0
42 |Bunaeodaiinbl 5,0




Mprem AOKYMEHTOB NOC/E PECTaBpaLUM:

43 | cBepKa MOCTYMMBLUMX AOKYMEHTOB C KHWXHbIM GOPMYAApoMm, | OANH SOKYMEHT 1,0
npoBepKa KayecTBa [AOKYMEHTOB; BOCCTAaHOBJIEHWE 3arsiaBus,
HanucaHue Wwudpa Ha ApAbIKe, KOPELIKe AOKYMEHTA
Ob6ecnbinnBaHne poHAaA:
44 |obecnblivBaHMe ¢oHAA C MOMOLLBIO Nbliecoca; obecneveHue ofHa 15,0
paboyero mecta TEXHUYECKMMWM CPeACTBaMW:  Mbl1ECOCOM, Meponosika
pabouMm  CTONIMKOM, CTPEeMAHKOW, BeApOM; MpoBeseHue
obecnblNBaHNA; 3aHeCeHWe TeXHUYECKUX CPeacTB Ha MecTa
XpaHeHus
45 |pyyHoe obecnbiivBaHue ¢oHAa; obecneyeHne pabouyero mecra ofHa 10,0
TEXHUYECKMMU CPEACTBAMM: CTPEMSAHKOMW, pabouMm CTONMKOM, Meponoska
TeNeXKKOoN, BeAPOM, TPAMKAMM; MPOTUPKA, 3aHECEHNE TEXHUYECKMX
CpeAcTB Ha MecTa XpaHeHuA
3.8. Paborta c poHaom. MepeBos 4OKYMEHTOB B LndpoBoi dopmaT
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n nsmepeHun BpemeHwu,
MUH.
1 2 3 4
OumndpoBKa AOKYMEHTOB, Hame4yaTaHHbIX pPenbedHO-TOYEUYHbIM
wpudTom:
1 |cKaHWpoBaHWeE U pacno3HaBaHWe pebepHO-TOYEYHOTO TEKCTA OfHa CTpaHuua 2,0
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2 |coxpaHeHue daina B TeKCToBOM popmate oAnH daiin 0,5
PenaktMpoBaHMe OTCKAHMPOBAHHOIO MaTepuana B TEKCTOBOM | OAHa CTpaHMua
pefaKkrope:

3 | Xy[AOXKEeCTBEHHbIN TEKCT 5,0

4 | TeXHWYecKMe W apyrue cneumasnbHble TEKCTbl (HOTHas 3anuchb, 40,0
MmaTemaTuKa, meguumHa, XMmMus)

OumndpoBKa AOKYMEHTOB, 3aMMCaHHbIX HA MAarHUTHOM ieHTe:

5 |nepeBog aHanoroeou 3anucu B uneposon popmar 0fHa 3anucb 6,0

6 |0bpaboTka 3anMCM Ha MarHUTHOM JieHTe Ha  KaTyllKax; OAMH Yac 180,0
pecTtaBpaumA 3ByKa 3BYYaHUsA

7 |0bpaboTKa 3anucyM Ha MarHUTHOM NEHTE Ha KacceTe; pecTaBpaLms OAMH Yac 90,0
3BYKa 3BYYaHUsA
OumdpoBKa AOKYMEHTOB, 3aMUCaHHbIX Ha rPamnIacTUHKaXx:

8 |MmoAarotoBKa rpamMniacTMHKKM K 3anucu GOHOrpaMmbl; yaaneHue ofHa 12,0
NblIN  C MNOBEPXHOCTU TPAaMMNAACTUHKKM, CHATME CTAaTMYECKOro | rpammniacTMHKa
3NeKTpnYecTBa

9 |3anucb QoHOrpammbl FPAaMMNAacCTMHKM C  UCMNOJIb30BAaHUEM ofHa
3BYKOBOTO pefakTopa ¢doHorpamma
O6paboTKa 3anncaHHoOM GOHOrpPaMMbl: ofHa

¢doHorpamma
10 | nocToOAHHOE aMNANUTYAHOE CMELLLEHME 5,0
11 |yAaneHue LWeNYKoB M MOTPECKMBAHMIA C MOMOLLbIO MNAarnHa 10,0

dBTOMATUYECKOIO HaxoXaeHnAa n yganeHua I'IO,D,O6HbIX enykos




12 |ycTpaHeHne GOHOBBIX LUIYMOB 10,0
13 |obecneyeHMe KayeCTBEHHOTO W €eCTeCTBEHHOro 3ByYaHUs C 10,0
MCMOo/Ib30BaHNEM 3KBaNam3epos (rpaduueckoro,
naparpaduyeckoro, napameTpuyecKoro)
14 | HOpmannsaumnA CBOMCTB 3BYKOBOro matepuana 5,0
15 |noarotoBka obpaboTaHHOM (OHOrpammbl K 3anucu Ha AUCKaXx; oAHa 20,0
pa3pesKa 3ByKOBOro daiiaia Ha TpeKun doHorpamma
16 |3anucb NOAroTOB/AEHHOrO ayauMomartepuana Ha AMCK (C yyeTom OAWNH AUCK 12,0

BO3MOXHOCTM  KOHBEPTMPOBaHWA  MaTepuana B  ¢opmaT
ayamodaiina)




3.9. O6cnyKnBaHUe Nonb3oBaTenel

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EanHuua Hopma
n/n n3mepeHua BPEMEHM,
MUH.
1 2 3 4
3anucb nonb3osaTtenen B 6UbANOTEKY:
1 |npocMoTp AOKYMEHTOB Nosib3oBaTens (NacnopT, YAEHCKUIA buner, O4VH 2,0
CTYAEHYECKUI buneT, cnpaBKka 06 WMHBAAMAHOCTM MO 3PEHWI0),| Nosab3oBaTesNb
npoBepKa HaAn4msa YYETHO-PEerncTpaLnuoHHOM KapTOUKmM
nonb3oBaTens
3anonHeHue YYETHO-PErnCTPaALLMOHHbIX [OKYMEHTOB | oguH dopmynap
nonb3oBaTens:
2 | dopmynsap Ha BymaxkHOM HocuTene 5,0
3 | 2n1eKTpOoHHbIN dopmynsp 4,0
4 | perncrpaumoHHan KapTouKa 5,0
5 | TpaHCcnopTHbIN AncT 6,0
6 |porosop obcnykuBaHua (2 sksemnaspa) 7,0
7 |TeTpaapb peructpauum nosbloBaTtenemn 1,0
8 |O03HaKOMNeHWEe C MNpaBuiaMM MOAb30BaHWA BubAMOTEKON, O4MH 20,0
CNpPaBOYHbIM anmnapaTtom, HaJnyMem APYyrux OoTAesiIoB, NepeyHem | Mo/ab30BaTe/lb

npegocraBademMblX yenyr

Tabnunua 50



9 |pacCTaHOBKA PEruvcTPauMOHHbBIX KapTovyeK MoNb3oBaTenel B| OAHA KapTouKa 1,0
KapTOTeKy
Mepepernctpauuns nosb3oBaTenemn
MoucK M BHeceHWe W3MEHEHWN B Y4YETHO-PEerucTpauMOHHbIe
OOKYMEHTbI NoJib30BaTeNa:
10 | popmynap Ha BymarxkHOM HocuTene oauH dopmynsp 1,0
11 | aneKTpOHHbIN dopmynsp oauH dopmynsp 1,0
12 | perncrtpauMoHHaa KapTo4Ka 0f4Ha KapTouKa 1,0
13 | TpaHCNOpPTHbIN AUCT OAMH nunct 1,0
14 | poroBop ob6cnyKMBaHUS O4MH A0roBop 1,0
3.10. CraumoHapHoe obcnyKMBaHWe Nonb3oBaTesnel
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n n3mepeHua BPEMEHM,
MUH.
1 2 3 4
O6cnyxuBaHWe Nnosib3oBaTesielt B oTaenax aboHemeHTa: obwero u
HOTHO-MY3bIKaIbHOTO:
1 |vnHPopmmMpoBaHME NONb30BATENEN O HOBbIX MOCTYNNeHUAX; Beceaa| oaHa becena 5,0

C nonb30BaTe/IeM Y BbICTaBOK

Moabopka [OKymMeHTOB M3 ¢oHAa oTaena Aaa  BblAauu
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No/1b30BaTENHO:

2 | uM34aHuA, HanevyaTaHHble pesibepHO-TOYEeYHbIM WPUdTOM OVH OOKYMEHT 3,0
3 |"rosopAwme" KHUIM U My3blKa/ibHble NPOU3BEAEHNA HA KacceTaX | OAMH AOKYMEHT 3,0
4 |u3paHua Ha unopoBbIX HoCUTeNax MHPopmaumn (OUCKK, daew-| oauH SOKYMEHT 1,0
KapTbl C KPMNTO3ALWMUTOM)
5 |rpamnaactuHKkm O4WNH OOKYMEHT 1,0
6 |HOTHble U3gaHMA (NN1ocKoneyYaTHble U MO cucteme bpalins) OANH JOKYMEHT 2,0
7 |un3paHuA, HaneyaTaHHble NJIOCKOMeYyaTHbIM, B TOM 4uCne | OAMH AOKYMEHT 1,0
YKPYMHEHHbIM, LWpndTOM
8 |3ByKoBble ¢alinbl M3 6asbl  AaHHbIX 'roBopAawmx" KHUF C oAMH daiin 15,0
KpUNTO3aLWwMmTOoMn
9 |3anuncb 3ByKOBbIX $ainaioB "roBopAWMX" KHUF C KPUNTO3ALWMTON Ha OAMH daiin 10,0
dnew-kapTy Nonb3oBaTeNA C NpenBapuTeNbHON NOArOTOBKOWM
(ouncTrOM) Pnew-KapTbl NoNb30BaTENA
10 |npepocTaBneHMe NOAb30BaTeNl0  HOTHbIX WM My3blKasbHbIX | OAWUH AOKYMEHT 2,0
OOKYMEHTOB ana npeasapuTesbHOro NPOUTpbIBaHNSA,
NPOC/NYLWMBAHNA B NOMELLEHUWN OTAENA
MpoBepKka  AOKYMEHTOB  nepes  BblAadeid/mpuemom  Ha| OAMH OOKYMEHT
COOTBETCTBME U OTCYTCTBUE AedeKTOoB:
11 |u3paHusA, HanevyaTaHHble pesibedHO-TOYEYHbIM WPMUTOM 1,0
12 |"roBopsALwme" KHUIM U My3blKaibHble NPON3BEAEHNA Ha KacceTax 3,0
13 |u3gaHua Ha umdpoBbix HocuTensx MHbopmauum (amckn, daew- 1,0

KapTbl C KPMNTO3aLLNTON)




14 | rpamnaacTuUHKM 1,0
15 |HOTHble n3gaHusa (Na1ocKkoneyaTHble U No cucteme bpaiinn) 1,0
16 |[uM3paHMA, HaneyaTaHHble MJIOCKONEYaTHbIM, B TOM 4uUcne 0,8
YKPYMHEHHbIM, LWpUPTOM
17 |Bblga4ya [AOKYMEHTOB MOAb30BaTeNlo, OTMETKa O Bblgavye B| OAUH AOKYMEHT 0,7
KHUXXHOM dopmynspe
OTmeTKa o Bblgaye/npreme LOKYMEHTOB: OANH JOKYMEHT
18 | B py4yHOM pexxume 1,0
19 | B aBTOMATM3UPOBAHHOM peXKnume 0,7
20 |Mprem JOKYMEHTOB OT MNO/1b30BaTE/A, MOUCK U BKIaAKA KHUKHOMO | OAMH AOKYMEHT 1,0
dopmynapa
MpoaneHne cpoKa Nob30BaHUA OKYMEHTAMMU: OAMH JOKYMEHT
21 | B py4HOM pexmme 2,0
22 | B aBTOMATU3MPOBAHHOM peXume 0,7
KoHcynbTauma nonb3sosartens: ofHa
KOHCY/1bTaLLMA
23 | no paboTe ¢ KApTOYHbIM KaTasorom 5,0
24 | no paboTe C 3/1eKTPOHHbIM KaTaiorom 7,0
25 |no akcnnyataunu tudnomarHutodoHos, Tudaodaew-nieepos 10,0

OT60p 1 Nepegaya Ha BOCNpomM3BeaeHMe B cneupnanbHom dopmarte
bparmMeHTOB MAOCKONEYATHbIX TEKCTOBbLIX M HOTHbIX AOKYMEHTOB
(no 3anpocy nonb3osaTens):




26 |npvem 3anpoca OT MoJsb3oBaTens, noAGOpPKAa AOKYMEHTOB,| OAMH AOKYMEHT 5,0
odpopmneHmne 3aKkasa
27 |noArotoBKa [AOKYMEHTa K BOCMpou3BeaeHUto (MOMUCK, 3aknaflka| OfiHa cTpaHuua 2,0
dparmeHTOB, OLEHKA BO3MOXHOCTU CKaHMPOBAHMA TEKCTa,
py4HOro Habopa HOTHOI 3anucK no cucteme bpaiins)
O6cnyxnBaHMe Nosib3oBaTesiel B YATaIbHOM 3aie:
28 |nHdopmupoBaHME O HOBbIX nocTynneHuax; becega c¢| opaHa becena 5,0
No/Ib30BaTE/IEM Y BbICTABOK, TEMATUYECKNX KHUMKHbIX MOJIOK
MoucK AOKYMEHTOB MO 3anpocy Mo/sib3oBaTena B MNOACOOGHOM | OAMH AOKYMEHT
doHAae:
29 |no BMAAm U3gaHuni 3,0
30 |no onpeaeneHHoN Teme 4,0
MpoBepKka  AOKYMEHTOB  nepesd  BblAadeld/mpuemMom  Ha| OAMH AOKYMEHT
COOTBETCTBME U OTCYTCTBME AedeKTOB:
31 |u3aaHuAa, Hane4yaTaHHble pefibedHO-TOYEYHbIM WpUPTOM 1,0
32 |"roBopsALwme" KHUIM Ha KacceTax 4,0
33 |M3maHMA Ha UMPPOBBLIX HOCUTENAX MHPOopMauMn (ancku, dnew- 1,0
KapThbl)
34 |u3paHMA, Hane4vyaTaHHble MNJIOCKONeYaTHbIM, B TOM 4ucne 0,8
YKPYMHEHHbIM WpUhTOMm
35 | TaKTUNbHbIE PYKOAENbHbIE N3AAHMUA 1,0
36 |penbedHo-rpadpuyeckne nocobusn 1,0




37 |Bblga4ya [OOKYMEHTOB MO/b30BaTeNt0, OTMETKa O Bblaye B| OAMH AOKYMEHT 0,7
KHUXXHOM dopmynsape
OTmeTKa o Bblgave/npreme AOKYMEHTOB: OOVH AOKYMEHT
38 | B py4HOM pexmme 1,0
39 | B aBTOMATU3MPOBAHHOM peXume 0,7
40 |npvem LOKYMEHTOB OT NONb30BATENA, MOUCK U BKAAAKA KHUXKHOTO | OAMH AOKYMEHT 1,0
dopmynapa
KoHcynbTauma nonb3sosartens: ofHa
KOHCybTaumA
41 | no paboTe c KAPTOYHbIM KaTa/Norom 7,0
42 | no paboTe c 3N1eKTPOHHbIM KaTanorom 8,0
43 | no aKkcnayataumm tupaomarHnutodpoHos, Tudnodaeww-nieepos 10,0
44 |no 3KcnayaTaumMm afanTMBHbIX TUPIOTEXHUYECKUX CPeacTB U 20,0
nporpamm
45 |no aKcnayaTauuu KOMMbIOTEPHOM TEXHWKM W MPOrpaMMHOro 20,0
obecneyeHus
Pabota c yteuom:
46 |npeaBapuTesibHaA 3aNnCb NONb30BATENA K UTeLy oAHa 3anucb 1,0
47 | nouck, obopmneHme OKYMEHTa 1A BblAaumM NOJb30BATENHO OANH JOKYMEHT 5,0
48 |4yTeHMe TeKCTa of4Ha CTpaHuua 5,0
(popmat A4)
49 | NpoYUTbIBaHME TEXHUYECKOrO U APYrUX CheumaibHbIX TEKCTOB Ha 1000 3HakoB 6,0




MarHuWTHy0 neHTy/undpoBble HocuTeNu

OT60p 1 Nepenaya Ha BOCNPOM3BEAEHMWE B crieupnasbHOM dopmaTe
bparmeHTOB  MJIOCKONEYaTHbIX  AOKYMeHTOB (Mo  3ampocy
nosb3oBaTens):

50 |npvem 3anpoca OT no/sb3oBaTens, MnoAdopKa [AOKYMEHTOB,| OAUH AOKYMEHT 5,0
odopmneHmne 3aKasa
51 |noarotoBKa AOKYMEHTA K BOCNPOM3BELAEHUIO OA4Ha CTpaHuLa 2,0
3.11. BHecTaunoHapHoe obcnyKMBaHWe Nonb3oBaTenei
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n n3mepeHua BPEMEHM,
MUH.
1 2 3 4
HagomHoe obcnyKMBaHWe Nosb30BaTeNEN:
1 |npuem 3akasa oT Nosb3oBaTens no tenedoHy, opopmaeHme 3aKkasa OJMH 3aKas 4,0
Mounck u3s poHaa KoMNNeKTa 4OKYMEHTOB: OAMNH KOMMNAEKT
2 |u3paHuA, HanevyaTaHHble penbedHo-ToYeyHbIM WpndTom (10 - 15 15,0
KHUT U3 KOMMEKTa)
3 |"roBopsAlme" KHUIM Ha KacceTax (5 Ha3BaHMIA) 10,0
4 | n3pgaHna Ha undbpoBbIX HOocUTenAax MHbopmaumn (ancku, dnew- 6,0

KapTbl) (5 Ha3zBaHWI)
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5 |oTmeTKa 0 Bblgaye AOKYMEHTa B KHUMXKHOM dpopmynape OAVH AOKYMEHT 0,7
OtmeTka O Bblgadye/npueme AOKYMeHTOB B  dopmynspe | oAvH AOKYMEHT
nosb3osaTens:

6 |B py4yHOM pexxume 1,0

7 |B aBTOMaTM3MPOBAHHOM pexnme 0,7

8 |noaroTtoBka AOKYMEHTOB K OTMNpaBKe; COPTUPOBKA MO BUAAM O4MH 3aKas 15,0
M34aHWK, YynakoBKa, oOQpopmaeHMe TPaHCNOPTHOrO  JIUCTa,
norpysKa; cornacoBaHue c nosib3oBatenem no TenedoHy, AOCTaBKa
3aKasa

9 |npvem [OKYMEHTOB OT MNONb30BATE/NA; BbIFPY3Ka, PACNaKoBKa, OOMVH 3aKas3 8,0
NOMUCK U BKaZKa KHUXKHOro dopmynsapa
MpoBepKka [AOKYMEHTOB nepes  OTNPaBKOW/MpMemMOM  Ha| OAWMH SOKYMEHT
COOTBETCTBME U OTCYTCTBME AedeKTOoB:

10 |m3paHuA, HaneYaTaHHble pesbePHO-TOUYEUHbIM LWPUDTOM 1,0

11 |"roBopswme" KHUIM Ha KacceTax 6,0

12 |n3paHua Ha uMdpPOBbLIX HOCUTENAX UHbOPMauuu (aucku, dnew- 1,0
KapTbl)

MpoaneHne cpoKa NoAb30BaHUA AOKYMEHTaMU: OOVH AOKYMEHT

13 | B py4HOM pexxume 2,0

14 | B aBTOMATU3NPOBAHHOM peXnme 0,7
0O6cnynBaHMe nonb3oBaTesieit B bBUBIMOTEUHbIX MYHKTaX:

15 |noAroToBKa M 3aK/lOYeHWe p[oroBopa MexKay OubnnoTekonm u| OAWMH AOroBop 300,0




opraHusauuen, rae 6yaeT oOCyWecTBAATbCA BHeCTaLMOHapHoe
obcnyKmBaHue

OdopmneHne popmynapa 6UHGNMOTEYHOTO NYHKTA:

oAnH popmynap

16 | B py4yHOM pexxume 7,0
17 | B aBTOMATM3UPOBAHHOM peXKnme 6,0
18 | odopmneHne nanku ¢ AOKYMeHTamM (J0rosop, A4OBEPEHHOCTb Ha OZHa nanka 15,0
Nnosly4eHUe KHUT, OTYETbI)
19 |cocTaBneHne cxembl pasmelieHUs OUBANMOTEYHbIX MYHKTOB MO o4Ha cxema 120,0
TeppuUTopUAM
20 |coctaBneHune rpaduka ob6MeHa [AOKYMEHTOB, Haxo4AWMXCA B| OAMH rpaduk 20,0
6MBNMOTEUHbIX MYHKTaX
21 |cocTaBneHMe nJaHa MeTogMYeckon nomolm 6bubanotekapsm- OAMH NNaH 60,0
obLecTBEHHNKaM
BblAaya LLOKYMEHTOB B OUOAMOTEUYHDIN NYHKT:
MoaroToBKa M pacneyaTka CNMCKa AOKYMEHTOB, NPeAHA3HAYeHHbIX |  OAWH CMUCOK
ANA BblAaum 6GU6AMOTEYHOMY NYHKTY:
22 | 20 pOKymeHTOB 30,0
23 |40 poKymeHTOB 60,0
24 | 100 poKkymeHTOB 120,0
Moabopka n3 poHAa NO CNMUCKY/3aABKE KOMMIEKTOB AOKYMEHTOB | OAWUH AOKYMEHT
pa3nnyHbIX GOPMATOB:
25 |M3a4aHuMA, HaneyaTaHHble penbedHO-TOYEYHbIM WPUPTOM 3,0




26 |"roBopsAwme" KHUIM Ha KacceTax 2,0
27 |u3paHua Ha uMdpoBbIX HocuTenax uHbopmaumu (gucku, drelwu- 1,0
KapTbl)
28 |uM3paHMA, HamneyaTaHHble NJIOCKONEeYaTHbIM, B TOM u4ucae 1,0
YKPYMHEHHbIM WpUPTOM
CBepKka [OOKYMEHTOB CO  CMMCKOM/3afBKOW W  MpoBEpKa | OAWH AOKYMEHT
OOKYMEHTOB repes BblAayeld Ha COOTBETCTBME W OTCYTCTBUE
nedeKTos:
29 |u3agaHuA, Hane4yaTaHHble peNbePHO-TOUYEUYHbIM WpPUPTOM 1,0
30 |"roBopsALwme" KHUIMM HA KacceTax 6,0
31 |M34aHMA HA UMPPOBBLIX HOCUTENAX MHPopMauMn (ancku, dnew- 1,0
KapThbl)
32 |u3paHMA, Hane4vyaTaHHble MNJIOCKONeYaTHbIM, B TOM 4ucne 0,8
YKPYMNHEHHbIM WpUhTOM
33 |copTupoBKa MO BMAAM U3LAHWUI, OTMETKA O Bblgaye AOKYMEHTA B| OAMH AOKYMEHT 1,0
KHWXXHOM dopmynsape
OTmeTKa o BblAavye OKYMEHTOB: OAMNH JOKYMEHT
34 | B py4HOM pexmme 1,0
35 | B aBTOMaTU3MPOBAHHOM peXume 0,7
36 |paccTaHOBKa KHUXHbIX GOPMYNAPOB B KAPTOTEKY MHAMKATOPA oAnH popmynap 1,0
37 |noarotoBKka AOKYMEHTOB K OTMPABKe;, YNAaKOBKA, COCTAB/AEHME | OAMH KOMMIEKT 30,0

OMUCH, Norpyska




38 |oTmeTKa 06 OoTNpaBKe 3aKasa B XKypHase perncrpaumnu 0fHa 3anucb 2,0
39 |onoselleHne aboHeHTa 06 OoTnNpaBKe 3aKasa 0AVH aboHeHT 1,0
Mprem AOKYMEHTOB 13 BUOBNMOTEYHOrO NyHKTa:
40 |pacnakoBKa MOCbIIKKM, COPTUPOBKA [AOKYMEHTOB MO BMAAM| OAHa NOCbIIKa 3,0
M34aHUM
lMpoBepKa BO3BpPALLEHHbIX [AOKYMEHTOB HA COOTBETCTBME, | OAWH LOKYMEHT
KOMMIEKTHOCTb, OTCYTCTBUE AeDEKTOB:
41 |u3paHua, HanevaTaHHble penbedHO-TOUYEUYHbIM WpPUPTOM 1,0
42 |"rosopAlme" KHMIM Ha KacceTax 6,0
43 |n3pgaHmna Ha UMpPOoBbIX HOCUTENAX MHpopmMaumn (ancku, dnew- 1,0
KapThbl)
44 |u3paHMA, HaneyaTaHHble MAOCKOoMeYaTHbIM, B TOM 4ucne 0,8
YKPYMNHEHHbIM WpUhTOM
45 | copTUpOBKa AOKYMEHTOB MO BMAAM W34aHWI, NOUCK M BKAAAKA | OAMH AOKYMEHT 1,0
KHUXKHbIX GopmynapoB
OTmeTKa 0 npneme AOKYMEHTOB: OOVH OOKYMEHT
46 |B pPy4YHOM peXMMe 1,0
47 |B aBTOMAaTU3NPOBAHHOM pexnme 0,7
48 |onoBelleHWe aboHeHTa 0 Npueme AOKYMEHTOB oAuH aboHeHT 1,0
49 | oTmeTKa 06 06MeHe OKYMEHTOB B AHEBHUMKE OTAeNa OZHa 3anucb 1,0

3ao4Hoe obcnyKnBaHMe Nosib3oBaTenemn




OdopmneHre LOKYMEHTOB Ha 06C/yKnBaHME abOHEHTOB:

50 |npuem 3aaBKKM OT abOHEHTA Ha 06CNyXKMBaHME, MOATOTOBKA NakeTa| OA4HA 3aABKa 5,0
OOKYMEHTOB K OTMNpaBKe
Odopmnerne dopmynsapa aboHeHTa: oauH dopmynsp
51 | B py4yHOM pexumme 6,0
52 | B aBTOMaTM3MPOBAHHOM pexnme 7,0
Bblgaya 4OKYyMeHTOB aboHeHTam
MNoabopKka M3 GoHAa No 3aKa3y aboHEeHTa AOKYMEHTOB Pa3/INYHbIX | OANH AOKYMEHT
¢dopmaros:
53 | u3gaHusa, Hane4vaTaHHble pefibePHO-TOUYEUYHbIM WpPUPTOM 3,0
54 |"rosopAwme" KHUIM Ha KacceTax 2,0
55 |M34aHMA Ha UMPPOBBLIX HOCUTENAX MHPopMaumn (ancku, dnew- 1,0
KapThbl)
56 |uM3paHMA, HaneyaTaHHble NJIOCKOMNEeYaTHbIM, B TOM uyucae 1,0
YKPYMHEHHbIM WpUpTOM
CBepKa AOKYMEHTOB CO CMUCKOM M MPOBEPKa AOKYMEHTOB Nepes | OAMH AOKYMEHT
BblAayei Ha COOTBETCTBME U OTCYTCTBUE AePEKTOB:
57 |v3A4aHuA, HaneyaTaHHble penbedHO-TOYEYHbIM WPUPTOM 1,0
58 | "roBopAwme" KHMIM Ha KacceTax 6,0
59 |[u3maHMA Ha UMPPOBBLIX HOCUTENAX MHPopMauMn (ancku, dnew- 1,0
KapTbl)
60 |u3paHMA, Hane4yaTaHHble MNAOCKOMe4YaTHbIM, B TOM 4ucne 0,8




YKPYNHEHHbIM WpUHTOM

61 |oTMeTKa O Bblgaye AOKYMEHTA B KHUXHOM popmynape O4WNH JOKYMEHT 0,7
OTmeTKa 0 Bblaaye AOKYMEHTOB: OOVH AOKYMEHT

62 | B py4HOM pexmme 1,0

63 | B aBTOMaTM3MPOBAHHOM pexnme 0,7

64 | paccTaHOBKA KHUKHbIX GOPMYNAPOB B KapTOTEKY oauH dopmynsp 1,0

65 |noarotoBka AOKYMEHTOB K OTMpaBKe; YMaKOBKA, COCTaBAeHWE | OAMH KOMMAEKT 30,0
onucu, NorpysKka

66 | oTmeTKa 06 OTNpaBKe 3aKasa B KypHasie perncrpaumm Of1Ha 3anucb 2,0

67 |onoBeleHne aboHeHTa 06 oTNpaBKe 3aKasa OAMH aboHeHT 1,0
Mprem AOKYMEHTOB OT abOHEHTOB:

68 | npuem AOKYMEHTOB; COPTMPOBKA NOCHLIJIOK NO agpecam, OTMeTKa O | OAHa NOCblKa 2,0
npueme B XKypHaJie perncrpaLmm

69 |pacnakoBKa NOCbIIKK, COPTUPOBKA [OOKYMEHTOB MO BWAAM| OZHa NOCbIKa 3,0
M3aaHUM
lNpoBepKka BO3BpPALLEHHbIX [AOKYMEHTOB Ha COOTBETCTBUE, | OAWMH OOKYMEHT
KOMMJIEKTHOCTb, OTCYTCTBUE AedEKTOB:

70 |13A4aHuMA, HaneyaTaHHble penbedHO-TOYEYHbIM WPUPTOM 1,0

71 |"roBopsAwme" KHUIX Ha KacceTax 6,0

72 |1M3paHMA Ha UMPPOBBLIX HOCUTENAX UHPopMaumn (ancku, dnew- 1,0

KapTbl)




73 |v3p4aHMA, HaneyaTaHHble NJIOCKOMNEeYaTHbIM, B TOM u4ucae 0,8
YKPYNHEHHbIM WprudpTOM
74 | copTMPOBKA AOKYMEHTOB MO BMAAM WM34aHWUN, MOUCK WU BKNaAKa | OAMH AOKYMEHT 1,0
KHUXKHbIX GOpMynapos
OTmeTKa 0 nprueme AOKYMEHTOB: OOMH LOKYMEHT
75 | B pyd4HOM peXxume 1,0
76 | B aBTOMATU3MPOBAHHOM peXume 0,7
77 |onoBelweHWe aboHeHTa 0 NpMeme AOKYMEHTOB OANH aboHEeHT 1,0
78 |oTmeTKa 06 obMeHe fOKYMEHTOB B AHEBHUKE OTAENa OZHa 3anucCb 1,0




3.12. BHYTpeHHsAA paboTa

N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTbl EanHuua Hopma
n/n n3mepeHua BPEMEHM,
MUH.

1 2 3 4
MoarotoBKa K Bblgave:

1 |nopBepeHne wtoroB paboTbl 33 Npoweawuii AeHb, 3anucb B exegHeBHO 15,0
OHEeBHUKe

2 |pacctaHoBKa QopmMynapoB MoO/b30BaTeNeld MO CPoOKam, no| oguH dopmynap 1,0
andasuty

3 |noabopKa AOKYMEHTOB Mo BMAAM WU34aHWIA NO NpeaBapuUTesibHbIM | O4MH AOKYMEHT 1,0
3aKasam nonb3oBaTesiei
MNpocmoTp HOBbIX NOCTYNNEeHWNM ana pekoMeHAaLmn | OANH JOKYMEHT
Nnoab30BaTeNAM:

4 |rasetol 5,0

5 |ypHanbl, Hane4yaTaHHble NAOCKONEYATHbIM LWPUDTOM 15,0

6 |KypHanbl, Hane4yaTaHHble pefibePHO-TOUEYHbIM LWPUPTOM 5,0

7 | KHUIKM, Hane4yaTaHHbIe NJOCKOMNeYaTHbIM WpPUdTOM 5,0

8 |KHUIM, HanevyaTaHHble penbedHO-TOUEYHbIM WPUDTOM 2,0

9 |ayauvosu3yanbHble UM34aHMA Ha aHaNorosBbiXx U UMOPOBbLIX 2,0
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HOCUTEnAx

10 | NIpOCMOTpP U NOMO/IHEHME KHUMKHbIX BbICTABOK, MOJIOK U CTe//1aXKel, | OANH AOKYMEHT 5,0
OTKPbITbIX 415 CBOOOAHOIO A0CTYNa Nosb3oBaTenei
11 |noaroTtoBKa paboyero mecta eXKeJHEeBHO 15,0
PaboTa c dopmynapom nonb3osaTens:
12 |aHanu3 ¢opmyApOB MOJ/b30BaATE/NIEN, BbIABAEHUE UYMTATENbCKUX | OAMH PopMyap 20,0
MHTEpecoB
13 |3anucb B popmynape NoNb30BaATENA O pe3yabTaTax aHaM3a UTeHMA | oaAnH popmynap 3,0
3a onpeaeneHHbI nepmos,
14 | cocTaBneHne KapToTeKM YMTaTeIbCKUX NHTEPEeCcoB OfiHa KapTOouKa 3,0
15 |3anucb B AHEeBHWKe OWBAMOTEKApA O AWHAMUKE YTeHWs M| OJHa 3anucb 2,0
MHTepecax nosib3oBaTesiel (rpynnbl Nosib3oBaTenei)
PaboTta c nosb3oBaTensimMu, He BO3BPATUBLUIMMWM OOKYMEHTbl B
CpOK:
16 |npocmoTp U1 oT6bop dopmynapoB nosb3oBaTenel, He| oAnH popmynap 2,0
BO3BPATUBLUMX AOKYMEHTbI B CPOK
MN3BeLLeHMe No0/Ib30BaTe A, HE BO3BPATUBLLEIO AOKYMEHTbI B CPOK; | 0ANH dopmynap
OTMEeTKa AaTbl HANOMUHaHMA B GopMynsape Nosib3oBaTens:
17 |ycTHo (no TenedoHy) 3,0
18 | nMCbMEeHHO Yepes NoYTOBOE OTAENEHME U/IN STEKTPOHHYO NOYTY 3,0
19 |yaaneHue u3 6a3bl AaHHbIX CBEAEHMUA O 3aHATOCTM BO3BPALLEHHbIX | OANH AOKYMEHT 0,7

AOOKYMEHTOB




Mprem AOKYMEHTOB B3aMeH YyTePAHHbIX:
20 |npocmMOTp WM OUEHKA AOKYMEHTa, MpeasoXXeHHOro B3amMeH | OAWH AOKYMEHT 3,0
YyTEPAHHOrO
21 (3anucb O 3ameHe [OKymeHTa B dopmynape nosb3oBaTena, B| OAMH AOKYMEHT 2,0
TeTpagy yyeta AOKYMEHTOB, MPUHATbLIX B3aMeH YyTepAHHbIX
PaboTa c oTKazamu:
22 |3ano/fiHEHMEe KapTOUYKM Ha OTKa3 C YKasaHMem npuYMHbI, | O4HA KapTOuKa 4,0
paccTaHOBKa KapTOYeK B KapTOTEKY OTKa30B
23 |aHanM3 OTKa30B, MNOAroTOBKAa CAMCKA Ha LOKOMMJIEKTOBaHME OAMH OTKa3s 8,0
¢doHaa
3.13. O6cnyKmnBaHne no mexbumbanoteyHomy aboHemeHTy (MBA)
Tabnuua 54
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n ns3mepeHun BpemeHwu,
MUH.
1 2 3 4
O6cnyuBaHWe MHAMBUAYAIbHBIX NO/b30BaTeNel 6BMBAMOTEKM NO
MBA:
1 |peructpauma nonb3osartena, nonbsyoweroca MBA OAMH 2,0
nonb3oBaTesb
2 |3anonHeHue 6naHKa-3aKasa OJMH 3aKa3 3,0
3 |yTOYHEHMe yKasaHHbIX MO/b30BaTe/IeM CBEAEHUIM O 3aKa3aHHOM OAMH 3aKa3 2,0




AOKYMEHTe, Uenax 3anpoca, WCTOYHUKE, OTKyAa MNOJyYeHbl
cBefeHun
bubnunorpadpuyeckan popaboTka 3aKasa; YTOUYHEHNEe OOMVH 3aKas

6mnbnnorpadumyecknx ceegeHuin:

4 | no cnpaBoYHbIM U3gaHnaMm ns doHaa 6MbNMOTEKK 10,0

5 | npu nomoLm BHYTPEHHUX M BHELWHUX 633 AaHHbIX 5,0

6 |nNpoBepKa HaMuMA 3aNpaliMBaAEmMOro AOKYMeHTa B BubanoTeKax, | oanH AOKYMEHT 12,0
B TOM YMCNEe NO CBOAHbIM KaTasioram

7 |3anucb cBeAeHUI 0 HanpasaeHMM 3akasa no MBA (HaMmeHoBaHUe OAMH 3aKa3 2,0
6UbAMOTEKN, AaTa); OTNpaBKa 3aKasa B BMBAMOTEKY, MMEIOLLYIO
3anpaliMBAEMbIN OOKYMEHT

8 |nepemelleHre  HnaHKa-3aKasa B KapTOoTeKy  3anpocos ogHo 0,5
nonb3osatenei no MBA 3a pasgenutenb "3anpocbl no MBA, TpeboBaHue
HanpaB/ieHHble B Apyrve 6ubanortekn"

9 |npuem AOKymeHTa, npucaaHHoro no MBA OAVH JOKYMEHT 4,0

10 |m3BeweHMe nosb3oBaTena O MNOAYYEHUM  3aMpPOLLUEHHOro oauH 2,0
OOKYMEHTA 1 CPOKax ero noJib3oBaHuA nonb3oBaTesib

11 |Bblgavya nonb3oBaTeNO MOAydYeHHbIX NO MBA [OKYMEHTOB B| OAMH LOKYMEHT 2,0
YUTANbHOM 3a/ie; CBEPKA BblAaBAEMOro AOKyMeHTa ¢ B/iaHKOM-
3aKa3oM, NPoOBepKa COCTOAHUA AOKYMEHTa, OTMeTKa O BblAaye

12 |npuem J[OKYMeHTa OT NO/b30BaTeNns; CBepKa [AOKYMEHTa C| OAWH AOKYMEHT 1,0
61aHKOM-3aKa3a, NpPOBEpPKAa COCTOAHWMA [OKYMEHTa, OTMEeTKa O
npueme, nomelleHMe AOKYMEHTA B CneumanbHO BblaeneHHoe
mecTo

13 |n3BneveHne 61aHKa-3aKa3a M3 KapTOTEKM, OTMETKA 0D OTnpaBKe | OAWMH JNCTOK 1,5




[OKyMeHTa (aaTa, Homep NOYTOBOro OTNpPaBAeHMs); NepecTaHoBKa
NIMCTKa u3 pasgena "lMonydyeHHble no MBA u3gaHua" B pasgen
"Bo3BpalueHHas autepartypa”

TpeboBaHuA

14

NOAroToBKa  [AOKYMEHTOB K  OTnpaBke B 6ubamoTeky
doHOoaeprKaTeNb; YMAKOBKA 3aKasa, MpPOCTaB/ieHWe LwWTamna
"Moyta cnenbix", HanMcaHWe agpeca, COCTaBAEHME ONUCH

OAMH 3aKa3

5,0

15

paboTa C OTKasamu; Npu MNOAyYeHUU U3BelleHMa 06 oTKase uau
3a/lepyKe BbINOJIHEHUA 3anpoca yKasaHuMe B 6iaHKe-3aKase Ha
060pPOTHOM CTOPOHE NPUUMHBI M AaTbl OTKa3a, nepecTaHoBKa ero 13
pasgena "3anpocbl no MBA, HanpaBneHHble B Apyrue
6mbnmnotekn" B pasgen "OTkasbl no MBA"; coobuieHne B oTaen
o06Ccny>KMBaHMA 0 NONYYEeHUM OTKasa (gaTa, npuumHa)

O4WH 3aKa3

4,0

Ob6cnyxuBaHne aboHeHToB no MBA: cBepKka MO KapToTeke
aboHeHTOB HoMepa aboHeHTa Ha 6/1aHKe-3aKase opraHMsaLmm

OpraHusauus aboHupyeTca:

O4WH 3aKa3

16

npoctaBieHne Homepa Ha 6naHKe-3aKase, CBepKa ajapeca,
Ha3BaHWA oOpraHusaumun, ¢amumnmm oTteeTcTBEHHOro no MBA
(BHECEHME U3MEHEHMI B KAPTOUKM)

4,0

ABOHeHT 06paTnACA B TEKYLLEM FrOAY BNepsble:

0AuH aboHeHT

17

npocTaB/ieHne B KapTouyke roga obpallieHus, Aatbl, obopmaeHune
aboHeHTa

1,0

OpraHu3aums paHee He aboHMPOBanach:

0AuH aboHeHT

18

npuceoeHne aboHEHTYy HOMepa, 3anoJIHeHMe  KapTO4Ku
peructpauumn aboHeHTa MBA 1 dopmynap, ykasaHue MNOAHOro
HaMMeHOBaHMA OpraHuW3auuK, noyToBOro agpeca, TtenedoHa,
bammnunm, UMeHn, oTYecTsa OTBETCTBEHHOTO INLLA, AaTbl OTKPbLITUA

6,0




N HOMEpPa aboHeHTa

19 | paccTaHOBKa permcTpaLMOoHHbIX KapTOYEK B KAPTOTEKY O/ZHa KapTouKa 0,5
20 | opopmneHue n3BeLLeHUN A/1A aboHeHTa 06 OTKPLITUM abOHEMEHTA OfHO 2,0
(3anpoc HepocTalOWMX ANA KapTOTEKM CBeAEHUI) n3BeLleHne
21 |npoBepkKa npaBUbHOCTU 3anoNHEeHUS 6naHKa-3akasa,| OAMH bnaHk- 5,0
33J0/I’KEHHOCTU aboHeHTa; npocTaBsieHMe Ha obopoTe bsaHKa- 3aKas
3aKasa WTamna 1 AaTbl NO/y4eHUs 3aKasa
22 |wndpoBKa 3aKa3oB aboHeHTOB; nNogbopKa 6/1aHKOB-3aKa3oB NO| OAMH BnaHK- 3,0
andaBuTy, NpoBEPKa HaIMUMUS JOKYMEHTOB NO KaTtanory 3aKas
23 | noAroToBKa AOKYMEHTA K BblZaye; CBepKa AOKYMEHTa ¢ 61aHKOM-| OAUH AOKYMEHT 2,0
3aKa3oM, MpoBepKa COCTOSHWUA [OKYMEHTa; MpocTaBAeHWe Ha
b6naHKke-3akase wWudpa [AOKYMEHTA, WHBEHTApPHOro HOMepa,
KO/IMYecTBa AOKYMEHTOB, AaTbl BblAauu, wWremnenna 6ubanoTeku c
Ha3BaHMEM M MOYTOBbIM afpPECcoM; YKasaHMe CpOKa BO3BpaTa;
B/IO)KEHME 4acTM 0OnaHKa-3aKasa aboHeHTa B BblgaBaemblit
[OKYMEHT, NpocTaBaeHne Homepa baHaeponu
24 | nocTaHOBKA 3aKa3a Ha oyepejb; OTNpaBKa aboHEHTY U3BELLEHUS O/ZINH 3aKa3 2,0
25 |nepepaya M3gaHMA Ha KONMPOBaAHMe O4MH 3aKa3s 3,0
26 |oTnpaBKka  OOKYMeHTOB  aboHeHTam; ynaKOBKa  3aKasa, O/ZINH 3aKa3 5,0
npoctasneHue wTamna "Mouta cnenbix", HanucaHuve ajapeca,
COCTaB/iIeHMe onucu
27 |paccTtaHoBKa 6/1aHKOB-3aKa30B Ha BblAaHHble [AOKYMEHTbl B| OAMH AOKYMEHT 0,5
KapToTeKky obcnyxKmBaHWA aboHeHTOB B pasgen "BblgaHHble Mo
MBA n3gaxuma"
28 |nNpuHATUE AOKYMEHTOB, BO3BpallleHHbIX abOHEeHTaMW; BCKPbITUE | OAUH AOKYMEHT 4,0

6aHAepOAN, NPOBEpPKa COCTOAHMA [OOKYMEHTa, YyKasaHMe Ha




6/11aHKe-3aKase AaTbl BO3BPaTa AOKYMEHTa, NepecTaHOBKa baaHKa-
3aKasa B pasgen "Bo3BpalleHHasa anTepaTtypa”

29

aHa/M3  CPOKOB  MO/Ib30BaHUA  [JOKYMEHTOB,  BblfAB/AEHUE
OO/IKHWUKOB, HanpaB/eHne HanoOMUHAHUM

OANH AOKYMEHT

2,0

30

pa60Ta C OTKa3amMu: yKasaHume B 6n1aHKe-3aKase NPUYNHbI N OaTbl
OTKa3a,; perncrtpaumAa OTKa3a B YYETHbIX cbopmax,' PaCCTaHOBKa
NnNCTa Tp66OBaHVIFI B KapTOTEKE OTKa30B; OTMNpaBKa aﬁOHEHTy
n3seuwleHnA 06 oTKase

OAuH OTKa3

4,0

3.14. MaccoBasn paboTa

HanmeHoBaHuWe npouecca, onepauunun. Coctas paboTol

EamHuua
n3mepeHun

Hopma
BpemeHwu,
MWH.

2

4

MNoarotoBKka MaccoBbIX meponpunatmn n

Onpep,eneHme TEéMbI, COCTaBa ayauUTOpwun, OTBETCTBEHHOIO 34
meponpuatTme B LE/NIOM, COCTaB/ieHMe nJaaHa noArotoBKu
meponpuAaTtnAa, Bonpocos AnA 06CV)KLI,EHMH, npurnaweHune
KOHCY/1IbTAHTOB, J/1EKTOPOB, no,u,6opKa AOKYMEHTOB NO TEME
MEPONPUATUA; OpPraHn3aumnAa BbICTaBKU JIUTEPATYpPbI, OnoBelWeHne
nonb3oBaTenen o meponpunAaTtun 4yepes ad)mum, KaHasbl CBA3MU,
BblAB/IEHUWE BbICTYMNMAOWMX; NOAroToOBKa NOMeLWeHNA; npoBeageHUe
coBelwaHnAa No UToram NoArotoBKM U nNpoBeaeHUA MeponpuAaATHUA:

04HO
meponpusatne

YnTaTeIbCKanA KOHCI)epeHLJ,MH

4800,0
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2 | nMTepaTypHO-XyO0KECTBEHHbIN Beyep, BeYEP KHUTU, ANCNYT 3600,0

3 | Beyep BONPOCOB W OTBETOB, YCTHbIN KypHan 3000,0

4 | Knyb no nHTEpecam 3000,0

5 | AeTCKUIM YyTPEeHHUK 3600,0

6 | BUKTOpPMHA, KOHKYpPC, Urpa-nytewecrsme 3600,0
OpraHn3auma KHUXHbIX BbICTaBOK
CoctaBneHne nJiaHa OpPraHu3auMmM W MNpPOBeAEHMA BbICTAaBKM; | OAHA BbICTaBKA
BblfiBIEHNE M OTOOP AOKYMEHTOB; NOAIOTOBKA CONPOBOAMUTENIbHOM
OOKYMEHTALMN K BbICTAaBKEe; MOHTAX BbICTaBKM; OpPraHusauuma
MHOOPMALMOHHO-pEeKNaMHOM  paboTbl nNo  monynspusaumm
BbICTAaBKW; NOABEAEHME UTOTOB PaboThI:

7 | nnaHa BbICTaBKM 600,0

8 | BbICTaBKKM NO rOTOBOMY NAAHY 360,0

9 |onepaTMBHbIX BbICTABOK HOBbIX NOCTYMNAEHWNM 120,0
Peknama 6ubnmoTtekun; paboTa no NpMBAEYEHUIO NOIb3OBATENEN:

10 |noaroToBKa pPeK/NaMHOro cooblieHna B cpeacTBax MacCOBOWM OAHO 300,0
MHbOPMaUMK, AN pasmeLLeHnn Ha caiTe BUBAMOTEKM, NopTane coobuieHne
cneumanbHblx 6ubnnoTek, Ha asToMHbOpmaTope O paboTe
61MbnmMoTeKN, 0COBEHHOCTAX QYHKUMOHMPOBAHMA  Pas3ANYHbIX
nogpasfeneHuii, HOMEHKNaType YyCayr, npeaocTaBAfAeMbIX
6mbnnoTekoit, n apyroi nHbopmauum

11 |noaroToBKa nnakaTa o0 AeAaTeNbHOCTM 6MbanoTekun (BblI6Op TeMbl, | OAMH NAakaT 300,0

onpeaeneHune cogepxaHua n Gopmbl)




MoarotoBKa b6yKkneta o bubnmoTeke: OAMH ByKnet

12 | oaAnH NUCT, ABYXCTOPOHHSASA nevatb (popmat Ad) 600,0
13 | aBa ncra u 6onee 1200,0
14 | opraHusauma 3KCKypcuii no 6ubnmoteke; npuem n odbopmneHue | ofHa IKCKypcua 60,0

3aABKU, YTOYHEHWNE TEMDI SKCKprMVI M COCTaBa 3KCKYpPCaHTOB

BbisBneHMe noTeHUManbHbIX Mojb30oBaTenen b6ubamoTeyHo-
MHDOPMaLMOHHbIX YyCAyr BUbanoTekn:

15 | npocmoTp npecchl U "NHTepHeT"-pecypcos OZNH OOKYMEHT 8,0
16 |cbop M aHanuM3 MHOOPMAUMM O KOHKYPEeHTOCMOCOBHOCTU | OAUH AOKYMEHT 8,0
6MbnnoTekn
17 |BeaeHMe KapTOTEKM NOTPEOUTENBCKOIO PbIHKA O/ZHa KapTouKa 0,3
18 |BCcTpeun c npeacTaButTenamm Gupm, opraHnsaLmn, npeanpuaTuin 04Ho 120,0
MmeponpusaTne
MpumevaHwue:

- Bpems NpoBeAeHNsA MacCoBbIX MEPONPUATUI, BbICTABOK JIMTEPATYPbl U IKCKYPCUI B HOPMY BPEMEHU HE BXOAMT;

- NPW OPraHn3aunmn Bble3AHOM BbICTABKM K HOPMaM BpeMeHU NPUMEHAETCA NOBbIWalowWwmnin KoadduumenT 1,1,
3.15. CnpaBoyHan 1 MHpopmaLumoHHan pabota. OpraHusauma cnpasoYHo-6ubanorpaduyeckoro annapata (CBA)
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n/n n3mepeHmn BPEMEHMN,
MUH.




1 2 3 4
MpocmoTp M OTOOP AOKYMEHTOB M3 TEKYLMX MOCTYNAeHUA Aans
BKAtoueHuA B CBA:
1 |nnockonevaTHble KHUMM Ha BYMaXKHbIX HOCUTENAX 0OflHa KHWra 4,0
2 | nnockone4vaTHble KHUIW Ha ONTUYECKUX HOCUTENAX OflHa KHWra 6,0
3 | cTaTby U3 NJIOCKOMNEYATHbIX COOPHUKOB, }KYypPHaIoB OAHa CTaTbA 3,0
4 | cTaTbu U3 raseTt OAHa CcTaTbs 2,0
5 | penbedHo-TOYEYHbIE KHUU O/ZiHa KHUra 6,0
6 |cTaTbu U3 penbedHO-ToHEUHbIX COOPHMKOB, KYypPHaNoB OfiHa cTaTbA 4,0
7 |ayamoBuM3yasbHble W34aHMA Ha aHANOroBbiX W UUPPOBbIX 0fHa KHUra 6,0
HoCUTenax
8 |cTaTbM U3 3BYKOBbIX COOPHMKOB, KYpPHANoB OfiHa cTaTbA 5,0
9 |6ubnnorpadpuyeckme nocobua, B TOM 4UYMC/AE Ha ONTUYECKMX| OFHA 3anuCb 0,7
HOCUTenAx
10 | neTonuUcK KHUMKHbIX, *KYPHaNbHbIX WU FA3eTHbIX CTaTel OfiHa 3anucb 1,0
11 | NPUKHUXKHbIE BUBAMOrpaduyecKkmne CrmncKm ofHa 3anu1cb 0,7
12 | npocmoTp M oT6OP AOKYMEHTOB M3 BHelWHMX b, nepuoanyeckmux| ofHa cTaTba 6,0
nU3aaHuit ans srkaoYeHua B CBA:
13 | coctaBneHune bubanorpaduyeckon sanmcu Of1Ha 3anucb 4,0

CoctaBneHve aHHoOTauUmiA,
TeKcra:

n3ydyeHne [OOKYMeEHTa, HanuncaHue

ofiHa aHHoTauumA




14 | aHHOTUPOBAHME KHUT 120,0
15 |aHHOTMpOBAHMeE CTaTel 60,0
16 |aHanuUTUYecKaa  POCMUCb  KYPHa/IbHbIX, T[a3eTHbIX CcTaTel, | OAMH AOKYMEHT 4,0
cbopHMKOB, 6ubanorpadpuueckmx nocobuin; o3HaKomneHue ¢
cofepaHUeMm M34aHUA, COCTAaBNEHUE aHAIUTUYECKOM POCNUCK
17 | cuctemaTtmsauma KapToyek Ha oTobpaHHble ana BkatodeHuA B CBA | ofHa KapToyka 2,0
OOKYMEHTbI MO TMNAM KaTa/IoroB U KapTOTEK; MPOBEPKA MHAEKCOB,
PACCTAaHOBKA KapTOYKM
OpraHu3auma TemaTMYecKknx cnpaBoYHbix b/:
18 | npocmoTp, oT6Op M cUCTEMATM3AUNA AOKYMEHTOB 4151 BKAKOYEHUA | OAUH AOKYMEHT 10,0
8 b/, BBOA MHOOPMaLum
19 |pepaktupoBaHue B[l: BHeceHue B bubavorpaduyeckyto 3anucb| OfHa 3anucb 1,0
AONOIHEHUN U U3MEHEHWUI; UCKOYEHME 3aMMUCKM Ha BbiObIBLIME
OOKYMEHTbI
20 |BBOA HOBbIX PybpUK ofHa pybpuKa 1,0
OpraHu3auma NnonHoTeKCToBbIX bA:
21 [npocmoTp, OTOOP M NpeaMeTU3aLMA AOKYMEHTOB A5 BKAOYEHUS | OAMH AOKYMEHT 10,0
8 b
Beog B B 6ubavorpadmyeckmx 3anuceit NAOCKOMEYATHbIX| OAHA 3anucb
MU3aaHUM:
22 | Npu HAaNMYMK 3aNUCK B 9/IEKTPOHHOM KaTasore 2,0
23 | npu cocTaBaeHUM HOBOM bubnumorpaduyeckoin sanmcm 6,0
24 | npu gonosHUTEeNbHOM Noucke MHpopmaumm B "UHTepHeTe" 10,0




25

CKaHUpOBaHMe TEKCTa
ncnpasneHme OWNBOK

AOKYMEHTA C pacno3HaBaHUEM;

oAHa CTpaHMua

6,0

26

penaktupoBaHue B[ll; BHeceHwe B bubanorpaduyeckyro 3anucb
AONOJIHEHUIN U UBMEHEHWIM; UCK/IIOYEHME 3aMNCK U TEKCTA U34aHUA
Ha BblbObIBLUME AOKYMEHTbI

ofHa 3anuncb

1,0

OpraHu13aums KapToTekn NePCoHaNMUA:

27

onpeaeneHne n coctTaBieHNe NepeyHs NuL, CBeAeHUA 0 KOTOPbIX
OTParKaloTCA B KapToTeKe; NPOCMOTP MHPOPMALMOHHbIX U34aHWUIM
M NepBUYHbIX SOKYMEHTOB; OTOOP AOKYMEHTOB AN BKAOYEHMA B
KapTOTeKy

OAMNH JOKYMEHT

20,0

28

TEXHUYECKan W coaeprKaTesbHas 06paboTKa AOKYMEHTOB ANA
BK/NIOYEHMUA B KapTOTEKY; PacCTaHOBKA KapToyeKk No andasButy
bamnnmnii aBTOpoB M No BUAAM AOKYMEHTOB

OAVH JOKYMEHT

3,0

29

[eTann3auma pas3gesnos; HanMcaHve U pacCTaHOBKA pasgenutenei

OAMH
pasgenutenb

2,0

30

penakTMpoBaHue KapToTEKY;
[ONO/HEHUN, U3MEHEHUI

BHeCeHue MCI'IpaB/'IeHVIﬁ,

OAVH JOKYMEHT

1,0

OpraHuszauma paktorpadmnyecKkom KapToTeKku:

31

onpegeneHne npeagmerta, 0b6bEKTAa N OCHOBHbIX NPU3HAKOB ANA
OTpaXXeHNA B KapPTOTeEKe; MPOCMOTP U OT60p OOKYMEHTOB AnA
BK/IIOYEHNA B KaAPTOTEKY, 3aHeECeHUe 0T06paHHbIX CBG,CI,EHMVI Ha
KapToO4Ku MH(I)OpMaLI,MOHHOI'O MaccuBa

OAIVH JIOKYMEHT

3,0

32

pefaKkTMpPOBaHWE KAapTOTEKM; MPOBEPKA NPABUIbHOCTU CBEAEHUI U
yKa3aHuit 06 NCTOYHMKAX MHPOPMaLMK; BHECEHME UCNPABAEHUN

OAVH JOKYMEHT

2,0

33

HanncaHMe n pacCTtaHOBKa pa3,u,enMTene171

OANH
pasgenurens

2,0




OpI'aHM3aLI,VIF| TEMATUYECKUX NMNANOK ra3eTHbIX BbIPE3OK:

34

NPOCMOTP U CUCTEMATU3ALUNA NA3ETHDLIX BbIPeE3OK

0/iHa BbipesKa

3,0

35

odpopmneHne BbIpPe3OK A9 XPaHEHUA B TemMaTUYeCKUX namnkax;
KpaTKoe onucaHme UCTOYHUKA

0/iHa BbipesKa

4,0




3.16. CnpaBoyHas U MHOpMaunoHHas pabota. CnpaBoyHo-6Mbanorpadmyeckoe obenyRumBaHme

N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n U3mepeHuma BpemeHu,
MWH.
1 2 3 4

Mpuem 6ubanorpadmyeckmnx 3anpocos:

1 |npuem 6nbnanorpadumyeckoro 3anpoca; yToUHeHUe Tembl, LLEJEBOFO |  OAMH 3anpoc 1,0
N YNTaTeNbCKOro Ha3Ha4yeHuA, NOJIHOTbl NICTOYHUKOB, TUNOB, BUA0B
N XPOHONOTMYECKUX PaMOK 3anpoca

BbinosHeHWe cnpaBoK

TemaTuyeckas crnpaBKa: MOUCK U OTOOP AOKYMEHTOB; COCTaB/IeHUE | OfHa CnpaBKa
6mbnmorpadmyeckoro onmcaHus:

2 |nuMcbmeHHas cnpaska (1 - 10 UCTOYHMKOB) 10,0

3 | ycTHaA cnpaBKa (1 UCTOUYHMK) 2,0

AppecHo-6ubnmorpadpuyeckas Cnpaeka: YCTaHOB/JEHME HaAMuMA | oAHa CNpaBKa
AW MEeCTOHaXOXAEHMA AOKYMeHTa MAM ero 4yactm B ¢oHae

61bnnoTeku:
4 | nucbmeHHasn cnpaska (1 - 10 UCTOYHMKOB) 10,0
5 |ycTHaA cnpasKa (1 UCTOYHUK) 2,0

YTOYHAOWAsA CNpaBKa: YCTaHOBJIEHME M YTOYHEHWE 3/IeMEHTOB| OZHa CNpaBKa
61bnmorpadmyeckoro onmMcaHus:
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6 |nuMcbmeHHas cnpaska (1 - 10 MCTOYHMKOB) 10,0
7 |ycTHasa cnpaBka (1 MCTOYHMK) 2,0
dakTorpadmyeckas  CnpaBKa:  YCTAHOB/EHME  KOHKPETHbIX| OfAHa crpaBKa
cBeAeHU o cobbITmAX, 06beKTax, NpoLeccax, AaTax:
8 | nucbmeHHas cnpaeka (1-10 NCTOYHMKOB) 10,0
9 |ycTHan cnpaBka (1 UCTOYHMK) 2,0
CocraBneHue TeMATUYECKNX BUbAnorpadnIeckmx CnncKos:
10 |nouck, otbop M cucTemaTU3aLMA LOKYMEHTOB; COCTABAEHWE | OAUH AOKYMEHT 7,0
6mbnmorpacdmyeckoro onmcaHus
11 |odopmneHme CnNucKka; BbIBOL Ha MNpPUHTEpP, OTApPaBKa MO| OAWMH CIKNCOK 10,0
SNEeKTPOHHOM MOYTe, KOMWPOBAHME HA CbEMHbIA HOCUTENb
nonb3oBaTens
BepeHune GoHAa BbINONHEHHbIX CPABOK:
12 | pernctpaums BbINOAHEHHOW CMPaBKM B KypHane oAHa crnpasKa 2,0
13 | BBOA TEMATMYECKOW CNPaBKM B 3/IEKTPOHHbIN apXMB BbINOJIHEHHbIX | O4HA CNpaBKa 2,0
CNpaBoK
3.17. CnpaBoyHas U MHOpMaunoHHas paboTa. bubnamorpadumyeckoe nHbopmmpoBaHme
N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EamHuua Hopma
n/n nsmepeHua BPEMEHM,

MWH.
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2

BoiaBneHne MHPOPMALMOHHBIX NOTpebHOCTEN CReLManncTos
METOLOM aHKETMPOBAHWUA:

onpeaeneHne  KOHTUHreHTa  notpebuteneit  MHPopmaLumu;
pa3paboTka 3aABOK Ana  onpeaeneHna  UHPOPMaLMOHHBIX
3aMpoCoB; paccblKa 3aABOK; 06paboTKa MNOJIyYeHHbIX 3aABOK;
COCTaB/EHME HAa OCHOBE MNOJMYYEHHbIX JAaHHbIX KapTOTEKW
KOHTUHreHTa notpebutenein MHGoOPMaLMn 1 X MHGOPMALMOHHBIX
3anpocos

OAMH
notpebuTens

60,0

3akntoyeHne c¢ aboHeHTamu [0OroBopoB Ha MHPOPMALMOHHOE
obcnyKuBaHue:

aHaNM3  [aHHbIX O  3aMHTEpPecoBaHHOCTM  aboOHeHTOB B
MHPOPMALMOHHOM OBCAYKMBAHUM U peMMax MU3bupaTtesnbHoro
pacnpoCcTpaHeHMs U PETPOCNEKTUBHOMO MOMCKA; 3aK/lYeHne u
nepecmoTp A0roBOpoB

OAVH AOroBop

90,0

dopmupoBaHne cet abOHEHTOB cUCTeMbl W3bUpaTesbHOro
pacnpocTtpaHeHus nipopmauum (UPU):

onpeaeneHne KOHTUHreHTa aboHeHTOB cuctemsl MIPU; BbisBNeHME
TUMNOBbLIX U WHAMBUAYANbHbIX 3aNPOCOB abOHEHTOB; W3yyeHue,
KnaccudUKaLmMa U MHAEKCaLMaA 3aNpoCcoB; BBOA, AAaHHbIX O 3anpocax
B a4,PECHYI0 KAapTOTEKY

0AuH aboHeHT

60,0

MoarotoBKa CUrHaNbHOro onoseweHna B cucteme UPU:

BblAB/AEHME, MNPOCMOTP M OTO6OP MaTepuanoB U3 TeKyLMX
NocTyn/ieHni; oTnpaBka MHGopMaLmMm noTpebuTtento

OfiIHO
onoselleHue

20,0

rpynnosoe bubanorpaduyeckoe MHPopmmpoBaHme

dopmMmunpoBaHKMe cocTasa rpynn aboHeHToB

OAMH aboHEeHT

10,0




6 |yTOYHEeHMe TeMbl, COr/lacoBaHNEe UCTOYHMKOB MHbOPMaLUKM, BUAOB ofHa Tema 20,0
OOKYMEHTOB
Monck [OKYMeHTOB s MHGOPMAUUKM, COCTaBAEHME U OTNPaBKa 0AHO
ONoBELLEHUA: onoseLleHune
7 | nUCbMeHHO 10,0
8 |ycTHO 10,0
OnepaTnBHOE MHHOPMUMPOBAHME MO 3aNpocy:
9 |dopmupoBaHMe ceTM QabBOHEHTOB; BbIIBEHWME TWUMOBLIX W | OAWH aDOHEHT 5,0
WHANBMAYANbHbIX 3aMPOCOB
10 |u3yyeHue n KnaccudmKaLLMmM 3aNPOCOB; BBOL AAHHbIX B a4PECHYIO | OAWH 3anpoc 7,0
KapTOTeKy
HanucaHune 0630poB 1 cnpaBok
BoiagnieHne u  oTbop MCTOYHMKOB; 06paboTKa W aHanAu3 | O4MH aBT. AUCT
0TO6pPaHHbIX AOKYMEHTOB; HanncaHue TekcTa o630pa/cnpaBKu:
11 | no nepBUYHBIM UCTOYHMKAM 6000,0
12 | no BTOPMYHbLIM UCTOYHUKAM 4200,0
13 |Habop 1 popmatupoBaHue TekcTa ob3opa/cnpasKku of4Ha CTpaHuua 20,0
(1800 - 2000
3HaKoB)
OpraHusauma U nposedeHWe YCTHbIX bubanorpaduyeckmnx
0630p0B HOBbIX NOCTYNAEHUN
OTbop HOBbIX NOCTYN/IEHUI MO 3apaHee 06bABMEHHOM TeMaTUKe; | oauH 0630p

cncrematmsauma UCTOYHUMKOB MO TeéMam, NPoOCMOTP U aHaAu3




OOKYMeHTOB; nogbopka bubanorpadpuyueckmux onmucaHui, KpaTkmux
aHHOTauwui, pedpepaToB Ha OTOBPaHHbIE UCTOYHWMKOB; NOArOTOBKA
pyKkonucu 6ubamMorpapuyeckoro 0630pa; KO/IMYecTBo
NPOCMOTPEHHbBIX U OTOBPaHHbIX LOKYMEHTOB:

14 | po 50 nokymeHTOB 600,0
15 |cBblwe 50 poKymeHTOB 1800,0
MoaroTtoBKa 610ANETEHA HOBbIX NMOCTYMNEHUM
OnpegeneHve TeMaTUUYECKMX TpaHWL, TmMNoucka M oTbopa OAVUH
OOKYMEHTOB; co3gaHune pybpukatopa 6tonneTeHn; BbiBAEHUE U 6ronneTeHb
oTbop B MacCMBE  TEKyWMX MOCTYNJAEHUA  UCTOYHMKOB
nHbopmauum; noabopka aHHOTauuli, pedepaToB; KOANYECTBO
NPOCMOTPEHHbIX AOKYMEHTOB:
16 | po 50 gokymeHTOB 300,0
17 |cBblwe 50 noKymeHTOB 600,0
MoarotoBKa Tekywmx 6ubnmorpaduyeckmx nocobui
Bbibop Tembl nocobusa, BbiABAeHME W OT6OP [AOKYMEHTOB,| OAMH aBT. IUCT
dopmmpoBaHMe pa3aenos Nnocobma, aHHOTUPOBAHNE AOKYMEHTOB,
nogbopka  ¢dakTorpadmyeckoro matepuana, WUANOCTPaLUA,
cocTaB/ieHue TeKcTa, BCMOMOraTeNbHbIX yKa3aTenen,
KOMMbIOTEPHbIN Habop, KOHCY/AbTaUUM Yy CNeumanmucToB Ha
pas3nMyHbIX 3Tanax paboTtbl, obcyaeHne M aopaboTka no
3aMeyaHUuaM:
18 |cocTtaBneHnune 6ubnuorpadumyeckoro  ykasartens, KaTanora, 15000,0
nyTeBoaMTENSA, CNPABOYHMKA
19 |noarotoBKa KOMMEHTapueB, MNPUMEYAHUN MNPOCBETUTENBCKOTO 6000,0

XapaKTtepa, He TpebyoLmxX cneuunanbHbIX UCCeq0BaHuUiM




20

noAaroToBKa KOMMEHTapues, npmmeanMﬁ HAay4HO-
nccnenoBaTeNnbCKOro Xxapakrtepa

12000,0

MoaroTtoBKa PEeTPOCNEKTUBHbIX Hay4YHO-BCMOMOTraTe/IbHbIX
6mnbnnorpadumuecknx ykasatenemn:

21

Bbl6OpP TemMbl, CO34aHME aBTOPCKOrO KO/NEKTUBA; pa3paboTka
WMHCTPYKTUBHO-METOAMYECKUX MaTepuasnoB; BbifiBNeHWE U OT6Oop
AOKymeHTOB; paboTa Hag 6ubavorpadpuyeckon 3anucoblo;
aHHOTMpoOBaHMWe; bubanorpaduyeckan rpynnnpoBKa; cocTaBNeHue
BCMOMOraTe/iIbHbIX  yKasaTenew; KOMMNbIOTEPHbIV Habop;
obcyKaeHve 1 fopaboTKa No 3amedaHuam

OAWH aBT. INCT

10080,0

CoctaBneHve  aHHOTMPOBAHHOrO  Bubanorpaduyeckoro  uan
6rMobnbanorpadmyeckoro ykasatens no akTyasibHOMW TemaTuKe C
XPOHONOrMYECKMM OXBAaTOM OT 2 A0 5 neT:

OAWH aBT. INCT

22

Ha PYCCKOM A3blKe

10080,0

23

c BkatoyeHnem oT 30% po 40% obbema nybauvKaumii Ha
MHOCTPAHHbIX A3blKaX

12600,0

24

COCTaB/eHME aHHOTUPOBaHHOro bubanorpaduyeckoro ykasaTens
MHOFOOTPAC/IEBOrO COAEPHKAHUA C XPOHONOTMUYECKMM OXBAaTOM A0
100 neT, TpebytoLero CNAOLWHOIO MPOCMOTPA A4OKYMEHTOB, MOUCKA
CNOXKHbIX bubanorpadmyecknx nsgaHni

OAWH aBT. INCT

21000,0

CoctaBneHue pPeEKOMeHAATE/IbHbIX 6M6/1|/|orpa¢|/|qecr<mx CNCKoB

BbifsBneHWe cnpoca noTpebuteneid, onpeaeneHne Tembl, oT6OpP
[OKYMEHTOB, COCTaB/ieHMEe 04YepKa, KOMMbIOTEPHbIA Habop,
BHECEHWE UCNpaBAeHUN:

OAUNH CNUNCOK

25

Ao 10 3anuceit

30,0

26

cBbile 10 3anucen

30,0




MNoarotoBKa aHANUTUYECKUX 0630pOB

BbinBneHMe U oT6OpP [AOKYMEHTOB, MOAroTOBKa pybpuKaTtopa,
n3yyeHme " oueHKa AOKYMEeHTOB, CUCTeMaTu3aunAa maTepuana,
COCTaB/IeHME aHaAUTUYEeCKoro 0630pa, KOMMbIOTEPHbI Habop,
obcyxaeHne n gopaboTKa No 3aMedaHuAM:

OAWH aBT. INCT

27 | no NepBUYHbIM UCTOYHMKAM HA PYCCKOM A3blKe 10080,0
28 | N0 cMeLlaHHbIM NePBUYHBbIM UCTOYHMKAM 12000,0
29 | no NepBUYHBLIM UCTOYHMKAM HA MHOCTPAHHbIX A3bIKaX 13800,0
CocTaBnieHMe aKcnpecc-uHbopmaumu:
30 |BbiABNEHME M OTOOP MmaTepuasa No Teme, cCUCTeMaTU3aumA;| OAWMH aBT. IUCT 4500,0
KOMMbIOTEPHbIV Habop
CocTaBneHue pedepara:
31 |M3yyeHWe M aHAAM3 AOKYMEHTA; COCTaB/fieHME TeKcTa pedepaTa;| OAWMH aBT. IUCT 6600,0
KOMMbIOTEPHbI HabOP; BHECEHWE UCNPaBAEHWUIA
3.18. HayuHo-meTogmMuyecKas paboTa
N HanmeHoBaHuWe npouecca, onepauunun. Coctas paboTbl EamHuua Hopma
n/n nsmepeHua BPEMEHM,
MUH.
1 2 3 4

MNoarotToBKa MeToAMYECKMX NOCOBMIA, peKoMeHaaLNA:
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pa3pa60TKa HOBOWM TEMbI; U3y4YEHNE TEMbI, BbiABNEHNE U aHANU3
AOOKYMEHTOB NO Teme; 4YuTaTeNbCkoe Uu uenesoe Ha3HadeHwme
FIOCO6Mﬂ, peKOMEHAaLLMVI; COCTaB/ieHMe npocneKkTa, HanuncaHue
TEKCTa

OAWH aBT. INCT

18000,0

moauduKauma paHee pas3paboTaHHON Tembl; BbIIBNEHME U
M3yYEeHME HOBbIX AOKYMEHTOB M HaKOMJAEHHOro 6ubnnorekamum
onbiTa No Teme Nocobus, pekoMeHZaumin; yToYHeHMe, BHECEHUE
M3MEHEHU B CTPYKTYPY U B TEKCT B COOTBETCTBUU C AOCTUKEHUAMMU
6nbAMOTEUHOM TeopuM W NpPaKTUKK; AopaboTka/nepepaboTka
TekcTa

OAMH aBT. INCT

10200,0

Pa3paboTka [OKYMEHTOB, pernamMeHTUPYIOWNX AeaTebHOCTb
B6UBANOTEK, NONOMKEHWUIN, UHCTPYKLMIM, NPOEKTOB NOCTaHOBAEHUN,
YCTaBOB, 3aKOHOAaTe/IbHbIX aKTOB:

pa3paboTka HOBOW TeMbl; BblABNEHWE, U3yYeHWe, aHaau3
AENCTBYIOWMX AOKYMEHTOB NO Teme; HanucaHMe TeKCTa MpoeKTa
OOKYMeHTa; obcyRaeHue n anpobauus AOoKyMeHTa B B1ubanoTekKe;
AopaboTKa LOKYMEHTa; NOArOTOBKA K YTBEPKAEHWIO

OAWH aBT. INCT

20400,0

MoamduKauma paHee pas3paboTaHHOrO [OKYMEHTa; aHaiv3 U
OUEHKa [JOKYMEHTa; TMOUCK W OTOOp HOBbIX [JENCTBYIOLLMX
[LOKYMEHTOB MO TEME; BHECEHME U3MEHEHWUIN B TEKCT AOKYMEHT];
obcykaeHne M OopaboTKa  AOKYMEHTa; MNOAFOTOBKa K
YTBEPHKAEHUIO

OAWH aBT. INCT

9000,0

PaspaboTKa y4eTHbIx popm, Tabauu, o6pa3LoB.:

YTOYHEHWe npeameTa, 06beKTa, cofepyKaHusa ydyeTHoW ¢opMmbl,
Tabnnuybl, obpasua; oTtbop M cucTemaTM3auua MoKasaTenew;
paspaboTka MmakeTa ydyeTHon ¢opmbl, Tabauupl, ob6pasua;
obcyaeHne 4OKYMEHTa; MOArOTOBKA K YTBEPXKAEHUIO

OAWH aBT. INCT

9000,0

CocTtaBneHve pekomeHaaumii No BHEAPEHWNIO pern1aMeHTUPYOLWMUX




AOOKYMEHTOB B NpPaKTUKe:

pa3paboTka MeToAMUYECKUX PEKOMEHAALUNM, MHCTPYKUMIN, NaaHoB
no BHegpeHunto HOpMaTMBHOVI AOKYMEHTaUnKn; NnoArotoBKa TeKCTa

OAWH aBT. INCT

16500,0

NoaroToBKa NMCbMEHHbIX KOHCVI'IbTaLI,MVI, MeToaAN4YeCKNX nncem:

BbIABIGHWE U aHaNU3 [OKYMEHTOB Mo Teme; Wu3ydeHue W
0606uieHne onbiTa paboTbl 6MOAMOTEK; NOArOTOBKA TEKCTa;
obcyxaeHune n oopaboTKa TEKCTa

OAWH aBT. INCT

10200,0

MoarotoBka 0630poB AeATeNbHOCTM BMBAMOTEK NO onpeaeneHHo
TemaTtuke:

onpeaeneHne TemMbl W XPOHOJIOTMYECKMX TpaHuUL, o0630pa;
BbifIBJIEHWE, MPOCMOTP, OTOOP M aHaNU3 [JOKYMEHTOB MO Teme
0630pa; NnoaroToBKa TEKCTa; 0b6CcyKaeHMe u fopaboTKa TeKCTa

OAWH aBT. INCT

10800,0

PeueH3npoBaHWE Hay4HbIX, METOAMYECKNX, MHOOPMALMOHHbIX U
ApYyrux maTepuanos:

yTeHune peueH3npyemoro matepuasa, OuUeHKa ero B Uuenom,
OTAENbHbIX qaCTEﬁ; YCTaHOB/1IEHMNE COOTBETCTBUA HNTATE/IbCKOMY U
Luenesomy Ha3Ha4yeHuto, Hay4HbiM U METOOUNYECKUM Tp66OBaHMFIM

OAWH aBT. INCT

900,0

10

HanncaHune peueH3nn

OAWH aBT. INCT

1500,0

MoaroToBKa NIEKUNIM, KOHCYNbTaLLUM

Pa3paboTKa nnaHa Nekumn, KoHCyNbTauum, noabopKa AnTepaTypbl,
COCTaB/EHME CMWUCKa AUTEPaTypbl K JIEKUMKM, KOHCY/NbTaluu,
NoAroToBKa TEKCTa:

11

nepBun4HaAa nekuuA

oflHa neKkums

1800,0

12

NOBTOPHaA neKuna, C ydeTom HOBOro matepmnana

ofiHa neKkums

360,0




13 | nepBMYHaA rpynnoBas KOHCyAbTauma ofgHa 1500,0
KOHCynbTauma
14 | noBTOpHaA rpynnoBasa KOHCYAbTaLMA C Y4ETOM HOBOrO maTepmnana ogHa 300,0
KOHCynbTaumA
15 |ycTHaA nHgmemayanbHaa KOHCYNbTaumA oAHa 600,0
KOHCynbTauma
MpoBeaeHMe NPaKTUKYMOB, CTa*KMPOBOK
OnpepeneHne Tembl, 334aHMUA NPAKTUKYMA, CTaxuposku (7 - 10
AHel), BblABAEHME AMTepaTypbl NO  M3y4aemMomMy BOMpOCY,
cocTaBneHne rpaduKka npoBefeHuA  3aHATUMMA, NOArOTOBKA
3aKN0YEHMA O NPOXOXKAEHUM MPAKTUKYMA, CTaKUPOBKU:
16 |nNpakTMKyM (MHAMBWUAYAbHBIN, TPYNNOBOMA) OAMH NPAKTUKYM 2400,0
17 | cTtaxkunpoBKa (MHAMBUAYaNbHARA, rpynnosas) ofgHa 2700,0
CTa*KMpPOBKa
MpaKTMKa CTYAEHTOB BbICUMX U CPeaHUX CheLmanbHbIX y4ebHbIX
3aBeAeHuUI:
18 |noarotoBKa M OpraHu3auus NpakTUKK cTyaeHToB (Ao 30 AHel); | oAHa NpaKTMKa 5400,0
pa3paboTKa niaHa NPaKTUKK, COrNacoOBaHUE ero C PyKOBOAUTENEM
NPaKTUKKW; cocTaBleHWe rpaduKa MOCELEeHNA CTPYKTYPHbIX
noapasaeneHuni; opraHusauma NPaKTUYECKNX 3aHATUI;
noagefeHUe WTOroB MNPAKTUKK; COCTAB/IEHNE XapaKTepPUCTUK
NPaKTUKAHTOB
MoceweHne 61bAMOTEK, Bble3gbl B KOMAHAMPOBKM C LE/bLO
N3y4yeHna paboTbl M OKa3aHMA METOANYECKON NOMOLLN:
19 |noarotoBKka K KOMaHAMPOBKE; YTOYHEHWE CPOKOB U Lenen 0fHa 660,0
KOMaHOVPOBKN; O3HAaKOMIEHNE C AOKYMEHTaMM U MaTepuanamum | KOMaHAMPOBKA




npegbiaywmnx Bble3goB U I'Iy6]'|VIKaLI,MVI B Nne4vyaTtu; CoCTtaBieHue
na1aHa KOMaHAMPOBKU

20

cocTtas/ieHMe oT4yeTa/cnpaBKku o nposeaeHHoOM paboTe

OAMVH OTYeT

1200,0

21

COCTaB/1eHME aBaHCOBOIoO OT4ETa, 3aNnoJIHEHNE OTYETHOIO 6naHKa

O4UH OoTyeT

60,0

Pa6oTa Hay4HO-OpraHM3aLMOHHOIO XapaKTepa:

22

MoAroTOBKa M NPOBeAEHME TEOPETUUYECKUX, HAYYHO-MPAKTUYECKUX
KOHdepeHLUMiA; onpegeneHne cocTaBa OPrkOMMUTETa M YYacTHUKOB
KOHdepeHuMM; GOpMUPOBaHME U YTBEPXKAEHME NPOrPamMmbl;
OpraHM3auMoHHbIe MeponpuUaTUSA; BbipaboTKa npoekTa
pekomeHpaumii;  GUHAHCOBO-XO3ANCTBEHHOE  obecnevyeHue;
aHa/M3 M OUEHKa paboTbl KoHbepeHUUN; NoaBeaeHNe UTOroB

opHo
meponpuatne

6000,0

23

noarotoBKa W MNpOBeAEHUME CEeMMHAPOB, KPYI/biX CTOJIOB;
onpeaeneHne coctaBa y4aCTHWKOB, CPOKa M MecCTa NpoBeAeHUA
MmeponpuaTnin; GopmmpoBaHne U YyTBEPKAEHUE NPOrpaMmmbl;
MHGOpMaLMOHHOEe obecneyeHue; BblpaboTKa npoekTa
peKoMeHAALMIA; aHa/IN3 U OLLEHKa MepOonpuUATUil

0fHO
meponpusaTne

3000,0

1,85;

KPyrabix CTON10B U BpeMA, CBA3aHHOE C U3JaHNEM MaTeEPUAIOB KOHd)epeHLI,VIﬁ, CeEMUNHaApPOB, B HOPpMY BpeMeEHN HE BXOOAT.

MpumevaHwue:

- NPV NPOBEAEHNM MEPONPUATUI HA MEKAYHAPOLHOM YPOBHE K HOpME BPEMEHU MPUMEHAETCA NOBbILWatoLWMiA KoadduumeHT 2,0, Ha peaepasbHOM YPOBHE -

- Bpems NpoBeAEHUS NEKLMIA, KOHCYbTaLMI, MPAaKTUKYMOB, CTa*KMPOBOK, NMPaKTUK, NPebbiBaHNA B KOMAHAMPOBKAX, MPOBEAEHUA KOHPEPEHLLMIA, CEMUHAPOB,

3.19. PegakumMoHHO-M3aaTebCcKana paboTa
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N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EomHuua Hopma
n/n n3mepeHus BPEMEHMN,
MMH.
1 2 3 4
MoAroToBUTENbHbIN 3TanN:
1 |y4acTve B COCTaBAEHWM TEMATMYECKOro (M34aTenbCKoro) nnaHa, oZHa Tema 45,0
Mn/iaHa paccblIKK1; COriacoBaHne Tem U3gaHuii, aBTOPOB/aBTOPCKMX
KONNEKTUBOB
2 |obcyaeHMe C aBTOPOM TeMbl W XapaKTepa 3aKasblBaeMoro| OoAMH aBT. IUCT 30,0
NpPou3BefEeHNA, OCHOBHbIX TPebOOBaHWUIM, KOTOPbIM  [AO/KHO
VAOBNETBOPATb  NpouM3BeAeHMEe U YCNOBUIMA  aBTOPCKOrO
BO3HarparkaeHua
3 | obcykaeHue 1 yTBepKAEHME NAaHA-NPOCNeKTa N3faHns OAWH NNaH- 30,0
NpPOCneKT
4 |3aKknw4YeHue A0roBopa-3akasa (B clyyae BHELWHEro aBTopa) Mexay | oAuH A0oroBop- 20,0
aBTopoM W 6ubAMOTEKOM C YyKasaHMem obbema W CPOKOB 3aKas
NOAroTOBKMU U cAQ4YM PYKONUCU B PpeAaKLMOHHbIA OTAEN
5 |coctaBneHne poroBopa Ha nepegady 6bubavoteke npaBa| o4MH 4OroBop 20,0
BOCMNPOM3BOAUTL MNpousBeseHMe B BblbpaHHOM 6ubanoTekol
dopmare
6 | 03HAaKOMJIeHME C aBTOPCKMM OPUIMHANOM (PYKOMUCHIO), NPUHATUE | OAMH aBT. IUCT 120,0
pelweHns O nepedaye pykonucum B MPOU3BOACTBO WAM O
HeobxoaMmocTn AopaboTKu
7 | coctaBneHue rpaduKa NPOXorKAEHUA PYKONUCHK B oTAeNe OAMH rpadmK 20,0

PepnakuMOHHbINM 3Tan:

OAWH aBT. INCT




peaakumMoHHas o06paboTKa: AuTepaTypHoe, TEXHWYECKoe U
cneumanbHoe  pefaKkTMpoBaHME  pyKonuck;  Habop  w/wau
nepeneyaTka; MNOArOTOBKA M34aTe/IbCKOro opwurMHana (Bbibop
TEXHOJ/IOTUK, M3rOTOB/IEHME 3aKa3a U CO34aHNE MAKeTa U3aaHus)

780,0

KOHCTPYKTOPCKO-0hopMUTE/IbCKasA paboTa: NPoeKTUpPoBaHMe BUaa
M34aHUsA U ero CTPYKTYpbl; nogbopka popmarta M mMapKu bymarm,
dopmata nosoc U3ZaHUA, TapHUTYp WU Kerneh wpundTa,
onpedeneHne xapaktepa M uucna waaoctpauuii, dopmata
odopmneHus, Bnga 0b6M0KKM MAM MepensieTa; NPOeKTUPOBaHMe
BHelwHero odopmMmaeHusa nsgaHua

660,0

10

NpPOM3BOACTBEHHDIN 3Tan: BbI6op nosurpaduyeckolt 6asbl; pacyert
noTpebHOCTM B MaTepuanax; COCTaB/eHWe npeaBapuUTe/ibHOM
KanbKyIAUMKW  3aKasa; onpeaeseHuMe CTOMMOCTM  M34aHus;
pa3paboTka rpadmKka NPoxoxaeHMA 3aKasa Ha noanrpadmyeckom
npeanpuATMmK; 3aKao4eHne oroBopa ¢ Tunorpaduen

0AHO U3gaHue

360,0

PepaktnposaHume Hay4YHbIX U METOANYECKUX MaTepuasnos

MpoBepKa M UcnpasieHne PyKonMcK B NpoLecce NoAroToBKM ee K
neyaTtu; yCTaHOBKA COOTBETCTBUA TEKCTA HaYUYHbIM U IUTEPATYPHbIM
TpeboBaHMAM, ¢opme U LEeNeBOMY HA3HAYEHWUIO WU34aHUSA;
COrNacoBaHMe BHOCUMMbIX MCMPaB/JEHUI C aBTOPOM; [0paboTKa
pyKkonucum:

11

peaakTMpoBaHMe MoOHOrpaduii, COOPHMKOB HayyHbIX TPYAOB,
Hay4YHbIX OTYETOB, MPAKTUYECKMX NOCOBMIA

OAWH aBT. INCT

3480,0

12

pefaKTMpOBaHMEe METOAMYECKMX MaTepuanoB (MHCTPYKTUMBHO-
MeToANYecKMe NUCbMa, PeKoMeHAaLMu, KOHCyAbTauuu, o630pbl
[eaTenbHoCcTM bnubnumoTek)

OAWH aBT. INCT

3000,0

13

penakTMpoBaHME AOKYMEHTOB, PernameHTUPYIOLNX AeATeIbHOCTb
cneumanbHbix 6UbAMOTEK Ana cnenbix (YCTaBOB, MONOXKEHWN,

OAWH aBT. INCT

2940,0




WMHCTPYKLMIA)

14 | pepakTMpoOBaHME CTAaTUCTUYECKMX Tabauu, Yy4YeTHblXx $opm,| OAMH aBT. AUCT 2400,0
obpasuos
15 |pepaKkTupoBaHMe  maTepuanoB  KoHdbepeHuuit  (4OKNamdoB,| OAWMH aBT. IUCT 1200,0
coobLeHnin)
PepaktupoBaHue bubnnorpaduyeckmnx nocobui,
pPeTpOCNeKTUBHBbIX HAYy4YHO-BCMOMOTraTe/IbHbIX yKasartenen,
0630p08B, cNpaBoK, pedepatos, aHHOTALMN:
16 |pepaKkTnpoBaHue 6MbAMoOrpadMyecknx nocobuit (TemaTUyeckux| OAWMH aBT. IUCT 3000,0
6ubnnorpadumyecknx ykasarenemn, CnpaBo4YHUKOB)
17 |pepakTMpoBaHMe pPeTPOCNEKTUBHbIX HAy4YHO-BCNOMOraTesibHbIX| OAMH aBT. INCT 2280,0
yKasatenem
18 |pepaKTMpoBaHME aHANUTUYECKMX 0630POB, CMPaABOK, aHHOTAUWM, | OAWMH aBT. IUCT 1200,0
pedepaToB, CBOAHbIX pedepaTMBHbIX 0630POB, 3IKCMpecc-
nHpopmauui
19 | pepaKktTnpoBaHue Gubanorpadpuyeckmx sanmce OflHa 3anucb 5,0
20 | KOHTPOANbHOE peaaKTUpPoBaHME oA4Ha 3anucb 7,0
MalmnHonucHble paboTbl, BbINOAHAEMbIE B aBTOMATU3MPOBAHHOM
pexxnme
Habop Ha KomnbloTepe:
21 | TeKcrta € ncTa o4Ha CTpaHuMua 20,0
(1800 - 2000
3HaKoB)
22 | 6ubnunorpaduyeckoe onncaHue 04HO onucaHue 5,0




I'IpaBKa Ha KOMNbIOTEPE, BEPCTKA Ha KOMMNblOoTEpPE:

24 |TeKcTa OZHa CTpaHuLa 10,0
25 | 6ubnunorpaduyeckoe onncaHue OflHa CTpaHULa 2,0
26 |BbIBOA, TEKCTA HA NPUHTEpP, pacneyaTKa oAHa CTpaHMua 2,0
27 | BbiBOA, pOpM TabAUL, HA MOHUTOP O/JHa CTpaHuLa 2,0
28 | HanonHeHuWe Tabanu, coaepkaHnem oAHa Tabauua 18,0




MprumeyaHue: Npu peaakTMPoBaHMM CMELLAHHOIO TEKCTa K HOPMe BpeMeHU NPUMEHSETCA NOBbIWAWMN KoadpduumeHT 1,2,

3.20. NepeBog 1 NnepepaboTKa nevaTHbIX TEKCTOB C MHOCTPAHHbIX A3bIKOB Ha PYCCKUIM U C PYCCKOTO Ha MHOCTPAHHble A3bIKK

N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EamHunua Hopma
n/n n3mepeHun BPEMEHMN,
MMH.
1 2 3 4
MepeBog TEKCTA C MHOCTPAHHbIX A3bIKOB Ha PYCCKUM A3bIK
YTeHne opuruHana, aHaAM3 TEKCTa, PAa3MeTKa ero C BbiABJIEHNEM | OAMH aBT. INCT
TPYAHbIX TEPMUHOB, FPAMMATUUYECKUX KOHCTPYKLMI, NEKCUYECKNX
060pOoTOB, LEXOBbIX U }KaHPOBbIX TEPMUHOB:
1 |NOAHbBIN NMCbMEHHbIN NepeBos, 3360,0
2 | COKpalleHHbI NUcbMeHHbI nepesod oT 30% po 50% obbema 3600,0
TEeKCTa
3 | BbIBOPOYHbIN NUCbMEHHbIV NEepPeBo, 3120,0
MepeBog TEKCTA C PYCCKOTO A3blKa HA MHOCTPaAHHbIE A3bIKK:
4 | NONHbIA NUCbMEHHbIV NepeBos, OAWH aBT. NCT 3840,0
TepmuHonormyeckas pabota nNpu  BbINOJAHEHUM MUCbMEHHOIO
nepesoja:
5 |NOMCK OTMEYEHHbIX B OPUTrMHA/ie HE3HAKOMbIX M/IM HEMOHATHbIX| OAWH TEPMMUH, 1500,0

TEPMWHOB M COKpalLeHMIN B CNOBAaPHO-CNPaBOYHON NuTepaType;
noabopka COOTBETCTBYIOLLErO TEPMUHY 3KBMBA/IEHT],

OfiIHO
COKpallleHune
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pacwndpoBKa COKpaLLEHUM

KoHcynbTaumua nepeBoaymnKa co cneunanncramm:

6 |BblIACHEHME MPABUILHOIO W3/I0XKEHMA yYacTel TeKkcTa no oAHa 2700,0
Ma/sI03HAaKOMOM TeMaTMKe; YTOYHEHME COOTBETCTBMA NepeBoda| KOHCy/bTauums
opurMHany

CoctaBnieHne bubnnorpadpuyeckoro onncaHus:

7 | coctaBneHue 6ubanorpapuyeckoro onncaH1sa nepesoaa 04HO onucaHue 720,0

AHanM3 M BHeCeHME W3MEHEHW B TEKCT nepesoga nocne
pacneyaTtku:

8 |npoBepKa NPaBUAbLHOCTM PACNOJIONKEHUA OTNevyaTaHHOro TeKCTa;| OAMH aBT. IUCT 240,0
CBepKa C PYKONMUCbIo; NpaBKa

TexHunYecKkoe odpopmaeHne NepeBosoB:

9 |BHeceHMe B TEKCT NepeBoaa CUMBOJIOB M BCTaBOK HAa MHOCTPAHHOM O4HO 3,0
A3bIKe BNMUCbIBaHME
10 | BHeceHUue pUCYHKOB, Tabaul, dopmyn 0o/ Ha BCTaBKa 4,0

HGDEBOLI, 3aro/IOBKOB CTaTel U AOKYMEHTOB:

11 |nepeBoA M 3anNMCb 3aro/IOBKOB OAMH 3aroa10BOK 12,0

MpumevaHme:

- HOPMbI BPEeMeHU npeaycMaTpMBaloT BbINOJHEHWE NepeBoA0B C MHOCTPAHHOTO A3blKa AWM HAa MHOCTPAHHbIN, KOTOPbINA Y NepeBoaUYnKa ABAAETCA OCHOBHbIM
(no 0bpasoBaHUIO UAK NPUMEHEHUID);

- NPV BbINOZTHEHNK NepeBOAOB C APYTUX A3bIKOB NN Ha Apyrue, nOMMMO OCHOBHOIo, K HOpMamM BpeMEHU NPUMEHAETCA I'IOBbILLl3IOLLI,Ml7I K03¢(I)MLIMGHT 1,1.



3.21. PaboTa Mo BbINYCKY MafIoTUPAXKHbIX MU34aHMI creumanbHbiXx popmaToB

N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EamHmua Hopma
n/n n3mepeHua BPEMEHM,
MUH.
1 2 3 4
BocnpousseseHre MNOCKOMNEYaTHOrO [AOKYMEeHTa B pesbedHo-
To4Ye4yHoM hopmare
PaboTa c TEKCTOM NNOCKOMNEYaTHOro OKYMEHTa Ha BymaxkHOM naum
3N1eKTPOHHOM HOCUTeNe:
1 |KOMNbIOTEPHbIN HAbOpP TEKCTa BPYYHYIO of4Ha CTpaHuua 20,0
(1800 - 2000
3HaKOB)
2 | CKaHMpOBaHMe U pacrno3HaBaHWe NJIOCKOMNEYaTHOro TEeKCTa OfHa CTpaHuua 4,0
(1800 - 2000
3HaKoB)
3 |3arpyska ¢aina c nNoCcKoNe4yaTHbIM AOKYMEHTOM B KOMMbIOTEP OfiHa CTpaHuua 0,5
(1800 - 2000
3HaKoB)
4 | YyTeHMe NJOCKoMNe4YaTHOro TEKCTA U BHECEHME NCMPaBAEeHUI OfiHa CTpaHuua 5,0
(1800 - 2000
3HaKOB)
5 |u3meHeHne TeKcTa M3 dopmata AOKYMEHTa B 3SNEKTPOHHbLIVA | OAHa CTPaHWUUA 1,0

dopmar

(1800 - 2000
3HaKoB)
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6 |uTeHMe KOHBEPTUPOBAHHOIO TEKCTA; BHECEHWE UCNpPABAEHN OAHa CTpaHuLa 7,0
(1800 - 2000
3HaKoB)
7 |npuBeneHWe TEKCTa B COOTBETCTBME NPaBuaaM NMCbMA NO CUCTEME | OAHA CTPaHULUA 13 muH.
Bpaiins (26 cTpok x 30 3HaKoB) (1800 - 2000
3HaKoB)
PaccTtaHoBKa NOpAAKOBbIX HOMEPOB CTPaHWUL;:
8 | B aBTOMaTM3MPOBAHHOM pexnme OZHa onepaumA 0,5
9 |nocTpaHW4YHaA pacCTaHOBKa B PY4YHOM pexume OAHa CTpaHuLa 1,0
10 |BbIBOA TeKcTa Ha  OpalineBCKM  NpuHTEp;  pacnevaTtka OAMH NncT 2,0
(BBYXCTOPOHHASA)
PaboTa c nnocKoneyaTHOW HOTHOM 3aMuUCbio:
11 |KomnbloTepHbIM Habop (c AnMcTa) HOTHOW 3anMMCK MO CUCTEME | OAHa CTpaHMUA 40,0
Bpaina Bpy4yHyto
12 |ckaHMpoBaHMe U pacno3HaBaHWe Ha cneunanbHOM BpaineBcKOM | oaHa CTpaHULa 3,0
CKaHepe
MpoBepKa HOTHOM 3aNnCK, BHECEHME UCNPaBAEHUIA: OfHa CTpaHuLa
13 | HOTHas 3anucb, HabpaHHaA BPYYHYHO 60,0
14 | HOTHaA 3anNKUCb, MONYYEHHAA CO CKaHepa 20,0
15 |npuBeaeHMe HOTHOM 3aNnCK B COOTBETCTBME NPaBUAAM 3aMUCU HOT| OAHA CTPaHULa 15,0

no cucteme bpaiina (26 cTpok x 32 3Haka)

PaccraHoBKa nopAOKOBbIX HOMEPOB CTPaHULL:




16 |B aBTOMATM3UPOBAHHOM peXKnume ogHa onepauma 0,5
17 |nocTpaHMYyHaA pacCTaHOBKA B PYYHOM pexume OfHa CTpaHULa 1,0
18 |BbIBOA HOTHOM 3aNUCK Ha BpPanNeBCKUI NPUHTEP; pacnedyaTka oAHa CTpaHuua 0,7
Co3paHue nnockonevyaTHoM 0610KKM
KomnbloTepHbIM HAbop TEKCTA BPYYHYIO: oAHa 06/10Ka
19 | Tpy anemeHTa onucaHus (aBTop, 3arnaBue, BbIXOAHbIE AaHHble) 3,0
20 |y4eTbipe 1 60/siIee 31EMEHTOB OMNUCAHUA 4,0
21 | CKaHMpPOBaHME M pacno3HaBaHWE TEKCTa 0fiHa 0610KKa 3,0
22 |BHeceHue ucnpasaeHnn n GopmaTupoBaHme 0fHa 0610KKa 3,0
[On3aiH 0610KKMU: 0fiHa 0610KKa
23 | 6e3 nantocTpaunit 1,0
24 | c unnCcTpaLmamm 2,0
25 |BbIiBOA 00610KKM HA NPUHTEP; pacneyaTka ofHa CTpaHuua 1,0
Co3paHuve nunueBot M 0BOPOTHOM CTOPOH MAOCKOMEYATHOrO
TUTYNbHOIO NCTA:
26 | KOMMbIOTEPHbI HabOpP TEKCTa BPYUHYIO OAMH TUTY/NbHbIN 10,0
nvct
27 |CKaHMpOBaHMeE U pacno3HaBaHMe TEKCTA OAMH TUTYNbHbIN 6,0
nnct
28 |BHeceHue ucnpasaeHnn n GopmatTupoBaHme OAMH TUTYNbHbIN 6,0

ncT




29 |paspaboTKa AnsailiHa TUTY/IbHOIO INCTa OAMH TUTYNbHbIN 1,0
nvct
30 |BblBOA TUTY/ILHOTO NNCTA HA NPUHTEP OAUH NnCT 2,0
Co3paHue nnueBo U 0BOPOTHOM CTOPOH pesnbedHO-TOUEYHOrO
TUTYNbHOIO INCTA:
31 | KOMMbIOTEPHbIV HABOP TEKCTA BPYUHYIO OAMVH TUTYNIbHbIN 10,0
nnct
32 |cKaHMpoBaHMe 1 pacno3HaBaHWe NAOCKONEYaTHOro TEKCTa OAWNH TUTYNbHbIN 6,0
nnct
33 | BHeceHue ucnpasaeHni OAMH TUTYNbHbIM 6,0
nnct
34 |n3meHeHWe TeKCTa M3 dopmaTa [AOKYMEHTa B 3/1EKTPOHHbIM | OA4Ha onepaumsa 1,0
dopmart
35 |4yTeHMe KOHBEPTUPOBAHHOIO TEKCTA; BHECEHWE UCNPABAEHN ofHa CTpaHuua 2,0
36 |npuBegeHWe TeKCTa B COOTBETCTBME C MpaBWMIaMM NMUCbMa NO| OAHa CTpaHWULA 6,0
cucteme Bpaiins (26 ctpok x 30 3HaKoB)
37 | BblBOA, TEKCTA Ha BpalineBcKUn NpuHTEp OAMH ncT 2,0
BocnpousseseHne NNOCKOMEYATHON MANKOCTPALMU B penbedHo-
rpadumyeckom popmaTe:
38 |cKaHMpoBaHMe NJI0CKOMNEYaTHOM UANOCTPaLUM ofgHa 1,0
nnnlcTpaums
O6paboTKa nnncTpaunm: oAHa

MNNCTPaumAa




39 |0bpaboTKa roToBOro KOHTYpa 10,0
40 | co3gaHme HOBOro KOHTYpa 60,0
41 | popmaTMpoBaHUE NAOCKONEYATHOM UANOCTPaLLMN 0fHa 2,0
nnncTpauma
42 | BblBOA N/IOCKONEYATHOM UANOCTPALMMN HA NPUHTEP ofgHa 1,0
WANOCTPaLMA
Mepesog, NJ0CKoMNe4YaTHoM WANKOCTPaLUK Ha ofHa
penbedoobpasyroLLyto bymary: nnnCcTpauma
43 | c og4HOKpPaTHbIM MPOMNYCKOM M306parkeHusa Yyepes HarpesaTesibHoe 1,5
YCTPOICTBO
44 | c pBYKpaTHbIM MPOMYCKOM M300parkeHUs Yepes HarpesaTesibHOe 3,0
YCTPOMCTBO
Mepennet LOKYMEHTOB, BOCNPOU3BEAEHHbIX pesibePHO-TOYEYHbIM
WwpunopTom:
45 | naMMHUpoBaHME 0BI0XKKM ofHa 06103KKa 6,0
46 |py4Haa auctononbopkKa ofgHa 2,0
nvctononbopkKa
47 | danbLoOBKa py4yHas oAuH 60k (10 0,3
INCTOB)
48 | BblpaBHMBaHMeE U 0Bpe3Ka KpasA CTPaHMULbI oAHa onepauma 0,3
KpenneHue cTpaHuy; OANH JOKYMEHT
49 | pByMA CKpenKamm 0,3




50 |Ha nnacTMKoBOM NpyXKuHe 4,0
51 | TepmokneeBoe KpenaeHue 6,0
52 |XecTKas KapTOHHAA 0610XKa C OyMaxKHbIMM MOKPOBHbLIMM 60,0
CTOPOHKaMM M NPOLLMBHbIMW KOpeLIKammu
Bocnpoun3segeHve NAOCKOMNEYATHOrO [AOKYMEHTA B 3BYKOBOM
dopmare
MpeasapuTenbHasa paboTa Hag TEKCTOM: 1000 3HakoB
53 | XyA0KeCTBEHHbIN TEKCT 5,0
54 |TexHW4Yeckuii u apyrMe cneumasnbHble TeKCTbl (MaTemaTuKa, 10,0
MeanUnHa, XMMUSA)
Mpo4ynTbiBaHWE TEKCTA HAa KOMMbIOTEPE B CTYAMIHbIX ycnoBuax co | 1000 3HakoB
3BYKOpeXunccepom:
55 |Xxy[oeCcTBEHHbIN TeKCT 4,0
56 |TexHW4Yecknii W apyrve cneumasbHble TeKCTbl (MaTemaTtuKa,
MeaNUMHA, XMMUSA)
57 |nepes3anncb HauMTAHHOro TeKCTa Ha KomnbloTep (oumdpoBKa| ogHa AOPOXKKA 50,0
3BYKa) C aHa/I0roBOro UCTOYHMKA B peasibHOM BpPeEMEHM
58 | 06paboTKa Ha4YMTaHHOrO TEKCTA HA KOMMblOTepe OflHa A0pPOXKKa 1,5
59 |KOHTposb 06paboTaHHOM 3anMcK Ha KoMnbloTepe O4Ha A0POXKKa 50,0
BocnpousseseHne 03By4EHHOMO TEKCTA C KOMMblOTEPA: Ofl1Ha [,0POXKKa
60 | Ha KOMNaKT-KacceTy B peasibHOM BpemMeHU 50,0
61 |Ha AucK 10,0




62 | My3blKanbHO-TalimepHoe obopMaeHme 3ByKO3anmncu Ofl1Ha JOPOXKKa 50,0
KpatHoe BocnpousBeneHMe  03BYYEHHbIX JOKYMEHTOB  Ha
ayAnoKacceTbl:

63 |noArotoBKka MaTepuanoB K BOCMNPOM3BeAEHMIO (pacnakoBKa| oOfHa KacceTa 4,0
ayaMoKacceT, NepemMoTKa, pasmarHmunsaHue)

64 |KpaTHoe BOCMpou3BeAeHWE  ayamo3anucei Ha  CTaHUMKM | odHa onepaums 3,0
CKOPOCTHOro Ay6/MpoBaHUA ayamMoKacceT (KOMNbIoTep - KacceTa)

65 |KpaTHoe BOCMPOM3BEAEHUE ayaMO3anucel Ha CcneumanbHOM | OAHa onepaums 5,0
obopygoBaHMM  (KacceTa - KacceTta) B  3aBUCMMOCTM  OT
TEXHUYECKOTrO OCHALLEeHMA

66 |KpaTHOe BOCMPOM3BEAEHWE ayAMO3anucen Ha chneuuanbHOM | OfHa onepaums 5,0
obopyaoBaHuM (KaTywka - KacceTa) B  3aBMCMMOCTM  OT
TEXHUYECKOTO OCHALLEeHMA

67 | NpoBepKa KayecTsa Konui 0ofHa KacceTa 5,0
odopmneHne ayamoKacceT, ONTUYECKUX ANCKOB U KOHTEMHEPOB

68 |co3paHne maeHTMdPUKaTopa, ONpeaensAltolero NPUHAANEKHOCTb OAWH 3,0
KacceTbl K AOKYMEHTY, B NI0CKONEYaTHOM U penbedHO-ToHeYHOM | naeHTuduKaTop
BapuaHTax; HaknenmBaHMe Ha KacceTy

69 |co3maHMe  NAOCKOMeYyaTHOW  3TUKeTKM  ANA  OOKYMEHTa,| OfHa STUKeTKa 6,0
3aMMcaHHOrO Ha ayauokaccetax (Habop TeKcTa, BbIBOA, Ha
6panNeBCcKMIA NPUHTEP, pacrneyaTka, paspesaHne no 3agaHHOMY
pa3smepy, HaKAenBaHMe Ha KoHTeliHep)

70 |co3paHne penbedHO-TOYEYHOM ITUKETKM ANA  AOKYMEHTa,| OAHa 3TMKeTKa 9,0

3anmncaHHOro Ha ayamokaccetax (Habop TeKcTa, AU3aiiH, BblBOA Ha
npuHTEp, pacnedyaTka, paspesaHne Mo 3agaHHOMYy pasmepy,
HaKnenBaHWe Ha BHYTPEHHIO CTOPOHY KPbILKK KOHTeMHepa)




71

pPacknagka aygnokaccetT no KOMHHEKTaM/KOHTEﬁHEpaM

ofiHa onepauus

1,0

CO34aHne 3STUKETKN Ha ANCKe:

72

BBO/Z, B KOMMbIOTEP OCHOBHbIX CBeAeHWUI O AOKyMeHTe (aBTop,
3arnaBue) B CNeunann3mMpoBaHHOM Nporpamme

OANH AOKYMEHT

5,0

73

BbIBOA, Ha NPUHTEp ¢ PyHKLMEN "neyaTb Ha AMCKax", pacrneyaTKka

ofiHa onepauus

2,0

74

CO3[aHMe NJIOCKOMeYaTHON KOHTEMHEPHOW  STUKETKM  anA
AOKYMEHTa, 3aNmncaHHOro Ha Ancke (Habop TekcTa, opmmuposaHme
AM3aliHa, BbIBOA Ha MNPWHTEP, pacneyaTtka, paspesaHue no
3aflaHHOMY pasmepy, pasMeLLeHME Ha BHELLIHEN CTOPOHE KPbILWKK
KOHTENHepa)

O/[Ha 3TUKETKa

8,0

75

co3faHue penbedHO-TOYEYHON KOHTEMHEPHON 3STUKETKM anA
[OKYMEHTa, 3anMuCaHHOrO Ha AucKe (Habop TeKcTa, BbIBOA Ha
6panneBcKMiA NPUHTEP, pacrneyaTka, paspe3aHne No 3agaHHOMY
pasmepy, pasmMelleHMe Ha BHYTPEHHEN CTOpPOHEe KpPbIWKK
KOHTelHepa)

O/[Ha 3TMKETKa

10,0

ApxmBaumaA 03BYYEHHbIX JOKYMEHTOB:

76

06paboTka maTepuana 418 KOHBEPTUPOBAHMUSA

oflHa OPOXKKa

30,0

77

KOHBepTMpoBaHMe ¢ainnos ¢dopmata bl AC B dopmat
ayanodalinos B 3aBUCMMOCTU OT TEXHUYECKOTO OCHALLLEHUSA

ofiHa OPOXKKa

6,0

78

nepeHoC apx1Ba Ha cepeep

oflHa OPOXKKa

6,0




3.22. O6cnyKmMBaHWe yaaneHHbIX Nonb3oBaTenei

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EanHuua Hopma
n/n n3mepeHua BPEMEHM,
MUH.
1 2 3 4
Pervctpauma nonb3oBatenen B pexxmme OHIANH:
1 |npoBepKa 3anucu nosb3osaTtens B 6MbaMoTeky OAMH 2,0
nosb3oBaTesnb
2 |obpaboTka 1 BBOA GaMUIMM, MMEHM, OTYECTBA MOJIb30BATENA U OAVH 5,0
agpeca ero 3N1eKTPOHHOM NOYTbI 3/IEKTPOHHbIN
dopmynap
3 |coctaBneHue nMcbma C yKaszaHUem N0rMHA U CreHepMpoOBaAHHOIO Oo4HO 5,0
CMUCTEMOM Napona, NPUKPEnIeHne WMHCTPYKUUM MNONAb30BaHMA W | 3NEKTPOHHOEe
OTMPaBKa ero Nno 31eKTPOHHOM NOYTe NO/Ib30BaTENtO NUCbMO
O6cnyXunBaHWe Nob3oBaTesIEN B PEXKUME OHMANH:
4 | KOHCynbTaumMa NO  WCMNO/Ib30BAaHUID  MHTEPAKTMBHOM B/, oAHa 10,0
"roBopAwMX" KHUT C KPUNTO3aLWMTON KOHCYy/1bTaLMs
5 |conpoBoxaeHWe BUPTYanbHOM KHUroBblgaun: GopmupoBaHue OJMH 3aKas 15,0
3aKa3a Ha BMPTYaNbHOM KHUXHOW NOJIKe
6 |Bbirpyska n3 AC HOBbIX NOCTYN/IEHMI 3a onpeaeneHHbl nepuog| oguH dann . 10,0

BpemeHn B ¢opmate PYCMAPK u B BMAae yKasaTena HOBbIX
nocrynneHuii (YHMN)

dopmare
PYCMAPK
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oAMH daiin B 12,0
dopmarte YHIN
7 |pasmelleHne HOBbIX MNOCTYMNNEHUA [OKYMEHTOB Ha caite| oguH ¢anns 3,0
6MbMOTEKM: CO34aHME 3aroN0BKA aHHOTaUMM MPUKpPensieHne dopmare
daitna (oB) PYCMAPK
oauH danin B 3,0
dopmarte YHIN
8 |paccbiika MO 3/EKTPOHHOM MOYTE YAa/IeHHbIM MO0/1b30BaATENAM O4HO 3,0
MHGOPMaLMM O HOBbIX MOCTYNAEHUAX LOKYMEHTOB 3/IeKTPOHHOE
NMUCbMO
9 |MHPOPMALMOHHOE COMPOBOXKAEHME CalTa, NopTana M CTpaHuL, B 0AHO 3,0
COLMANbHbIX ceTax: co3faHue 3aro/oBKa aHHOTaLUMUM coobuieHne
npukpenneHue ¢annos
4. Tunosble oTpacaeBble HOPMbI TPyAa Ha paboTsl,
BbINOJIHAEMbIE B AETCKUX, OHOLWECKNX Bnubnnotekax, B bubanoTtekax
Hay4yHO-Uccnea0BaTeNbCKUX MHCTUTYTOB (HUW), 06pa3oBaTeibHbIX
yypexaeHui (6es ncnonb3oBaHUSA aBTOMATM3NMPOBAHHbIX CUCTEM
ynpasaeHWa npoueccamm)
4.1. KomnnekToBaHne bnbnmnoteyHoro poHaa
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n n3mepeHua BPEMEHM,
MUH.
1 3 4
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TeKyLwee KOMNNeKToBaHMe bubamoteyHoro poHaa:

1 |NpoCMOTP KHUIoM34aTENbCKOM U KHUTOTOProBOM MHpOpMaLmm (1 nparic 8000 980.0
HaMMeHOBaHMWI)

2 |ycTaHOB/NEHWE TEMbI M BUAA AOKYMEHTA, noanexauwero otéopy;| (1 npalic 8000 2.0
BbIAICHEHWE HEOBXO0AMMOCTUN NpUobpeTeHns HaMMeHOBaHMI)
OnpepeneHune aK3eMNAAPHOCTM 3aKasa: (1 npaitc 8000

HaMMeHOBaHUI)

3 | pnAa nogpasaeneHnin 0,5

4 | ana 6ubanoTekn B LENOM 1,0
odopmneHne 3aKasa; YyKasaHWe IK3EeMMNAAPHOCTU, CTOMMOCTU OOMVH 3aKa3 1,0
3aKasa, Aathbl
Konnyectso 3aKkasaHHbIX Ha3BaHU:

5 11-15 15,0

6 [16-25 25,0

7 |26-75 75,0

8 |76-100 100,0

9 | odpopmneHune 3aKasa Ha BbINUCKY 3apyberKHbIX LOKYMEHTOB OOVH LOKYMEHT 100,0

10 |noaroTtoBKa CNUCKa OOKYMEHTOB, npeanaraemblix K| O4HO Ha3BaHWe 26,0
MeXAyHapoAHOMY KHUFOOBMeHY; CBepKa CNMCKA C KaTanorom
11 |cocTaBneHue KapTOYKWM ANs KapTOTEKWM OpraHU3aLMii-napTHEPOB; | OAHa KapToudKa 1,0

YKa3aHue Ha3BaHWUA OpFaHM3aLLMI>'I, ajpeca, Ha3BaHUA
obmeHunBaemMbIx AOKYMEHTOB




Paborta B AC:

12 | BBOA 3aKa3a TEKYLLEro KomnaekToBaHma B 6a3y gaHHbIx AC OAIVH 3aKa3 5,0

13 | pegakTMpoBaHMe BBeAEHHbIX B 6a3y AaHHbIX CBEAEHUIM O 3aKase; OAIH 3aKa3 30,0
BbIBO/, Ha 3KpaH; BHECEHME U3MEHEHUN

14 |BblBOA, HA MNPUHTEP AaHHbIX TEKYLWEro KOMMJ/IEKTOBAHUA; OJAMVH 3aKa3 1,6
pacnevaTtka
BeAEeHME KapTOTEKN TEKYLLETrO KOMMIEKTOBAHMA

15 |cocTaBneHMe KapTOYKWM, yKa3aHWe aBTOpa, 3arnaBuA, BbIXOAHbIX | OAHA KapTouyka 0,5
OaHHbIX, HOMepa B U34aTe/IbCKOM MaHe

16 |nepeHeceHMe CBeAEHWI O 3aKa3e Ha KApPTOYKKU; YKasaHMe| ofHa KapTouKa 0,3
3K3eMNAAPHOCTM 3aKasa, pacnpegeneHne Mo CTPYKTYPHbIM
noapasgeneHmam

17 |pa3pesaHune M34aTeNbCKMX MIAHOB, pacrneyaTka A/1A KAPTOTEKW | ofHa KapTouKa 1,5
TEKYLLEro KOMMNEKTOBAHWUSA, HaK/leMBaHME Ha KaTaJIoXKHYIo
KapTOYKM

18 |nopbop KapToukM no andaBUTy ANA PaCcCTaHOBKM B KapTOTEKY| OAHa KapTodKa 0,5
TEKYLLEro KOMNAEKTOBaHUA

19 | paccTaHOBKA KapTo4Kku B andasuTe Gbamunanin aBTopoBs, 3ari1aBuil B| ogHa KapTouKa 0,4
KapTOTEKY TEKYLLLEro KOMMNAEKTOBaHMA
OdopmneHmne NoanmMcKM Ha Nepnoandeckne n3gaHua:

20 |npocmoTp KaTanora "PocneyaTtn", oTbop HasBaHWS NePUOANYECKMX | O4HO Ha3BaHUe 0,8
M3gaHuM ANna noAnmncKku

21 |cbop 3anBKM OT noapasgeneHnin bubanoTekn Ana NoANUCKM Ha| OJHa 3anaBKa 1,5

nepunoanyeckme n3aaHuA




22 | cBepKa pacne4yaTky CNMCKOB YCI0BHO 3aKa3aHHbIX NeEPUOANYECKUX | OAHO HAa3BaHMeE 1,04
M34aHMMA C KapTOTEKOM 3aKas3oB, BHECEHWE W3MEHEHMA B
pacneyYaTkn CNMCKOB
23 |cBepKa 3aKasa TeKyLlero roga Ha nepuoaunyvyeckume M3gaHWA C| OA4HO Ha3BaHMe 0,2
NOAMNUCKOM npeaplaywero roga Ana BblABJAEHUA WU3MEHEeHUA B
Ha3BaHUAX; BHECEHME OTMETOK
24 |cBepKa BbIXOAHbIX AAHHbIX BNEPBbIE 3aKa3blBaeMbIX 3apyberKHbIX Ha OAUH rog, 80,0
nepmuoamyecKmx M3JaHuN c 6mbnuorpadpuyecknmm
CNPaBOYHUKAMU U APYTMMU MHPOPMALMOHHBIMU UCTOYHUKAMMU
25 | odopmneHme 3akasa Ha NOAMNMCKY; NOACYET CTOMMOCTU NOANMUCKU O4MH 3aKas 30,0
C Y4Y4eTOM [0CTaBKM, 3aMOJIHEHME KBUTAHUMKM aboHemMeHTa Ha
nepuogmyeckoe usgaHue
26 |cocTaB/fieHMe PEerucTpauMoHHOM  KapTOukM ANA  KapTOTeKM | OAHa KapTOudKa 0,5
nepuogMyeckmMx U3gaHun; NPOCTaBNEeHME Ha KapTouyKe WMHAEKCA,
roaa, NepmoanyYHOCTU, UCTOYHMKA NOCTYNAeHUA
Pabota B AC:
27 |BBOJ 3aKa3a Ha nepuMoanyecKkme nsgaHus B 6asy AaHHbIX OfHa KapTouKa 10,0
28 |BbIBOA HA 3KPaH PErncTPaLMOHHOM KapTOYKK; pacneyaTKa OfHa KapTOYKa 1,0
29 | KOPPEKTUPOBKA 3aKa3a: BbIBOA HA 3KpPaH CNMCKA Nepunoamnyeckux oAHO 0,3
M30aHWI; BHECEHNE U3MEHEHUN HaMmeHoBaHue
MNepenuncka c KHUTOTOProBbIMM opraHM3aumnamm "
n3aatenbcTBaMmu, bubanorekamm:
30 |cocTaBneHMe, Habop TeKcTa nucbma (3anpoca, npeTeHsuu),| OoAHO NUCbMO 60,0

perucTpauma B KHUTE WUCXOAALMX AOKYMEHTOB (mpocTaBiaeHue
AaTbl, MOPAAKOBOrO HOMEpa, YKasaHMe  HaumMeHOBaHuA
OpraHn3aummn, KPaTKoOro CoAepKaHmna Nucbma)




31 |odopmneHune 3akasa "KHura - noutoi", oTnpaBKa 3aKkasa B OJMH 3aKas3 3,1
marasuH, obmeHHble GoHAbI
JokomnnektoBaHne bubnmoteyHoro poHAa:
32 |nonyyeHne 3anABKM HA npuobpeTeHWe  [OOKYMEHTOB OT| O/JHa 3aABKa 0,3
noapasaeneHun.
33 | cocTaBneHne 6ubMorpaduyeckort 3anncK; ykasaHme Koamyectsa| OfAHa KapToOuYKa 3,0
3K3eMMNIAPOB U CUTbl NOAPaA3LENEHUM
34 | BKNIOYEHME 3aABKM B KAPTOTEKY JOKOMM/IEKTOBAHUA 04Ha KapTouKa 0,26
35 |NpocMOTp KapTOTEKU HeyLOoBAETBOPEHHOrO CNPOCA; aHaAu3 | OAWH AOKYMEHT 3,0
OTKA30B A4/15 BbISIBJIEHWNA OTCYTCTBYIOLMX LOKYMEHTOB, BK/OYEHME
B KAapTOTEKY AOKOMMNAEKTOBAHMA
OTbop [AOKYMEHTOB M3 0b6MeHHbIx ¢GoHAOB 6UbNMOTEK ANs
[OKOMMNEKTOBAHUS
MpocMoTp CAMCKOB, KapTOTEK, KaTanoroB O6MeHHbIX (OHOO0B| OAWH AOKYMEHT
61bnmoTeK, OTOOP HY!KHbIX AOKYMEHTOB, CBEPKA C KaTasoramu u
KapToTeKamu cBoeil 6uMBNMOTEKM; COCTaBNEHME CMAMUCKA Ha
OOKYMEHTbI, 0TO6paHHble B 06MeHHOM doHAe
KoanyecTBo AOKYMEHTOB, BK/IKOYEHHbIX B CMIUCKM:
36 |1 5,0
37 |12-10 7,8
38 |11-25 16,0
39 |26-50 32,0

CoctaBneHue onepaTtnueBHOro (TEKYLLI,EFO) n1aHa KOMNJIEKTOBAHUA!




40 |onpeaeneHne meponpuaTMii No GpopmMmmnpoBaHuio egmHoro doHaa OAMH NNaH 480,0
Ha TEKYLNI rod, OTBETCTBEHHbIX UCMOIHUTENEN, KOIMYECTBEHHbIX
nokasaTenen obbema ¢oHAa (noctynneHue, BblObITHE),
OTpPACcNeBOro CoCcTaBa, MCTOYHUKOB NOCTYNAEHUA, CMETbI PACXOL0B
OdopmneHne nnaHa KOMNIEKTOBaHUA B popme:
41 |Tabauny, oAHa Tabauua 2,6
42 | KapToTeKmn O4Ha KapToO4Ka 2,6
PaboTta B AC:
43 |BBOA N/AaHa KOMMJIEKTOBaHUA B 6a3y AaHHbIX AC O4MH NNaH 1,1
44 | KoppeKTMpoBKa 6a3bl f[aHHbIX; BbIBOA Ha 3KpaH; BHECEHWe | OAWH AOKYMEHT 30,0
M3MEHEHUN
4.2. Npuem 1 ydyeT NoCTYNUBLLUUX OKYMEHTOB
N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EamHuua Hopma
n/n n3mepeHua BpPEMEHMN,
MMH.
1 2 3 4

anEN\ AOKYMeHTOB, nocrtynunewnx C conpoBoAUTE/IbHbIM
AOKYMEHTOM

Mprvem AOKYMEHTOB MO CONPOBOAUTENbHbIM MaTepuanam (cyerT,
HaKnagHanA, Konus Yyeka, akT), noabopka mx no andasuTy aBTOpoB
WAW  3arnaBuii, 3KCNeAMUMOHHbIM  HOMepam, CBepKa C

OAHa NapTnA
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conposoanTeNnbHbiIMMN  OOKYMEHTaMK, MNpPOCTaB/ieHUE UEHbI Ha
n3aaHUn, NOACHET HNCNA IK3EMNIAPOB, 06u.|,e171 CTOMMOCTHN

KonnyectBo AOKYMEHTOB B NapTUM:

1|1 4,0
2 |2-50 8,9
3 |51-250 43,3
Mprvem [OOKYMEHTOB, MOCTYNMBLWKMX 6€3 COonpoBOAMUTENbHbIX
[OKYMEHTOB:
4 |nogbop [AOKYMeHTOB no andasuty ¢Gamumamin aBTOPOB WM | OA4UH LOKYMEHT, 3,1
3arfaBuMi; npoBepka Ha p[ybneTHocTb, MNPOBEAEHME OLEHKM OAMH aKT
[OKYMEHTOB; COCTaB/IEHNE aKTa Ha NPUeM OOKYMEHTOB
KosimyecTBo LLOKYMEHTOB, BK/IIOYEHHbIX B AKT:
5 1|1 0,36
6 |2-5 2,1
7 |6-10 3,7
8 |npocTaHoBKa WTEMMENA Ha TUTYIbHOM ANCTE M Ha 17-1 CTpaHuuUe | 0AUH SOKYMEHT 0,5
AOKYyMeHTa
CBEPKAa MOCTYNMBLUMX [OKYMEHTOB C KapTOTEKOM TeKyLero
KOMM/IEKTOBaHUA
9 | MOMCK KapTOYKM B KapTOTeKe TEKYLLErOo KOMM/IEKTOBaHMA, CBEPKa | OAWUH AOKYMEHT 3,0
KapTOYKM C AOKYMEHTOM, BHECEHME OTMETOK
10 |oTbOp NEPBOro 3K3EMNAAPA, BAOKEHME KAPTOUKM B AOKYMEHT OAMH AOKYMEHT 0,5




11 |nocTtaHOBKa KapTO4YKK 3a pasgenutens "BbinosHeHHble 3aKa3bl" 0Of4Ha KapTouKa 0,3
Pabota B AC:
12 |npoBepKa Ha Ay6aeTHOCTb NOCTYNMBLUMX U34aHUIN B 6a3e AaHHbIX | OAUH AOKYMEHT 1,0
AC
13 | perncrpaums HOBbIX NOCTyNAeHul B 6ase gaHHbIX AC OOMH LOKYMEHT 3,0
Mpuem n perncTpaumna KypHaios 1 raset:
14 |nopbop KypHanoB M raseT no andaBUTy HA3BAHWIM, MNOUCK| OAWH AOKYMEHT 2,0
PEerncTpaumMoHHOM KapTOYKM B KapTOTeKe MOAMUCHbIX W3LaHWUR,
OTMETKa HOMEPA, AaTbl NOJlyYEHUNA U3JaHUA
15 |npocTtaHOBKa WITEeMNena Ha KypHane OAMH XypHan 0,1
16 |npocTaHOBKa WTemMnensa Ha rasete OfHa raseta 0,5
BeneHue "KHurn cymmapHoro yyeta':
pa3bop AOKYMEHTOB MO BWAAM, OTPACAAM 3HAHWMW, A3bIKaM, | OAMH LOKYMEHT 2,0
noacyeT yYncna AOKYMEHTOB, 3anucCb pe3ynbTaToB MnoAcyeTa no
YCTaHOBAEHHON POpMe B KHUTY CYMMAPHOTO ydeTa
KonnyecTBo AOKYMEHTOB B NapTUW NOCTYMNAEHWIA:
17 |1 2,0
18 |2-50 6,8
19 |51-250 42,0
20 |BBOA CTAaTUCTMYECKUX AaHHbIX "KHUIM cymmapHoro yyeTa" B 6a3y| oaHa napTus 3,0
AaHHbIX AC
21 |noAcyeT NOCTPAHUYHO MO NO3MLMAM AAHHbIX KHUMM cymmMapHOro| ogaHa nosuuumsa 3,2




y4y€eTa, nepeHeCeHne NToros Ha caneayrowyro CTpaHunuy

22 |(cBepKa WHAHCOBbLIX [AOKYMEHTOB oOTgena ¢ (UHAHCOBbIMM | OAMH AOKYMEHT 5,0
OOKYyMeHTamu Byxrantepum

23 | opopmneHne conpoBoOAMTENbHOIO AOKYMEHTA (CYET, HAKNAAHAA, | OANH AOKYMEHT 3,0
aKT) ans nepenaun B byxrantepuio

24 |odopmsieHNE  WHBEHTApPHOM  KHWUIM, Hymepaumsas  /JINCTOB,| OjHa CTpaHuMua 0,88
NpPoCTaB/ieHNne HOMepPa B MHBEHTAPHOMN KHUre

25 [3anucb AOKYMEHTOB MO YCTaHOBAEHHON dopme B MHBEHTAPHYH | OAMH AOKYMEHT 0,88
KHWTY, NPOCTaB/ieHWE NHBEHTAPHOTO HOMEpPa Ha JOKYyMeHTe

26 |npoBeaeHWe WHOMBWAYANbHOrO yyeTa [AOKYMEHTA MO aKTOBOM | OAMH AOKYMEHT 3,0
CUCTEME, NPOCTABAEHME MHBEHTAPHOIO HOMEPA Ha AOKYyMEeHTe

27 |npoBegeHWe MHAMBUAYA/ILHOIO y4yeTa C NPUMEHEHUEM YYETHOro | OZHa KapTouKa 3,0
KaTanora;  coctaBneHuMe  6Bubanorpaduyeckoro  onucaHusA
OOKYMEHTa, YKa3aHWe LeHbl, MHBEHTAPHOrO HOMepa, roaa
NOCTYN/IeHMA, HOMEepPa 3annCKU B KHUIe CYMMAPHOrO y4eTa, Yncna
NOCTYMMBLUMX 3K3eMnaApoBs, nx pacnpegeneHve no
noapasgeneHnam

28 |3anucb B KypHase perucTpauMyM KapToyeK Y4eTHOro Kartajsora| OfHa 3anucb 1,0
WHBEHTAPHOro HoMepa, NepBOoro C/10Ba 3ariasua

29 |nNpOCTaHOBKA MHBEHTAPHOIO HOMEPA Ha AOKYMEHTE OANH [OKYMEHT 2,6

30 |perucrpaumsa NaTeHToB B HYMEPaALMOHHOM KHUre OOVH LOKYMEHT 0,3

31 |nonyyeHne aKTOB Ha BbIObIBWIME [AOKYMEHTbl OT CTPYKTYPHbIX OAMH aKT 1,0
nogpasaeneHuii, BHeceHue 3anmcu B KHure cymmapHoro ydyeta (2-
A4acTb), NPOCTaB/IeHNE HOMEPA aKTa

32 | MCKNoYeHWe AOKYMEHTA MO aKTy M3 yYeTHbIX popm OOMH LOKYMEHT 3,0




33 | McKAouYeHue BblbbIBLLIMX 4OKYMEHTOB U3 6a3bl AaHHbIX AC OOMVH LOKYMEHT 2,0

34 |noraweHne UHBEHTAPHOIro HoMepa U WTemnena 6UBINOTEKN Ha | OANH AOKYMEHT 0,3
OOKYMeHTe

35 | noAalwmnBKa aKToB OOMH LOKYMEHT 3,0




MpumeyaHue: npu paboTe ¢ AOKYMEHTAaMM Ha MHOCTPAHHBIX A3blKaX K HOPME BPeMEHWN NPUMEHSAETC NoBbiwatowmii KoadoduumeHT 1,15,

4.3. bubanoteuyHas obpaboTka AokymeHTOB. OpraHusauma u BeeHne Katanoros

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EonHuua Hopma
n/n nsmepeHun BpemeHwu,
MMH.

1 2 3 4
PaboTa c neyaTHOW KapTOUKOM:

1 |pa3bopka KOMNAEKTa NeYaTHbIX KAPTOYEK O Ha KapTo4Ka 0,42

2 | noabopka neyaTHbIX KapToyeK no andasuTy pamnanii aBTOPOB UAM | OfHA KAPTOUKA 0,36
3arnaBui 4NA PACcCTaHOBKM B C/TYXKEOHYIO KapTOTEKY

3 | paccTaHOBKa KapToyeK B CAYKeOHYI0 KapToTeKyY O4Ha KapTouKa 0,36

4 |nopbopKa nevyaTHbIX KapToYeK K AOKYMEHTaM OfHa KapTouKa 0,52
CsepKa NOCTYNUBLUMNX AOKYMEHTOB C KaTasoramm:

5 |npoBepka no KaTtasory NOBTOPHOCTU AOKYMEHTA, NepeHeceHue €| OAHa KapTouKa 1,9
KaTaNIOXKHOW KapTOYKM BUBaMoTeYHOro Wwndpa, NoJHOro MHAEeKca

6 |nouck B cayxebHOM KaTanore CBOAHOIO OMNWUCAHWA, BHECEHWe | OAHA KAapTOuKa 2,6
OTMEeTOK

7 |odopmneHne neyaTHOM KAPTOYKKM, HAMMCAHME WHBEHTApPHOrO| OZHa KApTO4Ka 0,68

Homepa, wudpa 1 MHo nHbopmauum

Mpunucka aybneTtos:
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8 |cBepKa AOKYMeHTa Ha Ayb6aeTHOCTb Mo cnyKebHomy andaBuUTHOMY, | Of4HO HasBaHMe 0,94
y4eTHOMYy KaTasiory
9 | npunucbiBaHMe aybneTa B KaTanor: NpOCTaBAeHME UHBEHTAPHOMO | OA4HO Ha3BaHWe 0,84
HOMmepa, nepeHeceHne Wndpa Ha AOKYMEHT
MpunucKa NpoaoMKatoWwmMXca U3gaHum:
10 |NOUCK B PErncTpauMoOHHON KapTOTeKe KapTOYKM Ha W3[aHue, | OAHO Ha3BaHMe 0,84
CBEpPKa ee C OpUrMHanoMm, BHeceHne BUBANOTEYHbIX OTMETOK
11 |nouck B  KaTanore  KapToyeK, OTMEeTKa  MNOCTYMJIeHMA | OAHO Ha3BaHMe 3,1
COOTBETCTBYIOLWLErO  BbIMyCKa, MpPOCTaBJeHNe  WHBEHTApPHOro
HOMepa, Wndpa, BHECEHUE APYTrMX BUBANOTEUYHBIX OTMETOK
dopmurpoBaHme 6ubanorpadpuyeckom 3anucm
CoctaBneHMe OCHOBHOM 6Gubanorpaduyeckon 3anucum  nNpu| OA4HO HasBaHWe
OTCYTCTBMM MEYATHOW KApPTOYKM B AOKYMEHTe (O3HAaKOMIEeHME C
[OKYMEHTOM, COCTaB/IEHME OMWCaHWUs, BHeCeHMEe BUBAMOTEUHbIX
OTMETOK)
KonunyectBo afiemeHTOB OnuMcaHus:
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 oCHOBHOM Bubanorpaduyeckolt 3anNUCK ¢ NOMOLLbIO 20,0
MaKeTa KapTOYKM, HaneyaTaHHOro B KHWUre; MPOCMOTP M34aHMA,
CBEpKa C MaKeTOM KapTO4YKU, BHECEHNE U3MEHEHNA N JOMNOJIHEHUA
19 |cocrasneHune nobaBoyHoro onucaHua K OCHOBHOW | OZIHA KapTo4Ka 1,9
6mbnnorpadmyeckon 3anucu
20 |03HaKOMNEHME C [AOKYMEHTOM, COCTaBAEHME aHa/IMTUYECKOWM | OANH AOKYMEHT 10,0
3anucm
21 |cocraBneHue CCbINIOYHOM KapTo4Kun K OCHOBHOM | OAHa KapTOYKa 0,52
6ubnnorpadumyeckomn 3anmcu
PepakTupoBaHue bubanorpapuyeckon 3anmcu:
22 |npoBepKa NPaBUIbHOCTU 3/IEMEHTOB 3aMNCKU Ha KapTOUKe OfiHa KapTouKa 1,0
23 |odpopmneHne KapToukn ana Ay6aMpoBaHUSA Ha MHOMMUTE/IbHOM | OAHA KApTO4Ka 1,4
annapaTte; MNpoOCTaB/ieHUe WHAEKCOB, WWUdPoB, OUBAMOTEUHBIX
NOMETOK, OMnpeaesieHMe N YKa3zaHUe TUpParka KapTo4yek
lpynnosas 06paboTKa OKYMEHTOB
OT60p OAHOTMMHbLIX [OOKYMEHTOB, MNOANENAWMX T[PYNNoOBOWM | oaHa rpynna
06paboTKe; cocTaBneHWe obLWEeN XapaKTEPUCTUKM Ha KOMMIEKT | [LOKYMEHTOB
OOKYMEHTOB
KonnyectBo fOKYMeHTOB B rpynne:
24 (1-9 39,0
25 (10-15 60,0
26 [16-30 106,0
27 |npoBepKa MNpPaBUAbHOCTM COCTAB/NIEHMA XapPaKTEPUCTUKU Ha ofgHa 13,0




KOMMNNEKT AOKYMEHTOB

XapPaKTePUCTUKa

Pekatanormsaumsa:

28

CBEPKa KapTOUYKM C [OOKYMEHTOM; MWCMpaB/iieHne CTaporo
6nbaMorpadpmnyYecKoro onMcaHuUA; CoCTaB/leHne HOBOro ONUCaHWUA;
nepeHeceHne wWUPPa, MHBEHTAPHOrO HOMmepa, GUBAMNOTEUHBIX
NoMETOK

0/4Ha KapTouKa

5,7

MoAroToBKa K MHAEKCMPOBAHUIO AOKYMEHTOB A1 KaTa/10roB:

29

nop,6opKa KapPTO4YKU K AOKYMEHTY, CBEPKaA U B/ZIOXKEHNE B JOKYMEHT

OAVH JIOKYMEHT

0,5

30

O3HAaKOMJIEHWE C  [JOKYMEHTOM; YCTaHOB/IEHME TEMaTUKW;
pacnpegeneHue nNo oTpacaam 3HaHua (No TemaTuke)

O4HO Ha3BaHUe

0,88

31

NPOCMOTP MHOCTPAHHbIX U34aHWI, NepeBos AaHHbIX Ha PYCCKUIA
A3bIK

OAVNH JIOKYMEHT

0,37

Cucrtematmsauma 4OKYMEHTOB:

32

cucTemaTtusauma  [IOKYMEHTa C  MCNO/b30BaHMEM WHAEKCOB
neyaTHOM KapTOYKM WMAM MaKeTa KapTO4KM, HamedyaTaHHOro B
n3gaHun, 03HaKOM/IEHNE C AOKYMEHTOM, NPOBEPKa COOTBETCTBMA
MHAEeKcoB Tabnuuam KnaccuduKkaumm, NpuHATbIM B 6MbanoTeEKe,
NpocTaB/ieHNe UHAEKCa Ha AOKYMeHTe

OAVH JOKYMEHT

2,6

33

cncremaTmnsauma JOKYMEHTOB NpU OTCYTCTBUA neyaTHoM KapToO4KK
M MaKeTa KapTO4KM B MU3OaAHUUN; O3HAKOMIEHNE C OOKYMEHTOM,
onpegeneHne MHOEKCa no Ta6I'IVILI,aM KﬂaCCMd)VIKaLI,MM, NMPUHATbIM
B 6M6HMOTEKE, npocrtaBaieHne nHOeKca Ha AOKyMeHTe

OAVH JOKYMEHT

2,0

34

onpeaeneHne aBTOPCKOrO 3HaKa [IOKYMEHTa MO aBTOPCKUMM
Tabnnuam

OAIVH JIOKYMEHT

0,3

35

WndpoBKa AOKYyMeHTa Npu GOPMaTHO MHBEHTAPHOWM PACCTAHOBKE;

OAVH JOKYMEHT

0,42




onpeaeneHve popmarta AOKYMEHTa, HanucaHue wudpa

36 |pefaKTMpoBaHME KNACCUPUMKALMOHHOIO MHAEKCA; MpOBepKa| OAUH AOKYMEHT 0,5
NpaBWUIbHOCTU MHAEKCA, aBTOPCKOro 3HaKa

37 |cocTaBneHve KapTouykuM andaBMTHO-NPeAMETHOro KaTasora (Ha| ofHa KAapTouKa 2,0
HOBYIO TEMATUKY); HANMCaHMe Ha KapTO4yKe WHAEKCa, Ha3BaHWe
KaTanora W KapTOTEKW, B KOTOPbIX OTPANKAKOTCA [AOKYMEHTbI,
YKasaHMe CCbJIKW W  OTCbIIKA, CBA3b MeXAy OTAe/bHbIMU
pybpuKkamu
MpeameTnsauma AOKYMEHTOB:

38 |npeameTusauma  OOKYMEHTOB € MCMOJb30BaHMeM  pPybpuK| oAHO HasBaHMe 2,6
neyaTHOM KapTOYKKM; NPOBEPKA COOTBETCTBMA PYOPMKM neyaTHoW
KapTOUKM NpeaMETHOMY KaTanory

39 | npeameTusaLmMA 4OKYMEHTOB NPW OTCYTCTBUM NEeYaTHOMN KapTOYKK; | OO4HO Ha3BaHMe 3,0
03HaKOMJIEHUE C LOKYMEHTOM, onpeaesieHne pybpuKkm

40 |cocTaBfieHME HOBbIX NpeaMeTHbIX pPybpuMK ©  noapybpuK;| oAHa KapTouKa 1,5
nepeHeceHne Ha KapTOUKM CNyKeOHOW KapTOTEKK

41 |pepaKTnpoBaHue npeaMeTHON pybpuKN; NpoBepKa NPaBUIbHOCTA | OAHA KapToOuKa 5,0
npeameTHON pybpuKKU, TOYHOCTb HAaNMCaHUA
OpraHusauus andaBUTHOIO KaTanora:

42 | noabopKa KapToukM no andasmTy GaMuanini aBTOpoB MAW 3arnaBuii| OfHa KapTouKa 0,36
AN1A PACCTaHOBKM B andaBUTHbIW KaTanor

43 |paccTaHOBKa npeaBapuTeNbHO NOAOOPAHHbIX KApTOYeK B| oAHA KapTouKa 0,36
andaBUTHbIN KaTanor

44 | pepaktTnpoBaHue andaBUTHOrO KaTasora; NPOBEPKa PAacCTaHOBKM | OAHA KapTouKa 0,88

KapTo4ekK, npaBuibHOCTU AO6aBO‘-IHbIX N CCbINIOYHbIX KapPTO4EK,




ncnpasneHume OWNBOK

45 |HanucaHue pasgenutena ans andaBUTHOrO KaTanora, ykasaHue O4MH 0,88
OyKBbI, cnora pasgenuntesnb

46 |paccTaHoBKa pasgenutens B andaBUTHbIKM KaTanor: noabopka OAMH 2,0
pasgenutena no andaBuTy, MNOUCK MecTa pasgenurtens,| pasgenuTenn
NOCTAHOBKa, 3aKpenieHne CTepKHA
OpraHu13auma cCMCTeMaTUYECKOro KaTtasiora:

47 |nopbopKa KAapTOUKM MO MHAEKCAM, BHYTPWU pasgena no andasuTy | oAHa KapTouKa 0,42
damumnmin  aBTOpPOB WAW  3arfaBUit  ANA  PACCTAHOBKM B
CMUCTEMATUYECKMI KaTanor

48 |paccTaHOBKa MpeaBapuTesibHO MNofobpaHHbIX  KAPTOYEK B| OZHa KAapTOuKa 0,42
CMUCTEMATUYECKUI KaTanor

49 | pefaKTMpOBaHME  CUCTEMATMYECKOro  KaTajora:  MpoOBepKa| OfHa KapTouKa 0,88
NPaBUAbHOCTU HaNO/HEHUA PA34e/I0B KaTanora no CoAepKaHUIo,
WHAEKCALMM U pacCTaHOBKe, UcnpaBieHne owmnboK

50 |peknaccudpmKaumsa cucTeMaTUYecKoro KaTanora: WCnpaB/ieHWe| OfHa KapTouKa 10,0
WHAEKCOB, BHECEHNE U3MEHEHW B aNdaBUTHbIN KaTanor

51 |HanucaHnve pa3genuTensa ANA  CUCTEMATMYECKOrO  KaTtaJjora: OAMH 1,0
yKa3aHMe HaMMeHOBaHMA pasgena, nogpasgena W Apyrux| pasgenutens
pasgenutenemn

52 | pacctaHOBKa pasgenuTens B cucTeMaTUYeCKUI KaTanor: nogbopKa OAVH 2,0
no MHAEKCAM, MOUCK MeCTa, MOCTaHOBKA, 3aKpern/ieHne CTePKHA pasgenuTenb
OpraHu3sauma npeamMeTHOro KaTasora:

53 |noabopKa KapToYKM No npeamMeTHbIM pybpuKkam, BHYTpM pybpuK| ofHa KapTouKa 0,42

no andasuTy pamuanii aBTOPoOB UAW 3ariaBui




54 |pacctaHoBKa npeaBapuUTeNbHO NOA0OpPaHHbLIX KAapTOYeK B| OAHA KapTOuKa 0,42
npeAMETHbIV KaTanor

55 | pegakTnpoBaHue npeamMmeTHOro KaTanora: npoBepKa| ofHa KapTouKa 1,0
NPaBUAbHOCTU CCbIZIOK, OTCbINIOK, pyBpuK

56 |HanucaHue pasgenutena ANnA NpPegMeTHOro Katasora, yKasaHue OAVH 2,3
PYOPUKM, OTCBISIKM, CCbINKM pasgenuTenn

57 | paccTtaHoOBKa pasgenutens B NpeameTHbIN KaTasor, MOUCK MecTa, O4MH 2,0
NOCTAHOBKa, 3aKpenIeHne CTepKHA pasgenuTenb
OpraHuzauus HyMepaLMOHHOro KaTasora HOPMaTUBHO-
TEXHUYECKOM AOKYMEHTALNM:

58 |noabopKa KapToYKM No BUAAM AOKYMEHTOB, YCI0BHbIM UMGPOBbIM | OfHA KapTO4Ka 4,3
ob603HayeHMAM, andaBUTy COKPALLEHHbIX Ha3BaHUM CTpaH,
NAaTUHCKOMY andaBuUTy (MHOCTPAHHBIX CTaHAAPTOB), NO HOMeEpPam
OOKYMEHTOB

59 | paccTtaHOBKa npeaBapuTesibHO NOLOOPAHHbBIX KAPTOYEK B KAaTanor | O4HA KAapTO4Ka 0,41

60 |pepakTnpoBaHue KaTasora: nposepkKa NPaBUALHOCTU | OAHA KapTOuKa 2,6
6mbnmorpadmyecknx oOnuMcaHui, pPacCTaHOBKM, UWCMpaBieHue
OLWMBOK; BHECEHWNE AOMNO/IHEHUIN U U3SMEHEHUI B KaTasor (OTMeHa,
3aMeHa, U3MEeHeHWA, NPoAJieHMe CPOKa AeNCTBMA C yKasaHWem
WUCTOUYHMKA)

61 |HanucaHue u paccTaHOBKaA pa3aennTens OAVH 1,3

pasgenuTenb

OpraHu3auma 1 BegeHe 31eKTPOHHOTO KaTanora:

62 |cBepKa NOCTYNUBLUMX AOKYMEHTOB HA Ay6N€THOCTb B 9/1IEKTPOHHOM | OAMH AOKYMEHT 1,6

KaTasore




63 |NpunucbiBaHWE NPOAO/IKAOWMXCA M3LAHUNA B  SNEKTPOHHbLIA | OANH AOKYMEHT 1,6
KaTanor
dopmupoBaHue 6ubanorpapuyeckoin 3annucK ana 31eKTPOHHOro | 0AHa 3anuchb
KaTasnora; BeoA B 6a3y AaHHbIX; 3aNO/NHEHME COOTBETCTBYHOLLMUX
nonewn:
64 | Npy HaMYMK MaKeTa NeYaTHOM KapTOUKM 0,36
65 |npu OTCYTCTBUM NEeYaTHON KapTOYKM 0,42
66 |cocTaBseHMe aHaIUTUYEeCKOM 3anucu 3,5
67 |cocTaBneHme A06aBOYHbIX M CCbIZIOYHbIX ONMCAHUI OAHO onucaHue 0,88
68 |pepakTnpoBaHue bubanorpadpuyeckoit 3anncu B 6ase gaHHbix AC; | 04HO onMcaHue 1,3
BHECEHWE N3MEHEHU
69 |BBOA MepeyHAa nNpegMeTHbIX pybpuKk AJIY K cuctematMyeckomy| ogaHa pybpuka 0,36
KaTasiory U reHepasbHOM CNPaBOYHOMN KapToTeKe
70 |BbIBOA Ha 3KpaH Bubanorpadpuyeckmx sanmcen oA4Ha 3anucb 0,83
71 | pepakTnpoBaHue pybpuK, HanosiHeHMe pa3aenos O/lHa 3anucb 7,5
N3bATHE KapToYeK 13 KaTanoros
N3bATME KAPTOUYKM HA WCKAOYEHHble U3 BMBAMOTEeYHOro GoHAA | OfHA KAPTOYKA
OOKYMEHTbI:
72 |andaBuTHOro KaTtasora 0,42
73 | cuctemaTMYecKoro Katasora 0,36
74 |npeameTHOro KaTtasaora 0,36
75 | HymepauMoHHOro Katanora 0,42




76 |n3baTue 6nbnmorpadmyeckmx 3anncen U3 sSNEKTPOHHOTO KaTanora | oAHa 3anucb 2,0
TexHuYecKaa 06paboTKa fOKYMeHTa
HaknenBaHne Ha OOKYMEHT /IMCTKA CPOKAa BO3BPaTa, KapMallKa, | OAWH AOKYMEHT
ApAbIKa:
77 | NUCTOK CpOKa BO3BpaTa 0,42
78 | Kapmaluek 0,42
79 | ApAnbIK 0,26
HanucaHue wundpa Ha JOKYMEHTE U ApAbIKe: OOVH AOKYMEHT
80 |Ha OOKymeHTe 0,26
81 |Ha Apabike 0,36
82 |nepeHeceHne @OpPMATHOrO M cUcTemaTUHecKkoro wudpa C| OANH SOKYMEHT 3,0
KapTOYKKU HA AOKYMEHT
83 | opopmsieHME KAPTOUKM ANA TUPAKMPOBAHUA: onpeneseHne M| OA4HO HasBaHWe 1,0
YKa3aHue Tupaxa
84 | KOpPPEKTUPOBKA KAPTOUKM NOCAE TUPAXKNPOBAHUA OAHO Ha3BaHue 0,42
85 | pacnpeaeneHue KaTanoXHbIX KapTOYeK Ha HOBble NMOCTYMN/JEHUA NO | OAHA KapTouKa 0,42
CTPYKTYPHbIM NoapasaeneHmam nocae TMpaxxupoBaHUa
86 |3anosiHeHMe  KHWXKHOro  dgopmynapa:  yKasaHue  wudpa,| oANH KHUXKHbIN 0,88
WHBEHTAPHOIO HOMepa A[OKYMeHTa, ¢ammanMm U  MHULMANOB dopmynap
aBTOPA, ero Ha3BaHwuA, LeHbl, rofa n3gaHma
87 |3anosHeHMe KapTOUYKM MHAMKATOPA Ha AOKYMEHT, HAaNpPaBAAEMbIA | OANH MHANKATOP 0,88

B KHWUTOXpaHeHWe: yKa3aHne WMHBEHTAPHOro Homepa, aBTopa U




3arnasus, wWndpa paccTaHOBKM

88 |3anosiHeHMe nepenaTodyHOM BEeAOMOCTM Ha MNAPTUIO  HOBbIX | OAWMH AOKYMEHT 0,15

NoCTynAeHuin

PaboTa B AC

BbiBOA, Ha 3KpaH yYeTHbIX popMm, pacneyaTka: oAHa ¢popma
89 | AMcToB MHAMBMAYANBHOTO y4eTa AOKYMEHTOB 0,05
90 |nepenaTo4yHON BEAOMOCTM HOBbIX NOCTYNAEHUMN 0,05
91 |KapTo4ku c bubamorpaduyeckon 3anncblo A5 y4eTHOro KaTtasiora 0,05
92 | KHUXKHOro popmynapa 0,05
93 | KapTOYKM MHANKATOpPA 0,05




MprmeyaHune: K Hopmam BpemMeHU NPUMEHSIOTCA NOBbILLAOLME KO3OOUUMEHTDI:

- NpU cocTaBNeHUn 6mubamorpadmyeckoro onncaHMa Ha AOKYMEHT, Ha TUTY/IbHOM JIUCTE KOTOPOTrO YaCTUYHO OTCYTCTBYIOT AaHHble ana bubanorpaduyeckon
3anucm - 1,13;

- nNpu bubnnoteyHoit obpaboTKe: KMHOGOTOPOHOAOKYMEHTOB - 1,21; HOTHbIX, KapTorpapuyeckux, msomsgaHun - 1,15, cneumanbHbiX BUAOB Hay4YHO-
TEXHUYECKOW NUTepaTypbl U AOKYMeHTauuu - 1,10;

- npu paboTe c AOKYMEHTaMM HAa MHOCTPAHHbIX A3blKaX, NPU OpraHn3aumMm U BeAeHUN KpaeBea4eckoro Katasora (KapToTeku) n 6MbamMoTeyHoro Katanora Ha
MHOCTpPaHHOM A3blKe - 1,15.

4.4. Pabota c poHAOM

4.4.1. PaboTa no npuemy JIOKYMeHTOB

Tabnnuya 67
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n nsmepeHun BpemeHwu,
MUH.
1 2 3 4

1 [Mpuem LOKYMEHTOB B CTPYKTYPHbIX NOAPa3AeeHUNnAX:

2 npmnem LOOKYMEHTOB W3 O0OTAe/1la KOMMNIEKTOBAHUA, CBEpPpKa C OAHa napTuA 90,0
conposoanTeNlbHbIM matepnasiom

3 |perucrpauma HOBbIX MOCTYNAEHWA MEepPUOAUYECKMX W3AAHUK, | OAUH AOKYMEHT 0,4
npocTaB/iieHne OTMETKM B PErUCTPALMOHHOM KapToTeKe

4 |npocTaBneHue WTEMNeNs CTPYKTYPHOro MNoAapasAeneHuss Ha| OAMH SOKYMEHT 0,26
[OKYyMeHTe




Monbop AOKYMEHTOB 418 PAcCTaHOBKM B QOHAE:

5 |noobopKa [AOKYMEHTOB MO KNACCMPUKAUMOHHBIM UHAEKCAM, | OANH AOKYMEHT 0,52
ABTOPCKOMY 3HaKy
6 |noabopKa AOKYMEHTOB No popmaTy, MHBEHTApPHbIM HOMEPaM OOMH LOKYMEHT 0,36
7 |nopbopKka nepuoamMHecKkuMx W3gaHui no andasBUTy Ha3BaHMAM,| OAMH AOKYMEHT 0,5
rogam, Homepam
8 |noabopKa cneusuMaoB HOPMATMBHO-TEXHUYECKOW AOKYMEHTALMU | OAMH AOKYMEHT 0,36
Nno Knaccam, NoAknaccam, rpynnam, noAarpynnam, MHBEHTAPHbIM
HOMepam
PacctaHoBKa 6ubnmoTeyHoro poHAaa:
9 |paccTaHOBKA [OOKYMEHTOB HA CTe//a)axXx B CUCTEMATMYECKU-| OAUH LOKYMEHT 0,52
andaBUTHOM nopaake
10 |paccTaHOBKA [AOKYMEHTOB Ha cTensiaxax B GopmaTHO-| OAMH AOKYMEHT 1,3
MHBEHTAapPHOM MopsaaKe
11 |paccTaHOBKA NepuogMyeckux mM3gaHui no andasuTy Ha3BaHWM, | OAWH AOKYMEHT 0,52
rogam, Homepam
PaccTaHOBKa  HOPMATMBHO-TEXHMYECKON  AOKYMEHTAUMM MO | OAWH AOKYMEHT
Knaccam, noAknaccam, rpynnam, noArpynnam, WHBEHTAPHbIM
HOMepam
Konnuectso AoKyMeHTOB B NnoabopKe:
12 |1-5 0,52
13 |6-10 5,2
14 |11-15 0,88




PaccraHoBKa AOKYMEHTOB Ha MUKPOHOCUTENIAX B UHBEHTAPHOM U
HymepaunMoOHHOM nopAaake:

OAVH JIOKYMEHT

15 |npoBepka NpaBUIbHOCTN PACCTAHOBKM AOKYMEHTOB B OTAE/bHbIX | OAWH JOKYMEHT 0,5
maccuBax poHaa
16 | nepeaguxkeHue (nepeHeceHne) LOKYMEHTOB Ha CBOBOAHbIE MECTA | OAWH AOKYMEHT 0,4
17 |odopmneHne NOMOYHbIX pPa3deNuTesieid; HanmcaHue MOoJIOYHbIX oAuH 10,0
pasgenutenemn pasgenuntesnb
MpumeyaHune: K HOpMam BpeEMEHN MPUMEHAIOTCA NOBbIWatowme KoIGOULUNEHTDI:
- npu noabope n paccTaHoBKe KNHOPOTOPOHOAOKYMEHTOB - 1,2;
- npy noabope 1 paccTaHOBKe HOT, KapTorpaduyeckunx, nsonsgaHui - 1,5;
- Npu paboTte ¢ LOKYMEHTaMM Ha MHOCTPAHHbIX A3blKax - 1,15.
4.4.2. PaboTa no coxpaHHOCT poHAaa
N HanmeHoBaHuMe npouecca, onepauunun. Coctas paboTbl EamHuua Hopma
n/n n3mepeHua BPEMEHM,
MWH.
1 2 3 4
MpoBepka bubnnoTeyHoro poHAa:
1 |HanMcaHMe KOHTPOILHOIO TaN0HA Ha AOKYMEHT, YKa3aHWe Ha HEM OAMH TaNIOH 3,0

WHBEHTapHOro Homepa, wuodpa, pammanKn, MHUUMANOB aBTOPA,
3arnasus, roga, MecTa U3gaHus, LeHbl, MecTa XpaHeHus

Tabnuua 68



2 | MapKMPOBKA KOHTPO/IbHbIX Ta/IOHOB: YCTAHOBKA, M4 YYTEH AaHHbIN OZWH TaJIOH 8,0
AOKYMEHT (yYeTHbIN KaTanor, MHBEHTAapPHAA KHUIA), NpocTaBaeHne
0Mno3HaBaTe/IbHOro 3HakKa
MopbopKa KOHTPOIbHbIX Ta/IOHOB: OAMH TaNIOH
3 | no MHBEHTAapPHbIM HOMEpPam 0,1
4 | no andasuty dpamnanii aBTopoB NN 3arnaBui 0,1
5 | no knaccudmKaunMoHHOMY MHAEKCY 0,1
6 |CBepKa KOHTPOJ/IbHbIX TAJIOHOB C MHBEHTAPHOM KHWIOM, OTMETKa OZMH TaJIOH 2,0
NPOBEPKN Ha TAJIOHE U B KHUTE
7 |cBepKa KOHTPOJIbHbIX TA/JIOHOB C YYETHbIM MAM andaBUTHbLIM, OAMH Ta/IOH 3,0
TonorpaduyeckMm KatasoraMm, OTMETKA Ha Ta/loHE U B KaTanore
8 |npocmoTp $OpMbl  MHAOMBUAYANBbHOTO  y4yeTa, BblABAEHWE | OAWH AOKYMEHT 3,0
OOKYMEHTOB, He NpoLueLwnx NnpoBepKu
9 | cocTaBneHMEe KapTOYKN Ha LOKYMEHT, HEe NPOoLLEeALLINA MPOBEPKU OANH JOKYMEHT 3,0
10 |NOMCK AOKYMEHTOB, He MpoLealnXx NPOBEPKY, MO PasiNYHbIM | OAUH AOKYMEHT 20,0
yyYeTHbIM GopMam, KapToTEKaM, KypHaNam, KHUKHbIM NOJIKaM
CocTaBneHue cnUcKa HegocTatowmx B GoHAE JOKYMEHTOB OZMH CMNCOK
Konnyectso AOKYMEHTOB B CMIUCKE:
11 |1 0,78
12 |2-10 8,3
13 |11-25 19,3

O160p AOKYMEHTOB A1A U3bATUA U3 doHAA




MpoCcMOTpP AOKYMEHTOB Ha NpegMeT n3bATua 13 GoHAa:

OAVH JIOKYMEHT

14 | HenpodUNbHbIX 3,1
15 | pybneTHbIX 1,6
16 |ycTapeBLlwmnx No cogeprKaHnto 3,1
17 | BeTxux 0,88
18 | manoncnonbayembix, HEUCMNONAb3YEMbIX 2,6
MoAroToBKa AOKYMEHTOB K aKTUPOBAHUIO:
19 |noabopka AOKYMEHTOB B MApTMM MO NPUYMHAM U3bATUA, CBEPKA C| OAUH AOKYMEHT 0,36
KHWXXHbBIM popmMynapom
20 |noabopka KHMKHbIX GOPMYNAPOB Ha OOKYMEHTbl B NopsaaKe | oanH dopmynsap 0,42
WHBEHTapPHbIX HOMepoB, andasBuTa, KypHaabl - NO rogam u
HOMepam
COCTaB/IEHME CMUCKA K aKTY BblObITUA (Nepegaun), noacyeT obLuei OAMH aKT
cymmbl, obOpMAEHNE aKTa; NoraleHne MHBEHTAapHOro Homepa U
wremnens 6U6AMOTEKMN HA LOKYMEHTE; NOALIMBKA aKTOB
KonnyectBo AOKYMEHTOB B CMIUCKe:
21 |1 0,78
22 |2-10 7,8
23 [11-25 19,3
MoarotoBKa 4OKYMEHTOB B Nepenner:
24 |oTbop [OKYMEHTOB fAA Mepenseta; NpPoBepKa COCTOAHWA | OAMH AOKYMEHT 3,0

[AOKYMeHTa; 3ano/iHeHue (CBepKa) KHUKHoro dopmynapa




25

no,u,60pKa KOMNNEKTOB, CBA3Ka B NMNa4Ku; Od)OpMHEHMG OOKYMEHTOB
Ana nepenayun B nepennetr

OAVH JIOKYMEHT

2,6

26

noAroToBKa AOKYMEHTOB K BOCCTaHOBEHMIO: NOAO0P AOKYMEHTa,
aHa/NIONMYHOrO  MoBpeXKAeHHOMY, odopmieHMe 3aKasa Ha
KonupoBaHue

OANH AOKYMEHT

10,0

27

npmem 3aKa3a nocine KonnmposaHuA, NpPoBepPKa Ka4decCTBa Konui,
noAaroToBKa AOKYMEHTA K nepennety

OAVH JIOKYMEHT

7,0

28

npuem [OOKYMEHTOB W3 Mepenneta; CBepKka MOCTYNUBLUMX U3
nepensieta AOKYMEHTOB C KHUXHbIM GOpMyaapom, NpOBepKa
KayecTBa Mepensieta; BOCCTAaHOB/IEHME 3arfaBWUs; HaMMCaHuWe
wndpa Ha APSIbIKE, KOPELLKe AOKYMEHTa

OAMNH JOKYMEHT

7,0

MoAwmnBKa raseT U TOHKUX }KYPHANO0B:

29

onpeaeneHvie GopmaTa, BAOKEHME KOMM/IEKTA KypPHaoB B Nanky
HY}KHOro popmaTa, 3aBA3blBaHWE; BbiHECEHWE WKdpa, HA3BAHUS,
rofa u3faHus, HOMEpPOB KYPHANO0B Ha 06/10KKY M KOPELIOK NanKu

0AHa narka

3,0

30

pacKnafka rasetbl MO Ha3BaHWAM, MpPOKasbiBaHWe, BNOXeHWEe B
KapToHHY0 06710XKy (nanky), NpowWwHypoBKa, odpopmieHue
0610KKM (Ha3BaHWe, roa, HOMep, MecslLl)

O4Ha nanka

5,0

Menknin pemMoHT doHAa:

31

nogKnenka AOKYMEHTa, KapMallUKOB, Sip/blKOB, BOCCTAHOB/IEHUE
3arnaBum U MHOM PEMOHT

O4Ha nanka

2,0-5,0

ObecnbinuBaHue poHAa:

32

obecnblninBaHMe ¢oHAA C Nomoulbio Mbliecoca; obecneyeHue
paboyero mecta TeXHUYECKMMW CPeACcTBaMU:  Mbl1ECOCOM,
pabouMm  CTO/IMKOM, CTPEeMAHKOW, BeApoOM; MpoBedeHUue
obecnblMBaHNA, 3aHeceHWe TexXHUYeCKMX CcpeacTs B MecTa

oAHa
Mepono/Ka

12,0




XpPaHEeHUA

33 | py4yHoe obecnblinBaHMe ¢oHAa; obecnevyeHne paboyero mecTa oAHa 9,4
TEXHUYECKMMU CPEeACTBAMU: CTPEMSHKOW, pabouMm CTONMKOM, MepOonosiKa
TENIeXKKON, Be4pOM, TPANKAMU; NPOTUPKA, 3aHECEHNE TEXHUYECKUX
CpeacTB B MeCTa XpaHeHuA
MprmeyaHune: K HOpMam BPEMEHW NPUMEHSAIOTCA NOBbILatowme Ko3adPUUNEHTbI:
- NpU py4HOM obecnblivBaHUM GOHAA HOTHbBIX, KapTorpadpuUecknx, nsonsganuii - 1,2;
- Npy o0becnblIMBaHNK C NOMOLLLLIO Mblnecoca - 1,3.
4.4.3. U3yyeHune bubanoteyHoro ¢oHAa
N HanmeHoBaHuWe npouecca, onepauunun. Coctas paboTol EamHuua Hopma
n/n n3mepeHus BpPEMEHM,
MWH.
1 2 3 4
MogrotoBuTeNbHAA paboTa No U3yyeHuno GUbanoTeuyHoro GoHaa:
1 |coctaBneHue naaHa paboTbl MO U3ydveHUto BubanoTeyHoro poHaa OAMH NAaH 10,0
(4yactn doHAa)
2 |noArotoBKa WMHCTPYMEHTapua no wu3ydeHuo 6GubamoTteyHoro| opHa Tabauvua 10,0
¢$oHAa; cocTaBneHme TabanLbl MO PAa3/IMYHbIM acneKkTam U3yyeHus
3 |nopmbopka 6ubnuorpadunuecknx nocobuit, MHPOPMALMOHHBLIX| OAHO nocobue 10,0

CMUCKOB ANa npoBeaeHna paboTbl MO M3y4eHUo bnbanoTeYyHOro
¢doHaa

Tabnuua 69



4 |npoBepeHWe MHCTPYKTaXKa 414 NpoBeAeHMA paboT No U3yyeHuto OANH 10,0
6mbnnoteyHoro poHAa WMHCTPYKTaX
Bbubnunorpadpuueckoe nsyyeHme bubanotevHoro poHaa
O3HaKoM/ieHUe C cogeprkaHnem bubnmorpaduyeckoro nocobus,| oaHo nocobue
MHPOPMAUMOHHOIO CNMUCKA 415 NPOBeAeHUs PaboTbl MO U3yYEHUIO
6mbnnoTteyHoro poHAa
Konunyectso Ha3BaHMIA B NOCO6MU:

5 11-25 15,7

6 [26-50 34,0

7 |51-100 68,0
CBepKa KapToOYKM KaTasnora ¢ 6ubanorpadmyeckum oOnMcaHMeEM | OZHA KapTouKa
JOKYMEHTa, YKa3aHHOro B MOCOBUM; OTMETKa O Haauiuu
OOKYMeHTa B poHAeE:

8 |andaBuUTHbIN KaTanor 2,0

9 |cucTemaTMYecKkuin Katanor 5,0

10 | coctaBneHue 6ubanorpadpuyeckoro onMcaHUsa Ha OTCYTCTBYIOLLME | OAHA KapTOudKa 2,6

B 6Mb61MOTEKE AOKYMEHTbI

MpocmoTp HAaNONHEHMA CUCTEMATUYECKOrO KaTasiora B Pas/IMyHbIX
aCneKTax (I'IO oTpacnam 3HaHWA, BuUAaM, Trogam W A4Opyrum
aCI'IEKTaM); conoctaBneHne nOJIYH4EHHbIX OdHHbIX C TE€MaTUKO-
TUNONOTNMYECKUM (I'IepCI'IEKTI/IBHbIM) N1IaHOM KOMNNEKTOBAHUA;
YTO4YHEHWNE, BHECEHUE KOPPEKTUB B MNMJ1aH KOMMNIEKTOBAHUA

OlHa KapTO4Ka

KonnyecTtBo KapToOYeK B ALMKeE:




11 |1-500 43,0

12 {501 -1000 85,0

13 11001 - 2000 173,0
CTaTucTMyeckoe usydyeHume 6ubanoreyHoro doHaa:

14 |3anofHeHMe cTaTUCTUYecKux Tabauu, (no coctaBy, AMHaMUKe M| oAHa Tabauua 10,0
CTEeMNeHW MCNosb3oBaHUA 6ubanoTeyHoro GpoHAa) Ha OCHOBAHUMU
YY4ETHOM JOKYyMEHTaLNK

15 |pacyeT nokasatenen KHuroobecneyeHHOCTH, OOpPALLAEMOCTH, OAVH 4,0
YMTaeMoCTn noKasartenb

16 |cnnowHOM NPOCMOTP AOKYMEHTOB Ha CTe//Ia)KaX, MOACYET MO | OAWH AOKYMEHT 0,84
KHWXKHbBIM GOpPMYNapamM UM IMCTKAM CPOKA BO3BpaTa KOMYeCTBa
KHWUroBblaau

17 | MapKnpoBKa Heucnosiblyemoih 4Yactu ¢oHAa B 3aBUCMMOCTU OT| OAUH AOKYMEHT 0,26
NPUYKH, BbI3BaBLUMX HU3KYO 06palLaeMocTb

18 |3anonHeHue Tabnunubl WHTEHCMBHOCTHU MCNONb30BaHUA | oAHa Tabauua 50,0
6mbnnoTteyHoro poHAa
CoctaBneHve 1 aHanu3 Tabauy no usyyveHwuto 6ubAMOTEYHOTO
¢doHaa
CocrasneHue Tabanybl:

19 | no cocTaBy, pa3BUTUIO U UCMOIb30BaHUIO BMbBAMOTEYHOrO doHAa ofHa Tabnaunua 63,0

20 [no cTeneHun ucnonb3oBaHMA GOHAA B Pa3NUYHbIX acnekTtax (B| oaHa Tabnauua 68,0
OTpac/ieBoM, NO BUAAM U34aHUI M MHBIM acneKTam)

21 |no obbemy Hencnosib3yemol 1 masocnpalimBaemoin yact doHaa | ogHa Tabamua 63,0




U NpunynHam ee HakonaeHunA

AHanus Tabanupbl:

22 | no cocTasy, Pa3BUTUIO U UCNOJIb30BaHMIO bMbanoTeyHoro ¢poHaa oaHa Tabaunua 56,0

23 |no cteneHyW wcnosb3oBaHMA ¢oHAA B Pa3/MYHbLIX acnekTax (B| ogHa Tabauua 56,0
OTpPacneBOM, N0 BUAAM U3LAHUI U UHBIM acnekTam)

24 | no cocTaBy W BEJIMYMHE HEUCMNOIb3YEMOWN MU MasiocrpalinBaemoli | ogHa Tabaunua 60,0
yactu poHAa 1 NpUYMHaAM ee HaKonaeHua

25 | cocTaBneHne NaaHa MeponpUATUIN peanm3aumm NpeanoXeHuin no OAMH NNaH 161,0
pesy/sibTatam nsydyeHunsa poHaa

MpumevaHme:
- BpemsA NpoBefeHUsa MHCTPYKTaXKa B HOPMY BpEMEHU He BXOAMT;

- Npu paboTe ¢ JOKYMEHTAaMM Ha MHOCTPAHHbIX A3blKax K HOPMaM BPEMEHU NPUMEHSETCA NoBbIWakoWmii KoadpduumeHT 1,15.
4.5. O6cnyxunBaHue YnTaTenei

4.5.1. PaboTa c untatenem

Tabnuua 70
N HanmeHoBaHuWe npouecca, onepauunun. Coctas paboTbl EamHuua Hopma
n/n nsmepeHua BPEMEHM,
MUH.
1 2 3 4

3anucb yntatens B 6UbGAMOTERY:




NPOCMOTP AOKYMEHTOB u4uTaTena (nacnopt, YyAoCToBepeHue,
Nopy4YnTeNbCTBO); MPOBEPKA HaAMUMA YYeTHO-PerucTpaumoHHom
KapTO4YKM  uuTaTenNa; Bblgaya aHKeTbl 444  3anoJHeHusA
nosnb3osatenem C MOAPOBHbIM MNOACHEHMEM MO 3aMONHEHUIO
nonew

O4WH YnuTaTesb

2,0

3anofiHeHne ¢opmynsapa uUMTaTens, Y4YeTHO-PerncTpPaLMoHHOM
KapTOYKM, YNTATEIbCKOro bunerta

OAVH YnTaTesb

2,0

O3HAaKOMJ/IEHMe  uuTaTena € MpaBuiamMuM  NOJIb30BaHUA
6ubanoTekon, pacnonoxeHnem ¢oHAa, CNPABOYHLIM annapaTom,
3NEKTPOHHbIMU pecypcamu (ayAMOKHUIaMU, yaaneHHbIMK 6asamu
OaHHbIX, AMCKaMmu, punbmorpadueit)

O4WH YnTaTeNb

5,0

nonbopka WM pacctaHoBka no andasuty damunanin ymutaTenei
YY4eTHO-PErncTpauMoHHbIEe KapTOYKK

OflHa KapTouKa

0,26

Mepeperucrpaums YuTaTenei:

nouck dopmynsapa (perucTpaLMoHHOW KapTOYKWM) uyuTaTens,
BHeceHne N3MeHEHUN B HUX U YnTaTeNbCKUin bunet

OAVH YnTaTeNb

12,0

3anucb (nepepeructpauus) uutateneil B aBTOMaTM3NMPOBAHHOM
pexume:

Habop Ha KnaBuaType CBeAEHMIM O uyuTaTene: GaMuaus, UMA,
OTYECTBO, XapaKTepusylolwue ero npusHaku (obpasoBaHue,
CNeLnanbHOCTb U MHble NMPU3HaKK), Kog,

O4UH YnuTaTenb

6,0

KOHTPONb 33 BO3MOMHbIM HaAMYMeM JAaHHbIX O uuTaTene,
3anucaswemca B 6ubnnoTeky (paHee 3anucaH, AuvlieH npasa
Nno/ib30BaHuA)

O4WNH YnTaTeNb

1,0

odopmaeHne Koga YMTaTeNn C KOHTPOJIbHbIM Pa3pAaa0M U CPOKOM
No/b30BaHMA UUTaTeNIbCKUM BUAETOM Ha OCHOBE BblAaHHOW

OAWNH YnTaTeNb

0,52




nHpopmaymm

9 |BbIBOA Ha NPUHTEP CBEAEHWIA O 3anNMCaBLUEMCS YMTaTesle B BUAE | OAMH YnTaTesb 1,3
621aHKa, Bblpe3aHue 61aHKa U1 BKEKa ero B YntaTesibCKuin bunet
PaboTa AMcneTyepcKom cnyKobi:

10 |npuem uuTaTenbckoro TpeboBaHWA; MNPOBEPKA NPABUAbHOCTU o4HO 2,0
3ano/IHeHNs  TpeboBaHWA, YTOMHEHME  MecTa  XpaHeHusa | TpeboBaHue
OOKYMEHTOB;, OTMETKa B [AUCNETYEePCKOW CeTKe, nepedaya
TpeboBaHMA B KHUrOXpaHeHWe
BbinonHeHMe TpeboBaHMit NoTpebuTenen, Bblaavya AOKYMEHTOB U3
OCHOBHOTMO KHUTOXpaHEeHUs:

11 |nony4yeHue TpeboBaHMA, perncTpayma, nogbopka mx no wmnppam oAHo 3,0

TpeboBaHue

12 |noucK [AOKyMeHTa, OTMETKa Ha TpeboBaHMWU, KHUMKHOM o4HO 5,0
dbopmynsape, AMCNeTYepCcKon ceTke TpeboBaHue

13 |ycTaHOB/AEHME MECTa HaXOXAEeHUA HeHalAeHHOro AOKYMEHTa Mo oAHo 7,0
CNpPaBOYHbIM KapTOTEKaM, KaTasioram TpeboBaHue

14 |Bblgaya AOKYMEHTAa W3 OTAENa KHUTroXpaHeHus noTpebutento;| oAuH AOKYMEHT 2,0
OTMeTKa Ha KHUXHOM dopmynsape, TpeboBaHuA

15 |npuHATME [AOKYMeHTa OT noTpebuTensa; MNOUCK KHUMKHOIO | OAUH AOKYMEHT 3,0
dopmynsapa, TpeboBaHMA; NOraleHne OTMETKM O Bblgaum
Bblgaya KOMNNEKTOB AOKYMEHTOB BO BpPEMEHHOE MoJ/b30BaHue
noapasaeneHnam 6nbnmoTeku:

16 | odopmneHune 3as8BKM HAa KOMMNEKT AOKYMEHTOB, NepenaBaemblii B| 0OJHa 3aABKa 5,0

CTPYKTYpHOE noZpasgenieHne




17 |nopbop [AOKYMEHTOB B KOMIJIEKTbl; HanucaHWe BTOPOro| OAUH AOKYMEHT 40,0
3K3emMnasapa KHUXKHoro ¢opmynsapa (MHAMKaTopa)
Bblgaya KOMMIEKTOB [JOKYMEHTOB, OTMETKa Ha KHWXHOM | OAWH AOKYMEHT
dopmynsape (MHAMKaTOpPE) AaTbl BblAAYM, AAHHbIX MOAPA3AENEHUS,
NOJTY4YaAKOLLEr0 KOMMNEKT
KonnyectBo AOKYMEHTOB B KOMMJIEKTE:
18 |25 6,8
19 |50 13,5
20 |200 108,0
MonyyeHMe  KOMMJIEKTOB  AOKYMEHTOB  OT  CTPYKTYPHbIX | OAMH KOMMNAEKT
nogpasaeneHuii; NOUCK KHWXKHOro dopmynsapa (MHAMKaTopa),
noraweHne OTMETKM O BblAaye, BNOXKEHNE ero B JOKYMEHT
KonnyecTtBo fOKYMEHTOB B KOMMJIEKTE:
21 (25 6,8
22 |50 13,5
23 | 200 108
O6cnyuBaHWe ynTaTesiell B YNTaIbHOM 3ane:
24 |npoBefgeHWe KOHcy/nbTauui, becen ¢ yMTaTeNAMM Yy KaTasloros, oAHa 10,0
KapTOTEK, KHUKHbIX NONOK; MHOOPMUPOBAHME YMTATENIEN O HOBbIX | KOHCY/AbTaLMA

NnocTynieHusax, O paboTe 3NEeKTPOHHOro KaTasora, CTaHUuu
camoobecnyKMBaHUA, O paboTe C 3/MEeKTPOHHbIMKM  pecypcamu
yaaneHHbix 6a3 AaHHbIX, O BO3MOMHOCTAX PaboTbl B JNUYHOM
KabuHeTe Ha caiTe 6MBAMOTEKM, O MNONb30BAHUU AETCKOWM
KOMHaTOM




Moabop AOKYMeHTOB B noacobHom ¢oHAe UUTaNbHOro 3ana,
nepepgaya Ha kadbeapy BblAaum:

OAVH JIOKYMEHT

25

no TpeboBaHuMto YMTaTens

3,0

26

no yCTHOMY 3anpocy

3,0

27

no OI'Ipe,D,EI'IEHHOVI Teme

3,5

Mopbop AOKYMEHTOB MO y4yebHOM Nporpamme Ha OCHOBAHWUU
MaKeTa KOMMNEeKTa AOKYMEHTOB, BblAaBaeMblX CTyAeHTam, noa6op
yyebHMKoB No daKynbTeTam, Kypcam, rpynnam; cBepKa KHUMKHbIX
$opMyNAPOB C HazBaHNEM KHUT, UHBEHTaPHbIMW HOMEpamu

OANH KOMNANEKT

Konnyectso OOKYMEHTOB B KOMNJIEKTE:

28

10

4,0

29

20

8,0

30

40

16,0

31

Bblga4a [OOKYMEHTa: CBEPKaA BblgaBaemoro JAOKYMEHTa C
YUTATE/IbCKUM Tpe6OBaHMeM; NpoBEPKa Hann4ymAa CTpaHunl,
BHECEHME 3aNNUCN Ha YUTATE/IbCKOM Tpe6OBaHMI/I (KOHTpOﬂbHOM
}'IMCTKe), B/IOXKEHWE B YNTATEIbCKUN 6I/IﬂeT,' PacCTaHOBKa, OTMETKa
KHUToBbl4a4un

OAVH JOKYMEHT

2,0

Bblgaya [OOKYMEHTOB: CBepKa BblgaBaemMoro JAOKymeHTa ¢
YUTATE/IbCKUM Tpe6OBaHMeM; NpoBEPKa Hann4ymAa CTpaHunl,
CKaHMPOBATb YnTaTeNbCKUN 6MJ‘I€T; CKaHMpoOBaTb BblaaBaemMble
KHUTK; OTMETKa KHUTOBbIAa4YU; OTMETKa CTaTUCTUKHU
nocewaemocCTu:

32

NPUHATNE OOKYMEHTA: CBEPKaA €ro C TpeﬁoBaHMeM (KOHTpOJ’IbeIM
}'IMCTKOM), nposepKa COXPaHHOCTU OOKYMEHTA, Han4nA CTpaHul,

OAVH JOKYMEHT

2,0




BHECEHME OTMETKU O npmneme

33 |nonyyeHne [OOKYMEHTa, 3aKa3aHHOroO uuTaTesiem B OTAesie | OAWH AOKYMEHT 0,5
KHUTroXpaHeHun

34 |nepepava OOKYMEHTa, CAAHHOrMO 4uTaTenem, B  OTAEN | OAWH AOKYMEHT 1,0
KHUTroXpaHeHuA
OT60p 1 Nepenayva 4OKYMEHTOB Ha KONMUPOBAHUE:

35 |oT6op [AOKYMEHTOB (OTAeNnbHbIX CcTaTel) Ana nepegayvyM Ha| OAMH AOKYMEHT 5,0
MUKpOPUAbMMPOBAHME U KONUPOBAHME

36 |NOAroTOBKa AOKYMEHTOB K KOMWPOBAHWIO, opopMaeHMe 3aKasa, | OANH AOKYMEHT 3,0
perncTpaums B y4eTHbIx opmax

37 |nonyyeHne muKkpoduabMa M KOMWUKM, NPOBEPKA NPABMUAbHOCTU OAMH 3aKa3 5,0
BbINOJHEHUSA 3aKas3a
O6cnyxunBaHMe YntaTenen Ha aboHemeHTe:

38 |noabop AOKYMEHTOB A1 PEKOMEHAALUN YNTATENSAM OOVH AOKYMEHT 5,0
Bblgaya AOKYMEHTOB uuTaTesito, MOUCK dopmynsapa uuTaTens, | oAMH AOKYMEHT
YKa3aHMe CpoKa BO3BpaTa, MPOBEPKA HaAMuuA  CTpaHuL;
obcnyKmBaHue
Bblgaya [OOKYMEHTOB: CBEpPKa BblA3aBAaeMOro [JAOKYMEHTa C
ynTaTeNIbCKMUM TpeboBaHMEM; MpPOBEpKa Ha/iMuMA CTpaHuL,

CKaHUpoBaHWe ynTaTe/IbCKOro bunera; CKaHUpoBaHWe
BblAAaBAaEMON KHWIM; pacneyaTka KOHTPOJIbHOFO JINCTKA C
YKa3aHMeM CpoKa BO3BpaTa M CMMCKa BblAAHHbIX KHUM, OTMETKa
KHUIOBbIAa4YMN; OTMETKA CTAaTUCTUKN NOCELLLaEMOCTHU:
39 |B3poCabIX 2,7




40 | peten 3,2
41 |npoBeaeHune beceabl C unmTaTenem, MHPOPMUPOBAHME O HOBbIX| OAMH UYUTaTesb 5,0

NOCTYNAEHUAX

MNonyyeHne AOKYMEHTA OT YNTATENA; BHECEHUE OTMETKU O npueme, | O4MH 4OKYMEHT

NpoBepKa HanMuMa CTPAHWUL, BJIOKEHWE KHUMKHOro Gpopmynapa;

obcnyKmBaHue:
42 | B3pOCabIX 1,8
43 | peten 5,0
44 |npoasieHue CpPoKa NMo/b30BaHMUA AOKYMEHTOM; NOUCK Gopmyaapa | oanH dopmynsp 3,0

yutaTtenAa; BHeCeHMe OTMETKU O Npoa/sieHUN CPOKa NOJIb30BaHUA




MprmeyaHune: K Hopmam BpemMeHU NPUMEHSIOTCA NOBbILLAOLME KO3OOUUMEHTDI:

- NpW 06CNYKMBAHUKN YUTaTeNel KUHOPOTOPOHOLOKYMEHTaMM - 1,2;

- Npu 06CNYKUBAHUMN YNTATENEN HOTHBIMM, KAapTOrpaduueckumm, nsonsgaHusamm - 1,15;

- Npu 06CNYXKUBAHUN YNTATENEN CNELMANbHBIMU BUAAMM HaYYHO-TEXHUYECKOWM NTepaTypbl U AOKYMeHTaumn - 1,1;

- Npu paboTe ¢ LOKYMEHTaMM Ha MHOCTPaAHHbIX A3blKax - 1,15.

4.5.2. BHyTpeHHsAA paboTa

Tabanya 71
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n nsmepeHusn BpemeHwu,
MUH.
1 2 3 4

MoAroToBKa K Bblaaye:

1 |pacctaHoBKa ¢opmynspoB uutaTesneir (Mo cpokam, Homepam, | oaunH dopmynsap 1,0
andasuty)

2 | paccTaHOBKa CAAHHbIX AOKYMEHTOB B GOHAE OTKPbLITOrO A4OCTyNa | OAMH AOKYMEHT 2,0

3 | pacCTaHOBKA CAAHHbIX AOKYMEHTOB B POHAE OCHOBHOMO XPaHEHUs | OA4MH AOKYMEHT 3,0

4 |noaseaeHve WTOroB paboTbl 3a MpOWeEAWNA AeHb, BHECEHWE| eXeaHeBHO 15,0

3anuncun B AgHEBHUK

5 |nopbop AOKYMEHTOB MO NpesBapuTe/IbHbIM 3aKa3zam untatenei u| oguH AOKYMEHT 3,0
naaHam YTeHus




6 |NpOCMOTpP HOBbIX NOCTYNNEHUI ANA PEKOMEHAAUUM YMTATENAM OOVH OOKYMEHT 2,0

7 |npocMOTp WM  MNOMOJMHEHME  KHWUXHbIX BbICTaBOK, ALWWKOB | OAUH AOKYMEHT 3,0
cBO60OAHOro BbIbOPa KHUF, TEMATUYECKUX MOJIOK U CTENNAXKEN

8 |noarotoBKa paboyero mecrta eXKeJHEeBHO 10,0
PaboTa c dopmynapom yntartens:

9 |aHanm3 ¢GopmMynspoB uMTaTENElN, BbIABAEHME YUTATENbCKUX | 04MH dopmynap 4,3
MHTEpecoB

10 |cocTaBneHMe KApTOUYKM AN1A KapTOTEKM YMTATENbCKMX MHTEPECOB; | OAHA KapTouyKa 0,86
COCTaB/E€HME CNUCKA YNTATENIbCKMX MHTEPECOoB - 1 3anucb

11 |3anucb B dopmynapax (MHbIX LOKYMEHTax) 0 pe3y/bTaTax aHaAu3a| ofHa 3anucb 3,6
YTeHMA 33 onpeaeneHHbIN Nnepuog,

12 |3anucb B pgHeBHWKe OWOAMOTEKapA O AMHAMWKE YTeHUs W O/ZiHa 3anucb 9,2
WHTepecax ymuTaTens (rpynnbl Yntatenei)
PaboTa c untatensimu, He BO3BPaTUBLUMMU AOKYMEHTbI B CPOK:

13 |npocmoTp u oTbop GOpMynspoB uuTaTenei, He BO3BPATUBLUUX | OANH popmynap 1,0
OOKYMEHTbI B CPOK

14 |HanucaHWe OTKPbITOK-HAaNOMMWHAHWI O BO3BpaTe AOKYMEHTOB; | oAMH popmynsap 6,0
OTMETKa AaTbl HANOMMHaHMA Ha popmynsape

15 |onoseueHre (No TenedoHy, 3NEKTPOHHOW MNouTe) yutaTtens, He| oauH bopmynsap 5,0

BO3BPATMBLUEIO AOKYMEHTbI B CPOK; OTMETKA AaTbl HANOMUHAHWA B
dopmynsape

KoHTponb 3a CpOKamm BO3BparTa AOKYMEHTOB B
aBTOMaTU3MPOBAHHOM PeXUME:




16

BblBO, Ha NPUHTEP NO yCA0OBUAM CMNMUCKa yutatenen n aboHeHTOB-
3a40/1*KHUKOB

O4Ha 3annucb

0,16

17

COCTaB/ieHMe CNUCKa 3a40/1*KHNKOB

ofHa 3anuncb

0,16

18

pacreyaTka Ha NPUHTEPE HAaNOMWHAHUA aBOHEHTAM M YMTATENAM O
CpoKe Bo3BpaTa (agpec, HazBaHWA B3ATbIX OKYMEHTOB)

O4Ha 3aMuncb

2,2

19

n3bATUE U3 6asbl AaHHbIX CBEAEHWUIA O 3aHATOCTM BO3BPALLEHHbIX
JOKYMEHTOB

oJHa 3anuncb

0,4

OdopmneHre Noncka 3aL01KHUKOB Yepes cya,:

20

CHATME Konuu c dopmynsapa uuTaTens; yYTOYHEHME aBTopa,
Ha3BaHMA, WHBEHTAPHOIO HOMEpa, LUEeHy [AOKYMeHTa, He
BO3BPALLEHHOTO B CPOK; MepeyYncieHne rocnowvHbl 33
opopMaeHne NCNONHUTEbHBIX HAZNUCEN; Nepesaya Aena B cy4,

OAMH JOKYMEHT

2,7

21

nosyyeHne u opoOpMAEHNE [OKYMEHTOB W3 HOTapuaabHOM
KOHTOpPbI (NpOCTaBfeHNMe HOMepa pPacYyeTHOro cyeTa, Homep
NCMNONHUTENBHON HAaAMMWCHK)

OAVH JOKYMEHT

2,7

22

COCTaB/IEHME aKTa Ha OMAaTy yYepes Cyh YyTepsHHbIX AOKYMEHTOB
(npunoxkeHue K akty - popmynsap untatens)

OAVH JOKYMEHT

2,7

Mprem AOKYMEHTOB B3aMeH yTepPAHHbIX:

23

NMOWCK umnTaTesIbCKoro GpopmMynspa; BHECEHWE COOTBETCTBYHOLLEW
3anucu B GopmMynap, TeTpadb YdyeTa KHUI, MPUHATbIX B3aMeH
YTEPAHHbIX

OAVH JOKYMEHT

10,0

24

NPOCMOTP AOKYMEHTa, Npeanaraemoro B3ameH yTepsAHHOTo

OAIVH JIOKYMEHT

2,0

PaboTa c oTKazamu:

25

yyeT un KﬂaCCMCbVIKaLI,VIH OTKa30B: OTMEeTKa Ha JINCTKe YNTaTe/IbCKOro

OfiIHO

1,6




TpeboBaHMA NPUUYMHY OTKa3a TpeboBaHue
26 | paccTaHOBKa ynTaTeNbCKUX  TpeboBaHW B KapTOTEKY oAHO 0,32
"Heyn0BNETBOPEHHDbIN cnpoc” TpeboBaHue
27 |aHanuM3 OTKa30B, COCTaBAEHME CBOAKW OTKA30B B OTPAC/IEBOM OAMH OTKa3 1,0
paspese (Mo nNpuuyMHaAm OTKasa M Mepam UX JMKBUAAUUM WU
npeaynpexaeHus)
28 |cocTaBsieHne 6ubAMOrpaduUUYEckoro OMMCAHUA Ha AOKYMEHTHI, oAHo 2,0
Mmelowme Hanbosibliee YMCIO OTKA30B, U Nepeaada KapToyku B | bubnuorpadpuye
OTAe/1 KOMMJIEKTOBAHUA CKOe onuncaHue
4.5.3. BHecTtauMoHapHoe obcnyKnsaHue
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n n3mepeHmn BPEMEHMN,
MMH.
1 2 3 4
OpraHuzauma 6ubAnMoTeYHbIX MYHKTOB, NepeaBUKHbIX 6UbBANOTEK:
1 |3aKntoueHue gorosopa mexay 6ubnmoTekon n opraHnsaumen, rae| OAWH AOroBop 270,0
OyAeT OCyLecTBAATbLCA BHECTALMOHAPHOE 06CNyKMBaHMe
2 |odopmneHune dopmynapa 6UBAMOTEUHOIO NYHKTA oauH dopmynsp 13,5
3 |odopmneHune nanku c AOKYMeHTamu (4orosop, 4OBEPEHHOCTb Ha 0fHa narnka 13,5
noay4yeHue KHUT, popmMmynspoB BUHGANMOTEUYHOro NYHKTA, OTYETOB)
4 |cocTaBneHMEe CXembl pasmelleHMa OUBIMOTEUHbIX MNYHKTOB Ha 0fHa cxema 126,0

Tabnnuya 72



TeppuTopUN ropoaa, paioHa

5 |coctaBneHne rpadmka obmeHa [AOKYMEHTOB, HaxoAdAwWMXcs B| OAMH rpaduK 18,0
6MbMOTEYHBIX NYHKTaX, NepeaBuKHbIX bUbanoTeKkax

6 |cocTaBneHWe njaaHa MeToAMYEecKOW nomowm 6ubnanotekapam-| OAMH NaaHa 46,0
06LLecTBEHHMKaM

7 |odopmneHne ob6bsABNEHMA O AHAX M Yacax paboTbl BUbMOTEYHOTo oAHo 12,0
NYyHKTa, nepeasuKHon bubanotekm obbasneHmne
Moabop KOMMNAEKTOB AOKYMEHTOB AnA OMOBAMOTEYHOro MyHKTa,
nepeasuKHoOM bnbAnoTekn
MopbopKa KOMNIEKTa AOKYMEHTOB OAMH KOMMAEKT
KoanyecTBo AOKYMEHTOB B KOMMJ/IEKTE:

8 |10 15,0

9 (30 45,0

10 {100 148,5

11 |BblAayva AOKYMeEHTa B BUBAMOTEYHBIN MYHKT, OTMETKA B KHUXHOM | OAWH AOKYMEHT 2,0
dopmynsape AaTbl BblAAYN, HOMEPA NMYHKTA

12 |3anucb B dopmynap 6MBAMOTEYHOro MyHKTA AaTbl BblgAYM | OfHA 3anNUCb 1,0
OOKYMEHTOB, KOJIMYECTBA BblAAHHbIX M  BO3BPALLEHHbIX B
CTaUMOHap AOKYMEHTOB

13 |paccTtaHOBKA  KHUXKHbIX  GOPMYNAPOB B KApTOTEKY 33| OAWMH KHUMKHbIN 0,4
pasgenutenem Ccuribl 6MBANMOTEYHOrO MYHKTa, NepeaBuMKHOM dopmynsp
61MbanoTekun, BHyTpKU no andaButy pammanii asTopos

14 |npvem [OKYMEHTOB M3 OMOBAMOTEYHOrO MNYHKTA, NEPEeABUMKHON | OAWNH AOKYMEHT 1,6




6M6NIMOTEKN: NpoCTaBAeHME OTMETKM O nNpueme, BJIOXKEHUe
bopmynapa B LOKYMEHT

4.6. ObcnyxRmnBaHme nNo mexbubanotedHomy aboHemeHTy (MBA)

N HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMHU,
MUH.
1 2 3 4
O6cnykunBaHme untatenen bubanorekm no MBA:
1 |peructpauma ymtaTtens, nonb3syroueroca MBA OAMH ynTaTesnb 1,35
2 |3anofHeHMe 6naHKa-3aKasa, MNPOCTaB/eHWE PErncTPaLnMoHHOro OOMVH 3aKa3 2,2
HOMepa, AaTbl
3 |yTOYyHeHMe VyKa3aHHbIX 4uTaTesNleM CBeAEHWM O 3aKas3aHHOM O[MH 3aKas 1,6
OOKYMEHTe, Lenn 3anpoca, WCTOYHWKEe, OTKYAd MOJyYeHbl
cBefeHuA
Bubnunorpadpuyeckas popaboTka 3aKasa; YyTOYHEHMe
6mbnnorpadmyecknx ceegeHuii:
4 | no cnpaBoOYHbIM U3AAHUAM 27,0
5 | npu nomowm aBTOMaTU3MPOBAHHbIX CPeACTB 0,22
6 |npoBepKa HaN4MA 3anNpaliMBAaEMOro AOKYMeHTa B 6BubnvoTekax | oauMH AOKYMEHT 10,2
ropoga, 061actu, permoHa, B TOM YMcae No CBOAHbLIM KaTa/ioram
7 |HanpaBneHue 6naHKa-3akasa C NPOCTaB/NIEHHOM OTMETKOM OJMH 3aKas 0,27

Tabanua 73



(wremnenem) "B ropoae HeT' B OTpacneBol, yHMBEPCasbHbIN
UeHTp uan B 6MbamoTteky (opraH uHbOpmauumM) No AaHHbLIM
CBOAHbIX KaTa/loroB

3anucb cBeAeHUI 0 HanpasaeHnK 3aKkasa no MBA (HaumeHoBaHKe
61bnnoTeku, aata) Ha 06OPOTHOM CTOPOHE BnaHKa 3aKasa

ofHa 3anuncb

1,4

nomeuieHune baaHKa-3akasa B "KapToTeKy 3anpocoBs untaTtenel no
MBA" 3a pasgenutenem "3anpocbl no MBA, HanpaBneHHble B
apyrue 6ubnnorekn"

04HO
TpeboBaHue

0,32

10

npuem OOKYMEHTOB, npucaaHHblx no MBA; pacneyatka
6aHaeponn, nNpoBepKa COCTOAHUA AOKYMEHTOB, OTMEeTKa [AaTbl
noay4yeHuMa WM Has3BaHUA O6MOBANOTEKM, BbICNABLUIEN [OKYMEHTHI,
WHBEHTAPHOro HOMepa, CPOKa NO/Ib30BaHUA; Pa3MecTUTb 6aaHK-
3aKa3 13 pasgena KaptoTekn "3anpocbl no MBA, HanpaB/ieHHble B
apyrue 6ubnunotekn" B pasgen "MonyyeHHole no MBA nsganus"

OAMNH JOKYMEHT

3,8

11

onoseweHne Yntatena o NosIy4eHMn 3anpoeHHOro 4OKyMeHTa U
CPpOKe No21b30BaHUA UM

OAiHO
nsselleHne

1,35

12

BblAa4va YnTaTesnto NosayyeHHbIX N0 MBA AOKYMEHTOB B UMTa/IbHOM
3ane (B cnykebHOM nomeweHUn 6GUBAMOTEKKU); CBepKa
BblJlaBaeMOoro JOKyMeHTa ¢ 6/1aHKOM-3aKa30M, MPOBEPKa HanMums
CTPaHMULL, M COCTOSIHUE IOKYMEHTA, OTMETKa Bblaauu

OAMH JOKYMEHT

1,0

13

npuem AOKYMEHTa OT 4uTaTens B UMTa/ibHOM 3a/e; CBepkKa
JOKYMeHTa C 4acTblo 61aHKa-3aKasa, MNPOBeEpKa COXPaHHOCTU
[OKYMeHTa, OTMeTKa O npueme, MOMELLEHME [OKYMeHTa B
cneumanbHo BblaeneHHoe MecTo (3aKpbITbil WKad)

OAVH JOKYMEHT

0,5

14

nsBneyeHne 61aHKa-3aKasa M3 KApPTOTEKW, 3anMucb cBegeHuin ob
OTMpaBKe W34aHMA (Zata, HOMep MOYTOBOrO OTMNPaB/EHUS);
nepecrtaHOBKa /IMCTKa M3 pa3aena "MonyvyeHHble no MBA nsgaHua"
B pa3zgen "Bo3BpalieHHasa nutepartypa”

OAMH INCTOK
TpeboBaHuA

1,0




15

noAroToBKa K  OTNpaBKe  JOKYMEHTOB B 6MBAMOTEKy-
doHpoOepKaTeNb 3aKa3HOW BaHAepoIblo; ynakoBKa baHaepon,
B3BElWIMBAaHME  ee, HaKneMBaHWe  Mapku  (ecam  Het
LUEeHTPa/IM30BaHHOW oOnnaTbl NepecbikK), HanucaHue agpeca,
COCTaB/EHME ONUCH

OAVH JIOKYMEHT

3,6

16

paboTa Cc OTKasamu; npu MNOJAyYeHMM OT BubanoteKku-
doHOoaepKaTena u3BelWeHna 06 OTKase WM  3aJeprkke
BbINOJIHEHUSA 3aMpoca: U3B/IeYEHNE U3 KapTOoTeKM BaHKa-3aKasa,
YKasaHue npuunHbl U AaTbl OTKa3a Ha OOOPOTHOM CTOPOHE,
nepecrtaHoBKa u3 pasgena "3anpocbl no MBA, Hanpas/ieHHble B
apyrne bubnmotekn" 8 pasgen "OTkasbl no MBA"

OAMH OTKa3

1,03

17

coobuieHne B oTaen obCay:KMBaHUA O NOMYYEeHUM OTKasa (paTta,
NpPUYKNHa)

OAuNH OTKa3

1,35

O6cnyxnBaHme aboHeHToB no MBA

Mpuem 3aKka3os:

18

npu oTCyTCTBMM HOMepa aboHeHTa Ha 61aHKe-3aKase NpoBepKa no
KapToTeKke aboHeHTOB, abOHUpPYeTCA M faHHAA OpraHM3aums

OAVH OTKa3

1,0

19

OopraHunsauuna a60HMpyeTcn: npocTtaBneHne HOmMepa Ha 6naHKe-
3adKa3e, CBepKa ajapeca, Ha3BaHMA OpraHun3auuu, d)ammnmm
oteetcTBeHHoro no MBA, BHeceHue N3MEHEHUI B KapToO4KU

OAuNH OTKa3

3,6

20

nepsuyHoe obpalleHre aboHeHTa B TEKYLLEM Fro4y: NPOCTaBjeHMe
B KapTouKe rog, obpalueHus, aaty

OAuH OTKa3

3,6

21

odopmneHune aboHeHTa (opraHM3aums paHee He aboHMPOBanach):
npuceBoeHne aboHEHTY HOMepa, 3arojiHeHWE  KapTOuYKu
pernctpauum aboHeHta MBA wn pasgenutens (popmynap),
YKasaHWe MO/JIHOr0 HauMMeHOoBaHusA 6uMBAMOTEKM, NOYTOBOrO
agpeca, TenepoHa, GamuanM, UMeHW, OTYECTBA OTBETCTBEHHOIO

OAMH aboHeHT

5,0




nnua, Aatbl OTKPbITUA U HOMEpPA aboHeHTa

22

paccTaHOBKa PErMCTPaLMOHHbIX KAPTOYEK B KAPTOTEKY

0/4Ha KapTouKa

0,32

23

odopmneHue n3BelleHns ana aboHeHTa (cTaHAapTHOE U3BellleHne
06 OTKpbITUM aboHEMEHTA); 3aNpPoC HeAOCTAOLWMNX CBEAEHNI ANs
KapTOTEKN TUMNOBbLIM MMCbMOM

O/HO
nsseLleHne

1,6

24

nposepKa NpPaBUIbHOCTU 3anosHeHun 6n1aHKa-3aKasa,
3340/1I*KeHHOCTU aboHeHTa, NpocTas/ieHne Ha obopoTe 1-i yactm
6naHKa-3akasa (cTp. 2) cBoero wTemnena W AaTtbl NOAyYeHMUA
3aKasa B pybpuke "CnyxebHble oTMeTKM bubnuoTtekapa" npu
BbIMO/IHEHUM U epeHanpaB/IiEHNN 3aKa3a B CTPOKe "palioH, ropoa”

oAuH 61aHK-
3aKas

3,8

25

nepegadya Ha Y4acCToOK pa6OTbI C OTKa3amu HenpasuibHO
O¢OpM}'IEHHbIX 3aKa30B 1 3aKa308B 360HEHTOB-3ap,Ol'I)KHMKOB

oAuH bnaHK

0,43

26

wndpoBKa 3aKaszoB aboHeHTOB; noabopKa 61aHKOB-3aKa3oB MO
andaBuTy, NPOBEpPKa HaMYMA LOKYMEHTA MO KaTanory

oAuH baHK

2,7

27

NoAroToBKa AOKYMEHTA K Bblgaye: CBepKa AOKYMEHTa ¢ 61aHKoM-
3aKa3oM, NPOBEPKA HAAMUYMA CTPAHWUL, U COCTOAHUA AOKYMEHTa,
npoctasieHne Ha 6naHKe-3akase wudpa AOKYMEHTa, yKasaHue
WHBEHTApPHOrO HOMEpa, KOAMYEeCTBa AOKYMEHTOB, AaTbl BblAauu;
npocras/ieHne wremnena 6MB6AMOTEKM C HAa3BAHMEM M MOYTOBLIM
aflpecom, YyKasaHWe CpOKa BO3BpaTa, NPOCTaB/leHWEe Homepa
6aHaepon BHU3Y

OAVH JOKYMEHT

1,4

28

NOCTaHOBKa 3aKa3a Ha o4epedb (B cQlydae 3aHATOCTU M3AaHMH),'
OTNpaBKa n3iselweHnA a6OHEHTy

O4WH 3aKa3

1,6

29

nepefaya M3gaHUs Ha KOMMPOBaHWe (Npu 3aKase Ha ¢parmeHT
M34aHUA: CTaTbA U3 KypHana, CbopHMKa)

O4WH 3aKa3

2,7

30

OTNpaBKa [OOKYMeHTOB aboHeHTam: ynakoBKa 6aHaeponu,

OAIVH JIOKYMEHT

2,5




B3BeWWBaHME, HaKknensaHune MapKu, HanncaHne apjgpeca,
COCTaBieHMe onncun

31

paccTaHoBKa 6naHKoB-3aKa3oB (1-4 4acTb) Ha BblgaHHblE
AOKYMEHTOB (BbIC/ITaHHbIE) B KAPTOTEKY 0BCNYKMBAHNA aDOHEHTOB
B pasgesn "BbigaHHblie no MBA nsganua"

OANH AOKYMEHT

0,32

32

6ubnmorpapuyeckas OopaboTKa  HEBbLIMOJNIHEHHbIX  3aKa30B;
YTOUYHEeHWEe 6ubanorpaduyeckmx CBeAeHMIt MO  CNpPaBOYHbIM
n3gaHuAM

OAVH JIOKYMEHT

3,2

33

BbIAB/IEHME Ha/IMYMA 3anpaLIMBaeMoro AOKYMeHTa B bubanoTexax
roposa, permoHa

OAMNH JOKYMEHT

10,2

34

odopmaeHne 3aKasa K NepeHanpasieHunio B apyrme 6ubamMoTeku;
YKasaHMe Ha O06OpOTHOM CTOpPOHE NPWYMHBI M AaThl
nepeHanpaB/ieHNsa, OTMETKM O MNpoBepKe MO CNpPaBOYHbIM
n3gaHuAM, curnbl 6ubamotek-boHZOAEPKATENEN MO CBOAHOMY
KaTanory

O4WH 3aKa3

2,7

35

oTnpaBka aboOHeHTy M3BeLLEeHWA O MepeHanpas/ieHnn 3anpoca C
yKasaHuem 6M61M0TeKU, B KOTOPYIO OH Hanpas/eH

04HO
nsBseLleHne

1,6

36

peructpauma oTKasa B Y4YeTHbIX ¢opmax; OTnpaBKa aboHeHTy
6/71aHKa-3aKas3a B C/ly4ae HEBO3MOXKHOCTM BbINONHEHMA C OTMETKOM
O MPUYMHE OTKA3a B COOTBETCTBYHOLLEN pybpurKe

OAuNH OTKa3

3,6

37

npuem [AOKYMEHTAa, BO3BpalLEHHOro abOHEeHTOM; MosiyYyeHMe Ha
rnoyTe, pacneyaTka 6aHAEepPON, NPOBEPKA COCTOAHUA LOKYMEHTa,
usBneyeHMe ONaHKa-3akasa W3  KapTOTeKM OBCAYKMBaHMSA
aboOHEHTOB, YyKasaHWe Ha Hem JaTbl BO3BpaTa [AOKYMEHTa,
nepecraHoBKa OnaHKa-3akasa B pasgen "BosBpalieHHas
nntepatypa”

OAVH JOKYMEHT

3,2

38

KOHTPO/ZIb 3a CPOKaMn NoJib30BaHUA OOKYMEHTOB, BblAB/IEHUE

OAVH JOKYMEHT

1,6




AOO/TIXXHUNKOB, HanpaBaeHune HaNnOMWHaHUM

BoinonHeHwne pabot B AC:

39 | popmmpoBaHMe 6a3bl AaHHbIX 06 aboHeHTax NO COOTBETCTBYHOWEN | 0AMH aBOHEHT 5,4
¢dopme, BBOA MHPOPMALUM O HOBOM abOHeHTe

40 |nouck B 6ase gaHHbIX cBeAeHM 06 abOHMPOBaHUM OpraHM3aumn; | oAWH abOHEHT 3,6
BHECEHWE N3MEHEHW

41 | BBOA MHDOPMALMKN O NPUEME 3aKa30B OT abOHEHTOB OANH aboHEHT 0,27

42 |BBOg, WHPOpMALMM O NepeHanpaBAeHWW 3aKasa, BbIBOA Ha| OAWH abOHEHT 1,6
NPUHTEP M3BELLEHWNA O NepeHanpaBIeHMN 3aKasa

43 |BBOA, OaHHbIX O MOCTAHOBKE 3aKasa Ha oyepenb; coobuieHwe | oauH abOHeHT 1,6
aboHeHTy

44 | peructpauma BblAaHHbIX aDOHEHTY AOKYMEHTOB, MPOCTaB/JEHWE | OAWNH AOKYMEHT 2,7
CpOKa BO3BpaTa

45 |ypaneHue 13 MaccnBa AaHHbIX O BO3BPALLEHHOM AOKyMeHTe OOVH AOKYMEHT 0,16

46 |KOHTPO/b 33 CPOKamMM BO3BpaTa AOKYMEHTA: MOMCK M oTbop| OAWMH abOoHEeHT 2,7
OaHHbIX B MaMATU MalMHbl O 33a40/KHMKaX, BblBOA, HYXKHOMU
MHOOPMALMKM HA NPUHTEP, pacneyaTka CMUCKOB C YKasaHMeM
aapeca aboHeHTa
4.7. MaccoBas paboTa

N HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EavHnua Hopma

n/n n3mepeHun BpemeHwu,
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MWH.

2 3 4
MoaroToBKa MaccoBbIX MEPONPUATUI
OnpepeneHve Tembl, cCOCTaBa ayguTOpPWKM, OTBETCTBEHHOrO 3a 0fHO
meponpuAaTMe B  LENOM, COCTaB/ieHMe MJaHa MoAroTOBKM| Meponpusatue
MeponpuaTnA, BOMPOCOB AnA obcyKaeHus, npurnaweHue
KOHCY/IbTAHTOB, /IEKTOPOB, NOAOOPKA [AOKYMEHTOB MO Teme
MEePONPUATUA; OpraHM3auMA BbICTAaBKM NUTepaTypbl, a/JbOOMOB;
OMOBELLEeHNE uyuTaTenem o MeponpuaTUM  Yepe3  adum,
nybaMKkaumMm B neyatn, NO pagamo, TENeBUAEHUIO, 4epes
S/IEKTPOHHYIO PACCbIJIKY; BbIIBEHUE BbICTYMAOWMX; NevyaTb U
pacnpocTpaHeHMe npuraacuTesnbHbiXx 6uaeToB, WM3roToBNEHME
PEKBU3UTOB, KYKO/, [AEKOopauui, KOCTIOMOB; MOArOTOBKA
NOMELLEHUA; NPOBEAEHME COBELLAHMA MO MUTOraM MNOATOTOBKU U
npoBeaeHnA MepOnNpUATUIA, odopmneHune NPOTOKOa,
coctaBneHMe U onybnMKoBaHME — UTOrOB  NPOBEAEHHbIX
MEepPOnpPUATUN:
YyuTaTesIbCKas KoHdepeHuma 4900,0
NINTEPaTYPHO-XYA0XKECTBEHHbI BeYep, BeYep OTPaAC/eBOM KHUIH, 3340,0
ancnyt
BEeYep BOMPOCOB M OTBETOB, YCTHbIN KYpPHan 2600,0
KNy6 no nHtepecam 2600,0
OETCKUI YTPEHHUK 3900,0
BUKTOPMHA, KOHKYpPC, Urpa-nyreLwecreme 3900,0
BbICTAaBKM AETCKOro TBOPYECTBA 2280,0




IMTEepPaTypHO-No3HaBaTeNbHoro  3aHatMa go 30  yenosek
(rpynnosoro)

1800,0

YPOKa TBOpyecTBa (MacTep-knacca)

960,0

10

KOMaHZAHOM urpbl-KkBecTa (cBbiwe 30 YenoBek)

4800,0

11

KBecTa Ans ogHol rpynnbl Ao 30 yenosek

2400,0

OpraHu3auma KHUKHbIX BbICTaBOK

CoctaBneHve nnaHa opraHuM3auMM W NPOBEAEHMSA BbICTABKY;
BbliB/IEHWE N 0TOOP AOKYMEHTOB; NOArOTOBKA CONPOBOAMTENbHOM
[OKYMEHTaLMM K BbICTaBKe; CO3ZaHMNE XYL 0XKECTBEHHOIO NMPOEKTa;
MOHTa)K BbICTaBKW; oOpraHM3auma MHOGOPMaLMOHHO-PEKNAMHOWN
paboTbl No

NonyaspusaLmmn BbICTaBKM; NoABeAEHME UTOTOB PaboTbl

TemaTMyeckne  BbICTaBKM  0bliebubnmMoteyHoro macwraba,
opraHusyemble Ha poHAax BUbANOTEKN:

O Ha BbICTaBKa

KonunyecTBo 3KCNOHATOB:

12

1-50

560,0

13

51-100

1120,0

14

101 - 200

2240,0

BbicTaBku no onpe,u,eneHHoﬁ oTpacaun 3HaHUI  Uan TEME,
opraHunsyemsoie

Ha doHae 6ubnnotekmn

O Ha BbICTaBKa

KoanyectBo sKCNOHATOB:




15 |1-50 310,0
16 |51-100 940,0
17 | 101 - 200 1920,0
Ha doHze oTaena OJHa BbICTaBKa
Konuyectso 3KcrnoHaTos:
18 |1-25 180,0
19 |26-50 360,0
20 |51-100 720,0
BbiCTaBKM, NOCBALLEHHbIE XU3HW M AeATe/bHOCTU BbIAAOLWMXCA | OAHA BbICTABKa
mogeli ("nepcoHannn")
Konnyectso sKCNOHaATOB:
21 |1-10 47,0
22 (11-25 110,0
23 |26-50 210,0
BbICTaBKM Ha NOJIKaxX CTeNnaxei OJHa BbICTaBKa
Konnyectso sKCNoHaToB:
24 |1-5 25,0
25 |6-10 44,0

BbICTaBKM HOBbIX I'IOCTYI'I}'IEHVII\;I

O Ha BbICTaBKa




KoanyectBo sKCNoHaTOB:

26 [1-25 40,0
27 |26-50 72,0
28 |51-100 160,0
Pa3paboTKka 1 anpobalma nporpaMm 3aHATUIA U TPEHUHTOB (BblIBOP | 0AHO 3aHATUE
Tembl, NoAbop AUTepaTypbl, COCTaB/AEHWE NaaHa 3aHATUIN, noabop
MmaTepuana, aHanns NpoBeAeHHbIX 3aHATUN, AopaboTKa):
29 | maccoBoe 3aHATHNE 3000,0
30 |rpynnosoe 3aHATHE 1500,0
31 |nHauBuMAayanbHoe 120,0
MpoBeaeHve 3aHATMA (MOATrOTOBKA, PeneTuuus, MpoBeAEHUE,| OAHO 3aHATUE
ybopKa nomeLeHusa):
32 | maccoBoe 3aHATUNE 300,0
33 | rpynnoBsoe 3aHATUE 210,0
34 |nHausuayanbHoe 90,0
Urpbl-kBeCTbI (nuTepatypHble, npodopmeHTaLMOHHbIe, 0ofAHa urpa-
TemaTuyeckue) KBecTa
35 |noArotoBKa Wrpbl-KBecTa: BbIBOp Tembl, nNoabop AuTepaTypsl, 300,0

HanucaHWe CLEeHapus, M3roToB/EHWE KOCTIOMOB M [eKopauui,
noabop npegmeTHOro paga, COCTaBleHWE MNooXKeHua o6 urpe-
KBECTa; PacCbiKa NPUrNaleHWin M ChUCKa AuTepatypbl, cbop
3afBOK; 3aKyMnKa npu3os; odopmaeHne 1 neyaTb CEPTUOUKATOB U
rPamoT, MyTeBbIX INCTOB; 0pOpPMIEHNE BbICTABOK AETCKUX paboT,




paboTa KIopKU KOHKYpCa B paMKax KBecTa, peneTmumm

36 |npoBegeHMe: MNOArOTOBKA MOMELWEHUA CTaHUWM, npoBeaeHue 480,0
Urpbl-KkBecTa, ybopKa nomelleHuma
Peknama 6ubnmMoTekn; paboTa No NPUBAEUYEHNIO YUTaTENEN:

37 |noArotoBKa peKNamMHoro coobuieHnss B nedyatb, MO paguo, oAHa 420,0
TenesnaeHuo o pabote 61nbanoTeku, ocobeHHocTAX | nybanKauums,
GYHKLMOHMPOBAHUA Pa3NNYHbIX NoApPa3aeNeHnii, HOMEHKAAType ogHo
ycnyr, npeaocTasasembix bubanoTexkon coobueHne

38 |noaroTtoBKa nnakaTa o AeATeNbHOCTU bubanoTekn (BbIGOp TemMbl,| OAWMH NakaT 210,0
onpeaeneHue coaepaHusa u Gopmbl, caada B neyathb)

39 |opraHusauma 3SKCKypcuii; npuem U odopmieHue  3aABKM, | OAHA IKCKypcuA 52,0
YTOYHEHME TEMbI SKCKYPCUIN M COCTaBa 3KCKYPCAHTOB
BbifnBNieHMe  NOTeHUManbHbIX noTpebuteneir  6MbAMOTEUYHO-

MHOOPMALUOHHBIX yCNyr BUBANOTEKM:

40 |npocmoTp npeccol OOMH OOKYMEHT 6,8

41 | NpOCMOTP U aHaNM3 AOKYMEHTOB KOHKYpUpYoWwmx dnupm OAVH AOKYMEHT 52,0

42 | BepeHue KapToTeKM NoTPebuTeNbCKOro PbiHKa Of4Ha KapTouKa 1,3

43 | BCTpeun c pykoBoamtenamm pupm, opraHnsaumi, npeanpuaTni o4HO 210,0

meponpusatne




MpnmeyvaHue:

- BpeéMaA opraHn3aunmn BbICTaBOK IMTEPATYPLbI, NpoBeaAEHNE MAaCCOBbIX MepOI'IpMHTVIlZ n 3I-(CKprMﬁ B HOpMY BpeMeHU He BXOOUT,

- K HOPMam BPEMEHW MPUMEHSAIOTCA NoBblwatowme Ko3dPUUMEHTbI: NP OpraHM3aLmMmn Bble3gHON BbICTaBKKU -

NUTEepaTypbl HA MHOCTPAHHbIX A3bIKax - 1,6.

4.8. CnpaBoYHan n MHPpopMaLMOHHaA paboTa

HEBbINOJ/IHEHHbIE 3aKa3bl

N HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EanHunua Hopma
n/n nsmepeHus BpPEMEHM,
MUH.
1 2 3 4
YYyeT nocTynuBLIMX BTOPUYHBIX 4OKYMEHTOB (KapToyek)
CyMMapHbI/ YYET KapTOUYEK B KypHa/ie NoCTynAeHU 1 BbibbITUA B| OAHa NapTus
pPerncTpaunoHHbIX KapToTeKax
Yncno NoCTynmUBLUMX KapTOYeK:
1 |1-110 19,0
2 |111-220 63,0
3 1221-600 160,0
4 |BblAB/MIEHNE HEBbLIMNOJHEHHbIX 3aKa30B; COCTAB/EHME 3aABKU Ha OOMVH 3aKa3 4,5

OpraHuszauma cnpaBoyHo-bubanorpadumyeckoro annapara (CBA)

1,1; npn 3KCNOHMPOBAHUM HA BbICTaBKe
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MpocmoTp M 0T6OP AOKYMEHTOB M3 TEKYLIMX MOCTYNAEHWUIA ONs
BKAtoYeHMA B CBA, B TOM umnc/ie KpaeBeaYecKuMit KaTanor:

5 |KHura O/ZiHa KHUra 3,2
6 |CcbopHUK OAHa CcTaTbs 2,7
7 | KypHan OJHa CcTaTbA 2,7
8 |raserta OAHa CTaTbA 1,6
9 | 6ubnunorpaduyeckoe nocobue O/1Ha 3anucb 0,5
10 | neTonucb KHUMKHbIX, *KYPHANbHbIX WU Fa3eTHbIX CTaTel oJ4Ha 3anucb 0,83
11 | NPUKHUKHBIN BMbAMorpadryecKmii CNMcoK Of1Ha 3anucb 0,5
CocTaBneHue 6ubnmorpadpuyeckoi sanmcu OfiHa 3anucb
KonnyecTtBo anemeHToB 6UbAMOrpaduyeckon 3anmcu:
12 |1-4 3,2
13 |5-6 0,5
14 |7-9 6,0
CocTaBneHMe QaHHOTALMW, W3y4eHWe [OKYMEHTa, HanucaHuwe | o4Ha aHHOTaumA
TeKCTa:
15 |aHHOTMpPOBaHME KHUT 260,0
16 |aHHOTMpPOBaHMe CTaTen 156,0
17 |aHanuTMyecKaa pPoOCMUCb  KYPHasbHbIX, FA3eTHbIX CTaTel, | OAWH AOKYMEHT 3,8

cbopHuKoB, bubanorpadpuueckmx nocobuin: o3HaKomaeHue ¢
coaepKaHMeM U34aHUsA, COCTaBAEHME aHAIUTUYECKOW pocnucu




MpocMoTp  MOCTYNMBWWNX  MHPOPMALMOHHBLIX  (BTOPUYHbIX)
AOKYMEHTOB M OTOOp MX AN BKAOYEHWA B CNPaBOYHO-
6ubnmorpadmyeckunin annapat (NnepBUYHbIN 0TOOP)

MpocmoTp MHPOPMALIMOHHbIX U3AaHWUI (B TOM UMCE KapTOUYKK) U
0TOOpP U3 HNX AOKYMEHTOB A/1a BKAoYeHus B CBA; cuctemaTtnsaums
KapTO4YeK NO TUMNam KaTanoroB U KapTOTeK; NpoBepKa UHAOEKCOB,
paccTaHOBKa KapToyeK

0/4Ha KapTouKa

Yncno KapTouek:

18 [1-10 18,0
19 [11-100 165,0
20 (101 -300 490,0
MNpocmoTp M oTbop Kaptouyek B CBA c uenbio mM3bATUA UK
nepemelleHma (BTOpUYHbIM oTbop):
21 |n3bATME W3 KaATaNOroB M KapTOTEK KapTOYeK Ha AOKYMEHTbl, | O4HA KapTOuKa 1,5
CNUCaHHbIE n3 boHAa; nNpocmMoTp KpaeBea4veckux,
6ubnmorpadumyecknx n dakTorpadmyecknx KapToTek, nsbatne us
HMX  KapTOYeK Ha  [OOKYMEHTbl, MoTepABWIME  LLEHHOCTb,
nepeBefieHNe KapToOueK B apXMBHbIE KAapTOTEKU (YHUUTONKEHUE);
BHECEHME OTMETOK B JKypHaje y4yeTa M PerucTpauMoHHOM
KapToTeke
OpraHusauus rnasHoM cnpaBoYHoli KapToTekn (ICK):
22 [npocmoTp WM OTO6Op [AOKYyMeHTOB Ana BkAoveHusa B [CK;| oauH AOKYyMeEHT 2,7
odopMIEHNE KAaPTOUKM
23 | HanucaHWe 1 paccTaHOBKa pasaenuTens oauH 1,7

pasgenntenb




PepaktnposaHue CK:

24 | ucknoyeHne mn3 CK KapTouyeK Ha AOKYMEHTbl, yCcTapeswme Wan | ofgHa KapToyKa 5,0
HenpodunbHble, NepeBegeHNe UX B aPXMBHYIO 4YacTb (M3bATHE);
AeTanu3nposaHue pasgensl

25 | HanucaHWe HOBbIX pasaenuTenei OAMH 1,4

pasgenuTenn

OpraHu3sauma KapToTeKkn NepcoHannii:

26 |onpeaeneHne M COCTaBNEHME NEpeYHA UL, CBEAEHUA O KOTOPbIX | OANH AOKYMEHT 10,0
OTparkatoTCA B KapTOTEKE; MPOCMOTP MHOOPMALMOHHDBIX U3aHUMN,
NepBUYHbIX AOKYMEHTOB, OTOOP AOKYMEHTOB ANA BK/IIOYEHUA B
KapTOTeKy

27 |TexHunyeckaa M cogeprkatenbHas o0b6paboTka AOKYMEHTOB A/18 | OAMH AOKYMEHT 2,7
BK/IIOYEHMA B KapTOTEKy; PacCTaHOBKA KapToyeK Nno andasuTy
dbamnnnit aBTopoB M NO BUAAM JOKYMEHTOB

28 | HanMcaHWe 1 pacCcTaHOBKa pasaenuTtenem OAMH 1,4

pasgenuTenn

OpraHusaums ¢akTorpapuyeckoit Kaptoteku (PK):

29 |onpepeneHve npeamerta, ob6beKTa M OCHOBHbIX MPU3HAKOB ANs | OAUH AOKYMEHT 2,7
oTpaxkeHus B PK; npocmoTp AOKYMEHTOB 1 OTOOP A5 BKAOYEHMSA
B ®K; 3aHeceHMe OTOOpaHHbIX CBEAEHMIA HA  KapTbl
MHOOPMAUMOHHOFO MaccMBa C BHECEHMEM COOTBETCTBYHOLUMX
OTMETOK B NMOUCKOBbIM MaccnB paKkTorpadmnyeckom KapToTeKHn

30 |pepaktupoBaHne @K; npoBepka NpPaBWUIbHOCTM BHECEHMA | OAWH AOKYMEHT 1,6
CBeAEHWNN N YKa3aHUiM 06 NCTOYHMKAxX MHOpMaLUUK

31 |HanucaHWe 1 paccTaHOBKa pasaenurtenem OAVH 1,4

pasgenntenb




OpI'aHM3aLI,VIF| TEMATUYECKUX NMNANOK ra3eTHbIX BbIPE3OK:

32 | NpOCMOTP raseTHbIX BbIPE30K U UX CUCTEMATU3ALMA OZHa BbIpe3Ka 2,5
33 |odopmieHne BbIPE3OK A/ XPaHEHMA B TeMaTUYeCKMX Mankax;| oJHa Bbipe3Ka 3,2
KpaTKoe onucaHne UCTOYHMKA, HaKeMBaHMe Ha KapTOYKM
34 |cnpaBkn no TeneboHy O  AeATENbHOCTM  BUBAMOTEKM exegHeBHO 90,0
(npepoctaBneHne nonbsoBatenam uHPopmaumum o pabote
6MBMOTEKM, KPY)KKOB, CTyAUWA, MNPOBEAEeHMA  KOHLEPTOB;
coeaMHeEHWe C ApYruMKn noapasaeneHmamm bubanotexm)
4.8.1. CnpaBo4yHo-bubnnorpadmyeckoe obcnyxuBaHme
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n n3mepeHua BPEMEHM,
MUH.
1 2 3 4
Mpuem 6ubanorpadryecknx 3anpocos:
1 |npuem 6mubnanorpadumyeckoro 3anpoca; yTouHeHUe Tembl, LLEJIEBOFO | OAMH 3anpoc 5,0

N YNUTATE/NIbCKOTO HAa3Ha4YeHUA, NONTHOTY NCTOYHUKOB, TUMOB, BUA0B
N XPOHONOTIMYECKUX PaMOK 3anpocos

BbinosHeHWe cnpaBoK

BbINoNHEHME TeMaTUYECKOM CNPaBKKM; MOUCK M 0T6OP JOKYMEHTOB;
cocraBsieHMe bubanorpaduyeckoro onncaHma

OAHa CrnpaBKa

NMMcbMeHHO; KONNYEeCTBO NCTOYHUKOB:
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2 |1 3,0

3 |2-5 15,0

4 |6-10 30,0
YCTHO; KONNYECTBO UCTOUYHUKOB:

5 |1 2,0
BbinosnHeHue agapecHo-bmubnnorpadmueckoi CNpaBKy;

YCTaHOB/IEHWE HAZIMUYMA UM MECTA HAXOXKAEHMA LOKYMEHTA UK
ero yactn B poHae 6ubAnMoTeKU
MUCbMEHHO; KOJIMYECTBO UCTOYHMKOB:

6 |1 2,0

7 |2-5 12,0

8 |6-10 24,0
YCTHO; KONNYECTBO UCTOYHMKOB:

9 |1 1,5
BoinosHeHWe  yTouyHAOWeEN  6ubanorpaduueckolr  cnpaBKkK, | OAHA CMpaBKa
yCTaHaB/VBatoLWweit n (nnn) YTOYHAOLLEMN 3/1EMEHTbI
6ubnMorpadmnyeckoro OnNucaHusa, KoTopble OTCYTCTBYHOT WU
MCKayKeHbl B 3anpoce ymTatens
MUCbMEHHO; KONNYECTBO NCTOUYHUKOB:

10 |1 2,7

11 |2-5 14,0




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

13 |1 1,6
BbinosHeHne ¢akTorpaduyeckon CnpaBKKW, YCTaHaB/AMBaKOLWEN | OA4Ha CnpaBKa
KOHKpPETHble CBEAEHMS O TeX WAM MHbIX 06beKTax, cobbiTuAx,
npoLeccax, fAaTax
MUCbMEHHO; KONNYECTBO NCTOYHUKOB:

14 |1 2,7

15 (2-5 13,5

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

17 |1 1,6
KoHcynbTaumsa y cnpaBoyYHo-6ubanorpaduyeckoro annapaTta

18 |MNpoBeaseHne beceapl 06 oOpraHM3auMM UM UCMOJb30BAHUM oAHa 10,0
pasfiMYHbIX YacTell CnpaBoOYHOro annapaTta, MO MEeTOAMKE | KOHCY/AbTauus
6mbnnorpacdmyeckoro nomcka
BeneHue ¢poHZAa BbINMOHEHHbIX CMPABOK:

19 |oT6op cnpasok ana GoHAa, pas3foXKeHMe No nankam (KOHBepTam); | OAHa cnpaBKa 0,5
odopmaeHune cnpasku (3anucb B TeTpaab ydeTa)

20 |cocTaBneHMe KapTOYKM A/ apXMBa; YKasaHWe MOpPsSAKOBOro | O4HA KapTouKa 2,7

HOMeEpa, Tembl, AaTbl BblAd4N; YCTAHOBKA KAPTOYKU B KaPTOTEKRY
apXxumBa BbINO/IHEHHbIX CMPaBOK




PaboTbl B pexkume AC:

21 | popmupoBaHue rnaBHOW cnpaBoyHol KapToTeku (ICK); BBOA B| OfHA KApTOYKA 2,0
6a3y [aHHbIX aHA/MTUYECKOM POCMUCU  Fa3eTHOXKYPHAIbHbIX
cTatei, cbopHMKOB
22 | NoWCcK 1 oTbop brubanorpaduyeckon 3anmMcm No ycaoBusam OflHa KapTo4Ka 2,7
23 |BbIBOA Ha 3KpaH bubnuorpaduyeckor 3anmcu UAM OTAE/IbHbIX | OAHA KapTOYKa 1,0
CBeAEHWN; pacneyaTKa
4.8.2. bubnnorpaduyeckoe nHbopmmnpoBaHue
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n n3mepeHua BPEMEHM,
MUH.
1 2 3 4
BbiABneHMe WMHPOPMAUMOHHBIX MOTPeBbHOCTEN ChneunanncTos
MEeTO0M aHKETMPOBAHMA:
1 |onpegeneHne  KOHTUHreHTa  noTpebuTene  nHbOpmauuu; OAVH 34,0
pa3paboTka 3aABKM Ana  onpegeneHva  MHOOPMALMOHHBIX | noTpebutens

notpebHocTeli (3anpocoB); paccbiika (pPacnpocTpaHUTb) 3anaBKY;
06paboTka MONy4YeHHbIX 3aABOK; COCTaBaeHMe Ha bOase
MOJIYYEeHHbIX [aHHbIX KapTOTEKM KOHTUMHIeHTa noTpebutenei
nHbopMaLum U nx MHPOPMaLIMOHHbLIX NOTpebHocTen (3anpocoB)

BbiAasneHue VIHd)OpMaLI,MOHHbIX I'IOTpE6HOCT€l\/1 cneunanncTtoB Ha
OCHOBE aHanM3a NNaHOBO-OTYETHOM AOKYMEHTaunn:
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0T60p, U3y4YeHME, aHaIM3 OTYETHbIX LOKYMEHTOB U GOPMUPOBAHME | OANH OTYETHbIN 24,0
TeMaTUKM  CNpaBoYHO-MHOOPMALMOHHOTO  O6CNYy)KMBAHWS B LOKYMEHT

Pa3HbIX perumax

pacnpefeneHne  TemMaTuyeckux  pybpuk  MHOOPMAUMOHHBIX | OfHa pybpuKa 2,7
noTpebHocTen No noapasaeeHnAM, Y4acTBYHOLWMM B ClPaBOYHO-

MHOOPMALMOHHOM 06CAYKMBAHUM

3aKknoyeHne ¢ aboHeHTamu goroBopa Ha MHdopmauuoHHoe

obcnyKmBaHue:

aHa/M3  OaHHbIX O  3auHTepecoBaHHOCTM aboOHEHTOB B| OAWH AOroBOpP 2300,0
MHOOPMAUMOHHOM OBCNYKMBAHUN U peXMMaAXx M3bupatenbHoro

pacnpocTpaHeHMA U PETPOCMNEKTUBHOIO MOWCKA; 3aK/loYeHue U

nepecmoTp 4OroBopa

dopmupoBaHne ceTu abOHEHTOB CUCTEMbl W3BUpaTenbHOro

pacnpocTpaHeHua nHpopmaummn (MPU):

onpeaeneHne KOHTUHreHTa aboHeHToB cnuctembl MPU; BbifsBieHMe | oAWH abOHEHT 34,0
TUMOBbLIX WU WMHAMBWAYaNbHbIX 3anpocoB abOHEHTOB; WU3y4yeHMue,

KnaccuduKaums, MHAEKCMPOBaHUE 3aMnpoCcoB; BBeAeHNE AaHHbIX O

3anNpocax B a4 pecHYo KapTOTeKY

MoarotoBKa CUrHANbLHOrO onoselleHna B cucteme MPA

BboinBfieHMe, npocmoTp M oOTOOp MaTepuanoB U3  TeKyLLUX 04Ho

NocTynieHui; pacnpegeneHne OTOOPaHHbIX MaTepuasoB M3| ONoBeLeHue

TeKyLWMX NOCTYNAeHUI no aboHeHTam

Ko/iMuecTBo NpoCMOTPEHHbIX OKYMEHTOB:

1-2 3,0
3-4 12,0




8 |5-10 32,0
MoaroToBKa NOAOOPOK CUTHABbHBIX ONOBELLEHWM B cucTeme UPU
3anonHeHne 6naHKa-3akasa Ha TUPaXKMpOBaHMWeE; perncrpauma 0fHO
NOCTYNUBLUMX KOMWI, MPOBEPKA MX KayecTBa M 3K3eMMAAPHOCTU; | OnoBelleHue
3anoJiHeHWe CoNpPoBOAUTENIbHOW AOKYMEHTaL MK
Konunyectso 3anpocos:
9 |1-2 14,0
10 (3-4 17,0
11 |5-7 21,0
12 (8-10 25,0
MpocmoTp 1 0TOOpP [OKYMEHTOB A5 BBoAa B AC
MpocmoTp  maccMBa  MOCTYMMBLIMX — AOKYMEHTOB;  OTOOpP | OAMH OOKYMEHT
[OKYMEHTOB COOTBETCTBYIOLLEN TemMaTUKM W BBedeHue B 6Hasy
AaHHbIX AC
OT60p NepBUYHbIX AOKYMEHTOB:
13 [1-50 290,0
OT160p BTOPUYHBIX [OKYMEHTOB:
14 |1-50 110,0
15 |noarotoBKa KapTO4YKK ans paboumnx kaptotek MPU O4HO onucaHue 2,7
16 |noarotoBKa TpadapeTos c KapToukamun UPU ans TuparknposaHua | oauH Tpadapet 1,4

KoppeKTnpoBKa BbIXOAHbIX Tabynarpamm:




17 | ocHoBHOWM pAag, OJHa 3anucb 2,7
18 |BCcnomoraTesibHbIM yKa3aTenb o/AHa 3anucb 1,6
19 |pepakTMpoBaHWE BbIXOAHbIX Tabynarpamm u  odopmaeHue| OfHa 3anucb 4,2
OO0KYMEHTOB
20 |Hape3saHue, pacrneyaTka NOABOPOK Ha OTAENbHbIE ONMMUCAHUA 0fHO onucaHue 1,6
KoppektnpoBka cuctembl MUPU no pesynbtatam aHaausa KapT
obpaTHOM cBs3K
O6paboTKa M aHanM3 KapTbl 06PATHOMN CBA3M; BHECEHWE OLEHKMU 0fHa Kapta
CMUFHA/ZIbHOFO  OMOBELLEHWA B  Y4YeTHYH KapTy aboHeHTa;
KOPPEKTUPOBKA CUCTEMbI HA OCHOBE aHa/M3a KapT 0b6paTHOM CBA3K
Konunuectso KapT:
21 |1-7 70,0
22 |8-10 75,0
23 |11-15 80,0
24 |16-20 85,0
Bblaaya OKyMeHTOB NO 3anpocy:
25 |BbifiBNEHME U OTOOP [OKYMEHTOB (M34aHMsA) Mo 3anpocy B| OAMH AOKYMEHT 1,4
CNpaBoOYHO-UHOPMALMOHHOM doHAe, odopmaeHne Bblaauy
OOKYMEHTOB B YCTaHOBJ/IEHHOM MNopAgKe
pynnosoe 6ubanorpadmyeckoe MHPOpPMUPOBAHME:
26 |dopmupoBaHue cocTasa rpynn aboHeHTOB OAMH aboHeHT 720,0
27 |yTOYHEHMeE TeMbI, COrNacoBaHUE NCTOYHMKOB MHGOPMALUKM, BUAbI 0oAHa Tema 3,6




AOOKYMEHTOB

28

COCTaB/IeHME PErMCTPALMOHHOMN KapTOUKK

0/4Ha KapTouKa

1,6

MopbopKka [AOKYMEHTOB Ans WHPOpMALMKU; COCTaBleHUE WU
HanMcaHMe OMoBelleHMA; OTNpaBKa OMOBELEeHMA; 3anncb B
KapTOYKU MHOOPMALMK; aHANN3 KapTbl 06paTHOM CBA3MU

0/4Ha KapTouKa

MUCbMEHHO; KOINYECTBO U3AAHWNIA:

29

1-5

12,0

30

6-10

24,0

YCTHO; KONMYECTBO U3AAHUN:

31

1-5

12,0

OnepaTrBHOE MHPOPMMpPOBaAHME NO 3aNpocy:

32

d)OpMMpOBaHMe cetn a6OHEHTOB, BblABNEHNE TUNOBbLIX WU
NMHOANBUNAOYaIbHbIX 3aMpPOCoB I'IOTpGﬁMTGI'IEVI

0AVH aboHeHT

4,4

33

M3yyeHue, KnaccMoMKauMs 3anpocoB; BBeAEHWE [OaHHbIX O
3anpocax B aApecHyo KapToTeky

OAuH 3anpoc

6,3

HanncaHue 0630p0B 1 CNpPaBoK

BoisiBnieHne UM 0OT6OP MCTOYHMKOB; 06paboTka M aHanu3
OTO6PaHHbIX LOKYMEHTOB; HamnuWcaHue TeKcTa ob63opa (cnpaBKu);
NoAroTOBKa PyYKONUCK K neyaTu

OAWH aBT. INCT

CocraBneHune 0630pa (CnpaBKK) No NepBUYHbIM UCTOYHUKAM:

34

Ha PYCCKOM A3blKe

5400,0

35

Ha MHOCTPAHHOM A3blKe

7200,0




36 |cocTaBneHue o630pa (CNpaBKM) NO BTOPUUYHBIM UCTOYHUKAM 4100,0

OpraHmsauma M npoBefeHMe YCTHbIX Bubanorpadpuyeckmx

0630p0B HOBbIX NOCTYMNAEHUI

MoabopKka HOBLIX MOCTYN/JeHUA MO 3apaHee 06BABAEHHOM o4MH 0630p

TemaTuKe; CUCTEMATM3AUMA UCTOYHMKOB NO Temam, MPOCMOTP U

aHa/N3 AOKYMEHTOB; noabopKa 6ubanorpadmyeckmx onmcaHui,

KpaTKMe aHHOoTauuu, pedepatbl Ha OTOBPAHHbIE WCTOYHMUKW;

noaroToBKa pykonucu bubanorpadpuyeckoro ob3opa

KonnyectBo NpocmMoTpeHHbIX U OTOBPAHHbIX LOKYMEHTOB:
37 (1-10 400,0
38 [11-25 450,0
39 [26-55 500,0
40 |56-140 600,0

MoarotoBKa btoNeTEHA HOBbIX MOCTYNEHNI

YTouHeHWe (onpepeneHne) TemMaTUYeCKMX TrpaHuL, MNOUCKa M |ogHa b6ronneTeHb

oTbopa p[OKYMeHTOB; co3gaHue pybpukatopa bronneteHs;

BbliIBIEHNE N OTOOP AOKYMEHTOB B MaCCUBE TEKYLLMX NOCTYNAEHUI

WUCTOYHMKOB MHbOpMaLmK; noabopKa aHHOTauuu, pedepathbl,

CMCTEeMATU3aLMNA UX

Konnyectso NpocMOTPEHHbIX OKYMEHTOB:
41 |1-37 60,0
42 138-60 90,0
43 |61-95 180,0




44

96 - 150

320,0

45

151 -380

960,0

OpraHusauma n nposeaeHne meponpuaTtmna "deHb nHpopmaumn':

46

onpeaeneHne TeMbl; COCTaB/IEHME N1aHa NPOBEAEHUSA; BbIBNEHUE
M [0CTaBKa [OKYMEHTOB M3 COOTBETCTBYIOWMX NoapasaeneHu
6MbnMoTEKM, NPOCMOTP U OTOOP [OKYMEHTOB; MNOArOTOBKa
BbICTAaBKM  /NMTepaTypbl;  OMOBELWEHWEe  3aUHTEePECOBaHHbIX
opraHmMsaunii 1 crneumanncto; odpopmIEHME  BbICTaBKY;
HanucaHMe KpaTKMX aHHOTaUWI; opraHusauusa cbopa 3afBOK Ha
AOKYMEHTHI, nx Bblgaya, KOHCYNbTauum, OEXYPCTBO
6ubanorpados; npoBeseHMe aHaNN3a MepPONPUATUA

04HO
meponpuatne

640,0

OpraHuszauma 1 nogrotoska meponpusaTtus "eHb bubnnorpadun”,
"NeHb nocobua":

47

yTOYHEHMEe TeMbl; COCTaBneHue MaaHa; opopmeHMEe BbICTaBKK-
NPOCMOTPa; MNOAroToBKa 0630pa; MNOArOTOBKA KOHCYAbTALMW;
COCTaBNeHMEe U HanucaHue ob6bABAEHWA; COCTaBNeHUE U
HanucaHve NPUrNacuTeNbHbIX MUCEM, PAcCbiKa MX; NpUraalleHme
3aMHTEePEeCcOBaHHbIX UL, MO PasMo, No TenedoHy, TNYHO

0fHO
meponpusaTne

1940,0

OpraHuszauma n nposeaeHne meponpuatna "[eHb cneymanncra”

OnpegeneHve Tembl C 3aMHTEPECOBAHHbIMW OpPraHM3aUUAMM,
dopmbl npoBeaeHMA (CTauMoOHapHasA, Bble3fHas); cocTaBieHue
niaHa  MeponpuAaTUiA,  NporpamMmbl  Moucka W oTbopa
MHOOPMaLMOHHBIX MaTepuanos; noAroToBKa OTKPbITbIX
NPOCMOTPOB W TeMaTUYeCKMX BbICTaBOK /UTepaTypbl Mo
cneumanbHocTn, bubnunorpaduyeckne o0630pbl, 3aKas NeKkuui,
KMHOPUNbMOB; OMNOBELLEHME 3aMHTEPECOBAHHbIX OpraHM3auUmii;
odopmneHue BbICTaBKM; obecneyeHne BblAaYM U3AAHUNA UM KX
KOMWI BO BPEMS MEpPONpUATUA UM HENOCPEACTBEHHO NOC/1e Hero;

04 HO
meponpusaTne




AeMOoHCTpaLmsa BbICTaBKM;  aHanu3
cneumanucra”

pesy/nbTaToB

"ﬂ'Hﬂ

Yncno conyTcTBYIOWMX MEPONPUATUIA:

48 |1-2 1940,0
49 (3-4 2600,0
50 |5-6 3500,0
51 |7-8 4600,0




4.8.3. UHpopmaLMOHHaA paboTa

n/n

HanvmeHoBaHue npowuecca, onepauyunn. Cocrtas pa6OTbI

EavHnua
n3mepeHma

Hopma
BPEMEHM,
MUH.

2

4

MoaroToBKa NonynspHbix 6ubanorpadmyeckmnx nocobuii

Boibop Tembl nocobus; BbiABAeHME W OTOOP [AOKYMEHTOB,
dbopmmrpoBaHMe pa3aenosB Nocobmsa; aHHOTMPOBAHME LOKYMEHTOB;
nopbopka  ¢dakTorpadmMyeckoro  matepuana,  WAAOCTPALUi;
HamnucaHve TeKCTa; COCTaB/eHWe BCMOMOraTesIbHbIX yKasaTesew;
KOHCYNbTaUMM Yy CMEeuManncTtoB Ha pPasnMyHbIX 3Tanax paboTbl;
obCy)KAeHWEe PYKOMUCM Ha 3acedaHuM Hay4yHO-MEeTOAMYECKOro
(peaakuMoHHOro) coBeTa; AopaboTKa PYKOMMCKU MO 3aMedYaHUAaM;
chaya pyKonucu B nevaTb:

COCTaB/ieHMe nonynspHoro 6ubavorpaduyeckoro ykasartens,
nyTeBoANTENS, CNPABOYHUKA

OAWH aBT. INCT

13500,0

noAroToBKa KOMMEHTapUeEB, npumedaHni nonynspHo-
NPOCBETUTENbHOrO XapakTepa, He Tpebylowux crneumanbHbIX
nccnenoBaHUM

OAWH aBT. INCT

5400,0

noaroToBKa KOMMEHTapues, npwmeanMﬁ HAay4HO-
ncenenoBaTeNnbCKOro Xxapakrtepa

OAWH aBT. INCT

10800,0

MoarotoBKa  PETPOCMNEKTUMBHbLIX  HAyYHO  BCMOMOraTeslbHbIX
6mnbnnorpadumuecknx ykasaTtenemn:
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BbIOOpP TeMbl; cO34aHME aBTOPCKOro KOJ/IEKTMBA; pas3paboTKa
WMHCTPYKTUBHO-METOAMUYECKUX MATepUanos; BbiiBEHWE U OTOOP
OOKYMeHTOB; paboTa Hag 6ubanorpadumyeckon 3anuchlo;
aHHOTUpPOBaHWUe; BubAnorpaduyeckan rpynnMpPoBKa; cocTaBleHne
BCMOMOraTe/bHbIX YKasaTenen; obcyKaeHne pyKonucu ykasartens
Ha 3acefaHUM Hay4yHO-METOoAMYECKOro (pefaKUMOHHOro) CcoBeTa;
nopaboTKa MO 3ameyaHusiM; cAaya pPyKOMMCKM B Nevatb;
cocTaB/ieHMe 6ubamorpaduUeckoro ykasatena Mo aKTyasibHOM
TeMaTUKe C XPOHO/IOTMYECKMM OXBaTOM OT 2-X A0 5-T neT wm
aHHOTALMAMM, NOACHAIOLLMMM Ha3BaHus; cocTaB/ieHue
bubanorpaduyeckoro  ykasartens no KOMMJIEKCHbBIM U
meXoTpacsieBbiMm  npobsiemam  0bOWEro W PernMoHasibHoro
cofeprkaHma C XpoHoaormyeckmm oxsatom 1 - 2 roga, C
aHHOTALMAMM, NOACHAIOLWMMU Ha3BaAHUA:

OAWH aBT. INCT

9720,0

Ha PYCCKOM A3blKe

OAWH aBT. INCT

9720,0

c BkatoyeHnem oT 30% po 40% obbema nybauvKaumii Ha
MHOCTPAHHbIX A3blKaX

OAWH aBT. INCT

11000,0

COCTaB/IEHME aHHOTUPOBaHHOro bubanorpaduyeckoro ykasaTens
MHOFOOTPAC/IEBOrO COAEPHKAHUA C XPOHONOTMUYECKMM OXBAaTOM A0
100 net n 6onee, TpebyOLMIA CNAOLIHOMO NPOCMOTPA AOKYMEHTOB,
CNOXHbIX  6ubanorpadMueckMx  pasbiCKaHWiA, yd4eTa  Bcex
nepeusgaHnii Ny6AMKaumii M UX XapaKTEPUCTUKM NyTEM CANYEHUA
TEKCTOB

OAWH aBT. INCT

11000,0

MNoAaroToBKa aHAaNUTUYECKOTO o63opa

BbiAaBneHne un oTbop AOKYMeHTOB A4 0630pa; NOAroToBKa
pybpukatopa npegmera 0630pa; U3yyeHme 1 OLeHKa JOKYMEHTOB;
cucTemaTtusauma matepuana; CocTas/ieHMe TeKCTa aHaIMTUYECKOro
0630pa; obcykaeHMe pyKonMcM Ha  3acefaHuM  HayyHo-
MeToAnYecKkoro (peaakunMoHHOro) coseta, AopaboTka ob63opa no
3ameyvyaHuMAM; caada B nevyaTb:

OAWH aBT. INCT




NO PYyCCKMM nNepBUYHBbIM UCTOYHUKaAM

9720,0

Nno cMelaHHbIM NepBUYHbIM NCTOYHUKaAM

10800,0

10

MO NHOCTPaAHHbIM NepBUYHbIM NCTOYHUKAM

12400,0

MoarotoBka aHaNTUYECKOM cnpaBKu:

11

BblAB/EHME M OTOOP AOKYMEHTOB AN aHa/IMTUYECKOM CrpaBKu,
M3ydyeHue, aHaNM3, OLUEHKa M CUCTeMaTM3auma WX; cocTaBieHue
TeKCTa cnpaBKku

OAMH aBT. INCT

5200,0

MoaroToBKa pedepaTvBHOro o63opa

BoinaBnieHMe M oTH6Op AOKYMeHTOB ana pedepatuBHoro ob3opa,
M3yyeHne M aHanus  wux; pedepupoBaHME  UCTOYHMUKOB;
cMCTeMaTM3aumMa  TEKCTOB  aHHOTAUM; COCTaBNeHMEe TeKCTa
pedepatmBHoro o0630pa; obcykaeHue ob3opa Ha 3acedaHuu
Hay4yHO-MeTOoAMYECKOro (peAakumMoHHOro) coseTa; AopaboTka
0630pa No 3amMevyaHuAaM; caadya B Neyatb:

OAWH aBT. INCT

12

No PYCCKUM UCTOYHUKaM

5200,0

13

Nno CMeLWaHHbIM NCTOYHUKaM

6480,0

14

MO MHOCTPAHHbIM NCTOYHUKaM

7300,0

CocTaBneHue aKcnpecc-mHbopmaLmm:

15

BblAB/1EHNE U 0T60p mMmaTtepuana no teme, CUCtematTmnsauma ero un
noAaroToBKa ANA nedyaTtn

OAWH aBT. INCT

3840,0

CocTtaBneHue bubnunorpaduyeckon 3anmcu, aHHoTaumm, pedepaTta

CocTtaBneHne 6ubnanorpadpuyeckolr 3anmcu: UM3ydyeHue M aHanu3
[OKYMEHTa, COCTaB/IeHMe 3aro/IoBKa ONUCaHMA, NPOBEPKaA 3amnuchy,

O4Ha 3anncb




BHeCeHue VICI'IpaBIIEHVIﬁ

Konunyectso anemeHToB 6nbanorpadmyeckoro onncaHma:

16 |1-4 3,2
17 |5-6 5,4
18 |7-9 6,4

CocrtaBneHne aHHOTAUMU; n3ydyeHne wm aHaAn3 AOKYMEHTa, | OAHa aHHOTauuA
HanncaHMe TeéKCTa aHHOTauunu:

19 |aHHOTUpPOBAHUE KHUT 270,0
20 |aHHOTMpPOBaAHMeE cTaTel 160,0
21 |cocTaBneHue pedepaTa: M3y4YeHME M aHAM3 LAOKYMEHTA, Ha| OAWH aBT. IUCT 5920,0
KOTOpbIA cocTaBnsietcAa pedepat, HanuMcaHWe TeKCTa, BHECeHUue
MCcnpaBaeHN
22 |aHanuMTMYecKaa pPOCMAUCb  XKYPHaANbHbIX, ra3eTHbIX CcTaTel,| oAgHa PoCnuUcChb 120,0

cbopHUKOB, BUbAMOrpaduleckmx nocobui

23 | 0O3HAaKOM/IEeHMe C cogepxaHmnem n3aaHuA, COoCTaBneHune OAHa CTaTbA 3,6
dHaINTUYECKOTO ONMNCaHMA HAa CTAaTblO

I'Ipwweanme: HOpPMa BpeEMEHU Ha COCTaB/sieHUE 6I/I6I'IVIOI'pa¢I/I‘-IeCKOFO nocobus AaHa U3 pacyeTa pa6OTbI dBTOPCKOro Ko/1N1IeEKTUBA.
4.9. HEPEBOA n nepepa60TKa NeYaTHbIX TEKCTOB C MHOCTPAaHHbIX A3bIKOB Ha pyCCKVIf/Jl M C PYCCKOIro Ha NHOCTPAHHbIE A3bIKU
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N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EamHuua Hopma
n/n nsmepeHua BPEMEHM,




MWH.

2 3 4
MepeBog TEKCTA C MHOCTPAHHbIX A3bIKOB HA PYCCKUI A3bIK
YTeHne opurvHana, aHanM3 TEKCTa, pa3sMeTKa ero C BblAB/IEHNEM | OAMH aBT. INCT
TPYAHbIX TEPMUHOB, FTPAMMATUYECKMX KOHCTPYKLNI, NEKCUYECKUX
060pOTOB, LLEXOBbIX U }APTOHHbIX TEPMUHOB:
NOJIHbIA MUCbMEHHbI NepeBos, 1580,0
COKpalLleHHbIA NUCbMeHHbIN nepesod oT 30% ao 50% obbema 1620,0
TeKCTa
BbIGOPOYHBIV MMCbMEHHbIV NepeBos, 1520,0
MepeBog TEKCTA C PYCCKOTO A3blKa HA MHOCTPaHHbIE A3bIKK:
NO/HbIA MUCbMEHHbBI NepeBos, OAWH aBT. INCT 1980,0
TepMmuHonormyeckas pabota nNpu  BbINOAHEHUN MUCbMEHHOTO
nepesoja:
NOUCK OTMEYEHHbIX B OPUIMHANE HE3HAKOMbIX UAN HEMOHATHbLIX | OAWH TEPMUH, 18,1
TEPMWHOB M COKPALLEHWIM B C/IOBAPHO-CMPABOYHON NUTepaType;| COKpalieHue
noabopka COOTBETCTBYHOLMX TEPMUHY 3KBMBA/IEHTOB,
pacwmdpoBKa COKpaLLEHNI
KoHcynbTauusa nepeBogumnKa co cneunanncramm:
BbIACHEHME MNPaBW/IbHOFO UM3JIO)KEHWA YacTeld TeKcTta no oAHa 36,2
Ma/sIo3HAaKOMOW TemaTuKe; YTOYHEeHMe COOTBETCTBMA nepeBoda| KOoHCy/bTauus

opurnHany

CocTaBneHue 6ubamorpaduyeckoro onncaHma:




7 |coctaBneHue 6ubnnorpaduyeckoro onucaHuMAa nepesoda Mo | OAHO OMMCaHue 10,8
OAHHbIM, B3ATbIM C TUTY/IbHOTO /INCTA NepeBoa
MpoBepKa U KOPPEKTMPOBKA NepeBoaa nocae Habopa:

8 |npoBepKa NPaBUALHOCTM PACNOJIONKEHMA OTNeYaTaHHOro TeKCTa;| OAMH aBT. /IUCT 200,0
CBEPKA C PYKOMNMUCbIO; NpaBKa
TexHuyeckoe opopmaeHue nepesogos:

9 |HanucaHMe B TeEKCTe MepeBOoAa CUMMBOJIOB M BCTABOK Ha oAHO 2,0
MHOCTPAHHOM fA3blKe BNUCbIBaHME

10 |ycTaHOBKa pUCYHKOB, Tabanu, popmyn OAVH 3/1eMEHT 3,0
MepeBog 3aroN0BKOB CTaTeN U AOKYMEHTOB:

11 |nepeBog 1 3aNUCb 3aroN0BKa OAMH 3arosI0oBOK 10,8

MpumevaHune:

- HOPMbI BpeMeHU NpeaycMaTpMBaloT BbINOJHEHME NEPEBOAOB C MHOCTPAHHOIO A3bIKa UM Ha MHOCTPaHHbINA, KOTOPbI Y NePeBOAYMKa ABAAETCA OCHOBHbIM
(no o6pasoBaHMIO AN MPUMEHEHMUID);

- NPV BbINOZTHEHNKN NepeBOAOB C APYTUX A3bIKOB UK HA Apyrne nOMMMO OCHOBHOIO K HOpMaM BpeEMEHU NPUMEHAETCA I'IOBbILLIBIOIJJ,VIﬁ KOBd)d)I/ILI,VIEHT 1,1.

4.10. UccneposaTenbckasa paboTa

N HanmeHoBaHue npouecca, onepauuun. Coctas paboTbl EamHuua Hopma
n/n nsmepeHua BPEMEHM,
MUH.
1 2 3 4
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Pa3paboTKa nporpammbl (TEXHUYECKOro 3ag4aHuA) uccneaoBaHma

Ob6ocHOBaHME aKTya/lbHOCTM TeMbl, BblAB/EHME M 0H6OCHOBaHME
npobnemHon cutyaumm, GOPMYAMPOBAHUE LEeAM, 33had MU
rmnoTesbl UCCNen0BaHMA; HanMCcaHWe TeKCTa

oAHa
nporpamma

UccnepoBaHmne HOCUT:

NUNOTaXHbIN (Pa3BeabliBaTeIbHbIN) XapaKTep

21600,0

NPUKNaAHONM XapaKTep

38250,0

Paspa 60TKa MeToOANKN nccnegoBaHnA

Pa3paboTka (HanucaHWe) TeKCTa MEeTOAMYECKMX AOKYMEHTOB Mo
NPOBOAMMOMY  WUCC/IEAO0BAHUIO, 3MNUpUYecKas anpobaums
PEeNneBaHTHOCTU  COCTaB/IEHHbIX [JOKYMEHTOB, YTOYHEHME U
fopaboTka  METOAMYECKOro  WHCTPYMEHTapusa, COCTaB/eHue
OKOHYaTe/IbHOro BapuaHTa AOKYMEHTa:

o4Ha MeToAMKa

MEeTOAMKU MPOBEeLEeHUA WUCCNeA0BaHMA, HOCALLEro MUIOTaMKHbINI
(pa3BenpiBaTENbHbIN) XapaKTep

18000,0

MeTOAMKM NPOBEAEHUA WUCCAeA0BaHUIA, HOCALLEro MPUKNaLHOM
Xapakrtep

33000,0

Pa3paboTKa MHCTPYKUKit No 06paboTke AOKYMEHTAUMUM (MCXOAHbIX
[aHHbBIX), NOlYyYEHHOW B XOL€e UCC/e0BaHUs:

op4Ha
WHCTPYKLMA

py4Has obpaboTka

15600,0

MallWHHasa obpaboTKa

20400,0

PaspaboTka  npeannaHoBbIX WM MAAHOBbIX  AOKYMEHTOB
nepcrneKkTMBHOIO XapaKTepa:




pa3pa60TKa KoHUenuunn OCHOBHDbIX HaﬂpaBHEHMﬁ Pa3BnUTUA
6mbnmoTteyHoro Aena B permoHe Ha nepcnekTmaey

OAWH aBT. INCT

13050,0

KOHUEeNnTyasbHoe obecnevyeHne 6uMbBAMOrpadmUeckux u3aaHuii;
060CHOBaHME aKTya/ibHOCTU TEeMbl, YMTaTeNbCKOE U LefieBoe
HasHayeHMe nocobus, ero CTPYKTypbl (cxembl), BblipaboTKa
METOANYECKMX MPUHLMMOB U pelieHnidi oA PacKpbiTUA TeMbl;
HanucaHue TeKkcTa

OAWH aBT. INCT

11220,0

cocTaB/ieHMe NpOrHosa, CBA3aHHOMo C MepcrnekTMBamu pPasBuTUA
6MbANOTEK; HaNMcaHMe TeKcTa

OAWH aBT. INCT

13050,0

10

pa3paboTka Lenesbix Nporpamm (a1a cetm 6MbAMOTEK UAM OAHOM
6MBIMOTEKM); AMArHOCTUKA CUTYaLMM, BHELWHWX U BHYTPEHHUX
BJANAHUIN Ha QYHKLMOHMPOBAHME W pasBuUTUe BUBAMOTEK (0gHOW
6UbAMOTEKN); BbIPabOTKA PEKOMEHOALNNA, PELUEHUI; HanucaHue
TEKcTa

OAMH aBT. INCT

15200,0

CocTaBneHmne CBOAHbIX KAaTasloroB KHUXKHbIX MaMATHMKOB:

11

pa3paboTka NpOCMNeKTa; BblABJAEHUE [OKYMEHTOB - KHUMKHbIX
NaMATHWKOB; OMMUCAHME N COCTaB/IEHWE CNPaBOYHOro annapara

OAWH aBT. INCT

18200,0

OpFaHM3aLI,VIOHHaﬂ pa60Ta no nposegeHUo nccnegoBaHUA:

12

Cco3ZaHMe  WCCNegoBaTeNbCKOro  KOJIIEKTUBA;  COCTaB/ieHME
pabouero naaHa NpoBeAeEHMA UCCNE[0BaHMA, COTacoBaHMe ero ¢
UCNONIHUTENAMMU; onpeaeneHne naowaaku (6asbl) nccnefoBaHus;
nepenuMcka C HWUMK; MPOBEAEHME MWHCTPYKTaXKei, CemMuHapos,
COBEeLLAaHNIN, KOHCYAbTaLNi

OofHO
nccneposaHue

7140,0

13

6ubnmorpadmyeckas npopaboTka Tembl UccnenoBaHua, pabota B
apXuBax, M3y4yeHMe HOPMATUBHO-TEXHWYECKON [OKYMEHTaLMM,
MHPOpMaLmMKM 06 aHanorax u Apyrux matepuanax, OTHOCALMXCA K
pa3pabaTtbiBaemoli Teme

OAWH aBT. INCT

1200,0




O6paboTKa nosy4yeHHON MHbOopPMaUUK:

14 | c6op n 06paboTka MHGOPMALLMM HA OCHOBE MEPBUYHBIX UCXOLHbIX | OAMH ABT. INCT 7800,0
AaHHbIX (CTAaTUCTMYECKMX AaHHbIX, OTYETOB, MJIAHOB, CMPABOK,
MaTepuanoB KOMaHAMPOBOK)

15 |aHanu3 obpaboTaHHOM MHDOPMALMK; BbIBOAbI, PELUEHUS, NPOTrHO3 | OAMH aBT. UCT 5200,0
MNMoaroToBKa maTepuranos Mo UTOram Hay4yHoW paboTbl:

16 |HanuMcaHWe Hay4yHOro OT4eTa; NOArOTOBKA PYKOMUCK K Me4yaTM Ha| OAWMH aBT. INCT 13200,0
pPasINYHbIX 3Tanax paboTbl

17 |HanucaHMe NPOMEXYTOYHOro oT4yeTa (cnpaBKM) O xode| OAMH aBT. AUCT 6400,0
nccnefoBaHuA
MoaroToBKa M HamMcaHWe TeKCTa CTaTbM B COOPHMK HAYYHbIX
TPYAOB, NpaKTMYyeckoe nocobue, npodeccMoHaNbHy0 npeccy;
noAroToBKa PYKOMMUCHK K NeYaTh Ha pas/iMdHbIX 3Tanax paboTbl:

18 |cTaTbA TeOpeTUYECKOro xapakTtepa 15200,0

19 |cTaTba NpUKNAZHOro, NPAaKTUYECKOro XapaKTepa 9200,0

20 |HanucaHve [oKAaga nNoO  MUTOram HayyHOro WCCnenoBaHuA; | OAMH aBT. INCT 6700,0
noAroToOBKa PyKOMMcen Ha pasanyHbIxX 3Tanax paboTobl

21 |pa3paboTka peKkoMeHAaUWni, WHCTPYKUUIA N0  BHEAPEHWUIO | OAWMH aBT. IUCT 14100,0

mMmaTepnanoB HaydyHOro uccnegosaHunA, HaNUCaHMe  TEeKCTa,
NnoAroToBKa PyKONMUCU K NeYaTn Ha Pa3/IMYHbIX 3Tanax pa60TbI

MpumeyaHua:

- HOpMa BpeéMeHU Ha COCTaBa1IEHNE Nporpamm, MeToauk, MHCTDYKLI,Mﬁ AaHa Ha MCCﬂe,D,OBaTEHbCKMVI KONNEKTUB,;

- 4achbl TPYyA03aTpaT pacnpeaenarTca mexgy NcnoiHnTenamm B 3aBUCUMOCTU OT UX HAlrpy3KU.




4.11. MeToanyeckan paboTa

n/n

HanmeHoBaHMe npouecca, onepauumn. Cocrtas pa60TbI

EavHnua
n3mepeHma

Hopma
BPEMEHM,
MUH.

2

4

MoAroToBKa MeToAMYECKOro Nnocobus, pekomeHaauui

MpuHLMNManbHO HOBaA pa3paboTKa Tembl:

n3y4yeHmne Tembl, BbiABNEHNE U aAHA/IM3 AOOKYMEHTOB MO Teme,
YTO4YHEeHNEe 4YUTaTeNlbCKOro W uenesoro Ha3Ha4vyeHuA I'IOCO6MF|,
peKOMEHAaLLMVI; COCTaB/1eHME NPOCNeKTa,; HanNnncaHme TeKCTa

OAWH aBT. INCT

15300,0

Mogudurkauma paHee pa3paboTaHHON TEMbI:

BblAB/IEHNE W WUN3y4YEHUE HOBbIX AOKYMEHTOB WU HAKOMNJIEHHOIO
6ubnMotekamm onbiTa Mo Teme I'IOC06VIFI, pEKOMEHAaLLMVI;
YTO4YHEHMeE NPOCneKTa, BHeCEHNE N3SMEHEHUNA B CTPYKTYPY U TEKCT B
COOTBETCTBMMN C  OO0CTUXKEHUNAMU 6UbNMOTEUHOM Teopmun u
NPaKTUKKU; NOoArotoBKa PYKOMUCKU K OﬁCV)Kp,EHVII-O} p,opa60TKa no
NUTOram 06CY)‘KA€HVIH

OAWH aBT. INCT

8670,0

Pa3paboTka [OKYMEHTOB, periaMeHTUPYIOWNX AeATebHOCTb
BUBANOTEK, NONOMKEHWUIN, UHCTPYKLMIM, NPOEKTOB NOCTaHOBAEHUN,
YCTaBOB, 3aKOHOAaTe/IbHbIX aKTOB

anHLI,VII'IMafIbHO HOBaA Tema:

BblAB/E€HUNE, NU3y4YeHNe U aHanuns3 LI,GﬁCTBVIOLLI,MX AOKYMEHTOB Mo

OAWH aBT. INCT

17340,0
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Teme, HanuMcaHMe TeKcTa MpPoeKTa [OKYMEHTa, ObCyKaeHue,
anpobupoBaHne B 6MBAMOTEKax, Ha 3acedaHWyM HayyHo-
MeTOAMYEeCKoro coBeTa; AopaboTKa AOKYMeHTa; NoaroToBKa K
yTBEPKAEHMIO

Moaudukaums paHee pa3paboTaHHOro AOKYMEHTa:

dHaNn3 N oueHKa JOKYMEHTAa; NMOUCK U 0T60p HOBbIX AEVICTBYPOLLIMX
OOKYMEHTOB MO TeMe; BHeECEHME N3MEHEHUN B TEKCT AOKYMEHTaQ;
06CV)KLI,€HM€ Ha 3acegaHnn Hay4YHO-METOAMYECKOTro COBETa,
p,opa60TKa no nToram O6CV)K,CI,€HVIFI; NnoAroToBKa K yTBEpPXKAEHUNIO

OAWH aBT. INCT

7650,0

Pa3paboTKa yyeTHbix popm, Tabsmu, 0b6pasLoB:

YTOUYHEHWE NpeameTa, 0b6beKTa, cogepKaHua ydeTHoW Gopmbl,
Tabnaunubl, obpasua; oTbop nokasaTenen, cucTemaTM3auMsa UX;
pa3paboTka MaKkeTa y4yeTHoM d¢opmbl, Tabauubl, 06pasuLa;
obcy)KaeHWe Ha 3acefaHuMM  HayYHO-MEeTOAMYEecKoro COoBeTa;
NOAroTOBKa K YTBEPKAEHWIO

OAWH aBT. INCT

7650,0

CocTtaBneHve pekoMeHZALUMI N0 BHEAPEHWUIO PEFIaMEHTUPYIOLLMNX
[LOKYMEHTOB B MPAKTUKY:

pa3paboTka METOANYECKMX PEKOMEHAAUNN, MHCTPYKUMIA, NNaHOB
No BHEAPEHWIO HOPMATMBHOM [AOKYMEHTauuu; MOAroTOBKa
PYKOMMUCK K NeyaTu

OAWH aBT. INCT

14025,0

MNoarotoBKa NUCbMEHHOM KOHCY/1bTaUunn, METOANYECKOTO NNCbMa:

BbIIBIGHWE W aHa/NM3 [JOKYMEHTOB MO TemMe;, W3yyeHue W
0606ueHne onbiTa paboTbl O6MBAMOTEK; HanuMcaHMe TeKcTa
KOHCY/NbTaUUKM,  METOAMYECKOrO  MUCbMa;  MOAroTOBKa K
obcy)KAEHMIO Ha 3acefaHuMM HayyHO-MeTOAMYECKOro COBETa;
AopaboTKa no uToram obcyKAeHUs; caada B neyatb

OAWH aBT. INCT

8670,0




MoarotoBka o630pa aeatenbHOCTN 6MBAMOTEK MO onpeaeneHHoM
TemaTtuke:

8 |yTouHeHue Tembl 0630pa; onpeaeneHne XPOHONOrMYECKUX FTPaHNL,; | OAMH aBT. INCT 9180,0
BblAB/IEHNE [OOKYMEHTOB, OTOOp WX, MNPOCMOTP W aHanus;
HanucaHMe TEeKCTa; MOAroToBKAa PYKOMUCU K OOCYXXAEHWUIO Ha
3acefaHuM Hay4yHO-MeToAMYEecKoro coBeTta; gopaboTka pykonucu
nocne obcyxaeHua
PeugH3MpoBaHME HaAy4HbIX, METOANYECKUX, WMHPOPMALMOHHbIX
MaTepuanos:
9 |JyTeHMe peueH3npYyeMOro maTepumana; OueHKa ero B LUeaoMm,| OAWH aBT. IUCT 783,0
OTAEe/NbHbIX YacTel, yCTaHOBMIEHUE COOTBETCTBUA YNTATE/IbCKOMY U
Les1IeBOMY Ha3zHAYEHWNIO, HAYYHbIM U METOAMYECKUM TPebOoBaHMAM
10 |HanucaHue peueH3nn OAWH aBT. NCT 1305,0
MoaroToBKa IEKUNIM, KOHCYNbTaLLMM
Pa3paboTKa nnaHa Nekuuii, KOHcybTauuii, nogbopka matepuana,| OAHa nekuus,
M3y4yeHMe ero; COCTaB/ieHME CMUCKA /AUTepaTypbl K AeKUUMU,| KOHCy/nbTauuA
KOHCYNbTALMKU; HAaNMUCAHME TEKCTA:
11 | neKuma 1566,0
12 | nekumaA, TemaTuyecKas BCTpeya, BebuHap, mactep-Kaacc 90,0
13 | nepBuMYHaA rpynnoBas KOHCyAbTauma 1305,0
14 | noBTOpPHAA rpynnoBaA KOHCYAbTALLMA C Y4E€TOM HOBOrO Matepmnana 522,0
15 |npoBeaeHWe YCTHOW UHAMBUAYANbHOW KOHCYAbTauum oAHa 50,0
KOHCyNbTaumA
16 |oTBeT Ha NUCbMO OZIHO MUCbMO 162,0




MpoBegeHWe CeMMHAPOB, Y4YebHbIX KypcOB, MNPAKTUKYMOB,
CTa*KMPOBOK:

17 |cemuHap, y4ebHbit Kypc (2 - 7 pHel); onpegeneHwe Tembl,| OAWH CEMMUHAPp, 8400,0
YTOYHEHWE CPOKA MpPOBeAEHMA, COCTAaBAEHME MNPOrpammbl, | y4ebHbIN Kypc
OMOBeLLEHME YYAaCTHUKOB U BbICTYNAKOLLUX
MpaktTnkym (7 - 10 pHen); onpeaeneHne Tembl, 334aHUA, | OAWH NPAKTUKYM
ynpa)KHeHuA; cocTaBneHne rpadmMka W YTOYHEHWE CPOKOB
nNpoBeAeHUA 3aHATUI:

18 | rpynnoBoi NpakTUKym 2295,0

19 | MHAMBUAYANbHbIN NPAKTUKYM 2160,0
CraxkunpoBka (7 - 10 pgHei); yTOYHEHWE CPOKOB MNpOBeAEHMUSA ofHa
CTa*KMPOBKMU; BbIIBNEHME NMTEPATYPbI MO M3y4aeMOMYy BOMPOCY;| CTa*KMPOBKA
COCTaB/IeHME MNporpaMmmbl M rpadMKa CTaXKMPOBKM C Yy4eTom
COCTaBa cAyLllaTenei; 3ak/tlo4eHne 0 NPOXOXKAEHUM CTAXKUPOBKMU:

20 |rpynnosas CTaXKMPOBKa 2805,0

21 |MHAMBUAYaANbHAA CTAXXMPOBKA 2349,0
MpaKTWKa CTYAEHTOB BbICIIMX U CPEAHUX CMeunanbHbIX y4ebHbIX
3aBeAeHui:

22 |noAroTtoBKa W opraHWsaumsa NpakTUKK ctyaeHToB (go 30 aHelt);| oAHa NpakTUKa 4860,0

pa3paboTKa NnaHa NPaKTUKK, COrNacoBaHUe ero ¢ pykoBoauTesiem
NpPaKkTUKK (NpeactaBuTenem yyebHOro 3aBefeHus); cocTaBaeHue
rpaduka noceweHnsa CTPYKTYPHbIX NOAPa3AeIeHNI; opraHn3aums
NPaKTUYECKUX  3aHATWUW; nogBedeHuMe  WUTOTOB  MPAKTUKWK;
COCTaB/IEHME XaPAKTEPUCTUK NPAKTUKAHTOB

MpakTnyecKkmne 3aHATUA:




23

noaroToBKka MNPaKTUYECKUX 3aHF|TVIl\;1,' COCTaBieHune 3agaHunAa no
BblIMO/IHEHUIO n3ydyaemoro 6mbnmoTteyHoro npowuecca,
KOHTPOJIbHblE BONPOCHI, TeMaTUYeCcKnii Cnmncok nnTepartypbl K
3a4aHU0; HAaNMMCaHne Te3NCoB

OAHO 3aHATHUE

1050,0

CocTaBneHue y4ebHOM Nporpammbl:

24

onpeageneHme cocCrtasa cnyu.laTeneﬁ; COCTaB/ieHNe TeEMATUYHECKOTIO
nnaHa, YTO4HEHUE nopAagKa n3y4vyeHuA, onpeaeneHue
nocneaoBaTe/sibHOCTU U3NOXKEHUA Tembl, BblaeneHmne OCHOBHbIX
BONpocoB; CoOCTaB/sieHNne CnnCKa unTepaTypbl no TemMam
nporpammobl; HaNMUCaHuWe TEKCTa, O6CV)K[],EHME nporpammbl Ha
3aceaHUN Hay4HO-MeTOoAN4YEeCKOro CoBeTa

op4Ha
nporpamma

5733,0

MoceweHne 6ubAMOTEK, Bble3gbl B KOMAHAMPOBKM C LENblo
N3y4yeHna paboTbl M OKa3aHMA METOANYECKON NOMOLLN:

25

NoAroToBKa K KOMaHAMPOBKE; YTOYHEHME CPOKOB U  ULenu
KOMaHAMPOBKK, 03HAKOMJ/IEHUE C MMEIOLLMMNCA JOKYMEHTAMU U
mMmaTepuanamu npeablaywmx Bble3goB M NybavMKauuie B nedyaty;
coCTaBneHue NPorpammsl (NaaHa) KOMaHAMPOBKM

oAHa
KOMaHAMpPOBKa

574,2

26

coCTaB/eHMe  MHOOPMALMOHHOrO  oTyeTa  (cnpaBku) O
nposeAeHHOM paboTe; OTYET BKAIOYAET: CBEAEHNA O MeCTe Bble3aa,
LUensx M CPoKax KOMaHAMPOBKM, OObEKTax MOCELLeHWUA, aHanus
cocToAHMA paboTbl N0 Teme Bble3aa, BbiBOAbI U NPeasioXKeHUsA B
agpec bubnnotekm

O4uH oTyeT

1050,0

27

COCTaB/1EHME aBaHCOBOIo OT4e€Ta, 3ano0/IHEHMUE OTYETHOIO 6n1aHKa
CO BCEMM NPUNOKEHNAMU, CAaYa B 6yxranTepmo

O4uH oTyeT

40,0

28

noAroToBKa MHGOPMaLIMM NO Pe3yibTaTaM KOMaHANPOBKM (YCTHO)
B CeKTope, Yy 3aBeAylollero oTAeN0M, Ha Hay4yHO-MeTOoAMYECKOM
coBerTe, 3aceaHnm AMpeKLmUn

oAHa
nHpopmauua

105,0




MOHUTOPUHI OeaTeNbHOCTM AOEeTCKMX bubnnotek Poccuiickoi
depepaunu:

29 |coctaBneHne popm OTYETHOCTHU O4uH oTyeT 1200,0
30 | paccbinka MHPOPMALMOHHBIX nucem u Gopm oTyeTHOCTM no bl | oaHa paccbiika 45,0
OEeTCKMX bubnmoTek Poccuiickon deaepauunm
31 |cbop <¢dopmM  OTYETHOCTM, OSNIEKTPOHHblE U  TenedOoHHbIe oAuH cbop 120,0
KOHCY/IbTaLMM MO BONPOCaM 3anosHeHUs Gopm
CoctaBneHne KaneHgapa npodecCMOoHaNbHbIX MeponpUATUI
OETCKMX 6ubnmotek Poccuiickon depepaunmn (eeroaHblt U
eXXeKBapTa/bHbIN):
32 | cocTaBneHue n paccbliika MHPOPMALMOHHBIX MUCEM exerofHasa un 120,0
KBapTasibHasA
33 (cbop ¥ o06paboTka nonyyeHHoW WHbOPMAUUKM, BHECEHME B| exKerogHaawu 1200,0
KaneHaapb NpodeccuoHasibHbIX MEPONPUATUI KBapTasibHas
34 | yTouyHeHMe nHbopmaL MM No NPOBOAMMbBIM MEPOMPUATUAM exerogHaa v 200,0
KBapTasibHasA
0630p Nyb6AnKaunit NnpodeccMoHanbHOM Npecchl (exXemecayHo):
35 |oT6op, NPOCMOTpP M aHaNN3 CTaTel B XKypHanax mecAYHan 450,0
36 |4TeHuWe matepuana mecAYyHasn 420,0
37 | HanucaHue cTaTbk mecAYyHasn 400,0
38 |cpava B oTAeN pasmelleHna MHGopMaL MM Ha canTe mecsiyHas 10,0
39 |noaroToBKa (pepakTnpoBaHue) exeroaHom CBOAHOWM OJVH OoT4YeT 18900,0

CTaTUCTUYECKOWN OTYETHOCTMU cneunannsnpoBaHHbIX 6mbnmotek




Poccuitckoit egepaumm, paboTalowmx ¢ MONOAEKbIO

40

ocyliecTs/ieHne MOHUTOPUHTA NeATeNbHOCTU
cneumannsnpoBaHHbix 6ubanotek Poccuiickon Pepepauun,
paboTatoLLmX C MONOAEXKbIO 1A BBOAA B basy (exkemecA4yHO)

ofHa
nHbopmauma

105,0




MpnmeyvaHue:

- K HOpMe BpeMEHM NMpU COCTaBNEHUN AOKYMEHTOB, PerlaMeHTUpPYIOWMX AeATe/IbHOCTb pecnybnMKaHCKNX, KpaeBbiX M 061acTHbIX BUBANOTEK, NpMMeHAETCA
nosblwarwmin KoaddpuumeHT 1,5;

- BPEMA NPOBeAEHMA NEKLMWN, KOHCYNbTALUM, NPAaKTUKYMOB, CTA’KMPOBOK, NPaKTUKK, NpebbiBaHMA B KOMaHAMPOBKE U NpoBeAeHUs MHbOpMALUKM Mo ee
pesy/ibTaTaM B HOPMY BPEMEHW HE BXOANT.

4.12. Pab0oTbl HayYHO-OPraHU3aUMOHHOIO XapakKTepa

N HanmeHoBaHuWe npouecca, onepauunun. Coctas paboTol EamHuua Hopma
n/n n3mepeHus BpPEMEHM,
MWH.

1 2 3 4

MoaroToBKa M NpoBeaeHMe TEOPEeTUYECKON, HAYYHO-NPAKTUYECKON

KOHbepeHL MU, TEMaTUYECKOTO CEMUHAPA; MOUCK MEXAYHAPOAHbIX

CMeLumaancToB; CONPOBOXKAEHNE MEXAYHAPOAHbIX CNeLManncTos

B KayecTBe nepeBoOAYMNKa; NUCbMEHHbIN nepesog,

MHOOPMAUMOHHbBIX MaTEpPUanoB C PYCCKOrO HA MHOCTPaAHHble

A3bIKK

OnpepeneHune coCcTaBa OPrkOMMUTETA U YYAaCTHUKOB KOHdepeHUun, 0fHO

cemMMHapa; ¢GOPMUPOBaAHUE W YTBEPXKAEHWE MNPOrpaMMbl W | MmeponpuATue

npurnacutenbHoro 6uneta; opraHU3aLMOHHblE MepPONpPUATUS;
nogrotoBka K  M34aHWIO  Te3nCoB; BbIpaboTKa  MpoeKTa
pekomeHaauni; $MHAHCOBO-X03AMCTBEHHOE obecneyeHue
KOHbepeHUMM, CceMuHapa; aHanuM3 U oueHKka paboTbl
KoHbepeHUMn, ceMnHapa; noaseaeHne Toros

KonnyecTtBo y4aCTHMKOB:
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1-100 5670,0
101 - 150 7560,0
151 - 450 9300,0
MoarotoBKa M npoBeAeHMe CcemMuHapa, MeTOAMYECcKOoro AHA,

3acefaHuA "Kpyrnoro ctona", BebuHapa

Onpepnenexne YYaCTHUKOB, pyKkoBoauTens, JIeKTOPOB, OJfiIHO

[OKNaQuMKOB, CPOKa W MecTa MNpoOBefeHMA CeMUHapa,| meponpuatue
MEeTOAMYECKOro AHA, 3acedaHua "Kpyrnoro crona", BebuHapa;

onpeaeneHne KOHTUHreHTa y4acTHUKOB; pa3paboTka nporpammbl;

UHbOpPMaLMOHHOE obecneveHue; BblpaboTKa npoekTa

pekomeHAaunin; n3gaHmMe U paccbl/ika NPOrpamMmmbl; pernctTpaumsa

YYaCTHUKOB; TexHU4YecKoe ConpoBoOXAaeHNe BebuHapa:

obecneyeHne INEKTPOHHOW KOMMYHUKATUBHOW  N/OLWAAKM,

NoAroToBKa 3/MEKTPOHHbIX Mpe3eHTaluii, KOHBepTMpOBaHUe

npeseHTaUMii Ha 31EKTPOHHble nAaThopPMbl, AUCTaHLMOHHAA

HacTpollKka  KOoMMbloTepHOro  0obopyaoBaHuA  cayllaTenew,

npeaBapuTenbHoOe TeCTMPOBaHWE U BegeHue BebuHapa; aHanms u

OLleHKa CeMWHapa, MeToAMYEecKOoro AHA, 3acefaHua "Kpyrnoro

ctona", BebuHapa

Ko/an4ecTBo y4acTHUKOB:

1-50 1570,0
51-100 3980,0
101 - 150 6150,0
151 - 450 8270,0

MoAaroToBKa 3acegaHnin peaKonneruu:




8 |yTOYHeHMe CpoKa M NOBECTKWU 3acefaHua; oTbop maTepuanoB aas | 04HO 3acedaHue 560,0
06CyKAEHNA U NOATOTOBKA MX A1A KOMMPOBaHWUA; onpeaesneHue
ONMOHEHTOB (peLeH3eHTOB); ONOBeLleHNEe O 3acefaHnn YNEHOB
pefKoinernn; paccbi/ika maTepuanoB MO MOBECTKe 3aceaHus;
obopmMmeHne  MNPeasioONREHUIA,  BbICKA3aHHbIX  Y4aCTHUKaMM
3acefaHuA

OpraHusauma 3acedaHuit npobsemHbIX KOMWCCUIA, COBETOB,
TBOPYECKUX KOJINEKTUBOB:

9 |onpeaeneHne NOBECTKM AHA M CPOKOB NpoBeAeHUA 3acenaHus, O4HO 940,0
YTOYHEHME COCTaBa Y4YaCTHUKOB; MOAFOTOBKA [AOKYMEHTOB,| Meponpusatue
OpraHu3auMoHHble MeponpusaTua (onoBelleHMEe O 3acedaHuu,
noabop matepuanos); obpopMmaeHNe NPOTOKONA U pPeLlEHNA

MpumevaHme:

- NPV NPOBEAEHUN MEPONPUATUIA Ha MEXKAYHAPOAHOM YPOBHE K HOpME BPEMEHWN NMPUMEHAETCA NOBbIWAOWMIA KoadduumeHT 2,0; Ha degepanbHOM YPOBHE -
1,85;

- B HOPMY BPEMEHU He BXOAMT BPeMsA NpPoBeaeHUA KoHbepeHLUU, ceMmHapa, MeTOAMYEeCcKoro AHA, 3acefaHuns "Kpyrnoro ctona" v Bpems, cBA3aHHoe C
n3ZaHNeM MaTepuranos KoHdepeHUUn, ceMmnHapa.

4.13. PepgakTnpoBaHue pykonucem

Tabnuua 83
N HanmeHoBaHuMe npouecca, onepauunun. Coctas paboTbl EamHuua Hopma
n/n nsmepeHua BPEMEHM,
MUH.
1 2 3 4

PeAaKTMpDBaHVIE HAY4YHbIX U MeTOONYECKUX MaTepnanoB




MpoBepKa u UcnpaBaeHMe PYKONUCK B NMPOLLECCE NOAFOTOBKU ee K
rneyatw; yYCTaHOBKA  COOTBETCTBMSA  TEKCTA  HayyHbIM W
NMTepaTypHbiM TpeboBaHUAM, popme U LEeNeBOMY Ha3HAYEHUIO
M34aHWUA, COrNacoBaHME BHOCKMMBbIX MWCMNPABAEHUN C aBTOPOM;
[opaboTKa pyKonucu:

peaakTMpoBaHMe MOHorpadmin, COOPHUKOB HayyHbIX TPYAOB,| OAWH aBT. IUCT 2840,0
Hay4YHbIX OTYETOB, MPAKTUYECKMX NOCOOUI

pefakTMpoBaHNE METOAMYECKMX MaTepuasioB: MWHCTPYKTUBHO-| OAMH aBT. IUCT 2500,0
METOAMYECKUX MUCEM, PEKOMEHAALMMI, KOHCYAbTaumii, 0630pos

AeATeNbHOCTN 6MbanoTek

pefakTUpoBaHUE AOKYMEHTOB, per1amMeHTUpPYIoLWmMX 4eATeNbHOCTb | OAWH aBT. NCT 2400,0
616MOTEK: YCTaBOB, NONOKEHWUN, MHCTPYKLUIA

penakTMpoBaHWE CTaTUCTUYECKMX Tabnuu, ydeTHbIX GoOpMm,| OAMH aBT. IUCT 1980,0
obpasuyos

penaKkTMpOBaHWME  MaTepManoB  KOHpepeHUMn:  AOKMaZOoB,| OAMH aBT. AUCT 1050,0
coobLeHn

PacwmdpoBka ayamosanuceit (matepuanoB  KOHdepeHUUi,

COBeLaHNin):

Habop TekcTa c ayanodaiina OAMH aBT. IUCT 2400,0
penakTMpoBaHne HabpaHHOro TeKCTa OAMH aBT. INCT 1200,0
KOHTPOJIbHOE pefaKTUpoBaHue OA4MH aBT. INCT 120,0
PepaktupoBaHue nonynspHoro 6ubnuorpaduyeckoro nocobus,

pPeTPOCNEKTUBHbBIX HAY4YHO-BCMOMOTATENbHbIX yKasartenen,

0630p0B, cNpaBoK, pedepatos, aHHOTALMN:

penakTMpoBaHWe nonyaspHbix 6ubanorpadpuueckux nocobuin:| oauH aBT. AUCT 2640,0




TemaTuyecknx bubamorpadpuyecknx ykasatenen, cnpaBoyHMKOB

10 |pepakTMpoBaHWE pPETPOCMEKTUBHbLIX HAy4YHO-BCMNOMOraTesibHbIX| OAWH aBT. NUCT 2100,0
yKasaTenemn
11 | pepakTMpoBaHWE aHaNUTUYECKUX 0630pOB, CMPaBOK, aHHOTAUMMI, | OAMH aBT. IUCT 1080,0
pedepaToB, CBOAHbIX pedepaTMBHbIX 00630pOB, 3Kchpecc-
nHpopmayui
12 | pepakTnpoBaHue bubavorpaduyeckoit sanncu 0/JHa 3anucb 4,6
13 | KOHTPO/bHOE peaaKTUpPoBaHMe oA4Ha 3anucb 6,2
MpumeyaHue: Npu pesakTMPOBAHUN CMELLIAHHOIO TEKCTa K HOPME BpeMeHU NPUMEHSETCA NOBbIWAOWMA KoadouumeHT 1,1.
4.14. BcnomoraTte/ibHO-TeXHUYecKan paboTa
N HanmeHoBaHuWe npouecca, onepauunun. Coctas paboTol EamHuua Hopma
n/n n3mepeHus BpPEMEHM,
MUH.
1 2 3 4
1 |o3HaKomneHWe c maTepmanom OOVH LOKYMEHT 10,0
2 | pepaKTUpoOBaHWE MATepPUanos OOMH LOKYMEHT 12,0

4.15. PaboTa no opraHusauunm Tpyaa u ynpasaeHuto

Tabnuua 84
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N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EamHmua Hopma
n/n n3mepeHua BPEMEHMN,
MMH.
1 2 3 4
MnaHMpoBaHWe paboThbl
C6op, aHanM3 mucxogHon MHbOPMaUUK; onpeaeneHne OCHOBHbIX OAVH NJaH
33424 roga, yToO4HEeHME CPOKOB BbIMOJIHEHWUS 3a4aHWUN, HAaNUCaHUe
OOBACHUTENIbHOM  3aMWCKM; MNOArOTOBKAa MNpPOEKTa naaHa K
obcyXKaeHUIO Ha BCex YPOBHAX, AopaboTKa nocsie obcyxaeHus;
npeacTaB/IEHUE N1aHa HA COT1IAaCOBaHME U YTBEPKAEHME:
1 |nnaHa 6ubnnoTekun 6240,0
2 |nnaHa oTaena, ceKkrtopa 2740,0
3 |MHAMBMAYANbHOTO NAAHa 370,0
ExxegHeBHbIN y4eT paboTbl B CTPYKTYPHbIX NOAPA3Ae/NeHUAX:
4 | cTaTUCTMYECKUI y4yeT 3anucaBluMxcs (nepeperucTpmpoBaBLlUnXcA)| oAHa 3anuch 2,8
yuTartenen
5 |cTaTUCTUYECKMI YYET KHMTOBbIAAY, NOCELEeHUM 0JHa 3anucb 8,6
6 |yuer nHdopmaunoHHO-6Mbanorpadmyeckon paboTbl no| ofAHa 3anucb 2,7
yCTaHOBNEHHOM popme
7 | yyeT BbINOAHEHHbIX CNPaBOK OZHa 3anucb 2,7
E)KeaHeBHbIN y4yeT aboHeHTOB, Nonb3yowmxca MBA:
8 | cTaTUCTMYeCcKnin yuet aboHeHTOB, Nosb3ytowmuxcs MBA OZHa 3anucb 2,7




9 |CTaTUCTMYECKUI  y4eT  MOJIYY4EHHbIX  3aKa3oB,  BblAAHHbIX| OAHa 3anucb 9,8
OOKYMEHTOB
10 |cTaTMCTMYECKUI Yy4eT 3aKa3oB, MepeHanpas/ieHHbIX B ApyrMe| ogHa 3anucb 2,7
6mMbanoTekmn
11 |3anucb utorM pabotbl B "[HEBHWK paboTbl" noapasgeneHusa| OAHa 3anucb 3,2
6MbnmoTekn
12 |MHAMBMAYANbHbIN Yy4YeT: exegHEeBHOE 3aMOJIHEHME JICTKA yvyeTa| OfHa 3anucb 2,7
TpyAo3aTpaT Uan AHEBHMKA paboTbl bubanoTekaps
CBOAHbIM CTAaTUCTUYECKUI yYeT No BubanoTeke
Yucno umtateneit, KHMroeblaay, NOCEWEHN U MHOM MHOPMALMK; |  OAHa 3anucb
noAseneHne UTOroB CTaTUCTUYECKUX SAHHbIX N0 BUbANOTEKE:
13 | mecsay, 528,0
14 |kBapTan 792,0
15 (rop, 1080,0
Ctatuctuyeckuit yyet B pexkmme AC:
16 |BBOA CTAaTUCTUYECKUX AAHHBIX C KOHTPOJIbHOMO AUCTA OAMH AncCT 0,16
17 | cBOAHbLIN CTAaTUCTUYECKUI yUeT no bubnnoTteke (Uncno yntatenen, Ha mecsy, 120,0
KHUroBblAay, NocelleHnin U MHOW MHpopmaLmm)
MoaBeneHMe UTOroB CTAaTUCTUYECKUX SAHHbIX NO BubanoTeke: Ha mecAy,
18 | mecsy, 0,27
19 |kBapTan 0,27
20 |rop 0,27




CocTaBneHune OT4eTOB:

21 |npuem NNAHOBO-OTYETHbIX AOKYMEHTOB OT  CTPYKTYPHbIX | OAUH AOKYMEHT 13,0
noApasgeneHnin ¢ NPOBEPKOM MNOAHOTbI COCTABa; COCTABAEHUE
CBOZHOM Tab/iMLbl OCHOBHbIX MOKasaTenek
CocTtaBneHme aHaNUTUYECKOro OT4veTa: aHaNM3  AeATeNbHOCTU OAMH oT4eT
noapasgeneHnin M 6ubANOTEKN, OTMETKA MU3MEHeHMA 3a rog,

HanucaHuWe TeKCTa, npeacTaBNeHWMe Ha  CcornacoBaHne U
yTBEpPXKAEHME:

22 |oTyeT GUBNMOTEKM 3a Fog, 3980,0

23 | oT4yeT OTAENa, CEeKTOpa 3a ros, 1320,0

24 | MHAMBWUAYAbHbIN OTYET 33 M4, 586,0
CocTaBneHne GMHaAHCOBbIX OTY4ETOB 06 onaaTe Mo BUAAM MIaTHbIX OOMVH OT4eT
yCcnyr:

25 |3a mecay, 510,0

26 |3a KBapTan 840,0
CocTaBfieHMe OTYeTa g5 YuTaTenel u HaceneHus:

27 |onpeaeneHne CpoKa nNpoBeAeHUMA OT4YeTa, MNOBECTKM AHS; OAHO 1580,0
OMOBELleHMEe O AHe OT4yeTa uuTaTesieid, HaceseHWsa; BbINYCK| MeponpuaTue
CTeHraseTbl; 0poOpM/IEHNE NPOTOKO/1a, 3aMeYaHNN U NPeaNoXKEHNI
ynTaTenemn, HaceneHus, CocTaBAeHMe NaaHa UX peannsaumnm
MoaroToBKa NPOM3BOACTBEHHbIX COBELLAHNI
OnpepeneHne NOBECTKM AHA, Kpyra YYacTHUMKOB;, MOArOTOBKA o4HO
CNpaBKMW, APYrMX MePONPUATUN, NPOEKTa PeLUEHMA; OMOBELLEHNE coBelaHme

Y4aCTHUKOB COoBeLlWaHNA; NOAroTOBKa NOMeLllLeHNA:




28 |cosewaHune paboTHMKOB BUBMOTEKM 320,0

29 |cosewwaHue paboTHMKOB OoTAENA 264,0

30 |coBewaHne No UTOram MPUHATLIX PELIeHUN C LeSiblo OLEHKU UX oAHO 27,0
pe3ynbTaToB, NPOM3BOACTBEHHbIE COBELLLAHMA MO UTOram roga coBellaHne

31 |onepatmsHoe coBelaHne (ans peweHuna TEeKYLMX o4HO 22,0
NPOW3BOACTBEHHbIX 3a4a4) coBellaHue
OpraHusaumoHHas (onepatmMBHan) paborTa:

32 |pOKymeHTanbHoe odOopMAeHUe pexuma paboTbl  oTaena| oAuH AOKYMEHT 268,0
(coctaBneHue rpaduka paboTbl, OTNYCKOB U APYTUX AOKYMEHTOB)

33 |obecneyeHne KOHTPO/SA 33 BbINOJIHEHMEM NPOU3BOACTBEHHONO | OAHO 3ajaHue 4,4
3aZaHUA U KayecTBOM paboTbl

34 |obecneyeHne KOHTPONSA 3@ WCMNOJIHEHMEM YMPAB/IEHYECKOro | OAMH AOKYMEHT 8,8
peweHuns, NpPuMKasa, YKasaHMAa OUPEKTopa, 3aM. AMPEKTOPaA, 3aB.
oTAenom

35 |3akntoveHue, NnpogaeHune gorosopa ¢ pupmamu, NpeanpuaTUAMMK, | OAUH SOrOBOP 840,0
OpPraHU3aLMAMM, YaCTHbIMM NPesNPUHUMATENAMMU

36 |cocTaBieHMe KaNbKyNALMM LLeH Ha NaaTHbIe yCayrm OOVH LOKYMEHT 3340,0

37 |BbINMCbIBaHME CYETA, KBUTAHL MU OANH [OKYMEHT 13,4

38 |cBepKa onnaTtbl cHETOB OOVH LOKYMEHT 13,8
JenonpounssoacTeo:

39 |npuem n perncrTpauma BxogALein KoppecnoHaeHLMm OANH JOKYMEHT 5,6

40 |obecneyeHne KOHTPOASA 33 CBOEBPEMEHHLIM WCMOAHEHWEM | OAMH OOKYMEHT 5,6




AOOKYMEHTa

41 |cmcTtemaTMsauma M NOALWMBKA WCMAONHEHHbIX OOKYMEHTOB B | OAMH AOKYMEHT 5,6
COOTBETCTBMM C HOMEHKNATYPOW Aen
PaboTa B pexxkume AC:
42 | perucrpaums BXoAsALWEeN KOpPecnoHAEeHUMMN: BBOA B 6a3y AaHHbIX | OA4HA KapTouKa 7,6
KOHTPO/IbHOM KapTOYKK (gaTa MocTynaeHus, MHAEKC AOKYMEHTa,
KOPPECNoHAEHT, AaTa, MHAEKC NOCTYNUBLLEro JOKYMEHTa, KpaTKoe
coaeprkaHue, pe3osiouns, KoMy Hanpas/ieH)
43 | obecneyeHne KOHTPOAA 33 UCMOJHEHMEM AOKYMEHTA: BblBOA, HAa | OZAHa 3anuchb 4,6
3KPaH KOHTPO/JIbHOM KapTOYKW, BBOA B Hee WHbopmMauumn 06
WUCMNONIHEHUU
MpumeyaHue: Bpemsa NpoBeAEHNS OTYETA NepPeS YNTAaTeNs MM, Hace/leHUEeM, COBELLAHWIA B HOPMY BPEMEHW HE BXOAMNT.
4.16. O6cny>kMBaHUe yaaneHHbIX Nosib3oBaTtenei
N HanmeHoBaHue npouecca, onepauunun. Coctas paboTbl EamHuua Hopma
n/n nsmepeHun BpemeHwu,
MUH.
1 2 3 4
Perncrpauma nonb3osaTtenieil B pexxnme OHNANH:
1 |npoBepKa 3anucu nonb3oBaTtensa B 6ubanoTeky oauH 1,0
nonb3osaTesb
2 |obpaboTka u BBOA GaMUIMM, MMEHM, OTYECTBA MOJIb30OBATENA U oauVH 2,5
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ajgpeca ero 3HEKTpOHHOVI NOoYyTbl

3/IEKTPOHHbIN

dopmynap

3 |cocTaBneHMe nNMcbMa C yKasaHMEM /IOTMHA U CreHepUpPOBaHHOIO 0AHO 2,5
CMUCTEMOM MapoAA, NPUKPENIEHNE WMHCTPYKUUM MNONb30BaHMA W | 3NEKTPOHHOE
OTMPaBKa ero Nno 31eKTPOHHOM NoYTe No/Ib30BaTENtO n1McbMo
O6cnyXunBaHWe Nob30BaTesIEN B PEXKUME OHNANH:

4 | KOHCYyNbTaLMA MO UCMNOAb30BAHMNIO MHTEPAKTUBHOM B, KHUT oAHa 5,0

KOHCY/1bTaLMs

5 |conpoBoxgeHue BUPTyanbHOM KHUroBbigaun: dopmupoBaHue OJMH 3aKas 7,0
3aKa3a Ha BMPTYa/NbHOW KHUXHOM NoJiKe

6 |Bbirpy3ska n3 AC HOBbIX NOCTYN/IEHMI 3@ ONpPeAeNeHHbIN Nepuos, OAMH daiin 5,0
BPEMEHMU B BUAE YKa3aTesia HOBbIX nocTynieHni (YHN)

7 |pa3melleHMe HOBbIX MNOCTYNNAEHUA [OOKYMEHTOB Ha cauTte oavH dain 1,5
O6U6IMOTEKN: CO34aHME 3aro/soBKA aHHOTALMWM MNpUKpensieHue
daina(os)

8 |paccblKa MO 3NEKTPOHHOW MNoYTe YAA/IeHHbIM NO/b30BaTeNsAM 0AHO 1,5
MHPOPMaLMM O HOBbIX NOCTYNIEHUAX LOKYMEHTOB 3/IeKTPOHHOE

NUCbMO

9 | MHPOPMALMOHHOE COMPOBOXKAEHME CalTa, NopTana U CTpaHuL, B 0fHO 1,5
COUMANbHbIX  CEeTAX: co3faHue 3aro/i0BKa aHHOTaUMUM coobuieHne
npukpenneHue ¢annos
PaboTa c cantom otaena 6ubamotekn
PaboTa c HoBOCTAMM OTAENA:

10 |noarotoBKa maTtepuana K nybankauum (npecc-penuns, noct-penms, | oguH NevaTHbIn 1050,0

cTaTbA)

ncT




11 | pasmelLeHMe HOBOCTU Ha caliTe OAHa HOBOCTb 10,0
12 |pasmelLeHme HOBOCTU B COLLMAIbHbIX CETAX O[Ha HOBOCTb 10,0
13 |oTnpaBKa HOBOCTHOMO COOOLEHUS ANA Pa3sMELLeHUA Ha canTax oAHO 10,0
napTHepos coobuieHne
14 |noabop MnnocTpaLmm K HOBOCTH oAHa 5,0
WANOCTPaLMA
PaboTa c doToranepeeit otgena:
15 | poTocbeMKa OJHa CbeMKa 30,0
16 |nonbop poTtorpaduii ofHa 3,0
¢doTorpadua
17 | obpaboTKka poTorpaduii c nomolibto rpapuyeckoro peaaktTopa 0AHa 15,0
¢doTorpadua
18 | co3paHue doToranepen ofgHa 15,0
doToranepes
19 | pobaBneHue nognucei K potorpadpuam oAHa 2,0
¢doTorpadua
PaboTa c NONHOTEKCTOBbIMM MaTepuanamm, bubanorpapuyeckumm
CNUCKaMM Ha caitTe:
20 | popmaTtupoBaHne MmaTepuanos ana nybavkauuu (nepesosg B| oAUH maTepuan 20,0
Apyrue ¢opmaTbl, AesleHne maTepuana Ha 4yacTu)
21 | pobaBneHne onucaHuMa K maTtepuany (aHHOTaUMA, KAOYeBble | OOUH mMaTepuan 10,0
cnosa) - 1000 3HakoB
22 |3arpyska maTepuana Ha BHELWHUI cauT OAMH maTepuan 15,0




23 | obHoBNEHME CNUCKa NYBAMKALNI COTPYAHUKOB OTAEeNa oAHa 2,0
6ubnnorpaduye
CKas 3anumcb
PenaktupoBaHue n obHoBNEHME NHDOPMALUK Ha caltTe:
24 | pefaKTMpOBaHME MaTepuanos oA4Ha 3anucb 2,0
Co3spgaHne ¢OpmMbl  3NEKTPOHHbLIX OMPOCOB  (3Kcnpecc-onpoc,
OHANalH aHKeTUpOBaHMe):
25 |co3paHue n pasmelleHe BONPOCOB Ha calTe OAMNH BONpPOC 6,0
26 |co3paHue CTpaHuLbl onpoca n gobaBneHne Koaa C caiTa OAHa CTpaHuua 15,0
Co3faHue HOBbIX pa3fenoB Ha canTe:
27 |co3paHue O4MH pasgen 15,0
PenaktupoBaHue n obHoBAEHNE MHPOPMALMOHHOTO KOHTEHTA Ha
cavite:
28 | pepaKTUpOBaAHUE CTaTel, pa3sMeLleHHbIX Ha caiTe 04Ha HOBOCTb 10,0
29 [nouck wn  otbop  MHbOpPMAUMM  ONA  penaKTUPOBAHUS 20,0
cTaTucTu4yeckoi b
30 |obHoBNeHMe 3anucelt B/ OJlHa 3anucb 5,0
31 | BHeceHue HOBbIX 3anuncen B b/] OZHa 3anucb 10,0
O6paboTKa AOKYMEHTOB A4 3arpy3KuM Ha CalT:
32 |pepakTnpoBaHue 1 GopmaTMpoBaHME TEKCTA OKYMEHTA OA4MH aBT. INCT 60,0
33 | KOHBepTUpOBaHUE AOKYMeHTa M3 oAaHoro ¢opmata B APYron | OAMH AOKYMEHT 10,0

dopmart




34 |3arpy3Ka Ha BHelUHKWe pecypcbl OOMVH LOKYMEHT 15,0

35 | pasmelleHMe Ha caiiTe oTaena O4WNH OOKYMEHT 10,0
3anonHeHue CTpaHuULbl OTAENA B COLMAJIbHbIX CETAX:

36 |nouck 1 oT6op HOBOCTEM Ha BHELLHUX pecypcax 04Ha HOBOCTb 24,0

37 |cocTaBneHue aHHOTaUUM K HOBOCTAM 04Ha HOBOCTb 15,0

38 |pasmelleHne NOCTa Ha CTpaHWLUEe oTaena OfiHa HOBOCTb 5,0




4.17. OnpegeneHne KHMroobecneyeHHOCTH yyebHoro npotecca B 6ase gaHHbIx AC

N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EanHuua Hopma
n/n n3MepeHun BPEMEHMH,
MUH.

1 2 3 4

1 |noucKk onpegeneHHoOW AUCUMNAMHBI y4ebHOro npouecca B moayne ofHa 1,0
"KHnroobecneyeHHocTb" ANCUUNINHA

2 |nouck B 6ase pgaHHbix AC [OKYMEHTOB, MOAXO4AWMX A4S oAHa 10,0
BblIBpaHHOM ANCUMNINHBI (OCHOBHOW CMUCOK), B pEXKMME NPOCTOro |  AMUCLMNANHA
W paclMpeHHOro NoucKa

3 |nNpoCMOTP Ka)KAoro [AOKYMeHTa Mo BCeM napameTpam Aas| OAMH AOKYMEHT 60,0
onpeaeneHns HeobxoAMMOCTU BK/OYEHUS ero B CMMUCOK, oTbop
BblBPaHHbIX AOKYMEHTOB (f06aBNeHNE K MMEIOLLMMCA NOSIAM eLle
ogHoro nons "aucuunamHa")

4 | npucoeAnHeHUe OTOBPaHHbIX AOKYMEHTOB (OCHOBHOM CMWUCOK) B ofiHa 5,0
moayne "KHuroobecneyeHHOCTh" K onpeseneHHon AUCUnnAnHe AUCUUNANHA

5.1. KomnnektoBaHune $poHA0B

5. Tunosble oTpacneBble HOPMbI TPYAA Ha PaboTbl, BbINOAHAEMbIE
B JLETCKUX, IOHOLIEeCKUX bubnnotekax, B bubamorekax HAN,
06pa3oBaTeibHbIX yUpeXKAeHUI (Ha OCHOBE aBTOMaTU3UPOBaHHbIX
cucTem ynpasneHua npoleccamm)
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N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EamHmua Hopma
n/n n3mepeHus BPEMEHMU,
MWH.

1 2 3 4

1 |npuem n otbop gna GoHA0B HOBbIX MOCTYNAEHUIA, NONYHYEHHbIX MO | OANH AOKYMEHT 3,6
COMPOBOAMTENIbHOMY  OOKYMEHTY - JINCTY TOCYAapCTBEHHOWM
perucTpauum

2 | TexHun4yecKas obpaboTKa 4OKYMEHTOB OOMH OOKYMEHT 4,5

3 |BBOA AOKYMeHTOB B 6a3y AaHHbIX (BA) O[NH OOKYMEHT 4,5
5.2. bubnnorpaduyeckoe onmcaHme n MHAEKCMPOBAHNE SOKYMEHTOB

N HanmeHoBaHuWe npouecca, onepauunun. Coctas paboTol EamHuua Hopma

n/n n3mepeHus BpPEMEHM,
MWH.

1 2 3 4

1 |dopmupoBaHme Bubanorpaduyeckort 3anncu Ha OOKYMEHTbl Ha| OZAHa 3anucb 18,0
PYCCKOM A3blKe (onucaTeNibHasA KaTasorusaums)

2 | popmupoBaHue Gubanorpadmyeckolr 3anmMcmM Ha AOKYMEHTbl Ha| OAHa 3anucb 27,0
WMHOCTPAHHbIX EBPONENCKUX A3bIKaX 1 A3bIKax HapogoB Poccuinckoi
depepaumn, Kpome pycckoro (onmcaTtenbHan KaTanormsaums)

3 |uHAeKcnpoBaHMe AOKYMEHTOB (coaep KaTenbHan KaTanormsaumsa) OfiHa 3anucb 18,0

5.3. PaboTa c KaTanoramm
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N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EamHmua Hopma
n/n n3mepeHua BPEMEHM,
MUH.

1 2 3 4
MNoarotosuTenbHas pabora:

1 |pa3bop KapTouek AN paccTaHOBKM B asidpaBUTHbIE KaTasorm O4Ha KapTo4Ka 0,5
PenaktupoBaHue reHepanbHOro andaBMTHOrO KaTasiora: OflHa KapTo4Ka

2 | Katanor - cTapbiii pag, (ao 2000 roaa) 1,0

3 |KaTanor - HoBbIi pag (c 2000 roaa) 0,5

4 | KaTanor - MHOCTPaHHble eBpoMencKMe s3blKM U A3bIKM HApPOL0B 1,0
Poccuu, Kpome pycckoro

5 |pa3bop KapToyek A/1a pacCTaHOBKM B CUCTEMATUYECKME KaTanorm OfiHa KapTO4Ka 0,3

6 |penakTMpoBaHue [eHepanbHOro cuctemaTnyeckoro Katanora (FCK) | ogHa KapToyka 0,5

7 |pepakTMpoBaHMe OpwurnHan-maketa b3 Ha  oaHo4acTHble| OfHa KapTO4Ka 0,3
OOKYMEHTbI

8 |pepaKktupoBaHuMe opurnHan-maketa b3 Ha  MHOroyacTHble | O4Ha KapTOuKa 0,45
OOKYMEHTbI

9 |pefaKTMpoBaHMe 3anucelt Ha epuHUUbl XpaHeHua B MO no| opHa 3anucb 5,4

M3BELLEHUAM O BHECEHUN U3MEHEHWUI B KaTasoru, NoayYeHHbIMM
13 TexHonoruyeckoro otaena (TO)
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PenaktupoBaHue 6ubnmorpaduyeckmx 3anucen (B3)
(KoHTpoNbHbIE Nons popmata u TekcTa b3):

O4Ha 3annucb

10 | pepakTMpoBaHWE KOHTPOALHbIX Nosel dopmaTa 5,4
11 | pepakTupoBaHue Tekcta b3 5,4
12 |pepaktupoBaHue 6ubnunorpaduyeckux 3anucert (63) B MO| oaHa 3anuchb 5,4
(sBepeHme uHaekcos BBK B B3)
13 | popmumpoBaHme b3 B MO c Ucnonb3oBaHMEM CBOAHOMO KaTajiora| ofHa 3anucb 12,0
Poccuiickoin Pepepaumm
14 | pepaktmpoBaHue b3 Ha MHOro4YacTHble 4OKymeHTbI B [10 OZHa 3anucCb 12,0
5.4. PaboTa c poHaom
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n n3mepeHua BPEMEHM,
MWH.
1 2 3 4
MNoagrotoBuTenbHas paboTa:
1 |noarotoBka paboumx MecT; opraHu3auma paboyero mecta:| ogHoO pabouee 5,0

noaKatoyeHme Komnbtotepa, Bxoa B OPAC, npoBepKa 3N1eKTPOHHOM
MouYTbl, PAacCbl/IKa OTBETOB Ha 3anNpoCbl; NOArOTOBKA 3ana K paboTe:
opraHusaums pabouymx MecT uuTateneil, BAaxKHaa ob6paboTka
MOHWUTOPA KOMMNbIOTEPA, CTaHL MM CaMOOBCAYKMBAHMA, MOHUTOPA
3NEKTPOHHOrO KaTanora, PacCTaHOBKA (pasmMelleHMe KHUMKHOTO
MaccmBa, CAAHHOTO Nocae npeablayliero paboyero AHA, Ha NOKax

MmecTo
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OTKPbITOrO A0CTYNa), 03HAaKOMEHMWE C NepPUOANKON U C HOBOCTAMM
B ceTn "UHTepHeT"

2 |nosiydyeHMe [OKYMEHTOB C BbICTaBKM HOBbIX MOCTynaeHWW (nNpu| ogHa naptua 16,0
y4yacTum 4-x YeNnoBeK) (100
[ OKYMEHTOB)
3 |npvem HOBbIX NocTynieHuh B [lporpamme nepepayu; cCBepka| OAHa NapTmAa 12,0
Ha/INYMA KHUT B MApPTMM C CONPOBOANTENBHbBIM JOKYMEHTOM (100
[OKYMEHTOB)
O6paboTKa HOBbIX MOCTYMNAEHWN
4 |MNepBuYHbIN pasbop HOBbIX MOCTYN/JEHWW; NPOCTaBAeHME | OfHA NapTuA 26,0
WTeMNeNa Ha TUTYAbHOM M 17 CTpaHMUAX KHWUIW; aKTMBaUMA U (100
pefakTMpoBaHMeE B 9/1EKTPOHHOM KaTaslore; neyaTb MHBEHTAPHOTO |  AOKYMEHTOB)
N 1 npuknensaHme pagMoMeTKn (e AMHNYHbIE 3K3eMNASAPbI)
5 |Pa3bop AOKYMEHTOB A/1A ONpeAe/ieHMA PAacCTaHOBOYHbIX WKUPPOB | OAMH AOKYMEHT 1,0
6 |MpepBaputenbHaa cucTtemaTusauma [AOKYMEHTOB FpPynnoBOM | OAMH AOKYMEHT 1,0
06paboTKKN ANA onpeaeneHns NoNOYHOro MHAEKCA
LWndpoBKa OKYMEHTOB: OAMNH JOKYMEHT
7 |c agyma wudpamm (1 - "BupTyanbHbIin") 1,0
8 |6e3 wudpa 1,8
9 | aocbinbl 3,6
10 |BBOA WKHdpa 0,5
LndpoBKa AOKYMEHTOB rpynnoBoi 06paboTku: OAVH AOKYMEHT
11 |npepBapuTenbHasa cuctemaTmsauma (BBOA, MHAEKCa OTpacau 1,0




3HaHuA no Tabamuam BBK B IK)

12 | petanbHas cuctemaTmnsauma (BBoa NonoYHoro nHaekca 66K B 3K) 1,0
13 | 06paboTKa AOKYMEHTOB HAa MHOCTPAHHbIX €BPOMENCKMX A3bIKAX OAMNH JOKYMEHT 3,6
14 |o0bpaboTKa A[OKYMEHTOB HA HaLMOHA/bHbIX fA3blkax HAPOAOB| OAWH AOKYMEHT 4,5
cybbeKkToB Poccuiickoit Pepepaumnm
15 | npuem n ob6paboTka gokymeHToB XVIII - XIX BB. OOVH AOKYMEHT 8,0
16 |npvem u 0bpaboTKa oTeYeCTBEHHbIX NEPUOANYECKUX U3LAHUA U3 | OAWNH AOKYMEHT 1,8
3TNN
17 |npuvem n 06paboTKa MHOCTPAHHbIX NEPUOAMYECKUX U3AAHUIA U3 | OAWMH AOKYMEHT 1,8
3TN
18 |nepewndpoBKa AOKYMEHTOB OOMH AOKYMEHT 27,0
19 |BBOA 6ap-Koaa AoKkymeHTa B IK OOMVH OOKYMEHT 2,6
20 | nepepayva 4OKYMEHTOB Ha Apyca ®b B AncneTyepckoi nporpamme | ogHa naptua 26,0
(100
[OKYMEHTOB)
O6cnyxnBaHme yntatenen n aboHeHtos B Ob:
21 | BbiNoNHeHWe TpeboBaHMM, MOCTYNMBLUMX NO 3/1IEKTPOHHOMY 3aKasy 0fHO 1,0
TpeboBaHue
22 | B3aMMOPACYET CO CTPYKTYPHbIMU NogpasaeneHmamm bnubanorekm oAHa napTuAa 14,0
(100
[OKYMEHTOB)
23 | paboTa c 3a40/1KEHHOCTBIO: COCTaBNeHWNE NO Ha3e YNTANbHOIO 3aNa | OANH AOKYMEHT 1,8

CNNUCKa 3a401XKHUKOB, COCTaBneHune no 6ase LI,EHTpa}'IbH0171




Kadeapbl CNUCcKa 3a40/KHUKOB; BblaefeHne u3 obLliero cnmcka
33[,0/13KHUKOB BMBINOTEKM 33 40/1KHUKOB; €XKeHEBHbII KOHTPO/b
AO/MKHUKOB C HanomuHaHMem O Heobxo4MMOCTM BO3BpaTa
3a[epKaHHbIX KHUT; aHanu3 3peKTUBHOCTM MpoAeNnaHHoOM

paboTbl

ObecneyeHune coxpaHHOCTN POHAOB:

24 |noArotoBKa  AOKYMEHTOB  Ha  MUKPOPUAbMUPOBaHME M| OAMH AOKYMEHT 5,4
CKaHMpoBaHue
25 |nepepaya LOKYMEHTOB Ha MUKpodUAbMUpPOBaHME n | oaHa naptus (20 16,0
CKaHMpoBaHue [AOKYMEHTOB)
Csepka $oHAa € 3/1eKTPOHHbIM KaTanorom (3K): OANH JOKYMEHT
26 |oaHO4YaCTHbIE AOKYMEHTbI 1,8
27 | MHOTOYaCTHble AOKYMEHTbI 3,6
28 |npoBepKa A0CTyna K 3/1eKTPOHHOMY pecypcy OOMVH OOKYMEHT 5,4
5.5. CnpaBoyHo-bubnnorpadumyeckoe obcnyxmsaHmne
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n n3mepeHua BPEMEHM,
MWH.
1 2 3 4
BbinonHeHMe ycTHbIX bubanorpadmyeckmnx cnpaBok:
1 |noarotoBKa paboumnx mect eXKe4HEeBHO 13,0

Tabnuua 92



2 |exeOHeBHbIM CTaTUCTUYECKUI y4yer CrNpaBoOYHO- exegHeBHO 13,5
6mbnnorpadmyeckoro obcnyKmMBaHUA YMTaTeNEN

3 |uM3yyeHMe oOTpuULATENbHbIX OTBETOB Ha Oubanorpaduyeckme exegHeBHO 13,5
3anpochbl C Lebto BbiABAEHUA 6paka

4 |npuwem 3anpoca Ha BbiNoHeHUe bubanorpadpuryeckoin cnpaBku OZMH 3anpoc 10,0

5 | odopmieHmne KOHTPOIbHOIO INCTKA NOJIb30BaTe A OJVH 1,0

nosb3oBaTenb

6 |TemaTuuyeckas ycTHaa bubamorpaduyeckan cnpaska OflHa cnpaBKa 17,0

7 |appecHana ycTHaa cnpaBKa OZHa cnpaBKa 8,0

8 |yTouHAtowana yctHaa bubanorpaduyeckan cnpaska OfiHa cnpaBKa 18,0

9 |dakTorpadmueckan yctHan bubamorpaduyeckas cnpaska 0fiHa cnpaBkKa 15,0

10 | opueHTUpYyIOLLAA KOHCYAbTaUNA OofHa 6,0

KOHCybTauMA

11 | 6ubnnorpaduyeckan/darkrorpadmyeckan cnpaska no tenedpoHy oAHa crnpasKa 12,0
BbInonHeHMe NUcbMeHHbIX Bubanorpaduyeckmx cnpaBok:

12 |npuem u perncrpayma NMCbMEHHOTO 3aNpoca B OPraHM3aLMOHHON |  OAWH 3anpoc 3
rpynne

13 | aucneTtyepmsauma NMCbMeHHbIX 3anpocos B rpynne CbO exegHeBHO 60

14 | pernctpaumsa 3anpoca B XKypHase y4yeTa MUCbMEHHbIX CMPaBOK| OZAHa 3anucb 3
rpynnbl CBO
MucbmeHHaa TemaTnyeckas crnpasKa:

15 |TemaTuyeckan cnpaBKa 1-0/1 cTeneHn CNOXKHOCTU: A0 25 Ha3BaHWUM, | oAaHa cnpaBKa 1200,0




C NPOCMOTPOM 6MBAMOrpadnYeCcKMUX UCTOYHMKOB

16 |TemaTuyeckana cnpaBKa 2-OM CTEMEHWU C/IOXKHOCTU: cBbiwe 25| opaHa cnpaBKa 2900,0
Ha3BaHWI, C MNpPocMOTpPOM 6ubanorpadpmyecknx M TEKCTOBbIX
MCTOYHUKOB

17 | nucbmeHHan yTouHstowan bubanorpaduyeckan cnpaska oA4Ha crnpasKa 360,0

18 | nucbmeHHasa agpecHasa cnpaska oAHa crpaBKa 120,0

19 | nucomeHHana pakTorpadmnyeckan cnpaBka oAHa crnpasKa 360,0

20 |NUCbMeHHbIe  KOHCYNbTaUMM: TemMaTU4yecKaa  KOHCybTauuA, oAHa 480,0
KOHCYNbTauMA-KAULE KOHCybTaumA
PepakTupoBaHWe BbINOJIHEHHbBIX MUCbMEHHbIX CMPABOK:

21 |agpecHaa NMCbMeHHaA cnpasKa oAHa crnpasKa 9,0
TemaTnyecKkasa NMCbMeHHas CnpaBKa: OfHa cnpaBka

22 | 1-# cTeneHun cNoXKHOCTH 18,0

23 | 2-1A cTeNeHn CNOXKHOCTH 48,0

24 | yTOYHAIOLLAA NMCbMEHHAA CNpaBKa 0OflHa cnpaBKa 8,0

25 | dakTorpadmyeckas nMcbMeHHas cripaBKa oJHa cripasKka 8,0

26 | perncrpaums BbINONHEHHOW NUCbMEHHOM cnpasBku B rpynne CBO B| oaHa 3anucb 3,0
KypHase yyeTa NUCbMEHHbIX 3aMpOCoB

27 | perucrtpauma BbINO/IHEHHOM NUCbMEHHOM CrnpaBKu B| OAHa3anucb 2,0
opraHusaumnoHHol rpynne C60

28 | opopmneHue n nepeaada/otTnpasneHne oTBeTa 3aKasumKy OA4MH 3anpoc 12,0




BupTyanbHas cnpaBoyHas ciyxba:

29 |BupTyaNbHaa TemaTUyecKasa cnpasKa OoJ4Ha cripaBKa 18,0
30 |BUpPTyanbHaA agpecHana cnpaska OZlHa cnpaBsKa 7,0
31 | BMpTyanbHaA yTOYHAKOLWAA CNPaBKa oAHa crnpasKa 18,0
32 | BUPTYyanbHAA OPUEHTUPYIOLWLAA CNPaBKa OZHa cnpaBKa 6,0
33 | opopmneHme OTBETA HA 3anNpocC YnTaTena O4HO NUCbMO 6,0
34 |nononHeHue apxMBa BbINOAHEHHbIX CNPaBoK ("ba3a 3HaHui") O/JHa crnpaBKa 11,0
35 |cKkaHMpoBaHMe JoKymeHToB M3 ¢oHaoB CBO no 3akasam| opgHa cTpaHuua 3,0

nonb3oBaTenem

KoHcynbTauuu: OofHa

KOHCybTauMA

36 | meTogmyeckas 10,0
37 | Tematnyeckas 10,0
38 |noKanbHaa KoopAMHAUMA W AUCNeTYepu3aunsa  BbINOJHEHUA | OAHO NMUCbMO 12,0

BUPTYasbHbIX CMPABOK

Bubnunorpadpuueckoe obyyeHme nosbsosartenem

KoHcynbTauuum: ofHa

KOHCY/1bTaLLMA

39 | meTogMUecKasn 10,0
40 | TemaTnyeckas 15,0
41 |nogrotoBKka 6ubauorpadumyeckoro ob63opa  nNo  meToauMKe| OAWH 0630p 2400,0




dopmupoBaHuns  bubnunorpaduyeckont  3anucn, paboTbl €
KaTanoramu, bubanorpadmyeckMmm UCTO4HNMKaMM GOPMUPOBAHMUSA
CNWCKa NTepaTypbl K Hay4yHo pabote

42 |noarotoBKa W nposeaeHne 6Gubaunorpadumyeckoro ob3opa no| oauH o630p 480,0
meToamke bubmorpapuyeckoro onmcaHms

43 |npoBeAeHMe  3KCKypCuu no ¢oHaam " CNpaBOYHO-| O4HA IKCKypCHA 480,0
6ubnmorpadmyeckomy annapaty (CBA) LBC
BepeHue cnpaBoYyHO-6MbAMoOrpadpuyeckoro annapara:

44 | BeaeHMeE apxnBa BbIMOJIHEHHbIX CNPABOK B 3/IEKTPOHHOM peXMme | OoJHa CnpaBKa 8,0

45 |BBOA KapToTeK B b/} O4Ha KapTouKa 6,0
BbicTaBoyHas pabora: OfHa BbICTaBKa

46 | paspaboTKa nnaHa opraHusauum 7 9KCNOHMPOBAHUA 2160,0
TEeMaTMUYECKOM BbICTaBKU

47 |noAroToBKa COMPOBOAMUTENIbBHOM [OOKYMEHTaUMW K BbICTABKe, 360,0
3TMKeTarka

48 | MOHTaXK BbICTAaBKU 480,0

49 | neMOHTaX BbICTABKMU 240,0




MpumeyaHue: npu paboTe ¢ AOKYMEHTAaMM Ha MHOCTPaHHbIX eBPOMENCKUX A3blKaxX M A3blKax Hapoaos Poccuiickon Peanepaumm, Kpome pyccKoro, K Hopmam
BPEMEHW NMPUMEHAETCA NOBbIWAOWMN KoadduumeHT 1,15,

5.6. HOTHbIe U3gaHuA 1 3ByKO3anucm

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EanHuua Hopma
n/n n3mepeHus BPEMEHMHU,
MUH.

1 2 3 4
dopmupoBaHme 6Mbamorpaduyeckon 3anucu:

1 |Ha TrpamnfacTMHKM Ha pPYCcCKOM  fA3blKe (onucaTenbHas OOMH ANUCK 140,0
KaTanornsaums)

2 |Ha rpamniacTMHKM Ha WHOCTPAHHbIX €BPOMEMCKMX A3bIKax WU OOMH OUCK 180,0
A3blkax HapozoB Poccuiickon Pepepaumn, Kpome pPyccKoro
(onucaTtenbHan KaTanorvsaumsa)

3 |Ha ayaMo KOMMAKT-OMCKE HA PYCCKOM A3blke (onucaTesnbHas OAMH OUCK 160,0
KaTanormsaumsa)

4 | Ha ayaMo KOMNAKT-AMCKe HAa MHOCTPAHHbIX EBPONENCKMX A3bIKaxX U OAWNH OUCK 220,0
A3blKax HapoaoBs Poccuiickoli Pepepaunn, Kpome pyccKoro A3blka
(onucatenbHana katanornsauus)

5 | Ha My3blKanbHOM KOMNAKT-AMCKe (onucaTesibHasa KaTtanornsaums) OAMH AUCK 480,0

6 |Ha HOTHble W34aHWS HA pPYCCKOM fA3blKe (onucaTesibHas | OAMH AOKYMEHT 132,0

KaTanornsauus)

Tabnumua 93



7 |Ha HOTHble M34aHMA Ha MHOCTPAHHbLIX EBPOMENCKMX A3bIKAX M| OAUH AOKYMEHT 140,0
A3blKax HapogoB Poccuitickon Pepepaumn, KpPoOme PYCcCKOro
(onucatenbHana KaTanornsauus)
CnpaBoyHo-6ubanorpadpuyeckoe obCAYKMBAHME B UUTaNbHOM
3ane
BbinonHeHMe ycTHOM Bubanorpaduyeckort cnpaBKu:
8 |npuem 3anpoca Ha BbinosiHeHWE Bubanorpadpuyeckon cnpasKku OAMH 3anpoc 6,0
9 |TemaTnyeckas ycTHaa bubnmnorpaduyeckan cnpaska oAHa crnpasKa 20,0
10 |ycTHasa agpecHasa bubamorpaduyeckasn cnpasBka O/JHa crnpaBKa 12,0
11 |yTouHAoWan ycTHaa bubamorpadmyeckas cnpaska 0fHa crnpaBKa 22,0
12 | dakTorpadmyeckas ycTHas bubanorpadumyeckasn cnpaska oAHa crnpasKa 18,0
KoHcynbTauuu: OofHa
KOHCybTauMA
13 |6ubnnorpadumyeckune 10,0
14 | opueHTupytowme 3,0
15 | BcnomoratenbHO-TeXHUYEecKne 6,0
BbinonHeHMe NUcbMeHHbIX Bubanorpaduyeckmx cnpaBok:
16 |npuem M peructpaumsa 3anpoca B KHUre yyeTa MNUCbMEHHbIX| OZHa CMpaBKa 15,0
6mnbnnorpadumyeckmx cnpaBok
17 |wn3yyeHue 3anpoca, YCTAaHOBJIEHWE WAM YTOYHEHWE 3/IeMEeHTOB| OfHa CnpaBKa 900,0

6mbnnorpacdmyeckon 3anucu

BeaeHue cnpaBoYyHO-6MbAMorpadpuyeckoro annapara:




18 | opopmneHme KapTouKkKM 4NA KapTOTeK 0Of4Ha KapTouKa 16,0
19 | co3spaHue 6ubnmorpadmyeckoit 3anmcu (b3) Ha cTaTbh MO My3blKe | OfIHa 3anucb 8,0
M3 JOKYMEHTOB, He COOTBETCTBYHOLWMX npoduato M3
20 |BepeHMe KapToTeK 04Ha KapTouKa 1,0
5.7. Paborta c auTepatypoin no bubamotekoseaeHuto, bubanorpadoBeaeHNIO U KHUTOBEAEHUIO
N HanmeHoBaHue npouecca, onepauun. Coctas paboTbl EanHunua Hopma
n/n nsmepeHus BpPEMEHM,
MUH.
1 2 3 4
O6paboTKa HOBbIX MOCTYMNEHU B MporpammHom obecneveHun
(no):
1 |npuem HOBbIX MOCTYNAEHUN OTEYECTBEHHbLIX [AOKYMEHTOB B| OAWH AOKYMEHT 0,5
ANCNETYEPCKOM Nporpamme nepesayn
2 | npuvem HOBbIX NOCTYMNAEHUI Ha MHOCTPAHHbIX EBPOMNENCKUX A3bIKAX | OANH AOKYMEHT 1,0
W A3blKax HapoaoB Poccuiickoi Pepepaumn, KpOMe pycCKoro
3 |odopmneHne KapTOUKM Ha [AOKYMEHT Ha PYCCKOM A3blKe A8 | OfHa KapTouKa 8,0
KaTanoroB M  06NACTHbIX  KapTOTEK C  MCNOJ/b30BaHMEM
6ubnnorpadmyeckon 3anucu
4 |odopmneHMe KApPTOYKM Ha  OOKYMEHT Ha  MHOCTPAHHbIX | OAHA KapTouKa 10,0

€BPONenCcKuX A3bIKax U A3blkax Hapoaos Poccuiickon Peaepaumu,
KPOME pPYCCKOro, ANs KaTa/foroB WM 06/MacTHbIX KapTOTeK C
ncnonb3oBaHMem bubanorpaduyeckoit sanmcu
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5 |aHanuTtnyeckoe onmcaHue gokymeHTos B 10 OAHa CTaTbs 12,0
ObcnykmBaHMe  Nosb30BaTeslel; BUPTYyanbHas  CnpaBo4YHasn
cnyxba:
6 |npvem bubnmorpadumyeckoro 3anpoca YmTaTens OZMH 3anpoc 3,0
7 | BUpPTyanbHasa TemaTU4YecKana CrnpasKa OflHa cnpaBKa 54,0
8 |BUpTyanbHana agpecHas cnpaBKa OZHa cnpaBKa 18,0
9 |BMpTyanbHaA yTOYHAKOLWAA CNPaBKa oAHa crnpasKa 26,0
10 |BupTyanbHana pakTorpaduyeckasn cnpaBKa O/JHa crnpaBKa 20,0
11 | opopmneHune oTBETa Ha 3anNpocC YnTaTens O4HO NUCbMO 10,0
12 |nononHeHWe apxu1Ba BbINOJIHEHHbIX CNpaBok ("basa 3HaHuit") OfiHa cnpaBKa 10,0
13 | exkeaHeBHbIN CTaTUCTUYECKUN y4yer CrnpaBOYHO- exegHeBHO 12,0
6mbnnorpadmyeckoro obcnyKmMBaHUa YMTaTeNen
5.8. O6paboTKa onTUYeCcKMX KomnakT-guckos (OIP)
N HanmeHoBaHuWe npouecca, onepauuun. Coctas paboTbl EamHuua Hopma
n/n n3mepeHua BPEMEHM,
MWH.
1 2 3 4
1 |nonyyeHMe W [OCTaBKAa ONTUYECKMX KOMMAKT-AMCKOB M3| OAHa naptuA 30,0

ancnetyepckoin OLIK3

OOKYMEHTOB
(100 auckos)
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2 | npvem HOBbIX MOCTYMNAEHUA ONTUYECKMX KOMMAKT-AUCKOB OofHa napTua 60,0
OOKYMEHTOB
(100 anckos)
3 | cyMmMapHbI yYeT KOMMNaKT-4MCKOB (MO ycTaHOB/IeHHON dopme) 04Ha napTtua 7,0
OOKYMEHTOB
4 | MHAMBWAYANbHbIM yY4eT KOMNAKT-AUCKOB OfiHa 3anucb 1,0
5 |TexHnyeckana o6paboTKa ONTUYECKMX KOMMAKT-OUCKOB OAMNH JOKYMEHT 2,0
6 |wndpoBKa AOKYMEHTOB B Moay e akzemnaapbl MO OOMH LOKYMEHT 1,0
5.9. Paborta c untatensamu
N HanmeHoBaHuWe npouecca, onepauunun. Coctas paboTol EamHuua Hopma
n/n n3mepeHus BpPEMEHM,
MUH.
1 2 3 4
3anucb nonb3osatensa B 6ubanoTeky, paboTa c uMTatenem:
1 |noarotoBKa paboumx MecT Nosib3oBaTeNel U 0BCAYKMBAOLWLENO oauH MK 2,0
MepcoHana: MpPOBEPKA TEXHUYECKOro COCTOAHWS  CETeBOro
obecneyeHns 1 NapKa BblYUCIUTENbHOM TEXHWUKK, BKAtoYeHMe MK
2 | npuHATME Mep No AMKBMAaumn cboes B pabote MK, paboTe ceTy, OAMH cbon 10,0

OTCYTCTBMA  gocTyna K 6ase  faHHbIX  NoJsib3oBaTesel,
MHPOPMMPOBAHME COOTBETCTBYIOWMX CNYKO 0 cHoAX, NpoBepKa
HeuncnpasHoro obopyaoBaHuA, puKcauma cboes B TeTpaam yyeTa C
YKa3aHWeM XapaKTepa HeWCnpaBHOCTU M BpeMeHW Hadyana cbos,
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nocnse yCtpaHeHnAa HeNnonaaAKM OTMETKA BpeEMEHU €€ YCTPaHEHUA

NPOCMOTP [OKYMEHTOB uuTaTens (nacnopT, YAOCTOBEpPEHME,
NnopyunTenbCTBO), MPOBEPKA HAAUUUA YUYETHO-PErncTPaLMoHHOM
KapTOUKU YMTaTens

OAWNH YnTaTeNb

3,0

3anosiHeHne ¢opmynapa uuTaTensa, Y4eTHO-PerncTpaLmoHHOM
KapTOUKM, YntaTesnbckoro buneta

OANH KOMNNEKT

5,0

O3HAaKOMJ/IEHMe  uuTaTena € MpaBWlamuM  MoJb30BaHWA
6ubanoTekoi, pacnonoxeHmem GboHaa, CNPaBOYHbIM annapaTom

OAVH YnTaTesb

6,0

noabop v paccTaHoBKa No Homepam bunetos, andasuty bamuauii
ymTaTeNen y4eTHO-PErMCTPALMOHHDBIX KapToyek

OAlHa KapTO4Ka

2,0

OCYLLECTB/IEHNE KOHTPOA 338 BO3SMOMHbIM Ha/MYMEM [aHHbIX O
yuTaTesie Kak HapyLwuTese (AnwWweH nNpasa Nno/sb30BaHuUsA); BegeHue
(1 perynspHbIi NPOCMOTP) KapTOTEKM YMTaTENEeN-HapyLIUTENEe

OAVH YnTaTeNb

0,5

Mepeperucrpaums YutTaTene:

nouck dopmynsapa (perucTpaLMoHHOW KapTOYKKM) uuTaTens,
BHECEHME U3MEHEHWI B HUX U B YNTATENbCKMX BuneTax (yTouHeHue
aHKeTHbIX [aHHbIX, HOBOIO YMTaTeNbCKOrO HOMepa, [AaThbl
nepeperucTpaumnn) c BeaeHMem KapToTEKN HayYHbIX TEM U TEKYLLNX
M3MeHeHW (NoyyeHme 3BaHKni, NnybanKaunin, gapos)

OflHa KapTouKa

2,0

3anucb (nepeperucTpauus) uutateneit B aBTOMaTM3NMPOBAHHOM
pexume:

cbeMKka (OTOKamMepon Aasa 4YMTaTe/IbCKOTo bueTa M BCTaBKa
doTorpadum B uMTaTENbCKUIN BUNET

OANH
nocetutenb

2,0

10

odopMIeHNE Koaa YMTaTeNA C KOHTPOIbHbIM Pa3psLoM U CPOKOM
NMo/sb30BaHUA YUTATENbCKMUM OWNETOM, Ha OCHOBE BblgAHHOM
nHpopmaymm

OANH
nocetutenb

0,4




11 |BblAayYa Ha NPUHTEP CBEAEHWUI O 3aMMCaBLLUEMCA YMTaTeNe B BUAE OANH 0,4
yuTaTenbCcKoro buneta nocetutenb

12 |Habop Ha KnaBuaType cBeAEeHUN O uuTaTene: Gpamununsa, ums, oauH 2,0
OTYECTBO, XapaKTepusyllimMe ero npusHaku (obpasoBaHue, nocetuTenb
CrneumanbHOCTb), Kod, HOMep YnTaTenbckoro bunerta; poTocbemKa

13 | ocyuwiecTBneHMe KOHTPOA 33 BO3MOXKHbIM Ha/MYMEM AAHHBIX O OAMH 2,0
yuTaTene, 3anucaswemcs B 6M6AMOTEKY (paHee 3anuMcaH, AULLEH nocetutenb
npasa NoAb30BaHMA)

14 |odopmneHne uUMTaTeNIbCKOrO 6unera C HOMEPOM U CPOKOM oAviH bunet 1,0
No/sb30BaHMA YUTATENIbCKUM OUIETOM, Ha OCHOBE BblAaHHOW
MHbOPMauuu

15 |BbldaYya Ha NpPUHTEP CBEAEHMI O 3anMCaBLUEMCA 4MTaTene; O4MH 15,0
npoBeAeHNe pPaAMOYACTOTHOW WMAEHTUOUKALMN YMTATENbCKOrO nocetutenb
buneta; nposeseHue OEHEXHOoro B3aMmopacyeTa c
nosib3oBaTeNIemM Yepes Kaccy; yAaNeHHaa 3anucb: CBEPKa AaHHbIX
PEerncTPaLMoOHHON KapTOYKWM, KOMMKM € nacrnopTa, odopmieHue
Aorosopa-odepTbl Ha NpeAoCcTaBNeHUEe AOCTYNa K 3NEKTPOHHbIM
pecypcam 6ubanoTekM, Habop Ha KnaBuMaType LOaHHbIX, A1
3an0/HEHWA A0roBOpa, BbIBOA, AOroBOpPA Ha MPUHTEp, NoAnuUcCb
ML, 3aKN0YaBLLEro A0roBop

16 |odopmneHve  Bxoga-Bbixoda  uuTatens U3 6MBAMOTEKM O4MH 2,0
(NOCTOAHHBIM  YMTATENbCKMIA  OUNET CKaHMpyeTcs, BblaaeTcs nocetuTenb
KOHTPO/IbHbIN IMCTOK)
BbinonHeHne TpeboBaHW MONb30BaTeNEN, Bblgadya AOKYMEHTOB
M3 OCHOBHOTO KHUroxpaHeHus/cneunanmsnpoBaHHoro GpoHaa:

17 |nonyyeHune TpeboBaHMA Ha AOKYMEHT M3 OCHOBHOIO XPaHEeHMUs, OfHO 1,0
npoBepKa NpaBUAbHOCTM 3aMno/iHeHUs TpeboBaHWA, perucTpaums TpeboBaHue




18 |nonyyeHue TpeboBaHWS Ha AOKYMEHT, MPOBEpPKa NPaBUAbHOCTU ogHo 1,0
3anosiHeHua TpeboBaHUA, pernctpaumns, gopabotka TpeboBaHus,| TpeboBaHue
noabop no wudpam B cneymannsnpoBaHHom GoHae
19 |ycTaHOBKa MeCTa HaxoXKAeHMA HeHalWAEeHHOro AOKYMeHTa Mo | OAWH AOKYMEHT 5,0
6a3am 1M baHKam JaHHbIX, CNPAaBOYHbIM KapTOTEKAM, KaTasioram
20 |Bblgava OOKYMEHTa m3 oTaena| oaMH AOKYMEHT 1,5
KHUroxpaHeHus/cneunanmsnpoBaHHOro ¢doHaa yuTaTento;
OTMETKa Ha  KHWXHOM  dopmynape/TpeboBaHUKM;  3anuCb
OOKYMEHTOB B UMTaTENIbCKYIO KapTOUKKU (BKNaAQHOM INCT), OTMETKA
B KHUTe 3aKa30B
Bblaaya JOKYMeHTa u3 otaena
KHUroxpaHeHusa/cneunannsmpoBaHHoro ¢poHaa YnTaTento:
21 | npyvem AOKyMeHTa OT YMTaTena/nonb3osartens OOMH LOKYMEHT 1,0
5.10. Bblgaya KOMNAEKTOB AOKYMEHTOB BO BpeMEHHOE NoJib30BaHMe nogpasaeneHmam bnubnmorexkm
N HanmeHoBaHue npouecca, onepauunun. Coctas paboTbl EamHuua Hopma
n/n n3mepeHmn BPEMEHMN,
MUH.
1 2 3 4
1 |odopmneHune 3aABKKU/aKTa Ha KOMMAEKT  OOKYMEHTOB,| OfAHa 3aABKa, 20,0
nepegaBaemblil B CTPYKTYpHOE nogpasaeneHme OAMH aKT
2 |nopbop [AOKYMEHTOB B KOMMIEKTbl; PErvcrpauma BblAaHHbIX | OAWH KOMMEKT 10,0

[ OKYMEHTOB B YYETHbIX GOpMax
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Bblgaya KOMMNAEKTOB [AOKYMEHTOB, OTMETKa Ha KHMXHOM
dopmynape (MHAMKaTOPE) AaThbl BblAauK, AaHHbIX NoApa3aeNeHuid,
NoNyYaloWmMX KOMNIEKT, OTMETKa B KHUre Bblgauun AaTbl Bbloauu,
AaHHbIX NoapasaeneHuii, NoyYaloWwmnx KOMNIEKT, OTMETKa B aKTe
nepeaaqu

O4ANH KOMNNEKT

5,0

nosydeHMe  KOMIJIEKTOB  [JOKYMEHTOB  OT  CTPYKTYPHbIX
nogpasaeneHuii; NOUCK KHUKHOro dopmynsapa (MHOMKaTopa),
roraweHne OTMETKM O BblAaye, BJIOKEHWE €ro B [AOKYMEHT;
npoBepka U3NYECKOTO COCTOSIHMSA, MEPEecYeT JIMCTOB, CBEPKA C
aKTOM nepegayu; noraweHne OTMETKM O BblAaye B KHUTe BblAauu

OANH KOMNANEKT

18,0

5.11. Obcay:knuBaHue MoJsib3oBaTeNen AOKYMEHTaMM B 3ane C rMbpuaHbiM OOC/YKMBAHMEM, 3a/ie 3/IEKTPOHHbIX pecypcoB, 3ane "WHTepHet", 3ane
cneumannsnpoBaHHoro otaena. MNpuem 3akasos no TenedoHy U3 roposa

N HanmeHoBaHuWe npouecca, onepauunun. Coctas paboTol EamHuua Hopma
n/n n3mepeHus BpPEMEHM,
MMH.
1 2 3 4
1 |npoBeaeHue KoHcynbTauuu, Beceapl C yntaTenem no nNpaBuaam| OAWMH YUTaTeNb 2,0
06CNyKMBaHMA B 3a/1€ U NPeAoCTaBAAEMbIX YCAyrax, No MeToauke
noucka no cnpaBoyvHo-bubanorpadpuyueckomy annapaty npu Y3, y
KaTasoros, KAPTOTEK, KHUXKHbIX MOJIOK, O BO3MOXHOCTAX NMOUCKA U
MCMNO/Ib30BaHUA  3/IEKTPOHHbBIX  Pecypcos; WHPOPMMPOBaHUE
ymuTaTena o HOBbIX NOCTYM/IEHMAX
2 | KoHcynbTaumum no pabote c MK B 3ane, no paboTe B INEKTPOHHON | OAMH YnTaTEND 2,0
6ubnnoteke
3 |npuvem 3aKka3oB nosb3oBaTeNe Ha W3[aHMA M3 OCHOBHOTO OJMH 3aKas 0,9
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KHUTOXpaHuauna

nosiyyeHne [OKYMEHTa, 3aKasaHHOro uuiTaTesiem B oTaene
KHUroxpaHeHua/cneunannsmpoBaHHoro ¢oHaa/vutanbHom 3ane
oTaena

OANH AOKYMEHT

0,9

PaCcCTaHOBKa VI3LI,aHMl7I Ha 6pOHEI'I0!'IKaX YNUTA/IbHOIO 3ana,
NOCTYNMUBLWNX N3 KHUTOXPaHW/INLA NO 3aKka3am nonb3oBaTenemn

OAVH JIOKYMEHT

0,3

noabop AOKYMEHTOB Ha BpOHenosiKe, 3aKa3aHHbIX U3 OCHOBHOTO
KHUroXpaHMAULWWLa, Nepeaadya Ha Kadeapy Bblgaun

OAMNH JOKYMEHT

0,4

noabop AOKYMEHTOB B MoAcobHOM ¢oHAe uuTanbHOro 3ana,
nepeaaya Ha Kadbeapy Bbiaaqm

OAVH JIOKYMEHT

2,0

noabop AOKYMEHTA B XPaHEHWW CNeLManu3npoBaHHOro GpoHAa,
OTMeTKa Ha TpeboBaHMM, nepepayva AOKYMeHTa Ha Kadeppy
Bblgaun

OAMH JOKYMEHT

10,0

YCTAaHOBKa MeCTa HaXoxXgeHuA HeHaﬁAEHHOFO AOKYyMeHTa no
CNPaBOYHbIM KapTOTEKAM, KaTasioram, permcrpaymna otka3oB

OAVH JOKYMEHT

22,0

10

BblAa4ya AOKYMEHTA YMTaTe/l0: CBEPKA BblAAaBAEMOro AOKYMEHTA C
ynTaTeNIbCKUM TpeboBaHMeM, MTPOBEPKA HANNUMNA CTPaHML/Kaapos
MWUKPOOUIbMA, MUKPOODULL, COAEP’KaHWe [MUCKa, CYUTbIBaHME
WTpUX-KoAa (Mpu 3NeKTPOHHOM 3aKase) B moayne "umpRrynauma'
3K, oTMeTKa KHUroBblAa4YM Ha KOHTPOJIbHOM JINCTKE

OAMH
KOHTPO/IbHbIN
JIUCTOK

1,8

11

npuem [OKYMeHTa OT uuTaTenn: cBepKa ero ¢ TpeboBaHWem
(KOHTPO/NbHBIM /INCTKOM), MPOBEPKA COXPAHHOCTM [AOKYMEHTA,
Hannuun CTpaHuu/Kaapos MUKpobUabMa, MUKpobULL,
coaepyKaHue OMCKa, CYMTbIBAHUE WTPUX-KOZA (NpW 3N1EKTPOHHOM
3aKase), BHeCeHNe OTMETKM O NMpMeme Ha KOHTPOJIbHOM JIUCTKe

OAIVH JIOKYMEHT

1,0

12

nepeaaya/TpaHcNoOpTUPOBKa/A0CTaBKa AOKYMeHTa, CAaHHOro

OAIVH JIOKYMEHT

1,0




qyuTatenem, B otaen KHNroxpaHeHmaA

13 |BblACHEHWE NO NOBOAY 3aKa3a M NpoAsieHMe CPOKa MOAb30BaAHMA | OAMH 3anpoc 1,0
OOKYMeHTamu no tenedoHy
14 |BblACHEHWe NO NOBOAY 3aKas3a M NpoA/ieHMEe CPOKa NOAb30BaHMA| OAMH 3anpoc 2,0
OOKYMEHTAMM NO 3N1EKTPOHHOM nouTe
15 | obecneyeHMe KOHTPOJIA 3a CPOKaMM NMOJIb30BaHUS AOKYMEHTOB O4MH 3anpoc 0,8
16 |npoaneHue cpoKa MNOAb30BaHUA AOKYMEHTOB, MOUCK KAPTOYKM,| Ha OAMH AEHb 30,0
BHECEHWE OTMETKM 0 NPOAJIEHMM CPOKA NONb30BAHUA, NPOASiEHNE
no tenedoHy CpoKa Nosb30BaAHUA
5.12. BHyTpeHHAA paboTa
N HanmeHoBaHuWe npouecca, onepauunun. Coctas paboTol EamHuua Hopma
n/n n3mepeHus BpPEMEHM,
MMH.
1 2 3 4
MoAroToBKa K Bblgaye AOKYMEHTOB:
1 |npoBepKka O6POHENO/IOK C OT/IOKEHHbIMW AOKYMeHTaMKu (no| Ha oAuH AeHb 10,0
CpoKam)
2 | cbpocKa AOKYMEHTOB (No cpokam) OAMH OOKYMEHT 0,2
3 |noaBeaeHWe WUTOroB M aHanms paboTbl 3a npoweawnii AeHb,| Ha OAMH AeHb 12,0
BHECEHME 3aNMCU B }KypHa/ibl CTAaTUCTUKMU
4 | NpOCMOTpP HOBbIX NOCTYN/IEHUI ANA PEKOMEHAALMM YNTaTeNaAM OOVH OOKYMEHT 3,0
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npocmoTp (npoBepka MPaBUIbHOCTU PACCTAHOBKM) KHUF GOHAA | Ha OAWMH AeHb 5,0
OCHOBHOIO XpaHeHus

MoaseneHune utoros paboTbl 3a AeHb:

npoBepKa aHKeT M 3anucel B 6ase faHHbIX Ha COOTBETCTBUE KOAOB exeaHeBHO 60,0
(cembun) petel, poauteneit n Apyrux poaCcTBEHHUKOB

nPOCMoTp MHPOPMALMM O HOBbIX MEPONPUATUAX, 3aAHATUSAX, eXxegHeBHO 40,0
KHUMKHbIX BbICTaBKax, CMEKTaKNAX M npoyee ANA peKomeHaaunu

yuTatenam

CMCTEMATU3ALLMA aHKeT M0JIb30BaTe/1el, 3aMMCaHHbIX 33 AeHb exeaHeBHO 15,0




5.13. CnpaBoyHas U MHOpMaLUMOHHan paboTa

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EanHnua Hopma
n/n n3mepeHus BPEMEHM,
MWH.
1 2 3 4
Y4YyeT nocTynuBLLUMX BTOPUYHBIX JOKYMEHTOB (KapToyeK):
1 |BblABNE€HME HEBbIMNOJHEHHbIX 3aKa30B; COCTaBAeHWe 33aABKM Ha | Ha O4HY Heaento 840,0
HEBbIMO/IHEHHbIE 3aKa3bl
OpraHuszauma cnpaBoyHo-bubanorpadumyeckoro annapara (CBA):
2 |cocTaBneHue bubanorpaduueckoit sanmcu OAMH JOKYMEHT 2,3
MNpocmoTp M oT6op Kaptouek B CBA B UeNAX U3bATUA WK
nepemelleHma (BTOpUYHbIM oTbop):
3 |u3bATME M3 KATaNoOroB M KAPTOTEK KAPTOYEeK Ha [OKYMEHTbl,| OA4HO Ha3BaHue 1,0
CnucaHHble ZE] boHAaa; NpPOCMOTP KpaeBeaveckux,
6ubnmorpapumyecknx n dakTorpadmMyecknx KapToTek, nsbatne us
HUX KApTOYKM Ha OOKYMEHTbl, NOTEPABLUME LLEHHOCTb, NepeBos,
KapTOYKM B apXMBHble KAPTOTEKM (YHWUUTOXKEHWE); BHeceHue
OTMETKM B }KYpHaJie yyeTa U PerncTpaLMoOHHOM KapToTeKe; N3bATHE
M3 KaTa/loroB M KapTOTEK KapTo4YeK Ha AOKYMEHTbI, CMUCAHHbIE U3
¢doHaa
OpraHusauma KapToTeKU NepPCOHaIMM U TEMATUYECKON KapTOTEKU:
4 |onpeaeneHve U COCTaBNEHWE MEPEYHS /ML, CBEAEHUSA O KOTOPbIX | O4HA KapToTeKa 15,0
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OTPAyKaloTCA B KAPTOTEKE; MPOCMOTP MHPOPMALMOHHbBIX U3LaHUM,
NepBUYHbIX LOKYMEHTOB, OT6OP AOKYMEHTOB A/1A BK/IOYEHMS B
KapTOTeKy; COCTaBJAEHME aHANUTMYECKOro aHHOTMPOBAHHOIO
6nbMorpadmnyYecKoro onucaHmsa SOKYMeHTa

5 |npocTaBneHue KBaNNPUKALMOHHbBIX MHAEKCOB, NOA400p KAapToYeK | OfHa KapTouKa 4,0
no wuHaekcam (andaBuUTy) M paccTaHOBKa KapTO4YKM B
MHOOPMALMOHHBIA MaccuB
6 |TexHWyecKas M coaep:kaTenbHasd 0OpaboTKa AOKYMEHTOB ANs| OAVH AOKYMEHT 3,0
BK/IIOYEHUA B KapTOTEKY; PaAcCTAaHOBKA KapTO4YKM No andasuTy
dbamnnnit aBTopoB 1 No BUAAM JOKYMEHTOB
7 | TexXHMYecKoe pefaKTUPOBAHME KAPTOTEK: MPOBEPKA COOTBETCTBMA | OAHA KAPTOYKA 2,0
CTPYKTYpPbI, cogepKaHna n opopmMmaeHma KapTovyeK B COOTBETCTBUM
¢ TpeboBaHNAMM AAHHOW KAPTOTEKM; 3aMeHa BETXMX KapTOyeK U
pasaenurenei
5.14. SKCKYpCUOHHAA AeATeNbHOCTb
N HanmeHoBaHue npouecca, onepauunun. Coctas paboTbl EamHuua Hopma
n/n nsmepeHua BPEMEHM,
MUH.
1 2 3 4
1 |3KcKypcusa no bubnnoteke OJlHa 3KCKypCUA 60,0
2 | yrnybneHHan aKCKypCUA C MeTOAMYECKMM COAEPKaHNEM 0f4Ha 3KCKypcusa 300,0

5.15. MNcuxonornyeckas nogaeprkka umtatenei
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N HanmeHoBaHuMe npouecca, onepauunun. Coctas paboTbl EamHmua Hopma
n/n n3mepeHua BPEMEHMN,
MMH.
1 2 3 4
1 |npoBedeHWE MNCUXONOTMMYECKMX KOHCYNbTauuMn AanAa aeTtemn oAHa 180,0
poauTenei No BONPOCamM pPa3BUTUA U UTEHMA AeTen KOHCynbTaumA
lpynnosble 3aHATUA ONA pPoAMTENEel NO BOMPOCAM Pa3BUTMA OJHO 3aHATME
YyTeHUA geTen:
2 |nopgrotoBKa 1080,0
3 |npoBeaeHune 120,0
4 |npodeccnoHanbHble  KOHCynbTauuMm  Ana  NOoApPOCTKOB oAHa 180,0
CTapLUEeKNaCCHUKOB KOHCynbTaumaA
5 |npodeccrmoHanbHble TPEHUHU ana noApOCTKOB OAHO 3aHATHe 180,0

CTapLweKknaCCHNKOB
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