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3apernctpuposaHo B MuHtocte Poccum 12 maa 2015 r. N 37244

MUHUCTEPCTBO KYNbTYPbl POCCUACKON ®EQEPALIUA

NMPUKA3
ot 30 nekabpsa 2014 r. N 2477

OB YTBEPXXOEHWUM TUMOBbLIX OTPACJIEBbIX HOPM
TPYOA HA PABOThHI, BbINOJNIHAEMbIE B BUBJTMOTEKAX

B cootBeTcTBUM C nyHKTOM 2 [MpaBun paspaboTku n yTBEPXKAEHMSI TUMOBLIX HOPM Tpyda, YTBEPXKAEHHbIX
noctaHoBrneHnem [pasuTtensctsa Poccuickon ®epepaumm ot 11.11.2002 N 804 (CobpaHune 3akoHogaTenbCcTBa
Poccuickon ®egepauun, 2002, N 46, cT. 4583), npukasbiBato:

1. YTBepauTb TMNOBbIE OTpacneBble HOPMbl Tpyaa Ha paboThbl, BbINOMHAEMble B BubnuoTekax, cornacHo
NPUIOXEHNIO.

2. KoHTponb 3a MCMOMHEHMEM HACTOSALLEro npukasa BO3MOXWTb Ha 3amectutens MuHucTpa KynbTypbl
Poccuiickon ®egepauun H.A. Manakoga.

MI/IHI/ICTP
B.P.MEOVHCKWNA

MpunoxeHue

K npukady MuHucTepcTBa KynbTypbl
Poccuiickon ®eaepauun

ot 30 nekabpsi 2014 r. N 2477

TUNOBBLIE OTPACJIEBbIE HOPMbI
TPYOA HA PABOThI, BbINONHAEMbIE B BUBJTMOTEKAX

|. BBogHast yacTtb

TunoBble oOTpacneBble HOpPMblI Tpyda Ha paboTbl, BbiNOMHseMble B 6Oubnuotekax, paspaboTaHbl B
COOTBETCTBMM C MyHkTOM 2 [lpaBun paspaboTkum K yTBEPXKAEHUS TUMOBbIX HOPM TpyAda, YTBEPXOEHHbIX
noctaHoBneHuem lNpasutensctBa Poccunckon ®epepauyum ot 11.11.2002 N 804 (CobpaHue 3akoHogaTenbCcTBa
Poccuinckon ®egepaunn, 2002, N 46, ct. 4583), B uensx peanusauun nyHkra 4 pasgena V lNnaHa meponpusatuim
("mopoxHorn kapTbl") "MaMeHeHMss B OTpacnsx couuanbHOW cdepbl, HanpaBfieHHble Ha MOBbILLEHNE
achbekTMBHOCTM cohepbl KynbTypbl”, yTBEPXAEHHOrO pacnopsbkeHnem NpaButenscTBa Poccuinckon ®epepauum ot
28.12.2012 N 2606-p (CobpaHue 3akoHogaTenbcTBa Poccunckon ®egepauun, 2013, N 2, c1. 137; 2014, N 19, cT.
2470), u npegHasHayeHbl Ans (opMUpPOBaHMS OOOCHOBAHHLIX ONTUMAarbHbIX MoKa3aTenen TPYOOEMKOCTU
BbINOMHEHNs1 paboT B rocygapCTBeHHbIX (MyHMUMNAanbHbIX) 6Gubnuotekax, onpeaenieHns LWTAaTHOW YNCIIEHHOCTH
pabOTHMKOB, Bbl4a4YM HOPMUPOBAHHBLIX 3a4aHWUIA U COOTHOLLEHWUA MEXAY NITAaHOBbLIMW U LOTOBOPHLIMU paboTamu.

Il. HopmaTumBHas 4YacTb
1. TunoBble oTpacneBblie HOPMbI TpyAa Ha paboTbl,
BbINOJSIHAEMbIE B rOCYAAPCTBEHHbIX (MyHULMNASbHbIX) OMGNMoTekax
(6e3 ncnonb3oBaHMs aBTOMaTU3MPOBAHHBIX CUCTEM
yrpaBneHusa npoueccamm)

1.1. KomnnekroBaHne 6nbnmoteyHoro ooHaa
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[ata coxpaHeHus: 21.05.2015

Tabnuua 1
N HanmeHoBaHue npouecca, onepaunn. Coctae paboThl EovHnua Hopma
n/n namMepeHns BpEMEHM,
MUH.
1 2 3 4
Tekylee komnnekroBaHue 6ubnuotevHoro doHaa
[pocMOTp KHUronsgaTenbCKoM U KHUIOTOProBoW MHAOPMaLUW:
1 | NpOCMOTP KHUroM3gaTenbCKoW U KHUrOTOProBon nHopmaLlmm ofjHa nosunuus 2,0
2 |npocmoTp nHdopmaumm GYKMHUCTUHECKUX ayKLMOHOB ofHa nos3unums 2,0
OnpepneneHne Tembl U BMAa OOKYMEHTa, noanexaiiero otbopy,| ogHa nosvums
BbISICHEHNE HEObX0OUMOCTH NpuobpeTeHns ans:
3 | AOKYMEHTOB, KHUI, MaTepuanos 5,2
4 | cTaponevaTHbIX U PYKOMUCHBIX JOKYMEHTOB 10,0
OnpepgeneHne ak3eMNIAPHOCTK 3akasa: ofHa nos3uuusi
5 |ansa nogpasgenexHuni 0,89
6 |ans 6ubnuoTtekn B Lieriom 1,6
OdhopmneHne 3akasa; ykasaHue SK3eMMNMSPHOCTU, CTOMMOCTU OVH 3aKa3
3akasa, aathbl
KonunyecTBo 3akaszaHHbIX HAa3BaHUN:
7 |1-15 40,0
8 |16-25 65,0
9 |26-75 196,0
10 |76 - 100 261,0
11 | ocbopmnieHre 3akasa Ha 3apyOexHble JOKYMEHTbI OAWNH OOKYMEHT 82,0
12 |nogrotoBka crnmcka OOKYMEHTOB, npegnaraembix K| OOHO Ha3BaHue 26,0
MEXAyHapOAHOMY KHUrOOOMEHY; CBepka Cnmucka ¢ Katanorom
13 |cocTaBneHue KapTOYKM Ons KapTOTeKW opraHusaumin-napTHEpOB;| OAHa KapTouka 6,0
yKasaHue Ha3BaHu4 opraHusaumin, agpeca, Ha3BaHus
obMeHVBaeMbIX JOKYMEHTOB
PaboTta B aBTomMaTunsmpoBaHHom cucteme (AC):
14 |BBOQ 3aka3a TeKyLlero KomnnekroBaHus B 6a3y gaHHbIx AC O[HO Ha3BaHue 4,6
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15 | pegakTupoBaHue BBeAeHHbIX B 6a3y AaHHbIX CBEAEHUN O 3aKase O[HO Ha3BaHue 2,5
16 |[BbIBOA4 Ha MPUHTEP [daHHbIX TEeKyWwero KOMMMEKTOBaHUSA; | OOMH OOKYMEHT 1,6
pacnevaTka
17 |BeneHue peectpa noctaswmkos B AC ofHa nosuuma 8,3
BepneHne kapToTeKM TeKyLLero KOMNIeKToBaHUs:
18 |cocTaBneHue KapTo4ku, yKasaHWe aBTopa, 3arnaBud, BbIXOAHbLIX | OAHA KapToyka 4,5
OaHHbIX, perncTpaumMoHHOro Homepa
19 |nepeHeceHne cBedeHMM O 3aka3e Ha KapToOukW; yKasaHue | ofHa KapTodka 1,0
3K3EeMMMSApPHOCTM  3aKasa, pacnpeferneHve Mo  CTPYKTYPHbIM
nogpasgeneHnsam
20 |nogbop kapTovknm no andaBuTy ONs PacCTaHOBKM B KapTOTEKy | OAHa kapTouka 0,4
TeKyLLLero KOMNeKToBaHUA
21 |paccTaHoBKa KapTodku B andasuTe damMunuin aBTopos, 3arnasun | ogHa KapToyka 1,0
B KApTOTEKY TeKyLlero KOMMreKkToBaHus
OdopmMneHne NOANNCKM Ha NEpUOANYECKME N3OaHUS:
22 | BbIOOP Ha3BaHUA NEPUOOMYECKNX N3OAHWUIA AN MOLAMUCKU OHO Ha3BaHue 2,7
23 |cbop 3asiBOK OT nogpasgeneHunit 6Gubnuotekn ONA NoAMMCKM Ha| OAHa 3asiBKa 15
nepuoanyeckne n3gaHus
24 | cBepka pacrneyaTkm ClMCKOB YCMOBHO 3aka3aHHbIX Nepuoandeckux | O4HO HasBaHue 1,7
u3gaHMMm C KapTOTeKOM 3aKka3oB, BHeCeHWe WU3MeHeHUAn B
pacrneyaTku CrmcKkoB
25 |cBepka 3akasa Tekyllero roga Ha nepuoauyeckne wmsgaHus c| OAHO Ha3BaHue 2,4
noanuckon npedblgywiero roga ANA BbIABNEHUS W3MEHEHUN B
Ha3BaHWAX; BHECEHE N3MEHEHUIN OaHHbIX
26 |cBepka BbIXOAHbIX OaHHbLIX BNepBble 3akasblBaeMbIX 3apyOexHbIX | O4HO Ha3BaHue 13,5
nepuoanyecKknx usgaHun ¢ 6udnmorpadu4ecknmMmn crnpaBoYHNKaMM
W Apyrumum MHOPMaLNOHHBIMU UCTOYHUKaMU
27 |odopMneHne 3akasa Ha NoAanucky; nogcyeT CTOMMOCTU NOAMUCKM OAWH 3aKas 8,4
C Yy4yeToM [JOCTaBKW; 3arofiHEHME KBUTAHUUM aboHemMeHTa Ha
nepuoguyeckoe ugaHue
28 |cocTaBneHue perncTpaumMoHHOM  KapToukM  AONA  KapTOTEeKW | ofHa KapTouka 4,5
nepuoanyecknx nsgaHunim
Pabota B aBTOMaTusmpoBaHHoM pexume (AC):
29 |BBOf 3aka3a Ha nepuoamyeckne n3gaHusa B 6asy AaHHbIX O[lHa KapTouykKa 3,5
30 |BbIBOA Ha 3KpaH perncTpaLmoHHON KapTOYKK, pacneyaTka OfHa KapTouyka 1,8
31 |KoppeKkTUpOBKa 3aKasa: BblBOJ Ha 39KpaH Cnucka nepuoaudeckux | O4HO HasBaHue 1,8
M3JaHN; BHECEHNE N3MEHEHUI
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MoaroTtoBka AOKYMeEHTaLMK AN 3aKynKu U3gaHun:
32 | ayKunmoHHasa OOKyMeHTaumd OAWNH KOMMMEKT 480,0
33 | BoKymMeHTaumsa ans KoTMpPoOBOK OOWNH KOMMIEKT 400,0
34 | poroBOp/KOHTPAKT OAWNH KOMMMEKT 240,0
35 | cocTaBrieHve TeEXHUYECKOro 3ajaHus Ansa aykumoHa OOVH KOMMNEKT 240,0
36 |cocTaBneHne cBOAHbIX TabnuL, U CNUCKOB U3OaHUIA AN TaAMOXHU, | OAUH KOMMNEeKT 360,0
COMpPOBOAMUTENBHON  OOKYMEHTauuM  ONa  MeXAayHapogHOoro
noytamTa
Mepenucka c KHUrOTOProBbIMMU opraHusaumsimm "
nsgatenscreamu, bubnunotekamm, gaputenamu:
37 |cocTaBneHne, nevatb TeKcTa MMCbMa (3anpoca, npeTeH3uun),| O[HO MUCbMO 10,2
permcTpaums B KHAre UCXOOALMX AOKYMEHTOB (NOCTaHOBKa AaThbl,
nopsgKkoBOro Homepa, YyKasaHue HaMMEeHOBaHWS OpraHusauuu,
KpaTkoe cogepxaHue nucbma)
38 | cocTaBneHue, nevaTtb GnarogapCTBEHHOrO NUCbMa, perncTpaunst B|  04HO MMCbMO 11,0
kHure Japos 6ubnunoteku
39 |cocTaBneHne, neyatb MNMCbMa Ha npegBapuTernbHbil 06c4YeT| OAHO MMCbMO 52
n3gaHnn, NOAroTOBMNEHHBIX K NPUoBpeTeHmnto
40 |odopmrieHMe, OTMNpaBka 3akasa Wu3galWwuM  opraHu3auusm, OAOVH 3aKa3 3,1
pacnpocTpaHUTensm
41 |aTpmbyums M COCTaBrieHVe 3akfioyeHus Ans  3KCMepTHOM | OO4WH AOKYMEHT 360,0
KOMWUCCUM NPU NOKYMNKe AOKYMEHTA
[okomnnekToBaHe 6ubnmnoTedHoro oHaa:
42 | nepenucka c [lnccepTaunoHHbIMW COBETaMU: COCTaBrneHue, Habop | ofHa 3asBka 20,0
TeKkcTa nucbMma (3anpoca, nNpeTeH3uMu) B Ccriyd4ae OTCYTCTBUSA
06sa3aTenbHOro ak3emnssipa JOKyMeHTa B hoHAe
43 |nonydeHve 3asiBKM Ha  npuobpeTeHne  OOKYMEHTOB  OT| OfHa 3asiBka 2,6
nogpasgeneHun
44 | cBepka 3as1BkM ¢ "Ba3on gaHHbIX 3akasa” 0JHO Ha3BaHue 2,0
45 |npoCMOTP KapTOTeKM HeyaooBMEeTBOPEHHOro Crnpoca; aHanuM3 | OAWH OOKYMEHT 3,0
OTKa30B 1151 BbISIBIIEHUS OTCYTCTBYIOLLNX JOKYMEHTOB
46 |coctaBneHue bubnuorpacumyeckon 3anucu; ykazaHue KonuyecTsa | OfHa KapTouka 3,6
3K3eMNNsIpOB U CUMNOB Nogpa3aeneHnn
OT0OOp 9NEKTPOHHBIX N3aaHWIA ANS 3NEKTPOHHON bubnuotekn (36):
47 |otbop dharna no cnuckam npepnoxeHun gns 3b, npoeepka Ha| OgHO HasBaHue 3,0
OybneTHOCTb, MpOBEeAEHWEe CBEPKM 3anucu C  3NEKTPOHHbIM
katanorom (OK)
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48 |npoBepka NErMTMMHOCTUN pa3MeLLeHNA SNEeKTPOHHOro AOKYMEHTa B | OAHO Ha3BaHue 10,0
ob

OT06op ceTeBbIX yaaneHHbix pecypcoB (CYP):

49 | NpoCMOTP KHMronsgaTenbCKoM U KHUFOTOProBov MHdopMaLum OOWH pecypc 2,0

50 |onpepgeneHne TeMbl pecypca, cocTaBa, YCrOBMW AO0CTyna, OAWH pecypc 90,0
cosfaHue nepBMYHONM 3anncuK B nacrnopTe pecypca

51 |opraHusaumsa npoBegeHusa Tectooro gocrtyna k CYP OLVH pecypc 860,0
52 | 3anonHeHue nucTa TecTMpoBaHUSA O[VH pecypc 420,0
53 | BKMOYEHME 3a8BKM B SNEKTPOHHbBIN yKa3aTernb 3aka3a OfHa KapTouyka 0,26

OTbop [OOKYMEHTOB M3 OOMEHHbIX pOHAOB OUONMOTEK AN
[JOKOMMIEKTOBaHUS:

54 |npocmMOTp CNUCKOB, KapTOTeK, KartanoroB O6MeHHbIX ¢oHOOB| OAHO Ha3BaHue 3,2
BubnunoTtek, oTBOP HYXHbIX AOKYMEHTOB, CBEpKa C Kataroramu u
KapToTekamuM cBoel OWOnMOTEKW; CcoCTaBreHWe Cnucka Ha
[OKYMeHTbl, oTobpaHHble B 06MeHHOM dhoHAe

KonuyectBo OOKYMEHTOB, BKIMHOYEHHbIX B CMNCOK!

55 |1 3,6

56 [2-10 374
57 |11-25 87,7
58 |26 - 50 197,0

CoctaBneHue onepaTtnBHOIro (TeKyLLI,eI'O) nyaHa KOMMJ1eKToBaHUA:

59 |onpegeneHne meponpuaTMn No OpMUPOBaHUIO eauHoro coHaa OOVH nnaH 1044,0
Ha TeKyLM rof], OTBETCTBEHHbIX UCMOMHUTENEN, KONUMYECTBEHHbIX
nokasatenen obbema doHga (nocTynneHue,  BbIObITHE),
NCTOYHMKOB NOCTYMMEHUS, CMETbl PACXO0B

OdopmneHne nnaHa KomnnekToBaHus B hopme:

60 |Tabnuy ofHa Tabnuua 2,6

61 |KapToTeKku O[Ha KapTo4Ka 2,6

Pa6ota B aBToMaTusmpoBaHHoM pexume (AC):

62 |BBOpA NNaHa koMnnekToBaHusa B 6a3y AaHHbIXx AC OOWH nnaH 1,1
63 |KkoppekTMpoBKa 0asbl [aHHbIX; BbIBO4 Ha 3KpaH; BHECEeHMe | OAWMH LOKYMEHT 1,6
N3MEHEHUN

1.2. lMprem 1 y4yeT NoCTynuBLLUNX JOKYMEHTOB
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Tabnuua 2
N HaumeHoBaHwue npouecca, onepauun. Coctas paboTbl EaovHuua Hopma
n/n namMepeHns BpEMEHM,
MUH.
1 2 3 4
1 |PacnakoBka/ynakoBka n3gaHumn OAHa na4ka 2,5
2 |Pa3bop OKYMEHTOB Mo BMAAM, A3blkaM, ICTOYHUKAaM NOCTYMNEHUs | O4HO Ha3BaHue 1,0
3 |lNpoBepka oTCyTCTBUSA BpaKOBaHHbIX 9K3EMMNNAPOB OAMH 3K3eMnnsAp 1,0
Mpvem [OOKYMEHTOB, MOCTYNUBLUMX C  COMPOBOAUTENbHbLIM
OOKYMEHTOM:
4 |npueM [OKYMEHTOB MO COMPOBOAWUTENbHbIM MaTtepuanam (nucT | OauH 3K3eMnnsp 2,8
perMcTpaumu, CYeT, HaknagHasl, Konusa 4eka, akT), nogbop mx no
andgasnTy aBTOPOB MWMW 3arnaBui, 3KCMEAUUMOHHLIM HOMepam,
cBepka C COMNpOBOAMTENbHBIM AOKYMEHTOM, MpPOCTaBfeHne LeHbl
Ha M3gaHuKM, NOACHET YUCIa IK3eMNNSAPoB, O0LLEen CTOMMOCTH
5 |npuem pyKOMMUCHBIX KHWF, MOCTYNUBLUMX C COMNPOBOAWUTENbHbLIM | OAMH OOKYMEHT 30,0
OOKYMEHTOM
Mpuem ancceprauui:
6 |nocCTynuBLUMX c ConpoBOAUTENbHbIM NMMCbMOM 13| OOMH AOKYMEHT 21,0
[unccepTaunoHHbIX COBETOB
7 | noCTynMBLUMX C CONPOBOANTENbHLIM MMCbMOM U3 3KCNeauLmnm OAMVH OOKYMEHT 6,6
8 |npuem  aBTopedepaToB  guccepTauuMid,  MOCTYMUMBLUMX  C| OAWH OOKYMEHT 1,3
conpoBoAUTENbHBLIM MMCBMOM U3 aKCneanLmm
lMpuem OOKYMEHTOB, MOCTYyNMBLUMX ©e3 ConpoBOAUTENbHbIX
OOKYMEHTOB:
9 |npoBepka Ha oyONeTHOCTb; MPOBEAEHNE OLEHKN JOKYMEHTOB OQVH LOKYMEHT 3,1
10 |cocTaBneHue akTa Ha Nnpuem OOKYMEHTOB OAHO Has3BaHue 1,0
Mprem pyKOMUCHBIX KHWT, MOCTYNMBLUMX 6e3 ConpoBOAMTENBHbIX
OOKYMEHTOB:
11 |cocTaBneHue akTa Ha NPUeM PYKOMUCHBIX KHUM 1 JOKYMEHTOB OAVH OOKYMEHT 0,1
12 |npoBepka Ha HanuuMe ONU3KMX MO BPEMEHM W TemaTuke| OaHa 3anucb 10,8
PYKOMUCHBIX KHUT U AoKymMeHTOB B boHaax HNOP no cnyxebHomy,
andaBnTHOMY, Y4ETHOMY KaTtanory
lMpoBegeHne 3KkCMepTU3bl M OLUEHKU  PYKOMUCHBLIX KHUT U | OOWH OOKYMEHT
OOKYMEHTOB:
13 | opauHapHom 600,0
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14 | NOBbLIWEHHOW CNOXHOCTU 1200,0
15 |Ha MHOCTpaHHbIX A3blKkax 1200,0
16 |kapTtorpaduyeckoro matepmana 1200,0
17 | Mmy3blKanbHOro cogepXxaHus 1200,0
18 | pykonucen c rpaBopamu 1 nsomartepuanamm 1200,0
19 |npoBedeHue nNepBUYHOM aTpuOyuMM [OOKYMEHTOB (pPedkmx W | OAuH LOKYMEHT 10,0

LEHHbIX KHUF), OTOGOp B COOTBETCTBMM C  Mpodunem
KOMMIIEKTOBaHMS U pacnpeaeneHve no nogdoHaam 1 Konnekumam

20 |npocTaHoBKa LITEMNens Ha obopoTe TUTYMNbHOro NUcTa u Ha 17-1 | OAMH 3K3eMnnsAp 0,26
CTpaHuLe OOKYMeHTa

21 |npocTaHoBKa perncTpaumoHHOro Homepa Ha JOKYMEHT OVH 3K3eMnnsap 0,26

22 | HakneuBaHve Ha JOKYMEHT MeTKU ANs YCTPOWUCTB paano4acTOTHOM | OOUH SK3eMMIsp 1.2
naeHTMdmrKaLMmn 06bEKTOB, akTyansaums MeTKu

23 |HakneuBaHWe LWITPUX-kog4a Ha O0OOPOT TUTYMLHOIO JNKUCTa W | OAWH 3K3EMMNsp 0,26
00noXKM
24 | BHeceHue pa3meTku no hoHagaM Ha usgaHue OVH 3K3eMnnsap 0,26

CBepka MOCTYMMBLUMX [OOKYMEHTOB C KapTOTEKOW TekyLlero
KOMMEKTOBaHWS:

25 |NOUCK KapTOYKM B KapTOTEKe TEeKyLero KOMniekTtoBaHuda, CBepka | OAHa KapTo4Ka 0,52
KapTO4YKM C OKYMEHTOM, BHECEHMNE OTMETOK

26 |cocTtaBneHue Cnucka pPermcTtpaumoHHbIX  HOMEPOB  HOBbIX | OAWH AOKYMEHT 0,36
NOCTYNNEHN ANA N3roTOBNEHUS NeYaTHON KapTOUKn

Pabota B aBToMaTuamMpoBaHHou cucteme (AC):

27 |cBepka OOKYMeHTa C yka3aTenem 3aka3aHHbIX U3[aHUW, BHeCeHWe | O4HO Ha3BaHue 3,0
OTMETOK

28 |npoBepka Ha AyOGnNeTHOCTb MOCTYNMBLUMX U3AaHW B 6a3e OaHHbIX | OOUH AOKYMEHT 1,6
AC

29 | perncTpaumsa HoBbIX NocTynneHnn B 6ase aaHHbIXx AC OOVIH AOKYMEHT 9,1

30 |npvem u pernctpauusa pyKonmuCHbIX KHUT, NpOCTaBneHne oTMETKU B | OOUH JOKYMEHT 3,6

perncTpaumMoHHOM >XypHare HOBbIX MOCTYNMEeHWU, KHuUre ydveta
HOBbIX NOCTYNIEHUN

Mpuem 1 perncTpaums XXypHaros U1 raser:

31 |nogbopka >XypHanmoB M raset Mo andaeBuTy Ha3BaHWMN, MOWUCK| OOWH OOKYMEHT 0,94
perncTpaumMoHHOW KapTOYKU B KapTOTEKe MNOAMUCHBbIX W34aHuRn,
OTMeTKa HoMepa, AaTbl MOMyYeHUs N3gaHus
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32 |npocTaBneHuve wTemMnens Ha XxypHane OAWH XypHan 0,2
33 |npocTaBneHue wTemMnens Ha rasete ofHa raseTa 0,16
34 | pernctpauus HOBbIX NOCTyNneHun B 6ase gaHHbIX AC OAVH AOKYMEHT 2,6

Mpuem n peructpauus ceTeBbiX yaaneHHbix pecypcoB (CYP) B AC:

35 | npoBepka AOCTYyNHOCTW pecypca (npuem) OLVH pecypc 30,0
36 | odhopmMreHne conpoBOAMTENBHOM AOKYMEHTaL MK (aKT npuema) O[VH pecypc 10,0
37 |BBegeHue 3anucu B peectp ydeta CYP OLVH pecypc 4,8
38 | BBEAeHUe 3anvcy B peecTp nacnoptoe CYP O[VH pecypc 3,7
39 |noagrotoBka cBegeHun ons cavrta o CYP OLVH pecypc 20,0

AIMUHUCTPUPOBAHWE  CETEeBbIX  yAamneHHbIX  pecypcoB B
aBTomMaTn3mpoBaHHoOM pexume (AC)

O6paboTka 3anvcen ansg BegeHUs UHHOPMALMOHHBIX MOUCKOBbIX

CEpPBUCOB:
40 |[OOKyMeHT OJHO Ha3BaHue 4,0
41 |naket/Bl OAHO 10,0
HaMeHOoBaHne
43 | aktyanunsaums ceegeHun o CYP 0JHO Ha3BaHue 6,0
44 | cbop cTaTUCTMKM O cocTase 1 06 ncnonb3oBaHun CYP OLHO Ha3BaHue 0,3
Mpnem u obpaboTka 3NEKTPOHHbLIX M3daHW Ons SNEeKTPOHHOM
6ubnuotekn B AC:
45 |npoBepka KayectBa (aunnoB, perucTpauusl  3MeKTPOHHOro | OAWH OOKYMEHT 9,3
nokymeHTa B OK, nepegaya dannos Ha cepBep
dopmupoBaHMe akTa nepefaynm HOBbIX MOCTYMNIEHUA B Apyrue
noapasgaenexust:
46 | B AC 4epes nporpammy agncnetyepmsaunm U3gaHun OOVH 3K3eMnnsap 0,15
47 |B py4HOM pexume OAVH 3K3eMnnsap 2,0

BepneHue "KHuru cymmapHoro yyeta"

Pa3bop [OOKYyMEHTOB MO BMAaM, OTPacnaAM 3HaHWA, S3blkaM; ofHa 3anucb
noAacyeT ymucna AOKYMEHTOB, 3anucb pesynbTaToB nogcyeTra no
ycTaHoBrneHHou hopme B "KHury cymmapHoro yyeta"”

KonnuectBo OOKYMEHTOB B NapTun I'IOCTyI'IJ'IeHI/IIZZ

48 |1 0,6

KOHCYHbTaHTnﬂI-OC www.consultant.ru Crpanuua 9 us 223

Hafieé)KHasa npaBoBaa noaoAepXXKa


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

Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.05.2015

49 [2-50 30,8
50 |51-250 150,0
51 |BBOA CTaTUCTMYECKNUX OaHHbIX B 6a3y aaHHbIX AC OAHa napTus 3,1
52 |noacyeT NOCTPaHMYHO MO NO3MUMAM AaHHbIX, NepeHeceHne UToroB | OAHa No3nund 1,6
Ha crnegyoLLylo cTpaHuLy
53 |cBepka MHaAHCOBLIX [OOKYMEHTOB oTAena ¢ (UHAHCOBbIMU | OOWH AOKYMEHT 1,46
OOKymeHTamu Gyxrantepum
54 | ochopmMreHne conpoBOANTENbHbLIX AOKYMEHTOB (CHET, HaknagHasi, | OOuH AOKYMEHT 13,0
akKT) anst nepegadv B Gyxrantepuio
55 | oopmneHne WHBEHTapHOM KHUTW, Hymepauuss  JIUCTOB, | OAHa CTpaHuua 0,88
NnpocTaBneHne Homepa B MHBEHTAPHOW KHUre
56 |3anMcb AOKYMEHTOB MO YCTAHOBMEHHON hOpPME B WHBEHTAPHYK | OAWH OOKYMEHT 2,8
KHWUTY, NpOCTaBfieHNe NHBEHTAPHOIO HOMepa Ha AOKYMEHTE
57 |npoBegeHne WHOMBMAYaANbHOMO y4veta [OOKYMEHTa MO aKTOBOW | OAWH OOKYMEHT 1,0
cucteme, NpocTaBfieHME MHBEHTAPHOIO HOMepa Ha JOKYMEHTe
58 |npoBegeHue MHOMBUOYANbHOTO yyeTa C MPUMEHEHMEM YYETHOro | ofHa KapToudka 4,7
Kartarnora: coctaBneHne  bubnmorpacmyeckoro  onucaHus
OOKYMEHTa; yKasaHue LUeHbl, WHBEHTApPHOr0 HOMepa, roga
nocTynneHuns, Homepa 3anucu B "KHnre cymmapHoro yyeta", yncna
NOCTYNUBLUNX 3K3EeMMMspoB, nx pacnpegeneHue no
nogpasgeneHnam
59 |dukcnmpoBaHne B KypHane perucrpauumM KapToydek yYeTHOro| ofHa 3anucb 0,3
KaTanora MHBEHTapHOro HoMepa, NepBOro CrioBa 3arnaBus
60 |npocTaBneHne MHBEHTAPHOro HoOMepa Ha JOKYMEHTe OQVH JOKYMEHT 2,6
61 |perucTpauunsa NaTeHToB B HyMEPaUNOHHOWN KHUre OOVIH AOKYMEHT 0,3
62 |npyeM aKkToB Ha BbIObIBLUME [OOKYMEHTbI OT  CTPYKTYPHbIX OOVH aKT 8,7
nogpasgeneHunii; BHeceHne 3anucu B "KHure cymmapHoro yyeta"
(2-a yacTb); npocTaBneHne HoMepa akTa
VickntoyeHne JoKyMeHTa Mo akTy U3 y4eTHbIX OOpM: OAVH LOKYMEHT
63 | MIHBEHTAPHOW KHUIN 1,4
64 |yyeTHoOro kaTtanora 0,88
65 | onucm MHBEHTapHbLIX HOMEPOB 1,0
66 | ncKnoYeHne BbIObIBLUMX JOKYMEHTOB 13 6a3bl gaHHbIX AC OAWNH OOKYMEHT 1,0
67 |noraweHve MHBEHTApHOro Homepa u wTemnens 6ubnuotekn Ha| OAWH LOKYMEHT 0,5
OOKYMeHTe
68 | nogwmBKa akToB OJVH aKT 0,26
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nosbiwatowmmn koapguumneHT 1,15.

1.3. BubnuoteyHas obpaboTka gokyMeHToB. OpraHnsauusa U BeeHue KaTanoros

I'Ipvlmeanme: npu pa60Te C OOKYMeHTaMM Ha WHOCTPaHHbIX A3blkaXx K HOpME BpeMeHU NpuMeHAeTCA

Tabnuua 3
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopma
n/n nsmepeHuns BPEMEHMU,
MUH.

1 2 3 4
PaboTta ¢ ne4yaTHOW KapTOYKON:

1 |dopmupoBaHMe KOMMMEKTA MeYyaTHbIX KapTOYeK Ha OCHOBE | OAHa KapToyka 1,25
MalumHounTaemon Gubnuorpadurdeckon 3anncu

2 | pa3bop KoMMneKkTa nevyaTHbIX KapTodek O[Ha KapTo4Ka 0,42

3 | nogbop neyaTHbIX KApPTOYeK Mo andaBuTy dhamMmunmii aBTOpPOB UMK | OJHAa KapToyka 0,43
3arnaBui NS pacCcTaHOBKM B CNY>XeBHY0 KapToTeky

4 | paccTaHOBKa KapTOYeK B CryXKebHyI0 KapTOTeKy OflHa KapTouykKa 0,96

5 |nogbopka nevyaTHbIX KAPTOYEK K JOKYMEHTAM O[Ha KapTo4Ka 0,52
Ceepka NoCTynmMBLUMX OKYMEHTOB C KaTanoramu:

6 |npoBepka NoO Katanory NOBTOPHOCTU AOKYMEHTa; NepeHeceHwe C| ofHa KapToyka 1,9
KaTanoXXHON KapTo4kM 6GMbnmnoTeyHoro wundpa, NofHOro MHAeKca

7 |nouck B cnyxebHOM kaTamore CBOAHOIO OMWUCaHWS; BHECEeHWe | OfHa KapToyka 2,6
OTMEeTOK

8 |odopMmneHne neyaTHOM KapTOYKW, HaMMCaHWe WHBEHTAPHOro| ofHa KapToudka 0,68
HoMepa, Wwudpa n apyrux OMGIMOTEYHBIX OTMETOK
Mpunucka oy6neTos:

9 |cBepka [OOKymMeHTa Ha  agybnetHoctb Mo  cnyxebGHoMy, | O4HO Ha3BaHue 0,94
andgaBUTHOMY, y4eTHOMY KaTarnory

10 |npunucka pybneta B KaTanor: NpPOCTaBfiEHWE WHBEHTAPHOrO| OLHO Ha3BaHue 2,42
HOMepa; nepeHeceHue Wudpa Ha JOKYMEHT
IMpunncka npogormKarLWmMXcs n3gaHuin:

11 |nouck B PpEerucTpaumoHHOW KapTOTEKE KapTOYKM Ha u3gaHue; | ofoHO Ha3BaHue 0,84
CBepKa ee C opurmHanom; BHeceHne GnbnmoTeyHbIX OTMETOK

12 |nouck B  KaTanore  KapTOYKM; oTMeTKa NOCTYNNEeHns | 0OHO Ha3BaHue 3,1
COOTBETCTBYIOLLEro  BbINyCKa; NpPOCTaBfeHWe WHBEHTapHOro
HoMepa, Wwudpa, BHECEHNE ApYrmx GUbNMoTEeYHbIX OTMETOK
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dopmupoBaHue dbubnunorpaduyeckon sanmcu

CocTtaBneHme OCHOBHOW Gubnuvorpaduyeckon 3anuMcu  npu | OAHO HasBaHWe
OTCYTCTBUM MEYaTHON KapTOYKM B AOKYMEHTE (O3HaKOMMEHME C
OOKYMEHTOM; COCTaBIiEHME OMUcaHusi; BHeceHue OnGnmoTeyvHomn
OTMETKM)

KonnyecTtBo anemeHTOB ONUcaHus:

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 |cocTaBrneHne OCHOBHOWM GUGIMorpaduyeckon 3anmncu ¢ NOMOLLbIO 3,5

MaKeTa KapTO4KKu, HanedYataHHOro B KHUre; npocMOTp W3OaHUA;
CBepka C MakeToOM KapTO4Ku

20 |cocTaBneHune JobaBo4vHoro onuncaHusi K OCHOBHOW | OgHa KapTouka 1,9
6mbnmorpaduyeckon 3anmcu

21 |o3HaKomIieHWe C [OKYMEHTOM; COCTaBlieHWe aHanuTU4ecKoW | OAWH AOKYMEHT 3,5
3anucu
22 | cocTaBrneHue CCbINTOMHOMN KapTO4KM K OCHOBHOW | OgHa KapTouka 1,26

6mbnmorpaduyeckon 3anmcu

dopmumpoBaHne Gubnmnorpaduyeckor 3anncu pyKonmcHOM KHUMM

CoctaBneHue OCHOBHOW 6ubnmorpadunyeckon 3anncu | ogHo Ha3BaHue
(03HakomneHne C  OOKYMEHTOM; COCTaBfiEHME, onucaHue,
NpocTaHoBKa GUONNOTEYHON OTMETKN):

23 | cpefHei CnoXxHoOCTH 600,00

24 | NOBbLILLEHHOW CNOXHOCTU 1200,0

25 | Ha MHOCTpaHHOM A3blKe 1200,0

26 | kapTorpadudeckoro matepmana 1200,0

27 | My3bIKanbHOro cogepxxaHuns 1200,0

28 |pgopaboTka  ycTapeBwWMX — 3anucen, He  COOTBETCTBYKOLIMX | OAHO Ha3BaHue 300,0
COBpPEMEHHbIM apxeorpaunyecknm HOpMaMm: AaTmpoBKa

pyKkonucew no BOASHbIM 3HakaMm; pocnucb coaepkaHnsi COOpHUKOB
HEeNnoCTOSIHHOrO COCTaBa; BHECEeHWe AOMOMHUTENbHbIX CBEAEHUN C
y4eTOM SOCTUXKEHUI COBPEMEHHOMN UCTOpUorpadum
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PepaktupoBaHune 6ubnuorpadguyeckorn 3anucu:

29 | npoBepkKa nNpaBUSTIbHOCTU 31IEMEHTOB 3arnucKu Ha KapTo4ke O[Ha KapTo4Ka 1,0

30 |odopmneHne kapTouku Ans OyOnupoBaHUA Ha MHOXWUTENbHOM | OfHa KapToudka 3,2
annaparte; NpoOCTaBneHMe WHAOEKCOB, WNEGPOB, ONBNNOTEYHbIX
NOMETOK, onpefeneHne n ykasaHue Trpaxa KapTodek

pynnoBasi o6paboTka JOKYMEHTOB

OT60op OAHOTMNHBIX OOKYMEHTOB, nognexawux rpynnoBon| ogHa rpynna
obpaboTke; cocTaBneHne obLien XxapakTepuCTUKM Ha KOMMIEKT | OOKYMEHTOB
OOKYMEHTOB

KonnyectBo OOKYMEHTOB B rpynne:

31 |1-9 39,0

32 |10-15 60,0

33 |16-30 106,0

34 |npoBepka NpPaBUIIBHOCTU COCTaBfIEHUS XapaKTEPUCTUKM Ha oAHa 13,0
KOMMMEKT JOKYMEHTOB XapakTepucTumka

PekaTanormnsauus (3ameHa KaTanoXHbIX KapToqu):

35 |cBepka KapTO4KM C  [OKYMEHTOM; MCMpaBneHWe CTaporo| ofHa KapToudka 17,4
Bmbnmorpadhnyeckoro ONUCaHus; COCTaBneHMe HOBOIO OMUCAHUS;
nepeHeceHve wndpa, WHBEHTAPHOrO HoMepa, OUBNMOTEYHbIX
NMOMETOK

MogroToBKa K MHOEKCUPOBaHNKD OOKYMEHTOB OJ1A KaTaloros:

36 |noabop kapToukM K OKYMEHTY, CBEPKA U BNOXEHNE B LOKYMEHT OAHa KapTo4Ka 0,5

37 |o3HakoMneHune C [OOKYMEHTOM; YCTaHOBJieHMe TeMaTuku; | OA4HO Ha3BaHue 0,88
pacnpefeneHvne no orpacnsam 3HaHus (No TemaTtuke)

38 |NIpOCMOTP WHOCTPaHHbIX MU34aHWA, NepeBOd AaHHbIX Ha PYCCKUM | OAHO HasBaHue 0,37
A3bIK

CuctemaTtunsaums OOKYMEHTOB!

39 |cucTematusaumMa [OOKYMEHTA C  WCMOMb30BaHMEM WHAEKCOB | OAHO Ha3BaHue 2,6
neyaTHOM KapTOYKM WUNU MakeTa KapTO4kM, HamneyaTaHHOro B
n3naHuM, 03HaAKOMIEHUE C AOKYMEHTOM, MPOBEpPKa COOTBETCTBUS
MHOEKCOB Tabnuuam Knaccudukaumun, npuHATbIM B BubnunoTeke,
npocTaeneHne UHOeKca Ha JOKYMeHTe

40 | cucTemaTusaums JOKYMEHTOB Npu OTCYTCTBUM MEYaTHOM KapTOYKM | OAHO Ha3BaHue 4,7
M MakeTa KapTOYkM B M34aHWU; O3HAKOMIIEHWE C [OKYMEHTOM;
onpederieHve uHaekca no Tabnuuam knaccudukaumm, NpUHATLIM
B 6UGNMOTEKe; NPOCTaBneHe MHAEKCa Ha JOKyMeHTe

41 |onpepeneHne aBTOPCKOrO 3HaKa [JOKYMEeHTa Mo aBTOPCKUMM | OAHO HasBaHue 0,62
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Tabnuuam

42 | WwWmndpoBKa AOKYyMeEHTa nNpun opMaTHO-MHBEHTAPHOW pacCTaHOBKe: | OAHO Ha3BaHue 0,42
onpegereHue opmarta AOKYMEHTa, HanucaHue wudpa

43 |pepakTpoBaHMe  KnaccMUKaALUMOHHOIO  MHAEKca;, NPOBEPKa | OAHO HasBaHWe 0,88
NpaBUNbLHOCTU MHAEKCA, aBTOPCKOro 3HaKa

44 | cocTaBneHme KapTouvku andaBuWTHO-NPEAMETHOrO KaTtanora (Ha| ofHa KapTouka 2,0
HOBYIKD TeMaTuKy); HanmcaHue Ha KapTouyke WHAeKca, Ha3BaHus
Katanora W KapTOTeKW, B KOTOPbIX OTpaXalTCs [OOKYMEHTbI;
yKasaHue CCbIfIkW W OTCbINIKW, CBA3M MexXay OTAeNbHbIMU
pybpukamum
MpeameTnsaums 4OKYMEHTOB:

45 | npeameTnsaunsi AOKYMEHTOB C MCMOMb30BaHMEM PyOPUK NeyaTHOM | OO4HO Ha3BaHue 2,6
KapTO4YKM; NpoBepKa COOTBETCTBUA PYOPWMKM NevYaTHOM KapTOYKU
npegMeTHOMY Katanory

46 |npeameTnsauns JOKYMEHTOB NpU OTCYTCTBUM NeYaTHOM KapTOYKW; | OOHO HasBaHue 4,6
03HaKOMJIEHWE C OKYMEHTOM, onpeaerieHne pyopuku

47 |cocTaBneHMe HOBbIX NpPeaMeTHbIX pPybpuk ©  noapydpuk; | ogHa KapTouka 1,3
nepeHeceHne Ha KapToUvKM Cny>XebHOM KapToTeKM

48 | pegakTupoBaHWe NpegMeTHOW pyopuku; NpoBepka MPaBWbLHOCTM | O4HA KapTouka 0,88
npeameTHon pybpuKM, TOYHOCTM HanNncaHus
OpraHusauns andaBuTHOro karanora:

49 |nogbopka KapTouku Mo andasuTy daMunui asTOPOB WM | OAHa KapTouka 0,36
3arrnaBui Ana paccTtaHOBKM B andasuTHbLINA KaTanor

50 |pacctaHoBKka nNpegBapuTeENbHO NOAOOpaHHbIX  KapToyek B| OAHa kapTouka 0,36
andaBunTHLIN KaTanor

51 |pepakTnpoBaHne andaBUTHOrO Katanora; nNnpoBepka pPacCTaHOBKWM | OOHa KapToudka 0,88
KapToyeK, NpaBUITbHOCTU [00ABOYHBIX WM CCbITOYHBLIX KapTOYEK;
ncnpaeneHme ownbok

52 |HanucaHve pasgenutens Ana andaBWTHOrO Katanora, ykasaHue OaVNH 0,88
OykBbI, criora pasgenutens

53 |pacctaHoBka pasgenuTenen B andaeBuTHbIA kaTanor: nogbopka OAWH 0,36
pasgenutenen no andasuTy, MNOUCK MecTa pasgenutens,| pasgenurernb
yCTaHOBKa, 3aKpenneHne CTepXHs
OpraHusauns cuctemaTU4eckoro Kkaranora:

54 |nopbopka kapToyku NO MHAEKCaM, BHYTpU pasgena no andasuty | ofHa KapToudka 0,42
damunui  aBTOPOB WNW  3arnaBuUlM  OnNs  pacCTaHOBKUM B
cucTemMaTuyeckuin katanor

55 |paccTtaHoBka NpedBapuTENbHO MNOAOOPaHHbIX  KapTovek B| OfHa KapTodka 0,42
cucTemMaTuyeckuin katanor
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56 | pepakTupoBaHue cucTteMmaTuyeckoro KaTanora: npoBepKka | OAHa KapTo4ka 0,88
NPaBUNLHOCTU HaMONMHEeHUs pasderioB KaTtanora Nno CoAepXaHuio,
WHAEeKcaummn n pacctaHoBKe; NCcrnpaBneHne owmbok
57 |aHanu3 cucTtemaTU4eckoro Kartanora: WCnpaBfieHMe WHAOEKCOB,| OOHa KapToudka 5,2
BHeECEHMEe U3MeHeHUN B andaBUTHbIN KaTasnor
58 |HanucaHve pasgenutens Ona  cUCTEMaTUYEcKOro KaTanora: oAvH 2,6
yKasaHve HanmMeHOBaHus pasgena, nogpasgena v Apyrux oTMeToK | pasgenuTerb
59 |pacctaHoBKa pasgenutenend B CUCTEMATUYECKUA  KaTaror: OaVH 0,42
noabopka Mo MHOEeKcam, MOUCK MecTa, YCTaHOBKa, 3akpenreHue | pasgenurenb
CTEPXHS
OpraHuzauns npegMeTHOro kartarora:
60 |nogbopka kapToyek No NnpeaMeTHbIM pybpurkam, BHYTPU pybpuK no | OAHa KapToyka 0,42
andgasuTy hammnuin aBTopoB Unx 3arnasui
61 |paccTtaHoBKka nNpegBapuTeENbHO NoAOOpaHHbIX  KapTovek B| OAHa kapTouka 0,42
npegMeTHbI KaTanor
62 | pegakTupoBaHue NpeaMeTHOro KaTanora: npoBepka NpaBUibHOCTU | OAHa KapTo4ka 1,0
CCbIFTOK, OTCbIMNOK, pybpuK
63 |HanucaHue pasgenutens Ana NpeaMeTHOro KaTtarora, ykasaHue OAWH 2,3
pyOpuWKK, OTCBISNKA, CChISNKA pasgenutens
64 | paccTaHOBKa pasgenutensa B npegMeTHbIA KaTanor, NoOUCK MecTa, OAvH 0,42
yCTaHOBKa, 3aKpenneHne CTepXHs pasgenutens
OpraHusauus HyMepaLuMOHHOro KaTanora
HOPMAaTUBHO-TEXHUYECKON JOKYMEHTaLNN:
65 |nogbopka KapTo4ky MO BMAAM AOKYMEHTOB, YCIOBHbBIM LMMPOBLIM | OfHA KapToyka 4,3
0003HayeHusAM, andgaBuTy COKpALLEHHbIX Ha3BaHWM  CTpaH,
naTtuHckoMy andaBuTy (MHOCTPaHHbIX CTaHAApTOB), NO HOMepaMm
JOKYMEHTOB
66 |paccTaHOBKa NpeaBapuUTENibHO NOAOOPaHHbBIX KAPTOYEK B KaTanor | ofgHa kapTouka 0,41
67 |pemaktnpoBaHue Katanora (npoBepka NPaBUNbLHOCTM | OAHA KapTouyka 3,2
Ombnmorpadnyeckux OMUcaHuK, PacCTaHOBKW; MCMpaBneHune
ownboK); BHECEHME OOMONHEHMI U UIBMEHEHUN B KaTanor (0TMeHa,
3aMeHa, M3MEeHeHUs, NMpPoAfieHne cpoka AeNCTBMS C yKasaHWeM
NCTOYHWMKA)
68 | HanucaHWe 1 paccTaHoOBKa pasgenurenen OaVNH 1,3
pasgenutens
OpraHusauusi 1 BegeHue anekTpoHHOro Kartarora:
69 | cBepka NOCTYNUBLUUX AOKYMEHTOB Ha AYy6NEeTHOCTb B 9NEKTPOHHOM | OAWH AOKYMEHT 1,6
Katanore
70 | npunucka NPoAOMKaOLWMXCS U3AaHNA B 3NIEKTPOHHOM KaTtanore OAWNH OOKYMEHT 1,6
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dopmupoBaHue Gmubnuorpaduyeckon 3anucu Ons 3MEKTPOHHOro |  oAdHa 3anucb
katanora; BBog B 6a3y OaHHbIX; 3arnofiHeHMe COOTBETCTBYHOLLUX
nonem:
71 | npu HanM4MM MakeTa nevyaTHOM KapTOYKK 0,36
72 | Npu OTCYTCTBMU NEYATHOWN KapTOUKM 0,42
73 | cocTaBneHne aHanMTUYeCcKon 3annucu 3,5
74 | cocTtaBneHne A06aBOYHBIX U CCbINIOYHbIX ONMUCAHUI OfHO onuncaHue 0,88
75 | pepakTupoBaHue bubnuorpadmyeckon 3anucu B 6ase gaHHelx AC; | ogHO onucaHue 1,3
BHECEHWE N3MEHEHUN
76 |BBOO nepeyHs npegMeTHbIX pybpuK apudMeTUKo-nornyeckmx | ogHa pybpuka 0,36
ycTponcTB (AJTY) K cucTemaTtMyeckomy kaTtanory u reHepanbHOn
CMpaBOYHON KapToTEKE
77 |BblBOA Ha 3KpaH Gubnmorpaduyecknx sanncen OJHa 3anucb 0,83
78 | peaakTupoBaHue pyopuK; HaNoNMHEHNe pa3aenos OfHa 3anucb 3,0
N3baTre kapToyek 13 katanoros
N3bsATHE KapTOYKM Ha WUCKIOYEHHblE U3 OMGNMoTeyHoro choHAa| ofHa kapTodka
OOKYMEHTbI:
79 |andasuTHOro KaTanora 0,52
80 |cuctemaTn4veckoro karanora 0,56
81 |npegmeTHOro kaTtanora 0,56
82 | HymepaunoHHOro karanora 0,42
83 | M3baTUe Bmbnmorpadmnyeckomn 3anmcm u3 ANEKTPOHHOrO KaTanora OofiHa 3anucb 0,84
TexHunyeckas obpaboTka JOKYMeHTa
HakneuBaHue Ha OOKyMEHTe NMCTKa Cpoka BO3BpaTta, kapMallka, | oguMH AOKYMEHT
AprbIKa:;
84 | nucToK cpoka Bo3Bparta 0,42
85 |kapmaluek 0,42
86 | Apnbik 0,26
Hanncanuve wundpa Ha AOKYyMEHTE U aprblKe: OAVH LOKYMEHT
87 |Ha pokymeHTe 0,26
88 |Ha sapnblke 0,36
89 |nepeHeceHve ¢OpPMaTHOMO W CUCTEMATUYECKOrO LWINGPOB C | OOAUH AOKYMEHT 1,6
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KapTO4YKMN Ha OOKYMEHT

90 | odopMNeHNe KapToOYKM OS1S TUPaXXMPOBaHUs OAHO Has3BaHue 1,0
91 |BHECEHME U3MEHEHNI B KAPTOUKE NOCMe TUPaXMPOBaHUS OAHO Has3BaHue 0,42
92 | pacnpegeneHve KaTanoXHbIX KapToYek Ha HOBble NOCTYNMEHUSA NO | OAHa KapTo4ka 0,42

CTPYKTYPHbIM noapasaeneHnam nocrie TnpaxxnposaHuaA

93 |3anonHeHne  KHWKHOro  cdopmyndapa:  ykasaHue  wudpa,| OAMH KHUXKHBIN 0,88
WHBEHTApPHOrO0 HOMepa [JOKyMeHTa, damunmm u WHMUManoB dopmynsp
aBTOpa, €ro Ha3BaHu4, LieHbl, roga usgaHusi

94 |3anonHeHne KapToYkM MHAMKATOpa Ha [OKYMEHT, HanpasnsieMblil | OAMH MHAMKATOP 0,88
B KHWrOXpaHeHWe: ykasaHuWe WHBEHTapHOroO Homepa, aBTopa W
3arnaews, Wudpa paccTaHOBKU

95 3anonHeHve nepegaToyHOM BEOOMOCTM Ha NapTUMIO  HOBbIX | OAHa BEAOMOCTb 0,42

NoCTynneHnin

Pa6bota B AC

BbiBOA Ha 3KpaH y4eTHbIX hOpM; pacnevaTka: ofHa copma
96 | NUCTbI MHOMBUAYASNBLHOMO yyeTa JOKYMEHTOB 0,05
97 | nepepaTodHas BEAOMOCTb HOBbIX MOCTYMNNEHNIA 0,05
98 | kapTo4ka c Gubnmorpadmnyeckon 3anmcblo ANst y4eTHOro kaTanora 0,05
99 | KHWXHBIN hopmynsap 0,05
100 | kapTo4Kka nHanKaTopa 0,05

lMpumeyaHue: K HopMam BpeMEHN NPUMEHSIOTCH NOBbILLAoLWmMe KO3SDPULUEHTHI:

- Npu cocTaeneHun Gubnuorpagnyeckoro oNnUcaHnsa Ha JOKYMEHT, Ha TUTYNbHOM NINCTE KOTOPOro YacTUYHO
OTCYTCTBYIOT AaHHble s bubnuorpadmueckon 3anveu - 1,13;

- npn 6ubnuoteyHom ob6paboTKe: KMHOMOTOOHOAOKYMEHTOB - 1,21; HOTHbIX, KapTorpaduyeckux,
nsonsgaHum - 1,15, cneumanbHbIX BUAOB HAYYHO-TEXHMYECKOW NUTEpaTypbl U AoKyMeHTauun - 1,10;

- npn paboTe C OOKYMEHTaMyM Ha MHOCTPAHHbIX A3blkax, NPW OpraHM3aumMm U BedeHUU KpaeBeOvyecKoro
kaTanora (kapToTeku) n 6MbnMoTeYHOro Katanora Ha MHOCTpPaHHOM 5A3bike - 1,15, Ha A3blkax cTpaH Asun u Adpukn
-1,5.

1.4. Pabota c hoHOOM

1.4.1. PaboTa no npuemy JOKYMEHTOB

Tabnvua 4
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EaovHuua Hopma
n/n n3mepeHuns BPEMEHM,
MWH.
1 2 3 4
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Mprem AOKYMEHTOB B CTPYKTYPHbIX NOApa3aeneHunsx
Mpuem [OOKYMEHTOB W3 oOTAena KOMMNEKTOBaHWs, CBepka C| ofHa naptus
conpoBoANTENbHBLIM MaTepuanom
KonunyecTBo aK3eMnnsipos:
1 (1-25 14,4
2 |26-75 37,2
3 |perncrtpaumss HOBbIX MOCTYNMAEHUA Nepuoaudecknx usgaHui, | oauH AOKYMEHT 0,26
npocTaBneHne OTMETKN B permcTpaumnmoHHOM KapToTeke
4 |npoBepka rogoBOro KOMMMEKTa XypHanoB W raset Ha Hanuive OAWNH HOMeEp 1,0
HOMepoB
5 |npoBepka 3anucuM Ha nNepBOM HOMepe [rOAO0BOro KOMMMeKTa: OQIVH HOMEP 50
Wwudpa, HOMepPOB, OTCYTCTBYIOLLMX HOMEPOB, MECSLEB
3anucb Homepa B ToOnorpacuyeckyrd OMNUCb, MPUIOXEHUA W OAWNH HOMeEp
creumarnbHble BbIMyCKU:
6 |Ha pycckom s3blke; 1,0
7 | Ha NHOCTpPaHHbIX A3blKkax 2,0
8 |npoctaerneHue wTemMnens CTPYKTYpPHOro noapasfeneHvs Ha OAWNH HOMeEp 0,26
OOKYMeHTe
Mogbop OOKYMEHTOB AN pacCTaHOBKU B hoHAE:
9 |nogbopka [JOKYMEHTOB MO  KNacCMUKAUMOHHBbIM  UHAEKCAM, | OAWMH LOKYMEHT 0,52
aBTOPCKOMY 3HaKy
10 |nogbopka [OKYMEHTOB Mo chopmaTty, MHBEHTApPHbIM HOMEpaM, | OAWH LOKYMEHT 0,92
Wwndpam paccTaHOBKM
11 |nogbopka AOKyMEHTOB Mo andaBuTy Ha3BaHWW, rogam, HoMepaw, | OAvH AOKYMEHT 0,48
pasgenam, nopsakoBoOMYy HOMepY
12 |nogbopka cneuBMaoB HOPMATUBHO-TEXHUYECKON JOKYMEHTAUMUN MO | OAUH LOKYMEHT 0,36
Knaccam, mnoAknaccam, rpynnam, noarpynnamM, WHBEHTapHbIM
HoMepam
PaccTtaHoBka 6ubnunotevHoro goHaa:
13 | paccTtaHoBKka LOKYMEHTOB Ha cTennaxax B| OOVH OOKYMEHT 0,52
cuctemaTnyeckm-angasmMTHOM nopsaake
14 | paccTaHoBKa JOKYMEHTOB Ha cTennaxax B| OAWH JOKYMEHT 1,3
bopmMaTHO-MHBEHTAPHOM Nopsiake
15 |paccTaHOBKa [OKYMEHTOB MO andasuTy HasBaHWi, rogam, | OOuH AOKYMEHT 0,63
HoMmepam, pasgenam, NopsaKkoBOMY HOMepPY
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paccTaHOBKA  HOPMAaTMBHO-TEXHWYECKOW  OOKYMEHTauuMuM MO | OAWH AOKYMEHT

Knaccam, mnoAknaccam, rpynnam, noarpynnam, WHBEHTApPHbIM

HOoMepam

KonunyectBo 4OKYMEHTOB B NOAOOPKE:
16 [1-5 0,52
17 |6-10 5,2
18 [11-15 0,88
19 |paccraHoBKa [OKYMEHTOB Ha cTennaxax B| OOVH OOKYMEHT 5,00

hopmaTHO-CUCTEMATNYECKOM " andaBnTHOM nopsiake

(npeameToB M MaTepuanoB rpaduvkm) B BUTPUHAxX U LIkadgax ¢

YY4ETOM KOMMIEKCHOrO XpaHEHUS PYKOMUCHbLIX M CTaponeyaTHbIX

KHUT
20 |paccTaHoOBKa OOKYMEHTOB Ha MWKPOHOCUTENAX B MHBEHTApHOM M| OAWH AOKYMEHT 3,0

HyMepaLVOoHHOM nopsiake

npoBepKka NPaBWUIIbHOCTM PacCTaHOBKM LOKYMEHTOB B OTAESNbHbIX | MaccuB hoHAa

MaccuBax oHaa

KonunyecTtBo npoBepsieMbIX AOKYMEHTOB:
21 |1-200 26,1
22 |201- 305 42,0
23 | 306 - 400 57,0
24 1401 - 600 88,0
25 |nepemelueHune (nepeHeceHne) AOKYMEHTOB Ha cBoboaHble MecTa ofHa norka 4,0

OdbopmneHre noroyHbIX pasgenutenen; HanmcaHue MONOYHbIX OOVH

pasgenutenei: pasgenutens
26 |Onga cuctemaTuyeckon paccTaHOBKM hoHOa 3,6
27 | ana bopmaTHOM paccTaHOBKU hoHOA 2,6
28 | onga andaBUTHOW paccTaHOBKM (boHAa 2,6
29 | ana HymepauuoHHOW paccTaHoBKM hoHaa 2,6

[MpumeyaHue: K HopMaM BpeMeHU NPUMEHSIOTCS NOBbILIaoLLMe KOSMDULNEHTDI:

- Npu nogbope 1 paccTaHOBKE KMHOOTOOHOOOKYMEHTOB - 1,2;

- HOT, KapTorpadu4eckux, nsomsgaHun - 1,5;

- Npu paboTe ¢ AOKYMEHTaMu Ha MHOCTPaHHbIX s3blkax - 1,15;

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

1.4.2. PaboTta no coxpaHHoCcTM hoHAa

Tabnuua 5
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N HanmeHoBaHue npouecca, onepaunn. Coctae paboThl EovHnua Hopma
n/n namMepeHns BpEMEHM,
MUH.
1 2 3 4

MNpoBepka GubnmoteyHoro goHaa:

1 |HanucaHue KOHTPONbHOro TarioHa Ha [OKYMEHT: yKkasaHue Ha HEM |  OAWH TarioH 0,88
MHBEHTApHOro HoMmepa, wudpa, dhamunmu, MHUMUMANoB aBTopa,
3arnaews, roga, Mecta usgaHus, LeHbl, MecTa XpaHeHus

2 | MapkuMpoBKa KOHTPOJIbHbLIX TarlOHOB: YCTaHOBKA, A€ YY4TEH AaHHbIN OAWH TaroH 0,26
OOKYMEHT (Y4eTHbIV KaTanor, MHBeHTapHas KHwra); npocTaBreHune
OnosHaBaTeNIbHOro 3Haka

Mopbopka KOHTPOMbHbLIX TaroHOB: OAMH TarioH
3 | N0 MHBEHTapPHLIM HOMepaMm 0,21
4 | no andasuTy hamunmii aBTopoB UNn 3arnasumn 0,31
5 | no knaccnukaunoHHOMY UHOEKCY 0,52
6 |cBepka KOHTPOSIbHLIX TarOHOB C WHBEHTAPHOW KHWIOW, OTMEeTKa OOVH TaroH 0,21

NPOBEPKN Ha TalrioHe U B KHUTre

7 |cBepka KOHTPOJSIbHbIX TarlOHOB C YY4ETHbIM WUIN aﬂd)aBl/ITHblM, OOWH TalloH 0,26
TOI'IOFpa(*)VI‘-IeCKMM KaTtanoramum, OTMETKa Ha TaJfioHe U B KaTarnore

8 |aHanu3  copmbl WHOMBUOYANbHOIO  y4eTa; BbISIBIIEeHNE | OOWH OOKYMEHT 1,3
OOKYMEHTOB, He NpoLleLwmnXx NpoBepKy

9 |cocTaBreHne KapTo4ykM Ha OOKYMEHT, He I'IpOLLIGﬂ,LIJI/II?] NpPOBEPKY OOWH OOKYMEHT 0,83

10 |nonck [OKYMEHTOB, He MNpOLEeAlWnX MpPOBEpPKY, MO PasfnUYHbIM | OAMH AOKYMEHT 3,6
y4eTHbIM hopMam, KapToTekaMm, XKypHanam, KHKHbLIM Norkam

CocTaBrneHune crnvcka HedoCcTaloWwmx B OHAe OOKYMEHTOB OOWH CTINCOK

KonnyectBo LOOKYMEHTOB B CIMUCKe:

11 |1 0,78
12 |2-10 8,3
13 |11-25 19,3

OT6op OOKYMEHTOB ONs U3bATUS U3 choHaa

[MpocMOTp AOKYMEHTOB Ha NpeameT u3bAaTus u3 doHaa: OOVH OOKYMEHT
14 | HenpoUnbHbIX 3,1
15 | pybneTHbIX 1,6
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16 |ycTapeBLUMX NO coaepXaHWUio 3,1
17 | BeTxux 0,88
18 | manowucnonsb3yembix, HEUCMonb3yeMblX 2,6

MogroToBka OOKYMEHTOB K aKTUPOBaHUIO:

19 |nopbopka OOKYMEHTOB B MapTUU Mo MpuUYnHaM U3bATUS; CBEpKa C| OOMH OOKYMEHT 0,36
KHVXXKHBIM (DOPMYNsipOM

20 |nogbopka KHWXKHbIX (QOPMYNSIpOB Ha [AOKYMeHTax B Mopsiake | oauH popmynsp 0,42
WHBEHTapHbIX HOMEpOoB, andasuTa, >XypHanoB - MO rogam u
HOoMepam
CoctaBneHve cnucka K akTy BblOblTUS (nepegauyn); nogcyet OAVH aKkT

obLer cymmbl; opopMIieHne akra

KonnyectBo OOKYMEHTOB B CINUCKe:

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

MogroToBka OOKYMEHTOB B nepenner:

24 |oT6Op [OOKYMEHTOB ANl MepenrneTta; npoBepka COCTOSHWUSA | OOWMH JAOKYMEHT 3,4
JOKYMEHTa; 3anonHeHne (CBepka) KHWXHOro hopMynsipa

25 |nogbopka KOMMNMNEKTOB, CBSA3blBaHWE B nNayvkn; OdOpMIIeHNe | OOUH AOKYMEHT 2,6
OOKYMEHTOB Ans nepefayv B nepennet

26 |moaroToBKa AOKYMEHTOB K BOCCTaHOBMEHWMIO: noAbop AOKyMeHTa, | OAWH AOKYMEHT 2,6
aHanorM4yHoro  noBpexaeHHoMmy; odopmrieHne 3akasa Ha
KonupoBaHue

27 |npveM 3akasa nocrie KOnmpoBaHWS, MpoBepKa KayecTBa KOMWW, | OAWH AOKYMEHT 0,83

NMoAroToBKa AOKYMEHTa K nepenneTy

28 |npueM [OKYMEHTOB M3 MepenneTa: cBepka MOCTYNMBLUMX W3 | OOWMH JAOKYMEHT 5,2
nepenneta [OOKYMEHTOB C KHWKHbIM hopMynsipoM; npoBepka
kayecTBa MepenneTa; BOCCTAHOBIEHWE 3arfnaBus; HanvcaHue
LWKndbpa Ha AprbIke, KOpeLLKe AOKYMEHTa

MogwmBka ras3eT n TOHKMX XypHarnos:

29 |onpepeneHue c¢opmaTta, BroOXeHUE KOMMIEKTa XypHanoB B oAHa nanka 13,0
nanky HyxHoro cpopmaTta, 3aBfi3biBaHUe; BblHeceHUe wudpa,
Ha3BaHus, roga usgaHusi, HoMepa XypHanoB Ha OONOXKY U
KOpEeLUOoK nanku

30 |packnagka raset No HasBaHMSAM: MpoKanbiBaHWe, BrIOXEHWe B ofHa nanka 9,4
KapTOHHYI0  OBNOXKY (nanky), MpOLHYpoBKa; odopMneHne
00noxku (HasBaHue, rod, HOMep, MecsL)
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Menkuii peMoHT hoHaa:
31 |nogknerika OOKYMEHTa, KapMallKoB, SIpSibIKOB; BOCCTaHOBIIEHME ofHa narnka 4,2
3arnasui
PecTtaBpaumsi KOpeLLKoB:
32 |onpegeneHne obbema paboTbl; yaaneHwe CTaporo Kopellka, | OOMH KOPEeLUOK 60
noaroToBka korneHkopa (obpeska, nmogkrnenka); npoluvBka Onoka
OOKYMeHTa, MOoAKIenKa HOBOro Kopellka, pa3meLlleHne nog npecc
PecTtaBpauus ctpaHuu;
33 |onpeageneHne obbema paboTbl; noaknerika doTorpadumin, KapT,| ogHa cTpaHuua 10
yepTexXen; BOCCTaHOBIIEHNE YacTel CTpaHuL, (cTp.)
O6ecnbinmBaHne oHaa:
34 |obecnbinuBaHMe ¢oHOaA C MNOMOLLbLIO Mbiflecoca; obecneyeHue | ogHa Mepornornka 12,0
paboyero MecTta TEXHUYECKMMU CpeacTBamu; NpoBeAeHue
obecnbINMBaHMs; 3aHOC TEXHUYECKUX CPEACTB B MeCcTa XpaHeHu s
35 |py4dHoe obGecnbinuBaHne doHaa; obecneveHne paboyvero mMecTta | ogHa Meporonka 9,4
TEXHUYECKUMUN CpeacTBaMu; 3aHOC TEXHUYECKMX CPeacTB B MecTa
XpaHeHust
MprMeyaHue: K HopMaM BpeMEHU NPUMEHSIIOTCS NOBbILWaoLwmMe KO3MMULNEHTbI:
- Mpu py4yHoM obecnbinnBaHny OHAA HOTHbIX, KapTorpadu4ecknx, n3onsgaHun, aucceptauun - 1,2;
- Npu obecnbinMBaHnM oHaa ¢ NOMOLLbHO Nbinecoca - 1,3.
1.4.3. N3yyeHune 6mbnmoTeyHoro oHaa
Tabnuua 6
N HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHMU,
MWH.
1 2 3 4
MoarotoButensHas paboTta no naydeHuto 6MdnMoTeyHoro oHaa:
1 |cocTaBneHune nnaHa paboTbl N0 N3y4eHuto GnubnuoTtevHoro cgoHaa OOWH nnaH 214,0
(vyactu doHaa)
2 |MOAroTOBKA WHCTPYMEHTapus MO M3y4eHuo OubnmoTtevHoro| opHa Tabnuua 6,3
doHOa; cocTaBneHve Tabnuubl N0 pasfUYHbIM  acrnekTam
N3y4yeHus
3 |nogbopka Gubnuorpaduyecknx nocobun, MHPOPMALMOHHLIX | OOHO nocobue 20,0
CMMCKOB /151 NpoBeAeHust paboTbl MO U3yvyeHuto OMbnmoTeyHoro
doHaa
4 |nNoAroToBKa MHCTpyKTaXa Ans nposefeHuss paboT no mnsyvyeHuro OavH 83,0
B6mbnmoTteyvHoro oHaa WMHCTPYKTax
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Bubnuorpadunyeckoe nsyvyeHne 6ubnmotevHoro oHaa

OsHakomneHne ¢ copgepxaHueMm Gubnuorpadudeckoro nocobusi,| ogHo nocobue
MHOPMaLIMOHHOMO Cncka Ans NpoBeAeHNs paboThl N0 U3YYEHUID
©61bnmoTevHoro ooHaa

KonnyectBo Ha3BaHui B nocobum:

5 11-25 15,7
6 [26-50 34,0
7 |51-100 68,0

Ceepka kapTouyku kaTtamora ¢ 6Gubnuorpacdumyecknm onucaHuem | OfHa KapToyka
OOKYMEHTa, yKasaHHOro B nocobuu; BHeCEHWe OTMETKM O Hanuunm
AOKyMeHTa B (hoHae:

8 |andaBuTHbIN KaTanor 0,26
9 |cuctemaTudeckumi katanor 0,42
10 |cocTaBneHune Gubnuorpacgmyeckoro onnucaHusa Ha OTCYTCTBYIOLLME | OOHA KapTouka 2,6

B 6UBNMOTEKE [OKYMEHTDI

NPOCMOTP HAaMOJIHEHUA CUCTEMATUYECKOIro Katasiora B pa3syiMiHbIX | OA4Ha KapTo4Ka
acnekrtax (I'IO oTpacnam 3HaHuA, Bnaam, FOD,aM); conocTtaBlieHune
NOJTy4eHHbIX OaHHbIX C TEMATUKO-TUMNOJIOTNHECKUM
(ﬂepCﬂeKTMBHbIM) nraHOM KOMMJEKTOBaHuA; yTO4HEeHne, BHeCeHne
KOPPEKTUB B MNJj1iaH KOMNJ1IeKTOBaHNA

KonuyectBo KapTo4ek B ALLUKe:

11 {1 -500 43,0
12 501 - 1000 85,0
13 |1001 - 2000 173,0

Cratuctnyeckoe nsyvyeHme 6ubnmoTevHoro oHaa:

14 |3anonHeHue cTaTUCTMYeckux Tabnuy (No cocTaBy, AMHaAMuKe W | oOfHa Tabnuvua 19,3
CTeneHn ucnonb3oBaHus 6ubnuoTevHoro ¢poHaa) Ha OCHOBaHMM
Y4EeTHOM JOKYMEHTaumnn

15 |pacyeT nokasaTenen KHUroobecneyeHHOCTU, obpallaemocTy, OaVNH 2,0
4ynTaemMocTu nokasarternb

16 |cnnowHoM NpoCMOTP AOKYMEHTOB Ha cTennaxax, MnoacdeT no | oAuH AOKYMEHT 0,84
KHWXHBIM hopMynspamM unm nuctkam cpoka Bo3BpaTa Konm4yecTsa
KHUrosblgau

17 |mapkupoBKa Heucrnornb3yemMon 4actu doHaa B 3aBUCMMOCTU OT | OOMH OOKYMEHT 0,26

NPUYKMH, Bbl3BaBLUNX HU3KYIO O6paL|J,aeMOCTb

18 |3anonHeHne Tabnuubl MHTEHCUBHOCTHU ucnonb3oBaHusa | ogHa Tabnuuya 50,0

KOHCYHbTaHTnﬂI-OC www.consultant.ru Crpanuua 23 n3 223

Hafieé)KHasa npaBoBaa noaoAepXXKa


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

Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[lokyMeHT npefoctasneH KoHcynbTaHTloc

[ata coxpaHeHus: 21.05.2015

onbnunoTteyHoro oHaa
CocTtaBneHne 1 aHanu3 Tabnuy no ulydeHuto OmbnmoTeyHoro
doHaa
CocraBneHuve Tabnuubi:
19 |no cocTaBy, pa3BUTHIO U UCMONb30BaHNIO BrbnuoTeyHoro poHaa ogHa Tabnuua 63,0
20 |no cTeneHn ucnonb3oBaHUA OHOA B pasnuMyHbIX acnektax (B| opgHa Tabnuua 68,0
OoTpacnesoMm, N0 BUAAM U3gaHum)
21 |no o6beMy Heucnonb3yemon 1 manocnpalusaemMon Yyactum oHga| ogHa Tabnuua 63,0
W NpUYUHAM ee HaKomnneHns
AHanuns Tabnuubi: opHa Tabnuvua
22 | no cocTaBy, pasBUTUIO U UCMONb30BaHMIO BUBNMoTeuHoro hoHaa ogHa Tabnuua 56,0
23 |no crteneHn ucnonb3oBaHuWs oHOa B pasnuyHbliX acnekrtax (B| opHa Tabnuvua 56,0
OoTpacnesoMm, MO BUAAM U3gaHui)
24 |no cocTaBy M BENMYMHE HEUCNONb3yeMOW M MarnocnpalimMBaemon | ogHa Tabnuua 60,0
yacTu poHaa v NpUYNHaAM ee HakonneHns
25 |cocTaBrneHuMe nfaHa  MeponpusaTMA W NPenfiokeHun no OOVH nnaH 161,0
pesynbTatam nsyyeHusa oHaa

Ha MHOCTpPaHHbIX A3blkax K HOpMaM BPEMEHU NPUMEHSIETCS NOBbILaoLWMi ko duumneHTt 1,15,

MprvmMeyvaHne: BpeMsi NPOBEOEHUS MHCTPYKTaXa B HOPMY BPEMEHU He BXOAMWT; Npy paboTe ¢ JOKYMEHTamu

1.5. O6cnyxmBaHue ynutatenen

1.5.1. PaboTa c umtatenem

Tabnuua 7
N HanmeHoBaHwme npouecca, onepauun. Coctas paboTbl EavHnua Hopma
n/n n3MepeHus BpEMEHWN,
MWH.
1 2 3 4
3anuce yntaTtens B 6GubnmoTteky:
1 |nNpocMOTp [AOKYMEHTOB u4uTaTtens (macnopT, YOOCTOBEpPEHMWE,| OAMH YMTaTenb 1,7
NopyYnNTENbLCTBO); MPOBEPKA HamnuMuus Y4eTHO-PErMcTpaLMoOHHON
KapTo4ku ynTaTensi
2 |3anonHeHve dopmMynapa  uuiTaTtens, YYeTHO-perncTpauMoHHOM | OOWH YnTaTenb 2,0
KapTOu4Ku, YiTaTenbckoro bunerta
3 | o3HakomneHue yutatens c npasunamMmu Nonb30BaHWs | OAMH YUTaTerNb 50
BbubnmoTekon, pacnonoxeHnem oHAa, CPaBOYHbIM annapaTom
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MOMCK W pacCTaHOBKa YYETHO-PErmcTpaLMOHHbLIX KapTO4YeK no
andasuty hamunuin Yntatenewn

ofHa KapTouka

0,26

Mepepernctpauna ymtarenen

nouck cdopmynsapa (PerucTpaumoHHOW KapTO4uku) uyuTatens;
BHECEHME WU3MEHEHWN B HUX W YuTaTenbckuii bunet (yTouHeHue
aHKeTHbIX [daHHbIX, HOBOrO 4MTaTenbCKOro HOMepa, pAaThbl
nepepeructpaymuu)

OOWH YnTaTesnb

12,0

3anuck (nepeperucTpaumsi) yutaTeneir B aBTOMaTU3MPOBaHHOM
pexume:

Habop Ha knaBuaType cBegeHun O uduTatene: damunus, uvs,
OTYECTBO, XapakTepusywolme ero npusHakm (obpasoBaHue,
cneumanbHOCTb, MHas MHopMauus), Kog

OOWVH YnTaTtenb

6,0

OCYLLEeCTBMEHNE KOHTPONS 3a BO3MOXHbIM HanuumMem AaHHbIX O
yuTaTene, 3anucasluemMcs B Bubnuoteky (paHee 3anuncaH, nuWLIEH
npasa Nosib30BaHNs)

OOWVH YutaTtenb

1,0

odhopMreHne Koda YmTaTens ¢ KOHTPOSIbHbIM pas3psaaoM U CPOKOM
MonNb30BaHMA uuTaTenbCkMM OuNeToM Ha OCHOBE BblOAHHOM
MHpopmauum

OOWH YnTaTersb

0,52

BblBE[leHNEe Ha MPUHTEp CBEeAEeHWin O 3anucaslleMcs yuTaTerne B
Buae GnaHka, Bblpe3aHue GraHka W BKMelKka ero B YMTaTenbCKui
ounet

OOWH YnTaTersb

13

Pa6ota gucnetyepckon cnyxosbi:

10

npuemMm 4YutaTesribCKoro Tpe6OBaHMﬂ; npoBepka npaBUIibHOCTU
3anoJyiHeHusa Tpe6OBaHI/Il7I, YTOYHEHne MecTa XpaHeHusA
OOKYMEHTOB; OTMeTKa B ﬂ,VICHeT‘-IepCKOVI CeTKke, nepegaya
Tpe6OBaHl/IF| B KHUroxXpaHeHune

oaHO
TpeboBaHue

0,73

BbinonHeHne TpeboBaHun noTpebutenen, Boigava JOKYMEHTOB U3
OCHOBHOIO KHUFOXpPaHEHMUS:

11

nonyyeHve TpeboBaHMn, permcTpaums, nogdéopka nux no wudpam

0OHO
TpeboBaHue

3,0

12

MOMCK OOKYMEHTA, HAaHeCeHMe OTMETKU Ha TpeboBaHMU, KHKHOM
dopmynsipe, AucneT4epcKkomn ceTke

oaHO
TpeboBaHue

50

13

YCTaHOBJIEHNE MecCTa HaxoXaeHua HeHangeHHoro OOKyMeHTa no
cnpaBOYHbIM KapToTeKaM, KaTanoram

0OHO
TpeboBaHue

7,0

14

Bblaya [OOKYMeHTa W3 OTAena KHUroxpaHeHusi MnoTpebuTento;
OTMeTKa Ha KHWKHOM chopMynsipe, TpeboBaHUK

OOVH JOKYMEHT

2,0

15

NPUHATUE [OOKyMeHTa OT noTpebutens; nouck
dopmynsipa, TpeboBaHWs; NnoralleHme oTMETKM O Bblaade

KHWXHOro

OOWH OOKYMEHT

3,0

Bblgaya KOMMMEKTOB AOKYMEHTOB BO BPEMEHHOEe MoNib3oBaHue
nogpasgeneHnsm 6nbnuoteku:

KoHcynbTaHTINIOC
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16 | odopmneHue 3asiBKM Ha KOMMNNEKT LJOKYMEHTOB, NepefaBaemMblli B| ofHa 3asiBka 5,0
CTPYKTYpHOE noapasgeneHue

17 |nogbop [AOKYMEHTOB B  KOMMSEKTbl; HanMcaHWe BTOPOro| OOMH OOKYMEHT 40,0
3K3eMmnnsipa KHxkHoro chopmynsipa (MHankaTopa)

Bblgaya KOMMNEKTOB  OOKYMEHTOB; OTMETKA Ha  KHWKHOM | OOWH OOKYMEHT
dopmynsipe (nHpnkaTope) aaTbl Bblaauu, AaHHbIX
noapasaeneHunsi, NonyyaoLlero KOMnIexT

KonnyectBo AOOKYMEHTOB B KOMIMJIEKTE:

18 |25 6,8
19 |50 13,5
20 (200 108,0

MonyyeHne  KOMMMEKTOB  [OKYMEHTOB  OT  CTPYKTYPHbIX | OOWH KOMMMEKT
noapasfeneHnin; MOUCK KHWXHOro dopmynspa (MHAuKaTop);
noratleHne OTMETKM O Bblaaye, BIOXEHNEe ero B IOKYMEHT

KonnyectBo AOOKYMEHTOB B KOMIMJIEKTE:

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

O6CJ'Iy)KI/IBaHVIe yuTaTenen B YNTaNbHOM 3ane:

24 |npoBefeHue KOHCynbTauuu, Gecedbl C 4yuTaTeneMm y KaTarnoros, ofHa 50
KapToTeK, KHWXHbIX MOSIOK, UHPOPMUPOBAHME YMTATENSA O HOBbLIX | KOHCynbTauus
NOCTYMNEHNsIX

Mon6op [OOKYMEHTOB B MOACOGHOM (boHAe uYWTanbHOro 3ana;| oauH AOKYMEHT
nepenaya Ha kadeapy Bblaayu:

25 | no TpeboBaHuMIo YnTaTens 2,0
26 |no ycTHoOMy 3anpocy 1,7
27 |no onpegeneHHon Teme 3,1

Mon6op AOKYMEHTOB MO Yy4eGHOM nporpamMmMe Ha OCHOBAHUW | OOWMH KOMMMEKT
MakeTa KOMMIeKTa JOKYMEHTOB, BblAaBaeMblx CTyAeHTaMm; noabop
y4ebHUKOB MO hakynbTeTaM, Kypcam, rpynnam; cBepka KHUKHbIX
dopMynspoB C Ha3BaHWEM KHUT, UHBEHTAPHbIMU HOMEpPaMu

KonnuectBo LOOKYMEHTOB B KOMMIEKTE:

28 |10 2,7
29 |20 5,4
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30 |40 10,8

31 |BblJaya [OKyMeHTa: CBepka BblaBaeMoro [OKyMeHTa C| OoOuH OOKYMEHT 2,0
yuTaTenbCckuM TpeboBaHMEM; NpoBepKka HanuuuMsa  CTpaHul;
BHECEHMe 3anucu Ha 4uTaTenbckoM TpeGoBaHWUM (KOHTPOINbHOM
NUCTKE); BNOXeHWe B YnTaTenbCckuii GUNeT, paccTaHoBKa, oTMeTKa
KHUroBblAa4u

32 | nony4eHve OOKyMeEHTa: CBepka ero ¢ TpeboBaHneM (KOHTPOMNbHbIM | OAUH AOKYMEHT 2,0
MNCTKOM); NPOBEpKa COXPaHHOCTU AOKYMEHTa, Hanuums CTpaHuL,
BHECEHWE OTMETKUN O Npueme

33 |nonydyeHne [OOKYMeHTa, 3akasaHHOro u4uTaTeneM B oOTAene| OOWH AOKYMEHT 0,5
KHUroXpaHeHus

34 |nepejada [OKYMEHTa, CHAAHHOIO  yuiTatenem, B  OTAen | OAuH OOKYMEHT 1,0
KHUroXpaHeHust
OT6op 1 nepegava 4OKYMEHTOB Ha KOMMPOBAHUE: OAVH LOKYMEHT

35 |oTOOp [OOKYMEHTOB (OTAEMbHbIX CcTaTen) Ans nepefavn Ha| oauH OOKYMEHT 5,0

MUKPOUIbMUPOBaHME 1 KOMMPOBaHWe

36 |noaroTtoBka [OKYMEHTOB K KOMUWPOBaHWIO; OodopMIieHne 3akasa; | OAWH OOKYMEHT 3,0
perncTpaums B y4eTHblX doopmax

37 |nonyyeHve MuKpodUbMa W KOMUK; TNpPoBeEpKa MpPaBUIIbHOCTM O[VH 3aKas 5,0
BbINOMHEHUs 3aKasa

O6cnyxuBaHue YnTaTenen Ha aboHeMEHTE:

38 | nogbop AOKYMEHTOB ANS pekoMeHZauuv YutaTensim OAVH [OKYMEHT 50

Bbligava OOKYMEHTOB 4uTaTesio, NOUcCK cbopmynﬂpa yyuTatend, | oauH OOKYMEHT
yKa3aHne CpOKa BO3BpaTa, npoBepka Hann4uuna CTpaHul;

obcnyxuBaHue:
39 |B3pocnbIX 2,7
40 |peTten 3,2
41 |nposegeHve Gecefpl C uyutatenem, MHPOPMUPOBAHME O HOBbIX | OOWH YUTaTEmNb 50
NOCTYNNEeHNAX

MonyyeHne MOOKYMEHTa OT u4uTaTensl, BHECEeHMe OTMEeTKM O| OAWH AOKYMEHT
npueme; MpoBepka Hanuuna CTpaHWul; BrIOXEHWE KHUDKHOIO
dopmynsipa; obcnyxunsaHue:

42 | B3pocChbIX 1,8
43 | peTen 5,0
44 |npoaneHue cpoka Monb30BaHWUs AOKYMEHTOM; Nouck copmynsipa | oguH dopMynsp 3,0

Yyntatena, BHeCeHMUe OTMETKM O NpoasieHNN CpoKa NoJsib3oBaHUA

CosgaHne konuin JOKYMEHTOB MO 3anpocam ymTaTenen:
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45 | KoHCynbTaums yiuTatenern no Belbopy napameTpoB KONMPOBaHUSA oaHa 5,0
KOHCYnbTauns
46 | cosgaHune ANEeKTPOHHOW KONUKM C opurMHana O[lHa CKaH-Kkonus 0,15
47 | cosgaHune BymaxHoW Konuu ¢ opurMHana ofHa cTpaHuua 0,15
48 | cosgaHue Konuu ¢ MUKpodopm OOVH Kaap 0,5
49 | nevaTb BYMaXHbIX KOMWUI OOKYMEHTOB 13 3b OAVH nuCT 0,08
50 |cosgaHue anNeKTPoHHOW OOTOKOMNKN C opurMHana OOVH Kaap 5,0
lMpumeyaHue: K HopMam BPEMEHN NPUMEHSIOTCH NOBbILALWME KO3PDULMNEHTI:
- Mpu obcnyXuBaHun YitaTenen KMHOOToOHOOOKYMEHTaMU - 1,2;
- HOTHbIMM, KapTorpaguyeckummn, nonsgaHmsamm - 1,15;
- cneyunanbHbIMU BUAaMU Hay4YHO-TEXHUYECKOW nuTepaTypbl N AOKYMeHTauuu - 1,1;
- Npu paboTe ¢ JOKYMEeHTaMM Ha MHOCTPaHHbIX A3blkax - 1,15;
- Npu paboTe ¢ JOKyMeHTaMu Ha sai3bikax Asun n Adpukm - 1,5.
1.5.2. BHyTpeHHsAs paboTa
Tabnuua 8
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
NogroToBka K Bbloaye:
1 |paccrtaHoBka opmynapoB uuTaTenen (no cpokam, Homepawm, | oauH bopMynsp 15,0
andgasuTy)
2 |nogBeneHue wutoroB paboTbl 3a MNpOLWEAWNA OeHb, BHECeHue eXXegHeBHO 9,2
3anucu B AHEBHUK
3 |nogbop AOKYMEHTOB MO NpeABapUTENbHbIM 3akaszaM uYutaTenen u| OguH OOKYMEHT 3,0
nnaHam 4YTeHus
4 | NpOCMOTP HOBbLIX NOCTYNNEHU ANa pekoMeHaauUmMm YntaTtensm OQVH JOKYMEHT 2,0
5 | NpocMOTp 1 NOMNOSIHEHNE KHWMXKHBIX BbICTABOK, ALLMKOB CBOOOAHOMO | OONH OOKYMEHT 3,0
BblIbOpa KHUI, TEMaTU4ECKNX NOSOK U CTennaxemn
6 |noarotoBka pabo4yero mecrta €XXeJHEBHO 10,0
PaboTta ¢ hopmynapom untartens:
7 |aHanu3 OopMynNsapoB 4YuUTaTenen, BbISIBIEHWE 4uTaTeNbCKUX | 0AUH bopMynsp 4,3
NHTEepecoB
8 |cocTaBneHue KapToukuM ONA KapTOTEKU YUTaTEeNbCKMX UHTEPEeCcOoB; | OAHa KapTouka 0,86
COCTaBrieHne cnucka YMtaTenbCKnX MHTEpecoB
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9 |3anucb B hopmMyndape uumtatenst o0 pesynbraTtax aHanuM3a 4YTeHusi| OofHa 3anucb 3,6
3a onpeaeneHHbIn nepuoa

10 |sanuMcb B [OHEBHUKe OUONMOTEKaps O AUHAMMKE YTEHUs U| oJHa 3anucb 9,2
WHTepecax yutatens (rpynnel YutTaTenen)

Pabora c untarenamu, He BO3BpaTUBLUMMMN OOKYMEHTbI B CPOK:

11 |nouck hopmynsipoB yuTaTenen, He BO3BPATUBLUMX AOKYMEHTbl B| OAWH hopMynsap 1,0
CpOK
12 |HanucaHue OTKPbITOK-HAaNOMWUHAHUA O BO3BpaTe [OOKYMEHTOB;| oauH oopMynsp 2,0

OTMeTKa AaTbl HANOMUHaHWA Ha hopmynsipe

13 |onoBelleHne (No TenedoHy) uuTaTens, He BO3BpaTMBLUErO | oauH hopMynsip 4,0
[OKYMEHT B CPOK; OTMETKa AaTbl HAaNnoMuUHaHusA B dhopmynsipe

ObecneueHne KOHTPOMS 3a cpokamu Bo3spaTta AokymeHToB B AC:

14 |BbIBOA Ha NPUHTEpP CMMCKa YnTaTenen n aboHEHTOB-3a40KHUKOB OWH CNNCOK 0,16
15 |cocTaBneHune cnmcka 3agomkHNKOB ONH CNNUCOK 0,16
16 |pacnedaTtka Ha NPUHTEPE HanoMuHaHWSA aboHEeHTaM M yuTaTensam| OOWUH CMUCOK 2,2

0 CpoKe Bo3BpaTa (agpec, HasBaHUs B3ATbIX JOKYMEHTOB)

17 |n3bATME U3 Basbl AaHHbLIX CBEAEHMWI O 3aHATOCTU BO3BPALlEeHHbLIX | OoAHa 3anuch 0,4
[OKYMEHTOB

OchopmneHne novcka 3af0ImKHUKOB Yepes Cya:

18 |konupoBaHue dopmynsipa uuTaTensl; YTOYHEeHWe  aBTopa, | OOWH AOKYMEHT 2,7
Ha3BaHWs, WHBEHTApHOrO HOMepa, LeHbl [JOKyMeHTa, He
BO3BpalLEHHOTO B  CPOK; MNepeyucrieHne roCrowWnHbl 33
ocbopMIieHne UCMONMHNUTENbHBIX HaaMUCeN; Nepeckifika Aena B cya:

19 |nonyyeHne wun odOpMIIeHNe [OKYMEHTOB W3 HOTapuanbHOW | OAMH OOKYMEHT 2,7
KOHTOpbI (MpOCTaBNEeHNWE HOMepa pacyeTHOro cyeta, HOMepa
WCNONHUTENBHON HaaNMcK)

20 |cocTaBreHue akTa Ha onnaTy Yepes cy YyTepsiHHbIX JOKYMEHTOB OOWH OOKYMEHT 2,7

aneM LOOKYMEHTOB B3aMeEH YyTEePAHHbIX:

21 |nouck yuTaTenbCkoro hopmyngapa; BHeCeHMe COOTBETCTBYHOLLEN | OAWH OOKYMEHT 5,0
3anucn B dopmynap, TeTpagb ydveTa KHUM, MNPUHATBIX B3aMeH
YTEPSAHHbIX

22 | NpocMOTp AOKYMEHTa, npeanaraeMoro B3aMeH yTepsiHHOro OQVH JJOKYMEHT 2,0

PaboTta ¢ oTkasamu:

23 |ydyeT wu «knaccudpmkauus  OTKa3oB: OTMETKA Ha  NUCTke oOHo 1,6
ymTaTenNbCKOro TpeboBaHNA NPUYMHLI OTKa3a TpeboBaHue

24 | paccTaHoBKa YymTaTeNbCKUX TpeboBaHui B KapToTeke OAHO 0,32
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"HeyQ0BNETBOPEHHbIN cnpoc” TpeboBaHue
25 |aHann3 0TKa3oB, COCTaBflIEHWE CBOAKM OTKas3OB B OTpPaclieBOM OOVH OTKa3 1,0
paspe3e (N0 npuyMHaMm oOTKasa WM MepaM WX JNUKBUOALUMU U
npeaynpexaeHns)
26 |coctaBneHue O6ubnMorpadmnyeckoro OnucaHus Ha [OOKYMEHTHI, OAHO 2,0
nMetowme Hanbonbllee YUCro OTKA3oB, M Mepedada KapToudku B | bubnuorpadude
oTAEeN KOMMMEKTOBaHMS CKOe onucaHue
1.5.3. BHecTauunoHapHoe obcnyxmsaHune
Tabnuua 9
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHuns BPEMEHM,
MWH.
1 2 3 4
OpraHusauns 6ubnmnoTeYHbIX MyHKTOB, NepeaBwKHbIX BubnnoTek:
1 |3aknioveHne gorosopa mMexay 6ubnmoTekon n opraHvu3aumen, rae | OOuvH 4OroBop 270,0
OyaeT OCyLLEeCTBNATLCA BHECTALUMOHAPHOE 00CNyXMBaHNe
2 | odopmnenne gopmynsapa GUbNMOTEHHOrO NyHKTa O4VH hopmynsap 13,5
3 | odhopmMmneHne nanku ¢ JOKyMeHTaMu (4OroBopa, AOBEPEHHOCTU Ha ofHa narka 13,5
nonydeHue KHur, copmynsapa OMbnmMoTeyHoro nyHkTa, OTY4ETOB M
OPYrMX AOKYMEHTOB)
4 | cocTaBneHMe Cxembl pasMelleHusi OMONMOTEYHBbIX MYHKTOB Ha olHa cxema 126,0
TeppuTopun ropoaa, paroHa
5 |coctaBneHune rpadmka obMeHa [OOKYMEHTOB, HaxogsAWMXcs B| OfuH rpadumk 18,0
BMBNMOTEYHBIX NyHKTax, NepeaBuKHbIX bubnuortekax
6 |cocTaBneHune nnaHa MeTOoaMN4YEeCKON NOMOLLIN OOWH nnaH 46,0
61bnmMoTekapsiM-o00LeCcTBEHHNKaAM
7 |odopmneHne obObsiBNEeHMA O OHAX M 4Yacax  paboThbl 0HO 12,0
6MBNMOTEYHOro NyHKTa, NepeaBMXHoON GdNMoTekm obbsaBneHne
Mopbop KOMMNEKTOB AOKYMEHTOB Ansi GubnmoTeyHoro nyHkra,
nepeaBmwKHON BUBNIMOTEKN
Mop6opka KoMMneKkTa JOKYMEHTOB OAWH KOMMNIEKT
KonmyecTBoO JOKYMEHTOB B KOMIIEKTE:
8 |10 15,0
9 |30 45,0
10 {100 148,5
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11 |Bblgava goKymMeHTa B GUGMMOTEYUHbIN MYHKT; OTMETKa B KHVXXHOM | OOMH OOKYMEHT 2,0
opmynsipe AaTbl Bbligaun, HOMepa nNyHKTa
12 |3anucb B dopmynspe OMOMMOTEYHOro MyHKTa pfaTbl BblAayu| OOHAa 3anvcb 1,0
OOKYMEHTOB, KONMWYecTBa BbldaHHbIX W  BO3BpaLlEHHbIX B
cTauMoHap JOKYMEHTOB
13 |paccTaHOBKa  KHWXKHbIX  (QOPMYNSPOB B KapTOTEKy  3a| OOWH KHWKHbBIN 0,4
pasgenutenem curfiiel GUMBNMOTEYHOrO MyHKTa, nNepenBukHOM dopmynsp
BubnunoTtekn, BHyTpM No andasuty hammnmm asTopos
14 |npvem [OOKYMEHTOB W3 OWONMOTEYHOro NyHKTa, NEepeaBWKHOW | OOAWH LOKYMEHT 1,6
OMbnmMoTekn: npocTaBneHne OTMETKM O MNpuemMe; BIOXeHne
dopmynsipa B JOKYMEHT
1.6. O6cnyxumBaHue no mexbubnuoreyHomy aboHemeHTy (MBA)
Tabnuua 10
N HaumeHoBaHue npouecca, onepauun. Coctas paboThbl EavHnua Hopma
n/n n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
O6cnyxunBaHue yntatenen 6ubnuotekn no MBA:
1 |peructpauus umtatens, nonbsytoLieroca MBA OOWH YnTaTenb 1,35
2 |3anonHeHue 6naHka-3akasa, MNpPOCTaBMEHME PErncTpaLmoHHOro OOVH 3aKa3 2,2
Homepa, AaThbl
3 |yTOuHEeHMe YyKasaHHbIX 4uTaTeneMm CcBedeHWA O 3aka3aHHOM OVH 3aKa3 1,6
OOKYMeHTe, Uuenu 3anpoca, WCTOYHMKA, OTKyda nonydeHsbl
cBefeHus
Bbubnuorpaduyeckas popaboTtka 3akasa; YTOYHEHME
BGmbnmorpaunyecknux ceeaeHun:
4 | no cnpaBOYHbIM U3JAHUAM 27,0
5 | npu nomoLM aBTOMaTU3MPOBAHHbIX CPeacTB 0,22
6 |MpoBepka HanuMuus 3anpawmBaeMoro OOKyMeHTa B OMOnuoTekax | OAWH LOKYMEHT 10,2
ropoga, obnacTtu, permoHa, B TOM 4YMcrie No CBOAHbIM KaTanoram
7 |HanpaBneHue OnaHka-zakaza C MPOCTaBMEHHONW OTMETKOM OIVH 3aKa3 0,27
(wtemnenem) "B ropoge Het" B oOTpacneBou, YyHuBepcaribHbIf
UeHTp unu B 6mbnmoTeky (opraH WHopmauun) No AaHHbIM
CBO[HbIX KaTanoros
8 |3anuch cBeadeHuit 0 HanpaeneHun 3akasa no MBA (HaumeHoBaHue ojHa 3anucb 1,4
6ubnuoTekn, aata) Ha 06opoTHOM CTOpOoHe BnaHka 3akasa
9 |nomeweHne bnaHka-3akasa B "KapToTeKy 3anpocoB unTartenemn no OAHO 0,32
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MBA" 3a pasgenutens "3anpocbl no MBA, HanpaBneHHble B TpeboBaHue
apyrue 6ubnuotekn"”

10 |npvem gokymeHTa, npucnaHHoro no MBA; BckpblTue GaHgeponu, | oavH LOKYMEHT 3,8
npoBepKa COCTOSIHWE AOKyMEHTa, OTMeTKa [AaTbl MOMy4YeHust U
Ha3BaHMs OWONMOTEKM, BbICMABLUEN [OOKYMEHT, WHBEHTapHOro
HOMepa, cpoka MNONb30BaHWs; MepecTaHoBKa OnaHka-3akas3a w3
pasgena kaptoteku "3anpockl no MBA, HanpaBneHHble B Apyrve
oubnmotekn" B pasgen "lMonyyeHHble no MBA usganng"

11 |v3BelleHMe ynTaTena o MosiydeHUn 3anpoLleHHOro AOKYMEHTa U | O4HO U3BEeLLeHne 1,35
CpOKe MOosb30BaHMsA UM

12 |Bblgava yntaTento NonyvyeHHbix Nno MBA OKYMEHTOB B UMTaNbHOM | OOMH OOKYMEHT 1,0
3ane (B cnyxebHom nomelweHun OBuBNUoTekn);  cBepka
BblJaBaeMoro AokymeHTa ¢ 6rnaHkom-3aka3oM; NpoBepKa Hanuuusi
CTpaHuL N COCTOAHUA OOKYMEHTa; OTMETKa BblAayn

13 |npvem [OKyMeHTa OT uuTatens B YMTanNbHOM 3ane; CcBepka| OAWH LOKYMEHT 0,5
OOKYMeHTa C 4YacTblo ©OnaHka-3akasa, MpoBepKa COXPaHHOCTU
OOKYMEHTa; BHECEHNE OTMETKM O Npueme; noMeLleHne JOKyMeHTa
B CreumaneHo BblAeneHHoe MeCTO (3aKpbIThi LWKad)

14 |un3BneveHne OGnaHka-zakasa M3 KapTOTEKW, 3anncb CBeAeHUN 06| OAMH NUCTOK 1,0
OTNpaBke u3gaHusa (daTa, HOMep MOYTOBOrO OTNpPaBMEeHUS); TpeboBaHusA
nepectaHoBka nuctka w3 pasgena "lonyyeHHble no MBA
nsgaHuns" B pasgen "BosBpalleHHasa nutepatypa”

15 |noproToBKa K oTnpaeke AOKYMEHTOB B| OOWH OOKYMEHT 3,6
6ubnunoTeky-poHaoAepKaTenb 3akasHoM GaHOeposbilo; ynakoBka
GaHOeponu; B3BelUMBaHWe ee; HakrneueBaHue Mapku (ecnu Het
LieHTpanM3oBaHHOW onnaTbl Mepechbiiki); HanucaHwe agpeca;
cocTaBreHne onucu

16 |paboTta c oTkazamm OAMH OTKa3 1,03
17 |cooblieHne B oThen obcnyxmBaHUs O NOyvYeHUM OTkasa (gaTta, OJWH OTKa3 1,35
npuynHa)

O6cnyxunBaHne aboHeHToB No MBA

MNpunem 3akasos:

18 |npu oTcyTCTBMM HOMEpa aboHeHTa Ha bnaHke-3aka3e NpoBepka no OOVH OTKa3 1,0
KapToTeke abOHEHTOB, aDOHMPYETCS N AaHHas opraHM3aums

19 |opraHmsaumsa  aboHupyeTcHd:  MpOCTaBfneHMe  HoMmepa  Ha OAMH OTKa3 3,6
BnaHke-3akase; cBepka agpeca, Ha3BaHus opraHmaumn, hammnum
oTBeTCTBEHHOro no MBA; BHECEHNE N3MEHEHUI B KAPTOYKM

20 | nepBu4HOE OGpallleHMe aboHeHTa B TeKyLLeM roay: NpocTaBrneHue OQMH OTKa3 3,6
B KapTouyKke roga obpalleHus, nathbl

21 | ocbopmneHne aboHeHTa (opraHm3aums paHee He aboHuMpoBanach): | OAMH abOHEHT 50
npucBoeHne  aboOHEHTY  HOMepa;  3amnofiHEHME  KapTO4Ku
pernctpaumm aboHeHTa MBA wn pasgenutenss (cpopmynsp);
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YKa3aHue MOJIHOTO HanMeHOBaHUA 6VI6J'II/IOTeKI/I, NMOYTOBOIO
agpeca, tenedoHa, damMunnn, MMeHu, oT4ecTBa OTBETCTBEHHOIO
nuua, gatbl OTKPLITUS U HOMepa aboHeHTa

22 | paccTaHOBKa perMcTpaumoHHbIX KapTOYeK B KapTOTEKY O[Ha KapTo4Ka 0,32

23 |ocbopmneHve  u3BelwleHuss ana aboHeHTa  (CTaHOapTHOE | 0OHO U3BELLEHue 1,6
nsselleHne o6 OTKpbITUM aboHeMeHTa); 3anpoc HeJoCTaloLMX
CBeﬂeHVIVI Anda KapToTeKU TUMOBbIM MMCbMOM

24 | nposepka NpPaBuUNbHOCTH 3anosiHeHuns OnaHka-3akasa, OAvH 3,8
3a00JKeHHOCTN aboHeHTa, nNpocTaBneHne Ha obopoTe 1-i yacTn| ©OnaHk-3akas
OnaHka-3akasa (CTp. 2) cBoero wTemMnens v gatbl MOnyyYeHus
3akasa B pybpuke "CnyxebHble oTmeTkM OubnuoTtekaps" npwm
BbIMOMHEHNW W MepeHanpaBneHun 3akasa B CTPOKe "panoHa,
ropoga"”

25 |nepegaya Ha yyacTok paboTbl C OTKasamu HenpaBWUIlbHO OAVH BnaHkK 0,43
OhOPMIIEHHBIX 3aka3oB (HeT nevaTtw, noanucu, HepasbopyMBo
OhOpMIEHHbIE, He Ha 43blke OpurMHana) W 3aKka3oB
aboHEHTOB-3a40MKHNKOB

26 |wudpoBKa 3akaszoB aboHeHTOB; noabopka GnaHKoB-3akasoB Mo |  oauH BrnaHk 2,7
andasuTy; NpoBepka Hanuyus 4OKyMeHTa No Kartarnory

27 |nogrotoBKka [OOKYMEHTa K Bblgade: CBepka [OOKYMeHTa C| OAVH OOKYMEHT 1,4
OnaHKOM-3aKka3oM; MNpoBepKa HanMuumMs CTPaHWUL, W COCTOSIHUSA
OOKYMeHTa; npoctasneHve Ha 6bnaHke-3aka3e (NMLEBON CTOPOHE
1-n n 3-n yactm ctp. 1, 5) wndpoB [OOKYMEHTa; YykasaHue
WHBEHTaApHOro Homepa, KonuyecTBa OOKYMEHTOB, AaTbl Bblgauu;
Ha o6OOpoTHON CcTOpoHe 2-i 4actu (cTp. 3) npocTaBneHue
wremnens 6MONUOTEKM C Ha3BaHWEM W MOYTOBLIM aLPECOM,
yKa3aHuMe Cpoka BO3BpaTa, BrOXeHue 2-n yactu GraHka-3akasa B
BblJaBaeMblii LOKYMEHT; NpocTaBreHne Homepa 6aHaepony BHU3Y

28 |nocTaHoBKa 3akasa Ha ouepefpb (B Crydyae 3aHSITOCTM U3LaHWs); O[MH 3aKa3 1,6
abOoHeHTy OTMpaBKa M3BELLEHMS

29 |nepepava v3gaHUs Ha KOMMPOBaHWE (Npu 3aka3e Ha cparMeHT 0OWH 3aka3 2,7
n3gaHust: cTaTbs U3 XXypHana, cbopHuka)

30 |oTnpaBka [OOKYMEHTOB aboHeHTaMm: YynakoBka ©aHaeponu;| oaouH OOKYMEHT 2,5
B3BElLUMBaHWE, HaKneuBaHWe MapKu; HanucaHue aapeca;
coCTaBreHne onucu

31 |pacctaHoBka OnaHkoB-3aka3oB (1-1 4acTb) Ha BblgaHHblE | OOWH OOKYMEHT 0,32
OOKYMEHTbI (BbICMaHHbI€) B KapToTeky obcnyxunsaHnss aboHEHTOB
B pasgen "BblgaHHble no MBA nsgaHus"

32 |6ubnuorpadpuyeckas gopaboTka  HEBBLINOMHEHHbIX  3aKa3oB; | OAWH AOKYMEHT 3,2
YTOYHEHNEe Oubnmnorpadnyeckux CBEOEHUA MO  ChNpaBOYHbIM
n3gaHuam

33 | BbISIBNEHVE Hannuus 3anpallmMBaemoro JOKyMeHTa B bubnunotekax | oauH AOKYMEHT 10,2

ropoga, permoHa
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34

odopmneHne 3akasa K nepeHanpasneHuio B apyrue éubnmoreku;
ykasaHue Ha obopoTHoM cTopoHe 1-i yacTu BnaHka-3akasa (CTp.
2) npuwunHbl W paTbl NepeHanpaBneHust (wrtemnens "Het B
bmbnmoTeke, HeT B BubnunoTtekax ropoga..."); OTMETKM O NpPOBEpKe
Nno CrnpaBOYHbIM U3JAHUAM, CUrmbl BnbnuoTek-doHaoaepxkaTenemn
no CBOAHOMY KaTanory

OAMH 3aKa3

2,7

35

OTrnpaBka abOHEHTY M3BELLEHMS O MepeHanpaBreHun 3anpoca C
yKkasaHuem 6MbnmoTekn, kyaa OH oTnpasneH

OOHO n3BelleHne

1,6

36

perucTpaumsi oTkasza B Y4YeTHblIX ¢popmax; oTnpaBka aboHeHTy
O6naHka-zakasa (3-t0 4YacTb) B  CcnydYae  HEBO3MOXHOCTM
BbINOMHEHNS C OTMETKOW O MPUYMHE OTKa3a B COOTBETCTBYHLLEW
pybpuke

OOWH OTKa3

3,6

37

npueM [OKYMeHTa, BO3BpaALUEHHOro aboOHEHTOM; MoryyeHue Ha
nouyTte, BCKpbITMEe OaHOeponu; MpoBepka COCTOAHUS AOKYMEHTa;
nssrevyeHne OnaHka-3aka3a W3  KapTOTEKM  OOCNyXunBaHWS
aboHeHTOB, YyKaszaHMe Ha Hem faTbl Bo3BpaTa [OOKYMEHTa,
nepectaHoBka OnaHka-3akasa B pasgen "BosBpalleHHas
nutepatypa"

OOWNH OOKYMEHT

3,2

38

obecneyeHne KOHTPOINA 3a CpOKaMu Nosb30OBaHUA OOKYMEHTaMu:
BbiABNEeHNe OOJNKHUKOB, HanpaeneHne HanoMMHaHUN

OOWH OOKYMEHT

1,6

BbinonHeHune pabot B AC:

39

dopmMmmpoBaHme Dasbl OaHHbIX 06 aboHeHTax no
COOTBETCTBYIOLLEN hOopME, BBOA MHADOPMALMN O HOBOM abOHEHTe

OOVH aboHeHT

54

40

nouck B 6ase AaHHbIX cBeAeHUn 06 aboHMPOBaHMU OpraHn3aunm;
BHECEHNEe U3MEeHEeHUn

OOVH aboHeHT

3,6

41

BBOA VIH(*)OpMaLI,VII/I O Nnpueme 3aKkasoB OT aboHeHTOB

OOWVH 3aKa3

0,27

42

BBOA MWHcpopmMauuMM O MepeHanpaeneHuy 3akasa,
MPUHTEP MU3BELLEHUS O NepeHanpasieHnn 3akasa

BbIBOO Ha

OQVH 3aKa3

1,6

43

BBO [aHHbIX O MOCTAHOBKE 3aka3a Ha odepefp; cooblieHue
aboHEHTY

OOWVH 3aKa3

1,6

44

perncrTpauna BbloaHHbIX a6OHeHTy OOKYMEHTOB, MpoCTaBlieHne
cpoka Bo3Bpata

OfWH OOKYMEHT

2,7

45

yoaneHne n3 Mmaccmea AaHHbIX O BO3BpaLleHHOM OOKYMEeHTe

OOVH JOKYMEHT

0,16

46

obecneyeHne KOHTPOJ14 3a CpOKaMy BO3BpaTa AOKYMEHTa: NOUCK n
OT60p AaHHbIX B NaMATU MaLUHbI O 3a40JTKHUKAaX; BbIBOA Hy)KHOI7I
MHd)OpMaLI,VIVI Ha TMNPpUHTEp; pacnedyaTtka CNUCKOB C YyKa3aHneM
agpeca aboHeHTa

0avH aboHeHT

2,7

1.7. MaccoBas paboTta

Tabnuua 11

KoHcynbTaHTINIOC

www.consultant.ru

Hafieé)KHasa npaBoBaa noaoAepXXKa

Crpanuua 34 us 223


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

Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.05.2015

N HanmeHoBaHue npouecca, onepaunn. Coctae paboThl EovHnua Hopma
n/n namMepeHns BpEMEHM,
MUH.
1 2 3 4

MoproToBka MaccoBbIX MEPONPUATUIA

OnpegeneHve Tembl, cocTaBa ayauTopuu, OTBETCTBEHHOrO 3a 0o4HO

MeponpusTMe B LENOM; COCTaBfeHWe nfnaHa MOArOTOBKW | MeponpusaTue
MEpONpUSATUS, BOMPOCOB AN OOCYXAeHus; npurnaweHue
KOHCYNbTaHTOB, NEKTOpPOB; noabopka [OKYMEHTOB MO Teme
MEeponNpuSATUS; OpraHu3aums BbICTaBKM nMTepaTtypbl, ansboMoB;
OnoBeLlleHNe uuTatenen o MeponpuaTun Yepes  aduwn,
nybnukauum B nevatn, MO paavo, TENEeBWAEHWIO; BbiiBNEHUE
BbICTYNAKOLWMNX; MNe4yaTb W pacnpocTpaHeHue npurnacuTenbHbIX
GuneToB; NOAroToBKa MOMELLEHWS; NPOBeAeHVe COBELLaHUs Mo
nToram NOAroTOBKW W MNPOBEAEHWs Meponpusatusi, odopmreHve

npoTokona:

1 |uymTaTenbckas koHdepeHums 4900,0
2 | nuTepaTypHO-XYAOXKECTBEHHbIM BeYep, Be4Yep OTPaCreBOM KHUIU, 3340,0

auenyT

3 | Be4Yep BOMPOCOB N OTBETOB, YCTHbIN XypHan 2600,0
4 | knyb no nHTepecam 2600,0
5 |peTckun yTpeHHuK 3900,0
6 |BMKTOpPWHA, KOHKYPC, Urpa-nyreLwecrame 3900,0

OpFaHI/I3aLLI/IF| KHWXXHbIX BbICTaBOK

CocTtaBneHve nnaHa opraHusauuM W MPOBEAEHWUS BbICTaBKY;
BbisiBIieHNe 1 0T60Op AOKYMEHTOB; NMOArOTOBKA COMPOBOAUTENbHOM
OOKYMEHTaLMN K BbiCTaBKe; CO3faHUe XyOOXECTBEHHOrO MpPOeKTa;
MOHTaX BbICTaBKW; OpraHusaums WMHGOPMAaLMOHHO-PEKNAMHOW
paboTbl MO MonynsipusauuyM BbICTaBKW; MOABEAEHME WTOroB
paboThbl

TemaTuyeckne  BbICTaBkM  06LLEOMONMOTEYHOrO  MacwTaba, | ofHa BbiCTaBkKa
opraHusyemble Ha dpoHAax GMGNMoTekn

KonnyecTBO 9KCNOHATOB:

7 |1-50 560,0
8 |51-100 1120,0
9 |101-200 2240,0
BbicTaBku no onpegeneHHoM oTpacin  3HaHUW WNKn - Teme,
opraHusyemble:
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.05.2015

Ha cpoHae BubnnoTteku OfHa BbICTaBKa
KonunyecTBo 3KCMoHaToB:

10 {1-50 310,0

11 |51-100 940,0

12 |101 - 200 1920,0
Ha cdoHae oTaena ofHa BbICTaBka
KonunyecTtBo aKkCnoHaToB:

13 |1-25 180,0

14 |26 -50 360,0

15 |51-100 720,0
BbICTavBKI/I, MOCBSILLEHHbIE XU3HU W OEeATEeNbHOCTM BbIAAMOLWLMXCS | OfHa BbiCTaBKa
nopew
KonuyecTBo 3KCMoHaToB:

16 |1-10 47,0

17 |11-25 110,0

18 |26 - 50 210,0
BbicTaBkM Ha norkax cTennaxem ofHa BbICTaBka
KornunyecTBo 3KCrnoHaToB:

19 |1-5 25,0

20 [6-10 44,0
BbicTaBKkM HOBbIX NOCTYNNEHWIA o[Ha BbICTaBka
KornunyecTBo 3KCMoHaTOB:

21 |1-25 40,0

22 |26 -50 72,0

23 |51-100 160,0
Peknama 6ubnnoTeku; paboTa No NpUBNEYEHUIO YnTaTENEN:

24 |nogrotoBka peknamHoro coobuleHns B neyaTtb, MO pagumo, ogHa 420,0
TeneBnaeHunto o] paboTte BnbnuoTtekn, ocobeHHoCcTAX |  nybnukauus,
PYHKUMOHMPOBaHUSA pasnnyHbIX NoapasieneHnin, HoMeHKnaType 0AHO
ycnyr, npegoctaBnsemblx 6ubnuoTekon coobLeHune
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[ata coxpaHeHus: 21.05.2015

25 |noaroToBka nnakata o AeATenbHOCTM BubnmoTekn (BbiGoOp TeEMbI, OOVH nnakaTt 210,0
onpefgeneHue cogepxxaHna n opmbl, caaya B nevatb)
26 |opraHu3aumsi 9KCKypcun; npuem 1 odopMrieHne  3asiBKW, | ofHa 3KCKypcus 52,0
YTOUYHEHWE TEMbl SKCKYPCUIA 1 COCTaBa SKCKYPCaHTOB
BbisiBneHue noTeHUnanbHbIX noTpeburtenen
BMBNNOTEYHO-MHDOPMAaLMOHHbIX YCryr BubnuoTteku:
27 | NpocMOTp npecchbl OOVIH AOKYMEHT 6,8
28 |npocMOTp 1 aHanu3 AOKYMEHTOB KOHKYPUPYHOLLMX (DrpMm OAWNH OOKYMEHT 52,0
29 |BeaeHue KapToTekN NOTPEOUTENBCKOro pbiHKa O[Ha KapTo4Ka 1,3
30 |BCTpeun ¢ pykoBoagMTenaMun oupm, opraHMsauni, NpeanpusTumn ofHO 210,0
MeponpusaTmue
31 |cbop n nogroToBka maTepmanoB Ans MHHOOPMAaLUMOHHbIX OyKNeToB | oOauH GykneT 7680,0
(0Bwmx, No oTAENBHOMY NPOEKTY)
32 | pa3paboTka gusanHa u MakeTa MHPOPMAaLMOHHbIX OYKIeToB OOVH BykneT 14400,0
33 |obecneyeHne KOHTPOMsS KayecTBa rOTOBbIX WHAOPMAUMOHHBIX |  OAWH BykneT 20,0
OykneToB
34 | nogbop cyBeHWPHON NpoayKLUnm oJHO 1440,0
MeponpustTue
35 |noaroTtoBka pa3gaToyHbIX MaTepuanoB MeponpuaTna OAHO 480,0
MeponpusaTue

MpumeyvaHue:

- BPEMS OopraHvM3aLMu BbICTAaBOK NUTEPATypbl, NPOBEAEHME MACCOBbIX MEPONPUATUIA N SKCKYPCUA B HOPMY
BPEMEHU HE BXOOMUT;
- K HOpMam BpeMEHW NMPUMEHSIOTCS NoBbiLaoLwme Ko3PMULNEHTBI: NPU OpraHn3aL M Bbl€3AHOWN BbICTaBKN -
1,1; NpX 9KCMNOHUPOBAHUKN Ha BLICTABKE NUTEpPATYpPbl HA MHOCTPaHHbIX A3bikax - 1,6, Npyn paboTe ¢ AOKYMEHTaMu Ha
a3blkax Asum n Adpuku - 2,0.

1.8. CnpaBo4Has 1 uHgpopmaumoHHas paboTta

Tabnuua 12
N HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
Y4eT NoCTYNMBLLMX BTOPUYHBIX AOKYMEHTOB (KapTo4ek)
CyMMapHbIN y4eT KapTo4ek B XKypHare NocTynieHui 1 BelObITUSI B|  O0AHA nNapTus
perncTpaumoHHbIX KapToTekax
Ymcno nocTynmBLLUNX KapTOYeEK:
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1 (1-110 19,0
2 |111-220 63,0
3 |221-600 160,0
4 | BblSiBNEHWE HEBbLINONHEHHbIX 3aKa30oB; COCTaBrieHWe 3asiBKM Ha OQVH 3aKas 4,5
HEBbINOMNHEHHbIE 3aKas3bl
OpraHusauuns cnpaBo4Ho-6ubnuorpaduryeckoro annaparta (CBA)
MpocMOTp M OTOOP OOKYMEHTOB M3 TEKyLUMX MOCTYNNeHWn Ans
BkntoveHnsi B CBA, B TOM 4mcne KpaeBeayecKkuin KaTanor:
5 |KHura O[lHa KHura 3,2
6 | cOopHUK oHa cTaTbs 2,7
7 | XypHan o[Ha cTaTb4 2,7
8 |raseta oHa cTaTbs 1,6
9 |6ubnuorpaduryeckoe nocobue OfHa 3anuncb 0,5
10 | NeTonuCb KHWXHbIX, XXYPHarbHbIX U ra3eTHbIX cTaTewn OofHa 3anucb 0,83
11 | NPUKHWKHBIA BUBNUorpagmyecKkMn cNncok OofiHa 3anucb 0,5
CocrtaBneHuve 6ubnuorpaduyeckon 3anncu OofiHa 3anucb
KonunyecTtBo anemeHToB 6ubnuorpaduyeckon 3anucu:
12 |1-4 3,2
13 |[5-6 0,5
14 |7-9 6,0
CocTtaBneHne aHHOTauuMW, W3y4YeHWe [OOKYMEHTa, HanucaHue | ogHa aHHOoTauus
TekcTa:
15 |aHHOTMpOBAHWE KHUT 260,0
16 |aHHOTMpOBaHWe cTaTemn 156,0
17 |aHanuTu4eckass pOCMUCb  XYPHambHbIX, Tra3eTHbIX CcTaTen, | OOMH OOKYMEHT 3,8
cbopHuMKoB, OGubNMOrpadu4eckmx nocodbuin: 0O3HaAKOMMEHNE C
COAepXXaHWeM U3[aHus1; COCTaBIEHNE aHaNMTUYECKON POCMNCHK
MpocmoTp NOCTYNUBLUMX  UH(POPMALMOHHBLIX  (BTOPUYHBIX)
OOKYMEHTOB M ux otbop anga BkniodeHus B CBA (nepBuYHbIN
oTbop)
[MpocMOTp MHOPMAaLMOHHOIO M3gaHns (B TOM YMCME KapTOykn) M| ofHa kapTodka
oTOOp M3 HMX [JOKYMeHToB nAgna  BkoveHus B CBA;
cuctemaTmsaums KapTodek Mo TurmaMm KaTanoroB U KapToTek;
KOHCYHbTaHTnﬂI-OC www.consultant.ru Crpanuua 38 n3 223

Hafieé)KHasa npaBoBaa noaoAepXXKa


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

Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
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nposepka MHAOEKCOB; pacCTaHOBKa KapTOYKU
Yuncno kapTodek:
18 [1-10 18,0
19 |11 -100 165,0
20 |101 - 300 490,0
MpocmoTp M oTbop kapTouek B CBA C uUenblo U3bATUA WK
nepemeLLeHunsi (BTOpPMYHBIN 0TOOP):
21 |n3bATME M3 KaTanoroB M KapTOTEK KapTOYeK Ha [OKYMEHThI, | OfHa KapTo4ka 1,5
CrncaHHble "3 doHaa; NnpocMoTp Kpaesen4yeckux,
Bubnuorpadumyecknx n dakrorpadmnyecknx KapToTek, n3batme 13
HMX  KapTOYeK Ha  [OOKYMEHTbl, MNOTEpPsiBLUME  LIEHHOCTb,
nepeBefeHNe KapTOYeK B apXUBHblE KAPTOTEKM (YHUUTOXEHME);
BHECEeHMEe OTMEeTKM B XKypHane yyeTta W perncTtpauuoHHOMn
KapToTeke
OpraHu3aumns reHepansHoro cuctemaTtnyeckoro katanora (CK):
22 |npocmoTp M OTOOp [AOKyMeHTOB nAns BkmodeHua B [CK;| oguH gokymeHT 2,7
odopMreHne KapToyek
23 | HanucaHwe 1 paccTaHoBKa pasgenurens OAWH 1,7
pasgenutens
Pepaktuposanue CK:
24 |uckntoyeHve m3 CK kapToyek Ha OOKYMEHTbl, yCTapeBLUMX WIW| OAHa KapToyka 1,5
HenpoUIbHbIX, NEepeBeeHNEe UX B apXMBHYK 4acTb (U3bATUE);
Jetanunsauns pasgernos
25 | HanucaHue HOBbIX pasgenutenen OaVH 1,4
pasgenutens
OpraHusauns kKapToTekn NepcoHanuii:
26 |onpegeneHue M cocTaBfieHME NEPEeYHs Nvu, CBeEeHUS O KOTOPbIX | OAWH AOKYMEHT 1,5
OoTpaXarTca B KapToTeke; NpoCMOTP MH(POPMALIMOHHBLIX U3AaHUN,
NepPBUYHBLIX OOKYMEHTOB; OTOOp [OKYMEHTOB [Msl BKITHOUYEHUS B
KapToTeky
27 |TexHmnyeckas w copepxatenbHass obpaboTka [OKYMEHTOB Ansi| OOWH AOKYMEHT 2,7
BKIMIOYEHNS1 B KapTOTEKy; paccTaHOBKa KapToyek no andasuTy
hamunumin aBTopoB W Mo BUAaM JOKYMEHTOB
28 | HanucaHue n paccTaHoBKa pasgenurenen OaVNH 1,4
pasgenutens
OpraHuzauus cdakrtorpadudeckon kaptoteku (PK):
29 |onpepeneHve npegmeTta, obbekTa U OCHOBHbIX MPWU3HAKOB AN | OAWMH AOKYMEHT 2,7
oTpaxeHusa B ®K; npocmMoTp 4OKYMEHTOB 1M OTOOP ANs BKNIOYEHUSA
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B ®K; 3aHeceHMe oToOpaHHbIX CBEAEHUMM Ha  KapThbl
WH(POPMALIMOHHOMO MaccuBa C BHECEHMEM COOTBETCTBYHOLLMX
OTMETOK B MOUCKOBbIN Maccus hakTorpadouyeckomn KapToTeku

30

pegaktnpoBaHne ®K; npoBepka NpaBUIIBHOCTU  BHECEHMWS
CBeAEeHUN N ykaszaHuin 06 CTOYHMKaX MHopMaLUn

OOWH OOKYMEHT

1,6

31

HanmcaHme n pacCctaHoBKa pasnenmeneﬁ

OVH
pasgenuTens

1,4

OpraHM3au,|/|$| TeEMAaTUYECKNX NanokK ra3eTHbIX BbIPE3OK:

32

NPOCMOTP ra3eTHbIX BbIPe30K, CuctemMaTndauma nx

OflHa BbIpeska

2,5

33

Od)OpMJ'IeHVIe BbIPpE€30K A1d XpaHEeHUA B TeMaTU4eCKMX nankax;
KpaTkoe onncaHne NCcTo4yHnka, HaknemBaHme Ha KapTo4dku

O[Ha Bblpe3Ka

3,2

1.8.1. CnpaBo4Ho-6ubnuorpadunyeckoe obcnyxmeaHune

Tabnuua 13

n/n

HanmeHoBaHune npouecca, onepauun. CocrtaB paGOTbI

EavHnua
n3mepeHuns

Hopma
BpEMEHW,
MWH.

2

4

Mpuem 6ubnunorpadunyecknx 3anpocos:

npuem  GuGnMorpadmMyeckoro  3anpoca; YTOYHEHVWE  TeMbl,
LieNeBoro M 4YMTaTenbCKoOro HasHauyeHusl, NMOSIHOTbl MCTOYHUKOB,
TUMOB, BUAOB 1 XPOHOSOrMYECKUX PaMOK 3arpoCcoB

OOWH 3anpoc

0,43

BbinonHeHne cnpaBokK

BbinonHeHne Tematmnyeckom crnpaBKu, NOUCK U 0T60p LOOKYMEHTOB;
CcocCTaBlieHune 6M6n|/|orpacb|/|qe0|<oro onuncaHunA

O[Ha crnpaBKa

[MMCbMEHHO; KONMYECTBO NCTOYHMKOB:

3,0

15,0

30,0

YCTHO; KONIMYECTBO NCTOYHMKOB:

1

2,0

BbinonHeHue agpecHo-ombnmorpadunyeckon CMpaBky;
YCTaHOBMEHUE HaNMU4yMs UM MecTa HaxoXOEHVUs OOKYMeHTa uiu
ero yactu B doHae 6ubnmnotekn

[MMCbMEHHO; KONMNYEeCTBO NCTOYHWUKOB:
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6 |1 2,0

7 12-5 12,0

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

9 |1 15
BbinonHeHne  yTouHsiiowlen — Gubnuorpadudeckon  cnpaBkW, | OfHa cripaBka
yCTaHaBnuBatoLLemn " (nnn) YTOUHSAOLLEN 3AneMeHTbl
Gubnuorpadgmyeckoro onucaHus, KoOTopble OTCYTCTBYIOT  WIK
NCKaXkeHbl B 3anpoce yntartens
MCbMEHHO; KONUYECTBO UCTOYHMKOB:

10 |1 2,7

11 (2-5 14,0

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

13 |1 1,6
BbinonHeHne dakrorpaduyeckon cnpasky, YyCTaHaBnvBalLLen | OfHa cripaBka
KOHKPETHblE CBEOEHUS O Tex WM MHbIX 00bekTax, CobbITUAX,
npoueccax, gatax
MCbMEHHO; KONUYECTBO UCTOYHMKOB:

14 |1 2,7

15 |2-5 13,5

16 [6-10 2,7
YCTHO; KONUYECTBO UCTOYHMKOB:

17 |1 1,6
KoHcynbTauus y cnpaBo4YHO-6nbnunorpadudeckoro annapara:

18 |npoBeaeHue Gecedbl O CO34AHUM M UCMONb30BAHWMM CMPABOYHOIO ofHa 4,2
annapara, no Mmetoauke Gubnunorpaduyeckoro nomncka KOHCYrnbTauuns
BeneHune hoHaa BbIMOMHEHHbBIX CNPaBOK:

19 |oTt6op cnpaBku Ansa oHaa, pasnoxeHne nNo nankam (KOHBepTaMm);| ofHa cnpaska 4,2
ocopmMIieHne cnpaBku

20 |cocTaBrieHMe KapTOYKM AN apXxuMBa; YKasaHue MopsiAKOBOro | ofHa KapToyka 2,7
HOMepa, TeMbl, AaTbl Bbldayun; NOCTAHOBKA KapTOYKU B KapTOTEKY
apxuBa BbINOMHEHHbIX CPaBoOK
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PaboTbl B pexume AC:

21

dopmupoBaHme [CK; BBog B 6a3y pAaHHbIX aHaNUTUYECKOWN
POCMMCK ra3eTHO-XKypHarbHbIX cTaTen, COOPHUKOB

O[Ha KapTo4Ka

2,0

22

nouck 1 oTbop Bubnmorpaduyeckux sanncen NoO yCrioBUsiM

ofHa KapTouka

2,7

23

BblBOO Ha 3KpaH 6VI6]'IVIOI'pad)VI'~IeCKOl7I 3anncn nnn otaernbHbIX U3
Hee cBeaeHUI; pacne4dyartka

OHa KapTo4Ka

1,6

1.8.2. bubnuorpadunyeckoe nHdopmmposaHune

Tabnuua 14

n/n

HanmeHoBaHune npouecca, onepauun. CocraB paGOTbI

EavHnua
n3mepeHuns

Hopma
BpEMEHWN,
MWH.

2

4

BbisiBneHne UWHGOPMaLMOHHbBIX
METOAOM aHKETUPOBAHUS:

ﬂOTpe6HOCTel7I cneunanncToB

onpegenexve KOHTUHreHTa notpebutenen NMHopmaunu;
paspaboTka 3adABOK Ana  onpedeneHus  MH(OPMaLMOHHbIX
noTpebHoCTEN (3anNpocoB); pacchinka (pacnpocTpaHeHne) 3asBok;
obpaboTka MOMy4YeHHbIX 3asBOK; cocTaBneHMe Ha Oase
MONMyYeHHbIX [aHHbIX KapTOTEKUM KOHTMHIeHTa noTpebutenen
NHGOPMaLIMM U NX NMHAOPMALMOHHBLIX NOTpebHOCTEN (3anpocoB)

OOVH
notpeburtens

34,0

BbisBneHne MH@OpPMaUUOHHBLIX NOTpebHOoCTeN crneumanucToB Ha
OCHOBEe aHanusa nnaHoBO-0TYETHON AOKYMEHTaLunK:

oT60op, N3y4eHne, aHanM3 OTYETHLIX JOKYMEHTOB; hopMUpoBaHME
TEMaTUKN CNPaBOYHO-MHOPMALIMOHHOTO 06GCNYKMBAHMS B pasHbIX
pexumax

OJVH OTYETHbIN
OOKYMEHT

24,0

pacnpefeneHne  TemaTuyeckux  pyGpuk
notpeGHocTeld  nNo  noapasaeneHusiMm,
CnpaBoYHO-UHGOPMAaLMOHHOM 0BCMYXUBAHNUM

MHOPMAaLIMOHHBIX
yyacTBylOWIMM B

ofHa pybpuka

2,7

3aknioueHne ¢ aboHeHTamu JoroBopa Ha WMHGOPMALMOHHOE
obcnyxumBaHue:

aHanu3  JaHHbIX O  3aMHTEpPecoBaHHOCTW  abOHEHTOB B
MHDOPMALIMOHHOM OBCNYXMBAHUM U pexumax usbupatenbHoro
PacrnpocTpaHeHNss M PETPOCNEKTUBHOINO MOMCKA; 3aKmyeHne u
nepecMoTp Aoroeopa

oauH OOroBop

2300,0

(DOpMI/IpOBaHMe ceTh aboOHEHTOB CUCTEMBDI I/I36MpaTeJ'IbHOFO

pacnpocTpaHeHus uHgpopmaumm (MPW):

onpenerneHne KOHTUHreHTa aboHeHToB cuctemMbl VIPU; BbisiBrieHne
TUNOBBLIX U WMHAMBUAOYalbHbIX 3anpocoB abOHEHTOB; W3y4YeHue,
Knaccudgukaumsi, UHOEKCUPOBaHUE 3anpoCcoB; BBEAEHNE LaHHbIX O

0OVH aboHeHT

34,0

KoHcynbTaHTINIOC

www.consultant.ru

Hafieé)KHasa npaBoBaa noaoAepXXKa

CrpaHuua 42 us 223


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

Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
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3anpocax B aApecHyto KapTOTeKy

[NogroTtoBka curHanbHOro onoeelleHusi B cucteme PU

BbisBneHue, npocmoTp M oT6Op MaTepuanoB U3  TEKyLUX OfHO
NOCTYNNeHWn; pacnpepeneHne oTobpaHHbIX MaTepuanoB U3 | OnoBelleHune
TeKyLLMX NOCTYNNeHnn no aboHeHTaM

KonnyectBo NPOCMOTPEHHbIX OKYMEHTOB!

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

MoarotoBka NogbopoK CUrHanbHbIX onoBeLeHnn B cucteme P

3anonHeHne 6naHka-sakasa Ha TUPaXKMPOBaHWE; PErucTpaLmio 0AHO
MOCTYMNMBLUMX KOMWIA, NPOBEpPKa MX KayecTBa U 9K3EMMMAPHOCTY; |  OroBeLleHne
3anosfiHeHne ConpoBOAUTESNbHOM AOKYMEHTaLmm

Konnyectso 3an POCOB:

9 |1-2 14,0
10 |3-4 17,0
11 |5-7 21,0
12 |8-10 25,0

MpocmMoTp 1 oT6op AoKymeHTOB Ans BBoga B AC

MpocmoTp MaccrBa NOCTYNMBLUNX AOKYMEHTOB; OTOOP AOKYMEHTOB | OAUH OOKYMEHT
COOTBETCTBYHOLLEN TeMaTUKN 1 BBeaAeHUe B 6a3y AaHHbIx AC

OT60p NepBUYHBLIX JOKYMEHTOB:

13 |1-50 290,0

OT60p BTOPUYHBIX OKYMEHTOB:

14 |1-50 110,0
15 |nogroToBKa KapTOuYkM Ans pabounx kaptoTek MPU OJHO onuncaHune 2,7
16 |nogroToBka TpadapeToB ¢ kapTodkamu PU ons TupaxupoBaHna | oguH Tpadapet 1,4

KoppekTupoBka BbIXOAHbIX Tabynarpamm:

17 | ocHOBHOM psag oHa 3anucb 2,7

18 | BcnomoraTenbHbIN ykasaTenb O[lHa 3anucb 1,6

19 |pepakTupoBaHWE BbIXOAHbIX TabyndArpaMm UK OodOPMIIEHME | OAHAa 3anucb 4,2
KOHCYHbTaHTnﬂI-OC www.consultant.ru Crpanuua 43 n3 223

Hafieé)KHasa npaBoBaa noaoAepXXKa


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

Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.05.2015

OOKYMEHTOB
20 |paspeska, pacnedartka nogbopok Ha oTAerbHbIE ONMCaHUs OHO onucaHune 1,6
KoppektupoBka cuctembl VIPU no pesynbTtatam aHanu3a kapT
obpaTHoOn cBA3K
O6paboTka 1 aHanun3 kapTbl OOpaTHON CBSI3W; BHECEHWE OLEHKU ofHa KapTa
CWUTHanbHOrO  OMOBELUEHUA B  Yy4YeTHYl KapTy aboHeHTa;
KOpPPEKTUPOBKA CUCTEMbI Ha OCHOBE aHanmM3a kapT obpaTHon
CBA3N
KonunyecTso kapT:
21 |1-7 70,0
22 (8-10 75,0
23 |11-15 80,0
24 (16 - 20 85,0
Bblgava JOKyMeHTOB MO 3anpocy:
25 |BbisiBMEeHMEe wn OTOOp [OKYMEHTOB (M34aHus) MO 3anpocy B| OOUH AOKYMEHT 1,4
CMpaBOYHO-MHPOPMALNOHHOM  oHAe, odopMneHne Bblgaydn
JOKYMEHTOB B YCTaHOBNEHHOM nopsiake
"pynnosoe 6ubnuorpaduyeckoe MHpoOpMUpoBaHue:
26 | dopmumpoBaHue cocTaBa rpynnbl abOHEHTOB OAVH aboHEeHT 720,0
27 |yTOYHEHVe TeMbl, CornacoBaHne UCTOYHUKOB MHAOPMaLMK, BUOOB ofHa Tema 3,6
OOKYMEHTOB
28 | cocTaBfieHne perMcTpaunuoHHON KapToYKM O[Ha KapTo4Ka 1,6
Mogbopka [OKyMEHTOB pAnd  wuHGOpMauuu; COCTaBMeHMEe W | OfHa kapTodka
HanucaHve OnoBELLUEeHUs; OTrnpaBKa OMoBELUEeHUs; 3anncb B
KapTouku MHbopmMauun; aHanns KapTbl 0OpaTHOM CBSA3M
IMCbMEHHO; KONUYECTBO U3OaHUIA:
29 [1-5 12,0
30 |6-10 24,0
YCTHO; KONMYECTBO U3OAHUN:
31 |1-5 12,0
OnepaTtuBHOE MHOPMUPOBaAHUE MO 3anpocy:
32 |dopmupoBaHue ceTn abOHEHTOB, BbISIBIEHWE TUMOBbLIX W | OOWH aBOHEHT 4,4
NMHAMBKUAOYanNbHbIX 3anpocoB noTpebuTtenen
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33

n3ydyeHue, KJ'IaCCVI(bI/IKaLI,VIH 3anpocoB; BBegeHne [daHHbIX O
3anpocax B aApecHyto KapTOTeKy

O[IMH 3arpoc

6,3

HanucaHne 0630poB 1 crnpaBok

BbisBneHne u otbop MCTOYHMKOB; 0OpaboTka W aHanus
OTOGpPaHHbIX AOKYMEHTOB; HanucaHue TekcTa ob3opa (cnpaBku);
NMOAroTOBKAa PYKOMMUCK K nevaTu

OLVH aBTOPCKUI
(aBT.) nuet

O630p (cnpaBka) No NEPBUYHLIM UCTOYHUKAM:

34

Ha PYCCKOM 5i3blke

5400,0

35

Ha MHOCTPaHHOM A3blke

7200,0

36

0630p (cnpaeka) No BTOPUYHLIM UCTOYHUKAM

4100,0

OpraHuzaumsi U1 npoBefdeHWe YCTHbIX GuBnnorpadguyeckmnx
0630pOB HOBbIX NMOCTYMNEHWIA

OT60p HOBbIX MOCTYNMEHWU MO 3apaHee OObABNEHHOW TEMaTUKe;
cucTemMaTmM3auuss UCTOYHMKOB MO Temam, MpOCMOTP M aHanu3
OOKYMeHTOB; noabopka bubnuorpaduyeckux OMMCaHWA, KpaTKMX
aHHOTauun, pedepaToB Ha OTOOPaHHbIE WCTOYHMKW; MOATrOTOBKA
pykonucu 6ubnuorpadudeckoro ob3opa

oavH 0630p

KonuyectBo NMPOCMOTPEHHbIX U OTO6paHHbIX OOKYMEHTOB!

37

1-10

400,0

38

11-25

450,0

39

26 -55

500,0

40

56 - 140

600,0

MoarotoBka OtonNneTeHst HOBbIX I'IOCT)/I'IJ'IGHI/II;I

YTouHeHMe (onpegeneHne) TemaTUYecKux TrpaHuL, noucka wu
oTbopa [OOKYMEHTOB; co3faHue pybpukatopa OronneTexs;
BbisIBIieH/NEe U OTOOp [OKYMEHTOB B MaccuMBe  TEKYLUMX
MOCTYNMEHNA WCTOYHMKOB MWHopMauun; nogbopka aHHoTauuim,
pedepaTtoB, X cucTemaTnsauus

ofHa OronneTeHb

KonnuecTBo NPOCMOTPEHHbIX JOKYMEHTOB!

41

1-37

60,0

42

38-60

90,0

43

61-95

180,0

44

96 - 150

320,0

45

151 - 380

960,0
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OpraHusauus v nposeaeHue "OHa nHcdopmaumm™:

46 |onpegeneHve  TeMbl; cocTaBneHue nnaHa npoBeaeHuns; OoHO 640,0
BbisIBlieHME W [O0CTaBka [OOKYMEHTOB W3 COOTBETCTBYIOLWNUX | Meponpustue
nogpasgeneHni OubnmMoTekn; NMPOCMOTP M OTOOP [OOKYMEHTOB;
npurnaweHue CcneunanncToB-KOHCYNbTaHTOB; noaroToBka
BbICTaBKU nutepaTtypbl; OMOBELLIEHNE 3aNHTEpPECOBAHHbIX
opraHmMsauMn 1M crneumanuctoB;  OgOpMIEHNE  BbICTaBKW;
HanucaHmne KpaTkMX aHHOoTauuKh; opraHmsauus cbopa 3asiBOK Ha
OOKYMEHTbl, WX  Bblgada, KOHCYNbTUpOBaHWe, [OEeXYpCTBO
bmbnuorpadoB; npoBeAeHMEe aHanu3a MeponpuaTus

OpraHusauus 1 nogrotoBka "[Hsa 6ubnuorpadun”, "OHs nocodus”:

47 |yTOvHEeHue TeMbl; cocTaBrieHue nnaHa; odopmrieHve OfHO 1940,0
BbICTaBKN-NPOCMOTPA; noaroToBka 0630pa; noaroToBka | MeponpusiTue
KOHCynbTauuMu; COCTaBfeHne U1  HanucaHme  OobbsaBNeHus;
COCTaBMEHNE W HanNucaHue MpUrnacuTernbHbIX MUCEM, WX
paccbifika; npurraweHne 3anHTepecoBaHHbIX MWL, MO paguo, no
TenegoHy, MM4Ho

OpraHusauus n nposegeHne "OHsa cneynanucra”

Onpegenexne Tembl "[HA cneumanucTa" ¢ 3anHTEPECOBaHHbIMM 0HO

opraHmsaumsamm, opMbl NpoBeAeHNs (CTaunoHapHas, Bele3gHas), | Meponpusatie
OTBETCTBEHHOIO 3a MEpPONPUATME B LIENIOM; COCTaBfieHME NiaHa
MeponpusTUsi, NporpaMmbl MOMUCKa M OTOOpa WH(OPMALMOHHBLIX
MaTepunanos; NOArOTOBKA OTKPbITbIX MPOCMOTPOB U TEMATUYECKUX
BbICTABOK nuTepaTypbl MO creuuanbHOCTU, bubnuorpaduyeckme

0630pbl; 3akas nekumu, KMHOMUIbMa; onoseLleHne
3aMHTEepPEeCcOBaHHbIX  OpraHusauumi;  oopMNeHne  BbICTaBKW;
opraHusaums AexypcTea 6ubnuorpados,

KOHCYNbTaHTOB-CNELManMCcToB; obecnedyeHne Bbigaun u3gaHumn
UNNU UX KOMUW BO BPEMS MEPOMPUATUS UMM HEenocpeacTBEHHO
nocre Hero; AeMOHCTpauusi BbICTaBKW; aHanu3 pesynbtatoB "OHs
cneyuanmcrta”

Yucno conyTcTBYHOLLMX MEPONPUATUIA:

48 |1-2 1940,0
49 13-4 2600,0
50 |5-6 3500,0
51 |7-8 4600,0

MpumeyaHwue: Bpemsa npoBedeHus "OHA nHdpopmauun”, "OHs cneunanucta”, "OHA 6ubnuvorpacdum” B HOpMy
BPEMEHU He BXOOUT.

1.8.3. MIHdbopMaumoHHas paboTa

Tabnuua 15
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n/n

HanmeHoBaHue npouecca, onepaunn. CoctaB paboThl

EannHuua
n3mepeHns

Hopma
BPEMEHM,
MUH.

2

4

MoarotoBka nonynapHbIx Gubnuorpaduyecknx nocobun

BeiGop Tembl nocobusi; BbisiBNeHWe W OT6Op [OKYMEHTOB,
dopmupoBaHMe pasgenoB nNocobus; aHHOTUPOBaHWE AOKYMEHTOB;
nogbopka  dakTorpadmyeckoro  mMartepuana,  UICTpaLuii;
HanucaHWe TeKcTa; COCTaBIieHME BCMOMOraTesflbHbIX ykasaTenew;
KOHCynbTauuMm y cneunanncTtoB Ha pasfinyHbIX 3Tanax pa60Tb|;
obcyxaeHne pykonucyu Ha 3acefaHuyM  HayyYHO-MeTOAMYECKOro
(pemakunoHHOro) coeeTa; AopaboTka pPykOnNUCKM MO 3amMedaHusiM;
chaya pyKornucu B neyarb:

cocTaBrieHMe nonynspHoro 6uGnuorpadunyeckoro ykasartens,
nyTeBoauTeNs, CnpaBoYHMKa

OOWH aBT. JINCT

13500,0

noaroToBKa KOMMEHTapues, npuMeYaHuii
NonynsipHO-NPOCBETUTENBHOrO  XapakTepa, He  TpebGylowmx
crneumarsnbHbIX CCNegoBaHWiA

OOWH aBT. NIUCT

5400,0

noaroToBka KOMMeHTapues, npmmeanw?l
Hay4YHO-UccneanoBaTesibCKOro Xxapakrepa

OOWH aBT. NIUCT

10800,0

MoproToBka PEeTPOCNEKTUBHBIX Hay4YHO-BCnoMoraTenbHbIX
Gubnuorpaduryecknx ykasateneu:

BbIOOp TeMbl; co3JaHuMe aBTOPCKOro KOmMfekTuBa; paspaboTka
MHCTPYKTUBHO-MEeTOONYEeCKNe mMaTepuarnoB; BbidBIIEHUE U OT60p
OOKymeHTOB; pabota Hag Oubnuorpaduyeckon  3anucblo;
aHHOTMpOBaHWe; Gubnuorpaduyeckas rpynnuMpoBKa; CocTaBneHne
BCMoMoraTesnbHbIX ykaszaTenen; obCyxaeHne pykonucu ykasatens
Ha 3acefaHMM Hay4yHO-MeToAMYECKOro (pedakLMOHHOrO) COBETA;
fopaboTka MO 3amMevaHusiM; chada pykonucu B Nevatb;
cocTaBneHue 6Gubnuorpacuyeckoro ykasaTensi Mo akTyarnbHoW
TEMaTUKe C XPOHOMOrMYECKUM OXBaTOM OT 2-X A0 5-TW neTt u
aHHOTaundaMu, NOACHAKLWMMN Ha3BaHUA

OOWH aBT. NIUCT

9720,0

CoctaBneHue 6V|6n|/|orpad)wqe0|<oro yKazaTtenda no KOMNJ1ieKCHbIM
N MeXxoTpacneBbiM npo6nemaM obuwero u pernoHaribHoro
coaepXXaHma C  XPOHOJNMIONMYEeCKMM OXBaTOM 1 - 2 ropga, ¢
aHHOTauunAaAMU, NOACHAKLWNMN HA3BaHUA!

Ha PYCCKOM 5i3blke

9720,0

c BknovyeHnem ot 30% po 40% obbema nybnvkaumi Ha
WHOCTpPaHHbIX A3blKax

11000,0

COCTaBIIEHNE aHHOTMPOBAHHOrO GMONMorpadnyeckoro ykasartens
MHOroOTpPAacrEBOro COAEpPXXaHUA C XPOHOSIOrMYECKMM OXBaTOM 40
100 netr wn OGonee, TpebyowWwero CMAMAOWHOIO nNPOCMOTPa
JOKYMEHTOB, CINOXHbIX Gubnuorpaduyecknx pasbiCkaHuKn, yyeTa
BCEX MepeusfaHuii nybnvkaumm u WUX XapakTepuUCTUKM MnyTem

OAuH aBT. JIUCT

18800,0
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Cnn4eHnsa TeKCToB

lNogroToBKa aHaNUTUYECKOro o630pa

BbisBneHne un oT1bop [OoKymeHTOB Ana o0630pa; NOAroToBKa | OAMH aBT. MUCT
pybpukaTtopa npegmeTa 0630pa; nsyvyeHme n oueHka JOKYMEHTOB;
cucTemaTmsauus MaTepuana; cocCTaBrneHue TekcTa
aHanuTudeckoro o063opa; obcyxaeHne pykonucu Ha 3acefaHum
Hay4yHO-meToau4eckoro (pedakuMoHHOro) coBseTa, [AgopaboTka
o630pa no 3amevaHusIM; coaya B nevarthb:

8 | No pyccKnM NepBUYHBLIM NCTOYHUKAM 9720,0
9 |no cmelaHHbIM NePBUYHLIM NCTOYHUKAM 10800,0
10 | Mo MHOCTPaHHbLIM NEPBUYHBIM UCTOYHMKAM 12400,0

lMoaroToBka aHaNUTUYECKOW CpPaBKu:

11 |BbisiBneHne u oTOOp OOKYMEHTOB AfNS aHanNUTUYECKOW CrnpaBkW, | OOWH aBT. NIUCT 5200,0
n3yyeHue, aHanus, oueHKka M cuctemaTusauus ux; cocTaBneHue
TeKcTa CnpaBku

MoaroToBka pedhepaTMBHOro o63opa

BoisBneHne n otbop gokymeHTOB Ans pecdpepatvBHoro obsopa, | OAMH aBT. NUCT
n3ydeHme W aHanu3d  ux; pedepupoBaHMe  UCTOYHMUKOB;
cucreMaTtmn3auma TEeKCTOoB aHHOTaLI,I/IVI; COCTaBlrieHne TeKCTa
pecdepatuBHoro o063opa; obcyxaeHve o63opa Ha 3acefaHum
Hay4YHO-METOAMYECKOro  (pedakuMoHHOro) coBeTa; [gopaboTka
0630pa no 3ameyaHusiM; caava B nevatb:

12 | no pycCcKMM NCTOYHUKaM 5200,0
13 | no cMelaHHbIM UCTOYHUKaM 6480,0
14 | no UHOCTPAHHbLIM UCTOYHUKaM 7300,0

CocTaBneHue aKkcnpecc-uHdopmaLmnu:

15 |BbISBNEHMEe 1 OoTOOP MaTepuana no Teme, CUCTEMATM3ALMSA €ro U| OOWH aBT. NIUCT 3840,0
NoAroToBKa AN neyaTtu

CocrtaBneHuve Bumbnmorpadmyeckon 3anucw, aHHOTauuw,
pedepaTa

CocTaBneHne oGubnvorpaduyeckon 3anucu: uUlydeHne u aHanms| ofHa 3anuch
OOKYMEHTa; COCTaBlEHMEe 3aronoBka onucaHus; MpoBepKa 3anmc,
BHECeHue ncnpasneHui

Konn4yectBo anemeHToB GUbnmnorpadmn4eckoro onncaHus:

16 |1-4 3.2
17 |5-6 54
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18 |7-9 6,4

CocTtaBneHne aHHoOTaUUW; n3ydyeHme wun aHannm3 AOOKYMeEeHTa, | OAHa aHHOTauudA
HanncaHme TekCta aHHoTauuu:

19 |aHHOTUpOBaHUE KHUT 270,0
20 | aHHOTMpOBaHWe cTaTen 160,0
21 |coctaBneHune pedepata: M3yyeHUMe U aHanuad [OKyMeHTa, Ha| OOMH aBT. NUCT 5920,0
KOTOpbIN cocTaBnseTcs pedepar; HanMcaHwe TeKCTa; BHECEHWe
ncnpasneHumn

AHanuTuyeckass pPoOCMMCb  XKYpHamnbHbIX, T[a3eTHbIX CTaTew,
cbopHMKoB, BMbNMorpadnyeckmx Nnocodumi:

22 |03HaKOMIEHWE C  COAepXaHWem  U3OaHus;  COoCcTaBrieHVe | opHa cTaTbs 3,6
aHanUTUYeCKOoro onMcaHusl Ha cTaThbio

Monnepxka caiita GUBNNOTEKN U OTAENbHBIX NPOEKTOB:

23 |BepcTka CTpaHulu cailTa, pasmeleHne MNOArOTOBMEHHOMO | O4MH aBT. NIUCT 300
MaTtepuana B COOTBETCTBYIOLLNA pa3fen canTta

lMpumeyaHune: HopMa BpeMeHM Ha cocTaBneHue Gubnuorpacduyeckoro nocobusa gaHa ms pacdeta paboTbl
aBTOPCKOro KOMfeKTuBa.

1.9. I'IepeBo,D, n nepepa60TKa nevyaTHbIX TEKCTOB C MHOCTPAaHHbIX A3bIKOB Ha pYCCKl/Il7I N C PYCCKOro Ha
MHOCTpPaHHbIE A3bIKA

Tabnuua 16
N HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
MepeBop TEKCTA C UHOCTPAHHbLIX A3bIKOB HA PYCCKUI A3bIK
UTeHne opurnHana; aHanu3 TekCcTa; pa3meTKa ero C BbISIBIEHWEM | OOWH aBT. NIUCT
TPYOHbIX TEPMUHOB, FPaMMaTUYECKMX KOHCTPYKLUNA, NEKCUYECKMX
000pOTOB, LIEXOBLIX U XXaproHHbIX TEPMUHOB:
1 | NONHBIN NMCbMEHHbIV NepPeBoa OOVH aBT. NNCT 2580,0
2 | cokpalleHHbIh nucbMeHHbI nepeBod oT 30% gmo 50% ob6bema| oguH aBT. NUCT 1620,0
TeKkcTa
3 | BBIBOPOYHbIN MMCbMEHHbLIN NEPEBOL, OJVH aBT. NMNCT 1520,0
[MepeBopa TeKCTa C pyCCKOro A3blka Ha MHOCTPaHHbIE SA3bIKK:
4 | NOMHbIA MMCbMEHHbIN NepeBoq OJVH aBT. NMNCT 5160,0
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TepMmuHonormyeckass pabota npu  BbIMNONHEHUM MUCbMEHHOIO
nepesoga:

5 |oTbickaHME OTMEYEHHbIX B OpWrMHame He3HaKOMbIX WAV | OAMH TEPMWUH, 18,1
HEMOHATHBIX TEPMMHOB W COKpaLLEHWU B CIOBapHO-CMPaBOYHOM |  COKpalleHue
nuTepaType; Nogbopka COOTBETCTBYIOLLEIO TEPMUHY 3KBMBASIEHTA;
paclIMgpPOBKa COKpaLLeHus!

KOHCyJ'IbTaLLI/Iﬂ nepesoa4unka co cneymnannctamum:

6 |BbIICHEHME NPaBUNBHOMO  M3MOXEHMS YacTelm TekcTta no ofHa 36,2
Mario3HaKoMoOW TemaTUKe; YTOYHEeHME COOTBETCTBUS nepeBoda| KOHCynbTaums
opurnHany

CoctaBneHune 6mMbnmnorpadn4eckoro onncaHus:

7 |coctaBneHue 6ubnmorpadunyeckoro onucaHus nepesoga MoO| OAHO onucaHue 60,0
OaHHbIM, B3ATbIM C TUTYINBbHOIO NMUCTa nepesoaa

BbisiBneHne ownbok u BHECEHME WM3MEHEHUN B TEKCT nepesoaa
nocrne ne4vyataHuna:

8 |npoBepka npaBUMbHOCTM PAaCMOSIOKEHUA OTMNeYaTaHHOro TEKCTa; | OAMH aBT. NUCT 200,0
CBepKa C pyKonuchblo; npaska

TexHunyeckoe oopmIieHNe NepeBooB:

9 |BnucbiBaHWe B TEeKCT MepeBoda CUMMBOSIOB WM BCTaBOK Ha ofHO 2,0
WHOCTPaHHOM A3blke BNUCLIBaHNE
10 |BKNEeMBaHWE PUCYHKOB, Tabnuy, hopmyn OfHa BKreWka 3,0

MepeBop, 3aronoBKOB cTaTel U JOKYMEHTOB:

11 |nepeBof 1 3anuCb 3aroroBka OJWNH 3aronoBoOK 120,0

MpumeyaHue:

- HOpMbI BpeMeHU npeaycmMaTpuBaloT BbINOSIHEHNE NepPeBOJOB C MHOCTPAHHOIO A3blKa UMM HA MHOCTPAaHHLIN,
KOTOpbIN Y NepeBoaYMKa ABMSETCA OCHOBHbIM (N0 06pa3oBaHUio U NPUMEHEHNIO);

- NpY BbINOMHEHMN NEPEBOAOB C APYrMX SA3bIKOB WUMW Ha Apyrne MOMWMMO OCHOBHOIO K HOpMam BpEMEHU
NpUMeHsieTcs NoBblILWaLWwmin KoadduumneHT 1,1.

1.10. ViccnepoBaTenbckas paboTa

Tabnuua 17
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHM,
MWH.
1 2 3 4
PaspaboTka nporpaMmbl (TEXHUYECKOrO 3aaHuns1) uccnefoBaHus
O6ocHOBaHMe akTyarlbHOCTM TeMbl, BbISIBIIEHME M 0DOOCHOBaHWeE | ogHa nNporpaMmma
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npobnemHon cutyauuun, opMmynupoBaHve Uenu, 3agad u
rMnoTesbl UCCNeAoBaHNs; HanucaHue TekcTa
WccnepoBaHne HOCUT:
1 | OnepaTuBHLIN XapakTep 38250,0
2 | nMnoTaxHbIN (pa3BeabliBaTENbHbIN) XapakTep 21600,0
PaspaboTka meToauku nccrnegoBaHns
PaspaboTka (HamvcaHue) TekcTa MeTOAMYECKUX OOKYMEHTOB MO | oAHa MeToauka
NPOBOAMMOMY  WCCMELOBaHMIO,  anpobauum  COCTaBrfIEHHbIX
OOKYMEHTOB; yTOuHEeHMe ©n  gopaboTka  MEeTOAMYECKOro
WHCTPYMEHTapusa, COCTaBfleHWEe OKOHYaTenbHOro BapuaHTa
OOKyMeHTa:
3 |MeTogMKa MpoBeAeHWs WCCrefoBaHWsi, HOCSLLEro onepaTuBHbIN, 28000,0
AMNUPUYECKUI XapaKkTep
4 |meToguka NpoOBeOEHUA UCCNeaoBaHMs, HOCSLLEro MnuUNoTaXHbIN 15600,0
(pasBegpbiBaTenbHbIN) XapakTep
PaspaboTka MHCTpyKUMM No ob6paboTke AOKYMEHTauun (MCXOOHbIX ofHa
OaHHbIX), NONy4YeHHOW B Xo4e uccnegoBaHus: WHCTPYKUUSA
5 |py4Has obpaboTka 15600,0
6 |maluMHHasa obpaboTka 20400,0
PaspaboTtka npeannaHoBbIX n NNaHoBbIX  [JOKYMEHTOB
NepcneKkTUBHOIO xapakrepa:
7 |paspaboTka KOHLEMUMM OCHOBHbLIX HanpaBfneHWA pasBUTUS | OOMH aBT. NIUCT 13050,0
61bnNMoTe4HOro Aena B permoHe Ha NepcrnekTnBy
8 |koHuenTyanbHoe obecneyeHne OnbnuorpaduUYeckMx w3gaHvui; | OAMH aBT. NMUCT 11220,0
0B6OCHOBaHME aKTyanbHOCTM TeMbl, YATATENbLCKOrO WU LIENeBoro
HasHayeHWss nocobusi, ero CTPYKTypbl (CXembl), BblpaboTka
MEeTOOUYECKUX MPUHLUUMOB W pelleHUA AN packpbiTUS TeMbl;
HanucaHve TekcTa
9 |cocTaBneHue nporHosa (NpeanaHoBbIN JOKYMEHT), CBSI3aHHOIO C| OOMH aBT. JIUCT 13050,0
nepcnekTuBammn passutna GubnuoTtek; HanNncaHne Tekcta
10 |paspaboTka LeneBbix NporpamMmm (ons cetm 6GMbnmMoTek unm OLHOWM | OAMH aBT. NUCT 15200,0
6MbnNMoTEKN); OMArHOCTMKA CUTyauuu, BHELUHUX W BHYTPEHHUX
BMMAHUA Ha (PYHKUMOHWPOBAHWE U pasButve BmbnuvoTtek (ogHon
O1bnmoTekn); BbipaboTka pekoMeHZaLuu, peLUeHus; HanmcaHue
TekcTa
CocTaBneHne CBOAHbIX KaTanoroB KHXHbIX NaMATHUKOB:
11 |paspaboTka nNpPOCNEKTa; BbISIBNIEHNE [OOKYMEHTOB - KHWXKHbIX| OOWH aBT. NIUCT 18200,0
NamMATHUKOB; Hay4yHoe OnuncaHwe WX; COCTaBNeHWe CnpaBOYHOro
annaparta; HanncaHve TekcTa
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OpraHnsaumnoHHas paboTta no NpoBeAeHN0 NCCnenoBaHUs:

12 |(co3pgaHue  unccnenoBaTenbCcKOro  KOMSMEeKTUBAa;  COCTaBfieHMe OoHO 7140,0
paboyero nnaHa NpoBeAeHNsa uccnegoBaHus, CornacoBaHme ero ¢ | uccnegosaHme
NCNONHUTENSAMMU; onpedenenne nnowiagkm (6asbl) nccrnegoBaHus;
nepennucka C HUMW; NPOBEAEHME WHCTPYKTaXen, CeMMHapoB,
COBeLLaHu, KOHCYbTauui

13 | 6ubnuorpadudeckas npopaboTka TeMbl MccnenoBaHusi, paboTta B| OOWH aBT. NUCT 1200,0
apxmBax, W3y4yeHMe HOPMAaTUBHO-TEXHMYECKOW [OKyMeHTauuwu,
nHdopmaumm 06 aHanorax n Opyrmx MatepmanoB, OTHOCSILLMXCA K
paspabaTtbiBaemon Teme

O6paboTka nony4eHHOW MHOpMaLUn:

14 |cbop n obpaboTka MHGOPMaLMN Ha OCHOBE NMEPBUYHBIX MCXOOHbLIX | OOWH aBT. NIUCT 7800,0
OaHHbIX (CTaTUCTUYECKMX [aHHbIX, OTYETOB, MNMIAHOB, CMNPAaBOK,
mMaTepuanoBs KOMaHOUPOBOK)

15 | aHanu3 obpaboTaHHOW MHOpPMaLUn OAVH aBT. NnUCT 5200,0

MogroToBka mMmaTtepuanoB No utoram Haquon pa6OTbIZ

16 |HanucaHwe Hay4yHOro otyeTa; MOArOTOBKA PYKOMWUCW K nevaTu Ha| OOWH aBT. NUCT 13200,0
pa3nuyHbIX 3Tanax paboThbl

17 |HanucaHue MPOMEXYTOYHOro oOTyeTa (cnpaBkM) O Xxode| OOMH aBT. NUCT 6400,0
ncecnegoBaHus

lNogrotoBKka M HanMcaHue TeKCTa cTaTbu B C60pHI/IK Hay4HbIX
TPyooB, MNpakTunyeckoe nocobue, ﬂpO(beCCMOHaJ'IbHle npeccy;
noAroToBKa PyKOMUCK K neYvaTn Ha pasiinyHbIX 3aTanax paGOTbIZ

18 |cTaTbsa TeopeTU4eCcKoro xapakrepa OOVH aBT. NuCT 15200,0
19 |cTaThsa NpUKNagHoro, NPakTMYeCcKoro xapakrepa OOVH aBT. JIUCT 9200,0
20 |HanucaHne pfoknaga nNo WUTOramM HayvyHOro UCCRNeadoBaHus; | OOMH aBT. NIUCT 6700,0

MoAroToBKa PyKOMMCen Ha pasnuyHbIX 3Tanax paboTsl

21 |paspaboTka peKkOMeHOauuW, WHCTPYKUUMM MO  BHEOPEHMIO | OOWH aBT. IUCT 14100,0
MaTepuanoB HayyHOro UWCCrefoBaHWs; HanucaHue TeKCTa;
MOAroTOBKa PYKOMMUCKM K NevaTu Ha pasnnyHbIX aTanax paboThl

MpumeyaHue:

- HOpMa BPEMEHM Ha COCTaBMEHME MNporpaMM, MEeTOAMK, WHCTPYKUWA [aHa Ha uccnegoBaTernbCKui
KOMNMEeKTUB;

- Yyacbl Tpygo3aTpaTt pacnpeaensitoTca Mexay UCMOMHUTENSMM B 3aBMCUMOCTU OT UX Harpysku;

- B NpoLecc NoaroToBKU PYKOMUCU K NMeYaTu BXOAAT: cAadva pyKonucu Hay4yHOMY pefakTopy, obcyxaeHvne B
oTgene, Hay4HOM coBeTe, JopaboTka pykonucu.

1.11. MeTogunyeckas paboTta

Tabnuua 18
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N HanmeHoBaHue npouecca, onepaunn. Coctae paboThl EovHnua Hopma
n/n namMepeHns BpEMEHM,
MUH.
1 2 3 4

MoaroToBKa MeToaMYECKOro nocoo6us, peKOMeHAaLIVIVI

anIHLI,VIFII/IaJ'IbHO HOBaA paspa60TKa TEeMbl:

1 |u3y4yeHWe TeMmbl, BbISIBNIEHWE W aHanu3 [OKYMEHTOB MO Teme,| OOWH aBT. fUCT 15300,0
YTOYHEHNE YMTaTENbCKOro W LENneBOoro HasHaveHus nocobus,
pekomMeHAaLmMn; CoCTaBneHne NpocneKkTa; HanucaHue TekcTa

Moaudukaumns paHee pa3paboTaHHOMN TeMbl:

2 |BblIsiBIeHME U U3yYeHUe HOBbIX AOKYMEHTOB U HAKOMJIeHHbIA | OQWUH aBT. NIUCT 8670,0
6ubnuotekamm ONbIT NO TeMe MNOco6UA, peKoMeHAaLuwn;
YyTOYHEHMEe NpOoCneKTa, BHECEHMEe MU3MEHEeHUN B CTPYKTYypy
TeKCTa B COOTBeTCTBUM C [AOOCTMXEHMAMM OUONMoTeYHOMn
Teopun U MPaKTUKU; NOArOTOBKA PYKONMUCU K OOCYXOEHUIO;
popaboTKa no utoram oécyxaeHus

PaspaboTka [OKYMEHTOB, pernameHTUpyLWwmx AOesaTenbHOCTb
BnbnnoTek, NOMOXEHUN, UHCTPYKLUIN, NPOEKTOB MOCTaHOBMEHWN,
yCTaBOB, 3aKOHOAATENbHbIX aKTOB

I'IpMHu,vmmaano HOBasA TemMa:

3 |BblISIBNEHME, U3YyYeHWEe W aHanu3 OeWCTBYIOLWNX OOKYMEHTOB MO | OAMH aBT. MUCT 17340,0
TemMe, HanMcaHue TeKcTa MpoeKkTa [AOKyMeHTa, obcyxaeHue,
anpobauus B 6MbnmoTtekax, Ha 3acefaHun Hay4YHO-MeToONYECKOrO
coBeTa; fopaboTka JOKYMEHTA; MOATOTOBKA K YTBEPXKOEHMIO

Mogudumkaumsa paHee pa3paboTaHHOro JOKyMEHTa:

4 | aHanu3 n oLeHKa OOKYMEHTa; MOUCK U 0TOOP HOBLIX AENCTBYIOLUX | OOWH aBT. NUCT 7650,0
JOKYMEHTOB N0 TeMme; BHeCEeHUe U3MEHEHWUs B TEeKCT OOKYMEHTa;
obcyxaeHne Ha 3acefaHnM  Hay4YHO-METOLMYECKOTO COBETa;
nopaboTka no ntoram 00Cy>XAeHUs; NOAroTOBKa K YTBEPXKOEHUIO

Pa3spaboTtka yuyeTHbIX popm, Tabnuu, o6pasLoB:

5 |yTo4yHeHMe npeamMeTa, OObBLEKTa, coAepXaHusi Yy4YeTHOM | OAWH aBT. MIUCT 7650,0
c¢opmbl, Tabnuubl, o6pasua; oT60p nokasarenem,
cucTtematmsaumsa ux, paspaboTka MakeTa y4yeTHou ¢opMmbl,
Tabnuubl, o6pasua; obcyxpaeHue Ha 3acegaHumn

Hay4HO-MeTOA4UYEeCKOro coBeTa; NnoAroToBKa K yrBepxaeHuro

CocTaBneH1e pekoMeHaauuii No BHEAPEHNIO perfiamMeHTUPYIoLLNX
[OKYMEHTOB B MPaKTUKY:

6 |paspaboTka MeTOAMYECKMX PpeKOMeHAaLWW, UHCTPYKUWA, MNaHoB| OOMH aBT. NUCT 14025,0
No BHEOAPEHUIO HOPMATUBHOW  AOKYMEHTauuu; MOAroToBKa
pyKonucu K neyaTu
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MogroToBka NMMCbMEHHOMN KOHCyInbTauunn, METOONYECKOro nncbma:

7 |BbiBrEeHVME W aHanmM3 [OOKYMEHTOB MO Teme; u3ydeHue W | OOMH aBT. JIUCT 8670,0
00o0uweHne onbiTa paboTel OMONMOTEK; HanMcaHue TekcTa
KOHCYynbTauum, MeToANYECKOro nucbMa; noaroToBka K
o0Cy)XOeHMI0 Ha 3acedaHMM HayYHO-MEeTOAMYECKOro COBETa;
aopaboTka no ntoram 00CyXAeHWs; caaya B nevatb

MoarotoBka o063opa geaTenbHoOcTM GUBNMOTEK NO onpeaeneHHOn
TemMmaTtTuke:

8 |yTouHeHMe TeMbl 0630pa; onpeaeneHne XPoHONOrMYEeCKMX rpaHunL; | OAMH aBT. NNCT 9180,0
BbISIBNEHNE OOKYMEHTOB, 0TOOp, MPOCMOTP M aHanms; HanucaHue
TeKCcTa; MOAroToBKa pyKONUCU K OBCYXAEHMI0 Ha 3acegaHuv
Hay4yHO-MeToAMYecKoro coseTa; QgopaboTka pykonucu nocrne

obcyxaeHus
PeueH3npoBaHne HayyHbIX, MeToAUYECKMX, WH(OPMALNOHHBLIX
MaTepuanos:
9 |JTeHne peLeH3MpyeMOro mMaTtepuana; oOueHka ero B Lenom, | OAuH aBT. NIUCT 783,0

OTAENbHbIX YacTeW, YCTaHOBIIEHWE COOTBETCTBUSI YMTaATENbCKOMY
M UEeneBOMY  Ha3HA4YeHWI0, Hay4YHbIM U METOANYECKUM
TpeboBaHuaM

10 |HanucaHue peueHsum OAWH aBT. NUCT 1305,0

MoaroToBKa Nekuun, KOHCYNbTaLum

PaspaboTka nnaHa nekumm, KOHCynbTauun, nogbopka matepmana, | ogHa nekuus,
nU3yyeHue ero; COoCTaBfieHMe Cchnucka nuTepaTypbl K NEKUMu, | KOHCynbTauus
KOHCYNnbTaLMW; HaNnucaHue TekcTa:

11 |nepBu4Hasa nekuus 1566,0

12 |noBTOpHas nekumsi, C y4€TOM HOBOro Matepuana 313,2

13 | nepBun4yHas rpynnoBas KOHCYNbTaums 1305,0

14 |noBTOpHas rpynnosas KOHCYNbTauMs ¢ y4eTOM HOBOro martepuana 522,0

15 |npoBeaeHve YCTHOWM MHOAMBUAYaNbHOW KOHCYMbTaumm ofHa nekuus,
KOHCynbTaums

16 |oTBET Ha NUCbMO OHO NNUCbMO 162,0

I'IpOBe,u,eH ne npakTukymoB, CTaXXMpOBOK

Mpaktukym (7 - 10 gHen): onpegeneHve Tembl, 3agaHus, | OOAWH NPaKTUKYM
ynpaxHeHusi; CcocTaBfneHue rpaduka W YTOYHEHME CpOKOB
NPOBEAEHUS 3aHATUN:

17 | rpynnoBon npakTMKym 2295,0
18 | MHAMBUAYanbHbIA NPaKTUKYM 2160,0
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Craxuposka (7 - 10 pgHen): yTOYHEHME CpPOKOB NpPOBEOEHUS
CTaXVPOBKM; BbIIBNIEHNE nuTepaTypbl N0 M3y4aeMOMYy BOMPOCY;
COCTaBrneHue nporpaMmmbl U rpaduka CTaXMPOBKM C Yy4ETOM
coCTaBa cnyluaTernen; 3akrnioyeHne o0 NPOXOXAEHUN CTaXNPOBKU:

odHa
CTaXupoBKa

19

rpynnoBsad CTaXmpoBKa

2805,0

20

nHanenayanbHaa CTaXnpoBkKa

2349,0

lMpakTuka CTyOEeHTOB BbICLUMX WM CPEeAHMX CrneumanbHbIX YYebHbIX
3aBeeHui:

21

MOAroTOBKa M opraHusauus npaktukn ctygeHToB (o 30 gHen);
paspaboTka nnaHa NpakTukW, CornacoBaHne ero ¢ pykoBogmTenem
npakTukn (npeactaButenem y4ebHOro 3aBedeHuWsl); COCTaBlieHue
rpachmka nocelleHusi CTPYKTYPHbIX NoApasaeneHun; opraHm3aumns
MPakTUYECKUX  3aHATWW;  NOABEAEeHWe  WUTOroB  MPaKTWKW;
COCTaBfEHNE XapaKTepUCTMKN NPaKTUKAHTOB

ofHa npakTuka

4860,0

MpakTuyeckme 3aHATUSA:

22

noAroToBKa MPAaKTUYECKOrO 3aHSATWA; COCTaBrieHWe 3ajaHus Mo
BbINOMHEHNIO n3y4yaemoro 6ubnuoTeyHoro npouecca,
KOHTPOSbHbIE BOMPOCHI, TEMATUYECKUA CMMCOK nuTepaTypbl K
3afaHunio; HanmcaHue Te3ncoB

OOHO 3aHATNe

1050,0

CocTaBrneHune y4ebHoli NporpaMmbi:

23

onpepeneHne cocrtaBa CnymaTeneVl; COCTaBlieHne TemMaTn4eckoro
nnaHa, YTO4YHEHME nopaaka n3yvyeHunqa; onpenenexHune
nocrnengoBaTesibHOCTU U3NOXEeHUA TeMbl, BblaerieHne OCHOBHbIX
BOMPOCOB; COCTaBlieHMe cCcnucka nuTepaTypbl no TemMmam
nporpamMmmbl; HanucaHue TeKCTa, 060y>+<,u,eHV|e nporpamMmmbl  Ha
3acejaHnn Hay4HO-MeToaMn4YeCKoro coeeTa

ofiHa nporpamMma

5733,0

MoceleHne 6MBNUOTEK, Bble3abl B KOMaHAUPOBKU C Lefbio
M3y4yeHus paboTbl U OKa3aHUSI MeTOOAMYECKOW MNOMOLLM:

24

noArotoBKka K KOMaHAMPOBKE; YTOYHEHWE CPOKOB U Lenu
KOMaHAVPOBKU, O3HAKOMJIIEHME C UMEHOLLMMUCA AOKYMEHTaAMMN
M MmaTepuanamuv npegbiaywmx Bble3gOB U Ny6nukauum B
neyaTu; coctaBlieHUe NnporpamMmmsbl (NaHa) KOMaHAMPOBKU

oAHa
KOMaHAOUpOBKa

574,2

25

cocTaBrieHue MHOPMaLMOHHOIO oTyeTa (cnpaBkun) o]
npoBefeHHoON paboTe: cBeAeHMIn 0 MeCTe Bble3aa, Lensx u cpokax
KOMaHONPOBKKN, O0BbEKTAX MOCELLEHUS, aHanM3 COCTOSIHNS paboTbl
no TeMe Bble3aa, BbIBOAbI U NPeAnoXeHns B agpec 6MbnmoTeku

OOVH OTYeT

1050,0

26

COCTaBIIEHME aBaHCOBOro OTYETA; 3arnofiHEHME OTYETHOro GriaHka
CO BCeMU NpunoXxeHnamu; caaya B 6yxranTepv|+o

OOVH OTYeT

40,0

27

noaroToBKa MH(*)OpMaLl,I/IM no pesynbtataMm KOMaHONPOBKU (yCTHO)
B CeKkTope, y 3aBeayiwouiero otaesriom, Ha Hay4YHO-MeTogun4eCKOM
coBeTe, 3acedaHunn gupekunmn

ogHa
WHpopmaums

105,0

28

noAroToBka OTYETHOro Matepuana no pesynbtataMm KOMaHOnpoBKU

ofHa

500,0
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Ons pasMmeLLeHns Ha canTte MHdopMaums

29 |paspabotka ” cocTaBneHne Yy4ebHbIX MfaHoOB W NpOrpamMm | OAWH NeyaTHbI 1200,0
CUCTEMbI OOMOSIHUTENBLHOrO NpodEeccnoHasnbHoro obpa3oBaHUs nuct
(O4ro) B otpacnu

30 |coctaBneHne pabounx nporpaMM N0 BHOBb  BBOOWUMbIM | OOWH NeYaTHbIN 1800,0
OncumnnuHamM, akTyanusaumsa AenCTBYOLWMX NporpamMm nuct

31 |pa3paboTka MeToaMYEeCKMX MaTepuarnoB MO KOHTPOSKO 3HaHWK | OOWH NeyaTHbIA 360,0
oby4yarlmxcsi; cocTaBfieHMe [AOKYMEHTOB MO MSIAHUPOBAHUIO nucrt
y4ebHoro npowecca

32 | paspaboTtka y4ebHO-NporpaMmmHON OOKyMeHTaumm ANsi| OAWH neYaTHbIn 1800,0
npoBefeHuss  obpasoBaTenbHOro  npouecca, MeTOANYECKUX nucrt
pa3paboToKk MO  MNPUMEHEHWI0  HOBbIX  WMHMOPMALMOHHBIX
TexHonorum B y4uebHoM npouecce

33 | pa3paboTka HOPMAaTUBHbIX OOKYMEHTOB, pernaMeHTUPYIOLNX BCE | OOUH AOKYMEHT 3600,0
BMAbl 0bpasoBaTenbHOW AeAaTenbHOCTM B BubnmoTeke

34 |cocTaBneHne M noarotToBka K M3OaHUO Yy4ebHbIX nporpamm, | ogvH neyaTHbI 1800,0
nocobun, CcaMOCTOSITENIbHO WM COBMECTHO C  OpYrMMu nucrt
nogpasgeneHnsmn 6nénuoteku

35 |yyacTme B  chleuvanusvMpoBaHHbIX  coBeTax  GubnuoTteku: OWH goknag, 2400,0
MOAroToBKa Ans NpodeccuoHanbHOM nevatn nybénvkaumi u oJHO 1200,0
MaTepunanoB BbICTYNNEHUN Ha KOHEePEHLMAX coobLleHne

36 |nogrotoBka K obcyxaeHuo yy4ebHbix nporpamm  [AMNO k| ogHO 3acedaHue 2400,0
3aceaHnsiM YYeHoro coeeTa

37 |cocTaBrieHve KanbKynauuu LeH Ha nnatHble ycnyrm OAWNH OOKYMEHT 120,0

38 |opraHusdauma nnatHoro oByyeHMs MO [OroBOpaM Ha oOka3aHue | OOUH AOKYMEHT no dakty
nnaTtHblX  obpasoBaTeNbHbIX  YCNYr C  HOPUOMYECKAMU U 3aTpayeHHor
dur3myeckumMmn nuuamm O BpeMeHun

39 |noarotoBka [OOKYMEHTOB K JUUEH3VUPOBaHUIO W akkpeauTauuu, | OAvH OOKYMEHT 12000,0
CBsAi3aHHble C peanusauuen 6ubnmoTekon obpasoBaTerbHbIX
nporpamm AMNO

40 |noaroTtoBka MaTtepuarnos Afs 3aHATUA B AUCTaHUMOHHON dhopme OWH Yac 240,0

3aHATUN

41 |noarotoBka y4eOHbIX U y4eOHO-MEeTOONYECKMX MaTepmanoB Afsl UX | 0gHa nporpaMmma 1800,0
pasmMelleHnss B WHAOPMaLMOHHO-TENEKOMMYHUKALMOHHOMW CEeTuU
"MHnTepHeT" n ux cBoeBpeMeHHoe 0BHOBEHNE

42 |opraHu3aums y4ebOHOro nmnpouecca Ans obyyawwmxcs Mo | ogHa nporpamMma 42420,0
nporpaMmmam npodeccrmoHanbHOM NepenoaroToBkn BUBNIMOTEYHbIX
Kagpos: opraHusauus obpasoBaresnbHOro npouecca,
yyebHo-meToanveckas paborta; Hay4yHo-MeToan4yeckas paborta

43 |opraHusauma ydyebHoro npouecca Ansg obydawowmxca No [ ogHa nporpaMmma 21210,0
nporpaMmmam MNOBbILLEHNS KBanudukaumm 6nbnmoTeyHbIX Kagpos:
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opraHumsaums obpasoBaTtenbHoro npotecca,
yyebHo-meToanyveckasn paborta; Hay4yHo-mMeToan4yeckasa paborta

MpumeyaHue:

- K HOpMEe BPEMEHU NpU COCTaBMNEeHUU OOKYMEHTOB, pernaMeHTMpyoLWmnX AedaTenbHOCTb pecnybnumkaHCKumx,
KpaeBbIX 1 06nacTHbIX GUbNMoTeK, NPpUMEHSETCH NOBbILLALWNA KO3 duumneHT 1,15;

- BpeMs NpOBEAEHMs1 NeKuMW, KOHCYNnbTauuwu, MNpPakTUKYMOB, CTaXWMPOBOK, MNpPaKTUKM, npebbiBaHus B
KOMaHOMPOBKE 1 NpoBeAEHNs MHGOpMaL MK Mo ee pesynbTaTtam B HOPMY BPEMEHU HE BXOAUT.

1.12. PaboTbl Hay4HO-OpraHM3auMOHHOrO Xapakrepa

Tabnuua 19

N HaunmeHoBaHue npolecca, onepauuun. Coctas paboTsl EaovHnua Hopma
n/n n3MepeHus BpEeMeHH,
MWH.

1 2 3 4

MogroToBka u npoeegeHne TeopeTquCKon, Hay‘-IHO-HpaKTquCKOVI
KOHd)epeHLI,I/II/I, TeMaTn4eCckoro ceMmmHapa

OnpeneneHne coctaBa OPrkOMUTETA M Y4aCTHUKOB KOH(IEPEHLIMMU, oOHO
cemMuHapa; OpMUpPOBaHWE U YyTBepXAeHWe nporpaMmbl U | MeponpusTue
npurnacuTenbHoro 6uneTa; OpraHW3auMOHHbIE  MepOonpuUATUS
(Tekywiaa cBs3b C  y4yacTHMKaMK, pacchbifika MaTepuarnos);
noAroToBka K  M3[aHMI0O  Te3ncoB; BblpaboTka  MpoekTa
pekomeHOauuii; (hVHaHCOBO-X035MCTBEHHOE obecneyeHune
KoHbepeHUMn, cemmnHapa (odopmMieHne NnaTeXHbIX JOKYMEHTOB,
BCTpeYya Y4acCTHMKOB, perucrpauumsi, pasMelleHue B TFOCTUHULE);
aHanus u oueHka paboTbl KOHbepeHUun, ceMuHapa; noaseaeHve
UTOroB

KonnyectBo YY4aCTHUKOB!

1 |1-100 5670,0

2 |101-150 7560,0

3 |151-450 9300,0

MoarotoBka M npoBedeHWe CEMWHapa, METOAUYECKOro [AHs,
3acefaHus "kpyrnoro crona”

OnpegeneHne y4yacTHWMKOB, PYKOBOOWUTENS, CPOKOB W MecTa 0fOHO
nposefeHnsa ceMmHapa, MeToguU4eCcKoro AHA, 3acefgaHusa "Kpyrrnoro | mepornpuaTne
ctona"; onpedeneHve KOHTUHIEHTa YYacCTHUKOB; pa3paboTka
nporpaMmmebl; MHGOpMaUnoHHoe obecnedeHne (Tekylwasi CBS3b C
y4yacTHUKaMu, paccbinka MaTepuanoB); BblpaboTka npoekta
pekoMeHJauMn; U3gaHue U paccblfika nporpaMmebl; perncrpaums
YY4aCTHUKOB; aHanu3 U OUEHKa ceMuHapa, MeTOAMYECKOro [AHS,
3acegaHus "kpyrnoro crtona"

KonnyecTtBo y4acTHUKOB:

KOHCYHbTaHTnﬂI-OC www.consultant.ru Crpanuua 57 n3 223

Hafieé)KHasa npaBoBaa noaoAepXXKa


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

Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.05.2015

4 11-50 1570,0

5 |51-100 3980,0

6 |101-150 6150,0

7 |151-450 8270,0
lMoarotoBka 3acepaHnii pegkonneruu:

8 |yTOo4HEeHne cpoka u MOBECTKU 3acefaHusi; oTOop MaTepuanoB Ans | 04HO 3acedaHue 560,0
obCcyXaeHnsa M MOAroToBKa MX AN KOMMPOBaHWS; onpepeneHve
OMNMOHEHTOB (PELEH3EHTOB); OMOBELLEHNE O 3acedaHun YfeHOB
pegkonnerny; paccblfika MaTepuanoB No MOBecTke 3acefaHus;
odopmMneHne  MpeanoXeHun,  BbICKA3aHHbIX  yYacTHUKaMWU
3acefaHuvs
OpraHusaumss 3acegaHun NpoOMNeMHbIX KOMMWUCCWUIA, COBETOB,

TBOPYECKMX KOSIEKTUBOB:

9 |onpeperneHne MNOBECTKU OHA W CpoKa MpoBedeHWUs 3acefaHus, ofHO 940,0
YTOYHEHMEe COoCTaBa Y4YyaCTHWKOB; MNOAFOTOBKA [OOKYMEHTOB,| Meponpuatue
OpraHM3auvoHHble MeponpuaTMa  (onoBeleHne O  3acefaHuu,
nogbop matepuanos); oopMIeHne NPOTOKONa 1 peLleHns

10 |paspaboTka MakeTa npe3eHTaUun Ans MeponpusTus oAHa 600,0

npeseHTauuns

11 |noproToBKa Npes3eHTauuun Ans MeponpusaTms ofHa 600,0

npeseHTauuns

MpumeyvaHue:

- Npu NPOBEAEHUM MEPOMPUATUA Ha MEeXOYHapoOHOM YpPOBHE K HOpPME BPEMEHU NPUMEHSIETCS

noBblLaoLWwmnn koapduumeHT 2,0, Ha degepansHOM yposHe - 1,85;

- B HOpMY BpemMeHun He BXOoOUT BpemMA nposeneHus KOH(bepeHU,VIVI, CeMunHapa, MeToaunm4ecKoro AHs,

3acegaHus "prFﬂOFO ctona" u BpemM4d, CBA3aHHOE C n3gaHnem matepuaron KOH(bepeHLI,VIVI, ceMunHapa.

1.13. PepgaktupoBaHue pykonucen

Tabnuua 20
N HanmeHoBaHwMe npouecca, onepauun. Coctas paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
PepaktnpoBaHmne Hay4YHbIX U METOOUYECKUX MaTepranoB
lMpoBepka 1 ucnpasneHve pykonucu B npouecce NoaroToBKU ee K
neyaTtn; obecneyeHne COOTBETCTBUS TEKCTa HayyHbIM U
nutepaTypHbiM TpeboBaHusaM, popme M LeneBoMy Ha3HaYeHuto
n3gaHus, corfnacoBaHMe BHOCMMbIX WCMPaBfEHUM C aBTOPOM;
JopaboTka pykonucu:
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1 |pepaktupoBaHue MoHorpacdumn, COOPHMKOB Hay4HbIX TPyaoB, | OOMWH aBT. MUCT 2840,0
Hay4HbIX OTYETOB, NMPaKTUYECKMUX NOCOOUIA

2 |pepaktnpoBaHue MeToANYECKUX Marepuanos: | OOWH aBT. NUCT 2500,0
WHCTPYKTUBHO-METOANYECKUX nucem, pekoMeHaaunu,
KOHCyNnbTauui, 0630poB AeATENbHOCTN BUBNMoTEK

3 |pemakTupoBaHue AOKYMEHTOB, pernamMeHTUPYOLWMX | OAUH aBT. IUCT 2400,0
AeATenbHOCTb 6MONMOTEeK: yCTaBOB, NONOXEeHUN, UHCTPYKLUN

4 |pepakTMpoBaHMe CTATUCTMYECKMX Tabnuu, Yy4yeTHbIXx ¢opM, | OAMH aBT. NMUCT 1980,0
obpasuoB

5 | pedakrtupoBaHue Marepuanos KOHbepeHuun: [Ooknagos, | OAWH aBT. NIUCT 1050,0
COoO00LLIEeHUN
PepaktnpoBaHue nonynsapHoro 6ubnuorpadudeckoro nocobws,
peTpOCNEeKTUBHbIX Hay4HO-BCnoMoraTesibHbIX yKkasatenen,
0630poB, cnpaBok, pedepaToB, aHHOTALWN:

6 |pemakTupoBaHMe MNOMNyNsipPHbIX Oubnuorpaduyecknx nocobun: | oguH aBT. IUCT 2640,0
TemaTnyeckmx bmbnuorpadmnyeckmx ykasartenen, CrpaBo4HMKOB

7 |pepaktMpoBaHMe pPEeTPOCMNEKTUBHbLIX Hay4YHO-BCMOMOraTersbHbIX | OAMH aBT. NIUCT 2100,0
yKasarteneu

8 |pepakTMpoBaHMe aHanuTU4Yeckmx ob630poB, CMpPaBOK, aHHOTAUMWA, | OAMH aBT. NMUCT 1080,0
pedepaTos, CBOAHbIX pedepaTUBHbIX 0630pos.,
aKcnpecc-nHopmauunn

9 |pepakTupoBaHue bubnuorpaduryeckon sanncu OofiHa 3anucb 4,6

10 |KOHTpOonbHOE pefakTUpoBaHue oAHa 3anuchb 6,2

MpuMevaHue: Npu pegakTMpoBaHWM CMELLAHHOIO TEKCTa K HOPMeE BPEMEHU MPUMEHSIETCS MOBbILLAOLLNIA
koacppmumeHT 1,1.

1.14. BcnomoraTernbHO-TeXHMYeckasi paboTa

Tabnuua 21
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHM,
MWH.
1 2 3 4
MawwnHonncHble paboThbl
MonyyeHne opurMHana Ang neyaTaHWst U O3HAKOMIEHUE C HUM,
Habop
MevaTaHve TekcTa 6e3 BepTUKanbHOro rpadneHus OflHa cTpaHuua
MaLUMHOMMUCHOIo
TeKcTa
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Pa3mepbl nHTEpBanos:
1 (2 13,4
2 |15 17,6
3 |1 22,0
MevaTaHne TekcTa Ha bopmaTkax 6e3 BepTMKanbHOro rpadneHnss | ogHa cTpaHuua
MaLUMHOMMUCHOIo
TekcTa
Pasmepbl HTEpBanos:
4 |2 17,6
5 (1,5 20,8
lMeyaTaHve TekcTa C BepTUKanbHbLIM rpadnieHnem OfHa cTpaHuua
MaLUMHOMMCHOIo
TekcTa
Pasmepbl HTEpBanos:
6 |2 17,6
7 |15 21,0
8 |1 28,0
MevaTaHre TekcTa Ha popmaTkax ¢ BepTuKanbHbIM rpadrneHmemM OflHa cTpaHuua
MaLLUMHOMMUCHOIo
TekcTa
Pasmepbl HTEpBanos:
9 |2 17,6
10 [1,5 22,0
CuuTka 1 KOPPEKTMPOBKA TEKCTA MNOCHEe NeYaTaHUsl Ha MaLUnHKe:
11 |npoBepka MNpaBUIbLHOCTU PaCMOfOXeHUss OTneyaTaHHOro TEKCTa,| OAHa cTpaHuua 4,4
cBepKa C pyKOMUCHbIM; KOPPEKTUPOBKA MaLUMHOMMUCHOrO TeKCTa MaLUMHOMMUCHOIo
TeKkcTa
12 | cumTKa, KOPPEKTMPOBKA N BEpPCTKa OofHa cTpaHuua 4,4
MaLLUMHOMMCHOIo
TekcTa
13 | HakneuBaHWe nNpaBoK OfHa npasKa 1,4
MawwnHonncHble paboThl, BbIMOMHAEMbIE B aBTOMAaTM3NPOBAHHOM
pexvme
Beoa maTeprana B KOMMblOTEP: ofjHa cTpaHuua
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14 |Habop TekcTa ¢ nucrta 11,0
15 |Habop Gubnmorpadunyeckoro onMcaHms 14,0
BbiBO4 MaTepuana Ha 3KpaH: oflHa cTpaHuua
16 |npaBka TekcTa Ha KOMMblTepe, BepCcTka TeKkcTa 8,6
17 | pegaktupoBaHue 6ubnuorpadumyeckoro onmcaHus 2,7
18 |BbIBOA TEKCTA Ha MPUHTEP; pacrneyaTtka O[Ha cTpaHuua 1,6
19 |BbIBOA hopMm Tabnuy Ha akpaH ofHa Tabnuvua 11,0
20 | HanonHeHne Tabnuu coaepXxaHnem ogHa Tabnuua 1,6
Hactporika TexHuyeckoro obopygoBaHust W TeXHUYECKoe
CONpPOBOXAEeHNe MepPONPUATUI:
21 |HacTporika TexHudeckoro obopygoBaHust ONs  NPOBEAEHMs oHO 120,0
MEpPONpUSTUIA, B TOM YMCIE TPpaHCNMpyembix No cetn "HTtepHeT" Meponpusitue
22 | TexHM4eckoe CONpOBOXAEHUE MepPONpUATUA ofHO 300,0
MeponpusitTue
23 | npoBefgeHue ayauo/sBuaeosanucu U oTOCHLEMKU MepPOnpUATUIA oJHo 300,0
MeponpustTue
24 | obpaboTka ayamo/sBmgeo/doTomatepmnanos OOWH HOCcUTENb 420,0
MHdopMaLnn
25 |paspaboTtka pasnuyHbix 6a3 gaHHbix (B[) ona BegeHns NpoekTos ofHa b[j 28800,0
26 |HanucaHue UHCTPYKUUIA No ncnonb3oBaHuio B npoekTtos OJWH aBT. NUCT 18000,0
27 | TexHnyeckas nopgaepxka bl npoekros ofHa PyHKUUS 4800,0
28 |TecTMpoBaHMe HOBbIX CWUCTEM W  BEpCUn  MPOrpamMHOro | opHa yHKUUS 1800,0
obecneyeHna/nporpaMmHo-annapaTHoro KomMMnekca,
nucnonb3yemoro npuv  peanu3auum  NpoekToB U paboTte
nogpasaeneHus
29 |TecTnpoBaHue NporpaMMHOro | ogHa (oyHKLuA 1800,0
obecneyeHnsi/nporpaMmmMHo-annapaTHOro Komnekca
30 |cocTtaBneHue nraHa TECTUpOBaHUS nporpaMmmHoro OOVH nnaH 2400,0
obecneyeHna/nporpaMmMHo-annapaTHOro KoMmnrekca
31 |npoBepka COOTBETCTBMSA pa3paboTaHHOro NporpaMMHOro | oAHa yHKLMS 480,0
obecneyeHna/nporpaMmHo-annapaTHoro Komnnekca
TEXHUYECKOMY 3aJaHUI0
32 |oueHka nporpammHoro obecneyeHus/nporpamMHO-annapaTHoOro OAHO 25500,0
KoMnnekca nporpaMmmHoe
obecneyeHne
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33 | cocTtaBneHue anroputma TecTupoBaHus NPOrpamMmMHOro | O4WH anropuTm 8400,0
obecneyveHunsa/nporpammMmHo-annapaTHoOro KoMmnnekca

34 | cospaHve TeCTUpYloLLero ckpynTa ans npoBefeHNA Harpy3oyHoro|  OOMH CKpUMT 600,0
TecTupoBaHus nporpaMMHoro
obecneyeHna/nporpaMmMHoO-annapaTHOro Kommnrekca

35 | npoBegeHue Harpy3o4Horo TECTUPOBaHUS nporpaMmmHoOro OAHO 480,0
obecneyeHns/nporpaMmMHo-annapaTHOro Komnnekca Harpy3o4yHoe

TecTMpoBaHue

36 | skcnepTHad oueHKa nporpamMmmHoro obecneyeHus, | ogHa aKkcnepTnsa 2400,0
NnoAroTOBIIEHHOTO B apyrux
opraHusaumsix/nporpaMMHO-annapaTHOro KOMMeKkca

37 |co3pgaHue anroputMa  KOHBEPTMpOBaHMS paboumx Tabnuu| opgHa oTpacnb 2400,0
HonbLoro 6ubnunoteyvHoro katanora (bBK) BBK

38 |HanucaHne KoHBepTepa ANnA npeobpasoBaHua pabounx Tabnuy | opgHa oTpachb 4800,0
BBEK B aBTOMatM3upoBaHHYld  UHMOPMALMOHHYIO  CUCTEMY BBK
NMLEH3MPOBaHNA OTAENbHbIX BUAoB aeatensHoctn (AUC J10[)
(MHTerpaumst GUBNNOTEYHBIX OAaHHbIX)

39 | npeobpasoBaHMe METOAMYECKMX AaHHbIX 3MEKTPOHHOro KaTtanora ofHO 1440,0
ans nepegayn KOHBEPTUPOBAHMU

e

MpumeyaHwue: npu Habope TekcTa Ha KOMMbKTEPE C NATUHCKUM LIPUAOTOM K HOPME BpPEMEHU NMPUMEHSAETCS
noBbiWwaroLWwmi koadduumneHT 1,3.

1.15. PaboTa no opraHusauum Tpyaa v ynpasneHuro

Tabnuua 22
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHuns BPEMEHMU,
MWH.
1 2 3 4
MnaHupoBaHue paboTbl
C6op, aHanu3 mncxogHon MHdOpMaLmu; onpefeneHne OCHOBHbIX O[VH MnaH
3agad roga, yTOYHEeHMe CPOKOB BbIMOMHEHUS 3a4aHui, HanucaHne
OOBACHUTENBHOM  3anMMCKW; MOArOTOBKA MNPOEKTa nraHa K
0OCY)XOEeHMI0 Ha BCEX YPOBHSAX, fopaboTka nocrne obcyxaeHus;
npeacTaBrneHne nnaHa Ha cornacoBaHue 1 yTBepXKaeHue:
1 |nnaHa 6ubnuoTekn 6240,0
2 |nnaHa komnnekca/ynpasneHus 4800,0
3 | nnaHa oTtgena, cekropa 2740,0
4 | vHAMBMAyaneHOro nnaHa 370,0
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ExxeqHeBHbIN y4yeT paboTbl B CTPYKTYPHbIX NogpasgeneHnax:

5 |cTtatuctuyeckumn yyeTt 3anucaBlUMXCA | OAHa 3anuchb 2,8
(nepeperncTpupoBaBLlUMXCS) YMTaTeNen

6 |cTaTUCTUYECKUM y4YeT KHUroBblgau, nocelleHnumn oAHa 3anucb 8,6

7 |yyert NMHopMaUnoHHO-6nbnunorpaduryeckomn paboTbl no| oAHa 3anucb 2,7
yCTaHOBMEeHHOM hopme

8 |y4eT BbINOSIHEHHbIX CNPaBOK OfHa 3anucb 2,7
ExxeqHeBHbIN y4eT abOHEHTOB, MONb3YIOLWNXCA MporpammMamMmm
MBA:

9 |cratucTnyeckun ydet aboHeHToB, nonb3yowmxca MBA ofHa 3anucb 2,7

10 |cTtatMcTMyecKMin  y4eT  MNOJSIYYEeHHbIX  3aKkas3oB, BblAaHHbIX | OAHA 3anucb 9,8
DOKYMEHTOB

11 |cTatMcTM4eckun Yy4eT 3akasoB, MNepeHanpaBfeHHbIX B Apyrne| ogHa 3anvcb 2,7
o1bnmoTekn

12 |3anucb uToroB paboTbl B "[HeBHWK paboTbl" noapasgeneHvs| ogHa 3anvcb 3,2
onbnunoTekn

13 |uMHOvBUAOyanbHbIA y4YeT: exedHeBHOe 3arnorfiHeHue NnucTka yyeTa O[lHa 3anucb 15,0
TpygosaTtpaT Uiy gHEeBHUKA paboTbl OMbnmoTekapsi
CBOOHbIN CTAaTUCTMYECKUI yyeT no bubnuoTteke
Yucno umtatenen, KHMroeblgad, noceLleHnin;, nogsedeHne UToroB | ofHa 3anucb
CTaTUCTMYECKNX OaHHbIX MO OMGNMoTEKE:

14 | mecsu 528,0

15 |kBapTtan 792,0

16 |rog 1080,0
Cratuctnyeckuin yyet B pexume AC:

17 |BBOA CTATUCTUYECKUX AAHHbIX C KOHTPOJIBHOMO NIUCTa OAWH NncT 0,16

18 | CcBOAHbLIV CTATUCTUYECKUIA Y4eT No GubnuoTteke (Yncno ymtatenen, | opHa tabnuvua 0,27
KHUroBblAady, noceLleHun)
NooBeneHne UTOroB CTaTUCTMYECKMX AaHHbIX NO BubnuoTeke: ofHa Tabnuua

19 |mecsuy 0,27

20 |kBapTan 0,27

21 |ron 0,27
CocTaBneHne OT4ETOB:
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22 |npueMm  nnaHoOBO-OTYETHbLIX  JOKYMEHTOB  OT  CTPYKTYPHbIX | OAWH OOKYMEHT 60,0
nogpasgeneHnii C NPOBEPKON MOMHOTbI COCTaBa; CoCTaBreHue
CBOHOW TabnuLbl OCHOBHbIX NMOKasaTenemn
CocTaBneHve aHanMTMYecKoro oTyeTa: aHanua [eATenbHOCTU OVH OTYeT
nogpasgeneHMn un 6ubnuotekn, OTMEeTKa W3MEHEeHWA 3a rog,

HanucaHve TekcTa, npeacTaBneHWe Ha cornacosaHwe U
yTBEpPXAEHUE:

23 | oTyeT GubnuoTekm 3a rog 3980,0

24 | oT4eT OoTAeNa, cekrtopa 3a rog 1320,0

25 | nHAMBMAyanbHbIN OTYET 3a roa 586,0
CocraBneHve uHaHCOBbLIX OT4eTOB 0O onnate no Buaam OVH OTYeT
nnaTHbIX YCIyr:

26 |3a mecsy 510,0

27 |3a kBapran 840,0
OT4eT Nepen yMTaTeNnsAMmM U HacerneHnem:

28 |ornpepeneHve cpoka npoBedeHUs OT4yeTa, [MOBECTKA [AHA, ofHO 1580,0
onoBselleHMe O [He oOTyeTa uuTaTenen, HaceneHus, BbINYCK| MeponpuaTne
CTeHraseTbl, ohopmreHne NpoToKona, 3aMmevyaHu 1 NpearioxXeHnn
yuTaTenemn, HaceneHus, CocTaBneHe NnaHa ux peanuaauum
MoarotoBka NPOU3BOACTBEHHbIX COBELLAHUN
OnpeneneHne noBeCTKM [HSA, Kpyra YYacTHWKOB, MNOArOTOBKa OfHO
crnpaBKku, OpYrux MeponpuaTUiA, NpoekTa peLleHusi, ornoBeLleHune coBeLlaHune
Y4aCTHMKOB COBELLaHNs, NOAroTOBKA NOMeLLEHUS:

29 |coBewaHve paboTHUKOB B1BNMOTEKN 320,0

30 |coBeliaHne paboTHMKOB OoTAeNa 264,0

31 |coBellaHWe NO UTOram MPUHATBLIX PELIEHUA C Lernblo OLEHKN nX OJHO 27,0
pesynbTaTtoB, NPOM3BOACTBEHHbIE COBELLLAHNA MO UTOoram roga coBeLlaHune

32 |onepaTtuBHoe coBellaHne (ana pelieHna TeKyLLNX oJHO 60,0
NpOV3BOACTBEHHbIX 3a7a4) coBelllaHne
OpraHu3aunoHHo-onepaTuBHas paboTa:

33 |AoKymeHTanbHoe odopmneHne pexuma paboTbl oTAena| oauH AOKYMEHT 360,0
(coctaBneHume rpacdumka paboTbl, OTNYCKOB)

34 | obecne4yeHune KOHTpoOns 3a BbINoOsIHEHUEM | OAHO 3aaHue 15,0
NpPon3BOACTBEHHOrO 3alaHMA U Ka4eCTBOM paboThl

35 |obecneyeHne KOHTPONA 3@ WUCMOJSIHEHUEM YMNpPaBIIeHYECKOro | OAMH AOKYMEHT 15,0
pelleHUsi, npuKasa, YyKasaHUs AOupeKTopa, 3amecTuTens
OVpeKTopa, 3aB. OTAENOM
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Hafieé)KHasa npaBoBaa noaoAepXXKa

36 |3akn4eHne, npoaneHme goropopa ¢ hmpmamm, npegnpuaTusamMm, | OguH 4OroBop 840,0
opraHu3auusiMu, YacTHbIMU NpeanpuHMMaTenaMm
37 | cocTaBneHue KanbKynauuu ueH Ha nraTtHble ycryru OOVIH AOKYMEHT 3340,0
38 | BbINUCbIBAaHWE cYeTa, KBUTAHLUMN OOVH OOKYMEHT 13,4
39 | cBepka onnartbl CHETOB OOVIH AOKYMEHT 13,8
[enonpon3BoacTso:
40 |npuem un permctpaumns BXxogsLen KoppecnoHaeHumm OOVIH AOKYMEHT 15,0
41 | konmpoBaHWe/CkaHpoBaHUe JOKYMEHTOB OOVH OOKYMEHT 15,0
42 | oTnpaBka/nonyyeHne akcoBbIX KOMUIN JOKYMEHTOB OOVIH AOKYMEHT 30,0
43 |obecnevyeHne KOHTPONA 3a CBOEBPEMEHHbIM  WCMOMHEHMEM | OOWH OOKYMEHT 15,0
JOKyMeHTa
44 |cuctematmsaums M NOLLUMBKA UCMOSIHEHHBIX [OOKYMEHTOB B | OAWH OAOKYMEHT 30,0
COOTBETCTBUMN C HOMEHKNATYpPOK Aen
Pa6ota B pexume AC:
45 | perncTpaumus BXoasLlen KoppecnoHaeHLN: O[Ha KapTo4Ka 15,0
46 |obecnevyeHne KOHTPONA 3a MCMOMHEHUEM [OOKYMEHTa: BbIBOL Ha| oOfHa 3anucb 7,0
3KpaH KOHTPONIbHOW KapTOukW; BBOA4 B Hee WHdopmauun 06
MCMNOSNTHEHUN
47 |peleHne XO3SIUCTBEHHbIX BOMPOCOB (Nogaya 3asBOK Ha| OOWH BOMpOC 30,0
yCTpaHeHWe HeuCnpaBHOCTEN pabounMx MnOMeLLeHW, 3aka3 U
nosiyyeHve KaHUenapckux TOBapoB W ApYyrux martepuanos CoO
ckrnaga)
Baanmopgenctaune mexay CTPYKTYpHbIMU NogpasgeneHnamu:
48 |cocTaBneHne 3anpocoB, TPebOoBaHWUN, MOSACHUTENBHbLIX 3AMUCOK M | OOWH OOKYMEHT 20,0
Cny>xebHbIX 3anncok
49 |nogavya 3anpocoB, TpeboBaHWIA, MNOSICHUTENbHLIX 3aMUCOK W | OOWH AOKYMEHT 25,0
CnyXeOHbIX 3anncok B NevaTHon hopme
50 |nogaya 3anpocoB, TpeboBaHMIN, MOSACHUTENBHbLIX 3aMMCOK W | OOWH OOKYMEHT 10,0
CNyXeOHbIX 3anNUCoK B 3NEKTPOHHON chopme
51 |obecneveHne KOHTPOMS 3a UCMOSIHEHMEM 3anpocoB, TPeboBaHWU, | OOUH OOKYMEHT 40,0
MOSICHUTENbHBIX 3aMUCOK U CIY>XEOHbBIX 3aMMCoK
lMpumeyaHue: BpemMs NpoBefeHus oTyeTa nepen yYntatensmMu, HaceneHuem, coBelllaHui B HOPMY BpEMEHU
He BXOOMuT.
2. TyinoBble OTpacneBble HOPMbI TpyAa Ha paboThl, BbIMOMHAEMbIE
B rOCy4apCTBEHHbIX (MyHMUMNanbHbIX) 6MGnmnoTekax (Ha OCHOBe
aBTOMAaTMU3MpPOBAHHBLIX CUCTEM YNpaBfieHnsi NpoLeccamm)
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2.1. KomnnekroBaHne ooHAOB

Tabnuua 23
N HaunmeHoBaHwue npouecca, onepauun. Coctas paboTbl EaovHuua Hopma
n/n n3MepeHuns BpEMEHW,
MWH.
1 2 3 4
1 |npuem n oT60p AN HPOHAOB HOBbIX MOCTYMNEHUA, NOMYYEHHbIX MO | OAWH LOKYMEHT 3,6
COMNpPOBOAUTENBHOMY  OOKYMEHTY - JIACTY rOCygapCTBEHHON
permcTpaumm
2 |TexHnyeckas obpaboTka JOKYMEHTOB OAVH [OKYMEHT 4,5
3 | BBOA OOKYMeEHTOB B 6a3y aaHHbIX (B) OAVH OOKYMEHT 4,5
2.2. bubnuorpacduyeckoe onMcaHme U MHOEKCUPOBaHME JOKYMEHTOB
Tabnuua 24
N HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3MepeHus BpEMEHWU,
MWH.
1 2 3 4
1 |dopmupoBaHne GubnUorpadmyeckon 3anmMcuM Ha OOKYMEHTbl Ha| OfHa 3anvcbh 18,0
PYCCKOM £13blke (onucaTtenbHas kaTanormsaums)
2 |dopmupoBaHue 6ubnvorpadmnyeckon 3anucu Ha OOKYMEHTbl Ha| OfHa 3anucb 27,0
WMHOCTPaHHbIX EBPOMENCKNX fA3blkax U si3blkax HapogoB Poccun,
KpoMme pyccKoro (onucatenbHasi Katanornsauusi)
3 | popmupoBaHue Gubnmorpacmyeckon 3anMcu Ha cTapornedaTHble | OfHa 3anucb 60,0
KHATM 1 pykonucu  (onucatenbHad UM copepxarternbHas
KaTanormsauus)
4 | MHOEeKCcMpOBaHUE OOKYMEHTOB (CoAepXaTenbHas Katanornsauus) OfjHa 3anucb 18,0
5 |dopmupoBaHne aBTOpUTETHOM 3anucu (Ha WMMeHa §uvu,| OfHa 3anucb 30,0
HavMeHOBaHUM opraHM3auni)
6 |dopmmpoBaHue AaHHbIX B hOHOOBON 3anucu OfjHa 3anucb 50
2.3. PaboTa c kaTanoramm
Tabnuua 25
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EaovHuua Hopma
n/n n3mepeHuns BPEMEHM,
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MWH.
1 2 3 4
1 |pa3bop KapToyek Ansi pacCTaHOBKM B andaBuUTHbIE KaTanoru OflHa KapTouyka 0,2
PepnaktnpoBaHme reHepanbHOro andgaBnTHOroO karanora: OfHa kapTo4ka
2 |kaTanor - ctapbin pag (o 2000 roga); 1,0
3 | kartanor - HoBbI psag (¢ 2000 roga); 0,5
4 |Katanor - WHOCTpaHHblE €BpOMNenckue SA3blkM U A3bIKM HApOAOB 1,0
Poccuu, kpome pycckoro
5 |pasbop KapTo4yek Ansi pacCTaHOBKM B CUCTEMAaTUYECKMNE KaTarnoru ofHa KapTo4ka 0,3
6 |pemaktupoBaHme [eHepanbHOrO CUCTEMATUYECKOro KaTamora| ofHa kapTouka 0,5
(FCK)
7 | pepakTupoBaHve opurMHan-maketa 6ubnuorpadudecknx 3anvcen | OfgHa KapToyka 0,3
(B3) Ha ogHOYaCTHbIE AOKYMEHTHI
8 |pepaktupoBaHne opuruMHan-maketa B3 Ha  MHoOroyacTHble | ogHa KapToudka 0,45
OOKYMEHTbI
9 |pedakTupoBaHWe 3anucen Ha eAVHULBI XpaHEHUS B MPOrpaMMHOE |  OfHa 3anuch 54
obecneyeHnn (MO) nNo u3BeLleHMSAM O BHECEHUUM WU3MEHEHWI B
Katanoru, nofydeHHbIM 13 TexHonornveckoro otaena (TO)
PepaktupoBaHue B3 petpokoHsepcuu B 10 (KOHTpoOnbHble MONs| ofHa 3anucb
dopmaTta un Tekcta B3):
10 | pepakTnpoBaHUe KOHTPOIbHBIX Norien dopmara 54
11 | pepaktupoBaHue Tekcta b3 5,4
12 |pepaktnpoBaHue ©Oubnuorpadmuecknx 3anucen (B3) B TO| opgHa 3anuch 54
(sBegenue nHgekcos BBK B B3 peTpokoHBepcun)
13 | dopmmposanme B3 B MO ¢ ncnonb3oBaHMemM CBOLQHOrO Katanora| OAHa 3anucb 12,0
6ubnuotek Poccum
14 | pepaktnpoBaHue B3 Ha MHoroyacTHble gokymeHToB B 10 OofHa 3anunchb 12,0
2.4. PaboTta ¢ hoHOOM
Tabnuua 26
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EnnnHuua Hopma
n/n n3mepeHuns BPEMEHM,
MWH.
1 2 3 4
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MoarotoButensHas pabora:
1 |nogroToBka pabo4ymx MecT ofHo pabouee 5,0
MecTo
2 |nony4yeHwe [OKYMEHTOB C BbICTaBKM HOBbIX MOCTYNMeHWWA (Mpw| ogHa naptus 16,0
y4acTum 4-x yenosek) (200
OOKYMEHTOB)
3 | npuem HOBbIX NOCTYNSEHUI B NporpaMmMme nepenayn OfHa napTus 12,0
(100
[OOKYMEHTOB)
O6paboTka HOBbIX NOCTYNMEHUN:
4 | nepBUYHLIN pa3bop HOBbLIX NOCTYMNNEHUI OfHa napTus 26,0
(100
OOKYMEHTOB)
5 | pa3bop oOKYMEHTOB Ansi onpefeneHns pacCcTaHOBOYHbIX LUMGPOB ofHa napTus 1,0
(100
OOKYMEHTOB)
6 |npenBaputenbHas cucTteMartu3auus  OOKYMEHTOB  rpynrnoBoW | oOfHa napTus 1,0
06paboTkm ansa onpeaeneH1s NonovYHOro HAekca (200
JOKYMEHTOB)
LLUndppoBka AOKYMEHTOB: OAWNH OOKYMEHT
7 | c gyms wudpamu (1 - "BUpTYanbHbIA") 1,0
8 |6e3 wudpa 1,8
9 | pocbinbl 3,6
10 |BBoOA Wudpa 0,5
LLindppoBka OKYMEHTOB rpynnoBor 06paboTku: OQVH JOKYMEHT
11 |npepBapuTenbHas cuctematu3aums (BBOL MHOEKCA oOTpaciu 1,0
3HaHusa no Tabnuuam BBK B 3K)
12 | petanbHaga cuctemaTusaumg (BeBoA nonovHoro nHaekca 66K B 3K) 1,0
13 |obpaboTka JOKYMEHTOB Ha MHOCTPAHHbIX €BPOMENCKUX SA3blkax OAWNH OOKYMEHT 3,6
14 |obpaboTka [OOKYMEHTOB Ha HaUWOHAmNbHbLIX $3blkaX HAPOAOB| OAWH LOKYMEHT 4,5
cybbekToB Poccuiickon Pepepavnmm
15 |npuem un obpaboTtka gokymenToB XVIII - XIX BB. OAVH [OKYMEHT 8,0
16 |npvem n obpaboTka OTEYECTBEHHbLIX NEPUOAMNYECKUX U3OaHUA U3 | OOWH AOKYMEHT 1,8
3ana Tekywmx nepuoamyeckmx nsganmm (3TrMAN)
17 |npuem n obpaboTka MHOCTPaHHbLIX NEPUOONYECKMX WU3OAHUA U3 | OOMH OOKYMEHT 1,8
3TN
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18 | nepelundpoBka JOKYMEHTOB OOVH OOKYMEHT 27,0
19 |BBog H6ap-koga gokymeHTa B OK OOVIH AOKYMEHT 2,6
20 |nepepadva ookymeHTOB B (poHA 6ubnuotekmn (Pb) OAHa napTus 26,0
(200
OOKYMEHTOB)
O6cnyxunBaHue yntatenenm n aboHeHToB B Pb:
21 |BbIinonHeHne TpebosaHWi, NOCTYNMBLUNX MO SNEKTPOHHOMY 3aKasy ofHO 1,0
TpeboBaHue
22 | B3aMMopacyeT CO CTPYKTYPHbIMW NoapasaeneHmsamMm 6MbnmoTtekn OfHa napTus 14,0
(100
[OOKYMEHTOB)
23 |paboTa C 3a40MKEHHOCTbIO OAMWH OOKYMEHT 1,8
CoxpaHHoCTb (hOHAOOB:
24 |nogrotoBka  OOKYMEHTOB  Ha MUKPOUnbMUpoBaHme W| OOVH OOKYMEHT 54
CKaHMpoBaHue
25 |nepepava OOKYMEHTOB Ha MUKpOUNbMUpoBaHne n | ogHa naptus (20 16,0
CKaHUpOBaHue OOKYMEHTOB)
Ceepka poHaa ¢ anekTpoHHbIM kaTtanorom (3K): OQVH JOKYMEHT
26 | ogHOYacTHble JOKYMEHTOB 1,8
27 | MHOro4YacTHble JOKYMEHTOB 3,6
28 | npoBepka JocTyna K 3feKTPOHHOMY pecypcy OAWNH OOKYMEHT 5,4
MepeBoa OOKYMEHTOB B LMdpoBon chopmart:
29 | npuem/nepenava neyaTHblX U3gaHui U3 otaena oHgoaepartens | OAvH OKYMEHT 0,9
Nno aBTOMaTU3NPOBAHHOW NporpammMe nepegay
30 |cBepka MOMY4YEHHbIX OOKYMEHTOB C 3MEKTPOHHbIM KaTanorom W | OAWH AOKYMEHT 3,3
pacnpegeneHve 3aknagok Cc wuMmeHem anina no nevyaTHbIM
opuruHanam
31 |pacnpefeneHne neyaTHbIX [AOKYMEHTOB Mexdy onepaTopamu ofHa napTuga 55,0
ckaHupoBaHus (40 JOKYMEHTOB)
32 | ckaHMpoBaHWe neYvyaTHbIX JOKYMEHTOB B MOMHOLBETHOM pexume OfHa cTpaHuua 0,33
33 | konupoBaHWe onepaTopoM IMEKTPOHHON KOMUN OTCKAHUPOBAHHOIO | OAWH AOKYMEHT 30,0
OOKYMeHTa Ha cepBep
34 | 0bpaboTka 3NEKTPOHHOW KOMUN OTCKAHMPOBAHHOIO U3OaHUs OfHa cTpaHuua 2,5
35 |konupoBaHue onepaTopomM 06paboTkM TrOTOBOW SMEKTPOHHOW | OAWH AOKYMEHT 30,0
KOMuuM OTCKaHMPOBAHHOIO U3faHusa ¢ paboyen cTaHLmMmM Ha cepBep
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36 | Bepudukaums (MpoBepka C NOMOLLBIO JOKa3aTeNbCTB) U KOHTPOMb | OAUH AOKYMEHT 10,0
KayecTBa 06paboTaHHbIX 3MEKTPOHHLIX KOMUIA NeYaTHbIX U3g4aHnin
37 |pacnosHaBaHne TekcTa u cosgaHue [NOP-cbanoB 3MNEKTPOHHbLIX | OAWH OOKYMEHT 35,0
KOMUI neYvaTHbIX n3gaHui
38 |konupoBaHue pacno3HaHHbiX [MOd-annoB 3NEeKTPOHHbIX KOMWWA | OOAWH AOKYMEHT 6,0
neyaTHbIX U3OaHUA B TEXHOMOrMYECKYH Nanky Ans AanbHeunLemn
3arpysku Ha cepeep
2.5. O6cnyxmBaHne MHOropoaHNX aboOHEHTOB B LIEHTPE AMCTaHLMOHHOro obpasosarus (LLOO) n MBA
Tabnuua 27
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHuns BPEMEHM,
MWH.
1 2 3 4
1 |noaroToBka pabounx mect ofHo paboyee 4,2
MeCTO
2 | MpOCMOTpP 3rEeKTPOHHOW MOYThl, O3HAKOMIIEHME C MOCTYNUBLUNMMU oAHo 26,0
coobLeHnamum coobLeHne
3 | perncrpaumsi aboHEHTOB O0OVH aboHEeHT 4.5
4 |npvem 3aka3oB OT abOHEHTOB 4Yepe3 aBTOMATU3UPOBAHHYHO OOVH 3aKa3 2,7
cUCTeMy nopTtana ynpasfeHust AOMOMHUTENbHOrO O0CNyXMBaHUS
(YAO)
MpoBepka MO SMNEKTPOHHOMY KaTanory HanuMunst OOKYMeHTa B| OAWH LOKYMEHT
doHaax, npocTaeneHune wudgpa Ha brnaHke-3akase:
5 | 6e3 bubnuorpacduryeckon gopaboTku 3,6
6 |c bubnuorpadunyeckon gopaboTkon 17,0
7 |npveM OOKYMEHTOB OT oTAenoB dpoHJoaepaTenen OOVH penc (13 9,0
®b)
8 |nogrotoBka n odpopMreHne JOKYMEHTOB K Bblaaye OLMVH OOKYMEHT 2,7
9 | bopMuMpoBaHMe KanbKynsiuMM Ha onnaTy YCryru Ha Bblgady KONUKW | OAdHa CTpaHuua 1,0
OOKYMeHTa no 3anpocy aboHeHTa
10 |npoBepka NOCTYNIIEHNS NnaTexa no Buaam onnarhbl O[fHa 3asBkKa 1,0
11 |peructpauus BblgauM [OKYMEHTOB B aBTOMAaTU3MPOBAHHOW | OOMH OOKYMEHT 1,8
cucteme
12 |oTnpaBka 6aHgeponemn ofHa 6aHgeponb 4.4
13 |cocTaBneHMe  OnNUCM  NOArOTOBMNEHHbIX K  OTMpaBneHuo | OaHa 3anucb 2,7
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B6aHgeponen
14 |TpaHcnopTupoBka OaHgeponen B noAapasgeneHve OTNpaBkv |  OAHA NapTus 9,0
3aka3Hblx baHgeponen
15 | npuem OOKYMEHTOB, BO3BpaLLeHHbIX aboHeHTaMu OOVH OOKYMEHT 2,8
16 |paboTa c oTKaszamu OWH OTKa3 2,7
17 |opraHusauus v BeeHVe KapToTeK OflHa KapTouyka 1,0
/oanH
BnaHk-3akas
18 |pacnedatka guccepTauum U3 aNeKTPOoHHOW 6a3bl AvccepTaumii no OOVH nuCT 1,0
3aka3y aboHeHTa
19 |KoHTpoOnb 3a noraweHnem 3afo0MKEHHOCTH OAVH abOHeHT 14,0
20 | nouck Henony4eHHbIX baHaeponen ofHa 6aHgeponb 55,0
21 |Bo3BpaT OWMBOYHO 3acnaHHbIX JOKYMEHTOB ogHa 6aHaeponb 3,5
22 |cnpaBku 1 KOHCynbTaumm 06 ycnoBusix o6cnyxmBaHus abOHEHTOB, ofHa 9,0
no pabote aBTomaTusmposaHHon cuctemsl LIOO n MBA KOHCYynbTauuna
2.6. CnpaBoyHo-6ubnuorpacmyeckoe odcnyxmnsaHne
Tabnuua 28
N HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHMU,
MUH.
1 2 3 4
BbInonHeHne ycTHbIX Oubnmnorpadunyeckmx cnpaBok:
1 |nogroToBka pabo4mx MecT €XXeJHEBHO 13,0
2 | exeOgHeBHbIN cTaTUCTUYeCcKUn yyet eXeoHeBHO 13,5
cnpaBoYHO-6uGnMorpacdunyeckoro o6cnyxMBaHua Yntartenemn
3 |M3y4yeHMe oOTpuuaTtenbHbIX OTBETOB Ha Oubnuorpaduyeckme OAvH 13,5
3anpochbl C LENbIo BbIABIEHNs Opaka oTpulaTenbHbIN
oTBeT
4 | npuem 3anpoca Ha BbINonHeHne bubnunorpaduryeckon cnpasku OfH 3anpoc 10,0
5 | ochopmneHme KOHTPONBLHOIO NUCTKa NOoMb3oBaTENs OOVH 1,0
nosb3oBartenb
6 |Temartmnyeckas ycTHasa bubnuorpadudeckas cnpaBka OfHa crnpaBka 17,0
7 |agpecHas ycTHasi cnpaska OfHa cnpaBka 8,0
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8 | yTouHsawWwas ycTHas bubnuorpaduyeckas cnpaska OfHa cnpaBka 18,0
9 |dakTorpadmyeckas yctHaa bubnmuorpaduyeckas crpaska ofHa crpaska 15,0
KoHcynbTauuu: oaHa
KOHCYNnbTauuns
10 | Gubnuorpadguyeckas 10,0
11 | opueHTUpyloLas 6,0
12 | BCcnomorartenbHOo-TeXHUYeckas 3,0
13 | 6ubnumorpacdunyeckas/pakrorpacmnyeckas cnpaska OAHa cripaska 12,0
BbinonHeHne nMcbMeHHbIX Gubnuorpaduyeckux cnpaBok:
14 |npuem 1 pernctpaumsa MMCbMEHHOMO 3anpoca B OpraHun3aLMOHHOW |  OAMH 3anpoc 3,0
rpynne
15 | ancneTyepmsaums NMCbMeEHHbIX 3anpocos B rpynne CEO eXxeaHeBHO 60,0
16 |peructpaumsa 3sanpoca B XypHane ydeTa MUCbMEHHbIX CMpaBOK| OAHa 3anucb 3,0
rpynnel CBO
MucbMeHHaa TemaTudeckas cnpaska:
17 |TemaTtuyeckas cnpaska 1- CTENEeHN CAOXHOCTW: A0 25 Ha3BaHun, | OfHa crnpaBska 1200,0
C npocmoTpom Bubnuorpadpmyeckmx NCTOYHNKOB
18 |TemaTnyeckasi cnpaBka 2-A CTENeHW CIIOXHOCTWU: cBbiwe 25| opAHa crnpaBka 2900,0
HasBaHMN, C NPOCMOTPOM OubBnMorpadnyecknx u TEKCTOBbIX
WUCTOYHMKOB
19 | nucbMeHHas yTouHsoLas bubnuorpaduryeckas cnpaska OfHa cnpaska 360,0
20 |nMcbMeHHas agpecHas cripaska OAHa cripaska 120,0
21 | nucbMeHHasa akTorpadumyeckas cnpaska OfHa cnpaBka 360,0
[MMCbMeHHbIEe KOHCYNbTaUuK: ofHa
KOHCYNbTauuns
22 | 6ubnunorpaduyeckas 480,0
23 | opueHTupyoLwias 480,0
24 | KOHCcynbTauusa-knuwe 240,0
PepaktupoBaHue BbINOSTHEHHbLIX MMCbMEHHbIX CNPaBOK:
25 | apgpecHasi NTMCbMeHHas cnpaska ofjHa cnpaBka 9,0
TemaTuyeckas NMCbMeHHas cnpaska: OfiHa cripaBka
26 |1-1 cTeneHn CroXHOCTU 18,0
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27 | 2-1 cTeneHn CroXHOCTU 48,0
28 | yTOYHAKOLWANa NMCbMEHHasa cnpaska OfHa cnpaska 8,0
29 | cbakTorpacudeckas NnMCbMeHHasi cripaBka OfHa crnpaBska 8,0
30 |perncrtpaumsi BbINOMHEHHOMW MUCbMEHHOW CMpaBkM B rpynne| ofHa 3anucb 3,0

crnpaBoYHo-6mnbnunorpadudeckoro  obenyxmeannss  (CBO) B

XypHane yyeta NMCbMEHHbIX 3anpoCcoB
31 |peruncTtpaums BbIMNONTHEHHOM NUCbMEHHOWN cnpaBku B O[lHa 3anucb 2,0

opraHusaumoHHom rpynne CbO
32 | ocopmneHne n nepegada/oTnpasrieHne OTBETA 3aKa34mMKy OAVH 3anpoc 12,0

BupTyanbHas cnpaBoyHasa cnyxba:
33 | BUpTyanbHasa Tematundeckasa cripaBka OfHa cnpaska 18,0
34 | BupTyanbHaga agpecHas crnpaska OfHa cnpaBka 7,0
35 | BUpTyanbHas yTouyHsLWasa cnpaska OfHa cnpaska 18,0
36 |BMpTYyanbHas opveHTUpyloLwas cnpaska OAHa cripaBka 6,0
37 |BupTyanbHas akTorpaduyeckas cnpaska OfHa cnpaska 15,0
38 |ocbopmMrieHMe OTBETa Ha 3anpoc Yutatens OAHO NMNCLMO 6,0
39 | nononHeHne apxuBa BbINOMHEHHbLIX crnpaBok ("basbl 3HaHuin") OfHa crnpaBka 11,0
40 |ckaHupoBaHue pokymeHToB wu3 c¢oHgoB CBO no 3akasam| ogHa cTpaHuua 3,0

nonb3oBaTtenen

KoHcynbTauuu: ofHa

KOHCYrnbTauus

41 |6ubnuorpadunyeckas 10,0
42 | opueHTupylowas 10,0
43 | KOHCyrbTaumsa-knuwe 5,0
44 |KoopAavMHauMs W gucneTyepusaums BbIMNOMIHEHMS BUPTYalbHbIX |  OOHO MMCbMO 12,0

cnpaBokK

Bubnuorpaduyeckoe 06y4eHne nonb3oBaTenen: ofHa

KOHCYrnbTauuns

45 | meToamnyeckasi 10,0
46 |TemaTudeckad 15,0
47 |noarotoBka 6mbnmorpadmyeckoro ob3opa/obyyvatoLero OfHO 2400,0

MeponpusiTUs No meToauke hopMupoBaHus dmubnuorpaduyeckor | meponpuaTne

3anucw, paboTbl c KaTanoramu, no MeToauke
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Bubnmorpaduyeckoro onucaHus, oubnnorpadpuyeckmmm
NCTOYHMKaMN OPMUMPOBAHUS CMMCKa IuTepaTypbl K Hay4HON
paboTe
48 | npoBeneHne onbnnorpadguyeckoro 063opa/oby4atoLero ofHO 60,0
MeponpusaTUsi (Mo NyHKTy 39) MeponpusTue

Okckypcum  no  oHgam un cnpaBOYHO-OMBNMorpacunyeckoMy | ogHa 3KCKypcus
annaparty (CBA) UBC:

49 | noaroTtoBKa 480,0

50 |nposeaeHue 60,0

BepneHue cnpaBoyHo-6MGnMorpaduyeckoro annapara:

51 |BeaeHue apxmBa BbINOSIHEHHbBIX CMPABOK B 3MNIEKTPOHHbLINA PEXUM OfHa crnpaBska 8,0

52 |BBOA KapToTek B 6a3y gaHHbIX (BM) o[fHa KapTouyka 6,0
BeictaBoyHas pabota: O[iHa BbICTaBKa

53 | pa3paboTka nnaHa opraHn3auunm 1 3KCNOHMPOBaHNUSI TEMaTUYECKOMN 2160,0
BbICTaBKU

54 |nogrotoBka CONPOBOAMTENbHOW [OKYMEHTauuMu K BbICTaBKe, 360,0
aTUKETaxy

55 | MOHTaX BbICTaBKU 480,0

56 | OeMOHTaX BbICTaBKMU 240,0

57 |cospgaHne admw, o6bsaABneHWr, nporpaMm And  npoBefeHus 60,0
BbICTaBOK

MpumeyaHune: npu paboTe C AOKYMEHTaMW Ha MHOCTPaHHbIX E€BPOMENCKMX NA3blkaX W A3blkax HapodoB
Poccuu, kpome pycckoro, K Hopmam BpeMeHU NpUMeHsieTCAa NoBbliwakoLWwmni koadgpuumneHT 1,15.

2.7. HOTHblEe U3gaHns 1 3ByKO3anmcu

Tabnuua 29
N HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
dopmmpoBaHme Gubnuorpadudeckon 3anmcu:
1 |Ha rpamMMOMOHHbIE NNACTUHKM (rPaMniacTUHKU) Ha PYCCKOM OAWH OUCK 140,0
A3blke (onucaTenbHasa kaTanornsaums)
2 |Ha rpamMnnacTUHKM Ha WHOCTPAHHbLIX EBPOMENCKUX N3blkax WU OOVH ANUCK 180,0
A3blkax HapogoB Poccun, kpome pycckoro (onucaternbHas
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KaTanormsauus)
3 |Ha aygmogmckax Ha pyccKkom A3blKe (onucartenbHas OOWH AUCK 160,0
KaTanorusauusi)
4 |Ha ayguogmckax Ha MHOCTPaHHbIX €BPOMENCKUX S3blKax U A3blkax OOWH ANCK 220,0
HapopgoB Poccun, kpome pycckoro €3blka (onucaTtenbHas
KaTanormsauus)
5 |Ha Juckax dopmarta ayauodannos (onncartenbHas OOVIH ANUCK 480,0
KaTanorusauusi)
6 |Ha HOTHble u3gaHWs Ha pPYCCKOM s3blke (onucaTenbHas | OOUH AOKYMEHT 132,0
KaTanormsauus)
7 |Ha HOTHble M3JaHWS Ha WHOCTPAHHbLIX E€BPOMENCKUX A3blkax W | OAWH AOKYMEHT 140,0
A3blkax HapogoB Poccun, kpome pycckoro (onucatenbHas
KaTanormsauus)
CnpaBo4Ho-6ubnuorpacuyeckoe obcnyxmBaHne B YUTanNbHOM
3ane
BbinonHeHune ycTHoOM Gubnuorpaduryeckon cnpasku:
8 | npuem 3anpoca Ha BbINonHeHWe bubnunorpaduryeckon cnpasku O[MH 3anpoc 6,0
9 |TemaTtmyeckas ycTHasa bubnuorpadudeckas cnpaBka OfHa crnpaBska 20,0
10 |ycTHasi agpecHas bubnuorpaduryeckasa cnpaska OfHa cnpaska 12,0
11 |yTouHsoWwas ycTHasa bubnuorpaduyeckas cnpaska OAHa cripaska 22,0
12 | dpakTorpacmyeckas yctHas bubnmorpadudeckasi cnpaeka OfHa cnpaska 18,0
KoHcynbTauuu: oAHa
KOHCYnbTauus
13 | 6ubnuorpaduyeckas 10,0
14 | opueHTUpyoLas 3,0
15 | BcnomorartenbHo-TexHU4Yeckas 6,0
BbinonHeHne NncbMeHHbIX Bnbnmnorpaduyeckmx CnpaBok:
16 |npueMm wn perncTpauus 3anpoca B KHUre ydeta MUCbMEHHbLIX | OAHa crpaBka 15,0
BGmbnmorpadunyecknx cnpaBok
17 |u3yyeHne 3anpoca, YCTaHOBMEHME WNN YTOYHEHWE OreMeHTOB| OfHa cnpaska 900,0
6mbnmorpaduyeckon sanmcu
BeneHune cnpaBoyHo-6MGnnorpadmyeckoro annaparTa:
18 | ochopmneHmne KapToUku AN KapTOTEK OfHa KapTo4ka 16,0
19 | cospaHue bubnuorpaduyeckon 3anncu (b3) Ha cTaTbm NO My3bike | OAHA 3anUCb 8,0
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N3 OKYMEHTOB, HE COOTBETCTBYHLLUMX NPOdnso

20 |BeneHne KapToTek O[Ha KapTo4Ka 1,0
2.8. PaboTa c nutepatypow no 6ubnmnortekoseaeHuto, bubnmorpadoBefeHnI0 U KHAroBEAEHNIO
Tabnuua 30
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHusi BPEMEHM,
MUH.
1 2 3 4
O6paboTka HOBbIX MOCTYMMEHMN B MNporpaMMHOM obecneyeHun
(NO):
1 |npuemM HOBbIX MNOCTYMMAEHUN OTEYECTBEHHbIX [OOKYMEHTOB B | OOMH OOKYMEHT 0,5
ancneTyepckon nporpaMmme nepegaym
2 | npueM HOBbIX NOCTYMMEHUI Ha MHOCTPaHHbIX €BPOMENCKMX A3blkaX | OAWH AOKYMEHT 1,0
1 93blkax HapoJoB Poccun, KpoMe pyccKoro
3 |odopmneHve KapTOYKM Ha [AOKYMEHT Ha PYCCKOM #3blke A8 | ofHa KapToudka 8,0
KaTanoros un kapToTek obnacten (OBJ)
4 |ocopMneHne KapTOuKM Ha  OOKYMEHT Ha  WMHOCTPaHHbIX | OofHa KapToudka 10,0
€BPONEenCcKMx a3blkax U a3blkax HapogoB Poccun, KpoMe pyccKoro,
ansa katanoros u kaptotek OBJI
5 | AHanuTnyeckoe onucaHue gokymeHToB B [10 oHa cTaTbs 12,0
O6cnyxmBaHne nonb3oBaTenen; BuUpTyanbHas  cnpaBOYHasi
cnyxb6a:
6 |npvem Gubnuorpadumyeckoro 3anpoca YitaTensi OLMH 3anpoc 3,0
7 | BUpTyanbHaa Tematudeckas cnpaska OofHa crnipaBka 54,0
8 |BupTyanbHas agpecHas crnpaska OfHa cnpaBka 18,0
9 | BuMpTyarnbHas yTOYHAKOLAA cripaBka OfiHa cripaBka 26,0
10 |BupTyanbHas gakTorpaduyeckas cnpaska OfHa cnpaBka 20,0
11 |odopmrieHne oTBETa Ha 3anpoc Yntatens OlHO NMNCBLMO 10,0
12 | nononHeHwne apxvBa BblNONIHEHHbIX cnpaBok ("ba3a 3HaHun") OfHa crnpaeka 10,0
13 | exXegHeBHbIN CTaTUCTUYECKNI yyet eXeHEBHO 12,0
crnpaBoYHO-O6Mbnmnorpaduyeckoro o6cny>xMBaH1s YnTaTenen
2.9. ObpaboTKka ONTUYECKMX KOMMAKT-ANCKOB B 0Opa3oBaTesnbHbIX 3M1EKTPOHHBLIX pecypcax (OOP)
Tabnuua 31
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N HaunmeHoBaHwue npouecca, onepauun. Coctas paboTbl EaovHuua Hopma
n/n n3mepeHuns BPEMEH, MUH.
1 2 3 4
1 |nonyyeHwe n gocTtasBKa ONTUYECKNX KOMMAKT-ANCKOB OAHa napTus 30,0
aokymenToB (100
ONCKOB)
2 | npvieM HOBbIX MOCTYNEHNIA ONTUYECKNX KOMMAKT-OUCKOB OofjHa napTus 60,0
aokymeHToB (100
ONCKOB)
3 | cyMMapHbI y4eT KOMNaKT-AUCKOB (MO YCTaHOBMEHHOW hOopMeE) OofjHa napTus 7,0
OOKYMEHTOB
4 | nHauBMAyanbHbIN y4eT KOMMNAKT-ANCKOB ofHa 3anucb 1,0
5 | TexHnyeckas obpaboTka ONTUHECKUX KOMMAKT-OUCKOB OOVH OOKYMEHT 2,0
6 |wudposka fokymeHTOB B mogyne MO OAWNH OOKYMEHT 1,0

2.10. Pabota c yntatenamm

Tabnwuua 32
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHuns BPEMEHMU,
MWH.
1 2 3 4
3anuce nonb3osaTens B 6ubnuoTeky, pabota c uuTatenem B
ynTanbLHOM 3ane:
1 |nogroToBka paboymMx MecCT Monb3oBaTernen u obCnyXUBaKOLLEro oauH MK 2,0
nepcoHana: npoBepka TEXHUYECKOr0 COCTOSIHUA  CETEeBOro
obecneyeHns 1 napka BbIYMCIUTENBHON TEXHUKM; BKITtoUeHue MK
2 |npuHATMe mep no nukeugauunm cboes B pabote MK, B paboTe ceTw, oauvH cbon 10,0
OTCyTCTBMS gocTyna K 6ase  [daHHbIX  nonb3oBaTenew;
MHOPMUPOBaAHME COOTBETCTBYIOLMX CMyXO o cbosix; npoBepka
HeucnpaBHOW TexXHWKKW; ukcauma cboeB B TeTpagu ydeTa C
yKa3aHMeM XapakTepa HeucrnpaBHOCTU M BpPeEMEHM Hadana cbos;
nocrne ycTpaHeHus1 HenonaakM oTMeTka BPEMEHM €€ YCTPaHEeHs
3 |NpocMOTp [OOKYMEHTOB uuTaTens (nacnopT, YOOCTOBEPEHME, | OAMH YuTaTerb 3,0
NopyYnTENbLCTBO), MPOBEPKA Hanuums YYeTHO-PErMcTpaLMoOHHON
KapToyku yntaTens
4 |3anonHeHne dopmynsapa uduTaTens, YYeTHO-PerncTpaumMoHHOM | OAWH KOMMIEKT 5,0
KapTOu4Ku, YiTaTenbckoro bunerta
5 |o3HakomneHve  uyuTaTens C  npasBuramu Nonb30BaHWs | OAWH YuTaTernb 6,0
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onbnuoTekon, pacnonoxeHmem poHaa, CNpaBOYHbIM annapaTom
6 |nogbop w paccTtaHoBKka nNo Homepam OuneToB, andaBuTy| OAHaA KapTOYKa 2,0
hamunum YyntaTtenemn y4eTHO-perncTpaunoHHbIX KapTovek
7 |ocywecTBneHne KOHTPOMs 3a BO3MOXHbIM HanU4MeM AaHHbIX O | OAMH YuTaTernb 0,5
yuTaTene Kak HapyLuuTene (nvweH npaea Nonb30BaHUA); BeaeHne
(n perynsipHbI IPOCMOTP) KapTOTEKN YMTaTenen-HapyLumTtenen
MNepepernctpaums yntatenemn:
8 |nouck dopmynsapa (perncTpauMoHHOW KapTOYKM) uYuTaTens; | OAgHa KapTouka 2,0
BHECEHME U3MEHEHUI B HUX U B YnTatenbckue bunetol (yrouHeHme
A@HKETHbIX [AaHHbIX, HOBOro 4MTaTENbCKOrO HOMepa, [AaTbl
nepepeructpaumm) € BeOEHVMEM KapTOTEKM Hay4HbIX TeM MU
TEKyLLMX N3MEHEHU (NOMNyYeHne 3BaHU, Nybnvkaumm, gapbl)
3anucb (nepeperncrtpauus) yutatenen B aBTOMAaTM3NPOBAHHOM
pexume:
9 |cbemka hoToKaMepon Anst YyaTaTenbckoro bunerta OOVH 0,5
nocetutenb
10 |odopmrieHne kofa YuTaTens ¢ KOHTPOSbHbLIM Pas3psaoM U CPOKOM OAVH 0,4
Nonb30BaHWsl 4YUTATENbCKUM OUMETOM, Ha OCHOBE BblAAHHOM nocetutenb
WHopmMaumn
11 |Bblgava Ha NPUHTEpP CBEAEHW O 3anucaslleMcs ynuTatene B Buae oAviH 0,4
yuTaTtenbckoro buneta nocetTutenb
12 |Habop Ha knaBumaType cBedeHWW O uuTaTene: amunus, uMms, OaVNH 2,0
OTYECTBO, XapakTepusywlme ero npusHakm (obpasoBaHue, nocetutenb
cneumanbHOCTb), KOA, HOMEp YiTaTeNbCKoro buneta; oTocbeMKa
13 |ocyulecTBrieHMe KOHTPOMsS 3a BO3MOXHbIM HanuMyMeM AaHHbIX O OaVH 2,0
yutartene, 3anvcaBsllemcs B 6MGnuoTeky (paHee 3anucaH, nuileH noceTuTenb
npaBa Nosib30BaHMs)
14 |odopmneHne uyuTatenbckoro 6unetra c HOMEPOM U CPOKOM O4VvH GuneTt 1,0
Nnonb30oBaHWs YMTaTENbCKMM OMIETOM Ha OCHOBE BblAAHHOMN
MHpopmauum
15 |Bblga4a Ha nNpUHTEP CBEAEHUM O 3anuncaBlUEMCH uuTaTene, OaVNH 5,0
nposefeHUe paanoyacToTHOM UMAEHTUMUKaALUMKM YMTaTeNbCKOro nocetutenb
bunera; nposeneHue OEeHexXHoro B3aMmMopacyeTa c
nonb3oBaTtenem 4yepes Kaccy
YpaneHHas 3anuchb: OaVH
nocetutenb
16 |cBepka Q[AaHHbIX PErncTpaumMoOHHOM KapTOYKW, CKaHUMPOBAHHbIX 2,0
KON € nacnopta W ApYyrMuMn OOKYMeHTamMu Morb3oBaTtens u
noaTBepXXaeHne 3asBKn
17 |odopmneHue gorosopa-odepTbl Ha NpefocTaBreHne AoCTyna K 3,0
ANEKTPOHHbIM pecypcam 6ubnuoTekm
KOHCYHbTaHTnﬂI-OC www.consultant.ru Crpanuua 78 n3 223

Hafieé)KHasa npaBoBaa noaoAepXXKa


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

Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.05.2015

18

Habop Ha KnaeBmaType AaHHbIX, 471 3anofIHEHUS 4OrOBOpa, BbIBOA
[JoroBopa Ha NpuHTep, NOANMCh N1LA, 3aKrnoYaBLLEro 4oroBop

19

Od)OpMJ'IeHVIe BXOo4a-BbiXoaa ynTartensa n3 6MbnmoTekun:
CKaHnpoBaHne noCTOAHHOIO 4YuUTaTesibCKoro 6uneta, Bblgava
KOHTPOJIbHOIO JINCTKA

OOVH
nocetTutenb

2,0

BbinonHeHne TpeboBaHMM nonb3oBaTenen, Bblgada AOKYMEHTOB
n3 cneumnann3npoBaHHOro goHaa:

20

nony4yeHue TpeGOBaHVIFI Ha OOKYMEHT M3 OCHOBHOIO XpaHeHwuA,
npoBepkKa npaBuUiibHOCTU 3anOJIHEHUA Tpe6OBaHVIFI, perncrpaumna

oaHO
TpeboBaHue

1,0

21

pa3bop TpeboBaHuIi No sipycam, paccbifika No NHEBMOMOYTE

0OHO
TpeboBaHue

10,0

22

nonyyeHve TpeboBaHMA Ha OOKYMEHT; MpOBepKa MpPaBUITbHOCTU
3anonHeHuns TpeboBaHus; peructpaums, gopabortka TpeboBaHus;
nogbop no wudpam B cneumanm3npoBaHHom oHae

0OHO
TpeboBaHue

10,0

23

nogrotoBka W 0odOpPMIEHWE OTKasoB W MepeHanpaBneHunii;
oTnpaBka TpeboBaHW C OTKasaMu W NepeHanpaBnsemMbiMu
TpeboBaHnsiMn

oaHO
TpeboBaHue

50

24

NoucKk AOKyMeHTa B boHAe, oTMeTKa Ha TpeboBaHUW, KHUKHOM
dopmynspe, oucneT4epckomn ceTke

OOWH OOKYMEHT

50

25

TpaHCMopTUPOBKa/goCTaBka M3gaHms n3 oHaa B YMTanbHbIN 3an

OOWH OOKYMEHT

8,0

26

TpaHCcnopTMpoBKa/gocTaBka M3gaHnsa M3 oHaa B UMTanbHbIN 3an
(yoaneHHoe xpaHunuie)

45,0

27

YCTaHOBKa MeCTa HaxoXaeHunda HEHaNOEHHOro OOKyMeHTa no
0a3am u 6aHKkaM OaHHbIX, CNpaBOYHbIM KapTOTEeKaM, Katanoram

OOWH OOKYMEHT

50

28

Bblgaya [AOKYMeHTa U3 cneuuanvavpoBaHHOro (hoHAA YMTaTen!to;
OTMETKA Ha  KHWKHOM  dhopMmynsipe/TpeboBaHuM;  3anucb
JOKYMEHTOB B UMTaTElNbCKyl0 KapTOYKy (BKNaZHOMW MUCT); OTMeTKa
B KHWIe 3akasoB; OTMETKA O Bblaye B aBTOMaTU3UPOBAHHOA
cucteMe (M3MeHeHMe cTaTyca M3gaHusl) MyTem  CUUTbIBaHUA
LUTPUX-KOAa AOKYMEHTa

OOVH JOKYMEHT

15

29

npuem [OKYMEHTA OT 4WTaTensl; MOUCK KOHTPOSILHOrO mUCTKa
nons3oBaTtensi, TpeboBaHW; NpoBepka COXPaAHHOCTU [OKYMEHTa;
norawleHne OTMETKM O Bblgaye Ha KOHTPONbHOM FUCTKe
nonb3oBaTens; MorawleHne BblgadM B aBTOMATM3UPOBAHHOW
cucteMe (M3MEHeHWe cTaTyca Uu3daHWs) MyTeM CUUTbIBAHMS
LUTPMX-KOAa OOKYMEHTa

OOVH JOKYMEHT

15

30

Bbldaya JOKyMeHTa u3 akcnosuumm mysed kHurn (MK) coTpyaHuky
CEeKTopa XpaHeHWsa AN BblOayu 4uTaTento; CHATUE BUTPUHBLI C
OXpaHbl MO 3BOHKY Ha NyNbT OXpaHbl; BCKPbITUE BUTPUHbI; BblEMKa
KHUIN 13 BUTPWUHBI; 3aKpbITUE BUTPUHBI; MOCTAHOBKA BUTPUHBLI Ha
oxpaHy; ukcaumsa solgayun B "KypHane Bbigadn" matepuanos u3s
akcnosnumn MK

OOVH JOKYMEHT

40,0
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31 |npuvHATWE OOKYMeHTa OT uuTatens; nouck 3anucu B "XKypHane | oauH OOKYMEHT 30,0
Bblgaun"; norawleHne OTMETKM O Bblgauye; CHATUE BUTPUHBI C
OXpaHbl N0 3BOHKY Ha NyMbT OXpaHbl; BCKPbITUE BUTPUHbI; BO3BpaT
KHUIMM B BUTPUHY (MOHTaX); NOCTAHOBKA BUTPUHbI HA OXpaHy
32 |npuem TpeboBaHMIn OT uMTaTenen B HayyHo-uccrnegoBaTensCkOM | OOUH pa3 B OeHb 30,0
otagene pykonucen (HVAOP), npoBepka kavyecTBa MX 3arofIHEHUS;
pOCMMCb B KHUre pernctpaumm TpeboBaHuin
33 |o3HakomneHue ¢ TpeboBaHMEM, YyTOUHEHME MecTa XpaHeHus no eanHuua 3,0
TonorpacmyeckomMy ykasaTernio; BbleMKa eOuHWL XpaHeHus (ea. XpaHeHus
Xp.) U3 KapToHa, pasMeLleHWe B KapTOHE KapTbl-3aMeHUTENS;
npoBepKa COOTBETCTBUS Lwndpa M 3arofioBka Ha OOOXKE M B
TpeboBaHuM; MpoBepka U3NYECKOrO COCTOSIHUA ef.  Xp.;
odopMreHne nmcTa UCnorib3oBaHus, 3anofiHeHne KHUM Bblaauu
34 |npoBepka nNucTaxa ef. Xp. Npv Bbldadve, yCTaHOBNEHUE Hannm4yHoro OAWH nucT 0,2
nMcTaXa C 3anucblo B 3aBEepUTENbHOM JINUCTE M Ha OOMnoXKe,
OTMeTKa B 3aBepUTENbHOM NUCTE O NPOBEpPKe
35 |npoBepka nucTaxa nNpuv  BblgadYe Cc  nepeodopmMieHMEM OAWH NUcT 0,3
3aBepuUTENbHOrO NMCTa C  yKasaHMem BCex O0cobeHHocTen
XPaHSALLUXCS B €. XP. JOKYMEHTOB
36 |npoBepka nucTaxa nocne BO3BpalleHUs ef. Xp. U3 YumTanbHOro OOVH nuCT 0,2
3ana (43) unu ot cotpygHukos; ansa OU, ¢oto, asTorpacos,
KOMNMMEKUMOHHBIX AOKYMEHTOB - 00si3aTenbHa
37 |HymMepauus 1 nepeHymepauus NUCTOB MpU Bblgade en. xp. Ans OAWH NUcT 0,3
NCNONb30BaHNSA C COCTaBNEeHWeM pa3BepHYTOro 3aBepuTeribHOro
NMcTa C BbIHECEHMEM BCEX OCODEHHOCTEN JOKYMEHTOB
38 | wundpoBka 06NoOXeK ef. Xp.; CBEpPKA 3arofioBka ef. Xp. C OMNuChbIo; eanHuua 2,2
npoctasneHue wramna HAOP u ero 3anonHeHne XpaHeHuns
39 |odopmneHne o6noXek (OT pPyKu): pasfMHOBKA MOBEPXHOCTU eanHuua 6,0
06noXKW; HanucaHve Ha ObOnoXke HauMeHoBaHMA ¢oHAa, XpaHeHus
3aronoBka efl. Xp., KpauvHuxX fJaT, Konuyectea nUCTOB WU
JOKYMEHTOB B COOTBETCTBUU C ONUCHIO
40 |npueMm wn TpaHcnopTupoBka ed. xp. u3 Y3 B xpaHunuvwe un wu3 eavHuiua 15,0
XpaHunuwa B Y3 XpaHeHus
2.11. Bblgaya KOMNIEKTOB JOKYMEHTOB BO BPEMEHHOE MOSb30BaHue nogpasgeneHnsm onbnmoteku
Tabnuua 33
N HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n nsmepeHuns BPEMEHM,
MUH.
1 2 3 4
1 |ocopmneHue 3asBKu/akTa Ha KOMMMNEKT  OOKYMEHTOB, | 0O4Ha 3asiBKa, aKT 30,0
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nepenaBaeMblii B CTPYKTYpHOE noapasaeneHne

noabop [OOKYMEHTOB B KOMMJEKTbI;
[OKYMEHTOB B YYETHbIX (hopmax

perncTtpauna BblAaHHbIX

OOWH KOMMJIEKT

10,0

OTMETKA Ha  KHWXKHOM
dopmynsipe (nHpnkaTope) aatbl Bblaauu, OaHHbIX
nogpasgeneHnsi, nonyyawllero KOMMMEKT; OTMeTKa B KHure
Bbldayn AaTbl BblAayun, AaHHbIX MOApa3feneHus, nonyyawooLlero
KOMMNIEKT; OTMeTKa B AKTe nepedayn

Bblaava KOMMNEKTOB  [JOKYMEHTOB;

OOWNH KOMMNIEeKT

50

nony4yeHne  KOMMMEKTOB  OOKYMEHTOB  OT  CTPYKTYPHbIX
nogpasgeneHnn; MOUCK KHWXHOro dopMmynsapa (MHAukaTopa);
noraweHne OTMETKM O Bbiaye, BrOXEHWEe ero B [OOKYMEHT;
npoBepka hU3M4ECKOrO COCTOSIHUSA, MepecyeT NUCTOB, CBepka C
AKTOM nepegayv; norawieHne oTMETKN O Bbldade B KHUre Bblaauu;
nepegada JOKYMEHTOB Ha cBpocky

OOWH KOMMNJIEKT

18,0

2.12.

O6cnyxuBaHve nonb3oBaTenen [[OKyMeHTamu B

YUTaAlNbHOM

3ane,

3ane ¢ rmMbpugHbiM

obcnyxmBaHWeM, 3ane 3MeKTPOHHbIX pecypcoB, 3ane "WHTepHeT", 3ane cneuuwanuanpoBaHHoro otaena. Npuem
3aKka3oB No TenedoHy 13 ropoaa

Tabnuua 34
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EovHuua Hopma
n/n n3MepeHus BpEMEHW,
MWH.

1 2 3 4
O6cnyxnBaHue nonb3oBatenern bubnnoTeku:

1 |npoBegeHwe KOHCynbTauuu, Gecedpl ¢ yMTatenemMm MO npasunam | OAMH YMTaTenb 3,6
obcnyKMBaHMA B YMTanbHOM 3ane 1 npegocTaBrniseMblx ycnyrax,
Mo UCMONb30BaHMIO CNpaBOYHO-OMbNMorpacuyeckoro annapara u
hOHOOB, ANEKTPOHHLIX PECypcoB, UHAOOPMMPOBAHME YMTaTens o
HOBbIX MOCTYNNEHNAX

2 |KoHcynbTaumm no padote c MK B yntanbHoM 3ane, no paboTe B| OAMH YMTaTeEnNb 2,0
3NEKTPOHHON BubnmoTeke

3 |npuem 3aka3oB Monb3oBaTener Ha M3gaHWs W3  OCHOBHOTO O[VH 3aKa3 1,0
KHUTOXPaHUIuLLa; npoBepka NpaBuUibHOCTU 3anonHeHns
TpeboBaHus; permctpaums

4 | npveM 3aka3oB no TenedoHy n3 ropopa OAVH 3aKas3 50

5 | nony4yeHue OOKYMEeHTa, 3aKa3aHHOoro yutartenem B| OAMH JOKYMEHT 0,9
cneumnanvM3anpoBaHHOM PoHAe/uMTansHOM 3ane

6 |paccTaHoBKa M34aHMK Ha OpOHENosfkax 4WTanbHOro 3ana,| OAWH LOKYMEHT 0,4
MOCTYNUBLUMNX N3 KHUTOXPaHWIMLLA NO 3aka3am nosfib3oBaTenen

7 |nogbop AOKYMEHTOB Ha GpoHenorke, 3aka3aHHbIX U3 OCHOBHOrO | OOWH AOKYMEHT 0,47
KHUroXpaHunuiia; nepegada Ha kadenpy Bblgaym
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noabop OOKYMEHTOB B MNoACOOHOM (hOHAE 4uTanbHOro 3ana;
nepeaaya Ha kadeapy Bblaauu

OAOWH OOKYMEHT

2,0

noabop AOKYMEHTa B XpaHeHWU cheuuanuavpoBaHHOro oHAa;
oTMeTka Ha TpeboBaHWM; Nepedada [OOKyMeHTa Ha kKadeapy
Bblgaun

OOWH OOKYMEHT

10,0

10

odopMneHne BblaaHHOro aucka

OOVH AMUCK

50

11

pernctpauma B KOMHbI-OTepHOVI nporpaMmme, npocyeT JmMCcToB U
d)VI3VI‘-IeCKOFO COCTOAHNA OOKYyMEeHTa

OOWH OOKYMEHT

9,0

12

YCTaHOBKa MeCTa HaxoXaeHuna HEeHalnaeHHoro OOKyMeHTa no
cnpaBOYHbIM KapTOTEKaM, KaTtanoram, permcrtpaymnsa otkason

OOWH OOKYMEHT

22,0

13

noabop yMTaTeNbCKUX KapTodeKk ANs BNUCbIBAHUS OOKYMEHTOB Ha
TEKYLUUA OeHb; NOANMCaHMEe KapToYek Y 3aB. OTAENOM O JOoMnycke B
otaen HAOP

OHa KapTo4Ka

10,0

14

Bbl4a4a OOKYMEHTa yMTaTento: cBepka BblJaBaeMoro 4OKYMEHTa C
ynTaTenbCckuM TpeboBaHMEM; NPOBEpPKa Hanuuus cTpaHuu/kagpoB
MUKpodubma, MUKpOdULL, cogepxaHue KOMMaKT-aucka;
CUYATbIBAHWE LWITpUX-Koda (Npu 3MNeKTPOHHOM 3akase) B moayne
"unpkynaumna" OK; oTMeTKa KHUroBblgA4YM Ha KOHTPOMBbHOM NIUCTKE

OOWH OOKYMEHT

1,8

15

npMemMm [JOKYMeHTa OT uuTaTens: cBepka ero c TpeboBaHUEM
(KOHTPONBHBLIM JIMCTKOM), MNpPOBEPKA COXPAHHOCTU [OKYMEHTa,
HanmMyus CTpaHuu/kagpoB MUKpodunbma, MUKpodomLL,
cofepXaHue OMcka, CUYUTbIBaHWE LUTPUX-KOA4a (NpU 3NEKTPOHHOM
3aKkase), BHECEHUE OTMETKM O MpUemMe Ha KOHTPOSIbHOM NINCTKE

OOVH JOKYMEHT

15

16

nepegava/TpaHCNopTUpOBKa/4OCTaBka  OOKYMEHTa,  CAAHHOro
yuTaTeneMm, B  CreuManu3upoBaHHbIn  OHO;, OTMeTKa O
B3aumopacyeTe 006CnyXMBaHUS Y KHATOXpaHEHUS

OOWH OOKYMEHT

1,0

17

BbIICHEHME NO NOBOAY 3aka3a M MpoasieHWe Cpoka Mornb30BaHusA
OOKyMeHTamu no tenedoHy

OAVH 3anpoc

1,0

18

BbIACHEHUE MO NOBOAY 3aKasa W npoasieHne cpoka nosfib3oBaHUA
OOKyMeHTaMu no SJ'IeKTpOHHOI7I no4yrte

OJWH 3anpoc

2,0

19

obecneyeHne KOHTPOSNS 3a CPOKaMW MOfib30BaHUsS AOKYMEHTaMu
13 oTAena XpaHeHus

OIH 3arnpoc

0,8

20

NpoasfieHNe Cpoka MNONb30BaHUS [OOKYMEHTA: MOMCK KapTOYKW;
BHECEHME OTMETKU O NPOASIEHMN CPOKa MONb30BaHUs; NpoaneHme
no TenedoHy

Ha OAMH OeHb

30,0

21

npoesepka 3ag0JDKEHHOCTU YUTalbHbIX 3alloB OTAeNly XpPaHEeHUA;
CcBepkKa I'Ipeﬂ,bﬂBﬂeHHOVI 3aO0JKeHHOCTNn C ﬂOKYMeHTaLlMeVI
YnTanbHOro 3ana

OOVH JOKYMEHT

50

22

pa6oTa C OTKasaMu; KOHTPOMb CPOKOB MOCTYMSIEHUS OTKA30B;
npoBepka 060CHOBAHHOCTM OTKa30B; y4eT 0TKa3oB

OfVH OTKa3

0,8

Bblgaya KonuMuM  OOKYMEHTa U3 3MeKTPOHHOM  BubnuoTekwu,
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peann3oBaHHOW B CUCTEME 3aLLMLLEHHOro NpocMOoTpa, No 3anpocy
nonb3oBartens:
23 | odhopMneHne 3akasa Ha KonumpoBaHue OAWH 3arpoc 2,0
24 | pacnevyaTka AOKYMEHTOB MO 3anpocaM norib3oBaTenen OAWH NucT 1,0
25 |aneKkTpoHHOE KonupoBaHWe: MOUCK [OOKYMeHTa, COXPaHEeHHOro| OAuH 3anpoc 10,0
nosib3oBaTtesnem; npoBepka danna  gns KONMpoBaHus,
AMEKTPOHHOE  KOMMpoOBaHue; MpoBepka, Bblgada HocuTens
nofb3oBaTento; No 3anpocy nomnb3oBaTenss - 3anncb Ha
ONTUYECKMIA KOMMNAKT-AUCK OUBNMOTEKM
2.13. BHyTpeHHsist paboTa
Tabnuvua 35
N HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHuua Hopma
n/n namepeHns BPEMEHM,
MUH.
1 2 3 4
lNogroToBKa K Bblgaye AOKYMEHTOB:
1 |npoBepka OpPOHEMNOMOK C OT/OXEHHbIMA OOKYMeHTamMu (Nno| Ha OAvH OeHb 10,0
HOMepam YuTaTenbCKNX OMUMNeToB, MO CpoKam)
2 |cbpocka 4OKYMEHTOB (Mo cpokam) OAMVH OOKYMEHT 0,2
3 |pacctaHoBka oOpMynsapoB 4uTaTenen (No cpokam, Homepawm, | oauH popmynsp 0,3
andgasuTty, wWwudpam); paccTaHOBKA KOHTPOMbHbLIX MUCTKOB
nosfib3oBaTtenen No Homepam
4 |nopBegeHue wTOroB paboTbl 3a NpoLWeAlnin AeHb, BHECEHMEe | Ha OAMH OeHb 12,0
3anuncu B JHEBHUK/NIUCTLI ydeTa
5 |nogbop AOKYMEHTOB MO NpeABapUTENbHbIM 3aka3aM yYutaTenen u| OguH OOKYMEHT 10,0
nfaHam YTeHus
6 |NPOCMOTP HOBbIX NOCTYMMEHUN OANA peKkoMeH4aunn yutaTtenam OOVIH AOKYMEHT 3,0
7 |npocMoTp (NpoBepka NPaBUbHOCTU PacCTaHOBKM) KHUI OTKPbITOrO |  Ha OAWH AeHb 5,0
poctyna B Y3
8 |npoBepka Hanuuusa onucen B YntanbHom 3ane HAOP Ha odHy Hefenwo 60,0
9 |3anorniHeHue NUCTOB 3a40/MKEHHOCTHN Ha OOVH OeHb 5,0
10 |npoBepka BblAaHHbIX U3aHWUA MO NUCTaM 3a40/MKEHHOCTH OAWNH OOKYMEHT 1,0
PaboTa c oTkasamu:
11 |yyeT wn knaccudukauma  OTKa3oB: OTMeTKa Ha  JIUCTKe OOVH OTKas3s 0,2
yutTaTenbckoro TpeboBaHUs NpUYNHbBI OTKasa
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12 |npoBegeHue noucka OOKYMeHTa, OTCYTCTBYIOLLEro no| OAWH OOKYMEHT 40,0
HeyCTaHOBMNEHHOW NPUYnHE

13 |paccraHoBka yntaTenbckux  TpeboBaHun B KapToTeke | OofHa KapTouyka 0,3
"Heya0BNEeTBOPEHHbIN cnpoc”

14 |aHanu3 O0TKa3oB, COCTaBfeHMe CBOAKWM OTKa3oB (MO npuyMHaMm | OaHa cBofka 16,0
oTKasa 1 MepaMm X NUKBMAaUM1 1 npegynpexaeHns)

15 |cocTtaBneHne 6ubnunorpacpmyeckoro onuMcaHus Ha LOKYMEHTbI, | OOHa kapTodka 2,4
umerowmne Hauborbliee 4YUCIO OTKa3oB; Nepedada KapTouku B
OoTAen KOMMNIeKToBaHUA

16 |cocTaBneHMe KapTOTEKM OTKA30B, MpoBepka M MOMCK no doHAy,| oAHa kapTouka 54,0
oTMeTka B chopMmyrnspe M B KapToTeke OTKasoB NO pesynbTartam
npoBepKn

2.14. ObcnyxumBaHme no MexoubnuotedHomy aboHemeHTy (MBA). ObGcnyxmBaHue No MexgyHapoaHOMY
mexbnbnmnoteyHomy aboHemeHTy (MMBA)

Tabnuua 36
N HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHM,
MUH.

1 2 3 4
MNpuem 3akasos:

1 |peructpaums aboHEHTOB B aBTOMaTU3MPOBAHHON CUCTEME OAVH 3aKas3 10,0

2 |npuem 3aKa3oB oT 3apybexHbIX aboHeHTOB B OOVH 3aKa3 50
aBTOMaTM3MpPOBAHHOM cUCTeMe: pacnedaTtka OnaHka-3akasa;
wmncposka

3 | odopmnieHne 3aka3oB No LMpKynauum OAWH 3aKas 5,0

4 | nonydyeHne [OKYMeHTOB; oOpaboTka B aBTOMATU3MPOBAHHOM | OOUH OOKYMEHT 50
cucTeme

5 |pabota ¢ oTkazaMu: M3MEHEHWE cTaTyca B CUCTEME, yKasaHue OOVH OTKa3 3,0
NPUYKUHBI O0TKa3a, U3BellleHne aboHeHTa 00 oTkase
Bblgaya 4OKYMEHTOB:

6 |odopMneHne JOKYMEHTOB K Bblgade OLMVH OOKYMEHT 50

7 |oTnpaBka: B3BewwuBaHue OaHOeponewn; HaknevBaHWe agpecHon | oavH 6aHgepornb 7.5
3TUKETKN U LUTPUX-KOAA; NPOCTaBNEHNE NevaTen; ynakoBka

8 |cocTaBneHne mexagyHapogHoro cnucka (5 ak3emnnsipos) OAVH CMUCOK 6,0

9 | odhopmMneHne JOKYMEHTOB A5 TAMOXHU OAWNH OOKYMEHT 5,0
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10 |cocTaBrneHue cnucka HasBaHWi, OTNpaBnseMbIX JOKYMEHTOB OAMH CMUCOK 10,0

11 |paboTa C 3ad0ImMKEHHOCTbI: coobLleHMe aboHeHTy O 3agepXke| OOHO MUCbMO 50
OOKyMeHTa; paboTa ¢ MMcTamMu 3a40IMKEHHOCTM
ObcnyxvBanne  uutatenem no  MBA  (mexagyHapoaHbin
aboHeMeHT):

12 |npvem 3aka3oB: npocTaBneHMe Homepa 6Oubnuotekn, kyga OQVH 3aKas 50
HanpaBnsieTcs 3aka3, HoMep 3akasa; nevyatb 6naHka-3akasa

13 |oTnpaBka 3aka3oB B MexayHapoaHble bubnunoteku OAVH 3aKas3 7,0

14 |paboTta c oTkaszamu OWH 3aKa3 3,0

15 |nonyyeHve OOKYMEHTOB AN uuTatenen: ohopMreHne KapTodkW, | OAWH AOKYMEHT 15,0
KONMMYEeCTBO MONYyYEHHbIX 3K3EMMMAPOB; MpPOCTaBneHue pAdathbl
BO3BpaTa; 3anofHeHne geknapauun ans yntatens

16 |Bo3BpaT AOKYMEHTOB M3 Y3: npoBepka Bcex MyHKTOB AeKknapauuu; | oavH JOKYMEHT 50
nepegava JOKYMEHTOB Ha OTNpaBKy

17 |oTnpaBka: B3BelwwvBaHWe OaHOeponen; HakneumBaHWe aapecHow | oguH 6aHaeponb 7,5
3TUKETKN U LUTPUX-KOAA; NPOCTaBNeHNe nevyarten; ynakoska
O6cnyxunBaHue yntatenen 6ubnuotekn no MBA:

18 | nonyyeHue 3akasa 13 YyuTarbHOro 3ana OAMH 3aKa3 3,0

19 |3anonHeHne 6naHka-3akasa; npoCTaBfeHMe pPerncTpaLmoHHOro oAunH 6naHk 2,0
HOMepa, AaThbl

20 |yTOYHEeHMe YyKasaHHbIX u4uTaTeneMm CcBedeHWW O 3aka3aHHOM | OAWH AOKYMEHT 3,0
OOKYMeHTe, Uuenu 3anpoca, WCTOYHMKA, OTKyda nonydeHsbl
cBefeHus

21 |6ubnuorpaduyeckas popaboTka 3aKkasa; YyTOYHEHne OfOMVH 3akas3 20,0
Gubnuorpadmyeckmx cBefeHun; yyet NonyyYeHHbIX "
oTpaboTaHHbIX TpeboBaHMi

22 |npoBepka Hanuuus 3anpaluvMBaeMoro AOKyMeHTa B 6ubnuoTtekax| OouH AOKYMEHT 8,0
ropoga, obnactu, peruoHa, CTpaHbl, MMpa, B TOM 4ucne no
CBOAHbIM KaTarnoram

23 | 3aka3 usgaHus rno 3NeKTPOHHOW MoYTe, 3anofHAETCS SMEKTPOHHbIN | OAWH AOKYMEHT 7,0
GnaHK unu B BUAE NPOM3BOSLHOIO NMcbMa

24 |3anucb cBe4EeHUN O HanpaeneHun 3akasa no MBA (HaumeHoBaHue OVH 3aKa3s 3,0
6mbnmoTekn, aata) Ha 060pOTHONM CTOPOHE BnaHka-3akasa

25 |nomelleHue bnaHka-3akasa B "KapToTeky 3anpocoB uutatenei no 0auvH bnaHk 1,0
MBA" 3a pasgenutenem "3anpocbl no MBA, HanpaBneHHbie B
apyrue 6nbnuotekn”

26 |nony4yeHwe OOKYMEHTa OT yuTaTens B YWTanbHOM 3arne; CBepka| OOUH AOKYMEHT 50
OOKyMeHTa ¢ 6naHkoMm 3akasa, MpoBepKka COXPaHHOCTU AOKYMEHTA,
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BHECEHME OTMETKM O nepepaye B COOTBETCTBYHWOLWA OTAeN B
KHUre permctpauun; nonyvyeHme AoOKyMeHTa, npucrnaHHoro no MBA,;
pacneyatka 6GaHgeponu, npoBepka COCTOSHUS — OOKYMEHTa,
OTMeTKa [aTbl MonydeHus U HasBaHusi 6ubnumoTteku, BbiCnasLUEn
OOKYMEHT,  MHBEHTApHOro  HOMepa, Cpoka  MOoNb30BaHWus;
nepectaHoBka OnaHka-3akasa n3 pasgena kapToTeku "3anpockl no
MBA, HanpasneHHble B pgpyrme 6ubnuoTteku" B pasgen
"TMonyyeHHble no MBA nsgaHuna"

27

Bblgavya nonyveHHolx no MBA wn3 uutanbHOro 3ana; cBepka
BblJaBaeMoro JOKyMmeHTa ¢ 6naHKOM-3aka3oMm; NpoBepka Hanm4yms
CTPaHUWL, N COCTOSIHUS AOKYMEHTa; OTMeTKa Bblaun

OOWNH OOKYMEHT

1,0

28

nepefjada u3gaHus nocrne BoO3BpaTa W3 4YMTanbHOrO 3ana Ha
MUKpodmnbMmpoBaHue (Mm/d)

O[HO U3gaHue

50

29

BO3BpaT M34aHMsi nocfne MUKPOUIbMUPOBaHMS, MpPOCTaBrieHne
wndpa m/d

OAHO usgaHune

50

30

noaroToBKka K oTnpaBke OOKYMEHTOB B
bmbnmoTeky-choHaoaepxaTtenb 3aka3How OaHOeponbio; ynakoBKa
OaHgeponu, B3BeLUMBaHME ee, HaknevBaHwe Mapku (ecrnm HeTt
LEeHTpann3oBaHHOW onnaTbl Mepecbisikv); HanucaHwe agpeca,
COCTaBEHNE OMNUCH

OWH 3aKa3l

12,0

31

paboTa c OoTKasamu - npu nony4yeHnx oT
6ubnnoTteku-coHgogepxkatenda wusBeweHus o6 oTkase unu
3ajlepXKke BbINOMHEHUs 3anpoca: ycTaHoBKa OGnaHka 3akasa C
yKa3aHueM npuydvHbl U gaTel OTkasa B kapToTeky "OTtkasbl no MBA"

OOWH 3aKa3

6,0

32

coobueHne B oTgen obcnyxkmBaHus O MONyYeHWM OTkasa (gata,
npuynHa)

OOWH OTKa3

2,0

O6cnyxunBaHne aboHeHToB No MBA:

33

nony4yeHmne 3aKkasa: aboHeHT o6paTvu'|c;| B TEKyLleM rogy snepsble:
npocTaBJ/ieHMne B KapTo4dke roga o6pau.|,eHV|s|, aaTtbl

OOWH OTKa3

0,5

34

odopmreHne aboHeHTa (opraHm3auus paHee He aboHupoBanach):
pernctpaumsi aboHeHTa B aBTOMaTM3UPOBAHHOM  CUCTEME;
3aKMYeHne JOroBopa; CornacoBaHue ¢ lpuaMYeckuM oTAeNoMm

0avH aboHeHT

12,0

35

paccTtaHOBKa permcTpaumoHHbIX KapTO4YeK B KapToTeke

OHa KapTo4Ka

8,0

36

AoctaBka TpeboBaHMIM B cneunanvM3npoBaHHbie (OHIbI

0OHO
TpeboBaHue

10,0

37

[ocCTaBka 1 BO3BpaT AOKYMEHTOB B crelmnanm3npoBaHHble (bOH.lJ.bI

OfWH OOKYMEHT

10,0

38

lUNgpoBKa 3aka3oB aboHeHTOB, noaGop 6naHKoB-3aka3oB MO
andasuTy, NpoBepka Hanuuusa 4OKyMeHTa no Kkararnory

OOWVH 3aKa3

4,0

39

oTnpaBka [JOKymMeHTa aboHeHTaMm: ynakoBka OGaHgeponu,
B3BELUMBAHWE, HaKMeuBaHWe MapkW, HanucaHne agpeca;
COCTaBIEHNE OMMUCU, TPAHCMNOPTUPOBKA B rpynny OTNpaBKu

OfVH 3aKas

12,0
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40 |6ubnuorpadmyeckas gopaboTka  HEBLINOSIHEHHbLIX  3aKa30B; OOVH 3aKas 20,0
YTOYHEHWe ©Bubnuorpacmyeckux CBeOeHUn MO  CNpaBOYHbIM
n3gaHnsIM; y4eT NosiyYyeHHbIX 1 0TpaboTaHHbIX 3aKka3oB
2.15. PaboTta ¢ noctosiHHOM akcno3uunen Mysest KHUM
Tabnuua 37
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHuns BPEMEHM,
MWH.
1 2 3 4
1 |peskcrnosvums (koppekTpoBKa pasgenos | OOMH 3KcnoHat 96,0
TEMaTMKO-3KCMO3MLMOHHOTO MMaHa, BbiSIBNEHWE MaTepuarnoB Ans
3KCMOHMPOBaHWs, noabop)
2 |3amMeHa OTAenNbHbIX 93KCMOHATOB MO  YCMOBMSIM  XPaHEHWs1 | OAWH 3KCroHaT 80,0
(BbIABNEHME, 0TOOP)
3 | MOHTaX, AeMOHTax OWH 3KcnoHaT 24,0
4 | aHHOTMpPOBaHME HOBbLIX 3KCMOHATOB OOWH 3KcnoHaT 12,0
5 |pepakTupoBaHve M 3ameHa (nevaTb, OPOPMIIEHME) aHHOTALUWUA W | OAMH 3KCMoHaT 18,0
3KCNMNMKaLUMi B 3KCNO3NLNN
MpumeyaHune: paboTbl ONUCHLIBAKOT KOMMIIEKTOBAHUE, YYeT, COXPaHHOCTb HEKHWXKHbIX MaTepuanoB Mysesq
KHUTK.
2.16. CnpaBo4Has n nidopmMaLmoHHasa pabdoTa
Tabnuua 38
N HanmeHoBaHwMe npouecca, onepauuun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
Y4eT NoCTYNUBLUNX BTOPUYHBLIX OKYMEHTOB (KapTo4ek):
1 |BblSBfiIeHME HEBLINOSIHEHHbLIX 3aKa3oB; COCTaBieHME 3asiBKWM Ha | Ha OOHY Heaesnto 840,0
HEBbINONHEHHbIE 3aKas3bl
OpraHusaums cnpaBo4vHo-6ubnuorpaduyeckoro annaparta (CBA):
2 |cocTtaBneHue dubnuorpadunyeckon 3anmcu OAWNH OOKYMEHT 2,3
MpocmoTp n oTbop kapTovek B CBA B uensax usbatna wnm
nepemMeLLeHmns (BTOPUYHbIN 0TOOP):
3 |u3bATME M3 KaTanoroB W KapTOTEK KapToyek Ha [OOKYMEHTbl, | OOHO Ha3BaHue 1,0
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crnvcaHHble u3 doHaa; npocMoTp KpaeBea4eckux,
Bmbnuorpadmyeckux n dakrorpamyecknx KapToTek; U3bATME U3
HMX  KapTOYeK Ha  [JOKYMEeHTbl, MNOTepsiBLUME  LIEHHOCTb,
nepeBefeHNe KapTOYKM B apXMBHble KaApTOTEKU (YHUUTOXEHUE);
BHECEHME OTMETKM B XKypHane yyeTta W perncTtpauuoHHOM
KapToTeKke; M3bsATME W3 KaTanoroB M KapTOTEeK KapToyek Ha
OOKYMEHTbI, CNUcaHHble 13 hoHaa

OpraHusauns kKapToTeKM NePCOHANUN N TEMaTUYECKON KapTOTEKM:

onpeferieHve U cocTaBfieHe NepeyHst NuL, CBeOEHNS O KOTOPbIX
oTpaxatoTcsl B KapToTeke; NPOCMOTP MHGOPMAaLMOHHbLIX U3aaHWiA,
NepBUYHbIX AOKYMEHTOB, OTGOP AOKYMEHTOB AN BKIHOYEHUS B
KapTOTEKy; COCTaBIlEHWE aHanMTUYecKoro aHHOTUPOBAHHOIO
Gubnunorpadn4eckoro onucaHns JokyMmeHTa

OHa KapToTeka

15,0

npocTaBneHme KBanmUKaLMOHHBbIX WHOEKCOB, Noabop KapTouyek
no wuwHOekcam (andaBuWTy) ©W  paccTaHOBKA KapTO4YkM B
MHOPMAaLIMOHHbBIN MaccuB

OfHa KapToTeka

4,0

TeXHM4Yeckas u cogepxaTenbHas obpaboTka [OKYMEHTOB Ans
BKIIOYEHNST B KapTOTEKYy; pacCTaHOBKA KapTO4kM Mo andasuty
hamunuii aBTopoB U MO BUAaM AOKYMEHTOB

OOWNH OOKYMEHT

3,0

TEXHUYECKOe pefaKkTUpoBaHWe KapTOTek: npoBepka COOTBETCTBUSA
CTPYKTYpbI, COAepXXaHus 1 0hOpMIIEHUSA KapTOYeK B COOTBETCTBUM
Cc TpeboBaHMAMU OAHHOW KApTOTEKM; 3aMeHa BETXUX KapToyek K
pasgenutenen

OHa KapTo4Ka

2,0

2.17. DKCKYpCUOHHas OeATeNbHOCTb

Tabnuua 39

n/n

HanmeHoBaHune npouecca, onepauun. CoctaB pa6OTbI

EavHnua
n3mepeHuns

Hopma
BpEMEHWU,
MWH.

2

4

OKCKYPCUSl N0 IKCMO3ULINM MYy3€est KHUTI:

0630pHan aKcKypcus

OfHa 3KCKypcCcuA

60,0

3KCKYpCUs C NOABGOPOM 1 NOKA30M KHUF

OfiHa 3KCKypcus

300,0

2.18. MpoekT "AHTUNNarnat"

Tabnuua 40

n/n

HaumeHoBaHwue npouecca, onepauun. Coctas paboTbl

EannHuua
n3mepeHuns

Hopma
BPEMEHM,
MUH.

KoHcynbTaHTINIOC

www.consultant.ru

Hafieé)KHasa npaBoBaa noaoAepXXKa

CrpaHuua 88 us 223


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

Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.05.2015

2

OcbopmneHne 1 y4eT JOKYMEHTOB 4SSl OKa3aHUs YCnyr:

nonyyYeHve n NpoBepka AOroBOPOB, 3aKMIOYEHHbLIX C (PU3NYECKUMM
nvuamy,  yutatenamm  Bubnuotekn, NO  OKa3aHWK  YChyr,
CBSA3@HHbIX C WCMOMb30BaHMEM 3NEKTPOHHLIX pecypcoB (OP) u
3NEKTPOHHbIX BrubnuoTtek (3B)

OOWH OOKYMEHT

60,0

BbIfpy3ka peecTpa U3 aBTOMATU3NPOBAHHOW CUCTEMbI MO
chopMMpOBaHHLIM OOroBopaM, 3ak/IlOYeHHbIM C  (OU3NYECKUMHU
nauamn,  yuTatenamm  OMONMOTEKM, MO  OKa3aHWK  YChyr,
CBS13aHHbIX C ucnonb3oBaHnem OP n 36

OOVH peecTp

15,0

CBepka [aHHbIX MO MOCTYNMBLUMM [OroBopaM, 3aKioYeHHbIM C
usnyeckumn nMuamu, yYuTaTenssmMm GUGNMOTEKWU, MO OKasaHWIo
yCrnyr, CBsi3aHHbIX C wucnonb3oBaHnem 3P u 3B, ¢ peecTtpowm,
BbIPY)X€HHbIM 13 aBTOMaTU31POBAHHON CUCTEMBI

OHa CBepkKa

40,0

npueM 3asiBKM OT OPUMAMYECKOrO Nvua Ha 3akniveHue Jorosopa
Mo OKa3aHWIo yCnyr, CBA3aHHbIX C ucnonb3oBaHnem AP n 3b

OOWNH OOKYMEHT

15,0

noaroToBKa TeKCcTa AOoroBopa MO OKa3aHWK0 YCryr, CBA3aHHbIX C
ncnonb3oBaHuem AP n 36

OOWH OOKYMEHT

15,0

cornacoBaHue [OroBopa MO OKa3aHWI0  YCNyr,
ncnonb3oBaHnem OP n 36

CBA3aHHbIX C

OOVH JOKYMEHT

300,0

pernctpaumsi [OroBopa Mo OKa3aHWU  YCNyr,
ncnonb3oBaHuem AP n 36

CBA3aHHbLIX C

OOWNH OOKYMEHT

60,0

3anonHeHne TpeboBaHWA Ha  OdOpMIIEHUE
OOKYMeHTa K [OroBOpy MO OKasaHW YCNyr,
ncnonb3oBaHnem OP n 36

¢MHaHCOBOIO
CBSI3aHHbIX C

OOVH JOKYMEHT

30,0

nposepka opopMneHHoro PUHaAHCOBOro AOKYMEHTa K JOroBopy Ha
OoKa3aHue yCIyr, CBA3aHHbIX C ucnonb3oBaHnem AP n b

OOWH OOKYMEHT

15,0

10

noanucaHve [OKYMEHTA MO OKa3aHW  YChyr,
ucnonb3oBaHuem OP n 96

CBA3aHHbIX C

OOVH JOKYMEHT

960,0

11

BHECEHME B PEECTPbl ydeTa MepBUYHbIX AaHHbIX O [OrOBOPE MO
OoKasaHuIo yCryr, CBA3aHHbIX C ucnons3osaHnem 3P n 3b

OOVH [IOKYMEHT

30,0

12

CKaHMpOBaHMe OQOPMITIEHHOIO [OKYMEHTA Ha OKas3aHue YChnyr,
CBSA3aHHbIX C Ucnonb3oBaHuem OP n 36

OfWH OOKYMEHT

30,0

13

OTNpaBka MO  3MEKTPOHHOW MoYTe  PUANYECKOMY  Nvuy
CKaHVMPOBAHHOW KOMUWU JOKYMEHTa Ha Oka3aHue YCIyr, CBA3aHHbIX
¢ ucnonb3oBaHuem 9P n 3b

ofHO
coobLLeHne

40,0

14

M3MEHEHUN B
CBSI3aHHbIX C

noaroToBKa TeKCTa [AOKYMEHTa O BHECEeHUM
3aKMiOYEeHHbIN  [JOrOBOP Ha OKasaHue ycnyr,
ncnonb3oBaHuem OP n 96

OOWH OOKYMEHT

60,0

15

noarotToBka TeKCTa LEeHOBOro npeanoXeHua Ha OKalaHue YCnyr,

OOWH OOKYMEHT

60,0
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CBS13aHHbIX C Ucnonb3oBaHnem OP n 36

16

noarotoBka TEKCTa akrta K [Oorosopy 00 okasaHuu ycnyr,
CBsi3aHHbIX C ncnosnb3oBaHnem AP 1 Ob

OOWH OOKYMEHT

60,0

17

npoBepka [AaHHbIX Ha oduUManbLHOM CalTe rocyaapCTBEHHbIX
3aKynok O MNpOBeAEeHMU TOProBOW 3aKynkm Ha oKasaHue YCnyr,
CBS13aHHbIX C Ucnonb3oBaHnem OP n 36

oAHa 3akyrnka

20,0

18

COXpaHeHMe  [OKyMeHTauuu c  odgvumanbHoro caiita
rocyqapCTBEHHbIX 3aKyMnoK Mo 0GbABMNEHHON TOProBOM 3aKyrnke Ha
oKasaHue YCryr, CBsi3aHHbIX C Ucnosb3oBaHneM 3P 1 3b

OAWH chann

15,0

19

npoBepka OOKYMEHTaLMW TOProBOM 3aKYMKW Ha OKal3aHue YCnyr,
CBs3aHHbIX C ncnonb3oBaHnem AP n 3b

OOWNH OOKYMEHT

40,0

20

noaroToBka 3asdABKM AN ydacTua B OOBABMEHHOW TOProBOW
3aKkynke Ha oduumanbHOM canTe rocyAapCTBEHHbIX 3aKyrnoK Mno
OKa3aHuIo yCryr, CBA3aHHbIX C ucnonb3oBaHnem 3P n 3b

OQHa 3asdBKa

150,0

21

BU3npoBaHMe 3ad4BKMU B COOTBETCTBUN C pernaMmeHTomMm onbnnoTekn

OOWH OOKYMEHT

360,0

22

noaroToBKa TEKCTa JoroBopa Ansg OogOpMIeHUss MO OKOHYaHMUIO
TOProBOM 3aKynknm Ha oduumanbHOM canTe rocygapCTBEHHbIX
3aKymnoK Mo oKasaHWK YCNyr, CBA3aHHbIX C MCMONb3oBaHMeM OP u
ob

OOWNH OOKYMEHT

70,0

23

pasmelleHre 3asBKM Ha oduuMansHOM canTe rocyfapCTBEHHbIX
3aKynok

OQHa 3asdBKa

40,0

24

yyacTue B TOProBOW 3aKynke Ha oduuManbHOM  caiTe
rocyqapCTBEHHbIX  3aKyMoK MO perfiameHTy  351eKTPOHHOW
nnowaaku

OfHa 3aKyrnka

120,0

25

NnoAroToBKa TEKCTOB JOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMY
pernameHTa NpoBefeHUA TOProBOW 3aKyMmkuM MO OKa3aHWK YCIyr,
CBSI3aHHbIX C ucnonb3oBaHuem OP n 36

OOWH OOKYMEHT

360,0

26

dopmupoBaHMe NNaTexHoro [OOKyMeHTa B OyxranTepckow
nporpamMme no TpeboBaHuO Ha odopmneHne ¢UHaHCOBOrO
OOKYMEHTa K [JOroBOpy MO OKa3aHW YCMyr, CBSA3a@HHbIX C
ncnonb3osaHnem OP n Ob

OOVH JOKYMEHT

30,0

27

BblBO Ha ne4vyaTb n3 6yxranTepCK0171
Cd)OpMI/IpOBaHHOFO nnaTexXHoro AOKymMmeHTa

nporpamMmsi

OOVH JOKYMEHT

7,0

28

nepefadva naketa nnaTteXHblX AOOKYMEeHTOB Ha noanuncaHune B
Oyxrantepuio

OOVH nakeT

30,0

29

dhopMupoBaHVe exedHEBHOTO oTyeTa O paGoTe Mo MNPOEKTy U
BbINOMHEHWM YCIYT, CBSA3aHHBIX C Ucnosib3oBaHuem 3P n 3b

OOVH JOKYMEHT

60,0

30

KOHTPOIb CpoOKoB BbIMOJIHEHMUSA
ncnonb3oBaHuem OP n 96

ycnyr, CBA3aHHbIX C

OAOWH OOKYMEHT

30,0

31

KOHTPOIb MCMOSIHEHUS] (PMHAHCOBLIX 06A3aTenbCTB MO 4OrOBOPY

OOWH OOKYMEHT

30,0
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Ha OKa3aHue ycnyr, CBsA3aHHbIX C ucnonb3oBaHnem AP n 3b

32

CcBepKa ncnosiHeHusA 0053aTENBLCTB MO 3aKIHOYEHHBIM gorosopam
Ha OKa3aHue ycnyr, CBA3aHHbIX C NCMNOJ1Ib30OBAHNEM OP n 3b

OOWH OOKYMEHT

60,0

33

KOppeKTMpoBKa JaHHbIX B peecTtpax y4vyeta 06 WCNONHeHuu
YCrOBWA  JOroBopa MO  OKasaHW  YCMyr, CBSA3@HHbIX C
ncnonb3oBaHuem OP n 36

OAOWH OOKYMEHT

40,0

34

HanpasJrieHne punagndeckomy rnuuy coobueHuns no SﬂeKTDOHHOVI
noyte o6 WCMOSHEHWM ycnosmﬁ goroeopa no OKa3aHuK Yycnyr,
CBs13aHHbIX C ncnosnb3oBaHnem AP 1 Ob

oAHO
coobLLeHne

30,0

35

dopmMMpoBaHMe  naketa  OOKYMEHTOB  Anis
HOPMANYECKOMY NULLY NMOYTOBLIM OTNPaBMEHNEM

HanpaBlieHnA

OAVH nakeTt

40,0

36

Bblaya OPWUIrMHaNoOB 3aKMYEHWA W KOMMIEKTOB [OKYMEHTOB
3aKasymkam Ha pyKku

OOWH OOKYMEHT

60,0

37

MoaroToBka KOMMJEKTa OOKYMEHTOB MO [OrOBOPaM C MOMHOCTbIO
BbIMNOSIHEHHbIMK 06s3aTeNbLCTBAMW OKa3aHWA YCIyr, CBA3aHHbIX C
ncnonb3oBaHnem AP n 3b, ons nepenayn B byxrantepuio

OOWH KOMMIIEKT

60,0

38

COCTaBfeHne peecTpa KOMMEKTOB AOKYMEHTOB, XPaHSLUMXCA B
apxuse u/vnu nepegaBaeMbix B Oyxrantepuio

OAMH peecTp

60,0

39

COCTaBneHne W 0dOpMIeHNe apxXMBHOW MarnkM OpPUrMHanoB
[OKYMEHTOB

O[Ha nanka

30,0

40

co30aHVe apXMBHOW  SMIEKTPOHHOW  KOMUU  OOKYMEHTOB C
MOMHOCTBK BLINOMHEHHLIMU 00A3aTEeNbCTBAMU OKa3aHUSA  YCIyr,
CBA3aHHbLIX C ucnonb3oBaHnem AP n 3b, nepegaBaembix B
OGyxranteputo

OOVH JOKYMEHT

40,0

41

nepefjadya LOKYMEHTOB B ByxranTepuio Mo peectpy KOMIMSIEKTOB
JOKYMEHTOB

OAVH peecTp

40,0

42

dopMMpoBaHNe OTYETOB O pe3ynbTatax paboTbl MO NPOekTy
oKasaHus yCnyr, cBsidaHHbIX ¢ ucnons3osaHnem 3P 1 3b

OOVH JOKYMEHT

1200,0

MHdopmaLmoHHas noadepXka norb3oBaTernien no  okKasaHuio
yCryr, CBA3aHHbIX ¢ ncnons3osaHnem 3P n 3b:

43

TenedOHHbIE KOHCYINbTaUUW MO OKa3aHWK0 YCMyr, CBSI3@HHbIX C
ncnonb3oBaHnem AP n 3b, ons puandecknx n omusndecknx nuy,

O[lMH 3BOHOK

40,0

44

cocTaBneHue cooblueHnlA B OTBET Ha BXoAsLne ANEKTPOHHbIE
nMcbMa Nno OKa3aHutko ycnyr, CBA3aHHbIX C UCNOJib30OBaHNEM OP n
ob

ofHO
coobLLeHne

180,0

45

dopMmnpoBaHMe CnNuUcka KAMEHTOB AN MNPoOBefEeHMS MacCOBOW
pacchbINIKU MO 3MIEKTPOHHOW MOYTE MO MPOEKTY OKa3aHWsl YCHyr,
CBSI3aHHbIX C ncnonb3oBaHnem AP n 9b

OAHa pacchblfika

1920,0

46

noaroToBkKa JOKYMEHTOB AN NpoBedeHUs MacCOBOW PaCcChINKU Mo
NPOEKTY OKasaHUs YCNyr, CBA3aHHbIX C Ucnornb3oBaHnem 3P n 3b

OAHa pacchblfika

600,0
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47

npoBefeHne MacCOBOW PacChIfikM MO MNPOEKTY OKasaHus yCnyr,
CBS13aHHbIX C Ucnonb3oBaHnem OP n 36

0[lHa pacchblirka

90,0

OcyLuecTBneHve ycnyrv npegocTaenenms goctyna k 9P n 3b:

48

perncTpaumsi HoBbIx/akTMBauus/geakTmesaumns paHee paboTtatomx
topuanveckmx/umsnyeckmx nuL, B aBToMaTU3NpoOBaHHOW cucteme

OfHa 3anucb

30,0

49

dopmupoBaHMe CooBLLEHNS NpeacTaBUTENIO PUANYECKOro nuua
C JaHHBLIMK ANg akTueBauuu goctyna k OP 1 3b

oAHO
coobLLeHne

30,0

50

KOHTPOSb 32 OKa3aHWEM YCryr, CBA3aHHbIX C UCnonb3oBaHnem OP
n 3b, ons opugndecknx n dpusndeckmx nuy ¢ AP n b, Bknovasa
MOHUTOPWHI HapyLUEHUs1 NPaBWI OKa3aHWs yCryr

0OHO
topuguyeckoe/d
n3m4yeckoe nnLo

60,0

51

KOPpeKTMpOoBKa AaHHbIX o
aBTOMaTU3MPOBAHHOMN CUCTEME

HpUan4eCcKmnx nnyax B

O[Ha 3anncb

30,0

52

BHECEHMNE M3MEHEHWNI B CMNCOK ropngn4eckmnx nuu, pa3MeU.leHHbIl7|
Ha caiTe npoeKTa

O[Ha 3anuncb

30,0

OcyuwiectBneHne ycrnyru MpOBEPKM TEKCTOBOrO AOKyMEHTa Ha
Hanuune 3anMcTBOBaHUN N3 JOKYMEHTOB B cocTase Jb:

53

BHeECeHne B peecTp ydeTa NnepBUYHbLIX OaHHbIX O MOCTynuBLUEM
OOKYMEeHTEe Ha OKa3aHue YCIiyrn npoBepKn TEKCTOBOro OOKyMeHTa
Ha HanuMyne 3aMMCTBOBaHUN U3 OOKYMEHTOB B COCTaBe ob

OOVH JOKYMEHT

15,0

54

KOPPEKTUPOBKa AaHHbIX B peecTpe ydeTa 06 aTanax BbIMNONHEHMS
3aKkasa No OKa3aHWo YCryru NPOBEPKM TEKCTOBOrO AOKYMEHTa Ha
Hanu4yne 3aMCTBOBaHWUI U3 [OKYMEHTOB B cocTaBe Jb

OOWH OOKYMEHT

15,0

55

pacnpeneneHne LOKYMEHTOB MO 3KcnepTaMm Ans okasaHus ycnyru
NPOBEPKMN TEKCTOBOro AOKYMEeHTa Ha Hanun4ue 3aMMCTBOBaHUN U3
AOKyMeHTOB B cocTaBe Ob

OOWH OOKYMEHT

40,0

56

nepegava OOKYMEHTa 3KCMepTy AN OKal3aHus YCINyrn npoBeEPKU
TEKCTOBOrO  [OKYMEHTa Ha Hanuuve 3auMCTBOBaHUN U3
JOKYMeHTOB B cocTase Ob

OOVH JOKYMEHT

15,0

57

nonydeHve un obpaboTka ISKCMepToM [OKyMEHTa Ha okasaHue
YyCNyrm  MpoOBEpKM  TEKCTOBOrO  [JOKYMEHTa Ha  Hanuuue
3aMMCTBOBaHUI U3 JOKYMEHTOB B cocTase Ob

OfWH OOKYMEHT

40,0

58

M3y4yeHne  IKCMNepTOM  CTPYKTYpbl, COCTaBa, CoAdepXKaHus
OOKYMEHTa Ans okasaHWUs yCryri NpoBeEPKU TEKCTOBOMO AOKYMEHTa
Ha Hanuyne 3aMMCTBOBaHWIA U3 JOKYMEHTOB B cocTaBe Ob

OfWH OOKYMEHT

180,0

59

npoBepka 9SKCMEPTOM [JOKYMEHTa Ha Hanuuve MNpueMoB,
NPensTCTBYIOLLMX pacrno3HaBaHWIO TeKCcTa aBTOMAaTM3MPOBAHHON
CUCTEMOW N OKa3aHUIo YCITyr NMPOBEPKM TEKCTOBOIO AOKYMEHTA Ha
HanuyMe 3anmMcTBOBaHMWI U3 JOKYMEHTOB B cocTaBe Ob

OOVH JOKYMEHT

180,0

60

npoBegeHne JKCNnepTom I'IepBW-IHOVI npoBepPKM OOKyMeHTa C
ncnonb3oBaHnemMm aBTOMaTMSMpOBaHHOVI CUCTEMDI

OAOWH OOKYMEHT

60,0
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61 |obpaboTka 3KCNEepTOM OTYeTa aBTOMATU3MPOBAHHOW CUCTEMbI O | OAWH LOKYMEHT 480,0
NepBMYHOM MNPOBEpPKE OOKYMEHTa C LUenbk  UCKMIYeHUs
KOPPEKTHbIX 3aMMCTBOBaHUI

62 |aHanus 3KcrnepTom HEKOPPEKTHBLIX 3aMMCTBOBaHUN, | OOMH AOKYMEHT 600,0
0BHapyXeHHbIX B JOKYMEHTE

63 |aHanu3 cnpaBo4HO-GUbnMorpaduyeckoro annapata AOKYMEHTA, | OAWH AOKYMEHT 480,0
BKIOYMasA CBEPKY MCTOYHMKOB, YKa3aHHbIX B CMMCKE nuTepaTypbl

64 | popMupoBaHME TeKCTa IKCMEPTHOrO 3aKSHYEeHUs NO  WUTOry | OAWH AOKYMEHT 120,0
NpoBefeHHON MNPOBEPKM [OKYMEHTa C Y4YeTOM [aHHbIX OoT4eTa
aBTOMAaTU3MpPOBAHHOW CUCTEMBI

65 |npoBepka TeKCTa 3akNiYeHus Ha npegMer COOTBETCTBUA | OAWH OOKYMEHT 15,0
YCTaHOBMNEHHbIM TPebOBaHUSIM K pe3ynbTaTy OKa3aHus YCryru
NPOBEpPKN TEKCTOBOrO AOKYMEHTa Ha Hanuyne 3anmcTBOBaHUN U3
OOKyMeHTOB B cocTaBe Ob

66 |aHanu3 cogepXaHus pesynbTaToB MNPOBEPKM, YKa3aHHbIX B| OAWH AOKYMEHT 60,0
3aKNYEHNM, KOPPEKTUPOBKA POPMYNUPOBOK

67 |BbIBOA Ha nevyaTb UTOrOBOW (POPMbl 3aKMOYEHUS MO pe3ynbTaTy | OAWH AOKYMEHT 15,0
NpPoBeJEeHHOW MPOBEPKM [OOKYMEHTa C Y4eTOM [daHHbIX OTyeTa
aBTOMaTU3NPOBAHHOW CUCTEMBI

68 | nognucaHue 3akn4veHns OAWNH OOKYMEHT 240,0

69 | ckaHMpoBaHMe 0POPMIIEHHOIO 3aKMYeHNS OAWNH OOKYMEHT 30,0

70 |KOppeKTMpoBKa B peecTpax y4veTa [daHHblX O BbINOSIHEHWUW | OAWH OOKYMEHT 40,0
06a3aTenbCcTB MO JOrOBOPY WM OKa3aHUIO  YCryrv MNpPOBEPKM
TEKCTOBOrO  JOKyMEHTa Ha Hanuuve 3aMMCTBOBaHWA 13
OOKYMeHTOB B cocTaBe Jb

71 |cocTaBrieHMe OOMOSfHEeHUs K 3aKNioYyeHuto no  pesynbraty| O4HO MUCbMO 120,0
OKasaHuMs NpPOBEpPKM TEKCTOBOrO [JOKYMEHTa Ha Hanudue
3aMMCTBOBaHU U3 JOKYMEHTOB B cocTase Ob

72 |cbop u obpaboTka CTAaTUCTUYECKMX [OaHHbIX MO MpOeKTaMm C| OAWH 3anpoc 240,0

73 |ncnonb3oBaHnem 3P n Ob

74 | npoBeneHWe NpoBepku kavecTtsa annos B b OAWH chann 40,0

75 |3arpyska cpannoB ang BknoveHus B Ob ¢ npocTaHOBKOW nNpu3Haka OAVH hann 30,0
joctyna

76 | pesepBHOE KonupoaHune dannos b OAHOo 60,0

KonvpoBaHue

2.19. OkasaHve ycnyr yganeHHbIM Norb3oBaTensM, B TOM 4yucne uuTtatensam 6ubnuoTteku, nocpencrtsom
OHManHOBbIX aBTOMaTU3npoBaHHbIX cepsrcoB (ONAC)

Tabnuua 41
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N HaumeHoBaHwue npouecca, onepauun. Coctas paboTbl EaovHuua Hopma
n/n namMepeHns BpEMEHM,
MUH.
1 2 3 4
1 |TenedoOHHble KOHCYNbTaLMM MO OpraHM3auuoHHbIM BOMPOCaM | OAWH 3BOHOK 30,0
odopmneHus n npegocrasneHms yenyr yepe3 OnAC
2 |cocTaBneHve COOOLIEHU B OTBET Ha OSJIEKTPOHHbIE NUCbMa oHO 180,0
nonb3osatenen OnAC coobLLeHne
3 | nepeHanpaBneHne coobleHnin B nogpasgeneHme, OTBETCTBEHHOE 0OHO 15,0
3a okasaHue KoHkpeTHown ycnyrn B OnAC coobueHune
4 | KOHTponb 1 06paboTka Nony4veHHbIX 3akasos B ONAC OOVH 3aKa3 20,0
5 |nposepka 3akazoB B OnAC Ha cooTBeTCTBME MpaBuram OAVH 3aKkas3 30,0
npegocTaBneHus ycnyr
6 |KOHTPONb 3a MOCTYMNNEHNAMN CPEACTB MO OnnavYeHHbIM 3aka3am B| OaHa ycnyra 60,0
OnAC
7 | KOppeKTUpOBKa cTaTyca 3aka3a, 3aKpblTUe 3aKa3oB OVH 3aKa3 30,0
8 |noAarotoBka akTa CBEpKM 3a OTHETHbIN Nnepuos O MOCTYMMEHUAX | OAWH OOKYMEHT 60,0
CPeAcCTB No onnayveHHbIM 3akasam B OnAC
9 |nognucaHne CBOAHbLIX OTYETHbLIX JOKYMEHTOB OAWNH OOKYMEHT 300,0
10 | dopmmpoBaHMe nakeTa AOKYMEHTOB AN HanpasreHUsl NoYTOBbLIM OAVH naket 30,0
oTnpaBreHnem
11 |copmmpoBaHME €XeOHEBHOro oOT4YeTa O HOBbIX 3akasax WU OAWH OTYeT 60,0
BbinonHeHun ycnyr 8 OnAC
12 | dopmMmpoBaHME WTOrOBbIX OTYETOB O pes3ynbTatax pabdoTbl Mo OAWH oTYeT 1500,0
NpOeKTy, C AeTanu3aLmen no Kaxxaon oTaenbHon ycnyre
Pernctpauusa nonb3oBatenen B pexxmme OHMamH:
13 | npoBepka 3anucy nonb3oBaTtens B 6ubnmoTeky OAvH 1,0
nonb3oBaTtenb
14 |obpaboTka n BBOA (hamunuu, UMEHW, oTYeCTBa Mofb3oBaTens u OAVH 25
agpeca ero 9reKTpoHHON NoYThI 3NEKTPOHHbIN
opmynsip
15 |cocTaBneHue nucbMa C yKa3aHWeM ForMHa U CreHepupoBaHHOMo ofHO 2,5
CUCTEMOWN napons, MpuKpenneHne WHCTPYKUUU MOMb30BaHUA W | 3MNEKTPOHHOE
OoTnpaBka ero rno 3NeKTPOHHOW NoYTe Nonb3oBaTento NMCbMO
O6cnyxrBaHWe Nonb3oBaTeNen B PEXMME OHMalH:
16 |Bbirpy3ka n3 OnAC OTYETHbIX AaHHbIX 3a OnpefeneHHbIn Nnepuos OAWH chann 5,0
BpeEMeHU
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17 |pasMelleHne HOBbIX MOCTYNNEHWN [OOKYMEHTOB Ha caunTe OAVWH hbann 15
O1MbnmoTekn: cosgaHWe 3aronoBkKa aHHOTauuu; NpUKpPenseHue
dannos

18 |paccbifika MO 3MEKTPOHHOW MnoyTe yAareHHbIM MoNb3oBaTensam 0fHO 15
MHEOPMALIMOHHBIX COOBLLEHNN 3MNEKTPOHHOE

MMCbMO

19 |uHdOopMaUNOHHOE COMpOBOXAEHWE canTa, noptana u CTpaHuy, B OofHO 1,5
counanbHbIX ~ CeTAX:  CO3daHue  3arofioBka  aHHoTauumu, coobLeHne
npukpennexHve dgarina(os)

3. TunoBble oTpacneBble HOPMbI TpyAa Ha paboTbl, BbINONHAEMbIE
B CreunanManpoBaHHbIX Bubnunotekax Ans UHBanUAoOB No 3PEHUI0

Hopmbl Tpyma paspaboTaHbl Ha OCHOBHble Buabl paboT, BbLIMNOMHAEMbIX B CleuMannavpoBaHHbIX
O6mMbnmoTekax AOns UHBaNMAOB MO 3PEHMIO: KOMMIEKTOBaHWE M y4eT OubnmoTevHoro doHaa; OmbnuotedHas
00paboTka AOKYMEHTOB; OpraHusauus 1M BefeHue KaTtanoro, opmupoBaHve 6a3 AaHHbIX, B TOM 4ducrne 6as
OaHHbIX 3BYKOBbIX annoB; pabota ¢ GoHOOM U obecrneyeHne ero COXPaHHOCTW; CTauuoHapHoe W
BHECTaUMOHapHoe 0OcCnyXnBaHMe Monb3oBaTernen; MaccoBas, CrnpaBoyHass M UHdopMaumoHHas paboTa;
Hay4yHO-MeToaMYeckas U pefakuMOHHO-u3gaTenbckas paboTa; BbiMyCK ManoTUPaXKHbIX M3OaHWi chneumanbHbIX
dopmartos.

Mpu BbINONMHEHMM paboT CcnaboBMAALMMU W HE3PSYUMMU  CcreuuanucTamn LelcTBYT MOonpaBoYHble
KoadhbmumeHTbl: anga cnabosngdawmx - 1,5; ona He3psyux - 2,0.

3.1. KomnnektoBaHue 6ubnmnoTtevHoro oHaa

Tabnuua 42
N HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n namepeHns BpEMEHM,
MWH.
1 2 3 4
TekyLlee KoMnnekToBaHue 6ubnnotevHoro goHaa:
1 |nNpocMOTp KHUromsgaTenbCKOM W KHUFOTOProBoM WHdopMauum | ogHa nosuums 0,5
(aHHOTUPOBAHHbBIX MMAHOB BbIMyCKa nNUTEPATypbl, MPOCMNEKTOB,
CaNTOB M3JaTENbCTB U N34atoLLMX OpraHm3auunin)
2 |onpepeneHve Tembl M BuAa LOKYMEHTA, MOANexawlero otoopy,| OOvH AOKYMEHT 6,0
BbISICHEHWE HeobxooumMocTn npuobpeTteHus, cBepka C
3MNEKTPOHHbIM KaTarorom
OnpegeneHne ak3eMnNnsipHOCTU 3akasa: Oo[Ha no3nuus
3 |Aanga nogpasgeneHunn 1,0
4 | pna 6ubnuoTekn B LLENOM 2,0
5 |odopmneHne 3akasa: cocTaBfieHMe [orosopa, odopmeHne OAWH 3aKas 45,0
NPUNOXEHNS K OOroBOPY; yKasaHme 3K3eMMASPHOCTU, CTOMMOCTM
3aKasa; cocTaBneHme TEXHNYECKOro 3agaHus
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6 |nogrotoBka K nNpoOBedEeHVMIO TOProB: COCTaBNEeHWE Cnucka | ogHa npouenypa 200,0
TpeboBaHWU K y4aCTHMKaM KOHKypCa; OrMoBeELLUEeHME YYaCTHUKOB
KOHKypCa O CpOKe MpOBEAEHWs; HanucaHue, perncrpaums u
pacchbinka nMcbMa B u3gatensCcTBa 1 usgawoLme opraHusaumm
PaboTta B aBTOMaTU3MPOBaHHOM pPEXUME:
7 |BBOO 3aKkasa TeKywlero KomnnektoBaHws B 6a3y [AaHHbIX | O4HO Ha3BaHue 3,0
aBTOMaTU3MPOBAHHOM cucTemsbl (B4 AC); yKkasaHve
9K3EMMMSPHOCTM 3aKala, pacnpefeneHve Mo  CTPYKTYPHbIM
nogpasgeneHnsam
8 |pepaktupoBaHve BBeAeHHbIX B B[l AC cBegeHui o 3akase; BbIBOL, | OOHO Ha3BaHue 6,0
Ha 9KpaH; BHECEHUE N3MEHEHUI
9 |BbIBOA Ha MpUHTEP [JdaHHbIX TeKyllero KOMMMEeKTOBaHWs; | OAHO Ha3BaHue 1,0
pacnevaTka
BeneHune kapTOTEKM TEKYLLLErO KOMMNIIEKTOBAHUSA:
10 |cocTaBneHue KapTOYKW; yKasaHwe aBTopa, 3arfaBud, BbIXOOHbIX | OAHa KapToyka 3,0
OaHHbIX, UICTOYHUKA KOMMNIEKTOBaHUSA
11 |paspe3ka u3gaTenbCKMX MMAHOB, pacnevyaTtok [Ansi KapTOTEeKW | oAHa KapTouka 2,0
TEKYLLero KOMMMEKTOBAHWS;, HaKNemBaHWe Ha KaTanoXHble
KapTOUKu
12 |nopbopka kKapTodek no andaBuTy; pacCTaHOBKA B KapTOTEKy| OAHa kapTouka 1,0
TEKYLLEero KOMneKkToBaHus
OdopmneHne nognncku Ha nepuognyeckue nsgaHus:
13 |npocmoTp katamoroB "PocnevyaTtun"; OTOOp NepuMogUYEcKUX | OAHa No3nuus 0,5
n3gaHui anga noanucku
14 | cbop 3a8BOK Anst NOAMMWCKU OT CTPYKTYPHbIX NOApa3aeneHui ofHa 3asBKa 1,0
15 | odhopmMneHne 3akasa Ha NOAMUCKY; NOACYHET CTOMMOCTU MOAMNUCKN OVH 3aKa3s 300,0
C Yy4yeTOM [OCTaBKM; COCTaBfieHME [JOroBopa, OdopMIieHNe
NPUNOXeEHUs K JOTOBOPY
16 |cocTaBneHuMe perucTpauMoOHHOW  KapTOukM And  KapTOTEeKW | odHa KapTouka 6,0
nepuoanyecknx nsgaHui; ykasaHune uHAaekca, roga,
NepUOANYHOCTH, NCTOYHMKA NOCTYNIeHUs, CTPYKTYPHOIo
nogpasgenexHusi
PaboTta B aBTOMaTU3MPOBaHHOM pEXMME:
17 |BBOA 3akasa Ha nepuopguyeckne nganusa B 6 AC OfHa KapTouyka 3,0
18 |koppeKkTMpOBKa 3aKasa; BblBOJ Ha 3KpaH CMMCKa nepuoaudeckyx | oaHa nonpaska 0,3
n3gaHnin; BHeCeHne n3MeHeHun
[okomnnekToBaHe 6ubnmoTevHoro hoHaa:
19 |npuem 3asBOK Ha npuobpeTeHWe [OKYMEHTOB OT CTPYKTYPHbIX| OfHa 3asiBka 3,0
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nogpasgeneHun
20 | cocTtaBneHune 6GubnuorpadunyecKkon 3anucu; ykasaHue KonmyectBa | ofHa kapTouka 3,0
3K3eMNASPOB U CUMNOB NoapasaeneHnn
21 | BKNHOYEHME 3a58BKM B KAPTOTEKY AOKOMMIEKTOBAHMS OAHa KapTouyka 0,3
22 |NpocMOTp KapTOTEeKM HeyOoBMEeTBOPEHHOrO CMpoca; aHanu3 | OAWH OOKYMEHT 2,0
OTKasa Ans BbISIBAEHUS OTCYTCTBYHOLMNX JOKYMEHTOB; BKITOYUTb UX
B KapTOTEKY JOKOMIMIIEKTOBaHMS
CocTaBneHne onepaTtMBHOTO MraHa KOMMEKTOBaHUS:
23 |onpegeneHne KONMMYECTBEHHbLIX Mokasatenen obbema oHAaa OOWH nnaH 1200,0
(noctynneHue, BbIObITUE), OTPACNEBOrO0 COCTaBa, WCTOYHUKOB
NOCTYNNEeHUs1, CMeTbl pacxogoB
OdopmMneHune nnaHa KoMNNekToBaHns B opme:
24 | Tabnuy, ogHa Tabnuua 5,0
25 | KapToTeku O[Ha KapTo4Ka 3,0
PaboTa B aBTOMaTn3MpOBaHHOM pEXUME:
26 |BBOA NnaHa komnnektoBaHus B B AC OJVH nnaH 30,0-120,0
27 | koppektupoBka B[l; BbIBOA Ha 3KpaH; BHECEHWE U3MEHEHUN ofjHa norpaska 0,3
3.2. lNpwuem, BbIObITUE U YHET JOKYMEHTOB
Tabnuua 43
N HanmeHoBaHwMe npouecca, onepauun. CocrtaB paboTbl EavHnua Hopma
n/n namepeHns BpEMEHM,
MWH.
1 2 3 4
Mprem NoCTynNMBLUNX JOKYMEHTOB:
1 |npuem [OOKYMEHTOB MO  COMPOBOAUTENbHLIM  AOKYMEHTaM | oOfHa napTus 5,0
(HaknagHas, akT); nogbopka [JOKYMEHTOB MO  KOMMJSIEKTaM,
andasuTy aBTOPOB W 3arnaBuK, 9SKCNEeOULMOHHbIM HOMepawm;
cBepka C CONpoOBOAMTENbHBIM JOKYMEHTOM; NpOoCTaBneHne LeHbl
Ha [OKYMEHTE, NOACHET Yncrna 3K3eMnnspoB, o6LLYy0 CTOMMOCTb
Mpnem ookymeHTOB 6€3 CONPOBOANTENbHBIX JOKYMEHTOB:
2 |nogbopka AOKYMEHTOB MO KOMMMekTam, andgasuTy aBTOPOB W | OAWH LOKYMEHT 10,0
3arnaBuin; NpoBeaeHne OLIeHKN JOKYMEHTOB
3 |cocTaBneHue akTa Ha NpMeM AOKYMEHTOB OAWH aKT 5,0
4 |npocTaBneHne LWTEMNeNa Ha TUTYNbHOM nucte M Ha 17-n| OAWH OOKYMEHT 0,6
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CTpaHuue [OoKyMeHTa Ha OyMaxHOM HocuTene, Kaaom
KOHTENHepe "roBopsilen" KHUMM Ha KacceTax, KOHTerHepax
dneww-kapT, ONTUYECKMX U XKECTKMX ANCKOB
CeBepka MOCTYNMBLUMX [OOKYMEHTOB C KapTOTEKOW TeKyLlero
KOMMJIEKTOBAHUS:

5 |cBepka nocTynuBlUEero OOKYMEHTaA C KapTOYKOM W3 KapTOTEKM | ofHa KapToudka 1,0
TeKyLlero KOMMMEKTOBAHUS; MOMCK KapTOYKW, BbIMOMHEHUE Ha
KapTo4ke OTMETOK

6 |ycTaHOBNEHWe KapToYKM 3a pasgenuTtens "BbiNomnHeHHble 3akasbl" | oAHa KapTouka 0,5
PaboTta B aBTOMaTU3MPOBaHHOM pEXUME:

7 |cosganue B B[ AC 3anvcm o HOBOWM opraHM3auumn-nocTaBLUNKe OAHa 3anucb 2,0

8 |nouck 3anucm B B[] "3akas3"; BHeCeHMe OTMETOK O BbIMOMHEHWW | OOHa 3anucb 0,6
3akasa

9 |npoBepka Ha AybneTHOCTb NOCTyNuBLINX AokyMeHToB B B[] AC OAVH AOKYMEHT 2,0

10 | perucTtpauus HoBbIx nocTtynneHun B 6 AC OAWH OOKYMEHT 3,0

11 |nognucka Ha NpoAOIKaLWMECS W34aHWS; BbIMNOMHEHME B| OLHO Ha3BaHue 2,0
perncTpaumMoHHON KapToyuke BMBIMOTEYHbIX OTMETOK

12 |koppektmpoBka 3anucern B B[l AC; BbiBOL 3anucuM Ha 3KpaH;| ofHa nornpaska 0,3
BHECEHMNE U3MEHEHUN
Mprem n permctpaums xypHanos v rasert:

13 |nogbopka >XypHanoB M raset no andaeuTy Ha3BaHWWA; MOWUCK | OOAWH LOKYMEHT 1,0
pernctTpaumoHHoOn KapTOuKM B KapToTeke NOAMUCHBLIX
nepuoanyecknx usgaHui; oTMeTka Homepa, AaTbl NonyyYeHus
OOKYMeHTa

14 | npocTaBrieHue LITEMMNENSA Ha XypHane, raseTe OAWNH OOKYMEHT 0,5
PaboTa B aBTOMaTN3MpOBaHHOM PEXNME:

15 |oTmMeTka O peructpaumm nepuogndecknx wusgaHmn B B AC ojJHa 3anucb 0,5
(HOMep, KONUYEeCTBO IK3EMMNNIAPOB, OTAEN XpaHEHUS)
BeneHune KHUrM cymmapHoro y4yera:

16 |BblgeneHve OOKYMEHTOB MO BuAam, OTpacndAM 3HaHus; nogcyer OfHa napTus 10,0
yucrna  OOKYMEHTOB; 3anncb  pes3ynbTaToB  MNoAacvetra no
yCTaHOBMNEHHON hopMe B kHUre cymmapHoro yyeta (KCY)

17 |nopcyeT NOCTpaHMYHO Mo no3uumusam gaHHbix KCY; nepeHeceHuwe | ogHa nosvuums 2,0
WTOM Ha CrneayoLLyto CTpaHuLy

18 |cBepka (UHAHCOBBLIX [OKYMEHTOB oOTAena C (PUHAHCOBBLIMW | OOMH OOKYMEHT 2,0
OOKymeHTamu 6yxrantepuu
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19 |odopmneHne conpoBOAUTENbHbBIX AOKYMEHTOB (HakmagHasi, akT)| OOMH OOKYMEHT 15,0
ansa nepegayu B byxranteputo

PaboTta B aBTOMaATU3NPOBAHHOM pEXNME!

20 |BBopg cratuctmyeckux AaHHbix KCY B B4 AC (rog, Homep KCY,| opgHa napTus 6,0
Homep COMpoOBOANTENBHOMO OOKyMEHTa, WUCTOYHMK
KOMMMEKTOBAHUS, UCTOYHUK (DMHAHCUPOBAHUA, YMCNO Ha3BaHWUW,
YUCIO IKIEMMMSAPOB, TUM U3AHUIA, CyMMa)

21 |pacnevaTtka KCY Ha npuHTepe O[Ha cTpaHuua 1,0

BeneHne MHBEHTAPHOWM KHUMA:

22 |odopMIieHNe  WHBEHTApHOM  KHWIM;  HyMepauusi  CTpaHuu, | odHa cTpaHuua 1,0
npocTaBrieHne HomMmepa B UHBEHTAPHOMN KHUre

23 |3anMcb AOKYMEHTOB MO YCTAHOBMEHHOW (POpPME B WMHBEHTAPHYIO | OOUH AOKYMEHT 10,0
KHUry; BHeceHue 6ubnumorpaduyecknx CBeAEeHVWA Ha HOBble
MOCTYNMEHUs;;  MNpPOCTaBfieHMe  WHBEHTapHOro Homepa  Ha
OOKYMeHTe, WAEeHTUMMKALMOHHOrO (CMCTEMHOro) HOMepa Ha
XECTKOM Ancke

PaboTa B aBTOMaTM3MpOBaHHOM peXuMe:

24 |co3paHve Gubnuorpadumyeckon  3anucyu  Ha  MOCTYNWBLUMIA | OOWUH OAOKYMEHT 15,0
OokymeHT B "MIHBeHTapHou kHure" B AC

25 | pacneyaTka MHBEHTapHOW KHUIMM Ha NpuHTepe OfHa cTpaHuua 1,0

BbIObITWE OOKYMEHTOB:

26 |cocTaBneHue rogoBOro nnaHa Ha BblObITME; yKasaHwe KBapTana, OAWH MnnaH 2160,0
noapasaeneHuns, sBuaa JOKYMEHTOB, KONTM4ECTBO

CocTaBrneHune akToB CrncaHus:

27 |npyeM OpMynsipoB, CMUCKOB BbIObIBLUMX [OOKYMEHTOB OT OOVH aKT 10,0
CTPYKTYPHbIX NnoapasaeneHnin; peructpaumns akra

28 |nowck nNo MHBEHTapHOMYy HoMepy Oubnuvorpaduyeckon 3anucu B| OAHa 3anucb 0,5
3AMEKTPOHHOM KaTasore; onpegerneHve KoagduumeHTa LUeHbl, roga
nocrtynneHna w BHeceHMe Ona cnucaHua AOI‘IOJ‘IHeHl/IVI B
Bmbnmorpadunyeckyto 3anuchb

29 |npw OTCYTCTBMM 3annCK B SMEKTPOHHOM KaTariore BBeJeHWE BCEX | OfHa 3anucb 3,0
ans  dgopmupoBaHus Gubnuorpaduyeckon 3anucu CBe4eHUn C
chopmynsipa unm U3 Cnmncka akra

30 |BHeceHMe 3anucu B akTe chnuvcaHuda K MHBEHTAPHOMY HOMepYy O[Ha 3anuncb 0,2
OOKYyMeHTa HOMepa BblObIBLLEN KHUTN n3 KOMMneKTa
penbecho-Toqequro OOKYyMeHTa

31 |npoBepka WHBEHTAPHbIX HOMEpOB, roga MOCTYNNEHUs, | OAHa 3anucb 3,0
KoadhdbmLmMeHTa LeHbl BbIObIBLLETo OKYMEHTa
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32

pacne4yaTtka Crnucka BbIObIBLLMX OOKYMEHTOB B aJ'I(baBVITHOM
nopagke nOnAa  yganeHna WHBEHTapHbIX HOMEPOB U U3bATUA
KapTo4ekK N3 CUCTEMbI KAPTOYHbIX KaTanoroBs onbnuotekn

OfHa 3anucb

3,0

33

3anMcb O BbIOLIBWUMX U3 JEeWNCcTByOWMX ¢oHOoB 6nbnmoTekm
OOKYMEeHTax B COOTBETCTBYKLUMX rpadax 2-n 4yactm KCY (para,
HOMep akTa, KONIMYEeCTBO, CymMMa, CoAepXaHue, MpuUYnHbI
BbIObITUS)

O[Ha 3anuncb

3,0

34

UCKNIOYEHME JOKYMEHTa MO akTy U3 y4eTHbIX (oopM (MHBEHTapHOM
KHUN)

OAOWH OOKYMEHT

4,0

35

noralleHne WMHBEHTApHOro HOMepa W LWTemnens 6ubnuoTekn Ha
DOKYMeEHTe

OOWNH OOKYMEHT

0,5

36

noALlinBKka aktoB

OOWUH aKT

0,5

MpumeyaHue: npu paboTe C OOKYMEHTaMM Ha WMHOCTPaHHbIX S3blkax K HOPME BPEMEHU MNPUMEHSIETCS
noBbiLaoWmn koapduumneHT 1,2.

3.3. bubnuoTeyHas obpaboTka 4OKYMEHTOB

Tabnuua 44
N HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHM,
MUH.

1 2 3 4
Mprem [OKYMEHTOB:

1 |npuem napTMM [OKYMEHTOB; MNpPOBEpKa 3K3EeMMMAPHOCTM TMO| OfHa napTus 50
CONpPOBOANTENBHOMY AOKYMEHTY; 3annch B KHUre y4eTa

2 |MoagrotoBka [OOKYMEHTOB K  WHOEKCMPOBAHWIO WM BBOAY B| OAWMH LOKYMEHT 0,7
AMEKTPOHHbIN KaTanor

3 | NpOCMOTpP M BLISIBIIEHWE aHANOMMYHbIX U3OAHWA Ha OpYrvx BMAax | oOAHa 3anucb 0,2
HOCUTENEN B 3NEKTPOHHOM KaTarore

4 | NpOCMOTP AOKYMEHTOB Ha MHOCTPAHHbBIX U HAaUMOHAarbHbIX A3bIKaX; | OOAWH OOKYMEHT 30,0
nepeBo AN onncaHus CBeAEHUN Ha PYCCKUIN A3bIK
dopmunpoBaHue Gudbnmnorpaduyeckon sanmcu
Pekatanornsaums:

5 |cBepka KapTo4eKk C [OKYMEHTOM; WCMpaBfieHWe CTaporo| oAHa KapTouka 7,0
Brbnmorpadnyeckoro onUcaHus; CocTaBneHme HOBOro ONMUCaHUS;
nepeHeceHve wndpa, MHBEHTAPHOrO HoOMepa, OMGnIMoTEeYHON
NOMeTKM
CuctemaTtusaumst AOKYMEHTOB:
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cuctemaTmsaums  OOKYMEHTOB C  MCMOMb30BaHMEM MeyaTHOM
KapTouyku unu aHanora Ha [JpyroMm BuOe HOCUTENS; npoBepka
COOTBETCTBUSA MHAEKCOB Tabnuuam knaccudukaumm, NPUHATLIM B
B6mbnnoTeke; NpocTaBneHne NHAEKCa Ha JOKYMeHTe

OAOWH OOKYMEHT

2,0

cucTemMaTnsauus JOKYMEHTOB MpU OTCYTCTBUM NEYaATHON KapTOYKM
WNM aHanora Ha ApYroM BWAE HOCUTEMs; MPOCMOTP 3TMKETKU
n3gaHus, MpocnylwmBaHne KacceTbl/gucka/dneLw-kapTbl; YTeHue
CBELEHUN, HanucaHHble penbedHO-TOYeYHbIM LWPUGTOM, And
YTOYHEHWs] aBTOpa, Ha3BaHWs, BbIXOAHbIX AAHHbLIX, COAEPKAHUS;
onpegeneHne nHaekca no Tabnuuam knaccudukauumn, NPUHATLIM
B Gubnunorteke, NpocTaBneHme MHAEKCa Ha JOKYMEHTe

OOWH OOKYMEHT

10,0

onpeaeneHne aBTOPCKOrO 3Haka [OKYMEHTa MO aBTOPCKUM
Tabnvuam

OOWH OOKYMEHT

0,2

npoBepKka MpPaBWNbHOCTM M UCMpaBNeHne KrnaccurkaynoHHOro
MHOEKca W aBTOPCKOrO 3HaKa, YKasaHHbIX Ha  3TUKeTKe
"roBop4LLen” KHUrm

OOWH OOKYMEHT

3,0

10

onpegeneHne  WHOEKCOB  MPOWM3BEAEHMN,  3anuCaHHblX  Ha
dnew-kapte (0T 4 pgo 8 HaseaHwh), And opmupoBaHus
KaTanoxHoro wmndpa

odHa
dnew-kapta

50

11

onpeaeneHue dopmara, KonuyecTtBa OpanneBckux n
NrockoneYyaTHbIX nnNCTOoB, xapakrepa NPUIOXEHUIA,
penbedHO-TOYEYHbIX U3OaHUIA N penbedHO-rpadn4eckmux Nocodmn

OOHO Ha3BaHMe

50

12

onpedeneHve W nepevnucrieHne martepuanos, WUCMNOMb30BaHHbLIX
Npy CO3daHWN TaKTUMbHBIX PYKOAENbHbIX W3OaHWui; nepecyeT
KOnM4ecTBa  CTpaHuWL, NPUIIOXKEHWUA,  BbiSIBNEHWE  OPYrKX
XapaKTepHbIX 0COBEeHHOCTE JOKYMEHTOB

OOHO Ha3BaHue

50

13

nepecyeT MPUIOXEHUN, BbIIBNEHNe  ApYyrux
ocobeHHoCTen nnockonevyaTHoOro AOKyMeHTa

XapakTepHbIX

OOHO Ha3BaHue

3,0

MpeomeTnsaums JOKYMEHTOB:

14

npeameTusauunsi JOKYMEHTOB C UCNONb30BaHNEM pyBpUK nevaTHow
KapTOYKW; MpoBepka COOTBETCTBUS PYOPWKU MeYaTHOW KapTOuKW
npeamMeTHOMY KaTanory

O[HO HasBaHue

3,0

15

npegmeTv3aumsi JOKYMEHTOB NpU OTCYTCTBUU NeYaTHOW KapTOUKu;
O3HaKoMJIIeHUe ¢ JOKYMEHTOM, onpeaeneHue pyopuku

OJHO Ha3BaHMe

6,0

16

COoCTaBlieHne HOBbIX NpegMeTHbIX DY6pl/IK n
nepeHeceHne Ha KapTo4Kku Cﬂy)Ke6HOVI KapTOTEeKn

noapyGpuk;

OHa KapTo4Ka

2,0

17

penakTupoBaHWe NpeaMeTHON pybpuku; NpoBepka NpaBUIbHOCTU
npeameTHON pyOpuKM, TOYHOCTM HanncaHus

ofHa KapTouka

1,0

lMpymeyaHue: K HopMam BpeMEHMW NMPUMEHSAIOTCS NOBbILWAoLWMe KO3IMPULNEHTDI:

- MpU cocTaBneHun Gubnmorpaduyeckoro onucaHusi Ha OOKYMEHTe, Ha TUTYNMbHOM JINCTE, Ha KOTOpPbIX

YaCTUYHO OTCYTCTBYIOT AaHHbIE Ans bubnuorpaduyeckon 3anmcn - 1,2;

- Npy 6MbnMoTeyHom 00paboTKe HOTHBLIX U3gaHun - 1,5;
- Npy paboTe ¢ JOKYMEHTaMW Ha MHOCTPaHHbIX s3blkax - 1,2.

KoHcynbTaHTINIOC
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3.4. OpraHusauusi 1 BegeHune kaTanoros

Tabnuua 45
N HaunmeHoBaHwue npouecca, onepauun. Coctas paboTbl EaovHuua Hopma
n/n n3mepeHuns BPEMEHMU,
MUH.
1 2 3 4
OpraHusaums andaBuTHbIX KaTanoroB (MIOCKONeYaTHbIX KHU,
HOT, rPaMnIacTUHOK):
1 |nogbopka kapTtodek no andasuty Gamunuii aBTOPOB WM | OOHA KapTo4ka 0,2
3arnasuin AN paccTaHOBKM
2 |paccTaHoBKa npeaBapuTeNbHO NOAOOPaHHBIX KAPTOYEK OflHa KapTouykKa 0,3
3 | pepakTupoBaHue KaTtanora; npoBepka pPacCTaHOBKW KapToyek, | OodHa KapTouka 0,5
NpaBUIbHOCTN [OBGABOYHbBIX M CCbINIOYHBIX KapTOYeK, CrpaBneHne
owmnbok
4 | HanucaHue pas3genutens Ang katanora, ykasaHue 6ykBbl, cnora OAVH 0,6
pasgenuTenbs
5 |paccTaHoBKa pasgenutenen B kaTanore; nogbopka pasgenutens OOVH 0,3
no andgasuTy; nNOUCK MecTa pasfenurens; npocTaBneHve | pasgenurernb
pasgenutens
6 |npoBepka pacCTaHOBKM pa3genutenen; ncnpasneHne owmndok OAVH 0,3
pasgenuTenbs
opraHusaums cuctemaTU4ecKoro Katanora nnockoneyaTHbIX KHUF
7 |nogbopka kapToyek Mo uHAekcam, BHYTpWU pasgena no andaBuTy | ogHa kapTouka 0,3
damnnuin aBTOpoB UK 3arnasBuin A1 pacCTaHOBKU
8 | paccTaHoBKa npeaBapuTENbHO NOAOOPAHHBIX KAPTOYEK O[lHa KapTouykKa 0,3
9 |pepakTupoBaHWe KaTanora; NpoBepka NpPaBUibHOCTW HAMOJTHEHWS | OAHA KapToyka 1,0
pasgenoB katanora no coepXaHuio, MHOeKcauumn 1 paccTaHOBKe,
ncnpaeneHme ownbok
10 | peknaccudukauua katanora; ucnpasneHVe WMHAOEKCOB, BHECEHWe | OfHa KapTouyka 6,0
ncnpasneHuin B andasBunTHbIA KaTanor
11 |HanucaHue pasgenutens ANg kaTanora; ykasaHue HanmeHoBaHus OOVH 0,5
pasfgena, nogpasgena v UHbIX pasgenurenen pasgenutens
12 |paccTaHOBKa pasgenutenen B kartamnor; nogdopka no uHaekcaw, OOVH 0,3
NMOUCK MecTa, MOCTaHOBKa pasgenurens pasgenutens
13 | npoBepka pacCTaHOBKM pasgenuTenen, ucnpasneHme owmnbok OoauH 0,3
pasgenutens
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OpraHuzaumss cuctematudeckux katanoros ("roBopswumx" u
penbedHO-TOYEYHbIX KHUI, KHUF MO My3blKE U HOTHbIM U3JaHUAM
penbedHO-TOYEYHOrO WpudTa):

14 |nopgbopka  KapToyek, OMOPMIEHHbIX  ABYMsl  wWpudTamu| ogHa kapTouka 1,0
(nnockoneyaTHbIM M penbedHO-TOYEYHbIM), MO UHAEKCAM, BHYTPU
pasgena no andaeuTty amunuii aBTOPOB WKW 3arnasui Ons
paccTaHOBKU

15 | paccTtaHoBKa npeasBapuTensHO nogo6paHHbIX KapToyek, | o[Ha KapTouyka 4,0
0OpPMIIEHHLIX ABYMS LWpUdTamm

16 |pepakTupoBaHWe KaTarnora; NnpoBepKka NpaBUbHOCTU HAMOMMHEHUS | OAHA KapToyka 0,5
pasgenoB KaTarnora no COoAepXaHui, UHOeKcaununm n pacctaHoBKe
KapTo4ek, ncrnpasneHne ownbok

17 |peknaccudukaumnsa katanora; ucrnpasneHne WMHOAEKCOB, BHECEHWe | ofHa KapTodka 6,0
ncnpaeneHnin B andaBUTHbIN KaTanor

18 |HanucaHue pasgenuTtens Ansg KkaTtanora; ykasaHue HanMeHOBaHuS OOVH 1,0
pasfgena, nogpasgena pasgenutens

19 |paccTaHoBKa pasgenuTenen B katanore; nogbopka no uHaekcam, OOVH 0,3
MOWCK MecTa, MOCTaHOBKa pasfenvrens pasgenutens

20 | npoBepka pacCcTaHOBKM pa3fenuTenen, ucnpaeneHne ownbok OAvH 0,3

pasgenutens

PaboTta c makeToM NOCKONeYaTHOWN KaTarnoXHOW KapTOYKM:

21 |npounTbiBaHWEe He3psiYeMy paboTHMKY TeKcTa MIocKonevyaTHoW | O4HO Ha3BaHue 12,0
KapTOUKu

22 | BHeceHue B MakeT nrockoneyaTHomn KapToyku | O4HO Ha3BaHue 12,0
Bubnuorpaduryeckon sanucn penbedHO-TOHEYHbIM LLPUGTOM

23 |nepeHeceHue [aHHbIX O daWnax C >KecTKoro JuWcka Ha| OAHO Ha3BaHue 4,0
KaTanoXxHble KapTOoYKu

24 |pepakTupoBaHWe  3neMeHToB  Gubnuorpadmyeckon  3anucu,| OAHa 3anucb 0,3
BbIMOMIHEHHON penbedHO-TOYEYHbIM  LWPUATOM; UCNpaBreHne
owmnbok
OpraHu3aumsa Tonorpaduyeckoro Kkaranora:

25 |nopbopka  KkapTovek MO  CTPYKTYpPHbIM  MoAapas3gefieHusiM | OfHa KapToyka 0,2
(oToenam-choHOoOepKaTeENAM)

26 |nogbopka kapTo4ek N0 MHBEHTapHbIM HOMEpaMm OfHa KapTouyka 0,2

27 | paccTaHoBKa npeaBapuUTenbHO NogoBpaHHbIX KapTovek O[lHa KapTouyKa 0,2

28 | pegakTvpoBaHuWe KaTasnora; NnpoBepka nNpaBUSIbHOCTM PacCTaHOBKM | OAHa KapTo4ka 0,3
KapToyek 1 pasgenuTenen; ucnpasneHme ownbkm

29 |HanucaHue pasgenuTens Ansa kartarnora; noctaHoBKa pasgenurens OOMH 0,3
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B KaTanor pasgenutens
U3batne n3 KapTOYHbIX KaTanoros (andaBuTHOTrO,
cUcTeMaTnyecKkoro, Tonorpadun4eckoro) KapToyek Ha
UCKIMOYEHHbIE M3 B1BNMoTEeYHOro hoHaa JOKYMEHTHI:
30 |perucTpauus akTa Ha criMcaHue B KHUre yveta OVH aKT 3,0
31 |noMck KapToykM (OCHOBHOW, [0GaBOYHOM); 3adepKkMBaHWe | OJHa KapTouka 15
CMUCbIBAEMOrO WHBEHTapHOrO HOMepa, WMHBEHTapHOro Homepa
CMUCbIBAEMOW KHUMN U3 KOMMIEKTa penbedHO-TOYeHHOro WwpudTta
(PTW) B COOTBETCTBYIOLIEM WHBEHTApPHOM HOMepe; yaarneHue
KapTOYKM
32 |noacyeT KonuMyecTBa U3bATBLIX KapTOYeK U3 CUCTEMbl KapTOYHbIX | OfHa KapToudka 0,1
KaTanoroB 1 KapTOTeK; 3anncb B KHUTY y4eTa
lMepeagpecoBka AOKYMEHTOB:
33 | peructpauns akta nepegadm JOKYMEHTa B KHUre yyeTa OOVH aKT 3,0
34 |NOWCK KapTOYKW, UWCMpaBNeHWe MecTa XpaHeHus [OOKYMEHTa;| ofHa KapToudka 3,0
BO3BpaLLeHMe KapTo4Kku B KaTanor
TexHnyeckas 0bpaboTka JOKYMEHTOB:
35 |HaknevBaHWEe KapMalUKOB Ha AOKYMEHT Ha OGyMaXHOM HOcuTene; | OAMH Kapmallek 1,0
HanucaHve Ha KapMallke MHBEHTapHOro HoMepa, MecTa XpaHeHus
36 | HanucaHue wudpa Ha 06NoXKe, TUTYNBHOM FNINCTE OOKYMEHTA OQVH JOKYMEHT 0,8
37 | BNoxeHue KHMWXHOro oopmynsipa B KapMatlek, KOHTeNHep OAVH popmyrnap 0,1
38 | npoBepka u ncnpasrneHue wndpa Ha aTUKeTKax ayauoBnUsyanbHbIX | OAUH AOKYMEHT 0,5
JOKYMEHTOB Ha aHanoroBbIX U LMPOBbLIX HOCUTENSAX
39 |cocTaBrneHue nnockoneyaTHoOM 9TUKETKM Ha ayauoBu3yanbHble | OAWH OOKYMEHT 5,0
OOKYMEHTbl Ha aHanoroBblX U UMAPOBbLIX HOCUTEMNSX; MpOBepKa
3anvcu, ucnpaerneHne owmnboK; pacneyartka
40 |nogbopka 4OKYMEHTOB MO MECTY XpaHeHMs; nepeaaya JOKYMEHTOB | OOWH OOKYMEHT 1,0
C KaTanoXHbIMU KapTOYKaMW W KHWXKHbIMKM bopMynsapamMn B
oTaensl-choHaoaepxaTenu
41 |oTMmeTKa B KHUre yyeTa o nepefade napTum JOKYMEHTOB ofHa napTus 3,0
OpraHusauusi 1 BegeHne aneKTpoHHOro Katanora
dopmuposaHue 1 Beoa B b1 AC 6ubnnorpaduyeckux sanncen OAHa 3anucb
[nockoneYyaTHbIX U3JaHWN:
42 |nNpy OTCYTCTBMM MEeYaTHOW KapPTOYKM U aHarnornyHbIX 3anucen B 6,0
3rEKTPOHHOM KaTarnore
43 |NpyM HanuuMM neyYyaTHOM KapTOYKM WM aHanOrMyHbIX 3anucen B 4,0
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ANIEKTPOHHOM KaTalsore

44 | npu ponosnHuTenbHOM paboTe ¢ aHHOTauMen (MOUCK aHHOTauuMK B 15,0
"MiHTepHeTe", pegakuus aHHoTauum)

PenbedHo-TO4EYHbIX N3gaHUN:

45 | 6e3 BBOOa aHHOTaLUK 4,0
46 |npw gononHuTensHou paboTe ¢ aHHOTaumen 15,0
47 |mn3gaHun Ha KacceTax 4,0
48 |n3gaHUI Ha ONTUYECKUX AucKax 5,0
49 |n3gaHnin Ha donell-kapTax 15,0
50 |cxecTkoro gucka 3,5
51 | penbedgHo-rpadmnyeckmx nocoomn 7,0
52 | TaKTUIbHbLIX PYKOAENbHbIX U3AaHun 25,0
53 |cocTaBneHme aHannMTU4eCcKom 3anmncu OfHa 3anucb 5,0
54 | pocnucb cogepxaHus c60pHMKOB, HaneyaTaHHbIX | OOWH COOPHUK 25,0

penbedHO-TOYEYHbIM LWPUTOM

55 | cocTtaBneHne 406aBOYHLIX U CCbINIOYHbIX ONMcaHui OOHO onuncaHne 1,0

56 |pegaktupoBaHne  Gubnuorpadudecknx — 3anucen;  NpoOBepka| ofHa 3anuch 1,0
NPaBUNbLHOCTU 3N1IEMEHTOB 3anucen; BHeCEHNE U3MEHEHUN

57 |cocTaBrieHMe W BBOA B 3NEKTPOHHbIA KaTanor HOBbIX Ppyopuk,| ogHa 3anucb 0,5
noapyGpvK, NepcoHanuii

58 | BbIBOA Brbnmorpadunyecknx sanncen Ha akpaH OofiHa 3anucb 15,0

dopmaTpoBaHue 1 pacrneyaTka kKapToyek 1 y4eTHbIX hopM

dopmaTupoBaHMe u pacnevaTka kKapToyek: OfHa KapTouyka
59 |ocHoBHas ans andaBMTHOrO KaTanora 2,3 cexk.
60 | gobaBoyHas Ansa andaBUTHOro Kartanora 1,0
61 |ccbinoyHasa ons andaBUTHOrO Katanora 1,0
62 | anga Tonorpaduyeckoro katanora 0,7
63 | opmartmpoBaHune " pacrne4yaTka makeTa KapTouku OOVH MakeT 1,5
(mnockonevaTHas 3anucb) QAN CUMCTEMAaTMYEecKoro karanora KapTO4YKM

"roBopAwmx" 1 penbedHO-ToYEYHbIX JOKYMEHTOB

64 | pacneyaTka KHUXKHbIX (hopmMynspoB O4VH chopmynsap 0,2
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65 |onpeperneHve 3K3eMNNAPHOCTY (MO KOMMYECTBY KHWUI B KOMMSEKTe) | OAHO Ha3BaHue 0,7
n pacneyatka ¢OpPMyNApoB ANs  M3OaHUN, HaneyaTaHHbIX
penbedHO-TOYEYHbIM LPUEGOTOM
PeTpocnekTuBHOE NONOMHEHNE 3NEKTPOHHOrO KaTarnora:
66 |nouck B andaBMTHOM KaTanore MroCKONeYaTHbIX KHUI KapTOYku | OdHa KapTouka 0,2
nnsa eeoga B B[] AC
67 |BBOA CBEOEHUIN C NIOoCKonevyaTHOW KapTOYKM B COOTBETCTBYIOLLME | OAHO Ha3BaHue 2,0
nons 6ubnunorpadudeckon 3anucu B 5 AC
68 |MOMCK MO y4YeTHbIM AOKYMEHTaM M TonorpaguyeckomMy Katanory| OAHO Ha3BaHue 2,0
CBEOEHUN, OTCYTCTBYIOLLMX B MSIOCKOMEYATHOMW KapTouke; BBOA
HanaeHHbIX cBefeHui B COOTBETCTBYOLLNE nons
6mbnmorpaduyeckon 3anucu B b AC
69 |npoBepka npaBunbHOCTM Bubnuorpaduyeckon anncu OlHO Ha3BaHue 0,5
70 |Bo3BpaT B andaBUTHbIA  KaTanor MfocKoneyaTHblX KHUM| OAdHa KapToyka 0,2
0TpaboTaHHON KapTOYKK
UsbsaTue Gubnvorpadmnyeckon 3anmcm n3 anNeKTPOHHOro KkaTanora:
71 |perucTpaums akta Ha cnucaHue JOKYMEHTOB B KHUre yyeTa OQVH aKkT 3,0
72 |n3bATUE U3 SNEKTPOHHOrO Katanora Gubnuorpacuyecknx 3anucen | ogHa 3anucb 3,0
Ha UCKMOYEHHbIE 13 BMBNMOTEYHOro hoHAa JOKYMEHTbI
73 |nogcyeT KonMMYyecTBa U3bATLIX U3 3MEKTPOHHOro Kartamora| ofHa 3anucb 0,1
3anucen; 3anucb B KHUrY yyeTa
3.5. DopmupoBaHne 6a3 AaHHbIX 3BYKOBbIX (bansioB
Tabnuua 46
N HanmeHoBaHwMe npouecca, onepauun. Coctas paboTbl EavHnua Hopma
n/n n3mepeHuns BpEMEHM,
MUH.
1 2 3 4
KoHBepTMpoBaHMe ayaAMOOOKYMEHTOB C  KpunTo3awuTon cC
KECTKOro Aucka B nporpaMmmbl Ans paboTbl € "roBopswmMHK
KHUramm":
1 |onpepeneHve Hanuuusi OOKYMEHTa B nporpamme Anst paboTbl ¢ | O4HO Ha3BaHWe 0,05
"roBOpALLNMN KHUraMn"; M3MEHEHMEe HaCTPOEK NporpaMmmbl A5
paboTbl ¢ "roBopsLWUMM KHUramn"
2 |3anorniHeHue KOp3uHbl AOKYMEHTaMu O[HO Ha3BaHue 0,04
3 | cosgaHue NpoMeXxyTo4HOWM nanku Ans KOHBEPTUPOBaHUSA ofHa narka 1,0
4 | KOHBEpPTUPOBaHWE OTOBPAHHBLIX OOKYMEHTOB B MPOMEXYTOYHYH | OOHO Ha3BaHue 0,03
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nanky
5 |koHBepTUpOBaHWE [OOKYMEHTOB W3 TMPOMEXYTOYHOMW NankM B| OAHO HasBaHue 0,08
nporpaMmmbl aAnsa padoTbl ¢ "roBOPALWMMN KHUraMm"
KoHBepTMpoBaHMe ayauoaoOKyMEHTOB C OMTMYECKMX [AUNCKOB B
nporpamMmsbl anst paboTbl ¢ "roBopsAWLNMN KHUramm":
6 |MoMCK OOKYMEHTOB B Mnporpammax Aans padoTbl ¢ "roBoOpslMMKM | OAHO Ha3BaHue 0,05
KHUramm"
[MoaroTtoBKka AOKYMEHTA K KOHBEPTUPOBAHUIO:
7 | KOnMMpoBaHWe OOKYMEHTa C Aucka OWH Yac 0,12
3BYyYaHus
8 | KOHBEPTUPOBaHME OOKYMEHTA BCMOMOraTenbHOM NporpamMmmMon OAWH Yac 1,1
3By4aHus
9 |npu OTCYTCTBUM Ha3BaHUA [JOKYMEHTa O3ByYMBaHWE Ha3BaHWs | O4HO Ha3BaHue 2,0
cpeacTBamu
10 |3anonHeHue y4eTHOW hopMbl BBOAMMOIO AOKYMeHTa (C y4eToM | OOHO Ha3BaHWe 2,0
BPEMEHM Ha MOUCK aHHoTauunm B "WHTepHeTe", uHgekca BBK B
3ANEeKTPOHHOM KaTanore) ANns KOHBepPTMPOBaHUS B NporpamMmmbl Ans
paboTbl ¢ "roBopsLWUMM KHUramn"
11 |koHBepTUpOBaHME B nporpammbl And paboTbl ¢ "roBopAwMMU 100 M6 4,1
KHUramm"
KoHBepTupoBaHMe ayauModOKYMEHTOB C KpUMNTO3aluTOW C cauvTa
opraHusaummM-napTHepa B nporpaMmbl Ans paboTsl ¢ "roBopsALMMHA
KHUrammn":
12 |onpegeneHve Hanuuusl OOKyMeHTa B nporpamme Anst paboTbl C| OOHO Ha3BaHWe 0,05
"roBopALLNMM KHUrammn"
13 | ckaumBaHWe JOKYMEHTOB C canTa 1 M6 0,2
14 | pasapxvBMpoBaHue JOKYMEHTOB 1 M6 0,2
15 |3anonHeHne y4eTHoW bopMbl BBOAMMOIO AOKYMEHTa (C y4eTOM | OfHO Ha3BaHue 0,3
BpeMEHM Ha MouCK aHHoTauuum B "WHTepHeTe", uHgekca BBK B
3MEKTPOHHOM KaTariore) ans KOHBEPTMPOBaAHWS B NpOrpamMmmbl 4SS
paboThbl € "roBOPALMUMUN KHUramm"
16 |koHBepTMpOBaHME B NporpaMmbl Anst paboTbl € "roBOpsLLUMMU 100 M6 4,1
KHUramm"
MoaroToBka cnvcka HOBbIX MOCTYNNeHU (popmat AOKYMeEHTA):
17 |BbIrpy3ka kaTanora nporpammbl ans pabotbl C "roBopsilMMK | OfHa Bbirpy3ka 4,0
KHUramm"
18 |BbIrpy3ka 13 parina JOKYMEHTOB, NOCTYNMUBLUNX 3a OnpeferneHHbI | OfHa Bbirpyska 20,0
BPEMEHHOM UHTepBan (MecsL, kBapTan, roa)
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[ata coxpaHeHus: 21.05.2015

19 |ypaneHve nUWHUX WMHAOPMALUOHHBIX MOMEN B CMMUCKE HOBbLIX| OOWH CMMCOK 10,0
NoCTYNneHnn (150 - 200
Ha3BaHWN)
20 | konupoBaHue carina ns gopmata bl AC B hopmaT fOKyMeHTa OAMH CMMCOK 1,0
21 |npeobGpa3oBaHue [OoKymeHTa B dopmaTe [AOKYMeHTa Ans 40 K6 6,0
nocrneayoLwero pasveLLeHns Ha canTe
O3ByumBaHue cnmcka HOBbIX NOCTYMMIEHUA CUHTE3ATOPOM PEeYu:
22 |BbIrpy3ka kartanora nporpaMmmbl Ans paboTel € "roBopsAWMMM | OAHA BbIrpy3ka 4,0
KHuramm"
23 |BbIrpy3ka us davina dopmata b AC goKyMeHTOB, NOCTYNMBLUMX | OAHA BbIrpy3ka 20,0
3a onpegeneHHbIi BDEMEHHOW MHTEepBan (Mecsu, KBapTarn, rof)
24 |ypaneHve nNUWHUX WHAOPMAUMOHHBIX MONEeN B CMWCKE HOBBLIX| OAWH CMNCOK 10,0
NOCTYNNEeHUN
25 |konupoBaHue darna us opmata bl AC B hopmat goKymeHTa (150 - 200 1,0
Ha3BaHWN) 0anH
CMUCOK
26 |npeobpa3oBaHve OOKyMeHTa B dopmaTte AOoKyMeHTa B dopmy, 40 K6 6,0
yAOOHYIO A1 03BY4YMBaHWSA CUHTE3aTOPOM peyn
27 |pasbuBka goKymeHTa B hopMaTte JOKYMEHTa Ha NpeanoxeHus 40 K6 80,0
28 |o3ByyMBaHMe [JOKyMeHTa B nMporpamme AnA 4YTeHUs BCIyX 40 Ko 3,0
TekcToBbIx dannos ("banabonka" u gpyrue)
29 | pasmMelleHne 03BYy4EHHOrO CrnncKa HOBbIX MOCTYNNEHUN Ha canTe OAMH CMUCOK 15,0
(150 - 200
Ha3BaHWUi)
30 | KOHBEPTUPOBAHWE O3BYYEHHOIO CMMCKa B NporpaMmmbl Anst paboThbl OJVIH CNUCOK 1,0
¢ "roBopaLWmUMM KHUrammn®
3.6. PaboTta ¢ poHgom. PaboTa no npnemy 4OKYMEHTOB
Tabnuvua 47
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
[Mprem OOKYMEHTOB B CTPYKTYPHbIX MoApasfeneHmax
lMpruem OOKYMEHTOB M3 OTAena aBTOMaTU3npoBaHHOW 06paboTkn| oaHa napTus
OOKYMEHTOB n opraHusaumm KaTanoros, cBepka c
CONpPOBOANTENBHBLIM JOKYMEHTOM:
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1 |1-25 3k3eMnnspos 10,0
2 |26 - 75 aksemnnapoB 30,0
3 |perncrtpaumsi HOBbIX MOCTYMNNEHUA NEepuogudecknx usgaHwui, | oauH AOKYMEHT 0,5

NpocTaBrieHNe OTMETKM B PEMMCTPALMOHHON KapToTeke

4 |npocTaBrneHve  WTeMnenss  WNM  OTMeTKa  CTPYKTYPHOrO | OAMH OOKYMEHT 0,5
noapasfeneHns Ha JOKyMeHTe

Mopgbopka OOKYMEHTOB AN pacCTaHOBKU B hOHAE

Mogbopka JOKYMEHTOB NO BMAAM U34aHWUNA: OQVH JOKYMEHT
5 | nnockonevaTHble n3gaHnd 0,07
6 |penbedHOo-ToHEeYHbIE N3naHns 0,08
7 | "roBopsiLme" KHUrM Ha kacceTax 0,1
8 | n3gaHua Ha ONTUYECKUX AncKax 0,07
9 |m3gaHua Ha neLu-KapTax 0,07
10 | penbedHo-rpadmyeckmne nocodbus 0,08
11 | TakTUNbHbIE pyKoAerbHble U3gaHusa 0,1
12 | nogbopka KOMMMEKTOB penbedHO-TOYEYHbIX KHUM MO HAa3BaHWAM OLVH KOMMNNeKT 2,0
13 |nogbopka [OOKYMEHTOB MO  KNacCU(UKAUMOHHbIM  MHAEKCaM, | OAWH AOKYMEHT 0,3

aBTOPCKOMY 3HaKy

Monbopka nepvoaMYeckMX usgaHuiA no andaBuTy Ha3BaHUAM, | OOWMH OOKYMEHT
rogam, Homepam:

14 |nnockonevyaTHble n3gaHusa 0,07

15 | penbedHO-TOUEYHbIE U3oaHns 0,08

PacctaHoBka 6MbnmnoTeyHoro ooHaa

paccTaHoBKa [OKYMEHTOB Ha cTennaxax B| OOWH OOKYMEHT
cucTeMaTuyecko-andgaBnTHOM Nopsaake:

16 |nnockonevyaTHble N3gaHusa 0,08

17 | penbedHO-TOYEYHbIE U30aHNs 0,11

18 |"roBopsiLime" KHUrKM Ha KacceTax 0,1

19 | v3gaHmnsa Ha ONTUYECKUX AnCKax 0,1

20 |mn3paHusa Ha neLu-KapTax 0,1

21 | penbedHo-rpaduyeckne nocobusi 0,11
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[ata coxpaHeHus: 21.05.2015

22 | TaKTuIbHbIE pyKOAenbHble U3gaHna 0,11
PacctaHoBka nepuoguveckux msgaHui no andasBuTy HasBaHWW, | OOWH OOKYMEHT
rogam, Homepam:
23 | nnockoneyaTHble u3gaHus 0,1
24 | penbedHO-TOHEeYHbIE U3gaHns 0,13
25 | packnagka raseTt rno Has3BaHWAM, rnpokKarbiBaHUEe ObIPOK, BNOXeHWe OfHa narka 10,0
B KapTOHHY0 OOMOXKy (nanky), NpoOLHYpoBKa, OdopMIeHne
0bnoxku (HasBaHue, rog, HOMep, MecsL)
lMpoBepka NpaBUNLHOCTN pacCTaHOBKM OOKYMEHTOB B OTAENbHbIX | MaccuB choHAa
mMaccuBax oHaa:
26 |1-200 gokymeHTOB 30,0
27 | 201 - 400 gokymeHTOB 60,0
28 |nepemelueHune (nepeHeceHne) AOKYMEHTOB Ha cBoboaHblE MecTa ofHa norka 50
OdopmneHune, HanncaHme NoMoYHbLIX pasgenuTene: OOVH
pasgenutens
29 | Anga cuctemaTuMyeckon paccTaHOBKM hoHOa 4,0
30 | ansa andaBuUTHOW paccTaHOBKM hoHAa 3,0
3.7. PaboTa ¢ dpoHaom. PaboTa no coxpaHHocTM dhoHaa
Tabnuua 48
N HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHMU,
MUH.
1 2 3 4
MpoBepka OMONMOTEYHOro hoHAa:
1 |HanucaHue KOHTPONbLHOrO TanoHa Ha OOKYMEHT; yKazaHue Ha HeMm O[IH TaroH 2,0
WHBEHTapHOro Homepa, wWwudpa, damMunuv, MHUUManoB asTopa,
3arnasug, roga, Mecta u3fiaHus, LueHbl, Mecta XpaHeHus
2 |oTMeTKa O MpoBepKke [AOKyMeHTa Ha opmynsape, KOHTenHepe, | oOuH AOKYMEHT 0,2
00noXke fOoKyMeHTa
Monbopka KOHTPOSbHBLIX TaNIOHOB: O[IH TaroH
3 | no MHBEHTapHbLIM HOMepam 0,8
4 | no ancdaButy hamunumn asTopos UNn 3arnasun 0,13
5 | no knaccmudmkauMOHHOMY NHAOEKCY 0,1
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6 |cBepka KOHTPOSbHbIX TanOHOB C WHBEHTAPHOW KHUIOW; OTMeTKa OOVH TarnoH 0,5
NpOBEPKN Ha TaroHe U B MHBEHTAPHOWN KHUre

7 |cBepka KOHTPOSbHbIX TaNOHOB C YYETHbIM MNKU andaBUTHbLIM, OOWH TanoH 0,5
TonorpacmyecknM kaTanoramum; OTMeTKa NPOBEPKN Ha TarloHe U B
kaTanore

8 |npocmoTp  bopmbl  MHAMBMAYANbHOrO  y4yeTa,  BbIIBNEHWE | OOUH OOKYMEHT 0,5

OOKYMEHTOB, He NpoLleLwmnX NpoBEPKN

9 |cocTaBneHMe KapToYkM Ha JOKYMEHT, He NPOLUEeALLNiA NPOBEPKM OOVH [IOKYMEHT 1,0

10 |nonck OOKYMEHTOB, He MpoLleAlnX NPOBEPKW, MO Pa3nMYHbIM | OAMH AOKYMEHT 5,0
y4YeTHbIM hopmaM, KapToTekaMm, XXypHanam, KHXHbIM Norkam

CocraBneHue cnucka HegocTaroWwmx B PoHAe AOKYMEHTOB: OOMH CNNCOK
11 |1 gokymeHT 1,0
12 |2 - 10 gokyMeHTOB 10,0
13 |11 - 25 gokyMeHTOB 22,0

OT60p AOKYMEHTOR ANs U3bATUSA U3 hoHAA

lMpocMOTp AOKYMEHTOB Ha NpeaMeT n3bATUSA U3 poHaa: OOWH OOKYMEHT
14 | HenpoUnbHbIX 0,7
15 | py6bneTHbIX 0,3
16 |ycTapeBLUMX MO coaepXXaHWUIo 0,7
17 | BeTxux 0,2
18 | manoncnonb3yemsbix, HEUCMNonb3yeMblX 0,5

MogroToBka OOKYMEHTOB K aKTUpOBaHUIO:

19 |nogbopka AOKYMEHTOB B MapTuv MO NPUYMHaM M3bATUS; CBepKka C| OAWH AOKYMEHT 0,08
KHWXHBIM (DOpMYnsipoM

20 |nogbopka KHWXHbIX (QOPMYNSAPOB Ha [OKYMEHTbl B MoOpsiake | oauvH hopMynsip 0,07
WHBEHTapHbIX HOMEpPOB, andasuTa, XypHarnbHble - MO rogam u
HoMepam
CoctaBneHve cnucka K akTty BbIObITMS (nepegadu), nogcuyeT OAVH aKkT

obLer cymmbl, opopMIieHne akra:

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

MNogroToBka OOKYMEHTOB Ha 6yMa)KHbIX HOocUTenax and nepenneta
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[ata coxpaHeHus: 21.05.2015

OTtbop [OoOKyMeHTOB [ns MepenneTta; npoBepka COCTOSAHUA | OOMH OOKYMEHT
OOKYMEHTa; 3anorHeHue (CBepka) KHUXKHOro hopmynspa:
24 | nnockonevyaTHble JOKYMEHTbI 2,0
25 | penbedHO-TOYEYHbIE AOKYMEHThI 3,0
26 |mogbopka KOMMIIEKTOB, CBsi3blBaHME B Nadvku; 0dopMreHne | OAuH LOKYMEHT 0,5
OOKYMEHTOB 4119 nepefayu B nepennet
MogrotoBka K pecTaBpauum "roBopsAWMX” KHUF Ha KacceTax u
OOKYMEHTOB, 3aMMCaHHbIX Ha OMTUYECKMUX OUCKax:
27 |oTbop [OOKYMEHTOB [ANsi pecTaBpauuu, npoBepka COCTOSHMS | OAWMH AOKYMEHT 3,0
OOKYMEHTa, 3anonHeHne (CBepka) KHUKHOro hopmynsipa
28 |mogrotoBka  OOKYMEHTOB K  BOCCT@HOBMEHW;  nogbopka| OAWH LOKYMEHT 0,5
OOKYMEHTOB,  aHarorMyHbIX  MOBPEXAEHHOMY;  OdopmneHue
OOKYMEHTOB A4S191 Nnepefayun Ha pectaBpaunio
PecTtaBpauus nrockone4yaTHbIX n penbeHO-TOYEYHbIX
OOKYMEHTOB:
29 |nepenneTHble paboThbl OAWNH OOKYMEHT 90,0
30 |BoccTaHoBrEHME oTAernbHbIX NOBpPEXAEHHbIX CTpaHuy, | oAgHa cTpaHuua 30,0
HaneyaTaHHbIX pPenbedHO-TOUYEYHbIM LWPUPTOM (CKaHUPOBaHUE,
pacno3HaBaHue, pedakTUpOBaHWe, pacneyaTtka Ha OpanneBckomM
npuHTEpE)
31 |Menkun pemMoHT (MoAKMenka HagopBaHHbLIX CTpaHuu, nepenneTta,| OAWH AOKYMEHT 2,0
TUTYMbBHBIX NNCTOB, KapMallKOB, SAPSbIKOB, 3aMeHa MpPYXUHHOMO
nepennerta)
PecTtaBpauus 4OKYMEHTOB, 3anMcaHHbIX Ha ayguokacceTax:
32 | BOCCTaHOBIIEHME MOBPEXAEHHOr0 OOKYMEHTA C aHanorm4yHoro Ha| ogHa onepauus 5,0
creumanbHOM ODOpPYAOBaHUM B 3aBUCMMOCTU OT TEXHUYECKOro
OCHaLLeHus
33 |Menkun peMOHT (3amMeHa HenpaBumbHbIX CKMeek, noaknewnka | oAuH AOKYMEHT 5,0
pakopza, 3TUKEeTOK Ha dyTnsapax)
BocctaHoBneHune yTPayYeHHbIX/MOBPEXOEHHbIX [OKYMEHTOB,
3anncaHHbIX Ha ONTUYECKUX OUCKaX:
34 | ckaHnpoBaHWe gucka cTaH4apTHLIMKU cpeacTBaMu OWH AncK 2,0
35 |ckaHMpoBaHMEe MNOBPEXAEHHOr0 AuMCka C  WUCMOfb30BaHUEM OOWH AUCK 20,0
creumanbHoOro nporpammMHoro obecneyeHus
36 |3arpyska obpasa gucka B aBTOMaTU4ECKUN oyonukaTop OAWH OMUCK 3,0
KpaTHoe BocnponsBeaeHne OUCKOB: OAWNH OMnCK
37 |TekcToBble dhansbl 0,3
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38 | 3BykOBbIE (hannbl 3,0
39 |Buaeodannbl 6,0
lNpoBepka kayecTBa KOMNWA: OOVH AUCK
40 |TekcToBblEe dhansbl 1,0
41 |3ByKOBblE (hannbl 50
42 | Bmageodannbl 5,0
Mprnem JOKYMEHTOB nocre pectaBpaumnu:
43 |cBepka MOCTYNUBLUMX AOKYMEHTOB C KHWXKHbIM (OPMYNAPOM, | OAUH AOKYMEHT 1,0
npoBepka KayecTBa [AOKYMEHTOB, BOCCTaAHOBMEHWE 3arnaBus,
HanucaHme wudpa Ha aprblke, KOpeLlKe JOKYMEHTa
O6ecnbinmBaHne oHaa:
44 |obecnbinBaHMe ¢oHOA C MOMOLLbLIO Mbifiecoca; obecneyeHue | ogHa Mepornonka 15,0
paboyero MecTa TEeXHUYECKMMU CpeacTBaMu:  MbINIECOCOM,
paboyMM  CTONMMKOM, CTPEMSIHKOW, BeOpPOM; NpoBeAeHue
obecnbinMBaHNs; 3aHeCeHWe TEeXHUYECKMX CpeAacTB Ha MecTa
XpaHeHus
45 | pyyHoe obecnbinuBaHne doHaa; obecrnedeHne pabodvero mecTta | ogHa Mepornorka 10,0
TEXHUYECKMMUN CPeACTBaMU: CTPEMSIHKOM, paboynMm CTOSMKOM,
TENeXKon, BeApoM, TpsAnkamu; NpoTupka, 3aHeceHne TEXHUYECKMX
CpeacTB Ha MecTa XpaHeHus
3.8. Pabota ¢ choHgom. NepeBoa AOKYMEHTOB B LiMdpoBo chopmat
Tabnuua 49
N HanmeHoBaHwMe npouecca, onepauun. Coctas paboTbl EavHnua Hopma
n/n n3mepeHns BPEMEHM,
MUH.
1 2 3 4
OundpoBka [OKYMEHTOB, HaneyaTaHHbIX penbedHO-TOYEYHbIM
wpndTom:
1 |ckaHupoBaHWe 1 pacno3HaBaHue penbedHO-TOYEYHOro TekcTa OfHa cTpaHuua 2,0
2 | coxpaHeHue ganna B TEKCTOBOM dhopmMarte OAWH chann 0,5
PepaktnpoBaHne OTCKaHMPOBAHHOIO MaTepuania B TEKCTOBOM | OfHa CTpaHuua
penakrope:
3 | XyQoXXeCTBEHHbIN TEKCT 5,0
4 |TexHu4yeckme u Apyrne cneumanbHble TEKCTbl (HOTHas 3anuchb, 40,0
MaTemMaTuka, MeauLuHa, Xummus)
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OundpoBka 4OKYMEHTOB, 3anMCaHHbIX HA MarHUTHOW NeHTe:

5 |nepeBog aHanorosow 3anucu B Lmdposon dopmaTt OAHa 3anucb 6,0

6 |obpaboTka 3anMmMcu Ha MarHUTHOW JNEHTe Ha  KaTylukax; OQVH Yac 180,0
pecTaBpaums 3Byka 3By4aHus

7 |obpaboTka 3anncu Ha MarHUTHOW NeHTe Ha KacceTe; pecTaBpauus OAVH Yac 90,0
3BYyKa 3ByYaHus
OundpoBka 4OKYMEHTOB, 3anMMCaHHbIX Ha rpamnIacTUHKax:

8 |noarotoBka rpamMnnacTMHKU K 3anucu QOoHOrpammbl; yaaneHue ofHa 12,0
NbiiM C MNOBEPXHOCTU rpaMnnacTUHKK, CHATWE CTaTUYECKOro | rpamnnactuHka
anekTpuyecTea

9 |3anucb (OHOrpaMmbl  rpPamMnIIacTMHKM €  UCMNOSIb30OBaHUEM ofHa
3BYKOBOIO pefakropa doHorpamma
O6paboTka 3anMcaHHON OHOrpaMmbi: ofHa

doHorpamma

10 |nocTosiHHOE aMNIINTYOHOE CMELLEeHne 5,0

11 |ypaneHuve LWen4ykoB W MOTPECKMBAHMMA C MOMOLLBI NraruHa 10,0
aBTOMAaTUYECKOTO HaXOXAeHUs1 1 yaaneHnsi NogoOHbIX LLEeNYKoB

12 |ycTpaHeHue OHOBLIX LLUYMOB 10,0

13 |obecneyeHne KayeCTBEHHOIO W €CTECTBEHHOIO 3BYYaHWs C 10,0
NCNoNb30BaHNEM 3KBanan3epos (rpaduyeckoro,
naparpadmyeckoro, napaMeTpruyecKoro)

14 | HopManusaLms CBOWCTB 3BYKOBOro Matepuana 5,0

15 |nogroToBka obpaboTaHHOM (HOHOrpamMmbl K 3anvMCUM Ha [uUcKax; oAHa 20,0
paspeska 3ByKOBOIO hpanna Ha Tpeku doHorpamma

16 |3anucb NOAroTOBMEHHOrO ayauomartepuana Ha AucK (C ydeToMm OOWH AUCK 12,0
BO3MOXHOCTU  KOHBEPTMPOBaAHWS  Martepuana B  dopmar
ayamnodanna)

3.9. ObcnyxuBaHue nonb3oBaTenem
Tabnuua 50
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHMU,
MUH.

1 2 3 4
3anuck nonb3oBartenen B 6MbnMoTeky:

1 |npocMOTp OOKYMEHTOB rnonb3oBaTtens (nacnopT, YneHckun buner, OOMH 2,0
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[ata coxpaHeHus: 21.05.2015

cTyaeHyeckun 6GuneT, cnpaBka 00 MHBaNMOHOCTU MO 3PEHMI0), | MONb30oBaTerb
npoBepka Hanuuns YYETHO-PErncTpaLMoOHHON KapTOYKM
nons3oBarens
3anonHeHune YY4ETHO-perncTpaymMoHHbIX OOKYMEHTOB | 04MH popmMynsap
nonb3oBartens:
2 | bopmynsap Ha BymaxkHOM HocuTene 50
3 | aneKTpOoHHbIN hopMynsap 4,0
4 | perucTpauuoHHas KapTodka 5,0
5 |TpaHCnopTHbIA NUCT 6,0
6 |porosop obcnyxuBaHus (2 ak3emnnsapa) 7,0
7 |TeTpagb permctpauun nonb3oBaTenen 1,0
8 |o3HakomneHve C npaBunamMuM  NOMb30BaHUA  GUBNMOTEKOWN, OaVH 20,0
CMpaBOYHbIM annapatoM, HanuuMem Apyrux OTAENoB, MEpPeYHeM | MOorb30oBaTesb
npegocTaBnseMblX ycnyr
9 |paccTaHOBKa perncTpaumMoHHbIX KapTovek norb3oBaTenen B| OAHa KapTouka 1,0
KapTOTeky
Mepepeructpauus nonb3oBarenemn
Monck ©n BHECEHWE W3MEHEHUA B YYETHO-PErUCTPaLUMOHHbIE
OOKYMEHTbI NoSib3oBaTens:
10 | popmynap Ha GyMakHOM HocuTene O4VH hopmynsap 1,0
11 |3neKTpoHHbIN hopMynsp OAVH dopmyrnap 1,0
12 |pernctpauMoHHas KapToyka O[Ha KapTo4Ka 1,0
13 | TpaHCNOPTHLIN NUCT OAWH NucT 1,0
14 | poroBop 06cnyXnBaHMs O[WH Jorosop 1,0
3.10. CtaumoHapHoe obcnyxunBaHne nosb3oBaTenen
Tabnuua 51
N HanmeHoBaHwMe npouecca, onepauun. Coctas paboTbl EavHnua Hopma
n/n n3mepeHuns BpEMEHM,
MUH.
1 2 3 4
O6cnyxuBaHne nonb3oBaTenen B otaenax aboHemeHTta: obLiero
N HOTHO-MY3bIKarnbHOro:
1 |wHdopmMpoBaHME MONb30OBaTENEeN O HOBbIX MNOCTyMNfeHusx;| ofgHa becepa 50
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Becena ¢ nonb3oBaTenem y BbICTaBOK

Monbopka [OKYyMEHTOB U3 coHaa oThena AnA  Bbloaun

nonb3oBartento:

2 |n3gaHus, HanevyaTaHHble penbedHO-TOYEYHbIM LWPUETOM OOVH OOKYMEHT 3,0
3 | "rosopsLme" KHUrM u MysblkanbHble NponsBefeHnsa Ha KacceTax OAVH JOKYMEHT 3,0
4 |usgaHns Ha UUPOBBIX HOCUTENSX MHGOPMaLMU  (OUCKW, | OOUH OOKYMEHT 1,0

chneL-kapTbl C KPUNTO3ALLMUTON)

5 | rpamnnacTtuHku OOVIH AOKYMEHT 1,0
6 |HOTHble n3gaHus (nnockonevaTHble N No cucteme bpanns) OAVH [OKYMEHT 2,0
7 |v3paHusA, HaneyaTaHHble nnockonevaTHbiM, B TOM 4uCrie| OOUH JAOKYMEHT 1,0

YKPYMHEHHbIM, LIPUGTOM

8 |3BykoBble pannbl K3 6asbl gaHHbIX "rOBOPAWMX" KHUM C OAVWH hbann 15,0
KpMnNTO3aLLmMTOn
9 |3anucb 3BYKOBbIX (haisioB "roBopsLmMX" KHUM C KPUNTO3ALWMTON Ha OAWH hann 10,0

drew-kapTy nosb3oBaTensa Cc npeaBapuTensHON MNOAroTOBKOW
(ouncTkown) prnew-kapTbl Nonb3oBaTens

10 |npepocTaBneHue nonb3oBaTesild  HOTHbIX U MYy3blKalibHbIX | OOWH OOKYMEHT 2,0
OOKYMEHTOB ansa npenBapuTesibHOro npourpbiBaHnA,
npocnywmnBaHna B noMeLweHnn otaena

MpoBepka  [OOKYMEHTOB nepeg Bblgaven/npmemom Ha| OQMH OOKYMEHT
COOTBETCTBME U OTCYTCTBUE AedEKTOB:

11 |un3paHus, HanevyaTaHHble peribeHO-TOHYEYHbIM LWPUGTOM 1,0
12 |"roBopsaLme” KHUMM N My3blKkarnbHble NPOU3BEeAEeHUs Ha KacceTax 3,0
13 |uM3gaHua  Ha UMOPOBbLIX HOCUTENAX WHopmauun  (Quckw, 1,0

drew-kapTbl C KPUNTO3aLLNTON)

14 | rpamMnnacTuHKu 1,0
15 | HOTHble U3gaHus (nnockonevaTHble U No cucteme bpanns) 1,0
16 |mM3paHua, HaneyaTaHHble MflocKoneyaTHbIM, B TOM JuUcne 0,8

YKPYMHEHHbIM, LIPUTOM

17 |Bblgadya [OOKYMEHTOB Monb3oBaTernto, OTMeTKa O Bblgavye B| OOVH OOKYMEHT 0,7
KHWXHOM cbopmynsape

OtmeTka 0 Bblgaye/npmemMe 4OKYMEHTOB: OQVH JJOKYMEHT
18 | B py4HOM pexnme 1,0
19 |B aBTOMATU3UPOBAHHOM pPEXUMe 0,7
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20 |lMprem OOKYMEHTOB OT MOMb30BaTenNsl, MOUCK U BKNAAKa KHWKHOIO | OAWMH AOKYMEHT 1,0
dopmynsipa
lMpoaneHve cpoka NonNb3oBaHUA AOKYMEHTaMM: OAVH JOKYMEHT
21 | B py4yHOM pexume 2,0
22 | B aBTOMaTnU3MpOBaHHOM pexume 0,7
KoHcynbTauusa none3oBartens: oaHa
KOHCYnbTauuns
23 | no paboTe ¢ KapTOYHbLIM KaTanorom 5,0
24 |no paboTe C 3NeKTPOHHbIM KaTarnorom 7,0
25 | no akcnnyataumm TMdoMarHMTooHoB, TudnodneL-nneepos 10,0

Otbop wn nepempaya Ha BOCMpPoOU3BEAEHME B cCrneumansHOM
dopmate parMeHTOB MNIOCKOMNEYaTHbIX TEKCTOBbIX W HOTHbIX
AOKYMEHTOB (Nno 3anpocy nonb3oBartens):

26 |npyem 3anpoca OT nonb3oBaTens, nogbopka [OKYMEHTOB,| OOWH AOKYMEHT 50
ocopmMIieHre 3akasa

27 |nogrotoBka [OOKYMEHTA K BOCMPOM3BEOAEHUIO (MOWCK, 3aknajka| ogHa cTpaHuua 2,0
parMeHToB, OLEHKa BO3MOXHOCTU CKaHMpPOBaHUSA  TEKCTa,
py4Horo Habopa HoTHOW 3anuncy no cucteme bpanns)

O6cnyxnBaHWe Nonb3oBaTenen B YATanbLHOM 3arne:

28 |MHopMupoBaHME O  HOBbIX  MOCTynneHusx; OGecega c| opHa 6ecena 5,0
nonb3oBaTenem y BbICTaBOK, TEMATUYECKNX KHUXKHBIX MNOSOK

Mownck OOKYMEHTOB MO 3anpocy noNb3oBaTtend B nogcobHom | oauH OOKYMEHT

doHae:
29 | no BMgam usgaHumn 3,0
30 |no onpegeneHHon Teme 4,0

MpoBepka  [AOKYMEHTOB nepen BblAayei/npuemMom Ha| OAWH OOKYMEHT
COOTBETCTBUE U OTCYTCTBUE AEEKTOB:

31 |u3paHns, HanevaTaHHble pernbedHO-ToYeYHbIM LWPUGPTOM 1,0
32 |"roBopsilmne" KHUMM Ha KacceTax 4,0
33 |M3gaHMa Ha UMdPOBLIX HOCUTENAX WMHGOPMauMM  (GUCKW, 1,0

dneww-kapThbl)

34 |(n3gaHua, Hamne4vaTaHHble MIOCKone4vYaTHbiM, B TOM  4uUcrie 0,8
YKPYMHEHHBIM LLPUATOM

35 | TaKTurnbHble pyKkoadenbHble U3gaHna 1,0
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36 | penbedHo-rpaduyeckue nocobus 1,0

37 |Bblgaya [OOKYMEHTOB TroONfb30BaTento, OTMETKA O Bblgaye B| OOWH AOKYMEHT 0,7
KHV>KHOM chopmynsipe

OTmeTKa o Bbigaye/npueme JOKYMEHTOB: OAWNH OOKYMEHT
38 | B py4yHOM pexume 1,0
39 | B aBTOMaTM3NPOBAHHOM peXnme 0,7
40 |nNpveM OOKYMEHTOB OT Nonb3oBaTens, NOMCK U BKNaAKa KHWXHOrO | OAWH AOKYMEHT 1,0
dopmynsipa
KoHcynbTauus none3oBartens: ofHa
KOHCYynbTauuns
41 |no paboTe C KapTO4YHbIM KaTariorom 7,0
42 | no paboTe C 3NEKTPOHHbIM KaTarnorom 8,0
43 | no akcnnyatauun TudrnomMmarHMTodoHoB, TudnodgneLl-nneepos 10,0
44 |no aKkcnnyatauuu apanTuBHbIX TUANOTEXHUYECKUX CPeacTs MU 20,0
nporpamMmm
45 |no akcnnyatauuMuM KOMMbIOTEPHOM TEXHWKM U MNpOorpaMMHOro 20,0
obecneyeHns

Pab6oTa ¢ uteuom:

46 |npegBapuTenbHada 3anncb Nonb3oBaTens K Yteuy o[Ha 3anucb 1,0

47 | nouck, opopMrieHne 4OKyMeHTa AN Bbl4auu NOMb30BaTernto OOVH OOKYMEHT 50

48 |4TeHMe TekcTa OfHa cTpaHuua 5,0
(cbopmat A4)

49 | npo4uTbiBaHWE TEXHWYECKOTO M OPYrUX cneumanbHbix TekcToB Ha| 1000 3HakoB 6,0

MarHUTHyo ﬂeHTy/LIM(prBbIe HOCUTENN

Otbop wn nepepaya Ha BOCMPOU3BEAEHME B CrneumanbHOM
cdopmaTe bparMeHTOB NocKoneyaTHbIX JOKYMEHTOB (Mo 3anpocy
nonb3oBartens):

50 |npvem 3anpoca OT Mofb3oBaTens, noabopka [OOKYMEHTOB,| OOWH JAOKYMEHT 5,0
odpopmneHne 3akasa

51 |noaroTtoBka AOKYMEHTa K BOCMPOU3BEAEHNIO OfHa cTpaHuua 2,0

3.11. BHecTauunoHapHoe obcnyxuBaHue norb3oBaTenen

Tabnuua 52
N HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EnnnHuua Hopma
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n/n namMepeHns BpEMEHM,
MUH.

1 2 3 4
HapomHoe obcnyxrBaHue nonb3oBaTeneu:

1 |npuem 3akasa OT nonb3oBaTtens no TenedoHy, odopMmneHune OQVH 3aKas 4,0
3aKkasa
Mounck n3 choHaga KoMnnekTa JOKYMEHTOB: OLVH KOMMMEKT

2 |u3gaHus, HaneyaTaHHble penbedHO-ToYeYHbIM WpudTom (10 - 15 15,0
KHUT N3 KOMMIeKTa)

3 | "roeopsawme" kHurm Ha kacceTax (5 Ha3BaHuWI) 10,0

4 |u3pgaHMa  Ha UMGPOBLIX HOCUTENAX WMHGOPMauMM  (QUCKW, 6,0
dnew-kapTbl) (5 HazBaHWI)

5 |oTmeTka o Bblgaye AOKYMeHTa B KHUXKHOM dhopmynsipe OAVH LOKYMEHT 0,7
OTmeTka O Bblgave/npuemMe [OOKYMEHTOB B dopMmynsape | OouH AOKYMEHT
nonb3oBaTtens:

6 |B py4HOM pexume 1,0

7 | B aBTOMaTUM3NPOBAHHOM peXnMe 0,7

8 |noarotoBka [OOKYMEHTOB K OTNpaBKke; COPTUPOBKA MO Buaam OVH 3aKa3 15,0
usgaHun, ynakoBka, O(OpPMNEeHWe TPaHCMNOPTHOro  fUCTa,
norpyska, cornacoBaHwe ¢ Monb3oBaTeneM no TenedoHy,

[JOoCTaBKa 3akasa

9 |npueM [JOKYMEHTOB OT MOSfib30BaTesNis; BbIrpy3ka, pacrnakoBka, OAWH 3aKas3 8,0
MOWCK 1 BKNagka KHWKHoOro dopmynspa
lMpoBepka  OOKYMEHTOB  nepes  OTNpaBKOW/MPUEMOM  Ha | OAWH AOKYMEHT
COOTBETCTBME M OTCYTCTBME AeDEKTOB:

10 |u3pgaHusA, HanevyaTaHHble penbedHO-TOYEYHbIM LWPUDTOM 1,0

11 |"roBopsiLime" KHUrKM Ha KacceTax 6,0

12 |u3gaHua Ha uudpoBbIX HOCUTENSX UWHopmauun  (Gucku, 1,0
dneww-kapThbl)

MpoaneHne cpoka Nonb3oBaHUs JOKYMEHTaMMU: OAVH LOKYMEHT

13 | B py4HOM pexunme 2,0

14 |B aBTOMAaTU3NPOBAHHOM peXNMe 0,7
O6cnyxvBaHue nonb3osaTenen B GUBIMOTEYHbIX MYHKTaX:

15 |noprotoBka M 3aKkMueHWe [oroBopa Mexay OubnmoTekoh w| OAWMH AOroBoOp 300,0
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opraHusaumen, rge OyaeT OCYLWEeCTBRNATbLCA BHeCTauMOHapHoe

obcnyxumBaHue

OdopmneHune opmynspa bMGIMOTEYHOro NyHKTa: OoOVH hopmyrnisip
16 |B py4HOM pexunme 7,0
17 |B aBTOMaTU3NPOBAHHOM peXnme 6,0
18 |ocbopmrieHVe nankv ¢ AOKYMeHTaMu (4OroBop, AOBEPEHHOCTb Ha ofHa narka 15,0

NONy4YeHNe KHUT, OTHYETbI)

19 |cocTaBrneHMe CxeMbl pasmelleHusi BUONMOTEYHBLIX MYHKTOB MO ofHa cxema 120,0
TEppUTOPUSM
20 |cocTtaBneHue rpaduka obmeHa [OOKYMEHTOB, HaxogsAWwMXcs B| OAWH rpaduk 20,0

BMBNNOTEYHBIX MYHKTaX

21 |cocTaBneHune nnaHa MeTOaMN4YEeCKON MOMOLLIN OOWH nnaH 60,0
61bnmMoTekapsiM-00LEeCTBEHHNKAM

Bbloaya I0KYyMEHTOB B BUGNMOTEUYHBIN MYHKT:

lMoproTtoBka n pacnevyaTka cnmcka JOKYMEHTOB, NpeAHa3HayYeHHbIX |  OAMH CMUCOK
Ans Bblgaqy GubnuoTeyHOMyY NyHKTY:

22 |20 ooKyMeHTOB 30,0
23 |40 pokymeHTOB 60,0
24 | 100 gokymeHTOB 120,0

Mopbopka 13 poHaa MO cnucky/3asiBke KOMMNEKTOB AOKYMEHTOB | OAWH AOKYMEHT
pasnu4yHbIX (hopmMaToB:

25 | 1M3gaHus, Hane4yaTaHHble penbedHO-TOYEYHbIM LWPUGTOM 3,0
26 | "roBop4Lume” KHUrM Ha KacceTax 2,0
27 |n3gaHMa  Ha  uMdpoBbIX  HOCUTENSX  MHAQopMauun  (OUcKuM, 1,0

dneww-kapThbl)

28 |mn3gaHusa, HamnedaTaHHble MfocKoneyaTtHbiM, B TOM  4ucne 1,0
YKPYMHEHHbIM LLPUGTOM

CBepKa OOKYMEHTOB CO CNMCcKoM/3asiBKON n npoesepka AOKYMEHTOB | OOAWH OOKYMEHT
nepen BblJayen Ha COOTBETCTBME U OTCyTCTBUE D,e(*)eKTOBZ

29 |n3gaHusa, HaneyaTaHHble penbedHO-TOYeYHbIM WPUGPTOM 1,0
30 |"roBopsiLmne" KHUrM Ha KacceTax 6,0
31 |u3gaHnss Ha UuMUpPOBBLIX HOCUTENSIX MHGOpMauun  (OUCKM, 1,0

dneww-kapThbl)

32 |(n3gaHua, Hamne4vaTaHHble MIOCKone4YaTHbiM, B TOM  4uUcre 0,8
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YKPYMHEHHbIM LLIPUATOM

33 |copTupoBka no Bugam uM3gaHuMn, OTMETKa O Bblaye AOKYMEHTa B | OAWH AOKYMEHT 1,0
KHWXHOM chopmynsape
OTmeTKa 0 Bblgaye JOKYMEHTOB: OAVH LOKYMEHT

34 | B py4HOM pexume 1,0

35 | B aBTOMaTM3NPOBaAHHOM peXnme 0,7

36 |paccTaHoBKa KHWXHbIX OpPMYNApPOB B KapTOTEKY MHAMKaTopa O4VH hopmynsap 1,0

37 |noaroTtoBka [OOKYMEHTOB K OTMNpaBKe; YrakoBKa, COCTaBfeHue | OOWH KOMMMEKT 30,0
onucu, norpyska

38 | oTmeTka 06 OoTnpaBKe 3akasa B XXypHane pervcrpaumm ofHa 3anucb 2,0

39 |onoBelleHne aboHeHTa 06 oTnpaBke 3aka3a OAVH abOHEHT 1,0
Mprem JOKYMEHTOB U3 OMOMMOTEYHOro NyHKTa:

40 | pacnakoBKa MOCbINIKK, COPTUPOBKA AOKYMEHTOB MO BUAAM U34aHWA | OfHa NoCbIfika 3,0
lMpoBepka BO3BpaLLEHHbIX [AOKYMEHTOB Ha COOTBETCTBUE, | OOWH AOKYMEHT
KOMMMEKTHOCTb, OTCYTCTBUE AeEKTOB:

41 |un3paHns, HanevaTaHHble perbedHO-ToYeYHbIM WPUGPTOM 1,0

42 |"roBopsimne" KHUMM Ha KacceTax 6,0

43 |mM3gaHua  Ha UMdPOBLIX HOCUTENaX WMHGOpPMauMn  (GUCKW, 1,0
dnew-kapThbl)

44 |n3gaHud, HarnedataHHble MrocKornevatHbiIM, B TOM  uduUcre 0,8
YKPYMHEHHBIM LLIPUATOM

45 | copTupoBka OOKYMEHTOB MO BuMAaMm M34aHUW, NMOUCK WU BKNagka | OAWH OOKYMEHT 1,0
KHWXHBIX (DOPMYNsipoB
OTmMeTKa 0 NpMemMe AOKYMEHTOB: OAVH LOKYMEHT

46 |B py4HOM pexume 1,0

47 |B aBTOMaTU3NPOBAHHOM pexunme 0,7

48 | onoBeLlleHNe aboHeHTa O Npueme AOKYMEHTOB O0OVH aboHEeHT 1,0

49 |oTmeTKka 06 06MeHe AOKYMEHTOB B AHEBHUKE OTAENa OfHa 3anucb 1,0
3aoyHoe obcnyxrBaHue nonb3oBartenen
OdopmneHne JOKYMEHTOB Ha OOCNyXMBaHNe abOHEHTOB:

50 |npuem 3asBku oT aboHeHTa Ha obGcnyxuBaHMe, NOArOTOBKA NakeTa| OAHa 3asBkKa 5,0
OOKYMEHTOB K OTrpaBke
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OdopmneHmne chopmynspa aboHeHTa: O4VH hopmynsap
51 |B py4yHOM pexume 6,0
52 |B aBTOMaTU3NPOBaHHOM pexunme 7,0

Bbloaya 0KyMeHTOB aGoHeHTam

Mopbopka 13 coHaa No 3akaszy aboHeHTa JOKYMEHTOB PasfuYHbIX | OAWH AOKYMEHT

dopMaToB:
53 |n3gaHugd, HanevaTaHHble penbeHO-TOYEYHbBIM LWPUPTOM 3,0
54 | "roBopsLyme" KHUrM Ha KacceTax 2,0
55 |uM3pgaHMa Ha UMPPOBLIX HOCUTENAX WMHGOPMauMM  (QUCKW, 1,0

dnew-kapThbl)

56 |uM3paHusA, HamnevaTaHHble MrockornevyatHbiM, B TOM 4uUcre 1,0
YKPYMHEHHbIM LIPUDTOM

CBepKa OOKYMEHTOB CO CIMUCKOM W NnpoBepKa OOKYMEHTOB nepen| OoAWH OOKYMEHT
Bbl4a4en Ha COOTBETCTBME U OoTCcyTCTBME ,El,e(*)eKTOBZ

57 |un3paHns, HanevaTaHHble pernbedHO-ToYeYHbIM LWPUPTOM 1,0
58 |"roBopsLume" KHUrM Ha KacceTax 6,0
59 |m3gaHna Ha uMdpPOBLIX HOCUTENAX WHGOPMauMM  (GUCKW, 1,0

dneww-kapThbl)

60 |mM3paHusi, HaneyaTaHHble NNoCKoneYaTtHbIM, B TOM uJucne 0,8
YKPYMHEHHbIM LLUPUGTOM

61 |oTMeTKa O BblAaye JOKYMEHTa B KHUXHOM dhopmyrnsipe OQVH JOKYMEHT 0,7
OTmMeTKa 0 Bblgade JOKYMEHTOB: OAWNH OOKYMEHT

62 | B py4yHOM pexume 1,0

63 | B aBTOMaTM3MPOBaHHOM peXnUMe 0,7

64 | paccTaHOBKa KHWXHbIX (DOPMYMSIPOB B KAPTOTEKY O4VH hopmynsp 1,0

65 |nogrotoBka [OOKYMEHTOB K OTMApaBKe; YMNakoBKa, COCTaBfieHWe | OAWH KOMMMEKT 30,0

onucuy, norpyska

66 |oTMeTka 06 oTnpaBKe 3aKka3a B XypHarne perucrpauum ofHa 3anucb 2,0

67 |onoBeLlleHne aboHeHTa 06 OTNpaBKke 3akasa OAVH abOHEHT 1,0

Mprvem ooKyMeHTOB OT aBOHEHTOB:

68 | npuemM OOKYMEHTOB; COPTMPOBKA MOCLISIOK MO agpecam, OTMeTKa O | OfHa Nochlfika 2,0
npveme B XXypHane permcrpaumm
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69 | pacnakoBka NOCLINKN, COPTUPOBKA AOKYMEHTOB MO BUAAM U34aHUN | OAHa Mochkinka 3,0
lNpoBepka BO3BpaLLUEHHbIX [OOKYMEHTOB Ha COOTBETCTBME, | OOMH AOKYMEHT
KOMMJIEKTHOCTb, OTCYTCTBME AE(EKTOB:

70 |n3paHusa, HaneyaTaHHble penbeHO-TOYEeYHbIM LPUGTOM 1,0

71 |"roBopsALime" KHUMM Ha KacceTax 6,0

72 |n3gaHMa  Ha  uMdpoBbIX  HOCUTENAX  MHAQopmauun  (OMCKM, 1,0
dnew-kapThbl)

73 |n3paHus, HaneyataHHble MfoCKoMneyaTtHbIM, B TOM 4ucne 0,8
YKPYMNHEHHbIM LLIPUGTOM

74 | copTMpoOBKa OOKYMEHTOB MO BMAAM W3OAHWA, MOUCK M BKNagka | OAWMH LOKYMEHT 1,0
KHVKHBIX (DOPMYMsipOB
OTmMeTKa 0 NpMeMe AOKYMEHTOB: OAWH OOKYMEHT

75 | B py4HOM pexume 1,0

76 | B aBTOMaTU3MPOBAHHOM peXxume 0,7

77 |onoBeLlueHne aboHeHTa 0 NpuemMe JOKYMEHTOB OAVH abOHeHT 1,0

78 |oTmeTka 06 06MeHe JOKYMEHTOB B JHEBHUKE OTAeNa O[lHa 3anucb 1,0
3.12. BHyTpeHHsst paboTa

Tabnuua 53

N HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EavHnua Hopma

n/n namepeHns BpEMEHM,

MUH.

1 2 3 4
MNogroToBka K Bblgaye:

1 |nogBeneHve uToroB paboTbl 3a Mpowenwui OeHb, 3anucb B eXXeHEeBHO 15,0
OHEeBHUKe

2 |pacctaHoBKa OpMynsapoB Monb3oBaTtenen Mo Ccpokam, Mo | OAuH hopmynsap 1,0
andasuty

3 |nogbopka OOKYMEHTOB MO BMAAM M3OAHWA MO NpeaBapuTEnbHbIM | OOUH OOKYMEHT 1,0
3akasam rnonb3oBaTenen
IMpocmoTp HOBbIX NOCTYNMEHNN ans pekomMeHAauun | oguH AOKYMEHT
nosib3oBaTeNsaMm:

4 |raseThl 5,0

5 |XypHanbl, Hane4yaTaHHble NnockoneyYaTHbIM WPUHTOM 15,0
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6 |>XypHanbl, HanevyaTaHHble penbedHO-TOYEYHbIM LLPUGTOM 5,0

7 | KHUMKM, HaneyaTaHHble NnocKonevyaTHbIM LWpUGTOM 50

8 | KHMrK, HanevyaTaHHble penbedHO-TOYEYHbIM LIPUEHTOM 2,0

9 |ayguoBusyanbHble W3daHWUA Ha aHanoroBblX W  UUQPOBLIX 2,0
HoCUTENAX

10 | NpOCMOTP ¥ NOMOSTHEHUE KHWXHbIX BbICTABOK, MOSOK U CTENNaxewn, | oguMH JOKYMEHT 5,0
OTKPbITbIX Ansi CBOGOAHOro JOCTYyNna nonb3oBaTenemn

11 |nogroToBka paboyero mecrta €XeHEBHO 15,0
PaboTta ¢ hopmynapom nonb3oBatens:

12 |aHanu3 opmynsapoB nosib3oBaTeNen, BbiIBIIEHWE YUTATENbCKUX | OAUH hopmynsap 20,0
WHTEpecoB

13 [3anucb B dopmynspe nonb3oBaTenst O pesynbTartax aHanusa| oauH oopmynsp 3,0
YTeHWs1 3a onpeaeneHHbIN Nepnoa

14 | cocTaBneHue KapToTEeKN YMTaTENbCKNX NHTEPECOB OflHa KapTouykKa 3,0

15 |3anucb B [gHeBHUMKe 6OuUONMOTEKapsas O AWHAMUKE YTEHUS W| OAHa 3anucb 2,0
WHTepecax nonb3oBartenen (rpynnbl NonNb3oBaTenein)
PaboTta ¢ nonb3oBatensiMi, He BO3BPaTUBLUMMMW [OKYMEHTbl B
CpOK:

16 |npocmoTp u  oTbop  OpMynApoB  Monb3oBaTefnen, He | OauH hopmynsap 2,0
BO3BPaTUBLUNX JOKYMEHTbI B CPOK
M3BelleHne nonb3oBaTend, He BO3BPaTMBLLEro AOKYMEHTbI B CPOK; | OAWH hopmynsap
OTMEeTKa AaTbl HaNnOMUHaHWSA B hopMyrnsipe nonb3oBaTens:

17 |ycTHO (no TenedoHy) 3,0

18 | NMCbMEHHO Yepes NoYTOBOE OTAENEHME UMM SNEKTPOHHYIO NOYTY 3,0

19 |yoaneHue 13 6a3bl JaHHbIX CBEAEHUIN O 3aHATOCTU BO3BPALLEHHbIX | OOAWH LOKYMEHT 0,7
JOKYMEHTOB
[Mprem OOKYMEHTOB B3aMeEH YTEPSIHHbIX:

20 |mpocMOTp M OueHKa [OOKYMeHTa, MpeanoXeHHOro B3aMeH | OAWH AOKYMEHT 3,0
YyTepPSIHHOro

21 |3anucb O 3aMeHe [OOKyMeHTa B dopMyrnspe nonb3oBaTtens, B| OAWH AOKYMEHT 2,0
TeTpagu ydeta AOKYMEHTOB, NPUHATBIX B3aMeH YTePSHHbIX
Pa6ota c oTkazamu:

22 |3anoriHeHWe KapToOYkM Ha OTKa3 C yKkasaHuneMm nNpuYnHbL, | OdHa KapTodka 4,0
paccTaHOBKa KapTOYeK B KApTOTEKY OTKa30B
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23 |aHanu3 OTKasoB, MOAroTOBKa CMMcKa Ha [JOKOMMIEKTOBaHue OQVH OTKa3 8,0
doHaa

3.13. O6enyxuBaHne nNo MexxondnmnoteyHomy aboHemeHTy (MBA)

Tabnuua 54
N HaunmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EannHuua Hopma
n/n n3mepeHuns BPEMEHM,
MWH.
1 2 3 4
O6cnyxmBaHne nHaMBuayarneHbIX Nonb3oBartenen 6ubnuotekn no
MBA:
1 |peructpauma nonb3oBatend, nonb3ytowerocs MBA oAviH 2,0
nonb3oBaTenb
2 |3anonHeHue bnaHka-3akasa OOVH 3aKas 3,0
3 |yToyHeHMe yKasaHHbIX MOfb3oBaTefieM CBEAEHUA O 3aKa3aHHOM OAOVH 3aKa3 2,0
OOKYMeHTe, uensdx 3anpoca, WCTOMHMKE, OTKyaa MnonydeHbl
cBedeHus
bubnuorpaduyeckas popaboTtka 3akasa; YTOUYHEHMe OAOVH 3aKa3
BGmbnmorpadunyecknx cBeaeHun:
4 | no cnpaBoOYHbIM U34aHMAM 13 choHaa GubnuoTtekn 10,0
5 |npv nomoLLM BHYTPEHHMX M BHELIHUX a3 AaHHbIX 5,0
6 |npoBepka HanuuMs 3anpalivMBaemMoro AOKyMeHTa B OubnuoTtekax, | OAvH LOKYMEHT 12,0
B TOM YMCIe Mo CBOAHLIM KaTanoram
7 |3anucb cBefeHun o HanpaeneHuu 3akasa no MBA (HanmeHoBaHue OVH 3aKas 2,0
6ubnuoTtekn, gata); oTnpaBka 3akas3a B OMONMOTEKY, MMEILLYIO
3anpallmBaemblii JOKYMEHT
8 |nepemelueHne 6naHka-3akasa B KapToTeky 3anpocos OAHO 0,5
nonb3oBatenen no MBA 3a pasgenutenb "3anpocbl no MBA, TpeboBaHne
HanpaBsreHHble B Apyrue oubnmorekun”
9 | npueM gokymeHTa, npucraHHoro no MBA OAWNH OOKYMEHT 4,0
10 |u3BelweHne nomnb3oBaTensd O  MOMyYEeHUM  3anpoOLUEHHOro OaVH 2,0
JOKYMeHTa 1 CpoKax ero nonb3oBaHust nonb3oBaTenb
11 |Bblga4a nonb3oBaTento nonydeHHolx no MBA [OKyMEHTOB B| OAMH OOKYMEHT 2,0
yuTanbHOM  3ane; CBepka BbldaBaemMoro [JOKyMeHTa C
OnaHKOM-3aKka3oM, MPOBEPKA COCTOSAHMS OOKYMEHTa, OTMeTKa O
Bbloaye
12 |npuem [OOKyMeHTa OT nNoOnb3oBaTens; CBepka [AOKYMEHTa C| OOMH OOKYMEHT 1,0
OnaHKOM-3aka3a, MpoOBepKa COCTOSIHUS [OOKyMEHTa, OTMeTka O
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npueme, nomMewleHne [OOKyMeHTa B chneunanbHO BblaelnneHHoe
MecCTO

13

n3BrieyeHne GnaHka-lakasa u3 KapToTeku, oTMeTka 00 oTnpaBke
OOKYMeHTa (garta, Homep NoYTOBOro OTMNpPaBIeHUs); NepecTaHoBKa
nuctka ua pasgena "lMonydeHHble no MBA wagaHus" B pasgen
"BosBpalleHHas nutepartypa”

OOWH NUCTOK
TpeboBaHus

15

14

noaroToBKa JOKYMEHTOB K oTnpaBke B 6mbnmoTeky
doHOoOepxKaTenb;, yNakoBka 3akasa, MpocTaBfeHve LwTamna
"MMouyTa cnenbix", HanMcaHne agpeca, CoCTaBneHne onucu

OAMH 3aKa3l

50

15

paboTta c oTka3amu; Npu MNOMy4YeHUM n3BelleHus ob oTkase unu
3agepKke BbINOMHEHUs 3anpoca yka3aHve B OGnaHke-3akase Ha
0DOOpOTHOWM CTOPOHE MPUYUHBI U AaTbl OTKa3a, NepecTaHoBKa ero
n3 pasgena "3anpocel no MBA, HanpaBneHwHble B Apyrue
onbnmotekn" B pasgen "Otkasbl no MBA"; coobwieHne B oTaen
obcnyxvMBaHMsa 0 NonydYeHun oTkasa (gara, npuvmHa)

OQWH 3aKa3

4,0

ObcnyxvBaHne aboHeHTOoB no MBA: cBepka no kapToTeke
aboHeHTOB HOMepa aboHeHTa Ha BnaHke-3akase opraHv3aumm

OpraHusauunst aboHupyeTcs:

OOWH 3aKa3

16

npocTtaerneHne Homepa Ha 6naHke-3akase, cBepka apgpeca,
HasBaHWA opraHusauun, damunum oTBeTCTBeHHoro no MBA
(BHECEeHMe N3MeHEeHNI B KapTOYKN)

4,0

ABGOHEHT o6paT|/|nc;| B TeKylLleM rogy ernepsble:

OOVH aboHEeHT

17

NnpocCTaBneHne B kapToyke roga obpalleHus, aatel, ooopmneHme
aboHeHTa

1,0

OpraHu3zauust paHee He aGoHMpoBanacs:

O0OVH aboHEeHT

18

npucesoeHne  aboHeHTY  HOMepa,  3anoflHEHME  KapTOYKM
pernctpaumm aboHeHTa MBA n dopmynsap, ykasaHue MOfHOro
HaMMeHOBaHUSA oOpraHu3auuu, Mo4YToBOro agpeca, TenedoHa,
damunum, UMeHu, OT4yecTBa OTBETCTBEHHOro nwuua, pAaTbl
OTKPbITUSA U HOMepa aboHeHTa

6,0

19

paccTaHOBKA PErMCTPALMOHHbBIX KaPTOYEK B KAPTOTEKY

ofHa KapTouka

0,5

20

oopmneHne usBelleHus AOna  aboHeHTa 06  OTKPbITUM
aboHeMeHTa (3anpoc HeJoCTalWMX AN KapTOTEKN CBeAeHWIn)

OHO n3BeLlieHne

2,0

21

npoeepka npaBuUibHOCTH 3arnosiHeHNs 6naHka-3akasa,
3afjomkeHHocTM  aboHeHTa;  MpocTaBreHne Ha  obopoTe
6naHka-3akasa LWTamna 1 gaTbl NonyYeHns 3akasa

OaVH
OnaHk-3aka3s

50

22

WndpoBKka 3aka3oB abOHEHTOB; noabopka OnaHkoB-3aka3oB MO
andasuTy, NPOBEpPKa HanNU4Mst JOKYMEHTOB MO KaTasnory

OaVH
OnaHk-3aka3s

3,0

23

noaroToBka [OOKYMEHTa K Bblgaye; cBepka [JOKyMeHTa ¢
GnaHKoM-3aKa3oM, npoBepka COCTOSIHUSA [OKYMEHTa;
npocTaBneHne Ha  OnaHke-3akase  lwudpa  OOKYMEHTa,

OAOWH OOKYMEHT

2,0
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WHBEHTapHOro Homepa, KonmMyecTsa OOKYMEHTOB, AaTbl BblOauu,
wremnensa O6ubnMoTekn c HasBaHMEM W MOYTOBbLIM agpecom;
yKkasaHue cpoka BO3BpaTa; BrOXeHuMe 4YacTu OnaHka-3akasa
aboHeHTa B BblJaBaeMblil [OOKYMEHT, MNPOCTaBneHWe HoMmepa
b6aHgeponu

24

NOCTaHOBKa 3aKa3a Ha o4epeb, OTrnpaBKa a6OHeHTy n3peleHnd

OOWH 3aKa3

2,0

25

nepepaya n3gaHnAa Ha konnpoBsaHue

OAMH 3aKa3l

3,0

26

aboHeHTaMm;
"Moyta cnenbix",

oTnpaBka AOOKYMEHTOB
npocTtaBlieHne Lwrtamna
CoCTaBlieHne onmcu

ynaKkoBKa 3aKasa,
HanncaHmne apgpeca,

OOWH 3aKa3

50

27

paccTaHoBka OnaHKOB-3aka3oB Ha BblOaHHble [OOKYMEHTbl B
KapToTeKky obcnyxuBaHusi abOHEeHTOB B pasgen "BblgaHHble Mo
MBA n3ganuna"

OOWH OOKYMEHT

0,5

28

NpUHATUE [OKYMEHTOB, BO3BpaLLEHHbIX aboHeHTamu; BCKpbITUE
GaHgeponu, npoBepka COCTOSHUSA [OOKYMEHTa, yKa3aHue Ha
OGnaHke-3akase pgaTbl BO3BpaTa [OOKYMeHTa, MepecTaHoBKa
OGnaHka-3aka3sa B pasgen "Bo3spalleHHas nutepartypa”

OOWNH OOKYMEHT

4,0

29

aHanms CpoKoB NnoJyib30BaHUA OOKYMEHTOB,
OOJIKHUKOB, HanpaslieHne HanoOMMHaHUN

BbldBJ1IEeHNEe

OOWH OOKYMEHT

2,0

30

pa60Ta C OTKa3aMu: ykasaHue B OGnaHke-3akase NPUYnNHbI N OaTbl
OTKas3a; perncrtpaund OTKa3a B YYeTHbIX (bopmax; pacCcTaHOBKa
mcTa Tpe6OBaHMH B KapToTeke OTKa3oB; OThnpaBKa 860HeHTy
n3BeLleHns ob oTkase

OOWH OTKa3

4,0

3.14. MaccoBas pabota

Tabnuua 55

n/n

HanmeHoBaHune npouecca, onepauun. CoctaB paGOTbI

EavHnua
n3mepeHuns

Hopma
BpEMEHWN,
MWH.

2

4

MogroToBka MaccoBbIX MepOI'IpI/IFlTI/Iﬁ

OnpepeneHve Tembl, COCTaBa ayauMTOpUM, OTBETCTBEHHOrO 3a
MeponpusTMe B LEeSIoM, COCTaBfieHWe nnaHa noaroTOBKU
MeponpusATUA, BOMPOCOB AN 0GCYXXAeHWs, npurnalieHue
KOHCYNbTaHTOB, JIeKTOpPOB, MoAGopka [OKYMEHTOB MO Teme
MepONPUATUSA; OpraHn3auuns BbiCTaBKU NUTepaTypbl, OnoBeLleHne
nonb3oBaTeneri 0 MeponpuaATAM Yepes aduluv, KaHarnbl CBSA3W;
BbISIBNIEHNE BbICTYMNaOLWWMX; NoAroToBKa NoMeLleHuns; npoBeaeHne
COBELLaHNs Mo UToramM NoAroTOBKM U NPOBeAEeHNUs1 MEPONPUATHS:

ofHo
meponpusiTue

YnTaTesnbCKada KOH(bepeHLI,Mﬂ

4800,0

nUTepaTypHO-XyOOXKECTBEHHLIN Beyep, Bevep KHUM1, gUChyT

3600,0
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3 | Beyep BONPOCOB 1 OTBETOB, YCTHBIN XXypHarn 3000,0
4 | knyb no nHTepecam 3000,0
5 | peTckuin yTpeHHuK 3600,0
6 | BMKTOpWHA, KOHKYpPC, urpa-nyreLwiecresue 3600,0

OpraHmsau,vm KHWXXHbIX BbICTaBOK

CocTaBneHMe nnaHa opraHv3auuvM W NpOBEAeHUs BbICTABKM; | ogHa BbiCTaBka
BbISIBIIEHME 1 OTOOP AOKYMEHTOB; NMOAroTOBKA COMPOBOAUTENLHO
JOKYMEHTaUuuM K BbICTaBKE; MOHTaX BbICTaBKW; OpraHu3auus
MHpOPMaLIMOHHO-PEKNaMHol  paboTbl MO Monynspusauun
BbICTABKU; NoaBeAeHe UToroe paboThbl:

7 |nnaHa BbICTaBKu 600,0
8 | BbICTaBKM MO roTOBOMY MnaHy 360,0
9 |onepaTuBHbIX BbICTABOK HOBbIX MOCTYMNIEHNN 120,0

Peknama 6ubnuoTeku; pa60Ta no npuenie4eHnto nonb3oBaTenen:

10 |nogroToBKa peknaMHOro coobleHnss B cpeacTtBax MacCoBOW ofHO 300,0
nHdopMaumKn, Ans pasMelleHns Ha caiTe GubnuoTtekn, noptane| coobLieHue
cneumanbHblx 6uBNMoTEK, Ha aBToMHdopmaTope O paboTe
6ubnmotekn, O0COBGEHHOCTAX  (DYHKLMOHUPOBaAHUS  pasfnyHbIX
nogpasgeneHuii,  HOMEeHKnatype  ycnyr, MpeAoCTaBnseMbIX
6ubnunoTtekon, n apyron uHcdopmaumum

11 |nogroToBka nnakaTa O geATenbHocTM GubnuoTekn (BbIGOp TeMbI, | OAWH nnakaT 300,0
onpeaeneHune cogepxxaHusa u opmbl)

MoproTtoBka Gykneta o GubnunoTeke: OOuH OykneT
12 | ogvH nnCT, OBYXCTOPOHHSASA nevatb (popmaTt A4) 600,0
13 |pgBa nucta n 6onee 1200,0
14 |opraHusaumsi SKCKypcui no OmbnuoTteke; npuem n odopMIIEHUE | O4HA SKCKYpPCUSI 60,0

3aABKU, YTOYHEHUE TEeMbI 3KCKprMVI M COCTaBa 3KCKypCaHTOB

BrisiBneHue noTeHumanbHbIX none3oBaTtenen
BMBNMOTEYHO-MHDOPMALMOHHBIX YCIyr GubnuoTeku:

15 | npocmoTp npecchkl 1 "MHTepHeT"-pecypcoB OQVH JOKYMEHT 8,0
16 [cbop w aHanm3 MHGOPMaAUMM O  KOHKYPEHTOCMOCOOHOCTU | OOMH OOKYMEHT 8,0
ombnmoTekn
17 |BeneHue kapToTeEKM NOTPEOUTENBCKOro pbiHKa OfHa KapTo4Ka 0,3
18 |BCcTpe4n c npeacTaBuTenaMmn upm, opraHmsaunin, npeanpuaTun OAHO 120,0
MeponpusTue
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.05.2015

MpumeyaHue:
- Bpems NpoBeAeHNs MacCOBbIX MEPONPUATUIA, BbICTABOK NnMTepaTypbl U 9KCKYPCUA B HOPMY BPEMEHU He

BXOOWUT,;

- NP opraHn3aLmmn Bble34HOM BbICTAaBKM K HOpMaM BpeEMEHU NMPUMEHSAETCS NOBbILWAOLWNK KoadhduumeHT 1,1.

3.15. CnpaBoyHas u nHdopmaLmoHHas pabota. OpraHusaumsi cnpaBoYHO-6MGNMorpaduyeckoro annapara

(CBA)
Tabnuua 56
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThl EaovHuua Hopma
n/n n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
MpocmoTp 1 oT6Op OOKYMEHTOB M3 TEKYLUMX MOCTYNMEeHUn Ansi
BkntoyeHusi B CBA:
1 |nnockoneyaTtHble KHUMN Ha BYMaXKHbIX HOCUTENSIX OflHa KHura 4,0
2 | nnockornevyaTHble KHUMM Ha ONTUYECKNX HOCUTENAX OfHa KHura 6,0
3 | cTaTby U3 NrockonevaTHbIX COOPHUKOB, XXypHaNoB ofHa cTaTbs 3,0
4 |cTtatbu U3 raset OAHa cTaThA 2,0
5 | penbegHOo-TOHEYHbIE KHUMN OfHa KHura 6,0
6 |cTaTtbu u3 penbedHO-TOUYEYHbIX COOPHUKOB, XXYpHAIoB OAHa cTaThA 4,0
7 |ayguoBusyanbHble U3gaHWUS Ha aHanoroBblX W UUPOBLIX OfiHa KHura 6,0
HoCUTENAX
8 |cTaTbu M3 3BYKOBbIX COOPHUKOB, XXypHanoB ofHa cTaTbs 5,0
9 |6ubnuorpacmyeckme nocobusi, B TOM 4UCHEe Ha ONTUYECKUX | OfHa 3anucb 0,7
HocUTENAx
10 | neTonucu KHWXKHBIX, XXYPHasbHbIX U ra3eTHbIX cTaTen OfHa 3anucb 1,0
11 | npuKHWXHbIE BUbnMorpadnyeckne Cnnckn OfHa 3anucb 0,7
12 |npocmoTp M OTOOp AOKYMEHTOB M3 BHelwHux B[] nepuogmyecknx | oaHa ctatbd 6,0
n3gaHun ans ekntodeHnsa B CBA:
13 | cocTaBneHne 6ubnmorpadundeckon sanncu OfHa 3anucb 4,0
CocTtaBneHne aHHOTauuMh, MW3y4yeHWe [AOKYMEHTa, HanucaHwe | ogHa aHHOoTauus
TekcTa:
14 | aHHOTUpPOBaHUE KHUTI 120,0
15 |aHHOTMpOBaHUe cTaTemn 60,0
16 |aHanuTMyeckass pPOCMUCb  >KYPHasbHbIX, Tra3eTHbIX CTaTew, | OOguMH AOKYMEHT 4,0
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cbopHukoB, 6Gubnuorpaduyecknx nocobun; o3HaKoMNeHue ¢
cogep)XaHMeM n3gaHusi, CoOCTaBrieHMe aHanMTUYECKon pocnmcu
17 |cuctemaTtnsaums kapTovek Ha oTobpaHHble ang BkrtoydeHnst B CbA | ogHa kapToyka 2,0
OOKYMEHTbI MO TUMaM KaTasnioroB M KapTOTEK; NpoBepka MHOEKCOB,
pacCcTaHOBKa KapTOYKM
OpraHnsauusa TeMmaTnyeckmx crnpaBoydHblx BL:
18 |npocmoTp, oT6Op M cucTtemaTMsaums JOKYMEHTOB Afsl BKIIOYEHUS | OOMH OOKYMEHT 10,0
B b[l, BBOg MHGOpMaLmnn
19 |pepaktupoBaHue B[: BHeceHve B Gubnuorpacdumyeckyio 3anucb| OAHa 3anucb 1,0
[JOMOMNHEHNA U U3MEHEHWN; WCKIMOYeHWe 3annucu Ha BblObiBLUME
DOKYMEHTbI
20 |BBOA HOBbIX PYBpUMK ogHa pybpuka 1,0
OpraHusauuns nonHoTekcToBbIX B:
21 |npocmoTp, oTbop u npegMeTm3auus JOKYMEHTOB ANl BKIHOYEHUS | OAWH LOKYMEHT 10,0
B B[l
Beog B B[ Oubnuorpadgumyeckux 3anucert NnockonevaTHbIX | ofHa 3anuch
U3gaHnn:
22 | Npuy HanM4uy 3anucu B aNeKTPOHHOM KaTarore 2,0
23 | npu cocTaBreHun HoBOWM BrMbnmnorpadu4eckon sanmcm 6,0
24 | npu 4ONOMHUTENBHOM noucke uHgopmauum B "HtepHeTe" 10,0
25 | ckaHnpoBaHue TekcTa OOKYMeHTa c pacno3HaBaHMEM; | ofHa cTpaHuua 6,0
ncnpasrieHme owmnobok
26 |pepaktupoBaHve B[l; BHeceHne B Oubnuorpadmyeckylo 3anucb| OfHa 3anucb 1,0
[OOMOJTHEHU N U3MEHEHUIA; UCKITIOYEHUE 3anncKu N TeKCTa U3gaHus
Ha BbIObIBLUME LOKYMEHTbI
OpraHusaunst KapToTEKM NEPCOHANUN:;
27 |onpepeneHne n cocTaBlieHME NepeYHs nuu, CBeeHUs O KOTOPbIX | OAWH OOKYMEHT 20,0
oTpaxalrTcs B KapToTeke; NPOCMOTP MHPOPMALIMOHHbBIX U34aHNA 1
NepBUYHBLIX JOKYMEHTOB; OTOOpP [OOKYMEHTOB AnNsi BKIOYEHMS B
KapToTeky
28 | TexHunyeckada u copepxatenbHas obpaboTka OOKYMEHTOB [ANsi| OAWH LOKYMEHT 3,0
BKITIOYEHNs] B KapTOTEKy; pacCTaHOBKA KapToyek Mo andaeBuTy
damunuin aBTopoB 1 No BUAaAM JOKYMEHTOB
29 | petanusauus pas3fnenos; HanucaHue 7] paccTtaHoBka OauH 2,0
pasgenutenen pasgenutens
30 |pemakTupoBaHue KapTOTeKu; BHeceHune ucnpasneHui, | OauH AOKYMEHT 1,0
[OMONHEHN, U3MEHEHNN
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OpraHnsauus dakrorpacdpmn4ecKkomn KapToTEKM:
31 |onpegenenne npegmeta, OObeKTa U OCHOBHbIX MPU3HAKOB Afsi| OOUH AOKYMEHT 3,0
OTPaXeHUs B KapTOTeKe; MPOCMOTP M OTOOp AOKYMEHTOB ANd
BKITIOYEHUS] B KapTOTeKy; 3aHeceHWe OToOpaHHbIX CBeOeHWi Ha
KapTOYKM MHPOPMALMOHHOrO Maccuea
32 | pegakTtvpoBaHue KapTOTeku; NpoBepka NpaBuUbHOCTU CBEAEHUN U | OOUH OOKYMEHT 2,0
yKkasaHun o6 nctovHmkax nHpopmaumm; BHeCeHne ncnpaBneHun
33 |HanucaHue u paccTaHOBKa pasgenurenen OaVH 2,0
pasgenutens
OpraHu3aums TemaTuyecknx Nanok ra3eTHbIX BbIPE3OK:
34 | npocMOTp 1 cucTemMaTusauuns raseTHbIX Bbipe3okK ofiHa Bblpeska 3,0
35 |odopmneHne BbIPE3OK ANA XpaHEeHWs B TemaTW4ecKux nankax;| ofgHa Bbipeska 4,0
KpaTkoe onvcaHue UCTOYHUKa
3.16. CnpaBo4Has n nHpopmaumoHHas pabota. CnpaBovHo-6nbnmorpaduyeckoe obcnyxmsaHme
Tabnuua 57
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHuns BPEMEHMU,
MUH.
1 2 3 4
Mpuem Gubnmnorpaduryecknx 3anpocos:
1 |npuvem 6ubnuorpadmuyeckoro 3anpoca; YTOYHEHWEe TeMbl,| OOWH 3anpoc 1,0
LeneBoro U YUTaATENbCKOrO Ha3Ha4YeHWs, MOSIHOTbl WMCTOYHMKOB,
TUMOB, BUOOB M XPOHOMOMMYECKNX paMok 3anpoca
BbinonHeHne cnpaBok
TemaTtunyeckas cnpaBka: NoMCK 1 0TOOpP AOKYMEHTOB; COCTaBeHne | ofHa crpaska
Bmbnmorpadhn4eckoro onncaHus:
2 |nucbMeHHas cnpaska (1 - 10 NCTOYHUKOB) 10,0
3 |ycTHas cnpaska (1 UCTOYHMK) 2,0
AnpecHo-bmbnvorpaduyeckas crnpaska: YCTAHOBIIEHME Hanuuusl| ofHa crnpaska
UNU MEeCTOHaxOXAeHUss OOKYMeHTa Wnu ero 4actm B poHae
oubnunoteku:
4 | nucbMeHHas cnpaska (1 - 10 UICTOYHMKOB) 10,0
5 |ycTHas cnpaBka (1 MCTOYHNK) 2,0
YTouHsilOWas crnpaBka: YCTaHOBIIEHWE W YTOYHEHME SMEMEHTOB| ofHa cnpaska
onbnuorpadryeckoro onMcaHmns:
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6 |nuceMeHHas cnpaska (1 - 10 MCToYHUKOB) 10,0
7 |ycTHasa cnpaBeka (1 MCTOYHUK) 2,0
dakTorpadmyeckas  crnpaBka:  YCTAHOBIEHWE  KOHKPETHbIX | OAHa crnpaBka
cBefeHun o cobbiTusx, 0bbekTax, npoueccax, gaTax:
8 | nncbmeHHas cnpaeka (1-10 NCTOYHMKOB) 10,0
9 |ycTHag cnpaBska (1 UCTOYHUK) 2,0
CocTtaBneHuve Tematudecknx 6Gnbnmorpadunyeckmnx CrmckoBs:
10 |nomuck, oTbop n cuctematTM3aums [OOKYMEHTOB; COCTaBfeHue | oAuvH AOKYMEHT 7,0
Bmbnmorpadunyeckoro onvcaHus
11 |odopmneHne cnucka, BbIBOA4 Ha nNPUHTEp, OTNpaBka MNO| OAWH CMMCOK 10,0
3NEeKTPOHHOW no4yTe, KOMUMPOBaHWE HAa CbEeMHbI HOCUTEMb
nonb3oBarens
BeneHne hoHaa BbIMOMHEHHbIX CNPAaBOK:
12 | pernctpaumsa BbINOSIHEHHOW CNpaBKX B XXypHane O[Ha cnpaska 2,0
13 |BBOA TEMATUYECKOMN CMPaBKW B 3NIEKTPOHHbIN apXMB BLIMOSTHEHHBIX |  OAHa cnpaska 2,0
crpaBokK
3.17. CnpaBoyHas n nigopmaLmoHHasa paboTta. bubnuorpadmyeckoe nHpopMmmpoBaHmne
Tabnuua 58
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
BbisBneHne UWHpOpMaUMOHHBIX NoTpebHOCTEN  chneunanucToB
MeTOOOM aHKeTUPOBaHWS:
1 |onpepgeneHve KOHTUHIeHTa notpeburenen MHdopmMaLuuu; OaVH 60,0
paspaboTka 3a#BOK Ans  onpedeneHuss  MHGOPMaUMOHHbIX | noTpebuTtens
3anpocoB; pacchifika 3asdBOK; 0bpaboTka MNONyYeHHbIX 3asBOK;
COCTaBMEHME Ha OCHOBE MONMYYEHHbIX [AaHHbIX KapTOTEKM
KOHTWHreHTa noTpebutenen nHopmauum n nx MHPOPMaLNOHHbBIX
3anpocos
3aknioyeHne ¢ aboHeHTaMM [OrOBOPOB Ha WHMOPMALMOHHOE
obcnyxumBaHue:
2 |aHanM3 [JaHHbIX O  3auMHTepPecoBaHHOCTM  abOHEHTOB  B| OAMH JOrOBOpP 90,0
NHOPMALIMOHHOM OBCNYXMBAHUM U pexXnMax K3bupaTerbHOro
pacrnpocTpaHeHNss U PETPOCMNEKTUBHOIO MOUCKa; 3aknioYeHne u
nepecMoTp AOroBOpoB
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dopmupoBaHne cetn abOHEHTOB CUCTEMblI K3OMpaTEnbHOro
pacnpocTpaHeHusa uHgpopmaumm (MPW):

3 |onpeneneHve KOHTUHreHTa aboHeHToB cuctembl IPU; BoisBneHue | oavH aboHeHT 60,0
TUMOBBLIX W WUHOMBMAOYAmNbHBLIX 3anNpPoOCOB aGOHEHTOB; U3y4yeHue,
Knaccudukauus W MHOEeKcauus 3anpocoB; BBOA AaHHbIX O
3anpocax B apecHylo KapToTeky

MNogroTtoBka curHanbHOro onoseLleHusi B cucteme NPWU:

4 |BblsiBNEeHWe, NPOCMOTP W OTOOp MaTepuanoB W3 TeKyLUX OAHO 20,0
NOCTYNMEHWI; oTNpaBka MHOpMaLMn NoTpedunTento onoseLleHne

rpynnosoe 6ubnuorpaduydeckoe MHpopmMupoBaHme

5 | dopmmpoBaHmne coctaea rpynn aboHEHTOB OAVH abOoHEHT 10,0
6 |yTOYHEHMe TeMbl, COrmacoBaHMe UCTOYHUKOB MHGOPMAaLMKN, BUOOB ofHa Tema 20,0
OOKYMEHTOB
Monck OOKyMEHTOB Ana MHopMauuu, CocTaBreHue M oTnpaBka OfHO
ornoBeLeHuns: onoseLleHue
7 | nucbMeHHO 10,0
8 |ycTHO 10,0

OnepaTrBHOE NHOpMUpPOBaHUE MO 3anpocy:

9 |cdopmupoBaHne cetu abOHEHTOB; BbISIBIEHWE TUMOBLIX W | OOWH abOHEHT 5,0
WMHOMBMAYalbHbIX 3anpocoB

10 |u3yyeHve u KnaccudgukaLuuy 3anpocoB; BBOA AaHHbLIX B aApecHylo | 0oauH 3anpoc 7,0
KapToTeKy

HanwucaHue 0630poB v cnpaBok

BbisiBneHne u 0T60p NCTOYHUKOB; 06pa60TKa n aHannm3| oAuH aBT. JINCT
OT06paHHbIX OOKYMEHTOB; HanncaHune Tekcta o630pa/cnpaBK|/|:

11 |no nepBMYHbLIM NCTOYHUKAM 6000,0
12 |no BTOPUYHBLIM UCTOYHUKAM 4200,0
13 |Habop n opmaTmpoBaHmne TekcTa ob3opa/cnpaBku OfHa cTpaHuua 20,0
(1800 - 2000
3HaKoB)

OpraHusaums 1 npoBefeHue YCTHbIX  Bubnuorpaduyeckux
0630pOB HOBbIX MNOCTYMNIEHWI

OT160op HOBbLIX NOCTYNMEHMN NO 3apaHee OOBLABMEHHON TeMaTUKe; oavH 0630p
cuctemaTmsalmss UCTOYHMKOB MO Temam, NPOCMOTP U aHanus
OOKYMeHTOB; noabopka Gubnuorpadmnyeckux ONUCaHURN, KpaTKUX
aHHoTauwun, pedepaToB Ha 0TOBpaHHbIE UCTOYHMKOB; NOArOTOBKA
pykonucu oubnnorpadguyeckoro 0030pa; KONN4eCcTBO
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NPOCMOTPEHHbIX N OT06paHHbIX OOKYMEHTOB!

14 | po 50 gokymeHTOB 600,0

15 | cBbiwe 50 AOKyMeHTOB 1800,0

MoaroToBka OtonneTeHst HOBbIX I'IOCTyI'IJ'IeHVI17I

OnpegeneHve TemaTUYecKMX rpaHuML noucka W oTOopa | oauH BonneTeHb
OOKYMEHTOB; co3faHue pybpukatopa OlonneTeHs; BbiSIBNEHWE U
oThOp B MaccuMBe  TEeKylWMX  MOCTYNIEHUA  MCTOYHUKOB
WHpopmaumm; nogbopka aHHoTauun, pedepartos; KONMMYECTBO
NPOCMOTPEHHbIX AOKYMEHTOB:

16 | o 50 gokymeHTOB 300,0

17 |cBbiwe 50 gokymeHTOB 600,0

MoarotoBka TekyLmnx 6Gubnmnorpaduyveckmx nocoodumn

Boibop Tembl nocobus, BbisBNeHMe M OTOOP AOKYMEHTOB, | OAMH aBT. NUCT
dopmupoBaHve pasgenoB nocobus, aHHOTUPOBaHME AOKYMEHTOB,
nogbopka  dakTtorpadumyeckoro  MaTtepuana,  WACTpaLui,
cocTaBfneHue TEKCTa, BCNoMoraTenbHbIX yKasaTtenew,
KOMMbIOTEPHbIA  Habop, KOHCynbTauuuM Yy CrneunanqictoB Ha
pa3nuuHbiX 9Tanax paboTbl, obcyxaeHne un pgopaboTtka no
3aMeyaHusM:

18 |coctaBneHMe  ©ubnuorpadmyeckoro  ykasartens,  kaTanora, 15000,0
nyTeBoaNUTENS, CNPaBOYHUKA

19 |noproToBka KOMMEHTapueB, MpPUMEYaHUn MNPOCBETUTENLCKOrO 6000,0
XapakTtepa, He TpebylLmxX cneumanbHbIX nccnegoBaHnn

20 |nogrotoBKa KOMMEHTapueB, npuMeYaHun 12000,0
Hay4HO-UccneaoBaTenbCKOro xapakrepa

nO.EI,FOTOBKa PEeTpPOCNEKTUBHbIX Hay4YHO-BCNoMoraTtesibHbIX
ombnmorpaduyeckux ykasaTenem:

21 |BbIOOpP Tembl, co3gaHMe aBTOPCKOro KOMfekTuMBa; paspaboTka| oauH aBT. NUCT 10080,0
WHCTPYKTUBHO-METOANYECKUX MaTepuaroB; BbisiBNeHWe UM 0TOOp
OOKYMeHTOB; paboTta Hag Owubnuorpadumyeckoin  3anuvcbio;
aHHOTMpPOBaHue; Gubnuorpaduryeckasi rpynnNMpoBKa; CocTaBneHne
BCNomMoraTtesbHbIX yKasartenewu; KOMMbIOTEPHbLIN Habop;
obcyxaeHue n gopaboTka no 3amevaHusaM

CoctaBneHue aAHHOTUPOBAHHOIO 6|/|6n|/|orpa(bv|qe0|<oro nnn| oAuH aBT. JINCT
6M06M6nmorpa4)14qe0|<oro ykaszatensa no aKTyaanoﬁ TEeMaATUKeE C
XPOHOJ10r'M4eCKnMM oXBaTomM OT 2 po 5 nert:

22 | Ha pycCKOM A3blke 10080,0

23 |c BknoveHnem ot 30% po 40% obbema nybrukaumn Ha 12600,0
MHOCTPaHHbIX S3blKax
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24 | cocTaBrneHue aHHOTUPOBAHHOIo 6ubnuorpaduyeckoro| oguH aBT. NUCT 21000,0
yKasatens MHOrooTpacrneBoro coaepxaHus c
XpoHonoruyeckum oxBatom pao 100 nert, Tpebyrowero
CMIMOWHOro MpocMOTPa [OOKYMEHTOB, [MOUCKA CHOXHbIX
6ubnuorpacdunyecknx ngaHum

CocraBneHue peKkomMmeHaaTesbHbIX 6VI6J'IVIOI'paCbVI‘-IeCKVIX Crnmnckos

BbisiBneHue cnpoca noTpebutenen, onpegeneHne Tembl, OTOOpP| OAMH CMUCOK
OOKYMEHTOB, COCTaBfEHWEe oO4epka, KOMMbIOTEPHbIN Habop,
BHECEHWE MUCNpaBIeHNI:

25 | po 10 3anucen 30,0

26 |cBbliwe 10 3anucen 30,0

MoproTtoBka aHanuUTU4ecknx o630poB

BbisiBneHme u oTGOp [OOKYMEHTOB, noaroToBka pyGpukaTopa,| OAuH aBT. NIACT
M3yyeHMe U OLEHKa AOKYMEHTOB, cCMCTeMaTtusauus martepuana,
COCTaBIiEHMe aHanuTMYeckoro 00630pa, KOMMbIOTEPHBIA Habop,
o6cyxaeHne n gopaboTka Mo 3aMeyvyaHusiM:

27 | N0 NepBUYHBIM UCTOYHMKAM Ha PYCCKOM Si3biKe 10080,0
28 | No cmelaHHbIM NepBUYHBIM NCTOYHMKaM 12000,0
29 | N0 NepBMYHBIM UCTOYHMKAM Ha MHOCTPaHHbIX A3blKaxX 13800,0

CocTaBrneHue akcnpecc-uHdopmauum:

30 |BbifBNEHMEe K OTOOP MaTepuana no Teme, cucTemaTusauus;| OOWH aBT. MUCT 4500,0
KOMMNbIOTEPHbIN Habop

CoctaBneHune pedepaTa:

31 |m3yvyeHMe N aHanui3 OOKYMEHTa; COCTaBrfieHMe TekcTa pecdbeparta;| OAWH aBT. NUCT 6600,0
KOMMNbIOTEPHbIN HAbop; BHECEHME NCTPABIEHUN

3.18. HayuHo-meToauveckas paborta

Tabnuua 59
N HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
[NogroToBka MeToan4ecknx nocobuin, pekomeHgaunin:
1 |paspaboTka HOBOW TEMbI; N3y4EHUE TEMbI, BbISBIIEHNE W aHanNu3| OOWH aBT. JIUCT 18000,0
OOKYMEHTOB MO Teme; uuTaTenbCkoe W LeneBoe HasHadeHue
nocobusi, pekoMeHAauun; COCTaBIiEHME NPOCMNEKTa; HanucaHue
TeKkcTa
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2 |mogudpmkaums paHee pa3paboTaHHOM TeMbl; BbISBNEHWE W | OOMWH aBT. NUCT 10200,0
M3y4yeHue HOBbIX [OKYMEHTOB W HaKomnmneHHoro 6ubnuotekamu
onbiTa MO TemMe Nocobusi, pekoMmeHaauuin; yTouHEeHWe, BHeCeHue
U3MEHEHNA B CTPYKTYpy M B TEKCT B COOTBETCTBUM C
OOCTMXKEHUAMMU dmbnnoTteyHom Teopun " NPakTUKu;
popaboTka/nepepaboTka TekcTa

PaspaboTka [OKYMEHTOB, pernameHTUpylWwmux OeATenbHOCTb
BMBnMoTEK, MONMOXEHUN, NHCTPYKUWUA, NPOEKTOB MOCTaHOBMEHWUN,
YCTaBOB, 3aKOHOAATENbHbIX aKTOB:

3 |paspaboTka HOBOW TeMbl; BbIIBNEHWE, W3ydeHWe, aHanuM3| OAMH aBT. NINCT 20400,0
OEeNCTBYIOLWNX OOKYMEHTOB MO TeMe; HanucaHue TekcTa NpoekTa
OOKyMeHTa; obcyxaeHne n anpobauus gokymeHTa B Gubnunorteke;
AopaboTka JOKYMeHTa; MOAroTOBKA K YTBEPXKAEHUIO

4 |mogmdukaumss paHee pa3paboTaHHOro [AOKYMEHTa; aHanmu3 W | OOWH aBT. NUCT 9000,0
OoueHKa [JOKYMEeHTa; MoWcK u OoTbop HOBbIX [AENCTBYHOLLMX
OOKYMEHTOB MO TeMe; BHECEHWE U3MEHEHWN B TEKCT AOKYMEHTa;
obcyxaeHne n gopaboTka JOKYMEHTa; NOAroTOBKa K YTBEPXXAEHMIO

PaspaboTka yyeTHbIx doopM, Tabnuy, o6pasyos:

5 |yToyHeHvne npegMeTa, oObekTa, coAepXaHus Y4YeTHOW (QOpMbl, | OOWH aBT. IUCT 9000,0
Tabnuubl, obpasua; oTtbop W cucTemaTusaums nokasaTenemn;
paspaboTka MakeTa y4yeTHonm dopmbl, Tabnuubl, o06pa3ua;
obcyxaeHne OOKYMEHTa; NoAroTOBKA K YTBEPXKAEHNIO

CocTaBneHue pekoMeHAauui No BHEAPEHMIO PEernaMeHTUpYLLNX
[OKYMEHTOB B NPaKTUKE:

6 |paspaboTka METOAMYECKMX PEKOMEHAAaLMWA, WUHCTPYKUWA, MAaHOB| OOMH aBT. IUCT 16500,0
Nno BHEAPEHUI0 HOPMaTUBHOW JOKYMEHTaU MK, NOAroTOBKa TeKcTa

MNogrotoBKa NMMCbMEHHbIX KOHCYJ'IbTaLI,I/IIZ, MeToan4eCKnX nnmcem:

7 |BblgBREHWE W aHanu3 [JOKYMEHTOB MO Teme; u3yyeHue U | OOMH aBT. NIUCT 10200,0
0000LweHne onbiTa paboTbl OGMONMOTEK; MNOArOTOBKA TEKCTa;
obcyxaeHne n gpopaboTka TekcTa

MoaroToBka 0630pPOB AEATENBLHOCTU BUBMMOTEK NO onpeaeneHHon
TemaTtuke:

8 |onpegeneHve TemMbl W XPOHOMOIMYECKUX rpanuy,  o630pa; | OAMH aBT. NMUCT 10800,0
BbISIBNIEHNE, MPOCMOTP, OTOOpP M aHanuM3 OOKYMEHTOB MO Teme
0630pa; noaroToBKka TeKCTa; obCcyxaeHne n gopaboTka TekcTa

PeueH3anpoBaHMe Hay4yHbIX, MEeTOOMYECKUX, UHPOPMALMOHHBLIX U
ApYrux matepuarsnos:

9 |JTeHne peLeH3MpyeMOro mMaTtepuana; oOueHka ero B LUenom, | O4MuH aBT. JIUCT 900,0
OTAENbHbIX YacTen; yCTaHOBMNEHWE COOTBETCTBUS YMTaTeNnbCKOMY
M UeneBOMY Has3Ha4YeHW, Hay4YHbIM W METOANYECKUM

TpeboBaHnsaM
10 |HanucaHue peleH3un OJVH aBT. NMNCT 1500,0
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[MoaroToBka NeKLmMM, KOHCYNbTauui
Pa3paboTka nnaHa  nekuumm, KOHCyrnbTaumm, nogbopka
nuTepaTypbl, COCTaBfeHWe Cnucka nuTepaTypbl K nexkuuwu,
KOHCynbTauuu, NoAroToBKa TEKCTa:

11 |nepBun4yHas nekumns OfHa nekuus 1800,0

12 |noBTOpHas nekumus, ¢ y4eTOM HOBOIro Matepuana ofHa nekumsi 360,0

13 | nepBuYHasa rpyrnnoBas KOHCynbTauus ofHa 1500,0

KOHCYrnbTauuns
14 |noBTOpHas rpynnoBasi KOHCYNbTaUWA C y4eTOM HOBOro Martepuana oAHa 300,0
KOHCYrnbTauuns
15 |ycTHas vHavMBuayanbHas KOHCynbTaums ofHa 600,0
KOHCYrnbTauuns
[MpoBegeHne NpakTUKyMOB, CTaXXMPOBOK
OnpepeneHne Tembl, 3agaHus NpakTUKyma, ctaxuposku (7 - 10
OHEN), BbISIBMIEHWE nuTepaTypbl MO  M3y4yaemMoMy BOMpPOCY,
COCTaBreHue rpaduka npoBedeHUs 3aHATWIA, NOAroTOBKa
3aKniYeHns 0 NPOXOXOEHUN NPaKTUKyMa, CTaXKUPOBKU:
16 |npakTukym (MHAMBMAYanbHbIN, FPYNNOBOWN) OAMH MPaKTUKYM 2400,0
17 |cTtaxunpoBka (MHOuBMAYarnbHas, rpynnosas) ogHa 2700,0
CTaxunpoBka
MpakTuka CTyOAEHTOB BbICLUMX M CPeOHUX cheuumanbHbIX y4eOHbIX
3aBefleHUI:

18 |nogroToBKka W opraHusauus npaktuku ctydeHtoB (4o 30 AHen);| oAHa npakTuka 5400,0
pa3paboTka nnaHa nNpakTuKK, CornacoBaHne ero ¢ pykoBoguTenem
NPaKkTUKW; COCTaBreHne rpadmka MNOCELLEHNST  CTPYKTYPHbIX
nogpasgeneHun; opraHusaums NpPaKTU4ECKMX 3aHATUN;
noaBedeHME UWTOrOB MpPaKTUKW; COCTaBMEHME XapaKTepUCTUK
NPaKkTUKaHTOB
MocelleHne 6mMbnMoTEK, Bble3dbl B KOMAHAMPOBKU C  LEMbiO
n3yyeHns paboTbl U OKasaHUsi METOANYECKON MOMOLLN:

19 |nogrotoBka K KOMaHOMPOBKE; YTOYHEHWE CPOKOB W Lenen ogHa 660,0
KOMaHOMPOBKN; O3HaKOMIIEHMe C [OKYMeHTaMu U MaTepuanamu | KomaHOupoBKa
npegblaywmx Bble3goB M Nyonukauum B neyatu; COCTaBreHue
nnaHa KOMaHaAMpPOBKK

20 | cocTaBneHne oTyeTa/cnpaBky O NpoBeAeHHOM paboTe OLVH OTYeT 1200,0

21 |cocTaBneHne aBaHCOBOroO OTYETa, 3arnofHeHne 0T4eTHOro GrnaHka OLMH OTYeT 60,0
PaboTta Hay4HO-OpraHn3aLUMOoHHOIo xapakrepa:

22 |nogrotoBKa W npoBedeHNe TeOPeTUYECKUX, HayYHO-MPaKTUYeCcKmX oOHo 6000,0
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KOHepeHLnn; onpegeneHMe coctaBa OpPrkOMmMTeTa U y4acTHUKOB
KOHdepeHuun; opMMpoBaHME U  YTBEPXAEHME MNpOrpamMmel;
opraHusaumoHHbIe MeponpusaTUs; BbipaboTka npoekTa
pekoMeHaaLuumi; (PUHAHCOBO-XO3NCTBEHHOE obecneyeHue;
aHanu3s un oueHka paboTbl KOH(pepeHL MM, NoaBeAEHNE UTOMOB

MeponpusitTue

23

MOAroToBKa W MpoBedeHUe CeMWHApOoB, KPYrMblX CTOSOB;
onpefeneHne coctaBa y4aCTHMKOB, CpOKa M MecTa npoBedeHus
MeponpusaTUiA; opMupoBaHMe W YTBEPXAEHWE NPOrpPamMMbl;
NHOPMALIMOHHOE obecneyeHue; BblpaboTka npoekTa
pekomMeHAaLumMn; aHanu3 1 oLeHKa MeponpusaTun

04HO
mMeponpusitue

3000,0

MpumevaHne:

- Npy nNpoBedeHWM MEpPONPUSATUA Ha MeXAyHapoOHOM YpPOBHE K HOpMe BpPEMEHW nNpUMeEHSIeTCH
nosbiwarowmin koadduumneHT 2,0, Ha begepanbHOM ypoBHe - 1,85;

- BPEMS MNPOBeAEHUs1 NEKUMI, KOHCYNbTauui, npakTUKYMOB,

CTaXUPOBOK,

NpakTuK,

npebbiBaHnss B

KOMaHOMPOBKaXx, MPOBEAEHMsT KOH(DEPEHUUA, CEMUHAPOB, KPYrMbIX CTOMOB W BpPeMsi, CBSI3aHHOE C u3gaHunem
maTepuanoB KoHepeHLuii, CEMMHapPOB, B HOPMY BPEMEHU He BXOAAT.

3.19. PepakunoHHo-usgatenbckas pabota

Tabnuua 60
N HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHMN,
MUH.
1 2 3 4
MoarotoBuTenbHLIN 3TaM:
1 |y4acTue B COCTaBfEHUU TEMaTMYECKOro (M3gaTenibCKoro) nrawa, oAHa Tema 45,0
nfaHa pacchbifiku; CornacoBaHne TeEM U3gaHU, aBTOPOB/aBTOPCKNX
KONMNeKTUBOB
2 |obcyxgeHne C aBTOPOM TeMbl WM XapakTepa 3aKa3blBaemoro | OAMWH aBT. NUCT 30,0
Npon3BeaeHUsl, OCHOBHbIX TpeboBaHWIA, KOTOPbIM  OOJDKHO
YOOBNETBOPATL  MPOU3BEAEHME " yCIioBui aBTOPCKOro
BO3HarpaxaeHus
3 |obcyxaeHue 1 yTBepXOEHME NnaHa-npocnekTa n3gaHns OaVNH 30,0
nnaH-npocnekT
4 |3akniodeHMe [OoroBopa-3akasa (B Criydyae BHELWIHEero aeTtopa) OAWH 20,0
MeXxay aBTOPOM M OMGNMOTEKOW C yka3aHMeM OObeMa U CPOKOB | [OroBOp-3akas
NOArOTOBKM M CAaYM PYKOMUCK B peaaKLMOHHbIN OTAEN
5 |coctaBneHve [poroBopa Ha nepepjadyy Oubnvoteke npaBa| OAWH AOrOBOpP 20,0
BOCMPOM3BOOUTL MNpou3BefeHne B BblOpaHHOM 6GubnnoTekon
dopmarte
6 |O03HaKOMNeHWe C aBTOPCKMM OPUrMHaNoM (PyKomucCblo), NPUHATME | OOWMH aBT. NUCT 120,0
pelweHns O nepejadye pPykonucu B MNPOU3BOACTBO UMM O
HeobxoamMmocTy gopaboTku
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7 |cocTaBneHue rpadurka NpoxXoXaeHNsa pykonucu B otaene OAVH rpadomk 20,0
PepakumoHHbIn aTan: OAVH aBT. NNCT
8 |pemakuuoHHas obpaboTka: nuTepatypHoe, TexXHW4Yeckoe U 780,0

cneuvanbHOe  pedakTupoBaHuMe — pykonuck;  Habop  w/unu
nepeneyartka; noarotoBka wusgaTtenbCckoro opwurnHana (Bblbop
TEXHOMOrMu1, M3roToBMNEHME 3aKasa 1 co3faHue MakeTa u3gaHus)

9 | KOHCTpYKTOpCKO-ohopMuTEnbCckas paboTa: NpoeKkTMpoBaHMe Buaa 660,0
n3gaHusa 1 ero CTpyKTypbl; nogbopka dopmaTta n mapku bymarn,
dopmaTta NONOC Wu3haHWUs, TFapHUTYp W Kernenm wpudrTa,
onpegeneHne xapaktepa W uyucna wunnctpauun, dopmata
odopmreHus, Buaa OBMOXKM MM MNepenrieTa; NpPoeKkTMpoBaHue
BHeLLHEro oopMneHns nsgaHus

10 | npon3BOACTBEHHLINA 3Tan: BblbOp nonurpaduyeckon 6asbl; pacyeT | OAHO M3gaHue 360,0
notpebHoCcTM B Martepuanax; CoCTaBfieHMe npeaBapuUTeENbHON
KanbKynsauuMuM  3akasa; onpegeneHne  CTOMMOCTU  U3JaHus,;
paspaboTka rpadmka NpoXoXAeHnst 3akasa Ha nonurpauyeckom
NpeanpusaTUN; 3aknyeHre gorosopa ¢ Tunorpaduen

PeD,aKTI/IpOBaHI/Ie Hay4HbIX 1 METOONYECKNX MaTepmnasioB

MpoBepka 1 UcnpaBneHNe pPyKoMnMcK B NPOLLEeCCe MOArOTOBKU €€ K
ne4yaTtuy; yCTaHOBKa COOTBETCTBUA TeKCTa Hay4HbIM n
nutepaTtypHbiM TpeboBaHuaM, dopme M LeneBoMy HasHadYeHuio
n3gaHung; cornacoBaHnMe BHOCUMbIX I/ICI'IpaBJ'IeHI/IIZ C aBTOpOM;
popaboTtka pykonucu:

11 |pepakTtMpoBaHWe MoHorpacuin, COOPHUKOB Hay4yHbIX TPyAOB,| OOWH aBT. MUCT 3480,0
Hay4HbIX OTYETOB, NMPAKTUYECKMX NOCOOUIA

12 | pepaktupoBaHue MeToANYECKNX MaTepuanoBs | OAWH aBT. NIUCT 3000,0
(MHCTPYKTMBHO-MeTOAMYECKNE nucbma, pekoMeHaaumu,
KOHCynbTaumu, 0630pbl AeATeNbHOCTU GUBNMoTEK)

13 | pegakTnpoBaHne OOKYMEHTOB, perfnamMmeHTUpYoLWmnx 4eaTenbHOCTb | OAWH aBT. NUCT 2940,0
cneumanbHbix Oubnmnotek ansa cnenbiX (yCTaBOB, MOSIOXEHWH,
WHCTPYKLWIA)

14 |pepakTMpoBaHWe CTaTUCTMYECKUX Tabmnuy, y4eTHbIX OpM, | OOWH aBT. NUCT 2400,0
o6pasuoB

15 | pegaktupoBaHue MaTepuarnos KOHhepeHumin (ooknagoB, | OAWH aBT. NUCT 1200,0
coo6LLEeHN)
PepaktmupoBaHue oubnmorpadunyeckmx nocobun,
PEeTPOCMNEKTUBHbIX Hay4HO-BCnoMoraTesibHbIX yKkasartenen,

0630poB, crpaBok, pedepaTos, aHHOTaLMIA:

16 |pepaktupoBaHne 6Gubnuorpadguyecknx nocobuii (TemaTuyeckux | OAMH aBT. NMUCT 3000,0
bubnuorpaduyecknx ykasaTtenen, CnpaBoyYHNKOB)

17 |pedaktnpoBaHMe pPEeTPOCMNEKTMBHbLIX Hay4YHO-BCNOMOraTenbHbIX | OAWH aBT. NCT 2280,0
yKasaTtenen
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18 |pepaktupoBaHMe aHanuUTU4eckux o630poB, CNpaBOK, aHHOTALUMW, | OAMH aBT. NMUCT 1200,0
pecepaTos, CBOAHbIX pedepaTmBHbIX 0630pos.,
akcnpecc-nHdopmaLmmn
19 | pepakTtupoBaHune dnbnuorpadudeckmnx sanmcen O[Ha 3anucb 5,0
20 |KOHTpPONbLHOE pefakTupoBaHue ofHa 3anncb 7,0
MawwunHonmcHble paboThl, BbIMNOMHSAEMbIE B aBTOMATU3NMPOBAHHOM
pexume
Habop Ha komnbloTepe:
21 |TekcTa c nucta OfHa cTpaHuua 20,0
(1800 - 2000
3HaKoB)
22 | 6ubnuorpaduyeckoe onncaHme O[lHO onuncaHune 50
lMpaBka Ha KoMMblOTEpPE, BEPCTKA HA KOMMbIOTEPE:
24 |TekcTa OfHa cTpaHuua 10,0
25 | bubnuorpaduyeckoe onncaHne OfHa CTpaHuua 2,0
26 |BbIBOA TEKCTa Ha NpUHTep, pacneyartka OfHa cTpaHuua 2,0
27 | BbiBOA hopM TAbNML HA MOHUTOP OfHa cTpaHuua 2,0
28 |HanonHeHue Tabnuu cogep)xaHnem ofHa Tabnuua 18,0

lMpumeyaHune: nNpu pefakTMpoBaHUN CMELLAHHOrO TeKCTa K HOpMe BpeMEHU MPUMEHSIETCS MOBbILLAIOLLNA
KoacpmumeHT 1,2.

3.20. MepeBoa u nepepaboTka NeYaTHbIX TEKCTOB C MHOCTPaHHbIX A3bIKOB Ha PYCCKUA U C PYCCKOro Ha
MHOCTPaHHbIe S3bIKK

Tabnuua 61
N HanmeHoBaHwue npouecca, onepauun. Coctas paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
MepeBop TEKCTA C UHOCTPAHHbLIX A3bIKOB HA PYCCKUN A3bIK
UTeHne opurnHana, aHanu3 TekcTa, pa3meTka ero ¢ BbISIBIEHWEM | OOWH aBT. NIUCT
TPYAHBIX TEPMUHOB, rPaMMaTUYECKUX KOHCTPYKLUN, NEKCUYECKNX
060pOTOB, LIEXOBbLIX U XXaHPOBbLIX TEPMWHOB:
1 |NONHBIN NMCbMEHHbIV NepeBoa 3360,0
2 |cokpaleHHbI nucbMeHHbIn nepesog oT 30% po 50% obvema 3600,0
TEeKcTa
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3 | BIBOPOUHBIN MMCbMEHHBIN NEpeBos, 3120,0
[MepeBopg TEKCTa C PYCCKOro A3blka Ha MHOCTPaHHbIE A3bIKU:

4 | NOMHBIN NMCbMEHHbBI NEPEBOL, OAMH aBT. NUCT 3840,0
TepmuHonornyeckass pabota npu  BbIMOMHEHUA MUCBMEHHOTO
nepesoja:

5 |nouck OTMeYeHHbIX B OpurMHare He3HakKOMbIX UMW HEMOHSATHbIX | OAWH TEPMWH, 1500,0
TEPMMHOB W COKpAaLLEHWA B CrOBapHO-CMpPaBOYHOW nuTepaType; OfHO
nogbopka COOTBETCTBYIOLLIErO TEPMUHY 3KBMBAneHTa,| COKpalleHue
pacwmndpoBKa COKpaLLeHni
KoHcynbTauusa nepeBog4vka co crneyuanmctamu:

6 |BblICHEHME MPaBUITLHOMO  M3MOXEHWS YacTed TekcTta Mo ofHa 2700,0
Mano3HakoMON TemaTuKe; YTOYHEHWEe COOTBETCTBMS MepeBoda| KOHCynbTauus
opuruHany
CocrtaBneHue 6ubnuorpadn4eckoro onncaHus:

7 | coctaBneHune dubnunorpaduyeckoro onnucaHns nepeeoga O[HO onucaHne 720,0
AHanuMs u” BHeceHMEe UW3MEHEeHWW B TeKCT nepesoda nocne
pacnevaTku:

8 |npoBepka NpaBWUMbHOCTM PAaCMOSIOXKEHUA OTMNeYaTaHHOro TEeKCTa; | OAMH aBT. NUCT 240,0
cBepKa C pyKonuchblo; npaeka
TexHunyeckoe ohopmreHne nepeBodoB:

9 |BHeceHuMe B TeKCT nMepeBoja CUMBOMOB W BCTaBOK Ha ofHO 3,0
WHOCTPaHHOM £i3blKe BMUCbIBaHNE

10 |BHEceHve puUcyHkoB, Tabnuu, popmyn OfHa BCTaBKa 4,0
lMepeBop 3aronoBKoB cTaTen U JOKYMEHTOB:

11 |nepeBoa 1 3anUCb 3arofioBKOB OJVH 3arofioBoK 12,0

MpumeyaHue:

- HOPMbl BpEMEHU NpeayCcMaTpMBatlOT BbINMOJSIHEHWE NMEPEBOAOB C MHOCTPAHHOIO A3blka UMM HA UHOCTPAaHHbIN,
KOTOPbIA Y NEPEBOAYNKA ABNAETCSH OCHOBHbBIM (MO 06pa3oBaHUIO UK NPUMEHEHWIO);
- MPW BbINOSIHEHMM NEPEBOAOB C APYIMX S3bIKOB UM Ha Apyrne, NOMUMO OCHOBHOIO, K HOPMam BpPEMEHMU
NPUMEHsIETCA NoBbILWakLWwmnn koadduumneHT 1,1.

3.21. PaboTa no BbINyCKy ManoTUPaXHbIX U34aHUIA crneuunanbHbiX (opMaToB

Tabnuua 62
N HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EaovHuua Hopma
n/n n3mepeHuns BPEMEHM,
MWH.
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Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.05.2015

1 2 3 4
BocnpousseneHue nnockoneyaTHoOro OOKYyMeHTa B
penbedHo-To4e4YHOM bopmaTe
Pabota ¢ TekCTOM MNNOCKONEeYaTHOro AOKYMeHTa Ha BymakHOM
U 3NEKTPOHHOM HOocUTEne:
1 |KOMMNbIOTEPHbIN HAOOP TEKCTA BPYYHYHO OfHa cTpaHuua 20,0
(1800 - 2000
3HaKoOB)
2 | ckaHuMpoBaHVe 1 pacrno3HaBaHue NnocKorneyaTHoOro TekcTa OAHa cTpaHuua 4,0
(1800 - 2000
3HaKoOB)
3 | 3arpyska panna c nnockoneyaTHbIM JOKYMEHTOM B KOMMbIOTEP OfiHa cTpaHuua 0,5
(1800 - 2000
3HaKOB)
4 | 4YTeHWe NNocKoneyaTHOro TeKCTa U BHECEHWE NCMNpPaBreHnn OflHa cTpaHuua 50
(1800 - 2000
3HaKoB)
5 |u3MmeHeHne TekcTa u3 dopmMata [OKYMEHTa B ONEKTPOHHbIV | OAHa cTpaHuua 1,0
dopmar (1800 - 2000
3HaKoB)
6 |4YTeHne KOHBEPTUPOBAHHOIO TEKCTA; BHECEHUE UcnpasneHumn OfHa cTpaHuua 7,0
(1800 - 2000
3HaKoOB)
7 |npuBedeHWe TekcTa B COOTBETCTBME MpaBunaMm nucbMa nNo| ofHa cTpaHuua 13 MuH.
cucteme bpains (26 cTpok x 30 3HaKoB) (1800 - 2000
3HaKoB)
PacctaHoBka NopsiaKOBbIX HOMEPOB CTPaHUL:
8 |B aBTOMaTU3MPOBAHHOM peXxume OfHa onepauus 0,5
9 |nocTpaHM4yHasa paccTaHOBKa B Py4YHOM pexume oAHa cTpaHuua 1,0
10 |BbiBOA TekcTa Ha OpaineBckuMiA  MNPUHTEpP;  pacne4varka OAWH NucT 2,0
(ABYXCTOPOHHSAS)
PaboTa ¢ nnockoneyaTHOM HOTHOW 3aMuUCbio:
11 |koMnblOTEPHBLIN Habop (C nMcTa) HOTHOW 3anucu No cucTeme | ofdHa cTpaHuua 40,0
Bpainns BpyyHyto
12 |ckaHupoBaHVE U pacno3HaBaHMe Ha cneumanbHOM BGpanneBckoM | ofHa cTpaHuua 3,0
CKaHepe
[poBepka HOTHOWM 3anncu, BHECEHME NCTNPaBIIEHWI: OfHa cTpaHuua
13 | HOTHas 3anucb, HabpaHHas BPYYHYIO 60,0
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14 | HOTHas 3anuck, Nony4yeHHas co ckaHepa 20,0

15 |npuBegeHWe HOTHOM 3anucy B COOTBETCTBME MpaBusiaMm 3anucu| ogHa ctpaHuua 15,0
HOT no cucteme bpaiins (26 cTpok x 32 3Haka)

PaccTtaHoBka NnopAaKOBbIX HOMEPOB CTPaHULL:

16 |B aBTOMAaTU3NPOBAHHOM peXnme OfHa onepauus 0,5
17 | nocTpaHuM4Has paccTaHOBKa B Py4YHOM pexume oflHa cTpaHuua 1,0
18 | BbIBOA HOTHOW 3anucu Ha GpanneBCcKUA NPUHTEP; pacrneyartka ofjHa cTpaHuua 0,7

Co3sgaHue nrnockone4yaTtHoM 00JTOXKKM

KomnbloTepHbIi HABOP TEKCTa BPYYHYIO: ofHa obrnoxka
19 | Tpu anemeHTa onncaHus (aBTop, 3arnasve, BbIXOAHbIE AAHHbIE) 3,0
20 |4eTblpe 1 Bonee 3NeMEHTOB ONUCaHus 4,0
21 | ckaHMpoBaHVe 1 pacno3HaBaHue TekcTa ogHa obnoxka 3,0
22 | BHeEceHue vcnpasneHun n gopmaTnpoBaHmne ofHa obrnoxka 3,0
[un3arH 0bnoxku: oaHa obrnoxka
23 | 6e3 nnntocTpauui 1,0
24 | c unnocTpaumamm 2,0
25 | BbIBOA 0OMNOXKM Ha NPUHTEP; pacne4vaTka OfHa cTpaHuua 1,0

CosgaHne nuueBor M  OBOPOTHOM CTOPOH MNIIOCKOMNEYATHOro
TUTYNbHOIO NNCTAa:

26 | KOMMbIOTEPHBIN HAbop TEKCTA BPYYHYHO OLVH TUTYIbHbIN 10,0
nuct

27 | ckaHMpoBaHVe 1 pacno3HaBaHue TekcTa OAVH TUTYIbHbIN 6,0
nner

28 | BHeECeHMe ncnpasneHun n gopmaTnpoBaHmne OLVH TUTYIbHbIN 6,0
nner

29 |paspaboTka gusanHa TUTYNbLHOro NucTa OLVH TUTYIbHbIN 1,0
nuct

30 |BbIBOA TUTYNBLHOrO NUCTa Ha NPUHTEP OAWH NucT 2,0

CosgaHne nuueBo U OBOPOTHOM CTOPOH penbedHO-TOYEYHOro
TUTYNbLHOrO NucTa:

31 | KOMMbIOTEPHbI HAbOPp TEKCTa BPYYHYHO OAWH TUTYIbHbLIN 10,0
nmct
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32 | ckaHMpoBaHWe 1 pacrno3HaBaHMe MrocKone4yaTHoro TekcTa OLVH TUTYIbHbIN 6,0
nnct
33 | BHECEHWE ncnpaBneHni OAVH TUTYIbHbIN 6,0
nner
34 |u3meHeHne TeKkcTa U3 opmarta [OOKYMEHTa B 3MEKTPOHHbIV | OfHa onepauus 1,0
dopmar
35 |4TeHune KOHBEPTUPOBAHHOIO TEKCTa; BHECEHWE UCMpaBeHui ofjHa cTpaHuua 2,0
36 |npvBedeHne TekcTa B COOTBETCTBME C MpaBunaMu nucbma Mo | ofHa cTpaHuua 6,0
cucteme bpanns (26 ctpok x 30 3HakoB)
37 |BblBOA TEKCTA Ha BpanneBCcKU NPUHTEP OAWH NncT 2,0
Bocnpoussegexue naockoneyaTHoOm unncTpaumm B
penbedHo-rpacdunyeckom popmare:
38 | ckaHMpoBaHMe NnockoneYaTHoOW UnNncTpaumm oJHa 1,0
unncTpaums
O6paboTka nnnctpayuu: ofHa
unncTpaums
39 | obpaboTka roToBOro KOHTypa 10,0
40 |co3gaHue HOBOro KOHTypa 60,0
41 | dpopmaTnpoBaHune nrockonevyaTHon unmcTpaumm ofHa 2,0
unncTpaums
42 | BbIBOA NISIOCKOMEYaATHOM UANKOCTPALUKN Ha NPUHTEP oaHa 1,0
unncTpaums
MepeBoa nnockoneyaTHoMn uncTpayum Ha oAHa
penbecoobpasytoLyto bymary: unnicTpaums
43 | c OAHOKpaTHLIM NPOMYCKOM U300paXeHus Yepe3 HarpeBaTenbHOe 15
YCTPOWCTBO
44 | c pByKpaTHbIM MPOMYCKOM M300paxeHus yepes3 HarpeBaTernbHOe 3,0
YCTPOWCTBO
lNepenneT QOKYMEHTOB, BOCMPOM3BEAEHHbIX peSibePHO-TOHEYHbIM
LWpUdTOM:
45 | naMMHUpoBaHMe 0BMOXKM ofHa obrnoxka 6,0
46 | pyyHas nuctonogbopka ogHa 2,0
nuctonoabopka
47 | hanbLOBKa pyyYHas oavH 6nok (10 0,3
nnucToB)
48 | BblpaBHMBaHNE N 0Ope3ka Kpas CTpaHuLbl OfHa onepauus 0,3
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KpenneHwne ctpaHuu; OAVH LOKYMEHT
49 | oBYMS CKpenkamu 0,3
50 | Ha NNacTMKOBOW MPY>XUHE 4,0
51 | TepmokrieeBoe KpernneHue 6,0
52 |xecTkas KapTOHHas oO6noxka C OyMaxHbIMA  MOKPOBHLIMU 60,0
CTOPOHKaMU 1 NPOLUMBHBLIMMW KOpELLKaMU
BocnpoussegeHne nnockonevyaTtHoro [AOKYMEHTa B 3BYKOBOM
dopmarte
MpeaBaputensHasa pabota Hag TEKCTOM: 1000 3HakoB
53 | XyO0OXeCTBEHHbIN TEKCT 5,0
54 |TexHuveckun W gpyrue creuuanbHble TeKkCTbl (MaTemaTuka, 10,0
MeauLMHa, XMMUS)
[MpoynTbiBaHME TEKCTA Ha KOMMNbIOTEPE B CTYAUMHBIX YCNOBUSAX CO 1000 3HakoB
3BYKOPEXNCCEPOM:
55 | XyOoXeCTBEHHbIN TEKCT 4,0
56 |TexHuyeckun un Apyrne cneuuwanbHble TeKCTbl (MaTtemaTuka,
MeauvLMHa, XMMUS)
57 |nepesanncb HayMTaHHOrO TeKCTa Ha KomnbkoTep (oumdpoBKa| OOHaA AOPOXKKA 50,0
3ByKa) C aHanoroBoro UCTOYHUKa B pearnbHOM BpeMeHU
58 | 0bpaboTka HAYMTAHHOrO TEKCTa Ha KOMMbOTEPE OfiHa JOpOoXKa 15
59 | kOHTpONb 0OpaboTaHHOW 3anMcK Ha KOMMbloTepe OJHa A0opOoXKa 50,0
BocnponssegeHne 03By4eHHOro TeKCTa C KOMMboTepa: OfHa JOpOXKa
60 |Ha KoMMakT-KacceTy B peanibHOM BpeMeHU 50,0
61 |Ha auck 10,0
62 | My3blkanbHO-TanMepHoe ohopMneHne 3ByKo3anmcu OJHa O0pOoXKa 50,0
KpaTHoe BOCMpOM3BEOEHWE  O3BYYEHHbIX [AOKYMEHTOB  Ha
ayauokacceThbl:
63 |moarotoBka MaTepuanoB K BOCMpoM3BedeHWO (pacnakoBka| oOfHa kacceTa 4,0
ayamokacceT, nepemMoTKa, pasMarHminsaHue)
64 |KpaTHOe BOCnpou3BedeHne  ayguosanucen Ha  CcTaHuMM | ofgHa onepauus 3,0
CKOPOCTHOTO AybrnvpoBaHusi ayamokacceT (KOMMbTep - kacceTa)
65 |KkpaTHoe BOCMpou3BedeHVWEe ayamosanucerd Ha chneuuanbHOM | ofHa onepauus 50
obopynoBaHun (kacceta - Kacceta) B 3aBMCUMOCTM  OT
TEXHUYECKOro oCcHaLleHus
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66 |KkpaTHOoe BOCMpOM3BEAEHME ayamosanucer Ha chneuvanbHOM | ogHa onepauus 5,0
obopynoBaHun (kaTywka - Kacceta) B  3aBUCUMOCTM  OT
TEXHUYECKOro OCHaLLeHus
67 |npoBepka KayecTBa KoOnum OfHa kacceTa 5,0
odopmMneHne ayamokacceT, ONTUYECKUX AUCKOB U KOHTENHEPOB
68 |cosgaHne wugeHTudukaTopa, onpedenslwero npUHaaneXHoCTb OOVH 3,0
KacceTbl K JOKYMEHTY, B MMOCKOMEeYaTHOM U penbedHO-TOYEeYHOM | naeHTudmukaTop
BapuaHTax; HaknemBaHue Ha kacceTty
69 |cosgaHue nnockoneyaTHoOM 3TUKETKM ans JOKYMeHTa, | OfHa aTuKeTKa 6,0
3anucaHHOro Ha ayguokacceTtax (Habop TekcTa, BbIBO4 Ha
OpavineBckuii MpUHTEpP, pacnedvaTtka, paspe3aHve Mo 3agaHHOMY
pa3Mepy, HaKnenBaHne Ha KOHTENHEp)
70 |cospaHve penbeHO-TOMEYHON OTUKETKM AOnA  AOKYMEHTa,| OgHa aTuKeTka 9,0
3anucaHHoOro Ha ayguokaccetax (Habop TekcTa, AnsaviH, BbIBOA Ha
nNpuHTEpP, pacrnevyaTka, paspes3aHve Mo 3aJaHHOMY pasMmepy,
HaKnevBaHWe Ha BHYTPEHHIO CTOPOHY KPbILLKN KOHTENHepa)
71 |packnagka ayauokacceT Mo KOMMNIeKkTam/KoHTenHepam ofiHa onepauus 1,0
co3faHue 3TUKETKM Ha Qucke:
72 |BBOO B KOMMbIOTEP OCHOBHLIX CBeAEHWA O OOKyMeHTe (aBTop,| OAWH AOKYMEHT 50
3arnaBsue) B cneynann3npoBaHHOM NporpammMe
73 | BbIBOA Ha NpUHTEpP € pyHKUMeN "nevaTb Ha auckax", pacnevyartka OAHa onepauus 2,0
74 |cospgaHwe  nNNockorneyaTHOW  KOHTEMHEepPHOW  STUKeTKM  ANfs | O[Ha STUKeTKa 8,0
OOKYMEHTa, 3annMcaHHoro Ha aucke (Habop Tekcta, opmMupoBaHme
On3ariHa, BbIBOL Ha MpUHTEp, pacnevaTtka, paspes3aHue Mo
3ajaHHOMY pa3Mepy, pasMeLLleHMe Ha BHELUHEN CTOPOHE KPbILLKM
KOHTeliHepa)
75 |co3gaHue penbedHO-TOHYEYHON KOHTEMHEPHON JTUMKETKM [Ansi| ogHa 3TUKeTKa 10,0
OOKYMEHTa, 3anncaHHOro Ha gucke (Habop TekcTa, BbIBO4 Ha
OpanneBckuii MpUHTEp, pacneyaTtka, paspesaHue Mno 3agaHHOMY
pasvepy, pasMelleHMe Ha BHYTPEHHEW CTOPOHE  KPbILKK
KOHTeliHepa)
ApxuBauusi 03ByHEeHHbIX JOKYMEHTOB:
76 |obpaboTka maTepmana ans KOHBEPTUPOBAHUS OfHa JOpOoXKa 30,0
77 |koHBepTupoBaHue cpanvnoe dopmata B AC B dopmat| ogHa OOpPOXKa 6,0
ayanodannos B 3aBUCUMOCTU OT TEXHUYECKOIo OCHaLLeHUs
78 | nepeHoC apxuBa Ha cepBep OfHa JOpOXKa 6,0
3.22. ObcnyxnBaHWe yganeHHbIX nofb3oBaTenen
Tabnuua 63
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N HaumeHoBaHwue npouecca, onepauun. Coctas paboTbl EaovHuua Hopma
n/n namMepeHns BpEMEHM,
MUH.
1 2 3 4
Pernctpauunsa nonb3oBarenen B peXxvme OHNawmH:
1 |npoBepka 3anvcu nonb3oBatens B Gubnuorteky oAviH 2,0
nonb3oBaTenb
2 |obpaboTtka n BBOA (bamunuu, MMEHW, OTHECTBA NONb3oBaTENS U OAVH 50
agpeca ero aNeKTPOHHOW NOYThbI ANEKTPOHHbIN
thopmynsip
3 |cocTtaBneHue nncbma C yKasaHWem JIorMHa M CreHepupoBaHHOIO OAHO 5,0
CUCTEMOW Napons, NpUKpPenneHne WHCTPYKUUM MNONb30BaHUS U | 3MNEKTPOHHOE
OoTnpaBKa ero Mo 3NEeKTPOHHOW NOYTE NOMb30BaTEMO NUCbMO
O6cnyxnBaHWe Nonb3oBaTenen B peXXnMe OHMamH:
4 |KOHCynbTauMss  NO  WCMOMb30BaHMIO  WHTepakTuBHon B[] ofHa 10,0
"roBoOpPALWNX" KHUT C KPUNTO3ALLUTON KOHCYnbTauuns
5 |conpoBoxaeHue BUPTyanbHOW KHWroBblgauu: opMUpoBaHue OOVH 3aKa3 15,0
3aKasa Ha BUPTyarnbHOW KHUXHOW Morke
6 |Bbirpy3ka n3 AC HOBbIX MOCTYMMEHUA 3a onpefeneHHbld nepuog| oauvH hann B 10,0
BpemeHn B dopmate PYCMAPK n B Buge ykasatens HOBbIX dopmaTe
noctynnenun (YHI) PYCMAPK
OAVH hann B 12,0
dopmarte YHI
7 |pasmMelleHMe HOBbIX MOCTYNNEeHWA [OOKYMEHTOB Ha cauTe| oauH chann B 3,0
OMONMOTeKN: co3daHue 3arofloBka aHHOoTauMK MpUKpenneHne dopmarte
channa (oB) PYCMAPK
OAVH ann B 3,0
dopmate YHI
8 |paccbinka MO 3NeKTPOHHOW noyTe YyaaneHHbIM Monb3oBaTensm OAHO 3,0
WMHpopMaLMK O HOBbIX MOCTYMNNEHNSX OKYMEHTOB ANEKTPOHHOE
NMCbMO
9 |uHdOpPMaLNOHHOE COMPOBOXAEHWE cainTa, nopTana U CTpaHul B OAHO 3,0
coumanbHbIX ceTax: co3aaHue 3aronoBka aHHoTaumm coobLleHne
npukpenneHue gannos
4. TunoBble oTpacneBble HOpMbI TpyAa Ha paboThl,
BbINONHAEMbIE B AETCKMX, FOHOLIECKMX BubnnoTtekax, B Gnbnmortekax
Hay4HO-uccnegoBatenbcknx UHCTUTYTOB (HW), 0BpasoBaTenbHbIX
yupexaeHun (6e3 ncnonb3oBaHMs aBTOMaTU3UPOBaHHbIX CUCTEM
yrnpaBneHusa npoweccamu)
4.1. KomnnekroBaHue 6mMbnmnoteyHoro doHaa
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Tabnuua 64

N HaumeHoBaHwue npouecca, onepauun. Coctas paboTbl EaovHuua Hopma

n/n namMepeHns BpEMEHM,
MUH.

1 2 3 4
TekyLlee komnnekToBaHne 6ubnuoteyHoro oHaa:

1 |NpoCcMOTp KHMromsaaTenbCKoOM N KHUIOTOProBor MHGopMaLum (1 nparic 8000 980.0

HaMMeHOoBaHWI)

2 |ycTaHoBneHWe TeMbl M Buaa OOKYMEHTa, noanexawero otoopy;| (1 npanc 8000 2.0
BbISICHEHNE HeobXoaUMOCTH NpuodpeTeHns HavMeHOBaHWI)
OnpepgeneHne ak3eMNNsSPHOCTY 3aKasa: (1 nparic 8000

HaMMeHOoBaHWI)

3 | anga nogpasgeneHuni 0,5

4 | pna 6ubnuoTekn B LENOM 1,0
odopMneHne 3akasa; yKaszaHue 9K3eMNMNSAPHOCTU, CTOUMOCTU OVH 3aKa3 1,0
3akasa, aathbl
KonunyecTBo 3akaszaHHbIX HAa3BaHUN:

5 ]1-15 15,0

6 |16-25 25,0

7 126-75 75,0

8 |76-100 100,0

9 |odopMneHne 3akasa Ha BbIMUCKY 3apyOeXHbIX LOKYMEHTOB OAWNH OOKYMEHT 100,0

10 |nogroToBka crnmcka OOKYMEHTOB, npegnaraembix K| OOHO Ha3BaHue 26,0
MEXAyHapOAHOMY KHUrOOOMEHY; CBepka Cnmucka ¢ Katanorom

11 |cocTaBneHue KapTOYKM ONs KapTOTeKW OpraHusauunin-napTHEpOB;| OAHa KapTouka 1,0
yKasaHue Ha3BaHus opraHusauumn, agpeca, Ha3BaHus
0OMeHVBaeMbIX JOKYMEHTOB
Pabota B AC:

12 |BBOA 3akasa TeKyLero KomnnekroBaHus B 6asy gaHHbix AC OVH 3aKa3 5,0

13 | pegakTupoBaHue BBeAEHHbIX B 6a3y AaHHbIX CBEAEHUI O 3aKase; OOVH 3aKas3s 30,0
BbIBO/, Ha 9KpaH; BHECEHNE N3MEHEHUI

14 |BbIBOA Ha TMPUHTEP [OaHHbIX TEKyWero KOMIMEKTOBaHUS; OWH 3aKa3s 1,6
pacnevaTka
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BeeHVEe KapTOTEKN TEKYLLLErO KOMMIEKTOBAHUS
15 |cocTaBneHue KapTOYKW, YKasaHwe aBTopa, 3arfaBusd, BbIXOOHbIX | OAHa KapTouka 0,5
AaHHbIX, HOMepa B n3gaTenbCKoM nraHe
16 |nepeHeceHne cCBedeHMM O 3aka3e Ha KapTOukW; yKasaHue | odHa kapTouka 0,3
9K3EMMMSPHOCTM  3aKala, pacnpefeneHve no  CTPYKTYPHbIM
nogpasaeneHunsm
17 |paspesaHve usgatenbCKkMX MNNaHOB, pacnevyaTka ANns KapToTekW | odHa KapTodka 15
TEeKyLlero KOMMMEKTOBaHUS, HakKNemBaHMe Ha  KaTaroXHYHo
KapTOYKM
18 |nogbop kapToukm no andaBuTy OMS PacCTaHOBKM B KapTOTEKy | OAHa KapTouka 0,5
TeKyLlero KOMnrIekToBaHus
19 |paccTaHoBKa kapToyku B andasuTte amunuin aBTopos, 3arnaBuin | ogHa kapToyka 0,4
B KAPTOTEKY TEKYLLErO KOMMMEKTOBaHUSA
OdopmMneHmne NOANNCKM Ha NepUoANYECKMNE N3OaHUS:
20 |npocmoTp kaTtanora "Pocneyatun”, oTbop Ha3BaHUA NepnoanMYecknx | OAHO Ha3BaHue 0,8
n3gaHui anga noanucku
21 |cbop 3asBKM OT nopgpasgeneHui GubnunoTekn ONA NOAMWCKM Ha| OAHa 3asiBKa 15
nepuoanyeckne n3gaHus
22 | cBepka pacrneyaTky CNMCKOB YCINOBHO 3aKa3aHHbIX NepuoAMYecKknx | O4HO Ha3BaHue 1,04
M3gaHMM C KapTOTEKOW 3aKkas3oB, BHECEHWE W3MEHEHUSsI B
pacneyaTku CnMcKoB
23 |cBepka 3aka3a Tekywlero roga Ha nepuogvyeckme usgaHusa c| OA4HO Ha3BaHue 0,2
noanucKkoM npeablaywero roga AN BbISIBNEHUS U3MEHEHUI B
Ha3BaHUAX; BHECEHNE OTMETOK
24 |cBepka BbIXOAHbIX JAHHbLIX BNEpBblE 3akasblBaeMbIX 3apybexHbIX | Ha oguH rog 80,0
nepuoanyecknx usgaHun c ombnmorpadmny4eckumm cnpaBoYHUKaMM
W Apyrumum MHOPMaLNOHHBIMU UCTOYHUKaMU
25 |odhopMneHue 3akasa Ha NoAnucky; NnoacyeT CTOMMOCTU NOAMUCKN OVH 3aKa3s 30,0
C y4yeToM [JOCTaBKW, 3arofiHEHME KBUTAHUUM aboHemMeHTa Ha
nepuoanyeckoe nsgaHue
26 |cocTaBneHue perncTpaumMoHHOM  KapTOvkM AN KapTOTEKW | ofdHa KapTouka 0,5
NepUOANYECKUX W3OaHWI; MPOCTaBIIEHWE HA KapTOuke WHAEKCa,
roga, NepMoaNYHOCTUN, UCTOYHUKA MOCTYMNIEHNSI
Pabota B AC:
27 |BBOQ 3aKka3a Ha nepuoauyeckne n3gaHusa B 6asy AaHHbIX O[Ha KapTo4Ka 10,0
28 | BbIBOA Ha 3KpaH perncTpaunoHHON KapTouku; pacnedyaTka O[lHa KapTouyKa 1,0
29 | KOppeKTUpOBKa 3akasa: BbIBOJ Ha 3KpaH CnMcKa nepuoanyeckux OAHO 0,3
n3gaHnin; BHeCeHne n3ameHeHum HavMeHoBaHue
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Mepenucka c KHUrOTOProBbIMU opraHusaumsimm "
nsgatenscTesamu, bubnuotekamu:
30 |cocTaBneHne, Habop TekcTa nucbMa (3anpoca, MpeTeH3un),| OAHO MUCbMO 60,0
peructpaumsi B KHUIe UCXOOAWMX OOKYMEHTOB (MpOcTaBreHue
Jatbl,  NOPsSiAKOBOrO  HOMepa, YKasaHWe  HauMeHOBaHWs
opraHm3aumm, KpaTKoro cogepaHusa nucbma)
31 |odopmneHne 3akasa "KHura - no4rton", oTnpaBka 3akasa B OAWH 3aKas 3,1
MarasuH, obMeHHble OoHAbI
HokomnnekToBaHne 6ubnnoTe4Horo goHaa:
32 |nonydyeHne 3a#ABKM Ha  NpuobpeTeHne  AOKYMEHTOB  OT| OfHa 3asBka 0,3
nogpasgaeneHun.
33 |coctaBneHune Gubnuorpacmnyeckon 3anmcu; ykasaHue KonmyecTBa | ofHa KapToudka 3,0
3K3EMMMSIPOB U CUMNbI NOAPa3aeneHunn
34 | BKNKOYEHME 3a8BKM B KAPTOTEKY JOKOMIMIIEKTOBAHUSA O[Ha KapTo4Ka 0,26
35 |npocMOTp KapTOTekn HeyaooBMeTBOPEHHOro Chnpoca; aHanuM3| OAWH OOKYMEHT 3,0
OTKa30B ANA BbIABNEHNS] OTCYTCTBYIOLLNX AOKYMEHTOB, BKIMOYEHNE
B KAPTOTEKY AOKOMIMIEKTOBAHUSA
OT6op [OKYMEHTOB M3 OOMEHHbIX ¢oHOOB OuGNuoTek Ans
JOKOMIMMEeKTOBaHMWSA
lMpocmOTp CMMCKOB, KapTOTEK, KaTanoroB OOMEHHbIX (OOHOOB| OAWH OOKYMEHT
6nbnuoTtek, oTOOP HYXHbIX AOKYMEHTOB, CBEpKa C Kataroramu u
KapToTekamn cBOel OuOnMoTeKkn; CcocTaBfeHWe Ccrnucka Ha
OOKYMEHTbI, 0TOOpaHHble B 06MeHHOM choHAe
KonnyecTBO AOKYMEHTOB, BKITHOUYEHHbIX B CIIUCKU:
36 |1 50
37 |2-10 7,8
38 |11-25 16,0
39 |26 -50 32,0
CocTaBneHve onepaTMBHOrO (TEKYyLLLero) nnaHa KOMMMAekToBaHus:
40 |onpepeneHne MeponpuaTuini No oOpMMPOBaHUI0 eauHOro ooHAa OAWH NNaH 480,0
Ha TEKyLUMA rof, OTBETCTBEHHbIX UCMOMHUTENEN, KONMYECTBEHHbIX
nokasatenem obbema oHaa (nocTynneHue, BbIObITME),
OTpacreBoro CoctaBa, MCTOYHUKOB MOCTYMNIIEHUS, CMETbI pacxo4oB
OdopmneHre nnaHa KOMMNMNeKToBaHus B opme:
41 |Tabnuy ogHa Tabnuuya 2,6
42 | KapToTeKku OfHa KapTo4Ka 2,6
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Pabota B AC:
43 |BBOA NriaHa KoMmnnekToBaHusi B 6a3y gaHHbix AC OOWH nnaH 1,1
44 |koppekTupoBka 6asbl [AaHHbIX; BbIBOL Ha 9KpaH; BHECEHWE | OOWH OOKYMEHT 30,0
N3MEHEHUN
4.2. Mpnem 1 y4yeT NoCTyNUBLLNX SJOKYMEHTOB
Tabnuua 65
N HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl Eannuua Hopma
n/n n3mepeHuns BPEMEHM,
MWH.
1 2 3 4
Mpnem [OOKYMEHTOB, MNOCTYNUBLUMX C  COMPOBOAMUTENbHbLIM
OOKYMEHTOM
lMprnem OOKYMEHTOB MO COMPOBOAWTENbHLIM MaTtepuanam (cyeT,| oAHa napTus
HaknagHasi, Konusa Yeka, akT), nogbopka nx no andasnTy aBTOPOB
Wnu  3arnasBuK,  9KCNEOULMOHHBIM  HOMepam, CBepka C
COMPOBOAUTENBbHBIMU  JOKYMEHTaMK, MNpPOCTaBfeHMe LEeHbl Ha
n3gaHnn, NOACYET YMcna K3eMNNApPOB, obLLEN CTOUMOCTU
KonnyecTBO AOKYMEHTOB B NapTuu:
1 |1 4,0
2 |2-50 8,9
3 |51-250 43,3
Mpuem OOKYMEHTOB, MOCTYNUBLUMX ©€3 COMpOBOAUTESBHbIX
JOKYMEHTOB:
4 |nopbop [AOKYMEHTOB Mo andaButy damMmnuin aBTOPOB WU | OAVH LOKYMEHT, 3,1
3arnaBun; npoBepka Ha AyOneTHOCTb; MNpPOBeOEeHUE OLEHKU OAMH aKT
OOKYMEHTOB; COCTaBIEHME aKkTa Ha Npuem JOKYMEHTOB
KonnyecTBO AOKYMEHTOB, BKITHOYEHHbIX B aKT:
5 |1 0,36
6 [2-5 2,1
7 |6-10 3,7
8 |npocTaHoBKa WTEMNens Ha TUTYNbHOM NUCTe U Ha 17-1 cTpaHuue | OOAUH OOKYMEHT 0,5
OOKyMeHTa
cBepka MOCTYNMBLUMX [OOKYMEHTOB C KapTOTEKOW TeKyLlero
KOMMJIEKTOBAHUS
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9 |nouck KapTOYKM B KapTOTeKe TeKyLlero KOMMMEKTOBaHUS, CBepKa | OOMH OAOKYMEHT 3,0
KapTO4YKM C JOKYMEHTOM, BHECEHNE OTMETOK
10 |oTbop nepBoOro ak3emnnsipa, BOXEHNE KapTOYKM B AOKYMEHT OAVH JOKYMEHT 0,5
11 |nocTaHoOBKa KapTOYkM 3a pasgenuTens "BbinonHeHHble 3akasbl” O[lHa KapTouyka 0,3
Pabota B AC:
12 |npoBepka Ha Ay6neTHOCTb NOCTYNMBLUMX M3AaHWi B 6a3e JaHHbIX | OOMH OOKYMEHT 1,0
AC
13 | peructpauust HoBbIX NOCTYNNeHUn B 6a3e gaHHbIX AC OOVIH AOKYMEHT 3,0
Mprem n permctpaums xypHanos v rasert:
14 |nogbop >XypHamnoB w raseT Mo andasBuTy Ha3BaHUW, MOUCK| OAWH LOKYMEHT 2,0
perncTpaumoHHON KapTOYKM B KapTOoTeKe MOAMUCHbLIX W3OaHWun,
OTMeTKa HoMmepa, AaTbl NONyYeHUs n3gaHus
15 | npocTaHoBKa LUTEMMNENS Ha XypHane OAVH XypHan 0,1
16 |npocTaHOBKa WITEMNens Ha rasete ofHa raseTa 0,5
BepneHwne "Knuru cymmapHoro ydyeta™
pa3bop [OOKYMEHTOB MO BuAam, OTpacisM 3HaHWNA, sA3blkaM,| OAWH LOKYMEHT 2,0
nogcyeT yucna OOKYMEHTOB, 3anucb pes3ynbTaToB nogcyeTra no
YyCTaHOBEHHON (POpMe B KHUIY CYMMapHOro yyeTa
KonnyecTtBO AOKYMEHTOB B MapTUKN NOCTYMNNEHNIA:
17 |1 2,0
18 [2-50 6,8
19 |51-250 42,0
20 |BBOA CTAaTUCTUYECKUX OaHHbLIX "KHUrn cymmapHoro yveta" B 6a3y| ofHa naptus 3,0
JaHHbix AC
21 |noacyeT NOCTPaHUYHO MO MO3UUUAM AaHHbIX KHuUrm cymmapHoro| opfHa nosuvumst 3,2
yyeTa, NepeHeceHne UTOroB Ha CneayoLLyo CTpaHuLy
22 |cBepka (PMHAHCOBbLIX [OOKYMEHTOB oOTAena ¢ UHAHCOBbLIMU | OAWH LOKYMEHT 50
OOKyMeHTamu Byxrantepuu
23 | ocbopmMrieHMe COMPOBOOAUTENBHOIO AOKYMEHTa (CYeT, HaknagHasi, | OAWH LOKYMEHT 3,0
akT) Ans nepegadv B Gyxrantepuio
24 |ocopMneHMe  VMHBEHTApHOM  KHWUMM,  HymMepauusi  NMCTOB, | OAHa CTpaHuua 0,88
npocTaBreHne Homepa B MIHBEHTApPHOW KHUre
25 |3anucb OOKYMEHTOB MO YCTAHOBMEHHOW (hOpME B WHBEHTAPHYHO | OAWH LOKYMEHT 0,88
KHWUry, NpocTaBreHne NHBEHTAPHOIO HOMepa Ha JAOKYMeEHTe
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26 |npoBedeHvMe WHAMBMAOYANbHOTO y4yeTa [AOKYMEHTa MO aKTOBOMW | OOUH AOKYMEHT 3,0
cucTeme, NpocTaBreHne NHBEHTApHOro HoMepa Ha JOKYMEHTe
27 |npoBefeHve UHOUBMAYaNbHOrO ydeta C MPUMMEHEHMEeM YYeTHOro| ofHa KapTouka 3,0
KaTtanora; cocTaBrneHue oumbnuorpaduryeckoro onucaHus
OOKYMeHTa, yKasaHue LUeHbl, WHBEHTapHoro Homepa, roga
NOCTYNNeHns, HoMepa 3anucn B KHUre CyMMapHOro y4eTta, yuicrna
NOCTYNUBLUNX 3K3eMMnspos, nx pacnpegeneHue no
nogpasgeneHnsam
28 |3anucb B >XypHane perucTpauuMmM KapTodek Y4YyeTHOro kartamora| ofHa 3anucb 1,0
WHBEHTapHOro HoMepa, NepBOro crosa 3arnasus
29 | npocTaHoBKa MHBEHTapHOro HoMepa Ha AOKYMeHTe OAWNH OOKYMEHT 2,6
30 |perucTpaums naTeHTOB B HyMEpaLNOHHOM KHUre OOVIH AOKYMEHT 0,3
31 |nony4yeHve akTOB Ha BblObIBLUME [LOKYMEHTbI OT CTPYKTYPHbIX OAMH aKkT 1,0
nogpasgeneHnii, BHeceHue 3anucu B KHure cymmapHoro ydveta
(2-9 yacTb), NpocTaBneHne HoMepa akTa
32 | UCKNIOYEHNEe JOKYMEHTA NO akTy M3 YYETHbIX hopm OOVIH AOKYMEHT 3,0
33 | ucknioveHme BbiObIBLUMX AOKYMEHTOB 13 6a3bl AaHHbIX AC OOVIH AOKYMEHT 2,0
34 |noraweHne WMHBEHTApPHOrO HoMepa W wTemnend 6ubnnotekn Ha| OOUH OOKYMEHT 0,3
OOKYMeHTe
35 | noaLwuvBKa akToB OOVIH AOKYMEHT 3,0

MpumeyaHne: npu paboTe C OOKYMEHTaMW Ha WHOCTPaHHbIX S3blkax K HOPMe BpPEMEHW MNpUMEHSAETCS
nosbiWwarLwmin koadduumneHT 1,15.

4.3. BubnmoteyHas obpaboTka gokymeHToB. OpraHusauust U BeieHue KkaTanoros

Tabnuua 66
N HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3MepeHus BpEMEHWN,
MWH.
1 2 3 4
PaboTta ¢ ne4yaTHOW KapTOYKON:
1 |pa3bopka KoMMIeKTa neyaTHbIX KapToyek O[Ha KapTo4Ka 0,42
2 |nogbopka nevaTHbIX kapTodek no andaeBuTy amunuii aBTOPOB | OfHaA KApTOYKa 0,36
UNu 3arnaBuin AN pacCcTaHOBKM B CNY>XeBOHY0 kapToTeky
3 | paccTaHoBKa KapTOYeK B CryXeOHYI0 KapTOTeKy OfHa KapTouyka 0,36
4 |nopbopka nevyaTHbIX KAPTOYEK K JOKYMEHTam OfHa KapTouka 0,52
Ceepka NoCcTynMBLUNX JOKYMEHTOB C KaTanoramu:
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5 |npoBepka no katanory NOBTOPHOCTW OOKYMEHTa, MepeHeceHue C| ofHa KapToudka 1,9
KaTanoXHown KapToukn bubnmoteyHoro wmrdpa, NoHOro nHaekca
6 |nouck B cnyxebHOM kaTarore CBOAHOIO OMWCaHWS, BHECEHWEe | OfHa KapToyka 2,6
OTMETOK
7 |odopmMneHMe nevYaTtHOM KapTOYKW, HanMcaHWe WHBEHTapHOro| oAHa KapTouka 0,68
Homepa, Wudpa 1 NHOM MHdopmaLun
Mpunucka oy6neTos:
8 |cBepka  OoOKymMeHTa Ha  gybnetHoctb no  cnyxebHomy| OA4HO Ha3BaHue 0,94
andaBNTHOMY, y4E€THOMY KaTanory
9 |npunucbiBaHne aybneTta B KaTanor: NPOCTaBNEHNE WUHBEHTApPHOro | OA4HO Ha3BaHue 0,84
HOoMepa, nepeHeceHue Wwudpa Ha JOKYMEHT
Mpunucka NpoaomKaLWNXCA U3gaHNI:
10 |nouck B perucTpaumoHHOW KapTOTEKE KapTOYKM Ha u3gaHue, | ogHO Ha3BaHue 0,84
CBEepKa ee C opurmHanom, BHeceHne GnbnmoTeyHbIX OTMETOK
11 |nouck B  Katanore KapTodek, OTMeTKa  MNOCTYNMeHus | O4HO Ha3BaHue 3,1
COOTBETCTBYIOLLEro  BbiNyCcKka, MNpOCTaBfeHWe WHBEHTapHOro
HoMepa, Wwudpa, BHeCEHWEe ApYyrux BUBNMoTEeYHbIX OTMETOK
dopmupoBaHme bubnuorpadudeckon sanucu
CocraBneHve oOcCHOBHOW Gubnuorpaduyecko 3annucu nNpu| O4HO Ha3BaHue
OTCYTCTBUM MEYaTHOM KapTOUKM B [OOKYMEHTe (O3HaKOMMeHue C
OOKYMEHTOM, COCTaBJIEHME OMUCaHUs, BHECEHUE ONOMMOTEYHbIX
OTMETOK)
KonnyecTtBo anemMeHToB OnucaHus:
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 OCHOBHOW GUGMorpadmnyeckon 3anncu ¢ NOMOLLbIO 20,0
MakeTa KapTO4KM, HameyaTaHHOro B KHUre; MPOCMOTP M34aHus,
CcBepKa C MaKeTOM KapTO4Kku, BHECEHMNE U3MEHEHUS N OOMONHEHUS
19 |cocTaBneHue nobaBo4HOro onvcaHus K OCHOBHOW | Of1Ha KapTouyka 19
onbnuorpaduyeckon sanucm
20 |03HaKkoMMeHne C [JOKYMEHTOM, COCTaBfleHWE aHanuUTUYecKOW | OAWH OOKYMEHT 10,0
3anucu
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21 |coctaBrneHue CCbINTIOYHOM KapTO4KM K OCHOBHOW | OfHa KapToyka 0,52
onbnuorpaduyeckon 3anucu
PepaktnpoBaHune 6ubnuorpaduyeckon 3anucu:
22 | npoBepka NpaBWUibHOCTU AIEMEHTOB 3anncy Ha KapTouke O[lHa KapTouyKa 1,0
23 |odopmneHne kapTodku Ansg OyOnvMpoBaHUS Ha MHOXWTENbHOM | OfHa KapToyka 14
annaparte; MpoCTaBfieHWe WHAEKCOB, LWUQPOB, OUBNNOTEYHbIX
NOMETOK, onpeAeneHne 1 ykasaHue Trpaxa kapToyek
pynnoBas o6paboTka JOKYMEHTOB
OT6oOp OQHOTMMHBIX OOKYMEHTOB, noAgfiexawux rpynnoBon| ogHa rpynna
obpaboTke; cocTaBneHne obLlen XapakTepUCTUKU Ha KOMMMEKT | [OKYMEHTOB
OOKYMEHTOB
KonnyecTtBo AOKYMEHTOB B rpynne:
24 11-9 39,0
25 |10-15 60,0
26 |16-30 106,0
27 |npoBepka MpaBUIIbHOCTM COCTaBIIEHUA  XapaKTEPUCTUKN  Ha oAHa 13,0
KOMMMEKT JOKYMEHTOB XapakrepucTtuka
PekaTtanorusaums:
28 |cBepka KapTOYKM C  [OOKYMEHTOM; WUCNpaBfeHue CTaporo| ofHa KapTouka 5,7
BGubnuorpacmyeckoro onMcaHus; cocTaBlieHNe HOBOMO OMUCAHWS;
nepeHeceHne wndpa, MHBEHTAPHOTO HOMepa, OUBNMOTEYHbIX
NoMeTOK
lMoaroToBKa K MHOEKCUPOBAHUIO OKYMEHTOB A1 KaTarnoros:
29 |nogbopka KapTOYKM K JOKYMEHTY, CBEPKA U BITOXXEHWNE B AOKYMEHT | OOWH JAOKYMEHT 0,5
30 |o3HakoMfneHMe C [OOKYMEHTOM; YCTaHOBfieHMe  TeMaTWuKW;| OAHO HasBaHue 0,88
pacnpegeneHve no oTpacrnam 3HaHus (Mo TemaTtumke)
31 |NpOCMOTP MHOCTPaHHbIX WU34aHUW, NepeBod AaHHbIX Ha PYCCKUA | OOWH OOKYMEHT 0,37
A3bIK
CuctemaTtusaumst AOKYMEHTOB:
32 |cucTtemartvsaums  OOKYyMEHTa C  UCMOSNIb30BaHMEM  WHOEKCOB | OOWH OOKYMEHT 2,6
neyaTHOM KapTOYKM WM MakeTa KapTO4YKM, HamneyaTaHHOro B
n3gaHnn, O3HaAKOMJIEHNE C AOKYMEHTOM, MpOBepKa COOTBETCTBUS
MHOEKCOB Tabnuuam Knaccudukaumm, nNpuHATbLIM B OMONMoTeke,
npocTaBneHne nHageKkca Ha JOKYMEHTe
33 |cucTtemaTtumsaumsa JOKYMEHTOB NPUM OTCYTCTBUU MEeYaTHOW KapTOYKM | OOWH AOKYMEHT 2,0
W MakeTa KapTOuYkM B W3OaHWMM; O3HAKOMIIEHWE C [AOKYMEHTOM,
onpegeneHne nHaekca no Tabnuuam knaccuukauumn, NPUHATbIM
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B BubnunoTteke, NpocTaBneHmMe HAeKCa Ha JOKYMEHTe

34 |onpegeneHve aBTOPCKOrO 3Haka [AOKYMEHTa Mo aBTOPCKUM | OOWH AOKYMEHT 0,3
Tabnuuam

35 | wundpoBka AokymeHTa npy hopMaTHO MHBEHTAPHOW pacCTaHOBKE; | OOAWH AOKYMEHT 0,42
onpefeneHue opmara AOKYMEHTa, HanucaHue wmgpa

36 |pepaktvpoBaHve  KnaccMUKaUMOHHOINO  WMHAEKca; MpoBepKka | OAWH AOKYMEHT 0,5
NpaBuUIbHOCTN MHAEKCA, aBTOPCKOro 3HakKa

37 |cocTaBneHne KapTOYKM andaBUMTHO-MPEAMETHOro kaTanora (Ha| ogHa KapTodka 2,0
HOBYIDO TEeMaTWKy); HanucaHMe Ha KapTovke MWHAEeKca, Ha3BaHue
Katanora W KapTOTEKW, B KOTOPbIX OTpaxalTCs [OOKYMEHTHI,
yKasaHue CCbifikW W  OTCbIfKW, CBA3b Mexay OTAerNbHbIMU
pybpukamm
MpeameTnsaumsi LOKYMEHTOB:

38 | npeameTu3aunsi LOKYMEHTOB C UCMOMb30BaHWEM PYOPUK NeYaTHOM | O4HO Ha3BaHue 2,6
KapTO4KW; MpoOBepka COOTBETCTBUS PyOPMKM MeYaTHOM KapTOYKM
npeamMeTHOMY KaTanory

39 |npegmeTun3auns OOKYMEHTOB Npu OTCYTCTBUM MeYaTHOM KapTOYKK; | OAHO HasBaHue 3,0
O3HaKOMJIEHUNE C JOKYMEHTOM, onpeaeneHne pyopuku

40 |cocTaBneHMe HOBbIX NPeAMETHbIX PyOpuk ¥ noapyOpuk; | ogHa KapTouka 15
nepeHeceHne Ha KapToUuKM CNy>KeOHOWM KapTOoTEKM

41 |pepakTupoBaHWe NpegMeTHOW pyopuku; NpoBepka MPaBWbLHOCTM | O4HA KapTouka 50
npegMeTHON pyOpUKK, TOYHOCTb HanucaHus
OpraHusauus andaBuTHOro Karanora:

42 |nogbopka KapToukum Mo andaeBuTy daMunuii aBTOPOB WM | OAHA KapTouka 0,36
3arnaBuin Ans paccTaHOBKM B andaBuTHbIN KaTanor

43 |paccTaHOoBKa MpedBapuTENbHO MNOAOOPaHHbIX  KapTovek B| OfHa KapToudka 0,36
andaBuTHbLIN KaTanor

44 | pegaktvpoBaHve andaBUTHOMO Katarora; npoBepka pacCTaHOBKM | ofHa KapToudka 0,88
KapToyek, MNpaBWUibHOCTM [00ABOYHBLIX U CChINTIOYHbIX KapTOYEK,
ncnpaeneHme ownbok

45 |HanucaHue pasgenuTtens gns andaBuUTHOro KaTtarnora, ykasaHue OaVH 0,88
OykBbI, criora pasgenutens

46 |paccTaHoBka pasgenuTtenst B andaBuTHLIM kaTanor: noabopka OAWH 2,0
pasgenutens no andasuTy, nNOUCK MecTa pasgenutens,| pasgenurernsb
NMOCTaHOBKA, 3aKpensieHne CTEPXKHS
OpraHusaunsa cuctemaTU4eckoro karanora:

47 |nogbopka kapTO4vku MO MHAEKCaM, BHYTpPU pa3gena no andaeuty | ogHa KapTodka 0,42
damunuii  aBTOpPOB MMM 3arfiaBUn  aAnNA  pacCTaHOBKM B
cucTemMaTuyeckuin katanor
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48 |pacctaHOBKa npegBapuTenbHO NogodpaHHbIX  KapToYek B| OOHa KapToudka 0,42
cucTemMaTuyeckuin katanor

49 | pegakTupoBaHue cucTeMmaTuyeckoro KaTanora: npoBepKa | OAHa KapTo4ka 0,88
NpaBuUIbHOCTN HaMOMHEHUs pas3fernoB KaTanora No coaepXaHuio,
WHAEKCauMn U paccTaHOBKe, UCcnpaBrneHme ownbok

50 |peknaccudmkaumss cCUCTEMATUYECKOrO Kartanora: WcnpaBfeHne | ogHa KapToudka 10,0
WHOEKCOB, BHECEHWE N3MEHEHMI B andaBuTHbINA kaTanor

51 |HanucaHve pasgenuTena Ans  cucTeMaTuyecKkoro  Karanora: OOVH 1,0
yKkasaHue HauMMeHOBaHWSa pasfgena, nogpasgena wW Apyrux| pasgenutens
pasgenutenemn

52 |pacctaHoBka pasgenuTens B CUCTEMaTU4YecKum  KaTtanor: OAWH 2,0
nogbopka Mo MHOeKcam, MoMCK MecTa, MOCTaHOBKA, 3aKpenneHue | pas3genutenb
CTEPXHS
OpraHusauus npegMeTHOro kartanora:

53 |nogbopka kapTo4ku No NpegMeTHbIM pybpukam, BHYTpu pybpuk no | ogHa KapToudka 0,42
andasnTy hammnnin aBTOpoB UNK 3arnasunmn

54 |pacctaHoBka MpedBapuTenbHO NOAOOPaHHbIX  KapTovek B| OfHa KapToudka 0,42
npegMeTHbI KaTanor

55 | pegaktTupoBaHue NnpegMeTHOro kaTanora: npoBepka NpaBUbHOCTU | OAHa KapToyka 1,0
CCbIITOK, OTCbIMNOK, py6puK

56 |HanucaHue pasgenuTens Ana NpeaMeTHOro KaTtarora, ykasaHue OOVH 2,3
pyOpuWKK, OTCBISNIKA, CChISNKA pasgenutens

57 |pacctaHoBKa pasgenuTens B NpeaMeTHbIN KaTarnor, NoMcK MecTa, OAvH 2,0
NoCTaHOBKa, 3aKpenneHne CTepXH4 pasgenutens
OpraHusauus HyMepaLMOHHOro Katanora
HOPMaTUBHO-TEXHNYECKON JOKYMEHTaLUn:

58 |nogbopka KapTo4kmM NO BMAAM OOKYMEHTOB, YCNOBHbIM LM(POBLIM | OAHa KapToyka 4,3
0bo3HayeHnsAM, andaBuTy COKpAaLLEHHbIX Ha3BaHWM  CTpaH,
naTtuHckoMy andaBuTy (MHOCTPaHHbBIX CTaHZAPTOB), MO HOMepaMm
JOKYMEHTOB

59 | paccTaHoBKka NnpeaBapuTENbHO NOAOOPAHHbBIX KAPTOYEK B KaTanor | ofHa KapTodka 0,41

60 | pepakTupoBaHue kaTanora: nposepka npaBuMbHOCTU | OAHa KapToyka 2,6
Gubnuorpacpmyeckmx OMNUCaHUN, pacCTaHOBKW, UCMNpaBleHWe
oWnBOK; BHECEHNE [OMOMHEHUA U U3MEHEHMI B KaTasnor (0TMeHa,
3aMeHa, M3MeHeHusl, NpoAneHne cpoka OeNcTBUS C yKa3aHWeMm
NCTOYHMKA)

61 |HanucaHwe n paccTaHoOBKa pasgenurens OOVH 1,3

pasgenutens

OpraHusaumsa n BegeHve anekTpoHHOro Kartanora:
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62 | cBepka NOCTYNUBLUUX AOKYMEHTOB Ha AyONEeTHOCTb B NEKTPOHHOM | OAMH LOKYMEHT 1,6
Katanore
63 |npunucbiBaHMe NPOAOIKALWMUXCA WU3OaHUW B SMEKTPOHHbLIN | OAWH AOKYMEHT 1,6
KkaTanor
dopmupoBaHue Gmubnuorpaduyeckon 3anucu Ons 3MEKTPOHHOro |  oAdHa 3anucb
katanora; BBog B 6a3y OaHHbIX; 3arnofiHeHMe COOTBETCTBYHOLLUX
nonem:
64 | Nnpu HaNMYMM MakeTa NevyaTHOM KapTO4KK 0,36
65 | Npu OTCYTCTBMM NEYATHOWN KapTOUKM 0,42
66 |cocTaBneHne aHanMTUYECKOn 3anncu 3,5
67 | cocTaBneHne A06aBOYHBIX U CCbINIOYHbIX ONMUCAHUIA OfHO onuncaHue 0,88
68 |penakTupoBaHue bubnuorpadmyeckon 3anucu B 6ase gaHHeix AC; | ogHO onucaHue 1,3
BHECEHWE N3MEHEHWN
69 |BBOO MepedHsa npeaMeTHbIX pybpuk AJTY Kk cuctematudeckomy| oaHa pybpuka 0,36
KaTanory v reHepanbHOM CpaBOYHON KapToTeke
70 |BbIBOA Ha 3KpaH Bubnuorpaduryecknx 3anmcen OofiHa 3anucb 0,83
71 |pepakTupoBaHue pybpuk, HanonHeHne pa3genoB OfHa 3anucb 7,5
N3baTre kapToyek 13 katanoros
N3bsATUE KapTOYKM Ha WUCKIOYEHHblE U3 OMGnMoTeyHoro choHaa| ofHa kapTodka
OOKYMEHTbI:
72 |andasuTHOro KaTanora 0,42
73 | cucteMaTmnyeckoro kartarora 0,36
74 | npegMeTHOro Katanora 0,36
75 | HyMepaLuMOHHOro KaTarora 0,42
76 |n3bATME Bubnuorpadumyeckmx 3anmcen n3 ANeKTPOHHOTo KaTanora OfiHa 3anucb 2,0
TexHunyeckas obpaboTka JOKYMeHTa
HakneuBaHne Ha OOKYMEHT fMCTKa Cpoka BO3BpaTta, kapMalluka, | oguH AOKYMEHT
Apnblka:
77 | NUCTOK CpoKa Bo3Bparta 0,42
78 | Kapmaluek 0,42
79 | ApnblK 0,26
Hanucanue windpa Ha JOKYMEHTe U pribike: OAVH JOKYMEHT
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80 |Ha pokymeHTe 0,26
81 |Ha dapnbike 0,36
82 |nepeHeceHne opmMaTHOrO M cucTeMaTudeckoro wudpa C| OAUH AOKYMEHT 3,0
KapTOYKM Ha OOKYMEHT
83 |odopmneHne kapTouku Ons TUpaXupoBaHWA: onpefdeneHve U | OOHO HasBaHue 1,0
yKasaHue Tnpaxa
84 | kOppeKTUPOBKa KapTOYKN Nocre TUpaKMpoBaHUS OAHO Has3BaHue 0,42
85 | pacnpegeneHune KatanoXHbIX KapTOYeK Ha HOBblE MOCTYMNMEHUS MO | ofHa KapToudka 0,42
CTPYKTYPHbIM nogpasaeneHnsam nocne TmpaxmpoBaHus
86 |3anonHeHWe  KHWKHOro  dopmynspa:  ykasaHue  Wwudpa,| OAWMH KHWKHbIV 0,88
WHBEHTApPHOrO0 HOMepa [JOKyMeHTa, damunmm u WHMUManoB dopmynsp
aBTopa, ero HasBaHus, LeHbl, roga nsgaHus
87 |3anonHeHne KapTovkU MHAMKATOpa Ha OOKYMEHT, HanpasBnseMbli | OOUH MHOANKaToOp 0,88
B KHWroxpaHeHue: yKasaHue WHBEHTapHOro HomMepa, asTopa W
3arnasus, WwWndpa paccTaHOBKN
88 |3anonHeHvMe nepefaTodHOM BEOOMOCTM Ha NapTUO  HOBbIX | OOAWH AOKYMEHT 0,15
NoCTynneHun
Pa6ota B AC
BbIBOA Ha akpaH y4eTHbIX hOopM, pacnevaTka: ofHa copma
89 |nNncToB UHAMBMAYANbLHOIO y4yeTa AOKYMEHTOB 0,05
90 |nepegaTo4HOM BEOOMOCTU HOBbIX MOCTYNNEHUI 0,05
91 |kapTo4ku c Gubnmorpadmnyeckon 3anmcblo 4nst y4eTHOro kaTanora 0,05
92 | KHWKHOro chopmynspa 0,05
93 | KapTOuYKM MHAMKaTopa 0,05

lMpuMeyaHune: K HopMmaM BpeMeHU NPUMEHSIIOTCS NoBbILWaoLWme KO3MPULNEHTbI:
- Npw cocTaBneHun bubnmnorpadnyeckoro onMcaHnsa Ha JOKYMEHT, Ha TUTYNIbHOM NINCTE KOTOPOro YacTUYHO
OTCYTCTBYIOT AaHHble s bubnuorpadmueckon 3anveu - 1,13;

- npu 6ubnuoteyHom o6paboTke: KMHOPOTOGPOHOOOKYMEHTOB

- 1,21; HOTHBbIX,

KapTorpadmnyeckux,

nsonsgaHum - 1,15, cneumanbHbIX BUAOB HaYYHO-TEXHMYECKOW NUTEepaTypbl U AoKyMeHTauun - 1,10;
- npu paboTe C OOKYMEHTaMW Ha WHOCTPaHHbIX A3blkaxX, NpPW OpraHvM3auMn 1 BedeHWW KpaeBeaoqecKoro
kaTanora (kapToTeku) U GubnMoTevHOro kaTanora Ha MHOCTPaHHOM A3blke - 1,15.

4.4. Pabota ¢ hoHOOM

4.4.1. PaboTa no npmemMy JOKYMEHTOB

Tabnuua 67
N HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EnnnHuua Hopma
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n/n namMepeHns BpEMEHM,
MUH.

1 2 3 4

1 |lNpuem OOKYMEHTOB B CTPYKTYPHbIX NogpasaeneHnsax:

2 |npveM [OOKYMEHTOB W3 oOTAena KOMMMEKTOBaHWs, CBepka C| OaHa napTus 90,0
CconpoBOANUTENbHBLIM MaTepuanom

3 |perncrtpaumsi HOBbIX MOCTYMNMAEHUA MNEPUOSUYECKUX W3OAHWUA, | OOUH OOKYMEHT 0,4
NpocTaBneHne OTMETKN B PErmMCcTpaLmMoHHON KapToTeke

4 |npocTaBneHue LwTeMnensa CTPYKTYPHOro noAapasfeneHns Ha| OAuH OOKYMEHT 0,26
OOKYyMeHTe
Moabop AOKYMEHTOB AN pacCTaHOBKW B poHAe:

5 |nogbopka [OOKYMEHTOB MO KMacCMUKAUMOHHBIM  MHAEKCAM, | OOUH OOKYMEHT 0,52
aBTOPCKOMY 3HaKy

6 |nogbopka AOKYMEHTOB Mo dhopMaTy, UHBEHTAPHLIM HOMEpPaM OQVH JOKYMEHT 0,36

7 |nopbopka nepvoouyveckux u3gaHui no andasuTy HasBaHWAM, | OOUH AOKYMEHT 0,5
rogam, Homepam

8 |nogbopka cnewLBnaoB HOPMATUBHO-TEXHUYECKOW AOKYMEHTaLMN NO | OOUH AOKYMEHT 0,36
Knaccam, noAknaccam, rpynnam, noarpynnamM, WHBEHTApPHbIM
HOoMepam
PacctaHoBka 6ubnmnorteyvHoro coHaa:

9 |paccTtaHoBKa OOKYMEHTOB Ha cTennaxax B| OAWH OOKYMEHT 0,52
cucTemaTnyeckun-angaBuUTHOM nopsake

10 |paccTaHoBka OOKYMEHTOB Ha cTennaxax B| OOVH OOKYMEHT 1,3
dopMaTHO-MHBEHTAPHOM Nopaake

11 |paccTaHOBKa MNepuUOAMYECKUX M3OaHUN NOo andasBuUTy Has3BaHWW, | OOMH OOKYMEHT 0,52
rogam, Homepam
PacctaHoBka  HOPMAaTMBHO-TEXHUYECKOW  OOKYMEHTauum Mo | OAWH AOKYMEHT
Knaccam, noJknaccam, rpynnam, noarpynnam, WHBEHTapPHbIM
HOoMepam
KonnyecTBo AOKYMEHTOB B Nogbopke:

12 [1-5 0,52

13 |6-10 5,2

14 |11 -15 0,88
PaccTtaHoBka JOKYMEHTOB Ha MWKPOHOCUTENAX B MHBEHTAPHOM U | OOWH OAOKYMEHT
HyMepaLVOHHOM NopsiaKe:
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15 |npoBepka npaBuUrbHOCTU PACCTAHOBKM AOKYMEHTOB B OTAESIbHbIX | OOMH OAOKYMEHT 0,5
MaccuBax oHaa
16 |nepenBwxeHune (NepeHeceHne) JOKYMEHTOB Ha CBODOAHbIE MecTa | OAWH LOKYMEHT 0,4
17 |odopmneHne NOMoYHbIX pasgenuTenen; HanmcaHwe MoNOYHbIX OAvH 10,0
pasgenutenen pasgenutens
[MpumeyaHue: K HopMaM BpeMEHU NPUMEHSIOTCS NOBbILIaoLLMe KOSMDULNEHTDI:
- Npy nogdope u paccTaHoBKe KMHOMOTOOHOAOKYMEHTOB - 1,2;
- Npy nogdope u paccTaHOBKE HOT, KapTorpaduyecknx, nsonsganum - 1,5;
- npu paboTe ¢ AOKYMEeHTaMu Ha MHOCTPaHHbIX a3blkax - 1,15.
4.4.2. PaboTa no coxpaHHOCTM boHaa
Tabnuua 68
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThl EaovHuua Hopma
n/n n3mepeHuns BPEMEHMU,
MUH.
1 2 3 4
MpoBepka 6MbGNMoTeYHOro hoHaa:
1 |HanmncaHue KOHTPOSbHOro TanoHa Ha AOKYMEHT, yKaszaHue Ha HeMm OAWH TarioH 3,0
WHBEHTapHOro Homepa, wudpa, damMunmu, MHULMaNoB asTopa,
3arnasug, roga, MecTa usgaHus, LeHbl, MecTa XxpaHeHus
2 | MapKMpOBKa KOHTPOSMbHbIX TANIOHOB: YCTAHOBKA, rae y4TeH AaHHbIN OVH TaroH 8,0
OOKYMEHT (Yy4eTHbIW KaTanor, MHBeHTapHasi KHura), npocTtaBneHue
orno3HaBaTenbHOro 3Haka
Mogbopka KOHTPOSbHBLIX TANIOHOB: OIMH TaroH
3 | No MHBEHTapHbLIM HOMepaMm 0,1
4 | no andaBuTy hammnuin asTopoB Unn 3arnasun 0,1
5 | no knaccugrkaumoHHOMY MHAEKCY 0,1
6 |cBepka KOHTPOSbHbIX TanOHOB C WHBEHTAPHOW KHWUIOW, OTMeTKa O[IH TaroH 2,0
NpOBEpPKN Ha TaroHe U B KHUre
7 |cBepka KOHTPOJSIbHBIX TaNlOHOB C YYETHbIM WM andaBUTHbIM, OAWH TasioH 3,0
TonorpacuyeckMm Katanoramm, OTMeTKa Ha TarioHe U B KaTarore
8 |npocmoTp  oOpMbl  MHAMBMAYaNbHOMO  y4yeTa, BbISIBNEHWE | OOAWH OOKYMEHT 3,0
JOKYMEHTOB, He npoLuewnx NnpoBepKu
9 |cocTaBneHue KapToYKkM Ha OOKYMEHT, He NpoLueaLmnii NpoBepKu OAWNH OOKYMEHT 3,0
10 |noucKk OOKYMEHTOB, He npolwewunx MNpoBepPKY, MO pasfuyHbIM | OOMH OAOKYMEHT 20,0
yYeTHbIM hopmMam, KapToTekaMm, XKypHanam, KH/XKHbIM Nonkam
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CocTaBneHne cnucka HeaocTarLWmx B (bOHD,e OOKYMEeHTOB OOWUH CNNUCOK

KonnyectBo OOKYMEHTOB B CINUCKe:

11 |1 0,78
12 |2-10 8,3
13 |11-25 19,3

OT60p AOKYMEHTOB ANSA U3bATUSA 13 oHaA

MpocmMOTp AOKYMEHTOB Ha NpeamMeT n3bATUA N3 PoHaa: OAVH LOKYMEHT
14 | HenpoUIbHbIX 3,1
15 | pybneTHbIx 1,6
16 |ycTapeBWwMX No cogepxaHuto 3,1
17 |BeTxux 0,88
18 | manoucnosib3yemMbix, HENCNONb3yeMblX 2,6

MNoarotoBka OOKYMEHTOB K aKTUpPpOBaHUIO:

19 |nogbopka OOKYMEHTOB B MapTuM MO NPUYMHaM M3bATUS, CBEpPKA C| OOWH LOKYMEHT 0,36
KHWXHBIM (DOpMYnsipoM

20 |nogbopka KHWXHbIX (QOPMYNSPOB Ha [OOKYMEHTbl B Mopsdke | oauvH popmMynsp 0,42
WHBEHTapHbIX HOMepoB, andasuTa, XypHanel - MO rogam u
HoMepam
COCTaBfeHNe cnucka K akTy BblbbITUS (Nepegaym), noacyet obuer OfMH aKT

CYyMMbl, Od)OpMJ'IeHI/Ie aKTa, noraweHne MHBeHTapHOro Homepa u
wremnenst oubnmoTtekn Ha OOKYMeHTe; noALllnBKa akTtoB

KonnuectBo LOOKYMEHTOB B CMUCKe:

21 |1 0,78
22 |12-10 7,8
23 [11-25 19,3

MogroToBka OOKYMEHTOB B nepenner:

24 |oTOOp [OOKYMEHTOB [fnfsl Mepenneta; MpoBepka COCTOSAHWS | OAWMH LOKYMEHT 3,0
OOKYMEHTa; 3anonHeHne (CBepka) KHUKHOro popmynsipa

25 | nogBopka KOMMMEKTOB, CBA3KA B NaYku; 0opopMeHne JOKYMEHTOB | OOWMH JAOKYMEHT 2,6
AN nepefayv B nepennet

26 |MoAroToBKa OOKYMEHTOB K BOCCTAHOBIIEHWMIO: MOAOOP AOKYMEHTA, | OAWMH LOKYMEHT 10,0
aHanorm4yHoro noBpexaeHHoOMy, odopMneHne 3akasa Ha
KonmpoBaHue

KOHCYHbTaHTnﬂI-OC www.consultant.ru CrpaHvua 162 u3 223

Hafieé)KHasa npaBoBaa noaoAepXXKa


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

Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.05.2015

27

npmuemMm 3aka3a Mnocre KonnmpoBaHUA, MpoBepKa KayvecTBa KOMNUR;
noaroToBKa AOKYMEHTa K nepennety

OAOWH OOKYMEHT

7,0

28

npuem [OOKYMEHTOB W3 MNepensieta; CBepka MNOCTYMUBLLUX U3
nepenneta AOKYMEHTOB C KHWWKHbIM (pOpMynsipoM, nNpoBepka
KayecTBa MepenneTa; BOCCTAHOBIIEHWE 3arfaBusi; HanvicaHue
Lundgpa Ha Aprblke, KopeLlke JOKyMeHTa

OOWH OOKYMEHT

7,0

MogwmBka raseT n TOHKMX XypHarnos:

29

onpepeneHve cbopmaTa, BJIOXXEHME KOMMIIEKTA XypHalrioB B Manky
HY>XHOIo cpopmaTa, 3aBA3blBaHNE; BblIHECEHUE Lumcbpa, Ha3BaHWUA,
roga nsgaHusa, HOMepoB XypHarnoB Ha O6J'IO)KKy M KOPELUOK nanku

O[Ha nanka

3,0

30

packnagka raseTbl MO Ha3BaHWAM, MNpoKanbiBaHWe, BMOXEHWe B
KapTOHHYl0 0Bnoxky (mamky), MpPOLHYpOBKa, OdopMIIeHNe
06noxku (Ha3BaHue, rog, HOMep, MecsiL)

O[Ha nanka

50

Menkuin peMoHT coHAaa:

31

noaknenka [OKYMeHTa, KapMallKOB, SIpIibIkOB, BOCCTaHOBMEHUE
3arnaBui 1 UHON PEMOHT

O[Ha nanka

2,0-5,0

O6ecnbinmBaHne goHaa:

32

obecnbinMBaHMe OHAA C MOMOLLbLIO MNbinecoca; obecrneyeHue
paboyero MecTa TEXHWYECKMMU CpPEACTBaMU:  MbINIECOCOM,
paboynMm  CTONMMKOM, CTPEMSIHKOW, BEApPOM;  NpoBedeHue
obecnbinMBaHMsl, 3aHeCeHMe TEeXHUYEeCcKUX Cpeacte B MecTa
XpaHeHus

OHa Meporosika

12,0

33

py4dHOe obecnbinMBaHne (bOHﬂ,a; obecneyeHune pa6oqero MecCTa
TEXHNYECKMMN cCcpeacTtBamMu: CTpeMﬂHKOIZ, pa60‘-IVIM CTOJIKOM,
TENEeXKOoNn, BeOpOM, TpAnKamMun, NpoTmnpka, 3aHeceHne TeXHNYECKNX
cpencTB B MeCTa XpaHeHus

OHa Meporosika

9,4

MprMeyvaHue: K HopMam BpeMeHU NPUMEHSIIOTCS NoBbILLatoLmne Ko LNEHTbI:
- Np1 py4HOM oBecnbinMBaHMN hOHA HOTHbIX, KapTorpaduieckunx, nsonsagaHui - 1,2;

- npu obecnbinMBaHNM ¢ NOMOLLLIO Mblfecoca - 1,3.

4.4.3. N3yyeHune bmbnmoTeyHoro oHaa

Tabnuua 69

n/n

HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl

EanHuua
namepeHns

Hopma
BpeEMEHM,
MUH.

2

4

MoarotoButensHas paboTta no naydeHuto 6MdnNMoTeyHoro oHaa:

cocTaBrneHue nnaHa paboTtbl N0 u3ydyeHuto 6GubnmuoTedHoro poHaa
(vyacTtu dpoHaa)

OOWH nnaH

10,0
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2 |nogrotoBka WHCTPYMEHTapus no u3ydeHuto 6BubnmoteyHoro| opHa tabnuvua 10,0
doHaa; cocTaBneHve Tabnuubl MO  pasnNUYHbIM  acrnekTam
n3y4eHus
3 |nopbopka OGubnuorpacguyecknx nocobur, WUHGPOPMALMOHHLIX | OAHO nocobue 10,0
CMNUCKOB Ans NpoBeAeHus paboTbl N0 M3y4eHuto BMBNMOTEYHOro
doHaa
4 |npoBefeHUE WHCTpYKTaxa Ans npoBedeHust paboT no usydeHuto OaWH 10,0
BmbnmoTteyvHoro oHaa WNHCTPYKTax
Bbubnuorpadunyeckoe n3yvyeHne 6ubnmoTevHoro poHaa
OsHakomneHne ¢ copgepxaHueM Oubnuorpadgudeckoro nocobus,| oaHo nocobue
MHGOPMALIMOHHOIO crnucka Ansa npoBeAeHUs paboTbl MO U3YYEHUIO
61MbnmoTevHoro ooHaa
KonuyecTtBo Ha3BaHui B nocobun:
5 ]11-25 15,7
6 |26-50 34,0
7 |51-100 68,0
Ceepka kapToyku kaTtamora ¢ 6Gubnuorpadumyecknm onuvcaHuMeM | OfHa KapToyka
OOKYMEHTa, YyKasaHHOro B nocobuun; OoTMeTka O Hanuium
JOKyMeHTa B (hoHae:
8 |andaBuTHbIN KaTanor 2,0
9 |cucTemMaTnyeckun Kkatanor 5,0
10 |cocTaBneHne Gubnuorpacgmyeckoro onnucaHus Ha OoTCYTCTBYIOLLME | OOHa KapTo4ka 2,6
B OMGNMoTEKE OOKYMEHTHI
[MpoCcMOTp HaNOMHEHNST CUCTEMATMYECKOrO KaTarnora B pasfiMyHbIX | OfHa KapTodka
acnektax (nNo oTpacnsM 3HaHus, Buaam, rogam W ApYyrum
acnekram); conocTaBrieHvne Nony4YeHHbIX OaHHbIX c
TEMaTUKO-TUMONOrNYECKUM (nepcnekTMBHLIM) nnaHom
KOMMNIEKTOBAHUSA; YTOYHEHME, BHECEHME KOPPEKTMB B MaH
KOMMNIIEKTOBAHUSA
KonnyecTtBo KapToyek B ALLIUKE:
11 |1-500 43,0
12 {501 - 1000 85,0
13 | 1001 - 2000 173,0
Crartuctnyeckoe nsyvyeHme 6ubnmoTevHoro oHaa:
14 |3anonHeHwe cTaTUCTUYeCKMX Tabnu (MO cocTaBy, AUHaMuKe W | ofHa Tabnuua 10,0
CTeneHn MCrnonb3oBaHusa GubnmnoteyHoro doHaa) Ha OCHOBaHWUM
Y4ETHON JOKYMEHTaunm
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15 |pacyeT nokasatenen KHUroobecneyeHHOCTH, obpallaemocTy, OOVH 4,0
4ynTaemMocTu nokasartesib

16 |cnnowHon NpOCMOTP AOKYMEHTOB Ha cTennaxax, MoacdeT no | oAuH AOKYMEHT 0,84
KHWXKHBbIM hopmMynsipaMm mnm nucTkam cpoka Bo3BpaTta KosimyecTsa
KHUrosblgau

17 | mMapkuMpoBKa Heucrnornb3yemMon 4actun doHaa B 3aBUCMMOCTU OT | OOMH OOKYMEHT 0,26
MPUYUH, BbI3BaBLUNX HU3KYIO 0BpaLlaeMocTb

18 |3anonHeHune Tabnuubl MHTEHCUBHOCTH ucnonb3oBaHusa | ogHa Tabnuua 50,0
61bnmoTevHoro ooHaa
CocTtaBneHne v aHanu3 Tabnuy no udydeHunto OmMbnmMoTeyHoro
doHaa
CoctaBneHune Tabnuubl:

19 |no cocTtaBy, pa3BUTHIO U UCMOJTb30BaHNIO BMBIMOTEYHOrO hoHaa ogHa Tabnuuya 63,0

20 |no cTteneHn ucnonb3oBaHWs (PoHAA B pasnMyHbIX acnektax (B| opHa tabnuvua 68,0
oTpacneBoMm, No BUAaM U3gaHui U MHbIM acnekTam)

21 |no obbemy Heucnosnb3yemon 1 manocnpalmBaemon Yactn poHga| ogHa Tabnvua 63,0
N NpU4nHaM ee HakonmneHns
AHanua Tabnuupl:

22 |no cocTtaBy, pasBuUTMIO U UCMONb30BaHUIO BMBNMOTEYHOro hoHaa ogHa Tabnuua 56,0

23 |no crteneHu ucnonb3oBaHWs (PoHAA B pasnMyHbIX acnektax (B| opHa Tabnuvua 56,0
oTpacneBoMm, No BUAaM U3gaHui U MHbIM acnekTam)

24 |no cocTaBy WM BENMYMHE HEWCNONb3yeMon M ManocnpalMBaeMon | ogHa Tabnuvua 60,0
Yactu cboHaa 1 NpUYNHaAM ee HaKonneHus

25 |cocTaBnieHue nnaHa MeponpuaTUn peanusauuu npenrioXkeHnn no OOVH nnaH 161,0
pe3ynbTatam nsyyeHusa doHaa

MpumeyvaHue:
- BpEMs NPOBEAEHUS UHCTPYKTaXa B HOPMY BpEMEHU He BXOOUT;

- Npu paboTe C AOKYMEHTaMM Ha MHOCTPaHHbIX si3blkax K HOpPMaM BPEMEHM MPUMEHSETCA MOBbILIAKLLNA
KoadppuumeHT 1,15.

4.5. ObcnyxmBaHue ynutartenen

4.5.1. PaboTa c uMtatenem

Tabnuua 70
N HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EnnnHuua Hopma
n/n n3mepeHuns BPEMEHM,
MWH.
1 2 3 4
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3anuce yntaTtens B GubnmoTteky:

1 |npocMOTp [AOKYMEHTOB uuTatens (nmacnopT, YAOCTOBEpeHue,| OAMH yuTaTenb 2,0
NOPYYMTENBbCTBO); MPOBEPKA HaNMuMsl YYeTHO-PErMCTPaLVOHHON
KapToO4YkM  uyuTaTens; Bblgaya aHkeTbl AN 3anofIHeHWs!
nosib3oBaTtenieM C MoApoOHbIM TMOSICHEHMEM MO  3anoSIHEHMIO
nonen

2 |3anonHeHue dopmynspa uuTatens, YYeTHO-pPermcTpaumMoHHOM | OOMH YuTaTerb 2,0
KapTO4KM, Yntatenbckoro buneta

3 |o3HakomneHue  uyuTatens Cc  MpaBuiaMuM  MONb30BaHWA | OOWH yMTaTenb 5,0
BGubnuoTtekon, pacnonoxeHvem oHAa, CNPaBOYHbLIM annapaToMm,
3MNEeKTPOHHbIMU pecypcamMun (ayaAMOKHUramu, yaaneHHoiMu 6aszamu
AaHHbIX, AUckamu, bunsmorpadumen)

4 |nogbopka M paccTaHoBKa Mo andaBuTy amMunvin yutatenen | ofHa KapTouka 0,26
Y4YEeTHO-PErNCTPaLMOHHbIE KapTOYKM

Mepepeructpauus ymtatenemn:

5 |nouck copmynsipa (perMcTpauMoHHOW KapTOYkWM) 4uTaTens,| OoauH YuTaTesb 12,0
BHECEHMWE U3MEHEHWI B HUX W YnTaTernbCkuii ouneT

3anucb (nepeperncrtpauus) yutatenen B aBTOMAaTM3NPOBAHHOM
pexume:

6 |Habop Ha knaBuaType cCBeAeHWMA O uuTaTene: hamunua, uMms, | OOMH YMnTaTenb 6,0
OTYECTBO, XapakTepumsywowme ero npusHakm (obpasosaHue,
crneLmanbHOCTb U MHbIE MPU3HAKK), KOA

7 |KOHTPOMb 3a BO3MOXHbIM HanNWuuMem [aHHbIX O 4uTaTtene,| OAWH YuTaTenb 1,0
3anucaBsluemca B OubnuoTeky (paHee 3anucaH, fvleH npasa
Nnonb30BaHWs)

8 |odopmneHue Koga untTatenss ¢ KOHTPOSbHbIM Pa3psiAoM U CPOKOM | OAMH YuTaTernb 0,52
NMonb30BaHWUs 4YUTaTENbCKUM OUNETOM Ha OCHOBE BblOAHHON
MHopmMaunn

9 |BbLIBOA Ha NPUHTEpP CBEAEHMW O 3anucasBlUeMcs YuTaTtene B BUAe | OOMH vuTaTernb 1,3

OnaHka, Bblpe3aHue GrnaHka 1 BKIenka ero B Yitartenbckun bunet

PaboTa gucnetyepckow cnyxosbi:

10 |npuem u4uTaTenbCckoro TpeOOBaHWUSA; MpOBEPKA MNPaBUIbHOCTU OAHO 2,0
3anonHeHuss  TpeboBaHMs,  YTOYHEHWE  MecCcTa  XpaHeHusi| TpeboBaHue
OOKYMEHTOB; OTMeTka B [OUCMEeTYEepCKoM ceTke, nepegada
TpeboBaHWs B KHUTOXpaHEHMe

BbinonHeHne TpeGoBaHuii NnoTpebutene, Bolgadya AOKYMEHTOB U3
OCHOBHOTO KHUTOXpaHeHus:

11 |nonyyeHue TpeboBaHug, peructparms, noabopka mx no wudppam OAHO 3,0
TpeboBaHue
12 | nouck JOKYMeHTa, OTMeTKa Ha TpeboBaHUK, KHXXHOM hopmyrisipe, OAHO 5,0
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ancnetyepckon ceTke TpeboBaHue

13 |ycTaHoBneHWe MecTa HaxoXOeHWs HeHaWAeHHOro OOKyMeHTa no ofHO 7,0
CMpaBOYHbLIM KapToTekaMm, Kkatanoram TpeboBaHne

14 |Bblgavya OOKYMEHTa W3 OTAEeNa KHUrOXpaHeHust noTpebutento;| oouH OOKYMEHT 2,0
OTMEeTKa Ha KHWKHOM dhopmynsipe, TpeboBaHus

15 |nNpuHATME [OOKyMeHTa OoT noTpebuTens; MnOWCK  KHWKHOMO | OAWH LOKYMEHT 3,0
dopmynsipa, TpeboBaHus; noraleHne OTMETKM O Bblgauu
Bblgavya KOMMNEKTOB [OKYMEHTOB BO BpPEMEHHOE Mofb30BaHME
nogpasgeneHnsm 6nbnuoteku:

16 | odopmrneHue 3asiBKM Ha KOMMMEKT JOKYMEHTOB, NepefaBaemblili B| ofHa 3asiBka 50
CTPYKTYpHOe noapasgeneHve

17 |nogbop [OOKYMEHTOB B  KOMMMEKTbl; HamMcaHue BTOPOro| OAWH AOKYMEHT 40,0
aK3emnnsipa KHWKHoro popmMynsipa (MHAMKaTopa)

Bblgaya KOMMNEKTOB  JOKYMEHTOB, OTMETKA Ha  KHWKHOM | OOWH OOKYMEHT
dhopmynspe (vHamnkaTope) natbl BblAauu, AaHHbIX
noapasgaeneHunsi, NosnyyatoLero KOMnIeKT

KonuyecTBo JOKYMEHTOB B KOMMNIIEKTE:

18 |25 6,8

19 |50 13,5

20 (200 108,0
Mony4eHue KOMMMNEKTOB  JOKYMEHTOB  OT  CTPYKTYPHbIX | OAWH KOMMMEKT
nogpasgeneHni; MouUcK KHWXHOro dopmynspa (MHaukaTopa),
noralleHne OTMETKU O Bblaye, BIOXeHMEe ero B AOKYMEHT
KonmyecTBO JOKYMEHTOB B KOMIMIIEKTE:

21 |25 6,8

22 |50 13,5

23 | 200 108
O6cnyxnBaHWe ymMTaTenen B YATanbHOM 3are:

24 |npoBefeHue KOHCynbTauuin, Gecen C yMTaTeENAMM Yy KaTaroros, oJHa 10,0
KapTOTEK, KHWXKHbBIX MOMOK; MHPOPMMPOBAHNE YMTaTENEN O HOBLIX | KOHCYrbTaUuMs
noCTynneHusix, O paboTe OMEeKTPOHHOro Kartarmora, CTaHuun
camoobcnyxmBaHusa, o paboTe C SNeKTPOHHbIMU pecypcamm
yAaneHHbix 6a3 OdaHHbIX, O BO3MOXHOCTSIX paboTbl B JIMYHOM
kabnHeTe Ha canTe OWONMOTEKN, O MONb3OBaHUN [ETCKOMN
KOMHaToun
Mopbop AoOKymMeHTOB B noacobHOM boHAe 4MTanbHOro 3ana, | OAWH AOKYMEHT
nepegava Ha kadegpy Bblgauu:
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25 | no TpeboBaHuio YnTatens 3,0
26 | no ycTHOMY 3anpocy 3,0
27 | no onpegeneHHom Teme 3,5
Mogbop [OKyMEHTOB MO y4yebHOW MporpaMme Ha OCHOBaHWMW | OOWH KOMMIEKT
MakeTa KOMMIeKTa JOKYMEHTOB, BbldaBaeMbIX CTygeHTaMm, nogdop
y4ebHMKOB MO hakynbTeTaMm, Kypcam, rpynnam; CBepka KHWKHbIX
hOpPMYFSPOB C HA3BaHWEM KHUT, MHBEHTapHbIMU HOMepaMu
Konnyectso JOKYMEHTOB B KOMMNIIEKTE:
28 |10 4,0
29 |20 8,0
30 |40 16,0
31 |Bbljaya [OOKYMeHTa: CBepka BblgaBaemMoro [AOKYMEeHTa C| OAWH OOKYMEHT 2,0
yntTaTensckum TpeboBaHMeM; MpoBepKa HamuMuuMa  CTpaHuL;
BHECEHME 3anncyu Ha 4duTaTenbCcKoMm TpeboBaHUM (KOHTPOSbHOM
NINCTKE), BNOXEHME B YATaTENbCKNA BUMNET; paccTaHOBKa, OTMETKa
KHUroBblgauu
Bblgaya [OOKYMEHTOB: CBepka BbldaBaeMoro [AOKyMeHTa C
yntaTensckum TpeboBaHMeM; MpoBepKa HamuuuMa  CTpaHuL;
CkaHuMpoBaTb 4uTaTenbckui 6uneT; ckaHMpoBaTb BbldaBaeMble
KHUK; OTMeTKa KHUrOBbIOAuM; oTMeTKa CTaTUCTUKN
noceLaemMocTu:
32 |npuHATWE OOKyMeHTa: cBepka ero ¢ TpeboBaHvem (KOHTPOMbHbIM | O4UH AOKYMEHT 2,0
MIMCTKOM), MpOBEpKa COXPAHHOCTU AOKYMEHTA, Hanu4umsa cTpaHuL,
BHECEHMe OTMETKU O npueme
33 |nonydyeHve [OOKYMEHTa, 3aka3aHHOro uuTatenem B oOTAene| OAWH AOKYMEHT 0,5
KHUroxpaHeHus
34 |nepepjada  OOKYMEHTa, CAAHHOrO  4utateneMm, B oTAen| OAWH OOKYMEHT 1,0
KHUroOXpaHeHus
OT60p 1 Nnepegava JOKYMEHTOB Ha KONMMPOBaHME:
35 |oTbop [OOKYMEHTOB (OTAENbHbIX CTaTen) Ana nepefjadv Ha| OOWH OOKYMEHT 5,0
MUKPOUIbMUPOBAHME U KONMPOBaHWE
36 |noaroTtoBka OOKYMEHTOB K KOMMPOBaHWIO, OPOpMIieHMe 3akasa,| OAWH AOKYMEHT 3,0
permcTpaums B y4eTHbIX hopmax
37 |nonyyeHuve MuKpodunbMa W KOMWW, MNpoBepKa NpPaBUNbHOCTU OVH 3aKa3 50
BbINOMHEHNS 3akasa
O6cnyxnBaHue ymTaTenen Ha aboHeMeHTe:
38 |noabop AOKYMEHTOB ANS pekoMeHAauny YutaTensim OQVH JOKYMEHT 50
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Bblgavya [OKyMEHTOB uuTaTento, nouck dopmynsapa uutartens,
yKkasaHMe Ccpoka BoO3BpaTta, MpoOBepka HanuMuMsi  CTpaHuL;
obcnyxumBaHue

OAOWH OOKYMEHT

Bbligava OOKYMEHTOB. CBEpKa BblaBaeMoro p[JoKkyMmeHta C
YnTaTesibCKUM Tpe6OBaHMeM; npoBepka Hanun4na CTpaHnu;
CKaHunpoBaHue YUTaTEeJIbCKOro Ounera; CKaHunpoBaHune
BblJABAEMON  KHUIU; pacne4vyatka KOHTPOJIbHOIoO JIMCTKa C
YKa3aHmemMm CpokKa BO3BpaTa MU CMUCKa BblOaHHbIX KHUI, OTMETKa
KHUroBblga4n,; oTMeTKa CTaTUCTUKN NOoCeLaeMOCTN:.

39 | B3pocCsbix 2,7
40 |peten 3,2
41 |npoBepgeHue Gecenpl ¢ uymTatenem, UHPOPMUPOBAHME O HOBBbIX | OAWH YUTaTENb 50

NOCTYNNEeHNAX

MonyyeHne [oOKyMeHTa OT uuTaTens; BHECEHMEe OTMETKM O OAWH OOKYMEHT

npueme, npoBepka Hanmuuus CTpaHuL, BrOXEHWE KHWXHOrO

hopmynsipa; obcnyxuBaHue:
42 | B3pOCIibIX 1,8
43 | peTten 50
44 |npoAaneHne cpoka nonb30BaHWS AOKYMEHTOM; MOUCK dhopmynsipa | oauH popmynsp 3,0

yyutTatena, BHeCeHne OTMeTKM O NpoarieHUn cpoKa nosib3oBaHUA

I'IpmmeHaHme: K HOpMaM BpeEMEHU NMPUMEHAOTCA NoBblLLaoWmne KOS(b(bVILI,I/IeHTbIZ

- Npn 0GCNYXMBaHWUK YnTaTenNe KMHoGoTooHOOOKYMEeHTaMu - 1,2;

- Npy 06CcnyXMBaHUK YnTaTenen HOTHbIMU, kapTorpaduyeckumn, nomsgaHusmm - 1,15;

- npu 06CJ'Iy)KI/IBaHI/II/I yuTatenen cneumanbHbLIMU  BUOAMMU

JokymeHTauum - 1,1,

- npu paboTe ¢ AOKYMEeHTaMu Ha MHOCTPaHHbIX A3blkax - 1,15.

4.5.2. BHyTpeHHsAs paboTa

Hay4YHO-TEXHWYECKOW nuTepaTypbl U

Tabnuua 71
N HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
MNoaroToBka K Bblaaye:
1 |paccTtaHoBKka opmMynspoB uuTaTenem (Mo cpokam, Homepawm, | oauH doopmMynsip 1,0
andgasunTy)
2 |paccTaHoBKa coaHHbIX JOKYMEHTOB B hOHAE OTKPLITOro A0oCTyna OQVH LJOKYMEHT 2,0
3 | paccTaHoBKa caaHHbIX JOKYMEHTOB B (POHAE OCHOBHOIO XpaHEeHUsa | OAWH OOKYMEHT 3,0
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4 |noaBegeHue wuToroB paboTbl 3a npoledlnin AeHb, BHECeHue eXeaHeBHO 15,0
3anucu B AHEBHUK
5 |nogbop AOKYMEHTOB MO NpeABapUTENbHbIM 3akaszaM uYntaTenen v| OguH AOKYMEHT 3,0
nnaHam 4YTeHus
6 | IpPOCMOTpP HOBbIX NOCTYMNNEHUN ANA peKOMeHAaLMM YnTaTensim OAVH LOKYMEHT 2,0
7 |NpocMOTp M NONOMHEHNE KHUXHBIX BbICTaBOK, SLLMKOB CBOGOOHOrO | OOUH AOKYMEHT 3,0
BblIbOpa KHWI, TEMaTUYECKNX MONOK U CTENNaxen
8 |nogrotoBka paboyero mecTa exeHeBHO 10,0
PaboTta ¢ popmynsapom untartens:
9 |aHanu3 dopMynsapoB 4uTaTenewn, BbISBMEHNE YUTaATENbCKUX | OAWMH popMynsp 4,3
NHTEpecoB
10 |cocTaBneHue KapTOYKM ONS KapTOTEKUM YMTaTenbCKUX MHTEepPecoB;| OAHa KapToyka 0,86
COCTaBIieHne cnucka YMtaTenbCkMx nHTepecos - 1 3anuck
11 |3anucb B dopmynspax (MHbIX [OOKYMEHTax) O pesynbTatax| OfHa 3anucb 3,6
aHanusa YTeHus 3a onpeeneHHbIn nepnog
12 |3anucb B pOHeBHMKe 6OubnNMoTekapsa O AMHaMUKe YTEeHUs W | OofHa 3anucb 9,2
WHTepecax yutartens (rpynnbl Yutatenen)
PaboTa c uMtatenamu, He BO3BpaTMBLUMMW AOKYMEHTbI B CPOK:
13 |npocMoTp M OTOOp HOPMYMAPOB uYMTaTeENENn, He BO3BPATMBLUMX | OAUH bopMynsap 1,0
OOKYMEHTbI B CPOK
14 |HanucaHue OTKPbITOK-HAaNOMWHaHWA O BO3BpaTe [AOKYMEHTOB; | oAUH bopMynsp 6,0
OTMeTKa faTbl HaNnoOMUHaHUA Ha opmynsape
15 |onoBeleHne (No TenedoHy, SMEKTPOHHOW MoyTe) uutaTtensi, He | oauH oopmMynsap 5,0
BO3BpPATMBLUErO AOKYMEHTbLI B CPOK; OTMETKa AaTbl HANnoMUHaHWS B
dopmynsipe
KoHTponb 3a cpokamm BO3BpaTa [OKYMEHTOB B
aBTOMAaTU3MPOBAHHOM PEXUME:
16 |[BbIBO4 Ha nNpPUHTEp MO YCMOBWSAM CNUCKa JuTaTenenm wu O[lHa 3anuncb 0,16
abOHEHTOB-3a0KHUKOB
17 |cocTtaBneHue cnucka 3agosKHUKOB oHa 3anucb 0,16
18 |pacnedaTtka Ha NpUMHTEPE HaNOMUHaHWA abOHEHTaM WM yuTaTensm | ofHa 3anuchb 2,2
0 Cpoke BO3BpaTa (agpec, Ha3BaHUs B3STbIX JOKYMEHTOB)
19 |n3baATME M3 0a3bl JaHHbIX CBEOEHUN O 3aHATOCTM BO3BPALLEHHbIX | OAHAa 3anucb 0,4
OOKYMEHTOB
OdopmneHne noncka 3agomKHNKOB Yepes CyAa:
20 |cHaTMe konum C dopmyndpa uyuTaTens; YTOYHeHue aBTopa,| OAWH OOKYMEHT 2,7
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HasBaHWs, WHBEHTAPHOIO HOMepa, UeHy [dOKYMeHTa, He
BO3BpALLEHHOTO B  CPOK; MNepevyuncrieHMe rocrnownmnHbl  3a
odopMneHne UCNONHUTENbHBLIX HAANUCEN; Nepedaya aena B cyq
21 |nonyvyeHne 1 odopmreHMe [OOKYMEHTOB U3 HoTapuanbHOW | OAWH AOKYMEHT 2,7
KOHTOpbl (NpOCTaBfeHMe HoMepa pac4yeTHOro c4yeTa, HoMep
NCMNONMHUTENBbHOW HagmmcK)
22 |cocTaBneHue akta Ha onnaTty yYepes3 cyq YTepsHHbIX AOKYMEHTOB | OAWH LOKYMEHT 2,7
(MpunoxeHue K akTy - hopmynsap umtaTens)
[Mprem JOKYMEHTOB B3aMeH YTEPSHHbIX:
23 |nouck uyuTaTenbckoro opmynspa; BHeCeHMe COOTBETCTBYHOLLEN | OOUH AOKYMEHT 10,0
3anucu B opmynsp, TeTpagb ydeTa KHUM, MNPUHATLIX B3aMeH
YTEPAHHbIX
24 | npocMOTp OOKYMEHTa, NpeanaraemMoro B3aMeH yTepsHHOro OOVIH AOKYMEHT 2,0
Pabota c oTkazamu:
25 |y4eT wn Kknaccudukauus  OTKas3oB: OTMETKa Ha  NUCTKe 0QHO 1,6
ynTaTenbckoro TpeboBaHUsA NPUYNHY OTKa3a TpebosaHue
26 |paccTtaHoBKa ymTaTesibCKNX TpeboBaHui B KapToTeky OAHO 0,32
"HeyQoBNeTBOPEHHbIN cnpoc” TpeboBaHue
27 |aHanu3 OTKa3oB, COCTaBIieHWE CBOAKM OTKa30B B OTpacreBoM OAMH OTKa3 1,0
paspese (NO npuyMHaMm oOTKasa WM MepaMm WX NUKBUZALMU U
npeaynpexaeHus)
28 |coctaBneHne 6uMONMoOrpadnyeckoro OMMcaHus Ha [AOKYMEHThI, OfHO 2,0
nmerLme Hambornbllee YMCno OTKa3oB, M nepefadva KapToyku B | bubnuorpaduue
OTAEen KOMMNIEKTOBAHUSA Ckoe onuncaHue
4.5.3. BHecTaunoHapHoe obcnyxusaHune
Tabnuua 72
N HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHMU,
MUH.
1 2 3 4
OpraHu3auns 6ubnmnoTeYHbIX MyHKTOB, NepeaBwKHbIX BubnmoTek:
1 |3aknioveHne gorosopa mMexay 6ubnvoTekon n opraHv3aumen, rae | OOVH JAOroBop 270,0
OyLeT oCyLLeCTBNATLCSA BHECTALMOHAPHOE OOCMNyXNBaHNe
2 | ocopmneHne opmynsipa GUGIMOTEUHOrO NyHKTa OAVH hopmynsap 13,5
3 | odopmMneHue narnky ¢ JOKYMEeHTamu (4OroBop, AOBEPEHHOCTb Ha ofHa narka 13,5
nonyyeHue KHur, (hopmynsapos GUBNNOTEHHOrO NyHKTa, OTYETOB)
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4 |cocTaBneHue cxembl pasMmelleHus BUBNUOTEYHbIX MNYHKTOB Ha o[lHa cxema 126,0
TeppuTopun ropoaa, paroHa
5 |coctaBneHne rpacmka obmeHa [OOKYMEHTOB, HaxOOsAWMXCS B| OAWH rpadouk 18,0
BMBNMOTEYHBIX NYHKTax, NepeaBuKHbIX Bubnuotekax
6 |cocTaBneHune nnaHa MeTOANYECKOMN NOMOLLIN OOVH nnaHa 46,0
onbnunoTtekapamM-o6LLECTBEHHNKAM
7 |odopmneHne oObsiBNEHMS O OHAX M 4Yacax  paboThbl OAHO 12,0
OMOIMOTEYHOro NyHKTa, NnepeaBmkXHOM Gbnmnoteku obbsiBrNeHne
Mogbop KOMNMEKTOB OOKYMEHTOB Ans OMBrMOTeYHOro nyHKTa,
nepeaBmwkHON GUbNMoTekn
Mogbopka KoMMneKkTa JOKYMEHTOB OOWH KOMMIEKT
KonnyecTBO JOKYMEHTOB B KOMMNIIEKTE:
8 |10 15,0
9 (30 45,0
10 {100 148,5
11 |Bblgada OOKYMeHTa B OUONMOTEYHbIN MYHKT, OTMETKA B KHWKHOM | OOWH LOKYMEHT 2,0
dopmMynsipe AaTbl Bbligayun, HOMepa MyHKTa
12 |3anucb B dhopmynsap 6ubnMOTEYHOro nyHKTa pAaTbl Bblgayn| OOHa 3anucb 1,0
OOKYMEHTOB, KONMUYECTBA BbldaHHbIX W BO3BPALLUEHHbIX B
cTauMoHap JOKYMEHTOB
13 |paccTaHOBKa  KHWXKHbIX  (OPMYyNsipoB B KapTOTEKY  3a| OAMH KHWXKHbIN 0,4
pasgenuteneMm curnbl  GUBNMOTEYHOrO MyHKTa, MNepeaBVXXHON dopmynsap
6ubnuoTekn, BHyTpK No andasuty haMmmnun asTopos
14 |npuem [OOKYMEHTOB M3 OWBNMOTEYHOro MyHKTa, MEPeABWKHOW | OOMH OOKYMEHT 1,6
6ubnuoTekn: NpocTaBrneHNne OTMETKM O MpUeEME, BIIOXEHUE
dopmynsipa B LOKYMEHT
4.6. O6cnyxmBaHue no mexobubnuotevyHomy aboHemeHty (MBA)
Tabnuua 73
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3MepeHus BpEMEHWN,
MWH.
1 2 3 4
O6cnyxuBaHune yntatenen 6ubnuotekn no MBA:
1 |peructpaumsa ymtatens, nonb3syouwerocs MBA OOVH YuTaTenb 1,35
2 |3anonHeHue 6naHka-3akasa, MNpOCTaBfeHWE perncTpaumoHHOro OVH 3aKa3 2,2
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HoMepa, aathbl

3 |yTOYHEHMe yKa3aHHbIX YuTaTeneM CBedeHVWA O 3aka3aHHOM OOMVH 3aKas3 1,6
OOKYMEHTe, Lenu 3anpoca, WCTOYHMKE, OTKyAa MNoSy4veHbl
cBefeHus
Bubnuorpacduyeckas nopaboTtka 3akasa; YTOYHEHVE

onbnuorpadunyecknx cBegeHUN:

4 | no cnpaBoOYHbIM N30aHNAM 27,0
5 |npu nomoLuM aBTOMaTU3NPOBAHHbIX CPEACTB 0,22
6 |nNpoBepka HanmuMuus 3anpawmBaeMoro AOKYMeHTa B OMOnMoTekax | OAuvH AOKYMEHT 10,2

ropoaa, obnactw, pernoHa, B TOM 4mucrne no CBOAHbIM KaTtanoram

7 |HanpaBneHue OrnaHka-zakasa C MPOCTaBfEHHONW  OTMETKOM OAMH 3aKas3 0,27
(wtemnenem) "B ropoge Het" B OTpacneBOW, YHMBEPCAarbHbIN
UeHTp unu B 6mbnmoTeky (opraH uWHopmauun) No AaHHbIM
CBOAHbIX KaTanoros

8 |3anuck cBegeHui 0 HanpaBneHun 3akasa no MBA (HaumeHoBaHue ofHa 3anucb 1,4
bnbnmoTekn, aata) Ha 060poOTHONM CTOPOHE GraHka 3akasa

9 |nomelleHne bnaHka-3akasa B "KapToTeKy 3anpocoB yMTaTenen no 0fHO 0,32
MBA" 3a pasgenutenem "3anpocbl no MBA, HanpaBneHHole B| TpeboBaHue
apyrve oubnmortekn”

10 |npuem OOKymeHTOB, npucnaHHelx no MBA; pacnevatka| ogouH OOKYMEHT 3,8
Gangeponu, npoBepka COCTOSIHUS [OKYMEHTOB, OTMeTKa naThbl
nony4yeHUss M HasBaHMA OMONMOTEKW, BbICMABLUEN [LOKYMEHTbI,
WHBEHTApPHOr0 HOMepa, Cpoka MoMb30BaHWUs;  pPasMecTUTb
OnaHk-3aka3 K3 pasgena kaptoteknm "3anpocbl no  MBA,
HanpaBrneHHble B apyrve 6ubnuotekn" B pasgen "lMonyyeHHble no
MBA n3ganuns"

11 |onoselleHne YnTaTens O MOMy4YeHUn 3anpoLLIEHHOro AOKYMEHTa U | OHO U3BellleHne 1,35
CpOKe Monb30BaHUsA UM

12 |Bblgava yntaTento nonyvyeHHsIx no MBA fOKYMEHTOB B UMTaNbHOM | OOMH OOKYMEHT 1,0
3ane (B cnyxebHomM nomelwleHun OuBNMOTEKN);  CcBepka
BblJABaeMoro JOKymeHTa ¢ 6naHKoM-3aka3om, NpoBepka Hanm4ms
CTpaHuL, U COCTOSAHNE AOKYMEeHTa, OTMeTKa BblAaun

13 |npvem [OKyMeHTa OT u4uTatenss B YMTanbHOM 3ane; CBepka| OAWH LOKYMEHT 0,5
OOKYMeHTa C 4YacTblo OnaHka-3akasa, MpoBepKa COXPaHHOCTU
OOKYMEHTa, OTMeTka O [MpuemMe, MOMeLleHne [OOKYMeHTa B
creumanbHO BblAeNIeHHOE MEeCTO (3aKpbITbIi LwKad)

14 |un3BneveHne OnaHka-zakasa M3 KapTOTEKW, 3anucb CBeAEeHUN 00| OAMH NUCTOK 1,0
oTnpaBke uM3gaHua (gata, HOMep MOYTOBOro OTNpPaBreHus); TpeboBaHus
nepectaHoBka nuctka w3 pasgena "lonyyeHHble no MBA
usgaHuns" B pasgen "BosBpalleHHas nutepatypa”

15 |noaroTtoBka K oTnpaBke AOKYMEHTOB B| OOWH OOKYMEHT 3,6
OnbnmoTeky-thoHaoaepxkaTenb 3aka3HoW OaHAeponbio; ynakoBKa
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OaHgeponu, B3BelUMBaHWE ee, HakneumBaHue Mapku (ecrnvm Het
LeHTpann3oBaHHOW onnaTbl MEepechbinikK), HanucaHve agpeca,
CoCTaBneHMe onucu

16

paboTa c oTKasamu; npu nonyyeHun oT
6ubnnoteku-coHgogepxatena wusBeweHns o6 oTkase unu
3aJepXKke BbINOMHEHMS 3anpoca: W3BMeYeHue U3 KapToTeku
GnaHka-3akasa, ykasaHve Npu4uHbl 1 gaTbl OTKaza Ha 06OpPOTHOW
CTOpOHe, nepecTaHoBKka W3 pasgena "3anpocbl no MBA,
HanpasneHHble B Apyrne bubnuotekn" B pasgen "OTtkasel no MBA"

OOWH OTKa3

1,03

17

coobueHne B oTaen obcnyxuBaHUs O MONy4YyeHUM OTkasa (gata,
npu4ynHa)

OOWH OTKa3

1,35

O6cnyxunBaHune aboHeHToB Nno MBA

MNpunem 3akasos:

18

Mpw OTCYTCTBUN HOMepa aboHeHTa Ha BnaHke-3aka3e npoBepka no
KapToTeke aboHEeHTOB, aGOHMPYeTCA N AaHHas opraHu3auus

OMH OTKa3

1,0

19

opraHusaums  aboHupyeTCsi:  MpoCTaBfieHMe  HoMmepa  Ha
GnaHke-3aka3e, cBepka agpeca, Ha3BaHus opraHv3aumn, haMmmnum
oTeeTcTBEHHOro no MBA, BHeceHne n3mMeHeHuin B KapTOYKM

OOWH OTKa3

3,6

20

nepBunYHoe obpalleHne aboHeHTa B TeKyLLEM rody: NpocTaBreHne
B KapTouyke roa obpalleHus, gaty

OOWH OTKa3

3,6

21

odopmneHne aboHeHTa (opraHm3auusa paHee He aboHupoBanach):
npucBoeHne  aboOHeHTYy  HOMepa,  3amnoflHeHMEe  KapTOuku
peructpaumm aboHeHta MBA un pasgenutens (dopmynsp),
yKasaHue MOfHOro HauMMEeHOBaHusi GuBNMOTEKU, MOYTOBOro
agpeca, TenedoHa, damunnn, MMeHu, oT4ecTBa OTBETCTBEHHOIO
nvua, Aatbl OTKPbITUS U HOMepa aboHeHTa

OOVH aboHeHT

50

22

paccTaHOBKa PErMCTPaLMOHHbBIX KapTOYEK B KApTOTEKY

ofHa KapTouka

0,32

23

O(bOpMJ'IeHl/Ie n3BeleHnAa ana aboHeHTa (CTaH,EI,apTHoe
n3selleHne ob OTKPbITUN a60HemeHTa); 3anpoc HegocTawLwmx
cBedeHun ona KapTOTEKN TUNOBbIM MMCbMOM

OHO n3BeLlieHne

1,6

24

npoeepka NpaBUIIbHOCTM 3arnosiHeHNs braHka-3akasa,
3ag0smKeHHoCcTn aboHeHTa, npocTaBneHne Ha obopoTe 1-i yacTu
OnaHka-3akasa (CTp. 2) cBoero wTemMnenss u gatbl NONyyYeHus
3akaza B pybpuke "CniykebHble oOTMETKM OubnuoTtekaps" npwm
BbIMOSIHEHNN U NepeHanpaBlieHMn 3aka3a B CTpoke "panoH, ropoa”

OaVH
OnaHk-3aka3s

3,8

25

nepegava Ha yy4actok paboTbl C  OTKasaMy  HemnpasuIibHO
0hOPMIIEHHbIX 3aKa30B U 3aKka3oB aboHEHTOB-3a40HKHUKOB

OauvH bnaHk

0,43

26

wncpoBka 3akazoB aboHeHTOB; nogbopka OnaHKOB-3aka3oB MO
andaBuTy, NPoBepKa HaNM4ust 4OKyMeHTa Mo katanory

oauH BnaHk

2,7

27

NMoAroTOBKa [OKYMEHTa K Bblgaye: cBepka [JOKyMeHTa ¢
GnaHKoM-3aKka3oM, MpOBEpKa HanuWuusi CTpPaHUL, WU COCTOSIHMS
[OKYMeHTa, NpocTaBrieHne Ha GraHke-3akase WnUgpa JOKYMEHTa,

OOWH OOKYMEHT

14

KoHcynbTaHTINNOC www.consultant.ru

Hafieé)KHasa npaBoBaa noaoAepXXKa

Crpanuua 174 n3 223


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

Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.05.2015

YKa3aHune MHBEHTapHOro HomMepa, Konn4ectBa OOKYMEHTOB, OaThbl
BblAa4yn; npocTtaBnieHne LwtemMmnensa OnbNMoTEeKN C HasBaHUEM W
MOYTOBbLIM aapecoM, yKa3aHue cpoka BO3BpaTa, MpoCTaBlieHue
Homepa 6aHaeponu BHU3Y

28

NOCTaHOBKa 3aka3a Ha o4epenb (B cny4yae 3aHATOCTU I/I3,El,aHVIFI);
OoTnpaBka n3BeLlleHnA aGOHeHTy

OOWH 3aKa3

1,6

29

nepegavya mMsgaHus Ha KOnNupoBaHue (Npu 3aka3e Ha parmMeHT
n3gaHus: ctatbs U3 XypHana, cbopHuka)

OAMH 3aKa3l

2,7

30

OoTrnpaBka [OOKyMEHTOB aboHeHTam: ynakoBka 6GaHgeponu,
B3BELUMBAHWE, HaKNeMBaHME Mapku, HanucaHue apgpeca,
cocTaBreHne onucu

OOWH OOKYMEHT

2,5

31

paccTaHoBka 6OnaHkoB-3aka3oB (1-9 4acTb) Ha BbldaHHblE
OOKYMEHTOB (BbICMaHHbIE) B KApTOTEKY 06CNyXMBaHWs abOHEHTOB
B pasgen "BoigaHHble no MBA nagaHms"

OOWH OOKYMEHT

0,32

32

ounbnuorpadmnyeckas gopaboTka  HEBbLIMOMHEHHbIX  3aKa30B;
YTOYHEHNe Oubnuorpadmyeckux CBeOEeHUN MO  CNpaBOYHbIM
n3gaHnam

OOWNH OOKYMEHT

3,2

33

BbiABNEeHNEe Hannyna 3anpaimBaemMoro JoKymeHTa B ounbnuotekax
ropoaa, pervoHa

OOWH OOKYMEHT

10,2

34

ocbopMIieHne 3akasa K nepeHanpaBrieHnio B apyrue 6ubnuoTeku;
yKkasaHMe Ha OOOpPOTHOW  CTOPOHE MNpPUYMHBI W AaThl
nepeHanpaenieHnsi, OTMETKM O TMpoBepke MO CrpaBOYHbIM
nsgaHuam, curnbl GubnuoTek-choHaodepaTenen no CBOAHOMY
kaTanory

OOWH 3aKa3

2,7

35

oTnpaeka aboOHEHTY M3BELLEeHUst O MNepeHanpasfeHnn 3anpoca c
ykasaHuem OMONMOTEKM, B KOTOPYIO OH HamnpasIeH

OAHO n3BeLlleHne

1,6

36

perucrtpaums otkasa B YYeTHbIX dopmax; oTrnpaBka abOHEeHTY
GnaHka-3akasa B Cry4Yae HEBO3MOXHOCTU BbIMOJIHEHUSI C OTMETKOM
0 MpUYMHE OTKasa B COOTBETCTBYHOLLEN pybpuKe

OMH OTKa3

3,6

37

npvem [OOKYMeHTa, BO3BpPaLlEHHOro abOHEHTOM; MOJlyYeHUe Ha
noyte, pacnevyatka 6aHOeponu, NpPoBepKa COCTOSIHUSA OOKYMEHTa,
nsBrevyeHne OnaHka-3akasa U3  KapTOTEKM  OOCNyXMBaHWA
aboHEHTOB, YyKaszaHMe Ha Hem pfaTbl Bo3BpaTa [AOKYMEHTa,
nepectaHoBka OnaHka-dakasa B pasgen "BosspaleHHas
nutepatypa"

OOVH JOKYMEHT

3,2

38

KOHTPOJIb 3a CpOKaMn nNnonb3oBaHNUA OOKYMEHTOB, BbldBlIEHNEe
AOOJKHUKOB, HanpaBJieHne HanoMuMHaHuUn

OOVH JOKYMEHT

1,6

BbinonHeHune pabot B AC:

39

dopmMnpoBaHme 6a3sbl OaHHbIX 06 aboHeHTax no
COOTBETCTBYIOLLEN hopMe, BBOA MHPOPMALMK O HOBOM aboHeHTe

OOVH aboOHEeHT

54

40

nouck B 6ase AaHHbIX cBefeHUn 06 aboHMPOBaHMU OpraHn3aunu;
BHECEHNE N3MEHEHUI

0OVH aboHeHT

3,6
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41

BBOA MHOpPMaLMK O NpreMe 3aKa3oB OT aGOHEHTOB

OOVH aboHEeHT

0,27

42

BBOA VIHd)OpMaLI,VIVI O nepeHanpaslieHnn 3akKasa,
NPUHTEP U3BELWLEHNA O NepeHanpaBlieHNN 3aKka3a

BblBOO Ha

0OVH aboHeHT

1,6

43

BBOA [aHHbIX O MOCTAHOBKE 3aka3a Ha odepedb; CoobLUeHue
aboHeHTy

OOVH abOHEeHT

1,6

44

perncrtpauna BblAaHHbIX a60HeHTy OOKYMEHTOB, MpocTaBrieHne
CpOKa BO3Bparta

OOWH OOKYMEHT

2,7

45

yoaneHne n3 Mmaccmea gaHHbIX O BO3BpaLleHHOM OOKYMEeHTe

OOWNH OOKYMEHT

0,16

46

KOHTpONb 3a Ccpokamu BO3BpaTa [JOKyMeHTa: MOoUcK u oT6op
JaHHbIX B MamsTW MaluWHbl O 3aJ0IDKHUKAX, BbIBOA HYXHOM
MHpopMaUMM Ha NpUHTEP, pacneyaTka CMUCKOB C YKaszaHWEM
agpeca aboHeHTa

0OVH aboHeHT

2,7

4.7. MaccoBas paboTta

Tabnuua 74

n/n

HanmeHoBaHune npouecca, onepauun. CoctaB pa6OTbI

EavHnua
n3mepeHuns

Hopma
BPEMEHM,
MWH.

2

4

MoaroToBKa MaccoBbIX MEPONPUATUIA

OnpepeneHne Tembl, cocTaBa ayauMTopuu, OTBETCTBEHHOIO 3a
MeponpusTMe B  LEefoM, COCTaBfeHue nraHa noAroToBKW
MEpONpUSATUS,, BOMPOCOB AN OOCyXAeHus, npurnaweHue
KOHCYNbTaHTOB, NEKTOpPOB, nNoabopka [OKYMEHTOB MO Teme
MEepOoNpUSATUS; OpraHu3auus BbICTaBKW nuTepaTypbl, anbbOMOB;
onoBeLlleHne 4uTateneM O MeponpusaTUM  4Yepes  aduiun,
nybnukaumm B neyatu, NO pagvo, TeneBuAEHWIO, 4epes
3NEeKTPOHHYI0 pacchbifiky; BbISIBIEHWE BbICTYMaKWUX; neyatb u
pacnpocTpaHeHne npurnacuTenbHbiXx OWNeToB, W3roToBMEHUe
PEKBU3NTOB,  KyKOn,  Aekopauui,  KOCTIOMOB;  MOAroToBKa
nomeLlleHns; NpoBefeHne coBellaHus Nno uToram noaroTOBKN U
npoBeaeHus MeponpusaTUi, odopMneHune npoTokona,
coCTaBfneHne 1 onybnukoBaHue  WTOrOB  NPOBEAEHHbIX
MEpPOMNpUATUIA:

ofHO
mMeponpusitTue

yuTaTenbckasi KOHpepeHuns

4900,0

NUTepaTypHO-XyA0XKECTBEHHbIN Beyep, BeYep OTpaclieBON KHUIK,
auenyT

3340,0

BEYep BOMPOCOB Y OTBETOB, YCTHbIV XKypHar

2600,0

knyb6 no nHTepecam

2600,0

OETCKUN YTPEHHUK

3900,0
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6 |BMKTOpPWMHA, KOHKYPC, Urpa-nyreLwecrame 3900,0
7 |BbICTaBKW OETCKOro TBOpYecTBa 2280,0
8 |nutepaTtypHo-no3HaBaTenbHOro 3aHatua o 30  yenosek 1800,0

(rpynnoBoro)
9 |ypoka TBOpYecTBa (MacTep-knacca) 960,0
10 |komMaHgHow urpbl-kBecTa (cBbiwe 30 Yenosek) 4800,0
11 |kBecTa gns ogHom rpynnbl o 30 yenosek 2400,0

OpraHn3aums KHKHbIX BbICTaBOK

CocTaBneHve nnaHa opraHu3auMuM W MPOBEAEHUSI BbICTaBKY;

BbISIBIIEHNE U OTOOP JAOKYMEHTOB; NMOArOTOBKA COMPOBOAUTESLHOWM

[OKYMEHTaL MK K BbICTaBKe; CO3aHNe Xy[OoXEeCTBEHHOro MPOeKTa;

MOHTaX BbICTaBKM; OpraHusauus WHMOOPMALMNOHHO-PEKNAMHOW

paboTbl No

nonynsipusaunm BbICTaBKU; NOABEAEHNE UTOTOB paboThbl

Tematuyeckne  BbiCTaBkm  06webubnmMoTeyHoro  Macwraba, | ofgHa BbiCTaBKa

opraHusyemble Ha poHaax GubnmoTeku:

Konun4yecTBo 3KCrnoHaToB:
12 {1-50 560,0
13 |51 -100 1120,0
14 (101 - 200 2240,0

BbicTaBku no onpegeneHHoOM OTpacnvM 3HaHUW UM Teme,

opraHusyemble

Ha coHae 6rubnuotekm ofHa BbICTaBka

KonunyecTBo 3KCMoOHAaTOB:
15 [1-50 310,0
16 |51-100 940,0
17 (101 - 200 1920,0

Ha ¢oHpge otaena O[Ha BbiCTaBKa

KonuyecTBo 3KCNoHaToB:
18 [1-25 180,0
19 (26 -50 360,0
20 |51-100 720,0
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BbicTaBku, MOCBSALLEHHbIE XWU3HU N OEATENbHOCTU BbIOAMOLIUXCS | OOHA BbiCTaBKa
nogen ("nepcoHanun")
Konun4yecTBO 3KCMOHATOB:
21 |1-10 47,0
22 |11-25 110,0
23 |26 -50 210,0
BbicTaBku Ha nomnkax ctennaxemn OflHa BbICTaBKa
KonunyecTBo akCnoHaToB:
24 |1-5 25,0
25 |6-10 44,0
BbicTaBku HOBbIX NOCTYNIEHUNA OflHa BbICTaBKa
KonunyecTBo akCnoHaToB:
26 |1-25 40,0
27 |26 -50 72,0
28 |51 - 100 160,0
PaspaboTtka 1 anpobauusa nporpaMmm 3aHATUIA N TPEHMHIOB (BbIGOpP | OQHO 3aHATME
TeMbl, Nnogdop nNUTepaTypbl, COCTaBMEHWE NMaHa 3aHATun, nogbop
mMaTepuana, aHanus npoBeAeHHbIX 3aHATUI, JopaboTka):
29 | MaccoBoe 3aHATne 3000,0
30 |rpynnoBoe 3aHATUE 1500,0
31 |nHauBMgyansHoe 120,0
lMpoBeneHne 3aHATUS (MOArOTOBKA, pPeENeTUUMs, MpoBeAEHME, | OLHO 3aHATME
ybopka nomeLleHns):
32 | maccoBoe 3aHATne 300,0
33 |rpynnoBoe 3aHATuE 210,0
34 |nHauBmngyansHoe 90,0
Urpbl-kBECTBI (nuTepatypHble, npodopuUeHTaLNOHHbIE, ofHa
TemaTtumyeckme) urpa-keecrta
35 |noaroTtoBka wurpbi-kBecTa: BbIOOp TeMbl, Mogbop nuTepaTtypbl, 300,0
HanucaHve cueHapus, U3roToBreHWe KOCTIOMOB M [eKopauuu,
noabop npegmMeTHOro psida, COCTaBfieHWE MOSoXeHus 00
Urpe-kBecTa; pacchifika NpurnaweHMn n cnucka nutepartypsbl, coop
3a8BOK; 3aKyrnka npu3oB; ohopMIIEHNE N NeYaTb CepTUdUKATOB U
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rpamoT, MyTeBbIX NUCTOB; 0POPMIEHME BbICTABOK AETCKMX pabor,
paboTa Xpu KOHKypca B paMkax KBecTa, peneTuuum

36 |npoBedeHue: noAroTOBKa MOMELLEHUA CTaHUUKW, npoBeaeHune 480,0
urpbl-kBecTa, ybopka nomeLleHus
Peknama 6ubnuoteku; paboTta no npuBnNeYvYEHUIo YtaTenem:

37 |nogroTtoBka peknamHoro cooblleHuss B nedatb, MO paavo, oaHa 420,0
TeneBuMaeHuo 0 paboTte ombnuoTtekn, ocobeHHoCTAX |  nybnukauus,
PYHKUMOHUPOBAHUS pPasnuyHbIX nogpasgeneHunin, HoMeHknatype ofHO
ycnyr, npegocTaBnsiemMblx OMGnMoTekomn coobuieHune

38 |noarotoBka nnakata o AesTenbHOCTU 6MbnmoTtekn (BblGOp TeMbl, | OOWH NnakaT 210,0
onpeaeneHune cogepxanusa n opmel, caada B nevatb)

39 |opraHu3aums  9KCKypcuW; npuem u  odopmneHne  3asaBKW, | O4HA 9KCKYpCus 52,0
YTOYHEHME TEMbI SKCKYPCUI N COCTaBa IKCKYPCaHTOB
BbisiBreHue noTeHumManbHbIX notpeburenen
BMBIMOTEUYHO-UHPOPMALIMOHHBIX YCNYTr 6UBNNOTEKN:

40 |npocMOTp npecchl OOVIH AOKYMEHT 6,8

41 | NpocMOTPp N aHanuM3 JOKYMEHTOB KOHKYPUPYHOLLUX hnpm OAWNH OOKYMEHT 52,0

42 |BeaeHve KapTOTEKN NOTPEBUTENBCKOrO PhiHKa OflHa KapTouyKa 1,3

43 | BCTpeuUn c pykoBoantTensamun pmpm, opraHusauunin, npeanpuaTuni OAHO 210,0

MeponpustTue

MpumeyaHue:

- BpemMA opraHum3aunn BbICTaBOK JinTepaTypbl, npoBeaeHne MacCOBbIX MeporlpVIFITVIVI n SKCKprVIVI B HOpMY
BpeMeEHN HE BXOOUT;

- K HOpMaM BpeMeHU NpUMeEHATCA noBbillalne KOS(b(bMU,VIeHTbIZ npwn opraHn3auunmn

1,1; Npy 3KCNOHNPOBAHWM Ha BbICTaBKE NMTEpPaTypbl HA MHOCTPaHHbIX S3blkax - 1,6.

4.8. CnpaBoyHas 1 uHdopmaumoHHas pabota

Bbl€3JHOWN BbICTABKU -

Tabnuua 75
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHus BPEMEHM,
MWH.
1 2 3 4
Y4eT NoCTYNUBLLMX BTOPUYHBLIX AOKYMEHTOB (KapTO4ek)
CyMMapHbIN yYeT KapToyek B XKypHarne nocTynneHun 1 BolObITUS B |  OAHa napTus
PErncTpaumoHHbIX KapToTekax
Yuncno nocTynmBLLNX KapTOYek:
1 (1-110 19,0
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2 |111-220 63,0
3 |221-600 160,0
4 |BblSIBNEHME HEBbLINONHEHHbIX 3aKa30B; COCTaBfeHWe 3asiBKM Ha OAMVH 3aKkas3 4,5

HEBbINOMHEHHbIE 3aKa3bl

OpraHusauns cnpaBo4Ho-6ubnumorpadumyeckoro annaparta (CBA)

MpocmoTp 1 oT6Op OOKYMEHTOB M3 TEKYLUMX MNOCTYNNeHun Ansi

BkntoveHnst B CBA, B TOM uncne KpaeBeayeckn kaTanor:
5 |KHura OlHa KHUura 3,2
6 | cOopHuUK o[Ha cTaTbs 2,7
7 |XypHan OfHa cTaTbs 2,7
8 |raseta ofjHa cTaTbs 1,6
9 | 6ubnunorpaduryeckoe nocobue OfHa 3anucb 0,5
10 | NneTonucb KHWXHbIX, XyPHarbHbIX U ra3eTHbIX CTaTen OfiHa 3anucb 0,83
11 | NPUKHWXHBIN BMBIMorpadnYecknin CnMcok OfHa 3anucb 0,5

CocraBneHune dbubnunorpaduyeckon sanncu OfHa 3anucb

KonunyecTtBo anemeHTOB Gubnuorpaduyeckon 3anmcu:
12 |1-4 3,2
13 |[5-6 0,5
14 |7-9 6,0

CocTtaBneHve aHHOTauuMu, u3y4eHWe [AOKYMEHTa, HanucaHwe | ogHa aHHoTauus

TekcTa:
15 |aHHOTUpPOBaHWE KHUT 260,0
16 |aHHOTUpOBaHWE cTaTemn 156,0
17 |aHanuTu4eckas poOCNUCb  XYPHarmbHbIX, Tras3eTHbIX CcTaTen, | OOMH OOKYMEHT 3,8

cbopHuKoB, OGubNMorpaduyeckmx nocodbui: O3HAKOMIEHNE C

cofepxaHueM U3faHusl, CocTaBreHne aHanMTUYecKom pocnmcu

MpocmOTp  MOCTYNUBLUMX  WMH(OPMAUMOHHBLIX  (BTOPUYHBIX)

OOKYMEHTOB n oTbop nx ans BKITHOYEHUSI B

cnpaBoYHO-Ombnuorpaduyeckmin annapart (MepBuYHbIN 0TOOP)

MpocmoTp MHMOPMALIMOHHBLIX U34aHUI (B TOM YUCIe KapTOYKM) M| ofHa KapTodka

oThop M3 HUX [JOKyMeHToB Ana  BkmoveHus B CBA;

cuctemaTmsaums KapTodek Mo TuMaMm KaTaroroB U KapToTek;

npoBepKa MHAEKCOB, pacCTaHOBKAa KapToyek
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Yuncno kapToyek:
18 |1-10 18,0
19 |11-100 165,0
20 |101 - 300 490,0
MpocmoTp n oTtb6op kaptodek B CBA C uUenbl M3bATUMS UK
nepemMeLLeHns (BTOpUYHbIN 0T6Op):
21 |1M3bATME K3 KaTanoroB W KapTOTEK KapTOYeK Ha [AOKYMEHTbl, | OAHa KapTouka 15
CMnNCaHHble n3 ¢oHaa; NpoCMoTp KpaeBeaveckux,
6mbnmorpaduyecknx n dakrtorpadpmyecknx KapToTek, U3baTMe n3
HUX  KapTOMeK Ha  [OOKYMEHTbl, NoTepsiBlUME  LEHHOCTb,
nepeBefeHNe KapTOYEK B apXMBHbIE KAPTOTEKU (YHUYTOXEHUE);
BHECEHME OTMETOK B JXypHane yyeta W perncTtpauuoHHOMn
KapToTeke
OpraHu3auumsa rnmasHow cnpaBodHon kapTtoTtekn (I'CK):
22 |nmpocmoTp M oOTOOp AokymeHTOB pAns  BkouveHua B [CK;| oguH gokymeHT 2,7
0dopMeHNE KapTOYKM
23 | HanucaHwe N paccTaHOBKa pasgenimrens OaVNH 1,7
pasgenutens
PepaktupoBanune 'CK:
24 | ncknoyveHne n3 CK kapToyek Ha OOKYMEHTbI, yCTapeBlUMe Wnu| ofHa KapToyka 5,0
HenpodunbHble, NepeBefeHne UX B apXUBHYK 4acTb (U3bATUE);
JetannsnpoBaHue pasgensl
25 | HanucaHue HOBbIX pasgenutenen OaVNH 1,4
pasgenutens
OpraHusaunst KapToTEKM NEPCOHaNuN:;
26 |onpepeneHue n cocTaBlieHME NEepPeYHs nuu, CBeeHUs O KOTOPbIX | OAWH OOKYMEHT 10,0
oTpaxalrTcsl B KapTOTEKE; NPOCMOTP MHAPOPMAaLMOHHbBIX M3aaHWUR,
NepBUYHbLIX JOKYMEHTOB, OTOOpP [OOKYMEHTOB Ansi BKIOYEHMS B
KapToTeky
27 |TexHunyeckad W copgepxatenbHas obpaboTka OOKYMEHTOB [ANsi| OAWH LOKYMEHT 2,7
BKITIOYEHNs] B KapTOTEKy; pacCTaHOBKA KapToyek Mo andaeBuTy
hamunuim aBTopoB 1 NO BUAaM LOKYMEHTOB
28 | HanucaHue n paccTaHoBKa pasgenurenen OAWH 1,4
pasgenutens
OpraHusauusa cakrorpadudeckon kaptoteku (PK):
29 |onpepgeneHve npegMeTta, obbekTa U OCHOBHbIX MPWU3HAKOB AN1K1| OAWMH LOKYMEHT 2,7
oTpaxeHusa B ®K; npocmMoTp 4OKYMEHTOB M OTOOP ANS BKIIOYEHUS
B OK; 3aHeceHMe oTObOpaHHbIX CBEAEHUM Ha  KapTbl
WHOPMALIMOHHONO MaccuBa C BHECEHWEM COOTBETCTBYIOLLNX
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OTMETOK B MOUCKOBbIN Maccus ¢hakTorpadouyeckomn KapToTeku
30 |pepaktupoBaHne @PK; nmnpoBepka NPaBUIIBHOCTU  BHECEHWSI | OOWH OOKYMEHT 1,6
CBeAEeHUN N ykaszaHuin 06 NCTOYHMKaX MHOpMaLUn
31 |HanucaHue n paccTaHOBKa pasgenurenen oAvH 1,4
pasgenuTens
OpraHu3auns TemaTMyecknx Nanok ra3eTHbIX BbIPE3OK:
32 | NpocMOTp raseTHbIX BbIPE30K U UX cucTemaTnsauns OfHa Bblpe3ka 2,5
33 | odopmMreHne BbLIPE30OK AN XpaHEHWss B TeMaTUYEeCKMX Mankax;| ofHa Bbipes3ka 3,2
KpaTKoe OMMcaHne UCTOYHUKA, HAaKIEeNBaHNE Ha KapTOYKM
34 |cnpaBkm no TenecoHy O  pgesTenbHoCcTM  GubnuoTekm eXxegHeBHO 90,0
(npegoctaBneHne nonb3oBatenaM uMHdopmauunm o pabote
BnbnuoTekn,  KPyXKKoB, CTyAMW, NPOBEAEHUS  KOHLEPTOB;
coefuHeHne ¢ apyrMMu nogpasgeneHnsamm 6ubnmnoTtekm)
4.8.1. CnpaBo4Ho-6ubnuorpacumyeckoe obcnyxmnsaHue
Tabnuua 76
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EaovHuua Hopma
n/n n3MepeHuns BpEMEHWU,
MWH.
1 2 3 4
Mpuem Gubnmnorpadunyecknx 3anpocos:
1 |npuvem 6ubnuorpadmuyeckoro 3anpoca; YTOYHEHWEe TeMbl,| OOWH 3anpoc 50
LeneBoro M 4YWTaTenbCKOro Ha3HayeHus, MOSIHOTY WMCTOYHMKOB,
TUMNOB, BMOOB M XPOHOMOMMYECKNX paMoK 3anpocoB
BbinonHeHne cnpaBok
BbinonHeHne TemaTtuyeckon crnpaBku; MOVCK U OTOOP AOKYMEHTOB; | OfHa crpaBka
cocTaBrneHue 6ubnmorpagmnyeckoro onMcaHms
MUCbMEHHO; KONMYECTBO UCTOYHMKOB:
2 |1 3,0
3 |2-5 15,0
4 16-10 30,0
YCTHO; KONMYECTBO NCTOYHUKOB:
5 |1 2,0
BbinonHeHue afpecHo-bubnuorpacunyeckon crnpaBsKu;
YCTaHOBMEHUE HaNU4yMs UM MecTa HaxoXOEHVUs OOKYMeHTa vru
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ero yactu B doHae 6ubnmotekn
MMCbMEHHO; KONMNYECTBO NCTOYHUKOB:

6 |1 2,0

7 |2-5 12,0

8 |6-10 24,0
YCTHO; KONNYECTBO UCTOYHMKOB:

9 |1 15
BbinonHeHne  yTouHsiiowlen — Gubnuorpadudeckon  cnpaBku, | OfHa cripaBka
yCTaHaBnmBatoLLemn n (nnn) YTOUHSIIOLLIEN 3NEMEHTbI
O6mbnmorpadunyeckoro onucaHusi, KoTopble OTCYTCTBYOT WU
WCKaXXeHbl B 3anpoce yMtatens
MCbMEHHO; KONUYECTBO UCTOYHMKOB:

10 |1 2,7

11 (2-5 14,0

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

13 |1 1,6
BbinonHeHne dakrorpaduyeckon cnpasku, YyCTaHaBnuBarloLWen | OfHa cripaBka
KOHKPETHblE CBEOEHUS O TexX WM MHbIX 0ObekTax, CoObITUSIX,
npoueccax, gatax
MCbMEHHO; KONUYECTBO UCTOYHMKOB:

14 |1 2,7

15 (2-5 13,5

16 |6-10 2,7
YCTHO; KONUYECTBO UCTOYHMKOB:

17 |1 1,6
KoHcynbTauus y cnpaBo4HO-6nbnuorpaduyeckoro annapara

18 |MNpoBepeHne OGeceabl 06 opraHM3auuMnM W UCMOMb30BaHUU oJHa 10,0
pasnuyHbIX 4YacTel CnNpaBOYHOrO annapaTta, M0 MeTOoAMKE | KOHCynbTauus
onbnuorpaduryeckoro nomcka
BeaeHve poHaa BbIMONMHEHHbIX CNPaBOK:

19 |oTt6op cnpaBok Ansa oHaa, pasnoxeHne nNo nankam (KOHBepTam); | oOfHa cnpaska 0,5
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[lokyMeHT npefoctasneH KoHcynbTaHTloc

[ata coxpaHeHus: 21.05.2015

odopmneHue cnpasku (3anucb B TeTpaab yveTa)

20

COCTaBJieHNEe KapTo4ykn Ond apxuBa, YKa3aHue nopdankoBoro
HOMepa, TeMbl, OaTbl Bblda4yn; yCTaHOBKa KapTOYKM B KapTOTEKY
apxuBa BbINOJIHEHHbIX CMpaBOK

O[Ha KapTo4Ka

2,7

PaboTbl B pexume AC:

21

dopmupoBaHuMe rnaBHow cnpaBodHow kaptoTekn (ICK); BBog B
0a3y [OaHHbIX aHanWTUYEeCKOW pPOCMUCU Fa3eTHOXYpHaIbHbIX
cTaTel, COOPHMKOB

O[Ha KapTo4Ka

2,0

22

nonck 1 otbop Gubnmorpadmyeckon 3anmcu no yCnoBmnsiM

ofHa KapTouka

2,7

23

BblBOO Ha 3KpaH 6I/I61'IVIOI'pa(*)VI'~IeCKOI7I 3anmcn unn otTaesibHbIX
cBeaeHun; pacne4dyaTka

OHa KapTo4Ka

1,0

4.8.2. bubnuorpadunyeckoe nHdpopmMmmpoBaHne

Tabnwuua 77

n/n

HanmeHoBaHune npouecca, onepauun. CocrtaB pa6OTbI

EavHnua
n3mepeHuns

Hopma
BpEMEHW,
MWH.

2

4

BbisBneHne UWHMOPMaUMOHHbIX noTpebHOCTEN ChneunanncTos
MeTO4OM aHKeTUPOBaAHWS:

onpefeneHne  KOHTUMHreHTa  notpebutenen  uHdopmauuu;
paspaboTka 3asdABKM OnA  onpedeneHus  MH(OpPMaUMOHHbIX
notpebHocTen (3anpocoB); pacchbinika (pacnpocTpaHWTb) 3asiBKu;
obpaboTka MOMy4YeHHbIX 3asBOK; cocTaBneHMe Ha Oase
MONMyYeHHbIX [aHHbIX KapTOTEKUM KOHTUMHreHTa noTpebutenen
MHGOPMaLMM U NX NHAPOPMALIMOHHBLIX NOTpebHOCTEN (3anpocoB)

oaVH
notpebuTenb

34,0

BbisiBneHue I/IH(*)OpMaLIMOHHbIX FIOTpe6HOCTel7| cneumnanncToB Ha
OCHOBE aHarnmu3a nmaHoBO-0TYETHON OOKYyMeHTauunu:

oTbop,  M3ydeHMe, aHanmM3  OTYETHbIX  JOKYMEHTOB U
hopmupoBaHue TemaTukn CrpaBoOYHO-NH(POPMALIMOHHOTO
obcnyXnBaHWs B pasHbIX peXxnmMax

OOVH OTYETHbIN
OOKYMEHT

24,0

pacnpefeneHne  TemaTUyeckux  pPybGpuk  MHAOPMAaLMOHHbLIX
notpeGHocTeld  nNo  noapasgeneHusiM,  yyacTBYOLUMM B
CnpaBoYHO-UHOPMAaLIMOHHOM 0BCMYXUBAHNUM

ofHa pybpuka

2,7

3akntovyeHne ¢ aboHeHTamMu [oroBopa Ha WHGOPMaLMOHHOE
obcnyxumBaHue:

aHanus  JaHHbIX O  3aMHTEpPecOBaHHOCTW  aBGOHEHTOB B
MHDOPMAaLIMOHHOM OBGCIYXMBAHUM U pexmumax usbupaTenbHoro
pacnpocTpaHeHWss U PETPOCMNEKTUBHOIO MOMUCKa; 3akroyeHue U
nepecMoTp AOroeopa

oOvH OoroBop

2300,0
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.05.2015

dopmupoBaHne cetn abOHEHTOB CUCTEMblI K3OMpaTEnbHOro
pacnpocTpaHeHusa uHgpopmaumm (MPW):

5 |onpeneneHve KOHTUHreHTa aboHeHToB cuctembl IPU; BoisBneHue | oauvH aboHeHT 34,0
TUMOBBLIX W WUHOMBMAOYamNbHBLIX 3anpPocoB aGOHEHTOB; U3y4yeHue,
Knaccudukauus, MHOEKCUpoBaHNe 3anpocoB; BBeAeHUe AaHHbIX O
3anpocax B apecHylo KapToTeky

MNopgroTtoBka curHanbHOro onoseLleHusi B cucteme VPU

BbisBneHne, npocmoTp M 0oTOOp MaTepuanoB M3  TeKyLMX ogHO
NOCTYNNeHun; pacnpegeneHne oTobpaHHbIX MaTepuanoB W3 | OnoBeLleHue
TeKyLLMX NOCTYyNNeHnn no aboHeHTam

KonnyectBo NMPOCMOTPEHHbIX JOKYMEHTOB!

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

MoarotoBka NogbopoK CUrHanNbHbIX onoBeLeHnn B cucteme MIPA

3anonHeHne 6naHka-3aka3a Ha TupaxmpoBaHue; permcrpaums 0fOHO
NoCTynuBLLNX KOI'IVII7I, npoBepkKa uUX KadecTtBa U 3K3eMMNIIAPHOCTU; onoseLieHne
3anonHeHne conpoBOAUTENbHON AOKYMEHTaLUK

KonnyectBo 3an POCOB:

9 |1-2 14,0
10 |3-4 17,0
11 |5-7 21,0
12 |8-10 25,0

MpocmoTp n oTbop gokymeHToB Ans BeBoga B AC

MpocMoTp Maccuea NOCTYNMBLLMX AOKYMEHTOB; 0TOOP AOKYMEHTOB | OOMH AOKYMEHT
COOTBETCTBYIOLLEN TEMATUKN 1 BBeAeHWe B 6a3y gaHHbix AC

OT60p NepBUYHbIX JOKYMEHTOB:

13 |1-50 290,0

OT60p BTOPMYHBLIX JOKYMEHTOB:

14 |1-50 110,0
15 |noproToBKka KapToudkM Anst pabounx kaptotek MPU OJHO onucaHue 2,7
16 |noproToBka TpacdhapeToB ¢ kapTodkamu NPU ana tnpaxuposaHus | oauH TpadapeT 1,4

KoppekTnpoBka BbIXOAHbLIX TabynarpaMm:
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.05.2015

17 | ocHOBHOM psAa OfHa 3anucb 2,7
18 | BcnomoraTtenbHbI yKasaTenb O[lHa 3anucb 1,6
19 |pepakTupoBaHWe BbIXOAHbIX TabyndarpamMm U1 odopMreHMe| OaHa 3anuchb 4,2
JOKYMEHTOB
20 |Hape3saHue, pacnedaTtka nogbopok Ha oTAerbHble ONMCaHUs OHO onucaHune 1,6
KoppektupoBka cuctembl VIPU no pesynbTtatam aHanu3a kapT
obpaTtHon cBA3N
O6paboTtka 1 aHanun3 kapTbl OOpaTHOM CBSI3W; BHECEHWE OLEHKU ofHa KapTa
CWUTHanbHOrO  OMOBELLUEHUS B  y4YeTHyl0 KapTy aboHeHTa;
KOpPPEKTUPOBKA CUCTEMbI Ha OCHOBE aHanmM3a kapT obpaTHon
CBA3N
KonunyecTso kapT:
21 |1-7 70,0
22 |8-10 75,0
23 |11-15 80,0
24 |16 - 20 85,0
Bblgava 4OKYMEHTOB MO 3anpocy:
25 |BbiiBNMEHME W OTOOP [OKYMEHTOB (M34aHMsa) MO 3anpocy B| OOWH AOKYMEHT 14
crnpaBoYHO-HdOpMaLMOHHOM  doHAe, odopMreHMe Bblgady
JOKYMEHTOB B YCTaHOBNEHHOM nopsake
"pynnosoe 6ubnuorpaduyeckoe MHpOpMUpoBaHue:
26 | dopmupoBaHue coctasa rpynn aboHeHTOB OAVH aboHEeHT 720,0
27 |yTOYHEHMEe TeMbl, COrfiacoBaHMe UCTOYHMKOB MHGOpPMauuK, BUAbI ofHa Tema 3,6
OOKYMEHTOB
28 |cocTaBneHue perMcTpaunuoHHON KapToYKu O[Ha KapTo4Ka 1,6
Mopbopka [OOKYMEHTOB ANd  MHGOpMauUWM; COCTaBlEHME M| OfHa KapToudka
HanucaHve OnoBELLEeHNs; OTnpaBka OrnoBeLWeHns; 3anncb B
KapTouku MHpopmMauun; aHanus KapTbl 0OpaTHOM CBS3M
IMnCbMEHHO; KONUYECTBO U3OaHWIA:
29 |1-5 12,0
30 |6-10 24,0
YCTHO; KONMYECTBO U3OaHUN:
31 |1-5 12,0
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.05.2015

OnepaTnBHOE UHPOPMUPOBAHME MO 3aNpocCy:

32 | popmupoBaHne ceT abOHEHTOB, BbISIBIIEHWE TUMOBbLIX W | OOWMH abGOHEHT 4,4
MHOMBMAYasbHbIX 3aNpoCcoB NoTpebuTenei

33 |u3yveHue, knaccudwukauMsi 3anpocoB; BBeAeHWEe [AaHHbIX O OAWH 3anpoc 6,3
3anpocax B aApecHYIo KapToTeky

HanucaHne 0630poB 1 crnpaBok

BoisBnenne wun otbop wmcTOYHMKOB; o06paboTka W aHanu3| OAMH aBT. NUCT
oTOBpaHHbIX AOKYMEHTOB; HanmucaHwe TekcTa ob3opa (cnpasku);
NMOAroTOBKa PYKOMMCM K nevaTu

CocrtaBneHuve ob63opa (cnpaBkx) MO NEPBUYHBIM MCTOYHUKAM:

34 | Ha pycCKOM fA3blke 5400,0
35 | Ha MHOCTPaHHOM A3blKe 7200,0
36 |cocTaBneHune ob63opa (cnpaBku) NO BTOPUYHBIM UCTOYHMKAM 4100,0

OpraHusaumsi 1 npoBefeHne YCTHbIX Bubnuorpaduyeckux
0630pOB HOBbIX NOCTYMNNEHWN

Monbopka HOBbLIX MOCTYMAEHWA Mo 3apaHee OObLSABIEHHOW | oaWH 0630p
TeMaTvKe; cucTemaTusaumsl UCTOYHUKOB MO TemMam, MpPoCMOTP U
aHanuMs [OoKyMeHTOB; noabopka 6GvGnvorpaduyeckmx onucaHum,
KpaTkMe aHHoTauuu, peddepaTbl Ha OTOOpPaHHbIe WCTOYHUKU;
noAroToBKa pykonucu 6ubnuorpaduyeckoro o6sopa

KonuyectBo NPOCMOTPEHHbIX U OTO6paHHbIX OOKYMEHTOB!

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

MoarotoBka OtonneTeHst HOBbIX HOCTyﬂﬂeHMVI

YTouHeHMe (onpepeneHne) TemMaTUYecKux rpaHuL, noucka u|ogHa GronneTeHb
oTbopa [OOKYMEHTOB; co3faHue pybpukatopa OronneTexs;
BbisiBieHWe U oTOoOp [OOKYMEHTOB B MacCMBE  TEKyLUMX
MOCTYNMEHNA UCTOMHMKOB WMHApopmauuu; noabopka aHHoTauuw,
pedepatbl, cMcTeMaTU3aLns nx

KonnyecTBo NPOCMOTPEHHbIX JOKYMEHTOB!

41 |1-37 60,0

42 |38-60 90,0

43 |61-95 180,0
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[lokyMeHT npefoctasneH KoHcynbTaHTloc

[ata coxpaHeHus: 21.05.2015

44

96 - 150

320,0

45

151 - 380

960,0

OpraHusauus n nposegeHne meponpuatns "OeHb nHgpopmavmmn™:

46

onpefeneHne  Tembl, COCTaBfieHWE MNflaHa  MNpoBeAeHUs;
BbISIBNIEHNE W [OCTaBka [OOKYMEHTOB W3 COOTBETCTBYHOLUMX
nogpasgeneHuii GubnunoTekn, NPOCMOTP UM OTOOP AOKYMEHTOB;
noaroToBka BbICTaBKM nuTeparypsbl; onoBelleHne
3aMHTEPECOBaHHbLIX OpraHM3auMin U cneymanucToB; oopMeHne
BbICTaBKW; HanmucaHWe KpaTKUX aHHOTauui; opraHu3auusi cbopa
3asIBOK Ha [OOKYMEHTbl, UX Bbldauya, KOHCynbTauuu, OeXYypCTBO
bmbnuorpadoB; npoBeAeHMEe aHanu3a MeponpuaTus

04HO
mMeponpusitue

640,0

OpraHuzauns v nogrotoBka meponpuaTtus "OeHb 6ubnunorpadun”,
"[leHb nocobus";

a7

YTOYHEHMEe  TeMbl;  COCTaBneHue
BbICTaBKU-NPOCMOTPA; noaroToBka 0630pa; NoAroToBka
KOHCynbTauuu; COCTaBMEeHMEe W  HanucaHve  OObSBNEHUS;
COCTaBfleHNEe W HanucaHwe npurnacuTenbHbIX MUCEM, paccbifka
UX; npurnaweHwe 3auHTepecoBaHHbIX §uu MO0  paguo, Mo
TenedoHny, NIMYHO

nnaHa; odopmneHne

0fHO
mMeponpusTne

1940,0

OpraHu3auusa u nposegeHne meponpuatus "deHb cneynanucra”

OnpepgeneHne TeMbl C 3auHTEPECOBaHHbIMW  OpraHu3aunsMu,
dopMbl NpoBefeHus (CTauuoHapHasi, Bble3[Hasl); CocTaBneHune
nnaHa  MeponpuaTWA,  MporpaMMbl  noucka w  otbopa
WHPOPMAaLIMOHHBLIX MaTepunanos; noaroToBka OTKPbITbIX
MPOCMOTPOB W  TeMaTM4eCKux BbICTABOK nuTepaTypbl MO
crneumanbHocT, 6Gubnuorpacduyeckne o0030pbl, 3aka3 nekuun,
KMHOPMNBbMOB; OMoBELleHMe 3auHTEPECOBaHHbIX OpraHu3auuni;
ochopmMreHne BbICTaBkK; obecrneyeHme Bblgaduv U3A4aHUA UnNn unx
KON BO BPeMsi MeponpuUaTUS UM HENOCPEACTBEHHO NOCNE Hero;
JeMoHcTpauusa BbICTaBKU; aHanu3 pesynbTaTtoB "OHA
cneyuanucrta”

ofHO
mMeponpusiTue

Yucno conyTcTBYHOLLMX MEPONPUATUIA:

48

1940,0

49

2600,0

50

3500,0

51

4600,0

4.8.3. IHbopmaumoHHas paboTta

Tabnuua 78

n/n

HanmeHoBaHue npouecca, onepauuun. CoctaB paboTbl

EannHuua
n3mepeHuns

Hopma
BPEMEHM,

KoHcynbTaHTINIOC
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.05.2015

MWH.

1|2 3 4

MoarotoBka nonynapHbIx Gubnuorpaduyecknx nocobun

BeiGop Tembl nocobusi; BbisiBNeHWe W OT6Op [OKYMEHTOB,
dopmupoBaHne pasaenoB Nocobus; aHHOTUPOBAHWE AOKYMEHTOB;
nogbopka  dakTorpadmyeckoro  Matepuana,  WUANCTpauuii;
HanucaHWe TeKcTa; COCTaBIiEHME BCMOMOraTesfibHbIX ykasaTenew;
KOHCyNnbTaLuMn y ChneumanucToB Ha pasnuyHbix dTanax paboTbi;
obcyXaeHne pyKonucKM Ha 3acefaHnyM  HayyYHO-MeTOAUYECKOro
(pemakunoHHOro) coseta; gopaboTka pykonucKM Mo 3amedaHusaM;
chaya pyKornucu B neyarb:

1 |cocTaBneHue nonynspHoro Oubnuorpaduyeckoro ykasaTens,| OOWH aBT. NIUCT 13500,0
nyTeBOAUTENS, CNPaBOYHUKA

2 |noaroToBka KOMMeHTapues, NpMMEYaHun | OAWH aBT. NUCT 5400,0
nonynsipHO-NPOCBETUTENBHOIO  XapakTtepa, He  Tpebylowmx
cneumanbHbIX MCCNeaoBaHWN

3 |nogroToBka KOMMeHTapueB, npUMeYaHui | 0guH aBT. NIUCT 10800,0
Hay4YHO-MccnegoBaTeNnbCKOro Xxapakrepa

MoaroToBka  PeTPOCNEKTUBHBLIX  HaydHO  BCMOMOraTenbHbIX
Gubnuorpadumyecknx ykasateneu:

4 |BbIOOp Tembl; CO34aHWe aBTOPCKOrO KONMeKTuMBa; paspaboTka| OOuH aBT. MUCT 9720,0
WHCTPYKTUBHO-METOANYECKMX MaTepuarnos; BbisBieHMe K OTOOop
OOKymeHTOB; pabota Hag Oubnuorpaduyeckon  3anuchblo;
aHHOTUpOBaHue; bubnuorpaduyeckas rpynnmpoBka; cocTaBneHme
BCMOMOraTenbHbIX ykasatenen; obcyxaeHne pykonucu ykasatens
Ha 3acefaHuM Hay4yHO-METOAMYECKOro (pedakuMOHHOro) COBETa;
popaboTka MO 3amMevaHusM; cAada pykonucu B Neyartb;
cocTaBneHne 6Gubnuorpaduyeckoro ykasaTenss no akTyanbHOW
TemaThke C XPOHOSIOTMYECKMM OXBaToM OT 2-X A0 5-Tn net wu
aHHOTaUUSAMMU, NOACHAOLLUMM HasBaHus; cocTaBneHue
6ubnuorpaduyeckoro ykasarens no KOMMIEKCHbIM "
MexoTpacrneBblM  npobremam  obWwero U1 permoHaribHoro
cogepxaHuss C XpoHonorudeckmm oxsatom 1 - 2 roga, C
aHHOTaUMSIMM, NOSCHAOLWUMN Ha3BaHUS:

5 |Ha pycckoMm A3blke OWH aBT. NNUCT 9720,0

6 |c BkmodeHneM oT 30% po 40% ob6bema nybnukaumi Ha| OOMH aBT. NIUCT 11000,0
MHOCTPaHHbIX A3blKaX

7 |cocTaBneHue aHHOTMpOBaHHOro Gubnuorpaduyeckoro ykasartens | OAWH aBT. IUCT 11000,0
MHOrooTpacrieBoro CoAepXaHus C XPOHOSIOrMYeCKMM OXBaToM 0
100 netr wn Oonee, TpebywLWMA CAMOWHOMO MNPOCMOTPA
OOKYMEHTOB, CHOXHbIX Oubnmorpadmnyecknx pasbiCKaHui, yyeTta
BCeX MepeusgjaHui nyonvkaumMm u WX XapakTepucTUKM nyTem
CNNYEHNSA TEKCTOB

MoaroToBka aHanuUTU4eckoro o63opa
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.05.2015

BbisBneHne un oT1bop [OokymeHTOB Ans o630pa; noaroTtoBKa| OAMH aBT. MUCT
pybpukaTtopa npegmeTa 0630pa; nsyvyeHme n oueHka JOKYMEHTOB;
cucTemarTmsaums mMaTtepuana, cocTaBrneHue TekcTa
aHanuTudeckoro o063opa; obcyxaeHne pykonucu Ha 3acedaHum
Hay4yHO-MeToAMYEeCKOro  (pedakuumoHHOro) coseTa, pAopaboTka
o630pa no 3amevaHusM; coada B nedvarb:
8 | No pycCKNUM NepBUYHBIM NCTOYHMKAM 9720,0
9 |no cmelaHHbIM NePBUYHBLIM NCTOYHUKAM 10800,0
10 | Mo MHOCTPaHHbLIM NEPBUYHBIM UCTOYHMKaM 12400,0
lMoaroToBka aHaNUTUYECKOW CrpPaBKu:
11 |BbiSBNEeHMEe M OTOOP AOKYMEHTOB AN aHANMTUYECKOW CrnpaBKu,| OOWH aBT. NIUCT 5200,0
n3yyeHue, aHanms, oueHka M cucTemaTmsauums Wx; CocTaBreHue
TEeKCTa CnpaBKu
MoproTtoBka pedhepaTmBHOro o63opa
BoisBneHne n otbop gokymeHTOB Ans pedpepatmsHoro obsopa, | OAMH aBT. NUCT
um3ydyeHme W aHanuM3d  ux; pedepupoBaHMEe  UCTOYHMKOB;
cucTemaTmsaums  TEKCTOB  aHHOTaUWW; COCTaBfeHue TekcTa
pecepatuBHoro o63opa; obcyxaeHve o63opa Ha 3acegaHum
Hay4yHO-MeToAMYEeCKOro  (pedakuuoHHOro) coBeTa; AopaboTka
o0630pa no 3ameyvaHusaM; caada B neyarb:
12 | no pycCKMM NCTOYHUKaM 5200,0
13 | no cMmelaHHbIM UCTOYHUKaM 6480,0
14 | no MHOCTPaHHbLIM UCTOYHNKaM 7300,0
CocTaBneHue akcnpecc-nHdopmaLmm:
15 |BbISBNEHMEe 1 OoTOOP MaTepuana no Teme, CUCTEMATM3ALMSA €ro U| OOWH aBT. NIUCT 3840,0
noaroToBKa And neyatu
CoctaBneHue Bubnmorpadmyeckon 3anucw, aHHoTauuu,
pedepaTa
CocTaBneHne oGubnvorpaduyeckon 3anucu: uUlydeHne u aHanms| ofHa 3anuch
OOKYMEHTa, COCTaBIiEHME 3arofioBka OnmcaHus, NpoBepKa 3anucuy,
BHECeHue ncnpasneHui
KonunyecTtBo anemeHTOB Gubnmnorpacdunyeckoro onncaHms:
16 [1-4 3,2
17 |5-6 54
18 [7-9 6,4
CocTaBneHve aHHOTaUWMW; WU3yYeHUe U aHanu3 [OOKYMEHTa, | ogHa aHHOoTauus
HanvcaHve TekcTa aHHoTaLuuu:
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19 |aHHOTUpOBaHUE KHUT 270,0

20 | aHHOTMpOBaHWe cTaTen 160,0

21 |coctaBneHune pedepata: M3yvyeHUMe W aHanuid [OKyMeHTa, Ha| OOMH aBT. NUCT 5920,0
KOTOpbIN cocTaBngaeTcs pedepart, HanucaHwe TeKcTa, BHeCeHue
ncnpasneHnmn

22 |aHanuTnyeckas pPOCMUCb  XKypHamnbHbIX, raseTHbIX CcTaTen,| OAHa pPoCnucCb 120,0
cbopHMKOB, bMbnMorpadguyeckmx nocodui

23 |03HaKomIleHWe C  COAepXaHuem  u3gaHus;  CoCTaBreHue | OfHa cTaTbs 3,6
aHannTU4eCcKoro onMcaHus Ha cTaTblo

lMpumeyaHune: HopmMa BpeMeHu Ha cocTaBneHue bGubnuorpacdumyeckoro nocobusa gaHa ms pacdetra paboTbl
aBTOPCKOro KonnekTtunea.

4.9. MepeBoa 1 nepepaboTka MeyaTHbIX TEKCTOB C MHOCTPAHHBLIX SA3bIKOB Ha PYCCKWA U C PYCCKOro Ha
MHOCTPaHHbIe SI3bIKK

Tabnuua 79
N HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
MepeBop TEKCTA C UHOCTPAHHbLIX A3bIKOB HA PYCCKUN A3bIK
UTeHne opurnHana, aHanus TekcTa, pa3meTka ero ¢ BbISIBIEHWEM | OOWH aBT. NUCT
TPYAHBIX TEPMUHOB, rPaMMaTUYECKUX KOHCTPYKUUN, NEKCUYECKUX
000pOTOB, LIEXOBLIX U XXaproHHbIX TEPMUHOB:
1 |NONHbIN NMCbMEHHbI NEPEBOA 1580,0
2 |cokpaweHHbI nucbMeHHbI nepesog ot 30% po 50% obbema 1620,0
TeKkcTa
3 | BbIOOPOYHBIV NMCbMEHHBIN NePeBOA 1520,0
MepeBopg TEKCTA C PYCCKOro A3blka HA MHOCTPAHHbIE A3bIKK:
4 | NOnHbIA MMCbMEHHbIN NepeBoq OOVH aBT. NNCT 1980,0
TepMuHonoruyeckass pabota npu  BbINOMHEHUM MUCbMEHHOIO
nepesoaa:
5 |NonMCK OTMEYEHHLIX B OpUrMHANe HEe3HAKOMbIX WM HEMOHSATHbIX | OAWH TEPMUH, 18,1
TEPMMHOB W COKpALLEHWA B CrIOBApHO-CMPaBOYHOM nuTepaType;| CoKpalleHue
noabopka COOTBETCTBYIOLLNX TEPMUHY 3KBUBANEHTOB,
pacLumMdpoBKa CoKpaLleHunin
KoHcynbTauusa nepesogyvka co crneyuanmctamu:
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6 |BblIICHEHWE NPaBWUMBHOMO W3MNOXEHWsT 4YacTem Tekcta no oaHa 36,2
Marno3HakoMoOW TemaTuke; YTOYHEeHMEe COOTBETCTBUSA MNepeBofa| KOHCyMbTauus
opuruHany

CocTaBneHune 6mbnmorpadn4eckoro onncaHus:

7 |coctaBneHne 6ubnuorpadumyeckoro onucaHus nepesoga Mo | OAHO ONUCaHWE 10,8
OaHHbIM, B3ATbIM C TUTYINBbHOIO NMUCTa nepesoaa

MpoBepka 1 KOPPEKTUPOBKA NepeBoaa nocne Habopa:

8 |npoBepka npaBWUMbHOCTM PAaCMOSIOXKEHUA OTMNeYaTaHHOro TEeKCTa; | OAMH aBT. NUCT 200,0
CBepKa C pyKOnucblo; npaska

TexHnyeckoe oopmIieHne NepeBooB:

9 |HanucaHve B TeKCTe [MepeBoJa CUMBOMIOB U BCTaBOK Ha oAHo 2,0
WHOCTPaHHOM $i3blKe BMuCbIBaHNe
10 |ycTaHoBKa pUCYHKOB, Tabnuu, goopmyr OOVH 3remMeHT 3,0

I'IepeBop, 3arosfioBKOB cTaTen n OOKYMEHTOB:

11 |nepeBoOA 1 3anuCb 3arorfoBska Of1MH 3aronoBOK 10,8

MpumeyaHue:

- HOPMbl BPEMEHW NPeayCMaTpMBaloT BbINOMHEHWE NEPEBOAOB C MHOCTPAHHOIO A3blKa UM HA MHOCTPAaHHbIN,
KOTOpPbIN Y NepeBOoAYMKa SABNAETCS OCHOBHbIM (MO 06pa3oBaHuio UM NPUMEHEHWIO);

- MpU BbLINOSTHEHWUM MEPEBOAOB C APYrMX SA3bIKOB UMM Ha ApyrMe MOMUMMO OCHOBHOrO K HOpMam BpemeHu
NPUMEHSIETCS NOBbILIAOLWMIA Ko3dhduumeHT 1,1.

4.10. NccnepoBaTenbckas paboTa

Tabnuua 80
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHM,
MWH.
1 2 3 4
Pa3paboTka nporpaMmbl (TEXHUYECKOrO 3aaHuns1) ucCnefoBaHns
O6ocHOBaHMEe akTyanbHOCTM TeMbl, BbiSIBIIeHME M 0DOOCHOBaHMeE | ogHa nporpaMmma
npobnemHon cutyauun, opMmynupoBaHMe Lenu, 3agady U
rMnoTesbl NCCIEeAOBaHNS; HanMcaHue TekcTa
WccnepoBaHve HocuT:
1 |nunoTaxHbi (pa3BefblBaTENbHbIN) XapakTep 21600,0
2 | npuknagHon xapaktep 38250,0
PaspaboTka meToamkn nccnegoBaHus
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PaspaboTtka (HanucaHue) TekcTa MeTOAMYECKMX LOOKYMEHTOB MO
npoBOAMMOMY  MCCRegoBaHuio,  aMnupudeckass  anpobauwms
peneBaHTHOCTU COCTaBJ1€HHbIX OOKYMEHTOB; YTO4YHEHUE n
aopaboTka  MeTOAMYECKOro  MHCTPYMEHTapusi,  COCTaBreHue
OKOHYaTesNnbHOro BapmaHta gOKyMeHTa:

OQHa MeToaunKa

METOOMKN MPOBEAEHUSI WCCNeAOoBaHUsl, HOCSILLEro MUOTaXHbINA
(pa3BeqpblBaTENbHLIN) XapakTep

18000,0

METOAMKN MPOBeAeHNss UCCNedoBaHUN, HOCALLEro npuKnaaHon
Xapakrtep

33000,0

PaspaboTka MHCTpyKUun No 06paboTke AOKYMEHTaUMn (MCXOOHbIX
OaHHbIX), NONy4YeHHOW B X04€e UCcneoBaHus:

ofdHa
WHCTPYKLMS

pydHasi obpaboTka

15600,0

MalumHHasa obpaboTka

20400,0

PaspaboTka  npegnnaHoBbIX U
nepcnekTMBHOIO XapakTepa:

naHoOBbIX OOKYMEHTOB

pa3paboTka KOHLeNUMU OCHOBHbIX HamnpaBneHun
B1bnnoTe4HOro gena B permoHe Ha nepcnekTney

pasBuTHSA

OOWH aBT. NIUCT

13050,0

KoHUenTyanbHoe obecneveHne OGubnuorpagpuyecknx usgaHuin;
0BOOCHOBaHME akTyanbHOCTU TEeMbl, 4YMTaTenbCKoe U LIeneBoe
HasHayeHne nocobusi, ero CTPyKTypbl (CxeMmbl), BblipaboTka
METOONYECKUX MPUHLUMOB W pPEeLleHUA AN packpbiTUS TeMbl;
HanuMcaHue TekcTa

OOWH aBT. JINCT

11220,0

COCTaBfeHNEe MPOrHo3a, CBSA3aHHOIro C MepcriekTuBamMu pasBuUTUS
ounbnmnoTek; HanncaHne TekcTa

OOWH aBT. JINCT

13050,0

10

pa3paboTka ueneBbiX NporpaMm (ansa cetn 6MbnmnoTek nnn oaHon
6ubnuoTtekn); AMarHOCTMKA CUTyauuu, BHELHUX W BHYTPEHHUX
BMMAHUA Ha (PYHKUMOHWpPOBaHME U passutne 6ubnmotek (ogHon
6ubnnotekn); BblpaboTka pekomMeHAauUMK, peLleHWi; HanucaHue
TekcTa

OOWH aBT. NIUCT

15200,0

CocTaBneHue CBOAHbIX KaTanoroB KHMXXHbIX NMaMATHUKOB:

11

pa3pa60TKa NpoCnekKkTa; BbiABNeHNE OOKYMEHTOB - KHUXKHbIX
NaMATHUKOB; onncaHne n coctaBJieHMne CnpaBoO4YHOro annapaTta

OOWH aBT. JINCT

18200,0

OpraHusaunoHHasa paboTa no NPoBEAEHMIO UCCIeNOBaHMS:

12

co3faHue  uccneaoBaTenbCKOro  KOMMekTuBa;,  CocTaBreHue
paboyero nnaHa NpoBeaeHUs UccneaoBaHusl, cornacoBaHme ero ¢
UCNonHUTENsiMK; onpeaeneHne nnowaaku (6asbl) nccnegoBaHus;
nepenucka C HUMK; NPOBEOEHUE WHCTPYKTaXenW, CEeMUHapOB,
CoBeLLaHu, KOHCYbTauui

0QHO
nuccrnegosaHue

7140,0

13

onbnuorpaduyeckan npopaboTka TeMbl MccrnenoBaHus, paboTta B
apxmBax, W3yYyeHMe HOPMAaTUBHO-TEXHUYECKOW [OKyMeHTauum,
WHpopmaumm 06 aHanorax n Apyrux martepuanax, OTHOCALLIUXCS K

OOWH aBT. NINCT

1200,0
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paspabaTtbiBaeMon Teme

O6paboTka nofny4eHHoON HopMaLnN:

14 |cbop n obpaboTka nHGPopMaLMN Ha OCHOBE NEPBUYHbBIX UCXOOHbLIX | OOWH aBT. NUCT 7800,0
OaHHbIX (CTaTUCTUYECKNX AaHHbIX, OTYETOB, MNMIAHOB, CNPAaBOK,
mMaTepuanos KOMaHANPOBOK)

15 | aHanu3 obpaboTaHHO MHOPMAaLNK; BbIBOAbI, PELLUEHWS], MPOrHO3 | OOMWH aBT. JIUCT 5200,0

MoaroToBka MaTepmanos No UTOram Hay4yHon paboTbl:

16 |HanucaHwe Hay4yHOro oT4yeTa; NOAroTOBKa PYKOMUCWU K nevyaTu Ha | OOMH aBT. JIUCT 13200,0
pasnu4yHbIX 3Tanax paboThbl

17 |HanucaHve NpOMEXYTOYHOro oTyeTa (cnpaeBkM) O XxoAde| OAMWH aBT. NUCT 6400,0
nccrnegoBaHunst

MoaroToBKa WM HanuWcaHuWe TeKcTa cTaTbM B COOPHMK HayYHbIX
TPYAOB, NpakTnyeckoe nocobue, npodeccroHanbHylo Mnpeccy;
NOArOTOBKA PYKOMUCK K MeyvaTh Ha pasfuyHbIX aTanax paboTbi:

18 |cTaTbsa TeopeTUYecKoro xapakrepa 15200,0
19 |cTaTbsa NpuKNagHoOro, NPakTUYeCcKoro Xxapakrepa 9200,0
20 |HanucaHve [foknaga no wWUTOoram Hay4yHOro WCCrefoBaHus; | OOMH aBT. JIUCT 6700,0

noaroToBka pYKOHMCGVI Ha pa3JyinyHbIX 3Tanax pa6OTbI

21 |paspaboTka peKkOMeHOAauuW, WHCTPYKUMA N0  BHEOPEHMIO | OAWH aBT. NUCT 14100,0
MaTepuanoB Hay4yHOro MCCNegoBaHWs; HanucaHue TeKkcTa;
MOAroTOBKa PYKOMMCM K NevaTn Ha pasnnyHbIX aTanax paboThbl

MpumeyvaHus:

- HOpMa BpEeMEHM Ha CcoCTaBfeHWe rnporpamMm, METOAMK, WHCTPYKLUMW [aHa Ha uccriefdoBaTenbCKkum
KOMMEKTUB;

- Yyacbl TpyAosaTpaTt pacnpeaensitoTcs Mexay UCNONTHUTENAMU B 3aBUCMMOCTU OT UX Harpysku.

4.11. MeToaunyeckas paboTta

Tabnuua 81
N HanmeHoBaHwue npouecca, onepauun. Coctas paboTbl EavHnua Hopma
n/n n3mepeHns BPEMEHM,
MUH.
1 2 3 4
MoarotoBka MeToan4Yeckoro nocodbusi, pekomeHaauni
MpuHUMNuanbHO HoBasi pa3paboTka TeMbI:
1 |u3ydeHue Tembl, BbIFBNEHWE W aHanuM3 [OKYMEHTOB NO Teme, | OAWH aBT. NUCT 15300,0
YTOYHEHWE YUTaTENbCKOrO0 W LEeNneBoro HasHavyeHus nocobus,
pekoMeHAauun; cocTaBneHme NpocneKkTa; HanMcaHue TekcTa
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Moaudukaumsa paHee paspaboTaHHON TEMbI:

2 |BbiBrEHME W Wu3y4yeHWe HOBbIX [OKYMEHTOB W HaKOMMEHHOro | OAuH aBT. JIUCT
ombnmotekamn onbiTa N0 Teme nocobus, peKomer,au,MVl;
YTO4YHEHME MNpocCnekTa, BHeCeHne N3MeEHEHNA B CTPYKTYPY U TEKCT
B COOTBETCTBMM C AOCTUXKEHUAMU OUBNMOTEYHON Teopun wu
NPaKTuKn; noaroToBka pPyKonumcum K 06cy>|<p,eHV|+o; ,qopa60T|<a no
nToram OGCY)K,CI.GHVIFI

8670,0

PaspaboTka [OOKYMEHTOB, pernameHTUpYLWnX AOesTenbHOCTb
GMONNOTEK, MOMOXEHWUA, UHCTPYKLMIA, MPOEKTOB MOCTaHOBMEHUN,
yCTaBOB, 3aKOHOAaTENbHbIX aKTOB

I'IpMHu,vmmaano HOBaA TemMa:

3 |BbISIBIEHME, M3y4YeHMe W aHanu3 [OeWCTBYHLLUMX AOKYMEHTOB MO | OAWH aBT. NMUCT
TeMe, HanucaHue TeKCcTa MpoeKkTa [OOKYMeHTa, obCyxaeHue,
anpobupoBaHue B ounbnmnoTekax, Ha 3acegaHum
Hay4HO-MEeTOANYECKOrO CcoBeTa; AopaboTka [OKYMEHTa;
MOAroTOBKA K YTBEPXAEHMIO

17340,0

Moaundukaumst paHee pa3paboTaHHOrO AOKYMeHTa:

4 aHanm3 n oueHKa OOKyMeHTa; NOUCK U OT60p HOBbIX ,D,eI7ICTByPOLIJ,I/IX OAWH aBT. NUCT
OOKYMEHTOB No TemMe, BHeceHune U3MEHEHUN B TEKCT LOOKYMEHTa;
obcyxageHne Ha 3acefaHuyM  Hay4yHO-MEeTOOMYECKOro COBETa;
JopaboTka no ntoram 0b6CyXaeHUs; NOAroTOBKa K YTBEPXKAEHUIO

7650,0

PaspaboTka y4yeTHbIx dpopm, Tabnuu, o6pasLoB:

5 |yToyHeHue npeameTa, 06bekTa, coAaepXaHus y4eTHOM POpMbl, | OOUH aBT. MUCT
Tabnuubl, obpasua; oTbop nokasaTtenemn, cuctematvsauus ux;
paspaboTka MakeTa ydeTHoOW dopmbl, Tabnuubl, obpasua;
obcyxaeHne Ha 3acefaHMM Hay4yHO-METOLMYECKOrO COBETa;
MOAroTOBKa K YTBEPXOEHMIO

7650,0

CocTaeneHue pekoMeHAauuin No BHEAPEHWUIO pernameHTUPYoLLMX
[JOKYMEHTOB B NPaKTUKY:

6 |paspaboTka MeToaMYecKkMX pPeKoMeHZauWi, WHCTPYKUMIA, MNaHoB| OOWH aBT. UCT
Mo BHEAPEHUID HOPMATMBHOM  [OOKYMeHTauuu; noAroToBka
PYKOMUCK K neyaTu

14025,0

lMNoaroToBka NUCbMEHHOW KOHCYyInbTauunn, MeToamn4eckoro nucbma:

7 |BbliBNeHWe W aHanu3 [OOKYMEHTOB MO Teme;, W3y4eHue W | OAWH aBT. NUCT
0b6o0weHne onbita paboTel OMOMMOTEK; HamMcaHue TekcTa
KOHCYyIbTaulunu, mMeTogun4eckoro NMUCbMa; NOoAroToBKa K
0oBGCyKOEHUIO Ha 3acefaHnM Hay4yHO-MeTOAMYECKOro COBeTa;
nopaboTka no ntoram obCyxaeHus; cgada B nevatb

8670,0

MoarotoBka o63opa oeaTensHoOcTM GUBNUOTEK NO onpeaeneHHon
TemaTtuke:

8 |yTouyHeHue Tembl 0630pa; onpeaernieHne XPOHONMOrMYECKUX FpaHnL; | OOWH aBT. IUCT
BbISIBNIEHME [OKYMEHTOB, OT6Op WX, MpPOCMOTP W aHanus;

9180,0
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HanMcaHne TeKCTa; NoAroToBKa PYKOMUCM K OOCYXOEHU Ha
3acefaHuM Hay4yHO-MeToOu4eckoro coseta; gopaboTka pykonucu
nocne o6cyxaeHns

PeueH3npoBaHne HayyHbIX, MeTOAUYECKMX, WH(OPMALMNOHHBLIX
MaTepuanos:

9 |JTeHne peLeH3MpyeMOro mMaTtepuana; oueHka ero B LUenom, | OAMWH aBT. JIUCT 783,0
OTAENbHbIX YacTen, yCTaHOBMEHWE COOTBETCTBUSA YMTaTeNbCKOMY
W LUeneBOMy  Ha3HaYeHWo, HayYyHbIM W MEeTOAUYECKUM
TpeboBaHuaM

10 |HanucaHue peueH3um OAWH aBT. NUCT 1305,0
MogroToBKa Nekuumn, KOHCYNbTaLumn
PaspaboTtka nnaHa nekuumn, KOHCynbTauun, nogbopka maTepuana, | ogHa nekuus,
n3yyeHue ero; CoCTaBfeHMe Ccnucka nuTepaTypbl K NeKuuu, | KOHCynbTauus
KOHCYNnbTaUMW; HaNnncaHue TekcTa:

11 |nekyms 1566,0

12 | nekums, TemaTnyeckasa BCTpeya, BebmHap, MacTep-knacc 90,0

13 | nepBun4yHas rpynnoBas KOHCYNbTaUmMs 1305,0

14 | noBTOpHas rpynnoBas KOHCYNbTauMs ¢ y4eTOM HOBOro Martepuana 522,0

15 |npoBefeHve YCTHOW MHAMBUAYaNbHOW KOHCYNbTauum oaHa 50,0

KOHCYrnbTauuns

16 |oTBEeT Ha NUCbMO OHO NNUCbMO 162,0
MpoBegeHne ceMMHApPOB, Y4eOHbIX KypcOB, MNPaKTUKYMOB,

CTaXWpPOBOK:

17 |cemuHap, y4ebHbIn Kypc (2 - 7 pQHeW); onpedeneHve Tembl, | OAWH CEMUHAaPp, 8400,0
YTOYHEHWE CPOKa MNPOBEAEHMWs, COCTaBMEeHWe nporpaMmmel, | y4ebHbIN Kypc
onoseLleHne y4acTHUKOB U BbICTYNaoLLmnX
Mpaktukym (7 - 10 pgHen); onpegeneHve Tewmbl, 3adaHuvsi, | OOWH NPAKTUKYM
YMPaXHEHUs; COCTaBfeHMe rpaduka W YTOYHEHWE CPOKOB
nNpoBeaeHUs 3aHATUN:

18 | rpynnoBou NpakTUKyMm 2295,0

19 |vHAMBUAYanbHbLIA MPaKTUKYM 2160,0
Craxuposka (7 - 10 pgHen); yTOYHEHME CpPOKOB MpOBeAEHUs ogHa
CTaXVpPOBKMW; BbISIBNIeHWE nNuTepaTtypbl Mo M3yv4aeMOMY BOMPOCY; CTaXxunpoBka
COCTaBrneHue nporpaMmmbl U rpaduka CTaXMPOBKM C Yy4E€TOM
cocTaBa crywiaTernen; 3akniovyeHne o NPOXoXaeHNN CTaXNPOBKMN:

20 |rpynnoBas cTaxupoBka 2805,0

21 |vHamMBMAayanbHas CTaXupoBka 2349,0

KOHCYHbTaHTnﬂI-OC www.consultant.ru CrpaHvua 196 u3 223

Hafieé)KHasa npaBoBaa noaoAepXXKa


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

Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.05.2015

I'IpaKTvn(a CTy,lJ,eHTOB BbICLLUNX N CpeaHnX cneuunanbHbIX y‘-leﬁHbIX
3aBeeHui:

22

noAroToBKa W opraHusaumsi npakTuku ctyaeHtoB (4o 30 aOHew);
pa3paboTka nnaHa NpaKkTUKK, CorfiacoBaHNe ero ¢ pykoBoaMTENemM
NpakTUKK (npedctaBuTesnieM y4eGHOro 3aBeAeHUsi); COCTaBneHue
rpaduka noceleHnss CTPYKTYPHbIX NMogpasaeneHuii; opraHmusaums
NMPaKTUYEeCKUX  3aHATUIA;  MOABEAEHME  WUTOrOB  MPaKTUKY;
COCTaBrieHne XxapakTepUcTUK NPaKTUKaHTOB

O[Ha npakTuka

4860,0

I'IpaKqueCKMe 3aHATUA:

23

noaroToBka MNPaKTU4EeCKUX 3aHF|TI/IIZ; COCTaBlieHne 3agaHud no
BbINOMHEHNIO n3y4yaemoro BubnuoteyHoro npovecca,
KOHTPOMbHbIE BOMPOCHI, TEMaTU4EeCKUA CMWCOK nUTepaTypbl K
3a[aHuio; HanMcaHue Te3ncoB

O[HO 3aHATUE

1050,0

CocTaBrnieHune y4ebHol nporpaMmbi:

24

onpepeneHne cocrtaBa cnymaTeneVl; COCTaBlieHne TemMmaTtn4eckoro
nnaHa, YTO4YHEHME nopaaka n3yvyeHunsa; onpeneneHune
nocnengoBaTtesibHOCTU U3JNTOXEeHUA TeMbl, BblAelieHNe OCHOBHbIX
BOMNPOCOB,; COCTaBJieHne Chnunucka nuTepartypbl no TemMmam
nporpamMmmsbl; HanncaHme TeKCTa, 060y)K,D,eHV|e nporpamMmmbl  Ha
3acejaHnn Hay4HO-MeToaMn4YeCKOoro coeeTa

ofiHa nporpamMma

5733,0

MocelieHne OUONMOTEK, BblE3Obl B KOMaHOMPOBKM C LENbHO
n3y4eHus paboTbl U OKa3aHUs METOANYECKOM NOMOLLN:

25

MoaroToBka K KOMaHAOMPOBKE; YTOYHEHWe CpOKOB UM Lenu
KOMaHAMPOBKM, O3HAKOMMEHWe C UMELMMUCA AOKYMeHTamMu u
mMaTtepuanamv npegbigylwimx Bble3goB M nybnukaumi B nedaTw;
COCTaBfeHue nporpamMmbl (NnaHa) KoMaHANPOBKM

oaHa
KOMaHaMpPOBKa

574,2

26

cocTaBrieHne NHGOPMaLIMOHHOIO oTyeTa (cnpaBku) o
npoBefieHHOW paboTe; OTYeT BKMHOYaAET: CBEAeHUs O MecTe
Bble3fla, Liensax U cpokax KOMaHAMPOBKWM, 0ObeKTax MocCeLleHus,
aHanuM3 cocTosiHUs paboThl MO TeMe Bble3da, BbiBOAbl MU
npeanoXxeHnss B agpec bMbnmoTtekn

OOWH OT4HET

1050,0

27

COCTaBIIEHME aBaHCOBOro OTYETa, 3arnofiHEHME OTYETHOro GriaHka
CO BCEMU NpUNoxXeHnamMmmn, coada B 6yxranTep|/|+o

OOVH OTYeT

40,0

28

noaroToBka UHGOpMaLMM No pesynbTatam KOMaHOUPOBKU (YCTHO)
B CEKTOpe, Yy 3aBeAytloLlero OTAENIOM, Ha Hay4YHO-MeTOANYECKOM
coBeTe, 3acefaHuun aMpekunm

ogHa
WHopmauums

105,0

MOHUTOPUHI OesaTenbHOCTU geTckux OubnumoTek Poccuiickon
degepaumm:

29

cocTaBrieHme opM OTHETHOCTU

OOWH OT4YeT

1200,0

30

paccbinika UHPOPMAaLMOHHBLIX NUcCEM M popMm oTyeTHocTu no B[
aetcknx 6ubnuotek Poccunckon denepavunm

OAHa pacchblilika

45,0

31

cbop opmM  OTYETHOCTM, ONEKTPOHHblE U  TenedoHHble

oavH cbop

120,0
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KOHCynbTaLmMmM No Bonpocam 3anosfiHeHMs hopm

CocTtaBneHne kaneHgaps npodeccuoHanbHbIX MepPonpUATUiA
aetcknx o6ubnuotek Poccuickon depepaumm  (EXErogHbli U
eXeKBapTarnbHbIN):

32 | cocTaBneHune n paccbinka MHOPMaLNOHHBIX MMCEM exerogHas u 120,0
KBapTanbHas

33 |cbop u obpaboTka nonyvYeHHoOM WHdopMaunn, BHECEHME B| exerogHas u 1200,0
KaneHgapb NpodeccnoHanbHbIX MepONPUATUIA KBapTanbHas

34 | yTo4HeHune nHpopmauum No NPOBOAMMbLIM MEPOMPUATUAM exerogHasa u 200,0
KBapTanbHas

0O630p nydbnmkauun npodeccnoHanbHOM NPecchbl (eXXeMeCAaYHO):

35 | oTbop, NpocMOTp 1 aHanu3 cTaTen B XXypHanax MecsiyHasi 450,0
36 |4TeHue maTepuana MecsYHas 420,0
37 |HanucaHue ctatbu MecsYHas 400,0
38 |cpava B oTAen pasMelleHus uHdopMaunmn Ha canTte MecavHas 10,0
39 |[noaroTtoBKka (pepakTupoBaHue) eXerogHom CBOAHOM OJVH OT4yeT 18900,0

CTaTUCTMYECKOM OTYETHOCTU cneunanuanpoBaHHbIX 6MGnMoTek
Poccuiickon ®epepauuu, paboTarowmx ¢ MONogexbto

40 |ocywecTBreHne MOHUTOPUHIa 0eATenbHOCTHU ogHa 105,0
cneumanuaupoBaHHbiX  6ubnuotek  Poccuiickon  depepaumu, | uHdopmaums
paboTatoLwmx ¢ Monogexoblo Ansd sBoaa B 6a3y (exxemMecsiyHo)

MpumeyvaHue:

- K HOpME& BpeMeHM Npu COCTaBIEHNWN OOKYMEHTOB, perfiaMeHTUpyowmnx 4eaTenbHOCTb pecnybrnnkaHCcKux,
KpaeBbIX 1 06nacTHbIX BMBNMOTEK, MPMMEHSAETCS NoBbIWaoLWni kKoadduuneHT 1,5;

- Bpemsi MNpOBeAEeHUs NeKUMW, KOHCYNbTauuu, MNpakTUKYMOB, CTaXWPOBOK, MNPaKTWKW, MNpebbiBaHWs B
KOMaHOUPOBKE U NMPOBEeAEHUS MHpopMaLUn No ee pesynsTataMm B HOPMY BPEMEHU HE BXOOMT.

4.12. PaboTbl Hay4YHO-OpraHM3aLoHHOro Xxapakrepa

Tabnuua 82
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
MoarotoBka 1 NpoBefeHUe TEOPETUYECKOW, Hay4YHO-NPaKTUYeCcKom
KOH(g)epEeHLINN, TEMATUYECKOrO CEMUHAPA; MOUCK MEXAYHAPOAHbIX
CMeLmManmcToB; CONPOBOXAEHNE MEXOYHAPOOHbIX CneLmanuncToB B
KayecTBe MepeBoAYMKa; NMUCbMEHHbIN NepeBos MH(POPMALMOHHBLIX
MaTepuarnoB C PYCCKOro Ha MHOCTPaHHbIE S3bIKK
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OnpepneneHue coctaBa OPrkOMUTETA N YH4ACTHUKOB KOHGEPEHLINN, oQHO
ceMunHapa; opMmMpoBaHME U YTBEPXOEHWE nporpaMmbl U | MeponpusiTue
npurnacutensHoro ©uneTta; oOpraHU3auuoHHbIE MEpPONPUATHUS;
noaroToBka K  M3gaHWlo  Te3ncoB;  BbipaboTka  npoekTta
pekomeHaauni; ¢MHaHCOBO-X03ANCTBEHHOE obecneyeHne
KOHEepeHunn, cemuHapa; aHanmM3 W oueHka  paboTbl
KOHdpepeHUnn, ceMruHapa; NnoaseaeHne UToros

KonnuectBo Y4aCTHUKOB:

1 (1-100 5670,0
2 |101-150 7560,0
3 |151-450 9300,0

MogrotoBka W npoBedeHWe CeEMWHapa, METOANYECKOro [OHS,
3acegaHusa "kpyrnoro crona“, BebuHapa

Onpepnenenue Y4aCTHUKOB, pykoBoauTens, NEKTOPOB, OfHO

OOKNag4yMkoB, Cpoka M MecTa MpOBedeHWs CeMuHapa,| MepornpusTue
MeToOudecKkoro AHs, 3acefaHust "kpyrnoro crtona“, BebuHapa;
onpeneneHne KOHTUHreHTa y4YacTHUKOB; pa3paboTka nporpammbl;

NMHOPMaLIMOHHOE obecneyeHue; BblpaboTka npoekTa
pekoMeHAauun; nu3gaHue U paccblfika nporpammbl; perncrpaumsi
YYaCTHUKOB; TEXHU4YecKoe COMpOBOXAEHNE BebuHapa:

obecneyeHne  3ANEKTPOHHON KOMMYHWKaTUBHON nnoLwagkm,
NnoaroToBka  3MEKTPOHHbLIX  Mpe3eHTauuin, KOHBepTUpOBaHue
npeseHTauuMm Ha OSNEeKTPOHHble nnaTtopMbl, AUCTaHLUMOHHAas
HacTpouka KOMMbIOTEPHOIO o6opynoBaHus cnywarenewu,
npeaBapuTenbHOe TeCTUpPoOBaHMe U BedeHue BeOMHapa; aHanms u
oLeHKa ceMuHapa, MeToOudecKoro [AHs, 3acefaHus "Kpyrroro
ctona", BebnHapa

KonuyectBo Y4aCTHUKOB:

4 |11-50 1570,0
5 |51-100 3980,0
6 |101-150 6150,0
7 |151-450 8270,0

MoaroToBka 3acefaHWin peaKkonneruu:

8 |yTOuYHEHMe cpoka M NMOBECTKU 3acefaHusi; 0TOOp MaTepuanoB Ans | OOHO 3acedaHve 560,0
o6cy>|<,qu|/|ﬂ N NoArotToBka MX ONd KONMpoOBaHUA; onpepereHune
OMNMOHEHTOB (PELEH3EHTOB); OMOBELLEHNE O 3acedaHUn YfeHOB
pedkonnernn; paccbifiika MaTepuanoB Mo MOBecCTKe 3acedaHus;
odopmneHne npeanoXxeHun, BbICK@3aHHbIX  y4acCTHMKaMU
3acenaHus

OpraHuzaums 3acefjaHui NpPOOSIEMHbIX KOMMWCCWUIA, COBETOB,
TBOPYECKMX KOJMEKTUBOB:
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onpepeneHne noBecTtkM AHA U CPOKOB npoBedeHUA 3acefaHusd,
YTO4YHEHME COCTaBa Y4aCTHUKOB; noaroToBka LOOKYMEHTOB,
OopraHu3aunoHHble MeponpusaTia  (OMoBELLEHVME O 3acefaHuu,
noabop maTtepmanos); ooopMreHe NPOTOKONAa U peLLeHus

ofHO
MeponpustTue

940,0

MpumeyaHue:

noBbILaoLwmnn koadpduumeHT 2,0; Ha deaepansHOM ypoBHe - 1,85;

npyM NPOBEAEHUN MEPONPUATAA Ha MEXOYHapOAHOM YPOBHE K HOPME BpPEMEHM MPUMEHSIETCS

- B HOPMY BpemMeHW He BXOOMT BpPEeMsi NpoBefeHust KOHEepeHUuW, cemuHapa, MeTOOMYECKOro [OHS,

3acegaHus "kpyrnoro crona" n Bpems, CBA3aHHOE C U3gaHueM matepuanos KOHepeHunm, cemmHapa.

4.13. PegaktmpoBaHue pykonucen

Tabnuua 83
N HanmeHoBaHwme npouecca, onepauuun. CoctaB paboTbl EovHnua Hopma
n/n namepeHns BPEMEHM,
MUH.
1 2 3 4
PepaktnpoBaHue Hay4HbIX U METOANYECKNX MaTepmnanon
lNpoBepka v ucnpaeneHne pykonucu B rnpolecce noarotoBkM ee K
ne4yatn; ycTaHOBKA COOTBETCTBUS  TeKCTa  HayyYHbIM U
nuTepaTtypHbiM TpeboBaHuAM, bopme M LEeNeBOMY HasHa4YeHWHo
n3gaHus, corfacoBaHMe BHOCUMbIX MWCMpPaBfeHUN C aBTOPOM;
JopaboTka pykonucu:
1 |pepaktvpoBaHue MoHorpadumin, CcOOPHMKOB HayyHbIX TPYAOB, | OAMH aBT. NUCT 2840,0
Hay4HbIX OTYETOB, MPaKTUYECKMX NOCOOUI
2 | pepaktnpoBaHue MeToANYECKNX mMartepuarnoB:| OOVH aBT. NUCT 2500,0
WHCTPYKTUBHO-METOANYECKUX nucem, pekomMeHaauun,
KOHCynbTaumi, 0630poB AeATENbLHOCTU 61bnmnoTek
3 | pepakTupoBaHue OOKYMEHTOB, pernameHTUpYyLWmX AeaTenbHOCTb | OAMH aBT. NUCT 2400,0
GubnunoTek: ycTaBoB, NOMOXEHWUA, MHCTPYKLMIA
4 |pepakTMpoBaHMe CTATUCTMYECKMX Tabnuu, YyyeTHbIX ¢OpM, | OAMH aBT. MUCT 1980,0
obpasuos
5 | pemaktupoBaHue Martepuanos KOH(pepeHUUIA: [JoKnagos, | OAWH aBT. NIUCT 1050,0
COOOLLIEeHUN
PacwudpoBka ayguosanucen (matepuanoB  KOHdepeHuun,
COBeLlaHui):
6 |Habop TekcTa c aygmodhanna OOVH aBT. NUCT 2400,0
7 | pemakTupoBaHue HabpaHHOro TekcTa OAWH aBT. NUCT 1200,0
8 | KOHTpOrbHOE peaakTupoBaHue OOVH aBT. NUCT 120,0
PepaktnpoBaHue nonynspHoro 6ubnuorpadudeckoro nocobws,
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PEeTpOCNEKTUBHBLIX Hay4HO-BCNnomMoraTtesibHbIX yKasaTeneVl,
0630poB, cnpaBok, pedepaToB, aHHOTALWNA:

9 |pemakTupoBaHMe MNONynsipHbIX Oubnuorpadmyecknx nocobun:| oguH aBT. NIUCT 2640,0
TemaTnyeckmx bmbnuorpadmnyeckmx ykasartenen, CpaBoYHMKOB

10 |pepakTupoBaHWe pPETPOCMNEKTMBHLIX Hay4HO-BCMOMOraTeribHbIX | OAWH aBT. NMUCT 2100,0
yKkasaTenen

11 |pepakTMpoBaHWE aHanMTUYecKMx 0030pOB, CNpaBOK, aHHOTAUWR, | OOWH aBT. NIUCT 1080,0
pedepaTos, CBO[HbIX pedepaTnBHbIX 0630poB,

aKcnpecc-nHgpopmaummn

12 | pepaktnpoBaHue 6ubnuorpaduyeckon sanmcu OfiHa 3anucb 4,6

13 |KOHTpOJSIbHOE pedakTupoBaHue OfHa 3anucb 6,2

MpumeyaHue: Npu peaakTMpOBaHMU CMELUAHHOTO TeKCTa K HOpME BPEMEHU MPUMEHSIETCS MOBbILLALLMNA
KoadppuumeHT 1,1.

4.14. BcnomoraTernbHO-TexHMYeckasi paboTa

Tabnuua 84
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHuns BPEMEHM,
MWH.
1 2 3 4
1 |o3HakommneHve c martepuanom OAWNH OOKYMEHT 10,0
2 | pebakTypoBaHue maTepuarnos OAWNH OOKYMEHT 12,0
4.15. PaboTa no opraHunsauum Tpyaa u ynpaBfeHuo
Tabnuua 85
N HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3MepeHus BpEMEHWN,
MWH.
1 2 3 4
MnaHupoBaHue paboTbl
C6op, aHanua3 MCXoOHOW MHGOpMaUUN; onpenesieHne OCHOBHbIX OAVH NnaH
3afad roga, YTOMHEHME CPOKOB BbIMOJTHEHUS 3aaHUN, HanucaHue
OBOBbACHUTENBHOM  3anNMCKW; MOArOTOBKA NpoeKkTa nnaHa K
obCyKaeHUI0 Ha BCeX YpoBHSAX, AopaboTka nocne obcyxaeHus;
npeacTaBneHue nraHa Ha cornacoBaHue 1 yTBepXaeHue:
1 |nnaHa 6ubnmnoTekm 6240,0
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2 |nnaHa oTaena, cekropa 2740,0

3 |nHOMBMAOyaneHOro niaHa 370,0
ExxeqHeBHbIN yyeT paboTbl B CTPYKTYPHbIX Nogpa3geneHmsx:

4 | cTaTUCTUYECKMI ydeT 3anuncaBLuMXcs (MepeperncTpupoBaBLLMXCS)| oOgHa 3anucb 2,8
yuTaTtenemn

5 |cTraTuctuyeckmm yyeT KHUroBblaad, NOCELLEHNN OfHa 3anucb 8,6

6 |yyer NHopMaUnoHHo-6nbnunorpadmnyeckomn paboTbl no| opaHa 3anucb 2,7
yCTaHOBMEHHOM hopme

7 | ydeT BbINOSIHEHHbIX CMPaBOK o[Ha 3anucb 2,7
ExxeqHeBHbIN y4eT aboHeHTOoB, nonb3aytowmxcsa MBA:

8 |cratuctuyeckmm yyet aboHeHTOB, nonbaytowmuxcss MBA OfHa 3anucb 2,7

9 |cTaTUCTUYECKM  y4eT  MOMyYEeHHbIX  3aKa3oB, BblOaHHbIX | OAHA 3anucb 9,8
DOKYMEHTOB

10 |cTaTucTMyecknin ydeT 3akasoB, NepeHanpasneHHbIX B Apyrve| OaHa 3anucb 2,7
ombnnoTekn

11 |3anucb utorn pabotbl B "[HEBHUK paboTbl" nogpasgeneHus ojJHa 3anucb 3,2
ombnnoTekn

12 |vHOovBuAyanbHbIA Y4YeT: eXedHeBHOe 3arnofiHeHWe NUCTKa yyeTa| OaHa 3anuchb 2,7
Tpygo3aTtpaT unv gHEBHUKA paboTbl OMbnmoTekapsi
CBOOHbIN CTAaTUCTMYECKUI yYeT no bubnuoteke
Yucno umtatenen, KHUroeblgad, NOCELLEHNA U MHOW MHGOpMaLnK; ojHa 3anucb
noaBedeHNe UTOTOB CTaTUCTUYECKNX OAHHbLIX MO BMbnnoTeke:

13 |mecsy, 528,0

14 |kBapTtan 792,0

15 |rog 1080,0
Cratuctnyeckuin yyet B pexume AC:

16 |BBOA CTATUCTUYECKUX AAHHbIX C KOHTPOJIBHOMO NUCTa OLVIH NnCT 0,16

17 | cBOAHbIV CTAaTUCTUYECKUIA Yy4eT No BubnunoTteke (Ynicno yutartenen, Ha Mecsl, 120,0
KHWUroBblaady, noceLleHun 1 MHon nHopmMaLmm)
lMoaBeneHne UTOroB CTaTUCTMYECKNX AaHHBIX MO BMbnnoTeke: Ha mecsy,

18 | mecsu 0,27

19 |keBapTtan 0,27
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20 |ropg 0,27
CocTaBneHne O0T4ETOB:
21 |npveM  NNaHoOBO-OTYETHbIX  JOKYMEHTOB  OT  CTPYKTYPHbIX | OAWH AOKYMEHT 13,0
nogpasgeneHun C npoBEpKOM MOSHOThbI COCTaBa; COCTaBNEHue
CBOHOW TabnuLbl OCHOBHbIX NOKasaTenemn
CocTaBneHne aHanUTUYeCKoro OT4veTa: aHanu3 AesiTeNbHOCTU OAWH OTYeT
nogpasgeneHni un Oubnmotekn, OTMETKa MW3MEHEeHus 3a rop,
HanucaHne TeKCTa, MpeacTaBfieHNe Ha  corfacoBaHue K
yTBEPXKOEHME:
22 |oT4yeT BUGNMOTEKM 3a rog 3980,0
23 | oT4eT OoTAena, cekrtopa 3a rog 1320,0
24 | nHAMBMAYanbHbIN OTYET 3a roa 586,0
CoctaBneHne duHaHCOBbIX oOT4eTOB 006 onnate no Buaam OAWH OTYeT
nnaTHbIX YCIyr:
25 |3a mecsy 510,0
26 |3a kBapran 840,0
CocTaBreHune oTyeTa 4nsa YyntaTenemn n HaceneHus:
27 |orpepeneHve cpoka nNpoBefdeHUs oTyeTa, [MOBECTKM  [OHS; ofHO 1580,0
onoBselleHMe O [He oOTyeTa uuTaTenen, HacerneHus; BbINYCK| MeponpuaTne
CTeHraseTbl; ohopmieHe NpoToKoMNa, 3aMmeyaHui U NpeasioXeHnin
yuTaTenemn, HaceneHus, cCocTaBneHne NnaHa ux peanuaauum
MNogroToBka Npon3BOACTBEHHbLIX COBELLLAHNIA
OnpeneneHne nNOBECTKM [HS, Kpyra YYacTHWKOB; MOArOTOBKA OAHO
crnpaBKku, OpYrux MeponpuaTUin, npoekTa pelleHus; onoBeLleHue coBeLllaHne
YYaCTHMKOB COBELLaHNs; NOAroTOBKA NOMELLEHUS:
28 |coBewaHve paboTHUKOB B1BNMOTEKM 320,0
29 | coBellaHne paboTHMKOB OoTAenNa 264,0
30 |coBellaHne NO UTOraMm MPUHATBLIX PELEHNn C Lernblo OLEHKN KX OJHO 27,0
pesynbTaToB, NPOM3BOLACTBEHHbIE COBELLAHNA MO UTOram roga coBeLllaHne
31 |onepaTtuBHoe coBellaHue (ana pelieHna TeKyLLNX oJHO 22,0
NpoOV3BOACTBEHHbIX 3a7a4) coBeLlaHune
OpraHusaumoHHas (onepaTtuBHas) pabora:
32 |pokymeHTanbHoe  odopmneHne pexuma paboTbl  OTAena| OAWH AOKYMEHT 268,0
(coctaBneHue rpadumka paboTbl, OTMYCKOB U APYrMX JOKYMEHTOB)
33 |obecnevyeHne KOHTPOMs 3a BLINOMIHEHUEM MPOM3BOACTBEHHOIO | OAHO 3aJaHue 4.4
3a[jaHus N Ka4yecTBOM paboThl
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34 |obecneyeHne KOHTPONS 3@ WUCMOMHEHWEM YNpaBreHYecKkoro | OAWH AOKYMEHT 8,8
peLleHus, npukasa, ykasaHus OMpeKTopa, 3aM. OMpeKTopa, 3as.
oTAenom
35 |3aknyeHue, npoasieHme goroegopa ¢ hmpmamu, npegnpuaTuamMm, | OguH 4OroBop 840,0
opraHusaumsiMn, YacTHbIMU NpeanpuHMMaTensaMm
36 |cocTaBneHune KanbKynauumn LeH Ha nnaTHble ycryru OAWNH OOKYMEHT 3340,0
37 | BbINUCbIBAHWE cYeTa, KBUTaHLUUN OOVIH AOKYMEHT 13,4
38 |cBepka onnaTtbl CHETOB OAWNH OOKYMEHT 13,8
Jenonpon3BoacTBo:
39 | npuem u perncTpauus Bxogswen KoppecnoHaeHLMm OAWNH OOKYMEHT 5,6
40 |obecneyeHne KOHTPONSA 3a CBOEBPEMEHHBIM WCMOMHEHWEM | OOWH AOKYMEHT 5,6
OOKyMeHTa
41 |cucTtemaTtv3auMs M NoAWMBKA WCMOMHEHHbIX [AOKYMEHTOB B | OAWH OOKYMEHT 5,6
COOTBETCTBUM C HOMEHKNaTypoun aen
Pa6ota B pexume AC:
42 | perncrtpauus BXoAsillew KOppecnoHAeHUMn: BBOA B 6a3y AaHHbIX | OgHa KapTouka 7,6
KOHTPOSIbHOW KapTOuku (d4aTa MNOCTYNNeHus, MHAEKC AOKYMEHTa,
KOppecnoHAeHT, AaTta, UHAEKC NOCTYNUBLLEro JOKYMEHTa, KpaTkoe
cofepxaHue, pe3oniouns, KoMy HanpasneH)
43 |obecneyvyeHne KOHTPONA 3a MCMOMHEHUEM [OOKyMEHTa: BbIBOL Ha| oOfHa 3anucb 4,6
9KpaH KOHTPOSIbHOW KapToOuykW, BBOA B Hee WHdopmauun o6
NCNOSNTHEHUN
MpumeyaHue: BpemMs NpoBeAeHUs oTyeTa nepen YntatensamMu, HaceneHmem, CoOBeLLaHuii B HOPMY BpPEMEHU
He BXOAWT.
4.16. ObcnyxuBaHue yaaneHHbIX nonb3oBaTenem
Tabnuua 86
N HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BpPEMEHMU,
MUH.
1 2 3 4
Pernctpauus nonb3oBatenen B pexxmme OHMamH:
1 |npoBepka 3anvcu nornb3oBatens B bnbnuoreky OOVH 1,0
nons3oBaTternb
2 |obpaboTtka n BBOA hamMunuu, MMeHW, OTYeCTBa MONb3oBaTENs U OOMH 2,5
agpeca ero 3NeKTPOHHON NOYTbI 3IEKTPOHHbIN
opmynsip
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3 |cocTaBneHwe nucbMa C ykasaHueMm forMHa U CreHepupoBaHHOro ofHO 2,5
CUCTEMOW Napons, NpuKpenneHne WMHCTPYKUUU MNOMb30BaHWUA W | 3MNEKTPOHHOE
oTnpaBka ero rno 3NeKTPOHHOW NOYTEe NOMb30BaTENO nNMCbMO
O6cnyxrBaHWe Nonb3oBaTenen B pexnme OHNawnH:
4 | KOHCYNbTaUMs NO NCMONb30BAHUIO MHTEPaKTMBHOW Bl KHur oaHa 5,0
KOHCYnbTauns
5 |conpoBoxaeHune BUPTYyanbHOW KHUrOBblAauYn: opMupoBaHue OQVH 3aKas 7,0
3aKasa Ha BUpPTyarnbHOW KHUXHOW Morke
6 |Bbirpy3ka n3 AC HOBbIX MOCTYMMEHUA 3a onpedeneHHbIi nepuog OAVWH hbann 50
BPEMEHM B BUAE yKasaTtens HoBbix noctynneHumn (YHIT)
7 |pasmellieHne HOBbIX MOCTYMSIEHNA [OKYMEHTOB Ha cauTe OAWH hann 15
6ubnuotekn: cosgaHve 3arofioBka aHHOTauMK MpUKpenneHve
arina(os)
8 |paccbinka MO 3NeKTPOHHOW noyTe yAaneHHbIM Morib3oBaTensam ofHO 15
WMHOpMaLNK O HOBbIX MOCTYMNNEHNSAX AOKYMEHTOB 3NEKTPOHHOE
NMCbLMO
9 |uHMOopMaLMOHHOE COMpPOBOXAEHWe canTa, noptana u cTpaHul B OfHO 15
coumanbHbIX ceTsax: cosgaHue 3aronoska aHHoTauun coobLeHne
npukpenneHne gannos
Pa6ota c cantom otgena 6ubnmoteku
Pabota c HoBocTsiMM oTAena:
10 |nogroToBka MaTtepmana k nybnukauum (npecc-penus, nocT-penus, | OguH nevaTHbIN 1050,0
cTaTbs) nuct
11 |pasmelueHne HOBOCTU Ha cainTe O[lHa HOBOCTb 10,0
12 | pa3mMeLleHne HOBOCTM B COLMaribHbIX CETSIX OfiHa HOBOCTb 10,0
13 |oTnpaBka HOBOCTHOIMO COOOLWIEHUs ANS pasMeLleHust Ha camTax oJHO 10,0
napTHepoB coobueHne
14 | nogbop unnicTpaumm K HOBOCTU ofHa 50
unncTpaums
PaboTa ¢ poToranepeen otgena:
15 | doTochemka oJHa cbeMka 30,0
16 |nog6op doTorpadun ogHa 3,0
doTorpadms
17 |obpaboTka choTorpacumii ¢ MOMOLLbIO rpadouyecKoro pegakropa ogHa 15,0
doTorpadums
18 |co3gaHue oToranepen oAHa 15,0
¢oToraneped
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19 | pobasneHue nognucen k hoTorpadusam oaHa 2,0
doTorpadus
Paborta c NOMHOTEKCTOBLIMU MaTtepuanamu,
OmbnmorpadnyeckumMm CnMckaMmm Ha camTe:
20 | copmatupoBaHue Matepuanos Ana nybnukaumm (nepeeson B| OAMH MaTtepuan 20,0
apyrue cpopmarthbl, JeneHne maTepmana Ha yacTu)
21 |pobaBneHve onucaHWs K maTepuany (aHHoTauus, KIYeBble | OAMH MaTtepuarn 10,0
cnosa) - 1000 3HakoB
22 |3arpyska matepvana Ha BHELIHUA CanT OAVH MaTepwuan 15,0
23 | obHOBREHNE cnucka Nybnukaunm CoTpyaHUKOB oTaena oaHa 2,0
o6ubnuorpadunye
cKas 3anucb
PepaktupoBaHune n obHoBneHne nHcdopmMaumm Ha canTe:
24 | pegakTupoBaHue maTtepuanos OfiHa 3anucb 2,0
CosgaHne opmbl  3MEKTPOHHBLIX OMPOCOB  (3KCMpPEcCc-onpoc,
OHMalrH aHKeTUpoBaHue):
25 | cospaHue n pasMeLlleHne BONpoCcoB Ha cante OAMH BOMpoC 6,0
26 |cosgaHue cTpaHuubl onpoca n gobasneHne koga ¢ canTa OfHa cTpaHuua 15,0
CosfaHne HOBbIX pa3denos Ha canTe:
27 |co3paHue OOVH pasgen 15,0
PepaktnpoBaHne 1 o6HOBMEHNE MHAOPMALMOHHOIO KOHTEHTA Ha
canTe:
28 | pegakTMpoBaHue cTaTel, pasMeLLeHHbIX Ha canTe O[lHa HOBOCTb 10,0
29 |nouck oTbop WHopmaumn  Ans peAakTMpoBaHus 20,0
cTaTucTuyeckom bl
30 |obHoBneHue 3anucei b ojJHa 3anucb 5,0
31 |BHeceHMe HoBbIX 3anucen B B[] oHa 3anucb 10,0
O6paboTka AOKYMEHTOB 411 3arpy3Kun Ha CauT:
32 | pepakTupoBaHue 1 hopmMaTMpoBaHMe TeKcTa AOKYMeHTa OAWH aBT. NUCT 60,0
33 |KOHBepTUpOBaHWE [OOKYMeHTa W3 ofHoro dopmara B ApYrov | OAuH AOKYMEHT 10,0
dopmar
34 |3arpyska Ha BHeLLHMe pecypchbl OAWNH OOKYMEHT 15,0
35 |pa3melleHne Ha cante oTaena OAWNH OOKYMEHT 10,0
KOHCYHbTaHTnﬂI-OC www.consultant.ru Crpanuua 206 u3 223

Hafieé)KHasa npaBoBaa noaoAepXXKa


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

Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.05.2015

3anonHeHue cTpaHuLbl OTAena B coumarnbHbIX CETSX:
36 | nonck 1 oT6op HOBOCTEN Ha BHELLUHUX pecypcax O[Ha HOBOCTb 24,0
37 | cocTaBrneHve aHHOTauun K HOBOCTAM OfHa HOBOCTb 15,0
38 | pa3melleHne nocTa Ha cTpaHuue otaena O[1Ha HOBOCTb 5,0
4.17. OnpegeneHue kHuroobecnevyeHHocTn yyebHoro npouecca B 6a3e gaHHbix AC
Tabnuua 87
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
1 |nouck onpegeneHHON AUCUMNIUHBI y4ebHOro npoiecca B moayne ofHa 1,0
"KHuroobecne4yeHHocTb" JucumunnuHa
2 |nonck B 6Gase paHHbIXx AC [OOKYMEHTOB, MNOAXOAALMX AnS ofHa 10,0
BblIBpaHHOW AMCUMNNUHBI (OCHOBHOWM CMWCOK), B PEXMMEe NPOCTOro |  AUCUUNIMHA
N pacLUMPEHHOro Noncka
3 |npocMmoTp Kaxgoro [AOKYMEHTa Mo BceM napameTpaMm Ansd | OAWH OOKYMEHT 60,0
onpegeneHnsi HeoOXOAMMOCTM BKIIOYEHWUSI €ro0 B CMUCOK, oTbop
BblIOpaHHbIX AOKYMEHTOB (fo6aBneHne K MMeroLwmnmcs nonsam ewe
oaHoro nong "aucumnnuHa")
4 | npucoeavHeHne OTOBpaHHbIX OOKYMEHTOB (OCHOBHOWM CMWUCOK) B ofHa 50
mogayrne "KHuroobecneveHHOCTL" k onpeaeneHHon UCUnnIMHe aucumunnuHa
5. TunoBble oTpacneBble HOPMbI TpyAa Ha paboTbl, BbINOMHAEMbIE
B JETCKUX, loHOLLIeCKMX bubnmoTtekax, B bubnuotekax HAN,
obpaszoBaTenbHbIX yYpexaeHuit (Ha OCHOBE aBTOMAaTU3MPOBAHHbIX
cucTeM ynpasneHus npoleccamm)
5.1. KomnnekrtoBaHne ¢oHAOB
Tabnuua 88
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHMU,
MUH.
1 2 3 4
1 |npuem n otbop onst GOHAOB HOBLIX MNOCTYMMEHUN, MONYYEHHbIX MO | OOMH OOKYMEHT 3,6
COMpoBOAUTENBHOMY  [AOKYMEHTY - JUCTY rocydapCTBEHHOWM
perncrpauumu
2 | TexHunyeckasa obpaboTka JOKYMEHTOB OQVH LJOKYMEHT 4,5
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3 | BBOA AOKyMeHTOB B 6a3y AaHHbIX (B) OAVH AOKYMEHT 4,5
5.2. bubnuvorpaduyeckoe onMcaHne U MHAEKCMPOBaHNE JOKYMEHTOB
Tabnwuua 89
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThl EavHunua Hopma
n/n n3MepeHuns BpEMEHWU,
MWH.
1 2 3 4
1 |dopmupoBaHne GubnuorpadmMyeckon 3anmMcum Ha OOKYMEHTbl Ha | OfgHa 3anvcb 18,0
PYCCKOM si3blKe (onmMcaTenbHas Katanormsayus)
2 |dopmupoBaHue OubnvMorpadmnyeckon 3anmMcuM Ha OOKYMEHTbl Ha| OfHa 3anuch 27,0
WHOCTPaHHbIX  E€BPOMEWNCKMX A3blkax W  A3blkax Hapo4oB
Poccuiickon  ®depepauun, KpomMe pycckoro (onucartenbHas
KaTanorusauusi)
3 | MHOeKcMpoBaHue AOKYMEHTOB (CoaepxaTenbHas Katanormsauns) OfiHa 3anucb 18,0
5.3. PaboTa ¢ kaTanoramm
Tabnwuua 90
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHuns BPEMEHM,
MWH.
1 2 3 4
MoprotoButenbHasa paboTa:
1 |pa36op kapTOYeK A5 pacCTaHOBKU B andaBuTHbIE KaTanoru O[Ha KapTo4ka 0,5
PepnaktnpoBaHme reHepanbHOro andgaBnTHOroO karanora: ofHa KapTo4ka
2 |kaTanor - ctapbin pag (ao 2000 roga) 1,0
3 | katanor - HoBbIv psg (c 2000 roga) 0,5
4 | kaTanor - MHOCTPaHHble EBPOMENCKUE SA3bIKM U SA3bIKM Hapo4oB 1,0
Poccuu, kpome pycckoro
5 | pasbop KapTo4yek Ansi pacCTaHOBKM B CUCTEMAaTUYECKMNE KaTarnoru O[Ha KapTo4ka 0,3
6 |pepakTupoBaHve [eHepanbHOro CUCTEMaTUYECKOro KaTarora| OfHa KapToyka 0,5
(FCK)
7 |pepakTupoBaHve opurMHan-maketa B3 Ha  ogHovacTHble | OfHa KapToyka 0,3
OOKYMEHTHI
8 |pepaktvpoBaHne opurMHan-maketa B3 Ha  MHoroyacTHble | ogHa KapToudka 0,45
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OOKYMEHTbI
9 |pepakTupoBaHue 3anucerd Ha eanHuubl XxpaHeHuss B 1O no| opHa 3anuck 54
M3BELEHNAM O BHECEHUW U3MEHEHW B KaTanoru, nonyyeHHbIMu
13 TexHonormnyeckoro otaena (TO)
PepaktnpoBaHue onbnuorpaduryeckmx 3anucen (B3)| opgHa 3anuch
(koHTponbHbIE NONst opmaTa u Tekcta b3):
10 | pepakTupoBaHWE KOHTPOSbHLIX Nonen opmaTa 54
11 | pepakTupoBaHue Tekcta b3 5,4
12 |pepaktnpoBaHue Oubnuorpadmyecknx 3anucen (B3) B T1O| opgHa 3anuch 54
(sBeneHne nHaekcos BBEK B B3)
13 | dopmupoaHme B3 B MO ¢ ucnonb3oBaHMEM CBOAHOrO KaTanora| OAHa 3anucb 12,0
Poccuickon ®egepauun
14 | pepaktupoBaHue b3 Ha MHorovacTHble AoKymeHTbl B 10 O[lHa 3anucb 12,0
5.4. PaboTta ¢ hoHOOM
Tabnuvua 91
N HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHMU,
MUH.
1 2 3 4
MoproToButenbHasa paboTa:
1 |nogrotoBka pabouymx MecT; opraHu3aumsi paboyero wmecTa:| opgHo pabouee 50
nogkroyeHne komnbetotepa, Bxoq B OPAC, npoBepka afeKTpOHHOM MEeCTO
noyTbl, paccbifika OTBETOB Ha 3anpochbl; MNoAroToBka 3ana K
paboTe: opraHusauus paboumx MecT uuTaTenewn, BnaxHas
obpaboTka MOHMTOpPa KOMMbIOTEPA, CTAHLMU CaMOOBCNyXMBaHUS,
MOHUTOpA SMEKTPOHHOro KaTanora, paccTaHoBKa (pasmelleHue
KHW)XXHOrO MaccuBa, CAaHHOro nocre npeasigyLiero paboyero gHs,
Ha norkax OTKPbITOrO AOCTyna), O3HAaKOMMEHNe C NepUOANKON U C
HoBOCTSIMU B ceTu "MHTepHeT"
2 |nonyyeHue [OOKYMEHTOB C BbICTABKM HOBbLIX MOCTYNMeHUn (npu| ofHa napTus 16,0
yyacTtum 4-x Yenosek) (100
JOKYMEHTOB)
3 |npvem HOBbIX nocTynneHwin B [lporpamme nepepayn; cBepka| ofHa napTus 12,0
HanNUuMsa KHUr B NapTum ¢ CONpoBoaUTENbHbLIM AOKYMEHTOM (100
OOKYMEHTOB)
O6paboTka HOBbIX NOCTYMNIIEHWUNA
4 |lMepBuuHbIn  pas3bop HOBLIX MNOCTYNNEHUN; MNpoCTaBneHve | OoAHa napTus 26,0
WITEMMEns Ha TUTYNbHOW M 17 CTpaHUUAX KHWUMM; akTMBauusa u (100
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pefakTMpoBaHMe B 3NEKTPOHHOM KaTarnore; nevdatb MHBEHTApHOro | [JOKYMEHTOB)
N 1 npuknenBaHue paguomeTky (€QUHUYHBIE 3K3EMMNNAPbI)
5 |Pa3bop 4OKYMEHTOB ANs1 ONpPeAernieHNst pacCTaHOBOYHbIX WNEPOB | OOUH AOKYMEHT 1,0
6 |lpegBapuTtenbHas cuctemMaTusaums [OOKYMEHTOB  [PYMnnoBOM | OOUH AOKYMEHT 1,0
0b6paboTkn ons onpegeneHns NonoYHOro MHAeKca
LLndpoBka AOKYMEHTOB: OAVH JOKYMEHT
7 |c aByms wudppamm (1 - "BupTyansHbeIn") 1,0
8 |6e3 wudpa 1,8
9 | gocbinbi 3,6
10 |BBOA WKbpa 0,5
LLindbpoBka AOKYMEHTOB rpynnoBor 06paboTku: OAVH AOKYMEHT
11 |npepBapuTenbHas cuctematm3aums (BBO4 MWHAOEKCA oOTpaciu 1,0
3HaHua no Tabnuuam BBK B 3K)
12 | petanbHaga cuctemaTusauma (BBog nonodHoro nHaekca bbK B 3K) 1,0
13 |obpaboTka JOKYMEHTOB HA MHOCTPAHHbIX EBPOMENCKUX A3bIKAX OQVH JOKYMEHT 3,6
14 |obpaboTka [OOKYMEHTOB Ha HaUMOHamnbHbIX $A3blkaX HAapPOAOB| OAWH AOKYMEHT 4,5
cybbekToB Poccuinckon Pegepaumm
15 |npuem n obpaboTtka gokymenToB XVIII - XIX BB. OQVH JOKYMEHT 8,0
16 |npvem n obpaboTka OTEYEeCTBEHHbIX NEPUOAMNYECKUX U3OAHUN U3 | OAWH AOKYMEHT 1,8
3TN
17 |npvem n 06paboTka WMHOCTPAHHbLIX NEPUOAUYECKUX W3OaHUN U3 | OAWH AOKYMEHT 1,8
3TMNn
18 | nepelundpoBka JOKYMEHTOB OAWNH OOKYMEHT 27,0
19 |BBog H6ap-koga nokymeHTa B 9K OAWNH OOKYMEHT 2,6
20 |nepepayva OOKYMEHTOB Ha dpyca ®b B AncneTyepckon nporpaMmme OfHa napTus 26,0
(100
JOKYMEHTOB)
O6cnyxunBaHue yntatenen n aboHeHToB B Pb:
21 |BbINonHeHne TpeboBaHWiA, NOCTYMMBLUNX MO SMIEKTPOHHOMY 3aKa3y ofHO 1,0
TpeboBaHue
22 | B3auMopacyeT CO CTPYKTYPHbIMW NOApa3aeneHmsamMm 6MbnmoTtekn OfHa napTuns 14,0
(200
OOKYMEHTOB)
23 |paboTa C 3a40JPKEHHOCTbIO: COCTaBfieHMe no 0ase uuTanbHOro | OAWMH LOKYMEHT 1,8
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.05.2015

3ana cnucka 3ad0JPKHUMKOB; cocTaBrieHne no 6ase ueHTpanbHown
Kacbegpbl crnvcka 3agofmKHUKOB; BblAeneHne u3 obuiero cnucka
3a40/KHUKOB OMBNMOTEKN 3a40IMKHUKOB; €XEeAHEBHbLIA KOHTPONb
OOIMKHUKOB C HanoMuMHaHmem O HeobxoammocTn Bo3BpaTa
3afilepXXaHHbIX KHWUM;, aHanu3  3PeKTMBHOCTM MpoaenaHHon
paboThl

Ob6ecneyeHne coxpaHHOCTM (DOHOOB:

24 |nogroTtoBka OOKYMEHTOB Ha MUKpPOpMnbMMpoBaHme M| OAWH OOKYMEHT 54
CKaHMpoBaHue
25 |nepepava OOKYMEHTOB Ha MUKpOUIbMUpOBaHWe n | ogHa naptus (20 16,0
CKaHMpOBaHue OOKYMEHTOB)
Ceepka poHaa c aneKkTpoHHbIM KaTanorom (3K): OAVH OOKYMEHT
26 |ogHOYacTHble JOKYMEHTbI 1,8
27 | MHOrovacTHble JOKYMEHTbI 3,6
28 | npoBepka JocTyna K 3feKTPOHHOMY pecypcy OAWNH OOKYMEHT 5,4

5.5. CnpaBo4Ho-6ubnuorpacdumyeckoe obcnyxmeaHune

Tabnuuya 92
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
BbInonHeHme ycTHbIX Bubnunorpadunyeckmx cnpaBok:
1 |nogroToBka pabo4mx MecT €XeJHEBHO 13,0
2 | exegHeBHbIN CTaTUCTUYECKNI yyeT €XeHEeBHO 13,5
crnpaBoYHO-6Mbnunorpaduyeckoro o6cny>XMBaH1s YnTaTenen
3 |M3y4yeHMe oOTpuuaTtenbHbIX OTBETOB Ha Oubnuorpaduyeckme eXxeHeBHO 13,5
3anpochbl C LENbIo BbIABIEHNs Opaka
4 | npuem 3anpoca Ha BbINoNHeHne bubnuorpaduryeckon cnpaskm OfH 3anpoc 10,0
5 | odopmMmneHmne KOHTPONBLHOIO NUCTKa NOoMb3oBaTenNs OOVH 1,0
nonb3oBaTtenb
6 |Temartmnyeckas ycTHasa bubnuorpadudeckas cnpaBka OfHa cnpaBka 17,0
7 |agpecHas ycTHasi cnpaska OfHa cnpaBka 8,0
8 | yTouHsLwWasg ycTHas bubnuorpadudeckas cnpaska OfHa cnpaBka 18,0
9 | dakTorpadudeckas yctHasi bubnvorpaduyeckas cnpaBka OfHa crnpaBka 15,0
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10 |opueHTMpytoLLL@s KOHCYbTauns ofHa 6,0
KOHCYnbTauns

11 | 6ubnumorpaduyeckas/dakrorpacdumyeckas cnpaeka no TenegoHy OfHa cnpaska 12,0
BbinonHeHne NnnucbMeHHbIX Bubnunorpaduyeckmx cnpaBok:

12 |npuem u pernctpaumsa NMMCbMEHHOrO 3anpoca B OpraHn3aLMoHHOW |  OAWH 3anpoc 3
rpynne

13 | gucneTtdyepusaumsa NMCbMeHHbIX 3anpocos B rpynne CBO exxeHeBHO 60

14 |peructpauus 3anpoca B XypHane yyeTa MUCbMEHHbIX CNpaBOK| OAHa 3anucb 3
rpynnsl CBO
MucbMeHHaa TemaTuyeckas cnpaska:

15 |Tematmyeckass cnpaBka 1-0M CTeneHW CrnoXHocTu: Ao 25| opfHa cnpaBka 1200,0
Ha3BaHMWN, C NPOCMOTPOM BrMBnMorpadPUYecKnx NCTOYHMUKOB

16 |TemaTuyeckass cnpaBka 2-O/ CTeMeHu CIOXHOCTW: cBblle 25| ofHa crnpaska 2900,0
HasBaHMN, C NPOCMOTPOM OMGnMOrpadnyecknx u TEKCTOBbIX
NCTOYHMKOB

17 | nucbmeHHas yTouHsoLwas bubnuorpadguyeckasn cnpaska OAHa cripaska 360,0

18 |nucbMeHHas agpecHasi cnpaska OfHa cnpaska 120,0

19 | nucbmeHHas dakTorpaduyeckas cnpaska OAHa cripaBka 360,0

20 |nNUCbMEHHble  KOHCymnbTauuMu: TemaTudeckasd  KOHCyrbTauus, oaHa 480,0
KOHCYnbTauns-knuLie KOHCyrnbTauuns
PepaktnpoBaHune BbINOMHEHHbLIX MUCbMEHHbIX CNPaBOK:

21 |appecHasi MMCbMeEHHas cnpaska OfHa cnpaska 9,0
TemaTuyeckas NMCbMEHHAs CrnpaBKa: OfHa crnpaBka

22 | 1-1 cTeneHn CroXHOCTU 18,0

23 | 2-1 cTeneHun CrIOXHOCTH 48,0

24 | yToyHAOWAA NUCbMEHHas crnpaska OfHa crnpaBska 8,0

25 | dpakTorpadudeckas NnMCbMeHHas cripaBka OfiHa cripaBka 8,0

26 | perucTpaLms BbINOMHEHHON NUCbMEHHOW cnpasku B rpynne CBO B| opgHa 3anuck 3,0
XypHane yyeta NMCbMEHHbIX 3anpoCcoB

27 | peructpauus BbIMOSIHEHHON NMUCbMEHHOM cnpaBku B| o0fgHa 3anucb 2,0
opraHusaumoHHou rpynne CbO

28 | ocbopmneHue 1 nepefayva/oTnpaBrneHne OTBETa 3aKa3unky OJVH 3anpoc 12,0
BupTyanbHas cnpaBoyHas cnyxba:
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29 | BupTyanbHas TemaTudeckasa cnpaska OfHa crnpaBska 18,0
30 |BupTyanbHas agpecHas cnpaska OfHa cnpaska 7,0
31 |BupTyanbHasa yTovHALWas cnpaska OAHa cripaska 18,0
32 | BUpTyarnbHas OpueHTHpyoLasn crnpaska OfHa cnpaska 6,0
33 | odopmrieHMe OTBETA Ha 3anpoc Yntatens OAHO NMUCbMO 6,0
34 | nononHeHne apxuBa BbINOMHEHHbIX cnpaBok ("basa 3HaHni") OfHa crnpaBka 11,0
35 |ckaHupoBaHue pokymeHToB wu3 ¢doHgoB CBO no 3akasam | ogHa cTpaHuua 3,0
nons3oBarenem
KoHcynbTauuu: ofHa
KOHCYrnbTaumns
36 | MeToau4eckas 10,0
37 | TemaTu4eckas 10,0
38 |nokanbHas KoopAuHauuMs W gucnetyepusaumsa  BbIMOMHEHUsI | OOHO NMUCBLMO 12,0
BMPTYaribHbIX CNPaBOkK
Bubnuorpaduyeckoe o6yyeHne nonb3oBaTenen
KoHcynbTauuu: oAHa
KOHCYrnbTauus
39 | meTogu4eckasa 10,0
40 |TemaTu4deckad 15,0
41 |nogrotoBka  Gubnuorpacuyeckoro ob3opa No  MeToauke oavH 0630p 2400,0
dopmupoBaHuss  Gubnuorpaduyeckon  3anucu, paboTel  C
kaTtanoramu, 6ubnmnorpadnyeckumn NCTOMHUKaMn oopMmnpoBaHNS
crvcKka nuTepaTtypbl K Hay4YHon paboTe
42 |nogrotoBka W npoBegeHue 6ubnuorpaduyeckoro ob3opa no oavH 0630p 480,0
MeToanke 6ubnvorpadmnyeckoro onMcaHusi
43 |nposeaeHue 3KCKypCum no doHaam M| OA4Ha 3KCKypCcus 480,0
cnpaBo4Ho-6mbnuorpaduyeckomy annapaty (CBA) LIBC
BeneHune cnpaBo4Ho-6ubnunorpacmyeckoro annapara:
44 | BeaeHve apxmBa BbINMOJTHEHHbBIX CMPABOK B 3IEKTPOHHOM pexume OfHa cripaBka 8,0
45 |BBOpg kapToTek B B[] OfHa KapTouyka 6,0
BeicTaBoyHas paboTa: OflHa BbICTaBKa
46 |paspaboTka nnaHa opraHU3aumnn 1 3KCNOHMPOBAHNUS TeMaTUYEeCKOn 2160,0
BbICTaBKM
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47 |noArotoBka COMPOBOAUTENbLHON AOKYMEHTauum K BbICTaBke, 360,0
aTMKeTaxa

48 | MOHTaX BbICTaBKM 480,0

49 | peMOHTaX BbICTaBKU 240,0

MpvmeyaHne: npu paboTe C LOKYMEHTaMM Ha WMHOCTPaHHbIX E€BPOMENCKUX si3blkax WM si3blkax HapoaoB
Poccuiickon ®epepauum, KpoOMe pycckoro, K HopMaM BpeMEHU NPUMEHSIETCS NoBbiLatoLLmMn koadhguumeHT 1,15.

5.6. HoTHble n3gaHus u 3sykosanucu

Tabnuua 93
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHuns BPEMEHM,
MWH.
1 2 3 4
dopmupoBaHme bubnuorpadudeckon sanmcu:
1 |Ha rpamMnnacTMHKM Ha  pPYCCKOM  43blke  (onucaTtenbHas OWH AUCK 140,0
KaTanormsauus)
2 |Ha rpamMnnacTMHKM Ha WHOCTPAHHbLIX €BPOMENCKUX £3blkaX U OOVIH AUCK 180,0
A3blkax HapogoB Poccuiickorn ®efepauun, Kpome pyccKoro
(onucaTenbHas kaTanornsaums)
3 |Ha ayavMo KOMMakT-OMCKE Ha pYCCKOM s3blke (onucaTenbHas OAWH OMNCK 160,0
KaTanormsauus)
4 |Ha ayamo KOMNaKT-OMCKe Ha MHOCTPaHHbIX €BPOMNEenCcKNX A3blkax u OWH AUCK 220,0
A3blkax HapogoB Poccuiickon defepaummn, KpoMe pyccKoro Asblka
(onucaTenbHas kaTanornsaums)
5 | Ha My3blkanbHOM KOMMNAKT-gUCKe (onucaTenbHas Karanorusaums) OOVH ANCK 480,0
6 |Ha HOTHble u3daHMs Ha pPYCCKOM A3blke (onucaTenbHasi | OAWH LOKYMEHT 132,0
KaTanormsauus)
7 |Ha HOTHble M3JaHWS Ha WHOCTPAHHbIX E€BPOMEMCKUX A3blkax W | OAWH LOKYMEHT 140,0
A3blkax HapogoB Poccuiickonn depfepauun, Kpome pyccKoro
(onucaTenbHas kaTanornsaums)
CnpaBo4Ho-6ubnuorpacuyeckoe obcnyxmBaHne B YUTANIbHOM
3ane
BbinonHeHune ycTHom Gubnuorpacmyeckon cnpaBku:
8 |npwem 3anpoca Ha BbINONIHEHNE OMbnunorpaduyeckon cnpaBkm OAWH 3anpoc 6,0
9 |TemaTtuyeckas ycTHas bBubnunorpadudeckas cnpaska o[jHa cnpaBka 20,0
10 |ycTHas agpecHas bubnuorpaduyeckas cnpaeka OfHa cripaBka 12,0
KOHCYHbTaHTnﬂI-OC www.consultant.ru CrpaHvua 214 u3 223

Hafieé)KHasa npaBoBaa noaoAepXXKa


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

Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHus: 21.05.2015

11 |yTouHsOLWan ycTHaa bubnuorpadguyeckas cnpaeka OfHa crnpaBska 22,0

12 | dakTorpaduyeckas yctHas bubnuorpaduyeckas cnpaeka OfHa cnpaska 18,0
KoHcynbTauuw: ofHa

KOHCYnbTauus

13 | 6ubnumorpaduyeckme 10,0

14 | opueHTUpyoLne 3,0

15 | BCcnomorartensbHO-TEXHUYEeCcKne 6,0
BbinonHeHne nucbmeHHbIX 6Gubnuorpaduyecknx cnpasok:

16 |npyem un pernctpauus 3anpoca B KHUre y4yeta TMUCbMEHHbIX | OfHa crpaBka 15,0
BGmbnmorpadunyecknx cnpaBok

17 |u3yyeHne 3anpoca, YCTaHOBMEHME WNW YTOYHEHWE ONEeMEHTOB| OfHa crnpaska 900,0
Bubnumorpaduyeckon sanucm
BeneHune cnpaBoyHo-6ubnunorpadmyeckoro annapara:

18 | odhopmneHne KapToYku AN KapToTeK OflHa KapTouykKa 16,0

19 | cosgaHue Bubnuorpadmyeckon 3anncu (b3) Ha cTaTby No My3blke |  OOHa 3anuchb 8,0
13 JOKYMEHTOB, He COOTBETCTBYIOLLMX npochunio M3

20 |BefeHue KapToTek OfHa KapTouka 1,0
5.7. PaboTa ¢ nutepatypon no bubnuotekoseneHuto, bubnmorpadoBefeHNO0 U KHArOBEAEHUIO

Tabnuua 94
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHuns BPEMEHM,
MUH.

1 2 3 4
O6paboTka HOBbIX MOCTYMMEHM B MNporpammHOM obGecneyeHumn
(NO):

1 |npvem HOBbIX TMOCTYMMEHUA OTEYECTBEHHbIX [OKYMEHTOB B | OAWH AOKYMEHT 0,5
AncneTyepcKon nporpamme nepegaym

2 |npueM HOBbIX NOCTYMMEHUI Ha MHOCTPaHHbIX €BPOMENCKMX A3blKax | OAWH LOKYMEHT 1,0
1 a3blkax HapoaoB Poccuiickon degepaumm, Kpome pycckoro

3 |odopmneHne KapTOYkM Ha [JOKYMEHT Ha pPYCCKOM 43blke Ofs| OAHa KapTouka 8,0
KaTanoroB UK 06GMacTHbIX KapTOoTeK C  MCMONib30BaHUEM
ombnmorpaduyeckon anmcu

4 |odopMreHne KapTOYKM Ha  OOKYMEHT Ha  MHOCTPaHHbIX | OdHa KapTouka 10,0
€BpOMNEeNcKux A3blkax u sidbikax Haponos Poccuiickon ®epepaunn,
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KpOMe pyCcCKOro, [Afis KatanoroB M 0BnacTHbIX KapToTek C
ncnonb3oBaHmMeM bubnunorpadunyeckon sanncu
5 |aHanutnyeckoe onmcaHme gokymeHTtoB B [10 oHa cTaTbs 12,0
O6cnyxuBaHne nonb3oBaTtenen; BuUpTyanbHash  cnpaBOYHasi
cnyxba:
6 |npvem Gubnuorpadumyeckoro sanpoca YitaTensi OfVH 3anpoc 3,0
7 | BUpTyanbHaa Tematudeckas cnpaska OofHa crnpaBska 54,0
8 |BupTyarnbHas agpecHas cnpaska OfHa cnpaska 18,0
9 | BuMpTyarnbHas yTOYHAKOLAA cripaBka OAHa cripaBka 26,0
10 |BupTyanbHasa dakTorpadudeckas cnpaska OfHa cnpaska 20,0
11 |ocbopmrieHve oTBeTa Ha 3anpoc YmTaTens OlHO NMNCbMO 10,0
12 | nononHeHne apxvBa BbINOJIHEHHbIX cripaBok ("basa 3HaHnn") OfHa crnpaBka 10,0
13 |exeaHeBHbIN CTaTUCTUYECKUN yyet €XXeaHEeBHO 12,0
crnpaBoYHO-6Mbnunorpaduyeckoro o6cnyxMBaH1sa YnTatenen
5.8. ObpaboTka onTudeckmnx komnakT-auckos (OIP)
Tabnuua 95
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
1 |nonyyeHne ©n [OCTaBKka ONTUYECKMX  KOMMAKT-OUCKOB W3 | oOfHa naptus 30,0
ancnetyepckon OLIK3 aokymenToB (100
ONCKOB)
2 | npueM HOBbIX MOCTYNMNEHNA ONTUYECKMX KOMNaKT-AUCKOB OfiHa napTus 60,0
aokymeHToB (100
OVCKOB)
3 | cymMmmapHbIf y4eT KOMMNakT-ANCKOB (MO YCTaHOBMEHHON hopme) OfiHa napTus 7,0
OOKYMEHTOB
4 |vHAnBMAyanbHbIA y4ET KOMMNAKT-4UCKOB ofHa 3anucb 1,0
5 | TexHnyeckas obpaboTka ONTUYECKUX KOMMNAKT-OUCKOB OQVH JJOKYMEHT 2,0
6 |wundpoBKka JOKYMEHTOB B Mogyne ak3emnnsapbl M0 OAWNH OOKYMEHT 1,0
5.9. PaboTa ¢ uutatenamm
Tabnuua 96

KoHcynbTaHTINIOC
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N HanmeHoBaHwue npouecca, onepauun. Coctas paboTbl EaovHuua Hopma
n/n namMepeHns BpEMEHM,
MWH.
1 2 3 4

3anuce nonb3osaTens B 6ubnuoTteky, pabota ¢ yMtatenem:

1 |noaroToBka paGoymx MecT nornb3oBaTenel U 0GCnyXuBatoLero oauH MK 2,0
nepcoHana: nmnpoBepka TEXHUYECKOro COCTOSIHUS  CEeTeBOro
obecrneyeHns 1 Napka BbIMUCIIUTENBHON TEXHUKK, BKMoYeHue MK

2 |npuHATMe mep no nukeugaumm cboes B paboTe (1K, paboTe cetw, 0oAunH cbon 10,0
OoTCYTCTBMA  gocTyna Kk 6Gase [OaHHbIX  Monb3oBaTenemu,
MHcpopMmMpoBaHMEe COOTBETCTBYIOLLMX CNyx6 o cbosix, npoBepka
HeucnpaBHoro obopyaoBaHus, dukcauus cboeB B TeTpaan ydeTa
C yKasaHMeM xapakTepa HeMCrnpaBHOCTM U BpeMeHU Havana cbos,
nocre ycTpaHeHusi Henonaaku OTMeTKa BPEMEHUN ee YCTPaHeHus!

3 |NpocMOTp [OOKYMEHTOB u4uTaTens (nacnopT, yOOCTOBEpPEHME, | OAMH YuTaTerb 3,0
NopyYnTENbCTBO), MPOBEPKa HanuumMs YYeTHO-PErncTpaLMoOHHON
KapTOuYKM untatens

4 |3anonHeHue dopmynsapa JuTaTens, Y4YeTHO-PerncTpauuoHHOW | OOWH KOMMMEKT 50
KapTOuku, YiTaTenbckoro buneta

5 |o3HaKoMfieHMe  uuTaTenss C  MpaBunaMuM  MNOMb30BaHWsA | OAMH YMTaTenNb 6,0
6ubnunoTekon, pacnonoxeHvem oHaa, CnpaBoYHbIM annapaTom

6 |nogbop w paccTtaHoBka NO Homepam OunetoB, andaBuTy| OAHa KapTOYKa 2,0
hamunum yntaTtenemn y4eTHO-perncTpaLnoHHbIX KapTovek

7 |ocywecTBneHne KOHTPOMsS 3a BO3MOXHbIM HanuU4Mem [AaHHbIX O | OAMH YuTaTesnb 0,5
yuTaTene Kak HapyLmuTene (nuweH npasa Norib3oBaHus); BegeHne
(n perynsipHbIn TPOCMOTP) KapTOTEKN YMTaTenen-HapyLumTenen

MNepepernctpaums yntatenemn:

8 |nouck dopmynsapa (perncTpauuoHHOW KapTOYKM) uyuTaTens, | OdHa KapTouka 2,0
BHECEHNE W3MEHEeHWA B HUX W B YuTaTeNnbCKnx Ounetax
(yTOYHEHMe aHKeTHbIX AaHHbIX, HOBOrO 4YUTaTENbCKOro HOMepa,
AaTbl nepeperncTpaumun) ¢ BedeHWEeM KapTOTEKM HayYHbIX TEM ”
TeKyLLMX N3MEHEHUI (NonyYeHne 3BaHun, NyGrnmkaumn, 4apoBs)

3anucb (nepeperucrtpauusi) yutatenen B aBTOMaTU3MPOBaHHOM

pexume:
9 |cbemka cboTokamepon AnA uduTaTenbckoro buneta M BCTaBka OOVH 2,0

doTorpadun B UMTaTeNbCKUn dunet noceTuTenb

10 | odhopmneHne koga YmTaTenst C KOHTPOSIbHbIM Pa3psagoM N CPOKOM OAWH 0,4
MONb30BaHWUS 4uTaTenbCkMM OUNeToM, Ha OCHOBE Bbl4AHHON noceTuTenb
MHopMaumn

11 |Bblgayva Ha NpUHTEpP CBEAEHUI O 3anucaBsLLEMCs YntTatene B Buae OOMH 0,4
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yutTatenbckoro buneta noceTtuTenbs
12 |Habop Ha knaBMaType CBEAEHUW O uuTaTtene: amunus, Uvs, OAvH 2,0
OTYECTBO, XapakTepumsywowme ero npusHakm (obpasoBaHue, nocetutenb

CI'IeLI,VIaJ'IbHOCTb), KOA4, HOMEP YnTaTesibCKOro ouneTa; (bOTOC'beMKa

13 |ocyLlecTBNEHME KOHTPOMS 3a BO3MOXHbIM HanuuMem AaHHbIX O oavH 2,0
yutartene, 3anucasllemMcs B 6MOGNMoTeky (paHee 3anucaH, nuileH noceTuTernb
npasa Nosib30BaHNS)

14 |odopmneHne uuTatenbckoro 6uneta Cc HOMEPOM U CPOKOM OOVvH b6uneTt 1,0
Nonb30BaHWUsA 4uTaTenbCKMM OUNETOM, Ha OCHOBE BblOAHHOM
nHdopmaumm

15 |Bblga4a Ha nNpUHTEP CBEAEHUW O 3anuncaBlUEMCH JuTaTene; OaVH 15,0
nposefeHne paanoyacToTHOW UMAEHTUMUKaALUUKM YMTaTeNbCKOro nocetutenb
bunera; nposeneHue OEeHexHoro B3aMmMmopacyeTa C

nonb3oBaTeniem Yepes Kaccy; yaaneHHas 3anucb: CBepka AaHHbIX
PEMMCTPALMOHHON KapTOudkKW, KOMMM C nacrnopTta, odopmreHune
Joroeopa-oepTbl Ha NpefocTaBieHMe [OCTyna K 3MeKTPOHHbLIM
pecypcam 6ubnuotekn, Habop Ha knaBmaTtype AaHHbIX, AMs
3anoJjiHeHna aoroeopa, BbiBO4 AOroBopa Ha MNpUHTEp, noanucb
nvua, 3akniyaBLLero 4OoroBop

16 | odopmneHune BXOA4a-BblXxoda yutaTtend n3 onbnmnoTeku OaVNH 2,0
(MOCTOSIHHBIN ~ YnTaTENbCKUM  OWMeT CKaHWpyeTcs, BblaaeTcs nocetTutenb
KOHTPOSIbHbIN FIUCTOK)

BbinonHeHne tpeboBaHui nonb3oBaTenew, Bbldaya AOKYMEHTOB
N3 OCHOBHOTO KHUroxpaHeHus/crneunannsmpoBaHHoro goHaa:

17 |nonyyeHue TpeboBaHWS Ha OOKYMEHT M3 OCHOBHOMO XpaHeHWs, 0fHO 1,0
npoBepka NpaBUIIbHOCTY 3arnofnHeHus TpeboBaHus, perncTpauus TpeboBaHue
18 |nonyyeHue TpeboBaHWS Ha AOKYMEHT, MpoBepka MpaBUIbHOCTU 0fHO 1,0

3anonHeHus TpeboBaHusi, peructpauusi, gopaboTka TpeGoBaHus, | TpeGoBaHue
noabop no wudpam B cneumanvanpoBaHHOM oHae

19 |ycTaHOBKa MecTa HaxOXOeHUs HeHaWAeHHOro [OKYMeHTa no| OAuH AOKYMEHT 5,0
6a3am 1 6aHKaM gaHHbIX, CNPaBOYHLIM KAapTOTEKaM, KaTtarnioram

20 |Bblgava OOKyMeHTa n3 oTaena| OOWH OOKYMEHT 1,5
KHUroxpaHeHus/cneunanm3anpoBaHHOro ooHaa YMTaTento; oTMeTKa
Ha KHWKHOM dopmynsipe/TpeboBaHuK; 3anMcb LOKYMEHTOB B
ynTaTenbCKyld KapTovku (BKIMAZHOM JIMCT), OTMETKa B KHUre
3aKa3oB

Bblgaya [JOKYMeHTa n3 oTgena
KHUroxpaHeHusi/cneLuannaMpoBaHHoro dooHaa yutaTenio:

21 |npueM OOKyMeHTa OT YuTaTens/nonb3oBartens OOWH OOKYMEHT 1,0

5.10. Bblgaya KOMNIEKTOB JOKYMEHTOB BO BPEMEHHOE MOSIb30BaHUE NoapasaeneHnsiM ondnmoTteku

Tabnuua 97
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N HaumeHoBaHwue npouecca, onepauun. Coctas paboTbl EaovHuua Hopma
n/n namMepeHns BpEMEHM,
MWH.
1 2 3 4
1 |odopmneHue 3asBKu/aKkTa Ha KOMNMeKT JOKYMEHTOB, | OfHa 3asBKa, 20,0
nepegaBsaemblii B CTPYKTYPHOE nogpasgenexHve OAMH aKT
2 |nopgbop [OOKYMEHTOB B KOMMMEKTbl; PErMcTpaumsi BblOAHHbLIX | OAWMH KOMMIEKT 10,0
OOKYMEHTOB B y4eTHbIX hopMax
3 |Bbldaya KOMMNIEKTOB [OOKYMEHTOB, OTMETKa Ha KHWKHOM | OAWH KOMMMAEKT 50
dhopmynsipe (vHamnkaTope) natsl BblAaun, OaHHbIX
nogpasgeneHunn, NonyyarLwmnx KOMNIIEKT, OTMETKAa B KHUre Bblayu
OaTbl BblAayn, AaHHbIX NogpasgerneHvi, nonyyarwLwmx KOMMEeKT,
OTMeTKa B aKkTe nepegayu
4 | nony4yeHue KOMMNMEKTOB  JOKYMEHTOB  OT CTPYKTYPHbIX | OOWH KOMMMEKT 18,0
nogpasgeneHnn; MOUCK KHWXHOro dopMmynsapa (MHgukaTopa),
noraweHne OTMETKM O Bblgaye, BIIOXEHWEe €ero B [OOKYMEHT;
npoBepka hU3M4ECKOTO COCTOSIHUS, MEpecyeT NNCTOB, CBEpKa C
aKToOM nepefayu; norawieHne OTMETKM O BblAaye B KHUre Bblaaun

5.11. O6cnyxuBaHne nonb3oBaTenen [JOKyMeHTamu B 3ane C rubpuaHbiM obcnyxuBaHuem, 3ane
3ANEeKTPOHHbIX pecypcos, 3ane "HTepHeT", 3ane cneyunanuanpoBaHHoro otaena. MNMpuem 3akasoB no TenedoHy u3
ropoaa

Tabnuua 98
N HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
1 |npoBedeHWe KOHcymnbTauuu, Gecedbl C yMTaTenemMm Mo npaBunam | OAMH YMTaTenb 2,0
obcnyxvBaHua B 3ane U NpeaocTaBnseMbixX ycnyrax, no MeToauke
novcka no cnpaBo4vHO-OMGnnorpacdmnyeckomy annapaty npu Y3, y
KaTanoroB, KapTOTEK, KHWXKHbIX MOMOK, O BO3MOXHOCTSX MOMCKa U
NCNONb30BaHUS  SMEKTPOHHBIX  PECypcoB;  MHGPOPMUPOBAHWE
yuTaTens 0 HOBbIX MOCTYMIIEHUSIX
2 |koHcynbTaumm no pabote c¢ MK B 3ane, no paboTe B 3NEKTPOHHON | OAMH YMTaTENb 2,0
onbnuoTeke
3 |npuem 3akas3oB nMonb3oBaTenen Ha wu3gaHUa U3 OCHOBHOIO OVH 3aKa3s 0,9
KHUroxpaHunuuia
4 |nonydyeHuve [OOKYMEHTa, 3aka3aHHOro uuTatenem B OTAene| OAWH AOKYMEHT 0,9
KHUroXpaHeHus/cneunanmanpoBaHHoro oHga/umtansHoM  3ane
oTaena
5 |pacctaHoBka wu3gaHu Ha OpoHenonkax uYuTanbHOro 3ana, | OAWH AOKYMEHT 0,3
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NOCTYNUBLLNX U3 KHUrOXpaHunuLia no 3akasam rnornb3oBaTtenem
6 |nogbop AOKYMEHTOB Ha GpoHenorske, 3aka3aHHbIX U3 OCHOBHOIO | OOWH AOKYMEHT 0,4
KHUroxpaHunuua, nepefaya Ha kacdegpy Bblgauu
7 |nogbop AOKYMEHTOB B noacobHoM hoHAe uuTanbHOro 3ana,| OAWH AOKYMEHT 2,0
nepegaya Ha kadeapy Bblaauu
8 |nogbop OOKyMeHTa B XpaHeHWM chneunannsavpoBaHHOro oHaa, | O4UH AOKYMEHT 10,0
oTMeTka Ha TpeboBaHMKW, nepefjada [AOKYMeHTa Ha kadenpy
Bblaauu
9 |ycTaHOBKa MeCTa HaxOXAEHUS HeHaWgeHHOro [OKyMeHTa Mo| OOUH AOKYMEHT 22,0
CMpaBOYHbIM KapTOTEKaM, KaTanoram, permctpaumns oTkasos
10 |Bblgayva OOKYMEHTa YuTaTerto: CBepka BblJaBaeMoro JOKyMeHTa ¢ OOVH 1,8
yutTatenbckumMm TpeboBaHMeM, NpoBepKa HanMyunsa CTpaHUL/KagpoB | KOHTPOSbHBIN
MUKpodmnbmMa, MUKpodumLl, coaepXaHne OUCKa, CYUTbIBAHWUE NNCTOK
WTpMx-koga (Npu 3NEKTPOHHOM 3akase) B mogyne "umpkynaums”
OK, oTmMeTKa KHUroBbIga4YM Ha KOHTPOSTbHOM JIUCTKE
11 |npvem [JOKyMeHTa OT uuTaTens: cBepka ero c TpeboBaHWEM | OOWH LOKYMEHT 1,0
(KOHTPONBHBLIM NIMCTKOM), MpPOBEpPKa COXPAHHOCTU [OKYMEHTa,
Hanuyua CTpaHuL/kagpoB MUKpOpunbma, MUKpOULL,
cofepXaHue OUCKa, CYMTbIBAHUE LITPUX-kKoda (Npu 3MNeKTPOHHOM
3aKkase), BHECEHME OTMETKMN O MpMeMe Ha KOHTPOSbHOM NIUCTKE
12 | nepepadva/TpaHcnopTupoBka/gocTaBka  AOKYMEHTa,  CAAHHOro | OOMH JOKYMEHT 1,0
yutatenem, B OTAeN KHUroxpaHeHus
13 |BbIICHEHME MO MOBOAY 3aka3a W MPOAMeHMEe Cpoka MONb30BaHUSA |  OAMH 3anpoc 1,0
OOKyMeHTamu no TenedoHy
14 |BbIICHEHME MO NMOBOAY 3akas3a W NpofneHue cpoka Morb3oBaHUsA |  OAWH 3anpoc 2,0
OOKYMEeHTaMW Mo 3NeKTPOHHON noyTe
15 | obecneveHune KOHTPOIIA 3a CPOKaMu Nofb30BaHNS JOKYMEHTOB OOVH 3anpoc 0,8
16 |npogneHve cpoka nosib30BaHUA [OOKYMEHTOB, MOWUCK KapTO4KkW, | Ha OOuH AeHb 30,0
BHECEHME OTMETKM O NMPOASNIEHMN CpoKa MOSIb30BaHUSA, MPOATieHne
no TenedoHy cpoka Nosib30BaHnA
5.12. BHyTpeHHsst paboTta
Tabnuua 99
N HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
lMoaroToBka K BblAaye JOKYMEHTOB:
1 |npoBepka GPOHEMOMOK C OTNOXEHHBIMU JOKYMEHTamMu (Mo cpokam) |  Ha OAUH OeHb 10,0
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2 |cbpocka AOKYMEHTOB (MO Cpokam) OAMH OOKYMEHT 0,2
3 |nogBegeHve WTOrOB M aHanua paboTbl 3a Mpowenwuvin AeHb,| Ha OAuH OeHb 12,0
BHECEHWE 3anu1cu B XXypHaribl CTaTUCTUKM
4 | NpOCMOTP HOBbLIX NOCTYNMEHUA NS peKOMeHAaLUMn YntaTensim OAVH LOKYMEHT 3,0
5 |npocmoTp (npoBepka MpaBWIbHOCTM PacCTaHOBKW) KHUI (pOHAa | Ha OAMH OEeHb 50
OCHOBHOIO XpaHeHus
MopBeneHue utoroB paboTbl 3a AEHb:
6 |npoBepka aHKeT M 3anucer B 0a3e OaHHbIX Ha COOTBETCTBME eXxeHEeBHO 60,0
KogoB (Cembu) AeTen, poguTenen n opyrmx pOACTBEHHUKOB
7 |MpocMOTp MHGOPMaLMU O HOBbIX MEPOMNPUATUNAX, 3aHATUSX, eXeHEeBHO 40,0
KHWXXHbIX BbICTaBKax, CMNEKTaKnsxX W npoyee Ans pekoMeHaaumu
yutarensm
8 | cnctemMaTusaums aHKeT nonb3oBaTernen, 3anMcaHHbIX 3a AeHb eXxeHeBHO 15,0
5.13. CnpaBo4Has n nidopmaLmoHHasa pabdoTa
Tabnuua 100
N HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3MepeHus BpEMEHWU,
MWH.
1 2 3 4
Y4eT NOCTYNMBLLMX BTOPUYHBLIX AOKYMEHTOB (KapToyek):
1 |BbISIBIEHNE HEBbLIMONIHEHHbIX 3aKa30B; COCTABMIEHWE 3asIBKM Ha | Ha OO4HY HeZento 840,0
HeBbIMNOJIHEHHbIE 3aKa3bl
OpraHusauums cnpaBo4vHo-6ubnuorpadumyeckoro annaparta (CBA):
2 |cocTtaBneHue 6ubnmorpadunyeckon sanmcu OLMVH OOKYMEHT 2,3
MpocmoTp n oTbop kapTouek B CBA B uenax wusbatna uwnm
nepemeLLeHnst (BTOpMYHbIN 0TOOP):
3 |M3bATME M3 KaTanoroB W KapTOTEK KapTOyek Ha [JOKYMEHTbl,| OA4HO Ha3BaHue 1,0
CMUCaHHblEe n3 doHaa; NpPOCMOTP KpaeBeayecKuXx,
Gubnuorpadmyecknx n daktorpaduiecknx KapToTek, N3batme u3
HUX KapTO4YKM Ha [OKYMEHTbI, MOTEpPSsIBLUME LIEHHOCTb, NepeBos
KapTOYKM B apXUBHblIE KapTOTEKN (YHUUTOXEHME); BHECEHME
OTMETKM B >XypHane yyeTa W pPerucTpauuoHHOW KapTOTEKe;
M3bATME U3 KaTanoroB W KapTOTEK KapTOYeK Ha [OKYMEHTbI,
ClnCaHHble U3 hoHaa
OpraHusauns kKapToTeKM NepPCoHaNUn 1 TeMaTU4eCcKon KapTOTEKM:
4 | onpepgerieHne U CoCTaBlieHWe NepeYvHs v, CBeOeHNA O KOTOPbLIX | Of4Ha KapToTeka 15,0
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OTpaXarTCcsa B KapTOTeKe; NMPOCMOTP MH(OPMALIMOHHBIX U34aHUN,
NnepBUYHbIX OOKYMEHTOB, OTOOp OOKYMEHTOB ANs BKIHOYEHMS B
KapTOTeKy; COCTaBfeHue aHanuUTU4eCKOro aHHOTUPOBAHHOIO
Bmbnuorpadunyeckoro onMcaHs JOKyMeHTa
5 |npoctaBneHue KBanMdUKaUMOHHbLIX MHOEKCOB, Noabop KapTOYek | ogHa KapToudka 4,0
no wuHgekcam (andaBuTy) W pacCTaHOBKA KapTOYukM B
MHOPMALIMOHHBIN MaccuB
6 |TexHnyeckaa n cogepxatenoHas obpaboTka AOOKYMEHTOB AN | OAWH LOKYMEHT 3,0
BKMIOYEHNS B KapTOTEKY; pacCTaHOBKA KapTOYKM MO andaBuTy
damunuii aBTopoB 1 No BUAaAM JOKYMEHTOB
7 | TexHn4yeckoe pefakTUpOBaHWE KapTOTEK: MpoBepKa COOTBETCTBMS | OAHa KapTouka 2,0
CTPYKTYpbI, COAEPXaHMS 1 OPOPMITEHUSA KapTOYEK B COOTBETCTBUM
Cc TpeboBaHMsIMN OaHHON KapTOTEKW; 3aMeHa BETXUX KapTOoyek u
pasgenutenen
5.14. SKCKYpCMOHHas OeaTenbHOCTb
Tabnuua 101
N HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
1 |aKkckypcus no bubnumoTteke OfiHa 3KCKypcust 60,0
2 |yrnybneHHasi aKCKypcusi C METOONYECKUM COAEPKaHNEM OfHa 3KCKypcus 300,0
5.15. MNecuxonornyeckas nogaepxka untatenemn
Tabnuua 102
N HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHns BPEMEHM,
MUH.
1 2 3 4
1 |npoBedeHne MNCUXOSMOrMYECKUX KOHCYNbTauumn nns geten wu ogHa 180,0
poauTenen no Bonpocam pasBuUTUSA N YTEHUsT AeTEN KOHCYrnbTauus
[pynnoBble 3aHATUA ONS poauTenen no BoOnNpocamMm pasBUTUS M| OLHO 3aHATME
YTeHus geTen:
2 |nogrotoBka 1080,0
3 | npoBegeHue 120,0
4 | npogeccuoHanbHble KOHCYMnbTauun  ans NoApOCTKOB " ogHa 180,0
CTapLUEeKnacCHUKOB KOHCYNnbTauuns
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5 | npodeccnoHanbHble TPEHUHIN and NoApPOCTKOB M| OOHO 3aHATHE 180,0
cTapLUeKnacCHNKOB
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