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3apeructpupoBaHo B MuHiocte Poccum 12 maa 2015 . N 37244

MUHWUCTEPCTBO KY/IbTYPbl POCCUACKOM ®EAEPALIUMU

NMPUKA3
ot 30 aekabpa 2014 r. N 2477

OB YTBEPXKAEHUN TUMOBbLIX OTPAC/IEBbIX HOPM
TPYAA HA PABOTbI, BbINMOTHAEMBbIE B BUBJIMOTEKAX

B cootBeTcTBMM C NyHKTOM 2 [lpasun paspaboTKM U yTBEPKAEHWUS TUMNOBLIX HOPM TPYAa,
YTBEPKAEHHbIX NocTaHoBNeHMeM [lpaBuTenbctBa Poccuitickoit depepaumm ot 11.11.2002 N 804
(CobpaHue 3akoHogaTenbcTBa Poccuinckoit epepaummn, 2002, N 46, cT. 4583), nprKasbiBato:

1. YTBepAnUTb TMNOBbIE OTPac/ieBble HOPMbl TpyAaa Ha paboTbl, BbinosHAeMble B 6ubanoTeKax,
COrIacHO NPUIOKEHMIO.

2. KoHTpoAnb 3a MCNOJIHEHMEM HaCTOAWEro MnpuKasa BO3/I0OKWUTb Ha 3amectutena MuHUCTpa
KyNnbTypbl Poccuiickon Peaepaumnm H.A. Manakosa.

MuHucTp
B.P.MEJWHCKUI

MpunoxerHune

K Np1Kasy MUHUCTePCTBA KYNbTYpbl
Poccuitckoin depepaunm

oT 30 aekabpa 2014 r. N 2477

TUNOBbLIE OTPAC/IEBbIE HOPMbI
TPYAA HA PABOTHI, BbINMO/IHAEMBbIE B BUB/IMOTEKAX

|. BBogHasA yacTb

TunoBble oTpac/seBble HOPMbI TPyAa Ha PaboTbl, BbiNO/HAEMbIe B BMbANOTEKAX, pa3paboTaHbl B
COOTBETCTBMM C NYHKTOM 2 [paBuA paspaboTKM M yTBEPKAEHMA TUNOBbLIX HOPM TPYAa, YTBEPKAEHHbIX
noctaHoBneHnem [pasutensctBa Poccuiickoli degepaumm ot 11.11.2002 N 804 (CobpaHue
3aKoHogaTenbcTBa Poccuiickon depepaumnm, 2002, N 46, cT. 4583), B Uenax peanusauum nyHKra 4
pasgena V MNnaHa meponpuatuii ("aoposkHoit KapTtbl") "MameHeHMA B OTpacnsax coumanbHoi coepbl,
Hanpas/ieHHble Ha MoBblWweHNe 3bGEeKTUBHOCTU chepbl KyNbTypbl', YTBEPKAEHHOIO PaCNOPSKEHUEM
MpaButenbctBa Poccuiickont Pepepaumm ot 28.12.2012 N 2606-p (CobpaHue 3aKoHOAATENLCTBA
Poccuitckoit depgepaummn, 2013, N 2, cr. 137; 2014, N 19, cr. 2470), u npegHasHa4yeHbl ANs
dopmuMpoBaHNs 0OBOCHOBAHHbLIX OMNTMMANbHbIX MOKasaTenel TPYAOEMKOCTU BbINOAHEHUA paboT B
rocygapcTBeHHbIX (MyHMUMNANbHbIX) 6MBNMOTEKAX, ONpeaeeHma WTAaTHOW YMCNEHHOCTU PaboTHUKOB,
Bbl4a4M HOPMUPOBAHHbIX 3a4aHNI U COOTHOLIEHU MeXAY NAaHOBbIMM U AOTOBOPHbIMM paboTamu.

Il. HopmaTtneHada YacTb
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1. Tunosble oTpacsieBble HOPMbI TPYAA Ha paboTbl,
BbIMNO/IHAEMbIE B FOCYAapPCTBEHHbIX (MYHUUMNANbHbIX) BUBAMOTEKAX
(6€3 ncnonb3oBaHWA aBTOMATU3MPOBAHHbIX CUCTEM
ynpaBAeHua npoLeccamm)

1.1. KomnneKkroBaHue 6ubnanoreyHoro ¢oHaa



N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMU,
MUH.
1 2 3 4
TeKylwee KomnnekToBaHne 6ubanoteyHoro poHAa
MpPOCMOTP KHUroM34aTENbCKON M KHUTOTOProBoi MHGOPMaLUUK:
1 |NpoCMOTP KHUIoM34aTe/bCKOM U KHUTOTOProBoi MHpopmaumm of4Ha nosunuuA 2,0
2 | npocmoTp UHOpMaLUM BYKMHUCTUYECKUX aYKLMOHOB 0fHa nosnuma 2,0
OnpegeneHve Tembl U BMAA AOKYMEHTA, noajerkawero otbopy,| oaHa nosuumsa
BblICHEHME HeobXx0oaMMOCTU NpuobpeTeHns gns:
3 | AOKYMEHTOB, KHUT, MaTepnanos 5,2
4 | cTaponeyvyaTHbIX U PYKOMUCHbIX 4OKYMEHTOB 10,0
OnpepeneHne 3Kk3eMNAAPHOCTM 3aKasa: 0fHa nosnuma
5 | ana nogpasgeneHui 0,89
6 |ana 6ubanoTekn B Lenom 1,6
OdopmneHne 3aKasa; YyKasaHME 3K3eMMIAPHOCTM, CTOMMOCTHU OJMH 3aKa3
3aKasa, AaTbl
Konnuyectso 3aKasaHHbIX Ha3BaHWUM:
7 |1-15 40,0
8 |16-25 65,0

Tabnunuya 1



9 |26-75 196,0
10 |76-100 261,0
11 | odopmneHme 3aKasa Ha 3apyberKHble 4OKYMEHTbI OOVH OOKYMEHT 82,0
12 |noaroToBKa CrnucKa OOKYMEHTOB, npegnaraemoix K| oAHO Ha3BaHue 26,0
MeXAYHapoaHOMY KHUFOOBMEHY; CBEPKaA CMMCKA C KaTaiorom
13 |cocTaBneHMe KapToOYKU A7 KapTOTEKU OpraHM3auMin-napTHEpPOB;| OAHa KapTouKa 6,0
yKasaHue Ha3BaHMA OpraHu3aumi, agpeca, Ha3BaHUA
obMeHnBaeMbIX OKYMEHTOB
PaboTa B aBTOMaTu3MpoBaHHOM cucTeme (AC):
14 | BBOSA 3aKa3a TEKYLLEro KOMMNJIEKTOBAHUA B 6a3y AaHHbIx AC O4HO Ha3BaHue 4,6
15 | pepaktmMpoBaHue BBeLAEHHbIX B 6a3y AaHHbIX CBEAEHUIA O 3aKa3e OZHO Ha3BaHue 2,5
16 |BblBOA Ha nNpUHTEP [aHHbIX TEKYLWEro KOMMJ/EKTOBaHUA;| OOUH LOKYMEHT 1,6
pacnevaTtka
17 |BepeHwne peecTtpa noctaswunkos B AC o4Ha no3unuuA 8,3
BeseHne KapTOTEKM TEKYLLLETO KOMMAEKTOBaHMUA:
18 |cocTaBneHMe KapTOYKKM, yKa3aHMe aBTopa, 3arnasuA, BbIXOAHbIX| OAHA KAapTOYKa 4,5
[LAHHbIX, PETMCTPALMOHHOIO HoMepa
19 |nepeHeceHMe cBeAeHMI O 3aKase Ha KaAPTOYKM; YKA3aHWe| OAHa KapTouka 1,0
3K3eMMNAAPHOCTM 3aKasa, pacnpegesieHne Mo  CTPYKTYpPHbIM
noapasaeneHmam
20 [nopbop KapTouyku no andaBuTy AAA PACCTaHOBKM B KAPTOTEKY| OAHa KAapTO4Ka 0,4

TEKYLLEro KOMNAEKTOBaHUA




21 | paccTaHOBKa KapToukM B andasute GaMmuimii aBTopoBs, 3ar1aBuil B| OAHa KapTOYKa 1,0
KapTOTEKY TEKYLLEro KOMMNIEKTOBAHMA
OdopmneHne NognNMCKM Ha NepnoanYeckne n3ganua:
22 | BblbOp Ha3BaHWUA NEPUOLMUYECKUX U3LAHUN ANA NOLNUCKN OHO Ha3BaHue 2,7
23 |[cbop 3aABOK OT nogpasgeneHnn 6UbANoTekn ans NOAMUCKU Ha| OfHa 3anBKa 1,5
nepuogmyeckme nsgaHms
24 | cBepKa pacneyvaTku CANCKOB YC/I0BHO 3aKas3aHHbIX| 04HO HAa3BaHMe 1,7
nepumoagmMyecknx W3LaHUIN C KapTOTEKOW 3aKa3oB, BHeCeHMe
M3MEHEHWI B pacneyaTKu CrNCKOB
25 |cBepKa 3aKasa TeKywero roga Ha nNepuogMyeckMe M34aHuA C| OAHO Ha3BaHWe 2,4
noAnMCKoOn npeablaywero roga Ana BblABNEHUA WU3IMEHEHUA B
Ha3BaHWSAX; BHECEHNE U3MEHEHWNI AaHHbIX
26 |cBepKa BbIXOAHbIX AAHHbIX BNepBblie 3aKasbiBaembiX 3apyberkHbIX| OAHO Ha3BaHUe 13,5
nepmnoanyeckmnx n3aaHni C bubnnorpadpuyecknumm
CMNPaBOYHUKAMU U APYTUMU MHPOPMALMOHHBIMU UCTOYHUKAMM
27 | odopmneHme 3aKasa Ha NOAMMUCKY; NoACYET CTOMMOCTU NOAMUCKMK OJMH 3aKa3 8,4
C Y4Y4eToM [OCTaBKW; 3aMo/IHEHME KBUTAHUMM aboHeMeHTa Ha
nepuogmyeckoe usgaHue
28 |cocTaB/ieHMe pPEerncTpauMoHHOM  KaPTOYKM  ANA  KAapTOTEKM| OJHa KapTOudKa 4,5
nepuoanyYecknx nsgaHunim
PaboTa B aBTOMaTM3MpoBaHHOM pexkume (AC):
29 |BBOA 3aKasa Ha NepuMoanyvecKme nsgaHus B 6asy AaHHbIX OJHa KapTOYKa 3,5
30 |BbIBOA HA 3KPaH PErNCTPALMOHHOM KapTOYKK, pacrneyaTka OJHa KapTouKa 1,8
31 |KOpPpPEeKTMPOBKA 3aKasa: BbIBOA HA 3KPaH CNMCKa NEepUOANYECKUX| OAHO Ha3BaHMe 1,8




M3OaHWNIM; BHECEHUE N3MEHEHUI

MoAroToBKa AOKYMEHTaLUKU ANA 3aKYNKU U3AaHUIA:

32 |ayKuMOHHaA AOKYMeHTaumA OANH KOMNJIEKT 480,0
33 | AOKyMeHTaLMA gna KOTUPOBOK OANH KOMNJIEKT 400,0
34 | poroBop/KOHTPAKT OAWNH KOMNJIEKT 240,0
35 |cocTaBneHme TEXHUYECKOro 3a4aHMA 414 ayKUMOoHa OAWNH KOMNJIEKT 240,0
36 |cocTaBsieHWe CBOAHbIX TabanL, U CMUCKOB U3A4aHUA AN TAMOXHU,| OAMH KOMNAEKT 360,0
COMpPOBOAMTENIBHON  AOKYMEHTAUMWU  AN1A  MEeXAYHapOoAHOro
noyTamra
Mepenucka C KHUrOTOProBbIMMU opraHmM3aunamm n
n3gartenbCcTBamm, bUbMoOTEKAMU, AAPUTENAMMU:
37 |cocTaBneHue, nedyaTb TEKCTa NWUcbMa (3anpoca, NpeTeH3uu),| OAHO NMUCbMO 10,2
perncTpauus B KHUre NCXoAaLWmUX AOKYMEHTOB (NoCTaHOBKa AaTbl,
nopsAKOBOro HOMEpPa, YKasaHMe HaMMeHOBaHWUA OpraHmMsauuw,
KpaTKoe cogeprKaHne nnucbma)
38 |cocTaBneHue, neyatb 61aro4apCcTBEHHOrO NMCbMa, perucTpayma B| 04HO NUCbMO 11,0
KHure [apos 61Mb1MOTEKU
39 |cocTaBsieHMe, MeyaTb NUCbMa Ha MpeaBapuUTenbHbln 0bcYeT| OAHO MUCbMO 5,2
M3OaHWUM, NOArOTOBIEHHbIX K MPUOBpETEHNIO
40 |odopmneHune, oOTNpaBKa 3aKasa W34alOWMM OpraHu3auuam, OJMH 3aKa3 3,1
pacnpocTpaHUTENAM
41 |atpubyumss W COCTaBJIEHWE 3aKJOYEHUA O  IKCNEPTHOM| OAMH AOKYMEHT 360,0

KOMUCCUU NMPUN NOKYNKe JOKYMEHTa




JoKomnnekToBaHune 6ubnmoteyHoro poHaa:

42 |nepenucka c uccepTaumMoHHbIMK COBETAaMU: COCTaB/eHMe, Habop| oaHa 3asBKa 20,0
TEeKCTa nucbma (3anpoca, MNpPeTeHsuu) B C/y4ae OTCYTCTBUA
06A3aTeNbHOro 3K3emnspa AOKYMeHTa B poHae

43 |nosyyeHue 3aABKM  Ha npuobpeTteHMe  OOKYMEHTOB  OT| O/jHa 3asBKa 2,6
noapasaeneHuni

44 | cBepka 3aAaBKM ¢ "ba3ol gaHHbIX 3aKa3a" 0/[HO Ha3BaHue 2,0

45 |NnpoCcMOTp KapTOTEKM HeyaoBAETBOPEHHOrO CNPOCa; aHanmM3| OAWH AOKYMEHT 3,0
OTKa30B A/15 BbIABNEHUA OTCYTCTBYHOLLMX OKYMEHTOB

46 |cocTaBneHue bubanorpadmyeckoin 3anmcu; yKkasaHMe KonmyecTBa| OZHa KapTo4Ka 3,6
3K3eMMNJIAPOB U CUTNOB NoApPasaeNeHN
OT60p 3NEKTPOHHbIX M3OAHUM AN INEeKTPOHHON 6ubanoTeKK
(36):

47 |otbop dalna no cnuckam npeanoXKeHui ans b, npoBepKa Ha| OAHO Has3BaHWe 3,0
aybnetHocTb, NpOBEAEHWE CBEPKM 3anMCU C  3JEKTPOHHbIM
KaTanorom (3K)

48 |npoBepKa NErMTUMMHOCTM pasmMeLleHnA INEKTPOHHOIo AOKYMEHTa| O4HO Ha3BaHue 10,0
B8 b
OTbop ceTeBbIX yaaneHHbIix pecypcos (CYP):

49 | NpOCMOTP KHUITOM3AaTeNbCKON U KHUTOTOProBoin nHdopmaumnm O4UH pecypc 2,0

50 |onpegeneHne Tembl pecypca, CcOCTaBa, YCNOBMW [0OCTyna,| OAWH pecypc 90,0
co34aHue NepBUYHOM 3anncK B NacrnopTe pecypca

51 |opraHusauma nposeaeHmsa TeCToBoro goctyna K CYP O4MNH pecypc 860,0




52 |3anosiHeHue nnucTa TeCTUpPoOBaHMA O4MNH pecypc 420,0
53 | BKAlOYEHUE 3aABKM B 3/1eKTPOHHbIN YKa3aTenb 3aKasa 0flHa KapTouKa 0,26
OTbop [AOOKYMEHTOB U3 06MeHHbIx ¢oHOoB 6ubAMOTEK ANs
[OOKOMM/IEKTOBAHUA:
54 |NpocMoTp CMWCKOB, KapTOTeK, KaTanoroB O6bmeHHbIX ¢OHAO0B| 0AHO Ha3BaHMWe 3,2
61bnnoTeK, OTOOP HYKHbIX AOKYMEHTOB, CBEpPKa C KaTa/soramu u
KapToTekamn cBoell B6UBANOTEKW; CcOCTaBleHMe ChucKa Ha
OOKYMeHTbI, 0TobpaHHble B 0bmeHHOM poHae
KonnyecTBo lOKYMEHTOB, BK/IIOYEHHbIX B CMUCOK:
55 |1 3,6
56 |2-10 37,4
57 |11-25 87,7
58 |26-50 197,0
CocTaB/ieHMe onepaTUBHOIO (TEKYLLLEro) N1aHa KOMNAEKTOBaHUA:
59 |onpeaeneHne meponpuAaTun No GopmMmnpoBaHUto eguHoro ¢oHaa OAMH NJaH 1044,0
Ha TEKyLWMUI rod, OTBETCTBEHHbIX UCNONHUTENEN, KONNYECTBEHHbIX
nokasaTtenein obbvema ¢oHAa (noctynneHue, BbibbITUE),
WCTOYHMKOB MOCTYMNAEHUA, CMETbl PacX040B
OdopmneHne nnaHa KOMNAeKToBaHNA B dopme:
60 [Tabnuu, ofHa Tabnunua 2,6
61 |KapTOoTeKM O HA KapTo4kKa 2,6

Pabota B aBToMaTM3MpoBaHHOM pexkume (AC):




62 |BBOA N/1IaHa KOMMNIEKTOBaHUA B 6a3y gaHHbIx AC OAMH NNaH 1,1
63 |KOppeKTMpOBKa 6a3bl AaHHbIX; BbIBOA, HA 3KpaH; BHECEHWEe| OAWMH AOKYMEHT 1,6
WU3MEHEHWI
1.2. Mpuem u yyeT NOCTYNMUBLUMUX JOKYMEHTOB
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMU,
MMH.
1 2 3 4
1 |PacnakoBka/ynakoBka U3gaHuii OJHa nayka 2,5
2 |Pasbop [OOKYMEHTOB NO BMaam, A3blkaM, WCTOYHWKAM| OAHO Ha3BaHWe 1,0
NoCTynnAeHmaA
3 | MNpoBepKa oTCcyTCTBMA BPAaKOBAHHbIX 3K3eMMNIAPOB O4MH 3K3emMnaap 1,0
Mpuem [OKYMEHTOB, NOCTYNMBLUMX C CONPOBOAMUTE/IbHbIM
LOKYMEHTOM:
4 |npuem OOKYMEHTOB MO COMPOBOAMUTE/IbHbIM MaTepuanam (AUCT| O4MH 3K3eMNIAP 2,8
perncTpauunm, cyYeT, HakNa4HasA, Konua YyeKa, akT), nogbop ux no
andaBUTy aBTOPOB WM 3arnaBUi, 3KCNEAULMOHHbIM HOMEpPaMm,
CBEpKa C CONPOBOAMTENbHbIM AOKYMEHTOM, NPOCTaB/EHNE LLEHbI
Ha M34aHMK, NOACYET YNCNA IK3EMNIAPOB, 06LLEN CTOMMOCTH
5 |npuem pyKOMUCHbIX KHWUF, NOCTYMUBLUMX C COMPOBOAUTENbHbIM| OAUH AOKYMEHT 30,0

[OKYMEHTOM

Tabanya 2



Mpuem gnccepTaumi:

6 |nocTtynueLKnx c CONpPoOBOAMTENbHbIM NMCbMOM M3| O4ANH AOKYMEHT 21,0
[unccepTaumoHHbIX COBETOB
7 |nocTynuBLUMX C CONPOBOANTENBHBIM MUCbMOM M3 3KCNeaMLUN OOMVH OOKYMEHT 6,6
8 |npuem  aBTopedepaToB  AuMccepTauui, NOCTYNUBLINX  C| OAWH OOKYMEHT 1,3
CconpoBOAMTENBbHbBIM MUCbMOM M3 3KCNeaUUNU
Mprvem [OOKYMEHTOB, MOCTYyNMBWKX 6e3 conpoBOAUTENbHbIX
OOKYMEHTOB:
9 |npoBepKa Ha Ay6NETHOCTb; NPOBeAeHUE OLLEHKN AOKYMEHTOB OOVH AOKYMEHT 3,1
10 |cocTaBneHMe akTa Ha NpUem AOKYMEHTOB O4HO Ha3BaHMe 1,0
Mpuem PYKOMUCHbIX KHUF, MOCTYNUBLUMX &3 conpoBOAUTENbHbIX
OOKYMEHTOB:
11 |cocTaBneHue akTa Ha NPMEM PYKOMMUCHbBIX KHUT U AOKYMEHTOB OOMH OOKYMEHT 0,1
12 |npoBepKa Ha HanMume OAM3KUX NO BPEMEHW U TemaTuKe| OfHa 3anucb 10,8
PYKOMUCHbIX KHUT M AOKymeHToB B ¢oHmax HWUOP no
cnyxebHomy, anpaBUTHOMY, yYETHOMY KaTanory
MpoBegeHMe 3SKCNEPTU3bl WU OLEHKU PYKOMUCHBIX KHUF  U| OAWH AOKYMEHT
OOKYMEHTOB:
13 |opamHapHoi 600,0
14 | nOBbIWEHHOM COXKHOCTU 1200,0
15 | Ha MHOCTpPaHHbIX A3bIKaX 1200,0
16 |KapTorpadumyeckoro matepuana 1200,0




17 | Mmy3blKaNbHOro coaeprkaHuA 1200,0

18 | pyKkonuceli c rpaBlopaMun 1 M3omaTtepmuanamm 1200,0

19 |npoBegeHMe nNepPBUMYHON aTPUOYLUUM [OKYMEHTOB (peaKkux W| oAuH AOKYMEHT 10,0
LUEHHbIX KHWUF), oTbop B cooTBeTcTBMM C  npodunem
KOMNAEKTOBAaHMA W  pacnpegeneHve no noadoHgam M
KOJIIEKLMAM

20 |npocCTaHOBKa WTemMnens Ha obopoTe TUTY/IbHOTO INCTa M Ha 17-1| oguH 3K3emnaAp 0,26
CTpaHMLE SOKYMEHTA

21 |NpoCTaHOBKa perucTpaLunoHHOro Homepa Ha AOKYMEHT OAMVH 3K3emnaap 0,26

22 |HakneuBaHue Ha OOKYMEHT METKM ana YCTPOMCTB| OAMNH 3K3EeMNAAP 1,2
PafMOoYacTOTHOM  MAEHTUOUKAUMM  OOBEKTOB,  aKTyasM3auuma
MEeTKM

23 |HaknemBaHWe LWTPUX-KOAA Ha O0OOPOT TUTY/NILHOIO JINCTa M| OAMH 3K3EeMNAAP 0,26
06710KKHN

24 | BHeceHMe pa3MeTKu no poHAam Ha n3gaHue OAMH 3K3emnaap 0,26
CBepka MOCTYNUBLUMX [OKYMEHTOB C KapTOTEKOM TeKyLLero
KOMM/IEKTOBAHMA:

25 | nOMCK KapTO4YKM B KapTOTEKE TEKYLLEero KOMM/AeKToOBaHMA, CBEPKAa| OAHa KapTo4Ka 0,52
KapTOYKM C AOKYMEHTOM, BHECEHWE OTMETOK

26 |cocTaBneHue CAUCKa  PermcTpaLmoHHbIX  HOMEPOB  HOBbIX| OAMH AOKYMEHT 0,36
NOCTYN/IEHUI ANA U3FOTOBNEHUA NEYATHOM KapTOYKM
PaboTa B aBTOMaTu3MpoBaHHOM cucTeme (AC):

27 |cBepKa AOKYMEHTA C yKasaTesleM 3aKasaHHbIX U34aHWN, BHECEHWE| OA4HO Ha3BaHWe 3,0

OTMETOK




28 |npoBepKa Ha aybneTHOCTb NOCTYNMBLUMX U3LaHUI B 6a3e AaHHbIX| OAWH AOKYMEHT 1,6
AC
29 | perucrpauma HoBbIX NOCTYN/eHMI B B6ase gaHHbix AC OOVH OOKYMEHT 91
30 |npuem 1 perucTpauma pyKONUCHbIX KHUM, NPOCTaBAeHne OTMETKU| OAUH AOKYMEHT 3,6
B PErnmcTpauMOHHOM KypPHasie HOBbIX MOCTYN/AEHWUN, KHUre yyeTa
HOBbIX NOCTYNNEHWN
Mpuem 1 pernctpaums }XypHanos U raser:
31 |noabopKa »KypHanoB M ra3eT no asndaBUTy Ha3BaHWM, MOUCK| OAUH AOKYMEHT 0,94
PErMCTPALMOHHOM KapTOYKM B KAPTOTEKE MNOAMMUCHbLIX WU3A4aHWUM,
OTMEeTKa HOMepa, AaTbl MOJy4YeHNA U3JaHUA
32 |npocTaBseHUe WTEeMMNEeNA Ha KypHane OA4MH XKYypHan 0,2
33 |npocTaBaeHme WTemnena Ha rasere OfHa raseta 0,16
34 | perucrpauma HOBbIX NOCTYNeHMI B 6ase gaHHbix AC OOVH OOKYMEHT 2,6
Mpuem 1 pernctpaums ceTesbix yaaneHHbix pecypcos (CYP) B AC:
35 |npoBepKa AOCTYNHOCTM pecypca (npuem) O4MH pecypc 30,0
36 |odopmneHue conpoBoaMTENbHON AOKYMeHTaUMn (akT npuema) O[MH pecypc 10,0
37 |BBepgeHue 3anucum B peectp ydeta CYP O4MH pecypc 4,8
38 |BBegeHue 3anucm B peectp nacnoprtos CYP O4MH pecypc 3,7
39 |noaroTtoBKa cBeAeHui ana caiita o CYP O4MH pecypc 20,0

AOMWHUCTPUPOBAHME  CeTeBbIX  YAaJeHHbIX  pPecypcoBs B
aBToMaTU3npoBaHHOM pexume (AC)

Ob6paboTKa 3anucei ans segeHUs MHGOPMALMOHHbLIX MONCKOBbIX




cepsuncos:

40 | BOKYMEHT O4HO Ha3BaHMe 4,0
41 |naket/bA 04HO 10,0
HanMMeHOBaHWe
43 | aKkTyanusauus ceegeHuin o CYP O4HO Ha3BaHMe 6,0
44 | cbop CTaTUCTUKM O cocTaBe 1 06 ncnonb3osaHmm CYP OZHO Ha3BaHMue 0,3
Mpuem M 06paboTKa 3NEKTPOHHbLIX M3AAHUIA AAA INEKTPOHHOWN
6ubnnotekmn B AC:
45 |npoBepKa KayectBa $annoB, perucTpauua  3/EKTPOHHOro| OAMH AOKYMEHT 9,3
nokymeHTa B 9K, nepegaya daiisioB Ha cepeep
dopmupoBaHMe aKTa nepenayn HOBbIX MOCTYMJIEHUMIA B Apyrue
noapasgeneHus:
46 |8 AC yepes nporpammy guMcnetyepmusaumm nsgaHum OJIMH 3K3emnnap 0,15
47 | B py4HOM pexmme O4MH 3K3emMnap 2,0
BepeHue "KHurn cymmapHoro yyeta"
Pa3bop [AOKYMEHTOB MO BWAAM, OTPACAAM 3HaHMMK, A3blkam;| OZHa 3anucb
noAacyeT 4YMcna AOKYMEHTOB, 3anuCb pe3y/bTaToB MoacvyeTa Mo
ycTaHoBneHHol popme B "KHuUry cymmapHoro yyera”
Konnyectso AOKYMEHTOB B MapTUK NOCTYNIEHW:
48 |1 0,6
49 |2-50 30,8
50 [51-250 150,0




51 |BBOA CTaTUCTUYECKUX AAHHbIX B 6a3y gaHHbIx AC OZHa nNapTuA 3,1

52 |noacyeT nNOCTPaHMYHO MO MNO3MUMAM [OaHHbIX, MNepeHeceHue| oAaHa No3nuuA 1,6
MTOrOB Ha CNeayoLLyo CTPaHULY

53 |cBepka ¢MHAHCOBbLIX [AOKYMEHTOB OTAena €  ¢GUMHAHCOBbIMM| OAVH AOKYMEHT 1,46
[OKYMeHTamu byxrantepmm

54 |odopmneHue conpoBoAnUTENIbHbIX AOKYMEHTOB (CYeT, HaknaaHas,| OAWH AOKYMEHT 13,0
aKT) ans nepegaun B byxranteputo

55 |odopmsieHne  MHBEHTApPHOM  KHWUIMW,  HymMepauusa  JIMCTOB,| OAHa CTpaHMua 0,88
NPOCTaB/eHNEe HOMEPA B MHBEHTAPHOM KHUre

56 [3anucb AOKYMEHTOB MO YCTaHOB/JIEHHOW GOpMe B MHBEHTAPHYIO| OAWH AOKYMEHT 2,8
KHUTY, NPOCTaB/EHME MHBEHTAPHOrO HOMEpPa Ha AOKYMEHTe

57 |npoBeaeHne WMHAMBMAYANbHOIO y4yeTa AOKYMEHTA MO aKTOBOW| OAWMH AOKYMEHT 1,0
cMCTEMe, NPOCTaBEHME MHBEHTAPHOIO HOMEPA Ha AOKyMeHTe

58 |npoBepeHne UHAMBUAYANLHOIO y4yeTa C NPMMEHEHNEM YYETHOro| OAHa KapToudKa 4,7
KaTasora: cocTaBneHue 6ubnnorpadumyeckoro onucaHma
OOKYMEHTa; YKa3aHWe LEeHbl, MHBEHTAapHOroO HOMmepa, roaa
NnocTynieHunsa, Homepa 3anucu B "KHure cymmapHoro ydeta',
yMcna NOCTYMUBLUMX 3K3EeMMNAAPOB, WX pacnpenesieHne no
noapasaeneHmam

59 |duKcupoBaHME B KypHane perucTpaumm KapTOYEeK YYeTHOro| OfAHa 3anucb 0,3
KaTa/aiora MHBEHTAPHOro HOMepa, NepBOro C10Ba 3arnasmsa

60 |npocTaBneHne UHBEHTAPHOro HOMepa Ha AOKYMEHTe OOVH OOKYMEHT 2,6

61 |perncrpaums NaTeHTOB B HyMePaLUNOHHOM KHUre OJVH OOKYMEHT 0,3

62 [npMem aKTOB Ha BblObIBWUME [AOKYMEHTbl OT CTPYKTYPHbIX OOMH aKT 8,7

noapasaeneHuit; BHeceHmne 3anmcu B "KHure cymmapHoro ydyera"




(2-a yacTb); NnpocTaBneHMe HOMepa aKTa

McKntoyeHne AOKYMEHTa MO aKTy U3 YYETHbIX GopMm:

OAVH AOKYMEHT

63 | MHBEHTAPHOM KHUIU 1,4

64 |y4yeTHOro Katasnora 0,88

65 |onucm nHBEHTapHbIX HOMEPOB 1,0

66 | MCKAoYeHUe BblObIBLUMX 4OKYMEHTOB U3 6a3bl AaHHbIX AC OOVH OOKYMEHT 1,0

67 |noraweHne MHBEHTApPHOro HoMepa W WwTemnens 6ubANOTEKM Ha| OAWMH AOKYMEHT 0,5
LOKYyMeHTe

68 |noalwmMBKa aKTOB O4MH aKT 0,26




MpumeyaHue: npu paboTe ¢ LOKYMEHTAMM Ha MHOCTPAHHBIX A3bIKaX K HOPME BPEMEHW NPUMEHAETCA NoBblwatowmii KoadduumeHT 1,15,

1.3. bubnmoTeuHas ob6paboTka AOKymeHTOB. OpraHM3auma 1 BeAeHWe KaTanoros

N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHus BpEMEHMU,
MWH.

1 2 3 4
PaboTa c ne4yaTHOM KapTOYKOI:

1 |dopmupoBaHME KOMMMAEKTa MEYaTHbIX KApPTOYEK Ha OCHOBe| O4Ha KapToyKa 1,25
MalnHounTaemom 6ubnmorpadpmyeckon 3anncu

2 | pasbop KomnneKTa neyaTHbIX KapToYeK O4Ha KapTouKa 0,42

3 |noabop neyaTHbIX KapTodeKk no andasuty pammamii aBTOpoB UAN| OAHA KAPTOUKA 0,43
3arnaBui A1 PACCTAaHOBKM B C/IY»KeDOHYI0 KapTOTEKY

4 | paccTaHOBKa KapToOYeK B CAYXKEOHYIO KapTOTEKY OZHA KapTo4Ka 0,96

5 |noabopKa neyaTHbIX KapTOYEK K AOKYMEHTAM OJlHa KapToukKa 0,52
CBepKa NOCTYNUBLUMX AOKYMEHTOB C KaTaJioramm:

6 |npoBepKa MO KaTasory NoBTOPHOCTM AOKYMEHTA; NepeHeceHne c| OfHa KapTo4Ka 1,9
KaTaNOXHOW KapTOYKM BUBAMoTedHoro Wwudpa, NosHOro MHAEeKca

7 |nouck B cayxebHOM KaTajsore CBOAHOTO OMWCAHUA; BHECEHWE| OJHa KapTOuYKa 2,6
OTMETOK

8 |odopmneHne neyaTHOM KapTOYKKM, HaMMCaHWE WHBEHTAPHOroO| OZHAa KapTouKa 0,68

Tabnuua 3



HoMepa, Wwudpa n Apyrnx BUB6NOTEYHbIX OTMETOK

Mpunucka aybneTtos:

9 |cBepka [OOKYMeHTa Ha AybnetHocTb Mo cayxebHomy,| oAHO HasBaHWe 0,94
andaBUTHOMY, y4eTHOMY KaTanory
10 |npunucka pgybneta B KaTanor: NpoCTaB/ieHWE MHBEHTAPHOro| OAHO Ha3BaHWe 2,42
HOMepa; NnepeHeceHune Wndpa Ha AOKYMEHT
MpunucKa NpoaoKaOLWMXCA U3LAHUNA:
11 |NOUCK B perncTpaumoHHOM KapTOTEKE KApTOYKM Ha U3aaHue;| OAHO HasBaHWe 0,84
CBEpKa ee C OPUTMHANOM; BHECEHME BUBIMOTEYHbIX OTMETOK
12 |nouck B  Kartanore KapTO4KW;  OTMETKa noCcTynJjeHnA| o4HO Ha3BaHue 3,1
COOTBETCTBYIOLLErO0  BbIMYCKA; MPOCTaB/lieHWEe  WHBEHTApPHOro
Homepa, wrdpa, BHECEHNE APYINX OUBIMOTEYHDBIX OTMETOK
dopmupoBaHme bubamorpadpuyeckon sanmncu
CoctaBnieHMe OCHOBHON 6ubaMorpadmyeckon 3anucu  npu| o4HO HasBaHWe
OTCYTCTBMM MEYaTHON KApPTOYKM B AOKYMeHTe (O3HaKomsieHue C
[OKYMEHTOM; COCTaB/IEHWE OMUCaHWA; BHeceHWe BUBANOTEeYHON
OTMETKM)
Konun4yectBo 3fieMeHTOB ONMUCaHUA:
13 |1-4 0,42
14 |5-6 5,2
15 (7-9 6,2
16 |10-13 7,2




17 |14-19 8,2
18 |20-27 9,2
19 |coctaBneHne oCHOBHOWN BUBAMOrpadUUecKon 3anmcm ¢ NOMOLLbIO 3,5
MaKeTa KapTOYKWU, HAMe4yaTaHHOro B KHWUTe; MPOCMOTP W34aHUSA;
CBEPKa C MaKeTOM KapTOYKM
20 |cocTtaBneHue no6aBoYHoOro onucaHusa K OCHOBHOM| OZHa KapTo4Ka 1,9
6ubnnorpadmyeckon 3anucu
21 |03HaKOM/IEHWE C [AOKYMEHTOM; COCTaB/IEHWE aAHA/IMTUYECKOM| OAWMH AOKYMEHT 3,5
3anucum
22 |cocTtaBneHue CCbl/IOYHOM KapTOUKM K OCHOBHOM | OJZHa KapTO4Ka 1,26
6ubnnorpaduryeckon 3anucu
dopmunposaHmne 6ubMorpapuyeckort 3annUcu PyKonMCHOM KHUMM
CocTaBneHue OCHOBHOW 6ubnnorpaduyeckoit 3anuMcu| oAHO HasBaHWe
(03HaKOomneHne ¢ [OKYMEHTOM; COCTaBAEHWE, OMMUCaHUE,
NPOCTaHOBKa 6BUBNMOTEYHON OTMETKM):
23 |cpepHeit CNOXKHOCTH 600,00
24 | noBbIWEHHOM CNIOXKHOCTH 1200,0
25 |Ha MHOCTPAHHOM A3blKe 1200,0
26 |KapTorpaduyeckoro matepuana 1200,0
27 | My3bIKaNbHOroO CoAepKaHuUA 1200,0
28 |popaboTka  ycTapeBWMX  3anucei, He  COOTBETCTBYHOLWMX| O4HO Ha3BaHWe 300,0

COBPEMEHHbLIM  apXxeorpaduyeckMm  HOpmMam:  AaTUPOBKa
pykonuceid No BOAAHbIM  3HAaKaM; pPOCMWUCb  COAEP’KaHWA




CHOPHNKOB HEMNOCTOAHHOIO COCTaBa; BHECEHWE AONOJHUTENbHbIX
CBEAEHUIN C y4EeTOM AOCTUNKEHUIN COBPEMEHHOW ncTopuorpadpun

PenaktupoBaHue 6ubnmorpaduyeckon sanucu:

29 | npoBepKa MNpaBUIbHOCTN 3/1IEMEHTOB 3aMMUCU Ha KapToyKe OJHa KapTOYKa 1,0
30 |odopmneHue KapTouykn gnsa AybAMpoBaHMA Ha MHOMMUTE/NIbHOM| OZHa KapTouKa 3,2
annapaTte; NpPOCTaBfeHWE WHAEKCOB, WWPPOB, OBUBNMOTEUHbIX
NOMETOK, onpegeneHne n ykasaHue Tmpaxa Kaptodek
lpynnoBas 06paboTKa 4OKYMEHTOB
OTbop OAHOTUMHbLIX [AOKYMEHTOB, MNOANEXaluX rpynnoBoi| ogHa rpynna
0bpaboTKe; coCTaB/lieHME OOLLEN XapPaKTEPUCTUKU Ha KOMMAEKT| [OOKYMEHTOB
LOKYMEHTOB
KonnyecTtso fOKyMeHTOB B rpynne:
31 |1-9 39,0
32 |10-15 60,0
33 [16-30 106,0
34 |npoBepKa MNpPaBUIbHOCTU COCTaBNEHUA XapPaKTEPUCTUKU Ha ogHa 13,0
KOMMNNEKT AOKYMEHTOB XapaKTepnUCTnKa
PekaTanornsaums (3ameHa KaTanoXHbIX KapToyek):
35 |cBepka KapTO4KM C  OOKYMEHTOM; WCMpaBaAeHWe CTaporo| ofHa KapTouyKa 17,4

bubnnorpadmnyeckoro onmcaHmsa; coctaBleHMe HOBOFO OMUCaHUS;
nepeHeceHme wudpa, WHBEHTAPHOTrO Homepa, OUBANOTEYHbIX
MOMETOK

NoAroToBKa K MHOEKCMPOBAHUIO AOKYMEHTOB A4 KaTa10roB.:




36

noaodop KapToOYKKM K JIOKYMEHTY, CBEPKA U BJIOKEHNE B JOKYMEHT

0AHa KapTouKa

0,5

37

O3HAaKOMJ/IEHME C OOKYMEHTOM; YCTaHOB/IEHWE TeMaTUKMK;
pacnpegeneHue no oTpacaam 3HaHMA (No TemaTuke)

OAHO Ha3BaHue

0,88

38

NPOCMOTP MHOCTPAHHbIX U34aHWUN, NepeBOos AaHHbIX Ha PYCCKUI
A3bIK

OAHO Ha3BaHUe

0,37

Cuctematmsauma AOKYMEHTOB:

39

cucTemaTtmsauma  AOKYMeHTa € WMCMNOJIb30BaHWMEM  WHAEKCOB
NMeYaTHOM KAPTOYKM MM MaKeTa KapTOYKWM, HameyaTaHHOro B
W30aHUW, O3HAKOMJIEHUE C AOKYMEHTOM, NPOBEPKa COOTBETCTBUA
WHAEKCOB Tabanuam KnaccupuKaumm, NpuHATbIM B 6MBAMOTEKE,
npocTaB/iieHne UHAEKCa Ha JOKYMeHTe

OAHO Ha3BaHuUe

2,6

40

cncrtemaTmnsauma AOKYMEHTOB NMpn OTCYTCTBUN neyaTHoM KapTO4KU
N MaKeTa KapTO4kn B U3OaAHUU; O3HaKOM/IEHNE C OOKYMEHTOM,
onpegeneHne nHAOeEKCa no Ta6J'IMLI,aM KJ'IaCCM(I)MKaLI,MM, NMPUHATbIM
B 6M6J’IMOTEKE; npocCTaBsieHNe NHOEKCA Ha JOKYMEHTE

OAHO Ha3BaHue

4,7

41

onpefeneHne aBTOPCKOTO 3HaKa [JOKYMEHTa Mo aBTOPCKMM
Tabnmuam

OAHO Ha3BaHUe

0,62

42

wndposka AOKYMeHTa npu bopMaTHO-NHBEHTAPHOM
paccTaHoBKe: onpeaeneHve dopmaTa AOKYMEHTa, HanucaHue

wudpa

OAHO Ha3BaHue

0,42

43

pefakTMpoBaHWe KNacCUPUKALMOHHOTO MHAEKCa; NpoBepKa
NPaBUNbHOCTM MHAEKCA, aBTOPCKOro 3HaKa

OAHO Ha3BaHuUe

0,88

44

COCTaB/IeHME KapTO4KM andaBMTHO-NPeAMETHOro Kartasora (Ha
HOBYIO TEMaTUKy); HanucaHWe Ha KapTouyke WHAeKca, Ha3BaHus
KaTajiora M KapTOTEKW, B KOTOPbIX OTParKaloTCA AOKYMEHTbI;
YKa3aHMe CCbIIKW W  OTCbIIKU, CBASU MeXKAy OTAe/bHbIMU

OlHa KapTO4Ka

2,0




pybpukamm

MpeameTusauma 4OKYMEHTOB:

45 |npeameTvsauma  LOKYMEHTOB C  MCMoJ/b30BaHMeM  pybpuK| ogHO HasBaHue 2,6
NeyaTHOM KApPTOYKK; MPOBEPKA COOTBETCTBMA PYOPMKM NeyaTHOM
KapTOYKKU NpeameTHOMY KaTanory

46 |npeameTvsauMa  AOKYMEHTOB  NpWM  OTCYTCTBMM  MEYATHOWM| O4HO HasBaHWe 4,6
KapTOYKM; O3HAaKOM/IEHUNE C LOKYMEHTOM, onpeaeneHue pybpuku

47 |cocTaBfeHMe HOBbIX MNpeameTHbIX pPybpuK U noapybpuK;| oAHa KapTouKa 1,3
nepeHeceHne Ha KapTOYKU CNYKEOHOM KapToTeKM

48 | pefaKTMpoBaHMe NpeaMeTHOW pybpUKK; NpoBepKa NPaBUAbLHOCTU| OZHa KapTo4Ka 0,88
npeameTHOM pybpmKKM, TOYHOCTU HAaNUCAHUS
OpraHuszauma andaBUTHOrO KaTasora:

49 |nogbopKa KapTouykn no andasuty damununii aBTOPOB WAM| OAHA KapTO4Ka 0,36
3arnaBui ANnA PacCcTaHOBKM B andaBUTHbIN KaTanor

50 |paccTtaHOBKa nNpeaBapuTe/IbHO NOAOOPaHHbIX KapToyYeKk B| OJHa KapTOuYKa 0,36
andaBUTHbIN KaTasior

51 |pepakTnpoBaHue andaBUTHOrO KaTasora; NPOBEpPKa PacCTaHOBKM| OAHa KapTO4Ka 0,88
KapTo4eK, MPaBUAbHOCTM A00aBOYHbLIX U CCbIOYHbBIX KAPTOYEK;
ncnpasaeHne oWnb0oK

52 |HanucaHue pasgenutena gns andaBMTHOrO KaTtasora, yKasaHue OAMH 0,88
6yKBbI, cnora pasgenuTenb

53 |pacctaHoBKa pasgenuteneit B andaBUTHbIM KaTanor: nogbopka OAMH 0,36
pasgenutenein no andaBuTy, MOWCK MeCcTa pasgdenutensn,| pasgenutenb

YCTaHOBKa, 3aKpenneHne CTep>XHAa




OpraHu3aumsa CMcCTemMaTUYecKoro Kartanora:

54 |noabopKa KapTouKM MO MHAEKCam, BHYTPU pasaena no andaBuTy| OAHa KapTouKa 0,42
damunnii - aBTOPOB WAW  3arnaBUM  ONs  PaAcCTaHOBKM B
CMUCTEMATUYECKMUIN KaTanor

55 |paccTtaHOBKa nNpeaBapuTe/IbHO MNOAOOPaHHbIX KapToO4YeKk B| OJHa KapTOuYKa 0,42
CUCTEMATUYECKUIA KaTasior

56 |pepaKTMpoBaHME  CUCTEMATMUYECKOrO  KaTanora:  NpPOBepKa| OA4Ha KapTouKa 0,88
NPaBUIbHOCTU HANOJIHEHMA Pa34en0B KaTaaora no cogeprkaHuto,
WMHAEKCALMW U pacCTaHOBKe; NCNpaB/iieHMe OLWMBOoK

57 |aHanmM3 cucTemaTtM4yecKoro Kartasora: MUCnpaB/ieHMe WHAEKCOB,| OAHa KapTouyKa 5,2
BHECEHUEe U3MEHEeHUI B aNdaBUTHbIN KaTanor

58 |HanucaHune pasgennTena  4NAa  CUCTEMATMYECKOro  KaTasora: OAMH 2,6
YKasaHMe HaMMeHOBaHWA pasgena, nogpasgena W gpyrux| pasaenutens
OTMETOK

59 |paccTtaHoBKa pa3genutesned B CUCTEMATUYECKUIM  KaTasor: OAMH 0,42
noabopka No MHAEKCAM, MOUCK MeCTa, YCTAHOBKa, 3aKpenneHue| pasgenurenb
CTEpPXKHA
OpraHu3sauma npeamMmeTHOro Kataaora:

60 |noabopKa KapToyek Mo npeaAmMeTHbIM pybpuKam, BHYTPU pyOpUK| OAHa KapTOuYKa 0,42
no andasuTy pamununii aBTOPOB UK 3arnaBuit

61 |paccTtaHOBKa nNpeaBapuTesibHO MNoAoOpaHHbIX KapToYeK B| OAHA KapTo4Ka 0,42
npegMeTHbIN KaTanor

62 | pepaKkTnpoBaHue npeameTHOro KaTanora: npoBepKa| OAHa KapTo4Ka 1,0
NPaBUNbHOCTU CCbIZIOK, OTCbIJIOK, pyBpuK

63 |HanucaHue pasgenuTena ANAa NPegMeTHOro Katanora, yKasaHue OAMH 2,3




PYOPUKK, OTCbINIKA, CCbIIKU pasgenutenb

64 |paccTaHOBKa pasgenuTens B NpPegMeTHbIN KaTasior, NOUCK MecTa, OAWH 0,42
YCTQHOBKa, 3aKpeniieHne CTepXKHA pasgenutenb
OpraHusaums HYMepaLuMOHHOro KaTtanora HOPMATUBHO-
TEXHUYECKON AOKYMEHTALUN:

65 [noabopKa KapTOYKM MO BUAAM AOKYMEHTOB, YC/IOBHbIM| OZHa KapTO4Ka 4,3
umMdpoBbiM 0603HaYeHUAM, andaBUTy COKPALLEHHbIX Ha3BaHWUM
CTpaH, NaTUMHCKOMY andaBuTy (MHOCTPaHHbLIX CTaHAApPTOB), MO
HOMepaM AO0KYMEHTOB

66 |paccTaHOBKa NpeaBapuTe/ibHO NoA0OPaHHbIX KAPTOYEK B KaTaslor | OJAHa KapTOudKa 0,41

67 | pepakTupoBaHue KaTtasnora (npoBepka NPaBuUbHOCTM| OAHa KapTOuKa 3,2
6ubnnorpadmMyeckmx OMUCaAHWUIM, pPACCTaHOBKW; UCNpaBieHue
OWWOOK); BHECEHME [MOOMNOJHEHUA W WU3MEHEeHUW B KaTtasor
(oTmeHa, 3ameHa, M3MeHeHusA, NpoaNeHue CPOoKa AelcTBuA C
yKa3aHMeM UCTOYHMKaA)

68 |HanucaHWe 1 pacCcTaHOBKa pasaenurtenem OAMH 1,3

pasgenutenb

OpraHusauma n BegeHne 31eKTPOHHOrO KaTasiora:

69 |cBepka MOCTYMMBLUMX  [AOKYMEHTOB Ha  AybneTtHocTb  B| OAVH AOKYMEHT 1,6
3/IeKTPOHHOM KaTasore

70 | npunncKa NpPoao/IKaloWMXCA U34aHUIN B 3IEKTPOHHOM KaTanore OOVH AOKYMEHT 1,6
dopmupoBaHue 6ubanorpadmyeckon 3anmcu Ana 3N1eKTPOHHOro| oJHa 3anuchb
KaTasnora; BBoA, B 6a3y AaHHbIX; 3aMO/IHEHME COOTBETCTBYIOLLMX
nonewu:

71 | nNpu Ha/NMYMM MaKeTa NeyaTHOM KapTOUKK 0,36




72 | npu OTCYTCTBUM NEYaTHON KAapTOUYKM 0,42
73 |cocTaBneHMe aHaIMTUUYECKOW 3anuncu 3,5
74 |cocTaBneHue A06aBOYHbIX U CCbIJIOYHbIX ONMUCAHUI 0JHO onucaHue 0,88
75 | pepgakTnpoBaHue 6ubnmorpadpuyeckon 3anucu B 6ase gaHHbix AC;| oAHO onucaHue 1,3
BHECEHUE N3MEHEHW
76 |BBOA MNepeyHs MNpeaAMETHbIX PYybpuK apudmeTUKO-N0orMyeckux| oaHa pybpuka 0,36
yctpoiicte (ANY) K cucTeMaTMYeCKOMY KaTasiory U reHepanbHOM
CMNpPaBOYHOM KapToTEKE
77 |BbiBOA Ha 3KpaH 6ubanorpadpuyeckmx sanmcei ofHa 3anucb 0,83
78 | pegakTUpoBaHUe pybpuK; HanoHeHWe pa3aesios OZHa 3anmncb 3,0
N3bATNE KapTOUeK N3 KaTaoros
M3bATUE KaApTOYKM Ha WUCKAKOYEHHble U3 bubnnoteyHoro poHaa| oAHa KapTouKa
OOKYMEHTbI:
79 |andaBuTHOrO KaTasora 0,52
80 |cuctemaTMyeckoro KaTtanora 0,56
81 |npeameTHOro Katanora 0,56
82 | HyMepauMoHHOro Katasora 0,42
83 | nsbATne bubanorpacdmnyeckon 3anmcm 13 31IEKTPOHHOIO KaTasiora o/jHa 3anucb 0,84

TexHuuyecKan 06paboTKa fOKYMEHTa

HaknensaHue Ha JOKYMEHTE /IMCTKA CPOKa BO3BpaTa, KapmalliKa,
ApAblKa:

OAMNH OOKYMEHT




84 | NMCTOK CpOoKa BO3BpaTa 0,42
85 |KapmaleK 0,42
86 |ApAbIK 0,26
HanucaHue wudpa Ha LOKYMEHTE U APAbIKe: OOVH OOKYMEHT
87 |Ha AoKymeHTe 0,26
88 |Ha Apnbike 0,36
89 |nepeHeceHne ¢GOPMATHOrO W CUCTEMATMYECKOrO WNGPOB C| OAVH AOKYMEHT 1,6
KapTOYKU HA AOKYMEHT
90 | odopmsieHNE KaPTOUKM 418 TUPAXKUPOBAHUSA OHO Ha3BaHMe 1,0
91 |BHECEHME UBMEHEHUI B KAPTOUYKE MOC/e TUPAXKNPOBAHUA O4HO Ha3BaHMe 0,42
92 | pacnpegeneHne KaTasO0XKHbIX KapTO4yeK Ha HOBble NOCTYN/JEeHMA| ofHa KapToyKa 0,42
NO CTPYKTYPHbIM NoApasAeieHMAM Noc/ie TUParKMPOBaAHMUA
93 [3ano/iHEHME  KHWKHOro  dopmynapa:  yKasaHue  wndpa,| oaMH KHUMNKHbIN 0,88
WHBEHTAPHOIO HOMEpa JAOKYMEHTa, ¢amMuanm UM WUHULMANO0B dopmynap
ABTOPA, €ro Ha3BaHwusA, LUeHbl, roga u3gaHua
94 |3ano/IHeEHME KAapPTOYKU MHAMKATOPA Ha AOKYMEHT, HanpaBasieMbli| OANH MHAMKATOP 0,88
B KHUIOXpaHeHMe: YKa3aHMe MHBEHTAapPHOro Homepa, aBTopa W
3arnasus, wWuodpa paccTaHOBKM
95 |3ano/iHeEHME nepenaToyHOM BeAOMOCTM Ha MapTUMI0O  HOBbIX| O4HA BEAOMOCTb 0,42

NoCTyneHnM

Pabota B AC

BbiBOA, Ha 3KpaH yYeTHbIX GOPM; pacreyaTKa:

odHa popma




96 | AMCTbl MHAMBUAYANBHOTO YYeTa 4OKYMEHTOB 0,05

97 |nepepaTo4yHas BEAOMOCTb HOBbIX MOCTYNAEHN 0,05
98 |KapTouKa c bubanorpadpuyeckoi 3anncbio AN yYeTHOro KaTanora 0,05
99 | KHUXHbIN dopmynap 0,05

100 | KapTOYKa MHAMKATOPA 0,05




MprmeyaHue: K Hopmam BpeMEHU NPUMEHSAIOTCA NOBbILAOLLME KOSDPULMNEHTDI:

- Npu cocTaBneHnn bubanorpadmnyeckoro onncaHMA Ha AOKYMEHT, Ha TUTY/IbHOM JIMCTE KOTOPOroO YacTMYHO OTCYTCTBYIOT AaHHble Ana bubnnorpaduyeckoi
3anucn - 1,13;

- npu 6MbAnoTeyHon 06paboTKe: KMHOPOTOGOHOAOKYMEHTOB - 1,21; HOTHbIX, KapTorpaduyeckmx, nsomsganuit - 1,15, cneumanbHbiX BUAOB HAy4HO-
TEXHUYECKOW NMTepaTypbl U AOKYMeHTaumu - 1,10;

- Npu paboTe ¢ AOKYMEHTaMMN Ha MHOCTPAHHbIX A3bIKax, MPU opraHM3aLUum 1 BeleHUN KpaeBeaYyeckoro KaTtanora (Kaptoteku) n 6MbamMoTeyHoro Katanora Ha
MHOCTPaHHOM fA3blKe - 1,15, Ha A3biKax cTpaH A3un n Appukn - 1,5.

1.4. Pabota c dpoHaOoM

1.4.1. PaboTa no nprMemy AOKYMEHTOB

Tabnuua 4
N HanmeHoBaHue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BpPEMEHMH,
MWH.
1 2 3 4

Mprem AOKYMEHTOB B CTPYKTYPHbIX NOApPa3ae/ieHUsX

NMpuem [OKYMEHTOB M3 OTAesla KOMIMJeKTOBaHMA, CBepKa C OAHa NapTuA
conposogunTenibHbIM maTepraiom

KonnyecTtBo sK3emMnasapos:

1 |1-25 14,4

2 [26-75 37,2




3 |perucrtpauua HOBbIX MOCTYNJEHUN MNEepPUOSUYECKUX W3LAHWUNR,| OAWNH AOKYMEHT 0,26
NPOCTaB/IeHNE OTMETKM B PETMCTPALMOHHOM KapToTeke

4 | npoBepKa rogoBOro KOMMAEKTA KYPHA/NOB WM raseT Ha Haauuue| OAMH HOomep 1,0
HOMepoB

5 |npoBepKa 3anncm Ha NepBOM HOMepe roL0BOr0 KOMMJEKTa:| OAUH HOMep 5,0
wndpa, HOMePOB, OTCYTCTBYHOLLMX HOMEPOB, MECSLLEB
3anncb Homepa B ToOMOrpadUYecKyrd OMNucb, MPUNOXKEHMA WU| OAUH HOMEp
crneuyanbHble BbIMYyCKU:

6 |Ha pyccKom A3blKe; 1,0

7 | Ha MHOCTPAHHbIX A3bIKaXx 2,0

8 |npocTtaBneHne wWTemnena CTPYKTYPHOro nogpasgeneHna Ha| OoauH Homep 0,26
LOKYyMeHTe
Moabop AOKYMEHTOB A/1A paccTaHOBKM B GoHAe:

9 |noabopka [AOKYMEHTOB MO K/AACCMOUKALMOHHBIM MHAEKCAM,| OAUH AOKYMEHT 0,52
ABTOPCKOMY 3HAKy

10 |nogbopKa AOKYMeEHTOB No ¢opmaTy, MHBEHTApPHbIM HOMEpPaMm,| OAUH AOKYMEHT 0,92
Wwndppam paccTaHOBKU

11 [nogbopka AOKYMEHTOB Nno andaBuUTy Ha3BaHMN, rogam, Homepam,| OANH AOKYMEHT 0,48
pasgenam, NnopALKOBOMY HOMEPY

12 |nogbopKa cneuBnaoOB HOPMATUBHO-TEXHUYECKOW AOKYMEHTAUMM| OOAUH OOKYMEHT 0,36

no KnacCcam, nogrknaccam, rpynnam, noarpynnam, MHBEHTAPHbIM
HOMEepam

PacctaHoBKa 6Ub6AMOTEYHOTO POHAA:




13 |pacctaHOBKa [AOKYMEHTOB Ha CTef/la)kax B CUCTEeMATUYeCKU-| OAMH OOKYMEHT 0,52
andaBUTHOM nopsaxe
14 |paccTaHOBKa AOKYMEHTOB Ha CcTennaxax B GOPMaTHO-| OAWMH AOKYMEHT 1,3
MHBEHTAaPHOM nopaaKe
15 |paccTaHOBKa [OKYMEHTOB MO andaBUTy Has3BaHWMW, roAam,| OAWH AOKYMEHT 0,63
HOMepaMm, pasaesiam, MoPAAKOBOMY HOMepPY
paccTaHOBKA  HOPMATMBHO-TEXHMYECKOW  AOKYMEHTauuM No| oAMH AOKYMEHT
Knaccam, noAknaaccam, rpynnam, nogrpynnam, WHBEHTAPHbIM
HOMepam
Konnyectso fOKYMEHTOB B Nogb0pKe:
16 |1-5 0,52
17 |6-10 5,2
18 |11-15 0,88
19 |paccTaHOBKa [OOKYMEHTOB Ha CcTe/asiaXax B (GOPMaTHO-| OAWH AOKYMEHT 5,00
cuctematMyeckom M andaBuMTHOM nopsgke (nNpeameToB U
matepuanos rpaduku) B BUTPUHAX W WKadax C Yy4yeTom
KOMMNIEKCHOIo XpaHeHA PYKOMUCHbIX U CTaponeyvyaTHbIX KHUT
20 |paccTaHOBKa OOKYMEHTOB HQ MUKPOHOCUTENIAX B MHBEHTAPHOM M| OAVH AOKYMEHT 3,0
HYMepPaUMOHHOM nopagKe
NPoBepKa NPaBUIbHOCTM PACCTAHOBKM AOKYMEHTOB B OTAE/bHbIX| Maccus ¢poHAa
maccusax ¢oHaa
Konnyectso nposepsaembIX OKYMEHTOB:
21 |1-200 26,1




22 |201- 305 42,0
23 |306 - 400 57,0
24 1401 - 600 88,0
25 | nepemelleHune (nepeHeceHne) AOKYMEHTOB Ha cBOBOAHbIe mecTa 0/lHa No/Ka 4,0

OdopmneHre NONOYHBIX pasgenutTenein; HanucaHue MnONOYHbIX OAMH

pasgenurtenen: pasgenutesnb
26 | ana cMcTtemaTUYecKkol paccTaHoBKM GpoHAa 3,6
27 | ana dopmaTHOM paccTaHOBKKU poHAa 2,6
28 | ana andaBUTHOM paccTaHOBKU doHAa 2,6
29 | Ana HyMmepaunoHHOM paccTaHoBKM ¢doHAa 2,6

MprmeyaHme: K Hopmam BpeMEHU NPUMEHAIOTCA NOBbILAOLWME KOIGDULNEHTDI:

- npu nogbope 1 pacctaHoBKe KNHOGOTOPOHOAOKYMEHTOB - 1,2;

- HOT, KapTorpaduyeckmx, msonsgaHumi - 1,5;

- Npu paboTe ¢ LOKYMEHTAMM HA MHOCTPAHHbIX A3blKax - 1,15;

- Ha A3blKax cTpaH A3un n Adpukm - 2,0.

1.4.2. PaboTa no coxpaHHocTh ¢doHaa
N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsbl EamHuua Hopma
n/n n3mepeHua BpeEMeHMU,

Tabnuua 5



MWH.

1 2 3 4
MpoBepKa bubamnoteyHoro dpoHAa:
1 |HanucaHWe KOHTPONLHOIO TaJIOHA HA AOKYMEHT: yKa3aHue Ha Hem|  OAMH TaJIOH 0,88
MHBEHTAapHOro Homepa, wudpa, Gpamuanmn, MHMUMANOB aBTOPa,
3arnasuA, roga, MecTta U3gaHua, LeHbl, Mecta XpaHeHuA
2 | MapKUpOBKA KOHTPOJ/IbHbIX TaJIOHOB: YCTAaHOBKa, r4e Yy4yTeH OAMH TaNIOH 0,26
OaHHbIN  JOKYMEHT (y4YeTHbli KaTaslor, MHBEHTapHas KHUra);
npocCTaBAeHMe ONO3HaBaTENbHOrO 3HaKa
MNoabopKa KOHTPO/IbHbIX Ta/IOHOB: OAMH TaNIOH
3 | N0 MHBEHTapPHbIM HOMepam 0,21
4 | no andaButy dammnanii aBTopoB UM 3arnaBui 0,31
5 | no knaccndurKaunMoHHOMY MHAEKCY 0,52
6 |cBepKa KOHTPOJIbHbLIX Ta/lOHOB C WMHBEHTAPHOW KHWIOM, OTMETKa| OAWH TanoH 0,21
NPOBEPKM Ha TaNIOHE U B KHUTE
7 |cBepKa KOHTPOJIbHbIX Ta/lOHOB C YYE€THbIM WAN andaBUTHbLIM, O[MH TaNIOH 0,26
TonorpaduyeckmMm Katasorammn, OTMETKA Ha Ta/lOHE U B KaTanore
8 |aHanm3z  ¢dopmbli MHOMBUAYANBLHOIO  y4yeTa; BblABNEHME| OANH AOKYMEHT 1,3
OOKYMEHTOB, He NpoLleaLlwnx NpoBepKy
9 |cocTaBieHWE KaPTOUYKM Ha AOKYMEHT, He npoLlealwnii NpoBepKy OJVH OOKYMEHT 0,83
10 |noMCK AOKYMEHTOB, He npouweawmnx NPoBepKy, NO PasAUYHbIM| OAUH AOKYMEHT 3,6

YYE€THbIM d)opmaM, KapToTeEKaAM, XKypHasiaM, KHUXKHbIM NOJIKam




CocTtaBneHue CnucKa HeaocTaloWwmx B GOHAE 4OKYMEHTOB

OZMH CMNCOK

Konnyecrso AOKYMEHTOB B CMMUCKE:

11 |1 0,78
12 |2-10 8,3
13 |11-25 19,3
OT160p AOKYMEHTOB ANA U3bATUA U3 GoHAA
MpocMoTp AOKYMEHTOB Ha NpegMeT n3bATUA 13 boHAaa: OAMH [OKYMEHT
14 |HenpoduabHbIX 3,1
15 | gybnetHbix 1,6
16 |ycTapeBLlWMX NO coaepHaHuto 3,1
17 |BeTxmx 0,88
18 | manouncnonb3yemblx, HEMCMNOAb3YEMBbIX 2,6
MoAroToBKa OKYMEHTOB K aKTMPOBaHUIO:
19 |nopbopKa AOKYMEHTOB B MapTUM NO NPUYMHAM U3BATUA; CBEPKA C| OAUH LOKYMEHT 0,36
KHUXKHbIM popmynapom
20 [noabopKa KHUMKHbIX GOPMYNAPOB Ha AOKYMEHTax B nopaake| oauH dopmynsap 0,42

WHBEHTAPHbLIX HOMEPOB, and)aBMTa, XypHasnoB - nNo rogam u

HOMEepam

CocTaBnieHMe CNMCKa K aKTy BblbbITUA (Nepeaayn); noacyet obuuei

CYMMbI; 0bOpMIEHME aKTa

OAMH aKT

Konnuyectso AOKYMEHTOB B CNMUCKeE:




21 |1 0,78

22 |2-10 7,8

23 |11-25 19,3
MoAaroToBKa A4OKYMEHTOB B NepenseT:

24 |oT6Op [OKYMEHTOB ANA nepensieta; MpoBepKa COCTOAHWUA| OAWH AOKYMEHT 3,4
[OKYMEeHTa; 3anonHeHue (cBepKa) KHUKHOro dopmynapa

25 |noabopKa KOMMIEKTOB, CBA3biBaHWE B MNa4vyku; odopmieHne| oauH AOKYMEHT 2,6
OOKYMEHTOB ANA nepegayn B nepennet

26 |NOAroTOBKA AOKYMEHTOB K BOCCTaHOB/IEHWUIO: NOAO0P AOKYMEHTA,| OAWNH AOKYMEHT 2,6
AHaNOIrMYHOIO  MoBpeXAeHHOMY; odopmMaeHMe 3aKasa Ha
KONMpoBaHUe

27 |npvMem 3akasa Mnoc/re KONUpOoBaHMA, MPOBEPKA KayecTBa KOMWUA,| OAWH AOKYMEHT 0,83
noAroToBKa AOKYMEHTA K nepenneTy

28 |npuem [OKYMEHTOB M3 nepenseta: CBepKa MNOCTYMUBLUMX W3| OAUH AOKYMEHT 5,2
nepenneta AOKYMEHTOB C KHUMKHbIM GopMysiApoM; NpoBepKa
KayecTBa nepensieta; BOCCTAHOB/JEHWE 3arfiaBUA; HanucaHue
wndpa Ha ApSbIKe, KOPeLLKe AOKYMEHTA
MoAalwmnBKa ra3eT U TOHKUX KYPHAN0B:

29 |onpeaeneHne popmara, BIOKEHUE KOMIMJIEKTA KYPHAJIOB B NManKky| oOJAHa nanka 13,0
HYy*KHOTro popmaTa, 3aBA3bIBaHME; BblHECEHME WKNdPa, HA3BaAHMUS,
roga nsaaHua, HoMepa }KypHanoB Ha 0610KKY M KOPELLOK Nanku

30 |packnagKka raseT MO Ha3BaHWAM: MPOKanblBaHWE, BAOXEHMEe B| OAHA Nanka 9,4

KapToHHyt0 06/10Ky (nanky), NpoOWHYpOBKa; odopmaeHmne
06/10KKM (Ha3BaHuWe, rog, HOMep, MecsL)




Menknin peMoHT poHAaa:

31 |noaKnelrika OOKYMEHTa, KapMalKoB, APJ/IbIKOB; BOCCTAHOB/AEHME| OfAHa Manka 4,2
3arnasum
PecTaBpauna KOpeLlKoB:

32 |onpepeneHne obbema paboTbl; yaaneHuwe CTaporo KopelKa,| OAMH KOpeLwlok 60
NoAroToBKa KoseHKkopa (obpesKa, nogknelika); npolwmnsKa 610Ka
OOKYMEHTa, NOAKNeNKa HOBOro KopeLlKa, pasmeLleHme noa npecc
PectaBpauma cTpaHuL:

33 |onpepeneHne obbema paboTbl; nogknenka doTtorpaduin, KapT,| OA4HA CTPaHMULA 10
YyepTerKel; BOCCTaHOB/IEHWE YacTel CTpaHuy, (cTp.)
ObecnblnnBaHue poHaa:

34 |obecnbiivBaHWe ¢oHAA C MOMOLbIO Nbliecoca; obecneyeHue OA4Ha 12,0
paboyero MecTa TEXHWYECKMMM CpeacTBaMu; MpPOBeAEHME|  MepornosiKa
obecnblnBaHMA; 3aHOC TEXHUYECKMX CPEACTB B MeCTa XpaHeHMsA

35 |pyyHoe obecnbininBaHne ¢oHaa; obecneyeHme paboyero mecra oAHa 9,4
TEXHUYECKMMU CPEeACTBaMM; 3aHOC TEXHMYECKMX CPeACTB B MecTa|  MepomnosiKa

XpaHeHus

MpumeyaHune: K HOpMam BPEMEHWN MPUMEHAIOTCA NOBbIWatowme KoapOUUNEHTDI:

- NpY py4HOM obecnblinBaHUM GOHAA HOTHbBIX, KapTorpaduyeckunx, U3omnsaaHun, auccepTtaumi - 1,2;

- npu obecnbinnBaHnM doHAA C NOMOLLbIO Mbliecoca - 1,3.

1.4.3. N3yyeHune 6ubnnoteyHoro doHaa

Tabnuua 6



N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MWH.
1 2 3 4
MoarotoBuTenbHasA paboTa no nsydeHuo bubanorteyHoro poHaa:
1 |coctaBneHune nnaHa paboTbl MO M3yyeHUo BubanoreyHoro doHAa OAMH NNaH 214,0
(yactn doHAa)
2 |NOAroTOBKA WHCTPYMEHTapuAa NoO Wu3yvyeHuto 6ubamoteyHoro| ogHa Tabnavua 6,3
¢doHAaa; cocTaBneHne Tabaunubl NO PasINYHbIM aCNEKTaM U3yYeHUs
3 |nopbopka 6ubnmorpadpuyecknx nocobuit, MHPoOPMaLMOHHbIX| OAHO Nnocobue 20,0
CMUCKOB AN1A nposeaeHna paboTbl NoO M3yyeHUto BUbaMoTeyHoro
¢doHAaa
4 | nogroToBKa MHCTPYKTaXKa Ana nposefeHua paboT no usyyeHuto OAMH 83,0
6ubnnoteyHoro poHaa WMHCTPYKTaX
Bubnumorpadpuyeckoe nsydeHume bubanoreyHoro ¢oHaa
O3Hakom/iIeHMe c cogepyKaHuem dbubanorpadumyeckoro nocobus,| oaHo nocobue
WHOOPMAUMOHHOIO CMWUCKa Ans  npoBefeHMa paboTbl Mo
M3yyeHumo bubamoteyHoro poHaa
Konnuyectso Ha3BaHMI B N0CO6UU:
5 ]1-25 15,7
6 |26-50 34,0
7 |51-100 68,0




CBepKka KapTOYKM KaTanora ¢ bubaunorpadmyeckum onucaHuem
[JOKYMEHTa, YKa3aHHOro B Mocobuun; BHECEHME OTMETKU O
Ha/IMYMM SOKYMeHTa B doHAe:

0AHa KapTouKa

8 |andaBuUTHbIN KaTanor 0,26
9 |cuctemaTUYecKuit Katanor 0,42
10 |coctaBneHne 6ubanorpadpuyeckoro onMcaHUsA Ha OTCYTCTBYlOWME| OAHA KapTOYKa 2,6
B 6MbIMOTEKE AOKYMEHTbI
NPOCMOTP HaMOJIHEHMA CUCTEMATMYECKOrO KaTasora B pPas/IMYHbIX| OZHa KapToyKa
acnekrtax (nNo oTpacnam 3HaHWA, BUAAM, rogam); cornocTaBaeHune
NONYyYEHHbIX [LAHHbIX c TEMATUKO-TUMOIOTMYECKUM
(nepcnekTMBHbIM)  NNAHOM  KOMMIEKTOBaHMA;,  YTOYHEHME,
BHECEHWE KOPPEKTMB B NJIaH KOMIM/JIEKTOBaHMA
KonmuyecTBo KapToYEK B ALLUKE:
11 |1-500 43,0
12 {501 -1000 85,0
13 |1001 - 2000 173,0
CtaTUcTMyeckoe usyyeHune 6ubamoteyHoro poHaa:
14 |3anonHeHWe cTaTUCTUYECKUX Tabauu (No coctaBy, AMHaMWKe M| oOAHa Tabauua 19,3
CTeneHun Mcnonb3oBaHuA 6ubamnoteyHoro ¢$poHAa) Ha OCHOBAHMUM
YY4ETHOM AOKYMEHTALLMUK
15 |pacyeT nokasatesnei KHUroobecneyeHHocTH, obpalLaemMocTy, oAuH 2,0
YMTAEMOCTHU noKasaTtenb
16 |cnAoOWHOM NPOCMOTP AOKYMEHTOB Ha CTennarkax, MNoAcYeT MO| OAWH AOKYMEHT 0,84

KHUXKHbBIM GOpMyAsipaM UAM INCTKAM CPOKa BO3BpaTa KOIMYecTBa




KHMroBblaay

17 |MapKMpOBKa HeMcnosb3yemon 4actv ¢oHOa B 3aBUCMMOCTM OT| OAWMH LOKYMEHT 0,26
MPWYMH, BbI3BABLUMX HU3KYHO 0OpaLLaemMocTb

18 |3anonHeHue Tabmupl MHTEHCUBHOCTU MCMo/Ib30BaHUA| ogHa Tabaunua 50,0
bubnnoteyHoro poHaa
CoctaBneHve WM aHanus Tabauy, No usydeHuto 6ubanMoTeyHoro
¢doHAaa
CocTaBneHue Tabanybl:

19 |no cocTaBy, pa3BUTUIO M UCMNOJIb30BaHWUIO BUBAMOTEYHOTO PpoHAA oAHa Tabnunua 63,0

20 [no cTeneHW MCMNoAb30BaHWA ¢GOHAa B pPa3AMYHbIX acnektax (B| oaHa Tabauua 68,0
oTpac/ieBOM, Mo BUAAM U34aHUI)

21 | no obbemy Heucnonblyemon U manocnpalimpaemon yactm ¢oHga| opgHa Tabnmua 63,0
W NPUYMHAM ee HaKoMIeHuA
AHanus Tabanupbl: ogHa Tabaunua

22 | no cocTaBy, PasBUTUIO U UCMOIb30BaHUIO BubanoTeyHoro poHaa ofHa Tabanua 56,0

23 |no cTeneHW MCMNOAb30BaHWA ¢GoHAa B Pa3AMUHbIX acnektax (B| oaHa Tabauua 56,0
oTpac/ieBOM, Mo BUAAM U34aHUI)

24 | no cocTaBy M BeNYMHE HEUCNo/sbayeMon U Manocnpawmnsaemon| ogHa Tabnvua 60,0
YyacTn GOHAA M NPUYMHAM ee HaKoMNaeHuA

25 |cocTaBneHMe naaHa  MeponpuATUA U NPeasoXKeHuh  no OAMH MJiaH 161,0

pesy/sibTatam nsydyeHuns ¢poHaa




MpumeyaHue: Bpema NPoBeAeHUA UHCTPYKTaXKa B HOPMY BPEMEHU He BXOAMT; Npu paboTe ¢ AOKYMEHTaMWM Ha MHOCTPAHHbIX A3blKaX K HOPMam BPEMEHMU
npMMeHseTca nosbiwaowmi kKoapdmumeHT 1,15.

1.5. O6cnyKMBaHuWe yntatenem

1.5.1. PaboTta c untatenem

Tabnuua 7
N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHus BpEMEHMU,
MWH.
1 2 3 4

3anucb yntatena B GUGAMOTEKY:

1 |npocMoTp [OKYMEHTOB uuTatena (macnopTt, yAoCTOBEpeHWe,| OAMH YuTaTeNb 1,7
Nopy4ymnTenbCTBO); MPOBEPKa HaAN4YMA YYETHO-PErncTPaLMOHHOM
KapTOYKM Yntatens

2 |3anonHeHWe QopmynAapa uuTaTeNsd, Y4YETHO-PErMcTPaAUMOHHOM| OAMH YuTaTeNb 2,0
KapTOUKM, YntaTenbckoro buneta

3 | o3HaKomeHue ymnTatena C npasuaamm Nno/sb30BaHUA| OAWH YMUTaTEsNb 5,0
bubnnoTtekomn, pacnonoxkeHnem GoHaa, CPaBOYHbIM annapaTom

4 |MOMCK M pacCTaHOBKAa YYETHO-PErMCTPALMOHHbLIX KapTo4YeK Mno| OoAHa KapTouyka 0,26
andasuty bammnnnin untatTenemn

Mepeperncrpauunsa untatenemn

5 |nouck dopmynapa (perucTpaumoHHON KapTOYKM) uuTaTensa;| oAuH YMTaTenb 12,0
BHECEHME U3MEHEHMUW B HUX U YMTATeNbCKUI BuneT (yTouHeHue




aHKEeTHbIX JaHHbIX, HOBOrO YMTAaTeNbCKOr0 HOMepa, AaThbl
nepeperucrpaumm)

3anucb (Nepeperucrpaums) ymTatenen B aBTOMATM3MPOBAHHOM
pexunme:

Habop Ha KjiaBMaType CBeAEHMN O uuTatene: Gamuaunsa, Ums,
OTYECTBO, XapaKTepusylolwme ero npusHakM (obpasoBaHue,
cneunanbHOCTb, MHasa MHopmauma), Koa,

OAVH ynTaTesb

6,0

OCYLWECTB/IEHWE KOHTPOAA 33 BO3MOMHbIM Ha/lM4yMeM AaHHbIX O
yuTaTene, 3anucaBwemcsa B 6BUbAMOTEKY (paHee 3anucaH, AuwWeH
npaea NoAb30BaHMA)

O4VH YnTaTesb

1,0

obopMneHne Kofa YmTaTena c KOHTPO/IbHbIM Pa3pALOM U CPOKOM
No/Nb30BaHMA 4MTaTeNbCKMM 6MNEeTOM Ha OCHOBE BblAAHHOW
nHbopmauum

OAVH ynTaTe b

0,52

BblBeAEHNE Ha NPUHTEP CBeAeHWI O 3anucaBllemcs 4YuTaTene B
Buge 61aHKa, Bbipe3aHue 61aHKa U BKAEWKA ero B YMTATENbCKUI
buner

O4VH YnTaTesb

1,3

PaboTa gucneTyepcKom cnyKobi:

10

NpuMemM uuTaTenbCckoro TpeboBaHWA; MpoBepKa MPaBUAbLHOCTU
3anosHeHna  TpeboBaHWI,  YTOYHEHWE  MeCcTa  XpaHeHwun
[JOKYMEHTOB; OTMETKa B [JAWCNETYEPCKOW CeTKe, nepesaya
TpeboBaHMA B KHUTOXpPaHeHWE

OfiHO
TpeboBaHue

0,73

BbinonHeHne TpeboBaHUi noTpebutenei, Bblgaya 4OKYMEHTOB 13
OCHOBHOIO KHUFOXPaHEHUS:

11

nosay4vyeHue TpeboBaHWI, perncTpaumns, nogbopka ux no wudppam

OfiHO
TpeboBaHue

3,0

12

NMOUCK OOKYMEHTA, HaHEeCEHNE OTMETKHN Ha TPE6OBaHMM, KHUXHOM

OfiHO

5,0




bopmynsape, gUCNeTYEPCKO ceTKe

TpeboBaHue

13

YCTaHOB/NEHNE MECTA HAXOXAOEHUA HEHaﬁ,D,EHHOFO AOKYMEHTa No
CNPaBOYHbIM KapTOTEKAM, KaTasioram

04HO
TpeboBaHue

7,0

14

Bblgaya [OKYMEHTa W3 OTAeNa KHUIOXpaHeHus MoTpebuTento;
OTMETKA Ha KHUXHOM dopmynspe, TpeboBaHUU

OAMNH OOKYMEHT

2,0

15

NPUHATME LOKYMEHTa OT NOTPebutens; MOWCK KHUMNKHOTO
dopmynnapa, TpeboBaHUA; NoralleHne OTMETKM O Bblgaye

OAVH AOKYMEHT

3,0

Bblgaya KOMNAEKTOB LOKYMEHTOB BO BPeMEHHOEe M0J/ib30BaHue
noapasgeneHuam bnbanoTeku:

16

opopmIeHNE 3aBKM HA KOMMNEKT AOKYMEHTOB, NepesaBaemblii B
CTPYKTYpHOE noapasgeneHue

OAHa 3aABKa

5,0

17

noabop [LOKYMEHTOB B KOMIJIEKTbl; HamnucaHwe BTOPOro
9K3eMNAsApa KHMXKHOro dopmynsapa (MHAMKaTopa)

OAMNH OOKYMEHT

40,0

Bblgaya KOMMAEKTOB AOKYMEHTOB; OTMETKa Ha KHWXKHOM
dopmynnape (MHamMKaTope) Aatbl BblAauMn, OaHHbIX
noApasaeneHuns, NoyyaoLwero KoMnaexkT

OAVH AOKYMEHT

KoanyecTBo AOKYMEHTOB B KOMMJIEKTe:

18

25

6,8

19

50

13,5

20

200

108,0

MosydyeHMe  KOMMIEKTOB  [AOKYMEHTOB  OT  CTPYKTYPHbIX
nogpasaeneHuii; MOUCK KHUXKHOro dopmynsapa (MHAMKATOP);
noraweHne OTMETKM O BblAaye, BJOXKEHME €50 B JOKYMEHT

OANH KOMNANEKT




KoanyecTBo AOKYMEHTOB B KOMMJ/IEKTe:

21 |25 6,8

22 |50 13,5

23 200 108
O6cnyKnBaHMe YNTaTeNen B YUNTaZIbHOM 3ane:

24 |npoBeAeHWEe KOHCy/NbTauuu, b6eceabl C YnTaTesIeM Yy KaTanoros, ofAHa 5,0
KapTOTEK, KHUXHbIX NOMOK, NHOOPMMPOBAHNE YMTATENSE O HOBbIX| KOHCyNbTaLMA
NOCTYNNeHUAX
MNopbop AOKYyMeHTOB B noacobHOmM ¢OHAE YMTaNbHOrO 3ana;| OAVH AOKYMEHT
nepegaya Ha Kadeapy Bblaaun:

25 | no TpeboBaHuUIO YnTaTeNs 2,0

26 |no ycTHomy 3anpocy 1,7

27 |no onpeaeneHHoM Teme 3,1
Moagbop AOKYMEHTOB MO y4ebHOM MporpamMme Ha OCHOBAHWW| OAMH KOMMNAEKT
MaKeTa KOMMIEKTa [JOKYMEHTOB, BblAaBaeMbIX CTyAEHTaM;
noabop yyebHUKoB no ¢aky/bTeTam, Kypcam, rpynnam; CBepka
KHUXKHbIX HOPMYNAPOB C Ha3BaHUEM KHWUI, MHBEHTAPHbIMMU
HOMepamMu
Konnuectso 4OKYMEHTOB B KOMM/IEKTE:

28 |10 2,7

29 |20 54

30 (40 10,8




31 |Bblga4ya [AOKYMEHTA: CBEpPKAa BblAABAEMOro AOKYMEHTa C| OAVH LOKYMEHT 2,0
YnTaTenbCKMM  TpeboBaHMEM; MNpPOBEPKA HaAWYMA  CTpaHuUL;

BHECEHME 3aMMCU Ha YMTaTeIbCKOM TpeboBaHWUU (KOHTPOJIbHOM
JINCTKE); BNIOXKEHWE B YMTATEIbCKMIM BUNET, pacCTaHOBKa, OTMETKa
KHUToBbIAAYM

32 [nonyyeHne  OOKYMEHTa: CBepKa ero ¢ TpeboBaHMEM| OAWH AOKYMEHT 2,0
(KOHTPO/IbBHBIM  JIMCTKOM); NpPOBEpKa COXPAHHOCTU [OO0KYMEHTa,

Ha/INYMA CTPaAHUL, BHECEHUE OTMETKM O Npmneme

33 |nonyyeHMe AOOKYMEHTa, 3aKa3aHHOro 4uTatenem B oOTAene| OAVH AOKYMEHT 0,5
KHUTOXpaHeHuA

34 |nepepaya [OKYMeHTa, CAAHHOrO  4yuTatenem, B OTAEN| OAWH AOKYMEHT 1,0
KHUTOXpaHeHMUA
OTbop 1 nepesavya 4OKYMEHTOB Ha KONUpPOBaHMeE: OOVH LOKYMEHT

35 |oTbop [OKYMEHTOB (OTAEeNbHbIX CcTaTen) ANA nepefayn Ha| oAMH AOKYMEHT 5,0
MWUKpOPUAbMUPOBaAHME N KONMUPOBaHME

36 |NOAroTOBKa AOKYMEHTOB K KOMMPOBaHMIO; 0opopmMaeHMe 3aKasa;| OAuH AOKYMEHT 3,0
perncrpaumsa B ydeTHbIX Gopmax

37 |nonydyeHne MUKpOOUIbBMA M KOMUW; NpPOBEPKA MNPaBUIbHOCTU OJMH 3aKas 5,0
BbIMOMIHEHWA 3aKa3a
O6cnyKnBaHue yntatesielh Ha aboHeMeHTe:

38 |noabop AOKYMEHTOB A1 PEKOMEHAALMMU YUTATENAM OAWNH OOKYMEHT 5,0
Bblgaya AOKYMEHTOB uuTaTento, MOUcK dopmynapa uyutatens,| oavH LOKYMEHT
YyKasaHWe Ccpoka BO3BpaTa, MNPOBEPKA HaNMUMA  CTPaHUL;
obcnyKumBaHue:

39 |B3pocCabIx 2,7




40 |peten 3,2
41 |npoBegeHue beceabl ¢ yuTatenem, MHGOPMUPOBAHME O HOBLIX| OAWH YMTaTesb 5,0
NOCTyNAeHnAX
MNonyyeHne [OKYMEHTa OT u4uTaTenss, BHECEHME OTMETKM O OAUH LOKYMEHT
npueme; NPOBEPKA HANMUUA CTPaHUL,; BNOXKEHME KHUMKHOIO
dopmynsapa; obcnykuBaHue:
42 | B3pOCAbIX 1,8
43 | peten 5,0
44 |npoaneHue cpoKa MNo/b30BaHUA AOKYMEHTOM; NMOUCK dopmynapal oauH dopmynsp 3,0
YuTaTeNs; BHECEHUE OTMETKM O NPOAJEHNM CPOKA NO/Ib30BaAHMA
Co3gaHue Konuii 4OKYMEHTOB NO 3anpocam YntaTene:
45 | KoHCcynbTauMA YMTaTeNein No BbIbOPY NapamMeTpPoB KOMMPOBaAHUSA 0ofHa 5,0
KOHCyNbTaumA
46 |co3gaHue 3/IEKTPOHHOM KOMUmM C OpuUrnHana OZHa CKaH- 0,15
Konua
47 |co3gaHue BymaxKHOM Konun C opurMHana ofHa CTpaHuua 0,15
48 | co3gaHue Konuu ¢ MUKpodopm OAVH Kaap 0,5
49 |neyaTb ByMarKkHbIX KON AOKYMEHTOB 13 36 OOMVH NncT 0,08
50 |co3paHue aNneKTPOoHHOM GOTOKOMNNM C OPUTMHAA OAVH Kaap 5,0

MprmeyaHue: K Hopmam BpeMEHU NPUMEHSAIOTCA NOBbILAOLLME KOSOPULMNEHTDI:

- npy 0bcnyKMBaHMKN YnTaTenein KNHOGOToPoHOAOKYyMeHTaMM - 1,2;




- HOTHbIMM, KapTorpadmyeckummu, nsomsgaHmamm - 1,15;

- cneunanbHbIM BUAAMU Hay‘-IHO-TEXHM‘-IECKOﬁ NnnTepPaTypbl U AOKYMEHTaUUu - 1,1;

- Npu paboTe ¢ LOKYMEHTaMM Ha MHOCTPAHHbIX A3blKax - 1,15;

- Npu paboTe ¢ AOKYMEHTAaMM Ha A3blKax A3nmn n Abpuku - 1,5.

1.5.2. BHyTpeHHAs paboTa

N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MWH.
1 2 3 4
MoaroToBKa K Bblaaye:
1 |pacctaHoBKa ¢dopmynApoB umTaTenen (nNo cpokam, Homepam,| oauH popmynsp 15,0
andasuty)
2 |noaBeaeHne wuToros paboTbl 3a npoweawunin AeHb, BHECeHue e)XegHeBHO 9,2
3anucuK B AHEBHUK
3 |noabop AOKYMEHTOB MO NpeABapuUTe/ibHbIM 3aKa3zaM yuTaTenei u| oAnH AOKYMEHT 3,0
nAaHam 4YTeHumA
4 | npocMOTpP HOBbIX MOCTYN/AEHUI A/1A PEKOMEHAALUNU YUTATESIAM OAWH OOKYMEHT 2,0
5 |nNpocMoTp M  MOMONHEHME  KHUMKHbIX  BbICTAaBOK, ALIMKOB| OAWH LOKYMEHT 3,0
cBo604HOro BbIBOPA KHUT, TEMATUUYECKUX MOJIOK U CTENNAXKeEN
6 |noaroTtoBKa paboyero mecra e)XegHeBHO 10,0
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Pabota c dopmynsipom untaTens:

7 |aHanu3 QopmMynsapoB uuTaTesien, BbIABAEHUE UUTATEIbCKUX| 0aMH dopmynsap 4,3
MHTEpecoB

8 |cocTaBneHMe KapTOYKM ANA KAapTOTEKM YMTaTesIbCKMX UHTEPEeCcoB;| OAHA KapTO4Ka 0,86
COCTaBNEHME CNUCKA YNTATE/IbCKUX MHTEPECOB

9 |3anucb B popmynspe yntatena o pesysbTaTax aHa/nM3a YTeHUA 3a| OAHaA 3anucb 3,6
onpeaeneHHbI nepnos,

10 [3anucb B [AHEBHUKe 6OUBAMOTEKapa O AWMHAMMUKE YTEeHMA W| ojHa 3anucb 9,2
MHTepecax ynuTatena (rpynnbl yntatenen)
PaboTa c unTatensamu, He BO3BPaTUBLUMMU AOKYMEHTbI B CPOK:

11 |nouck dpopmynsapoB umTaTenei, He BO3BPATMBLUMX AOKYMEHTbl B| 0AWMH dopmynsap 1,0
CpPOK

12 |HanucaHWe OTKPbITOK-HAaNOMWHAHUI O BO3BpaTe [AOKYMEHTOB;| 0AunH dopmynsap 2,0
OTMETKa AaTbl HANOMUHAHMA Ha popmynsape

13 |onoBseuleHne (no TenedpoHy) uuTaTens, He BO3BpaTMBLUEro| oAunH Gopmynap 4,0
[OKYMEHT B CPOK; OTMETKA A4aTbl HANOMWHaHKUA B dopmynsape
ObecneyeHne KOHTPOA 32 CPOKamM BO3BpaTa AOKyMmeHToB B AC:

14 | BblBOA Ha NPUHTEP CANCKA YMTaTeNel U aBOHEHTOB-3a40/1)KHUKOB OAMVH CNUCOK 0,16

15 |cocTtaBneHume cnMcKa 3a40/1KHUKOB OAWH CNUCOK 0,16

16 |pacnevyaTka Ha NPUMHTEPE HANOMWHAHMUA abOHEHTAM M YMTaTeNsAM| OAMH CMUCOK 2,2
0 CpOKe BO3BpaTa (agpec, Ha3BaHWUA B3ATbIX 4OKYMEHTOB)

17 |mn3baTne ns 6a3bl AaHHbIX CBEAEHWUI O 3aHATOCTU BO3BPALLEHHbIX| OAHA 3aMnucb 0,4

AOKYMEHTOB




OdopmeHne nNomncka 3a40/KHUKOB Yepes Cya:

18 [KonupoBaHue <¢opmMmynapa uMTaTens; YTOYHEHMe  aBTOpa,| OAWMH LOKYMEHT 2,7
Ha3BaHMA, WHBEHTAPHOINoO HOMeEpa, LUEHbl [OOKYMEHTa, He
BO3BPALLEHHOrO B CPOK; MNepeyncsieHne TOCMOWANHbI 33
odbopmneHue UCNONHUTENbHbIX HaAMWCEN; MNepecblika Aena B
cya;

19 [nonyyeHne u odopmEeHUE [AOKYMEHTOB W3 HOTaApUaNbHOM| OAWH AOKYMEHT 2,7
KOHTOpPbI (MpocTaBneHMe HOMepa pacyeTHOro c4yeTa, Homepa
WUCNONHUTENbHOW HaanmcK)

20 |cocTaB/ieHMe aKTa Ha onnaTy Yepes cyd YTePAHHbIX LOKYMEHTOB OOVH AOKYMEHT 2,7
Mprem fOKYMEHTOB B3aMeH YTEPAHHbIX:

21 | NOWCK uuTaTeNbCKOro Gopmynspa; BHECEHME COOTBETCTBYIOLWLEN| OAWMH AOKYMEHT 5,0
3anucu B popmynap, TeTpadb ydeTa KHWUI, MPUHATbIX B3ameH
YyTEPAHHbIX

22 | NpoCMOTpP AOKYMEHTa, Npea/siaraemoro B3ameH yTepAaHHOro OJVH OOKYMEHT 2,0
Paborta c oTKasamu:

23 |yyeT M KnaccuduKaumsas  OTKA30B: OTMETKA Ha  JIUCTKE O4HO 1,6
YnTaTeNbCKOro TpeboBaHMA NPUYMHBI OTKa3a TpeboBaHue

24 | paccTaHOBKa YnTaTeNbCKUX  TpeboBaHWUi B KapToTeKke o4HO 0,32
"Heya0B/IETBOPEHHbIN cnpoc" TpeboBaHue

25 |aHanM3 OTKa30B, COCTaB/ieHME CBOAKM OTKA30B B OTPaC/e€BOM O4MH OTKa3 1,0
pa3pese (N0 npuMUYMHaAM OTKasa M Mepam UX AUKBUAAUUU U
npeaynpexaeHns)

26 |cocTaBneHue 6ubnMorpadmMyeckoro onucaHMa Ha OOKYMEHTbI, O4HO 2,0
Mmetlowme Hanbosbllee YMCO OTKA30B, M Nepedada KapTouku B| bubnvorpaduye




oTAen KoMnaektosaHUA

CKOe onncaHune

1.5.3. BHecTaumoHapHoe obcnyKunsaHme

N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHus BPEMEHMU,
MWH.
1 2 3 4
OpraHuszayuma 6ubAnMoTeYHbIX MYHKTOB, NEPeaBUKHbIX BUbANOTEK:
1 |[3aKk/oveHMe AoroBopa mexay oubnvotekon wu opraHusauuein,| oauH A0roBop 270,0
rae 6ygeT ocywecTBaATbCA BHECTAUMOHapHOe 06CcnyKMBaHue
2 |odopmneHne popmynsapa GUBANMOTEYHOrO NYHKTA oAVH dpopmynsp 13,5
3 |odopmneHue nanku c AOKYMeHTamu (Agorosopa, AOBEPEHHOCTU OZHa nanka 13,5
Ha nojlyyeHne KHur, popmynspa 6UBIMOTEYHOTO NYHKTA, OTYETOB
W OPYTUX LOKYMEHTOB)
4 |cocTaBneHWE CXEMbl pasmelleHMa BMBAMOTeYHbIX MYHKTOB Ha| oAHa cxema 126,0
TEPPUTOPUN rOpPOoAa, PalioHa
5 |coctaBneHne rpaduka obmeHa [AOKYMEHTOB, HaxoAsWMXca B| OAMH rpaduk 18,0
61MbBMOTEUYHbIX MYHKTaX, NepeaBuKHbIX bubanoTekax
6 |cocTaBneHWe nJiaHa MeTOAMYECKOM MNOoMOoLlM 6MbanoTeKkapam- OAMH NAaH 46,0
obLecTBeHHNKaM
7 |odopmneHne o06bABAEHMA O AHAX M 4yacax paboTbl ogHo 12,0
61Mb6MOTEYHOrO NYHKTA, NepeaBuKHOM 6UbanoTekm obbaBneHue
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Moabop KOMMNAEKTOB AOKYMEHTOB Ans O6UB/IMOTEYHOro MyHKTa,
nepeasu»KHoM 6UBANOTEKN

MoabopKa KOMNIEKTa 4OKYMEHTOB

OANH KOMNNEKT

KoanyecTBo AOKYMEHTOB B KOMM/IEKTe:

8 |10 15,0

9 (30 45,0

10 | 100 148,5

11 |Bblgaya AOKYMeHTA B BUOANOTEYHbINA NMYHKT; OTMETKA B KHUMHOM| OAMH LOKYMEHT 2,0
dopmynape gaTtbl Bblgaun, HOMepa NyHKTa

12 [3anucb B ¢dopmynsape 6MBAMOTEYHOrO MYHKTA AaTbl Bbl4ayM| OfHA 3anucb 1,0
OOKYMEHTOB, KO/JIMYECTBA BblAAHHbIX M  BO3BPALLEHHbIX B
CTaUMOHap AOKYMEHTOB

13 |paccTaHOBKA  KHWMKHbIX  POPMYAApPOB B KAPTOTEKY 33| OAMH KHUMKHbIN 0,4
pasgenutenem curabl 6MBAMOTEYHOrO NYHKTA, MepenBUKHOMN dopmynsap
6nbAMOTEKN, BHYTPU NO andaBuTy pamunanii aBTopos

14 |npuem A[OKYMEHTOB M3 OWOBAMOTEYHOrO MNYHKTA, NepenBUXKHOM| OAWMH AOKYMEHT 1,6

6M6MOTEKU: MNPOCTAB/NEHNE OTMETKM O MNPUEME; BONKEHME
dopmynapa B JOKYMEHT




1.6. O6cnyKmMBaHWe No mexbumbanotedHomy aboHemeHTy (MBA)

N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BpEMEHM,
MWH.
1 2 3 4
O6cnyunBaHue yntatenen bubnnorekn no MBA:
1 |peructpauma ymtaTtens, nonbyroweroca MBA OAMH YnTaTenb 1,35
2 |3anosiHeHWe 6naHKa-3aKasa, NPOCTaB/AeHME PErncTpauyoHHOro|  OAMH 3aKas 2,2
HoMepa, AaTbl
3 |yTOYHEHME VYKa3aHHbIX 4YMTaTeNleM CBEAEHWA O 3aKa3saHHOM| OJMH 3aKas 1,6
OOKYMEHTe, Ue/iM 3anpoca, WMCTOYHWKA, OTKyAda NoAydYeHbl
cBefeHus
Bubnnorpaduyeckasn AopaboTka 3aKa3a; YTOYHEeHMEe
6ubnnorpadryecknx ceeaeHuin:
4 | NO CNPaBOYHbIM U3JAHMAM 27,0
5 | npu nomowm aBTOMaTU3INPOBAHHbIX CPEACTB 0,22
6 |NpoBepKa Ha/nMuMA 3anpalmMBaeMoro AOKyMeHTa B 6MbaMoTeKax| oaMH AOKYMEHT 10,2
ropoaa, 061acTu, permoHa, B TOM YnUc/ie NO CBOAHbLIM KaTasioram
7 |HanpaBneHue 6naHKa-3aKasa C MNPOCTAB/IEHHON OTMETKOM O/[MH 3aKa3 0,27

(wtemnenem) "B ropoge Het" B OTpacneBoW, yHUBEpPCabHbIN
LUEHTP uauM B 6uMbnanoteky (opraH MHPoOpmauMm) MO AaHHbIM
CBOAHbIX KaTa/loros
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3anNuUcb  CBEAEHWI O  HamnpasBaeHMM 3akasa no  MBA
(HaumeHoBaHWe 6ubAMOTEKM, paTa) Ha OBOPOTHON CTOpOHE
61aHKa 3aKasa

oAHa 3anuncb

1,4

nomeuleHne 6naHka-3akasa B "KapToTeKy 3anpocos uMTaTenen no
MBA" 3a pasgenutens "3anpocbl no MBA, HanpaBneHHble B
apyrve 6ubnmotekn”

04HO
TpeboBaHue

0,32

10

npuem AOKyMeHTa, npucnaHHoro no MBA; BckpbiTve baHAepoau,
NnpoBepKa COCTOSHWE [AOKYMEHTa, OTMETKA AaTbl MOJyYeHUs U
HasBaHMA OWBIMOTEKW, BbIC/ABLUEN [AOKYMEHT, WHBEHTapPHOro
HOMepa, CPOKa MNOJIb30BaHMA; MepecTaHOBKa OsaHKa-3aKasa U3
pasgena Kaptoteku "3anpocbl no MBA, HanpaBaeHHble B Apyrue
6ubnnotekmn" B pasgen "MonyyeHHblie no MBA nsgaHma"

OAMNH OOKYMEHT

3,8

11

n3seuleHne 4yntatena o noayvyeHMn 3anpoleHHOro AoOKymMeHTa U
CPOKe NoJib30BaHMA UM

0AHO
n3BelleHne

1,35

12

BblAa4ya YMTaTeNto NoAyYeHHbIX N0 MBA AOKYMEHTOB B YNTa/IbHOM
3ane (B caykebHom nomeweHunM 6MbAMOTEKM); cBepka
BblAAaBAaeMOro [JOKymMeHTa ¢ 6/71aHKOM-3aKasoM; NpoBepKa
Ha/IMuYMA CTPAHUL, U COCTOAHMA LOKYMEHTA; OTMETKA BblAaun

OAVH AOKYMEHT

1,0

13

npuMemM JAOKYMeHTa OT uuTaTeNd B UYMTaNbHOM 3aje; CBepKa
OOKYMEeHTa C 4acTbio 6naHKa-3aKasa, MpPOBEpPKa COXPaHHOCTU
OOKYMEHTa; BHeCeHMe OTMEeTKM O npueme; MomelleHue
[OKYMEHTa B CreLmanbHo BblaeNeHHOe MECTO (3aKpbITbli WKad)

OAMNH OOKYMEHT

0,5

14

nsBneyeHne 61aHKa-3aKasa M3 KapTOTEKW, 3anucCb CBeaeHuin 06
OoTnpaBKe W34aHuA (4aTa, HOMEP MOYTOBOrO OTMPaB/EeHUA);
nepectaHoBKa J/IUCTKa M3 pasgena "lMonyyeHHble no MBA
nsgaHua" B pasaen "BosspalieHHan nutepatypa”

OAMH NNCTOK
TpeboBaHuA

1,0

15

NoAroToBKa K  OTMNpPaBKe  [OKYMEHTOB B  6ubMOTeKy-
doHaoaepKaTenb 3aKasHoW HaHAepoibio; ynakoBka baHaeponu;

OAMNH OOKYMEHT

3,6




B3BElUMBAHME  ee;  HaK/JeuBaHWe  Mapkm  (ecanm  Het
LEeHTPaNM30BaHHON ONAaThl MNEPEecblUIKW); HanucaHwe agpeca;
CocCTaB/ieHME OnncK

16

pa60Ta C OTKaszamu

OA4WNH OTKa3

1,03

17

coobuieHne B oTaen obCcayKMBaHWA O MOJyYeHUM oTKasa (paTa,
NpUYMHa)

OJVH OTKa3

1,35

O6cnymnBaHue aboHeHToB No MBA

MNpnem 3akasos:

18

npun OTCYTCTBUN HOMEpPA aboHeHTa Ha 6s1aHKe-3aKase npoBepKa
NO KapToTeKe a60HEHTOB, a60HMpy8TCF| NN JaHHaA OpraHn3auuA

OA4WNH OTKa3

1,0

19

opraHmMsaumsa aboHMpyeTcA: NpocTaB/eHMe Homepa Ha baHKe-
3aKase; CBepKa ajgpeca, Ha3BaHWA opraHusaumu, dammanm
OTBETCTBEHHOro no MBA; BHECEHNE N3MEHEHUI B KAPTOUKMU

OJVH OTKa3

3,6

20

nepsMyHoe  obpauweHne aboHeHTa B  TeKyWem  roay:
NPOCTaB/ieHNE B KAapTOUKe rogda obpalleHus, Aatol

OA4WNH OTKa3

3,6

21

odopmneHune aboHeHTa (opraHusauma paHee He aboHMpPOBaNach):
npuceoeHne aboHEHTY HOMepa; 3anoJIHeHWE  KapTOuKu
pernctpauum aboHeHta MBA wu pasgenutena (bopmynsp);
YyKasaHuMe TMOJIHOr0O HauMMeHOBaHMA 6MOAMOTEKM, MOYTOBOroO
agpeca, TenedoHa, baMnanMnU, UMEHMU, OTYECTBA OTBETCTBEHHOIO
Nnua, AaTbl OTKPLITUA U HOMepa aboHeHTa

OAMH abOHEHT

5,0

22

PaCCTaHOBKaA PErncTpaumMoOHHbIX KapTO4YeEK B KAPTOTERY

OQlHa KapTO4Ka

0,32

23

odbopmneHne  usBelleHMA Ana  aboHeHTa  (cTaHAapTHoe
usselleHne o6 OTKPbITUM aboHemeHTa); 3anpoc HeaoCTaloLMX
CBeAeHUN ANA KapTOTEKU TUMOBbLIM MUCbMOM

0AHO
nsBeLleHne

1,6




24

npoBepKa NpaBUJIbHOCTU 3anonHeHusn 61aHKa-3aKasa,
3340/I)KEHHOCTU aboHeHTa, NpocTaBaeHne Ha obopoTte 1-1 yactu
6naHKa-3akasa (cTp. 2) cBoero wTemnena U Aatbl MNOAYyYEHUS
3aKasa B pybpuke "CnykebHble oTMeTKM bubnumoTteKkapa" npwm
BbIMO/IHEHMM M MEepeHanpaB/eHMM 3aKasa B CTPoOKe "panoHa,
ropoga"

OAVH 61aHK-
3aKas

3,8

25

nepejada Ha yyacTok paboTbl C OTKasaMuM HeNpaBWAbHO
0pOPM/IEHHbIX 3aKa30oB (HeT nedyat, noAanucu, Hepasbopunso
0pOpM/IEHHbIE, HE Ha fA3blKke OpPUrMHanNa) M 3aka3oB abOHEHTOB-
3a4,0/13KHUKOB

0AMH baHK

0,43

26

wrdpoBKa 3aKaszoB aboHeHTOB; nNogbopka 61aHKOB-3aKa3oB Mo
andaBuTy; NPOBEPKA HANMUMNA LOKYMEHTA NO KaTtanory

04MH b/1aHK

2,7

27

noAroToBKa AOKYMEHTA K Bblaaye: CBepKa AOKYMeHTa C 61aHKoOM-
3aKa30oM; NPOBEPKA HaNMUUA CTPaHUL, U COCTOAHMA AOKYMEHTa;
npoctaBneHne Ha 6naHke-3akase (nuuUeBon cTopoHe 1-M u 3-i
yactn ctp. 1, 5) wKdpoB AOKYMEHTA; YKaszaHME WHBEHTAPHOro
HOMepa, KOAMYEeCcTBa AOKYMEHTOB, AaTbl BblAayM; Ha 0OOPOTHOM
CTOpOHe 2-i4 Yactu (cTp. 3) npocTaBneHue wTemnens 6GUbANoOTeKN
C Ha3BaHMEM W MOYTOBbIM afpPecoMm, yKasaHWe CPOKa BO3BpaTa,
B/IOXKEHME 2-W YyacTu GnaHKa-3aKasa B BblAAaBAaEMbIA AOKYMEHT;
npocTas/ieHne Homepa baHaepONU BHU3Y

OAMNH OOKYMEHT

1,4

28

NMoCTaHOBKa 3aKa3a Ha o4yepedp (B c/lyyae 3aHATOCTU U3AaHMA);
aboHEeHTY OTrNpaBKa U3BeLLEeHUS

O4WUH 3aKa3

1,6

29

nepefdada vM3gaHusa Ha KonupoBaHue (Npu 3akase Ha ¢dparmeHT
N34aHUA: CTaTbA U3 KypHana, cbopHMKa)

oAMH 3aKa3

2,7

30

OoTnpaBka [OOKYMEHTOB aboHeHTam: YNaKoBKa 6aH,u,eponM;
B3BeLWIMNBaHMeE; HaKnensaHune MapKu; HanuncaHune ajapeca;
COCTaB/ieHNe onucun

OAVH AOKYMEHT

2,5




31

paccTaHOBKa 6naHKoB-3aKa3oB (1-1 4acTb) Ha BblAaHHble
[OKYMEHTbI (BbICNaHHbIE) B KapTOTEKY 06CNYXMBaHMA abOHEHTOB
B pa3ges "BblgaHHble no MBA nsgaHusa"

OAMNH OOKYMEHT

0,32

32

6ubnnorpapuyeckas aopaboTKa  HEBBLIMOJNHEHHbIX  3aKa3oB;
YyTOUYHeHne 6ubnnorpaduyecknx cBeLeHWn MO  CAPaBOYHbIM
n3gaHuAM

OAVH AOKYMEHT

3,2

33

BbIIB/IEGHWE  Ha/MuMa  3anpaliMBaemMoro  [AOKYMEeHTa B
bubanoTekax ropoaa, permoHa

OAMNH OOKYMEHT

10,2

34

odopmieHNe 3aKasa K NepeHanpaB/ieHnto B gpyrne 6ubanoteky;
yKasaHue Ha obopoTHOM cTopoHe 1-i1 yacTu BnaHKa-3akasa (cTp.
2) npuumHbl M aaTbl nepeHanpaeneHus (wtemnens "HeT B
6ubnnoteke, HeT B BubanoTeKax ropoaa..."); OTMETKM O NpoBepKe
Nno CMPaBOYHbIM U34AHUAM, CUT/Ibl BUbAMOTEK-bOoHOoAEPKATENEN
no CBOAHOMY KaTasory

O4WUH 3aKa3

2,7

35

OoTnpaBkKa a6OHEHTy n3BeuweHnA o0 nepeHanpasaeHM 3anpoca C
YKasaHunem 6M6J’IMOTEKM, KyZda OH OTnpas/ieH

OfiHO
usBelleHne

1,6

36

perncTpaumsa oTKasa B Yy4yeTHbix ¢opmax; oTnpaBKa abOHeHTy
6naHKa-3akasa (3-10 4acTb) B C/Ayd4ae  HEBO3MOMKHOCTU
BbINOJNHEHUA C OTMETKOM O NPUYMHE OTKa3a B COOTBETCTBYIOLLEMN
pybpuke

OJVH OTKa3

3,6

37

npvemM AOKYMEHTa, BO3BPalLEHHOro aboHeHTOM; NojyyYeHue Ha
noyte, BCKpPbITME 6aHAEPO/IM; NPOBEPKA COCTOSHMA AOKYMEHTa;
usBneyeHne 6naHKa-3aKasa M3  KapTOTEKM OBCAYKMBaAHMA
aboHEeHTOB, YyKasaHMe Ha Hem [JaTbl BO3BpaTa AOKYMEHT],
nepectaHoBka 6naHKa-3akasa B pa3gen "BosBpalieHHas
nntepatypa"

OAVH AOKYMEHT

3,2

38

obecneyeHune KOHTPO/1A 3a CPOKaMM NOJ1Ib30BaHNA JOKYMEHTaMMU:
BblAB/IEHUE O0/1KHUKOB, Hanpas/ieHne HaNnoOMMHaHUM

OAMNH OOKYMEHT

1,6




BbinonHeHwne pabort B AC:

39 |dopmupoBaHue 6a3bl OaHHbIX 06 aboHeHTax no| oAWH aboHeHT 5,4
cooTBeTcTBYyOLWEN Popme, BBOA MHPOPMALMM O HOBOM abOHEHTE

40 |nowuck B 6a3e AaHHbIX cBeAeHUIA 06 abOHNMPOBAHUM OpraHM3aumn;| oamH aboHeHT 3,6
BHECEHWE N3MEHEHW

41 |BBOA MHPOPMALIMKN O NPUEME 3aKa30B OT abOHEHTOB OA4MH 3aKa3 0,27

42 |BBOA, WHOOPMAUMKM O nNepeHanpaB/eHUM 3aKas3a, BbIBOL Ha Of4MH 33aKa3 1,6
NPUHTEP U3BELLEHWNA O NepPeHanpaBAeHMN 3aKa3a

43 |BBOA, AaHHbIX O MOCTAaHOBKE 3aKas3a Ha ouepenb; cooblieHMe| OAMH 3aKas 1,6
aboHeHTy

44 |peructpauma BblgaHHbIX abOOHEHTY [AOKYMEHTOB, MNPOCTaB/EHUE| OAUH AOKYMEHT 2,7
CpOKa BO3BpaTa

45 |ypaneHue U3 MmaccvBa AaHHbIX O BO3BPALLEHHOM JOKYMEHTE OAWNH OOKYMEHT 0,16

46 |obecneyeHne KOHTPO/IA 33 CPOKAaMM BO3BpaTa AOKYMEHTA: MOUCK| OAWH abOHEeHT 2,7
M oTbop AaHHbIX B MAaMATU MALIMHbI O 3340/KHUKAX; BbIBOL
HY)XHOW MHPOPMALMM Ha MPUHTEP; pacrnedyaTka CrNUCKOB C
yKasaHuem agpeca aboHeHTa
1.7. MaccoBas paborTa

N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsl EamHuua Hopma

n/n n3mepeHms BPEMEHMU,

MUH.

Tabnuua 11



2 3 4
MoAroToBKa MaccoBbIX MePONPUATUI
OnpepeneHve Tembl, COCTaBa ayAUTOPUK, OTBETCTBEHHOrO 3a 0AHO
MeponpuATMEe B LEJIOM; COCTaB/leHWe nNaAaHa MNOArOoTOBKWU| Meponpuatue
MeponpuATUA, BOMPOCOB Ansa  0bCy)KAeHWA; npurnaweHue
KOHCY/IbTAHTOB, NEKTOpPOB; MNogbOpKa [OKYMEHTOB MO Teme
MEPONPUATUA; OpraHM3auMa BbICTAaBKM AMTepaTypbl, asibboOMOB;
OMoBELLeHNEe uYuTaTeneim o MeponpuATUM  Yepe3 aduwm,
nybavMKaumMm B neyaTn, No pagMo, TENEeBUAEHMUIO; BblABAEHUE
BbICTYMAOWMX; MevyaTb W pPacnpocTpaHeHWe npUraacuTesbHbIX
6uneToB; NOATrOTOBKa MOMELLEHMA; MPOBEAEHUE COBELAHUA MO
nToram MNOArOTOBKU M MPOBeAEHUA meponpuAtua, odbopmaeHune
nNpoToKoAa:
ynTaTeNIbCKaa KoHdepeHUMA 4900,0
NINTEePaTypPHO-XYA0XKECTBEHHbIA BEYEp, BEYEP OTPAC/EBON KHUTH, 3340,0
auenyT
BeYep BOMPOCOB M OTBETOB, YCTHbIM KypHa 2600,0
KNy6 no nHTepecam 2600,0
OETCKUN YTPEHHUK 3900,0
BUMKTOPWHA, KOHKYpPC, Urpa-nyteLliecTeme 3900,0

Opl’aHMBaLI,MFl KHWXHbIX BbICTaBOK

CoctaBneHve niaHa oOpraHus3auMMm W MNPOBeAeHUA BbICTaBKMK;
BblABNEHUE " oTbop [OOKYMEHTOB; NoAroToBKa
COMPOBOAMTENbHOW  OOKYMEHTAUMM K BbICTaBKe; cO3gaHue
XYZLOXKECTBEHHOro MPOEKTa; MOHTaXK BbICTAaBKM; OpraHM3aums
MHPOPMaLMOHHO-PeKNaMHOM  paboTbl  No  nonynspusauum




BbICTaBKM; noaBedeHMe nToros paboTbl

TemaTuyeckne  BbICTaBKM  06webubnmoteyHoro  macwTaba,| o4Ha BbICTaBKa

opraHusyemble Ha boHAax BbANoTEKU

Konnyectso sKcnoHaToB:
7 |1-50 560,0
8 |51-100 1120,0
9 |101-200 2240,0

BbiCTaBKM MO oOnpegeneHHOW OTPacau 3HaHWA WM Teme,

opraHusyemble:

Ha doHae 6ubnnoTekm O/ Ha BbICTaBKa

Konunyectso akcnoHaToB:
10 |1-50 310,0
11 |51-100 940,0
12 |101-200 1920,0

Ha boHae oTaena OJHa BbICTaBKa

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

BbicTaBKu, noceAleHHble XU3HU N AeATe/IbHOCTU BblAaloLWNXCA

O/ZlHa BbICTaBKa




nogen

KonnyectBo sKCNOHaTOB:

16 |1-10 47,0

17 |11-25 110,0

18 |26-50 210,0
BbICTaBKM Ha NoKax cTennaxen 0/1Ha BbICTaBKa
Konunuyectso skcnoHaTos:

19 |1-5 25,0

20 |6-10 44,0
BbICTaBKM HOBbIX MOCTYMN/IEHWUIA O/1Ha BbICTaBKa
KonunuecTtso skcnoHaToB:

21 |1-25 40,0

22 126-50 72,0

23 |51-100 160,0
Peknama 6MbnnMoTEKN; paboTa NO NPUBAEUYEHUNIO YMTaTENE:

24 |NOAroTOBKAa pPeKAamMHoro coobueHus B neyaTb, NO pPagumo, O4Ha 420,0
TenesnaeHuo o] paboTte bnbnnoTeku, ocobeHHocTaX| nybankaums,
bYHKLUMOHMPOBAHMA Pas3IMYHbIX NOAPA3AE/EHUI, HOMEHKAAType 0fHO
ycnyr, npeaocTasasembix bubanortexkon coobuieHne

25 |noaroTtoBKa nsakaTta O AeATeNbHOCTU 6MbanoTekun (BbIBOp TEMbI,| OAWMH NiakaT 210,0

onpeaeneHne cogepaHua n Gopmol, caaya B neyatb)




26 |opraHu3aumMsa 3KCKypcuu; npuem U odopMAeHUEe 3aABKW,| OfHA IKCKypcusA 52,0
YTOYHEHME TeMbl SKCKYPCUI M COCTaBa IKCKYPCaHTOB

BbifnBNieHMEe  noOTeHUManbHbIX noTpebuteneir  6ubaMoTeYHO-
MHDOPMaLMOHHBIX YCAYr BUbANOTEKN:

27 |npocmoTp npecceol OOWH OOKYMEHT 6,8

28 |NpoCMOTpP 1 aHaNM3 LOKYMEHTOB KOHKYpUpPYLOLWmMX GrUpm OAMH [OKYMEHT 52,0

29 |BeAeHWe KapTOTEKM NOTPEOUTENBCKOrO PbIHKA OZHA KapTo4kKa 1,3

30 |BcTpeuu c pykoBoautensimm dbupm, opraHmsaunii, npeanpusTnia o4HO 210,0
mMmeponpuaTme

31 |cbop 1 NoAroToBKa maTtepuanos Aas MHGOPMaALMOHHbIX ByKieToB| oauH bykneT 7680,0

(0bwmx, No oTAENbHOMY MPOEKTY)

32 |pa3paboTka amsaiiHa U MakeTa MUHGOPMAUUNOHHbIX ByKNeToB OAWH byKnet 14400,0
33 |obecneyeHne KOHTPO/S KayecTBa FOTOBbIX WMHGOPMALMOHHBLIX| oOAMH byKneT 20,0
bykneToB
34 |noabop cyBEHWPHOM NPOAYKL MM o4HO 1440,0
meponpuatne
35 |noaroToBKa pa3gaTOYHbIX MAaTEPMANOB MEPONPUATUA O4HO 480,0
meponpuatue
Mpumevarue:

- BPeMs OpraHn3aummn BbICTaBOK INTEPATYPbl, NPOBEAEeHNE MaCCOBbIX MEPOMPUATUIA N IKCKYPCUIA B HOPMY BPEMEHWN HE BXOAMT;

- K HOPMaM BPEMEHU MPUMEHAIOTCA NoBblwatowme KoapPpuumeHTbl: NPU OpraHnsaLmm Bble3gHOM BbICTaBkM - 1,1; Npu 3KCMNOHMPOBAHUM Ha BbICTaBKe
NNTepaTypbl HAa MHOCTPAHHLIX A3bIKax - 1,6, npu paboTe ¢ 4OKYMeHTaMM Ha A3blKax A3umn n Abpuku - 2,0.



1.8. CnpaBoyHan n nHdopmaumoHHana paboTa

N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MMH.
1 2 3 4
YueT NnocTynmBLLUX BTOPUYUHbIX JOKYMEHTOB (KapTo4eK)
CyMMapHbIM y4eT KapToueK B }KypHane NocTynaeHui 1 BblbbITUA B|  0AHa NapTus
PErncTpaumoHHbIX KapToTeKax
Yncno nocTynmBLUMX KapTOYek:
1 |1-110 19,0
2 [111-220 63,0
3 [221-600 160,0
4 | BblABNEHME HEBbLINOJIHEHHbIX 3aKAa30B, COCTaBJIEHWE 3aABKU Ha O4MH 3aKa3s 4,5
HEeBbIMNO/IHEHHbIE 3aKa3bl
OpraHu3zayma cnpaBoYyHo-6ubanorpadmyeckoro annapara (CBA)
MpocmoTp 1 oTOOP AOKYMEHTOB W3 TEKYLWMX MOCTYNIeHUN Ans
BKAtoYeHuA B CBA, B TOM Yyncie KpaeBeagyeckuii KaTasior:
5 |KHura O4Ha KHUra 3,2
6 |cbopHuK OfHa cTaTbA 2,7
7 | KypHan OfHa CTaTbA 2,7
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8 |raserta OZHa CTaTbA 1,6
9 |6ubnnorpaduyeckoe nocobue 0fHa 3anucb 0,5
10 | neTonmucb KHUKHbIX, *KYPHaNbHbIX U FA3eTHbIX CTaTel oAHa 3anucb 0,83
11 | NPUKHUKHBIN BUBAMorpadUyYecKnin CNMCoK 0fHa 3anucb 0,5
CocrasneHue 6ubnunorpapumyeckont 3anmncu OfiHa 3anucb
Konunuyectso anemeHToB 6Mbanorpadmyeckoin sanucu:
12 [1-4 3,2
13 |5-6 0,5
14 |7-9 6,0
CocTaBnieHMe aHHOTALMM, M3y4yeHUe [OKYMEHTa, HanucaHue| odHa aHHoTauwmn
TeKcTa:
15 |aHHOTMpPOBAHME KHUT 260,0
16 |aHHOTMpOBaHMe cTaTen 156,0
17 |aHanuTMYecKaa  poOCMUCb  KYPHaANbHbIX, Ta3eTHbIX CTaTel,| OAWMH LOKYMEHT 3,8

cbopHMKOB, 6BUBAMOrpaduUUecknx nocobuii: 03HAKOMIEHME C
CoAepPKaHNEM U30aHUSA; COCTaBNEHME aHANIUTUYECKON POCMUCK

MpocmoTp  MOCTYNUBLUMX  MHOOPMALMOHHbLIX  (BTOPUYHBIX)
OOKYMEHTOB M MX oT6op ans BKAodeHua B CBA (nepBuuYHbIN
oT60p)

MpocmoTp MHPOPMALMOHHOTO U34aHUA (B TOM YMC/IE KaPTOUKM) U
OTOOp M3 HUX [OOKYMeHToB Ana BKAw4deHna B CBA;
CUCTEMATM3AUMA KapToOuYeK MO TMMNaM KaTasoroB M KapTOTEK;

OQlHa KapTO4Ka




NpOBEpPKa MHAEKCOB; PaCCTaHOBKA KapTOUKM

Yncno KapTouek:

18 (1-10 18,0
19 (11-100 165,0
20 |101-300 490,0
MpocmoTp M oTbop Kaptoyek B CBA c uUenblo U3bATUA UK
nepemeLlleHma (BTopuYHbIM oTbop):
21 |n3bATME M3 KATAaNIOfOB W KAPTOTEK KapTOYeK Ha [AOKYMEHTbl,| O4Ha KapTouyKa 1,5
CNuCaHHbIe n3 doHAa; npocmoTp KpaeseayecKkux,
bubnvorpadpuyecknx n dpaktorpaduYecknx KaptToTek, nusbATMe U3
HMX  KAPTOYEeK Ha  [OOKYMEHTbl, NOTepsABLUIME  LEHHOCTb,
nepeseAeHUEe KapTOYEK B apXMBHble KapTOTeKM (YHMUTOXeHue);
BHECEHME OTMETKM B KypHaie YyyeTa W PerucTpaLMoHHOM
KapToTeKke
OpraHu3auma reHepasibHOro cMcTemaTmyeckoro Katanora (FCK):
22 |npocmoTp U oTbop AOKyMeHTOB asa BKAodeHua B [CK;| ogvH AOKYMEHT 2,7
odopmieHMe KapToUeK
23 |HanucaHue n pacCTaHOBKA pa3genurensa OAMH 1,7
pasgenutenb
PenaktuposaHue CK:
24 |nckntoveHne n3 NCK KapToyeK Ha OO0KYMEHTbl, yCTapeBLMX MAW| O4HA KAapTOuKa 1,5
HenpodUNbHbIX, NepeBedeHMe UX B apXMBHYIO 4acTb (M3bATME);
AeTanvsaums pasgenos
25 |HanucaHWe HOBbIX pasgenuTenei OAMH 1,4




pasgenurens

OpraHu13aums KapToTeKMN NePCoHaNMIA:

26 |onpeaeneHne U COCTaBlEHWE MEPeYHA 1L, CBEAEHMA O KOTOPbIX| OAWH AOKYMEHT 1,5
OTPaKaloTCA B KAPTOTEKE; MPOCMOTP MHOOPMALMNOHHBIX U3AaHUN,
NepPBUYHbIX LOKYMEHTOB; OTOOP AOKYMEHTOB A/1f BK/OYEHUA B
KapTOTEeKy

27 |TexHW4yecKas M cogepKaTenbHaa 06paboTka AOKYMEHTOB ANfA| OAMH AOKYMEHT 2,7
BK/IIOYEHMA B KapTOTEKY; PacCTaHOBKAa KapToyeK no andasuty
dbammnunit aBTOpoB M No BUZAM AOKYMEHTOB

28 |HanucaHWe 1 pacCcTaHOBKa pasaenurtenem OAMH 1,4

pasgenuTenn

OpraHuzauma dakTorpadumueckoin kaptortekm (OK):

29 |onpepeneHne npeamerta, 06bEKTA M OCHOBHbIX MPWU3HAKOB ANA| OAWH AOKYMEHT 2,7
oTpaxeHusa B ®K; npocMoTp LOKYMEHTOB 1 OTOOP A4 BKAOYEHUA
B ®K; 3aHeceHMe OTOOpaHHbIX CBEAEHWI Ha  KapThbl
MHOOPMALUMOHHOIO MacCcMBa C BHECEHWEM COOTBETCTBYHOLLMX
OTMETOK B MOMCKOBBI MaccuB dpaKkTorpadpryeckomn KapToTekm

30 |pepaktnpoBaHne @K; npoBepKa NpPaBWUIbHOCTM BHECEHWUA| OOAUH AOKYMEHT 1,6
CBeAEHUN N yKa3aHni 06 McToYyHMKax nHGopmauum

31 |HanucaHWe 1 pacCcTaHOBKa pasaenurtenem OAMH 1,4

pasgenuTenn

OpraHu3auma TeMaTUYECKUX NAMNoK ra3eTHbIX BbIPe30K:

32 | NpOCMOTp ra3eTHbIX BbIPe30K, CUCTEMATM3ALLUA UX 0JHa BbIpeska 2,5

33 |odopmneHne BbIPE3OK ONA XPaHEHWA B TeMaTUYeCKMX Mankax;| oA4Ha BbipesKa 3,2

KpaTKoe onncaHne UCTOYHNKa, HaKnenBaHne Ha KapTo4kn




1.8.1. CnpaBo4HO-6MbAMOrpaduyeckoe obcnyKnBaHue

Tabnnua 13
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMH,
MUH.
1 2 3 4

Mpuem 6ubnnorpadmyeckmnx 3anpocos:

1 |[npuem 6ubaMorpaduyeckoro 3anpoca; YTOYHEHWE TeMmbl,| OAMH 3anpoc 0,43
LEeNeBoro M 4YMTaTe/IbCKOro HasHayYeHWs, MONHOTbl WUCTOYHWKOB,
TUMOB, BUAOB N XPOHOIOTMYECKMX PAMOK 3aMpocoB

BbinonHeHWe cnpaBoK

BbinonHeHMe  TemaTMyecKol CnpaBKW; MOUCK U  OTOOp| oOfAHa cnpaBka
[OKYMEHTOB; cocTaBneHune bubanorpadmyeckoro onncaHus

NMMCbMEHHO; KONMYEeCTBO NCTOYHUKOB:

2 |1 3,0
3 |2-5 15,0
4 16-10 30,0

YCTHO; KOIMYEeCTBO NCTOYHMKOB:

5|1 2,0

BoinosnHeHne agpecHo-bubanorpaduyeckoi CNpaBKK;
YCTaHOB/NE€HNEe Haan4na Uam mecta HaxoXaeHuAa OOKYMEeHTa Uaun




ero 4actv B poHae 6ubamotekmn

NMMCbMEHHO; KONMYEeCTBO NCTOYHUKOB:

6 |1 2,0

7 |2-5 12,0

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

9 |1 1,5
BbinonHeHne  yTouHAloweln  6ubnuorpaduyeckoir  cnpaBKM,| OAHa CripaBKa
yCTaHaB/MBatoLen " (nnn) YTOUHsOLW,EN 3/1eMEHTbI
6MbaMorpadnUeckoro OMuUcaHUA, KOTOpble OTCYTCTBYIOT WM
MCKayKeHbl B 3anpoce ymTaTens
MUCbMEHHO; KONMYECTBO NCTOYHMKOB:

10 |1 2,7

11 |2-5 14,0

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

13 |1 1,6

BbinonHeHve dakTorpapuyeckoin cnpaBKkW, YCTaHaB/AMBalOLWEN
KOHKpETHble CBeAeHWUA O TeX MM MHbIX 0b6beKTax, CobbITusAX,
npoueccax, Aatax

OoAHa CnpaBKa

NMMCbMEHHO; KONMYECTBO NCTOYHUKOB:




14 |1 2,7

15 [2-5 13,5

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

17 |1 1,6
KoHcynbTauma y cnpasovyHo-6ubamorpaduyeckoro annapara:

18 |npoBeaeHne becedbl 0 CO34aHUN U UCMONB3OBAHUN CNPABOYHOTO oAHa 4,2
annaparta, No metToauke bubanorpaduyeckoro Nnoucka KOHCybTauuA
BeaeHuve ¢oHAa BbINONHEHHbIX CNPABOK:

19 |oTbop cnpaBku gns doHAa, pasfoxKeHWe No nankam (KoHBepTam);| ongHa cnpaBKa 4,2
odopmieHue cnpaBKku

20 |cocTaBneHWe KapTOYKM AN apxvMBa; YKasaHWe MOPAAKOBOro| O4HA KapTouKa 2,7
HOMepa, TeMbl, AaTbl BblAayM; NOCTAHOBKA KAaPTOUYKU B KapTOTEKY
apX1Ba BbIMONHEHHbIX CMPABOK
PaboTbl B pexxume AC:

21 |popmupoBaHmne [CK; BBog B 6a3sy [AaHHbIX aHa/IMTUYECKOM| OAHa KapTOYKa 2,0
POCMMCHY ra3eTHO-KYPHaNAbHbIX cTaTein, CBOpHUKOB

22 | noucK 1 oTbop brubnaunorpaduryeckux 3anucei nNo ycaoBnaAm 04Ha KapTouKa 2,7

23 | BbIBOA, Ha 3KpaH 6Mbanorpaduyeckoi 3anncKM MAK oTAeNbHbIX U3| OAHA KapTo4Ka 1,6

Hee CBE,D,EHMVI; pacneyvyaTka

1.8.2. bubnunorpaduyeckoe nHpopmmnpoBaHmne




N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMU,
MWH.

1 2 3 4
BoiaBneHMe MHPOPMALMOHHBIX MNOTpebHOCTEl ChneuManncTos
METOLOM aHKETMPOBAHUA:

1 |onpegeneHne  KOHTMHreHTa  noTpebutenen  nHboOpmaunu; OAMH 34,0
pa3paboTka 3aABOK Ana onpeaeneHua  UMHOOPMALMOHHbIX| noTpebutenn
noTtpebHocTel (3anpocoB); pacchbisiKa (pacnpocTpaHeHME) 3asBOK;
0bpaboTka MONYYEHHbIX 3aABOK; COCTaB/leHMe Ha base
NONYYEHHbIX [AaHHbIX KAPTOTEKU KOHTMHIEHTa MoTpebuTenei
MHbOPMaUMU N UX MHPOPMALIMOHHBIX NOTpebHocTen (3anpocos)

BbiaBneHve MHPOPMALMOHHBIX NOTpebHOCTEN CMEeuManmcToB Ha
OCHOBE aHa/In3a NNAHOBO-OTYETHOM AOKYMEHTALMN:

2 |oTbop, n3yyeHune, aHaIN3 OTYETHLIX AOKYMEHTOB; GOPMUPOBAHNE| OAMH OTYETHbIN 24,0
TEMaTUKM  CMPaAaBOYMHO-MHPOPMALMOHHOIO  0bCayKMBaHMA B [OKYMEHT
pa3HbIX pexMmax

3 |pacnpegeneHve  TemaTMYecKMX  pybpuK  MHPOPMALMOHHBIX| oaHa pybpuKa 2,7
notpebHocTel No nogpasaeneHnam, Y4acTBYIOWMM B CNPABOYHO-

NHPOPMAUNOHHOM 06CAYKMBAHUM
3akntoyeHne ¢ aboHeHTamM pgorosopa Ha MHPoOpMaLMOHHOe
obcnyKuBaHue:
4 |aHanM3  pJaHHbIX O  3aMHTEpPecoBaHHOCTM  abOHEeHTOB  B| OA4MH 4OroBOp 2300,0

MHPOPMALMOHHOM OBCNYKMBAHUN U PEXMMAX M3bUpaTeNbHOro
pacnpoCTpaHEHUA U PETPOCMEKTUBHOIO MOWMCKA; 3aK/louyeHue U
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nepecmoTp A40rosopa

dopmunpoBaHne cetu abOHEHTOB cCUCTEMbI W36UpaTENbHOrO
pacnpocTpaHeHua nHpopmauum (MPU):

5 |onpeaeneHne KOHTUHIeHTa aboHeHTOB cucTtembl MPU; BbisiBneHne| oauH aboHeHT 34,0
TUMOBbLIX U WHAMBMAYANbHbIX 3aMNPOCOB abOHEHTOB; W3y4veHME,
KnaccmduKauma, MHAEKCMPOBaHME 3aNpPOCOB; BBEAEHUE AAHHDBIX O
3anpocax B aApecHY KapTOTEKY
MoaroToBKa CMrHanbHOTO OnoBeLeHus B cucteme UPU
BoiAaBNEHME, NPOCMOTP W OTOOP MATEPUANIOB M3  TEKYLUUX ogHo
NoCTyneHui; pacnpegeneHne oTobpaHHbIX MATepuasoB M3| OMNOBELLEHUE
TEKYLMX NOCTYMNAeHU No aboHeHTam
KonnyectBo NpocMOTpPEHHbIX LOKYMEHTOB:
6 |1-2 3,0
7 |3-4 12,0
8 |5-10 32,0
MoarotoBKa NOAOOPOK CUrHA/IbHbBIX OMNOBELLEHMIA B cucTeme UPU
3anonHeHne 6naHKa-3akKasa Ha TUPAXKMpPOBaAHWE; PErmcTpaLmio ogHo
NOCTYNMBLUMX KOMWI, NPOBEPKA MX KauyecTBa M 3K3EMMAPHOCTM;| OMNOBELLEHUNE
3ano/IHEHME COMNMPOBOANTENBHOM AOKYMEHTALUN
Konunyectso 3anpocos:
9 |1-2 14,0
10 |3-4 17,0




11 |5-7 21,0
12 |18-10 25,0
MpocmoTp 1 oT6op AOKYMeHTOB A4 BBoAa B AC
MpocmoTp  maccvBa  MOCTYNMBLUMX — JOKYMEHTOB;  OTOOP| OAWH SOKYMEHT
[OOKYMEHTOB COOTBETCTBYIOLEN TeMaTMKM W BBefeHWe B Hasy
AaHHbIx AC
OT60p NepBUYHbIX LOKYMEHTOB:
13 |1-50 290,0
OT60p BTOPUYHBIX SOKYMEHTOB:
14 |1-50 110,0
15 |nogroToBKa KapTouku ana pabounx Kaptotek MPU O4HO onucaHue 2,7
16 |nogroTtoska TpadapeToB ¢ KapTouykamu UPU ana TupaxknuposaHunsa | oauH Tpadaper 1,4
KoppeKTupoBKa BbIXOAHbIX Tabynarpamm:
17 |ocHoBHOWM psag, oAHa 3anucb 2,7
18 |BcnomoraTenbHbIM yKasaTeslb O/lHa 3anmcb 1,6
19 |pepaktnpoBaHue BbIXOAHbIX Tabynarpamm u  odopmneHve| oOfHa 3anucb 4,2
JOKYMEHTOB
20 | pa3pesKa, pacnevyaTka noabopoK Ha OTAe/IbHble ONMUCaHUA 04HO onucaHue 1,6

KoppeKktnpoBka cucrtembl MPU no pesynbtaTtam aHaausa KapTt
obpaTHOM cBA3K

O6paboTKa M aHanM3 KapTbl 0OpPaTHOM CBA3WN; BHECEHWE OLEHKMU

O4Ha KapTa




CUFHA/IbHOTO  OMOBELLEHMA B  YYeTHYI0 KapTy aboHeHTa;
KOPPEKTUPOBKA CUCTEMbI Ha OCHOBE aHanmsa KapT obpaTHoM
cBA3U

Konnyectso Ka pT:

21 (1-7 70,0
22 [8-10 75,0
23 |11-15 80,0
24 116-20 85,0
Bblgaya 4OKYMEHTOB NO 3anpocy:
25 |BblABNeHWE W OTOOP A[OKYMEHTOB (M34aHWMA) Mo 3anpocy B| OAMH AOKYMEHT 1,4
cnpasBo4vyHo-MHPopmaumoHHom doHae, odopmaeHue BblgAYM
[OKYMEHTOB B YCTAaHOB/IEHHOM Nopaake
lpynnosoe 6ubanorpadmyeckoe HPopmMUpPoOBaHME:
26 |¢dopmmpoBaHMe cocTasa rpynnbl aboHeHTOB 0AWNH aboHeHT 720,0
27 |yTOYHEHME TeMbl, COrnacoBaHME MUCTOYHMKOB MHPopMaLmm, ofiHa Tema 3,6
BWO0B LOKYMEHTOB
28 |cocTaB/ieHMe PermcTpaLMoHHOM KapTOUKK Of4Ha KapTouKa 1,6
Moabopka [OKYMEHTOB AnA  MHOOpPMaLMKM; COCTaBAeHME W| OAHA KAPTO4Ka
HanMcaHMe OMOBELLEeHMA; OTNpPaBKa OMOBELLEHMA; 3anucb B
KapTo4ykn nHGopmMmaunm; aHan3 KapTbl 0OPATHON CBA3K
MUCbMEHHO; KONIMYECTBO U3AaHWNM
29 [1-5 12,0




30

6-10

24,0

YCTHO; KONNYeCTBO U34aH nit:

31

1-5

12,0

OnepatuBHoe MHPOPMUPOBAHME MO 3aNpPocCy:

32

dopmupoBaHme ceTn abOHEHTOB, BbIABAEHME TWUMOBbLIX MU
WHAMBMAYANbHbIX 3aNPOCOB NOTpebutenei

0AMH aboHeHT

4,4

33

u3ydyeHue, KnaccuduKauma 3anpocoB; BBEAEHME [AaHHbIX O
3anpocax B aAPECHYIO KapToTeky

OAMH 3anpoc

6,3

HanucaHne 0630p0B 1 cnpaBok

BbifsBneHne M OTH6OP WCTOYHMKOB; 06paboTka M  aHanus
OTOBpPaHHbIX AOKYMEHTOB; HanucaHWe TeKcTa ob3opa (cnpaBku);
NoAroToBKa PyKONUCK K nevyaTu

OAWH aBTOPCKUM
(aBT.) nuct

0630p (cnpaBKa) MO NEPBUYHBIM UCTOYHMKAM:

34

Ha PYyCCKOM fi3biKe

5400,0

35

Ha MHOCTPAHHOM A3blKe

7200,0

36

0630p (cnpaBKa) N0 BTOPUYHBIM UCTOYHUKAM

4100,0

OpraHusaumMa UM NpPoBeAeHME YCTHbIX bubnumorpadpuyeckmnx
0630p0B HOBbIX NOCTYMNAEHUN

OT6bop HOBbIX MOCTYNAEHUIM NO 3apaHee 06bABNEHHOW TEMATUKE;
cMCTEMATM3aUMA MUCTOYHMKOB MO TemMaM, NPOCMOTP M aHanus
[OKYMEHTOB; noabopKa bubnnorpadmnyeckmx onmvcaHui, KpaTkux
aHHOTauMi, pedepaToB Ha OTOBPAHHbIE UCTOYHWMKK; NOATOTOBKA
pyKkonucu bubnmnorpaduyeckoro o63opa

OAMNH 0630p




Ko/iMyecTBo NPOCMOTPEHHbBIX 1 OTOBPAHHbBIX AOKYMEHTOB:

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

MoarotoBKa 6t0N11ETEHA HOBbIX MOCTYMNIEHNI

YTouyHeHWe (onpeaeneHne) TemaTUYecKMX T[paHuL, MNOMCKa W|ogHa bronneTeHb

oTOOpa [OKYMEHTOB; co3daHuWe pybpukatopa bOronnerteHs;

BblfiBNEHNME W OTOOP [OOKYMEHTOB B MaccMBe  TEKyLMX

NOCTYN/IEHUA WMCTOYHMKOB MHPOpMaLmn; nonbopKa aHHOTaUMM,

pedepaTos, Ux cucTemaTmnsaumns

KonmuyecTBo NPoCMOTPEHHbBIX OKYMEHTOB:
41 |1-37 60,0
42 |38-60 90,0
43 |61-95 180,0
44 |96 -150 320,0
45 |151-380 960,0

OpraHuszauma u nposegeHue "OHA nHpopmauymm™:
46 |onpegeneHve  Tembl;  COCTaBNeHWE  NJaHa  NpoBeAeHUs; O4HO 640,0

BbiAB/IEHNE W [OCTaBKa [OKYMEHTOB W3 COOTBETCTBYIOWMUX| Meponpustue

noapasgeneHuin 6MbnNoTeEKN; NPocmMoTp U oTbop AOKYMEHTOB;
npurnaweHune CNeumnanmncToB-KOHCY/IbTaHTOB; noAroToBKa




BbICTAaBKM  /IMTepaTypbl;  OMOBELlEeHWE  3aUHTEePEeCOBAHHbIX
opraHmMsaumii 1M cneuuanuctos; opOpPMIEHME  BbICTABKY;
HanMcaHMe KpaTKUX aHHOTalUM; opraHusauma cbopa 3asBOK Ha
OOKYMEHTbI, WX BblAa4ya, KOHCY/bTUPOBaHWE, AOEXKYPCTBO
bubnuorpados; npoBeaeHNE aHaIN3a MepPOoNpPUATUA

OpraHusauma u noarotoBka "[HA 6ubnuorpadumn”, "AHs
nocobua™:

47

YTOYHEHME TeMbl, COCTaB/ieHNe NJiaHa, o¢opM/1eHme BbICTaBKU-
NPOCMOTpPa, noAroToBKa o63opa; noAarotoBka KOHCY/1IbTauUK,
CoCTaBnieHne ©n HanmcaHue 06'bF|BI'IEHMFI; CoCTaBneHne wu
HanncaHue npurnacutTenbHbIX NNCEM, UX PaCCbl/IKa, NpuUrnawleHne
3anHTEPECOBAHHbIX KL, MO paguo, no TenecbOHy, JTINYHO

0opHO
meponpusaTme

1940,0

OpraHusauma n nposegerue "Ha cneyymanncra”

OnpepgeneHne tembl "[HA cneuyanucrta" ¢ 3anMHTEPECOBAHHbIMMU
opraHusaumamm, dopmbl nposeaeHuA (cTaumoHapHas,
Bble3gHasn), OTBETCTBEHHOro 3a MeponpuaTMe B  LEeNOM;
cocTaB/ieHMe naaHa MeponpuATUA, NPorpammbl NOUCKa U oTbopa
MHDOPMaLMOHHbIX MaTepuanos; noAroToBKa OTKPbITbIX
NPOCMOTPOB M TeMaTUYECKUX BbICTAaBOK /AuUTepaTypbl Mo
cneumanbHoctTy, 6ubanorpadpuyeckne 0630pbl; 3aKas NeKuUuMM,
KMHOOMNbMA; OnoBellleHWe 3auHTepecoBaHHbIX OpraHuW3auniif;
obopMaeHne BbICTaBKKM; opraHM3auma aexypcrsa 6mubaunorpacdos,
KOHCY/IbTAHTOB-CMEeUManuncToB; obecneyeHMe Bblgaun M3gaHWUN
WA UX KOMWIN BO BPEMA MEPONpUATUA WKW HEMNOCPeACTBEHHO
nocne Hero; AeMOHCTpaLMA BbICTaBKW; aHann3 pesynbtatos "[HA
cneumanmcra”

0opHO
meponpusaTme

Yncno conyTcTBYOLWMX MEPONPUATUIA:

48

1-2

1940,0




49 |3-4 2600,0
50 |5-6 3500,0
51 |7-8 4600,0




MpumeyaHue: Bpems nposeaeHus "AHa uHbopmauumn”, "OHa cneumanucta”, "AHs 6ubnmorpadum" B HOpMy BpEMEHU HE BXOAMT.

1.8.3. IHbopmaumoHHan paboTa

N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHus BpEMEHMU,
MWH.
1 2 3 4
MoaroToBKa nonyasapHbiX 6ubanorpaduyeckmnx nocobui
Bbibop Tembl nocobus; BbiAB/EHWE W OTOOP AOKYMEHTOB,
dopmupoBaHme pasgenos nocobwus; aHHOTUpPOBAHUE
OOKYyMeHToB;  nogbopka  dakrtorpaduyeckoro  martepuana,
WANOCTPALMIA; HanucaHue TEKCTa; cocTaBneHue
BCMOMOTATE/IbHbIX YKa3aTeNeil; KOHCYNbTaLMK Y CNeunanmcToB Ha
Pa3/IMYHbIX 3Tanax paboTbl; 0bCcyKaeHNEe PYKONUCKU Ha 3acefaHum
Hay4YHO-MeToAMYecKkoro (peaakuMOHHOro) coBseTa; AopaboTka
PYKOMUCK NO 3aMeYaHUAM; caada PyKOMMUCK B NeYaThb:
1 |coctaBneHwe nonynaspHoro 6ubnnorpaduyeckoro ykasatens,| OAWH aBT. AUCT 13500,0
nyTeBogMTeNA, CNPaBOYHUKA
2 |noarotoBKa KOMMEHTapMeEB, npumeYaHui nONynApHO-| OAWH aBT. ANCT 5400,0
NPOCBETUTE/NIbHOrO XapaKTepa, He Tpebyrowmnx cneumnanbHbix
nuccnesoBaHum
3 |noarotoBka KOMMEHTapues, npumeYaHui HAy4YHO-| OAMH aBT. INCT 10800,0

nccnenoBaTeIbCKOro Xxapakrtepa

NoarotoBka PETPOCNEKTUBHbIX HAy4YHO-BCNOMOTraTe/ibHbIX
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bubnnorpaduyecknx ykasarteneun:

BbIOOpP TeMbl; CO34aHME aBTOPCKOro KOM/NEKTMBA; pa3paboTka
WHCTPYKTUBHO-METOAMYECKME MaTepPUanos; BbiBNEHWE U OTOOp
OOKymMeHTOoB; pabota Hag 6ubnnorpaduyeckon  3anucbio;
aHHOTUpPOBaHWUe; bubanorpadmyeckas rpynnNUPOBKa; COCTaBAEHNE
BCMOMOTaTe/ibHbIX YKa3aTeneun; obcyKaeHne pyKonucu ykasartens
Ha 3acefiaHuMM Hay4yHO-MEeTOoAMNYEecKoro (peaaKkUuMOHHOro) coBeTa;
popaboTka NO 3amMeyaHMAM; cAaya pPyKonucu B MeyaTb;
cocTaBneHue 6ubnuorpaduyeckoro ykasaTtens MO aKTyasbHOM
TeMATUKe C XPOHOJIOTMYECKMM OXBAaTOM OT 2-X A0 5-Tm net u
aHHOTALMAMM, MOACHAIOWMMMN HA3BaAHUA

OAWH aBT. INCT

9720,0

CoctaBnieHne bubnmorpadpuyeckoro ykasatens no KOMMAEKCHbIM
M MexoTpacneBbiM npobnemam o06lero M pernoHanbHoOro
coAepKaHMA C XpoHoJsorMyeckMm oxsatom 1 - 2 roga, C
aHHOTaUMAMM, MOACHAIOLLMMMU Ha3BaHUA:

Ha PYyCCKOM fi3biKe

9720,0

C BKaoyeHnem oT 30% po 40% obbema nybauKauui Ha
WMHOCTPaHHbIX A3bIKax

11000,0

COCTaB/IeHMEe aHHOTUpPOBaHHOro 6mbanorpadumyeckoro ykasartens
MHOTOOTPAC/IEBOr0 COAEPMKAHUA C XPOHOIOTMYECKMM OXBAaTOM [0
100 ner wu 6Gonee, TpebyoWeEro CNAOWHONO MPOCMOTPaA
OOKYMEHTOB, CNOXHbIX 6BUbAMorpaduuecknx pasbiCKaHWN, y4veTa
BCEX NepeuspaHuii NybamMKauuim M KX XapaKTEPUCTUKM NyTem
C/INYEHUA TEKCTOB

OAMVH aBT. INCT

18800,0

NoaroToBKa aHANUTUYECKOTO o630pa

BbisiBneHne u otbop [OOKYMeHTOB AnsA o00630pa; NOAroToBKa
pybpukatopa npeameta o0630pa; U3y4eHWMEe M OLEHKa
OOKYMEHTOB; CMCTemMaTU3alUuMA maTepuana; CocTaB/leHUe TeKCTa

OAMVH aBT. INCT




aHaNTUYECKoro 063opa; obCYy)KAEHME PYKOMUCKM Ha 3acedaHuu
Hay4YHO-MeToAMYecKkoro (pefaKkuMoHHOro) coBseTa, Ao0paboTka
0630pa No 3amevyaHnaM; cAayda B neyaTb:

NO PYCCKMM nNepBnUYHbIM NCTOYHUKaAM

9720,0

Nno CMelaHHbIM NepBUYHbIM NCTOYHUKaM

10800,0

10

MO MHOCTPAHHbIM NePBUYHbIM NCTOYHUKaAM

12400,0

MoaroToBKa aHANMTUYECKON CMPaBKMU:

11

BbiaBneHue un OT60p AOKYMEHTOB ON1A aHaNUTUYECKom cnpasBKky,
n3yvyeHwme, aHaani3, oueHKa U CUCTtematTmnsaumna UX; CoCTtaBieHUe
TEKCTa CnpaBkn

OAWH aBT. INCT

5200,0

MoaroTtoBKka pedepaTtmsHoro ob63opa

BbisiBneHMe M OTH6OP AOKYMEHTOB AnsA pedepaTrBHoro ob3opa,
M3yyeHMe W aHanu3  ux; pedepupoBaHME  UCTOYHWMKOB;
cMcTeMaTM3auMa  TEKCTOB  aHHOTAUMWA; COCTaBNeHMe TeKcTa
pedepatmBHoro o0630pa; obCy:KaeHMe o0630pa Ha 3acedaHuu
Hay4YHO-MeTOAMYECKOro (pedaKkuMoHHOro) coBeTa; AopaboTka
0630pa No 3ameYaHusaM; caadya B Neyatb:

OAWH aBT. INCT

12

No PYCCKMM UCTOYHMKaM

5200,0

13

Nno CMeLWaHHbIM NCTOYHUKaM

6480,0

14

MO MHOCTPAHHbIM NCTOYHUKaM

7300,0

CocTaBneHue aKkcnpecc-mHGopMaLmu:

15

BbIiB/IeHWE U OTOOpP mMaTepuana no Teme, CUCTeMaTM3aLmsa ero u
NnoAroToBKa /1A neyatu

OAMVH aBT. INCT

3840,0




CocTaBneHne bubanorpaduyeckon 3anmcu, aHHoTaumm, pedepata

CoctaBneHve 6ubaMorpaduyeckoin 3anucu: M3ydyeHMe U aHanus
[AOKYMEHTa; COCTaB/IeHNE 3aro/IoBKa ONUCaHWA; MPOBEPKa 3anuck,
BHECEHWE UCNPABAEHUN

OAHa 3anucb

KosmuectBo anemeHTOB 6UbMOrpadMyeckoro onncaHus:

16 (1-4 3,2
17 |5-6 5,4
18 [7-9 6,4
CoctaBneHne aHHOTAUMW; U3YYEHME UM  aHA/N3  AOKYMEHTa,| 0O4Ha aHHOTauuA
HanNMCaHMe TEeKCTa aHHOTaLMN:
19 |aHHOTMpPOBAHME KHUT 270,0
20 |aHHOTMpOBaAHMe cTaTel 160,0
21 |cocTaBneHne pedepata: M3y4YeHWEe W aHaNM3 AOKYMEHTa, Ha| OAMH aBT. AUCT 5920,0
KOTOpbIA cocTaBnsieTca pedepaT; HanucaHWe TeKCTa, BHECceHue
MUcnpaBAeHNi
AHanUTMYECKaa  POCNUCb  KYPHA/IbHbIX, Tra3eTHbIX CTaTewn,
cbopHUKoB, bubanorpadpuyecknx nocobui:
22 |03HAaKOMNEHME C  COAEepKaHMeM  U34aHWA;  COCTaB/eHMe| OfAHa CTaTbA 3,6
AHANINMTUYECKOro ONUCAHMA Ha CTaTblo
MoaaeprKka canta GUBANOTEKN N OTAENbHbIX MPOEKTOB:
23 |BepCTKa CTpaHuL, canlTa, pasmMelleHMe MoAroTOB/AIEHHOro| OAMH aBT. INCT 300

maTtepunana B COOTBETCTByPOLLI,MVI pasaen canTa




MpumeyaHne: Hopma BpeMEHM Ha cocTassieHne bubanorpaduyeckoro nocobma gaHa U3 pacyeTa paboTbl aBTOPCKOro KOJIJIEKTUBA.

1.9. MNepeBoa 1 nepepaboTKa NeyaTHbIX TEKCTOB C MHOCTPAHHbIX A3bIKOB Ha PYCCKUIA 1 C PYCCKOro Ha MHOCTPaHHbIE A3bIKK

N HanmeHoBaHue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMH,
MUH.
1 2 3 4
MepeBog, TEKCTa C MHOCTPAHHbIX A3bIKOB HA PYCCKUI A3bIK
YTeHMe opurMHana; aHa/in3 TEKCTa; Pa3MeTKa ero C BbIiBIEHWEM| OAWH aBT. NUCT
TPYAHbIX TEPMUHOB, TPAMMATUYECKUX KOHCTPYKLMNMI, TEKCUYECKUX
060pOTOB, LEXOBbIX U }KaPrOHHbIX TEPMMHOB:
1 |NOANHBLIN NUCbMEHHbIN NepeBoA, OAWH aBT. INCT 2580,0
2 | COKpalleHHbI NUCbMeHHbI nepesog oT 30% Ao 50% obbema| OAWH aBT. UCT 1620,0
TEeKCcTa
3 | BbIOOPOYHbBI MUCbMEHHbIV NEPEBOA, OAVH aBT. INCT 1520,0
MepeBoa TEKCTA € PYCCKOTO A3blKA HA MHOCTPAHHbIE A3bIKK:
4 | NO/HbIA NMCbMEHHbIN NepeBos, OOMH aBT. INCT 5160,0
TepMmuHonormyeckas pabota nNpu BbIMNOJHEHUU MUCbMEHHOTO
nepesoaa:
5 |oOTbICKAHME OTMEYEHHbIX B OpPWUIMHANE HE3HAaKOMbIX WAW| OAMH TEPMWUH, 18,1

HEMOHATHbIX TEPMMHOB WM COKPALLEHWIA B C/IOBApPHO-CNPaBOYHOM
nMTepartype; noabopka COOTBETCTBYIOLLErO TEPMUHY
3KBMBA/IEHTA; pacluMdpOoBKa COKpaLLeHNn

COKpauieHune
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KoHcynbTaumsa nepesoaymnka co cneumanmcramm:

6 |BblACHEHWE MNPaBU/IbHOIO W3/I0KEHUA 4YacTell TeKCTa Mo OA4Ha 36,2
Ma/Io3HAaKOMOM TemaTMKe; YTOYHEHMEe COOTBETCTBUS MepeBoAa| KOHCybTauums
opurmuHany

CoctaBnieHne 6ubanorpacdpmnyeckoro onncaHusa:

7 |coctaBneHve 6ubAMOrpaduUUYEcKOro OMMCaHMs NepeBoAa MoO| OAHO OnMcaHue 60,0
[OaHHbIM, B3ATbIM C TUTY/IbHOTO /IUCTA NepeBoaa

BbisisneHne ownbOK M BHECceHWE U3MEHEHUI B TEKCT nepesoaa
rnocne neyataHus:

8 |npoBepKa NpPaBUIIbHOCTU PACMONOXKEHUA OTMEYATAHHOrO TEKCTa;| OAMH aBT. INCT 200,0
CBEpPKA C PYKOMNMCbIO; NpaBKa

TexHuuyeckoe obopmieHne NepeBosos:

9 |BnucbiBaHME B TeKCT MepeBoJa CMMBOJIOB W BCTaBOK Ha OfiHO 2,0
WMHOCTPaHHOM A3blKe BMMCbIBaHME
10 |BK/1I€MBaHUE PUCYHKOB, Tabauu, dopmyn o/[Ha BK/enKa 3,0

NepeBog, 3aron0BKOB cTatei u AOKYMEHTOB!

11 |nepeBoA v 3aNUCb 3aros0BKa OAMH 3aronoBOK 120,0

MpumevaHue:

- HOPMbI BpeMeHM NpeayCcMaTpPUBaLoT BbINOIHEHWE NEPEBOA0B C MHOCTPAHHOIO A3blKa WM Ha MHOCTPAHHbIN, KOTOPbIN Y NepeBoaUYnKa ABAAETCA OCHOBHbIM
(no 0bpasoBaHUIO UAK NPUMEHEHUIO);

- NPV BbINOJIHEHMM NEPEBOLAOB C APYIUX A3bIKOB AN Ha APYrMe MOMUMO OCHOBHOMO K HOPMaM BPEMEHWN MPUMEHAETCA NOBbIWAOLWNN KoadduumneHT 1,1,

1.10. UccnepoBaTtenbcKan paboTta



N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MUH.
1 2 3 4
Pa3paboTKka nporpamMmbl (TEXHUYECKOTO 3a4aHUA) UCCel0BaHNS
O60CcHOBaHME aKTya/IbHOCTU TEMbI, BbiABAE€HME U 0BOCHOBaHWe 0ofHa
npobnemHon cutyaumn, GoOpMyaMpoBaHME LEAM, 3agad U nporpamma
rMnoTesbl UCCNe40BaHUA; HanMcaHMe TeKCTa
UccnepoBaHue HOCUT:
1 |OnepaTMBHbIN XapaKTep 38250,0
2 | nunoTaxKHbIl (pa3BeabiBaTebHbIN) XapaKkTep 21600,0
Pa3paboTKa meToauKu nccnenoBaHus
Pa3paboTka (HanucaHMe) TeKCcTa MeTOAUYECKUX AOKYMEHTOB MO| OAHAa METOAMKa
NPOBOAMMOMY  WUCCNeAOBaHWMIO,  anpobaunm  cocTaBAEHHbIX
OOKYMEHTOB;  yTOYHeHMe U popaboTka  MeTogMYecKoro
WHCTPYMEHTApMA, COCTaB/IEHME  OKOHYaTeNbHOrO  BapuaHTa
[OKYMEHTa:
3 |meToaMKa NpoBeAEHUs UCCeaoBaHUA, HOCALLEro OMnepaTUBHbLIN, 28000,0
3MNUPUYECKUI XapaKTep
4 |meTogMKa NpPOBEAEHUA WUCCAeLOBAHWMA, HOCALLEro MWUIOTAXKHbIN 15600,0

(pasBeabiBaTeNbHbIN) XapaKTep

Pa3paboTKa MHCTPYKLUMM No 06paboTKke AOKYMeHTaumMu (MCXoaHbIX

oAHa
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JaHHbIX), NOlYYEHHON B X04€e UccneaoBaHus:

NHCTPYKLMSA

py4Has 0bpaboTka

15600,0

MallnHHasa obpaboTKa

20400,0

Pa3pa60T|<a npeanaaHoBbIX n NN1aHOBbIX AOKYMEHTOB
NepPCNeKTUBHOIO XxapaKrtepa:

pa3paboTKa KOHLENUMM OCHOBHbIX HaMpaBleHUMIA pPasBUTUA
6nbAMOTEYHOrO Aena B PErMOHE Ha NEePCrneKTUBY

OAMVH aBT. INCT

13050,0

KOHUEeNTyanbHoe obecneyeHne 6ubanorpadmnyeckux wsgaHui;
060CHOBaHME aKTya/lbHOCTM TeMbl, YMTATE/NIbCKOrO M LLEJEBOrO
HasHayeHMAa nocobus, ero CTPYKTypbl (cxembl), BbipaboTKa
METOAMYECKUX MPUHLMMNOB M pelleHui ANA PacKpbITUA Tembl;
HanucaHue TeKcTa

OAWH aBT. INCT

11220,0

cocCTaB/ieHMe nporHo3a (NpeannaHoBbIN AOKYMEHT), CBA3aHHOIO C
nepcnekTMBamun passutua BbANOTEK; HanUcaHMe TeKCTa

OAMVH aBT. INCT

13050,0

10

pa3paboTka Luenesbix Nporpamm (gnsa cetm 6UbAMOTEK UAM OAHOM
6M6MOTEKM); OMATHOCTUKA CUTyaLMM, BHELHWX W BHYTPEHHUX
B/IMAHUIA Ha PYHKUMOHMpPOBaAHME U pasBuUTUEe BMbamoTek (ogHoM
6ubnnoTekn); BbipaboTKa peKoMeHAaLUUK, peLleHus; HanmMcaHue
TeKcTa

OA4WH aBT. INCT

15200,0

CocTtaBneHune cBOAHbIX KaTasioroB KHUXHbIX MAaMATHUKOB:

11

pa3pa60TKa NPOCNeKTa; BblABNEHNE OOKYMEHTOB - KHUXHbIX
NaMATHUKOB, HaAy4YHOE ONMuUCaHhe Unx, CoCTtaB/sieHne CnpaBoO4YHOro
annapata; HanncaHme TeKCTa

OAWH aBT. INCT

18200,0

Opl’aHMBaLI,MOHHaﬂ pa60Ta no nposeadeHno nccnengoBaHnA:

12

Co34aHune nccnenoBaTteibCKoro KO/ZINEKTUBA, COoCTaBneHune

OfiHO

7140,0




pabouero niaHa NpoBeAeHWA UCCNELOBAHMA, COracoBaHUE ero ¢
WCNOJIHUTENSMU; onpeaeneHne naowaakm (6asbl) nccnegosaHms;
nepenucka C HUMMK; MPOBeAeHME WHCTPYKTaXKeW, CeMUHapos,
COBELLAHWNN, KOHCYbTaLMM

nccnenoBsaHue

13 |6ubnunorpaduyeckas npopaboTka Tembl MccnenoBaHuA, paboTta B| oguMH aBT. ANCT 1200,0
apxuBax, W3y4eHWe HOPMATUBHO-TEXHUYECKOM [OKYMEHTALMW,
MHbOPMaummn 06 aHanorax v Apyrux MaTepranos, OTHOCALLUMXCA K
pa3pabaTbiBaemolt Teme
O6paboTKa nony4yeHHON MHbOPMaLUK:
14 | cbop n 0b6paboTka MHOOPMALMM Ha OCHOBE NEPBUYHBIX UCXOAHbIX| OAMH aBT. INCT 7800,0
OaHHbIX (CTAaTUCTUYECKUX [OaHHbIX, OTYETOB, M/aHOB, CNPaBOK,
MaTepunanoB KOMaHANPOBOK)
15 |aHanun3 obpaboTaHHOM MHPOPMaLMm OAMH aBT. INCT 5200,0
MoaroToBKa MmaTepManos No UTOram Hay4yHoM paboTbl:
16 |HanMcaHWe Hay4yHOro oT4eTa; NOArOTOBKA PYKOMUCKU K MeyaTm Ha| OAWH aBT. IUCT 13200,0
pPasInNYHbIX 3Tanax paboTbl
17 |HanucaHue nNpoOMeXKyToyHOro oT4yeTa (cnpaBKM) O Xoge| OA4MH aBT. ANCT 6400,0
nccnefoBaHuA
MogrotoBKa W HammMcaHMe TeKcTa CTaTbM B COOPHUMK HAy4yHbIX
TPYAOB, MpaKTMyeckoe nocobue, npodeccMoHanbHyD npeccy;
noAroToBKa PYKOMMUCHK K MeYaTh Ha pas/iMyHbIX 3Tanax paboTbl:
18 |cTaTbA TEOPETUYECKOro XapakTepa OAOMH aBT. INCT 15200,0
19 |cTaTbA NPUKNAAHOrO, MPAKTUYECKOro XapaKkrepa OAMH aBT. INCT 9200,0
20 |HanucaHWe [OKNaga nNoO WMTOram HAY4YHOro WCCNe[O0BaHMA;| OAMH aBT. INCT 6700,0

NOAroTOBKa PYKOMMUCEN Ha Pas3/INYHbIX 3Tanax paboTbl
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21 |[pa3paboTka peKoMeHZauMW, MHCTPYKUMM N0  BHEAPEHMUIOo| OAWMH aBT. IUCT 14100,0
MaTepuanoB HAY4YHOro MUCCNeAoBaHWA; HamnuCaHWe TEeKCTa;
NOAroTOBKa PYKOMMCU K MeYaTu Ha Pas/IMyHbIX 3Tanax paboTsl
Mpumevarue:
- HOpMa BPEMEHM Ha COCTaB/IeHME NPOrpamm, METOANK, MHCTPYKLUMA AaHa Ha UCCNe0BaTe/IbCKUIA KONNEKTUB;
- Yacbl TPYA03aTpaT pacnpenenarnTca MexXay NCNONHUTENAMM B 3aBUCUMOCTM OT UX Harpy3Ku;
- B MpoLuecc NoAroToBKM PYKOMUCK K MeyaTu BXOAAT: cAaya PyKONMcK HaydyHOMY pedaKkTopy, obCyKaeHWe B OTAe/le, HAyYHOM COBETe, 0PaboTKa pyKonucu.
1.11. MeTogmyecKas paboTa
N HanmeHoBaHMe npouecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHuma BpemeHwn,
MMH.
1 2 3 4
MoarotoBKa METOAUYECKOro NOCOBUSA, peKoMeHaauni
MpUHUMINANbHO HOBasA pa3paboTKa TeMbI:
1 |u3yyeHne Tembl, BblABNEHME W AHANM3 AOKYMEHTOB MO Teme,| OAMH aBT. INCT 15300,0
YTOYHEHWE UMUTATE/IbCKOrO M LIENEeBOro HasHayeHus nocobus,
peKoMeHaaUNi; cocTaB/IeEHNE NPOCMNEKTA; HaNMCaHWe TEKCTa
Moandurkaumnsa paHee pa3paboTaHHOM TEMbI:
2 |BbifiBNEHME W U3YYEHWE HOBbIX AOKYMEHTOB M HAKOMAEHHbIN| OAWH aBT. IUCT 8670,0

6ubnnotekamm onbIT No Teme nocobusi, pekomeHZaumi;




YTOYHEHME MPOCMNEKTa, BHECEHWE U3MEHEHUIN B CTPYKTYPY TEKCTa
B COOTBETCTBMM C [OCTUNKEHUMAMW OUOAMOTEYHON Teopun MU
NPaKTUKK; NMOArOTOBKA PYKOMUCU K OBOCYKAEeHUIo; AopaboTKa Mo
nToram obcyKaeHus

Pa3paboTKa [AOKYMEHTOB, perfameHTUPYIOWnNX [AeATeNbHOCTb
61MbNNOTEK, NONOKEHWUIN, UHCTPYKLMIA, MPOEKTOB NOCTaHOBNEHUN,
YCTaBOB, 3aKOHOAaTe/IbHbIX aKTOB

MpuHUMNManbHO HOBaA Tema:

BbIABIEHNE, M3yYeHWe U aHaNu3 AEeWCTBYHOLINX AOKYMEHTOB MO
Teme, HanucaHWe TeKcTa MnpoeKTa [AOKYMeHTa, obcy)KaeHue,
anpobaums B  bubAMOTeKax, Ha  3acedaHUM  HayyHo-
METOAMYECKOro COBEeTa; A0paboTKa AOKYMEHTa; MoArotoBKa K
YTBEPKAEHMUIO

O4WH aBT. INCT

17340,0

Moandukauma paHee pa3paboTaHHOIO JOKYMEHTa:

aHaAM3 W OUEHKa [OKYMeHTa; MnOoUCK W oTbop HOBbIX
OENCTBYIOWMX AOKYMEHTOB MO Teme; BHeceHWe W3MeHeHUs B
TEKCT OOKYMeHTa; obcyAeHMe Ha 3acefaHuM  HayyHo-
MeTOAMYECcKoro coBseTa; AopaboTka no uToram ob6CyKaeHus;
NMOAroTOBKA K YTBEPXKAEHMIO

OAWH aBT. INCT

7650,0

PaspaboTKa yueTHbix popm, Tabauu, obpasLos:

YTOYHEHWe npegmeTa, 0b6beKTa, CoAep’KaHWA YYeTHOW ¢opmbl,
Tabnuupl, obpasua; oTbop NOKasaTesnen, cuUcTtemaTvsaums ux,
paspaboTka Mmaketa y4yeTHOM ¢opmbl, Tabauubl, o06pasua;
obcyKaeHne Ha 3acefaHUM  HayYHO-MEeTOAMYECKOro COBETa;
NoAroTOBKa K YTBEPKAEHUIO

O4WH aBT. INCT

7650,0

CocraBneHue pEKOMEH,ﬂ,aLI,Mf;I No BHEAPEHWUNIO PpernameHTUpyowmnx
AOKYMEHTOB B NMPAKTUKY:




pa3paboTka METOANYECKUX PEKOMEHAALMMN, UHCTPYKLWM, NIaHOB
No BHEAPEHUID HOPMATUBHOM [AOKYMEHTAUWUKW;, MOArOTOBKA
PYKOMUCK K neyaTtun

OAMVH aBT. INCT

14025,0

NoarotoBka NMUCbMEHHOM KOHCy/1bTaunn, METOANYECKOIO NUCbMa:

BbIIB/IEHWE U aHa/iM3 [OOKYMEHTOB MO TEMeE;, W3y4YeHue W
0b60b6uieHMe onbiTa paboTbl O6MBIMOTEK; HanucaHuMe TeKcTa
KOHCY/NbTaUMK,  METOOMYECKOro  MUCbMa;  MNoAroToBKa K
0bCYKOEHNI0 Ha 3acedaHuMM HayyHO-MeTOAMYECKOro COBETa;
nopaboTka no utoram obcy»kaeHus; caada B nevyaTb

OAMVH aBT. INCT

8670,0

MoarotoBka o630pa gesaTenbHOCTM 6MBIMOTEK NO onpeneneHHoM
TemaTuke:

yTOuHeHMe Tembl 0630pa; onpeaeseHne XPOHOIOrMYECKUX
rpaHuL; BblfiIBIEHWE AOKYMEHTOB, OTOOP, NMPOCMOTP M aHanus;
HanuMcaHMe TeKCTa, MOArOTOBKA PYKOMUCU K O6CYXKAeHUIo Ha
3acefaHMM Hay4yHO-MeToAMYecKoro coseTa; AopaboTka pyKonucu
nocne obcyxaeHna

OAMVH aBT. INCT

9180,0

PelLieH3MpoBaHWE Hay4yHbIX, METOAUYECKUX, WUHOOPMALMOHHbIX
MaTepunanos:

YyTeHne peueHsInpyemoro matepumana, OUueHKa €ero B UuUesiom,
OTAENbHbIX HaCTeVI, YCTaHOB/NEHNE COOTBETCTBUA YNTATE/IbCKOMY U
Lenesomy HadHa4yeHuto, Hay4HbiM U MeETOANYECKUM Tp66OBaHMHM

OAWH aBT. INCT

783,0

10

HanMcaHue peLeH3nn

OAMVH aBT. INCT

1305,0

MNoAroToBKa NeKumu, KOHCYAbTauum

PaspaboTKa nnaHa NeKkumun, KoHcyabTaumm, nogbopka matepuana,
M3ydeHMe ero; COoCTaB/ieHWe CMMCKa JUTepaTypbl K JeKuuu,
KOHCYNbTaLMW; HanncaHue TeKkcra:

OA4Ha nekumn,
KOHCyNbTauma




11 | nepBWYHaA nekuma 1566,0
12 | noBTOpHaA NeKuUa, C y4eTOM HOBOro maTepmana 313,2
13 | nepBWYHaA rpynnoBaa KOHCyAbTaumA 1305,0
14 | noBTOpPHaA rpynnNoBas KOHCYNbTALMA C Y4€TOM HOBOro maTepuana 522,0
15 |npoBegeHWe yCTHOM MHAMBUAYANbHOM KOHCYAbTaLNUK O0fHa nekuus,
KOHCyNbTauuA
16 |oTBeT Ha NNCbMO O4HO NUCbMO 162,0
MNpoBeneHme NPaKTUKYMOB, CTa*KMPOBOK
MpakTnkym (7 - 10 pHen): onpegeneHne Tembl, 3a4aHWUsA,| OAUH NPAKTUKYM
ynpaxKHeHuA; cocTaBaeHne rpaduka UM YTOYHEHUE CPOKOB
npoBeAeHNA 3aHATUI:
17 | rpynnoBoi NpakTUKym 2295,0
18 | MHAMBMAYaANbHbIA NPAKTUKYM 2160,0
CraxkmpoBka (7 - 10 AHeMl): yTOYHEHWE CPOKOB MpOBeAEHUs ofHa
CTa*KMPOBKMK; BbIABJIEHWE NUTEPATypbl MO U3ydaemMOMy BOMPOCY;| CTa*KMPOBKA
COCTaB/ieHME MpOrpaMmbl WM rpaduKa CTaXKMPOBKM C Yy4yeTOM
COCTaBa CAyLlaTene; 3akto4eHNE O NPOXOKAEHMUM CTAXKUPOBKMU:
19 |rpynnoBas CTa*XMpPOBKa 2805,0
20 |MHAMBMAYaNbHAA CTaXXMPOBKaA 2349,0
MpaKTWKa CTYAEHTOB BbICWMX M CPEeAHUX CreLManbHbIX y4ebHbIX
3aBeeHUI:
21 [noArotoBKa M opraHuMsauUMA NPaKTUKK cTyaeHToB (Ao 30 AHelt);| oaHa npakTUKa 4860,0




paspaboTka  mnaHa  NpaKTUKW,  COrlacoBaHMe  ero ¢
pyKkoBoautenem NPaKTUKK (npeacrtasutenem yyebHOro
3aBefeHuA); cocTasrieHMe rpaduKa MOCEWEHUA CTPYKTYPHbIX
noAapasaeneHuni; opraHusauma NPaKTUYECKMX 3aHATUN;
noAsefeHne WTOrOB MPAKTUKWM; COCTaB/IEHNE XapaKTEPUCTUKM
MPaKTUKaHTOB

MpakTnyeckme 3aHATUA:

22

NnoAroToBKa MPAKTUYECKOro 3aHATUA; COCTaB/ieHUWe 3a4aHuA Nno
BbIMNO/IHEHUIO n3ydyaemoro 6mbnmoTeyHoro npokuecca,
KOHTpPOJIbHblIE BOMPOCHI, TeMaTU4YecKUin Cruncok nntepartypbl K
3a4aHUI0; HalMMCaHne Teancos

0AHO 3aHATUE

1050,0

CocTaBnieHMe y4yebHOM Nporpammbl:

23

onpegeneHne CoCrasa cnyLuaTeneﬁ; COCTaB/ieHMne Tematnyeckoro
nnaHa, YTO4YHEHUE nopAagKa N3y4yeHunAa; onpegeneHune
nocneanoBaTe/sIbHOCTU U3NOXKEHUNA TeMbl, BblaeneHne OCHOBHbIX
BOMNpPOCOB; COCTaBieHne CnucCka ntTepaTtypbl no Temam
nporpammesl, HannCaHUe TEKCTa, O6CV)K,D,EHME nporpammbl Ha
3aceaHUN Hay4YHO-MeToA4N4YECKOro CoBeTa

ogHa
nporpamma

5733,0

MoceweHne 6UBNMOTEK, Bble3abl B KOMAHOMPOBKM C LEbIO
n3y4yeHmA paboTbl U OKA3aHMA METOLNYECKOI MOMOLLM:

24

NoAroToBKa K KOMaHAMPOBKE; YTOYHEHWE CPOKOB W  Leu
KOMaHAMPOBKW, O3HAKOM/IEHME C MMEIOLWMMNCA AOKYMEHTAMM U
maTepuanamu npeablaywmx Bble3gos M nybavMKauuii B nevaty;
COCTaB/IEHME NPOrpaMmsl (N1aHa) KOMaHAUPOBKU

oAHa
KOMaHAMpPOBKa

574,2

25

CcoCTaBneHue MHPOPMALMOHHOIO oT4yeTa (cnpaBsku) o
npoBeaeHHON paboTe: cBeAeHUM O MecTe Bble3aa, LEensx U CPoKax
KOMaHAMPOBKK, 06bEKTAX NOCELLEHUSA, aHA/IM3 COCTOAHMNA PaboTbl
no Teme Bble3aa, BbIBOAbI M NPEAIOXKEHNA B agpec bubanoteku

OAMH OTYeT

1050,0




26 |cocTaB/ieHMe aBaHCOBOrO OTYETa; 3aMoJ/IHEHUEe OTYETHOro 61aHKa O[MH oT4YeT 40,0
CO BCEMU MPUSIOKEHMAMM; caava B byxranteputo

27 |noarotoBKa MHdOPMaLUUM NO pesynbTaTaM KOMaHANPOBKM (YCTHO) 0ofHa 105,0
B CEKTOpe, y 3aBeAylLWero oT4e/0oM, Ha Hay4YHO-MeTOANYECKOM| WHPOopMauma
coBeTe, 3aceaHnn gUpPeKLMn

28 |noaroTtoBKa OTYETHOrOo maTtepuana no pe3ynbTatam O4Ha 500,0
KOMaHAWPOBKN AN Pa3MeLLLEHNA Ha caliTe nHpopmauma

29 |pa3paboTka W cocTaBneHWe Y4yebHbIX MNAAaHOB WM MNpOrpamm| OAMH NEYaTHbIN 1200,0
CMUCTEMbI AOMOJIHUTENBHOrO NpPodeccMoHanbHOro obpasoBaHMA anct
(4ANO) B oTpacamn

30 |cocTaBieHne pabouymMx nporpamm MO BHOBb BBOAMMbIM| OAMH NMEYaTHbLIN 1800,0
AMCLUMNANHAM, aKTyanm3aumna AeNCcTBYOWMX NPorpamm anet

31 |pa3paboTka MEeTOAMYECKMX MaTeEpManoB MO KOHTPOJO 3HaHUM| OAMH NeYaTHbIN 360,0
obyyalowmxca; CcocTaBAeHMe [OKYMEHTOB MO MAAHUPOBAHMLIO anct
y4yebHoro npouecca

32 |pa3paboTKa y4ebHO-NporpammHoOM OOKyMeHTaumnu ONA| OAMH NevyaTHbIN 1800,0
nposegeHnsa  obpasoBaTenbHOro  npouecca, MeTOAUYECKUX anct
pa3paboToK NO  MNPUMEHEHUD  HOBbIX  MHPOPMALMOHHBIX
TexHoNorni B yuebHoOM npouecce

33 | pa3paboTka HOPMATUBHbIX AOKYMEHTOB, PEern1ameHTUPYIOWNX BCE| OANH AOKYMEHT 3600,0
BMAbl 06pasoBaTesibHOM AeATENbHOCTM B BubanoTteke

34 |cocTaBneHMe W NoAroToBKa K M34aHMIO Y4Y4ebBHbIX MporpamMm,| OA4MH NeyYaTHbIN 1800,0
nocobuii, CcamocToATeNIbHO WAW  COBMECTHO C  ApYrumu anct
noapasgeneHuamm 6ubanoTekn

35 |yyacTMe B CNeUManM3MPOBAHHbIX  cOBETax  6MOAMOTEKU:| OAMH LOKNA4 2400,0
NoAroToBKa Ana npodeccMoHanbHOM neyaTn nybanKaumin wu 0AHO 1200,0




MaTepMasnoB BbICTYNIEHUM Ha KOHpepeHUmax coobuieHne

36 |noarotoBka K 0b6CyaeHMO yuyebHbix nporpamm  AMNO K| ogHO 3acefaHue 2400,0
3acegaHuAM Y4yeHoro coseTa

37 |cocTaBneHue KanbKynAaLUm LUEeH Ha NAaTHbIe YCAyrn OJVH OOKYMEHT 120,0

38 |opraHusaums nnatHoro obydyeHMA Mo AOroBopam Ha OKasaHWe| OAWMH AOKYMEHT no ¢akty
nnaTHbiXx 06pa3oBaTeNbHbIX YCAYr C  OPUANYECKMMU U 3aTpayeHHor
dU3NYECKMMM NNLLEAMMU 0 BpeMeHMU

39 |noarotoBKa AOKYMEHTOB K JIMLEH3MPOBAHUIO U aKKpeaAUTaLWUWU,| OOMH LOKYMEHT 12000,0
CBsiI3aHHble C peanusaumen 6ubnmotTeKko o6pasoBaTesibHbIX
nporpamm A0

40 |noAroToBKa MaTepuanos ANA 3aHATUM B AUCTAHUMOHHOM dopme O4WH Yac 240,0

3aHATUN

41 |noArotoBKa y4ebHbIX U y4ebHO-MeToAMUYecKMx maTepuanos and oA4Ha 1800,0
MX pasmeleHma B UHGOPMALNOHHO-TENEKOMMYHUKALMOHHOM nporpamma
cetn "UHTepHeT" 1 nx ceoeBpemeHHoe 06HOBNEHUE

42 |opraHu3aums yyebHoro npouecca AanAa obyyatowmxca no OA4Ha 42420,0
nporpammam npodeccnoHabHoM nepenoaroToBKn nporpamma
61MbNMOoTEeYHbIX  KagpoB:  opraHusaumMa  obpasoBaTesnbHOro
npouecca, y4ebHo-meToamnyeckas paboTa; HayyHO-MeEToAUYECKas
paboTa

43 |opraHusaums y4yebHOro npouecca Ansa obyyalowmxcs Mo oAHa 21210,0
nporpammam noBbIWEHUS KBaNNPUKaLMM BUBNNOTEYHbIX KaapoB: nporpamma
opraHmMsaums obpasoBaTenbHOro npouecca, yyebHo-

meToan4deckan pa60Ta; Hay4YHO-MmeToamn4yeckan pa60Ta




MNpumevarue:

- K HOPMe BPEMEHM NMpPU COCTaBNEHUN AOKYMEHTOB, PErNAMEHTUPYIOLWNX AEATENbHOCTb PpecnybMKAHCKUX, KpaeBbiXx N 061acTHbIX BUBAMOTEK, NPUMEHAETCS
nosbllwakowmit koaddunument 1,15;

- Bpemsa NpoBefeHUs NeKUUU, KOHCYNAbTaluuKn, NPAKTUKYMOB, CTaKMPOBOK, NPAKTUKK, NpebbiBaHMA B KOMaHAMPOBKE M NpoBedeHus MHpopmaummn no ee
pesy/sbTaTam B HOPMY BPEMEHMU HE BXOAMT.

1.12. Pab0oTbl Hay4HO-OPraHM3aLMOHHOIO XapaKTepa

Tabnunya 19
N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHus BPEMEHMU,
MWH.
1 2 3 4
MNMoaroTosKa n nposefeHne  TEOPETUYECKOW, Hay4HO-

NPaKTUYECKON KOHbEPEHUMNM, TEMATUYECKOTO CEMUHAPA

OnpeaeneHune cocTaBa OPrkOMUTETA M YHaCTHUKOB KOHbepeHLmH, OfiHO
cemuHapa; ¢opmMupoBaHMe U yTBepKAeHWe MnporpamMmmbl U| Mmeponpuatue
npurnacuTenbHoro 6uneTta; oOpraHU3aLMOHHble MeponpUATUA
(Tekywaa cBA3b C y4aCTHMKAMK, paccblika MaTepuanos);
noarotoBka K  M34aHMIO  Te3ncos; BbipaboTKa  NpoekTa
pekomeHaauni; ¢bMHaHCOBO-X03ANCTBEHHOE obecneyeHne
KOHbpepeHuuMn, cemmHapa (opopmaeHme naaTeskHbIX 4OKYMEHTOB,
BCTPeYa Y4YaCTHWKOB, Perucrpauma, pasmelleHue B TroCTUHULE);
aHaNn3 1 OUEHKa PaboTbl KOHdEPEHUMN, CEMUHAPA; NoABeAeHNe
nUTOroB

Konnyecrso Y4aCTHUKOB:




1-100 5670,0
101- 150 7560,0
151 - 450 9300,0
MoarotoBKa M nNpoBeAeHWE CcemuHapa, MeToAMYecKoro AHA,

3acegaHua "Kpyrnoro crona"

OnpeaeneHve y4acTHMKOB, PYKOBOAMTENA, CPOKOB U MecTa 0fiHO

npoBefleHNs CeMWHapa, MeTOAMYECKOro AHA, 3acedaHus| meponpusaTue

"Kpyrnoro cvona"; onpeaesieHNe KOHTUMHIEHTa YYaCTHMKOB;

paspaboTka nporpammbl;  MHPOpPMaLMOHHOEe obecnevyeHue

(Tekylwiaa cBA3b C  Yy4yaCTHMKaMWK, paccblika MaTepunanos);

BbipaboTKa MNpOeKTa peKkomeHaauuin; usgaHue U paccbliika

nporpammbl; pPerucTpauma y4acTHMKOB, aHaAM3 U  OLEHKa

ceMMHapa, MeToANYeCcKoro aHA, 3acegaHua "Kpyrnoro ctona"

Ko/anyecTBo y4acTHUKOB:

1-50 1570,0
51-100 3980,0
101 - 150 6150,0
151 - 450 8270,0
MoaroToBKa 3acegaHnin peakonnernu:

YTOYHEHME CPOKa M MOBECTKWN 3acedaHuaA; oTbop maTepuanos AnsA| ogHO 3acedaHue 560,0

06Cy}KOEHUA U NOArOTOBKA UX ONA KONUPOBaHMA; onpeaeneHune
ONMOHEHTOB (peLeH3eHTOB); OMnoBelleHne O 3acefaHnn YNeHOB
peaKoNNernn; paccblika MaTepuanos MO MNOBECTKE 3acefaHus;
opOpMAEHNE  NPeA/IOKEHWN,  BbICKa3aHHbIX  YY4aCTHUMKaMM
3acefaHun




OpraHusauma 3acegaHuii  Npob/ieMHbIX KOMWUCCUIA, COBETOB,
TBOPYECKUX KOJITEKTUBOB:

9 |onpeaeneHne NOBECTKM OHA M CPOKA MNpoBedeHMA 3acefaHus, O4HO 940,0
YTOYHEHME COCTaBa YYaCTHMKOB; NOAFOTOBKA [JAOKYMEHTOB,| MeponpuAatue
OpraHU3auUMoHHbleE MeponpuATMA (onoBelleHMe O 3acedaHuw,
noabop matepuanos); obopmMaeHNE NPOTOKONA U PELLEHNA

10 | pa3paboTKa makeTa npes3eHTaunmn gas MeponpuaTmus ogHa 600,0
npeseHTaLma
11 |noarotoBKa Nnpe3eHTaunm ana MeponpuaTma OA4Ha 600,0
npeseHTaumA
Mpumevarue:

- NPU NPOBEAEHUN MEPONPUATUI HA MEXKAYHAPOAHOM YPOBHE K HOpME BPEMEHW NPUMEHAETCA NOBbIWaoWMin KoadduumeHT 2,0, Ha peaepanbHOM YPOBHE
-1,85;

- B HOPMY BPEMEHW He BXOAMT BPeMsa NpoBeaeHuA KOoHdepeHLMKn, cemnHapa, MeTOANYECKOro AHA, 3acedaHuns "Kpyrnoro ctona" u Bpems, CBA3aHHOE C
n3gaHuem maTepuanos KoHbepeHuMn, CeMUHapa.

1.13. PepaKktnpoBaHue pyKkonuceit

Tabaunya 20
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MUH.
1 2 3 4

PenakTMpoBaHWE Hay4YHbIX U1 METOAMYECKMX MaTepPUanos




MpoBepKa 1 UcnpaB/eHne PyKonucu B NpoLecce NoAroToBKM ee K
neyatM; obecneyeHue COOTBETCTBMSA TEKCTa Hay4yHbIM U
AnTepaTypHbiM TpeboBaHUAM, GOpMe U LLESIEBOMY HA3HAYEHUIo
M3gaHuA, CornacoBaHMe BHOCUMMbBIX WCMPAaBAEHUI C aBTOPOM;
popaboTKa pykonucu:

pefakTMpoBaHMe MoOHorpaduin, cOOPHMKOB HayYHbIX TPYAOB,
HAY4YHbIX OTYETOB, NPAKTUYECKMX NOCOBUIA

O4WH aBT. INCT

2840,0

penakTMpoBaHNE MEeTOAMUYECKUX MaTepuanoB: WHCTPYKTUBHO-
METOAMYECKUX NUCEM, PeKOMeHAaUWi, KoHCynbTauuii, 063opos
neaTenbHocTn bnbamoTek

OAMVH aBT. INCT

2500,0

pefakTuposaHue [OKYMEHTOB, pernameHTUpPYoLNX
[eATeNnbHOCTb OMB/IMOTEK: YCTAaBOB, NMONOXKEHUMN, MHCTPYKLUUI

O4WH aBT. INCT

2400,0

pedaKTMPOBaHME  CTAaTUCTMYECKUX Tabnauy, y4yeTHbiXx dopm,
o0bpasyos

OAMVH aBT. INCT

1980,0

pefakTMpoBaHMe  mMaTepuanoB  KoHdepeHUuuin:  AO0KNaAos,
coobuieHni

OAWH aBT. INCT

1050,0

PegakTupoBaHue mnonynsapHoro 6ubavorpadpuyeckoro nocobus,
PEeTPOCMNEKTUBHbIX Hay4yHO-BCMOMOTaTe/IbHbIX yKaszartenew,
0630po0B, CNpaBok, pedepaTos, aHHOTALLMIA:

pedakTMpoBaHMe MONyAsApHbIX 6ubanorpadumyeckmx nocobuit:
TemaTHuyeckmx bubamorpaduyecknx ykasartesnen, CpaBoyHNUKOB

OAMVH aBT. INCT

2640,0

pefaKkTMpoBaHNE PETPOCMNEKTUBHbLIX Hay4YHO-BCMOMOTraTe/IbHbIX
yKasarteneu

OAWH aBT. INCT

2100,0

pefakTMpoBaHMe aHaIMTUYECKMX 0630poB, CNPaBOK, aHHOTaLUMA,
pedepatoB, cBogHbIXx pedepaTuBHbIX 0630pOB, 3IKCMpecc-
nHbopmaumi

OAMVH aBT. INCT

1080,0




9 |pepaKktTupoBaHue bubanorpadmyeckom 3anucum o/jHa 3anucb 4,6

10 |KOHTPONbHOE pedaKTUpoBaHUE oAHa 3anucb 6,2

MpumeyaHue: Npy pesakTMPOBAHUM CMELLUAHHOIO TEKCTa K HOPME BpeMEHW NPUMEHAETCA NOBbIWaoWmii KoapouumeHT 1,1.

1.14. BcnomoraTenbHo-TeXHMYecKasa paboTa

Tabnnua 21
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMH,
MUH.
1 2 3 4

MalwunHoNUCHbIe PaboTbl

NonyyeHne opurnHana ANA NevyaTaHUA U O3HAKOMJIEHUE C HUM,

Habop
MNeyaTaHWe TeKcTa 6e3 BepTUKANbHOTO rpadneHuns OfHa CTPaHMULa
MaLUMHOMMCHOro
TEKCTa

Pasmepbl MHTEPBA/IOB:
1 (2 13,4
2 |15 17,6
3 |1 22,0

MeuyaTaHWe TeKCTa Ha popmaTKax 6e3 BEPTUKANbHOTO rpad/ieHna | ogHa cTpaHuua
MaLUNHOMMCHOro




TeKCTa

Pasmepbl MHTEPBA/IOB:

4 |2 17,6
5 11,5 20,8
MeyaTaHWe TeKcTa C BepTUKaNbHbIM rpadpaeHnem ofHa cTpaHuua
MALINHOMNMUCHOrO
TeKcTa
Pasmepbl HTEpBaNos:
6 |2 17,6
7 |15 21,0
8 |1 28,0
MeyaTaHMe TeKcTa Ha GOpMaTKaAX C BEPTUKAJIbHbIM rpadieHmem oA4Ha CTpaHuua
MaLLIMHONUCHOro
TeKcTa
Pasmepbl MHTEPBANOB:
9 (2 17,6
10 |1,5 22,0
CunTKa M KOPPEKTUPOBKA TEKCTA NOC/e NeYyaTaHUA Ha MalUnHKe:
11 [npoBepKa NPaBUIbHOCTU PACMOJIOKEHUA OTNeyvyaTaHHOro TeKCTa,| OA4Ha CTpaHuua 4,4
CBEepKa C PYKOMUCHbIM; KOPPEKTUPOBKA MALLIMHOMMUCHOIO TeKCTa MALNHOMNMUCHOrO
TeKcTa
12 | cumTKa, KOPPEKTUPOBKA N BEPCTKA OJiHa CTpaHuua 4,4




MalWnHONMUCHOro

TEeKCTa
13 | HaKnenBaHWe NPaABOK oA4Ha npaBKa 1,4
MalwwmnHonuncHble paboTbl, BbINOJHAEMbIE B aBTOMaTU3MPOBAHHOM
pexume
Beog, maTepuana B KOMnbloTep: 0OfHa CTpaHuLa
14 |Habop TekcTa ¢ iucTa 11,0
15 |Habop 6ubanorpadmyeckoro onmcaHus 14,0
BbiBO4, MaTepurana Ha aKpaH: 0fHa CTpaHuLa
16 |npaBKa TEKCTa Ha KOMMblOTepPe, BEPCTKA TEKCTA 8,6
17 | pepaktmpoBaHue 6UbAMOrpaduYeckoro onncaHus 2,7
18 |BbIBOA TEKCTA HA NPUHTEP; pacneyaTka OfHa CTpaHuua 1,6
19 |BbiBOA dOpPM TabAUL, HA IKPaH oaHa Tabauua 11,0
20 |HanosHeHMe Tabnuny cogepKaHuem ogHa Tabaunua 1,6
HacTpoiika TexHuWuyeckoro obopynoBaHMA U TeXHUYEcKoe
COMNPOBOXKAEHNE MEPONPUATUIA
21 |HacTpoMKa TexHMYeckoro obopyaoBaHuMa AOaa NpPoBeAeHUs O4HO 120,0
MepPOnpPUATUIA, B TOM YMC/E TPaHCAUpPYeMbIX No cetn "UHTepHeT" MmeponpusaTue
22 | TEXHUYECKOE CONPOBOXKAEHNE MEPONPUATUIA o4HO 300,0
meponpusaTue
23 |nposeaeHue ayamo/suaeosanucu n GoTOCbEMKN MEPOMPUATUIA O4HO 300,0

meponpusaTue




24 | obpaboTtKka ayano/snaeo/potomarepmnanos OZIH HOCUTE/b 420,0
nHbopmaumun

25 |pa3paboTka pa3nunyHbix 6a3 gaHHbIX (B[) Ana BegeHMA NPoeKToB oaHa b, 28800,0

26 | HanucaHWe MHCTPYKLMI No ucnonb3oBaHuio B npoeKkTos OAMH aBT. INCT 18000,0

27 | TexHMyecKaa nogaepKa b npoektos ogHa pyHKumA 4800,0

28 |TecTMpoBaHME HOBbIX CUCTEM WM BEPCMA  MNPOrpamMmMHoOro| ogHa pyHKuuA 1800,0
obecneyeHna/nporpamMmHo-annapaTHOro KOMIJIEKCa,
MCNONb3yeMOro  MNpPW  peanmsauumM  NpoekToB W paboTe
noapasgeneHus

29 |TectMpoBaHue NPOrpPaMmmMHOro obecnevyeHuns/nporpammHo-| oaHa GyHKUMA 1800,0
annapaTHOro KomMnJsekca

30 |coctaBneHue naaHa TEeCTUPOBaAHMUA NPOrpammHOro OAMH NAaH 2400,0
obecneyeHns/nporpamMmHo-annapaTHOro KOMmMaeKca

31 [npoBepka  COOTBETCTBMA  pa3paboTaHHOro  nNporpammHoro| ogHa GpyHKums 480,0
obecneyeHuna/nporpaMmmHo-annapaTHOro KOMMJeKca
TEXHUYECKOMY 3aaHUI0

32 |oueHKa nporpammHoro obecnevyeHus/nporpammHO-annapaTHoOro O4HO 25500,0
KOMMeKca nporpammHoe

obecneyeHue

33 |cocTtaBneHue anroputma TecTMpoBaHuA NPOrPaMMHOro| OAWH ANropPUTM 8400,0
obecneyeHns/nporpamMmHo-annapaTHOro KOMmMaeKca

34 | co3pgaHue TeCTUPYIOLWLEro CKpUNTa ANA NPpoBeAeHUA HAarpy3o4yHoOro| OAWH CKpUnT 600,0
TeCcTMpPOBaHMA NpPoOrpammHoro obecneyeHuns/nporpaMmmHo-
annapaTHOro KomMnJsekca

35 |npoBeaeHne  HArpysovHOro  TeCcTUPOBAHMA  MPOrPaMMHOro o4HO 480,0




obecneyeHns/nporpamMmHo-annapaTHOro KOMmMaeKca Harpy3o4vHoe
TecTupoBsaHue
36 |aKcnepTHaA OUEeHKa NPOrpPaMmMHOro obecneveHus, of4Ha 2400,0
NoAroTOBNIEHHOrO B APYrMX  OpraHM3aumax/mporpammHo-|  aKcnepTusa
annapaTHOro KomMmnJjekca
37 |co3pgaHve anropuTmMa  KOHBEPTMPOBaHMA pabounmx Tabauu| opHa oTpacib 2400,0
6onblioro 6ubamnoTeyHoro Katanora (bBK) BBK
38 |HanucaHWe KoHBepTepa Ans npeobpasoBaHus paboumx Tabnuu| oaHa oTpacib 4800,0
BEK B aBTOMAaTM3MpOBaHHYIO MHOPOPMALMOHHYIO  CUCTEMY BBK
NINUEH3NPOBAHUA OTAENbHbIX BMAOB gestenbHoctn (AUC /10A4)
(nHTErpauma 6MBIMOTEYHBIX AaHHbIX)
39 |npeobpasoBaHWe METOANYECKMX AAHHbIX 3/IEKTPOHHOrO KaTanora O4HO 1440,0
LNA nepepayumn KOHBEPTMPOBAH
ne
MpumeyaHue: npm Habope TeKCTa HA KOMMNbIOTEPE C TATUHCKUM LIPUDTOM K HOpME BPEMEHWN NPUMEHAETCS NOBbIWAOLWNIN KoaddmumneHT 1,3.
1.15. PaboTa no opraHM3aumun Tpyaa v ynpassieHUo
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MWH.
1 2 3 4
MnaHnpoBaHue paboThbl
Cbop, aHanu3 ncxogHon MHbopmaLmu; onpeseneHne OCHOBHbIX OAMH NNaH

Tabnuua 22



3aZay roga, yToMHEeHWe CPOKOB BbINOJIHEHMSA 334aHWIA, HanMcaHNe
OOBACHUTENIbHOM  3aMWUCKM; TMNOArOTOBKA MPOEKTa naaHa K
obcyXXAEHNIO HA BCEX YPOBHSAX, AopaboTKa nocne obcykaeHus;
npeacTaB/eHNe MNaaHa Ha COr1acoBaHUe U yTBEPXKAEHUE:

1 |nnaHa 6ubnnoTeku 6240,0

2 | nnaHa Komnaekca/ynpasaeHus 4800,0

3 |nnaHa oTaena, cekropa 2740,0

4 | nHaMBMAYaNbHOro NaaHa 370,0
ExkegHeBHbIM yYeT paboTbl B CTPYKTYPHbIX NO4pa3aeeHusax:

5 |cTaTUCTMYECKUI y4yeT 3anucaBlUMXCS (NepeperucTpupoBaBlUMXCA)| OAHA 3anucb 2,8
YuTatenemn

6 |CTaTUCTUYECKMM YUYET KHUTOBbIAAY, NOCELLEHUN 0fHa 3anucb 8,6

7 |yuer MHPopMaLUMOHHO-6Mbnorpadmyeckomn paboTbl no| ogHa 3anucb 2,7
yCTaHOBNEHHOM popme

8 | yu4eT BbINO/IHEHHbIX CNPaBOK 0fHa 3anucb 2,7
EXXeOHEBHbI y4YeT abOHEHTOB, MO/b3YHOLWMXCA MpPOorpaMmmamm
MBA:

9 | cTaTUCTMYECKNI yueT aboHeHTOB, Nob3ytowmxcs MBA 0fHa 3anucb 2,7

10 |cTaTUCTMYECKMIA  y4yeT  MOMyYEeHHbIX  3aKa3oB,  Bbl4AHHbIX| OZHa 3amnucb 9,8
OOKYMEHTOB

11 |cTaTMCTMYECKMIA y4YeT 3aKasoB, MNepeHanpaB/ieHHbIX B ApPyrue| ofgHa 3anuch 2,7

enbnnoTekn




12 [3anucb wutoros pabotbl B "[HeBHMK paboTbl" nogpasgeneHusa| onHa 3anucb 3,2
bubnnoTtekn
13 |MHAMBMAYaANbHbBIA Y4YeT: eeAHEBHOE 3aMnoJ/IHEHME NINCTKA yyeTa| oJHa 3anucb 15,0
TpyAo3aTpaT UAM AHEBHUKA pPaboTbl BUbAMOTEKApPS
CBOAHbINM CTAaTUCTUYECKUI YYET Mo bubanoTteke
Yucno umtatenei, KHUroBblgad, NoceLWEHNI; NoaBeaeHNe UTOrOB|  OAHa 3anuchb
CTaTUCTUYECKUX JaHHbIX Mo 6bubanoTeke:
14 | mecay, 528,0
15 |kBapTan 792,0
16 |rog, 1080,0
CTaTUCTMYECKUiM yueT B pexknme AC:
17 |BBOA CTAaTUCTUYECKUX AAHHbIX C KOHTPOIbHOIO NIMCTA OAMH NNCT 0,16
18 |cBOAHbIM CTAaTUCTUYECKUI yYeT no BubamoTeke (UnNcno umTaTeneid,| oaHa Tabnuua 0,27
KHUrOBbIAaY, NOCeLLEeHN)
MNoaBeaeHne NTOroB CTaTUCTUYECKUX AaHHbIX MO bubnmoTteke: ogHa Tabaunua
19 |mecay, 0,27
20 |KBapTan 0,27
21 |rop 0,27
CocTaB/ieHME OTYETOB:
22 |npuem  NAAHOBO-OTYETHbIX  AOKYMEHTOB  OT  CTPYKTYPHbIX| OOMH AOKYMEHT 60,0

nogpasaeneHuii ¢ MNPOBEPKOM MNOJIHOTbI COCTaBa; COCTaB/leHue
CBOZHOM Tab/iMLbl OCHOBHbIX MOKa3aTenen




CocTaBsieHMe aHa/NUTUYECKOro OT4YeTa: aHaAu3 geAaTeslbHOCTU
noapasgeneHuini U 6uUbANOTEKN, OTMETKa WU3MEHEeHMN 3a rog,
HanucaHMe TeKCTa, MNpeacTaB/fieHWe Ha  CcornacoBaHwe w
yTBEpPXAeHME:

OAMH OTYeT

23

oTyeT 6GUBNMOTEKM 3a rog,

3980,0

24

oT4YeT OTAeNa, CEeKTopa 3a rof,

1320,0

25

MHAMBUAYANbHbIM OTYET 33 rof,

586,0

CocTaBneHue $MHaHCOBbIX 0OT4eTOB 06 oniaTe MO BMAAM NAATHbLIX
ycnyr:

OAMH OTYeT

26

3a MecAaL,

510,0

27

3a KBapTan

840,0

OTtuer nepeg 4YntTatenamm n HaceneHnem:

28

onpeaeneHne CcpoKa MNpPOBEAEHWs OT4YeTa, MOBECTKU AHS,
onoBelleHMe O JAHe oOT4yeTa uuTaTenNeld, HaceneHusa, BbIMycK
CTEeHraseTbl, odopmneHue NpPOTOKONa, 3ameyaHui "
NpeasioKeHUn 4uTaTener, HaceneHusa, COCTaB/eHMEe naaHa WX
peanusaumnm

0ofiHO
MmeponpusaTne

1580,0

NoaroToBKa NPOU3BOACTBEHHbIX COBELLLAHU M

OnpepeneHve nOBECTKM AHA, Kpyra Y4Y4acTHMKOB, NOArOTOBKa
CMpPaBKW, OPYITUX MepPonpuUATUIA, NPOEKTa pPeLleHns, ornoBeLLeHne
YYaCTHMKOB COBELLLaHWUSA, MOArOTOBKA NOMELLEHUA:

0AHO
coBellaHne

29

coBelaHne paboTHMKOB BUBNMOTEKM

320,0

30

coBellaHne paboTHNKOB oTAeNa

264,0




31 |coBelwaHne No UTOram MPUHATbIX PELUEHUN C LEAbl0 OUEHKU UX o4HO 27,0
pe3y/bTaToB, NPOM3BOACTBEHHbIE COBELLAHUA NO UTOraM roga coBellaHue

32 |onepatmsBHoe coBelaHue (ann peweHna TeKyLWMX O4HO 60,0
NPOWU3BOACTBEHHbIX 3a43a4) cosellaHue
OpraHu3aumMoHHO-onepaTuBHaa paborTa:

33 |goKymeHTanbHoe odopmneHMe pexuma paboTbl  oTaena| oAWH AOKYMEHT 360,0
(cocTaBneHue rpadumka paboTbl, OTNYCKOB)

34 |obecneyeHne KOHTPO/IA 33 BbINOJIHEHMEM MPOM3BOACTBEHHOIO| OAHO 3aJaHue 15,0
334aHMA N Ka4yecTBOM PaboTbl

35 |obecneyeHne KOHTPOAA 3@ WCMOAHEHWMEM YNpPaBAEHYECKOro| OAMH AOKYMEHT 15,0
peweHWsa, NpPUKasa, YKasaHuA  AUpeKTopa, 3amecTutens
OVpeKTopa, 3aB. 0TAeN0M

36 |3aKka4YeHune, NpoasieHne Aorosopa ¢ Gupmamm, NnpeanpuaTUAMK,| OAWH AOrOBOP 840,0
OpraHM3aLMAMM, YaCTHbIMU NPeaNPUHUMATENAMM

37 |cocTaBneHue KanbKynALUKM LLEeH HA NaaTHbIe yCayrm OOMVH OOKYMEHT 3340,0

38 |BbINMCbIBaHME CYETA, KBUTAHLMN OAVH OOKYMEHT 13,4

39 |cBepKa onnatbl cHETOB OOVH OOKYMEHT 13,8
Jenonponssoacteo:

40 |npuem m perncTpaums BXoAALwwen KoppecnoHAeHLMU OOVH JOKYMEHT 15,0

41 |KonupoBaHMe/CKaHNPOBaHWE AOKYMEHTOB OOWH OOKYMEHT 15,0

42 | otnpaska/nosyyeHne GpaKkcoBbIX KOMNUIM JOKYMEHTOB OAVH OOKYMEHT 30,0

43 |obecneyeHne KOHTPONSA 33 CBOEBPEMEHHbIM WCMOJIHEHUEM| OAUH AOKYMEHT 15,0




[OKYMEHTa

44 |cuctematmsaumAa M NOAWMBKA  MCMONAHEHHBLIX [OOKYMEHTOB B| OAMH OOKYMEHT 30,0
COOTBETCTBMM C HOMEHKIATYpou Aen
Pabota B pexxume AC:

45 | perucTpauma BXoAalLeN KOPPeCnoHAEHUNN: OJHa KapTouKa 15,0

46 |obecneyeHne KOHTPOAA 3a UCMOJIHEHUEM AOKYMEHTA: BbiBOA Ha| OJHa 3amnucb 7,0
3KpaH KOHTPO/IbHOM KapTOYKM; BBOA B Hee WHPopmauum 06
WCMOJIHEHUM

47 |pelweHne XO3ANCTBEHHbIX BOMPOCOB (Nogaya 3asABOK Ha| oAMWH BoOnpoc 30,0
YCTPaHEHWE HeucnpaBHOCTEM pPaboumx MOMELLEHMA, 3aKa3 W
No/sly4eHMEe KaHLUENAPCKMX TOBApOB W APYrMx MaTepuanioB Cco
CKnaga)
B3anmogencrame mexkay CTPYKTYPHbIMM NoapasaeeHuAMM:

48 |cocTaB/ieHMe 3anpocoB, TPeboBaHUI, NOACHUTENbHbIX 3aNUCOK U| OAWH AOKYMEHT 20,0
CNyXebHbIX 3aMnCcoK

49 |nopaya 3anpocoB, TPeboBaHMN, MOACHUTENIbHbIX 3aMUCOK W| OAMH AOKYMEHT 25,0
cnyxebHbIX 3aNMCOK B neyaTHon popme

50 [nopmaya 3anpocoB, TpPeboBaHWIN, MOACHUTENbHbIX 3aMUCOK WU| OAWH AOKYMEHT 10,0
CNyXebHbIX 3aMNCOK B 3/IEKTPOHHOM dopme

51 | obecneyeHne KOHTPOIS 3a UCMOJIHEHMEM 3aMpPoCcoB, TpeboBaHU,| 0AUH AOKYMEHT 40,0

NOACHUTE/NIbHbIX 3aNMNCOK U CI'Iy)'Ke6HbIX 3aMUCOK




MprmeyaHue: BpeMa NPoBeAeHNA OTYETa Nepes YMTaTeNsiMn, HaCeeHMEM, COBELLLAHNIA B HOPMY BPEMEHU HE BXOAMT.
2. TunoBble oTpacaeBble HOPMbI TPyAa Ha PaboTbl, BbINOJHAEMblE

B roCyapCTBEHHbIX (MyHUUMNANbHbIX) BUb6AMOTEKax (Ha ocHOBe
aBTOMATU3MPOBAHHbIX CUCTEM YNPAB/IEHNA NPOoLLeccamm)

2.1. KomnnektoBaHne GpoHA0B

Tabnuua 23
N HanmeHoBaHMe npouecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHus BpPEMEHMH,
MUH.
1 2 3 4
1 |npuem n ot6op Ana GoHAOB HOBbIX MOCTYNAEHUN, MOJYYEHHbIX NO| OAMH AOKYMEHT 3,6
CONpoBOAMTENBHOMY [AOKYMEHTY - JIUCTYy [OCyAapCTBEHHOM
perucrpauum
2 | TexHun4yecKkas obpaboTKa 4OKYMEHTOB OOMVH OOKYMEHT 4,5
3 |BBOA AOKYMeHTOB B 6a3y AaHHbIX (BA) OAMNH OOKYMEHT 4,5
2.2. bubanorpadumyeckoe onmcaHme U UHAEKCUPOBAHUE AOKYMEHTOB
Tabnnua 24
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMH,
MUH.

1 2 3 4




1 |dopmupoBaHme Bubanorpadpuyeckor 3anmMcuM Ha LOKYMEHTbl Ha| OfAHa 3anucb 18,0
pyccKom a3bike (onuncaTenbHasa KaTanornsauyus)

2 |dopmupoBaHne 6ubnmMorpaduUeckor 3anmMcuM Ha AOKYMEHTbl Ha| OJAHa 3anucb 27,0
MHOCTPaHHbIX €BPOMENCKUX A3blKax M fA3blKax HapoaoB Poccuu,
KpOome pyccKoro (onucaTtesibHaa KaTasornsaums)

3 | popmmpoBaHme bBubaMorpaduyeckoir 3anmMcu Ha ctaponedyaTHble| OJHa 3anucb 60,0
KHUIM U pyKonucu  (onucaTtenbHas W cofepkaTesibHas
KaTanormnsaumsa)

4 | MHAOEeKCMpPOBaHME AOKYMEHTOB (cogeprKaTebHas KaTanornsaums) 0fHa 3anucb 18,0

5 |dopmupoBaHMe aBTOPUTETHOM 3anuMcM (Ha MMeHa Auu,| OJAHa 3anucb 30,0
HaMMEHOBAHWUIN opraHM3aumii)

6 |dopmupoBaHMe gaHHbIX B POHAOBOM 3anucK 0fHa 3anucb 5,0
2.3. Paborta ¢ KaTanoramm

N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma

n/n n3mMepeHus BPEMEHMH,
MWH.

1 2 3 4

1 |pa3bop KapToyeK A/1a pacCTaHOBKM B andaBUTHbIE KAaTaorm O/ZlHa KapTO4Ka 0,2
PenaKktMpoBaHue reHepanbHoro andaBUTHOrO KaTtasiora: O/lHa KapTouKa

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

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

Tabnuua 25



4 |KaTanor - MHOCTPaAHHble eBponencKkne A3bIKM U A3bIKM HapoaoB 1,0
Poccun, Kpome pycckoro

5 |pa3bop KapToyek A/1A PaCcCTAaHOBKM B CUCTEMATUYECKME KaTanorm OflHa KapTo4Ka 0,3

6 |pepakTMpoBaHue [eHepanbHOro CUCTEMATMYECKOro KaTasiora| ofHa KapTouyKa 0,5
(FCK)

7 | pefakTMpoBaHMe OpUTrMHAN-MaKeTa bubnnorpadpmyeckmx 3anmcen| ogHa KapTouKa 0,3
(B3) Ha ogHOYACTHbIE AOKYMEHTbI

8 |pepaKtnposaHume oOpurMHan-maketra B3 Ha  MHOroyactHble| OAHA KapTO4Ka 0,45
LOKYMEHTbI

9 |peaaKTMpoBaHMe 3anuncelt Ha eaMHULbl XPaHEHMA B MPOrpamMMHOe|  OAHa 3anuch 5,4
obecneyeHun (MO) no mM3BelWEHUAM O BHECEHUU WU3MEHEHUN B
KaTanoru, Nosy4eHHbIM U3 TeEXHONOTMYecKkoro otaena (TO)
PenaktuposaHue B3 peTpokoHBepcuun B MO (KOHTPOJIbHbIE NOAA| OAHa 3anucb
dopmarta 1 TekcTa b3):

10 | peaakTMpoBaHME KOHTPO/IbHbIX Nonei popmaTa 54

11 |pepakTupoBaHue TeKkcTa b3 5,4

12 |pepaktupoBaHue 6ubnunorpaduyeckux 3anucerr (B3) B MO| oaHa 3anuck 5,4
(sBepeHue nHaekcos BBK B B3 peTpoKoHBepcuu)

13 | popmuposaHme B3 B MO c UcnonbL3oBaHMEM CBOAHOFO KaTajiora| oOZHa 3anucb 12,0
6ubnnotek Poccun

14 | pegaktnposaHme b3 Ha MHOro4yacTHole 4oKymeHToB B 10 oAHa 3anucb 12,0

2.4. Pabota c poHaOM

Tabnnua 26



N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MWH.
1 2 3 4
MoarotoBuTenbHana pabora:
1 |noarotoBKa pabounx mect 04HO pabouee 5,0
MecTo
2 |nonyyeHne AOKYMEHTOB C BbICTaBKM HOBbIX MOCTYNAeHWi (Npu| oaHa napTus 16,0
y4yactum 4-x Yenosek) (100
[ OKYMEHTOB)
3 | npvem HOBbIX NOCTYN/IEHUI B NPOrpaMmMe nepeaaum o4Ha napTuA 12,0
(100
[OKYMEHTOB)
O6paboTKa HOBbIX NOCTYNAEHUN:
4 | nepBUYHbIN pa3bop HOBbIX NOCTYN/IEHUI o4Ha napTuA 26,0
(100
[OKYMEHTOB)
5 |pasbop AOKYMEHTOB 418 onpeaefieHMA PacCTaHOBOYHbIX WKdpoB 0fHa napTua 1,0
(100
[OKYMEHTOB)
6 |npeaBapuTenbHaA CUCTEMATM3aUMA [AOKYMEHTOB rPynnoBOM| ofHa napTua 1,0

06paboTku ana onpegeneHma Noao4YHOro MHAEKCa

(100
[ OKYMEHTOB)

LWndpoBKa 4OKYMEHTOB:

OAMNH OOKYMEHT




7 |c asyma wudpamm (1 - "BUpTyanbHbIN") 1,0

8 |6e3 wudpa 1,8

9 | pocbinbl 3,6

10 |BBOpg WKdpa 0,5
LndpoBka 4OKYMEHTOB rpynnoBol 06paboTku: OAMH [OKYMEHT

11 |npeaBapuTenbHas cuctemaTusauma (BBo4 WHAEKCA OTpacau 1,0
3HaHKA no Tabanuam BBK B 3K)

12 | geTanbHaa cuctematmsauma (BBoa noaovHoro nHaekca 66K B 3K) 1,0

13 |0bpaboTKka AOKYMEHTOB Ha MHOCTPAHHbIX EBPOMNENCKMX A3bIKaX OAVH AOKYMEHT 3,6

14 |obpaboTka [OKYMEHTOB HA HaLMOHA/bHbLIX A3blKaX HapPOLOB| OAWH JOKYMEHT 4,5
cybbeKkToB Poccuiickot Pepepaumn

15 | npuem n obpaboTra sokymeHTos XVIII - XIX BB. OOVH LLOKYMEHT 8,0

16 |npvem n 06paboTKa OTEUYECTBEHHbIX NEPUOAMNYECKUX U3OAHWUIA U3| OANH SOKYMEHT 1,8
3a/1a TEKYLIMX NepruoanYeckmx usganuii (3Trn)

17 |npuem n 06paboTKa MHOCTPAHHbLIX MNEPUOANYECKMX U3OAHUN U3| OOAUH LOKYMEHT 1,8
31NN

18 | nepewndpoBKa LOKYMEHTOB OAVH OOKYMEHT 27,0

19 |BBopg 6ap-koga gokymeHTa B IK OAVH AOKYMEHT 2,6

20 |nepepaya 4OKYMeHTOB B doHA bnbnnotekun (PB) OflHa NapTus 26,0

(100
[ OKYMEHTOB)

Ob6cnyKmnBaHue yntatenein n aboHeHTos B Ob:




21 |BbinosiHEHWE TpPeboBaHWI, MOCTYNUBLUMX MO 3JEKTPOHHOMY o4HO 1,0
3aKasy TpeboBaHue

22 | B3aMMOPACYET CO CTPYKTYPHbIMU NogpasaeneHmamm bnbanorexkm o4Ha napTuA 14,0

(100
[OKYMEHTOB)

23 |paboTa c 3a40/1I}KEHHOCTbIO OAVH AOKYMEHT 1,8
CoxpaHHOCTb GOHAOB:

24 |noArotoBKka  AOKYMEHTOB  Ha MUKPOPUABMUPOBAHME  U| OAWNH AOKYMEHT 5,4
CKaHWpoBaHWe

25 |nepepgava OOKYMEHTOB Ha MUKPOOUAbMUPOBAHME n| ogHa naptma (20 16,0
CKaHUpoBaHWe [OKYMEHTOB)
Ceepka ¢oHAa C 3N1eKTPOHHbIM KaTasnorom (3K): OAVH AOKYMEHT

26 |04HOYACTHbIE AOKYMEHTOB 1,8

27 | MHOrovacTHble 4OKYMEHTOB 3,6

28 | npoBepKa AOCTYyNa K 3/IEKTPOHHOMY pecypcy OOVH LOKYMEHT 5,4
MNepeBog AOKYMeEHTOB B Lundposon popmar:

29 |npuem/nepepava nevyaTHbIX n3aaHunim n3 otaena| oAvH AOKYMEHT 0,9
doHaoaepKaTENA MO aBTOMATM3MPOBAHHOKW NporpaMmme nepeaay

30 |cBepKa MOMYYEHHbIX AOKYMEHTOB C 3N1EKTPOHHbIM KaTalOrom M| OOVH LOKYMEHT 3,3
pacnpegeneHvMe 3aknagok ¢ umeHem ¢daliia Mo  MeyaTHbIM
OopuUrMHanam

31 |pacnpegeneHne nevyaTHbIX AOKYMEHTOB MeXAy ofnepatopamu| ogHa naptvAa 55,0

CKaHupoBaHuA (40 LOKYMEHTOB)




32 | CKaHMpOBaHWE NeYaTHbIX LOKYMEHTOB B MOJIHOLBETHOM peXnme OfHa CTpaHuua 0,33
33 |KonupoBaHue onepaTtopom 3/1EKTPOHHOM KONUWN| OOMH LOKYMEHT 30,0
OTCKaHMPOBAHHOIO AOKYMEHTa Ha cepBsep
34 | 06paboTKa 31EKTPOHHOM KOMUU OTCKAHMPOBAHHOIO M34aHMA 0OfHa CTPaHMULa 2,5
35 |KonupoBaHMe onepaTopoM 06pPabOTKM TOTOBOW 3INEKTPOHHOW| OAMH AOKYMEHT 30,0
KOMWM OTCKaHMPOBAHHOIO U34aHMA C paboyei CTaHUMK Ha cepsep
36 |BepuduKaLuma (NpoBepKa C MOMOLLbIO A0Ka3aTe/bCTB) M KOHTPO/Ib| OAWNH AOKYMEHT 10,0
KayecTBa 06paboTaHHbIX 3/IEKTPOHHbIX KOMMI NeYaTHbIX U34aHUM
37 |pacno3HaBaHue TeKcTa M cosgaHue MNOP-bannoB 371eKTPOHHbIX| OA4MH AOKYMEHT 35,0
KOMUM NeyvaTHbIX N34aHNM
38 |KonupoBaHWe pacno3HaHHbiXx MAP-PaiinoB 3NEKTPOHHbLIX KOMUIA| OAWH AOKYMEHT 6,0
NEeYaTHbIX U34aHWN B TEXHOJIOTMYECKYO NAnKy NS ganbHenwen
3arpy3Ku Ha cepsep
2.5. 06cnyKMBaHME MHOTOPOAHMX aDOHEHTOB B LLEHTPE AUCTAHUMOHHOro obpasosaHua (LUAO) n MBA
N HanmeHoBaHuMe npougecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHus BPEMEHMU,
MWH.
1 2 3 4
1 |noarotoBKa paboumnx mect 0fHO pabouee 4,2
MecTo
2 | NpOCMOTpP 3/IEKTPOHHOM MOYTbl, O3HAKOM/IEHME C MOCTYMNUBLLUMMMU O4HO 26,0

Tabnunuya 27



coobLweHnsmu coobueHune
3 |perucrtpayua aboHeHTOB 0AWH aboHeHT 4,5
4 |npuem 3aKa3oB OT abOHEHTOB 4epe3 aBTOMATU3UMPOBAHHYK|  OAMH 3aKa3 2,7
CMCTEMY MopTana ynpaBaeHUs LOMNONHUTENbHOIO 06CAYKUBAHUA
$2110)
MpoBepKa NO 3/EKTPOHHOMY KaTanory HanuumMa AOKYMEHTA B| OAVH AOKYMEHT
doHAaax, npoctaBneHne WwWndpa Ha braHKke-3aKase:
5 |6e3 bubnmorpadpuyeckoit gopaboTku 3,6
6 |c6ubnnorpaduueckol gopaboTkoi 17,0
7 | npuem AOKYMEHTOB OT OTAe/I0B doHA0AEPKATENEN OANH pelic (13 9,0
DB)
8 |noarotoBKa u opopmaeHNe AOKYMEHTOB K Bblaaye OOVH LOKYMEHT 2,7
9 | dopmmpoBaHUE KANbKYAALMM HA ONNATY YCAYIM HA Bblgayy KONMUKU| ogHa CTpaHuMuUa 1,0
OOKyMeHTa no 3anpocy aboHeHTa
10 | nposepKa NOCTynieHUA naaTerka No BMAamM onnaTbl oAHa 33aABKa 1,0
11 |pernctpaumsa BblgAYM LOKYMEHTOB B aABTOMATM3MPOBAHHOM| OAMH LOKYMEHT 1,8
cucTeme
12 |oTnpaBKa 6aHaeponeit ofiHa 6baHAepoNb 4,4
13 |coctaBneHne  onNUCKM  NOAFOTOBAEHHbIX K  OTMNpPaBAeHMIO| OAHa 3amnucb 2,7
6aHaeponei
14 |TpaHcnopTupoBKa baHaeponeit B noapasgesieHne OTNpPaBKU| OAHa NapTus 9,0

3aKasHbix baHaeponei




15 | npuem fOKYMeHTOB, BO3BPaLLEHHbIX abOHEHTaMMU OAVH OOKYMEHT 2,8
16 |paboTa c oTKasamu OAWH OTKa3 2,7
17 |opraHuMsauns 1 BegeHMe KapToTeK OJHa KapTouKa 1,0
/oAnH 6naHK-
3aKas
18 |pacnevaTka AuccepTaummn 13 31EKTPOHHOM 6asbl guccepTauuii no OOVH NnCT 1,0
3aKka3y aboHeHTa
19 |KOHTpOAb 33 NoraweHnem 3a40/KEHHOCTN OAMH abOHEHT 14,0
20 | noucK Henony4YeHHbIXx baHaeponei ofHa 6baHAepoNb 55,0
21 |BO3BpAT OWMOBOYHO 3aC/IaHHbIX JOKYMEHTOB oAHa baHaeponb 3,5
22 |cnpaBKK M KOHCybTauMm 06 ycnoBusax obcnyKMBaHWs aboHEHTOB, 0ofHa 9,0
no paboTe aBTomaTMaMpoBaHHoOM cucTembl LLAO 1 MBA KOHCynbTaumA
2.6. CnpaBoyHO-6MbAnorpadmyeckoe obcnyknusaHue
N HanmeHoBaHue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MUH.
1 2 3 4
BbinosHeHMe yCTHbIX Bubanorpaduyeckmx cnpaBok:
1 |noarotoBKa paboumnx mect eXkeaHeBHO 13,0
2 | eeOHEeBHbIN CTaTUCTUYECKUI yyer CNPaBOYHO-| eXKegHeBHO 13,5

Tabnunuya 28



bunbanorpadmnyeckoro obcnyKMBaHMA YMTaTenemn

3 |uM3yyeHWe oOTpuULATENbHbIX OTBETOB Ha 6ubauorpaduyeckune OAuH 13,5
3anpochbl C Lenblo BbisBAEHUA Bpaka oTpULaTENbHbIN
oTBeT
4 | npuem 3anpoca Ha BbINoJIHeHNe 6ubmorpadpuyeckoit cnpaBku OAVH 3anpoc 10,0
5 |odopmneHune KOHTPONbHOIO IMCTKA NOAb30BaTeNS OAMH 1,0
nonb3oBaTesb
6 |TemaTtmyeckan ycTHaa bubnnorpaduyeckan cnpasKa OfiHa cnpaBKa 17,0
7 |appecHas ycTHana crnpaBKa O/lHa crpaBKa 8,0
8 |yTouHstowasn yctHasa bubanorpaduyeckan cnpaBka OflHa cnpaBKa 18,0
9 | dakTorpaduueckan yctHan 6ubnnorpaduueckan cnpaska O/lHa crpaBKa 15,0
KoHcynbTauuu: ofHa
KOHCybTauus
10 |6ubnunorpadpuyeckasn 10,0
11 |opueHTUpytOLWaA 6,0
12 |BcnomoratenbHO-TEXHUYECKaA 3,0
13 | 6ubnunorpadmyeckan/dakrorpadmueckan cnpaska OflHa cnpaBKa 12,0
BbInosHeHME NUCbMEHHbIX 6Mbanorpadmyecknx cnpaBok:
14 |npuem u perucTpauma NMCbMeHHOTro 3anpoca B OpraHM3aLMOHHOM| OAMH 3anpoc 3,0
rpynne
15 | gmucnetyepmsauma NnMCbMeHHbIX 3anpocos B rpynne Cb0 e)XegHeBHO 60,0




16 |peructpayma 3anpoca B KypHane yyeTra MUCbMEHHbIX CMPaBOK| OAHa 3anucb 3,0
rpynnel C6O
MucbmeHHaa TemaTMyeckas cnpaBsKa:
17 |TemaTnyeckasa crnpaBka 1-i cTeneHu CNoXHOCTU: A0 25 Ha3BaHWIA,| ofHa crnpaBKa 1200,0
C NpocMoTpom 6MbnorpadrMyecKkmx UCTOYHNKOB
18 |TemaTuuyeckana cnpaBka 2- CTEMEHUM CNOXHOCTU: cBbiwe 25| oaHa crnpaBKa 2900,0
Ha3BaHWI, C MNPOCMOTPOM OUBAMOrpPadUYECKMX U  TEKCTOBbIX
WUCTOYHMKOB
19 |nucbMeHHas yTouHsAwWwan bubnmorpadpuyeckan cnpasKa OfiHa cnpaBKa 360,0
20 |nncbmeHHaA agpecHana cnpaska ofHa cnpaskKa 120,0
21 |nucbmeHHas dakTorpadpuyeckas crpaBka OfHa cnpaBKa 360,0
MncbMeHHbIe KOHCYNbTaunu: ofHa
KOHCy/IbTauusA
22 |6ubanorpadumyeckas 480,0
23 |opueHTMpytowas 480,0
24 | KOHCynbTauMA-KAULWE 240,0
PefaKTMpoBaHuMe BbINOJIHEHHbIX MUCbMEHHbIX CMPABOK:
25 |agpecHaa NMCbMeHHaA CnpaBkKa ofHa cnpaskKa 9,0
TemaTnyeckaa NMCbMeHHadA cnpaBskKa: OfiHa crpaBKa
26 |1-i cTeneHn cNoXHOCTH 18,0
27 |2-¥ cTeneHn cNoXHOCTH 48,0




28 |yTOYHAOWAA NMCbMEHHAA CNpaBKa ofHa cnpaskKa 8,0
29 | pakTorpaduueckan NMCbMeHHan cnpaBKa ofHa cnpaskKa 8,0
30 |perucTpauma BbINOJHEHHON MWCbMEHHOM CMpPaBKM B rpynne| oOZAHA 3anucb 3,0
cnpaBo4yHo-6Mbanorpadmyeckoro  obcaykmeaHma  (CBO) B
*KypHase yyeta NMCbMEHHbIX 3anpocoB
31 |perucrtpauma BbINO/IHEHHOM NMUCbMEHHOM CrpaBKu B| op4Ha3anucb 2,0
opraHusaumoHHol rpynne C60
32 |odpopmneHue n nepeaaya/otnpasaeHne oTBeTa 3aKasumKy O4MH 3anpoc 12,0
BupTyanbHas cnpaBoyHan cnyxba:
33 | BUpPTyanbHaA TeMmaTU4eCcKan crnpasBkKa OA4Ha cnpaBKa 18,0
34 |BupTyanbHaa agpecHaa cnpaBKa ofHa cnpaskKa 7,0
35 |BMpTyaNbHaA yTOYHAKOLWAA CNPaBKa ofHa cnpaskKa 18,0
36 |BMpTyaNbHaA OPMEHTUPYIOLLAA CNPABKaA ofHa cnpaskKa 6,0
37 |BupTyanbHasa dpakTorpaduyeckas cnpaBka OfiHa crpaBKa 15,0
38 | odopmsieHMe OTBETA HA 3aMPOC YNTaTENA O4HO NUCbMO 6,0
39 |nono/sHeHMe apxMBa BbINOJHEHHbIX CNPaBoK ("Ba3sbl 3HaHMIA") O/1Ha crpaBKa 11,0
40 |cKaHMpoBaHMe [AoKymeHToB U3 ¢oHgoB CBO no 3akasam| ogHa CcTpaHuua 3,0
nosnb3oBaTenei
KoHcynbTauuum: ofHa
KOHCybTaumA
41 | 6ubnunorpaduyeckasn 10,0




42 | opueHTUpyOLWaA 10,0
43 | KOHCYyNbTauUA-KAULWE 5,0
44 | KoopAaMHaUMA W  gucneTyepmsauma BbINOJAHEHWA BUPTYaANbHbIX| OAHO MUCbMO 12,0
CNpaBoK
Bubnumorpadpuyeckoe obyyeHme nonbsosBaTenemn: ofHa
KOHCY/IbTauus
45 | meTogmyecKasn 10,0
46 |TemaTnyecKas 15,0
47 |noAroToBKa 6ubnunorpaduyeckoro o63opa/obyyatouiero oAHo 2400,0
MeponpuaTua no metoanke GopmmpoBaHusa bubnmorpadpuyeckon| meponpuatme
3anucm, paboTbl c KaTasioramm, no MeToAMNKe
bubnnorpaduyeckoro onuncaHus, bmnbnnorpadpmnyeckumm
WUCTOYHMKaMN GOPMMPOBAHUA CMUCKA AUTEpPaTypbl K Hay4YHOM
paboTte
48 |npoBegeHue 6ubnnorpadmyeckoro 0630pa/obyyatoluero 0AHO 60,0
meponpuatua (no nyHKTy 39) MmeponpusaTue
DKCKypcum no d¢oHaam U  cnpaBoyYHO-bubanorpadmnyeckomy| ogHa sKCKypcus
annaparty (CBA) UBC:
49 |noaroToBKa 480,0
50 |npoBegeHne 60,0
BepgeHue cnpaBoyHo-6ubnnorpadumyeckoro annapara:
51 |BeaeHWe apxmBa BbINMOJIHEHHbIX CIPABOK B 3/IEKTPOHHbIN PeXuUm OA4Ha cnpaBKa 8,0
52 |BBOA KapToTek B 6a3y gaHHbIX (BA) O/lHa KapTouKa 6,0




BbicTaBo4yHasdA pabora:

O/ZlHa BbICTaBKa

53 |paspaboTka nnaHa opraHusauum 7 9KCMNOHMPOBAHMA 2160,0
TeMaTUYeCKOM BbICTaBKM

54 |noaroTtoBKa COMpPOBOAMTE/IbHOM [AOKYMEHTALUMWU K BbICTaBKe, 360,0
3TUKETAXY

55 | MOHTaX BbICTaBKMU 480,0

56 | 4eMOHTa)K BbICTaBKMU 240,0

57 |co3pgaHue aduw, ob6BABNEHUN, NporpamMmm Ana MpoBeneHus 60,0

BbICTaBOK




MpumeyaHune: npu paboTe C AOKYMEHTAMW Ha MHOCTPaAHHbIX €BPOMENCKUX A3bIKax WM fA3blKax HapoAoB POCCUMM, KPpOME PYCCKOro, K HOpMam BPEMEHMU
npMMeHseTca nosbiwaowmi kKoapdmumeHT 1,15.

2.7. HOTHble n3gaHuA 1 3ByKO3anucum

Tabnnua 29
N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHus BpEMEHMU,
MWH.
1 2 3 4

dopmupoBaHme bubamorpaduyeckon sanmncu:

1 |Ha rpammodOoHHble MNNACTUHKM (rpamnnacTUHKM) Ha pPyCcCKOM OOMVH OUCK 140,0
A3bIKe (onucaTesibHas KaTaaornsaums)

2 |Ha rpamnnacTMHKM Ha MHOCTPaHHbIX EBPOMENCKUX A3blKax W OOMVH OUCK 180,0
A3blKax Hapogos Poccum, Kpome pycckoro (onucatenbHas
KaTanornsaums)

3 |Ha ayaMogMcKax Ha  pycckom  A3blke  (onucatenbHas OAVH AUCK 160,0
KaTanormnsaumsa)

4 |Ha ayaMoamckax Ha MHOCTPAHHbIX EBPONENCKMX A3bIKAX U A3blKax OAWNH OUCK 220,0
HapozZoB Poccun, Kpome pPyccKOro Asblka (onucatesnbHas
KaTanornsaums)

5 |Ha AnCKax dopmara ayanodaiinos (onuncaTtenbHas OAVH ANCK 480,0
KaTanormnsaumsa)

6 |Ha HOTHble W3JaHMA Ha pPYCCKOM fA3blKe (onucaTenbHas| OAWH AOKYMEHT 132,0

KaTa/zliornsa LI,MFI)




7 |Ha HOTHble M34AHWA HA WMHOCTPAHHbLIX E€BPOMEMCKUX A3bIKax W| OAWH OAOKYMEHT 140,0
A3blkax HapozoB Poccun, Kpome pycckoro (onwucaTesnbHas
KaTanormnsaumsa)
CnpaBoyHO-6MbAnOrpadmueckoe obCAYyKMBAHNE B UYUTASIBHOM
3ane
BbinosHeHWe ycTHOM bubanorpadumyeckoin cnpaBku:
8 |npuem 3anpoca Ha BbINoJHEHWE BUbAnorpaduyeckomn cnpaBku OAMH 3anpoc 6,0
9 |TemaTtmyeckas ycTHas bubanorpaduyeckas cnpaska OfiHa cnpaBKa 20,0
10 |ycTHas agpecHas 6ubnmorpaduryeckas cnpaBka ofHa cnpaskKa 12,0
11 |yToyHsAOWAn ycTHasa bubanorpaduyeckas cnpaBka OfHa cnpaBKa 22,0
12 | paKkTorpaduueckan yctHas 6bubnmorpadpuyeckas cnpaBka ofHa cnpaskKa 18,0
KoHcynbTauuum: ofHa
KOHCybTaumA
13 | 6ubnunorpaduyeckasn 10,0
14 | opueHTUpyOLWAA 3,0
15 |BcnomoratenbHO-TeXHUYecKasn 6,0
BbInosHeHME NUCbMEHHbIX 6Mbanorpadmyecknx cnpaBok:
16 |npvem wn peructpauma 3anpoca B KHUre y4yeTa MUCbMEHHbIX| OAHa CnpaBKa 15,0
6ubnnorpadmyeckux cnpaBok
17 |mn3yyeHmne 3anpoca, YCTaHOBAEHME WIN YTOYHEHMEe 3/1eMEeHTOB| OAHa CnpaBKa 900,0

bubnnorpaduyeckoin sanncu

BeaeHwue cnpaBoYyHO-6ubAMorpaduyeckoro annapara:




18 |odopmaeHre KapToUuKM AN KapToTek O HA KapTo4kKa 16,0
19 |cospaHue 6ubnunorpaduyeckoi sanmcu (63) Ha cTaTbm NO My3blke| oOAHa 3aMnucb 8,0
13 LOKYMEHTOB, HE COOTBETCTBYIOLMX Npoduto
20 |BepeHune KapToTek OZHA KapTo4kKa 1,0
2.8. Paborta c nTepaTypoii no bubanortekoseneHuto, bubnmorpadoBeaeHN0 U KHUTOBEAEHUIO
N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHus BPEMEHMU,
MWH.
1 2 3 4
O6paboTKa HOBbIX NOCTYMJIEHWMIA B NporpammHom obecneyeHuu
(No):
1 |npvem HOBbIX MOCTYM/IEHWIA OTEYECTBEHHbIX LOKYMEHTOB B| OAWH AOKYMEHT 0,5
AMCNeTYepCKOl Nporpamme nepegayn
2 |nNpvem HOBbIX MOCTYMNEHWA Ha MHOCTPAHHbLIX €BPOMENCKUX| OAMH AOKYMEHT 1,0
A3bIKAX W A3bIKAX HAPOA0B Poccun, KPOMe PYCcCKOro
3 |odopmneHne KapTOUYKM Ha OOKYMEHT Ha PYCCKOM fA3blke ANfA| O4HA KapTouKa 8,0
KaTasioroB n KapToTek obnactei (OB)
4 |odopmneHMe  KapTOUYKM Ha  AOKYMEHT Ha  MHOCTPaHHbIX| OAHa KapToudka 10,0
€BPONENCKMX A3bIKaxX M A3blKax HapoAoB Poccuu, Kpome pyccKoro,
LA KaTanoros n Kaptotek OB/
5 | AHanuTnyeckoe onncaHme foKymeHTtos B 10 OZHa CTaTbA 12,0
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O6cnyKnMBaHMe  Monb3oBaTenel;  BUPTyasibHAs  ClpaBoO4YHasn
cnyxba:

6 |npuvem bubnmorpadumyeckoro 3anpoca YnTaTens OAMH 3anpoc 3,0
7 |BUpPTyanbHaA TemaTuyeckas cnpasKka ofHa cnpaskKa 54,0
8 |BMpTyanbHaa agpecHaa cnpaBKa ofHa cnpaskKa 18,0
9 |BUpPTYyanbHaA yTOUYHAOLLAA CPaBKa OA4Ha cnpaBKa 26,0
10 |BupTyanbHasa dakTorpadmyeckas cnpaska OflHa cnpaBKa 20,0
11 | odopmneHme oTBETA Ha 3aMNpoC YnTaTens O4HO NUCbMO 10,0
12 | nononHeHWe apxmnBa BbINOJIHEHHbIX cNpPaBoK ("ba3a 3HaHnit") O/lHa crpaBKa 10,0
13 |exeaHeBHbIl CTaTUCTUYECKUI yyer CNPaBOYHO-| eXKegHeBHO 12,0
bunbarorpadunyeckoro obcnyKMBaHMA YMTaTenemn
2.9. O6paboTKa ONTUYECKUX KOMMAKT-AMCKOB B 06pa30BaTe/IbHbIX 3/IEKTPOHHbIX pecypcax (O3P)
N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsl EomHuua Hopma
n/n n3mepeHus BPEMEH,
MWH.
1 2 3 4
1 |nony4yeHue n gocTaBKa ONTUYECKUX KOMMAKT-ANCKOB OfiHa NapTua 30,0
[LOKYMEHTOB
(100 anckos)
2 | npyem HOBbIX NOCTYN/AIEHUA ONTUYECKMX KOMNAKT-LMCKOB oAHa napTuA 60,0
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[OKYMEHTOB

(100 anckos)
3 | cyMMapHbIA y4eT KOMMNaKT-AMCKOB (MO ycTaHOBEHHON dopme) OfiHa NapTua 7,0
[LOKYMEHTOB
4 | MHAMBMAYANbHDBIA YY4ET KOMMNAKT-AUCKOB oAHa 3anucb 1,0
5 |TexHun4yecKas 06paboTKa ONTUYECKMX KOMMAKT-AUCKOB OAWNH OOKYMEHT 2,0
6 |wundpoBKa AOKYyMeHTOB B moayne MO O4AWNH OOKYMEHT 1,0
2.10. PaboTa c uMtatenamm
N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHus BpEMEHMH,
MWH.
1 2 3 4
3anucb nosb3oBaTens B 6MbAMOTERY, paboTa c uuTaTenem B
YMTA/IbHOM 3asie:
1 |noarotoBka paboymx MecT noJsib3oBaTesNien U 0BCYKMUBAKOLWETO oauH MK 2,0
nepcoHana: npoOBEpPKA TEXHUYECKOr0 COCTOAHWA  CETeBOro
obecneyeHns 1 NapKa BblYNCAUTENbHOMN TEXHUKMN; BKAtoYeHMe MK
2 | npuHATME Mep No AnKBuZaumm cboes B paboTe MK, B paboTe ceTy, OoANH cbon 10,0

OTCYTCTBMA  AOCTyna K 0ase  JaHHbIX  MOJib30BaTesen;
MHPOPMMPOBAHME COOTBETCTBYIOWMX CAYKO O cboAx; npoBepka
HEUCNPaBHOMW TexHUKU; PuKcaums cboeB B TeTpaau yyera C
YKasaHMeM XapaKTepa HeMCnpaBHOCTU M BPeMeHM Hadyana cbos;
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nocne yCtpaHeHnAa HenonaaKkn OTMeTKa BpemeHU ee yCTpaHeHUA

NPOCMOTP AOKYMEHTOB u4uTaTens (nacnopT, YAOCTOBEpPEHWE,
NOpy4YMTENbCTBO), NPOBEPKA HA/NMUMA YYETHO-PErncTpaumoHHOM
KapTOUYKM untaTenn

O4VH YnTaTesb

3,0

3anonHeHne dopmynapa uuTaTens, Y4eTHO-PEerncTpaLmoHHOMN
KapTOYKM, YMTaTeIbCKOro buseTta

OANH KOMNANEKT

5,0

O3HaKOMJ/IEHME  uyuTaTena C  MNpaBMAaMyM  MOJIb30BaHMA
61bM0TEKON, pacnonoxKeHnem poHAa, CNPABOYHLIM annapaTom

O4VH YnTaTesb

6,0

noadbop W paccTaHOBKa MO Homepam 6unetos, andaButy
damuInin YuTaTenen yyeTHO-pPerncTPaLNOHHbIX KapTodek

0AHa KapTouKa

2,0

OCYLWECTB/IEHNE KOHTPOAA 33 BO3MOMHbIM Ha/lMYMeM AAHHbIX O
yuTaTesie KaKk HapylwuTene (AUWeH Npasa No/ib30BaHWA); BEAEHUE
(v perynsapHbIi NPOCMOTP) KapTOTEKU YUMTaTENEN-HapyLIUTENEN

O4WH YnTaTesb

0,5

Mepeperncrpauunsa yntatenemn:

nouck d¢opmynsapa (PErncTPauMOHHON KAPTOYKM) uMTaTENs;
BHECEHME W3MEHEHUI B HWUX W B YUTATENbCKME OBunetbl
(YyTOYHEHME aHKeTHbIX AaHHbIX, HOBOIO YMTATENbCKOro HOMepa,
OaTbl NepeperncTpaumm) ¢ BeaeHMEeM KapTOTEKM Hay4HbIX TemM U
TEKYLLMX U3MEHEHUI (MonyyeHne 3BaHUiA, Nyb6aAnKaLmm1, gapbl)

OlHa KapTO4Ka

2,0

3anucb (nepepeructpauumsa) uyutateneir B aBTOMaTU3UPOBAHHOM
pexnme:

CbeMKa (I)OTOKaMepOl\;I ANnAa YNTaTeNIbCKOro buneta

OANH
nocetutesnb

0,5

10

odopMeHne Koaa YutaTens C KOHTPOJIbHbIM Pa3pPsLOM U CPOKOM
NMo/Nb30BaHMA YMTATENIbCKUM OMNETOM, Ha OCHOBE BblAAHHOWM
nHpopmaymm

OANH
nocetutenb

0,4




11 |Bblgaya Ha NPUHTEP CBEAEHWUI O 3anNMCaBLLUEMCH YUTaTesie B BUAE OAMH 0,4
ynTaTenbckoro bunerta noceTuTenb

12 |Habop Ha KnaBumaType CBeAEHWM O uuTatene: dbaMuauns, UMs, OAMH 2,0
OTYECTBO, XapaKTepusylolme ero npusHakM (obpasosaHue, nocetuTesnb
CneumanbHOCTb), KO4, HOMep YnTaTenbCcKkoro buneta; oTocbemKa

13 |ocywecTBieHMe KOHTPOAA 32 BO3MOMKHbIM Ha/MuMeM OaHHbIX O OAMH 2,0
yutaTtesne, 3anucasemca B 6MBAMOTEKY (paHee 3anucaH, IMWEH|  NOCETUTENb
npasa Noab3oBaHWA)

14 |odopmneHne uuTaTenbCcKOro 6uneTa Cc HOMEPOM W CPOKOM| oAuH bunet 1,0
No/Nb30BaHUA YUTAaTENbCKMM OMNETOM HA OCHOBE BblAAHHOWM
nHpopmaymm

15 |[Bblga4a Ha MNpPUHTEP CBEAEHWIA O 3anucasllemMca 4uTaTesie, OAMH 5,0
npoBefeHNE PAANOYACTOTHON WMAEHTUPUKALMM YUTATENbCKOrO| MOCEeTUTENb
bunerta; nposegeHue OEHeXHoro B3aMmopac4yeTa o
nonb3oBaTeNemM 4yepes Kaccy
YpaneHHas 3anuceb: OOMH

noceTuTenb

16 |cBepKa QL[aAHHbLIX PErUCTPALMOHHOM KAPTOYKM, CKAHWMPOBAHHbIX 2,0
KOMWIN € MmacrnopTa M APYrMMWU OOKYMEHTAMW NOAb30BaTeNs U
noATBepXAeHMe 3aABKMU

17 |odopmneHne porosopa-odepTbl Ha NpeaocTaBAeHME [OCTyna K 3,0
3/IEKTPOHHbIM pecypcam 61MbanoTeku

18 |Habop Ha KnaBuaType AaHHbIX, ANA 3aN0NHEHUA AOTOBOPA, BbIBOA,
[,0r0BOpa Ha NPUHTEpP, NOANUCH ML, 3aKAH4YaBLIEro 40roBOp

19 |odopmneHue  Bxoda-Bbixoda uuTaTtena uU3  bubamoTteku: OAWH 2,0
CKaHMpOBaHME MNOCTOAHHOINO YMTaTeNbCKOro Ouneta, Bblgayva noceTutenb




KOHTPOJ/IbHOIO ZINCTKa

BbinonHeHune TpE6OBaHMVI HOHbBOBaTEHEVI, Bblga4a OOKYMEHTOB
13 cneunaansnpoBaHHOro d)OH,D,aS

20 |[nonyyeHne TpeboBaHMA Ha AOKYMEHT M3 OCHOBHOIO XpaHEeHMus, 0AHO 1,0
NPoBepKa NPaBUIbHOCTM 3aN0HEHMA TpebOoBaHMA, perncTpaums TpeboBaHue

21 |pa3bop TpeboBaHMi1 NO Apycam, paccbiaKa Mo NHeBMoOMNoYTe o4HO 10,0

TpeboBaHUe

22 |nonyyeHue TpebOBaHWA Ha AOKYMEHT; MPOBEPKa MPaBUAbHOCTU O4HO 10,0
3anonHeHus TpeboBaHuA; peructpauma, gopaboTtka TpeboBaHuAa;| TpeboBaHKue
noabop no wudpam B cneymannsnposaHHom GoHae

23 |noarotoBKka W odoOpmMIeHMe OTKa3oB W NepeHanpaBaeHul; ogHo 5,0
oTnpaBKa TpeboBaHWM C OTKazaMW U nepeHanpasBnsembimun| TpeboBaHue
TpeboBaHMAMM

24 |NOMCK AOKYyMeHTa B ¢oHAe, OTMETKA Ha TpebOoBaHWMU, KHUMKHOM| OAUH AOKYMEHT 5,0
dbopmynape, oMcneTyepcKon ceTke

25 | TpaHcnopTUpoBKa/aoCcTaBKa M3gaHna 3 GpoHAa B YMTa/bHbIA 331 | OAUH AOKYMEHT 8,0

26 |TpaHCnopTMpoBKa/mocTaBKa U3aaHua M3 GpoHAa B YUMTasIbHbIN 3an 45,0
(yoaneHHoe xpaHunumue)

27 |yCTaHOBKA MeCTa HaxXxOXAeHMA HeHaWAeHHOro AOKYMEHTa MNo| oAMH AOKYMEHT 5,0
6a3am 1 baHKam AaHHbIX, CNPABOYHbIM KAPTOTEKAM, KaTasioram

28 |BblAaya AOKYMEHTa U3 ChneuMannsnmpoBaHHOro ¢oHAa YMTaTento;| OANH AOKYMEHT 1,5

OTMETKa Ha  KHWKHOM  dopmynape/TpeboBaHnn;  3anucb
JOKYMEHTOB B UMTATENIbCKYIO KapTOUKy (BKNaAHOM NNCT); OTMeTKa
B KHMre 3aKa3oB; OTMeTKa O Bblgaye B aBTOMaTM3MPOBAHHOWM
cucteme (U3MmeHeHMe cTaTyca W3AaHWA) MyTEM  CUYUTbIBaHMUSA
LUITPUX-KOAA AOKYMEHTa




29

npuem [LOOKYMEHTA OT 4uTaTens; MNOUCK KOHTPOJIbHOMO JIMCTKA
nosib3oBaTtesiA, TpeboBaHUI; NPOBEPKA COXPAHHOCTU AOKYMEHT];
norawieHne OTMETKM O BblAaYye Ha KOHTPO/NbHOM JINCTKE
nosb3oBaTesIs; MoralweHuWe Bblgayu B aABTOMATM3MPOBAHHOWM
cucteme (U3meHeHMe cTaTyca W3AaHWA) MyTEM  CUYUTbIBaHMSA
WTPUX-KOAA AOKYMEHTa

OAMNH OOKYMEHT

1,5

30

Bblgaya AOKYMEHTa U3 3KCNo3uLMn myses KHUrn (MK) coTpyaHuKy
CEeKTOpa XpaHeHUs AN BblAayM YMTATENIO; CHATUE BUTPUHBI C
OXpaHbl MO 3BOHKY Ha Ny/IbT OXPaHbl; BCKPbITUE BUTPUHbI; BblEMKA
KHUTU N3 BUTPUHDbI; 3aKPbITUE BUTPUHbI; NOCTaHOBKa BUTPUHbI Ha
oxpaHy; ¢uMKcaumsa Bblgaum B "HypHane Bblgaun' matepuanos u3
akcnosnumm MK

OAVH AOKYMEHT

40,0

31

NPUHATUE OOKYMEHTa OT uyuTaTens; nouck 3anucu B "HypHane
Bbl4auKn"; noraweHne OTMETKM O BblAaye; CHATUE BUTPUHbI C
OXPaHbl MO 3BOHKY Ha NMy/bT OXPaHbl; BCKPbITUE BUTPUHbI; BO3BPaT
KHUTM B BUTPUHY (MOHTaK); NOCTaHOBKa BUTPMHbI HA OXPaHy

OAVH AOKYMEHT

30,0

32

npvem TpeboBaHU OT ynTaTeneir B HayyHo-uccnenoBaTeIbCKom
otaene pykonuceir (HNOP), npoBepKa KayectBa WX 3aNONHEHUS;
pPOCMUCb B KHUTE perncrpaunm tpebosaHui

OAMH pa3 B AeHb

30,0

33

O3HaKomeHue c TpeboBaHMEeM, YTOUHEHME MecTa XpaHeHUs no
TonorpaduYeckomy ykasaTenio; BbleMKa eauHWL, XpaHeHua (ea.
Xp.) M3 KapTOHa, pasmelleHWe B KapTOHEe KapTbl-3aMeHUTens;
NnpoBepKa COOTBETCTBUA LWKpPa M 3arosioBKa Ha 06JIOXKKE U B
TpeboBaHMK; nNpoBepka GU3NYECKOTO COCTOAHMA en.  Xp.;
odopMeHne NCTa UCMO/Ib30BAHUSA, 3aMO/IHEHNE KHUTU BblAauu

eanHuLa
XpaHeHus

3,0

34

npoBepKa NCTaxXa ea. Xp. Nnpu Bblaavye, yCTaHOBIEHNE HA/IUHHOTO
NINCTa*Xa C 3annCbio B 3aBeputesibHOM nnCte U Ha 06!10)KKe,
OTMETKa B 3aBEPUTE/IBHOM JIUCTE O NPOBEPKE

o4uH NnCT

0,2

35

MpoBepKa JiCTa)ka npu  Bblgaue ¢ nepeodopmieHmem

OAMH NNCT

0,3




3aBEPUTENIBHOTO JINCTa C YKa3aHuMem Bcex ocobeHHocTen
XPaHALWNXCA B €. XP. LOKYMEHTOB

36 |npoBepKa /iMCTaxka Moc/ie BO3BPALLEHMA ehd. XP. U3 YUMTaNbHOTO OAWH NnCT 0,2
3ana (Y3) wam ot cotpyaHukos; gna OL, doTto, asTorpacdos,
KONNEKLMOHHbIX LLlOKYMEHTOB - 0653aTeNbHa
37 |Hymepauua 1M nepeHymepauua JIUCTOB NpU Bblgaye en. xp. onA OOVH nncT 0,3
WCNONb30BaHMA C COCTaB/IEHMEM PA3BEPHYTOrO 3aBepUTE/IbHOIo
JINCTA C BbIHECEHMEM BCEX OCOOEHHOCTEN AOKYMEHTOB
38 |wndppoBKa 0610KEK ea. Xp.; CBEPKA 3aro/ioBKa efl. Xp. C OMNUCbLIO; eaAnHuLa 2,2
npocrtasneHue wramna HAOP u ero 3anonHeHne XpaHeHus
39 |odopmneHune o65103KeK (0T PYKKU): pasNMHOBKA MOBEPXHOCTM eaMHULa 6,0
06N10KKM; HanucaHMe Ha 006/10KKe HammeHoBaHMA OHAQ, XpaHeHus
3aro/IoBKa ef. Xp., KpamHUX [aT, Ko/Au4yecTBa JIMCTOB MU
[OKYMEHTOB B COOTBETCTBUM C OMUCHIO
40 |npyMem W TPAHCMOPTMPOBKA €. Xp. M3 Y3 B XpaHuauwe un u3 eaAnHuLa 15,0
XpaHunumwa B 43 XpaHeHunA
2.11. Bblgaya KOMMNEKTOB AOKYMEHTOB BO BPEMEHHOE NO/Ib30BaHWE NogpasaeneHmam bubanotekn
N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHus BpEMEHM,
MWH.
1 2 3 4
1 |odopmneHne  3aABKM/aKTa  Ha  KOMMNEKT  OOKYMEHTOB,| OZHa 3asBKa, aKT 30,0

nepeaaBaemblii B CTPYKTYpHOe nogpasaeneHme
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2 |nopbop [OOKYMEHTOB B KOMMJEKTbl; pPerucTpauma BblAAHHbLIX| OAWMH KOMMAEKT 10,0
[OKYMEHTOB B y4eTHbIX popmax

3 |Bblgaya KOMMNNEKTOB AOKYMEHTOB; OTMETKa HA KHMXHOM| OOMH KOMMAEKT 5,0
dopmynspe (vHgmKaTOpE) 4aTbl BblAaun, OaHHbIX
nogpasgeneHnsa, MnoNAy4valoWwero KOMMAEKT, OTMETKA B KHure
BblAa4YM AaTbl Bbl4ayuM, OAHHbIX NOApPa3geneHua, Noayyarolero
KOMMIEKT; OTMETKA B AKTe nepegaym

4 | nonyyeHue KOMMNEKTOB LOKYMEHTOB oT CTPYKTYPHbIX| OAUH KOMMNJIEKT 18,0

noApasaeneHnit; MoUCK KHWKHOro ¢opmynapa (MHAMKaTopa);
noraweHne OTMETKM O Bblgaye, B/IOXKEHWE €ero B [OOKYMEHT;
npoBepka $U3MYECKOro COCTOAHUA, NEPEecYeT NUCTOB, CBEPKAa C
AKTOM nepegayu; noraweHne oTMETKM O BblAaye B KHUre Bblgauu;
nepeaaya AOKYMEHTOB Ha cBpoCKy

2.12. O6cnyKMBaHMe MoNb30BaTeNel LOKYMEHTaMM B YMTaNbHOM 3ane, 3aiae C rmbpuaHbiMm O6CNyXKUBaAHMEM, 3a/ie 3/IEKTPOHHbIX PecypcoB, 3ane
"MHTepHeT", 3as1e cneunannsmMpoBaHHoro otaena. lNpuem 3akasos no tenedoHy 13 ropoaa

N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MWH.
1 2 3 4
Ob6cnyKnBaHMe nosb3osaTesiet bUBANOTEKM:
1 |npoBegeHWe KOHcynbTauuu, becedpl ¢ umtatenem no npaeBuaam| OAMH YUTaTeNb 3,6

06CNY}KMBAHMA B YATANbHOM 3asie U NpPeaocTaBAAEMblX YCayrax,
no MCNoab30BaHMIO cnpaBoYHO-6ubanorpadpuyeckoro annapara u
$OHAOB, 3/IEKTPOHHbIX pecypcoB, MHGOPMUPOBAHNE YUTaTeNA O
HOBbIX NOCTYNAEHMUAX
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2 |KoHcynbTaumm no pabote c¢ MK B unTanbHOM 3ane, no pabote B| OAUH yuTaTesb 2,0
3/IEKTPOHHOI brnbanoteke

3 |npvem 3aKa3oB Mo0/b30BaTe/leM HA W3OaHUS W3 OCHOBHOIO OJMH 3aKa3 1,0
KHUTOXPaHWINLLA; npoBepKa NpPaBuUAbHOCTM  3aNOJIHEHUA
TpeboBaHuWA; perucTpaumn

4 |npuem 3aka3oB no TenedoHy 13 ropoaa OAMH 3aKas 5,0

5 |nonyuyeHwne OOKYMEHTa, 3aKa3aHHOro ynTaTenem B| O4MH OOKYMEHT 0,9
cneumMannsnpoBaHHoM poHae/unTanbHOM 3ane

6 |paccTtaHOBKa WM34aHWM Ha OpoOHEnosikax YWUTaNbHOIO 3ana,| OAVH AOKYMEHT 0,4
NOCTYMNMBLUMX U3 KHUFOXPAHMAMLLA NO 3aKa3zaM NoJib3oBaTenei

7 |noabop AOKYMEHTOB Ha BPOHENO/IKE, 3aKa3aHHbIX U3 OCHOBHOMO| OAWMH AOKYMEHT 0,47
KHUTOXpaHMAULWA; Nepeaayva Ha Kadegpy Bblgaum

8 |nopbop OOKymeHTOB B noacobHom ¢OHAE YMTaANbHOIO 3ana;| 0AMH AOKYMEHT 2,0
nepegaya Ha Kadeapy Bblaaun

9 |noabop AOKYMEHTa B XpaHEHWUW cneuuannsmpoBaHHoro ¢GpoHaa;| OAMH AOKYMEHT 10,0
OTMeTKa Ha TpeboBaHWW; nepedaya AOKYMeHTa Ha Kadesgpy
BblAauu

10 | odopmneHue Bbl4AHHOIO AMCKa OAVH AUCK 5,0

11 |pernctpaums B KOMMNbIOTEPHOM MpoOrpaMme, NPOCYET SINCTOB W| OAUH AOKYMEHT 9,0
dU3NYECKOTO COCTOAHUA AOKYMEHTA

12 |ycTaHOBKA MeCTa HaxOXAEHWS HEeHaWAEHHOro [AOKYMEHTa MOo| OAWH AOKYMEHT 22,0
CMpPaBOYHbIM KAapTOTEKaAM, KaTasioram, perucTpaumsa oTkasos

13 |nogbop uMTaTENbCKUX KapTOUYeK AN1A BNUCbIBaHUSA AOKYMEHTOB Ha| OJHa KapTouyKa 10,0

TEeKyWMUI geHb; NoANMcaHME KapTOYeK y 3aB. OTAE/IOM O AOMNyCKe
B otaen HNOP




14

BblAa4Ya AOKYMEHTA YNTATENIO: CBEPKA BblAAaBaeMOro AOKYMEHTA C
YUTATENbCKUM TpeboBaHueM; npoBepKa Hannums
CTPaHUL/KaApoB  MUKPOGWUIbMA, MUKPOOULL, coaepskaHue
KOMMaKT-OMCKA; CYMTbIBAHME LWTPUX-KoZa (NpU 3/1EeKTPOHHOM
3akase) B moayne "umpkynauma" dK; oTMeTKa KHMroBblAaum Ha
KOHTPO/IbHOM JIUCTKE

OAMNH OOKYMEHT

1,8

15

npvemM [JOKYMEHTa OT uyuTaTeNsA: CBepKa ero c TpeboBaHMeMm
(KOHTPONbHBIM INCTKOM), MPOBEPKA COXPAHHOCTU [AOKYMEHTa,
Hannumn CTpaHuu/Kagpos MUKpodUAbMa, MUKpOOULL,
COAEpMKaHNe AUCKA, CYUTbIBAHME WITPUX-KoAA (NPU SNEKTPOHHOM
3aKase), BHeCEHME OTMETKM O NMpUeme Ha KOHTPOJIbHOM JIUCTKE

OAVH AOKYMEHT

1,5

16

nepeaaya/TpaHCNOPTUPOBKA/AOCTaBKa  [OKYMEHTa, CAAHHOro
yuTaTenem, B  CNeUManusMpoBaHHbIA  GOHA; OTMeTKa o
B3ammopacueTe 06CNYKMBAHMA U KHUFOXpaHEeHMA

OAMNH OOKYMEHT

1,0

17

BbIICHEHWE MO MOBOAY 3aKasa M NPOAJiIeHWe CPOKA MOJIb30BaHMA
[OKYMEHTaMu no TenepoHy

OAMH 3anpoc

1,0

18

BblACHEHME MO NOBOAY 3aKa3a U NpoaseHne CpoKa Nosib30BaHUA
AOKYMEHTaMu no 3!16KTpOHHOl\;I noyre

O4uH 3anpoc

2,0

19

obecrneyeHne KOHTPO/A 33 CPOKaMM MONb30BaHUA AOKYMEHTaMM
M3 0TAEeNa XPaHeHUs

OAMH 3anpoc

0,8

20

npoaJieHne CpoKa MOJIb30BaHUA [AOKYMEHTA: MOWUCK KapTOUKW;
BHECEHME OTMETKM O MNPOAJIEHUN CPOKa NOJIb30BaHUSA; NpogieHne
no tenedoHy

Ha 04MH AeHb

30,0

21

NpoBepKa 3a[0/KEHHOCTU UYMTajIbHbIX 3a/10B OTAE/NY XpaHeHwus;
CBEPKa nNpeabsAB/ieHHOW 33af0/EHHOCTM C  [AOKyMeHTauuen
YyuTasbHOro 3ana

OAMNH OOKYMEHT

5,0

22

pa60Ta C OTKasaMu; KOHTPOJZib CPOKOB MNOCTYyNn/1€HNUA OTKa30B;

OA4WNH OTKa3

0,8




npoBepKa 060CHOBAHHOCTM OTKa30B; Y4YeT OTKa30B

Bblgaya Konuu OOKYMeHTa U3 3J'IEKTpOHHOI71 6M6I1MOTEKM,
peanmsoBaHHoﬁ B CUCTEME 3alUMULEHHOIO NPOCMOTpPA, NO 3anpocy
NnoNb30BaTENA!

23 | odopmieHMe 3aKa3a Ha KonMpoBaHue O4MH 3anpoc 2,0
24 | pacneyaTka A4OKYMEHTOB NO 3anpocam nosb3oBaTtenem OOMVH NncT 1,0
25 |3neKTpOHHOEe KOoMMpOoBaHWUE: MOUCK AOKYMEHTAa, COXPAHEHHOro| oAuH 3anpoc 10,0

NnoJib3oBaTesiIeM; nposepka danna  anAa KOMMPOBaHUA,
3NEeKTPOHHOE KOMWPOBaHME; MNPOBEPKA, Bblgavya HocuTens
nonb3oBaTeNto; MO 3anpocy Mo/Ab30BaTeNns - 3anucb Ha
ONTUYECKMI KOMNAKT-AUCK 6MbanoTekmn




2.13. BHyTpeHHsAA paboTa

N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMH,
MUH.

1 2 3 4
MoAroToBKa K Bblaaye 4OKYMEHTOB:

1 |npoBepKka OPOHEMNONIOK C OTNOXEHHbIMU [AOKYMeHTaMWu (Nno| Ha oAuH AeHb 10,0
HOMEpaM YNTaTeNIbCKUX BUNETOB, NO CPOKam)

2 | cbpocKa AOKYMEHTOB (No cpokam) OZINH AOKYMEHT 0,2

3 |paccTtaHoBKa ¢opmMynsapoB uuTaTenei (nNo cpokam, Homepam,| oauH bopmynsap 0,3
andasuty, wWwKdpam); pacCTaHOBKA KOHTPONbHbIX JINCTKOB
nonb3oBaTenein No Homepam

4 |nopBeAeHWe WUTOroB paboTbl 3a npoweawuin AeHb;, BHECEHME| Ha OAWMH AeHb 12,0
3anMcKu B AHEBHUK/AUCTbI yyeTa

5 |noabop AOKYMEHTOB Mo nNpeaBapuUTe/ibHbIM 3aKa3am YyMTatesnen u| oavH AOKYMEHT 10,0
naaHam 4YTeHmA

6 | NpOCMOTpP HOBbIX MOCTYM/IEHUI ANA PEKOMEHAAUMM YUTATENAM OOVH LOKYMEHT 3,0

7 |npocmoTp (npoBepka MPaBW/IbHOCTM  PACCTaHOBKM)  KHUF| Ha OAMH AEHb 5,0
OTKpbITOro goctyna B 43

8 |npoBepKa Hannuma onucel B YynTanbHom 3ane HUOP Ha O4HY Hegento 60,0

9 |3anosHeHne NNCTOB 3a40/1XKEHHOCTHU Ha O4MH AeHb 5,0
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10 |npoBepKa BblAaHHbIX U3AaHWUIA NO ANCTaM 3340/1KEHHOCTH OAVH AOKYMEHT 1,0

PaboTa c oTKazamu:

11 [yyeT M KnaccudumKauma  OTKA3oB: OTMETKA Ha  JIMCTKe OAWH OTKa3 0,2
YMTaTeNIbCKOro TPeboBaHUA NPUYMNHBI OTKa3a

12 |npoBeaeHue NOUCKA  AOKYMEHTa, OTCYTCTBYHOLLLETO no| oAWMH AOKYMEHT 40,0
HEeyCTaHOBNEHHOW NpUYMHe

13 |paccrtaHoBKa YNTaTENIbCKUX TpeboBaHui B KapToTeKe| OAHa KapTO4Ka 0,3
"Heya0B/IETBOPEHHbIN cnpoc"

14 |aHanu3 OTKA30B, COCTaB/IeHWE CBOAKW OTKas3oB (MO MNpWYMHam| oOJHa CBOAKA 16,0
0TKasa 1 Mepam UX IMKBMAALUN U NpeaynpexaeHums)

15 |coctaBneHne 6ubnvorpapuyeckoro OnNMCaHUA Ha [AOKYMEHTbI,| OAHa KapTo4Ka 2,4
UMelowme Hambosbllee YMCNO OTKA30B; Mepegaya KapTOYKM B
OTAEN KOMMIEKTOBAHMA

16 |cocTaB/iieHWe KapTOTEKM OTKAa30B, NPOBEPKA M MOMCK No ¢oHAY,| OAHA KapTouyka 54,0
OTMeTKa B GopmMy/ape M B KapTOTEKE OTKA30B NO pesy/bTaTam
NpPoBEpPKK

2.14. ObcnynBaHWe No mexbmbnmotredHomy aboHemeHTy (MBA). O6cnyKnBaHWE NO MEKAYHAPOAHOMY MeXbubnmotedHomy aboHemeHTy (MMBA)

Tabnnua 36
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMH,
MUH.

1 2 3 4




MNpnem 3aKkas3os.:

1 |peructpaumns aboHEHTOB B aBTOMaTU3UPOBAHHOM cucTeme OAMH 3aKas3 10,0
2 [npuem 3aKa3osB oT 3apyberKHbIX aboHeHTOB B OAMH 3aKas3 5,0
aBTOMATM3MPOBAHHOM cuUcTeMe: pacnedyatka 6/1aHKa-3aKasa;
wndpoBsKa
3 |odopmneHune 3aKa3oB Mo LUPKYyNALNK OAMH 3aKas3 5,0
4 |nonyyeHMe [OOKymeHTOB; 06paboTka B aBTOMAaTU3MPOBAHHOW| OAMH AOKYMEHT 5,0
cucTeme
5 |paboTa c OTKasamu: M3MEHEHMEe CcTaTyca B CUCTEME, YKa3aHWe| OAWH OTKas 3,0
NPUYMHbI OTKa3a, M3BeLeHne aboHeHTa 06 oTKkase
Bblgaya fOKYMEHTOB:
6 |odopmneHne AOKYMEHTOB K Bblgaye OAMNH OOKYMEHT 5,0
7 |oTnpaBKa: B3BewMBaHWe 6aHAEpPOJsiEN; HaK/NEeMBaHME adpecHOm oAuH 7,5
3TMKETKU U WUITPUX-KOAA; NPOCTaB/IeHMEe nevyaTen; yrnakoBKa baHaeponb
8 |cocTaBneHMe MmexayHapoaHoro cnucka (5 aksemnnapos) OAMH CMUCOK 6,0
9 |odopmneHne 4OKYMEHTOB 1A TAMOMXKHM O4WH OOKYMEHT 5,0
10 | cocTaBneHue CNCcKa Ha3BaHWUI, OTNPABASEMbIX JOKYMEHTOB O4MH CNUCOK 10,0
11 |paboTa C 3a40/I)KEHHOCTbIO: COObLLEHME abOHEHTY O 3adepyKKe| OAHO NUCbMO 5,0
[OKyMeHTa; paboTa ¢ IMcTamm 3a0/1KEHHOCTH
O6cnykmBaHme  uyutatener no  MBA  (mexayHapoaHbii
aboHemeHT):
12 |npuem 3aKkas3oB: MpPOCTaB/eHMEe Homepa OUBAMOTEKK, Kyaa O/[MH 3aKa3 5,0




HaMnpaB/IAETCA 3aKa3, HOMepP 3aKa3a; NnevyaTtb 61aHKa-3aKasa

13 | oTnpaBKa 3aKa3oB B MeXAyHapoaHble 6MbanoTeKN OJMH 3aKa3 7,0

14 |paboTa c oTKasamu OAMH 3aKa3 3,0

15 |nony4yeHue AOKYMEHTOB ANs umTaTenein: odopmaeHue KapTouKM,| OAUH OOKYMEHT 15,0
KOJINYECTBO MOJIYYEHHbIX 3K3EeMNAAPOB; NpPOCTaBAeHME AaTbl
BO3BpPaTa; 3aMO/IHEHME AeKNapaumn gna untaTena

16 |BO3BpaT A4OKYMEHTOB 13 Y3: npoBepKa BCcexX NYHKTOB AeKnapaunu;| OavH OKYMEHT 5,0
nepegayva 4OKYMEHTOB Ha OTMPaBKy

17 |oTnpaBKa: B3BelWMBaHWe bGaHOeponen; HaknemBaHWe agpecHoMn oAuH 7,5
3TUKETKU U WITPUX-KOZA; NPOCTaB/EHNE NeYyaTe; ynakoBKa 6aHaeponb
Ob6cnyKnBaHue yntateneit bubnmotekm no MBA:

18 | nony4yeHue 3aKasa M3 YNTANLHOIO 3a/a OA4MH 3aKa3s 3,0

19 [3anonHeHne 6naHKa-3aKasa; MPOCTaBJ/IEHNE PETUCTPALMOHHOIO| OAMH BNaHK 2,0
HOMepa, AaTbl

20 |yTOYHEHME VYKasaHHbIX 4MTaTeNeM CBEAEHUA O 3aKa3aHHOM| OAWMH AOKYMEHT 3,0
OOKYMEeHTe, LUenM 3anpoca, WCTOYHWKA, OTKyada NOoJy4YeHbl
cBegeHuA

21 |6ubanorpadumyeckas popaboTka 3aKasa; YyTOYHEHME| OAMH 3aKas 20,0
bubnnorpaduyeckmnx cBeaeHui; yyer NOJIy4eHHbIX 7
oTpaboTaHHbIX TPeboBaHM

22 |npoBepKa HanMuus 3anpawnBaemoro AOoKyMeHTa B 6ubanoTeKax| OAMH AOKYMEHT 8,0
ropoga, obsactv, pervoHa, cTpaHbl, MWpa, B TOM u4ucae Mo
CBOZHbIM KaTanoram

23 |3aKa3 M34aHMA NO  3JIEKTPOHHOM  MoYyTe,  3ano/IHAETCS| OAVH AOKYMEHT 7,0




3/IEKTPOHHbIN 61aHK UM B BUAE MPON3BOJIbHOTO MUCbMA

24

3anncb CBEAEHWM O  HanpaBleHMM 3aKasa no MBA
(HaumeHoBaHWe 6uMBAMOTEKM, paTa) Ha OBOPOTHOM CTOpOHE
6naHKa-3aKa3sa

O4WUH 3aKa3

3,0

25

nomelleHue b6iaHKa-3akasa B "KapToTeKy 3anpocoB yntatesieit no
MBA" 3a pasgenutenem "3anpocbl no MBA, HanpasneHHble B
apyrue 6ubnmotekn”

0AMH b/1aHK

1,0

26

noayyeHMe OOKYMEHTa OT yMTaTeNia B YMTA/IbHOM 3a/e; CBEpPKa
OOKYMeHTa ¢ 61aHKOM  3aKasa, MpoBepKa COXPaHHOCTU
[OKYMEHTa, BHECEHME OTMETKM O Nepenaye B COOTBETCTBYHOLLWIMA
oTAen B KHUre  peructpaumm;  nojayvyeHne  OOKYMEHTa,
npucaaHHoro no MBA; pacneyaTka 6aHaeposn, npoBepka
COCTOAHNA AOOKYMEeHTa, OTMeTKa AaTbl nojsiydyeHnA U Ha3BaHUA
6nbAMOTEKN, BbIC/NABLUENA [AOKYMEHT, WHBEHTApPHOrO HOMEpa,
CpOKa NONb30BaHMA; NepecTtaHOBKa OnaHKa-3akasa M3 pasgena
KapToTekn "3anpocbl no MBA, HanpaB/ieHHble B Apyrue
6ubnnotekn" B pasgen "MonyyeHHble no MBA nsgaHma"

OAVH AOKYMEHT

5,0

27

Bblga4a MNOJYy4Ye€HHbIX nNO MBA M3 4uTanbHOrO 3ana; CBEPKa
BblAaBaemMoro [JAOOKyMeHTa C 6naHKOM-3aKa3OM,' npoBepKa
HaAnN4nAa CTpaHUy U COCTOAHNA OOKYMEHTA, OTMETKa BblAa4n

OAVH AOKYMEHT

1,0

28

nepefaya M34aHMA MOCNe BO3BpaTa M3 4YMTaNbHOTO 3a/a Ha
MukpoduabmmposaHue (m/d)

04HO M3gaHue

5,0

29

BO3BpaT M34aHMUA nocne MMKpO(I)MI'IbMMpOBaHMﬂ, npocras/sieHne

wudpa m/d

0o4HO uU3gaHue

5,0

30

NOAroToBKa K  OTMNpPaBKe  [OKYMEHTOB B  6ubMOTeKy-
doHaoaepKaTeNb 3akasHOM BaHOeposibio; yNakoBKa baHaeponu,
B3BElUMBaHUE  eeg, HakneumBaHne  Mapku  (ecau HeT
LEeHTPaAn30BaHHOW oOMNaaTbl NepecbiNkK); HanucaHwe agpeca,

oAMH 3aKa3

12,0




COCTaB/ieHNe onucun

31 [paboTta C oOTKasamu - MpU MNOJNYYEHUM OT O6UBAMOTEKK- OA4MH 3aKa3 6,0
boHOoomepKaTens M3BelleHMA 0O OTKase WAM  33a[eprkKe
BbINOJ/IHEHUS 3aMpOCa: YCTaHOBKA 6O/71aHKa 3aKasa C yKasaHWem
NPUYMHBLI M 4aTbl OTKa3a B KapToTeKy "OTKasbl no MBA"

32 |coobuweHne B oTaen o6CNyKMBaHUA O MOJyYeHUU OTKasa (paTa, OOVH OTKa3 2,0
NpUYMHa)
O6cnyxmnBaHme aboHeHToB No MBA:

33 | nony4yeHune 3akasa: aboHeHT 06paTM/ICcA B TEKYLLEM rOAy BrEpBbIe: OAMH OTKa3 0,5
NpocCTaB/eHne B KapTouKe roga obpalLeHua, aatbl

34 |odopmneHune aboHeHTa (opraHusauma paHee He aboHMpoBanachk):| oAWH abOHEHT 12,0
peructpaums aboHeHTa B  aBTOMATU3MPOBAHHOM  CUCTEME;
3aK/Il04EeHMe JOroBOPa; COr1IacoBaHMWE C OPUANYECKMM OTAE/OM

35 | paccTtaHOBKa PerMcTpauMoHHbIX KAPTOYEK B KapToTeKe OJHa KapTOYKa 8,0

36 |pocTaBKa TpeboBaHWUI B cneumnanmsmpoBaHHble poHAabI O4HO 10,0

TpeboBaHue

37 | pocTaBKa M BO3BpAT AOKYMEHTOB B CNeLuann3MpoBaHHblie poHAbl | 0AUH AOKYMEHT 10,0

38 |wunopoBKa 3aKkasoB aboHeHTOB, MNoabdop 61aHKOB-3aKa3oB MO OJMH 3aKas 4,0
andaBuTy, NPoBEpPKa HaNMYNA OKYMEHTA NO KaTanory

39 |oTnpaBKa [AOOKyMeHTa aboHeHTam: ynakoBKa 6aHgepoan, O/[MH 3aKa3 12,0
B3BElUMBAHME, HAKNEMBAHUE MapPKW, HanucaHWe appeca;
COCTaB/IEHME ONUCU, TPAHCNOPTUPOBKA B rPynny OTNPaBKK

40 |6ubnunorpaduyeckan aopaboTKa HEBbLIMNO/NHEHHbIX  3aKa30B; OA4MH 3aKa3 20,0

YyTOUYHeHne 6ubnnorpaduyecknx cBeLeHWn MO  CAPaBOYHbIM
N34aHUAM; YYET NOYYEHHbIX M OTPabOTaHHbIX 3aKa30B




2.15. PaboTa c nocTosiHHOM 3Kcno3numnen Myses KHUMM

N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMH,
MUH.
1 2 3 4
1 |peakcnosmums (KoppeKTMpoBKa pasgenos TEMATMKO-| OAMH 3KCMOHAT 96,0
3KCNO3MUMOHHOIO  MJaHa, BblIBAEHME  MaTepuanos  AnA
3KCMoHMpPOBaHUsA, noabop)
2 [3ameHa OTAeNbHbIX 3KCNOHATOB MO YC/AOBUMAM  XPaHEHMA| OAMH SKCMOHAT 80,0
(sbinBNEHME, OTOOP)
3 | MOHTa), AeMOHTaX OAMH 3KCNOHaT 24,0
4 | aHHOTMPOBAHME HOBbIX IKCMOHATOB OAMH 3KCNOHaT 12,0
5 |pepakTnpoBaHue M 3ameHa (nevyatb, opopmaeHme) aHHOTaUNM 1| oAMH SKCnoHaT 18,0
3KCMN/IMKaLMIA B 3KCNO3ULUM
MpumeyaHune: paboTbl ONMUCLIBAIOT KOMMJIEKTOBAHME, YYET, COXPAHHOCTb HEKHMMKHbIX MaTepunanoB Myses KHUTU.
2.16. CnpaBoyHas U uHPopmaumoHHan paboTa
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMU,

MWH.

Tabnnua 37

Tabnnua 38



2

YyeT NocTynUBLLMX BTOPUYHBIX OKYMEHTOB (KapTouek):

BblAB/IEHNE HEBbLINOJ/IHEHHbIX 3adKa30B; COCTaB/IEHUNE 3aABKU Ha
HEBbINOJ/IHEHHbIE 3aKa3bl

Ha o4HYy Heaento

840,0

OpraHuszauma cnpaBoYyHo-6ubanorpadmyeckoro annapara (CBA):

cocTtaBneHue bubanorpadumyeckom 3anmcm

OAMNH OOKYMEHT

2,3

MpocmoTp u oTbop Kaptoyek B CBA B uUensax u3bATMA WK
nepemeLlLeHmna (BTOpUYHbIN oT60p):

M3bATUE M3 KaTa/IOTOB W KApPTOTEK KApPTOYEeK Ha [AOKYMEHTbI,
CNUCaHHble n3 doHAa; npPoOCcMoTp KpaeBea4vecKux,
bubnvorpadpuyecknx n daktorpaduyecknx KaptoTek; usbATMe U3
HMX  KapTO4eK Ha  [AOKYMEHTbl, MOoTepsABlUME  LEHHOCTb,
nepeseAeHUEe KapTOYKU B apXMBHbIE KapTOTEKM (YHUUTOXeHue);
BHECEHME OTMETKU B IKypHaie y4yeTa U pPerncrpauyoHHOm
KapTOTeKe; U3bATUE M3 KaTa/loroB M KapTOTEK KapTO4YeK Ha
[OOKYMEHTbI, C1caHHble 13 doHAa

OAHO Ha3BaHuUe

1,0

Opl’aHMBaLI,MFl KapToTeKU I'IepCOHaJ'IMﬁ N TeMaTU4YeCcKo KapToTeKku:

onpeaeneHne 1 CoCTaBleHUEe NepeyHa 1L, CBeAEHUA O KOTOPbIX
OTpaKaloTCA B KAPTOTEKE; MPOCMOTP MHOOPMALMNOHHBIX U3AaHUN,
NepPBUYHbIX LOKYMEHTOB, OTOOP AOKYMEHTOB /18 BK/IOYEHUS B
KapTOTEKY; COCTaBNE€HWE aAHA/IMTUYECKOTO aHHOTMPOBAHHOTO
6ubnnorpadpmyeckoro onuUcaHMA SOKYMEHTA

0/lHa KapToTeKa

15,0

npocTaBieHne KBaanMPUKaLMOHHbIX MHAEKCOB, Noabop KapTodek
no wuHaekcam (andaBUTy) KU  pacCTaHOBKA KapToO4KM B
MHGOPMALMOHHbI Maccus

O4Ha KapToTeKa

4,0

TEXHUYECKAA WU coaeprKaTesibHaA o6pa60TKa AOKYMEHTOB AONA

OAVH AOKYMEHT

3,0




BK/NIOYEHMA B KapTOTEKY; PacCTaHOBKA KapTOYKM no andasBuTy
bamnamnii aBTOpPOB 1 MO BUAAM AOKYMEHTOB

7 |TexHunyeckoe pefaKTUPOBaAHME KAapTOTEK: NPOBEPKA COOTBETCTBUA| OAHa KapTO4Ka 2,0
CTPYKTYpbI, cogepxaHna n oGopmaeHnsa KapToyek B COOTBETCTBUMU
C TpeboBaHUAMM JAHHOW KAPTOTEKWU; 3aMeHA BETXMX KapTouyeK U
pasgenutenei
2.17. DKCKYPCUOHHAA AeATENbHOCTb
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BpEMEHMU,
MWH.
1 2 3 4
DKCKYPCUA MO IKCNO3MULUM MY3€A KHUTU:
1 |o630pHan aKcKypcua OfHa 3KCKypcumA 60,0
2 | 3KCKypcusa ¢ nog60pom M NOKA3OM KHUT OfHa 3KCKypcumA 300,0
2.18. NpoekT "AHTUNNArMAT"
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MWH.
1 2 3 4

Tabnnua 39

Tabnnua 40



OdopmneHmre 1 ydeT AOKYMEHTOB A/1A OKa3aHMWA YCAyr:

nosyyeHne W  NpPoOBEpPKa  [OroBOPOB,  3aKMOYEHHbIX C
OUBNYECKMMU NMLAMK, unTaTeNaMU BUBAMOTEKM, NO OKasaHMUIo
YCAyr, CBA3AHHbIX C UCMO/Ib30BAaHNEM 3/1EKTPOHHbBIX pecypcos (3P)
W 3N1EKTPOHHbIX BUbAnoTeK (IB)

OAVH AOKYMEHT

60,0

BbIrpy3Ka peecTpa M3 aBTOMATU3MPOBAHHOMW CUCTEMbI NO
cboOpMMpPOBaHHbIM [0r0BOPaM, 3aKAOYEHHbIM C PU3NYECKUMU
AnuamMu,  uYuTatensmum  6MBAMOTEKM, MO  OKas3aHUI  YCAyT,
CBA3aHHbIX C Ucnosb3oBaHnem 3P n 36

OOMH peecTtp

15,0

CBEpKa AaHHbIX MO MOCTYMMBLUMM [OrOBOPaM, 3aK/HOYEHHbIM C
OUBNYECKUMUN IMLAMM, YMTaTenamm H6MBIMOTEKM, MO OKasaHMUIo
YCNYr, CBA3aHHbIX C ucnoab3oBaHmem 3P un 3b, ¢ peectpom,
BbIrPYKEHHbIM M3 aBTOMATU3UPOBAHHOW CUCTEMDI

O4Ha CBepkKa

40,0

npuem 3aABKU OT OPNANYECKOro nLUa Ha 3aKNo4YeHne O0rosopa
MO OKa3aHUKo yCcnyr, CBA3aHHbIX C NCNOJ1Ib30BaHNEM 9P n3b

OAMNH OOKYMEHT

15,0

NnoOAroTOBKA TEKCTa AO0roBopa MO OKa3aHWI YCAYF, CBA3AHHbIX C
mncnonb3osaHuem 3P n 3b

OAVH AOKYMEHT

15,0

cornacoBaHWe nA0roBopa MO OKa3aHMIoO YCAyr, CBA3AHHbIX C
mcnosnb3oBaHmem 3P n 3b

OAMNH OOKYMEHT

300,0

perncrtpauma [OroBopa MNO OKA3aHUKIO YCAYr, CBA3AHHbIX C
mncnonb3osaHuem 3P n 3b

OAMNH OOKYMEHT

60,0

3anosiHeHWe TpeboBaHMA Ha odopmaeHne  ¢GUHAHCOBOro
OOKYMEeHTa K [O0roBopy MO OKas3aHUK YCAYr, CBA3AHHbIX C
mncnosnb3oBaHmem 3P n 3b

OAVH AOKYMEHT

30,0

nposepKka odpopmaeHHOro GMHAHCOBOrO AOKYMEHTA K A0roBopy
Ha OKa3aHWe yCcayr, CBA3aHHbIX C ucnosb3osaHmem 3P n 3b

OAMNH OOKYMEHT

15,0




10 |nognucaHme [OKYMEHTA MO OKa3aHWK YCAYyr, CBA3AHHbIX C| OAWH AOKYMEHT 960,0
ucnonb3osaHuem 3P n 3b

11 |BHeceHMe B peecTpbl yyeTa NepBUYHbLIX AAHHbIX O AOroBope No| OAMH LOKYMEHT 30,0
OKa3aHWIo yCAyr, CBA3aHHbIX C Mcnonb3osaHnem 3P n 36

12 |cKaHupoBaHWe OPOPMIEHHOTO AOKYMEHTA Ha OKas3aHue YCAyr,| OAWH AOKYMEHT 30,0
CBA3aHHbIX C ucnoab3osaHuem 3P n 3b

13 |oTnpaBka MO 3NEKTPOHHOW MoYTe  OPUAUYECKOMY /MLy o4HO 40,0
CKAHWPOBAHHOM KOMUM LOKYMEHTA Ha OKa3aHWe yCayr, CBA3aHHbIX|  coobuieHue
¢ ucnonb3sosaHmem SP n 3b

14 |noprotoBKa TeKCTa [AOKYMEHTa O BHECEHUM W3MEHEHWA B| OAWH LOKYMEHT 60,0
3aK/IIOYEHHbIN  [JOrOBOP Ha OKasaHMe YCAyr, CBA3AHHbIX C
ucnonb3osaHuem 3P n 3b

15 |nogroToBKa TEKCTa LLEHOBOro MPeaJsIoKeHWA Ha OKasaHWe YCAyr,| OAvH LOKYMEHT 60,0
CBA3aHHbIX C ucnoab3osaHnem 3P n 3b

16 [noArotoBka TEKCTa aKTa K [AoroBopy 06 OKasaHWM YCAyr,| OAWH AOKYMEHT 60,0
CBA3aHHbIX C ucnosb3oBaHnem 3P n 3b

17 |npoBepKa AaHHbIX Ha odMUMANIBHOM CcaliTe roCyAaPCTBEHHbIX| OZHa 3aKyrKa 20,0
3aKyNnoK O MPOBEAEHMWU TOProBOW 3aKYMKWM Ha OKasaHue yCayr,
CBA3aHHbIX C ucnoab3osaHuem 3P n 3b

18 | coxpaHeHue OOKYMeHTaumm c odunumManbHoro canTa oAanH daiin 15,0
rocy4apCTBEHHbIX 3aKYMNOK Mo 06bABNEHHON TOProBol 3aKynKe Ha
OKasaHwue ycnyr, CBA3aHHbIX C ncnosibsoBaHnem 3P n 3b

19 |npoBepKa AOKYMEHTALUM TOProBOWM 3aKYyMKW Ha OKasaHWe YyCayr,| oAuH OOKYMEHT 40,0
CBA3aHHbIX C ucnoab3osaHnem 3P n 3b

20 |moAarotoBKa 3anABKM AnA y4acTua B OObABNEHHOW TOProBoM| OJHa 3asBKa 150,0

3aKynKe Ha OCI)MLI,MaJ'IbHOM caunte rocygapcCTBEHHbIX 3aKyMnoOK MNo




OKa3aHWIo YCAYr, CBA3AHHbIX C NCnoab3oBaHuem 3P n 3b

21

BU3NPOBAHUNE 3aABKN B COOTBETCTBUU C PErNTAMEHTOM 61bnmoTeku

OAVH AOKYMEHT

360,0

22

noAroToBKa TeKcTa A0rosBopa A1a 0hOPMIEHUA MO OKOHYaHWIO
TOProBOM 3aKyMKM Ha oduUMANbHOM CcalTe rocyAapCTBEHHbIX
3aKYMOK MO OKa3aHMIo YCAYr, CBA3AHHbIX C UCMOb30BaHUEM IP u
b

OAVH AOKYMEHT

70,0

23

pasmeleHne 3aABKMU Ha Od)MLLmaanOM cante rocygapCTBeHHbIX
3aKynokK

OAHa 3aABKa

40,0

24

yyacTMe B TOProBoi 3akynke Ha oduuUMaNbHOM cante
roCcyJapCTBEHHbIX  3aKYNOK MO  PEer1aMeHTy  3/1eKTPOHHOM
naoLaaKku

0/ Ha 3aKyrKa

120,0

25

noAaroToBkKa TEKCTOB AOKYMEHTOB B COOTBETCTBUN C
Tp66OBaHMHMM pernameHTa nposeneHuUA TOpI'OBOl71 3aKynkun no
OKa3aHWUo ycnyr, CBA3aHHbLIX C NCNOJIb30OBaHNEM 9P n3b

OAVH AOKYMEHT

360,0

26

dopMMpOBaHME NNATEXKHOIO [AOKYMEHTa B  Oyxrantepckom
nporpamme no TpeboBaHUO Ha odopmieHne PUHAHCOBOro
OOKYMEHTa K [JO0roBopy MO OKasaHUIO YCAYr, CBA3@HHbIX C
ncnonb3oBaHnem OP n 3b

OAMNH OOKYMEHT

30,0

27

BblBO4,  Ha neyatb M3  Byxrantepckou nporpammol
CPOPMMUPOBAHHOIO MAATEKHOIO AOKYMEHTA

OAMNH OOKYMEHT

7,0

28

nepegaya nakeTa nNaaTeXHbIX AOKYMEHTOB Ha MoAnvcaHue B
byxranteputo

OAMH NaKeT

30,0

29

dbopmupoBaHMe erKegHEBHOro oTyeTa o paboTe No MPOEKTy M
BbINOJIHEHUW YCAYT, CBA3AHHbIX C UCNoAb30BaHMem IP n 3b

OAVH AOKYMEHT

60,0

30

KOHTPO/Ib  CPOKOB BbINOMHEHMA yCnyr, CBA3aHHbLIX C
mncnosnb3oBaHmem 3P n 3b

OAMNH OOKYMEHT

30,0




31 |KOHTPOJIb UCMOAHEHMA GUHAHCOBbLIX 06A3aTENbCTB MO AOroBOPY| OAVH AOKYMEHT 30,0
Ha OKa3aHWe yCcayr, CBA3aHHbIX C ucnosb3osaHmem 3P n 3b

32 |cBepKa UcnosiHeEHMA 06A3aTeNbCTB MO 3aK/AHYEHHbIM A0rOBOPaM| OAWMH AOKYMEHT 60,0
Ha OKas3aHWe YCAyr, CBA3aHHbIX C Ucnosib3oBaHMem 3P 1 3b

33 | KOPPEKTUPOBKA [daHHbIX B peectpax yyera 06 WCMNONHEHUU| OAVH AOKYMEHT 40,0
YC/IOBWIA  OOrOBOpPa MO  OKasaHWUK  YCAYr, CBA3AHHbIX C
ucnonb3osaHuem 3P n 3b

34 |HanpaBneHWEe PUANYECKOMY NNLY COOBLLEHUSA NO 3NEKTPOHHOM o4HO 30,0
noyte ob WCNOJHEHWUU YCNOBMI AOroBOpa MO OKasaHUIO ycayr,| coobuieHue
CBA3aHHbIX C UCNONb30BaHMeM 3P 1 3b

35 |popmupoBaHMe nakeTa  AOKYMEHTOB  ANA  Hamnpas/ieHus OAMH NaKeT 40,0
HOPUANYECKOMY JINLY NOYTOBbIM OTMPABJEHUEM

36 |BblAaya OPUIMHANOB 3aK/OYEHUA W KOMIMIEKTOB [AOKYMEHTOB| OAWH AOKYMEHT 60,0
3aKa3uMKaM Ha PyKu

37 |noarotoBKa KOMMNJIEKTA AOKYMEHTOB MO AOrOBOPam C MOJHOCTbIO| OAMH KOMMNAEKT 60,0
BbINO/NHEHHbIMWU 06A3aTeNbCTBAMU OKa3aHUA YCAYr, CBA3AHHbIX C
ncnonb3oBaHuem IP u 3B, ansa nepenaun B byxranteputio

38 |cocTaBneHMe peectpa KOMMAEKTOB AOKYMEHTOB, XPaHALWMXCA B| OAOMH peecTp 60,0
apxuse u/vaun nepegasaembix B byxrantepuio

39 |coctaBieHne n o0dPOPMAEHME APXMBHOM MAMKU OPUTMHANOB O Ha nanka 30,0
LOKYMEHTOB

40 |co3gaHMe apXMBHOM  3/IEKTPOHHOM  KOMWKU  OOKYMEHTOB C| OAWMH AOKYMEHT 40,0
NONHOCTbIO BbIMNOJIHEHHBIMW 06A3aTeNbCTBAMMU OKasaHUA YCAYT,
CBA3aHHbIX C ucnonb3oBaHMem 3P wn 3b, nepegaBaemblx B
byxrantepuio

41 |nepepaya OOKYMEHTOB B Oyxranteputo Mo peecTpy KOMIMJIEKTOB| OAWH peecTp 40,0




[OKYMEHTOB

42 | bopmMpoBaHME OTYETOB O pesysbTaTtax pPaboTbl MO MNPOEKTY| OAWH AOKYMEHT 1200,0
OKasaHwuA ycayr, CBA3aHHbIX C ucnosb3osaHnem 3P n 3b
NHbopmaumoHHaa noaaeprkka nNonb3oBaTeNieit NO  OKasaHuio
YCAYT, CBA3AHHbIX C MCnoab3oBaHnem 3P v Ob:

43 |TenedOHHble KOHCY/NbTaUMM MO OKa3aHMUIO YCAYr, CBA3AHHbIX C| OAWH 3BOHOK 40,0
ncnonb3oBaHmem dP 1 36, ana opuanyecknx n Gpusndecknx auL,

44 |cocTaB/ieHMEe COOOLIEHUIA B OTBET Ha BXOAALIME 3S/EKTPOHHbIE O4HO 180,0
NUCbMA MO OKA3aHWIO YCAYF, CBA3aHHbIX C MCMNoAb3oBaHMem 3P 1| coobuieHune
96

45 | dopmnpoBaHME CNUCKA KAMEHTOB ANA MNPOBEAEHMA MACCOBOM| OAHa PacCbl/iKa 1920,0
PacCbINKM MO 3/1EKTPOHHOW MOYTE MO MPOEKTY OKAasaHuAa YCAyr,
CBA3aHHbIX C ucnonb3oBaHnem 3P n 3b

46 |noAroToBKa AOKYMEHTOB A/1A MPOBELEHMA MACCOBOW PACCbINKM| OAHa paccbliika 600,0
No MPOEKTY OKAa3aHWA YCAYr, CBA3AHHbIX C UCNOAb30BaHMEM P un
96

47 |npoBeAeHMe MacCOBOWM PACCbIIKM MO MNPOEKTY OKas3aHWA YCAyr,| OAHa paccbliKa 90,0
CBA3aHHbIX C ucnoab3osaHnem 3P n 36
OcyuwiecteneHune ycnyrm npegocrasneHua goctyna K 9P v 3b:

48 | perucrpauma HOBbIX/aKTUBaLMA/AeaKTUBaLMA paHee| oOAHa 3anucb 30,0
paboTatomx topUANYECKUX/PU3nYecknx nnuy, B8
aBTOMaTU3MPOBAHHOM cucTEME

49 | opmmpoBaHMe COObLLEHNA NPEeACTaBUTENIO IOPULMUYECKOTO AMLLA O4HO 30,0
C AaHHbIMM ANA aKTMBaummM gocTtyna K 3P n 3b coobuieHne

50 |KOHTpOAb 32 OKa3aHMEM YCAYr, CBA3AHHbIX C MCNOAb30BaHMeM DP o4HO 60,0




n 36, gna opuanyecknx n eusmndeckmx auy, ¢ 3P n 3b, BKAtOYaA
MOHUTOPUHI HapyLleHWA NpaBua OKa3aHUA ycayr

ropuamnyeckoe/d
N3nYeckoe Nnuo

51

KOPPEKTNUPOBKA A3aHHbIX o ropnanyeckmnx nnuax B
aBTOMaTM3MpOBaHHOl7I cncreme

O4Ha 3anucb

30,0

52

BHECEHME  U3MEHEHMA B CMMCOK  IOPUAMYECKUX  Aul,
pa3smMeLlleHHbIM Ha caTe NpoeKTa

oAHa 3anuncb

30,0

OCYLLI,eCTBI'IEHMe YyCnyrm npoBeEPKU TEKCTOBOINoO AOKYMEHTA Ha
Ha/inyMe 3aMMCTBOBAHWUM U3 AOKYMEHTOB B COCTaBe J6:

53

BHeceHue B peecTp yyeTa MepBUYHbIX A3aHHbIX O MOCTYMNMUBLLUEM
LOKYMEHTE Ha OKa3aHWe yC/Iyru NpOBEPKU TEKCTOBOrO AOKYMEHTA
Ha Ha/InyMe 3aMMCTBOBaHMM U3 AOKYMEHTOB B cocTase b

OAMNH OOKYMEHT

15,0

54

KOPPEKTUPOBKA AAHHbIX B pPEECTPE Yy4eETa 06 3Tanax BbINOJHEHUA
3aKa3a No OKa3aHWUIo yCnyrn NpoBEPKU TEKCTOBOINo AOKYMEHTA Ha
Ha/inyme 3aMMCTBOBAHWM U3 AOKYMEHTOB B COCTaBe 2b

OAVH AOKYMEHT

15,0

55

pacnpegeneHne LOKYMEHTOB MO 3KCMepTam A/a OKasaHus yCayru
NPOBEPKMN TEKCTOBOTO AOKYMEHTA Ha Ha/MyMe 3aMMCTBOBaHMUI 13
[OOKYMEHTOB B cocTase 3b

OAMNH OOKYMEHT

40,0

56

nepegava AOKYMEHTA 3KCMEPTY A1 OKA3aHWA YCAyru NMpPOBEPKM
TEKCTOBOIrO  AOKYMEHTa Ha HaAuuMe  3auMCTBOBAHWMI U3
LOKymMeHTOB B cocTase 3b

OAVH AOKYMEHT

15,0

57

nosiydeHMe M ob6bpaboTKa IKCMEPTOM [AOKYMEHTA Ha OKasaHue
YCAYTM  MNPOBEPKM  TEKCTOBOrO  AOKYMEHTa Ha  Haauuue
3aMMCTBOBaHMIA U3 JOKYMEHTOB B cocTaBe Jb

OANH OOKYMEHT

40,0

58

M3ydeHMe  3IKCNepTOM  CTPYKTYypbl, COCTaBa, CoAepsKaHuA
OOKYMEHTa 417 OKasaHMA YCAyrM MPOBEPKU  TEKCTOBOro
[OKYMEHTa Ha Ha/inyMe 3aMMCTBOBaHUI U3 IOKYMEHTOB B COCTaBe

OAMNH OOKYMEHT

180,0




3b

59

nposepKa 3KCNepTomM OOKYMEHTAa Ha Haan4dyme npuemos,
NnpenATCTBYOWMNUX PaACNO3HABAHUID TEKCTA aBTOMaTMBMpOBaHHOVI
CMUCTEMOM U OKasaHWUIo YCNyrn npoBepKn TEKCTOBONro AOKYMEHTa
Ha HaZn4yMe 3aMMCTBOBAHWUM U3 AOKYMEHTOB B COCTaBe 2b

OAVH AOKYMEHT

180,0

60

nposBeAeHne 3KCMEepPTOM MepPBUYHOM MPOBEPKN [AOKYMEHTa C
NCMO/Ib30BaHNEM aBTOMATU3MPOBAHHOMN CUCTEMDI

OAMNH OOKYMEHT

60,0

61

o6pa60TKa 9KCNEPTOM OTHETA aBTOMaTMBMpOBaHHOVI cncremnbl o
I'IepBM‘-IHOl}'I nposepKke AOOKYMeHTa C UeNblo  UCKAKYEHUA
KOPPEKTHbIX 3aMMCTBOBAHNM

OAVH AOKYMEHT

480,0

62

aHanus 3KCMepTom HEKOPPEKTHbIX 3aMMCTBOBaHUM,
06HapyKeHHbIX B JOKYMEHTE

OAMNH OOKYMEHT

600,0

63

aHa/NM3 CnpaBoYHO-6MBAMOrpaduyeckoro annapata LOKYMEHTa,
BKJ/104AA CBEPKY UCTOYHMKOB, YKA3aHHbIX B CMIUCKE IMTepaTypbl

OAVH AOKYMEHT

480,0

64

dbopmmnpoBaHMe TeKCTa 3KCMNepTHOro 3ak/lyYeHUs Mo UTory
nposeAeHHOW MNPOBEPKU AOKYMEHTa C Y4eTOM [AaHHbIX OoTyeTa
aBTOMaTU3MPOBAHHOM CUCTEMBI

OAMNH OOKYMEHT

120,0

65

npoBepKa TeKCTa 3aK/AYEeHMA Ha nNpeamMeT COOTBETCTBUA
YCTAHOBNEHHbIM TPebOBaAHUAM K pe3y/ibTaTy OKasaHWA YCayru
NPOBEPKN TEKCTOBOTO AOKYMEHTA Ha HanMymMe 3aMMCTBOBaHUN U3
LOKymMeHTOB B cocTase 3b

OAVH AOKYMEHT

15,0

66

aHa/NM3 CcoZeprKaHMA pPes3yNbTaToB MPOBEPKM, YKasaHHbIX B
3aKN0YEHMM, KOPPEKTUPOBKA GOPMYINPOBOK

OAVH AOKYMEHT

60,0

67

BbIBOA, HAa MeyvyaTb UTOroBoN GOpPMbl 3aKNHOYEHUA NO Pes3ybTaTty
npoBeAeHHON MPOBEPKM [AOKYMEHTA C Y4EeTOM [AaHHbIX OTYyeTa
aBTOMATMU3NPOBAHHOM CUCTEMbI

OAMNH OOKYMEHT

15,0




68 | nognucaHue 3aKka4YeHUA OAWNH OOKYMEHT 240,0
69 | cKkaHMpoBaHMe 0GOPMIEHHOIO 3aKAOYEHNA OOMVH OOKYMEHT 30,0
70 |KOppEeKTMpPOBKA B peecTpax y4yeTa MOaHHbIX O BbIMNOJIHEHWUU| OAWH AOKYMEHT 40,0
06A3aTenbCcTB MO  AOrOBOPY M OKa3aHWIO YCAYyrM NpPOBEpPKM
TEKCTOBOrO  AOKYMEHTa Ha HaAuyMe  3auMCTBOBAHWMI U3
LOKymeHTOB B cocTase 3b
71 |cocTaBneHuMe OOMNOMIHEHMA K  3aKAKOYEHUID MO pe3yabTaTy| OAHO NMCbMO 120,0
OKa3aHMA TMpPOBEPKM TEKCTOBOroO [JAOKYMEHTa Ha Hajauume
3aMMCTBOBaHMI U3 JLOKYMEHTOB B cocTaBe Ib
72 |cbop n 06paboTKa CTAaTUCTUYECKMX [daHHbIX MO MPOEeKTam C| OAuH 3anpoc 240,0
73 |uncnonb3osaHvem 3P 1 3b
74 | npoBeaeHne NpoBepKu KadyecTsa daiinos B b oAnH daiin 40,0
75 |3arpyska ¢ainos ana BkaoveHMA B 36 ¢ NPOCTaHOBKOM NpuM3HaKa oAnH daiin 30,0
[ocTyna
76 | pesepBHOe KonunpoBaHue dalinos 36 o4HO 60,0

KonnpoBaHue




2.19. OKasaHue ycayr yaaneHHbIM No/ib30BaTeNsiM, B TOM YMCAE YMTaTeNs M BUBIMOTEKM, NOCPEACTBOM OHNAMHOBbIX aBTOMaTM3NPOBaHHbIX cepaucos (OnAC)

Tabnnua 41
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMH,
MUH.
1 2 3 4
1 |TenedoHHble KOHCY/NbTAUMM MO OPraHM3aLMOHHbIM BOMPOCaM| OAMH 3BOHOK 30,0

odpopmneHuna n npegoctaBnenuna ycayr vyepes OnAC

2 |cocTaBneHue coobuweHn A B OTBET Ha 3/1eKTPOHHbIE NMUCbMa O4HO 180,0
nosb3osaTtesiet OnAC coobuieHne

3 |nepeHanpaBieHue coobLieHni B nogpasaeseHne, OTBETCTBEHHOE O4HO 15,0
33 OKasaHWe KOHKpeTHol ycnyru B OnAC coobuieHune

4 | KOHTpO/Ib M 06paboTKa Nosy4eHHbIX 3aka3oB B ONAC OA4MH 3aKa3 20,0

5 |npoBepka 3akazoB B OnAC Ha COOTBETCTBME MpaBuaam OA4MH 3aKa3 30,0

npenocraBneHnAa ycnyr

6 |KOHTPO/b 3@ NOCTYNAEHUAMM CPeACTB MO ONJIAYEHHbIM 3aKa3am B| 0OAHa ycayra 60,0
OnAC

7 | KOpPpPEeKTMPOBKA CTaTyCa 3aKas3a, 3aKpbITUE 3aKa30B O4MH 3aKa3s 30,0

8 |noAroTtoBKa aKTa CBEPKM 3a OTYETHbIM Nepuog O MNOCTYMNNEeHUAX| OAWH AOKYMEHT 60,0

CpeAacTB Mo onjavyeHHbIM 3aKa3am B OnAC

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

10 |dopmupoBaHUE NaKeTa LOKYMEHTOB A1A HAMNpPaB/AEHMA NOYTOBbLIM OAMH NakKeT 30,0




oTrnpasaeHnem

11 |dopmupoBaHME exKeaHEBHOINO OTYETa O HOBbIX 3aKasax W OA4MH OT4eT 60,0
BbInosnHeHun ycnyr 8 OnAC

12 |dopmunpoBaHME MUTOrOBbIX OTYETOB O pesysbTaTax paboTbl MNo O4MH oTyeT 1500,0
NPOEKTY, C AeTanu3aumen No Kaxkaoh oTaebHOM ycayre
Pervcrpaums nonb3oBaTenien B peXMme OHMalH:

13 |npoBepKa 3anuncu noab3oBaTens B bubamoTeky oAuH 1,0

nonb3oBaTenb

14 |obpaboTka n BBOA, GamMUIUN, UMEHM, OTYECTBA MOJb30BaATENS U oAuH 2,5

agpeca ero 3/1eKTPOHHOM NoYTbI 3/1eKTPOHHbIN
dopmynap

15 |coctaBneHne NUCbma C YKa3aHWEM JIOTMHA M CreHepPUPOBAHHOTO 0AHO 2,5
CMUCTEMOM Mapons, MPUKPENSIEHUE MHCTPYKUUM MOSIb30BAHUA W| 3NEKTPOHHOE
OTMNPaBKa ero No 31eKTPOHHOW NOYTE NO/Ib30BATENIO NMUMCcbMO
O6cnynBaHMe NosIb30BaTeNEN B peXXUME OHNANH:

16 |Bbirpy3ka n3 OnAC OTYETHbIX AaHHbIX 33 ONpeaesieHHbIN nepuos, oaviH dainn 5,0
BPEMEHMU

17 |pasmelieHne HOBbIX MNOCTYM/IEHUA [OKYMEHTOB Ha cauTe oAnH daiin 1,5
61MbNNOTEKM: co3daHWe 3aro/loBKa aHHOTAUMM; MNPUKpensieHne
dainos

18 |paccblika MO 3/IEKTPOHHOM MoYTe yAasieHHbIM MOJib30BaTeENAM O4HO 1,5
MHGOPMALMOHHbBIX COOBLLEHMI 3/IEKTPOHHOE

NM1MCcbMO

19 |MHbOPMaAUMOHHOE COMPOBOXKAEHNE CalTa, NopTana U CTpaHuL, B ogHo 1,5

COUManbHbIX  CeTax: CcOo3faHMe  3aro/oBKa aHHOTauuu;| coobuweHune




npukpennexue darina(os)

3. TunoBble oTpacaeBble HOPMbI TPyAa Ha PaboTbl, BbINOJHAEMblE
B CNeLManmM3npoBaHHbIX 6MBAMOTEKAX 414 MHBAIMAOB MO 3PEHUI0

Hopmbl Tpyaa pa3paboTaHbl Ha OCHOBHbIE BUAbI PaboT, BbIMOJIHAEMbIX B CNELMAIM3NPOBAHHbIX BUBIMOTEKAX A1 UHBANUAOB NO 3PEHUIO: KOMIMJ/IEKTOBaHMe
n yyeT 6ubanoteyHoro poHaa; 6MbAMOTEUHAs 0OpabOTKa AOKYMEHTOB; OpraHM3auus U BeAeHMe KaTasoros, popmupoBaHue 6a3 AaHHbIX, B TOM yucie 6a3
OaHHbIX 3ByKOBbIX ¢ainos; paboTta ¢ poHaOM M obecneyeHMe ero COXPaHHOCTU; CTaLMOHApPHOEe U BHECTAaUMOHapHoe obCcayKMBaHUE NO/b30BaTe/Iel; MaccoBas,

cnpasoyHas M WHOpMaUMOHHasA paboTa; HayyHO-MeToAMYecKkasa U pedaKUMOHHO-U3AaTeNbCcKada pPaboTa; BbIMYCK MaNOTUPAXKHbIX M3AaHUIA CcreumanbHbIX
dopmaTos.

Mpw BbINONHEHMM PabOT cNAabOBMAALLMMUN U HE3PAYMMU CNELLUANNCTAMWN AENCTBYIOT NOMNPaBoOYHble KO3dUUMEHTbI: gna cnabosuaawmx - 1,5; ana Hespaumx

-2,0.
3.1. KomnnektoBaHune 6ubnnoteyHoro poHaa
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BpEMEHMU,
MWH.
1 2 3 4
TekylLee KomnaekToBaHue bubamoTeyHoro poHaa:
1 |nNpocMOTp KHWUrousgatesbCKOM WM KHUFOTOProBoM WHGOpMauumM| oaHa no3mumsa 0,5
(aHHOTMpPOBAHHbLIX M/AaHOB BbIMYCKA /UTEPATYPbl, MPOCMNEKTOB,
CalTOB M3J4aTe/IbCTB U U34AMOLLUX OPraHU3aLmii)
2 |onpepeneHve TeMbl U BUAA AOKYMEHTA, noasexallero otbopy,| oauMH AOKYMEHT 6,0

BblACHEHWNE HQO6XO,£I,MMOCTM I'IpMO6peTEHVIﬂ, CBEPKa C
3/1EKTPOHHbIM KaTa/iorom

Tabnnua 42



OnpegeneHune sK3eMnAAPHOCTM 3aKasa:

0AHa no3uumn

ANA noapasaeneHnin

1,0

ana bnbnvotekn B Luenom

2,0

odopm/ieHMe 3aKasa: cocCTaB/eHuWe Aorosopa, odopmneHue
NPUNOKEHUA K LOroBOPY; YKaszaHWe 3K3eMMNAAPHOCTU, CTOMMOCTU
3aKasa; COCTaB/IeHNe TEXHNYECKOTo 3a4aHusA

O4WUH 3aKa3

45,0

NOArOTOBKAa K MNPOBEAEHMI0 TOProB: COCTaB/JEeHWE CMMCKa
TpeboBaHMN K y4aCTHMKAM KOHKYpCa; OMOBELLEHME YYaCTHUKOB
KOHKYpCa O CpOKe MNpOoBeAEeHUs; HamnucaHue, perncrtpauma wu
paccbliika NUCbMA B U34aTeNbCTBA M M3A4atoLWMe OpraHM3aumum

oJHa npoueaypa

200,0

PaboTa B dBTOMATU3NPOBAHHOM pexXnme:

BBOJ, 3aKa3a TeKyWero KOMMAEKTOBaHWA B 633y J[aHHbIX
aBTOMaTU3MPOBAHHOM CUCTEMDI (64 AC); YyKasaHue
9K3eMMIAPHOCTM 3aKasa, pacnpefeneHue Mo  CTPYKTYPHbIM
noApasaeneHunam

OAHO Ha3BaHUe

3,0

pefakTnuposaHue BBeaeHHbIX B b, AC cBeaeHWM 0 3aKase; BbIBOA,
Ha 3KpaH; BHECeHMEe U3MEHEH U

OAHO Ha3BaHue

6,0

BbIBOA, Ha MNPUHTEP [AaHHbIX TEKYWEero KOMIMJ/IEKTOBAHUS;
pacnevaTtka

OAHO Ha3BaHUe

1,0

BegeHue KapTOTeKU TeKyLLEero KOMNAeKTOBaHUA:

10

COCTaB/IEHME KapTOUYKM; YKasaHWe aBTopa, 3ariasuA, BbIXOAHbIX
AaHHbIX, NICTOYHNKA KOMMN/IEKTOBAHUA

0AHa KapTouKa

3,0

11

pa3pe3ka un34aTe/NIbCKUX MNNAHOB, pPacnevyaTok ANA KapTOoTeEKU
TEKYWEro KOMMNNEKTOBAHNA; HaKneunmBaHMe Ha KaTaJ/IoXKHble
KapTo4Ku

OQlHa KapTO4Ka

2,0




12

noadopka KapToyek no andasBuTy; pPacCTaHOBKA B KapTOTEKY
TeKyLl,ero KomnaeKkTtosaHuA

0AHa KapTouKa

1,0

Ocl)omeeHme noANUCKN Ha nepunognyvyeckne nsgaHumAa:

13

npocmoTp KatanoroB "Pocneyatn"; otbop

W34aHUM gNa NOANUCKK

nepuoauyeckux

0AHa no3unumn

0,5

14

c60p 3aABOK A/19 NOAMMUCKM OT CTPYKTYPHbIX NogpasaeneHui

O4Ha 3aABKa

1,0

15

odopmieHne 3aKasa Ha NOAMNMUCKY; MOACYET CTOMMOCTU NMOAMUCKM
C YydYyeTOM [J0CTaBKK; coOCTaB/ieHWe Aaorosopa, odopmneHue
NPUIOXEHUA K 40roBopy

0AMH 3aKa3

300,0

16

cocTasneHune
nepuoanYecKnx
NepuoanYHOCTH,
noapasaeneHns

perucTpaLnoHHon
U3aaHni;
NCTOYHUKE

KapTo4Ku
YKa3aHue
nocrynneHwums,

ONA  KapToTeku
MHAEKCA, roga,
CTPYKTYpHOro

OQlHa KapTO4Ka

6,0

PaboTa B aBTOMaTU3MPOBAHHOM PEKMME:

17

BBO/, 3aKa3a Ha nepuoamnyeckume nsganus s b AC

OlHa KapTO4Ka

3,0

18

KOPPEKTUPOBKA 3aKasa; BbIBOA HA 3KPaH CMUCKA NEPUOANYECKUX
M3OaHWNIM; BHECEHUE N3MEHEHUN

0/iHa nornpasKa

0,3

[JoKkomnnektoBaHue 6UbAnoTeyHoro doHaa:

19

npuem 3asBOK Ha MNpuobpeTeHuMe AOKYMEHTOB OT CTPYKTYPHbIX
noapasaeneHuni

oAHa 3aABKa

3,0

20

COCTaBneHune 6M6J1MOFpad)M‘-IECKOﬁ 3aMnUCU; yKasaHUe KOZIn4ecTBa
3K3emMnnAapos 1 curnos nop,pasp,enEHMﬁ

OlHa KapTO4Ka

3,0

21

BK/1IOYEHUE 3aABKN B KapTOTEKY AOKOMM/1IEKTOBAHUA

0AHa KapTouKa

0,3




22 |NpPOCMOTP KapTOTEKM Hey[0BAETBOPEHHOrO CNPOCA; aHaAu3| OOVH LOKYMEHT 2,0
OTKa3a A/1A BbIAB/JIEHUA OTCYTCTBYHOLMX AOKYMEHTOB; BKAIOYUTb
MX B KAPTOTEKY AOKOMMNIEKTOBAHMA
CocTaBnieHMe oNepaTMBHOIO NaHa KOMMJIEKTOBAHUA:
23 |onpeaeneHne KOJIMYECTBEHHbIX MOoKasaTenen obbema ¢oHaa OAMH NJaH 1200,0
(noctynneHne, BbIBLITME), OTpPac/NeBOro COCTaBa, MCTOYHMKOB
NOCTYNAeHMA, CMETbl PAacxo08
OdopmneHne nnaHa KOMNIEKTOBaHUA B Gopme:
24 |Tabnuy, ogHa Tabaunua 5,0
25 |KapToTeku O4Ha KapTouKa 3,0
PaboTa B aBTOMATM3MPOBAaHHOM PeEKMUME:
26 |BBOA NnaHa KomnnektoBaHuA B b AC OAMH NNaH 30,0-120,0
27 |KoppeKTMpoBKa B/l; BbIBOA HA 3KpaH; BHECEHNE U3MEHEHMWA OJiHa nornpaskKa 0,3
3.2. Mpwuem, BbIObITUE U yYET AOKYMEHTOB
N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHus BpEMEHMU,
MWH.
1 2 3 4
Mpuem NOCTyNUBLUNX AOKYMEHTOB:
1 |npvem [OOKYMEHTOB MO COMPOBOAMUTE/NIbHbIM  AOKYMEHTam| oOAHa napTuA 5,0
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(HaknagHan, akT); noabopKa [AOKYMEHTOB MO KOMM/EKTaM,
andaBuTy aBTOPOB M 3ariaBuii, 3KCNEAULMOHHbIM HOMEpPaM;
CBEPKa C CONPOBOAMTE/IbHBIM AOKYMEHTOM; MPOCTaBAEHME LiEHbI
Ha AOKYMEHTe, NOACHET YMC/Ia IK3EMMAAPOB, 06LLYI0 CTOMMOCTb

Mpuem JOKYMEHTOB 6e3 con poBOAUTE/IbHbBIX AOKYMEHTOB!

2 |noaobopKa OOKYMEHTOB MO KOMMIEKTam, andaBuUTy aBTOPOB M| OAUH AOKYMEHT 10,0
3arfaBui; NpoBeAeHNE OLLEHKN LOKYMEHTOB
3 |cocTaBneHue aKTa Ha Npuem JOKYMEHTOB OOVH aKT 5,0
4 |npocTaBsieHMe WITEeMMNena Ha TUTYbHOM JMCTe M Ha 17-W| oAMH AOKYMEHT 0,6
CTpaHuLEe [OKYMeHTa Ha Oyma)KHOM HocuTene, KarKaom
KOHTENHepe "rosopAwen" KHUMM Ha KacceTaX, KOHTenHepax
bnew-KapT, ONTUYECKUX U XKECTKMX SUCKOB
CBepKa MOCTYNMBLWIKMX JAOKYMEHTOB C KapTOTEKOM TEKYLLEro
KOMM/IEKTOBAHMA:
5 |cBepKa nOCTyNMBLUErO AOKYMEHTa C KapTOYKOM M3 KapTOTEeKM| OAHa KapTouKa 1,0
TEKYLEero KOMMNNEKTOBaHWA; MOWUCK KapTOYKMK, BbINOAHEHWE Ha
KapToyKe OTMEeTOK
6 |ycTaHOB/IEHME KAPTOYKM 3a pasgenuTensd "Bbino/iHeHHble 3aKa3bl" | 04HA KapTo4Ka 0,5
PaboTa B aBTOMATM3MPOBAHHOM PEXUME:
7 |co3ganue B b, AC 3anncu o HOBOWM OpPraHM3auUKN-NOCTaBLLMKE ojHa 3anucb 2,0
8 |nouck 3anucu B B[ "3aKas"; BHeECEHME OTMETOK O BbIMOJIHEHMWU| OfHA 3aMnucb 0,6
3aKasa
9 |npoBepKa Ha Ayb6NeTHOCTb NOCTYNUBLINX AO0KYyMeHTOoB B B, AC OOMVH OOKYMEHT 2,0
10 | pernctpauma HoBbIx nocTynaeHnin 8 b, AC O4WH OOKYMEHT 3,0




11 [nognucka Ha NpPOAO/KAOWMECA W3[AHMA; BbINOJIHEHME B| OAHO Ha3BaHWe 2,0
PErMCTPALMOHHOM KapTouKe BUBANOTEYHbIX OTMETOK

12 |KoppekTupoBKa 3anuceir B B AC; BbiBOA 3anMcM Ha 3KpaH;| oAHa nonpaekKa 0,3
BHECEHME U3MEHEHMWI
Mpuem n perncTpauma XypHasios 1 raser:

13 |nopbopKa KypHanoB W raset no andaBUTy Ha3BaHMUM; MOMUCK| OAWMH LOKYMEHT 1,0
pPerucTpaunmoHHom KapTOYKM B KapToTeKe  MOAMWUCHbIX
NepuoaMYECcKUX W34aHUI; OTMETKa HoMepa, AaTbl NOJy4YeHuA
LOKYMEHTa

14 |npocTaBneHue WTeMnens Ha KypHane, rasere OOVH LOKYMEHT 0,5
PaboTa B aBTOMaTM3MPOBAHHOM peXUME:

15 |oTmMeTKa O perucTpauum nepuvoguyveckux wsganmin 8 b, AC| ogHa 3anucb 0,5
(HOoMep, KOIMYECTBO 3K3EMNNSAPOB, OTAE/ XPAaHEHUS)
BepeHne KHUMM CyMMapHOro y4yeTa:

16 |BblaeneHne AOKYMEHTOB MO BMAAM, OTPACAAM 3HaHMA; NoAacyeT| oAgHa napTuA 10,0
ynucna  OOKYMEHTOB; 3anmMcb  pe3ynbTaToB  noacdyetra no
YCTaHOBNEHHOW popmMe B KHUre cymmapHoro yyeta (KCY)

17 |noacyeT NOCTPaHWMYHO NO MNo3uuMAM aaHHbiXx KCY; nepeHeceHue| oAHa no3mumA 2,0
WTOMU Ha C/IeAyIOLLYIO0 CTPaHULY

18 |[cBepKa WHAHCOBLIX [AOKYMEHTOB oTAena ¢ (PpUHAHCOBbIMU| OAUH AOKYMEHT 2,0
[OKYMeHTamu byxrantepum

19 |odopmneHne conpoBOAMTENbHBIX AOKYMEHTOB (HaKMagHan, aKT)| OAWMH AOKYMEHT 15,0

4014 nepegaum B byxrantepuio

PaboTa B aBTOMaTM3MPOBaHHOM pPeKUME:




20 |BBOA, CTaTMUCTMYECKMX paHHbix KCY B B, AC (roa, Homep KCY,| opgHa naptusa 6,0
HOMmep COMpPOBOAMNTENBHOIO [OKYMEHTA, NCTOYHUK
KOMMNNEKTOBAHUA, UCTOYHMK GUHAHCUPOBAHUSA, YNCAO Ha3BaHUM,
YUCNIO IK3EMMNIAPOB, TUM U3LAHUIA, CYMMa)

21 |pacneyaTtka KCY Ha npuHTepe oA4Ha CTpaHuMua 1,0
BeneHne MHBEHTAPHOM KHUTN:

22 |odpopmaeHne  MHBEHTAPHOM  KHUIM;  HyMepaums  CTpaHWU,| OZHa CTPaHMUa 1,0
npocTaB/ieHne HomMepa B UHBEHTAPHOM KHUTe

23 |3anncb AOKYMEHTOB MO YCTAaHOBJIEHHOM popme B MHBEHTAPHYO| OAUH AOKYMEHT 10,0
KHUTY; BHeceHne 6ubanorpadmMyecknx cBegeHUii Ha HOBble
NOCTYNAEHMA;  NPOCTaBAE€HME  MHBEHTAPHOrO  HOMepa  Ha
OOKYMEHTE, WUAEHTUPUKALMOHHOTO (CMCTEMHOrO) HOMepa Ha
KECTKOM AMnCKe
PaboTa B aBTOMaTM3MPOBAHHOM peXUME:

24 |co3pgaHue 6ubanorpadmMyeckon  3anMCM  Ha  MOCTYNUBLUMMKA| OAVH AOKYMEHT 15,0
[OKYMeHT B "MHBeHTapHoM KHure" B AC

25 | pacneyaTKa MHBEHTAPHOM KHWUMM HA NPUHTEPE OfHa CTpaHuLa 1,0
BblbbITUE LOKYMEHTOB:

26 |cocTaB/eHMe rogoBOro nJjaHa Ha BblbbITME; yKasaHMe KBapTana, OAMH NNaH 2160,0
noapasgeneHus, BUAa LOKYMEHTOB, KONMYECTBO
CocTtaBneHune akToB CINCAHUA:

27 |[npvem GOpPMYNSApoOB, CMNUCKOB BbIObIBLUMX [AOKYMEHTOB OT OOMH aKT 10,0
CTPYKTYPHbIX NOAPA3AENEHUNN; perncTpaLma akTa

28 |MOMCK NO MHBEHTapHOMY Homepy bubnuorpaduyeckon 3anucu B| oJHa 3anucb 0,5




3NEeKTPOHHOM KaTasiore; onpegeneHune KoadpduumeHTa LeHsbl, roaa
nocrynaeHumA n BHeceHMe ONnAa CnucaHuA AOI‘IOHHEHMI‘/‘I B
bubnnorpaduyeckyro sanunco

29

Npu OTCYTCTBMM 3aNWUCK B 3/JIEKTPOHHOM KaTasiore BBeAEHUE BCEX
ona popmupoBaHus 6Gubanorpaduyeckon 3anucu CBEAEHWUIN C
dopmynapa MAKn U3 CNUCKa aKTa

O4Ha 3anucb

3,0

30

BHECEHMEe 3anucu B aKTe CNUCAHUA K MHBEHTAPHOMY HOMepy
[OKYMeHTa HoOMepa BblObIBLLEN KHUMM M3 KOMMAEKTa penbedHo-
TOYEYHOro AOKYMEHTA

oAHa 3anuncb

0,2

31

NpoBepKa  WHBEHTAPHbIX HOMEPOB, roga  MOCTYyMN/eHus,
KoadPuumMeHTa LeHbl BbIObIBLIErO JOKYMEHTA

O4Ha 3anucb

3,0

32

pacrneyaTka CAMCKa BblObIBLUMX [OKYMEHTOB B a/idaBUTHOM
nopagKke pOasa yAaaneHUs MWHBEHTApPHbIX HOMEPOB M U3bATUA
KapTOYEK M3 CUCTEMbI KapTOYHbIX KaTasioroB 6ubanortekmn

oAHa 3anuncb

3,0

33

3anMcb O BbIOLIBWWX W3 geicTBylowux ¢oHAoB 6ubanoTeku
JOKYMeHTax B cooTBeTcTByolnx rpadax 2-i yactm KCY (paTa,
HOMEpP aKTa, KOJIMYECTBO, CYMMa, COAEPKaHWE, MPUYUHbI
BblObITUA)

OAHa 3anucb

3,0

34

WCK/ItOYEeHNE LOKYMEHTA MO aKTy U3 yYeTHbIX Gopm (MHBEHTAPHOM
KHUTN)

OAVH AOKYMEHT

4,0

35

rnoralweHne MHBEHTAPHOrO HoMepa U wTemnens 6MbanNoTeKN Ha
[OKYMeHTe

OAVH AOKYMEHT

0,5

36

noAwneKa akToB

OAWNH aKT

0,5

MpumeyaHue: npu paboTe ¢ LOKYMEHTAMM HAa MHOCTPaHHbIX A3bIKAaX K HOPMe BPEMEHU NPUMEHAETCA NOBbIWALWNI KoaddmumneHT 1,2.

3.3. bubsimoteyHan o6paboTKa AOKYMEHTOB




N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MUH.

1 2 3 4
Mpnem fOKYMEHTOB:

1 |[npuem napTMnM [OOKYMEHTOB; MNPOBEPKA 3K3EeMMNAAPHOCTM NO| OAHa NapTuAa 5,0
CONpoBOAMTENIBHOMY AOKYMEHTY; 3aNnCb B KHUTE y4YeTa

2 |NoarotoBKa [OOKYMEHTOB K WHAEKCMPOBAHMIO WM BBOAY B| OAWH OOKYMEHT 0,7
3/IEKTPOHHbIN KaTanor

3 | npoCcMOTp M BbiABNEHME aHANOMMYHbIX U34aHUI Ha OPYrMX BUAax| OAHa 3anucb 0,2
HOCUTeNeln B 9/1IeKTPOHHOM KaTasiore

4 | NpOoCMOTP AOOKYMEHTOB HA WHOCTPAHHbIX W HAUMOHANbHbIX| OAVH OOKYMEHT 30,0
A3blKax; NepeBog, AN ONUCAHNA CBeAEHMI Ha PYCCKUIA A3bIK
dopmupoBaHme bubamorpadpuyeckon sanmncu
PekaTanormsauums:

5 |cBepKka KapToyeK C [OOKYMEHTOM; WCMpaBAEeHME CTaAporo| OAHa KapTOudKa 7,0
bubnrorpadmnyeckoro onmcaHmsa; coctaBaeHMe HOBOFO OMNMUCaHUSA;
nepeHeceHue wudpa, UHBEHTAPHOro Homepa, b6ubanoTeyHom
NOMETKM
Cucrematmsauma AOKYMEHTOB:

6 |cucTemaTusaums OOKYMEHTOB C WCMNOJIb30OBAaHMEM MeyaTHOW| OAWMH AOKYMEHT 2,0

KapTOYKM WAM aHa/sora Ha Apyrom BWAEe HOCUTENs; MpOoBepKa
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COOTBETCTBMA MHAEKCOB Tabauuam KnaccudpuKkauum, nNpuHATbIM B
6mnbnnoTeke; NpocTaBaeHNe UHAEKCA Ha JOKYMEHTe

cMcTeMaTM3aumMa JOKYMEHTOB NPW OTCYTCTBUM NEYaTHON KapTOUKM
WAW aHanora Ha APyrom BMAE HOCUTENN; MPOCMOTP 3TUKETKM
M34aHuA, NPOCNYWMBaAHUE KacceTbl/amcKa/dnew-kapTbl; YTeHMe
CBEAEHMUI, HaMuCaHHble penbedHO-ToYeYHbIM WpPUdTOM, ANsA
YTOYHEHMA aBTOPA, Ha3BaHMSA, BbIXOAHbIX AAHHbIX, COAEPKAHMS;
onpegeneHne MHAEKCa No Tabanuam KnaccuduKaumm, NPUHATbIM
B 6bNMOTEKE, NPOCTaBEHNE UHAEKCA HA AOKYMEHTE

OAVH AOKYMEHT

10,0

onpeAeneHne aBTOPCKOrO 3HaKa [OKYMeHTa NOo aBTOPCKMM
Tabnmuam

OAVH AOKYMEHT

0,2

npoBepKa NPaBUAbHOCTM M WUCMpaBAeHMEe KAAacCUPUKALMOHHOIO
WHOEKCA W aBTOPCKOTO 3HAKa, VYKasaHHbIX Ha 3TUKeTKe
"roBopsAwen" KHUru

OAVH AOKYMEHT

3,0

10

onpegeneHne UHOEKCOB NPOU3BEAEHWI, 3anNUCaHHbIX Ha deLl-
KapTe (oT 4 go 8 Has3BaHWiA), ANa GOPMMPOBAHMNA KaTaNOMKHOIO

wnodpa

oAHa dnew-
KapTa

5,0

11

onpeaeneHue dopmara, KoJIn4ecTBa 6paliieBCKmX n
NIOCKOMEYaTHbIX JINCTOB, XapaKTepa MNpPUIOXKEeHUN, pesbedHo-
TOYEYHbIX U3AaHUIM U penbedHo-rpadpuyecknx nocobui

OAHO Ha3BaHUe

5,0

12

onpegeneHne U nepeyvymcneHme matepumanos, UCMNOJSIb30BaAHHbIX
npn COo34aHUN TaKTU/IbHbIX PYKOAENbHbIX M3,£l,aHMl71,' nepecyer
KO/In4yecTBa CTpaHuy, I'IpMJ'IO)KEHMVI, BblAB/IEHUNE Aapyrunx
XapaKTepPHbIX ocobeHHocTel AOKYMEHTOB

OAHO Ha3BaHMe

5,0

13

nepecyeT MNPUIOXKEHMUIN, BbIBAEHWE APYITUX  XapaKTepHbIX
0c0b6eHHOCTelM NJI0CKONEYaTHOro AOKYMEHTA

OAHO Ha3BaHUe

3,0

MpeameTnsauma AOKYMEHTOB:




14 |npegmeTMsauma  OOKYMEHTOB C  MCMNO/JIb30BaHMeM  pybpuK| OAHO HasBaHWe 3,0
NeyaTHOM KAPTOYKW; MPOBEPKA COOTBETCTBMA PYOPMKM NeyaTHOM
KapTOYKM NpeaMeTHOMY KaTanory

15 |npegmeTvsaumMsa  OOKYMEHTOB  MNPU  OTCYTCTBMM  MEYaTHOM| OAHO Ha3BaHWe 6,0
KapTOYKM; O3HAaKOM/IEHUE C LOKYMEHTOM, onpeaeneHne pybpuku

16 |cocTaBneHMe HOBbIX MpeagMeTHbIX pybpuk ©  noapybpuK;| oaHa KapTouKa 2,0
nepeHeceHne Ha KapTOYKU CNYKEOHOM KapTOTeKM

17 | pepaktMpoBaHue NpegMeTHOM PyBpUKK; NpoBepPKa NPaBMUAbHOCTU| OAHA KapToudKa 1,0

npegMeTHON py6pPUKKM, TOUHOCTU HaNUcaHUA




MprmeyaHue: K Hopmam BpeMEHU NPUMEHSAIOTCA NOBbILAOLLME KOSDPULMNEHTDI:

- Npn CcCoCtaBneHUn 6M6J’IMOI’pa¢MHECKOFO OMUCaHNA Ha [OOKYMEHTE,

6ubnnorpadurueckoi 3anucu - 1,2;

- Npy 6ubanoTeyHo 06paboTKe HOTHbIX U3daHuUM - 1,5;

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

3.4. OpraHu3auma 1 BeeHue KaTaaoros

Ha TUTYZIbHOM 1NUCTE,

N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MUH.

1 2 3 4
OpraHusauma andaBUTHbIX KaTanoros (NJ0CKOMEYATHbIX KHMU,
HOT, rPaMNIaCTUHOK):

1 |nopbopka KapTouek no andaButy ¢GamuaMii aBTOPOB WAM| OAHA KapTodKa 0,2
3arsiaBun ANa PacCTaHOBKM

2 | paccTaHOBKa npeaBapuTe/ibHO Nog0bpaHHbIX KapToYek OZHA KapTO4kKa 0,3

3 |pepakTMpoBaHWE KaTasiora; MNPOBEPKA PACCTAaHOBKM KapTO4eK,| OAHa KapTOudKa 0,5
NpPaBUIbHOCTH 006aBOYHbIX 7 CCbINIOYHbIX KapTouYeK,
nucnpasneHune ownbok

4 | HanucaHwe pasgenuTens pns Katanora, ykasaHue Byksbl, ciora oAMH 0,6

pasgenntenb

Ha KOTOpbIX YaCTUMYHO OTCYTCTBYHOT AdaHHble AONA
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5 |paccTtaHoBKa pasaenvtesnien B KaTasiore; noadopka pasgenurens OAMH 0,3
no andaBuTy; MNOUCK MeCTa pasfenuTens; npocTaBAeHMe| pasgenuTenb
pasgenurens

6 |NpoBepKa pacCTaHOBKM pasaenutenei; ncnpasaeHme ownbok OOMH 0,3

pasgenuTenn
OpraHM3aLmnAa CMCTEMATUYECKOTO KaTanora NJ0CKOMeYaTHbIX KHUT

7 |noabopka KapToOYeK MO MHAEKCAM, BHYTPM pa3gena no andasuTy| ogHA KAapTo4Ka 0,3
bammnnit aBTOpOB UM 3arfaBui o1 PacCTaHOBKM

8 |paccTtaHoBKa npeaBapuTenbHO NoAobpaHHbIX KapToveK OJHa KapTOYKa 0,3

9 | pefaKTMpoBaHMe KaTasiora; NpoBepKa NPaBUAbHOCTM HAMOMHEHWA| OAHa KapToO4Ka 1,0
pa3fenoB KaTasiora no cogep’KaHuioo, MHAEKCALMU U PAaCCTaHOBKe,
ncnpasaeHne oWnO0oK

10 |peKknaccudpuKaums Katanora; McnpaBieHMEe WHAEKCOB, BHECEHME| OAHa KapTouKa 6,0
ncnpasneHnin B andaBUTHLIN KaTanor

11 |HanucaHue pasgenutensa ANA KaTanora; ykasaHne HamnMeHOBaHMA OOMH 0,5
pasgena, NoApasaena v UHbIX pasaenntenei pasgenuTenn

12 |paccTtaHOBKa pasgenuTenie B KaTanor; nogdopka no MHAEKCam, OAMH 0,3
NOMCK MeCTa, MOCTaHOBKA pasgenntens pasgenuTenn

13 | npoBepKa paccTaHOBKM pasaenutesnein, ucnpasieHne ownboK OAMH 0,3

pasgenutesnb
OpraHusauusa cucTemaTMyeckuMx KatasoroB ('rosopawmx” wm
penbePHO-TOYEYHbIX KHUT, KHUT MO My3blKE U HOTHbIM M34aHUAM
penbedpHo-ToYeYHoro wpndTa):
14 |nopgbopKa  KapTouyeK, OPOPMJIEHHbIX  ABYMA  WpUdTaMM| OAHA KapTOYKa 1,0

(nnockoneyaTHbIM U penbedHO-TOYEUYHBIM), MO MHAEKCAM, BHYTPU




pasgena no andasuty Gamuanit aBTOPOB WM 3arnaBui anA
pacCTaHOBKM

15 |paccTaHoBKa npeaBapuTenbHoO noaobpaHHbIX KapTo4eK,| ofgHa KapToudKa 4,0
0popMNEHHbIX ABYMA WpUdTamu

16 |pepakTuUpoBaHMe KaTanora; NpoBepKa NPaBUAbHOCTU HANOJHEHUA| OAHA KapTO4Ka 0,5
pa3AenoB KaTtanora No CoAeprKaHuto, MHAEKCauumM N paccTaHOBKe
KapTOYeK, McnpasaeHne ownboK

17 |peKknaccudpuKauma KaTanora; McnpaBieHMe WMHAEKCOB, BHECEHME| OAHA KapTO4Ka 6,0
ncnpasneHunin B andaBUTHbIN KaTanor

18 |HanucaHue pasgennTens ANA Katanora; yKasaHMe HaumMeHOBaHMA OAWH 1,0
pasgena, nogpasgena pasgenutenb

19 | paccTaHOBKa pasgaenuTteneit B KaTanore; nogbopKa No MHAEKCAM, OAUH 0,3
NOWCK MeCTa, NOCTaHOBKa pa3gennrtens pasgenutenb

20 | npoBepKa pacCTaHOBKM pa3aennTesiei, ucnpasaeHune owmnbok OAMH 0,3

pasgenutenb

PaboTa c MakeToM M/I0CKOMeYaTHOM KaTaNloKHOM KapTOUKMK:

21 |npounTbiBaHWE He3pAYeMy pPabOTHMKY TEeKCTa MJIOCKONe4YyaTHOM| OAHO Ha3BaHue 12,0
KapTOYKM

22 |BHeceHue B MaKeT naocKoneyaTHom KapTO4YKM| OOHO Ha3BaHue 12,0
6ubnnorpacdmyeckoin 3anncun pesibePHO-TOYEYHbIM LIPUPTOM

23 |nepeHeceHWe [AaHHbIX O d¢annax C KecTkoro [AWCKa Ha| OAHO Ha3BaHue 4,0
KaTa/NI0XHble KapTOYKM

24 | pepakTUpoOBaHWE 31eMeHToB  6ubnuorpaduyeckor  3anucu,| OAHa 3anumcb 0,3
BbINONHEHHOM pesibePHO-TOYEYHbIM  WPUDTOM; UCMNpaBeHUE

owmnboK




OpraHu3saumsa Tonorpadmyeckoro Kataaora:

25 |nopbopKa KapTOYEK MO  CTPYKTYPHbIM  MoAapasfeneHuamM| OfHa KapTouka 0,2
(oToenam-poHaoaeprkaTensm)
26 |noabopKa KapToyeK No MHBEHTapPHbIM HOMEpPaM O/JlHa KapToukKa 0,2
27 |paccTaHOBKa npeaBapuUTenbHO NogobpaHHbIX KapToyek OJHa KapTouKa 0,2
28 | pepaKkTnpoBaHue KaTanora; npoBepKa NPaBUIbHOCTM| OAHA KAapTO4Ka 0,3
PaCcCTaHOBKM KApTOYEK M pasaenmTtenieil; ucnpasaeHune ownbkm
29 |HanucaHue pasgenntena ANa Katanora; NoCTaHOBKA pa3aenutens oAMuH 0,3
B KaTasor pasgenutenb
N3baTne n3 KapTOYHbIX KaTanoros (andasuTHOrO,
CMCTEMATUYECKOTO, Tonorpagpuyeckoro) KapToyeK Ha
WCKNtOYEHHble n3 bnbanoteyHoro ¢poHAa LOKYMEHTDI:
30 |perucrpauma akTa Ha CMCcaHMe B KHUre yyeTa OOMH aKT 3,0
31 [nouck KapToykn (OCHOBHON, A06aBOYHOMN); 3ayepKMBaHWE| OfHA KapTO4Ka 1,5
CMUCbIBAaEMOro MHBEHTAPHOr0 HOMepa, WHBEHTApHOro Homepa
CMUCbIBAEMOW KHUTU M3 KOMMJIEKTa pesibedHO-TOYEeYHOoro WwpndTa
(PTW) B cooTBeTcTBYHOLILEM WHBEHTAPHOM HOMEpe; yaaneHue
KapTOYKM
32 |noacyeT KOAMYECTBA MU3bATbIX KAapTOYEK M3 CUCTEMbl KapTOYHbIX| OAHAa KapTOuYKa 0,1
KaTa/lI0roB U KapTOTEK; 3aMUCb B KHUTY y4yeTa
MNepeagpecoBKa 4OKYMEHTOB:
33 | perncrpauma akTa nepegadun 4OKYMeEHTa B KHUre yyeTa OOMH aKT 3,0
34 |NOMCK KapTOYKM, MCMpaBJeHUe MeCTa XPaHEeHUA [OKYMEHTa;| O4Ha KapTOuYKa 3,0

BO3BpalLEeHNe KapTO4KM B KaTasor




TexHuuyeckan 06paboTKa AOKYMEHTOB:

35 |HakneMBaHWe KapMaLIKOB Ha AOKYMEHT Ha ByMaxKHOM HocuTese;| OAMH KapMallek 1,0
HamMcaHMe Ha KapMallke WHBEHTAapHOro HOMepa, MecTa
XpaHeHus

36 |HanucaHue wudpa Ha 0610KKe, TUTYIbHOM IUCTE AOKYMEHTA OAMNH OOKYMEHT 0,8

37 |BnoOXeHMe KHUKHOro Gopmynsapa B KApMaLLEK, KOHTENHepP oAnH dopmynap 0,1

38 |npoBepKa u ucnpasaeHue Wndpa Ha 3TUKETKax ayauoBM3yasibHbIX| OAUH AOKYMEHT 0,5
[OKYMEHTOB HA aHANOoroBbIX U LMPPOBbLIX HOCUTENAX

39 |cocTaBneHve NNOCKOMEYATHOM ISTUKETKM Ha ayamoBM3yasibHble| OAMH AOKYMEHT 5,0
LOKYMEHTbl Ha aHanoroBbiX U UMPPOBbLIX HOCUTENAX; NMPOBEpPKa
3anucK, ncnpasnieHune owmnbOoK; pacneyaTka

40 |nopbopKa [OOKYMEHTOB MO MECTy XpaHeHua; nepegadal oguH AOKYMEHT 1,0
OOKYMEHTOB C  KaTa/lOMHbIMM  KapTOMKAMM M KHUMKHbIMM
dopmynapamu B otaenbl-GoHO0AEPKATENN

41 | oTmeTKa B KHUre y4yeTa 0 nepejaye napTmm AOKYMEHTOB OfHa NapTuna 3,0
OpraHusauma 1 BeaeHWe 3N1eKTPOHHOIO KaTanora
dopmunposaHme u BBoa B b1 AC 6ubnanorpapuyecknx sanmcen 0fiHa 3anucb
MnockoneyaTHbIX U34aHUN:

42 |npy OTCYTCTBUM MEYaTHOM KaPTOUKM WM aHaANOTMYHbIX 3anucein B 6,0
3NEeKTPOHHOM KaTasore

43 |Npy HaNM4YMM NEeYaTHOM KAPTOYKM MM aHANOFMYHbIX 3anucei B 4,0
3N1eKTPOHHOM KaTasore

44 | npv gononHuUTenbHOU paboTe ¢ aHHOTauMen (MOUCK aHHOTaUUK B 15,0




"MHTepHeTe", peaakuma aHHOTaLLUK)

PenbedHO-TOYEYHbIX M3LaHMIA:

45 | 6e3 BBOAA aHHOTaLMK 4,0
46 |npwv AonoNHUTeNbHOW paboTe ¢ aHHOoTauMel 15,0
47 |u3paHnii Ha KacceTax 4,0
48 |n34aHUIM Ha ONTUYECKUX AUCKaX 5,0
49 |n3pgaHuin Ha dpaew-KapTax 15,0
50 |cKecTKoro gucka 3,5
51 |penbedHo-rpadmyeckux nocobumi 7,0
52 | TaKTUNbHbIX PYKOLENbHbIX U3L4aHW 25,0
53 |cocTaBneHuMe aHaINTUUYECKOW 3anuncu 0fHa 3anucb 5,0
54 |pocnucb coaep)kaHUA COOPHUMKOB, Hamne4yaTaHHbIX penbedHO-| 0AMH COOPHUK 25,0
TOYEYHbIM WpKdTOM
55 |cocTaBneHune Ao6aBOYHbIX U CCbIJIOYHbIX ONMUCAHMUI OZIHO OoMnucaHue 1,0
56 |pepakTnpoBaHue bubanorpaduyeckmx  3anuceit; NpoBepKa| oOJHa 3anucb 1,0
NPaBUAbHOCTU 3/IEMEHTOB 3aMNUCEN; BHECEHWUE N3MEHEHUI
57 |cocTtaBneHnMe M BBOA B 3J/IEKTPOHHbIM KaTanor HOBbIX PybpuMK,| OAHa 3anucb 0,5
noapybpwuk, nepcoHanui
58 |BbIBOA 6BUbAMOrpadUYecKknx 3anmcei Ha aKkpaH o/jHa 3anucb 15,0

dopmaTMpoBaHMe M pacneyaTka KapTouek U y4eTHbIX Gopm




dopmaTMpoBaHMe M pacnedyaTka KapTouek:

0AHa KapTouKa

59 | ocHoBHas ana andaBUTHOrO KaTanora 2,3 cek.
60 |pobaBoyHas gnsa andaBUTHOro KaTanora 1,0
61 |ccblnoyHas ana andaBUTHOrO KaTanora 1,0
62 | gnAa Tonorpadnyeckoro Katanora 0,7
63 | popmatmnpoBaHme n pacnevaTKa MaKeTa KapTOYKM| OAMH MaKeT 1,5
(nnockoneyaTHas 3anucb) ANA  CUMCTEMATMYECKOro KaTtasora KapToO4Kun
"roBopAwmx" 1 penbedHO-TOYEUHbIX 4OKYMEHTOB
64 | pacrneyaTKa KHUKHbIX popmynapos oaviH dopmynsp 0,2
65 |onpegeneHne 3K3EMNAAPHOCTM (MO KO/AMYECTBY KHUT  B| O4HO HasBaHWe 0,7
KOMNAEKTe) U pacnedatka GOpmynAapoB  ANA  U3Z4aHUMN,
Hane4yaTaHHbIX pesibePHO-TOUYEYHbIM WpPUPTOM
PeTpocneKkTnBHOe NOMOIHEHUE 3/1EKTPOHHOTO KaTasiora:
66 |[nouck B andaBMTHOM KaTasiore MJOCKOMNEYATHbIX KHUI KapTO4YKM| OZHa KapTO4Ka 0,2
ansassoaa B b AC
67 |BBOA CBEAEHMI C MJIOCKOMNEYATHOM KapTOYKM B COOTBETCTBYIOWME| OAHO Ha3BaHUe 2,0
nosna 6ubnmorpaduyeckoiri sanucu 8 6, AC
68 |MOMCK MO y4yeTHbIM AOKYMeHTam M Tonorpaduyeckomy KaTanory| oAHO Ha3BaHMe 2,0
CBEAEHWN, OTCYTCTBYIOWMX B MNOCKOMEYATHON KapTouKe; BBOA,
HaNOEHHbIX CBeAEHNM B COOTBETCTBYIOLWLNE nons
6ubnnorpadumyeckoi 3anucu 8 64, AC
69 |nposepKa npasuabHOCTN Bubanorpadpuyeckoit sanmcm OZHO Ha3BaHWe 0,5
70 [Bo3BpaT B andaBUTHbIA KaTanor MNJOCKOMEYaTHbIX KHUI| OZHa KapTo4Ka 0,2




0TpaboTaHHOM KapTouKM

N3baTHE Bubanorpadmyeckoit 3anncu U3 3NeKTPOHHOTO KaTtasora:

71 | perncrpauma akTa Ha cnucaHMe AOKYMEHTOB B KHUTe yyeTa OAMH aKT 3,0
72 | n3bATME U3 INEKTPOHHOIO KaTasnora bubavorpadumyeckmx sanmce| ofaHa 3anucb 3,0
Ha UCKAtOYEHHblE M3 BUBAMOTEYHOrO POHAA LOKYMEHTDI
73 |noacyeT KOAMYECTBA MU3bATbIX M3 3JIEKTPOHHOrO KaTasiora| OJHa 3anucb 0,1
3anuceit; 3anncb B KHUTy y4yeTa
3.5. dopmuposaHue 6as AaHHbIX 3BYKOBbIX daitios
N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHus BpEMEHMH,
MWH.
1 2 3 4
KoHBepTMpOBaHWE ayAMOAOKYMEHTOB C KPUATO3AWMTOW C
JKECTKOrO AMCKa B nporpammbl Aasa paboTbl ¢ ''roBopAlwmmu
KHUramm":
1 |onpegeneHue HanMuuAa OOKYMeHTa B nporpamme ansa paboTbl ¢| o4HO Ha3BaHWe 0,05
"roBopAWMMM KHUramun'"; N3MEeHeHUe HaCTPOEK NMporpammbl Ans
paboTbl ¢ "roBopAWMMM KHUFaMn'"
2 |3anonHeHne KOp3nHbl 4OKYMEHTAMMU O4HO Ha3BaHue 0,04
3 | co3gaHue NPOMEKYTOUYHOM NanKku Aaa KOHBEPTUPOBaHMA OfHa nanka 1,0
4 | KoHBepPTUPOBaAHME OTODOPAHHbLIX AOKYMEHTOB B MPOMENKYTOUYHYIO| OAHO Ha3BaHWe 0,03
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nanky

5 |KOHBEpPTUPOBAHWE [AOKYMEHTOB W3 MPOMEXKYTOYHOM Manku B| OA4HO Ha3BaHWe 0,08
nporpammsl 4aa paboTbi ¢ "roBopAWMMM KHUrammu"
KoHBepTUpoBaHMe ayaMOAO0KYMEHTOB C OMNTMYECKUX [AMUCKOB B
nporpammbl aas paboTbl € "roBOPALWMMM KHUraMmn'':

6 |NOMCK OOKYMEHTOB B Mporpammax ans paboTbl ¢ "roBopAwmMmMM| 04HO Ha3BaHWE 0,05
KHUramm"
MoAroToBKa AOKYMEHTa K KOHBEPTUPOBaHMUIO:

7 |KonupoBaHMe AOKYMEHTA C AMCKaA O4MH Yac 0,12

3BY4YaHus
8 | KOHBEPTMPOBAHME AOKYMEHTA BCMOMOraTe/IbHOM Nporpammon OAMH Yac 1,1
3BYy4YaHus

9 |nNpu OTCYTCTBMM Ha3BaHUA [OOKYMEHTa O03By4YMBaHWE Ha3BaHMA| OAHO Ha3BaHWe 2,0
cpeacTeamm

10 |3anonHeHue y4yeTHON GOPMbl BBOAMMOrO AOKYMEHTa (C y4eTom| OAHO HasBaHWe 2,0
BPEMEHW Ha MOMUCK aHHoTauuu B "UHTepHeTe", nHaekca BBK B
3/1eKTPOHHOM KaTa/nore) A9 KOHBEPTMPOBAHMA B MPOrpaMmbl AN
paboTbl ¢ "roBopAWMMNM KHUramm"

11 |KOHBEpPTUpPOBaHME B MNporpammbl Ana paboTbl C "roBopswumu 100 M6 41
KHuramm"
KoHBepTupoBaHue ayaMoA0KyMEHTOB C KPUNTO3aWMTOM C caiTa
opraHusaumMmn-napTHepa B  nporpammbl  Ana  pabotbl C
"roBopAWMMN KHUramm'":

12 |onpepeneHve HannuMA OOKYMEHTa B nporpamme gns paboTbl C| OAHO HasBaHWe 0,05

"rosopAwmMmmM KHramm"




13 | ckaunmBaHMe JOKYMEHTOB C cauTa 1 M6 0,2
14 | pasapxuBMpoOBaHME AOKYMEHTOB 1 M6 0,2
15 |3anonHeHue y4yeTHOW GOpPMbl BBOAMMOTO AOKYMEHTA (C y4eTom| OAHO Ha3BaHWe 0,3
BPEMEHW Ha MOMUCK aHHoTauuu B "UHTepHeTe", nHaekca BBK B
9N1EeKTPOHHOM KaTasiore) g5 KOHBEPTUPOBAHMSA B MPOrpamMmmbl s
paboTbl ¢ "roBopAWMMM KHUFaMn'"
16 |KOHBEpPTUpPOBaHME B MNporpammbl Ana paboTbl C "roBopswumu 100 M6 41
KHUramm"
MoAaroToBKa CMCKa HOBbIX NOCTYNAeHUI (GopmaT AOKYMeHTa):
17 |Bbirpy3ka KaTasora nporpammbl Aaa paboTbl € "roBopAWMMM| OAHA BbIrpy3ka 4,0
KHUramm"
18 |Bbirpy3Ka 13 ¢daiiia JOKYMEHTOB, MOCTYMNUBLLMX 3@ ONPEeAE/IEHHbIN| 0AHa BbIrpy3Ka 20,0
BpeMeHHOW UHTepBan (mecaAu, KBapTan, roa)
19 |ypaneHve NUWHUX WHPOPMALMOHHbIX MOJe B CMUCKE HOBbIX| OAWH CMMCOK 10,0
nocTynieHuin (150 - 200
Ha3BaHWN)
20 |konupoBsaHue daiina ns popmarta 6 AC B popmaTt AOKYMEHTA OAVH CMUCOK 1,0
21 |[npeobpasoBaHWe [OKymeHTa B dopmaTe [AOKYMeHTa Ans 40 K6 6,0
nocneayoLLero pasmeLLeHNs Ha canTe
O3ByYMBaHME CMMCKA HOBbIX MOCTYNAEHNI CUHTE3aTOPOM PEeYM:
22 |BbIfpy3Ka KaTtanora nporpammbl ans pabotbl ¢ "roBopAwMMM| OAHa BbIrpy3Ka 4,0
KHUramm"
23 | Bbirpyska us ¢paina ¢opmata 6 AC 4OKYMEHTOB, MOCTYNMUBLUMX 33| OAHA BbIrPy3Ka 20,0

onpeaeneHHbli BpeMeHHOM UHTepBan (mecal, KBapTan, roa)




24 |ypaneHue AUWHUX MHPOPMALMOHHBLIX MOsed B CAUCKE HOBbIX| OAMH CMUCOK 10,0
NoCTYN/IeHUM
25 |KonupoBaHue daina us popmata b AC B bopmat AOKYMEHTa (150 - 200 1,0
Ha3BaHWI) oAWH
CMUCOK
26 |npeobpasoBaHMe AOKymMeHTa B dpopmaTte AOKYMeHTa B ¢opmy, 40 K6 6,0
yA06HY0 A1° 03BYYMBAHUA CUHTE3ATOPOM Peyn
27 |pasbuBKa gOKYMeHTa B popmaTe AOKYMEHTA Ha NPeasioxKeHuUs 40 K6 80,0
28 |03By4YMBaHME [OOKYMEHTa B nMporpamme AaAa uYTeHUA BCAYX 40 K6 3,0
TeKcToBbIX dainos ("banabonka" u apyrue)
29 | pasmelLeHNe 03BYYEHHOIO CMMCKA HOBbIX NOCTYMN/EHUI Ha caiTe OZMH CMUCOK 15,0
(150- 200
Ha3BaHWN)
30 |KOoHBepTMpOBaHME O3BYYEHHOro CAUCKa B Mporpammbl AaA|  OAUH CAUCOK 1,0

paboTbl ¢ "roBopAWMMM KHUFaMn'"




3.6. PaboTa c poHaoMm. PaboTa No npvemy AOKYMEHTOB

N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMH,
MUH.
1 2 3 4
Mprem AOKYMEHTOB B CTPYKTYPHbIX NOApPa3ae/ieHUsAX
MNpuem OOKYMEHTOB M3 OTAE/la aBTOMAaTU3NPOBaAHHOM 06paboTKK| ogHa napTus
[OKYMEHTOB 7 opraHusauum KaTanoros, CBEpKa c
COMpOBOAMTENBHbBIM LOKYMEHTOM:
1 |1-2553Kk3emnnapos 10,0
2 |26 -75 3Kk3emnnApos 30,0
3 |perucrtpauMa HOBbIX MOCTYNJAEHUN MNEepUOSUYECKUX W3LAHWUNR,| OAWH AOKYMEHT 0,5
NpPoCTaB/IeHWEe OTMETKM B PETMCTPALMOHHOM KapToTeke
4 |npoctaBneHue  wWTemnena WAN  OTMETKa  CTPYKTYPHOTrO| OAWMH AOKYMEHT 0,5
noapasgeneHusa Ha LOKyMeHTe
MNoabopKa AOKYMEHTOB A1 PAcCTaHOBKM B poHae
MNoabopKa 4OKYMEHTOB NO BUAAM U3LAHWI: OOVH AOKYMEHT
5 |nnockoneyaTHble U34aHMUA 0,07
6 |penbedHo-ToUEYHbIE N3aHUA 0,08
7 |"rosopAwme" KHUIM HA KacceTax 0,1

Tabnnua 47



8 |M34aHMA Ha ONTUYECKMX AUCKaX 0,07
9 |u3maHua Ha pnell-KapTax 0,07
10 | penbedHo-rpadpuyeckme nocobus 0,08
11 |TaKTuAbHblE pyKoAebHble N3gaHuA 0,1
12 |noabopKa KOMMNAEKTOB pesibePHO-TOUEYHbIX KHUF MO HAa3BaHUAM | OAUH KOMMAEKT 2,0
13 |nopbopKka [AOKYMEHTOB MO KNACCUPUKALMOHHBIM UHAEKCAM,| OAWMH LOKYMEHT 0,3
aBTOPCKOMY 3HaKy
Mogbopka nepuogMyecknx Ms3gaHuin no andaBuTy Ha3BaAHUAM,| OAUH LOKYMEHT
rogam, Homepam:
14 | nnockone4yaTHble U3gaHuA 0,07
15 |penbedHO-TOYEYHbIE U34aHMA 0,08
PaccTraHoBKa 6ubanorteyHoro poHAa
pacCcTaHOBKa [AOKYMEHTOB Ha CTeffla)aX B CUCTEMATMYECKO-| OAMH AOKYMEHT
andaBUTHOM nopsake:
16 |nnockonevaTHble U3gaHUA 0,08
17 |penbedHoO-TOYEYHbIE U34aHMA 0,11
18 |"roBopsuwme" KHUIK Ha KacceTax 0,1
19 |n34aHMA Ha ONTMYECKMX AUCKAX 0,1
20 |mn3gaHua Ha daew-KapTax 0,1
21 | penbedHo-rpadumyeckne nocobusn 0,11




22 |TaKTUNbHbIE PYKOAENbHble N3JaHuA 0,11
PaccTaHOBKa nepuoamvyecknx usgaHuii no andaBUTy Has3BaHWM,| OAUH OOKYMEHT
rogam, Homepam:
23 | nnocKoneyaTHble N3gaHma 0,1
24 | penbedHO-TOYEYHblE N3aHUA 0,13
25 |packnagka raser Mo  Has3BaHMAM, MPOKa/sblBaHME  AbIPOK, OZHa nanka 10,0
B/IOXKEHME B KapTOHHYIO 0610XKy (nanky), NpPOLWHYPOBKa,
odopmneHue 0610XKKK (HazBaHMe, rog, HOMep, MecsLl)
MpoBepKa NPaBUAbHOCTM PACCTaHOBKU AOKYMEHTOB B OTAENbHbIX| Maccus GpoHAa
maccuBax ¢oHaa:
26 |1-200 poKkymeHTOB 30,0
27 |201 - 400 pokymeHTOB 60,0
28 |nepemelleHne (nepeHeceHne) AOKYMEHTOB Ha CBOBOAHbIe MecTa O4Ha NOJIKa 5,0
OdopmaeHne, HanMcaHWe NOJIOYHbIX pasaennTenei: OOMH
pasgenutenb
29 | anA cMctemaTUYecKkol paccTaHoBKM GpoHAa 4,0
30 |ana andaBUTHOM paccTaHOBKKU poHAaa 3,0
3.7. Paborta c poHaom. PaboTa no coxpaHHocTu doHAa
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
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MWH.

1 2 3 4
MpoBepKa bubamnoteyHoro dpoHAa:
1 |HanuMcaHWe KOHTPONIbHOrO TasloHa Ha AOKYMEHT; YKa3aHue Ha Hem| OAMH TanoH 2,0
WHBEHTApHOro Homepa, wudpa, Gamuamm, UHUMLMANOB aBTOpa,
3arnasus, roga, mecTa usgaHus, LeHbl, MecTa XpaHeHus
2 |oTmeTKa O NpoBepke AOKYMeHTa Ha dopmynape, KOHTelHepe,| 0AVH AOKYMEHT 0,2
06/10KKe AOKYMEHTa
MoabopKa KOHTPObHbIX TANIOHOB: OAMH TaNnoH
3 | NO MHBEHTapPHbIM HOMEpPaM 0,8
4 | no andasuty dammnnnii aBTopoB UK 3arnaBui 0,13
5 | no knaccMdmKauMoHHOMY MHAEKCY 0,1
6 |CBEpPKa KOHTPO/NbHbIX TaNOHOB C MHBEHTAPHOM KHWUIOW; OTMETKa| OAMH TanoH 0,5
NPOBEPKM HA TasZIOHE N B UHBEHTAPHOM KHUTe
7 |cBepKa KOHTPOJIbHbIX Ta/lOHOB C YYE€THbIM WAN andaBUTHbLIM, OAMH TaNIOH 0,5
TonorpaduUecKkMm Katanoramu; oTMeTKa NpoOBEPKKN Ha TaloHe M B
KaTanore
8 |mpocmoTp  dopmbl  MHAMBMAYANbHONO  y4yeTa, BblABAEHWE| OAWMH AOKYMEHT 0,5
OOKYMEHTOB, He npollelnx NPoBepKu
9 |cocTaBieHME KaPTOYKM Ha LOKYMEHT, HE NPOLEeALIMA NPOBEPKU OOWH OOKYMEHT 1,0
10 |noOMCK OOKYMEHTOB, He npolweawnx MPoBepKU, Mo pPasanyHbIM| OAMH OOKYMEHT 5,0

YYE€THbIM d)opmaM, KapToTeEKaAM, XKypHasiaM, KHUXKHbIM NOJIKam




CocTaBfieHMe CNUCKa HefoCTaloWwmx B GoHAe LOKYMEHTOB:

OZMH CMNCOK

11 |1 gokymeHT 1,0
12 |2 - 10 nOKYMeHTOB 10,0
13 |11 - 25 poKymeHTOB 22,0
OT160p AOKYMEHTOB ANA U3bATUA U3 GoHAA
MpocMoTp AOKYMEHTOB Ha NpegMeT n3bATUA 13 boHAa: OAMH [OKYMEHT
14 |HenpodUNbHbIX 0,7
15 |aybneTHbIx 0,3
16 |ycTapeBLMX NO COAEPHKAHUIO 0,7
17 |BeTxmx 0,2
18 | manouncnonb3lyemblix, HEMCNO/Ib3yeMbIX 0,5
MoAaroToBKa AOKYMEHTOB K aKTUPOBAHMIO:
19 |nogbopKa AOKYMEHTOB B MapTUM NO NPUUYMHAM U3BATUA; CBEPKA C| OAUH AOKYMEHT 0,08
KHUXHbIM Gopmynapom
20 |noabopKa KHWMXKHbIX GOPMYASPOB Ha AOKYMEHTbl B nopsagke| oavH popmynaap 0,07
WHBEHTApPHbIX HOMepOoB, andasBuTa, KYpPHanbHble - NO rogam U
Homepam
CocTaB/ieHME CNUCKA K aKTy BblObITUA (Nepegayn), noacyeT obuen OAMH aKT
CYMMbI, 0bOpMIEHUNE aKTa:
21 |1 poKymeHT 1,0
22 |2-10 poKkymeHTOB 10,0




23 |11 - 25 poKkymeHTOB 24,0
MoarotoBKa [AOKYMEHTOB Ha OyMaKHbIX HocuTenax Aand
nepenneta
Otbop [OOKYMEHTOB AnA nepenneta; MpoOBEpPKAa COCTOAHUA| OAWMH AOKYMEHT
[OOKYMEHTa; 3anoJiHeHne (CBepKa) KHUKHOro popmynspa:
24 | nnocKkone4vyaTHble 4OKYMEHTbI 2,0
25 | penbedHO-ToYEYHbIE AOKYMEHTbI 3,0
26 |noabopKa KOMMJIEKTOB, CBA3bIBaHME B MNayku; odopmaeHue| oANH AOKYMEHT 0,5
LOKYMEHTOB 1A nepeaayu B nepenner
MoarotoBKa K pecTaBpaumu "roBopawmx" KHUI Ha Kaccetax M
LOKYMEHTOB, 3aMMCAaHHbIX Ha ONTUYECKUX OMUCKAX:
27 |oTbop [OKYMEHTOB ANA pecTaBpauuu, MNPOBEPKA COCTOAHUA| OAWH AOKYMEHT 3,0
[OKYMEHTa, 3anosiIHeHne (cBepKa) KHMKHOro dopmynsapa
28 |NOAroTOoBKa  [AOKYMEHTOB K  BOCCTAaHOBJIEHWIO; noAabopKa| OAVH AOKYMEHT 0,5
OOKYMEHTOB, aHa/IOTMYHbIX  NOBPeXAeHHOMY; odopmaeHue
LOKYMEHTOB A4 nepefayvm Ha pectaspaLuio
PectaBpauuns NN0CKOMNEeYaTHbIX 7 penbedHO-TOYEYUHbIX
OOKYMEHTOB:
29 |nepensieTHble paboTbl OAWNH OOKYMEHT 90,0
30 |BOcCCTaHOBNEHUE OTAENbHbIX NOBpPEKAEHHDbIX CTpaHuL,| ogHa CTpaHuua 30,0
HaneyaTaHHbIX pefibePpHO-TOYEYHbIM WPUEPTOM (CKaHMpOBaHUE,
pacnosHaBaHWe, peaakTMpoBaHWe, pacrnedyaTka Ha 6pailineBcKom
npuHTepe)
31 | Menkuit pemoHT (nogKnerka HagopBaHHbIX CTPaHMUL, nepenseTa,| O4MH AOKYMEHT 2,0




TUTY/IbHBIX JINCTOB, KapMallKOB, AP/IbIKOB, 3aMeHa MpPYyXUHHOro
nepenneta)

PectaBpauna 4OKYMEHTOB, 3aNMCaHHbIX Ha ayAnOKacceTax:

32 | BOCCTAHOBAEHUE MOBPEXAEHHOIO AOKYMEHTA C aHA/NOMMYHOro Ha| ogHa onepaumsa 5,0
cneuyanbHom 060pyAOBaHMM B 3aBUCMMOCTU OT TEXHUYECKOrO
OCHaLeHuA
33 |MeNKknii pemoHT (3ameHa HenpaBW/IbHbIX CK/JEEK, MOoAKNeNKa| OAWH AOKYMEHT 5,0
pakopaa, 3STUKETOK Ha dyTasapax)
BocctaHoBAEHME  yTPayYeHHbIX/MOBPEXKAEHHbIX  AOKYMEHTOB,
3aMNUCAHHbIX HA ONTUYECKMX ANCKAX:
34 |cKaHMpoOBaHWeE ANCKA CTaHAAPTHLIMWU CPeaCcTBaMU OAWNH AUCK 2,0
35 |CKaHMpOBaHME MNOBPEXAEHHOINO AWMCKA C  WUCMNOAb30BaHUEM O4WNH OUCK 20,0
cneuyanbHOro nporpammHoro obecneyeHuns
36 |3arpyska obpasa gucKa B aBToMaTU4yecKkuii gybamnkatop OOMVH OUCK 3,0
KpaTHoe BocnpounsseaeHne AUCKOB: OOVH ANCK
37 |TeKkcToBble dalinbl 0,3
38 |3ByKOBbIe dainbl 3,0
39 |Bugeodannsi 6,0
MpoBepKa KayecTBa KOMNWii: OOVH ANCK
40 |TeKcToBble pannbl 1,0
41 |3ByKOBble painbl 5,0
42 | sugeodainol 5,0




Mpuem [OKYMEHTOB NoCAe pecTaBpaLum:

43 |cBepka NOCTYMUBLUMX [OKYMEHTOB C KHUMKHbIM (GOPMYNapom,| OAWH AOKYMEHT 1,0
NPOBEpPKA KauyecTBa [AOKYMEHTOB; BOCCTAaHOBJ/IEHWE 3ar/iaBus,
HanucaHue wWudpa Ha ApPAbIKe, KOPELUKe AOKYMEHTA
ObecnblnnBaHue poHaa:
44 |obecnbinnBaHue ¢oHAA C NOMOLLLIO Mblaecoca; obecneyeHue OA4Ha 15,0
paboyero MmecTa TEeXHUYECKUMU CPeACTBAMU:  MbIIECOCOM, MeponoJiKa
paboyMm  CTO/IMKOM, CTPEMAHKOM, BeApoOM; MpoBeaeHue
obecnblIMBaHNA; 3aHECEHME TEeXHWYECKMX CpPeAcTB Ha MecTa
XpaHeHus
45 |py4yHoe obecnbinmMBaHue ¢oHAa; obecneyeHne paboyero mecra oAHa 10,0
TEXHUYECKUMWN CPEeACTBAMU: CTPEMSIHKOM, pabouymm CTO/IMKOM, MEepPOonoJiKa
TEeNEeXKKOW,  BegpoM,  TpANKamW;  MNPOTMPKA,  3aHeceHue
TEXHUYECKUX CPEeACTB Ha MecTa XpaHeHUs
3.8. Paborta c poHaom. MNepeBos AOKYMEHTOB B LnudpoBon popmat
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MUH.
1 2 3 4
OumndpoBKa [AOKYMEHTOB, HameyaTaHHbIX pPenbedHO-TOYEYHbIM
wpndTom:
1 |cKaHMpoBaHMe 1 pacno3HaBaHMe pesibedHO-TOYEYHOrO TEKCTA OfHa CTpaHuua 2,0
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2 | coxpaHeHue ¢aina B TeKcToBOM popmaTte oaviH dainn 0,5
PenakTMpoBaHMe OTCKAaHMPOBAHHOIO MaTepuana B TEKCTOBOM| OZHa CTpaHMua
pefaKktope:

3 | Xy[0XKEeCTBEHHbI TEKCT 5,0

4 |TexHUYecKne M Apyrue crneumasnbHble TEKCTbl (HOTHaA 3anuce, 40,0
maTemaTuKa, MeanumHa, XMmms)

OumdpoBKa AOKYMEHTOB, 3aNMCaHHbIX HA MarHUTHON IEeHTe:

5 |nepeBog aHanorosowu 3anucu B undposoi popmat ofHa 3anucb 6,0

6 |obpaboTKa 3anMcM HA MarHUTHOM JIEHTE HA  KaTyllKax; OAVH yac 180,0
pectaBpaLuA 3ByKa 3By4YaHuA

7 |o0bpaboTKa 3anncK Ha MarHUTHOM JIEHTE Ha KacceTe; pecTaBpauus OAVH yac 90,0
3BYKa 3By4YaHuA
OumdpoBKa AOKYMEHTOB, 3aNUCaHHbIX Ha rPaMMNIacTUHKAX:

8 |noArotoBKa rpamniacTMHKM K 3anucu GpoHorpammbl; yaaneHue oJHa 12,0
NblIM C MOBEPXHOCTM TPAMMAACTUHKKM, CHATME CTATUYECKOro| rpamnaacTtuHKa
3NeKTpmyecTBa

9 |3anucb PoHOrpammbl  FPAMMAACTUHKM  C  WUCMOJ/b30BaHMEM 0fHa
3BYKOBOIO peaKkTopa ¢doHorpamma
O6paboTKa 3anncaHHoM GOHOrpPaMMbi: ofHa

doHorpamma
10 | nocToAHHOE aMmNAuUTyAHOE CMeLLeHne 5,0
11 |ypaneHve WeNYKOB WM MNOTPECKMBAHUM C MOMOLLbIO NAarvHa 10,0

dBTOMATUYECKOIO HaXoX4eHNA U yaaneHunA I'IO,D,O6HbIX wien4ykos




12 |ycTpaHeHWe $OHOBbLIX LIYMOB 10,0
13 |obecneyeHne KayeCTBEHHOrO W ECTECTBEHHOro0 3BY4YaHWA C 10,0
MCMNONb30BaHNEM 3KBa/jlali3epoB (rpadunueckoro,
naparpaduyeckoro, napameTpmuyeckoro)
14 |HopManM3aLus CBOMCTB 3BYKOBOIro matepuana 5,0
15 |nogrotoBKa obpaboTaHHOM ¢doOHOrpaMmmbl K 3anuMcuM Ha OMCKax; o4Ha 20,0
pa3pesKa 3ByKOBOro daiina Ha Tpeku doHorpamma
16 |3anucb NOAroTOBAEHHOrO ayavomaTtepuana Ha AMUCK (C ydeTom OJVH OUNCK 12,0

BO3MOMHOCTM  KOHBEPTMPOBaHMA  maTepuana B  ¢dopmar
ayamodaliina)




3.9. O6cnyKnBaHUe nosb3oBaTenen

N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMH,
MUH.
1 2 3 4
3anucb nonb3oBaTenel B 6UbAMoTEKY:
1 |npocmoTp AOKYMEHTOB Mo/ib30BaTeNA (NacnopT, YNEeHCKUIA buner, oAMuH 2,0
CTyAeHYecKuii bunet, cnpaBka 06 WMHBANMAHOCTM MO 3peHuto),| Mnoab3oBaTesb
npoBepKa CENIZCIZE! YYETHO-PErNCTPaLNOHHOM KapTO4Kun
nosb3oBaTtens
3anonHeHue YYETHO-PETMCTPALMOHHBIX OOKYMEHTOB| 0auH dopmynsp
no/sb3oBaTens:
2 | bopmynap Ha BymaxkHOM HocuTene 5,0
3 | an1eKTpoHHbIN dopmynsp 4,0
4 | perncTtpauMoHHan KapTo4kKa 5,0
5 | TpaHcnopTHbI AncT 6,0
6 |4oroBop obcnyKmBaHus (2 aksemnnapa) 7,0
7 |TeTpaap permuctpauum nosibzoBaTenemn 1,0
8 |o3HaKOMNeHWe C npaBuMNamMuM NONb30BaHMA BUBAMOTEKOW, OAWH 20,0
CNpPaBOYHbIM annapaToM, HaAMYMEM APYIUX OTAENOB, NEpPeYHEM| MO0Ab30BaTENb

npenocrtaBadaemMblX ycnyr
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9 |paccTaHOBKa pPerucTpauMoHHbIX KapTo4YeK MoJsib30oBaTesie B| OAHa KapTo4Ka 1,0
KapTOTeKy
Mepeperncrpauma nonb3osartenei
MoucK ¥ BHeECEHWE MW3MEHEHWI B Y4YETHO-PErucTpaLMoOHHbIe
LOKYMEHTbI N0JIb30BaTeNA:
10 | popmynsap Ha BymarkKHOM HocuTene oauvH dopmynsp 1,0
11 |3/1EeKTPOHHbIN popmynsp oavH dopmynsp 1,0
12 | perncrpaumnmoHHasa KapToyka O4Ha KapTouKa 1,0
13 | TpaHCNOPTHbIN ANCT O4WH NNCT 1,0
14 | porosop ob6cny*KMBaHUS O4MH 40roBop 1,0
3.10. CraumoHapHoe obcnyKmBaHne nonb3oBaTenei
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MWH.
1 2 3 4
O6cnynBaHMe nosib3oBaTesien B otaenax aboHemeHTa: obuiero
M HOTHO-MY3bIKaNIbHOTO:
1 |vnHPopmupoBaHMe nonb3oBaTENEN O HOBbIX MOCTyN/AeHUsAX;| oaHa becena 5,0

6ece,u,a C NoNb30BaTE/IEM Y BbICTAaBOK

Mopbopka AOOKymeHTOB M3 ¢oHAa oOTAena A4aa  BblAayum
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NnoNb30BaTeNIO:

2 | M34aHuA, HanevyaTaHHble penbedHO-TOYEYHbIM WPUPTOM OAWNH OOKYMEHT 3,0
3 |"roBopAwme" KHUIM 1 My3blKaJibHble NPOU3BEAEHMA HA KacceTax | OAMH AOKYMEHT 3,0
4 | 1M34aHUA HA UMPPOBbLIX HOCUTENAX MHPOPMaUMKN (ANCKK, dneww-| OANH AOKYMEHT 1,0
KapTbl C KPMNTO3ALLNTON)
5 |rpamnaactuHkm OOWH OOKYMEHT 1,0
6 |HOTHble U3gaHuA (NnocKkoneyaTHble U Mo cucteme bpalins) O4WH OOKYMEHT 2,0
7 |n3paHuA, HaneyaTaHHble MJ0CKOMNeYaTHbIM, B TOM 4ucae| OAUH SOKYMEHT 1,0
YKPYMHEHHbIM, LWpndTOM
8 |3ByKoBble ¢alinbl M3 6as3bl  AaHHbIX "roBopAWMX" KHUM C oAnH daiin 15,0
KpMNTO3aLWmUTON
9 |3anuck 3ByKOBbIX $haiinoB "roBopawmx” KHUT C KPUNTO3aLWMTON Ha oAnH daiin 10,0
dnew-KapTy nosb3oBaTeNa C NpeaBapuTesibHON MNOArOTOBKOM
(ouncTKOM) Ppnew-KkapTbl NoNb30BaTENA
10 |npepoctaBneHne NONAb30BaTeNO  HOTHbIX W My3blKaJbHbIX| OAWUH LOKYMEHT 2,0
[LOKYMEHTOB ona npeaBapuTeNbHOro NPOUTpbIBaHUSA,
NPOCAYWMBaHNA B MOMELLEHUWN OTAENA
MpoBepka  AOKYMEHTOB  nepes  Bblgadei/nmpuemom  Ha| OAMH AOKYMEHT
COOTBETCTBME U OTCYTCTBUE AedeKTOB:
11 |m3paHUA, HanevyaTaHHble penbedPHO-TOUYEYHbIM LWPUDTOM 1,0
12 | "rosopswume" KHUIM 1 My3blKasibHble MPOU3BELEHMA Ha KacceTax 3,0
13 |n3gaHusa Ha uMdpoBbIX HOCUTENAX MHbopmauuun (guckn, dnew- 1,0

KapTbl C KPMNTO3ALLNTON)




14 | rpamnnaacTuUHKM 1,0
15 |HOTHble M3aaHMA (NoCKoneYaTHble U No cucteme bpains) 1,0
16 |n3paHMA, HaneyaTaHHble MJOCKONEYaTHbIM, B TOM 4ucae 0,8
YKPYMHEHHbIM, LWpndTOM
17 |Bblgaya [OOKYMEHTOB MO/Jb30BaTeNlo, OTMETKa O Bblgaye B| OAWH LOKYMEHT 0,7
KHUXXHOM dopmynsape
OTmeTKa o Bblgave/nprveme A4OKYMEHTOB: OOVH LOKYMEHT
18 | B py4yHOM pexumme 1,0
19 | B aBTOMATU3NPOBAHHOM peXMME 0,7
20 [Mpvem [OKYMEHTOB OT MNOAb30BaTend, MOWCK W BKAaAKa| OAWH AOKYMEHT 1,0
KHUXXHOTro dopmynapa
MpoaneHne cpoka Nosb30BaHUA AOKYMEHTAMM: OAWNH OOKYMEHT
21 |B py4HOM pexume 2,0
22 | B aBTOMATU3MPOBAHHOM peXume 0,7
KoHcynbTauusa nonb3osaTena: 0fHa
KOHCYy/IbTauusA
23 | no paboTe c KAPTOYHbIM KaTaIorom 5,0
24 | no paboTe c 3/IEKTPOHHbIM KaTa/Iorom 7,0
25 | no akcnayaTaunm TugnomarHutodoHoBs, TMdnodneLw-nieepos 10,0

Otéop w nepesada Ha BocnpousBedeHME B CreunasbHOM
dopmaTte PparmMeHTOB M/IOCKOMEYATHbIX TEKCTOBbIX M HOTHbIX
JOKYMeHTOB (no 3anpocy nonb3osaTens):




26 |nNpuem 3anpoca OT MoJb30BaTeNs, noAbopKa [AOKYMEHTOB,| OAVH AOKYMEHT 5,0
odopmieHme 3aKkasa
27 |noAroTtoBKa AOKYMEHTa K BOCMpou3BedeHMIo (MOMCK, 3aknafka| oAgHa cTpaHuua 2,0
dparmeHTOB, OUEHKA BO3MOMHOCTM CKAHMPOBAHMA TEKCTa,
py4HOro Habopa HOTHOM 3anucK no cucteme bpaiins)
O6cnyKnBaHMe NoJsib3oBaTeieN B YNTA/IbHOM 3a/1€e:
28 |[MHPopmMpoBaHME O  HOBbIX MocTynneHusx; becega c¢| opHa becena 5,0
No/1Ib30BaTe/IEM Y BbICTaBOK, TEMATUYECKUX KHUMKHbIX MNOJIOK
MoucK [OKYMEHTOB MO 3amnpocy Mo/sb30BaTeNAa B MNOACOOHOM| OAWH LOKYMEHT
¢doHae:
29 |no BMAam M3gaHui 3,0
30 |no onpeaeneHHomn Teme 4,0
MpoBepka  AOKYMeHTOB  nepes  Bblgadei/npuemom  Ha| oAMH OOKYMEHT
COOTBETCTBME U OTCYTCTBME AedEKTOB:
31 |[M34aHuMA, HanevyaTaHHble penbedHO-TOYEYHbIM LWPUPTOM 1,0
32 |"roBopsALwme" KHUIM Ha KacceTax 4,0
33 |u3pgaHua Ha uuodpoBbix HocuTensx uHdopmaumm (gUCKM, dnew- 1,0
KapTbl)
34 |n3paHMA, HaneyaTaHHble MNA0CKOMeYyaTHbIM, B TOM 4ucnie 0,8
YKPYNHEHHbIM WpndTOom
35 | TaKTUAbHbIE pYKOAEeNbHble N34aHNA 1,0
36 |penbedHo-rpadmyeckne nocobusn 1,0




37 |Bblga4ya [AOKYMEHTOB MONb30BATEN0, OTMETKa O Bblgaye B| OOVH LOKYMEHT 0,7
KHUXHOM dopmynsipe
OTmeTKa 0 Bblgaye/npreme LOKYMEHTOB: OAWNH OOKYMEHT
38 | B py4HOM pexxume 1,0
39 |B aBTOMATU3MPOBAHHOM peXUMme 0,7
40 |npvem AOKYMEHTOB OT MO/Ib30BaTeNA, MOUCK U BKAAAKA KHUMKHOIO| OAMH AOKYMEHT 1,0
dopmynsapa
KoHcynbTauma nonb3osartens: ofHa
KOHCy/IbTauusA
41 |no paboTe c KAPTOYHbIM KaTaIOromM 7,0
42 |no paboTe c 31EeKTPOHHbIM KaTanorom 8,0
43 | no aKkcnayatauum TugnomarHutodpoHos, THdaodneLl-nieepos 10,0
44 |no 3KcnayaTaumu aganTUMBHbIX TUPAOTEXHUYECKUX CPeacTB W 20,0
nporpamm
45 |no 3KchnayaTauuMuM KOMMbIOTEPHOM TEXHWKM WU MPOrpPaMMHOro 20,0
obecneyeHuns
Pabota c uteuom:
46 |npeaBapuTesibHaA 3aNUCb NONb30BATENA K YTELY oAHa 3anucb 1,0
47 | nouck, odopmneHne AOKYMEHTa 414 BblgaymM No/b30BaATENHO OAWNH OOKYMEHT 5,0
48 |4TeHMe TeKcTa oA4Ha CTpaHuMua 5,0
(dopmat A4)
49 | NpoyunTbIBaHME TEXHUYECKOro M APYrux cneumanbHbix TekctoB Ha| 1000 3HaKos 6,0




MarH1THY0 neHTy/undpoBble HoCUTeNN

Otbop W nepegaya Ha BocCnpousBegeHVMe B CreunasbHOM
dopmaTe GparmeHTOB MIOCKOMEUYaTHbIX 4OKYMEHTOB (Mo 3anpocy
nonb3oBaTens):

50 [npvem 3anpoca OT nNo/Ab30BaTena, noabopKa [AOKYMEHTOB,| OAWH AOKYMEHT 5,0
odopmeHme 3aKkasa
51 |noAroTtoBKa A4OKYMEHTA K BOCMPOU3BEAEHUIO OfHa CTpaHuua 2,0
3.11. BHecTaymMoHapHoe obcnyKMBaHWe Nonb3oBaTenei
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mMepeHus BPEMEHMH,
MUH.
1 2 3 4
HagomHoe obcnykuBaHWe nNonb3oBaTesnen:
1 |npuem 3akasa oOT nosnb3oBaTena no TenedoHy, opopmieHue| OAMH 3aKas 4,0
3aKasa
Mounck ns poHpa KomnnekTa JOKYMEHTOB: OAMH KOMMAEKT
2 | M34aHuMA, Hane4yaTaHHble penbedHo-ToveyHbIM wpudTom (10 - 15 15,0
KHUT U3 KOMMJEKTA)
3 |"roBopsAume" KHUIU Ha KacceTax (5 Ha3BaHMIA) 10,0
4 |u3pgaHusa Ha uMPPOBbIX HOCUTeNAx MHbopmauuun (guckn, dnew- 6,0

KapTbl) (5 Ha3BaHMI)
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5 |oTmeTKa 0 Bblgaye AOKYMEHTA B KHUXHOM dopmynsape O4WH OOKYMEHT 0,7
OtTmeTKka O Bblgade/npveme OOKYMEHTOB B dopmynspe| oguH LOKYMEHT
nonb3oBaTens:

6 |B py4HOM pexxume 1,0

7 | B aBTOMaTM3UPOBAHHOM pexnme 0,7

8 |noarotoBKa LAOKYMEHTOB K OTMPaBKe; COPTUPOBKA MO BuAaM O4MH 3aKa3s 15,0
M34aHMMA, YMNaKoBKa, OQopmMNIeHMe TPAHCMOPTHOFO  JIUCTa,

Morpyska; CcornacoBaHve C MoJsib3oBaTesieM No  TenedoHy,
[0CTaBKa 3aKasa

9 |npvem [OOKYMEHTOB OT MNONb30BaTeNsd; BbIFPYy3Ka, PacnakoBKa, OAMH 3aKas3 8,0
NOMUCK W BKIaAKa KHMKHOro dopmynapa
MpoBepka [AOKYMEHTOB Mepej  OTMpaBKoOW/MpMemMOM  Ha| OAWH AOKYMEHT
COOTBETCTBME U OTCYTCTBUE AedEeKTOB:

10 |M34aHUA, HanevyaTaHHble penbedPHO-TOUYEYHbIM LWPUDTOM 1,0

11 |"rosopswume" KHMUIM Ha KacceTax 6,0

12 |u3pgaHusa Ha uMdpoBbIX HOCUTENAX MHbopmauuun (guckn, dnew- 1,0
KapThbl)

MpoaneHne cpoKa NoNb30BAHUA OKYMEHTAMMU: OOVH LOKYMEHT

13 | B py4yHOM pexumme 2,0

14 | B aBTOMaTU3NPOBAHHOM peXxnme 0,7
O6cnyxmnBaHuMe nonb3osaTteneit B 6MBAMOTEYHbIX NYHKTaX:

15 |[noArotoBka W 3aK/lOYEHME [AO0roBopa mexay 6ubanmoTekol M| oAuH AOroBop 300,0




opraHusaumert, rge 6yaeT OCyLLECTBAATLCA BHeCTaUuMOHapHoe
obcnyKuBaHune

OdopmneHre popmynapa 6MBANOTEUHOTO NYHKTA:

oauvH dopmynsp

16 |B py4yHOM pexunme 7,0

17 |B aBTOMaTU3NPOBAHHOM peXMMe 6,0

18 | odopmneHme nanku c AOKYMeHTaMu (40rosop, AOBEPEHHOCTb Ha OZHa nanka 15,0
NoslyYeHUE KHUT, OTYETbI)

19 |coctaBneHMe cxembl pasmelleHMA 6MBNMOTEUYHbIX NMYHKTOB MNO| o4Ha cxema 120,0
TeppuTopmam

20 |coctaBneHne rpaduka obmeHa [AOKYMEHTOB, HaxogsawMxca B| oAMH rpaduk 20,0
61MBAMOTEUYHBIX MYHKTaX

21 |cocTaBfieHMe nJiaHa MeToAMYEecKOoM nomolwm 6bubnnotekapsam- OAMH NNaH 60,0
06LLeCTBEHHMKaM
Bblgaya 4OKYMEHTOB B OMOMOTEYHBIN MYHKT:
MoaroToBka " pacnevaTtka crnucka LOKYMEHTOB,| OAMH CNUCOK
npesHasHavyeHHbIX A1A BblAauym BUBANOTEHHOMY MYHKTY:

22 |20 poKkymeHTOB 30,0

23 |40 poKkymeHTOB 60,0

24 | 100 poKymeHTOB 120,0
Moabopka u3 GoHZa NO CNUCKY/3aABKE KOMMNEKTOB AOKYMEHTOB| OAMH LOKYMEHT
pa3nnyHbIX GOPMATOB:

25 |134aHuA, HanevyaTaHHble penbedHO-TOYEYHbIM WPUPTOM 3,0




26 |"rosopsAwme" KHUIM Ha KacceTax 2,0
27 |u3paHua Ha unodpoBbix HocuTenax uHoopmaumm (gUcku, dnew- 1,0
KapThbl)
28 |u3paHuA, HanevyaTaHHble MAOCKOMeYaTHbiM, B TOM 4ucae 1,0
YKPYMHEHHbIM WpUpTOMm
CBepka [OOKYMEHTOB CO  CMWCKOM/3asiBKOW W NpoBepKa| OA4MH LOKYMEHT
OOKYMEHTOB nepes, BblAavyeill Ha COOTBETCTBME M OTCYyTCTBUE
nedeKToB:
29 |uM34aHuMA, HanevyaTaHHble penbedHO-TOYEYHbIM LWPUPTOM 1,0
30 |"roBopsALwmMe" KHUIM Ha KacceTax 6,0
31 |u3paHua Ha uModpoBbIX HocuTensax uHdopmaumm (gUCKM, dnew- 1,0
KapTbl)
32 |#M3paHMA, HaneyaTaHHble MA0CKOMeYyaTHbIM, B TOM 4ucne 0,8
YKPYMHEHHbIM WpUPTOM
33 |copTMpoBKa MO BUAAM M34aHUIA, OTMETKA O BblAaye AOKYMEHTA B| OAWH AOKYMEHT 1,0
KHUXHOM dopmynsipe
OTmeTKa 0 BblAaye SOKYMEHTOB: OAWNH OOKYMEHT
34 |B py4yHOM pexume 1,0
35 | B aBTOMATU3MPOBAHHOM peXume 0,7
36 | paccTaHOBKa KHUXHbIX GOPMYIAPOB B KAPTOTEKY MHAMKATOPA oAnH dopmynsap 1,0
37 |noArotoBka [AOKYMEHTOB K OTMpaBKe; YNaKOBKA, COCTaBAeHWe| OAMH KOMMAEKT 30,0

OMUCKH, Norpyska




38 | oTmeTKa 06 oTnpaBKe 3aKa3a B KypHasie permcrpaumm OZHa 3anmcb 2,0
39 |onoBeweHWe aboHeHTa 06 OTNpaBKe 3aKasa 04MH aboHeHT 1,0
MNpuem A4OKYMEHTOB M3 BUBAMOTEUYHOrO MYHKTa:
40 |pacnakoBKa MOCbIIKM, COPTUPOBKA [AOKYMEHTOB MO BMAaM| OZHa NOCbIIKA 3,0
n3aaHuin
lMpoBepKa BO3BPALLEHHbIX JAOKYMEHTOB Ha COOTBETCTBME,| OOVH LOKYMEHT
KOMMJIEKTHOCTb, OTCYTCTBUE AedEKTOB:
41 |u3paHus, HanevaTaHHble penbedHO-TOUYEUYHbIM WpPUPTOM 1,0
42 |"roBopsuwme" KHATN Ha KacceTax 6,0
43 |nspgaHuna Ha uMdpPOoBbIX HOCUTENsAX UHPopMaumn (ancku, dnew- 1,0
KapThbl)
44 |n3paHuA,  HaneyaTaHHble  MNJIOCKOMeYaTHbIM, B TOM  4ucne 0,8
YKPYMHEHHbIM WprUdTOM
45 | copTUpPOBKa AOKYMEHTOB MO BMAAM W34aHWUIN, MOWUCK U BKAAAKa| OAMH AOKYMEHT 1,0
KHUXHbIX GOpmynapoB
OTmeTKa 0 npneme AOKYMEHTOB: OOVH LOKYMEHT
46 | B py4HOM pexmme 1,0
47 | B aBTOMAaTU3NPOBAHHOM peXnme 0,7
48 |onoBelleHMe aboHEHTa 0 NpMeme AOKYMEHTOB 0AMH aboHeHT 1,0
49 | oTmeTKa 06 06MeHe JOKYMEHTOB B IHEBHUKE OTAENA O/lHa 3anmcb 1,0

3ao4yHoe 0bcnyKnBaHMe NnoJsib3oBaTenemn




OdopmiieHne AOKYMEHTOB Ha 06C/yKMBaHWe abOHEHTOB:

50 [npvem 3anaBKM OT aboHeHTa Ha o06CNyXKUBaHME, MNOArOTOBKA| OAHA 3anBKa 5,0
nakeTa AOKYMEHTOB K OTMpaBKe
OdopmneHne popmynsapa aboHeHTa: oavH dopmynsp
51 |B py4yHOM pexume 6,0
52 | B aBTOMaTM3MPOBAHHOM pexnme 7,0
Bblgaya 4OKyMeHTOB aboHeHTamM
MNopnbopKa 13 poHAa No 3akasy aboHEeHTa AOKYMEHTOB Pa3/INYHbIX| OAUH AOKYMEHT
dopmaTos:
53 |M34aHuMA, HanevyaTaHHble penbedHO-TOYEYHbIM WPUPTOM 3,0
54 |"roBopsALwme" KHUIM Ha KacceTax 2,0
55 |u3gaHua Ha uuopoBbiXx HocuTensax uHdopmaumm (gUcKM, dnew- 1,0
KapThbl)
56 |M34aHMA, HaneyaTaHHble M/I0CKOMNEYaTHbIM, B TOM 4uC/e 1,0
YKPYMHEHHbIM WpUpTOMm
CBepKa AOKYMEHTOB CO CMMCKOM M MPOBEPKA AOKYMEHTOB nepen| OAvH AOKYMEHT
Bblayel Ha COOTBETCTBUE U OTCYTCTBUE AeDEKTOB:
57 |v34aHuMA, HanevyaTaHHble penbedHO-TOYEUYHbIM WPUPTOM 1,0
58 |"roBopsALwme" KHUIM Ha KacceTax 6,0
59 |[u3maHMA Ha umdpoBbIX HocuTensax MHpopmaumm (aAncku, dnewl- 1,0
KapTbl)
60 |u3paHuA, HanevyaTaHHble MAOCKOMeYaTHbiIM, B TOM 4ucae 0,8




YKPYMHEHHbIM WPUHTOM

61 |oTmeTKa O Bblga4ye AOKYMEHTa B KHUXXHOM dopmMynsape OOVH LOKYMEHT 0,7
OTmeTKa 0 Bblgaye AOKYMEHTOB: OOVH LOKYMEHT

62 |B py4yHOM pexume 1,0

63 |B aBTOMATU3MPOBAHHOM peXMUme 0,7

64 | paccTaHOBKA KHUXHbIX GOPMYNAPOB B KAPTOTEKY oauvH dopmynsp 1,0

65 |NoAroToBKa AOOKYMEHTOB K OTMpPaBKe; YNaKOBKAa, COCTaBAeHME| OAMH KOMMNAEKT 30,0
onucu, Norpyska

66 |oTmeTKa 06 oTnpaBKe 3aKasa B KypHasie permcrpaumm OZHa 3anmcb 2,0

67 |onoseuweHne aboHeHTa 06 OTnNpaBKe 3aKas3a OAMH abOHEHT 1,0
Mprem AOKYMEHTOB OT aDOHEHTOB:

68 |nNpuem AOKYMEHTOB; COPTMPOBKA MOCLIIOK MO agpecam, oTMeTKa| ogHa NocbliKa 2,0
0 NpUeme B XKypHase permctpaumnm

69 |pacnakoBKa MOCbIIKK, COPTMPOBKA [AOKYMEHTOB MO BMAamM| OAHa NOCblIKa 3,0
n3aaHuin
MpoBepKa BO3BPAWLEHHbIX AOKYMEHTOB Ha COOTBETCTBUE,| OOAVH AOKYMEHT
KOMMJIEKTHOCTb, OTCYTCTBUE AedEKTOB:

70 |n3gaHus, Hane4yaTaHHble peibedHO-TOYEYHbIM WpUPTOM 1,0

71 |"roBopsAwme" KHUIM Ha KacceTax 6,0

72 |u3paHua Ha uMopoBbiXx HocuTensax uHdopmaumm (gUCKM, dnew- 1,0

KapThbl)




73 |v3paHuA, HanevaTaHHble MAOCKOMeYaTHbiM, B TOM 4ucae 0,8
YKPYMHEHHbIM WpUdTOM
74 | cOpTUPOBKa AOKYMEHTOB MO BMAAM M34aHWUA, MOWUCK M BKNaAKa| OAWH AOKYMEHT 1,0
KHUXHbIX Gopmynapos
OTmeTKa 0 npMeme LOKYMEHTOB: OAVH AOKYMEHT
75 | B py4HOM pexume 1,0
76 |B aBTOMaTM3MPOBAHHOM pexnme 0,7
77 |onoBelweHWe aboHeHTa 0 NpMemMe AOKYMEHTOB 0AWH aboHeHT 1,0
78 | oTmeTKa 06 obMmeHe JOKYMEHTOB B AHEBHMKE OTAe/Na o/jHa 3anucb 1,0




3.12. BHyTpeHHsA paboTa

N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMH,
MUH.

1 2 3 4
MoaroToBKa K Bblgaue:

1 |nogBeneHne wutoroB paboTbl 3a npoweawuii AeHb, 3anucb B|  eXeaHeBHO 15,0
OHEBHUKe

2 |paccTtaHoBKa ¢OpPMYAAPOB MOJIb30BaTeNeM MO CPOKaMm, Mno| oAunH popmynap 1,0
andasuty

3 |noabopKa A4OKYMEHTOB MO BUAAM U3Z4aHUI N0 NpeaBapuUTENbHbIM| OANH AOKYMEHT 1,0
3aKasam nonb3oBaTenei
MpocmoTp HOBbIX nocTynaeHumn ona peKomMeHAauMnN| OaMH AOKYMEHT
No/ib30BaTeNAM:

4 |raseTbl 5,0

5 |ypHasbl, Hane4yaTaHHble NAOCKONEYaTHbIM WPUPTOM 15,0

6 |’KypHanbl, HaneyaTaHHble penbePHO-TOUYEYHbIM LWPUDTOM 5,0

7 | KHUIKW, HaneyaTaHHble NJ0CKoMNeYaTHbIM WpHUdTOM 5,0

8 | KHWUIK, Hane4aTaHHble pefibePHO-TOYEUHbIM WPUPTOM 2,0

9 |ayamoBuM3yanbHble M34aHMA HA aAHaANoOroBbix W  UMGOPOBbLIX 2,0
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HOoCcHUTenax

10 |npocMOTP W MNOMOJIHEHWE KHWXKHbBIX BbICTaBOK, MOJIOK W| OAWH LOKYMEHT 5,0
CTennaxkem, oTKPbITbIX 417 cBOOOAHOrO AOCTyNa Nosib3oBaTesnei
11 |nogroToBKa paboyero mecta eXxegHeBHO 15,0
PaboTa ¢ popmynapom nosb3osaTens:
12 [aHanun3 GopmynapoB MONb30OBATENEM, BbIABJEHNE UYMTATENbCKUX| 0aMH dopmMynsap 20,0
WHTepecos
13 |3anucb B dopmynsape nonb3oBaTenda O pe3yabTaTax aHanusa| oauvH Gopmynsap 3,0
YTEHWA 33 onpeaeneHHbI nepuog,
14 | cocTaBneHWe KapTOTEKN YNTATENbCKUX MHTEPECOB OflHa KapTO4Ka 3,0
15 |[3anucb B [AHEBHWKe OMGAMOTEKapA O AMHAMMUKE YTEHMA M| OfHa 3anucb 2,0
MHTepecax Nonb3oBaTenen (rpynnbl Nosb3oBaTenen)
PaboTta c nonb3oBaTenAamMn, He BO3BPATUBLUMMWU LOKYMEHTbl B
CPOK:
16 |npocmoTp UM oT6bop  dopmynsapoB  nonb3oBaTene, He|l oaunH dopmynsap 2,0
BO3BPaTUBLUNX AOKYMEHTbI B CPOK
M3BeleHne nosb30oBaTeNA, He BO3BPATUBLUErO AOKYMEHTbl B| 0AWH dopmynsap
CPOK; OTMEeTKa 4aTbl HANOMWHAHMA B GOpPMYyAsipe Nob3oBaTeNA:
17 |yctHo (no TenedoHy) 3,0
18 |nucbMeHHO Yepes NoYTOBOE OTAENEHUE NN INEKTPOHHYIO NOYTY 3,0
19 |ypaneHue 13 6a3bl JaHHbIX CBEAEHWUI O 3aHATOCTU BO3BPALLEHHbIX| OAWUH LOKYMEHT 0,7

AOKYMEHTOB




Mprem AOKYMEHTOB B3aMeH YTEPAHHbIX:
20 |NpocMOTP W OUEHKa [AOKYMEHTa, MPensioKEHHOro B3aMeH| OAVH AOKYMEHT 3,0
YTEPAHHOrO
21 |3anMcb O 3ameHe AOKYMeHTa B dopmysidpe nosb3oBaTesid, B| OAVUH AOKYMEHT 2,0
TeTpaay y4yeTa LOKYMEHTOB, MPUHATLIX B3aMeH yTePAHHbIX
PaboTa c oTKazamu:
22 |3ano/IHEHME KapTOYKM Ha OTKAa3 C€ YKasaHMeM [MPUYMHbI,| O4Ha KapToyKa 4,0
PACCTAaHOBKA KAapTOYEeK B KapTOTEKY OTKA30B
23 |aHanM3 O0TKa30B, MNOArOTOBKA CAMCKA HA [AOKOMMIEKTOBaHME OOVH OTKa3s 8,0
¢doHAaa
3.13. Ob6cnyKMBaHUE No mexKbubnmoreuHomy aboHemeHTy (MBA)
Tabnnua 54
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MUH.
1 2 3 4
O6cnynBaHMe NHANBUAYAJIbHBIX NO/Ib30BaTeNel BubaMoTekn no
MBA:
1 |peructpaumna nonbsosartena, nonbsyoweroca MBA OAMH 2,0
no/sib3oBaTesib
2 |3anosiHeHWe 61aHKa-3aKasa O4MH 3aKa3s 3,0
3 |yTOYHEHME yKasaHHbIX NONAb30BaTe/NeM CBEAEHWUM O 3aKasaHHOM OJMH 3aKa3 2,0




OOKYMEHTE, Uensax 3anpoca, WCTOYHWMKE, OTKyda MNoJyYeHbl
cBeAeHus
Bubnunorpaduyeckas nopaboTka 3aKasa; YTOYHEHME| OAMH 3aKas

6ubnnorpadryecknx ceeaeHnin:

4 | no cnpaBoYHbIM N3gaHNAM 13 GoHaa 6MbnmoTekn 10,0

5 | npu nomoLLm BHYTPEHHUX M BHELWHUX 633 AaHHbIX 5,0

6 |nNpoBepKa Ha/MuMA 3anpallMBaemMoro AoKYMeHTa B bubanoTtekax,| oguH AOKYMEHT 12,0
B TOM YMC/Ie MO CBOAHbIM KaTasoram

7 |3anucb cBegeHM O HanpaBneHMM  3aKasa no  MBA| oauH 3aKas 2,0
(HaMmeHoBaHWe 6uBAMOTEKKW, pgaTa); oOTNpPaBKa 3akasa B
61b6MOTEKY, UMEIOLLYIO 3aNPaLIMBAEMbIN AOKYMEHT

8 |nepemeleHune 61aHKa-3aKasa B KapToTeKy 3anpocos O4HO 0,5
nosb3oBatenieir no MBA 3a pasgenutens "3anpocbl no MBA,| TpebosBaHue
HanpasJ/ieHHble B Apyrve 6ubanorekun"

9 |npuem AOKYMeEHTa, NpucaaHHoro no MBA OOMVH OOKYMEHT 4,0

10 |m3BeweHWe nNonAb3oBaTensa O  MNOAYYEHMM  3anpOoOLIEeHHOro OAMH 2,0
[OKYMEHTa U CPOKax ero Nob30BaHMA no/sib3oBaTesib

11 |Bblga4ya nonb3oBaTeNtd MoaydeHHbIX No MBA AOKYMEHTOB B| OAMH OOKYMEHT 2,0
YMTaZIbHOM 3afe; CBepKa BblgaBaemMoro AOKYMeHTa ¢ b6i1aHKom-
3aKa3oM, MPOBEPKA COCTOAHUA AOKYMEHTA, OTMETKA O Bblgauye

12 |npuem p[OKyMeHTa OT MO/Ib30BaTENA; CBEPKA [AOKYMEHTA C| OAMH LOKYMEHT 1,0
61aHKOM-3aKa3a, NPOBEpPKA COCTOAHWMA AOKYMEHTa, OTMETKa O
npueme, MNOMELLEHNE [OKYMEHTa B CMeuMasbHO BblaeneHHoe
MecTo

13 |m3BneyeHne b6naHKa-3akasa U3 KapTOTeKM, OTMETKa 06 oTnpaBKe| OA4MH JIMCTOK 1,5




JOKYMeHTa (maTa, HoMep NMoYToBOro oTnpaBs/eHus);
nepecraHoBKa JINCTKa M3 pasgena "lMosnyyeHHble no MBA
nspaHua" B pasaen "BosspalleHHasa mtepartypa"

TpeboBaHUA

14

noArotoBka  AOKYMEHTOB K  OTnpaBke B 6ubavoTeky
doHaoaepKaTeNnb; YMNaKOBKa 3aKasa, NpocTaB/ieHWe LTamna
"MouTa cnenbix", HaNnMcaHWe agpeca, COCTaB/EHNE ONUCK

O4WUH 3aKa3

5,0

15

paboTa c OTKasamu; Npu NOJy4EeHUN M3BELLEHMSA 0O OTKase MU
3aZlepyKKe BbIMOJSIHEHUA 3aMnpoca yKasaHue B G/iaHKe-3aKase Ha
0b60OpPOTHOM CTOPOHE MPUYMHBI M AaTbl OTKa3a, NepecTaHoOBKa ero
u3 pasgena "3anpocbl no MBA, HanpasieHHble B Apyrue
bubnvotekn" B pasgen "OTkasbl no MBA"; coobuieHne B otaen
o0b6CcNy»KMBaHMA O NONYYEeHUM OTKasa (aaTa, npuunHa)

oAMH 3aKa3

4,0

Ob6cnyxmnBaHme aboHeHTOoB no MBA: cBepka NO KapToTeke
aboHeHTOB Homepa aboHeHTa Ha 61aHKe-3aKase opraHM3aumm

OpraHusaums aboHupyeTca:

O4WUH 3aKa3

16

npocTaBNeHne Homepa Ha OnaHKe-3akase, CBepKa agpeca,
HasBaHMA opraHusauum, ¢amuamm OTBETCTBEHHOro no MBA
(BHECEHME N3MEHEHWIA B KAPTOUKM)

4,0

AB60OHEeHT 06paTnACA B TEKYLLEM FrO4Y BNEPBbLIE:

04MH aboHeHT

17

NpOCTaBNEeHME B KapTo4yKe roaa obpalleHus, Aatbl, odbopmaeHue
aboHeHTa

1,0

OpraHusaums paHee He aboHMPOBaNach:

0AMH aboHeHT

18

NnpPUcBoeHMe aboHEeHTy HOMepa, 3anojIHEHWE  KapTOUYKM
peructpauum aboHeHTa MBA u dopmynsap, ykasaHuMe MNOJIHOMO
HAaMMEHOBAHMUA OpraHM3aumuM, MOYTOBOrO agpeca, TenedoHa,
damuanmn, MMeHKn, OT4yecTBa OTBETCTBEHHOro /uua, A4aThl

6,0




OTKPbITUA U HOMepa aboHeHTa

19 |paccTaHOBKa pPerncTpaLmMoHHbIX KaPTOYEK B KAPTOTEKY OJHa KapTouKa 0,5
20 |odopmneHne u3BeweHUss gna  aboHeHTa 06  OTKpbITUK O4HO 2,0
aboHemeHTa (3anpoc HeAOCTaOWMX AN1A KAaPTOTEKU CBEAEHUI) n3BeLLEHNE
21 |npoBepKa NpPaBMAbHOCTU 3aMnonHeHuA 6naHKa-3aKasa,| OAWH BnaHk- 5,0
3a40/MKeHHOCTM aboHeHTa; npocTaBneHMe Ha obopoTe 6s1aHKa- 3aKas
3aKasa WTamna 1 gaTbl NO/ly4eHMA 3aKasa
22 |wudpoBKa 3aKa3oB abOHeHTOB; noabopKa 6/1aHKOB-3aka3oB No| oAMH B1aHK- 3,0
andaBuTy, NPoBEpPKa HaNMYUA LOKYMEHTOB NO KaTanory 3aKa3
23 |noAroToBKa AOKYMEHTa K Bblgaye; CBEpPKa AOKYMEHTA ¢ 61aHKOM-| 04MH AOKYMEHT 2,0
3aKa3oM, NPOBEpPKA COCTOAHMA [OOKYMEHTa; NpPOCTaBleHME Ha
6naHKe-3aKasze wWudpa LOOKYMEHTa, WHBEHTApHOro HOMepa,
KOJINYeCTBa AOKYMEHTOB, AaTbl BblAauu, WwWTemnena 6ubamotekn c
HasBaHMEM W MOYTOBbIM afAPECOM; YKa3aHME CpOKa BO3BPaTa;
B/IO)KEHME 4YacTn 6naHKa-3akasa aboHeHTa B BblgaBaAEMbI
[OKYMEHT, NpocTaB/ieHne Homepa baHaeponu
24 |nocTaHOBKa 3aKasa Ha oyepenb; OTrNpaBKa aboOHEHTY U3BELLLEHUA OJMH 3aKa3 2,0
25 |nepepava nsgaHma Ha KonuposaHue OAMH 3aKa3 3,0
26 |oTnpasKa OOKYMEHTOB aboHeHTam; ynaKoBKa 3aKasa, OAMH 3aKa3 5,0
npoctaBneHne wrtamna "Mouta cnenbix", HanucaHue agpeca,
COCTaBAEHME onucn
27 |paccTaHOBKa 6NaHKOB-3aKa30B Ha BblAaHHble [OOKYMEHTbl B| OAMH AOKYMEHT 0,5
KapToTeKky obcny*KmBaHus aboHeHTOB B pa3aen "BblgaHHble no
MBA nsgaHma"
28 |NpuHATME OOKYMEHTOB, BO3BPALLEHHbIX abOHEHTaMW; BCKPbITUE| OA4MH AOKYMEHT 4,0

6aH,u,eponM, NnpoBeEPKa COCTOAHUA [OOKYMEHTA, YKa3aHuWe Ha




b6naHKe-3aKase AaTbl BO3BpaTa AOKYMEHTa, NepecTaHOBKa b61aHKa-
3aKasa B pasges "BosBpauieHHada autepartypa"

29

aHanuns3 CpoKoB Nno/ib30BaHUA AOKYMEHTOB, BblAB/IEHUNE
AO/1XKHUKOB, HanpaB/sieHne HaNnoMMHaHUM

OAVH AOKYMEHT

2,0

30

paboTa ¢ oTKaszamu: yKasaHue B BnaHKe-3aKase NPUYMHbLI U 4aTbl
OTKa3a; perncTpauma OTKasa B y4eTHbix Gopmax; paccTaHOBKa
nMcTta TpeboBaHUA B KApPTOTEKE OTKA30B; OTNpaBKa abOHeHTy
n3BeLLeHNs 06 OTKase

OJVH OTKa3

4,0

3.14. MaccoBasn paboTa

HavmeHoBaHue npouecca, onepauumn. Cocrtas pa6OTbI

EavHnua
n3mepeHmsa

Hopma
BpEMEHMH,
MWH.

2

4

NMoaroToBKa maccoBbIX mepon pMHTMVI

OnpegeneHne Tembl, cOCTaBa ayauTOpPWW, OTBETCTBEHHOrO 3a
MeponpuATME B LLEJOM, COCTaBJeHMEe MaHa MNoArOTOBKM
MEPONPUATAA, BOMPOCOB ANA  OBCYKAEHWA, MNpUrnaleHue
KOHCY/IbTAaHTOB, J/IEKTOPOB, NOAGOPKAa [OOKYMEHTOB MO Teme
MEPONPUATUA; OpPraHN3auma BbICTaBKM AUTEPATYPbI, ONOBELLEHNE
nosib3oBaTeNel 0 MeponpuATMM Yepe3 aduLiM, KaHaibl CBA3M;
BblfIBJIEHWE BbICTYNAMOLWMX; NOArOTOBKA MOMELLEHNA; NpoBeaeHMe
COBELLaHNA NO UTOram NOArOTOBKM U NPOBEeAEHNA MEPONPUATUA:

04HO
meponpusaTme

YnTaTenbCcKaa KoHdpepeHumA

4800,0
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2 | inTepaTypHO-XyA0XKECTBEHHbIN BEYEp, BEYEP KHUTU, ANCTYT 3600,0

3 | Beyep BOMNPOCOB 1 OTBETOB, YCTHbIN KypHan 3000,0

4 | Kkny6 No MHTepecam 3000,0

5 | AeTCKUI yTPEHHUK 3600,0

6 | BMKTOPMHA, KOHKYpPC, Urpa-nytewecrame 3600,0
OpraHun3auma KHUXKHbIX BbICTaBOK
CoctaBneHne nfaaHa oOpraHM3auMM W MNpPOBEAEHMA BbICTAaBKK;| OAHA BbICTaBKa
BblfiBNEHMNE " otbop [OKYMEHTOB; noAroToBKa
CONPOBOAMTENIbHON  AOKYMEHTAUMM K  BbICTaBKe; MOHTAX
BbICTaBKW; opraHusauma MHGOPMaLMOHHO-PEKNAMHON pPaboTbl Mo
nonynapusaumm BbICTaBKKU; NogBeAeHNe UTOroB paboTbl:

7 |nnaHa BbICTaBKKU 600,0

8 | BbICTaBKM MO rOTOBOMY MNJiaHy 360,0

9 | onepaTMBHbIX BbICTAaBOK HOBbIX MOCTYMNAEHUN 120,0
Peknama 61banoteku; paboTa no npuBAEYEHMIO NONb30BATENEN:

10 [noArotoBka pPeKNaMHOro CcooblEeHNs B CPeacTBax MaccoBOW O4HO 300,0
nHbopmauum, gna pasmelleHua Ha cante BUbAMOTEKN, nopTane| coobuieHune
cneuunanbHblx 6MbAMOTEK, Ha aBTouHdboOpmaTope o paboTe
61MbnnoTeKM, 0COBEeHHOCTAX QYHKUMOHMPOBAHMUA  PA3/IUYHbIX
noapasgeneHnn, HOMEHKNaType YyCayr, npeaocTaBAseMblX
6ubnnoTtekol, n gpyroi nHdopmaumm

11 |noaroToBKa naaKkaTa O AeATeNbHOCTU BUBANOTEKN (BbIBOP Tembl,| OAMH NAaKaTt 300,0

onpeaeneHune cogepxaHma u Gopmbl)




MoagrotoBKa bykneTta o 6ubnmoteke: OOMH byknet

12 | ogMH NUCT, ABYXCTOPOHHAA NeYatb (popmat A4) 600,0
13 |pBa nncta n bonee 1200,0
14 |opraHu3auma 3KcKypcuii no 6ubamnoteke; npuem U opopmMaeHNE| OAHA IKCKYpCUn 60,0

3aABKU, YTOYHEHWE TEMbDI 3KCKprMVI M COCTaBa 3KCKYPCaHTOB

BolAaBNEeHME NOTEHUMANbHLIX MoJb30oBaTenen 6ubamoTeyHo-
MHOOPMAUMOHHbIX yCayr 6ubanoTeku:

15 |npocmoTp npeccobl U "UHTepHeT"-pecypcos OAMNH OOKYMEHT 8,0
16 [cbop M aHanM3 UHPOPMALMM O KOHKYPEHTOCMOCOOHOCTU| OAMH AOKYMEHT 8,0
6ubnnoTtekmn
17 |BefeHMe KapTOTeKM NOTPEBUTENBCKOIO PbIHKA OflHa KapTo4Ka 0,3
18 | BCcTpeun c npeacrasutenamm GUpm, opraHnsaumii, NnpeanpuaTui o4HO 120,0
meponpusaTue
MpumevaHue:

- Bpems npoBeAeHMA MacCoBbIX MEPOMNPUATUIA, BbICTaBOK IMTEPATYPbl U SIKCKYPCUIA B HOPMY BPEMEHM HE BXOAMT;

- PV OPraHU3aLMK Bble34HOM BbICTAaBKM K HOPMAM BpeEMEHU MPUMEHAETCA NOBbIWAOWMNIA KoaddumumeHT 1,1.
3.15. CnpaBoyHas 1 uHdopmauuoHHas pabota. OpraHmsauus cnpasoYyHo-6ubamorpaduryeckoro annapata (CBA)
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N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MUH.




1 2 3 4
MpocmoTp M oT6OP AOKYMEHTOB M3 TEKYyLMX MOCTyNAeHui ans
BKAtoveHMA B CBA:
1 |nsockoneyaTHble KHUTKM Ha BYMaXKHbIX HOCUTENAX O Ha KHUra 4,0
2 |nnocKoneyaTHble KHUIMM Ha ONTUYECKUX HOCUTENAX Of4Ha KHUra 6,0
3 |cTaTby M3 NAOCKOMNEYaTHbIX COOPHUKOB, }KYpPHaN0B OZHa CTaTbA 3,0
4 | cTtaTtbu U3 rasert OZHa CTaTbA 2,0
5 | penbedHo-TOUEYHbIE KHUTU ofHa KHura 6,0
6 |cTaTtbu u3 penbedHO-TOYEYHbIX COOPHMKOB, KYPHaAN0B OZHa CTaTbA 4,0
7 |ayamoBuM3yasibHble M34aHMA Ha aQHaANorosblx W  UMGOPOBbLIX 0Of4Ha KHura 6,0
HOCUTENAX
8 |cTaTbM 13 3BYKOBbIX COOPHMKOB, KYPHaNoB OZHa CTaTbA 5,0
9 |6ubnunorpaduueckme nocobua, B TOM YWUC/E Ha ONTMYECKUX| OfHA 3anucb 0,7
HOCUTENAX
10 | neTonmncyn KHUMKHbIX, XKYPHA/IbHbIX M Fa3eTHbIX cTaTeMn 0ofHa 3anucb 1,0
11 | NpUKHUKHbIE BUbANOrpadpuYecKkme cnncku oAHa 3anucb 0,7
12 |npocmoTp u oTbop AOKYMEHTOB M3 BHewWHUX bl nepuoanyeckmx| oOfHa cTaTbA 6,0
n3aaHunii ana skatoveHns B CbA:
13 | coctaBneHune 6mMbamorpadmyeckon sanucu oAHa 3anucb 4,0

CocTtaBfieHMe aHHOTaUUN,
TeKcTa:

M3yyeHMe [OOKYMEHTa, HanucaHue

04Ha aHHOTaLMA




14 |aHHOTMpPOBAHME KHUT 120,0
15 |aHHOTMpOBaHMe cTaTeM 60,0
16 |aHanUTMYecKas  POCMUCb  KYPHa/bHbIX, ra3eTHbIX CTaTel,| oAUH AOKYMEHT 4,0
cbopHUKOoB, 6MbBAMOrpadunyecknx nocobuin; O3HAKOMIEHME C
cofepKaHnem U3gaHusa, COCTaBNEHNE aHAIUTUYECKOW POCNUCH
17 |cuctemaTmsauma KapTodek Ha oTobpaHHble ans BrAtodeHns B CBA| oaHa KapToudka 2,0
OOKYMEHTbI MO TMMAaM KaTasoroB U KapTOTEK; NPOBEPKA NHAEKCOB,
PAcCTAaHOBKA KapTOYKM
OpraHu3auma TemaTnyeckux cnpasoyHbIx bA:
18 | npocmoTp, oT6Op M cUcTeMaTU3aLMA OKYMEHTOB A/151 BKAKOYEHUA| OAUH AOKYMEHT 10,0
8 b, BBOA MHPOPMaLMH
19 |pepaktupoBaHue b[l: BHeceHne B bubnvorpadpuyeckyto 3anmcb| ofHa 3anucb 1,0
[ONONHEHUIA U U3MEHEHWUI; UCKAOYEHWE 3anucM Ha BbiObIBLLME
LOKYMEHTbI
20 |BBOA HOBbIX PYBpPUK ofAHa pybpuKa 1,0
OpraHmsaumna noaHoTeKcToBbIX B/
21 |npocmoTp, oT6op M NpeameTM3aumsa AOKYMEHTOB ANA BKAOYEHUA| OANH AOKYMEHT 10,0
B b
Beog B b, 6ubnnorpadpuyeckmx 3anucein NNOCKOMEYaTHbIX| OZAHA 3aMnucb
U3OaHWNM:
22 | Npv HAaNMYMK 3aNUCK B 3/IEKTPOHHOM KaTasaore 2,0
23 | npu cocTaBieHUM HOBO bubanorpaduyeckoin sanncu 6,0
24 | npu gonosHUTEeNbHOM Noucke nHpopmaumm B "UHTepHeTe" 10,0




25 |cKkaHMpoOBaHME  TeKCTa  OOKYMEHTa € pacrno3HaBaHMeMm;| oAHa CTpaHuua 6,0
ncnpasneHune ownboK

26 |pepaktupoBaHue B, BHeceHue B 6GubAMoOrpaduyeckyto 3anucb| OAHa 3anumcb 1,0
OOMONHEHUA W  WU3MEHEHUMW; WCKNOYEHWE 3anMucu M TEKCTa
M34aHMA Ha BblObIBLUME OOKYMEHTbI
OpraHu3auma KapToTeKM NepcoHannii:

27 |onpepeneHne U COCTaBAEHWE NepeYHa NNL, CBEAEHUA O KOTOPbIX| OANH AOKYMEHT 20,0
OTpaXKalTcsA B KApTOTEKE; NPOCMOTP MHPOPMALMOHHbIX M34aHUI
W NepBUYHbIX AOKYMEHTOB; OTOOP AOKYMEHTOB ANA BK/AOYEHUS B
KapTOTeKy

28 |TexHun4yecKas M coaepkatesnbHaa 06paboTKa [AOKYMEHTOB A/si| OAVH AOKYMEHT 3,0
BK/IIOYEHMA B KAPTOTEKY; PACCTAHOBKAa KapToyeK no andasuty
$damuInin aBTOPOB M MO BUAAM AOKYMEHTOB

29 | petanmsaums pasaenos; HanucaHue 7] paccTaHoOBKa OAWH 2,0
pasgenutenei pasgenutenb

30 | pepaKkTnpoBaHue KapToTeKu; BHeCeHune WCMpPaB/IEHNM,| OANH AOKYMEHT 1,0
[OMNONHEHUN, USMEHEHWUI
OpraHuzauma dakTorpadmnyeckomn KapToTeKu:

31 |onpepeneHne npeamerta, 06bEKTA M OCHOBHbLIX MPWU3HAKOB ANA| OAWH AOKYMEHT 3,0
OTpaXeHUs B KapToTeKe; MPOCMOTP M OTOOpP AOKYMEHTOB AN
BK/IIOYEHMA B KapTOTEKY; 3aHeceHWe OTObpaHHbIX CBeAEeHWI Ha
KapTOYKN MHGOPMALMOHHOIO MaccmBa

32 | pedakTMpoBaHUE KapTOTeKW; NPOBEPKa MPaBWIbHOCTU CBEAEHWUA| OAWNH AOKYMEHT 2,0
M YyKasaHuMA 06  UCTOYHMKAx  WHOpMaLUMK;  BHECEHUEe
ncnpasaeHui

33 |HanucaHWe U paccTaHOBKa pasaenurenei OAMH 2,0




pasgenurens

OpraHmsau,Mﬂ TEMATUYECKUX NANOK ra3eTHbIX BbIPE3OK:

34

NPOCMOTP U CUCTEMATU3ALUA NA3ETHDLIX BbIPE3OK

OJlHa Bblpe3Ka

3,0

35

Od)OpMnEHME BblIPpe€30K ANA XPaHEHUA B TeMaTUYECKUX Nnankax;
KpaTKoe onncaHne NCTOYHUKa

OJlHa Bblpe3Ka

4,0




3.16. CnpaBoyHas 1 nHbopmaumnoHHas pabota. CnpaBoyHo-6MbAMOrpadryeckoe obcnyKnBaHue

N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMH,
MUH.
1 2 3 4

Mpuem 6ubnnorpadmyeckmnx 3anpocos:

1 |[npuem 6ubaMorpaduyeckoro 3anpoca; YTOYHEHWE TeMmbl,| OAMH 3anpoc 1,0
LEeNeBoro M 4YMTaTe/IbCKOro HasHayYeHWs, MONHOTbl WUCTOYHWKOB,
TUMOB, BUAOB N XPOHOOTMYECKMX PAaMOK 3amnpoca

BbinonHeHWe cnpaBoK

TemaTtunyeckana cnpasKa: NOUCK M 0T6OP AOKYMEHTOB; COCTaBNeHMe| OfHa CnpaBka
bubnrorpadunyeckoro onmcaHmsa:

2 | nMcbmeHHas cnpaBka (1 - 10 McToYHMKOB) 10,0

3 |ycTHaA cnpaBKa (1 UCTOYHUK) 2,0

AppecHo-6ubnnorpaduyeckas crnpasBKa: YCTAHOBAEHWE HanAWuMA| ofHa CnpaBKa
WAW MEeCTOHaXOXAEeHUA LOKYMEeHTa WAM ero 4yactm B ¢oHae

61bnnoTeku:
4 | nnucbmeHHasna cnpasKa (1 - 10 UCTOYHMKOB) 10,0
5 |ycTHasA cnpaBka (1 MCTOYHMK) 2,0

YTouHAOWAA CcnpaBKa: YCTaHOB/AEHME M YTOYHEHWEe 3/1eMeHTOB| OfHa CnpaBka
bubnnorpadunyeckoro onmcaHmsa:
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6 |nucbMeHHasa cnpaska (1 - 10 MCToYHMKOB) 10,0
7 |ycTHaAa cnpaBKa (1 MCTOYHUK) 2,0
dakTorpadmyeckasa  cnpaBKa:  YCTaHOB/NEHWE  KOHKPETHbIX| OAHa crpaBKa
CBeAEeHUN 0 cobbITMAX, 06bEKTAX, Npoueccax, AaTax:
8 |nucbMeHHas cnpaeka (1-10 NCTOYHMKOB) 10,0
9 |ycTHana cnpaBka (1 MCTOYHMK) 2,0
CocTaBieHMe TeMaTU4eckux BubamorpadpuyecKkmnx CNUCKoB:
10 |nouck, otbop M cucTemaTmM3aumAa [OKYMEHTOB; COCTaB/IeHME| OAUH LOKYMEHT 7,0
bubnnorpadmnyeckoro onmcaHma
11 |odopmneHne cnucKka; BbIBOA Ha MNPUHTEpP, OTNpPaBKa MO| OAMH CANCOK 10,0
3NEKTPOHHON NOYTE, KOMMPOBAHME HA CbEMHbIN HOCUTE/b
nonb3oBaTens
BepeHue $oHAA BbINONHEHHbIX CMPABOK:
12 | pernctpaumsa BbINOJHEHHON CNPaBKK B KypHane ofHa cnpaskKa 2,0
13 [BBOO  TemMaTUYEeCKOM  CNpaBKM B 3JIEKTPOHHbIM  apXxMB| OfHa CrpaBKa 2,0
BbIMOJIHEHHbIX CNPABOK
3.17. CnpaBo4Hasa 1 MHGopMaumoHHasa paboTa. bubnmorpaduyeckoe nHdopmuposaHme
N HanmeHoBaHMe npouecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHus BpEMEHMU,

MUH.
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2

BbiaBneHue MH(I)OpMaLI,MOHHbIX I'IOTpE6HOCT€l71 cneymnanncrtos
METOA40M aHKETUPOBAHUA:

onpegeneHne  KOHTUHreHTa  noTpebutenein  mMHPopmauumu;
pa3paboTka 3aABOK A4na onpegeneHna  UHOOPMAUMOHHbIX
3aMpocoB; paccbiika 3aABOK; 06paboTKa MNOYYEHHbIX 3asBOK;
COCTaB/IEHME HA OCHOBE MOJIYYEeHHbIX [AaHHbIX KapToTeKu
KOHTUHIeHTa notpebuteneit MHGopmaumm n nx MHGOPMaLMOHHbIX
3anpocos

OAMH
notpebutenb

60,0

3aKntoueHne ¢ aboHEeHTamu [0roBopoB Ha WMHPOPMaLMOHHOE
obcnyKuBaHue:

aHa/M3  AaHHbIX O  3aUHTEpPecoBaHHOCTM  aboOHeHTOB B
MHOOPMALUMOHHOM OOCAYKMBAHUM U pPeXMMAX M3bMpaTesbHOro
pacnpocTpaHeHUA U PEeTPOCNEKTUBHOrO MOWUCKA; 3aK/AOYeHUE U
nepecmoTp 4OroBOpoOB

OAVH AOrOBOP

90,0

dopmunpoBaHne cetu abOHEHTOB CcUCTEMbI W36UpaTENbHOrO
pacnpocTpaHeHua nHdpopmaumm (UPU):

onpeaeneHne KOHTUHreHTa aboHeHTOB cuctembl PU; BbiABNEHUE
TUNOBbIX U WHOMBWUAYANbHbIX 3anNpoOCOB abOHEHTOB; W3y4eHue,
KnaccuduKkauma M MHAEKcaumAa 3anpocoB; BBOA, [AaHHbIX O
3anpocax B aApecHyo KapToTeKy

OAMH abOHEHT

60,0

MoaroToBKa CUrHANBLHOTO onoBeLeHna B cucteme UPN:

BbiIBJIEHWE, NPOCMOTP M OT6OpP MaTepuanoB M3 TeKyLMX
NOCTYN/JEHUI; OTNPaBKa MHbOpPMaLMKM NoTpebuTento

OfiHO
onoselleHne

20,0

rpynnosoe 6mbanorpapumyeckoe nHbopmmposaHue

dopmmnpoBaHmMe cocTasa rpynn aboHeHTOB

04MH aboHeHT

10,0




6 |yTOYHEHME Tembl, COrn1acoBaHME WCTOYHMKOB WHPOpMaUuK, O4Ha Tema 20,0
BWO0B LOKYMEHTOB
Mouck [OKYMeHTOB Ana MHPOpPMALMK, COCTAaBNEHME M OTNpPaBKa ogHo
OMOBELLEHUA: onoBelleHne
7 |nMcbMeHHO 10,0
8 |ycTHO 10,0
OnepaTnBHoe MHOPMUPOBAHME MO 3anpocy:
9 |dopmupoBaHMe ceT abOHEHTOB; BbIIBJIEHWE TUMOBbIX W| OAMH abOHEHT 5,0
MHAMBMAYANbHbIX 3aNpPOCOB
10 |mn3yyeHune n KnaccMdUKaLMKM 3aNpPoOCoB; BBOA AaHHbIX B a4PECHYIO| OAMH 3anpoc 7,0
KapToTeKy
HanucaHue 0630poB 1 cnpaBokK
BbisBneHne wn oT160p WCTOYHMKOB; 06paboTKa M  aHaAM3| OAMH aBT. INCT
0TO6PaHHbIX IOKYMEHTOB; HanmncaHue Tekcrta o63opa/cnpasku:
11 | no nepBMYHbLIM UCTOYHUKaM 6000,0
12 |no BTOPUYHBIM MCTOYHUKAM 4200,0
13 |Habop u popmaTtupoBaHme TekcTa o63opa/cnpaBKku oA4Ha CTpaHuMua 20,0
(1800 - 2000
3HAKOB)
OpraHusauma UM NpPoBeAeHME YCTHbIX bubnunorpadpuyeckmnx
0630p0B HOBbIX NOCTYMNAEHUN
OTbop HOBbIX MOCTYNAEHWUIM NO 3apaHee 06bABNEHHOW TemaTuKe;| oauMH 0630p

cncrematmnsauma UCTOYHMKOB MO TemMam, NpPOCMOTP WU aHanu3




[OKYMEHTOB; noabopKa 6mubanorpadmyecknx onmvcaHui, KpaTkmx
aHHoTauui, pedepaToB Ha OTOOPAHHbIE NCTOYHUKOB; NMOArOTOBKA
pykonucu bubnnorpaduyeckoro 0630pa; KOJINYeCTBO
NPOCMOTPEHHbIX U OTOOPAHHbIX JOKYMEHTOB:

14 | po 50 poKkymeHTOB 600,0
15 |cBbiwe 50 AOKYyMeHTOB 1800,0
MoarotoBKa 6t0N1N1ETEHA HOBbIX MOCTYMNEHWI
OnpegeneHve TemMaTUYECKMX T[pPaHUL, Moucka UM  oTbopa oAuH
OOKYMEHTOB; co3daHue pybpukatopa OlonneteHsa; BbisiBNEHUE U 6onneteHb
otbop B MaccMBe  TEKYWMX  MOCTYN/AEHWA  UCTOYHUKOB
nHbopmauum; noabopKa aHHOTauui, pedepaToB; KOAMYECTBO
NPOCMOTPEHHbIX AOKYMEHTOB:
16 | po 50 poKkymeHTOB 300,0
17 |cBbiwe 50 AOKYyMeEHTOB 600,0
MoaroToBKa TeKyLWwmnx 6ubnnorpadpuyeckmx nocobuit
Bbibop Tembl nocobus, BbiAB/EHME W OTOOP AOKYMEHTOB,| OAMH aBT. ANCT
dopmupoBaHme pasgenos nocobus, aHHOTUpPOBAHUE
OOKYMeHToB, nogbopka  ¢akrtorpadpuyeckoro  martepuana,
WANOCTPALMIA, COCTaBNEHUE TEKCTa, BCMOMOTraTENbHbIX
yKasatenen, KOMMbIOTEPHbIN Habop, KOHCynbTaUuM Y
CNeunanncToB Ha pas/iMYHbIX 3Tanax paboTbl, obcyxkaeHue U
[opaboTKa No 3ameyaHUsaM:
18 |coctaBneHue 6ubnnorpadmyeckoro  yKasaTens, KaTanora, 15000,0
nyTeBogMTeNA, CNPAaBOYHMUKA
19 [noarotoBka KOMMEHTAPUEB, MPUMEYAHUIA MNPOCBETUTEIbCKOTO 6000,0

XapaKTepa, He Tp66leLLI,MX cneynanbHbIX MCCHEAOBaHMﬁ




20

NnoAroToBKa KOMMEHTapues, npumedaHuii Hay4Ho-
NCCNea0BaTeNbCKOro XapakTepa

12000,0

MoaroToBKa PETPOCMNEKTUBHbIX Hay4YHO-BCMOMOTaTe /IbHbIX
6ubnnorpaduryecknx ykasareneun:

21

BbIOOP Tembl, CO34aHMe aBTOPCKOrO KOJIIEKTMBA; paspaboTka
WMHCTPYKTUBHO-METOAMYECKUX MaTEepPUasios; BbiBAEHUE U OTOBOpP
OOKyMeHToB; pabota Hag 6ubavorpaduyeckoir  3anucblo;
aHHOTMpOBaHMe; bubanorpaduyeckas rpynnMPoOBKa; COCTaBAEHME
BCMOMOTAaTE/IbHbIX yKasaTeneu; KOMMbIOTEPHbIN Habop;
obcyxaeHne n aopaboTka No 3amedyaHMAm

OAMVH aBT. INCT

10080,0

CocTaBnieHMe  aHHOTMpPOBaHHOro  6Gubauorpaduyeckoro  mau
6rnobudbanorpadpuyeckoro ykasatena no akTyasbHOW TeMaTUKe C
XPOHO/I0rMYECKMM OXBAaTOM OT 2 A0 5 net:

O4WH aBT. INCT

22

Ha PYyCCKOM fi3biKe

10080,0

23

C BKaoyeHnem oT 30% po 40% obbema nybauKauuii Ha
WMHOCTPaHHbIX A3bIKaXxX

12600,0

24

COCTaB/IEHWE aHHOTMPOBAHHOIO BUBAMOrpadUUecKoro ykasaTens
MHOrOO0TPAC/IEBOrO COAEPKAHMA C XPOHONOTMYECKMM OXBAaTOM A0
100 net, Tpebylowero CcNAOWHOIO MPOCMOTPA [OKYMEHTOB,
NOMCKa CNOXKHbIX Bubanorpadpuyeckmx nsgaHui

OAWH aBT. IUCT

21000,0

CocraBneHue pPeEKOMEHAATENNbHbIX 6M6!1MOFpad)M‘-leCKMX CNncKos

BbisiBneHWe cnpoca notpebuTenel, onpeaeneHne Tembl, oT6op
[OOKYMEHTOB, COCTaB/IEHME OuYepKa, KOMMbIOTEPHbIA Habop,
BHECEHWE UCNPaBAEHUN:

O4WNH CNUCOK

25

no 10 3anucen

30,0

26

cebiwe 10 3anucei

30,0




MoAroToBKa aHaMTUYECKNX 0630poB

BoisBneHne u oTboOp AOKYMEHTOB, NOAroToBKa pybpuKaTtopa,
M3y4YeHMe M OUEHKa [AOKYMEHTOB, CMCTeMaTM3auuMsa maTepuana,
COCTaB/IEHME aHaNUTUYECKoro 0630pa, KOMMbIOTEPHbIM Habop,
obcyKaeHve 1 fopaboTKa No 3amedaHusam:

OAWH aBT. INCT

27 |no NepBUYHBLIM UCTOYHMKAM Ha PYCCKOM A3bIKe 10080,0
28 |no cmelaHHbIM NePBUYHBIM UCTOYHUKAM 12000,0
29 |no nepBUYHbIM UCTOYHMKAM Ha MHOCTPAHHbIX A3bIKaX 13800,0
CocTaBnieHue aKkcnpecc-uHbopmauum:
30 |BblAB/IEHME M OTOOP MaTepuana Mo Teme, CUCTEMATU3aUUA;| OAMH aBT. ANCT 4500,0
KOMMbIOTEPHbI Habop
CocTaBneHue pedepara:
31 |mM3y4yeHMe M aHaNM3 AOKYMEHTA; COCTaB/ieHMe TeKCTa pedepata;| OAMH aBT. ANCT 6600,0
KOMMbIOTEPHbI HAOOP; BHECEHUE UCNPAB/IEHUI
3.18. HayuHo-meTogmuyeckas paboTa
N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHus BpEMEHMU,
MWH.
1 2 3 4

MoaroToBKa MeToAUYECKMX NOCOOMIA, peKoOMeEHAALNIA:
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pa3paboTKka HOBOM TEMbI; U3y4YeHUE TeMbl, BbiBNEHME W aHaNu3
OOKYMEHTOB MO Teme; 4YMTaTes/IbCKoe W Le/ieBOe HasHayeHue
nocobus, pekomeHaauuin; COCTaB/iEHME MPOCMEKTa; HanucaHue
TEKCTa

OAMVH aBT. INCT

18000,0

MmoaubuKauma paHee pa3paboTaHHOW Tembl; BbiABAEHUE U
M3y4eHMe HOBbIX AOKYMEHTOB UM HaKOM/JAeHHOro 6ubanotekammu
onbiTa Mo Teme nocobua, pekomeHaaUN; yTOUHEHUEe, BHeceHune
M3MEHEHWN B CTPYKTYPY M B TEKCT B COOTBETCTBUM C
OOCTUNKEHUAMMU 6ubnnoTteuHom Teopum n NPaKTUKK;
nopabotka/nepepaboTka TeKkcTa

OAWH aBT. INCT

10200,0

Pa3paboTka [JOKYMEHTOB, pernaMeHTUpPYIoLWMX [AeATesbHOCTb
61bNNOTEK, NONOKEHWUIN, UHCTPYKLMIA, MPOEKTOB NOCTaHOBNEHUN,
YCTaBOB, 3aKOHOAaTe/IbHbIX aKTOB:

pa3paboTka HOBON Tembl; BbIABAEHWE, W3YyYeHWe, aHanu3
OENCTBYIOWMX AOKYMEHTOB MO TEME, HanMCaHWe TeKCTa MpPOoeKTa
OOKyMeHTa; obcyXKaeHue v anpobaunsa AoKymeHTa B bubanorteke;
[0paboTKa AOKYMEHTa; MOArOTOBKA K YTBEPKAEHUIO

O4WH aBT. INCT

20400,0

MmoanduKauma paHee pPa3spaboTaHHOrO LOKYMEHTa; aHanus u
OLEHKa [OKYMeHTa; MOUCK M OT6op HOBbIX AENCTBYHOLMX
[OOKYMEHTOB MO Teme; BHECEHME U3MEHEHUI B TEKCT AOKYMEHTa;
obcykaeHne wM gopaboTKa  OOKYMeHTa;  MOAroToBKa K
YTBEPKAEHMIO

OA4WH aBT. INCT

9000,0

Pa3paboTKa y4yeTHbix popm, Tabaumu, 06pas3LoB:

YTOYHEHWE NpeameTa, 0bbeKTa, CoAep’KaHua ydeTHoW GOopMbl,
Tabnuupl, obpasua; otbop M cucTemaTu3auua MoKasaTesnen;
paspaboTka MakeTa Yy4yeTHOW dopmbl, Tabauubl, 06pasua;
obcyKaeHne 4OKYMEHTA; MOArOTOBKA K YTBEPKAEHMIO

OA4WH aBT. INCT

9000,0

CocraBneHue peKOMEH,ﬂ,aLI,Mf;I NoO BHEAPEHWUNIO PernameHTUpyowmnx




[OKYMEHTOB B NpaKTUKe:

pa3paboTka MeToAMYECKUX PEKOMEHAALMIA, UHCTPYKLUMIA, NAAHOB
No BHEAPEHWNIO HOPMATUBHOW AOKYMEHTALMM; NOATOTOBKA TEKCTA

OAWH aBT. INCT

16500,0

MoAroToBKa NMUCbMEHHbIX KOHCY/IbTaLWUM, METOANYECKUX NMUCEM:

BbIABIGHWE M aHaNM3 [OOKYMEHTOB MO Teme, W3ydeHne W
obobueHne onbiTa paboTbl BUBAMOTEK; MNOATOTOBKA TEKCTa;
obcyKaeHune U 4opaboTKa TeKCTa

OAWH aBT. INCT

10200,0

MoaroTtoBKa o630poB AeATeNbHOCTU bunbnnotek no
onpeaeneHHoON TeMaTUKe:

onpegeneHne TemMmbl U XPOHOJIOTMYECKUX TrpaHnL o630pa;
BblAB/1IEHNE, MPOCMOTD, OT60p N aHaIn3 AOOKYMEHTOB MO Teme
o630pa; noAroToBKa TEKCTa; O6CV)K,D,EHME n ,u,opa60TKa TEKCTa

O4WH aBT. INCT

10800,0

PeLieH3MpoBaHWe Hay4yHbIX, METOANYECKMX, WHOOPMALNOHHBIX U
LPYrMx MaTepuanos:

YyTeHne peueHsInpyemoro matepumana, OUueHKa €ero B Uesiom,
OTAENbHbIX HaCTeVI; YCTaHOB/IEHNE COOTBETCTBUA YNTATE/IbCKOMY U
Lenesomy HadHa4yeHuto, Hay4HbiM U MeTOANYECKUM Tp66OBaHMF|M

OA4WH aBT. INCT

900,0

10

HanMcaHue peLeH3nn

OAMVH aBT. INCT

1500,0

MoAaroToBKa SIEKUNIM, KOHCYNbTaLMUIM

PaspaboTka nfaHa  NeKuMKW,  KOHCynbTaumu,  noabopka
NiTepaTypbl, COCTaB/IEHME CMWUCKA JIMTepaTypbl K  JiIeKumu,
KOHCY/IbTaLMW, MOLAFOTOBKA TEKCTa:

11

nepsnyHaa nekuua

ofiHa neKkuus

1800,0

12

NOBTOPHaA neKkuyuna, C yHetTom HOBOro matepuana

0ofHa neKkums

360,0




13 | nepBWYHaA rpynnoBas KOHCYAbTaumA ogHa 1500,0
KOHCynbTaumA
14 | noBTOpPHaA rpynnoBas KOHCYNbTALMA C Y4€TOM HOBOro maTepuana of4Ha 300,0
KOHCy/IbTauusA
15 |ycTHasa MHAUBUAYaNbHAA KOHCY/IbTauuA ogHa 600,0
KOHCybTauuA
MNpoBeaeHMe NPaKTUKYMOB, CTaXKUPOBOK
OnpeaeneHve Tembl, 3a4aHUA NMPaKTUKyMa, CTaxunposku (7 - 10
OHeWl), BbIABNEHWE AuTepaTypbl MO W3y4aeMOMy BOMPOCY,
cocTaBfieHMe rpadumKa NpPoBeAEHUA  3aHATMI, NOAFOTOBKA
3aK/II04EHMA O NPOXOXKAEHUM NPAKTUKYMA, CTaXKUPOBKU:
16 | npaKTUKym (MHOMBUAYANbHbIM, FPYNNOBOM) OAMH NPaKTUKYM 2400,0
17 | cTaxkupoBKa (MHAMBMAYaNbHAA, rpynnosas) O4Ha 2700,0
CTa*KMPOBKA
MpaKTWKa CTYAEHTOB BbICWMX U CPeAHUX CreLManbHbIX y4ebHbIX
3aBeeHUN:
18 |noarotoBKa M OpraHM3aumsa NpakTUKKM cTyaeHToB (Ao 30 AHeir);| oAHa NpaKTMKa 5400,0
pa3paboTka naaHa NPaKTUKW,  CcOrnacoBaHMe ero C
pPyKOBOAMTENEM MPAKTUKKU; COCTaBNeHMe rpaduKka noceleHns
CTPYKTYPHbIX  NOAPA3AeNeHUA;  OpPraHU3auMsa  MPAKTUYECKMX
3aHATUI;  nopBeAeHWe  UTOTOB  MPAKTUKKM;  COCTaBAeHWe
XapPaKTePUCTMK MPAKTUKAHTOB
MoceweHne 6MBAMOTEK, Bble3Abl B KOMAHAWMPOBKM C LENbIO
n3y4yeHmA paboTbl U OKA3aHMA METOLNYECKON MOMOLLM:
19 [noArotoBka K KOMaHAMPOBKE;, YTOYHEHWE CPOKOB UM LEnewn O4Ha 660,0
KOMaHOMPOBKMW; O3HAaKOMIEHWE C AOKYMEHTAMM U MaTepuanamu| KOMaHOMPOBKA




npeabiaywmx Bble3gos M NybanMKauuii B MeyaTu; COCTaBleHMe
naaHa KOMaHANPOBKM

20 | cocTaBneHue oTyeTa/cnpaBKu o0 NpoBeaeHHON paboTe OA4MH OTYeT 1200,0

21 |cocTaBneHMe aBaHCOBOIO OTYETa, 3aMno/IHEHUE OTYeTHOro 61aHKa O4MH oTyeT 60,0

Pa6oTa Hay4YHO-OpPraHM3aLUMOHHOIO XapaKTepa:

22 |NoA4roTtoBKa U NpoBegeHne TeopeTnyecknx, HayuHO-NPaKTUYECKUX O4HO 6000,0
KOHdepeHUnit; onpeaesieHne cCocTaBa OPrkOMUTETa U YHACTHUKOB| mMeponpustue
KoHdepeHuMn; GOpMUPOBaAHME U YTBEPKAEHWE MPOrPaMMbl;
OpPraHU3auMOHHble MeponpuUaATUS; BblpaboTKa NnpoekTa
pekomeHgaunii; $MHaAHCOBO-X03AMCTBEHHOE obecneyeHue;
aHanuM3 1 oueHKa paboTbl KOHbEepPEHUUU; NOABEAEHNE UTOTOB

23 |noprotoBka W NpoBeAeHME CEeMMHAPOB, KPYrablX CTO/MOB; o4HO 3000,0
onpegeneHne cocTaBa y4aCTHMKOB, CPOKA W MecCTa MpoBedeHuA| meponpuAtue
MeponpuaTUn; ¢GopmMMpoBaHME W YTBEP)KAEHME MNPOrPaMMbl;
nHbopmMaunoHHOEe obecneyeHue; BblpaboTKa npoekTa
peKOMEeHAALUMIA; aHANN3 U OLLEHKA MEPONPUATUIA

Mpumevarue:

- NPV NPOBEAEHUN MEPONPUATUIA Ha MEXAYHAPOAHOM YPOBHE K HOPME BPEMEHU NPUMEHAETCA NOBbIWaWmMin KoapduumeHT 2,0, Ha peaepasibHOM YPOBHE
-1,85;

- Bpemsa MPOBEAEHUA JIEKUMNA, KOHCY/IbTaluMi, MNPAKTUKYMOB, CTaMPOBOK, MPAKTMK, NpebbiBaHMA B KOMaHAMPOBKaX, MNpPOBeAeHUA KOHPpepeHUui,
CEMWHApPOB, KPYr/blX CTO/NOB U BPEMSA, CBA3AHHOE C U34aHMEM MATEPUAIOB KOHPEPEHLMNI, CEMUHAPOB, B HOPMY BPEMEHMU HE BXOAAT.

3.19. PegakumoHHO-u3gaTenbCKas pabota
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N HanmeHoBaHMe npouecca, onepauun. CoctaB paboTsl EanHunua Hopma
n/n n3mepeHus BPEMEHMU,
MUH.
1 2 3 4
MoAaroToBUTENbHbIN 3TanN:
1 |yyacTme B COCTaBAEHWM TeMaTU4yecKoro (M3aaTenbCKoro) nnaHa, ogHa Tema 45,0
nnaHa PacCbINIKY; cornacoBaHue Tem nU3gaHui,
aBTOPOB/aBTOPCKUX KONNEKTUBOB
2 |obcyxaeHne C aBTOPOM TEeMbl W XapaKTepa 3aKasbiBaemoro| OAMH aBT. JINCT 30,0
Npou3BeAEeHNs, OCHOBHbIX TPebOBaHM, KOTOPbIM  AO/IKHO
YOOBNETBOPATb  NMPOU3BEAEHWE W YC/IOBUI  aBTOPCKOrO
BO3HarpaxkaeHus
3 | obcyRaeHue N yTBEPKAEHME NAaHA-NPOCNeKTa N3aHns OOMH NNaH- 30,0
npocnekxT
4 |3akn4YeHMe [0roBopa-3akasa (B c/Ayyae BHellHero asTopa)| 0AuH A0roBop- 20,0
MeXKay aBTOpPOM U 6MBIMOTEKON C yKasaHMem obbema U CpOKOB 3aKas3
NoAroTOBKU U CAa4M PYKONUCK B PeAaKUMOHHbIN OTAen
5 |coctaBneHne pgoroBopa Ha nepedadyy 6ubavoTeke npaBal OAWMH AOroBop 20,0
BOCMpPOM3BOAMTL Npou3BeAeHWe B BblOpaHHOM 6ubanoTekomn
dopmare
6 | 03HAaKOMAEHME C aBTOPCKMM OPUTMHANOM (PYKOMUCbIO), MPUHATUE| OLMH aBT. INCT 120,0
peweHns O nepegayve pyKonucu B NPOU3BOACTBO WUAM O
Heob6xo4MMOCTUN A0PaboTKK
7 |cocTaBneHue rpaduKa NPoOXoXKAeHNA PYKOMNUCHK B OTAe e oAMH rpaduk 20,0

PenakunoHHbIN 3Tan:

O/ZIVH aBT. INCT




pedakuMoHHaa o06paboTKa: /MTepaTypHOe, TEeXHUYECKoe U
crneunanbHoe  pedakTUpOBaHWe — pykonucu; Habop  u/mam
nepeneyaTka; MOAroTOBKA M34aTe/IbCKOro OpurnHana (Bbibop
TEXHO/IOTUK, U3TOTOBJIEHWE 3aKa3a M CO34aHMe MaKeTa U3gaHus)

780,0

KOHCTPYKTOpPCKo-opopmuUTENbCKan paboTa: NpoeKTUpoBaHue Buaa
M34aHUA U ero CTPYKTypbl; noabopka popmaTta U MapKu Bymaruy,
dopmata nonoc M3ZaHuA, TaApPHUTYP W Kernek  wpudTa,
onpeaeneHne xapaktepa W uucna uANCTpauui, dopmaTa
odopmneHuns, Buaa 06NOKKM WK MepenneTa; NPOeKTUpPOoBaHUe
BHelwHero odopmMmaeHusa n3gaHua

660,0

10

NPOM3BOACTBEHHbINM 3Tan: BblIbop noaurpaduyeckon 6asbl; pacyer
notpebHOCTM B MaTepuanax; CoCTaBAeHWEe npeaBapuUTesbHOM
KanbKyNAUMKM  3aKa3a; onpeaeneHMe CTOMMOCTM  U3AaHUS;
pa3paboTka rpaduKa NPOXOXKAEHMA 3aKasza Ha noaurpapuyeckom
npeanpuATUK; 3aKA04eHNe AoroBopa ¢ Tunorpaduei

04HO M3gaHue

360,0

PepakTupoBaHME Hay4YHbIX U METOAMUYECKMX MATEPMANOB

MpoBepKa M UCNpaBAEHUE PYKONKUCK B NpoLecce NOAroTOBKM ee K
neyatw; YCTaHOBKA  COOTBETCTBMA  TEKCTAa  HayyHbIM U
NMTepaTypHbiM TpeboBaHUAM, popme M LeNeBOMY HasHaYeHMUIo
M34aHWUA; COrNacoBaHMe BHOCMMbIX MCMNPABAEHUA C aBTOPOM;
AopaboTka pyKonucu:

11

pegakTMpoBaHne MoHorpaduin, CHOPHMKOB HAy4YHbIX TPYAOB,
HAY4YHbIX OTYETOB, NPAKTUYECKUX NOCOOUI

O/ZIVH aBT. INCT

3480,0

12

PeaaKkTMPOBaHUE METOAMYECKUX MaTepuanoB (MHCTPYKTUBHO-
MeTOAMYECKME MUCbMA, PEKOMEHAALMM, KOHCYNbTauuu, 0630pbl
AeaTenbHocT 6UBANOTEK)

O4OWUH aBT. IUCT

3000,0

13

peaakTMpoBaHue JOKYMEHTOB, pernameHTUpPYoLnX
OeATeNbHOCTb crneumnanbHbiXx 6ubnnotek gns cnenbix (ycTasos,

O/ZIVH aBT. INCT

2940,0




NOJIOXKEHWNN, UHCTPYKLUN)

14 |pepakTMpoBaHME CTATUCTUYECKMX Tabnuu, YyyeTHbIXx GoOpm,| OAMH aBT. IUCT 2400,0
obpasuos
15 | pegaktmpoBaHMe  maTepuasnos KOHdepeHLunit (noknapos,| oauH aBT. AUCT 1200,0
coobLLeHN )
PenaktupoBaHue 6ubnnorpadumyeckmnx noco6ui,
pPeTPOCNEKTUBHbIX Hay4YHO-BCNOMOraTe ibHbIX yKasaTenen,
0630poB, cnpaBokK, pedepaTos, aHHOTALLMI:
16 |penakTMpoBaHMe 6UbAMOrpaduYecknux nocobuin (TemaTUyYecKUx| OAWH aBT. IUCT 3000,0
6mbanorpadmyecknx ykasatenen, CnpaBovyHUKOB)
17 |pepaKTMpoBaHME PETPOCNEKTUMBHbLIX HAYYHO-BCMOMOraTe/ibHbIX| OAMH aBT. INCT 2280,0
yKasaTtenem
18 | pegakTMpOBAHME aHaA/NUTUUYECKMX 0030pOB, CMPABOK, aHHOTAUWMI,| OAMH aBT. INCT 1200,0
pedepatoB, cBOAHbIX pedepaTUBHbLIX 0030pPOB, 3IKcHpecc-
nHbopmauni
19 | pegsakTnpoBaHue 6nbamorpadmyeckmx sanucei O/1Ha 3anucb 5,0
20 | KOHTPONbHOE pefaKTUpoBaHUe OoAHa 3anucb 7,0
MawwmnHonucHble paboTbl, BbIMOAHAEMblE B aBTOMaTU3MPOBAHHOM
pexxnme
Habop Ha KomnbloTepe:
21 | TeKcrta c ancTa oA4Ha CTpaHuMua 20,0
(1800 - 2000
3HAKOB)
22 | 6ubnnorpaduyeckoe onmcaHme 04HO onucaHue 5,0




MpaBKa Ha KOMMbIOTEPE, BEPCTKA Ha KOMMbloTepe:

24 | TeKcTa of4Ha CTpaHuMua 10,0
25 | 6ubnnorpaduueckoe onmcaHme oA4Ha CTpaHMua 2,0
26 |BbIBOA, TEKCTA HA NPUHTEP, pacneyvaTKa oA4Ha CTpaHuMua 2,0
27 |BbiBOA hOpM TabanL, HA MOHUTOP oA4Ha CTpaHMua 2,0
28 | HanonHeHuWe Tabany coaeprkaHnem oAHa Tabanua 18,0




MprumeyaHue: Npu peaakTMPOBaHMM CMELLAHHOTO TEKCTA K HOPMe BPpeMEHW NPUMEHSAETCA NOBbIWAWMIM KoadpduumeHT 1,2,

3.20. MNepeBoa 1 NepepaboTKa NeyaTHbIX TEKCTOB C MHOCTPAHHbIX A3bIKOB HA PYCCKMI U C PYCCKOTO Ha MHOCTPaHHbIE A3bIKK

N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHus BPEMEHMU,
MWH.
1 2 3 4
MepeBog, TEKCTa C MHOCTPAHHbIX A3bIKOB HA PYCCKUI A3bIK
YTeHne opurnHana, aHaau3 TEKCTa, pa3smMeTKa ero C BbiABAEHMEM| OZAMH aBT. AUCT
TPYAHbIX TEPMUHOB, FTPAaMMATUYECKUX KOHCTPYKLUNI, NEKCUYECKMX
060p0oTOB, LEXOBbIX M }KAHPOBbIX TEPMUHOB:
1 |NOANHBLIN NUCbMEHHbIN NepeBoA, 3360,0
2 | COKpalleHHbI nMcbMeHHbI nepesog ot 30% go 50% obbema 3600,0
TeKCTa
3 | BbIBOPOYHbIN MUCbMEHHbIV NEepPeBos, 3120,0
MepeBog, TEKCTA C PYCCKOrO A3blKa Ha MHOCTPAHHbIE A3bIKK:
4 | NO/HbIA NMCbMEHHbIN NepeBos, OOMH aBT. INCT 3840,0
TepmuHonornyeckas pabota npu  BbINOJHEHUU NUCbMEHHOTO
nepesoaa:
5 |NOWCK OTMEYEHHbIX B OPUTMHaNe HE3HAKOMbIX WAW HEMOHATHbIX| OAUH TEPMUH, 1500,0

TEPMWHOB W COKPALLEHUIA B C/IOBAPHO-CNPaBOYHON nUTepaType;
noabopka COOTBETCTBYHOLLENO TEPMUHY 3KBMBA/IEHTA,

OfiHO
COKpallieHue
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pacwmdpoBKa COKPALLEHU

KOHcyanaLI,Mﬂ nepesoag4ynka co cneunaaincCrtamu:

6 |BblACHEHWE MNPaBU/IbHOIO W3/I0KEHUA 4YacTel TeKCTa Mo OA4Ha 2700,0
Ma/sIo3HAaKOMOW TemaTUKe; YTOYHEHWE COOTBETCTBUA MNepeBoda| KOHCy/AbTauus
OpUrnHany

CocTaBneHue 6ubamMorpadpunyeckoro onncaHus:

7 |coctaBneHne bubanorpadmuyeckoro onnucaHma nepesoaa OJHO onucaHue 720,0

AHanns wn BHECEHWE W3IMEHEHUN B TEKCT nepesoda nocne
pacnevyaTku:

8 |npoBepKa MNPaBUAbHOCTU PACMONOMKEHUA OTNEYATAHHOrO TEKCTa;| OAWH aBT. INUCT 240,0
CBepKa C pyKONUCblo; NpaBKa

TexHuyecKkoe opopmIeHNE NePEBOLOB:

9 |BHeceHMe B TEKCT nepeBoga CMMBOJIOB UM BCTaBOK Ha O4HO 3,0
WHOCTPAHHOM f3blKe BMUCbIBaHME
10 | BHeceHue pUcyHKoB, Tabauu, popmyn OA4Ha BCTaBKa 4,0

MepeBos, 3aro/I0BKOB CTaTel U JOKYMEHTOB:

11 |nepeBoA 1 3aNnCb 3aro/I0BKOB OAWH 3arosIoBOK 12,0

MpumevaHue:

- HOPMbI BpEMEHM NPeayCMaTPUBaLOT BbINOIHEHWE NEPEBOAOB C MHOCTPAHHOrO A3blKa WM Ha MHOCTPAHHbIN, KOTOPbIN Y NepeBoaUYnKa ABNAETCA OCHOBHbIM
(no 0bpasoBaHUIO UAK NPUMEHEHUID);

- Npwn BbINOZIHEHNN NEPEBOAOB C APYIrnX A3bIKOB NN Ha Apyrne, nOMMMO OCHOBHOIo, K HOpMmamM BpeMeEHU NPUMEHAETCA I'IOBbILLIaPOIJJ,Mf;I K03¢¢MLI,MEHT 1,1.



3.21. PaboTa no BbINYCKY MasIOoTUPAMKHbIX U34aHUI CieLnanbHbiX popmaToB

N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MUH.
1 2 3 4
BocnpousseseHMe MNA0OCKONEYATHOrO AOKYMeHTa B pesibedHo-
To4yeyHom popmaTe
PaboTa C TEKCTOM MN/IOCKONEYaTHOro AOKYMEHTa Ha bymarkHom
WM 9NEKTPOHHOM HOCUTENe:
1 |KoMNblOTEPHBIN Habop TEKCTa BPYYHYIO oA4Ha CTpaHuua 20,0
(1800 - 2000
3HAKOB)
2 | cKaHMpPOBAHME U pacrno3HaBaHME NJOCKOMNEYaTHOro TEKCTA ofHa CTpaHuua 4,0
(1800 - 2000
3HaKOB)
3 |3arpyska ¢anna c NN10CKONeYaTHbIM AOKYMEHTOM B KOMMbIOTEP ofHa CTpaHuua 0,5
(1800 - 2000
3HAKOB)
4 | yTeHWe NJOCKONEYATHOro TEKCTA M BHECEHME UCTPaBAEHNN OfHa CTPaHMULa 5,0
(1800 - 2000
3HaKoB)
5 |M3meHeHMe TeKcTa M3 ¢dopmata AOKYMEHTA B 3NEKTPOHHbIM| OAHa CTpaHuua 1,0

dopmat

(1800 - 2000
3HAKOB)
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6 |4TeHMe KOHBEPTUPOBAHHOIO TEKCTA; BHECEHWE UCNPABAEHW 0OfHa CTPaHULa 7,0
(1800 - 2000
3HaKOB)
7 |npuBedeHWe TeKCTa B COOTBETCTBME MpaBWIam MWCbMa MO| OAHA CTPaHMLA 13 muH.
cucteme Bpains (26 cTpok x 30 3HaKoB) (1800 - 2000
3HAKOB)
PaccTaHOBKa NopsAKOBbIX HOMEPOB CTPaHWULL:
8 |B aBTOMaTU3NPOBAHHOM peXMME OflHa onepauma 0,5
9 | NOCTpaHMYHAA PACCTAHOBKA B PYYHOM peXxnme OfHa CTpaHuua 1,0
10 |BbiBOA ~TEKcTa Ha  OpaWneBcKM  MPUHTEP;  pacnevyaTtka OAOMVH NncT 2,0
(aByxcTOpOHHSA)
PaboTa c nnocKkone4yaTHOM HOTHOM 3anNuUCbto:
11 |KomnbloTepHbIA Habop (c nMcTa) HOTHOM 3anMcK MO cucTeme| ogHa CTPaHMUA 40,0
Bpalina BpyyHyto
12 | ckaHMpoBaHWE U pacno3HaBaHMe Ha cheumanbHOM 6paineBcKOM| ofHa CTpaHMLUa 3,0
CKaHepe
MpoBepKa HOTHOM 3aMMUCK, BHECEHUE UCMPABAEHNN: OfHa CTpaHuLa
13 |HOTHas 3anucb, HabpaHHasA BPYUHYIO 60,0
14 | HOTHaA 3anuUcb, NOAyYEeHHaA Co CKaHepa 20,0
15 |npuBedeHWEe HOTHOM 3anMcu B COOTBETCTBME MpPaBWIaM 3anuCU| OAHA CTPaHMULA 15,0

HOT no cucteme bpainna (26 cTpok x 32 3HaKa)

PaccTtaHoOBKa NOpALKOBbIX HOMEPOB CTPaHULL:




16 |B aBTOMATU3INPOBAHHOM peEXMME OZHa onepauua 0,5
17 |nocTpaHW4Haa pacCcTaHOBKA B PYYHOM pexume OfHa CTpaHuLa 1,0
18 |BblBOA HOTHOW 3anNUCcK Ha BpaNeBCKUIA NPUHTEP; pacneyaTka OfHa CTpaHuLa 0,7
Co3paHue nnockonevyaTHoM 0610KKK
KomnbtoTepHbI Habop TEKCTa BPYUHY!HO: ofiHa 06103KKa
19 |Tpu anemeHTa onucaHua (aBTop, 3arnaBue, BbIXOAHblE AaHHble) 3,0
20 [4yeTbipe 1 bosiee 31eMEHTOB ONMUCAHUSA 4,0
21 |CKaHMpOBaHMWeE M pacrno3HaBaHWe TeKcTa 0AHa 0610KKa 3,0
22 |BHeceHue ucnpasieHnn u GopmaTMpoBaHue oAHa 0610XKa 3,0
[m13aiH 0610KKK: 0fHa 0610KKa
23 | 6e3 nnnatocTpauuit 1,0
24 | cwnnacTpaumamm 2,0
25 | BbIBOA, 06/10KKM Ha NPUHTEP; pacrneyaTKka OfHa CTpaHuLa 1,0
CosgaHue nunueBort M 0OOPOTHOM CTOPOH MIOCKOMEYATHOro
TUTYJIbHOTO /IUCTA:
26 | KOMMbIOTEPHbIN HabOp TEKCTA BPYUHYIO OAMH TUTY/bHbIN 10,0
anct
27 |CKaHMpOBaHWeE M pacrno3HaBaHWe TeKcTa OAMH TUTY/bHbIN 6,0
anct
28 |BHeceHMe ucnpasieHnn u GopmaTMpoBaHue OAMH TUTY/bHbIN 6,0

NNCT




29 |pas3paboTka AmsaiiHa TUTYNbHOIO NCTa OAMH TUTY/bHbIN 1,0
anet
30 |BbIBOA TUTY/NILHOIO NNCTA HA NPUHTEP OAOMVH NncT 2,0
Co3gaHue nmMueso M 0BOPOTHOM CTOPOH pesibePHO-TOYEYHOro
TUTYNbHOIO /INCTA:
31 |KOMMblOTEPHbIN HabOp TEKCTA BPYUHYIO OAMH TUTY/bHbIN 10,0
anct
32 |CcKaHMpOBaHMe U pacno3HaBaHWe NIOCKONEYaTHOro TEKCTA OAMH TUTY/bHbIM 6,0
anet
33 | BHeceHMe UcnpaBaeHnin OAMH TUTY/bHbIN 6,0
anct
34 |nM3meHeHWe TeKcTa M3 ¢dopmata LAOKYMEHTA B 3N1EKTPOHHbIM| OAHA onepauma 1,0
dopmat
35 |4YTeHMe KOHBEPTUPOBAHHOIO TEKCTA; BHECEHWE UCTPaBAEHWUN OfHa CTpaHuLa 2,0
36 |npuBeaeHne TeKCTa B COOTBETCTBME C MpaBuIamMu NUCbMa MO| OZHA CTPaHuLa 6,0
cucteme Bpaitnsa (26 ctpok x 30 3HaKoB)
37 |BblBOA TEKCTa Ha BpaNeBcKUiA NpUHTEpP OAMH NNCT 2,0
BocnpousseaeHue MnA0CKONEYAaTHON WMAMOCTPALUUN B penbedHo-
rpadpuyeckom popmare:
38 |cKaHMpOBaHMeE NA0CKOMNEYaTHOM UNNCTpaUum o4Ha 1,0
UNNKCTPaLmA
O6paboTKa nnncTpaunm: oAHa

nanocTpaumn




39 | 06paboTKa roTOBOro KOHTYpa 10,0
40 | co3gaHne HOBOroO KOHTYpa 60,0
41 | dopmaTMpoBaHME NAOCKOMNEYATHOM UANMOCTPaLLUN ogHa 2,0
WANOCTPaLmA
42 |BblBOA NNOCKONEYATHOW UNNKOCTPALMM HA NPUHTEP ogHa 1,0
UNNKCTPaLma
Mepesog, NJ0CKONEYaTHOM WUANOCTPALMK Ha 0fHa
penbedoobpasytollyto bymary: WAoCTpauma
43 |c ogHOKpPaTHbIM MPONYCKOM M306parkeHUs Yepes HarpesBaTeibHoe 1,5
YCTPOMCTBO
44 |c pgByKpaTHbIM MPOMYCKOM M300parkeHus Yyepes HarpesaTesibHoe 3,0
YCTPOMCTBO
Mepennet 4OKYMEHTOB, BOCMPOU3BEAEHHbIX pefbePHO-TOHEYHbIM
wpndTom:
45 | naMMHUpPOBaHME 0610XKKK 0fHa 0610XKKa 6,0
46 |py4Han nuctonoabopka ofgHa 2,0
nnctonoabopka
47 | panbLOBKa pyyHas oAuH 610k (10 0,3
INCTOB)
48 |BblpaBHMBaHME M 0Bpe3Ka Kpas CTpaHMULbI of4Ha onepauua 0,3
KpenneHnue cTpaHnyy;: OANH OOKYMEHT
49 | pByMmA CKpenKamm 0,3




50 |Ha nnacTUKOBOM NPYXKUHE 4,0
51 |TepmoKkneeBoe KpenaeHue 6,0
52 [XecTKas KapToHHasa o06/10XKa C OymaXKHbIMM MOKPOBHbLIMMU 60,0
CTOPOHKaMM M MPOLLMBHbBIMM KOpPELLKaMM1
BocnpousseaeHne MAOCKONEYATHOrO [AOKYMEHTa B 3BYKOBOM
dopmate
MNpeaBapuTenbHasa paboTa Had TEKCTOM: 1000 3HakoB
53 | Xy#oXKeCcTBEeHHbIN TEKCT 5,0
54 |TexHu4Yeckuit W apyrne cneumanbHble TEKCTbl (MaTemaTuKa, 10,0
MeaNUMHA, XUMUSA)
MpoynTbIBaHWE TEKCTA HAa KOMMNblOTEPE B CTYAUMHBIX ycnoBuaAx co| 1000 3HaKoB
3BYKOPEKNCCEPOM:
55 | Xy[0XKeCTBEHHbI TEKCT 4,0
56 |TexHW4Yeckuin U ppyrue crneuuasnbHble TeKCTbl (MaTemaTuKa,
MeguuUnHa, XMMKS)
57 |nepesanucb Ha4yMTaHHOTO TEKCTa Ha KommnbioTep (oundpoBKa| OAHa AOPOXKKa 50,0
3BYKa) C aHa/I0roBOro UCTOYHMKA B peasibHOM BPeMEHU
58 |0bpaboTKka HAYMTAaHHOIO TEKCTA Ha KOMMNblOTEpPEe 0o4Ha AOPOKKa 1,5
59 | KOHTpO/Ib 06pPabOTaHHOM 3aNNCK HA KOMMNbIOTEPE 0o/ Ha AOPO’KKa 50,0
BocnpousseaeHne 03By4EHHOIO TEKCTA C KOMMbIOTEPA: o4Ha AOPOKKa
60 |Ha KOMNaKT-KacceTy B peasibHOM BpemMeHu 50,0
61 |Ha auck 10,0




62 | My3blKasbHO-TaimepHoe opopM/IeHNEe 3BYKO3anucK 0/Ha JOPOXKKa 50,0
KpaTHoe BocnpousBedeHWe  O03BYYEHHbIX [OOKYMEHTOB  Ha
ayAnoKacceThbl:

63 |noArotoBka MaTepuanoB K BOCMpousBedeHUIO (pacnakoBKa| ofHa KacceTa 4,0
ayaMoKacceT, NepemMoTKa, pasMarHu4mMBaHue)

64 |KpaTHOoe  BOCMpOM3BEAEHWE  aygMo3anuceld Ha  CTaHUMM| OAHa onepauumn 3,0
CKOPOCTHOro AybnmMpoBaHus ayanmoKacceT (KoMmnbloTep - KacceTa)

65 |KpaTHoe BOCMpOuU3BEAEHME ayauo3anuceld Ha chneuunasbHOM| ogHa onepauus 5,0
obopygoBaHMM (Kacceta - KacceTa) B  3aBMCMMOCTU  OT
TeXHNYECKOro oCHalleHunA

66 |KpaTHOe BOCMNpOM3BedeHMe ayaMo3anuceld Ha crneumnanbHOM| OAHa onepaumn 5,0
obopygoBaHMM (KaTyllKka - Kacceta) B 3aBMCMMOCTM  OT
TEXHUYECKOro OCHaLLEeHMA

67 |npoBepKa KayecTsa Konui OA4Ha KacceTa 5,0
odopmneHue ayanoKacceT, oNTUYECKUX ANCKOB U KOHTEMHepoB

68 |cospgaHue uaeHTUdMKaTOpa, OMNpPenensAloWero NpUHaaeXHOCTb OAMH 3,0
KacceTbl K JOKYMEHTY, B MJIOCKONEYaTHOM U penbePpHO-TOYEYHOM| naeHTUdMKaTop
BapuaHTax; HakJAenBaHMe Ha KacceTy

69 |[co3gaHMe  N/IOCKOMEeYaTHOM  3TUKETKM  ANs  AOKYMEHTa,| O4Ha STUKETKa 6,0
3aMMcaHHOrO Ha ayauoKacceTax (Habop TeKkcTa, BbIBOg, Ha
OpaliIeBCKUIN MPUHTEpP, pacreyaTka, paspes3aHne no 3aJaHHoMYy
pa3smepy, HaKkAenBaHMe Ha KoHTeliHep)

70 |co3pgaHue penbedHO-TOYEYHOM ITUKETKM OaA  [AOKYMEHTA,| OAHa 3TUKETKa 9,0

3anMcaHHOro Ha ayauokaccetax (Habop TeKcTa, AM3aliH, BblBOA Ha
npuHTEp, pacrneyatka, paspesaHve Mo 3adaHHOMY pasmepy,
HaK/ienBaHne Ha BHYTPEHHIOK CTOPOHY KPbILWKKN KOHTeHepa)




71

pack/iagKa ayAMoKacceT Mo KoMrieKTam/KoHTeHepam

of4Ha onepauus

1,0

CO34aHNeE 3TUKETKN Ha ONCKe:

72

BBOJ, B KOMMbIOTEP OCHOBHbIX CBEAEHWI O AOKymeHTe (aBTop,
3arsaBsue) B Creunann3MpoBaHHOM nporpamme

OAVH AOKYMEHT

5,0

73

BbIBOA, Ha NPUHTEp ¢ GyHKLUMEN "neyaTb Ha gMCcKax", pacrneyaTka

oAHa onepauus

2,0

74

CO34aHMEe  MJIOCKOMEeYaTHON  KOHTEMHEPHON  3STUKETKU  anA
OOKYMEHTa,  3anMMcaHHOro Ha  Aucke  (Habop  TeKcTa,
dopmMmupoBaHMe pAusaiiHa, BbIBOA, Ha MPUHTEP, pacneyaTtka,
pa3spesaHune No 3aJaHHOMY pasmepy, pPasMelleHMe Ha BHELUHelN
CTOPOHE KPbILWKK KOHTENHepa)

O/[Ha 3TUKETKA

8,0

75

co3faHne penbePpHO-TOYEYHON KOHTEMHEPHOW 3TUKETKM Aann
[OOKYMEHTa, 3anucaHHOro Ha Aucke (Habop TeKcTa, BblBOA, Ha
6palineBcKMiA NpUHTEP, pacneyaTka, paspesaHne no 3agaHHomy
pasmepy, pasMelleHWe Ha BHYTPEHHEW CTOPOHE  KPbILWKK
KOHTENHepa)

O Ha 3TUKETKaA

10,0

ApXxu1BaLMA 03BYYEHHbIX JOKYMEHTOB:

76

06paboTka maTepuana AN KOHBEPTUPOBAHMUSA

OflHa OPOXKKa

30,0

77

KoHBepTMpoBaHue ¢aiios ¢opmata b4 AC B dopmar
ayanodaiiioB B 3aBUCMMOCTM OT TEXHUYECKOTO OCHaLLeHMA

04Ha AOPOXKKa

6,0

78

nepeHoC apx1Ba Ha cepeep

OflHa OPOXKKa

6,0




3.22. O6cnyKmMBaHWe yaaneHHbIX Nonb3oBaTenei

N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3MepeHus BPEMEHMH,
MWH.
1 2 3 4
Pervctpaums nonb3oBaTenien B peXmMme OHManH:
1 |npoBepKa 3anucu nosnb3osaTtens B 6ubanoTeky OAVH 2,0
nonb3oBaTenb
2 |obpaboTka u BBOA damMuUINM, MMEHW, OTYECTBA MOJ/b30BaTENs U oAuH 5,0
agpeca ero 3/1IeKTPOHHOM NoYThI 3/1eKTPOHHbIN
dopmynap
3 |cocTaB/eHMe NUcbMa C yKasaHMeM JIoTMHA U CreHepUpOoBaHHOIO 0AHO 5,0
CUCTEMON Naposs, MPUKPErnJeHUe WHCTPYKLMU MONb30BAHUA M| 3/IEKTPOHHOE
OTMNpPaBKa ero rno 3/1eKTPOHHOM NoYTe NoJib30BaTeso nMcbMo
O6cny»nBaHMe Nosib30BaTeNEN B peXXUMe OHNaNH:
4 | KOHCyAbTaUMA Mo  WCNONb30BaHWIO  UHTEPAKTMBHOM b/, Of4Ha 10,0
"roBopAWwMX" KHUT C KPUMNTO3ALWMTOM KOHCybTauuA
5 |conpoBoxaeHWe BUPTYyanbHOW KHUTOBbligaun: ¢opmupoBaHMe| OAMWH 3aKas 15,0
3aKasa Ha BUPTYaNbHOW KHUXKHOM NoJKe
6 |Bbirpyska M3 AC HOBbIX MOCTYMN/JIEHUI 33 ONpeaeneHHbIn nepuod| oauH daiin B 10,0

BpemeHn B ¢opmate PYCMAPK n B BMAe yKasaTens HOBbIX
noctynaenui (YHMN)

dopmate
PYCMAPK
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oAanH daiin B 12,0
¢dopmarte YHMN
7 |pasmelleHMe HOBbIX MOCTYN/JIEHU OOKYMEHTOB Ha caiTe| oAauH dain B 3,0
61MbNMOTEKM: cOo34aHME 3aro/sioBKa aHHOTaUMU MNPUKpensieHne dopmare
¢daina (oB) PYCMAPK
oavH daiin B 3,0
dopmate YHI
8 |paccbifika MO 3NEKTPOHHOW MoyTe yAaneHHbIM MO/b30BaTENAM 0AHO 3,0
MHbOPMaLUM O HOBbIX MOCTYNNAEHUAX LOKYMEHTOB 3/1eKTPOHHOE
NUCcbLMO
9 |MHbOPMALMOHHOE COMPOBOXKAEHUE CaliTa, NopTana U CTpaHUL, B OfiHO 3,0
COUMANbHBIX  CeTaX: co3pgaHue 3aronoBKa aHHoTauuu| coobuweHne
npuKkpennexue ¢aiinos
4. Tunosble OTpac/ieBble HOPMbI TPYAa Ha PaboTbl,
BbIMOJIHAEMblE B AETCKUX, FOHOLLECKUX bnubanoTtekax, B bubanorekax
Hay4YHO-UccnesoBaTeNbCkux MHCTUTyTOB (HUWN), 06pasoBaTenibHbIX
yypexaeHui (6es ncnonb3oBaHWSA aBTOMaTU3UPOBAHHbIX CUCTEM
ynpas/ieHuAa npoLueccamm)
4.1. KomnneKkroBaHue 6ubnnoteyHoro poHaa
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MWUH.
1 3 4
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TeKylwee KomnnekToBaHne 6ubamoteyHoro poHaa:

1 |NpocMOTpP KHMroM3AaTeNbCKON M KHUTOTOProBoi Hbopmaumnm (1 npaiic 8000 980.0
HaMMeHOBaHUM)

2 |ycTaHOB/NEHWE Tembl U BMAA AOKYMEHTa, noanexaulero otbopy;| (1 nparic 8000 2.0
BbIAICHEHME HE0bX0AMMOCTM NpruobpeTeHns HaMMeHOBaHWN)
OnpepeneHune 3K3eMNNAPHOCTM 3aKasa: (1 npaiic 8000

HaMMeHOBaHWM)

3 | gna nogpasgeneHui 0,5

4 | pnsa 6UMbANOTEKM B LLeIOM 1,0
odopmneHne 3aKasa; YKasaHMe IK3EeMMAAPHOCTU, CTOMMOCTMU OJMH 3aKas 1,0
3aKasa, AaTbl
KonnuyecTBo 3aKasaHHbIX Ha3BaHWUM:

5 (1-15 15,0

6 [16-25 25,0

7 [26-75 75,0

8 |76-100 100,0

9 |odopmneHmne 3aKa3a Ha BbIMMCKY 3apyDEXKHbIX JOKYMEHTOB OJVH OOKYMEHT 100,0

10 |noaroToBKa CruncKa LOKYMEHTOB, npegaaraembix K| 04HO Ha3BaHue 26,0
MeXKAyHapoaHOMY KHUTOOBOMEHY; CBEPKA CMMUCKa C KaTanorom

11 |coctaBneHMe KapTOUYKM A/1A KAapTOTEKWU OpraHM3aumin-napTHEPOB;| OAHA KapTouyKa 1,0

YKasaHMe  Has3BaHWA  OpraHuMsaumii, agpeca,  Has3BaHuA
0bMeHNBaEeMbIX OKYMEHTOB




Pabota B AC:

12 | BBOZA 3aKa3a TEKYLLEro KOMMNeKToBaHUA B 6a3y AaHHbIX AC OAMH 3aKa3 5,0

13 | penaktTMpoBaHMe BBeAeHHbIX B 6a3y AaHHbIX CBEAEHWUI O 3aKase; OAMH 3aKa3 30,0
BbIBO/, Ha 9KPaH; BHECEHUE U3MEHEHUN

14 |BbIBOA, HA MNpPUHTEP [AaHHbIX TEKYLWEero KOMMJ/JeKTOBaHMUA; OJMH 3aKa3 1,6
pacnevaTtka
BeAEeHMEe KAapTOTEKN TEKYLLEro KOMMNJIEKTOBAHUA

15 |cocTaBneHMe KapTO4YKKM, yKasaHMe aBTopa, 3arnasBuA, BbIXOAHbIX| OAHA KapTO4Ka 0,5
OaHHbIX, HOMEpa B U34aTe/IbCKOM NaaHe

16 |nepeHeceHMe CcBeAEHWI O 3aKa3e Ha KapTOUKM; YKasaHue| oaHa KapTouKa 0,3
3K3eMMNAAPHOCTM 3aKasa, pacnpegesieHne Mo  CTPYKTYpPHbIM
noapasaeneHmam

17 |paspesaHue M3aaTeNIbCKMX MIAaHOB, pacneyaTtka ANA KapTOTEKU| OAHa KapTouKa 1,5
TEKYLWEero KOMMNEKTOBaHWA, HaKNeMBaHME Ha KaTa/IoXKHYHo
KapTOYKM

18 |nogbop KapTouykM Mno andasBuTy A8 PACCTaHOBKM B KaApPTOTEKY| OAHa KapTO4Ka 0,5
TEKYLLLero KOMNAeKTOBaHUA

19 |paccTaHOBKa KapTouku B andasuTe pamununii aBTopos, 3arfaBuii B| 0AHa KapTodKa 0,4
KapTOTEKY TEKYLLErO KOMMN/EKTOBAHMA
OdopmaeHne NogNUCKN Ha Nepuoguyeckne N3gaHus:

20 | npocmoTp KaTasora "Pocneuatn"”, oTbop Ha3BaHWA| O4HO Ha3BaHWe 0,8
nepuoamnyecknx nsgaHnnm ans noanmckm

21 |[cbop 3aABKM OT noapasgeneHnin 6GUbAnoTekn s NOANUCKM HA| OfHA 3aABKa 1,5

nepuoamyeckune nsgaHua




22

cBepKa pacrneyaTku CMMUCKOB YCNIOBHO 3aKa3aHHbIX
NepUOAMYECKUX W3L4aHUIA C KapTOTEKOM 3aKa3oB, BHECEHMe
N3MEHEHMA B pacneyaTku CNMCKoB

OAHO Ha3BaHuUe

1,04

23

CBEepKa 3aKasa TeKylwero roga Ha nepuoamnyeckne usgaHua C
noAnucKkon npeaplaywiero roga ANsA BblABAEHUA U3MEHEHUA B
Ha3BaHWUAX; BHECEHNE OTMETOK

OAHO Ha3BaHue

0,2

24

CBEpPKa BbIXOAHbIX AaHHbIX BMEpPBble 3aKa3blBaeMbIX 3apybexHbIX
nepmnoanyeckmnx n3aaHni C bubnuorpadpuyecknumm
CMNPaBOYHUKAMU U APYTUMU MHPOPMALMOHHBIMU UCTOYHUKAMM

Ha OAWH rof,

80,0

25

opopmIeHNe 3aKasa Ha NOAMNUCKY; MOACYET CTOMMOCTU NOAMNMUCKM
C Yy4YeTOM JOCTaBKM, 3aMNoSIHEHME KBUTAHLUMM aboHEeMeHTa Ha
nepvoamuyeckoe n3gaHue

O4WUH 3aKa3

30,0

26

COCTaB/ieHME PEerucTpaLMoHHON  KapTOUYKM  [O/1A  KapTOTEKM
nepuoamnYeckUx U34aHui; NPoCTaB/ieHne Ha KapToudke WHAEKCa,
roga, NnepuoaMUYHOCTN, UCTOYHMKA NOCTYNAEHUA

0AHa KapTouKa

0,5

Paborta B AC:

27

BBOJ 3aKa3a Ha nepnognyeckmne n3gaHmAa B 6a3y A3aHHbIX

OQlHa KapTO4Ka

10,0

28

BblBOA Ha 3KpaH perMCTpaLI,MOHHOﬁ KapPTO4YKU,; pacneyvyaTKka

OlHa KapTO4Ka

1,0

29

KOPPEKTUPOBKA 3aKasa: BbIBOA, Ha 3KPaH CMMUCKa NepuoanyvecKmx
M3AaHWUI; BHECEHUE N3MEHEHUI

0AHO
HanMeHoBaHMe

0,3

Mepenucka C KHMUTOTOProBbIMMU opraHusaumamm "
n3patenbcTBaMmu, bubamorekamm:

30

cocTaB/iieHMe, Habop TeKCTa nucbma (3ampoca, npeTeH3uwu),
pPerucTpauma B KHUre UCXOOALWMX AOKYMEHTOB (MpocTaBfieHue
JaTbl,  TOPAAKOBOTO  HOMEPA, YKasaHWMe  HaMMeHOBaHMSA
OpraHun3aumm, KPaTKoOro CoAePKaHUa NUCbMa)

O4HO NMUCbMO

60,0




31 |odopmneHne 3akasa "KHura - noytoir", oTnpaBKa 3aKasa B O/[MH 3aKa3 3,1
marasuH, obmeHHble GoHAbI
JoKomnnekToBaHne 6ubnmoteyHoro poHaa:
32 |nonyyeHne 3aABKUM Ha NpuobpeTeHMe  OOKYMEHTOB OT| OJHa 3asBKa 0,3
noapasgeneHun.
33 |cocTaBneHue 6Mbnmorpadmyeckon 3anmcuK; yKkasaHue KonmyecTsa| OZHa KapTouka 3,0
3K3EeMMNJIAPOB U CUTNbI NOAPA3AENEHN
34 | BKAKOYEHME 3aABKN B KAPTOTEKY LOKOMMIEKTOBAHUA O/JlHa KapToukKa 0,26
35 |npocMOTp KapTOTEKU HEYAOB/NETBOPEHHOrO CMPOCa; aHaAu3| OAWMH AOKYMEHT 3,0
OTKAa30B A1 BbIAB/NEHMA OTCYTCTBYIOLLMX AOKYMEHTOB, BK/IIOYEHUNE
B KapTOTEKY AOKOMMNIEKTOBAHUSA
OT160p [AOKYMEHTOB M3 0OMeHHbix ¢oHAoB 6ubanotek ana
[ OKOMMNEKTOBAHNSA
MpoCcMOTp CMKWCKOB, KapTOTeK, KaTanoroB OOMeHHbIXx ¢(pOHAOB| OAUH AOKYMEHT
61bnnoTek, oT6OP HyXKHbIX AOKYMEHTOB, CBEPKA C KaTasoramu u
KapToTeKamu cBoell 6ubANOTEeKM; COCTaBNEHME CMUCKa Ha
[OKYMEHTbI, 0TOBpaHHble B 06meHHOM poHAe
Konnuectso AOKYMEHTOB, BKNOUYEHHbIX B CMIUCKM:
36 |1 5,0
37 |2-10 7,8
38 [11-25 16,0
39 [26-50 32,0

CocraBneHue onepaTtnueBHOro (TEKyIJJ,EI'O) NnaHa KOMMNJIEKTOBAHUA:




40 |onpeaeneHne meponpuatnin no GopmupoBaHuilo egmHoro ¢poHaa OAMH NNaH 480,0
Ha TEeKYLMIA rof, OTBETCTBEHHbIX UCNOAHUTENEN, KONNYECTBEHHDIX
nokasaTtenein obbvema ¢oHAa (noctynneHue, BblbbITUE),
OTpPac/NeBOro cocTaBa, MCTOYHUKOB NOCTYMNAEHMA, CMETbI PAacX008
OdopmneHne nnaHa KOMNIEKTOBaHUA B Gopme:
41 |Tabauy, ogHa Tabaunua 2,6
42 | KapTOTEKM O4Ha KapTouKa 2,6
Pabota B AC:
43 | BBOA N/1aHa KOMNAEKTOBaHMA B 6a3y gaHHbIX AC OAMH NNaH 1,1
44 | KOppeKTMpOoBKa 0asbl [AaHHbIX; BbIBOA, HA 3KpaH; BHECEHWEe| OAWMH AOKYMEHT 30,0
N3MEHEHN
4.2. Mpurem 1 y4eT NOCTYNUBLLINX AOKYMEHTOB
N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHms BPEMEHMU,
MWH.
1 2 3 4

NMpuem OOKYMEHTOB, MOCTYNUBLWIMX C COMPOBOAUTENbHbIM
AOKYMEHTOM

Mprvem [OKYMEHTOB MO COMPOBOAUTENIbHBIM MaTepuanam (cyerT,
HaKnafHanA, KonuAa YeKa, akT), noabopka ux no andasuTy aBTOPOB
WAW  3arfaBui,  3KCNEAWUMOHHbIM  HOMepaMm, CBepKa C

oAHa napTtua
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COMPOBOAMUTENbHbIMM  AOKYMEHTAaMW, NPOCTaB/ieHWE LeHbl Ha
M34aHUK, NOACUET YNC/A IK3EMMIAPOB, ObLLEN CTOMMOCTU

Konnuyectso AOKYMEHTOB B MNapTUNU.

1 |1 4,0
2 |2-50 8,9
3 |51-250 43,3
Mpuem [OOKYMEHTOB, MOCTynMBLIMX 6€3 CconpoBOANTENbHbIX
OOKYMEHTOB:
4 |nopbop AOKymeHTOB Mo andasuty ¢amumanii aBTOPOB WAW| OAUH AOKYMEHT, 3,1
3arfaBuMi; npoBepka Ha AybneTHOCTb; MNPOBEAEHME OLEHKMU OAMH aKT
LOKYMEHTOB; COCTaB/IEHME aKTa Ha NpMem JOKYMEHTOB
KonmuecTBo gOKYMEHTOB, BKAOYEHHbIX B AKT:
5|1 0,36
6 |2-5 2,1
7 |6-10 3,7
8 |npocTaHOBKa LWITEMMNEeNs Ha TUTYJIbHOM AINCTE U Ha 17-i cTpaHuue| oaMH AOKYMEHT 0,5
OOKyMeHTa
CBEPKAa MOCTYNUBLIMX [AOKYMEHTOB C KapTOTEKOM TeKyLLero
KOMMJ/IEKTOBAHMA
9 | NOWCK KApTO4YKMU B KapTOTEKE TEKYLLErO0 KOMMNAEKTOBAHWUSA, CBEPKA| OAMH AOKYMEHT 3,0
KapTOYKU C AOKYMEHTOM, BHECEHNE OTMETOK
10 |oTOOpP NEPBOro 3K3EMNIAPA, BJIONKEHNE KAPTOUKM B AOKYMEHT OAWNH OOKYMEHT 0,5




11 |nocTaHOBKA KapTOYKM 3a pasaenntens "BbinosHeHHble 3aKasbl" O/[Ha KapToYKa 0,3
Pabota B AC:
12 |npoBepkKa Ha Ay6AeTHOCTb NOCTYMNUBLUMX U3AaHUI B 6a3e AaHHbIX| OAWH AOKYMEHT 1,0
AC
13 | perncrpaums HOBbIX NOCTyNAeHnI B 6a3e gaHHbIX AC OOVH OOKYMEHT 3,0
Mpuem 1 pernctTpaums XypHaaoB U raser:
14 |nogbop KypHanoB W raset no andasBuTy Ha3BaHWI, MOWUCK| OAWH AOKYMEHT 2,0
PErMCTPaALMOHHON KapTOUYKM B KapTOTEKE MOAMWUCHbIX M34AHWUN,
OTMEeTKa HoMepa, A4aTbl NONY4YEHUA N3[aHNA
15 |npocTaHOBKa WTemnena Ha XypHane O4MH XypHan 0,1
16 |nNpocCTaHOBKa WTemnens Ha rasete ofHa rasera 0,5
BegeHue "KHurn cymmapHoro yyera'":
pa3bop [OKYMEHTOB NO BMAAM, OTPACAAM 3HAHWWN, A3bIKAM,| OAWMH LOKYMEHT 2,0
noAcyeT Ynmcna AOKYMEHTOB, 3anucb pe3yabTaToB noacyeTta no
YCTaHOBNEHHOW GOPME B KHUIY CYMMAPHOIO y4eTa
Konnyectso AOKYMEHTOB B MapTUK NOCTYNAEHNA:
17 |1 2,0
18 |2-50 6,8
19 |51-250 42,0
20 |BBOA, CTAaTUCTMYECKUX AaHHbIX "KHUIMM cymmapHoro yyeta" B 6asy| oaHa napTus 3,0
AaHHbIx AC
21 |noacyeT NOCTPAHUYHO MO NO3MUMAM AaHHbIX KHUIMM CyMMapHOro| oAHa nosuuuA 3,2




yyeTa, NepeHeceHne UTOroB Ha CAeAyHoLLYo CTPaHMLY

22 |cBepKa @UHAHCOBbLIX [AOKYMEHTOB oOTgena ¢ ¢PUHAHCOBbIMU| OAWNH AOKYMEHT 5,0
[OKYMeHTamu byxrantepum

23 |odpopmaeHne conpoBOAUTENBHOIO AOKYMEHTa (CYeT, HaknagHan,| o4MH OOKYMEHT 3,0
aKT) Ans nepegayn B byxranteputo

24 |obopmneHne  WMHBEHTAPHOW  KHUIM, HYMepauums  JINCTOB,| OZHa CTPaHWULaA 0,88
NpocTaB/eHne HOMEepPa B MHBEHTAPHOM KHUre

25 |3anncb OOKYMEHTOB MO YCTaHOBJIEHHOM popme B MHBEHTAPHYO| OAUH AOKYMEHT 0,88
KHWUTY, NPOCTaBAE€HMNE NHBEHTAPHOIO HOMepPa Ha JOKYMEHTe

26 |npoBeAeHVWE WHAOMBUAYANbHOrO y4yeTa AOKYMEHTa MO aKTOBOW| OAMH AOKYMEHT 3,0
CMCTEME, NPOCTaBAEHME MHBEHTAPHOIO HOMEPA Ha AOKYyMEeHTe

27 |npoBeggeHMe UHOVBUAYANBHOIO yyeTa C NPMMEHEHUEM YYeTHOro| OAHa KapTOuYKa 3,0
KaTanora; cocTaBsieHue bubnnorpadpunyeckoro  onmcaHus
OOKYMEHTa, YKa3aHue LUeHbl, MHBEHTAPHOrO HOMepa, roaa
NOCTYNAEHMA, HOMEpPA 3anncu B KHUre CYMMapHOro yyeTa, YyMcaa
NOCTYNMBLUNX 3K3eMniApos, nx pacnpeneneHue no
noapasaeneHmam

28 [3anucb B KYpPHane perncTpaumm KapTovyeK y4yeTHOro KaTtasiora| ofHa 3anucb 1,0
WHBEHTAapHOro HOMepa, NepBoro C/10Ba 3ar/aBus

29 |NpOCTaHOBKA MHBEHTAPHOro HOMepa Ha AOKYMEHTe O4AWNH OOKYMEHT 2,6

30 |perucrpaumsa NaTeHToB B HYMepPaLMOHHOMN KHUre OOMVH OOKYMEHT 0,3

31 [nonyyeHWe aKTOB Ha BblObIBLUIME [OKYMEHTbl OT CTPYKTYPHbIX OOVH aKT 1,0
noapasaeneHunin, BHeceHue 3anucu B KHMre cymmapHoro ydeta (2-
A4aCTb), NPOCTaB/IeHME HOMEPA aKTa

32 | ucKNoYeHne AOKYMEHTA MO aKTy U3 yYETHbIX popm OOVH OOKYMEHT 3,0




33 | McKAtoYeHUe BblObIBLUMX OKYMEHTOB U3 6a3bl AaHHbIx AC O4WH OOKYMEHT 2,0

34 |noraweHWe MHBEHTAPHOrO HOMepa W WTemnens GUBANOTEKN Ha| OAMH AOKYMEHT 0,3
OOKyMeHTe

35 |noalwmMBKa aKToB OAWNH OOKYMEHT 3,0




MpumeyaHue: npu paboTe ¢ LOKYMEHTAMM Ha MHOCTPAHHBIX A3bIKaX K HOPME BPEMEHW NPUMEHAETCA NoBblwatowmii KoadduumeHT 1,15,

4.3. bubnnoteyHan 06paboTKa fOoKyMeHTOB. OpraHvsaLums u BegeHue Kataaoros

N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHus BpEMEHMU,
MWH.

1 2 3 4
PaboTa c ne4yaTHOM KapTOYKOM:

1 |pa3bopkKa KoMMeKTa NevyaTHbIX KapToYek O/JlHa KapToukKa 0,42

2 |nogbopKa nevyaTHbIX KapToyek no andasuty Gamuanii aBTOpOB| OAHA KAapTOYKa 0,36
WW 3arNaBUIN A1A PACCTAaHOBKM B C/IYXKEOHYIO KapTOTEKY

3 | paccTaHOBKa KapTo4eK B CIYKEOHYIO KapToTeKy O4Ha KapTouKa 0,36

4 | nopbopKa neyaTHbIX KaPTOYEK K AOKYMEHTaM OflHa KapTo4Ka 0,52
CBepKa NoCTynNMBLUMX AOKYMEHTOB C KaTa/loramu:

5 |npoBepka no KaTtanory NOBTOPHOCTU AOKYMEHTA, NepeHeceHue C| OAHa KapTOudKa 1,9
KaTaNOXHOW KapTOYKM BUBAMoTEeYHOrO Windpa, NOSHOro MHAEKCA

6 |nouck B caykebHOM KaTajsore CBOAHOIO OMWCaHWA, BHECEHME| OAHA KAapTO4Ka 2,6
OTMETOK

7 |odopmneHne nedyaTHOM KApPTOYKM, HAMUCAHME WHBEHTAPHOrO| OJHa KapTOuYKa 0,68

Homepa, Wwudpa 1 MHon nHpopmaumm

Mpunucka aybneTtos:
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8 |cBepka OOKymeHTa Ha  aybnetHocTb nNo  caykebHOmy| OAHO HasBaHue 0,94
andaBUTHOMY, y4eTHOMY KaTanory
9 |npunucbiBaHWe aybneta B KaTasor: NPOCTaBJeHME MHBEHTAPHOrO| O4HO Ha3BaHWe 0,84
HOoMepa, nepeHeceHue Wrdpa Ha JOKYMEHT
MpunucKa NpoaoKAOLWMXCA U3LAHUNA:
10 |NOUCK B perucTpauMoHHOM KapTOTEKe KapTOYKM Ha M3A4aHue,| OAHO HasBaHWe 0,84
CBEPKa ee C OPUTMHANOM, BHECEHUE BUBNNOTEYHBIX OTMETOK
11 |mouck B KaTanore  KapToyek, OTMETKa  MOCTYN/eHUA| OAHO Ha3BaHWe 3,1
COOTBETCTBYIOLLEIO  BbIMYCKa, MPOCTaB/fiEHUE WHBEHTAPHOro
Homepa, wrdpa, BHECEHNE APYINX OUBIMOTEYHDBIX OTMETOK
dopmurpoBaHme bubamorpadpuyeckon sanncu
CoctaBfieHMe OCHOBHON 6ubavorpadmyeckon 3anucu npu| o4HO HasBaHWe
OTCYTCTBMM MEYaTHON KApPTOYKM B AOKYMeHTe (O3HaKomsieHue C
OOKYMEHTOM, COCTaB/IEHME OMUCaHUA, BHECeHUE BUB/IMOTEYHbIX
OTMETOK)
KonunyectBo 3fiemMeHTOB ONMUCaHUA:
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 |cocTaBneHue ocHoBHOWM B6UBAMOrpadMUecKom 3anmcK ¢ NOMOLLbIO 20,0
MaKeTa KapTOYKWU, HAMeyaTaHHOro B KHWUre; MPOCMOTP M34aHuA,
CBEPKAa C MaKeTOM KapTO4YKWM, BHECEHME U3MEHEHUs U
[0NONHEeHUA
19 |coctaBneHue no6aBoyHoro onucaHusa K OCHOBHOM| OZHa KapTo4Ka 1,9
6ubnnorpadmyeckon 3anucu
20 |03HaKOMNEHME C [OOKYMEHTOM, COCTaB/IeHME aHa/IMTUYECKOM| OAUH AOKYMEHT 10,0
3anucum
21 |cocTtaBneHue CCbl/IOYHOM KapTOUKM K OCHOBHOM | OJZHa KapTO4Ka 0,52
6ubnnorpadmyeckon 3anucu
PenaktupoBaHue 6ubnmorpadpuyeckon sanucu:
22 | npoBepKa NpaBUAbHOCTU 3/IEMEHTOB 3aMNCKU Ha KapToO4Ke OflHa KapTo4Ka 1,0
23 |odopmneHne KapToukM gnsa AybnnMpoBaHMA HA MHOMMUTENbHOM| OZHa KapTO4Ka 1,4
annaparte; NpPOCTaB/feHne WHAEKCoB, WNdpPos, OUOANOTEUYHbIX
NOMETOK, ONpeaesieHUE N YKa3zaHWe TUParka KapToyekK
lpynnoBas 06paboTka AOKYMEHTOB
OTtbop OAHOTUMHbLIX AOKYMEHTOB, MNOAMEXalMX [pPynnoBoi| ogHa rpynna
06paboTKe; cocTaBieHUe ObLLEN XapaKTEPUCTMKM Ha KOMMAEKT| [OKYMEHTOB
[OKYMEHTOB
Konnyectso fOKYMEHTOB B rpynne:
24 |1-9 39,0
25 [10-15 60,0
26 [16-30 106,0




27

npoBepKa MNPaBUJIbHOCTU COCTaB/IEHUA  XAPAKTEPUCTUKU  Ha
KOMMNNEKT AOKYMEHTOB

ogHa
XapaKTepUCTMKa

13,0

Pekatanormnsauymsa:

28

CBEPKa KapTOYKM C [OOKYMEHTOM; WCMNpaBAeHWE CTaporo
bubnnorpadmnyeckoro onmcaHma; CoctTaBleHMe HOBOFO OMUCAHMSA;
nepeHeceHve wudpa, WHBEHTAPHOTrO Homepa, OUBANOTEYHbIX
NMOMETOK

0AHa KapTouKa

5,7

NoAroToBKa K MHOAEKCUPOBAHUIO AOKYMEHTOB A/1A KaTa0roB.:

29

noabopKa KapTOYKM K [AOKYMEHTY, CBEpKa W B/IOXeHMEe B
OOKYMEHT

OAMNH OOKYMEHT

0,5

30

O3HAaKOMJ/IEHME C OOKYMEHTOM; YCTaHOB/IEHWE TeMaTUKMK;
pacnpegeneHue no oTpacaam 3HaHMA (No TemaTuke)

OAHO Ha3BaHue

0,88

31

NPOCMOTP MHOCTPAHHbIX U34aHWN, NepeBos AaHHbIX Ha PYCCKMI
A3bIK

OAMNH OOKYMEHT

0,37

Cuctematmsauma go KYMEHTOB!:

32

cucTemaTtmsaumAa  AOKYMeHTa € WMCMNOJIb30BaHWMEM  WHAEKCOB
NMeYaTHOM KAPTOYKM MM MaKeTa KapTOYKWM, HameyaTaHHOro B
U30aHUW, O3HAKOMJIEHUE C AOKYMEHTOM, NPOBEPKa COOTBETCTBUA
WHAEKCOB Tabanuam KnaccupuKaumm, NpuHATbIM B 6MBAMOTEKE,
npocTaB/iieHne UHAEKCa Ha JOKYMeHTe

OAMNH OOKYMEHT

2,6

33

cMcTeMaTM3aumMa JOKYMEHTOB NPW OTCYTCTBUM NEYaTHON KapTOUKM
M MaKeTa KapTOYKM B WM34AHUKU; O3HAKOMJIEHWE C LOKYMEHTOM,
onpegeneHne MHAEKCa No Tabanuam KnaccuduKaumm, NPUHATbIM
B 6MbMOTEKE, NPOCTAB/IEHME NHAEKCA HA AOKYMEHTE

OAVH AOKYMEHT

2,0

34

onpeaeneHne aBTOPCKOTO 3HaKa [OKYMEHTa Mo aBTOPCKUM
Tabnvuam

OAMNH OOKYMEHT

0,3




35 | wndpoBKa AOKYMEHTA NPpU GOPMaTHO MHBEHTAPHOM PAaCcCTaHOBKE;| OAMH AOKYMEHT 0,42
onpeaeneHune ¢opmaTta LOKYMEHTA, HanucaHue wudpa

36 |pepaKTMpOBaHUE KNACCUOUKALMOHHOIO WHAEKCA; MpPOBEPKAa| OAVH AOKYMEHT 0,5
NpPaBUIbHOCTM MHAEKCA, aBTOPCKOro 3HakKa

37 |cocTaBneHve KapTouyku andaBUTHO-MPegMETHOro KaTasora (Ha| ogHa KapTouka 2,0
HOBYIO TEMaTMKy); HanMCaHWe Ha KapTOuyKe MHAEKCa, Ha3BaHWe
KaTasiora M KapTOTEKW, B KOTOPbIX OTPAXKAKTCA [OKYMEHTbI,
YKa3aHWe CCbIIKM W  OTCbIJIKM, CBA3b MEXAYy OTAeNbHbIMU
py6prKkamu
MpeameTnsauma 4OKYMEHTOB:

38 |npegmeTMsaumsa  OOKYMEHTOB C  MCMNO/Ib30BaHMEM  pPybpuK| OAHO Ha3BaHue 2,6
NeyYaTHOM KAPTOYKW; MPOBEPKA COOTBETCTBMA PYOPMKM MeyaTHOM
KapTOYKKU NpeameTHOMY KaTanory

39 [npegmeTv3aumMa  OOKYMEHTOB  MPWM  OTCYTCTBUM  Ne4YaTHOM| o4HO HasBaHWe 3,0
KapTOYKU; O3HAKOMJ/IEHUME C AIOKYMEHTOM, onpeaeneHune pybpuku

40 |cocTaB/ieHME HOBbIX MPeAMETHbIX PybpuK © noapybpuK;| oaHa KapTouKa 1,5
nepeHeceHne Ha KapToOYKM CNYKEOHOM KapToTeKK

41 |pepaKTMpoBaHMe NpeaMeTHOW pybpUKK; NpoBepKa NPaBUAbLHOCTU| OZHa KapTo4Ka 5,0
npegMeTHOM pybpUKKM, TOYHOCTb HaNnMCaHUA
OpraHusauma andaBUTHOrO KaTasora:

42 |nogbopKa KapTouykn no andasuty damununii aBTOPOB WAM| OAHA KapTO4Ka 0,36
3arfaBMn A1a paccTaHOBKM B andaBUTHbIV KaTanor

43 |paccTaHOBKa npeaBapuTesibHO NoAobpaHHbIX  KapToYeK B| OAHA KapTo4Ka 0,36
andaBUTHbIM KaTanor

44 | pepaKtTMpoBaHMe andaBUTHOrO KaTasora; NPoOBepKa PacCTaHOBKM| OAHA KAapTo4Ka 0,88




KapTouyek, MPaBWIbHOCTM A06aBOYHLIX W CCbIIOYHLIX KAapTO4ek,
ncnpasneHune ownboK

45 |HanucaHue pasgenuTtena ana andaBUTHOrO KaTanora, yKasaHue oAMuH 0,88
6yKBbI, cnora pasgenutenb

46 |paccTtaHoBKa pasgenutens B andaBWUTHbIA KaTasor: nogbopka oAuH 2,0
pasgenutena no andasBuTy, MNOWUCK MecTa pasgenutens,| pasgenuTenb
NOCTAHOBKA, 3aKpPenaeHne CTePKHA
OpraHu13auma cMcTeMaTMYeCcKoro KaTtaiora:

47 |noabopKa KapToOYyKM MO UHAEKCAM, BHYTPU pasgena no andaBuTy| oaHa KapToyKa 0,42
damuinin - aBTOpOB WAM  3arnaBMi  A/1IA  PACCTAaHOBKM B
CMCTEMATUYECKUIA KaTasior

48 |paccTaHOBKa npeaBapuTenbHO NoAobpaHHbIX KAapTOYeK B| OAHa KapTo4Ka 0,42
CMUCTEMATUYECKMUIN KaTanor

49 |pepakTMpoBaHMe  CUCTEMATMYECKOro  Kartasora: npoBepKa| OAHa KapTo4Ka 0,88
NPaBUAbHOCTU HaNO/NHEHMA Pa3fesoB KaTasora No CoAeprKaHuto,
WMHAEKCALMW U PAacCTaHOBKeE, UCMPaB/ieHMe OWNOOoK

50 |peknaccudumkauma CUCTEMATMYECKOrO KaTasora: Wcnpas/ieHWe| Of4Ha KapTouKa 10,0
MHOEKCOB, BHECEHME U3MEHEHW B aiPpaBUTHbIM KaTanor

51 |HanucaHuve pasgenutena paA  CUCTEMATUMYECKOro  KaTasora: OOMH 1,0
YKasaHMe HauMeHOBaHMA pasgena, noapasgena W Apyrux| pasgenntenb
pasgenutenei

52 |paccTtaHOBKa pasgenurensa B CUCTEeMaTUYecKuid  KaTanor: oAMuH 2,0
noabopka Nno MHAEeKcam, MOUCK MecTa, NOCTAHOBKa, 3aKpensieHne| pasgenuTenb

CTEPKHA

OpraHu3auma npeamMmeTHOro KaTasora:




53 |noabopKa KapTOYKM NO npeameTHbIM pybpuKam, BHYTpM pybpuK| OAHa KapTouKa 0,42
no andasuTty pamunnunii aBTOPOB UK 3araBui

54 |pacctaHOBKa nNpeaBapuTesibHO MNoAobpaHHbIX KapToOYeK B| OAHa KapTouka 0,42
npegMeTHbIN KaTanor

55 | pegaktnpoBaHue npeameTHOro KaTanora: npoBepKa| OAHa KapTouKa 1,0
NpPaBUIbHOCTU CCbIZIOK, OTCbIJIOK, PYOpPUK

56 |HanucaHwe pasgenutens AnAa NpegMeTHOro KaTasiora, yKasaHue OAUH 2,3
PY6PUKK, OTCbISIKK, CCbITKK pasgenutenb

57 |paccTtaHOBKa pa3genutensa B NPeaMeTHbIA KaTasor, NOMCK MecTa, OAMH 2,0
NOCTaHOBKA, 3aKPEenIeHME CTEPIKHA pasgenutenb
OpraHusauma HYMEpPaLMOHHOIO KaTtasnora HOPMaTUBHO-
TEXHUYECKOW JOKYMEHTALNK:

58 |noabopKa KapTO4KM MO BUAaM [OOKYMEHTOB, YC/I0OBHbIM| OJHa KapTOuYKa 4,3
umMdppoBbiM 0603HaYeHMAM, anipaBUTYy COKPALLEHHbIX Ha3BaHUM
CTpaH, NaTUHCKOMY andasBuTy (MHOCTPaAHHbLIX CTaHAApPTOB), MO
HOMepaM A0KYMEHTOB

59 |paccTaHOBKa npeaBapuTenbHO NogobpaHHbIX KAPTOYEK B KaTasor | OfHa KapTouka 0,41

60 |pepaKkTMpoBaHue KaTasora: npoBepKa NpPaBUIbHOCTM| OAHa KapTOYKa 2,6
bubnvorpaduYecknx OMNUCaHUIA, PaCCTAaHOBKWU, UCMpPaBAEHUE
ownboK; BHECEeHMEe [OOMOJHEHUA U W3MEHEHU B KaTtanor
(oTmeHa, 3ameHa, M3MeHeHUuA, NpoaseHue CPoKa AeUCTBUA C
YyKa3aHMeM UCTOYHMKaA)

61 |HanucaHue M pacCTaHOBKA pa3genurensa OAWH 1,3

pasgenutenb

OpraHu13auma v BegeHue 3/1eKTPOHHOro KaTaiora:




62 |[cBepKa MOCTYMMBLUMX  AOKYMEHTOB Ha  AybnetHocTb  B| OAWH AOKYMEHT 1,6
3/IEKTPOHHOM KaTasore
63 |npunucbiBaHWE MNPOAOMKAOWMXCA W3LAHUA B EKTPOHHbIN| OAMH AOKYMEHT 1,6
KaTanor
dopmuposaHune 6ubanorpadmyeckon 3anmcu A4na 3N1eKTPOHHOro| oJHa 3anuchb
KaTanora; BBog, B 6a3y AaHHbIX; 3aMNO/HEHME COOTBETCTBYHOLLMX
nonewn:
64 | Npu HAaIMYMM MaKeTa NeyaTHOM KapTOUKK 0,36
65 | npu OTCYTCTBUM NEYATHON KAPTOYKM 0,42
66 |cocTaBaeHMe aHaNUTUYECKOM 3anncu 3,5
67 |cocTaBneHne f06aBOYHbIX U CCbIZIOYHbIX ONMCAHUI O4HO onucaHue 0,88
68 |pepakTnpoBaHue bubnmorpadpuyeckomn 3anmcu B 6ase gaHHbIx AC;| oAHO onucaHue 1,3
BHECEHME U3MEHEHMWIA
69 |BBOA nNepedyHA NpeaMeTHbIX pybpuk AJTY K cuctematMyeckomy| ofHa pybpuka 0,36
KaTa/lory U reHepasibHOM CrpPaBOYHOM KapToTeke
70 |BbIBOA Ha 3KpaH 6ubanorpadpuyeckmx sanmcei oAHa 3anucb 0,83
71 | pepakTnpoBaHue pybpuK, HanonHeHWe pa3aenos oAHa 3anucb 7,5
N3bATHE KapToYeK U3 KaTanoros
N3bATME KAapPTOYKM HA WUCKAIOYEHHblE U3 BubMoTeyHoro ¢oHAa| OAHa KapTOuYKa
LOKYMEHTbI:
72 |andaBUTHOrO KaTasora 0,42
73 |cmMcTemaTnyecKoro KaTtanora 0,36




74 |npegmeTHOro Katanora 0,36
75 |HymepauMoHHOro Katanora 0,42
76 | n3bATME BUBAMOTrpadUUECKMX 3aMMUCEN U3 INIEKTPOHHOrO KaTanora ofHa 3anucb 2,0
TexHMyecKas 06paboTKa OKYMEHTa
HaknenBaHue Ha OOKYMEHT /IMCTKA CPOKa BO3BpaTa, KapmallKa,| OAVH AOKYMEHT
APAbIKa:
77 | NUCTOK CpOKa BO3BpaTa 0,42
78 |Kapmaluek 0,42
79 |apAnbiKk 0,26
HanucaHue wndpa Ha LOKYMEHTE U AP/bIKE: OOMVH OOKYMEHT
80 |Ha AOKymeHTe 0,26
81 |Ha Apnbike 0,36
82 |nepeHeceHne GopmaTHOrO U cUcTeMaTUyeckoro wudpa c| oAUH AOKYMEHT 3,0
KapTOYKN HA AOKYMEHT
83 |odopmneHne KapTOUKU ANA TUPAXKMPOBAHMA: onpegeneHue M| OAHO Ha3BaHMe 1,0
yKasaHue TMpaxa
84 | KOPPEKTMPOBKA KAapPTOYKM NOCAE TUPAXKUPOBAHUA OHO Ha3BaHMe 0,42
85 |pacnpegeneHne KaTanoXHbIX KapTOYeK Ha HOBble MOCTYN/AEHWA| OAHa KapTOudKa 0,42
No CTPYKTYPHbIM NoApa3aeneHnamM nocsie TMParKMpPoBaHUA
86 |3anoJiIHeEHME  KHUXKHOro  dopmynspa:  yKasaHue  wudpa,| OANH KHUKHbIN 0,88

MHBEHTAapHOroO HOMepa JOKYMeHTa, ¢amuauM WU WUHULMANOB
aBToOpa, ero Ha3BaHMA, LEeHbl, roAa nsgaHus

dopmynap




87 |3ano/iHeHME KAapTOYKU MHAMKATOPA Ha AOKYMEHT, HanpaBaseMbli| OANH NHAMKATOP 0,88
B KHWUTOXpaHeHWe: yKasdaHuMe WHBEHTAapHOro Homepa, aBTopa M
3arfasumA, Wndpa paccTaHOBKMU
88 |3anosHeHWe nepenaToyHOM BeAOMOCTM Ha NAPTUO  HOBbIX| OAMH AOKYMEHT 0,15
NnocTynieHuin
Pabota B AC
BbIBOA, Ha 3KpaH y4eTHbIX GopMm, pacneyaTka: ofHa popma
89 | AMCTOB MHANBMAYANBHOIO Y4eTa AOKYMEHTOB 0,05
90 |nepenaTo4YHOM BEAOMOCTU HOBbIX MOCTYMNIEHNI 0,05
91 |KapTouKM c bubanorpadmnyeckon 3anmcbio 419 YY4EeTHOro KaTasiora 0,05
92 | KHMKHOro dopmynspa 0,05
93 | KapTO4YKM MHAMKATOpPA 0,05




MprmeyaHue: K Hopmam BpeMEHU NPUMEHSAIOTCA NOBbILAOLLME KOSDPULMNEHTDI:

- Npu cocTaBneHnn bubanorpadmnyeckoro onncaHMA Ha AOKYMEHT, Ha TUTY/IbHOM JIMCTE KOTOPOroO YacTMYHO OTCYTCTBYIOT AaHHble Ana bubnnorpaduyeckoi
3anucn - 1,13;

- npu 6MbAnoTeyHon 06paboTKe: KMHOPOTOGOHOAOKYMEHTOB - 1,21; HOTHbIX, KapTorpaduyeckmx, nsomsganuit - 1,15, cneumanbHbiX BUAOB HAy4HO-
TEXHUYECKOW NMTepaTypbl U AOKYMeHTaumu - 1,10;

- Npu paboTe ¢ AOKYMEHTaMMN Ha MHOCTPAHHbIX A3bIKax, MPU opraHM3aLUum 1 BeleHUN KpaeBeaYyeckoro KaTtanora (Kaptoteku) n 6MbamMoTeyHoro Katanora Ha
MHOCTPAHHOM A3biKe - 1,15.

4.4, Pabota c poHAOM

4.4.1. PaboTa no npuemy AOKYMEHTOB

Tabnnua 67
N HanmeHoBaHue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BpPEMEHMH,
MWH.
1 2 3 4

1 |MNpuem AOKYMEHTOB B CTPYKTYPHbIX NOApPa3Ae/ieHUAX:

2 npmnem OOKYMEHTOB W3 OTAENa KOMMNNEKTOBAHUA, CBEPKa C OAHa NapTuA 90,0
conposogunTenibHbIM maTepraiom

3 |perucrtpauMa HOBbIX MOCTYNJEHUN MNEepPUOSUYECKUX WU3LAHWUNR,| OAWH AOKYMEHT 0,4
NpocTaB/fieHNe OTMETKM B PErMCTPALLMOHHOM KapToTeke

4 |npocTaBneHve WTeMNens CTPYKTYPHOrO NoApasAefieHna Ha| oAWH AOKYMEHT 0,26
OOKYyMeHTe




Moabop AOKYMEHTOB A1 PACCTAaHOBKM B GpOHAE:

5 |noabopKa [OOKYMEHTOB MO KAacCUPUKALUMOHHLIM MHAEKCAM,| OAWH AOKYMEHT 0,52
aBTOPCKOMY 3HaKy
6 |noabopka AOKYMEHTOB NoO popmaTy, MHBEHTAPHbIM HOMEPaM OAMNH OOKYMEHT 0,36
7 |nopbopka nepuoanuyecKMx M3gaHWM no andaBuMTy HA3BaHWUAM,| OAWMH AOKYMEHT 0,5
rogam, Homepam
8 |nombopKka cneuBnaoB HOPMATUBHO-TEXHUYECKON AOKYMEHTAUMUWU| OAUH AOKYMEHT 0,36
no Kjaccam, noggnaccam, rpynnam, noArpynnam, MHBEHTapHbIM
HoMepam
PacctaHoBKa 6UbaMoTEYHOTO PpoHAa:
9 |pacCcTaHOBKAa [AOKYMEHTOB Ha CTeanaxax B CUCTEMATMUYECKU-| OOMH AOKYMEHT 0,52
andaBUTHOM nopsaxe
10 |paccTaHOBKa [OOKYMEHTOB Ha cTennaxax B  (GOPMATHO-| OAUH AOKYMEHT 1,3
WHBEHTAapPHOM NnopsaKe
11 |paccTaHOBKa NepuoaMyeckux msgaHuin no andasBuTy Ha3BaHWMN,| OAWH AOKYMEHT 0,52
rogam, Homepam
PaccTaHOBKa  HOPMATUBHO-TEXHUYECKOM  AOKYMEHTAUMM  MO| OAUH AOKYMEHT
KNnaccam, MoAKnaccam, rpynnam, noarpynnam, WMHBEHTApPHbIM
HoMepam
Konnyectso AOKYMEHTOB B Nog00pKe:
12 |1-5 0,52
13 |6-10 5,2
14 |11-15 0,88




PaccTaHOBKa OOKYMEHTOB Ha MUKPOHOCUTE/NIAX B MHBEHTAPHOM U
HYMEpPaUMOHHOM MopsaKe:

OAMNH OOKYMEHT

15 |npoBepKa NpaBUALHOCTU PACCTaHOBKM AOKYMEHTOB B OTAENbHbIX| OAWUH LOKYMEHT 0,5
maccuax ¢poHaa
16 |nepenBukeHue (NepeHeceHne) LOKYMEHTOB Ha CBOBOAHbIE MeCTa | OAWH AOKYMEHT 0,4
17 |odopmneHne NOAOYHBbIX pasgenuTenei; HanMcaHuWe MNONOYHbIX OOMH 10,0
pasgenutenei pa3szenuTenn
MpumeyaHune: K HOpMam BPeMEHU MPUMEHAIOTCA NOBbIWatowme KoapdUUNEHTDI:
- npu noabope n paccTaHoBKe KUHOGOTOPOHOAOKYMEHTOB - 1,2;
- Npu noabope n paccTaHOBKe HOT, KapTorpaduyecknx, nsonsganuii - 1,5;
- Npu paboTe ¢ LOKYMEHTAMM HA MHOCTPAHHbIX A3bIKax - 1,15.
4.4.2. PaboTa no coxpaHHOCTN poHAa
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MWH.
1 2 3 4
MposepKka 6ubamnoteyHoro poHAa:
1 |HanMcaHMe KOHTPONBLHOIO TaJIOHA HA AOKYMEHT, yKa3aHMe Ha HEM|  OAWH TaJioH 3,0

WHBEHTApHOro Homepa, Wuopa, Gamuanm, MHULMANOB aBTOPa,
3arnasus, roga, MecTa U3gaHus, LeHbl, MecTa XpaHeHus
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2 | MapKMpPOBKA KOHTPOJIbHbIX TAJIOHOB: YCTAHOBKA, rAe YYTeH| OAWH TanoH 8,0
OAHHbIN  JOKYMEHT (y4eTHbld KaTasor, WHBEHTapHasa KHMra),
npocCTaBAeHMe ONO3HaBaTENbHOrO 3HaKa
MoabopKa KOHTPObHbIX TANIOHOB: OAMH TaNnoH
3 | N0 MHBEHTapPHbIM HOMepam 0,1
4 | no andaButy daMmnnnii aBTopoB UK 3arnaBui 0,1
5 | no knaccndmKaumoHHOMY MHAOEKCY 0,1
6 |CBEpPKa KOHTPONbHbIX TaNIOHOB C WHBEHTAPHOW KHWUIOW, OTMETKa| OAMH TanoH 2,0
NPOBEPKN Ha TaZIOHE U B KHUTe
7 |cBepKa KOHTPOJIbHbIX Ta/llOHOB C YYE€THbIM WAN andaBUTHbLIM, OAMH TaNIOH 3,0
TonorpaduyeckMm Katasoramm, OTMETKA Ha Ta/IoHE U B KaTanore
8 |mpocmoTp  dopmbl  MHAMBMAYANbHOINO  y4yeTa, BblABAEHWE| OAWMH AOKYMEHT 3,0
OOKYMEHTOB, He npollelnx NPoBepKu
9 |cocTaBieHUE KAPTOUYKM Ha AOKYMEHT, He NpoLleaLmnii MPOBEPKK OJVH OOKYMEHT 3,0
10 |NOMCK OOKYMEHTOB, He npolweawmnx NPoOBEpPKY, NO PA3AMYHLIM| OAMH LOKYMEHT 20,0
y4eTHbIM GOopMaM, KapToTeKam, KypHanam, KHUKHbBIM MOJIKam
CocTaBfieHMe cnUcKa HegocTaoWwmux B POHAE LOKYMEHTOB OOMH CNUCOK
Konnyecrtso 4OKYMEHTOB B CriUCKe:
11 |1 0,78
12 (2-10 8,3
13 (11-25 19,3

OTbop AOKYMEHTOB A4N1A U3bATUA U3 GoHAA




MpocMoTp A4OKYMEHTOB Ha NpeaMeT nsbaTna ns GoHaa:

OAMNH OOKYMEHT

14 |HenpodUNbHbIX 3,1
15 | gybnetHbix 1,6
16 |ycTapeBLMX NO COAEPHKAHUIO 3,1
17 |BeTxmx 0,88
18 | manouncnonb3lyemblix, HEMCNOb3yeMbIX 2,6
MoarotToBKa 4OKYMEHTOB K aKTUPOBaHMUIO:
19 |nopbopKa AOKYMEHTOB B MapTUM NO NPUYMHAM U3BATUA, CBEPKA C| OAUH LOKYMEHT 0,36
KHUXXHbIM popmynapom
20 [noabopKa KHUMMKHbIX GOPMYNAPOB HA AOKYMEHTbl B nopagke| oguH dopmynsap 0,42
WHBEHTAPHbIX HOMEepPOB, andaBuTa, XKypHaabl - NO rogam Mu
HOMepam
COCTaB/IeHMe CMNCKA K aKTy BblbbITUA (Nepeaaun), noacyeT obiemn OAMH aKT
cymMbl, opopmMIeHMe aKTa; noraweHne MHBEHTAapHOro Homepa u
wremnens 6U6AMOTEKN HA LOKYMEHTE; NOALIMBKA aKTOB
KonnyecTtso fOKYMEHTOB B CrMCKe:
21 |1 0,78
22 [2-10 7,8
23 |11-25 19,3
MoaroToBKa 4OKYMEHTOB B Nepenner:
24 |oTbop [OOKYMEHTOB A/1A Mepensieta; MPOBEPKa COCTOSHUA| OAUH AOKYMEHT 3,0

[OKYMEHTa; 3anonHeHue (cBepKa) KHUKHoro dpopmynapa




25

noadopka KOMMJIEKTOB, CBA3Ka B Nayku; odopmieHune
OOKYMEHTOB A/14 Nepezayn B nepenner

OAMNH OOKYMEHT

2,6

26

noAaroToBka AOKYMEHTOB K BOCCTAHOBJ/IEHUIO! no,u,6op AOKYMEHTa,
dHa/I0r’M4YHOro  noBpeXaAeHHOMY, od)opmneHme 3aKa3a Ha
KonnpoBaHue

OAVH AOKYMEHT

10,0

27

MpMem 3aKkasa Moc/ie KOMMpoBaHWA, MPOBEpPKa KayecTBa KOMui;
NoAroToBKa JOKYMEHTa K nepennety

OAMNH OOKYMEHT

7,0

28

npvemM [OKYMEHTOB M3 Mepenseta; CBepPKa MOCTYNMUBLUMX U3
nepenneTa AOKYMEHTOB C KHUMHbIM (GOpMyNspoM, MpoBepKa
KayecTBa MepenseTa; BOCCTAaHOB/IEHWE 3arnaBuA; HanucaHue
Wwndpa Ha Ap/biKe, KOpeLlKe AOKYMEHTa

OAVH AOKYMEHT

7,0

MoalmnBKa raseT M TOHKMX KYPHaA/O0B:

29

onpeaeneHne GopmaTta, BAOKEHNE KOMMAEKTA KYPHANO0B B Nanky
HYy*KHOTro popmaTa, 3aBA3bIBaHME; BblHECEHME WNdPA, HA3BaAHMUS,
roga usgaHua, HOMepPOB KYPHaN0B Ha 0BN0XKKY M KOPELLOK nanku

OAHa nankKa

3,0

30

packnafka rasetbl NO Ha3BaHMAM, MPOKA/bIBAHWE, B/IOXKEHWE B
KapToHHyl0 06n0KKy (nanky), npowWHypoBKa, odopmieHune
06/10KM (Ha3BaHWe, roa, HOMep, MecsLl)

o4Ha narka

5,0

Menknin peMoHT poHAaa:

31

noAK/ienKka AOKYMEHTa, KapMalLKOB, AP/bIKOB, BOCCTAHOB/EHME
3arf1aBun U MHOM PEMOHT

o4Ha narka

2,0-5,0

O6ecnblnmBaHne GoHAa:

32

obecnbiivBaHMe ¢oHAA C MOMOLLBIO Nblaecoca; obecneyeHue
paboyero mecTa TexHUYECKMMM CPeacTBaMU:  MblIECOCOM,
paboyMm  CTO/IMKOM, CTPEeMAHKOW, BegpoM; MpoBeAeHue
obecnblinBaHMA, 3aHeceHMe TexHUMYEeCKMX CcpeacTB B MmecTa

ogHa
MeponosKa

12,0




XpaHeHus

33 |py4yHoe obecnbinnBaHne ¢oHaa; obecneyeHne paboyero mecrta o4Ha 9,4
TEXHUYECKMMU CPEeACTBAMM: CTPEMAHKOM, PabouyMm CTOAMKOM,| MepPONo/Ka
TENEeXKOW,  BeApOM,  TPANKAaMM;  MNPOTUPKA,  3aHECeHue
TEXHUYECKUX CPEACTB B MeCTa XpaHeHMUs
MpumeyaHune: K HOpMam BPeMEHU MPUMEHAIOTCA NOBbIWatowme KoapdUUNEHTDI:
- NpU py4HOM 0b6ecnbliMBaHMM POHAA HOTHbBIX, KapTorpaduyuecknx, nsonsganuii - 1,2;
- npu 06ecnbINMBaHUKM C NOMOLLbIO Mbliecoca - 1,3.
4.4.3. NU3yyeHune 6ubanoteyHoro ¢oHaa
N HanmeHoBaHuMe npougecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHms BPEMEHMU,
MWH.
1 2 3 4
MoarotoBuTenbHasA paboTa no usydeHuo bubanorteyHoro poHaa:
1 |cocTtaBneHue nnaHa paboTbl No n3ydyeHuto bubanoteyHoro poHaa OAMH NJaH 10,0
(yactn doHAa)
2 |NoArotoBKa MHCTPYMEHTapus NoO  U3ydeHUto HBubanoTedHoro| opHa Tabavua 10,0
¢doHaa; cocTaBneHne Tabaunubl NO PasINYHbIM acCNeKTaM U3y4YeHUns
3 |nopbopka 6ubnmorpadpuyecknx nocobuit, MHPoOPMaLMOHHbIX| OAHO Nnocobue 10,0

CMUCKOB AN1A NposeaeHna paboTbl NO M3yyeHUto BUbaAMOTeYHOro
¢doHAaa
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4 |npoBegeHMe MHCTPYKTaXKa A4N1A NpoBeAeHUs paboT No M3yYeHUo OAMH 10,0
6ubnnoteyHoro poHaa WMHCTPYKTaX
Bubnunorpadpuueckoe nsydeHme bubanoreyHoro ¢oHaa
O3Hakom/iIeHMe c cogepyKaHuem bubanorpadumyeckoro nocobus,| oaHo nocobue
WHOOPMAUMOHHOIO CMWCKa AnsA  npoBeAeHMs paboTbl Mo
n3yyeHumo bubamoteyHoro poHaa
Konunuyectso Ha3BaHMUIM B NOCO6UU:

5 ]1-25 15,7

6 |26-50 34,0

7 |51-100 68,0
CBepKa KapTOYKM KaTanora ¢ 6ubanorpaduyeckMm onuvcaHuem| OfHa KapTouKa
OOKYMEHTa, YKa3aHHOro B NOCOOMKM; OTMETKa O Hanuymu
OOKyMeHTa B doHAe:

8 |andaBuUTHbLIN KaTanor 2,0

9 |cucTtemaTUyecKuia Katanor 5,0

10 | coctaBneHune 6ubanorpadpuyeckoro ONMCaHUA Ha OTCYTCTBYHOWME| OAHA KAapTOYKa 2,6

B 6MbMOTEKE LOKYMEHTDI

NMpocmoTp HanoONHEeHNA CUCTeMATUYECKOro KaTanora B Pas/INYHbIX
aCneKTax (I'IO oTpacnAM 3HaHuA, BUWAamM, rogam wn Opyrmm
aCI'IEKTaM); conoctaBneHne nonyyYeHHbIX AaHHbIX C TeMaTUuKo-
TUNONOTMYECKNM (I'IepCI'IeKTMBHbIM) N1aHOM KOMMNJEKTOBAHUA,
YTO4YHEHUE, BHECEHUNE KOPPEKTUB B NMNJ1aH KOMMN/IEKTOBAHUA

OlHa KapTO4Ka

KonnyecTtBo KapToyekK B ALLUKE:




11 {1-500 43,0

12 {501 - 1000 85,0

13 (1001 - 2000 173,0
CtaTUcTMyeckoe usyyeHune 6ubamoteyHoro poHaa:

14 |3anonHeHWe cTaTUCTUYECKUX Tabauu (no cocTaBy, AMHaMWKe M| oaHa Tabauua 10,0
CTeneHun Mcnonb3oBaHuA 6ubamnoteyHoro ¢$poHAa) Ha OCHOBaAHMUM
YYETHOM AOKYMEHTALLMUK

15 |pacyeT nokasatenei KHUroobecneyeHHocT, obpalLaeMocTy, oAMuH 4,0
YMTAEMOCTHU noKasaTtenb

16 |cn/IOWHOM MNPOCMOTP AOKYMEHTOB Ha CTe/ilaXkax, MoACYEeT Mo| OAWH AOKYMEHT 0,84
KHUXKHbIM GOpMyAsipaM MAM INCTKAaM CPOKa BO3BpaTa KOJIMYeCTBa
KHUroBblAau

17 | MapKMpOBKa Heucnosblyemoil 4Yactu ¢oHAa B 3aBUCMMOCTU OT| OAUH AOKYMEHT 0,26
NPWYKH, BbI3BaBLUMX HU3KYIO 06pallaeMocTb

18 |3anonHeHue Tabmupl MHTEHCUBHOCTU MCMo/Ib30BaHUA| ofHa Tabaunua 50,0
bubnnoteyHoro poHaa
CocTtaBneHMe U aHanu3 Tabauy, no wmsydeHuto bubamnoteyHoro
¢doHAaa
CocTaBneHue Tabanybl:

19 | no cocTaBy, pa3BUTUIO M UCMOJIb30BaHUIO BUBAMOTEYHOTO PpoHAA oAHa Tabnuua 63,0

20 [no cTeneHW MCMNonb30BaHWA ¢GoHAa B pPas3nMYHbIX acnektax (B| oaHa Tabauua 68,0
OTpac/iieBOM, Mo BUAAM U34AHUI U MHbIM acneKTam)

21 |no obbemy Heucnonblyemon U manocnpalimpaemon Yactu ¢oHga| ogHa Tabnmua 63,0




U NpU4YnHam ee HakonaeHuAa

AHanus Tabanubl:

22 | no cocTaBy, pa3BMTUIO U UCNO/Ib30BaHUIO BMbANOTEYHOTO DOHAA oAHa Tabaunua 56,0

23 |no cTeneHW WCNONb30BaHWA GOHAA B Pa3/MYHbIX acnekTax (B| ogHa Tabauua 56,0
OTpac/neBOM, NO BUAAM M3LAHUI M UHBIM acnekTam)

24 | No coCTaBy M Be/IMUYMHE HEUCNO/b3YEMOM MU MasiocrnpaliMBaemon| ogHa Tabaunua 60,0
yactv doHAa M NPUYMHAM €€ HAKOMIeHUA

25 |cocTaBneHuMe niaHa MeponpuaTUin peannsaumm npeanoxeHui no OAMH NNaH 161,0
pe3yabTatam M3ydeHunsa poHaa

MpumevaHue:
- BpemsA npoBefeHUA MHCTPYKTaXka B HOPMY BPEMEHU He BXOAUT;

- Npv paboTe ¢ AOKYMEHTaMM Ha MHOCTPAHHbIX A3bIKax K HOPMam BPeMeHU NpUMeHAETCA NoBblwatowmii KoadpoduumeHT 1,15,
4.5. O6cnyRuBaHue YnTaTenein

4.5.1. PaboTta c untatenem

Tabaunuya 70
N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsbl EamHuua Hopma
n/n n3mepeHus BpEMEHMH,
MWH.
1 2 3 4

3anucb yntatens B 6UbAMOTEKY:




NPOCMOTP [OKYMEHTOB u4uTatena (macnopTt, YyAoCTOBEpeHue,
Nnopy4ymnTenbCTBO); NPOBEPKa HaAN4YMA YYETHO-PErncTPaLMOHHOM
KapToO4Ku YnuTatensa, Bblda4a dHKeTbl Aana 3anNo0O/THEeHWnA
nonb3oBaTenem C noApobHbIM MNOACHEHUEM MO 3anoJIHEHWUIO
nonewu

OAVH ynTaTesb

2,0

3anonHeHne ¢opmynapa uuTaTena, Y4eTHO-perncTpaLuoHHOM
KapTOYKM, YMTaTeIbCKOro buserta

OAVH YnTaTesb

2,0

O3HaKOMJIEHME  yuTaTeNd  C  MNpaBuWaaMyv  MOJIb30BaHMA
61b6MOTEKON, pacnonoKeHnem GpoHAa, CMPaBOYHbIM anmnapaTom,
3/1EKTPOHHBIMM pecypcamu (ayaMOKHUIraMK, yaaneHHbIMu 6asamum
OaHHbIX, AMCcKamn, punbmorpadueit)

OAVH ynTaTesb

5,0

noabopka W paccTaHOBKa Mo andasuTy Gpamuaunin yutatenei
YYEeTHO-PErnCTPaLMOHHbIE KAPTOUKU

OQlHa KapTO4Ka

0,26

Mepeperncrpauuns yntatenemn:

nouck dopmynapa (perucTpauMoHHON KapTOuKM) uuTaTens,
BHECEeHMe U3SMEHEHUN B HUX U YMTaTeNbCKUn buner

O4WH YnTaTesb

12,0

3anucb (Nepeperucrpaumsa) ymTatenen B aBTOMATM3MPOBAHHOM
pexunme:

Habop Ha KjiaBMaType CBeAEHMN O uuTatene: Gamuaunsa, Ums,
OTYECTBO, XapaKTepusylolme ero npusHakM (obpasoBaHue,
CneuunanbHOCTb U MHble NPU3HaKK), Koa,

OAVH ynTaTesb

6,0

KOHTPO/Ib 33 BO3MOXHbIM Ha/JMYMEM [aHHbIX O uuTaTese,
3anucasllemca B 6MbBAMOTeKy (paHee 3anucaH, AWWEH Npaea
Nnonb3oBaHMA)

O4VH YnTaTesb

1,0

odopmaeHne Kofa YuTaTens ¢ KOHTPOIbHbIM Pa3pPALOM U CPOKOM
NONb30BAHUA YMTaTe/IbCKUM 6MAETOM Ha OCHOBE BblAAHHOM

OAVH ynTaTesb

0,52




nHbopmauum

9 |BbIBOA Ha MPUHTEP CBEAEHUI O 3anMCaBLUEMCS YMTaTeNe B BUAE| OAMH YMTaTesNb 1,3
61aHKa, BbipesaHue 61aHKa U BKIeMKa ero B YATaTeNbCKui bunet
PaboTta gucneTtyepcKoim cayxobi:

10 |npuem uyuTaTenbCcKoro TpeboBaHMA; MNPOBEPKA NPaBUAbLHOCTU oAHO 2,0
3anosiHeHna  TpeboBaHWA, YTOYHEHME  MecTa  XpaHeHus| TpeboBaHue
OOKYMEHTOB;, OTMEeTKa B AWCNETYEpPCKOM CceTKe, nepenaua
TpeboBaHMA B KHUTOXpPaHEHWE
BbinonHeHne TpeboBaHMiN NoTpebuTeNeN, Bbiaaya JOKYMEHTOB U3
OCHOBHOIO KHUTOXpPaHeHUs:

11 |nony4yeHue TpeboBaHUsA, pernctTpaums, nogbopka nx no wudppam o4HO 3,0

TpeboBaHUe

12 [noucK [OOKYMeHTa, OTMeTKa Ha TpeboBaHUM, KHUKHOM O4HO 5,0
dopmynsape, ANCNETYEPCKON CETKE TpeboBaHue

13 |ycTaHOBNEHME MecTa HaxOoXAeHWUA HeHaNAEeHHOro AOKYMeHTa no oAHO 7,0
CNpPaBOYHbIM KapTOTEKAM, KaTasoram TpeboBaHue

14 |Bblga4ya AOKYMEHTa W3 OTAEeNa KHUTOXPaHEHWUSA MNOTPebUTeNto;| OANH AOKYMEHT 2,0
OTMETKa Ha KHUXKHOM dopmynsape, TpeboBaHuA

15 |nNpuHATME AOKYMEHTAa OT MOTPebuTens; MNOWUCK KHUNKHOIO| OAUH AOKYMEHT 3,0
dopmynsapa, TpeboBaHMA; NoraleHne OTMETKU O Bblaaumn
Bblgaya KOMMJIEKTOB [AOKYMEHTOB BO BPEMEHHOE MO0Jib30BaHue
noapasgeneHuam bnbanoTeku:

16 | odopmneHMe 3aABKN HA KOMMJIEKT OKYMEHTOB, NepeaaBaembli B| OfHa 3asBKa 5,0

CTPYKTYpHOE noapasgeneHue




17 |nogbop [AOKYMEHTOB B KOMIJIEKTbl; HamnucaHuWe BTOPOro| OAWH AOKYMEHT 40,0
9K3eMNAsApa KHMXKHOro dopmynsapa (MHAMKaTopa)
Bblgaya KOMMNAEKTOB [AOKYMEHTOB, OTMETKA Ha KHUXHOM| OAVH LOKYMEHT
dopmynspe (vHgmKaTOpE) [arbl BblOauM, OAHHbIX
noapasgeneHus, Noy4yaroLwero KOMNAeKT
KonnuyectBo OKYMEHTOB B KOMMEKTE:
18 (25 6,8
19 (50 13,5
20 |200 108,0
lMonyyeHne  KOMMNAEKTOB  AOKYMEHTOB  OT  CTPYKTYPHbIX| OAMH KOMMNAEKT
nogpasaeneHuii; MOUCK KHUKHOro dopmynsapa (MHAMKaTopa),
noraweHne OTMETKU O Bblaye, BIOXKEHUE ero B JOKYMEHT
KonnuecTBo 4OKYMEHTOB B KOMMEKTE:
21 |25 6,8
22 |50 13,5
23 | 200 108
O6cnyKnBaHMe YnTaTeNnen B YUNTa/IbHOM 3ane:
24 |npoBeAeHWe KOHcynbTauun, becen € uMTaTeNAMM Yy KaTanoros, OA4Ha 10,0
KapTOTEK, KHUXKHbIX MNOJIOK; UHGOPMUMPOBAHME YNTATENEN O HOBbIX| KOHCyAbTaLMA

NnocTynieHuax, O paboTe 3/MEKTPOHHOro KaTanora, CTaHuuu
camoobcnyKmBaHmnsa, o paboTe € 3NEeKTPOHHbLIMM  pecypcamm
yAaNeHHblx 6a3 AaHHbIX, O BO3MOXHOCTAX PaboTbl B /INYHOM
KabvHeTe Ha calite OMOANOTEKM, O NOJIb30BAaHUU [ETCKOM
KOMHaToM




Mopbop AOKYMeHTOB B MNoAcobHOM ¢oHAe 4YuTanbHOro 3ana,
nepegaya Ha Kadepy Bblaaum:

OAMNH OOKYMEHT

25 | no TpeboBaHuUIO YnTaTeNs 3,0
26 | no ycTHOMY 3anpocy 3,0
27 |no onpeaeneHHoM Teme 3,5

Moabop AOKYMEHTOB MO Yy4ebHOW Mporpamme Ha OCHOBAHWUM| OAMH KOMMNIEKT

MaKeTa KOMIM/IEKTa [OKYMEHTOB, BblAaBaeMbIX CTyAeHTam,

noabop yyebHUKoB no ¢aky/bTeTam, Kypcam, rpynnam; CBepka

KHUXKHbIX  HOPMYNAPOB C Ha3BaHUEM KHWUI, MHBEHTAPHbIMMU

HOMepamMu

Konnuecteo 4OKYMEHTOB B KOMM/IEKTE:
28 |10 4,0
29 (20 8,0
30 |40 16,0
31 |BblAaya [OOKYMEHTA: CBEPKA BblAAaBaeMOro [AOKYMEHTa C| OAWH AOKYMEHT 2,0

YnTaTeNbCKUM  TpeboBaHWEM; MNpPOBEPKA Ha/AWuMA CTpaHuL;

BHECEHMEe 3aMnCU Ha 4YnuTaTes/IbCKOM TpeboBaHUM (KOHTPOAbHOM

JINCTKE), BNOXKEHNE B YMTaTeNIbCKNIM BUNET; paccTaHOBKA, OTMETKA

KHUIOBbI4AuM

Bblgaya [OOKYMEHTOB: CBepKa BblAaBaemMoro [OKYMEHTa C

yuTaTeNIbCKUM  TpeboBaHMEM; MPOBEPKA HANANYUA  CTPaAHUL

CKaHWPOBaTb YUTATE/IbCKUN OUNEeT; CKaHMPOBaTb BblAaBaemMble

KHUTY; OTMETKa KHUIOBbIAAuM; OTMeTKa CTaTUCTUKM

nocew,aemocTu:
32 |npuHATUE OOKYMEHTA: CBEPKA ero ¢ TpeboBaHMeEM (KOHTPONbHbIM| OAWH AOKYMEHT 2,0




JINCTKOM), NPOBEPKA COXPAaHHOCTM IOKYMEHTA, HaUYMA CTPaHUL,
BHECEHME OTMETKU O Npueme

33 |nonyyeHne [OKYMEHTA, 3aKa3aHHOro uYuTatenem B OTAeNe| OAWH AOKYMEHT 0,5
KHUTOXpaHeHuA

34 |nepegaya  OOKYMEHTa, CAAQHHOMO  4yuTaTenem, B  OTAEN| OOMH AOKYMEHT 1,0
KHUTOXpPaHeHMA
OT60p M Nepesaya 4OKYMEHTOB Ha KOMMpPOBaHMe:

35 |oTbop [OKYMEHTOB (OTAENbHbIX cTaTer) ANnA nepegayn Ha| o4MH OOKYMEHT 5,0
MUKpOPUIbMUPOBAHME N KONNMPOBaHME

36 |noAroToBKa AOKYMEHTOB K KOMWpPOBaHMUIO, opopmsieHMe 3aKasa,| OAWH AOKYMEHT 3,0
perncrpaumsa B ydeTHbIX Gopmax

37 |nonyyeHne MuKpodUIbMa M KOMWUKU, NPOBEPKA MPaBUIbHOCTU O4MH 3aKa3 5,0
BbIMO/IHEHWA 3aKa3a
O6cnynBaHMe YnTaTenen Ha aboHemeHTe:

38 |noabop A4OKYMEHTOB AJ1A PEKOMEHAAUNM YNTATENIAM OAWNH OOKYMEHT 5,0
Bblgaya AOKyMeHTOB uwuTaTento, Mouck dopmynapa uutatensa,| ogvH LOKYMEHT
YyKasaHWe Ccpoka BO3BpaTa, MNPOBEPKA HaNMUMA  CTPaHUL;
obcnyKuBaHue
Bblgaya [OOKYMEHTOB: CBEpKa BblAAaBAaemMoOro [AOKYMeHTa C
YnTaTenbCKMM TpeboBaHMEM; MNpPOBEPKA HaAWYMA  CTPaHuUL;

CKaHWpoBaHWe YMTaTENbCKOTO 6unera; CKaHWpoBaHWe
BblJAaBaEMOM  KHUIM; pacneyaTka KOHTPONbHOMO /INCTKA C
yKa3aHMeM CpoKa BO3BpaTa W CMUCKA BbIAAHHbIX KHUT; OTMETKA
KHWUTOBbIAAYM; OTMETKA CTaTUCTUKMN MOCELLAeMOCTH:
39 |B3pocCabIx 2,7




40 |peten 3,2
41 |npoBegeHue beceabl ¢ yuTatenem, MHGOPMUPOBAHME O HOBLIX| OAWH YMTaTesb 5,0
NOCTYNNeHUAX
MonyyeHne [OOKYMEHTa OT u4MTaTeNs; BHECEeHME OTMETKM O OAUH AOKYMEHT
npuMeme, MPOBEPKA HANNYMUA CTPAHMUL, BJIONKEHUE KHUMKHOIO
dopmynsapa; obcnykuBaHue:
42 | B3pOCAbIX 1,8
43 | peten 5,0
44 |npoasieHne CpoKa Nonb30BaHMA AOKYMEHTOM; NoUCK dopmynsapal oanH dopmynsap 3,0

YNTaTENA;, BHECEHME OTMETKU O NpPOoA/IEHNN CPOKa NOJZIb30BaHUA




MprmeyaHue: K Hopmam BpeMEHU NPUMEHSAIOTCA NOBbILAOLLME KOSDPULMNEHTDI:

- Npy 06CNYKMBAHUKN YUTaTeNel KUHOPOTODOHOLOKYMEHTaMu - 1,2;

- NPy 06CNYKNBAHUKN YNTaTENEeN HOTHbIMK, KapTorpaduyeckumm, usomsganHmsamm - 1,15;

- Npy 06cnyKMBaHMM YMTaATENEN CNEeLManbHbIMKM BUAAMWN HAaYyYHO-TEXHUYECKON INTEPaTYpPbl U AOKYyMeHTauum - 1,1;

- Npu paboTe ¢ LOKYMEHTAMM HA MHOCTPAHHbIX A3biKax - 1,15.

4.5.2. BHyTpeHHsna paboTa

N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MWH.

1 2 3 4
MoaroToBKa K Bblaaye:

1 |pacctaHoBKa ¢dopmynApoB uymuTaTenen (No cpokam, HoOMepam,| oauH popmynap 1,0
andasuty)

2 | paccTaHOBKa CAAHHbIX AOKYMEHTOB B POHAE OTKPbLITOrO A40CTyna OOMVH OOKYMEHT 2,0

3 | paccTtaHOBKa CAaHHbIX AOKYMEHTOB B GOHAE OCHOBHOIO XPaHEeHMA | OAUH AOKYMEHT 3,0

4 |noaBeaeHwe uTOoroB paboTbl 3a npolweawunin AeHb, BHeCeHue e)XegHeBHO 15,0
3anucuK B AHEBHUK

5 |noabop AOKYMEHTOB MO NpeaBapuUTe/ibHbIM 3aKa3zaM YyuTaTenei u| oAnH AOKYMEHT 3,0

nAaHaM 4YTeEHUA
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6 | NPOCMOTP HOBbIX MOCTYN/IEHNI ANA peKOMeHAAUNN YNTaTeNAM OAVH OOKYMEHT 2,0

7 |NpocMOTP M NOMOSIHEHME  KHUMKHbIX  BbICTAaBOK, AWMKOB| OAMH AOKYMEHT 3,0
cB060AHOrO BbI6OPA KHUF, TEMATUYECKUX NOOK U CTENNANKEN

8 |noaroTtoBKa paboyero mecTta e)XegHeBHO 10,0
Pabota c dopmynapom umTatens:

9 |aHanm3 ¢opmMynsapoB umMTaTenei, BbIABAEHME UMTATENbCKUX| OAWMH dopmynsap 4,3
WHTEepecoB

10 |cocTaBneHMe KApTOUYKM O1A KapTOTEKM UYMTATE/IbCKUX MHTEPECOB;| OAHa KapToudka 0,86
COCTaB/IEHME CMUCKA YNTATENbCKUX MHTEPECOB - 1 3anuch

11 |3anucb B popmynapax (MHbIX LOKYMEHTaX) O pe3ysibTaTax aHa/iM3a| OfHa 3anuch 3,6
YTeHuA 3a onpeaeneHHbIN nepuog,

12 |[3anucb B [AHEBHWKe OMGAMOTEKapA O AMHAMMUKE YTEHMA M| OfHa 3anucb 9,2
MHTepecax yuTaTtena (rpynnbl yntatenemn)
PaboTa c ynTatensimu, He BO3BPaTUBLLMMU AOKYMEHTbI B CPOK:

13 |npocmoTp M oTbop PopmynapoB uuTaTenei, He BO3BPATUBLLMX| OAWMH boOpPMYAAp 1,0
OOKYMEHTbI B CPOK

14 |HanucaHWe OTKPbITOK-HAaNMOMWHAHUI O BO3BpaTe AOKYMEHTOB;| OAWNH GopMyNsap 6,0
OTMETKA AaTbl HANOMWHaAHMA Ha dopmynape

15 |onoBeuweHne (No TenedoHy, 3NEKTPOHHON MOYTE) uUTaTens, He| oAWH dopmynsap 5,0

BO3BPATMBLLUErO AOKYMEHTbI B CPOK; OTMETKA AaTbl HANOMUHAHWA
B dopmynspe

KoHTponb 3a cpoKamu BO3BpaTa [OKYMEHTOB B
aBTOMaTU3MPOBAHHOM PeXUME:




16

BbIBOZ, HA NPUHTEP NO YCIOBUAM CMIUCKA YnTaTeneil U aboHeHToB-
3a4,0/13KHUKOB

oAHa 3anuncb

0,16

17

COCTaB/1ieHMe CNUCKa 3a40/13KHUKOB

O4Ha 3anucb

0,16

18

pacnevyaTtka Ha NpuHTEepe HanoMMHaHUA a60HeHTaM n YyntTarenam
0 CpOKe BO3BpaTa (aapec, Ha3BaHWUA B3ATbIX JOKYMEHTOB)

oAHa 3anuncb

2,2

19

n3bATME U3 6asbl AaHHbIX CBe,D,EHMf;I O 3aHATOCTU BO3BpPALUEHHDbIX
AOKYMEHTOB

OAHa 3anucb

0,4

OdopmeHne nomncKa 3a40/KHUKOB Yepes Cya:

20

CHATME Konmuu C Qopmynapa uuTaTenn; yTouyHeHMe aBTopa,
Ha3BaHMA, WHBEHTAPHOrO HOMepa, LEHY [OOKYMEHTa, He
BO3BpALLEHHOr0O B CPOK; MepeyncieHne rocnowsvMHbl 33
opopmIeHNE NCNONHUTENbHBIX HAANUCEN; Nepeaaya Aena B cya,

OAVH AOKYMEHT

2,7

21

nosiyyeHme wn odpopmaeHMe [OKYMEHTOB M3 HOTapuasbHOM
KOHTOpbI (MpocTaBfeHMe HOMepa pPacyeTHOro cyeTa, Homep
WUCNONHUTENbHOW HaanmcKn)

OAMNH OOKYMEHT

2,7

22

COCTaB/IEHME aKTa Ha ON/aTy yepes cyh YTepPAHHbIX LOKYMEHTOB
(npunoxkeHue K akTy - dopmynsp untatTens)

OAVH AOKYMEHT

2,7

MNprem AOKYMEHTOB B3aMeEH YTEPAHHbIX:

23

MOWUCK YMTaTENbCKOro GopmMynsapa; BHECEHME COOTBETCTBYOLLEN
3anucn B dopmynap, TeTpagb Yy4veTa KHWF, MPUHATbIX B3ameH
yTEePAHHbIX

OAVH AOKYMEHT

10,0

24

MPOCMOTP AOKYMEHTa, Npe/iaraemMmoro B3ameH yTepsaHHOro

OAMNH OOKYMEHT

2,0

PaboTa c oTKazamu:

25

yyeT M KnaccuPuKauma  OTKasoB: OTMETKa Ha  JICTKe

0AHO

1,6




YnTaTenbCcKoro TpeboBaHUA NPUYMHY OTKa3a TpeboBaHue
26 | paccTaHoOBKa YMTATENIbCKUX TpeboBaHui B KapTOTeKy o4HO 0,32
"Heyp0BNEeTBOPEHHbIN cnpoc” TpeboBaHue
27 |aHanuM3 OTKa30B, COCTaB/ieHME CBOAKM OTKA30B B OTPaC/E€BOM OAMH OTKa3 1,0
pa3spese (N0 NpMYMHAM OTKasa M MepaM WX NUKBUZALUUN U
npeaynpexaeHns)
28 |cocTaBneHue 6ubnMorpadmMyeckoro onucaHMa Ha OOKYMEHTbI, o4HO 2,0
UMetoLme Hanmbonbluee YMCAO OTKA30B, U Nepesaya KApTouKkM B| 6bubamnorpadpuye
OoTAeN KOMNNEeKTOBaHUA CKOe onucaHue
4.5.3. BHecTtaumoHapHoe obcnyKuBaHue
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BpEMEHMU,
MWH.
1 2 3 4
OpraHuszauma 6ubAMoTeYHbIX MYHKTOB, NEPeaBUKHbIX BUbANOTEK:
1 |3akntoyeHWe Jorosopa mexay 6ubanoTekoi M opraHusauumen,| oAuH J0rosop 270,0
rae 6ygeT ocywecTBaATbCA BHECTAUMOHAapHOe 06CcnyKMBaHue
2 | odopmneHne dopmynsapa 6UBANOTEYHOIO NMYHKTA oavH dopmynsp 13,5
3 |odopmneHne nanku c AOKYMeHTamM (LOroBop, AOBEPEHHOCTb HA|  OAHa Manka 13,5
noay4yeHme KHUr, popmMynapoB bMBANOTEUHOro NyHKTa, OTYETOB)
4 |cocTaBneHue cxembl pasmelleHMa OUBIMOTEYHbIX MYHKTOB Ha ofHa cxema 126,0
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TeppUTOPUM ropoaa, panoHa

5 |cocTtaBneHue rpadMKka obmeHa [OKYMEHTOB, Haxo4sWMXCA B| OAWH rpaduK 18,0
61MbBMOTEUYHbIX MYHKTaX, NepeaBuKHbIX bubanoTekax

6 |coctaBieHMe nJjiaHa MeToAuYeckorM nomowm 6ubnnotekapam-| OAMH NaaHa 46,0
obLecTBeHHNKaM

7 |odopmneHne o0b6bABNEHMA O OHAX M Yacax  paboThbl 0AHO 12,0
61Mb6MOTEYHOrO NYHKTA, NepeaBuKHOM 6UbanoTekn obbaBneHue
Moabop KOMMNAEKTOB AOKYMEHTOB Ans O6UB/IMOTEYHOro MyHKTa,
nepeasu»KHon 6UBANOTEKN
MoabopKa KOMMNIEKTA AOKYMEHTOB OAMH KOMMNNEKT
KonnyecTBo OKYMEHTOB B KOMI/IEKTE:

8 |10 15,0

9 |30 45,0

10 |100 148,5

11 |Bblgaya AOKYMEHTA B BUOAMOTEUYHDbINA MYHKT, OTMETKA B KHUXKHOM| OAWMH AOKYMEHT 2,0
dopmynape gathbl BblAaun, HOMepPa NyHKTa

12 |3anucb B dopmynap 6MBAMOTEYHOro MNyHKTA AaTbl Bblgayun| oAHa 3anuch 1,0
OOKYMEHTOB, KOJIMYECTBa BblAaHHbIX WM  BO3BPALLEHHbIX B
CTauMoHap AOKYMEHTOB

13 |paccTaHOBKA  KHWMKHbIX  POPMYAApPOB B KAPTOTEKY  3a| OAMH KHUMKHbIN 0,4
pasgenutenem Curabl BUBAMOTEUYHOrO NyHKTa, MepeaBUXKHON dopmynsap
6nbAMOoTEKN, BHYTPU No andaBuTy pamnanii aBTopos

14 |npuem AOKYMEHTOB U3 OBUOBAMOTEYHOro MyHKTa, MepeaBUNKHOM| OAUH AOKYMEHT 1,6




bUbAMOTEKN: MPOCTaB/IEHNE OTMETKM O Mpueme, BJIOXKEHMUEe
dopmynsapa B AOKYMEHT

4.6. 06cnyKuMBaHMeE No mexbubamotredHoMmy aboHemeHTy (MBA)

N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHms BPEMEHMU,
MWH.
1 2 3 4
O6cnyunBaHue untatenen bubnnorekn no MBA:
1 |peructpauma yntatens, nonbsywouweroca MBA OAWH YnTaTenb 1,35
2 |3anosHeHWe 6naHKa-3aKkasa, MNPOCTaBAEHWE PErUCTPALUMOHHOTO OJMH 3aKas 2,2
HoMepa, AaTbl
3 |yTOoYHEeHMEe YyKasaHHbIX uYuTaTe/leM CBEAEHWA O 3aKa3aHHOM OAMH 3aKas 1,6
OOKYMEHTe, UenM 3anpoca, WCTOYHWKE, OTKyZAa MOoJy4YeHbl
cBegeHuA
Bubnnorpaduyeckasn [opaboTka 3aKa3a; YTOYHEeHMEe
bubanorpaduyecknx cBeaeHni:
4 | NO CNPaBOYHbIM U3JAHMAM 27,0
5 |npuv nomoLmn aBTOMATU3MPOBAHHbIX CPeACTB 0,22
6 |nNpoBepKka HaMYMA 3anpallMBaEMOro AOKyMeHTa B 6MbanoTekax| oguH AOKYMEHT 10,2
ropoga, 06,1actu, permoHa, B TOM YMCae MO CBOAHbLIM KaTasioram
7 |HanpaBneHWe 6naHKa-3akasa C MPOCTaBNEHHON OTMETKOM OJMH 3aKas 0,27
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(wtemnenem) "B ropoge HeTt" B OTpacneBol, YHUBEPCanbHbIA
LUEHTP uauM B 6uMbnanoteky (opraH MHPoOpmauMm) MO AaHHbIM
CBOZHbIX KaTa/soros

3anMcb CBEAEHMM O  HanpaBleHMM 3aKasa no MBA
(HaumeHoBaHWe 6uMbAMOTEKM, paTa) Ha OBOPOTHON CTOpOHE
6naHKa 3aKasa

O4Ha 3anucb

1,4

nomelleHne biaHKa-3akasa B "KapToTeKy 3anpocos yntatesieit no
MBA" 3a pasgenutenem "3anpocbl no MBA, HanpasneHHble B
apyrue 6ubnmotekn”

OfHO
TpeboBaHue

0,32

10

npuem [OKYMEHTOB, nMpucnaHHbix no MBA; pacnevaTtka
6aHaeponun, NMpPoBepKa COCTOSHWUA OOKYMEHTOB, OTMETKa AaTbl
NnoJiy4eHMA U Has3BaHUA OUBIMOTEKK, BbIC/IAaBLUEN [AOKYMEHTbI,
WHBEHTAPHOrO HOMepa, CPOKAa MOJIb30BaHUA; Pa3MecTUTb BaaHK-
3aKas 13 pasgesia KaptoTeku "3anpockl no MBA, Hanpas/ieHHble B
apyrue 6ubnnotekn" B pasaen "MonyyeHHblie no MBA nsganuma"

OAVH AOKYMEHT

3,8

11

onoseuweHne Yyntatena o nonyvyeHnmn 3anpoweHHOro JOKymeHTa 1
CPpOKe no21b30BaHNA UM

OfiHO
usBelleHne

1,35

12

BblAa4va YMTaTesnto NoaydYeHHbIXx Mo MBA AOKYMEHTOB B YATA/IbHOM
3ane (B caykebHom nomeuleHUM 6MBAMOTEKM);  cBepkKa
Bbl4AaBAaeMOro AOKyMeHTa ¢ On1aHKOM-3aKa3oMm, NpOBepKa
HaZIMYKNA CTPAHUL, U COCTOAHMNE AOKYMEHTA, OTMETKA BblAaumn

OAMNH OOKYMEHT

1,0

13

npuem fOOKYMEHTa OT uuTaTens B 4YWUTa/NIbHOM 3a/le; CBEpKa
OOKYMEHTa C 4acTbio 6/1aHKa-3akasa, MNpoBepKa COXPaHHOCTU
OOKYMEHTa, OTMeTKa O npueme, MNOMELleHMe [OKYMEHTa B
cneuunanbHo BblaeNeHHOE MeCTO (3aKpbITbil WKad)

OAVH AOKYMEHT

0,5

14

n3BneyeHme 61aHKa-3aKasa U3 KapTOTEKW, 3anucCb cBeAeHui ob
oTnpaBKe M3daHuWA (OaTa, HOMep MOYTOBOro OTMpPaBAEHMUA);
nepectaHoBKa AUCTKa W3 pasgena "MonydeHHble no MBA

OAVH JINCTOK
TpeboBaHuA

1,0




m3paHua" B pasaen "BosspalleHHasa iMtepartypa"

15

NoAroToBKa K  OTNpaBKe  AOKYMEHTOB B 6MbBaMOTEKy-
boHOoOEePKaTENb 3aKa3HOM BaHAepOoblo; ynakoBKa 6aHaepony,
B3BEWMBAHME  ee,  HaKAeMBaHMe  MapKkM  (ecanm  Het
LUEeHTPaNM30BaHHOW oNAaTbl MEpPecbIkKM), HanucaHwe agpeca,
COCTaB/IEHME ONUCH

OAVH AOKYMEHT

3,6

16

pabota C OTKasamu; MNpU  MNOAYYEHUM OT HBUbANOTEKU-
doHOoaepKaTena wm3BeweHMa 06 OTKase WM  3a[eprkKe
BbINOJHEHWUA 3aMpoca: M3B/IEYEHME M3 KapTOTeKM BaaHKa-3aKasa,
yKasaHuMe MpUYMHBbI W AaTbl OTKasa Ha OOOPOTHOW CTOPOHE,
nepectaHoBKa M3 pasgena "3anpocbl no MBA, HanpasaeHHble B
apyrue 6ubnmotekn"” B pasgen "OTkasbl no MBA"

OJVH OTKa3

1,03

17

coobuieHne B oTaen obCcayKMBaHWA O MOSyYeHUM oTKasa (para,
NpUYMHa)

OJVH OTKa3

1,35

O6cnymnBaHme aboHeHToB Nno MBA

NMpuem 3aKkas3os.:

18

npun OTCYTCTBUN HOMEpPA aboHeHTa Ha 6s1aHKe-3aKase npoBepKa
NO KapToTeKe a60HEHTOB, a60HMpy8TCF| NN JaHHaA OpraHn3auuA

OA4WNH OTKa3

1,0

19

opraHmMsaumsa aboHMpyeTcA: NpocTaB/eHMe Homepa Ha baHKe-
3aKase, CBepKa agpeca, Has3BaHWA opraHusaumu, dammanu
OTBETCTBEHHOro no MBA, BHECEHWE N3MEHEHUI B KAPTOYKM

OJVH OTKa3

3,6

20

nepsMyHoe  obpauweHne aboHeHTa B  TeKyWem  roay:
NpOoCTaB/ieHNe B KapTouKe rog obpalleHus, aaty

OA4WNH OTKa3

3,6

21

odopmneHune aboHeHTa (opraHusauma paHee He aboHMPOBANACh):
npuceoeHne aboHeEHTY HOMepa, 3anoJIHeHWEe  KapTOuKu
pernctpauum aboHeHta MBA u pasgenutena (dopmynap),

OAMH abOHEHT

5,0




YyKasaHuMe TMOJIHOr0O HauMMeHOBaHMA 6MOAMOTEKM, MOYTOBOrO
agpeca, TenedoHa, pamMnanMnU, UMEHMU, OTYECTBA OTBETCTBEHHOIO
Anua, AaTbl OTKPbITUA U HOMEpPa abOoHeHTa

22

PaCCTaHOBKA PErMCTpaunOHHbIX KapTO4YeK B KAPTOTEKY

OQlHa KapTO4Ka

0,32

23

odbopmneHne  usBelleHMA Ana  aboHeHTa  (cTaHAapTHoe
usBelweHne o6 OTKPbITUM aboHemeHTa); 3anmpocC HenoCTaloLWMX
CBeAeHUN ANA KapTOTEKM TUNOBbIM MUCbMOM

0AHO
n3BelleHne

1,6

24

npoBsepKa npaBuUIbHOCTU 3anonHeHuA 6n1aHKa-3aKasa,
3a[0/1eHHOCTN aboHeHTa, NpocTasieHne Ha obopoTte 1-i1 yacTu
6naHKa-3aka3a (CTp. 2) cBoero wrtemnena WM Aatbl NOAyYeHUN
3aKasa B pybpuke "CnykebHble oTMeTKM bubnmoTteKkapa" npwm
BbIMO/IHEHMM W MepeHanpaB/eHMM 3akasa B CTPOKe '"palioH,
ropoa”

OAVH bnaHK-
3aKas3

3,8

25

nepefaya Ha yyacToK paboTbl C OTKa3amMu HEenpaBUAbHO
0dOPMNEHHDBIX 3aKa30B M 3aKa30B aBOHEHTOB-3a40/13KHUKOB

0AMH 6/1aHK

0,43

26

wndpoBKa 3aKka3oB aboHeHTOB; noabopka 61aHKOB-3aKa3oB Mo
andaBuTy, NPOBEPKa HaIMUMNA AOKYMEHTa Mo KaTtasiory

0AMH biaHK

2,7

27

MOAroTOBKa AOKYMEHTA K BblAaye: CBepKa AOKYMeHTa ¢ 6aaHKoM-
3aKa30M, NpoBepKa Ha/NMuuA CTPaHWUL, U COCTOAHUA AOKYMEHT],
npoctaBieHne Ha b6naHKe-3akase wudpa AOKYMeHTa, yKasaHue
WHBEHTAPHOro HOMepa, KOAMYecTBa AOKYMEHTOB, AaThl Bblaauu;
npocTtasfieHne wremnens 6MbANOTEKM C Ha3BaHMEM U NOYTOBbLIM
afpecom, YyKasaHuWe CcpOKa BO3BpaTa, MNPOCTaBAeHWe Homepa
6aHaepPoNUn BHU3Y

OAMNH OOKYMEHT

1,4

28

MOCTaHOBKa 3aKasa Ha o4yepenp (B C/liyyae 3aHATOCTU M34aHMA);
OTNpaBKa M3BelleHns aboHeHTy

oAMH 3aKa3

1,6

29

nepefaya M3gaHuA Ha KonupoBaHue (Npu 3akase Ha ¢dparmeHT

O4WUH 3aKa3

2,7




M3JaHuA: CTaTbA U3 }KypHana, CbopHMKa)

30

OoTnpaBka [OOKYMEHTOB aboHeHTam: ynakoBKa 6aH,u,epom4,
B3BewWnBaHWME, HaK/iensaHme MapKW, HanncaHune agpeca,
COCTaB/ieHMe onncu

OAVH AOKYMEHT

2,5

31

paccTaHoBKa 6naHKOB-3aKa3oB (1-A 4acTb) Ha BblgaHHble
[OKYMEHTOB (BbICNaHHbIE) B KAPTOTEKY 06CNYKMBAHNA aBOHEHTOB
B pa3ges "BblgaHHblie no MBA nsgaHusa"

OAMNH OOKYMEHT

0,32

32

6ubnnorpapuyeckas aopaboTKa  HEBBLIMO/NIHEHHbIX  3aKa3oB;
YyTOUYHeHne 6ubnnorpaduyecknx cBeLeHWn MO  CAPaBOYHbIM
n3gaHuAM

OAVH AOKYMEHT

3,2

33

BbIIB/IEGHWE  HaA/MuMa  3anpaliMBaemMoro  [AOKYMEeHTa B
bubanoTekax ropoaa, permoHa

OAMNH OOKYMEHT

10,2

34

obopMaeHne 3aKasa K nepeHanpasaeHuio B Apyrme 6ubnmoreku;
yKasaHne Ha ODOOpOTHOM CTOpOHE MPUYMHLI M AaThl
nepeHanpas/ieHMsi, OTMETKM O nNpoBepKe MO CNpPaBoOYHbIM
M3OaHUAM, CUTAbl Bubnuotek-poHOOAEpPKaTENEN MO CBOAHOMY
KaTtanory

O4WUH 3aKa3

2,7

35

oTnpaBKa aboHEeHTy M3BelleHWA O NnepeHanpas/ieHnn 3anpoca C
yKazaHuem 61ba10TeKN, B KOTOPYIO OH Hanpas/eH

0AHO
nsBeLleHne

1,6

36

perncTpaumsa oTKasa B Yy4yeTHbix ¢opmax; oTrnpaBKa abOHeHTy
6naHKa-3akasa B C/lyYyae HEBO3MOXHOCTM  BbINOJIHEHUA C
OTMETKOM 0 NPUYNHE OTKa3a B COOTBETCTBYIOLLEN pybpuKe

OJVH OTKa3

3,6

37

npMemM AOKYMEHTa, BO3BpPalLeHHOro aboHeHTOM; NosyyeHue Ha
noyte, pacrnevyaTka 6aHAEPOIM, NPOBEPKA COCTOAHUA AOKYMEHTa,
usBneyeHne 6naHKa-3aKasa M3  KapTOTEKM OBCAYKMBaAHMA
aboHEeHTOB, YyKasaHMe Ha Hem JaTbl BO3BpaTa [AOKYMEHT],
nepectaHoBka 6n1aHKa-3akasa B pa3gen "BosBpalieHHas

OAVH AOKYMEHT

3,2




AuntepaTypa”

38 |KOHTPO/Ib 3a CPOKAMK MNOJIb30BAaHWUA [OOKYMEHTOB, BblABAEHWE| OAVH AOKYMEHT 1,6
[ONXKHMKOB, HanpasaeHne HanoMUHaHWM
BbinonHeHwne pabot B AC:

39 |dopmupoBaHue 6as3bl OaHHbIX 06 aboHeHTax no| oAWH aboHeHT 5,4
cooTBeTCTBYOWEeN dopme, BBOA MHPOPMALIMN O HOBOM abOHEHTE

40 |nowuck B 6a3e AaHHbIX cBeAeHUIA 06 abOHNMPOBAHUM OpraHM3aumn;| oanH aboHeHT 3,6
BHECEHWE N3MEHEHW

41 |BBOA MHPOPMALIMKN O NPUEME 3aKa30B OT abOHEHTOB 0AWH aboHeHT 0,27

42 |BBOA, MHPOPMALUMM O nNepeHanpasBIeHMU 3aKasa, BbIBOA, Ha| OAWH abOHEeHT 1,6
NPUHTEP U3BELLEHWNA O NepPeHanpaBAeHMN 3aKa3a

43 |BBOA, OaHHbIX O MOCTAaHOBKE 3aKasa Ha ouepegb; coobuieHue| oauH aboHeHT 1,6
aboHeHTy

44 |peructpauma BblgaHHbIX abOOHEHTY [AOKYMEHTOB, MPOCTaB/EHUE| OAUH AOKYMEHT 2,7
CpOKa BO3BpaTa

45 |ypaneHune U3 MaccuBa AaHHbIX O BO3BPALLLEHHOM AOKYMEHTe OOVH LOKYMEHT 0,16

46 |KOHTPO/Ib 33 CPOKamMM BO3BpaTa [AOKYMEHTa: MOMCK U oTbop| oaAnH aboHeHT 2,7

AaHHbIX B MNaMATU MallUHbl O 33401 KHUKaX, BbIBOA Hy)KHOﬁ
nHboOpMaLUUM Ha MPUHTEP, pacrnedvyaTka CMUCKOB C YKasaHuem
agpeca aboHeHTa

4.7. MaccoBas paboTa

Tabnuuya 74



N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MUH.

1 2 3 4

MoaroToBKa MacCoOBbIX MePONPUATUIA

OnpepeneHne Tembl, COCTaBa ayaAMUTOPWUM, OTBETCTBEHHOrO 33 ogHo

MeponpuAaTME B LEJIOM, COCTaB/IEHME MNAaHa MNOArOTOBKW| Meponpusatue

MEepOnpuUATUSA, BOMPOCOB ANA  OOCYKAEHWs, nNpurnaweHue

KOHCY/IbTAHTOB, /E€KTOpPOB, MNoAbopKa [OOKYMEHTOB Mo Teme

MepPOnpUATUA; opraHM3auuMa BbICTaBKWM AMTepaTypbl, anbbomos;

OnoBeLleHNe uyuTaTeneim o MeponpuATUM  Yepe3 aduwm,

nybavMkaumMm B neyatM, No paguo, TeneBuaeHuto, uYepes

3/IEKTPOHHYIO PACCbIIKY; BbiABMEHWE BbICTYMAOWMX; MevyaTb U

pacnpocTpaHeHMe npuriacuTeNbHbix OWMNETOB, W3roTOB/AEHME

PEKBU3UTOB, KYKOA, [AOEKOpauuiA, KOCTIOMOB; MNOAFOTOBKA

NoMeLLeHNs; NpoBeAeHNe COBELLaHMA MO UTOram MOATOTOBKM U

npoBeaeHus MepPONPUATUIA, odopmneHune NPOTOKO/Ia,

coctaBfeHMe u  onyb/anKoBaHME  WUTOrOB  MNpPOBEAEHHbIX

MepPONPUATUIA:
1 |4uTaTenbcKaa KoHdepeHUMA 4900,0
2 | nMTepaTypHO-XyO0XKECTBEHHbIN BeYep, BEYEp OTPAC/IEBOMN KHUTW, 3340,0

auenyt
3 | Beyep BOMNPOCOB 1 OTBETOB, YCTHbIN KypHan 2600,0
4 | kny6 No nHTepecam 2600,0
5 | AeTCKUI yTPEHHUK 3900,0
6 | BUKTOPUHA, KOHKYpPC, Urpa-nyrtewecreme 3900,0




BbICTaBKM OETCKOro TBop4yecTBa

2280,0

NMTepaTypHo-No3HaBaTeNbHOro  3aHA™MA go 30  4yesnoBekK
(rpynnosoro)

1800,0

YPOKa TBOp4YecTBa (macTep-Kniacca)

960,0

10

KOMaHAHOM urpbl-kBecta (cebiwe 30 YyenoBek)

4800,0

11

KBecTa gnsa ogHou rpynnbl Ao 30 yenoBek

2400,0

Opranaau,Mﬂ KHWXXHbIX BbICTaBOK

CocTaBneHve nMJaHa OpraHM3auMu W NPOBELEHUA BbICTaBKY;
BbiAB/IEHNE u oTbop [JOKYMEHTOB; NoAroToBKa
COMPOBOAMTENIbHOM  OOKYMEHTALMM K BbICTaBKe; CO34aHue
XYOOMECTBEHHOIO0 MPOEeKTa; MOHTaX BbICTaBKWU; OpraHusauus
MHOOPMAUMOHHO-PEKNAMHOM paboTbl No

Nonyaspusaunm BbICTaBKM; NoABeAEHNE UTOFOB PaboTbl

TemaTMyeckne  BbICTaBKM  0bwebubanoteyHoro  macwTaba,
opraHusyemble Ha poHaax BubanoTekn:

O4Ha BbICTaBKa

KonunyecTBo 3KCNOHATOB:

12

1-50

560,0

13

51-100

1120,0

14

101 - 200

2240,0

BbicTaBKM MO oOnNpeaefneHHoW OTPacan 3HaHWA UAM  Teme,
opraHusyemble

Ha doHae 6ubnmotekn

O4Ha BbICTaBKa




Ko/imyecTtBo 3KCNOHATOB:

15 |1-50 310,0
16 |51-100 940,0
17 |101-200 1920,0
Ha doHae oTaena OJHa BbICTaBKa
Konnyectso akcnoHaToB:
18 |1-25 180,0
19 |26-50 360,0
20 (51-100 720,0
BbicTaBKM, MOCBALWLEHHbIE U3HWU U OEATENbHOCTM BbIAAIOLMXCA| OAHA BbICTAaBKa
nogei ("nepcoHanunun")
Konnyectso akcnoHaToB:
21 (1-10 47,0
22 (11-25 110,0
23 |26-50 210,0
BbICTaBKM Ha NOJIKaxX CTENNAKEN OJHa BbICTaBKa
Koan4yectso sKcnoHaToB:
24 (1-5 25,0
25 |6-10 44,0




BbICTaBKM HOBbIX NOCTYNAEHWUI

O/ZlHa BbICTaBKa

KonnyectBo sKCNOHaTOB:

26 |1-25 40,0
27 |26-50 72,0
28 |51-100 160,0
PaspaboTtka M anpobauua nporpamMm 3aHATUA W TPEHWHFOB| OAHO 3aHATHE
(BbIBOP TEMbI, NOABOP NUTEPATYpPLI, COCTaBNEHME N1aHA 3aHATUN,
noabop matepuana, aHanus NpoBeaeHHbIX 3aHATUM, AopaboTKa):
29 | maccoBoe 3aHATHEe 3000,0
30 |rpynnosoe 3aHATME 1500,0
31 |nHAuBMAayanbHoe 120,0
MpoBeaeHVe 3aHATMA (NOATOTOBKA, PeENeTUUMA, NPOBeAEeHWE,| OAHO 3aHATUE
ybopKa nomewieHusa):
32 | maccoBoe 3aHATUE 300,0
33 |rpynnosoe 3aHATUE 210,0
34 |nHausuayanbHoe 90,0
Nrpbl-KBECTbI (nuTepatypHble, nNpodoprEHTALNOHHbIE, ofiHa urpa-
TemaTuyeckume) KBecTa
35 |noAroTtoBKa Mrpbl-kBecta: Bblbop Tembl, noabop AuTepaTypsbl, 300,0

HanucaHMe CcueHapusa, W3roToBJIeHWE KOCTIOMOB M AeKopauuid,
noanbop nNpeamMeTHOro psAaa, COCTaB/eHME MONOXKEHUA 06 urpe-
KBECTa; pPacCbiIKa MPUrNalleHMn U Cnucka auTepaTypbl, cbop




3afBOK; 3aKyrnKa npu3os; odbopmieHne u nedvaTb cepTudUKaTos M
rPamoT, MyTeBbIX ANCTOB; 0hOPMIEHME BbICTABOK AETCKUX paborT,
paboTa KIopKN KOHKYpCa B paMKax KBecTa, peneTmumm

36 |npoBeaeHWe: NOArOTOBKA MOMELLEHUM CTaHUMM, NpoBeaeHUue 480,0
Urpbl-KBecTa, ybopKa nomelleHus
Peknama 6ubanoteku; pabota no NpuUBAEYEHUIO YUTATENEN:

37 |noArotoBka peknamHoro coobuweHuAa B neyatb, Mo paguo, OA4Ha 420,0
TeNeBUAEHMUIO o pabote 61bnnoTekwy, ocobeHHocTax| ny6ankaums,
OYHKLUMOHMPOBAHUA Pas/INYHbIX NoApa3aefieHuid, HOMEHKNaType ogHo
yCAyr, npenocTasasembix 6ubanotexkon coobuieHune

38 |noArotoBKa Msakata O AeATeNbHOCTU 6MbanoTeKkn (BbIBOp Tembl,| OAWMH NAakaT 210,0
onpeaeneHune cogepXaHua u Gopmbl, cgada B Neyatb)

39 |opraHu3aumMs 3KCKypcui; npuem U odOpMNEHME 3aABKW,| OAHA IKCKypCUsA 52,0
YTOYHEHME TEMbI SKCKYPCUI N COCTaBa IKCKYPCAHTOB
BoiAaBNEeHME  NOTeHUMaNbHbIX noTpebuteneir  6ubamMoTeyHo-

MHOOPMALMOHHbIX yCayr 6UbAnoTeKu:

40 |npocmoTp npeccol OOVH OOKYMEHT 6,8

41 |NpoCMOTpP M aHaNU3 AOKYMEHTOB KOHKYPUPYHOLWMX GUpm OOWH OOKYMEHT 52,0

42 |BepeHUe KapToTeKM NOTPebUTENbCKOro PbiHKA O4Ha KapTouKa 1,3

43 | BCTpeYn ¢ pykoBoautTenamm Gupm, opraHmsaumii, npeanpuaTui o4HOo 210,0

meponpusaTue




Mpumevanme:
- BPEMSA OpraHu3auum BbICTaBOK INTEPATYpPbl, NPOBeAEHNE MACCOBbLIX MEPOMPUATUI M SKCKYPCUIA B HOPMY BPEMEHWN HE BXOOMT;

- K HOpMaM BpemeHU MPUMEHAIOTCA MNoBblllatowme Ko3pOULMEHTbI: NPWU OpraHM3aummn Bble3AHOM BbiCTaBKM - 1,1; Npu 3KCNOHWPOBAHWWM Ha BbICTABKE
NiMTepaTypbl HAa MHOCTPAHHLIX A3bIKax - 1,6.

4.8. CnpaBo4yHasa 1 MHGopmaLMoHHasA paboTa

Tabnunua 75
N HanmeHoBaHuMe npougecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHms BPEMEHMU,
MWH.
1 2 3 4

YueT nocTynmBLLMUX BTOPUYUHbIX JOKYMEHTOB (KapTo4eK)

CyMMapHbI y4eT KapToYeK B KYpHane NocTynneHuii 1 BolbbiTuA B|  OAHa napTus
PEerncTPaLMOHHbIX KapTOTEKaX

Yucno NOCTYNMUBLUUX KapTOYeEK:

1 |1-110 19,0
2 |111-220 63,0
3 |221-600 160,0
4 | BbliB/IEHME HEeBbINONHEHHbIX 3aKa30B; COCTaB/ieHME 3aABKM Ha| OAMH 3aKas 4,5

HEBbINOJ/IHEHHbIE 3aKa3bl

OpraHusauma cnpaBovyHo-6ubanorpadumyeckoro annapara (CBA)




MpocmoTp M oT6OP AOKYMEHTOB M3 TEKYLMX MOCTyNAeHWin ans
BKAtoueHuA B CBA, B TOM Yncie KpaeBeagyeckuii KaTasior:

5 |KHura OAHa KHUra 3,2
6 |cbopHuK OfHa cTaTbA 2,7
7 | KypHan OJlHa CTaTbA 2,7
8 |raserta OZHa CTaTbA 1,6
9 |6ubnnorpadunyeckoe nocobue o/jHa 3anucb 0,5
10 | neTonmncb KHUMKHbIX, *KYPHaNbHbIX W FA3ETHbIX CTaTelN oAHa 3anucb 0,83
11 | NPUKHUKHBINA BUbAMorpadryecKknin cnMcok 0ofHa 3anucb 0,5
CocTaBsieHne bubnnorpaduyeckon sanncu o/jHa 3anucb
Konunyectso anemeHToB 6Mbanorpacdmyeckoin 3anucu:
12 |1-4 3,2
13 |5-6 0,5
14 |7-9 6,0
CocTaBfieHMe aHHOTaUWMKW, UM3ydeHWe [OKYMEHTa, HanucaHwe| ogHa aHHOTALMSA
TeKCTa:
15 |aHHOTMpPOBAHME KHUT 260,0
16 |aHHOTMpOBaHMe cTaTen 156,0
17 |aHanuTMYecKkas  pPOCMUCb  KYPHa/bHbIX, ra3eTHbIX CTaTel,| oAUH AOKYMEHT 3,8

cbopHMKOB, 6BUBAMOrpaduUUecknx nocobuii: 03HAKOMIEHME C
COAEPKAaHNEM U34aHUA, COCTAaBAEHME aHAIMTUYECKOW pocnncu




MpocMoTp  MOCTYNUBLWIMX  UHPOPMALMOHHbLIX  (BTOPUYHbIX)
OOKYMEHTOB M 0OTBOp WX 4N BK/IOYEHUA B CMPABOYHO-
6ubnnorpadumyeckunit annapat (NnepsuUHbIN 0T6OP)

MpocMoTp MHGOPMALMOHHBIX M3LaHUI (B TOM YMCAE KAapPTOUKM) M
oT60p M3 HWUX [OOKYMEHTOB Ans  BKAloyeHua B  CBA;
cMCTEMaTM3aUMA KapToyeK NOo TWMam KaTa/oroB M KapToTek;
npoBepKa MHAEKCOB, PacCTaHOBKa KapToyek

OQlHa KapTO4Ka

Yucno KapTouek:

18 |1-10 18,0
19 (11-100 165,0
20 [101-300 490,0
MpocmoTtp n otbop Kaptoyek B CBA C UENblo U3BATUA UK
nepemelLeHus (BTopuUHbIn oTbop):
21 [M3bATME W3 KATaJIOTOB M KAPTOTEK KapTO4YeK Ha [AOKYMEeHTbl,| OfHa KapTo4Ka 1,5
CNUCaHHbIe n3 doHaa; npPocMmoTp KpaeBea4veckKux,
b6ubnnorpapuuecknx n daxktorpaduyecknx KapToTek, usbaTve 13
HMUX  KapToO4eK Ha [AOKYyMeHTbl, noTepABWME  LLEHHOCTb,
nepesefeHNe KapTOYeK B apXMBHble KapTOTEKU (YHUUTOXKEHWE);
BHECEHME OTMETOK B KypHajie y4yeTa W pPErucTpaLmMoHHOM
KapToTeKke
OpraHusauus rnaBHoOM cnpaBoYHoli KapToTekn (FCK):
22 [npocMoTp W OTOOp AOOKYMEHTOB Ans BKAouveHMA B [CK;| oaWH AOKYMEHT 2,7
odopmieHMEe KapTOUKH
23 |HanucaHue n pacCTaHOBKA pa3genurensa OAMH 1,7

pasgenntenb




PepaktnposaHue CK:

24 |ucknoveHne n3s FCK KapToyeK Ha AOKYMEHTbI, YCTapeBwMne MaAn| o4Ha KapToudKa 5,0
HenpodunbHble, NepeBefeHNE UX B APXMBHYIO 4YacTb (M3bATHE);
LeTann3nposBaHme pasgenol

25 | HanucaHWe HOBbIX pasaesinTenei OAMH 1,4

pasgenuTenb

OpraHusauma KapToTEKN NepPCcoHaNNN:

26 |onpegeneHne n coCTaBAEHME NepeyHa UL, CBeAEeHMA O KOTOPbIX| OAMH AOKYMEHT 10,0
OTpaKatloTCA B KAPTOTEKE; MPOCMOTP MHOOPMALMNOHHBIX U3AaHUN,
NepPBUYHbIX LOKYMEHTOB, OTOOP AOKYMEHTOB /18 BKJIOYEHUS B
KapToTeKy

27 |TexHW4yecKas M cogepaTenbHaa o06paboTka AOKYMEHTOB ANfA| OAMH AOKYMEHT 2,7
BK/IIOYEHMA B KapTOTEKY; PacCTaHOBKAa KapToyeK no andasuty
dbammnnit aBTOpoB 1 No BUZAM AOKYMEHTOB

28 |HanucaHWe 1 pacCcTaHOBKa pasaenurtenem OAMH 1,4

pasgenuTenn

OpraHuzauyma dakTorpadumyeckoin kaptortekm (OK):

29 |onpepeneHne npegmerta, 06bEKTA M OCHOBHbIX MPWU3HAKOB ASA| OAWH AOKYMEHT 2,7
oTpaxeHusa B PK; npocMoTp LOKYMEHTOB 1 OTOOP AN1A BKAOYEHUA
B ®K; 3aHeceHMe OTOOpaHHbIX CBEAEHWI Ha  KapThbl
MHOOPMALMOHHOIO MacCcMBa C BHECEHWEM COOTBETCTBYHOLLMX
OTMETOK B MOMCKOBBI MaccuB dpaKkTorpadpryeckoin KapToTekm

30 |pepaktnpoBaHne @®K; npoBepKa NpPaBWMIbHOCTM BHECEHWUA| OOAVH AOKYMEHT 1,6
CBeAEHUN N yKa3aHni 06 McTouyHMKax nHGopmauum

31 |HanucaHWe 1 pacCcTaHOBKa pasaenurtenem OAMH 1,4

pasgenntenb




Opranaau,vm TeMaTU4YeCKMNX NanoK ra3eTHbIX BblIpe3oK:

32 | npocmoTp raseTHbIX BbIPE3OK M UX CUCTeMaTn3auma OflHa Bblpe3Ka 2,5
33 |odopmneHue BbIPE3OK ONA XPaHEHWA B TeMaTUYeCKMX Mankax;| oA4Ha BbipesKa 3,2
KpPaTKoe onucaHme UCTOYHUKA, HaK/IeMBaHME Ha KapTOYKM
34 |cnpaBkM no TenedoHy O  AeATeNbHOCTM  6MBAMOTEKM eXxegHeBHO 90,0
(npepoctaBneHne nosb3oBaTensm MHbopmMauum o paboTe
6MBNNOTEKM,  KPYKKOB, CTyAMW, NPOBEAEHUA  KOHLEPTOB;
coenHeHMe ¢ ApyrMMn noapasaeneHnamm 6ubanoTexn)
4.8.1. CnpaBoyHo-6ubnnorpadumyeckoe obcnyxRumBaHme
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MWH.
1 2 3 4
Mpuem 6MbanorpadmyecKkmx 3anpocos:
1 |npuem 6ubnanorpadmyeckoro 3anpoca; YTOYHEHME TeMmbl,| OZAMH 3anpoc 5,0

LEeNeBoro M 4YMTaTe/IbCKOro HasHauyeHusa, MOAHOTY WCTOYHWKOB,
TUMOB, BUAOB N XPOHOOTMYECKNX PAMOK 3aMpocoB

BbinonHeHWe cnpaBoK

BbinoAHeHMe  TemaTMyecKol  CnpaBKWM; MOUCK U oTbop
[OKYMEHTOB; cocTaBneHue bubanorpadmyeckoro onncaHus

OoAHa CnpasKa

MMCbMEHHO; KONMYECTBO NCTOYHUKOB:
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2 |1 3,0

3 |2-5 15,0

4 |6-10 30,0
YCTHO; KONMYECTBO UCTOYHUKOB:

5 |1 2,0
BbinonHeHue agpecHo-bubnanorpaduyeckon CNpaBKK;

YCTaHOB/IEHWE HANMUMA MAN MECTa HAXOMKAEHUA OOKYMeHTa uau
ero yactun B poHae 6ubanoTekn
MUCbMEHHO; KOJIMYECTBO UCTOYHUKOB:

6 |1 2,0

7 |2-5 12,0

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

9 |1 1,5
BbinosHeHWe  yTouHAlWeENW  bubanorpaduyeckot  cnpaBKkM,| OAHA CrpaBKa
yCcTaHaB/MBaloLLen " (nnn) YyTOUHsOLEM 3/1eMEeHTbI
bubnmorpadmuyeckoro onucaHusa, KOTOpble OTCYTCTBYIOT WM
WCKaXKeHbl B 3anpoce yuTaTens
MUCbMEHHO; KONMYECTBO NCTOYHMKOB:

10 |1 2,7

11 (2-5 14,0




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

13 |1 1,6
BbinonHeHne daKTorpadpuueckoit cnpaBkKM, YycCTaHaBAMBaAlOWEM| OAHa cCrpaBKa
KOHKPETHblE CBEAEHMA O TeX WM MHbIX 0O6bEeKTax, CcobbITUSX,
npoueccax, gatax
nMCbMEHHO; KO1nm4yectBO NCTOYHUKOB:

14 |1 2,7

15 |2-5 13,5

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

17 |1 1,6
KoHcynbTaums y cnpaBoyHo-6ubanorpaduyeckoro annapaTta

18 |MpoBegeHne 6Geceabl 06 oOpraHM3auuMM W UCMOJIb30BAHUK oAHa 10,0
pa3/IMYHbIX YacTeld CMpaBoOYHOro annapaTa, MO MeToAMKe| KOHCy/AbTauus
bubnnorpaduyeckoro noucka
BeaeHuve doHAa BbINONHEHHbIX CNPABOK:

19 |oTbop cnpaBoKk Ansa GpoHAa, pa3noKeHWe No nankam (KoHBepTam);| OJHa cnpaBKa 0,5
odopmneHune cnpasKku (3anucb B TETpaab y4eTa)

20 |[cocTaB/neHMe KapTOYKM ANA apxvBa; YKasaHMe MopsAKOBOro| OZHa KapTouka 2,7

HOMepa, TeMbl, 4aTbl BblAauM; YCTAHOBKA KAapTOUYKM B KapTOTEKY
apX1Ba BbIMO/IHEHHbIX CMPaBOK




Pabotbl B pexkume AC:

21 |dbopmupoBaHMe rnaBHOW cnpaBoyHoM KaptoTeku (FCK); BBOA B| OAHa KapTO4Ka 2,0
6a3y [AaHHbIX AHANUTMYECKOM POCMUCU  Fa3eTHOXKYPHAbHbIX
cTaTell, cbopHUKOB
22 | NoucK 1 otbop bubarorpaduyeckon 3anmcu No ycaoBusam Of4Ha KapTouKa 2,7
23 |BbIBOA, Ha 3KpaH 6ubnmorpaduyeckoit 3anucu MAM OTAENbHbIX| OAHA KAPTOYKA 1,0
CBeAEHWUIN; pacneyaTka
4.8.2. bubnnorpaduryeckoe nHpopmmpoBaHume
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BpEMEHMU,
MWH.
1 2 3 4
BoiaBneHMe MHPOPMALMOHHBIX MNOTpebHOCTElN ChneuManncTos
MEeTOA0M aHKETMPOBaHMUA:
1 |onpegeneHne  KOHTMHreHTa  noTpebutenen  nHboOpmauuu; OAMH 34,0
paspaboTka 3aABKM AnA  onpedesieHns  UHPOPMAUMOHHbLIX| noTpebutenb

notpebHocTel (3anpocoB); paccbiika (pacnpocTpaHUTb) 3asaBKU;
0bpaboTka MONYYEHHbIX 3aABOK; COCTaB/leHMe Ha base
NONYYEHHbIX [AaHHbIX KAPTOTEKU KOHTUMHIEHTa MoTpebuTenei
MHbOPMaUMU N UX MHPOPMALIMOHHBIX MOTpebHocTen (3anpocos)

BbiaBneHune MH(I)OpMaLI,MOHHbIX I'IOTpE6HOCTEﬁ cneunanncTtoB Ha
OCHOBE aHa/M3a NNaHOBO-OTYETHOM AOKYMEHTALUUN:
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oTbop, u3yyeHue, aHa/In3  OTYETHbIX  OOKYMEHTOB N| OAWMH OTYETHbIN 24,0
dopmmpoBaHue TEMATUKMU CMNpaBoYHO-MHPOPMALIMOHHOIO OOKYMEHT
o0bcnyKMBaHMA B pasHbIX pPexMmax

pacnpegeneHne  TemMaTUYeCKUX  PybpuK  MHPOpMaUMOHHbLIX| OAHa pybpuKa 2,7
noTtpebHocTel No NogpasaeeHUaM, y4acTBYOLWUM B CMPaBOYHO-

MHOOPMALMOHHOM 06CNYKUBAHUMU

3aknoyeHne ¢ aboHeHTamuM p[orosopa Ha MHPoOpMaLMOHHOe

obcnyKuBaHue:

aHanM3  OaHHbIX O  3aMHTEpPecoBaHHOCTM aboHeHTOB  B| OA4WH 4OroBOpP 2300,0
MHOOPMALUMOHHOM OBCNYKMBAHUM N pPeEXMMax M3bupaTesbHOro

pPacnpocTpaHeHUA N PETPOCNEKTUBHOINO MOWUCKA; 3aK/OYeHMe WU

nepecmoTp A0rosopa

dopmuposaHue cetm abOHEHTOB CUCTEMbI U3BUpaTENbHOTO

pacnpocTpaHeHua nHpopmauum (MPU):

onpeaeneHne KOHTUHIreHTa aboHeHTOB cuctembl MPU; BbiiBneHWe| oauH aboHEHT 34,0
TUMNOBbLIX M WHAMBMAYANbHbIX 3aMNPOCOB abOHEHTOB; W3y4veHME,

KnaccmduKaumn, MHAEKCUPOBaHME 3aMpPOCOB; BBEAEHUE AAHHDBIX O

3anpocax B aApecHY KapTOTEKY

MoAaroToBKa CUrHanbHOro onoBeLLeHNs B cucteme UPU

BoiAaBNEHME, NPOCMOTP W OTOOP MATEPUANIOB M3  TEKYLUUX ogHo

NoCTyn/eHMi; pacnpegeneHne oTobpaHHbIX MATepuasoB M3| OMNOBELLEHUE

TEKYLMX NOCTYMNAeHU No aboHeHTam

KonmuyecTBo NpoCMOTPEHHbBIX LOKYMEHTOB:

1-2 3,0
3-4 12,0




8 |5-10 32,0
MoaroToBKa NoA60POK CUrHANbHbLIX onoseLeHui B cucteme NPU
3anonHeHne 6naHKa-3aKasa Ha TUPaXKMPOBAHME; perucTpauma 04HO
MOCTYMUBLUMX KOMWI, NPOBEPKA MX KayecTBa M 3K3EMMNIAPHOCTU;| OMoBeLLeHue
3anoJiHeHne ConpoBOAUTE/IbHOW JOKYMEHTAL MM
KonunuecTso 3anpocos:
9 (1-2 14,0
10 (3-4 17,0
11 |5-7 21,0
12 |18-10 25,0
MpocmoTp 1 oT6op AOKYMeHTOB A4 BBoAa B AC
MpocmoTp  MaccMBa  MOCTYMMBLUMX — [AOKYMEHTOB;  OT6Op| 04MH AOKYMEHT
[OOKYMEHTOB COOTBETCTBYIOLEN TemMaTMKM W BBefeHWe B Hasy
AaHHbIx AC
OT60p NepBUYHbIX LOKYMEHTOB:
13 |1-50 290,0
OT60p BTOPUYHBIX SOKYMEHTOB:
14 |1-50 110,0
15 |nogroToBKa KapTouku ana pabounx Kaptotek MPU O4HO onucaHue 2,7
16 |nogroTtoska TpadapeToB ¢ KapTouykamu UPU ana TupaxknposaHusa | oauH Tpadaper 1,4

KoppeKTnpoBKa BbIXOAHbIX Tabynarpamm:




17 |ocHoBHOWM pag, oAHa 3anucb 2,7
18 | BcnomoraTesnbHbIV YKa3aTesb O/lHa 3anmcb 1,6
19 |penakTMpoBaHMeE BbIXOAHbIX Tabynarpamm U odpopmneHue| oaHa 3anuch 4,2
[OKYMEHTOB
20 |HapesaHMe, pacneyaTka NoA60pPOK Ha OTAE/bHbIe ONucaHuA O/ZIHO OoMnucaHue 1,6
KoppeKktnpoBka cuctembl MPU no pesynbtatam aHaausa KapTt
obpaTHOW cBA3MU
O6paboTKa M aHanM3 KapTbl 06pPaTHOM CBA3WN; BHECEHWE OLEHKW| oaHa KapTa
CMUTHaNbHOTO OMOBELWEHUS B  YYETHYO KapTy aboHEeHTa;
KOPPEKTUPOBKA CUCTEMbI Ha OCHOBE aHa/M3a KapT obpaTHoM
CBA3U
Konunyectso KaprT:
21 (1-7 70,0
22 |8-10 75,0
23 [11-15 80,0
24 116-20 85,0
Bblaaya 4OKYMEHTOB NO 3anpocy:
25 |BbiABNEHME W OTOOP [OOKYMEHTOB (M34aHWMA) MO 3anpocy B| OAWH AOKYMEHT 1,4
cnpaBoYyHo-MHPopmaumMoHHOM ¢oHAae, odopmaeHWe Bblaady
[OKYMEHTOB B YCTAaHOB/IEHHOM MopsaKe
lpynnosoe 6ubanorpadmyeckoe HPopmmpoBaHMeE:
26 |dopmupoBaHMe cocTasa rpynn aboHeHTOB 0AWnH aboHeHT 720,0




27 |yTOYHEHME TeMbl, COr/IacoBaHUE UCTOYHMKOB MHPOPMaL MK, BUAbI OofiHa Tema 3,6
[OKYMEHTOB

28 |cocTaB/ieHMe pPermcTpaLMoHHOM KapTouKK O4Ha KapTouKa 1,6
Mopgbopka A[OKYMeHTOB AnA MHPOPMaLMW; COCTaBAEHME W| OAHA KapTOYKa
HanMcaHMe OMoOBEeLeHMA; OTNpPaBKa OMOBELLEHMA; 3anucb B
KapTo4yKkn nHGopMaLmnmM; aHaIN3 KapTbl 0OPATHON CBA3K
MNMUCbMEHHO; KONWMYECTBO U3AaHNIA:

29 [1-5 12,0

30 |6-10 24,0
YCTHO; KO/IMYECTBO U34aHUN:

31 |1-5 12,0
OnepatMBHOe MHPOPMMPOBAHME NO 3aNPOCY:

32 |dopmupoBaHne ceTm abOHEHTOB, BbIABJEHME TUNOBbLIX W| OAWH aBOHEHT 4,4
WHAMBUAYANbHbIX 3aNPOCOB NoTpebutenei

33 |u3yyeHue, KnaccMPpuKaums 3anpocoB; BBEAEHME [AaHHbIX O OAMH 3anpoc 6,3
3anpocax B afpecHyo KapToTeky
HanucaHue 0630poB 1 cnpaBokK
BbinBneHMe U oT6Op WCTOYHWKOB; o06paboTKa W aHanAu3| oAMH aBT. INCT
OTOBpaHHbIX OOKYMEHTOB; HanucaHMe TeKcTa o063opa (cnpaBkwu);
NOArOTOBKa PYKOMMUCHU K NeyaTtu
CocTaBneHue 0630pa (cnpaBKu) No NepBUYHbIM UCTOYHUKAM:

34 | Ha pyccKom A3blKke 5400,0




35 |Ha MHOCTPAHHOM A3blKe 7200,0
36 |cocTaBneHue o630pa (CnpaBKM) MO BTOPUUYHBbIM UCTOYHUKAM 4100,0

OpraHusauua W npoBefeHMe YCTHbIX  Bubnunorpadpuyeckmx

0630p0B HOBbIX NOCTYMNAEHUN

MNoagbopka HOBbLIX MOCTYM/EHUA NO 3apaHee o06bABAEHHOW| oAWH 0630p

TEMATUKE; CUCTEMATM3AUMA UCTOYHMKOB MO Temam, MPOCMOTP U

aHanM3 OOKYMeHTOB; noabopka 6ubanorpadpuyeckmx onmucaHumn,

KpaTkMe aHHoTaumu, pedepaTbl Ha OTOOPAHHblIE WCTOUYHUKY;

noAroToBKa pykonucu bubanorpaduyeckoro ob63opa

KonnyectBo NpocMOTPEHHbIX U OTOBPAHHbIX LOKYMEHTOB:
37 |1-10 400,0
38 [11-25 450,0
39 |26-55 500,0
40 |56 -140 600,0

MoarotoBKa btonneTeHA HOBbIX MOCTYNAEHWIA

YTouHeHne (onpeaeneHne) TemaTUUYeCKMX T[pPaHuL, MNOMCKa W|oAaHa bionneTeHb

oTOOpa [OKYMEHTOB; co34aHuWe pybpukatopa bOronnerteHs;

BblfiBNEHNME W OTOOP [OOKYMEHTOB B MaccMBe  TEKyLMX

NOCTYN/IEHUA WMCTOYHMKOB MHPOpMaLmn; nogbopKa aHHOTauUMM,

pedepatbl, cUCTEMATU3ALNA UX

KonnyecTBo NpoCMOTPEHHbIX SOKYMEHTOB:
41 |1-37 60,0
42 |38-60 90,0




43

61-95

180,0

44

96 - 150

320,0

45

151 - 380

960,0

OpraHuszauma 1 nposeaeHne meponpusaTtus "deHb nHbopmaumn':

46

onpefeneHne  Tembl; COCTaBleHMe MiaHa  NpoBeAeHUs;
BbIIB/IEHWE W [O0CTaBKa [JOOKYMEHTOB M3 COOTBETCTBYHOLLMX
noapasgeneHuin 6MbINOTEKN, NMPOCMOTP U OTOOP AOKYMEHTOB;
nogroToBKa BbICTABKMU iTepaTypsbl; onoselyeHne
3aMHTEPECOBaHHbIX OpraHM3aUnit U cneumManucTos; opopmaeHme
BbICTAaBKW; HaMMCaHWe KPaTKUX aHHOTaUWi; opraHusaums cbopa
3aABOK Ha [OOKYMEHTbl, MX BblAaya, KOHCYAbTauuu, AEXKYPCTBO
bubnuorpados; npoBeaeHNE aHaIN3a MepPOoNpPUATUA

0fHO
MmeponpusaTne

640,0

OpraHusauus " NoAroToBKa MeponpUATUA "[leHb

bubnuorpadun”, "eHb nocobus":

47

YTOYHEHUE TeMbl, COCTaB/ieHNe NJiaHa, o¢opM/1eHme BbICTaBKU-
NpPoOCMOTpPa, NnoAroToBKa o63opa; noAarotoBka KOHCY/1IbTauuK,
CoCTaBneHne w©n HanmcaHue 06'bF|BI1€HMFI; CoCTaBneHne wu
HanncaHue npurnacutTenbHbIX NNCEM, PACCbIJIKA UX; NpUrnawleHne
3anHTEPECOBAHHbIX KL, MO paguo, no Tened>0Hy, TNYHO

0opHO
meponpusaTme

1940,0

OpraHusauma u nposeaeHne meponpuaTtna "[eHb cneymanncra”

OnpeaeneHve Tembl C 3aMHTEPECOBAHHLIMU OPraHM3aLMAMM,
dopmbl nposBegeHUA (cTauMoHapHas, Bble3aHas); cocTaBaeHue
nnaHa  MeponpuATUIA,  nporpammbl  Moucka U oTbopa
MHDOPMaLMOHHbIX MaTepuanos; NnoAroToBKa OTKPbITbIX
NPOCMOTPOB M  TeMaTUYECKUX BbICTAaBOK /AuUTepaTypbl Mo
cneuyanbHocTM, bubnunorpaduueckme 0630pbl, 3aKas NeKkUUW,
KMHOOMNbMOB; OMOBellleHWe 3auHTepPecoBaHHbIX OpraHuW3auuii;

0opHO
meponpusaTme




odopmneHune BbICTaBKKU; obecrnevyeHme BblAauyn U3LAHUI UAKU KX
KONWiA BO BPEMA MeponpuaTUA WAW HEMNocpeacTBEHHO Mnocne
Hero; AeMOHCTpauMa BbICTaBKM; aHanM3 pesysbratoB "[HA
cneumanmcra”

Yncno conyTCcTBYIOLMX MEPOMNPUATUIA:

48 |1-2 1940,0
49 |3-4 2600,0
50 [5-6 3500,0
51 (7-8 4600,0




4.8.3. UHpopmaumoHHaaA paboTa

N |HaumeHoBaHMe npouecca, onepauunmn. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BpEMEHM,
MWH.
1 |2 3 4
MoarotoBKa nonynapHbIx bubnnorpadmnyecknx nocobuit
Boibop Tembl nocobus; BbiABAeHME W OTOOP [AOKYMEHTOB,
dopmupoBaHme pasgenos nocobus; aHHOTUpPOBAHUE
OOKYMeHToB;  nogbopka  ¢akrtorpaduyeckoro  martepuana,
WNNOCTPALMIA; HanucaHue TEKCTa; cocTaBneHue
BCMOMOTATE/IbHbIX YKa3aTeseil; KOHCYNbTaLMKN Y CNeunanmcToB Ha
Pa3/IMYHbIX 3Tanax paboTbl; 0bcyKaeHUEe PYKONUCKU Ha 3acefaHum
Hay4YHO-MeToAMYecKoro (peaakuMOHHOro) coBseTa; Ao0paboTka
PYKOMUCK MO 3aMeYaHUAM; caada PyKONMCK B NeYaThb:
1 |coctaBneHwe nonynaspHoro 6ubanorpaduyeckoro ykasatens,| OAWH aBT. AUCT 13500,0
nyTeBogMTeNA, CNPaBoOYHUKA
2 |noAarotoBKa KOMMEHTapMUEB, npumeYaHni nONynApHO-| OAWH aBT. AINCT 5400,0
NPOCBETUTE/NIbHOTO XapaKTepa, He Tpebyrowmnx cneumnanbHbix
nuccnesoBaHum
3 |noarotoBKka KOMMEHTapues, npumeYaHuni HAy4HO-| OAMH aBT. INCT 10800,0

nccnenoBaTeIbCKOro Xxapakrtepa

MoArOTOBKA  PETPOCMEKTUBHbIX  HAy4YHO  BCMOMOTaTesIbHbIX
6ubnnorpaduryecknx ykasareneun:

Tabnnua 78



BbIOOP Tembl; CO34aHME aBTOPCKOro KOJINEeKTMBA; paspaboTka
WMHCTPYKTUBHO-METOAMYECKUX MaTEepPUasnioB; BbiiBAEeHUE U OTOBOp
OOKyMmeHToB; pabota Hag 6ubavorpaduyeckoir  3anucblo;
aHHOTMpOBaHMe; bubanorpaduyeckas rpynnMPoOBKa; COCTaBAEHME
BCMOMOraTe/ibHbIX YKa3aTenei; obcy»aeHne pykonucu yKasartens
Ha 3acefiaHuMM Hay4yHO-MEeTOoAMNYEecKoro (peaaKkUuMOHHOro) coBeTa;
[opaboTka MO 3amMeyaHusaM; chaya pPyKonNucu B MeyvaThb;
coctaBieHue 6ubauorpadmuyeckoro yKasatena Mo aKTyanbHOM
TeMaTUKe C XPOHONOTMYECKMM OXBaTOM OT 2-X A0 5-Tm net u
aHHOTaUMAMMU, NOACHAIOLLMMM Ha3BaHUs; cocTaBfieHue
6ubnunorpadmyeckoro  yKasatena MO KOMMAEKCHbIM ¥
MexoTpacnesbim npobnemam ob6llero M pPermoHanbHoro
coAepKaHMa C XpoHoJsorMyeckMum oxsatom 1 - 2 roga, C
aHHOTaUMAMM, MOACHAIOLLMMMU Ha3BaHUA:

OAMVH aBT. INCT

9720,0

Ha PYyCCKOM fi3biKe

OAMVH aBT. INCT

9720,0

C BKaoyeHnem oT 30% po 40% obbema nybauKauuii Ha
MHOCTPaHHbIX A3blKax

OAWH aBT. INCT

11000,0

COCTaB/IeHWE aHHOTUpPOBaHHOro 6mbanorpadmyeckoro ykasartens
MHOTrOOTPaC/NIEBOr0 COAEPMKAHUA C XPOHOIOTMYECKMM OXBAaTOM [0
100 netr wu 6Gonee, TPeOYWOWNIA CAJOWHOIO MNPOCMOTPA
OOKYMEHTOB, CNOXHbIX BUbAMorpaduyecknx pasbiCKaHWN, y4veTa
BCEX NepeuspaHuii NybamMKaumim M UX XapaKTEPUCTUKM NyTem
C/INYEHUA TEKCTOB

OAMVH aBT. INCT

11000,0

MoaroTtoBKa aHanMTUYeckoro o63opa

BbisiBneHne u otbop [OOKYMeHTOB AnsA o0630pa; NOAroToBKa
pybpukatopa npeameta o0630pa; U3ydeHMe U OLEHKa
OOKYMEHTOB; CMCTemMaTU3alLMA maTepuana; CoCTaB/ieHUe TeKCTa
aHanuTMyeckoro 063opa; obcyXaeHWe PYKOMUCKU Ha 3acedaHuu
Hay4YHO-MeToAMYecKoro (pefakuMOHHOro) coseTa, AopaboTka
0630pa Mo 3ameyaHUAM; caada B neyatb:

OAMVH aBT. INCT




NO PYCCKMM nNepBUYHbIM UCTOYHUKaM

9720,0

Nno CMeLWaHHbIM NepBUYHbIM NCTOYHUKaAM

10800,0

10

MO MHOCTPAHHbIM NePBUYHbIM NCTOYHUKaAM

12400,0

NoarotoBka aHaNUTUYECKoM cnpaBKu:

11

BblAB/IEHUNE U 0T60p AOKYMEHTOB AONA aHaNUTUYECKOM cnpasBKky,
n3yyeHume, aHanus, oueHKa N cnucrtematmnsaumna ux; CcoCrtaBieHue
TEKCTa CnpaBKku

O4WH aBT. INCT

5200,0

MoaroTtoBKa pedepaTvBHOro ob63opa

BbisiBneHne u oTbop AOKYMeHTOB ana pedepaTuBHoro o630pa,
M3yYeHMe W  aHaaM3  ux; pedepupoBaHME  UCTOYHMKOB;
CUCTeMaTU3aLMA TEeKCTOB aHHOTaUMK; CcOCTaB/lieHMe TeKcTa
pedepatnBHoro o0630pa; obcyxaeHne o630pa Ha 3acegaHuu
Hay4YHO-MeToAMYecKoro (peaakuMOHHOro) coBseTa; Ao0paboTka
0630pa No 3amevyaHnaM; cAayda B neyaTb:

OAMH aBT. IUCT

12

MO PYCCKMM NCTOYHUKaAM

5200,0

13

no cMmelwaHHbIM NUCTOYHUKaM

6480,0

14

MO MHOCTPAHHbIM NCTOYHUKaM

7300,0

CocTaBnieHuMe aKkcnpecc-uHbopmaumnm:

15

BblAB/IEHUNE U OT60p maTepunana no teme, CUCTematmnsauma ero 1
noAaroToBKa ANnA ne4vyatn

OAWH aBT. INCT

3840,0

CocTaBneHne bubanorpaduyeckon 3anmcu, aHHoTaumm, pedepata

CoctaBneHve 6ubaAMOrpaduUeckoin 3anucu: M3ydyeHMe U aHanu3
[OOKYMEHTa, COCTaB/IEHMNE 3aro/IoBKa ONUCaHMA, MPOBEPKA 3anuck,

O4Ha 3anucb




BHECEHWe NCNpaB/eHuni

Konnyectso anemeHTOB 6M6!1MOFpad)M‘-IECKOI'O onncaHumAa:

16 [1-4 3,2
17 |5-6 5,4
18 |7-9 6,4

CocTtaBneHne aHHOTaUWUK; n3yyeHmne w”n aHaAn3 [OOKYMEHTa,| 0AHa aHHOTauuA
HanncaHMe TeKCTa aHHOTauunun:

19 |aHHOTMpOBaAHME KHUT 270,0
20 |[aHHOTMpOBAHME cTaTel 160,0
21 |coctaBneHne pedepata: U3y4YeHWE W aHa/M3 [OKYMEHTa, Ha| OAMH aBT. ANCT 5920,0
KOTOPbIA cocTaBaseTca pedepaT, HanmcaHWe TeKCTa, BHeceHue
ncnpasaeHui
22 |aHanMTUYecKas POCMUCb  KYpPHa/bHbIX, T[a3eTHbIX CcTaTel,| OJHa pocnucb 120,0

cbopHUKOB, BUbAMOrpaduyecknx nocobmi

23 |03HAKOM/NIEHMEe C  cogeprkaHMem  U34aHWA;  COCTaB/ieHMe| OfHa CTaTbA 3,6
AHAIMTUYECKOTO ONUCAHMA Ha CTaTblO

NpumeyvaHne: HOpMma BpeMeHM Ha coCTaBaeHue 6M6nmorpad>mqecr<oro nocobus AaHa U3 pacyeTa pa60TbI AdBTOPCKOTro Konsiektusea.
4.9, MNepesog u nepepa60TKa NeYvyYaTHbIX TEKCTOB C MHOCTPAHHbIX A3bIKOB Ha pyccr<m71 N C PYCCKOIro Ha NHOCTpPaHHbIe A3bIKN

Tabaunuya 79

N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsl EamHuua Hopma
n/n n3mepeHms BPEMEHMU,




MWH.

2 3 4
MNepeBog TEKCTa C MHOCTPaAHHbIX A3bIKOB HA PYCCKUI A3bIK
YTeHMe opurMHana, aHa/in3 TEKCTa, Pa3METKa ero C BbIIBIEHWEM| OAWH aBT. NUCT
TPYAHbIX TEPMUHOB, TPaMMaATUYECKUX KOHCTPYKUNM, NEKCUYECKMX
060pOTOB, LEXOBbIX U }KaPrOHHbIX TEPMMHOB:
NOJIHBIN MMCbMEHHbI NePeBOA, 1580,0
COKpalLLeHHbI NUCbMeHHbIM nepeBog oT 30% ao 50% obbema 1620,0
TeKcTa
BbIOOPOYHBI MMCbMEHHbIM NepeBos, 1520,0
MepeBog, TEKCTA C PYCCKOro A3blKa HA MHOCTPAHHbIE A3bIKK:
NOHbIN MUCbMEHHbI NepeBoA, OAWH aBT. INCT 1980,0
TepMmuHonormyeckas pabota nNpu BbIMNOJHEHUU MUCbMEHHOTO
nepesoaa:
NMOUCK OTMEYEHHbIX B OPUIMHANE HE3HAKOMbIX WAN HEMOHATHbLIX| OAMH TEPMMUH, 18,1
TEPMUHOB M COKPALLEHMWA B C/IOBAPHO-CMNPABOYHON SIMTEpaType;| COKpalieHue
noabopka COOTBETCTBYHOLLMX TEPMUHY 3KBMBAJIEHTOB,
pacwmdpoBKa COKPALLEHUI
KoHcynbTaumusa nepeBoaumnKa co cneunannctamm:
BbIACHEHME TNPaBWIbHOTO  W3/IOXEHMA YacTel Tekcta Mo O4Ha 36,2
MaJIO3HAaKOMOI TemMaTUKe; YTOYHEHWEe COOTBETCTBUS MepeBOAda| KOHCynbTauma

opurnHany

CocTtaBneHue 6ubamMorpadun4eckoro onncaHms:




7 |coctaBneHne 6ubnnorpaduyeckoro onucaHWA NepesBofa MNo| OA4HO ONMUCaHue 10,8
OaHHbIM, B3ATbIM C TUTY/IbHOTO /IUCTa NepeBoaa

MpoBepKa 1 KOPPEKTMPOBKA NepeBoda nocae Habopa:

8 |npoBepKa NPaBUIbHOCTU PACMONOXEHUA OTMEYaATaHHOro TeKCTa;| OAMH aBT. INCT 200,0
CBEpPKa C PYKONMUCbIO; NpaBKa

TexHuyecKkoe opopmieHNe NepeBoaoB:

9 |HanucaHue B TEeKCTe nepeBoga CUMMBONOB W BCTAaBOK Ha O4HO 2,0
MHOCTPAHHOM f3blKe BMUCbIBaHME
10 |ycTaHOBKa pUCyHKOB, Tabauu, dopmyn OAMH 3N1EeMEHT 3,0

MepeBos, 3aro/I0BKOB CTaTel U JOKYMEHTOB:

11 |nepeBoA M 3aNUCb 3aros10BKa OAWH 3arosIoBOK 10,8

MpumevaHue:

- HOPMbI BpEMEHM NPeLyCMaTPUBALOT BbINOJIHEHWE NEPEBOAOB C MHOCTPAHHOTO A3blKa WM HA MHOCTPaHHbIM, KOTOPbIN Y NepeBoAYnKa ABAAETCA OCHOBHbIM
(no obpasoBaHUIO UAK NPUMEHEHUIO);

- Npwn BbINOZIHEHNN NEPEBOAOB C APYTUX A3bIKOB UIN Ha Apyrne NnOMMMO OCHOBHOIO K HOpMaM BpeEMEHU MPUMEHAETCA I'IOBbILLIaPOIJJ,Mf;I K03¢¢MLI,MEHT 1,1.

4.10. UccnepoBaTenbckasa paboTa

Tabnnua 80
N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHus BpEMEHMU,
MWH.

1 2 3 4




Pa3paboTKka nporpamMmbl (TEXHUYECKOTO 3a4aHUA) UCCel0BaHNS

O60CHOBaHME aKTya/ibHOCTU TeMbI, BbiiBeHWE U 0B6OCHOBaHWeE
npobnemHol cutyauuun, GopmMynnMpoBaHue LUenu, 3agad M
rMnoTesbl UCCe0BaHUA; HaNMCcaHMe TEKCTa

opHa
nporpamma

UccnepoBaHue HOCUT:

NUNOTaXKHbIN (pa3BeablBaTeIbHbIN) XapaKTep

21600,0

NPWUKNALHOW XapaKTep

38250,0

Paspa 60TKa METOAUNKN nccnenosaHmA

PaspaboTka (HanucaHWe) TeKCcTa MeTOAUYECKUX AOKYMEHTOB MO
NpPOBOAMMOMY  WMCCAeA0BaHUIO, 3MnMpuyeckas  anpobauua
PeneBaHTHOCTM  COCTaB/IEHHbIX [AOKYMEHTOB; YTOYHEHWE W
nopaboTka  METOAMYECKOro  MHCTPYMEHTapuAa,  CocTaB/eHue
OKOHYaTe/IbHOro BapnaHTa AOKYMEeHTa:

04Ha MeToAMKa

METOAMKM NPOBEAEHUA WUCCNeA0BaHWA, HOCALWLEro MWUIOTaXKHbIN
(pasBeabiBaTeNbHbIN) XapaKTep

18000,0

MEeTOAMKM NpPOBEeAEeHUs WCCNedO0BaHUN, HOCALLEro NPUKIAAHOM
XapaKTtep

33000,0

Pa3paboTKa MHCTPYKLUMIA No 06paboTke AOKYMEeHTaumMu (MCXoaHbIX
[AaHHbIX), NONYYEHHOW B XO4€ NUCCNeA0BaHMUA:

opHa
WHCTPYKLMSA

py4yHas obpaboTKa

15600,0

MallWHHasA obpaboTKa

20400,0

PaspaboTka  npeaniaHOBbIX W MNJAHOBbIX  [AOKYMEHTOB
NepcneKkTMBHOro XxapaKrepa:




pa3paboTKa KOHLENUMM OCHOBHbIX HaMpaBJEHUIA pPasBUTUA
6nbAMOTEYHOrO Aena B PErMOHE Ha NePCrneKTUBY

OAMVH aBT. INCT

13050,0

KOHUEeNTyanbHoe obecneyeHne 6ubanorpadmnyeckux wsgaHui;
060CHOBaHME aKTya/libHOCTM TEMbl, UWUTaTEe/IbCKOE W LeNeBoe
HasHayeHMe nocobusi, ero CTPYKTypbl (cxembl), BbipaboTKa
METOAMYECKUX MPUHLMMNOB M pelleHui ANA PacKpbITUA Tembl;
HanucaHue TeKcTa

O4WH aBT. INCT

11220,0

COCTaB/ieHMe MPOrHo3a, CBA3aHHOTO C MepCrneKkTMBamM PasBUTUSA
6nbanoTeK; HanucaHue TeKcTa

OAMVH aBT. INCT

13050,0

10

pa3paboTka Lenesbix Nporpamm (gnsa cetm 6UBAMOTEK UAM OAHOM
6MBNNOTEKM); AMArHOCTUKA CUTyaUUW, BHELIHMX W BHYTPEHHMUX
BMAHUA Ha QYHKUMOHUPOBAHME U pa3BuTne bubnavoTek (ogHoM
61bnnoTekn); BbipaboTKa pPeKkomMeHAaLUn, pelleHnin; HanmcaHue
TekcTa

O4WH aBT. INCT

15200,0

CoctaBneHmne CBOAHbLIX KaTasIoroB KHUXKHbIX MaMATHUKOB:

11

pa3pa60TKa NPOCNeKTa, BblABNEHNE OOKYMEHTOB - KHUXHbIX
NaMATHUKOB,; ONCaHne N CoCTaB/siIeHNE CNPAaBOYHOIo annapara

OAWH aBT. IUCT

18200,0

OpraHusaumoHHasa paboTa no nposeaeHUIo UCCNea0BaHUA:

12

CO34aHMe  MCCNenoBaTeNbCKOro  KOJIEKTMBA;  COCTaB/ieHue
pabouero niaHa nNpoBeaeHUA UCCNELOBAHMA, COrNacoBaHUE ero ¢
UCNOJIHUTENSMU; onpeaeneHne naowaaku (6asbl) nccnegosaHms;
nepenucka C HWUMMK; MPOBeAeHME WHCTPYKTaXKeW, CeMuUHapos,
COBELLAHWNIN, KOHCYbTaLMM

0AHO
nccneposaHme

7140,0

13

bubnnorpadumyeckan npopaboTka Tembl UcciedoBaHus, paboTa B
apxuBax, W3y4yeHWe HOPMATUBHO-TEXHUYECKON [OKYMEHTALMM,
MHpopMaummn 06 aHanorax U Apyrux maTepuanax, OTHOCALMXCA K
pa3pabaTbiBaemolt Teme

OAWH aBT. INCT

1200,0




O6paboTKa nony4yeHHON MHbOPMaLUK:

14 | cbop n 0b6paboTka MHOOPMALMM Ha OCHOBE NEPBUYHBIX UCXOAHbIX| OAMH aBT. INCT 7800,0
OaHHbIX (CTaTUCTUYECKMX AaHHbIX, OTYETOB, M/1AaHOB, CMNPABOK,
MaTepuanoB KOMaHAMPOBOK)
15 [aHanmn3 obpabotaHHOM WHbOPMaUWMM;, BbIBOAbI, PELIEHUS,| OAMH aBT. JINCT 5200,0
NpPOrHo3
MoAaroToBKa MaTepManos No UTOram Hay4yHoM paboTbl:
16 |HanMcaHMe Hay4yHOro OT4yeTa; NOArOTOBKA PYKOMMCU K NMeyaTu Ha| OAMH aBT. AUCT 13200,0
Pa3/IMyHbIX 3Tanax paboTbl
17 |HanucaHue nNpoOMeXKyToyHOro oT4yeTa (cnpaBKM) O Xoge| OA4MH aBT. ANCT 6400,0
nccnenoBaHUA
MogroToBKa M HamMcaHMe TeKcTa CTaTbM B COOPHWMK Hay4yHbIX
TPYAOB, NpakTuyeckoe nocobue, npodeccuoHanbHYO Mpeccy;
NOArOTOBKA PYKOMMCHK K NEYATU HA PA3/IMYHbIX 3Tanax paboTbl:
18 |cTaTbA TEOPETUYECKOro XapakTepa 15200,0
19 |cTaTbA NPUKNAZHOTO, MPAKTUYECKOrO XapaKTepa 9200,0
20 |HanucaHue [OKNaga nNoO MTOramMm HAy4YHOro WCCNe[O0BaHMA;| OAMH aBT. INCT 6700,0
noAroToOBKa PyYKOMMcen Ha pasnnyHbIX 3Tanax paboTbl
21 |pa3paboTka peKoMeHZauMi, MHCTPYKUMM N0  BHEAPEHMUIo| OAWMH aBT. IUCT 14100,0

MaTePUanNoB HAy4YHOrO0 WCCNELOBAHWS; HamnMcaHMe TEKCTa;
NOAroTOBKa PYKOMMUCU K MeYaTu Ha Pas/IMuHbIX 3Tanax paboTsl

MpumeyaHus:

- HOPMa BPEMEHM Ha COCTaB/IeHME NPOrpamm, METOAMK, MHCTPYKLMI AaHa Ha UCCNeA0BaTe/IbCKUIA KONIIEKTUB;




- Yacbl TPyA03aTpaT PacnpeaensatoTca MeXay UCTONHUTENAMM B 3aBUCUMOCTU OT X Harpy3Ku.

4.11. MeTtoanyeckan pabota

N HanmeHoBaHue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMH,
MUH.
1 2 3 4
MoaroToBKa MeToaNYECKOro Nocobuns, pekomeHaauni
MpuHUMNMaNbHO HOBanA pa3paboTKa TeMbI:
1 |u3yyeHue Tembl, BbIABAEHWE W AHANAU3 AOKYMEHTOB MO Teme,| OAMH aBT. AUCT 15300,0
YTOYHEHWE UMUTATE/IbCKOrO M LIENEeBOro HasHayeHus nocobus,
peKoMeHAaUNi; cocTaB/eHNE NPOCMNEKTA; HAaNMCaHWeE TEKCTa
Moaudukaums paHee pa3paboTaHHON TEMbI:
2 |BblABNEHUE W U3yYEeHME HOBbIX AOKYMEHTOB W HAKOMJIEHHOro| OAMH aBT. INCT 8670,0

6ubnnotekammn onbiTa nNo Teme nocobusi, pekomeHZauui;
YTOYHEHWE NPOCNeKTa, BHECEHME U3MEHEHUA B CTPYKTYPY U TEKCT
B COOTBETCTBUM C AOOCTUNKEHUAMM OUBANOTEYHON Teopunm W
NPaKTUKK; MNOArOTOBKA PYKOMUCU K 0bCyXAeHWo; AopaboTka no
utoram obcyKaeHus

Pa3paboTka [OKYMEHTOB, pPeErnaMeHTUPYIOWMX [eATesbHOCTb
6UBANOTEK, MOIONKEHUIN, NHCTPYKLMNIA, MPOEKTOB MOCTAHOBAEHWUN,
YyCTaBOB, 3aKOHOAATE/IbHbIX AaKTOB

MpuHUMNMANbHO HOBaA Tema:

Tabnnua 81



BbIAIB/IEHWE, MU3YYEHWME W aHA/IM3 AeMNCTBYIOWMX LOKYMEHTOB MO
TemMe, HanucaHMe TeKCTa NpPOeKTa [OKYMeHTa, obcyxaeHue,
anpobuposaHMe B OUBAMOTEKAx, Ha 3acefaHUM  HayyHo-
MEeTOAMYECKOr0 COBeTa; A0paboTKa LOKYMEHTa; MOAroToBKa K
YyTBEPXKAEHMIO

OAMVH aBT. INCT

17340,0

Moguoukauma paHee pa3paboTaHHOro AOKYMEHTa:

aHaNM3 M OUEHKa [JOKYMeHTa; nouck U oTbop HOBbIX
OENCTBYIOWMX AOKYMEHTOB MO Teme; BHECeHME W3MEHEeHWA B
TEKCT OOKyMeHTa; obcyAeHMe Ha 3acefaHun  HayyHo-
MeToAMYecKoro coseTa; fAopaboTKka no wuToram ob6CyKAaeHuA;
NMOAroTOBKA K YTBEPXKAEHMUIO

OAMVH aBT. INCT

7650,0

PaspaboTKa yueTHbix popm, Tabauu, obpasLos.:

YTOYHEHME npeameTa, OObeKTa, CoAeprkaHus ydyeTHOM ¢GOopMbl,
Tabnunubl, obpasua; oTbop noKasaTenen, cUCTeMaTU3aLUA UX;
paspaboTka MakeTa y4yeTHOW dopmbl, Tabauubl, 06pasua;
obcy)KaeHWe Ha 3acegaHuM  HayyHO-MEeTOAMYECKOro COBETa;
NoAroTOBKa K YTBEPKAEHUIO

OAMVH aBT. INCT

7650,0

CocTaBfieHMe peKkoMeHAauuMii No BHEAPEHMWIO pernaMeHTUPYHOLWUX
[OKYMEHTOB B NPaKTHKY:

pa3paboTka MeToAMYECKUX PEKOMEHAALMIA, UHCTPYKLUMIA, NAAHOB
No BHEAPEHWIO HOPMATUBHOW [OKYMEHTaUMW; NOArOTOBKa
PYKOMMCK K Neyatu

OAWH aBT. INCT

14025,0

MoAroToBKa NMCbMEHHOM KOHCY/1bTaUuMmn, METOANYECKOTO NUCbMA:

BbIABIGHWE M aHaNM3 [OOKYMEHTOB MO Teme, W3ydeHne W
obobueHne onbiTa paboTbl 6MBAMOTEK; HanMcaHWe TeKcTa
KOHCYyNbTalUMK,  METOAMYEeCKOro  NUCbMa;  MNOoAroToBKa K
06CYyKAEHNI0 Ha 3acefaHMM HayyHO-MeTOAMYECKOro CcoBeTa;

OAWH aBT. INCT

8670,0




nopaboTka no utoram obcy»kaeHus; caada B nevyaTb

MoarotoBka o630pa gesaTenbHOCTM 6MBIMOTEK NO onpeaeneHHoM
TemaTtuke:

YyTOYHeHWe Tembl 0630pa; onpeaeseHne XPOHOJIOTUYECKUX
rPaHULL; BbIABNEHME LOKYMEHTOB, OTOOP MX, NPOCMOTP U aHanus;
HanucaHMe TeKCTa; MOArOTOBKA PYKOMUCKU K OBCYXKAEHUo Ha
3acefilaHnM Hay4YHO-METOAMYECKOTO COBETA; A0PaboTKa pyKonucu
nocne obcyxaeHmA

OAVH aBT. INCT

9180,0

PeueH3npoBaHMe Hay4dHbIX, MeTOANYECKUX, MH(I)OpMaLI,MOHHbIX
MaTepunanos:

YTeHWe peueH3MpPYeMoro maTtepuana; OLEHKa €ero B LeJsioMm,
OTAE/NbHbIX YacCTel, yCTaHOB/IEHWE COOTBETCTBMA YMTATE/IbCKOMY U
LeneBoMy Ha3HaYeHUIo, HayYHbIM U METOAMYECKUM TpeboBaHMAM

OAMVH aBT. INCT

783,0

10

HanncaHue peueH3nmn

OAWH aBT. INCT

1305,0

MoaroToBKa NeKUUM, KOHCYAbTaUnM

Pa3paboTKa nnaHa neKkuMn, KOHCYbTauuii, noabopKa maTepuana,
M3y4YeHMe ero; COCTaB/eHWEe CMNWCKa AUTepaTypbl K JEeKuuM,
KOHCYNbTaUMW; HanNucaHWe TEKCTa:

oAHa nekums,
KOHCyNbTauma

11

nekums

1566,0

12

Nekyna, Tematnyeckan BCTpeya, BE6MHap, mMacTep-Knacc

90,0

13

nepBMYHasa rpynnoBan KOHCyAbTaLmA

1305,0

14

NOBTOPHAA rpynnosan KOHCY/IbTauMA C Y4ETOM HOBOIro maTtepuana

522,0

15

npoBefeHve YCTHOW MHAMBUAYAAbHOM KOHCYAbTAL MK

oAHa
KOHCynbTauma

50,0




16 |oTBeT Ha NNCbMO O4HO NUCbMO 162,0
MpoBeaeHMe ceMWHApPOB, YYeBHbIX KypcoB, MNPaKTUKYMOB,

CTaXKMPOBOK:

17 |cemuHap, yyebHbii Kypc (2 - 7 pAHel); onpeaeneHwe Tembl,| OAUH CEMMUHAP, 8400,0
YTOYHEHME CpOKa MNPOBEAEHMA, COCTaB/IEHWE MPOrpPamMmbl,| Yy4ebHbIN Kypc
OMoOBeLLEHME YHAaCTHUKOB U BbICTYNAKOLLMX
MpaktTnkym (7 - 10 pHen); onpepeneHne Tembl, 3a4aHWUSA,| OANH NPAKTUKYM
ynpaxKHeHudA; cocTaBaeHne rpaduka UM YTOYHEHUE CPOKOB
npoBeAeHNA 3aHATUI:

18 | rpynnoBoi NpakTMKym 2295,0

19 |nHAMBMAYANbHbIV NPAKTUKYM 2160,0
CraxkmpoBka (7 - 10 aHel); yTOYHEHWE CPOKOB MpOBeAeHUs ofAHa
CTa*KMPOBKMU; BbIABJIEHNE NUTEPATypbl MO U3ydaemMOMy BOMPOCY;| CTa*KMPOBKA
COCTaB/IeHME MpOrpaMmbl M rpaduKa CTaXKMPOBKM C Yy4yeToM
COCTaBa CAyLlaTenei; 3ak/to4eHNE O NPOXOXKAEHNUM CTAXKUPOBKM:

20 |rpynnoBad CTaXKMpPOBKa 2805,0

21 |MHAMBMAYaNbHAA CTaXXMPOBKA 2349,0
MpaKTUKa CTYAEHTOB BbICWUMX M CPEeAHMX CreLManbHbIX y4ebHbIX
3aBeeHUI:

22 |NOAroToBKa W opraHuMsaumMa NPakTUKK cTyaeHToB (mo 30 AHeit);| oaHa npakTuKa 4860,0

paspaboTka  mnaHa  NpaKTUKW,  COrlacoBaHMe  ero  C
pyKkoBoautenem NPaKTUKK (npeacrasutenem yyebHOro
3aBefieHun); cocTassrieHWe rpaduKa MOCELEeHNUA CTPYKTYPHbIX
noApasaeneHunii; opraHusaums MPaKTUYECKMX 3aHATUIA;
noABedeHMe WTOroB MPaKTUKKM; COCTaBAEHME XapPaKTepPUCTMK
NPaKTUKaHTOB




MpakTnyeckme 3aHATUA:

23

noaroToBka MNPakKTUYeCKUxX 33HFITMI>’I; COCTaBeHne 3adaHuA no
BbIMNO/IHEHUIO n3ydyaemoro 6mbnmoTeyHoro npokuecca,
KOHTpPOJIbHblIE BOMPOCHI, TeMaTUYeCcKUin Cruncok nntepartypbl K
3a4aHUI0; HalMMCaHne Te3ncos

OOHO 3aHATHUE

1050,0

CocTaBnieHue y4ebHOM Nporpammbl:

24

onpegesieHne cocTaBa cayllaTenei; CocTaBneHne TemaTUYecKoro
nNaHa, YTOYHEHME  MopadKa  U3yYeHua;  onpepeneHue
NocNefoBaTeNbHOCTU WU3NOMKEHMA TEeMbl, BblAeNEeHNEe OCHOBHbIX
BOMPOCOB; COCTaBAEHME CMMCKa /MTepaTypbl NO  Temam
NpOrpammbl; HanucaHue TeKcTa; obCy:KAeHMe nporpamMmmbl Ha
3acefjaHNM Hay4HO-METOAMHECKOro COBETa

op4Ha
nporpamma

5733,0

MoceweHne 6UBAMOTEK, Bble3gbl B KOMaHAMPOBKU C LE/bIO
n3y4eHunn paboTbl M OKa3aHMUA METOANYECKON NOMOLLMU:

25

NoAroToBKa K KOMaHAMPOBKE; YTOYHEHME CPOKOB W Lenu
KOMaHAWPOBKN, 03HAKOMJIEHNE C MMEIOLLMMUCA AOKYMEHTaMMU U
maTepuanamu npeabiaylimnx Bble3goB M NybaMKauuii B nevatu;
COCTaB/IeHMe NPorpamMmbl (N1aHa) KOMaHAMPOBKM

0/Ha
KOMaHANPOBKa

574,2

26

cocTaBneHme  WMHOOPMALMOHHOTO  oT4yeTa  (cnpaBku) o
nposegeHHolM paboTe; OTYET BK/IOYAET: CBEAEHWA O MecTe
Bbl€34a, LeNAX U CPOKax KOMaHAMPOBKM, OBBEKTax MOCELLEHMS,
aHanM3 cocTtosHMA paboTbl MO Teme Bble3da, BbIBOAbI U
npeanoXKeHus B agpec 6MbamoTeku

O4UH oTyeT

1050,0

27

COCTaB/eHMEe aBaHCOBOrO OTYETa, 3aMo/iHeHME OTYeTHOro 6aaHka
CO BCEMM MPUNOKEHUAMM, CAaYa B Byxrantepuio

OAMH OTYeT

40,0

28

noAroToBka MHGoOpMaLMM No pesynbTaTam KOMaHAMPOBKU (YCTHO)
B CEKTOpE, Y 3aBeAyloWero oTAe/I0M, Ha Hay4YHO-METOAMYECKOM

ofHa
nHpopmauyma

105,0




coBeTe, 3acefaHnn AMpeKLmm

MOHWUTOPUHT  AeATeNbHOCTU AETCKux 6ubnnotek Poccuiickoi
depepaunn:

29 |cocrtaBneHne Gopm OTYETHOCTHU O4MH oTyeT 1200,0
30 |paccbinka MHGOPMAUMOHHBIX nNucem M dopm otyeTHocTM no BLl| oaHa paccblsika 45,0
[eTckux bubanotek Poccuinckoit degepaumm
31 |cbop dopmM  OTYETHOCTM, DINEKTPOHHble U  TenedPoHHble oauH cbop 120,0
KOHCY/IbTaLMM MO BONPOCam 3anosHeHus dopm
CocTtaBfieHMe KaneHgaps nNpPodecCUOHaNbHbIX MeponpuUaTUi
OEeTCKUX bubnunotek Poccuiickon degepauum (exkerogHbii U
eXeKBapTa/bHbIN):
32 |cocTaB/ieHME M pacCbiika MHPOPMALIMOHHbIX NUCEM exerogHaa v 120,0
KBapTanbHas
33 [cbop M obpaboTKa nony4eHHOW WHOOPMAUUKM, BHECEHME B| eXerogHaawu 1200,0
KaneHaapb npodeccuoHanbHbIX MepPonpUATUIA KBapTanbHas
34 |yToYyHEeHMe MHPOPMALLUKM MO NPOBOLMMbIM MEPONPUATUAM eXkerogHaa v 200,0
KBapTanbHas
0630p Ny6anKaunit npodeccMoHanbHOM Npecchl (exXemMecsayHo):
35 | oTbop, NPOCMOTpP 1 aHaNN3 CTaTel B KypHanax MecsiYHan 450,0
36 |4TeHWe maTepunana mecaYyHan 420,0
37 |HanucaHue cTaTbu mecAYHan 400,0
38 |cpava B oTAEN pasMelleHns MHpopmaumm Ha canTte mecsivHasn 10,0




39 |noarotoBka (pepaktTupoBaHue) eXXeroaHou CBOAHOM OJMH oTYeT 18900,0
CTaTUCTUYECKOM OTYETHOCTU CheuMannsnpoBaHHbIX bubanotek
Poccuiickoit Pepepaumm, paboTarowmx ¢ MONOAEKbIO

40 |ocywecTBaeHune MOHWTOPUHIA [eATeNIbHOCTH OA4Ha 105,0
CcneunanmnsmpoBaHHbix b6ubnmnotek Poccuiickon depepauumun,| wWHbopmaums

paboTalolwmx C MOIOAEKbIO ANA BBOAA B basy (exkemecayHo)




MNpumevarue:

- K HOPMe BPEMEHM NMpPU COCTaBNEHUN AOKYMEHTOB, PErNAMEHTUPYIOLWNX AEATENbHOCTb PpecnybMKAHCKUX, KpaeBbiXx N 061acTHbIX BUBAMOTEK, NPUMEHAETCS
nosbllaowmnit Koadduument 1,5;

- Bpemsa NpoBefeHUs NeKUUU, KOHCYNAbTaluuKn, NPAKTUKYMOB, CTaKMPOBOK, NPAKTUKK, NpebbiBaHMA B KOMaHAMPOBKE M NpoBedeHus MHpopmaummn no ee
pesy/sbTaTam B HOPMY BPEMEHMU HE BXOAMT.

4.12. PaboTbl HAy4YHO-OPraHM3aLMOHHOTO XapaKTepa

Tabnuua 82
N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHus BPEMEHMU,
MWH.

1 2 3 4

MNMoaroTosKa n nposefeHne  TEOPETUYECKOW, Hay4HO-

NPaKTUYECKON KOHdEepeHLMN, TeMaTUYEeCKOro CeMMHapa; MOUCK

MeXAYHAPOAHbIX CNeuunanncTos; COMpOoBOXAeHMne

MEXKAYHapOAHbIX CMeLMasucToB B KayecTBe MepeBOAYMKa;
NUCbMEHHbIN NepeBog MHGOPMALMOHHbBIX MaTepManos C PYCCKOro
Ha MHOCTPaHHbIE A3bIKN

OnpeaeneHune cocTaBa OPrkOMUTETA M YHaCTHUKOB KOHbepeHLmH, OfiHO
cemuHapa; ¢opmMupoBaHMe U yTBepKAeHWe MnporpamMmmbl M| mMeponpuaTue
npurnacuTenbHoro 6uneTta; opraHUM3aUMOHHblIe MeponpUATUA;
nogrotoBKka K  W34aHMIO  Te3ncoB; BbipaboTKa  NpoekTa
pekomeHaauuin; dUHAHCOBO-X03ACTBEHHOE obecneyeHue
KOHOEepeHUMM, CeMWHapa; aHaiM3 U OueHKa  paboThbl
KOHbepeHLMM, ceMUHapa; nogseaeHne uToros

Konnuyecrso Y4aCTHUKOB:




1-100 5670,0
101-150 7560,0
151 - 450 9300,0
MoarotoBKa M nNpoBeAeHWE CemMMHapa, MeTOAMYECKOro AHA,

3acegaHua "Kpyrnoro ctona", BebuHapa

Onpeaenexue YYaCTHUKOB, pyKoBoauUTeN A, JIEKTOpOB, OfiHO

OOKNaZuYMKOB, CpPOKa W  MecTa MpoBeAeHWUA CemuHapa,| MmeponpusaTue
MEeTOAMUYECKOro AHA, 3acedaHua "Kpyraoro crona", sebuHapa;

onpeaeneHne KOHTUHIeHTa y4acTHUKOB; pa3paboTka nporpammsi;

MHGOpMaUMOHHOE obecneyeHue; BblpaboTKa npoekTa

peKOMEeHAAUMIA; U3aHME U PACCbIIKA NPOrpamMbl; PervcTpaums

YYaCTHUKOB; TexHu4yeckoe COMPOBOXKAEHUNE BebuHapa:

obecrneyeHne 3NEKTPOHHON  KOMMYHMKATMBHOW  MAOLLALKM,

NoAroToOBKa  3NEKTPOHHbLIX  MpPe3eHTaumii, KOHBepPTUPOBaHMWe

npes3eHTaUMii Ha 3NEeKTPOHHble MNAaTGOPMbI, AWUCTAHLMOHHAA

HaCTPOMKa  KOMMbIOTEPHOrO  0OOpPYy[0BaHUA  CaylwaTenew,

npesBapuTenbHoe TeCTMpOBaHWE U BefeHMe BeOMHapa; aHanus u

OLEHKa CemMWHapa, MeToAMYECKOro AHA, 3acedaHusa "Kpyraoro

ctona", BebmHapa

KonnyecTtBo y4aCTHMKOB:

1-50 1570,0
51-100 3980,0
101-150 6150,0
151 -450 8270,0

MoaroToBKa 3aceaHuni peaKonnernu:




8 |yTouyHeHMe cpoKa M NOBECTKWU 3acedaHus; oTbop maTepunanoB 4sd| O4HO 3acedaHue 560,0
obcyKAeHMA U NoAroToBKa MX A8 KONMMPOBAHWUA; onpeseneHue
OMNMOHEHTOB (peL,eH3eHTOB); OMOBELLEHME O 3acedaHUKn YeHOB
pesKoNNernm; paccblika MaTepuManoB MO MOBECTKE 3acedaHus;
opopmiieHMe  MNPeasioXKEHWUM,  BbICKA3aHHbIX  YYaCTHUKaAMMU
3acepaHuA

Opl’aHMBaLI,MFI 3ace,u,aHm71 I'IpO6J'IEMHbIX KOMMCCMVI, COBETOB,
TBOPYECKUX KONNNTEKTUBOB!

9 |onpegeneHne NOBECTKU AHA WU CPOKOB NPOBeAEHMA 3acefaHuA, O4HO 940,0
YTOYHEHME COCTaBa YYaCTHMKOB; NOAFOTOBKA [JAOKYMEHTOB,| MeponpuAatue
OpraHM3auMoHHble MeponpuATMA (oMnoBelleHWe O 3acefaHuu,
noabop matepuanos); obpopMmaeHNE NPOTOKONA U PELLEHNSA

MpumevaHue:

- NPU NPOBEAEHUN MEPONPUATUIN HA MEXKAYHAPOAHOM YPOBHE K HOpME BPpEMEHU NPUMEHAETCA NoBbIWaowmii KoaddnumeHT 2,0; Ha peaepanbHOM YPOBHE
-1,85;

- B HOpMY BpemMeHU He BXOAUT BpeMA NnpoBeaeHuA KOH(I)epeHLI,MM, CceMHnHapa, metoanyeckoro gHA, 3acengaHuA "prrnoro cTona" u BpemsA, CcBA3aHHOE C
n3gaHnem matepumanos KOH(I)epeHLI,MM, ceMHnHapa.

4.13. PegakTnpoBaHue pyKonucemn

Tabnuua 83
N HanmeHoBaHMe npouecca, onepaunn. Coctas paboTsl EavHuua Hopma
n/n n3mepeHms BPEMEHMU,
MWH.
1 2 3 4

PepaKkTnpoBaHMe HayyYHbIX U METOANYECKUX MaTepnasnos




MpoBepKa 1 UcnpaB/eHne PyKonucu B NpoLecce NoAroToBKM ee K
rneyaTM; YCTaHOBKA  COOTBETCTBMSA  TEKCTa  Hay4dyHbIM U
AnTepaTypHbiM TpeboBaHUAM, GOpMe U LLESIEBOMY HA3HAYEHUIo
M3gaHuA, CornacoBaHMe BHOCUMMbBIX WCMPAaBAEHUI C aBTOPOM;
popaboTKa pykonucu:

penakTMpoBaHne MoHorpaduii, COOPHMKOB HayYHbIX TPyAOB,| OAMH aBT. IUCT 2840,0
HAY4YHbIX OTYETOB, NPAKTUYECKMX NOCOBUIA

pPeaaAKTUPOBAHME METOAMYECKUX MATEPUANOB: WHCTPYKTUBHO-| OAMH aBT. AUCT 2500,0
METOAMYECKUX NMUCEM, PEKOMEHAAUMMN, KOHCYnbTaumi, 0630pos

AeatenbHocTn 6nbamoTek

peaakTupoBaHue LOKYMEHTOB, pernameHTMpyoWmx| OAuH aBT. INCT 2400,0
[eAaTeNbHOCTb 6MBNMOTEK: YCTAaBOB, NONOXKEHWNMN, MHCTPYKLMIA

pedakTMpPOBaHME  CTAaTUCTMYECKUX Tabnauy, yyeTHbix $oOpMm,| OAWH aBT. AUCT 1980,0
o0bpasyos

pefakTMpoBaHMe  MaTepuanoB  KoHdepeHUMn:  AOKNaJoB,| OAMH aBT. IUCT 1050,0
coobuieHni

Pacwuoposka aypuosanuceir  (matepuanoB  KoHdepeHUUi,

COBeLaHNi):

Habop TeKkcTa c ayanodaiina OAVH aBT. INCT 2400,0
peaakTMpoBaHMe HabpaHHOro TEKCTa OAWH aBT. NCT 1200,0
KOHTPO/IbHOE pefaKTMpoBaHue OAOMH aBT. INCT 120,0
PepakTupoBaHue nonynapHoro o6ubamnorpadumyeckoro nocobus,

pPeTpOCNeKTUBHbIX Hay4YHO-BCNOMOTaTE/bHbIX yKasaTenen,

0630poB, CNpaBoK, pedepaTos, aHHOTALMNI:

penakTMpoBaHWe nonyasapHbIXx 6ubnnorpadmyeckux nocobuit:| oauH aBT. AUCT 2640,0




TemMaTHUyecKkmx bnubamorpadmuyecknx ykasartesnen, CpaBoyHNUKOB

10 |pepakTnpoBaHMe pPeETPOCNEKTMBHbLIX Hay4YHO-BCMOMOraTeAbHbIX| OAWH aBT. ANCT 2100,0
yKasarteneu
11 |pepakTMpoBaHMe aHANUTUYECKUX 0630POB, CMPaABOK, aHHOTAUWIA,| OAMH aBT. INCT 1080,0
pedepatoB, cBoAHbIXx pedepaTuBHbIX 0630pOB, 3IKCMpecc-
nHbopmauui
12 | pepaktupoBaHue 6ubnmorpadmyeckon sanucu oAHa 3anucb 4,6
13 | KOHTpPO/IbHOE peaaKkTUpoBaHneE OZHa 3anmucb 6,2
MpumeyaHue: Npy pesakTMPOBAHNM CMELLUAHHOIO TEKCTa K HOPME BpeMEHW NPUMEHAETCA NOBbIWatoWmii KoapouumeHT 1,1.
4.14. BcnomoraTe/ibHO-TeXHUYecKan paboTa
N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsl EamHuua Hopma
n/n n3mepeHms BPEMEHMU,
MWH.
1 2 3 4
1 |o3HaKomneHue c maTepmasiom OOVH OOKYMEHT 10,0
2 | pefaKkTMpoBaHMe maTepuanos OJVH OOKYMEHT 12,0

4.15. PaboTa no opraH13aumm Tpyaa 1 ynpaBaeHuio

Tabnnua 84

Tabnuua 85



N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MUH.
1 2 3 4
MnaHupoBaHue paboTbl
Cbop, aHanM3 ucxogHon MHbOpMauuK; onpeneneHne OCHOBHbIX OAMH NnaH
3a4ad roga, yToYHeHWe CPOKOB BbIMOJIHEHWA 3aA4aHWUN, HanMcaHue
O0OBACHUTENBHON  3aMUCKKU; MNOArOTOBKA MNpOeKTa nnaHa K
obCcy)KAEHUIO Ha BCeX YPOBHSAX, AopaboTKa nocne obcyKaeHus;
npeacTaBieHMe NAaHa Ha COrNacoBaHME U YTBEPKAEHUE:
1 |nnaHa 6ubanoTekn 6240,0
2 |nnaHa oTaena, cekropa 2740,0
3 |MHAMBUAYANbHOIO NAaHa 370,0
ExkegHeBHbIM yYeT paboTbl B CTPYKTYPHbIX NO4pa3aeieHunax:
4 | cTaTUCTUYECKUIA y4yeT 3anucaBlumxca (nepepernctpupoBasluMxca)| oaHa 3anucb 2,8
yuTaTenemn
5 |cTaTUCTUYECKMM YUYET KHUTOBbIAAY, NOCELLEHUM ofHa 3anucb 8,6
6 |yuer MHPopMaLUMOHHO-6Mbnorpadmyeckomn paboTbl no| ogHa 3anucb 2,7
yCTaHOBNEHHOM popme
7 | y4eT BbINOAHEHHbIX CNPAaBOK ofHa 3anucb 2,7
E)XeaHeBHbIN y4yeT aboHEHTOB, Nonb3yowmxca MBA:
8 | cTaTUCTMYECKNM yueT aboHeHTOB, Nob3ytowmxcs MBA ofHa 3anucb 2,7




9 |cTaTUCTMYECKMIt  y4yeT  MOJIYMEHHbIX  3aKa3oB,  BblAAHHbIX| OAHA 3amnucb 9,8
[ OKYMEHTOB
10 |cTaTUCTUYECKUIA y4YeT 3aKa3oB, MepeHanpaBfieHHbIX B Apyrve| oAHa 3anucb 2,7
6ubnnoTtekmn
11 [3anucb wutornm paboTtbl B "[HEBHMK paboTbl" nogpasgeneHusa| onHa 3anucb 3,2
bubnnoTtekn
12 |MHAMBMAYaANbHbIA Y4YeT: eeAHEBHOE 3aMnoJIHEHME NINCTKA yyeTa| oOJHa 3anucb 2,7
TpyAo3aTpaT UAM AHEBHUKA pPaboTbl BUbAMOTEKApPS
CBOAHbINM CTAaTUCTUYECKUI YYET Mo bubanoTteke
Yncno  uuTaTenei, KHUrosblgay, MNOCEWEeHUMA U WHOM| OfAHa 3anucb
uHbopmauum; nogBedeHUE WUTOrOB CTAaTUCTUYECKMX AaHHbIX MO
bubnnoteke:
13 |mecay, 528,0
14 |kBapTan 792,0
15 |rog, 1080,0
CTaTUCTMYECKUiM yueT B pexknme AC:
16 |BBOA CTAaTUCTMUYECKMX AAHHbIX C KOHTPOABLHOIO INCTA O4WNH NNCT 0,16
17 |cBOAHbIV CTaTUCTUYECKUIA YYeT No BUbaMoTeKe (YUNCNO YMTaTeNeN, Ha mecsl, 120,0
KHUIOBbIAAY, NOCELLEHNA U MHOW MHPOPMaLMK)
MNoaBeaeHWe UTOroOB CTaTUCTUYECKMX AaHHbIX N0 BUbAnoTeKe: Ha mecal,
18 |mecay, 0,27
19 |kBapTtan 0,27




20 |ropg 0,27
CocTtaB/ieHMEe OTYETOB:
21 |npuem  NNAaHOBO-OTYETHbIX  AOKYMEHTOB  OT  CTPYKTYPHbIX| OAVH AOKYMEHT 13,0
noApasgeneHnin ¢ NpPoBEPKOM MNOMHOTbI COCTaBa; COCTaB/ieHME
CBOZHOM Tab/iMLbl OCHOBHbIX MOKa3aTenen
CoctaBneHMe aHA/NIUTUYECKOrO OT4YeTa: aHanu3 AeATe/IbHOCTU O4MH oTyeT
nogpasgeneHnin u 6MbAMOTEKM, OTMETKA W3MEHEHMA 3a rog,
HanucaHMe TeKCTa, nNpeacCTaBNeHME Ha CcornacoBaHve u
yTBEPXKAEHNE:
22 |oTyeT BUBAMOTEKM 3a Frog, 3980,0
23 |oT4eT OTAENa, CEKTOPA 3a roj, 1320,0
24 | MHOMBWUAYA/bHbIN OTYET 33 FO4, 586,0
CocTaBneHue dpMHaHCOBbIX OTYeTOB 06 onsaTe No BMAAM NAaTHbIX|  OAWH OTYET
ycnyr:
25 |3a mecay, 510,0
26 |3a KBapTan 840,0
CocTaBfieHMe oT4eTa gAs YnTaTenei U HaceneHus:
27 |onpepeneHne CpoKa nMpoBedeHMA OTyeTa, MNOBECTKU AHA; O4HO 1580,0
OnoBelWleHMe O [JHe OT4yeTa uYMTaTenel, HaceNeHus; BbIMYCK| meponpuatue

CTEHra3seTbl, Od)OpMnEHME NPOTOKONa, 3ameYyaHui n
I'IpEAJ'IO)KEHMf;I qMTaTeneﬁ, HaceneHma, CoCTtaB/sieHME nN1laHa WX
peannsaunm

MoAroToBKa NPOU3BOACTBEHHbIX COBELLAHMIA




OnpepeneHne nOBECTKU [AHA, Kpyra Y4YaCTHUKOB; MNOArOTOBKA ogHo
CNpPaBKK, APYrMX MeponpuUATUIA, NPOEKTa PELUEHMA; OMNOBELLEHNE| COBeLlLaHue
YYACTHUKOB COBELLAHMWA; NOATOTOBKA MOMELLEHUA:
28 |coBewaHune paboTHMKOB BMBNMOTEKM 320,0
29 |coBelwaHue paboTHUKOB oTAeNa 264,0
30 |coBewaHne NO UTOram MPUHATbIX PELIEHUIN C LENblo OLEHKU UX O4HO 27,0
pe3ynbTaToB, NPOM3BOACTBEHHbIE COBELLAHUA NO UTOrAaM roga coBellaHue
31 |onepatusHoe coselaHue (nnn peleHmna TeKyLWMX O4HO 22,0
NPOW3BOACTBEHHbIX 3a4a4) coBellaHue
OpraHusaumoHHas (onepaTtueHan) pabora:
32 | goKymeHTanbHOoe odopmJIeHNE penuma paboTbl  oThena| oavH AOKYMEHT 268,0
(coctaBneHnue rpadurka paboTbl, OTMYCKOB U APYIUX LOKYMEHTOB)
33 |obecneyeHne KOHTPOJIA 3a BbIMNOJIHEHMEM MNPOU3BOACTBEHHOrO| OAHO 3aJaHue 4,4
3a4aHns N KayecTBOM paboThl
34 |obecneyeHne KOHTPONA 33 MCMONHEHMEM YNPABAEHYECKOrO| OAWMH AOKYMEHT 8,8
peweHuns, NpuKasa, yKasaHuA AMPEKTopa, 3am. AMPEKTOpa, 3aB.
oTAE/IOM
35 |3aKatoueHne, NpoasieHne aorosopa ¢ Gupmamm, NpeanpuaTUAMKU,| OLUH [OrOBOP 840,0
OpraHM3aUMAMM, YaCTHbIMU NpeanpPUHUMATENAMM
36 |cocTaBneHue KanbKynAaLUmM LEH Ha NAaTHbIe YCAYyrn OJVH OOKYMEHT 3340,0
37 | BbINMCbIBaHME CYETA, KBUTAHLMMN OOVH OOKYMEHT 13,4
38 |cBepKa onsatbl CHETOB OAWNH OOKYMEHT 13,8

[enonponssoacTBo:




39 |npuem n perucrTpauma BxogaALLen KoppecnoHaeHLMn O4WH OOKYMEHT 5,6
40 |obecneyeHne KOHTPOAA 3a CBOEBPEMEHHLIM WCMONHEHWEM| OAWMH AOKYMEHT 5,6
OOKyMeHTa
41 |cuctemaTtMsauma M NOALWMBKA WCMOJIHEHHbIX LOKYMEHTOB B| OAMH AOKYMEHT 5,6
COOTBETCTBMM C HOMEHKIATYPOU Aen
PaboTa B perkume AC:
42 | perucTpauma BXoAAlLel KoppecnoHAeHUMM: BBOA B 6a3y AaHHbIX| OAHa KapTO4Ka 7,6
KOHTPO/IbHOM KapTOYKM (ZaTa NocCTyniaeHus, MHAEKC OOKYMEHTa,
KOPPEeCcnoHAEeHT, JaTa, WHAEKC MOCTYNUBLUEro AOKYMEHT],
KpaTKoe cogeprKaHne, pe3osiouns, Komy HanpassieH)
43 |obecneyeHne KOHTPOAA 3a MCNOSHEHMEM AOKYMEHTA: BblBOA, Ha| OAHa 3anuchb 4,6
3KpPaH KOHTPO/IbHOM KapTO4YKWM, BBOA B Hee MHbopmauum 06
WUCMNONIHEHUU
MpurmeyaHue: Bpema NPOBEAEHNA OTYETA Nepes, YNTaATENAMM, HaceNeHNeM, COBELLAHNIN B HOPMY BPEMEHMU HE BXOAMT.
4.16. O6cny>kMBaHUe yaaNeHHbIX No/ib3oBaTeNein
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n nsmepeHus BpemeH#,
MUH.
1 2 3 4
Perncrpauma nonb3osatenei B pexxmme OHNANH:
1 |npoBepKa 3anucu nosib3oBaTtesnsa B 6MbanoTeky oAuH 1,0

Tabnnua 86



nonb3oBaTe/ib

06paboTka u BBOA GaMUIMM, UMEHM, OTYECTBA NO/Ib30BATENA U oANH 2,5
afpeca ero 3/1eKTPOHHOM NoYTbI 3NEKTPOHHbIN
dopmynap

COCTaB/IeHMEe MUCbMa C YKa3aHMEeM JIOFTMHA U CreHepupoBaHHOTO OfiHO 2,5
CUCTEMON Naposs, MPUKPErnseHne WHCTPYKLMMU MONb30BAHUA M| 3/IEKTPOHHOE
OTMNPaBKa ero No 3/1eKTPOHHOW NOYTE NO/Ib30BATENIO NMUMCcbMO
O6cny»knBaHMe Nosib30BaTeNEN B peXXUME OHNANH:
KOHCY/IbTaLMA NO UCMOAb30BAHUIO MHTEPAKTUBHON B, KHUT O4Ha 5,0

KOHCybTauus
COMPOBOXAEHWE BUPTYANIbHOM KHUrOBblAaun: GOpPMMPOBAHME|  OAMH 3aKas 7,0
3aKasa Ha BUPTYa/ibHOWM KHWUKHOM NOJIKe
BbIrpy3Ka 13 AC HOBbIX MOCTYMN/EHMA 33 ONpeaeeHHbI nepuog, oavH dainn 5,0
BPEeMeHMU B BMJE yKasaTena HOBbIX nocTynaeHun (YHN)
pasMellleHMe HOBbIX MOCTYM/IEHWIA AOKYMEHTOB Ha caiTte oauH dain 1,5
61MBNNOTEKM: CO34aHME 3aro/sIoBKa aHHOTAUMKM MNPUKpPenneHne
dainna(os)
paccblika MO 3/IEKTPOHHOM MNoYTe yAaNeHHbIM M0/b30BaTENSAM OfiHO 1,5
MHDOPMaLUM O HOBbIX MNOCTYMNIEHUAX LOKYMEHTOB 3N1eKTPOHHOE

n1cbMo

MHPOPMAUMOHHOE COMPOBOXKAEHWE CaliTa, MopTana U CTpaHuUL, B 0fHO 1,5
COUMANbHbIX  CeTaAX: co34aHMe  3arosIoBKa aHHoTauum| coobuweHne

npuKpenaeHve ¢anos

PaboTa c canTom otaena 6ubamotekn

PaboTa c HoBOCTAMM oTaena:




10 |noaroToBKa maTtepuana K nybamMkaumm (npecc-penns, NnocT-penms,| oAuH nevyaTHbln 1050,0
cTaThA) et
11 | pasmelyeHne HOBOCTM Ha canTe OZHa HOBOCTb 10,0
12 | pasmeLlLeHMe HOBOCTU B COLMAJIbHBIX CETAX Oo4Ha HOBOCTb 10,0
13 |oTnpaBKa HOBOCTHOIO COOOLWEHUA A/1A pasMELLEeHUs Ha caiTax O4HO 10,0
napTHepos coobuieHne
14 |nogbop UnnCTPaLmMm K HOBOCTH ogHa 5,0
WANOCTPaLmA
PaboTa c doToranepeeit otgena:
15 | poTocbemka 0fHa CbeMKa 30,0
16 |nogbop doTorpaduii ofAHa 3,0
¢doTorpadus
17 |obpaboTka dpoTorpaduin c nomoulbio rpapuyeckoro pegakropa oAHa 15,0
¢doTorpadus
18 |co3gaHune poToranepen o4Ha 15,0
doToranepesn
19 | pobasneHune nognucen K potorpadpmam ofAHa 2,0
¢doTorpadus
PaboTa C NONHOTEKCTOBLIMM maTtepuanamu,
6ubnnorpadmMyeckMMM CNMCKaMu Ha calTe:
20 |dopmaTMpoBaHMe MmaTepuanoB Ans nybanKauuu (nepesos, B| OAMH mMaTepuan 20,0
apyrue dopmartbl, gefieHMe MmaTepurana Ha YacTu)
21 |pobaBneHve onucaHMA K maTepuany (aHHOTauuAa, KAlYeBble| OAMH MaTepuan 10,0




cnosa) - 1000 3HakoB

22 |3arpyska maTepuana Ha BHELHWI cauT O4MH maTtepunan 15,0
23 | obHOBNEHME CNUCKA NYBANKAUNIM COTPYAHUKOB OTAEeNa OA4Ha 2,0
6ubnanorpaduye
CKaf 3anucb
PepakTtupoBaHue 1 ob6HoBAEHME MHPOPMALLMK HA caliTe:
24 | pepaKTMpOBaHME MaTepuanos oAHa 3anucb 2,0
Co3spgaHve ¢GopMbl  3N1EKTPOHHbBIX OMPOCOB  (3Kcnpecc-onpoc,
OH/N1alH aHKeTUPOBaHMe):
25 |co3pgaHue n pasmelleHne BONPOCOB Ha caliTe O4MH BONpPOC 6,0
26 |co3gaHue cTpaHuMLbl onpoca u aobaBneHWe Koaa ¢ canta OfHa CTpaHuLa 15,0
Co3paHne HOBbIX pa3fenos Ha calTe:
27 |co3paHue OOVH pasgen 15,0
PepakTMpoBaHue n obHoBAEHME MHPOPMALMOHHOIO KOHTEHTA HA
canre:
28 | pepaKkTMpoBaHUe CTaTel, pa3meLLLeHHbIX Ha caliTe 0fiHa HOBOCTb 10,0
29 [noMck wn  otbop  MHPopmMauMn  gNA  PefaKTUPOBAHMUSA 20,0
cTaTucTuyeckom b/l
30 | obHoBNeHMe 3anucein B o/ Ha 3anucb 5,0
31 |BHeceHMe HOBbIX 3anuncen B b/] O/lHa 3anmcb 10,0

O6paboTKa AOKYMEHTOB A/1A 3arpy3KM Ha CalT:




32 | pepakTupoBaHue U GpopmaTUpPOBaHMNE TEKCTA AOKYMEHTA OAWH aBT. NCT 60,0

33 |KOHBEpPTUPOBAHWE [OKYMEHTa M3 ogHoro dopmaTta B ApYroh| OAWH AOKYMEHT 10,0
dopmat

34 |3arpy3Ka Ha BHeLHWe pecypchbl OAWNH OOKYMEHT 15,0

35 | pa3melleHMe Ha caliTe oThena OOVH OOKYMEHT 10,0
3anonHeHue CTpaHULbl OTAE/A B COLMAbHbIX CETAX:

36 |MNOMCK 1 OTOOP HOBOCTEN HA BHELLHUX pecypcax 0/JHa HOBOCTb 24,0

37 |cocTaBaeHue aHHOTaUuM K HOBOCTAM Oo4Ha HOBOCTb 15,0

38 | pasmelueHMe NOCTa Ha CTpaHULEe oTaena O Ha HOBOCTb 5,0




4.17. OnpegeneHne KHMroobecneyeHHoCTH yyebHoro npouecca B 6ase gaHHbIx AC

N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3MepeHus BPEMEHMH,
MWH.
1 2 3 4
1 |noucKk onpegeneHHon AUCUMNANHBI y4ebHOro npouecca B moaynie ofHa 1,0
"KnuroobecneveHHocTb" AMCUMNAMHA
2 |[nouck B 6ase paHHbix AC [OKYMEHTOB, noaxogsawmux Ans OA4Ha 10,0
BbIOPaHHOM  AUCUMNAUHBLI  (OCHOBHOM CMUCOK), B peXume| AUCUUNINHA
NPOCTOro U pPacLUMPEHHOrO NOUCKa
3 |NpoCcMOTP Ka)KAoro [JOOKYMEHTa Mo BCeM MNapameTpam Ans| OAWH AOKYMEHT 60,0
onpeaeneHns HeobXxoAMMOCTU BK/IKOYEHMA ero B CNUCOK, oTbop
BblOpaHHbIX 4OKYMEHTOB (406aBNEHNE K UMEIOLLMMCA NOSIAM eLle
oAHoro nona "gucumnanHa')
4 | npucoeAnHeHUe OTOBPaHHbIX AOKYMEHTOB (OCHOBHOM CMWUCOK) B ofiHa 5,0
moayne "KHuroobecneyeHHOCT" K OnpeaeneHHoM gucumnanHe AnNcumMnanHa

5.1. KomnnektoBaHune $poHA0B

5. Tunosble oTpacneBble HOPMbI TPyAa Ha PaboTbl, BbINOAHAEMbIE
B JLETCKMUX, IOHOLWeCKUX bubanorekax, B bubamorekax HAN,
o0bpasoBaTeNbHbIX yupeKaeHUl (Ha oCHoBe aBTOMaTU3NPOBAHHbIX
cMCTeM ynpasieHna npoueccamm)
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N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MWH.

1 2 3 4

1 |npuem n ot6op Ana GoHAOB HOBbIX NOCTYNAEHUN, NOAYYEHHDbIX NO| OAMH LOKYMEHT 3,6
CONPOBOAMTENIBHOMY AOKYMEHTY - JIUCTY [OCYyAapCTBEHHOM
perncrpauum

2 | TexHW4yecKas o6paboTKa LOKYMEHTOB OAVH OOKYMEHT 4,5

3 |BBOA AOKYMeEHTOB B 6a3y AaHHbIX (B/) OZINH AOKYMEHT 4,5
5.2. bubanorpaduyeckoe onmcaHme U MHAEKCMPOBAHNE [OKYMEHTOB

N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsbl EomHuua Hopma

n/n n3mepeHms BPEMEHMU,
MWH.

1 2 3 4

1 |dopmuposaHne bubamorpadmyeckon 3anncM Ha AOKYMEHTbl Ha| OZAHA 3anucb 18,0
pycCcKom a3bike (onuncaTenbHas KaTanornsayus)

2 |dopmupoBaHne GubaMorpaduUeckon 3anmMcuM Ha LOKYMEHTbl HAa| OAHa 3anucb 27,0
WHOCTPaAHHbIX €BPOMNENCKMX A3blKax W  A3blKax HapoLOB
Poccuitickoit  depepauumn, Kpome pycckoro (onucatenbHan
KaTanornsaums)

3 | MHAEeKcUpoBaHMeE AOKYMEHTOB (cogepKaTenbHan KaTaaormsauns) OfiHa 3anucb 18,0
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5.3. PaboTa c KaTanoramm

N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MWH.

1 2 3 4
MoarotoBuTenbHana pabora:

1 |pa3bop KapToyek A/1a paccTaHOBKM B andaBUTHbIE KaTaiorm OJHa KapTouKa 0,5
PenaKktMpoBaHue reHepasbHOro andaBUTHOrO KaTaaora: 0JHa KapTOYKa

2 | KaTanor - ctapbiii pag (go 2000 roga) 1,0

3 |KaTanor - HoBbIi pAaa, (c 2000 roaa) 0,5

4 | KaTtanor - MHOCTPaHHbIe eBPOMENCKUE A3bIKM U A3bIKU HapOLOB 1,0
Poccum, Kpome pycckoro

5 |pasbop KapTouek A1 pacCTaHOBKWU B CUCTEMATUYECKME KaTanoru OJHa KapTOYKa 0,3

6 |pepakTupoBaHue [eHepanbHOro CUCTEMATUYECKOTO KaTasiora| OfHa KapToudKa 0,5
(FCK)

7 |pepakTMpoBaHue opurMHan-maketa b3 Ha  opHovacTHble| oAHa KapTouyKa 0,3
JOOKYMEHTHI

8 |pemaKTMpoBaHMe oOpuUrMHan-maketa B3 Ha  MHOrovacTHble| oZHa KapTo4Ka 0,45
LOKYMEHTbI

9 |pedaKTMpoBaHME 3anucel Ha eauHuubl XpaHeHua B O no| oaHa 3anucb 5,4

n3seuwleHnAmM o BHeCeHUn N3MEHEHUI B KaTanoru, noay4yeHHbimu
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13 TexHonornyeckoro otaena (TO)

PenaKktupoBaHue 6ubnnorpadumyeckmnx 3anucen (B3)
(KoHTpoNbHbIE Nons popmaTa 1 TekcTa b3):

OAHa 3anucb

10 |penaKkTMpoBaHME KOHTPOJIbHbIX Nosiei dopmaTa 5,4
11 |pepaktnposaHue Tekcra b3 5,4
12 |pepaktupoBaHue 6bubnunorpadpuyeckux 3anucerr (B3) B MO| oaHa 3anucb 5,4
(sBepeHne nHpaekcos BBK B B3)
13 |dopmuposaHue b3 B MO ¢ MCNoNb30OBAaHMEM CBOAHOrO KaTasora| oOfHa 3anucb 12,0
Poccuitckoit depepaumm
14 | pepaktuposaHue b3 Ha mHoroyacTHble 4OKymeHTbI B [10 oAHa 3anucb 12,0
5.4. Pabota c poHaoMm
N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsl EomHuua Hopma
n/n n3mepeHus BpEMEHM,
MWH.
1 2 3 4
MoarotoBuTenbHan paboTa:
1 |nmogrotoBka paboumx MecT; opraHusaums pabodyero mecra:| ogHo pabouyee 5,0

noakntyeHne  KomnbtoTepa, Bxog B OPAC, nposepka
3N1eKTPOHHOW MOYTbI, Paccbl/ika OTBETOB Ha 3aMpoChbl; NOATOTOBKA
3an1a K paboTe: opraHM3aums pPaboymx MeCT YuTaTesiel, BAaXKHas
06paboTka MOHUTOPA KOMMNbIOTEPA, CTAaHLIMK CaMOODBC/YKNBaAHUS,

mMecTo
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MOHMWTOpPA 3/IEKTPOHHOIO KaTa/ora, PAcCTaHOBKA (pasmelyeHue
KHUXHOIO MaccuBa, CAAHHOro nocne npeablayuiero pabouero
OHA, Ha MOJIKaX OTKPbLITOr0 AO0CTyna), O3HaKOMJeHuEe C
nepuoamMKon n ¢ HoBOCTAMM B ceT "UHTepHeT"

2 |nosiydyeHMe [OKYMEHTOB C BbICTAaBKM HOBbIX MOCTYNAeHWM (Npu| opHa napTua 16,0
y4yactum 4-x YenoBek) (100
[OKYMEHTOB)
3 |npuem HoOBbIX MocTynjeHuit B [porpamme nepenayn; CBepka| oAHa napTus 12,0
Ha/IMYMA KHUT B MAPTMW C CONPOBOANTE/IbHBIM JOKYMEHTOM (100
[OKYMEHTOB)
O6paboTKa HOBbIX NOCTYNAEHUN
4 |MepBUYHbIM  pa3bop HOBbIX MOCTYN/IEHWN; MNPOCTaB/eHUE| OAHa NapTus 26,0
WTemnena Ha TUTYAbHOM W 17 CTpaHMUaxX KHUIM; aKTMBAUMA U (100
pefakTMpoBaHMeE B 3/1IEKTPOHHOM KaTasiore; neyaTtb MHBEHTAPHOIO| [OKYMEHTOB)
N 1 npuknenBaHme PagnoMeTKn (e ANHNYHbBIE IK3EeMNAAPbI)
5 |Pa3bop fOKYMEHTOB A5 onpeAeneHnsa PacCTaHOBOYHbIX WMPPOB | OAMH AOKYMEHT 1,0
6 |MpeaBapuTenbHaa cUCTEMATU3AUMA OOKYMEHTOB  rPynnoBOWM| OAMH AOKYMEHT 1,0
06paboTKK ANA onpeaeneHns NoNoYHOro MHAEKCA
LWndpoBKa 4OKYMEHTOB: OAMNH OOKYMEHT
7 | cayma wudpamm (1 - "BupTyanbHbIn") 1,0
8 |6e3 wudpa 1,8
9 | pocbiabl 3,6
10 |BBOpg WHdpa 0,5

LLndpoBKa AOKYMEHTOB rpynnoBoi 06paboTku:

OAMNH OOKYMEHT




11 |npepBapuTenbHas cuctemaTusauma (BBOA, WMHAEKCA OTPacau 1,0
3HaHusA no Tabanuam BBK B 3K)
12 | geTanbHan cuctematmsauma (BBog nono4vHoro nHaekca 66K B 3K) 1,0
13 | 06paboTKa AOKYMEHTOB Ha MHOCTPAHHbIX €BPOMNEMNCKUX A3bIKax OAMNH OOKYMEHT 3,6
14 |06paboTka AOKYMEHTOB Ha HAUMOHA/IbHbIX A3blKaX HAPOAOB| OAWMH AOKYMEHT 4,5
cybbeKkToB Poccuiickont Peaepaunu
15 | npuem n obpaboTra gokymeHTos XVIII - XIX BB. OOVH LOKYMEHT 8,0
16 |npuem n 06paboTKa OTeUECTBEHHbIX NEPUOANYECKUX U3LAHUA U3| OAMH LOKYMEHT 1,8
3TN
17 |npuem n 06paboTKa MHOCTPAHHbLIX MNEPUOANYECKMX U3OAHUA U3| OOAUH LOKYMEHT 1,8
3TN
18 |nepewndpoBKa AOKYMEHTOB OOVH OOKYMEHT 27,0
19 |BBopg 6ap-koga gokymeHTa B IK OAVH AOKYMEHT 2,6
20 |nepepaya AOKYMEHTOB Ha Apyca ®b B gucneTyepckoi nporpamme OZHa NapTuA 26,0
(100
[OKYMEHTOB)
Ob6cnyKmnBaHue yntatenein n aboHeHTos B Ob:
21 |BbinoNHeHMe TpeboBaHWMI, NOCTYMUBLUMX MO 3/1EKTPOHHOMY o4HO 1,0
3aKasy TpeboBaHue
22 | B3aMMOpPACYET CO CTPYKTYPHbIMW NoapasaesieHnusamm 6nbanortexkm OJHa napTumA 14,0
(100
[ OKYMEHTOB)
23 |paboTa c 3a40/KEHHOCTbIO: COCTaB/ieHWe Mo 6ase YMTaNbHOrO| OAMH AOKYMEHT 1,8




3a/1a CNUCKa 3a0/IKHUKOB; COCTaB/leHMe Mo 6ase LeHTPasbHOM
Kadenpbl CNMCKA 3340/1KHUKOB; BblaeseHne M3 06LLero crnmcka
33J0/MKHUKOB ~ BUOAMOTEKM  33aJ0/KHUKOB;  eXefHEeBHbIM
KOHTPO/b OO0/KHMKOB C HarnomMMHaHMEM O HeobxogumocTu
BO3BpaTa  3aZep)KaHHbIX  KHUT;,  aHanu3  3dPeKTUBHOCTU
npoaenaHHomn paboTbl

ObecnevyeHune coxpaHHOCTU GOHAOB:

24 |noarotoBKka  AOKYMEHTOB  Ha MUKPOPUABMUPOBAHME  U| OAWNH AOKYMEHT 5,4
CKaHMpOBaHue
25 |nepepava OOKYMEHTOB Ha MUKPOOUAbMUPOBAHME n| ogHa naptma (20 16,0
CKaHMpoBaHue [ OKYMEHTOB)
CepKa ¢oHAa € 3/1eKTPOHHbIM KaTanorom (3K): OAMNH OOKYMEHT
26 |04HOYACTHbIE AOKYMEHTDI 1,8
27 | MHOroYacTHble AOKYMEeHTbI 3,6
28 |npoBepKa JoCTyna K 3/1eKTPOHHOMY pecypcy OAWNH OOKYMEHT 5,4
5.5. CnpaBoyHo-bunbnnorpadumyeckoe obcnyxkumpaHme
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MWH.
1 2 3 4

BbInosHeHMe yCTHbIX Bubanorpaduyeckmx cnpaBok:
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1 |noarotoBKa paboumnx mect eXxegHeBHO 13,0

2 | exenHeBHbIM CTaTUCTUYECKMI yyet CNpaBOYHO-|  exenHEeBHO 13,5
bubnnorpadmyeckoro obcnyKMBaHUs YMTaTenen

3 |uM3y4eHMe oOTpULATENbHbIX OTBETOB Ha OubauMorpaduyeckne| exxegHEBHO 13,5
3anpocsbl C Lenbto BbiABAeHMA Bpaka

4 | npuem 3anpoca Ha BbliNoAHeHMe bubanorpadmyeckoit cnpaBku OAMH 3anpoc 10,0

5 | odopmneHne KOHTPObHOIO INCTKA NOJib30BaTe A OAMH 1,0

nosnb3oBaTenb

6 |TemaTuuyeckan ycTHaa bubamorpaduyeckan cnpaska OfiHa crpaBKa 17,0

7 |appecHas ycTHaa cnpaBKa ofHa cnpaskKa 8,0

8 |yTouHsatowan ycTHan bubnnorpaduyeckan cnpaska ofHa cnpaskKa 18,0

9 |daKkTorpaduyeckan ycTHan bubamorpaduyeckas cnpaska OfiHa crpaBKa 15,0

10 | opmeHTUpYIOLWLAA KOHCYbTaunA o4Ha 6,0

KOHCy/IbTauusA

11 |6ubnunorpadurueckan/dakrorpadmueckan cnpaska no resnedpoHy OflHa cnpaBKa 12,0
BbinosiHeHME NUCbMEHHbIX 6Mbanorpadmyecknx cnpaBok:

12 |npuem 1 perucTpauma NMCbMeHHOro 3anpoca B OPraHM3aLMOHHOM|  OAMH 3anpoc 3
rpynne

13 | gucnetyepmsayma NMCbMeHHbIX 3anpocos B rpynne CBE0 eXxegHeBHO 60

14 |perunctpauma 3anpoca B KypHane yyeTa MUCbMEHHbIX CMpPaBOK| OAHA 3anucb 3

rpynnbl C6O

NMncbmeHHaa TemaTnyecKas cn paBKa:




15 [TemaTuyeckaa cnpaBka 1-oM cTeneHW CnoXKHoctM: po 25| opgHa cnpaBkKa 1200,0
Ha3BaHMM, C NPOCMOTPOM BMBANOrpadUYECcKMX UCTOYHMKOB

16 |TemaTuuyeckana cnpaBKa 2-OM CTEMEHU CNOXMHOCTU: cBbie 25| oaHa crnpaBKa 2900,0
Ha3BaHWI, C MNPOCMOTPOM OUBAMOrpadUYECKMX U TEKCTOBbIX
WUCTOYHMKOB

17 |nucbMeHHas yTouHsAwWan bubnmorpaduyeckan cnpasKa ofHa cnpaskKa 360,0

18 | nnucbmeHHaa agpecHas cnpaska ofHa cnpaskKa 120,0

19 | nnucbmeHHasa ¢akTorpadmyeckan cnpaska OfHa cnpaBKa 360,0

20 |NUCbMeHHble  KOHCynbTauun: TemaTuyeckaa  KOHCynbTauma, OA4Ha 480,0
KOHCY/IbTauuA-KAumLwe KOHCy/IbTauusA
PepakTupoBaHUe BbINOIHEHHbIX MUCbMEHHbIX CMPABOK:

21 |agpecHaa NMCbMeHHaA CnpaBkKa ofHa cnpaskKa 9,0
TemaTmnyecKkasa NMCbMeHHas CNpaBKa: OfHa cnpaBKa

22 |1-¥ cTeneHn cNnoXxHoOCTH 18,0

23 | 2-/A CTENEHM CIOKHOCTU 48,0

24 |yTOYHAOWAA NMCbMEHHAA CNpaBKa ofHa cnpaskKa 8,0

25 | dakTorpadmyeckas NnMcCbMeHHas crpaBKa OfHa cnpaBKa 8,0

26 | perncrpaums BbINOJHEHHON NMCbMeHHOM cnpaBku B rpynne CB0 B|  oaHa 3anuch 3,0
KypHase yyeTa NMMCbMEHHbIX 3aMpOCoB

27 |peructpaums BbINOJIHEHHOW NMUCbMEHHOM CnpaBKu B| 0fAHa 3anucb 2,0
opraHusaumoHHol rpynne C60

28 | opopmneHue n nepeaaya/oTnpasaeHne oTBeTa 3aKasumKy O4MH 3anpoc 12,0




BupTyanbHana cnpaBoYHana ciy»kba:

29 |BMpTyanbHaa TeMaTUYECKaA cnpaBKa ofHa cnpaskKa 18,0
30 |BupTyanbHaa agpecHaa cnpaBKa ofHa cnpaskKa 7,0
31 |BMpTyanbHaA yTOYHAKOLWAA CNpPaBKa ofHa cnpaskKa 18,0
32 |BUpTyaNbHaA OPMEHTUPYIOLLAA CNPABKa ofHa cnpaskKa 6,0
33 | opopmneHme oTBETA Ha 3aMpoC YnTaTena 0A4HO NUCbMO 6,0
34 |nonosHeHue apx1Ba BbINOJHEHHbIX CNPaBoK ("Bba3a 3HaHui") O/lHa crpaBKa 11,0
35 |ckaHupoBaHMe gokymeHToB K3 ¢oHagoB CBEO no 3akasam| ogHa cTpaHuua 3,0

nosnb3oBaTenei

KoHcynbTaumm: O4Ha

KOHCybTaumA

36 | meTogmyeckasn 10,0
37 |Tematnyeckas 10,0
38 |n0KanbHaa KoopAMHauMAa W AucneTyepusauma  BbIMOAHEHUA| O4HO NMUCbMO 12,0

BUPTYaJIbHbIX CNPaBOK

Bubnumorpadpuyeckoe obyyeHme nonbsosaTenemn

KoHcynbTaumm: O4Ha

KOHCy/IbTauusA

39 | meTogmyeckas 10,0
40 |TemaTnyecKas 15,0
41 |nogrotoBKka 6ubnunorpaduyeckoro ob3opa nNo  MeToaMKe| OAMH 0630p 2400,0




dopmupoBaHua  bubnuorpadpuyeckoir  3anmucu, pabotbl €
KaTasnoramu, 6ubanorpadumyeckumm WMCTOYHUKaMM
bopMUpPOBAHUA CINCKA INTEPATYPbI K HAay4HOM paboTe

42 |noarotoBKa W npoBeAeHWe 6ubauorpadumyeckoro obsopa no| oauH 0630p 480,0
meToanke bubnmnorpaduyeckoro onncaHumsa

43 |nposegeHue 3KCKypcuun no doHaam 7 CNpPaBOYHO-| O4HA SKCKypCuA 480,0
6ubnunorpapuyeckomy annapaty (CBA) LLBC
BepgeHue cnpaBoyHo-6ubnnorpaduyeckoro annapara:

44 | BepeHMeE apXmMBa BbIMOJIHEHHbIX CMPABOK B 3JIEKTPOHHOM pPEXUME | OAHa CNpaBKa 8,0

45 |BBOJ KapToTeK B b/l O4Ha KapTouKa 6,0
BbicTaBoyHas paborta: OfHa BbICTaBKa

46 |paspaboTKa nnaHa opraHusauum 7 9KCMOHMPOBAHMA 2160,0
TeMaTUYeCKOM BbICTaBKM

47 |noArotoBKa COMPOBOAMTENbHOM [AOKYMEHTAUMU K BbICTaBKe, 360,0
3TMKeTa)Ka

48 | MOHTaX BbICTaBKU 480,0

49 | neMOHTaX BbICTAaBKM 240,0




MpumeyaHue: Npu paboTe ¢ AOKYMEHTAMM HA MHOCTPAHHbIX EBPOMENCKMX A3bIKAX U A3blKax Hapoaos Poccuitickon Pepepaunn, KpoOMe PYyCcCKOro, K HOpMam
BPEMEHWN NPUMEHAETCA NoBblWaoLWmnin KoaddnumenT 1,15.

5.6. HOTHble n3gaHuA 1 3ByKo3anucum
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N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHus BpEMEHMU,
MWH.
1 2 3 4

dopmupoBaHme bubamorpaduyeckon sanmncu:

1 |Ha TrpamMnnacTMHKM Ha  pPycCKOM  s3blke  (onucaTtenbHas OOMVH OUCK 140,0
KaTasnormsaumsa)
2 |Ha rpamnnacTMHKM Ha MHOCTPaHHbIX EBPOMENCKUX A3blKax W OOMVH OUCK 180,0

A3blkax HapogoB Poccuiickoit Pepepauumn, Kpome pPyccKoro
(onncaTenbHas KaTanormnsaumn)

3 |Ha ayaAMo KOMMNaKT-AWCKE Ha PYCCKOM A3blke (onucaTesibHas OAVH AUCK 160,0
KaTanormnsaumsa)
4 |Ha aygMo KOMMaKT-AMCKEe Ha MHOCTPaHHbIX eBPONEeNCKMX A3blKax U OAWNH OUCK 220,0

A3blKax Hapoaos Poccuiickoit deaepaunn, KPOMe PYyCcCKOro A3blka
(onucaTenbHas KaTanormnsaumn)

5 | Ha my3blKaZIbHOM KOMMaKT-AncKe (onucaTtenibHaa KaTaaorusaums) OAWNH OUCK 480,0

6 |Ha HOTHble W3JaHMA Ha pPYCCKOM fA3blKe (onucaTenbHas| OAWH AOKYMEHT 132,0
KaTanornsaums)




7 |Ha HOTHble M34AHWA HA WMHOCTPAHHbLIX E€BPOMEMCKUX A3bIKax W| OAWH OAOKYMEHT 140,0
A3blKax HapoaoB Poccuiickont Pegepaumn, Kpome PyCcCKOro
(onucaTtenbHan KaTanormMsaums)
CnpaBoyHO-6MbAnOrpadmueckoe obCAYyKMBAHNE B UYUTASIBHOM
3ane
BbinosHeHWe ycTHOM bubanorpadumyeckoin cnpaBku:
8 |npuem 3anpoca Ha BbINoJHEHWE BUbAnorpaduyeckomn cnpaBku OAMH 3anpoc 6,0
9 |TemaTtmyeckas ycTHas bubanorpaduyeckas cnpaska OfiHa cnpaBKa 20,0
10 |ycTHas agpecHas 6ubnmorpaduryeckas cnpaBka ofHa cnpaskKa 12,0
11 |yToyHsAOWAn ycTHasa bubanorpaduyeckas cnpaBka OfHa cnpaBKa 22,0
12 | paKkTorpaduueckan yctHas 6bubnmorpadpuyeckas cnpaBka ofHa cnpaskKa 18,0
KoHcynbTauuum: ofHa
KOHCybTaumA
13 | 6ubnunorpaduyeckme 10,0
14 | opueHTUpyOLWME 3,0
15 |BcnomoratenbHO-TeXHUYecKne 6,0
BbInosHeHME NUCbMEHHbIX 6Mbanorpadmyecknx cnpaBok:
16 |npvem wn peructpauma 3anpoca B KHUre y4yeTa MUCbMEHHbIX| OAHa CnpaBKa 15,0
6ubnnorpadmyeckux cnpaBok
17 |mn3yyeHmne 3anpoca, YCTaHOBAEHME WIN YTOYHEHMEe 3/1eMEeHTOB| OAHa CnpaBKa 900,0

bubnnorpaduyeckoin sanncu

BeaeHwue cnpaBoYyHO-6ubAMorpaduyeckoro annapara:




18 |odopmaeHre KapToUuKM AN KapToTek O HA KapTo4kKa 16,0

19 |cospaHue 6ubnunorpaduyeckoi sanmcu (63) Ha cTaTbm NO My3blke| oOAHa 3aMnucb 8,0
N3 LOKYMEHTOB, HE COOTBETCTBYOWMX Npodunto M3

20 |BepeHune KapToTek OZHA KapTo4kKa 1,0
5.7. Paborta c niutepaTypoit no bubanorekoseneHuto, bubnmorpadoBeaeHN0 U KHUTOBEAEHUIO

N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsbl EomHuua Hopma

n/n n3mepeHus BPEMEHMU,

MWH.

1 2 3 4
O6paboTKa HOBbIX NOCTYMJIEHWMIA B NporpammHom obecneyeHuu
(No):

1 |npvem HOBbIX MOCTYM/IEHWIA OTEYECTBEHHbIX LOKYMEHTOB B| OAWH AOKYMEHT 0,5
AMCNeTYepCKOl Nporpamme nepegayn

2 |nNpvem HOBbIX MOCTYMNEHWA Ha MHOCTPAHHbLIX €BPOMENCKUX| OAMH AOKYMEHT 1,0
A3bIKaX W A3blKax HapomoB Poccuiickoit Pepepaumn, Kpome
pycckoro

3 |odopmneHne KapTOUYKM Ha OOKYMEHT Ha PYCCKOM fA3blke ANA| O4HA KapTouKa 8,0
KaTanoroB UM  06/1acTHbIX  KapTOTEK C  MCNOJ/Ib30BaHMEM
bubnanorpaduyeckoin sanncu

4 |odopmieHMe KapTOYKM Ha [JOKYMEHT Ha  WHOCTPAHHbIX| OAHa KapTo4Ka 10,0

€BPONENCKUX A3bIKax U A3blKkax Hapoaos Poccuiickon ®epepaumm,
KPOME pPYCCKOro, A/ KaTasioroB M 06/aCTHbIX KapTOTeK C
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ncnonb3oBaHMem bubanorpaduyeckoit sanmcum

5 |aHanutmnyeckoe onmncaHume gokymeHtos B 10 OJHa CTaTbs 12,0
O6cnykmBaHMe  Mnosib3oBaTeNen; BUPTyanbHasa  CnpaBoYHas
cnyxba:
6 |npuem Bubnmnorpaduueckoro sanpoca ymTaTtens OAVH 3anpoc 3,0
7 | BMpTyasbHAA TeMaTMYeCKadA CnpaBKa OA4Ha cnpaBKa 54,0
8 |BUpTyanbHaA agpecHasa crpaskKa OA4Ha cnpaBKa 18,0
9 |BUpPTYyanbHaA yTOUYHAIOLLAA CpPaBKa OA4Ha cnpaBKa 26,0
10 |BupTyanbHasa daKkTorpadmyeckas cnpaska OflHa cnpaBKa 20,0
11 |odopmneHue oTBeTa Ha 3anpPocC YMTaTens O4HO NUCbMO 10,0
12 | nononHeHWe apxmnBa BbINOJIHEHHbIX cCNpPaBoK ("'ba3a 3HaHnit") O/lHa crpaBKa 10,0
13 | erKeaHEBHbIN CTaTUCTUYECKNI yJyer CNPaBOYHO-| eXXegHeBHO 12,0
bubnnorpadmueckoro obcnyKMBaHuUs YmTaTenen
5.8. O6paboTKa onTUYECKMX KOMNaKT-guckos (OIP)
N HanmeHoBaHuMe npouecca, onepaunn. Coctas paboTsbl EamHuua Hopma
n/n n3mepeHus BPEMEHMN,
MUH.
1 2 3 4
1 |nonyyeHne M [oOCTaBKa ONTMYECKMX  KOMMAKT-AMCKOB M3| 0OAHa NapTuA 30,0
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aucnetyepckon OLLK3 LOKYMEHTOB
(100 guckos)
2 | npMem HOBbIX NOCTYN/IEHUN ONTUYECKMX KOMNAKT-AMCKOB 0fHa napTua 60,0
OOKYMEHTOB
(100 anckos)
3 | cymMMapHbIii y4eT KOMNaKT-AMCKOB (MO yCTaHOBNEHHOW dopme) o4Ha napTtuA 7,0
[OKYMEHTOB
4 | MHAMBMAYANbHbBIA YYET KOMNAKT-ANCKOB ofHa 3anucb 1,0
5 |TexHnyeckaa 06paboTka ONTUYECKMX KOMMAKT-AUCKOB OAMNH OOKYMEHT 2,0
6 |wundpoBKa 4OKYMEHTOB B Moayne 3kzemnaapbl MO OOVH OOKYMEHT 1,0
5.9. PaboTa ¢ untatensamm
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MUH.
1 2 3 4
3anucb nonb3oBaTtensa B 6ubanoTeky, paboTa c yntartenem:
1 |noarotoBKa paboumx MecT nonb3oBaTenen u obcnyKuBatollero oauH MK 2,0
nepcoHana: MPOBEPKA TEXHMYECKOro COCTOAHMA  CETeBOro
obecneyeHns U NapKa BbIMUCAUTENbHON TEXHWUKM, BKAOYeHUe MK
2 | npuHATME Mep no Ankeugauum cboes B pabote MK, pabote ceTy, oAnH cbon 10,0

OTCYyTCTBUA AoCTyna K base AaHHbIX I'IOI1b3OBaTEJ'IEI71,
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MHPOPMMPOBAHME COOTBETCTBYIOWMX CAYKO O cbosx, npoBepka
HeucnpaBHoro obopyaoBaHus, GpuKcauma cboes B TeTpaam y4eTa C
YKasaHMeM XapaKkTepa HeuCnpaBHOCTU M BPeMeHM Hadvana cbos,
nocne ycTpaHeHUs HenonafKu OTMeTKa BpeMeHU ee yCTpaHeHus

NPOCMOTP AOKYMEHTOB u4uTaTens (nacnopT, YAOCTOBEPEHWE,
NOpyYMTENbCTBO), NPOBEPKA HA/NMUMA YYETHO-PErncTpaumoHHOM
KapTOUYKM untaTenn

OAVH YnTaTesb

3,0

3anonHeHne ¢opmynapa uuTaTeNd, Y4Y4eTHO-PerncTpaLoHHOM
KapTO4KM, UnTatenbckoro buneta

OANH KOMNANEKT

5,0

O3HaKoOM/JeHMe  yuTaTens C  MpaBMAamMu  NO/b30BaHMA
bubnnoTtekomn, pacnonoxkeHnem GoHaa, CPaBOYHbIM annapaTom

OAVH YnTaTesb

6,0

noadbop M paccTaHoOBKa MO Homepam 6unetos, andaButy
damuInn YuTaTenen y4yeTHO-pPerncTPaLnNOHHbIX KapTodek

0AHa KapTouKa

2,0

OCYLWECTB/IEHNE KOHTPOAS 33 BO3MOMHbIM Ha/lMYMeM AaHHbIX O
yuTaTesie KaKk HapyluTene (AULWeEH NpaBa No/ib30BaHWA); BEAEHUE
(v perynsapHbIi NPOCMOTP) KapTOTEKU YUMTaTENEN-HapyLIUTENEN

O4VH YnTaTesb

0,5

MepeperucrTpaumsa YnTaTenem:

nouck dopmynapa (perucTpauMoHHON KapTOuyKM) uuTaTens,
BHECEHME W3MEHEHUA B HUX W B YUTATENIbCKUX bunertax
(yTouHeHMe aHKeTHbIX AaHHbIX, HOBOTO YMTaTENbCKOrO HOMepa,
[aTbl NepeperucTpaummn) ¢ BeAeHMemM KapTOTEKU Hay4yHbIX TeEM U
TEKYLWUX N3MEHEHMUI (MolydeHne 3BaHuiA, NybarKaumin, 1apos)

OlHa KapTO4Ka

2,0

3anucb (Nepeperucrpaumsa) yuTatenen B aBTOMATU3MPOBAHHOM
pexunme:

cbemKa (GOTOKamepon AnsA 4YMTaTe/IbCKoro buieta M BCTaBKa
doTorpadun B YyntTaTenbckmin bunet

oAuH
nocetuTesnb

2,0




10 |odopmaeHmre Koga YnTaTesia C KOHTPOJIbHbIM Pa3psiaoM U CPOKOM oAuH 0,4
No/Ib30BaHMUA YUTATE/IbCKUM OWNEeTOM, Ha OCHOBE BblAaHHOM noceTUTe b
nHbopmauum

11 |Bblgaya Ha NpMHTEP CBEAEHMI O 3aNMCaBLUEMCS YMTaTeNe B BUAE OAVH 0,4
ynTaTeNbCKoro buneta nocetTuTesnb

12 |Habop Ha KnaBmaType CBeAeHW O uyuTaTene: bamuauns, uUMs, OAMH 2,0
OTYECTBO, XapaKTepusylollMe ero npusHaku (obpasoBaHue, noceTUTe b
cneuunanbHOCTb), Koa, HOMEpP YNTaTeNbCKOro buneta; GoTocbemMKa

13 |ocywecTBNEHNE KOHTPOAA 32 BO3MOMHbIM HaAMYMEM [aHHbIX O OAVH 2,0
ynTatene, 3anucaslemcs B 6MbAMoOTeKy (paHee 3anucaH, NUWEH| noceTuTesNb
npaBa NonAb30BaHMWA)

14 |odopmieHue unuTaTeNbcKoro 6uneta ¢ HOMEPOM W CPOKOM| OAMH bunet 1,0
No/Ib30BaHMUA YMUTATE/IbCKUM OWNEeTOM, Ha OCHOBE BblAaHHOM
nHbopmauum

15 |Bblgaya Ha nNpUHTEP CBeAEHUM O 3anucaBLUEMCA YUTaTenNe; OAVH 15,0
npoBeAeHNe pPaANOYACTOTHOM MAEHTUOMKALUMM YUTATENbCKOro| MOCeTUTe/b
bunerta; nposegeHue AEHEeXHoro B3aMMOpacyeTa C
Nno/ib30BaTe/IEM YEepe3 Kaccy; yaaseHHas 3anucb: CBEPKA AaHHbIX
PErucTpauuoHHOMW KapTOYKM, Komum C nacrnopta, odopmiaeHue
aorosopa-odepTbl Ha NPeAoCTaBAeHNe AOCTyNa K 3/1eKTPOHHbIM
pecypcam 6ubanoTekn, Habop HaA KnaBuaType QAaHHbIX, A1
3aMo/IHEHMA O0roBOpa, BbIBOA AO0roBopa Ha NpUHTEP, NoAnucb
Anua, 3aK/10YaBLLEro 4orosop

16 |odopmneHue BXO4a-Bblx0Aa  YuTaTenA M3  6mMbanoTtekun OAWH 2,0
(nocTosAHHbIA  yMTaTeNbCKUIA  BUNEeT CKaHUpyeTcs, BblAaeTcs noceTuTesNb

KOHTPO/IbHbIM INCTOK)

BbinonHeHne TpeboBaHWMI MoNb30OBaTesNel, Bbldaya AOKYMEHTOB
13 OCHOBHOIO KHUroxpaHeHuaA/cneumMann3mpoBaHHoro ¢poHaa:




17 |nonyyeHue TpeboBaHUA HA AOKYMEHT M3 OCHOBHOIO XpaHeHWus, O4HO 1,0
npoBepKa NPaBU/IbHOCTU 3aMoJIHEHUA TPebOoBaHUA, perucTpaumn TpeboBaHue
18 |nonyyeHue TpeboBaHWA Ha AOKYMEHT, NpoBepKa NpPaBUAbLHOCTU oAHO 1,0
3ano/iHeHUA TpeboBaHuA, perucTpaumn, gopaboTka TpeboBaHua,| TpeboBaHue
noabop no wudpam B cneymannsnposaHHom GoHae
19 |ycTaHOBKA MeCTa HaxOXAEHWS HEeHaWAEHHOro AOKYMEHTa MOo| OAWH AOKYMEHT 5,0
6a3am 1 baHKam AaHHbIX, CNPABOYHbIM KAPTOTEKAM, KaTasioram
20 |Bblgaua LOKYMeHTa u3 oTaena| oguH LOKYMEHT 1,5
KHMroxpaHeHus/cneunanmsnposaHHoOro ¢doHaa yuTaTento;
OTMETKa Ha  KHWKHOM  dopmynsape/TpeboBaHnn;  3anucb
JOKYMEHTOB B UNTaTE/IbCKYIO KapTOYKKU (BKNAAHOMN UCT), OTMETKa
B KHUIe 3aKa3oB
Bbligaya LOKYMEHTa n3 oTaena
KHUroxpaHeHus/cneunannsnposaHHoro poHaa unTaTenio:
21 |npvem AOKYyMeHTa OT YuTaTena/nonb3osaTtens OOMVH OOKYMEHT 1,0
5.10. Bblgaya KOMNAEKTOB AOKYMEHTOB BO BpeMEHHOE No/b30BaHME NogpasaeneHmam 6ubanotekm
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMH,
MWH.
1 2 3 4
1 |odopmnenune 3aABKN/aKTa Ha KOMMNAEKT  AOKYMEHTOB,| OJHa 3aABKa, 20,0

nepeaaBaemblii B CTPYKTYpHOe nogpasaeneHme

OAWNH aKT
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2 |nopbop [OOKYMEHTOB B KOMMJEKTbl; pPerucTpauma BblAAHHbLIX| OAWMH KOMMAEKT 10,0
[OKYMEHTOB B y4eTHbIX popmax

3 |Bblgaya KOMMNNEKTOB AOKYMEHTOB, OTMETKAa HA KHMXHOM| OOMH KOMMIEKT 5,0
dopmynspe (vHgmKaTOpE) 4aTbl BblAaun, OaHHbIX
noapasgeneHnin, Moayyalowmx KOMMAEKT, OTMEeTKa B KHUre
BblgayM AaTbl BblAayM, AaHHbIX MOAPA3AENEHWUM, MNONYYAIOLMX
KOMMIEKT, OTMETKA B aKTe nepeaayn

4 | nonyyeHue KOMMNEKTOB LOKYMEHTOB oT CTPYKTYPHbIX| OAUH KOMMNJIEKT 18,0

noAapasaeneHnin; MoucK KHWKHoro dopmynsapa (MHAMKaTopa),
noraweHne OTMETKM O Bblgaye, B/IOXKEHWE €ero B [OOKYMEHT;
npoBepka $U3MYECKOro COCTOAHUA, NEPEecYeT NUCTOB, CBEPKAa C
aKTOM Mepeaayu; noraweHne oTMETKM O BblAaye B KHUre Bblgauun

5.11. O6cayxuMBaHMEe MNONb30BaTENE AOKYMEHTAMW B 3ase C MOpuAHbIM OOCNYKMBAHMEM, 3ajie 3/EKTPOHHbIX pecypcos, 3ane "WHTepHeT", 3ane
cneumannsnpoBaHHoro otaena. MNpuem 3akasos no TenedoHy U3 roposa

N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHms BPEMEHMU,
MWUH.
1 2 3 4
1 |npoBeaeHWe KOHcynbTauuu, becedpl C yMTaTenem no npasuaam| OAWH YMTATENb 2,0
obcnyKMBaHUA B 3a/1€ U NPeAoCTaBAsEMbIX YCayrax, o METOANKE
Nnoucka Mo cnpaBo4YyHo-6MbAMorpaduyeckomy annapaty npu Y3,y
KaTazlioros, KapToTekK, KHNXHbIX NOJIOK, O BO3MOXHOCTAX MOUCKa U
WCMOJIb30BAaHUA  3JIEKTPOHHbIX  pecypcos; WHOOPMUPOBAHKNE
YnTaTeNs O HOBbIX MOCTYMNIEHUAX
2 | KoHcynbTaumm no pabote c MK B 3ane, no paboTe B 3/1EKTPOHHOW| OAWH YMTaTENb 2,0
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6ubnnoTeke

3 |npvem 3aKa3oB M0/b30BaTe/leM HA W3L4AaHUA W3 OCHOBHOrO|  OAMH 3aKas 0,9
KHUTOXpaHMAMLWa

4 |nonyyeHWe [OKYMEHTa, 3aKa3aHHOro u4uTaTenem B OTAene| OAWH AOKYMEHT 0,9
KHUroxpaHeHua/cneunannsmposaHHoro ¢oHga/untasbHom 3asne
oTaena

5 |pacctaHoBKa W34aHUIA Ha OpPOHENONKax YMUTaNbHOrO 3ana,| OAWH AOKYMEHT 0,3
NOCTYMUBLUMX U3 KHUFOXPaHMMLLA NO 3aKa3aM Nosib3oBaTesniei

6 |noabop AOKYMeHTOB Ha BpPOHENOsIKe, 3aKa3aHHbIX M3 OCHOBHOMO| OAWMH AOKYMEHT 0,4
KHUIOXPaHMMLLA, Nepeaya Ha Kadeapy Bbloaun

7 |nopbop AOKYMEHTOB B NoAcCOBHOM ¢OHAE UMTaNbHOrO 3ana,| OAWH AOKYMEHT 2,0
nepeaaya Ha Kadeapy Bblgaun

8 |noabop AOKYMEHTa B XpaHEHUU CreumannsnmpoBaHHoro ¢oHaa,| oauH AOKYMEHT 10,0
OTMeTKa Ha TpeboBaHMM, nepegadva AOKYMEHTAa Ha Kadeapy
BblAaym

9 |ycTaHOBKa MeCTa HAXOMAEHWS HEeHaWAEeHHOro JAOKYMEeHTa no| OAWMH AOKYMEHT 22,0
CNpaBOYHbIM KapTOTEKaM, KaTasioram, permcrpaumsa OTKasoB

10 |Bblgayva 4OKYMEHTA YMTATENHD: CBEPKA BblAaBAEMOro AOKYMEHTA C OAMH 1,8
YMTaTENbCKUM TpeboBaHMeEM, npoBepKa HaNYMs| KOHTPOJIbHbIN
CTpaHuL/Kaapos MUKPodUabMa, MUKPODULL, CoaepsKaHne AMCKa, JINCTOK
CYMTbIBAHWE WTPUX-KoZda (NpM 3NEKTPOHHOM 3aKase) B moayne
"unpkynagma" K, OTMeTKa KHMIoBblAauM Ha KOHTPO/IbHOM
NNCTKe

11 |npuem p[OKyMeHTa OT u4uMTaTendA: CBepKa ero ¢ TpeboBaHMEM| OAMH LOKYMEHT 1,0

(KOHTPONIbHBIM IMCTKOM), MNPOBEPKa COXPAaHHOCTU AOKYMEHT],
Hanmuma cTpaHuL/Kaapos MUKpodUIbMa, MUKpodULL,




cogeprkaHne AWUCKa, CYUTbIBaHME WTPUX-KOAa (MPU 3N1EKTPOHHOM
3aKase), BHECEHUE OTMETKM O MPUEME Ha KOHTPOJIbHOM JIUCTKE

12 |nepepava/TpaHCNOPTMPOBKa/A0CTaBKa  AOKYMEHTAa, CAAHHOro| OAWH AOKYMEHT 1,0
yuTaTesiem, B OTAEN KHUTOXpaHeHUn
13 |BblACHEHME NO NOBOAY 3aKasa M NpoasieHMe CPOoKa NONb30BaHMA| OAWH 3anpocC 1,0
[OKYMEHTaMu no TenepoHy
14 |BblACHEHME NO NOBOAY 3aKasa WM NPOAJEeHME CPOKA NONAb30BaHMA| OAMH 3anpoc 2,0
[OKYMEHTaMMU MO 3/IeKTPOHHOM noyTe
15 |obecneyeHne KOHTPO/IA 32 CPOKaMU MOJIb30BaHMA JOKYMEHTOB O4MH 3anpoc 0,8
16 |npogneHne cpoKa MONb30BaHMA AOKYMEHTOB, MOMCK KAPTO4YKM,| Ha OOMH OeHb 30,0
BHECEHWEe OTMETKM O NPOAJIEHNUM CPOKA NONb30BaHMA, NPOAJEHNE
no TenedoHy CpoKa N0b30BaHUA
5.12. BHyTpeHHsAA paboTa
N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BpPEMEHMH,
MUH.
1 2 3 4
MoAroToBKa K BblAaye LOKYMEHTOB:
1 |npoBepKka OPOHEMNONIOK C OTNOXEHHbIMM [AOKYMeHTaMu (Nno| Ha oAuH AeHb 10,0
CpoKam)
2 | cbpocKa AOKYMEeHTOB (No cpokam) OZINH AOKYMEHT 0,2
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noasefleHne WTOroB W aHaau3 paboTbl 3a Npolweawnin AeHb,| Ha OAWH AeHb 12,0
BHecCeHue 3arnncun B XXypHasbl CTaTUCTUKN

NPOCMOTP HOBbIX MOCTYNAEHWNI AN PEKOMEHAAUNMN YUTATENAM OOVH LOKYMEHT 3,0
NpocmoTp (MpoBepKa MPaBUIbHOCTU PACCTAHOBKKM) KHWUI $oHAA| Ha OAMH AeHb 5,0
OCHOBHOIO XpaHeHus

MNoaBeneHne UToros paboThbl 3a AeHb:

NPoOBepKa aHKeT M 3anuceit B 6ase AaHHbIX Ha COOTBETCTBME| eXeAHEBHO 60,0
KO/Z0B (CeMbM) AieTeit, poantenein u Apyrux poACcTBEHHUKOB

NPOCMOTP MHPOPMALMM O HOBbIX MEPONPUATUAX, 3aHATUAX,| eXeaHEBHO 40,0
KHUXHbIX BbICTaBKax, CMEKTAKAAX M Mpoyvee ANA PeKoMeHZaumu

yuTaTenam

cMcTeMaTtu3auma aHKeT NoJib30BaTes1el, 3anncaHHbIX 33 AeHb e)XegHeBHO 15,0




5.13. CnpaBoyHas 1 nHbopmaunoHHas pabota

N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3MepeHus BPEMEHMH,
MWH.
1 2 3 4
YueT NocTynmBLLIMX BTOPUYUHbIX JOKYMEHTOB (KapTo4eK):
1 |BblIBNEHWE HEBbINOJHEHHbIX 3aKa30B; COCTaB/IEHME 3asABKU Ha| Ha O4HY Heaeno 840,0
HEeBbINO/IHEHHbIE 3aKas3bl
OpraHusauma cnpaBovyHo-6ubanorpadumyeckoro annapara (CBA):
2 |cocTaBneHue bubnmnorpaduyeckoit sanmcum OAMH OOKYMEHT 2,3
MpocmoTp u oTbop Kaptoyek B CBA B uUensax u3bATMA WU
nepemeLlLeHmn (BTOpUYHbIN oT60p):
3 |M3bATME W3 KaTaJIOrOB M KAPTOTEK KapTOUYEK Ha [AOKYMEHTbI,| 04HO Ha3BaHWe 1,0
CNUCaHHble n3 doHAa; nPoOCMoTp KpaeBea4vecKux,
bubnvorpadpuyecknx n dpaktorpaduYecknx KaptToTek, nsbATMe U3
HMUX KAapTOYKM Ha AOKYMEHTbI, NOTepABLUIME LEHHOCTb, NEepPeBOL,
KapTOYKM B apPXMBHble KapTOTEKM (YHWUUTOXKEHME); BHeceHue
OTMETKM B JKYpHane y4yeTa M PErucTpaLMOHHON KapTOTEKE;
M3bATME M3 KATaJIOfOB M KAPTOTEK KAPTOYEK HA [AOKYMEHTbI,
cnucaHHble U3 poHAa
OpraHu3auma KapToTeKM NepcoHanuii U TeMaTUYeCKOM KapTOTEKM:
4 |onpegeneHne n CoCcTaB/ieHMe NepeyHa aAul, CBeAeHUA O KOTOPbIX| 04Ha KapToTeKa 15,0
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OTpaKaloTCA B KAPTOTEKE; MPOCMOTP MHOOPMALMNOHHBIX U34aHUN,
NepPBUYHbIX LOKYMEHTOB, OTOOP AOKYMEHTOB /18 BKJIOYEHUS B
KapTOTEKY; COCTaB/NE€HME aAHAAUTUYECKOro aHHOTMPOBAHHOIO
bubanorpadmnyeckoro onnUcaHMa JOKYMeHTa

5 |npocTaBneHune KBaAUPUKaLMOHHbIX MHAEKCOB, NOAOOP KAapToyeK| ofHA KAapTo4Ka 4,0
no wuHaekcam (andaBuTy) WM pPACcCTaHOBKA  KapTOYKM B
MHPOPMAUMOHHBIN MaccuB
6 |TexHunyeckaa M cogep:kaTenbHad 06paboTKa [OKYMEHTOB ANA| OAWH AOKYMEHT 3,0
BK/IIOYEHMA B KapTOTEKY; PacCTaHOBKA KapToyku no andasuty
dbammnunit aBTOpoB M No BUZAM AOKYMEHTOB
7 |TexHunyeckoe pefaKTUPOBaAHME KAapTOTEK: NPOBEPKA COOTBETCTBUA| OAHa KapTO4Ka 2,0
CTPYKTYpbI, cogepaHna n odopmneHns KapToyek B COOTBETCTBMMU
¢ TpeboBaHUAMM [AHHOM KapTOTEKM; 3aMeHa BETXMX KapTo4yeK u
pasgenutenen
5.14. DKCKYpPCUOHHAA AeATENbHOCTb
N HanmeHoBaHuMe npougecca, onepaunn. Coctas paboTsbl EomHuua Hopma
n/n n3mepeHus BpEMEHMU,
MWH.
1 2 3 4
1 |3KcKypcus no bubnmnoteke 0OA4Ha 3KCKypcma 60,0
2 | yrnybieHHas aKCKYPCUA C METOANYECKMM COAEPKAHMEM OfHa 3KCKypcumA 300,0

5.15. MNcuxonoruyeckas nogaepKKka umtatenen
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N HanmeHoBaHwue npouecca, onepaumm. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMU,
MUH.
1 2 3 4
1 |npoBeAeHUE TMCUXONOTUYECKMX KOHCy/AbTauuii gna aeten O4Ha 180,0
poauTenel No BONPOCAM Pa3BUTUA U YTEHUA AeTel KOHCynbTaumA
lpynnoBble 3aHATUS ANA poguTenei no Bonpocam pPasBUTUA 04HO 3aHATME
yTeHus JeTeun:
2 |noarotoska 1080,0
3 |npoBegeHue 120,0
4 |npodeccnmoHanbHble  KOHCy/AbTauuu  And NnoApPOCTKOB O4Ha 180,0
CTapLUEKNACCHUKOB KOHCynbTaumA
5 |npodeccrmoHanbHble TPEHUHIU ana noApOCTKOB 04HO 3aHATME 180,0

CTaplweKknaCCHNKOB
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