[okymeHT npepoctasneH KoHcynbTaHTI10C

3apeructpuposaHo B MuHiocte Poccnmn 12 maa 2015 . N 37244

MMWHUCTEPCTBO KY/IbTYPbl POCCUCKOMN ®EAEPALIUMU

NPUKA3
ot 30 gekabps 2014 r. N 2477

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

B cootBeTcTBMM € nNyHKTOM 2 [paBun paspaboTKM M yTBEPXKAEHMA TUMOBLIX HOPM TPyAa,
YTBEPKAEHHDbIX NOCTaHoBNeHMeM [lpasButenoctBa Poccuiickon Pepepaumm ot 11.11.2002 N 804
(CobpaHue 3akoHoaaTenbcTBa Poccuitckoit depepaumum, 2002, N 46, cT. 4583), npuKasbiBalto:

1. YTBepAnTb TUMOBbIE OTPacneBble HOPMbI TpyAa Ha paboTbl, BbiNoAHAEMble B BubanoTeKax,
COrNacHO NPUIONKEHMIO.

2. KOHTpOo/ib 33 WMCMOAHEHWEM HACTOAWEro MpPWKasa BO3/IOXMUTb HA 3amectutens MUHUCTpa
KynbTypbl Poccuitickon ®epepauymm H.A. Manakosa.

MwuHuctp
B.P.MEAVHCKMIA

MpunnoxkeHune

K NpuKasy MUHUCTepCTBaA KybTYpbl
Poccuitckoit ®epepaumm

ot 30 aekabps 2014 r. N 2477

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

|. BBOgHaA YacTb

TunoBsble oTpac/eBble HOPMbI TPyZa Ha pPaboTbl, BbiNOJHAEMble B 6MbBAMOTEKAX, pa3paboTaHbl B
COOTBETCTBUM C NMYHKTOM 2 MpaBua pa3paboTKM U yTBEPKAEHWUA TUMOBbIX HOPM TPYAA, YTBEPKAEHHbIX
noctaHosneHnem [paBuTtenbctea Poccuiickon ®epepaumm ot 11.11.2002 N 804 (CobpaHue
3aKkoHogaTenbcTBa Poccuiickonn Pepepaummn, 2002, N 46, cT. 4583), B uenax peanvsauum nNyHKTa 4
pasgena V MnaHa meponpuatuin ("gopoxHol KapTtbl") "MameHeHMA B oTpacnax coumanbHoi coepsl,
HanpaB/ieHHble Ha nosblweHne 3PPEKTUBHOCTU Chepbl KyabTypbl', yTBEPKAEHHOTO pPacnopsKeHnem
MpaBuTenbctBa Poccuiickoit depepaumm ot 28.12.2012 N 2606-p (CobpaHue 3aKoHOZATENbCTBA
Poccuiickolt depepaumm, 2013, N 2, cr. 137; 2014, N 19, c1. 2470), v npeaHasHauyeHbl ANA
bopmupoBaHMA OBOCHOBAHHBLIX ONTUMAJIbHbIX MNOKAa3aTenen TPYyAOEMKOCTU BbIMOAHEHWUA paboT B
rocyZapCTBEHHbIX (MYHMLMNANbHLIX) 6UBAMOTEKAX, ONpeAeNeHUs LWTAaTHON YNCAEHHOCTU PabOTHMKOB,
BblAa4YM HOPMMPOBAHHbBIX 3a4aHUI N COOTHOLLEHWUI MeXKAY NAaHOBbIMU U AOTOBOPHbLIMU paboTamu.

Il. HopmaTtumsHasa yacTb
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1. Tunosble oTpacieBble HOPMbI TpyAa Ha paboTbl,
BbIMNOJIHAEMbIE B rOCYAapCTBEHHBIX (MyHULUMNaNbHbIX) 6UBAMOTEKAX
(6€e3 ncnonb3oBaHMA aBTOMATU3MPOBAHHbIX CUCTEM
ynpasaeHua npoueccamm)

1.1. KomnnektoBaHue 6bubanorteyHoro poHaa

Tabnmua 1



N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EomHuua Hopma
n/n n3mepeHusa BPEMEHM,
MUH.
1 2 3 4
TekylLee KomniekToBaHMe 6ubnmoteyHoro poHaa
MpocMoTp KHMroM3AaTeNbCKON U KHUTOTOProBoi MHGOPMaUUK:
1 |npocmoTp KHMUroM3aaTeNbCKOM U KHUTOTOProBor MHGOPMaLUK 0fiHa nNo3uumA 2,0
2 | npocmoTp MHPOPMALMKN BYKUHUCTUYECKUX aYKLMOHOB 0fiHa No3uumA 2,0
OnpegeneHve Tembl M BUAA AOKYMEHTA, noasexalwero otbopy,| oAHa nosuumsa
BbIACHEHME HeobxoaMMOCTU NpuobpeTeHna ana:
3 | AOKYMEHTOB, KHUI, MaTepuanos 5,2
4 | cTaporneyaTHbIX N PYKOMUCHbIX JOKYMEHTOB 10,0
OnpepeneHne 3K3eMNNAPHOCTM 3aKasa: 0fiHa no3uumA
5 |ana nogpasgseneHui 0,89
6 |ana 6ubanoTekn B LeIoM 1,6
OdopmneHve 3aKasa; yKasaHMe 3K3EMMNAAPHOCTM, CTOMMOCTU OJWH 3aKa3
3aKasa, gathbl
Konunyectso 3aKka3aHHbIX HAa3BaHWUI:
7 [1-15 40,0
8 |16-25 65,0
9 |26-75 196,0




10 |76 - 100 261,0

11 | odopmneHme 3aKkasa Ha 3apyberkHble JOKYMEHTbI OLMH OOKYMEHT 82,0

12 |noprotoBKa cnucka OOKYMEHTOB, npegnaraembix K| O4HO Ha3BaHue 26,0
MeXAYyHapoaHOMY KHUFOOOMEHY; CBEPKA CMMCKA C KaTasiorom

13 |coctaBneHne KapTOYKM ANA KAapTOTEKU OpraHu3auuin-napTHepoOB;| OAHA KapTo4Ka 6,0
yKasaHMe  HasBaHWA  OpraHM3auui, agpeca, Ha3BaHMA
obMeHMBaeMbIX 4OKYMEHTOB
PaboTa B aBTOMaTM3MpoBaHHoM cucTeme (AC):

14 | BBOA 3aKa3a TEKYLLEro KOMNEKTOBaHUA B 6a3y aaHHbIx AC OAHO Ha3BaHWe 4,6

15 | pepakTMpoBaHuWe BBeAEHHbIX B 6a3y AaHHbIX CBEAEHMI O 3aKase O4HO Ha3BaHMe 2,5

16 |BbIBOA, Ha MNpPUHTEP [LOaHHbIX TEKYLLEro KOMMJIEKTOBaHMUA; | O4MH AOKYMEHT 1,6
pacnevaTtka

17 |BepeHwne peectpa noctaswwmkos B AC 0fHa nosnuma 8,3
BeneHue KapTOTEKM TEKYLLETO KOMM/IEKTOBAHUA:

18 |coctaBneHne KapTOYKM, yKasaHMe aBTOpa, 3ar/saBuA, BbIXOAHbIX | OAHA KAapTO4Ka 4,5
[LAHHbIX, PETMCTPALUMOHHOIO HoMepa

19 |nepeHeceHWe CcBeAeHUI O 3aKa3e Ha KAPTOYKK; YKasaHMe| OAHa KapTouKa 1,0
3K3eMN/IAPHOCTM 3aKasa, pacnpegeneHne Mo CTPYKTYPHbIM
noapasgeneHnam

20 |nopbop KapToukM Mo andaBUTy ANA PACcCTAaHOBKM B KAPTOTEKY| OAHA KapTO4Ka 0,4
TEKYLLErO KOMMEKTOBAHMA

21 | paccTaHOBKa KapTo4KM B andaBute Gamuamii aBTOpoB, 3ariaBuii B| OAHA KapTouKa 1,0

KapTOTEKRY TEKYLLEro KOMNJIEKTOBAHUA




Od)OpMﬂEHVIe NoANMUCKN Ha nepunognvyeckne nsgaHumAa:

22 | BblOOP Ha3BaHWA NEPUOAMYECKUX U3OAAHUIM ANA NOANUCKM OJlHO Ha3BaHwue 2,7
23 |cbop 3anABOK OT moapasaeneHnin 6ubanoTekn ana NoANUCKM Ha| OfAHa 3asBKa 1,5
nepuogmyeckme nsgaHma
24 | cBepKa pacneyaTtku CrUCKOB YCNOBHO 3aKa3aHHbIX | OAHO Ha3BaHWe 1,7
nepmogmMyecknx m3gaHMM C KApTOTEKOW 3aKa3oB, BHECEHUe
M3MEHEHWI B pacneyaTKu CNUCKOB
25 |cBepKa 3aKasa TeKylero roga Ha nepuoguyeckuMe M3gaHWA €| OAHO Ha3BaHMWe 2,4
NoAMUCKON npeablaylero roga ANA BblABAEHUA W3MEHEHUN B
Ha3BaHWAX; BHECEHUE U3MEHEHWUI JAHHbIX
26 |cBepKa BbIXOAHbIX AAHHbIX BNEpPBble 3aKa3blBaeMbIX 3apybeXKHbIX | 04HO Ha3BaHWe 13,5
nepnoamuyecknx n3paHui o 6ubnnorpapuuecknmm
CNPaBOYHUKAMM U APYTMMU MHPOPMALMOHHBIMU UCTOYHUKAMM
27 |odopmneHune 3aKkasa Ha NOAMNMUCKY; NOACHET CTOMMOCTU NOAMMNCKM OOMH 3aKas 8,4
C Y4eTOM [OCTaBKM; 3anosIHEHWE KBUTAHUMW aboOHeMeHTa Ha
nepuogmyeckoe usgaHue
28 |cocTaBneHWe pPerncTpaLMoHHON  KAapTOUKM  ANA  KapTOTeKM | oAHa KapTouKa 4,5
nepuoanYecKmUx nsaaHui
PaboTa B aBTOMaTU3nMpoBaHHOM pexkunme (AC):
29 |BBOA 3aKa3a Ha nepuoguyeckue nsgaHma B 6asy AaHHbIX OfHa KapTouKa 3,5
30 |BbIBOA HA 3KPaH PErNCTPALLMOHHOM KAapTOYKM, pacneyaTka 0OfHa KapTouKa 1,8
31 | KOppeKTUPOBKa 3aKasa: BbIBOA, HA 3KpPaH CrMCKa Nepumoanveckux | oaHO Ha3BaHue 1,8

M3OaHWNIA; BHECEHUE N3MEHEHUN

MoAroToBKa AOKYMEHTaLMKN A8 3aKYNKU U34aHWUIA:




32 | ayKUMOHHAA AOKYyMeHTaumA OANH KOMNNIEKT 480,0
33 | AOKyMeHTauma ona KOTUPOBOK OZVH KOMNJIEKT 400,0
34 | noroBop/KOHTPaKT OZUVH KOMNJIEKT 240,0
35 | cocTaBneHme TeEXHUYECKOro 3a4aHuMA ANA ayKuMoHa OANH KOMNNEKT 240,0
36 |cocTaBsieHWe CBOAHbIX TabAUL, MU CMUCKOB U3AAHUI A/1A TAMOMKHM, | OAMH KOMMNAEKT 360,0
CONPOBOAMTENIBHON  OOKYMEHTauMM  ANA  MEXKAYHApPOLHOro
noyTamra
MNepenucka c KHUIOTOProBbiMm OpraHM3aunamm 7
n3aaTtenbCcTBamu, bubanoTekamm, AapuUTenamu:
37 |cocTaBneHune, neyaTb TEKCTa NUCbMa (3ampoca, nNpeTeH3uu),| OAHO NUCbMO 10,2
perncTpaums B KHUre ncxogsamx AOKYMEHTOB (NoCcTaHOBKa AaThl,
nopAAKOBOro HOMepa, YKAa3aHMe HaMMEeHOBAHMA OpraHusaumu,
KpaTKoe cogepKaHne Nucbma)
38 |cocTaBneHune, neyvatb 61arofapPCcTBEHHONO NUCbMA, PErucTpauma B| O4HO NMUCbMO 11,0
KHure [lapos 61MbnmMoTeKn
39 |cocTaBneHMe, nevyaTb NUCbMa Ha npeABapuTesbHbiA 06cYeT| OAHO NUCbMO 5,2
MU3aaHUA, NOArOTOBAEHHbIX K NpUobpeTeHunto
40 |odopmneHMe, OTNpaBKa 3aKasa W34AOWMM OpraHMsaLMaMm, OOMH 3aKas3 3,1
pacnpocTpaHUTeNam
41 |atpmbyuma K cocTaBleHWe 3aKJlUeHUA ANA  SKCNEepPTHOM | OAWMH AOKYMEHT 360,0
KOMMCCUM NPU NOKYMKE AOKYMEHTA
JoKomnnekToBaHune 6ubanoteyHoro poHaa:
42 |nepenucka ¢ [nccepTalMOHHbIMM COBETAMWU: COCTaBNEHME, HAbOp | oAHa 3aABKa 20,0

TEeKCTa nucbmMa (3ampoca, MpeTeH3un) B C/Ay4yae OTCYTCTBMA




o0bna3aTenbHOro IK3emMnnAapa 4OKyMeHTa B d)OH,D,e

43 |nonyyeHue 3asBKM Ha npuobpeTeHWe  AOKYMEHTOB OT| oOjHa 3aABKa 2,6
noapasaeneHui
44 | cBepka 3aAaBKM ¢ "ba3ol gaHHbIX 3aKa3a" 0/HO Ha3BaHue 2,0
45 | NpocMOTP KapTOTEKM HeyAOBAETBOPEHHOrO CMpPOCa; aHaAv3 | OAWH OOKYMEHT 3,0
OTKA30B 4/15 BbIABMEHUA OTCYTCTBYHOLLMX LOKYMEHTOB
46 |coctaBneHne 6ubanorpaduyeckon 3anmcu; ykasaHue Koan4vecTsa | OAHa KapTouka 3,6
3K3eMMNIAPOB M CUTNOB NOAPA3LENEHUN
OT60p 3/M1EKTPOHHbLIX W3AAHUA AAS INEKTPOHHOW bUbAMOTEKM
(3B):
47 |otbop daina no cnuckam npegnoxeHuii ana 36, npoBepKa Ha| O4HO HasBaHWe 3,0
AybneTHocTb, NpoOBeAeHWEe CBEPKM 3aNUCU C  3NEKTPOHHbIM
KaTanorom (3K)
48 |npoBepKa NerMTUMMHOCTU pasmeLleHNA NeKTPOHHOIo AOKYMEeHTa | O4HO Ha3BaHue 10,0
8 b
OTbop ceTeBbIX yaaneHHbIx pecypcos (CYP):
49 | NPOCMOTP KHUTOM3AaTeNbCKON U KHUFOTOProBow MHOopMaLmm OAMNH pecypc 2,0
50 |onpeneneHne Tembl pecypca, COCTaBa, YC/AOBMMA [0CTyna,| OAWH pecypc 90,0
CO3/aHuMe NepBUYHOM 3aMMcK B NacnopTe pecypca
51 |opraHusauua nposeaeHua Tectosoro goctyna K CYP OAMH pecypc 860,0
52 |3anonHeHne nncTa TeCTUPOBAHMA OOMH pecypc 420,0
53 | BKAtOYEHME 3aABKU B 3/IEKTPOHHbIN YKa3aTe/1b 3aKasa O4Ha KapToyKa 0,26




OTbop [AOKYMEHTOB W3 0OOMEHHbIX ¢GOHAOB 6UbAMOTEK ANs
[AOKOMMN/IEKTOBAHWA:

54 | NnpoCcMOTP CMNUCKOB, KapTOTeK, KaTasnoroB OOMeHHbIX ¢OHAO0B| OAHO Ha3BaHMe 3,2
6nbnnoTeK, OTOOP HYXKHbIX AOKYMEHTOB, CBEPKa C KaTasioramu u
KapToTeKamu cBoeit 6MBAMOTEKM; COCTaB/IeHME CMUCKa Ha
[OKYMEHTbI, 0TObpaHHble B 0bmeHHOM poHae
Konnuyectso AOKYMEHTOB, BKAOUYEHHbIX B CMINCOK:
55 |1 3,6
56 [2-10 37,4
57 |11-25 87,7
58 (26 -50 197,0
CocTtaBneHve onepaTMBHOIO (TEKYLLEro) NaaHa KOMMIEKTOBaHMWA:
59 |onpeneneHve meponpuATUn No GopMUPOBaHUIO eanHoro doHaa OAVH NAaH 1044,0
Ha TEKYLMI roa, OTBETCTBEHHbIX UCMOHUTENEN, KOIMYECTBEHHbIX
nokasaTenen obbema ¢oHaa (noctynneHue, BblbbITUE),
WUCTOYHMKOB NOCTYNAEHUS, CMETbl PacXo0B
OdopmneHne naaHa KOMNIEKTOBaHUA B dopme:
60 |Tabnuu, oAHa Tabanua 2,6
61 |KapTOTEeKM O4Ha KapTo4Ka 2,6
PaboTa B aBTOMaTu3nMpoBaHHOM pexkume (AC):
62 |BBOA N/aHa KoMNaeKkToBaHMA B 6a3y gaHHbIX AC OAVH NNaH 1,1
63 |KoppeKTMpoBKa 6asbl AaHHbIX; BbIBOL, HA 3KpaH; BHECEeHWEe | OAWH OOKYMEHT 1,6




U3MEHEeHUM

1.2. NMpuem un yyeT NOCTYNUBLUUX JOKYMEHTOB

N HanmeHoBaHue npouecca, onepauun. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMHU,
MMH.
1 2 3 4
1 |PacnakoBKa/ynakoBka U3gaHuii OA4Ha Nayka 2,5
2 |Pasbop [OOKYMEHTOB MO BMAAM, A3blkaM, WCTOYHWKAM| OAHO Ha3BaHWe 1,0
nocTynneHua
3 |MpoBepKa OTCYTCTBUS HPAKOBAHHbIX 3K3EMMNIAPOB OOMH 3K3emnaap 1,0
Mprvem AOKYMEHTOB, MNOCTYNMBLUMX C COMPOBOAMTE/NbHbLIM
OOKYMEHTOM:
4 |npuem [OOKYMEHTOB MO COMPOBOAMUTENbHbIM MaTepuanam (AUCT | 04UH 3K3eMNaAp 2,8
pervcTpaumm, cyeT, HaknagHas, KONuA YeKa, akT), nogbop ux no
andaBUTy aBTOPOB WMAWM 3arNaBWin, SKCNEAULMOHHBIM HOMEpPAM,
CBEPKA C CONPOBOAUTENbHbIM AOKYMEHTOM, MPOCTAB/IEHNE LEHbI
Ha M34aHMW, NOACYET YNC/IA IK3EMNIAPOB, OOLLLEN CTOMMOCTH
5 |npuem pPYKOMWUCHbIX KHUF, MOCTYMMBLUMX C COMPOBOAMTE/IbHBIM | OAUH AOKYMEHT 30,0
OOKYMEHTOM
Mpuem anccepTaumi:
6 |noctynueLlKnx c conpoBoAMTENbHbIM NMUCbMOM M3 | O4NH AOKYMEHT 21,0

Tabanya 2



,ﬂ,MCCEpTaLI,VIOHHbIX COBETOB

7 | NOCTYNUBLLMX C CONPOBOAUTE/IbHBIM MUCBMOM U3 SKCNeAULLUU OOMH AOKYMEHT 6,6
8 |npuem  aBTOopedepatoB  AuccepTauui,  NOCTYMMBLWWX  C| OAWH OOKYMEHT 1,3
CONpOBOAMUTE/IbHBbIM MUCBMOM M3 SKCNeauunm
Mpvem [OOKYMEHTOB, NOCTYNMBLIMX 6e3 conpoBoOAUTENbHbIX
LOKYMEHTOB:
9 |npoBepKa Ha AyH6NeTHOCTb; NpoBeAEeHNE OLEHKN AOKYMEHTOB OZVH OOKYMEHT 3,1
10 |cocTaBneHue aKTa Ha Npuem AOKYMEHTOB 04HO Ha3BaHue 1,0
Mpuem PYKOMUCHbIX KHWUF, NOCTYNMBLUMX 6e3 conpoBOAMTENbHbIX
LOKYMEHTOB:
11 |coctaBneHue aKTa Ha NPUeM PYKOMMUCHbIX KHUT U LOKYMEHTOB OAMH OOKYMEHT 0,1
12 |npoBepka Ha Hanunune 6AM3KMX MO BPeMeHM W TemMaTUKe| OfHa 3anucb 10,8
PYKOMWUCHBIX KHUT W  AOKymeHToB B ¢oHaax HWOP no
cnyxebHomy, andaBuUTHOMY, y4eTHOMY KaTasnory
MNpoBefeHMe 3KCMEPTU3bl M OLLEHKU PYKOMUCHBIX KHWUF W | OOAWUH OOKYMEHT
LOKYMEHTOB:
13 | opauHapHo 600,0
14 | nOBbILEHHOM CIOXHOCTU 1200,0
15 | Ha MHOCTPaAHHbIX A3bIKAX 1200,0
16 |kapTorpaduyeckoro matepmana 1200,0
17 | My3bIKanbHOIO coaepKaHua 1200,0
18 | pykonucei c rpaBlopamm U nsomatepuanamm 1200,0




19 |npoBeaeHWe nNepPBUMYHON aTPUOYLMU [AOKYMEHTOB (peaKkux W | oAaMH AOKYMEHT 10,0
UEHHbIX  KHUT), oTbop B cooTBeTcTBMM C npoduaem
KOMNAEKTOBaHWA W  pacnpegeneHne no noadoHgam wm
KOJINEeKLMAM

20 |npocTaHOBKa LWITEMMeNA Ha 06opoTe TUTY/IbHOIO IMCTa U Ha 17-11 | oAMH 3K3eMnasp 0,26
CTpPaHULLE SOKYMEHTa

21 | NpoCTaHOBKA PErncTpaLunMoHHOro Homepa Ha AOKYMEHT OAMH 3K3emnaap 0,26

22 | HakneuBaHue Ha OOKYMEHT MEeTKU ana YCTPOICTB | OAUH 3K3eMnasAp 1,2
pPagnoYacToTHOM  MAEHTUOMKALMM  OOBEKTOB, aKTyaamsauma
METKM

23 |HaKknemBaHMe WTPUX-KOAA Ha 060pPOT TUTYNLHOFO /IUCTA M| OAUH IK3eMNaAp 0,26
06.10KKN

24 | BHeceHue pa3meTKM No poHZam Ha nsgaHue OAMH 3K3emnaap 0,26
CBepka nNOCTYNMMBLUMX [OOKYMEHTOB C KapTOTEKOM TeKyLLero
KOMMNIEKTOBaHMA:

25 |NOMCK KapTOYKM B KapTOTEKe TEeKyLLero KOMMJEeKTOBaHWA, CBEPKa | OAHA KapTO4Ka 0,52
KapTOYKU C AOKYMEHTOM, BHECEHWNE OTMETOK

26 |cocTaBieHWe CrUCKa  PerucTpauMoOHHbIX  HOMEPOB  HOBbIX | OAWH AOKYMEHT 0,36
NOCTYNIEHUI ANA U3rOTOBAEHUA NEYATHOM KapTOUKM
PaboTa B aBTomaTM3npoBaHHoW cucteme (AC):

27 |cBepKa AOKYMEHTA C YKa3aTesieM 3aKa3aHHbIX M34aHWI, BHECEHME | OA4HO Ha3BaHWe 3,0
OTMETOK

28 | npoBepKa Ha AyH6NeTHOCTb NOCTYNUBLUMX U34aHUIM B B6a3e AaHHbIX | O4MH OOKYMEHT 1,6

AC




29 | perucrpauma HoBbIX NOCTYNeHUI B 6ase gaHHbix AC OOMH AOKYMEHT 9,1
30 |npuem v perncTpauma pyKOnUCHbIX KHUT, NPOCTaBAeHUEe OTMETKM | OANH AOKYMEHT 3,6
B PErNCTPALMOHHOM KYpPHane HOBbIX MOCTYNAEHWUMN, KHUTE yyeTa
HOBbIX NOCTYNAEHWN
Mpuem 1 pernctTpaums XypHanos U raser:
31 |noabopKa »KypHanoB W raset no andaBuTy Ha3BaHWM, MOWUCK| OAUH AOKYMEHT 0,94
PErMCTPALMOHHOM KapTOYKM B KaApTOTEKe MOAMMUCHbIX W3LaHWUN,
OTMEeTKa HOMEpA, 4aTbl NONY4YEeHNA U3OaHUA
32 | npocTaB/eHUe WTEMMNENA HA KypHane OA4MH XypHan 0,2
33 |npocTaBneHue WTemnensa Ha rasere OfHa raseTa 0,16
34 | perucrpauma HOBbIX NOCTYNeHUI B 6ase gaHHbix AC OOMH AOKYMEHT 2,6
Mpuem 1 perucTpaums ceTesbix yaaneHHbIx pecypcos (CYP) B AC:
35 | npoBepKa AOCTyNHOCTU pecypca (npuem) OAMH pecypc 30,0
36 |odopmneHue conpoBoAMTENBHON AOKYMEHTaLMK (aKT npuema) OOMH pecypc 10,0
37 |BBepeHue 3anucu B peectp ydeta CYP OAMH pecypc 4,8
38 | BBegeHMe 3anucu B peectp nacnoprtos CYP OOMH pecypc 3,7
39 |noaroToBKa cBeAeHuU ana canta o CYP OAMH pecypc 20,0
ALMUHUCTPUPOBAHME  CETEBbLIX  YAANEHHbIX  pPecypcos B
aBTomMaTM3npoBaHHOM pexunme (AC)
Ob6paboTKa 3anucen ans BegeHUa MHOOPMALMOHHBIX MOUCKOBBIX
CepBunCOoB:
40 | BOKYMEHT OZIHO Ha3BaHMe 4,0




41 |naket/b/, 0fHO 10,0
HanMeHOBaHUe
43 |akTyanmsaums ceegeHuin o CYP O[1HO Ha3BaHue 6,0
44 | cbop CTaTUCTUKM O cocTaBe M 06 ncnosibzoBaHuu CYP OAHO Ha3BaHMe 0,3
Mpuem M 06paboTKa 3/NEKTPOHHbIX MU3AAHUN ANA DNEKTPOHHOM
6ubnnotekmn B AC:
45 |npoBepKa KayectBa ($alioB, pPerncTpauma  3/IEKTPOHHOIO | OAMH AOKYMEHT 9,3
nokymeHTa B 9K, nepegava ¢palinos Ha cepsep
dopmunpoBaHMe akTa nepefaym HOBbIX MOCTYM/IEHUA B Apyrue
noapasaeneHus:
46 |8 AC yepes nporpammy gmcnetyepmsaumnm n3gaHunim OAMH 3K3emnaap 0,15
47 | B py4HOM pexunme OAMH 3K3emnaap 2,0
BeneHue "KHurn cymmapHoro yyeta"
Pa3bop [OKYMEHTOB MO BMAAM, OTpacAAM 3HaHWMK, fA3blKaM;| OAHa 3anucb
NoACYeT YMCNa AOKYMEHTOB, 3aMMCb pPe3y/bTaToB NoAacyeTa no
ycTaHoBAeHHOM popme B "KHUTY cymmapHoro yyeta"
KonnyecTBo 4OKYMEHTOB B MapTUM NOCTYNAEHUN:
48 |1 0,6
49 |2-50 30,8
50 |51-250 150,0
51 |BBOA CTAaTUCTUYECKMX AaHHbIX B 6a3y gaHHbIx AC o4Ha napTuAa 3,1
52 |noacyeT MOCTPAHMYHO MO MO3MUMAM [AaHHbIX, NepeHeceHue| oAHa No3vums 1,6




WTOTOB Ha C/leAyoLLyo CTPaHMLY

53 |cBepKka WMHAHCOBbLIX [AOKYMEHTOB oOTgena ¢ (UHAHCOBLIMM | OAWNH OOKYMEHT 1,46
[OKYMeHTamu byxrantepum

54 | opopmneHne conpoBOAUTENbHBIX AOKYMEHTOB (CYET, HaKNagHanA, | O4MH LOKYMEHT 13,0
aKT) ans nepenaun B byxrantepuio

55 |odopmsieHNEe  MHBEHTApPHOW  KHWUIM, HymMepaums  INCTOB,| OAHa CTpaHuMua 0,88
NPoCTaBAeHNEe HOMEpPA B MHBEHTAPHOMN KHUre

56 [3anucb AOKYMEHTOB MO YCTaHOBAEHHON dopme B MHBEHTAPHYHO | OAWMH OOKYMEHT 2,8
KHWTY, NPOCTaB/IeHWE NHBEHTAPHOTO HOMEpPa Ha JOKYMeHTe

57 |npoBegeHne WHOMBWAYANbHOFO yyeTa AOKYMEHTA MO aKTOBOM | OAWH OOKYMEHT 1,0
CcUCTEeEME, NPOCTABAEHME MHBEHTAPHOIO HOMEPA Ha AOKYyMeHTe

58 |npoBegeHne MHAMBUAYANbHOTO y4yeTa C NPUMEHEHNEM YYETHOro | OZHA KapTo4Ka 4,7
KaTanora:  coctaBneHue  6Gubanorpaduyeckoro  onucaHuA
[OKYMEHTa; YKa3aHMe LUeHbl, WMHBEHTAapHOro Homepa, roja
nocTynnieHusa, Homepa 3anucu B "KHure cymmapHoro yyeta",
yncna NOCTYMMBLUMX 3SK3EeMMNIAPOB, WX pacnpefeneHue no
noapasgeneHmnam

59 | dukcupoBaHMe B KypHane pernctpaumuM KapToveKk Y4YeTHOro| OZHa 3anucb 0,3
KaTasora MHBEHTapHOro HoMepa, NepBOro C10Ba 3ar1aBumA

60 |npocTaBieHMe NHBEHTAPHOFO HOMepPaA Ha LOKYMEHTe OAVH OOKYMEHT 2,6

61 |perncrpaumsa NaTeHToB B HYMePaALMOHHOMN KHUre O4MH OOKYMEHT 0,3

62 |npvem aKTOB Ha BblObIBWIME [AOKYMEHTbI OT CTPYKTYPHbIX OAMH aKT 8,7

noapasaeneHuin; BHeceHme 3anucu B "KHure cymmapHoro yyeta"
(2-5 yacTb); NnpocTaBNeHMe HOMepa aKTa

NcKNtouyeHne AOKYMEHTa MO aKTy U3 YYETHbIX popm:

OAVH AOKYMEHT




63 | MHBEHTaAPHOM KHUIU 1,4

64 | yyeTHOro Kartanora 0,88

65 | onUcKM MHBEHTAPHbIX HOMEPOB 1,0

66 |MCKAoYeHUe BblObIBLUMX JOKYMEHTOB U3 6a3bl AaHHbIX AC OOMH AOKYMEHT 1,0

67 |noraweHne MHBEHTAPHOIro HoMepa U wWTemnena 6UbIMOTEKN Ha | OAUH AOKYMEHT 0,5
OOKYMEHTE

68 | noAalwnBKa aKToB OAMH aKT 0,26




MprmeyaHue: npu paboTe ¢ AOKYMEHTAaMM Ha MHOCTPAHHBIX A3blKax K HOPMe BPeMeHU NPUMeHSAETCS NoBbiwatowmi kKoadouumeHT 1,15,

1.3. bubnmoteyHasa ob6paboTka AoKyMmeHTOB. OpraHM3aums U BeAeHMe KaTasoros

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EamHmua Hopma
n/n n3mepeHuns BPEMEHM,
MWH.

1 2 3 4
PaboTa c neyaTHOM KapTOUKOM:

1 |dopmupoBaHMe KOMMNAEKTA MeyYyaTHbIX KAPTOYEeK Ha OCHOBe| O4Ha KapTouKa 1,25
MaluMHouYnTaemom 6ubanorpadpuyeckoin 3anmcu

2 | pa3bop KommnieKTa NevyaTHbIX KapToyeK OfiHa KapTouKa 0,42

3 |noabop neyaTHbIX KapToyek no andasnty Gbammanini aBTOPOB UAK | OAHA KAPTOUKa 0,43
3arnaBuin ANA PAcCTaHOBKM B C/YKeOHYI0 KapTOTeKy

4 | pacCTaHOBKA KAPTOYEK B C/YKEOHYIO KapTOTEKY O/lHa KapTouKa 0,96

5 |noabopka nevyaTHbIX KAPTOUEK K AOKYMEHTAM O4Ha KapTo4Ka 0,52
CBepKa NOCTYNUBLUMX AOKYMEHTOB C KaTa/loramu:

6 |npoBepKa Mo KaTasory NOBTOPHOCTU AOKYMEHTA; NepeHeceHne ¢| oAHa KapTouKa 1,9
KaTaNOXHOW KapToUuKM BubanoTeyHoro wuepa, NoJHOro MHAeKca

7 |nouck B cnyxebHOM KaTanore CBOAHOTO OMWCAHWS; BHECEeHWe | oAHa KapTouKa 2,6
OTMETOK

8 |odopmneHne nevyaTHOM KAPTOYKM, HaMUCaHME MWHBEHTAPHOrO | OAHa KapTouKa 0,68

Tabnnua 3



Homepa, Wwudpa u apyrmx 6MBANOTEUHBIX OTMETOK

Mpunucka aybnetos:

9 |cBepka [AOKYMeHTa Ha AybneTHocTb Mo cayebHomy, | oAHO Ha3BaHue 0,94
andaBUTHOMY, y4eTHOMY KaTanory
10 |npunucka aybneta B KaTanor: MNpPOCTaBJAEHWE WHBEHTAPHOro | OAHO Ha3BaHMe 2,42
HOMmepa; nepeHeceHne Wwudpa Ha JOKYMEHT
MpunucKa NpoaoMKaoWMXCa U3LaHUMI:
11 |NOUCK B PErnCTPaLMOHHOM KapTOTEKe KapPTOYKM Ha M3AaHWe; | OAHO Ha3BaHMe 0,84
CBEpPKa ee C OpUrMHaNoM; BHECEHNE BUBNMOTEYHBIX OTMETOK
12 | nouck B KaTasnore KapTOUKY; OTMETKA NOCTyN/JeHnA | O4HO Ha3BaHUe 3,1
COOTBETCTBYIOLLErO  BbIMYCKa; MpPOCTaB/eHWE  WHBEHTApPHOro
HOoMepa, Wndpa, BHECEHUE APYTrMX BUBANOTEUYHBIX OTMETOK
dopmmpoBaHme 6Mbanorpaduyeckom 3anucm
CoctaBneHMe OCHOBHOM 6ubanorpaduyecko 3anucm nNpu| OAHO Ha3BaHWe
OTCYTCTBMM MEYATHOW KApPTOYKM B LOKYMEHTe (O3HAaKOMJ/eHME C
OOKYMEHTOM; COCTaB/IEeHWE OMMCAHWA; BHeceHMe BMbanoTeyHoM
OTMETKM)
KonnyectBo asiemeHTOB OnNMcaHusA:
13 |1-4 0,42
14 |5-6 5,2
15 |7-9 6,2
16 |10-13 7,2




17 |14-19 8,2
18 |20-27 9,2
19 |coctaBneHMe ocHOBHOM Bubanorpadpuyeckom 3anmcu ¢ NOMOLLbIO 3,5
MaKeTa KapTOYKM, HaneyaTaHHOro B KHWre; MPOCMOTP W34aHuS;
CBEpPKa C MaKeTOM KapTOYKM
20 |cocTaBneHue £06aBOYHOrO onucaHus K OCHOBHOW | OZHa KapTO4Ka 1,9
bubnnorpaduyeckoin sanmncm
21 |03HakoOM/NeHWe C [AOKYMEHTOM; COCTaB/ieHME aHaNUTUYECKOM | OAWNH OOKYMEHT 3,5
3anucm
22 |cocTaBieHue CCbIJIOYHOM KapTOUKM K OCHOBHOM | OZHa KapTo4Ka 1,26
6ubnnorpadumyeckoit 3anmcu
dopmupoBaHme 6MbaMorpaduUUeckoi 3anncmu PyKonUCHOM KHUMM
CocTaBneHue OCHOBHOW 6ubnnorpadmyeckomn 3anucu | ogHO Ha3BaHue
(o3HakOomMneHMe € [OKYMEHTOM; COCTaBJEHWEe, OnucaHue,
NPOCTaHOBKA BUBMOTEUHON OTMETKM):
23 | cpegHel CNOXKHOCTH 600,00
24 | noBbIWEHHOM C/IOMHOCTHU 1200,0
25 | Ha MHOCTPAHHOM A3blKe 1200,0
26 |KapTorpadumyeckoro matepmana 1200,0
27 | My3blKanbHOroO COAEepPKaAHMA 1200,0
28 | popaboTKa  ycTapeBWWX  3anuceit, He  COOTBETCTBYIOLWMX| OAHO Ha3BaHMe 300,0

COBPEMEHHbIM  apxeorpaduyeckMm  HOpMaM:  OaTUPOBKa
pykonuceid Mo BOAAHbIM  3HAaKaM; POCMKUCb  COAEP’KaHUA




CHOPHMKOB HEMOCTOSIHHOTO COCTaBa; BHECEHUE AOMONHUTENbHbIX
CBEAEHUI C Y4ETOM LOCTUNKEHUI COBPEMEHHOW UcTOopMOorpadun

PenaktuposaHue bubnmorpadpuyeckom sanmcu:

29 |npoBepKa NPaBUILHOCTU 3/IEMEHTOB 3aMNCKU Ha KapToO4Ke OflHa KapTo4Ka 1,0
30 |odpopmneHne KapTouku ana Ay6aAMpoBaHUA HAa MHOMMUTE/IbHOM | OAHA KapTouKa 3,2
annaparte; MpocTaB/ieHNne WHAEKCoB, Wudpos, OGUBINOTEUHbIX
NOMETOK, onpeaesieHne U yKa3daHMe TUPaArka KapToyek
lpynnosas 06paboTKa AOKYMEHTOB
OTbop OAHOTUMHbIX AOKYMEHTOB, NOAMEXalWMX T[pPynnoBoi| ogHa rpynna
06paboTKe; cocTaBneHne 0bLEeNn XapaKTepPUCTUKM Ha KOMMIEKT| LOKYMEHTOB
LOKYMEHTOB
Konnyectso AOKYMeEHTOB B rpynne:
31 |1-9 39,0
32 |10-15 60,0
33 [16-30 106,0
34 |npoBepKa MNpPaBWAbHOCTM COCTAB/IEHUA XapPaKTEPUCTUKU  Ha ogHa 13,0
KOMMNAEKT LLOKYMEHTOB XapaKTepUCTMKa
PekaTanornsauma (3ameHa KaTanoKHbIX KapTOYeK):
35 |cBepKka KapTOYKM C OOKYMEHTOM; WCNpaBieHue CTaporo| oAHa KapToukKa 17,4

61banorpadnUeckoro onncaHMaA; cocTaBsieHne HOBOro ONUCaHMSA;
nepeHeceHne wWNdpPa, MHBEHTAPHOrO Homepa, 6UBANOTEUHBIX
NOMETOK

MoprotoBKa K MHOEKCNPOBAHUIO AOKYMEHTOB A/1A KaTa/I0roB:




36

no,a,60p KapTO4YKU K AOKYMEHTY, CBEPKA U B/IOKEHNE B AOKYMEHT

O Ha KapToO4Ka

0,5

37

O3HaKomMmneHune C AOKYMEHTOM, yCTaHOB/1IEHUNE TeMaTUKu;
pacnpeaeneHue no oTpacaam 3HaHusA (No TemaTuKe)

0/lHO Ha3BaHue

0,88

38

NPOCMOTP MHOCTPaHHbIX M34aHWUI, NePeBO AAHHbLIX HA PYCCKUIA
A3bIK

OAHO Ha3BaHUe

0,37

Cucrtematmsauma AOKYMEHTOB:

39

cncrematmsauma  OOKYMeEHTa C MCNo/s1ib30OBaHMem UHAOEKCOB
neyvyaTHoOM KapTO4kKM UM MaKeTa KapTO4YKWU, HaneyataHHOro B
n3aaHUnN, o3HakomaeHne ¢ JOKYMEHTOM, NPOBepKa COOTBETCTBUA
UWHOEKCOB Ta6}'IMLI,aM KnaCCMd)MKaLI,MVI, NMPUHATbIM B 6M6}1MOTeKe,
npocCTaB/sieHne NHOEKCA HA AOKYMEHTE

OAHO Ha3BaHUe

2,6

40

CcUcTtemaTnsauma AJOKYMEHTOB NPU OTCYTCTBUU neyaTHoOm KapTO4YKM
M MaKeTa KapTO4YKuM B U3OaHUU; O3HaKOMNIEHUE C AOKYMEHTOM,
onpeaeneHne MHAeKca no Tabanuam Knaccudpuraumm, NPUHATbIM
B 6MbMOTEKE; NPOCTaBAEHME UHAEKCA HA JOKYMEHTE

04HO Ha3BaHue

4,7

41

onpeAeneHne aBTOPCKOrO 3HaKa [AOKYMeHTa MO aBTOPCKMM
Tabnuuam

OAHO Ha3BaHUe

0,62

42

wndpoBKa OOKYMEHTa npu bopmaTHO-UHBEHTAPHOM
paccTaHoBKe: onpegeneHve ¢opmaTta OOKYMEHTa, HanucaHue

wudpa

OA4HO Ha3BaHMe

0,42

43

peaakTnpoBaHune KﬂaCCMd)MKaLl,MOHHOFO MHOEKCa, npoBepKa
NpPaBUAbHOCTU NHAEKCA, aBTOPCKOro 3Haka

OAHO Ha3BaHUe

0,88

44

COCTaB/1EHNE KaPTOYKH aﬂq)aBMTHO-I'Ipe,D,MeTHOI'O KaTasnora (Ha
HOBYIO TEMaTVII-(y); HanncaHne Ha KapTo4dyke MHAOEKCA, HAa3BaHWUA
KaTasiora W KapTOTeEKU, B KOTOPbLIX OTPaXKaTCA AOKYMEHTbI;
YKa3aHne CCbIJIKM WU  OTCbIZIKKM, CBA3U MeXay OTAe/IbHbIMU

OAHa KapToO4Ka

2,0




py6puKkamu

MpeameTnsauma JOKYMEHTOB:

45 |npeameTmMsauMAa  OOKYMEHTOB C  WCMO/b30BaHWMEM pybpuK| OAHO Ha3BaHMWe 2,6
nevyaTHOM KapTOYKKU; NPOBEPKA COOTBETCTBMA PYOPMKM neyaTHOM
KapTOUKM NpeaMETHOMY KaTanory

46 |npeameTusauma  OOKYMEHTOB  NpM  OTCYTCTBMM  NEYaTHOM | OAHO Ha3BaHMWe 4,6
KapTOYKWM; O3HAKOM/IEHME C OKYMEHTOM, onpeseneHne pybpuku

47 |cocTaBfieHMEe HOBbIX NpeamMeTHbIX pybpuK ©  noapybpuK;| oAHa KapTouka 1,3
nepeHeceHne Ha KapTOUKM CNyKeOHOM KapTOTEKM

48 | pefaKTMpoBaHMe NpeaMeTHOM PybpUKKN; NpoBepKa NPaBUIbHOCTM | OAHA KapTO4YKa 0,88
npeameTHoM pybpuKKM, TOYHOCTU HaNUCaHKUA
OpraHusauus andaBUTHOroO KaTanora:

49 |nogbopKa KaApTOYKM no andasuTy ¢amuanii aBTOPOB WAM| OAHA KAapTO4YKa 0,36
3arfaBui 4na PacCTaHOBKM B andaBUTHbIV KaTanor

50 |pacctaHOBKa npeaBapuTesibHO NoAOOPaHHbIX  KapToyeK B| O4HA KapTouKa 0,36
andaBUTHbIN KaTanor

51 | pepakTMpoBaHue andaBUTHOrO KaTasnora; NPOBEPKA PACcCTAaHOBKM | OAHA KapTouKa 0,88
KapTo4eK, NpaBUIbHOCTU A00aBOYHbLIX W CCbIJIOYHbBIX KapTOYeK;
ncnpasaeHne ownbokK

52 |HanucaHue pasgenutens ana andaBUTHOrO KaTasora, yKasaHue O4MH 0,88
bYyKBblI, c/10ra pasgenurenb

53 |pacctaHoBKa pasgenuTenei B andaBUTHbIM KaTanor: nogbopKa OAMH 0,36
pasgenutenein no andasBuTy, NOUCK MeCTa pasfenuTens,| pasgenutenb

YCTaHOBKa, 3aKpenneHune CTep>XHA




Opl’aHVI3aLI,VIF| CnCTtemaTn4eCKoro Kartajaora:

54 |nopbopKa KapToOYKM NO MHOEKCAM, BHYTPU pa3gena no andasuTy | oAHa KapTouKa 0,42
dbamunnii - aBTOPOB MAM  3arnaBuii  gns  PacCTaHOBKM B
CMUCTEMATUYECKMNI KaTanor

55 |pacctaHOBKa npeagaputeNnbHO NOAOOPaHHbIX  KapToyeK B| OAHA KapTouKa 0,42
CMUCTEMATUYECKMI KaTanor

56 |pepaktmMpoBaHMe  CMCTEMATMYECKOro  KaTanora: npoBepKa| oAaHa KapTouKa 0,88
NPaBUIbHOCTM HAMNOJHEHMA PA34e/10B KaTasiora No COAEPKAHULO,
WMHAEKCALMM U pacCTaHOBKeE; UcnpaB/ieHme owmnbok

57 |aHanu3 cuctemaTMYecKoro Kartasiora: WUcrnpaB/ieHMe WHAEKCOB,| OAHA KapTo4Ka 5,2
BHECEHWE N3MEHEeHWI B andaBUTHbIN KaTanor

58 |HanucaHue pasgenutena p[aA  CUCTEMATMYECKOro  KaTasiora: 0aVH 2,6
YKa3aHMe HaMMeHOBaHWA pasfenia, noapasjena W [pyrux| pasgenutens
OTMETOK

59 |pacctaHoBKa pasgenutenei B CUCTEMATUYECKMIA  KaTanor: OAMH 0,42
noabopKa No MHAEKCAM, MOMCK MEeCTa, YCTaHOBKA, 3aKpenieHne | pasaenuntenb
CTEPIKHA
OpraHu3auma npeameTHOro Kataaora:

60 |noabopka KapToyek No npegMeTHbIM pybpuKam, BHYTpM pybpuK| oaHa KapTouKa 0,42
no andasuty bamununii aBTOPOB UM 3ari1aBui

61 |pacctaHOBKa npeaBapuTeNibHO MNOAO0OpPaHHbIX KAapTOYeK B| O4HA KapTOuKa 0,42
npeamMeTHbIV KaTanor

62 | pepakTMpoBaHue npeamMeTHOro KaTasora: npoBepKa | oAHa KapTo4Ka 1,0
NPaBUAbHOCTU CCbIZIOK, OTCbINOK, pyBpuK

63 |HanucaHve pasgenutena AnA NpegMeTHOro Kartasiora, yKasaHue OAMH 2,3




PYOPUKM, OTCISIKK, CCbINKM pasgenuTenb

64 |paccTtaHOBKa pas3genutens B nNpeameTHbIN KaTasor, NOMCK MecTa, o4MH 0,42
YCTaHOBKA, 3aKpenIEHNE CTEPXKHA pasgenuTenn
OpraHuzauus HyYMepaLMOHHOTO KaTasora HOPMaTUBHO-
TEXHUYECKOM JOKYMEHTaLNU:

65 |nopbopKka KapTO4KM MO BMAAM [AOKYMEHTOB, YCNOBHbIM| OZHA KapTO4Ka 4,3
umMdppoBbiM 0603HAUYEHUAM, andaBUTy COKPALLEHHbIX Ha3BaHWUM
CTpaH, NaTtMHCKOMy andaBuTy (MHOCTPaAHHbLIX CTaHAApPTOB), NO
HOMepaM JOKYMEHTOB

66 | paccTaHOBKa NpeABapuTesIbHO NOAOOPAHHbIX KAPTOYEK B KaTasor | O4HA KapTouKa 0,41

67 | pefaKTMpoBaHue KaTasora (npoBepka NPaBUIbHOCTU | OAHa KapTO4Ka 3,2
6ubnnorpadmyeckmx OMNUCaHWA, PaACCTAHOBKKM; WCMpaBieHue
oWMnBOK); BHeceHMe [JOMNOJHEHWUA W W3MEHEeHWA B KaTanor
(oTmeHa, 3amMeHa, M3MeHeHWA, MPOoANieHMe CPOoKa AeUCTBUA C
YKa3aHWeM UCTOYHMKa)

68 | HanucaHWe 1 paccTaHOBKa pasgenuTtenemn O4MH 1,3

pa3genuTenb

OpraHu3auma 1 BegeHWe 3/1eKTPOHHOTO KaTasora:

69 |cBepKka NOCTYyNUBLIMX  AOKYMEHTOB Ha  Ayb6/neTHOCTb  B| O4MH LOKYMEHT 1,6
3NEeKTPOHHOM KaTanore

70 | npMNMCKa NPOAOKAIOLLMXCA U3LAHUIA B SNEKTPOHHOM KaTanore OAWH OOKYMEHT 1,6
dopmuposaHue 6ubanorpapuyeckolt 3annucK Ana 3N1eKTPOHHOro | oAHa 3anuch
KaTanora; BeoA B 6a3y AaHHbIX; 3aNO/HEHWE COOTBETCTBYHOLLUX
nonei:

71 |npy HaNMYMM MaKeTa NeyvaTHOM KapTOUKK 0,36




72 | npu OTCYTCTBUM NEYATHON KapTOUYKM 0,42
73 |cocTaBneHMe aHaAUTUYECKOM 3anucu 3,5
74 | cocTaBneHue A06aBOUYHbIX U CCbIIOYHbIX ONMUCaHUIN OAHO onucaHue 0,88
75 | pepakTnpoBaHue 6ubnanorpaduueckolt 3anmcm B 6ase gaHHbix AC; | 04HO onucaHue 1,3
BHECEHWE N3MEHEHUI
76 |BBOA nepeyHa MpeaMeTHbIX PYOpUK apuPMeTMKO-10rMYeckux| oaHa pybpuKa 0,36
ycTpoiicte (ANY) K cucTemaTUYecKoMy KaTasiory M reHepasnbHoM
CNpaBOYHOM KapTOoTEKEe
77 |BblBOA HA 3KpaH BubAnorpadpuyeckmx sanmcen OfiHa 3anucb 0,83
78 | pepakTnpoBaHue pybpuK; HanosHeHWe pasaenos O/fHa 3anucb 3,0
N3bATUE KapTOUEK N3 KaTa/IoroB
N3bATHME KAPTOYKM Ha WUCKAOYEeHHble M3 BubamnoteyHoro poHAa | opHA KapTouKa
LOKYMEHTbI:
79 |andaBUTHOrO KaTanora 0,52
80 |cucTtemaTmyeckoro KaTtanora 0,56
81 |npeameTHOro Katanora 0,56
82 |HymepaunOoHHOro KaTanora 0,42
83 | n3baTUe bMbanorpadmyeckon 3anncm U3 sNeKTPOHHOTo KaTanora O/AHa 3anucb 0,84

TexHuyecKan 06paboTKa JOKYMEHTa

HakneuBaHue Ha AOKYMEHTE /IMCTKA CPOKa BO3BpaTa, KapmallKa,
ApAbIKa:

OAMH AOKYMEHT




84 | NNCTOK CpOKa BO3BpaTa 0,42
85 | KapmaweK 0,42
86 |ApabIK 0,26
HanucaHune wndpa Ha JOKYMEHTE U ApAbIKe: OZMH OOKYMEHT
87 | Ha goKymeHTe 0,26
88 |Ha Apnbike 0,36
89 |nepeHeceHne GopMaTHOIO U CUCTEMATMYECKOro WKUPPOB C| OAMH AOKYMEHT 1,6
KapTOYKU HA JOKYMEHT
90 |odopmMaeHne KapTOUKM AN TUPAXKUPOBAHUA O4HO Ha3BaHWe 1,0
91 | BHECEHME U3MEHEHMI B KapTOUKe MNOC/e TUPAXKNMPOBAHUSA OAHO Ha3BaHWe 0,42
92 | pacnpegeneHne KaTasloOXKHbIX KapTO4YeK Ha HOBble MOCTYNJEHWUA | OAHA KapTO4YKa 0,42
No CTPYKTYPHbIM NOApasaeneHnaM Nocsie TMPaXKMPOBAHUA
93 |3anosiHeHMe  KHUXKHOro  dopmynsapa:  yKasauve  wudpa,| OAUH KHUNKHBIN 0,88
WHBEHTApPHOrO HOMepa [AOKYMeHTa, GamMuauuM U UHULMANOB bopmynsap
aBTOpa, ero Ha3BaHwuA, LeHbl, roga u3gaHusa
94 | 3ano/IHEHNE KAPTOYKN MHAMKATOPA Ha AOKYMEHT, HanpaBasemMbli | OAUH UHANKATOP 0,88
B KHUTOXpaHeHWe: yKa3aHMe WMHBEHTAPHOro HOMepa, aBTOpa U
3arnasma, Wndpa paccTaHOBKMU
95 |3anosiHeHWe nepesaTodHOM BEAOMOCTM Ha MapTUIO  HOBbIX | 04HA BEAOMOCTb 0,42

NocTynaeHumn

Pabora B AC

BbIBOZ, Ha 3KPaH y4YeTHbIX GOpPM; pacneyaTka:

oAHa dopma




96 | INCTbI MHAMBUAYANBHOTO y4YeTa 4OKYMEHTOB 0,05

97 | nepepaTtoyHas BEAOMOCTb HOBbIX MOCTYNAEHW 0,05
98 | KapTouKa c 6ubnmnorpaduyeckoit 3anncbio A8 Y4eTHOro Katanora 0,05
99 | KHUXKHbI dopmynsap 0,05

100 | KapToYKa MHAMKATOPA 0,05




MprmeyaHue: K Hopmam BpeMeHU NPUMEHSIOTCA NOBbILLAOLWME KO3ODUUMEHTDI:

- NpU cocTaBieHUN Bubnmorpadryeckoro onncaHMa Ha AOKYMEHT, HA TUTY/IbHOM JIUCTE KOTOPOro YaCTUYHO OTCYTCTBYIOT AaHHble Ana 6ubnuorpaduueckoit
3anucm - 1,13;

- npu bubnnoteyHoi obpaboTKe: KMHODOTOPOHOAOKYMEHTOB - 1,21; HOTHbIX, KapTorpapuyeckux, msomsgaHumin - 1,15, cneumanbHbiX BUAOB Hay4yHO-
TEXHUYECKOW NUTepaTypbl U AOKYMeHTauum - 1,10;

- Npu paboTe ¢ LOKYMEHTAMW HAa MHOCTPAHHbBIX A3blKax, MPM OpraHM3auMn 1 BEAEHUN KpaeBeavecKoro Katanora (KapToTekun) u 6ubanoTeyHoro Katasora Ha
MHOCTPaHHOM A3blKe - 1,15, Ha A3bIKax cTpaH A3un n Adpukn - 1,5.

1.4. Pabota c dpoHaOoM

1.4.1. PaboTa no npmMemy AOKYMEHTOB

Tabnvua 4
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHnua Hopma
n/n n3mepeHus BpemeHwu,
MUH.
1 2 3 4

Mprem AOKYMEHTOB B CTPYKTYPHbIX NOAPA3AENEHUAX

an/IEM AOKYMEHTOB M3 OTA€e/la KOMMNEKTOBAHUA, CBEPKa C O4Ha napTuAa
conposoaunTenbHbiM matepmnasiom

KonnyecTtBo aK3eMnAAapos:

1 ]1-25 14,4

2 |26-75 37,2




3 |perucrtpauma HOBbIX MOCTYNAEHUIA NEPUOAUYECKUX W3L4AHUMN, | OANH OOKYMEHT 0,26
NpocCTaB/eHne OTMETKM B PETMCTPALMOHHOM KapToTeke

4 |npoBepKa rogoBOro KOMIMJIEKTA KYPHANOB W raseT Ha Haauvyme | OAUH HOMep 1,0
HOMepOoB

5 |npoBepka 3anucM Ha NEPBOM HOMEPE FO40BOr0 KOMMJEKTA:| OAWH HOMep 5,0
wndppa, HOMePOB, OTCYTCTBYHOLMX HOMEPOB, MeCALLEB
3anMcb HOMepa B TonorpaduUUeckytd ONUCb, MNPUAONKEHMA M| O[MH HOMepP
cneumasibHble BbIMyCKu:

6 |Ha pyccKom A3blKe; 1,0

7 | Ha MHOCTPAHHbIX A3bIKaXx 2,0

8 |npocTaBneHue wWTemnena CTPYKTYPHOroO nogpasgeneHna Ha| oAuH Homep 0,26
OOKyMeHTe
MNoabop AOKYMEHTOB A4/1A paccTaHOBKM B GoHAe:

9 |noabopKa [OOKYMEHTOB MO KAacCUPUKALUMOHHbIM WHAEKCAM, | OANH OOKYMEHT 0,52
ABTOPCKOMY 3HaKy

10 |nopbopka goKymeHTOB Mo ¢opmaTty, MHBEHTAapHbIM HOMeEpaMm, | OA4MH AOKYMEHT 0,92
Wwndpam paccTaHOBKU

11 |noabopka AOKYMEHTOB No andasBuTy Ha3BaHWIN, rogam, HOmepam, | OAMH AOKYMEHT 0,48
pasgenam, NnopaaKoOBOMY HOMEPY

12 |nopbopka cneuBnaoB HOPMATUBHO-TEXHUYECKON AOKYMEHTAUWUW | OA4MH AOKYMEHT 0,36

no KnacCam, nogknaccam, rpynnam, noarpynnam, MHBEHTAPHbIM
HOMEpam

PacctaHoBKa 6ubnanoteyHoro poHAa:




13 |paccTaHOBKA [AOKYMEHTOB Ha CTeANaXaX B CUCTEMATUYECKM-| OAWMH AOKYMEHT 0,52
anpaBMTHOM nopaake
14 |paccTaHOBKA [AOKYMEHTOB Ha cTensfaxax B  GOpMaTHO-| O4MH AOKYMEHT 1,3
MHBEHTAaPHOM nopsaKe
15 |paccTaHOBKa [AOKYMEHTOB MO andaBUTy Has3BaHMW, rogam,| OAWH AOKYMEHT 0,63
HOMepaMm, pasgenam, NopPAAKOBOMY HOMepPY
paccTaHOBKa  HOPMATMBHO-TEXHMYECKOM  [AOKYMEHTAUMM MO | OAMH AOKYMEHT
KNaccam, noAknaccam, rpynnam, noarpynnam, WHBEHTAPHbIM
HOMepam
Konnuyectso AOKYMeHTOB B noabopKe:
16 (1-5 0,52
17 |6-10 5,2
18 [11-15 0,88
19 |paccTaHOBKa [OKYMEHTOB Ha cTennaxkax B  GOPMATHO-| OAWMH AOKYMEHT 5,00
cucTematMyeckom M andaBUTHOM nopAake (NpeameToB U
maTepuanos rpaduKkn) B BUTPMHAX W LWKadax C yd4eTom
KOMM/IEKCHOIO XPAaHEHMA PYKOMMUCHbIX U CTapPONeYaTHbIX KHUT
20 | paccTaHOBKa AOKYMEHTOB Ha MUKPOHOCUTENAX B MHBEHTAPHOM M | OAUH OOKYMEHT 3,0
HYMepaLuMOoHHOM nopagke
NnpoBepKa NPaBMIbHOCTM PACCTaHOBKMU AOKYMEHTOB B OTAE/bHbIX | MaccuB poHAa
maccusax ¢oHAaa
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 (NnepeHeceHne) AOKYMEHTOB Ha cBOBOAHbIe MecTa 0J4Ha noJkKa 4,0

OdopmnieHne NOMOYHbIX pPasdenuTeneit; HanucaHue MOJIOUYHbIX oAuVH

pasgenurenen: pasgenuTenb
26 | onA cMcteMaTUYecKol paccTaHoBKM GoHAA 3,6
27 | ana popmatHOM paccTaHOBKK poHAA 2,6
28 | ana andaBUTHOM paccTaHOBKM doHAa 2,6
29 |4ana HyMepauMoHHOW paccTaHoBKM ¢doHAA 2,6

MpumeyaHue: K HOpMam BPEMEHW NPUMEHSAIOTCA NOBbILatoWwmMe Ko3ddULMNEHTbI:

- npy noabope 1 pacctaHOBKE KNHOGOTOPOHOLOKYMEHTOB - 1,2;

- HOT, KapTorpadunyeckmx, nsonsgaHumi - 1,5;

- Nnpu paboTe ¢ LOKYMEHTaMM HA MHOCTPAHHbIX A3blkax - 1,15;

- Ha A3blKax cTpaH A3um n Adpuku - 2,0.

1.4.2. PaboTta no coxpaHHocTM poHAa
N HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EanHnua Hopma
n/n n3mepeHus BpEMEHM,

Tabnuua 5



MWH.

1 2 3 4
MpoBepka bubanoteyHoro poHAa:
1 |HanuMcaHMe KOHTPOILHOIO TaN0HA Ha JJOKYMEHT: yKa3aHMe Ha Hem OZMH TaNoH 0,88
WHBEHTAPHOro Homepa, wudpa, Gamuanun, UHULMANOB aBTOPa,
3arnaeus, roga, Mecta U3gaHus, LeHbl, MecTa XpaHeHuA
2 |MapKMpPOBKA KOHTPO/IbHbIX Ta/lOHOB: YCTAaHOBKa, rAe Y4YTeH OZMH TaNoH 0,26
OAHHbIN  JOKYMEHT (y4yeTHbI KaTanor, WHBEHTapHaA KHwWra);
npocTaB/ieHne OMNo3HaBaTe/IbHOro 3HaKa
MoabopKa KOHTPONbHbIX TA/IOHOB: OOMH TasIoH
3 | NnoO MHBEHTAapPHbIM HOMEpPaM 0,21
4 | no andasuty dbammamin aBTOPOB UK 3arnaBuit 0,31
5 | no knaccMdpmuKauMoHHOMY UHAEKCY 0,52
6 |CBepKa KOHTPO/IbHbIX TA/JIOHOB C WHBEHTAPHOW KHUIOM, OTMETKa OAMH TaNoH 0,21
NPOBEPKN Ha TAJIOHE N B KHUTE
7 |cBepKa KOHTPOJIbHbIX Ta/JIOHOB C YYETHbIM MAM andaBUTHbBIM, OAWH Ta/IoH 0,26
TonorpaduyecKkMm KaTasoraMmm, OTMETKA Ha Ta/lOHE U B KaTanore
8 |aHanm3  dopmbl  UHAMBUAYANBHOIO  y4yeTa;  BbiiBJAEHWE | OAWNH OOKYMEHT 1,3
LOKYMEHTOB, He NnpoLlieawnx NpoBepKy
9 | cocTaBneHWEe KapTOYKM Ha AOKYMEHT, He NpoLleALlni NPOBEPKY OAMH AOKYMEHT 0,83
10 |NOMCK AOKYMEHTOB, He MpoLealnx MPOBEPKY, MO PasINYHbIM | O4MH AOKYMEHT 3,6

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




CoctaBneHme CnN1UcKa HegOCTAOWMX B d)OH,CI,e AOKYMEHTOB

O4NH CNUCOK

Konunyectso AOKYMEHTOB B CMUCKe:

11 |1 0,78
12 (2-10 8,3
13 |11-25 19,3
OT160p AOKYMEHTOB ANA U3bATUA U3 bOHAA
MpocmoTp AOKYMEHTOB Ha NpeaMeT U3bATUA U3 oHaa: OAMH JIOKYMEHT
14 | HenpodUAbHbIX 3,1
15 | pybneTHbIxX 1,6
16 |ycTapesBLwmnx No coaepKaHno 3,1
17 | BeTxux 0,88
18 | manoncnonbayembix, HEUCNONAb3YEMbIX 2,6
MoAroToBKa AOKYMEHTOB K aKTUPOBaHUIO:
19 |noabopka AOKYMEHTOB B MApTUM NO NPUYMHAM U3BATUA; CBEPKA C | OAUH AOKYMEHT 0,36
KHUXHbIM Gopmynapom
20 |noabopKa KHUMXHbIX GOPMYNSPOB HA AOKYMEHTax B nopsaaKke | oguH dopmynsap 0,42

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

CocTaB/ieHMe CNUCKaA K aKTy BbibbITUA (Nepenaun); noacyet obuuer
CyMmbl; obopM/IeHUE aKTa

OAVH aKT

Konnyectso AOKYMEHTOB B CMUCKE:




21 |1 0,78

22 |12-10 7,8

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

24 |oTbop [JOKYMEHTOB ANA nepenseTa; MpPOBEpPKa COCTOAHWUA | OA4MH OOKYMEHT 3,4
[OKYMEHTa; 3anonHeHune (cBepKa) KHMKHOro dopmynspa

25 |nogbopKa KOMMNEKTOB, CBA3blBaHWME B Mayku; odopmneHue | 0aUH AOKYMEHT 2,6
OOKYMEHTOB A/1A Nepefayun B nepenner

26 |NoAroToBKa AOKYMEHTOB K BOCCTAaHOBAEHMUIO: NOAOOP AOKYMEHTA, | O4MH OOKYMEHT 2,6
aHa/ZIOTMYHOTO  MOBpPEXKAEHHOMY; odopmaeHMe 3aKasa Ha
KonuposaHue

27 |npvem 3aKasza noc/je KOMMPOBaHWA, NPOBEPKa KayecTBa KOMWM, | OO4MH OOKYMEHT 0,83
NoAroToBKa AOKYMEHTa K nepensety

28 |npvem [OOKYMEHTOB W3 nepenseTa: CBepKa MOCTYNMBWWX W3 | OAMH OOKYMEHT 5,2
nepensiieta AOKYMEHTOB C KHUXHbIM GOpMynApom; npoBepkKa
KayecTBa nepenieTta; BOCCTAaHOBJEHWE 3arfiaBuA; HanucaHue
wndpa Ha ApAbIKe, KOpeLKe AOKYMeHTa
MoAwmnBKa ra3eT u TOHKUX KYPHAOB:

29 |onpeaeneHune popmaTta, BNOKEHME KOMMN/IEKTA XKYPHANOB B Nanky | OAHa Manka 13,0
Hy}Horo ¢opmarta, 3aBA3blBaHUeE; BblHeCeHWe wudpa, Ha3BaHuUA,
rofia U3gaHuaA, HOMepPa }KypHanoB Ha 06/10XKKY M KOPELLOK Nanku

30 |packnagka raset MO Ha3BaHMAM: MPOKasbiBaHWE, B/IOXKeEHWEe B OoAHa nanka 9,4

KapToHHY0 06/10)KKy (nanky), NpowWHypoBKa; odopmieHune
06/10KKM (Ha3BaHWe, rog, HOMep, MecsLl)




MenKkuii peMoHT poHzaa:

31 |noaknenKka OOKYMEHTA, KapMallKOB, fP/ibIKkOB; BOCCTAHOB/IEHUE OJlHa narka 4,2
3arnasum
PecTaBpaLma KOPELLKOB:

32 |onpegeneHne obbema paboTbl; yaaneHWe CTaporo KOpPEeLWKa,| OAWMH KOPEeLoK 60
NnoAroToBKa KoJsieHKopa (obpeska, noaxnenka); npownska 610Ka
OOKYMEHTa, NOAK/eKa HOBOro KOpeLKa, pasmelleHmne nog npecc
PecTaBpauma cTpaHuL;

33 |onpegeneHne obbema paboTbl; noakneinka ¢otorpaduii, KapT,| ogHa cTpaHMuUaA 10
yepTexKeit; BOCCTAaHOB/IEHME YacTel CTpaHuL, (ctp.)
ObecnbinuBaHue poHAaa:

34 |obecnblivBaHne ¢oHAA C NOMOLLBIO MNblaecoca; obecneyeHue oAHa 12,0
paboyero mecta TeXHUYECKMMWU CcpencTBaMu; MpoBeaeHue MeponoKa
obecnblnBaHMA; 3aHOC TEXHUYECKUX CPEACTB B MECTa XpaHeHUs

35 |py4yHoe obecnbinMBaHWe ¢oHAa; obecneyeHue paboyero mecta 0fiHa 9,4
TEXHUYECKMMMU CpeaCcTBamMM; 3aHOC TEXHUYECKUX CPeACTB B MecTa MeponosKa

XpaHeHnA

MprmeyaHue: K Hopmam BpeMEHW NPUMEHSIOTCA NMOBbILLAOLLME KOIOOULMNEHTDI:

- Npy py4HOM obecnblAMBaHMM GOHAA HOTHbIX, KapTorpadrueckunx, n3onsaaHunin, gucceptauuii - 1,2;

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

1.4.3. U3yyeHne 6ubnmoteyHoro poHAa




N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EomHuua Hopma
n/n n3mepeHuns BPEMEHMU,
MWH.
1 2 3 4
MoarotoBuTeNbHan paboTa no usyveHuto GubanoTeyHoro poHaa:
1 |cocTtaBneHue naaHa paboTbl MO M3yYeHUo bubamoteyHoro dpoHaa OAMH NNaH 214,0
(yactn doHAa)
2 |nNoArotoBKa WHCTPYMEHTapua Mo  U3ydeHWo 6ubanoTedyHoro| opgHa Tabavua 6,3
¢$oHAa; cocTaBneHme TabanLbl MO PA3/IMYHbIM acnekTaM U3yYeHuUs
3 |noabopka 6Gubanorpapuuecknx nocobuin, UHGOPMaLMOHHBLIX| OAHO nocobue 20,0
CNUCKOB A4N1A npoBegeHua paboTbl No m3yyeHuto 6mMbamMoTeyHoro
¢doHaa
4 |noprotoBKa MHCTPYKTaXKa A/1a npoBefeHus paboT Mo U3yyveHuto OAMH 83,0
6ubnnoteuHoro doHAA NHCTPYKTaX
Bubnunorpadpuuyeckoe nsyyeHme bubanoteyHoro poHAa
O3HaKkoM/ieHUe C cogeprkaHnem bubnmorpaduyeckoro nocobus,| oaHo nocobue
MHGOPMAUMOHHOIO  CMMCKA Ana  nposedeHuAa  paboTbl  no
u3yyeHuo bubamoteyHoro ¢oHaa
KonnyecTtBo HasBaHMIi B Nocobum:
5 |1-25 15,7
6 |26-50 34,0
7 |51-100 68,0




CBepKa KapToOuyKM KaTasora ¢ 6ubanorpadpuyeckmm onvcaHuem
[OOKYMEHTa, YKasaHHOro B nocobuu; BHECEHME OTMETKM O
Ha YUK LLOKYMEHTa B poHze:

O Ha KapToO4Ka

8 |andaBuTHbIN KaTanor 0,26
9 |cucTemaTUYeckuin Katanor 0,42
10 |cocTtaBneHne 6ubamorpapuyeckoro onMcaHMs Ha OTCYTCTBYIOLWME | OAHA KAapTOYKa 2,6
B 6MbMOTEKE AOKYMEHTDI
NPOCMOTP HAMOJIHEHMA CUCTEMATUUYECKOTO KaTasora B Pas/IMYHbIX | OZHa KapTo4yKa
acrnekrtax (no oTpacnAam 3HaHWA, BUAAM, rogam); conocTaB/eHue
NONy4eHHbIX OAHHbIX C TEMATMKO-TUMNONOTUYECKMM
(nepcnekTMBHbIM)  NNAHOM  KOMMEKTOBaHWUA;  YTOYHEHUE,
BHECEHWE KOPPEKTMB B NNAH KOMNAEKTOBaHUSA
KonnyecTtBo KapToYeK B ALLMKeE:
11 [1-500 43,0
12 {501 -1000 85,0
13 1001 - 2000 173,0
CtaTucTMyeckoe usyyeHne 6ubamoTeyHoro poHaa:
14 |3anonHeHMe cTaTUCTUYecKux Tabauu, (no coctaBy, AMHaMUKe M| oaHa Tabauua 19,3
CTeNneHn MCnonb3oBaHMA 6UBAMOTEYHOro GoHAa) Ha OCHOBaAHWUM
YYETHOM AOKYMEHTauUuMmn
15 |pacyeT nokasatenel KHUroobecrneyeHHocTH, obpaLLaemocTy, oauH 2,0
YMTAEMOCTH noKasaTtenb
16 |cnAowWHOM MNPOCMOTP AOKYMEHTOB Ha CTefsaxax, noacyet Mo | OAWMH AOKYMEHT 0,84

KHUXKHbIM GpOpMYAApam MAK TUCTKam CPOKa BO3BpaTa KOAMYECTBa




KHUrosblaa4y

17 | MapKnpoBKa Heucnonblyemoin 4Yactu ¢oHAa B 3aBUCMMOCTU OT| OAMH AOKYMEHT 0,26
NPWYKH, BbI3BaBLUMX HU3KYIO 06palLaeMocTb

18 |3anonHeHune Tabanubl WHTEHCMBHOCTHU MCNonb3oBaHMA | oaHa Tabauua 50,0
6ubnnoteuHoro poHAa
CoctaBsieHMe M aHaAu3 Tabauy No msydyeHuro 6ubAMOTEYHOrO
¢doHaa
CocTaBneHue Tabanybl:

19 |no cocTaBy, pasBUTHIO U UCNOb30BaHMIO BUbIMoTEYHOTo doHAaa oAHa Tabanua 63,0

20 |no cTeneHW ucnonb3oBaHMA ¢GOHAA B Pas/MYHbIX acnekTax (B| ogHa Tabauua 68,0
oTpacneBom, Mo BUAAM U3LaHWUI)

21 |no ob6bemy Hencnosib3yemon 1 masocnpalimBaemoin Yact doHaa | ogHa Tabamua 63,0
W NPUYMHAM ee HaKoMeHus
AHanus Tabanubl: oAHa Tabanua

22 |no cocTaBy, pa3BUTUIO M UCNONb30BaHUIO BUbAMoTeYHOro poHaa ofiHa Tabnnua 56,0

23 |no cTeneHM MUcCNonb3oBaHMA ¢GOHAA B Pas3AMYHbLIX acnektax (B| ogHa Tabauua 56,0
oTpacnesom, Mo BUAAM U3LaHWUI)

24 |no cocTaBy U BeAMYMHE HEUCNONb3YEMOW M MasocnpallMBaemoi | oaHa Tabauua 60,0
yactn GoHZA M NPUYMHAM ee HaKoMNAeHuA

25 |coctaBneHne nnaHa  MeponpuATMIA M NPeaNoXeHUn no OAMH NNaH 161,0

pesynbTaTam nsyyeHuna GoHaa




MpumeyaHue: Bpema NpoBeSEeHUA UHCTPYKTaXKa B HOPMY BPEMEHU He BXOAMT; NpU paboTe ¢ JOKYMEHTAaMM Ha MHOCTPAHHbIX A3blKaX K HOPMaM BpeMeHM
npUMeHseTcs nosblwatowmii KoadduumenT 1,15.

1.5. O6cnyKmBaHue yntatenem

1.5.1. Paborta c untatenem

N HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EonHunua Hopma
n/n n3mepeHus BPEMEHMHU,
MWH.

1 2 3 4
3anucb yntatena B GUGAMOTEKY:

1 |npocMOTp AOKYMEHTOB uuTaTena (macnopT, YAOCTOBEPEHWE,| OAMH uYuTaTesb 1,7
NOpPYyYMUTENbCTBO); MPOBEPKA HaAMUMUA YUYETHO-PErncTpaLMoHHOM
KapTOUYKM untaTtenn

2 |3anonHeHne dopmMynspa uuTaTenNs, YYETHO-PErucTPauMOHHOM | OAMH YnuTaTesNb 2,0
KapTOUKM, YntaTesibcKoro buneta

3 |o03HaKoMneHuve  uuTaTeNa € MpaBuaamM  MO/Ab30BaHWUA | OAMH YMTaTe/b 5,0
61bMOTEKON, pacnonokeHnem GoHAa, CNPaABOYHbIM annapaTom

4 |MOMCK M pPaCcCTaHOBKA YYETHO-PErMCTPALMOHHBIX KapTOYeK Mo| OAHa KapTouyka 0,26
andasuty bammnnin YutaTenen
Mepeperncrpaums Yntatenei

5 |nouck ¢opmynapa (perncTpaumoHHOM KapTOYKM) uuTaTens; | OAMH YnTaTesb 12,0

BHECEHME U3MEHEHWUI B HUX U YMTaTeNbCKuii bunet (yTouHeHue

Tabnnuya 7



aHKETHbIX [aHHbIX, HOBOIO YMTaTe/bCKOrO HOMepa, AaTbl
nepeperucTpaumm)

3anucb (nepeperncrpauus) untateseil B aBTOMaTM3NMPOBAHHOM
pexunme:

Habop Ha KnaBuaType CBEAEHMI O uuTaTene: GpamMuaus, Ums,
OTYECTBO, XapaKTepusylowme ero npusHakn (obpasoBaHue,
CneunanbHoOCTb, MHas MHpopmMauma), Ko

OAUH YnTaTeb

6,0

OCYLLECTB/IEHNE KOHTPO/IA 33 BO3MOHbIM Ha/UYMEM AaHHbIX O
yuTatene, 3anucasliemca B 6ubAnoTeKy (paHee 3anucaH, AuLLEH
npaBa NoAb30BaHMA)

OAMH ynTaTe b

1,0

odopMIeHNE KoAa YMTATENA C KOHTPOIbHbIM Pa3psaLoM U CPOKOM
No/sb30BaHMA YMTaTeNIbCKMM OWIETOM Ha OCHOBE BblAAHHOW
nHpopmauum

OAUH YnTaTeb

0,52

BblBEAEHNE Ha MPUHTEP CBEAEHMI O 3anuCcaBLIEMCA yuTaTese B
Buae 61aHKa, Bblpe3aHue 61aHKa M BKIEWKA ero B YMTaTeNIbCKUi
bunet

OAMH ynTaTesNb

1,3

PaboTa AMcneTyepcKom cnyKobi:

10

npunem 4YutTaTenbCKOro Tpe6OBaHMFI; npoBepKa MNpaBUIbHOCTU
3ano/IHeHUA Tp66OBaHI/Il‘/JI, YTO4YHEHUE mecTa XpPaHeHuA
AOKYMEHTOB; OTMETKa B p,McnequpCKoﬁ CeTKe, nepepgava
TpeGOBaHMH B KHUTOXpaHeEHNE

04HO
TpeboBaHue

0,73

BbinosHeHMe TpeboBaHuit noTpebuTtenelt, Bblgada 4OKYMEHTOB U3
OCHOBHOIO KHUrOXPaHEeHMUS:

11

nony4yeHue TpeboBaHMI, pernctTpaums, nogbopka ux no wudpam

OZHO
TpeboBaHue

3,0

12

NMOUCK OOKYMEeHTa, HaHeCeHne OTMETKWN Ha TpE‘6OBaHVIVI, KHUXXHOM

0AHO

5,0




dopmynnape, AncneTyepcKom ceTke

TpeboBaHue

13

YCTaHOB/NEHME MeCTa HaXOXAEHUA HeHaNAEeHHOro AOKYMEHTa no
CNpaBoOYHbIM KapTOTEKaM, KaTasioram

O4HO
TpeboBaHue

7,0

14

BblJa4a AOKYMEHTA M3 OTAEeNa KHUroxpaHeHus notpebuTento;
OTMETKa Ha KHUXKHOM dopmynsape, TpeboBaHUK

OAMH AOKYMEHT

2,0

15

NPUHATME AOKYMEHTAa OT NOTpebuTens; MOUCK KHUMKHOTO
dopmynsapa, TpeboBaHMA; NoralieHne OTMETKUN O Bblgaye

OAMH OOKYMEHT

3,0

BblAa4ya KOMMN/IEKTOB [OKYMEHTOB BO BpPemMeHHOe MOoaAb30BaHue
noapasgeneHnam 6ubanoTeku:

16

odopmMaeHune 3aABKM Ha KOMMNIEKT AOKYMEHTOB, NepesaBaemblii B
CTPYKTYypHOE noapasgeneHue

OfiHa 3asBKa

5,0

17

noabop AOKYMEHTOB B KOMMAEKTbl; HanucaHuWe BTOPOro
3K3emMnaspa KHUKHoro dopmynapa (MHAMKaTOpa)

OAVH AOKYMEHT

40,0

Bbl4aya KOMMMIEKTOB AOKYMEHTOB; OTMETKA Ha KHUXKHOM
dopmynape (vHankaTope) narbl BblAauu, [OaHHbIX
nogpasaeneHus, NoayyatoLLero KOMnAeKT

OLMH OOKYMEHT

KonnyectBo OKYMEHTOB B KOMMEKTE:

18

25

6,8

19

50

13,5

20

200

108,0

MonyyeHne  KOMMAEKTOB  OOKYMEHTOB  OT  CTPYKTYPHbIX
noApasfaeneHnin; MoUCK KHUKHoro dopmynsapa (MHAMKaTOP);
noraweHne OTMETKM O BblAaye, BJOXKEHME ero B AOKYMEHT

OANH KOMNNEKT




Konnyectso AOKYMEHTOB B KOMMJIEKTE!

21 |25 6,8

22 |50 13,5

23 (200 108
O6cnynBaHMe yntTaTesiei B YNTa/IbHOM 3aJi€:

24 |npoBeAeHWe KOHCynbTaumm, becedbl C yuTaTeniem Yy KaTasoros, 0fiHa 5,0
KapTOTEK, KHUXKHbIX MNONOK, MHOOPMUPOBAHNE UNTATENNA O HOBbIX | KOHCyNbTaLuA
NOCTYNNeHUAX
Mopnbop AOKYmMeHTOB B noacobHOM ¢OHAE YMTANbHOrO 3ana; | OAWH LOKYMEHT
nepeaaya Ha Kadenpy Bbloaun:

25 |no TpeboBaHuIO YnTaTens 2,0

26 | no ycTHomy 3anpocy 1,7

27 |no onpeaeneHHon Teme 3,1
MNopobop AOKYMEHTOB MO y4vyebHOW NporpamMmme Ha OCHOBAHMM | OAMH KOMMNIAEKT
MaKeTa KOMMJEKTa fLOKYMEHTOB, BblAaBaeMblX CTyAeHTam;
noabop yyebHMKOB Mo daKynbTeTam, Kypcam, rpyrnnam; CBepKa
KHUKHbIX GOPMYNsipoOB C Ha3BaHMEM KHUT, WHBEHTAPHbIMU
HOMepamMu
Konnyecteo AOKYMEHTOB B KOMM/IEKTE:

28 (10 2,7

29 (20 5,4

30 (40 10,8




31 |Bblga4ya [AOKYMEHTA: CBEpPKa BblgaBaeMoro [AOKYMeHTa C| OAWH AOKYMEHT 2,0
YMTaTeNbCKUM TpeboBaHMEM; MPOBEPKA HaNMuMA  CTPaHWUL,

BHECEHMEe 3aMUCK Ha YMTaTeNbCKOM TpeboBaHUM (KOHTPONbHOM
JINCTKE); BNOXKEHNE B UNTATE/IbCKUI BUNET, pacCTaHOBKA, OTMETKA
KHUToBblAa4M

32 |nonyyeHne  [JOKYMEHTA: CBepka ero ¢  TpeboBaHMeM | OAUH AOKYMEHT 2,0
(KOHTPO/IbHBIM INCTKOM); MPOBEPKA COXPAHHOCTU AOKYMEHTa,

HaNM4na CTPaHUL, BHECEHME OTMETKM O Npueme

33 |nonyyeHne [OKYMEHTa, 3aKa3aHHOrO uuTaTeNem B OTAeNe| OAUH AOKYMEHT 0,5
KHUTOXpaHeHuA

34 |nepepaya [OOKYMEHTa, CAAHHOrO  yutatenem, B  OTAeN | OAWUH OOKYMEHT 1,0
KHUTOXpaHeHuA
OTbop 1 nepesaya AOKYMEHTOB Ha KONUPOBaHME: OAMH AOKYMEHT

35 |oTbop AOKYMeHTOB (OTAenNbHbIX CcTaTei) ANA nepegaynm Ha| o4MH LOKYMEHT 5,0
MUKPOPUAbMUPOBAHME N KONNPOBaHME

36 |NOAroTOBKa AOKYMEHTOB K KOMMPOBaHUIO; opopmMeHne 3aKkasa; | oAUH AOKYMEHT 3,0
permucTpauma B y4eTHbIX popmax

37 |nonyyeHne MUKpodMAbMA W KOMWUW; NPOBEPKA MNPABM/IBHOCTM OOMH 3aKas3 5,0
BbIMO/IHEHWA 3aKa3a
O6cnyxnBaHue unMtTatenen Ha aboHemeHTe:

38 |noabop AOKYMEHTOB A/19 PEKOMEHAALMN YNTATENAM OOMH AOKYMEHT 5,0
Bblgaya AOKYMEHTOB uuTaTesto, NMOUCK dopmynsapa uuTatens,| oAuH AOKYMEHT
yKasaHMe CcpoKa BO3BpaTa, MPOBEPKA HaAMuuA  CTpaHuu;
obcnyKuBaHue:

39 |B3poCabIX 2,7




40 |peten 3,2
41 |npoBeaeHune beceabl C unmTaTenem, MHPOPMUPOBAHME O HOBbIX| OAMH YMTaTENDb 5,0
NOCTyNAeHUAX
MonyyeHne Q[OKyYMeHTa OT u4uTaTeNda, BHeCceHMe OTMETKM O OAWH OOKYMEHT
npueme; nNpoBepKa Ha/MYUA CTPaAHUL,; BJIOXKEHWE KHUXKHOIO
bopmynsapa; obcnyRunsaHue:
42 | B3pOCabIX 1,8
43 | peten 5,0
44 | npoasieHWe CPoKa MOJIb30BAHUA AOKYMEHTOM; NOUCK popmynapa | oanH popmynsap 3,0
YuTaTenNs; BHeECEHUE OTMETKU O NPOAJIEHNM CPOKA NONb30BaAHMUA
Co3gaHue Konuii LOKYMEHTOB NO 3aNpocam YMTaTenei:
45 | KOHcynbTaumA YnTaTenen No BblIbopy NapameTpPoB KONMPOBAHMSA 0ofHa 5,0
KOHCyNbTauuA
46 | co3gaHue 3NeKTPOHHOM KoMK C opurMHana OfiHa CKaH- 0,15
Konus
47 | co3paHue bymakHOM Konuu € opuUrMHana o4Ha CTpaHuua 0,15
48 | co3paHue Konmm ¢ MUKpPodopm OAMNH Kaap 0,5
49 | neyaTb ByMaXKHbIX KONU AOKYMeHTOB 13 Jb OOMWH NUCT 0,08
50 |co3paHue 3N1eKTPoOHHOM GOTOKONMM C OPUTMHAA OAMH Kaap 5,0

MprmeyaHue: K Hopmam BpeMeHU NPUMEHSIOTCA NMOBbILLAOLLME KO3OOUUMEHTDI:

- Npy 0bcnyKMBaHUMN YnTaTenen KNHoGoTopoHOAOKYMEHTamMM - 1,2;




- HOTHbIMU, KapTorpadunyeckMmmn, nsonsgaHmamm - 1,15;

- cneunanbHbiMn BUAaMn Hay‘-IHO-TEXHM‘-IeCKOﬁ NNTEPATYpbl N AOKYMEHTAUUN - 1,1;

- Npu paboTe ¢ LOKYMEHTAMM HA MHOCTPaAHHbIX A3bIKax - 1,15;

- Npy paboTe ¢ LOKYMEHTAaMM Ha A3blKax A3nn n Abpuku - 1,5.

1.5.2. BHyTpeHHAA paboTa

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EamHmua Hopma
n/n n3mepeHuns BPEMEHM,
MWH.

1 2 3 4
MoAaroToBKa K Bblaave:

1 |pacctaHoBKa dopmynsapoB uuTaTesneir (No cpokam, Homepam,| oauH dopmynap 15,0
andasuty)

2 |noasepeHwe utoroB paboTbl 3a Npoleawunii AeHb, BHeceHWe exXeHeBHO 9,2
3anucKu B AHEBHUK

3 |noabop AOKYMEHTOB MO NpenBapuTeNbHbIM 3aKa3am YuTaTenein u| oguMH LOKYMEHT 3,0
naaHam YTeHus

4 | NPOCMOTP HOBbIX NOCTYMN/IEHNI ANA PEKOMEHAAUMMN YNTATENAM OAMH AOKYMEHT 2,0

5 |npocmMoTp M NOMOAHEHWE  KHWMKHbIX  BbICTAaBOK, ALIMKOB| OA4MH OOKYMEHT 3,0
cB80604HOro BbI6OPa KHUF, TEMATUYECKUX NOJIOK U CTENNAXKEN

6 |noaroToBKa paboyero mecTta eXkeflHeBHO 10,0
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PaboTa ¢ dopmynsipom untaTtens:

7 |aHanu3 ¢GOpMynApoB uMTaTesNIen, BbISBJEGHME UMTATENbCKUX | 0AnH dopmynnp 4,3
MHTEepecos

8 |cocTaBneHWe KapTOYKU A1 KApPTOTEKM YUTATENbCKMX MHTEPECOB; | OAHa KapTouKa 0,86
COCTaBNEHME CNUCKA YNTATENbCKMX MHTEPECOB

9 |3anucb B popmysiape ynuTaTens o pesysibTatax aHaaM3a YTeHUs 3a OZHa 3anmucb 3,6
onpeneneHHbI nepmog,

10 |3anucb B AHEeBHWKe OWBAMOTEKApA O AMHAMUKE YTEeHWs M| OJHa 3anucb 9,2
MHTepecax yntatena (rpynnel yntatenemn)
PaboTa c untatenamu, He BO3BPATUBLLMMMN SOKYMEHTbI B CPOK:

11 |nouck dopmynsapos umTaTesieil, He BO3BPATUBLUMX AOKYMEHTbI B| O4AWH dopmynap 1,0
CpPOK

12 |HanucaHMe OTKPbITOK-HaNOMWHAHUI O BO3BpaTe [AOKYMEHTOB;| oAuH dopmynap 2,0
OTMETKa AaTbl HANOMWHAHUA Ha dopmynsape

13 |onoseuweHne (no TenedoHy) uuTaTenAa, He BO3BPATMBLLErO | oAUH dopmynsap 4,0
OOKYMEHT B CPOK; OTMETKa AaTbl HANOMWHaHMA B dpopmynspe
ObecneyeHne KOHTPOA 32 CPOKaMM BO3BpaTa JOKYMeHTOB B AC:

14 | BbIBOA, Ha NPUHTEP CNKNCKA YnTaTenei 1 aboHEeHTOB-3a40/I3KHUKOB OAVH CNUCOK 0,16

15 |cocTtasneHune cnucka 3ag0MKHUKOB O4MH CNUCOK 0,16

16 |pacneyaTKka Ha NPUHTEPE HaNOMWHAHMA abOHEHTaM M YMTaTenam| OAWMH CNUCOK 2,2
0 CpoOKe Bo3BpaTa (afpec, Ha3BaHMA B3ATbIX JOKYMEHTOB)

17 |u3bATMe n3 6asbl AaHHbIX CBEAEHUI O 3aHATOCTU BO3BPALLEHHbIX | OAHA 3anucb 0,4

AOKYMEHTOB




OdopmneHre NoncKa 3a0/1KHUKOB Yepes cys,:

18 |konupoBaHWe dopmynsapa  uUTaTens; YTOYHEHWE  aBTOPa, | OAMH AOKYMEHT 2,7
Ha3BaHMA, WHBEHTApPHOrO HOMepa, UEHbl [AOKYMEHTa, He
BO3BPALLEHHOrO B CPOK; MepevyncsieHne rocnowinHbl  3a
obopMieHNEe MCNONHUTENBHBIX HaAMUCeW; nepecblUika nena B
cya;

19 |nonyyeHme u odopmneHMe [OKYMEHTOB W3 HOTApPWUa/IbHOWM | OO4MH AOKYMEHT 2,7
KOHTOpPbI (NpOCTaBNeHNWEe HOMEepPa pPacYeTHOro c4yeta, Homepa
WCMNOJIHUTENbHOM HaanucK)

20 | cocTaBneHue aKTa Ha onnaTy Yepes cya yTepAHHbIX LOKYMEHTOB OAWNH OOKYMEHT 2,7
Mpuem AOKYMEHTOB B3aMeH YyTEPAHHbIX:

21 [noucK uuTaTenbckoro ¢opmynsapa; BHECEHME COOTBETCTBYIOLLEN | OANH OOKYMEHT 5,0
3anucn B dopmynsap, TeTpadb y4vyeTa KHUF, MPUHATbIX B3aMeH
YTEPAHHbIX

22 |npocMOTp AOKYMEHTa, Npeasaraemoro B3aMeH yTepAHHOTO OAMH OOKYMEHT 2,0
PaboTa c oTkazamu:

23 |y4eT M KnaccuduKaumAa  OTKa3oB: OTMETKA Ha  JINCTKe OfHO 1,6
yuTaTenbcKkoro TpeboBaHUA NPUYMHBI OTKa3a TpeboBaHue

24 | paccTaHOBKa yuTaTesbCkMX  TpeboBaHUi B KapToTeke o4Ho 0,32
"Hey[0BNETBOPEHHbIN cripoc” TpeboBaHue

25 |aHanu3 0TKa3oB, COCTaBAEHWE CBOAKM OTKA30B B OTPAC/IEBOM OZMH OTKa3 1,0
pa3spese (MO MpuMYMHAM OTKasa M MepaM WX JIMKBUZALMU WU
npeaynpexaeHus)

26 |cocTaBneHue 6MBGAMOrpadUUEcKOro OMUCaAHWS Ha LOKYMEHTHI, o4Ho 2,0
UMetoLmne Hanbosbllee YNCNO OTKA30B, M Nepesava KapTouku B | 6ubanorpadpuue




oTAeN KOMNNEKTOBAHUA

CKOe onncaHme

1.5.3. BHecTauuoHapHoe obcayXKumBaHue

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

1 2 3 4
OpraHusauma 6nbanoTeyHbIX NYHKTOB, NepeaBUKHbIX 6MbAnOTEK:

1 |3akntoyeHWe JoroBopa Mexagy 6ubanoTeKon M opraHusaumen,| OAMH JOroBop 270,0
roe byaeT ocywecTBAATLCA BHECTALMOHApHOe 0bcnyKmnBaHme

2 |odopmneHune dopmynapa 6UBAMOTEYHOTO NYHKTA oAMH popmynap 13,5

3 |odopmneHne nankM ¢ AOKYMeHTaMu (ZOroBopa, AOBEPEHHOCTM o/4Ha nanka 13,5
Ha Nony4yeHue KHUr, bopmyaapa 6MBANOTEYHOrO NYHKTa, OTYETOB
W OPYIUX LOKYMEHTOB)

4 |cocTaB/ieHME CXeMbl pasmelieHns BbubanoTeuyHbIX NYHKTOB Ha o4Ha cxema 126,0
TeppUTOPUN rOposa, paioHa

5 |coctaBneHune rpaduka ob6MeHa [OKYMEHTOB, Haxo4AwMXcA B| OAMH rpaduk 18,0
61bNOTEYHbIX MYHKTaX, NepeaBuKHbIX bubanoTekax

6 |cocTaBneHWe nnaHa MeTOAMYECKOW MomoLlM BubanoTekapam- OAMH NNaH 46,0
06LLecTBEHHMKaM

7 |odopmneHne ob6bsBAEHMA O AHAX M Yacax  paboThbl 0AHO 12,0
6nbnMoTEeYHOro NyHKTa, NepeaBuKHOM bUbanoTekn obbsaBneHue
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Monbop KOMMNNEKTOB AOKYMEHTOB AN 6MBAMOTEYHOro MYHKTa,
nepeasuKHoM bnbanoTekm

MoabopKa KOMNIEKTa AOKYMEHTOB

OANH KOMNNEKT

Konnyectso AOKYMEHTOB B KOMM/IEKTE!

8 |10 15,0

9 |30 45,0

10 100 148,5

11 |Bblgava AOKYMeHTa B OMOAMOTEYHBIN NYHKT; OTMETKA B KHUXXHOM | OAWH AOKYMEHT 2,0
dopmynape AaTbl BblAAYN, HOMEPA NYHKTA

12 |3anucb B ¢dopmynape 6MBAMOTEYHOro MyHKTA AaTbl BblgayM | OAHA 3anNuUCb 1,0
OOKYMEHTOB, KOJIMYECTBa BbIAAHHbIX WM  BO3BPALLEHHbIX B
CTaLMOHap AOKYMEHTOB

13 |paccTtaHOBKa  KHUXHbIX  GOPMYNAPOB B KApTOTEKY  3a| OAWMH KHUMKHbBIN 0,4
pasgenutenem curibl 6MBANMOTEYHOTO MNyHKTa, NepeaBUNKHOM dopmynsap
61bnnoTekmn, BHYTpU No andasuTy damuanii aBTopos

14 |npvem [OKYMEHTOB M3 O6MOBAMOTEYHOro MNYHKTa, NEepeaBUXKHON | OAUH AOKYMEHT 1,6

6MbMOTEKM: MPOCTaBNeHME OTMETKM O NpUemMe; B/IOXKeHMWe
dopmynapa B LOKYMEHT




1.6. O6cnyKmMBaHWe No mexbubamotedHomy aboHemeHTy (MBA)

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EanHunua Hopma
n/n n3mepeHusa BPEMEHM,
MUH.
1 2 3 4
O6cnyxunBaHue untatenen bubnnorekm no MBA:
1 |peructpauua ymtaTtens, nonbsyrouweroca MBA OAMH ynTaTeb 1,35
2 |3anonHeHMe 6naHKa-3aKasa, NPOCTaB/AeHME PErUCTPALMOHHOIO OAMH 3aKas3 2,2
HOoMepa, AaTbl
3 |yTOYHEHMEe VYKa3aHHbIX YuTaTesNleM CBeAEHWM O 3aKasaHHOM OAMH 3aKa3 1,6
LOKYMEHTe, UenAn 3anpoca, MWCTOYHMKA, OTKyZAa MOJyYeHbl
cBeaeHuA
Bubnnorpaduyeckasn AopaboTKa 3aKa3a; YyTOYHEeHMEe
6ubnnorpaduryecknx ceeaeHmii:
4 | no cnpaBoOYHbIM U3JaHUAM 27,0
5 | npuv nomoLwmn aBTOMaTU3MPOBAHHbIX CPeACTB 0,22
6 |npoBepKa HanMuMA 3anpalliMBaemoro AOKymeHTa B 6ubnmotekax| oguMH OOKYMEHT 10,2
ropoaa, obnactu, perMoHa, B TOM Yncsie No CBOAHbLIM KaTasoram
7 |HanpasneHne 6naHKa-3akasza C MNPOCTAaB/NIEHHOMW OTMETKOM OAMH 3aKas3 0,27

(wtemnenem) "B ropose HeT' B OTpacneBol, YHUBEPCa/bHbIN
UeHTp uan B 6MbanoTeky (opraH uHdOpMaUUM) NO AAHHbLIM
CBOZHbIX KaTa/noros
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3aMMcb  CBEAEHUM O  HanpaBneHUMM 3akaza no MBA
(HaMmeHoBaHMe 6MBAMOTEKN, AOaTa) Ha OOOPOTHOM CTOpOHe
6naHKa 3aKasa

OoAHa 3anncb

1,4

nomelleHue 61aHKa-3akasa B "KapToTeky 3anpocos yntatenei no
MBA" 3a pasgenutenb "3anpocbl no MBA, HanpaBneHHble B
apyrune ubnmortekn"

O4HO
TpeboBaHue

0,32

10

npuvem AOKyMeHTa, npucaaHHoro no MBA; BCKpbITMe BaHaeponu,
NpoBepKa COCTOAHWME AOKYMEHTa, OTMETKa AaTbl MoAyYyeHua W
Ha3BaHMA OWMBAMOTEKW, BbICNABLIEN [AOKYMEHT, WMHBEHTAPHOIO
HOMepa, CPOKa NO0/b30BaHWA; NepecTaHoBKa 6/1aHKa-3aKasa M3
pasgena KaptoTteku "3anpocbl no MBA, HanpaBieHHble B Apyrue
6ubnnotekmn" B pasgen "MonyyeHHblie no MBA nsgaHma"

OAMH AOKYMEHT

3,8

11

n3iseuwieHne 4Yymtatena o nNonyyvyeHMun 3anpoleHHOro AOKyMeHTa U
CPOKe No/ib30BaHNA UM

04HO
nsBelleHne

1,35

12

BblAa4a YMTATENO NONYYEHHbIX N0 MBA AOKYMEHTOB B YMTa/IbHOM
3ane (B cnyxebHom nomelweHun 6MbBAMOTEKM); CBepKa
BblABAEMOro [OKYMeHTa C 6/1aHKOM-3aKa3om; NpPOBEpPKa
HaNNMYUA CTPAHUL, U COCTOAHUA AOKYMEHTA; OTMETKA BblAauu

OAMH AOKYMEHT

1,0

13

npMemM AOKYMEHTa OT uuTaTens B YMTaNbHOM 3a/e; CBepKa
OOKYMEHTa C 4acTblo 6/1aHKa-3aKasa, MpoOBepKa COXPaHHOCTM
OOKYMEHTa; BHECeHMe OTMETKM O npueme; MOMelLeHue
[OOKYMEHTa B CNeLnanbHO BblaeneHHOe MecTo (3aKpbITblil WKagd)

OAMH AOKYMEHT

0,5

14

ussnedyeHve 61aHKa-3aKasa M3 KApTOTEKM, 3anMucb cBefeHuin ob
OTNpaBKe W34aHWA (JaTa, HOMepP MOYTOBOrO OTNPABAEHUSA);
nepecTtaHoOBKa /IUCTKa M3 pasgena '"MoayyeHHble no MBA
nsgaHua" B pasaen "BosspaleHHan autepatypa”

O MH INCTOK
TpeboBaHusA

1,0

15

NnoAroToBKa K  OTNpaBKe  [IOKYMEHTOB B 6ubanoTeky-
doHaoaepKaTeNb 3aKa3zHOM GaHAEpPO/blo; YNakoBKa baHaeponu;

OAMH AOKYMEHT

3,6




B3BewWunBaHME ee; HaKnensaHme MapKu (ECJ'IM HET
Ll,eHTpaIIM3OBaHHOl7I onnatbl neperanM); HanncaHne apgpeca,
COCTaBieHMe onncum

16

paboTa c oTKazamu

OfVH OTKa3

1,03

17

coobuieHne B oTaen obCayKMBaHWA O NOJyYeHUM OTKasa (paTa,
NpPUYKNHa)

OAWNH OTKa3

1,35

Ob6cnynBaHune aboHeHToB No MBA

Mpuem 3aKka3os:

18

npu OTCYTCTBMU HOMepa aboHeHTa Ha 6/siaHKe-3aKase npoBepKa
no KapToTeke aboHeHTOB, abOHMpPYeTCA N AaHHAA OpraHn3auma

OZVH OTKa3

1,0

19

opraHunsauunAa a60HMpyeTcn: npocrtaBaeHne HOomMepa Ha 6naHKe-
3adKa3e; cCBepKa agpeca, Ha3BaHWA OpraHunsauuu, d)ammnmm
OoTBeTCTBEHHOro no MBA; BHeECEHUE N3MEHEHUI B KapToO4KK

OAWNH OTKa3

3,6

20

nepsMyHoe  obpaweHne aboHeHTa B TeKywem  roay:
NpPOCTaB/ieHWE B KAapTOUKe rofa obpalleHus, AaTol

OZVH OTKa3

3,6

21

odopmneHune aboHeHTa (opraHMsauus paHee He aboHMpoBanach):
npuceoeHne aboHEHTY HOMepa; 3amnofiHeHWe  KapTOYKu
pernctpauum aboHeHTa MBA u paspenutena (bopmynsp);
YKasaHWe MNo/HOrO HauMmeHoBaHMA 6uMBAMOTEKM, NOYTOBOrO
agpeca, TenedoHa, GamuanKU, UMEHW, OTYECTBA OTBETCTBEHHOrO
Mua, AaTbl OTKPLITUA M HOMepPa aboHeHTa

OAVH aboHeHT

5,0

22

PaCCTaHOBKA PErMCTPaUNOHHDBIX KapTOY€EK B KapPTOTEKY

O4Ha KapTO4Ka

0,32

23

obopmneHne  u3sBeuleHMa ana  aboHeHTa  (cTaHAapTHoe
usselleHne o6 OTKPbITUM aboHemMeHTa); 3anpoc HeAOoCTaloLIMNX
cBeAeHUIN AN1A KapTOTEKM TUNOBbLIM MUCbMOM

0AHO
nsselleHne

1,6




24

npoBepKa NpPaBUIbHOCTM 3ano/iHeHuA 6,71aHKa-3aKasa,
3a[0/1I3KeHHOCTM aboHeHTa, NpocTaBieHne Ha obopoTe 1-i yactu
6naHKa-3aKkasa (cTp. 2) cBoero wremnens v AaTbl NOJAy4YeHUA
3aKkasa B pybpuke "CnykebHble OTMETKM 6MbAMoTekapa" npwu
BbIMOJIHEHUN W NepeHanpaBfeHUM 3aKasa B CTpoKe "paioHa,
ropoga"

OAMH bnaHk-
3aKas

3,8

25

nepegaya Ha y4yacTok paboTbl C OTKasaMu HenpaBWubHO
odOpPMNEHHbIX 3aKa3oB (HeT nevyaTtu, noAnucu, Hepasbopumso
odOpPMNEHHbIE, HE Ha fA3blKe OPUrMHaNa) U 3aka3oB aboHEHTOB-
3a[10/1KHUKOB

OAUWH bnaHK

0,43

26

WwndpoBKa 3aKasoB aboHeHTOB; noabopKa 6/1aHKOB-3aKa3oB Mo
andaBuTy; NPOBEPKA HANMUMA AOKYMEHTA NO KaTtanory

OAMH bnaHK

2,7

27

NMOAroTOBKa AOKYMEHTA K BblAaye: CBepKa LOKYMEHTA ¢ 61aHKOM-
3aKa30M; NPOBEPKa Ha/MuuA CTPaHUL, U COCTOAHUA AOKYMEHTa;
npoctas/ieHne Ha 6/1aHKe-3aKase (nMueBoin ctopoHe 1-i u 3-i
yactn cTp. 1, 5) wWndPpoB AOKYMEHTA; yKasaHMe WHBEHTAPHOro
HOMepa, KoNn4YecTBa AOKYMEHTOB, AaTbl Bblgaun; Ha 06opOTHOM
CTOpOHe 2-11 yacTu (cTp. 3) npocTaBneHue WTemnenna 6ubanoTeku
C Ha3BaHMEeM M MOYTOBbLIM aAPECcOM, yKasaHMe CPOKa BO3BpaTa,
B/OMKEHMEe 2-i 4YacTM 61aHKa-3aKasa B BblAABAEMbIA AOKYMEHT;
npocras/ieHne Homepa 6aHAEPONN BHU3Y

OLMH OOKYMEHT

1,4

28

NOCTaHOBKa 3adKa3a Ha o4epenb (B cQlydae 3aHATOCTU VI3,CI,aHI/I‘r'I);
360HEHTy OTnpaBKa n3seweHnAa

OAVH 3aKa3

1,6

29

nepefaya M34aHUA Ha KonupoBaHWe (Npw 3aKase Ha ¢parmeHT
N34aHUNA: CTaTbA U3 KypHana, CbopHMKa)

OAVH 3aKas3

2,7

30

OTnpaBka AOOKYMEHTOB aboHeHTam: ynakoBKa 6aHp,eponM;
B3BELWMBAHWNE, HaKnenBaHune MapKu; HanncaHue agpeca;
COCTaB/ieHMe onncum

OAVH AOKYMEHT

2,5




31

paccTaHoBKa 6/1aHKOB-3aKa3oB (1-A uacTb) Ha BblAaHHblE
[OKYMEHTbI (BbIC/IaHHbIE) B KapTOTEKY 06CNYKMBAHUA abOHEHTOB
B pasaen "BbiaaHHble no MBA n3aaHuma"

OAVH AOKYMEHT

0,32

32

bubnuorpadpuyeckaa aopaboTKa  HEBbLINOJIHEHHbIX  3aKas30B;
yTOuHeHne 6bubnnorpadpuyeckmx cBeAeHUit Mo  CNpPaBOYHbIM
M3OaHUAM

OAVH AOKYMEHT

3,2

33

BbiAB/IEHWE  HA/NM4YMA  3anpaliMBaeMoro  AOKYMeHTa B
6ubnnoTtekax ropoaa, pervoHa

OAMH AOKYMEHT

10,2

34

odopmaeHune 3aKkasa K nepeHanpasieHuo B gpyrne 6ubnmoteku;
yKa3aHue Ha obopoTHOM cTopoHe 1-i yacTu BnaHKa-3akasa (cTp.
2) npuvyMHbl M JaTtbl nNepeHanpasneHus (wtemnens "Her B
61bnunoTteke, HeT B BUBAMOTEKAX ropoa..."); OTMETKM O NpoBepKe
No CNPaBOYHbIM U34aHUAM, CUTNbl BUbAnoTeK-boHaOAEpKaTeNel
no CBOAHOMY KaTasnory

OZVH 3aKa3

2,7

35

OoTnpaBkKa a6OHeHTy n3BelweHnA o0 nepeHanpaBaeHUN 3anpoca C
YKa3aHnem 6M6}1VIOTeKM, KyAa OH OTnpas/iieH

oAHO
nsselleHne

1,6

36

perncTpaumsa oTKasa B Y4YeTHbIX popmax; OTrnpaBKa aboHeHTy
6naHKa-3akasa (3-t0 vacTb) B C/Ayyae  HEBO3MOMKHOCTU
BbIMOJIHEHUA C OTMETKOW O MPWMUYMHE OTKasa B COOTBETCTBYHOLLEN
pybpuke

OZVH OTKa3

3,6

37

npuvem [OOKYMEHTa, BO3BPALLEHHOIO abOHEHTOM; MoJiyyeHWe Ha
noyte, BCKpbITUe BaHAEpONN; NMPOBEpPKa COCTOSHUSA LOKYMEHTA;
usBneyeHre 6OnaHKa-3akasa W3 KApPTOTEKM OBCAYKMBAHMSA
aboOHEHTOB, YyKasaHMe Ha Hem [AaTbl BO3BpaTa [AOKYMEHTa,
nepectaHoBka 6/1aHKa-3aKkasza B pasgen  "Bos3BpaleHHas
nutepatypa”

OAVH AOKYMEHT

3,2

38

obecneyeHune KOHTPO/1A 3a CPOKaMM NO/Ib30BaHNA OOKYMEHTaMu:
BblAB/IeHUWE OO0/1XKHUKOB, HanpaB/ieHne HaNOMWHaHUM

OAMH AOKYMEHT

1,6




BbinosHeHue pabort B AC:

39 | popmmpoBaHue 6asbl JaHHbIX 06 aboHeHTax no| oAuH aboHeHT 5,4
cooTBeTCTBYlOLWEN popme, BBOA MHPOPMALUM O HOBOM abOHEHTe

40 |nowuck B 6ase AaHHbIX CBeAEHUN 06 abOHMpPOBaHMM OpraHM3auum; | oaMH aboHEHT 3,6
BHECEHWE N3MEHEHUI

41 |BBOA MHOOPMALMKM O NpUEeMe 3aKa3oB OT abOHEeHTOoB O4MH 3aKa3 0,27

42 |BBOA, WHPOPMAUMM O MepeHanpasBfieHUM 3aKasa, BbIBOA Ha OAMH 3aKas 1,6
NPUHTEP M3BELLEHWNA O NepeHanpaBAeHMN 3aKa3a

43 |BBOA, OaHHbIX O MOCTAaHOBKE 3aKasa Ha oyepeapb; coobuieHue O4MH 3aKa3 1,6
aboHeHTy

44 | perucTpauma BblAaHHbIX abOHEHTY AOKYMEHTOB, MPOCTaBNEHUE | OAWNH OOKYMEHT 2,7
CpOKa Bo3BpaTa

45 |ypaneHue U3 MmaccuBa AaHHbLIX O BO3BPALLEHHOM AOKYMEHTEe OAUH OOKYMEHT 0,16

46 |obecneyeHne KOHTPOJIA 32 CPOKaMM BO3BpaTa AOKYMEHTA: MOUCK | OAMH abOHEHT 2,7
M oT6Op AaHHbIX B MaMATU MalUUMHbI O 3afl0/IKHWUKAX; BbIBOA,
HY)XHOM WHPOpPMAUMM Ha NPUHTEpP; pacneyaTka CMAUCKOB C
yKasaHuem agpeca aboHeHTa
1.7. MaccoBas pabota

N HanmeHoBaHue npouecca, onepauuun. Coctas paboTbl EomHuua Hopma

n/n n3mepeHus BPEMEHMN,

MWH.
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2

MoAroToBKa MaccoBbIX MEPONPUATMIA

OnpepeneHne Tembl, COCTaBa ayauTOPWW, OTBETCTBEHHOrO 3a
MeponpuaTMe B LENOM; COCTaB/leHMe naaHa MnoAroTOBKU
MepOonpUATUA, BOMPOCOB AnA 0b6Cy)KAeHMs; npurnaweHue
KOHCY/NIbTaHTOB, /NEKTOPOB; NoAbopKa AOKYMEHTOB NO Teme
MEpPOoNpPUATUA; OpraHU3aLMa BbICTaBKM AUTepaTypbl, anbboMOB;
onoselleHNe uYuTaTenell o MeponpuaATMM Yepes aduu,
ny6avkaumMmM B nedyatu, No pagmo, TenesBUAEHUIO; BblABAEHUE
BbICTYNaloWMxX; MnedaTb W pacnpocTpaHeHue npPUrnacuTenbHbIX
61neToB; NOAroTOBKa MOMELLEHUA; NpoBeAeHMe coBellaHuAa no
uToram MoAroTOBKWU U NpoBeAeHUs meponpuaTtna, odbopmaeHue
npoTokona:

04HO
Mmeponpuatue

YnTaTeNbCKasa KoHdpepeHLmA

4900,0

NIMTePaTyPHO-XYA0MKECTBEHHbI Beyep, BeYep OTPAC/NEBON KHUMM,
ancnyT

3340,0

BEYEep BOMPOCOB M OTBETOB, YCTHbIN XKypHan

2600,0

Kny6 no uHTepecam

2600,0

OETCKUI YTPEHHUK

3900,0

BMKTOPUMHA, KOHKYPC, Urpa-nyTewecrsme

3900,0

Opl’aHVI3aLI,VI’r'I KHWXHbIX BbICTaBOK

CoctaBnieHMe nNnaHa oOpraHM3auMmM M MPOBEAEHUS BbICTABKY;
BblAB/IEHUNE " oTtbop OOKYMEHTOB; noAroToBKa
COMPOBOAMTE/IbHOM  OOKYMEHTaLMM K BbICTaBKe; CO3jaHue
XYZAOMECTBEHHOIO MPOEKTa; MOHTAXX BbICTaBKWM; OpraHM3auma
MHPOPMALMOHHO-pEeKNaMHolt  paboTbl no  nonynapusauum




BbICTaBKK; noaBeneHne NnToroe pa6OTbI

TemaTMyeckue BbICTaBKM  0buwebubnmnortedyHoro macwTtaba,| oaHa BbiCTaBKa

opraHusyemble Ha poHAax bubanMoTekn

KonnyectBo sKCNOHaTOB:
7 [1-50 560,0
8 |51-100 1120,0
9 |101-200 2240,0

BbiCTaBKM MO OMNpeaeneHHOM OTpacivM 3HaHUN WauM  Teme,

opraHusyemble:

Ha doHae bubnnoTekn 0/JHa BbICTaBKa

Konnyectso 3KcrnoHaTos:
10 |1-50 310,0
11 |51-100 940,0
12 |101-200 1920,0

Ha doHae oTaena 0/[Ha BbICTaBKa

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

BbICTaBKKM, MOCBALWEHHbIE XW3HU U OeATeNbHOCTU BblAaloLWMXCA

O/1Ha BbICTaBKa




noaen

KoaunyecTtBo 3KCNOHATOB:

16 |1-10 47,0

17 |11-25 110,0

18 [26-50 210,0
BbicTaBKM Ha NoKax cTennaxen 0JHa BbICTaBKa
Koan4vecrso sKCnoHaToBs:

19 [1-5 25,0

20 |6-10 44,0
BbICTaBKM HOBbIX MOCTYMNAEHUI 0JHa BbICTaBKa
Konnyectso sKkcnoHaTos:

21 |1-25 40,0

22 |26-50 72,0

23 |51-100 160,0
Peknama 61MbanMoTeKN; paboTa No NPUBAEYEHUIO YMTaTENEN:

24 |noAroToBKa pPEKNaMHOro cooblieHWs B nedyatb, MO paamo, OJHa 420,0
TenesnaeHuio o] paborte 6nbanoTeKN, ocobeHHocTax | nyb6aukaums,
bYHKLUMOHMPOBAHMA PasNnYHbIX NOAPa3AeNeHUi, HOMEHKNAType 04HO
ycnyr, npegoctaBasembix bubanoTtekon coobuieHne

25 |noAroToBKa nnakaTa o AeATeNbHOCTM bubanoTekn (BbIGOp Tembl,| OAWMH NaaKaT 210,0

onpegeneHne cogepxaHma n (bOprI, COa4a B neanb)




26 |opraHu3auma 3SKCKypcuu; npuem U odopmMeHNE 3aABKM, | OAHA IKCKYpCUA 52,0
YTOYHEHME TEMbI SKCKYPCUIA U COCTABA IKCKYPCaHTOB
BbisBneHMe noTeHUMasbHbIX nNoTpebuteneir  6ubamMoTeyHo-
MHGOPMAUMOHHbBIX ycayr 6ubanoTteku:
27 | npocmoTp npecceol OOMH AOKYMEHT 6,8
28 |nNpoCcMOTp U aHaIN3 AOKYMEHTOB KOHKYpPUpPYOLWNUX drpm OAUH OOKYMEHT 52,0
29 |BeAeHWe KapToTEKU NOTPEebUTENbCKOTO PbiHKA OAHa KapToyKa 1,3
30 | BCcTpeum ¢ pykoBoguTensmm Gupm, opraHnsaumi, npeanpuaTni o4Ho 210,0
meponpusatme
31 |cbop 1 NoAroToBKa MaTepuanos aas MHPOPMaLMOHHbIX ByKneToB| OAWH ByKkneT 7680,0
(0bwmx, No oTaAeNbHOMY NPOEKTY)
32 |paspaboTka AmsaiiHa n maketa MHPOPMALMOHHbIX ByKneToB OAMH ByKneT 14400,0
33 |obecneyeHne KOHTPOAA KayecTBa FOTOBbIX MHPOPMALMOHHBLIX| OAWH ByKneT 20,0
bykneTtos
34 |noabop cyBeHUPHOM NPOAYKLMM 04HO 1440,0
meponpuatue
35 |noarotoBKa pa3gaToYvHbIX MaTEPMAIOB MEPONPUATHUA 04HO 480,0
meponpuatue

MpumevaHue:

- BpeémMA opraHn3aunmn BbiICTaBOK IMTEPATYPLbI, NpoBeAEHNE MACCOBbIX MepOﬂpVI‘r'ITMl\;I n 3KCKprM171 B HOPpMY BpeEMEHWN HE BXOAMUT,

- K HOPMam BPeMeHW MPUMEHAIOTCA MoBblllatowme KoabduumeHTbl: NP OpraHM3aummn Bble3AHOM BbICTaBKM - 1,1; MpPM 3KCMOHMPOBAHWWM Ha BbiCTaBKe
NMTepaTypbl Ha MHOCTPaHHBbIX A3bIKax - 1,6, npun paboTe ¢ AOKYMEHTamM Ha A3blkax A3un n Abpmkn - 2,0.



1.8. CnpaBoyHas U MHOpMaLMOHHan paboTa

N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EomHuua Hopma
n/n n3mepeHusa BPEMEHM,
MUH.
1 2 3 4
YyeT NoCTYyNMBLUNX BTOPUYHDIX SOKYMEHTOB (KapToYeK)
CYyMMapHbIM YY4ET KAPTOYEK B KYPHane NocTynaeHnin n BblbbITMA B| 0O4Ha NapTma
PEerucTPaunoHHbIX KapToTeKax
YMcno NOCTYNMBLUMX KapTOYeK:
1 |1-110 19,0
2 |111-220 63,0
3 1221-600 160,0
4 | BblAB/MIEHME HEBbLINOJIHEHHbIX 3aKa30B; COCTABJEHWE 3aABKM Ha OAMH 3aKas3 4,5
HEBbINOJ/IHEHHbIE 3aKa3bl
OpraHusayus cnpaBoYyHo-6ubanorpadpudeckoro annapara (CBA)
MpocmoTp M OTO6OP AOKYMEHTOB M3 TEKYLUMX MOCTYNNEHUN Ans
BKAto4eHuA B CBA, B TOM YnCe KpaeBegyeCcKmin KaTanor:
5 |KHura OAHa KHUra 3,2
6 |cbopHuUK OJlHa CcTaTbA 2,7
7 | XypHan oAHa cTaTba 2,7
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8 |raseTta OJHa CTaTbA 1,6
9 | 6ubnnorpaduyeckoe nocobue OfiHa 3anucb 0,5
10 | neTonuCb KHUMKHbIX, *KYPHANbHbIX WU Fa3eTHbIX CTaTel oAHa 3anucb 0,83
11 | NPUKHWUXKHBIV BUbanorpadmUyeckmnii cnMcok O/AHa 3anucb 0,5
CocTaBnieHne bubnunorpaduyeckon sanmcm OfHa 3anucb
Konunuyectso anemeHToB 6Mbanorpadumyeckoin sanncu:
12 |[1-4 3,2
13 |5-6 0,5
14 |7-9 6,0
CoctaBneHne aHHOTaUMKM, W3YyYeHWE [OKYMEHTa, HanuMcaHwe | o4Ha aHHOTauMA
TeKcTa:
15 |aHHOTUpPOBaHME KHUT 260,0
16 |aHHOTMpPOBaHWe CTaTemn 156,0
17 |aHanuTUYeckaa pPOCMUCb  KYypHasbHbIX, T[a3eTHbIX CTaTel, | O4MH AOKYMEHT 3,8

cbopHMKoB, bubanorpadpuueckmx nocobuin: 03HaKoMeHME C
coepKaHUeM U34aHUsA; COCTaBNeHMEe aHAIMTUYECKOW pocnucu

MpocMoTp  NOCTYNUBLWIMX  MHPOPMALMOHHBLIX  (BTOPUYHbIX)
OOKYMEHTOB M UX 0TO6Op ANnA BKAoYeHMA B CBA (nNepBUYHbIN
oT60p)

MpocmoTp MHGOPMALMOHHOTO U34aHUA (B TOM YMCIE KAPTOUKK) U
oTbOp W3 HWUX [OOKYMEHTOB ana BKAoveHua B CBA;
CMCTEMATU3ALMA KaAPTOYEK MO TWMam KaTasioroB M KapToTek;

OAHa KapToO4Ka




npoBepKa MHAOEKCOB, PAaCCTaHOBKA KapPTO4YKU

Yncno KapTouek:

18 {1-10 18,0
19 |11-100 165,0
20 |101-300 490,0
MNpocmoTp M oTbop Kaptouek B CBA C uenblo M3bATUA WU
nepemeLlleHma (BTopuYHbIM oTbop):
21 |n3bATUE M3 KATA/IOTOB M KAPTOTEK KapTOYeK Ha AOKYMEHTbl, | O4HA KapTO4Ka 1,5
CAuCaHHble n3 ¢doHAga; NPOCMOTP KpaeBeauecKux,
6ubnnorpadumyecknx n daktorpadmnyecknx KapToTek, UsbATHe U3
HUX  KapTO4eK Ha  [OOKYMEHTbl, noTepABWME  LEHHOCTb,
nepeBeAeHNEe KapTOYeK B apXMBHbIE KapTOTEKU (YHUUTOXKeHUe);
BHECEHME OTMETKM B KypHasie yyeTa W pPerucTpauyoHHOM
KapToTeKke
OpraHunsauus reHepanbHOro cMcTemMaTmyeckoro Katanora (FCK):
22 |npocmoTp WM OTH6OP [OKYMeHTOB AnA BKAoudeHuAa B [CK;| oAnH AOKYMEHT 2,7
odpopmneHune KapTouekK
23 | HanmucaHue u pacCTaHOBKaA pasgenurtens oAuH 1,7
pasgenutens
PepaktnposaHue CK:
24 | ucknoveHne mn3 FCK KapToyek Ha AOKYMEHTbl, YCTapeBWMX UAM | OAHA KapTouKa 1,5
HenpoduAbHbIX, NepeBefeHne UX B apXMBHYO YacTb (M3bATUE);
AeTanusauma pasgenos
25 | HanucaHWe HOoBbIX pasaenuTenem OAMH 1,4




pasgenntenb

OpraHun3aumsa KapToTeKn NepcoHanui:

26 |onpeneneHne M cOCTaBAEHME MEPEYHA WL, CBEAEHMA O KOTOPbIX | OANH OOKYMEHT 1,5
OTPaykatoTCA B KapTOTEKE; MPOCMOTP MHOOPMALLMOHHbBIX N30aHUM,
NepPBUYHbIX AOKYMEHTOB; OTOOP AOKYMEHTOB AN BK/AOYEHWUA B
KapTOTeKy

27 |TexHunyeckaa M copeprkatenibHas o0b6paboTKa AOKYMEHTOB A5 | OAWH OOKYMEHT 2,7
BK/IIOYEHUA B KApPTOTEKY; PaCcCTaHOBKA KapToyek no andasuty
damunnin aBTOpoB M NO BUAAM JOKYMEHTOB

28 | HanucaHWe 1 pacCcTaHOBKa pasgenuTtenemn O4MH 1,4

pa3sgenuTenb

OpranHusayus ¢akTorpapuyeckoit Kaptotekn (PK):

29 |onpepeneHve npeamerta, ob6beKTa M OCHOBHbIX MPU3HAKOB AAs | OA4MH LOKYMEHT 2,7
oTparkeHus B PK; npocmoTp AOKYMEHTOB 1 OTOOP A5 BKAOYEHMSA
B ®K; 3aHeceHMe OTOOpaHHbIX CBEAEHMIA HA  KapTbl
WHOOPMALMOHHOFO MaccMBa C BHECEHMEM COOTBETCTBYHOLLUX
OTMETOK B MOUCKOBbI MaccnB paKTorpadmMyeckom KapToTekmn

30 |pepaktupoBaHne @OK; npoBepka NpPaBWUIbBHOCTM BHECEHMA | OOAUH AOKYMEHT 1,6
CBeAEHWNIN N YKa3aHUiM 06 NCTOYHMKAX MHOpMaLUK

31 |HanucaHWe 1 paccTaHOBKa pasgenuTtenemn O4MH 1,4

pa3sgenuTenb

OpraHu3auma TemaTUYeCcKmMx NanokK ra3eTHbIX BbIpe3oK:

32 | npocMOTp raseTHbIX BbIPe30K, CUCTEMATU3ALLUA NX 0fiHa Bblpe3Ka 2,5

33 |odpopmneHne BbIPE3OK ANA XPAHEHMA B TeMaTMYeCKMX Mankax;| OZAHa BblpesKa 3,2

KpaTKoe onncaHne NCTOYHUKa, HaK/ieMBaHNE Ha KapTO4YKKU




1.8.1. CnpaBo4HO-6MbAMOrpaduyeckoe obcaynsaHue

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EamHmua Hopma
n/n n3mepeHuns BPEMEHM,
MWH.
1 2 3 4
Mprem bubnmorpadmyeckmx 3anpocos:
1 |npuem 6ubAMOrpaduyeckoro 3anpoca; YTOYHEHUME Tembl,| OAWH 3anpoc 0,43
LEeNeBoro M YMTaTeNbCKOro HasHayeHus, MOJIHOTbl UCTOYHMKOB,
TMNOB, BUAOB MU XPOHOOTMYECKUX PAMOK 3anpoCcoB
BbinonHeHMe cnpaBok
BbinonHeHMe  TemaTWM4eckon chpaBKM; MNOUCK M oTbop| oAHa cnpaBKa
[OKYMEHTOB; cocTaBneHune 6ubanorpadumyeckoro onmcaHus
MUCbMEHHO; KOJIMYECTBO UCTOYHMKOB:
2 |1 3,0
3 |2-5 15,0
4 |6-10 30,0
YCTHO; KONNYECTBO UCTOYHUKOB:
5|1 2,0
BbinonHeHue aapecHo-bubnmorpaduyeckoi CnpaBKMK;

YCTaHOB/N1IEHNE HANTNUYNA UNN MECTa HaxOoXAeHUA AOKYMeHTa Unun
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ero yactn B poHae 6ubAnoTekn

NMMcbMEHHO; KONMYECTBO NCTOYHUKOB:

6 |1 2,0

7 |2-5 12,0

8 [6-10 24,0
YCTHO; KOIMYECTBO UCTOYHWUKOB:

9 |1 1,5
BbinonHeHMe  yTouHAwwel 6ubavorpapuyeckoin  cnpaBkW,| OAHa CNpaBKa
yCTaHaBAMBaloLew " (van)  yTouHAOWEN 3N1EMEHTbI
6MbaMorpadnUEcKoro OMUCaHWA, KOTOpble OTCYTCTBYHOT UAU
MCKaXKeHbl B 3anpoce ymTaTens
MUCbMEHHO; KOIMYECTBO NCTOYHUKOB:

10 |1 2,7

11 [2-5 14,0

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

13 |1 1,6

BoinosHeHne ¢akTorpadmyeckon crnpaBKKM, YCTaHABAMBAlOLWEN
KOHKpPETHble CBeAEeHUS O TeX WM MHbIX 0b6beKTax, cobbITusX,
npoveccax, fatax

OAHa CrnpaBKa

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 cnpaBovHo-6ubanorpaduyeckoro annapara:

18 |npoBeneHue H6ecenbl 0 CO34aHUM U UCMONB30BAHUN CNPABOYHOIO ofHa 4,2
annaparta, No metToauKke bubnmorpaduyeckoro noucka KOHCybTauusA
BeneHue doHAa BbINONHEHHbIX CNPABOK:

19 | oTbop cnpaBku gna GoHAA, pas3soKeHUe No nankam (KoHBepTam); | oAHa cnpaBKa 4,2
odopmneHue cnpasBKku

20 |cocTaBneHWe KapTOYKM A/1A apxMBa; YKasaHWe MOopALKOBOro| O4HAa KapTouKa 2,7
HOMepa, TeMbI, AaTbl Bbl4auyn; NOCTAHOBKA KAPTOUYKM B KapTOTEKY
apX1Ba BbIMNOJIHEHHbIX CNPaBOK
PaboTbl B pexkume AC:

21 |dopmupoBanmne T[CK; BBOoA B 6asy [AaHHbIX aHaAUMTUYECKOM | OoAHa KapTouKa 2,0
POCMMCHY ra3eTHO-KYPHaNbHbIX cTaTel, COOPHUKOB

22 |noucK u otbop brubanorpadmyecknx 3anucei no ycaoBmam OflHa KapTouKa 2,7

23 | BbIBOA Ha 3KpaH bubanorpadumyeckomn 3anmcm Uan otTaenbHbIX M3 | OAHa KapToyKa 1,6

Hee cBeAEeHUIA; pacneyaTka

1.8.2. bubnunorpaduyeckoe MHpopmmnpoBaHme




N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EomHuua Hopma
n/n n3mepeHusa BPEMEHM,
MUH.

1 2 3 4
BbiABneHMe WMHPOPMAUMOHHBIX MOTPebHOCTEN CneunanncTos
MEeTO0M aHKETMPOBaHWUA:

1 |onpegeneHMe  KOHTUHIreHTa  noTpebuteneir  MHbopmauuu; OAMH 34,0
paspaboTka 3aABOK A4/1A onpeaeneHns WMHGOPMALUMOHHBLIX| noTpebutenb
notpebHocTel (3anpocoB); pacchiaKka (pacnpocTpaHeHue) 3asaBOK;
0b6paboTKa NOAyYeHHbIX 33ABOK; COCTaBiAeHWe Ha 6ase
NONYYEHHbIX [AaHHbIX KapTOTEKM KOHTUHIEeHTa noTpebutenei
MHPopMaLmK 1 X MHPOPMaLMOHHbBIX NOTpebHOCTeN (3anpocoBs)

BbiaBneHne MHGOPMALMOHHbIX MOTPEOHOCTEN CNeLMannucToB Ha
OCHOBE aHanM3a NAaHOBO-OTYETHON AOKYMEHTALMM:

2 |oTbop, U3yyeHue, aHaIM3 OTYETHbIX AOKYMEHTOB; GOPMUPOBAHME | OANH OTUYETHbLIN 24,0
TEMATUKM  CMPABOYHO-UHPOPMALMOHHOIO  OBCAYKMBaAHUA B OOKYMEHT
pa3HbIX peXkMmax

3 |pacnpegeneHve TematuMyeckux pybpuKk  MHOOPMALMOHHLIX | OAHa pybpuKa 2,7
notpebHocTel NO NOAPA3AENEHNAM, YHACTBYIOLLMM B CPABOYHO-

MHOOPMALMOHHOM 06CNYKNBAHUM
3akntoyeHne c aboHeHTamMM [0rosBopa Ha WH$opMaLMOHHOoe
obcnyKuBaHue:
4 |aHanM3  pJaHHbIX O 3aMHTEpPecoBaHHOCTM  abOHEHTOB B| OA4MH AOroBOp 2300,0

MHPOPMALMOHHOM OBCNYKMBAHUM U peRUMMax M3bupaTesbHoro
pacnpoCTpaHeHMss U PETPOCNEKTUBHONO MOMCKA; 3aK/loUeHue u
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nepecmoTp ZoroBopa

dopmnpoBaHMe ceTn abOHEHTOB CUCTEMbl U3OMpPaTENbHOTO
pacnpocTpaHeHus nHpopmaumm (MPU):

onpeaeneHne KOHTUHreHTa aboHeHTOB cuctembl MPU; BbifsBNEHME
TUNOBbLIX WU WHOMBUAYANbHbIX 3anpPocoB abOHEHTOB; W3yyeHue,
KnaccuduKaums, MHAEKCMPOBaHWE 3aNpOCOB; BBEAEHNE AAHHbIX O
3anpocax B aApecHyIo KapToTeky

OAVH aboHeHT

34,0

MoaroTtoBKa CUrHANbLHOrO onoBeleHma B cucteme UPU

BbifiBNEeHWE, MPOCMOTP M OTO6OP MaTepuanoB U3  TEKYLLMX
NoCTYNAeHUI; pacnpeseneHne oTobpaHHbIX MaTepuanoB U3
TEKYLWMX NOCTYyNAeHN no aboHeHTam

oAHO
onoselleHne

Konnyectso n POCMOTPEHHbIX AOKYMEHTOB!:

3,0

12,0

32,0

MoarotoBKa Nogb0POK CUTHANBHbIX ONoBeLeHui B cucteme UPU

3anonHeHne 6s1aHKa-3aKasa Ha TUpPaxXnposaHue, perncTtpauyunto
nocrtynuseLwwnx Konui, NpoBEPKa UX Ka4dyeCTBa U 3K3eMNNAPHOCTU;
3anoJiHeHue COI'IpOBO,CI,VITEl'IbHOVI AOKYMeHTaunun

0AHO
onosellleHne

Konnyectso 3an pocoB:

1-2

14,0

10

3-4

17,0




11 |5-7 21,0
12 |8-10 25,0
MpocmoTp 1 otbop AoKymeHTOB An1A BBOoAa B AC
MpocmoTp  maccMBa  NOCTYMMBLIMX — AOKYMEHTOB;  OTOOp | OAWH AOKYMEHT
[OOKYMEHTOB COOTBETCTBYIOWLEN TEMATUKM U BBefeHue B 6asy
AaHHbIx AC
OT160p NepBUYHbIX AOKYMEHTOB:
13 |1-50 290,0
OT60p BTOPUYHbIX SOKYMEHTOB:
14 |1-50 110,0
15 | noarotoBKa KapToO4KM aaa paboumnx kaptotek UPU OHO onucaHue 2,7
16 |noaroTtoBka TpadapeTos ¢ KapToukamu UPU ana tTupaxkmposaHua | oguH Tpadapet 1,4
KoppeKTnpoBsKa BbIXOAHbIX Tabyaarpamm:
17 | ocHOBHOW pAag, O4Ha 3anucb 2,7
18 | BcnomoraTenbHbIN yKasaTesb OZHa 3anucb 1,6
19 |pepakTMpoBaHWe BbIXOAHbIX Tabynarpamm W odbopmneHue| onfHa 3anucb 4,2
[JOKYMEHTOB
20 | pa3pesKa, pacneyatka NoA6OPOK Ha OTAENbHbIE ONUCAHNA 04HO onuncaHue 1,6

KoppektnpoBka cuctembl UPU no pesynbtatam aHanusa KapT
obpaTHOI cBs3n

O6paboTKa M aHanM3 KapTbl 0OpPaTHON CBA3WN; BHECEHME OLLEHKMU

OAHa KapTa




CUrHanbHOro onoseweHunA B  Y4YETHYKO  KapTy a60HEHTa,‘
KOPPEKTUPOBKA CUCTEMbI Ha OCHOBE aHaAn3a KapT 06paTHOl\/‘1
CBA3U

Konunyectso KapT:

21 (1-7 70,0
22 |8-10 75,0
23 |11-15 80,0
24 |16-20 85,0
Bblaaya 4OKYMEHTOB MO 3anpocy:
25 |BblABNEHWE W OTOOP [AOKYMEHTOB (M34aHWs) MO 3anpocy B| OA4MH LOKYMEHT 1,4
cnpaBo4YHo-uHPopmaumoHHom ¢doHae, odopmaeHue BblgAYM
JOKYMEHTOB B YCTaHOBAEHHOM NopAaKe
lpynnosoe 6ubnnorpadpuyeckoe MHGOPMUpPOBaHME:
26 |dopmupoBaHMe cocTasa rpynnbl aboHeHTOB OAMH aboHEeHT 720,0
27 |yTOYHEeHMEe TeMbl, COrnacoBaHMe UCTOUYHWUKOB WHdOpmaLmK, 0ofHa Tema 3,6
BWO,0B AOKYMEHTOB
28 |cocTaBneHuMe perncTpaLMoOHHON KapTOYKK Ofl1Ha KapTo4Ka 1,6
Moabopka [AOKYMeHTOB Aans uHPOpMaLMK; COCTaBAEHWE M| OAHA KapTouKa
HamuWcaHMe OrnoBeleHnA; OTMpaBKa OMOBELLeHMA; 3anucb B
KapTo4YKn MHPopMaLMmM; aHaNN3 KapTbl 06paTHOM CBA3K
MUcbMEeHHO; KONNMYECTBO U3AAHNIA:
29 (1-5 12,0




30 |6-10 24,0
YCTHO; KONNYECTBO U3LaHUN:
31 |1-5 12,0
OnepaTtneHoe MHGOPMUPOBAHME MO 3aMNpocy:
32 | popmupoBaHMe ceTM abOHEHTOB, BbIABAEHWE TUMNOBbIX W| OAUH abOHEHT 4,4
WHAMBMAYANbHbIX 3aNPOCOB NoTpebutenen
33 |u3yyeHue, KnaccuduKauMa 3anpocoB; BBEAEHME AaHHbIX O OAMH 3anpoc 6,3
3anpocax B afpecHyo KapToTeRy
HanucaHune 0630poB 1 cnpaBokK
BbiABneHMe M 0OTOOP WCTOYHUKOB; 0OpPaboTKa M  aHaNM3 | O4AMH AaBTOPCKUIA
OTOBpaHHbIX AOKYMEHTOB; HanMcaHWe TeKCTa 063o0pa (cnpasKku); (aBT.) nuct
NnoAroToBKa PYKOMUCK K MeyaTtu
0630p (cnpaBKa) No NepBUYHLIM UCTOYHMKAM:
34 | Ha pyccKOM A3blKe 5400,0
35 | Ha MHOCTPAHHOM A3blKe 7200,0
36 |0630p (cnpaBKa) No BTOPUYHBIM UCTOYHMUKAM 4100,0
OpraHusauua w  nposedeHWe YCTHbIX  Bubanorpapuueckmx
0630p0OB HOBbIX MNOCTYMNAEHUI
OT60p HOBbLIX MNOCTYN/AEHWUIM NO 3apaHee 06bABNEHHON TEMATUKE; oAunH 0630p

CUCTEMATU3aALMA WMCTOYMHUMKOB MO Temam, MPOCMOTP M aHanus
OOKYyMeHTOoB; noabopka 6mubanorpadmnyecknx onmcaHmMm, KpaTkux
aHHOTaUMI, pedepaToB HA OTOOPaHHblE UCTOYHMKMK; NOATOTOBKA
pyKkonucn bubnnorpadumyeckoro o63opa




Konnyectso NMPOCMOTPEHHDbIX U OTO6paHHbIX AOKYMEHTOB!

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

MoarotoBKa 6tonNeTeHA HOBbIX MOCTYMNNEHNIA

YTouHeHne (onpepeneHne) TemaTMYecKMX TrpaHuL, NoUcKa U |ogHa bronneTeHb

oTbopa [OOKYMEHTOB; co3daHue pybpukaTtopa OlonneTeHs;

BbliBIEHWE U OTOOP [OKYMEHTOB B MACCMBE  TEKYLUMX

NOCTYMN/IEHUI UCTOYHUKOB WHbOPMauuu; noabopKka aHHOTALMMA,

pedepaTos, UX cucTeMaTU3ALMS

Konnyectso NpocMOTPEHHbIX SOKYMEHTOB:
41 |1-37 60,0
42 |38-60 90,0
43 |61-95 180,0
44 |96 - 150 320,0
45 1151 -380 960,0

OpraHuszauma n nposeaeHue "HA nHpopmaumm':
46 |onpegeneHve  Tembl;  COCTaB/fieHME NAaHa  NpoBeaeHus; oAHo 640,0

BbIAABIEHWE W [OCTaBKA [LOKYMEHTOB M3 COOTBETCTBYHOLIMX | MeponpuATUe

noapasgeneHnin 6ubANoTeKN; NPOCMOTP U OTO6OP AOKYMEHTOB;
npurnaweHue CNeunaancToB-KOHCY/IbTaHTOB; NOAroTOBKa




BbICTaBKM  /IUTepaTypbl;  OMOBELLEHME  3aUHTEPECOBAHHbIX
OpraHusaumMii 1 CNeuuannuctoB; OQGOpPMIEHME  BbICTABKY;
HanucaHWe KPaTKMX aHHOTaLMIi; opraHvsauusa cbopa 3afBOK Ha
OOKYMEHTbI, WX BblAaya, KOHCY/NbTUPOBAHME, AEXKYPCTBO
61banorpados; NpoBedeHNe aHaNN3a MePONPUATUA

OpraHmsauma w nogrotoBka "AHA 6ubnuorpadpumn”, "OHa
nocobua":

47

YTO4YHEHWE TeMbIl; COCTaBNEHWUE MJIaHa, od)opmneHme BbICTaBKU-
NPoOCMOTpPa, noAaroToBka o630pa; noAroTtoBka KOHCYy/AbTaUuu;
COCTaBnieHne w“n  HanucaHue 06'bFIB!1€HMﬂ; cocCtaBsieHne u
HanncaHne NpuUrnacnUTeNbHbIX MUCEM, UX PACCLIJZIKA, NpUrnaweHune
3anHTEpPECOBaAHHbIX nL NO paguo, no Te}'led)OHy, TMYHO

04HO
Mmeponpuatue

1940,0

OpraHuszauma n nposegexue "[Ha cneupanmcra”

OnpeageneHne Tembl "OHA cneumanucta" ¢ 3aMHTEpPECOBAHHbIMU
opraHusaumamu, bopmbl nposegeHus (cTaumoHapHas,
Bble3gHasA), OTBETCTBEHHOr0 3a MeponpuAaTMEe B  LEOM;
COCTaB/IeHUE NJIaHa MepPOoNpPUATUA, NPOrpaMmbl NOUCKa 1 oTbopa
MHOOPMAUMOHHbLIX  MaTepuanos; noAroToBKa OTKPbITbIX
NPOCMOTPOB WM  TeMaTUYECKMX BbICTAaBOK /uUTepaTypbl MO
cneumanbHoctn, bubnuorpaduyeckme 0630pbl; 3aKas nexkumwu,
KMHOQUIbMA; ONOBELLEHME 3aUHTEPECOBAaHHbIX OPraHU3aunii;
odopmneHne BbICTaBKWU; OpraHmnsaLma aexypcrsa 6ubanorpados,
KOHCY/IbTaHTOB-CMELMANNCToB; obecneyeHne BblgauM WU3LaHWIN
WU UX KOMWA BO BPEMSA MEPONPUATUA WUAN HEeNoCPeaCTBEHHO
nocae Hero; AeMOHCTPauMsa BbICTaBKW; aHanu3 pesynbtaToB "[HA
cneumanucra"

04HO
Mmeponpuatue

YMCNO CONYTCTBYIOLWMX MEPONPUATUIA:

48

1-2

1940,0




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




MpumeyaHue: spems nposeaerHus "OHs uHbopmauumn”, "OHa cneymanucta”, "AHa 6ubanorpadumn” B HopMy BPEMEHU HE BXOAMT.

1.8.3. UIHdopmaumoHHana paboTa

n/n

HanvmeHoBaHue npouecca, onepauumn. Cocras pa6OTbI

EanHnua
n3mepeHua

Hopma
BPEMEHM,
MUH.

2

4

MoAaroToBKa NonynspHbIx 6ubanorpadmyeckmnx nocobuii

Boibop Tembl nocobus; BbiABAeHME W OTOOP [AOKYMEHTOB,
dopmupoBaHue pa3aenos nocobus; AHHOTUPOBAHKE
OOKYMeHTOB;  noabopKka  dakTorpapuyeckoro  martepuana,
WANIOCTPaLMI; HanucaHue TEKCTa; cocTaBaeHue
BCMOMOraTe/IbHbIX YKa3aTeael; KOHCYbTauun y CneumnanmncToB Ha
pasiMYHbIX 3Tanax paboTbl; 0bCyKAEHNE PYKOMNWUCK Ha 3aceaHnm
Hay4yHO-MeToAMYecKoro (pefakuMoHHOro) coBeTa; AopaboTka
PYKOMMCKU NO 3aMeYaHnAM; caada PyKonucy B neyatb:

COCTaB/ieHMe MNONynsipHoro 6ubavorpaduyeckoro ykasatens,
nyTeBOANTENS, CNIPABOYHMKA

O4WH aBT. INCT

13500,0

noAroToBKa KOMMEHTapUeB, npumeYaHuni nonynspHo-
NPOCBETUTENbHOrO XapakTepa, He Tpebywowux crneumanbHbIX
nuccnenoBaHuim

OAWH aBT. IUCT

5400,0

noAaroToBKa KOMMEHTapKUeBs, anN\eanMﬁ HAy4HO-
nccnenoBaTeNIbCKOro Xxapakrtepa

O4WH aBT. INCT

10800,0

MoarotoBka PETPOCNEKTUBHDbIX Hay4YHO-BCNOMOraTe/IbHbIX
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6ubnnorpadumyecknx ykasarenemn:

BbIOOP Tembl; CO34aHMe aBTOPCKOrO KOJ//IEKTUBA; pa3paboTka
WHCTPYKTUBHO-METOAMYECKME MATEPMANOB; BbiABNEHWE U OTOOP
OOKyMeHTOB; pabota Hag 6ubnvorpadumyeckoir  3anucbio;
aHHOTMpOBaHMe; bubnnorpaduyeckan rpynnMpoBKa; COCTaBAEHNE
BCMOMOraTe/ibHbIX YKa3aTenel; obcyKaeHne pyKonucu ykasartens
Ha 3acefaHUM Hay4YHO-MEeToAMYEeCKoro (pefaKkLMOHHOro) coBeTa;
OopaboTka No 3amevyaHuAM; cAada PyKONMUCUM B Meyartb;
coctaBneHue 6bubnnorpaduyeckoro ykasatenda no aKTyasbHOM
TeMaTUKe C XPOHONOIMMYECKMM OXBaTOM OT 2-X A0 5-Tm net u
dHHOTaUuMAMU, NOACHAOLWMMN Ha3BaHUA

OAWH aBT. IUCT

9720,0

CocTaBneHue 6ubnmnorpadpuyeckoro ykasatens no KOMMAEKCHbIM
M MmexoTpacsieBbiMm npobnemam o06WEro W pPernoHanbHOro
coAep)aHuAa C XpoHojaorMyeckmm oxsatom 1 - 2 ropa, C
dHHOTaUuMAMU, NOACHAOWMMWN HAa3BaHUA:

Ha PYCCKOM A3blKe

9720,0

Cc BKAtoyeHvem oT 30% po 40% obbema nybaukauuii Ha
MHOCTPAHHbIX A3blKaX

11000,0

COCTaB/IeHWEe aHHOTUPOBaAHHOIo bubanorpadumyeckoro ykasartens
MHOTrOOTPaC/IEBOr0 COAEPMKAHUSA C XPOHOIOTMYECKMM OXBAaTOM A0
100 netr u Oonee, TpebylOLEro CRANOWHOMO MPOCMOTPA
OOKYMEHTOB, C/IOXHbIX bubnnorpadmnyecknx pasbiCKaHUM, yyeTa
BCEX Mepeu3faHuin nybauMKauMi M UX XapaKTEPUCTUKM NyTem
C/IMYEHNA TEKCTOB

OAWH aBT. IUCT

18800,0

MNoAaroToBKa aHAaNUTUYECKOrO o63opa

BbiseneHne u oT6op AOKYMeHTOB A1A 0630pa; NOAroTOBKa
pybpukatopa npeameta 0630pa; M3ydeHMe M OLEHKa
OOKYMEHTOB; CMCTEMATM3aLMA MaTepuana; CoCTaBjeHMe TeKCTa

OAWH aBT. IUCT




aHanuTMYeckoro o63opa; obcyXKaeHMe PYKONUCK Ha 3acedaHun
Hay4YHO-MeToAMYecKoro (pedakumoHHoro) coseTa, AopaboTka
0630pa No 3aMmeyaHUaM; caaya B Neyathb:

NO PYCCKMM nepBUYHbIM UCTOYHUKaAM

9720,0

Nno CMeLWaHHbIM NepBUYHbIM NCTOYHUKaAM

10800,0

10

MO NHOCTPAHHbIM NepBUYHbIM NCTOYHUKaAM

12400,0

NoarotoBka aHaNUTUYECKOoM cnpasKu:

11

BbinBneHve M oT6Op AOKYMEHTOB A/1A aHA/IMTUYECKOMW CNpaBKw,
U3yyeHue, aHa/iu3, OLEHKa U CUCTEMATU3ALMA UX; COCTaB/eHUe
TEKCTa CNpaBKu

O4WH aBT. IUCT

5200,0

MoaroTtoBKa pedepaTMBHOro o63opa

BoinaBneHne n otbop AOKYMeHTOB ana pedepatuBHoro o63opa,
M3yyeHne UM aHaaus ux; pedepupoBaHME  UCTOYHWUKOB;
CUCTEMATM3aUMA TEKCTOB aHHOTAUMIA; COCTaBNEHME TeKCTa
pedepatnsHoro o63opa; obcyKaeHne o630pa Ha 3acefaHuu
Hay4YHO-MeTOAMYECKOro (pefakuMOHHOIO) coBeTa; AopaboTka
0630pa No 3aMeyaHusaM; cAaya B NeyaTb:

OAWH aBT. IUCT

12

MO PYCCKMM NCTOYHUKaM

5200,0

13

no CMeLaHHbIM NCTOYHUKaM

6480,0

14

NO NHOCTPAHHbIM NCTOYHUKaM

7300,0

CocTaBneHue aKcnpecc-MHGoOPMaLLUK:

15

BbiAB/NEeHNE M oTBOp MaTepuana no Teme, cMCTeMaTU3aLmMa ero u
noAroToBKa A/1A ne4aTtu

OAWH aBT. IUCT

3840,0




CocTtaBneHue 6ubamMorpaduyeckoit 3anmcu, aHHoTaumu, pedeparta

CocTtaBneHne 6ubanorpadmnyeckon 3anucu: U3yvyeHwe M aHaams
[OKYMEHTA; COCTaBNEHMNE 3aro/I0BKa ONMUCaHMA; NPOBEPKA 3anuck,
BHECEeHWe NcnpaBaeHui

0JHa 3anncb

Konnyectso snemeHTOB 6M6nmorpa¢mqec+<oro onncaHuAa:

16 |1-4 3,2
17 |5-6 5,4
18 |7-9 6,4
CoctaBneHMe QaHHOTAUMM; M3yYeHMEe U  aHa/IM3  AOKYMEHTa, | O4Ha aHHOTaLUA
HaNMCaHMe TeKCTa aHHOTaLMu:
19 |aHHOTMPOBAHME KHUT 270,0
20 | aHHOTMpOBaHUe cTaTel 160,0
21 |cocTaBneHne pedepaTta: M3yYeHME W aHaNM3 OOKYMEeHTa, Ha| OAMH aBT. INCT 5920,0
KOTOpPbIA cocTaBnaeTca pedepaTt; HanUCaHUE TEeKCTa; BHeceHue
ncnpasaeHui
AHanUTMYeCcKas POCMMUCb  KYPHa/bHbIX, Ta3eTHbIX CTaTew,
cbopHUKOB, BUBAMOrpadUUecKkmMx Nocobuii:
22 |O3HAKOM/IEHME C COAEpP)AaHMEeM  U34aHMA;  COCTaB/eHMe Oof4Ha CTaTbsa 3,6
AHAIMTUYECKOTO ONMCAHMA HA CTaTblo
MNoaneprKa canta GUBANOTEKN N OTAENbHbBIX MPOEKTOB:
23 |BepcTKa CTpaHuLU, caiTa, pasmMmelleHne NoAroTOBAEHHOro| OAMH aBT. INCT 300

maTepunana B COOTBGTCTBWOLLI,VIVI pasgen cauTa




I'Ipmmeanme: HOpPMa BpeMEHU Ha COCTaB/sieHUe 6M6nmorpa¢w4ecr<oro nocobus AaHa U3 pacyeTa pa6OTbI AdBTOPCKOro KonneKTuBea.

1.9. I'IepeBo,u, n nepepa60TKa NeYvyYaTHbIX TEKCTOB C MHOCTPAHHbIX A3bIKOB Ha pyccwlﬁ N C PyCCKOIro Ha MHOCTPAHHbIE A3bIKKU

N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EavHnua Hopma
n/n n3mepeHus BPEMEHMN,
MMH.
1 2 3 4
MepeBog TEKCTA C MHOCTPAHHbIX A3bIKOB Ha PYCCKMI A3bIK
YTeHne OpuUrnHana; aHaaM3 TEKCTA; PAa3MeETKa ero C BblAB/NIEHMEM | OAWH aBT. IUCT
TPYAHbIX TEPMUHOB, FPAMMATUUYECKUX KOHCTPYKLMIM, NEKCUYECKUX
060pOTOB, LLEXOBbIX U }APTOHHbIX TEPMUHOB:
1 |NOAHbBIN NUCbMEHHbIN NepeBos, OAWH aBT. INCT 2580,0
2 | COKpalleHHbI NUcbMeHHbIM nepesod oT 30% po 50% obbema| OAWMH aBT. IUCT 1620,0
TEeKCTa
3 | BbIBOPOYHbIN NMUCbMEHHbIV NepeBo, OOMH aBT. INCT 1520,0
MepeBog TEKCTA C PYCCKOTO A3blKa HA MHOCTPaAHHbIE A3bIKK:
4 | NONHbIA NUCbMEHHbIN NepeBos, OAWH aBT. NCT 5160,0
TepmuHonormyeckas pabota nNpu BbINOJHEHUU MUCbMEHHOTO
nepesoga:
5 |oTbiCKaHME OTMEYEHHbIX B OpPUIMHANE HEe3HAaKOMbIX WAW| OAWH TEPMUH, 18,1

HEMNOHATHbIX TEPMWHOB M COKPALLEHMI B CNOBAPHO-CNPaBOYHOM
nuTepaTtype; noabopka COOTBETCTBYHOLLEMO TEPMUHY
3KBMBasIeHTa; pacumndpoBKa COKpaLLeHMA

COKpalieHwne
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KOHCVJ'IbTaLI,Mﬂ nepesoa4nKka Co cneumanncramm:

6 |BbIACHEHME MPaBUIbHOIO W3/0XKEHMA 4YacTel TeKkcTa Mo oAHa 36,2
Ma/sIo3HAaKOMOW TemaTuKe; YTOYHEHMEe COOTBETCTBMA NepeBoda| KOHCy/AbTauus
OpUTrNHanNy

CocTtaBneHue 6uMbaMorpadnyYecKoro onucaHms:

7 |coctaBneHne 6ubnmorpaduyeckoro onucaHuMa nepesoda No| oA4HO onMcaHue 60,0
OaHHbIM, B3ATbIM C TUTY/IbHOTO JIUCTa NepeBoaa

BbinBneHMe OWMOBOK U BHECEHUE U3MEHEHWUI B TEKCT nepesoaa
nocne neyaTtaHuA:

8 |npoBepKa NpPaBWIbHOCTM PACNOJIOKEHUA OTMEYaTaHHOro TeKCTa; | OAWH aBT. NNUCT 200,0
CBEpKa C PyKOMNMUCbIO; NpaBKa

TexHnyecKkoe opopmaeHNEe NepeBoaoB:

9 |BnucbliBaHMe B TeKCT MepeBoJda CUMMBOJIOB M BCTaBOK Ha ogHo 2,0
MHOCTPAHHOM f3blKe BMNMCbIBaHUE
10 | BKNeuBaHWe pUCyHKoB, Tabauu, popmyn 0ofHa BK/enKa 3,0

HEDEBOA 3aroJIoBKOB CTaTel U AOKYMEHTOB:

11 |nepeBog 1 3aNUCb 3aroN0BKa OAWH 3aro10BOK 120,0

MpumevaHue:

- HOPMbI BPEMEHW NMpeaycMaTPMBatOT BbINOJIHEHWE NePEeBOAOB C MHOCTPAHHOTO A3blKa MM HAa MHOCTPAHHbINW, KOTOPbIV ¥ NepeBoAUYMKa ABAAETCA OCHOBHbIM
(no 0bpasoBaHUIO UAK NPUMEHEHUID);

- NPV BbINOAHEHMM NEPEBOAOB C APYTMX A3bIKOB UM Ha ApYyrMe NOMUMO OCHOBHOrO K HOPMam BpeMeHN NPUMeHAeTCA nosblwwatowmii KoadodumumenT 1,1.

1.10. UccnepoBaTenbCKas paboTa



N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EomHuua Hopma
n/n n3mepeHus BPEMEHMN,
MMH.
1 2 3 4
Pa3paboTKa nporpammsbi (TEXHUYECKOTO 3aJaHUA) UccneaoBaHNA
O6oCcHOBaHME aKTya/NbHOCTU TEMbI, BblABNEHME M 0OOCHOBaHMeE ofHa
npobnemHon cutyaummn, GOpPMyAMpPOBAHME LEAU, 3adady U nporpamma
rMnoTesbl UCCeA0BaHUA; HAaNMCaHMe TEKCTa
UccnepoBaHme HOCKUT:
1 | OnepaTuBHbIN XapaKTep 38250,0
2 | nuMnoTaxHbIN (pa3BegbiBaTeNbHbIN) XapaKTep 21600,0
Pa3paboTka meToanKM nccnenoBaHuA
PaspaboTka (HanucaHWe) TeKCTa METOAMYECKUX AOKYMEHTOB MO | oAHa MeToAMKa
npPoBOAUMOMY  UCCAeAOBaHUIO, anpobauun  CcOoCTaB/IEHHbIX
OOKYMEHTOB;,  YTOUYHEeHMe U  aopaboTka  MeToAMYecKoro
MHCTPYMEHTAPUA, COCTaB/NEHME  OKOHYaTe/NbHOrO0  BapuaHTa
OOKYMeHTa:
3 |meToaMKa NpoBeLEeHMA UCCNen0BaHMA, HOCALLEro onepaTUBHbIN, 28000,0
3MNUPUYECKUI XapaKTep
4 | MmeToAMKa NpoBeAeHUs MUCCNeAoBaHWUA, HOCALWLEro MUAOTaXKHbIN 15600,0

(pa3BeabiBaTeNnbHbIN) XapaKTep

Pa3paboTKa MHCTPYKUMM MO 06paboTKe AOKYMEHTALUM (MCXOOHbIX

oAHa
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AaHHbIX), NONYy4YeHHOW B X04e UCCNe0BaHMUA:

MHCTPYKLMSA

py4yHas obpaboTKa

15600,0

MalLMHHan obpaboTKa

20400,0

Pa3pa60T|<a npeagnnaHoBbIX n N1aHOBbIX AOOKYMEHTOB
NepPCNeKTUBHOIO XapaKTepa:

pa3paboTka KOHUENuUWM OCHOBHbIX HanpasieHWn pas3BUTUA
61MbAMOTEYHOTO Aena B perMoHe Ha NepcnexkTUuBy

OAVH aBT. INCT

13050,0

KOHUeNTyanbHoe obecneyeHne 6uGAMOrpadUUECKUX WU3OAHWI;
060CHOBaHME aKTya/IbHOCTU TEMbl, YMTATENbCKOTO M LEeNeBoro
HasHayeHWa nocobua, ero CTPYKTypbl (cxembl), BbipaboTKa
METOAMYECKUX MPUHLUMMOB U PeLleHUA A8 PaCKPbITUA Tembl;
HanucaHue TeKkcTa

O4WH aBT. IUCT

11220,0

CoCTaB/ieHMe NPOrHo3a (NpeAnnaHoBbIN AOKYMEHT), CBA3AHHOIO C
nepcrneKkTMBamm pasBnTna 6MBANOTEK; HanMCaHMe TEKCTa

OAWH aBT. INCT

13050,0

10

pa3paboTKa LenieBbix nporpamm (gns cetm 6UbAnoTek nnn oaHom
6MBMOTEKM); AMArHOCTMKA CUTYaUMW, BHELHUX WU BHYTPEHHUX
B/AUAHUA Ha GYHKUMOHUPOBaHUE U pas3BuTUe BMbanoTek (oaHow
61bMoTEKM); BbIPabOTKA peKOMeHAALUMM, PelleHus; HanucaHme
TeKcTa

OAWH aBT. IUCT

15200,0

CoctaBneHme CBOAHbIX KAaTaNoroB KHUXHbIX MAaMATHMKOB:

11

paapa60TKa NPpoCneKTa; BblABNEHNUE OOKYMEHTOB - KHUXHbIX
NaMATHUKOB, Hay4yHOE OnucaHume Knx; CoCtaBsieHMne CnpaBoOYvYHOIo
annapata; HanncaHme TeKCTa

O4WH aBT. INCT

18200,0

OpFaHM3aLJ,VIOHHaﬂ pa60Ta no nposegeHUo nccnegoBaHnA:

12

Co3gaHune ncecnenoBaTeibCKoro KONNEKTUBA,; COCTaBneHune

oAHO

7140,0




paboyero nnaHa NpoBeAeHUs UCCAeA0BaHUsA, cornacoBaHue ero ¢
UCNONHUTENAMMU; onpeaeneHne naowaaku (6asbl) nccnesosaHus;
nepenncka c HUMK; NpoBeAeHME WHCTPYKTaXKei, CemuHapos,
COBELLAHWNIN, KOHCYNbTaLMI

nccnegoBaHue

13 | 6ubnnorpaduyeckan npopaboTka TeEmMbl UCCAed0BaHMA, paboTa B| OAMH aBT. JINCT 1200,0
apxmMBax, M3y4eHWe HOPMATUBHO-TEXHUYECKON [AOKYMEHTaUMM,
nHopmauum o6 aHanorax n Apyrmx MmaTepmanos, OTHOCALLMXCA K
pa3pabaTbiBaemoi Teme
O6paboTKa Nosy4yeHHON MHbOoPMaUUHK:
14 | c6op n 06paboTka MHGOPMALLMM HA OCHOBE MEPBUYHBIX UCXOLHbIX | OAWH aBT. IUCT 7800,0
OaHHbIX (CTaTUCTMYECKMX [aHHbIX, OTYETOB, MN/JAHOB, CMNPaBOK,
MaTepuanoB KOMaHAMPOBOK)
15 |aHanu3 obpaboTaHHOW MHPOPMaLUK OOMH aBT. INCT 5200,0
MNoaroToBKa MaTepurasioB No UTOram Hay4yHoM paboTbl:
16 |HanuMcaHWe Hay4yHOro OT4eTa; NOArOTOBKA PYKOMWUCM K MeyaTM Ha | OAMH aBT. INCT 13200,0
pasIMYHbIX 3Tanax paboTbl
17 |HanucaHWe nNPOMENKYTOYHOro oOT4yeTa (cnpaBKM) O Xode| OAMH aBT. IUCT 6400,0
nccnefoBaHuA
MoAaroToBKa M HamMCaHWe TeKCTa CTaTbM B COOPHMK HAyYHbIX
TPYAOB, MpaKTMYyeckoe nocobue, npodeccMoHaNbHyl0 npeccy;
noAroToBKa PYKOMMCHK K NMeYaTh Ha pas/iMyHbIX 3Tanax paboTbl:
18 | cTaTbA TeOpeTUYECKOro xapakrepa OAMH aBT. INCT 15200,0
19 |cTaTba NPUKNAAHOrO, NPAKTUYECKOrO XapaKTepa OOMH aBT. INCT 9200,0
20 |HanucaHuMe [oKNaga noO  MUTOram HayyHOro MCCnenoBaHuA; | OAMH aBT. INCT 6700,0

noaroToBKa pyKonmceﬁ Ha Pa3/IM4HbIX 3Tanax pa6OTbI
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21 |paspaboTka peKoMeHAaUMM, WHCTPYKUUM N0  BHEAPEHWUIO | OAMH aBT. IUCT 14100,0
MaTepuanoB HAY4YHOrO UCCAeAO0BaHUA; HamnucaHWe TEeKCTa;
NnoAroToBKa PYKOMMCHK K MeYaTH Ha Pas/IMyHbIX 3Tanax paboTbl
MpumevaHue:
- HOPMa BPEMEHM Ha COCTaB/EeHME NPOrpaMm, METOAMK, MHCTPYKLMA AaHA HA UCCAeA0BaATENbCKUI KONTEKTUB;
- Yacbl TPYA03aTpaT pacnpenenatoTca Mexay UCNONHUTENAMN B 33aBUCMMOCTM OT UX HarpysKu;
- B NPOLLECC MOArOTOBKM PYKOMUCK K NMeYaTh BXOAAT: CAava PYKOMMCU HayYHOMY pefaKTopy, 0bCyRaeHWe B OTAeNe, Hay4HOM coBeTe, fopaboTKa pyKonucu.
1.11. MeToguyecKas paboTa
N HanmeHoBaHue npouecca, onepauunun. Coctas paboTol EomHuua Hopma
n/n n3mepeHus BpPEMEHM,
MMH.
1 2 3 4
MoarotoBKa meToamMYeckoro nocobus, pekomeHaaLmi
MpuHUKMNUaNbLHO HoBaA pa3paboTKa Tembl:
1 |u3yyeHue Tembl, BbiABIEHWE M aHANMU3 OOKYMEHTOB MO Teme,| OAMH aBT. INCT 15300,0
YTOYHEHME YMTATeNbCKOTO W LEeNeBOro HasHayeHua nocobwus,
peKkomeHAaLMIA; COCTaBEeHNE NPOCNEKTa; HanNncaHWe TeKCTa
Moandurkaumna paHee pa3paboTaHHOM TeMbI:
2 |BbifiBNEHME M W3yYEHUEe HOBbIX AOKYMEHTOB M HaAKOMJEHHbIM | OAWH aBT. IUCT 8670,0

6ubnnotekamm onbIT MO Teme nocobusi, pekomeHaauni;




YTOYHEHWE NPOCMNEKTa, BHECEHWE U3MEHEHWI B CTPYKTYPY TeKcTa
B COOTBETCTBMM C A[OCTMNKEHMAMU 6ubanoTeyHol Teopun W
NPaKTUKK; NOATOTOBKA PyKONUcK K obcykaeHuto; aopaboTka no
ntoram obcyxaeHusA

Pa3paboTka [OKYMEHTOB, pernameHTUPYIOWMX AeATeNbHOCTb
6nbAMOTEK, NONOXKEHUIN, UHCTPYKLUMUIA, MPOEKTOB NMOCTAaHOBIEHUN,
YCTaBOB, 3aKOHOAATE/IbHbIX AKTOB

MpuHUMNIMANBHO HOBaA Tema:

BbiAIB/IEHWE, M3YyYEHME W aHa/N3 AeNCTBYHOLWMX LOKYMEHTOB Mo
TemMe, HamuMcaHMe TeKCcTa MNPOeKTa [OKYMEHTa, obCyKAaeHue,
anpobauma B  O6MbBAMOTEKax, Ha  3acefaHUM  Hay4yHo-
MeTOAMYECKOro coBeTa; AopaboTKa [AOKYMeHTa; NoAroToBKa K
YyTBEPKAEHMIO

OAVH aBT. INCT

17340,0

Moaudukauma paHee pa3paboTaHHOrO AOKYMEHTa:

aHanM3 M OUEHKa [AOKYMEeHTa; MouCK ©u 0oT6op HOBbIX
OENCTBYIOWMX AOKYMEHTOB MO TeMe, BHeCeHWe W3MEHEeHMs B
TEKCT [OOKYMeHTa, O0OCy)aeHWe Ha  3acefaHun  Hay4yHo-
MeTOAMYECKOro coBeTa; AopaboTka Mo uToram obCysKAEeHUS;
NOAroTOBKa K YTBEPKAEHMIO

OAWH aBT. IUCT

7650,0

PaspaboTKa yyeTHbIx popm, Tabauw, o6pasLLoB.:

YTOUYHEHWE npeameTa, 0b6beKTa, copeprkaHua ydyeTHoW Gopmbl,
Tabnaunubl, obpasua; oTbop nokasaTenen, cucTemaTMsauma WX,
paspaboTka MaKkeTa y4yeTHoM d¢opmbl, Tabauubl, 06pasua;
obcy)KaeHWe Ha 3acefaHuM  HaydHO-MEeTOoAMYEecKoro CoBeTa;
NOArOTOBKa K YTBEPKAEHWNIO

O4WH aBT. IUCT

7650,0

CocraBneHue peI-(OMEH,CI,aLI,VIﬁ Nno BHEAPEHUIO pernameHTUpyowmnx
AOKYMEHTOB B NMPAKTUKRY:




pa3paboTka MeTOANYECKMX PEKOMEHAAUNMN, MHCTPYKLUMIA, NNaHOB
No BHEAPEHWIO HOPMATMBHOM [OKYMEHTauuu; MOAroToBKa
PYKOMMCK K NeyaTn

O4WH aBT. INCT

14025,0

MoAaroToBKa NMCbMEHHOM KOHCY/1bTaLMK, METOAMYECKOrO NUCbMA:

BbIABIGHWE W aHanu3 [OKYMEHTOB Mo Teme;, Wu3ydeHue U
obobuweHne onbiTa paboTbl 6GUBAMOTEK; HaAMMCaHUEe TeKCTa
KOHCYNbTaUMKW,  METOAMYECKOro  MWUCbMa;  MNOArOoTOBKa K
obCyKaeHN0 Ha 3acedaHWM HAyYHO-METOAMYECKOro CoBeTa;
nopaboTka No utoram obeyKaeHua; caada B neyatb

OA4WH aBT. IUCT

8670,0

MoaroToBka 0630pa AesaTeNbHOCTM BUBANOTEK MO onpeaesieHHOM
TemaTuke:

YTO4YHEHNE TEMbI o63opa; onpegeneHne XpoHONOIrM4YecKnx
rpaHuL; BbliABNEHNE OOKYMEHTOB, 0T60p, NPOCMOTP U aHanNus;
HanncaHMe TeKCTa, MNoArotoBKa pPyKONMucum K 06CV)K[I,EHMEO Ha
3aceaHNnN Hay4YHO-MeToaAn4YeCKOoro CoBeTa; /J,opa60TKa pyKonucum
nocne O6CV)-KLI,€HMFI

OAWH aBT. IUCT

9180,0

PeLeH3MpoBaHME HayYHbIX, METOAUYECKUX, WMHPOPMALMOHHbIX
MaTepuanos:

yTeHne peueHsnpyemoro martepuana,; OueHKa ero B LUe/IOM,
OTAENbHbIX qaCTeﬁ, YCTaHOB/NEHNE COOTBETCTBUA HNTATE/IbCKOMY U
uenesomy Ha3Ha4yeHuto, Hay4HbiM U MeTOOUNYECKUM Tpe6OBaHMFIM

OAWH aBT. IUCT

783,0

10

HanncaHue peueH3snmn

OAWH aBT. IUCT

1305,0

MoAroToBKa NeKLMM, KOHCYbTauMm

Paapa60TKa naaHa nekymn, KOHCynbTauumy, nop,60pKa maTtepuana,
n3yyeHme ero; cocCrtaBneHne CnnucKka nauTepatypbl K nexkuun,
KOHCYyNbTaUWKU; HanncaHMe TeKCTa:

oAHa nekums,
KOHCy/NbTauma




11 | nepBuYHaA neKkuma 1566,0
12 | noBTOpHaA neKkumsa, c y4eTom HOBOro matepuana 313,2
13 | nepBuYHaA rpynnoBas KOHCYAbTauma 1305,0
14 | noBTOpPHAA rpynnoBaA KOHCYAbTALMA C Y4€TOM HOBOro matepmana 522,0
15 |npoBeAeHUe YCTHOM MHANBUAYANbHOW KOHCY/IbTaLMK O4Ha NeKumsa,
KOHCybTauuA
16 | oTBeT Ha NnUcbmo OAHO NMUCbMO 162,0
MNpoBeneHne NPaKTUKYMOB, CTaXKUPOBOK
MpaktTnkym (7 - 10 pHen): onpepeneHne Tembl, 334aHMWSA, | OAUH NPAKTUKYM
ynpaxKHeHuA; cocTaBneHne rpaduKka W YTOYHEHWE CPOKOB
NpPoBeAeHUA 3aHATUI:
17 | rpynnoBoii NpakTUKym 2295,0
18 | MHAMBUAYANbHbIM NPAKTUKYM 2160,0
CraxkunpoBka (7 - 10 pgHeit): yToYHeHWe CPOKOB NpoBeAeHMUsA Oo4Ha
CTaXMPOBKW; BbIABNEHUE /IUTEPATYypPbl MO M3y4aemMoMy BOMpPOCY; CTaXXMPOBKa
COCTaB/ieHMEe Mporpammbl M rpaduKa CTAXKMPOBKM C y4yeTom
COCTaBa cayLwaTenein; 3aktodeHne 0 NPOXOXKAEHUM CTAXKUPOBKMU:
19 | rpynnoBas CTa)XMpPOBKa 2805,0
20 |MHAMBUAYaANbHAA CTAXXMPOBKA 2349,0
MpaKTMKa CTYAEHTOB BbICLUMX U CPEAHUX CMeLManbHbIX y4ebHbIX
3aBeAeHui:
21 |noAroToBKa M OpraHM3auusa MpPaKTUKKM cTygeHToB (Ao 30 aHewn); | opHa NpakTUKa 4860,0




paspaboTka  NnaHa  MNPaKTUMKKM,  CcorlacoBaHMe ero  C
pyKkoBogutenem NPaKTUKK (npeacrasutenem  yyebHoro
3aBegeHusA); coctaBneHune rpaduKa MOCELLEHUA CTPYKTYPHBbIX
noapasaeneHui; opraHu3aums NPaKTUYECKMX  3aHATUI;
noABefeHne MWTOroB MPAKTUKK; COCTaB/IEHWE XapaKTePUCTUKK
NPaKTUKaHTOB

MpaKTnyeckmne 3aHATUA:

22

noAroTtoBKka MPAKTUYECKOro 3aHATUA; COCTaB/sieHME 3adaHWA NOo
BbIMNO/IHEHUIO n3ydyaemoro 6mbnmoTeyHoro npowuecca,
KOHTPO/1IbHblE BONMPOCHI, TEMATMYECKMA CMUCOK nnTepaTtypbl K
3a4aHUI0; HalNMMCaHne Te3ncos

OAHO 3aHATUE

1050,0

CocTaBnieHMe y4yebHOM Nporpammbl:

23

onpegeneHne CcoCrtaBa cnyLuaTeneﬁ; COCTaB/1ieHMe TemaTn4eCcKoro
nnaHa, YyTO4HEHUE nopAagKa N3y4yeHwunsa; onpepgeneHune
nocneaoBaTesibHOCTU U3NO0XKEHUA Tembl, BblaeneHmne OCHOBHbIX
BONpOCOB; COCTaB/ieHMe CnKUCKa nNTepaTypbl no TemMam
nporpammsbl; HanMcCaHuUe TeKCTa, o6cy>K,u,eHV|e nporpammsbl Ha
3aceaHNN Hay4YHO-MeToANYeCKOoro coseta

0AHa
nporpamma

5733,0

MoceuleHne 6MbAMOTEK, Bble3dbl B KOMaHAMPOBKU C LE/bIO
n3y4yeHna paboTbl M OKa3aHMA METoANYECKON NOMOLIN:

24

noarotoBka K KOMaHOMPOBKE, YTOYHEHME CPOKOB U Ueun
KOMaHAMPOBKK, O3HAKOMJIEHUE C UMELWMMNCA OOKYMEHTAMU U
maTepunanamn npegbiaywmnx sbiesgos u HY6HMKaLLMﬁ B ne4yaTy,
COCTaB/1eHME NpPOorpamMmmbl (nnaHa) KOMaHAMPOBKU

oAHa
KOMaHAMPOBKa

574,2

25

coctaBieHMe  MHPOPMaALMOHHOTO  oTyeTa  (cmpaBku) o
nposeaeHHoOM paboTe: cBeAieHMI 0 MecTe Bble3aa, Lenax U CpoKax
KOMaHAMPOBKK, 06beKTax noceLeHna, aHaan3 cocTosHMUA paboTbl
no Teme Bble3aa, BbIBOAbI M NPeAoXKeHUa B agpec bubamnorteku

OAMH oTYeT

1050,0




26 |cocTaB/ieHMe aBaHCOBOrO OTYETa; 3aMo/IHEHME OTYETHOro H6aaHKa O4MH oT4eT 40,0
CO BCEMMW MPUNONKEHMAMM; cAadva B byxranteputo

27 |noarotoBKa MHpOpMaLMM NO pesysibTaTaM KOMaHAUPOBKK (YCTHO) ogHa 105,0
B CEKTOpE, Y 3aBeAyloLWEero oTAe/foM, Ha HaydYHO-METOAMYECKOM |  MHpOopMaLmA
coBeTe, 3aceaHnN JUpeKLMn

28 |noarotoBKa OTYEeTHOro maTepuana no pesyabTatam of4Ha 500,0
KOMaHAMPOBKM ANA pa3MeLLLeHMA Ha caliTe nHbopmauna

29 |pa3paboTKa W cocTaB/fieHUe Y4ebHbIX MAAHOB M MPOrpPamMm | OAVH MeYyaTHbIN 1200,0
CUCTEMbI [OMNONHUTENBHOTO NpodeccnoHanbHoro 06pasoBaHUs anct
(ANO) B oTpacau

30 |cocTaBneHue pabouymMx nNporpamm MO BHOBb BBOAMMBIM | OAMH NEYaTHbIN 1800,0
OUCLUMMNIMHAM, aKTyanm3aumna 4eACTBYIOLWMX NPOrpamm anct

31 |pa3paboTka METOAMYECKUX MATEPUANOB MO KOHTPOJIO 3HAHWIM | OA4MH NeYaTHbIN 360,0
obyuvatowmxca; coctaBieHWe OOKYMEHTOB MO MJIaHUPOBAHUIO anct
yyebHoro npouecca

32 |paspaboTka y4yebHOo-nporpamMmmHoi OOKYMeHTauum ONs| OOAVH NeYyaTHbIN 1800,0
nposegeHnsa  obpasoBaTe/IbHOTO  Mpouecca, MeTOANYECKUX anct
pa3paboTOK MO  MNPUMEHEHMIO  HOBbIX  MHPOPMALMOHHDBIX
TEeXHo/I0rni B yuebHOM npouecce

33 |pa3paboTka HOPMATUBHbIX AOKYMEHTOB, PernameHTUPYIOWMX BCe | OANH OOKYMEHT 3600,0
BMAbl 06pasoBaTesibHOM AeATeNbHOCTU B BubanoTteke

34 |cocTaBneHMe W MOAFOTOBKA K M3AaHUIO Y4ebBHbIX Mporpamm, | oAMH NeyaTHbIM 1800,0
nocobuii, CaMoOCTOATENIBHO MAM  COBMECTHO C  ApYyrumu anct
noapasgeneHnuamm 6MbanoTekn

35 |yyacTme B  CneuManuM3MpoBaHHbIX  coBeTax OMOAMOTEKU:| OAMH AOKNa4 2400,0
noArotoBka Ana npodeccMoHanbHOM nevyatn nybanKaumn u oAHO 1200,0




MaTepmnanos BbICTYNJAEHNA Ha KOHbepeHUUAX coobuieHune

36 |noarotoBKa K o0bcykaeHuto y4yebHbix nporpamm  AMNO K| ogHO 3acedaHue 2400,0
3acegaHuAmM YYeHOoro coBeTa

37 | cocTaBneHMe KaNbKyNALMKM LLeH HA NAaTHbIe yCayrm OOMH AOKYMEHT 120,0

38 |opraHusaums nnatHoro obyyeHWs MO A0OroBOpamM Ha OKasaHWE | OAWH OAOKYMEHT no ¢akTy
naaTHblX  06pa3oBaTesIbHbIX  YCAYF € HOPUANYECKUMU U 3aTpayeHHor
dUBNYECKMMM nLLaMU 0 BpeMEeHM

39 |noarotoBKa AOKYMEHTOB K NMUEH3NPOBAHUIO U aKKpeauTauuu, | OAUH OOKYMEHT 12000,0
CBA3aHHble C peanunsaumenn bubAMOTEKON o0b6pasoBaTesbHbIX
nporpamm A0

40 | noAroToBKa MaTepMasioB A41A 3aHATUIM B AUCTAHUMOHHOM dopme OAMH Yac 240,0

3aHATUN

41 |noAroTtoBKa y4ebHbIX U y4ebHO-MeToAMUYECKUX MaTepuasioB Ans OA4Ha 1800,0
MX pasmeleHna B MHPOPMALMOHHO-TENEKOMMYHUKALMOHHOM nporpamma
cetn "MHTepHeT" 1 nx cBoeBpemeHHoe 0b6HoBNEHUE

42 |opraHusaumsa ydyebHoro npouecca ans obydalowmxca no Of4Ha 42420,0
nporpammam npodeccnoHabHoOM nepenoaroToBKM nporpamma
6MbAMOTEYHbIX  KagpoB:  OpraHus3aums  obpasoBaTesibHOro
npouecca, yyebHo-meToamnyeckaa paboTta; Hay4yHO-meToau4YecKas
paboTa

43 |opraHu3aums ydyebHoro npouecca ans obydawowmxca no OJHa 21210,0
nporpammam noBsbileHUA KBanUdUKaLMN BUBNMOTEUHbIX KaapoB: nporpamma
opraHmsaums obpasoBaTesibHOro npouecca, y4yebHo-

meToanydeckas pa60Ta; Hay4YHO-MmeToamn4yeckan pa60Ta




MpnmevaHue:

- K HOpMe BPEeMEHM MpPU COCTaBNEHUN AOKYMEHTOB, PerflaMeHTUPYOWMX AeATebHOCTb pecnyb/MKaHCKNX, KpaeBbiX M 061acTHbIX BUH6ANOTEK, NpMMeHAeTCA
nosblwwatowmin koaddpuumeHt 1,15;

- BPEMSA NPOBEAEHMA NEKLMN, KOHCYbTALUM, NPAKTUKYMOB, CTa’*KMPOBOK, NPaKTUKK, NpebbiBaHMA B KOMAHOMPOBKE M nposBeaeHuAa uHpopmaumm no ee
pesy/ibTaTaM B HOPMY BPEMEHW HE BXOANT.

1.12. PaboTbl Hay4HO-OpPraHM3aLMOHHOro XapaKTepa

N HanmeHoBaHuMe npouecca, onepauunmn. Coctas paboTol EamHuua Hopma
n/n n3mepeHus BpPEMEHM,
MUH.
1 2 3 4
MNMoaroTtoBKa 7 nposefieHMe  TeOPETUYECKOW, Hay4yHO-
NPaKTUYECKON KOHdEepeHUUM, TEMaTUYECKOTO CEMUHApPA
OnpepeneHne coctaBa OPrkOMUTETA U YYAaCTHUKOB KOHpepPeHLUH, OfHO
cemMuHapa; ¢GOPMMPOBAHUE W YTBEPXKAEHWE NPOrpPaMMbl W | meponpuaTue

npurnacutenbHoro 6uneta; opraHM3aUMOHHbIE MEpPONpPUATUA
(TeKywaa cBA3b C Yy4YyaCTHMKaMM, paccblka MaTepuanos);
noarotoBKka K  M34aHWI0O  Te3ucoB; BbipaboTKa  NpoekTa
pekomeHaauni; $UHaAHCOBO-X03ACTBEHHOE obecneyeHue
KOHbepeHumMun, cemuHapa (opopmaeHme naaTerKHbIX AJOKYMEHTOB,
BCTPEYa YYaCTHUKOB, PerucTpaums, pasmelieHue B FOCTUHULE);
aHanun3 1 oueHKa paboTbl KoHdepeHUNN, ceMnHapa; noaseaeHue
UTOroB

KonnyecTtBo y4aCTHMKOB:
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1-100 5670,0
101-150 7560,0
151 - 450 9300,0
MoAroToBKa M NpoOBeAEHME CeMMHapa, MeTOAMYECKOro AHA,

3acefaHua "Kpyrnoro ctona”

OnpeaeneHne y4yacTHMKOB, PYKOBOAWUTENsA, CPOKOB W MecTa OAHO

npoBeAeHNA CceMuMHapa, MEeTOAMYECKOro AHA, 3acefaHusa| meponpusaTue

"Kpyrnoro cTtona"; onpeaeneHMe KOHTUHIEHTa YYacCTHWKOB;

paspaboTka nporpammbl;  MHPopmaumoHHoe obecneyeHune

(Tekywan cBA3b C Y4aCTHMKAMW, paccbliKa MaTepuanos);

BbipaboTKa MpoeKTa pPeKoOMEeHAAUMIN; M3gaHMe M paccCbliKa

Nporpammbl; PErucTpauMsa Y4acTHMKOB; aHanAM3 U OLEHKA

CceMMHapa, MeToANYecKoro AHsA, 3acegaHua "Kpyranoro ctona”

KonnyecTBo y4acTHUKOB:

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

YTOYHEHME CPOKa M NOBECTKM 3aceaHun; oTbop maTepuasnos As | O4HO 3aceaHune 560,0

06CY)K,£I,€HMH M NoArotoBKa MUX ONA KONUpoOBaHWUA; onpegeneHne
OMNNOHEHTOB (DELI,EH3EHTOB); onoseuieHMe O 3acedaHun 4yneHos
peaxkonnernn; pacCblizlIka matepmanoB MO MNOBECTKE 3acedaHuA;
od)opmnem/le I'Ipe,D,J'IO)KEHVIl‘;I, BbICKAa3aHHbIX Y4aCTHUKamMuU
3acefaHunA




Opl’aHVI3aLI,VIF| 3ace,£|,aHm71 Flp06fI6MHbIX KOMMCCMﬁ, COBETOB,
TBOPYECKUX KONNEKTUBOB!

9 |onpegeneHne NOBECTKM OHA M CPOKA MNpoBedeHWA 3acedaHus, O4HO 940,0
YTOYHEHME COCTaBa Y4YaCTHWKOB; MOArOTOBKA [OKYMEHTOB,| Meponpuatue
OpraHU3aLMoHHble MeponpuaTUA (onoBsellleHMe O 3acedaHuu,
noabop matepunanos); opopmaeHne NPOTOKONA U peLleHns

10 | pa3paboTka MaKeTa Npe3eHTaumm 414 MeponpuaTus OA4Ha 600,0

npeseHTaLmn

11 |noarotoBKa Npes3eHTauum 4aa meponpuaTuA of4Ha 600,0

npeseHTaums
MpumeyaHwue:
- NP NPOBEAEHUM MEPONPUATUIA Ha MEXAYHAPOAHOM YPOBHE K HOpME BpeEMEHU NPUMEHSEeTCA NoBblwaowmin koaddnumeHnT 2,0, Ha peaepanbHOM YPOBHE
-1,85;

- B HOPMYy BPEMEHU He BXOAMUT BPeMs NpoBeAeHUa KoHbepeHUUn, ceMrMHapa, MeToaMYecKoro AHA, 3acefaHunn "Kpyrnoro ctona" u Bpems, CBA3aHHoe C
n3gaHNeM mMmaTepranos KoHdepeHL UK, CEMUHapa.

1.13. PepaKkTMpoBaHue pyKkonucemn

N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BpemeHwu,
MUH.
1 2 3 4

PepaKTnpoBaHMe Hay4YHbIX U METOANYECKUX MaTEPUANOB
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MpoBepKa u UcnpaBaeHMe PYKONUCK B NMPOLLECCE NOATOTOBKU ee K
neyaty; obecneyeHMe COOTBETCTBMSA TEKCTa HayyHbIM W
NMTepaTypHbIM TpeboBaHUAM, Gopme M LEeNeBOMy HasHauYeHUto
M34aHWUA, COrnacoBaHMe BHOCHMMBbIX MWCMNPABAEHU C aBTOPOM;
AopaboTKa pyKonucu:

peaakTMpoBaHMe MOHoOrpaduin, COOPHUKOB Hay4HbIX TPYAOB,
HAY4YHbIX OTYETOB, MPAKTUYECKUX NOCOBUit

OAVH aBT. INCT

2840,0

pefakTMpoBaHMe MEeTOAMYECKUX MaTepuanoB: MHCTPYKTUBHO-
MeTOAMYECKUX MUCeM, PeKoMeHAalUMi, KoHCyAbTaumii, 0630pos
neatenbHocTn bnubamoTek

OA4WH aBT. IUCT

2500,0

penakTMpoBaHue [OKYMEHTOB, pernameHTUPYHOLLMX
AeATenbHOCTb BUBAMOTEK: YCTaBOB, MONOMKEHUNA, NHCTPYKLMIA

OAWH aBT. IUCT

2400,0

pefaKkTMpOBaHME  CTAaTUCTUYECKMX Tabaul, Y4YeTHbIX  opm,
o0bpasuos

OAWH aBT. IUCT

1980,0

pPenaKkTMPOBAHME  MATEpManoB  KOHpepeHUMin:  AOKNaaos,
coobLLeHN

OAWH aBT. IUCT

1050,0

PegaktnpoBsaHue nonynapHoro 6ubaunorpaduueckoro nocobus,
PeTPOCMNEKTUBHbIX Hay4YHO-BCNOMOTaTe/IbHbIX yKasarenei,
0630p0B, cNpaBok, pedepatos, aHHOTALMIA:

penakTMpoBaHWE NONyAspHbIX 6ubanorpadpuueckmx nocobuii:
TemaTuyeckux bubanorpadpuyeckmx ykasatesei, CnipaBoO4YHMKOB

O4WH aBT. INCT

2640,0

pefaKTUPOBaHME PETPOCMEKTUBHbIX Hay4YHO-BCMOMOraTe/bHbIX
yKasaTenemn

OAWH aBT. IUCT

2100,0

pefakTMpoBaHME aHANUTUYECKUX 0630p0OB, CNPaBOK, aHHOTALMNA,
pedepaToB, CBOAHbIX pedepaTMBHbIX 00630pOB, 3Kcnpecc-
nHpopmauui

O4WH aBT. INCT

1080,0




9 |peaaktTnposaHue bubnamorpaduyeckolt 3anncu O/1Ha 3anucb 4,6
10 | KOHTpONbHOE peaaKkTMpoBaHue oAHa 3anucb 6,2
MpumeyaHue: Npy pesakTUPOBAHUM CMELLAHHOIO TEKCTA K HOPME BPEMEHM NPUMEHSAETCA NOBbIWatoLWmii KosadoumumenT 1,1.
1.14. BcnomoraTenbHo-TeXHMYecKasa paboTa
N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EanHunua Hopma
n/n n3mepeHusa BPEMEHM,
MUH.
1 2 3 4
MawunHonuncHble paboTsbl
MonyyeHne opurnHana ANA NeyvyaTaHMA U O3HAKOM/IEHME C HUM,
Habop
MeyaTaHWe TeKcTa 6e3 BepTUKAIbHOrO rpadieHus OflHa CTpaHULA
MaLINHOMNMUCHOIO
TEKCTa
Pasmepbl MHTEpPBaNoB:
1 |2 13,4
2 (1,5 17,6
3 |1 22,0

MeuyaTaHWe TeKCTa Ha popmaTKax 6e3 BePTUKANbHOIO rpadieHns

oflHa CTpaHMLa
MaLLMHOMUCHOrO
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TEKCTa

Pasmepbl HTEpPBanos:

4 |2 17,6
5115 20,8
MeyaTaHWe TeKCTa C BEPTUKa/bHbIM rpadieHnem OfHa cTpaHuua
MaLUMHOMMUCHOrO
TeKcTa
Pasmepbl MHTEepBaNos:
6 |2 17,6
7 |1,5 21,0
8 |1 28,0
MeyaTaHme TeKcTa Ha GopmaTKax C BEPTUKa/IbHbIM rpadaeHnem 0fHa cTpaHuua
MaLIMHOMNMUCHOTO
TeKcTa
Pasmepbl MHTEpBaNos:
9 |2 17,6
10 |1,5 22,0
CuMTKa M KOPPEKTMPOBKA TEKCTA NOC/e NevyaTaHUA Ha MaLLUUHKe:
11 |npoBepKa NPaBUIbHOCTU PACMONOXKEHMA OTNEeYaTaHHOro TEeKCTa,| OAHa CTpaHuua 4,4
CBEpPKa C PYKONUCHbIM; KOPPEKTUPOBKA MALIMHOMMUCHOrO TEKCTa MaLIMHOMNMUCHOrO
TeKcTa
12 | cunTKa, KOPPEKTMPOBKA U BEPCTKA OZlHa CTpaHuLa 4,4




MalWwnHONMUCHOro

TEKCTa
13 |HakneuBaHue NpaBoK OJlHa NpaBKa 1,4
MalKnHoNUCHble PaboTbl, BbINOAHAEMblE B aBTOMAaTU3MPOBAHHOM
pexnme
BBog maTepurana B KoMmnbioTep: 0fHa CTpaHuULa
14 |Habop TekcTa ¢ iucTa 11,0
15 |Habop bubnunorpaduueckoro onncaHma 14,0
BbiBO4, MaTepurana Ha aKpaH: 0JHa CTpaHuULa
16 |npaBKa TeKCTa Ha KOMMNbIOTEPE, BEPCTKA TEKCTA 8,6
17 | pepakTMpoBaHune bubanorpadmyeckoro onmMcaHus 2,7
18 |BbIBOA TEKCTA HAa NPUHTEP; pacneyaTka oA4Ha CTpaHMua 1,6
19 |BbIBOA PpOpM TabAUL, HA IKPaH oAHa Tabanua 11,0
20 |HanonHeHWe Tabauu cogepKaHUeM oAHa Tabanua 1,6
HacTpoiika TexHuyeckoro 060pyaoBaHMA U TeXHUYECKoe
COMPOBOXAEHWNE MEPONPUATUIA:
21 |HacTpolika TexHu4yeckoro obopyaoBaHUA Ans NpoBeAeHUs 04HO 120,0
MEpPOMNPUATUI, B TOM YMCIe TPAHCAIMPYeMbIX Mo ceTn "NHTepHeT" meponpuatue
22 | TEXHUYECKOE COMPOBOXKAEHNE MEPONPUATUIA o4Ho 300,0
meponpuatue
23 | nposeaeHue ayamo/suaeosanncu U GoToCbEMKU MEePONPUATUIA o4Ho 300,0

Mmeponpuatne




24 | obpaboTKka ayano/snaeo/potomatepmnanos OAMH HOCUTENb 420,0
nHpopmauum

25 | pa3paboTKa pas3nnuHbix 6a3 gaHHbIX (B[) An1A BeAEHUA NPOEKTOB oaHa b, 28800,0

26 | HanNMcaHWe MHCTPYKLUUI NO Ucnosb3oBaHMio bl npoekTos OAMH aBT. INCT 18000,0

27 | TexHun4yeckaa nogaepika b npoektos oAHa GyHKUuMA 4800,0

28 |TecTMpoBaHME HOBbIX CUCTEM W  BEPCUA  MNPOrpaMMHOro | ogHa ¢yHKuma 1800,0
obecneyeHna/nporpammHo-annapaTHOro KOMMNAEKCa,
MUCNoSIb3yeMoro  npu  peanusauuuM  NpoektoB W pabote
noapasaeneHuns

29 |TecTupoBaHue NPOrpammHoOro obecneyeHna/nporpamMmHo-| oaHa GyHKUMA 1800,0
annapaTHOro KoMnjekca

30 |coctaBneHue nnaHa TecTMpoBaHUA NPOrpPaMMHOro OAMH NNaH 2400,0
obecneyeHna/nporpammHo-annapaTHOro KOMnaeKca

31 |npoBepka  COOTBETCTBMA  pa3paboTaHHOro  NPoOrpammHoro| ogHa pyHKuMA 480,0
obecneyeHns/nporpammHo-annapaTHOro KOMIMJIeKca
TEXHUYECKOMY 3aaHuI0

32 |oueHKa nporpammHoro obecnedyeHuns/nporpamMmHoO-annapaTHoro 04HO 25500,0
KOMMNaeKca nporpammHoe

obecneveHue

33 |cocTaBneHue anroputma TecTMpoBaHUA NPOrPaMMHOro | OAUH aNropuUTM 8400,0
obecneyeHna/nporpammHo-annapaTHOro KoMnaekca

34 | co3paHue TECTUPYIOLWLErO CKPMMTA ANA NPOBEAEHMA HAarPy304YHOro | O4MH CKpUNT 600,0
TEeCTMPOBaAHMA nporpamMmmHoOro obecneyeHna/nporpammHo-
annapaTHOro KoOMMNaeKca

35 |npoBeaeHne  HArpyso4yHOro  TeCcTUMPOBAHWMA  MPOrpammHOro o4Ho 480,0




obecneyeHnn/nporpamMmHo-annapaTHOro KOMMAeKca Harpyso4Hoe
TecTupoBaHue
36 |3KcnepTHasa OLEeHKa NPOrpaMmmHOro obecneyeHus, of4Ha 2400,0
MOArOTOBAEHHOrO B APYrMX  opraHu3aumsax/nporpammHo- aKkcnepTnsa
annapaTHOro KomMnjekca
37 |co3pmaHMe anroputMa KOHBEPTUPOBaHMA paboumx Tabauy| opaHa oTpacib 2400,0
6onblworo 6ubnnoteyHoro Katanora (66K) BBK
38 |HanucaHWe KoHBepTepa A/ia npeobpasoBaHusa paboumx Tabauy| opaHa oTpacib 4800,0
BEK B aBTOMaTM3MPOBAHHYID WMHPOPMALMOHHYID — CUCTEMY BBEK
JIMUEH3NPOBAHNA OTAEeNbHbIX BUAOB AesTenbHoctn (AUC N04)
(MHTErpauma 6UBAMOTEYHBIX AaHHbIX)
39 |npeobpasoBaHWe METOANYECKUX AAHHbIX 3/1EKTPOHHOrO KaTasnora o4HO 1440,0
ONA nepeaaun KOHBEpPTUpPOBaH
ne
MpumeyaHue: Npy Habope TEKCTa Ha KOMMNbOTEPE € IATUHCKUMM LWPUOTOM K HOpMe BPEMEHU NPUMEHAETCA NOBbILWAOWMNA KoadduLumeHT 1,3,
1.15. PaboTa no opraHu3aumun Tpyaa v ynpas/ieHuIo
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BpemeHwu,
MUH.
1 2 3 4
MnaHMpoBaHue paboThbl
C6op, aHanu3 ucxogHon nHdopmaumu; onpeseneHme OCHOBHbIX OAMH NNaH
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33434 roga, yTouHeHME CPOKOB BbINOIHEHWA 3a4aHWIA, HanncaHue
0OBACHUTENBHOW  3aMWCKM; MOArOTOBKA MNPOEKTa naaHa K
06CY)KAEHMNIO HA BCEX YPOBHAX, A0paboTKa nocne obcy:KaeHus;
npeacTaB/eHne NaaHa Ha CorlacoBaHue M yTBepPKAEHME:

1 |nnaHa 6ubanoTekn 6240,0

2 | nnaHa Komnnekca/ynpasneHusa 4800,0

3 |nnaHa otgena, cekTopa 2740,0

4 | MHAVBMAYANbHOTO NAAHa 370,0
ExkegHeBHbIM y4eT paboTbl B CTPYKTYPHbIX NOAPA3Ae/eHUAX:

5 |cTaTUCTUYECKUA y4yeT 3anucaBLUMXCA (NepepernctpupoBaBluMxca)| oaHa 3anucb 2,8
yuTaTenemn

6 |CTaTUCTUYECKMI YYET KHUTOBbIAAY, NOCELLEHWN OZHa 3anucb 8,6

7 |yd4eT  uHPopMaLMOHHO-6MbAnorpaduueckoit paboTbl no| oAgHa 3anucb 2,7
yCTaHOBNEHHOM popme

8 | y4eT BbINOJIHEHHbIX CNPABOK O/AHa 3anucb 2,7
ExXegHeBHbIN y4yeT abOHEHTOB, MO/b3YHOWUXCA MporpaMmamm
MBA:

9 | cTaTUCTMYECKM yuyeT abOHEHTOB, Nob3ytowmxca MBA O4Ha 3anucb 2,7

10 |cTaTUCTMYEeCKMM  y4yeT  MNOJIyYEeHHbIX  3aKasoB, BblAAaHHbIX| OAHA 3anuCb 9,8
OOKYMEHTOB

11 |cTaTMCTMYECKMI Yy4eT 3aKa3oB, MNepeHanpasfieHHbIX B ApyrMe| oJHa 3anucb 2,7

eunbnnoTekn




12 |3anucb utoroB pabotbl B "[OHeBHWK paboTbl" nogpasgeneHusa| OAHa 3anuchb 3,2
61bnnoTekm
13 |nHAMBMAYaNbHbIN yYeT: exeaHeBHOe 3amnoJIHEHWE JINCTKA y4yeTa| oJHa 3anucb 15,0
TpyAo3aTpaT UAn AHEBHMKA paboTbl bubanoTeKkaps
CBOAHbIM CTAaTUCTUYECKUI yYeT No BubanoTeke
Yucno umtaTtenei, KHUroBbl4ay, NOCELEHWNI; NogBeAeHNe UTOTOB|  OAHA 3anucb
CTaTUCTUYECKMX AaHHbIX N0 6ubanoTeke:
14 | mecsay, 528,0
15 |kBapTan 792,0
16 |rog, 1080,0
Cratuctuyeckuit yyet B pexkmme AC:
17 |BBOA CTaTUCTUYECKUX AAHHBIX C KOHTPOJIbHOMO AUCTA OAVH NncT 0,16
18 | cBOAHbBIN CTAaTUCTUYECKUI yUYeT No bubanoTteke (uncno umtaTtenen,| opaHa Tabnmua 0,27
KHUrOBblAay, NocelleHuin)
MNoaBeneHWe UTOroB CTAaTUCTUYECKUX AAHHbIX NO BubanoTeke: ofHa Tabanua
19 | mecsy, 0,27
20 |KBapTan 0,27
21 |rop 0,27
CocTtaB/ieHMe OTYETOB:
22 |npuem  NNAaHOBO-OTYETHbIX  OOKYMEHTOB OT  CTPYKTYPHbIX | OAUH OOKYMEHT 60,0

noapasaeneHnin ¢ NPOBEPKON MONHOTbI COCTaBa; COCTaB/ieHMe
CcBOAHOM TabANLLbl OCHOBHbIX NOKa3aTesein




CocTaBneHMe aHaNMTUYECKOro oT4yeTa: aHanu3 [AeATeNbHOCTU
nogpasgeneHnn u 6ubanoTeknM, OTMETKa W3MEHEeHWI 3a rog,
HanuMcaHuMe TeKCTa, nNpeAcCTaBAeHMEe Ha  COrnacoBaHWe W
yTBepKaeHue:

OAUH OTYeET

23

oTyeT 6BMBIMOTEKM 32 oA,

3980,0

24

OTHET OTAENa, CEKTOPA 3a ro

1320,0

25

WHAMBWAYANbHbIN OTYET 33 Mo4,

586,0

CocTtaBneHve GpMHAHCOBbIX OTYETOB 06 OnaaTe Mo BMAAM NAATHbIX
ycnyr:

OAUH OTYET

26

3a mecay,

510,0

27

3a KBapTan

840,0

OTtyer nepeg 4YntatenamMmnm 1 HaceneHmnem:

28

onpefeneHVe Ccpoka NpoBefAeHWA OTyeTa, MOBECTKU [AHS,
OMNOBELLEHME O AHE OT4yeTa uuTaTenein, HacefNeHws, BbIMyCK
CTeHrasetbl, odopmneHve  MPOTOKO/AA,  3amMedaHuid #u
NpeasoXKeHUn uyuTatenei, HaceseHus, COCTaBNEHWE MAaHa WX
peanusaunm

04HO
Mmeponpuatne

1580,0

MoarotoBKa n POn3BOACTBEHHbIX COBELLAaHN n

OnpeaeneHne NOBECTKM AHA, Kpyra Y4yacTHMKOB, MOArOTOBKA
CNPaBKK, APYrMx MeponpuATUiA, NPOEKTa pelleHus, onoselleHue
YYaCTHWKOB COBELLLAHNA, NOATOTOBKA MOMELLEHNA:

0AHO
cosellaHune

29

coBelaHne paboTHMKOB BUBNMOTEKM

320,0

30

coBellaHue pa6OTHVIKOB oTaena

264,0




31 |coBewaHWe No UTOram MPUHATBLIX PELIEHNI C LEe/Iblo OLUEHKU UX oAHOo 27,0
pe3ynbTaTtos, NPOM3BOACTBEHHbIE COBELLAHMA NO UTOFaM roga coBelaHne

32 |onepatusHoe coBellaHmne (nns pelweHunsa TeKyLWMX O4HO 60,0
NPOU3BOACTBEHHbIX 3a4a4) coBellaHne
OpraHu3auMoHHO-oMNepaTuBHas paborTa:

33 | goOKymeHTanbHoe odopmaeHne pexumma paboTbl  oTaena| oAuH AOKYMEHT 360,0
(cocTaBneHue rpadmka paboTbl, OTNYCKOB)

34 |obecneyeHne KOHTPO/SA 3@ BbIMNOJIHEHMEM MPOU3BOACTBEHHOrO | OAHO 3aJaHue 15,0
3a4aHuA N KayecTBOM paboThl

35 |obecneyeHne KOHTPONSA 3@ WCMOJIHEHMEM YMPAB/IEHYECKOrO | OAWNH OOKYMEHT 15,0
peweHnsa, TMpPWKasa, YKasaHWA  AUPEKTOpa, 3aMecTuTens
OMPEKTOPa, 3aB. OTAEN0M

36 |3aKnwo4ueHune, NpoasieHne Aorosopa ¢ pupmamu, npeanpuaTUAMMK, | OAWH AOrOBOP 840,0
OpraHM3auuAMM, YaCTHbIMWU NPeaNPUHUMATENAMM

37 |cocTaBneHue KaNbKyNALMM LLeH Ha NaaTHble ycayrm OAUH OOKYMEHT 3340,0

38 | BbINMCbIBaHME CYETA, KBUTAHL MU OOMH AOKYMEHT 13,4

39 |cBepKa onnaTtbl CHETOB OOMH AOKYMEHT 13,8
JenonpounssoacTeo:

40 |npuem un perucTpauma BXoAsLLel KOPPEeCNnoHAEHLUN OOMH AOKYMEHT 15,0

41 |KonupoBaHWe/cKkaHMpoBaHWE AOKYMEHTOB OAMNH OOKYMEHT 15,0

42 |otnpaska/nonyyeHme GpaKkcoBbIX KOMUM AOKYMEHTOB OAMH AOKYMEHT 30,0

43 |obecneyeHnMe KOHTPO/IA 33 CBOEBPEMEHHLIM WCMOJHEHNEM | OAWNH OOKYMEHT 15,0




AOKYMEHTa

44 | cmctemaTMsauma M NOALWMBKA WCMOAHEHHbIX [OOKYMEHTOB B | OAWMH OOKYMEHT 30,0
COOTBETCTBMM C HOMEHKNAaTypoun aen
PaboTa B pexxkume AC:

45 | perncTpauma Bxoaalen KoppecnoHAeHUUN: OfHa KapTouKa 15,0

46 |obecneyeHne KOHTPO/S 33 UCMOJIHEHMEM AOKYMEHTA: BblBOJ, Ha OZHa 3anmucCb 7,0
3KpaH KOHTPO/bHOW KapTOYKKW; BBOA B Hee WHbopmauuu o6
MCMNOJIHEHUM

47 |pelleHMe XO3ANCTBEHHbIX BOMPOCOB (MoAaya 3aABOK Ha| OAMH BOMpOC 30,0
yCTpaHeHMe HeucnpaBHOCTENM paboumx MOMELLEHMI, 3aKa3s U
NoJly4eHME KAHUENAPCKMX TOBAPOB W APYrMX MATEPMaNoB CO
cKnagna)
B3aumopencrene mexkay CTPYKTYPHbIMU NOApasaeneHNAMMU:

48 | cocTaBiieHMe 3anpocos, TPeboBaHUI, NOACHUTENbHbIX 3aMNUCOK M| OAWH OOKYMEHT 20,0
CNyXKebHbIX 3aNMCOoK

49 |nogaya 3anpocoB, TpeboBaHMI, NOACHUTENbHbLIX 3aMUCOK M| OAWH AOKYMEHT 25,0
CNyXebHbIX 3aMMCOK B NevyaTHoM dopme

50 |nopmaya 3anpocoB, TpebOBaHWIMA, MNOACHUTENbHLIX 3aMUCOK W | OAWH OOKYMEHT 10,0
CNyXKebHbIX 3aNNCOK B 3/IEKTPOHHOM dopme

51 |obecnevyeHne KOHTPONS 32 UCNONHEHMEM 3aNpPOCOB, TpeboBaHUNA, | OANH AOKYMEHT 40,0

NOACHUTE/IbHbLIX 3aNMNCOK U Cﬂy)KE6HbIX 3aMnUCOK




I'Ipmmeanme: Bpema npoBeadeHnA OT4ETa nepea YntTatenamm, HaCeneHmnem, COBeLLI,aHMﬁ B HOpMY BpeEMEHU HE BXOOUT.

2. Tunosble oTpacaeBble HOPMbI TPYAa Ha PaboTbl, BbINOAHSAEMbIE
B rOCYAapCTBEHHbIX (MyHMLMNAMbHBIX) BUbAMOTEKAX (Ha OCHOBE
aBTOMATU3MPOBAHHbIX CUCTEM YNpPaB/eHMA NpoLeccamm)

2.1. KomnnektoBaHune ¢oHA0B

N HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EonHunua Hopma
n/n n3mepeHus BPEMEHMHU,
MUH.
1 2 3 4
1 |npuem n ot60p g5 GOHAO0B HOBbIX NOCTYMN/IEHMUIA, MONYYEHHbIX NO | OA4MH AOKYMEHT 3,6
CONPOBOAMTENIBHOMY [AOKYMEHTY - JINCTY T[OCYAapCTBEHHOM
perucrpauum
2 | TexHunyeckan o6paboTKa JOKYMEHTOB OOMH AOKYMEHT 4,5
3 | BBOA AOKYMeHTOB B 6a3y gaHHbIX (BA) OOMH AOKYMEHT 4,5
2.2. bubanorpaduryeckoe onucaHne 1 UHAEKCUPOBaAHNE NOKYMEHTOB
N HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EanHnua Hopma
n/n n3mepeHua BPEMEHMN,
MUH.
1 2 3 4
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1 | dopmupoBaHune 6ubnmorpadpmyeckoit 3anmMcu Ha AOKYMEHTbl Ha| OZAHa 3anucb 18,0
PYCCKOM A3blKe (onuncaTenbHasn KaTanornsaums)

2 |dopmupoBaHne bBubamnorpadpuyeckor 3annucu Ha AOKYMEHTbl Ha| OAHA 3anucb 27,0
WHOCTPaHHbIX €BPOMENCKUX A3bIKAX W A3blKax Hapoaos Poccuu,
KpoMe pyccKoro (onucatesibHas Katanornsaums)

3 | popmupoBaHue 6MbAMOrpaduyeckon 3anmMcK Ha ctapornedaTHble| OZHa 3anucb 60,0
KHUIM WM pyKonucu  (onucaTenbHaa UM cofeprkaTesibHas
KaTanornsaums)

4 | MHOEKCMpPOBaHME AOKYMEHTOB (coAeprKaTeibHas KaTtanormsauus) OZHa 3anmucCb 18,0

5 |dopmupoBaHMe aBTOPUTETHOM 3anmMcM (HA WMMeHa v, | OZAHa 3anucb 30,0
HaMMeHOBaAHWI opraHM3aumii)

6 |dopmupoBaHMe AaHHbIX B POHA0BOM 3anmcK OfiHa 3anucb 5,0
2.3. Paborta c KaTanoramu

N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma

n/n n3mepeHus BPEMEHM,
MWH.

1 2 3 4

1 |pasbop KapToYeK 4N1A PAcCTAaHOBKM B afipaBUTHbIE KaTaiorm OflHa KapTo4Ka 0,2
PepakTMpoBaHUWe reHepasbHOro andaBUTHOTO KaTanora: OflHa KapTo4Ka

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

3 |KaTanor - HoBbIi pag (c 2000 roga); 0,5
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4 |KaTanor - MHOCTPaHHbIe eBPOMenCcKMe A3bIKM U A3bIKM HAPOAOB 1,0
Poccumn, Kpome pycckoro

5 |pa3bop KapToyek A4/1a pacCTaHOBKU B CUCTEMATUYECKUE KaTalomu O/JlHa KapToukKa 0,3

6 |pepakTnpoBaHue [eHepasbHOroO CUCTEMATMYECKOro KaTtasora| OAHa KapTo4Ka 0,5
(FCK)

7 | pegakTMpoBaHUE opuUrMHana-maKkeTa bubimorpapuyecknx 3anmceri| ogHa KapToyka 0,3
(B3) Ha ogHOYACTHbIE AOKYMEHTbI

8 |pepaKTupoBaHMe oOpurMHan-maketa B3 Ha  MHOro4vacTHble | OAHa KapToudka 0,45
LOKYMEHTbI

9 | pefaKTMpoBaHMe 3anucen Ha eanHULLbI XPaHEHMA B NPOrpaMMHoOe |  Of4Ha 3anucb 5,4
obecneyeHun (NO) No M3BeLIEHUAM O BHECEHUU U3MEHEHWUI B
KaTanoru, nosy4eHHbIM U3 TexHoormyeckoro otaena (TO)
PepaktupoBaHue b3 petpokoHBepcumn B MO (KOHTPOAbHbIE NOAS| OAHA 3anucb
¢dopmata 1 Tekcta bB3):

10 | penakTMpoBaHME KOHTPOAbHbIX Nosiel dopmaTa 5,4

11 | pepakTupoBaHue Tekcta b3 5,4

12 |pepakTupoBaHue 6ubnunorpapudecknx 3anucen (63) B8 MO| opgHa 3anuUcb 5,4
(sBegeHue nHaekcos BBK B B3 peTpokoHBepcum)

13 | popmupoBaHme b3 B MO ¢ Ucnonb3oBaHMEM CBOAHOrO KaTajiora| OJHa 3anucb 12,0
6ubnmnotek Poccun

14 | pepakTuposaHue b3 Ha MHOro4YacTHble AOKymeHTOoB B MO 0f4Ha 3anucb 12,0

2.4. PaboTa c poHaOM
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N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EomHuua Hopma
n/n n3mepeHusa BPEMEHM,
MUH.
1 2 3 4
MoarotoBuTenbHan paboTa:
1 |noarotoBKa pabouunx mect 0AHO paboyee 5,0
MecTo
2 |nofyyeHMe AOKYMEHTOB C BbICTAaBKM HOBbIX MOCTynjaeHWW (Npu| ofgHa napTma 16,0
y4yacTum 4-x Yenosek) (100
OOKYMEHTOB)
3 | npuvem HOBbIX NOCTYN/AIEHWI B NPOrpaMmme nepegayu OoA4Ha napTusA 12,0
(100
OOKYMEHTOB)
O6paboTKa HOBbIX NOCTYNAEHUN:
4 | nepBUYHbIN Pa3bop HOBbIX MOCTYNAEHUN o4Ha napTuA 26,0
(100
OOKYMEHTOB)
5 |pa3bop LOKYMEHTOB Ans onpeaeseHMsa PacCTaHOBOYHbIX LWKMPOB OfiHa napTuA 1,0
(100
OOKYMEHTOB)
6 |npeaBapuTenbHaa cucTeMaTM3aumMsa [AOKYMEHTOB [PYnnoBOW | 0OA4Ha napTuA 1,0

06p360TKVI Aana onpegeneHna nono4YHOro MHAeKCa

(100
OOKYMEHTOB)

LndpoBKa AOKYMEHTOB:

OAMH AOKYMEHT




7 |c gsyma wudpamm (1 - "BupTyanbHbin") 1,0

8 |6e3 wudpa 1,8

9 | pocbinbl 3,6

10 |BBOA WKdpa 0,5
LLndposKa AOKYMEHTOB rpynnoBoit 0bpaboTku: OOMH AOKYMEHT

11 |npepBapuTenbHaa cuctemaTmsauma (BBOA, WHAEKCA OTpacau 1,0
3HaHKA no Tabanuam BEK B 3K)

12 | petanbHas cuctemaTmnsauma (BBoa Noao4Horo uHaekca 66K B 3K) 1,0

13 | 06paboTKka AOKYMEHTOB HA MHOCTPAHHbIX EBPONENCKUX A3bIKaX O4MH [OKYMEHT 3,6

14 |obpaboTka AOKYMEHTOB HA HAUMOHANbHBLIX A3blKaX HaAPOAOB | OAUH JOKYMEHT 4,5
cybbeKkToB Poccuiickoin Pepepaunm

15 |npuem n obpaboTka gokymeHToB XVIII - XIX BB. OOMH AOKYMEHT 8,0

16 |npvem u obpaboTKa oTeYeCcTBEHHbIX NEPUOANYECKUX U3LAHUIA U3 | OAUH AOKYMEHT 1,8
3a/1a TeKyLMX Nepuoanyeckmnx nsgaxuii (3TNKn)

17 |npvem n o0b6paboTka MHOCTPAHHbIX NEPUOANYECKUX U3AAHUNA U3 | OOAUH AOKYMEHT 1,8
3TN

18 | nepewndpoBKa LOKYMEHTOB OOMH AOKYMEHT 27,0

19 |BBOA 6ap-Koda AoKymeHTa B IK OOMH AOKYMEHT 2,6

20 |nepepaya AOKyMeHTOB B doHA bnbnnotekmn (PB6) OfiHa napTus 26,0

(100
OOKYMEHTOB)

O6cnynBaHue untatenei n aboHeHtos B Ob:




21 |Bbino/fHEHME TpeboBaHUI, MOCTYNUBLUMX MO 3/IEKTPOHHOMY ogHo 1,0
3aKasy TpeboBaHue

22 | B3aMMOpACHET CO CTPYKTYPHbIMW NogpasaeneHmamm bnbanorekm OoA4Ha napTuA 14,0

(100
OOKYMEHTOB)

23 |paborTa c 3a0/1I}KEHHOCTbIO OOMH AOKYMEHT 1,8
CoxpaHHoCTb GpOHA0B:

24 |noArotoBKa  AOKYMEHTOB  Ha  MUKPOPUAbMUPOBAHME M| OAWH OOKYMEHT 5,4
CKaHMpoBaHue

25 |nepepava OOKYMEHTOB Ha MUKpOPUNbMMpPOBaHME n| ogHa naptua (20 16,0
CKaHMpoBaHWe OOKYMEHTOB)
Cepka $oHAa € 3/1eKTPOHHbIM KaTanorom (3K): OAMH OOKYMEHT

26 |oAHOYaCTHblE JOKYMEHTOB 1,8

27 | MHOTOYaCTHblE JOKYMEHTOB 3,6

28 |npoBepKa 40CTyna K 91eKTPOHHOMY pecypcy OAMH OOKYMEHT 5,4
MNepeBog 4OKYyMeHTOB B LMdpoBoi dopmart:

29 | npuem/nepenava neyvyaTHbIX MU30aHUM n3 oTaena| oAuH OOKYMEHT 0,9
doHpoaepKATENA MO aBTOMATU3MPOBAHHOM Nporpamme nepesay

30 |cBepKa MOJIyY4EHHbIX AOKYMEHTOB C 3/1EKTPOHHbIM KaTasloroM M| OAWH OOKYMEHT 3,3
pacnpefeneHne 3akMagoK Cc MmeHeM danna no nevyaTHbIM
OpUrMHanam

31 |pacnpeneneHne neyaTHbIX AOKYMEHTOB MeX4y onepatopamu| oOAgHa naptuAa 55,0

CKaHuMpoBaHuAa (40 LOKYMEHTOB)




32 | cKkaHMpOBaHMeE NeyvaTHbIX AOKYMEHTOB B NOJIHOLLBETHOM peXKnume O0fHa cTpaHuua 0,33
33 | KonupoBaHue onepatopom 3N1eKTPOHHOM KOMUW | OAUH AOKYMEHT 30,0
OTCKAHMPOBAHHOIO AOKYMEHTA Ha cepBep
34 | 06paboTKa 3NEKTPOHHOMN KOMUK OTCKAHNPOBAHHOIO N34aHUSA OflHa CTpaHuLa 2,5
35 |KonupoBaHMe onepaTtopom 06pPaboOTKM TOTOBOW 3/EKTPOHHOM | O4MH LOKYMEHT 30,0
KOMNM OTCKAHMPOBAHHOIO M34aHUA C paboyei CTaHLUMM Ha cepBep
36 |BepuduKauma (NpoBepKa C NOMOLLbIO A0KA3aTeNIbCTB) U KOHTPO/Ib | OANH AOKYMEHT 10,0
KayecTBa 06paboTaHHbIX 3NEKTPOHHbIX KOMWI NeYaTHbIX U3LaHUI
37 |pacno3HaBaHue Tekcta M cosgaHue MAP-dalinoB 31EKTPOHHbIX | OAUH AOKYMEHT 35,0
KOMUM NeYvyaTHbIX N3L4aHNM
38 |KonmnpoBaHWe pacno3HaHHbIX MNOP-PainoB 3NEKTPOHHbLIX KONWIA | OAWH OOKYMEHT 6,0
NeYyaTHbIX M34aHUMA B TEXHONOTMYECKYIO NanKy ANA Aa/ibHenwwen
3arpysKu Ha cepsep
2.5. 06cnyKMBaHME MHOTOPOAHMX abOHEHTOB B LLEHTPE ANCTaHLUMOHHOro obpasoBaHua (LLOO) n MBA
N HanmeHoBaHuWe npouecca, onepauuun. Coctas paboTbl EomHuua Hopma
n/n n3amepeHus BPEMEHM,
MUH.
1 2 3 4
1 |noarotoBKa paboumnx mect OfHO pabouee 4,2
MecTO
2 | NPOCMOTP 3N1EKTPOHHOM MOYTbl, O3HAKOM/IEHME C NOCTYNMUBLUMMMU o4Ho 26,0
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coobLeHnasmm coobuleHne
3 |perucrtpaumns aboHeHTOB 0AMH aboHeHT 4,5
4 |npvem 3aKa3oB OT abOHEHTOB 4epe3 aBTOMATM3UPOBAHHYIO OJMH 3aKa3 2,7
cUCTEMy nopTana ynpaBAeHUsA [OMNOJHUTENBHOIO 06CNYKMBAHUA
(v00)
MpoBepKa MO 3/IEKTPOHHOMY KaTafory HaAuMumMAa OOKYMEHTA B| OAWH LOKYMEHT
¢doHaax, npocTaBaeHue Wwudpa Ha baaHKe-3aKkase:
5 |6e3 6ubnnorpaduueckoir 4opaboTku 3,6
6 |c6bubnuorpaduyeckoin gopaboTromn 17,0
7 |npvem OOKYMEHTOB OT oTAeN0B doHAoAepKaTenen OAVH peiic (13 9,0
®Bb)
8 |noarotoBka n obopmaeHUe JOKYMEHTOB K BblAaye O4MH AOKYMEHT 2,7
9 | dopmmpoBaHUE KaNbKYNALMKM HA ONAATY YCAYTU HA BblAady KONMK | ofHa CTpaHuMLa 1,0
AOKYMeHTa Mo 3anpocy aboHeHTa
10 | npoBepKa NOCTyn/ieHMA NaaTexa no BMAamM onaathbl O/Ha 3asBKa 1,0
11 |peructpauma BblAa4YM OOKYMEHTOB B aBTOMATU3MPOBAHHOM | OAUH AOKYMEHT 1,8
cucteme
12 |oTnpaBKa baHaeponei ofiHa 6baHAepoNb 4,4
13 |cocTtaBneHve  onuMcuM  MNOATOTOBNAEHHbIX K  OTNPaBAEHWUIO | OAHA 3anuCb 2,7
baHaeponei
14 |TpaHcnopTupoBKa 6baHgeponein B NoapasaeneHWe OTNpPaBKM | OAHa NapTus 9,0

3aKasHbIx baHaeponel




15 | npuem AOKYMEHTOB, BO3BPaLLEHHbIX abOHEHTaMK OOMH AOKYMEHT 2,8
16 |paboTa c oTKasamm OAMVH OTKa3s 2,7
17 |opraHusauma n segeHne KaptToTek OAHa KapToyKa 1,0
/oAnH 6naHK-
3aKas
18 |pacneyaTKka AuccepTaummn U3 3EKTPOHHOM a3kl AuccepTaumin no OAVH NUCT 1,0
3aKa3y aboHeHTa
19 | KOHTPO/b 33 NOraweHnem 3a40KEHHOCTH OAMVH aboHeHT 14,0
20 |noucK Henony4yeHHbIXx baHaeponei ofHa 6aHaepob 55,0
21 |BO3BpaT OWMBOYHO 3aC/aHHbIX LOKYMEHTOB ofHa 6aHaepob 3,5
22 | cnpaBKuM W KOHCYIbTaLmMu 06 ycnoBumax ob6cnyKmMBaHMA abOHEHTOB, 0ofHa 9,0
no paboTe aBTomaTMaMpoBaHHOM cuctembl LLOO 1 MBA KOHCyNbTaLmA
2.6. CnpaBoyHo-bubnnorpadumueckoe obcnyxumpaHne
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHM,
MUH.
1 2 3 4
BbinonHeHMe ycTHbIX b1ubanorpadmyeckmx cnpaBok:
1 |noarotoBKa paboumnx mect eXkeHeBHO 13,0
2 |exeOHeBHbIN CTaTUCTUYECKUI yJet CNpaBoOYHO- exegHeBHO 13,5
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bubnnorpaduryeckoro obcnyKMBaHUA YMTaTeNEN

3 |u3ydyeHMe oOTpUUATENIbHbIX OTBETOB Ha 6ubanorpadpuyeckme OAMH 13,5
3aMpochbl C Lenblo BbiABAEHUA 6paka OTPULATENBHbIN
oTeeT
4 |npuvem 3anpoca Ha BbiNoHeHUE bubanorpaduyeckoi cnpaBku OZMH 3anpoc 10,0
5 | odopmneHne KOHTPOIbHOTO INCTKA NOJ1b30BaTe A O4MH 1,0
nosib3oBaTesb
6 |TemaTuuyeckas ycTHaa bubavorpaduyeckan cnpaska OfiHa cnpaBKa 17,0
7 |appecHas ycTHaa cnpasBKa OofHa crnpasKa 8,0
8 |yTouHAtowana ycTHaa bubanorpaduyeckan cnpaska OfiHa crnpaBKa 18,0
9 |dakTorpaduueckan yctHaa bubamorpaduyeckan cnpaska OfiHa cnpaBKa 15,0
KoHcynbTaumm: Of4Ha
KOHCybTaLmA
10 |6ubnunorpaduryeckas 10,0
11 | opmeHTHpytowwan 6,0
12 | BcnomoratenbHO-TEXHUYEeCcKan 3,0
13 |6ubnnorpadpunyeckan/pakrorpapuyeckan crpaska OfiHa crnpaBKa 12,0
BbinonHeHMe NUCbMeHHbIX Bubanorpadpuyeckmx cnpaBok:
14 |npvem 1 perucTpauma NMCbMEHHOro 3anpoca B OPraHU3aLMOHHOM | OAWH 3anpoc 3,0
rpynne
15 | aucnetyepmsauma NMCbMeHHbIX 3anpocos B rpynne C60 eXkegHeBHO 60,0




16 |pernctpaumsa 3anpoca B KypHajse y4yeTa MUCbMEHHbIX CMPaBOK| OfAHa 3anucb 3,0
rpynnbl CBO
lMMcbMeHHan TemaTMyecKas cnpaska:
17 |TemaTtuyeckana cnpaBka 1-n cTeneHW CNOXKHOCTM: A0 25 Ha3BaHWMI, | oOpHa cnpaBKa 1200,0
C npocmoTpom Bubanorpadpmnyecknx UCTOYHUKOB
18 |TemaTuyeckana cnpaBKa 2-W CTENEHM CJ/IOKHOCTU: cBbile 25| opaHa cnpaBKa 2900,0
Ha3BaHWI, C MNPOCMOTPOM 6MBAMOrpadUyYecKnX U TEKCTOBbIX
WMCTOYHUKOB
19 | nucbmeHHan yToyHstowan bubanorpaduyeckan cnpaska ofHa cnpasKa 360,0
20 | NUcCbMeHHaa aApecHan cnpaBKa OfHa crpaska 120,0
21 | nucbmeHHan ¢akTorpaduyeckan cnpaBka ofHa cnpasKa 360,0
McbMeHHbIe KOHCYIbTauuMu: oAHa
KOHCyNbTauuA
22 |6ubnnorpaduyeckas 480,0
23 | opueHTMpytowas 480,0
24 | KOHCYyNbTaUUA-KAULWE 240,0
PenaKkTMpoBaHMe BbINOJHEHHbIX MUCbMEHHbIX CNPABOK:
25 |agpecHaa nMcbMeHHaA cnpaska OfHa crpasKa 9,0
TemaTnyeckana NMCbMeHHaA CnpaBKa: OfiHa cnpaBKa
26 | 1-11 cTeneHn CNOXHOCTH 18,0
27 | 2-1A cTeNeHn CNOXKHOCTH 48,0




28 | yTOYHAOWAA NMCbMEHHAA cnpaBKa ofHa cnpasKa 8,0
29 |dakTorpadmyeckas NMCbMeHHasA crpaBKa OfHa crnpaska 8,0
30 |perncrtpaums BbINOJHEHHON MWCbMEHHOM CcnpaBKXM B T[pynne| oJHa 3anucb 3,0
cnpaBo4yHo-6ubnnorpadumyeckoro  obcenyxumeaHma  (CBO) B
KypHase yyeTa NMCbMEHHbIX 3aMpoCcoB
31 | perucrtpauma BbINO/IHEHHO NMUCbMEHHOM CnpaBKu B| OAHa 3anucb 2,0
opraHmsaumnoHHoi rpynne C60
32 | odpopmneHue n nepeaada/oTnpaBneHne oTBeTa 3aKasumnky OAMH 3anpoc 12,0
BupTyanbHan cnpaBo4YHan cayxba:
33 | BMpTya/bHaa TemaTUyecKasa cnpasKa ofHa cnpasKa 18,0
34 | BupTyanbHasa agpecHas cnpaBKa OfiHa cnpaBKa 7,0
35 | BMpTyanbHaa yTOYHAOLWAA CpaBKa ofHa cnpasKa 18,0
36 | BMpTYyaNbHaA OPUEHTUPYIOLLAA CNPaBKa ofHa cnpasKa 6,0
37 | BupTyanbHasa ¢pakTorpadmyeckasn cnpaska ofHa cnpasKa 15,0
38 | odopmaeHme OTBETA HA 3anNpoc YnTaTena 04HO NUCbMO 6,0
39 | nononHeHWe apx1Ba BbINOJHEHHbIX CNPaBOK ("ba3bl 3HaHMIA") OfiHa crnpaBKa 11,0
40 |cKaHMpoBaHMe AOKymMeHTOB u3 ¢oHaoB CBO no 3aKasam| ogHa cTpaHUua 3,0
nonb3oBaTenem
KoHcynbTauuum: ofAHa
KOHCybTaumA
41 |6ubnnorpaduryeckas 10,0




42 | opueHTUpYyOLWaA 10,0
43 | KOHCcynbTaUMA-KAULWE 5,0
44 |KoopAauMHauMA W AucneTyepusaumAa BbIMNOJHEHUA BUPTYaAbHbIX| OAHO MUCbMO 12,0
CNpaBoK
Bubnnorpadpuueckoe obyyeHne nonb3osaTenei: ofHa
KOHCyNbTaLmA
45 | meToanyecKas 10,0
46 |TemaTnyecKas 15,0
47 |noAaroToBKa 6ubanorpacpumyeckoro o0630pa/obyyatouiero OAHO 2400,0
MeponpuaTnA No metoguke popmmnpoBaHus bubanorpaduueckori| meponpuatue
3anucm, paboTbl C KaTasoramm, no mMeToANKe
6ubnnorpaduryeckoro onucaHus, 6ubnnorpaduyeckumm
WUCTOYHMKaMK GOPMUPOBAHUA CMMUCKaA NMTepaTypbl K Hay4yHOWM
pabote
48 |npoBepeHune 6ubnmorpadpuryeckoro o0630pa/obyyatoLiero OfHO 60,0
meponpusaTna (no nyHKTy 39) meponpusaTne
3KcKypcun no  ¢oHZam UM crnpaBoyvHo-6ubaMorpaduyeckomy | oaHa SKCKypcus
annaparty (CBA) LUBC:
49 | noaroToBKa 480,0
50 |npoBeaeHune 60,0
BeneHue cnpaBoyHo-6MbAnorpaduyeckoro annapara:
51 |BeaeHWe apxmBa BbIMNOJHEHHbIX CMPABOK B 3/IEKTPOHHbIN PeXUM OfiHa cnpaBKa 8,0
52 |BBOA KapToTek B 6a3y gaHHbIX (BA) OflHa KapTouKa 6,0




BbicTaBoyHan pabora:

OAHa BbICTaBKa

53 | pa3paboTKa naaHa opraHusaumm 7] 93KCMNOHUPOBAHMA 2160,0
TeMaTMUYECKOM BbICTaBKU

54 |noaroToBKa COMPOBOAWUTENbHOM [AOKYMEHTAUMW K BbICTaBKE, 360,0
3TUKETaXy

55 | MOHTaX BbICTaBKMU 480,0

56 | AeMOHTa)K BbICTaBKMU 240,0

57 |co3paHve aduw, ob6bABNEHWH, nNporpamm AN NpoBeaeHUs 60,0

BbICTAaBOK




MpumeyaHue: npu pabote ¢ AOKYMEHTAaMWM Ha MHOCTPAHHbIX EBPOMENCKMX A3bIKAX M A3blKax HapoAoB PoccuM, KPOME PYCCKOro, K HOPMam BPeEMEHMU
npUMeHseTcs nosblwatowmii KoaddpuumeHT 1,15.

2.7. HOTHblE U3aaHuA 1 3BYKO3anucm

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

1 2 3 4
dopmupoBaHme 6Mbamorpadpuyeckoi 3anmncu:

1 |Ha rpaMmo¢OHHble NAACTUHKM (FPamMnnacTMHKM) Ha PYCCKOM O4WNH AUCK 140,0
A3blKe (onucaTenbHan KaTanornsaums)

2 |Ha rpamnnacTMHKM Ha WHOCTPAHHbIX €BPOMEMCKMX A3bIKaX W OOMH AUCK 180,0
A3blKax HapoAoB Poccun, Kpome pycckoro (onucaTenbHan
KaTanormsaumsa)

3 |Ha ayavoamMckax Ha  PYycCKOM  A3blke  (onucaTenbHas OOMH AUCK 160,0
KaTanormsaumsa)

4 | Ha ayaAMoAMCKax Ha MHOCTPAHHbIX €BPOMENCKUX A3bIKAX M A3blKax O4WNH AUCK 220,0
HapofZoB Poccun, Kpome pycCKoro s3blka (onucatesnbHas
KaTasorusaums)

5 |Ha AnCKax dopmarta ayanodaiinos (onucatenbHasn OAMH AMUCK 480,0
KaTanormsaumsa)

6 |Ha HOTHble W34aHWS HA pPYCCKOM A3blKe (onucaTesibHas | OAWH OOKYMEHT 132,0

KaTanornsaums)
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7 |Ha HOTHble M34aHMA Ha MHOCTPAHHbLIX EBPOMENCKMX A3bIKAX M| OO4MH LOKYMEHT 140,0
A3bIKaX HapofoB Poccun, Kpome pycckoro (onucaTenbHas
KaTanornsaums)
CnpaBoyHo-6ubanorpadpuyeckoe ob6CAYKMBAHME B YMTaNbHOM
3ane
BbinosHeHMe ycTHOM Bubanorpaduyeckort cnpaBKu:
8 |npuem 3anpoca Ha BbinosiHeEHWE Bubanorpadpuyeckon cnpasku O/AVH 3anpoc 6,0
9 |TemaTmueckas ycTHaa bubnmnorpaduyeckan cnpaska ofHa cnpasKa 20,0
10 |ycTHas agpecHasa bubnamorpaduyeckasa cnpaBka OfHa crpaBkKa 12,0
11 |yTouHsAowana yctHaa bubamorpaduyeckas cnpaska OfiHa crnpaBKa 22,0
12 | dakTorpadmyeckas ycTHasa bubamorpadumyeckas cnpaBka ofHa cnpasKa 18,0
KoHcynbTaumm: Of4Ha
KOHCybTauuA
13 |6ubnuorpaduryeckas 10,0
14 | opmeHTMpytowwan 3,0
15 | BcnomoratenbHO-TEXHUYEecKan 6,0
BbinonHeHMe NUcbMeHHbIX bubanorpaduyeckmx cnpaBok:
16 |npuem M peructpaumsa 3anpoca B KHUre yyeTa MUCbMEHHbIX | OfHa crpaBKa 15,0
bubnmorpaduyecknx cnpaBok
17 |wn3yyeHue 3anpoca, YCTAaHOBJIEHWE WAM YTOYHEHWE 3/IeMEeHTOB| OfHa crnpaBKa 900,0

6ubnnorpaduyeckoi 3anmcu

BeaeHue cnpaBoYyHO-6MbAMorpadpuyeckoro annapara:




18 | opopmneHme KapTouKkKM ANA KapTOTeK O4Ha KapToyKa 16,0
19 |co3spaHue 6ubnmorpadpumyeckoit 3anmcu (b3) Ha cTaTbu MO My3blKe | OJfHa 3aMuCb 8,0
N3 LOKYMEHTOB, He COOTBETCTBYIOLLMX NPpodUto
20 |BepeHMe KapToTeK O4Ha KapToyKa 1,0
2.8. Paborta c anTepaTypoin no bubamotekoseaeHuto, bubanorpadoBeaeHNIO U KHUTOBEAEHUIO
N HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EonHunua Hopma
n/n n3mepeHus BpPEMEHM,
MUH.
1 2 3 4
O6paboTKa HOBbIX MOCTYMAEHW B MporpammHom obecneyeHun
(no):
1 |npuem HOBbIX MOCTYNAEHUN OTEYECTBEHHbIX [AOKYMEHTOB B| OAMH AOKYMEHT 0,5
AMCneTyepckon NporpaMmme nepegaym
2 |npvem HOBbIX MNOCTYN/JEHUI Ha WHOCTPAHHbIX €BPONENCKUX | OO4MH OOKYMEHT 1,0
A3bIKax U A3blKax HapoaoB Poccunn, Kpome pyccKkoro
3 |odopmneHne KapTOYKM Ha [AOKYMEHT Ha PYCCKOM A3blke AAA| OAHa KapTouKa 8,0
KaTanoros u KapToTek obnacteit (OB/)
4 |odopmneHMe KApPTOYKM Ha  JOKYMEHT Ha  MHOCTPAHHbIX | OAHA KapTouKka 10,0
€BPONeNCKMX A3blKax U A3blKax HapoaoBs Poccuu, Kpome pycckoro,
ONA KaTanoros U KaptoTtek OBJ1
5 | AHanuTMyeckoe onncaHue gokymeHTos B 10 OJlHa CcTaTbA 12,0
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Obcny:KuBaHWe nosb3oBaTesnell; BMPTyasibHaa  CNpPaBoOYHan
cnyxba:

6 |npuem 6ubanorpadpuyeckoro sanpoca yntatens OA4MH 3anpoc 3,0
7 | BUpPTyanbHasa TemaTU4yecKasa CnpasKa OfiHa cnpaBKa 54,0
8 |BuWpTyanbHas agpecHas cnpaska OfHa crnpaska 18,0
9 | BUpPTYyanbHaA yTOUYHAKOLLAA CpaBKa Of4Ha cnpaBKa 26,0
10 |BupTyanbHana pakTorpaduyeckan cnpaBKa ofHa cnpasKa 20,0
11 |odopmneHue oTBeTa Ha 3anpoC YnTaTens 04HO NUCbMO 10,0
12 | nononHeHne apxmnBa BbINOJHEHHbIX cnpaBok ("basa 3HaHni") O/lHa cnpaBKa 10,0
13 | ekeaHeEBHbIM CTaTUCTUYECKUI yyer CNpPaBOYHO- exeHeBHO 12,0
6ubnnorpadumyeckoro obcnyKmMBaHUA YnTaTenein
2.9. O6paboTKa ONTUYECKUX KOMMAKT-ANCKOB B 06pa30oBaTe/ibHbIX 3/IEKTPOHHbIX pecypcax (OIP)
N HanmeHoBaHuWe npouecca, onepauunun. Coctas paboTbl EomHuua Hopma
n/n n3amepeHus BPEMEH,
MUH.
1 2 3 4
1 |nony4yeHue n gocTaBKa ONTUYECKMX KOMMAKT-ANCKOB OfHa napTmA 30,0
OOKYMEHTOB
(100 anckos)
2 | npuem HOBbIX NOCTYN/IEHUA ONTUYECKMX KOMMNAKT-ANCKOB oAHa napTuA 60,0
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AOKYMEHTOB

(100 anckos)
3 | cyMmMapHbI yYeT KOMMNaKT-4MCKOB (MO ycTaHOB/IeHHON dopme) 0fHa napTua 7,0
OOKYMEHTOB
4 | MHAMBWAYANbHbIM yY4ET KOMNAKT-ANUCKOB O/Ha 3anucb 1,0
5 |TexHnyeckaa 06paboTKa ONTUYECKMX KOMMNAKT-OUCKOB OAMH OOKYMEHT 2,0
6 |wundposBKa AOKyMeHTOB B moayne MO OOMH AOKYMEHT 1,0
2.10. PaboTa c untatensamu
N HanmeHoBaHuWe npouecca, onepauunun. Coctas paboTol EamHuua Hopma
n/n n3mepeHus BPEMEHM,
MUH.
1 2 3 4
3anuce nonb3oBaTena B 6ubnanoTeky, paboTa c uuTatenem B
YUTaNbHOM 3ane:
1 |noarotoBKa paboumx mecT nosb3oBaTenen U 06CNYKMBAIOLLETO oauH NK 2,0
MepcoHana: MpPOBEPKA TEXHMYECKOTO0 COCTOAHWMA  CETEBOro
obecneyeHns 1 NapKa BblYUCIUTENbHOM TEXHWUKK; BKAtoYeHMe MK
2 | npuHATME Mep no AnkBMaaummn cboes B pabote MK, B paboTe ceTw, OoAMH cbon 10,0

OTCYTCTBMA  gocTyna K 6ase  JaHHbIX  MOMb30oBaTesel;
MHPOPMMUPOBAHME COOTBETCTBYIOWMX CYKO O cbosAx; npoBepKa
HEUCNpPaBHON TexHWKK; ¢uKcauma cboeB B TeTpagu y4yeta C
YKa3aHWeM XapaKTepa HeucrnpaBHOCTM W BpemeHW Hayana cbos;
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nocne yCtpaHeHnAa HenonaaKM OTMETKA BPEMEHU €€ YCTPaHEHUA

NPOCMOTP AOKYMEHTOB uuTaTens (nacnopT, YAOCTOBEpPEHME,
NnopyunTenbCTBO), MPOBEPKA HaAUYMUA YUYETHO-PEerncTPaLMoHHOM
KapTOYKU YMTaTens

OAUH YnTaTeb

3,0

3anosiHeHne ¢opmynapa yuTaTensa, Y4eTHO-PerncTpaLnmoHHOM
KapTOUKM, YntaTenbcKoro buneta

OANH KOMNNEKT

5,0

O3HAaKOMJ/IEHME  uuTaTena C  MpaBuWiamMuM  MOJb30BaHUA
bubnnoTekomn, pacnosioxkeHnem GpoHaa, CNPaBoOYHbIM anmnapaTom

OAMH ynTaTe b

6,0

noabop M paccTaHoBKAa MO Homepam 6unetos, anpasuty
bamununii untaTenei y4eTHO-perncTPaLLMOHHbIX KapTodeK

OlHa KapTO4Ka

2,0

OCYLLECTB/IEHNE KOHTPO/A 33 BO3SMOMHbIM HaiW4YMEM [aHHbIX O
yuTaTesie Kak HapywwuTene (nuweH nNpasa NnoJib30BaHUsA); BeaeHue
(v perynspHbIi NPOCMOTP) KapTOTEKU YMTaTENEeN-HApyLIUTENEN

OAMH ynTaTesNb

0,5

MepeperucrTpaums YuTaTene:

nouck dopmynapa (perucTpauMoHHOW KapTOYKWU) uuTaTens;
BHECEHME MW3MEHEHM B HUX M B uUMTaTeNbCKue 6unetsbl
(YyTOYHEHMEe aHKeTHbIX AaHHbIX, HOBOTO YMUTATENbCKOro HOMepa,
OaTbl NepeperncTpaumm) c BeAeHUEM KapTOTEKM HayUHbIX TEM U
TEKYLLMX U3MEHeHUI (NonydeHne 3BaHuiA, Ny6anKaumm, gapbl)

OAHa KapTouKa

2,0

3anucb (nepeperucrpauus) untaTeneit B aBTOMaTM3MPOBAHHOM
pexunme:

cbeMKa GoToKamepoit gns ymtatenbckoro buneta

oAVH
nocetuTenb

0,5

10

odopMIeHNE Koaa YMTaTeNA C KOHTPOIbHbIM Pa3psLoM U CPOKOM
No/sb30BaHMA YUTATENIbCKMUM OUAETOM, Ha OCHOBE BblAAHHOW
nHpopmaumm

oAuH
nocetuTenb

0,4




11 |BblAayYa Ha NPUHTEP CBEAEHWUI O 3aMMCaBLLUEMCA YMTaTeNe B BUAE OAWH 0,4
ynTaTenbckoro bunerta nocetutenb

12 |Habop Ha KnaBuaType cBeAeHMA O uuTaTene: Gpamuaunsa, uUms, 0auVH 2,0
OTYECTBO, XapaKTepusyllwme ero npusHaku (obpasoBaHue, nocetutenb
CneumanbHOCTb), Ko4, HOMep YnTaTenbckoro bunerta; potocbemKa

13 |ocywecTBneHNE KOHTPOAA 32 BO3SMOXKHbIM Ha/iMdMemM AaHHbIX O OAMH 2,0
yutaTtene, 3anucasliemca B 6GUH6AMOTERY (paHee 3anucaH, NULIeH nocetutenb
npasa No0Ab30BaHMA)

14 |odopmneHue umuTaTeNIbCKOro 6unera C HOMEPOM U CPOKOM oAuvH bunet 1,0
NONb30BaHMUA YUTATENIbCKMM OMNETOM Ha OCHOBE BblgAHHOM
UHbOpPMaLum

15 |Bblga4a Ha nNpUHTEP CBEAEHWM O 3anuMCcaBLUEMCA 4uTaTene, OAMH 5,0
npoBeAeHMe pPaAMOYacTOTHOM WMAEHTUPMKALMM YMTaTeNbCKOro nocetutenb
bunera; nposeaeHue OEHEKHOro B3aMmopacyeTa o
nosnb3oBaTesiemM Yepes Kaccy
YaaneHHas 3anuco: OAMH

nocetTutenb

16 |cBepKa AaHHbIX PErucTpaLMOHHON KapTOYKM, CKAHWMPOBAHHbIX 2,0
KOMMA C nacnopta U ApYyrMMKM OOKYMEHTAaMM MOJ/b30BaTeNs WM
noaTBepKAeHMe 3aABKM

17 |odopmneHne gorosopa-odepTbl HA NPenocTaBAeHMe AOCTyna K 3,0
3N1EKTPOHHbBIM pecypcam bUbNMOTEKN

18 |Habop Ha KnaBMaType AaHHbIX, ANA 3aN0JHEHNA AOrOBOPa, BbIBOS,
[,0roBOpa Ha NPUHTEpP, NOANMUCH /IMLLA, 3aK/1H04aBLIEro 40roBop

19 |odopmneHne  Bxoga-Bbixoda uuTatens M3 GBubanoTeku: OAMH 2,0
CKaHMpOBaHME MOCTOAHHOIO 4YMTaTeNbCKOro 6uneta, Bblgaya nocetutenb




KOHTPOJIbHOIO JINCTKa

BbinonHeHne TpeboBaHM No/sib30BaTeNel, BblAada AOKYMEHTOB
M3 cneymanmsmpoBaHHoro poHaa:

20 |nonyyeHue TpeboBaHMA HA AOKYMEHT M3 OCHOBHOFO XpPaHeEHMS, O4HO 1,0
npoBepKa NPaBUAbHOCTM 3aMno/iHeHUs TpeboBaHMA, perucTpaums TpeboBaHue

21 | pa3bop TpeboBaHUI MO ApPycam, pacchljika Mo MHEBMOMOYTE OAHO 10,0

TpeboBaHue

22 |nonyyeHune TpeboBaHUA Ha AOKYMEHT; NMPOBEPKA NPaBM/IbHOCTU o4Ho 10,0
3anonHeHuAa TpeboBaHMA; pernctpaums, aopaboTka TpebosaHua; | TpeboBaHue
nogbop no wudpam B cnewmann3mMpoBaHHom ¢oHae

23 |noarotoBka W 0GOpPMNEHME OTKA3oB W NepeHanpasBAeHUl; OfHO 5,0
oTnpaBka TpeboBaHM C OTKA3aMM W nNepeHanpasasembimu| TpeboBaHue
TpeboBaHMAMM

24 | NOWUCK AOKYMeHTa B $oHAE, OTMETKA HAa TpeboBaHMM, KHUKHOM | OO4MH LOKYMEHT 5,0
dopmynsape, ANCnNeT4epPCcKom ceTke

25 | TpaHCnopTMpPOBKa/A0CTaBKa M34aHNA M3 GOHAA B UMTaNbHbIN 331 | OAUH AOKYMEHT 8,0

26 |TpaHCNoOpTUPOBKa/A0CTaBKa M3gaHuA n3 GoHaa B UMTa/IbHbIN 3an 45,0
(yoaneHHoe xpaHunumuie)

27 |ycTaHOBKa MeCTa HAXOXAEHWA HeHaWAEeHHOro OOKyYMeHTa Mo | O4MH LOKYMEHT 5,0
6a3am 1 6aHKaM AaHHbIX, CMPABOYHbIM KaPTOTEKAM, KaTaoram

28 |Bblgaya AOKYMEHTa U3 CreuuManmM3MpoBaHHOro GoHAa YMTaTento; | oaMH SOKYMEHT 1,5

OTMEeTKa Ha  KHWXHOM  dopmynape/TpeboBaHuKn;  3anuch
OOKYMEHTOB B YMTaTE/NbCKYHO KapTOUKy (BKNaAHOM NUCT); OTMETKA
B KHWre 3aKa3oB; OTMETKa O Bblgaye B aBTOMAaTM3UPOBAHHOW
cucteme (M3MeHeHMe cTaTyca M34aHMA) MNyTEM CUMTbIBaHUA
LUTPUX-KOAA AOKYMEHTa




29

npunem AOKYMEHTA OT 4YUTATeENA; NOUCK KOHTPOJZIbHOIO J/NCTKa
nosb3oBaTenA, TpeGOBaHMﬁ,' nposepKka COXPaHHOCTU OAOKYMEHTAQ,
noraweHne OTMETKM O Bblga4e Ha KOHTPOJIbHOM JTUCTKE
nonb3oBarenda; noraweHune Bblaa4dn B aBTOMaTM3MpOBaHHOﬁ
cncreme (VI3MEHGHVIe CTaTycCa M3,£l,aHMﬂ) nyTem CHYUTbIBAHUA
WTPUX-KOAa AOKYMEHTA

OAVH AOKYMEHT

1,5

30

Bblgaya AOKYMEHTA U3 3KCNO3ULMMN My3es KHUMM (MK) coTpyaHuRy
CEKTOpa XpPaHEeHUs A4/1A BblAAYM UYUTATENIO; CHATUE BUTPUHbBI C
OXpaHbl MO 3BOHKY Ha NMy/bT OXPaHbl; BCKPbITUE BUTPUHbI; BbleMKa
KHUTU U3 BUTPUHbI; 3aKPbITUE BUTPUHbI; NMOCTAaHOBKA BUTPUHbI HA
oxpaHy; ¢uKcaums sblgaum B "MypHane Bblgaun" matepuanos us
akcnosnunm MK

OAMH OOKYMEHT

40,0

31

NPUHATUE AOKYMEHTa OT umTaTens; Nouck sanucu B "KypHane
BblAaumn"; MoraweHne OTMETKM O BblAaye; CHATUE BUTPUHbLI C
OXPaHbl MO 3BOHKY Ha NYJ/IbT OXPaHbl; BCKPbITUE BUTPUHbI; BO3BPAT
KHUTM B BUTPUHY (MOHTAXK); MOCTAHOBKA BUTPWHbI HA OXPaHy

OAMH AOKYMEHT

30,0

32

npvem TpeboBaHUt OT unTaTenei B HaydyHo-uccnen0BaTeIbCKOM
otaene pykonucein (HUOP), npoBepKa KayecTBa MX 3anO/HEHUs;
pocnucb B KHUre pernctpaumm TpebosaHuit

OAVH pa3 B AeHb

30,0

33

O3HaKOMJ/IeEHME C TpeboBaHMEM, YTOYHEHWE MecTa XpaHeHus Mo
TonorpaduUeckoMy YKasaTesnto; BbleMKa eAuHUL, XpaHeHus (ea.
Xp.) Y3 KapToHa, pasmelleHMe B KapTOHEe KapTbl-3aMeHUTens;
NpoBepKa COOTBETCTBMA WKNPa M 3aro/loBKa Ha O0BNOXKKe U B
TpeboBaHMM; NpoBepKa (U3MYECKOTO COCTOAHMA ed. Xp.;
opopmMIEHUNE IUCTA UCMO/Ib30BAHMSA, 3aMOJIHEHME KHUTU Bblgauu

eanHuLa
XpaHeHus

3,0

34

npoBepKa NCTaxa ea. Xp. Npn Bblga4vye, yctraHoB1eHNe Ha/IM4YHOTo
INCTaXXa C 3anNncbio B 3aBepuUTesIbHOM /NCTE U Ha O6l'|0)-KKe,
OTMETKa B 3aBEPUTE/IBHOM ZIUCTE O NPOBEPKE

OAVH ANCT

0,2

35

NpoBepKa J/IUCTa)Ka MNpuM  Bblgadye C  nepeodpopmieHnem

Oo4UH NncCTt

0,3




3aBepuTenibHOro /anCta C YKa3aHMem BCeX ocobeHHocTel
XPaHAWMNXCA B €4,. XP. JOKYMEHTOB

36 |npoBepKa SUCTaxKa NOCNe BO3BPALLEHUA ef. XP. U3 YMTaNbHOro OOMWH NUCT 0,2
3ana (43) nam ot cotpyaHukos; ana OLU, ¢doTto, aBTOrpados,
KOJINEKLMOHHbIX LLOKYMEHTOB - 06A3aTeNbHa
37 |HymepauuMa 1 nepeHymepaumsa NMCTOB MNpPU Bblgadve en. Xp. Aas OAVH NUCT 0,3
MCMNO/Ib30BaHUA C COCTaBJIEHMEM PA3BEPHYTOro 3aBepUTE/IbHOro
JINCTA C BbIHECEHMEM BCEX 0COBEHHOCTEN AOKYMEHTOB
38 | wundpoBKa 0b610XKeEK ea. XP.; CBEPKA 3aro/I0BKa ed. Xp. C ONUCHIo; eanHnLa 2,2
npocrasneHne wtamna HAOP n ero 3anonHeHune XpaHeHusA
39 |odopmneHune o6s10)KeK (OT pPYKKU): pasNIMHOBKA MNOBEPXHOCTU eaAnHULa 6,0
0BNIOXKKN; HanMcaHMe Ha 006/10KKe HaMmeHoBaHMA ¢GoHA], XpaHeHus
3aronoBKa ef. Xp., KpanmHuMX gaT, KoAMyecTBa JINCTOB U
OOKYMEHTOB B COOTBETCTBMMU C OMUCHIO
40 [npyvem W TpaHCMOPTUPOBKA end. Xp. u3 Y3 B XxpaHuauwe u u3 egnHnLa 15,0
XpaHunuwa s 43 XpaHeHna
2.11. Bblgaya KOMNAEKTOB AOKYMEHTOB BO BpeMeHHOe NoJsib30BaHMe nogpasaeneHmam 6Mbnmoteku
N HanmeHoBaHuWe npouecca, onepauunun. Coctas paboTbl EomHuua Hopma
n/n n3mepeHus BpEMEHMN,
MMH.
1 2 3 4
1 |odopmnieHne  3asBKM/aKTa Ha  KOMMJEKT  JOKYMEHTOB, | OfiHa 3aABKa, aKT 30,0

nepesaBaeMblii B CTPYKTYpHOE nogpasaeneHune
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2 |noabop [AOKYMEHTOB B KOMMIEKTbl; PErvcTpauma BblAaHHbIX | OAWMH KOMMIEKT 10,0
OOKYMEHTOB B y4eTHbIX popmax

3 |Bblgaya KOMMNIEKTOB [OOKYMEHTOB; OTMETKa Ha KHWMXHOM| OOMH KOMMONEKT 5,0
dopmynape (vHankaTope) haTbl BblgauMm, OAHHbIX
nogpasgeneHua, MoayyalLwero KOMMAEKT; OTMEeTKa B KHure
BblAa4yn AaTbl BblAa4yW, AaHHbIX NogpasgeneHus, nojyvatowero
KOMMNEKT; OTMETKa B AKTe nepegaum

4 |nonyyeHne  KOMMJIEKTOB  AOKYMEHTOB  OT  CTPYKTYPHbIX | OAMH KOMMNAEKT 18,0

noAapasaeneHnin; NoucK KHUKHoro dopmynsapa (MHAMKATOPA);
noraweHne OTMETKM O Bblgaye, B/OMKEHWE €ero B [AOKYMEHT;
npoBepka $M3NYECKOro COCTOSHMS, NEepecyeT JIMCTOB, CBEpKa C
AKTOM nepegaun; noraleHne OTMETKM O BblAauye B KHUre Bblgauu;
nepeaaya AOKYMEHTOB Ha cBpoCKy

"UHTepHeT", 3ane cneumanmsnpoBaHHoro otaena. Mpuem 3akasos No TenedoHy 13 ropoaa

2.12. OﬁC/’Iy)-KMBaHMe nonb3oBaTenem AOKYMEHTAaMMN B YUTAJIbHOM 3anie, 3ane C FM6pMAHbIM O6C!'IY)KMBaHMEM, 3a/1e 3/1EKTPOHHbIX pecypcos, 3ajne

N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BpemeHwu,
MUH.
1 2 3 4
O6cnyxmnBaHue nosib3osatenieit bubaMoTeku:
1 |npoBefeHne KoHcynbTauuu, beceapl ¢ yntatenem no nNpaBuiam| OAMH YMTATENb 3,6

06CNYKMBAHUA B UMTA/NIbHOM 3a/e M MPefoCTaBAAEMbIX YCayrax,
Mo MCNoJ/Ib30BaHMIO CNPaBOYHO-6MBAMOrpaduyeckoro annaparta u
$OHO0B, 3NEKTPOHHbIX pecypcos, MHGOPMUPOBAHME YMTaTeNs O
HOBbIX MOCTYNEHUAX
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2 |KoHcynbTaumm no pabote c MK B uMTanbHOM 3ane, no paboTe B| OAMH YUTaTeslb 2,0
3N1eKTPOHHOM 6UbNMoTEKE

3 |npuem 3aKas3oB Mo/b30BaTeNleil Ha M34aHMA U3 OCHOBHOMO OAMH 3aKas 1,0
KHUTOXPaHWAUWLA;  MPOBEpPKA  MPABUALHOCTU  3aNOJIHEHUA
TpeboBaHuA; perucTpauma

4 | npmvem 3aKa3o8 no TesnedoHy 13 ropoaa OAMH 3aKas3 5,0

5 |nonyyeHwne OOKYMEHTa, 3aKa3aHHoOro yntaTenem 8| OOMH OOKYMEHT 0,9
cneunannsMpoBaHHoM ¢oHae/unTasbHOM 3ane

6 |paccTaHOBKa W34aHMMA HA OPOHEMOAKAX YMTaNbHOTO 3303, | O4MH LOKYMEHT 0,4
NOCTYMUBLUMX U3 KHUFOXPaHWAMLLA NO 3aKa3amM No/sb3oBaTenen

7 |nopbop [OKyMeHTOB Ha BpoHenosiKe, 3aKa3aHHbIX U3 OCHOBHOIO | OAMH OOKYMEHT 0,47
KHUTOXPaHMMLLA; Nepesada Ha Kadeapy Bblaaum

8 |nopbop AOKYmMeHTOB B noAcobHOM ¢OHAE UMTANbHOrO 3a73; | OAMH AOKYMEHT 2,0
nepeaaya Ha Kadepy Bblgaun

9 |noabop AOKYMEHTA B XPaHEHWM CneunanmnsmpoBaHHOro ¢oHAa; | OAWMH OOKYMEHT 10,0
OTMETKa Ha TpebOBaHWK; Nepefava [AOKYMeHTa Ha Kadeapy
BblAaun

10 | odopmneHme BblAAHHOIO AMCKA OOVH AUCK 5,0

11 |peructpauma B KOMMbIOTEPHOW MpoOrpamme, MPOCYET JINCTOB W | OAUH AOKYMEHT 9,0
dM13nYEeCcKOoro CoCTOAHUA JOKYMEHTa

12 |ycTaHOBKA MeCTa HAXOXAEHWA HEHAWOEHHOro AOKYMeHTa Mo | O4MH AOKYMEHT 22,0
CNpPaBOYHbIM KapTOTEKaM, KaTasoram, permcTpaLma OTKa3os

13 | noabop YNTaTeNbCKUX KapToOYeK ANA BNUCbIBAHNA AOKYMEHTOB Ha | OAHA KapTO4Ka 10,0

TEeKYyLWMIA OeHb; NognMcaHne KapToyek y 3aB. OTAE/N0M O AOMycKe
B otaen HAOP




14

Bblgaya AOKYMEHTA YMTaTe/Nt0: CBEPKa BblAaBaeMoro AOKyMeHTa ¢
YnTaTENbCKUM TpeboBaHueMm; nposepKa Hanuumsa
CTpaHuU/KagpoB  MUKpoduabMa, MUKpodul, coaepKaHue
KOMMNaKT-AMCKa; CYMTbIBaHWE LWITPUX-Koda (Npu 3N1eKTPOHHOM
3akase) B mogyne "umpkynaumsa" IK; oTMETKa KHUroBblAaun Ha
KOHTPONIbHOM NIUCTKE

OAVH AOKYMEHT

1,8

15

npuem [OKYMEHTa OT uuTaTena: csepka ero ¢ TpeboBaHuem
(KOHTPO/IBHBIM JIMCTKOM), MPOBEPKA COXPAHHOCTU [OKYMEHTa,
HaAn4unA CTpaHuu/Kaapos MUKpodUAbMa, MUKpOdULL,
coAeprKaHue AMCKa, CYUTbIBAHME LUTPUX-KOZa (MPU 2/1eKTPOHHOM
3aKase), BHECEHNE OTMETKM O MPUEME HA KOHTPOJIbHOM JIUCTKE

OAMH OOKYMEHT

1,5

16

nepeaaya/TpaHCNOpPTUPOBKA/A0CTaBKa [AOKYMEHTa, CAAHHOro
yutatenem, B CNEUMANU3MPOBAHHLIN  GOHA; OTMETKA O
B3anmopacyeTe 06CNyKMBAHMA N KHUTOXPAHEHMA

OAMH AOKYMEHT

1,0

17

BblACHEHME MO MOBOAY 3aKas3a M NPoA/ieHWe CPOKa NO/b30BaHUA
AOKYMeHTamMmu no TenedoHy

O4uH 3anpoc

1,0

18

BbIACHEHME MO MOBOAY 3aKa3a M NPoAJeHMe CPOKa MoJb30BaHMUA
[OKYMEHTaMM MO 3/1eKTPOHHOM noyTe

OAMH 3anpoc

2,0

19

obecneveHue KOHTPO/A 3a CPOKaMM NOJ1Ib30BaHUA OOKYMEHTaMU
13 oTaena XxpaHeHuUA

O4WnH 3anpoc

0,8

20

NpoA/ieHMe CPOKa MO/Ib30BaHUA [AOKYMEHTA: MOWUCK KapTOYKM;
BHECEHWE OTMETKM O NPOAJIEHMMU CPOKA NOIb30BaHUA; NPoL/ieHne
no tenedoHy

Ha O4UH AeHb

30,0

21

npoBepKa 3aA0/IEHHOCTU YUTa/IbHbIX 33108 OTAENY XPaHEHMUs;
CcBEpKa npeabaABAEHHOW 3a[0/BKEHHOCTM C  AOKyMeHTauuewn
ynTanbHoOro 3ana

OAMH AOKYMEHT

5,0

22

paﬁoTa C OTKa3aMWu; KOHTPOJZib CPOKOB NOCTyn/JieHnA OTKa30B,

O4UNH OTKa3

0,8




npoBepKa 060CcHOBaHHOCTU OTKa308B; y4eT OTKa30B

Bblgaya KOMMW AOKYMEHTa W3 3/IEKTPOHHOW 6uMBAMOTEKM,
peann3oBaHHOM B CMCTEME 3aLLMLLEHHOrO NPOCMOTPA, MO 3anpocy
nosab3oBaTens:

23 | opopmeHMe 3aKa3a Ha KoNMpoBaHMe OAMH 3anpoc 2,0
24 | pacneyaTKa AOKYMEHTOB MO 3anpocam nosib3oBaTesiei O4WNH ANCT 1,0
25 |3neKTpOHHOEe KOMMpOBaHWeE: MOWUCK [AOKYMEHTa, COXPaHEeHHOro| OAMH 3anpoc 10,0

Nno/ib30BaTeENEM; NnpoBEPKa d)aﬁna ana KOMMpoBaHuA,
3/1EKTPOHHOE KONMpoBaHME; NpoOBEPKa, Bblaa4a HOCUTENA
nonb3oBaTeNIlo;, NO 3anpocCy nosb3oBatena - 3alnCb Ha
ONTUYECKUM KOMNaKT-ANCK 61bnnoTekm




2.13. BHyTpeHHsAA paboTa

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EamHmua Hopma
n/n n3mepeHuns BPEMEHM,
MWH.

1 2 3 4
MoAaroToBKa K BblAaye LOKYMEHTOB:

1 |npoBepKa O6POHEMONOK C OT/IOMKEHHbIMU AOKYMeHTaMu (no| Ha oAuH AeHb 10,0
HOMEpaMm YNTaTeNIbCKUX BUNETOB, NO CPOKam)

2 | cbpocKa AOKYMEHTOB (No cpokam) OAIVH OOKYMEHT 0,2

3 |pacctaHOoBKa ¢opmynspoB uuTaTenell (no cpokam, Homepam,| oauH Gopmynap 0,3
andasuTy, WKPpPaM); PACCTAHOBKA KOHTPOJIbHBIX  JINCTKOB
nosb3oBaTenel No Homepam

4 |nopBepeHwe uToroB paboTbl 3a MpoleAalwnid AeHb;, BHECEHMEe | Ha OAuH AeHb 12,0
3anuncu B AHEBHUK/NNCTbI yyeTa

5 |noabop AOKYMEHTOB NO NpenBapuTeNbHbIM 3aKa3am YyuTaTenei u| oguMH LOKYMEHT 10,0
naaHam YTeHus

6 | NPOCMOTpP HOBbIX MOCTYN/IEHUI ANA PEeKOMEHAAUMMN YNTATENAM OAMH AOKYMEHT 3,0

7 |npocmoTp  (MpoBepKa MNpPaBWABHOCTM  PACCTAHOBKWM)  KHUT| Ha OA4MH AEHb 5,0
OTKpbITOro goctyna s 43

8 | npoBepKa Hannuma onucert B YntanbHom 3ane HUOP Ha O4HY Hegento 60,0

9 |3anosHeHWe NUCTOB 3a40/IKEHHOCTU Ha OAMH AeHb 5,0
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10 | npoBepKa BblAAHHbIX U34aHWI MO IMCTaM 3340/1*KEHHOCTU OAWH OOKYMEHT 1,0
PaboTa c oTkazamu:

11 |yyeT M KAaccMPUKauMAa  OTKA30B: OTMETKA HA  JINCTKe OOVH OTKa3 0,2
YnTaTeNbCKOro TpeboBaHMA NPUYMHBI OTKa3a

12 |npoBegeHue NOUCKA  AOKYMEHTQ, OTCYTCTBYHOLLETO no | oAuH AOKYMEHT 40,0
HEYCTaHOB/IEHHOM NPUYUNHE

13 |paccTtaHOBKa  uyMTaTeNbCKMX  TpeboBaHWM B KapTOTeKe | OfHa KapTo4ka 0,3
"Hey0BNEeTBOPEHHbIN cripoc”

14 |aHanu3 OTKas30B, COCTaB/ieHME CBOAKM OTKa3oB (MO npuyMHam| oAHa CBOAKa 16,0
OTKa3a M Mmepam UX IMKBUZALUN U NpeaynpexkaeHns)

15 |coctaBneHne 6ubaMorpaduyeckoro onMcaHMA Ha L[OKYMEHTbl, | OAHA KAPTOYKa 2,4
uMetolwmne Hambosblee YMCAO OTKA30B; Nepenaya KAPTOUKM B
0oTAeN KOMMNAEeKTOBaHMA

16 |coctaBneHWe KapTOTEKM OTKA30B, MPOBEPKA M NOMCK no ¢oHAy,| OAHa KapTouKa 54,0
OTMeTKa B popmynape M B KapTOTEKEe OTKA3oB MO pesy/ibTaTam
NPOBEpPKH
2.14. O6cnyKmBaHne no mexbmbamotedHomy aboHemeHTy (MBA). O6cnyKnBaHWE NO MeXAYHapoAHOMY MeXXbubanotedHomy aboHemeHTy (MMBA)

N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma

n/n n3MepeHus BPEMEHM,

MUH.
1 2 3 4




Mpnem 3aKkasos:

1 |pernctpaumsa aboHeHTOB B aBTOMATU3MPOBAHHOM cucTeme OAMH 3aKas 10,0
2 |npuem 3aKa30B oT 3apyberkHbIx aboHeHTOB B OAMH 3aKas 5,0
aBTOMATM3MPOBAHHOM cUCTeme: pacnevaTka OaHKa-3aKasa;
WwndppoBKa
3 | odopmsieHMe 3aKa30B MO LMPKYAALUN O4MH 3aKa3 5,0
4 |nonyyeHve [OKYMeHTOB; 06paboTKa B aBTOMATM3MPOBAHHOW | OAMH AOKYMEHT 5,0
cucteme
5 |paboTa c OTKasamu: M3MEHEHMEe CTaTyca B CUCTEME, YKasaHue O4MH OTKa3 3,0
NPUYMHbLI 0TKAa3a, M3BeLLeHNe aboHeHTa 06 oTKase
BblAaya LLOKYMEHTOB:
6 |odopmneHne LOKYMEHTOB K Bblgaye OAUH OOKYMEHT 5,0
7 |oTnpaBKa: B3BewWBaHWe OaHAEepoOsel; HaKNeMBaHWE a[PECHOM OAMH 7,5
3TUKETKM W LITPUX-KOLA; NPOCTABAEHME NeYaTel; ynakoBKa 6aHaeponb
8 |cocTaBieHne MexayHapoaHoro cnucka (5 aksemnaspos) OZMH CNUCOK 6,0
9 |odopmneHne fOKYMEHTOB A1 TAMONKHM OAMH AOKYMEHT 5,0
10 | cocTtaBneHue cnmcKa Ha3BaHWM, OTNPaBASEMbIX LOKYMEHTOB OZMH CNUCOK 10,0
11 |paboTta ¢ 3340/KEHHOCTbIO: CO0bLWEeHNe abOHEHTY O 3aZep’KKe| OAHO NMUCbMO 5,0
OOKYMeHTa; paboTa C IMCTamMM 3340/IKEHHOCTU
O6cnyxmBaHume  uuTaTenen no  MBA  (mexayHapoaHbliit
aboHemeHT):
12 |npvem 3aKa3oB: npocTaBleHMe Homepa 6ubaMOTEKM, Kyaa OAMH 3aKa3 5,0




HanpaB/AETCA 3aKa3, HOMepP 3aKa3a, ne4vyaTb 6n1aHKa-3akasa

13 | oTnpaBKa 3aKa30B B MeXKAyHApOogHble 6MbanoTeku OAMH 3aKas 7,0

14 |paboTa c oTKazamm OAMH 3aKa3 3,0

15 |nony4yeHue OOKYMEHTOB ANA yuTaTenein: opopmieHne KapToYKK, | O4MH AOKYMEHT 15,0
KO/IMYECTBO MOJIYYEHHbIX 3K3EeMNIAPOB; MNpOCTaBAeHWe AaThbl
BO3BpaTa; 3aMOJIHEHME AEKIapaLMn ANA YnTaTena

16 |BO3BpaT 4OKYMEHTOB M3 Y3: NpoBepKa BCEX NYHKTOB AeKnapaunu; | oanH AOKYMEHT 5,0
nepeaaya OKYMEHTOB Ha OTMPaBKy

17 |oTnpaBKa: B3BelWMBaHME DaHAEpOsield; HaKNeMBaHWE agpecHOWm oAuVH 7,5
3TUKETKU U WITPUX-KOAA; NPOCTaB/IeHNE NeyaTen; yrnakosKa b6aHaeponb
O6cnyxunBaHue untatenen bubnmnorekm no MBA:

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

19 |3anonHeHue 6/1aHKa-3aKas3a; NPOCTaB/iEHUWE PErUCTPALMOHHOIO | OAMH 61aHK 2,0
HOoMepa, AaTbl

20 |yTOYHEHME VYKa3aHHbIX 4MTaTENleM CBeAEHWM O 3aKa3aHHOM | OAWH OOKYMEHT 3,0
OOKYMEHTe, LUenu 3anpoca, WCTOYHWKA, OTKyAa MoJlyyYeHbl
cBeeHus

21 |6ubnnorpaduyeckas nopaboTka 3akKa3a; YTOYHEHUe OAOMH 3aKa3 20,0
6ubnunorpadpuryeckmx cBefeHui; yuet NONYYEHHbIX "
oTpaboTaHHbIX TpeboBaHMI

22 |npoBepKa HanuuyMA 3anpaliMBaemoro AOKyMmeHTa B 6ubnmoTekax | oguMH OKYMEHT 8,0
ropoga, obnactM, pernoHa, CTpaHbl, MUpa, B TOM 4uciae no
CBOAHbIM KaTasioram

23 [(3aKa3 WM3ZaHMA NO  3/IEKTPOHHOM  MNouTe,  3aMOJIHAETCA | OAWMH OOKYMEHT 7,0




3ﬂeKTpOHHbIﬁ 6naHK N B Bnae nNnpomsBo/ibHOIo NMCbma

24

3anNucb  CBEAEHWI O  HampaBieHMM 3aKaza no MBA
(HaumeHoBaHMe 6uBAMOTEKN, AaTa) Ha OBOPOTHOM CTOpOHe
bnaHKa-3akasa

OAMH 3aKa3

3,0

25

nomeuieHne 6aaHKa-3akasa B "KapToTeKy 3anpocoBs untatenel no
MBA" 3a pasgenutenem "3anpocbl no MBA, HanpaBneHHble B
apyrve 6ubnmoTekn”

OAMH bnaHK

1,0

26

nosyyeHue AOKYMEHTA OT uYuTaTens B YUTA/IbHOM 3asie; CBEpKa
OOKYMeHTa ¢ 6/1aHKOM  3aKasa, MNpoBepKa COXPaHHOCTU
OOKYMEHTa, BHECEHME OTMETKM O nepegaye B COOTBETCTBYHOLLMIA
OTOEN B  KHUIe  pernctpauuu; MojayyeHue  OOKYMEHTa,
npucnaHHoro no MBA; pacneyatka 6aHAepoan, npoBepKa
COCTOSIHUSA OOKYMEHTa, OTMeTKa AaTbl MOJIyYEHMA W Ha3BaHMWSA
61MbAnOTEKM, BbICNABLUENA [AOKYMEHT, MHBEHTApPHOro HOMepa,
CPOKa NO/b30BaHWA; MepecTaHOBKa 6G/aHKa-3akasa M3 pasgena
KapToTekn "3anpocbl no MBA, HanpaBaeHHble B Apyrue
6ubnnotekn" B pasgen "MonyyeHHblie no MBA nsgaHma"

OAMH OOKYMEHT

5,0

27

Bblgavya noJsyvyeHHbix nNo MBA U3 uyuTanbHOro 3ana; cCBepKa
Bbl4aBaeMOro [JAOKYMeHTa ¢ 6/71aHKOM-3aKa3oMm; NpoBepKa
HaZIMYUA CTPAHUL, U COCTOAHMA AOKYMEHTA; OTMETKA BblAauu

OLMH OOKYMEHT

1,0

28

nepefjadya M3gaHvA Moc/ie BO3BpaTa M3 UWTANbHOrO 3ana Ha
MUKpodunbMmmnposaHme (M/d)

OflHO U3gaHune

5,0

29

BO3BpPaT M3gaHuA nocne MVIKpOd)MﬂbMMpOBaHMFl, npocrtaBaneHue

wudpa m/

OfHO U3gaHue

5,0

30

NnoAroToBKa K  OTNpaBKe  [IOKYMEHTOB B 6ubanoTeky-
doHaoaepKaTeNb 3aKa3zHOM HGaHAEpPO/blo; YNakoBKa baHaepoan,
B3BElLUMBaHME  ee, HaKNeMBaHMe  MapKu (ecnu HeT
LeHTpaAn30BaHHOMW onnaTbl MEpPecblIKK); HanMcaHue aapeca,

OAVH 3aKa3

12,0




COCTaBieHMe onncum

31 |paboTta C OTKazamMn - nNpuM  MNOJY4eHUMM OT BUbAnOTEKM- OAMH 3aKas 6,0
doHOooaepKaTena um3BelWweHUA o6 OTKase WAU  3a4eprkke
BbINO/NHEHWA 3anpoca: YCTaHOBKa O/1aHKa 3aKas3a C yKasaHMeEM
NPUYMHDLI U JaTbl OTKA3a B KapToTeKy "OTKasbl no MBA"

32 |coobuweHre B oTAEN OBCAYKMBAHMA O MOAYYEHUM OTKa3a (maTa, OZMH OTKa3 2,0
NpPUYKNHa)
Ob6cnynBaHmne aboHeHToB No MBA:

33 | nonyyeHune 3aKkasa: aboOHEHT 06paTU/ICA B TEKYLLEM oAy BnepBble: OZMH OTKa3 0,5
npocTaB/ieHNe B KapToUKe roga obpaleHus, 4atbl

34 | opopmneHne aboHeHTa (opraHusaums paHee He aboHMpoBanack):| oAWH abOHEHT 12,0
pernctpaums aboHeHTa B aBTOMAaTU3UPOBAHHOM  CUCTEME;
3aK/1Il0YEeHMeE [OrOBOPA; COrlacoBaHUE C OPUANYECKMM OTAENOM

35 | paccTaHOBKa PerMcTpaLmMoHHbIX KapTOYeK B KapToTeKe OfiHa KapToukKa 8,0

36 |pocTtaBka TpeboBaHWUI B cnewmnanmsnmpoBaHHble poHAbI OAHO 10,0

TpeboBaHue

37 | pocTaBKa M BO3BPAT AOKYMEHTOB B CMeLMaamM3MpoBaHHble GOHAbI | O4MH LOKYMEHT 10,0

38 |wunopoBKa 3aKka3oB aboHeHTOB, nopbop 61aHKOB-3aKa3o0B Mo OAMH 3aKa3 4,0
andasuTy, NPOBEPKA HaIMUYUA SOKYMEHTA NO KaTanory

39 |oTnpaBka [AOOKymeHTa aboHeHTam: ynakoBka 6aHaeponu, OAOMH 3aKa3 12,0
B3BELUMBAHME, HAK/MEMBaAHME MapKM, HanucaHue aapeca;
COCTaB/IEHWE ONUCK, TPAHCMOPTUPOBKA B rPyNny OTNPaBKK

40 |6ubnunorpaduyeckan p[opaboTKa HEBLINOJSIHEHHbLIX  3aKa30B; OA4MH 3aKa3s 20,0

YyTOYHEHWE OubnmMorpadmyecknx CcBeAEHWM MO CNPaBOYHbIM
N34aHUAM; YYET NOJYYEHHBIX M OTPAbOTaHHbIX 3aKa30B




2.15. PaboTa c nocTosiHHOM 3Kcno3uumnen Myses KHUMM

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EavHnua Hopma
n/n ns3mepeHus BpemeHwu,
MUH.
1 2 3 4
1 |peskcnosnums (KoppeKTMpoBKa pasgenos TEMaATUKO-| OAMH 3KCNOHaT 96,0
3KCNO3MUMOHHOIO  nnaHa, BbiABEHWE  MaTepuanos  AnA
3KCMOHMpPOoBaHUsA, noabop)
2 |3ameHa OTAefbHbIX 3KCMNOHATOB MO YCNOBUMAM  XPaHEHWA | OAWMH SKCNOHaT 80,0
(sbiABNEHME, OTOOP)
3 | MOHTa), AeMOHTaX OAMH 3KCNOHAT 24,0
4 |aHHOTUMpPOBAHWE HOBbIX 3KCNOHATOB O4MH 3KCNOHaT 12,0
5 |pemakTupoBaHMe U 3ameHa (neyatb, odopmaeHMe) aHHOTaLMI M| OOMUH SKCMOHAT 18,0
3KCM/IMKALLMA B 3KCMO3MNLUM
MpuvmeyaHue: paboTbl ONUCLIBAOT KOMIMIEKTOBAHME, YYET, COXPAHHOCTb HEKHUXKHbIX MaTepuanos Mysesn KHUTU.
2.16. CnpaBo4Has U MHbOpMaLMOHHan paboTa
N HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EanHnua Hopma
n/n nsmepeHus BpemeHwu,

MWH.
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2

YyeT NoCTynMBLUNX BTOPUYHbIX ZOKYMEHTOB (KapToYek):

BblAB/IeHNE HEBbLINOJ/IHEHHbLIX 3aKa30B; COCTaB/ieHWE 3aABKU Ha
HEBbINO/IHEHHbIE 3aKa3bl

Ha O4HY Heaeno

840,0

OpraHu3sayma cnpaBoYyHo-bubanorpadumyeckoro annapara (CBA):

cocTtaBneHue bubanorpadumyeckomn 3anmcu

OAMH OOKYMEHT

2,3

MpocmoTp M oTbop Kaptouek B CBA B Lenax M3bATMA WM
nepemeLlleHua (BToOpuYHbIM oTbop):

M3bATME M3 KaTa/NorOB M KapTOTEK KapTo4YeK Ha [AOKYMEHTbI,
CMM1CaHHble 7E; ¢doHAaa; npocMmoTp KpaeBeayecKkux,
6nbanorpaduyeckmx 1 GpakTorpadpnUeckmx KapToTek; nsbATUE U3
HMUX  KapTO4eK Ha  AOOKYMEHTbl, NOTepABLIME  LLEHHOCTb,
nepeBefeHNe KapTOYKM B apXMBHblE KAPTOTEKU (YHUUTOMKEHUE);
BHECEHME OTMETKM B IKypHane yyeTa M PerucTpaLMoHHOWM
KapToTeKe; M3bATME M3 KaTa/loroB M KapTOTeK KapTouyeKk Ha
[OOKYMEHTbI, CNcaHHble n3 poHaa

04HO Ha3BaHue

1,0

Opl’aHVI3aLI,VI’r'I KapTOTEKU HepCOHaﬂMﬁ N TeMaTUYEeCKoM KapTOTEKU:

onpeaeneHne U coctaBaeHMe nepeyHa auL, CBeaeHWsa O KOTOPbIX
OTPaXKaloTCA B KapTOTEKE; MPOCMOTP MHPOPMALMOHHbBIX U343aHUNA,
NepBMYHbIX AOKYMEHTOB, OT60P AOKYMEHTOB AO/1A BK/IOYEHMA B
KapTOTeKy; COCTaBJAEHME aHaNUTMYECKOro aHHOTMPOBAHHOMO
61bamnorpadnYecKkoro onncaHUa 4OKYMeHTa

OlHa KapTOoTeKa

15,0

npocTaBfeHne KBafMOUKaUMOHHbIX MHAEKCOB, Noabop KapToyek
no wuHAekcam (andaBuTy) UM pacCTaHOBKA KapTOUKM B
MHPOPMALMOHHbBIN MaccmB

OAlHa KapTOTEKa

4,0

TeXHU4YeCkaa W coaeprKaTtesibHaA o6pa60TKa AOKYMEHTOB ANA

OAMH AOKYMEHT

3,0




BKNIOYEHMA B KApPTOTEKY; PACCTaHOBKA KapTOYKM NO andasuTy
dbamunnunii aBTOpPoOB M No BUAAM AOKYMEHTOB

7 |TexHn4yecKoe pefaKTUMpPOBaHMeE KAapTOTEK: NPOBEPKA COOTBETCTBUA | O4HA KAapTOYKa 2,0
CTPYKTYpPbI, cogepkaHma n opopmMmaeHma KapToyeKk B COOTBETCTBUM
¢ TpeboBaHUAMM AAHHOW KAPTOTEKW; 3aMeHa BETXMX KapTOyeK U
pasgenutenemn
2.17. DKCKYPCUOHHAA AeATENbHOCTb
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHnua Hopma
n/n n3mepeHus BpemeHwu,
MUH.
1 2 3 4
IKCKYPCUA MO IKCNO3ULUU My3e KHUTU:
1 |o630pHan sKcKypcua OfHa 3KCKypcuaA 60,0
2 | 3KcKypcusa ¢ noabopom 1 NOKa3oOM KHUP 0A4Ha 3KCKypcmA 300,0
2.18. NpoekT "AHTUNNArMaT"
N HanmeHoBaHue npouecca, onepauuun. Coctas paboTbl EomHuua Hopma
n/n nsmepeHus BpemeHwu,
MUH.
1 2 3 4

Tabnuua 39
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OdopmneHure 1 yyeT JOKYMEHTOB A5 OKAa3aHMUSA YCAyT:

noayyeHMe M  NpPOBepPKa  [AOroBOPOB,  3aK/JKOYEHHbIX C
dUBNYECKMMM ANLAMKM, YMTaTENAMU OMOANOTEKM, MO OKasaHUIo
YCAYT, CBA3AHHbIX C MCMNOb30BaHMEM 3/IEKTPOHHbBIX pecypcos (IP)
W 3NEKTPOHHbIX bubanoTeK (I6)

OAVH AOKYMEHT

60,0

BbIf'Py3Ka peectpa U3 aBTOMaTMBMpOBaHHOﬁ cncrtembl  no
Cd)OpMMpOBaHHbIM Aorosopam, 3aKJKOYEHHbIM C (I)MBM‘-IeCKMMM
nnduamu, YHUTatenamum 6M6J'IVIOTEKM, NO OKas3aHWK  yChayr,
CBA3aHHbIX C ucnonb3osaHnem 3P n 3b

OAMH peecTp

15,0

CBEpPKa AaHHbIX MO NOCTYNMMBLUMM AOrOBOPAM, 3aKNHOYEHHbIM C
OUBNYECKUMIN NULLAMK, YUTATENAMMU BMBNIMOTEKM, NO OKa3aHWUIO
YCAyr, CBA3aHHbIX C ucnonb3oBaHuem 3P u 3B, c peecTpom,
BbIrPYKE€HHbIM U3 aBTOMATU3NPOBAHHOM CUCTEMDI

oJHa CBepKa

40,0

npmem 3aABKU OT LOpUANYECKOro nua Ha 3aki4yeHne gorosopa
MO OKa3aHUKO yCcnyr, CBA3aHHbLIX C NCNOJ/1Ib30BaHNEM 2P n3b

OAVH AOKYMEHT

15,0

NOArOoTOBKA TEKCTa AOroBopa MO OKAa3aHUIO YCAYr, CBA3AHHbLIX C
ncnonb3oBaHuem 3P n 3b

OLMH OOKYMEHT

15,0

COr/flacoBaHMe [0roBopa MO OKasaHWIo YCAYT,
mcnosb3oBaHmem 3P n 3b

CBA3aHHbLIX C

OAMH AOKYMEHT

300,0

perucTpauya Aorosopa
mncnosb3oBaHmem 3P n 3b

NO OKa3aHUK YyCayr, CBA3aHHbIX C

OAVH AOKYMEHT

60,0

3anofiHeHne TpeboBaHMA Ha odopmaeHue
OOKYMEHTa K [O0roBopy MO OKa3aHWio YCAyr,
mncnosb3oBaHmem 3P n 3b

duHaHcoBOrO
CBA3@HHbIX C

OAMH AOKYMEHT

30,0

nposepka opopmaeHHoro GMHaAHCOBOrO AOKYMEHTa K A0roBopy
Ha OKas3aHwue yCayr, CBA3aHHbIX C UCNonb3oBaHMem IP 1 3b

OAVH AOKYMEHT

15,0




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

11 |BHeceHWe B peecTpbl yyeTa NepBUYHbIX AAHHbIX O 4OroBope no| OAWH AOKYMEHT 30,0
OKa3aHWIo YCAyr, CBA3aHHbIX C UCNosb3oBaHMem 3P n 3b

12 | ckaHupoBaHWe OPOPMNEHHOrO AOKYMEHTAa HA OKasaHWe YCAyr,| OAWH AOKYMEeHT 30,0
CBA3aHHbIX C ucnonb3osaHnem 3P n 3b

13 |oTnpaBka MO 3/IEKTPOHHOM MNoYTE  OPUAMYECKOMY ULy oAHO 40,0
CKaHMPOBaHHOM KOMWM AOKYMEHTA Ha OKa3aHMe ycayr, CBA3aHHbIX coobuieHne
c ucnosnbzosaHmem 3P n 3b

14 |noprotoBKa TeEKCTa [AOKYMEHTa O BHECEHWM MW3MEHEHWM B| OAWH AOKYMEHT 60,0
3aK/IIOYEHHbIN  [JOrOBOP HA OKasaHMe YCAyr, CBA3AHHbIX C
mncnonb3oBaHmem 3P n 3b

15 |noarotoBKa TeKCTa LEHOBOro npeasioXeHuA Ha OKasaHue ycayr, | o4uH AOKYMEHT 60,0
CBA3aHHbIX C ucnonb3osaHnem 3P n 36

16 |noaroToBKa TeKCTa aKTa K JOroBopy 06 OKasaHuM yCayr, | oauMH AOKYMEHT 60,0
CBA3aHHbIX C Mcnonb3oBaHnem 3P n 3b

17 |npoBepKa AaHHbIX Ha OPULMANBLHOM CcaliTe rocy[apCTBEHHbIX| OZ4Ha 3aKymnKa 20,0
3aKyMOK O NpoBeAeHUN TOProBOW 3aKyMKW HA OKasaHue YCAyT,
CBA3aHHbIX C ucnoab3osaHnem 3P n 3b

18 | coxpaHeHue OOKYyMeHTaumu C oduumManbHoro canTa oauH dann 15,0
rocyapCTBEHHbIX 3aKYMNOK MO 06BbABAEHHOM TOProBOW 3aKynKe Ha
OKasaHwue yCcnyr, CBA3aHHbIX C Mcnonb3oBaHnem 3P n 3b

19 |npoBepKa AOKYMEHTaUMM TOProBOWM 3aKYMKM Ha OKasaHwe yCcnyr, | oguMH AOKYMEHT 40,0
CBA3aHHbIX ¢ ucnonb3osaHnem 3P n 3b

20 |nNoAroToBKa 3asaBKM Ans ydacTMa B 0ObBAB/MEHHON TOProBoW O/Ha 3anBKa 150,0

3aKynke Ha odpuUMaNbHOM CailTe roCyAapCTBEHHbIX 3aKyMoK no




OKa3aHMI0 YCAYr, CBA3AHHBIX C MCNosibzoBaHnem IP u 3b

21

BU3NPOBaHUE 3aABKUN B COOTBETCTBUU C per1laMeHTOM 6nbnnoTekn

OAVH AOKYMEHT

360,0

22

MoOAroTOBKa TeKCTa Aorosopa Ana 0POPMIEHMA MO OKOHYAHMIO
TOProBOM 3aKynkKM Ha odMUMANbHOM CcaliTe rocyAapCTBEHHbIX
3aKyNoOK NO OKa3aHMUIo YCAYr, CBA3AHHbIX C UCNoJsib3oBaHMem IP u
2b

OAVH AOKYMEHT

70,0

23

pasmelleHne 3a8BKM Ha odULMaIbHOM CailTe rocyaapCTBEHHbIX
3aKynoK

OZiHa 3asBKa

40,0

24

yyacTe B TOProBOM 3aKynke Ha oduuManbHOM caiiTe
rOCyZapCTBEHHbIX  3aKYMOK NO  pPernameHTy  3/1eKTPOHHOW
NAOLAAKM

OAHa 3aKynkKa

120,0

25

NOArOTOBKA  TEKCTOB  OOKYMEHTOB B COOTBETCTBUM  C
TpeboBaHMAMU pernameHTa NpPoBeLEHMA TOProBON 3aKyMKW Mo
OKa3aHMUI0 YCAYr, CBA3AHHbIX C ucnosibdoBaHnem IP u 3b

OLMH OOKYMEHT

360,0

26

dbopmMMpOBaHME NNATEKHOTO [OKYMEHTa B  Oyxrantepckol
nporpamme no TpeboBaHMIO Ha odopmaeHne ¢GUHAHCOBOTO
OOKYMEeHTa K [O0roBopy MO OKa3aHUIo YCAYr, CBA3AHHbIX C
mcnonb3oBaHmem 3P n 3b

OAVH AOKYMEHT

30,0

27

BblIBOA4 ~Ha  neyatb M3  OyxranTepckoW  Nporpammbl
CcPOPMMUPOBAHHOIO NAATEKHOTO JOKYMEHTA

OAVH AOKYMEHT

7,0

28

nepefadya nNaKkeTa NAaTeXHbIX AOKYMEHTOB Ha MoAnucaHue B
byxranteputo

OAuH NaKeT

30,0

29

dbopmMpoBaHME exKeaHEBHOro oT4yeTa O paboTe MO MPOEKTYy U
BbINOJIHEHUW YCAYT, CBA3AHHbIX C MCNOAb30BaHMem IP n 3b

OAVH AOKYMEHT

60,0

30

KOHTPO/Ib  CPOKOB BbINOJIHEHUA  YCAYT, CBA3aHHbIX C
mcnosnb3soBaHnem 3P n 36

OAMH AOKYMEHT

30,0




31 |KOHTpOAb MUCMoAHEHMA GMHAHCOBbLIX 06A3aTeNbCTB NO AOroBOpPY | OAWH AOKYMEHT 30,0
Ha OKasaHWe yCayr, CBA3aHHbIX C ncnosb3oBaHnem IP n 3b

32 |cBepKa UcnoaHeHns o06s3aTeNIbCTB MO 3aK/OYEHHbIM A0roBOPaM | OAUH AOKYMEHT 60,0
Ha OKa3aHWe YCayr, CBA3aHHbIX C ucnosb3osaHmem IP n 3b

33 |KOPPEKTMPOBKA [MAaHHbIX B peecTpax y4yeTa 06 MWCNONHEHUM | OAWNH OOKYMEHT 40,0
YC/IOBUIA  [OroBopa MO  OKas3aHWIO  yCAayr, CBA3A@HHbIX C
ncnonb3oBaHmem 3P n 3b

34 |HanpaBAeHME PUANYECKOMY NINLLY COOOLLEHMA NO 3/1IEKTPOHHOM oAHO 30,0
noyte o6 WMCNONHEHWUW YCIOBWUI AOroBOPa MO OKa3aHWIO YCAYT, coobuieHne
CBA3aHHbIX C ucnonb3osaHnem 3P n 3b

35 |bopmupoBaHMe  naKeTa  OOKYMEHTOB  ANA  HanpasieHUsA OAMH MakeT 40,0
HOPUANYECKOMY INLY NOYTOBbBIM OTMNPaBIEHUEM

36 |BblAaya OPMUIMHANOB 3aKIHOYEHUN U KOMMNIEKTOB LOKYMEHTOB| OAWH OOKYMEHT 60,0
3aKa34YMKaM Ha pyKu

37 |noAroToBKa KOMMNAEKTA AOKYMEHTOB MO AOrOBOPAM C NONHOCTbIO | OAUH KOMMJIEKT 60,0
BbINOJ/IHEHHbIMU 06A3aTENbCTBAMM OKA3AHMUA YCAYT, CBA3AHHbIX C
ncnosib3oBaHuem 3P 1 3B, 4na nepegaum B byxrantepuio

38 |cocTaBneHue peecTpa KOMMIEKTOB OOKYMEHTOB, XPaHALWMXCA B| OAOMH peecTp 60,0
apxvee uU/unn nepegasaemMblx B Gyxrantepuio

39 |coctaBneHne U OPoOpmMIEHME aAPXMBHOM MaNKM OPUTMHANOB oA4Ha nanka 30,0
[OKYMEHTOB

40 |co3paHMe apXMBHOW  3/IEKTPOHHOM KONUM  OOKYMEHTOB C| OAWMH OOKYMEHT 40,0
NMONHOCTbIO BbIMNO/NHEHHBIMW 006A3aTeNIbCTBAMM OKa3aHWA YCAYT,
CBA3AHHbIX C wucnonb3osaHnem SP u 36, nepeaasBaembix B
byxranteputo

41 |nepepaya [OKYMEHTOB B ByxranTepuio Mo peectpy KOMMIEKTOB| OAWH peectp 40,0




AOKYMEHTOB

42 | bopmmnpoBaHMEe OTYETOB O pe3yabTatax paboTbl MO MNPOEKTY | OAMH AOKYMEHT 1200,0
OKa3aHWA yCayr, CBA3aHHbIX C UcnosibzoBaHmem 3P n 3b
MHPopmaumoHHaA noagepKa Nonb3oBaTesied MO  OKasaHuio
YCAYT, CBA3AHHbIX C Ucnonb3oBaHnem 3P n Ib:

43 |TenedoHHble KOHCY/bTalUMW MO OKa3aHWUIO YCAYr, CBA3AHHbIX C| OAWH 3BOHOK 40,0
ncnono3oBaHmem dP u 36, gna opngnMyecknx n GUanYecKknx nuL,

44 |cocTaBnieHMe coobueHUt B OTBET Ha BXOAALWME 3/EKTPOHHble oAHO 180,0
NMCbMa MO OKa3aHMIO YCAYT, CBA3AHHbIX C UCMOAb30BaHuem IP u coobueHune
2b

45 | popmmpoBaHME CMMCKA KAMEHTOB A/1A MNPOBEAEHMA MaCcCOBOM | OAHa PacCblika 1920,0
PAacCbIZIKM MO 3NEKTPOHHOW MOYTE MO MPOEKTY OKAasaHWA YCAyr,
CBA3aHHbIX C Ucnoab3oBaHnem P n b

46 |noAroToBKa AOKYMEHTOB A/1A MPOBEAEHMA MACCOBOWM PACCbI/IKM | OAHa paccbl/ika 600,0
NO NPOEKTY OKa3aHWA YCAYr, CBA3AHHbIX C UCMOAb30BaHnem P u
2b

47 |npoBegeHne MacCOBOM PACCbIIKM MO MPOEKTY OKasaHWA YCAyr,| OAHa paccblika 90,0
CBA3aHHbIX C cnonb3oBaHnem P n 3b
OcyuwiecTsneHne ycnyrm npeaoctasaeHuna goctyna K 3P m 3b:

48 |perucrtpauma HOBbIX/aKTuBauna/neakTmeaumns paHee| opAHa 3anucb 30,0
paboTatomx topUANYECKNX/PU3NUECKnX auuy, B
aBTOMaTM3MPOBAHHON cucTeme

49 | dopmnpoBaHMe cooblieHMa NpeacTaBUTENO IOPUANYECKOTO MLA o4Ho 30,0
C AaHHbIMM ANA akTUBauum goctyna K 9P u 9b coobuieHne

50 | KOHTpPO/b 32 OKa3aHMeM YCAyr, CBA3AHHbIX C UCNOAb30BaHMem 3P o4Ho 60,0




n 2b, ana opuandeckux n epusmyecknx aul ¢ P n 3b, BKAOYaA
MOHWUTOPUHT HapyLeHUA NPaBUA OKa3aHUA yCayr

topugmueckoe/d
n3nYecKoe N1uo

51

KOPPEKTUPOBKaA OaHHbIX O IOPUANYECKUX  AnLax B
aBTOMATM3NPOBAHHOM cucTEME

0JHa 3anncb

30,0

52

BHECEHME  M3MEHEHWMM B  CMUCOK  LOPUAMYECKUX  /nu,
pa3smMeLleHHbIM Ha calTe NpoekKTa

OAHa 3anncb

30,0

OcywecTtBneHne ycnyrm npoBEpPKM TEKCTOBOrO [AOKYMEHTA Ha
Ha/Zinyme 3aMMCTBOBAHUIM U3 IOKYMEHTOB B cocTaBe Jb:

53

BHECEHME B pPeecTp y4yeTa NepBUYHHbIX AaHHbIX O NOCTynuBLlEM
AOKYMEHTE Ha OKa3aHUe yCcnyrm npoBePKU TEKCTOBOIo JOKYMEHTA
Ha Ha/n4YMe 3aMMCTBOBaHUIN U3 AOKYMEHTOB B COCTaBe 2b

OAMH AOKYMEHT

15,0

54

KOPPEKTUPOBKA AaHHbIX B peecTpe yyeTa 06 sTanax BbINOJHEHMUA
3aKa3a No OKAa3aHMIO YCAYyrn NMPOBEPKM TEKCTOBOIO AOKYMEHTA Ha
Ha/inYMe 3aMMCTBOBAHUIN U3 LOKYMEHTOB B cocTaBe 3b

OLMH OOKYMEHT

15,0

55

pacnpegeneHve SOKYMEHTOB MO 3KcnepTam AN OKasaHMA yCayrm
NPOBEPKMN TEKCTOBOrO AOKYMEHTA HA Ha/iMyMe 3aMMCTBOBAHWUIA U3
[OOKYMEHTOB B cocTase 3b

OAVH AOKYMEHT

40,0

56

nepefaya AOKYMEHTa 3KCNepTy AJ1A OKa3aHWA YCAyrM NpoBepKu
TEKCTOBOrO JOKYMEHTAa Ha HaauMuMe 3aMMCTBOBaHMIA U3
LOKYMeHTOB B cocTase 3b

OAVH AOKYMEHT

15,0

57

nonyyeHue wu o6pa60TKa 9KCNEPTOM [AOKYMEHTA HaA OKa3aHue
ycnyrum npoBepKu TEKCTOBOro OOKYMEHTa Ha Hann4ymne
3aMMCTBOBaAHMI U3 AOKYMEHTOB B COCTaBe 2b

OAMH AOKYMEHT

40,0

58

M3y4YeHMe  ISKCMEepTOM  CTPYKTYpbl, COCTaBa, COAEpP*KaHusA
OOKYMEHTa AN OKasaHWA YyCaAyrM MPOBEPKM  TEKCTOBOro
OOKYMEHTA Ha HaMYMe 3aMMCTBOBaHNIA U3 IOKYMEHTOB B COCTaBe

OAVH AOKYMEHT

180,0




36

59

NnpoBepKa 3KCNepToM [AOKYMeHTa Ha Haauuue npuemos,
NpPenATCTBYIOLWMUX PACMNO3HABaHUIO TEKCTa aBTOMaTU3NUPOBAHHOM
CMCTEMOI M OKA3aHWUIO YCAYrM NMPOBEPKM TEKCTOBOINO AO0KYMEHTa
Ha Ha/InYMe 3aMMCTBOBaHMI U3 OKYMEHTOB B cocTase b

OAVH AOKYMEHT

180,0

60

nposeageHne 3KCNeEPTOM HepBMHHOVI NPOBEPKN OOKYMEHTaA C
MCNoJZib30BaHNEM aBTOMaTM3MPOBaHHOﬁ CnCTembl

OAMH AOKYMEHT

60,0

61

0bpaboTka aKCnNepTom oT4yeTa aBTOMATM3MPOBAHHOMN CUCTEMBI O
NepBUYHON NpoOBepKe [OOKYMEHTAa C LUebld  WUCKAYEHUA
KOPPEKTHbIX 3aMMCTBOBAHNM

OAMH OOKYMEHT

480,0

62

aHanus aKcnepTom HEKOPPEKTHbIX 3aMMCTBOBaHUN,
06HapYKEHHbIX B JOKYMEHTE

OAVH AOKYMEHT

600,0

63

aHanM3 cnpaBoYHO-b6MbAMOrpadmuyeckoro annapata LOKYMEHT],
BK/IHOYAA CBEPKY MCTOUYHMKOB, YKa3aHHbIX B CMIUCKE INTEPATYPbI

OLMH OOKYMEHT

480,0

64

d)OpMMpOBaHMe TEKCTAQ 3SKCNEPTHOro 3aKak4yeHunAa no wuTory
I'IpOBep,eHHOVI NPOBEPKN AOKYMEHTA C y4Y€TOM [daHHbIX OTYETa
aBTOMaTVBMpOBaHHOVI CNCTEMbDI

OAVH AOKYMEHT

120,0

65

NPoOBepKa TeKCTa 3aK/Al4vYeHMA Ha npegmeT COOTBETCTBMA
YCTaHOBNEHHbIM TPebOBaHUAM K pe3y/nbTaTy OKasaHuA YCayru
NPOBEPKMN TEKCTOBOrO AOKYMEHTa Ha HaAn4Me 3aMMCTBOBaHUI U3
LOKYMeHTOB B cocTase 3b

OAVH AOKYMEHT

15,0

66

aHaNM3 CcoAeprKaHMA pPe3ynbTaToB MNPOBEPKM, YKa3aHHbIX B
3aKNH0UEHMM, KOPPEKTUPOBKA GOPMYANPOBOK

OAMH AOKYMEHT

60,0

67

BbIBOA, HA MeyaTb UTOroBOM GOPMbI 3aKIOYEHUA NO pesy/bTaTy
npoBeAeHHON NPOBEPKM AOKYMEHTa C y4eTOM AaHHbIX OT4eTa
aBTOMaTU3MPOBAHHOMN CUCTEMBI

OAVH AOKYMEHT

15,0




68 | nognucaHue 3aKknO4YeHUA OOMH AOKYMEHT 240,0
69 | ckaHMpoBaHMe 0GOPMIEHHOTO 3aKAOYEHNSA OAWNH OOKYMEHT 30,0
70 |KOppeKkTMpoBKa B peecTpax y4yeTa [AaHHbIX O BbIMNOJHEHUU | OAUH OOKYMEHT 40,0
06A3aTeNbCTB NO  AOrOBOPY WM OKA3aHWIO YCAYTM MNPOBEPKMU
TEKCTOBOrO AOKYMEHTa Ha HajauumMe 3auMMCTBOBAHMKA U3
[OKYMeHTOB B cocTaBe Jb
71 |coctaBneHue [AOMOAHEHMA K 3aKJAOYEHMIO MO  pe3yabTaTy| O04HO NMCbMO 120,0
OKa3aHMA MPOBEPKM TEKCTOBOTO [AOKYMEHTAa Ha Hanauume
3aMMCTBOBAHWUI M3 JIOKYMEHTOB B cocTase 3b
72 |cbop M 06paboTKa CTAaTUCTMYECKUX [OaHHbIX MO MPOEKTamM C| OAMH 3anpoc 240,0
73 |ncnonb3oBaHmem 3P u 3b
74 | npoBeaeHue NpoBepKM KadecTsa dpaitnos B b oauH dain 40,0
75 |3arpys3ka ¢ainos ana BrkatoveHMa B b ¢ npocTaHOBKOM NpuM3HaKa oauH dann 30,0
Joctyna
76 | pesepBHOe KonuposaHue daiinos Ib OfHO 60,0

KonnpoeaHwme




2.19. OkasaHue YCNAyr yganeHHbIM nosib3oBatenAam, B TOM 4YUC/NE YUTATENAM 6VI611VIOTEKM, nocpeacrsom OH/1TalHOBBIX dBTOMATU3NPOBAHHbLIX CEPBUCOB

(OnAC)
N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EavHnua Hopma
n/n n3mepeHus BPEMEHMN,
MMH.

1 2 3 4

1 |TenedoHHble KOHCY/NbTAaLMM MO OpPraHM3aLUMOHHbIM BOMPOCAaM| OAMH 3BOHOK 30,0
odpopmneHuna n npegoctaBnenuna ycnyr yepes OnAC

2 |cocTaBneHMe coobWeHNir B OTBET Ha 3/1EKTPOHHble MMUCbMa oAHO 180,0
nosb3osatesieit OnAC coobuieHne

3 |nepeHanpaBneHue coobllieHunli B nogpasaenieHme, OTBETCTBEHHOE 0A4HO 15,0
33 OKa3aHWe KoHKpeTHoM ycayrn B OnAC coobuieHne

4 | KOHTPOJIb M 06paboTKa NosyYeHHbIX 3aka3os B OnAC OAMH 3aKas3 20,0

5 |npoBepka 3akazoB B OnAC Ha COOTBETCTBME MNpaBMaam OAOMH 3aKa3 30,0
npeAocTaBieHNs ycnyr

6 |KOHTPO/Ib 33 NOCTYNAEHUAMU CPeACTB MO ONNAYEeHHbIM 3aKa3am B| OZAHA ycayra 60,0
OnAC

7 | KOPPEKTMPOBKA CTaTyca 3aKasa, 3aKpbITMe 3aKa30B OAMH 3aKas 30,0

8 |MoAroToBKa aKTa CBEPKW 3a OTYETHbIM Mepuod O MOCTYNAEHUsX | OAWH OOKYMEHT 60,0
CcpeacTB Mo onaavyeHHbIM 3aKasam B OnAC

9 |noanucaHme CBOAHbIX OTYETHbLIX 4OKYMEHTOB OAMH AOKYMEHT 300,0

Tabnuua 41



10 | popmupoBaHMe NaKeTa AOKYMEHTOB A/ HanNpPaBAeHMA NOYTOBbIM O4MH nakeT 30,0
OTnpaB/ieHNEM

11 |dopmupoBaHMe eXefHEBHOFO OTYEeTa O HOBbIX 3aKasax W O4MH oTyeT 60,0
BbINosiHeHUK ycnyr B OnAC

12 | bopmupoBaHME MTOrOBbIX OTYETOB O pe3yabTaTax paboTbl Mo O4MH oTYeT 1500,0
NPOEKTY, C AeTan3aumen No Kaxaom oTAebHOM ycayre
Perncrpauns nosb3osaTesieil B peXKMMeE OHNANH:

13 | npoBepKa 3anucu nosnb3osaTtens B 6UbMOTERY O4MH 1,0

nosb3oBaTenb

14 |ob6paboTka n BBOA PamuAnM, UMEHWU, OTYECTBA MOJb30BaATENA U oAuH 2,5

afpeca ero 3/1eKTPOHHOM NouThbI 3/1eKTPOHHbIN
dopmynap

15 |coctaBneHne nNMcbma C yKa3aHMEM JIOTMHA U CreHEePUPOBAHHOIO OfHO 2,5
CUCTEMOM NapoNA, NPUKPENIEHNE WMHCTPYKUUM NONAb30BaHMA W | 3N1EKTPOHHOEe
OTMNpaBKa ero no 3/1IeKTPOHHOM NOYTE NO/b30BaTENIO NMCbMO
O6cnyRnBaHMe NoIb30BaTeNEN B peXKUME OHNANH:

16 |Bbirpy3ka u3 OnAC oT4YeTHbIX AaHHbIX 33 ONpPeaeNeHHbIN Nepuos, oAnH daiin 5,0
BpeMEHMU

17 |pa3melLleHMe HOBbIX MOCTYNJAEHUN [OKYMEHTOB Ha calTe oAMH dalin 1,5
61MbnMOTEKM: CO3AaHMEe 3aro/fIoBKa aHHOTALMW; MpPUKpPenseHue
dannos

18 |paccblika MO 3NEKTPOHHON MoYTe yAaNeHHbIM MO0J/Ib30BaTENAM OfHO 1,5
MHPOPMALMOHHbBIX COOOLLLEHWNM 3/IEKTPOHHOE

NMMCcbMO
19 |uHbOpMaUMOHHOE CONMPOBOXKAEHWE CaliTa, NOpPTana U CTPaHUL, B o4Ho 1,5




COUMaNbHbIX  CEeTAX:  CO34aHuWe  3arosioBKa  aHHOTaumu; | coobuieHune
npukpennenune ¢airina(os)

3. TunoBble oTpac/ieBbie HOPMbI TpyAa Ha PaboTbl, BbINOHAEMbIE
B CMeLManmM3MpoBaHHbIX BubaMoTeKax ans MHBaANA0B MO 3PEHUIO

Hopmbl Tpyaa pa3paboTaHbl Ha OCHOBHbIE BUABI PAabOT, BbINOAHAEMbIX B CMELMANIM3NPOBaAHHbIX BUBANOTEKAX AN MHBAZINMAOB MO 3PEHUI0: KOMMNIEKTOBAHME
N yyeT 6ubanoTeyHoro ¢oHaa; 6ubanoteyHas obpaboTKa AOKYMEHTOB; OpraHM3auMAa M BefdeHue KaTasnoros, popmupoBaHMe 6a3 AaHHbIX, B TOM 4Yncne 6as
[AaHHbIX 3BYKOBbIX ¢alinos; pabota ¢ poHAOM M obecneyeHMe ero COXPaHHOCTM; CTauMOHapHOE M BHECTALMOHapHoe 06CyKuBaHMe Nosib3oBaTesiei; maccoBas,

CnpaBoYHas M WHPOPMAUMOHHaA paboTa; HayyHO-MeToAMYEeCKana W pefaKkUMOHHO-M3gaTenbcKkas paboTa; BbIMYCK MasOTUPAXKHbIX M3AAHWA cneumanbHbIX
dopmaTos.

Mpwu BbINOAHEHWUM PabOT CNAaBbOBUAALLMMM N HE3PAYMMM CeLManMCTaMn AeNCTBYIOT MONpPaBoYHble KO3GPUUUEHTbI: Ana cnaboBuasalmx - 1,5; Ana He3pAUYnX

-2,0.
3.1. KomnnektoBaHne 6ubanoteyHoro ¢oHaa
Tabnnuya 42
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHnua Hopma
n/n n3mepeHus BpemeHwu,
MUH.
1 2 3 4
TekylLee KomniekToBaHMe bubamoTeyHoro poHaa:
1 |NpoCMOTP KHWUrOM34aTeNbCKOM M KHUFOTOProBOM MHOOPMauUMKM | OAHA NO3UUMA 0,5
(aHHOTMpPOBAHHbLIX MIAHOB BbINYCKA /AUTEPATYPbl, NPOCMEKTOB,
CalTOB M34aTE/NbCTB U U34AMOLLMX OPraHM3aLmii)
2 |onpepeneHve Tembl U BUAA AOKYMEHTa, NoAnexawero otbopy,| oauMH OKYMEHT 6,0
BbIACHEHME  HeobxoAMMOCTM  npuobpeTeHWs, cBepka C
3NIeKTPOHHbIM KaTasiorom




Onpe,a,eneHme IK3eMNNAPHOCTU 3aKa3a:

ofiHa No3uums

AnA noapasaesieHnin

1,0

AN 6ubanoTeKkn B LEesIOM

2,0

opopmaeHMe 3aKasa: CoCTaBlAeHMe Jorosopa, odopmaeHue
NPUNOXKEHUA K JOTOBOPY; YKa3aHWE 3K3EMNIAPHOCTU, CTOMMOCTH
3aKa3a; COCTaBNEHNE TEXHUYECKOTo 3a4aHunsA

OAVH 3aKa3

45,0

noaAroToBka K MNMpoBeaeHUO TOPros: COCTaB/ieEHME  CNUCKa
Tp66OBaHVIl‘;I K Y4aCTHUKamMm KOHKypCa; onoseuleHune y4aCTHUKOB
KOHKypCa O CpOKe nposeaeHunA, HanucaHue, perncTtpauma wu
paccblzika NnCbMa B N34aTe/1bCTBa U U3aatowme opraHmnsaumm

o4Ha npoueaypa

200,0

PaboTa B aBTOMaTM3MPOBAHHOM PEKMME:

BBOJ, 3aKa3a TEKYLLero KOMMAEKTOBaHWA B 0a3sy AaHHbIX
aBTOMATM3NPOBAHHOM cucTembl (64 AC); YKasaHue
9K3eMNAAPHOCTM 3aKasa, pacnpegeneHne Mo CTPYKTYPHbIM
noapasgeneHnam

OAHO Ha3BaHUe

3,0

penakTMpoBaHune BBeaeHHbIx B B AC cBegeHuUi 0 3aKase; BblBOS,
Ha 3KpaH; BHECEHUE U3MEHEHW

OA4HO Ha3BaHMe

6,0

BblBO4, Ha MNPUHTEP AdaHHbIX TeKywero KOMNAEKTOBaAHUA,
pacneyvyaTka

OAHO Ha3BaHUe

1,0

BeneHune KapPTOTEKU TEKYLLETO KOMNJIEKTOBAHUA!

10

COCTaB/1eHMEe KapPTO4KWU, YKa3aHWe aBTOpa, 3arsasnAa, BbIXOAHbIX
AaHHbIX, NCTOYHNUKA KOMNZ1IEKTOBAHUNA

OAHa KapTO4Ka

3,0

11

pa3pe3ka un3aaTesibCKUX naaHOB, pacnevyaTtok ANA KapPTOTEKU
TEKYWEro KOMMNNEKTOBAHUA, HAKNEUBAHNE Ha KaTa/lI0XKHble
KapToO4Ku

OAHa KapToO4Ka

2,0




12 |nopbopka KapToyeKk no andaBuTy; PacCTaHOBKA B KapPTOTEKY| OAHa KapTouKa 1,0
TEKYLLEro KOMNAeKTOBaHMA
OdopmaeHne NOANUCKN Ha NepuognYeckme U3gaHus:

13 |npocmoTp KaTanoroB "Pocneuatu"; oTbop nepuoamMyeckux| oaHa nosmuus 0,5
M34aHU 4Nna NnoanuckKm

14 | c6op 3a8BOK 1A NOANUCKU OT CTPYKTYPHbIX NOAPa3aAeNeHu OfiHa 3aABKa 1,0

15 | opopmneHme 3aKasa Ha NOAMUCKY; NOACHET CTOMMOCTU NOAMNUCKN OAWH 3aKas 300,0
C Yy4yeTomM [OOCTaBKWM; COCTaBAeHME gAoroBopa, opopmeHue
NPUIOXKEHUA K AOTOBOPY

16 |cocTtaBneHWe PerncTpaumMoHHOM  KApPTOYKM  ANA  KApTOTEKM | o4Ha KapTouKa 6,0
nepuoamuyecKkmnx n3gaHuni; yKasaHue WMHAEKCa, roga,
NepPMoOgMYHOCTM,  MUCTOYHMKA  MOCTYMNJI€HMA,  CTPYKTYPHOro
noapasaeneHus
PaboTa B aBTOMaTU3MpPOBAHHOM PeXKUME:

17 |BBOA 3aKa3a Ha nepuoanyeckue nsgaHma s 6 AC O4Ha KapTo4Ka 3,0

18 | KOppPEKTMPOBKa 3aKa3a; BbIBOA Ha 3KPaAH CNMCKa NepuoanYecKUx | ofHa NonpaBKa 0,3
M34aHWNIA; BHECEHNE N3MEHEHUN
JoKomnnekToBaHune 6ubanoteyHoro poHaa:

19 |npuem 3asBOK Ha npuobpeTeHWe [AOKYMEHTOB OT CTPYKTYPHbIX| OJHa 3aABKa 3,0
noapasaeneHui

20 |cocTaBneHue 6ubanorpaduyeckolt 3anmcK; ykasaHnme KoamyectTsa| oAHa KapTouKa 3,0
3K3EeMMJIAPOB U CUTNOB NOAPa3aeNeHNM

21 | BKAKOYEHME 3aABKU B KAPTOTEKY AOKOMMIEKTOBAHMUA OfHa KapTouKa 0,3




22 |npocMOTp KapTOTEKM HeyAOBNETBOPEHHOrO CMpOCa; aHaiv3| OAWH OOKYMEHT 2,0
OTKas3a A/ BbIABNEHUA OTCYTCTBYIOLWMX AOKYMEHTOB; BKJIOYUTH
WX B KAPTOTEKY AOKOMM/IEKTOBAHMA
CocTtasnieHMe ONepaTMBHOIO NJaHa KOMMJIEKTOBAHUA:
23 |onpeaeneHne KOMMYECTBEHHbLIX MNOKasaTenen obbema ¢oHAA OAWH NNaH 1200,0
(noctynneHue, BbIGbITME), OTPAC/NEBOro COCTaBa, WMCTOYHWUKOB
NOCTYN/IeHUA, CMETbl PAacXo408B
OdopmneHne nnaHa KOMNIEKTOBAHUA B Gopme:
24 |Tabnuy, oAHa Tabanua 5,0
25 | KapToTeku O4Ha KapTo4Ka 3,0
PaboTa B aBTOMaTM3MPOBAHHOM peXUME:
26 |BBOA NaaHa KomnnaekTosaHuA B B, AC OAMH NNaH 30,0-120,0
27 | koppeKTupoBKa b/1; BbIBOA Ha 9KpaH; BHECEHME U3MEHEHU OofHa nonpaska 0,3
3.2. Mpuem, BbIbbITUE U YyYET AOKYMEHTOB
N HanmeHoBaHuWe npouecca, onepauuun. Coctas paboTbl EomHuua Hopma
n/n n3amepeHus BPEMEHM,
MUH.
1 2 3 4
Mpuem NoCTyNMBLUMX AOKYMEHTOB:
1 |npuem [OKYMEHTOB MO COMPOBOAMUTENbHbIM  OOKYMEHTaM| OAHa napTma 5,0
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(HaknagHan, akKT); noabopKka OOKYMEHTOB MO KOMIJIEKTaM,
andaBuTy aBTOPOB W 3arnaBWil, SKCNEAULMOHHbIM HOMepam;
CBepKa C COnpoBOAUTENbHbIM IOKYMEHTOM; MPOCTaBAEHME LiEHbI
Ha AOKYMEHTe, NoAcyeT YNCNa IK3eMNAAPOoB, 06LLYH CTOMMOCTb

Mprem AoKyMeHTOB 6€3 CONPOBOANTENbHbIX AOKYMEHTOB:

2 |noabopka AOKYMEHTOB MO KOMMJIEKTam, andaBuTy aBTOPOB M| OAMH LOKYMEHT 10,0
3arfaBmin; NpoBeAeHne OLLEHKN AOKYMEHTOB
3 |cocTaBneHune aKTa Ha NnpUem AOKYMEHTOB O[MH aKT 5,0
4 |npocTaBneHve WTeMNens Ha TUTYIbHOM Ancte U Ha 17-1| o4WH OOKYMEHT 0,6
CTPaHWUE AOKYMeHTa Ha OymarKHOM HocuUTene, KaxKaom
KOHTeNHepe "roBopsAwein" KHUIM Ha KacceTax, KOHTelHepax
dneww-KapT, ONTUYECKUX U XKECTKMX OMUCKOB
CBepka nNOCTYNMBLUMX [OOKYMEHTOB C KapTOTEKOM TeKyLliero
KOMM/IEKTOBAHMUA:
5 |cBepKa noCTynuBLUEro AOKYMEHTA C KapTOYKOM M3 KapTOTEKM | OAHA KapTO4Ka 1,0
TEKYLLEro KOMMEKTOBAHWUA; MOMUCK KAPTOYKW, BbINOJHEHWE Ha
KapTO4Ke OTMETOK
6 |ycTaHOB/AEHMeE KapTOYKM 3a pasaenmTensd "BbinosHeHHble 3aKasbl" | 04HaA KapTouKa 0,5
PaboTa B aBTOMaTM3MPOBAHHOM peXUME:
7 |co3paHue B B, AC 3anMcy 0 HOBOW OpraHM3aLnKn-NoOCTaBLLMKe OZHa 3anucb 2,0
8 |nowuck 3anucu B bJ, "3akas"; BHeceHMe OTMETOK O BbIMOJHEHWMM | OAHa 3anuchb 0,6
3aKasa
9 | npoBepKa Ha Ayb6NeTHOCTb NOCTYNUBLUMX AOKYMeHTOoB B B, AC OOMH AOKYMEHT 2,0
10 | pernctpauma HoBbIX noctynaeHnin 8 b AC OAMH AOKYMEHT 3,0




11 |nognucKka Ha nNpojo/sKalowmneca u3[aHWA; BbINOAHEHME B| OA4HO Ha3BaHWe 2,0
PErncTpaLMoHHOM KapTouke BUBANOTEYHbIX OTMETOK

12 |KoppeKkTupoBKa 3anuceir B b AC; BbiBOA, 3anuMcyM Ha 3KpaH;| ogHa NOMpaBKa 0,3
BHECEHWE U3MEHEHW
Mprem n perncTpauma *KypHaaos u raser:

13 |noabopKa XKypHasnoB M raseT no andaBuUTy HA3BaHUN; MOWUCK| OAWH AOKYMEHT 1,0
PEerncTpaunoHHoOM KapTOUKM B KapToTeKe  MOAMUCHbIX
nepumogmMyecknx M3gaHUi; OTMETKA HOMepa, AaTbl NOAyvyeHuA
LOKYMEHTa

14 | npoctaBneHue WTeMnena Ha KypHane, rasete OOMH AOKYMEHT 0,5
PaboTa B aBTOMATU3MPOBAHHOM peXKUME:

15 |oTmeTKa O perucTpauum nepuoandeckmx usgaHuii B b AC| oaHa 3anucb 0,5
(HOomep, KONNMYECTBO 3K3EMNNAPOB, OTAEN XPaHEHUS)
BeseHne KHUMM CYMMApPHOro yyeTa:

16 |BblgeneHne AOKYMEHTOB NO BMAAM, OTPACAAM 3HaHWUA; NOACYET| OAHa NApTUA 10,0
yncna  OOKYMEHTOB; 3anuCb  pe3ynbTaToB  nogcdetra Mo
YCTaHOBAEHHOM popme B KHUre cymmapHoro y4yeta (KCY)

17 |noacyeT NOCTpaHUYHO NO No3mumam AaHHbix KCY; nepeHeceHue | ogHa nos3unuma 2,0
WUTOMM Ha CAeayoLLYO CTPAHMLY

18 |cBepKka WHAHCOBLIX [AOKYMEHTOB oOTAena € (PpUHAHCOBLIMW | OAWMH AOKYMEHT 2,0
[OKYMeHTamu byxrantepum

19 |odopmneHune conpoBogMTENbHbIX AOKYMEHTOB (HaknaAHasA, akT)| o4MH AOKYMEHT 15,0

AN1A nepegaum B byxrantepuio

PaboTa B aBTOMaTU3MPOBAHHOM PeEXUME:




20 |BBOA, CTaTUCTMYECKMX AaHHbix KCY B B AC (rog, Homep KCY,| oaHa naptua 6,0
HOoMep CONpPOBOAMUTENBHOTO OOKYMEHTa, WCTOYHUK
KOMMJIEKTOBAHUA, UCTOYHUK PUHAHCMPOBAHUA, YNCNO HA3BAHWN,
YMCNIO IK3EMMNIAPOB, TUN U3LAHUNA, CYMMA)

21 | pacneyaTtKa KCY Ha npuHTepe OZHa CTpaHuLa 1,0
BeneHne MHBEHTAPHOM KHUTHU:

22 |odopmneHne WHBEHTAPHOW  KHWUIWU;  Hymepauua CTPaHWUL, | OAHA CTpaHWULA 1,0
NPoCTaBAeHNe HOMEpPA B MHBEHTAPHOMN KHUre

23 |3anMcb AOKYMEHTOB MO YCTAHOBAEHHOW Gopme B MHBEHTAPHYIO | OAUH AOKYMEHT 10,0
KHUTY; BHeceHWe 6ubanorpadmyecknx ceefeHUl i Ha HOBble
NOCTYMN/€HUA;  NPOCTaBNEHWE  MHBEHTAPHOTO HOMepa Ha
OOKYMEHTe, MAEHTUPUKALMOHHOIO (CMCTEMHOro) Homepa Ha
KECTKOM AMCKe
PaboTa B aBTOMATM3MPOBAaHHOM PeXKUME:

24 |co3pmaHne 6ubnnorpaduyecko 3anmMcM  Ha  MOCTYNUBLUMIA | OOMH LOKYMEHT 15,0
[OKYMeHT B "MHBeHTapHoM KHure" B AC

25 | pacneyaTka MHBEHTAPHOW KHUTU HA NPUHTEpe o4Ha CTpaHuua 1,0
BbIbbITME LOKYMEHTOB:

26 |cocTaB/ieHMe rogoBOro NnaHa Ha BblObITME; yKasaHMe KBapTana, OAMH NNaH 2160,0
noapasgesneHns, Buaa LOKYMEHTOB, KOJIMYECTBO
CocTaB/ieHMe aKTOB CNUCAHKUA:

27 |npuem GOpMynsapoB, CAUCKOB BbIObIBWMX OOKYMEHTOB OT OAMH aKT 10,0
CTPYKTYPHbIX NOAPA3AENEHUN; perncTpaLma akTa

28 |NOMCK NO MHBEHTAPHOMY HOMepy bubnuorpaduyeckoin 3annucu B| oJHa 3anmcb 0,5




3/1EKTPOHHOM KaTasiore; onpegeneHune KoapduLmMeHTa LeHbl, roga
NOCTYNJEHUSs W BHeceHWe ANA CNWUCaHWA  [ONOJIHEeHWIA B
6ubnnorpaduyeckyto sanmcb

29

npwu OTCYTCTBMM 3aMUCKU B 3/IEKTPOHHOM KaTasiore BBeAeHue Bcex
ona dopmupoBaHuna 6ubnmorpadmyeckon 3anucum CBeAeHWUN C
bopmynapa Unm U3 CNMCKa aKkTa

0JHa 3anncb

3,0

30

BHeCeHuMe 3anncm B aKTe CMUCaHnA K MHBEHTAPHOMY HOMeEpPY
AOKYMeHTa HOMepa BbIObIBLUEN KHUIM U3 KOMMAEKTa penbed)Ho—
TOYEYHOro JOKymeHTa

OAHa 3anncb

0,2

31

NMpoBepKa  MHBEHTapHbIX HOMEPOB, roga  MOCTYMJIEHWA,
KoadPuumMeHTa LeHbl BbIObIBLLIErO fOKYMEHTA

0fiHa 3anucb

3,0

32

pacnevyaTtka Cnucka BbIObIBLLNX AOKYMEHTOB B a!'ld)aBVITHOM
nopaake AanAa yaaneHnA WUHBEHTAPHbIX HOMEPOB U U3BATUA
KapTo4eK N3 CUCTEMbI KapPTOYHbIX KaTasioros 6MbnnoTeku

OAHa 3anncb

3,0

33

3anMcb O BbIObIBWMX M3 geicTByowmx ¢oHAo0B 6MbAMOTEKM
OOKYMEHTax B COOTBETCTBYIOWMX rpadax 2-i yactm KCY (aaTa,
HOMEp aKTa, KO/JMYEeCTBO, CYMMa, COAEpXKaHWe, MNPUUYNHDI
BbIObITMA)

04Ha 3anucb

3,0

34

UCK/TIOYEHNE JOKYMEHTA N0 aKTy U3 YUYEeTHbIX GOPM (MHBEHTapHOW
KHUN)

OAMH AOKYMEHT

4,0

35

noraweéHne UMHBEeHTApHOro HomMepa un wremnenA 61MbnMOTEKM Ha
AOKYMeHTE

OAVH AOKYMEHT

0,5

36

noAlwnBKa akKToB

OAVH aKT

0,5

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

3.3. bubnnoTteyHan o6paboTKa AOKYMEHTOB




N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EomHuua Hopma
n/n n3mepeHuns BPEMEHM,
MWH.
1 2 3 4
Mprem AOKYMEHTOB:
1 |npvem napTMM [OKYMEHTOB; MNPOBEPKAa 3K3EMMIAPHOCTM MO| ofgHa napTuAa 5,0
COMPOBOAMUTENIbHOMY LLOKYMEHTY; 3aMMUCb B KHUTE y4YeTa
2 |noarotoBKa [OOKYMEHTOB K WHAEKCMPOBAHMIO UM BBOAY B| OAMH LOKYMEHT 0,7
3NEKTPOHHBbIN KaTanor
3 | NpocMoTp M BbiiBIEHWE aHANOTMYHbIX U34aHUI Ha APYruX BUAax| oaHa 3anucb 0,2
HOCUTesIel B 3/IEKTPOHHOM KaTasiore
4 |NpocMOTP [AOKYMEHTOB Ha WMHOCTPAHHbIX W  HAUMOHANbHbIX | OAWMH LOKYMEHT 30,0
A3bIKax; NepeBos A5 ONUCAHUA CBEAEHMM HA PYCCKUI A3bIK
dopmumpoBaHme 6mMbamorpadpuyeckom sanucm
Pekatanornsaums:
5 |cBepka KapTouyeK C [AOKYMEHTOM; WCMpaB/ieHMe CTaporo| oAHa KapTouka 7,0
6ubnunorpacdmyeckoro onncaHMA; CocTaBieHNne HOBOIO OMUCAHUA;
nepeHeceHne wudpa, WMHBEHTAPHOrO HOMepa, OGUBAMOTEYHOM
NoOMeTKM
CucremaTmsauma AOKYMEHTOB:
6 |cuctemaTMsaums  OOKYMEHTOB C  WCMONb30BAaHWEM MevyaTHOM | O4MH OOKYMEHT 2,0

KapTO4KN WUINU aHa/0ora Ha Agpyrom Buae HOCUTENA, NPOBEPKa
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COOTBETCTBMA NHAOEKCOB Ta6IIVILI,aM KﬂaCCMd)MKaLI,MM, NMPUHATbIM B
6M6J’IMOTeKe; npocTtaBneHne MHOEKCa Ha JOKYyMEHTe

CUCTEMATU3ALMA AOKYMEHTOB NPU OTCYTCTBUM MEYATHOM KapTOYKK
WAW aHasora Ha ApYyrom BUAE HOCUTENA; MPOCMOTP 3TUKETKU
M3gaHuA, Npoc/aylWmnBaHUe KacceTbl/aucka/¢new-KapTbl; YTeHue
CBeAeHWUN, HanucaHHble penbedHO-TOYEYHbIM LWPUPTOM, ANA
YTOYHEHUA aBTOpPA, HAa3BaHWA, BbIXOAHbLIX AAHHbIX, COAEPKAHUSA;
onpeaeneHne MHAeKca no Tabanuam Knaccuduraumm, NPUHATbIM
B bMbAMOTEKE, NPOCTaBAEHNE UHAEKCA Ha JOKYMEHTE

OAVH AOKYMEHT

10,0

onpeaeneHne aBTOPCKOrO 3HaKa [AOKYMeHTa MO aBTOPCKMM
Tabnmuam

OAMH AOKYMEHT

0,2

npoBepKa MPaBWIbHOCTU U UCMpaB/eHMe KNaccudUKaALMOHHOIO
WHOEKCA WM aBTOPCKOrO 3HAKa, YKas3aHHbIX Ha 3TUKeTKe
"roBopsAwein” KHUru

OLMH OOKYMEHT

3,0

10

onpeaeneHne WUHOEKCOB NPOU3BEAEHWUI, 3anUCaHHbIX Ha dnew-
KapTe (oT 4 Ao 8 HasBaHuWi), Ana GOPMUPOBAHMA KaTaJI0KHOMO

wuopa

oAHa dpnew-
KapTa

5,0

11

onpegeneHne  ¢dopmara, KonunyecTsa 6panneBckux v
MJOCKOMEYaTHbIX JIMCTOB, XapaKTepa MPUNOXKEHUN, penbedHOo-
TOYEYHbIX U3aaHUI U penbedHO-rpadUIeckmx Nnocobui

OA4HO Ha3BaHMe

5,0

12

onpegeneHne n nepevyncneHme martepuanos, UCMNOJIb30BAHHbIX
npn CO34aHUN TAKTUJIbHbIX PYKOAE/IbHbIX M3AaHVIVI,‘ nepecyer
KOo/in4yectBa CTpaHuu, HpMﬂO)‘KEHMﬁ, BblAB/1IEHUE Apyrux
XapPaKTEPHbIX ocobeHHocTel AOKYMEHTOB

OA4HO Ha3BaHMe

5,0

13

nepecyeTr NPUNOXKEHWUN, BbiABNEHUE APYTUX  XapaKTepHbIX
0cobeHHOCTEN NIOCKOMNEYAaTHOro AOKYMEHTA

OAHO Ha3BaHUe

3,0

MpeameTnsauma AOKYMEHTOB:




14 |npepmeTvsaums  JOKYMEHTOB C WCMNO/b30BaHWeM PYOPUK| OAHO HasBaHMWe 3,0
NeyaTHOW KapTOYKM; NPOBEPKA COOTBETCTBMA PYOPUKM NeyaTHow
KapTOUYKM NpegMeTHOMY KaTasnory

15 |npeameTvsaums  OOKYMEHTOB NpPWM  OTCYTCTBMM  MeYaTHOW | OAHO Ha3BaHuWe 6,0
KapTOYKM; O3HAKOM/IEHWNE C AOKYMEHTOM, onpeaenieHne pybpuxu

16 |cocTaBneHne HOBbIX NpegMeTHbIXx pybpuK W noapybpwK;| ogHa KapTouKa 2,0
nepeHeceHWe Ha KapTOUKK CyKeBHOM KapToTeKn

17 |pepakTMpoBaHue npeaMeTHON pybpUKKM; NpoBepKa NPaBUAbHOCTA | OAHa KapTouKa 1,0

npegMeTHOM pybpuKKM, TOYHOCTN HaNUCaHMA




MprmeyaHue: K Hopmam BpeMeHU NPUMEHSIOTCA NOBbILLAOLWME KO3ODUUMEHTDI:

- Npu CoCTaBieHUN 6M6nmorpa¢mquKoro OMNMUCaHnA Ha [OOKYMEHTE,

bubnnorpaduyeckoit sanuncu - 1,2;

- Npu 6MbanoTeyHo ob6paboTke HOTHbIX U3aaHui - 1,5;

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

3.4. OpraHunsauma 1 BeAeHue KaTanoros

Ha TWUTYIbHOM JIUCTE,

N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHnua Hopma
n/n n3mepeHus BpemeHwu,
MUH.

1 2 3 4
OpraHusaumnsa andaBUTHbIX KaTasoroB (MJOCKONEYATHbIX KHWUT,
HOT, FPAMNNACTUHOK):

1 |nopbopKka KapTodeK no andaButy damuanii  aBTOPOB MAM| OAHA KAPTOYKA 0,2
3arnaBui ANA PacCTaHOBKM

2 | paccTaHOBKa nNpeaBapuTesibHO NOAO0OPaHHbIX KapToYeK 0fHa KapTouKa 0,3

3 |pepakTMpOBaHWEe KaTanora; NpPoOBepKa pPacCTaHOBKM KapToyek,| OAHa KapTouKa 0,5
NpasuIbHOCTU [06aBOYHbIX " CCbINOYHbIX KapTouek,
ncnpasaeHne ownboK

4 | HanucaHWe pasgenuTens gns Katanora, ykasaHue 6yksbl, ciora 0AuVH 0,6

pasagenntenb

Ha KOTOpPbIX YaCTUYHO OTCYTCTBYHOT JaHHble AnA
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5 |pacctaHOBKa pasgenutenelt B Katanore; nogdbopka pasgenvrens OAWH 0,3
no andaBuTy; MOWUCK MeCTa pasfenuTena; npocTaBieHue | pasgenuTenb
pasgenurens

6 |npoBepKa pacCcTaHOBKWU pasgenutenei; ncnpasaeHme owmnbok 0auVH 0,3

pasgenuTenb
OpraHu3aumna CMCTeMaTUYeCKOro KaTanora NA0CKONeYaTHbIX KHUT

7 |noabopka KapToyeK No MHAEKCaM, BHYTpM pa3aena no andasuty | oAHa KapTouKa 0,3
damunnin aBTopoB MM 3arnaBuin A8 PacCTaHOBKU

8 |paccTaHoBKa NpeaBapUTENbHO NOA06PaAHHbIX KAapToYeK OflHa KapTo4Ka 0,3

9 |peaaKTMpoBaHWe KaTasora; NpoBepKa NPaBUAbHOCTM HAaNO/IHEHUA | OfHA KapTo4Ka 1,0
pa3aesioB KaTasiora no coAepKaHuio, MHAEKCALMN N PAacCTaHOBKE,
ucnpasnaeHune ownbok

10 |peknaccudumKauma KaTtanora; UCNpaB/ieHME MHAEKCOB, BHECEHME | OAHa KapTo4Ka 6,0
ncnpasaeHuii B andaBUTHbIN KaTanor

11 |HanucaHue pasgenutens g/s Katanaora; ykasaHue HaMmeHOBaHuA OAMH 0,5
pasgena, noapasaena v UHbIX pasaenutenei pasgenurenb

12 |paccTaHoBKa pasgenuteneit B Katasor; noAbopKa No MHAEKCAM, OAMH 0,3
NOMCK MecCTa, NOCTaHOBKA pasaenntens pa3genuTenb

13 | npoBepKa pacCTaHOBKW pasgenntenen, ucnpassieHme owmnbokK OAMH 0,3

pasgenuTenb
OpraHusauma cuctemaTudeckux KaTanoros ('rosopAwmx" u
penbePHO-TOYEYHbIX KHUF, KHUF NO My3blKE U HOTHbIM M34aHMAM
penbedHo-ToueyHoro wpndra):
14 |nopbopka  KapTouyeK, OGQOPMJIEHHbIX  ABYyMs  WpudTammn| oaHa KapTouKa 1,0

(I'U'IOCKOI'IE‘-IaTHbIM n peﬂbEd)HO-TOLIe‘-IHbIM), no MHAEKCam, BHYTPU




pasgena no andasuty Gamuanii aBTOPOB WM 3arfaBuin ans
paccTaHOBKM

15 |paccTaHoBKa npeasapuTesnbHO noao6paHHbIX KapTo4eK, | O4Ha KapTo4ka 4,0
0dOpMNEHHbIX ABYMA WpndTamm

16 |pepakTMpoBaHWeE KaTanora; NpoBepKa NPaBMAbHOCTU HAMOJIHEHMA | OAHA KapTO4Ka 0,5
pa3fenoB KaTanora No CoAeprKaHuo, MHAEKCALUMM N pacCTaHOBKe
KapToOYeK, UCNpaB/eHne oWNOOoK

17 | peknaccudumKauma KaTanora; UCNpaBieHME MHAEKCOB, BHECEHME | OAHa KapTouKa 6,0
ncnpasneHunin B andaBuUTHbIN KaTanor

18 |HanucaHue pasgenutensa gna Katanora; ykasaHne HaMmeHOoBaHuA OAMH 1,0
pa3gena, nogpaszaena pa3sgenuTenb

19 |paccTaHOBKa pasgenuTenelt B Katanore; nogbopKa no MHAEKcam, OAMH 0,3
NOUCK MeCTa, NOCTaHOBKa pasgenuTens pasgenutennb

20 |npoBepKa pacCTaHOBKU pa3aenuTesnen, ucnpaBneHme owmbok O4MH 0,3

pa3sgenuTenb

PaboTa c MaKeTOM NNOCKOMNEYaTHOM KaTaNOXKHOM KapTOUKM:

21 |npounTbiBaHME He3pavyeMy PabOTHWMKY TeKCTa MNOCKOMNeYyaTHOM | 04HO Ha3BaHue 12,0
KapTOYKM

22 | BHeceHue B MakKeT NA0CKomneyaTHoOM KapTOYKM | 04HO Ha3BaHue 12,0
6ubnnorpadumyeckon 3anncun pesbedHO-TOUEYHbIM LIPUDTOM

23 |nepeHeceHMe [AaHHbIX O ¢aMnax C KeCTKoro JAucKa Ha| o4HO Ha3BaHWe 4,0
KaTa/NI0XKHble KapTOYKM

24 | pepakTMpoBaHMe 3nemeHTOB  bubnuorpaduyeckoit  3anmcu,| OAHa 3anuCb 0,3
BbINO/JIHEHHON penbedHO-TOYEYHbIM WPUPTOM; UMCnpaBaeHUe

owmnbOoK




Opl’aHVI3aLI,VIFI Tonorpa(bmqecr(oro KaTanora:

25 |nopbopKa KapToyek MO  CTPYKTYpPHbIM  MNoApasfesieHnsm | oaHa KapTodka 0,2
(oTmenam-poHaoaepkaTensam)
26 |noabopKa KapToyek Mo MHBEHTAPHbIM HOMeEpPam O4Ha KapToyKa 0,2
27 | paccTaHOBKa nNpeaBapuTesibHO NOAOOPAHHbIX KapToYeK OfHa KapTouKa 0,2
28 | pepaKktnposBaHue KaTanora; npoBepKa NpPaBUAbHOCTU | OAHA KAapTO4Ka 0,3
PacCTaHOBKM KapTOYEK U pasaenuTenei; ucnpasaeHne owmnoKm
29 |HanucaHue pasgenutensa ANA KaTanora; NoCTaHOBKa pasgenurens oauvH 0,3
B KaTasior pasgenuTenb
N3baTHe n3 KapTOYHbIX KaTanoros (andasuTHOrO,
cMcTeMaTUYecKoro, Tonorpaduyeckoro) KapTouekK Ha
WCKIOYEHHbIe U3 B1baMoTeYHOro GoHAA AOKYMEHTDI:
30 | perucrTpauma akTa Ha CNMcaHue B KHUre yyeta OAMH aKT 3,0
31 |NOWCK KapTo4yKkM (OCHOBHOM, [06aBOYHONM); 3avyepKMBaHWE | OAHA KapTouKa 1,5
CMNUCbIBAEMOro WHBEHTApPHOrO HOMEepa, WMHBEHTApHOro Homepa
CNUCbIBAEMOM KHUTU M3 KOMNAEKTa penbedHo-ToueyHoro wpudTta
(PTW) B cOOTBETCTBYIOLIEM WHBEHTAPHOM HOMepe; yaaNeHue
KapTOUKu
32 |noAcyeT KOAMYECTBa MU3bATbIX KapTOYeK U3 CUCTEMbl KapTOYHbIX | OAHa KapToyKa 0,1
KaTaNoroB 1 KapToOTeK; 3aNncb B KHUTY yyeTa
MNepeagpecoBKa AOKYMEHTOB:
33 | perucTpauma akTa nepenadn 4OKYMEHTA B KHUTe yyeTa OAMH aKT 3,0
34 |NOMCK KapTOYKMW, UCNpaBAeHME MeCTa XpaHeHUA [OOKYMEHTa;| OAHa KapTouKa 3,0

BO3BpalleHne KapTO4YKKM B KaTasnor




TexHnyecKan 06paboTKa 4OKYMEHTOB:

35 | HaknenBaHWE KapMallKOB Ha AOKYMEHT Ha BymarKHOM HocuTesne; | OAMH KapMallek 1,0
HanMcaHMe Ha KapMallKke WHBEHTAapHOrO HoOMepa, MecTa
XpaHeHus

36 |HanucaHue Wwudpa Ha 0610KKe, TUTYSIbBHOM JIUCTE AOKYMEHTA OAVH OOKYMEHT 0,8

37 | BNOXKEeHWEe KHUKHOTO GopmMyisipa B KapMalleK, KOHTEMHep oauH dopmynsp 0,1

38 |npoBepKa U ucnpaBneHue Wndpa Ha STUKETKAX ayAN0BU3YasibHbIX | OANH AOKYMEHT 0,5
[OOKYMEHTOB Ha aHaNoroBbIX U LMPPOBbLIX HOCUTENSX

39 |cocTaBfieHMEe NNOCKONEYaTHOM 3TUKETKM Ha ay[MoBM3yasibHble | OAWH OOKYMEHT 5,0
[OKYMEHTbl Ha aHaNoroBbIX M UUPPOBLIX HOCUTENAX; NMPOBEPKA
3anucu, ucnpasaeHne oWnBbOoK; pacnevaTka

40 |nogbopKa [OOKYMEHTOB MO MECTY XpaHeHus; nepegaya| oAWH OOKYMEHT 1,0
OOKYMEHTOB C  KaTaJIOKHbIMW  KapTOYKaMU U KHUMKHbIMU
dbopmynapamu B oTaenbl-poHA0AEPKATENN

41 | oTMeTKa B KHUTe yyeTa 0 nepegaye napTmm AOKYMEHTOB OofHa napTus 3,0
OpraHu3auma 1 BeieHNe 31eKTPOHHOTO KaTanora
dopmuposaHue u BBog B b, AC 6ubnnorpacdmyeckmnx sanucem O/iHa 3anucb
MnockonevyaTHbIX U3AaHUN:

42 | npy OTCYTCTBUW NEYATHOM KapTOYKM W aHANOTMYHbIX 3anucen B 6,0
3N1eKTPOHHOM KaTanore

43 | Npyv HaNMUMK NEYaTHOM KapTOUYKM WU aHANOTMYHbIX 3anucei B 4,0
3/1eKTPOHHOM KaTanore

44 | npu gononHUTeNbHoM paboTe ¢ aHHOTauMen (MOUCK aHHOTaUMK B 15,0




"MHTepHeTe", pegakuma aHHOTaLUK)

PenbedHO-TOYEYHbIX N34aHUN:

45 | 6e3 BBOAA aHHOTALUUMU 4,0
46 | npu AONONHUTENbHOW pPaboTe C aHHOTauMel 15,0
47 |v3paHniA Ha KacceTax 4,0
48 | n3aaHUM Ha ONTUYECKUX AMCKAX 5,0
49 |u3paHunii Ha paew-KapTax 15,0
50 |c KecTKoro Ancka 3,5
51 |penbedHo-rpadpmyecknx nocobumi 7,0
52 | TaKTUNbHbBIX PYKOAENbHbIX U34aHUI 25,0
53 | cocTaBneHue aHaUTUYECKOM 3anncu OZHa 3anucb 5,0
54 |pocnucb copepraHua COOPHUKOB, HaMeyaTaHHbIX penbedHo-| oAMH COOPHMUK 25,0
TOYEYHbIM WpKPTOM
55 | cocTaBneHne f06aBOYHbIX U CCbINOYHbIX ONMUCAHWUIA OZHO OonucaHue 1,0
56 |pepakTMpoBaHue OMOAMOrpadUUecKUX  3anucelt; nposBepKka| OAHa 3anucb 1,0
NPaBUAbHOCTU 3/IEMEHTOB 3aN1Cel; BHECEHWUE U3MEHEH UM
57 |coctaBneHve un BBOA, B 3/EKTPOHHbIA KaTanor HoBbiX PybpuK,| oOAHa 3anucb 0,5
noapybpuK, nepcoHanuni
58 |BbiBOA 6UBNMOrpadUUECKMX 3aMmCelt Ha IKpaH OfHa 3anucb 15,0

dopmaTMpOoBaHMe M pacneyaTka KapToyeK U yueTHbIX Gopm




q)OpMaTVIpOBaHMe M pacnevyaTka KapTo4yekK:

O Ha KapToO4Ka

59 | ocHoBHas ana andaBUTHOrO KaTanora 2,3 cekK.
60 | gobaBoyHan ana andaBUTHONO KaTanora 1,0
61 |ccblnoyHas ana andaBUTHOrO KaTanora 1,0
62 | ana Tonorpadunyeckoro Kartasora 0,7
63 | popmatuposaHue " pacneyaTtKka MaKeTa KapTO4YKM |  OAWMH MAKeT 1,5
(nnockoneyaTHasa 3anucb) ANA  CUMCTEMATMYECKOrO  KaTasnora KapTOUKM
"roBopawmx" 1 penbedHO-TOUYEYHbIX JOKYMEHTOB
64 | pacneyaTKka KHUKHbIX GOPMYNspoB oAMH popmynap 0,2
65 |onpeaeneHve  3K3eMNAApPHOCTM (MO KOAMYECTBY KHWUI  B| OAHO Ha3BaHue 0,7
KOMMNJIeKTe) M pacneyaTka GOpPMyAapoB  gasa  U3LAHWN,
HaneyaTaHHbIX pefibePHO-TOYEUYHbIM WPUPGTOM
PeTpocneKTMBHOE NOMNO/IHEHME 3/IEKTPOHHOIO KaTasiora:
66 |nouck B andaBMTHOM KaTasiore MNOCKOMEYATHbIX KHUF KAapTOYKM | O4HA KapTouKa 0,2
ana ssoga B b AC
67 |BBOA CBEAEHMI C NJIOCKOMNEYATHON KapTOYKM B COOTBETCTBYIOLLME | OAHO Ha3BaHue 2,0
nons 6ubnmorpaduyeckoi sanuncu 8 b4, AC
68 |MOWMCK NO y4YeTHbIM AOKYMEHTam M TornorpaduyeckomMy KaTtasory| ogHoO Ha3BaHue 2,0
CBEAEHWUIN, OTCYTCTBYIOLLMX B MJIOCKONEYaTHOW KApTOYKe; BBOA,
HalAEeHHbIX cBefeHuUi B COOTBETCTBYHOLLME nons
6ubnnorpaduyeckoi 3anucu 8 b, AC
69 | npoBepKa NpaBUAbLHOCTN BUbAMOrpaduyeckoit 3anmncu 0[HO Ha3BaHue 0,5
70 |Bo3BpaT B andaBUTHbIM  KaTanor MNOCKOMNEYaTHbIX KHUF| O4HA KapTouKa 0,2




oTpaboTaHHOM KapTOUKK

N3baTHe bubanorpadmnyeckoin 3anmcm U3 3EKTPOHHOIO KaTaaora:

71 | perncrpauma akTa Ha CnMcaHue AOKYMEHTOB B KHUre yyeTa O4MH aKT 3,0
72 | n3bATME U3 SINEKTPOHHOTO KaTanora bubamorpadumyeckmx sanuceii | ogHa 3anucb 3,0
Ha UCKAtOYEHHbIE M3 BUBAMOoTeUYHOro poHAa AOKYMEHTI
73 |noacyeT KOMYECTBA M3BATbIX W3 3/IGKTPOHHOrO KaTanora| OJHa 3anucb 0,1
3anucen; 3aNnCb B KHUTY y4yeTa
3.5. ®opmupoBaHuMe 6a3 AaHHbIX 3BYKOBbIX ¢aiiios
N HanmeHoBaHuWe npouecca, onepauunun. Coctas paboTol EamHuua Hopma
n/n n3mepeHus BPEMEHM,
MUH.
1 2 3 4
KoHBepTUMpoBaHWe ayoMOAOKYMEHTOB C  KPUNTO3aWMTOW C
YKECTKOro AMCKa B Nporpammbl ana paboTbl ¢ "rosopAwmmu
KHUramm':
1 |onpepeneHne HanMuMA JOKYMEHTa B nporpamme ans paboTbl ¢| 04HO Ha3BaHue 0,05
"roBopAWMMN KHUFaMK"; U3MEHEHME HACTPOEK MpOorpammbl 4S5
paboThbl ¢ "roBopAWMMN KHUramn"
2 |3ano/iHeHMe KOP3UHbl AOKYMEHTaMM O4HO Ha3BaHWe 0,04
3 |co3paHuMe NpoMeXyTOUYHOM Nanku Ana KOHBEPTUPOBAHMUA OfiHa nanka 1,0
4 |KOHBEpTMpPOBaHME OTOOPAHHbIX AOKYMEHTOB B MPOMEXKYTOUHYIO | O4HO Ha3BaHWe 0,03
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nanky

5 |KOHBEpPTMPOBAHWE [OKYMEHTOB M3 MNPOMEXKYTOYHOM MankM B| OA4HO Ha3BaHWe 0,08
nporpammbl Ansa paboTbl € "roBopALWMMM KHUramn"
KoHBepTMpOBaHWE ayAMOAOKYMEHTOB C ONTUYECKUX AWUCKOB B
nporpammbl Ana paboTbi ¢ "roBoOpPALLUMM KHUTaMK'":

6 |MOUCK AOKYMEHTOB B Mporpammax Aajas pabotbl ¢ "roBopAWMMM | OAHO Ha3BaHME 0,05
KHuramm"
MoaroToBKa AOKYMEHTA K KOHBEPTUPOBAHUIO:

7 | KonupoBaHMe AOKYMEHTa C AMCKa O4MNH Yac 0,12

3BYYaHus
8 |KOHBepTUpPOBaHME AOKYMEHTA BCMOMOraTe/IbHOM NPOrpaMmmo OZMH Yac 1,1
3BYYaHusA

9 |Npu OTCYTCTBMWM Ha3BaHMA LOKYMEHTa 03By4YMBaHME Ha3BaHWA | OAHO Ha3BaHMWe 2,0
cpencTeamm

10 |3anosHeHWe yyeTHoOW GOpMbl BBOAMMOTO AOKYMEHTA (C y4eTom | OAHO Ha3BaHue 2,0
BPEMEHN Ha NOUCK aHHOTauum B "UHTepHeTe", nHaekca BBK B
3NEKTPOHHOM KaTanore) A8 KOHBEPTUPOBAHMA B NPOrpaMmbl AN5
paboThbl ¢ "roBopAWMMKM KHUramn'"

11 |KOHBepTMpPOBaHWE B Nporpammbl ana paboTbl ¢ "roBopswmmu 100 M6 41
KHUramm"
KoHBepTUpOBaHWE ayaAMOAOKYMEHTOB C KPUNTO3ALWMTON C canTa
opraHvM3aumMm-napTHepa B  Mporpammbl  Ana  paboTbl €
"roBopawMMM KHUramu'":

12 |onpegeneHve HannuMAa OOKYMEHTa B nporpamme ana paboTbl €| 04HO Ha3BaHMe 0,05

"roBopAwMmMmM KHramm"




13 | cKauMBaHME AOKYMEHTOB C calTa 1 M6 0,2
14 | pasapxmBupoBaHMeE AOKYMEHTOB 1 M6 0,2
15 |3anosHeHWe yyeTHoW GopmMbl BBOAMMOTO AOKYMEHTA (C y4eTom| OAHO Ha3BaHue 0,3
BPEMEHWM Ha NOUCK aHHOTauum B "UHTepHeTe", nHaekca BBK B
3NEKTPOHHOM KaTanore) 418 KOHBEPTUPOBAHMA B NPOrpaMmbl ANS
paboThbl ¢ "roBopAWMMKM KHUramn'"
16 |KOHBEPTUPOBaHWE B Mporpammbl Asa paboTbl ¢ "roBopAwMMM 100 M6 4,1
KHUramm"
MoAroToBKa CNUCKA HOBbIX NOCTYNAeHUM (GopMaT fOKYMEHTA):
17 |Bbirpy3ka KaTasora nporpammbl gns pabotbl ¢ "roBopAMMKM | OAHA BbIrpy3Ka 4,0
KHUramm"
18 |Bbirpy3ka 13 ¢aiina 4OKYMEHTOB, NOCTYNMBLUMX 33 ONpPeAeieHHbIN | 0A4Ha BbIrpy3Ka 20,0
BPEeMeHHOW MHTepBan (Mecaw, KBapTan, roa)
19 |ypaneHve AUWHUX WUHOOPMALMOHHbLIX MOJIEN B CMMUCKE HOBbIX| OAWH CMUCOK 10,0
NoCTynaeHUi (150 - 200
Ha3BaHWM)
20 | konupoBaHue daiina us popmata b AC B popmaT AOKYMEHTA OAMH CNUCOK 1,0
21 [npeobpasoBaHne [oOKymeHTa B dopmate [OKYMEHTa Agas 40 K6 6,0
nocnenyoLLero pasmeLLeHns Ha canTte
O3By4MBaHME CMMCKA HOBbIX MOCTYMN/JIEHNN CUHTE3AaTOPOM PeYUMn:
22 |BbIfpy3Ka KaTanora nporpammol AAA paboTbl ¢ "roBopAWMMM | OLHA BbIrPy3Ka 4,0
KHMramm"
23 | Bbirpyska 13 ¢daiina popmarta b AC 4OKymeHTOB, NOCTYNMBLUMX 32 | OAHA BbIrPy3Ka 20,0

onpeaeneHHbIN BpemeHHOoM nHTepBan (MecaAu, KBapTan, roa)




24 |ypaneHue NUWHUX MHOOPMALMOHHBLIX MONeN B CMWUCKE HOBbIX| OAMH CMUCOK 10,0
nocTynaeHumn
25 |KonuposaHue daiina n3 popmata b AC B popmat OKYMEHTa (150 - 200 1,0
Ha3BaHW) oguH
CMUCOK
26 |npeobpasoBaHWe AOKyMeHTa B dopmaTe AOKyYMeHTa B dopmy, 40 K6 6,0
YA06HYI0 417 03BYYMBAHMA CUHTE3ATOPOM peyn
27 | pa3buBKa AOKYMeEHTa B popmaTe AOKYMEHTa Ha NpeasorKeHns 40 K6 80,0
28 |03ByYMBaHME [AOKYMEHTA B MNporpamme ANa YTEHMA BCAyX 40 K6 3,0
TeKcToBbIX dainos ("banabonka" u gpyrue)
29 | pasmelLeHNe 03BYHEHHOTO CMUCKA HOBbIX MOCTYMN/EHUI Ha caiTe OAMVH CNUCOK 15,0
(150 - 200
Ha3BaHWM)
30 |KOHBEpPTMPOBAHWE O03BYYEHHOTO CMAWCKa B Mporpammbel AAA| OAMH CMUCOK 1,0

paboThbl ¢ "roBopAWMMKM KHUramn'"




3.6. PaboTa c poHaom. PaboTa no npuemy AOKYMEHTOB

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EanHunua Hopma
n/n n3mepeHusa BPEMEHM,
MUH.
1 2 3 4
Mpuem JOKYMEHTOB B CTPYKTYPHbIX NOAPa3aeNeHNAX
MNpuem LOKYMEHTOB M3 OTAE/la aBTOMATU3NPOBAHHOM 06paboTkn | opgHa napTuA
[OKYMEHTOB " opraHusaumnm KaTasoros,  CBEpKa C
CONPOBOAMUTE/IbHBIM LOKYMEHTOM:
1 |1-2553K3emnnapos 10,0
2 |26 -75 3K3emnnapos 30,0
3 |perucrtpauMa HOBbIX MOCTYNAEHUA NEepUOSUYECKUX W3LAHUKN, | OAWNH OOKYMEHT 0,5
NPOCTaB/IeHNE OTMETKM B PETMCTPALMOHHOM KapToTeKe
4 |npocTaBneHve  WTemMnens WM OTMETKa  CTPYKTYpPHOro | OAWH OOKYMEHT 0,5
noapasgeneHna Ha JOKyMeHTe
MoabopKa [OKYMEHTOB A1 PacCTaHOBKM B poHAE
MoabopKa fOKYMEHTOB MO BUAAM U3LAHUIA: OAWH OOKYMEHT
5 |nnockoneyvaTHble U3aaHms 0,07
6 |penbedHO-ToUEYHbIE N3aHUS 0,08
7 |"roBopAawme" KHUIM Ha KacceTax 0,1
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8 | M34aHMA Ha ONTUYECKUX AUCKAX 0,07
9 |u3paHua Ha dnell-KapTax 0,07
10 | penbedHo-rpadmyeckme nocobus 0,08
11 | TaKTUNbHbIE PYKOOENbHbIE N3AaHUA 0,1
12 | nopbopKa KOMNAEKTOB pesibedHO-TOYEYHbIX KHUM MO HAa3BaHUAM | OAMH KOMMNEKT 2,0
13 |nopbopka [AOKYMEHTOB MO KNacCMPUKAUMOHHBIM MHAEKCAM, | OAMH AOKYMEHT 0,3
ABTOPCKOMY 3HaKy
MopbopKa nepuoguyeckmx u3gaHuii no andaBuTy Ha3BaHMAM, | OAWH LOKYMEHT
rogam, Homepam:
14 | nnockoneyvaTHble U34aHnsa 0,07
15 | penbedHo-TOUEYHbIE U3AAHMUA 0,08
PacctaHoBKa 6ubnmoTeyHoro poHaa
PAcCTAaHOBKA JAOKYMEHTOB Ha CTe/JlaXax B CUCTEMATUYECKO-| OAMH OOKYMEHT
andaBUTHOM nopsake:
16 |nnockoneyaTHble U3aaHusa 0,08
17 | penbedHo-ToYeYHble N3[aHNS 0,11
18 |"roBopsuwme" KHUIM Ha KacceTax 0,1
19 |mn3gaHMA Ha ONTUYECKUX OUCKAX 0,1
20 |un3gaHuAa Ha paelw-KapTax 0,1
21 |penbedHo-rpadpuyeckne nocobusn 0,11




22 | TaKTUNbHbIE PYKOAENbHbIe N3aaHuA 0,11
PaccTtaHOBKa nepuoamyeckux msgaHuii no andaswuTy Ha3BaHWM, | OAUH AOKYMEHT
rogam, Homepam:
23 | nnocKonevyaTHble n3gaHuA 0,1
24 | penbedHO-ToUEYHblE N3aHUA 0,13
25 |packnagka raser nNO Ha3BaHWAM, MpPOKasblBaHME AbIPOK, OZHa nanka 10,0
BNIOXKEHME B KapTOHHYHO O06M0XKY (nanky), MNPOLWHYPOBKA,
odopmneHune 0610KKN (Ha3BaHMe, rog, HOMep, MecsL)
MpoBepKa NpaBUAbHOCTM PACCTAHOBKM AOKYMEHTOB B OTAE/bHbIX | maccmB poHAa
maccuBax ¢oHAa:
26 |1-200 poKkymeHTOB 30,0
27 | 201 - 400 pokymeHTOB 60,0
28 | nepemelleHue (NnepeHeceHne) AOKYMEHTOB Ha cBOHOAHbIE mecTa OAHa NoJiKa 5,0
OdopmneHne, HaNMCaHWeE NOJIOYHbIX pa3aenuTenei: oauvH
pasgenutens
29 |AnA cMctemaTMyecKom paccTaHoBKM doHAaa 4,0
30 | gnAa andaBUTHOM paccTaHOBKM doHAA 3,0
3.7. Pabota c poHaom. PaboTa no coxpaHHOCTM poHAa
N HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EanHnua Hopma
n/n nsmepeHus BpemeHwu,
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MWH.

1 2 3 4
MpoBepka bubanoteyHoro poHAa:
1 |HanuMcaHMe KOHTPO/ILHOIO TaN0HA Ha JJOKYMEHT; yKa3aHMe Ha Hem OZMH TaNoH 2,0
WHBEHTAPHOro Homepa, wudpa, Gamuanun, UHULMANOB aBTOPa,
3arfasuma, roga, MecTa UsgaHua, LeHbl, MecTa XpaHeHus
2 |oTMeTKa O MpoBepKe AOKYMeHTa Ha dopmynsape, KOHTeWHepe,| OAWMH OOKYMEHT 0,2
0610KKe JOKYMEHTa
MoabopKa KOHTPONbHbIX Ta/IOHOB: OAMH TaNoH
3 | N0 MHBEHTapHbIM HOMEpam 0,8
4 | no andasuTy pamnanii aBTopoB UK 3arnasui 0,13
5 | no knaccMdpmuKauMoHHOMY UHAEKCY 0,1
6 |CBepKa KOHTPOJ/IbHbIX TAJIOHOB C MHBEHTAPHOW KHUIOM; OTMETKa OAMH TaNoH 0,5
NPOBEPKN Ha TaJIOHE U B UHBEHTAPHOM KHUTe
7 |cBepKa KOHTPOJIbHbIX Ta/JIOHOB C YYETHbIM MAM andaBUTHbBIM, OAWH Ta/IoH 0,5
TonorpaduYecKkMm KaTtasoramm; OTMETKA NPOBEPKM HA TA/IOHE U B
KaTanore
8 |npocmoTp  $OpmMbl  MHOMBUAYANbHOFO  yyeTa, BbiiBJAEHWE | OAWH OOKYMEHT 0,5
LOKYMEHTOB, He NpoLueALwnx NpoBepKu
9 | cocTaBieHMEe KApTOYKN Ha OKYMEHT, HE NPOLUEALLINIA NPOBEPKU OAMH OOKYMEHT 1,0
10 |NOMCK AOKYMEHTOB, He Mpoweawmnx NPOBEPKWU, NO PasiNYHLIM | OO4MH AOKYMEHT 5,0

YYE€THbIM d)opmaM, KapTOTEKAM, XKypHa/siaM, KHUXHbIM NOJIKam




CoctaBneHme CnN1UcKa HegOCTAOWMX B d)OH,CI,e AOKYMEHTOB!:

O4NH CNUCOK

11 |1 poKymeHT 1,0
12 |2 -10 gokymeHTOB 10,0
13 |11 - 25 poKymeHTOB 22,0
OT60p AOKYMEHTOB A1A U3bATUA U3 PoHAA
MpocmoTp AOKYMEHTOB Ha NpeaMeT U3bATUA U3 boHAa: O4MH [OKYMEHT
14 | HenpodUNbHbIX 0,7
15 | aybneTHbIxX 0,3
16 |ycTapeBLmnX NO coaepKaHuo 0,7
17 | BeTxux 0,2
18 | manoncnonb3lyembix, HEUCNOAb3yeMbIX 0,5
MoAroToBKa fOKYMEHTOB K aKTUPOBaHUIO:
19 |nopbopkKa AOKYMEHTOB B NAPTMM MO NPUYMHAM U3BATUS; CBEPKA C| OAMH AOKYMEHT 0,08
KHUXHbIM Gpopmynapom
20 |nogbopKa KHUNKHbIX GOpPMYyNApoB Ha AOKYMEHTbl B nopsafke | oguH dopmynap 0,07
WHBEHTapHbIX HOMepPOB, andaBuTa, XKypHasbHble - NO rogam u
Homepam
CocTaBfieHMe CMMCKa K aKTy BblbbITUA (Nepegaun), nogcyeT obuiein OAMH aKT
CYMMbI, 0pOpMIEHNE aKTa:
21 |1 AOKyMeHT 1,0
22 |2 -10 poKymeHTOB 10,0




23 |11 - 25 poKkymeHTOB 24,0
MogrotoBKa [AOKYMEHTOB Ha OyMaXKHbIXx HOcuUTenax Aans
nepennera
OT6op [OKYMEHTOB [A/1A nepenseTa; MPOBEPKA COCTOSHMA | OAMH LOKYMEHT
OOKYMEHTa; 3ano/IHeHUe (CBepKa) KHMKHOro dpopmynapa:
24 | nnocKoneyaTHble 4OKYMEHTbI 2,0
25 | penbedHO-ToUEYHblE AOKYMEHTDI 3,0
26 |noabopka KOMMIEKTOB, CBA3bIBaHWE B Mayku; OPOPMNAEHUE | O4UH LOKYMEHT 0,5
LOKYMEHTOB A1A nepejaym B nepennet
MogroToBKa K pectaBpaumm "roBopAwwmMx” KHUI Ha KacceTax M
[OKYMEHTOB, 3aNUCaHHbIX HA ONTUYECKMX AMCKaX:
27 |oT6Op LOOKYMEHTOB [A/A pecTaBpauuun, MpoBEPKA COCTOAHWUA | OAWMH OOKYMEHT 3,0
OOKYMEHTa, 3aMo/IHeHMe (CBepKa) KHUKHOro dopmynapa
28 |noArotoBKa  AOKYMEHTOB K BOCCTAHOB/EHMIO;  MNoAbopKa| O4MH LOKYMEHT 0,5
[OKYMEHTOB, aHANOTMYHbIX  MOBpeXAeHHOMY; odopmaeHue
[OKYMEHTOB A1 Nepeaadn Ha pecTaBpaLmio
PectaBpaumsa NJ0CKOMNeYyaTHbIX n penbedpHO-TOYEYHbIX
LOKYMEHTOB:
29 |nepenneTHble paboTbl OOMH AOKYMEHT 90,0
30 |BOCCTaHOBANEHUE oTAeNbHbIX NoBpeXAeHHbIX CTpaHuL, | oAHa CTpaHULUa 30,0
HaneyaTaHHbIX penbedHO-ToYeUYHbIM LWPUGTOM (CKAaHMPOBaHUE,
pacrnosHaBaHWe, pefaKTMpOBaHMe, pacneyaTka Ha b6palineBckom
npuHTepe)
31 | MenKkui pemoHT (NoAKNenKa HagopPBaHHbIX CTPaHUL, nepenseTa,| O4MH LOKYMEHT 2,0




TUTY/NIbHBIX JINCTOB, KapMalLKOB, AP/IbIKOB, 3aMeHa MPYKUHHOro
nepennera)

PecraBpauma JOKYMEHTOB, 3anmncaHHbIX Ha ayauMoKacceTax:

32 | BOCCTAaHOB/IEHNE NOBPEKAEHHOIO AOKYMEHTA C aHA/NIOMMYHOMO Ha | O4Ha onepaums 5,0
cneumanbHoM 060pyLOBaHUMM B 33aBUCMMOCTM OT TEXHUYECKOTO
OCHaLeHMA
33 | MeNKuit PemMoHT (3ameHa HenpaBW/bHbIX CK/eeK, MOAKNeiKa| o4MH LOKYMEHT 5,0
paKkopga, STUKeTOK Ha ¢yTiApax)
BoccTaHOBNEHME  YTpayeHHbIX/NOBPEXKAEHHbIX  AOKYMEHTOB,
3aMMCaHHbIX Ha ONTUYECKMX ANCKAX:
34 | cKkaHMpOBaHWeE AUCKA CTaHAAPTHbIMKU CpeacTBamm O4MH AUCK 2,0
35 |cKaHMpOBaHWE MOBPEXAEHHOrO JAMUCKA C  MCNOJIb30BaHMEM OAMH ANCK 20,0
crneumanbHOro NPorpaMmHoro obecneyeHus
36 |3arpyska obpasa gucKa B aBToMaTUYecKuii gybamkatop OAMH AMCK 3,0
KpaTHoe Bocnpoun3BeneHne gUCKOB: OAVH AUCK
37 |TeKkctoBble daiinbl 0,3
38 |3ByKOBbIE dalinbl 3,0
39 |Bugeodaiinbl 6,0
MpoBepKa Ka4yecTBa KOMUIA: OAVH AUCK
40 |TeKctoBble daiinibl 1,0
41 |3ByKOBbIE Qaiibl 5,0
42 |Bunaeodaiinbl 5,0




Mprem AOKYMEHTOB NOC/E PECTaBPaLNN:

43 | cBepKa MOCTYMMBLUMX LOKYMEHTOB C KHUMKHbIM (GOPMYAAPOM, | OANH OOKYMEHT 1,0
NpoBEepKa KayecTBa [AOKYMEHTOB; BOCCTAaHOBJIEHWE 3arsaBus,
HanucaHue Wwudpa Ha ApablKe, KOPELIKe AOKYMEHTA
Ob6ecnbinnBaHne poHAaA:
44 |obecnbinMBaHue ¢oHAA C MOMOLLBIO Mblaecoca; obecnevyeHue oAHa 15,0
paboyero mecta TEXHUYECKMMW CPeACcTBaMW:  Mbl1IECOCOM, Meponosika
pabouMm  CTO/IMKOM, CTPEMAHKOW, BeApOM; MpoBefeHue
obecnblIMBaHNA; 3aHEeCeHWe TeXHUYECKUX CPeacTB Ha MecTa
XpaHeHus
45 |pyyHoe obecnbiivBaHMe ¢oHAQ; obecnevyeHne pabouyero mecta ofgHa 10,0
TEXHUYECKMMU CPEeACTBAMU: CTPEMSHKOM, pabouMm CTONMKOM, meponoskKa
TenexKKomn, BeApOM,  TpANKamu; NpPOTUPKa,  3aHeceHue
TEXHUYECKNX CPecTB Ha MecTa XpaHeHUs
3.8. Paborta c poHaom. MepeBoa 4OKYMEHTOB B UubpoBoi popmaT
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BpemeHwu,
MUH.
1 2 3 4
OumndpoBKa [OKYMEHTOB, HameyaTaHHbIX pPenbedHO-TOYEUYHbIM
wpndTom:
1 |cKaHMpoBaHWeE U pacno3HaBaHWe pesibePHO-TOYEYHOTO TEKCTA O0fHa cTpaHuua 2,0
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2 |coxpaHeHue daina B TeKcToBOM popmare oAMH dalin 0,5
PenaKktMpoBaHMe OTCKAaHMPOBAHHOIO MaTepuasna B TEKCTOBOM | ofHa CTpaHuMua
pefaKkrope:

3 | Xy[A0XKeCTBEHHbIN TEKCT 5,0

4 | TeXHWYecKMe W apyrue cneuuasnbHble TEKCTbl (HOTHas 3anuchb, 40,0
MmaTemaTuKa, meauumHa, Xmmms)

OumndpoBKa AOKYMEHTOB, 3aMMCaHHbIX HA MAarHUTHOM NieHTe:

5 |nepeBog aHanoroeou 3anucu B unpposoin popmar 0/AHa 3anucb 6,0

6 |0bpaboTKa 3anMCcM Ha MArHWUTHOM JiIeHTe Ha  KaTyllKax; O/JMH Yac 180,0
pecTtaBpauua 3ByKa 3BYYaHUsA

7 |0b6paboTKa 3anncyM Ha MarHUTHOM NeHTe Ha KacceTe; pecTaBpaums OAMH Yac 90,0
3BYKa 3BYYaHUsA
OumndpoBKa AOKYMEHTOB, 3aNMCaHHbIX Ha FPaMMNIaCTUHKAX:

8 | moAaroTtoBKa rpamMnIaCcTMHKKM K 3anucu GOHOrpammbl; yaaneHue 0ofHa 12,0
Mol C MNOBEPXHOCTU TPaMMNAACTUHKK, CHATME CTAaTMYECKOro | rpamMniacTMHKa
3NeKTpnyecTBa

9 |3anuce QoHOrpammbl FPAaMMNAACTUHKM C  WUCMNOJIb30BAHUEM 0ofHa
3BYKOBOFO pejakTopa doHorpamma
O6paboTKa 3anncaHHoOM GOHOrPaMMbI: 0ofHa

¢doHorpamma
10 | nOCTOAHHOE aMNANUTYAHOE CMELLLEHME 5,0
11 |ymaneHue LWeNYKOB M MOTPECKMBAHMIA C MOMOLLbIO NaarMHa 10,0

dBTOMATUYECKOIO HaxoXgeHnAa n yganeHuna I'IO,EI,06HbIX enykos




12 |ycTpaHeHue GOHOBbIX LYMOB 10,0
13 |obecneyeHMe Ka4yecTBEHHOTO W €eCTeCTBEHHOro 3ByYaHWs C 10,0
MCMo/ib30BaHNEM 3KBaNam3epos (rpaduueckoro,
naparpaduyeckoro, napameTpmuyecKoro)
14 | HopmannsaumnA CBOMCTB 3BYKOBOro matepuana 5,0
15 |noarotoBKka obpaboTaHHOM ¢GOHOrpammbl K 3amucuM Ha AUCKaXx; oAHa 20,0
pa3pesKa 3ByKOBOro ¢aiiaa Ha Tpekun $oHorpamma
16 |3anucb NOAroTOBAEHHOrO ayguMomartepuana Ha AMcK (C yyeTom O4WNH AUNCK 12,0

BO3MOXHOCTM  KOHBEPTMPOBaHWA  maTtepuana B  dopmaT
ayauodalina)




3.9. O6cnynBaHWe Nonb3oBaTenel

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EanHunua Hopma
n/n n3mepeHusa BPEMEHM,
MUH.
1 2 3 4
3anucb nonb3oBaTenen B 6UbANOTEKY:
1 |npocmoTp AOKYMEHTOB Nosb3oBaTens (NacnopT, YIEHCKUIA buner, 0AVH 2,0
CTYAEHYECKUI buneT, cnpaBka 06 WMHBANMAHOCTM MO 3PEHUI0), | Nojb3oBaTeNb
npoBepKa HaAn4ma YY4ETHO-PEerncTpaLuoHHOM KapTOUKmM
nonb3oBatens
3anonHeHue YYETHO-PErnCTPaALLMOHHbIX [OKYMEHTOB | oguH dopmynap
nonb3oBaTens:
2 | dopmynsap Ha BymaxkHom HocuTene 5,0
3 | aneKTpOoHHbIN dopmynsp 4,0
4 | perncrpaumoHHan KapTouKa 5,0
5 | TpaHCnopTHbIN AncT 6,0
6 |porosop obcnyxuBaHma (2 sksemnaspa) 7,0
7 |TeTpaap peructpauum nosiboBaTtenemn 1,0
8 |O03HaKOMNeHWe C npaBulaMM MNOAb30BaHUA BubAMOTEKON, oauH 20,0
CNpPaBOYHbIM annapaTtom, HaJMYMem APYrux OoTAe/siIoB, NepeyHem | MoJ/b30BaTe/Nb

npenocraBademMblX ycnyr

Tabnunua 50



9 |paccTaHOBKA PEruvcTPauMOHHbBIX KapTovyeK MoNb30BaTeNell B| OAHa KapTouka 1,0
KapToTeKy
MepeperncTpauuns nosibosaTtenemn
MoucK M BHeceHWe W3MEHEHUN B Y4YETHO-PErucTpPauMOHHbIe
OOKYMeHTbl N0/1b30BaTenNA:
10 | popmynsap Ha BymarxkHOM HocuTene oauH dopmynsp 1,0
11 | aneKTpOoHHbIN dopmynsp oauH dopmynsp 1,0
12 | perncrtpaumoHHasa KapTo4kKa OAHa KapTo4Ka 1,0
13 | TpaHCNoOpTHbIM ANCT OAMWH Nnct 1,0
14 | poroBop ob6cnyKMBaHUS O4MH A0oroBop 1,0
3.10. CraumoHapHoe obcnyKMBaHWE NoNb3oBaTe el
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BpemeHwu,
MUH.
1 2 3 4
O6cnyxuBaHWe nosb3oBaTesieit B oTaenax aboHeMeHTa: obLero
M HOTHO-MY3bIKaNbHOrO:
1 |vHPopmmMpoBaHMe nosnb3oBaTenel O HOBbIX MOCTyNAeHUsX;| ofnHa becega 5,0

6ece,u,a C NONb30BaTENIEM Y BbICTAaBOK

Moabopka [OKYyMeHTOB M3 ¢oHAaa oTaena Aaa  BblAauu
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No/1Ib30BaTENO:

2 | uM3aaHuA, HanevyaTaHHble pesibepHO-ToYEeYHbIM WPNdTOM OJVH OOKYMEHT 3,0
3 |"roopAwme" KHUIM 1 My3blKa/ibHble NPON3BEAEHUA Ha KacceTax | OAWH AOKYMEHT 3,0
4 |u3pgaHua Ha unopoBbIX HOCUTENAX MHPopmaumn (OUCKKM, dnew-| oAUH AOKYMEHT 1,0
KapTbl C KPMNTO3ALWMUTOM)
5 |rpamnnactuHkm OAUH OOKYMEHT 1,0
6 |HOTHble n3gaHmMA (NN1ocKoneyvaTHble U NO cucTeme bpaiins) OZVH OOKYMEHT 2,0
7 |n3paHuA, HaneyaTaHHble MNAOCKOMeYaTHbIM, B TOM 4Yucae| OAUH AOKYMEHT 1,0
YKPYMHEHHbIM, WpndTOom
8 |3ByKOBble @alinbl M3 6asbl  AaHHbIX 'roBopAWMX" KHWUT C oANH daiin 15,0
KpUNTO3aLWwMmTOom
9 |3anuncb 3ByKOBbIX $panaoB "roBopAWwmMX" KHUF C KPMMATO3aLWMUTOM Ha oAMH daiin 10,0
dnew-kapTy Nonb3oBaTenAa C nNpegBapuTeNbHON NOArOTOBKOWM
(ouncTrOM) Pnew-KapTbl NoNb30BaTENA
10 |npepocTaBneHMe NOAb30BaTeNl0  HOTHbIX WM My3blKaNbHbIX | O4MH AOKYMEHT 2,0
LOKYMEHTOB ana npeasapuTebHOro NpourpbIBaHMA,
NpocAyLMBaHMA B NOMELLLEHUM OTAeNa
MpoBepKka  AOKYMEHTOB  nepesd  BblAadei/mpMemom  Ha| OAWMH AOKYMEHT
COOTBETCTBME U OTCYTCTBUE AedEKTOB:
11 |u3paHus, HanevyaTaHHble pesibedHO-TOYEYHbIM WPMUPTOM 1,0
12 |"roBopAwme" KHUIM 1 My3blKanbHble NPON3BEAEHNA Ha KacceTax 3,0
13 |u3gaHusa Ha umdpoBbix HocuTensx uHdopmauum (guckn, dnaew- 1,0

KapTbl C KPMNTO3ALLNTOMN)




14 | rpamnaacTMHKM 1,0
15 |HOTHble n3gaHus (Na1ocKkoneyaTHble U No cucteme bpaiinn) 1,0
16 |uM3paHMA, HaneyaTaHHble MJIOCKONEYaTHbIM, B TOM 4Yucne 0,8
YKPYMHEHHbIM, WpndTOM
17 |Bblga4ya [AOKYMEHTOB MONb30BaTesilo, OTMETKa O Bblgavye B| OAMH AOKYMEHT 0,7
KHUXKHOM dopmynspe
OTmeTKa o Bblgaye/npreme LOKYMEHTOB: OZVH OOKYMEHT
18 | B py4HOM pexrume 1,0
19 |B aBTOMATM3UPOBAHHOM peXnume 0,7
20 [Mpvem [OKYMeHTOB OT MO/Ib30BaTeNA, MNOWUCK W BKA3AKa | OAWH OOKYMEHT 1,0
KHUKHOTro dopmynapa
MpoaneHne cpoKa No/b30BAHUA OKYMEHTAMMU: OLMH OOKYMEHT
21 | B py4HOM pexumme 2,0
22 | B aBTOMATU3MPOBAHHOM pexume 0,7
KoHcynbTauma nonb3sosarens: 0ofHa
KOHCyNbTaLmA
23 |no paboTe ¢ KapTOYHbIM KaTanorom 5,0
24 | no paboTe c 31eKTPOHHbIM KaTa/Iorom 7,0
25 | no akcnnyataumun tudnomarHutodoHos, Tudaodaew-nieepos 10,0

Otéop ¥ nepegaya Ha BOCMpPOM3BEAEHWE B cheunasbHOM
dopmaTte parmMeHTOB MNNOCKOMEYATHbIX TEKCTOBbIX M HOTHbIX
[OKYMeHTOB (no 3anpocy nosab3osBaTens):




26 |npvem 3anpoca OT MoJsib3oBaTens, MNoAOOPKA OOKYMEHTOB,| OAWH OOKYMEHT 5,0
odpopmneHmne 3aKkasa
27 |noArotoBKa [OKYMeEHTa K BOCMNpousBeaeHUto (MOMUCK, 3aKnaZlka| OofHa cTpaHuua 2,0
dparmeHTOB, OLEHKA BO3MOXHOCTU CKaHMPOBAHMA TEKCTa,
py4yHOro Habopa HOTHOI 3anucK no cucteme bpaiins)
O6cnyxunBaHuMe nosib3oBaTtesiell B YATaIbHOM 3aie:
28 |nHdopmMmMpoBaHME O HOBbIX nocTynseHuax; becega c| opaHa beceaa 5,0
No/1b30BaTE/IEM Y BbICTABOK, TEMATUYECKUX KHUMKHbIX MOJIOK
MoucK OOKYMEHTOB MO 3anpocy Mo/sib3oBatens B MNOACOOHOM | 0AWH AOKYMEHT
doHae:
29 |no BMAam U3gaHui 3,0
30 |no onpeaeneHHoOMN Teme 4,0
MpoBepka  [AOKYMEHTOB  nepesd  BblAadeid/mpMemom  Ha| OAMH AOKYMEHT
COOTBETCTBME U OTCYTCTBUE AeEKTOB:
31 |u3gaHuAa, Hane4yaTaHHble peibedHO-TOYEYHbIM WpUPTOM 1,0
32 |"roBopsAwme" KHUIM Ha KacceTax 4,0
33 |M34aHMA HA UMPPOBBLIX HOCUTENAX UHPopMauMn (ancku, dnew- 1,0
KapTbl)
34 |u3paHuA, HaneyaTaHHble MNJIOCKOMNeYaTHbIM, B TOM 4ucne 0,8
YKPYMHEHHbIM WpnpTOom
35 | TaKTUNbHbIE PYKOAENbHbIE N3AAHMUA 1,0
36 |penbedHo-rpadpuyeckne nocobusn 1,0




37 |Bblga4ya [OOKYMEHTOB MO/Ib30BaTeNl0, OTMETKa O BblAaye B| OAWH OOKYMEHT 0,7
KHUXXHOM dopmynsape
OTmeTKa 0 Bblgave/npreme AOKYMEHTOB: OOMH AOKYMEHT
38 | B py4HOM pexumme 1,0
39 | B aBTOMATU3MPOBAHHOM peXxume 0,7
40 |npuem LOKYMEHTOB OT NONb30BATENA, MOUCK U BKNAAKA KHUXKHOIO | OAMH OOKYMEHT 1,0
dopmynapa
KoHcynbTauma nonb3sosarens: ofHa
KOHCybTauuA
41 | no paboTe c KAPTOYHbIM KaTanorom 7,0
42 | no paboTe c 3N1EKTPOHHbIM KaTa/Norom 8,0
43 | no aKkcnayatauum tupaomarHutodpoHos, Tudaodaeww-nieepos 10,0
44 |no 3KcnayaTauMm afganTUMBHbIX TUQPIOTEXHUYECKUX CpencTs U 20,0
nporpamm
45 |no 3KcnayaTauuu KOMMbIOTEPHOM TEXHWKM W MPOrpaMMHOro 20,0
obecneyeHun
PaboTa c yteuom:
46 |npepBapuTenbHasA 3anucb NOJIb30BaTeNA K uTeuy 0ofHa 3anucb 1,0
47 | nouck, obopmneHune OKYMEHTa 1A BblgaumM NoSb30BaATENHO OAMH OOKYMEHT 5,0
48 |4yTeHMe TeKCTa oAHa CTpaHuMua 5,0
(bopmaT A4)
49 | NpoYUTbIBaHME TEXHUYECKOrO U APYrMX cneumanbHbIX TeKCToB Ha| 1000 3HaKos 6,0




MarHuUTHyto NeHTy/undpoBbie HocuTeNu

Otbop ¥ nepefaya Ha BOCMpoOM3BEAEHME B CheLManbHOM
dopmate dparmMeHTOB NJAOCKONEYaTHbIX OKYMEHTOB (Mo 3anpocy
nosb3oBaTens):

50 |npvem 3anpoca OT no/sb3oBaTens, MNoadopKa [AOKYMEHTOB,| OA4MH LOKYMEHT 5,0
odopmneHune 3akasa
51 |noarotoBKa AOKYMEHTA K BOCNPOM3BELAEHUIO OZHa CTpaHuLa 2,0
3.11. BHecTauuoHapHoe o06cnyKMBaHWe Nonb3oBaTenei
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHnua Hopma
n/n n3mepeHusa BPEMEHM,
MUH.
1 2 3 4
HagomHoe ob6cnyKMBaHWe Nosb3oBaTeNen:
1 |npvem 3aKasa OT nonb3oBatens no TenedoHy, opopmneHue OJWH 3aKa3 4,0
3aKasa
Mouck n3 poHaa KoMNNEeKTa JOKYMEHTOB: OZMH KOMMJIEKT
2 |u3paHuA, HanevyaTaHHble penbedHo-ToYeyHbIM WpndpTom (10 - 15 15,0
KHUT U3 KOMMJIEKTA)
3 |"rosopsAume" KHUIU Ha KacceTax (5 Ha3BaHUIA) 10,0
4 | n3pgaHna Ha UMpPOoBbLIX HOCUMTENAX MHPopMaumn (ancku, dnew- 6,0

KapTbl) (5 Ha3zBaHuMI)
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5 |oTmeTKa 0 Bblgaye AOKYMEHTa B KHUXHOM popmynape OAMH AOKYMEHT 0,7
OtTmeTKka O Bblgadye/npueme AOKYMeHTOB B  dopmynsape | oauH AOKYMEHT
nosb3oBaTens:

6 |B py4HOM pexume 1,0

7 | B aBTOMaTM3MPOBAHHOM pexnme 0,7

8 |noAarotoBka A0KYMEHTOB K OTMApPaBKe; COPTUPOBKA MO BMAAM O4MH 3aKa3 15,0
W34aHWKA, YyNakoBKa, oOQpopmaeHWe TPaAHCMNOPTHOrO  JIUCTQ,
norpysKka; cornacoBaHve C Mo/sb3oBatesnem Mo  TenedoHy,

[0CTaBKa 3aKasa

9 |npvem [OKYMEHTOB OT MNONb30BATENA; BbIFPY3Ka, PACNaKoOBKa, OJVH 3aKas3 8,0
NOMUCK U BKaZKa KHUXKHOro dopmynsapa
MpoBepKka AOKYMEHTOB nepes  OTNPaBKoOW/MpMemMomM  Ha| OAWMH AOKYMEHT
COOTBETCTBME U OTCYTCTBUE AedEKTOB:

10 |m3paHuA, HanevYaTaHHble pesbePHO-TOUYEYHbIM LWPUDTOM 1,0

11 |"roBopswme" KHUIM Ha KacceTax 6,0

12 |n3paHua Ha uMdpPOoBbIX HOCUTENAX UHbOPMauuKn (aucku, dnew- 1,0
KapTbl)

MpoaneHne cpoKa Nob30BaHUA AOKYMEHTaMU: OAMH AOKYMEHT

13 | B py4yHOM pexxume 2,0

14 | B aBTOMATU3NPOBAHHOM peXnme 0,7
0O6cnynBaHMe nonb3oBaTesielt B BUBNIMOTEYHbIX MYHKTaXx:

15 |noAroToBKa M 3aK/llOYeHWe [oroBopa Mexay OubnmoTekon n| OAWH [OroBop 300,0




opraHusauuen, rae 6yAeT OCYyLLecTBAATbCA BHeCTauMoHapHoe
obcnyKmBaHne

Odopmnerne popmynapa 6UHGNMOTEYHOTO NYHKTA:

oAnH dopmynap

16 | B py4yHOM pexrume 7,0

17 | B aBTOMATM3UPOBAHHOM peXKnume 6,0

18 | odopmneHmne nanku ¢ AOKYMeHTamu (J0rosop, 4OBEPEHHOCTb Ha OZHa nanka 15,0
Nosly4yeHUe KHUT, OTYETbI)

19 |coctaBneHne cxembl pasmelleHUs BGUBANMOTEYHbIX MYHKTOB MO o4Ha cxema 120,0
TeppuTopmam

20 |cocTaBneHue rpaduka obMeHa [OOKYMEHTOB, HAXO4AWMXCA B| OAWMH rpaduK 20,0
6MBNOTEYHbIX MYHKTaX

21 |cocTaBneHMe nJaHa MeToAMYecKon nomolwm 6ubanotekapam- OAMH NAaH 60,0
obLecTBeHHUKaM
BblAaya LOKYMEHTOB B BUOANOTEYHDIN NMYHKT:
MoarotoBKa 7 pacnevaTka CnucKa OOKYMEHTOB, | OAMWH CMMUCOK
npesHasHavyeHHbIX 410 BblAauym BUBANOTEUHOMY MYHKTY:

22 | 20 poKymeHTOB 30,0

23 |40 poKymeHTOB 60,0

24 | 100 poKkymeHTOB 120,0
Moabopka n3 poHAa NO CNMUCKY/3aaBKE KOMMIEKTOB AOKYMEHTOB | OAMH AOKYMEHT
pa3NnyHbIX GOPMATOB:

25 |M34aHuMA, HaneyaTaHHble penbedHO-TOYEYHbIM WPUPTOM 3,0




26 |"rosopsAwme" KHUIX Ha KacceTax 2,0
27 |u3paHua Ha uMdpoBbIX HocuTenax uHbopmaumu (aucku, dneww- 1,0
KapTbl)
28 |M3paHMA, HamneyaTaHHble NJIOCKOMNEeYaTHbIM, B TOM  u4ucae 1,0
YKPYMHEHHbIM WpnPTOom
CBepKka [OOKYMEHTOB CO CMMCKOM/3afBKOWM M  NpOBEpKa| OAWH AOKYMEHT
[OKYMEHTOB nepefs Bblgadel Ha COOTBETCTBUME M OTCYTCTBUE
nedeKTos:
29 |u3gaHuA, HanevyaTaHHble pefibePHO-TOUYEUYHbIM WpPUPTOM 1,0
30 |"rosopsALwme" KHUIMM HA KacceTax 6,0
31 [M34aHMA HA UMPPOBBLIX HOCUTENAX MHPopMaumn (ancku, dnew- 1,0
KapTbl)
32 |u3paHuA, HaneyaTaHHble MNJIOCKOMeYaTHbIM, B TOM 4ucne 0,8
YKPYNHEHHbIM WpUPTOM
33 |copTupoBKa MO BUAAM U3LAHUIN, OTMETKA O BblAaye AOKYMEHTA B| OAWH OOKYMEHT 1,0
KHUXXHOM dopmynsape
OTmeTKa 0 Bblgavye OKYMEHTOB: OAWH OOKYMEHT
34 | B py4HOM pexumme 1,0
35 | B aBTOMATU3MPOBAHHOM peXume 0,7
36 |paccTtaHOBKa KHUXHbIX GOPMYNAPOB B KAPTOTEKY MHAMKATOPA oAnH dopmynap 1,0
37 |noarotoBKa AOKYMEHTOB K OTMPaBKe, YNaKOBKA, COCTAB/AEHME | OAMH KOMMAEKT 30,0

OMUCH, Norpyska




38 |oTmeTKa 06 oTnpaBKe 3aKasa B XKypHase perncrpaumnu O/AHa 3anucb 2,0
39 |onoselleHne aboHeHTa 06 OoTnNpaBKe 3aKasa OAVH abOHEHT 1,0
Mprem AOKYMEHTOB M3 BUBAMOTEYHOrO NYHKTA:
40 |pacnakoBKa MOCbIIKKM, COPTUPOBKA [AOKYMEHTOB MO BMAAM| OZAHA NOCbINKA 3,0
M3aaHui
lMpoBepKa BO3BpPALLEHHbIX [AOKYMEHTOB HA COOTBETCTBME, | OOAUH AOKYMEHT
KOMMJIEKTHOCTb, OTCYTCTBUE AeDEKTOB:
41 |u3aaHusa, HanevaTaHHble peNbePHO-TOUYEUYHbIM WpUPTOM 1,0
42 |"roBopAwme" KHMIM Ha KacceTax 6,0
43 |n3pgaHna Ha UMpPOBbLIX HOCUTENAX MHPopMaumn (ancku, dnew- 1,0
KapTbl)
44 |u3paHMA, HanevaTaHHble NAOCKOMeYaTHbIM, B TOM 4ucne 0,8
YKPYMNHEHHbIM WpUPTOM
45 | copTUpOBKa AOKYMEHTOB MO BMAAM W34aHWM, NOUCK M BKAAAKA | OAMH OOKYMEHT 1,0
KHUXKHbIX GopmynapoB
OTmeTKa 0 npneme AOKYMEHTOB: OOMH AOKYMEHT
46 |B pPy4HOM peXMMe 1,0
47 |B aBTOMAaTU3NPOBAHHOM pexnme 0,7
48 |onoBelleHNe aboHeHTa 0 Npueme AOKYMEHTOB OAVH abOHEeHT 1,0
49 | oTMeTKa 06 06MeHe JOKYMEHTOB B AHEBHUKE OTAENA OZHa 3anucb 1,0

3ao4Hoe obcnyKnBaHUe nosib3oBaTenemn




OdopmneHre LOKYMEHTOB Ha 06C/yKMBaHME abOHEHTOB:

50 |npuem 3asBKM OT aboHeHTa Ha obcayXuBaHWe, MNOArOTOBKA OJHa 3anaBKa 5,0
nakeTa LLOKYMEHTOB K OTMpaBKe
OdopmneHne bopmynsapa aboHeHTa: oavH dopmynsp
51 | B py4yHOM pexumme 6,0
52 | B aBTOMaTM3MPOBAHHOM pexnme 7,0
Bblaaya 4OKyMeHTOB aboHeHTam
MNoabopKa M3 doHAa No 3akasy aboHeHTa AOKYMEHTOB Pa3/IMUHbIX | OAUH AOKYMEHT
¢dopmaros:
53 | u3gaHuAa, HanevyaTaHHble peibePHO-TOYEUYHbIM WpPUPTOM 3,0
54 |"rosopsAwme" KHUIMM Ha KacceTax 2,0
55 |M34aHMA Ha UMPPOBBLIX HOCUTENAX MHPopMaumn (ancku, dnew- 1,0
KapThbl)
56 |uM3paHMA, HaneyaTaHHble NJIOCKOMNEeYaTHbIM, B TOM uYucae 1,0
YKPYMHEHHbIM WpUpTOMm
CBepKa AOKYMEHTOB CO CMUCKOM M MPOBEPKA AOKYMEHTOB Nepes | OAWH AOKYMEHT
BblAayei Ha COOTBETCTBME U OTCYTCTBUE AePEKTOB:
57 |v34aHuA, HaneyaTaHHble penbedHO-TOYEUYHbIM WPUPTOM 1,0
58 | "roBopAawme" KHUIM Ha KacceTax 6,0
59 |[M3maHMA Ha UMPPOBBLIX HOCUTENAX MHPOopMaLMn (ancku, daew- 1,0
KapTbl)
60 |u3paHMA, Hane4dyaTaHHble MJIOCKONeYaTHbIM, B TOM 4ucne 0,8




YKPYNHEHHbIM WpUHTOM

61 | oTMeTKa O Bblgaye AOKYMEHTa B KHUXKHOM dopmynsape OJVH OOKYMEHT 0,7
OTmeTKa 0 Bblgaye AOKYMEHTOB: OOMH AOKYMEHT

62 | B py4HOM pexumme 1,0

63 | B aBTOMaTM3MPOBAHHOM pexnme 0,7

64 | paccTaHOBKA KHUKHbIX GOPMYNAPOB B KAPTOTEKY oauH dopmynsp 1,0

65 |noarotoBka AOKYMEHTOB K OTMpaBKe; YMaKOBKA, COCTaBAeHWEe | O4MH KOMMNEKT 30,0
onucu, NorpysKka

66 | oTmeTKa 06 OTNpaBKe 3aKa3a B KypHasie perncrpaumm O/1Ha 3anucb 2,0

67 |onoBeleHne aboHeHTa 06 oTNpaBKe 3aKasa OAMH abOHEeHT 1,0
Mprem AOKYMEHTOB OT aOOHEHTOB:

68 |npuem OOKYMEHTOB; COPTUPOBKA NOCLIIOK MO agpecam, OTMeTKa | 0AHa NocCblKa 2,0
0 Npueme B XKypHaJie perucTpauum

69 |pacnakoBKa MNOCbIIKK, COPTUPOBKA [OOKYMEHTOB MO BWOAM| OAHA NOCbLIJIKA 3,0
M3aaHUM
lMpoBepka BO3BpPALLEHHbIX [OKYMEHTOB HAa COOTBETCTBUE, | OAWH OOKYMEHT
KOMMNJIEKTHOCTb, OTCYTCTBUE AedEeKTOB:

70 |M3AaHuA, HaneyaTaHHble penbedHO-TOYEYHbIM WPUPTOM 1,0

71 |"roBopsAwme" KHUIM Ha KacceTax 6,0

72 |M34aHMA Ha UMPPOBBLIX HOCUTENsAX UHPopMaumn (Ancku, dnew- 1,0

KapTbl)




73 |M3paHMA, HaneyaTaHHble NJIOCKOMNEeYaTHbIM, B TOM u4ucae 0,8
YKPYNHEHHbIM WpnudpTOoMm
74 | copTUPOBKA AOKYMEHTOB MO BMAAM WM3[4aHWUN, MOUCK WU BKNaAKa | OAUH AOKYMEHT 1,0
KHUXKHbIX GOpMynapos
OTmeTKa 0 npueme AOKYMEHTOB: OOMH AOKYMEHT
75 | B pyd4HOM peXxume 1,0
76 | B aBTOMATU3MPOBAHHOM peXxume 0,7
77 |onoBelweHne aboHeHTa 0 NpMeme JOKYMEHTOB OAMH aboHEeHT 1,0
78 |oTmeTKa 06 obmeHe JOKYMEHTOB B AHEBHMKE OTAENa OZHa 3anucb 1,0




3.12. BHyTpeHHsAA paboTa

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EanHunua Hopma
n/n n3mepeHusa BPEMEHM,
MUH.

1 2 3 4
MoaroToBKa K Bblgaye:

1 |nopBepeHne wToroB paboTbl 33 Npoweawunii AeHb, 3anucb B eXxegHeBHO 15,0
OHEeBHUKe

2 |pacctaHoBKa QopmMynapoB Mo/b30BaTesNeld MO CPoKam, no| oguH bopmynap 1,0
andasuty

3 |noabopka A4OKYMEHTOB Mo BMAAM W34aHWI NO NpenBapuTesibHbIM | OAWH OOKYMEHT 1,0
3aKa3am nonb3oBaTesei
MpocmoTp HOBbIX NoCTyNAeHWUM ana pekoMeHAaLUUN | O4MH AOKYMEHT
Nnoab30BaTeNAM:

4 |rasetol 5,0

5 |XypHanbl, Hane4yaTaHHble NAOCKONEYATHbIM WPUPTOM 15,0

6 |KypHanbl, Hane4yaTaHHble pefibePHO-TOUEYHbIM LWPUPTOM 5,0

7 | KHUIKM, HaneYyaTaHHbIE NJOCKOMNeYaTHbIM WpUdTOM 5,0

8 |KHUIM, HanevyaTaHHble penbedHO-TOUEYHbIM WPUDTOM 2,0

9 |ayauoBuM3yanbHble M34aHMA Ha aHaNoroBbiX M UMOPOBbLIX 2,0
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HOCUTENnAx

10 [npocmOTp M MONOSHEHME KHMXKHbIX BbICTaBOK, MNOJIOK W | OAWUH AOKYMEHT 5,0
cTennaxein, oTkpbITbiX 414 cBo6oAHOro AOCTYNa NoJib3oBaTenemn
11 |noaroTtoBKa paboyero mecra eXkeflHeBHO 15,0
PaboTa c dopmynapom nonb3oBaTens:
12 |aHanu3 ¢$opmyApPOB MOJb30BaTE/NEN, BbIABJAEHUE UYMTATENbCKUX | OAUH dopmyaap 20,0
MHTEpecoB
13 [3anucb B dopmynape MNoNb30BaTeNA O pPe3ynbTaTax aHanamsa| oauH popmynap 3,0
YTEHWSA 33 onpeaeneHHbI nepmos,
14 | cocTaBneHne KapToTEKM YMTaTeIbCKUX NHTEPECOB OflHa KapTo4Ka 3,0
15 |3anuMcb B AHEeBHWKe OWBAMOTEKaApA O AMHAMUKE YTEeHWs M| OJHa 3anucb 2,0
MHTepecax nosib3oBaTesiel (rpynnbl Nosib3oBaTenei)
PaboTta c nosnb3oBaTensimu, He BO3BPATUBLUMMWM OOKYMEHTbl B
CPOK:
16 |npocmoTp U4 oTbop dopmynapoB  nosb3oBaTeniel, He| oauH popmynsap 2,0
BO3BPATUBLUMX AOKYMEHTbI B CPOK
M3BelleHNne nNonb3oBaTeNsA, He BO3BPATMBLUErO0 AOKYMEHTbl B| oaAuH dopmynsp
CPOK; OTMETKa AaTbl HANOMWHAHUA B Gopmyaape Nonb3oBaTens:
17 |ycTHo (no TenedoHy) 3,0
18 | nMCbMEHHO Yepes NoUYTOBOE OTAENEHME UMM SNEKTPOHHYHO NOYTY 3,0
19 |ypaneHue u3 6a3bl AaHHbIX CBEAEHMI O 3aHATOCTU BO3BPALLEHHbIX | OANH AOKYMEHT 0,7

AOKYMEHTOB




Mprem AOKYMEHTOB B3aMeH YyTePAHHbIX:
20 |npocmMOTp W OUEHKa AOKYMEeHTa, MpeanoXeHHOro B3aMeH | O4MH AOKYMEHT 3,0
YyTEPAHHOro
21 [3anucb O 3ameHe AOKymeHTa B dopmynape nosb3oBaTena, B| OAWH OOKYMEHT 2,0
TeTpagy ydeTa AOKYMEHTOB, MPUHATbIX B3aMeH yTepAHHbIX
PaboTa c oTKazamu:
22 |3anofiHeHWEe KapTOYKM Ha OTKa3 C YKasaHWem nNpuYMHbI, | OAHA KapTouKa 4,0
paccTaHOBKa KapToOYeK B KapTOTEKY OTKa30B
23 |aHanM3 OTKa30B, MOAroTOBKAa CMWCKA Ha [OOKOMMNJEKTOBaHWe O4MH OTKa3 8,0
¢doHaa
3.13. O6cnyKmBaHue No mexbmbamoteuHomy aboHemeHTy (MBA)
Tabnuua 54
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHnua Hopma
n/n n3mepeHus BpemeHwu,
MUH.
1 2 3 4
O6cnyXuBaHUe MHAMBUAYAIbHBIX MONb30BaTeNeN BUBAMOTEKM NO
MBA:
1 |peructpauua nonb3osartend, nonbsytoweroca MBA O4MH 2,0
nonb3oBaTenb
2 |3anonHeHue 6nhaHKa-3aKasa OJWH 3aKa3 3,0
3 |yTOYHEHME YyKasaHHbIX MO/b30BaTe/IEM CBEAEHUIM O 3aKa3aHHOM OOMH 3aKas 2,0




OOKYMEHTe, LenAx 3anpoca, MWCTOYHWKE, OTKYAA MOJyYeHbl
cBeAeHus
bubnunorpadpuyeckan popaboTka 3aKasa; yTO4YHEHUe OMH 3aKas

bubnmorpaduyecknx ceeaeHni:

4 | no cnpaBoYHbIM U3gaHnAM 13 GoHaa 6MBNMOTEKM 10,0

5 | npv nomowy BHYTPEHHUX U BHELWHUX 633 gaHHbIX 5,0

6 |npoBepKa Ha/iMuMA 3aNpallMBaAEMOro AOKYMeHTa B bubanoTeKkax, | oguMH OKYMEHT 12,0
B TOM YMCNe NO CBOAHbIM KaTasioram

7 |3anucb CBeAeHMA O  HanpaBaeHMM 3akaza no  MBA O4MH 3aKa3 2,0
(HaumeHoBaHWe 6GWBAMOTEKW, pJaTa); OTNPaBKa 3aKasa B
61MbAnOTEKY, UMEIOLLYIO 3anpaLUMBAEMbIN JOKYMEHT

8 |nepemelueHrMe  6HnaHKa-3aKkasa B KapTOoTeKy  3anpocos 0A4HO 0,5
nonb3osatenei no MBA 3a pasgenutenb "3anpocbl no MBA, TpeboBaHue
HanpaB/ieHHble B apyrue 6ubanortekn"

9 |npuem AOKymeHTa, npucaaHHoro no MBA O4MH AOKYMEHT 4,0

10 |u3BeweHMe nosb3oBaTena O NOAYYEHUM  3aNpPOLUEHHOrO 0AuVH 2,0
OOKYMEeHTa U CPOKax ero nosib30BaHUA nonb3oBaTenb

11 |Bblgavya nonb3oBaTesnto MojaydeHHbIX NO MBA [OKYMEHTOB B| OAWH AOKYMEHT 2,0
YMTANIbHOM 3ajie; CBEPKA BblAaBaeMOro AOKyMeHTa ¢ Bi1aHKOM-
3aKa3oM, NPOBEpPKa COCTOAHUA AOKYMEHTA, OTMeTKa O Bblaye

12 |npuem [OKYMeHTa OT MO/b30BaTeNs; CBEpKa JAOKYMEHTa C| OAWMH AOKYyMEeHT 1,0
61aHKOM-3aKa3a, MPOBEepKa COCTOAHUA [AOKYMEHTa, OTMETKa O
npueme, nomelleHMe AOKYMEHTa B CneuuanbHO BblaeneHHoe
MmecTo

13 |n3BneveHne 6naHKa-3aKaza M3 KapTOTEKM, OTMETKa 06 OTnpaBKe| OAWMH IUCTOK 1,5




LOKYMeHTa (maTa, HoMep Nno4YTOBOro oTnpasneHun);
nepecTtaHoOBKa /INCTKa M3 pasgena 'MonyyeHHble no MBA
nsgaHua" B pasaen "BosspaleHHan autepatypa”

TpeboBaHusA

14

NoOAroToBKa  [AOKYMEHTOB K  OTnpaBke B 6ubanoTeky
doHOoOepKaTeNb; YMNAKOBKA 3aKasa, MpPOCTaB/ieHWe LwWTamna
"MoyTa cnenbix", HaNMcaHWe agpeca, COCTaBAEHME ONUCH

OAMH 3aKa3

5,0

15

paboTa C OTKasamu; Npu NOAyYeHUU M3BelleHUsa 06 oTKase uau
3a/lepyKe BbINOJIHEHUA 3anpoca yKkasaHuMe B 6H/iaHKe-3aKase Ha
060pPOTHOI CTOPOHE NPUYMHBI U AaTbl OTKas3a, NepecTaHoBKa ero
u3 pasgena "3anpocbl no MBA, HanpaBieHHble B Apyrue
6ubnnotekn" B pasgen "OTkasbl no MBA"; coobuieHne B oTaen
o06Ccny>KMBaHMA O NONYYEHUM OTKasa (gaTa, npuumHa)

OAVH 3aKa3

4,0

Ob6cnyxkuBaHne aboHeHToB no MBA: cBepka MO KapToTeke
aboHeHTOB HoMepa aboHeHTa Ha 6/1aHKe-3aKase opraHM3aLmm

OpraHusauus aboHupyeTca:

OAVH 3aKa3

16

npocTaBieHne Homepa Ha bOnaHKe-3aKase, CBepKa ajpeca,
HasBaHWA oOpraHusaumun, ¢amumnmm oteeTcTBEHHOro no MBA
(BHECEHME N3MEHEHWIA B KAPTOUKM)

4,0

AB6oHeHT 06paTnaCA B TEKYLLEM oAy BNepsble:

OAVH aboHeHT

17

NpocTaB/ieHne B KapTo4yKe roga obpalleHus, Aatbl, obopmaeHne
aboHeHTa

1,0

OpraHu3aums paHee He aboHMPOBaNach:

OAVH aboHeHT

18

npuceoeHne aboHeHTY HoOMepa, 3aMo/IHeHUE  KapTO4YKu
peructpauumn aboHeHta MBA u dopmynap, ykasaHWe MOAHOro
HaMMeHOBaHMA OpraHM3auuK, MoyToBOro agpeca, TtenedoHa,
bammnumM, KMMeHM, oTyecTBa OTBETCTBEHHOro Auua, [Aatbl

6,0




OTKPbITUA N HOMEPa aboHeHTa

19 | paccTaHOBKa perncTpaLMOHHbIX KapTOYEK B KAPTOTEKY O/ZlHa KapTouKa 0,5
20 |odopmneHne um3BeleHua aas  aboHeHTa 06  OTKPbITUM ogHo 2,0
aboHemeHTa (3anpoc HegOCTalOWMX AN KAPTOTEKU CBEAEHMI) nsBelleHne
21 |npoBepkKa npaBUIbHOCTU 3anoNHeHUs 6naHKa-3akasa,| OAWH BiaHK- 5,0
33J0/1I’KEHHOCTU aboHeHTa; npocTaBieHne Ha obopoTe b6saHKa- 3aKas
3aKasa WTamna u gaTbl NoJy4yeHuMa 3aKasa
22 |wndpoBKa 3aKa3oB aboHeHTOB; NogbopKa 6/1aHKOB-3aKa30B MO| OAWMH BaHK- 3,0
andaBuTy, NPoBEPKa HaNMUMUA OKYMEHTOB NO KaTanory 3aKas
23 | noAroToBKa AOKYMEHTA K BblZaye; CBepKa AOKYMEHTa ¢ 61aHKOM-| 04MH OOKYMEHT 2,0
3aKa3oMm, MNpoOBepKa COCTOSIHMA [OOKYMEHTa; NpOCTaB/ieHMe Ha
6naHKe-3aKkase Wudpa LOKYMEHTA, WHBEHTApPHOrO HOMepa,
KO/IMYEeCcTBa AOKYMEHTOB, AaTbl BblAauu, Wrtemnensa 6ubanoTekn c
HasBaHMEM WM MNOYTOBLIM ALPECOM; YKa3aHWe CPOKa BO3BPaTa;
B/IO)KEHME YacTM 0OnaHKa-3aKasa aboHeHTa B BblgaBaemblit
[OKYMEHT, NpocTaBneHme Homepa baHaeponu
24 | nocTaHOBKA 3aKa3a Ha oyepe/b; OTNpaBKa aboHEeHTY U3BELLEHUs O/ZIMH 3aKa3 2,0
25 | nepepaya M3pgaHMA Ha KONMPOBAHMKE O4MH 3aKa3s 3,0
26 |oTnpaBka  AOKyYmMeHTOB  aboHeHTam; ynaKOBKa  3aKasa, O/ZIMH 3aKa3 5,0
npoctasneHne wTamna "Mouyta cnenbix", HanucaHuve ajapeca,
COCTaB/ieHMe onucu
27 |pacctaHoBKa 671aHKOB-3aKa30B Ha BblAaHHble [AOKYMEHTbl B| OAWH OOKYMEHT 0,5
KapToTeKy obcnyXumBaHUA aboHeHTOB B pasaen "BblgaHHble Mo
MBA n3paxuma"
28 |npuHATME AOKYMEHTOB, BO3BpPallLEHHbIX abOHEHTaMW; BCKPbITUE | OAUH AOKYMEHT 4,0

6aHaeponun, MpoBepKa COCTOAHMA AOKYMEHTa, YKasaHue Ha




61aHKe-3aKase AaTbl BO3BpaTa LOKYMEHTA, NepecTaHoBKa baaHKa-
3aKasa B pasgen "Bo3BpalleHHasa anTepartypa”

29

aHanuns3 CpokoB NnoNb30BaHUA AOOKYMEHTOB, BblAB/1IEHUNE
AO/1KHUKOB, HanpaB/sieHUne HaNoOMMHaHUM

OAVH AOKYMEHT

2,0

30

pa60Ta C OTKa3amMu: yKa3aHume B 6naHKe-3aKase NPUYNHBbI U OaTbl
OTKa3a; perncrtpauma OTKa3a B YYEeTHbIX d)oplv\ax; PacCTaHOBKa
NINCTa Tp66OBaHMﬂ B KapTOTeEKe OTKa30B; OTMNpaBKa a6OHeHTy
n3seuleHunA 06 oTKaze

OAWNH OTKa3

4,0

3.14. MaccoBasn paborta

HanmeHoBaHuWe npouecca, onepauunun. Coctas paboTol

EamHuua
n3mepeHua

Hopma
BpemeHwu,
MWH.

2

4

MNoarotoBka MaccoBbIX mepon pl/lFlTVlﬁ

Onpep,eneHme TeéMbIl, COCTaBa ayauTopwmn, OTBETCTBEHHOIO 3a
meponpuatTme B LENoOM, COCTaB/ieHMe nNJaHa nNoArotToBKu
meponpuAaTtnAa, Bonpocos AnA O6CV)K[J,EHMH, npurnaweHune
KOHCY/1IbTAHTOB, JN1EKTOPOB, nop,6opKa AOKYMEHTOB NO TEME
MEPONPUATUA,; OpPraHn3auUna BbICTaBKU IUTEPATYpPbI, ONnoBeLeHne
nonb3oBaTenen o MEepPOonpuUATUN 4epes acbmu.m, KaHanbl CBA3MU;
BblABJIEHUE BbICTYNAOWMX; NOAroToOBKa NnoMeLlleHNA; npoBeageHUe
coBelWaHnA No UToram NoArotoBKM 1 nNposedeHNA MeponpuATHUA:

04HO
Mmeponpuatne

YNTaTeNNbCKaA KOHd)e peHunAa

4800,0
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2 | nMTepaTypHO-XyO0KECTBEHHbIN Beyep, BeYEP KHUTU, ANCNyT 3600,0

3 | Beyep BONPOCOB W OTBETOB, YCTHbIN }KypHan 3000,0

4 | Knyb no nHTEepecam 3000,0

5 | AeTCKUI YTPEeHHUK 3600,0

6 | BUKTOPMHA, KOHKYpPC, Urpa-nyteLecrsme 3600,0
OpraHn3auma KHUXHbIX BbICTaBOK
CoctaBnieHMe nMJiaHa OpraHW3auMmM W MNpPOBeAEHMA BbICTAaBKM; | OAHA BbICTaBKa
BbiABSIEHNE " oTbop LOKYMEHTOB; NoAroToBKa
CONPOBOAMTENIbHON  AOKYMEHTAUMM K  BbICTaBKe; MOHTaX
BbICTaBKW; OpraHnsauma MHPopmMaLMOHHO-PEKTAaMHON paboTbl No
nonynsapu3aumn BolCTaBKK; NoaBeaeHNe UTOroB paboTbl:

7 | nnaHa BbICTaBKM 600,0

8 | BbICTaBKKM NO rOTOBOMY NAAHY 360,0

9 | onepaTmBHbIX BbICTABOK HOBbIX NOCTYMN/AEHWUIM 120,0
Peknama 6ubnmoTekn; paboTa No NpMBAEYEHWUIO NOIb30BaTENEN:

10 |noaroToBKa pPeKNaMHOro cooblleHna B cpeacTBax MaccoBOWM oAHO 300,0
MHbOPMaUMK, AN PasMeLLEHNA HA caiTe BUBAMOTEKK, NopTane coobuieHne
cneumanbHblx 6ubnnoTeKk, Ha asToMHbOpmaTope O paboTe
6ubnnotekn, ocobeHHoCcTAX GYHKUMOHMPOBAHUS  Pas/IMYHbIX
nogpasfeneHuii, HOMEHKNaType ycayr, npeaocTaBAseMbIX
6ubnnoTtekol, n gpyro nHGopmauum

11 |noaroToBKa naakaTa O AeATeNbHOCTUM 6MbanMoTeKU (BbIGOP TeMbI, | OAMH NaakaT 300,0

onpeaeneHne cogepxaHua n Gopmbl)




MoarotoBKa byKkneta o bubnmoTeke:

OAMH ByKnet

12 | oaAnH NUCT, ABYXCTOPOHHASA nevaTtb (popmat Ad) 600,0
13 | gBa nncra u 6onee 1200,0
14 |opraHmMsauma 3KCKypcuii no 6ubnmoTeke; npuem n obopmaeHue | oaHa SKCKypcus 60,0
33ABKM, YTOYHEHME TEMbl SKCKYPCUIN N COCTaBa 3KCKYPCAHTOB
BbisBneHMe noTeHUManbHbIX MoJ/b30BaTenen bubnmoTeyHo-
MHPOPMAUMOHHbIX yCayr bubanoTeku:
15 | npocmoTp npecchl 1 "NHTepHeT"-pecypcos OAVH OOKYMEHT 8,0
16 |cbop W aHanu3 WHOOPMALMM O KOHKYPEHTOCMOCOBHOCTU | O4MH AOKYMEHT 8,0
6mbnnoTekm
17 |BeaeHMe KapTOTEKM NOTPEOUTENBCKOIO PbIHKA OflHa KapTo4Ka 0,3
18 |BcTpeun c npeactasButTenamm Gupm, opraHnsaLmMn, npeanpuaTun OAHO 120,0
meponpuatue
MpumevaHue:
- BpeMs NpoBefeHMA MacCOBbIX MEPONPUATUIA, BbICTABOK IUTEPATYPbI U SKCKYPCUA B HOPMY BPEMEHU HE BXOAMT;
- NPV OPraHU3aLLMK Bble34HOM BbICTAaBKM K HOpMaM BpeMEHW NPUMEHAETCA NoBbIWwatowmii KoapouumeHT 1,1.
3.15. CnpaBoyHasa 1 MHPopMaUMoHHasA paboTa. OpraHusauma cnpaBoYHo-6ubanorpadpuyeckoro annapara (CBA)
N HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EanHnua Hopma
n/n n3MepeHus BPEMEHM,

MWH.
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1 2 3 4
MpocmoTp 1 OTOOP AOKYMEHTOB M3 TEKYLMX MOCTYNAeHUN Aans
BKAtoYeHmAa B CBA:
1 |nnockoneyvaTHble KHUMM Ha BYMarKHbIX HOCUTENAX OflHa KHMra 4,0
2 | nnockone4yaTHble KHUIW Ha ONTUYECKUX HOCUTENAX OflHa KHMra 6,0
3 | cTaTby U3 NJIOCKOMEYATHbIX COOPHUKOB, }KYpPHaIoB OfHa CcTaTbA 3,0
4 | cTaTbyM U3 raseTt OJHa CcTaTbA 2,0
5 | penbedHo-TOYEYHbIE KHUU OfHa KHUra 6,0
6 |cTaTbu U3 penbedHO-ToHEYHbIX COOPHMKOB, KYpPHaNoB OfHa cTaTbA 4,0
7 |ayamoBu3yasbHble W34aHWMA Ha aHANOroBbIX W UUDPOBbIX OfiHa KHMra 6,0
HoCUTenAx
8 |cTaTbM U3 3BYKOBbIX COOPHMKOB, KYpPHANoB OfHa cTaTbA 5,0
9 |6ubnnorpadpuyeckme nocobua, B TOM 4UMC/AEe Ha ONTUYECKMX| OfHA 3anucb 0,7
HOCUTenAx
10 | neTonucK KHUMKHbIX, *KYPHANbHbIX W FA3eTHbIX CTaTel O/iHa 3anucb 1,0
11 | NPUKHUXKHbIE BUBAMOrpadUYecKkmne CNnCKK OfHa 3anucb 0,7
12 |npocmoTp 1 oTOOp AOKYMEHTOB M3 BHEWHUX B[ nepnogmyeckux| ofHa cTaTbA 6,0
M3aaHnM ans BrkAtoYeHuna B CBA:
13 | coctaBneHune bubanorpadumyeckon sanmcu O/1Ha 3amnucb 4,0

CocTaBneHvMe aHHOTaUMi, W3yYeHue [AOKYMEHTa, HanucaHue
TeKcra:

oAHa aHHoTaLUmA




14 | aHHOTUPOBAHME KHUT 120,0
15 |aHHOTMpOBAHMeE CTaTeM 60,0
16 |aHanUTUYecKaa  POCMUCb  KYPHa/ibHbIX, Tra3eTHbIX CTaTel,| OAWH AOKYMEHT 4,0
cbopHuKoB, 6ubanorpadpuyeckmx nocobuin; 03HaKOMEeHME C
cofepaHNem 134aHNA, COCTAaBNEHUE aHAIUTUYECKOM POCNUCK
17 | cuctemaTtmsauma KapToyek Ha oTobpaHHble ana BkAtodeHua B CBA| oAaHa KapTouka 2,0
LOKYMEHTbI MO TUNAM KaTaJIOroB M KapTOTeK; NPOBEepPKa MHAEKCOB,
PACCTAaHOBKA KAapTOYKM
OpraHu3auma TemaTMyeckmnx cnpaBoYHbix b/:
18 |npocmoTp, oTOOpP M cUCTEMATU3ALMA AOKYMEHTOB AN1A BKAOYEHNA | OAUH AOKYMEHT 10,0
8 bJ, BBoA MHOOPMauum
19 |pepaktupoBaHue B[l: BHeceHue B bubamorpaduyeckyto 3anucb| OfHA 3anuCb 1,0
OOMNOIHEHUI U U3MEHEHWIN; UCKAOYEHME 3aMUCKM Ha BblObiBLIME
LOKYMEHTbI
20 |BBOA HOBbIX PybpUK ofHa pybpuKa 1,0
OpraHu3auma NonHOTEKCTOBbIX bA:
21 |npocmoTp, oTOOpP M NpeamMeTU3aLma LOKYMEHTOB 4151 BKAOYEHUS | OANH OOKYMEHT 10,0
B b/
Beog B B[ 6ubnvorpadumyeckmx 3anuceit NAOCKOMEYaTHbIX| OZAHA 3anucb
MU3naHuiM:
22 | NpU HAaNMYMM 3aMNUCK B 9/IEKTPOHHOM KaTasiore 2,0
23 | npu cocTaBAeHUM HoBOM brubnumorpaduyeckon sanmcm 6,0
24 | npu gonosHUTEeNbHOM Noucke MHpopmaumm B "UHTepHeTe" 10,0




25 |cKaHMpoBaHME  TeKCTa  AOKYMEHTa C  pacro3HaBaHWEM;| OAHa CTpaHuua 6,0
ncnpasneHune ownbokK

26 |pepaktnpoBaHue bBJl; BHeceHne B HGubanorpadumyeckylo 3anmcb| OJHa 3anucb 1,0
[ONONHEHUIA W U3MEHEHWIN; WCKAIOYEHME 3anMcM M TeKcTa
M34aHMA Ha BblObIBLUME AOKYMEHTbI
OpraHu3auma KapToTeKku nepcoHannii:

27 |onpegeneHue n coctaBaeHmne nepeyvHa L, CBeAEeHMA O KOTOPbIX | OAMH AOKYMEHT 20,0
OTPaXKaloTCA B KApPTOTEKE; MPOCMOTP MHPOPMALMNOHHbBIX N34aHUN
W NEePBUYHbIX SOKYMEHTOB; OTOOP AOKYMEHTOB A5 BKAOYEHMA B
KapTOTEeKY

28 |TexHuyeckaa M coaeprkaTtenbHas 06paboTKa AOKYMEHTOB ANf| OAWH AOKYMEHT 3,0
BK/IIOYEHMA B KapTOTEKy; pacCTaHOBKA KapTouyeK no andasuTy
dbammnnnii aBTopoB 1 NO BMAAM AOKYMEHTOB

29 | petanmsaums pasnenos; HanucaHue 7 paccTaHOBKa o4MH 2,0
pasaenurenei pasgenuTenb

30 |pepakTMpoBaHue KapToTeKu; BHECeHUue WUCNpaBAEHWUN, | 0AMH AOKYMEHT 1,0
[ONOJIHEHUIN, U3MEHEHUIN
OpraHuszauma paktorpadmyecKkom KapToTeKu:

31 |onpeaeneHne npeameTta, 06beKTa U OCHOBHbIX MPWU3HAKOB ANS| OAWH AOKYMEHT 3,0
OTpaKeHUs B KapTOTEKe; MPOCMOTP U OTOOP [AOKYMEHTOB ANs
BK/IIOYEHMA B KApPTOTEKY; 3aHeceHMe OoTobpaHHbIX CBEAEHWUI Ha
KapTOYKU MHDOPMALIMOHHOIO MaccuBa

32 |pepaKkTMpoBaHUE KapTOTEKWU; NPOBEPKa MPaBWUIbHOCTM CBeAEHUM | OANH OOKYMEHT 2,0
M YyKasaHMM 06  WUCTOYHMKAX  WMHPOpPMALUKM;,  BHECEHUE
ncnpasneHui

33 | HanucaHWe 1 paccTaHOBKa pasgenuTtenemn OAWNH 2,0




pasgenntenb

OpraHmsau,Mﬂ TeMaTUYeCKUX NaNOK ra3eTHbIX Bblpe3oK:

34

NPOCMOTP U CUCTEMATU3ALUNA NA3ETHDLIX BbIPE3OK

O Ha Bblpe3Ka

3,0

35

Od)OpM/'IEHVIe Bblpe30K ANA XpaHeHUA B TeMaTU4YeCKUX MNankax;
KpaTKoe onncaHne NCTOYHUKa

O/Ha Bblpe3Ka

4,0




3.16. CnpaBoyHas U MHbOpMaunoHHan paboTa. CnpaBoyHo-6Mbanorpadmyeckoe obenyRunBaHme

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EanHunua Hopma
n/n n3mepeHusa BPEMEHM,
MUH.
1 2 3 4
Mprem bubnmorpadmyeckmx 3anpocos:
1 |npuem 6ubAMOrpaduyeckoro 3anpoca; YTOYHEHUME Tembl,| OAWH 3anpoc 1,0
LeneBoro U YMTaTeNIbCKOro HasHayeHusA, MOJHOTbl MCTOYHMKOB,
TMNOB, BUA0B N XPOHOJIOrMYECKUX PAaMOK 3anpoca
BbinosHeHMe cnpaBok
TemaTtnyeckas cnpasBKa: MOMCK U 0TOOP AOKYMEHTOB; COCTaBAEHME | OZHA CNpaBKa
6ubnnorpadumyeckoro onncaHmsa:
2 |nuMcbmeHHas cnpaBka (1 - 10 UCTOYHMKOB) 10,0
3 |ycTHaA cnpasKa (1 NcToYyHMK) 2,0
AppecHo-bubanorpaduyeckas crpaBKa: YCTAHOB/IEHME HanWuMs| OZAHA CNpaBKa
WAN  MECTOHaXOXAEeHMA [OOKYMEHTa WAW ero 4actu B QoHae
61MbnnoTeku:
4 | nucbmeHHasn cnpaska (1 - 10 UCTOYHMKOB) 10,0
5 |ycTHaA cnpasKa (1 UcToYHMK) 2,0

YTOYHAIOWAA CNpaBKa: YCTAaHOBAEHME W YTOYHEHWE 3/1€MEHTOB
6ubnnorpadumyeckoro onncaHums:

OAHa CrnpaBKa
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6 |nuMcbmeHHas cnpaska (1 - 10 MCTOYHMKOB) 10,0
7 |ycTHasA cnpaBKa (1 UCTOYHMK) 2,0
dakTorpadmyeckas  CnpaBKa:  YCTAHOB/JIEHME  KOHKPETHbIX| OA4Ha CnpaBKa
cBeAeHui o cobbITuAX, 06beKTax, NpoLeccax, AaTax:
8 | nucbMeHHas cnpaeka (1-10 CTOYHMKOB) 10,0
9 |ycTHana cnpaBka (1 UCTOYHMK) 2,0
CocTtaBneHMe TeMATUYECKNX BUBANOTrpadnYecKnx CrMcKoBs:
10 |nouck, otbop M cucTemaTU3aLMUA LOKYMEHTOB; COCTABAEHWE | OA4MH AOKYMEHT 7,0
6ubnnorpadumyeckoro onncaHmsa
11 |odopmneHnMe CnNucka; BbIBOL, Ha MNpWUHTEpP, OTApPaBKa MO| OAWH CNKUCOK 10,0
3NeKTPOHHOM MOYTe, KOMMPOBAHME HA CbEMHbIA HOCUTENb
nonb3oBaTens
BeneHuve doHAa BbINONHEHHbIX CNPABOK:
12 | pernctpaumsa BbINOSHEHHOW CMPaBKM B KypHane ofHa cnpasKa 2,0
13 |BBOA  TemMaTU4yecKoi  CMpaBKM B INEKTPOHHbIA  apxvMB| OZHa CripaBKa 2,0
BbINO/IHEHHbIX CNPABOK
3.17. CnpaBoyHas U MHOopMaunoHHan paboTa. bubnmorpadpuyeckoe nHbopmupoBaHme
N HanmeHoBaHue npouecca, onepauuun. Coctas paboTbl EomHuua Hopma
n/n n3mepeHus BPEMEHM,

MWH.
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2

BoiaBneHne MHPOPMALMOHHBIX NOTpebHOCTEN CREeLManucTos
METOLOM aHKETMPOBAHUA:

onpeaeneHne  KOHTUHreHTa  noTpebuTteneit  MHPopmauuu;
paspaboTka 3afBOK Ana  onpegeneHna  UHPOPMaLMOHHBIX
3aMpocoB; paccblKa 3afBOK; 06paboTKa MNOJIyYeHHbIX 3aABOK;
COCTaB/IEHME Ha OCHOBE MNOJYYEHHbIX JAaHHbIX KapTOTEKW
KOHTUHreHTa notpebutenein MHGopmMaLMn 1 X MHGOPMALMOHHbIX
3anpocoBs

OOMH
nortpebuTens

60,0

3akntoyeHne c¢ aboHeHTamM [0OroBopoB Ha MHGOPMALMOHHOE
obcnyKmBaHue:

aHaNM3  JdaHHbIX O  3aMHTEpPecoBaHHOCTM  aboOHeHTOB B
MHPOPMALMOHHOM OBCAYKMBAHUM U pekumax MU3bupaTtesnbHOro
pacnpoCTpaHEHMA W PETPOCNEKTUBHONO MOMCKA; 3aK/loYeHue u
nepecmoTp A0roBopoB

0AVH AOroBOpP

90,0

dopmupoBaHme cet abOHEHTOB cUCTEMbl W3OMpaTesbHOro
pacnpocTtpaHeHus nHpopmauum (UPU):

onpeaeneHne KOHTUHreHTa aboHeHTOB cuctembl MPU; BbifsBNeHME
TUMNOBbLIX U WHAMBUAYANbHbIX 3aNPOCOB abOHEHTOB; W3yyeHue,
KnaccuouKaumMa W WMHAEKCauus 3anpocoB; BBOA, JAaHHbIX O
3anpocax B aAPeCcHYo KapToTeky

OAVH aboHeHT

60,0

MoarotoBKa cUrHanbHOro onoseweHnAa B cucteme UPU:

BblAB/EHME, MNPOCMOTP W OTOOP MaTepuanoB U3 TEKyLMX
NocTyneHni; oTnpaBka MHGopMaLmMm noTpebuTtento

0AHO
onoselleHne

20,0

rpynnosoe bubanorpapuyeckoe MHPopmmpoBaHme

dopmunpoBaHue cocTasa rpynn aboHeHToB

0AMH aboHeHT

10,0




6 |yTOuyHeHMe TeMmbl, COr/lacoBaHMEe WCTOYHMKOB WHbOpPMaLuu, 0fHa Tema 20,0
BWO,0B AOKYMEHTOB
Mouck [OKyMeHTOB s MHGOPMALUKM, COCTaBAEHME U OTNPaBKA OfHO
OnoBEeLLEHUA: onoBeLlleHme
7 | NnUCbMEHHO 10,0
8 |ycTHO 10,0
OnepaTtnBHOE MHPOPMUPOBAHME NO 3aNpocy:
9 |dopmmpoBaHMe ceTM abOHEHTOB; BbIIBIEHWE TWUMOBLIX W | OAWH abOHEHT 5,0
WHAMBMAYANbHbIX 3aMPOCOB
10 |u3yyeHue n KnaccudmKaLLMmM 3aNPOCOB; BBOL AAHHbIX B aApPeCcHyt0 | OoAMH 3anpoc 7,0
KapTOTeKy
HanucaHune 0630poB 1 cnpaBokK
BoiaBneHMe u oTbop MCTOYHMKOB;, 06paboTKa W aHanuM3| ogMH aBT. INCT
0TOBpPaHHbIX LOKYMEHTOB; HanncaHue TekcTa 0630pa/cnpaBKu:
11 | no nepBUYHBLIM NCTOYHMKAM 6000,0
12 | no BTOPMYHbLIM MCTOYHUKAM 4200,0
13 |Habop 1 popmatupoBaHue TekcTa ob3opa/cnpasKku oA4Ha CTpaHMua 20,0
(1800 - 2000
3HaKoB)
OpraHusauma U nposedeHWe YCTHbIX bubanorpaduyecknx
0630p0B HOBbIX NOCTYNAEHUN
OTbop HOBbIX NOCTYN/IEHMIA MO 3apaHee 06bABMEHHOW TEMATUKE; OAMH 0630p

cncrematmsauma UCTOYHMKOB MO TeéMam, NPOCMOTP U aHaNuU3




[OKYMeHTOB; noabopka 6ubanorpadpuueckmx onmcaHuii, KpaTkmx
aHHOTauui, pedepaToB Ha OTOBPaAHHbIE NCTOYHMKOB; NOArOTOBKA
pyKkonucu 6ubamMorpapuyeckoro 0630pa; KO/IMYecTBo
NPOCMOTPEHHbBIX M 0TOBPaHHbIX LOKYMEHTOB:

14 | po 50 gokymeHTOB 600,0
15 |cBblwe 50 noKymeHTOB 1800,0
MoaroToBKa 6l0NIETEHA HOBbIX NMOCTYMN/EHUM
OnpegeneHve TeMaTUYECKMX TpPaHWL, TMoucka M oTbopa OAMH
[OKYMEHTOB; co34aHue pybpuKkaTtopa 6lonneTeHs; BbiBAEHUE U blonneteHb
oTbop B MacCMBE  TEKyWMX MOCTYNAEHUA  UCTOYHUKOB
nHbopmauum; noabopka aHHOTauui, pedepaToB; KOAMYECTBO
NPOCMOTPEHHbIX AOKYMEHTOB:
16 | po 50 gokymeHTOB 300,0
17 |cBblwe 50 noKymeHTOB 600,0
MoaroToBKa TekyLwmnx 6ubanorpaduueckmx nocobuit
Bbibop Tembl nocobus, BbiABNEHME W OTOOP [OKYMEHTOB,| OAMH aBT. ANCT
dopmupoBaHme pasgenos nocobwus, aHHOTMpPOBaHMe
OOKymMeHTOB, noabopka  daKrorpapuueckoro  martepuana,
WNNOCTPaumn, coCTaB/ieHue TeKCTa, BCMOMOraTebHbIX
yKasaTenen, KOMMbOTEPHbI Habop, KOHCybTauum y
CNeunanncToB Ha pasfMYHbIX 3Tanax paboTbl, obcykaeHue U
nopaboTKa No 3ameyaHUsam:
18 |cocTtaBneHune 6ubnuorpaduyeckoro  ykasartens, KaTanora, 15000,0
nyTeBOAMTENSA, CNPABOYHMKA
19 |noarotoBKa KOMMEHTapueB, MPUMEYAHU MNPOCBETUTENBCKOTO 6000,0

XapaKTepa, He TPebyoLWwmxX cneLmnanbHbIX UccneqoBaHuin




20

noAaroToBKa KOMMEHTapKUeBs, anN\eanMﬁ HAy4HO-
nccnenoBaTeNnbCKOro Xxapakrepa

12000,0

MoaroTtoBKa PEeTPOCNEKTUBHbIX Hay4YHO-BCMOMOTraTe/IbHbIX
bubnnorpaduyecknx ykasatenemn:

21

Bbl6OpP TemMbl, CO34aHWE aBTOPCKOro KONNEKTMBA; pa3paboTka
WMHCTPYKTUBHO-METOAMYECKUX MaTepuasnoB; BbifiBNeHWE U OTOOpP
OOKyMeHTOB; paboTa Hag 6ubavMorpaduyeckoit  3anuchbio;
aHHOTMpoBaHMWe; bubanorpaduyeckan rpynnmnpoBKa; cocTaBNeHne
BCMOMOraTe/lbHbIX  YKasaTenew; KOMMNbIOTEPHbIN Habop;
obcyKaeHve 1 fopaboTKa No 3ameyaHuam

OA4WH aBT. IUCT

10080,0

CocTaBfieHMe aHHOTMpPOBAHHOrO 6Gubanorpadpuyeckoro  mam
6rnobubanorpaduyeckoro ykasatena no akTyaqbHOW TeMaTUKe C
XPOHONOrMYECKMM OXBAaTOM OT 2 A0 5 neT:

OAWH aBT. IUCT

22

Ha PYCCKOM A3blKe

10080,0

23

C BKAtoveHvem oT 30% po 40% obbema nybavKkauuii Ha
MHOCTPAHHbIX A3blKaX

12600,0

24

COCTaB/ieHMe aHHOTUPOBaHHOro 6ubaMorpaduYeckoro ykasaTens
MHOrOOTPAC/IEBOrO COAEPHKAHUA C XPOHONOTMYECKMM OXBAaTOM A0
100 net, TpebylOWEro CRAAOWHOMO MNPOCMOTPa [AOKYMEHTOB,
NOMCKa CNOXKHbIX bBubanorpadpmnyeckmx nsgaHui

OAWH aBT. IUCT

21000,0

CocraBneHue PeEKOMeEHAATE/IbHbIX 6M6nmorpa¢mqec+<mx CNnCKoB

BbifsBneHne cnpoca noTtpebuteneid, onpeaeneHne Tembl, oT60OpP
OOKYMEHTOB, COCTaB/IeHME O4YepKa, KOMMbloTePHbIA Habop,
BHECEHWE UCNpPaBAEHU:

OANH CNUCOK

25

no 10 3anucei

30,0

26

cBbile 10 3anucen

30,0




MNoAarotoBKa aHANUTUYECKUX 0630pOB

BbinBneHMe U oTBOpP [AOKYMEHTOB, MOAroTOBKa pybpuKaTtopa,
n3yyeHme " oueHKa AOKYMeHTOB, CUCTemMaTu3aunAa matepuana,
COCTaB/IeHME aHaAUTUYEeCKoro 0630pa, KOMMbIOTEPHbI Habop,
obcyxaeHune n gopaboTKa No 3aMedaHuaM:

OAWH aBT. IUCT

27 | no NepBUYHBLIM UCTOYHMKAM HA PYCCKOM A3bIKe 10080,0
28 | N0 cMeLlaHHbIM NEPBUYHBbIM UCTOYHMKAM 12000,0
29 | no NepBUYHbLIM UCTOYHMKAM HA MHOCTPAHHbIX A3bIKaX 13800,0
CocTaBnieHuMe aKkcnpecc-uHbopmaumu:
30 |BbiABNEHME M OTOOP MmaTepuasa No Teme, cCUCTeMaTU3aumA;| OAWH aBT. IUCT 4500,0
KOMMbIOTEPHbIM Habop
CocTaBneHue pedepara:
31 |M3yyYeHWe M aHANM3 AOKYMEHTA; COCTaB/leHMe TeKcTa pedepaTa;| OAWH aBT. IUCT 6600,0
KOMMbIOTEPHbIV HAbOP; BHECEHUE UCNPaBAEHWUIA
3.18. HayuHo-meTogmM4yecKas paboTa
N HanmeHoBaHuWe npouecca, onepauuun. Coctas paboTbl EomHuua Hopma
n/n n3amepeHus BPEMEHM,
MUH.
1 2 3 4

MNoaroToBKa METoAMYECKMX NOCOOUI, peKOMEHAALLMNI:
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pa3pa60TKa HOBOWM TEMbI; U3y4YEHNE TEMbI, BblABNEHNE N aHANN3
AOKYMEHTOB NO TeEmMe; 4YUTaTE/IbCKOe W UuUeneBoe Ha3HadeHwme
ﬂOCOﬁMﬂ, peKomer,au,Mﬁ; COCTaB/ieHMe npocneKkTa, HanncaHue
TEKCTa

O4WH aBT. INCT

18000,0

moauduKauma paHee pas3paboTaHHON Tembl; BbIIBNEHUE U
M3y4yeHne HOBbIX AOKYMEHTOB WM HaKoM/IeHHoro 6mbivoTekamu
onbiTa Mo Teme Nocobus, pekoMeHZaumin; yToYHeHMe, BHeCeHMe
U3MEHEHUA B CTPYKTYpy W B TEKCT B COOTBETCTBUM C
LOCTUXKEHUAMM 6ubnnoTteyHom Teopuu 7 NPaKTUKWY;
nopaborka/nepepaboTka TeKkcTa

OAVH aBT. INCT

10200,0

Pa3paboTKa [OKYMEHTOB, perfiamMeHTUPYIOWUX AeaTeNbHOCTb
6MBANOTEK, NONOMNKEHUI, UHCTPYKLMIA, MPOEKTOB NOCTAHOBAEHWNA,
YCTaBOB, 3aKOHOAaTe/IbHbIX aKTOB:

pa3paboTka HOBOW TeMbl; BblABNEHWE, MW3y4YeHWe, aHaau3
OENCTBYIOWMX AOKYMEHTOB MO TeMe; HanncaHMe TeKCTa MPOeKTa
[OKYMEeHTa; obcyXaeHue n anpobauma AoKymeHTa B 6ubnmoTeke;
AopaboTKa AOKYMEHTa; NOATOTOBKA K YTBEPKAEHUIO

OAUH aBT. IUCT

20400,0

MoaudUKauma paHee pa3paboOTaHHOrO [AOKYMEHTA; aHanu3 u
OLEHKa [OKYMEHTa; MNOWCK U OoTbop HOBbIX AeNCTBYHOLMX
[AOKYMEHTOB MO TEME; BHECEHME U3MEHEHMUI B TEKCT SOKYMEHT];
obcyaeHne w fopaboTKa  AOKYMEHTa;  MoAaroToBka K
YyTBEPKAEHMIO

OAUH aBT. IUCT

9000,0

Pa3paboTKa y4eTHbIx popm, Tabauu, 06pasLos:

YTOYHEHWEe npeameTa, 0bbeKTa, cofep)KaHusa ydyeTHoW GopMbl,
Tabnnubl, obpasua; oTtbop M cucTemaTM3auua nokKasaTenew;
pa3paboTka MmakeTa y4yeTHoM ¢opmbl, Tabauupl, o6pasua;
obcyaeHne OKYMeHTa; MOAroTOBKa K YTBEPKAEHMIO

O4WH aBT. INCT

9000,0

CocTtaBneHme pekoMmeHaaumMii No BHEAPEHWNIO perl1aMeHTUPYOLWMX




AOKYMEHTOB B NMPaKTUKE!

pa3paboTka MeToAMUYECKUX PEKOMEHAALUNM, MHCTPYKLUMIN, NaaHoB
no BHegpeHunto HOpMHTMBHOVI AOKYMEHTaUnn; NnoArotoBka TeKCTta

OAWH aBT. IUCT

16500,0

NoaroToBKa NMCbMEHHbIX KOHCYI'IbTaLI,Mﬁ, MeToAN4YeCKnX nncem:

BbIABIGHWE W aHanu3 [OKYMEHTOB Mo Teme; Wu3ydeHue U
0b606uieHne onbiTa paboTbl 6MOAMOTEK; MNOArOTOBKA TEKCTa;
obcyxaeHune n oopaboTka TeKCTa

O4WH aBT. IUCT

10200,0

MoaroTtoBKa ob3opos. [eATeNbHOCTU 6nbanotek no
onpeaeneHHo TemaTuKe:

onpeaeneHne TeMbl W XPOHOJIOTMYECKMX TpPaHuL, 0630pa;
BblfIBJIEHWE, MPOCMOTP, OTOOP M aHaNU3 JOKYMEHTOB MO Teme
0630pa; NoAroToBKa TEKCTa; 0b6CyKaeHMe U fopaboTKa TeKCTa

OAUH aBT. IUCT

10800,0

PeueH3npoBaHMe Hay4HbIX, METOAUYECKUX, MHOOPMALMOHHBIX U
APpYyrMx maTepuanos:

yTeHne peueHsnpyemoro matepmnana; OLEHKa ero B LUEeJIOM,
OTAENbHbIX qaCTeﬁ; YCTaHOB/1IEHNE COOTBETCTBUA HNTATESIbCKOMY U
Luenesomy Ha3Ha4yeHuto, Hay4HbiM U MeTOAUNYECKUM Tpe6OBaHMFIM

OAWH aBT. IUCT

900,0

10

HanncaHue peueH3snn

OAWH aBT. IUCT

1500,0

MoaroToBKa NIEKUNIM, KOHCYNbTaLMM

PaspaboTka nnaHa  AeKuMu,  KOHCyabTauuu, noabopka
NMTepaTypbl, COCTaB/leHWE CMUCKA AUTEpaTypbl K  NeKuuu,
KOHCYNbTaUMW, MOArOTOBKA TEKCTa:

11

nepsun4HaAa nekuuA

oAHa nekums

1800,0

12

NOBTOPHaA nNeKuna, C ydHeTom HOBOro matepmnasna

oAHa nekums

360,0




13 | nepBuMYHaA rpynnoBas KOHCYAbTauma of4Ha 1500,0
KOHCynbTauuA
14 |noBTOpHaA rpynnoBasa KOHCY/bTauuA C yY4ETOM HOBOro maTepmana of4Ha 300,0
KOHCynbTauuA
15 |ycTHaa nHgmsmayanbHaa KOHCYNbTaumMA OA4Ha 600,0
KOHCynbTaumsA
MNpoBeneHe NPaKTUKYMOB, CTaXKUPOBOK
OnpepeneHne Tembl, 3a4aHMA NPAKTUKYMA, CTaxuposku (7 - 10
OHeW), BblABNEHWE AUTepaTypbl MO  M3y4aemMomy BOMPOCY,
cocTaBneHne rpaduKa nNpoBefeHUA  3aHATUMK, NOArOTOBKA
3aKN0YEHMA O NPOXOXKAEHUM NPAKTUKYMA, CTAXKUPOBKU:
16 |nNpakTMKyM (MHAMBWUAYAbHBIN, TPYNNOBOMA) OAVH NPaKTUKYM 2400,0
17 | cTaxkunpoBKa (MHAMBUAYaNbHAA, rpynnosas) of4Ha 2700,0
CTa*KMPOBKa
MpaKTMKa CTYAEHTOB BbICUMX U CPEAHUX CheLManbHbIX y4ebHbIX
3aBeeHuUI:
18 |noarotoBKa M OpraHWsaums NpakTMKkK ctyaeHtoB (Ao 30 AHel); | oAHa NpaKTMKa 5400,0
pa3paboTka nnaHa NPaKTUKK, cornacosaHme ero ¢
pyKoBoAMUTENEM MNPAKTUKK; coCTaBieHMe rpaduka nocelleHua
CTPYKTYPHbIX  MOApPa3fAeneHuid; OpraHM3aumsa  NPaKTUYeCKMX
3aHATU;  nNoaBeAeHWE  WUTOrOB  MPaKTUKK;  COCTaBEeHWEe
XapaKTEPUCTUK NPAKTUKAHTOB
MoceweHne 6ubAMOTEK, Bble3gbl B KOMAHAMPOBKM C LE/bIO
N3y4yeHna paboTbl M OKa3aHMA METOANYECKON NOMOLLN:
19 |noarotoBKa K KOMaHAMPOBKE; YTOYHEHWE CPOKOB U Lenen ofaHa 660,0
KOMaHOVPOBKW; O3HAaKOMJIEHUE C AOKYMEHTaMM U MaTepuanamm | KOMaHAMPOBKA




npegbiaywmnx Bble3gos u I'IY611MKaLI,Mﬁ B ne4yaTtu; CoCTaBieHUE
nJ1aHa KOMaHAUPOBKU

20 | cocraBneHue otyeta/cnpasKM o nposeaeHHoN paboTe OAMH OoTyeT 1200,0

21 |cocTaBneHMe aBaHCOBOro oTyeTa, 3ano/IHeHMe oT4eTHoro biaHKa OAWNH OTYeT 60,0

Pa6oTa Hay4YHO-OpraHM3aLMOHHOIo XapaKTepa:

22 |noaroToBKa U NpoBeAeHME TeOPETUYECKUX, HAYYHO-MPAKTUYECKNX oAHO 6000,0
KOHpEepeHUNI; onpeaeneHme cocTaBa OPrkOMMUTETA U YYaCTHUKOB | Meponpuatue
KOHpepeHUnn; GOpMUPOBAHME U YTBEPXKAEHWE MNPOrpPaMmbl;
OpraHM3aUnoHHble MeponpuATUSA; BblpaboTKa NnpoeKTa
pekomeHaaumm; OUHAHCOBO-X03AMCTBEHHOE obecneueHue;
aHanuM3 1 oueHKa paboTbl KOHbepeHUUU; NoaBeaeHne UTOros

23 |noArotoBKka W NpoBefeHMe CeMWHapoB, KpPYrablX CTOJOB; ogHo 3000,0
onpeaeneHne coctaBa yY4aCTHWKOB, CPOKa M MecTa MPOBEeAEHUA | meponpuaTue
MeponpuaTnin; GopmupoBaHne U YTBEPXKAEHUE NPOrpPammbl;
nHGOpMaLMOHHOEe obecneyeHue; BblpaboTKa npoekTa
peKomMeHAALMIA; aHaIN3 U OLLEHKA MepOonpuUATUil

MpumevaHue:

- NpW NPOBeAEHMN MePONPUATUIA Ha MeXAYHAaPOAHOM YPOBHE K HOpMeE BpeMeHU NpUMeHsieTca nosblwamwmin koadduumeHnT 2,0, Ha degepanbHOM YPOBHE
-1,85;

- BpemMs NpoBefeHUs NEeKUWUA, KOHCY/NbTaumii, MPaKTUKYMOB, CTa*XMPOBOK, MPAKTUK, NpebbiBaHWMA B KOMAHAMPOBKAX, MpPOBeAeHUs KoHdepeHLuui,
CEMWHAPOB, KPYI/bIX CTONOB M Bpems, CBA3aHHOE C M34aHMEM MaTepmnanioB KOHPEPEHLMI, CEMUHAPOB, B HOPMY BPEMEHU HE BXOAAT.

3.19. PegakumMoHHO-M3aaTebCcKana paboTa
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N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EomHuua Hopma
n/n n3mepeHus BPEMEHMN,
MMH.
1 2 3 4
MoAroToBUTENbHbLIN 3TanN:
1 |y4acTve B COCTaBAEHUM TEMATMYECKOro (M34aTenbCKoro) nnaHa, oZHa Tema 45,0
nnaHa paccbiKkuy; cornacosaHue Tem n3gaHui,
aBTOPOB/aBTOPCKUX KOJIJIEKTUBOB
2 |obcykaeHMe C aBTOPOM TeMbl W XapaKTepa 3aKasblBaeMoro| oAMH aBT. IUCT 30,0
Npou3BefeHNA, OCHOBHbIX TpPebOBaHWIK, KOTOPbIM  AOJIKHO
YAOBNETBOPATbL  MNpou3BeAeHMe U YCNOBWIA  aBTOPCKOrO
BO3HarparkaeHua
3 | obcyRaeHue n yTBEPKAEHME NAaHA-NPOCNEKTa N3faHns OAWH NNaH- 30,0
NpPOCneKT
4 |3aKknw4yeHMe [oroBopa-3akasa (B c/nyyae BHelWHero asTopa)| OAWH AOroBoOp- 20,0
MeXKay aBTOpPOM U BUBANOTEKOM C yKaszaHMeM obbema U CPOKOB 3aKas
NOAroTOBKMU U CAQ4YM PYKONUCU B peAaKLMOHHbI OTAEN
5 |coctaBneHne poroBopa Ha nepegadyy 6ubavoTeke npaBa| o4uH 4OroBop 20,0
BOCMNPOM3BOAUTL MNpou3BeeHME B BblbpaHHOM 6ubanoTeKoM
dopmare
6 | 03HAaKOMJIeHME C aBTOPCKMM OPUIMHANOM (PYKOMUCHIO), MPUHATUE | OAMH aBT. IUCT 120,0
pelweHns O nepegaye pPyKonucu B NPOM3BOACTBO WMAM O
HeobxoaMmocTn AopaboTKu
7 | coctaBneHue rpaduKa NPoOXoKAEHUA PYKONUCHK B oTAeNe OAMH rpadmK 20,0

PenakuMoOHHbINM 3Tan:

OAWH aBT. INCT




peaakuMoHHas 06paboTka: AuTepaTypHoe, TEXHWYECKoe MU
cneuMancHoe  pedakTUpoBaHWe — pyKonuck;  Habop  wu/wau
nepeneyaTka; NOArOTOBKA W34aTe/NIbCKOro opwurMHana (Bbibop
TEXHOJ/IOTUK, M3rOTOB/IEHME 3aKa3a U CO34aHNE MAKeTa U3aaHus)

780,0

KOHCTPYKTOPCKO-0hopMUTE/IbCKasA paboTa: NPoeKTUpPoBaHMe BUaa
M34aHNsA U ero CTPYKTypbl; nogdbopka ¢popmarta U mapku bymarm,
dopmata nosoc U3ZaHUA, TapHUTYp U Kerneh wpudTa,
onpegeneHne xapaktepa M uucna wuaaoctpauui, dopmata
odpopmaeHun, Buaa ob6/0KKU UM nepenseta; NPOeKTUpPoBaHne
BHelwHero odopmMmaeHusa n3gaHusa

660,0

10

NPOM3BOACTBEHHbIV 3Tan: BbI6Op nosurpapuyeckon 6asbl; pacyert
noTpebHOCTM B MaTepuanax; COCTaB/leHWe NpeaBapUTE/bHOM
KanbKyAAUMKW  3aKasa; onpeaeseHnMe CTOMMOCTM  M34aHus;
pa3paboTka rpadmKka NPoxoxaeHMA 3aKasa Ha noaurpaduyeckom
npeanpuaTMmK; 3aKao4eHne 4orosopa ¢ Tunorpaduent

0AHO U3gaHue

360,0

PepaKktnposaHuMe Hay4YHbIX U METOANYECKUX MaTepuasnos

MpoBepKa M UcnpasieHne PyKoOnMcK B NpoLecce NoLAroToBKK ee K
meyatn; YyCTaHOBKA  COOTBETCTBMA  TEKCTa  HayyHbiM MU
MTepaTypHbiM TpeboBaHMAM, GOpMe U LesIeBOMY Ha3HAYEHUIO
M34aHWUA; COrNacoBaHME BHOCUMbIX WCMPaBAEHUIA C aBTOPOM;
AopaboTka pyKonucu:

11

peaakTMpoBaHMe MoOHOrpaduii, COOPHMKOB HayyHbIX TPYAOB,
Hay4YHbIX OTYETOB, MPAKTUYECKMX NOCOBMIA

OAWH aBT. INCT

3480,0

12

pefaKTUpOBaHME METOAUYECKMX MaTepuanoB (MHCTPYKTUBHO-
MeToAnYecKne NUCbMa, PeKoMeHAauMu, KOHCYyAbTauumn, o0b630pbl
[eaTenbHoCTU bnbnnoTek)

OAuH aBT. INCT

3000,0

13

pefaKkTpoBaHue [OKYMEHTOB, pernameHTUPYOLLLUX
AeATeNbHOCTb cneumanbHbix 6ubanotek ansa cnenbix (ycrasos,

OAWH aBT. INCT

2940,0




MOIOXKEHWUIN, UHCTPYKLLNIA)

14 | pepakTMpOBaHME CTAaTUCTMYECKMX Tabauu, yyeTHbix Gopm,| OAMH aBT. AUCT 2400,0
obpasuos
15 |pepakTupoBaHMe  MmaTepuanoB  KoHdbepeHuuit  (AOKNagdoB,| OAWMH aBT. IUCT 1200,0
coobuieHnit)
PepaktupoBaHue bubnuorpaduyecknx nocobun,
pPeTpOCNeKTUBHBbIX HAYy4YHO-BCMOMOTraTe/IbHbIX yKasartenen,
0630p0B, cnpaBoK, pedepaTos, aHHOTALMIA:
16 |pepakTnpoBaHue 6uMbAMOrpadMyecknx nocobuin (TemaTUyeckux | OAWMH aBT. IUCT 3000,0
6ubnnorpadmyecknx ykasatenemn, CnpaBo4yHUKOB)
17 |pepakTMpoBaHUe pPeTPOCNEKTUBHbIX HAy4YHO-BCNOMOraTesibHbIX| OAMH aBT. INCT 2280,0
yKasatenem
18 |pepaKkTMpoBaHME aHANUTUYECKMX 0630pOB, CMPaBOK, aHHOTAUMMI, | OAWMH aBT. IUCT 1200,0
pedepaToB, CBOAHbIX pedepaTMBHbIX 00630pPOB, 3KCMpecc-
nHpopmauui
19 | pepaKkTnpoBaHue 6ubanorpadpuyeckmx sanmce OflHa 3anucb 5,0
20 | KOHTPOANbHOE peaaKTUpoBaHMe oA4Ha 3anucb 7,0
MawmnHonucHble paboTbl, BbINOAHAEMbIE B aBTOMATU3MPOBAHHOM
pexknme
Habop Ha KomnbloTepe:
21 |TeKcTa ¢ ncTa o4Ha CTpaHMua 20,0
(1800 - 2000
3HaKoB)
22 | 6ubnunorpaduyeckoe onncaHue 04HO onucaHue 5,0




I'IpaBKa Ha KOMNbIOTEPE, BEPCTKA Ha KOMNblOoTEpE:!:

24 |TeKcTa OZHa CTpaHuLa 10,0
25 | 6ubnunorpaduyeckoe onncaHue OflHa CTpaHULa 2,0
26 |BbIBOA, TEKCTA HA NPUHTEP, pacneyvaTKa o4Ha CTpaHuMua 2,0
27 | BbiBOA PpOpM TabAUL, HA MOHUTOP O/JHa CTpaHuLa 2,0
28 | HanonHeHuWe Tabanu, coaepkaHnem oAHa Tabauua 18,0




MprmeyaHue: Npu pegakTMPoOBaHMM CMELLAHHOIO TEKCTA K HOPMe BpeMeHW NPUMEHSETCA NOBbIWaloWmMit KoadppuumeHT 1,2.

3.20. NepeBog 1 NnepepaboTKa neyaTHbIX TEKCTOB C MHOCTPAHHbIX A3bIKOB HA PYCCKUIM U C PYCCKOTO Ha MHOCTPAHHble A3bIKK

N HanmeHoBaHuMe npouecca, onepauumn. Coctas paboTbl EavHnua Hopma
n/n n3mepeHus BPEMEHMN,
MMH.
1 2 3 4
MepeBog TEKCTA C MHOCTPAHHbIX A3bIKOB Ha PYCCKUM A3bIK
YTeHne opuruHana, aHanAM3 TEKCTa, PAa3MeTKa ero C BbiABJIEHNEM | OAWH aBT. IUCT
TPYAHbIX TEPMUHOB, TPAMMATUUYECKUX KOHCTPYKLIMIN, NEKCUYECKUX
060pOTOB, LLEXOBbIX U }aHPOBbIX TEPMUHOB:
1 |NOAHbBIN NUCbMEHHbIN NepeBos, 3360,0
2 | COKpalleHHbI NUcbMeHHbIn nepesBod oT 30% po 50% obbema 3600,0
TeKCTa
3 | BbIBOPOYHbIN NMUCbMEHHbIV NepeBo, 3120,0
MepeBog TEKCTA C PYCCKOTO A3blKa HA MHOCTPAHHbIE A3bIKK:
4 | NONHbIA NUCbMEHHbIN NepeBos, OAWH aBT. NCT 3840,0
TepmuHonormyeckas pabota npu BbINOJHEHUU MNUCbMEHHOTO
nepesoaa:
5 |NOUCK OTMEeYEeHHbIX B OPUTrMHAe HE3HAKOMbIX M/IM HEMOHATHbIX | OAWH TEPMUH, 1500,0

TEPMWHOB M COKpalLEeHMIN B CNOBAPHO-CNPaBOYHON NUTEpaType;
noabopka COOTBETCTBYIOLLErO TEPMUHY 3KBMBA/IEHTa,

0AHO
COKpalieHue
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pacwndpoBKa COKpaLLEHMUM

KoHcynbTauusa nepeBoaymKa co cneuyannctamm:

6 |BblIACHEHME MPaBUIbHOIO W3/0XKEHMA 4YacTel TeKkcTa Mo oAHa 2700,0
Ma/sI03HAaKOMOWM TeMATMKe; YTOYHEHME COOTBETCTBMA NepeBoda| KOHCy/AbTauus
opuruHany

CocTaBsieHne bubanorpadpmnyeckoro onncaHus:

7 | coctaBneHue 6ubanorpapuyeckoro onncaH1sa nepesoaa 04HO onuncaHue 720,0

AHanM3 M BHeCeHME W3MEHEHW B TEKCT nepesoga nocne
pacneyaTku:

8 |npoBepKa NPaBWAbLHOCTM PACMNOJIOKEHMUA OTMeYaTaHHOro TeKCTa; | OAMH aBT. INCT 240,0
CBepKa C pyKONuUCbIo; NpaBKa

TexHMYecKkoe odpopmieHne NepeBosoB:

9 |BHeceHMe B TeKCT nMepeBoJa CUMMBOJIOB M BCTaBOK Ha oAHO 3,0
MHOCTPAHHOM f3blKe BMUCbIBAHUE
10 | BHeceHUue pUCYHKOB, Tabaul, dopmyn OfHa BCTaBKa 4,0

HEDEBOA 3aroJIoBKOB CTaTel U AOKYMEHTOB:

11 |nepeBoA M 3anNMCb 3aro/IOBKOB OAVH 3aro/sI0BOK 12,0

MpumevaHue:

- HOPMbI BPeMeHU npeaycMaTpMBatoT BbiNOHEHWE NepPeBoA0B C MHOCTPAHHOTO A3blKa AWM HAa MHOCTPaHHbIN, KOTOPbIN ¥ NepeBoAUnKa ABAAETCA OCHOBHbIM
(no 0bpasoBaHUIO UAK NPUMEHEHUID);

- NPV BbIMNOZTHEHNK NepeBOAOB C APYTUX A3bIKOB UM Ha apyrne, nOMMMO OCHOBHOIo, K HOpMam BpeMEHU NPUMEHAETCA I'IOBbILLlaIOLLI,Mlz K03¢¢MLI,M€HT 1,1.



3.21. PaboTa no BbINYCKY MafoTMPaXKHbIX M34aHMI cneumanbHbiX opmaToB

N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EomHuua Hopma
n/n n3mepeHusa BPEMEHM,
MUH.
1 2 3 4
BocnpousseseHne nOCKONeYaTHOro [AOKYMeHTa B pesnbedHo-
To4Ye4yHom bopmare
Pabota c TEKCTOM NNOCKOMEYATHOro AOKYMEHTa Ha BymaykHom
WM 9N1EKTPOHHOM HOCUuTene:
1 |KOMNbIOTEPHbIN HabOp TEKCTa BPYYHYHO oA4Ha CTpaHMua 20,0
(1800 - 2000
3HaKoB)
2 | CKaHupoBaHWe M pacno3HaBaHMe NAOCKOMeYaTHOro TeKCTa oAHa CTpaHuua 4,0
(1800 - 2000
3HaKoB)
3 |3arpyska ¢aina c NNoCKONe4YaTHbIM AOKYMEHTOM B KOMMbOTEP OflHa CTpaHULA 0,5
(1800 - 2000
3HaKoB)
4 | YyTeHMe NJI0CKoNeYaTHOro TEKCTA U BHECEHUWE NCMPaBIEeHUI OflHa CTpaHULa 5,0
(1800 - 2000
3HaKOB)
5 |u3meHeHne TeKcTa M3 dopmata AOKYMEHTa B 3SNEKTPOHHbLIVA | OAHa CTPaHWLA 1,0

dopmar

(1800 - 2000
3HaKoB)
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6 |uTeHMe KOHBEPTUPOBAHHOIO TEKCTA; BHECEHWE UCNpPAaBAEHN 0OfHa CTpaHuLa 7,0
(1800 - 2000
3HaKoB)
7 |npuBepeHWe TeKCTa B COOTBETCTBME MpasBuaam MUCbMa MO | OAHa CTpPaHuUa 13 muH.
cucteme bpaina (26 cTpok x 30 3HaKoB) (1800 - 2000
3HaKoB)
PaccTtaHoBKa NOpAAKOBbIX HOMEPOB CTPaHWUL:
8 | B aBTOMaTM3MPOBAHHOM pexnme OZ4Ha onepauma 0,5
9 | nocTpaHW4YHaA pacCTaHOBKa B PY4HOM pexunme 0fHa CTpaHuLa 1,0
10 |BblBOA TeKcTa Ha  OpalineBCKM  NpuHTEp;  pacnedyaTtka OAMH NncT 2,0
(ABYXCTOPOHHASA)
PaboTa c nnocKkoneyaTHOW HOTHOM 3anNUChio:
11 |KomnbloTepHbI Habop (c AnMcTa) HOTHOM 3anMMCU MO CUCTEME | OAHa CTPaHMLA 40,0
Bpaina Bpy4yHyto
12 |ckaHMpoBaHMe U pacno3HaBaHWe Ha crneumanbHOM BpaineBcKOM | OoZHa CTPaHULA 3,0
CKaHepe
MpoBepKa HOTHOM 3anNnCK, BHECEHUE NUCMPABIEHUN: 0OJHa CTpaHULa
13 |HOTHas 3anucb, HabpaHHaA BPY4YHYIO 60,0
14 | HOTHaA 3aNUCb, NONYYEHHAA CO CKaHepa 20,0
15 |npuBeAeHMe HOTHOM 3anMcu B COOTBETCTBME MpaBWaam 3anucu| OoAHa CTPaHWULaA 15,0

HOT No cucteme bpanna (26 cTpok x 32 3HaKa)

PaccraHoBKa nopAOKOBbIX HOMEPOB CTPaHULL:




16 |B aBTOMATM3UPOBAHHOM peXnume of4Ha onepauma 0,5
17 |nocTpaHMYyHaA PaccTaHOBKA B PYYHOM pexume 0JHa CTpaHuLa 1,0
18 |BbIBOA HOTHOM 3aNUCK Ha BpPanNeBCKUI NPUHTEP; pacnedyaTka o4Ha CTpaHMua 0,7
Co3paHue nnockonevyaTHOM 0610KKHM
KomnbloTepHbI HAabop TEKCTA BPYYHYIO: oAHa 06/10XKKa
19 | Tpy anemeHTa onucaHus (aBTop, 3ariaBue, BbIXOAHbIE AaHHbIE) 3,0
20 |yveTbipe 1 60/siI€€ 31EMEHTOB OMNUCAHUA 4,0
21 | CKaHMpOBaHME M Pacrno3HaBaHUE TEKCTa O/fiHa 06103KKa 3,0
22 |BHeceHue ucnpasaeHnin n GopmatTupoBaHme 0fHa 06/103KKa 3,0
[On3aiH 0610KKMU: OfiHa 06103KKa
23 | 6e3 nantocTpaunit 1,0
24 | c unnCcTpaumamm 2,0
25 |BbIBOA, 06/103KKM HA NPUHTEpP; pacneyaTKa o4Ha CTpaHuua 1,0
Co3pgaHue nuueso M 06OPOTHOM CTOPOH MNAOCKOMNEYATHOro
TUTYNbHOIO INCTA:
26 |KOMMbIOTEPHbIM Habop TEKCTa BPYYHYHO OAMH TUTY/bHbIN 10,0
anct
27 |CKaHMpOBaHMeE U pacno3HaBaHMe TEKCTA OAMH TUTYNbHbIN 6,0
anct
28 |BHeceHMe ucnpaBaeHnn n bopmatTupoBaHme OAMH TUTY/bHbIN 6,0

NNCT




29 |pas3paboTka AmsaiiHa TUTY/IbHOTO INCTa OAMH TUTYNbHbIN 1,0
et
30 |BblBOA TUTY/ILHOIO NUCTA HA NPUHTEP O4WNH ncT 2,0
Co3paHue nvueBo U 0BOPOTHOM CTOPOH penbedHO-TOUEYHOrO
TUTYNbHOIO INCTA:
31 | KOMMbIOTEPHbIM HABOP TEKCTA BPYYHYIO OAVH TUTY/IbHbIN 10,0
anct
32 |cKaHMpoBaHMe U pacno3HaBaHWe NAOCKONEYaTHOro TEKCTA OAVH TUTY/bHbIN 6,0
anct
33 |BHeceHue UcnpaBaeHUi OAMH TUTY/bHbIN 6,0
anct
34 |n3meHeHWe TeKcTa M3 QopmaTa [AOKYMEHTa B 3/IEKTPOHHbIN | OAHa onepauma 1,0
dopmart
35 |yTeHMe KOHBEPTUPOBAHHOIO TEKCTA; BHECEHWE MCNpPABAEHN oAHa CTpaHuua 2,0
36 |npuBepeHWe TeKCTa B COOTBETCTBME C MpaBWMIaMKM NMUCbMa NO| OAHA CTPAHWULA 6,0
cucteme Bpaiins (26 ctpok x 30 3HaKoB)
37 | BblBOA, TEKCTA HA BpaiineBckUn NpuHTEp OAMH NncT 2,0
BocnpousseseHre NNOCKOMEYATHOW WANKOCTPALMU B penbedHo-
rpapumyeckom popmaTe:
38 |cKaHMpoBaHMe NJ0CKOMNEeYaTHOM UAOCTPaLUM ofgHa 1,0
WANKOCTPALMA
O6paboTKa nnnrcTpaunm: oAHa

UNNKCTPaUmA




39 |0bpaboTKa roTOBOro KOHTYpa 10,0
40 | co3gaHMe HOBOro KOHTYpa 60,0
41 | bopmaTMpoBaHUE NNOCKOMNEYATHOW UANOCTPaLLMN ofHa 2,0
WANKOCTPALMA
42 |BblBOA N/IOCKONEYATHOM UNNOCTPALMW HA NPUHTEP of4Ha 1,0
WANOCTPaLmA
Mepesog, NnJoCKone4yaTHoM UANIOCTPALMM Ha ofHa
penbedoobpasyroLLyto bymary: WNNIOCTPaLMA
43 | c ogHOKpPaTHbIM MPOMNYCKOM M306parkeHnsa Yyepes HarpesaTesibHoe 1,5
YCTPOICTBO
44 | c pBYKpaTHbIM MPOMYCKOM M300parkeHUs Yepes HarpesaTesibHOe 3,0
YCTPOMCTBO
Mepennet LOKYMEHTOB, BOCNPOU3BEAEHHbIX pesibePHO-TOYEYHbIM
WwpunopTom:
45 | naMMHUpoBaHME 0BIOXKKM oA Ha 06103KKa 6,0
46 |py4yHaa nuctononbopkKa ogHa 2,0
nnctonoabopka
47 | danbLoOBKa py4yHas oAanH 60k (10 0,3
INCTOB)
48 | BblpaBHUBaHME U 06pe3Ka KpasA CTPaHMULbI of4Ha onepauma 0,3
KpenneHue cTpaHuy; OAMH OOKYMEHT
49 | pByMmA CKpenKamm 0,3




50 |Ha nnacTMKoBOM NpyKuHe 4,0
51 | TepmokneeBoe KpenaeHue 6,0
52 [XecTKas KapTOHHAA 0610Ka C OyMaxKHbIMM MOKPOBHbLIMM 60,0
CTOPOHKaMM M NPOLLMBHbIMW KOpeLIKamu
BocnpounsseseHMe NAOCKOMNEYATHOrO [OKYMEHTA B 3BYKOBOM
dopmare
MNpeasapuTenbHasa paboTa Hag TEKCTOM: 1000 3HakoB
53 | Xy[A0XKeCTBEHHbIN TEKCT 5,0
54 |TexHW4Yeckuid W apyrMe cneumasbHble TeKCTbl (MaTemaTuKa, 10,0
MeanLUnHa, XMMUSA)
MpoynTbiBaHWE TEKCTA HAa KOMMbIOTEPE B CTYAMUIHbIX ycnoBuax co | 1000 3HakoB
3BYKOpeXunccepom:
55 |Xy[oKeCcTBEHHbIN TeKCT 4,0
56 |TexHW4Yeckuii W apyrve cneumasbHble TeKCTbl (MaTemaTtuka,
MeaNUNHA, XMMUSA)
57 |nepesanucb Ha4YMTaHHOrO TEKCTa Ha KomnbioTep (oundpoBKa| OAHA AOPOrKKa 50,0
3BYKa) C aHa/I0roBOro UCTOYHMKA B peasibHOM BPEMEHM
58 | 06paboTKa HAaYMTAaHHOTO TEKCTA HA KOMMblOTEpe OfiHa AOpPOXKKa 1,5
59 |KOHTposb 06paboTaHHOM 3anMcK Ha KomMnbloTepe O4Ha A0POXKKa 50,0
BocnpousseseHne 03BY4EHHOMO TEKCTA C KOMMblOTEPA: OfiHa AOpPOXKKa
60 | Ha KOMNaKT-KacceTy B peasibHOM BpemMeHU 50,0
61 |Ha Auck 10,0




62 | My3blKasbHO-TalimepHoe obopMaeHme 3ByKO3anmncu OflHa JOPOXKKa 50,0
KpatHoe BocnpousseneHMe  03BYYEHHbIX AOKYMEHTOB  Ha
ayAnoKacceTbl:

63 |noAroToBKka MaTepuanoB K BOCMNpPOM3BeAEeHMI0 (pacnakoBKa| ofHa KacceTa 4,0
ayaMoKacceT, NepemMoTKa, pasmarHmunsaHue)

64 |KpaTHoe BoOCnpou3BedeHWEe  ayauMo3anucei Ha  CTaHUMKM | ogHa onepaums 3,0
CKOPOCTHOro Ay6/MpoBaHUs ayaAMoKacceT (KOMNbIOTEp - KacceTa)

65 |KpaTHoe BOCMPOM3BEAEHUE ayaMO3anncel Ha CcneumanbHOM | ogHa onepauma 5,0
obopygoBaHMM (KacceTa - Kacceta) B  3aBUCMMOCTM  OT
TEXHUYECKOro OCHaLLEeHMA

66 |KpaTHOe BOCMPOM3BEAEHWE ayAMO3anuCcen Ha cheuuanbHOM | OAHa onepauma 5,0
obopyaoBaHMM  (KaTywka - KacceTa) B  3aBMCMMOCTM  OT
TEXHUYECKOro OCHALLEeHUA

67 | NpoBepKa KayecTsa Konui 0AHa KacceTa 5,0
odopmneHne ayamoKacceT, ONTUYECKUX ANCKOB U KOHTEMHEPOB

68 |co3paHue maeHTMdUKaTopa, ONPenenAtoLEero NPUHAANEKHOCTb oAWNH 3,0
KacceTbl K AOKYMEHTY, B NJI0CKONEYaTHOM U penbedHO-TOHEYHOM | naeHTUPUKaTop
BapuaHTax; HakAenBaHMe Ha KacceTy

69 |co3maHMe  NAOCKOMeYaTHOW  ITUKETKM  ANA  OOKYMEHTa,| ogHa 3TUKETKa 6,0
3aMMcaHHOrO Ha ayAauokaccetax (Habop TeKcTa, BbIBOA, Ha
6paineBCKMIN NPUHTEP, pacneyaTka, pas3pesaHue no 3agaHHomy
pa3mepy, HaKAenBaHMe Ha KoHTeliHep)

70 |co3paHue penbedHO-TOYEYHOM ITUKETKM ANA  OOKYMEHTa,| OfHa 3TUKeTKa 9,0

3anmncaHHOro Ha ayamokacceTtax (Habop TeKcTa, An3aiH, BbiBOA Ha
npuHTEp, pacnedyaTka, paspesaHne Mo 3adaHHOMYy pasmepy,
HaKAeMBaHWe Ha BHYTPEHHIOK CTOPOHY KPbILKK KOHTeMHepa)




71

PacCKknagKa aygnokacceT no KOMHHEKTaM/KOHTEﬁHepaM

oAHa onepaums

1,0

CO34aHWNe 3TUKETKN Ha ANCKe:

72

BBO/J, B KOMMbIOTEP OCHOBHbIX CBeAeHWUI O AOKyMeHTe (aBTop,
3arnasue) B CNeunann3mMpoBaHHOM Nporpamme

OAVH AOKYMEHT

5,0

73

BbIBOA, Ha NPUHTEp ¢ PyHKLUMEN "neyaTb Ha AMCKax", pacrneyaTKka

oAHa onepauus

2,0

74

CO3[aHMe NJIOCKOMeYaTHON  KOHTEMHEPHOW 3ITUKETKM  Ans
OOKYMEHTa,  3anMMCaHHOrO  Ha  AWcke  (Habop  TeKcTa,
dbopmnpoBaHMe pAm3aitHa, BbIBOA, HA MNPUHTEP, pacrneyvaTKa,
pa3spesaHune No 3a4aHHOMY pasmepy, pasMelleHne Ha BHEeLUHeW
CTOPOHE KPbILWKM KOHTENHepa)

O/[Ha 3TUKeTKa

8,0

75

co3faHue penbedHO-TOYEYHON KOHTEMHEePHOM 3STUKETKM ana
[OKYMEHTa, 3aMMCaHHOTO Ha Amcke (Habop TeKcTa, BbIBOA, Ha
6paineBCKMI NPUHTEP, pacneyaTka, pa3pesaHue no 3aZaHHoMy
pasmepy, pasmMelleHMe Ha BHYTPEHHEW CTOPOHEe KpPbIWKK
KOHTelHepa)

0O/JHa 3TUKeTKa

10,0

ApxmBaumaA 03BYYEHHbIX JOKYMEHTOB:

76

06paboTka maTepunana Ans KOHBEPTUPOBAHMUSA

o4Ha [OPOXKKa

30,0

77

KOHBepTMpoBaHMe ¢annos ¢opmata b AC B dopmat
ayanodalinos B 3aBUCMMOCTN OT TEXHUYECKOTO OCHALLLEHMSA

0AHa AlOPOXKKa

6,0

78

nepeHoC apx1Ba Ha cepeep

o4Ha [OPOXKKa

6,0




3.22. O6cnyKMBaHWE yaaneHHbIX Nonb3oBaTenel

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EanHunua Hopma
n/n n3mepeHusa BPEMEHM,
MUH.
1 2 3 4
Peructpauma nonb3osBatenen B pexxmme OHIANH:
1 |npoBepKa 3anucu nosb3osaTtens B 6ubaMoTERY OAMH 2,0
nosib3oBaTesb
2 |obpaboTka 1 BBOA GAaMUIMM, MMEHM, OTYECTBA MO/Ib30BATENA U OAMH 5,0
ajpeca ero sNeKTPOHHOM NOoYTbI 3NeKTPOHHbIN
dopmynap
3 |coctaBneHue nMcbma C yKaszaHWem J0rMHA U CreHepUpOoBaAHHOIO ogHo 5,0
CMCTEMOM Napona, NPUKPENnIeHne WMHCTPYKUUM MNONAb30BaHMA U | 3JEKTPOHHOEe
OTMPaBKa ero Nno 31eKTPOHHON NOYTe NO/Ib30BaTENtO NMMCbMO
O6cnyXunBaHWe Nosib3oBaTesIeN B PEXKUME OHMANH:
4 | KOHCynbTaumMa MO  WCMNO/Mb30BAaHUID  MHTEPAKTMBHOM B/, Of4Ha 10,0
"roBopAwmMX" KHUT C KPMNTO3aLWMTON KOHCybTaLmA
5 |conpoBoxaeHWe BUPTYaNbHOM KHUroOBblAaun: ¢GopmmupoBaHue OAMH 3aKas3 15,0
3aKa3a Ha BMPTYaNbHOM KHUXHOW NOJIKe
6 |Bbirpyska n3 AC HOBbIX NOCTYN/IEHMI 3a onpeaeneHHbl nepuog,| oauH dain B 10,0

BpemeHn B ¢opmate PYCMAPK un B Buae yKasaTena HOBbIX
noctynnenuii (YHMN)

dopmare
PYCMAPK
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oAuH daiin B 12,0
dopmarte YHN
7 |pasmelleHne HOBbIX MOCTYMNNEHUIA [OKYMEHTOB Ha cante| oauH dain B 3,0
bnbnMoTeKM: co3gaHMe 3aro/ioBKa aHHOTaUMM MpUKpensieHne dopmare
¢daitna (os) PYCMAPK
oavH ¢aiin B 3,0
dopmarte YHN
8 |paccbi/ika MO 3/EKTPOHHOM MOoYTE YAa/NeHHbIM M0J/Ib30BaTENAM oAHO 3,0
MHGOPMALMM O HOBbIX MOCTYNAEHUAX LOKYMEHTOB 3/1eKTPOHHOE
NMMCbMO
9 | MHPOPMaLMOHHOE COMPOBOXKAEHME CalTa, NopTana MU CTpaHuL, B OfHO 3,0
COUMANbHbIX  CEeTAX: co3faHue 3aro/ioBKa aHHOTaUUM coobueHne
npukpenneHue ¢annos
4. Tunosble oTpacaeBble HOPMbI TPyAa Ha paboTsl,
BbINO/IHAEMbIE B AETCKUX, OHOLWECKNX BubanoTtekax, B bubanoTtekax
Hay4YHO-Mccnen0BaTeNbCKUX MHCTUTYTOB (HUW), obpasoBaTenbHbIX
yypexaeHui (6es ncnonb3oBaHWS aBTOMATM3NPOBAHHbIX CUCTEM
ynpasaeHWa npoueccamm)
4.1. KomnnekToBaHue bubanoteyHoro ¢oHAa
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n n3MepeHus BPEMEHM,
MUH.
1 3 4
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TeKyuwee KoMNNeKToBaHMe 6ubamoreyHoro poHaa:

1 |npocMOTp KHUIoM34aTeNbCKOM U KHUIOTOProBoM MHPopmMmaLmm (1 npaiic 8000 980.0
HaMMeHOBaHMI)

2 |ycTaHOB/NEHME TEMbI M BMAA AOKYMEHTa, noanexauwero otéopy;| (1 npalic 8000 2.0
BbIAAICHEHWE HEOBXO0AMMOCTU NPUobpeTeHMA HaMMeHOBaHMWI)
OnpepeneHune aK3eMNAAPHOCTM 3aKasa: (1 npaiic 8000

HaMMeHOBaHMI)

3 | pnAa nogpasaeneHnin 0,5

4 | ana 6ubnnoTekn B LENOM 1,0
odopmneHMe 3aKasa; YyKasaHMe IK3EeMMAAPHOCTU, CTOMMOCTU OJMWH 3aKas3 1,0
3aKasa, Aathbl
Konnyectso 3aKka3aHHbIX Ha3BaHWUIA:

5 11-15 15,0

6 [16-25 25,0

7 |26-75 75,0

8 |76-100 100,0

9 | odopmneHmre 3aKasa Ha BbINUCKY 3apyberKHbIX JOKYMEHTOB OOMH AOKYMEHT 100,0

10 |noaroTtoBKa Cnu1cKa OOKYMEHTOB, npeanaraemblix K| Oo4HO Ha3BaHue 26,0
MeXAyHapoAHOMY KHUFOOBMeHy; CBEpKa CMMCKa C KaTanorom
11 |cocTaBneHMe KapTOYKWU ANs KapTOTEKWU OpraHU3aLMi-napTHEPOB;| OAHA KAPTOYKa 1,0

YKa3aHue Ha3BaHWUA 0pFaHM3aLI,MlZ, agpeca, Ha3BaHWUA
obmeHnBaeMbIx AOKYMEHTOB




Paborta B AC:

12 |BBOA 3aKa3a TEKYLLEro KOMMaeKToBaHMA B 6a3y gaHHbIx AC OAMVH 3aKa3 5,0

13 | peaakTpoBaHue BBeAEHHbIX B 6a3y AaHHbIX CBEAEHUI O 3aKase; OAMH 3aKa3 30,0
BbIBO/, Ha 3KPaH; BHECEHME U3MEHEHUN

14 |BblBOA, HA MNPUHTEP AOaHHbIX TEKYLLEro KOMMJIEKTOBAHUA; OAMH 3aKas 1,6
pacnevaTtka
BeAEHME KapTOTEKN TEKYLLEro KOMMJIEKTOBAHUA

15 |cocTaBneHMe KapTOYKM, YKa3aHWe aBTOpa, 3arnaBusA, BbIXOAHbIX| OAHA KapTO4Ka 0,5
[AHHbIX, HOMepa B U34aTeNIbCKOM MaHe

16 |nepeHeceHWe CBeAEHWI O 3aKa3e Ha KaApPTOYKK; YKasaHMe| oAHa KapTouKa 0,3
3K3eMNAAPHOCTM 3aKasa, pacnpegeneHne Mo CTPYKTYPHbIM
noapasaeneHmam

17 |pa3pesaHune M3aaTeNIbCKMX MIAHOB, pacrneyaTka A1 KApTOTeKW | oAHa KapTouKa 1,5
TEKYLLEro KOMMNEKTOBAHWUA, HaK/leMBaHME Ha KaTaJIoXKHYIo
KapTOYKM

18 |nopbop KapToukuM no andaBuUTy ANA PACCTAaHOBKM B KapTOTEKY| OAHa KapTouKa 0,5
TEKYLLEero KOMNAeKTOBaHUA

19 | paccTaHOBKA KapTouKku B andasuTe bammnanin aBTopos, 3ari1aBuii B| OAHa KapTouKa 0,4
KapTOTEKY TEKYLLEro KOMMIEKTOBAHMUA
OdopmneHne NognMCKU Ha NepnoanNYeckne nsganua:

20 |npocmoTp KaTanora "Pocneyatn”, oTbop Ha3BaHWA | 04HO Ha3BaHWe 0,8
nepuoamuyYecknx nsgaHnin ona nognucku

21 |cbop 3anBKM OT noapasaesieHnin bubanoTekn ana NOANMCKM Ha| OAHa 3asBKa 1,5

nepunoanyeckme nsaaHuA




22

CBEPKa pacnevyaTku CNNCKoB YCN10BHO 3adKa3aHHbIX
nepnoanyeckmnx MB,D,aHMﬁ C KapTOTEKOVI 3aKa3o0B, BHecCeHue
M3MEHEHUA B pacne4vyaTkn CN1CKoB

OAHO Ha3BaHUe

1,04

23

CBEpPKA 3aKasa TeKyLero roga Ha nepuoguyeckne usgaHua c
nognuckon npeablayliero roga AN BbiABAEHUA WU3MEHEHUI B
Ha3BaHWAX; BHECEHNE OTMETOK

0/lHO Ha3BaHue

0,2

24

CBEPKa BbIXOAHbIX AaHHbIX BNEPBble 3aKa3blBaeMbIX 3apyberkHbIX
nepuoanYeckmx n3gaHui c 6ubamorpapuyeckumm
CNPaBOYHUKAMMU U APYTMMU MHPOPMALMOHHBIMU UCTOYHUKAMM

Ha O4MH rog,

80,0

25

odopmsieHne 3aKasa Ha NOANUCKY; NOACYET CTOMMOCTU NOANUCKK
C Yy4eTOM [OCTaBKM, 3aMO/IHEHME KBUTaHUMM aboHemeHTa Ha
nepuoamnyeckoe nsgaHue

OZVH 3aKa3

30,0

26

COCTaBneHune peFMCTpaLJ,MOHHOI‘a KapToO4KN  ONA  KapTOTEKU
nepunoanyeckmnx M3,CI,aHMI\;1; NpoCTaB/ieHNE Ha KapTo4yke UHAEKCa,
roga, nepnognvyHoCTn, NCTOYHUKA NOCTynaeHUA

OHa KapTO4Ka

0,5

Pabota B AC:

27

BBOJ, 3aKa3a Ha nepunoanvyeckmne n3gaHumAa B 6a3y AaHHbIX

OAHa KapTO4Ka

10,0

28

BblBOA, HA 3KpPaH peI'VICTpaLI,I/IOHHOﬁ KapPTO4KU; pacneyaTKa

O4Ha KapTO4Ka

1,0

29

KOPPEKTUPOBKA 3aKasa: BbiBOJ, Ha 3KPaH CMMcKa nepmoamyecknx
M3aHNI; BHECEHNE U3MEHEHUI

0AHO
HaMmeHoBaHue

0,3

Mepenucka C KHUTOTOProBbIMU opraHMsaumMamm "
n3aatenbcTBamu, bubanorekamm:

30

cocTaBneHne, Habop TeKcTa nucbma (3anpoca, npeTeH3uwu),
peructpauma B KHUre WUCXOAALWMX AOKYMEHTOB (npocTaBaeHue
AaTbl, MOPAAKOBOrO  HOMEpa, YKasaHMe  HaMMeHOBaHMA
OpraHn3aumm, KPaTKoro CoaepKaHuna nucbma)

OAHO NncbMmo

60,0




31 |odopmneHne 3aKkasa "KHura - noutoi", oTnpaBKa 3aKas3a B OAMH 3aKas3 3,1
marasuH, obmeHHble GoHAbI
JokomnnektoBaHne 6ubnmoteyHoro poHAa:
32 |nonyyeHne 3anABKM HA npuobpeTeHMe  [OOKYMEHTOB OT| OJHa 3anaBKa 0,3
noapasgeneHun.
33 | cocTaBnieHne 6ubMorpaduyeckort 3anncuK; ykasaHme Koamyectsa| ofHa KapToyka 3,0
3K3eMMNJIAPOB U CUTNbl NOAPA3AENEHNI
34 | BKNItOYEHME 3aABKM B KAPTOTEKY JOKOMM/IEKTOBAHUA O4Ha KapToyKa 0,26
35 |NpoCMOTP KapTOTEKU HeynOoBAETBOPEHHOrO CNPOCA; aHaAu3 | O4MH AOKYMEHT 3,0
OTKA30B A4/19 BbIIBJIEHWUA OTCYTCTBYIOLLMX LOKYMEHTOB, BK/IOYEHME
B KAapPTOTEKY AOKOMMNIEKTOBAHMA
OTbop [AOKYMEHTOB W3 0b6MeHHbIXx ¢GOHAOB 6UbAMOTEK ANs
OOKOMMIEKTOBAHUSA
MpocMoTp CAWUCKOB, KapTOTEK, KaTanoroB O6MeHHbIXx ¢(OHOO0B| OAWH LOKYMEHT
61banoTeK, oTOOP HYXKHbIX LOKYMEHTOB, CBEPKA C KaTasoramum u
KapToTeKamu cBoeit 6MBAMOTEKM; COCTaBAEHWME CNUCKA Ha
[OKYMEHTbI, 0ToBpaHHble B 06meHHOM poHAe
KonnyecTBo AOKYMEHTOB, BK/TIOYEHHbIX B CMIUCKM:
36 |1 5,0
37 |12-10 7,8
38 |11-25 16,0
39 |26-50 32,0

CocraBneHue onepaTtnueBHOro (TeKyLLI,eI'O) n1aHa KOMNJIEKTOBAHUA!




40 |onpeaeneHne meponpuaTUMii No popmmnposBaHuio egmHoro doHaa O4MH NNaH 480,0
Ha TEKYLUWUI rof, OTBETCTBEHHbIX UCMONIHUTENEN, KONMYECTBEHHbIX
nokasaTtenen obbema ¢oHaa (noctynneHue, BblbbITHE),
OTpacneBoro coctaBa, UCTOYHUKOB MOCTYMN/JEHNA, CMETbl PacXo0B
OdopmneHne naaHa KOMNIEKTOBaHUA B popme:
41 |Tabauy, oAHa Tabanua 2,6
42 | KapToTeKun OZHA KapTo4Ka 2,6
PaboTa B AC:
43 |BBOA N/AaHa KOMM/IEKTOBaHUSA B 6a3y AaHHbIX AC OAMH NNaH 1,1
44 | KoppeKTMpoBKa 6a3bl [aHHbIX; BbIBOL, Ha 3KpPaH; BHECEHWE | OAWMH OOKYMEHT 30,0
NU3MEHEHWN
4.2. MNpuem 1 yyeT NoCTYNUBLLUUX AOKYMEHTOB
N HanmeHoBaHuWe npouecca, onepauunun. Coctas paboTbl EomHuua Hopma
n/n n3amepeHus BPEMEHM,
MUH.
1 2 3 4

an/IEM AOKYMeHTOB, noctynumBwnx C cConpoBOAUTE/IbHbIM
AOKYMEHTOM

Mprvem OOKYMEHTOB MO COMPOBOAUTE/NbHbLIM MaTepuanam (cyerT,
HaKnaaHanA, Konus Yyeka, akT), nogbopka mx no andasuTy aBTOPOB
WAW  3arnaBuii, 3KCNeAMUMOHHbIM  HOMepam, CBepka C

O4Ha NapTuAa
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conposoanTenbHbiMMN OOKYMEHTaMK, MNPOCTaB/ieHNE UEHbI Ha
n3aaHUKn, NOACHET HNCNA IK3EMNIAPOB, 06LLI,EI\;1 CTOMMOCTHN

Konnyectso AOKYMEHTOB B NapTUu:

1|1 4,0
2 |2-50 8,9
3 |51-250 43,3
Mpvem [OOKYMEHTOB, NOCTYNMBLWIKMX 6€3 COonpoBOAUTENbHbIX
[OOKYMEHTOB:
4 |nogbop [AOKymMeHTOB no andasuty ¢Gamumamini aBTOPOB WM | O4MH AOKYMEHT, 3,1
3arfaBui; npoBepka Ha Ayb6/ieTHOCTb; NpPoOBeAEHME OUEHKM OAMH aKT
[OOKYMEHTOB; COCTaB/IEHME aKTa Ha NPUEM AOKYMEHTOB
KosimuecTBo fOKYMEHTOB, BK/IIOYEHHbIX B AKT:
5 |1 0,36
6 |2-5 2,1
7 |6-10 3,7
8 |npocTaHoBKa WTEMMeNa Ha TUTYIbHOM JINCTE U Ha 17-1 CTpaHULEe | OAMH OOKYMEHT 0,5
OOKYMEHTa
CBEPKAa MOCTYMMBLUMX [OKYMEHTOB C KapTOTEKOM TeKyLero
KOMM/IEKTOBaHUA
9 | MOMCK KapTOYKM B KapTOTEKe TEKYLLEro KOMMNEKTOBAHUSA, CBepKa | OAMH AOKYMEHT 3,0
KapTOYKM C AOKYMEHTOM, BHECEHME OTMETOK
10 |oTbop NEPBOro 3K3EMNAAPA, BAOKEHME KAPTOUKM B AOKYMEHT OAMUH OOKYMEHT 0,5




11 |nocTtaHOBKa KapTO4YKK 3a pasgenutens "BbinonHeHHble 3aKasbl" O4Ha KapToyKa 0,3
Pabota B AC:
12 |npoBepKa Ha Ay6neTHOCTb NOCTYNUBLLMX U3AaHWIM B 6a3e AaHHbIX | OANH AOKYMEHT 1,0
AC
13 | perncrpaums HOBbIX NOCTyNAeHul B 6a3e gaHHbIX AC OOMH AOKYMEHT 3,0
Mprem n perncTpaums XypHasios 1 raset:
14 |nopbop KypHanoB M raseT no ancdaBuTy HA3BAHWM, NOUCK| OAUH AOKYMEHT 2,0
PEerncTpauMoHHOM KapTOYKM B KapTOTeKe MOAMUCHbIX W3LaHWUR,
OTMEeTKa HOMEpA, 4aTbl NONY4YEeHNA U3OaHUA
15 |npocTtaHoBKa WTEeMNena Ha KypHane OAMH XypHan 0,1
16 |npocTaHOBKa WTemMnensa Ha rasete OfHa rasera 0,5
BeneHue "KHurn cymmapHoro yyeta':
pa3bop AOKYMEHTOB MO BWAAM, OTPACAAM 3HAHWUMW, A3bIKAM, | OAWMH AOKYMEHT 2,0
noacyeT yYucna AOKYMEHTOB, 3anucCb pe3ynbTaToB MnoAcyeTa no
YCTaHOBAEHHON POpMe B KHUIY CYMMAPHOFO yyeTa
KonnyecTBo LOKYMEHTOB B NapTUM NOCTYMNAEHWIA:
17 |1 2,0
18 [2-50 6,8
19 |51-250 42,0
20 |BBOA CTAaTUCTUYECKUX AaHHbIX "KHUMM cymmapHoro yyeta" B 6asy| oaHa naptma 3,0
AaHHbIx AC
21 |noAcyeT NOCTPAHUYHO MO NO3MLUAM AAHHbIX KHUMM cymMapHOro| oAHa nosuuuma 3,2




y4y€eTa, nepeHeCeHne UToros Ha caeayrowyro CTpaHunuy

22 |cBepKa WMHAHCOBbLIX JAOKYMEHTOB oOTgena ¢ (UHAHCOBLIMM | OAWNH OOKYMEHT 5,0
[OKYMeHTamu byxrantepum

23 | opopmneHne conpoBoaMTENbHOIO AOKYMEHTA (CYET, HAKNaAHaA, | O4MH LOKYMEHT 3,0
aKT) ans nepenaun B byxrantepuio

24 |odopmsieHNE  WMHBEHTApPHOW  KHWUIM, HymMepaums  INCTOB,| oAHa CTpaHuMua 0,88
NPoCTaBAeHNEe HOMEpPA B MHBEHTAPHOMN KHUre

25 |3anucb AOKYMEHTOB MO YCTaHOBAEHHON dopme B MHBEHTAPHYHO | OAWMH OOKYMEHT 0,88
KHWTY, NPOCTaB/IeHWE NHBEHTAPHOTO HOMEpPa Ha JOKYMeHTe

26 |npoBegeHWe WHOMBWAYANbHOFO yyeTa AOKYMEHTA MO aKTOBOM | OAWH OOKYMEHT 3,0
CcUCTEeEME, NPOCTABAEHME MHBEHTAPHOIO HOMEPA Ha AOKYyMeHTe

27 |npoBegeHWe MHAMBUAYANbHOTO y4yeTa C NPUMEHEHWEM YYETHOro | OZHA KapTo4Ka 3,0
KaTanora; coctaBneHne  6ubanorpaduyeckoro  onucaHua
[OKYMEHTa, YKasaHue LUeHbl, WHBEHTAapHOro Homepa, roja
NOCTYN/IeHMA, HOMEpPa 3aMnUCKU B KHUMe CYMMAPHOro y4eTa, Yncna
NOCTYMMBLUMX 9K3eMNNApos, nx pacnpegeneHue no
noapasgeneHmnam

28 |3anucb B KypHane perucTpauMyM KapToyeKk Y4YeTHOro Kartajnora| OfJHa 3anucb 1,0
WHBEHTAPHOro HoMepa, NepBoro C/I0Ba 3ar/iasusA

29 |npoCTaHOBKA MHBEHTAPHOIO HOMEPA Ha AOKYMEHTE OAVH OOKYMEHT 2,6

30 |perucrpaumsa naTeHToB B HYMePaLMOHHOMN KHUre OOMH AOKYMEHT 0,3

31 |nonyyeHne aKTOB Ha BbIObIBWIME [AOKYMEHTblI OT CTPYKTYPHbIX OAMH aKT 1,0
nogpasaeneHuii, BHeceHue 3anmcu B KHure cymmapHoro ydyeta (2-
A4acTb), NPOCTaB/lieHNEe HOMEpPA aKTa

32 | MCKoYeHUe AOKYMEHTA MO aKTy M3 yYeTHbIX Gopm OOMH AOKYMEHT 3,0




33 | McKAouYeHue BblbbIBLLMX 4OKYMEHTOB U3 6a3bl AaHHbIX AC OOMH AOKYMEHT 2,0

34 |noraweHne MHBEHTAPHOIro HoMepa U WTemnena 6UBIMOTEKN Ha | OAUH AOKYMEHT 0,3
LOKYMEHTE

35 | noAalwmnBKa aKkToB OOMH AOKYMEHT 3,0




MprmeyaHue: npu paboTe ¢ AOKYMEHTAaMM Ha MHOCTPAHHBIX A3blKax K HOPMe BPeMeHU NPUMeHSAETCS NoBbiwatowmi kKoadouumeHT 1,15,

4.3. bubanoTeyHas obpaboTka gokymeHToB. OpraHnsauma n BeJeHne Kataoros

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EavHnua Hopma
n/n ns3mepeHus BpemeHwu,
MMH.

1 2 3 4
PaboTa c neyaTHOM KapTOUKOM:

1 |pa3bopka KOMNNEKTa NeYaTHbIX KApTOYeK OlHa KapTo4Ka 0,42

2 |noabopka neyaTHbIX KapTtoyek Mo andasuTy damuanii aBTOpPoB| OAHA KapTouKa 0,36
WW 3arNaBui ANA PAacCTaHOBKM B CYXKEOHYIO KapTOTEKY

3 | paccTaHOBKa KapToyeK B CAYKeOHYIO KapToTeKy O4Ha KapTo4Ka 0,36

4 |nopbopKa nevyaTHbIX KapToYeK K AOKYMEHTam 0fHa KapTouKa 0,52
CsepKa NOoCTYNUBLLMX AOKYMEHTOB C KaTa/Joramm:

5 |npoBepka no KaTtasory NOBTOPHOCTU AOKYMEHTA, NepeHeceHue C| OAHa KapTouKa 1,9
KaTaNOXKHOW KapTOYKM BMbAMoTEYHOrO WKdpa, NoJHOro MHAEKCA

6 |nouck B cnyxebHOM KaTanore CBOAHOIO OMNWCAHWA, BHECEHWe | OAHA KapTouKa 2,6
OTMETOK

7 |obopmneHne nevyaTHON KAPTOYKWU, HAMUCAHWE WMHBEHTAPHOro| OAHA KApTO4Ka 0,68

Homepa, wudpa 1 MHoN nHbopmMaLum

Mpunucka aybneTos:
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8 |cBepka [OOKYMeHTa Ha  AybneTtHOCTb No  cAyXebHomy | OAHO HasBaHMue 0,94
andaBUTHOMY, y4EeTHOMY KaTanory
9 |npunucbiBaHne aybneTa B KaTanor: NPOCTaBAEHWE UHBEHTAPHOMO | OAHO Ha3BaHMWe 0,84
HOMmepa, nepeHeceHne Wndpa Ha AOKYMEHT
MpunucKa NpoaoMKaoWMXCA U34aHUN:
10 |NOUCK B PErncTpauMoOHHON KapTOTEKe KapTOYKM Ha WU34aHue, | OAHO Ha3BaHMe 0,84
CBEpPKa ee C OpUrMHanoM, BHeceHne BUBANOTEUYHbIX OTMETOK
11 |nouck B  KaTanore  KapTOYeK, OTMEeTKa  MNOCTYMJIeHUA | OAHO Ha3BaHue 3,1
COOTBETCTBYIOLLErO  BbIMyCKa, MpPOCTaBJleHWEe  WHBEHTApPHOro
HOMepa, Wndpa, BHECEHUE APYTrMX BUBAMOTEUHbBIX OTMETOK
dopmumpoBaHme 6mMbamorpadpuyeckom 3anucm
CoctaBneHMe OCHOBHOM 6ubanorpaduyecko 3anucu nNpu| OAHO Ha3BaHWe
OTCYTCTBMM MNEYATHOW KApPTOYKU B AOKYMEHTe (O3HAaKOM/eHMe C
OOKYMEHTOM, COCTaB/IeHWE ONWUCaHMUA, BHeCeHWE BUBANOTEYHbIX
OTMETOK)
KonnyectBo asiemeHTOB OnNMcaHusA:
12 |1-4 0,42
13 |5-6 5,2
14 |7-9 6,2
15 |10-13 7,2
16 |14-19 8,2
17 |20-27 9,2




18 |coctaBneHne oCcHOBHOM Bubanorpadmuyeckolt 3anNUCK ¢ NOMOLLbIO 20,0
MaKeTa KapTO4KM, HamneyaTaHHOro B KHWUre; MPOCMOTP M34aHus,
CBEPKA C MaKeTOM KapTOYKW, BHECEHWE U3MEHEHUs WU
[ONONHEeHUs
19 |coctaBneHue [,06aBOYHOrO OonucaHus K OCHOBHOW | OZHa KapTO4Ka 1,9
bubnnorpaduyeckoit sanmcm
20 |03HAaKOMNEHME C [AOKYMEHTOM, COCTaBAEHME aHAUTUYECKON | OAUH AOKYMEHT 10,0
3anucum
21 |cocTaBneHue CCbINIOYHOM KapTo4Kun K OCHOBHOM | OfHa KapToyKa 0,52
bubnnorpaduyeckoit sanmncu
PenaktupoBaHue bubnmorpadpuyeckoi sanucu:
22 |npoBepKa NPaBUIbLHOCTU 3/IEMEHTOB 3aMNCKU Ha KapToUKe OflHa KapTo4Ka 1,0
23 |odopmneHne KapTouku ana AybaMpoBaHMA Ha MHOMWUTENbHOM | OJHa KapTouKa 1,4
annapaTte; NpoCTaB/ieHMe MWHAEKCOB, WWUPpPoB, BUBANOTEUYHbIX
NOMETOK, ONpeaesieHMe N YKaszaHne TUparka KapTodek
lpynnoBas 06paboTKa A4OKYMEHTOB
OTbop OAHOTUMHbLIX [AOKYMEHTOB, MNOAJeXallMx TrpynnoBoi| oaHa rpynna
06paboTKe; cocTaBneHUe 0b6LleN XapaKTePUCTUKMU Ha KOMMIEKT| AOKYMEHTOB
[NOKYMEHTOB
Konnyectso AOKYMEHTOB B rpynne:
24 (1-9 39,0
25 [10-15 60,0
26 [16-30 106,0




27

nposepKka MpPaBUIbHOCTU COCTAaB/IEHUA XAPaAKTEPUCTUKU  HaA
KOMMNNEKT AOKYMEHTOB

ofHa
XapaKTepucTMKa

13,0

Pekatanormsauymsa:

28

CBEPKA KApTOYKM C [OOKYMEHTOM; UCMpaB/ieHWe CTaporo
61baMorpadnUecKoro onncaHMA; CocTaBlieHNne HOBOro ONUCAHMUS;
nepeHeceHne wWNdPa, MHBEHTAPHOrO Homepa, 6GUBANOTEUHBIX
NOMeTOK

OlHa KapToO4Ka

5,7

MoAroToBKa K MHAEKCMPOBAHUIO AOKYMEHTOB AJ/1A KaTa/10roB:

29

nop,6op|<a KapTO4KM K [OOKYMEHTY, CBe€pKa W BJ/IOXKEHNE B
AOKYMEHT

OAMH AOKYMEHT

0,5

30

O3HAaKOMJIEHWE C [OKYMEHTOM; YCTaHOBJ/IEHWE TEeMATUKW;
pacnpegeneHune nNo oTpacaam 3HaHuA (No TemaTuke)

04HO Ha3BaHue

0,88

31

NPOCMOTP MHOCTPaHHbIX M34aHUI, NePeBOA AAHHbLIX HA PYCCKUIA
A3bIK

OAMH AOKYMEHT

0,37

Cuctematmsauma AOKYMEHTOB:

32

cuctemaTtusauma  AOKYMEHTa C  UCMO/ib30BaHMEM  WHAOEKCOB
neyaTHOM KapTOUYKM WAM MaKeTa KapTO4KM, HamedaTaHHOro B
n34aHUN, 03HaKOM/IEHNE C AOKYMEHTOM, NPOBEPKa COOTBETCTBMSA
MHAEeKcoB Tabauuam Knaccudukauum, NpuHATbIM B 6MbanOTEKE,
npocTaB/ieHne HAEKCa Ha AOKYMeHTe

OAMH AOKYMEHT

2,6

33

cncremaTmnsauma JOKyMEHTOB NpU OTCYTCTBUA neyaTHoMm KapTO4KK
M MaKeTa KapTO4YKU B U3OAHUNUN; O3HAKOM/IEHNE C OOKYMEHTOM,
onpegeneHne nMHOeEKCa no Ta6ﬂMLI,aM KJ'IaCCMCI)MKaLI,VIM, NMPUHATbIM
B 6VI61'IMOTEKE, npocTtaBaneHne nHOeKCa Ha AOKYyMeEHTEe

OAVH AOKYMEHT

2,0

34

onpeaeneHne aBTOPCKOrO 3HaKa [IOKYMEHTa MO aBTOPCKMM
Tabnnuam

OAMH AOKYMEHT

0,3




35 | wndpoBKa AOKYMEHTA NpM GOPMATHO MHBEHTAPHOW PACCTAHOBKE; | OAWNH AOKYMEHT 0,42
onpeaeneHune dopmarta AOKyMeHTa, HanucaHue wudpa

36 |pepakTMpoBaHME KAACCUPUKALMOHHOTO WHAEKCA; NpOBepKa| OAWH AOKYMEHT 0,5
NpPaBUIbHOCTM MHAEKCA, aBTOPCKOro 3HakKa

37 |cocTaBneHve KapToukM andaBUMTHO-NPeAMETHOro KaTasora (Ha| o4Ha KapTouKa 2,0
HOBYIO TEMATWUKY); HanNUCaHMe Ha KapTouKe WHAOEKCA, Ha3BaHWe
KaTasora M KapTOTeKM, B KOTOPbIX OTParKaloTCA [LOKYMEHTHI,
YKa3aHWe CCbIIKM W  OTCbIIKM, CBA3b MeXAY OTAeNbHbIMM
pybpurKkamu
MpeameTnsauma LOKYMEHTOB:

38 |npeameTnsauma  OOKYMEHTOB C  WMCNO/b30BaHMEM  PybpWK| OAHO HasBaHue 2,6
nevyaTHOM KapTOYKK; NPOBEPKA COOTBETCTBMA PYOPMKM neyaTHOM
KapTOYKW NpeaMeTHOMY KaTanory

39 |npegmeTv3aumsa  OOKYMEHTOB MNpPW  OTCYTCTBUM  MEeYaTHOM | o4HO Ha3BaHWe 3,0
KapTOYKW; O3HAKOM/IEHME C SOKYMEHTOM, onpeseneHne pybpuku

40 |cocTaBfieHMEe HOBbIX NpeamMeTHbIX pybpuK ©  noapybpuk;| oAHa KapTouka 1,5
nepeHeceHne Ha KapTOUKM CNyKeOHOW KapTOTEKK

41 |pepaKTUpoBaHue NpeaMeTHON pybpuKn; NpoBepKa NPaBUIBHOCTM | OfHA KapTouKa 5,0
npeameTHON pybpuKKN, TOYHOCTb HAaNMCaHUA
OpraHu3auma andaBUTHOroO Katasora:

42 |nogbopKa KapTouykm no andasuTy ¢amuanii aBTOPOB WAM| OAHA KAapTO4YKa 0,36
3arnaBui ANA PacCTaHOBKM B andaBUTHbIN KaTanor

43 |paccTaHoOBKa nNpeaBapuTeNbHO MNOAOOPaHHbIX KAapTOYeK B| O4Ha KapTodKa 0,36
andaBUTHbIN KaTanor

44 | pepakTnpoBaHue andaBUTHOIO KaTasora; NPOBEPKa PAacCTaHOBKM | OAHA KapTouKa 0,88




KapTo4yekKk, npaBuibHOCTU ,£I,O6aBO‘-iHbIX N CCbINIOYHbIX KapPTO4EK,
ncnpasneHme OoWnBOK

45 |HanucaHue pasgenutena ans andaBUTHOrO KaTanora, ykasaHue OAMH 0,88
byKBbl, cnora pasgenutenb

46 |paccTaHoBKa pasgenutens B andaBUTHbIKM KaTanor: noabopka O4MH 2,0
pasgenutena no andaBuTy, MNOUCK MecTa pasfenuTtens,| pasgenuTenb
NOCTAHOBKa, 3aKpenieHne CTepKHA
OpraHu13auma cCMCTeMaTUYECKOro KaTasiora:

47 |nopbopKa KapTOYKM MO MHAEKCAM, BHYTPU pasgena no andasuTy | oAHa KapTouka 0,42
damunmin - aBTOpPOB WAW  3arfaBUil  ANA  PACCTAHOBKM B
CUCTEMATUYECKMI KaTanor

48 |paccTaHOBKa MpeaBapuTesibHO MNoJ06pPaHHbIX  KAPTOYEK B| OAHA KapTOuKa 0,42
CMUCTEMATUYECKUI KaTanor

49 |pefaKTMpoBaHME  CUCTEMATMYECKOrO  KaTasiora: MpoBepKa| OAHa KapTouka 0,88
NPaBUAbHOCTU HaNO/NHEHWA PA34e/iI0B KaTasora no CoAEpPKAHUIO,
WHAEKCALMM U pacCcTaHOBKe, UCnpaB/ieHne owmnboK

50 |peknaccudmKaumsa cUCTeMaTMUYECKOro KaTasiora: WChnpaBfieHMe | o4Ha KapTouKa 10,0
WHAEKCOB, BHECEHNE U3MEHEHW B ahaBUTHbBIN KaTanor

51 |HanucaHuve pa3genuTtena AAA  CUCTEMATMYECKOrO  KaTtaJjora: OAMH 1,0
yKasaHWMe HaMMeHOBaHMA pasgena, nogpasgena W Apyrux| pasgenutens
pasgenutenemn

52 |pacctaHOBKa pasgenutens B CUCTEMATUYECKMM  KaTanor: OAMH 2,0
noabopKa No MHAEKCAM, NOUCK MeCTa, NOCTAaHOBKA, 3aKpenieHne | pasaenuntenb

CTEePXHA

OpFaHM3aLl,VIF| npeameTHoOro Kartasora:




53 |noabopKa KapTouku no npeameTHbIM pybpuKkam, BHYTpM pybpuK| oaHa KapTouKa 0,42
no andasuTy Gammanit aBTOPOB UM 3arnasui

54 |pacctaHoBKa npeaBapuTesibHO MNoA0bOpaHHbIX KapToYeK B| O4Ha KapTodKa 0,42
npegMeTHbIN KaTanor

55 | pepakTnpoBaHue npeameTHOro KaTasora: npoBepKa | o4Ha KapTo4Ka 1,0
NPaBWUIbHOCTU CCbINOK, OTCbINOK, PYOPUK

56 |HanucaHue pasgenuTena ANA NpegMeTHOro Katanora, yKasaHue 0aVH 2,3
pPYy6pPUKK, OTCbISIKK, CCbITKK pasgenutenb

57 |pacctaHoBKa pasgenntensa B NpeAMeTHbIM KaTasior, NOUCK MecCTa, OAMH 2,0
NOCTAHOBKa, 3aKpenieHne CTepKHA pa3sgenuTenb
OpraHusauyma HYMEpPaLMOHHOro KaTasaora HOPMaTUBHO-
TEXHUYECKOM AOKYMEHTALNMU:

58 |nogbopka KapTO4KM MO  BUAAM  LOKYMEHTOB, YCAOBHbIM| OAHA KapTo4Ka 43
undpoBbiM 0603HaYEHMAM, andaBUTy COKPALLEHHbIX Ha3BaHWM
CTPaH, NATUHCKOMY andaBuTy (MHOCTPAHHbLIX CTAHAAPTOB), NO
HOMepaM OOKYMEHTOB

59 | paccTtaHoOBKa npeaBapuTesibHO NOAOOPAHHbBIX KAPTOYEK B KaTasor | Oo4HA KapTouKa 0,41

60 |pepakTMpoBaHue KaTanora: npoBepKa NPaBUALHOCTU | OZHA KAapTO4Ka 2,6
6ubnmorpadmyeckmx OMUCAHWIA, PACCTAHOBKM, WCMpaBieHMe
OWMOOK; BHeCeHWe fJOMNOJSIHEHUI W W3MEHEHMI B KaTanor
(oTmeHa, 3aMeHa, M3MeHeHWA, MPOANIeHMEe CPOKA AEeUCTBUA C
YKa3aHMeM UCTOYHMKaA)

61 |HanucaHue M pacCTaHOBKA pasgenurens O4MH 1,3

pasgenuTenb

OpFaHM3aLJ,VIF| n BeaeHune aNeKTPOHHOro KaTanora:




62 |cBepKa NOCTYyNUBLUMX  AOKYMEHTOB Ha  Ayb6neTHOCTb  B| OAMH LOKYMEHT 1,6
3NEeKTPOHHOM KaTanore
63 | NpunucbiBaHME MNPOAO/KAOWMXCA W3AAaHUN B 3IJIEKTPOHHbLIN | OAUH AOKYMEHT 1,6
KaTanor
dopmumpoBaHme 6mbanorpadmyeckoin 3anncK s 3NEKTPOHHOro |  OAHA 3anucb
KaTanora; BBoA, B 6a3y AaHHbIX; 3aMO/NHEHWE COOTBETCTBYHOLLMUX
nonewn:
64 |nNpu HaANYMM MaAKeTa NeYaTHOM KapPTOUKM 0,36
65 | Npu OTCYTCTBMM NEYATHON KAPTOUKM 0,42
66 |cocTaBieHMe aHa/IMTUYECKOM 3anncu 3,5
67 | cocTaBneHne f,06aBOYHbIX M CCbINOYHbIX ONMUCAHWIA OZHO OnucaHue 0,88
68 | pepakTnpoBaHue bubanorpaduyeckolt 3anmcm B 6ase gaHHbIx AC; | 04HO onMcaHue 1,3
BHECEHWE N3MEHEHW
69 |BBOA nNepeyHAa NpegMeTHbIX pybpuk AJIY K cuctemaTMyeckomy| ogHa pybpuka 0,36
KaTasory U reHepanbHOW CNPAaBOYHOMN KapToTeKe
70 |BbIBOA Ha 3KpaH bubanorpadpuyeckmx sanmcen O/iHa 3anucb 0,83
71 |pepakTnpoBaHue pybpuK, HanosHeHMe pa3aenos O/ZlHa 3anucb 7,5
N3bATHE KapToYeK U3 KaTanoros
N3bATME KAPTOUYKM Ha WCKAOYEHHble M3 6ubnnmoteyHoro ¢oHaa| oAHA KapTouKa
[OKYMEHTbI:
72 |andaBUTHOrO KaTasnora 0,42
73 | cuctemaTMyeckoro KaTtanora 0,36




74 | npeameTHOro KaTtasaora 0,36
75 | HYMepauMoHHOro Katasora 0,42
76 |n3bATME BUBAMOrpadUUECKMX 3aMMUCEN U3 IIEKTPOHHOIO KaTaiora 0/fHa 3anucb 2,0
TexHn4yecKas 0b6paboTKa LOKYMEHTA
HaknenBaHne Ha OOKYMEHT JIMCTKA CPOKa BO3BpaTa, KapMallKa, | OAUH AOKYMEHT
APAbIKa:
77 | NNCTOK CpOKa BO3BpaTa 0,42
78 | KapmalueK 0,42
79 | ApAnbIK 0,26
HanucaHue wndpa Ha JOKYMEHTE U ApblKe: OOMH AOKYMEHT
80 |Ha AOKymeHTe 0,26
81 |Ha Aapnbike 0,36
82 |nepeHeceHne GOPMATHOrO W cUCTeMaTUYeckoro wudpa Cc| OANH OOKYMEHT 3,0
KapTOYKW HA LLOKYMEHT
83 |odopmneHne KapTOUYKM O TUPAKMPOBAHWUA: onpeaesieHVe W | OA4HO Ha3BaHWe 1,0
yKa3aHue Tupaa
84 | KOPPEKTMPOBKA KAPTOUKM NOCNE TUPAXKMPOBAHUA OZ1HO Ha3BaHMe 0,42
85 |pacnpegeneHve KaTaJIOXKHbIX KapTo4YeK Ha HOBble MOCTYN/JEHWUA | OAHa KapTouka 0,42
Nno CTPYKTYPHbIM NoApasaeneHnam nocsie TMPaKMpoBaHUsA
86 |3anosiHeHMe  KHWXKHOro  dopmynspa: yKasaHue  wudpa,| oANH KHUKHbIN 0,88

WHBEHTapHOrO HOMepa [AOKyMeHTa, GamuMauuM U UHULMANOB
aBTOpa, ero Ha3BaHMA, LieHbl, roga nsaaHma

dopmynap




87 |3anosiHeHMe KapTOUYKM MHAMKATOPA Ha LOKYMEHT, HanpaBasaembli | OANH MHAUKATOP 0,88
B KHWTOXpaHeHWe: yKa3aHWe WHBEHTApPHOro HOMepa, aBTopa WU
3arnasma, wndpa pacctaHOBKMU
88 |3anosiHeHMe nepenaToyHOM BEeAOMOCTM Ha NAPTUO  HOBbIX | OAMH AOKYMEHT 0,15
NoCTynaeHumn
PaboTa B AC
BblBOZ Ha 3KpaH y4eTHbIX GopMm, pacrneyaTka: oAHa dopma
89 | INCTOB NHAMBUAYANBHOMO yYeTa AOKYMEHTOB 0,05
90 |nepenaTo4HON BEAOMOCTM HOBbIX MOCTYNAEHUM 0,05
91 | KapTouKu ¢ Bubanorpaduyeckoit 3anmcbio 415 y4eTHOro Katasora 0,05
92 | KHUXKHOro popmynapa 0,05
93 | KapTOYKM MHAMKATOpPA 0,05




MprmeyaHue: K Hopmam BpeMeHU NPUMEHSIOTCA NOBbILLAOLWME KO3ODUUMEHTDI:

- NpU cocTaBieHUN Bubnmorpadryeckoro onncaHMa Ha AOKYMEHT, HA TUTY/IbHOM JIUCTE KOTOPOro YaCTUYHO OTCYTCTBYIOT AaHHble Ana 6ubnuorpaduueckoit
3anucm - 1,13;

- npu bubnnoteyHoi obpaboTKe: KMHODOTOPOHOAOKYMEHTOB - 1,21; HOTHbIX, KapTorpapuyeckux, msomsgaHumin - 1,15, cneumanbHbiX BUAOB Hay4yHO-
TEXHUYECKOW NUTepaTypbl U AOKYMeHTauum - 1,10;

- Npun paboTe c AOKYMEHTaMM Ha MHOCTPAHHbIX A3blKaX, NPU OpraHn3aumMm n BeeHUN KpaeBeaAYecKoro Kartasora (KapToTekm) n 6ubamMoTeyHoro Katanora Ha
MHOCTpPaHHOM A3blKe - 1,15.

4.4. Pabota c poHAOM

4.4.1. PaboTa no npuemy IOKYMeHTOB

Tabnnuya 67
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHnua Hopma
n/n n3mepeHus BpemeHwu,
MUH.
1 2 3 4

1 |MNpuem SOKYMEHTOB B CTPYKTYPHbIX NOAPa3aeeHUnAX:

2 npunem LOOKYMEHTOB W3 0OTA€/la KOMNNEKTOBAHUA, CBEPKa C O4Ha napTuAa 90,0
conposoaunTenbHbiM matepmnasiom

3 |perucrpauma HOBbIX MOCTYNAEHUA MepUOAUYECKMX W3A4AHWMI, | OAMH OOKYMEHT 0,4
NpocCTaB/iieHne OTMETKM B PErUCTPALMOHHOM KapToTeKe

4 |npocTaBneHve WTemnenna CTPYKTYpPHOro noApasfaeneHns  Ha| OAMH OOKYMEHT 0,26
AOKYMeHTe




Moabop AOKYMEHTOB A1 PAcCTaHOBKM B GOHAE:

5 |nogbopKa [AOKYMEHTOB MO KAAcCUPUKAUMOHHBIM UHAEKCaM, | OAUH AOKYMEHT 0,52
ABTOPCKOMY 3HaKy
6 |noabopKa AOKYMEHTOB No popmaTy, MHBEHTAPHbIM HOMEPaM OOMH AOKYMEHT 0,36
7 |nopbopka nepuoamMHecKMx W3gaHui no andaBUTy Ha3BaHUAM, | OAWMH OOKYMEHT 0,5
rogam, Homepam
8 |noabopKa cneusBuaoB HOPMATUBHO-TEXHUYECKOW AOKYMEHTaUMM | OAWMH OOKYMEHT 0,36
Nno Knaccam, Nogknaccam, rpynnam, nNoArpynnam, MHBEHTAPHbIM
HOMepam
PacctaHoBKa 6ubaMoTeYHOro poHAaa:
9 |paccTaHOBKA [OOKYMEHTOB HA CTefNa)Kax B CUCTEMATMYECKU-| OAUH OOKYMEHT 0,52
andaBMTHOM nopaake
10 |paccTaHOBKA [AOKYMEHTOB Ha cTensaxax B POpMaTHO-| O4MH AOKYMEHT 1,3
WHBEHTAapPHOM MopsaaKe
11 |paccTaHOBKa NepuoaMyecKkuMx M3aaHui no andasuTy Ha3BaHWN, | OAWH AOKYMEHT 0,52
rogam, Homepam
PaccTaHOBKa  HOPMATUBHO-TEXHUYECKON  AOKYMEHTAUWM MO | OAWH SOKYMEHT
Knaccam, nogknaccam, rpynnam, noarpynnam, WHBEHTAPHbIM
HOMepam
Konnuectso AOKYMeHTOB B noabopKe:
12 |1-5 0,52
13 |6-10 5,2
14 |11-15 0,88




PaccraHoBKa AOKYMEHTOB Ha MUKPOHOCUTENAX B UHBEHTAPHOM U
HymMmepauMoOHHOM nopAaake:

OAVH AOKYMEHT

15 |npoBepka NpaBU/IbHOCTU PACCTAHOBKW AOKYMEHTOB B OTAE/IbHbIX | OAWH AOKYMEHT 0,5
maccmBax poHAa
16 |nepeaguxkeHue (nepeHeceHne) LOKYMEHTOB Ha CBOBOAHbIE MECTa | OANH AOKYMEHT 0,4
17 |odopmneHne MOMOYHLIX pPasgenuTenen; HanucaHue MNoA0YHbIX OAMH 10,0
pasgenutenemn pasgenuTenb
MpumeyaHune: K HOpMam BpeEMEHW MPUMEHAIOTCA NOBbIWatoWwune KoIGOULMNEHTDI:
- npu noabope n pacctaHoBKe KNHOGOTOPOHOAOKYMEHTOB - 1,2;
- Npy noabope 1 paccTaHOBKe HOT, KapTorpadunyecknx, nsomsaaHmm - 1,5;
- npu paboTte ¢ AOKYMEHTaMM Ha MHOCTPAHHbIX A3blKax - 1,15.
4.4.2. PaboTa no coxpaHHocT poHAaa
N HanmeHoBaHue npouecca, onepauunun. Coctas paboTbl EomHuua Hopma
n/n n3mepeHus BPEMEHM,
MWH.
1 2 3 4
MpoBepka bubnnoTeyHoro poHAaA:
1 |HanMcaHMe KOHTPONbLHOIO TaNOHA Ha AOKYMEHT, YKa3aHME Ha HeEM OAMH TaNoH 3,0

WHBEHTapHOro Homepa, wuodpa, Gamuanmn, UHUUMANOB aBTOPA,
3arnasus, roga, MecTa U3gaHus, LeHbl, MecTa XpaHeHus
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2 |MapKMpPOBKA KOHTPO/IbHLIX Ta/NOHOB: YCTAaHOBKa, rAe Y4TeH OAWH TaNoH 8,0
OAHHbIA  OOKYMEHT (YYETHbIM KaTanor, WHBEHTapHas KHura),
NpocTaB/ieHne Ono3HaBaTe/IbHOro 3HaKa
MoabopKa KOHTPOIbHbIX Ta/IOHOB: OAMH TanoH
3 | NoO MHBEHTApPHbLIM HOMEpPaMm 0,1
4 | no andasuTty pamnanii aBTopos NN 3arn1aBui 0,1
5 | no knaccudpmuKaunMoHHOMY UHAEKCY 0,1
6 |CBepKa KOHTPO/IbHbIX Ta/JIOHOB C WHBEHTAPHOW KHUIOW, OTMETKa OAIMH TaNoH 2,0
NPOBEPKN Ha Ta/IOHE U B KHUTE
7 |cBepKka KOHTPOJIbHbIX Ta/JIOHOB C YYETHbIM MAU andaBUTHbLIM, OAVH TanoH 3,0
TonorpaduYecKkMm Katasioramm, OTMETKA Ha Ta/loHe U B KaTanore
8 |npocmoTp  $opmbl  MHAMBMAOYANbHOTO  Yy4yeTa, BbIIBEHME | OAUH AOKYMEHT 3,0
[OOKYMEHTOB, He MpoLuesLLmMX NPOoBEPKU
9 | cocTaB/fieHME KapTOYKKN Ha JOKYMEHT, He NpoLleALIniA NPOBEPKU OAIVH OOKYMEHT 3,0
10 |NOUCK [AOKYMEHTOB, He MpollealnX MPOBEPKY, NO Pas3/INYHbIM | OAMH AOKYMEHT 20,0
y4yeTHbIM GopMaM, KapTOTEKAM, *KYPHaNam, KHUKHbIM NOJIKam
CocTaB/ieHMe cn1cKa HegocTatowmx B GoHAe AOKYMEHTOB OJZINH CMUCOK
Konnuectso AOKYMEHTOB B CMIUCKE:
11 |1 0,78
12 |2-10 8,3
13 |11-25 19,3

OT60p AOKYMEHTOB ANA U3bATUA U3 doHAA




MpoCMOTpP AOKYMEHTOB Ha NpegMeT U3bATUA U3 GoHAa:

OAVH AOKYMEHT

14 | HenpodUNbHbIX 3,1
15 | pybneTHbIX 1,6
16 |ycTapesLwmnx No coaepKaHnto 3,1
17 | BeTxux 0,88
18 | manoncnonbayembix, HEUCNONAb3YEMbIX 2,6
MoAaroToBKa AOKYMEHTOB K aKTUPOBAHUIO:
19 |noabopka AOKYMEHTOB B MApTMM MO NPUYMHAM U3bATUS, CBEPKA C| OAMH AOKYMEHT 0,36
KHUXXHbIM popmynapom
20 |noabopka KHMKHbIX GOPMYNAPOB Ha OOKYMEHTbl B NopaaKe | oauH dopmynap 0,42
WHBEHTapHbIX HOMepoB, andasBuTa, KypHaabl - NO rogam u
HOMepam
COCTaBJ/IEHME CNUCKA K aKTy BblObITUA (Nepeaaun), nogcyet obuwei OAMH aKT
cymMmMbl, obOpMAEHNE aKTa; NoralweHne MHBEHTAapHOro Homepa U
wremnens 6U6NMOTEKN HA LOKYMEHTE; NOALIMBKA aKTOB
KonnyectBo AOKYMEHTOB B CMIUCKe:
21 |1 0,78
22 |2-10 7,8
23 |11-25 19,3
MoaroToBKa AOKYMEHTOB B Nepenner:
24 |oTbop [OKYMEHTOB pnA MepenseTta; NpoBepKa COCTOAHWUA | OAWH OOKYMEHT 3,0

[OOKYMEHTa; 3ano/iHeHKe (cBepKa) KHUXHoro popmynspa




25

no,a,6opKa KOMMNJIEKTOB, CBA3Ka B NayKu; Od)OpMﬂEHMe
AOKYMEHTOB A41A nepenaydyn B nepenner

OAVH AOKYMEHT

2,6

26

NnoAroToBKa AOKYMEHTOB K BOCCTaHOB/IEHMIO: NOAOOP AOKYMEHTa,
aHa/ZIOTMYHOTO  MoBpPeXKAEeHHOMY, odopmieHMe 3aKasa Ha
KOonNupoBaHue

OAVH AOKYMEHT

10,0

27

npmem 3aKa3a nocine KonnposaHmA, NpoBepKa KadecTBa Konui;
noAaroToBKa AOKYMEHTA K nepennety

OAMH AOKYMEHT

7,0

28

npuem JOOKYMEHTOB W3 Mepennerta; CBepka NOCTYNMBLUMX W3
nepensieta AOKYMEHTOB C KHUMXKHbIM POpPMyaapom, NpoBepKa
KayecTBa MepenseTa; BOCCTAHOB/IEHME 3arfaBuA; HanucaHue
wndpa Ha ApPSIbIKE, KOpeLLKe AOKYMEHTa

OAMH OOKYMEHT

7,0

MoawmnBKa raseT U TOHKUX }KYPHaNO0B:

29

onpeaeneHvie Gopmata, BAOKEHNE KOMMIEKTA KyPHaNoB B Nanky
Hy)KHOro popmarTa, 3aBaA3blBaHWE; BbiHECEHWE WKdpa, HA3BAHUA,
rofia u3faHus, HOMEpPOB KYPHAN0B Ha 06/10KKY W KOPELIOK NanKu

oAHa nanka

3,0

30

pacKnafka rasetbl MO Ha3BaHWMAM, NPOKa/ibiBaHWe, BNOXeHWEe B
KapTOHHY0 06710XKy (Nanky), nNpowHypoBKa, odopmieHue
0610KKM (Ha3BaHWe, rog, HOMep, MecsLl)

OAHa nanka

5,0

Menknit peMoHT doHAa:

31

nogKnenka AOKYMEHTa, KapMalUKOB, Sip/blIKOB, BOCCTAHOB/IEHWE
3arnaBuin U MHOM PEMOHT

OAHa nanka

2,0-5,0

ObecnbinuBaHue poHaa:

32

obecnblinMBaHMe ¢oHAA C Nomoulbto MNblnecoca; obecneyeHune
paboyero mecta TeXHUYECKMMW CPeACcTBaMU: Mbl1ECOCOM,
pabouMm  CTO/IMKOM, CTPEeMAHKOW, BeApOM; MpoBedeHUue
obecnblMBaHNA, 3aHeceHWe TexXHUUYeCKUX CcpeacTs B MecTa

0AHa
MeponosKa

12,0




XpPaHEeHUA

33 | pyyHoe obecnblinBaHMe ¢oHAa; obecnevyeHue paboyero mecta o4Ha 9,4
TEXHUYECKMMU CPEeACTBAMU: CTPEMSHKOW, pabouMm CTONMKOM, MeponosiKa
TENIeXKKON,  BeApoM,  TpAMKamMu;  MNPOTUPKA,  3aHeceHue
TEXHUYECKUX CPEeACTB B MeCTa XpaHeHu s
MprmeyaHue: K HOpMam BPEMEHW NPUMEHSAIOTCA NOBbILWaoWme KoapPuumneHTb:
- NpU py4HOM o0becnbliMBaHUM GOHAA HOTHbBIX, KapTorpaduyecknx, nsonsganuii - 1,2;
- Npy 0b6ecnblIMBAHNK C NOMOLLLIO Mblnecoca - 1,3.
4.4.3. U3yyeHune 6ubnnoteyHoro ¢oHAa
N HanmeHoBaHuWe npouecca, onepauunun. Coctas paboTol EamHuua Hopma
n/n n3mepeHus BpPEMEHM,
MWH.
1 2 3 4
MogrotoBuTENIbHAA paboTa No U3yyeHuno GUbAMoTeyHoro GoHaa:
1 |cocraBneHue naaHa paboTbl NO U3yyveHUto BubanoTeyHoro poHaa OAMH MNnaH 10,0
(yactn doHAa)
2 |noArotoBKa WMHCTPYMEHTapua nNo wu3ydeHuo 6GubamoTteyHoro| opgHa Tabavua 10,0
¢$oHAa; cocTaBneHMe TabanLbl MO PAa3/IMYHbIM acnekTam U3ydyeHus
3 |nopbopka 6ubnunorpaduuecknx nocobuit, MHOPMALMOHHBLIX| OAHO Nnocobue 10,0

CMUCKOB Ana nposBeaeHnsa paboTbl MO M3yyeHUto 6ubanoTevHoro
¢doHaa
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4 |npoBefeHWe MHCTPYKTaXKa 414 NpoBeAeHMA paboT No UsyyeHwuto OAMH 10,0
6ubnnorteuHoro doHAa NHCTPYKTaX
Bbubnunorpadpuueckoe nsyveHne bubanotevHoro poHaa
O3HaKkoM/ieHUe C cogeprraHnem bubnmorpaduyeckoro nocobus,| oaHo nocobue
WHGOPMAUMOHHOIO  CMMCKA AnAa  nposefdeHuAa  paboTbl  no
n3yyeHuto bubamnoteyHoro ¢oHaa
Konunyectso Ha3BaHMIt B NOCOOUMU:

5 11-25 15,7

6 [26-50 34,0

7 |51-100 68,0
CBepKa KapTOYKM KaTasnora ¢ 6ubanorpadpmyeckMum OnNMCaHMEM | OAHA KapTouKa
OOKYMEHTa, YKa3aHHOTO B MocobuM; OTMETKa O Haauyuu
[OKyMeHTa B poHAE:

8 |andaBuUTHbIN KaTanor 2,0

9 |cucTemaTUYecKuin KaTanor 5,0

10 | coctaBneHue 6ubanorpadmyeckoro onMCcaHUA Ha OTCYTCTBYIOLLME | OAHA KAPTOYKA 2,6

B 6Mb1MOTEKE AOKYMEHTbI

MpocmoTp HAaNONHEHMA CUCTEMATUYECKOTO KaTasiora B Pas/iInyHbIX
aCneKTax (I'IO oTpacnam 3HaHWA, BuUAaM, Trogam U AOpyrum
aCI'IEKTaM); conocCtaBneHne MnoOJIy4EHHbIX AOadHHbIX C TeMaTUKO-
TUNONOITMYECKUM (I'IepCI'IeKTMBHbIM) N1IaHOM KOMMNNEKTOBAHUA,
YTO4YHEHWE, BHECEHUE KOPPEKTUB B MNMJ1aH KOMMNJIEKTOBAHUA

OAlHa KapTO4Ka

KonnyecTtBo KapToyeK B ALMKeE:




11 |1-500 43,0

12 {501 -1000 85,0

13 11001 - 2000 173,0
CTaTucTMyeckoe usydyeHune bubanoteyHoro ¢poHaa:

14 |3anofHeHMe cTaTUCTUYeckux Tabauuy, (no coctaBy, AMHaMUKe M| oaHa Tabauua 10,0
CTEeMNeHW UCMNoJsib30BaHUA 6ubanoTeyHoro GpoHAa) Ha OCHOBAHUMU
YY4ETHOM JOKYMEHTaLMK

15 |pacyeT nokasatenen KHuroobecrneyeHHOCTH, OOpPaALLAEMOCTMH, OAMH 4,0
YUTAEMOCTH noKasartenb

16 |cn/aowHOM NPOCMOTP AOKYMEHTOB Ha CTefsaxax, nogcyer no| ogMH AOKYMEHT 0,84
KHWXKHbBIM GOpPMyAapam UM IMCTKaM CPOKa BO3BpaTa KOMYecTBa
KHWUroBblAau

17 | MapKMpoBKa Heucnosibyemoi 4actm GpoHaa B 3aBUCMMOCTU OT| OAWUH AOKYMEHT 0,26
NPWYMH, BbI3BaBLLMX HU3KYIO 0OpalLaeMocTb

18 |3anonHeHue Tabnuubl WHTEHCUBHOCTM MCNONb30BaHUA | oaHa Tabauua 50,0
6ubnnoteuHoro poHAa
CoctaBneHve M aHanu3 Tabauy, no usyyveHwuto 6ubAMOTEYHOTO
¢doHaa
CocraBneHue Tabanybl:

19 | no cocTaBy, pa3BMTUIO U UCMOIb30BaHUIO BMbBAMOTEYHOrO doHAA oAHa Tabanua 63,0

20 |no cTeneHu ucnonb3oBaHMA GoOHAA B Pas3nUYHbIX acnektax (B| oaHa Tabauua 68,0
oTpacneBoM, NO BUAAM U34AHUI M MHBIM acneKTam)

21 |no ob6bemy Hencnosib3yemoln 1 masocnpalimBaemon yact doHaa | ogHa Tabamua 63,0




U Npun4YnHam ee HakonaeHumA

AHanus Tabanubl:
22 | no cocTasy, Pa3BUTUIO U UCNOJIb30BaHMIO bMbanoTeyHoro ¢poHaa oaHa Tabauua 56,0
23 |no cTeneHW ucnonb3oBaHMA ¢GOHAA B PA3/NMYHbLIX acnekTax (B| opgHa Tabauua 56,0
OTpacneBoMm, NO BUAAM U34AHUI M MHBIM acneKTam)
24 | no cocTaBy W BEJIMYMHE HEUCMO/Ib3YEMOMN M MasiocrpalulmBaemolri | ogHa Tabauvua 60,0
yactn GoHAA M NPUYMHAM ee HaKoNeHuA
25 | cocTaBneHne nnaHa MeponpuUATUIN peanms3aumm NpeanoXeHui no OAMH NNaH 161,0
pesy/sbTatam nsydyeHus ¢oHaa
MpumevaHue:
- BpeMA NPoBeAEHUA MHCTPYKTaXKa B HOPMY BPEMEHW HE BXOAMUT;
- Npy paboTe c LOKYMEHTAMM HA MHOCTPAHHbIX A3bIKAaX K HOPMaM BpeMeHM NpUMEHSeTCA NoBblwatowmii KoapdpuumeHT 1,15.
4.5. O6cnyxunBaHue YntaTenei
4.5.1. PaboTa c untatenem
N HanmeHoBaHuWe npouecca, onepauunun. Coctas paboTbl EomHuua Hopma
n/n n3amepeHus BpEMEHM,
MUH.
1 2 3 4

3anucb yntatens B GUbAMOTERY:
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NPOCMOTP AOKYMEHTOB u4uTaTena (nacnopt, YyAocToBepeHue,
Nopy4nTeNbCTBO); MPOBEPKA HaAUUMA YYeTHO-PerMcTpaumoHHom
KapTOYKM  uuTaTeNa; Bblgaya aHKeTbl A4A  3anoJHeHus
nonb3osatenem C MNOAPO6HbIM MNOACHEHWEM MO 3anoNAHEHUIo
nonew

OAWH YnUTaTe/b

2,0

3anofiHeHne ¢opmynsapa uuTaTens, Y4YeTHO-PerncTpPaLMoHHOM
KapTOYKM, YUTaTEIbCKOro bunera

OAMH ynTaTesb

2,0

O3HAaKOMJ/IEHME  uyuTaTena € MpaBuMiamMM  NOJb30BaHMUA
61bnnoTekoi, pacnonoxeHnem ¢oHAa, CNPABOYHbIM annapaTom,
3NEKTPOHHBIMW pecypcamu (ayAMOKHUIaMU, yaaNeHHbIMKU Hasamu
OaHHbIX, AMCKamu, punbmorpadueit)

OAWNH YnUTaTeb

5,0

nosbopka W paccTaHoBKa no andasuty damuanii uyutaTenen
YY4ETHO-PErncTpaLMoHHbIE KapPTOYKHN

04Ha KapTouka

0,26

MepeperucrTpaums YuTaTenei:

nouck dopmynapa (perucTpaLMoHHOW KapTOYKWM) uuTaTens,
BHeceHne N3MEeHEHUN B HUX N YnTaTeNbCKUin bunet

OAMH ynTaTesNb

12,0

3anucb (nepeperucrpauus) untaTeneit B aBTOMaTM3MPOBAHHOM
pexunme:

Habop Ha KnaBuaType CBEAEHMUI O uuTaTene: paMuaus, UMs,
OTYECTBO, XapaKTepusylolwme ero npusHaknm (obpasoBaHue,
CNeLunanbHOCTb U MHble NMPU3HaKK), Kog,

OAWH YnTaTte/b

6,0

KOHTPOMb 33 BO3MOMHbIM Ha/MYMEeM JAaHHbIX O uuTaTene,
3anucaswemca B 6uMbnnoTeky (paHee 3anucaH, AvleH npasa
Nno/ib30BaHMA)

OAUNH YnUTaTe/b

1,0

odopmaeHNe Koga YMTaTeNA C KOHTPO/IbHbIM Paspaa0M U CPOKOM
NoNb30BaHMA UUTaTeNIbCKUM BUAETOM Ha OCHOBE BblAaHHOW

OAUNH YnTaTe/b

0,52




nHpopmauum

9 |BbIBOA Ha MNPUHTEP CBEAEHWIA O 3anMMCaBLUEMCS YMTaTesnle B BUAE | OAMH uMTaTenb 1,3
6naHKa, Bbipe3aHue 61aHKa 1 BKIEWKA ero B UntaTesibCkuin bunet
PaboTa gMcneTyepcKom cnyKobi:

10 |npuem uuTaTenbcKoro TpeboBaHWA; NpPOBEPKA NPaBUAbLHOCTU 0A4HO 2,0
3ano/iHeHUs  TpeboBaHWA, YTOMHEHWE  MecTa  XpaHeHusa | TpeboBaHMe
OOKYMEHTOB; OTMEeTKa B [AUCNETYEPCKOM CeTKe, nepeaaya
TpeboBaHMA B KHUTOXPaHEHMEe
BbinosHeHMe TpeboBaHM NoTpebutenen, Bbligaya AOKYMEHTOB U3
OCHOBHOrMO KHUTOXpaHeHU:

11 |nony4yeHue TpeboBaHMA, perncTpauma, noabopka mx no wmnppam OfHO 3,0

TpeboBaHue

12 |noucK [OKyMeHTa, OTMETKa Ha TpeboBaHMU, KHUNKHOM 0A4HO 5,0
dbopmynsape, AMCNETYEPCKON ceTKe TpeboBaHue

13 |ycTaHOBAEHME MeCTa HaXOXAeHUA HeHalAEeHHOro AOKYMEeHTa Mo OAHO 7,0
CNpPaBOYHbIM KapTOTeKaM, KaTasioram TpeboBaHue

14 |Bblgaya AOKYMEHTA W3 OTAeNa KHUToXpaHeHws noTpebutento;| oaMH AOKYMEHT 2,0
OTMeTKa Ha KHUXHOM dopmynsape, TpeboBaHuUA

15 |npuHATME [OKYMeHTa OT noTpebuTensa; MNOUCK KHUMKHOMO | O4MH AOKYMEHT 3,0
dopmynsapa, TpeboBaHMA; NOraleHne OTMETKM O Bblgaun
Bblgaya KOMNNEKTOB AOKYMEHTOB BO BpPeMEHHOEe MoJ/b30BaHue
noapasaeneHnam 6nbnmoTeku:

16 |odopmneHue 3aaBKN Ha KOMNAEKT LOKYMEHTOB, NepeaaBaeMbli B| OAHa 3aABKa 5,0

CTPYKTYpHOE noapasgeneHve




17 |nopbop [AOKYMEHTOB B KOMIMJIEKTbl; HanNuUcaHWe BTOPOro| OAMH AOKYMEHT 40,0
3K3emnasapa KHUXHoro ¢opmynsapa (MHAMKaTopa)
Bblgaya KOMMIEKTOB [JOKYMEHTOB, OTMEeTKa Ha KHUXHOM| OAWH AOKYMEHT
dopmynape (vHankaTope) haTbl BblgauMm, OAHHbIX
noAapasaeneHus, NoJy4yaroLwero KOMMNAEKT
KonnyectBo AOKYMEHTOB B KOMMIEKTE:
18 |25 6,8
19 |50 13,5
20 |200 108,0
lMonyyeHMe  KOMMJIEKTOB  OOKYMEHTOB  OT  CTPYKTYPHbIX | OAMH KOMMAEKT
nogpasaeneHuii; NOUCK KHWKHOro dopmynspa (MHAMKaTOpa),
noraweHne OTMETKN O BblAaye, BNOXKEHNE €ro B JOKYMEHT
Konnyectso fOKYMEHTOB B KOMMJIEKTE:
21 (25 6,8
22 |50 13,5
23 | 200 108
O6cnyXunBaHWe YnuTaTenel B YNTalbHOM 3a€:
24 |npoBefeHWe KOHCynbTauui, becen Cc yMTaTeNAMMU Yy KaTasloros, Of4Ha 10,0
KapTOTEK, KHUKHbIX NONOK; MHOOPMMPOBAHME YMTATENEN O HOBBIX | KOHCY/bTauuA

NnocTynieHusax, O paboTe 3NEeKTPOHHOro KaTasora, CTaHuuu
camoobcnyKMBaHMA, O paboTe C 3/MEeKTPOHHbIMKU pecypcamu
yAaneHHbix 6a3 AaHHbIX, O BO3MOMHOCTAX PaboTbl B JNUYHOM
KabuHeTe Ha caiTe 6MBAMOTEKM, O MNONb30BAHUU AETCKOWM
KOMHaTOM




Moabop AOKYyMeHTOB B noacobHom ¢oHAe uuTaNbHOro 3ana,
nepegaya Ha Kadbegpy Bblaauu:

OAVH AOKYMEHT

25 | no TpeboBaHuio YnTaTena 3,0
26 | no ycTHomy 3anpocy 3,0
27 |no onpeneneHHoON Teme 3,5

Monbop AOKYMEHTOB MO y4yebHOM NporpamMmme Ha OCHOBaHWUWM | OAMH KOMMAEKT

MaKeTa KOMMNIEeKTa [OOKYMEHTOB, BblAaBaeMbIX CTyAeHTaMm,

noabop yyebHMKOB Mo daKynbTeTam, Kypcam, rpynnam; CBepKa

KHUXHbIX GOPMYNsApoB C Ha3BaHMEM KHWUI, WHBEHTAPHbIMMU

HOMepamu

Konnyectso AOKYMEHTOB B KOMM/IEKTE:
28 |10 4,0
29 (20 8,0
30 |40 16,0
31 |Bblgaya [AOKYMEHTA: CBEpKa BblgaBaeMoro [AOKyMeHTa C| OAWH AOKYMEHT 2,0

YnTaTeNnbCKUM TpeboBaHMEM; MPOBEPKA HaNMuMA  CTPaHWUL,

BHECEHMEe 3aNUCU Ha YyuTaTeNbCKOM TpeboBaHMM (KOHTPOJbHOM

JIUCTKE), BNOMKEHNE B YMTaTENbCKUIM BUNET; pacCTaHOBKa, OTMETKa

KHUTOBbIAAuM

Bblgaya [OOKYMEHTOB: CBEpPKAa BblA3aBAaEMOro [JAOKYMeEHTa C

ynTaTeNbCKMM TpeboBaHMEM; MPOBEPKA Ha/NMuMA  CTpaHWUL,

CKaHWPOBaTb YMTATENbCKMIA OWNET; CKaHWPOBaTb BblAaBaemble

KHWUTU; OTMETKa KHUIoBblAAauM; OTMeTKa CTaTUCTUKM

NnoceLLaemocTu:
32 |npuHATME [OKYMEHTa: CBepKa ero ¢ TpeboBaHMeM (KOHTPOJIbHbIM | OANH AOKYMEHT 2,0




J'IMCTKOM), npoBepKa COXPaHHOCTU OOKYMEHTA, HandnAa CTpaHu,
BHECEHME OTMETKU O npmneme

33 |nonyyeHne [OKYMEHTa, 3aKa3aHHOro uyuTatenem B OTAeNe| OAUH AOKYMEHT 0,5
KHUFOXpaHeHusA

34 |nepepaya [OOKYMEHTa, COAQHHOrO  4yutatesem, B  OTAEN | OAWH OOKYMEHT 1,0
KHUrOXpaHeHusA
OTbop 1 nepesava 4OKYMEHTOB Ha KONUPOBaHME:

35 |oTbop AOKYMeHTOB (OTAEeNbHbIX CTaTel) AnA nepegayn Ha| o4MH LOKYMEHT 5,0
MUWUKPOPUAbMUPOBAHME N KONUPOBaHME

36 |noAroToBKa AOKYMEHTOB K KONMPOBaHMIO, opopmMaeHMe 3aKasa,| OAWNH OOKYMEHT 3,0
perncTpaums B y4eTHbIx Gopmax

37 |nonyyeHne MUKpodMAbMA W KOMWUKM, MPOBEPKA NPABUIBHOCTU OAMH 3aKas3 5,0
BbINO/IHEHWUA 3aKa3a
O6cnykunBaHMe YntTaTenen Ha aboHemeHTe:

38 | noabop AOKYMEHTOB A5 PEKOMEHAALMM YUTATENAM OAMH OOKYMEHT 5,0
Bblgaya OOKYMEHTOB uuTaTento, Nouck dopmynsapa uutatens,| oguMH LOKYMEHT
yKasaHue CcpoKa BO3BpaTa, MNpOBepKa HaAMuMa  CTpaHuu,
obcnyKuBaHue
Bblgaya [OOKYMEHTOB: CBepKa BblAAaBAaeMOro [JAOKYMeHTa C
YnTaTeNbCKMUM TpeboBaHWEM; NPOBEpPKA HaAUuMA  CTPaHUL;

CKaHMpoBaHue YUTaTENbCKOrO buneta; CKaHMpoBaHue
BblJAaBAaEMOM KHWIM; pacnevyaTka KOHTPOJIbHOrO JICTKa C
yKa3aHMeM CpOKa BO3BpaTa M CMMCKA BblAAHHbIX KHUT; OTMETKA
KHWUTOBbIAAYM; OTMETKA CTAaTUCTUKKN NOCELLAEMOCTHU:
39 |B3poCabIX 2,7




40 |peten 3,2
41 |npoBeaeHune beceabl C unmTaTenem, MHPOPMUPOBAHME O HOBbIX| OAMH YMTaTENDb 5,0

nocTynaeHnAx

MNonyyeHne [OOKYMEHTaA OT 4MTATeNA; BHeCeHMe OTMETKM O | OAWMH AOKYMEHT

npueme, npoBepKa HANAUYMA CTPAHMUL, BNOMKEHME KHUXKHOIO

dopmynapa; obcnyRuBaHme:
42 | B3pOCabIX 1,8
43 | peten 5,0
44 |npopaJsieHne CpoKa Nosb30BaHMA AOKYMEHTOM; Nouck dopmynsapa | oanH dopmynsp 3,0

YUTaTeNA, BHECEHNE OTMETKU O Npoa/IeHNUN CPOKa NO1Ib30BaHUA




MprmeyaHue: K Hopmam BpeMeHU NPUMEHSIOTCA NOBbILLAOLWME KO3ODUUMEHTDI:

- NpW 06CNYKMBAHUKN YUTaTeNel KUHOPOTOPOHOLOKYMEHTaMM - 1,2;

- Npu 06CNyRUBAHUM YNTaTENEN HOTHBIMM, KapTorpaduuecknmm, usomnsgaHuamm - 1,15;

- Npu 06CNYKUBAHUN YNTATENEN CNELMANbHBIMU BUAAMM HaYYHO-TEXHUYECKOWM NTepaTypbl U AOKYMeHTaumn - 1,1;

- Npu paboTe ¢ LOKYMEHTaMM Ha MHOCTPaAHHbIX A3blKax - 1,15.

4.5.2. BHyTpeHHsna paboTa
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N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHnua Hopma
n/n n3mepeHus BpemeHwu,
MUH.
1 2 3 4

MoAroToBKa K Bblaaye:

1 |pacctaHoBKa ¢GOpMynApoB uuTaTeneir (Mo cpokam, Homepam, | oauH bopmynsp 1,0
andasuty)

2 |paccTaHOBKa CAAHHbIX JOKYMEHTOB B GOH/E OTKPLITOrO AOCTYNa | OAWUH AOKYMEHT 2,0

3 |paccTaHOBKa CAAHHbIX 4OKYMEHTOB B GOHAE OCHOBHOIO XPaHeHUA | 0AUH AOKYMEHT 3,0

4 |noaseaeHve utoroB paboThbl 3a NpoWeAWNiA AeHb, BHECEHWE | eeAHEBHO 15,0

3anuncun B AgHEBHUK

5 |nopbop AOKYMEHTOB MO NpenBapuTesIbHbIM 3aKaszam untatenei U | oauH AOKYMEHT 3,0
naaHam YyTeHus




6 |NpOCMOTpP HOBbIX NOCTYNNEHNI ANA PpEKOMEHAAUUMN YMTaTENAM OOMH AOKYMEHT 2,0

7 |nNpocmOTp M NOMOAHEHME  KHUMKHbIX  BbICTAaBOK, ALWMKOB| OAWUH AOKYMEHT 3,0
CcBO60AHOro BbI6OPA KHUF, TEMATUYECKMX MOJIOK U CTENNANXKEN

8 |noaroTtoBKa paboyero mecrta eXkeflHeBHO 10,0
PaboTa c dopmynapom yntatens:

9 |aHanm3 ¢GopMynspoB uMTATENElN, BbLIABAEHME YUTATE/IbCKUX | OAWNH dopmynsap 4,3
MHTEpecoB

10 |cocTaBneHMe KapTOUKMU AN1A KapTOTEKM YMTAaTENIbCKMX MHTEPECOB; | OAHA KapTO4Ka 0,86
COCTaBNEHME CNUCKA YNTATENbCKUX MHTEpecoB - 1 3anucb

11 |3anucb B dopmynapax (MHbIX LOKYMEHTax) 0 pe3y/bTaTax aHaAu3a| ofHa 3anucb 3,6
YTeHWsA 3a oNpeaeneHHbI nepmog,

12 |3anucb B pgHeBHWKe OWOAMOTEKapAs O AMHAMWKE YTeHUA W OJHa 3anucb 9,2
WHTepecax YuTaTens (rpynnbl Yntatenein)
PaboTa c untatensimu, He BO3BPaTUBLUMMWN AOKYMEHTbI B CPOK:

13 |npocmoTp n oTbop GopMynspoB uuTaTenei, He BO3BPATUBLUUX | OAUH dopmMynsap 1,0
LOKYMEHTbI B CPOK

14 |HanucaHWe OTKPbITOK-HAaNOMMWHAHUIA O BO3BpaTe AOKYMEHTOB;| oAWH dopmynap 6,0
OTMETKa AaTbl HANOMMUHaHMA Ha popmynsape

15 |onoseuieHre (No TenedoHy, 3NEKTPOHHOW MnouTe) yuTaTens, He| oAuH bopmMynsap 5,0

BO3BPATMBLUEIO AOKYMEHTbI B CPOK; OTMETKA AaTbl HAMOMWHAHUSA
B dopmynspe

KoHTponb 3a CpOKamm BO3BpaTa AOKYMEHTOB B
aBTOMaTU3MPOBAHHOM PeXUME:




16

BblBO4, Ha NPUHTEP NO yCaoBUAM CMUCKa yutatenem n aboHeHTOB-
3a40/1*KHUKOB

OoAHa 3anncb

0,16

17

COCTaB/ieHMe CNUCKa 3a40/1*KHNKOB

0JHa 3anncb

0,16

18

pacneyaTKka Ha NpUHTEPE HAaNOMWHAHWA aboHEeHTaM U YMTaTeENaIM
0 CpOKe BO3BpaTa (aapec, Ha3BaHWUA B3ATbIX LOKYMEHTOB)

OAHa 3anncb

2,2

19

n3bATUE U3 6asbl AaHHbIX CBEAEHWIA O 3aHATOCTM BO3BPALLEHHbIX
[OKYMEHTOB

0fiHa 3anucb

0,4

OdopmneHre NoncKa 3a01KHUKOB Yepes cya,:

20

CHATME Komuu ¢ ¢dopmynsapa uuTaTens; yTOYHEHMEe aBTopa,
Ha3BaHWA, WHBEHTAPHOrO HOMepa, UeHy [OKYMeHTa, He
BO3BPALLEHHOr0O B CPOK; MEpeynucieHne rocnow/ivHbl 33
odopmIeHNE UCMONHUTE/IbHBIX HAZNUCEN; Nepeaaya fena B ey,

OAMH OOKYMEHT

2,7

21

nosyyeHne w opopmaeHMe [OKYMEHTOB W3 HOTapUanbHOW
KOHTOpbI (NpoCTaB/fieHNne HOMepa pPacYyeTHOro cyeTa, Homep
NCMNONHUTENBHON HAAMMWCH)

OAMH AOKYMEHT

2,7

22

COCTaB/IEHME aKTa Ha OMAaTy Yepes Cyh YTePAHHbIX AOKYMEHTOB
(npunoxkeHue K akty - popmynsap untatens)

OAVH AOKYMEHT

2,7

Mprem AOKYMEHTOB B3aMeH yTepPAHHbIX:

23

NMOWCK umnTaTesIbCKoro GopmMynsipa; BHECEHME COOTBETCTBYHOLLEW
3anncu B QopmMysap, TETPaab YYeTa KHUM, NPUHATbIX B3aMeH
YTEPAHHbIX

OAVH AOKYMEHT

10,0

24

NPOCMOTP AOKYMEHTa, Npeaaaraemoro B3ameH yTepsaHHOro

OAMH AOKYMEHT

2,0

PaboTa c oTKazamu:

25

yyert n K}'IaCCVId)VIKaLI,Mﬂ OTKa308B: OTMETKa Ha NNCTKEe

0AHO

1,6




YnTaTeNnbCcKoro TpeboBaHMA NPUYMHY OTKa3a TpeboBaHue
26 |paccTaHoBKa ynTaTeNbCKUX  TpeboBaHWit B KapTOTeKy 0AHO 0,32
"Heya0BNETBOPEHHDbIN cnpoc” TpeboBaHue
27 |aHanM3 0OTKa3oB, COCTaB/eHWE CBOAKM OTKA30B B OTPacAeBOM OZMH OTKa3 1,0
pa3spese (MO NpUMYMHAM OTKasa M MepaM WX JIMKBUAALMU WU
npeaynpexaeHns)
28 |cocTaBsiieHne 6ubAMOrpadUUYEcKkoro OMMCAHUA Ha [AOKYMEHTbI, OAHO 2,0
Mmetlowme Hanbosibliee YMCIO OTKA30B, U Nepesada KapTouyku B | bubnnorpaduye
OoTAeN KOMMNEKTOBaHMA CKOe onuncaHue
4.5.3. BHecTaumoHapHoe obcnyKnBaHue
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHnua Hopma
n/n n3mepeHusa BPEMEHM,
MUH.
1 2 3 4
OpraHu3zauma 6ubanoTeYHbIX MYHKTOB, NepeaBUKHbIX 6UBMOTEK:
1 |3aKntouyeHWe [oroBopa mexay 6mbnMoTekon M opraHusauumen,| OAWH [OroBop 270,0
roe 6yaeT ocywecTBAATLCA BHECTALMOHApHOe 0bcnyKnBaHme
2 | odopmneHne popmynspa 6UBANOTEUHOTO NYHKTA oAnH dopmynsap 13,5
3 | odopmneHne Nanku ¢ AOKYMeHTaMu1 (LOroBop, AOBEPEHHOCTb HA OfHa narka 13,5
noay4yeHue KHUT, GopmynsipoB BUHGINMOTEUYHOrO NYHKTA, OTYETOB)
4 | cocTaBfieHMe cxeMbl pasmelleHna bubanoTeyHbIX NYHKTOB Ha OfiHa cxema 126,0
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TeppuTopUN ropoaa, paioHa

5 |coctaBneHne rpadmka obMeHa [AOKYMEHTOB, HaxodAwWMXca B| oOAMH rpaduk 18,0
61MbAnoTEYHbIX NYHKTaX, NepeaBuKHbIX bubanotekax

6 |cocTaBneHWe nnaHa MeTOAMYECKOW MOMOLM OBUBAMOTEKApAM-| OAMH NAaHa 46,0
06LLeCcTBEHHMKaM

7 |odopmneHne o0b6bsABAEHMA O AHAX M Yacax  paboTbl OAHO 12,0
61bAMOTEYHOTO NYHKTA, NepeaBUKHON bbAMoTEKM obbsaBneHne
Moabop KOMMAEKTOB AOKYMEHTOB A/nA BMBAMOTEYHOro MyHKTa,
nepeasuKHoOM bnbANoTeKM
MNogbopKa KOMNIEKTa AOKYMEHTOB OAMH KOMMNJIEKT
KoanyecTBo AOKYMEHTOB B KOMMJIEKTE:

8 |10 15,0

9 |30 45,0

10 100 148,5

11 |BblAayva AOKYMEHTa B BUBAMOTEYHDBIN MYHKT, OTMETKA B KHUXHOM | OAUH AOKYMEHT 2,0
bopmynsape AaTbl BblAAYN, HOMEPA NYHKTA

12 |3anucb B dopmynap 6MBAMOTEYHOro MyHKTA AaTbl BblgAYM | OAHA 3anNUCb 1,0
OOKYMEHTOB, KOJIMYECTBA BblAAHHbIX WM  BO3BPALLEHHbIX B
CTaLMOHap AOKYMEHTOB

13 |paccTaHOBKa  KHUXHbIX  GOPMYNAPOB B KApTOTEKY 33| OAWMH KHUMKHbIN 0,4
pasgenutenem curibl 6MBANMOTEYHOrO MYHKTa, NepeaBuMKHOM dopmynsap
6nbnnoTeKkn, BHyTpKU No andasuty bammununii aBTopos

14 |npvem [OKYMEHTOB M3 OMOBAMOTEYHOrO MNYHKTA, NEPeaBUMKHON | OAUH AOKYMEHT 1,6




6M6MOTEKM: NPOCTaB/NEHWE OTMETKM O MNpUeme, B/OXKeHue
dopmynapa B LOKYMEHT

4.6. ObcnykmnaHme no mexbubanotedHomy aboHemeHTy (MBA)

N HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMHU,
MUH.
1 2 3 4
O6cnykunBaHue untatenen bubanorekm no MBA:
1 |pernctpauma ymtatens, nonbsyroweroca MBA OAWH YnTaTesnb 1,35
2 |3anosnHeHMe 6naHKa-3aKasa, MNPOCTaB/JeHWE PErncTPaLnMoHHOro OJMWH 3aKas3 2,2
HOMepa, AaTbl
3 |yTOYyHEeHMe VyKa3aHHbIX 4uTaTesieM CBeAEHWM O 3aKaszaHHOM OAMH 3aKas3 1,6
[OKYMEHTe, LenuM 3anpoca, WCTOYHWKE, OTKyZa MOJy4YeHbl
cBefeHus
Bubnunorpadpuueckasn popaboTka 3aKasa; YyTOYHEeHMe
6ubnnorpadmyecknx ceegeHnin:
4 | no cnpaBoOYHbIM U3JAHUAM 27,0
5 | npv nomowm aBTOMaTU3MPOBAHHbIX CPeaCTB 0,22
6 |npoBepKa Ha/NM4MA 3anNpaliMBAEMOro AOKYMeHTa B 6MbnvoTekax | OAWH OOKYMEHT 10,2
ropoga, o61actu, permoHa, B TOM YMCae NO CBOAHbLIM KaTa/ioram
7 |HanpaBneHue 6naHKa-3akasa C NPOCTaB/NIEHHOM OTMETKOM OAWH 3aKas3 0,27
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(wremnenem) "B ropoae HeT' B OTpacneBoO, yHMBEPCabHbIN
UeHTp uan B 6MbnmoTteky (opraH uHboOpmauuu) nNo AaHHbLIM
CBOAHbIX KaTa/loros

3anNucb  CBEAEHWIW O  HampaB/leHuMM 3aKaza no MBA
(HaumeHoBaHMe 6uBAMOTEKN, AaTa) Ha OBOPOTHOM CTOpOHe
61aHKa 3aKasa

0JHa 3anncb

1,4

nomeuieHue 6aaHKa-3akasa B "KapToTeKy 3anpocoB untaTtenel no
MBA" 3a pasgenutenem "3anpocbl no MBA, HanpaBneHHble B
apyrve 6ubnmoTekn”

04HO
TpeboBaHue

0,32

10

npuem OOKYMEHTOB, npucaaHHblx no MBA; pacneyatka
6aHaeponun, NpoBepKa COCTOAHUA OOKYMEHTOB, OTMETKa JAaTbl
Nnoay4yeHMa WM Has3BaHUA 6MOANOTEKM, BbICNABLUEN AOKYMEHTHI,
WHBEHTApPHOro HOMepa, CPOKa NO0/1Ib30BaHUA; Pa3MecTUTb H6aaHK-
3aKa3 M3 pasgena KaptoTekn "3anpocbl no MBA, HanpaB/ieHHble B
apyrue 6ubnmotekn"” B pasaen "MonyyeHHble no MBA nspaHus"

OAMH OOKYMEHT

3,8

11

onoseweHne 4Yyntatena o NosIy4eHMM 3anpoLeHHOro AOKYMEHTa U
CPOKe No/ib30BaHNA UM

oAHO
nsBelleHne

1,35

12

BblAa4a YMTATENO NONYYEHHbIX N0 MBA AOKYMEHTOB B YNTa/IbHOM
3ane (B cnayxebHom nomeluleHMn 6MBAMOTEKM); CBepKa
BblAAaBaeMoOro [JOKymMeHTa C 6n1aHKOM-3aKa3om, NpoBepKa
Ha/IMUYMA CTPAHML, U COCTOAHME AOKYMEHTA, OTMETKA BblAaun

OAVH AOKYMEHT

1,0

13

npuem AOKYMeHTa OT 4uTaTens B UYMTa/NbHOM 3aje; CBepKa
OOKYMEHTa C 4acTblo b6naHKa-3akasa, MNPOBEPKa COXPaHHOCTU
OOKYMEHTa, OTMeTKa O npueme, MOMELLEHME [OOKYMeHTa B
cneumnanbHo BblgeeHHOe MecTo (3aKpbiTbil WKad)

OAVH AOKYMEHT

0,5

14

n3BnevyeHme H61aHKa-3aKasa M3 KapTOTEKM, 3anucCb CBeAeHWUn 06
OTNpaBKe W34aHMA (mata, HOMepP MOYTOBOrO OTMNPaBAEHUS);
nepecraHoBKa /IMCTKa U3 pasgena '"lMonydyeHHble no MBA

OZVH INCTOK
TpeboBaHuA

1,0




nsgaHua" B pasaen "BosspaleHHan autepatypa”

15

NoArOoTOBKa K  OTNpaBKe  [OKYMeHTOB B  6ubanoTeky-
doHaoaeprKaTeNb 3aKa3zHOM DBaHAEpPOo/blo; YNakoBKa 6aHaepoan,
B3BElIMBaHME  ee,  HaK/JeuMBaHMe  MapKkuM  (ecnu HeT
LEHTPaNN30BaHHOW oOnnaThl MepecblKM), HanucaHue agpeca,
COCTaB/IEHME ONUCH

OAVH AOKYMEHT

3,6

16

pabota c oOTKasamu; nNpu NOJAy4eHUM oOT 6ubnnoTteku-
boHOoOepKaTeNs M3BeWweHMA 06 OTKase WAKM  3ajeprkKke
BbIMNOJIHEHUA 3aMpoca: U3B/JeYEeHNE U3 KapToTeKn 6aaHKa-3aKasa,
YKasaHWe MNpuuYnHbl M OaTbl OTKasa Ha 06OPOTHOM CTOPOHE,
nepectaHoBKa M3 pasgena "3anpocbl no MBA, HanpaBnaeHHble B
apyrue 6ubnmotekn"” B pasaen "OTkasbl no MBA"

OAWNH OTKa3

1,03

17

cooblieHne B oTaen o6CNyKUBaAHUA O MNOJIyYEHMM OTKasa (aaTa,
npuYnHa)

OZVH OTKa3

1,35

O6cnyxnBaHue aboHeHToB No MBA

Mprem 3aKka3oB:

18

npun OTCYTCTBUN HOMEPa aboHeHTa Ha 6naHKe-3akase npoBepKa
NO KapToTeKe a6OHeHTOB, a6OHMpyeTCﬂ NN JaHHaA opraHn3auuna

OAWNH OTKa3

1,0

19

OopraHunsauua a6OHI/IpyeTC‘r'II npocraBaeHne Homepa Ha 6naHKe-
3adKa3e, CBepKa aapeca, Ha3BaHunA oOpraHunsauuu, d)aMI/I}'lMVI
oTeeTcTBeHHOro no MBA, BHeceHue N3MEHEHWUI B KapTO4KHU

O4UNH OTKa3

3,6

20

nepsuMyHoe  obpaleHne aboHeHTa B TeKywem  roay:
npocTaB/ieHne B KapTouKe rog obpalleHus, aaty

OAWNH OTKa3

3,6

21

odopmneHune aboHeHTa (opraHM3aums paHee He aboHMpoBanach):
npuceoeHne abOHEHTY HOMepa, 3aMoJIHEHWE  KapTOYKK
pernctpauum aboHeHta MBA u pasgenutens (dopmynap),

OAVH aboHeHT

5,0




YKa3aHue nnosIHoro HammeHoBaHUA 6M6I’IMOT€KM, no4yToBoOro
ajpeca, Teﬂed)OHa, d)aMVIIWIM, MMEHN, OT4ECTBA OTBETCTBEHHOIO
Nnnda, AaTbl OTKPbITUA U HOMEPa aboHeHTa

22

paccTaHOBKa PErMCTPaLMOHHbIX KaPTOYEK B KaPTOTEKY

OflHa KapTouKa

0,32

23

opopmaeHne  u3BelweHna ana  aboHeHTa  (cTaHAapTHoe
nsBelleHMe 06 OTKpbITUM aboHemeHTa); 3anpoc HeAoCTaloWMX
CBEAEHMUI AN KapTOTEKN TUMOBbLIM MUCbMOM

0oAHO
nsselleHne

1,6

24

nposepKa NpaBUIbHOCTU 3anosHeHusn 61aHKa-3aKasa,
3340/1I)KeHHOCTU aboHeHTa, npocTasB/ieHne Ha obopoTe 1-i yactm
6naHKa-3akasa (cTp. 2) ceBoero wtemnens M Aatbl MNOAyYeHUS
3aKasa B pybpuke "CaykebHble OTMeTKM OGubnmoTekapa" npwu
BbINOJIHEHUW W MepeHanpaBNeHUN 3aKa3a B CTPOKe "paioH,

ropoa"

oAuH bnaHkK-
3aKas

3,8

25

nepegadya Ha Y4acCToOK pa6OTbI C OTKa3amMmun HenpasuibHO
Od)OpM/'IEHHbIX 3aKa30B 1 3aKa30sB a6OHeHTOB-3ap,O!'I)KHMKOB

OAMH BnaHK

0,43

26

wnppoBKa 3aKka3oB aboHeHTOB; noabopka HaaHKOB-3aKa3oB Mo
andasuTy, NPOBEPKA HA/IMUMA AOKYMEHTa No KaTanory

OAUWH bnaHK

2,7

27

NOAroTOBKa AOKYMEHTA K BblAaye: CBepKa AOKYMeHTa ¢ 61aHKoM-
3aKa3oM, NPOBEPKA HAAMYMA CTPAHWUL, U COCTOAHUA AOKYMEHTa,
npocTaB/ieHne Ha 6/iaHKe-3aKase wudpa AOKYMEHTa, yKasaHue
WHBEHTApPHOro HOMepa, KOJIMYEeCTBa AOKYMEHTOB, AaTbl BblAauw;
npocTaB/ieHve wremnens 6UGANOTEKM C Ha3BaHMEM U MOYTOBbLIM
aflpecom, YyKasaHWe CpoKa BO3BpaTa, NPOCTaB/leHWEe Homepa
6aHaeponun BHU3Y

OAMH AOKYMEHT

1,4

28

NOCTaHOBKa 3aKa3a Ha o4epedb (B CNy4ae 3aHATOCTU VI3LI,aHVIFI);
OTnpaBKa n3iselweHnA a6OHEHTy

OAVH 3aKa3

1,6

29

nepegadya m3gaHnAa Ha KonunpoBaHue (I'IpM 3adKa3e Ha d)paI'MEHT

OAVH 3aKa3

2,7




M34aHUA: CTaTbA U3 KypHana, COopHMKa)

30

OTNpaBKa [OKYMeEHTOB aboOHeHTam: ynakoBKa OaHaepoawn,
B3BElUMBAHME, HAKJAEeMBaHME MapKW, HanucaHue agpeca,
COCTaB/IeHMeE onucun

OAVH AOKYMEHT

2,5

31

paccTaHoBKa 6n1aHKOB-3aka3oB (1-A uacTb) Ha BblAaHHble
[OKYMEHTOB (BbIC/TaHHbIE) B KAPTOTEKY 06CNYKMBAHNA aBOHEHTOB
B pasaen "BbiaaHHble no MBA n3aaHuma"

OAMH AOKYMEHT

0,32

32

bubnmorpadpuyeckaa aOopaboTKa  HEBLINOJIHEHHbIX  3aKas30B;
yTOuHeHne 6bubnnorpadpuyeckmx cBeAeHUir Mo  CNpPaBOYHbIM
U3gaHMAM

OAMH OOKYMEHT

3,2

33

BbiABJIEHWE  Ha/NM4YMA  3anpaliMBaeMoro  AOKYMeHTa B
6ubnnoTtekax roposa, permoHa

OAVH AOKYMEHT

10,2

34

odopmneHne 3aKasa K nepeHanpasieHno B Apyrine 6ubanoTtekuy;
yKasaHMe Ha O0DOOPOTHOM CTOPOHE MPUYMHBI W AaTbl
nepeHanpaB/ieHns, OTMETKM O TMpPOBEPKE MO CrNpPaBOYHbIM
M3gaHuAM, curnbl 6ubnnotek-boHaoaepKaTeNelt No CBOAHOMY
KaTasnory

OZVH 3aKa3

2,7

35

oTnpaBKa aboHEHTY M3BELWEHMA O NepeHanpasieHnn 3anpoca C
YKasaHnem 6M6MOTEKN, B KOTOPYIO OH HanpaseH

0AHO
nsselleHne

1,6

36

perucTpauma oTKasa B Y4YeTHbIX ¢opmax; OTnpaBKa aboOHeHTy
6naHKa-3akasa B C/lyyae HEBO3MOMKHOCTM  BbINOJIHEHUA C
OTMETKOM 0 NpUUMHE OTKa3a B COOTBETCTBYIOLWEN pybpurKe

O4UNH OTKa3

3,6

37

npuvem AOKYMeHTa, BO3BPALLEHHOro aboHeHTOM; MNosiyyeHue Ha
noyTte, pacneyatka 6aHAEpPOAU, NPOBEPKA COCTOAHUA AOKYMEHTa,
usBneyeHne 6naHKa-3akasa W3 KapTOTEKM OBCAYKMBAHMSA
aboHEHTOB, YyKasaHMe Ha Hem pfaTbl BO3BpaTa OOKYMEHT],
nepectaHoBka 6/1aHKa-3aKkasa B pasgen  "Bos3BpaleHHas

OAMH AOKYMEHT

3,2




nutepatypa”

38 |KOHTPONb 3a CPOKAaMM MOJIb30BAHUA [OOKYMEHTOB, BbIIBAEHME | OAWNH OOKYMEHT 1,6
[ONKHMKOB, HanpasaeHWe HanoMUHAHWM
BbinosHeHue pabort B AC:

39 |dopmupoBaHue 6a3bl OaHHbIX 06 aboHeHTax no| oAuH aboHeHT 5,4
cooTBeTCTBylOLEN dopme, BBOA MHPOPMALMM O HOBOM abOHEHTe

40 |nowuck B 6ase AaHHbIX CBeAEHUI 06 abOHMpPOBaHMM OpraHM3auum; | oaMH aboHEHT 3,6
BHECEHWE N3MEHEHUI

41 |BBOA MHOOPMALMKM O NpUEeMe 3aKa3oB OT abOHEHTOoB OAVH abOHEHT 0,27

42 |BBOA WMHOOPMAUMM O MNepeHanpaB/ieHMM 3aKas3a, BbIBOL HA| OAMH abBOHEHT 1,6
NPUHTEP M3BELLEHWNA O NepeHanpaBAeHMN 3aKa3a

43 |BBOA, OaHHbIX O MOCTAHOBKE 3aKasa Ha oyepenb; coobuieHwe | opuH abOHeHT 1,6
aboHeHTy

44 | perucTpauma BblAaHHbIX abOHEHTY AOKYMEHTOB, MPOCTaB/NEHUE | OAWNH OOKYMEHT 2,7
CpOKa Bo3BpaTa

45 |ypaneHue U3 MmaccmBa AaHHbIX O BO3BPALLEHHOM AOKYMEHTEe OOMH AOKYMEHT 0,16

46 |KOHTPO/Ib 3a CpPOKamMuM BO3BpaTa [AOKYMEHTa: Mouck M oTbop| oauH aboHeHT 2,7

AadHHbIX B MNAaMATU MallKUHbl O 3a40/1XKHWUKAX, BbIBOA Hy)KHOl\;I
VIHCI)OpMaLI,MVI Ha NPUHTEP, pacneyvyaTtka CMUCKOB C YKa3aHUWEM
ajpeca aboHeHTa

4.7. MaccoBas paboTa
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N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EomHuua Hopma
n/n n3mepeHusa BPEMEHM,
MUH.

1 2 3 4

MoaroToBKa MaccoBbIX MEPONPUATUI

OnpepeneHne Tembl, COCTaBa aAyAUTOPUM, OTBETCTBEHHOrO 3a OfHO

MeponpuAaTMEe B  LENOM, COCTaB/JeHWe nnaaHa MOArOTOBKM | meponpuatue

MeponpuaTnA, BOMPOCOB AnA  obcyKaeHws, npurnaweHue

KOHCY/IbTAHTOB, NIEKTOPOB, NoAOOpPKAa [AOKYMEHTOB MO Teme

MEpPONPUATUA; OpPraHM3auMsa BbICTaBKM AMTepaTypbl, anbboMoB;

onoBselleHWe uYuTaTenelt O MeponpuaTMM Yepe3 aduwm,

nybaMkaumMm B neyatn, No paguo, TeneBUAEHUIO, 4epes

S/IEKTPOHHYIO PACCbIJIKY; BbIAIBIEHUE BbICTYMAOWMX; NevaTb M

pacnpocTpaHeHMe npuraacuTesibHblx 6uaeToB, M3roToBAEHUE

PEKBU3NTOB, KYKO/A, [eKopauuih, KOCTIOMOB; MOAFOTOBKa

NoMeLLEeHUA; NPOBeAEHNE COBELLAHUA MO UTOraM NOAFOTOBKU U

npoBeaeHnA MepOnNpPUATUIA, odopmneHme NPOTOKOa,

coctaBfieHMe U onybAMKOBaHME  WUTOroB  NPOBEAEHHbIX

MepOonpUATUN:
1 |4uTaTenbckas KoHpepeHuma 4900,0
2 | nInTepaTypHO-XyA0XECTBEHHbI BeYep, BeYep OTPaCc/eBOM KHUIH, 3340,0

auecnyT
3 |Beuyep BONPOCOB 1 OTBETOB, YCTHbIM XKypHan 2600,0
4 | Kknyb no nHTepecam 2600,0
5 | peTckuit yTpeHHuK 3900,0
6 | BUKTOPMHA, KOHKYpPC, Urpa-nyteLwecrame 3900,0




BbICTaBKM AETCKOro TBop4yecrtea

2280,0

nuTepaTypHo-no3HaBaTesbHoro  3aHAT™MA o 30 4yenosek
(rpynnosoro)

1800,0

YypOKa TBOpYecTBa (MacTep-Knacca)

960,0

10

KOMaHZAHOM urpbl-KkBecTa (cBbiwe 30 YenoBek)

4800,0

11

KBecTa gnsa ogHou rpynnbl Ao 30 Yyenosek

2400,0

Opl'aHVI3aLI,VIF| KHWXXHbIX BbICTaBOK

CoctaBneHve nnaHa opraHuM3auMM W MPOBEAEHMS BbICTAaBKY;
BblAB/EHUE n oT60op [OKYMEHTOB; NOAroToBKa
COMPOBOAMTE/NIbHOM  AOKYMEHTALUMM K BbICTaBKe; co3aaHue
XY[0’KECTBEHHOro MPOEKTa; MOHTAX BbICTaBKW; OpraHM3auma
UHbOPMaLMOHHO-peKkNaMHoN paboTbl No

nonynapusauuun BbiCTaBKK; NoaBeaeHne UToros paboTsbl

TemaTnyeckne  BbICTaBKM  0b6LEebnbBAMOTEYHOro  macliTaba,
opraHusyemsble Ha poHaax bBubanoTeku:

O[Ha BbICTaBKa

KonnyecTtBo 3KCNOHATOB:

12

1-50

560,0

13

51-100

1120,0

14

101 - 200

2240,0

BbicTaBKM MO oOnNpeAeneHHoM OTPacAM 3HaHUN WAM  Teme,
opraHusyemble

Ha doHae 61Mbnnotekm

OAHa BbICTaBKa




Konnyectso sKCNoHaToB:

15 |1-50 310,0
16 |51-100 940,0
17 |101 - 200 1920,0
Ha doHae oTaena 0/Ha BbICTaBKa
KonnyectBo sKCNoHaToB:
18 |1-25 180,0
19 |26-50 360,0
20 |51-100 720,0
BbICTaBKM, NOCBALLEHHbIE KU3HWU U AeATe/IbHOCTU BbIAAOLWMXCSA | O4HA BbICTaBKa
nogei ("nepcoHannun")
Konnyectso sKkcnoHaTos:
21 |1-10 47,0
22 |11-25 110,0
23 |26-50 210,0
BbICTaBKM Ha NOJIKax cTeninaxei O/Ha BbICTABKa
Konnyectso aKCNOHATOB:
24 |1-5 25,0
25 |6-10 44,0




BbICTaBKM HOBbIX HOCTyﬂﬂEHMVI

OAHa BbICTaBKa

KoaunyecTtBo 3KCNOHATOB:

26 |1-25 40,0
27 [26-50 72,0
28 |51-100 160,0
Paspabotka u anpobauua nporpamm 3aHATUA W TPEHWHIOB| OAHO 3aHATME
(BbIBOP TEeMbI, Noa60p NUTEpaTYpPbl, COCTaBAEHME NaHA 3aHATUN,
noabop maTepuana, aHann3 NPoBeEHHbIX 3aHATUIA, AopaboTKa):
29 | maccoBoe 3aHATME 3000,0
30 |rpynnosoe 3aHATHE 1500,0
31 |nHausuAayanbHoe 120,0
MpoBeaeHue 3aHATMA (NOArOTOBKA, peneTUuMa, NpoBeAEeHWE,| OAHO 3aHATME
ybopKa nomeleHms):
32 | maccoBoe 3aHATHNE 300,0
33 |rpynnosoe 3aHATHE 210,0
34 |nHausuayanbHoe 90,0
Nrpbl-kBeECTbI (nuTepaTypHble, npodopmeHTaLMOHHbIe, of4Ha urpa-
TemaTuyeckme) KBecTa
35 |noAroToBKa Wrpbl-KBecTa: BbIOOp Tembl, noabop AuTepaTypsl, 300,0

HanucaHvWe CLEeHapusi, U3roToB/ieHWe KOCTIOMOB M ZeKopauui,
noabop nNpegMeTHOro pAaga, COCTaB/leHWE MOJIOXKeHUs o6 urpe-
KBECTa; PacCbiKa NPUrNAleHUn M CNUCKa AuTepatypbl, cbop




3afBOK; 3aKynKa npu3os; odopmMaeHne 1 neyaTb CePTUPUKATOB U
rPamoT, NyTeBbIX INCTOB; 0POPMIEHNE BbICTABOK AETCKUX paborT,
paboTa KIopKU KOHKypCa B paMKax KBecTa, peneTmumm

36 |npoBegeHMe: MNOArOTOBKA MOMELWEHUA CTaHUWMi, npoBeAeHue 480,0
Urpbl-KkBecTa, ybopKa nomelueHuma
Peknama 6ubamnoTekn; paboTta No NPUBAEYEHUIO YUTATENEN:

37 |NOAroTOBKa pPEKNAMHOro coobleHus B ne4yaTb, MO paauo, Oof4Ha 420,0
TenesnaeHuo o pabote 61MbanoTeKn, ocobeHHoCTAX | nybankaums,
GYHKLMOHNPOBAHUA Pa3NNYHbBIX NoApa3aeNeHnii, HOMEHKAAType OfHO
ycnyr, npeaoctaBasembix bubanoTexkon coobuieHne

38 |noAroToBKa nnakaTa 0 AeATeNbHOCTU bubanoTekn (BbIGOp Tembl,| OAMH NakaT 210,0
onpeaeneHune cogepxaHma u Gopmbl, caaya B NeyvaTb)

39 |opraHu3aumMs 3KCKypcuit; npuem KW odopmieHWe 3asBKM, | OfHA SKCKypcus 52,0
YTOYHEHME TEMbI SKCKYPCUIN N COCTaBa IKCKYPCAHTOB
BbiABEeHME  NOTEHUMANbHbIX  MnoTpebutenen  6UBAMOTEYHO-

MHPOPMAUMOHHbIX yCayr bUbanoTekun:

40 |npocmoTp npeccol OOMH AOKYMEHT 6,8

41 | NpOCMOTP M aHaNU3 AOKYMEHTOB KOHKYPUPYHOLWMX GUpm OAMH OOKYMEHT 52,0

42 | BepeHue KapToTeKM NoTpebuTebCKOro pbiHKa O4Ha KapTo4Ka 1,3

43 | BCTpeun c pykoBoamtenamm pupm, opraHnsaumii, npeanpuaTni o4HO 210,0

Mmeponpuatne




MpnmevaHue:

- BpeémMA opraHn3aunmn BbiICTaBOK IMTEPATYPbI, NpoBeAEHNE MACCOBbIX MEpOI’IpMﬂTMﬁ n 3KCKprMl>l1 B HOPpMY BpeEMEHUN HE BXOAMUT,

- K HOpMam BpPeEMEHW NMPUMEHSAIOTCA NoBbiwatowme KoadOUUMEHTbI: NPU OpraHM3aLMn Bble3AHON BbICTAaBKU -

NMTEepaTypbl HA MHOCTPAHHbIX A3bIKax - 1,6.

4.8. CnpaBoyYHan n MHPpopMaLMOHHaA paboTa

N HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EonHunua Hopma
n/n n3mepeHus BpPEMEHM,
MUH.
1 2 3 4
YYyeT NocTynUBLIMX BTOPUYHBIX JOKYMEHTOB (KapToYeK)
CyMMapHbI/ YYET KapTOUYEK B KYpPHase NoCTynaeHnin 1 BbibbITUA B| 0AHa NapTua
pPerncTpaunoHHbIX KapToTeKax
Yncno NOCTYNMBLUMX KapTOYEK:
1 |1-110 19,0
2 |111-220 63,0
3 1221-600 160,0
4 |BblAB/IEHNE HEBbLIMNOJHEHHbIX 3aKa30B; COCTAaB/AEHME 3aABKU Ha OOMH 3aKas3 4,5

HEBbINO/IHEHHbIE 3aKa3bl

OpraHu3auma cnpaBovHo-bubanorpadumyeckoro annapara (CBA)

1,1; npn 3KCNOHMPOBAHUM Ha BbICTaBKe

Tabnunua 75



MpocmoTp M 0T6OP AOKYMEHTOB M3 TEKYLUMX NOCTYMNAEHWUI Ans
BKAtoYeHuA B CBA, B TOM uncne KpaeBeaUYecKnin KaTanor:

5 |KHura OJHa KHUra 3,2
6 |CcbopHUK OJHa CcTaTbA 2,7
7 | KypHan OJlHa CTaTbA 2,7
8 |raserta OfHa CcTaTbA 1,6
9 | 6ubnnorpaduueckoe nocobue O/1Ha 3amnucb 0,5
10 | neTonucb KHUMKHBIX, *KYPHANbHbIX WU Fa3eTHbIX cCTaTel oA4Ha 3anucb 0,83
11 | NPUKHUKHBIN BMbnnorpadryecKmii CNMcoK O/1Ha 3anucb 0,5
CocTaBneHue 6ubamorpadpuyeckoit sanmcu OfiHa 3anucb
KonnyecTBo anemeHToB 6BUbAMOrpaduyeckon 3anmcu:
12 |1-4 3,2
13 |5-6 0,5
14 |7-9 6,0
CocTaBnieHMe aHHOTALMW, W3y4eHWe [OKYMEHTa, HanucaHue | o4Ha aHHOTALMA
TeKCTa:
15 |aHHOTUpPOBaHME KHUT 260,0
16 |aHHOTMpPOBaHMe cTaTen 156,0
17 |aHanuTM4ecKaa poOCMUCb  KYPHA/bHbIX, Fa3eTHbIX CTaTel, | OAUH AOKYMEHT 3,8

cbopHMKoB, bubanorpadpuyeckmx nocobuin: 03HaKOMEHME C
coaepKaHMemM 1U34aHus, CoOCTaBNeHMEe aHANMUTUYECKOW pocnucu




MpocmMoTp  MOCTYNMBWNX  MHPOPMALMOHHBLIX  (BTOPUYHbIX)
OOKYMEHTOB M OT6OP WX A48 BK/JOYEHMS B CMNPaBOYHO-
bubnnorpaduyeckuit annapat (NnepBuYHbIN 0T6OP)

MpocmoTp MHPOPMALIMOHHbIX U3AaHWUI (B TOM UMC/Ie KapTOUKK) U
OoTOOp M3 HUX [OOKYMEHTOB A4sa BKAodeHuAa B CBA;
CUCTEMATM3AUMA KapTOYeK MO TUMam KaTasoroB M KapToOTeK;
npoBepKa MHAEKCOB, PaCCTAaHOBKA KapTo4vek

OflHa KapTouKa

Yncno KapTouek:

18 [1-10 18,0
19 [11-100 165,0
20 (101 -300 490,0
MNpocmoTp M oTbop Kaptouyek B CBA C UeNblo M3bATUA WU
nepemelleHmaA (BTopuYHbIM oTbop):
21 |n3bATME M3 KaATa/oroB M KapPTOTEK KapTOYeK Ha [AOKYMEHTbl, | O4Ha KapToukKa 1,5
CNUCaHHbIE u3 boHAa; NpocmoTp KpaeBea4veckux,
6ubnnorpadumyecknx n dpaktorpadmuyecknx KapToTek, UsbATHe U3
HMX  KApTOYeK Ha  [AOKYMEHTbl, MOoTepABWME  LLEHHOCTb,
nepesefeHne KapTouek B apXMBHbIE KapTOTEKU (YHUUTONKEHUE);
BHECEHME OTMETOK B IKypHajse y4yeTa M PerucTpaLmoHHow
KapToTeke
OpraHusauus rnaBHoM cnpasoYHol KapToTekn (FCK):
22 [npocmoTp M OTO6OpP [AOKYyMeHTOB AnA BkAtoveHuAa B [CK;| oaunH OOKYMEHT 2,7
odopMIEHNE KAaPTOUKM
23 | HanucaHuWe n paccTaHOBKa pasgenurens 0AuVH 1,7

pasagenntenb




PepaktnposaHue CK:

24 | ucknaw4veHue mn3 CK KapToyeK Ha AOKYMEHTbl, yCTapeBllMe WAM | O4Ha KapTouKa 5,0
HenpodunbHble, NepeBefeHNe UX B aPXMBHYIO YacTb (M3bATUE);
LeTanu3npoBaHue pasaenbl

25 | HanucaHWe HOBbIX pasaenuTenem oAWH 1,4

pa3sgenuTenb

OpraHu3auma KapToTeKM NepcoHannii:

26 |onpeaeneHne M COCTaBNEHME NEpPeYHA UL, CBEAEHUA O KOTOPbIX | OAUH OOKYMEHT 10,0
OTpaykatoTCA B KapTOTEKE; MPOCMOTP MHOOPMALLMOHHbBIX N30aHUM,
NepPBUYHbIX AOKYMEHTOB, OTOOP LOKYMEHTOB AN BK/OYEHWUA B
KapTOTeKy

27 |TexHunyeckaa M cogeprkatesibHas o06paboTKa AOKYMEHTOB A5 | OAWH OOKYMEHT 2,7
BK/IIOYEHMA B KapTOTEKy; PacCTaHOBKA KapTOYeK no andasuTy
dbamnanit aBTopoB M NO BUAAM JOKYMEHTOB

28 | HanucaHWe 1 paccTaHOBKa pasgenuTtenem O4MH 1,4

pa3sgenuTenb

OpraHusauma dakTorpadumyeckon kaptorteku (OK):

29 |onpeaeneHve npeamerta, ob6beKTa M OCHOBHbIX MPU3HAKOB AAf | OO4MH LOKYMEHT 2,7
oTpaxkeHus B PK; npocMmoTp AOKYMEHTOB 1 OTOOP A5 BKAOYEHMSA
B ®K; 3aHeceHMe OTOOpaHHbIX CBEAEHMI HA  KapTbl
MHGOPMALUMOHHOFO MaccMBa C BHECEHMEM COOTBETCTBYHOLUMX
OTMETOK B MOUCKOBbI MaccuB paKTorpadmyeckom KapToTekmn

30 |pepaktupoBaHne @OK; npoBepka NpPaBWUIBHOCTM  BHECEHMA | OAUH AOKYMEHT 1,6
CBeAEHWNN N YKa3aHUiM 06 NCTOYHMKAX MHOpMaLUK

31 |HanucaHWe 1 paccTaHOBKa pasgenuTtenemn OAMH 1,4

pasagenntenb




Opl’aHVI3aLI,VIF| TEMATUYECKUX NMNANOK ra3eTHbIX BbIPE3OK:

32 | NpOCMOTP raseTHbIX BbIPE30K U UX CUCTEMATU3ALMA OZHa Bblpe3Ka 2,5
33 |odopmaieHNEe BbIPE3OK A/ XPaHEHUA B TeMaTUYeCcKMX Mankax;| Oo/Ha Bblpes3Kka 3,2
KpaTKoe onucaHne UCTOYHMKA, HaK/leMBaHMe Ha KapTOYKM
34 |(cnpaBkn no TeneboHy O  AeATENbHOCTM  BUBAMOTEKM eXkegHeBHO 90,0
(npepoctaBneHne nonbsoBatenam uHbopmauum o pabote
OUBNMOTEKN, KPYMKKOB, CTyAMA, NPOBEAEHMA  KOHLEPTOB;
coeaMHeHMe C gpyrumu nogpasaeneHuamm 6ubanoTekn)
4.8.1. CnpaBo4yHo-bubnnorpadmyeckoe obcnyxRuBaHme
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHnua Hopma
n/n n3mepeHusa BPEMEHM,
MUH.
1 2 3 4
Mpuem 6ubanorpadryecknx 3anpocos:
1 |npuvem 6ubAMOrpaduyeckoro 3ampoca; YTOYHEHME TeMmbl,| OAWH 3anpoc 5,0

Lenesoro M 4YuUtaTesibCKoro HasHa4dyeHuA, NOoJIHOTY WUCTOYHUKOB,
TNMNoB, BNAOB N XPOHONOTMYECKUNX PAMOK 3anpocos

BbinosHEHWe cNpaBoK

BbinonHeHune TeMaTU4YecKo cnpaBKky; NOUCK n OT60p
AOKYMEHTOB,; COCTaB/ieHne 6M6ﬂMOFpa¢M‘-IECKOI'O OonncaHumA

OAHa CrnpaBKa

NMMcbMeHHO; KONMYECTBO NCTOYHUKOB:
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2 |1 3,0

3 |2-5 15,0

4 |6-10 30,0
YCTHO; KOIMYECTBO UCTOYHWUKOB:

5 |1 2,0
BbinonHeHue afpecHo-bubnnorpadmueckoi CNpaBKy;

YCTaHOB/IEHWE HAMUYMA UM MECTA HAXOXKAEHMA LOKYMEHTA UK
ero yactm B poHae 6ubAnMoTeKn
MUCbMEHHO; KOJIMYECTBO UCTOYHMKOB:

6 |1 2,0

7 |2-5 12,0

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

9 |1 1,5
BoinosHeHMe  yTouHsilowen  bubnnorpadumyeckoit  cnpaBku,| ofHa cnpaBKa
yCTaHaB/MBatoLw,el 7 (nnn) YTOUHAOLWEN 3/IEMEHTbI
61bMorpadnUEcKoro OMUCaHWA, KOTOpble OTCYTCTBYHOT WU
MCKayKeHbl B 3anpoce ymTaTtens
MUCbMEHHO; KONNYECTBO NCTOUYHUKOB:

10 |1 2,7

11 |2-5 14,0




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

13 |1 1,6
BbinonHeHne ¢akTorpadmyeckoit CnpaBKKM, YCTaHaBAMBAIOWEN | OAHa CNpaBKa
KOHKpETHble CBeAEHMSA O TeX WAM MHbIX 0b6beKTax, cobbiTusAX,
npoLeccax, faTax
MUCbMEHHO; KONNYECTBO NCTOYHUKOB:

14 |1 2,7

15 (2-5 13,5

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

17 |1 1,6
KoHcynbTauma y cnpaBoyHo-6ubanorpaduyeckoro annapaTta

18 |lMpoBegeHne beceapl 06 opraHM3auMM W UCMNOJb30BaAHUU 0AHa 10,0
pas/fMUHbIX YacTell CnpaBoOYHOro annapaTta, MO MEeTOAMKEe | KOHCyabTaumsa
6ubnnorpaduryeckoro nomcka
BeneHue ¢poHAa BbIMNOHEHHbIX CMPABOK:

19 |oT6op cnpasok ana GoHAA, pas3foKeHUe No nankam (KoHBepTam); | oaHa cnpaBka 0,5
odopmaeHune cnpaBKku (3anuncb B TeTpaab y4eTa)

20 |cocTaBneHMEe KapTOYKM AJ1A apXuBa; YKasaHWe MOPALKOBOrO | OfHa KapTouKa 2,7

HOMEpPa, Teémbl, AaTbl BblAd4N; YCTAHOBKA KAPTOYKU B KaAPTOTERY
apXunBa BbINO/IHEHHbIX CMPaBOK




PaboTbl B pexkume AC:

21 | popmmpoBaHMe rnaBHOM cnpaBoyHol KapToTeku (ICK); BBOA B| O4Ha KapTouKa 2,0
633y [AaHHbIX AHANUTUYECKOM POCMAUCKU Ta3eTHOMKYPHaNbHbIX
cTatei, cbopHMKOB
22 | NOWCK 1 oTbop BMbanorpaduyeckon 3anmMcm No ycaoBusam OflHa KapTo4Ka 2,7
23 |BbIBOA Ha 3KpaH bubnvorpaduyeckort 3anucu UAM OTAE/bHbLIX | OAHa KapToyKa 1,0
CBeAeHWN; pacneyaTKa
4.8.2. bubnnorpadumyeckoe nHdopmmpoBaHue
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHnua Hopma
n/n n3mepeHusa BPEMEHM,
MUH.
1 2 3 4
BbiABneHMe WMHPOPMAUMOHHBIX MOTPebHOCTEN CneunanncTos
MEeTO0M aHKETMPOBAHWUA:
1 |onpegeneHne  KOHTUHreHTa  noTpebuTenet  nHbOpmMmauuu; OAMH 34,0
pa3paboTka 3aABKM Ana  onpegeneHva  MHOOPMALMOHHBIX | noTpebutens

noTpebHocTel (3anpocoB); paccbliKa (PacnpoCcTPaHUTb) 3asBKMU;
06paboTka MOJIyYeHHbIX 33ABOK; COCTaBfeHMe Ha base
NONyYeHHbIX [AHHbIX KAPTOTEKM KOHTUMHIEeHTa noTpebutenei
nHbopMaLUM U NX MHPOPMaLIMOHHbLIX NOTpebHocTen (3anpocoB)

BoiAasneHue VIH(I)OpMaLI,VIOHHbIX ﬂOTpE6HOCTeﬁ cneunanncTtoB Ha
OCHOBE aHaNM3a NN1aHOBO-OTYETHOM AOKYMEHTAUUN:

Tabnuua 77



oTbOp, M3yyYeHWe, aHaNM3  OTYETHbIX  [AOKYMEHTOB W | OAWH OTYETHbIN 24,0
dopmMmupoBaHme TEMATUKMU CNPaBOYHO-MHPOPMALMOHHOIO OOKYMEHT
06CcnyKMBaHMA B PasHbIX PeXMMAX

pacnpefeneHne  TemaTuyeckux  pybpuk  MHGOPMAUMOHHBIX | OAHa pybpuKa 2,7
noTpebHocCTEN NoO NoApasaeeHUAM, Y4acTBYIOLWMM B CMPaBOYHO-

MHGOPMALUMOHHOM 06CAYKMBAHUM

3aKknoyeHne ¢ aboHeHTamu goroBopa Ha MHdoOpmauUUOHHOEe

obcnyxKmBaHue:

aHa/M3  [OaHHbIX O  3auHTepecoBaHHOCTM aboOHEHTOB B| OAWH AOroBOp 2300,0
MHOOPMAUMOHHOM OBCNYKMBAHUN U pPeXMMAX M3bUpaTenbHOro

pacnpocTpaHeHMA U PEeTPOCMNEKTUBHOIO MOWCKA; 3aK/aoveHue U

nepecmoTp LOroBopa

dopmupoBaHMe ceTu abOHEHTOB CUCTEMbl W3BUpaTenbHOro

pacnpocTpaHeHua nHpopmauumn (MPU):

onpeaeneHne KOHTUHreHTa aboHeHToB cnuctembl MPU; BbiaBieHMe | oauH aboHeHT 34,0
TUMOBbLIX WU WMHAMBWAYaANbHbIX 3aNpPOCOB abOHEHTOB; WU3y4yeHMe,

KnaccuduKaums, MHAEKCMPOBaHME 3anpocoB; BBeAEHUE AAHHbIX O

3aMnpocax B a4 pecHYo KapTOTeKY

MoarotoBKa CUrHANBLHOrO onoselleHna B cucteme MPU

BoinBnieHMe, npocMoTp M OTOOpP MaTepuanoB U3  TeKyLLUX OA4HO

NoCcTynieHni; pacnpegeneHne OTOOPaAHHbIX MaTepuasoB U3 | OMNOBeLeHUe

TeKyLWUX NOCTyNAeHn no aboHeHTam

Ko/muyecTBo NPOCMOTPEHHbBIX OKYMEHTOB:

1-2 3,0
3-4 12,0




8 |5-10 32,0
MoaroToBKa NOABGOPOK CUTHAJbHBIX ONOBELLEHW B cucTeme UPU
3anonHeHne 6naHKa-3akasa Ha TUPaXKMpOBaHMWeE; perncrpauma OZHO
NOCTYNUBLUMX KOMWI, MPOBEPKA MX KAayecTBa M 3K3eMMAAPHOCTU; | OnoBeLleHue
3anoJiHeHWe CONPOBOAUTENbHOW AOKYMEHTaL MK
KonunyecTtso 3anpocos:
9 |1-2 14,0
10 (3-4 17,0
11 |5-7 21,0
12 (8-10 25,0
MpocmoTp 1 0TOOpP AOKYMEHTOB A5 BBoAa B AC
MpocmoTp  maccMBa  MOCTYMMBLUMX — AOKYMEHTOB;  OTOOp | OAWH AOKYMEHT
[JOKYMEHTOB COOTBETCTBYIOWLEN TEMATUKM U BBeAdeHWe B 6asy
AaHHbIx AC
OT60p NepBUYHbIX AOKYMEHTOB:
13 |1-50 290,0
OT160p BTOPUYHBIX JOKYMEHTOB:
14 |1-50 110,0
15 | noarotoBKa KapToO4YKM ana paboumnx kaptotek MPU O4HO onucaHue 2,7
16 |noarotoBKa TpadapeTos c KapToukamu NPU ana TupaxkmpoBaHus | oaumH Tpadapet 1,4

KoppeKTnpoBKa BbIXOAHbIX Tabynarpamm:




17 | ocHoBHoOW pag OJHa 3anucb 2,7
18 |BCcnomoraTesibHbIN yKa3aTenb OHa 3anucb 1,6
19 |pepakTMpoBaHWE BbIXOAHbIX Tabynarpamm M odopmaeHue| OAHA 3anuCb 4,2
[OKYMEHTOB
20 |HapesaHue, pacrneyaTka NoAH60POK Ha OTAE/bHbIE ONMCaHKUA OJZHO OnucaHue 1,6
KoppektnpoBka cuctembl UPU no pesynbtatam aHaausa Kapt
obpaTHOM cBA3MK
O6paboTKa M aHanM3 KapTbl 06PATHOMN CBA3M; BHECEHWE OLLEHKMU OfiHa KapTa
CMTHA/IbHOTO  OMOBELWLEHMA B  Y4YEeTHYH KapTy aboHeHTa;
KOPPEKTUPOBKA CUCTEMblI Ha OCHOBE aHa/sM3a KapT obpaTHow
CBA3MU
Konunuyectso KapT:
21 (1-7 70,0
22 (8-10 75,0
23 |11-15 80,0
24 |16-20 85,0
Bblgaya AOKYMEHTOB NO 3anpocy:
25 |BblABNEHME W OTOOP [AOKYMEHTOB (M34aHMA) MO 3anpocy B| OA4UH AOKYMEHT 1,4
CNpaBoOYHO-MHOPMALMOHHOM oHAe, O0dopmMNeHNe Bblaauy
[OKYMEHTOB B YCTAaHOB/IEHHOM MOpAAKe
Ipynnosoe 6ubanorpadmyeckoe HPopMUpoBaHUE:
26 |dopmupoBaHMe cocTasa rpynn aboHeHTOB OAMH aboHEeHT 720,0




27 |yTOYHEHWE TeMbI, COrlacoOBaHNE UCTOYHUKOB MHPOPMaLUK, BUAbI ogHa Tema 3,6
LOKYMEHTOB

28 | cocTaBsieHWe PerncTpauLmMoHHOM KapTOYKM O/JlHa KapToukKa 1,6
MNoagbopka MOOKYMEHTOB ANns WHbOpPMAUWMK;, COCTaB/lEHME W | OAHA KapTouKa
HanuMcaHMe ONOBELLEHMA; OTNPaBKa OMOBELLEHUA; 3anucb B
KapTOYKM MHDOPMALMK; aHANN3 KapTbl 06paTHOM CBA3MU
MUCbMEHHO; KOINYECTBO U3AaHWNIN:

29 |1-5 12,0

30 |6-10 24,0
YCTHO; KONNYECTBO U3LAHNIA:

31 |1-5 12,0
OnepaTnBHoOe MHDOPMUMpPOBAHME MO 3anpocy:

32 |dopmupoBaHMe ceT abOHEHTOB, BbISIBAEHWE TUMNOBbLIX W| OAWH abOHEHT 4,4
WHAMBMAYANbHbIX 3aMPOCOB NoTpebutenen

33 |u3yyeHune, KnaccuduKauma 3anpocoB; BBeAEHWE [AaHHbIX O| OAMH 3anpoc 6,3
3anpocax B a4pecHYo KapToTeKy
HanucaHue 0630poB 1 cnpaBokK
BoinBneHMe ©n oTbOp MCTOYHMKOB;, 06paboTKa W aHanuM3| ogMH aBT. INCT
OTOBpaHHbIX AOKYMEHTOB; HanMcaHWe TekcTa ob3opa (cnpasku);
NnoAroTOBKA PYKOMMUCU K NeyaTn
CocTaBneHue 0630pa (cnpaBKn) No NepBUYHLIM UCTOYHUKAM:

34 | Ha pyccKOMm A3blKe 5400,0




35

Ha MHOCTPAHHOM A3blKe

7200,0

36

cocTaB/sieHMe 0630pa (CnpaBKM) MO BTOPUUHBIM UCTOUHUKAM

4100,0

OpraHmsauma M npoBefeHMe YCTHbIX Bubanorpaduyeckmx
0630pOB HOBbIX MOCTYMNNEHNN

MoabopKka HOBbIX MOCTYN/AeHUA Mo 3apaHee 06bABAEHHOM
TemaTuke; cMctematmsauma UCTOYHUKOB MO TemMam, NMPOCMOTP U
aHaNn3 AOKYMEHTOB; noabopKa bubanorpadpunyecknx onucaHumn,
KpaTKMe aHHoTauuu, pedepaTbl Ha OTOOPAHHbIE WCTOYHUKMU;
NoAroToBKa pykonucu bubnumorpaduyeckoro ob63opa

oAnH 0630p

Konnyectso NMPOCMOTPEHHDbIX U OTO6paHHbIX AOKYMEHTOB!

37

1-10

400,0

38

11-25

450,0

39

26-55

500,0

40

56 - 140

600,0

MoarotoBka 6loNn1eTeHA HOBbIX I'IOCTYI'lﬂeHVIﬁ

YTouyHeHWe (onpegeneHve) TEMATUYECKMX T[paHuUL, MOMCKa M
otbopa AOKyMeHTOB; co3gaHue pybpukatopa 6lonneteHs;
BblABEHWE W OTOOP [AOKYMEHTOB B MacCMBe  TeKyLMX
NOCTYNJEHUN UCTOYHUKOB MHbOPMaUMK; noabopKa aHHOTaUMM,
pedepatbl, CUCTEMATMUIALMA UX

ofHa bronneteHb

Konnyectso n POCMOTPEHHbIX 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

OpraHusauma n nposeaeHne meponpuaTtna "deHb MHGopmaunmn':

46

onpefeneHve  Tembl;  COCTaBJeHWe MJaHa  NpPOBeAeHus;
BbIABNIEHME W [OCTaBKa [AOKYMEHTOB W3 COOTBETCTBYHOLLMX
noapasaeneHnin 6MbanoTekM, NPOCMOTP M OT6Op AOKYMEHTOB;
noAroToBKa BbICTaBKM NnTepatypsbl; onoseuieHune
3aMHTEPECOBaHHbIX OpraHM3auuMii U cneymannctos; opopmaeHue
BbICTAaBKM; HaMUcaHWe KPaTKMX aHHOTaumii; opraHusauusa cbopa
3afBOK Ha [OKYMEHTbI, MX BblAaya, KOHCYAbTaUWW, OEKYPCTBO
61banorpadoB; NpoBeAeHNE aHaNN3a MEPONPUATUA

OZHO
meponpusaTne

640,0

OpraHusauus " noAroToBKa MeponpuaATUA "MeHb

6ubnnorpadun”, "OeHb nocobus":

47

YTO4YHEHWE TeMbIl; COCTaBNeEHWUE MJ1IaHa, Od)OpM!'IeHMe BbICTaBKU-
NPOCMOTpPa, nNnoAroToBkKa o63opa; noAroTtoBka KOHCYy/AbTaUUu;
COCTaBnieHne w“  HanucaHue O6'bFIBﬂeHMFI; CoCTaB/sieHne ¢
HanncaHne NpUrnacnuTeNbHbIX MMCeEM, PaCCbl/iKa UX,; NpuUrnaleHune
3anHTEepPeCoBaHHbIX KU No paguo, no Te}'IerOHy, JTNYHO

04HO
Mmeponpuatne

1940,0

OpraHusauma n nposeaeHne meponpuatma "feHb cneymanncra”

OnpepeneHne Tembl C 3auMHTEPECOBAHHbIMKU OPraHU3aLMAMMU,
dopmbl nposedeHMA (cTauMoOHapHasA, Bble3fHas); cocTaBieHue
niaHa  MeponpuAaTWin,  nporpammbl  mnoucka u  otbopa
MHOOPMALUMOHHbLIX  MaTepuanos; noAroToBKa OTKPbITbIX
NPOCMOTPOB M TeMaTMYeCKMX BbICTaBOK AuTepaTypbl Mo
cneumanbHocT, bubanorpadumyeckne o630pbl, 3aKas NeKkuui,
KMHOOUNbMOB; OMNOBELLEHWE 3aUHTepPEeCOBaHHbIX OpPraHM3aLuii;

04HO
Mmeponpuatne




odopmneHne BbiCTaBKM; obecneyeHne BblAaYM M3JaAHUN UAU UX
KONUi BO Bpemsa MeponpuAaTUA WAKM HenocpeacTBEHHO nocne
Hero; [eMOHCTPauMsa BbICTaBKM; aHanM3 pesynbTatoB "[HA
cneumanmcta"

Yncno conyTcTBYOWMX MEPONPUATUIA:

48 |1-2 1940,0
49 |3-4 2600,0
50 |5-6 3500,0
51 (7-8 4600,0




4.8.3. UHpopmaLMoHHasa paboTa
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N |HanmeHoBaHue npouecca, onepaunun. Coctas paboTbl EanHuMua Hopma
n/n n3MepeHus BPEMEHMH,
MUH.
1 |2 3 4

MoaroToBKa NonynspHbIx 6ubanorpadmyeckmnx nocobuii

Bolibop Tembl nocobus; BblABAeHME W OTOOP [AOKYMEHTOB,

dbopmupoBaHue pasaenos nocobus; AHHOTUPOBAHUE
[OKYMeHToB;  noabopka  daKktorpaduuyeckoro  maTtepuana,
WUANOCTPaLMiA; HanucaHue TEKCTa; cocTaB/iieHue

BCMOMOraTe/IbHbIX YKa3aTeael; KOHCYbTauun y CneumnanmncTos Ha
pasiMYHbIX 3Tanax paboTbl; 0bCyKAEHNE PYKONWUCK Ha 3acedaHnm
Hay4yHO-MeToAMYECKOro (pefakuMOHHOro) coBeTa; AopaboTka
PYKOMMCK MO 3aMeYaHnAM; caaya pyKonucu B neyaTb:

1 |coctaBneHne nonynspHoro 6ubanorpadpuyeckoro ykasatensa,| OAWH aBT. IUCT 13500,0
nyTeBoauTe A, CNPaBOYHMNKA

2 |noarotoBka KOMMEHTApUEB, npMmeYdaHni nonynApHoO-| OAMH aBT. INCT 5400,0
NPOCBETUTENIbHOTO XapaKTepa, He Tpebylowmx crneunanbHbIX
nuccnenoBaHuim

3 |noAarotoBKa KOMMEHTapHes, npumeYaHuni Hay4YyHO-| OAMH aBT. INCT 10800,0

ncenenoBaTeNIbCKOro Xxapakrtepa

MoarotoBKa  PETPOCNEKTUMBHbLIX  HAy4HO  BCMOMOraTesIbHbIX
bubnnorpaduyecknx ykasatenemn:




BbIOOpP TemMbl; cO34aHMEe aBTOPCKOro KOJINIEKTMBA; pa3paboTKa
WHCTPYKTUBHO-METOAMUYECKUX MATepUanos; BbiiBEHWE U OTOOP
OOKyMeHTOoB; pabota Hag 6ubnunorpaduyeckoit 3anucolo;
aHHOTMpPOBaHUe; BubAnorpaduyeckan rpynnMpoBKa; cocTaBeHMe
BCMOMOraTeIbHbIX YKasaTenen; obcyKaeHne pyKonucu ykasartens
Ha 3aceflaHUM Hay4YHO-METOoAMYECKOro (pefaKUMOHHOro) CcoBeTa;
nopaboTka MO 3ameyaHMsM; caada pPyKonMcu B neyathb;
cocTaB/ieHMe 6ubanorpaduyeckoro ykasartena Mo aKTyanbHOM
TeMaTUKe C XPOHO/IOMMYECKMM OXBaTOM OT 2-X A0 5-T neT wm
aHHOTALMAMM, MOACHAIOLLMMM Ha3BaHus; cocTaB/ieHne
bubnnorpadpuyeckoro  yKasartens no KOMMJIEKCHbBIM U
meXoTpacsieBbim  npobsiemam 0obOWEro U PerMoHasbHoro
cofeprkaHuMa C XpoHonormdyeckmm oxsatom 1 - 2 roga, ¢
aHHOTALMAMM, NOACHAIOLWMMUN Ha3BaHUA:

O4WH aBT. INCT

9720,0

Ha PYCCKOM A3blKe

OAWH aBT. IUCT

9720,0

C BKAtoveHvem oT 30% po 40% obbema nybavKkauuii Ha
MHOCTPAHHbIX A3blKaX

OAWH aBT. IUCT

11000,0

COCTaB/ieHWe aHHOTUPOBAHHOIO bubanorpaduyeckoro ykasartens
MHOTrOOTPaC/IEBOr0 COAEPMKAHUSA C XPOHOIOTMYECKMM OXBAaTOM A0
100 netr u 6Gonee, TPebyOWMIN CNAOWHOrO MNPOCMOTPA
OOKYMEHTOB, C/IOXHbIX bubnnorpadmnyecknx pasbiCKaHUM, y4yeTa
BCEX Mepeu3faHuin nybauMKaumMi M UX XapaKTEPUCTUKM NyTem
C/IMYEHNA TEKCTOB

OAWH aBT. IUCT

11000,0

MNoAarotoBKa aHAaNUTUYECKOTO o63opa

BbiABneHue u oTbOp [AOKYMeHTOB AnA 0630pa; NOAroToBKa
pybpukatopa npeameta 0630pa; M3yveHME M OLEHKa
JOKYMEHTOB; CUCTEMATU3aLMA MaTepuana; CoCTaB/leHMe TeKcTa
aHanuTMYeckoro o63opa; obcy)KaeHMe PYKONUCK Ha 3acedaHun
Hay4YHO-MeToAMYecKoro (pefakuMoHHOro) coBeTa, [AopaboTka
0630pa Mo 3aMeyaHUsaM; caaya B Neyathb:

OAWH aBT. IUCT




NO PYyCCKMM nNepBUYHbIM UCTOYHUKaAM

9720,0

Nno CMelwaHHbIM NepBUYHbIM NCTOYHUKaAM

10800,0

10

MO MHOCTPAHHbIM NepBUYHbIM NCTOYHUKaAM

12400,0

NoarotoBka aHaNUTUYECKOoM cnpasKu:

11

BblAB/IEHWE M OTOOP AOKYMEHTOB AN aHa/IMTUYECKOMN CrpaBKu,
M3yyeHue, aHaNM3, OLUEHKa M CUCTeMaTM3auma WX; cocTaBieHue
TEKCTa CnpaBKy

OAVH aBT. INCT

5200,0

MoaroTtoBKa pedepaTMBHOro o63opa

BoinaBneHne n otbop AOKYMeHTOB ana pedepatuBHoro o63opa,
M3yyeHne UM aHaaus  ux; pedepupoBaHME  UCTOYHWUKOB;
cMcTeMaTM3auma  TEKCTOB  aHHOTAUMA;  COCTaBNeHME TeKCTa
pedepatmBHoro o63opa; obcyxaeHue ob6b3opa Ha 3acedaHuu
Hay4yHO-MeToAMYEeCKoro (pefakuMoHHOro) coBeTa; AopaboTka
0630pa No 3aMevyaHuaM; caada B neyatb:

OAWH aBT. IUCT

12

Mo PYCCKMUM UCTOYHMKaM

5200,0

13

Nno CMeLWaHHbIM NCTOYHUKaM

6480,0

14

MO NHOCTPAHHbIM NCTOYHUKaM

7300,0

CocTaBneHue aKcnpecc-mHbopmaLmm:

15

BblAB/1IEHUE U OT60p maTtepmnana no teme, cMctematTmsaumna ero m
noaroToBKa ANA neyvyaTtn

O4WH aBT. INCT

3840,0

CocTtaBneHue bubnunorpadumyeckom 3anmcu, aHHoTaumm, pedeparta

CocTaBneHve 6ubnanorpadpuyeckolt 3anmcu: nUsydyeHue M aHanus
[AOKYMEHTa, COCTaB/IeHMe 3aro/10BKa OMMCcaHuUs, MPOBEPKa 3amnucy,

OAHa 3anncCb




BHeCeHue MCﬂpaBHEHMVI

Konunyectso anemeHToB 6Mbanorpadmyeckoro onncaHuma:

16 |1-4 3,2
17 |5-6 5,4
18 [7-9 6,4

CocrtaBneHne aHHOTAUMK; n3yyeHmne wn aHaanis AOOKYMEHTa, | 04Ha aHHOTauuA
HanncaHMe TeéKCTa aHHOTauunun:

19 |aHHOTUpPOBAHME KHUT 270,0
20 |aHHOTMpPOBaAHME cTaTeM 160,0
21 |coctaBneHne pedepaTta: U3y4yeHWE W aHANM3 [OKYMEHTA, Ha| OAMH aBT. IUCT 5920,0
KOTOpPbIA cocTaBnsfeTca pedepaTt, HanucaHWe TEKCTa, BHeceHue
ncnpasaeHn
22 |aHanuMTMYecKkaa POCMUCb KYPHaNbHbIX, [a3eTHbIX CTaTel,| OAHa pPocnucb 120,0

cbopHUKOB, BUbAMOrpaduyeckmx nocobui

23 | 0O3HaKOM/IeHMne C cogepxaHmnem n3aaHuA,; COCTaBneHune O4Ha CTaTbA 3,6
dHAaINTUHECKOTO ONNCaHMA Ha CTAaTblO

I'Ipmmeanme: HOpPMa BpeEMEHU Ha COCTaB/sieHUe 6M6ﬂMOFpa¢M‘-IECKOFO nocobus AaHa U3 pacyeTa pa6OTbI AdBTOPCKOro Ko/sekTtuea.
4.9. HEPEBO,CI, n nepepaﬁoTKa NeYvYaTHbIX TEKCTOB C MHOCTPAHHbIX A3bIKOB Ha pyCCKMﬁ N C PYCCKOIro Ha NHOCTPAHHDbIE A3bIKU

Tabnuua 79

N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EomHuua Hopma
n/n n3mepeHus BPEMEHM,




MWH.

2 3 4
MepeBog TEKCTA C MHOCTPAHHbIX A3bIKOB HA PYCCKUI A3bIK
YTeHne opurMHana, aHanM3 TEKCTa, pa3sMeTKa ero C BbiAB/JEHNEM | OAWH aBT. UCT
TPYAHbIX TEPMUHOB, FTPAMMATUYECKMX KOHCTPYKLNM, NEKCUYECKUX
060pOoTOB, LLEXOBbIX U }KAPTOHHbIX TEPMUHOB:
NOJIHbIA MUCbMEHHbIM NepeBos, 1580,0
COKpalLLEHHbIA NUCbMEHHbIN nepesBod oT 30% ao 50% obbema 1620,0
TEKCTa
BbIBOPOYUHBIV MMCbMEHHbIV NepeBo, 1520,0
MepeBog TEKCTA C PYCCKOTO A3blKa HA MHOCTPaAHHbIE A3bIKK:
NO/HbIN MUCbMEHHbBIN NepeBos, OAMH aBT. INCT 1980,0
TepMmuHonormyeckas pabota npu  BbINOJIHEHUM MNUCbMEHHOTO
nepesoaa:
NMOUCK OTMEYEHHbIX B OPUIMHANE HE3HAKOMbIX MAN HEMOHATHbLIX | OAWH TEPMMUH, 18,1
TEPMWHOB U COKPALLEHWUIN B C/IOBAPHO-CNPABOYHON NUTepaType;| COKpalieHue
noabopka COOTBETCTBYHOLLMX TEPMUHY 3KBMBA/IEHTOB,
pacwmdpoBKa COKpaLLEHNI
KoHcynbTauusa nepeBogumKa co cneuyanncTamm:
BbIACHEHME MNPaBU/ILHOFO U3/IOXKEHUS YacTeld TeKcTta no oAHa 36,2
Ma/sI0o3HAaKOMOW TemaTuKe; YTOYHEeHMEe COOTBETCTBMA NepeBoda| KOHCy/AbTauus

opurnHany

CocTaBneHue 6ubanorpaduyeckoro onncaHmsa:




7 |coctaBneHve 6ubnunorpaduyeckoro onucaHua nepesofa MO | OAHO OMMCaHue 10,8
[AaHHbIM, B3ATbIM C TUTY/IbHOTO /IUCTA NepeBoaa

MpoBepKa 1 KOPPEKTMPOBKa Nepesoda nocne Habopa:

8 |npoBepKa NPaBUALHOCTM PACMONIOKEHMA OTNEeYATaHHOro TEeKCTa; | OAMH aBT. INCT 200,0
CBEpPKA C PYKOMNMUCbIO; NpaBKa

TexHuuyeckoe odpopmeHne NepeBososB:

9 |HanucaHMe B TeKCTe nepesBoda CUMBOJIOB W BCTaBOK Ha oAHO 2,0
WMHOCTpPaHHOM A3blKe BNUCbIBaHME
10 |ycTaHOBKa pUCyHKOB, Tabanu, popmyn OVH 3/IEMEHT 3,0

MepeBoa 3aro0BKOB CTaTel U JOKYMEHTOB:

11 |nepeBog 1 3aNUCb 3aroN0BKa OAWNH 3aroN0BOK 10,8

NpumevaHue:

- HOPMbI BpeMeHM NpeaycMaTpMBaloT BbINoJHEHWE NEPEBOAOB C MHOCTPAHHOTO A3bIKa UM Ha MHOCTPaHHbIN, KOTOPbIN Yy NEPEBOAYMKA ABAAETCA OCHOBHbIM
(no o6pasoBaHMIO AN MPUMEHEHMUID);

- NPV BbINOZIHEHNK NMepPeBOAOB C APYTUX A3bIKOB NN Ha Apyrne nOMmMmMo OCHOBHOIO K HOpMaM BpeEMEHU NPUMEHAETCA I'IOBbILIJaI'OLIJ,Ml‘/JI K03¢¢MLI,MEHT 1,1.

4.10. UccneposaTenbckasa paboTa

Tabnuua 80
N HanmeHoBaHue npouecca, onepauuun. Coctas paboTbl EomHuua Hopma
n/n n3mepeHus BPEMEHM,
MUH.

1 2 3 4




Pa3paboTKka nporpammbl (TEXHUYECKOro 3a4aHuA) uccneaoBaHua

Ob6oCcHOBaHME aKTyaNbHOCTU TeMbl, BblABNEHME M 0OOCHOBaHME
npobnemHon cutyaumm, GOPMYAMPOBAHUE ULeAM, 33434 WU
rmnoTesbl UCCNen0BaHMA; HaNnMCaHWe TEKCTA

0AHa
nporpamma

UccneposaHme HOCUT:

NUNOTaXHbIN (pa3BeapbliBaTe/IbHbIN) XapaKTep

21600,0

NPUKNAAHOM XapaKTep

38250,0

Paspa 60TKa METOAUNKUN nccneanosaHmA

Pa3paboTka (HanucaHWe) TeKcTa MEeTOAMYECKMX AOKYMEHTOB Mo
NPOBOAMMOMY  WUCC/IEAO0BAHMIO, 3MNUpMYecKas anpobauusa
PEeNneBaHTHOCTW  COCTaB/IEHHbIX JOKYMEHTOB, YTOYHEHME W
nopaboTka  METOAMYECKOro  MHCTPYMEHTapua,  COoCTaB/ieHne
OKOHYaTe/IbHOro BapuaHTa AOKYMEHTa:

0AHa MeToAMKa

METOAMKM MPOBeAeHUA UCCAeA0BaHWUA, HOCALLEro MNU/IOTaMKHbIN
(pa3BeabiBaTeNbHbIN) XapaKkTep

18000,0

MEeTOAMKM NPOBEAEHUA WUCCAeA0BaHWUIA, HOCALLEro MpUKAaaHOM
Xapakrtep

33000,0

Pa3paboTKa MHCTPYKLUK No 06paboTke AOKYMEHTAUUM (MCXOOHbIX
[AaHHbIX), MOJIY4EHHOW B XOA4€ UCCNef0BaHUA:

OfHa
WHCTPYKLMSA

py4Has obpaboTka

15600,0

MalUWHHas obpaboTKa

20400,0

PaspaboTka  npeannaHoBbIX WM MAAHOBbIX  AOKYMEHTOB
nepcrneKkTMBHOMO XapaKTepa:




pa3pa60TKa KoHUenuunn OCHOBHDbIX HaHpaBHEHMVI pPa3snTUA
6ubnnoteyHoro Aena B permoHe Ha nepcnekTmaey

O4WH aBT. INCT

13050,0

KOHUeNnTyanbHoe obecnevyeHne 6ubanorpadmnyecknx usgaHui;
060CHOBaHME aKTya/NbHOCTM TeMbl, YMTaTeNbCKOE WU Lenesoe
HasHayeHMe nocobus, ero CTPYKTypbl (cxembl), BbipaboTKa
METOANYECKMX MPUHLMMOB M pPEeLIeHnid oA PacKpbiTUA TeMbl;
HanucaHue TeKkcTa

OAWH aBT. IUCT

11220,0

cocTaB/ieHMe NpOorHo3a, CBA3aHHOMO C MepcrnekTUBamMn PasBUTUA
6nbAnoTeK; HaNUcaHMe TeKcTa

OA4WH aBT. IUCT

13050,0

10

pa3paboTka Lenesbix Nporpamm (ana cetm 6MbAMOTEK UAK OAHOM
6MOMOTEKM); AMArHOCTUKA CUTYaUMW, BHELWHWX U BHYTPEHHUX
BAMAHUIN Ha PYHKUMOHMpPOBaHUE U pa3BuTMe BUbanoTek (ogHow
61bnnoTekm); BbipaboTKa peKoMeHAaUNin, peweHnid; HanucaHme
TeKcTa

OAVH aBT. INCT

15200,0

CoctaBneHme CBOAHbIX KAaTaNoroB KHUXHbIX MaMATHMKOB:

11

pa3paboTka MNPOCNEKTa; BbIABAEHUE [OKYMEHTOB - KHUMKHbIX
NamATHUKOB; OMMCaHME M COCTaB/IeHME CNPaBOYHOro annapara

OAUH aBT. IUCT

18200,0

OpFaHM3aLJ,VIOHHaﬂ pa60Ta no nposegeHUo nccnegoBaHnA:

12

CcOo3ZaHMe  WcCcnenoBaTeNbCKOro  KOJIIEKTUBA;  COCTaB/ieHME
pabouero naaHa NpoBeAeHMA UCCNeA0BaHMA, COracoBaHUe ero ¢
UCNONIHUTENAMU; onpeaeneHne naowaaku (6asbl) nccnesoBaHus;
nepennMcka C HUMW; MNPOBEAEHUE MWHCTPYKTaXKei, cemMuHapos,
COBEeLLaHNIN, KOHCYAbTaLNi

oAHO
nccnegosaHue

7140,0

13

bubnnorpaduryeckana npopaboTka Tembl UcciesoBaHus, paboTta B
apXuBax, M3y4eHMe HOPMATUBHO-TEXHWYECKON [OKYMEHTaLMM,
MHPOpMaLuMKM 06 aHanorax u ApPyrux matepuanax, OTHOCALLMXCS K
pa3pabaTtbiBaemoli Teme

O4WH aBT. INCT

1200,0




O6paboTKa nosy4yeHHON MHbOPMaUUK:

14 | c6op n 06paboTka MHGOPMALLMM HA OCHOBE MEPBUYHBIX UCXOLHbIX | OAWH aBT. IUCT 7800,0
OaHHbIX (CTaTUCTMYECKMX [aHHbIX, OTYETOB, MNJAHOB, CMPaBOK,
MaTepuanoB KOMaHAMPOBOK)
15 |aHanu3 obpaboTaHHOM WHbOPMAUMKM; BbIBOAbI, PELIEHUSA, | OAWH aBT. IUCT 5200,0
NpPOrHos
MNoaroToBKa maTepuanos Mo UTOram Hay4yHoM paboTbl:
16 |HanuMcaHWe Hay4yHOro oT4eTa; NOArOTOBKA PYKOMWUCM K MeyaTm Ha | OAMH aBT. INCT 13200,0
pPas3InYHbIX 3Tanax paboTsbl
17 |HanucaHWe nNpPOMEKYTOYHOro oOT4yeTa (cnpaBKM) O Xode| OAMH aBT. JIUCT 6400,0
nccnefoBaHuA
MoAaroToBKa M HanmMCaHWe TeKCTa CTaTbM B COOPHMK HAyYHbIX
TPYAOB, MNpaKTMYyeckoe nocobue, npodeccMoHaNbHyD npeccy;
NnoAroToBKa PYKOMMCHK K MeYaTh Ha pas/iMyHbIX 3Tanax paboTbl:
18 | cTaTbA TeOpeTUYECKOro xapakTepa 15200,0
19 |cTaTba NPpUKNALHOrO, NPAKTUYECKOrO XapaKTepa 9200,0
20 |HanucaHuMe [oKNaga no MUTOram HayyHOro MCCnefoBaHuA; | OAMH aBT. INCT 6700,0
NnoAroToBKa PYKOMMCEN Ha pasanyHbIX 3Tanax paboTol
21 |pa3paboTka peKkoMeHAauWui, WHCTPYKUMIA NO BHEAPEHWUIo | OAWMH aBT. IUCT 14100,0

mMmaTepnanoBs HaydyHOro wuccnegosaHuAa, HanWCaHWMe  TEKCTa,
noAroToBKa PYKOMUCU K NeYaTn Ha Pa3/IMYHbIX 3Tanax pa6OTbI

MpumevaHua:

- HOpMa BpeMeHU Ha CoCTaB/ieHNe Nporpamm, meToauk, VIHCprKLI,MI‘;I AaHa Ha MCCﬂeAOBaTEHbCKVIVI KONNEKTUB,;




- 4acCbl TPYyA03aTpPaT pacnpenenarTca mexagy NcnoHntTenamm B 3aBNCUMOCTU OT UX HAlrpy3KuU.

4.11. MeToanyeckan paboTa

N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EamHuua Hopma
n/n n3mepeHus BPEMEHMN,
MUH.
1 2 3 4
MNoaroToBKa METOAMYECKOro NOCO6MSA, peKoMeHaauni
MpuHLMNManbHO HOBaA pa3paboTKa TembI:
1 |u3yyeHne Tembl, BbIABJIEHWE M aAHANM3 OOKYMEHTOB MO Teme,| OAMH aBT. INCT 15300,0
YTOYHEHWE YUTATENbCKOrO W LENIeBOro HasHayeHus nocobus,
peKoMeHAauUMi; CoCTaBNEeHME NPOCNEKTa; HANUCaHUe TeKCTa
Mogudurkauma paHee pa3paboTaHHON TEMbI:
2 |BblABNEHNE M U3YYEHUE HOBbIX AOKYMEHTOB M HAKOMAEHHOrO | OAMH aBT. INCT 8670,0

6ubnnotekammn onbiTa No Teme I'IOC06MFI, peKomer,au,m‘/'l;
YTO4YHEHME NPOCNeKTa, BHECEHNE U3IMEHEHUNA B CTPYKTYPY U TEKCT
B COOTBETCTBUMN C LOO0CTUXKEHUNAMU 61bnnoTeyHol Teopun wu
NPaKTUKKU; NOoAroTtoBKa PYKOMUCK K O6CY)KAEHVIIO,' p,opa60TKa no
UTOram 06CY)K,CI,€HI/IH

Pa3paboTKa [OKYMEHTOB, pernameHTUpYIoLWMX AeATeNlbHOCTb
6nbNMOTEK, NONOXKEHUIN, UHCTPYKLUMIA, MPOEKTOB NOCTAaHOBAEHUN,
YCTaBOB, 3aKOHOAATE/IbHbIX aKTOB

anHLI,VII'WIaﬂbHO HOBaA Tema:

Tabnumua 81



BblAIBJIEHWE, M3yYeHMEe W aHaNn3 AeNCTBYHOLWMX LOKYMEHTOB Mo
Teme, HanuMcaHMe TeKCcTa NPOeKTa JOKYMEHTa, obcyKaeHue,
anpobupoBaHne B 6MBAMOTEKaX, Ha 3acedaHWyM  HayyHo-
MeTOAMYEeCcKoro coBeTa; AopaboTka AOKYMeHTa; NoaroToBKa K
yTBEPKAEHMIO

O4WH aBT. INCT

17340,0

Mogandurauma paHee paspaboTaHHOIo JOKYMEHTa:

dHan3 WU OueHKa [OOKYMEHTa, TMNOUCK Mu 0T60p HOBbIX
,D,EVICTBYPOLLI,MX AOOKYMEHTOB NO Teme; BHeCeHUue M3MEHEeHNN B
TEKCT OOKYMEHTQ, 06CV)K[],EHM€ Ha 3acegaHuun Hay4HO-
MEeTOANYECKOIO COBETQ, p,opa60TKa no wuToram O6CV)-K,EI,€HMFI;
noAroToBKa K yTBepXAEHUIO

OA4WH aBT. IUCT

7650,0

Pa3paboTKa yueTHbIx popm, Tabauw, o6pa3LLoB.:

YTOUYHEHWE npeameTa, 0b6beKTa, cogepKaHua ydeTHoOW Gopmbl,
Tabnaunubl, obpasua; oTbop noKasaTenen, cucTemaTM3auusa UX;
paspaboTka MaKeTa y4yeTHoM d¢opmbl, Tabauubl, 06pasua;
obcy)KaeHWe Ha 3acefaHuM  HayYHO-MEeTOAMYEeCcKoro COBeTa;
MOArOTOBKa K YTBEPMKAEHWNIO

OAWH aBT. IUCT

7650,0

CocraBneHue peKOMEH,D,aLLMVI Nno BHE4PEHUIO PErnameHTUpPYoLWnxX
AOKYMEHTOB B MPAKTUKY:

pa3paboTka MeTOANYECKUX PEKOMEHAALNMN, MHCTPYKLWIA, NIAHOB
No BHEAPEHWIO HOPMATMBHOM [OKYMEHTauuu; MOAroTOBKA
PYKOMMUCK K NeyaTu

O4WH aBT. INCT

14025,0

MoarotoBka NUCbMEHHOM KOHCy/1bTaUnn, METOANYECKOTO NNCbMa:

BbiiIB/leHWE W aHanu3 [OKYMEHTOB Mo Teme; W3ydyeHue U
o0bobuweHne onbiTa paboTbl 6GUOAMOTEK; HaAMMCaHWE TeKCTa
KOHCYNbTaUMKW,  METOAMYECKOro  MWUCbMa;  MNOArOTOBKa K
obCyKaeHN0 Ha 3acedaHWM Hay4YHO-METOAMYECKOro COBeTa;

O4WH aBT. INCT

8670,0




p,opa6on<a no uToram OGCY)-K,LI,GHMH; CcAa4a B ne4vatb

MNoaroToBKka 0630pa AesTeNbHOCTM BUBANOTEK MO onpeaesieHHOM
TemaTuke:

YTO4YHEHUE TEMDbI 063opa; onpegeneHne XpoHOOIrM4ecKnx
rpaHuL,; BbiABNEHNE OOKYMEHTOB, OT60p UX, NPOCMOTP U aHaNuns3;
HanncaHMe TeKCTa, NoArotoBKa pPyKoOMNMucnm K 06CV)K[],EHMI-O Ha
3aceaHUN Hay4YHO-MeToaAn4YeCKOoro CoBeTa; p,opa60TKa PpyKonucum
nocne O6CV)-KLI,€HMFI

O4WH aBT. IUCT

9180,0

PeueH3MpoBaHME HayYHbIX, METOAUYECKUX, WMHPOPMALMOHHDIX
MaTepunanos:

yTeHne peueHsnpyemoro martepuana, OuUueHKa €ero B LUEeJ/IOM,
OTAENbHbIX yacTen, YCTaHOB/1EHNE COOTBETCTBUA YHNTATESIbCKOMY U
Luenesomy HasHa4eHuto, Hay4HbiIM U MeTOANYECKUM Tpe6OBaHMHM

OAWH aBT. IUCT

783,0

10

HanncaHue peueH3snm

OAWH aBT. IUCT

1305,0

MoAaroToBKa NEKLMIN, KOHCYbTaLWM

Pa3paboTKa naaHa Nekumit, KoHcyAbTauuii, nogbopka matepuana,
M3y4yeHWe ero; COCTaB/EHWE CMUCKa AUTepaTypbl K NeKuuu,
KOHCYNbTaLWW; HanuncaHue TeKCTa:

oAHa nekums,
KOHCy/NbTauuma

11

nexkumsa

1566,0

12

NeKyna, Tematnyeckan BCTpeya, Be6VIHap, macTep-Knacc

90,0

13

nepsun4yHaAa rpynnosaa KOHCy/bTauuAa

1305,0

14

NOBTOPHAaA rpynnosBaA KOHCY/IbTallMA C Y4HETOM HOBOIro matepuana

522,0

15

nposeAeHne YCTHON MHAMBUAYANbHOW KOHCYAbTaLMUM

ofHa
KOHCy/NbTauma

50,0




16 | oTBeT Ha NUcbmMo OAHO MUCbMO 162,0
MNpoBeseHMe CceMMHApPOB, Y4ebHbIX KypcoB, MPaKTUKYMOB,

CTa*KMPOBOK:

17 |cemuHap, yyebHbii Kypc (2 - 7 AaHel); onpeaeneHwe Tembl, | OAMH CEMMUHAP, 8400,0
YTOYHEHME CpPOKA NPOBEAEHMA, COCTAaB/JEHME MPOrpammel, | Yy4ebHbIM Kypc
ornoBeLleHne yYaCcTHUKOB U BbICTYyNatoLWUX
MpaktTnkym (7 - 10 pgHen); onpepeneHne Tembl, 3a4aHMUSA, | OAMH MPAKTUKYM
yrnpaXKHeHusa; cocTaBneHne rpadmMKka W YTOYHEHWE CPOKOB
NpoBeAeHNs 3aHATUIA:

18 | rpynnoBoii NpakTUKym 2295,0

19 | nHAMBMAYaNbHbIA NPAKTUKYM 2160,0
Craxkmposka (7 - 10 pHei); yTOYHEHWe CPOKOB MNpPOBEAEHMUSA ofgHa
CTa*UPOBKMU; BbIiBNEHME NUTepaTypbl NO U3y4aemoMy BOMNpPOCY; CTa*KMPOBKa
COCTaB/iIeHME Nporpammbl U rpaduMKa CTaKMPOBKM C y4eTom
COCTaBa cayLwaTenein; 3akNtoueHne 0 NPOXOXKAEHUMN CTAXKUPOBKMU:

20 |rpynnosad CTaXKMpPOBKa 2805,0

21 |MHAMBUMAYANbHAA CTAXKMPOBKA 2349,0
MpaKTWKa CTYAEHTOB BbICWIMX U CPEeAHMUX CleunanbHbIX y4ebHbIx
3aBeeHuUI:

22 |noAroToBKa M opraHM3auusa MNpPakTUKKM cTyaeHToB (Ao 30 aHen); | oaHa NpakTUKa 4860,0

paspaboTka  NnaHa  MNPaKTUMKKM,  corfacoBaHMe ero  C
pyKkoBoautenem NPaKTUKK (npeacrasutenem  yyebHoro
3aBegeHuA); cocTasneHune rpaduKa MOCELLeHNA CTPYKTYPHbIX
noAapasaeneHui; opraHu3saumsa MPaKTUYECKMX  3aHATUI;
noAsefeHne WTOrOB MPaKTUKK; COCTaBJAEHME XapaKTepPUCTUK
NPaKTUKaHTOB




npaKTVI‘-IeCI-(Me 3aHATUA!

23

NOAroTOBKAa MPAKTUYECKMX 3aHATUIM; COCTaBAeHMEe 3aJaHua Mo
BbINOJIHEHUIO n3yyaemoro 6mnbnnoTevHoro npouecca,
KOHTPO/IbHblE BOMPOCHI, TEMATUYECKUI CMUCOK nuUTepaTypbl K
3a/laHUI0; HanNucaHMe Tesncos

0AHO 3aHATHE

1050,0

CocTaBneHue yuebHo NporpamMmoi:

24

onpeaeneHne cocTaBa CayllaTesield; coCTaBleHUe TEMAaTUYECKOIO
nnaHa, YTOYHEHME  nopAgKa  M3yyYeHuAa;  onpedesieHue
nocnefo0BaTe/IbHOCTU U3/I0KEHUA TeMbl, BblAeNeHNe OCHOBHbIX
BOMPOCOB; COCTaB/IEHME CMAWCKA /UTepaTypbl NO  Temam
NPOrpammbl; HanMcaHuMe TeKcTa; OobCyXAeHMe NporpaMmbl Ha
3acefaHMM Hay4YHO-MEeTOAMYECKOro COBETa

0AHa
nporpamma

5733,0

MoceuleHne 6ubAMOTEK, Bble3dabl B KOMaHAMPOBKU C LE/bIO
n3y4yeHna paboTbl U OKa3aHMA MeToANYECKON NOMOLLN:

25

NnoarotoBKa K KOMaHOMPOBKE; YTOYHEHME CPOKOB W  Lenu
KOMAHAMPOBKM, 03HAKOMJ/IEHME C UMEIOLMMUCA JOKYMEHTAMU U
maTepuanamm npeabiaywmnx Bblesgos M nybnvkaumini B neyatu;
COCTaB/IEHME NPOrpaMmbl (Na1aHa) KOMaAHAMPOBKM

0AHa
KOMaHAMpPOBKa

574,2

26

cocTaBiaeHMe  MHOOPMALMOHHOrO  oTyeTa  (cnpaBku) o
npoBeAeHHOM paboTe; OTYET BKJOYAET: CBeAeHWA O MecTe
Bble3/a, LeNAX U CPOKax KOMaHAMPOBKU, OOBEKTAxX MocelLeHus,
aHa/NM3 COCTOAHMA paboTbl MO Teme Bble3aa, BbIBOAbI W
npegnoXKeHns B agpec bMbnmorteku

OAUNH OTYyeT

1050,0

27

COCTaB/1eHMe aBaHCOBOIro OT4eTa, 3ano/iIHeHNne OT4EeTHOro 6naHKa
CO BCeEMM NpUNOHKEHNAMU, CAaY4a B 6yxranTepmo

OAMH oTYeT

40,0

28

NoAroToBKa MHGOPMALLMM MO pe3y/ibTaTam KOMaHANPOBKK (YCTHO)
B CEKTOpe, Y 3aBeAylolWero oTAeN0M, Ha HayYHO-METOAMYECKOM

OfHa
nHbopmaums

105,0




coBeTe, 3acedaHnn aMpexkummn

MOHUTOPUHT AeATeNbHOCTU AeTCKUX 6ubnmotek Poccuiickoi
depepaunm:

29 |cocTaBneHne Gopm OTYETHOCTHU O4MH oTYeT 1200,0
30 |paccbinka MHPOPMALMOHHBIX nMucem n dopm otyeTHocTn no bM| oaHa paccblsika 45,0
[eTcknx bubanotek Poccuinckoit ®epepaumm
31 [cbop doOpmM  OTYETHOCTW, 3INIEKTPOHHble U  TenedoHHble OoAMH cbop 120,0
KOHCY/IbTaLuUKM No BoNpocam 3anosHeHnsa Gpopm
CocTtaBnieHMe KaneHgapa nNpodeccMOoHasbHbIX MepPonpUATUIA
OEeTCKux 6ubnunotek Poccuiickoin deaepaumm (exxerogHblit U
€)KeKBapTa/ibHblIi):
32 | cocTaBsieHWe U paccbisika MHGOPMALLMOHHBIX NUCEM eXkerogHaa u 120,0
KBapTanbHaA
33 |cbop M 06paboTka nonyyeHHOM WHOOPMALUKM, BHECEHME B| eXerogHaawu 1200,0
KaneHaapb NpodeccuoHaNbHbIX MePONPUATUIA KBapTa/sibHas
34 | yTouHeHMe MHPOPMALMKM MO NPOBOAMMbIM MEPONPUATUAM eXkerogHas u 200,0
KBapTa/sibHaA
0630p nybanKkaymii npodeccnoHanbHOM Npecchl (exemecadHo):
35 | oTbop, NPOCMOTP U aHANN3 CTAaTEN B XKypHanax mecAYHas 450,0
36 |4TeHWe maTtepuana MmecaYHas 420,0
37 |HanucaHue cTaTbu mecs4yHas 400,0
38 |cpava B oTAEn pasmelleHus MHpopmaumm Ha canTte mecsaYHasn 10,0




39 |noaroTtoBKa (pepakTnpoBaHue) exeroaHom CBOJIHOM OAMH oT4eT 18900,0
CTaTUCTUYECKOW OTYETHOCTM CMEeLMannu3npoBaHHbIX 6ubanoTtek
Poccuitckoit egepaumm, paboTatowmx ¢ MONOAEKbIO

40 |ocywecTBnieHune MOHUTOPUHIA [eAaATeNnbHOCTH oAHa 105,0
CNeunannsmpoBaHHbix 6ubnamnotek Poccuiickon degepauunu,| wuHbopmaums

paboTaloLLMX C MOJIOAEXKbIO ANA BBOAA B ba3y (exemecayHo)




MpnmevaHue:

- K HOpMe BPEeMEHM MpPU COCTaBNEHUN AOKYMEHTOB, PerflaMeHTUPYOWMX AeATebHOCTb pecnyb/MKaHCKNX, KpaeBbiX M 061acTHbIX BUH6ANOTEK, NpMMeHAeTCA
nosblwarwmin KoaddpuumeHT 1,5;

- BPEMSA NPOBEAEHMA NEKLMWN, KOHCY/IbTAaLUKM, NPAaKTUKYMOB, CTAXKMPOBOK, MPaKTUKK, NpebbiBaHMA B KOMaHAMPOBKE M NpoBeAeHUAa MHbOpMaLMK No ee
pesy/ibTaTaM B HOPMY BPEMEHW HE BXOANT.

4.12. Pab0Tbl Hay4HO-OPraHU3aUMOHHOIO XapakKTepa

N HanmeHoBaHuMe npouecca, onepauunun. Coctas paboTol EamHuua Hopma
n/n n3mepeHus BpPEMEHM,
MUH.

1 2 3 4

MNMoaroTtoBKa 7 nposefieHMe  TeOPETUYECKOW, Hay4yHO-

NPaKTUYECKON KOoHbepeHuMM, TeEMATUYECKOrO CeMMHApa; MOWCK

MeXAYyHapOAHbIX CNeuunanncTos; COMNPOBOXKAEHUNE

MeXAYHaApOAHbIX CMeLMasuCcTOB B KayecTBe NepeBOAYMKa;

NUCbMEHHbIN NepeBo, MHPOPMALLMOHHbBIX MAaTEPUANOB C PYCCKOTO

Ha MHOCTPAHHbIE A3bIKK

OnpepeneHune coCcTaBa OPrKOMMUTETA U YYAaCTHUKOB KOHdepeHuun, OfHO

cemuHapa; ¢GOPMMPOBAHUE W YTBEPXKAEHWE NPOrPaMMbl W | meponpuaTue

npurnacutenbHoro 6uneta; opraHM3aUMOHHbIE MeponpUATUSA;
noArotoBka K  M34aHWIO  Te3ncoB; BbIpaboTKa  MpoeKTa
pekomeHaauni; $MHaAHCOBO-X03ACTBEHHOE obecneyeHune
KOHbepeHUMM, CceMWHapa; aHanuM3 U oueHKka paboTbl
KOoHbepeHLUMn, ceMnHapa; noaseaeHne UToros

KonnyecTtBo y4aCTHMKOB:
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1-100 5670,0
101 - 150 7560,0
151 - 450 9300,0
MoarotoBKa M npoBeAeHVMe cemMuHapa, MEeTOAMYEcKoro AHs,

3acefaHua "Kpyrnoro ctona", BebuHapa

Onpepnenexune Y4YaCTHUKOB, pyKkosoauTens, JIEKTOpPOB, O/lIHO

OOKNafluMKOB, CPOKa M MecTa MNpoBeAeHUA CeMMHapa,| MeponpusaThe
MEeTOAMNYECKOro AHA, 3acefdaHua "Kpyrnoro crona", BebuHapa;

onpeaeneHne KOHTUHreHTa y4acTHUKOB; pa3paboTka Nporpammbl;

UHbOPMaLUOHHOE obecneveHue; BbipaboTKa npoekKTa

pekomeHAaUnii; n3gaHMe U paccblika NPorpammbl; pernctTpaumsa

YYaCTHUKOB; TexHU4YecKoe conpoBoXaeHune BebuHapa:

obecneyeHne 3NEKTPOHHOW KOMMYHMKATUBHOW  N/OLAAKM,

NoAroToBKa 3/EKTPOHHbIX Mpe3eHTalUuii, KOHBepTMpOBaHUe

npe3eHTaUMii Ha 3NEKTPOHHble nAaThopPMbl, AMUCTaHLUOHHAA

HaCTpoliKa  KoMMbloTepHOro  0obopyaoBaHMA  cayllaTenew,

npeaBapuTenbHOe TeCTMPOBaHWE U BegeHue BebuHapa; aHanms u

OLleHKa CeMWHapa, MeToAMYEeCKOro AHA, 3acefaHua "Kpyrioro

ctona", BebuHapa

Ko/M4ecTBo y4acTHUKOB:

1-50 1570,0
51-100 3980,0
101 - 150 6150,0
151 - 450 8270,0

MoAarotoBKa 3acegaHnin peaKoneruu:




8 |yTOYHEeHME CpoOKa M NOBECTKWU 3acefaHua; oTbop maTepmanoB gas | 0AHO 3aceaaHue 560,0
06CyKAEHNA U NOATOTOBKA MX A1A KOMMPOBaHWUA; onpeaesneHue
ONMOHEHTOB (peLeH3eHTOB); ONoOBeLLeHNe O 3acefaHWn YNeHOB
pefKonnernn; paccbiika maTepuanoB MO MOBECTKe 3acefaHus;
obopMeHne  NPeasioNKEHUM,  BbICKA3aHHbIX  YY4aCTHUKaMM
3acefaHuA

OpraHusauma 3acedaHunit npobsemHbIX KOMWCCUIA, COBETOB,
TBOPYECKUX KOJIIEKTUBOB:

9 |onpeaeneHne NOBECTKM AHA U CPOKOB NMpoOBeAEHUA 3acedaHus, oAHO 940,0
YTOYHEHME COCTaBa Y4YaCTHUKOB; MOAFOTOBKA [AOKYMEHTOB,| MeponpuAatue
OpraHu3auMoHHble MeponpusaTua (onoBelLleHME O 3acedaHuu,
noabop matepuanos); opopmMaeHNE NPOTOKONA U PeLLEHNA

NMpumevarue:

- NpW NPOBeAEHMN MePONPUATUIA Ha MeXAYHapOAHOM YPOBHE K HOPpME BPEMEHU NPUMEHSeTCA NoBbIWaowWmin KoabduumneHT 2,0; Ha peaepanbHOM YPOBHE
-1,85;

- B HOPMYy BPEMEHU He BXOAMUT BPeMs NpoBeAeHUa KoHbepeHUuUn, ceMrMHapa, MeToaMYecKoro AHA, 3acefaHunn "Kpyrnoro ctona" u Bpems, CBA3aHHOE C
n3ZaHNeM MaTepuranos KoHdepeHUUn, ceMmnHapa.

4.13. PepgakTnpoBaHue pykonucem

Tabnuua 83
N HanmeHoBaHue npouecca, onepauunun. Coctas paboTbl EomHuua Hopma
n/n n3amepeHus BPEMEHM,
MUH.
1 2 3 4

PeAaKTVIDOBaHVIe HAY4YHbIX U METOOANYECKUX MaTEPUNANOB




MpoBepKa u UcnpaBaeHMe PYKONUCK B NMPOLLECCE NOATOTOBKU ee K
neyaty; YCTaHOBKA  COOTBETCTBMSA  TEKCTA  HayyHbIM ¥
NMTepaTypHbIM TpeboBaHUAM, Gopme M LEeNeBOMy HasHauYeHUto
M34aHWUA, COrnacoBaHMe BHOCHMMBbIX MWCMNPABAEHU C aBTOPOM;
AopaboTKa pyKonucu:

peaakTMpoBaHMe MOHorpadmin, COOPHUKOB Hay4YHbIX TPYAOB,| OAWH aBT. IUCT 2840,0
HAY4YHbIX OTYETOB, MPAKTUYECKUX NOCOBUit

pefaKkTMpOBaHNE METOAMYECKMX MaTepuasioB: MHCTPYKTUBHO-| OAMH aBT. IMCT 2500,0
METOAMYECKUX MUCEM, PEKOMEHAALMMI, KOHCYAbTaumii, 0630pos

AeatenbHocTn 6MbnmoTek

pefakTupoBaHue OOKYMEHTOB, pernameHTUpyoWmnx | oauH aBT. INCT 2400,0
AeATenbHOCTb BUBAMOTEK: YCTaBOB, MONOMKEHUNA, NHCTPYKLMIA

penaKkTMpOBaHWE CTaTUCTUYECKMX Tabnuu, yyeTHbix GOpMm,| OAWH aBT. IUCT 1980,0
o0bpasuos

pPenaKTMPOBaHWE  MaTepuanoB  KOHPepeHUWMn:  AOKMAaZoB,| OAWH aBT. IMCT 1050,0
coobLLeHN

PaclwumdpoBKka ayamosanuceirt (matepuanoB  KOHdepeHLui,

COBeLaHNi):

Habop TekcTa c ayanodaiina OAMH aBT. INCT 2400,0
penakTMpoBaHne HabpaHHOro TeKcTa OOMH aBT. INCT 1200,0
KOHTPOJIbHOE pefaKTMpoBaHue OAMH aBT. INCT 120,0
PepaktupoBaHue nonynspHoro 6ubaunorpaduyeckoro nocobus,

PeTPOCNEKTUBHbBIX HAy4YHO-BCMOMOTATENbHbIX yKasartenen,

0630p0B, cnpaBoK, pedepatos, aHHOTALMN:

penakTMpoBaHWe nonynspHbix 6ubamnorpadpuyeckux nocobuin:| oAWH aBT. IUCT 2640,0




TemaTuyecknx bubamorpadpuyecknx ykasartenen, cnpaBoyHMKOB

10 |pepmakTMpoBaHWEe pPeTPOCMEKTUBHbLIX HAy4YHO-BCMOMOraTesibHbIX| OAMH aBT. INCT 2100,0
yKasaTenemn
11 |pepakTMpoBaHWE aHaNMTUYECKUX 0630pOB, CMPaBOK, aHHOTAUMMI, | OAMH aBT. IUCT 1080,0
pedepaToB, CBOAHbIX pedepaTMBHbIX 0630pOB, 3Kcnpecc-
nHpopmauui
12 | pepakTMpoBaHue bubanorpadumyeckoi 3anucu OfiHa 3anucb 4,6
13 | KOHTPO/IbHOE peaaKTMpoBaHMe 0A4Ha 3anucb 6,2
MpumeyaHue: Nnpy pesakTMPOBAHUN CMELLAHHOIO TEKCTA K HOPME BpeMeHM NpUMEHSsieTca noBblwatowmii koadduumeHnT 1,1.
4.14. BcnomoraTte/ibHO-TeXHUYecKan paboTa
N HanmeHoBaHuWe npouecca, onepauunmn. Coctas paboTol EamHuua Hopma
n/n n3mepeHus BpPEMEHM,
MUH.
1 2 3 4
1 |o3HaKomneHne c maTepmanom OOMH AOKYMEHT 10,0
2 | pepaKTUpoOBaHUE MATEPUANoB OOMH AOKYMEHT 12,0

4.15. PaboTa no opraHusauum Tpyaa u ynpasieHuto

Tabnuua 84
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N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EomHuua Hopma
n/n n3mepeHus BPEMEHMN,
MMH.
1 2 3 4
MnaHMpoBaHue paboThbl
C6op, aHanM3 mcxogHon MHbOPMaLMKM; onpeaeseHne OCHOBHbIX OAMH NNaH
33424 roga, yTo4HEeHMEe CPOKOB BbINOJIHEHWUS 3a4aHWIN, HaNUCcaHue
OOBACHUTE/IbHOM  3aMWCKM; MNOAFOTOBKAa MNpPOEKTa naaHa K
obcyKaEHUIO Ha BCEX YPOBHAX, AopaboTKa nocse obcyXKaeHus;
npeacTaB/IEHUE NaHa Ha COTNAcoOBaHME U YTBEPKAEHUE:
1 |nnaHa 6ubnnoTeku 6240,0
2 |nnaHa oTaena, cekrtopa 2740,0
3 |MHAMBMAYANbHOTO NAAHa 370,0
ExkegHeBHbIV y4eT paboTbl B CTPYKTYPHbIX NOAPA34e/1eHUAX:
4 | cTaTUCTMYECKUIN y4yeT 3anucaBlumxcs (nepeperucTpupoBaBLlIMXCcA)| oAHa 3anuch 2,8
yuTatenemn
5 |cTaTUCTUYECKMI YYET KHUTOBbIAAY, NOCELLEeHWN OJAHa 3anucb 8,6
6 |yuer nHdopmaunoHHO-6Mbanorpadmyeckon paboTbl no| opHa3anucb 2,7
yCTaHOBNEHHOM popme
7 | yyeT BbINOAHEHHbIX CNPaBOK OZHa 3anucb 2,7
E)KeaHeBHbIN y4yeT aboHeHTOB, Nob3yowmxca MBA:
8 | cTaTUCTMYECKU yueT aboHeHTOB, Nosb3ytowmxcs MBA OZHa 3anucb 2,7




9 |CcTaTUCTMYECKUI  y4eT  MOJIYYEHHbIX  3aKa3oB, BblAaHHbIX| OA4Ha 3anucb 9,8
[OKYMEHTOB
10 |cTaTMCTMYECKUI Yy4eT 3aKa3oB, NepeHanpas/eHHbIX B Apyrue OJlHa 3anucb 2,7
6ubnnoTekn
11 |3anucb wutorM pabotbl B "[JHEBHWK paboTbl" nogpasgeneHusa| OAHa 3anuchb 3,2
61bnnoTekm
12 |MHAMBMAYaNIbHBIN yYeT: exeaHeBHOe 3aMnoJIHEHWE JINCTKA y4yeTa| oJHa 3anucb 2,7
Tpyao3aTpaT Uan AHEBHMKA paboTbl bubanoTeKkaps
CBOAHbIM CTAaTUCTUYECKUI yYeT No BubanoTeke
Yncno  uutatenem,  KHUroBblAay, MOCEWEHMA WU WHOM| OfAHa 3anuchb
nHbopmauum; noaBeaeHMe MTOroB CTAaTUCTUYECKMX LaHHbIX MO
bubnnoTeke:
13 | mecsy, 528,0
14 |kBapTan 792,0
15 (rop, 1080,0
CTaTUcTMyecKkuin yuet B pexkume AC:
16 |BBOA CTAaTUCTUYECKMX AAHHbIX C KOHTPOJIBHOMO /IUCTa OANH NnCT 0,16
17 | cBOAHbBIN CTAaTUCTUYECKUI yUYeT No bubanoTteke (UnMcno ymTaTenei, Ha mecsay, 120,0
KHMToBbIAa4Y, NOCELLEHUI U UHOW HDOPMaLUK)
MNoaBeaeHWe UTOroB CTaTUCTUYECKUX AaHHbIX No BubanoTteke: Ha mecsAy,
18 | mecsy, 0,27
19 |KkBapTan 0,27




20 |ropg 0,27
CocTtaBneHune oT4yeTOB:
21 |npuem NNAHOBO-OTYETHbIX  AOKYMEHTOB OT  CTPYKTYPHbIX | OAWUH AOKYMEHT 13,0
noapasgeneHnii ¢ NPOBEPKOM MOAHOTbI COCTaBa; COCTaBAEHME
CBOAHOM TabnLbl OCHOBHbIX NOKa3aTesne
CoctaBneHMe aHaAMTUYECKOTrO OT4YeTa: aHaivM3  [eATe/IbHOCTU OOMH oTyeT
nogpasgeneHnin n 6ubANMOTEKN, OTMETKA M3MEHeHMA 33 rog,
HanNucaHMe TeKCTa, MpeacTaB/eHUe Ha  COorjiacoBaHMe U
YyTBEPKAEHME:
22 |oTyeT 6MbANOTEKM 3a rof, 3980,0
23 | oT4yeT OTAeNa, CeKTopa 3a rog, 1320,0
24 | uHAMBKMAYANbHbIMA OTYET 3a rog, 586,0
CocTaBnieHMe GMHaAHCOBbLIX OTY4ETOB 06 oniaTe NO BUAAM MATHbIX OAVH OT4YeT
ycnyr:
25 |3a mecsy, 510,0
26 |3a KBapTan 840,0
CocTtaBnieHMe OT4YeTa A4/1A YMTaTeIen N HaceneHusa:
27 |onpeaeneHnMe CpoKa nNpoBeAeHMA OT4yeTa, MNOBECTKM AHS; oAHO 1580,0
onoBelleHMe O AHe OT4yeTa uuTaTesield, HaceseHus; BbINYCK| meponpuatue

CTEHra3seTbl, Od)OpMI'IEHI/Ie NpPOTOKOAaQ, 3ameyaHui n
I'Ipeﬂ,J'IO)KeHVIl‘/‘I l-Il/ITaTel]el‘;l, HaceneHwma, CoCTaB/ieHME nnJiaHa WUX
peannsaumnmn

MoArotoBKa NPOM3BOACTBEHHbIX COBELLLaHWN




OnpepeneHve nNOBECTKM [OHA, Kpyra Yy4aCTHWMKOB; MNOArOTOBKA OfHO
CNpaBKK, APYrMX MepPONPUATUIA, NPOEKTA PELUEHMUA; ONOBELLEHNE coBelaHune
YY4aCTHUKOB COBELLAHWUA; NOArOTOBKA NMOMELLEHNA:
28 |cosewwaHune paboTHMKOB BUBNMOTEKM 320,0
29 |coBewaHue paboTHMKOB oTAENa 264,0
30 |coBewaHne No UTOram MPUHATLIX PELIEHUN C LLeSIbIo OLUEHKU UX oAHO 27,0
pe3y/bTaToB, MPOM3BOACTBEHHbIE COBELLLAHNA NO UTOraM roga coBellaHne
31 |onepatmsBHoe coBelaHne (ans peweHuna TeKyLWMX o4Ho 22,0
NPOU3BOACTBEHHbIX 3a43a4) coBellaHune
OpraHusaumoHHan (onepaTtneHan) pabora:
32 |poKymeHTanbHoe odOopmMaeHUe pexuma paboTbl  oTaena| oAWH AOKYMEHT 268,0
(coctaBneHnue rpadumka paboTbl, OTNYCKOB U APYIUX LOKYMEHTOB)
33 |obecneyeHne KOHTPOJSIA 33 BbINOJIHEHMEM MPOU3BOLACTBEHHONO | OAHO 3ajaHue 4,4
334aHMA N KayecTBOM paboThbl
34 |obecneyeHne KOHTPONSA 33 WCMNONHEHMEM YNPABAEHYECKOrO | O4MH LOKYMEHT 8,8
pelleHns, NpMKasa, yKasaHWAa AMPEKTOpa, 3aM. AMPEKTOpa, 3aB.
oTAenoM
35 |3akno4veHune, NpogieHune gorosopa c drpmamu, NnpeanpuaTuamm, | OAWH SOroBop 840,0
OpraHu3aumMaAMM, YaCTHbIMM NPeanpUHMMATENAMMU
36 |cocTaBneHMe KaNbKyNALMKM LLEH HA NAaTHbIe yCayrm OOMH AOKYMEHT 3340,0
37 | BbINMCbIBAHME CYETa, KBUTAHLMUMN OOMH AOKYMEHT 13,4
38 |cBepKa onnatbl CHETOB OAMH AOKYMEHT 13,8

[denonponsBoAacTBO:




39 | npuem 1 perucTpaums BXogAwen KoppecnoHAEHL MM OAMH AOKYMEHT 5,6

40 |obecneyeHne KOHTPOAA 3a CBOEBPEMEHHbIM WCMNOJIHEHUEM | OAMH AOKYMEHT 5,6
LOKyMeHTa

41 |cuctemaTtMsauma M NOAWMBKA MUCMONHEHHbIX [OOKYMEHTOB B | OAMH OOKYMEHT 5,6
COOTBETCTBMM C HOMEHKNATYPOM Aen
PaboTa B pexume AC:

42 | perucrpaums BXoAsALWEeN KOppPecnoHAEeHUMM: BBOA B 6a3y AaHHbIX | OAHA KapTouKa 7,6
KOHTPONbHOM KapTOuKM (faTa MOCTYNNEHUA, MHAEKC AOKYMEHTa,
KOppecnoHAeHT, JaTa, WHAEKC NOoCTynuBLIero JAOKYMEHTa,
KpaTKOe coAeprKaHne, Ppe3ontouns, KOMy HanpaseH)

43 | obecneyeHne KOHTPOASA 33 UCMOSHEHWEM OOKYMEHTa: BblBOL Ha| OfHa 3anucb 4,6
9KpPaH KOHTPO/SIbHOM KapTO4kW, BBOA B Hee WHbopmauuun 06
WCMOJIHEHUU
MpumeyaHue: Bpemsa NpoOBeAEHUS OTYETA Nepes YNTaTeNAMM, HacesleHNEM, COBELLAHUIA B HOPMY BPEMEHW HE BXOAMT.
4.16. O6cny»KmMBaHWe yaaneHHbIX nosib3oBaTtenen

N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma

n/n n3mepeHus BpemeHwu,

MUH.

1 2 3 4
Pernctpauma nonb3osatenei B pexxnme OHNANH:

1 |npoBepkKa 3anucu nonb3osaTtensa B 6ubanoTeky oauvH 1,0
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nonb3oBaTe/ib

06paboTka U BBOA, PamMMIMKU, UMEHM, OTYECTBA NO/Ib3OBATENA U 0auVH 2,5
ajpeca ero sNeKTPOHHOMN NoYTbI 3N1EKTPOHHbIN
dopmynap

COCTaB/iIeHMEe MUCbMa C yKa3aHMEM JIOTMHA U CreHePUPOBAHHOIO OfHO 2,5
CMUCTEMOM NaponA, NPUKPEnIeHNE WMHCTPYKUUM NONAb30BaHMA W | 3J1EKTPOHHOEe
OTMNpaBKa ero no 3/1IeKTPOHHOM NOYTe NO/b30BaTEIO NMCbMO
O6cnyKnBaHMe NoJb30BaTe/IEN B PEKUME OHMANH:
KOHCY/IbTaLMA NO UCNO/b30BAHUIO MHTEPAKTUBHOM B, KHUT ofHa 5,0

KOHCyNbTaLmA
COMpPOBOXAEHNE BUPTYaNbHOM KHUroOBblgaun: ¢opmmnpoBaHme OAMH 3aKas3 7,0
3aKasa Ha BMPTYa/IbHOM KHUXKHOM NoskKe
BbIrpy3ka M3 AC HOBbIX MOCTYN/AEHUI 3a onpeaesneHHbl nepuos, oanH daiin 5,0
BPEMEHMU B BMAE YKasaTena HOBbIX nocTynieHui (YHN)
pasmelLleHMe HOBbIX MOCTYNJAEHW LOKYMEHTOB Ha calTe oAMH dalin 1,5
61MbnMOTEeKM: cOo34aHMEe 3ar0N0BKAa aHHOTAUWMKW MpPUKpenaeHue
daiina(os)
paccbiika MO 3NEKTPOHHOM MoYTe yAaNeHHbIM M0J/Ib30BaTENAM OfHO 1,5
MHGOPMaLMM O HOBbIX MOCTYNAEHUAX LOKYMEHTOB 3NeKTPOHHOE

NMCcbMO

MHPOPMALMOHHOE CONPOBOMAEHME CaliTa, NOPTANA U CTPaHUL, B OfHO 1,5
COUMANbHbIX  CEeTAX: co3fgaHue 3aroJioBKa aHHOTaUUM coobueHne

npuKkpenneHune ¢ainos

PaboTa c caiitom oTaena 6ubnmnotekmn

PaboTa c HoBOCTAMU oTaena:




10 |noarotoBKa maTepuana K nybamnKauum (npecc-penuns, noct-penms, | oaMH nNevaTHbIN 1050,0
CTaThbs) anct
11 | pa3meLLeHMe HOBOCTU Ha caitTe o4Ha HOBOCTb 10,0
12 | pasmeleHmMe HOBOCTU B COLMANbHbIX CETAX OZlHa HOBOCTb 10,0
13 |oTnpaBKa HOBOCTHOIO COOBOLWIEHUS ANA pasmelleHMA Ha cauTax oAHO 10,0
napTHepoB coobuieHne
14 |noabop MnntocTpaLmm K HOBOCTH OA4Ha 5,0
WNNIOCTPaLMA
Pabota c doToranepeei otaena:
15 | doTocbemka O/ZlHa CbeMKa 30,0
16 |nopbop doTtorpadui ofHa 3,0
¢doTorpadus
17 |o6paboTka poTorpaduii c nomolubto rpadpuyeckoro pesakropa ofHa 15,0
doTorpadus
18 | cospaHue poToranepeun of4Ha 15,0
¢doToranepesn
19 | pobaBneHme nognucei K potorpadpuam oAHa 2,0
doTorpadus
PaboTa o NOJIHOTEKCTOBbIMM maTepuanamu,
6ubanorpadmyeckMmmn cNMcKamu Ha caiTe:
20 |dopmaTMpoBaHMe maTepuanoB anAa nybauKauum (nepesos B| OAMH MaTepuan 20,0
apyrue dopmartbl, eneHme maTepurana Ha 4yactu)
21 |pobaBneHve onucaHus K MmaTepuany (aHHOTaumMA, KAHOYEBbIE | OAMH MaTepuan 10,0




cnosa) - 1000 3HaKoB

22 |3arpyska maTepuana Ha BHELWHWI CauT OOMH MmaTepuan 15,0
23 | obHOBNEHME cnucKa NybaAnKaumin coTpyaHUKOB oTAena of4Ha 2,0
6ubnnorpaduye
CKasA 3anumcb
PenaktuposaHue un ob6HoBNEHUE MHPOPMALMN Ha caltTe:
24 | pefaKTMpOBaHME MaTepuanos 0A4Ha 3anucb 2,0
CospaHne ¢Gopmbl  3NEKTPOHHbLIX OMPOCOB (3Kcnpecc-onpoc,
OHNalH aHKeTUpOBaHMe):
25 |co3paHue n pasmelleHe BONPOCOB Ha caliTe O4MH BONpOC 6,0
26 | co3gaHue CTpaHuLbl onpoca u aobaBneHWe Koaa ¢ canTta OflHa CTpaHULa 15,0
Co3aaHue HOBbIX pa3fenoB Ha canTe:
27 |co3paHue OOMH pasaen 15,0
PepakTMpoBaHue u 06HOBNEHNE MHDOPMALMOHHOTO KOHTEHTA Ha
cavite:
28 | pegakTUpoOBaHKWeE cTaTel, pa3MeLleHHbIX Ha calTe 0o4Ha HOBOCTb 10,0
29 [nouck wn  otbop MHbOpMAuMM  ONA  pPenaKTUPOBAHUS 20,0
cTaTucTuyeckom b/
30 | obHoBNeHMe 3anucei bl 0o/Ha 3anucb 5,0
31 | BHeceHWe HOBbIX 3anucen B b/] OZHa 3anucb 10,0

O6paboTKa AOKYMEHTOB AN 3arpy3KKM Ha CalT:




32 | pepakTUpoBaHUeE U GopmMaTUPOBaHNE TEKCTA AOKYMEHTA OAMH aBT. INCT 60,0

33 | KOHBepTUpPOBaHUE [AOKYMeEHTa M3 oAHoro ¢opmata B APYron | oAWH AOKYMEHT 10,0
dopmart

34 |3arpy3Ka Ha BHeLUHWe pecypcbl OOMH AOKYMEHT 15,0

35 | pa3melleHune Ha caiiTe oTaena OOMH AOKYMEHT 10,0
3anoNHeHWe CTPaHMULbl OTAENA B COLMAJIbHbIX CETAX:

36 |nouck u oTbop HOBOCTEM Ha BHELLHUX pecypcax o4Ha HOBOCTb 24,0

37 |cocTaBneHue aHHOTaUuM K HOBOCTAM oAHa HOBOCTb 15,0

38 | pa3melleHue NOCTa Ha CTpaHULe oTaena 0fHa HOBOCTb 5,0




4.17. OnpegeneHne KHMroobecneyeHHOCTM yyebHoro npouecca B 6ase gaHHbIX AC
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N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHuMua Hopma
n/n n3MepeHus BPEMEHMH,

MUH.
1 2 3 4
1 |nouck onpegeneHHoOW AUCUMNAMHBI y4ebHOro npouecca B moayne 0fiHa 1,0

"KHnroobecnevyeHHoCTb" ANCUMNAMHA

2 |nouck B 6ase pgaHHbix AC [OKYMEHTOB, NOAXO4AWMX ANA Of4Ha 10,0

BblbpaHHOM  AMCUMNAMHBI  (OCHOBHOW CMWUCOK), B peXume | AUCLUMNAMHA
NPOCTOrO U PaCLLUMPEHHOTO NMOWCKA

3 |NpoCcMOTP KaxKAoro AOKYMeHTa NO BCEM NapameTpam Aaa| OAMH AOKYMEHT 60,0
onpeaeneHna HeobxogMMOCTU BK/IOYEHMSA €ro B CNUCOK, oT6op
BbIOPAHHbIX OKYMEHTOB (f06aBNEHME K UMEIOLWMMCS NOJIAM eLle
oaHoro nons "aucuunamHa")

4 |npucoeauHeHne oTOBpaHHbIX AOKYMEHTOB (OCHOBHOW CMWUCOK) B ofHa 5,0
moayne "KHuroobecneyeHHOCTL" K onpeseneHHon agMcumnnanHe ANCUUNAMHA

5. Tunosble oTpacneBble HOPMbI TPYAA Ha PaboTbl, BbINOAHAEMbIE
B JLETCKUX, IOHOLIEeCKUX bubnnotekax, B bubamorekax HAN,
06pa3oBaTeibHbIX yUpeXKAeHUI (Ha OCHOBE aBTOMaTM3UPOBaAHHbIX
cucTem ynpasneHua npoleccamm)

5.1. KomnnektoBaHune ¢oHAOB
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N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EomHuua Hopma
n/n n3mepeHuns BPEMEHMU,
MWH.

1 2 3 4

1 |npuem u otbop 1A GOHA0B HOBbIX NOCTYNAEHUI, NOAYYEHHDBIX MO | OAUH AOKYMEHT 3,6
COMPOBOAMTE/IBHOMY  LOKYMEHTY - JIACTY TOCYAapCTBEHHOWM
perucTpauum

2 |TexHunyeckan 0b6paboTKa LOKYMEHTOB OOMH AOKYMEHT 4,5

3 |BBOA AOKYMeHTOB B 6a3y AaHHbIX (BA) OAVH OOKYMEHT 4,5
5.2. bubnnorpaduyeckoe onmcaHme n MHAEKCUPOBAHNE SOKYMEHTOB

N HanmeHoBaHuWe npouecca, onepauunun. Coctas paboTol EamHuua Hopma

n/n n3mepeHus BpPEMEHM,
MWH.

1 2 3 4

1 |dopmupoBaHme Bubanorpadmyeckor 3anncu Ha LOKYMEHTbl Ha| OAHa 3anucb 18,0
PYCCKOM A3bIKe (onucaTeNibHasA KaTasorusaums)

2 | popmupoBaHue 6mubamorpadmyeckolr 3anmMcM Ha AOKYMEHTbl Ha| OZHa 3anucb 27,0
WHOCTPAHHbIX  EBPOMENCKMX A3bIKAX W  A3bIKAX HapoaoB
Poccuiickoit  depepaumu, Kpome pycckoro (onwucartesibHas
KaTanormsaumsa)

3 |uHAeKcnpoBaHMe AOKYMEHTOB (coaepyKaTenbHan KaTanormsaumsa) O/ZHa 3anucb 18,0
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5.3. PaboTa c KaTanorammu

N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EomHuua Hopma
n/n n3mepeHusa BPEMEHM,
MUH.

1 2 3 4
MoarotoBuTenbHan paboTa:

1 |pa3bop KapTouyek A5 paccTaHOBKMU B a/idaBUTHbIE KaTanoru OZHA KapTo4Ka 0,5
PenaktMpoBaHue reHepanbHOro andaBMTHOrO KaTasiora: OflHa KapTo4Ka

2 | Katanor - ctapbiii pag, (oo 2000 roga) 1,0

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

4 | KaTanor - MHOCTPaHHble eBpoOMNencKue S3blKM U A3bIKM HAPOA0B 1,0
Poccuun, Kpome pycckoro

5 |pa3bop KapToyek A/1a pacCTaHOBKM B CUCTEMATUYECKME KaTanoru OflHa KapTo4Ka 0,3

6 |pepakTmpoBaHue [eHepasbHOrO CUCTEMATMYECKOro KaTtasora| OAHa KapTo4Ka 0,5
(FCK)

7 |penakTMpoBaHWe OpurMHan-maketa b3  Ha  ofHOYacTHble | O4HA KApTO4Ka 0,3
LOKYMEHTbI

8 |pepaKtupoBaHMe opurnHan-maketa b3 Ha  MHOroyacTHble | O4Ha KapTO4Ka 0,45
LOKYMEHTbI

9 |pefaKTupoBaHMe 3anucelt Ha eauHuubl XpaHeHus B MO no| opHa 3anucb 5,4

n3selweHnAmMm o BHeCeHUn N3MEHEeHUN B KaTanorun, noay4yeHHbimu
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13 TexHonornyeckoro otgena (TO)

PenaktupoBsaHue 6ubnmorpadpunyecknx 3anucei (B3)
(KoHTpOIbHbIE NONA PpopmaTa U TeKcTa b3):

0JHa 3anncb

10 | peaakTMpoBaHME KOHTPOAbHbIX Nosie dopmaTa 5,4
11 | pepakTupoBaHue Tekcra b3 5,4
12 |pepaktupoBaHne 6ubanorpadpuyeckux 3sanucert (63) B8 MO| opAHa 3anuchb 5,4
(eBepeHue nHaekcos BEK B B3)
13 | popmupoBaHme b3 B MO c Ucnonb3oBaHMEM CBOAHOMO KaTajiora| OJHa 3anucb 12,0
Poccuinckoin epepaumm
14 | pepaktnposaHue b3 Ha MHOro4acTHble AOKYMeHTbI B 10 OfHa 3anucb 12,0
5.4. PaboTa ¢ poHaom
N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EomHuua Hopma
n/n n3amepeHus BPEMEHM,
MUH.
1 2 3 4
MoarotoBuTenbHan paboTa:
1 |noarotoBKa pabouymx MecCT, opraHu3auma paboyero mecTa:| O[HO pabouee 5,0

nogKknwyeHne  KomnotoTepa, Bxo4 B  OPAC, nposepKa
3N1eKTPOHHOM MOYTbI, PacCbl/IKa OTBETOB Ha 3anpocbl; NOArOTOBKA
3ana K pabote: opraHmsauma pabouymx MecT ymMTaTenen, BaaxkHas
06paboTka MOHUTOPA KOMMbIOTEPA, CTaHLMN CaMOOBCNYKNBAHUS,

mMecTo
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MOHMTOPA 3/1EKTPOHHOIO KaTa/ora, pacCTaHOBKa (pasmelyeHue
KHUXKHOTO MaccuBa, CAAHHOro nocsie npeablgywero paboyero
AHA, Ha TNOJKax OTKPbITOrO AJ0CTyna), O3HaKOMNEeHue C
nepuoamKomn 1 c HoBOCTAMM B ceT "UHTepHeT"

2 |nonyyeHne [AOKYMEHTOB C BbICTaBKM HOBbIX MOCTyn/ieHUA (npu OZHa napTumA 16,0
y4yactum 4-x Yenosek) (100
OOKYMEHTOB)
3 |npvem HOBbIX noctynneHui B [lporpamme nepefayn; cBepka| OZAHa NapTuA 12,0
Ha/INYMA KHUT B MAPTMW C CONPOBOANTENBHBIM JLOKYMEHTOM (100
OOKYMEHTOB)
O6paboTKa HOBbIX NOCTYNAEHUI
4 |MNepBuYHbIN pasbop HOBbIX NOCTYN/JEHWW; NPOCTaBAeHWEe| OAHA NapTuA 26,0
WTEeMNEeNA Ha TUTYAbHOM M 17 CTpaHMUAX KHWUIW; aKTMBAUMA U (100
pefakTMpoBaHMeE B 3/IEKTPOHHOM KaTaslore; ne4yaTb MHBEHTAPHOMO | [LOKYMEHTOB)
N 1 npuKnenBaHMe paguoMeTKn (e AMHNYHbIE 3K3eMNAspPbI)
5 |Pa3bop AOKYMEHTOB A/1A ONpeaesieHMA PAacCTaHOBOYHbIX WKPPOB | OANH AOKYMEHT 1,0
6 |MpepBapuTenbHaa cucTtemaTusauma [OKYMEHTOB TpPynnoBOM | OAWMH OOKYMEHT 1,0
06paboTKKN ANA onpeaeneHns NoNOYHOIo MHAEKCA
LLndpoBKa fOKYMEHTOB: OAWH OOKYMEHT
7 |c asyma wudpamm (1 - "BupTyanbHbIin") 1,0
8 |6e3 wudpa 1,8
9 | pocbinbl 3,6
10 |BBOA WKdpa 0,5

LLndpoBKa AOKYMEHTOB rpynnoBoit 06paboTku:

OAMH AOKYMEHT




11 |npepBapuTenbHaa cuctemaTmsauuma (BBOA, WHAEKcCa OTpacau 1,0
3HaHuMA no Tabanuam BBK B IK)
12 | petanbHas cuctemaTmnsauma (BBoa Noao4Horo uHaekca 66K B 3K) 1,0
13 | 06paboTKa AOKYMEHTOB HAa MHOCTPAHHbIX EBPOMNENCKMX A3bIKAX OZVH OOKYMEHT 3,6
14 |0bpaboTka A[OKYMEHTOB HA HaLMOHaNbHbIX fA3blkax HAPOAOB| OAUH AOKYMEHT 4,5
cybbeKkToB Poccuiickoin Pepepaunm
15 |npuem n ob6paboTka gokymeHToB XVIII - XIX BB. OOMH AOKYMEHT 8,0
16 |npvem n 0bpaboTKa oTeYeCTBEHHbIX NEPUOANYECKUX U3LAHUN U3 | OANH AOKYMEHT 1,8
31NN
17 |npvem n 06paboTka MHOCTPAHHbLIX NEPUOAMYECKMX U3AAHUIA U3 | OAUH AOKYMEHT 1,8
31NN
18 | nepewmndpoBKa AOKYMEHTOB OAVH AOKYMEHT 27,0
19 |BBOA 6ap-Koaa AoKkymeHTa B IK OAMH OOKYMEHT 2,6
20 | nepepadva 4OKYMEHTOB Ha Apyca Ob B AncnetTyepckoi nporpamme o4Ha napTuA 26,0
(100
OOKYMEHTOB)
O6cnyxuBaHue ynutatenel n aboHeHTos B OB:
21 |BbiNoNHeHWe TpeboBaHMIA, MNOCTYNMBLLUMX MO  3JEKTPOHHOMY OfHO 1,0
3aKasy TpeboBaHue
22 | B3aMMOPACYET CO CTPYKTYPHbIMU NogpasaeneHmamm bnbanorekm OfiHa napTuA 14,0
(100
OOKYMEHTOB)
23 |paboTa c 3a40/KEHHOCTbIO: COCTaBseHMe Mo 6ase YMTaNbHOrO | O4MH LOKYMEHT 1,8




3a/1a CNUCKa 3aJ0/IXKHMKOB; COCTaBleHWe no 6ase LeHTpasbHOM
Kadeapbl CnucKa 3a40/IKHWKOB; BblaesfeHne u3 obuiero cnvcka
33[0/PKHUKOB ~ BUBNMOTEKM  3a[0/IKHUKOB;  €XKegHEeBHbIN
KOHTPO/Ib [AO/KHWMKOB C HAnoMMHaHMEM O HeobXxoAMMOCTH
BO3BpaTa  334EPMKaHHbIX  KHWUM;,  aHann3  3hPEeKTUBHOCTU
npoAenaHHoi paboTbl

ObecneyeHune coxpaHHOCTU GOHAOB:

24 |noArotoBKa  AOKYMEHTOB  Ha  MUKPOPUAbMUPOBaAHME M| OAWH OOKYMEHT 5,4
CKaHWpoBaHue
25 |nepegaya LOKYMEHTOB Ha MUKpOodUIbMUPOBaHME n| oaHa naptua (20 16,0
CKaHMpOBaHue OOKYMEHTOB)
Cepka $oHAa € 3/1eKTPOHHbIM KaTanorom (3K): OAVH AOKYMEHT
26 |oaHOYaCTHbIE AOKYMEHTbI 1,8
27 | MHOTOYaCTHble JOKYMEHTbI 3,6
28 |npoBepKa A0CTyna K 3N1eKTPOHHOMY pecypcy OAMH OOKYMEHT 5,4
5.5. CnpaBoyHo-bubnnorpadumyeckoe obcnyxmsaHmne
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BpemeHwu,
MUH.
1 2 3 4

BbinonHeHMe ycTHbIX b1ubanorpadmyeckmx cnpaBok:
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1 |noarotoBka paboumnx mect eXkeHeBHO 13,0

2 |exenHeBHbIN CTaTUCTUYECKUIA yyer CrnpaBoOYHO- eXkeflJHeBHO 13,5
bubnnorpaduyeckoro obcnyKmMBaHMA YMTaTenen

3 |u3yyeHWe OTPULUATENbHBbIX OTBETOB Ha 6ubanorpadpuyeckue exegHeBHO 13,5
3anpocsbl C LEeNbio BblfBaeHMA Bpaka

4 |npuem 3anpoca Ha BbiNosiHeEHWE Bubanorpaduyeckon cnpasKku O/AVH 3anpoc 10,0

5 |odopmneHne KOHTPOIBHOTO IMCTKA NOAb30BaTeNsA OAMH 1,0

nosb3oBaTenb

6 |TemaTtmyeckasn ycTHaa bubnmnorpaduyeckan cnpasKa OfHa crpaBkKa 17,0

7 |aApecHan ycTHaA crpasBKa OfHa crpaska 8,0

8 |yTouHsatlowana ycTHaa bubnnorpaduyeckan cnpaska ofHa cnpasKa 18,0

9 | dakTorpaduueckasn yctHaa bubamnorpaduueckan cnpaska OfiHa crnpaBKa 15,0

10 | opmeHTMpytowWan KOHCYNbTaumA of4Ha 6,0

KOHCyNbTaLmA

11 |6ubnuorpaduyeckan/pakrorpadudeckan cnpaska no renedoHy OfiHa crnpaBKa 12,0
BbinonHeHMe NUCbMeHHbIX Bubanorpaduyeckmx cnpaBok:

12 |npvem 1 perucTpaumna NMCbMEHHOro 3anpoca B OPraHU3aLMOHHOM | OAWH 3anpoc 3
rpynne

13 | aucnetyepmsauma NMCbMeHHbIX 3anpocos B rpynne C60 eXkegHeBHO 60

14 |pernctpaumsa 3anpoca B XKypHaje y4yeTa MUCbMEHHbIX CMPaBOK| OAHa 3anucb 3

rpynnbl CBO

NMncbmeHHaa TemaTUYecKan crnpaskKa:




15 |TemaTnyeckaa cnpaBka 1-of cTeneHW cnoXKHoctu: Ao 25| opgHa cnpaBka 1200,0
Ha3BaHWM, C NpocMoTPOM BUbANOrpadUUeCcKUX UCTOYHMKOB

16 |TemaTuyeckasa cnpaBKa 2-Oi CTEMEeHW CJ/IOKHOCTU: cBbllle 25| opaHa cnpaBKa 2900,0
Ha3BaHWI, C NpPoCMOTPOM 6uMbAMOrpadpmyecknx M TEKCTOBbIX
WUCTOYHUKOB

17 | nucbmeHHan yTouHstowan bubanorpaduyeckan cnpaska ofHa cnpasKa 360,0

18 | nucbmeHHasa agpecHasa cnpaska OofHa crnpasKa 120,0

19 | nucomeHHana pakTorpadumnyeckan cnpasBka ofHa cnpasKa 360,0

20 |NMCbMEHHbIEe  KOHCYNbTauMW: TemaTU4yecKaa  KOHCyAbTaums, Oof4Ha 480,0
KOHCYNbTauMA-KAULE KOHCybTauuA
PenaKTMpoBaHMe BbINOJHEHHbIX MUCbMEHHbIX CMPABOK:

21 |aapecHana NUCbMEHHas CnpaBKa OfHa crpaska 9,0
TemaTmnyecKkasa NMCbMeHHas CnpaBKa: OfiHa crnpaBKa

22 | 1-# cTeneHu cNoXKHOCTH 18,0

23 | 2-1A cTENEHU CNOXKHOCTH 48,0

24 | yTOYHAIOLLAA NMCbMEHHAA CNpaBKa OfiHa cnpaBKa 8,0

25 | dakTorpadmyeckas nMcbMeHHas crpaBKa OfHa crpasKa 8,0

26 | perncrpaums BbiNONHEHHOW NMUCbMEHHOM cnpasBku B rpynne CBO B| oaHa 3anucb 3,0
KYPHane yyeta NMCbMEHHbIX 3anpocoB

27 | perucrtpauma BbINOJIHEHHO NMUCbMEHHOM CnpaBKu B| OAHa 3anucb 2,0
opraHusaunoHHol rpynne C60

28 | opopmneHue n nepeaada/oTnpaBneHne oTBETa 3aKa3umnKy OA4MH 3anpoc 12,0




BupTyanbHas cnpaBo4yHas ciyxba:

29 | BUpTyaNbHaa TemaTUyecKasa cnpaska ofHa crnpasKa 18,0
30 |BUpTyanbHaA agpecHaa cnpasKa OZHa cnpaBKa 7,0
31 | BMpTyaNbHaA yTOYHAKOLWAA CNPaBKa ofHa cnpasKa 18,0
32 | BUPTYyanbHaA OPUEHTUPYIOLLAA CNpaBKa OAHa cnpaBKa 6,0
33 | opopmsieHMe OTBETA HA 3anNpocC YnTaTena 04HO NUCbMO 6,0
34 |nononHeHue apx1Ba BbINOAHEHHbIX CNPaBoK ("ba3a 3HaHui") OfHa crpaBkKa 11,0
35 |ckaHupoBaHMe pAokymeHToB M3 ¢oHaoB CBO no 3akasam| ogHa cTpaHuua 3,0

nonb3oBaTenem

KoHcynbTauuu: ofHa

KOHCybTauuA

36 | meTogmMyeckKas 10,0
37 | TemaTtnyeckas 10,0
38 |noKanbHaa KoopAWMHAUMA W AUCNeTYepu3aumnsa  BbINOJHEHUA | OAHO MUCbMO 12,0

BMPTYasbHbIX CNPABOK

Bubnunorpadpuyeckoe obyyeHume nosbsosartenem

KoHcynbTauuum: 0ofHa

KOHCyNbTaLmA

39 | meTogmMyecKas 10,0
40 | TemaTnyeckas 15,0
41 |nogrotoBKka 6ubauorpadmyeckoro ob63opa nNo  MeToauMKe | OAMH 0630p 2400,0




dopmupoBaHus  bubnuorpaduyeckon  3anmcu, paboTbl €
KaTasoramm, 6ubnmorpapuyeckumm MCTOYHMKaMM
bOpPMUPOBAHUA CIUCKA IMTEPaTypPbl K Hay4YHol paboTe

42 |noarotoBKa W nposeaeHne 6ubanorpadumyeckoro obsopa no oAuH 0630p 480,0
meToauke bubamnorpapuyeckoro onmcaHms

43 |npoBeAeHMEe  3KCKypCun no ¢oHaam M CNPaBOYHO-| OA4HA SKCKYpCHA 480,0
6ubnnorpadumueckomy annapaty (CBA) LLBC
BeaeHwue cnpaBoYyHO-6MbAMorpadpuyeckoro annapara:

44 |BeaeHMeE apxunBa BbIMOJIHEHHbIX CNPABOK B 3/IEKTPOHHOM peXMme | OoAHa cnpaBka 8,0

45 |BBOA KapToTeK B b/l O4Ha KapTo4Ka 6,0
BbicTaBo4YHas pabora: O/fHa BbICTABKa

46 | paspaboTka nnaHa opraHusauum 7 9KCNOHMPOBAHUA 2160,0
TEMaTMUUYECKOM BbICTaBKU

47 |noArotoBKa COMPOBOAMUTENIbHOM [OOKYMEHTAUMM K BbICTABKe, 360,0
3TUKeTaXKa

48 | MOHTaXK BbICTaBKU 480,0

49 | neMOHTaX BbICTABKMU 240,0




I'Ipmmeanme: npu pa60Te C JOKYMEHTaMMN Ha MHOCTPAHHDbIX eBpOﬂeﬁCKMX A3bIKax n

BPEMEHW NMPUMEHAETCA NOBbIWAOWMN KoadduumeHT 1,15,

5.6. HOTHblE U3aaHuA 1 3BYKO3anucm

A3blKax HapoaoB Poccuiickoit ®eaepaunn, KPOMe PYCCKOro, K HOpmam
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N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BPEMEHMHU,
MUH.
1 2 3 4
dopmupoBaHme 6Mbamorpadpuyeckoi 3anmncu:
1 |Ha rpamnnacTMHKM Ha  PYCCKOM  fA3blke (onucatenbHas O4VH AUCK 140,0
KaTanornsaums)
2 |Ha rpamnnacTMHKM Ha WHOCTPAHHbIX €BPOMEMCKMX A3bIKaX W OOMH AUCK 180,0
A3blkax HapozoB Poccuiickon Pepepaumn, Kpome pPyccKoro
(onucaTtenbHan KaTanorvsaumsa)
3 |Ha ayaMo KOMMAKT-OMCKE HA PYCCKOM A3blke (onucaTesnbHas OAMH AMUCK 160,0
KaTanormsaumsa)
4 | Ha ayaMo KOMNAKT-AMCKe HAa MHOCTPAHHbIX EBPONENCKMX A3bIKax U O4WNH AUCK 220,0
A3blKax HapoaoBs Poccuiickol Pepepaunn, Kpome pyccKoro sA3blka
(onncaTtenbHas KaTtanormnsauma)
5 | Ha My3blkanbHOM KOMNAKT-AMCKe (onucaTesibHasa KaTtanornsaums) OAMH AMUCK 480,0
6 |Ha HOTHble W34aHWS HA pPYCCKOM A3blKe (onucaTesibHas | OAWH OOKYMEHT 132,0
KaTanornsaums)




7 |Ha HOTHble M34aHWA Ha MHOCTPAHHbLIX E€BPOMENCKUX A3blKaxX U | OAWH OOKYMEHT 140,0
A3blKax HapogoB Poccuitickon ®depepaumn, KpOMe PyCcCKOro
(onucatenbHana kKaTanornsauus)
CnpaBoyHo-6ubanorpadpuyeckoe obCAYKMBAHME B YMTaNbHOM
3ane
BbinosHeHMe ycTHOM Bubanorpaduyeckort cnpaBKu:
8 |npuem 3anpoca Ha BbinosiHeEHWE Bubanorpadpuyeckon cnpasku O/AVH 3anpoc 6,0
9 |TemaTmueckas ycTHaa bubnmnorpaduyeckan cnpaska ofHa cnpasKa 20,0
10 |ycTHas agpecHasa bubnamorpaduyeckasa cnpaBka OfHa crpaBkKa 12,0
11 |yTouHsAowana yctHaa bubamorpaduyeckas cnpaska OfiHa crnpaBKa 22,0
12 | dakTorpadmyeckas ycTHasa bubamorpadumyeckas cnpaBka ofHa cnpasKa 18,0
KoHcynbTaumm: Of4Ha
KOHCybTauuA
13 |6ubnunorpadumyeckune 10,0
14 | opueHTUpytlowme 3,0
15 | BcnomoratenbHO-TeEXHUYECcKne 6,0
BbinonHeHMe NUcbMeHHbIX bubanorpaduyeckmx cnpaBok:
16 |npuem M peructpaumsa 3anpoca B KHUre yyeTa MUCbMEHHbIX | OfHa crpaBKa 15,0
bubnmorpaduyecknx cnpaBok
17 |wn3yyeHue 3anpoca, YCTAaHOBJIEHWE WAM YTOYHEHWE 3/IeMEeHTOB| OfHa crnpaBKa 900,0

6ubnnorpaduyeckoi 3anmcu

BeaeHue cnpaBoYyHO-6MbAMorpadpuyeckoro annapara:




18 | opopmneHme KapTouKkKM ANA KapTOTeK O4Ha KapToyKa 16,0
19 |co3spaHue 6ubnmorpadpumyeckoit 3anmcu (b3) Ha cTaTbu MO My3blKe | OJfHa 3aMuCb 8,0
13 LOKYMEHTOB, He COOTBETCTBYHOLWMX Npoduaio M3
20 |BepeHMe KapToTeK O4Ha KapToyKa 1,0
5.7. Paborta c anTepatypoin no bubamotekoseageHuto, bubanorpadoBeaeHNIO U KHUTOBEAEHUIO
N HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EonHunua Hopma
n/n n3mepeHus BpPEMEHM,
MUH.
1 2 3 4
O6paboTKa HOBbIX MOCTYMAEHW B MporpammHom obecneyeHun
(no):
1 |npuem HOBbIX MOCTYNAEHUN OTEYECTBEHHbIX [AOKYMEHTOB B| OAMH AOKYMEHT 0,5
AMCneTyepckon NporpaMmme nepegaym
2 |npvem HOBbIX MNOCTYN/JEHUI Ha WHOCTPAHHbIX €BPONENCKUX | OO4MH OOKYMEHT 1,0
A3bIKaX M A3blKax HapoaoB Poccuiickot Pepepauunm, Kpome
pyccKkoro
3 |odbopmneHne KapTOYKM Ha [AOKYMEHT Ha PYCCKOM A3blKke AAA| OAHa KapTouKa 8,0
KaTanoroB W  06NACTHbIX KapTOTEK C  MCNOJ/b30BaHMEM
bubnunorpaduyeckoin sanmcm
4 |odopmneHMe KAPTOYKM Ha  JOKYMEHT HA  MHOCTPAHHbIX | OAHA KapTouKa 10,0

€BPONenCcKUX A3bIKax U A3blkax Hapoaos Poccuiickon Peaepaumn,
KPOME pPYCCKOro, ANs KaTa/loroB WM 06/MacTHbIX KapTOTeK C
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ncnonb3oBaHuem bubamnorpaduyeckoit sanmcu

5 |aHanuTnyeckoe onucaHue gokymeHTtos B 10 O/iHa cTaTbA 12,0
ObcnykmBaHMe  MoNb30BaTesNel; BUPTyanbHas  ClpaBoOYHas
cnyxba:
6 |npvem bubnmorpacdumyeckoro 3anpoca YmTaTens OZMH 3anpoc 3,0
7 |BMpTyanbHaA TemaTMyecKkana cnpaBKa Of4Ha cnpaBKa 54,0
8 |BMpTyanbHaa agpecHaa cnpaBKa ofHa cnpasKa 18,0
9 | BUpPTYyanbHaA yTOUYHAKOLLAA CpaBKa OA4Ha cnpaBKa 26,0
10 |BupTyanbHana pakTorpaduyeckan cnpaBka ofHa cnpasKa 20,0
11 |odopmneHme oTBeTa Ha 3anpocC YnTaTens 04HO NUCbMO 10,0
12 | nononHeHne apxmnBa BbINOJHEHHbIX cnpaBok ("basa 3HaHnin") O/1Ha cnpaBKa 10,0
13 | ekeaHeEBHbIM CTaTUCTUYECKUI yyer CNpPaBOYHO- exeHeBHO 12,0
6ubnnorpadumyeckoro obcnyKmMBaHUA YnTaTenein
5.8. 06paboTKka ONTUYECKUX KOMNaKT-anckos (O3P)
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n n3amepeHus BPEMEHM,
MUH.
1 2 3 4
1 |nonyyeHMe W p[OCTaBKAa ONTUYECKMX KOMMAKT-AMCKOB M3| OfHa naptuA 30,0
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aucnetyepckon OLK3 OOKYMEHTOB
(100 anckos)
2 | npuem HOBbIX NOCTYN/IEHUA ONTUYECKMX KOMMNAKT-ANCKOB OoAHa napTuA 60,0
OOKYMEHTOB
(100 auckos)
3 | cymMapHbIii y4eT KOMNAKT-AMCKOB (MO yCTaHOBNEHHOM dopme) O0AHa napTua 7,0
OOKYMEHTOB
4 | MHOMBUAYaANbHbIMA yYeT KOMMAKT-ANCKOB of4Ha 3anucb 1,0
5 |TexHnuyeckana o6paboTka ONTUYECKMX KOMMAKT-AUCKOB OAMH AOKYMEHT 2,0
6 |WwndpoBKa 4OKYMEHTOB B Mogy/ie aksemnasapbl MO OAUH OOKYMEHT 1,0
5.9. PaboTa c unutatensimm
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHnua Hopma
n/n n3mepeHus BPEMEHMN,
MUH.
1 2 3 4
3anucb nonb3oBaTens B bubanoTeky, paboTa c untatenem:
1 |noarotoBKa paboumx mecT nonb3oBaTesieit M 0bCayXKUBatOLWErO oauH MK 2,0
nepcoHana: MpPOBEPKA TEXHUYECKOTO COCTOAHMA  CEeTeBOro
obecneyeHns U NapKa BbIMUCAUTENbHON TEXHWUKM, BKAOYEHUe K
2 | npuHATUE mep MNo ANKBUAaUnmM cboes B pabote MK, paboTte ceTw, OAMH cobomn 10,0

oTCcyTCTBMA  gocTyna K 6ase  gaHHbIX  Monb3oBatenei,
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MHPOPMMUPOBAHME COOTBETCTBYIOWMX CNYKO O cHoAX, NpoBepKa
HeuncnpasHoro obopyaoBaHuA, puKcaumsa cboes B TETpaaM yyeTa C
YKa3aHWeM XapaKTepa HeWCnpaBHOCTU M BPeMeHM Hauyana cbos,
noc/ae ycTpaHeHUa HenoiaLKkn OTMETKa BpeMeHU ee YCTpaHeHus

MNPOCMOTP [OOKYMEHTOB uuTaTensa (nacnopT, yaocTosepeHue,
MOPY4YUTE/NIbCTBO), MPOBEPKA HaNINUYMA YYETHO-PErnCTPaLMOHHOM
KapTOYKM yntartens

OAMH ynTaTesb

3,0

3anosiHeHne ¢opmynsapa yuTaTensa, Y4eTHO-PerncTpaLnmoHHOM
KapTOUKM, YntaTenbcKoro buneta

OANH KOMNNEKT

5,0

O3HAaKOMNEHWe  yuTaTena € MNpaBuaamMuM  MOJ/Ib30BaHUA
6ubnunotekoi, pacnonoxeHmem ¢oHAa, CNPaBOYHLIM annapaTom

OAMH ynTaTe b

6,0

noabop M paccTaHoBKAa MO Homepam 6unetos, anpasuty
bamnnunii untaTenei y4eTHO-perncTPaLLlMOHHbIX KapTodeK

OHa KapTO4Ka

2,0

OCYLLECTB/IEHNE KOHTPO/A 33 BO3SMOMHbIM HalU4YMEM [aHHbIX O
yuTaTesie Kak HapywwuTene (nuweH nNpasa NnoJib30BaHUsA); BeaeHue
(v perynspHbIi NPOCMOTP) KapTOTEKU YMTaTENEeN-HApyLIUTENEN

OAMH ynTaTesNb

0,5

MepeperucrTpaums YntTaTene:

nouck d¢opmynsapa (perucTpauMoHHOW KapTOYKM) uuTaTens,
BHECEHWE W3MEHEHWA B HUX W B UMTATENbCKUX buaeTax
(yTouHeHWe aHKeTHbIX AaHHbIX, HOBOTO YMTATE/IbCKOrO HOMEpa,
AaTbl NepeperucTpaumm) ¢ BegeHNeM KapTOTEKM HayyHbIX TemM U
TEKYLWMX U3SMEHEHUIA (NoNyYeHne 3BaHUi, NybanKaumii, 4apos)

O4Ha KapTO4Ka

2,0

3anucb (nepeperucrpauus) untateneit B aBTOMaTM3MPOBAHHOM
pexume:

cbemKa ¢OTOKamepon Ans unmtaTeNbckoro 6buneta m BCTaBKa
doTorpadun B untaTenbckmuin bunet

oAuH
nocetuTenb

2,0




10 | opopmneHme Koga YmMTaTens ¢ KOHTPObHbIM PA3PAAOM U CPOKOM oAauH 0,4
No/Ib30BaHMUA uYUTAaTENbCKUM OWIETOM, Ha OCHOBE BblAaHHOM noceTuTenb
nHpopmauum

11 |Bblgaya Ha NPUHTEpP CBEAEHMIN O 3anMcaBLUEMCA YuTaTesie B BUAE oAuH 0,4
yuTaTeIbCKOro buneTa noceTuTenb

12 |Habop Ha KnaBuaType cBeAEHUW O uuTaTene: Gpamununsa, ums, O4MH 2,0
OTYECTBO, XapaKTepusylowue ero npusHakn (obpasoBaHue, noceTuTenb
CneunanbHOCTb), KoA, HOMEpP YNTaTeNbCKOro buneTta; GoTochbemKa

13 |ocyuwiecTBaieHNE KOHTPOAA 33 BO3MOXHbIM HanMymem OaHHbIX O o4aWH 2,0
yuTatene, 3anucasliemca B 6UbAMOTEKY (paHee 3anucaH, AuLIeH noceTuTenb
npaBa NoAb30BaHMA)

14 |odopmneHne uymuTaTeNbCKOro 6UNEeTa C HOMEPOM U CPOKOM oAuH bunet 1,0
No/b30BaHMA 4YMTAaTENbCKMM OMIETOM, Ha OCHOBE BblAaHHOM
nHpopmauum

15 |Bblga4ya Ha nNPUHTEP CBEAEHWN O 3anucaBlIeMCA uYuTaTene; o4MH 15,0
npoBefeHNEe PaALMOYACTOTHOM WAEHTUDMKALMM YMTATENIbCKOrO noceTuTenb
bunera; nposegeHne OEHENKHOro B3aumopacyeTa c
nosb3oBaTesieM Yyepes Kaccy; yaaneHHaa 3anucb: CBepKa AaHHbIX
PerucTpauuoHHOM KapToykM, KOMMKM C nacnopTta, opopmeHue
porosopa-odepTbl Ha NpenocTaBAeHMe AO0CTyNa K 3/1EKTPOHHbIM
pecypcam 6ubaMoTeKkM, Habop Ha KaaBuaType AaHHbIX, AAA
3anoJ/IHEHNA A0roBOpa, BbiBOA, AOrOBOPA Ha MPUHTEpP, NOAMUCHL
7ML, 3aKN0YaBLLEro A40rosop

16 |odopmneHne  BXxoZa-BbIXOoga  uMTaTens M3  bubanoTteku o4auH 2,0
(nocTosiHHbIA  uMTaTeNbCKUI  BUNET CcKaHuMpyeTcs, BblgaeTca nocetuTenb

KOHTPObHbIM JINCTOK)

BbinonHeHne TpeboBaHM No/sib30BaTeNel, BblAada AOKYMEHTOB
13 OCHOBHOIO KHUroXpaHeHua/cneumanmsmpoBaHHoro ¢poHaa:




17 |nonyyeHune TpeboBaHMA Ha AOKYMEHT M3 OCHOBHOIO XPaHEeHMUs, 0A4HO 1,0
npoBepKa NPaBUAbHOCTM 3aMno/iHeHUs TpeboBaHMA, perucTpaums TpeboBaHue
18 |nonyyeHne TpeboBaHWA Ha AOKYMEHT, NMPOBEPKa NPaBUAbHOCTU oaHo 1,0
3anosiHeHnA TpeboBaHuA, pernctpaumns, gopabotka TpebosaHus,| TpebosBaHue
noabop no wudpam B cNeLnann3vpoBaHHoOM poHae
19 |ycTaHOBKA MeCTa HaXOXAEHWA HEeHaWOEeHHOro AOKYMeHTa Mo | OA4MH AOKYMEHT 5,0
6a3am 1 6aHKaM AaHHbIX, CMPABOYHbIM KaPTOTEKAM, KaTaoram
20 |Bblgava OOKYMEHTa u3 oTtaena| oguMH AOKYMEHT 1,5
KHUroxpaHeHua/cneunannsmpoBaHHOro ¢doHaa yuTaTento;
OTMETKa Ha  KHWXHOM  dopmynape/TpebosaHuKn;  3anucb
OOKYMEHTOB B YNTATENbCKYIO KapTOYKM (BKIaZHOM INCT), OTMETKA
B KHUTe 3aKa30B
Bblgaya OOKYMeEHTa u3 oTaena
KHUroxpaHeHusa/cneunannsmpoBaHHOro ¢poHAa YNTaTeNto:
21 | npuem AOKYMeHTa oT untaTtena/nonb3osarens OOMH AOKYMEHT 1,0
5.10. Bblgaya KOMMNNEKTOB AOKYMEHTOB BO BPpEMEHHOE MN0/1Ib30BaHWE Nogpa3aeneHnam 6ubanoTekn
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BpemeHwu,
MUH.
1 2 3 4
1 |odopmneHune 3aABKKU/aKTa Ha KOMMNNEKT  OOKYMEHTOB,| OfHa 33dABKa, 20,0

nepefaBaemMblii B CTPYKTYpHOE nogpasaeneHune

O4WUH aKT
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2 |noabop [AOKYMEHTOB B KOMMIEKTbl; PErvcTpauma BblAaHHbIX | OAWMH KOMMIEKT 10,0
OOKYMEHTOB B y4eTHbIX popmax

3 |Bblgaya KOMMNAEKTOB [AOKYMEHTOB, OTMETKa Ha KHUXHOM | OOMH KOMMONEKT 5,0
dopmynape (vHankaTope) haTbl BblgauMm, OAHHbIX
noApasgeneHnin, noayyarowmx KOMMAEKT, OTMETKAa B KHUre
Bbl4a4yM AaTbl BblAauW, AAHHbIX NOAPA3LENEHUN, NOAy4YatoLLmnX
KOMMNEKT, OTMETKa B aKTe nepeaayun

4 |nonyyeHne  KOMMJIEKTOB  AOKYMEHTOB  OT  CTPYKTYPHbIX | OAMH KOMMNAEKT 18,0

noApasaeneHnin; Nouck KHUKHoro dopmynapa (MHAMKATOpPA),
noraweHne OTMETKM O Bblgaye, B/OMKEHWE €ero B [AOKYMEHT;
npoBepka $M3NYECKOro COCTOSHMS, NEepecyeT JIMCTOB, CBEpKa C
aKTOM nepeaayu; noraweHne OTMETKM O BblAaye B KHWUTe Bblgaumn

5.11. O6cay:kunBaHMe MONb30OBaTeNel AOKYMEHTaMW B 3ane C

cneunanmsnpoBaHHoOro otaena. Mpuvem 3akasos no TE'I'IECI)OHV 13 ropoaa

rTMepuaHbIM 0BCNYKMBAHUEM, 3ane 3/IeKTPOHHbIX pecypcoB, 3ane "WHTepHeT", 3ane

N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BpemeHwu,
MUH.
1 2 3 4
1 |npoBeaeHue KoHcynbTauuu, beceapl ¢ yntatenem no nNpaBwuam| OAMH YMTaTeNb 2,0
0b6CNyKMBaHMA B 3a/1€ U NPeAOCTaBIAEMbIX YCAyrax, o MeToauKe
noucka no cnpaBoYyHo-bubAMorpaduueckomy annapaty npu Y3, y
KaTa/loroB, KapTOTEK, KHUXKHbIX NOJIOK, O BOSMOXHOCTAX MOUCKA U
MCNONb30BaHMUA  3/IEKTPOHHBIX  PEcypcoB; MHPOpMMPOBaHUE
yuTaTenNAa O HOBbIX MOCTYN/IEHUAX
2 | KoHcynbTaumm no pabote c MK B 3ane, no paboTe B 3NE€KTPOHHOM | OAMH YMTaTE/b 2,0
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eubnunoteke

3 |npuvem 3aKka3oB MNosb3oBaTene Ha W34aHMA M3 OCHOBHOTO OAMH 3aKas 0,9
KHUTOXpPaHMAULLA

4 |nonyyvyeHue [AOKYMEHTA, 3aKa3aHHOrO u4uTatenem B OTAeNe | OAWMH LOKYMEHT 0,9
KHUroxpaHeHusa/cneunannsmpoBaHHoro ¢oHaa/untanbHom 3ane
oTaena

5 |paccTtaHOBKa W34aHMA Ha OpOHEMosIKax YWUTaNbHOIO 3ana,| OAUH AOKYMEHT 0,3
NMOCTYMNUBLLMX U3 KHUFOXPaHM/IMLLA MO 3aKa3am MnoJib3oBaTtesei

6 |noabop AOKYMEHTOB Ha HpPOHeNOsIKe, 3aKa3aHHbIX U3 OCHOBHOMO | O4MH LOKYMEHT 0,4
KHUrOXpaHMAULLA, Nepesaya Ha Kadeapy Bblgaun

7 |nopbop AOKyMeHTOB B MNoacobHOM ¢doHAE YMTanbHOro 3ana,| OAWH OOKYMEHT 2,0
nepeaaya Ha Kadenpy Bblgaun

8 |nopbop AOKYMEHTA B XpaHEHWW cheunanvsnmpoBaHHoro ¢GoHAa, | OAMH AOKYMEHT 10,0
OTMETKA Ha TpeboBaHWW, Nepefava [AOKYMeEHTa Ha Kadeapy
Bblgaun

9 |yCTaHOBKA MeCTa HAXOXAEHWA HeHalAeHHOro [OKYMEHTa Mo | OAWMH AOKYMEHT 22,0
CNPaBOYHbIM KapTOTEKAM, KaTasioram, perncrTpaLmsa oTkasos

10 |BblAayYa AOKYMEHTa YMTATE/IO: CBEPKA BblAABAEMOr0O AOKYMEHTA C OAMH 1,8
YUTATENIbCKUM TpeboBaHueM, npoBepKa HaNUUMA | KOHTPOJIbHbIN
CTpaHUL/Kaapos MUKpodUabMa, MUKPOPULL, COAEPIKAHNE AMCKaA, JIUCTOK
CYMTbIBaHME WTPMX-KOAa (NpWU 3N1EKTPOHHOM 3aKase) B moay/e
"umprynauma" K, oTmMeTKa KHUroBblAauyM Ha KOHTPOJIbHOM
IUCTKe

11 |npvem [AOKyMeHTa OT uMTaTeNA: CBepKa ero ¢ TpeboBaHMEM | OAUH AOKYMEHT 1,0

(KOHTPO/NbHBIM /INCTKOM), MPOBEpPKAa COXPAHHOCTM [AOKYMEHTa,
Hannuua CTpaHuu/Kaapos MUKpodUabMa, MUKpobULL,




coaepraHne guncKa, CHUTbiBaHUE WTPUX-KOAOa (an /1IEKTPOHHOM
3aKa3e), BHECEHUNE OTMETKMN O NpUemMe Ha KOHTPOJIbHOM JIUCTKE

12 |nepepaya/TpaHCNOPTMPOBKA/A0OCTaBKa [AOKYMEHTa, CAAHHOro| OAWH AOKYMEHT 1,0
yuTaTesnem, B OTAE/ KHUTOXpaHeHun
13 |BblACHEHWe NO NOBOAY 3aKa3a W NpogneHue CpoKa Mo/sb30BaHUA| OAWMH 3anpoc 1,0
[OKYMeHTamu no tenedoHy
14 |BblACHEHME MO NOBOAY 3aKa3a U NpoA/ieHMe CPOKA NOJb30BaHUA | OAMH 3anpoc 2,0
[OKYMEHTaMMU MO 3/1eKTPOHHOM noyTe
15 | obecneyeHmne KOHTPOJIA 32 CPOKaMM NOJIb30BAHUA AOKYMEHTOB O04VH 3anpoc 0,8
16 |npoasieHMe CpoKa NOb30BAHWUA AOKYMEHTOB, MOMUCK KapTOYKW,| Ha OAMH AeHb 30,0
BHeceHne OTMeTKU O NPOoA/IeHMN CPOKA NOJSIb30BAHMUA, NpoaieHne
no TenedoHy CPoKa NoJIb30BaAHUSA
5.12. BHyTpeHHsAA paboTa
N HanmeHoBaHMe npouecca, onepauuun. Coctas paboTbl EanHunua Hopma
n/n n3mepeHus BpemeHwu,
MUH.
1 2 3 4
MoaroToBKa K Bblgaye AOKYMEHTOB:
1 |npoBepka OPOHEMONOK C OT/IOMKEHHbIMW AOKYMeHTaMu (no| Ha OAMH AeHb 10,0
CpoKam)
2 |cbpocKa AOKYMEHTOB (No cpokam) OAMH AOKYMEHT 0,2
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nogBefeHne UTOroB W aHanus paboTbl 3a npoweawunii AeHb, | Ha OAvH AeHb 12,0
BHECeHMe 3anucu B XypHasjbl CTaTUCTUKN

NPOCMOTP HOBbIX MOCTYNAEHUN ANA PEKOMEHAALLUN YNTATENAM OAMH AOKYMEHT 3,0
npocmoTp (npoBepka MPaBUIbHOCTU PACCTAHOBKM) KHUF GOHAA | Ha OAMH AeHb 5,0
OCHOBHOIO XpaHeHus

MNoageneHune utoros paboTbl 3a AeHb:

NnpoBepKa aHKeT M 3anuceit B 6a3e AaHHbIX Ha COOTBETCTBUE exeaHeBHO 60,0
KOZOB (ceMbW) geTen, pogutenein u apyrux poacTBeHHUKOB

NPOCMOTP MHPOPMALMM O HOBbIX MEPONPUATUAX, 3AHATUAX, e)xefHeBHO 40,0
KHUMKHbIX BbICTaBKax, CMEKTaKNAX M npoyee ANA pekomeHaaumu

yuTaTenam

CMCTEMATU3ALLMA aHKET N0/Ib30BaTe/1el, 3aNMCaHHbIX 33 AEHb exeaHeBHO 15,0




5.13. CnpaBoyHas U MHbopMaUMoHHan paboTa

N HanmeHoBaHue npouecca, onepaunn. Coctas paboTbl EamHmua Hopma
n/n n3mepeHuns BPEMEHM,
MWH.
1 2 3 4
YyeT NoCTYyNMBLUNX BTOPUYHDIX SOKYMEHTOB (KapToYekK):
1 |BblABNE€HME HEBbLIMNOJHEHHbIX 3aKa30B; COCTaBAeHWEe 33aABKM Ha | Ha O4HY Hedento 840,0
HEeBbIMNO/IHEHHbIE 3aKa3bl
OpraHu3sauma cnpaBoYHo-bubanorpadumyeckoro annapara (CBA):
2 |cocTaBneHue bubanorpaduyeckoin sanmcu OLMH OOKYMEHT 2,3
MNpocmoTp M oT6op KapTouek B CBA B Uensx M3bATMA WU
nepemelleHma (BTopuYHbIM oTbop):
3 |u3bATME M3 KaATaZlorOB W KAPTOTEK KApTOYeK Ha [LOKYMEHTbl, | OAHO Ha3BaHue 1,0
CnucaHHble ZE] boHAa; NpPoOCMoTP KpaeBeaveckux,
6ubnnorpadumyecknx n dpaktorpadmuyecknx KapToTek, UsbATHe U3
HUX KApPTOUYKM Ha OOKYMEHTbl, NOTEPABLUME LLEHHOCTb, NEepPeBOs,
KapTOYKM B apXMBHble KAPTOTEKM (YHUUTOXKEHMWE); BHeceHue
OTMETKM B JKypPHajse y4yeTa M PErucTpaumMoHHON KapToTeKe;
M3bATME M3 KATANOrOB M KAPTOTEK KAPTOYEK HA [OKYMEHTbI,
CruncaHHble us poHaa
OpraHusauma KapToTeKU NePCOHANNMN U TEMATUYECKON KapTOTEKM:
4 |onpeneneHve U COCTaBNEHWE MEPEYHS UL, CBEAEHUS O KOTOPbIX | O4HA KapToTeKa 15,0
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OTPAXKaloTCA B KAPTOTEKE; MPOCMOTP MHPOPMALMOHHbBIX U3LaHUN,
NepPBUYHbIX LOKYMEHTOB, OT6OP AOKYMEHTOB A/1A BK/AIOYEHMS B
KapTOTeKy; COCTaBJ€HME aHANUTMYECKOro aHHOTMPOBAHHOIO
61bMorpadnyUecKkoro onncaHmUa 4OKYMeHTa

5 |npocTaBneHme KBaIMPUKALUMOHHBIX MHAEKCOB, NOA00P KapToyek | oAHa KapTouKa 4,0
no wuHaekcam (andaBuTy) M paccTaHOBKA KapTo4YkM B
MHGOPMALMOHHBIA Maccus
6 |TexHuWyeckas M coaep:kaTenbHaa 06OpPaboTKa [OKYMEHTOB ANA| OA4MH LOKYMEHT 3,0
BK/IIOYEHMA B KapTOTEKY; PAcCTaHOBKA KapTo4ykuM no andasuTty
dbamnnnin aBTopoB 1 No BMAAM JOKYMEHTOB
7 | TeXHMYecKoe pefaKTUPOBAHME KAPTOTEK: MPOBEPKA COOTBETCTBMA | OAHA KApPTOYKa 2,0
CTPYKTYpPbI, cogepKaHna n opopmMmaeHma KapToveK B COOTBETCTBUM
¢ TpeboBaHUAMM AaHHOW KAPTOTEKW; 3aMeHa BETXMX KapToyeK U
pasgenurenei
5.14. SKCKYpCMOHHAA AeATeNbHOCTb
N HanmeHoBaHuWe npouecca, onepauuun. Coctas paboTbl EomHuua Hopma
n/n n3amepeHus BPEMEHM,
MUH.
1 2 3 4
1 |3KcKypcua no bubnnoteke OfHa 3KCKypcuA 60,0
2 | yrnybneHHan a3KCKypCUA C MeTOAMYECKMM COAEPKaHNEM 0A4Ha 3KCKypcmA 300,0

5.15. MNcuxonoruyecKkas nogaeprkka umtatenei
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N HanmeHoBaHuMe npouecca, onepauuun. Coctas paboTbl EomHuua Hopma
n/n n3mepeHusa BPEMEHM,
MUH.
1 2 3 4
1 |npoBeAeHWE MNCUXONOTMYECKUX KOHCYNbTauMW Aana peTen OA4Ha 180,0
poauTenel No BONPOCaM Pa3BUTUA U YTEHUA JeTen KOHCyNbTaLmA
lpynnosble 3aHATUA [NA PoOAMTENEN NO BOMPOCAM Pa3BUTUA OJHO 3aHATUE
4yTeHuA peTen:
2 |nopgrotoBKa 1080,0
3 |npoBeaeHue 120,0
4 |npodeccnoHanbHble  KOHCynbTauuMm  Ana  NOAPOCTKOB of4Ha 180,0
CTapLUEK/IACCHNKOB KOHCyNbTaLmA
5 |npodeccnoHanbHble TPEHUHIU ana NoApOCTKOB OAHO 3aHATHe 180,0

CTapweKknaCcCHNKOB
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