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BapeructpupoBaHo B MuHiocte Poccnn 12 mast 2015 1. N 37244

MWHUCTEPCTBO KYJbTYPbl POCCUACKON ®EOEPALIA

NMPUKA3
ot 30 gekabps 2014 r. N 2477

OB YTBEPXXOAEHUM TUNOBbLIX OTPACINEBbLIX HOPM
TPYOA HA PABOTbI, BbINOJNIHAEMbIE B BUBJTMOTEKAX

B cootBeTcTBUM C myHKTOM 2 [MpaBun paspaboTku M yTBEPXKOEHWUS TUMOBbLIX HOPM Tpyda, YTBEPXKOEHHbIX
nocraHosneHveM [lpasutensctea Poccuiickon ®epepaummn ot 11.11.2002 N 804 (CobpaHune 3akoHogaTenbCcTBa
Poccuickon depepaumm, 2002, N 46, c1. 4583), npukasbisato:

1. YTBepaMTb TWUNOBbIe OTpacneBble HOPMbl Tpyaa Ha paboTbl, BbiMOMHSEMble B GubnuoTekax, cornacHo
NPUNOXKEHWIO.

2. KoHTponb 3a WCMOfIHEHMEM HACTOSILLEro Mnpukasa BO3MOXMTb Ha 3amectutens MwuHUCTpa KynbTypbl
Poccuinckon ®epepaunn H.A. Manakosa.

MMHMCTp
B.PMEOVHCKNA

MpunoxeHue

K npukasy MuHucTepcTBa KynbTypbl
Poccuiickon depepaunn

ot 30 gekabps 2014 r. N 2477

TUNOBbIE OTPACIIEBbIE HOPMbI
TPYOA HA PABOTbI, BbINOJNIHAEMbIE B BUBJTMOTEKAX

|. BBOgHasa 4YacTtb

TvnoBble oOTpacneBble HOPMblL _Tpyda Ha paboTbl, BbiMonHsemble B 6ubnuvoTtekax, pasdpaboTaHbl B
COOTBETCTBUM C nNyHKTOM 2 [lpaBun paspaboTkm W yTBEPXKAEHUS TUMOBLIX HOPM Tpyda, YTBEPXKOEHHbIX
noctaHosneHnem lpasutensctBa Poccuiickon depepauumn ot 11.11.2002 N 804 (CobpaHue 3akoHopaTenbCcTBa
Poccuickon depepaunm, 2002, N 46, ct. 4583), B Lenax peanusaumv nyHkta 4 pasgena V lNnaHa meponpuatuia
("nopoxHon kapTbl") "W3MeHeHWs B oTpacnsx couumanbHoW cdepbl, HanpaBreHHble Ha MoBblEHWE
aphekTMBHOCTM cdepbl KynbTypbl”, yTBEpXAEHHOro pacnopsbkeHnem lNpasutensctea Poccuinckon denepaumm ot
28.12.2012 N 2606-p (CobpaHue 3akoHogaTenbcTBa Poccuickon ®egepaumm, 2013, N 2, c1. 137; 2014, N 19, cT.
2470), v npegHasHaveHbl Ans OpMMpOBaHMST OBOCHOBAHHbLIX OMNTUMAasbHbLIX MOKas3aTenen TPyOOEeMKOCTU
BbIMONHEHNs1 paboT B rocygapCTBEHHbIX (MyHUUMNANbHbIX) OMGNMoTekax, onpeneneHnst WTaTHOW YMCIIEHHOCTU
pabOoOTHMKOB, BblAa4yM HOPMUPOBAHHbIX 3a4aHWUN U COOTHOLLEHWIN MeXAY NiaHOBbIMU 1 AOrOBOPHbLIMU paboTamu.

Il. HopmaTtnBHas yactb
1. TunoBble oTpacrnesble HOPMbI Tpyaa Ha paboTsl,
BbIMOSHAEMbIE B rOCYAapCTBEHHbIX (MyHMLUMMNAanNbHbIX) 6ubnmoTekax
(6e3 ucnonb3oBaHUsi aBTOMAaTM3NPOBAHHbIX CUCTEM
ynpasneHusi npoLieccamu)

1.1. KomnnektoBaHue bubnmnotevHoro dooHaa

Elifoéiioaiolépn

www.consultant.ru Nodaiesa ég
iadaeeiay idadiaay fiaaadeéa



Aiesiaio i0dainoaasai Elificeiioaiole
Aaga fitosaiaiey: 26.10.2016

idésac Ieidoeiiosdh Dififiéé 16 30.12.2014 N 2477
"Ta 60aadeadiee oeilalio Todafiéaans 1ol ododa ia daalod, aniieiyaiaa a ae...

Tabnvmua 1
N n/n HanmeHoBaHue npouecca, onepaumn. Coctae paboTsl Eonnuua Hopma
M3MEpPEHNs1  |[BPEMEHU, MUH.
1 2 3 4
[TekylLlee KOMMIeKToBaHne 6ubnmnorteyHoro ooHaa
[MpOoCMOTP KHMronagaTenbCKoM U KHUFOTOProBOM MHpOpMaLmK:
1 |NpOCMOTP KHUrOM3gaTeNbCKOW Y KHUFOTOProBon MHcopMaumm ofHa nosuums 2,0
2 |npocmoTp nHdopmaumm GYKMHUCTUYECKUX ayKLMOHOB OHa no3nuusa 2,0
Onpegenexnve Tembl M Buaa AOKYMEHTa, nogsexallero otbopy, OAHa no3unums
BbliCHEHMe HeobXxoaMMocTu npuobpeTeHns ans:
3 |OOKYMEHTOB, KHUT, MaTepranoB 5,2
4 |cTaponeyaTtHbIX Y PYKOMUCHbIX JOKYMEHTOB 10,0
Onpegenexve 3K3eMnnspHOCTU 3aKasa: ofHa no3uums
5 |onsa nogpasgeneHun 0,89
6 |ana 6ubnuoTtekn B LLEENOM 1,6
OdopmneHne 3akasa; ykasaHue 9K3eMMNNAPHOCTW, CTOMMOCTM|  OOWH 3aKa3
3akasa, garbl
KonnyecTtBo 3aka3aHHbIX Ha3BaHWM:
7 1-15 40,0
8 [16-25 65,0
9 26-75 196,0
10 [76 - 100 261,0
11 locopmneHmne 3akasa Ha 3apybexHble JOKYMEHThI OOWH OOKYMEHT 82,0
12 |nogroTtoBka cnucka [OKYMEHTOB, npegnaraemMbix K oOHO Ha3BaHue 26,0
MeXayHapOAHOMY KHUroOOGMEHY; CBEpPKa CMMCKa C KaTasiorom
13 (cocTaBneHne KapTouYKM AONA KapTOTEeKM OpraHu3auun-napTHEpOB; OdHa KapToyka 6,0
ykasaHue Ha3BaHuA opraHusaumu, agpeca, Ha3BaHU4
0bMeHnBaeMbIX JOKYMEHTOB
Pa6oTa B aBTOMaTn3upoaHHown cucteme (AC):
14 BBOA 3aKasa TeKyLlero KoMmnrekToBaHus B 6a3y gaHHbix AC OfHO Ha3BaHwe 4,6
15 |pegakTnpoBaHue BBeAeHHbIX B 6a3y AaHHbIX CBEOEHWI O 3aKase O[HO Ha3BaHue 2,5
16 |BbIBOA HA NPUHTEP AaHHbIX TEKYLLLEro KOMMMEKTOBaHUS; pacneyartka| oauH JOKYMEHT 1,6
17 |BeneHue peectpa nocrtasLymkos B AC ofHa nosuums 8,3
BefeHve KapToTekn TeKyLero KoMnIeKkToBaHus:
18 |cocTaBneHuMe KapTOukW, yKasaHWe aBTopa, 3arnaBus, BbIXOAHbIX OOHA KapTouka 4,5
NaHHbIX, perMcTpaunoHHOro Homepa
19 |nepeHeceHne cBefeHM O 3akase Ha KapToOYKM;, YKa3aHWe ofHa KapTouka 1,0
PK3EeMMNNSAPHOCTM  3aKkasa, pacnpefernieHne no  CTPYKTYPHbIM
nogpasgeneHmsam
20 [nogbop KapToykM no andaBuTy AN pacCTaHOBKM B KApTOTEKY| OAHA KapTodka 04
[TEeKyLLIero KOMNeKToBaHms
21 |paccTtaHoBKa KapTouku B andasute oaMununim aBTopoB, 3arfiaBun B OdHa KapToyka 1,0
KapTOTEKY TEKyLLIero KOMNeKkToBaHus
OdopmneHne NognNMckn Ha NeEpUOaNYECKNE N3OaHUS:
22 |BbIbOp Ha3BaHWs NEPUOAMNYECKUX U3OAHUIA AN MNOLNNUCKN O[HO Ha3BaHWue 2,7
23 |cbop 3asiBOK OT noapasgeneHuii ouMbnmoTeku Onst NOAMMCKM Ha|  ofHa 3asiBka 1,5
nepuogunyeckie nsgaHus
24 cBepka pacneyaTku CMMCKOB YCMOBHO 3aKa3aHHbIX Nepuoguyeckux| OAHO HasBaHue 1,7
M30aHWN C KapTOTEKOM 3aKasoB, BHECEHME U3MEHEHNIN B pacneyaTku
CMMCKOB
25 |cBepka 3akasa TeKyllero roga Ha nepuoguyeckue u3gaHust ¢ OOHO Ha3BaHue 24
noanMCKOM Mpeablgylero roga And BbISIBNEHUS WU3MEHEHWA B
Ha3BaHWUAX; BHECEHME U3MEHEHU OaHHbIX
26 [cBepKka BbIXOAHbIX AaHHbIX BrepBble 3akasblBaeMblX 3apybexHblX Of4HO Ha3BaHWe 13,5
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NepuoanMyecknx nsgaHnii ¢ GubnmorpadnyeckMMmm cnpaBoYHUKaMm 1
APYrMMu MHPOPMAaLIMOHHBIMU UCTOYHMKAMMU
27 |odopmrieHue 3akasa Ha MoAnuCKy; Noac4eT CTOMMOCTU MOAMUCKU € OAMH 3akas 8,4
Y4eTOM [OOCTaBKW; 3aroSfiHEHWEe KBUTaAHUMM aboHeMeHTa Ha
nepuoanyeckKoe nsgaHue
28 [cocTaBneHne  perncTtpauMoHHOM  KapTOYKM  ANA  KapToTeku| ofHa KapToyka 4,5
nepuognyeckmx nsgaHun
PaboTta B aBTomaTn3uposaHHom pexmme (AC):
29 BBOJ 3aKasa Ha nepvoguyeckune nsgaHus B 6asy JaHHbIX OfHa KapToyKa 3,5
30 [BbIBOA Ha 3KpaH perncTpaumMoHHON KapTOYKW, pacnedaTka OfHa KapToyKa 1,8
31 [KOppeKTMpOBKa 3akas3a: BbIBOL Ha 3KpaH CnmMcka nepuoamMyecknx| OOHO Ha3BaHue 1,8
M3O0aHNIN; BHECEHNE U3MEHEHNIN
[MogrotoBKa AOKYMEHTAUMM ANS 3aKyNKN U34aHuNn:
32 |ayKLMOHHasa JOKYMEHTaUMs OAMH KOMMNJIEKT 480,0
33 |moKymeHTaums ons KOTUPOBOK OOVH KOMMNEeKT 400,0
34 |noroBOp/KOHTPAKT OAVH KOMMNNEKT 240,0
35 |cocTaBneHue TEXHUYECKOro 3a4aHus ons aykumoHa OOVH KOMMNEeKT 240,0
36 |cocTaBneHuMe CBOAHbLIX TabnuL, U CNUCKOB U3OaHWIA AN TaMOXHW,| OOWH KOMMMEKT 360,0
COMPOBOANTENBHOM AOKYMEHTAUMWN A1 MEXAYHAPOAHOro noyTamra
[Mepenucka ¢ KHAFOTOProBbIMW OpraHM3auMsaMuM 1 M3gaTenbcTBamu,
PnbnuoTekamu, gapuTensamu:
37 [coctaBneHve, nevaTb TeKCTa nuWcbMa (3anpoca, MpeTeH3uu), OAHO MUCLMO 10,2
perncTpaumst B KHUre UCXOOsWMX OOKYMEHTOB (MOCTaHOBKa Aathl,
NOpPsIAKOBOr0O HOMEpa, YKasaHMe HauMeHOBaHUs opraHu3auuu,
KpaTkoe coepxaHue nucbma)
38 [cocTaBneHue, neyaTb Gnaro4apCTBEHHOrO MMCbMa, permcTpaums B O4HO MUCbMO 11,0
kHure JapoB 61bnmoTeku
39 |cocTaBneHue, ne4yatb MNUCbMa Ha nNpeaBapuTeEnbHbIA 00cYeT OAHO MUCbMO 52
M3gaHui, NoAroTOBNEHHbIX K MPUOBPETEHMIO
40 pdopMneHne, oOTNpaBKka 3akasa W3galolWnM  opraHM3aumsam, OOVH 3akKkas 3.1
pacnpoCcTpaHNTENSM
41 aTpMbyuuns 1 CoCTaBMeHUE 3aKMOYEHUS NS 9KCNEPTHON KOMUCCUM| OAUH OOKYMEHT 360,0
Npv NOKynNKe JOKYMeHTa
[lokomnnekToBaHne 6ubnmotevHoro oHaa:
42 |nepenucka ¢ [nccepTauMOHHbIMM COBETaMU: COCTaBreHue, Habop| oaHa 3asBka 20,0
TekcTa nucbMa (3anpoca, MpPeTeH3MuM) B Crydae OTCYTCTBUS
0653aTEeNBHOIO 3K3eMnaspa AOKyMeHTa B poHAe
43 |nony4yeHne  3asBKM Ha  NpuobpeTeHMe  OOKYMEHTOB  OT| OfHa 3asBka 2,6
nogpasgeneHum
44 |cBepka 3asaBKM C "ba3or gaHHbIX 3aka3a” O[HO Ha3BaHue 2,0
45 |NpoCMOTpP KapTOTEKN HEYAOBNETBOPEHHOIO CNPOCA; aHann3 oTkasos| OAWH OOKYMEHT 3,0
015 BbISIBMIEHUS OTCYTCTBYHOLMX AOKYMEHTOB
46 |cocTaBneHme Oubnmorpadnyeckon 3anucu; ykasaHue KOnMyecTBal ofHa KapTouka 3,6
PK3eMNspoB 1 CUINOB nogpasaeneHun
OT60p 3NEKTPOHHbIX U34AaHWI AN ANEeKTpoHHON Bubnuotekm (36):
47 otbop havina no cnuckam npegnoxeHun ona 3B, npoBepka Ha| OOHO Ha3BaHwe 3,0
nyGrneTHOCTb, NpPOBEAEHUE CBEPKM 3anncu C  SNeKTPOHHbIM
katanorom (3K)
48 |npoBepka NErMTUMHOCTU pasMeLLEHUs 3NEeKTPOHHOrO AOKYMeHTa Bl OOHO Ha3BaHue 10,0
b
OT160p ceTeBbIX yaaneHHbIx pecypcos (CYP):
49 |npoCMOTpP KHUrOM34AaTENbCKOW N KHUrOTOProBon MHopmMaLumm OfVH pecypc 20
50 |onpeneneHve TeMbl pecypca, cocTaBa, YCroBuin 4OCTYNa, co3aaHnel oauH pecypc 90,0
NepBMYHON 3anvcuK B MacnopTe pecypca
51 |opraHmnsaums npoBeaeHnsa Tectosoro goctyna k CYP OfIMH pecypc 860,0
52 BanonHeHwe nucrta TeECTUPOBaHNSA OfIMH pecypc 420,0
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Tabnuua 2

53 |BkntoYeHUe 3asBKN B SMNEKTPOHHBIN yKa3aTernb 3aKkasa OfHa KapToyka 0,26
OT6Op [OOKYMEHTOB W©3 OOMEHHbIX oHOOB OubnMoTek AOns
[1OKOMMNIEKTOBAHMUS:
54 InpocMOTp CMNWCKOB, KapToTeK, KaTanoroB OOMeEHHbIX (OHAOB OAHO Ha3BaHue 3,2
PnbnnoTek, oTOOP HYXHbIX OOKYMEHTOB, CBEpKa C KaTaroramu u
KapToTekamMy CcBOel OuMbnMOTekM; COCTaBIEHME Cnucka Ha
[IOKYMeHTbl, 0TobpaHHble B 0OMEeHHOM dhoHae
KonnyecTBo JOKYMEHTOB, BKIMOYEHHbIX B CMINCOK:
55 11 3,6
56 2-10 37,4
57 11-25 87,7
58 [26 - 50 197,0
CocTaBneHue onepatuBHOIO (TEKyLLEro) ninaHa KOMNIIEKTOBaHUS:
59 onpegeneHne meponpuaTUn No POPMUPOBaHMIO €AMHOro hoHaa Ha OAVH nnaH 1044,0
TEKYLMA rof, OTBETCTBEHHbLIX WCMOSHUTENEN, KONMMYECTBEHHbIX
nokasatenen obvema doHaa (MocTynneHve, BblObITUE), NCTOYHMKOB
NOCTYNNIEHUs, CMETbI PAacXo40B
OdopmneHmne nnaHa KOMNAEKToBaHNS B hopMme:
60 [rabnuy opHa Tabnuua 2,6
61 |[kapToTeku OfiHa KapTo4Ka 2,6
PaboTta B aBToMaTn3nposaHHom pexume (AC):
62 |BBOA NnaHa KomnnektoaHus B 6a3y gaHHbix AC OOWH NnaH 1,1
63 [koppekTMpoBka 6asbl [aHHbIX; BbIBOA Ha 9KpaH; BHECEeHWEe| OAWH AOKYMEHT 1,6
M3MEeHeHU
1.2. MNpuem 1 y4eT NOCTYNMBLUNX JOKYMEHTOB
N n/n HanmeHoBaHwme npouecca, onepaunn. CoctaB paboTtsl EavHnua Hopma
N3MEPEHNs]  |[BPEMEHU, MUH.
1 2 3 4
1 |PacnakoBka/ynakoBKa nsgaHui oJHa nayka 2,5
2 |Pa3bop JOKYMEHTOB MO BMAaM, A3blKaM, UICTOYHUKaM MOCTYNAEHMS | OOHO HasBaHue 1,0
3 [MpoBepka OTCYyTCTBMS BpakoBaHHbIX 9K3EMMIISPOB OOMH 3K3emnnsip 1,0
Mpuem  OOKYMEHTOB, MOCTYMUBLUMX C  COMPOBOAMTEMbHbLIM
[IOKYMEHTOM:
4 npyem [JOOKYMEHTOB MO COMPOBOAWUTENBbHBIM MaTtepuanam (NIMCT| OaMH IK3eMMnsp 2,8
pervctpaumu, CYeT, HaknagHasi, Konusi Yeka, akT), nogbop mx no
andaBuTy aBTOPOB WM 3arnaBui, 3KCMEOULMOHHBIM HOMeEpaM,
CBEpKa C CONPOBOAMTENBHbIM AOKYMEHTOM, NPOCTABMEHNE LIEHbI Ha
n3gaHuy, NoACYET YnCra IKIEMNIISAPOB, 00LEeNn CTOMMOCTH
5 |npuem pPyYKOMUCHBLIX KHWI, MOCTYMMBLUMX C COMPOBOAMTENbHbLIM| OAWH AOKYMEHT 30,0
JTOKYMEHTOM
[Mprem gnccepraumii;
6 [NOCTYNMBLUMX C CONPOBOAUTENBHBIM MMCLMOM 13 [uccepTaumMoHHbIX| OAUH OOKYMEHT 21,0
COBETOB
7 |NOCTYNMBLUMX C CONPOBOAUTENBHBLIM MMCBMOM U3 3KCNeanumnm OLVH JOKYMEHT 6,6
8 [npuem aBTopedepaToB anccepTauni, NOCTYNNBLLNX G OAVH AOKYMEHT 1,3
CONpPOBOANTENBHLIM MUCbMOM M3 3KCMeANLMU
Mpuem [OOKYMEHTOB, MNOCTyNMBLUMX ©0e3  CconpoBOAUTENbHbIX
TOKYMEHTOB:
9 |npoBepka Ha OyOneTHOCTb; NPOBEAEHMNE OLEHKN JOKYMEHTOB OLVH JOKYMEHT 3.1
10 |cocTaBneHue akTa Ha Npuem JOKYMEHTOB O[HO Ha3BaHue 1,0

I'IpmeM PYKOMUCHbIX KHUI, MNOCTYyNMBLUNX be3 COonpoBOANTEINBbHbIX]|

JOKYMEHTOB!
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11 |cocTaBneHue akta Ha NpMeM PYKOMUCHBIX KHUT U JOKYMEHTOB OOWH OOKYMEHT 0,1
12 |npoBepka Ha HanuuMe ONU3KMX NO BPEMEHW U TeMaTuke| OAHa 3anucb 10,8
PYKOMUCHBIX KHUI U fOoKymMeHToB B dpoHaax HVOP no cnyxebHomy,
andaBUTHOMY, Y4ETHOMY KaTtanory
[MpoBegeHne 3KCNepTn3bl N OLIEHKN PYKOMMUCHBIX KHUT U JOKYMEHTOB:| OOWH OOKYMEHT
13 jopamHapHoun 600,0
14 |NOBbLILLIEHHOW CIIOXHOCTU 1200,0
15 |Ha MHOCTpaHHbIX A3bIKax 1200,0
16 [KapTorpadu4eckoro matepuana 1200,0
17 My3blKanbHOIo cogepxaHuns 1200,0
18 |pykonucewn c rpaBropamun U nsomartepuanamu 1200,0
19 |npoBeaeHne NepBUYHOM aTpPUBYLUKN OOKYMEHTOB (PEAKUX M LEHHbIX| OOWH OOKYMEHT 10,0
KHWI), OTOOp B COOTBETCTBMM C NPOdUIIEM KOMMMEKTOBAHMSA U
pacnpegeneHue no nogdoHAamM U KONeKUMam
20 |npocTaHoBKa LITEMMENsS Ha 0b6opoTe TUTYNBHOrO NUCTa U Ha 17-A OAMH 3K3EeMMNsp 0,26
CTpaHuLe JOKYMEHTa
21 |NpocTaHOBKa perncrpaunoHHOro Homepa Ha AOKYMEHT OOMH 3K3emnnsip 0,26
22 HakneuBaHWe Ha OOKYMEHT MEeTKM AN YCTPOWCTB pagvmoyvacTOTHOW OAMH 3K3eMnnsap 1,2
noeHTnrKaLmMm o6bEeKTOB, akTyanm3aunsa MeTku
23 HakneuBaHue WTpux-koga Ha 060pOT TUTYNBHOMO NIMCTa M OBNOXKU | OAMH 3K3eMnnsap 0,26
24 BHeceHwe pa3meTky no hoHAaM Ha usgaHue OOMH 3K3emnnsp 0,26
CeBepka NOCTYMMBLUMX [JOKYMEHTOB C KapTOTEKOM TEeKyLlero
KOMNNEKTOBAHMS:
25 |nouck KapTOYKM B KapTOTEKE TEKYLUEro KOMMMEKTOBAaHWUSA, CBEpKal ogHa KapTouka 0,52
KapTOYKU C OKYMEHTOM, BHECEHNE OTMETOK
26 |cocTaBneHue  cnucka  permcTpaumoHHbIX  HOMEPOB  HOBbIX OAWH AOKYMEHT 0,36
NOCTYNNIEHUIA AN U3rOTOBMNEHUS NeYaTHON KapTOYKM
Pa6oTa B aBTOMaTn3upoaHHown cucteme (AC):
27 (cBepka OOKYMEHTa C ykasaTenem 3aka3aHHbIX U3OaHui, BHECEHWE OAHO Ha3BaHue 3,0
OTMETOK
28 [npoBepka Ha OyGneTHOCTb MOCTYMUBLUMX U34aHWA B 6a3e OaHHbLIX| OAWH OOKYMEHT 1,6
AC
29 |pervcTpaumsi HOBbIX NOCTynieHn B 6a3e gaHHbix AC OOVH JOKYMEHT 9,1
30 [npvem n perucTpaumsi pyKOmUCHbIX KHWI, NPOCTaBfiEHNE OTMETKM B| OAWH OOKYMEHT 3,6
PErMCTPALMOHHOM XypHane HOBbIX MOCTYMMEHUA, KHWUre y4eTta
HOBbIX MOCTYNIEHWI
Mpuem 1 perncrTpauuns XypHasos 1 raser:
31 [nogbopka >XypHamnoB M ra3et Mo andaBuiTy Ha3BaHUW, MOWUCK OAWH OOKYMEHT 0,94
PErMcTPauUMOHHOW KapTOYKM B KapToTeKe MOAMUCHBLIX W3OaHWN,
OTMETKa HoMepa, AaTbl NONyYeHWs N3gaHns
32 |npocTaBneHue LTeMMNens Ha XypHane OfVH XypHan 0,2
33 [npocTaBneHue LTemMnens Ha rasete O[Ha raseta 0,16
34 |pervctpaunsi HOBbIX NOCTynieHn B 6a3e gaHHbix AC OOVH JOKYMEHT 2,6
Mpuem n perncrTpauus ceteBblx yaaneHHbix pecypco (CYP) B AC:
35 |npoBepka 4OCTynHOCTU pecypca (mpuem) OOVH pecypc 30,0
36 (ocpopmrieHre conpoBoaMTENbHOM JOKYMEHTaUmn (akT npyuema) OfIMH pecypc 10,0
37 BBegeHue 3anvcu B peectp y4eta CYP OfIMH pecypc 4.8
38 |BBeaeHue 3anucu B peectp nacnoptoe CYP OfIMH pecypc 3,7
39 |noagrotoBka cBegeHun ans canta o CYP OfIMH pecypc 20,0
AOMVHUCTPUPOBAHUE  CETEBbIX  yAaneHHbIX  PecypcoB B
aBTOMaTM3npoBaHHoM pexume (AC)
O6paboTtka 3anucen ans BegeHUs MHHPOPMALMOHHBIX MOUCKOBbIX
CEPBUCOB:
40 |gOKyMEHT O[HO Ha3BaHue 4.0
41 |naket/B[] OAHO 10,0
HanMeHOBaHNe
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43 laktyanusaums ceegeHun o CYP O0[HO Ha3BaHne 6,0
44 |cbop cTaTUCTMKKM 0 cocTaBe 1 00 ncnonb3oBaHun CYP O0[HO Ha3BaHne 0,3
Mpuem n obpaboTka 3NEKTPOHHbIX M3OaHUM Anst 3neKTPOHHON
onbnnoteku B AC:
45 |npoBepka kayecTBa (paWnoB, perncTpaumsa  3MeKTPOHHOro| OAWH AOKYMEHT 9,3
inokymeHTa B OK, nepegava dannos Ha cepBep
dPopmupoBaHMe akTa nepedady HOBbIX MOCTYMMEHUA B Apyrue
nogpasgenexus:
46 B AC yepes nporpamMmmy gucner4epusaumm n3gaHunm OAVIH 3K3emMnnsp 0,15
47 |B py4HOM pexunme OAVIH 3K3emMnnsp 2,0
BegeHwe "Knurn cymmapHoro yyeta"
Pa3bop 4oKyMEHTOB MO BMAaM, OTpacnsiM 3HaHWM, A3blkam; MOACYET|  OfHa 3anvcb
MMcna  OOKYMEHTOB,  3anuCb  pe3ynbTaTtoB  mogcdeta Mo
yCTaHoBIeHHOW doopMe B "KHury cymmapHoro yyeta"
KonnyectBo JOKYMEHTOB B NapTUMN NOCTYNNEHUN:
48 |1 0,6
49 2-50 30,8
50 51 -250 150,0
51 |BBOA CTATUCTMYECKMX AaHHbIX B 6a3y AaHHbIX AC ofHa napTus 3,1
52 |nogcyeT MOCTPaHMYHO MO MO3MLUMAM AaHHbLIX, MEPEHECEHNE UTOTOB| OAHAa No3nUUst 1,6
Ha cneaylowyo cTpaHmLy
53 [cBepka (PUHAHCOBbIX AOKYMEHTOB oOTdena ¢ (OUHAHCOBBIMW| OAWH OOKYMEHT 1,46
JOKYMeHTaMn Byxrantepum
54 lochopmneHne conpoBoaUTENbHbIX AOKYMEHTOB (CYeT, HaknagHasi, OAWH AOKYMEHT 13,0
aKT) Anga nepegayun B Byxrantepuio
55 lochopmneHue WHBEHTapHOMN KHUTK, HymMepauus  NUCTOB, OfHa CTpaHuua 0,88
nNpocTaBfeHne HoMepa B UHBEHTAPHOW KHUre
56 [Banucb [JOKYMEHTOB MO YCTaHOBMEHHOW opMe B WMHBEHTapHYK| OAWMH AOKYMEHT 2,8
KHUrY, MPOCTaBNeHWe MHBEHTAPHOrO HoOMepa Ha JOKYMeEHTe
57 |npoBefdeHue WHAMBMAYANbHOMO y4yeTa [AOKYMEHTa MO akTOBOW OAWH AOKYMEHT 1,0
cvucTemMe, MPoCTaBEHE NHBEHTAPHOIO HOMEPAa Ha JOKYMEHTe
58 [npoBegeHve WHOMBMAOYaNbHOTO y4yeTa C MNPUMMEHEHWEM YYETHOro| OfHa KapTodka 4,7
KaTanora: COCTaBneHue dubnunorpaduyeckoro onucaHus
OKYMEHTa; YyKa3aHuMe LUeHbl, WHBEHTApHOro HoOMepa, roga
nocTynneHusi, Homepa 3anucu B "KHure cymmapHoro ydeta", yncna
MOCTYMMBLUNX 9K3EeMMNIIsIpoB, nx pacnpegeneHue no
nogpasgeneHusam
59 (hukcupoBaHMe B KypHane perucTpauumM KapTodek YYeTHOro| ofHa 3anucb 0,3
KaTanora UHBEHTapHOIro HoMepa, NEPBOro CroBa 3arnasus
60 |npocTaBneHve MHBEHTAPHOrO HoOMepa Ha AOKYMEHTE OLVH JOKYMEHT 2,6
61 |perMctpaums NaTeHToB B HYMEpPaLNOHHOWN KHUre OAVH JOKYMEHT 0,3
62 Npvem akToB Ha BblObIBWIME OOKYMEHTbl OT  CTPYKTYPHbIX OAIVH aKT 8,7
noapasgenennn; BHeceHne 3anncu B "KHure cymmapHoro yyeta" (2-
51 YacTb); NpOCTaBNEHNE HOMEpa akTa
McknoyeHne JOKyMeHTa Mo akTy U3 y4eTHbIX hopMm: OLVH JOKYMEHT
63 WMHBEHTaPHOW KHUIK 1,4
64 |y4eTHOro kartanora 0,88
65 oNMCK MHBEHTapPHbLIX HOMEPOB 1,0
66 |McknoyeHne BbIGbIBLUMX JOKYMEHTOB 13 6a3bl faHHbIX AC OAVH OOKYMEHT 1,0
67 [norawweHve WHBEHTapHOro HomMepa W wWTemnens O6ubnnoTekn Hal OAUH OOKYMEHT 0,5
JOKYMEHTE
68 |nopluvBKa akToB OOMH aKT 0,26

MpumevaHne: npu paboTe C OOKYMEHTaMM Ha WHOCTPaHHLIX $3blkax K HOPME BPEMEHWU NPUMEHSIETCS
nosbILaoLLmMn koadhguumneHT 1,15.
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1.3. BubnuoTeyHast ob6paboTka gokymeHToB. OpraHu3auns 1 BedeHve KaTanoroB

Tabnumua 3

onbnuorpadunyeckon anmcu

N n/n HanmeHoBaHune npouecca, onepaumn. Coctae paboThl Eonnuua Hopma
N3MEPEHNsT  |BPEMEHU, MVH.
1 2 3 4
PaboTta c neyaTHOW KapTO4KOW:
1 |bopmupoBaHMe KOMMMEKTa nevyaTHbIX KapTOYeKk Ha OCHOBE OfHa KapTouka 1,25
MaLLMHoYnTaemon Gubnuorpaguryeckon sanucu
2 |pa3bop KOMMNeKTa nevyaTHbIX KapToYeK OfHa KapToyKa 0,42
3 |nogbop nmevaTHbIX KapTodek no andaBuTy hamMunnini aBTOpoOB UMK OAHa KapToyka 0,43
3arnaBsun Ansi pacCcTaHOBKM B CNY>XeBHY0 KapToTeKy
4 |paccTaHoOBKa KapTo4eK B CNYyXeOHY KapToTeKy OfiHa KapTo4Ka 0,96
5 |nogbopka nevyaTHbIX KapTovek K AOKYMEHTaM OfHa KapToyKa 0,52
CBepka NoCTyNUBLLMX AOKYMEHTOB C KaTtanoramu:
6 |[npoBepka MO KaTanory MOBTOPHOCTM [AOKYMEHTA; MEepeHeceHne ¢ oAHa KapToyka 1,9
KaTanoXHoW KapToyku BubnuoteyHoro wudpa, NofHoro MHaeKkca
7 |nouck B cnyxkebHOM kaTanore CBOAHOrO OMWCaHWSA;, BHECEHWE OAHa KapToyka 2,6
OTMETOK
8 lodopmneHne neyaTHOM KaPTOYKM, HanNUcaHWe WHBEHTAPHOrO OAHa KapToyka 0,68
HOMepa, Wndpa u gpyrux OMbnnoTeyHbIX OTMETOK
Mpunucka gyobneTos:
9 [cBepka [OKYMeEHTa Ha fybneTHOCTb Mo cnyxebHoMy, angaBnTHOMY, OAHO Ha3BaHWE 0,94
y4eTHOMY KaTanory
10 |npunucka pAybneta B KaTanor: MPOCTaBiEHME WHBEHTAPHOrO| OAHO Ha3BaHue 2,42
HOMepa; NepeHeceHne Wwndpa Ha JOKYMEHT
Mpun1cka NpogomKaLWmnxcsa U3gaHun;
11 |nonck B pernctpaumoHHON KapToTEKE KapTOYKMU Ha M3daHue; CBepKal OAHO Ha3BaHWe 0,84
ee C OpUIrMHaNoM; BHeECEHNE BMONMMOTEYHBIX OTMETOK
12 |nownck B Katanore KapTOYKM; oTMmeTKa NOCTYNfeHUs OJHO Ha3BaHue 3,1
COOTBETCTBYIOLLErO BbIMyCKa; NPOCTaBMNEHNE NHBEHTAPHOIO HOMEpa,
Wwndpa, BHECEHWNE ApYrMx GubnmoTevHbIX OTMETOK
dopmmpoBaHmne Gubnuorpadumyeckon anmcu
CocTaBrneHMe OCHOBHOW  Gubnuorpadudeckon 3anuMcyM  Npy OAHO Ha3BaHue
OTCYTCTBUWM MEYaTHOM KapTOYKM B [OOKYMeHTe (O3HaKOMIeHue ¢
MOKYMEHTOM; COCTaBfIEHNE OnuncaHusl; BHeceHune OnbrnMoTeYHON
OTMETKM)
KonnyectBo aneMeHToB OnMcaHms:
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 |cocTtaBneHne oOCHOBHOM OGuGNMorpaduyeckor 3anmcu C MOMOLLbIO 3,5
MakeTa KapTOuYKM, HanevyaTaHHOro B KHUre; MpOCMOTP W34aHus;
CBEpKa C MakeToOM KapTOYKu
20 (cocTaBrneHve nobaBoyHOro onucaHus K OCHOBHOW| OfHa KkapTo4ka 1,9
onbnurorpaduyeckon anmcu
21 |03HaKOMNEHNE C JOKYMEHTOM; COCTaBNEHNE aHanMTU4eCcKon 3annucu| oavH AOKYMEHT 3,5
22 |cocTaBneHue CCbINOYHOM KapTOYKM K OCHOBHOW| OfHa KapTouyka 1,26

PopmupoBaHne Gubnnorpadn4eckor 3anmMcu PyKONnUCHOWM KHUMM

CocTaBneHue OCHOBHOW Bubnunorpaduyeckon 3anucu

(O3HaKOMJ'IeHI/|e C OOKYMEHTOM; COCTaBJieHune, onncaHue,

OOHO HasBaHue
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NpOCTaHOBKa OMGNMOTEYHON OTMETKM):
23 [cpeaHen CroXHOCTH 600,00
24 |NoBbIWEHHOW CNOXHOCTH 1200,0
25 Ha MHOCTpaHHOM S3blKe 1200,0
26 KkapTtorpacdunyeckoro matepmana 1200,0
27 |My3blkanbHOro cogepxaHus 1200,0
28 |nopaboTka ycTapeBLUnx 3anuvcen, He COOTBETCTBYIOLLUMX OAHO Ha3BaHWe 300,0
COBPEMEHHBIM apxeorpaduyecknMm HopMaM: AaTUPOBKa PYKOMUCEN
Mo BOOAHbIM  3HAaKaM; pPOCMUCb  codepXaHus  COOPHMKOB
HEMOCTOSIHHOTO COCTaBa; BHECEHWE [OOMOSTHUTENbHbIX CBEOEHWUA C
Y4ETOM JOCTUXKEHUIN COBPEMEHHOW UCTOpMorpagum
PepakTnpoBaHne 6ubnuorpadgmyeckon sanmcu:
29 [npoBepka NpaBuUibHOCTWN N1IEMEHTOB 3aMMCU Ha KapTo4ke OfHa KapToyKa 1,0
30 lodopmneHue kapToukm gAns OyonMpoBaHuWst Ha MHOXUTENbHOM| OOHa KapTouka 3,2
annaparte; npocTaBfneHne WHOEKCOoB, wWwudpos, OBUBAMOTEYUHbIX
NOMETOK, onpefenieHne 1 ykasaHne Tmpaxa kapToyek
pynnoBas o6paboTka JOKYMEHTOB
OT60op  OOHOTUMHBLIX  OOKYMEHTOB, Mognexawmx rpynrnoBoyv| ofHa rpynna
06paboTke; cocTaBneHve obLien XapaKTepuCTUKM Ha KOMMMEeKT|  AOKYMEHTOB
TOKYMEHTOB
KonnyectBo JOKYMEHTOB B rpynne:
31 1-9 39,0
32 10-15 60,0
33 [16 - 30 106,0
34 [npoBepka MNpPaBUMbHOCTM  COCTaBMEHUS  XapaKTepUCTUKM  Ha ofHa 13,0
KOMNNEKT AOKYMEHTOB XapakTepucTuka
PekaTanornsaums (3ameHa KaTanoXHblXx KapToyek):
35 [cBepka KapTO4KM C  OOKYMEHTOM;  UCMpaBfieHWe  CTaporo ofHa KapTouka 17,4
Pnbnuorpaduyeckoro onucaHus; COCTaBMEHWE HOBOMO OMNUCaHUS;
nepeHeceHne Wwudpa, WHBEHTAPHOTO HOMepa, OMbrMOoTEeYHbIX
NOMETOK
[MoaroToBKa K MHOEKCMPOBAHMIO JOKYMEHTOB A1 KaTasrloros;
36 [nogbop KapTOYKU K OKYMEHTY, CBEPKA U BIIOXXEHME B OKYMEHT OfHa KapTo4ka 0,5
37 |o3HakOMneHne C  OOKYMEHTOM;  YCTaHOBMeHWe  TeMaTWuKu; OAHO Ha3BaHue 0,88
pacnpegeneHue no oTpacnsam 3HaHus (Mo TeMaTuke)
38 [MPOCMOTP WMHOCTPaHHbLIX W3gaHWA, NepeBof OaHHbIX Ha PYCCKWUW OOHO Ha3BaHue 0,37
A3bIK
CuctemaTnsauns JOKYMEHTOB:
39 fcuctematm3aumMs  OOKYMEHTa C  MCMOMb30BaHMEM  WMHAEKCOB OAHO Ha3BaHWe 2,6
MneyaTHOM KapTOYKU WM MakeTa KapTOykM, HamneyaTaHHOro B
N34aHUN, O3HAKOMIIEHWE C JOKYMEHTOM, NMpOBepKa COOTBETCTBMS
MHOEKCOoB Tabnuuam knaccudpukaumm, NpUHATBIM B GubGnunoTeke,
NpoCTaBneHne nHaekca Ha JOKYMeHTe
40 [cuctemaTm3auns JOKYMEHTOB Npu OTCYTCTBUM MEYaTHOW KapTOYKM M| OOHO Ha3BaHue 4,7
MakeTa KapTOYKM B M34aHUKW; O3HAKOMIIEHME C [OKYMEHTOM;
onpegeneHve nHaekca no Tabnuuam knaccudmkaumm, NPUHATLIM B
PbnbnmnoTeke; NpocTaBneHe NHAeKCa Ha LOKYMEHTE
41 lonpegeneHne aBTOPCKOrO 3HaKa [JOKyMeHTa No aBTOPCKMM| OOHO Ha3BaHue 0,62
rabnuuam
42 |undbpoBKa AOKYMeHTa npu dopmaTHO-UHBEHTAPHOMW pacCTaHOBKe: OOHO Ha3BaHue 0,42
onpegeneHve coopmara JOKYMeEHTa, HanucaHue wudgpa
43 pegakTMpoBaHME — KraccMUKAUMOHHOIO  MHOEKCa;  MpoBepkal OAHO Ha3BaHWE 0,88
NpaBWUIbHOCTM MHOEKCA, aBTOPCKONO 3HaKa
44 icocTaBneHWe KapTodku andaBUTHO-NPEAMETHOro Kkartanora (Hal ogHa KapTodka 2,0
HOBYIO TEMaTuKy); HanucaHve Ha KapTovke WHAEKCa, Ha3BaHuWS
Katanora W KapTOTEeKWM, B KOTOPbIX OTpPaXalwTcs [[OKYMEHTHI;

Elifoéiioaiolépn

www.consultant.ru

iaaaeiay idaaiaay ilaaadeéa



idésac Ieidoeiiosdh Dififiéé 16 30.12.2014 N 2477
"Ta 60aadeadiee oeilalio Todafiéaans 1ol ododa ia daalod, aniieiyaiaa a ae...

A7861aio 18a4iioaasdi Elifideicaiole

Aaoa mdaaidiey: 26.10.2016

lyKa3aHue CCbIJTIKU U OTCbIJ1KK, CBA3U MeXay OoTAeSIbHbIMU py6p|/|KaM|/|

MNpeameTnsaumsa JOKYMEHTOB:

0003HayeHnssM, andaBuUTy COKPALLUEHHbIX Ha3BaHUM  CTpaH,
InaTMHCkOMy andasBuTy (MHOCTPaHHbLIX CTaHOapTOB), MO HOMepam

[IOKYMEHTOB

45 npeameTn3auus OOKYMEHTOB C UCMOMb30BaHMEM pyOpuK nevaTtHoW OOHO HasBaHue 2,6
KapTO4KM; MpoOBEepKa COOTBETCTBUA PYyOPMKM NeYaTHOW KapTOYKM
NpegMeTHOMY KaTanory

46 npeaMeTM3auusa OOKYMEHTOB MPU OTCYTCTBUWM MEYaTHOM KapTOYKW; OOHO Ha3BaHue 4,6
03HaKOMJIEHME C JOKYMEHTOM, onpegeneHne pyopukm

47 |cocTaBrneHMe HOBbIX MPeAMETHbIX pPyoOpuMk U1 nogpybpuk; oOHa KapTouka 1,3
nepeHeceHne Ha KapTo4kM crnyXebHOWM KapToTeku

48 |pepakTupoBaHue npegMeTHOM pyOpuKWM; NpoBepka MpPaBUIIbHOCTM| OOHa KapTouka 0,88
npeamMeTHON pyopurKnN, TOYHOCTM HANUCaHUA
OpraHusaums andaBnTHOro Karanora:

49 |nogbopka kapToykm no andasuTy amMunuin aBTopoB UNK 3arnaBui| ofHa KapTouka 0,36
A5 pacCTaHOBKM B andaBUTHbIN KaTanor

50 |pacctaHoBKa npegBapuTenbHO  MOAOOPAHHbIX  KApTOYeK Bl OOHa KapTouka 0,36
andaBUTHLIN KaTanor

51 |pegakTnpoBaHue and)aBMTHOrO Kartarnora; nNpoBepKka PacCTaHOBKM| OOHa KapTouka 0,88
KapToveKk, npaBUMbHOCTM [O06aBOYHBLIX U CChIMOYHBIX KapTOYeEKk;
ncnpaenexHne owmnbok

52 HanucaHwe pasgenuTens Ang andaBUTHOrO Kartanora, ykasaHue OOVH 0,88
OyKBbI, cnora pasgenuTens

53 |pacctaHoBKka pasgenuTenen B andaBUTHbIA KaTanor: noabopkal OANH 0,36
pasgenutener no andaesuTy, MOUCK MeCTa pasfgennuTensl, yCTaHOBKa,  pasgenuternb
3aKpenneHne CTepXHs
OpraHu3auns cucTemMaTU4ecKkoro Karanora:

54 [nogbopka kapTOYkM MO WMHAEKCaM, BHYTPU pasgena no andaeuTy| OfHa KapTodka 0,42
damunuin  aBTOPOB WM 3arfaBul  ONs pacCcTaHOBKM B
cMcTeMaTMyeCcKMn Katanor

55 |pacctaHoBka npegBapuTenbHO — MOAOOpPaHHbIX  KapTodeKk Bl OOHa KapTouka 0,42
cucTemMaTuyecKnin Katanor

56 pepakTupoBaHue cUCTEMAaTUYECKOro KaTanora: npoBepKal oAHa KapToyka 0,88
NpaBUibHOCTW HaMOSNHEHMS pa3genoB KaTanora Mo CoAepXKaHwuio,
MHOEKCauun 1 paccTaHOBKe; UCNpaBeHne owmnbok

57 @@Hanu3 cucTemMaTUYecKoro Kartarnora: WcrpasfeHMe WHOEKCOB, OfHa KapToyka 5,2
BHECEHWNE M3MEHEHUI B andpaBuUTHbIV KaTanor

58 |HanucaHue pasgenuTens AnNd  CUCTEMATUYECKOro  KaTasnora; OaVH 2,6
YKasaHue HanMeHoBaHWA pasgena, nogpasgena v Apyrux OTMETOK pasgenuTens

59 |paccTtaHoBKa pasgenuTenen B CMCTEMaTUYECKMIA KaTanor: noabopkal OOVH 0,42
Nno nHAekcam, NOUCK MecTa, YCTaHOBKA, 3aKpenfieHne CTEPXHS pasgenuTens
OpraHusauns npegMeTHOro karanora:

60 [nogbopka kapTodek No npegmeTHbIM pybpukam, BHYTPU pybpuK Mo, OAHa KapTodka 0,42
andasnTy hamunuin asTopoB Unu 3arnasum

61 ppaccTaHoBka nNpedaBapuTeENbHO  NOAOOpaHHLIX  KapToOveK B OfHa kapTodka 0,42
npeaMeTHbIN KaTanor

62 |pegakTnpoBaHWe MpeaMETHOro katanora: npoBepka MpaBUNbHOCTY| OOHa KapTouka 1,0
CCbINTOK, OTChINOK, pyOpurK

63 HanucaHve pasgenuTens Ons nNpegMeTHOro Katanora, ykasaHue OOVH 2,3
pyOPWKK, OTCBISIKK, CCbISIKM pasgenvrernb

64 paccTtaHoBka pasgenuTtens B nNpeameTHbl KaTaror, Nouck Mecra, oaviH 0,42
YCTaHOBKa, 3aKpenieHne CTepXXHS pasgenvrernb
OpraHu3aums HyMmepaunoHHOTO KaTanora HopMaTUBHO-TEXHNYECKON
[IOKYMEHTaLuu:

65 [nogbopka KapTo4kM MO BMAAM AOKYMEHTOB, YCITOBHbIM LIMGPOBbLIM| OOHA KapTouka 43
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66 |paccTaHoBKa NpegBapuTenbHO NogobpaHHbIX KAPTOYEK B KaTanor OfjHa KapTo4ka 0,41
67 |pepakTnpoBaHue Katanora (npoBepka NpaBWibHOCTM OfHa KapTodka 3,2
onbnuorpacduyecknx  ONWCaHUW,  PacCTaHOBKW;  UCMpaBreHue
OLWMOOK); BHECEHWNE AOMNOMHEHNA U U3MEHEHUN B KaTarnor (OTMeHa,
3aMeHa, WM3MEHeHMWsl, MpoaJiIeHWe CpoKa [OEWCTBUSA C yKasaHueMm
MCTOYHMKA)
68 HanucaHue n paccTtaHoBKa pasgenurenen OaViH 1,3
pasgenvrenb
OpraHusauus u BegeHue 3NeKTPOHHOro KaTanora:
69 (cBepka MOCTYMUBLUMX OOKYMEHTOB Ha OyOneTHOCTb B ANIEKTPOHHOM| OAWH OOKYMEHT 1,6
Katanore
70 |npvnuncka NpoaomKaloLWmnXcs N3gaHni B 3NEKTPOHHOM KaTtanore OAVH JOKYMEHT 1,6
dopmumpoBaHne OGubnuorpadmyeckon 3anucu Ansi SMEeKTPOHHOro|  oAdHa 3anuchb
Katanora; BBog B 6a3y OaHHbIX; 3anofiHeHWe COOTBETCTBYHLLMNX
nonew:
71 [Npy HaNM4YnM MakeTa NevYaTHON KapTOYKK 0,36
72 |Npv OTCYTCTBUW NEYATHON KapTOYKK 0,42
73 [cocTaBrieHve aHanMTU4eckon sanucu 3,5
74 [cocTaBneHvne 4o6aBOYHbIX M CCbINIOYHbIX ONMCaHUN 0fHO onncaHue 0,88
75 pepakTupoBaHue Gubnuorpadudeckon 3anucu B 6ase gaHHbix AC; ogHO onucaHue 1,3
BHECEHWNE U3MEHEHUN
76 BBOO nNepeyvHs npegMeTHbIX PYyopuk  apudMETUKO-NOrMYeckMX opHa pyopuka 0,36
ycTponcTte (AJTY) K cuctemaTnyeckoMy KaTanory u reHepanbHOMN
CNpaBOYHOW KapTOTEKE
77 BbiBOA Ha 3KpaH bubnuorpaduyecknx sanncen oJHa 3anucb 0,83
78 |pedakTvpoBaHue pyOpuK; HaNoNHEHWe pa3genos OfHa 3anuchb 3,0
N3baTne KapToyek 13 kaTanoros
N3baTne kapToukm Ha MWCKMIOYEHHble u3 6ubnmoteyHoro ¢oHOal OfHa kapTodka
[IOKYMEHTbI:
79 @andaBUTHOroO Katanora 0,52
80 cnmctemaTnyeckoro kartanora 0,56
81 [npegMeTHOro Katanora 0,56
82 |HymepaumoHHOro KaTtanora 0,42
83 mM3baTMe Gubnunorpaduryeckon 3annucy U3 aneKTPOHHOIo Kartanora OfHa 3anuchb 0,84
[TexHn4yeckasi 0bpaboTka JOKYMeEHTa
HaknevBaHne Ha OOKYMEHTE NMUCTKA Cpoka BO3BpaTa, KapMallka, OAWH OOKYMEHT
Spnbika:
84 |NMCTOK CpoKa BO3BpaTa 0,42
85 kapmaluek 0,42
86 [pnbIK 0,26
HanncaHune wudpa Ha JOKYMEHTE U sipNbiKe: OOWH OOKYMEHT
87 |Ha pokymeHTe 0,26
88 Ha apnblke 0,36
89 |[nepeHeceHne dopmMaTHOrO W cucTeMaTU4eckoro LWKAPOB ¢ OAWH AOKYMEHT 1,6
KapTOYKM Ha JOKYMEHT
90 odopMeHNe KapToYKmM Anst TUpaXXnpoBaHus OAHO Ha3BaHue 1,0
91 BHeCeHMe M3MEHEHUIN B KAPTOYKE NOCe TUpaXXMpoBaHna OAHO Ha3BaHue 0,42
92 pacnpefgeneHue KatanoXHbIX KapTOYeKk Ha HOBblE MOCTYMMEHWUs MO OAHa KapTodka 0,42
CTPYKTYPHbIM NOApasfgeneHnsmM nocne TUPaXXMpoBaHus
93 BanonHeHue KHWXKHOIO dopmynspa: yKasaHue wngpa, OOUH KHWKHBIN 0,88
WHBEHTaApHOIro HoMepa OOKyMeHTa, hamMuivm U MHULManoB aBTopa, dopmynsap
ero Ha3BaHusl, LeHbl, roga n3gaHus
94 BanonHeHWe KapTOYKM MHOUKaTopa Ha AOKYMEHT, HanpaBnsembl B OAVMH MHAMKATOP 0,88
KHUrOXpaHeHWe: YyKasaHWe WHBEHTApHOrO HoMmepa, aBTopa MU
3arnasus, Wndpa paccTaHOBKM
95 BanonHeHue nepegaToMHOM  BEOOMOCTM  HA  NapTUO  HOBbIX O4HA BEAOMOCTb 0,42
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NOCTYNIIEHUN
Pabota B AC
BbiBOA Ha 3KpaH y4eTHbIX POpM; pacneyaTka: ofHa dopma

96 InncTbl MHAMBUAYANbHOIO yyeTa AOKYMEHTOB 0,05

97 |nepepatoyHas BEAOMOCTb HOBbIX MOCTYNNEHUN 0,05

98 KkapToyka c bmubnmnorpadun4eckon 3anncblo 4 y4eTHOro Karanora 0,05

99 |[kHWXKHbIV hopMynsap 0,05

100 kapToyka nHamkatopa 0,05

MpumeyaHve: K HopMaM BpeMeHM NPUMEHSIOTCA NoBblLaLwmne Ko3dUUNEHTI:

- Npu cocTaBneHun Gmubnmorpacnyeckoro onMcaHmsa Ha JOKYMEHT, Ha TUTYMNbHOM FIUCTE KOTOPOro YaCTUYHO
OTCYTCTBYIOT AaHHble Ansi bubnmorpadudeckon 3anucu - 1,13;

- npn 6mubnmoTteyHon o6paboTke: KMHOPOTODOHOAOKYMEHTOB - 1,21; HOTHbIX, KapTorpaduyeckux,
nsomsgaHum - 1,15, cneumanbHbIX BUAOB HayYHO-TEXHNYECKOW NMTepaTypbl U AokyMeHTaumm - 1,10;

- npu paboTe C OOKYMEHTaMW Ha WMHOCTPaHHbLIX SA3blkax, NMpPW OpraHu3auun M BedeHWW KpaeBegyeckoro
Kkatanora (kapToTeku) u BMBNMOTEYHOro KaTanora Ha MHOCTPaHHOM s3blke - 1,15, Ha a3bikax cTpaH Asuun n Adpukn
-1,5.

1.4. PaboTa ¢ dooHOOM

1.4.1. PaboTa no npvemy JOKYyMEHTOB

Tabnuua 4
N n/n HanmeHoBaHue npouecca, onepaunn. Coctae paboTbl Eonnuua Hopma
n3mMepeHnst BPEMEHU, MVH.
1 2 3 4
[Mpuem JOKYMEHTOB B CTPYKTYPHbIX NOgpasgeneHnsax
MpyemM [OOKYMEHTOB M3 oOTAeNa KOMIMMEKTOBaHMS, CBepka C| OgHa napTtus
COMPOBOANTENBHLIM MaTepuanom
Konn4yectso 3K3eMnnsapos:
1 1-25 14,4
2 [26-75 37,2
3 |peructpauusi HOBbIX MOCTYMMEHUA NEPUOANYECKUX  U3OaHWA,| OAWNH AOKYMEHT 0,26
NpOCTaBMeHNe OTMETKN B PErMCTPALMOHHON KapTOTEKE
4 |npoBepka rogoBOr0 KOMMMEKTa >XYpPHaroB W raseT Ha Hamuume| OAuH HoMmep 1,0
HomMepoB
5 |npoBepka 3anucu Ha NepBoM HOMepe ro40BOro KOMMMekTa: wudpa, oauH Homep 5,0
HOMEepOB, OTCYTCTBYHLLUNX HOMEPOB, MeCSLIEB
Banuce Homepa B TOMoOrpacPuyeckytd OnucCb, MPUMNOXEHUS M| OOUH HOMeEpP
cneumanbHble BbIMYCKU:
6 |Ha pycCKOM 53bIKe; 1,0
7 |Ha MHOCTpaHHbIX A3blKax 2,0
8 |npoctaBneHvMe WTemMnens CTPYKTYPHOro noapasgeneHvss Hal  OOuH HoMmep 0,26
JOKYMEHTE
Mopbop AOKYMEHTOB Ansi pacCTaHOBKM B DOHZE:!
9 pogbopka [OOKYMEHTOB MO  KMAcCUMUKALMOHHLIM  MHOEKCAM, OOWH OOKYMEHT 0,52
ABTOPCKOMY 3HaKy
10 nopbopka [OKYyMEHTOB no copmaTty, WMHBEHTAPHbIM HOMepam, OAMH OOKYMEHT 0,92
Lundopam paccTaHOBKM
11 |nopbopka OOKYMEHTOB MO andaBUTy Ha3BaHWW, rogam, HOMepam, OOWH AOKYMEHT 0,48
pasgenam, nopsgKkoBoMy HOMepY
12 nopbopka cneuBvMaoOB HOPMATUBHO-TEXHUYECKOW OOKYMEHTauWW MOl OAMH OOKYMEHT 0,36
knaccam, mMogknaccam, rpynnam, noarpynnam, WHBEHTaAPHbLIM
HoMepam
PaccTaHoBka 6ubnnoteyHoro ooHaa:
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Tabnuua 5

13 |paccTtaHoBKa [OOKYMEHTOB Ha CcTennaxax B cUCTEMATUYECKU- OOWH AOKYMEHT 0,52
andaBUTHOM Nopsake
14 |paccTaHOBKa AOKYMEHTOB Ha cTennaxax B OpMaTHO-MHBEHTAPHOM| OAMH OOKYMEHT 1,3
nopsigke
15 |paccTaHOoBKa [OOKYMEHTOB Mo andasBuTy HasBaHWi, rogam, OAWH OOKYMEHT 0,63
HOoMepaM, pasgenam, NopsgKkoBOMY HOMepY
paccTaHOBKAa HOPMAaTUBHO-TEXHWYECKON OJOKYMEHTaUUM MO Kraccam, OOWH AOKYMEHT
nogknaccam, rpynnam, nogrpynnam, MHBEHTapHbIM HOMepam
KonnyectBo JOKyMeHTOB B nogbopke:
16 1-5 0,52
17 6-10 5,2
18 11-15 0,88
19 |paccTtaHoBKa [OKYMEHTOB Ha CcTennaxax B  ¢opmaTHO-{ OAWH AOKYMEHT 5,00
cuctematMyeckom M andaButHOM  nopsigke  (NpegmeToB U
MaTepuanos rpaduvkn) B BUTPUHAX U WKagdax C Yy4eToMm
KOMMNEKCHOrO XpaHeHUs PYKOMUCHbBIX U CTaponeyaTHbIX KHUT
20 paccTaHOBKa OOKYMEHTOB Ha MMWKPOHOCUTENAX B WHBEHTAPHOM W OOWH AOKYMEHT 3,0
HyMepaLWoHHOM nopsake
npoBepka NpaBUMbHOCTU PACCTaHOBKM [OKYMEHTOB B OTAENbHbIX Maccus ooHOa
MaccuBax boHaa
Konuyectso npoBepsieMbiX JOKYMEHTOB:
21 [1-200 26,1
22 201 - 305 42,0
23 306 - 400 57,0
24 401 -600 88,0
25 [nepemelleHne (NnepeHeceHne) JOKYMEHTOB Ha cBOGoAHbLIE MecTa OHa noska 4,0
OcbopMneHre NOMOYHbIX pasgenuTenen; HanucaHue MONOYHbIX OOVH
pasgenvrenen: pasgenuTens
26 |onga cuctemaTuyeckon paccTtaHoOBKU poHaa 3,6
27 \nnga doopMaTHOM paccTaHOBKM boHaa 2,6
28 |nnga ancaBUTHOM paccTaHOBKM hoHAa 2,6
29 |anga HymepaumoOHHOW pacCcTaHOBKM hoHAa 2,6
MpumeYaHre: K Hopmam BpeMEHW NMPUMEHSIIOTCSA NOBbILWALLME KO3(PULNEHTDI:
- Npu nogbope 1 paccTaHOBKE KMHOPOTOOHOLOKYMEHTOB - 1,2;
- HOT, KapTorpadunyeckmx, nsonsgaHum - 1,5;
- Npu paboTe ¢ AOKyMEHTaMM Ha MHOCTPaHHbIX A3bikax - 1,15;
- Ha A3blkax cTpaH Asuun n Acdpukm - 2,0.
1.4.2. Pabota no coxpaHHoCcTu choHaa
N n/n HaumeHoBaHue npouecca, onepaumun. Coctas paboTbl EavHnua Hopma
U3MEpEeHNs  |BPEMEHU, MUH.
1 2 3 4
MpoBepka 6ubnmoTeyHoro oHaa:
1 |HanucaHue KOHTPONbHOro TanoHa Ha JOKYMEHT: yKaszaHue Ha HeM|  OAMH TanoH 0,88
WHBEHTApHOro Homepa, wudpa, damunuu, UHULKMANoOB asTopa,
3arnaeus, roga, MecTta U3gaHusi, LieHbl, MECTA XpPaHEeHNs
2 |MapKMpoBKa KOHTPOSbHbLIX TanOHOB: YCTAHOBKA, rde YYTeH JaHHbl|  OAMH TanoH 0,26
NOKYMEHT (YYETHbIN KaTarnor, MHBEHTapHasi KHUra); npocTaBrieHne
0NO3HABATENBHOIO 3HaKa
Mogbopka KOHTPOMbHbIX TANOHOB: OOMH TanoH
3 |n0 MHBEHTapHLIM HOMEpam 0,21
4 |no andasuTy hammnnunin asTopoB UIn 3arnasun 0,31
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5 |no knaccudgurkauMoHHOMY MHAEKCY 0,52
6 [cBepKa KOHTPOSIbHbIX TarlOHOB C WMHBEHTAPHOW KHWUIOW, OTMeTKa| OOWH TarnoH 0,21

NPOBEPKN Ha TalloHe N B KHUTe
7 [cBepKa KOHTPONbHbLIX TanoHOB C Y4YeTHbIM unuM andaBUTHbIM,  OOWH TanoH 0,26
ronorpadrMyecKnm Katanoramum, OTMeTKa Ha TarloHe M B KaTtarore
8 [aHanu3 cdopMbl MHAMBUAOYANBLHOTO y4eTa; BbISIBIIEHNE OOKYMEHTOB, OAWMH AOKYMEHT 1,3
He npolegwnx NpoBepKy
9 |cocTaBrneHue KapTovku Ha JOKYMEHT, He npollealnii NpoBepKy OOVH JOKYMEHT 0,83
10 [nOUCK [OKYMEHTOB, He npolwefwnx MpoBepKy, No pasnnyHbIM| OAWH OOKYMEHT 3,6
y4eTHbIM bopmam, KapToTekam, XXypHanam, KHWKHBIM MoJikam
CocTaBneHue cnvcka HegocTawwmx B oHAe JOKYMEHTOB OAWH CMUCOK
KonnyecTtBo JOKYMEHTOB B CMIUCKE:
11 11 0,78
12 2-10 8,3
13 11-25 19,3
OT60p JOKYMEHTOB ANs M3bATUs U3 oHda
[MpocMOTP JOKYMEHTOB Ha NpeaMeT usbATusa 13 doHga: OOWH OOKYMEHT
14 HenpoUnbHbIX 3,1
15 |nybneTtHbIx 1,6
16 ycTapeBLUMX MO COAEPKaHMIO 3,1
17 BeTxux 0,88
18 |manoucnonb3yembliX, HEMCMNOb3yeMbIX 2,6
[MogrotoBKa AOKYMEHTOB K aKTMPOBAHWIO:
19 |nogbopka OOKYMEHTOB B MapTuM MO MPUYMHAM U3BATUS; CBEPKA C| OOWH OOKYMEHT 0,36
KHVXHBIM ddOpMynsipoM
20 [nogbopka KHWXKHBIX (OPMYNAPOB Ha [JOKYMeHTax B nopsake oguH popmynsap 0,42
MHBEHTAPHbIX HOMEpPOB, andasuTa, XypHanoB - MO rogam W
HoMepam
CocraBneHue cnucka K akTy BblbblITUS (Nepedaydun); nogcHeT obLuen OAVH aKT

CYMMbI; O(bOpMJ'IeHMe akKTa
KonnyecTtso OOKYMEHTOB B CINUCKE:

21 |1 0,78

22 2-10 7,8

23 [11-25 19,3
[MoaroToBKa JOKYMEHTOB B NepensieT:

24 loTOOp [OOKYMEHTOB ANsd nepenrneTta; npoBepka COCTOSHWUS| OAWMH AOKYMEHT 3,4
NOKYMEHTa; 3anonHeHue (cBepka) KHUKXHOro doopmynsipa

25 [nogbopka KOMMMEKTOB, CBs3blBaHWEe B Madvkyn; OopMIeHNE| OAUH OOKYMEHT 2,6
NOKYMEHTOB 4119 nepejayn B nepennet

26 [nogrotoBka LOOKYMEHTOB K BOCCTAHOBMEHWMIO: MOAGOp OOKYMEHTa, OAWH OOKYMEHT 2,6
@HanorM4HOro  MoBpeXOeHHOMY;  Ood)OpMIeHMEe  3akas3a  Ha
KonvpoBaHue

27 InpuemM 3akasa nocrie KONUpoBaHWSA, MNpoBepkKa KavecTBa KOMWW, OAWMH AOKYMEHT 0,83
NOAroToBKa JOKYMEHTA K nepennety

28 [pveM [JOKYMEHTOB M3 Mepenneta: cBepka MOCTYNUBLUMX W3 OAUH OOKYMEHT 52

nepenneta [OOKYMEHTOB C KHWXHbIM (OpMymnsipoM; MpoOBEepKa
KayecTBa nepenneTta; BOCCTAHOBMEHWE 3arfaBus; HanMUCaHWe
Lwndpa Ha sipnbike, KOpeLKe JOKYMeHTa
MoLlmBKa ra3eT U TOHKMX XXYPHAaIIOB:

29 onpegeneHue dopmarta, BrOXEeHWe KOMMMEKTa XXypHanoB B Manky| oAHa nanka 13,0
HyXHOoro dopmMaTta, 3aBsi3blBaHUE; BbIHECEHME LuMdpa, Ha3BaHuWs,
roga u3gaHus, Homepa XypHarnoB Ha OBMOXKY M KOPELLOK Nanku

30 |packnagka raser no Has3BaHMAM: MpoKamnbliBaHME, BIIOXEHME Bl  OAHa nanka 9,4
KapTOHHYIO 0BnoXKy (nanky), NpoLHYpoBKa; odopmineHne obrnoxku
(Ha3BaHue, rog, HoMep, Mecsl)

Menkuii peMoHT dhoHaa:
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31

nogknenka [OOKYMEHTa,
BarnaBumn

KapMallKOoB, 4ApJiblIkOB; BOCCTaHOBJIEHUE|

O[Ha nanka

4.2

PeCTaBpaLI,VIﬂ KOPELLUKOB:

32

onpedeneHne obbema paboTbl; YyaaneHWe CTaporo KopeLuka,
noarotoBka KorieHKopa (oOpeska, nogknerika); npoluvBka 6Groka
IOKYMEHTa, NogKnenka HOBOro KOpeLLKa, pasMeLLeHNe nog npecc

OJVH KOpELIOK

60

PecTtaBpauus ctpaHul;

33

onpegeneHve obbema paboTbl; nogknenka doTtorpadui,
MepTexen; BOCCTaHOBIEHME YacTen CTpaHuL,

Kapr,

O[lHa cTpaHuua
(cTp.)

10

O6ecnbinMBaHne doHaa:

34

obecnbinmBaHMe oOHOA C MOMOLWbBK Mbifiecoca; obecneyeHne
paboyero MecTa TexXHUWYECKMMM  cpeacTBamu;  MNpoBefeHue
OGGCI’IbIJ’IVIBaHI/IFI; 3aHOC TeXHUYEeCKUX cpedcTB B MeCTa XpaHeHUd

O[Ha Meponorsika

12,0

35

py4yHoe obecnbinuBaHue ¢oHda; obecnedveHve paboyero mecrta
TEXHU4YEeCKMMU cpencTtBamMmun; 3aHOC TEXHUYECKUX CpencTB B MeCTa

XpaHeHuA

O[Ha Meponorika

9,4

lMNpumeyaHune: K HopmamM BpeEMEHN NPUMEHSIIOTCA MOBbILWaoLmne KO3 PULUMNEHTbI:
- Npu py4yHom obecnbinMBaHmMmn hoHaa HOTHBIX, KapTorpadmyeckmx, nsomsgadun, guccepraumii - 1,2;

- Npy obecnbiNMBaHMM OOHAA C NOMOLLbIO Nbinecoca - 1,3.

1.4.3. N3yueHne 6ubnmote4Horo goHaa

Tabnuua 6

N n/n HanmeHoBaHune npouecca, onepaumn. CoctaB paboTbl Eonnuua Hopma
M3MEPEHUs]  |BPEMEHU, MUH.
1 2 3 4
MogrotoButenbHasa paboTa no n3y4eHuo 6MbnmoTeyHoro oHaa:
1 |coctaBneHue nnaHa paboTbl MO M3yyeHUo GubnuotevHoro coHaa OOVH nnaH 214,0
(4actn dhoHaa)
2 |no4roToBKa WUHCTPYMEHTapusi Mo M3ydeHuto bubnmotevHoro ¢oHaa; opHa Tabnuua 6,3
cocTaBneHune Tabnmupbl No pasnn4YHbIM acnekTam U3y4YeHus
3 [ogbopka Bubnuorpadudecknx nocobun, MHPOPMALMOHHBLIX OAHO Nocobue 20,0
CNUCKOB NSl NpoBefeHust paboTbl MO M3ydeHU0 OMBNMOTEYHOrO
doHaa
4 noarotoBKa MHCTPyKTaxa Ans npoBedeHusi paboT Mo U3yYeHWto| OaMH UHCTPYKTax 83,0
bnbnuoteyHoro doHaa
Bubnunorpadmyeckoe nsyyexHme 6mbnmotevHoro goHaa
O3HakomrneHne c cogepxaHnem OGubnuorpaduyeckoro nocobus,| ogHo nocobue
MHOPMALIMOHHOIO crnucka Ans NpoBeAeHust paboTbl MO U3YYEHUHD
brnbnmoteyHoro doHaa
KonnyecTBo Ha3BaHWi B mocobum:
5 1-25 15,7
6 26 -50 34,0
7 51-100 68,0
CBepka KkapToukM kaTanora c Oubnuvorpaduyeckmm OMUCaAHWEM| OAHAa KapTodka
MOKYMEHTa, yKa3aHHOro B NMocobuu; BHECEHME OTMETKM O Hanmyuu
[IOoKyMeHTa B ooHZe:
8 landaBuTHbIN KaTanor 0,26
9 lcuctematunyeckuin katanor 0,42
10 |cocTaBneHne Gubnmorpadn4eckoro oNMcaHus Ha OTCYTCTBYHOLLME Bl OOHa KapTouka 2,6

PnbnoTeke JOKYMEHTHI

MPOCMOTP HarosiHEHUs CUCTEMATUYECKOrO KaTtanora B PasfnyHbIX
acnekTax (Mo oTpacnsM 3HaHWs, BUAaM, rogam); COMoCTaBlieHue

NOJTyMeHHbIX AaHHbIX C TeMaTUKO-TUNOJ1I0rmM4eCcKnm

O[IHa KapTo4Ka
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(I'IepCI'IeKTI/IBHbIM) NnyaHOM KOMMIIeKTOBaHUA; yTOYHEHNEe, BHECEHNE
KOPPEKTUB B MNMJ1aH KOMMJIEKTOBAHNA

Konunyectso KapTo4ekK B ALUKE!:

11 |1 - 500 43,0

12 501 - 1000 85,0

13 (1001 - 2000 173,0
Cratnctnyeckoe usyyenve 6ubnmorevHoro oHaa:

14 BanonHeHue cTaTUCTMYeckMx Tabnuy (Mo cocTaBy, AuMHamuke W opfHa Tabnmua 19,3
CTENeHN UucCnonb3oBaHUs OMBNIMoTeyHOro oHAa) Ha OCHOBaHMU
Y4ETHOM JOKYMEHTaLmMm

15 |pacyeT nokasaTtenen KHUroobecrneyeHHoCcTn, obpallaeMoCTu,| OAMH NokasaTernb 2,0
MUTAEMOCTH

16 |cnnowHOM nNpoOCMOTP [LOKYMEHTOB Ha cTennaxax, MoacyeT no| OAWH OOKYMEHT 0,84
KHVXKHBIM hopMyrnsipaM unu Nuctkam cpoka Bo3BpaTa Konm4yecTBa
KHUroBblaau

17 |MapkvMpoBka Heucrnonb3yemMon 4actu oHda B 3aBMCMMOCTU OT| OAUH OOKYMEHT 0,26
NPWYKMH, BbI3BaBLUMX HU3KYIO 06paLlaemMocTb

18 [3anonHeHne Tabnuubl MHTEHCUBHOCTU ncnonb3oBaHus| opHa Tabnuua 50,0
BnbnuvoteyHoro hoHaa
CocTtaBneHve n aHanuad Tabnuy Mo wu3yvyeHur 6mbnMoTeyHoro
doHaa
CocTtaBneHue Tabnuubi:

19 |no cocTaBy, pa3sBMTMIO M MCMOMNb30BaHU0 6ubnMoTeyHoro poHaa ogHa Tabnuua 63,0

20 no crteneHn wucnomnb3oBaHMs OHAA B pas3nUYHbIX acnektax (B opHa Tabnuua 68,0
OoTpacrneBoM, No Buaam nusgaHuim)

21 |no obbemy Hemcnonb3yemon 1 mMmanocnpalimBaemon Yactm coHaa v ogHa Tabnvua 63,0
NpUYMHaAM ee HaKoMNJeHUs
AHann3 Tabnuubl: ojHa Tabnuua

22 |no cocTaBy, pa3BUTUIO U UCMOMNb30BaHUIO BMBnnoTeYHoro ooHaa ofHa Tabnuua 56,0

23 o crteneHn wucnonb3oBaHMs OHOA B pas3nU4HbIX acnektax (B ogHa Tabnuua 56,0
OTpacneBoM, No BUAaM U3gaHum)

24 no cocTaBy W BenM4YMHE HEWUCNOoNb3yeMOW M marnocrnpalmBaemMor| opfHa Tabnuua 60,0
MacTu poHaa M NpUYMHaM ee HaKoMMeHUs

25 |cocTaBrneHue nnaHa MeponpuaTUii U NPearoXeHUN No pesynbTatam OAVH nnaH 161,0

M3yyeHus ooHaa

MprMeYaHve: BpeMsi MPOBEAEHNS UHCTPYKTaXKa B HOPMY BPEMEHM He BXOAWUT; npu paboTe ¢ AOKyMeHTamu

Ha MHOCTPaHHbIX SA3blKax K HOpMaM BPEMEHN MPUMEHSETCH NMoBbILaoWmi kosddpuumneHT 1,15.

1.5. O6cnyxuBaHne yntatenen

1.5.1. Pabota c umtatenem

Tabnuua 7

pacnonoxeHnem coHaa, CrpaBoYHbIM annapaTtoM

N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboTsl EavHnua Hopma
n3mMepeHnst BPEMEHU, MVH.

1 2 3 4
3anuck yitatens B 6ubnmoTeky:

1 |npocMOTp [OOKYMEHTOB uuTatend (nacnopTt, YOOCTOBEpPEHWe, OAWH YnTaTenb 1,7
MOpyYnTENBCTBO); MPOBEPKa Hanuunsl YYEeTHO-PerMcTpauyvoHHON
KapTOYKW YnTaTenNs

2 BanosiHeHwe copmyngapa  uuTatens, YYeTHO-pPerucTpaumoHHOW OAWH YMTaTesNb 2,0
KapTOYKK, YMTaTENbCKOrO OuneTa

3 |03HaKOMIIEHWE yMTaTens ¢ npaBuilaMmn Nofb3oBaHUA GubnMoTekon, oavH uuTaTenb 5,0
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4 NnOMCK W paccTaHOBKa Y4YETHO-PErMCTPALMOHHBLIX KapTo4YeK Mol oAHa KapToyka 0,26
andasnTy amunuin ymtatenen
Mepeperncrpaums YnTaTenemn
5 pouck opmynspa  (perMcTpauMoHHOM  KapTOYKM)  YuTaTens; OAWH YuTaTenb 12,0
BHECEHNE W3MEHEHWA B HUX W 4YuTaTenbCkui OuneT (yTOYHEeHue
AHKETHbIX ~ JaHHbIX, HOBOFO 4MTaTenbCKOro Homepa, [Adathbl
nepepermcrpaumm)
Banuchk (mepeperncrpaumsi) uuiTatenen B aBTOMAaTM3UPOBAHHOM
pexume:;
6 Habop Ha knaBuaType cBedeHUn O uutatene: damunus, UMs,| OAWH YuTaTenb 6,0
OTYECTBO, XapakTtepuaywwue ero npusHakm (obpasoaHue,
crneunanbHOCTb, MHas MHdopMaLuus), Kog
7 |OCYyLLEeCTBNEHNE KOHTPOMS 3a BO3MOXHbIM HaNUYMEM [AaHHbIX O OAWH YuTaTenb 1,0
uuTaTene, 3anucasllemMcs B GMOGNMoTeky (paHee 3anucaH, nuLleH
npasa nonb30BaHus)
8 |odopmneHue koga vnTaTensi C KOHTPOSbHbIM Pa3psaoM M CPOKOM| OAMH uYuTatenb 0,52
Nonb30BaHUSA YUTaTeNbCKMM OUNETOM Ha OCHOBE BblOAHHON
MHdopMaLn
9 BblBEOEHVWE Ha MPUHTEP CBEOEHMI O 3anucaBLUEMCHA YuiTaTene B| OAWH YuTaTenb 1,3
Buae OnaHka, Bblpe3aHue OraHka W BKMEnKa ero B YMTaTenbCKuM
ounet
PaboTta gucnetyepckom cnyxosi:
10 |npuem uuTatenbckoro TpeboBaHWSA; nNpoBepka NpaBUITbHOCTUOOHO TpeboBaHMe 0,73
3anonHeHns TpeboBaHWI, yTOYHEHNE MEeCTa XpaHeHWst JOKYMEHTOB;
OTMETKa B [AOWCMETYEepCKoM ceTke, nepejada TpeboBaHWS B
KHUrOXpaHeHue
BbinonHeHne TpeboBaHun noTpebutenen, Bbigavya AOKYMEHTOB M3
OCHOBHOIO KHUIOXPaHEeHUS:
11 |nony4veHue TpeboBaHUN, perncrTpaums, nogbopka ux no wmndppam ofHo TpeboBaHue 3,0
12 nonck OOKyMeHTa, HaHeceHwe OTMeTKM Ha TpeboBaHuM, KHWXKHOM|OZHO TpeboBaHune 5,0
bopmynsipe, AMCNEeTYEPCKON ceTke
13 |ycTaHOBnEHME MecTa HaxOXAEeHMs HeHaWOeHHOro AOKYMeHTa nojogHo TpeboBaHue 7,0
CNPaBOYHbIM KapToTeKaM, kaTanoram
14 Bblgada [OOKYMeHTa U3 oOTAena  KHUroxpaHeHust notpebuTento; oauH OOKYMEHT 2,0
OTMETKa Ha KHXHOM bopMynspe, TpeboBaHuu
15 |npuHATME  goKyMeHTa OT  noTpedbuTens; MOWUCK  KHWDKHOMO| OOWH OOKYMEHT 3,0
bopmynsipa, TpeboBaHWs; NoraeHne OTMETKM O Bblgaye
Bbljadya KOMMMEKTOB [JOKYMEHTOB BO BpPEMEHHOE MOofb30BaHUe
noapasgeneHnsm bnbnmoTeku:
16 locbopMneHne 3asiBKM Ha KOMMMEKT OOKYMEHTOB, nepefaBaeMblii B  OfHa 3asBka 50
CTPYKTYpHOE nogpasfeneHue
17 nopbop AOKYMEHTOB B KOMMIEKTbI; HAMMCAHWE BTOPOro 3K3eMnnsipal OAWH OOKYMEHT 40,0
KHWKHOTO chopmynsapa (MHavkaTopa)
Bblgada KOMMMEKTOB  [OKYMEHTOB; OTMETKa Ha  KHWKHOM| OAWH OOKYMEHT
bopmynsipe (MHAMKATOPE) AaTbl Bblgayun, AaHHbIX NoApasgeneHus,
nonyyawLero KOMnaekT
KonnyecTBo JOKYMEHTOB B KOMMIEKTE:
18 25 6,8
19 50 13,5
20 200 108,0
MonydeHune KOMIMIEKTOB OOKYMEHTOB oT CTPYKTYPHbIX OOWH KOMMIEKT
nogpasfgeneHvuin; TMOUCK  KHWXHOro  dopmynspa  (MHAvkKaTop);
noralleHne OTMETKM O Bblgaye, BIOXXEHUE ero B JOKYMEHT
KonnyecTBo JOKYMEHTOB B KOMMMEKTE:
21 25 6,8
22 50 13,5
Elifioéiioaiolépin www.consultant.ru Nodaiesa ég
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23 200 108
ObcnyxvBaHve YuTatenem B YuTanbHOM 3ane:

24 QnpoBefeHve KOHcynbTauun, Gecedbl C yuTaTenem y KaTaroros, ofHa 50
KapTOTEK, KHVXKHbIX MOSIOK, MH(POPMMPOBAHME 4YUTATENA O HOBbIX KOHCYNbTauusi
NOCTYMNEHNSIX
Mopobop OOKyMEHTOB B MNOACOOHOM dpoHAE YMTanbHOro 3ana; OAWH OOKYMEHT
nepegaya Ha kadegpy Bblgayw:

25 |no TpeboBaHuo YymTarTens 2,0

26 |no ycTHOMY 3anpocy 1,7

27 no onpegeneHHon Teme 3,1
Monbop AOKYMEHTOB Mo y4ebHOWM nNporpamMme Ha OCHOBaHWM MakeTa OOWH KOMMIEeKT
KOMMMeKkTa [OOKYMEHTOB, BblaBaemblX CTygeHTam; nogbop,
ly4ebHUKOB Mo cbakynbTeTam, Kypcam, rpynnam; cBepKa KHUXKHbIX
OPMYNSIPOB C HA3BAHNEM KHUT, UHBEHTAPHBIMY HOMEpaMu
KonnyectBo JOKYMEHTOB B KOMMSEKTE:

28 [10 2,7

29 20 54

30 40 10,8

31 Bblgadya [OKyMeHTa: CBepka BblJaBaeMOro [OKYMeHTa C OAWH AOKYMEHT 2,0
uuTaTensckum  TpeboBaHWEM; nNpoBepka  Hanuyuusa  CTpaHuu;

BHECeHVWe 3anMcu Ha uuTaTenbckoMm TpeboBaHuM (KOHTPOSbHOM
NUCTKE); BMNOXEHWE B 4mTaTenbCKuiA BUNeT, paccTaHoBKa, OTMeTKa
KHUrosblgaum

32 [nonyyeHve OOKyMeHTa: cBepka ero ¢ TpeboBaHMeM (KOHTPOMbHLIM| OAWUH OOKYMEHT 20
NMMCTKOM); MPOBEpPKa COXPaHHOCTWU LOKYMEHTA, Hanuuus CTpaHuu,

BHECEHME OTMETKM O Npueme

33 [nonyyeHve [OOKyMeHTa, 3aka3aHHOro uuTatenem B OTAEeNe OAWH OOKYMEHT 0,5
KHUrOXpaHeHus

34 nepepaya  OOKYMEHTa, COAHHOrO  yutateneMm, B OTAer OAWH OOKYMEHT 1,0
KHUrOXpaHeHus
OT160p ¥ Nnepegadva JOKYMEHTOB Ha KOMMPOBAaHME: OOWH OOKYMEHT

35 loTOop AOoKkymeHTOB (OTAENbHbLIX CcTaTel) pnns  nepegayu  Ha| OAWMH AOKYMEHT 5,0
MUKPOMIIbMUPOBAHME U KONMMPOBaHUE

36 [nogrotoBka AOKYMEHTOB K KOMMPOBaHMIO; OOpMIIeHWEe 3akasa; OAWH OOKYMEHT 3,0
pervcTpauns B y4eTHbIX oopmax

37 [nonyyeHne MuKpodbmnbma U KOMUM; NpOBepKa MpaBUMbHOCTW  OAMH 3aKas 5,0
BbINOSTHEHWS 3aKa3a
O6cnyxnBaHne ynTatenen Ha aboHeMeHTe:

38 |nogbop OOKYMEHTOB ANs pekoMeHAauumn YmtaTensam OLVH JOKYMEHT 5,0
Bblgavya [OOKYMEHTOB uuTaTtento, nouck dopmynsapa uurtaTens, OAMH OOKYMEHT
YKasaHMe Ccpoka Bo3BpaTa, MNpoBepKa Hanuyiusa  CTpaHuL;
obcnyxmBaHue:

39 |B3pocnbix 2,7

40 |peten 3,2

41 npoBegdeHne bGecedbl C uuTatenem, MHAOPMUMPOBAHME O HOBbIX| OAWH YMTaTenb 50
NOCTYNNeHUaX
[MonyyeHne OOKyMeHTa OT untaTtens, BHECEHUe OTMETKU O NpueMe;| OOUH OOKYMEHT
NpoBepKa Hanuuusi CTpaHWuL; BrIOXEHME KHWKHOro dopmynspa;
o6CcnyXxmBaHue:

42 |B3pocnbix 1,8

43 |neten 5,0

44 |npogneHue cpoka Mnofb30BaHUA [OOKYMEHTOM; MOUCK chopmynspal oavH dopmynsip 3,0
MUTaTENs; BHECEHUE OTMETKMN O NPOANEHNM CpOKa NMoJSb30BaHWs
Co3gaHve Konuin JOKYMEHTOB MO 3anpocam YvTartenen:

45 KoHcynbTaums YiTartenen no BbIoOpy NapameTpoB KOMMPOBaHUS ofHa 5,0

KOHCynbTaums
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46 [co3gaHmne anNeKTPOHHOW KONuu ¢ oOpurinHana 0JHa CKaH-Konus 0,15
47 |cospgaHve GymakHOM Konuu ¢ opurnHana OfHa cTpaHuua 0,15
48 [coszgaHne Konum ¢ MMKpodopm OAVH Kagp 0,5
49 |neyatb OyMaXkHbIX KOMWUI JOKYMEHTOB 13 Ob OOWH NnCT 0,08
50 [cosgaHue anekTPoHHOW POTOKONUM C opurMHana OAVH Kagp 5,0
lMpumeYaHne: K Hopmam BpeMEHW NMPUMEHSIIOTCSA NOBbILWALLME KO3(PPULNEHTDI:
- Npy 0BCNy>XMBaHUM YnTaTenen KMHooTohOHOAOKYMEHTaMM - 1,2;
- HOTHbIMU, KapTorpadudeckumm, nsomsgaHnamm - 1,15;
- cneuvanbHbIMY BUOAMWN Hay4YHO-TEXHUYECKOW nuTepaTypbl U AOKyMeHTaumu - 1,1;
- Npu paboTe ¢ AOKyMEHTaMmn Ha MHOCTPaHHbIX A3bikax - 1,15;
- npu paboTe ¢ AoKyMeHTaMm Ha s3bikax A3um n Adppuknm - 1,5.
1.5.2. BHyTpeHHAs paboTa
Tabnuua 8
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboThl EavHnua Hopma
N3MEPEHNS]  |BPEMEHU, MUH.
1 2 3 4
MogroToBkKa K Bblgaye:
1 |pacctaHoBka opmynapoB uyutaTenen (Mo cpokam, Homepam, ogvH opMynsip 15,0
andasuTty)
2 |noaBefdeHwe UToroB paboThl 3a NpoLIEeALINA AeHb, BHECEHUE 3anncy|  eXXeLHEBHO 9,2
B AHEBHMK
3 [nogbop OOKYMEHTOB MO npeABapuvTerbHbIM 3akaszaM uutatenen 1| OauH OOKYMEHT 3,0
nnaHam YTeHus
4 |npoCMOTpP HOBbIX MOCTYNNEHU ANA pekoMeHAaUmmn YyutaTensam OOVH JOKYMEHT 2,0
5 [NpoCMOTP M MOMNOMHEHME KHWXHBIX BbICTABOK, SILUMKOB CBOOOOHOrO| OOWH AOKYMEHT 3,0
BblIGOpa KHUT, TEMaTUYECKMX NOMOK 1 CTennaxen
6 |nogrotoBka pabo4yero mecra eXxegHeBHO 10,0
PaboTta ¢ dopmynspom yntartens:
7 ljaHanu3 opmynapoB uuTaTenen, BblBAEHWE  YUTaTenbCKUX| OOWMH hopmynsap 4,3
MHTEPECOB
8 |cocTaBneHue KapToukM AN KapTOTEKM 4YMTATENbCKUX WHTEPECOB; OAHa KapToyka 0,86
COCTaBIMEHNE CMNCKA YMTATENBCKNX NHTEPECOB
9 Banucb B hopMyndape unTatens o pesynbratax aHanmMsa YTeHusi 3a] ofHa 3anucb 3,6
onpegeneHHbIn nepuog,
10 Banucb B gHEBHMKe Bubnuotekaps o AUHaMUKe YTEHUS U nHTepecax| ofHa 3anucb 9,2
MuTaTens (rpynnbl YuTaTenemn)
PaboTa ¢ yintatensmu, He BO3BPATUBLUMMW JOKYMEHTbLI B CPOK:
11 |nouck dopMynspoB uuTaTenen, He BO3BPATMBLUMX AOKYMEHTbl B| OAMH popmynsp 1,0
CPOK
12 |HanucaHMe OTKPbITOK-HAaNOMUHAHWA O BO3BpaTe [OOKYMEHTOB;| OavH hopmynsip 2,0
OTMETKa AaTbl HAaNOMUHaHUA Ha hopmynsipe
13 lonoBelleHne (N0 TenedoHy) uuTaTens, He BO3BpaTUBLLEro| OAMH hopMynsp 4,0
[1TOKYMEHT B CPOK; OTMETKA AaTbl HANOMUHaHUSA B hopMynspe
ObecneyeHne KOHTPOSA 3a CpoKaMu Bo3BpaTa AokyMeHToB B AC:
14 |BbIBOA Ha NPUHTEP CnUCcKa YnTaTenen u aboHEeHTOB-3a40/HKHUKOB OJMH CMNCOK 0,16
15 [cocTtaBneHue cnucka 3agomKHUKOB OJMH CMNCOK 0,16
16 |pacneyaTtka Ha NPUHTEPE HaNOMWHAHWA abOHEeHTaM U YuTaTensam o  OAWH CMUCOK 2,2
CpOKe Bo3BpaTa (agpec, Ha3BaHus B3ATbIX JOKYMEHTOB)
17 n3bATME N3 Basbl OaHHbIX CBEOEHUA O 3aHATOCTM BO3BpALLEHHbIX| OAHa 3anucb 0,4
[1OKYMEHTOB
OdopmneHne noncka 3agoJKHUKOB Yepes cya:
18 konmpoBaHve dopMynspa YnTaTens; yToyHeHWe aBTopa, Ha3BaHWUs,| OAMH OOKYMEHT 2,7
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WHBEHTAPHOIO HOMepa, LEHbl AOKYMEHTa, He BO3BpaLLEHHOro B
CPOK; nepevncneHune rOCMOLLSVHBI 3a odopmMneHue
MCNONMHUTENBHbIX HAANUCEW; Nepecklika Aena B CyA:

19 [nonyyeHue M odopMneHne OKYMEHTOB N3 HOTapuanbHOW KOHTOPbLI OAWH OOKYMEHT 2,7
(npocTtaBneHue Homepa pac4eTHOoro cyeTa, HoMepa
MCNOMHUTENBHON Hagnucu)

20 |cocTaBrieHue akTa Ha onnarty vyepes cyf yTepsHHbIX JOKYMEHTOB OAVH JOKYMEHT 2,7
[Mpuem JOKYMEHTOB B3aMeEH YTEPSIHHbIX:

21 [nouck 4nTaTenbckoro ¢opmynspa; BHECEHME COOTBETCTBYHOLLEN OAWMH AOKYMEHT 5,0
Banucu B opmynsap, TeTpagb Yy4yeTa KHUM, MPUHATBIX B3aMeH
YTEPSHHbIX

22 |npocMOTp JOKYMEHTa, NpeanaraemMoro B3aMeH YTepPSHHOro OAVH OOKYMEHT 2,0
PaboTta ¢ oTkasamu:

23 |y4eT 1 knaccudukaums oTKasoB: OTMETKA Ha NMCTKE YMTaTenbCKOro|ogHo TpeboBaHme 1,6
TpeboBaHMa NPpUYMHBI OTKa3a

24 paccTtaHoBKa ynTaTenbCKNX TpebosaHui B KapToTeke ogHo TpebosaHue 0,32
"HeyaoBNEeTBOPEHHLIN cnpoc”

25 |aHanu3 OTKas3oB, COCTaBMEeHWEe CBOOKM OTKA30B B OTpacrneBoM,  OAMH OTKas3 1,0
paspese (MO NpuMynMHam oOTKasa M MepaMm WX nuKBMAauum W
npegynpexaexHus)

26 (coctaBneHne 6ubnuorpadmyeckoro onMcaHus Ha [OKYMEHTH, ofHO 20
Mmetome Hambonbluee 4YMCro OTKa3oB, U nepefaya KapTovku BOubnmorpadpuyeck
0TAEN KOMNIEKTOBaHNS o€ onucaHue
1.5.3. BHecTaumoHapHoe obcnyxnsaHve

Tabnuua 9
N n/n HanmeHoBaHue npouecca, onepaumn. CoctaB paboThl Eonnuua Hopma
M3MEPEHNs]  |BPEMEHU, MUH.

1 2 3 4
OpraHunsaums 6ubnmoTeyHbIX NYHKTOB, NepeaBkHbIX BrubnmoTtek:

1 [BaknodeHve JoroBopa Mexay OMONMOTEeKoMm M opraHusaumewn, roe| OAMH LOroBop 270,0
OyZeT ocylecTBNsATbLCA BHECTALMOHAPHOE 00CNyXMBaHNe

2 locbopmneHune dhopmynspa GubnMoTeYHOro nyHKTa OAVH dhopmynsp 13,5

3 |odopmneHne nanky ¢ AOKYMEHTaMu (OOroBopa, AOBEPEHHOCTUM Hal  OAHa namnka 13,5
nonyyeHve KHur, dopmynspa 6ubrnmMoTeyHOro nyHKTa, OTYETOB U
ApYrMx 4OKYMEHTOB)

4 |cocTaBneHuMe CcxemMbl pasMelleHuss OUBNMOTEYHbIX MNYHKTOB Hal ofHa cxema 126,0
TeppuTOpUM ropoda, pavioHa

5 [coctaBneHne rpacduka oOMeHa [OOKYMEHTOB, Haxogawmxcs Bl OOMH rpaduk 18,0
OMBMOTEYHbIX NYHKTaX, NepeaBMkHbIX bubnmorekax

6 |cocTaBneHue nnaHa MeToAMYEecKON MoMowmM Oubnmnotekapsim- OAVH NnaH 46,0
06LLECTBEHHUKAM

7 lodopmneHne obObsABNEHUS O OHAX M Yacax paboTbl 61bnmMoTeYHoroogHo oobABNEHNE 12,0
NyHKTa, NepeaBmXHON BnbnmoTeku
Mopobop KOMMMEKTOB [OOKYMEHTOB AN OMONMMOTEYHOro MyHKTa,
nepeaBwKHoON BbnMoTekn
Mogbopka KOMNIIEKTa JOKYMEHTOB OOMH KOMNIEKT
KonnyecTBo JOKYMEHTOB B KOMMJEKTE:

8 10 15,0

9 B30 45,0

10 [100 148,5

11 Bblgaya AOKyMEeHTa B OMONMOTEYHbIV MYHKT; OTMETKA B KHWKHOM| OOWH OOKYMEHT 2,0
dbopmMynsipe Aatbl Bbldayy, HOMepa NyHKTa

12 Banucb B dopmynspe OUMOGNMOTEYHOrO MyHKTA AdaTtbl Bbldayu OfHa 3anuch 1,0
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NOKYMEHTOB, KONMM4eCTBa BblaHHbIX N BO3BpaLLlEeHHbIX B CTaunoHap
JOKYMEHTOB

13

paccTaHOBKa KHWDKHBIX (DOPMYIAPOB B KAPTOTEKY 3a pasfaenvTenem
CUrmMbl OMONMOTEYHOro MyHKTa, NepeaBWKHONM OGUBNMOTEKM, BHYTPU
no andgasuTy hamunnMn asTopos

OJVH KHUXXHbIN
cdopmynsp

0,4

14

npuem [OKYMEHTOB W3 OUONMMOTEYHOrOo MyHKTa, NEPEaBUKHOW
OUbnuMoTekn: NpocTaBrieHMEe OTMETKM O TMpUEME; BIIOXeHWe

bopmynsipa B JOKYMEHT

OOVH OOKYMEHT

1,6

1.6. O6cnyxuBaHne no mexbubnuoteyHomy aboHemeHTy (MBA)

Tabnuua 10

N n/n

HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl

EavHnua
nM3MepeHns

BpeMEHU, MUNH.

Hopma

2

3

4

O6cnyxnBaHue yntatenen 6ubnmorekun no MBA:

—_

perncTpaums yntatens, nonb3youieroca MBA

OOVH YnTatesb

1,35

3anonHeHne 6naHka-3akasa, MnpoCTaBMneHne pPerucTpaLmoHHOro
HoMepa, aatsl

OOWH 3aKkaas

2,2

YTO4YHEHNEe YKa3aHHbIX 4uUTaTenem cBedeHNA O 3aka3aHHOM
JOKYMEHTE, Lenn 3anpoca, MCTOYHUKA, OTKyda NnojlyyYeHbl CBe4EeHUA

OOuH 3aKa3

1,6

Bubnmorpaduyeckas AopaboTka 3aKasa; YTOYHEHWE
onbnvorpadnyecknx ceeaeHuin:

Nno CnpaBO4YHbIM U30aHNAM

27,0

Nnpwy MNOMOLLIM aBTOMAaTU3NPOBaHHbLIX CPeacCTB

0,22

(0|

NpOBEpKa Hanun4yna 3anpawimBaemMoro OOKyMeHTa B OGubnunoTtekax
ropoaa, obrnactu, PEernmoHa, B TOM 4Yncre no CBOAHbLIM Katanoram

OOVIH JOKYMEHT

10,2

HanpaBneHve OnaHka-zakasa C  MPOCTaBMNEHHOW  OTMETKON
(wtemnenem) "B ropoge HeT" B OTpacreBo, YHMBEPCAlbHbIN LIEHTP
unn B OGubnMoTeky (opraH WHgopMaumm) MO AaHHbIM CBOAHBIX
KaTanoros

OOVH 3aKa3

0,27

3anucb cBeOeHWn O HanpaeneHuun 3akasa no MBA (HaMmeHoBaHue
onbnnoTtekun, gata) Ha 060POTHOM CTOPOHE GnaHka 3akasa

OAHa 3annucb

1,4

nomelleHme GnaHka-3akasa B "KapToTeky 3anpocoB uuTaTenen no
MBA" 3a pasgenutens "3anpockl no MBA, HanpasneHHble B opyrue
onbnunotekn"

ofHo TpeboBaHue

0,32

10

npuem OOKyMeHTa, npucnaHHoro no MBA; BckpbiTe 6aHgeponu,
npoBepka COCTOSIHWE [OOKYMeHTa, OTMeTKa [AaTtbl MOonyyYeHus wu
HasBaHus OWBNMOTEKN, BbICNaBLIEA [OOKYMEHT, WHBEHTAPHOIQ
HOMepa, cpoka Mofb30BaHUS; MnepecTaHoBka 0OnaHka-zakasa U3
pasgena kaptoteku "3anpocbl Mo MBA, HanpaBneHHble B gpyrue
bnbnnotekn” B pasgen "MonyyeHHble no MBA nsganms"

OOWH OOKYMEHT

3.8

11

M3BeleHne 4Yumtatenda O nofy4vyeHun 3anpolleHHOro OKyMeHTa U
CPOKeE MOJ1b30BaHUNA UM

OOHO n3BelleHne

1,35

12

Bbljaya uuTaTento nonyveHHbIx no MBA OOKYMEHTOB B YMTanbHOM
Bane (B cnyxebHOM nomelleHUn  OuMbnmoTekun);  CBepka
BblJaBaeMoro JokymeHTa c OraHKoM-3aka3oMm; NpoBepKa Hanm4usl
CTpaHuL N COCTOAHUA JOKYMEHTa, OTMEeTKa Bblaa4un

OOVH OOKYMEHT

1,0

13

npvemMm [JdOKYMeHTa OT u4uTaTenss B 4uTanbHOM 3ane; cBepka
MOKyMeHTa C 4acTblo 6naHka-3akasa, npoBepka COXPaHHOCTM
NOKYMEHTa; BHECEHUE OTMETKU O Npueme; noMeLleHne JOKyMeHTa B
crneumnanbHO BblgeneHHoe MeCTO (3aKpbIThln LKad)

OOWH OOKYMEHT

0,5

14

n3BnedyeHne OnaHka-3akasa u3 KapToTeKkn, 3anucb cBefeHuin o6
oTnpaBke wU3OAaHuA (,u,aTa, HOMEpP NOYTOBOIO OTI'IpaBJ'IeHI/IFl);

nepecTaHoBKa nNucTka u3 pasgena "MonyvyeHHble no MBA nsgaHms”

OOWH NUCTOK
TpeboBaHus

1,0
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B pa3gen "BosBpalleHHas nutepatypa”

15

noaroTtoBKa K OTnpaBKke  [OKYMEHTOB B  GUONMOTEKy-
dboHOoAepkaTenb 3akasHol GaHOeponblo; ynakoBka GaHgeponu;
B3BeLUMBaHWe ee; HaknenBaHue MapKu (ecrm HeT|
LieHTpann3oBaHHOW onnaTbl MNEepechinkn); HanucaHue agpeca;
cocTaBneHne onuncu

OOVIH JIOKYMEHT

3,6

16

paboTta c oTKazamm

OOWH OTKa3

17

coobLieHne B oTaen obcnyxuBaHusi O MOSyYeHUM oTkasa (Jara,
npuynHa)

OOWH OTKa3

O6cnyxmBanne aboHeHToB no MBA

Mprnem 3aKasos:

18

npu OTCyTCTBMM HOMepa aboHeHTa Ha GnaHke-3akase npoBepka Mo
KapToTeke aboOHEHTOB, abOHMPYETCA NN JaHHAsA OpraHn3aums

OOMH OTKa3

1,0

19

opraHmsaums aboHupyeTcsi: MpoCTaBneHMe Homepa Ha OnaHke-
3akase; cBepka agpeca, HasBaHWA opraHusaumn, damunum
oTBETCTBEHHOrO No MBA; BHECeHUEe U3MEHEHWI B KAPTOYKU

OOMH OTKa3

3.6

20

nepeuyHoe obpalleHne aGoHeHTa B TEKYLLEM rody: NpocTaBneHue B
KapTouke roga obpalleHuns, aathl

OOWMH OTKa3

3,6

21

ocbopmneHne aboHeHTa (opraHu3aums paHee He aboHupoBanach):
npuceoeHne aboHEHTY HOMepa; 3anofiHeHe KapTouKn perncrpaumu
aboHeHTa MBA u pasgenutens (dopMynsip); ykasaHue MOSHOro
HaumeHoBaHWs OmbGNMoOTekn, noyTtoBOro agpeca, TernedoHa,
hbamunun, MeHun, oT4eCcTBa OTBETCTBEHHOIO nnua, AaTbl OTKPbITUSA
M Homepa aboHeHTa

oAnH aboOHEeHT

5,0

22

PacCTaHOBKa PErmcTpaumMOHHbIX KapTO4YEK B KAPTOTEKY

OHa KapTo4ka

0,32

23

ocbopMreHne n3BeLleHns Ans aboHeHTa (CTaHOapTHOe U3BELLEeHUe
00 OTKpbITUM abOHEMEHTa); 3anpoC HeAOCTalLUX CBEAEHMN ONs
KapTOTEKM TUMNOBbLIM NMNCHEMOM

OOHO n3BeulleHne

1,6

24

nposepka npaBuIbHOCTM 3anosnHeHus BnaHka-3akasa,
3agormkeHHoCTn aboHeHTa, npocTaBreHne Ha obopoTe 1-M yacTu
brnaHka-3akasa (CTp. 2) CBOEro wremnenst 1 AaTtbl NONy4YeHUs 3akasa
B pybpuke "CnyxebHble oTMeTkn bubnunotekapsa" npy BoINOMHEHUN U
nepeHanpasneHvn 3akasa B CTpoke "panoHa, ropoga”

oaunH bnaHk-3aka3

3,8

25

nepegaya Ha y4acTok paboTbl C  OTKasamMu  HenpaBWMbHO
OOPMIIEHHbLIX 3akasoB (HeT nevyaTu, MOAMNWUCKU, HepasbopuMBo
OhopMIIEHHbIE, HE Ha SA3blke OpuUrMHamna) U 3akasoB aBGOHEHTOB-
32J0MKHUKOB

oaviH GnaHkK

0,43

26

LlJMd)pOBKa 3aKka3oB abOHEHTOB; nop,6opl<a OnaHKoB-3aKka3oB Mo
aﬂ(baBl/ITy; NnpoBepKa Halm4umna OKyMeHTa o Katanory

OMH BnaHkK

2,7

27

MOAroToBKa [OKYMEHTA K Bblaye: CBepKa AOKYMeHTa C GrnaHKoM-
3akasoM; MpoBepKka HamnuuuMs CTpaHUL, U COCTOSIHWUS OOKYMEHTa;
npocTaBrieHne Ha brnaHke-3akase (NMMuUEeBoK CTOpoHe 1- 1 3-11 YacTn
cTp. 1, 5) wWnNpoB AOKYMEHTA; yKazaHWe WMHBEHTApHOro Homepa,
KonnyecTBa JOKYMEHTOB, AaThl Bblgayu; Ha 060pOTHON CTOPOHE 2-1
MacTu (CcTp. 3) NpocTaBneHne wremnens GubnnoTekn ¢ Ha3BaHNEM U
NOYTOBLIM agpecoM, yKa3aHWe Ccpoka BO3BpaTa, BIIOXEHWE 2-i
HacTu OnaHka-3akasa B BbljaBaeMblll JOKYMEHT; NPOCTaBreHue
Homepa 6aHaepony BHU3Y

OOVIH JOKYMEHT

1,4

28

NOCTAaHOBKa 3aKa3a Ha o4epenpb (B Ccny4yae 3aHATOCTU I/ISLI,aHI/Iﬂ);
860HeHTy oTnpaBKa n3BeLeHunsa

OOWUH 3aKaas

1,6

29

nepefaya M3gaHus Ha KonMpoBaHWe (MpW 3akase Ha parmMeHT
M34aHus: cTatbs U3 XXypHana, cbopHuka)

OOWH 3aKkaas

2,7

30

OoTnpaBKa LOOKYMEHTOB aboHeHTaM: ynakoBKa 6aHp,epon|/|;
B3BELLNBAHUNE, HaknensaHune MapKu; HanncaHume ajgpeca;
COCTaBJiIEHNE ONNCcKn

OONH OOKYMEHT

2,5

31

pacCTaHOBKa OGraHKOB-3aKa30B (1 -A ‘-IaCTb) Ha BblAdaHHbIE

OVIH JOKYMEHT

0,32
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NOKYMEHTbI (BbICNaHHbIE) B KAPTOTEKY 0OCNYy>XMBaHUS abOHEHTOB B
pasgen "BbigaHHble no MBA nsgadng”

32

HEeBbIMOMNMHEHHbIX
CBeleHMn o

onbnuorpadmyeckas  gopaboTka
YTO4HEHMEe  Bubnmorpaduyeckmnx
n3gaHusam

3aKas30B;
CnpaBOYHbIM

OOVIH JOKYMEHT

3,2

33

BbISIBIIEHME HanWuusa 3anpalumMBaeMoro JOKyMeHTa B 6ubnmoTtekax|
ropoaa, pervoHa

OOVH OOKYMEHT

10,2

34

0dopMITEHNE 3aKa3a K MepeHanpaBrieHnto B Apyrne oubnvoTteku;
lyKazaHue Ha 0BOpPOTHOM CTOpOoHe 1-i yacTu GnaHka-3akasa (CTp. 2)
NpVYYHBl 1 AaTbl NepeHanpasneHus (Wwremnens "Het B Gubnnoteke,
HeT B BubnunoTekax ropoga..."); OTMETKM O NpOBEpKe MO CNPaBOYHbIM
usgaHusaMm, curnel  6ubnuoTtek-oHgogepxaTenen no CBOAHOMY
KaTanory

OJMH 3aKas

2,7

35

oTnpaBkKa aGOHeHTy n3seleHna o nepeHanpasfieHUKU 3anpoca C
lyKa3aHnem 6ubnmoTekm, Kyda OH OTnpaslieH

OOHO u3BeLleHune

1,6

36

perncTpauma OTKasa B YYeTHbIX d)opmax; oTnpaBKa 860HeHTy
bnaHka-3akasa (3-}0 l-IaCTb) B Cny4yae HeBO3MOXHOCTU BbINOJTHEHNA
C OTMETKOW O npu4nHe OTKa3a B COOTBeTCTByIOU.leVI py6p|/|Ke

OOWMH OTKa3

3,6

37

npvemM [OOKyMEHTa, BO3BpaALLEHHOrO abOHEHTOM; MONy4YeHUe Ha
noyte, BCKpblITME OaHOeponu; MnpoBepka COCTOSHUS [OOKYMEHTa;
n3snedyeHme OnaHka-3akasa W3  KapToTekn  oBchnyXvBaHWSA
AbOHEHTOB, Yyka3aHMe Ha HeM [faTbl BO3BpaTa [OOKYMEHTa,
nepectaHoBka OnaHka-3akasza B  pasgen  "BosepalleHHas
nuTepaTypa"

OOVIH IOKYMEHT

3,2

38

obecneveHne KOHTPOIIA 3a CpOKamMu MnoJsib30BaHUA OOKYMEHTaMWU:
BblAB1€HNEe JOJINKHWUKOB, HanpaBrieHne HanoMMHaHWUN

OOWH AOKYMEHT

1,6

BbinonHeHune pabot B AC:

39

bopmupoBaHue 6a3bl AaHHbIX 00 aboHeHTax NO COOTBETCTBYIOLLEN
dbopme, BBOA UHpopmaLmm 0 HoBOM aboHeHTe

OANH abOHEeHT

54

40

novck B 6ase OaHHbIX cBefeHu 06 aboHMpoBaHUWM opraHu3auuu;
BHECEHWNE U3MEHEHUN

0aVH abOHEeHT

3,6

41

BBOZ MHhOpPMaLIMK 0 Npueme 3aKa3oB OT aGOHEHTOB

OOWH 3aKa3

0,27

42

BBO I/IH(*)OpMaLI,I/IM O nepeHanpaBneHnn 3akasa, BblBO4 Ha NMPUHTED
M3BELLEeHNA O nepeHanpaBlieHn 3akasa

OOWH 3aKa3

1,6

43

BBOJ [aHHbIX O TMOCTAaHOBKE 3akasa Ha ouepefdb; coobLueHue
ABGOHEHTY

OOWH 3aKkaas

1,6

44

pPerncTpauna BblOaHHbIX a6OHeHTy LOOKYMEHTOB,
CPpOKa BO3BpaTta

NpocCTaBl1IeHNE

OOUH OOKYMEHT

2,7

45

lyoaneHme n3 Mmaccmea gaHHbIX O BO3BpaLEeHHOM OOKYMEHTEe

OOVH JIOKYMEHT

0,16

46

obecneyeHne KOHTPOJIIA 3a CpOKaMun BO3BpaTa AOKYMEHTa: NMOUCK U
OT60p OaHHbIX B NMaMATU MalluHbl O 3a40JKHUKAX; BbIBO HY)KHOVI
VIH(bOpMaLJ,VIVI Ha npuHTEep; pacnedyatka CrIUCKoB C YKa3aHUEM

agpeca aboHeHTa

oAnH aboHEeHT

2,7

1.7. MaccoBas paborta

Tabnmua 11

N n/n

HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl

EavHnua
n3mepeHusi

BpeMeHN, MUH.

Hopma

2

3

4

MoarotoBka MaccoBbIX MEPONPUATUI

OnpepenexHve Tembl, cocCTaBa ayauTOpPUW, OTBETCTBEHHOIO 3a
MeponpusTMe B LIENIOM; COCTaBrieHWe nnaHa noaroTOBKM
MeponpusaTUsl,  BOMPOCOB  Anst  OOCyXAeHusi;  npurnaileHue

KOHCYJIbTAHTOB, J1EKTOPOB; nop,6op|<a OOKYMEHTOB N0 TeMe

0fHO
mMeponpusaTue
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MepOnpusATUS;; OpraHU3auusi BbICTaBKM nMTepaTypbl, anbb0MOB;
OMOBELLEHME uuTaTenern o  MeponpusTAM  Yepe3  aduLm,
ny6nvkauumM B neyaTu, MO paavo, TeNeBUOEHWIO; BbISIBNEHUE
BbICTYMNalwWyxX; MeyYaTb M pacnpocTpaHeHue npurniacuTesibHbIX
OUneToB; MNOArOTOBKA MOMELLEHUs; MPOBeAEeHWe COBeLLaHusi Mo
uToraMm MOArOTOBKM W NPOBEOEHUS MepornpusATUs, odopMrieHue
npoTokona:

MuTaTenbckas KoHepeHums

4900,0

N[—

IMMTepaTypHO-XyOOXECTBEHHbI BeYep, BeYep OTPaCneBOW KHUIW,
iamucnyT

3340,0

BEYep BOMPOCOB U OTBETOB, YCTHbIN XypHan

2600,0

knyb no uHTepecam

2600,0

[IETCKUN YTPEHHUK

3900,0

[©22 (61 =N (V]

BMKTOPMHA, KOHKYPC, Urpa-nyteliectsue

3900,0

OpFaHVI3aLI,I/IF| KHMXKHbIX BbICTABOK

CocTaBneHue nnaHa opraHuMsaumm W MNPOBEAEHUS BbICTABKM;
BbISIBIIEHWE N OTOOP LAOKYMEHTOB; MOATOTOBKA COMPOBOAUTENLHON
MOKYMEHTaLMN K BbICTaBKE, CO3[aHWE XYOOXKECTBEHHOrO MPOEKTa;
MOHTa) BbICTaBKM, oOpraHusaumsi MHGPOPMaLMOHHO-pEeKaMHON
paboTbl N0 Nonynsipu3auun BelCTaBKKW; NoABEAEHME UTOroB paboThbl

TemaTnyeckue BbICTaBKM o6LLebnbnnoTevHoro MacLuTaba,
opraHvayemMble Ha oHaax GMGNMoTekm

OHa BbICTaBKa

KonnyecTtBo aKCNoHaToB:

~

1-50

560,0

(o]

51-100

1120,0

101 - 200

2240,0

BbicTaBkn Mo onpep,eneHHO|7| oTpaciu 3HaHWA U Teme,
opraHnsyemMble:

Ha cboHae BmMbnmoTekn

0O[Ha BbICTaBKa

KonnyectBo 9KCNoOHATOB:

10

1-50

310,0

11

51-100

940,0

12

101 - 200

1920,0

Ha doHae oTaena

0O[Ha BbICTaBKa

KonnyectBo 9KCNoOHATOB:

13

1-25

180,0

14

26 - 50

360,0

15

51-100

720,0

BbicTaBkK, MOCBALLUEHHbIE XWU3HW W OEATENbHOCTU BblOaOLLMXCS
Intogen

O[Ha BbIiCTaBKa

KonnyecTBo 9KCNOHATOB:

16

1-10

47,0

17

11-25

110,0

18

26 - 50

210,0

BbiCTaBKM Ha Monkax cTtennaxemn

OJHa BbICTaBKa

KonnyectBo 9KCNOHATOB:

19

1-5

25,0

20

6-10

44,0

BbICTaBKM HOBbIX NOCTYNEHUIN

OHa BbICTaBKa

KonnyectBo 9KCNOHATOB:

21

1-25

40,0

22

26 - 50

72,0

23

51-100

160,0

Peknama 6ubnnoTeku; pabota no NpuBeYEHUIO YnTaTenei:

24

NnoAroToBKa pPeKriaMHoro cooblleHnss B neyartb, Mo pagno,

odHa nyénukauus,

420,0
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TeneBuaeHno o paboTte onbnmoTeku, 0cobeHHOoCTAX 0gHO coobLLeHne
PYHKLMOHMPOBaAHNS pasnu4YHbIX NOApa3feNieHun, HOMEHKNnaType
ycnyr, npegocTaBnsemblx 6ubnmortekon
25 |nogrotoBka nnakaTa O AedATenbHOCTM 6ubnmoTekn (BbIGOp TeMbl| OOWH NnakaT 210,0
onpegeneHue cogepxanvs u oopmbl, caada B nevatb)
26 opraHmsauus 3KCKypcuu; npmem n oopmneHme 3asiBKn, yTOMHEHNE| ofHa 3KCKypcua 52,0
[TeMbl 9KCKYPCUI 1 COCTaBa 3KCKYPCaHTOB
BbisiBneHune noTeHumnanbHbIX notpebutenen OnbnMoTeYHo-
MHOPMALMOHHBIX ycnyr 6ubnuoTteku:
27 |npocMOTp Npecchl OAVH OOKYMEHT 6,8
28 [NpocMOTp ¥ aHanu3 JOKYMEHTOB KOHKYpUpYoWnx pmpm OAVH JOKYMEHT 52,0
29 |BegeHne KapToTEKN NOTPEBUTENBCKOrO pbiHKa OfHa KapToyKa 1,3
30 [BcTpeuu ¢ pykoBoaMTENAMU PUPM, OpraHn3aunii, npeanpusTumn OAHO 210,0
MeponpuaTme
31 (cbop n nogrotoBka MaTepuanoB Ans MHAOPMAUMOHHBIX OykneTos  oguH Byknet 7680,0
(0BLWwmx, No oTAENbLHOMY MPOEKTY)
32 paspaboTka gusanHa n MakeTa MH(OpMaLUNOHHbIX ByKreToB oauH Byknet 14400,0
33 pbecneveHne KOHTPOMsS KayecTBa [OTOBbIX WHMOPMAUMOHHbBIX  OAWH BykneT 20,0
BykneTos
34 nonGop cyBeHUPHOW NpoayKLuK 0HO 1440,0
MeponpuaTme
35 nogrotoBka pasgaTouvHbIX MaTepunanoB MeponpUATUS OAHO 480,0
MeponpuaTme

MNpumevaHwue:

- BPEMS OpraHu3auuun BbICTABOK NUTepaTypbl, NPOBEAEHNE MACCOBbLIX MEPOMNPUATUA U 3KCKYPCUIA B HOPMY
BPEMEHW HE BXOAMUT;
- K HOpMaM BpeMEHMN NPUMEHSIIOTCS NoBbIakoLwmne Ko3ULMEHTBI: NpY OpraHM3auny Bbl€34HON BbICTABKU -
1,1; NpM SKCNOHMPOBAHWNM Ha BbICTaBKe NUTEPATYpbl HA MHOCTPaHHbIX A3blKax - 1,6, Npu paboTe ¢ AOKyMEeHTaMun Ha
asblkax Asnm n Adpuku - 2,0.

1.8. CnpaBsoyHas n nichopmMaumoHHasa paborta

Tabnuua 12
N n/n HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl EaovHuua Hopma
U3MEepeHNss  |BPEMEHU, MUH.

1 2 3 4

YYeT NOCTYnNUBLLMX BTOPUYHBIX JOKYMEHTOB (KapToyek)

CyMMapHbIN y4eT KapToyek B XXypHarne NocTyniieHMn u BbiObITUSA B  OfgHa NapTus

pPErMCTpaLMOHHbIX KapToTekax

Mu1Cno NOCTYNMBLUMX KAPTOYEK:
1 1-110 19,0
2 [111-220 63,0
3 [221-600 160,0
4 BbIIBMEHWE HEBBIMOMHEHHbLIX 3aKa30B; COCTABMEHWE 3asiBKM Hal  OOuH 3akas3 4.5

HEBbIMOJIHEHHbIE 3aKa3bl

OpraHusauums cnpaBoyHo-6nbnuorpadgmyeckoro annaparta (CBA)

MpocMoOTp M OTOOP [OKYMEHTOB M3 TEKYLUMX MOCTYMNEeHWA Ans

BkrtoveHnsi B CBA, B TOM Yncne KkpaeBegyecKkmin Katanor:
5 |knura oHa KHura 3,2
6 |c6opHMK oJHa cTtaTbs 2,7
7 bKypHan oJHa cTtaTbs 2,7
8 J[raseta oJHa cTtaTbs 1,6
9 |bubnurorpacduryeckoe nocobue OfHa 3anucb 0,5
10 [NeTonncb KHWXKHBIX, XXYpPHanbHbIX U ra3eTHbIX cTaten OfHa 3anuchb 0,83
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11 [NPUKHWXHBIN Gbnmuorpadn4eckin CnMcok OfHa 3anuchb 0,5
CoctaBneHue 6ubnuorpagmyeckon sanucu 0fHa 3anvcb
KonnyectBo anemeHTOB GUGNMorpadnyeckon 3anmcu:

12 1-4 3,2

13 5-6 0,5

14 [7-9 6,0
CocTaBneHue aHHoTauun, 3yvyeHne JOKYMEHTa, HanucaHvue TekcTa:| ogHa aHHoTauus

15 [@HHOTUpPOBAHWNE KHUT 260,0

16 [@aHHOTMpPOBaHWE cTaTen 156,0

17 jaHanuTMyeckad  poCnUCb  XypHanbHbIX, raseTHbIX  CcTaTel,| OAWH AOKYMEHT 3,8
cbopHMKoB, OubnMorpadumyecknx nocobuii: 03HaKOMSIEHWE C
CoepXXaHMeM U3JaHuUs; COCTaBEHNE aHaNUTUYECKOW POCnucK
MpocmoTp MOCTYMUBLUNX VMHPOPMALIMOHHBIX (BTOPUYHBIX)

IOKYMEHTOB 1 nx oT6op ans BkntoyeHus B CBA (nepBuyHbIn 0T60P)

MpocMoTp MHPOPMAUMOHHOIO n3daHus (B TOM YMUCIe KapTOYku) U OAHa KapTodka
0T60p M3 HMX OOKYMeHTOB Ans BknoyeHus B CBA; cuctematnsauus

KapToYeKk Mo Tunam KaTanoroB M KapTOTeK; NpoBepka WHOEKCOB;

paccTaHOBKa KapTOYKM

Hucno kapToyek:

18 11-10 18,0

19 111 -100 165,0

20 [101 - 300 490,0
Mpocmotp m otbop kaptoyek B CBA € uenbld wmsbATAS Unn
nepemeLleHns (BTOpMYHbIN 0T60p):

21 pM3bATME W3 KaTanoroB W KapTOTEeK KapToYeK Ha [AOKYMEHTbl,| OfHa KapTodka 1,5
cnucaHHble n3 doHaa; npoCMOTp KpaeBea4yeckux,

Pubnuorpacdudecknx n daktorpadMyecknx KapToTek, U3bATUE U3
HUX KapToyek Ha JOKYMEHTbI, NoTepsiBLUME LIeHHOCTb, NepeBeaeHue
KapToyek B apXMBHbIE KapTOTEKN (YHUUTOXEHME); BHECEHWNE OTMETKM
B )XypHasne y4yeta u permcTpaumMoHHON KapToTeke

OpraHusauuns reHepanbHoro cuctematunydeckoro katanora (I'CK):

22 npocmoTp © oTbop [OoKymeHTOB pgAna  BkoveHnss B [CK;| oguH OOKyMeHT 2,7
odhopMIeHne KapToYek

23 HanucaHue n paccTaHOBKa pasgenurens OaViH 1,7

pasgenvrernb
Penaktuposanue 'CK:

24 cknoveHne u3 CK kapTodek Ha [OKYMEHTbI, YCTapeBLUMX WM| OOHa KapTouka 1,5
HenpoubHbIX, NepeBedeHne UX B apXuBHYK YacTb (U3bATME);
jeTanvsaunsi pasgenos

25 HanucaHue HOBbIX pasgenutenen OaViH 1,4

pasgenvrenb
OpraHunsaums KapToTEeKN NePCOHanNu;

26 lonpepeneHve M CoCTaBreHMEe MEPEYHsT ML, CBEAEHUS O KOTOPbIX| OAWH AOKYMEHT 1,5
OTpaXkaloTCa B KapToTeke; MPOCMOTP MHEOPMALMOHHBIX W34aHUN,

NEepBUYHbIX [OOKYMEHTOB; OTOOp [OKYMEHTOB ANS BKMOYEHUS B
KapTOTEKY

27 [TexHu4eckass M copepxartenbHas oOpaboTka [OOKYMEHTOB Ans| OAWH AOKYMEHT 2,7
BKMIOYEHNST B KapTOTEKY; pacCTaHOBKA KapToyeKk Mo andasuTy
dbamMumnuin aBTopoB 1 Mo Buaam JOKYMEHTOB

28 HanucaHue n paccTaHoBKa pasgenurenen OAVH 1,4

pasgenvrenb
OpraHusauns dakrorpaduyeckon kaptotekm (PK):

29 pnpepeneHne npegmera, OObekTa W OCHOBHbIX NPW3HAKOB Ansi OOWH AOKYMEHT 2,7
oTpaxkeHnsi B OK; MpocMOTp JOKYMEHTOB M OTOOP 4118 BKITOYEHUS B
PK; 3aHeceHue 0TOBpPaHHbIX cBeaeHuin Ha KapTbl
MHOPMALIMOHHOIO MaccvMBa C BHECEHWEM COOTBETCTBYHOLLMX
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OTMETOK B MOUCKOBbIV MaccuB pakTorpacmnyeckomn KapToTekn

30 |pepakTnpoBaHune OK; npoBepka NpaBUNbLHOCTU BHECEHUS CBEAEHUWA OAWH AOKYMEHT 1,6
M yKasaHui 06 NCTOYHMKaxX MHgopmMaLmm

31 HanucaHue n paccTaHOBKa pasgenurenen OaViH 1,4

pasgenvrenb
OpraHusaums TeMaTMyeckmx nanok ra3eTHbIX BbIpe30K:

32 |NpoCMOTp ra3eTHbIX BbIPE30K, CMCTEMATM3auns ux OfHa Bblpe3ka 2,5

33 odopmreHne BLIPE30OK ANA XpaHeHMs B TeMaTMYecKMX nankax; ofHa Bblpe3ka 3,2
KpaTKoe OMMCaHWE UCTOYHMKA, HaKNenBaHWe Ha KapTOYKn
1.8.1. CnpaBoyHo-0Mbnuorpadunyeckoe oocnyxmBaHne

Tabnuua 13
N n/n HaumeHoBaHue npouecca, onepaumun. Coctas paboTbl EavHnua Hopma
U3MEepeHNss  |BPEMEHU, MUH.

1 2 3 4
Mpuem 6Gubnunorpadumyeckmx 3anpocos:

1 |npvem Bubnuorpacmyeckoro sanpoca; yToYHEHME TeMbl, LieneBoro| OAMH 3anpoc 0,43
N YNTaTENbCKOrO Ha3HaYeHNd, NONIHOTbI UCTOYHUKOB, TUNOB, BUAOB U
XPOHOMOrM4eCcKnx pamok 3anpocos
BbinonHeHue cnpaBok
BbINnonHeEHNe TeMaTUYECKOW CrpaBKu; NMOUCK U OTOOP OOKYMEHTOB; OfHa CrpaBka
cocTaBneHne mbnunorpadunyeckoro onucaHus
[MMCbMEHHO; KONTMYECTBO UCTOYHUKOB:

2 1 3,0

3 2-5 15,0

4 6-10 30,0
YCTHO; KONM4ECTBO UCTOYHMKOB:

51 2,0
BbinonHeHue agpecHo-bubnmorpadguyeckomn crnpaBKu;

YCTaHOBIEHNE HANUYUSA UM MECTA HAXOXAEHWNST LOKYMEHTA UM ero
MacTu B doHae GubnmnoTtekn
[MMCbMEHHO; KONTMYECTBO UCTOYHMKOB:

6 1 2,0

7 2-5 12,0

8 Bb-10 24,0
YCTHO; KONTM4ECTBO UCTOYHMKOB:

9 1 1,5
BbinonHeHne YTOUHSOLEN oubnuorpadumyeckom crnpaBku, oOfHa crnpaBka
yCTaHaBnMBatloLLEN n (nnn) YTOYHSIOLLEN 3MNEMEHTBI
Pnbnuorpaduyeckoro  onMcaHus, KOTopble OTCYTCTBYOT WM
MCKa)XeHbI B 3anpoce yntarens
[MMCbMEHHO; KONTMYECTBO UCTOYHMKOB:

10 |1 2,7

11 2-5 14,0

12 6-10 27,0
YCTHO; KONTM4ECTBO UCTOYHMKOB:

13 |1 1,6
BbinonHeHne  akTorpadmuyeckon CnpasBkW, YyCTaHaBnuBaroLleW ofHa cripaBka
KOHKpPETHblE CBEOEHUsT O TEeX WM UHbIX O0bObekTax, CcoObITUSX,
npoueccax, gaTax
[MMCbMEHHO; KONMNYECTBO NCTOYHMKOB;

14 |1 2,7

15 -5 13,5

16 6-10 2,7
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YCTHO; KONMYECTBO MCTOYHUKOB:

17

1

1,6

KoHcynbTaums y cnpaBo4Ho-6Mbnnorpadguyeckoro annapara:

18

npoeegeHune OGecegbl O CO34aHMM U UCMONbL30BaHUK CnpaBO4HOIQ|
annaparta, no MeToauke 6|/|6nMorpachquKoro NOWNCKa

ofHa
KOHCYnbTaLUusi

4,2

BeneHve (bOHD,a BbIMOJIHEHHbLIX CMpPaBOK:

19

oTGOp cnpaBku Ans ¢oHAa, pasriokeHne No nankam (KoHBepTam);
ochopMIieHVe CpaBKu

O[Ha crnpaBka

4,2

20

COCTaBJiEHMUE KapTo4ykm ON1d  apxumBa, YKa3aHune nopAaaKoBOro;
HOMepa, TeMbl, OaTbl BblAa4yn; MNOCTAHOBKA KapPTOYKM B KapTOTEKY,|
apXuBa BbINOJIHEHHbIX CNpaBoOK

OHa KapTo4ka

2,7

PaboTtbl B pexxume AC:

21

bopmupoBaHue CK; BBog B 6a3y AaHHbIX aHaANMTUYECKOW pOCnncu
ra3eTHO-)XypHaIbHbIX CTaTel, COOPHUKOB

O/IHa KapTo4Ka

2,0

22

Nouck n oTbop Gubnmorpadu4eckmx 3anucer nNo ycrnoBusam

ofHa KapTo4ka

2,7

23

BbIBOA Ha 3kpaH Gubnmnorpaduyeckon 3anmcu UNM OTAENbHbIX U3

Hee cBedeHun; pacneyartka

ofHa KapTouka

1,6

1.8.2. bubnmorpadgpuyeckoe MHHOPMUpOBaHNE

Tabnuua 14

N n/n

HaumeHoBaHue npouecca, onepaumun. CoctaB paboTbl

EanHuua
n3mMepeHnst

BpEMEHU, MUNH.

Hopma

2

3

4

BbisiBneHne  MHGOpPMaLMOHHbIX
METOOOM aHKETMPOBAHMS:

I'IOTpe6HOCTeIZ cneunanncToB

onpeaeneHne KOHTUHreHTa notpebutenen NHdopmaLumu;
paspaboTka 3asBOK AnS  OnNpedeneHns  UHEMOPMaLMOHHbIX|
noTpebHoCTeN (3anpocoB); pacchbifika (pacnpoCcTpaHeHne) 3asiBOK;
0OpaboTka NonyveHHbIX 3asiBOK; COCTaBNEHME Ha Ba3e Nosfy4eHHbIX
NaHHbIX KApTOTEKU KOHTUHreHTa noTpebutenen MHdopMauum n mx
MHOPMALIMOHHBIX NOTPEOHOCTEN (3anpPOCoB)

OOVH
notpedutens

34,0

BbisBneHne WHEMOPMALMOHHbBIX MNOTPebHOCTEN CcneuManucToB Ha
OCHOBE aHanmu3a niIaHOBO-0TYETHOW AOKYMEHTaLUun:

0TOOp, M3y4eHWe, aHanm3 OTYETHbIX OOKYMEHTOB; (hOPMUPOBAHME
TeMaTUKN CnpaBoOYHO-MHEOPMALMOHHOIO 06CNyXXMBaHUSI B pasHblX
pexumax

O[WNH OTYETHbIN
OOKYMEHT

24,0

pacnpefeneHue  TeMaTU4eckux  pybpuk  MHOPMAaLMOHHBIX
noTpebGHoCTen No noapasfeneHnsM, y4acTBYHOLIMM B CMPaBOYHO-
MHPOPMaLMOHHOM 06CNyXMBaHUM

ofHa pybpuka

2,7

3aknioyeHne ¢ aboHeHTamu pgoroBopa Ha  WMHGOpMaUMOHHOE
o6CcnyxmBaHue:

aHanM3  OaHHbIX O 3aMHTepecoBaHHOCTM  abOHEHTOB B
MHCOPMAaLMOHHOM OGCNYXMBaHUN U pexuMax K3bmpaTeribHoro
pacrnpoCcTpaHeHNst U PETPOCMEKTUBHOIO MOWCKa; 3aKloyYeHne WU
nepecMmoTp gorosopa

OVH O0roBop

2300,0

q)OpMI/IpOBaHI/Ie cetTu abOHEHTOB CUCTEMDbI

pacnpocTtpaHenusi uHgpopmauum (MPW):

|/|36V|paTeanoro

onpegeneHne KOHTMHreHTa aboHeHToB cuctembl NPW; BbisiBNeHWe
TUMNOBLIX M WHOMBMAOYAIbHbLIX 3anpocoB abOHEHTOB; M3y4deHue,
KJ'IaCCI/ICbI/IKaLLI/IFI, MHOEKCMpPOBaHME 3anpocoB; BBeAeHUEe OaHHbIX O
3anpocax B agpecHyo KapTOTeKy

OANH aboHEeHT

34,0

MoprotoBka curHanbHOro onoselleHns B cucteme NPU

BbisBneHne, npocmotp W OTOOp MaTepuanoB U3  TeKyLMX

NOCTYNNEHUN; pacnpegeneHne OoTobpaHHbIX  MaTepuanoB U3

OHO onoBeLlleHne
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[TEKYLINX I'IOCTyrIJ'IGHVIVI no aboHeHTam

Konnyectso NPOCMOTPEHHbIX JOKYMEHTOB!

»

1-2

3,0

~

3-4

12,0

5-10

32,0

MoarotoBka NoAOOPOK CUrHamMbHbIX onoBelleHui B cucteme NMPU

BanonHeHne OnaHka-3akasa Ha TUPpaXXnpoBaHne; perncrTpauunto
NOCTYNUBLUNX Konui, NnpoBEpPKa UX KavyecCcTBa U 3I3K3IEMIJIAPHOCTU,
3anoJyiHeHne COI'IpOBO,CI,VITeﬂbHOIZ OOKyMeHTauun

OQHO OnoBeLleHNe

Konunyectso 3anpocoB:

1-2

14,0

10

3-4

17,0

11

5-7

21,0

12

8-10

25,0

MpocmoTp 1 oT60p OOKYMEHTOB Ans BBoda B AC

MpocMOTp MaccuBa MOCTYMNMBLUMX AOKYMEHTOB; OTGOP AOKYMEHTOB
COOTBETCTBYIOLLEN TEMATVKM U BBeageHUe B 6a3y gaHHbix AC

OOVH OOKYMEHT

OT60p NEepBMYHBLIX JOKYMEHTOB:

13

1-50

290,0

OT60p BTOPUYHBIX JOKYMEHTOB:

14

1-50

110,0

15

NnoaroToBKa KapTovku Ans paboymx kaptotek MPU

O[JHO onMcaHne

2,7

16

nogrotoBka TpadapeToB ¢ kapTovkamn PU ons TupaxnpoBaHus

oaviH Tpadapet

1,4

KoppekTpoBka BbIXO4HbIX TabynsirpamMm:

17

IOCHOBHOW psg

ofHa 3anuncb

2,7

18

BCNomMoratesibHbIN yKasaTtelnb

ofHa 3anuncb

1,6

19

penakTMpoBaHME  BbIXOAHbIX ocbopmneHue

HOKYMEHTOB

TabynarpamMm = U

ofHa 3anuncb

4,2

20

paspeska, pacneyatka noabopoK Ha OTAeNbHbIe OnMcaHus

O[JHO onMcaHune

1,6

KoppektupoBka cuctemol VP no pesynbtatam aHanusa KapT
obpaTHO CcBA3N

O6paboTtka n aHanu3 kapTbl 06paTHOM CBSA3WM; BHECEHWE OLIEHKU
CUrHanNbHOroO  OMOBELLUEHUS B YYETHYH  KapTy  aboHeHTa;
KOPPEKTMPOBKA CUCTEMbI HA8 OCHOBE aHanu3a kapT 06paTHON CBSA3K

O[lHa KapTa

KonnyecTtBo kapT:

21

1-7

70,0

22

8-10

75,0

23

11-15

80,0

24

16 - 20

85,0

Bblgadya JOKYMEHTOB NO 3anpocy:

25

BbisiBNEHWe ©n OTO6Op [OKYMEHTOB (M30aHusA) MO 3anpocy B
CNpaBOYHO-MHDOPMALMOHHOM  oHAe, OdopMneHMe  Bblgauu
NTOKYMEHTOB B YCTAHOBIEHHOM Nopsifke

OAONH OOKYMEHT

1,4

pynnoBoe 6Gubnunorpadmyeckoe NHPOPMUPOBAHUE:

26

bopMMpOBaHME COCTaBa rpynmnbl abOHEHTOB

OAWH abOHEeHT

720,0

27

YTO4YHEeHue TeMbl, corrnacosaHne UCTOYHUKOB I/IH(bOpMaLI,MI/I, BMNOOB
JOKYMEHTOB

OAHa TeMa

3,6

28

COCTaBJieHne peFMCTpaLI,VIOHHOIZ KapTO4KKN

0flHa KapTo4Kka

1,6

MooGopka [OOKYMEHTOB ANs  MHJOopMauuu;
HanvMcaHue OMOBELLEHNS; OTNpPaBka OMOBELLEHUS;
KapTOYKu MHGOPMaLWK; aHann3 KapTbl 06paTHON CBSA3U

CoCTaBlieHne W«
3anncb B

0flHa KapTo4Ka

[MMCbMEHHO; KONMYECTBO U3OaHUN:

29

1-5

12,0

30

6-10

24,0

YCTHO; KONMMYecTBO N3OaHUN:
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31

1-5

12,0

OnepaTvBHOE MHhOPMUPOBAHKNE MO 3anpocy:

32

d)OpMVIpOBaHVIe cetTn aboHEHTOB, BbldBNNIEHNE  TUNOBbIX
MHOnBnayalbHbIX 3anpocos n0Tpe6V|Tene|7|

s

oAnH aboHeHT

4.4

33

M3yyeHue, Knaccudukauus 3arnpocoB; BBedeHVWEe [OaHHbIX O
3anpocax B agpecHyo KapToTeky

OOWH 3anpoc

6,3

HanucaHve 0630poB v cnpaBok

BbisiBrieHne n oTbop MCTOYHMKOB; 06paboTka 1 aHann3 oTobpaHHbIX
MOKYMEHTOB; HanmcaHwe TekcTa o03opa (cnpaBku); MOAroTOBKA
pyKonucu K nevatu

OAVH aBTOPCKUI
(aBT.) nnct

O630p (cnpaBka) N0 NEPBUYHLIM UCTOYHMKAM:

34

Ha PYCCKOM A3blke

5400,0

35

Ha MHOCTPaHHOM A3blIKe

7200,0

36

0630p (cnpaBka) N0 BTOPUYHBIM UCTOYHUKaM

4100,0

OpraHusaums n npoeegeHne yCTHbIX brubnuorpadunyecknx o63opos
HOBbIX NOCTYMIEHUN

OTOOp HOBLIX MOCTYMNSIEHUA NO 3apaHee OObLSIBMEHHOW TemaTuke;
cucTemMaTmM3aumsi UCTOMHMKOB MO TemMaMm, MNPOCMOTP W aHanus
NOKYMEHTOB; nogbopka 6Gubnuorpadunyecknx OnncaHum, KpaTkux
aHHOTauumn, pedepatoB Ha OTOOPaHHbIE WCTOYHWKW; MOArOTOBKA
pykonucu brubnunorpadmyeckoro o63opa

OAvH 0630p

Konnyectso NMPOCMOTPEHHbIX U 0T06paHHbIX OOKYMEHTOB:

37

1-10

400,0

38

11-25

450,0

39

26 - 55

500,0

40

56 - 140

600,0

MoaroTtoeka GoNnNeTeHs HoBbIX I'IOCTyI'IJ'IeHI/IIZ

YTOUHeHne (onpegeneHne) TeMaTtudeckmx rpaHuL, noucka u otbopa
MOKYMEHTOB; COo3fdaHue pybpukaTopa OlONNETEHs; BbISBNEHUE W
0TOOp LOKYMEHTOB B MAacCWMBE TEKYLLUMX MOCTYMMEHWUIA UCTOYHUKOB
MHdopMaLnK; nogbopka aHHoTauun, pedepaToB, nx
cuctemaTmsaums

oJHa btonneTeHb

Konunyectso 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

OpraHunsauns v nposegeHue "OHA nHgopmaunn™:

46

onpedeneHne TeMbl; COCTaBMneHVe niaHa NpoBeAeHWs; BbiSBMEHWE
M OocTaBka [OOKYMEHTOB W3 COOTBETCTBYHLUMX NoApasfeneHun
OnbnvoTekn; nNpocMOTp U OTOOP [OOKYMEHTOB; MpUIMalleHne
CNeLmanucToB-KOHCYNbLTaHTOB; MOAroTOBKa BbICTABKW nuUTepaTypsl;
OMNOBELLEHNE 3auHTEPEeCOBaHHbIX OpraHu3auuMnm u CcneumnanvcTos;
OCbOpMJ'IeHI/Ie BbICTaBKW; HanncaHwe KpaTKnx aHHOTaLI.I/IIZ;
opraHusaums cbopa 3asBOK Ha [JOKYMEHTbl, WX Bblgaya,
KOHCYNbTUPOBaHWe, OexXypcTBo  GubnuorpadoB; npoBeaeHue

0fHO
MeponpusiTue

640,0

aHanmsa MeponpusaTus
OpraHusauns 1 nogrotoBka "[Hsa 6ubnuorpacdun”, "OHs nocodus":

47

YTOYHEHME TeMbl, COCTaBfeHue nnaHa; oopMIleHNe BbICTaBKU-
npocMoTpa; noAroToBka o0630pa; MOOrOTOBKA  KOHCYNbTaLWMK;
cocTaBneHune 1 HanncaHne o6bABNEHNS; COCTaBMNEHME U HanucaHue
npurnacutenbHblX ~ MUCEM, WX  pacchinka;  npurnatueHue
3aMHTEPEeCcOBaHHbIX NUL Mo paano, No TenedoHy, TNYHO

ofHO
MeponpusaTue

1940,0

OpraHunsauns 1 nposegeHune "OHs cneymanmcrta”

OnpeneneHne Tembl "[HA cneumanucTa" C 3aMHTEPECOBAHHbLIMU

OfHO
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opraHnsaunsiMu, opMbl NPOBeAEHNs (CTauuoHapHasi, Bble3Has),
OTBETCTBEHHOIO 3a MeporpusiTue B LENIOM; COCTaBfieHVe niaHa
MeponpusATUsi, MporpamMmbl Moucka UM oTéopa WMHMOPMALMOHHBIX
MaTepuanoB; MOArOTOBKA OTKPbITHIX MPOCMOTPOB M TEMATUYECKUX
BbICTABOK NUTepaTypbl MO crieumanbHOCTW, Gubnuorpaguyeckme

0630pbI; 3akas nexkumu, KMHOpUbMa; OMnoBELLEHNE
BauHTEpeCcoBaHHbIX  OpraHuM3auui;  odopMreHnMe  BbICTaBKY;
opraHu3aums AexypcTsea 6ubnuorpados, KOHCYIbTaHTOB-

cneyuanucToB; obecneyeHne BblgayM U3OaHUN UMW UX KOMWIA BO|
BpeMsi  MeponpuaTuUS WM HEMOCPEACTBEHHO MOCNEe  HEro;
IEMOHCTpaLMS BbICTaBKU; aHann3 pesynestatoB "[Hs cneuunanucrta”

MeponpusaT1e

Hucno CONyTCTBYHOLNX MepOﬂpI/IﬂTVIVIZ

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

MpumevaHue: BpeMsa npoBefenHust "OHs nHdopmaumn”, "OHa cneunanucta”, "OHa mubnuorpacpuun” B HopMmy
BPEMEHW HE BXOAMT.

1.8.3. iHdopmaumoHHas paboTa

Tabnmua 15

N n/n

HanmeHoBaHue npouecca, onepaumn. Coctas paboThbl

EanHuua
namepeHns

Hopma
BPEMEHU, MUH.

2

3

4

MogroToBka nonynsipHeix bubnuorpaduryeckux nocobumn

Boibop Tembl nocobus; BbiBNEHME U OTOOP [OOKYMEHTOB,
bopMupoBaHue pasgernoB Nocobusi; aHHOTMPOBaHME [OKYMEHTOB;
noabopka  akTtorpadmyeckoro  martepuwana,  UNncTpauun,
HanMcaHve TeKCTa; COCTaBMneHWe BCMOMOraTenbHbIX YKasaTenew,
KOHCYNnbTauMM y CneumanicToB Ha pasnuuyHbIX 3Tanax paboTbl;
oOCyXOeHne pykonucuM Ha 3acedaHuyn Hay4YHO-MEeTOAMYECKOro
(pepakumoHHOro) coBeTa; gopaboTka PyKoOnMMcKM MO 3aMeEYaHUsIM;
cAada pyKonucu B neyartb:

COCTaBJieHune nonynAapHoro 6V|6n|/|orpacp|/|qecr<oro yKa3arternd,
nyTeBogunuTesnd, crnpaBO4YHUKa

OOWH aBT. JINCT

13500,0

noaroToBska KOMMEHTapueB, npuMmeYaHnm nonynsipHo-
NPOCBETUTENBLHOIO XapakTepa, He Tpebywwux crneumanbHbIX
nccrnegoBaHumn

OOWH aBT. JINCT

5400,0

NoAroToBKa KOMMEHTapVeB, npuMeYaHuii Hay4HO-
MccreaoBaTenbcKoro xapakrepa

OOWH aBT. NMNCT

10800,0

HOAFOTOBKa PEeTPOCNEeKTUBHbIX Hay4HO-BCNomMoraTesrbHbIX|
bnbnunorpacdmyecknx ykasarenem:

BbIOOp TeMbl; CO3daHWe aBTOPCKOrO KOMMeKTUBa; paspaboTtka
MHCTPYKTUBHO-METOAUYECKME MaTepuanoB; BblABNEHNE U OT60p
NOKyMeHTOB; pabota Hag  Gubnuorpacumyeckon  3anmchblo;
AHHOTUpOBaHWe; Gubnuorpaduyeckass rpynnMpoBKa; COCTaBMNEHUE
BCMOMOraTenbHbIX ykasaTtenewn; obcyXaeHue PpyKOMUCK ykasaTens
Ha 3acegaHUMM Hay4yHO-METOAMYECKOro (pedakuMOHHOMo) COBETa;
nopaboTka NO 3aMevaHusiM; chada pykonucu B MeYartb;
cocTaBneHne OGubnunorpacmnyeckoro ykasaTens MNo aKTyanbHOM
TeMaTke C XPOHOMOMMYECKUM OXBaTOM OT 2-X [0 5-T net u
@HHOTaLMAMM, NOSACHSIOLMMWN HA3BaHNS

OOWH aBT. NUCT

9720,0

CoctaBneHue 6ubnmorpadmnyeckoro ykasarens no KOMMIeKCHbIM U

Elifoéiioaiolépn www.consultant.ru
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MexoTpacnesbiM  npobnemam  obwero U1 pernmoHanbHoOrQ
COOepXaHusi C XpoHororumdeckmm oxeatom 1 - 2 roga, G
AHHOTAUMAMU, NOSACHAKLIMMW HAa3BaHWS:
5 |Ha pyccKoM s3blke 9720,0
6 |c BkmoyeHnem ot 30% po 40% obbema nybnukauun Ha 11000,0
MHOCTPaHHbIX A3bIKax
7 |cocTaBneHue aHHOTMPOBaHHOIO Ombnmorpaduyeckoro ykasaTtensi OOWH aBT. MNCT 18800,0
MHOrOOTPAaCNeBOro COAEPXKaHWUS C XPOHOMOMMYECKMM OXBaTOM OO
100 net n Gonee, TpebyoLwero CNOWHOIO NPOCMOTPa AOKYMEHTOB,
CMOXHbIX  Gubnuorpaduyecknx  pasbiCKaHuMW,  yyeTa  BCeX
nepeusgaHnin nybnmkaumm M Mx XapakTepucTuKnm NyTeM CINYeHus
[TEKCTOB
[MogroToBka aHanuMTMyeckoro ob3opa
BbissrneHne wn oTbOOp [OOKYMeHTOB And ob3opa; MOAroToBKa OAWH aBT. NUCT
pybpukaTopa npegmerta o0630pa; M3y4YeHUe M OLEeHKa [OOKYMEHTOB,;
cuctemaTtusaumsa matepuana; cocTaBneHne TekcTa aHanmMTUyYecKoro
0630pa; 0OCyXOeHMe  pykonmMcM Ha  3acedaHum  Hay4vHo-
MeToauyeckoro (pefakuMoHHOro) coBeTa, AopaboTka obG3opa Mo
3amMevaHVaM; cgada B neyarb:
8 |no pycckum nepBUYHBLIM UCTOYHUKAM 9720,0
9 |no cMelaHHbIM NEPBUYHBLIM UCTOYHUKAM 10800,0
10 |no MHOCTpPaHHbLIM NEPBUYHLIM NCTOYHMUKAM 12400,0
MogrotoBKa aHaNUTUYECKON CNpPaBKu:
11 BbisiBeHne u OTOOP [OKYMEHTOB AN aHanNMTMYECKOW CMpaBKW, OAWH aBT. IUCT 5200,0
M3yyeHvne, aHanus, oueHka M cuctemaTmsauus uX; CoCTaBlieHue
[TeKCcTa cnpaBku
MogroTtoBka pedepaTnBHOro o63opa
BbisBneHne n oTtbop [OKYMEHTOB Ans pedpepatvMBHoro o63opa, OAMH aBT. MMCT
n3yyeHne u  aHanm3s  ux;  pedepupoBaHMEe  MCTOYHUKOB,;
cuctematmMsaums  TEeKCTOB  aHHOTAUWMW;  COCTaBfiEHME  TEKCTa
pedepatnBHoro o0630pa; o06cyxgeHne o063opa Ha 3acejaHuu
Hay4yHO-MeToauYeckoro  (pedakumoHHOro) coBeTa; gopaboTka
0630pa No 3amevaHusaM; caaya B neyathb:
12 no pycCKMM UCTOYHMKaM 5200,0
13 |nO cMeLLaHHBbIM UCTOYHUKAM 6480,0
14 N0 MHOCTPAHHLIM UCTOYHUKaM 7300,0
CocTaBneHue akcnpecc-mHopmaLumun:
15 BoisBneHne n otbop MaTepuana no Teme, cuctemaTusaumss ero u| OoAuH aBT. NMNCT 3840,0
NoAroToBKa Ans neyatu
CoctaBneHne bubnunorpacundeckon sanncm, aHHoTaumm, pedepara
CocraBneHue 6Gubnuorpacdmyeckor 3anucu: M3ydYeHne U aHanua| ofHa 3anucb
NMOKYMEHTa; COCTaBIEeHWe 3arorioBka OnucaHus; NpoBepka 3anucu,
BHECEHWE MCNpaBneHUN
KonnyecTBo anemeHTOB 6GUGNMOrpadnyeckoro onMcaHus:
16 1-4 3,2
17 5-6 54
18 [7-9 6,4
CocTaBneHue aHHOTaUMKW; U3y4eHWe U aHanua [JOKYMEeHTa, oJHa aHHoTauus
HanMcaHWe TEKCTa aHHOTaLUM:
19 [@HHOTUpPOBAHWE KHUT 270,0
20 @HHOTMpOBaHME CTaTeNn 160,0
21 |cocTaBneHue pedeparta: u3ydeHWe W aHanua [OOKYMeHTa, Ha| OAWH aBT. NnCT 5920,0
KOTOpbIN CcoCTaBnsieTcs pedbepar; HanMcaHue TeKCTa; BHECEHWE
ncnpaeneHumn
AHanNUTMYeckass  POCMUCb  >KypHambHbIX, Tra3eTHbIX  cTaTen,
c6opHMKOB, Bnbnmorpadumyecknx Nnocooun:
Elifioéiioaiolépin www.consultant.ru Nodaiesa ég
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22 (03HaKommneHue C  coaepxaHuem n3naHus; COCTaBleHWe| ofaHa cTaTbs 3,6
AHaNNTUYECKOro ONMCaHUS Ha CTaTbio
Mopgaepkka canta GUBNNOTEKN N OTAENBbHBIX MPOEKTOB:

23 BepcCTKa CTpaHuL, canTa, pasMeLLeHe NoAroTOBIEHHOro MaTtep1ana) OAuH aBT. INCT 300
B COOTBETCTBYIOLUNIN pasgen canta

MprmeyaHne: HopmMa BPeEMEHM Ha cocTaeneHune Gubnmorpaduyeckoro nocobus gaHa mM3 pacyeTta padoTbl
aBTOPCKOrO KOMMEKTMBA.

1.9. MepeBog n nepepaboTka neyaTHbIX TEKCTOB C MHOCTPAHHBIX S3bIKOB HA PYCCKUA U C PYCCKOrO Ha
WHOCTPaHHbIE A3bIKU

Tabnuvua 16
N n/n HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl EaovHuua Hopma
n3mMepeHnst BPEMEHU, MVH.
1 2 3 4
MepeBog TEKCTA C MHOCTPAHHBIX A3bIKOB HA PYCCKUN 53bIK
YTeHne opurnHana; aHanuM3 TeKkCcTa, pa3MmeTka ero C BbiSiBNeHWMeM OOWH aBT. MNCT
TPYOHBIX TEPMWHOB, FpammMaTUYECKUX KOHCTPYKLUWW, FNEKCUYECKMUX|
000POTOB, LEXOBLIX U XXKapProHHbLIX TEPMUHOB:
1 NONHBIN NNCbMEHHLIN NepeBoq OJVH aBT. NMUCT 2580,0
2 |coKpalleHHbIA nucbMeHHbIM nepeBog oT 30% ago 50% obbemal oauH aBT. NUCT 1620,0
TekcTa
3 |BbIGOPOYHBIN MMCLMEHHbI NEPEBOS OJVH aBT. NIUCT 1520,0
[MepeBoa TEKCTA C PYCCKOro A3blka HA MHOCTPaHHbIE SA3bIKU:
4 NONHbIN NUCbMEHHbIV NepeBos, OJVH aBT. NIUCT 5160,0
TepMmuHonormdeckas pabota nMpu  BLINOIHEHMM  MUCbMEHHOTO
nepesoga:
5 |oTbiCKaHWE OTMEYEHHbIX B OPUrMHaNe He3HaKoMbIX UM HEMOHATHbLIX|  OOUH TEPMUH, 18,1
TEPMMHOB M COKpaLlEHWA B CrIOBaApHO-CMPABOYHOM NuTepaTtype; CcokpalleHue
noabopka COOTBETCTBYHOLLIETO TEPMUHY 3KBMBArEHTa;
paclmngpoBKa CoKpaLleHNs
KoHcynbTaumsa nepeBogymnka co cneynanucramu:
6 [BbIICHEHME MpPaBUNIBHOMO  M3MOXEHWA  4YacTerd  TekcTa Mo ofHa 36,2
Mano3HaKoOMOW TemaTuke; YTOYHEHME COOTBETCTBMS NepeBodaKOHCynbTauus
opurnuHany
CoctaBneHue 6ubnunorpadumyeckoro onncaHus:
7 |cocTaBneHue OGubGnuorpaduyeckoro oOnucaHua nepeesoda MOl OAHO onucaHue 60,0
NaHHbIM, B35ITbIM C TUTYMbHOTO NUCTa Nepesofa
BbisiBrieHne ownbok U BHECEeHMEe WM3MEHEHUN B TEKCT nepesoaa
nocne ne4vyaTaHus:
8 |npoBepka NpPaBWILHOCTU PaCMOSfIOXKEHUS OTrneYyaTaHHOro TEKCTa; OAWH aBT. IUCT 200,0
CBEpKA C PYKOMNUCHIO; NpaBKa
[TexHnyeckoe odopMeHe NepeBoaoB:
9 pBnucbiBaHMEe B TEKCT nMepeBoda CMMBOJMIOB M BCTABOK HAaloOHO BNUChLIBaHME 2,0
MHOCTPAHHOM S13blKe
10 |BknemBaHWe pUCYHKOB, Tabnuu, dopmyn oJHa BKJienka 3,0
[NepeBo 3aron0BKOB CTaTel U JOKYMEHTOB:
11 |nepeBoA v 3anuch 3arosioBka OJVH 3aronoBoOK 120,0

MNMpumeyaHwue:

- HOPMbI BPEMEHW NpeayCcMaTpMBaloT BbINOMHEHVE NEPEBOAOB C MHOCTPAHHOIO s3blKa SN Ha MHOCTPaHHBIN,
KOTOPbIV y NepeBoayMKa SBMSeTCA OCHOBHbIM (M0 06pa3oBaHMO NN MPUMEHEHUIO);
- MNPV BbINOMHEHNM NEPEBOAOB C APYrMX A3bIKOB WUIW Ha Apyrme MOMMMO OCHOBHOMO K HOpMam BpeMeHU
NpYMeHSeTCS NoBbILWakoLWmMn KoadpunumneHT 1,1.
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1.10. ViccnepgoBatenbckas paboTa

Tabnmua 17

N n/n

HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl

EanHuua
namepeHns

Hopma
BPEMEHU, MUH.

2

3

4

Pa3paboTka nporpammbl (TEXHUYECKOIo 3a4aHnst) uccneaoBanns

O60oCcHOBaHME akTyanbHOCTU TEeMbl, BbiiBNEeHWE N 0BOCHOBaHMWE
nNpobnemHon cutyaumm, opmynmpoBaHue uenu, 3agad u runotessbl
MccrnegoBaHns; HanucaHyue TekcTa

ofHa nporpamma

lccnepoBaHue HOCUT:

—_

OnepaTtuBHbLIA XapakTep

38250,0

NUNOTaXHbIN (pa3BeablBaTeNbHbIN) XapakTep

21600,0

Pa3paboTka MeToaMKK nccnegoBaHus

PaspaboTka (HanucaHue) TekcTa METOAMYECKMX [OOKYMEHTOB MO
NPOBOAMMOMY  WUCCINEeLOBaHMI, anpobaumm  COCTaBfEHHbIX
TOKYMEHTOB; YTOYHEHNE " JopaboTka METOANYECKOrg
MHCTPYMEHTapWsi,  COCTaBfIEHWE  OKOH4YaTeNlbHOro  BapuaHTa
[OKYMEHTa:

OoAHa MeTodunkKa

MeToaMKka NpoBedeHUs WUCCredoBaHUsl, HOCALLEro ornepaTuBHbIN,
BMNUPUYECKUI XapaKTep

28000,0

METOAMKa NPOBEAEHMSI WCCMeaoBaHUSl, HOCSILLEro MUIOTaXHbIN
(pa3BeablBaTENbHLIN) XapakTep

15600,0

PaspaboTka MHCTpyKUMM No 06paboTke OOKyMeHTauun (MCXOOHbIX|
[DaHHbIX), NONYYEHHOW B X04€ UCCReaoBaHus:

OoAHa NHCTPYKUWNA

py4Hasa obpaboTka

15600,0

[e201&)]

MalnHHasi o6paboTka

20400,0

Paspa6oTka npegnnaHoBbIX U MNaHOBbIX  [OKYMEHTOB
NepcnekTMBHOIO XxapakTepa:

pa3paboTka KOHUEMUWM OCHOBHbIX  HampaBfieHWn  pa3BUTUS
BnbnoTeYHOro Aena B permoHe Ha NepcnekTney

OOWH aBT. NMNCT

13050,0

KOHLlenTyanbHoe obecneveHne Oubnuorpadumyecknx umsgaHun;
060CHOBaHWE akTyanbHOCTW TEeMbl, YMTaTENbCKOro W LEeneBoro
HasHayeHuss nocobus, ero CTPyKTypbl (Cxembl), BblpaboTka
METOONYECKNX MPUHLMMNOB W pelieHnin Ans packpbiTUS TeMbl;
HanucaHve TekcTa

OOWH aBT. NUCT

11220,0

COCTaBlieH/ne nporHosa (I'Ipe,El,I'IJ'IaHOBbIﬁ JJ,OKyMeHT), CBA3AHHOIoO C
nepcrnekTmBamMmun pas3BnTunda OMbnMoTeK; HanMcaHne TekcTa

OOWH aBT. NNIUCT

13050,0

10

paspaboTka LeneBbix nNporpamm (ons cetn 6ubnmotek MM ogHON
OUBNMOTEKN); AMArHOCTMKA CUTyauuW, BHELHUX W BHYTPEHHUX|
BMUSHUIA Ha YHKUMOHUPOBaHWE W pasBuTue OGubnunotek (oaHOM
onbnnoTekn); BbipaboTka pekoMeHAauMW, PpeLUeHWs; HanMcaHue
TekcTa

OOWH aBT. NINCT

15200,0

ICocTaBneHne CBOOHbIX KAaTanoroB KHMXHbIX MaMSTHUKOB:

11

paapa60TKa npocrneKkTa; BbiABIIEHNEe [OOKYMEHTOB - KHWXKHbIX
NaMATHMKOB; Hay4YHOe OorfnncaHue unx; CocCTaBlieHUe CnpaBoO4HOIo
annaparta, HanncaHne TekKcTa

OOWH aBT. JINCT

18200,0

OpraHusaumoHHas paboTta no NpoBeAeHWIO CCegoBaHus:

12

CO34aHne uccnenoBaTernbCKOro KOeKTUBa; CocTaBrneHne paboyero
nnaHa npoBedeHus1  WCCIedoBaHWUs, corfiacoBaHWe €ero G
MCnonHUTENaAMM; onpegenexHve nnowagki (6asel) mMccnegoBaHus;
nepenucka C HUMW; NPOBEAEHUE WHCTPYKTaXen, CeMUHapoB,
COBELLaHNIA, KOHCYNbTaLni

0fHO
nccnegosaHue

7140,0

13

bubnuorpacumyeckaa npopabotka Tembl uccnenoBaHus, paborta B

OOWH aBT. NIUCT

1200,0

Elifoéiioaiolépn www.consultant.ru
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apxuBax, W3y4eHWe HOPMATMBHO-TEXHUYECKOW [OKYMEHTauuw,
MHdopmaumm o6 aHanorax u Opyrmx MatepuanoB, OTHOCALLUXCS K
paspabaTtbiBaeMon Teme
O6paboTka nony4yeHHon nHopMaumm:
14 |c6op n obpaboTka MHpOpPMaLUMM HA OCHOBE MEPBUYHBIX UCXOOHbLIX| OAWH aBT. IUCT 7800,0
NaHHbIX (CTATUCTUYECKNX [aHHbIX, OTYETOB, MMAHOB, CMPaBOK,
MaTepuanos KOMaHAMPOBOK)
15 laHanm3 obpaboTaHHOM MHOpMaLMn OAVH aBT. IUCT 5200,0
lMogrotoBka MatepuyasnoB Mo UToraMm Hay4yHown paboThbl:
16 |HanMcaHMe HaydyHOro oT4yeTa; MOArOTOBKA PYKOMUCKM K MevaTn Ha| OfMH aBT. IUCT 13200,0
pasnnyHbIX aTanax paboTsbl
17 |HanucaHMe  MpPOMEXYTOYHOro  oTyeTa  (cnpaBkM) O  XoAde| OOMH aBT. NUCT 6400,0
nccnegoBaHus
[MogrotoBKa W HanucaHue TekcTa cTatbM B COOPHMK HayYHbIX|
TPYOoB, npakTuyeckoe nocobue, npodeccnoHanbHy npeccy;
NOAroTOBKA PYKOMUCK K NeYaTn Ha pasnnyHbIX 3Tanax paboThbl:
18 |cTaTbhsl TEOPETUYECKOrO XapakTepa OAWH aBT. JIUCT 15200,0
19 [cTaths NpuKNagHoro, NPakTMYeCcKoro xapakrepa OOWH aBT. NNCT 9200,0
20 HanucaHue p[oknaga nNo  MTOraM  HayyHOro  McCCrnefdoBaHWst OOWH aBT. NUCT 6700,0
NOArOTOBKA PYKOMMUCEN Ha pasnnyHbIX aTanax paboThbl
21 paspaboTka  pekoMeHZauuMu,  WHCTPYKUUM N0  BHEAPEHWO OAMH aBT. UCT 14100,0
MaTepuanoB  HayyHOro  MCCreaoBaHusl;  HanMcaHwe  TEKCTa,
NOAroTOBKA PYKOMMUCK K MeYaTu Ha pasnuyHbIX 3Tanax padoTsbl

MNpumeyaHwue:

- HOpMa BpPEMEHM Ha COCTaBfEeHMEe MporpamMMm, MEeTOAMK, WHCTPYKUMWA OdaHa Ha uWccnegoBaTenbCKuii
KONNEKTUB;
- Yacbl Tpyao3aTpaT pacrnpeaensoTcs Mexay UCMONMHUTENSIMU B 3aBUCMMOCTU OT UX Harpysku;

- B MPOLECC NOATOTOBKM PYKOMUCK K MeyaTy BXOAAT: cAaya PYKOMMCK HayyHOMY penakTopy, obcyxaeHue B
oTaene, Hay4HOM coBeTe, jopaboTka pyKonucy.

1.11. MeToamnyeckas pabota

Tabnuua 18

N n/n

HaumeHoBaHWe npouecca, onepaumun. CoctaB paboTbl

EanHuua
n3mMepeHnst

Hopma
BPEMEHU, MVH.

2

3

4

MoarotoBka METOAMYECKOro Nocobus, pekomeHaaLmi

anIHLI,VIﬂI/IaJ'IbHO HOBaA pa3pa60TKa TEMbI:

n3ydyeHne TeMbl, BblidABeHNEe WU aHalnn3 OOKYMEHTOB MO TeMe,
YTO4YHEHNEe 4YuTaTternibCkoro u ueneBoro Ha3Ha4dYeHuA noco6us,
peKomer,au,MVl; COCTaBJ1IEHNE MPOCNEKTA; HaNnnMcaHmne Tekcrta

OOWH aBT. NIUCT

15300,0

Mogndurkaumsa paHee pa3paboTaHHON TEMbI:

BbISIBNIEHNE W M3YyYeHWEe HOBbIX [AOKYMEHTOB W HaKOMMEHHbIN
OnMbnmnoTekamMmmn onbIT MO TEMe Nocobusi, pekoMeHaaLUmnin; yTOYHEHNE
MpocrnekTa, BHECEHWEe W3MEHEHUN B CTPYKTypy TekcTa B
COOTBETCTBUM C AOCTUNKEHUAMU BUBNNMOTEYHOM TEOPUMN N MPAKTUKY;
MOAroToBKa pyKomMcuM K obcyxaeHuto; gopaboTka no  umToram
obcyxaeHus

OOWH aBT. JINCT

8670,0

PaspaboTka [OOKYMEHTOB, pernameHTMpyrLWmnx OesaTenbHOCTb
BMBNMOTEK, MNONOXEHUN, WHCTPYKUUA, MNPOEKTOB MNOCTaHOBMEHUN,
YCTaBOB, 3aKOHOAATENbHbIX aKTOB

anHLI,MI'II/laJ'leO HOBaa TemMa.

BblABNE€HNE, WU3y4yeHune un aHanus ,D,eVICTByIOU.LMX OOKYMEHTOB MO,

TeMe, HanncaHne TeKCTa NpoeKTa [OOKYMEeHTa, 060y>i<p,eHMe,

OOWH aBT. NNUCT

17340,0
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anpo6au,|/|;| B Oubnmnotekax, Ha 3acegaHuu Hay4YHO-MeTOoOMN4YEeCKOro
COBETAa, p,opa60TKa OOKYMEHTA; NoAroToBKa K yTBepXX4EeHU0

Mogandukaumsa paHee pa3paboTaHHOrO JOKYMEHTA:

aHanM3 1 oLeHKa JOKYMEHTa; MOMCK U OTGOP HOBbIX AeNCTBYHOLLNX
MOKYMEHTOB MO TeMe, BHEeCeHWe U3MEHEHUS B TEKCT OOKYMEHTa;
obcyXOeHne Ha 3acedaHMM  Hay4yHO-METOAMYEcKOro  COBETa;
nopaboTka no uToram o6CyXAeHUs; MOAroTOBKa K YTBEPXKAEHUIO

OOWH aBT. JINCT

7650,0

PaspaboTka y4eTHbix popm, Tabnumu, obpasuyos:

YTOMHEHME npeaMeTa, O0bekTa, CoAepXaHusi Y4YeTHOW dopMbl,
Tabnuupl, obpasua; OTOOp nokasaTenen, cucTematudauuns ux,
paspabotka MakeTa ydeTHonm dopmbl, Tabnuubl, 06pa3ua;
obcyxgeHne Ha 3acefaHMM  Hay4yHO-METOAMYECKOro  COBETa;
NOArOTOBKA K YTBEPXKAEHUIO

OQWH aBT. NMNCT

7650,0

CocTaBneHne pekomeHZauuidi Mo BHEAPEHWIO PErnamMeHTUPYIOLLNX
[JOKYMEHTOB B MPaKTUKY:

pa3paboTka MeToaMYecKMX pekoMeHaauUuin, UHCTPYKLWIA, MNaHoB no
BHEOPEHWI0O HOPMAaTUBHOM [OKYMeHTauuu; NoArotoBka PYKOMUCK K
neyatu

OOWH aBT. NNIUCT

14025,0

[MoarotoBKka NUCbLMEHHOM KOHCYyIbTauun, MeTtogn4eckoro nmcbma:

BblABNE€HNE N aHaNMU3 OOKYMEHTOB NO TeMe; nsydeHume 1 00006LeHne
onbITa pa6OTbI OnbnuoTtek; HanmMcaHue TekcTa KOHCYyIbTauuu,
MeTOANYECKOro nncbmMa; noarotoBka K o6cy>Kp,eHvuo Ha 3aceaaHun
Hay4YHO-MEeTOANYECKOIo COBETa, p,opa60T|<a no ntoram O6Cy)K,Cl.eHVIFI;
cOava B neyatb

OOWH aBT. NIUCT

8670,0

MogrotoBka o630pa OeATenbHOCTU BUBNMOTEK MO OonpeaeneHHOW
TeMaTuke:

YTOYHEHNE TeMbl 0630pa; onpeaeneHne XPOHOMOTMYECKUX TPaHUL;
BbISIBIIEHWE [OKYMEHTOB, OTOOp, MPOCMOTP W aHanus; HanucaHue
TEeKCTa; NOAroTOBKa PYKOMMUCK K OOCY>XAEHMWI0 Ha 3acefaHumn Hay4Ho-|
MEeTOAMYECKOro coBeTa; AopaboTka pykonucu nocne obcyxaeHus

OOWH aBT. NMNCT

9180,0

PeueH3npoBaHMe Hay4HbIX, METOANYECKUX, WHMOPMALMOHHbIX
MaTepuanos:

HUTeHune peleH3npyemoro martepuana; OoueHKa e€ero B LUenom,
OTAENbHbLIX YacTen, yCTaHOBI1leHNUe COOTBETCTBUA 4YUTaATENIbCKOMY U
LenesomMy HadHa4yeHuto, Hay4YHbiIM U METOONYECKUM Tpe6OBaHMﬂM

OOWH aBT. NUCT

783,0

10

HanncaHmne peueH3nn

OOWH aBT. JINCT

1305,0

[MogrotoBka nekumm, KOHCYyIbTauunn

Paspa60TKa nrnaHa nekuuun, KOHCyIbTauuu, nop,6op|<a mMmartepunana,
n3ydyeHne ero; CcocTtaBlieHne Crnucka nutepatypbl K JeKkyuu,
KOHCYJ1bTauuun; HannmcaHme Tekcra:

ofHa nekuus,
KOHCYnbTaLus

11

nepBnYHada nekuna

1566,0

12

NOBTOPHAA Nnekuusd, ¢ y4eToM HOBOIro matepuana

313,2

13

nepBuYHasa rpynnoBasd KOHCYINbTaund

1305,0

14

NOBTOPHAA rpynnoBas KOHCylnbTayund ¢ y4eTOM HOBOro matepuana

522,0

15

npoesegeHune YCTHOIZ VIHE,I/IBVID,yﬁJ'IbHOVI KOHCYyIbTauumn

ofHa nekuus,
KOHCYnbTaUusi

16

OTBET HA NNUCbMO

OAHO NMNCbMO

162,0

I'IpOBep,eHme NPaKTUKYMOB, CTaXNPOBOK

Mpaktukym (7 - 10 pgHen): onpegeneHne Tembl, 3afaHus,
YIpaXHeHWs1; COCTaBrieHne rpadmka W YTOYHEHME CPOKOB
NpoBeAEHNSA 3aHATUN:

OAWH MPaKTUKyM

17

rpynnoBon NPakTUKym

2295,0

18

mHonBnayasnbH bl MNPaKTUKymM

2160,0

CtaxupoBka (7 - 10 pgHen): yTOYHEHWE CPOKOB MpPOBEAEHMS
CTaXVMPOBKM; BbISIBNEHWE NUTEPaTypbl MO M3y4yaeMoMy BOMPOCY;

COoCTaBneHne NporpaMMbl U rpadnka CTaKUPOBKM C y4€TOM COCTaBa

OQHa CTaXXnpoBKa
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cnyLuaTene|7|; 3aKITio4YEeHNE O NPOXOXOEHUN CTaXXNPOBKWU:

19

rpynnoBasd CTaXnpoBka

2805,0

20

mHaonBngyanbHaa CTaXnpoBka

2349,0

[MpakTuka CTYAEHTOB BbICWIMX WM CPEedHMX cneumanbHbIX Yy4eOHbIX|
3aBeleHUN:

21

MoaroToBka WM opraHu3auus npakTuku ctyaeHToB (4o 30 aHen);
pa3paboTka nnaHa npakTUKKW, corfacoBaHWe ero ¢ pykoBoaMTENeM
npakTukn (NpeacrtaButeneMm yyebHOro 3aBefdeHusl); COCTaBrieHUe
rpacpmka MoceLleHnss CTPYKTYPHbIX MOApasderneHun; opraHnsauums
NPaKTU4ECKNX 3aHF|TI/II7I; nogsegeHne UToroB NpakTUKM; CoCTaBlieHUE|
XapPaKTEPUCTUKN MNPAKTUKAHTOB

O[Ha MNMpaKkTuka

4860,0

[MpakTnyeckme 3aHaTus:

22

NoAroToBKa MPaAKTUYECKOro 3aHATUA, CcOoCTaBlieHuWe 3ajaHua no
BbINOJIHEHUNIO N3y4YaeMoro onbnmnoTteyHoro npouecca, KOHTPOJibHbIE
BOMPOCHI, TEeMaTUYECKUA  CMUCOK nnTepartypbl K 3a4aHuio;
HanncaHmne Te3ncoB

O[HO 3aHsATNe

1050,0

CoctaBneHue y4ebHOM Nporpammei;

23

onpeneneHne coctaBa cnyu.laTeneﬁ; COCTaBlieHUe TeMaTU4eCKOoro|
nnaHa, YTO4YHEHNne nopsanka N3yvyeHus; onpeaeneHune
nocnegoBaTesibHOCTU  U3JNOXEHUA TeMbl, BblAeNleHne OCHOBHbIX
BOMPOCOB; COCTaBrieHMne CrnncKa nutepartypbl Mo TeMmam nporpamMmmbl;
HanncaHme TeKCTa, o6cy>Kp,eH|/|e nporpamMmmbl Ha 3aceaHnn Hay4HO-|
MeToan4ecKoro coeeta

oflHa nporpaMmma

5733,0

MocelweHne 6GUONMOTEK, Bble3dbl B KOMaHOWPOBKM C  LEIbiO
M3yvyeHusi paboTbl ¥ OKa3aHWs METOANYECKON MOMOLLM:

24

MoaroToBka K KOMaHAMPOBKE; YTOYHEHWEe CpOKOB W Lenu
KOMaHOMPOBKM, O3HAKOMIIEHME C WMELWUMUCS OOKYMEHTaMu W
MaTepvanamn npegpiayLwnx Bble3goB U nybnukaumi B nedatw;
COCTaBMNeHne nporpamMmbl (NnaHa) KOMaHANPOBKM

ofaHa
KOMaHOMpOoBKa

574,2

25

CoCTaBneHne MHAOPMaLMOHHOIo oTyeTa (CnpaBku) O NPoBeAEeHHOWN
paboTe: cBegeHUN O MecTe Bble3aa, Lensx U Cpokax KoOMaHOUPOBKMY,
06beKkTax NocelleHns, aHanua cocTosiHUsA paboTbl MO Teme Bble3aa,
BblBOAbI 1 NpeanoxeHus B agpec bubnmoteku

OIMH OTYeT

1050,0

26

COCTaBMNEeHNe aBaHCOBOIO OTYETA; 3anofHEHWE OTYETHOro 6rnaHka co
BCEMU NPUITOXEHNAMU; caa4va B 6yxranTep|/|ro

OOWH OTHEeT

40,0

27

NoAroToBKa MHAOpPMaLUM Mo pesyrbTataMm KoMaHOUPOBKM (YCTHO) B
CeKkTope, y 3aBedylollero OTAernoM, Ha Hay4yHO-MeToaMYEeCKOM
coBeTe, 3acefaHnM npeKLmm

ofHa
MHdopMaumsa

105,0

28

NnoAroToBKka OTHETHOrNo Martepuarna no pesynbrataMm KOMaHOWPOBKU
\aAa pasMelleHnd Ha cante

ofHa
MHdopMauns

500,0

29

pa3paboTka U cocTaBfieHne y4ebHbIX NNaHOB U NPOrpamMm CUCTEMbI
NOMONMHUTENBHOIO  NpodeccuoHanbHoro obpasoBaHusa (AMO) B
oTpacnu

OVH neyaTHbIN
nuct

1200,0

30

cocTaBneHne paboynx nporpamm MO  BHOBb  BBOAUMBIM
[OMCLUMNIMHaM, akTyanvsauns JencTBYHWNX NporpaMm

O[VH NeYaTHbIN
nucr

1800,0

31

paspaboTka MeTOOAMYECKMX MaTepuarioB MO KOHTPOMO 3HAHWN
00y4yalolMXCs; COCTaBfeHne [OOKYMEHTOB MO  NMaHMpOBaHMIO
ly4ebHoro npouecca

O[VH NeYaTHbIN
nuct

360,0

32

paspaboTka y4ebHO-NporpamMmMHON AOKYMEHTauun s npoBeaeHus
obpasoBaTensHOro  npouecca, METOAMYECKUX pas3paboTok Mo
NPUMEHEHMIO HOBbIX WHMOPMALMOHHBLIX TEXHOMOrNA B y4ebHOM
npouecce

OWH neyaTHbIn
nuct

1800,0

33

pa3pa60T|<a HOPMATUBHbIX OOKYMEHTOB, pernamMmeHTupyrLwmnx BCE
BUObI o6pasoBaTean017| [esaTenbHOCTN B BMbnnoTteke

OOUH OOKYMEHT

3600,0

34

COCTaBlieHne wun noarotoBka K WM3OAaAHUKO y‘-le6HbIX nporpamMmm,

NocoBuil,  CaMOCTOSATENbHO WM COBMECTHO G APYIMMMU

OVMH neyvyaTHbIN
nuer

1800,0
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nogpasgeneHnsammn 6nbnmoTtekm |
35 ydacTve B cneumannaMpoBaHHbIX coBeTax GnbnmoTekn: NoAroToBKAOAUH Aokrnag ogHo 2400,0 1200,0
nns  npodpeccnoHanbHOW nedat nybnvkaumi wn  matepuanos|  coobLieHue
BbICTYNNEHNN Ha KOHEPEHLMAX

36 |[nogrotoBka k obcyxaeHuto y4ebHbix nporpamm OO k 3acegaHusM| ogHO 3acedaHue 2400,0
Y4YeHoro coseTa
37 |cocTaBrneHue KanbKynguum LeH Ha nnaTHble ycnyru OOVH JOKYMEHT 120,0
38 |opraHmsaums nnatHoro oby4eHMst MO [O0roBOopaM Ha oOKas3aHue| OAWMH AOKYMEHT no cakty
nnaTHbIX 06pa3oBaTeNbHbIX YCIYr C OPUONYECKUMU N PU3NYECKNMN 3aTpayYeHHoro
InMuammn BPEMEHU
39 |[nogrotoBka [OOKYMEHTOB K JULEH3MPOBAHMK W  akkpeautaumu, OAWH AOKYMEHT 12000,0
CBA3aHHble C peanusaumen ©OubnmoTtekon obpasoBaTenbHbIX
nporpamm AMO
40 |nogroToBKa MaTepuanoB AN 3aHATUN B AMCTAHUMOHHON dhopme OLVH Yac 3aHATUN 240,0
41 |nogroTtoBka y4ebHbIX M y4ebHO-MeToaudeCcKnX MatepmanoB Ana Mx| ogHa nporpamma 1800,0

pasmelleHnss B MHEMOOPMAaLMOHHO-TENEKOMMYHUKALUOHHOW CETU
"IHTepHeT" n nx ceoeBpeMeHHoe 0BHOBNEHNE

42 ppraHusaums  y4ebHoro npouecca Ans  obyyalwmxcss  Nol ogHa nporpamMma 42420,0
nporpammam npod)eCccUoHanbLHON NepenoaroToBkM GUBNMOTEYHbIX
KagpoB: oOpraHusauusi oOpasoBaTenbHOro npouecca, Yy4ebHo-
MeTogmnyeckas paboTa; Hay4HO-MeTogmyeckas paboTa

43 ppraHusaumsa  y4ebHoro npouecca Ans  obyyalwwuxcs  No ogHa nporpaMma 21210,0
nporpamMmam noBbIEHVS KBanudmkaumm OnbnmoTeyHbIX Kagpos:
opraHusaums obpasoBaTenbHOrO npouecca, ydyebHo-meToanyeckas
paboTa; Hay4YHO-MeTogm4eckas paborta

MNpumeyaHwue:

- K HOpME BPEMEHN NPWU COCTABMEHUN AOKYMEHTOB, PerrnamMeHTUPYOLWNX AeSTeNbHOCTb pecnybrnmMkaHCcKux,
KpaeBbIX N 06nacTHbIX OMONMOTEK, NPUMEHSIETCA NOBbILAKLWNA KO3hdrLmeHT 1,15;

- BpeMs MpOBEAEeHMS MNeEKUMU, KOHCYNbTauuu, NPakTUKYMOB, CTaXXMPOBOK, MPaKTUKM, NpebbiBaHua B
KOMaHOUPOBKE U NpoBeaeHNst MHGopMaLum No ee pesynstatam B HOPMY BPEMEHU HE BXOAWNT.

1.12. PaboTbl Hay4HO-OpraHM3aLMOHHOro Xxapakrepa

Tabnuua 19

N n/n HaumeHoBaHme npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
n3mMepeHnst BPEMEHU, MVH.
1 2 3 4
[MogrotoBKka M nNpoBeOeHNEe TEOPETUHECKOW, Hay4YHO-MPAKTUYECKOW
KOHdEepEeHUNN, TEMATUYECKOro ceMmHapa

OnpeneneHne coctaBa OPrkOMMUTETA U YYAaCTHUKOB KOHMbepeHuuu, OfHO
ceMunHapa; OpMUPOBaHME W YTBEPXOEHWE Mporpammbl U Meponpuatme
npurnacuTenbHoro  GuneTta;  OpraHu3aumMoHHbIE  MEPONPUSATUS
(Tekywiaa cBA3b C  y4vacTHMKaMM, paccblika Marepuarnos);
noaroToeka K  W30aHUIO  TEe3UCOB; BblpaboTka npoekTa
pekoMeHaaunii; (PUHAHCOBO-XO3ANCTBEHHOE obecneveHune
KOH(bepeHuun, cemmHapa (ohopmMmIieHNe NMNaTeXHbIX JOKYMEHTOB,
BCTpeYya Y4YacCTHUKOB, perncrpaums, pasmelleHve B roCTUHULE);
aHanu3 1 oueHka paboTbl KOHdEepeHUun, ceMnHapa; noaBedeHue
MTOroB

KonnyecTBo y4acTHMKOB:

1-100 5670,0
101 - 150 7560,0
151 - 450 9300,0
MogrotoBKa W nNpoBedeHWe CeMuHapa, MEeTOAMYECKOro [OHs,

WIN|—=

Ennoeuoalolebn www.consultant.ru Nodaiésa ég

iaaaeiay idaaiaay ilaaadeéa



idésac Ieidoeiiosdh Dififiéé 16 30.12.2014 N 2477
"Ta 60aadeadiee oeilalio Todafiéaans 1ol ododa ia daalod, aniieiyaiaa a ae...

Aiesiaio i0dainoaasai Elificeiioaiole
Aaga fitosaiaiey: 26.10.2016

BacegaHus "kpyrnoro ctona”

OnpegenexHve y4acTHWKOB, PYKOBOAMTENS, CPOKOB W MecTa 0ofHO
NpoBeAeHNsI CeMUHapa, METOAMYECKOro AHA, 3acedaHusa "Kpyrnoro Meponpusatve
cTona"; onpegeneHve KOHTMHIEHTA Y4acCTHUKOB; paspaboTka

nporpammebl; MHgOpMauuoHHoe obecneveHne (Tekylwlasi CBsA3b C

ly4acTHMKaMK, paccbinka matepuanoB); BblpaboTka npoekTa
pekoMeHdauui; U3gaHne M pacchifika nporpaMmbl; permcTpaums

Y4aCTHMKOB; aHanu3 M OLeHKa CemMuHapa, MeTOAUYecKOro AHs,

Baceganus "kpyrnoro ctona"

KonnyecTBo y4acTHMKOB:

4 11-50 1570,0

5 B1-100 3980,0

6 [101-150 6150,0

7 [151-450 8270,0
NogroToBka 3acegaHvi pegkonneruu:

8 |yTO4HeHMe cpoka M MOBECTKM 3acedaHud; OTOOp maTepuanoB Anis| O4HO 3acefaHue 560,0
06Cy)XOeHnss M noaroToBka MX Anst KOMMPOBaHWS; onpeneneHue
OMNMNOHEHTOB (PELIEH3EHTOB); OMOBELLEHME O 3acedaHun 4YNEHOB
peaKonnerMn; paccbifika MaTepuarnoB MO MOBECTKE 3acedaHus;
odbopMneHue npenioXeHun, BblCKa3aHHbIX y4acTHUKaMM
3acegaHus
OpraHusaums 3acefaHun  NpoOnemMHbIX  KOMMWUCCWA,  COBETOB,

[TBOPYECKUX KONIEKTMBOB:

9 lonpegeneHne noBecTKM [OHA M CpoKa MpoOBedeHUs 3acedaHus, 0HO 940,0
YTOYHEHMEe CcOCTaBa Y4YaCTHUKOB; MOAFOTOBKa [AOKYMEHTOB, MeponpusTue
OpraHn3aLMoHHblE MeponpusaTus  (OMoBeLleHMe O  3acedaHuw,
nogbop matepranos); ohopmIIeHE NPOTOKONA U peLLEHs

10 |paspaboTka MakeTa Npe3eHTaLmm Onsi MePONPUATHUS ofHa 600,0

npeseHTaums

11 |nogroToBKa MpeseHTauuu Ang MeponpuaTus ogHa 600,0

npeseHTaums

MpumevaHwne:

- Npy MNpOBEAEHUUM MepOonpuUATUA Ha MEeXAyHApOAHOM YpOBHE K HOPME BpeMeHU npuMeHsaeTcs
nosbiLwatoLwmn koadguumeHT 2,0, Ha dbegepansHoM yposHe - 1,85;
- B HOpPMY BpEMEHM He BXOAUT Bpems NPOBEOEeHUs KOH(epeHUuU, cemMuHapa, MeTOAMYECKOro [Hs,
3aceaHus "Kpyrnoro crorna” u BpeMsi, CBA3aHHOE C U3gaHneM MaTepuanoB KOHEpPEHUUN, CEMMHApa.

1.13. PepaktupoBaHue pykonucen

Tabnuua 20

N n/n

HanmeHoBaHune npouecca, onepaumn. CoctaB paboThl

EavHnua
n3mepeHusi

BpeMeHU, MUH.

Hopma

2

3

4

Pe,anTmpOBaHme Hay4HbIX 1 METOOAUYECKUX MaTepunanoB

[MpoBepka u ncnpaBneHne pykonucu B npouecce NoaroToBKM ee K
neyatn; obecneyeHne COOTBETCTBMS  TEKCTa  HaAy4YHbIM U
nUTepaTypHblM TpeboBaHuaM, OpMe U LeneBoMYy Ha3HayYeHWto
M34aHus, COornacoBaHWe BHOCUMMbIX WCMPaBNeHUA C aBTOPOM;
nopaboTka pyKonucu:

penakTMpoBaHMe MoOHorpadomii, COOPHUKOB
Hay4YHbIX OTYETOB, MPAKTUYECKUX NOCOBUM

Hay4HbIX TpyOoos,

OOWH aBT. NNIUCT

2840,0

pefakTUpOBaHME  METOAMYECKMX  MaTepuanoB:  WUHCTPYKTUBHO-A
METOAMYECKMX MNUCEM, PEKOMEHAAUMN, KOHCyNbTauun, 0630poB
inesaTenbHoCTU bnbnmMoTek

OOWH aBT. NIUCT

2500,0
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3 |penoakTupoBaHWe [OOKYMEHTOB, perfnameHTUpPYLWMX OeATenbHOCTh OAWH aBT. NMNCT 2400,0
OMGMoTEK: YCTaBOB, NONOXEHWUI, UHCTPYKLNA

4 |pefakTMpoBaHMe  CTATUCTMYECKUX Tabnuu, y4eTHbIX  OpM, OAWH aBT. NMNCT 1980,0
obpasuoB

5 |pepakTupoBaHue mMartepuanos KOH(bepeHUUi: JOKnagos,| OAwH aBT. NNCT 1050,0
COOOLLIEeHUI
PepaktnpoBanne nonynsipHoro 6Gubnuorpaduyeckoro nocobus,
PETPOCMNEKTUBHbBIX Hay4YHO-BCMOMOraTenbHbIX yka3aTtenen, 0630pos,
CNpaBoK, pedyepaToB, aHHOTaLUN:

6 |pepakTvpoBaHue nonynspHbIX Bubnuorpadudecknx nocobwuir] OAMH aBT. MMCT 2640,0
remaTmyecknx bubnmorpadunyeckmnx ykasatenemn, CnpaBo4HNKOB

7 |pepjakTnpoBaHWe  PETPOCMNEKTUBHBIX  Hay4YHO-BCNOMOraTteribHblX OAWH aBT. NMUCT 2100,0
yKasaTtenemn

8 |pemakTnpoBaHWe aHanuTUYeckux o630pOoB, CMpPaBOK, aHHOTaUMW, OOWH aBT. NMNCT 1080,0
pedepatoB, CBOAHbIX pedepaTuBHbIX  0630pOB,  3KCNpecc-
MHpopmaLnm

9 |pegakTnpoBaHne bubnmorpadunyeckon sanmcu OfHa 3anuchb 4,6

10 [KOHTponbHOE pefakTupoBaHue OfHa 3anucb 6,2

I'Ipmmeanme: npn pegaktmpoBaHmn CcMellaHHOro TekCta K HopMe

koadhdmumeHT 1,1.

1.14. BcnomoraTtenbHo-TexHUYeckas paboTta

BpeEMEHN NMpPUMEHAETCA NoBbILLIAKOLLNI

Tabnuua 21

N n/n HanmeHoBaHune npouecca, onepaumn. CoctaB paboThbl Eonnuua Hopma
n3mepeHuna BpeMEHU, MUH.
1 2 3 4
MawwnHonucHble paboThbl
I'Ionyqume OopuruHana Aana nedyatTaHna U O3HakoMIieHne C HUM,
Habop
[MeyaTaHne TekcTa 6e3 BepTMKanbHOro rpacneHus OfHa cTpaHuua
MaLLlWHOMNMMUCHOro
TekcTa
Pasmepbl MHTEpBanos.:
1 2 13,4
2 11,5 17,6
3 22,0
MevaTaHne TekcTa Ha hopmaTkax 6e3 BepTMKanbHOro rpadneHns OofHa cTpaHuua
MaLLMHOMMWUCHOTO
TekcTa
Pa3mepbl MHTEPBANoB.:
4 2 17,6
5 11,5 20,8
MeyaTaHWe TekcTa c BepTUKambHbIM rpadieHnem ofHa cTpaHuua
MaLLMHOMMWCHOTO
TekcTa
Pa3mepbl MHTEpBANoB.:
6 2 17,6
7 15 21,0
8 28,0

MeyaTaHne TekcTa Ha hopMaTkax ¢ BepTuKanbHbIM rpadorieHemM

odHa cTpaHuua
MaLLIMHOMWUCHOTO
TekcTa

Pasmepbl MHTepBasoB:
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9 P2 17,6
10 1,5 22,0
CunTka 1 KOPPEKTUPOBKA TEKCTA NOCIE NeYaTaHns Ha MalUVHKe:
11 |npoBepka NpPaBUSIBHOCTU PAaCMONOXEHUSI OTMEeYaTaHHOro TEeKCTa, OgHa cTpaHuua 4.4
CBEpKa C PyKOMUCHBIM; KOPPEKTMPOBKA MaLUMHOMUCHOIO TekcTa MaLLMHOMMWCHOTO
TekcTa
12 [cunTKa, KOppeKkTUpOBKa N BEpCTKa OfHa cTpaHuua 4.4
MaLLMHOMMWCHOTO
TeKkcTa
13 |HakneuBaHne npaBoK OfHa npaeka 1,4
MawwmHonucHele paboTbl, BbINOMHAEMblE B aBTOMAaTU3UMPOBAHHOM
pexuve
BBoa matepuana B KOMMbOTEP: OfHa cTpaHuua
14 |Habop TekcTa ¢ nucta 11,0
15 |Habop Gubnurorpacdmyeckoro onucaHus 14,0
BbiBO4, MaTepmana Ha 3KpaH: OfHa cTpaHuua
16 |npaBka TekcTa Ha KOMMbKTEPE, BEPCTKA TEKCTA 8,6
17 |pegaktnpoBaHme 6ubnuorpadmyeckoro onucaHms 2,7
18 |BbIBOA TEKCTA Ha NPUHTEP; pacneyaTka OfHa cTpaHuua 1,6
19 |BbiBOA hopm Tabnuu Ha 3KpaH ofHa Tabnuua 11,0
20 |HanonHeHve Tabnuu cogep)kaHnem ofHa Tabnuua 1,6
Hactporika  TexHuyeckoro  oOOpygoBaHMS M TEXHUYECKOE
CONPOBOXAEHNE MEPONPUATUN:
21 HacTpomka TexHu4yeckoro obopyooBaHus Ans  NpOBedeHus OAHO 120,0
MEPONPUATUI, B TOM Y1CNEe TpaHCNnpyeMblix no cetn "iHtepHet" MeponpusaTue
22 TexHu4eckoe ConpoBOXAEHWUE MEPONPUATUI 0fHO 300,0
MeponpustTme
23 [npoBefeHve ayamo/Bnaeosanmcu u poToCbeMKM MEPOMPUATUI 0fHO 300,0
MeponpusaTme
24 pbpaboTka ayamno/Bnaeo/dotomarepmanos OIMH HOCUTEMb 420,0
WHopmaLnm
25 |paspaboTka pasnunyHbix 6a3 gaHHbix (B[) ons BegeHUst NPOEKTOB ogHa b[j 28800,0
26 |HanucaHwe WMHCTPYKUMI No ucnons3osaHuio B[] npoekTos OfIMH aBT. NUCT 18000,0
27 [rexHudeckas nogaepxka B[] npoektoB OofHa yHKUUS 4800,0
28 [recTMpoBaHME  HOBbIX CUCTEM W BEpCUMW  NPOrpamMMHOro, oOaHa yHKUUS 1800,0
o6ecneveHnsi/nporpammMHo-annapaTHoro KoMmnrekca,
MCMOMb3yeMOro  Mpu  peanusauuMm  MNpoekToB M paboTe
nogpasgenexus
29 TecTumpoBaHue NpPorpaMmmMHoOro obecneveHnsi/nporpammMHo-  ogHa yHKUUS 1800,0
annapaTHOro Kommniekca
30 [cocTtaBneHue nnaHa TeCcTUpoBaHuA NpPorpaMmmMHoOro OAVH nnaH 2400,0
obecneveHus/nporpaMmMHO-annapaTHOro Komnsekca
31 |nposepka COOTBETCTBUSA pa3paboTaHHoro nporpaMmmHoro| ogHa yHKLmMs 480,0
o6ecneveHnsi/nporpammMHO-annapaTHOro KOMMMeKca TEXHUYECKOMY)
3agaHuio
32 loueHka nporpammHoro  obecneyeHus/nporpaMMHoO-annapaTHoOrQ OfHO 25500,0
KomMmnnekca nporpaMmHoe
obecneyeHue
33 |cocTtaBneHue anroputma TecTupoBaHunA nporpaMMHoOro| OAVH anropuTm 8400,0
obecneveHusa/nporpaMMHO-annapaTHOro KOMnnekca
34 |cosmaHue TecTupyloLero CKkpunta Ans NpoBeAeHUs Harpy304yHOro|  OAMH CKpuUMT 600,0
TecTMpoBaHuUA nporpaMmMHoro obecneyeHus/nporpaMMHO-
annapaTHoOro KoMnrekca
35 [npoBeaeHue Harpy3o4Horo TecTupoBaHus NporpaMMHOrQ04HO Harpy3odHoe 480,0
o6ecneveHnsi/nporpaMmMHO-annapaTHoOro KoMmnrekca TECTUPOBaHUe
36 jpKcnepTHas oueHKka NporpaMMHOro obecnedYeHns, NoAroToBNEHHOIO 0gHa akcnepTusa 2400,0
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B APYrMX opraHnsauunsax/nporpaMMHo-annapaTHoro Komnnekca

37 |co3maHue anropMTMa KOHBepTMpoBaHMs pabounx Tabnuy 6onblioro, ogHa oTpachb 2400,0
bnbnnoteyHoro katanora (BBK) BBEK

38 |HanucaHue KoHBepTepa Ans npeobpasoBaHus padounx Tabnuy BBK| ogHa oTpacnb 4800,0
B aBTOMaTU3NPOBAHHYO MHGOPMALNOHHYO cuctemy BBK
NMMUEH3MPOBaHMA OTAENbHbIX BMAOB AestenbHocTn (AUC J10[)
(MHTerpaumsi GUBGNMOTEYHBIX AaHHbIX)

39 |npeobpa3oBaHne METOOUYECKMX OAaHHbLIX 3MIEKTPOHHOrO KaTanora 0HO 1440,0
\ansa nepegayv KOHBEPTUPOBaHNE

MpumevaHne: npm Habope TekcTa Ha KOMMbKOTEpPe C NaTUHCKUM WPUATOM K HOPME BPEMEHU NPUMEHSIETCS
noBbIWaoLWwnn kosduumeHT 1,3.

1.15. PaboTa no opraHusauum Tpyga v ynpasrieHuto

Tabnuua 22
N n/n HanmeHoBaHwne npouecca, onepaunn. CoctaB paboThl EavHnua Hopma
N3MEPEHNs]  |[BPEMEHU, MUH.
1 2 3 4
[MnaHupoBaHue paboThbl
C6op, aHanM3 MCXOOHOW WHGOPMAaUMK; OMpedeneHNe OCHOBHbIX|  OAMH MnaH
3agay roga, yTOMHEHWE CPOKOB BhIMOMHEHUS 3adaHuii, HanmcaHue
OOBACHUTENBHOW  3anuCKW;  MOAFOTOBKa MpoOeKkTa nraHa K
00CYXOEHUI0 Ha BCEX YPOBHAX, gopaboTka nocrne obcyxaeHus;
NpeAcTaBneHve nnaHa Ha CornacoBaHue 1 YTBepXKAeHMe:
1 |nnaHa Gubnuoteku 6240,0
2 |nnaHa komnnekca/ynpasnexHus 4800,0
3 |nnaHa otgena, cekTopa 2740,0
4 HAMBMAYanbHOrO nnaHa 370,0
ExxegHeBHbIV y4eT paboThl B CTPYKTYPHbIX NogpasgeneHunsix:
5 [cTtatuctuyecknii ydyet 3anucaBlUMXCs (NepeperucTpupoBaBLUMXCS)  OAHa 3anucb 2,8
MuTaTeneu
6 |[cTaTUCTUYECKUI YYET KHUIOBbIgaY, NOCELLEHNN OfHa 3anuchb 8,6
7 yyet NHOpMaLMOHHO-6nbnnorpaduyeckon paboThbl no| opHa 3anuch 2,7
yCTaHoBMeHHON hopme
8 |lyyYeT BbINOMHEHHbIX CNPaBOK ofHa 3anucb 2,7
ExXegHeBHbIV y4eT abOHEHTOB, Nonb3yLmxcs nporpammamn MBA:
9 |ctatuctudeckui yyet aboHeHToB, nonb3yowmxca MBA ofHa 3anucb 2,7
10 [cTaTUCTMYECKUI YYET NOMyYeHHbIX 3aKa3oB, BblAaHHbIX JOKYMEHTOB |  ofHa 3anucb 9,8
11 |cTaTuCTMyeckMn Yy4yeT 3akas3oB, MepeHanpaBneHHbIX B Apyrue| ofHa 3anvcb 2,7
BnénuoTeku
12 Banucb wutoroB pabotbl B "[HeBHUK paboTbl" noapasgeneHus ofHa 3anucb 3,2
bubnuotekn
13 mHOMBMAOyanbHbLIA y4eT: exeOHeBHOe 3anofHeHWe nucTka yyeTal ofHa 3anucb 15,0
Tpygo3aTpaTt unu gHeBHKKa paboTel GubnunoTekaps
CBOAHbIN CTAaTUCTUYECKUI YYeT no GmubnmoTteke
Hucno uuTtatenewn, KHWroBblgay, MOCELLEHWUW; NOABEAEHWEe WUTOroB| ofHa 3arnucb
CTATUCTMYECKUX OaHHbIX N0 BUbNMoTeKe:
14 mecsuy, 528,0
15 [kBapTtan 792,0
16 oo 1080,0
Ctatuctmnyecknin ydet B pexxume AC:
17 [BBOA CTAaTUCTMYECKMX OAHHbIX C KOHTPOMBHOrO nncTa OOWH NnCT 0,16
18 [CcBOAHbLIA CTATUCTMYECKUA y4eT no GubnuoTeke (YMcno duTatenen, opHa Tabnuua 0,27
KHMroBblAad, NOCELLEHNIA)
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MoaBeneHne NTOroB CTaTUCTUYECKUX JaHHbIX N0 BubnuoTeke: ofHa Tabnuua

19 mecsy, 0,27

20 kBaptan 0,27

21 Jrong 0,27
CocTaBneHne 0TYeTOoB:

22 npuem NNaHOBO-OTYETHLIX  [OKYMEHTOB OT  CTPYKTYPHbIX OAMH JOKYMEHT 60,0
noapasgeneHnn Cc MNpOBEpKOM MOMHOTbI COCTaBa; COCTaBIIEHUE
CBOAHOW TabnuLbl OCHOBHbIX NOKa3aTenemn
CocTaBneHne aHanMTUYecKoro oTyeTa: aHanui3 [OesTenbHOCTM|  OOWMH OTYeT
nogpasgeneHnn n OubnmoTekn, OTMEeTKa W3MEHEeHWA 3a rop,

HanncaHne TeKcTa, MNpeacTaBneHMe Ha  COrnacoBaHWe MU
yTBEPXOEHWE:

23 lotyeT bmubnuoTeku 3a roq 3980,0

24 |oTyeT oTAena, CekTopa 3a rog 1320,0

25 HamMBuAyanbHbIV OTYET 3a rog 586,0
CocTtaBneHne hnHAHCOBLIX OTYETOB 06 onnarte no BMAam MNnaTtHblX  OOUH OTYeT
ycnyr:

26 Ba mecsy 510,0

27 [3a kBapTan 840,0
OT1yeT nepeq YMTaTensaMm U HaceneHneM:

28 pnpegeneHne cpoka MNpoBedeHWss OT4yeTa, MOBECTKU  [HS, 0fHO 1580,0
onoBeLleHne O [He OT4yeTa uuTatenen, HaceneHus, BbINYCK Meponpuatmie
CTeHraseTbl, ohOpMIIeHNEe NPOTOKONa, 3aMeyaHui U NpeanoXeHun
MUTaTenen, HaceneHus, CoOCTaBneHne nnaHa ux peanusaumm
[MoarotoBka NPON3BOACTBEHHbIX COBELLAHUN
OnpeneneHve nOBECTKM [HA, Kpyra Y4aCTHUKOB, MNOArOTOBKAl OOHO COBeELLaHue
CrpaBkW, OpYrux MeponpusaTUr, MpoeKkTa peLleHusi, OMoBeLLeHue
Y4aCTHMKOB COBELLAHWS!, MOATOTOBKA MOMELLEHUS:

29 |coBellaHne paboTHNKOB BUBNNOTEKN 320,0

30 |coBellaHne pabOTHUKOB OTAeNa 264,0

31 [coBewaHne MO UTOram MPUHATBLIX PELUEHUA C LENbl0 OUEHKN MX| 0OHO coBellaHue 27,0
pe3ynbTaToB, MPON3BOACTBEHHbIE COBELLAHMS MO MTOram roga

32 onepatmBHoOE coBellaHne (ans peLlleHns TekyLunx ogHO coBellaHune 60,0
NpOM3BOACTBEHHbIX 3a4a4)

OpraHun3aumnoHHo-onepaTnBHas pabora:

33 |0OKyMeHTanbHoe  odopmMIieHue pexuma paboThbl otgenal oavH AOKYMEHT 360,0
(cocTaBneHue rpacumka paboTbl, OTMYCKOB)

34 |obecrnieveHne KOHTPOMs 3a BLINOMIHEHMEM MNPOM3BOACTBEHHOIO OAHO 3aJaHue 15,0
3agaHnsa 1 Ka4yecTBoM paboThbl

35 |obecneveHne KOHTpPONA 3a WCMOSIHEHWEM  YMpaBlIEHYECKOrO| OAWH AOKYMEHT 15,0
pelueHus, NpuKasa, ykasaHus OupekTopa, 3aMecTUTenNs OUPeKTopa,
3aB. OTAENIOM

36 [BaknoveHue, npoprieHne goroeopa ¢ dupmamu, npeanpuatMsamMu, OOUH OOrOBOp 840,0
OpraHM3aumsaMm, YacTHbIMY NpeanpuHUMaTEnsamMm

37 [cocTaBneHve KanbKynsumm UeH Ha nnaTHble yenyru OAVH JOKYMEHT 3340,0

38 BbinucbIBaHWE cyeTa, KBUTAHLMN OAVH OOKYMEHT 13,4

39 |cBepka onnarbl CHETOB OLVH OOKYMEHT 13,8
[lenonpon3BoACTRO:

40 |npvem 1 peructpaums BXOAsLEN KOPPECNOHAEHUNN OAVH OOKYMEHT 15,0

41 konmpoBaHWe/CkaHNPOBaHUE JOKYMEHTOB OAVH JOKYMEHT 15,0

42 lotnpaska/nonyyeHne (pakcoBbIX KOMUN JOKYMEHTOB OAVH JOKYMEHT 30,0

43 lobecneyeHne KOHTPOMS 3a CBOEBPEMEHHBIM  UCMOSNIHEHWEM| OOWH OOKYMEHT 15,0
[NOKYMEHTa

44 |cuctemaTmsaumsi M MOAWMBKA WUCMOSIHEHHbIX OOKYMEHTOB Bl OOWH OOKYMEHT 30,0
COOTBETCTBUWN C HOMEHKNATYpoun gen
Pa6ota B pexume AC:
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45 |pernctpauns BxogsLlen KoppecnoHaeHunn: OfHa KapToyka 15,0
46 obGecneveHne KOHTPOMsi 3a WUCMOMHEHWEM [OKYMeHTa: BbIBOA4 Ha| OAHa 3anucb 7,0
OKpaH KOHTPOMbHOW KapTOykM; BBOA4 B Hee uHdopmauun o6
MCNOMHEHUM
47 |pelleHne Xo3aMCTBEHHbBIX BOMPOCOB (Mofdaya 3asiBOK Ha yCTpaHeHWe| oauH BOMPOC 30,0

HeucnpaBHOCTEN pabounx MOMELWEeHNn, 3aka3 W  NonyyYeHue
KaHUEenspcknux TOBapoB M APYrMX MaTtepmnanos co cknaga)
B3avmogencTeue mexay CTPYKTYPHbIMU NogpasgeneHmsImMu:

48 |cocTaBneHue 3anpocoB, TPebOBaHUM, MOSACHUTENbHbLIX 3anMCOK W OOWH OOKYMEHT 20,0
Cny>xeBHbIX 3anMCoK

49 |nogada 3anpocoB, TpeboBaHWIA, MNOACHUTENMbHBIX 3aNUCOK W OOWH OOKYMEHT 25,0
cnyxebHbIX 3aN1CoK B nevaTHon hopme

50 |nopava 3anpocoB, TpeboBaHUN, MOSICHUTENbHbLIX 3anMCoK Y| OAWH AOKYMEHT 10,0
CNy>xeBHbIX 3aMMCOK B ANEKTPOHHOW dhopme

51 |obecneveHne KOHTPONSA 3a UCMNOSIHEHMEM 3anpocoB, TpeboBaHWMW,| OAWH AOKYMEHT 40,0

NOACHUTENTbHbIX 3aNMNCOK U CJ'Iy)Ke6HbIX 3anncok

I'Ipwmeanme: BpeMA npoBegeHnda otyeTa nepen ymtartendamun, HacerneHumew, COBELLaHW B HOPMY BpeMeHM
HEe BXOOWUT.

2. TunoBble oTpacneBble HOPMbI TpyAa Ha paboTbl, BbIMOMHAEMblE
B rocygapCTBEHHbIX (MyHMLMNanbHbIX) 6nbnnotekax (Ha ocHoBe
aBTOMAaTU3NPOBAHHbIX CUCTEM YNpaBreHUsi mpoLeccamm)

2.1. KomnnektoBaHne poHA0B

Tabnuua 23
N n/n HaumeHoBaHue npouecca, onepaumun. Coctas paboTbl EavHnua Hopma
U3MEpEeHNss  |BPEMEHU, MUH.
1 2 3 4
1 npvem n otbop AN POHAOB HOBLIX MOCTYMNMEHUR, NOMYYEHHbIX NO| OAWH OOKYMEHT 3,6
CONPOBOAUTENBHOMY  JOKYMEHTY - JWUCTYy  rocydapCTBEHHOW
perncTpauum
2 [exHudeckasi obpaboTka JOKYMEHTOB OfVH JOKYMEHT 4,5
3 |BBOAO AOKYyMeHTOB B 6a3y gaHHbIx (B) OAVH OOKYMEHT 4,5
2.2. bubnuorpacdpmyeckoe onucaHne U MHOAEKCUPOBAHWE JOKYMEHTOB
Tabnuua 24
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
M3MEPEHNs]  |[BPEMEHU, MUH.
1 2 3 4
1 |dbopmupoBaHne OubnMorpadu4eckor 3anMcu Ha AOKYMEHTbI Hal ogHa 3anucb 18,0
PYCCKOM si3blke (onucaTternbHas Katanorusaums)
2 |bopmupoBaHne GubnMorpaduYeckor 3anMcu Ha AOKYMEHTbI Hal oOfHa 3anucb 27,0
MHOCTPaHHLIX E€BPOMENCKMX A3blkaX M A3blkax HapogoB Poccuw,
KpOMe pyccKoro (onucarternbHas Kkatanornsaums)
3 |dhopmupoBaHme Oubnmorpacmyeckon 3anMcu Ha cTapornevaTHblel OogHa 3anucb 60,0
KHArM 1 pyKonucu  (onucaTenbHas U cogepxaTenbHas
KaTtanormsauus)
4 MHOekcuMpoBaHWe JOKYMEHTOB (cogepXaTenbHas kaTanormsaums) 0fHa 3anvcb 18,0
5 |popmupoBaHMe  aBTOpPUTETHOW  3anMcu (HA MMeHa vl ofHa 3anucb 30,0
HanMeHOBaHUN opraHM3auunin)
6 |hopmupoBaHMe gaHHbIX B OOHA0BOM 3anmcu 0[Ha 3anucb 5,0
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2.3. PaboTa c katanoramu

Tabnuua 25
N n/n HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EavHnua Hopma
U3MEpPEHNsT  |BPEMEHU, MVH.
1 2 3 4
1 |pa3bop KapTovek AN pacCTaHOBKU B andpaBUTHbIE KaTanoru OfHa KapTo4Ka 0,2
PenaktupoBaHue reHepanbHOro andasMTHOrO KaTtanora: OfHa KapTo4ka
2 |katanor - ctapbiv psg (8o 2000 roga); 1,0
3 |kaTanor - HoBbIn psag (¢ 2000 roga); 0,5
4 kaTanor - WHOCTpaHHble eBpOMNewncKkMe HA3blKM U SA3blIKM HapoOoB 1,0
Poccum, Kpome pycckoro
5 |pa3bop kapToyek Ans pacCTaHOBKU B CUCTEMATUYECKME KaTanoru OfHa KapToyKa 0,3
6 |pepaktupoBaHue ['eHepanbHoro cuctemaTmnyeckoro katanora (FTCK) | ogHa kapTodka 0,5
7 |pepakTvpoBaHue opurMHan-maketa 6Gubnuvorpaduyeckmx 3anucer| OfHa KapTodka 0,3
(53) Ha ogHOYaCTHbIE AOKYMEHTHI
8 |pemaktnpoBaHne  opurMHan-maketa B3 Ha  MHOroyacTHble| OAHa KapToyka 0,45
NOKYMEHTbI
9 |pepakTvpoBaHWe 3anucer Ha eAuMHWLbI XpaHeHUs B MPOrpaMMHOE|  OfHa 3anucb 54
o6ecneveHun (MO) Mo U3BELLEHUSIM O BHECEHUM W3MEHEHUN B
KaTanoru, nonyydeHHbIM 13 TexHonormndeckoro otgena (TO)
Penaktnposanne B3 petpokoHBepcun B 1O (KOHTponbHble nond| oOaHa 3anucb
dopmarta n Tekcta b3):
10 |pegakTMpoBaHWE KOHTPOMbHbLIX nonen gopmara 54
11 |pepaktupoBaHue Tekcta b3 5,4
12 pegaktnpoBaHue OGubnuorpaduvecknx 3ammcen (B3) B TO| opHa 3anucb 54
(sBegeHve nngekcos BBEK B B3 peTtpokoHBepcun)
13 |popmumporarne B3 B O ¢ ncnonb3oBaHMEM CBOAHOIO KaTanoral| OfHa 3anucb 12,0
bnbnnotek Poccum
14 pegaktnpoBaHue B3 Ha MHorovacTHble gokymeHToB B 10 0JHa 3anucb 12,0
2.4. Pabota ¢ ooHOoM
Tabnuua 26
N n/n HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EanHuua Hopma
U3MEpPEHNss  |BPEMEHU, MVH.
1 2 3 4
MogroToButensHaga paboTa:
1 |noagroTtoBka paboynx mect ogHo pabouee 50
MeCTO
2 nonyyeHve [OKYMEHTOB C BbICTaBKM HOBbIX MNOCTynneHun (npuviogHa naptus (100 16,0
yd4acTnm 4-x Yenosek) OOKYMEHTOB)
3 |npuem HOBbIX NOCTYNMEHWI B NporpaMmme nepegaym ofHa naptusa (100 12,0
OOKYMEHTOB)
O6paboTka HOBbIX NOCTYNIIEHWIA:
4  InepBUYHbIA pa3dop HOBbLIX MNOCTYMNEHWI ofHa naptusa (100 26,0
[OKYMEHTOB)
5 |pa3bop JOKYMEHTOB ANs ONpeAesieHns pacCTaHOBOYHbIX WKMdpPoB |ogHa naptus (100 1,0
[OKYMEHTOB)
6 [pepBapuTenbHas  cucTtematusauusi  OOKYMEHTOB  rpynnoBoi ogHa naptus (100 1,0
06paboTKM Ana onpedeneHnst NooYHOro UHAEKCa OOKYMEHTOB)
LLindpoBka JOKYMEHTOB: OOWH JOKYMEHT
7 [c gByms windpamu (1 - "BUpTyanbHbIn") 1,0
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nevyaTHbIX U30aHUW B TEXHOMOMMYECKyl nanky Ans ganbHeunwen

Barpysku Ha cepsep

8 |0e3 wudpa 1,8
9 |gocbinbl 3,6
10 [BBOA Wndbpa 0,5
LLindpoBka OKYMEHTOB rpynnoBor 06paboTku: OOWH OOKYMEHT
11 |npepBapwuTenbHas cucteMmaTnsauus (BBo4 UHAEKCA OTpacnv 3HaHWSA 1,0
no Tabnmuam BBK B 3K)
12 |geTanbHasa cuctematusaums (Beog nonoyHoro nHgekca BBK B 3K) 1,0
13 jo6paboTKa JOKYMEHTOB HA MHOCTPAHHbLIX EBPOMENCKNX A3bIKAX OOVH JOKYMEHT 3,6
14 |06paboTka [OKYMEHTOB Ha HaUMOHANbHbIX $3blkaX HApPOOOB| OAWH OOKYMEHT 45
cybbekToB Poccuiickon Pegepauum
15 |npuem n obpaboTka gokymeHtoB XVIII - XIX BB. OAVH OOKYMEHT 8,0
16 |npvem n 0OpaboTKa OTEYECTBEHHLIX NEPUOANYECKUX M3OAHUA W3] OOUH OOKYMEHT 1,8
3ana Tekywmx nepuoguydeckux nsganui (3TM)
17 npyem un o6paboTka MHOCTPaHHbIX NEepPUOaANYECKUX WU3OaHWA W3] OOUH OOKYMEHT 1,8
3TN
18 |nepewndpoBka JOKYMEHTOB OAVH JOKYMEHT 27,0
19 BBog 6ap-koga gokymeHta B IK OOWH OOKYMEHT 2,6
20 |nepepava [OKyMeHTOB B poHa Gubnmotekmn (OB) opHa naptus (100 26,0
OOKYMEHTOB)
O6cnyxnBaHne yntatenen n aboHeHtos B Pb:
21 |BbinonHeHWe TpeboBaHNA, MOCTYNMBLUMX MO 3MIEKTPOHHOMY 3aKa3y |ogHO TpeboBaHue 1,0
22 [B3aumopacyeT CO CTPYKTYPHbIMU noapasgeneHnsamm 6ubnmoreku ogHa naptusa (100 14,0
OOKYMEHTOB)
23 |paboTta C 3a40mMKEHHOCTBIO OLVH JOKYMEHT 1,8
ICoxpaHHOCTb (POHOOB:
24 [nogrotoBka OOKYMEHTOB Ha MUKpOpMbMnpoBaHue W OOWH OOKYMEHT 54
CKaHMpoBaHue
25 [nepepaya AOKYMEHTOB Ha MUKPOUNbMUPOBaHME U CKaHMpoBaHue | ogHa naptus (20 16,0
OOKYMEHTOB)
Ceepka dhoHAa ¢ 9neKTpoHHbIM kKaTanoroM (3K): OAVH JOKYMEHT
26 (poOgHOYacCTHbIE JOKYMEHTOB 1,8
27 |MHorovacTHble JOKYMEHTOB 3,6
28 |npoBepka [OCTYNa K 9NeKTPOHHOMY pecypcy OLVH JOKYMEHT 54
[NepeBoa AJOKYMEHTOB B UndpoBon popmar:
29 pnpvem/nepegaya nevaTHbIX U3daHU U3 oTdena doHAodepaTens OAUH OOKYMEHT 0,9
No aBTOMaTU3MPOBAHHOW NporpaMme nepegay
30 [cBepka MOMyYeHHbIX [OOKYMEHTOB C 9MEKTPOHHbIM KaTarnoroM W OAWH AOKYMEHT 3,3
pacnpegeneHne 3aknagok C  MMEeHeM (panna no  neyaTHbIM
opurMHanam
31 |pacnpegeneHne neyaTHblX [OOKYMEHTOB Mexay onepaTtopamu ojHa naptus 55,0
CkaHnpoBaHusa (40 JOKYMEHTOB)
32 |ckaHMpoBaHWe neYvaTHbIX AOKYMEHTOB B NOSIHOLBETHOM pexunme OfHa cTpaHuua 0,33
33 [konupoBaHWe onepaTtopoM 3MEKTPOHHOW KOMUU OTCKAHWPOBAHHONO| OAWH AOKYMEHT 30,0
[IOKYMEHTa Ha cepBep
34 |obpaboTKa 3NEeKTPOHHON KOMUM OTCKaHMPOBAHHOIO N3AaHus OfHa CTpaHuua 2,5
35 KonupoBaHue onepaTopom 06pabOoTKM rOTOBOW 3MEKTPOHHOW KOMWUW| OAVH OOKYMEHT 30,0
OTCKAaHMPOBAHHOTO U3gaHusa ¢ paboyen CcTaHuMn Ha cepeep
36 [Bepudmkaumsa (npoBepka C NMOMOLLBIO 00KA3aTeNbCTB) U KOHTPOSb| OAWMH AOKYMEHT 10,0
KayecTBa 006paboTaHHbIX ANEKTPOHHbLIX KOMUW NeYaTHbIX N3gaHun
37 |pacnosHaBaHue TekcTa M cosgaHve [MOP-dannoB SneKTPOHHLIX| OAWMH AOKYMEHT 35,0
KON NeYaTHbIX U3gaHnin
38 [konupoBaHue pacno3HaHHbiXx [10P-harinoB 3NEKTPOHHBIX KOMWWA OAWMH AOKYMEHT 6,0

2.5. O6cnyxuBaHne MHOropoaHMX aboHEHTOB B LieHTpe AncTaHunoHHoro obpasosanus (LAO) n MBA
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Tabnuua 27
N n/n HanmeHoBaHue npouecca, onepaumn. Coctae paboTsl Eonnuua Hopma
n3mMepeHnsi BPEMEHU, MVH.
1 2 3 4
1 |nogrotoBka pabounx mect ofHo pabouyee 4,2
MECTO
2 |NpOCMOTP 3NEKTPOHHOW MNOYThl, O3HAKOMIIEHWE C MOCTYNUBLUMMW| OOHO COObLLEeHNe 26,0
COOOLLIEEHNAMMN
3 |peructpauus aboHeHTOB OANH abOHEHT 4.5
4 |npvem 3aka3oB OT aDOHEHTOB Yepe3 aBTOMATM3MPOBAHHYO CUCTEMY|  OAMH 3aKas3s 2,7
nopTana ynpasneHus gononHutensHoro obcnyxusanus (YOO)
[MpoBepka NO SMEKTPOHHOMY KaTamnory HanuMumsa [AOKYMeHTa B| OOWH OOKYMEHT
boHaax, NpocTaBneHne wndpa Ha bnaHke-3akase:
5 |be3 bubnuorpadudeckon gopaboTkm 3,6
6 |c GBubnuorpadmnyeckorn 4opaboTkon 17,0
7 [Npvem JOKYMEHTOB OT OTAernoB hoHJoAepxaTenen OOMH peWnc (13 9,0
®b)
8 |nogrotoBka 1 odopmIieHne JOKYMEHTOB K Bblgaye OLVH JOKYMEHT 2,7
9 |dhopmupoBaHMe KanbKynsauuu Ha onnaty YCrnyru Ha Bblgayy Konuu ofHa cTpaHuua 1,0
[IOKYMEHTa no 3anpocy aboHeHTa
10 |npoBepka NocTynneHus nnarexa no BMaam onnatbl O[Ha 3asiBKa 1,0
11 perucTpaumsa Bbljaum JOKYMEHTOB B aBTOMaTU3NPOBAHHOW CUCTEME | OAMH JOKYMEHT 1,8
12 lotnpaBka GaHOeponen ofHa GaHaeponb 4.4
13 |cocTaBneHme onnucu NoAroToBIEHHbIX K OTNpaBneHnto 6baHaeponen OfHa 3anucb 2,7
14 [rpaHcnopTupoBka OaHaeponen B nogpasfaeneHne OTNpaBky| —ogHa napTus 9,0
3akasHbIX 6aHgeponen
15 |npvem JOKYyMEHTOB, BO3BpaLLEHHbIX aBOHEHTaMM OfVH JOKYMEHT 2,8
16 |pabota c oTkaszamu OJVH OTKa3 2,7
17 ppraHusaumsa u BegeHue KapToTek OAHa KapTouyka 1,0
/oouH bGnaHk-3akas
18 |pacnevatka auccepTaumm u3 SreKTPOHHOM 0Gasbl auccepTauuii Mo OOWH NnCT 1,0
3aka3y aboHeHTa
19 [KOHTpOSb 3a NoraleHnemM 3a40MKEHHOCTHN OAWH aboHEeHT 14,0
20 novick Henony4eHHbIX baHaeponem ofHa 6aHgepornb 55,0
21 Bo3BpaT OWMOOYHO 3aciaHHbIX JOKYMEHTOB ofHa 6aHgepornb 3,5
22 (cnpaBku U KOHCynbTaumm o6 ycrnoBusix obcnyXmBaHMs abOHEHTOB, ofHa 9,0
no pabote aBTomMaTnamMpoBaHHom cuctembl LUOO n MBA KOHCynbTaumsa
2.6. CnpaBo4yHo-6mnbnmorpaduyeckoe obenyxmnBaHue
Tabnuua 28
N n/n HanmeHoBaHune npouecca, onepaumn. Coctas paboTbl Ennnuua Hopma
n3mepeHusi BPEMEHW, MVUH.
1 2 3 4
BbinonHeHne ycTHbIX 6Gubnuorpadmyeckmx cnpaBok:
1 |nogroTtoBka paboynx mect eXeaHEeBHO 13,0
2 |exxedHEeBHbIN CTaTUCTMUYECKUN yyet CMpaBOYHO-|  EXEeAHEBHO 13,5
Bnbnuorpacmyeckoro obcnyxmBaHmsa YmtaTenemn
3 M3yyeHve oOTpuuaTeEnbHbLIX OTBETOB Ha GBubnuorpaduyeckue OAVH 13,5
3anpochbl C LEenblo BbisIBNEHNs Opaka oTpuuUaTenbHbI
oTBET
4 |npvem 3anpoca Ha BbINoNHEHUE Brbnunorpacgmyeckon cnpaBku OfIMH 3anpoc 10,0
5 lodhopmneHne KOHTPONBLHOro NUCTKa NoNnb3oBaTtens OAVH 1,0
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nonb30BaTenb
6 [emaTtuyeckas ycTHas bubnuorpaduyeckas cnpaska OfHa cnpaska 17,0
7 |agpecHas ycTHas cnpaska OfHa cnpaska 8,0
8 |yToyHsitowas ycTHas bubnuorpaduyeckas cnpaska OfHa cnpaska 18,0
9 (dakTorpacmdeckas ycTHasa bubnuorpadmyeckas cnpaska OfHa cnpaska 15,0
KoHcynbTaumm: ofHa
KOHCynbTaums
10 |Bubnmorpadmyeckas 10,0
11 lopueHTupyoLas 6,0
12 |BcnomMoraTenbHo-TeEXHNYecKas 3,0
13 |bubnmnorpadmyeckas/dakrorpacduyeckas cnpaska OfHa cnpaska 12,0
BbInoNHEHNE MUCbMEHHbIX Br1bnnorpagmyeckmx cnpaBok:
14 [npuem 1 perucrTpauusi NMCbMEHHOro 3anpoca B OpraHuM3auMOHHOW  OAWMH 3anpoc 3,0
rpynne
15 |gmMcnetyepusaums NMcbMeHHbIX 3anpocoB B rpynne CBO eXXeHEeBHO 60,0
16 |pernctpaumus 3ampoca B >XypHane yyeTa MUCbMEHHbIX CMpaBok OAHa 3anucb 3,0
rpynnel CBO
[MncbMeHHasa TemaTuyeckas crnpaBka:
17 Tematunyeckas cnpaBka 1-i CTENeHU CAOXKHOCTU: OO0 25 Ha3BaHUW, ¢  OfHa crnpaBka 1200,0
NPOCMOTPOM BUBNMOrpadn4eCcKUX UCTOYHNKOB
18 [rematmdeckass cnpaBka 2-A CTEMEeHU CrOXHOCTU: CBbille 25 ofHa cnpaBka 2900,0
HasBaHUM, C nNpocMmoTpoMm 6Bubnuorpaumyeckmx u TEKCTOBbIX
MCTOYHMKOB
19 nucbmeHHas yTouHsilowas bubnuorpaduyeckas cnpaska OfHa crnpaska 360,0
20 [ncbMeHHas agpecHas crnpaBska OfHa crnpaska 120,0
21 jnncbMeHHas pakTorpaduyeckas cnpaska OfHa crnpaska 360,0
[MMCbMEHHbIE KOHCYNbTaLMK: ofHa
KOHCynbTaumsi
22 ubnuorpadunyeckas 480,0
23 ppuveHTupytowas 480,0
24 KoHcynbTaums-knuie 240,0
PepakTnpoBaHune BbINOMHEHHbIX MMCbMEHHbIX CIPaBOK:
25 jpgpecHas NMCbMeHHas crpaBska OfHa cnpaska 9,0
[TemaTnyeckasa NMCbMEHHas cnpaeka: OfHa crpaBska
26 [1-n cTeneHn CNoXHOCTH 18,0
27 [2-n cTeneHun CNoXHOCTn 48,0
28 |yToyHsIOWAs NMCbMEHHas crnpaska OfHa cnpaska 8,0
29 (akTorpacpmyeckas NnMcCbMeHHas crnpaska OfHa cnpaska 8,0
30 peructpaums BbIMNONIHEHHOW MNWCbMEHHOW ChpaBkW B [pynne OaHa 3anucb 3,0
cnpaBoyHo-bmbnuorpacmyeckoro obenyxmsanma (CBO) B xxypHane
ly4eTa MMCbMEHHbIX 3anpocoB
31 peructpaumns BbINONTHEHHOM NUCbMEHHOWN cnpasku B OoOHa 3anucb 2,0
opraHusaumoHHown rpynne CEO
32 |lodopmneHue u nepegada/oTnpaBneHne OTBETA 3aKasduky OAVH 3anpoc 12,0
BupTyanbHas cnpaBovHas cnyxoba:
33 |BupTyanbHas TemaTmyeckas cnpaska OfHa cnpaska 18,0
34 |BupTyanbHas agpecHas cnpaska ofiHa crpaBka 7,0
35 |BupTyanbHas yTouHsoLWasa cnpaBka OfHa cnpaska 18,0
36 |BupTyanbHas opmeHTUpyloLasa cnpaska ofiHa crpaBka 6,0
37 |BupTyanbHas daktorpaduyeckas cnpaska OfHa cnpaska 15,0
38 odbopmneHne oTBeTa Ha 3anpoc YnTatenst OAHO NUCbMO 6,0
39 |nononHeHue apxuBa BbINOMHEHHbIX cnpaBok ("basbl 3HaHUn") OfHa cnpaska 11,0
40 [ckaHnpoBaHne pokymeHToB u©3 ¢doHgoB CBO no 3akasam| ogHa cTpaHuua 3,0
nonb3oBaTteneu
KoHcynbraumm: ofHa
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KOHCynbTaums
41 |bubnmorpadmyeckas 10,0
42 lopveHTupytouias 10,0
43 [koHcynbTaumsa-Knuwe 5,0
44 koopauHauua W aucneTyepusauus  BbINOMHEHUS BUPTyarnbHblX]  OOHO MUCbMO 12,0
CrnpaBoK
Bubnuorpadumyeckoe obyyeHre nonb3oBaTenen: ofHa
KOHCynbTaums
45 |vetoanyeckas 10,0
46 [rematuyeckas 15,0
47 |nogroToBka 6ubnunorpaduryeckoro 063opa/obyuyatoLlero OfHO 2400,0
MeponpusaTMs No metoauke dopmMupoBaHus Gubnuorpaduyeckor| MeponpusaTme
B3anucu, paboTbl ¢ KaTtanoramu, No MeToamke dubnuorpadumyeckoro
onucaHusa, ©oubnuorpadmyecknmmn MUCTOYHMKaMn  POPMUMPOBaAHMS
cnvcka nuTepaTypbl K HAy4HOU paboTe
48 |npoBeaeHue oubnvorpacdumyeckoro o63opa/obyyvatoLlero OfHO 60,0
MeponpuaTrs (Mo NyHkTy 39) MeponpugaTme
OKckypcun no  doHAam U crnpaBoYHO-6mbnnorpadumyeckoMy| ofHa 3KCKypcus
annapaty (CBA) LIBC:
49 |nogroToBka 480,0
50 |npoBegeHue 60,0
BeneHve cnpaBovHO-6nbnmorpagmyeckoro annapara:
51 |BegeHue apxvBa BbINOMHEHHbIX CPABOK B 3NEKTPOHHbIN PEXUM OfiHa cripaBka 8,0
52 BBog kapToTek B 6a3y gaHHbix (B) OfjHa KapTo4ka 6,0
BbicTaBovHas pabora: OfHa BbICTaBKa
53 |paspaboTka nnaHa opraHu3aumm U 3KCNOHMPOBAHUSA TeMaTU4eCKOM 2160,0
BbICTaBKM
54 |nogrotoBka CONPOBOAMTENBHOW AOKYMEHTaLUMM K  BbICTaBKe, 360,0
PTUKETaXy
55 |MOHTaX BbICTaBKU 480,0
56 |[neMOHTaX BbICTaBKU 240,0
57 (cospgaHue adumw, o6bABNEHWM, nporpamm Ans  NpoBeneHus 60,0
BbICTABOK

Poccun, kpoMe pycckoro, K HopMam BpeMeHU NpUMeHsAeTCcs noBbiwarowmn koadduumeHT 1,15.

I'Ipwmeanme: npu pa60Te C OOKyMeHTaMn Ha WHOCTPaHHbIX eBpOI'IeIZCKI/IX A3blKaX N A3blkaxXx HapoOdoB

2.7. HOTHblEe n3gaHus 1 3Byko3anucu

Tabnuua 29
N n/n HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EanHuua Hopma
n3mepeHusi BPEMEHU, MVH.

1 2 3 4
PopmupoBaHue bubnuorpadumyeckomn sanucu:

1 |Ha rpaMMOMOHHbIE NNACTUHKM (TPaMniacTUHKU) Ha PYCCKOM S3blKe OAVH OUCK 140,0
(onucaTtenbHasa katanornsaums)

2 |Ha rpamMnnacTUHKM Ha MHOCTPaHHbLIX €BPOMENCKUX A3blKaxX U SA3blkax OOVH OUCK 180,0
HapoaoB Poccuu, KpoMe pycckoro (onucartenbHasi Katanorusawms)

3 |Ha ayamoamckax Ha pycckoM sidblke (onucaTenbHas kaTanornsaums) OAVH AMCK 160,0

4 |Ha ayaMoauckax Ha MHOCTPaHHbIX €BPOMENCKMX S3blKax U A3blkax OOVH OUCK 220,0
HapogoB Poccun, Kpome pycckoro 43blka  (onucaTtenbHas
KaTanorvsaumsi)

5 |Ha guckax cpopmaTa aygnodannos (onucaTenbHasa katanornsaums) OJVIH OUCK 480,0

6 Ha HOTHble Wu3JaHMs Ha pPYCCKOM  4A3blke (onucaTenbHas| OAWH AOKYMEHT 132,0
KaTanorvsaumsi)
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Tabnumua 30

7 |Ha HOTHble Uu3gaHWs Ha WHOCTPaHHbIX E€BPOMNENCKUX A3blkaX W OAWH AOKYMEHT 140,0
s3blkax HapogoB Poccun, kpome pycckoro  (onucaTenbHas
KaTanorusaumsi)
CnpaBoyHo-6nbnmorpadmyeckoe obcnyxmBaHme B YuTanbHOM 3ane
BbinonHeHne ycTHon Gubnmnorpadunyeckon CnpaBKu:
8 |npuem 3anpoca Ha BbiNonHeHne Gubnmuorpadmnveckon cnpaBku OAVH 3anpoc 6,0
9 [remaTu4eckas yctHas bubnuorpadudeckasi cnpaBka OfHa cnpaska 20,0
10 |ycTHasa agpecHasi bubnuorpaduryeckas cnpaBka OfHa cnpaska 12,0
11 yTouHsOWAas yCTHas bubnuorpaduryeckasa cnpaeka OfHa cnpaska 22,0
12 |akTorpadudeckas yctHasi bubnuorpaduryeckas cnpaBka OfHa cnpaska 18,0
KoHcynbTaumm: ogHa
KOHCynbTaums
13 |Bubnmorpadmyeckas 10,0
14 lopveHTupyowas 3,0
15 |BcnomMoraTenbHo-TeEXHUYecKas 6,0
BbinonHeHne NMCbMeHHbIX Brubnnorpagmyeckmx cnpaBok:
16 npuem U peructpaumsa 3anpoca B KHUAre yyeTa MUCbMEHHbIX OfHa cnpaBka 15,0
onbnmorpadmyecknx cnpaBok
17 m3yyeHue 3anpoca, YCTAHOBIIEHME WM YTOYHEHWE JNEMEHTOB| OfHa CrnpaBka 900,0
onbnunorpacdmyeckon sanmcu
BeneHue cnpaBovHO-6nbnmorpadmyeckoro annapara:
18 locbopmMneHne KapTodKM Ost KApTOTEK OfHa KapTo4Ka 16,0
19 |cosgaHne Gubnuorpadgudeckon 3anmcn (b3) Ha cTaTtbym No My3blike| OfHa 3anucb 8,0
13 JOKYMEHTOB, HE COOTBETCTBYHOLLMX NPOhuIto
20 |BegeHve kapToTek OfHa KapToyKa 1,0
2.8. Pabota c nutepatypon no bubnuotekoBegeHuo, bnbnvorpadoBeaeHno U KHAroBe4eHUIo
N n/n HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl EaovHuua Hopma
N3MEPEHNS]  |BPEMEHU, MUH.
1 2 3 4
ObpaboTka HOBbLIX MOCTYMMEHUA B MporpaMMHOM obecnevyeHnn
(MNO):
1 NnpyeM HOBbIX MOCTYMNSIEHWA OTEYECTBEHHbIX [AOKYMEHTOB Bl OAWH OOKYMEHT 0,5
[AMcneTyepckon NporpaMme nepegayu
2 |npveM HOBbIX MOCTYMNJIEHWI HA MHOCTPAHHBLIX EBPONEWNCKMX s3blkaX| OAWH OOKYMEHT 1,0
N A3blkax HapogoB Poccun, Kpome pyccKoro
3 fdopmrieHre KkapTOYkM Ha [OKYMEHT Ha pPYCCKOM s3blke AMs| OfHa KapTodka 8,0
kaTanoros u kaptotek obnacten (OBJ1)
4 dopMieHne KapTodKM Ha AOKYMEHT Ha MHOCTPAHHbIX €BPONENCKNX OOHa KapToyka 10,0
A3blkax U A3blkax Hapogos Poccum, KpoMe pyccKoro, AN KaTtanoros
n kaptotek OBJ1
5 |AHanuTu4eckoe onucaHue gokymeHToB B 10O 0Ha cTaThbs 12,0
ObcnyxvBaHWe Nonb3oBaTenen; BUpTyanbHas cnpaBoyHas cnyxba:
6 |npvem Gubnuorpaduyeckoro sanpoca yntaTens OOMH 3anpoc 3,0
7 |BypTyanbHasa TemaTudeckas cripaska OfHa cnpaska 54,0
8 |BupTyanbHas agpecHas cnpaska OfHa crpaBka 18,0
9 |BupTyanbHas yTouYHsoLLas crpaBka OfHa crpaBka 26,0
10 |BupTyanbHas dakTtorpadmyeckasi cnpaBka OfHa crpaBka 20,0
11 locopmneHve oTBeTa Ha 3anpoc ymTartens 0OHO NMUCbMO 10,0
12 |nononHeHne apxmBa BbINOMHEHHbIX cnpaBok ("basa 3HaHun") 0fHa crnpaska 10,0
13 |exxeaHEBHbIN CTaTUCTUYECKNI yyet CMpaBOYHO-  €XeAHEBHO 12,0
bnbnurorpacdmyeckoro obcnyxmBaHmsa YmTaTenemn
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2.9. ObpaboTka ONTMYECKNX KOMMNAKT-ANCKOB B 06pa3oBaTenibHbIX 3NIEKTPOHHbIX pecypcax (O3P)

Tabnuua 31

Tabnuua 32

N n/n HanmeHoBaHune npouecca, onepaumn. Coctae paboThl Eonnuua Hopma
n3mepeHusi BPEMEH, MVH.
1 2 3 4
1 |nonyyeHune n gocTtaeka ONTUYECKUX KOMMAKT-OUCKOB ofHa napTus 30,0
AokymeHnTos (100
ONCKOB)
2 npveM HOBbIX NOCTYMMEHUA ONTUYECKMX KOMMaKT-AUCKOB ofHa napTtus 60,0
nokymeHToB (100
ONCKOB)
3 [cyMMapHbIf y4eT KOMNaKT-AUCKOB (MO YCTaHOBIEHHON hopme) ofHa napTtusa 7,0
[OKYMEHTOB
4  mHaMBMAyanbHbIV y4eT KOMMNAKT-OUCKOB OfHa 3anucb 1,0
5 [exHudeckast 0bpaboTka ONTUHECKMX KOMNAKT-ANCKOB OLVH JOKYMEHT 20
6 |undpposka gokymeHToB B moayrne MO OAVH OOKYMEHT 1,0
2.10. Pabota ¢ untarensamm
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
M3MEPEHNs]  |[BPEMEHU, MUH.
1 2 3 4
Banucb nonb3oBaTenss B Oubnmoteky, pabota € uuTatenem B
MUTaNbHOM 3ane:
1 |nogrotoBka paboumx MecCT nofb3oBaTenen KM OOCMNyXMBAOLLETO oauH MK 2,0
nepcoHana: MpoBepka TEXHUYECKOr0  COCTOSIHUA  CETEBOro
obecneyvyeHuns N napka BblYUCINTENBHOW TEXHUKN; BKtoYeHue MK
2 npuHATME mep no nukemaauun cboes B pabote MK, B pabote cetw, OoavH cbon 10,0
OTCyTCTBMA  gocTyna K  6ase  gaHHbIX  Mofb3oBaTenew;
MHpOpMMPOBaHNE COOTBETCTBYOLMX Ccriykb o cbosax; nposepka
HencrnpaBHOW TexXHWKW; dukcaumss cboeB B TeTpagu ydveTa ¢
yKasaHMeM XxapakTepa HeucrnpaBHOCTM U BpeMeHn Hadvana cb6os;
nocne ycTpaHeHWs HeNonagkn OTMeTka BPEMEHW ee YCTPaHeHus
3 [pocMOTp [OOKYMEHTOB uuTatens (nacrnopT, YOOCTOBEPEHWE, OAWH YuTaTenb 3,0
Nopy4YnTENBCTBO), MPOBEPKA HanMyinsl YYEeTHO-PerMcTpauMoHHON
KapTOYKM YmTartens
4 [BanonHeHwe opmMynapa uuTatens, Yy4YeTHO-perucTpauuoHHOW OOWH KOMMMEKT 5,0
KapTOYKM, YMTaTenbckoro buneta
5 (p3HakomneHue ymTaTens c npasBunamMu Monb3oBaHUs GUBNMOTEKOW, OAWH YnTaTenb 6,0
pacnonoxeHvem oHaa, CNpaBoYHbIM annapaToMm
6 [nogbop m pacctaHoBKa Mo Homepam bunetos, andasuTy damunuin ogHa KapToyka 2,0
MUTaTenen Y4eTHO-pErMCTpaUmMOHHbIX KAapTOYeK
7 OCyLleCcTBNEHME KOHTPOMsS 3a BO3MOXHbBIM HanMMyuMem [AaHHbIX O OAWH YnTaTenb 0,5
MUTaTene Kak HapywuTtene (NvweH npaBa Mofb30BaHUs); BeAeHue
(1 perynsipHbln NPOCMOTP) KapTOTEKM YMTaTenen-HapylwmTenen
[MepeperncTpaunsa yntarenen:
8 [ouck opmynspa  (perMcTpauMoHHOM  KapTOdku)  YuTaTens; OfHa KapTodka 2,0
BHECEHME U3MEHEHUN B HUX U B YnTaTenbckue bunetbl (yTOYHEHME
@HKETHbIX  [daHHbIX, HOBOr0 4YUTATeNbCKOro HoMmepa, [AaTbl

nepeperucTpaumm) ¢ BeAeHNEM KapTOTEeKM Hay4YHbIX TEM U TEKyLUMX
M3MeHeHuUn (nonyyeHne 3BaHui, nybnmkaumm, gapsl)

Banuck (nepeperncrpaumsi) uutatenen B aBTOMaTU3UMPOBAHHOM

Elifoéiioaiolépn

www.consultant.ru

iaaaeiay idaaiaay ilaaadeéa




idésac Ieidoeiiosdh Dififiéé 16 30.12.2014 N 2477
"Ta 60aadeadiee oeilalio Todafiéaans 1ol ododa ia daalod, aniieiyaiaa a ae...

A7861aio 18a4iioaasdi Elifideicaiole

Aaoa mdaaidiey: 26.10.2016

pPeXnme:

CbEeMKa (bOTOKaMepOVI ANs YMTaTenbcKoro buneta

OAWH MNMOCETUTESb

0,5

odbopMneHne Kofda vmTaTtensi C KOHTPOSbHbIM Pa3psigoM U CPOKOM
MONb30BaHUSA YMTaTenbCKMM OUNEeToM, Ha OCHOBE Bbl4aHHON
MHdOpMaLn

OOWH NoceTnTEslb

0,4

11

BblJaya Ha NPUHTEpP CBEAEHWI O 3anucaBLUEMCH yuTaTene B BUAE
MUTaTenbcKoro buneTta

OOWH NMoceTnTeEslb

0,4

12

Habop Ha knaeBmatype cBedeHMN O uuTatene: daMmunus, WMs,
OTYECTBO, XapakTtepusylwme ero npusHakm (obpasoBaHue,
cneumanbHOCTb), KOA, HOMEp YnTaTenbckoro buneta; otochLemka

OaWH noceTuTesb

2,0

13

OCYLLIECTBIIEHME KOHTPOMNS 3a BO3MOXHbIM HanuMuMem LaHHbIX O
uuTaTene, 3anucaBllemMcs B OGMOGnMoTeky (paHee 3anucaH, nuLeH
npaBsa Nonb30BaHWs)

OAdWH noceTnTeslb

2,0

14

odbopMneHne 4utatensckoro 6wuneta € HOMEPOM U  CPOKOM
Monb30BaHUSA YMTaTenbCkMM OUNeToM Ha OCHOBE  BblAAHHOM
MHopmaLnm

OauH bunet

1,0

15

BblJa4Ya Ha MNPUHTEP CBEAEHNA O 3anucaBlleMcsl JuTaTene,
npoeegeHune paﬂMOqaCTOTHOVI I/ILleHTM(*)I/IKaLI,I/WI YNTATESIbCKOIO
buneTa; npoeegeHne OAeHeXHOro B3ammMopacyeTa C MnoJjib3oBaTtenem
Hepes3 Kaccy

OJWH noceTnTeslb

5,0

YoaneHHas 3anuchb:

OAWH MNMOCETUTESb

16

CBepKa AaHHbIX peFVICTpaLI,VIOHHOIZ KapTO4KK, CKaHNPOBAHHbIX KOMNWM
C nacnopta n gpyrumm  OOKYMEHTaMu nonb3oBaTtena 7
noarTBepXgeHne 3adaBKU

2,0

17

ochopmneHne porosopa-ohepTbl Ha MNpedocTaBreHWe [ocTyna K
PNEKTPOHHBIM pecypcamM bubnmoTeku

3,0

18

Habop Ha knaBuaType OaHHbIX, ONS 3anofiHeHWs OoroBopa, BbiBO[
[loroBopa Ha NpuHTep, NoANUCh N, 3aKMnioYaBLIero 4oroBop

19

ocopMneHne  Bxoda-Bbixoda — uuTatens M3 GUBNUOTEKW:
CKaHWpoBaHWe MOCTOSAHHOMO uJuTaTenbckoro 6uneTta, Bblgaya
KOHTPOMbHOrO NMUCTKa

OAWH noceTuTesb

2,0

BbinonHeHne TpeboBaHuI nonb3oBaTenen, Bbigavya AOKYMEHTOB M3
cneuman1M3mpoBaHHoro ¢oHaa:

20

nonyyeHune TpGﬁOBaHI/IFl Ha [OOKYMEHT W3 OCHOBHOIO XpaHeHwuA,
npoBepKa npaBuUiibHOCTU 3aNoJIHEHUA Tpe6OBaHMH, permcrpauua

ofHo TpeboBaHue

1,0

21

pa3bop TpeboBaHMN NO sipycam, paccbliika N0 NHEBMOMOYTE

ofHo TpeboBaHue

10,0

22

nonyyeHve TpeboBaHMS Ha [AOKYMEHT;, MpoBepka MpaBUIbHOCTU
3anonHeHna TpebGoBaHWA; perucTpauus, gopabotka TpeboBaHus;
noa6op no wudpam B cneunanuaMpoBaHHoM doHae

ofHo TpeboBaHue

10,0

23

noaroToBka u O(bOpMﬂeHMe OTKa30B " nepeHanpaBneHMVl; oTnpaBka
Tpe6OBaHI/Il7I C OTKa3aMun 1 nepeHanpasnaemMbiMn Tpe6OBaHVIﬂMI/I

opfHo TpeboBaHue

5,0

24

Mouck OOKyMeHTa B (oHAe, OTMETKa Ha TpeboBaHUW, KHWXHOM
bopmynsipe, AMCNEeTYEPCKON ceTke

OOVIH JIOKYMEHT

5,0

25

TpaHCﬂOpTMpOBKa/,D,OCTaBKa n3gaHna n3 (bOH,CI,a B UMTasnbHbIN 3an

OOVIH JOKYMEHT

8,0

26

TPaHCNOPTMPOBKa/AOCTaBKa M3gaHust U3 poHAa B YuTasbHbIA 3an
(yaaneHHoe xpaHunuiie)

45,0

27

lyCTaHOBKa MeCTa HaxoXaeHusd HeHanaeHHoro OOKyMeHTa no Oasam
1 6aHKaM OaHHbIX, CnpaBO4YHbIM KapTOTEKaM, KaTanioram

OOVIH JOKYMEHT

5,0

28

Bbldaya OOKYMEHTa K3 crneuuanu3vpoBaHHOro (hoHAa 4yuTaTernio;
OTMETKA Ha KHWKHOM hopMyrisipe/TpeboBaHnm; 3anmcb JOKYMEHTOB
B UMTaTENbCKYlD KapTO4Ky (BKIAgHOM JIMCT); OTMETKa B KHUre
3aKka3oB; OTMeTka O Bbidaye B aBTOMATM3MPOBAHHOW CUCTEME
(M3MeHeHVe cTaTyca u3gaHuWsa) nyTeM CYUUTbIBaHWS LUTPUX-KOAA
NOKYMeHTa

OOVH OOKYMEHT

1,5

29

npuemMm OOKyMeHTa OT 4utatend; NOUCK KOHTPOJIbHOINo JIMCTKa

Nnosb30BaTens, Tpe6OBaHMl71; npoBepKa COXPaHHOCTU [OOKYMEHTA;

OAONH OOKYMEHT

1,5
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noraleHne OTMETKM O Bblga4e Ha  KOHTPOSIBHOM  JIUCTKE
nonb3oBaTens; MoraweHve BbldadM B  aBTOMAaTU3NPOBaHHOW
cucteme (U3MEHEHWe cTaTyca M3gaHusl) NyTEM CYUTLIBAHWUS LUTPUX-
Koda JOKyMeHTa

30 jBbligava gokymeHTa u3 akcnosvumm mysest kiurn (MK) coTpyaHuKy| oavH AOKYMEHT 40,0
CeKTopa XpaHeHusl Ans Bbldayy 4uTaTtento; CHATUE BUTPUHBbI C
OXPaHbl MO 3BOHKY Ha MynbT OXpaHbl; BCKPbITUE BUTPUHbLI; BblEMKa
KHUMM 13 BUTPUHbI; 3aKpbITUE BUTPUHbI; MOCTAHOBKA BUTPUHBLI HA
oXpaHy; dukcaumsa Bblgaum B "XKypHane Bblgaun" matepuanos u3
PKkcnosuumm MK

31 [npuHATME [OKyMeHTa OT uuTaTens; nouck 3anucu B "XKypHane| oauvH AOKYMEHT 30,0
Bblaayn"; noralleHne OTMETKN O Bblaude; CHATME BUTPUHBI C OXpaHbl
MO 3BOHKY Ha NyrnbT OXpaHbl; BCKPbITUE BUTPUHBI;, BO3BpPaT KHUMA B
BUTPUHY (MOHTaX); NOCTAHOBKA BUTPWHbI Ha OXpaHy

32 npvem TpeboBaHun OT uuTaTenem B Hay4yHo-uccnegoBaTenbCKOM OAMH pa3 B A€Hb 30,0
oTtaene pykonvcen (HUOP), npoBepka kadecTBa WX 3anofiHEHUS;
pOCn1Chb B KHUTE perncrTpauumn TpeboBaHum

33 p3HakomneHne ¢ TpeboBaHMEM, YTOYHEHWE MecTa XpaHeHus Mo eonH1La 3,0
TonorpacnyeckomMy yKasaTernto; BoleMKa eauHUL, XpaHeHus (ed. xp.) XpaHeHus
13 KapTOHa, pa3MeLLeHe B KapTOHe KapTbl-3aMEeHUTENS; NpoBepka
cooTBeTCTBMSA Wndpa 1 3aronioBka Ha 00rnoxke n B TpeboBaHWw;
npoeepka U3NYECKOro COCTOSAHUS ef. Xp.; odhopMIieHMe nucTa
MCNonb30BaHWs, 3anofHEHNE KHUMM Bblaaum

34 |npoBepka nucTaxa en. Xp. Npv Bblgaye, YCTAHOBMEHME HaNMYHOTQ OAVH nncT 0,2
nMCTaka C 3anuMcbld B 3aBepUTENlbHOM IMCTe U Ha Obroxke,
OTMETKa B 3aBEPUTENBHOM JIUCTE O NPOBEPKe

35 NpoBepka nuctaxa nNpu  Bbigadye ¢ nepeodopmieHneM OAVH Nuct 0,3
3aBEPUTENBHOIO  NUCTa C  YyKasaHMEM Bcex O0COOeHHOCTewn
XpaHSLKNXCS B 1. Xp. JOKYMEHTOB

36 |[npoBepka nucTaxa nocrne BO3BpalleHUs1 ed. Xp. U3 YUTanbHOrQ OOWH Nuct 0,2
B3ana (4Y3) unu ot coTpygHukos; ana OL, ¢oto, aBTOrpados,
KONMNEKUMOHHBIX AOKYMEHTOB - obsizaTensHa

37 Hymepauus u nepeHymepauusi JIMCTOB MNpu Bbldaye en. xp. Ans OOMH nncT 0,3
MCMNOMb30BaHUA C COCTaBIIEHWEM Pa3BEPHYTOr0 3aBEPUTENTBHOMO
In“cTa c BIHECEHMEM BCEX OCOBEHHOCTEN JOKYMEHTOB

38 |wmndpoBka 0bnoxeKk ed. Xp.; CBEpka 3arofioBka €d. Xp. C OMUCHIO; eanHuua 2,2
npoctaeneHune wramna HAOP n ero 3anonHeHne XpaHeHus

39 lodopmneHne o0Onoxek (OT pPyKM): pasnMHOBKA MOBEPXHOCTU eovHuua 6,0
06noXkn; HanucaHuwe Ha obnoxke HaumeHoBaHus  OHAA, XpaHeHus

3aronoBka ef. Xp., KpanHWxX gaT, KonnyecTsa NIMCTOB N AOKYMEHTOB
B COOTBETCTBUM C ONUCBIO

40 npvem u TpaHcnopTupoBka efd. xp. M3 Y3 B xpaHunuwe wn u3 eamHuua 15,0
XpaHunuwa B Y3 XpaHeHus

2.11. Bblgada KOMNIEKTOB JOKYMEHTOB BO BPEMEHHOE NOoNb3oBaHMe noapasgeneHnsam onbnmotekm

Tabnuua 33
N n/n HanmeHoBaHMe npouecca, onepaunn. CoctaB paboThl EavHnua Hopma
n3mMepeHnst BPEMEHU, MVH.
1 2 3 4
1 dopmneHne 3aaBKu/akTa Ha KOMMMEeKT [OKYMEHTOB,| OflHa 3asBKa, aKT 30,0
nepegaBaeMblil B CTPYKTYPHOE nogpasgeneHue
2 |nogbop [OKYMEHTOB B KOMMMEKTbl; PErncrpauus BblAaHHbIX| OOWMH KOMMMEKT 10,0
MOKYMEHTOB B Y4€THbIX hopmax
3 |Bblgava KOMMJIEKTOB JOKYMEHTOB; OTMETKA Ha KHKHOM DOPMYnsipe| OaMH KOMMIEKT 5,0
Elifioéiioaiolépin www.consultant.ru Nodaiesa ég
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(MHOukaTope)  AOaThl Bblauu, JaHHbIX noapasaeneHus,
MOJSy4YaloLLEro KOMMIEKT, OTMeTKa B KHWre Bbldauyu AdaTtbl BblAauu,
NaHHbLIX NoapasfeneHus, Nnony4YaroLlero KOMMIEKT; oTMeTKka B AKTe

noralleHne OTMETKM O Bbidadve, BMOXEHWEe €ero B [AOKYMEHT;
npoBepka (U3NYECKOTO COCTOSIHUSI, MepecyeT JINCTOB, CBepKka C
IAKTOM Mepenauu; noraileHne OTMETKM O Bblgaye B KHUre Bblgauu;
nepegaya JOKYMEHTOB Ha cOPOCKY

nepega4u
4 nonyyeHue KOMMIEKTOB OOKYMEHTOB oT CTPYKTYPHbIX| OAMH KOMMMEKT 18,0
nogpasgernieHvin; MOUCK  KHWXKHOro  dopmynspa  (MHaukaTopa);

2.12. ObcnyxunBaHmne nonb3oBaTernen JOKYMeHTaMm B YMTaribHOM 3arie, 3ane ¢ rmbpuagHbiM o6cnyXnBaHmeM,
3ane 9neKkTpoHHbIX pecypcoB, 3ane "WHTepHeT", 3ane cneuumanuaupoBaHHoro otaena. [lpvem 3aka3oB no
TenedoHy M3 ropoga

Tabnuua 34
N n/n HanmeHoBaHme npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
N3mMepeHnst BPEMEHU, MVH.

1 2 3 4
O6cnyxnBaHve nonb3oBartenen 6GubnmoTeku:

1 |npoBeaeHMe KOHCynbTaumu, Oecefbl C yMTaTeneM No npaBuram| OAVH uYuTaTesnb 3,6
0OCny>xmBaH1s B YMTanbHOM 3arne v NpefocTaBnsieMblX ycryrax, no
MCMNOMb30BaHUI0  CnpaBoyHO-6mnbnuorpadmyeckoro annapata U
(POHOOB, SMEKTPOHHBIX PECYpCoB, WH(OPMUPOBAHME 4YUTaTeENs O
HOBbIX NOCTYMMEHUAX

2 [KoHcynbTaumm no pabote ¢ K B yuMtanoHom 3ane, no paboTte B OAWH YuTaTenb 20
PNEeKTPOHHOW BrbnunoTeke

3 |npuem 3aka3oB Monb3oBaTenen Ha WU3OaHUs U3  OCHOBHOMO|  OAMH 3akas 1,0
KHUrOXpaHUNMLLa; npoBepka nNpaBnNbHOCTMN 3anonHeHus
TpeboBaHus; perncTpauus

4 |npuem 3aka3oB no tenedoHy 13 ropoaa OAVH 3aKas 5,0

5 |nonyyeHue OOKYMeHTa, 3aKka3aHHoro yuTaTenem B OOWH OOKYMEHT 0,9
cneLManM3MpoBaHHOM OHAEe/dYMTanbHOM 3ane

6 |paccTaHOBKa W3gaHWA Ha OpoHernonkax 4WTanbHOro 3ana, OAWH OOKYMEHT 04
NOCTYMMBLUNX U3 KHUFOXPaHUIULLLA NO 3aKa3aM nosib3oBaTtenem

7 [nogbop OOKYMEHTOB Ha OpoHenonke, 3aka3aHHbIX M3 OCHOBHOMO| OAWH OOKYMEHT 0,47
KHUroxpaHunvwa; nepegada Ha kadeapy Bblgayu

8 [nogbop [OKyMeHTOB B noacobHOM (OHAE uYUTanbHOro 3ana; OAWH OOKYMEHT 2,0
nepegada Ha kadegpy Bblgayn

9 |nogbop OOKyMeHTa B XpaHeHWW crneumannanpoBaHHOro ¢oHAa; OAWMH AOKYMEHT 10,0
OTMETKa Ha TpeboBaHuW; Nnepegaya JOKyMeHTa Ha kadeapy Bblgauu

10 jodhopMneHne BblgaHHOIo guckKa OJVIH OUCK 5,0

11 |pernctpaumsi B KOMMNbLIOTEPHOW nporpaMmme, MPOCYET SfNCTOB M| OOMH AOKYMEHT 9,0
P13MYECKOro COCTOSHMS JOKYMEHTa

12 |ycTaHOBKA MeCTa HaxXOXOEHUS HEeHaWOEeHHOro [OOKyMEeHTa Mol OAWH OOKYMEHT 22,0
CNPaBOYHbIM KapToTeKaM, KaTanoram, permcrpaums oTkason

13 [nopbop umMTaTenbCKUX KapTOYeK AN BAUCbIBAHWS AOKYMEHTOB Hal OfdHa KapToyka 10,0
TEKYLUMA OeHb; MOANUCAHUE KapTOYeK Yy 3aB. OTAENOM O AOMyCcKe B
otaen HAOP

14 |Bblgada OOKYMEHTa uMTaTento: CBepka BblAaBaeMOro JOKYMEHTa ¢ OOWH OOKYMEHT 1,8
MUTaTenbCkMM TpeboBaHMEeM; NpoBepKa Hanuuus cTpaHuu/kagpoB
MUKpodmnbma, MUKpOdoMLL, cogepxaHue KOMMaKT-aucKa;
CUMTbIBaHWe LWTpUX-Koga (Npu SMNEeKTPOHHOM 3akase) B Moayne
"umpkynaumnga" 3K; oTMeTKa KHUroBblaym Ha KOHTPOMbHOM JIUCTKE

15 |npyem [OKyMeHTa OT 4uTaTensi: cBepka ero c TpeboBaHWeM| OAWH OOKYMEHT 1,5
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(KOHTPONBbHBLIM  NIUCTKOM), MNPOBEPKA COXPAHHOCTU [OOKYMEHTA,
Hanuunsi cTpaHuL/kagpoB MUKpodubma, MUKpoduLl, cogepxaHune
aMcKa, CcuYuTbiBaHWe WTpUX-koga (NpyM  3NEKTPOHHOM  3akase),
BHECEHME OTMETKM O NMPUEME Ha KOHTPOJIbHOM JTIUCTKE
16 |nepepava/TpaHCnopTMpOBKa/OA0OCTaBka DOKYMEHTa, COAHHOro OAWH OOKYMEHT 1,0
MuTaTeneMm, B CleuManuM3vMpoBaHHbLIN - (POHAO, OTMeTKa O
B3avMopacyeTe 00CNy>XMBAHUS U KHATOXPaHEHWSI
17 |BblIiICHEHME NO MOBOAY 3akasa W MPOAMEHME Cpoka MOMb30BaHWS| OOWH 3anpoc 1,0
[JOKYMEHTaMm no TenedoHy
18 |BbliICHEHME NO MOBOAY 3akasa W MPOAMEHME Cpoka MOMb30BaHWS|  OOWH 3anpoc 2,0
JOKYMEHTaMM MO SMNEKTPOHHOW NnoyTe
19 lobecnedeHne KOHTPONS 3a CpokamMu MONb30BaHUSA OOKYMEHTaMu U3l  OAMH 3anpoc 0,8
0TAENa XpaHeHus
20 |npogneHue cpoka MOMNb30BaHUS [OKYMEHTa: MOWUCK KapTOYkW; Ha OAMH OeHb 30,0
BHECEHME OTMETKM O MPOAMEHUN CpoKa MONb30BaHUSA; NPOANeHne
no TenedoHy
21 |npoBepka 3a40MKEHHOCTUM YMTanbHbIX 3anoB OTAeNy XpaHeHWs; OAWH AOKYMEHT 5,0
CBepka MpeabsiBIEHHONW  3af0IPKEHHOCTUM C  AOKyMEeHTauuewn
MUTanbHOro 3ana
22 pabota C oOTka3amMu; KOHTPOSlb CPOKOB MOCTYMSIEHWNS OTKa30B; O[IVH OTKa3 0,8
npoBepka 000CHOBaHHOCTM OTKA30B; y4eT OTKa30B
Bblgada koMM  JOKYMEHTA U3 3NEKTPOHHOW  BubnmoTtekw,
peann3oBaHHOM B CUCTEME 3aLUMLLEHHOrO MPOCMOTpPa, MO 3anpocy|
nonb3oBaTens:
23 odhopMieHme 3aKkasa Ha KonmpoBaHue OAVH 3anpoc 2,0
24 |pacnedvaTtka JOKYMEHTOB NO 3anpocam norb3oBaTenen OOWVH NNCT 1,0
25 PRNEeKTpPOHHOE KOoMMpoBaHWE: MOUCK [OOKYMEHTA, COXPaHEeHHOro| OAWH 3anpoc 10,0
nonb3oBaTenem; NpoBepka danna Ans KoNnMpoBaHUS, 3NIEKTPOHHOE
KOMMpoBaHME; MPOBEPKA, Bblgava HOCUTENS MNOMb3oBaTeNto; Mo
3anpocy nonb3oBaTensd - 3anMcb Ha OMNTMYECKUA KOMMAaKT-AMCK
onbnmnotekn
2.13. BHyTpeHHss paboTa
Tabnuua 35
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboThl EavHnua Hopma
n3mMepeHnst BPEMEHU, MVH.
1 2 3 4
[MogroToBKa K Bblgaye JOKYMEHTOB:
1 |npoBepka BPOHENOIOK C OTIOXKEHHBIMW AOKYMEHTaMu (N0 HOMepaM| Ha OAMH OeHb 10,0
MUTaTENbCKUX BUNETOB, MO CPOKaMm)
2 |cbpocka JOKYMEHTOB (Mo cpokam) OOWH OOKYMEHT 0,2
3 |pacctaHoBka OpMynApOB 4uTatener (no cpokam, Homepam, OoavH hopMynsp 0,3
andasuTy, WKdpam); paccTaHoBKaA KOHTPOSIbHbIX  JINCTKOB
nosnib3oBaresien No Homepam
4 |nogBedeHve UTOroB paboThl 3a NpoLweaLlniA eHb; BHECEHUE 3anvcy| Ha OAMH O€eHb 12,0
B AHEBHMK/NNCTHI y4eTa
5 |nopbop AOKYMEHTOB MO NpeaBapuTENbHbIM 3aKka3am uuTaternen 1| OAuMH AOKYMEHT 10,0
nnaHam YTteHus
6 |[MPOCMOTP HOBLIX NOCTYMMEHWI AN1s1 PEKOMEHOAUNN YnTaTensam OLVH JOKYMEHT 3,0
7 |npocmoTp (npoBepka NpPaBUITbHOCTU PAaCcCTAHOBKWM) KHWUM OTKPLITOrO  Ha OOWH OeHb 50
imocTtyna B 43
8 |npoBepka Hanuyusa onucen B YntansHom 3ane HAOP Ha OOHY Heaeno 60,0
9 [3anonHeHne NUCTOB 3a40JMKEHHOCTHU Ha OOVH AeHb 5,0
10 |npoBepka BblAAHHbLIX U3OAHUA NO NUCTaM 3a40/KEHHOCTM OAVH OOKYMEHT 1,0
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PaboTta ¢ oTkazamu:

11 lyyeT u Knaccudukaums OTKa3oB: OTMETKA Ha NIUCTKE YMTaTernbCKoro OOWH OTKa3 0,2
TpeboBaHMsa NPUYMHBI OTKa3a

12 |npoBeaeHue rnoucka OOKyMeHTa, OTCYTCTBYIOLLErO no| OavH OOKYMEHT 40,0
HeyCTaHOBITEHHOW MpUYnNHe

13 |paccTaHoBKa ynTaTenbCKUX TpeboBaHu B KapToTeke| OoAHa KapToudka 0,3
"HeyoBneTBOPEHHbIN cripoc”

14 jaHanM3 0Tka3oB, COCTaBfIEHME CBOAKM OTKa3oB (MO NpuYMHaM| oOfHa CBOAKa 16,0
0TKa3a 1 Mepam UX NMKBMAALMKN 1 NpeaynpexgeHns)

15 |cocTtaBneHne 6ubnMorpadn4eckoro OnucaHus Ha [[OKYMEHTbl,| OfHa KapTouka 24
nMetoLme HambornbLee YNCIO OTKa30B; Nepeaaya KapToyku B OTAEN
KOMMMEKTOBaHUS

16 |cocTaBneHMe KapTOTekM OTKa30B, MpPOBEpKa M Mouck no ¢oHay, OOHa KapTouka 54,0
OTMEeTKa B hopMynsipe U B KapToTeke OTKas3oB MO pesynbTatam
NpoBEepKn

2.14. ObcnyxuBaHne no MexbubnuoteuyHoMy aboHemeHTy (MBA).

O6cnyxuBaHne No MexayHapoOHOMY

mMexounbnmoteyHomy aboHemeHTy (MMBA)
Tabnuua 36
N n/n HanmeHoBaHne npouecca, onepaunn. CoctaB paboTsl EavHnua Hopma
N3MEPEHNs]  |[BPEMEHU, MUH.
1 2 3 4
Mprem 3akasos:
1 |pernctpaums abOHEHTOB B aBTOMAaTM3NPOBAHHOW cucTeme OAVH 3aKas 10,0
2 |npvem 3aka3oB OT 3apyOexHbiXx aOOHEHTOB B aBTOMAaTU3NPOBaHHOMW|  OOWH 3aKas3 50
cucTeme: pacneyatka bnaHka-3akasa; LWdpoBKa
3 |odhopmrieHne 3aKkas3oB Mo LMPKyIauum OVH 3akKas 5,0
4 |nonyyeHne [OOKYMEHTOB; 00OpaboTka B aBTOMAaTU3NPOBAHHOW| OOWH OOKYMEHT 5,0
cucteme
5 |pabota c oOTKasamu: U3MEHEHME cTaTyca B CUCTEME, yKasaHue| OauH OTKas3 3,0
NpuYYHbI OTKa3a, n3seweHne aboHeHTa 06 oTkase
Bblgaya JOKYMEHTOB:
6 (ocpopmneHne JOKYMEHTOB K Bblgaye OOWH OOKYMEHT 5,0
7 |oTnpaBka: B3BelWMBaHWe OaHAeponen; HakneumBaHue appecHOoM| oauH 6aHaeponb 7,5
PTMKETKM M WITPUX-KOAA; NPOCTaBNeHNe nevyaren; ynakoska
8 |cocTaBneHue mexagyHapogHoro cnmcka (5 ak3emnnspos) OAVH CMUCOK 6,0
9 jopopmneHne JOKYMEHTOB ANs TAMOXHU OOWH OOKYMEHT 5,0
10 |cocTaBneHune cnucka Ha3BaHWW, OTNPaBseMblX JOKYMEHTOB OfMH CMUCOK 10,0
11 jpaboTa C 3agO0MKEHHOCTbIO: cooblieHne aboHEeHTYy O 3afepXXKe| OAHO MUCbMO 5,0
OKyMeHTa; paboTa ¢ nMcTamu 3a40IPKEHHOCTH
O6cnyxusaHue yutatenen no MBA (mMexayHapoaHbln aboOHEMEHT):
12 |npyem 3akas3oB: npocTaBneHwe Homepa OubnuMoTekn, Kyaal OOWH 3aKa3 50
HanpaBsrnsieTcs 3akas, HOMep 3akasa; nevatb brnaHka-3akasa
13 loTnpaBka 3aka3oB B MexAyHapoaHble bubnmoteku OOMH 3aKa3 7,0
14 |pabota c oTkaszamu OOMH 3aKa3 3,0
15 nonyyeHve OOKYMEHTOB ANS uuTaTenen: oopmMmneHue KapTouku, OAUH OOKYMEHT 15,0
KONMMYeCTBO MOMYYEHHbIX 93K3EeMNMSPOB; MpPOCTaBrneHve Aathbl
BO3BpaTa; 3anofiHeHue Agekrnapaumm 4ns ymtarens
16 |Bo3BpaT OokymMeHTOB M3 Y3: npoBepka BCEX NMYHKTOB Aeknapauuu; oauH OOKYMEHT 50
nepegaya JOKYMEHTOB Ha OTMpaBKy
17 loTnpaBka: B3BellMBaHWe OaHOeponewn; HakneuBaHue agpecHol| oauH 6aHaeponb 7.5
PTMKETKM 1 LITPUX-KOAA; NPOCTaBMNEHNE NeYaTen; ynakoska
O6cnyxnBaHue yntatenen 6ubnmorekun no MBA:
18 |nonyyeHue 3akasa U3 YMTanbHOro 3ana OOVH 3aKa3 3,0
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19 BanonHeHve OnaHka-3akasa; MpPOCTaBMEHNE pPErncTpaLMoHHOro  OAuH OraHk 2,0
Homepa, Aathbl

20 |yTOYHeHMe YyKasaHHblIX u4uTaTenemMm cBedeHWA O 3akas3aHHOM| OAWH AOKYMEHT 3,0
[IOKYMEHTE, Lenum 3anpoca, UCTOYHUKA, OTKyAa NoSlydeHbl CBeAeHMs

21 |6ubnuorpacduryeckas nopaboTka 3aKasa; YTOYHEHME|  OOWH 3aKa3 20,0
onbnmorpadumyecknx ceeaeHui; y4eT nosydeHHbIX U OTpaboTaHHbIX
TpeboBaHui

22 [npoBepka Hanuuus 3anpawmBaemMoro AOKYMeHTa B Oubnuvotekax| OauvH AOKYMEHT 8,0
ropoga, obnactu, permoHa, cTpaHbl, MMpa, B TOM YMCrie Mo CBOAHbLIM
KaTtanoram

23 [3aka3 u3gaHusl Mo SMEeKTPOHHOW MOoYTEe, 3anoSIHAETCA SMNEKTPOHHbIV| OAWMH AOKYMEHT 7,0
GrnaHk unu B BMAE Npou3BosIbHOro NMcbma

24 Banucb cBefeHW O HanpasneHuun 3akasa no MBA (HaumeHoBaHWe|  OOMH 3aka3 3,0
bnbnuoTtekun, faTta) Ha 060POTHOM CTOPOHE BriaHKka-3akasa

25 |nomelleHne bnaHka-3akasa B "KapToTeky 3anpocoB uuTatenem no  oavH GraHk 1,0

MBA" 3a pasgenutenem "3anpocbl no MBA, HanpaBneHHble B
npyrue 6ubnuortekmn”

26 [nonyyeHve OOKYMEHTa OT u4uTaTens B YMTANbHOM 3arne; CBepkal OOWH AOKYMEHT 50
NOKyMeHTa ¢ GnaHKOM 3akasa, MpoBepKa COXPaHHOCTU JOKYMEHTA,
BHECEHME OTMETKM O nepefave B COOTBETCTBYIOLLUA OTAEN B KHUTE
peructpaumu; nonyvyeHne [OOKyMeHTa, npucnaHHoro no MBA;
pacnevaTka baHOeponu, NpoBepKa COCTOSHWUS LOKYMEHTA, OTMETKa
naTbl MONYyYEHUS U HasBaHus GUONMMOTEKW, BbICNABLUEN OOKYMEHT,
MHBEHTapHOIo HOMepa, CpoKa MONb30BaHUS; NepecTaHoBKa GnaHka-
3akasa n3 pasgena kaptotekun "3anpocekl no MBA, HanpasneHHble B
iapyrue 6ubnuotekn" B pasgen "MNonyyenHble no MBA nsganug"

27 Bbligada nonyyveHHblix no MBA w3 uuTanbHOro 3amna; cBepkal OAWH AOKYMEHT 1,0
BblJaBaeMoro LOKyMeHTa C GnaHKkoM-3akasom; npoBepka Hanmuus
CTPaHWL, M COCTOSIHUS! AOKYMEHTA; OTMETKAa Bbl4auu

28 |nepepava wusgaHuMs nocre Bo3BpaTta U3 4MTanNbHOrO 3ana Hal OAHO u3gaHue 5,0
MUKpOopmnbMupoBaHue (M/d)

29 Bo3BpaT u3gaHWA nocne MUKPOUNbMUPOBAHUS, NPOCTaBNEHWE| OQHO M3gaHue 5,0
Lwndgppa m/d

30 |noarotoBka K oTnpaBke JOKYMEHTOB B 6ubnmnoTeky- OOVH 3aKas 12,0
boHOonepkaTenb 3aka3HoW GaHOeponbl; ynakoBka OaHaeponu,
B3BeLUMBaHNE ee, HakneneaHue MapKu (ecnm HeT|

LeHTpanu3oBaHHOW ONnaTtbl NEepechbisikn); HanucaHve apgpeca,
COCTaBIieHne onucu

31 pabota Cc oOTkazamMu - TMpU  MOMyd4eHUn OT OubnNMoTeKn-  OAMH 3akas 6,0
boHOogepkatens wm3BeweHuss 00 oOTKase WM 3afdepxke
BbIMOMHEHNs 3anpoca: ycTaHOBKa OnaHka 3akasa C yka3aHuem
NpuyvHbI M gaTbl oTkasa B kapToTteky "OTkasbl no MBA"

32 |coobuieHne B oTaen obcnyxuBaHWs O MOfyvYeHUM oOTkasa (gaTta, OWH OTKa3 2,0
npvynHa)
O6cnyxmBanne aboHeHToB No MBA:

33 |[nonyyeHue 3akasa: aboOHEHT OobpaTurncsl B TEKyLLEM roay BNepBble]  OAMH OTKas3 0,5
NpoCTaBneHne B KapToyKe roga obpalleHus, aathbl

34 locopmneHne aboHeHTa (OpraHu3aums paHee He aboHupoBanachb); OAWH aBOHEHT 12,0

permcTpauua aboHeHTa B aBTOMaTMSMpOBaHHOIZ cucrtemMe;
BaKrn4yeHne gorosopa,; cornacosaHune C opngn4ecknum otaesiom

35 |paccTaHoBKa perMcTpaumoHHbIX KApPTOYEK B KapToTEKe OfiHa KapTo4Ka 8,0
36 |noctaBka TpeboBaHWIi B crielanmM3npoBaHHble ooHabI ofHo TpeboBaHue 10,0
37 |pocTaBka 1 BO3BpaT AOKYMEHTOB B crieunanMampoBaHHble oHabI OOMH JOKYMEHT 10,0
38 |umdpoBka 3aka3oB aboHeHTOB, nogbop 6GnaHkoB-3aka3oB MOl  OOMH 3akas 4,0
andaBuTy, NpoBEpPKa HaNN4YUsA AOKYMEHTa Mo KaTanory
39 ptnpaBka  OoKymMeHTa  aboHeHTam: ynakoBka  OGaHgeponu,  ogviH 3akas 12,0
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B3BELLUBaAHWNE, HaKnensaHmne MapkKu, HanncaHume
COCTaBJ1IEHNE OMNMUCKH, TPAHCMOPTUPOBKA B rpynny OTNnpaBKU

agpeca;

40

oubnvorpadmyeckas  gopaboTka  HEBLIMOMHEHHbIX
YTOYHEHNEe  Oubnmorpaduyeckux CBEAEHMIA MO

3aKas30B;
CnpaBOYHbIM

M3a0aHUAM; y4eT NonyvYeHHbIX 1 OTpaGOTaHHbIX 3aKa3oB

OOduH 3aKa3

20,0

2.15. PaboTa ¢ noctosiHHOM akcno3uumen Myaes kHurm

Tabnuua 37

N n/n

HaunmeHoBaHue npouecca, onepaunn. Coctas paboThl

EavHnua
n3mepeHus

Hopma
BPEMEHU, MVH.

2

3

4

peakcnosuums (koppekTupoBka
OKCMO3ULMOHHOTO  NnaHa,  BbisIBMEHWe
PKCMOHNPOBaHUs, nogbop)

pasgenos TeMaTUKO-|
MaTtepuanos angd

OOWH 3KCMNoHaTt

96,0

3aMeHa  OTAerNbHbIX  3KCMOHATOB
(BblsiBNEHNE, 0THOP)

no ycnosunam XpaHeHnA

OWH 3KCMNoHaTt

80,0

MOHTaX, JEMOHTaX

OOWH 3KCINoHart

24,0

A@HHOTUPOBAHNE HOBbLIX 3KCMNOHATOB

OOWH 3KCINoHart

12,0

albh|w

pefakTMpoBaHMe M 3aMeHa (nedaTtb, ocopMreHue) aHHoTauun u

PKCNAMKaLUMN B 9KCNO3ULINN

OOWH 3KCMNoHaT

18,0

KHUTU

I'Ipmmeanme: pa60TbI OMUCbIBAKOT KOMMIIEKTOBaHMe, y4yeT, COXPaHHOCTb HEKHWXHbIX MaTtepuarnoB Myaeﬂ

2.16. CnpaBoyHas 1 nHdopmaunoHHasi paboTa

Tabnumua 38

N n/n

HanmeHoBaHue npouecca, onepaunn. Coctas paboThl

EavHnua
n3mepeHus

Hopma
BPEMEHU, MVH.

2

3

4

YYeT NocTynmBLUMX BTOPUYHBIX OKYMEHTOB (KapToYek):

BbiABIEHNE HEBLINMOJIHEHHbLIX 3aKa30B; COCTaBlieHME 3adABKU Ha
HEBbINOJIHEHHbIE 3aKa3bl

Ha OOHY Heaenko

840,0

OpraHusaums cnpaBoyHo-6mnbnuorpadmyeckoro annapata (CBA):

cocTaBneHne mbnuorpaduryeckon anncu

OONH OOKYMEHT

2,3

MpocmoTp M oT6op kKapTodyek B CBA B UuUensdx u3bATAS WU
nepemeLleHnst (BTOpMYHbIN 0TOOP):

M3bATME W3 KaTarnoroB W KapTOTEK KapTOueK Ha [OKYMEHTHI,
crcaHHble n3 doHaa; npocMoTp KpaeBeayecKuXx,
Gubnuorpadguyeckmx 1 dakrorpaduyeckmx KapToTek; U3bsAThE W3
HMX KapTOYeK Ha [OKYMEHTbl, MOTepsiBLUME LIEHHOCTb, NepeBedeHne
KapTOYK/ B apXMBHbIE KAPTOTEKN (YHUYTOXEHUE); BHECEHWNE OTMETKY
B JKypHane y4yeta W perucTpauMoHHON KapToTeke; W3bSAThE W3
KaTanoroB M KapToTek KapToyek Ha [OKYMEHTbI, CMUCaHHble W3

doHaa

OOHO HasBaHue

1,0

OpraHusaums KapToTeKM NepcoHanunii U TeMaTn4eckom KapToTeKu:

onpedeneHne U cocTaBneHue nepeyvHs nuul, CBeAeHWS O KOTOpPbIX
OTpaXkaloTCa B KapToTeke; MPOCMOTP MHEOPMALMOHHBIX W34aHWN,
NepBUYHbIX OOKYMEHTOB, OTOOp [AOKYMEHTOB [Ans BKIIOYEHUS B
KapToTeKy;  COCTaBfeHWe  aHanuMTUYecKoro  aHHOTUPOBAHHOIMO
bubnuorpadgunyeckoro onucaHnsa JOKyMeHTa

OfHa KapToTekKa

15,0

npocTaBlieHne KBaJ'II/ICbMKaLLI/IOHHbIX WHOEKCOB, nop,60p KapTo4yek no

MHOekcam (andasuTy) " pacctaHoBKa KapTO4KK B

OfHa KapToTekKa

4,0
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MHGOPMALMOHHBIA MaccuB

6 [TexHudeckasas un copepxaTtenbHass o06paboTka [OKYMEHTOB Ans| OAWH OOKYMEHT 3,0
BKITIOYEHNS] B KapTOTEKy; pacCTaHOBKA KapTO4YKM MO andasuTy|
dbamMunnuii aBTOpOB M NO BMAAM JOKYMEHTOB

7 [TeXHU4eckoe pedaKkTMpOBaHWE KapTOTEK: NMpoOBepka COOTBETCTBUS| OAHa KapTodka 2,0
CTPYKTYpPbI, cogepXaHusa u ohOpMIAEHUSA KapTO4eK B COOTBETCTBUM C
TpeboBaHMAMM OaHHOW KapTOTEKWU; 3aMeHa BETXMX KapToyek W
pasgenuTenen
2.17. SKCKYPCUOHHas OeaTenbHOCTb

Tabnuua 39
N n/n HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl EaovHuua Hopma
U3MEepeHNss  |BPEMEHU, MUH.

1 2 3 4
OKCKYypCUS N0 3KCMO3MLIMM My3est KHUTU:

1 |0630pHasi akckypcusi OflHa 3KCKypcust 60,0

2 PKCKypcusi ¢ nogbopoM M NOKA30M KHUT OflHa 3KCKypcust 300,0
2.18. lMpoekT "AHTMNNarnat"

Tabnuua 40
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
M3MEPEHNs]  |[BPEMEHU, MUH.

1 2 3 4
OdopmneHre n y4eT JOKYMEHTOB AMsi OKasaHWs YCryr:

1 [nonyyeHue u nNpoBepka AOroBOPOB, 3aKIOYEHHbIX C PU3NYECKUMU| OAWNH OOKYMEHT 60,0
nMuamMm, ymtarensiMm 6mbnuoTekn, MO OKasaHWo yCnyr, CBA3aHHbIX C
MCNOMb30BaHNEM 3MNEKTPOHHBbIX pecypcoB (OP) u  aneKTPOHHbIX
bubnnoTtek (B6)

2 Bbirpy3ka peectpa U3 aBTOMaTM3MPOBAHHOW CUCTEeMbl MOl OAMH peecTp 15,0
CccbopMMpPOBaHHLIM  [OrOBOpPaM, 3aKMOYEHHbIM C  U3NYECKUMMU
nMuamu, ymtatenaMmm 6nbnmoTekn, No OKaszaHUIO YCNYr, CBA3aHHbIX C
ncnons3osaHvem P n Ob

3 [cBepka [AaHHbIX MO MOCTYMMBLUMM [OOroBOpaM, 3akrl4YeHHbIM C  OfHa cBepka 40,0
bU3ndeckMMn  nuuamn, uutaTenssmm OGubnmoTekn, No oKasaHwuio
YCryr, CBfA3aHHbIX C ucnonb3oBaHveM 3P un 3B, ¢ peecTpom,
BbIrPY>XEHHbIM 13 aBTOMaTU3NPOBaHHOW CUCTEMBI

4 npvem 3asiBKM OT HOPUONYECKOrO N1LA Ha 3aKmnoyeHne A0oroBopa no| OAWH OOKYMEHT 15,0
0Ka3aHuIo ycinyr, CBA3aHHbIX € ucnomnb3oaHvem 3P n 3b

5 |nogrotoBka TeKkcTa AOroBopa MO OKa3aHWIO YCNyr, CBSA3aHHbIX C OAWH OOKYMEHT 15,0
mcnonb3oBaHmem AP 1 Ob

6 |cormacoBaHWe [oroBopa MO OKasaHW YCIyr, CBSA3aHHbIX ¢ OAMH AOKYMEHT 300,0
ncnonb3oBaHuem 3P n 3b

7 |pernctpaumss goroBopa MO OKasaHUK  YCNYr, CBA3a@HHbIX C| OOMH AOKYMEHT 60,0
ncnonb3oBaHunem AP n 3b

8 BBanonHeHue TpeboBaHMsA Ha opopMIeHne PMHAHCOBOrO AOKYMEHTA| OAMH AOKYMEHT 30,0
K JOrOBOPY MO OKa3aHWUI0 YCIyr, CBSA3aHHbIX C MCMonb3oBaHnem AP n
b

9 |npoBepka otopMMeHHOro hMHAHCOBOIO AOKYMEHTA K JOrOBOPY Ha| OAWMH AOKYMEHT 15,0
OKa3aHue yCnyr, CBA3aHHbIX ¢ ucnonb3osaHvem 3P 1 Ob

10 jnognucaHve [dOKyMeHTa MO OKa3aHW YCNyr, CBA3aHHbIX C| OAWH OOKYMEHT 960,0
ncnons3osaHvem P n Ob

11 |BHeceHWe B peecTpbl yyeTa MEepBUYHbIX AaHHbIX O AOroBope Nno| OAMH OOKYMEHT 30,0
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OKa3aHWUK yCnyr, CBA3AaHHbIX C UCNOJIb30BaHNEM OP n 3b

12

CKaHupoBaHue O(*)OpMJ'IeHHOFO OOKyMeHTa Ha OKa3aHue YCnyr,
CBSI3aHHbIX C ncnosnb3oBaHnem OP n 3b

OOVIH JIOKYMEHT

30,0

13

OoTNpaBka MO  SMEKTPOHHOW  MOYTE  topuaMyeckomy  nvuy|
CKAHUPOBAHHOW KOMUWN JOKYMEHTa Ha oKasaHue YCRyr, CBA3aHHbIX C
ncnonb3oBaHnem 3P n b

0HO coobLLeHne

40,0

14

NoarotoBka TeKCTa [OOKYMEHTAa O BHECEHUM W3MEHEHUR B
BaKIOYEHHbI  OOrOBOP Ha OKa3aHWe YCNyr, CBA3aHHbIX C
mncrnonb3oBaHnem ISP n Ob

OOVH OOKYMEHT

60,0

15

NOAroTOBKA TEKCTa LIEHOBOrO NPeaSsIoKEHUs Ha oOKas3aHue YCNyr,
CBA3aHHbIX C ucnonb3oBaHuem 3P n 3b

OOWH OOKYMEHT

60,0

16

NOAroTOBKa TEKCTa akTa K AOroBopy 00 OKa3aHuM YCnyr, CBSA3aHHbIX
c ncrionb3osaHnem AP n 3b

OOWH OOKYMEHT

60,0

17

npoBepka [aHHbIX Ha oduuManbHOM calTe rocygapCTBEHHbIX
3aKynok O MpOBEAEHMM TOProBOW 3aKyMKW Ha OKa3aHue YCnyr,
CBSAA3aHHbIX C ucnonb3oBaHnem 3P n 3b

oAaHa 3akynka

20,0

18

COXpaHeHune OOKYMeHTaumm c odmumanbHoro canTta
rocyaapCTBEHHbIX 3aKyrnoK Nno OObLSBMEHHON TOProBOW 3aKymnke Ha
OKa3aHue YCnyr, CBA3aHHbIX C ucnons3osaHvem 3P 1 Ob

OOVH harn

15,0

19

npoBepKa AOOKyMeHTauuun TOpFOBOVI 3aKyMnkKn Ha OKasaHue YCIyr,
CBAI3aHHbIX C ncnosnb3oBaHnem OP n 3b

OOVIH JIOKYMEHT

40,0

20

NOAroTOBKAa 3asiBKM OJ1S1 y4acTusi B 0GbsABNIEHHOM TOProBOM 3aKyrKe
Ha oduumanbHOM caiiTe rocygapCTBEHHbIX 3aKYMOK MO OKa3aHWH
YCIyr, CBA3aHHbIX C Ucnonb3oBanmem 3P 1 3b

OHa 3adABKa

150,0

21

B13NpoBaHWe 3adBK1 B COOTBETCTBUA C perfiaMeHToOM OMbnmoTeku

OOVH OOKYMEHT

360,0

22

MOAroToBKa TEeKCTa JoroBopa Ans ogOopMIIEHUs MO OKOHYaHMIO
TOProBON 3akyrnku Ha oduuManbHOM canTe rocygapCTBEHHbIX
3aKyMoOK MO OKa3aHWo YCMyr, CBSA3aHHbIX C UCMNonb3oBaHnem 3P wu
ob

OOVH OOKYMEHT

70,0

23

pasMelleHMe 3as8BKM Ha oduuManbHOM calTe rocydapCTBEHHbIX
3aKynokK

oJHa 3aaBKa

40,0

24

yyactme B TOProBOM 3aKkynke Ha  odmumanbHOM  canTe
rocygapCTBEHHbIX 3aKYMNOK NO PErMaMeHTy 3NEKTPOHHON NNoLwiagkm

O[1Ha 3aKyrKa

120,0

25

NoAroToBKa TEKCTOB LOKYMEHTOB B COOTBETCTBUM C TpeboBaHUAMMU
pernameHTa NpoBefeHWs TOProBOW 3aKymnkuv MO OKa3aHWo YCNYyr,
CBSAA3aHHbIX C ucnonb3oBaHnem 3P n 3b

OAONH OOKYMEHT

360,0

26

bopMMpOBaHWE  MNNaTeXHoOro [JOKymMeHTa B OyxranTepckow
nporpamme Mo TpeboBaHWO Ha odopMreHne UHAHCOBOIQ
OKYMEHTa K [JOroBOpy MO OKa3aHU YCMyr, CBSI3aHHbIX C
mcnonb3osaHmem AP n Ob

OOUH OOKYMEHT

30,0

27

BbIBOA Ha neyaTb 13 GyxranTepckoi nporpaMmbl COPMUPOBAHHOIO
NnaTexHoro JOKyMeHTa

OOVIH JOKYMEHT

7,0

28

nepejava nakeTa nnaTeXHbIX [OOKYMEHTOB Ha MoanucaHue B
Oyxrantepuio

OOWH NakeT

30,0

29

bopMMpoBaHME eXedHEBHOrO oOT4yeTa O paboTe Mo MNPOEKTY U
BbINOSTHEHWM YCIIYT, CBsi3aHHbIX ¢ ncnonb3oBaHem 9P n 3b

OOVH OOKYMEHT

60,0

30

KOHTPOIb CPOKOB BbIMOMHEHMWS YCYT, CBA3aHHbIX C UCMOMb30BaHEM
OP n 9b

OOVH OOKYMEHT

30,0

31

KOHTPOMb NCMONHEHMS (DMHAHCOBbLIX 00A3aTenbCTB NO AOroBOpy Ha
OKa3aHue YCNnyr, CBA3aHHbIX ¢ ucrnonb3oBaHnem AP 1 Ob

OOVH OOKYMEHT

30,0

32

CBepKa UCMONHeHUs 0693aTenbCTB NO 3aKMYEHHbIM OroBOpam Ha
OKa3aHue yCnyr, CBA3aHHbIX ¢ ucnonb3oBaHnem 3P 1 Ob

OOWH OOKYMEHT

60,0

33

KOPPEKTUPOBKA AaHHbIX B peecTpax yyeta 06 MCMONMHEHUN YCroBU
IoroBopa Mo okKasaHWIo YCNYr, CBA3aHHbIX C MCMonb3oBaHnem 3P 1
ob

OOWH OOKYMEHT

40,0

34

HanpaslneHne wpungn4eckomMmy numuy coobueHns no SJ'IeKTpOHHOI7I

0[HO COO0OLLIEHNE

30,0
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noyte 00 WUCNONHEHUU yCJ'IOBI/|17I orosopa no OKa3aHUK YCIyr,
CBSI3aHHbIX C ncnosnb3oBaHnem OP n 3b

35

(*)OpMVIPOBaHVIe naketa OOKYMEHTOB ansa
ropngn4eckomMy gy noYToBbIM OTNpaBJieHNEM

HanpaBleHnA

OOWH NakeT

40,0

36

BblJa4Ya OpWUIrnMHanoB 3aKMYEHNA N KOMIMIIEKTOB OOKYMEHTOB|
BaKa3ynkam Ha pyKku

OOVH OOKYMEHT

60,0

37

MOAroTOBKa KOMMMEKTa AOKYMEHTOB MO [AOroBOpaM C MOMHOCTBIO
BbINOMHEHHbIMU 005A3aTeNbCTBAMMN OKa3aHWs YCMyr, CBA3AHHbIX C
ncnonb3osaHmem IP n Ob, anga nepegaym B Gyxranteputo

ONH KOMMJIEeKT

60,0

38

COCTaBMeHne peectpa KOMMMEKTOB [AOKYMEHTOB, XPaHALWMUXCH B
apxvBe n/unu nepegasaemblx B byxrantepuio

OAVH peecTp

60,0

39

cocTaBneHne un odopMieHne apxMBHON
JOKYMEHTOB

nankn OpurnHanos,

ofHa narka

30,0

40

CO34aHne apXUBHOMW 3NEKTPOHHOWM KOMUU OOKYMEHTOB C MOSIHOCThLHO
BbINONIHEHHBIMU 06A3aTENBLCTBAMU OKa3aHWSA YCMyr, CBA3aHHbIX C
ucnons3osaHmem IP n OB, nepegaBaeMbix B Byxrantepuio

OAOUH OOKYMEHT

40,0

41

nepegaya [AOKYMEHTOB B OGyxrantepuio No pPeecTpy KOMMMEKTOB
[IOKYMEHTOB

OfINH peecTp

40,0

42

bopMMpOBaHME OTYETOB O pesynbTatax paboTbl MO MNPOEKTY
OKa3aHus yCcnyr, CBsI3aHHbIX ¢ ucnons3osaHvem 3P n 9b

OONH OOKYMEHT

1200,0

MH(*)OpMaLI,VIOHHaFI noanepXkka nonb3oBaTesien no okasaHuto ycnyr,
CBsI3aHHbIX C ncnonb3oBaHnem OP n 3b:

43

TenedOoHHble KOHCYNMbTaLUMW MO OKa3aHWIo YCNyr, CBA3aHHbIX C
ncnonb3oBaHneM AP 1 OB, Ans opuanyeckux u onsmyeckmux nui

OOMNH 3BOHOK

40,0

44

cocTaBneHne cooblleHniA B OTBET Ha BXxogsume ANMEKTPOHHDbIE
Nn1MCbMa No OKa3aHUK YCIyr, CBA3aHHbLIX C NCMNOJIb30BAHNEM OP n 3b

0Ho coobLLeHne

180,0

45

POpPMUPOBaAHNE CMMCKA KIWEHTOB AN MpOBEeAeHUs MacCOBOW
pacCbIfIKK MO 3MEKTPOHHOW MoYTe MO MPOEKTY OKa3aHUs YChyr,
CBSA3aHHbIX ¢ ucnornb3oBaHnem AP 1 3b

OHa pacchblJika

1920,0

46

noaroToBKa [AOKYMEHTOB AN NPOBeOEeHUs MAacCOBOW PacChINKU MO
NPOEKTY OKa3aHWs YCNyr, CBA3aHHbIX C Ucnonb3oBaHvem P 1 3b

OAHa paccblJika

600,0

47

NpoBeJeHNE MaCCOBOW pPacCbiikKM MO MPOEKTY OKa3aHusi YCHyr,
CBA3aHHbIX C ucnonb3oBaHnem 3P n 9b

OAHa paccblJika

90,0

OcyuwecTteneHve ycnyru npegocraenennsa goctyna Kk 9P n Ob:

48

peructpaums HoBbIx/akTuBaums/geakTnBauns paHee paboTaroLmx
fopUAMYECKNX/PU3NYECKUX NNLL B aBTOMATU3MPOBaHHOW CUCTEME

OAHa 3annucb

30,0

49

bopmMmMpoBaHMe CoobLLEHNSI NPEACTaBUTENO KOPUAMYECKOrO Nnua ¢
NaHHbIMK ANng akTueaumm goctyna kK 9P n 3b

0[HO cooOLLieHnEe

30,0

50

KOHTPOIb 3a OKa3aHWeM YCNyr, CBA3aHHbIX C UCMNOMb3oBaHuemM 3P r
Ob, ons topuandecknx n dusmyecknx nuy ¢ 3P 1 Ob, Bknovas
MOHUTOPWHI HapYyLLIEHUs NpaBui OKa3aHus ycnyr

0ofHO
topuanyeckoe/pus
N4eckoe nmuo

60,0

51

KOPPEKTUPOBKa OaHHbIX [0} HOpPUonN4ecKmnx nnuax B

aBTOMaTn3n pOBaHHOVI cuncreme

OAHa 3annucb

30,0

52

BHECEHME M3MEHEHUN B CNUCOK ropngmnyeckmux nuu, paSMeLLI,eHHbIﬂ
Ha canTte NpoeKTa

OHa 3anncb

30,0

OcymeCTBneHme ycnyrm npoBepKM TeKCTOBOro [OOKyMeHTa Ha
Hanu4yne 3aMMCTBOBaHUN N3 OOKYMEHTOB B COCTaBe Ob:

53

BHECEHME B pEEecTp y4eTa MNepBUYHbIX OAHHLIX O MOCTYMMBLUEM
MOKYMEHTE Ha oKa3aHue YCNnyru npoBepKn TEKCTOBOIro JOKyMEHTa Ha
Hanvyne 3aMMCcTBOBaHUN 13 JOKYMEHTOB B cocTaBe Jb

OOVIH JOKYMEHT

15,0

54

KOPPEKTUPOBKA daHHbIX B peecTpe y4yeTa o6 3Tanax BbIMOSHEHWS
3aKasa Mo OKa3aHWI0 YCNyrY MPOBEPKM TEKCTOBOrO [OKYMeEHTa Ha
Hanuyme 3aMCTBOBaHWUIA U3 OKYMEHTOB B cocTase Ob

OOVH OOKYMEHT

15,0

55

pacnpeneneHne OOKYMEHTOB MO 3KcneptamM AnA OKas3aHuAa ycnyru
MPOBEPKMN TEKCTOBOro AOKyMeHTa Ha Hanun4dune 3aMMCTBOBaHUA U3

JOKYMEHTOB B cocTaBe Ob

OOWH OOKYMEHT

40,0
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56

nepejava [OKYMEHTa 3KCNepTy ANs oKasaHus YCnyru npoBepKu
TEKCTOBOrO AOKYMEHTa Ha Hanuyne 3auMcTBOBaHWUA U3 JOKYMEHTOB
B cocTaBe Ob

OOVIH JIOKYMEHT

15,0

57

nonyyeHve n obpaboTka aKCNepToM AOKYMEHTA Ha OKasaHue yCnyru
NPOBEPKN TEKCTOBOTO AOKYMEHTA Ha Hanuuue 3aMMCTBOBaHWIA U3
[IOKyMeHTOB B cocTaBe 3b

OOVH OOKYMEHT

40,0

58

M3y4yeHne 3KCNepTOM CTPYKTYpPbl, COCTaBa, COAEPXaHUA OOKYMEHTa
Na oKasaHUs yCnyry NpoBeEPKN TEKCTOBOrO AOKYMEHTa Ha Hanuyue
3aMMCTBOBaHUN 13 JOKYMEHTOB B cocTase Ob

OOVH OOKYMEHT

180,0

59

npoBepka  9KCNepTOM  [JOKYMEHTa Ha  HanmuMuuMe  MNpueMOB,
NPenaTCTBYIOLIMX pPacro3HaBaHWO TekCTa aBTOMaTU3MPOBAHHON
CUCTEMON N OKa3aHMWIo YCNyrn NPOBEpKW TEKCTOBOrO AOKYMEHTa Ha
Hanvyme 3anMCTBOBaHWA U3 OKYMEHTOB B cocTaBe Ob

OOWH OOKYMEHT

180,0

60

npoBegeHmne J3KCnepTom I'IepBI/I‘-IHOIZ NpoBeEpKMN OOKYMEeHTa (
MCNoJib30BaHNEM aBTOMaTM3I/IpOBaHHOl71 CUCTEMBI

OAOUH OOKYMEHT

60,0

61

0bOpaboTka 3KcrnepToM oT4yeTa aBTOMaTU3MPOBAHHOW CUCTEMbI O
NepBUYHOM NPOBEPKE AOKYMEHTA C LEMbIO UCKIOUYEHNSI KOPPEKTHbIX|
3BaNMCTBOBaHUN

OONH OOKYMEHT

480,0

62

aHarmM3 3KCnepToM HEKOPPEKTHbIX 3aMMCTBOBaHUN, O6Hapy)KeHHbIX
B JOKYMEHTE

OOVIH JOKYMEHT

600,0

63

aHanm3 cnpaBoqH0-6V|6n|/|orpacb|/|qe0l<oro annaparta [OOKYMEHTa,
BKITHO4ad CBEPKY MCTOYHMKOB, YKa3aHHbIX B CIMCKe nnTepaTtypbl

OOVIH JOKYMEHT

480,0

64

bopMMpoBaHME TeKCcTa 3KCMEPTHOrO  3aKIOYeHUst Mo WTOTY)|
MPOBEOEHHON MPOBEPKM [OKYMEHTa C Y4Y4eTOM [aHHbIX OT4eTa
ABTOMAaTU3VPOBAHHOWN CUCTEMBI

OOVH OOKYMEHT

120,0

65

npoBepka TeKkcTa 3aKMluYeHusl Ha NpegMeT  COOTBETCTBUS
YCTAHOBIMEHHbIM TpeboBaHUAM K pes3ynbraTy OKasaHusl YCryru
MPOBEPKMN TEKCTOBOro AOKyMeHTa Ha Hanun4dune 3aMMCTBOBaHUN U3
NOKYMEHTOB B cocTaBe Ob

OOVH OOKYMEHT

15,0

66

aHanu3 CcoAepXKaHus  pPesynbTaToB  MPOBEPKM,
3aKII04EHNW, KOPPEKTUPOBKA hOPMYIIMPOBOK

YyKa3aHHbIX B

OAONH OOKYMEHT

60,0

67

BbIBO4 Ha ne4yaTb WTOroBOW (*)OprI 3aKNK4YeHna no pesynbraTy
I'IpOBe,El,eHHOIZ NpPpoOBEPKM AOOKYMEeHTa C Y4YeTOM [OaHHbIX OT4eTa
aBTOMaTM3I/IpOBaHHOl71 CUCTEMbI

OOWH OOKYMEHT

15,0

68

nognncaHne 3akn4yeHnd

OONH OOKYMEHT

240,0

69

CKaHMPOBaHNe 0POPMMNEHHOTO 3aKNiYeHUs

OONH OOKYMEHT

30,0

70

KOPpPEKTMpPOBKa B peecTpax Yy4yeTa [AaHHblX O  BbINOMHEHWM
00513aTenbCTB MO [JOTOBOPY W OKa3aHWUKO  yCryrM  NPOBEPKM
TEKCTOBOro AOKYMEHTa Ha Hanuyne 3auMcTBOBaHWUIA U3 JOKYMEHTOB
B cocTaBe Ob

OONH OOKYMEHT

40,0

71

COCTaBMNeHNE AOMOMHEHWUST K 3aKIIOMEHNIO MO pe3ynbTaTy OKasaHus
NPOBEPKN TEKCTOBOIO AOKYMEHTA Ha Hanuuue 3aMMCTBOBaHWIA U3
[IOKyMeHTOB B cocTaBe 3b

OHO NMNCbMO

120,0

72
73

cbop u ob6paboTka CTaTUCTMYECKMX [AaHHbIX MO MNpPOeKTaM C
ncnonb3oBaHunem AP n 3b

OJMH 3anpoc

240,0

74

npoBegeHne NpoBepku kKavectea annos B b

OAviH hann

40,0

75

Barpyska cannoB Ans BKAYeHUss B Ob ¢ NpocTaHOBKOW MpU3HaKka
jjocTtyna

OaviH hamn

30,0

76

pe3epBHOe konupoBaHue ¢arnos Ob

0fHO
KOMMpoBaHue

60,0

2.19. OkasaHve ycrnyr yaaneHHbIM Mornb3oBaTensm, B TOM 4ucne

OHManHOBbIX aBTOMaTU3MpoBaHHbIX cepsuncos (ONAC)

yutatenam 6mbnmoTekn, NOCpPeacTBOM

Tabnuua 41
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N n/n HanmeHoBaHne npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
N3MEPEHNs]  |[BPEMEHU, MUH.
1 2 3 4
1 [renedoOHHblEe KOHCYyMbTauuUM MO OpraHu3auMoHHbLIM BOMNpocaM| OAMH 3BOHOK 30,0
odopMneHuns n npegoctasnexms yenyr Yyepes OnAC
2 |cocTaBneHuMe COOOLEHUN B OTBET Ha 3MEKTPOHHblE MMCbMal 0OHO CoobLLeHMe 180,0
nonb3oBatenen OnAC
3 |nepeHanpaBneHne coobllieHnn B nogpasgeneHne, OTBETCTBEHHOE 0OHO cooblueHne 15,0
3a okasaHue KoHkpeTHom ycnyrn B OnAC
4 [koHTponb 1 obpaboTtka nonyveHHbix 3aka3oB B ONAC OOVH 3aKa3 20,0
5 |npoeepka 3akazoB B OnAC Ha COOTBETCTBME MpaBwuriaM,  OAMH 3akas 30,0
npeaocTaBneHns ycnyr
6 [KOHTPOMb 3a MOCTYMMEHUsIMU CPeACTB MO OMfayeHHbIM 3akasam B OfHa ycnyra 60,0
OnAC
7 |KOppeKTMpoBKa cTaTyca 3akasa, 3aKpblTMe 3aKa3oB OOMH 3aKa3 30,0
8 |nogrotoBka akTa CBEPKM 3a OTYETHbIA MNEepuo O MNOCTYNNeHusX| OAWMH AOKYMEHT 60,0
CpeAcTB No onnayeHHbIM 3aka3am B OnAC
9 |nognuncaHwe CBOAHbIX OTYETHbLIX AOKYMEHTOB OLVH JOKYMEHT 300,0
10 (hopmupoBaHWe nakeTa AOKYMEHTOB AONSA HanpabrieHuWs No4YToBbIM|  OAWH NakeT 30,0
OTNpaBneHnem
11 |bopmupoBaHMe exegHEBHOrO OT4YeTa O HOBbIX 3akasax W OAMH OTYeT 60,0
BblnonHeHuu yenyr B OnAC
12 (opMupoBaHME WTOrOBLIX OTYETOB O pesynbTatax paboTbl Mol  oguH OT4yeT 1500,0
NPOEKTY, C AeTanu3auuen nNo Kaxaon oTaensHon ycnyre
Pernctpauus nonb3oBaTenemn B pexvme OHMNamH:
13 |npoBepka 3anucu nonb3oaTens B 6ubnmoreky OANH 1,0
nonb3oBaTenb
14 lobpabotka u BBOO PaMUIIMM, MMEHM, OTYeCTBa MNosfb3oBaTenst 1 OaViH 2,5
agpeca ero 3NeKTPOHHOW MOYThI 3NEKTPOHHBIN
dopmynsp
15 cocTaBneHne nMcbmMa C yKasaHWEM JOfMHAa U CreHepupoBaHHOMO 0OfHO 2,5
CUCTEMOW Napornsl, MPUKPENNEHNEe WHCTPYKUMU MONb30BaHNS W  3NEKTPOHHOE
OTMpaBKa ero No 3MEeKTPOHHOW NOYTE NOMb30BaTEN nMCbMO
O6cnyxnBaHve Nonb30BaTeNen B peXNMe OHNawnH:
16 |Bbirpy3ka u3 OnAC OTYEeTHbIX OaHHbLIX 3a OMNpPeAdeneHHbI nepuodl  OAvH dhann 5,0
BpEMEHM
17 |pasmelleHne HOBbIX MOCTYMMEHWA [OOKYMEHTOB Ha canTe| oavH dann 1,5
PnbnuoTekn: cosgaHWe 3arofioBka aHHOTauuW; NPUKpeEnneHue
bannos
18 |paccbinka Mo SNEeKTPOHHOW MOYTE YAaneHHbIM Mofb3oBaTensam OfHO 1,5
MHPOPMALMOHHBIX COOBLLEeHUI 3NEKTPOHHOE
NMCbMO
19 MHdopmaumnoHHoe conpoBoXAeHWe canTa, nopTana W cTpaHuy, Bl O4HO coobLleHune 1,5
coumanbHbIX ceTax: cosfaHue 3aronoBska aHHoTaumu;
npukpenneHune ¢garna(os)

3. Tunosble oTpacrneBble HOPMbI Tpyda Ha pa60TbI, BbIMOJIHAEMbIE
B cneunann3npoBaHHbIX onbnuoTtekax aAns MHBanUOoB no 3PEHUIO

Hopmbl Tpyoa paspaGoTaHbl Ha OCHOBHble BuAabl paboT,

BbIlMOJIHAEMbIX B chneunann3npoBaHHbIX

OubnmoTekax Ons MHBaNMAOB MO 3PEHMIO: KOMIMIIEKTOBAHME W y4yeT OubnuotevHoro doHaa; GubnmotedyHas
00paboTka AOKYMEHTOB; OpraHu3aumsi U BedeHue KartanoroB, opmMupoBaHue 6a3 daHHbIX, B TOM uucrie 6as

AaHHbIX  3BYKOBbIX (ainnos;

pabota ¢ GQoHOOM u obecnevyeHne ero COXPaHHOCTY;

CTaunmoHapHoe W”

BHecTauMoHapHoe oGCnyXuBaHMe Nosib3oBaTernei; MaccoBas, CrnpaBoyHas U UHopMaumoHHas paboTta; Hay4YHo-
mMeToaMyeckas 1 pedakUMOoHHO-M3aaTenbckaa paboTa; BbiMyck ManoTMpPakHbIX M3AaHuUiA cneumarnbHbiX (opMaToB.
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KoadhpmumMeHTbI: ansa cnadougawmx - 1,5; ons Hespsaumx - 2,0.

3.1. KomnnekrtoBaHne 6nbnmoteyHoro ooHaa

Tabnuua 42
N n/n HaumeHoBaHue npouecca, onepaumun. Coctas paboTbl EavHnua Hopma
n3mepeHus BPEMEHU, MVH.
1 2 3 4
[Tekyuiee koMmnnekroBaHme 6ubnuoteyHoro ¢oHaa:
1 |npocMOTp KHMroMsgaTenbCKOW W  KHUFOTOProBoM MHOpMauuy| oaHa no3nums 0,5
(QHHOTMPOBAHHbLIX MNSIAHOB BbINYCKA NUTEpaTypbl, MPOCMNEKTOB,
CaToB M34aTenbCTB U M34aKLLMX OpraH13aLumm)
2 lonpepeneHne Tembl U BuMAa [OOKYMEHTa, nopgniexaiwiero oToopy, OAWH OOKYMEHT 6,0
BbIICHEHME HEOBXOANMOCTU NPUOBPETEHNS, CBEPKA C ANEKTPOHHbLIM
KaTanorom
OnpeneneHne 3K3eMnnsipHOCTU 3aKasa: OofiHa no3nums
3 |gns nogpasgeneHun 1,0
4 |nns 6GubnMoTekn B LIESIOM 2,0
5 lohbopmneHne 3akasa: cocTaBfieHuMe [OoroBopa, OgOpMIIeHWE|  OAMH 3aKas 45,0
NPUNOXEHNs K LOroBOpY; YKasaHWe 3K3eMMIISAPHOCTU, CTOMMOCTM
3aKasa; cocTaBleHMe TEXHUYECKOro 3agaHns
6 |nogrotoBKka K MpPOBEOdEHMIO  TOProB:  COCTaBfeHWe  Ccruckal ogHa npoueaypa 200,0
TpeboBaHMIA K Yy4yaCTHMKaAM KOHKypCa; OrMOBELlEHWE Y4YaCTHUKOB
KOHKypca O CpOKe MNpOBEeOEeHus; HamnucaHue, perncrpaumsa u
pacchifika NMcbMa B U3gaTenbCTBa M M3garLume opraHnsaumm
PaboTta B aBTOMaTM3MPOBaHHOM pPEXUME:
7 BBOO 3aKkas3a TeKyWero KOMMMekToBaHuss B 0a3y [daHHblX OOHO Ha3BaHue 3,0
ABTOMaTM3NPOBAHHOW cucTemsl (B AC); yKasaHue
PK3eMMMsSpHOCTM  3akala, pacnpefeneHve no  CTPYKTYPHbIM
nogpasgeneHnsam
8 |penaktnpoBaHune BBefeHHbIX B B[l AC cBegeHuin o 3akase; BbIBO| OAHO Ha3BaHue 6,0
Ha 9KpaH; BHECEHNEe N3MEHEHUN
9 |BbIBOA Ha MpPUHTEP AaHHbIX TEKYLLEero KOMNIeKTOBaHWS; pacnevaTka| OAHO Ha3BaHue 1,0
BefeHve KapToTekn TeKyLero KoMnIeKkToBaHus:
10 |cocTaBneHuMe KapTOukW; yKa3aHWe aBTopa, 3arnaBus, BbIXOAHbIX OOHA KapTouka 3,0
DAHHbIX, MICTOYHMKA KOMMIEKTOBaHMUS
11 |paspeska uM3gaTenbCkUX MMaHoOB, pacneyvyaTtok Ans  KapToTeku| OaHa KapToudka 2,0
[TEeKyLLLero KOMNIAEKTOBAHMWS; HaKNenBaHe Ha KaTanoXHble KapTOYKK
12 nopbopka kapTodek Mo andaBuTy; paccTaHOBKA B KapTOTEKy| OAHa KapToyka 1,0
TEKYLLIero KOMNeKToBaHms
OdbopmMneHre NognncKn Ha Nepnoanyeckne n3gaHus:
13 |npocmoTp katanoroB "Pocnevatn"; oTOOp NepuoauMdecKkux M3gaHum ogHa nosnuus 0,5
Inns NoanNuUCKn
14 |cbop 3asBOK AN NOAMUCKN OT CTPYKTYPHbIX NogpasgeneHni 0[Ha 3asBKa 1,0
15 locbopMneHne 3akasa Ha NOAMUCKY; NoACYET CTOMMOCTM NOAMUCKU C OJVH 3akKas 300,0
Y4eToM  [OOCTaBKW;  COCTaBlieHMe  [oroeBopa, OdopMIeHne
NPUIOXEHWs K JOroBopy
16 [cocTaBneHne  permcTpaumMoHHON  KapTOYMKM  ONs KapTOTeKkW ofHa KapTodka 6,0
NepMoanNyecKnx U3gaHnn; ykasaHme nHAaekca, roga, nepmoanyHocTy,
MCTOYHMKA NOCTYNNEHNS, CTPYKTYPHOIO NoAapasgeneHms
PaboTta B aBTOMaTM3MpPOBaHHOM pPEXUME:
17 |BBOA 3akasa Ha nepuoguyeckme nsganus B b AC OfHa KapTo4Ka 3,0
18 [kOppeKkTMpOBKa 3akasa; BbIBOA4 Ha 3KpaH Cnucka nepuoaMyeckux| ogHa nonpaska 0,3
M30aHUI; BHECEHNE U3MEHEHUN
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okoMmnnekToBaHue 6ubnnotevHoro oHaa:
19 |npyem 3asiBOK Ha npuobpeTeHMe [OKYMEHTOB OT CTPYKTYpHbIX| OAHa 3asiBKa 3,0
nogpasgeneHnmn
20 (coctaBneHne GubnMorpadUYeckon 3anucu; ykasaHue KONMYecTBal OfHa KapTodka 3,0
PK3eMMISIPOB 1 CUIOB NnoapasaeneHun
21 [BKNHOYEHUE 3asiBKM B KAPTOTEKY JOKOMMIIEKTOBAHMS OfHa KapTo4ka 0,3
22 [NPOCMOTP KapTOTEKM HEYOOBNETBOPEHHOIO CMpOCa; aHanu3 oTkasal OAWH AOKYMEHT 2,0
0N BbIABMEHUS OTCYTCTBYHOLUMX [OOKYMEHTOB; BKMOUYUTL UX B
KapTOTEKY AOKOMMNIIEKTOBaHNS
CocTaBneHne onepaTMBHOIO NiaHa KOMMIEKTOBAHUS:
23 lonpepeneHve KONMMYECTBEHHbIX MokKasatenen obbema ¢oHaa OOWH NnaH 1200,0
(mocTtynneHvne, BbIObITUE), OTPACMEBOr0 COCTaBa, WCTOYHWUKOB
NOCTYNIIEHUS, CMETbI PACX040B
OdopmneHne nnaHa KOMNAIEKTOBaHNSA B dopMme:
24 Tabnuy, oHa Tabnuua 5,0
25 [kapToTeku OfHa KapTo4yKa 3,0
PaboTa B aBTOMaTM3MPOBAHHOM PEXMME:!
26 BBoA nnaHa komnnektoaHusa B b1 AC OAVH nnaH 30,0 - 120,0
27 Kkoppektuposka B[l; BbIBO4 Ha 3KpaH; BHECEHME N3MEHEHUI OfHa nornpaska 0,3
3.2. [Npwuem, BbIBbITUE U y4EeT AOKYMEHTOB
Tabnuua 43
N n/n HaumeHoBaHue npouecca, onepaumun. CoctaB paboTbl EaovHuua Hopma
n3mMepeHnst BPEMEHU, MVH.
1 2 3 4
Mpuem NOCTYNUBLUNX JOKYMEHTOB:
1 NnpyemM  [OOKYMEHTOB MO  COMPOBOAMUTENbHLIM  OOKYMEHTaM OfHa napTus 50
(HaknagHas, akT); nogbopka [OOKYMEHTOB MO  KOMIMMEKTaM,
andaBuTy aBTOPOB 1 3arfaBuii, IKCNEAMLNOHHBIM HOMEpPaMm; CBEpKa
C COMpoBOAMUTENbHBLIM OOKYMEHTOM; MpOCTaBMNEHWE LEHbl Ha
[IOKYMEHTE, NOACHET YMCra IK3EMMIAPOB, OBLLYy CTOMMOCTb
Mpuem gokymeHTOB 6€3 CONPOBOAMTENBHbLIX JOKYMEHTOB:
2 |nogbopka [OOKYMEHTOB MO KOMMMEeKTaM, andasBuTy aBTOPOB M| OAWH AOKYMEHT 10,0
3arnaBun; NpoBegeHne OLEHKU JOKYMEHTOB
3 |cocTaBreHue akta Ha NpMeM JOKYMEHTOB OJVH aKT 5,0
4 |npocTaBneHue WTemMnensa Ha TUTYNbHOM nnCcTe U Ha 17-1 cTpaHuue| OauH AOKYMEHT 0,6
MOKyMEeHTa Ha OymMaxHOM HoOcuTene, KaXOoM KOHTeWHepe
'roBopsen” KHUM Ha KacceTax, KOHTeMHepax dneL-Kapr,
ONTUYECKUX W KECTKUX OUCKOB
CBepka NOCTYMMBLUMX [JOKYMEHTOB C KapTOTEKOM TeKyLlero
KOMMMEKTOBAHUS:
5 |cBepka NOCTYNUBLLEro [JOKYMEHTa C KapTO4YKOM W3 KapToTeku OAHa KapToyka 1,0
TeKyLlero KOMMSIEKTOBAHWUS; MOWUCK KapTOYkW, BbINOMHEHWE Ha
KapTo4ke OTMETOK
6 |yCTaHOBMNEHWE KapTOYKM 3a pasgenuTens "BbinonHeHHble 3akasbl” OJHa KapToyka 0,5
PaboTta B aBTOMaTM3MPOBaHHOM pPeXUME:
7 |cosgaHue B b1 AC 3an1cu o HoOBOW opraHnsaunmn-nocTaBLUMKE 0[Ha 3anncb 2,0
8 |nouck 3anucu B B[ "3aka3"; BHeceHMEe OTMETOK O BbINOSIHEHWW  OOHA 3anucb 0,6
3akasa
9 |npoBepka Ha AybneTHoCTb NOCTynMBLUMX AoKymeHToB B B AC OfVH JOKYMEHT 2,0
10 |peructpaums HoBbix noctynneHun 8 6 AC OfVH JOKYMEHT 3,0
11 jnognucka Ha NpOAOSPKalLWIMECS U3OaHUS;  BbIMNONMHEHME B OAHO Ha3BaHWe 2,0
perncTpaumoHHON KapTodke BUBNNOTEYHBIX OTMETOK
12 [koppektupoBka 3anucen B B[ AC; BbIBOA 3anucyM Ha 3KpaH; ogHa nonpasBka 0,3
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BHECEHWNE U3MEHEHUN
[Mpuem n perncrpauuns XypHasnos 1 raser:

13 |nogbopka >XypHamnoB W rasetr no andaBuTy Has3BaHWW; MOWUCK OLUH OOKYMEHT 1,0
pervcTpaunoHHOM KapTOYKM B KapToTeke MOANUCHBIX
nepuoavyeckMx u3gaHun; oTMeTka HoMepa, AdaTbl MNofyyYeHus
[IOKyMEeHTa

14 |npocTtaBneHve wTemnens Ha XxypHane, rasete OOVH JOKYMEHT 0,5
PaboTa B aBTOMaTM3MpPOBaHHOM PEXMME:!

15 loTmeTKa 0 perncTpauum nepunoguyveckmx nagannm B 6 AC (Homep,| opgHa 3anuch 0,5
KONMMYECTBO 3K3EMNISPOB, OTAEN XPaHEHNS)
BegeHue KHUIM CyMMapHOro yyeTa:

16 BblgeneHve [OOKYMEHTOB MO BuAam, OTpacnsM 3HaHus; nodcyer OfHa naptus 10,0
MMCria OOKYMEHTOB;  3anucb  pes3ynbTatoB  noacyera Mo
yCTaHOBnEeHHON popme B kHuUre cymmapHoro ydeta (KCY)

17 |nogcyeT MnoCTpaHMYHO Mo no3vumsiM AaHHbix KCY; nepeHeceHue| ogHa nosvuus 2,0
MTOMM Ha CNeayLLYI CTpaHuLy

18 [cBepka (puMHaAHCOBBLIX [OOKYMEHTOB oOTdena ¢ (OUHAHCOBBLIMY| OAUH OOKYMEHT 20
NOKYMeHTaMu Byxrantepum

19 lodbopMreHne conpoBoAMTENbHBLIX AOKYMEHTOB (HaknagHas, akT) OAWH OOKYMEHT 15,0
ansa nepefaym B byxrantepuio
PaboTa B aBTOMaTU3MPOBAHHOM PEXMME:

20 BBoa crtatucTmyeckux AaHHbix KCY B B AC (rog, Homep KCY, opaHa naptus 6,0
HOMep COnpoOBOAUTENBLHOIO JOKYMEHTA, MCTOYHMK KOMMIEKTOBaHMS,
NCTOYHMK (DUHAHCMPOBAHWSI, YMCIO Ha3BaHWUM, YNCIO IK3EMMIISIPOB,
TMN n3gaHvi, cymma)

21 |pacneyvatka KCY Ha npuHTepe OfHa CTpaHuua 1,0
BefeHve NHBEHTapPHOW KHUIU:

22 odopmneHne WHBEHTapHOM KHUIW; Hymepauus CTpaHuu, OAHa cTpaHuua 1,0
NpOCTaBfeHNe HOMEpPa B MHBEHTAPHOW KHUME

23 jBanucb [JOKYMEHTOB MO YCTaHOBMEHHOW opMe B WHBEHTapHYK| OAWH AOKYMEHT 10,0
KHWUTY; BHeceHne Oubnuorpaduyecknx CBeOEeHUM Ha HOBbIE
NOCTYMNEHUS; NPOCTaBlEHNE NHBEHTAPHOIO HOMEpa Ha JOKYMEHTe,
MOEHTUPMKALMOHHOTO (CMCTEMHOIO) HOMEpa Ha >KeCTKOM AMCKe
PaboTa B aBTOMaTM3MPOBaHHOM PEXMME:!

24 |cosgaHue bubnuorpadmyeckon 3anmcym Ha NOCTYNUBLUMIA AOKYMEHT| OAWMH AOKYMEHT 15,0
B "ViHBeHTapHon kHure" B AC

25 pacnevaTka UHBEHTaAPHOM KHUIMM Ha NpUHTepe OfiHa cTpaHuua 1,0
BbI6bITME JOKYMEHTOB:

26 |cocTaBneHue rogoBoro nfaHa Ha BbIObITWE; yKaslaHue KBapTana, OOVH nnaH 2160,0
nogpasgenenns, Buga JOKYMEHTOB, KONIMYECTBO
CocTaBneHne akToB CUCaHUS:

27 npvem OpPMynApoOB, CMWCKOB  BbIObIBLIMX  AOKYMEHTOB  OT| OAIVH aKT 10,0
CTPYKTYPHbIX NOApa3AeneHnin; perncTpaums akra

28 [nouck No WHBEHTapHOMYy Homepy 6ubnuorpaduyeckon sanucu B OAHa 3anucb 0,5
PNEeKTPOHHOM KaTanore; onpegeneHue koadduumeHTa LeHbl, roga
NOCTYNMEHNUA W BHECEHWe [And  CNUcaHua  OOMOMHEHUN B
nbnmnorpacuyeckyto 3anucb

29 npu OTCYTCTBUM 3anmncu B AMNEKTPOHHOM KaTanore BBedeHue BceX| ofHa 3anucb 3,0
inns  opMmpoBaHns Gubnuorpadmyeckon 3anMcu CBEAEHUN C
dopmMynsipa nnu M3 Cnmcka akra

30 jBHeceHWe 3anucu B akTe CNWcaHuMs K WHBEHTApHOMY HOMEpY| OfHa 3anuch 0,2
MOKYMEHTa HOMepa BbIObIBLUEA KHUIM U3 KOMMMeKTa pernbedHo-
[TOYEYHOro JOKYMEHTa

31 |npoBepka WHBEHTaPHbIX HOMEpOB, roga MOCTYNMEHUs, OfHa 3anucb 3,0
KoapdmUmeHTa LieHbl BbIObIBLLIETO AOKYMEHTa

32 pacnevaTka cnucka BblObIBLUMX OOKYMEHTOB B andaBUTHOM  OfHa 3anuch 3,0
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nopsaake And yganeHna MHBEHTapHbIX HOMEPOB U U3bATUA KapTOYeK
N3 CUCTEMbI KapPTOYHbIX KaTasioroB OMbnmoTekn

33 Banucb O BbIObIBLUMX M3 JdencTBylWUX ¢oHAOB 6OubnunoTeky opHa 3anuch 3,0
MOKYMEHTax B COOTBETCTBYWOLMX rpadax 2-n vactn KCY (paTta,
HOMEep aKTa, KONIM4eCTBO, CYMMa, CoAepXaHue, MPUYMHbI BbiObITHSA)

34 MCKMoYeHne OOKYMEHTa Mo akTy M3 ydeTHbIX hopM (MHBEHTApPHOW| OAWMH AOKYMEHT 4,0
KHWK)

35 |[moraweHne WHBEHTApPHOrO HOMepa M wTemnens Oubnuoteknm Hal OAWMH AOKYMEHT 0,5
JOKYMEHTE

36 |noAlumMBKa akToB OOVH aKT 0,5

MpumeyaHve: npu paboTe C AOKYMEHTaMM Ha MHOCTPaHHbIX s3blkax K HOPME BpPEMEHU MNpPUMEHSIETCH

NoBbILALWNA KOS PULMEHT 1,2.

3.3. bubnnoteyHas obpaboTka JOKYMEHTOB

Tabnvua 44

N n/n

HanmeHoBaHue npouecca, onepauunun. CocraB pa60TbI

EavHnua
n3mMepeHnst

Hopma
BPEMEHW, MVH.

2

3

4

anIeM OOKYMEHTOB!

npuemMm naptmm OOKYMEHTOB; MNpOBEepKa 3K3EeMIMIIAPHOCTU
conpoBOoAUTENIbHOMY OOKYMEHTY, 3alnnCb B KHUIe y4vyeTa

no|

O[Ha napTuA

5,0

MOAroToBKA [OOKYMEHTOB K WHOEKCUPOBAHMIO U
PIEKTPOHHbLIN KaTasnor

BBOAY B

OOVH OOKYMEHT

0,7

MPOCMOTP W BbldBIIeHNE aHallormM4HbIX n3gaHum Ha apyrnx suaax
HocuTenen B QJIEKTPOHHOM KaTaliore

ofHa 3anuncb

0,2

NPOCMOTP AOKYMEHTOB Ha MHOCTPAHHbIX U HaUMOHarbHbIX A3blKax;
nepesoj ANs ONUCaHUA CBEOEHUN Ha PYCCKUM S3bIK

OOVH OOKYMEHT

30,0

PopmupoBaHme Gubnuorpadumyeckon 3anmcu

PekaTanornsaums:

CBepka KapTodek C  [OKYMEHTOM; WCMpaBfieHWe  CTaporo
bmnbnnorpacmyeckoro onuMcaHus; COCTaBfeHME HOBOMO OMMCaHWS;
nepeHeceHve LWKUgpa, WHBEHTApHOrO Homepa, O6ubnmoTevHown
NOMETKM

ofHa KapTouka

7,0

CucremaTtnsaums OOKYMEHTOB!:

cucrematmnsauma OOKYMEHTOB C  UCNOJSIb30OBaHMEM nevyaTHom
KapTO4KM WK aHanora Ha ApyroMm Buae HOCUTend; npoBepKa
COOTBETCTBUSA MHAOEKCOB Tabnuuam KﬂaCCVId)I/IKaLIMI/I, NMPUHATLIM B|
bnbnuoTeke; npocTaBrieHne NMHOekca Ha JOKYMEHTe

OOWH OOKYMEHT

2,0

cMcTeMaTmM3aums JOKYMEHTOB MpU OTCYTCTBUM MEYATHON KapTOUKM
UNNU aHanora Ha JpyroMm BwuAe HOCUTENs; MNPOCMOTP 3TUKETKM
M3gaHus, npocnylimBaHuWe KacceTbl/ancka/drnell-kapTbl; YTeHWe
CBEAEHUN, HanucaHHble perbedHO-TOYEYHbIM LPUQTOM, Ans
YTOUYHEHNs] aBTopa, Ha3BaHWS, BbIXOAHbIX AaHHbIX, COAep)XaHus;
onpegeneHue nHgekca no tabnuuam knaccudukaumm, NpUHATLIM B
onbnuoTeke, NpoCTaBnNeHNe NHAEKCa Ha JOKYMEHTE

OOVIH JIOKYMEHT

10,0

onpegeneHne aBTOPCKOTO 3Haka [JOKyMeHTa
rabnuuam

Nno aBTOPCKUM

OOWH OOKYMEHT

0,2

npoBepka nNpaBWIIBHOCTM W UCMpaBreHne KrnaccuduKaLmoHHOro
MHOEKCa M aBTOPCKOro 3HaKa, ykasaHHbIX Ha 3TukeTke "roBopsiien”
KHUMN

OOWH OOKYMEHT

3,0

10

onpegeneHve WMHOEKCOB MPOU3BEAEHUN, 3anUCaHHbIX Ha doreLu-
kapte (0T 4 0o 8 HasBaHui), ANA POPMUPOBAHUS KaTaNoXHOro

Lwngpa

ofHa dneLu-kapTa

5,0
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11

OpanneBcKnx "
penbegHo-

onpeneneHue dopmara, Konm4yecTtBa
MNocKkoneYyaTHbIX JIMCTOB, XapakTepa MPUIOXKEHWUNA,
[TOYEYHbIX U34aHUn 1 penbedHo-rpadnyecknx nocobui

OJHO Ha3BaHune

5,0

12

onpeaerneHve n nepedvcrieHe Matepuarnos, UCMOSib30BaHHbLIX Npw
CO34aHUN  TaKTUMbHbIX  PYKOAEmNbHbIX  U3OaHWW;  MepecyerT
KonnyecTea CTpaHuL, NPUAOXEHUN, BbigBNeHne Apyrnx
XapakTepHbIX 0COBEHHOCTEN LOKYMEHTOB

OOHO Ha3BaHune

5,0

13

nepecyeT  MNPUMOXEHUN,  BbiBNEHUe
0COBEHHOCTEN NIIOCKONEYaTHOIO JOKYMEHTA

APYIMX  XapaKTepHbIX

O[HO Ha3BaHue

3,0

MpeameTnsaumsa JOKYMEHTOB:

14

npeamMeTn3aums JOKYMEHTOB C MCMOMb30BaHWEM PyOpuK neyvaTHoM
KapTO4KkM; NpOBEpKa COOTBETCTBUSI PYOPUKM MevaTHOW KapTOYKU
npegMeTHOMY KaTanory

O[HO Ha3BaHue

3,0

15

npeamMeTusauns LOKYMEHTOB MPW OTCYTCTBMM MeYaTHOW KapTOYKM;
03HaKOMIIEHUE C JOKYMEHTOM, onpeaeneHne pyGpurku

OAHO HasBaHue

6,0

16

COCTaBleHne HOBbIX MpeaMETHbIX pPyGpuk U noapybpuk;

nepeHeceHne Ha KapToYKM CryKeGHOM KapToTeKu

OflHa KapTo4Ka

2,0

17

penakTMpoBaHMe npeaMeTHOW pyopuKku; npoBepka MpaBMIbHOCTU

npep,meTHon py6p|/|KV|, TOYHOCTU HanncaHusa

OflHa KapTo4Ka

1,0

lMpumeYaHre: K Hopmam BpeMEHM NMPUMEHSIOTCSA NOBbILWALLME KO3(PPULNEHTDI:
- Mpu cocTaBneHun oumbnuorpadumyeckoro onncaHus Ha OOKYMEHTE, Ha TUTYNIbHOM JIMCTE, Ha KOTOpPbIX
YaCTUYHO OTCYTCTBYIOT AaHHble Anis bubnuorpaduyveckon 3anncu - 1,2;

- Npy 6MbnmoTeyHo 0OpaboTKe HOTHbLIX n3gaHun - 1,5;
- Npy paboTe ¢ JOKYMEHTaMUN Ha MHOCTPaHHbIX A3blkax - 1,2.

3.4. OpraH1saumsa n BegeHue Kkatanoros

Tabnuua 45
N n/n HaumeHoBaHuWe npouecca, onepauuun. CoctaB paboTbl EaovHuua Hopma
U3MEepeHNss  |BPEMEHU, MUH.
1 2 3 4
OpraHusaumsa andaBuUTHbIX KaTanoros (NfockoneyaTHbIX KHWF, HOT,
rpaMniIacTUHOK):
1 |nopbopka kapToyek no andasuty hamunuii asTOpoB UNn 3arnaBui| ogHa KapTodka 0,2
A5l paccTaHOBKU
2 |paccTaHoBKa npeaBapuTenbHO NoJobpaHHbIX KapTodek OfjHa KapTo4ka 0,3
3 |pemakTvpoBaHMe KaTanora; MnpoOBepka pPacCTaHOBKM KapTo4yek, OfHa KapTodka 0,5
NpaBUibHOCTM 0OOABOYHBIX U CCbINIOYHbLIX KapTodek, MCMpaBrieHne
OLLIMBOK
4 |HanvcaHue pasgenuTens Ansg karanora, ykasaHue OykBbl, criora OOWH 0,6
pasgenvrenb
5 |paccTtaHoBKa pasgenuTenen B kaTarnore; nogdoopka pasgenutens no OOViH 0,3
andaBuTy; MOUCK MecTa pasgenvTensi; NpoCTaBneHne pasgenuTens |  pasgenvrenb
6 |[npoBepka pacCTaHOBKM pasdenuTenem; ncnpaenenne owmnbok OAVH 0,3
pasgenvrenb
OpraHM3aLms CUCTEMaTUYECKOro Katanora ninockoneyaTHbIX KHUr
7 |nogbopka KapTodek Mo MHAEKcaM, BHYTPM pasgena no andaButy| ogHa KapToyka 0,3
dbamumnmi aBTOPOB UM 3arnaBun 4Ns pacCTaHOBKM
8 |paccTtaHoBKa npefBapuTEnbHO Nogo6paHHbIX KAPTOYEK OfHa KapTo4yKa 0,3
9 |pemakTMpoBaHWE KaTarnora; npoBepka MPaBUIbHOCTUM HAMOMHEHMs| OAHa KapToyka 1,0
pasfenoB Katanora no coaepXkaHuio, MHOeKcauuMm U paccTaHoBKe,
ucnpasneHve ownbok
10 |peknaccudpmkauma kaTtanora; MCNpaBreHne WHOEKCOB, BHECEHWe oaHa KapTouka 6,0
nucnpasneHumn B andgaBuTHbIN KaTanor
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11 HanucaHnve pasgenuTens Ans KaTanora; ykasaHwe HavMeHOBaHWS OOWH 0,5
pasgena, nogpasgerna v VHbIX pasgenuTenen pasgenvrernb

12 |paccTaHoBKa pasgenutenen B KaTtanor; nogbopka No MHAeKcaMm, OaViH 0,3
NOVICK MecTa, NOCTaHOBKa pasgenuTens pasgenvrenb

13 |npoBepka paccTaHOBKM pasgenuTernen, ucnpaeneHne owmbok OAVH 0,3

pasgenvrenb

OpraHusaumss  cuctemaTnyeckux katanoroB  ("roeopswux” u
penbedHO-TOYEYHbIX KHUI, KHUF MO MYy3blKE WM HOTHBbIM W3OaHWUSM
penbedHO-TOYEYHOrO LWpudTa):

14 nopbopka KapToYek, OPOPMIIEHHBIX  ABYMS WwpndTamy| ofHa KapTodka 1,0
(MnockonevaTHbIM U penbedHO-TOYEYHbIM), MO MHAEKCAM, BHYTpWU
pasgena no andasvTy amMunuini aBTOpoB MMM 3arnasui  Ans
pacCcTaHOBKU

15 |paccTaHoBka npeaBapuTensHO nogobpaHHbIX KapToyek, ofHa KapTo4ka 4,0
0OPMIIEHHBIX ABYMS LLUpUdTaMu

16 |pepakTupoBaHue KkaTtarnora; npoBepka MNpPaBUIbHOCTU HaMoNHEHWs| oaHa KapTouka 0,5
pasfenoB kaTanora No coaep)XaHwo, UHOeKcauum u paccTaHOBKe
KapToyek, ucnpaeneHne owmbok

17 |peknaccudpukaums kKaTanora; WUCNpaBneHWe WHOEKCOB, BHECEHWE| oOHa KapTouka 6,0
ncnpaeneHun B andaBuTHbIN KaTanor

18 |HanucaHue pasgenuTenst Ans KaTtanora; ykasaHue HavMeHOBaHUs OOWH 1,0
pasgena, nogpasgena pasgenvrernb

19 |paccTaHoBKa pasgenutener B katanore; nogbopka no MHAOeKcam, OaViH 0,3
NOVICK MecTa, NOCTaHOBKa pasgenuTens pasgenvrenb

20 |[npoBepka pacCTaHOBKM pasgenvTenem, ncnpaBreHne owmnbok OAVH 0,3

pasgenvrenb

PaboTta ¢ MakeToM nnockonevyaTHOM KaTanoXXHOW KapTOYKK:

21 [npounTbiBaHME He3psvyeMy paboTHMKY TEeKcTa MrockonevyaTHOW OAHO Ha3BaHue 12,0
KapTOYKM

22 |BHeceHue B MakKeT MIIOCKOMevYaTHOM KapToukn Gubnuorpadudeckor| oaHO Ha3BaHue 12,0
3anucu penbedHO-To4EeYHbIM LUPUGTOM

23 |[nepeHeceHne gaHHbIX O dhannax C XeCTKOro Aucka Ha KatanoXxHble| OOHO Ha3BaHue 4,0
KapTOYKU

24 pepakTvpoBaHue  aneMeHToB  bubnwuorpadmdeckon  3anucu, OAHa 3anucb 0,3
BbIMNOSIHEHHOW  penbedHO-TOYEYHbIM  LIPUGTOM;  UCNpaBneHue
OLLUMBOK
OpraHusauns Tonorpadu4eckoro katanora:

25 [nogbopka kapTodek No CTPYKTYPHbIM nogpasgerneHvsam (oTaenam-| ofHa kapTodka 0,2
boHgoaepxaTensm)

26 [nogbopka KapTo4Yek No MHBEHTAPHbLIM HOMepaMm OfJHa KapToyKa 0,2

27 |paccTaHOBKa NpeaBapuTenbHO NogobpaHHbIX KapToyek OfiHa KapTo4Ka 0,2

28 |pegakTnpoBaHWe KaTanora; npoBepka NpaBMMbHOCTU PacCTaHOBKM| OOHa KapTouka 0,3
KapToyek U pasgenuTenen; ncnpasneHne oLWmnoKu

29 |HanucaHue pasgenqTens Ans kaTanora; NOCTaHoBKa pasfenuTens B OOVH 0,3
kaTanor pasgenvrenb
N3batue n3 KapTOYHbIX KaTanoros (andaBuTHOrO,
cMcTeMaTMyeckoro, TonorpacmMyeckoro) KapTodek Ha MCKIIOYEHHbIE
13 6mbnmnoteyHoro oHaa AOKYMEHThI:

30 |perucTpauus akta Ha CnucaHue B KHUre yyeTa OIVH aKkT 3,0

31 ouck  kapToukMm  (OCHOBHOW, [0OaBOYHOM);  3a4YepKkMBaHWE OfHa KapTodka 1,5
CMUCBbIBAEMOIO MHBEHTApPHOrO HOMEpa, WHBEHTApHOrO HoMepa
CMNCBLIBAEMON KHUMM U3 KOMMSeKTa perbedHO-TOYEYHOro WpudTa
(PTLU) B COOTBETCTBYHOLIEM WHBEHTApHOM HOMeEpe; yaaneHue
KapTOYKU

32 [nogcyeT KonMuyecTBa WU3bATBHIX KApTOYEK M3 CUCTEMbl KapTOYHbIX| OAHa KapTodka 0,1

KaTaJioroB 1 KapToTeK; 3anncb B KHUIY y4eTa
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MepeagpecoBka JOKYMEHTOB:
33 |peructpauus akta nepegayn JOKYMEHTa B KHUre yyeta OOVH aKT 3,0
34 [novck KapTOYKKW, MWCMpaBieHWE MecTa XpaHeHUs [OOKYMEHTa; OfHa KapTodka 3,0
BO3BpaLLEHNE KAapTOYKM B KaTanor
[TexHn4yeckasi 06paboTka JOKYMEHTOB:
35 HakneuBaHWe KapMallKOB Ha [OKYMEHT Ha OyMakHOM HOcuTene; oAuH KapMallek 1,0
HanMcaHWe Ha KapMallKe MHBEHTApHOIO HOMepa, MecTa XpaHeHus
36 |[HanucaHue Wndpa Ha 00noXKe, TUTYNIbHOM NIUCTE AOKYMEHTa OAVH OOKYMEHT 0,8
37 BNoOXeHne KHUKHOro oopmMyrnsipa B KapMallek, KOHTENHEP OANH hopmynsp 0,1
38 [poBepka u ucnpasneHve WMdpa Ha ITUKETKaX ayanoBU3yanbHbIX| OAUH OOKYMEHT 0,5
[JTOKYMEHTOB Ha aHanoroBbIX U LMGPOBbIX HOCUTENAX
39 [cocTaBneHne nroOCKoneYyaTHOM 9TUKETKM Ha ayauoBuayarbHble OAWMH OOKYMEHT 5,0
MOKYMEHTbl Ha aHanoroBbiX M LMPPOBbLIX HOCUTENSX; MpPOBEpPKa
Banucu, ncnpaeneHve ownbok; pacneyaTka
40 |nogbopka OOKYMEHTOB MO MECTY XpaHeHus; nepedadya OOKYMEHTOB| OOWH OOKYMEHT 1,0
C KaTanoXHbIMN KapTOYKaMM N KHXKHbIMK bopMynsapaMn B OTAENbI-
boHgoaepxarTenu
41 loTMeTKa B KHUre y4yeTa o0 nepegaye napTmm JOKYMEHTOB ofHa naptus 3,0
OpraHusauns 1 BeaeHue SNeKTPOHHOro Kartanora
Popmuposanune n Beog B b AC bubnuorpaduyeckunx sanucem ofHa 3anucb
[MnockoneYaTHbIX N3aaHum:
42 npy OTCYTCTBUWM MNEYaTHOW KapTOYKM W aHamnormyHblX 3anucen B 6,0
PNEKTPOHHOM KaTanore
43 Nnpy HanMuuUM MevYaTHOM KapTOYKM UMM aHanoru4HbIX 3anncen B 4,0
PNEKTPOHHOM KaTanore
44 npyn pononHuTenbHow paboTe C aHHOTauMen (MoWcK aHHoTauun B 15,0
"IHTepHeTe", peaakumsa aHHoTauum)
PenbedHo-To4eYHbIX N34aHNIA:
45 [6e3 BBOgA aHHOTaUUK 4,0
46 |npv gononHuTenbHON paboTe ¢ aHHOTaUMeEN 15,0
47 M3paHuii Ha KacceTax 4,0
48 3paHMn Ha ONTUYECKUX AMCKaX 5,0
49 3gaHui Ha donel-kapTax 15,0
50 |c xecTkOro gucka 3,5
51 penbedHo-rpadunyecknx nocodmn 7,0
52 [TakTUNbHbIX PYyKOAENbHbIX N3AaHWU 25,0
53 |cocTaBneHue aHanUTUYecKon 3anucu OfHa 3anucb 5,0
54 pocnucb copepXaHus COOPHMKOB, HamneyaTaHHbIX penbedHO-{ OoauH COOPHUK 25,0
TOYEYHbIM LIPUATOM
55 |cocTtaBneHue 0o6aBOYHbIX U CCbINOYHbIX ONMUCaHUIA 0[HO onucaHue 1,0
56 |pemakTnpoBaHue ~ Gubnuorpadumyecknx  3anucen; npoBepkal oAHa 3anucb 1,0
NpaBWUbHOCTY 3MIEMEHTOB 3anNUCen; BHECEHNE N3MEHEHW
57 [coctaBneHne K BBOA B 9MEKTPOHHBLIA KaTanor HOBbIX PpyOpuK, OAHa 3anuch 0,5
nogpy6puK, NnepcoHanumn
58 [BbiBOf GUGNMOrpacdryecknx 3anmcemn Ha aKkpaH OfHa 3anuchb 15,0
PopmaTtmpoBaHMe 1 pacnedaTka KapToyek U y4eTHbIX hopm
PopmaTtmpoBaHMe 1 pacneyvaTka KapToyek: OfHa KapTo4ka
59 locHOBHasa Anga andaBUTHOMO Katasnora 2,3 Cex.
60 |nobaBo4yHasa ans andaBUTHOrO KaTasnora 1,0
61 [ccbinovHas ansa andgaBUTHOMO KaTanora 1,0
62 |ons Tonorpadunyeckoro katanora 0,7
63 [dhopmMaTupoBaHue 1 pacnevaTka MakeTa KapToyku (MriockoneyaTHasi  OOWMH MakeT 1,5
3anucb) Ang cucTemMaTMYeckoro katanora "ropopsilumx” n penbedHo- KapTOouKmn
[TOYEYHbIX JOKYMEHTOB
64 |pacnedaTka KHWKHbIX opMynsapoB OAVH dhopmynsap 0,2
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Tabnuua 46

65 pnpeneneHne ak3eMNNSPHOCTM (MO KONMYECTBY KHUT B KOMMIEKTE) M| OOHO Ha3BaHWe 0,7
pacnedaTka hOpMynsipoB ANs M3OaHWIN, HanevyaTaHHbIX pernbedHo-
[TOYEYHbIM LIPUATOM
PeTpocnekTnBHOE MOMNOMHEHWE ANEKTPOHHOIO KaTanora:
66 [novck B andaBWTHOM KaTtanore niocKoneyaTHbIX KHUM KapTodkM ANl OfHa KapTodka 0,2
BBoga B b1 AC
67 BBOA CBeAEHWI C MAOCKOMNeYaTHOW KapTOYKM B COOTBETCTBYIOLLME| OAHO HasBaHue 2,0
nonsi Gubnuorpadumyeckon 3anvcm B b AC
68 [nouck No yyeTHbIM [OKYMEHTaM M TonorpaguyeckoMy KaTasnory| OAHO HasBaHue 2,0
CBEOEHWUA, OTCYTCTBYHOLIUX B MNSIOCKOMNEYaTHOM KapTouke; BBOL
HanMaeHHbIX cBeaeHnin B COOTBETCTBYIOLLME nonsi
nbnuorpacdumyeckon 3anucm B b AC
69 |npoBepka npaBuIbHOCTU Brbnmorpadmyeckomn sanmcu OOHO HasBaHue 0,5
70 BosBpaT B andaBuTHbIM  KaTanor  MNIOCKOMeYaTHbIX  KHWI OfHa KapTodka 0,2
0TPabOTaHHOW KapTO4KM
N3baTme Gubnuorpadumyeckor 3annucu u3 aneKTpOHHOro Kartanora:
71 |peructpauus akta Ha cnnMcaHne JOKYMEHTOB B KHUre yveTa OfIVH aKT 3,0
72 M3bATME U3 3NEKTPOHHOro Katamnora dubnuorpaduyeckux sanucer| ofHa 3anucb 3,0
Ha VUCKIMHYEHHble N3 BubnMoTeyHoro dhoHAa JOKYMEHTbI
73 |[noacyeT KonMMYecTBa M3bATLIX M3 ANEKTPOHHOrO KaTanora 3anucen; ofHa 3anucb 0,1
3anucb B KHUTY yyeTa
3.5. PopmupoBaHme 6a3 gaHHbIX 3BYKOBbIX (hannos
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
M3MEPEHNs]  |[BPEMEHU, MUH.
1 2 3 4
KoHBepTupoBaHMe ayaMoOOKYMEHTOB C KPUMTO3ALUMTON C XKECTKOro|
jaMcka B nporpammbl Ans paboTbl ¢ "roBopALMMN KHUramm'":
1 lonpeneneHne Hanuuus OOKyMEHTa B nporpamme ans paboTbl C| OOHO Ha3BaHue 0,05
"roBopAWMMY  KHUramun"; M3MeHeHue HacTpoeK nporpaMmmsel Ans
paboTbl ¢ "roBopsALmMMM KHUramm"
2 3BanonHeHue KOp3vHbl JOKYMEeHTaMu OOHO Ha3BaHue 0,04
3 |co3gaHme NpoMEeXyTOYHOWN Nanku Ans KOHBEPTUPOBaAHUS oHa narnka 1,0
4 |KOHBEpTUpOBaHME OTOBPaHHbIX [OOKYMEHTOB B MPOMEXYTOYHYK| OOHO Ha3BaHue 0,03
nanky
5 KoHBepTMpOBaHWE [OKYMEHTOB W3 MPOMEXYTOYHOW MankM B OAHO Ha3BaHWe 0,08
nporpaMmmbl Ang paboTsl ¢ "roBopsawmnmMm KHUramm"
KoHBepTupoBaHne ayaMOdOKYMEHTOB C OMNTUYECKUMX [OUCKOB B
nporpaMmmbl Ans paboTsbl ¢ "roBopsaWnMMM KHUraMm'":
6 [NoucKk OOKYMEHTOB B MporpamMmax gnsi paboTbl ¢ "roBopsiliMMM| OAHO Ha3BaHWe 0,05
KHUramu"
[MoaroToBKa JOKYMEHTa K KOHBEPTUPOBAHUIO:
7 |konupoBaHWe OOKYMeHTa C aucka OAVH Yac 0,12
3BYyYaHus
8 |[koHBepTUpOBaHWE JOKYMEHTa BCNoOMOraTenbHOW NporpamMmmon OAVH Yac 1,1
3BYYaHus
9 [Npu OTCYTCTBMM Ha3BaHUS [OKYMEHTa O3BYyYMBaHWE Ha3BaHWs] OOHO Ha3BaHWE 2,0
cpegcTesamu
10 BBanonHeHue y4deTHOW OpMbl BBOOMMOIO [OKYMEHTa (C y4eToM| OOHO Ha3BaHue 20
BpeMeHM Ha nouck aHHoTaumm B "WHTepHeTe", nHpgekca BBEK B
PNEeKTPOHHOM KaTarore) Ans KOHBEPTUPOBaHWS B MporpamMMbl A5
paboThl ¢ "roBopsALMMN KHUramm"
11 [KOHBEpTMpOBaHWE B nporpammbl Ansi pabotbl C "roBopsLMMU 100 M6 4,1
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KHUramu"
KoHBepTupoBaHMe ayavooOKYMEHTOB C KpUMNTO3aAWMUTOMW C CcanTa
OpraHusauumn-napTHepa B nporpammbl Ans paboTbl ¢ "roBopsLMMUY
KHUramm":
12 lonpeneneHne Hanuuusi OOKyMeHTa B nporpamme Ans paboTbl C| OOHO Ha3BaHue 0,05
"roBOopsALLMMN KHUrammn"
13 |ckaumBaHMe JOKYMEHTOB C canTa 1 M6 0,2
14 |pasapxuBnpoBaHWe JOKYMEHTOB 1 M6 0,2
15 [BanonHeHne y4deTHOM OpMbl BBOOUMOrO OOKyMEHTa (C y4YeToM| OOHO Ha3BaHue 0,3
BpeMeHW Ha nouck aHHoTaumm B "WHTepHeTe", nHpgekca BBEK B
PNEKTPOHHOM KaTariore) Ans KOHBEepTMPOBaHMSA B Mporpammbl Af1s
paboTbl ¢ "roBopsALmMMM KHUramm"
16 [KoHBepTUpOBaHMe B MnporpaMmmbl Ans paboTel C "roBopswMMU 100 M6 4,1
KHUramm"
[MogroToBKa cnmcka HOBbIX MNOCTYNNEHWN (popMaT JOKYMeEHTa):
17 Bbirpy3ka kaTanmora nporpaMmmbl Ans paboTbl € "roBopswMMy| OAHa BbIrpyska 4,0
KHUramm"
18 [Bbirpy3ka un3 panna OOKYMEHTOB, MOCTYMMBLUMX 3a ONpeferieHHbI| OaHa Bbirpyska 20,0
BPEMEHHOW MHTepBan (Mecsy, KBapTan, roa)
19 |yoaneHne nUWHUX WMHGPOPMALMOHHBIX MNOMen B CnMcKe HOBbIX|OAMH cnucok (150 10,0
NOCTYMMEHNA - 200 Ha3BaHuN)
20 konuposaHue parina u3 dpopmarta 6] AC B dhopmaT JOKYMEHTa OAWH CNUCOK 1,0
21 [npeobpasoBaHWe [OKyMeEHTa B dopmMaTe [OKyMeHTa Ans 40 Ko 6,0
nocnegywwero pasMeLLeHns Ha cante
O3By4MBaHME cnucka HOBbIX MOCTYMSIEHUI CUHTE3ATOPOM PeYK:
22 BbIrpyska kartanora mnporpaMmmbl gns paboTtbl C "roBopsilMMKM OfHa BbIrpy3ka 4,0
KHUramu"
23 Bbirpyska u3 davina dopmata b AC JOKYMEHTOB, NOCTYNMBLUMX 38 OAHA BbIrpy3Ka 20,0
onpefeneHHbli BDEMEHHOW UHTepBan (Mecsl, KBapTtan, rog)
24 \ypaneHve nULWHUX WHAOPMAUUOHHBIX MOMe B CAUCKE HOBbIX  OOWH CMUCOK 10,0
NOCTYNNeHnn
25 konupoBaHue carina n3 popmarta b1 AC B oopmaT JOKyMEHTa (150 - 200 1,0
Ha3BaHWUN) OOUVH
CMUCOK
26 |[npeobpasoBaHne AOKymMeHTa B popmarte [OoKymMeHTa B dhopmy, 40 K6 6,0
YBOOHYI0 4N 03BYYMBAHWUS CMHTE3aTOPOM peyn
27 |pa3buBka JOKyMeHTa B popMaTe JOKYMEHTA Ha NpeanoXeHus 40 K6 80,0
28 p3ByuMBaHWe [OKyMEHTa B nporpamme Ans YTeHus  BCNyX 40 K6 3,0
rekcToBblX hannos ("banabonka" n gpyrue)
29 pasmeLleHne 03BYYEHHOrO CNMcKa HOBbIX NOCTYMNIEHUN Ha canTe oauH cnmcok (150 15,0
- 200 Ha3BaHuN)
30 KoHBepTUpOBaHWE 03BYYEHHOro Cnucka B MporpaMmbl Ans paboTbl ¢ OAMH CMNCOK 1,0
'rosopsALLMMY KHUramm"
3.6. Pabota ¢ poHgom. PaboTta no npuemMy LOKYMEHTOB
Tabnuua 47
N n/n HanmeHoBaHne npouecca, onepaunn. CoctaB paboTtbl EavHnua Hopma
N3MEPEHNs]  |[BPEMEHU, MUH.
1 2 3 4
[Mpuem JOKYMEHTOB B CTPYKTYPHbIX NOApasfgeneHmnsx
Mpuem OOKYMEHTOB W3 OTAeNna aBToMaTu3npoBaHHOW 06paboTky| ogHa napTus
MOKYMEHTOB " opraHusaumm KaTarnoros, cBepka C
conpoBoanTENbHBIM JOKYMEHTOM:
1 [ -25 ak3emnnspoB 10,0
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2 |26 - 75 ak3eMnnsapoB 30,0
3 |peructpauus HOBbIX MOCTYNMAEHWA Nepuoanyeckux usgaHui, OAWH AOKYMEHT 0,5

NpocTaBrieHNe OTMETKN B PErMCTPALMOHHON KapTOTEKe
4 |npocTtaBneHue Lwremnens unm oTMeTKa CTPYKTYPHOIO OAWH OOKYMEHT 0,5

nogpasgeneHns Ha JOKyMeHTe

Mogbopka JOKYMEHTOB ANS pacCTaHOBKM B hoHAE

Mogbopka JOKYMEHTOB MO BUAAM U3OaHUN: OLVH OOKYMEHT
5 |nnockonevyaTHble N3gaHUS 0,07
6 |penbedHO-TOuEeYHbIE N3aaHNA 0,08
7 ['roBopsilume" KHUMM Ha KacceTax 0,1
8 [M3gaHus Ha ONTUYECKMX AUCKax 0,07
9 Wm3gaHusa Ha dnel-KapTax 0,07
10 |penbedHo-rpadmryeckne nocoodms 0,08
11 [TakTuUnbHblE pyKOAErNbHbIE N30aHus 0,1
12 |nogbopka KOMMNNEKTOB penbedHO-TOYEYHbIX KHUT MO Ha3BaHWUSIM OAWNH KOMMNMEKT 2,0
13 |nogbopka [AOKYMEHTOB MO  KNacCUUKAUMOHHBIM  MHAEKCAM, OOWH OOKYMEHT 0,3

@BTOPCKOMY 3HaKy

Mogbopka nepuogudecknx wmsgaHunm no andaBuTy Has3BaHWUSM, OOWH OOKYMEHT

rogam, Homepam:
14 |nnockonevaTHble U3gaHus 0,07
15 |penbedHO-To4eYHbIE N3aaHNs 0,08

PaccTaHoBka 6ubnmnotevHoro dooHga

paccTaHOBKa [JOKYMEHTOB Ha CTeflaxax B CUCTEMAaTUYeCKO-| OAMH OOKYMEHT

andaBUTHOM MopsaKe:
16 |nnockoneyaTHble N3gaHns 0,08
17 |penbedpHo-ToYeYHbIE N34aHWsA 0,11
18 ['roBopsLwMe" KHUMM Ha KacceTax 0,1
19 M3gaHMs Ha ONTUYECKUX ANCKaxX 0,1
20 m3gaHus Ha criell-kapTax 0,1
21 |penbedHo-rpadurdeckme nocobms 0,11
22 [TaKkTunbHble pyKogenbHble n3gaHus 0,11

PacctaHoBka nepuognyeckux wusgaHui no andasuTy HasBaHWA,| OOWH OOKYMEHT

rogam, Homepawm:
23 |nnockoneyaTtHble U3gaHus 0,1
24 |penbeHO-TOYEYHbIE N3aaHNs 0,13
25 |packnagka raset no HasBaHWsIM, NpoKanbiBaHUE ObIPOK, BIIOXXEHNE B OAHa nanka 10,0

KapTOHHYIO 0BnoXKy (nanky), NpoLHYpoBKa, odopmieHne obrnoxkum

(Ha3BaHue, rog, HoMep, MecsL)

[MpoBepka nNpaBWMBHOCTM PACCTaHOBKM AOKYMEHTOB B OTAErbHbIX| MaccuB hoHAa

MaccuBax oHaa:
26 1 - 200 gOKyMEHTOB 30,0
27 201 - 400 gokymMeHTOB 60,0
28 |nepemelleHne (nepeHeceHne) AOKYMEHTOB Ha cBoboaHble MecTa OfjHa nonka 5,0

OdopmneHne, HaNMcaHue NONOYHbIX pasgenuTenein: OAVH

pasgenutens

29 |onga cuctemaTuyeckon paccTtaHoOBKU poHaa 4,0
30 |gpns andgpaBUTHOM paccTaHOBKM dhoHAa 3,0

3.7. Paborta ¢ poHgom. PaboTta no coxpaHHocTu choHaa

Tabnuua 48
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
N3mMepeHnst BPEMEHU, MVH.

1 2 3 4

Elifoéiioaiolépn

www.consultant.ru

iaaaeiay idaaiaay ilaaadeéa



idésac Ieidoeiiosdh Dififiéé 16 30.12.2014 N 2477
"Ta 60aadeadiee oeilalio Todafiéaans 1ol ododa ia daalod, aniieiyaiaa a ae...

A7861aio 18a4iioaasdi Elifideicaiole

Aaoa mdaaidiey: 26.10.2016

[MpoBepka 6ubnmoTeyHoro oHaa:

A@HanornM4yHbIX nNoBpeXaeHHOMY; Oq.)OpMJ'IeHI/Ie OOKYMEHTOB A5

nepegayv Ha pectaspaumio

1 |HanMcaHWe KOHTPOIbHOrO TarioHa Ha AOKYMEHT; yKka3aHue Ha HeM|  OAWH TaroH 2,0
WHBEHTApHOro Homepa, wudpa, daMmunun, WHULMANoB asBTopa,
3arnaBewus, roga, MecTta u3gaHusi, LeHbl, MecTa XpaHeHus
2 pTMETKa O MpoBepke [OOKYMeHTa Ha dopmynsipe, KOHTEWHepe, OAWH OOKYMEHT 0,2
06N0oXKe JOKYMEHTa
Mogbopka KOHTPONbHbLIX TAaNOHOB: OOMH TanoH
3 |n0 nHBEHTapHLIM HOMEepam 0,8
4 |no andaBuTy pamMmnnunin asTOpoB UIN 3arnasun 0,13
5 |no knaccudurkauMoHHOMY MHOEKCY 0,1
6 [cBepKa KOHTPOSIbHbIX TarlOHOB C WHBEHTAPHOW KHWUIOW; OTMeTKa| OoAWH TarnoH 0,5
NpOBEPKW HA TanoHe N B UHBEHTAPHOW KHUre
7 |cBepKka KOHTPOSIbHbIX TaflOHOB C YYeTHbIM WU  andaBuUTHLIM,  OOWH TanoH 0,5
ronorpadomMyecKnM Katanoramu; OTMETKa MPOBEPKU HA TanoHe U B
Katanore
8 |npocmoTp  hopMbl  MHOMBMAYANBHOMO  y4yeTa,  BbISIBNEHWE OAWH AOKYMEHT 0,5
JOKYMEHTOB, HE MpoLleLLInX NPOBEPKU
9 [cocTaBrneHve KapToYKM Ha JOKYMEHT, He MpoLueilwnin NpoBEepKM OAVH JOKYMEHT 1,0
10 |nOMCK [OOKYMEHTOB, He MpOLIeALnX MPOBEPKU, MO Pa3nU4YHbIM| OAWNH AOKYMEHT 50
ly4eTHbIM (bopMaM, KapToTeKkaM, XXypHanam, KHUKHbIM NOonKam
CocTaBneHue cnucka HegocTalLlmx B oHAe JOKYMEHTOB: OfIMH CMUCOK
11 |1 BOKYMEHT 1,0
12 2 - 10 JOKYMeHTOB 10,0
13 [11 - 25 gokymeHTOB 22,0
OT60op AOKYMEHTOB AN U3bATUS U3 hoHAa
[MpocMOTp AOKYMEHTOB Ha NpeaMeT nsbaTus 13 poHaa: OLVH OOKYMEHT
14 |HenpodunbHbIX 0,7
15 |nybneTHbIX 0,3
16 |ycTapeBLIMX NO coaepKaHmIo 0,7
17 |BeTxux 0,2
18 |Manoucnonb3dyemMbliX, HEUCMNob3yeMbiX 0,5
[MoaroToBKa JOKYMEHTOB K aKTUPOBAHMIO:
19 nogbopka AOKYMEHTOB B NapTUM MO MPUYUMHAM U3bATUS; CBEpKa C| OAMH JOKYMEHT 0,08
KHVXHBIM DOpMYNsipoM
20 [nogbopka KHWKHbIX (OPMYNSPOB Ha [OKYMEHTbl B MOPSAKE 04vH hopmMynsap 0,07
WHBEHTApPHbIX HOMEpPOB, andasuTa, XypHamnbHble - NO rogam wu
HoMepam
CocTaBneHue crnvcka K akTy BblObITUSI (Mepedaydun), nogcyeT obLuen OOVH aKT
CyMMbI, OpOpMIIEHNE aKTa:
21 |1 gokymeHT 1,0
22 2 - 10 BOKYMEHTOB 10,0
23 [11 - 25 OOKYMEHTOB 24,0
MogroToBKa AOKYMEHTOB HA ByMaXXHbIX HOCUTENSIX AnNsi nepenneta
OTOOp [OOKYMEHTOB Anfsi nepensfieta; nNpoBepKa COCTOSIHWUS| OAMH OOKYMEHT
[IOKYMEHTa; 3anoSIHeHue (CBepKa) KHWKHOro dhopMynsipa:
24 |nnockonevaTHble JOKYMEHThI 2,0
25 |penbeHOo-ToYeYHble JOKYMEHTHI 3,0
26 [nogbopka KOMMIIEKTOB, CBsi3blBaHME B nNaykv; 0dOpMIIEHME| OOUH OOKYMEHT 0,5
[IOKYMEHTOB ANs nepegayv B nepennert
[MoarotoBKa K pecTaBpauuun "roBopswwMxX" KHUM Ha KacceTtax W
[IOKYMEHTOB, 3aN1CaHHbIX Ha ONTUYECKUX OUCKaX:
27 |oTOOp [OOKYMEHTOB [nsi pecTaBpaumn, MpoBepKa COCTOSIHUS| OAWH AOKYMEHT 3,0
[IOKYMEHTa, 3anosiHeHne (CBepka) KHXKHOro dhopmMynsipa
28 |[nogrotoBka OOKYMEHTOB K BOCCTAHOBIIEHUIO; MOAOOPKA JOKYMEHTOB,| OAWH AOKYMEHT 0,5
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PecTtaBpauunsi nnockoneyartHblX U penbegHO-TOYEYHbIX JOKYMEHTOB:
29 |nepennetHble paboThl OOVH JOKYMEHT 90,0
30 |BoccTaHoBneHue oTAernbHbIX NoBpPEXOEHHbIX CTpaHuu, OaHa CTpaHuua 30,0
HaneyaTaHHbIX pernbedHO-TOYEYHbIM LWPUGTOM (CKaHMpPOBaHWE,
pacno3HaBaHue, pefakTMpoBaHME, pacriedatka Ha OpanneBcKOM
npvHTEpE)
31 |Menkum pemoHT (MoAknenka HadopBaHHbLIX CTpaHwUL, nepennerta, OAWH AOKYMEHT 2,0
TUTYNbHBbIX JIMCTOB, KapMallUKOB, SPJSIbIKOB, 3aMeHa MpPYXXWHHOMO
nepenneta)
PecTtaBpauns OKYMEHTOB, 3anMCaHHbIX Ha ayauMokacceTax:
32 |BOCCTaHOBMEHME MOBPEXOEHHOro AOKYMEHTa C aHanorMyHoro Hal ogHa onepauus 5,0
cneumanbHOM o60pydoBaHUM B 3aBUMCMMOCTU OT TEXHUYECKOTQ
OCHaLLleHNs
33 |MEnkum pemoHT (3amMeHa HenpaBUIbHbIX CKreek, MOoAKNenka OOWH AOKYMEHT 50
pakopAa, 3TUKETOK Ha dyTnspax)
BoccTaHoBneHue yTpayeHHbIX/NOBPEXAEHHbIX [OKYMEHTOB,
3BanMCaHHbIX HA ONTUYECKMX ONCKaX:
34 [ckaHMpOBaHME AncKa CTaHAapPTHLIMU cpeacTBamm OAMH ONCK 2,0
35 CkaHMpOBaHME MOBPEXOEHHOr0 Oucka C  MCMNONIb30BaHMEM OOVH OUCK 20,0
cneLmanbHOro NPorpaMmmMHoOro obecnevyeHus
36 [Barpyska obpasa gucka B aBToMaTtu4eckui gybnmkarop OAVIH ANCK 3,0
KpaTHoe Bocnpoun3BegeHne OUCKOB: OAVIH ANCK
37 [rekcToBble hannbl 0,3
38 [3ByKoBble (hannbl 3,0
39 Bugeodannsl 6,0
[MpoBepka kayecTBa KONWUN: OAVIH ANCK
40 TekcToBble hannbl 1,0
41 B3BYKOBble hannbl 50
42 Bugeodansbl 5,0
[MprvemM AOKYMEHTOB Nocne pecraBpaLumu:
43 |cBepka MNOCTYMMBLUMX [OKYMEHTOB C KHWXHbIM (DOPMYNApOM, OOUH OOKYMEHT 1,0
npoBepka KayecTBa [OKYMEHTOB; BOCCTaHOBJIEHME 3arfaBuis,
HanMcaHve Wndpa Ha Sprblke, KOPELLKE JOKYMEHTA
Ob6ecnbinMBaHne doHaa:
44 lobecnbinMBaHne doHOa C MOMOLLLIO Mblflecoca; obecneveHne| ogHa Mepornorska 15,0
paboyero MecTa TEXHUYECKMMU CPEACTBaMU: MNbIIECOCOM, paboumm
CTONMKOM, CTPEMSIHKOW, BeApOM; MnpoBedeHne 0OecnbiMBaHus;
3aHeceHne TEXHNYECKNX CPEACTB HAa MeCTa XpaHeHWsI
45 |pyyHoe obecnbinMBaHne doHaa; obecnevyeHne pabovero MecTal ogHa Mepornorsika 10,0
TEXHWYECKMMWN CPEACTBaMMU: CTPEMSHKOM, pabounm  CTONMKOM,
TENEeXKon, BeOpoM, TPSAMKaMu; NPOTUPKA, 3aHECEHUE TEeXHUYECKMX
CPEACTB HA MeCTa XpaHeHus
3.8. Pabota ¢ poHaom. MNepeBog oKyMEHTOB B LUndpposon hopmar
Tabnuvua 49
N n/n HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl EaovHuua Hopma
n3mMepeHnst BPEMEHU, MVH.
1 2 3 4
OumdpoBKa [OOKYMEHTOB, HarneyaTaHHbIX pPenbedHO-TOYEYHbIM
LpndpTom:
1 |ckaHMpoBaHMe 1 pacno3HaBaHWe penbedHO-TOMEYHOro TeKCTa OflHa CTpaHuua 2,0
2 [coXpaHeHue ganna B TEKCTOBOM chopmaTe oaviH chann 0,5
PenaktnpoBaHne OTCKaHMPOBAHHOIO MaTtepuana B TEeKCTOBOM| ogHa CTpaHuua
penakrope:
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Tabnumua 50

3 XyOOXeCTBEHHbIN TEKCT 5,0

4 TexHudeckme W [pyrve creumanbHble TEKCTbl (HOTHad 3anuch, 40,0
MaTeMaTuka, MeguumHa, XMMmunsi)

OumndpoBKa JOKYMEHTOB, 3aNMCaHHbIX HA MAarHUTHOW JIEHTE:

5 |nepeBoa aHanoroBown 3anvucu B UndpoBon opmart OfHa 3anuchb 6,0

6 (bpaboTka 3anMcy Ha MarHNTHOW JNIEHTE Ha KaTyLlKaX; pecTaBpauus OAVH Yac 180,0
3ByKa 3BYyYaHus

7 |obpaboTka 3anMcy Ha MarHMTHOW JIeHTe Ha KacceTe; pecTaBpauus OAVH Yac 90,0
3ByKa 3BYyYaHus
OumndpoBKa JOKYMEHTOB, 3aNMCaHHbIX HAa rpaMnIacTMHKax:

8 |nogrotoBka rpamnnacTUHKM K 3anucy OHOrpamMmbl; yaaneHue ofHa 12,0
MbliM € MOBEPXHOCTM [PaMMNacTUHKM, CHATME CTaTMYEeCKOro| rpamMmniacTuHka
PNeKkTpmuyecTBa

9 Banucb oHOrpaMmbl rPaMMNIACTUHKA C UCNONb30BaHMEM 3BYKOBOIQ ofHa
penakropa doHorpamma
O6paboTka 3anMcaHHOM hOHOrpaMmbl: ofHa

doHorpamma

10 |nocTosiHHOE amnNNUTYyAHOE CMeLLeHre 5,0

11 |yoaneHue LWenykoB M MNOTPECKMBaHWMW C MOMOLLBID nnarvHa 10,0
@BTOMaTUYECKOro HaxoXaeHnsa 1 yaaneHs nogobHbIX LLenykos

12 ycTpaHeHue (POHOBbLIX LLYMOB 10,0

13 lobecneyeHne KayeCTBEHHONO U €eCTECTBEHHOro 3By4aHus ¢ 10,0
McnonbL30BaHNEM 3KBanansepos (rpaduyeckoro,
naparpadu4eckoro, napameTpu4eckoro)

14 Hopmanusauusi CBOMCTB 3BYKOBOro MaTepuana 5,0

15 |nogrotoBka 06paboTaHHOW OHOrpaMmbl K 3anMcyu Ha JUcKax; ogHa 20,0
paspeska 3BYKOBOro panna Ha Tpeku doHorpamma

16 [Banucb NOAroTOBMEHHOro ayauomaTepuana Ha AucK (C ydeTom OOVIH OUCK 12,0
BO3MOXHOCTM  KOHBEPTMPOBaHWsi  MaTtepuana B  copwmar
ayanodanna)

3.9. O6cnyxuBaHMe nonb3oBaTtenemn
N n/n HanmeHoBaHue npouecca, onepaumn. Coctas paboThl EavHnua Hopma
N3MEpPEHNsT  |BPEMEHU, MVH.

1 2 3 4
3anuck nonb3oBartenen B 6GubnunoTeky:

1 |npocMOTp AOKYMEHTOB MNoNnb3oBaTensa (MacropT, YNEeHCKUn Guner, OAVH 2,0
cTydeHdyeckui 6uneT, crnpaBka 006 WHBanMOHOCTM MO 3peHuio),| nonb3oBaTterb
npoBepka Hanuuus YYETHO-PErncTpaLoOHHON KapTO4KU
none3oBarens
3anonHeHne y4eTHO-perncTpaunoHHbIX AOKYMEHTOB NoMnb3oBaTens: | oanH oopmMynsap

2 |(dhopmMynsip Ha ByMa)kHOM HocuTene 5,0

3 PPNEeKTPOHHbIN dopMynsp 4,0

4 |pernctpaumoHHasa KapTodka 5,0

5 [TpaHCnopTHLIN NUCT 6,0

6 |noroBop obcnyxmBaHus (2 ak3emnnsapa) 7,0

7 [reTpagb perncrpaumm nonb3oBaTenen 1,0

8 |o3HakoMneHne Cc npaBuMnaMy  NOMb30BaHUA  BUBNMOTEKON, OaVH 20,0
CrpaBoYHbIM annapaTtoMm, HanMunem Apyrmx OTAEerNoB, nepedyHeM nornb3oBartesb
NpefocTaBNsgeMbIX ycnyr

9 |paccTaHOBKa PErMCTPaUMOHHBIX KAapTOYeK MOoNb3oBaTenen B OfHa kapTodka 1,0
KapToTeky

MepeperucTpaumsi nonb3oBartenen
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Monck wn BHECEHME W3MEHEHUN B YYETHO-PErMCTPALMOHHBIE]
[IOKYMEHTbI NONb30BaTens:
10 (dbopmynsip Ha ByMa)kHOM HocuTene OQIMH dhopmynsap 1,0
11 |BNeKTpPOHHbIN hopMynsp OQIMH dhopmynsap 1,0
12 |permctpaumoHHas KapToyka OfHa KapToyka 1,0
13 [TpaHCNOPTHLIN NIUCT OAVH NNCT 1,0
14 |goroBop o6cnyXvBaHus OAVH O0roBop ,0
3.10. CtaunoHapHoe obcnyxmBaHue nonb3oBaTenemn
Tabnuua 51
N n/n HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EavHnua Hopma
N3MEpPEHNsT  |BPEMEHU, MVH.
1 2 3 4
O6cnyxmBaHne nonb3oBaTtenen B otgenax aboHemeHTa: obero u
HOTHO-MY3bIKabHOrO:
1 mHdopmupoBaHMe nonb3oBaTenen o HOBbIX MOCTynneHusx; becegal opgHa 6ecena 50
C NONb30BaTeneM Yy BbICTAaBOK
Mopbopka pgokymeHTOB M3 boHoa oOTaena Ansa  Bblgauu
nonb3oBaTento:
2 n3gaHus, HanevaTaHHble penbedHO-TOYEYHbIM LWPUGTOM OAVH OOKYMEHT 3,0
3 ['roBopsime" KHUrM u My3sblkanbHble NPON3BeAEHNsI HA KacceTax OAVH OOKYMEHT 3,0
4 3gaHua Ha uUMGPOBBIX HOCUTENSIX WHopMaumu (aucku, nell- oAWH AOKYMEHT 1,0
KapTbl C KPUNTO3ALLMTON)
5 [rpamnnactuHKm OAVH OOKYMEHT 1,0
6 HOTHble uzgaHus (nnockoneyaTtHole 1 nNo cucteme bpanns) OAVH OOKYMEHT 2,0
7 M30aHWdA, HaneyaTaHHble  MfocKonmevyaTHbIM, B TOM  Yucne| OAWH AOKYMEHT 1,0
YKPYNHEHHBLIM, LUPUTOM
8 BByKoBble (havnbl u3 6a3bl  OaHHbIX  "TOBOPAWMX" KHUT  C oaviH chann 15,0
KpUNTOo3aLLunTomn
9 Banucb 3BYKOBbIX (PannoB "roBOPALMX" KHUF C KPUNTO3aLMTON Ha|  O4UH hann 10,0
bnew-kapTy nonb3oBatens C NpeaBapuUTENbHOM  MOArOTOBKOW
(o4mcTKOWM) chrel-kapThl NoNb30BaTENS
10 npemocTaBneHWe  MNOMb30BaTEM  HOTHBIX WM My3blKalnbHbIX| OAMH JOKYMEHT 2,0
TOKYMEHTOB ans npenBapuTeribHOro NPOUrpbIBaHMs,
NpocnyLwWnBaHNs B NOMELLeHUn otgena
[MpoBepka AOKYMEHTOB nepen Bblgavyen/mpuemMom Ha COOTBETCTBME| OOWH OOKYMEHT
M oTcyTCTBME AedEKTOB:
11 m3gaHus, HanevaTaHHble penbedHO-TOYEYHbIM LWPUGHTOM 1,0
12 ['roBopsiime" KHUMM U My3blkalbHble NPOV3BEAEHNs Ha KacceTax 3,0
13 M3gaHua Ha uMdpPOBLIX HOCUTENAX WHOPMaumMM (GUckn, dreLw- 1,0
KapTbl C KPMNTO3ALLUTON)
14 rpamMnniacTuHKM 1,0
15 |HOTHbIE M3gaHua (NnockoneyaTtHole 1 No cucteme bpanns) 1,0
16 M3gaHusi, Hane4yaTaHHble MOCKOMeYaTHbIM, B TOM  4ucChne) 0,8
YKPYMHEHHBbIM, LWPUATOM
17 |Bblgada OOKYMEHTOB NOMb30BaTeNto, OTMETKA O Bbldaye B KHWXKHOM| OAWH AOKYMEHT 0,7
hopmynsipe
OTmeTKa 0 Bblgave/npueme JOKYMEHTOB: OLVH OOKYMEHT
18 |B py4HOM pexume 1,0
19 |B aBTOMaTN3MPOBaAHHOM pexunme 0,7
20 [Npuem OOKYMEHTOB OT MOMb3oBaTensl, NMOUCK WU BKMNadka KHUXKHOMO| OAWH AOKYMEHT 1,0
dopmynsipa
[MpoaneHue cpoka Nonb30BaHUA JOKYMEHTaMM: OLVH JOKYMEHT
21 B py4HOM pexume 2,0

Elifoéiioaiolépn

www.consultant.ru

iaaaeiay idaaiaay ilaaadeéa



Norn

isecac lefeeio6da Dififiee 10 30.12.2014 N 2477 Afe6iaio i6aatnoassal Elifioéioaiols

"la 6oaadeadice oeiiato odaneaats iisi od6aa fa dadiol, alifeiyaiaa a &e... Aava ficsaiaiey: 26.10.2016
22 B aBTOMaTM3MPOBAHHOM pEXUME 0,7
KoHcynbTaums nonb3oBarens: ofHa
KOHCynbTaums
23 |no paboTe ¢ KapTO4YHbIM KaTarorom 5,0
24 |no paboTe € 3NEKTPOHHbIM KaTanorom 7,0
25 |no akcnnyartauuu TmnomarHutodoHoB, TudnodreLw-nneepos 10,0

OT6op 1 Nepefadva Ha BoCNpou3BedeHWE B crieumansHoMm dopmMare
bparMeHTOB NocKone4aTHbIX TEKCTOBbLIX U HOTHbLIX JOKYMEHTOB (MO
3anpocy nonb3oBaTtens):

26 [npuem 3anpoca OT nonb3oBaTens, nogdopka [OOKYMEHTOB, OAWMH AOKYMEHT 5,0
odopmMmIieHne 3akasa
27 [nogrotoBka [OOKYMEHTa K BOCMpPOM3BEAEHMO (MOWCK, 3aknagka ofHa cTpaHuua 2,0

bparMeHTOB, OLleHKa BO3MOXHOCTWU CKaHMPOBaHUS TeKcTa, Py4YHOro
Habopa HOTHOM 3anucu no cucteme bpanns)

O6cnyxrBaHne Nonb3oBaTenen B Y1TanbHOM 3ane:

28 WMHMOpMUPOBaHME O  HOBbIX  MOCTYMSEHUSX; becepa ¢ opaHa becepa 5,0
Nnonb30oBaTeneM y BbICTABOK, TEMATUYECKUX KHMKHBIX MONOK
Mounck JOKYMEHTOB MO 3anpocy Nnonb3oBaTtens B nogcobHoM doHae:| oanH SOKYMEHT
29 |no Bngam usgaHumi 3,0
30 |no onpepeneHHon Teme 4.0
[MpoBepka OOKYMEHTOB nepepn Bblaayen/mpueMoM Ha COOTBETCTBME| OOWH OOKYMEHT
M oTCcyTCTBME OE(PEKTOB:

31 M3gaHus, HanevaTaHHble penbedHO-TOYEYHbIM LWPUQTOM 1,0
32 ['roBopsiLme" KHUIrM Ha KacceTax 4.0
33 mM3gaHusa Ha UMAPOBLIX HOCUTENSX WMHAOpPMauuu (OUCKM, dneLu- 1,0
KapTbl)
34 WM3gaHuA, HaneyaTaHHble  MfocKonmevYaTHbIM, B TOM  4uUCne 0,8
YKPYMHEHHBIM LWPUATOM
35 [rakTunbHble pyKoAenbHble U3gaHng 1,0
36 |penbedHo-rpaduryeckmne nocodms 1,0
37 Bbljava JOKYMEHTOB Monb3oBaTento, OTMETKa O Bblaye B KHWKHOM| OAWH AOKYMEHT 0,7
dopmynsipe
OTmeTka 0 Bblgaye/npnueMe OKYMEHTOB: OOWH OOKYMEHT
38 B py4HOM pexume 1,0
39 B aBTOMaTM3MPOBaAHHOM pEXUME 0,7
40 npveM OOKYMEHTOB OT MOfb30BaTens, MOMCK W BKNadKa KHWXHOMO| OAWH OOKYMEHT 1,0
dopmynsipa
KoHcynbTaums nonb3oBarens: ofHa
KOHCynbTaums
41 |no paboTe C KapTOYHbIM KaTarorom 7,0
42 |no paboTe C 3neKTPOHHbLIM KaTarlorom 8,0
43 |no aKkcnnyataumm TMnomMarHMTogoHoB, TudnodgneLw-nneepos 10,0
44 |no osKkcnnyatauuu afanTuMBHbIX TUGMOTEXHUYECKUX CcpeactB W 20,0
nporpamm
45 no aKcnnyatauuMm  KOMMNbIOTEPHOM TEXHWUKM W NPOrpamMmMHOro 20,0
obecneveHns
PaboTa ¢ yTeLom:
46 |npepBapuTenbHas 3anvcb Nonb3oBaTtens K yteuy 0JHa 3anucb 1,0
47 |nouck, odhopmneHne JoKyMeHTa Ang Bbigavm nonb3osaTento OOVH JOKYMEHT 5,0
48 MTEeHue TekcTta OfHa cTpaHuua 5,0
(dopmart A4)
49 |NpounTbIBAaHME TEXHUYECKOrO M APYrMX crneumarnbHbiX TekcToB Hal 1000 3HakoB 6,0

MarHWTHYI0 NeHTy/unMdpoBble HocUTenu
OTbop 1 nepegava Ha BocnpounseeaeHne B cneumansHoM dopmarte
bparmeHTOB nrockoneyaTHbIX  OOKYMEHTOB (no  3anpocy|
nonb3oBaTens):
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50 ppvem 3anpoca OT nonb3oBaTens, noAdopKa [OKYMEHTOB, OAWH OOKYMEHT 50
odbopMneHne 3akasa

51 |nogrotoBka AOKYMEHTa K BOCMPOU3BEAEHUIO OfHa CTpaHuua 2,0
3.11. BHecTauunoHapHoe obcnyxuBaHue nonb3oBaTtenem

Tabnuua 52
N n/n HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EavHnua Hopma
U3MEpPEHNsT  |BPEMEHU, MVH.

1 2 3 4
HagomHoe obcnyxmBaHvne nonb3oBaTenen:

1 |npvem 3akasa OT nonb3oBatens no renedoHy, opopmneHne 3akasa OOVH 3aKa3 4,0
[Mounck 13 hoHaa kKoMnnekTa JOKYMEHTOB: OAVH KOMNNEKT

2 3gaHusA, HaneyaTaHHble penbedHo-ToveyHbIM wpudTtom (10 - 15 15,0
KHUI U3 KOMNNEKTa)

3 ['roBopsme" kHurm Ha kacceTax (5 Ha3BaHun) 10,0

4 m3gaHua Ha UMPOBLIX HOCUTENAX WHOpMaumMM (gucky, drneLwl- 6,0
KapTbl) (5 HasBaHU)

5 |oTMeTKa 0 Bblaaye JOKYMEHTa B KHUXXHOM chopmynspe OLVH JOKYMEHT 0,7
OtmeTka O Bblgade/npueme  OOKYMEHTOB B opMynsape OAWMH AOKYMEHT
nonb3oBaTens:

6 |B py4HOM pexume 1,0

7 |B aBTOMaTU3NPOBAHHOM peEXnMe 0,7

8 |nogrotoBka [OOKYMEHTOB K OTMpaBKe, COPTMPOBKA MO BuaaM,  OAMH 3akas 15,0
n3gaHui, ynakoBka, opopMneHne TpaHCMOPTHOrO NucTa, Norpyska;
cornacoBaHue ¢ Nosib3oBaTtefieM no TenedoHy, 4OCTaBKa 3akasa

9 [pvem OOKYMEHTOB OT MONb30BaTerns; BbIrpy3Kka, pacrnakoBka, MOMCK  OOMH 3aKa3 8,0
M BKNagka KHWxXHoro hopmynsipa
MpoBepka OOKYMEHTOB nepeg oTnpaBKon/MpuemMom Hal OAMH OOKYMEHT
COOTBETCTBME M OTCYTCTBMNE AedEKTOB:

10 mM3gaHus, HanevataHHble penbedHO-TOYEYHbIM PN TOM 1,0

11 ['roBopsMe" KHMIM Ha KacceTax 6,0

12 m3gaHusa Ha uMdpPOBLIX HOCUTENAX WHOpMauMM (Ouckn, dreLwu- 1,0
KapThbl)

[MpoaneHne cpoka Nonb30BaHUSA AOKYMEHTaMU: OOWH OOKYMEHT

13 B py4HOM pexunme 2,0

14 B aBTOMaTU3NPOBAHHOM PEXMME 0,7
O6cnyxnBaHne nonb3oBaTternen B OMBIMOTEYHbIX MyHKTaX:

15 |nogrotoBKka M 3aknloveHWe [JoroBopa  Mexagy Oubnuotekom Wl OAMH OOroBOp 300,0
opraHusaumen, rge OygeTr OCyLWeCTBASATbCSA BHECTaLMOHapHOe
o6CnyxmBaHue
OdopmneHmne opmynsipa 6ubnMoTeyHOro NyHKTa: OOVH opmynsip

16 |B py4HOM pexume 7,0

17 |B aBTOMatnM3nMpoOBaHHOM peXume 6,0

18 locbopmMneHre nanku ¢ JOKyMeHTamu (OOroBoOp, AOBEPEHHOCTb Hal  oAHa nanka 15,0
NOMNy4YeHne KHUT, OTYEThI)

19 |cocTaBneHMe cxembl pasMeleHnss OUBNMOTEYHbIX MYHKTOB MOl  O4Ha cxema 120,0
TeppuTopmsamM

20 |coctaBneHue rpacmka oOMeHa [OOKYMEHTOB, HaxXoOAWMXCA Bl OOWH rpadumk 20,0
BMBNMOTEYHbIX MYHKTax

21 |cocTaBneHue nfnaHa MEeToAMYEeCcKOn noMoLwmM Bubnmnotekapsim- OOVH nnaH 60,0
oOLlecTBEHHUKAM
Bblgavya 4OKYMEHTOB B GUGNNMOTEYHbIN NYHKT:

[MogroToBka M pacnedaTka cnmcka AOKYMEHTOB, MpefdHas3HayeHHblx|  OAMH CMMCOK
ansi Bblga4m 6ubnmMoTe4YHOMY NyHKTY:
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22 20 goKkyMeHTOB 30,0

23 40 gokymeHTOB 60,0

24 100 gokyMeHTOB 120,0
Mopobopka u3 choHaa MO cnUCKy/3asiBke KOMMMEKTOB [OKYMEHTOB| OOWH OOKYMEHT
pasnu4HbIX hopmaTos:

25 M3paHus, HanevaTaHHble penbeHO-TOYEYHbIM PN TOM 3,0

26 ['roBopsume” KHUMM Ha KacceTax 2,0

27 m3gaHus Ha UM@POBBIX HOCUTENSIX MHAOPMauMn (OUCKM, doneLu- 1,0
KapThbl)

28 M3gaHWA, HaneyaTaHHble  MfocKonevYaTHbIM, B TOM  4uUcre 1,0
YKPYNMHEHHBIM LUPUATOM
CBepka JOKYMEHTOB CO CMMCKOM/3asBKOW WM MpoBepKa LOKYMEHTOB| OAMH OOKYMEHT
nepeg Bblgayer Ha COOTBETCTBUE 1 OTCYTCTBUE AedDEKTOB:

29 M3paHus, HanevaTaHHble penbeHO-TOYEYHbIM LIPUGTOM 1,0

30 ['roBopsiume” KHUMM Ha KacceTax 6,0

31 M3gaHua Ha UM@POBLIX HOCUTENAX WHopMauuu (OMcku, dnel- 1,0
KapTbl)

32 mM3paHus, HaneyaTaHHble  MIOCKOMeYaTHbIM, B TOM  4ucne 0,8
YKPYMHEHHBIM LWPUATOM

33 |copTMpoBKa MO BMAaM M3gaHMK, OTMETKa O Bblgave AOKYMEHTa B| OAWH AOKYMEHT 1,0
KHWKHOM bopmynsipe
OTmeTKa 0 Bblgade AOKYMEHTOB: OLVH OOKYMEHT

34 B py4HOM pexumMe 1,0

35 |B aBTOMaTU3NPOBAHHOM pEXUME 0,7

36 |paccTaHoBKa KHWKHbBIX (POPMYNSPOB B KapTOTEKY MHOMKaTOpa OAVH chopmynsp 1,0

37 [nogrotoBka OOKYMEHTOB K OTMpaBKe; yNakoBKa, COCTaBeHUE ONUCK, OAMH KOMMNMEKT 30,0
norpyska

38 |otmeTka 06 OTNpaBke 3akasa B XXypHane perucrpaumm OfHa 3anucb 2,0

39 |onoBelleHne aboHeHTa 06 oTnpaBke 3akasa 0AVH aboHeHT 1,0
[Mpuem JOKYMEHTOB 13 BMBNMOTEYHOro NyHKTa:

40 |pacnakoBKa NoCbIfIKW, COPTUPOBKA JOKYMEHTOB N0 BUAAM M3AaHUN OfjHa NocbInka 3,0
[MpoBepka  BO3BpaLlEHHbIX  OOKYMEHTOB Ha  COOTBETCTBUE, OOWH JOKYMEHT
KOMMNNEKTHOCTb, OTCYTCTBME AedEKTOB:

41 M3gaHus, HanevyaTaHHble penbedHO-TOYEYHbIM LUPUEGTOM 1,0

42 ['roBopsime" KHUMM Ha Kaccetax 6,0

43 M3gaHua Ha UMPOBbLIX HOCUTENSX WHopMauun (auckn, dneru- 1,0
KapTbl)

44 Mn3gaHus,  HaneyaTaHHble  MNNocKomneyaTHbIM, B TOM  4uChne 0,8
YKPYNHEHHBIM LUPUAITOM

45 |copTvpoBKa [OOKYMEHTOB MO BMAaM W3AaHWMK, NOUCK W BKNagkal oauH OOKYMEHT 1,0
KHWKHBIX (DOPMYyNsApOoB
OTmMeTKa 0 Npueme AOKYMEHTOB: OOMH JOKYMEHT

46 |B py4HOM pexunme 1,0

47 B aBTOMaTU3NPOBAHHOM PEXMME 0,7

48 lonoBeLleHre aboHeHTa 0 NpMemMe JOKYMEHTOB oANH aboHEeHT 1,0

49 jotmeTKa 06 06MeHe JOKYMEHTOB B AHEBHMKE OTA€EnNa o[Ha 3anucb 1,0
3ao4Hoe obcnyxnBaHue Nonb3oBaTenen
OdopmneHne JOKYMEHTOB Ha 06CnyXmBaHue aboHEHTOB:

50 |npvem 3asBkM OT aboHeHTa Ha obCnyXMBaHWe, MOATrOTOBKA MakeTa  OAHa 3asiBka 50
[1TOKYMEHTOB K OTMpaBKe
OdopmneHmne opmynsipa aboHeHTa: OQIMH dhopmynsap

51 B py4HOM pexume 6,0

52 B aBTOMaTM3MpPOBaAHHOM pEXUME 7,0
Bblgada JOKYyMEHTOB aboHeHTam
Mogbopka 13 doHaa No 3aka3dy aboHeHTa JOKYMEHTOB pasnuyHblX OOWH JOKYMEHT
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doopmaToB:
53 M3paHus, HanevaTaHHble penbeHO-TOYEYHbIM PN TOM 3,0
54 ['roBopsume” KHUMM Ha KacceTax 2,0
55 m3gaHus Ha UM@POBBIX HOCUTENSIX WHAOPMaUMU (ONCKM, doneLu- 1,0
KapTbl)
56 M3paHusa, HaneyaTaHHble  MfocKoneyaTHbIM, B TOM  4uchne 1,0
YKPYNHEHHBIM LUPUATOM
CBepka OOKYMEHTOB CO CMUCKOM W MpOBepka AOKYMEHTOB nepen OAVH OOKYMEHT
Bblayen Ha COOTBETCTBUE U OTCYTCTBUE AeEKTOB:
57 M3paHus, HanevaTaHHble penbeHO-TOYEYHbIM LPUGTOM 1,0
58 ['roBopsLume” KHUMM Ha KacceTax 6,0
59 M3gaHua Ha UM@POBLIX HOCUTENAX WMHOpMauuM (OMcku, dneL- 1,0
KapTbl)
60 m3paHMA, HaneyaTaHHble MJIOCKoneYyaTHbiIM, B TOM  4YuUCre 0,8
YKPYNHEHHbBIM LUPUATOM
61 (poTMeTKa O Bblgaye JOKYMEHTa B KHUXKHOM dhopMynsipe OAVH JOKYMEHT 0,7
OTmeTKa 0 Bblgade AOKYMEHTOB: OLVH JOKYMEHT
62 B py4HOM pexumMe 1,0
63 |B aBTOMaTU3NPOBAHHOM PEXUME 0,7
64 |paccTaHOBKa KHWKHBIX POPMYNAPOB B KAPTOTEKY OAMH dhopmynsp 1,0
65 [nogrotoBka OOKYMEHTOB K OTMpaBKe; yNakoBKa, COCTaBIIEHWEe ONUCK, OAMH KOMMMEKT 30,0
norpyska
66 |oTMeTka 06 OTNpaBke 3akasa B XXypHane perucrpaumm OfHa 3anuch 2,0
67 |onoBelleHne aboHeHTa 06 oTnpaBke 3akasa OAVH abOHEHT 1,0
[Mpuem JOKyMeHTOB OT abOHEHTOB:
68 |[Mpuem JOKYMEHTOB; COPTMPOBKA MOCHLINIOK MO agpecam, OTMETKa O OAHa nochbiika 2,0
npueme B XypHane permcrpauuu
69 |pacnakoBka NOCbIIKN, COPTUPOBKA AOKYMEHTOB MO BMAAM U30AHWUN O[Ha NockbIfKa 3,0
[MpoBepka  BO3BpaLUEHHbIX  JOKYMEHTOB Ha  COOTBETCTBUE, OOWH OOKYMEHT
KOMMNNEKTHOCTb, OTCYTCTBME Ae(EKTOB:
70 m3pgaHus, HanevaTaHHble penbedHO-TOYEYHbIM LWPUQTOM 1,0
71 ['roBopsiLime" KHUrM Ha KacceTax 6,0
72 pM3gaHus Ha UMAPOBLIX HOCUTENSX WMHAOpMauuu (OUCKM, dneLu- 1,0
KapTbl)
73 M30aHudA, HaneyaTaHHble  MfocKonmevYaTHbIM, B TOM  4uCne 0,8
YKPYNHEHHBIM LUPUAITOM
74 |copTMpoBKa [OOKYMEHTOB NO BuAaM MW3OaHWA, MOUCK W BKNagkal OAWH AOKYMEHT 1,0
KHVDKHBIX (DOPMYyNspOB
OTmMeTKa 0 Npueme AOKYMEHTOB: OOWH OOKYMEHT
75 B py4HOM pexume 1,0
76 B aBTOMaTM3MPOBAHHOM pEXUME 0,7
77 pnoBeweHne aboHeHTa O MpUeEMe JAOKYMEHTOB OAWH abOHEeHT 1,0
78 pTMmeTka 06 0bMeHe JOKYMEHTOB B AHEBHUKE OTAena o[Ha 3anucb 1,0
3.12. BHyTpeHHss paboTa
Tabnuua 53
N n/n HanmeHoBaHune npouecca, onepaunn. Coctae paboTbl Eonnuua Hopma
N3MEPEHNs1  [BPEMEHU, MUH.
1 2 3 4
[NoarotoBka K Bblgaye:
1 |nogBepeHve wuToroB paboTbl 3a npowenwni AeHb, 3anucb Bl  ©XeOHEBHO 15,0
IHEBHUKE
2 |pacctaHoBka (popmMynspoB nonb3oBaTenev no  cpokam, Mol ogvH hopMynsip 1,0
andasuty
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3 |nogbopka OOKYMEHTOB MO BMAaM W3daHUA NO NpeABapuTerNbHbIM| OAWUH OOKYMEHT 1,0
3akasam nonb3oBaTenen
MpocmoTp HOBBbIX NoCTynneHun ans pekoMeHOaunv| OAVH OOKYMEHT
nonb3oBaTensam:
4 [raseThbl 5,0
5 PKypHanbl, HaneYyaTaHHbI€ MN0CKONEeYaTHbIM LPUGTOM 15,0
6 pKypHanbl, HaneYyaTaHHble penbedHO-TOYEYHbIM LWPUGTOM 5,0
7 |[KHWMWM, HaneYyaTaHHblE NOCKONeYaTHbIM LPUGTOM 5,0
8 [KHuIrM, HanevyaTaHHble penbedHO-TOYEYHbLIM LWPUETOM 2,0
9 ayavoBwm3syanbHble U30aHWS Ha aHaNoroBbIX U LMAPOBLIX HOCUTENSX 2,0
10 [NpocMOTPp M MOMOSIHEHNE KHWXHbLIX BbICTABOK, MOMIOK MU CTeNnaxen, OAWH OOKYMEHT 5,0
OTKPbITbIX AN cB06OAHOIO JOCTyna Nonb3oBaTenemn
11 |nogrotoBka pabo4ero mecra eXXeHEeBHO 15,0
PaboTta ¢ dhopmMynspom nonb3oBaTens:
12 @@Hanu3 dopMynapoB Monb3oBaTenen, BbIABEHWE YMTaATENbCKUX OOUH OOPMYnSp 20,0
MHTEpEeCoB
13 [Banuck B hopMynspe nonb3oBaTens o0 pesynbratax aHanuaa YTeHus| oamH opmynsip 3,0
3a onpedeneHHbIn nepuog
14 |cocTaBneHne KapTOTEKU YNTATENBCKUX MHTEPECOB OfHa KapTo4Ka 3,0
15 [Banucb B gHEBHMKE BMONMOTEKaAps O AUHAMUKE YTEHUSA U MHTepecax| OfHa 3anucb 2,0
none3oBateney (rpynnbl Nofib3oBaTenemn)
Pabota c nonb3oBatensmMu, He BO3BPaTUBLLUMMU JOKYMEHTbI B CPOK:
16 |npocmoTp 1 oT6op POPMYNSAPOB MOMb30BaTENeNn, He BO3BPATMBLLMX| OAMH hopMynsip 2,0
NOKYMEHTbI B CPOK
M3BeLLeHne nonb3oBaTtens, He BO3BpaTUBLUENO AOKYMEHTbI B CPOK;| OauMH hopmynsip
OTMETKa AaTbl HaNOMVHaHUA B opMynsipe nonb3oBaTens:
17 lycTHO (no TenedoHy) 3,0
18 |nMCbMEHHO Yepes NOYTOBOE OTAENEHNE UMW INEKTPOHHYIO NOYTY 3,0
19 |yoaneHvne u3 6a3bl AaHHbLIX CBEOEHUN O 3aHATOCTU BO3BPALLEHHbIX| OOWH AOKYMEHT 0,7
TOKYMEHTOB
[MprvemM AOKYMEHTOB B3aMeH YTEPSHHbIX:
20 |npocMOTp W OuUEHKa [OOKYMEHTa, NpPeanoXeHHOro B3aMeH OAWH AOKYMEHT 3,0
YTEPSHHOrO
21 Banucb O 3aMeHe [OOKyYMeHTa B opmMmynsipe nonb3oBaTtend, B OAWH AOKYMEHT 20
TeTpagu y4eta JOKYMEHTOB, NMPUHATLIX B3AMEH YTEPSIHHbIX
PaboTa c oTkazamu:
22 BanonHeHWe KapTo4KM Ha OTka3 C YyKa3aHWeM MPUYMHbI| OfHa KapTodka 4,0
paccTaHOBKA KapTOYeK B KAPTOTEKY OTKA30B
23 jaHanu3 oTKa3oB, NOArOTOBKA CrMcKa Ha AOKOMMNeKToBaHme doHaa OJVH OTKa3 8,0
3.13. ObcnyxumBaHue no Mexoubnmore4Homy aboHemeHTy (MBA)
Tabnvua 54
N n/n HanmeHoBaHue npouecca, onepaumn. CoctaB paboTbl Eonnuua Hopma
N3MEPEHNsT  |BPEMEHU, MVUH.
1 2 3 4
O6cnyxnBaHne MHOAMBMAYaANbHbLIX Nonb3oBaTenen oGubnuotekn no
MBA:
1 |pernctpauus nonb3osartens, nonb3yowerocs MBA OAVH 2,0
nonb3oBaresb
2 [BanonHeHune GnaHka-3akasa OOMH 3aKa3 3,0
3 |YTOYHEHME YKa3aHHbIX MNONb3oBaTeNleM CBEOEHW O 3aka3aHHOM|  OAMH 3akas 2,0
MOKYMEHTe, Liensax 3anpoca, UCTOYHMKE, OTKYAa NoSlyYeHbl CBeAEHUs
Bubnuorpaduyeckas AopaboTka 3akasa; YTOYHEHVE  OAMH 3akas
onbnuorpadnyecknx ceeaeHui:
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Nno CnpaBOYHbIM U30aHNAM U3 (*)OH,D,a OmbnnoTtekn

10,0

Nnpnv NOMOLUN BHYTPEHHUX U BHELUHUX 0a3 gaHHbIX

50

(][4, PN

npoBepKa Hann4ynAa 3anpawmBaemMoro 4OKyMeHTa B oubnuoTekax, B
[TOM YKMcCIe No CBOAHbIM KaTtasioram

OOVIH JIOKYMEHT

12,0

3anncb cBedeHUN O HanpaBneHun 3akasa no MBA (HanmeHoBaHue
OnbnvoTtekn, garta); oTnpaBka 3akasa B OMOMMOTEKY, UMEIOLLYHO
3anpawvBaeMbI JOKYMEHT

OOduH 3aKa3

2,0

nepemeLlleHne GnaHka-3akasa B KapToTeky 3anpocos
nonb3oBatenen no MBA 3a pasgermmtens "3anpocbl no MBA,
HanpaBsneHHble B gpyrne dubnuortekun”

ofHo TpeboBaHue

0,5

npuem JOKymMeHTa, npucnaHHoro no MBA

OOWH OOKYMEHT

4,0

M3BeLlleHne nonb3oBartena o nony4vyeHun 3anpolleHHOro OOKYMEeHTa
M CPOKaXx ero noJjib3oBaHuna

OaVH
nonb3oBarernb

2,0

11

Bbldaya nonb3oBaTento nonydeHHbix no MBA [oKymMeHTOB B
MMTanbHOM 3ane; CBepka Bbl4aBaeMoro AOKyMeHTa C OGnaHkoM-
3aKka3oMm, NpoBepKa COCTOSAHUA JOKYMEHTa, OTMETKA O Bbiaaye

OOWH OOKYMEHT

2,0

12

npnemM OOKyYMeHTa OT MNoJib3oBaTesld; CBepKa AOKYyMeHTa C BrnaHkoMm-
Bakasa, MnpoBepka COCTOAHUA OOKyMeHTa, OTMeTKa O npuewme,
nomMelleHne JOKyMeHTa B cneunarnbHO BbigeneHHoe MeCcTto

OOUH OOKYMEHT

1,0

13

n3BnedeHne OnaHka-3akasa M3 KapTOTeku, OoTMeTka 00 oTnpaBke
NOKyMeHTa (gaTta, HoMep MOYTOBOrO OTMPaBIIEHUST); NEepeCcTaHOBKa
nnctka n3 pasgena "lonydeHHble no MBA wsgaHua" B pasgen
'BosBpalleHHas nutepatypa”

OOWH NUCTOK
TpeboBaHus

1,5

14

NOAroToBKa OOKYMEHTOB K oTnpaBke B ombnmnoTeky,
dboHaoaepKaTenb; ynakoBka 3akasa, NpocTaBneHue wramna "MNoyta
cnenbix", HaNMcaHWe agpeca, COCTaBeHNe onucn

OOduH 3aKa3

5,0

15

paboTa C oTkaszamu; Mpu MOMNyyYeHUn M3BeLleHns o6 oTkase unu
3aflepkKe BBIMOMHEHNS 3anpoca YyKa3aHue B OnaHke-dakase Ha
060OPOTHOM CTOPOHE MPUYMHBI U AaTbl OTKa3a, NepecTtaHoBKa ero 3
pasgena "3anpockl o MBA, HanpaBneHHble B gpyrme ombnuotekn”
B pasgen "Otkasbl no MBA"; cooblieHne B otaen obcnyxuBaHus o
nony4yeHun oTkasa (gara, Npu4nHa)

OJMH 3aKas

4,0

O6bcnyxvBaHne aboHeHTOB no MBA: cBepka no kapToTeke
aboHeHTOB HOMepa aboHeHTa Ha braHKke-3akase opraHu3aumu

OpraHusaumsa aboHupyeTcs:

OOWH 3aKaa3

16

npocTaBfeHne Homepa Ha OnaHke-3akase, CBepka ajpeca,
Ha3BaHWA oOpraHu3auum, dammnun oTBeTCTBEeHHOro no MBA
(BHECEHUE U3MEHEHWI B KAPTO4KK)

4,0

IAGOHEHT o6paT|/|nc;| B TEKyLleM rogy snepsble:

OANH abOHEeHT

17

NpocTaBneHne B KapToyke roga obpalleHusi, Aatbl, oopMreHne
aboHeHTa

1,0

OpraHusaumst paHee He abGoHVpoBanachb:

OoANH aboHEeHT

18

NpucBoeHne aboOHEHTY HOMEpPa, 3arnofTHEHNE KapTOYKN perncTpaumm
aboHeHTa MBA u copmynsp, ykasaHue MOSIHOro HaMMeHOBaHUS
opraHusauuu, MoYTOBOro agpeca, TenedoHa, hamMunuv, VMMEHW,
OTYeCTBa OTBETCTBEHHOTO nwua, [AaTbl OTKPbITUA U HOMepa
aboHeHTa

6,0

19

paccTaHOBKa PErMCTPALMOHHBIX KapTO4ek B KapTOTEKY

0/IHa KapTo4Ka

0,5

20

odopmMmIieHne n3BeLleHns onsi aboHeHTa 00 OTKpPbITUM aboHEMEHTa
(3anpoc HeJoCTaKLWMX ANs1 KAPTOTEKN CBEAEHMI)

O[HO M3BeLleHne

2,0

21

nposepka NpaBUIIbHOCTM 3anonHeHus GnaHka-3akasa,
3aJ0MmKeHHOCTN aboHeHTa; npocTaBneHne Ha obopoTe 6GrnaHka-
BaKasda WTamMna 1 gatbl nonyd4eHna 3akasa

OAVH BnaHk-3aka3s

5,0

22

lWndpoBKa 3aka3oB aboHeHTOB; nogbopka 6naHKoB-3aka3oB MO
andasuTy, NpoBEpKa HanM4Ms JOKYMEHTOB NO Katanory

OaWH bnaHk-3aka3

3,0

23

noaroToBka AOOKYMEHTa K BblAade; CBepKa OOKYMeHTa C OnaHKoM-

OONH OOKYMEHT

2,0
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3aKa3oM, MpOBepKa COCTOSIHUS [OOKYMEHTa; MPOCTaBfieHUE Ha
OnaHke-3akase wWwudpa [JOKYMEHTA, WHBEHTapHOrO  HoMepa,
KonmyecTBa OOKYMEHTOB, AaTbl BblAayu, WiTemnens 6uMbnuoTtekn c
HasBaHMEM UK TMOYTOBbIM aApecoM; YyKasaHWe cpoka BO3BpaTa;
BrOXKeHMe YyacTu OnaHka-3aka3a aboHeHTa B BblJaBaeMblif
[IOKYMEHT, NpocTaBrneHne Homepa 6aHgeponu

24

NOCTAHOBKA 3aKa3a Ha o4vepeb, OoTnpaBkKa a60HeHTy n3seLeHna

O[VH 3aKa3

2,0

25

nepenava U3gaHWsl Ha KOMMPOBaHWeE

O[VH 3aKa3

3,0

26

OTNpaBka JOKYMeHTOB aboHeHTaM; ynakoBKa 3aka3sa, NPoCTaBrieHne,
wrtamna "lMoyta cnenbix", HAaNWUCaHWE agpeca, COCTABNEHME ONUCU

O[VH 3aKa3

5,0

27

paccTaHoBka OraHKOB-3aKka3oB Ha BblgaHHble [OOKYMEHTbl B
KapToTeky obcnyxmnsaHusa aboHeHToB B pa3gen "BoiaaHHbie no MBA
nsgaHmns"

OOWH OOKYMEHT

0,5

28

NPUHATUE [OKYMEHTOB, BO3BpalleHHbIX aboHeHTaMu; BCKpbITUE
baHoeponu, NpoBepka COCTOSAHMA AOKYMEHTa, yka3aHue Ha bnaHke-
3akase gaTtbl Bo3BpaTa AOKyMeHTa, nepecTaHoBKka OriaHka-3akasa B
pasgen "BosBpalleHHas nutepatypa”

OOUH OOKYMEHT

4,0

29

adHalMM3 CPOKOB MOJib30BaHNA OOKYMEHTOB, BblABII€HNE OOJTKHUKOB,
HanpaBieHne HanoMMHaHWi

OOVIH JIOKYMEHT

2,0

30

pa60Ta C OTKa3aMu: yKasaHue B GnaHke-3akase NPUYnNHbI N OaTbl
OTKa3a, perncrtpaund OTKa3a B YYEeTHbIX cbopmax; paccTaHOBKa
nmMcTa Tp66OBaHI/IF| B KapToOTeke OTKa3OoB; OThnpaBKa 860HeHTy

n3BeLleHnsa ob oTkase

OOMH OTKa3

4,0

3.14. MaccoBas paboTta

Tabnuua 55

N n/n

HanmeHoBaHue npouecca, onepaunn. Coctas paboThl

EavHnua
n3mepeHus

Hopma
BPEMEHU, MVH.

2

3

4

MogroToBka MaccoBbIX MEPONPUATUIA

Onpep,eneHwe TeMbl, COCTaBa ayanTopun, OTBETCTBEHHOro 3a
MeponpuaTtue B LiesioM, COocCTaBlneHune nnaHa noaroToBKKU
MEepPOnNpUATUA, BOMNpocoB ansa 06cy)K,EI,eHVI$I, npurnawieHume,
KOHCYJIbTaQHTOB, J1€KTOPOB, nop,6opl<a OOKYMEHTOB TNO TeMme
MEPONPUATUA; OpraHn3auna BbICTaBKU JUTEpPaTypbl, ONOBELLEHNE
nonb3oBaTtenen o MeponpuAaATnun 4epes acbmum, KaHallbl CBA3WU;
BblABJIEHNE BbICTYMNAaOLWKMX; NOArotoBka MNOMeELWLEHNA; NpoBeEOEHNE
COBeLLaHNA No UToramMm noarotoBkK 1 npoeBeaeHna MeponpuaTna:

ofHO
MeponpusaTue

MuTaTernbckasi KoHdepeHUmMst

4800,0

MMTEepaTypPHO-XYOOXKECTBEHHbIN BeYep, BeYep KHUMM, gucnyT

3600,0

BEYep BOMPOCOB M OTBETOB, YCTHbIN XXypHan

3000,0

knyb no nHTepecam

3000,0

[IETCKUA YTPEHHWK

3600,0

DB |WIN|—~

BUKTOPUHA, KOHKYpPC, Urpa-nytewiecrtseune

3600,0

OpFaHVI3aLI,VIFI KHWXHbIX BbICTaBOK

CocTaBneHue nnaHa oOpraHMsauMm W NpPOBEOEHUS BbICTaBKY;
BbiiBIeHNe 1 OTOOp AOKYMEHTOB; MOAroTOBKa CONPOBOAUTENbHON
MOKYMEHTaLUMn K BbICTaBKe; MOHTaX BbICTaBKM; OpraHusaums
MH(POPMALMOHHO-PEKNaMHON paboTbl NO NOMyNApPU3aLun BbICTaBKY;
nogsegeHne nToros paboTbl:

OHa BbiCTaBKa

niaHa BbICTAaBKA

600,0

BbICTaBKM MO rOTOBOMY MiaHy

360,0

[(e][o¢]

onepaTuBHbIX BbICTABOK HOBbIX I'IOCTyI'IJ'IeHI/IIZ

120,0

Peknama 6ubnuoteku; pabota nNo NpuBReYEHUIO Nonb3oBaTenen:
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10 |nogroToBka peknaMHOro cooblleHnMss B cpeacTBax MacCOBOW 0gHO coobLieHne 300,0
MHdopmaum1, Ona pasMelleHus Ha canTe OubnmoTekn, nopTane
crneumanbHbix OuMbnmMoTek, Ha aBTouMHdopmaTope O pabote
onbnmotekn, OCOBGEHHOCTAX  (PYHKUMOHUPOBAHUSA  PasfnNYHbIX
noapasgernexHnn, HOMeHKNnaType  YChyr, npenocTaBnAeMblX
bnbnroTekon, 1 Apyron MHopmauum
11 jnogrotoBka nnakata O AesTeNbHOCTM OMbnuotekn (BbIGOp TeMbl,| OAWH NnakaT 300,0
onpegeneHue cogepxxaHus u opmbl)
MogroToska Bykneta o 6Gubnuoteke: oauH Byknet
12 loovH NUCT, ABYXCTOPOHHSAS neyatb (popmat A4) 600,0
13 |gBa nucta n bonee 1200,0
14 lopraHusaums akckypcum no 6ubnuoTteke; npuvem n OdPOpPMMAEHUE| OfHa IKCKYpCUs 60,0
3asiBKWN, YTOYHEHME TeMbl SKCKYPCUI U COCTaBa 3KCKYPCaHTOB
BbisBrneHne  noTeHUManbHbIX — nonb3oBaTtene  GUBNMOTEYHO-
MHPOPMALMOHHBIX ycnyr 6ubnuoTteku:
15 |npocmoTp npecchl U "UHTepHeT"-pecypcos OAVH OOKYMEHT 8,0
16 cbop UM aHanuM3 uHdopMauMm O  KOHKYPEHTOCMOCOBHOCTU| OAMH AOKYMEHT 8,0
PnbnmnoTeKkn
17 |BedeHve KapToTeKM NOTPEOUTENBCKOrO pbiHKa OfiHa KapTo4Ka 0,3
18 |BcTpeum ¢ npeacrasutenamMmm upm, opraHusaunin, NpeanpuaTmum OfHO 120,0
MeponpusaTme

MNpumevaHwue:

- BPeEMS NPOBEAEHNSI MACCOBbLIX MEPOMNPUSTUNA, BbICTABOK NMTepaTypbl U 3KCKYPCUA B HOPMY BPEMEHU He
BXOAMWT;
- NpW opraHn3aLmm Bble3gHOW BbICTaBKM K HOpMaM BpEMEHN NPUMEHSETCS NOoBbILatoWmin kKoadpduumneHT 1,1.

3.15. CnpaBo4yHas n MHopmauuoHHasi pabota. OpraHm3aumsa cnpaBovHO-6nbnuorpadmyeckoro annapara

(CBA)
Tabnuua 56
N n/n HaumeHoBaHue npouecca, onepauumun. Coctas paboTbl EavHnua Hopma
n3mMepeHnsa BPEMEHMU, MUH.
1 2 3 4
MpocMOTp M OTOOP [OKYMEHTOB M3 TEKYLUMX MOCTYMNEeHWh Ans
BkntoveHnsa B CBA:
1 |nnockoneyaTtHble KHUMM Ha ByMa)KHbIX HOCUTENSX OfHa KHura 4.0
2 |nnockoneyaTHble KHUMM Ha ONTUYECKUX HOCUTENSAX OfHa KHura 6,0
3 [cTatby 13 NnockoneyaTHbIX COOPHMKOB, XXYpHAoOB ofHa cTaTtbs 3,0
4 |cTaTbW U3 raser oHa cTaTbs 2,0
5 |penbedHo-TO4EYHbIE KHUIK OofHa KHura 6,0
6 [cTatbu 13 penbedHO-TOYEeYHbIX COOPHMKOB, XXYPHaNoB OfHa ctaTtbs 4.0
7 |ayavoBusyanbHble N34aHus Ha aHanorosbiX Y UMGPOBbLIX HOCUTENSAX|  OAHAa KHUra 6,0
8 [cTaTby 13 3BYKOBbIX COOPHUKOB, XXypHarnoB ofHa cTaTtbs 5,0
9 |oubnuorpacmyeckne nocobuss, B TOM 4MUCre Ha ONTUYECKMX OoJHa 3anucb 0,7
HocuTensx
10 [neTonucu KHWXHbIX, XXYPHarnbHbIX W ra3eTHbIX cTaTen OfjHa 3anucb 1,0
11 [NpPUKHWXHbIE BUBNMorpadn4eckme Crnmcku OfHa 3anuchb 0,7
12 |npocmoTp M OTOOp AOKYMEHTOB M3 BHelwHuX B[ nepuogmyeckmx| ofHa cTathbs 6,0
n3gaHun ans sknodeHns B CBA:
13 |cocTaBneHue Gmubnuorpadunyeckon 3anmcu oJHa 3anucb 4,0
CocTaBneHue aHHOTaUuUn, M3yvyeHne JOKYMEHTa, HanucaHue TeKcTa:| ogHa aHHoTauus
14 [@HHOTUPOBAHWNE KHUT 120,0
15 [aHHOTMpOBaHWE cTaTen 60,0
16 jaHanuTMyeckad  poOCNUCb  XypHanbHbIX, raseTHblX  cTaten, OAWH AOKYMEHT 4,0
Elifioéiioaiolépin www.consultant.ru Nodaiesa ég

iaaaeiay idaaiaay ilaaadeéa



idésac Ieidoeiiosdh Dififiéé 16 30.12.2014 N 2477
"Ta 60aadeadiee oeilalio Todafiéaans 1ol ododa ia daalod, aniieiyaiaa a ae...

A7861aio 18a4iioaasdi Elifideicaiole

Aaoa mdaaidiey: 26.10.2016

cbopHMKOB, Oubnuorpadmyecknx nocobuii; 03HaKoMeHWe C
coaepxaHMeM U3aHusi, COCTaBNEHME aHaNUTUYECKOW POCMCU

KpaTKoe onncaHne NCTovYHnKa

17 cuctemaTnsaumsi KapToyek Ha oToOpaHHble Ans BkntoveHns B CBA| ogHa kapTouka 2,0
MOKYMEHTbI MO TUMam KaTarioroB U KapToTeK; NPOBEpKa WHAEKCOB,
paccTaHOBKa KapTOYKM
OpraHunsaums TeMaTu4eckmx cnpaBoYHbix b;
18 |npocmoTp, oTOOp 1 cucTemaTmM3auus AOKYMEHTOB ANS BKMOYEHUS B OOUNH AOKYMEHT 10,0
B[], BBOA MHpopMaumn
19 |pepaktupoBaHue bB[l: BHeceHne B OGubnuorpadmyeckyo 3anucb| OfHa 3anucb 1,0
OMONTHEHUA N M3MEHEHW; WUCKITIYEeHMEe 3anucu Ha BblObiBLUME
JOKYMEHTbI
20 BBOA HOBbIX PYOpPUK ofHa pybpuka 1,0
Opranusaums nonHotekcToBbix BI:
21 |[npocmoTp, oT6op M NpegMeTusaunss AOKYMEHTOB ANt BKIMOYEHUA Bl OAWH AOKYMEHT 10,0
B4
Beog B B[] 6ubnuorpadmyeckux 3anucen nnockoneyaTHblX — OAdHa 3anucb
n3gaHun:
22 |npu HaNU4MM 3anNncu B ANEKTPOHHOM KaTanore 2,0
23 |npv cocTaBneHnn HoBown Bubnuorpadmnyeckon sanmcu 6,0
24 npv 4ONOMHUTENBHOM Noucke nHgopmaummn B "MiHTepHeTe" 10,0
25 |ckaHMpOBaHWe TeKcTa AOKYMEHTa C pacrno3HaBaHWEM; UCMpaBeHne oaHa cTpaHuua 6,0
OLLIMBOK
26 pepaktupoBaHue B[l; BHeceHne B OubnuMorpaduyveckyto 3anuch  OfHa 3anuch 1,0
NOMOMHEHUA U U3MEHEHUIN; UCKMOYEHNE 3anucy 1 TeKCTa usaaHus
Ha BbIObIBLUNE JOKYMEHTHI
OpraHu3auns KapToTeKM NnepcoHanui
27 lonpegeneHve U cocTaBneHue NepeyHs nul, CBeAeHUs O KOTOPbIX| OAWH AOKYMEHT 20,0
OTPaXKalTCA B KapTOTEKe; NPOCMOTP MH(POPMALMOHHBIX U3LAHUA U
MepBUYHBIX [OKYMEHTOB; OTOOpP [AOKYMEHTOB [AMNsl BKIHOYEHWS B
KapToTeKy
28 [TexHudeckad u copepxaTtenbHass o00OpaboTka [OOKYMEHTOB Ans| OOWH OAOKYMEHT 3,0
BKITIOYEHNS] B KapTOTEKy; pacCTaHOBKa KapToyek Mo andasuTy|
bamunriMin aBTopoB 1 Mo Buaam JOKYMEHTOB
29 |peTtanusauus pasgernos; HanMcaHwe U paccTaHoBKa pasgenutenen OaViH 2,0
pasgenuTens
30 |pemakTMpoBaHWE KapTOTEKWU; BHECEHME UCNPAaBMEHWI, JONOMHEHUA,| OAWH AOKYMEHT 1,0
N3MEHEHWI
OpraHunsaums dakrorpadm4eckon KapToTeKu:;
31 lonpepenexHve npegmeTta, ob6beKTa M OCHOBHbIX MNPU3HAKOB Ans| OAWH AOKYMEHT 3,0
OTpaXXeHWst B KapTOTeke; MNPOCMOTP M OTOOp AOKYMEHTOB Aris
BKMIOYEHNS B KapTOTeKy; 3aHeceHue OTOOpaHHbIX CBeOEeHWA Ha
KapTOYKU MHPOPMALIMOHHOIO MaccuBa
32 |pegakTnpoBaHWE KapTOTeKW; MpOBepKa NpaBUilbHOCTUM CBeAEHUA W| OAWH AOKYMEHT 2,0
yKkasaHui 06 NCTOYHUKaX MHpOpMaLUn; BHECEHME NCTPaBEeHNI
33 HanucaHue n paccTtaHoBKa pasgenurenen OANH 2,0
pasgenvrenb
OpraHusaums TeMaTU4eckmx Nanok ra3eTHbIX BbIPe30K:
34 [NpocMOTp ¥ cucTeMaTM3aums ra3eTHbIX BbIPE30K 0fHa Bblpe3ka 3,0
35 odbopmneHne BLIPE30OK ANS XpaHeHMs B TEMaTMYeCKMX nankax; ofHa Bblpeska 4,0

3.16. CnpaBoyHasa 1 uHdopmaunoHHasi pabota. CnpaBodHo-6mbnunorpadcmyeckoe obcnyxnBaHue

Tabnuua 57

IN n/n|

HanmeHoBaHue npouecca, onepaumn. CoctaB paboTbl

EavHnua

Hopwm

a_ |
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N3MEPEHNS]  |[BPEMEHU, MUH.
1 2 3 4
Mpuem Grnbnunorpadmyeckmx 3anpocos:
1 |npvem Gubnuorpadmyeckoro 3anpoca; yToYHEHME TEMbl, LieNieBOro|  OAMH 3anpoc 1,0
N YMTaTeNbCKOro Ha3HayYeHusl, NONHOTbI UCTOYHMKOB, TUMOB, BUOOB U
XPOHONOrMYECKMX pamMoK 3anpoca
BbinonHeHne cnpaBok
[TemaTnyeckas crnpaBka: MOWCK M OTOOP OOKYMEHTOB; COCTaBleHWE| OfHa cripaBka
onbnvorpadmyeckoro onncaHus:
2 |nucemeHHas cnpaska (1 - 10 ICTOYHMKOB) 10,0
3 |yctHas cnpaBka (1 NCTOYHMK) 2,0
IAdpecHo-bubnuorpadudeckas cnpaeka: YCTaHOBMEHME Hanuuus| ofHa cripaeka
NN MECTOHaxXOXOEeHUs [OOKyMeHTa WM ero 4actm B OoHAOE
PnbnnoTeku:
4 |nucbmeHHas cnpaska (1 - 10 ICTOYHMKOB) 10,0
5 |ycTHas cnpaska (1 NCTOYHMK) 2,0
YTOuHsIOWaa cnpaBka: YCTaHOBMEHME W YTOYHEHWe 3neMeHTOB| OfHa cripaska
bnbnrorpadmyeckoro onncaHus:
6 |ncbmeHHas cnpaska (1 - 10 MICTOYHMKOB) 10,0
7 |ycTHas cnpaska (1 NCTOYHMK) 2,0
dakTorpaduyeckasi cnpaeka: YCTaHOBMEHME KOHKPETHbIX CBEAEHMI OAHa crnpaBka
0 cobbITuAX, 0bbeKTax, npoueccax, gaTax:
8 |nncbmeHHas cnpaska (1-10 MCTOYHWKOB) 10,0
9 |ycTHas cnpaska (1 NCTOYHMK) 2,0
CocTaBneHue TemaTuyecknx bubnmorpadmnyecknx CrmMcKoB:
10 jnouck, otbop n cucTemaTM3aumsi [OKYMEHTOB; COCTaBreHWE| OAUH OOKYMEHT 7,0
rubnuvorpacdumyeckoro onucaHus
11 locbopmneHve cnucka; BbIBO4 Ha MNpPUHTEpP, OTNpaBka MO OAWH CMMCOK 10,0
PQNEKTPOHHOW  NoyTe, KONUPOBaHWE Ha CbEMHbIN  HOCUTErb
nornb3oBarens
BegeHue doHAa BbINOMHEHHbLIX CPABOK:
12 |pervctpaumsi BbINOMHEHHOW CNPaBky B XXypHarne 0fHa crpaBska 2,0
13 |BBOO TEMATMYECKOW CNpPaBKW B SIIEKTPOHHLIA apxMB BbINOMHEHHbLIX| OdHAa CnpaBka 20
cnpaBoK
3.17. CnpaBo4yHasi 1 MHpopMaunoHHas paboTta. bubnuorpadudeckoe MHDOPMUPOBaHUE
Tabnuua 58
N n/n HanmeHoBaHue npouecca, onepaumn. Coctae paboTbl Eonnuua Hopma
M3MEpPEHNs1  [BPEMEHU, MUH.
1 2 3 4

BbisiBrieHne  MHMOPMaUMOHHBLIX  NOTpebHOCTEN  CneuManvcToB
METOAOM aHKETUPOBAHUA:

1 lonpenenexne KOHTUHreHTa notpeburenen MHpopmaumu; OOVH 60,0
pa3paboTka 3as8BOK Ansi onpeaeneHnst HMOPMaLMOHHbIX 3anpocoB;|  noTpebuTenb
pacchbinika 3asBoK; 00paboTka NOMNyYeHHbIX 3asBOK; COCTaBMeHNE Ha
OCHOBE MOSYyYeHHbIX AaHHbIX KAPTOTEKN KOHTUHIEHTa noTpebutenei
MHopMaLMK U NX NHPOPMALIMOHHLIX 3aMpoCcoB

3aknoveHne ¢ aboHeHTamMu [JOroBOopoB Ha MHEOPMaLMOHHOE
o6CcnyXxmBaHue:

2 l@aHanM3  [aHHblX O  3aMHTEepecoBaHHOCTM  abOHEHTOB B OAWH LOrOBOP 90,0
MHOPMALMOHHOM OOCNYXMBaHUM U peXMMax u3bupaTenbHOroQ
pacnpocTpaHeHNss M PETPOCNEKTUBHOIO MOUCKA; 3aKIioYyeHne U
nepecMoTp 4OroBOpOB

PopmupoBaHme cetm  abOHEHTOB  CUCTEMbI  M3BUpaTENbHOIO
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pacnpocTtpaHenust uHgpopmauun (MPW):
3 lonpegeneHne KOHTUMHreHTa aboHeHToB cuctembl PW; BbisiBNeHWe| oauH abOHEHT 60,0
TUNOBbLIX WM WHAOMBMAYalbHbIX 3anpocoB abOHEHTOB; W3ydeHue,
Knaccudmkaums 1 MHgeKkcaums 3anpocoB; BBOA AaHHbIX O 3anpocax
B apECHYH KapTOTeKy
[NoarotoBka curHanbHOro onoseweHns B cucteme NPW:
4 |BbiSIBIEHME, MNPOCMOTP UK OTOOP MaTepuanoB W3 TEKYLMX|OAHO OMOBELLEHMNE 20,0
NOCTYNNEHUN; oTNpaBka MHdopmMaumm NnoTpebuTento
rpynnosoe 6ubnuorpagumyeckoe MHPOPMUpPOBaHUE
5 (dopmupoBaHue coctasa rpynn aboHEeHTOB OfVH abOHEHT 10,0
6 |yTOuHEeHMe TeMbl, cOorflacoBaHme UCTOYHWKOB MHGopmaLmu, BUAOB oJHa Tema 20,0
MOKYMEHTOB
[Monck AOKYyMEeHTOB AONfs MHpopmaumn, COCTaBfeHue W OTnpaBKaloAHO OMOBeLLeHUe
ONOBELLEHNS:
7 |[nMcbMeHHO 10,0
8 |ycTHO 10,0
OnepaTtnBHOE MHPOPMUPOBAHME NO 3aNpocy:
9 (bopmupoBaHne cetu abOHEHTOB; BbiSBEHME TUMOBbIX W OAVH abOHEHT 5,0
MHOVMBUAYaNbHbIX 3aNpoCcoB
10 M3y4veHne n knaccudukauum 3anpocoB; BBOA OAHHbLIX B aApecHylo| OAMH 3anpoc 7,0
KapTOTEKY
HanucaHne 0630poB 1 cnpaBok
BbisiBrneHne n oTbop MCTOYHMKOB; 0bpaboTka 1 aHann3 oToOpaHHbIX| OAWH aBT. NUCT
[1IOKYMEHTOB; HanncaHue TekcTa ob63opa/cnpaBku:
11 |no nepBUYHbLIM UCTOYHMKAM 6000,0
12 |n0 BTOPUYHBIM UCTOYHUKAM 4200,0
13 |Habop 1 hopmaTupoBaHune Tekcta ob3opa/cnpaBku OfiHa cTpaHuua 20,0
(1800 - 2000
3HaKoB)
OpraHu3auus 1 npoBefdeHne yCTHbIX Bubnunorpadmyeckux 063opoB
HOBbIX MOCTYNJIEHNI
OTGOp HOBbLIX MOCTYMNMIEHMI NO 3apaHee OOBLABNEHHOW TemaTuke;  oguH 063op
cucTemMaTM3aumsi UCTOYHMKOB MO TeMaM, MNPOCMOTP W aHanus
MOKYMEHTOB; nogbopka OubnMorpaduyecknx OnNMcaHun, KpaTKMX
AHHOTauuKn, pedepatoB Ha OTOOpaHHbIE WMCTOYHWMKOB; MOAFOTOBKA
pykonucu oubnvorpacdumyeckoro 00630pa; KONM4eCcTBO
NPOCMOTPEHHbIX 1 0TOBPaHHbLIX JOKYMEHTOB:
14 |no 50 OOKYMEHTOB 600,0
15 [cBblwe 50 JOKyMeHTOB 1800,0
MogroToBka GronneTeHs HOBbIX NOCTYNIIEHUI
OnpeneneHne TemMaTMyecknx rpaHu, noucka n otéopa JOKYMEHTOB;| OAMH BLonneTeHb
co3gaHue pybpukaTopa GlonneTeHs; BoisBeHMe 1 0TOOP B Maccuee
TEeKyLWMX MOCTYMNMEHNA WUCTOMHUKOB WMHGOpMauuu; nogbopka
@HHOTaLMI, pedepaToB; KONIMYECTBO NPOCMOTPEHHbIX AOKYMEHTOB:
16 0o 50 JOKyMeHTOB 300,0
17 [cBblwe 50 JOKYMEHTOB 600,0
MogroToBka TekyLmx bubnuorpacduyecknx nocobumn
Bbibop TeMbl nocobusi, BbISIBiEHWE W OTOOP [OKYMEHTOB, OAMH aBT. MUCT
bopMMpoBaHNe pasfenoB Nocobusi, aHHOTUPOBaHUE AOKYMEHTOB,
nonbopka  dakTtorpacdmyeckoro  martepuana, nnncTpaumn,
COCTaBneHue TEKCTa, BCMoOMoOraTenbHbIX ykasartenen,
KOMMbIOTEPHbLIN  HAbOp, KOHCynMbTauMu y  CMEeLManucToB  Ha
pasnuuyHbIX 3Tanax paboTel, 06cyxaeHne wu popaboTka no
3aMeYaHnsM:;
18 (cocTaBneHue oubnnorpacdmyeckoro yKasarens, KaTanora, 15000,0
nyTeBoaMTENs, CNpaBoYHMKa
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19 [nogrotoBka KOMMEHTApWUEB, NPUMEYaHUN MNPOCBETUTENLCKOIO) 6000,0
XapakTepa, He TpebyLmx cneunanbHblX MCCegoBaHUm
20 jnogrotoBka KOMMeEHTapues, npumMeYaHun Hay4HO- 12000,0
nccrnegoBaTenbCcKoro xapakrepa
MogroToBka PETPOCMNEKTUBHBIX Hay4YHO-BCMOMOraTenbHbIX
bnbnrnorpagudecknx ykasatenem:
21 BblbOp TeMbl, CO3O0aHWe aBTOPCKOro KOMMEKTMBA; pas3paboTkal OaWH aBT. MNCT 10080,0
MHCTPYKTUBHO-METOAUYECKNX MaTepuarnos; BbisiBieHue u oTbop)
NMOKYMeHTOB;  pabota Hag  Gubnuorpacdumyeckon  3anmcblo;
@HHOTMpOBaHWe; Gubnuorpaduyeckas rpynnUPoOBKa; COCTaBMEHMWE
BCMOMOraTernbHbIX YKasaTenemn; KOMMNboTEPHbIN Habop; obcyxaeHne
1 fopaboTka no 3ameyaHnsam
CocTaBneHne  aHHOTMpOBaHHOro  Gubnuorpaduyeckoro  unu| oAWH aBT. NUCT
Brnobnbnuorpadmyeckoro ykasatens no akTyarnibHOW TemaTuke C
XPOHOMNOrM4ecknm oxsaTom otT 2 4o 5 nert:
22 Ha pycckoM si3blke 10080,0
23 c BknoyeHmem ot 30% po 40% obvema nybnukauumi  Ha 12600,0
MHOCTPaHHbIX A3bIKax
24 (cocTaBreHne aHHOTMPOBaHHOro Gmbnuorpadmyeckoro ykasartensi OAWH aBT. MUCT 21000,0
MHOFOOTPACNEBOrO0 COAEPXKAHUA C XPOHOMOMMYECKMM OXBAaTOM [0
100 nerT, TpebytoLero CnmowWHOro NpocMoTpa AOKYMEHTOB, MOMCKa
CNOXHbIX BUbnnorpagmyeckmx nagaHun
CocTaBneHue pekoMmeHgaTenbHbIX 6Gubnmorpadmyeckmx CIMCKOB
BbisiBneHne cnpoca noTpebutenen, onpegeneHve TeMbl, OTOOP,  OAMH CMMUCOK
[TOKYMEHTOB, COCTaBflIEHME OYepKa, KOMMbIOTEPHbLIN  Habop,
BHECeHWe NcnpaBneHun:
25 |no 10 3anucen 30,0
26 (cBbiwe 10 3anucen 30,0
MogrotoBka aHanuTM4eckux 0630poB
BbiseneHne wu oTbop [OOKYMEHTOB, MOArotoBka pybpukatopa, OAWH aBT. MMCT
M3yyeHVe un oueHKa [JOKYMEHTOB, cucTematu3auus matepuana,
COCTaBMeHNe aHanmMTMyeckoro o063opa, KOMMbIOTEPHbIA Habop,
obcyxaeHne n gopaboTtka No 3aMmeyaHUsM:
27 N0 NepBUYHBLIM UCTOYHUKAM Ha PYCCKOM si3blke 10080,0
28 |[no cMellaHHbIM NePBUYHBIM UCTOYHMKAM 12000,0
29 N0 NepBUYHBLIM UCTOYHUKAM Ha MHOCTPAaHHbIX A3blKax 13800,0
CocTaBneHue akcnpecc-nHdopmaumm:
30 BbisBrieHve wn oTbop MaTepuana no Teme, CUCTeMaTusauus; OAMH aBT. MUCT 4500,0
KOMMbIOTEPHbLIN Habop
CocraBneHue pedepara:
31 M3yyeHMe M aHanu3 OOKYMEHTa; COCTaBneHue TekcTa pedoepaTta; OOWH aBT. NUCT 6600,0
KOMMbIOTEPHbIV HAOOP; BHECEHUE UCMPaBIEHUI
3.18. Hay4yHo-meTognyeckasi pabota
Tabnuua 59
N n/n HanmeHoBaHwne npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
N3MEPEHNs]  |[BPEMEHU, MUH.
1 2 3 4
MogrotoBKa MeTOAMYECKUX NOCOOWIA, peKOMEeHZaLMN;
1 |paspaboTka HOBOW TEMbl; U3yYEeHUE TEMbl, BbIIBNIEHWE W aHanua| OAWH aBT. IUCT 18000,0
MOKYMEHTOB MO TEMe; uuTaTenbCkoe W LeneBoe Ha3HayeHue
nocobus, pekomeHdauun; COCTaBfieHVMe MpPOCNeKTa; HanucaHue
TekcTa
2 |mogudpvkaumsi paHee pas3paboTaHHOM TeMmbl; BbiSBMEHWE Y| OAWH aBT. NINCT 10200,0
Elifioéiioaiolépin www.consultant.ru Nodaiesa ég
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M3y4eHNe HOBbIX [OKYMEHTOB W HaKomnneHHoro 6ubnmotekamu
onbiTa Mo Teme Nocobusi, pekoMeHZauui; YyTOYHEHWE, BHECEHWe
M3MEHEHWUIA B CTPYKTYPY U B TEKCT B COOTBETCTBUM C AOCTUXKEHUSAMU
OMOnMoTeyHOM Teopun 1 NpakTUKK; gopaboTka/nepepaboTka TEKCTa

PaspaboTka [OKYMEHTOB, perfameHTUpYLWmMX OedTeNbHOCTH|
OMOnMoTEK, NONOXEHUN, WMHCTPYKUMA, MPOEKTOB MOCTAHOBMEHUN,
lyCTaBOB, 3aKOHOOATEJIbHbIX aKTOB:

pa3paboTka HOBOW TeMbl; BbIsIBNiEHWE, U3y4YeHne, aHanu3
Ll.eI7ICTByI-0IJJ,VIX OOKYMEHTOB MO TeMe, HanmcaHune TeKCTa MNpPOeKTa
NoKymeHTa; obcyxaeHve n anpobauuns gokymeHTa B GubnuvoTteke;
nopaboTka JOKYMeHTa; NOAroTOBKa K YTBEPKAEHUIO

OOWH aBT. NUCT

20400,0

Moaudukaums paHee paspaboTaHHOro [JOKyMEHTa; aHanus w
OLEeHKa [OKYMEHTA; TMOMCK W OoTOOp HOBbIX [OENCTBYHOLUMX
MOKYMEHTOB MO TeMe; BHECEHWEe WU3MEHEHUN B TEKCT OOKYMEHTa;
o6ecyxaeHne 1 gopaboTka JOKYMEHTA; MOATOTOBKA K YTBEPXKAEHUIO

OOWH aBT. NNUCT

9000,0

PaspaboTka y4eTHbIx dpopm, Tabnumy, obpasuyos:

yYTOYHEHMe npeaMeTa, obObekTa, cofdepXXaHusi Y4eTHOW opMbl,
Tabnuubl, o6pasua; oTéop U cucTemaTusauus nokasaTtenei;
pa3paboTka MakeTa y4yeTHoh cpopMbl, Tabnuubl, ob6pasua;
06CyXaeHne JOKYMeHTa; NoAroToBKa K YTBEPXKAEHUIO

OOWH aBT. IUCT

9000,0

CocTtaBneHue peKOMeHﬂ,aLJ,VIVI no BHeApPEHUO pernameHTUpyrLlnxX
HOKYMEHTOB B NMPaKTUKe:

pa3paboTka MEeTOAMYECKUX PeKoMeHOaUmWi, UHCTPYKLWIA, NnaHoB Mo
BHEAPEHVI0 HOPMATVBHOW JOKYMEHTaLMW; NOAFOTOBKA TEKCTa

OOWH aBT. NTUCT

16500,0

[MogrotoBKa NUCbMEHHbIX KOHch'IbTaLWIVI, MEeTOANYECKNUX NMUcem:

BbISIBNIEHME M aHanu3 OKYMEHTOB MO TeMeE; udydeHme n 06obLieHne
onbiTa paboTbl GUGNMOTEK; MNOAroToBKa TEKCTa; ObCyxaeHue U
\nopaboTka TekcTa

OOWH aBT. NMNCT

10200,0

MogrotoBka 0630poOB AEATENBHOCTU OGUONMOTEK NO ONpeaereHHOW
TeMaTuke:

onpeneneHne  Tembl N  XpOHONorn4ecknx rpaHuy o630pa;
BblABEHNE, NPOCMOTP, OT60p N aHanmi3 OOKYMEHTOB MNO TeMe
0630pa; NoarotoBka TEKCTa; 060y>|<,1:|,eHv|e n ,u,opa60TKa TeKCTa

OOWH aBT. NNUCT

10800,0

PeueHsmpoaaHme Hay4HbIX, METOAUYEeCKUX, I/IH(bOpMaLI,MOHHbIX 7
Jpyrmnx matTepmnarnos:

HTeHune peleH3npyemoro marepuarna; oueHKa e€ero B LUelom,
OTAENbHbBIX YacTew; yCTaHOBI1IeHNUEe COOTBETCTBUA 4YUTATESIbCKOMY U
LenesomMy HadHa4yeHuto, Hay4YHbiM U METOONYECKUM Tpe6OBaHVIﬂM

OOWH aBT. NIUCT

900,0

10

HanncaHme peueH3nnm

OOWH aBT. JINCT

1500,0

[MogroToBKa NEKUMI, KOHCYNbTaLni

PaspaGoTka nnaHa nekumu, KoHCynbTauum, nogbopka nuteparypbl,
COCTaBIieH/e crucka nuTepaTypbl K FNEeKUMM, KOHCYMbTauuu,
NOAroToBKa TeKcTa:

11

nepBnYHada nekuna

ofHa nekumna

1800,0

12

NOBTOPHad Nekuun4d, ¢ y4eTomMm HOBOIro Mmartepuana

ofHa nekumna

360,0

13

nepBnYHada rpynnoBad KOHCyJ1ibTaunsa

ofHa
KOHCYnbTaLusi

1500,0

14

MOBTOpPHAasi FPyNnoBasi KOHCYsbTaumsl ¢ y4eTOM HOBOrO MaTepuarna

ofHa
KOHCynbTauus

300,0

15

lYCTHaa nHaneBuayanbHaa KOHCynbTaumna

ofHa
KOHCYyIbTauua

600,0

MNpoBeaeHWe NPaKTUKYMOB, CTaXMPOBOK

OnpepgenexHve Tembl, 3adaHWs NpakTukyma, ctaxuposBku (7 - 10
AHeNn), BbiSBNEHWe nuTepaTtypbl NO  M3y4yaemMOMy  BOMPOCY,
cocTaBneHue rpacmvka nNpPoBeOeHUs  3aHATMK,  NOATOTOBKA

BaKIO4YEHNA O NPOXOXOAEHUN NMPAKTUKYMaA, CTaXUPOBKU:

Elifoéiioaiolépn www.consultant.ru

iaaaeiay idaaiaay ilaaadeéa



idésac Ieidoeiiosdh Dififiéé 16 30.12.2014 N 2477
"Ta 60aadeadiee oeilalio Todafiéaans 1ol ododa ia daalod, aniieiyaiaa a ae...

Aiesiaio i0dainoaasai Elificeiioaiole
Aaga fitosaiaiey: 26.10.2016

16

NpakTUKyM (MHAUBMAYanNbHbIW, TPYNNOBOA)

OOWH NMPAaKTUKYyM

2400,0

17

CTaxvMpoBKa (MHAVBMAYarnbHas, rpynnosas)

OJHa CTaXXMpoBKa

2700,0

[MpakTuka CTYAEHTOB BbICWIMX WM CPEedHMX cneumanbHbIX Yy4eOHbIX|
3aBeleHUN:

18

MOArOTOBKA W OpraHvM3auus npakTuku ctygeHToB (oo 30 gHen);
pa3paboTka nnaHa MpakTUKKW, corfacoBaHWe ero ¢ pykoBoauTenem
MpakTUKK; COCTaBlneHue rpaduka NOCeLleHUst  CTPYKTYPHbIX
noapasaeneHuii; opraHmsaumns NpakTUYecKnX 3aHATUIN; noaseaeHue
MTOroB MPaKTUKWN; COCTaBMNEHNE XapaKTEPUCTMK NPaKTUKaHTOB

O[Ha MNMpaKkTuka

5400,0

MoceweHne 6MBNMOTEK, Bble3gbl B KOMaHOMPOBKM C  LIEMbIO
n3yveHns paboTbl U OKa3aHUA METOLNYECKOM MOMOLUM;

19

noarotoBka K KOMaHOMPOBKE, YTOYHEHuMe CpOKoB U uenen
KOMaHOWPOBKW; O3HakKoMIieHne C OOKyMeHTaMun un martepuanamu
npeabiayumnx Bble3qos U I'Iy6.l'IMKaLLI/IIZ B ne4yaTtun, coctaBlieHne nrnaHa
KOMaHOWPOBKU

ofHa
KOMaHOUpOBKa

660,0

20

COCTaBNeHNe oT4eTa/CnpaBky 0 NpoBeAeHHON paboTe

OOVH OTYEeT

1200,0

21

COCTaBNEeHNe aBaHCOBOIO OTYETa, 3anoSIHEHUE OTYETHOrO BriaHka

OOVH OTYEeT

60,0

Pa6oTa Hay4HO-OpraH13aLMOHHOIO Xapakrepa:

22

NOAroTOBKA W MpoBedeHWe TeopeTUYECKUX, Hay4yHO-MPaKTUYECKUX
KOH)epeHLUMIt; onpedeneHne coctaBa OPrkOMUTETA U Y4aCTHUKOB
KOHgepeHUUN; OPMMPOBaHME W  YTBEPXOEHWE MpOrpammbl;
OpraHn3aLnoHHbIe MepONpUATUS; BblpaboTka npoekTa
pekomMeHaauuii; pUHaHCOBO-XO3SINCTBEHHOE OGecrnevyeHne; aHanms
M oLeHKa paboTbl KOHEPEHUMM; NOABEAEHVE UTOTOB

ofHO
MeponpusaTue

6000,0

23

NMoAroToBka W MpOBedeHVWe  CeMWMHApOB,  KPYrMbIX  CTOJOB;
onpefeneHne cocTaBa Y4YaCTHWKOB, CpOKa M MecTa npoBedeHust
MeponpusaTuiA;  popMMpoOBaHME U YTBEPXAEHWE Mporpammbl;
MHOPMaLMOHHOE obecneyeHue; BblpaboTka npoekTa
pekoMeHAaLMIN; aHanm3 1 oLeHKa MeponpusTUii

0fHO
MeponpusiTue

3000,0

NOBbI

MpumevaHwne:

- nNpun npoBegeHun MepOI'IpI/IﬂTI/IIZ Ha MeXOyHapogHOM YpPOBHE K HOpME BpeMeHu npuMeHdaeTca

watowmn koadppuumeHt 2,0, Ha cbegepansHOM yposHe - 1,85;
- Bpemsi NpoBeOEeHMs IEeKUMI, KOHCYNbTauuih, MNpaKTUKYMOB,

CTaXMNPOBOK,

NPaKTUK,

npebbiBaHMs B

KOMaHOMpOBKax, MpoBeAeHNs KOH(epeHLMid, CeMUHapOoB, KPYrTbIX CTOMOB W BpeMsl, CBA3aHHOe C U3gaHuem
mMaTtepuanoB KoHpepeHLMii, CEMMHapPOB, B HOPMY BPEMEHW He BXOAsT.

3.19. PegakumnoHHo-n3gartenbsckasi pabota

Tabnumua 60
N n/n HanmeHoBaHwue npouecca, onepauun. Coctas paboThl EgnHuua Hopma
n3mepeHusi BPEMEHW, MUH.
1 2 3 4
MoarotoBUTENbHLIN 3TaN:
1 lyyacTve B COCTaBfeHWM TemMaTuyecKkoro (M3garTenbCKoro) nnaHa, ofHa Tema 45,0
nnaHa paccbifikv; corrnacoBaHne TemM usgaHui, aBTOPOB/aBTOPCKMX
KONNEKTMBOB
2 opbcyxgeHve C aBTOPOM TeMbl W XapakTepa 3akasblBaeMoro| OAWH aBT. IUCT 30,0
npounsBeaeHnsl, OCHOBHbIX  TpeboBaHWl,  KOTOPbIM  OOJMKHO
YAOBIETBOPATb npounsseaeHne n ycnosum aBTOPCKOro
BO3HarpaxgeHus
3 |obcyxaeHve n yTBepKAEHUE MlaHa-NpoCneKkTa N3gaHnst OOVH nnaH- 30,0
NpoCneKkT
4 Bakn4veHne AoroBopa-3akasa (B Criydae BHELUHEro aBTopa) Mexay| oavH OoroBop- 20,0
@BTOPOM 1 BNBIMOTEKON C yKasaHMeM 0O6beMa M CPOKOB NOArOTOBKM 3aKas
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M coaun pykonucy B pedakUMOHHBIN oTaen

5 |coctaBneHve poroBopa Ha nepegady OubnuoTeke npaBal OOVH OOroOBOP 20,0
BOCMPOM3BOAMTL Mpou3BedeHne B BblOpaHHOM  ©GubnnoTtekon
dopmare

6 (O3HaKoMIIieHMe C aBTOPCKMM OpUrMHaANoM (PyKOMuCbio), MPUHATME| OAWH aBT. NIUCT 120,0
pelweHns O mnepedade pykonucuM B MPOM3BOACTBO MMM O
HeobxoaMmocTn gopaboTku

7 cocTaBneHve rpadmka NpoxoXxaeHUs pykonucuy B otaene OAVIH rpacduk 20,0
PenakumoHHbIN 3Tan: OJVH aBT. NMUCT

8 |pepakumMoHHaa  obOpaboTka: nuTepaTypHoe, TEexXHW4Yeckoe U 780,0
cneuManbHoe  pefakTUpoBaHWe  pykonucw; Habop  w/unu
nepenedaTtka; MnOArOTOBKA M3OaTeNbCKOro opurkHana (Bbibop
TEXHONOMMN, N3rOTOBMIEHNE 3aKasa 1 Co3daHMe MakeTa u3gaHns)

9 [koHCTpyKTOpCKO-OhopMUTENBCKasd paboTa: nNpoekTUpoBaHWe BWAa 660,0
M3naHMs 1 ero CTpYKTypbl; nogbopka dopmaTta M Mapku Gymaru,
dopmaTa nonoc M3gaHud, rapHUTYp U Kernewm  wpudgrTa,
onpefeneHve xapaktepa M uucra unnocTpaumi,  dopmarta
ocbopMneHus, Buaa OOMOXKM UMW MepenneTa; NpPoeKTUPOBaHWE
BHeLIHero ohopMIeHus n3gaHms

10 [npou3BOACTBEHHLIN 3Tan: Bbibop nonurpaduyeckon 0asbl; pacyeT| OOHO usgaHue 360,0
notpebHOCTM B MaTtepuanax; CoCTaBfieHWe npeaBapuUTEnbHON
KanbkynauMmM  3akasa;  onpegenieHMe  CTOMMOCTW  W3OaHus;
paspaboTka rpacmka NpoxXoxaeHWst 3akasa Ha nonmrpadouyeckom
npeanpuaTuK; 3aknoyeHne gorosopa ¢ tmnorpaduven
PenaktmpoBaHve Hay4YHbIX 1 METOOUYECKNX MaTepranos
[MpoBepka 1 ncnpasrneHne pykonucu B NpoLIecCe MOAroTOBKU ee K
neyaTn; yCTaHOBKA COOTBETCTBMS TEKCTA HayYHbIM U NUTEepaTypHbIM
TpeboBaHuaAM, ¢opMe U  LEneBOMY Ha3HAYeHWo  U3gaHus;
cornacoBaHMe BHOCUMbIX WCMpPaBfeHUn C aBTOpOM; AopaboTka
YKOMUCHK:

11 |pepaktupoBaHue MoHorpaduii, COOPHUKOB HAy4HbIX TPYAOB, OAWH aBT. NMUCT 3480,0
Hay4HbIX OTYETOB, MNPAKTUYECKNX NOCOOUI

12 pepakTvpoBaHMe  MeTOOuMYEeCKMX  MaTepuanoB  (UMHCTPYKTUBHO- OAWH aBT. NUCT 3000,0
MeToouYeckne nucbMa, pekoMeHAauuu, KOHCynbTauuu, 0630pbl
neaTenbHoCTN GMbnnoTek)

13 |pegakTvpoBaHWe [OOKYMEHTOB, perrnaMeHTUpPYLWNX AesaTenbHOCTb OAWH aBT. UCT 2940,0
cneunaneHbix OmMbnuoTek Ana  crienbiX (YCTaBOB, MOMOXEHUMN,
MHCTPYKLUWIA)

14 pepakTMpoBaHWe CTaTUCTUYECKMX Tabnuy, y4yeTHbix  ¢OpM, OAWH aBT. IUCT 2400,0
oOpasuoB

15 |pepaktnpoBaHue MaTtepuanos KOHpepeHumi (ooknagoBs, OQuWH aBT. NUCT 1200,0
coobLeHnn)
PenaktnpoBaHue Gubnuorpadmnyeckmx nocoduii, peTpoCnekTUBHbIX
Hay4yHO-BCMOMOraTenbHbIX  yKasaTenewn, 0630poB, CMpaBoK,
pedepaToB, aHHOTALUMN:

16 |pepakTmpoBaHne Oubnuorpadmyecknx nocobum (Tematudeckux| OAWH aBT. IUCT 3000,0
Onbnrorpadmyecknx ykasarenen, cnpaBoydHMKOB)

17 ppepakTvpoBaHWe  PETPOCMEKTUBHbIX  Hay4YHO-BCMOMOraTenbHblX| OAWH aBT. IUCT 2280,0
Kasarenew

18 |pepakTMpoBaHMe aHanuTUyeckux o630pOB, CMpPaBOK, aHHOTAUWW, OAWH aBT. NUCT 1200,0
pedepatoB, CBOAHbIX pedepaTvBHbIX 0030pOB,  3KCMpecc-
MHopmaLmin

19 |pegakTvpoBaHune drubnuorpadu4ecknx sanucen OfHa 3anucb 50

20 KOHTpOnbHOE pefakTMpoBaHue OfHa 3anuchb 7,0
MawwmnHonncHele paboTbl, BbINOSHAEMbIE B aBTOMaTU3MPOBaHHOM
exvme

Elifoéiioaiolépn

www.consultant.ru

iaaaeiay idaaiaay ilaaadeéa



idésac Ieidoeiiosdh Dififiéé 16 30.12.2014 N 2477
"Ta 60aadeadiee oeilalio Todafiéaans 1ol ododa ia daalod, aniieiyaiaa a ae...

Aiesiaio i0dainoaasai Elificeiioaiole
Aaga fitosaiaiey: 26.10.2016

Habop Ha KoMnbloTepe:

21 [TekcTta c nicta OfHa cTpaHuua 20,0
(1800 - 2000
3HaKOB)

22 ubnunorpadudeckoe onncaHne OAHO onncaHue 5,0

[MpaBka Ha KOMMbIOTEPE, BEPCTKA Ha KOMMBLIOTEPE:!
24 TeKkcTta OfHa CTpaHuua 10,0
25 pubnunorpadudeckoe onncaHne OfHa CTpaHuua 2,0
26 |BblIBOA TEKCTA Ha NPUHTEP, pacneyaTtka OfHa CTpaHuua 2,0
27 BbiBog hopM Tabnuy Ha MOHUTOP OfHa CTpaHuua 2,0
28 HanonHeHwe Tabnuy cogepXxaHmem ofjHa Tabnuua 18,0

MpyMeYaHve: Npyu pedakTUPOBaHWM CMELLaHHOMo TeKCTa K Hopme

KoadhpmumeHT 1,2.

BPEMEHMW TMPUMEHSIETCS MOBbILLAOLLNIA

3.20. lNepeBog n nepepaboTka MeyaTHbIX TEKCTOB C MHOCTPAHHbLIX S13bIKOB Ha PYCCKUMN UM C PYCCKOrO Ha
WHOCTPaHHbIE A3bIKU

Tabnuua 61

N n/n

HaumeHoBaHWe npouecca, onepaumun. CoctaB paboTbl

EanHuua
n3mMepeHnst

BpEMEHU, MUNH.

Hopma

2

3

4

I'IepeBop, TEKCTa C MHOCTPAHHbLIX A3bIKOB Ha pyCCKVIIZ A3bIK

YteHne opurnHana, aHann3 TeKCTa, pa3MeTKa €ro C BbIABIIEHUEM
TPyAHbIX TEPMUHOB, TrpamMMaTU4eCKnx KOHCprKLI,VIVI, JTIEKCNYECKUX|
O60pOTOB, LEeX0BbIX U XaHPOBbIX TEPMWNHOB:

OOWH aBT. NIUCT

—_

NOJSIHBIN NMCbMEHHbI NepeBos,

3360,0

COKpaLLeHHbIN nucbMeHHbIn nepeeog oT 30% no 50% obbema
TekcTa

3600,0

BbIGOPOYHbIV MMCbMEHHBIV NepeBos

3120,0

I'IepeBop, TEKCTa C PYCCKOro A3blka Ha MHOCTPAaHHbIE A3bIKW:

NOJSIHBIN NMCbMEHHbIV NepeBos,

OOWH aBT. JINCT

3840,0

TepMVIHOJ'IOFI/I‘-IeCKaFI pa60Ta BbIMOJIHEHUN  MUCbMEHHOIQ

nepesoaa:

npwu

MOUCK OTMEYeHHbIX B OpUrnMHane He3HaKOMbIX WM HENOHATHbIX

nogbopka COOTBETCTBYIOLLETO
pacLmngpoBKa COKpaLLeHni

TEPMUHY 9KBMBAreHTa,

OVNH TePpMUH,

TEPMUHOB M COKpalleHU B CrOBapHO-CMPABOYHON NUTepaType;04HO CoKpalleHue

1500,0

KOHCyﬂbTaLlI/IFl nepeBogynKka co cneuunanncrtamum:

BbIICHEHVWE  MPaBUIIbHOTO  M3MOXEHWsI 4acTeil Tekcta Mo
Mano3HakoMol TemaTuKe; YTOYHEHWE COOTBETCTBMS NepeBoda
opuruHany

ofHa
KOHCYyInbTauua

2700,0

CoctaBneHue 6ubnunorpaduyeckoro onncaHus:

cocTaBneHue Gubnunorpadn4eckoro onucaHus nepesoa

OAHO onucaHune

720,0

AHanM3 W BHeceHMe W3MEeHeHWn B TeKCT nepesBoga nocne
pacnevarku:

npoBepka nNPaBUIIbHOCTM PACMONOXEHUA OTMNeYaTaHHOro TeKCTa;
CBEpKa C PYKOMUCbIO; MpaBKa

OOWH aBT. NNIUCT

240,0

'TexHn4yeckoe obopMneHne NnepeBoaoB:

BHECEHMe B TEKCT nepeBoaa CUMMBOJIOB U BCTAaBOK HA MHOCTpPaAHHOM
A3blKE

OJHO BMNMUCbiBaHNe

3,0

10

BHECEHMWE PUCYHKOB, Tabnuu, doopmyn

OHa BCTaBKa

4,0

I'IepeBop, 3arosioBKOB CTaTeN U OOKYMEHTOB!

11

nepeBoa 1 3anncb 3arojioBKOB

OOWH 3aroJioBoK

12,0
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MNpumeyaHwue:

- HOPMbl BpeEMEHN npeaycMmaTpmBaloT BbIMNOJIHEHNE NepeBOoOoB C MHOCTPAHHOIO A3blKa Uik Ha MHOCTpaHHbIVI,

KOTOPbIN y NepeBoayMKa SBMSeTCA OCHOBHbIM (MO0 06pa3oBaHMO NN MPUMEHEHUIO);

- MpW BbINOMTHEHWM NMEPEBOAOB C APYIUX SA3bIKOB UMM Ha Apyrie, MOMWMO OCHOBHOTO, K HOpMaM BpeMeHU

NpYMeHseTCs NoBbILWakoLWmMn KoadpunumneHT 1,1.

3.21. PaboTa no BbINyCKYy ManoTUPaXKHbIX U3O0aHWI cneumarnbHbIX hopmaTos

Tabnuua 62

N n/n HaumeHoBaHWe npouecca, onepaumun. CoctaB paboTbl EaovHuua Hopma
N3MEPEHNS]  |BPEMEHU, MUH.
1 2 3 4
BocnpoussegeHre nnockoneyaTtHoro [AOKYMeHTa B penbedHo-
Tovye4yHoM dhopmarte
PaboTa ¢ TekCTOM NnocKonevyaTHoOro AoKyMeHTa Ha GymMakHOM unu
PNEKTPOHHOM HOocUTENeE:
1 |KOMMbIOTEPHBIN HAGOP TEKCTa BPYUHYHO OfHa cTpaHuua 20,0
(1800 - 2000
3HaAKOB)
2 [CKaHMpoOBaHMWe 1 pacno3HaBaHWe N0CKONeYaTHOro TekcTa OfHa cTpaHuua 4,0
(1800 - 2000
3HaKoOB)
3 BBarpyska harina ¢ nnockonevaTHbIM JOKYMEHTOM B KOMMNbIOTEP OfHa cTpaHuua 0,5
(1800 - 2000
3HaKoB)
4 MTeHWe NNoCKonevYaTHOro TeKCTa U BHECEHWE UCTIPaBIeHNI ofHa cTpaHuua 50
(1800 - 2000
3HaKOoB)
5 M3MeHeHue TekcTa 13 popmarta JOKYMEHTa B ANEKTPOHHbIM hopMaT| ofdHa cTpaHuua 1,0
(1800 - 2000
3HaKoB)
6 MTeHVe KOHBEPTUPOBAHHOIO TEKCTA; BHECEHME UCTIPABNEHUI OofHa cTpaHuua 7,0
(1800 - 2000
3HaKOB)
7 [NpvBedeHuWe TekcTa B COOTBETCTBME MpaBuiiaM nNncbMa Mo CUCTEME OfHa CTpaHuua 13 MUH.
Bpaiins (26 ctpok x 30 3HaKoB) (1800 - 2000
3HaKOB)
PaccTtaHoBKa NopsifKoBbIX HOMEPOB CTPaHWLL:
8 |B aBTOMaTM3MPOBAHHOM PEXUME ofHa onepauns 0,5
9 |nocTpaHu4Has paccTaHOBKa B PyYHOM pexume OfHa cTpaHuua 1,0
10 BbiIBO4  TekcTa Ha  OpanneBckMid  MpUHTEpP;  pacnedvaTka OAVH nncT 2,0
(ABYXCTOPOHHSSA)
PaboTta c nnockoneyaTHoOW HOTHOW 3aMUChIO:
11 KOMNblOTEPHBbIA Habop (C nMcTa) HOTHOW 3anmMcu Mo CUCTEME OAHa CTpaHuua 40,0
Bpaiins Bpy4qHyto
12 |ckaHMpoBaHME WM pacno3HaBaHWe Ha cneumanbHoM OpanneBckoM| OgHa CTpaHuua 3,0
CkaHepe
[MpoBepKa HOTHOW 3anNnCcK, BHECEHWE UCMPaBNEHWM: OfHa cTpaHuua
13 |HoTHasd 3anucb, HabpaHHas BPYYHYIO 60,0
14 |HoTHas 3anucb, NONyYeHHas CO CkaHepa 20,0
15 |npuBegeHne HOTHOM 3anMcu B COOTBETCTBME NMpaBMiaM 3anucu HOT| ogHa CTpaHuua 15,0
no cucteme bpanns (26 cTpok x 32 3Haka)
PaccTaHoBKa NopsiikoBbIX HOMEPOB CTPaHUL:
16 |B aBTOMaTN3MpPOBaAHHOM pexunme ofjHa onepaums 0,5
17 |nocTpaHu4Has paccTaHOBKa B PyYHOM pexume OfHa cTpaHuua 1,0
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18 |BbIBOA HOTHOW 3anncuK Ha GpanneBCKUI NPUHTEP; pacnedyaTka OfHa cTpaHuua 0,7
Co3gaHne nnockonevyaTHowm 0BIOXKM
KomnbtoTepHbI HAGOp TEKCTa BPYYHYHO: ofHa obnoxka
19 [Tpm anemeHTa onucaHus (aBTop, 3arnaBne, BbIXOOHbIE AaHHbIE) 3,0
20 MeTblpe 1 6onee 3NEMEHTOB ONUCAHNUSA 4,0
21 CKaHMpOBaHWE M pacno3HaBaHWe TeKCTa ofHa obnoxka 3,0
22 BHeCeHuWe ucnpasneHnn n popmaTtnposaHmne ofHa obnoxka 3,0
[An3anH oONOXKM: ofHa obnoxka
23 |6e3 unntoctpauun 1,0
24 c vnncTpaunamm 2,0
25 |BbiBOA, 06NOXKM HA NPUHTEP; pacnedyaTka OfHa cTpaHuua 1,0
CosgaHne nuueBoi U OBOPOTHOM CTOPOH  MITOCKOMEYATHOrO
TUTYNBHOTO fiUCTa:
26 KOMMbIOTEPHbIN HAOOP TEKCTa BPYYHYIO OQIMH TUTYIbHbIN 10,0
nmuct
27 CkaHMpOBaHWE M pacno3HaBaHWe TeKcTa OAVH TUTYIbHbIN 6,0
nmuct
28 BHeceHuWe ucnpasneHnn n opmaTtnposaHmne OAVH TUTYIbHbIN 6,0
nnct
29 |paspaboTka Am3anHa TUTYNBHOro NncTa OAVH TUTYIbHbIN 1,0
nict
30 BblBOA TUTYMNBLHOIrO NNCTa Ha MPUHTEP OAMH Nuct 2,0
CosgaHne nuueBon M OBOPOTHOM CTOPOH penbedHO-TOYEYHOrO
TUTYNBHOIO NncTa:
31 [KOMMbIOTEPHBIA HAOOP TEKCTa BPYUHYIO OAMH TUTYIbHBIN 10,0
nnct
32 (ckaHMpoBaHWe 1 pacno3HaBaHWe NNOCKONeYaTHOro TekcTa OOMH TUTYNbHbLIV 6,0
nnct
33 [BHeceHwue ncnpasneHun OOMH TUTYNbHbLIV 6,0
nnct
34 M3meHeHue TekcTa M3 hopmarta JOKYMEHTA B NEKTPOHHbIV bopMaT| ofHa onepaums 1,0
35 |MTEeHve KOHBEPTUPOBAHHOIO TEKCTA; BHECEHUE UCNPaBIeHUN OflHa CTpaHuua 2,0
36 [npuBegeHue TekcTa B COOTBETCTBME C MpaBunamMu nucbMa Mo| oAHa cTpaHuua 6,0
cucteme bpanng (26 ctpok x 30 3HaKoB)
37 BbIBOA TEKCTa Ha BpanineBCcKUi NPUHTEP OAVH nnucT 2,0
BocnpoussegeHne nnockonevaTHoOW unnocTpaumm B penbedHo-
rpacdnyeckom cpopmare:
38 [ckaHMpOBaHWe NrocKoneYyaTHON UncTpaumm ogHa 1,0
unncTpaums
O6paboTka unnocTpauuu: ogHa
unncTpaums
39 bpaboTka roToBOro KOHTypa 10,0
40 |cosgaHve HOBOro KOHTYpa 60,0
41 (dopmMaTMpoBaHMeE NIoCKoNevYaTHoON unncTpaumm ofHa 2,0
unncTpaums
42 [BbIBOA MiockonevaTHoW UNNICTpaunmn Ha NpUHTEp ogHa 1,0
unncTpaums
[MepeBoa nnockonevyaTHOW MMMOCTpaUMM Ha penbedoobpasyroLlyto ofHa
bymary: unncTpaums
43 |c ogHOKpaTHLIM MPOMYCKOM W300paxkeHusi yepes3 HarpeBaTernbHOe 1,5
YCTPOMCTBO
44 c AByKpaTHbIM MPOMNYCKOM W300paxeHns 4Yepes HarpesaTenbHOe 3,0
YCTPONCTBO
[MepenneT AOKYMEHTOB, BOCMNPOWU3BEAEHHbIX penbedHO-TOYEYHbBIM
LUpUdpTOM:
45 [naMnMHMpoBaHue 0BIOXKKK ofHa obnoxka 6,0
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46 |pydHas nucrtonogbopka odHa 2,0
nucrtonogdopka
47 |danbuoBKa py4Has oauH 6ok (10 0,3
NNCTOB)
48 |BbipaBHMBaHME M 0Ope3ka kpas CTpaHuLbl ofHa onepauns 0,3
KpenneHne ctpaHuu; OOWH OOKYMEHT
49 [OByMSA cKkpenkamu 0,3
50 Ha NNacTUKOBOW NPYXWHE 4.0
51 [TepmokneeBoe KpenseHme 6,0
52 pkecTkasi KapTOHHast obnoxka C OyMaXHbIMM  MOKPOBHbLIMU 60,0
CTOPOHKaMM 1 NPOLUMBHBIMY KOPELUKaMM
BocnpousBegeHme nnockoneyatHoro [OKYMEHTa B 3BYKOBOM
dopmate
MpepBapuTenbHas paboTa Hag TEKCTOM: 1000 3HakoB
53 XyOoXeCTBEHHbIN TEKCT 5,0
54 TexHudeckun wn gpyrme crneuuwanbHble  TEeKCTbl  (MaTematuka, 10,0
MeguLMHa, XMMUS)
[MpounTbiBaHME TEKCTa Ha KOMMNbKOTEpe B CTyaurHbIX ycnosusax co| 1000 3Hakos
3BYKOPEXMNCCEPOM:
55 [XygoXXeCTBEHHbIN TEKCT 4.0
56 [TexHudeckun W gpyrme cneumwanbHble TEeKCTbl  (Matemartuka,
MeguLMHA, XUMUS)
57 |nepesanncb Ha4YMTaAHHOrO TEKCTa Ha KOMMbOTEP (OUUMpPOBKa 3ByKa) OAHa AOPOXKa 50,0
C aHanoroBoro UCTOMHUKa B peanibHOM BpeMeHU
58 |06paboTka HauMTaHHOro TeKCTa Ha KOMMbTEPE OfHa JOpOXKa 1,5
59 KoHTponb 06paboTaHHOM 3aNUCK Ha KOMMbIOTEPE 0fHa JOpOoXKa 50,0
BocnpousseaeHne 03By4EHHOIO TEKCTa C KOMMNbOTEpA: OfHa JOpOXKa
60 Ha KoMnNakT-KacceTy B pearibHOM BpeMeHM 50,0
61 |Ha guck 10,0
62 My3blkanbHO-TanMepHoe opopmIieHNe 3ByKO3anucu 0fHa JOpOoXKa 50,0
KpatHoe  BocnpousBegeHWe  03BYYEHHbIX  OOKYMEHTOB  Ha
ayamoKacceTbl:
63 [nogrotoBka MaTepuanoB K BOCMPOM3BEOEHWIO  (pachnakoBKal oOfHa kacceTa 4,0
ayamokacceT, nepeMOoTKa, pa3MarHmynBaHue)
64 [kpaTHOe BOCMpOM3BeAeHMEe ayamo3anucen Ha CTaHLUMM CKOPOCTHOrO| ofHa onepaLms 3,0
nybnmpoBaHnst aygmnokacceT (KOMNbKTep - KAacceTa)
65 [kpaTHOe BocnpousBeeHWe ayauvo3anucen Ha  cneumansHOM| ofHa onepavlms 5,0
o6opyaoBaHUK (kacceTa - KacceTa) B 3aBUCUMOCTM OT TEXHUYECKOTO
OCHaLLEHNS
66 [kpaTHOe BocnpousBedeHWe ayauos3anucen Ha  cneumansHOM| ofHa onepauus 5,0
06opyaoBaHUK (KaTyLlKa - KacceTa) B 3aBUCUMOCTM OT TEXHUYECKOTO
OCHaLLEHNS
67 [NnpoBepka KayecTsBa KOnun ofHa KacceTa 5,0
odhopMIIeHne ayguoKacceT, ONTUYECKMX AUCKOB U KOHTENHEPOB
68 (cosmaHve wugeHTUdMKaTopa, Onpedensarowero npPUHaLNEeXHOCTb, OOViH 3,0
KacceTbl K OOKYMEHTY, B MIIOCKONEYaTHOM U pernbedHO-TOYEYHOM| naeHTudukaTop
BapuaHTax; HaKNenBaHWe Ha KacceTy
69 |cos3maHMe MnocKoneYaTHOW STUKETKU ANs OOKYMEHTa, 3anmcaHHOro| OAHa STuKeTka 6,0
Ha ayamokacceTax (Habop TekcTa, BbiBO4 Ha BpanneBCckuin npuHTeEp,
pacnevaTtka, paspesaHue no 3agaHHOMY pasmepy, HaknemBaHue Ha
KOHTeWHep)
70 |cospaHve  penbedHO-TOYEYHOM  3TUKETKM  ANng  OOKYMEeHTa, O[Ha 3TuKeTka 9,0
BanncaHHOro Ha aygmokacceTax (Habop TekcTa, Au3alH, BbiBOA Ha
NpuUHTEpP, pacnedaTka, paspesaHue no 3afjaHHOMY pasmepy,
HaKMNenBaHWE Ha BHYTPEHHIOK CTOPOHY KPbILIKM KOHTEVHEpa)
71 |packnazka ayamokacceT No KOMMreKkTamM/KoOHTenHepam ofHa onepaunsa 1,0
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CO30aHNE STUKETKN HA ONCKE:

72

BBO4 B KOMMbKOTEP OCHOBHbIX CcBeAeHnn o LOOKYyMeHTe (aBTop,
3arnaBV|e) B CI'IeLI,VIaJ'Il/I3I/IpOBaHHOl7I nporpaMmme

OOVIH IOKYMEHT

5,0

73

BbIBOJ Ha NMpUHTEP C (PpyHKLMEN "neyaTtb Ha auckax", pacneyarka

ofHa onepauus

2,0

74

co3gaHne NoCKONeYaTHOW KOHTEMHEPHOW STUKETKM A8 JOKYMEHTA,
BanncaHHOro Ha aucke (Habop Tekcta, hopmMupoBaHve Ou3aniHa,
BbIBOA, Ha TNPWHTEp, pacnedvaTka, paspes3aHuMe Mo 3adaHHOMY|
pasMepy, pasMeLLieHne Ha BHELLHEN CTOPOHE KPbILLKN KOHTENHepa)

OHa 3TUKeTKa

8,0

75

co3faHne penbeHO-TOMEYHON KOHTEMHEePHOW 3TUKETKM AOns
NOKYMEHTa, 3anucaHHOro Ha gucke (Habop TekcTa, BbIBO4 Ha
OpanneBcknii NpuHTEpP, pacnevaTka, paspe3aHne Mo 3agaHHOMY|
pasMepy, pasMelleHMe Ha  BHYTPEHHEW CTOPOHE  KPbILKM
KOHTENHepa)

OQHa 3TUKeTKa

10,0

ApXM BaUMA O3BYyYHEHHbIX OOKYMEHTOB!

76

o6paboTka MaTepuana ansg KOHBEPTUPOBAHUS

OAHa O0POXKa

30,0

77

KOHBepTUpoBaHue dannos ¢opmata BO AC B dopmar
ayanodannos B 3aBUCMMOCTU OT TEXHUHECKOTO OCHALLEHS

OAHa OO0pPOXKa

6,0

78

nepeHoC apxmBa Ha cepBep

OAHa O0POXKa

6,0

3.22. ObcnyxumBaHve yaaneHHbIX nonb3oBartenen

Tabnuua 63
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4. TunoBble oTpacneBble HOPMbI TpyAa Ha paboTsl,
BbINOMHSAEMbIE B ETCKUX, FOHOLIECKMX bubnmotekax, B bubnmorekax
Hay4HO-uccnegoBaTtenbcknx MHCTUTyTOoB (HNW), 06pasoBaTenbHbIX
yupexaeHun (6e3 ncnonb3oBaHMs aBTOMaTU3NPOBAHHbLIX CUCTEM

yrnpaBneHus npoueccamm)

4.1. KomnnektoBaHue 6ubnuotevHoro cooHaa

Tabnuua 64
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboTsl EavHnua Hopma
N3MEPEHNS]  |[BPEMEHU, MUH.

1 2 3 4
[TekylLiee KOMNIIeKToBaHne 6mbnmnoTeyHoro goHaa:

1 |NPOCMOTP KHUroM34aTeNbCKOW M KHUIOTOProBon MHGOpMaLnm (1 nparic 8000 980.0

HavMeHOBaHWI)

2 |ycTaHoBrneHve TeMbl W BuAa OOKyMeHTa, nognexauero otoopy; (1 nparic 8000 2.0
BblSICHEHME HeobXxoaMMOoCTU npuobpeTeHus HaMMeHOBaHWI)
OnpeneneHne 3K3eMnnsipHOCTU 3aKasa: (1 npanc 8000

HaMMeHOBaHWI)

3 |gpns nogpasgeneHun 0,5

4 |nns 6ubnuoTekn B LIENIOM 1,0
odopMIieHMe 3akasa; yKasaHue 3K3eMMASpPHOCTW, CTOMMOCTW|  OAMH 3aKas 1,0
3akasa, garbl
Konn4yecTtBo 3akasaHHbIX Ha3BaHUM:

5 1-15 15,0

6 [16-25 25,0

7 26-75 75,0

8 [76-100 100,0

9 jochopmrieHre 3akasa Ha BbINMUCKY 3apybexHbIX JOKYMEHTOB OAVH JOKYMEHT 100,0

10 |nogroTtoBKa crmcka JOKYMEHTOB, npegnaraeMblx K OAHO Ha3BaHue 26,0
MeXOyHapOAHOMY KHUIOOOMEHY; CBEpPKa CMMCKa C KaTariorom

11 |cocTaBneHne KapToukM AN KapTOTEKM OpraHvM3auumn-napTHEPOB; OAHa KapToyka 1,0
yKasaHue Ha3BaHus opraHmsauum, agpeca, Ha3BaHUS
0BMeHnBaeMbIX JOKYMEHTOB
Pa6ota B AC:

12 |BBOA 3aKasa TeKyLlero KoMnnekToBaHus B 6asy gaHHbix AC OOMH 3aKa3 5,0

13 |pegakTnpoBaHMe BBedeHHbIX B 6a3dy OaHHbIX CBeAEHUN O 3akase;  OOuH 3aka3 30,0
BbIBOJ Ha 3KpaH; BHECEHNE U3MEHEHUN

14 |BbIBOA Ha NPUHTEP AAHHbLIX TEKYLLEro KOMMIeKkTOBaHUA; pacneyarka OOVH 3aKa3 1,6
BeeHMe KapTOTEKM TEKYLLIEro KOMMNMNEKTOBAHMUS

15 |cocTaBneHuMe KapTOukW, yKasaHWe aBTopa, 3arnaBus, BbIXOAHbIX OOHa KapTouka 0,5
JaHHbIX, HOMEpa B U34aTeNbCKOM NiiaHe

16 |nepeHeceHue cBegeHM O 3akase Ha KapToOYKM;, YKa3aHWe ofHa KapTouka 0,3
PK3eMMMsSpHOCTM  3aKasa, pacnpegeneHve Mo  CTPYKTYPHbIM
nogpasgeneHmsam

17 |paspe3aHue wn3gatenbCkUX MMaHoB, pacneyatka Ans KapToTeky| ofHa KapTodka 1,5
TEKYLLLero KOMNAEKTOBAHWS, HaKNeNBaHe Ha KaTanoXHY KapTOYKu

18 [nogbop KapToukM Mo andaBuTy O PacCTaHOBKM B KapTOTEKy| OAHA KapTodka 0,5
[TEeKyLLIero KOMNeKToBaHms

19 |paccTaHoOBKa KapToudku B andasuTte hamunuii aBTopoB, 3arnaBui Bl ofHa KapTouka 04
KapTOTEKY TEKyLLIero KOMNieKkToBaHus
OdopmneHne NognNMck1M Ha NeEpUOaNYECKNE N3OaHUs:

20 |[npocmoTp Katanora "Pocnevyatn", oT6op HasBaHUS Nepuognyveckux OAHO Ha3BaHue 0,8
M3gaHun anst NOANUCKn
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21 |cbop 3asiBKM OT noapasgeneHu 6ubnmoTeku Ons nNoanucKM Hal ogHa 3asiBka 1,5
nepuognyeckie nsgaHus
22 (cBepka pacneyaTtky CMUCKOB YCMOBHO 3aka3aHHbIX MepuoaMyeckux| O4HO Ha3BaHWe 1,04
N34aHUN C KapTOTEKOWN 3aKa30B, BHECEHVE U3MEHEHUS B pacnevaTku
CMUCKOB
23 [cBepka 3aKkasa TeKylero roga Ha nepuogudeckue wmsgaHna ¢ OAHO HasBaHue 0,2
NOANWCKOW Mpedblaywero roga Ans BbISIBNEHUS W3MEHEHUN B
Ha3BaHUAX; BHECEHME OTMETOK
24 (cBepKka BbIXOAHbIX AaHHbIX BrepBble 3akasblBaeMbIX 3apyOexHblX|  Ha OAuH rog 80,0
nepnoanyecKkmx n3gaHumn c bubnuorpaduyecknmm cnpaBoYHUKaMu 1
apyrumMum MHOPMaLMOHHBIMU UCTOYHMKaMM
25 pdpopmneHve 3akasa Ha NOAMNUCKY; NOACHET CTOMMOCTU MOAMUCKN C|  OOMH 3aKa3 30,0
Y4eTOM [OCTaBKW, 3arnofiHeHWe KBUTaHUUM aboHeMeHTa Ha
nepuoanyeckoe nsgaHue
26 |cocTaBneHue  perucTpaLMoHHOW  KapTOuKM — ONs KapTOTeKy| ofHa KapTouka 0,5
nepnoaMyecknx usgaHumn;, MNpoCTaBfieHMEe Ha KapTodke WHAOeKca,
roga, NepuoanyHOCTU, UCTOYHMKA MOCTYNEHNS
Pa6ota B AC:
27 BBOZ 3aKkasa Ha nepvoguyeckune n3gaHus B 6asy gaHHbIX OfHa KapToyka 10,0
28 BbIBOA Ha 3KpaH pernctpaumMoHHON KapTOYKK; pacnedartka OfHa KapToyka 1,0
29 KoppeKTMpOBKa 3akasa: BbIBOA Ha 3KpaH Cnucka MNepuoamyeckux 0ofiHO 0,3
N34aHUN; BHECEHUE N3MEHEHMUN HavMeHOBaHWe
[Mepenucka ¢ KHUFOTOProBbIMW OpPraHn3aLusMmn 1 m3gatenscTBamu,
bnbnnoTekamum:
30 coctaBneHne, Habop TekcTa mnMcbMma (3anpoca, MNPEeTeH3uun), OAHO MUCBMO 60,0
pervcTpaunsi B KHUre Mcxogswmx 4OKyMEHTOB (NpOCTaBneHne aartol,
NMopsiAKOBOrO HOMEpa, YyKasaHWe HauMEHOBaHUS opraHv3auuu,
KpaTKOro cogepkaHus nucbma)
31 |odopmneHue 3akasa "KHura - nodton”, oTnpaBka 3akasa B MarasuH, OAVH 3aKas 3.1
06MeHHble OoHIbI
[lokomnnekToBaHue 6Gubnuote4Horo oHaa:
32 |[nonyyeHne  3asBKM  Ha  npuobpeTeHMe  OOKYMEHTOB  OT  OfHa 3asiBka 0,3
nogpasgeneHuni.
33 |cocTaBneHue OGubnuorpaduyeckor 3anucu; ykasaHue KONMYecTBal OfHa KapTouka 3,0
PK3eMNNAsgpoB 1 CUMNbl NogpasaeneHun
34 BKNOYEHWE 3as8BKM B KapTOTEKY JOKOMMIEKTOBaHUSA OfHa KapTo4ka 0,26
35 [NpOCMOTP KapTOTEKN HEeYOOBNETBOPEHHOMO CNPOCa; aHanmM3 OTka3oB OAWMH AOKYMEHT 3,0
Nnsi  BbIIBNEHUS OTCYTCTBYHOLUMX [OOKYMEHTOB, BKIIIOYEHME B
KapTOTEKY AOKOMMMEKTOBaHUA
OTOOp [OOKYMEHTOB W3 OOMEHHbIX oHOOB OUbNMoTek aOns
TOKOMMMEKTOBaHUA
MpocMOTP CMMCKOB, KapTOTeK, KaTanoroB OOMEHHbIX (POHOOB OAWH OOKYMEHT
OnbnmnoTek, oTOOP HYXHbIX OOKYMEHTOB, CBEpKa C kaTaroramu u
KapToTekamMuM CBOel OUONMOTEKN; COCTaBMEHME CMMCKa Ha
[IOKYMEHTbI, 0TObpaHHble B 0OMEeHHOM doHAe
KonnyecTBo JOKYMEHTOB, BKIMOYEHHbIX B CMINCKM:
36 1 5,0
37 2-10 7,8
38 [11-25 16,0
39 26 - 50 32,0
CocTaBneHue onepatuBHOIO (TEKYLLEro) niaHa KOMNIIEKTOBaHUS:
40 onpeneneHMe MeponpusaTUii No OOPMUPOBaHNIO €ANHOTO OOHAA Ha OAVH nnaH 480,0
TEKYLLMN rod, OTBETCTBEHHbIX MWCMOMHUTENEN, KOMNUYECTBEHHbIX|
nokasatenen obbema  ¢doHga  (NocTynnieHne,  BbIObITME),
0TpacneBoro cocraBa, MICTOYHWKOB MOCTYNEHUS, CMETbl paCXO40B
OcbopmneHre niaHa KOMNEKTOBaHMS B (OOpME:
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41 [rabnuy, ofHa Tabnuua 2,6
42 [KapTOTEKM OfHa KapToyka 2,6
Pa6ota B AC:
43 |BBOA NMnaHa KoMNeKToBaHWs B 6a3y aaHHbIX AC OJWH NnnaH 1,1
44 koppekTMpoBka 0a3bl [daHHbIX; BbIBOA4 Ha 3KpaH; BHECEHWe| OAMH OOKYMEHT 30,0
M3MeHeHWn
4.2. [Mprem u y4yeT NocTynmMBLLMX JOKYMEHTOB
Tabnuua 65
N n/n HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EavHnua Hopma
N3MEpPEHNsT  |BPEMEHU, MVH.
1 2 3 4
[Mpyem  OOKYMEHTOB, MOCTYMMBLUMX C  COMPOBOAUTENbHBIM
JTOKYMEHTOM
[Mpvem [OKYMEHTOB MO COMNPOBOAUTENMbHBIM MaTepuanam (C4eT| ofgHa napTus
HaknagHasi, Konusa Yeka, akT), nogbopka Mx no andasuTy aBTOPOB
UnNu  3arnaBuUi,  3KCNEeAWUMOHHbIM  HOMepaMm, CcBepka  C
COMpPOBOAUTENbHLIMWU ~ IOKYMEHTaMu, MNpPOCTaBfneHMe LeHbl Ha
M3gaHuM, NogcyeT Ymcna aK3emnnsipos, obLIeNn CTOMMOCTU
KonnyecTBo JOKYMEHTOB B NapTuu:
11 4,0
2 2-50 8,9
3 bH1-250 43,3
Mpuem [OOKYMEHTOB, MNOCTyNMBLUMX ©0e3  ConpoBOAUTENbHbIX
[1OKYMEHTOB:
4 |nopgbop Q[JOKYMEHTOB Mo andaeuty damMunuini  aBTOPOB WNW| OOMH OOKYMEHT, 3.1
3arnaBun; npoBepka Ha AOyOneTHOCTb;, MpPOBEAEHWE  OLEHKU OOVH aKT
[1IOKYMEHTOB; COCTaBlIEHUE aKTa Ha Np1MeM JOKYMEHTOB
KonnyecTBo JOKYMEHTOB, BKIHOYEHHbIX B aKT:
51 0,36
6 2-5 2,1
7 6-10 3,7
8 |npocTaHoBKa WTEeMnens Ha TUTYNbHOM nncTe M Ha 17- cTpaHuue| OAuMH OOKYMEHT 0,5
[IOKYMEeHTa
CBepka MOCTYNMBLUMX [OOKYMEHTOB C KapTOTEKOW TeKyLlero
KOMMIIEKTOBaHUsA
9 [OMCK KapTO4KM B KapTOTeke TeKyllero KOMMIEKTOBaHWs, CBepkal OOWH OAOKYMEHT 3,0
KapTOYKW C JOKYMEHTOM, BHECEHNE OTMETOK
10 jot6op NepBoro ak3emMnnsApa, BAOXKEHWE KaPTOYKN B AOKYMEHT OOMH AOKYMEHT 0,5
11 |nocTaHOBKa KapToYku 3a pasgenutens "BbinonHeHHble 3akasbl” OfiHa KapTo4Ka 0,3
Pabota B AC:
12 npoBepka Ha AybneTHOCTb MOCTYNMBLUMX u3daHui B 6a3e AaHHbIX| OAMH AOKYMEHT 1,0
AC
13 |pernctpaums HoBbIX NocTynneHunr B 6a3e gaHHbix AC OAVH JOKYMEHT 3,0
[Mprem n perncTpauuns XypHanos 1 rasert.
14 nopbop >ypHanoB K raseT no andasuTy Ha3BaHWW, MOUCK OAMH JOKYMEHT 2,0
PErnmcTpaumMoOHHOM KapTOYKM B KapTOTEKE MNOAMUCHBIX W34aHUNn,
OTMETKa HoMepa, AaTbl NONYYEHUs U3gaHns
15 |npocTaHoBKa LUITEMNENs Ha XypHane OLIMH XXypHan 0,1
16 |npocTaHoBKa LUTEMMENS Ha rasete ofHa raseta 0,5
Begexue "KHurn cymmapHoro yyeta'":
pa3bop JOKYMEHTOB Mo BUAaM, OTpacnsiM 3HaHUM, A3blkaM, NoACHET| OAMH OOKYMEHT 2,0
MMcria  OOKYMEHTOB,  3anucb  pes3ynbratoB  fnoacvera Mo
YCTaHOBMEHHOW (bOpMe B KHUTY CYMMAapHOro y4eTa
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Konnyectso OOKYMEHTOB B NapTun I'IOCTyI'IJ'IeHl/IIZZ

17 1 2,0

18 2-50 6,8

19 51 -250 42,0

20 BBOA cTaTMCTUYECKUX AaHHbIX "KHurm cymmapHoro yyeta" B 6a3y] opgHa naptus 3,0
inaHHbIX AC

21 |nogcyeT MOCTPaHMYHO MO NO3ULMSAM AaHHbIX KHWUMM cymmapHOro oaHa nosvums 3,2
ly4yeTa, NepeHeceHne NTOTOB Ha CreayoLLYI0 CTpaHuLy

22 cBepka MHAHCOBbIX [AOKYMEHTOB oOTAena ¢ (UHAHCOBbIMW OAWNH OOKYMEHT 5,0
[IOKyMeHTaMu Gyxrantepum

23 |odhopmMneHne CoMnpoBOANTENBHOrO AOKYMEHTa (CYeT, HaknagHasi, OAWH AOKYMEHT 3,0
aKT) onga nepegaym B byxrantepuio

24 odopmneHune WHBEHTapPHOM KHUMN, HyMepauus NUCTOB,| OAHa CTpaHuua 0,88
NpocTaBreHne HoMepa B UHBEHTAPHOW KHUre

25 @anucb OOKYMEHTOB MO YCTaHOBMNEHHOW )OpMe B WHBEHTApPHYK| OAWH OOKYMEHT 0,88
KHWTY, MPOCTaBNEHNE MHBEHTAPHOIO HOMEpPa Ha JOKYMEHTE

26 [npoBedeHWe WHOMBMAYANbHOMO y4veTa [OOKYMEHTa MO aKTOBOW OAWMH AOKYMEHT 3,0
CUCTEME, NPOCTaBNEHNE MHBEHTAPHOIO HOMEPA Ha JOKYMEHTE

27 |npoBedeHMe WHOMBMAOYANbHOrO yyeta C MNPUMEHEHMEM YYETHOro| OfHa KapTouka 3,0
KaTanora, cocTaBrieHue Bubnuorpadudeckoro onucaHus
NMOKYMEHTa, yKasaHue LeHbl, WHBEHTApHOro Homepa, roaa
NOCTYNMEeHUs, HoMepa 3anncu B KHUre CYMMapHOro yyerta, yucna
MOCTYMMBLUNX 3K3eMMNSsIPoB, nx pacnpegeneHve no
nogpasgeneHnsm

28 Banucb B >XypHane permctpauuMm KapToveK YYeTHOro kartanora) OfHa 3anuch 1,0
MHBEHTAPHOro HOMepa, NepPBOro CNoBa 3arnaBus

29 [NpocTaHOBKa MHBEHTApPHOro HOMepa Ha JOKYMEHTE OOWH OOKYMEHT 2,6

30 |peructpauus naTeHToB B HYMEPALMOHHOW KHUre OOVH JOKYMEHT 0,3

31 [nonyyeHve akTOB Ha BbIObIBLUME [OKYMEHTbI OT CTPYKTYPHbIX OAWH aKT 1,0
noapasgernennn, BHeceHne 3anucu B KHure cymmapHoro yyeta (2-5
HacTb), NPOCTaBNEHNEe HOMEpPa akTa

32 |McKnoYeHne JOKYMEHTa No akTy U3 y4eTHbIX (popM OOVH JOKYMEHT 3,0

33 mckntoyeHne BbiObIBLUMX JOKYMEHTOB 13 6a3bl gaHHbIX AC OOVH JOKYMEHT 2,0

34 |noraweHne WHBEHTApPHOrO HOMepa M wTemnenss OubnuoTekn Hal oaWMH AOKYMEHT 0,3
[JOKYMEHTEe

35 |noalumBKa akToB OAVH JOKYMEHT 3,0

MpumeyaHve: npu paboTe C AOKYMEHTaMU Ha MHOCTPaHHbIX s3blkax K HOPME BpPEMEHU MNPUMEHSIETCH

nosblWwarowmnn koadduumneHT 1,15.

4.3. bubnunoteyHas obpaboTka gokymeHToB. OpraHnsauus U BeAeHNe KaTanoros

Tabnuua 66

KaTanoXxHom KapTO4Kn OnbnmoTeyHoro Lumcbpa, NOJIHOIo nHAaekca

N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboTsl EavHnua Hopma
N3MEPEHNS]  |[BPEMEHU, MUH.

1 2 3 4
PaboTa ¢ ne4yaTHOI KapTOYKOMN:

1 |pa3bopka KoMMMeKTa neYaTHbIX KapTodek OfHa KapToyka 0,42

2 Inopbopka nevaTHbIX KAapTovek No andasnTy damununii asTopoB UMWl odHa KapTodka 0,36
3arnaBun ansi pacCTaHOBKM B CNYXXEBHYO KapTOTeKy

3 |paccTaHoBKa KapToyek B CnyXebHy KapToTeKy OfHa KapToyka 0,36

4 |nogbopka nevyaTHbIX KapTodeK K JOKYMEHTaM OfHa KapToyka 0,52
CBepka NocTynMBLUMX OKYMEHTOB C KaTtanoramu:

5 |npoBepka Mo KkaTanory MOBTOPHOCTM AOKYMEHTa, MepeHeceHue C OfHa KapTodka 1,9
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6 [ouck B cnyxebHOM kaTamnore CBOAHOIO OMWCaHWsl, BHECEHWE OfHa KapTodka 2,6
OTMETOK
7 lohopmneHne nevaTtHOM KapTOYKW, HanucaHme WHBEHTapHOro| oAHa KapToyka 0,68
HoMepa, Wwudpa 1 MHOWM MHopMaLnn
Mpunucka gybneTos:
8 [cBepka OOKyMeHTa Ha OyOneTHOCTb Mo cnyxebHomMy andaBuUTHOMY, OAHO Ha3BaHue 0,94
y4eTHOMY KaTanory
9 |npunucbiBaHne OybneTta B KaTasior: NpPOCTaBfieHWe WMHBEHTAPHOrO OAHO Ha3BaHue 0,84
HOMepa, NnepeHeceHue wndpa Ha JOKYMEHT
Mpynncka NPoaoMKALLNXCS U3AaHUN:
10 |nOMCK B PErncTpaLmMOHHON KapToTEeKe KapTOYKM Ha M3gaHue, CBepkal OOHO Ha3BaHue 0,84
€€ C OpUrnMHanom, BHeceHne dOMOIMOTEYHbIX OTMETOK
11 |nonck B Katanore KapToYek, oTMeTKa NOCTYNNEHUs| OAHO Ha3BaHWe 3,1
COOTBETCTBYIOLLIErO BbIMyCKa, NPOCTaBEHNE MHBEHTAPHOrO HOMEpa,
Lundppa, BHECEHWE APYrnX BUBNIMOTEYHbIX OTMETOK
PopmupoBaHmne bubnuorpaduyeckomn sanmcu
CocTtaBneHMe  OCHOBHOW  Gubnuorpadudeckor 3anmucu  Npyv OAHO Ha3BaHue
OTCYTCTBUM NeYaTHOW KapTOYKM B [AOKYMEHTE (O3HAKOMMEeHuWe ¢
IOKYMEHTOM, COCTaBMEHWE ONUcaHusi, BHECEHWEe OUBNMOTEYHbIX|
OTMETOK)
KonnyectBo aneMeHToB OnucaHus:
12 1-4 0,42
13 5-6 5,2
14 [7-9 6,2
15 110-13 7,2
16 14-19 8,2
17 20 -27 9,2
18 |cocTtaBneHne OCHOBHOW GUGNMorpadu4eckon 3anmcu C MOMOLLLIO 20,0
MaKeTa KapTOYKM, HamneyaTaHHOro B KHUre; MPOCMOTP W3AaHus,
CBEPKA C MAKETOM KapTO4YKWN, BHECEHME N3MEHEHMWS N JONOMNHEHUS
19 (cocTtaBneHue JobaBo4yHoro onucaHus K OCHOBHOW| OfHa KapToyka 1,9
onbnrorpacduryeckon 3anmcu
20 |o3HaKoOMNeHne ¢ JOKYMEHTOM, COCTaBNeHWe aHanMTU4YeCcKon 3annucu| OavH AOKYMEHT 10,0
21 [cocTaBneHue CCbISTOMHON KapTO4KK K OCHOBHOW| OfHa KapToyka 0,52
onbnrorpacdumyeckon 3anvcu
PepakTnpoBaHmne 6ubnvorpadguyeckon sanmcu:
22 |npoBepka NpaBWITbHOCTU SMIEMEHTOB 3aMNMCK Ha KapTo4ke OfHa KapTo4ka 1,0
23 |odhopmMneHue KkapToukm Ansa aybnmpoBaHusi Ha MHOXUTENbHOM| OOHa KapTouka 1,4
annaparte; nNpoCTaBfeHne WHOEKCOB, WndpoB, 6GMBNMOTEYHbIX
NOMETOK, onpefeneHne 1 yKkazaHne Tupaxa KapToyek
'pynnoBas obpaboTka JOKYMEHTOB
OT6Op OOHOTUMHBLIX  OOKYMEHTOB, Mogfexawux TrpynrnoBoyv| ofgHa rpynna
0bpaboTke; cocTaBneHne ob6LIer XapakTEPUCTUKM Ha KOMMSEKT| [AOKYMEHTOB
JOKYMEHTOB
KonnyectBo JOKYMEHTOB B rpynne:
24 1-9 39,0
25 [10-15 60,0
26 [16-30 106,0
27 [npoBepka MpPaBWUMbHOCTM  COCTaBMEHUS  XapaKTepUCTUKM  Ha ogHa 13,0
KOMNNEKT AOKYMEHTOB XapakTepucTuka
PekaTanornsaums:
28 (cBepka KapTOMKM C  [OOKYMEHTOM; WCMpaBfeHWe CTaporo OfHa KapTodka 5,7
Bnbnuorpacumyeckoro onucaHus; COCTaBMneHMe HOBOMO OMUCaHWS;
nepeHeceHve wWwudpa, WHBEHTAPHOTO HOMepa, OMBNMOTEeYHbIX
NomMeToK
[MoaroToBKa K MHOEKCMPOBaHUIO JOKYMEHTOB ANS KaTanoros:
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29 [nogbopka KapTO4KM K JOKYMEHTY, CBEPKA M BIOXEHNE B JOKYMEHT OOWH OOKYMEHT 0,5

30 |lo3HakoMneHWe C  OOKYMEHTOM;  YCTaHOBMeHWe  TeMaTWuKu; OOHO Ha3BaHue 0,88
pacnpegeneHue no oTpacnsam 3HaHus (Mo TeMaTuke)

31 [NPOCMOTP WMHOCTPAHHbLIX W3OaHWA, NepeBod OaHHbIX Ha PYCCKUWA OAWH OOKYMEHT 0,37
A3bIK
CvuctemaTnsauus JOKYMEHTOB:

32 fcuctematm3aumMs  OOKYMEHTa C  MCMOMNb30BaHWEM  MHAEKCOB| OAWH OOKYMEHT 2,6
MeyaTHOM KapTOYKU WM MakeTa KapTOykM, HamneyaTaHHOro B
N34aHUN, O3HAKOMIIEHWE C JOKYMEHTOM, NMpOBepKa COOTBETCTBMS
MHOEKCoB Tabnuuam knaccudpukaumm, NPUHATBIM B Gubnunoreke,
NpoCTaBneHne nHaekca Ha JOKYMeHTe

33 |cuctematmsaums AOKYMEHTOB NPU OTCYTCTBUM NEeYaTHOM KapTOYKM M| OAWMH AOKYMEHT 2,0
MakeTa KapTOYKM B M34aHUKW; O3HAKOMIIEHME C [OKYMEHTOM,
onpegeneHve nHaekca no Tabnuuam knaccudmkaumm, NPUHATLIM B
PbnbnmnoTeke, NpocTaBneHe NHAEKCA Ha LOKYMEHTE

34 lonpepeneHve aBTOPCKOrO 3HaKka [JOKyMEHTa MO aBTOPCKUM| OAWMH AOKYMEHT 0,3
rabnuuam

35 |umndppoBka JoKyMeHTa npu popmMaTHO UMHBEHTApPHOW pacCTaHOBKE; OAWH AOKYMEHT 0,42
onpegeneHve coopmara JOKYMeEHTa, HanucaHue wudgpa

36 |pemakTmpoBaHMe — KraccupMKaLMOHHOIO  WHAEeKca;  MpoBepkal OAWMH AOKYMEHT 0,5
NpaBWUIbHOCTM MHOEKCA, aBTOPCKONO 3HaKa

37 [cocTaBneHne KapTodkym andaBUTHO-NPeAMETHOro KaTtanora (Hal ofHa kapTodka 2,0
HOBYIO TeMaTuKy); HanmcaHue Ha KapTouyKe WHAEKca, HasBaHue
Katanora W KapTOTEKM, B KOTOPbIX OTpaXalwTcs [OOKYMEHTHI,
YKa3aHue CCbIIKM 1 OTCbISIKM, CBSI3b MeXAy OTAeNbHbIMY pyOpukamu
[MpegmeTnsaums JOKYMEHTOB:

38 |[npegmeTM3auMsi JOKYMEHTOB C MCMOMb30BaHMEM PYyOpUK nevaTHOW| OOHO Ha3BaHue 2,6
KapTO4KM; MpoOBepKka COOTBETCTBUSA PYyOPMKM NeyaTHOW KapTOYKM
npegmMeTHOMY KaTanory

39 [npegmeTv3aumsi JOKYMEHTOB NPV OTCYTCTBUM MEYATHOW KapTOYKW; OAHO Ha3BaHue 3,0
03HAKOMIIEHNE C JOKYMEHTOM, onpegeneHne pyopuku

40 cocTaBneHMe HOBbIX MpegMeTHbIX pybpuk ©  nogpybpuk; ogHa KapToyka 1,5
nepeHeceHne Ha KapToYKK crnyXebHOW KapToTeku

41 pegakTMpoBaHMe nNpeaMeTHOM pybpuku; MpoBepka MNpaBWUMbHOCTM| OdHa KapToyka 50
npeamMeTHON pyoGpUKN, TOYHOCTb HANUCaHWUS
OpraHusaunsa andaBnTHOro Katanora:

42 nopbopka KapToyku no andasuty hamunuii asTopoB UNK 3arnasBuii ogHa KapToyka 0,36
AN paccTaHOBKM B andaBUTHBIN KaTanor

43 |pacctaHoBka MpeaBapuTenbHO  MNOAOOpaHHbIX  KapTodek Bl OOHa KapTouka 0,36
andaBUTHLIN KaTanor

44 pepaktTupoBaHue andaBUTHOrO KaTanora; npoBepka pacCTaHOBKKW oOgHa KapTouka 0,88
KapToyek, NpaBUNIBHOCTM [00aBOYHBLIX M CCbIMOYHbIX KapTOYEK,
ncnpasneHne ownbok

45 |HanucaHue pasgenuTena Ana andasuTHOro KaTtarnora, ykasaHue oaviH 0,88
OyKBbI, cnora pasgenvrernb

46 |pacctaHoBKka pasgenuTenss B andaBuTHbIA KaTanor: nogbopka OAVH 2,0
pasgenutenss no  andasBuTy, MNOUCK MeCcTa pasgenutens, pasgenutenb
NOCTaHOBKA, 3aKpenieHe CTEPXKHS
OpraHu3auns cuctemMaTu4eckoro Karanora:

47 |nogbopka KapTOuKM MO MHAEKCaM, BHYTPU pasgena no andaeuTy| ofHa KapTouka 0,42
dbamunuin  aBTOpPOB  WNWM  3arfaBuUnW 4N PacCTaHOBKM B
CMCTEMATUYECKUI KaTanor

48 |paccTaHoBKa MpegBapuTenbHO  NOAOOPaHHbIX  KapTOYeK Bl OfHa KapTouka 0,42
CUCTEMATMYECKUIA KaTanor

49 |pepaktTupoBaHue cUcTEMaTUYECKOTO KaTanora: npoBepkal OfHa KapTodka 0,88
NPaBMbHOCTU HaMOMHEHUs pa3fenoB KaTtanora Mo COAepXKaHui,
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MHZEKCAUUM 1 paccTaHOBKE, UCNpaBneHne owmnbok

50 peknaccudukaumss cuctemaTM4yecKoro Katanora: MWCMpaBrieHne| odHa KapTodka 10,0
MHOEKCOB, BHECEHME U3MEHEHWI B and)aBUTHbIN KaTanor

51 Hanucanve pasgenuTenss Ons CUCTeMaTMYecKoro  Kartarnora: OOWH 1,0
yKasaHve HaMMeHOBaHWs pasfgena, nogpasgena W Opyrmx|  pasgenvrenb
pasgenuTenen

52 |paccTaHoBKa pasgenuTtens B cUCTeMaTMYecKun katanor: noabopka OOViH 2,0
No MHOEKCaM, NOMCK MeCTa, MOCTAHOBKA, 3aKpenieHNe CTePXHS pasgenvrenb
OpraHusauns npegMeTHOro Karanora:

53 |[nogbopka KapToYkM MO NpeaMETHbIM pyOpuKam, BHYTpM pyOpuK Mol ogHa KapTouka 0,42
andgasuty dhamunnin aBTopoB UM 3arnasumn

54 |pacctaHOBKa npegBapuTenbHO  MOAOOPaHHbIX — KApTOMeK Bl OOHa KapTouka 0,42
npegMeTHbIV kaTanor

55 pepakTupoBaHne NpegMETHOro Katanora: npoBepka MpaBubHOCTW OAHa KapToyka 1,0
CCbINOK, OTCbINOK, PyOpUK

56 HanucaHve pasgenuTena Ons npegMeTHOro Katanora, ykasaHue OAVH 23
pPYOPUKN, OTChISIKN, CChINIKN pasgenuTens

57 |pacctaHoBKa pasgenutens B NpeAMETHbIA KaTarnor, Nouck MecTa, OaVH 2,0
NOCTaHOBKA, 3aKpenneHne CTepxHs pasgenuTens
OpraHusaumns HyMepaLMOHHOro KaTtanora HOpMaTUBHO-TEXHNYECKON
NOKYMEHTaLMK:

58 [nogbopka KapToykM MO BMOAM OOKYMEHTOB, YCIMOBHbIM LM(POBLIM OfHA KapTodka 4,3
0603HavYeHnsM, andaBUTy COKPALLEHHbIX Ha3BaHWMA  CTpaH,
naTMHckoMy andasuTy (MHOCTPaHHbLIX CTaHOapTOB), MO HOMepam
[1OKYMEHTOB

59 |paccTtaHoBka NpegBapuTenbHO NogobpaHHbIX KAPTOYEK B KaTanor OfjHa KapTo4ka 0,41

60 pepakTnpoBaHue KaTanora: npoBepka NpaBWibHOCTM OfHa KapTodka 2,6
bubnuorpacduyecknx  ONMCaHUW,  PacCTaHOBKW,  WUCMpaBreHue
OLWMOOK; BHECEHWE OOMONTHEHMN M U3MEHEHWU B KaTtanor (OTMeHa,
3aMeHa, M3MEHeHUWsl, MpoaSsieHWe CpokKa [AOEWCTBUS C yKasaHuem
MCTOYHMKA)

61 |HanucaHwe n paccTaHOBKa pasgenuTenst OAWH 1,3

pasgenuTens

OpraHunsauns 1 BeaeHue SMNeKTPOHHOro Karanora:

62 (cBepka MOCTYNUBLUMX OOKYMEHTOB Ha OyONeTHOCTb B 3NIEKTPOHHOM| OOWH AOKYMEHT 1,6
Katanore

63 [npunucbiBaHMe NPOOOMKaOWMXCH N30aHUIN B ONEKTPOHHbIN KaTanor| ogvH AOKYMEHT 1,6
dopmupoBaHne OGubnuorpadmyeckon 3anucu Onsi 3MEeKTPOHHOro|  oAdHa 3anuchb
kaTtanora; BBog B 6a3y [AaHHbIX; 3anofiHeHWe COOTBETCTBYHLLUX
nonem:

64 |[npu HaNU4MM MakeTa NevYaTHOM KapTO4Ku 0,36

65 |[npu OTCYTCTBUM NEYaTHOW KapTO4Kn 0,42

66 |cocTaBneHue aHanUTUYeCcKon 3anucu 3,5

67 [cocTaBneHvne fo6aBOYHbIX M CCbINTOYHbIX ONUCaHWI OlHO onuncaHune 0,88

68 |pemakTnpoBaHne Gubnuorpadmyeckon 3anncu B 6ase aaHHbIx AC; oaHO onucaHue 1,3
BHECEHWE U3MEHEHUN

69 BBOO nepeyHs npegMeTHbIX pybpuk AJTY Kk cucTematuyeckomy, opHa pyoOpuka 0,36
KaTanory n reHepasnbHON CNpaBOYHON KapTOTeke

70 |BbiBOA Ha 3KpaH bubnuorpaduyecknx sanncen o[Ha 3anucb 0,83

71 |pedakTvpoBaHue pyOpuK, HaNoONHEHWE pa3genos OfHa 3anuchb 7,5
N3baTne KapToyek 13 kaTanoros
N3baTne kapToukm Ha WCKMHOYEHHble u3 GubnmoteyHoro ¢oHaal OfHa KapTodka
[IOKYMEHTbI:

72 @andaBUTHOroO Katanora 0,42

73 lcnctemaTnUYeCcKoro Kkartanora 0,36

74 InpegMeTHOro Katanora 0,36
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75 |HymepaunoHHOro Katanora 0,42
76 M3baTME Bubnunorpadunyecknx 3anmcen 13 aNeKTPOHHOro Kartanora OfHa 3anuchb 2,0
[TexHn4yeckasi 0bpaboTka JOKYMeHTa
HaknevBaHne Ha OOKYMEHT NUCTKA Cpoka BO3BpaTa, KapMallka, OOWH OOKYMEHT
Spnbika:
77 [NMUCTOK CpOKa BO3BpaTa 0,42
78 Kapmaluek 0,42
79 [pnblK 0,26
HanncaHune wudpa Ha JOKYMEHTE U sipNbiKe: OOWH OOKYMEHT
80 |Ha gokymeHTe 0,26
81 Ha apnblke 0,36
82 |nepeHeceHne opmMaTHOro U CUCTEMATUYECKOro LWmndpa € KapTodkM| OAWMH AOKYMEHT 3,0
Ha JOKYMEHT
83 odopmneHne KapTOYKM ANs  TUPaKMPOBaHWUA: onpedeneHne 1 OAHO HasBaHue 1,0
yKasaHve Tupaxa
84 KOppeKTUpOBKa KapTOYKM MOCIEe TUPaXNPOBaHUS OAHO Ha3BaHue 0,42
85 |pacnpepeneHne KaTanoXHbIX KapTOYMEK Ha HOBble MOCTYMNSIEHMS NO| OAHa KapToyka 0,42
CTPYKTYPHbIM NOoAgpasfgeneHnsm nocne TMpaXXMpoBaHus
86 BanonHeHue KHWXKHOIO dopmynspa: yKasaHue wngpa, OOUH KHWKHBIN 0,88
WHBEHTAPHOro HOMepa AOKYMEHTa, hamnnum 1 HMLUManoB aBTopa, dopmynsp
€ro Ha3BaHus, LeHbl, roga nsgaHus
87 [BanonHeHue KapTOYKM MHOMKaTOpa Ha AOKYMEHT, HanpaBnsembli B OAWMH MHAMKATOP 0,88
KHUrOXpaHeHWe: ykasaHue WHBEHTapHOrO HOMepa, aBTopa W
Barnasus, Wngpa paccTaHoBKM
88 @anonHeHwe nepegaTodHOM BEOOMOCTM  HA  NapTUIO  HOBbIX OAWH OOKYMEHT 0,15
NOCTYNEHUA
Pa6ota B AC
BbiBOA Ha 9KpaH y4eTHbIX (bopM, pacnedaTka: ofHa dopma
89 InncToB nHAMBMAYANbLHOrO yyeTa JOKYMEHTOB 0,05
90 [nepegatoyvHOW BEAOMOCTU HOBbIX MNOCTYNNEHUN 0,05
91 KapToykM c Bubnmorpadmn4eckor 3anmchbio ans y4eTHOro Karanora 0,05
92 |[kHWxKHOro opmynsipa 0,05
93 KapTo4km nHgukaTopa 0,05

lMNpumeyaHune: K HopmaM BpeEMEHU NPUMEHSIIOTCA MOBbILWatoLwmne KO3 PULMNEHTDI:
- Mpu cocTaBneHun dubnmorpacpmyeckoro onNMcaHusa Ha AOKYMEHT, Ha TUTYIIbHOM FIUCTE KOTOPOro YacTUYHO
OTCYTCTBYIOT AaHHble Ans 6ubnuorpadumyeckon 3anucu - 1,13;

- npu 6ubnuoteyHon obpaboTke: KMHOPOTOHOHOOOKYMEHTOB

- 1,21,

HOTHbIX,

KapTorpadn4eckmx,

nsounsgaHmm - 1,15, cneumanbHbIX BUOOB HayYHO-TEXHUYECKOW NTepaTypbl U AoKymMeHTaumn - 1,10;
- Npu paboTe C OOKYMEHTaMW Ha MHOCTPaHHbIX fA3blkaxX, NMpW OpraHusauMmM M BedeHUM KpaeBegdecKoro
KaTanora (kapToTekn) n BUBNMOTEYHOro KaTanora Ha MHOCTPaHHOM A3bike - 1,15.

4.4. Pabota ¢ ooHOOM

4.4.1. PaboTa no npmemy AOKYMEHTOB

Tabnuvua 67
N n/n HanmeHoBaHMe npouecca, onepaunn. CoctaB paboThl EavHnua Hopma
n3mMepeHnst BPEMEHU, MVH.

1 2 3 4

1 [Npvem JOKYMEHTOB B CTPYKTYPHbIX NOApa3geneHunsix:

2 npyem [OOKYMEHTOB W3 OTAena KOMMIIEKTOBaHUSA, CBepka C| OfHa naptus 90,0
COMpPOBOANTENBHLIM MaTepuanom

3 |peructpauus HOBbIX MOCTYNMNEHUA Nepuoanyeckux usgaHui, OAWH AOKYMEHT 0,4
NpocTaBlieHNe OTMETKN B PErMCTPALMOHHON KapTOTeKe
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Tabnuua 68

4 |npocTaBrneHne LWTeMMensa CTPYKTYPHOro noApasfeneHns  Hal O4WH OOKYMEHT 0,26
[IOKYMEHTE
Mogbop AOKYMEHTOB Afsi pacCTaHOBKM B POHAE:!
5 |nogbopka [OOKYMEHTOB MO  KNacCUUKALMOHHbIM  MHOEKCaM, OAWH OOKYMEHT 0,52
@BTOPCKOMY 3HaKy
6 |[nogbopka OOKYMEHTOB Mo hopmMaty, MHBEHTApPHbIM HOMepam OAVH OOKYMEHT 0,36
7 |nogbopka NepuoOAMYECKMX u3gaHui no andaBuTy Ha3BaHMAM, OAWMH AOKYMEHT 0,5
rogam, Homepam
8 |nogbopka cneuBMOOB HOPMATMBHO-TEXHUYECKOW OOKYMEHTauUM Mol OAWMH AOKYMEHT 0,36
Knaccam, nogknaccam, rpynnam, noOArpynnamM, WHBEHTaPHbIM
HoMepam
PacctaHoBka 6ubnunoteyHoro gooHaa:
9 |paccTaHOBKa [OKYMEHTOB Ha CTennaxax B CUCTEMATUYECKU- OAWMH AOKYMEHT 0,52
andaBuUTHOM nopsake
10 |paccTaHOBKa AOKYMEHTOB Ha cTennaxax B ) OpMaTHO-UHBEHTAPHOM| OAWH OOKYMEHT 1,3
nopsiake
11 |pacctaHoBKa nepuvoaMyecknx u3gaHuin no andaBuTy HasBaHWW, OOWH OOKYMEHT 0,52
rogam, Homepam
PacctaHoBKka HOpMaTUBHO-TEXHUYECKOW AOKYMEHTaLMM MO Knaccam,| OAuH OOKYMEHT
nogknaccam, rpynnam, noarpynnam, MHBEHTapHbLIM HOMepaMm
KonnyecTBo JOKYMEHTOB B NogbopKe:
12 1-5 0,52
13 6-10 5,2
14 11-15 0,88
PacctaHoBka [OKYMEHTOB Ha MWKPOHOCUTENSAX B WHBEHTAPHOM W OOWH OOKYMEHT
HyMepaLMOHHOM nopsifake:
15 |npoBepka NpaBUNBHOCTU PACCTAHOBKU [AOKYMEHTOB B OTAEfNbHbIX| OOWH OOKYMEHT 0,5
MaccuBax ooHaa
16 |nepepBwxeHne (NnepeHeceHne) JOKYMEHTOB Ha cBOOoAHbIE MecTa OOVH JOKYMEHT 0,4
17 pdopMneHne nonoYHbIX pasgenuTenen; HanuMcaHue MNOJSIOYHbIX OaViH 10,0
pasgenvrtenen pasgenvrenb
lMpumeYaHne: K Hopmam BpEMEHM NMPUMEHSIOTCS NOBbILALLME KO3(PPULNEHTDI:
- Npy nogbope n paccTaHoBKE KMHOGOTOGOHOOOKYMEHTOB - 1,2;
- Npy nogdope 1 paccTaHOBKe HOT, KapTorpaduyeckux, nsonsgaHum - 1,5;
- Npy paboTe ¢ JOKYMEHTaMWN Ha MHOCTPaHHbIX A3bikax - 1,15.
4.4.2. PaboTta no coxpaHHOCTW choHaa
N n/n HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl EovHuua Hopma
U3MEepeHNss  |BPEMEHU, MUH.
1 2 3 4
MpoBepka 6ubnmoTeyHoro goHaa:
1 |HanucaHue KOHTPOSbHOro TanoHa Ha AOKYMEHT, yka3aHwe Ha HeM|  OAuH TanoH 3,0
MHBEHTAPHOIro Homepa, wWudpa, daMmunun, WHULMANoB asTopa,
3arnaewus, roga, MecTta u3gaHusi, LieHbl, MECTA XpPaHEHNs
2 |MapKuMpoBKa KOHTPOJSIbHbLIX TANIOHOB: YCTAHOBKA, fAe YYTEH AaHHbIA|  OOWH TaroH 8,0
MOKYMEHT (YYETHbIN KaTaror, MHBEHTapHasi KHUra), npocTtaBrieHne
ONO3HaBaTENbHOIO 3HaKa
Mogbopka KOHTPONbHbIX TAaNOHOB: OOMH TanoH
3 |n0 MHBEHTapHLIM HOMEepam 0,1
4 |no andaBuTy hamunmin aBTopoB Unu 3arnaBum 0,1
5 |no knaccurkauMoHHOMY MHAOEKCY 0,1
6 |cBepKa KOHTPOSIbHbIX TarlOHOB C WHBEHTAPHOW KHWUIOW, OTMeTKa| OoAuH TanoH 2,0
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NPOBEPKN HA TAJIOHE U B KHUTE

7 (cBepka KOHTPOSIbHbIX TaNiOHOB C YYETHbIM MWNKU andaBWTHBIM,  OAMH TaroH 3,0
[ronorpacryeckum Katanoramu, OoTMETKa Ha TallOHE U B KaTasore
8 [pocmoTp  OpMbI  MHAMBUAOYANBHOTO  y4yeTa,  BbIABNEHWE OAUH OOKYMEHT 3,0
[IOKYMEHTOB, HE NPOLUEALIMX NPOBEPKU
9 [cocTaBrneHve KapToYKM Ha JOKYMEHT, He MpoLUeiLLni NPOBEPKM OOWH OOKYMEHT 3,0
10 [nouck [OKYMEHTOB, He npolefwnx MpoBepKy, No pasnnyHbIM| OAWH OOKYMEHT 20,0
y4eTHbIM bopmam, KapToTekam, XXypHanaM, KHWKHBIM MoJIKam
CocTaBneHue cnvcka HegocTawwmx B oHAEe JOKYMEHTOB OOVH CMMCOK
KonnyecTBo JOKYMEHTOB B CMUCKE:
1 1 0,78
12 2-10 8,3
13 11-25 19,3
OT60p JOKYMEHTOB ANs U3bATUS U3 oHada
[MpocMOTP OKYMEHTOB Ha NpeagMeT usbATusa 13 dpoHga: OOWH OOKYMEHT
14 HenpogUbHbIX 3,1
15 |nybneTtHbIx 1,6
16 |ycTapeBLINX NO coaep>KaHWIo 3,1
17 BeTxux 0,88
18 |manoucnonb3yemblx, HEUCMONb3YEMbIX 2,6
[MogrotoBKa AOKYMEHTOB K aKTMPOBAHWIO:
19 |nogbopka OOKYMEHTOB B MapTuM MO MPUYMHAM U3BATUS, CBEPKA C| OOWH OOKYMEHT 0,36
KHWKHBIM (DOPMYISIPOM
20 |[nogbopka KHWKHbIX (QOPMYMSIPOB Ha [OOKYMEHTbl B MOPSIAKE| OOUH hopMyrisip 0,42
MHBEHTAPHbIX HOMEpPOB, andasuTa, XypHanbl - N0 rogam W
HoMepam
COCTaBIMeHne Crnucka K akTy BblObITUS (Nnepedayn), noacyet obien OOVH aKT

CYyMMbl, O(i)OpMJ'IeHI/Ie akTa; norawieHme UHBEHTapHOro Homepa w”
LTemnens 6ubnmoTekn Ha OOKYMEHTE; NoALLIMBKa akToB
KonnyecTtso OOKYMEHTOB B CINUCKE:

21 |1 0,78

22 2-10 7,8

23 NM1-25 19,3
[MoaroToBKa JOKYMEHTOB B NepensieT:

24 pTBOp [OOKYMEHTOB [AONd nepenneTta; MpoBepka COCTOSHWUS| OAWH OOKYMEHT 3,0
NOKYMEHTa; 3anonHeHue (cBepka) KHUKXHOro doopmynsipa

25 [nogbopka KOMMIEKTOB, CBsI3ka B Madku; oOpMIEeHUEe OOKYMEHTOB| OAWH OOKYMEHT 2,6
\ans nepegayn B nepenner

26 [nogrotoBka LOKYMEHTOB K BOCCTaHOBMEHWMIO: MOAbOp AOKYMEHTa, OAWH OOKYMEHT 10,0
@HanorM4HoOro  MnoBpexZeHHoMy, odopmMmSieHMe  3akasa  Ha
KonvpoBaHue

27 |npuemM 3akasa nocrie KONUpoBaHWSA, MNpoBepKa KayecTBa KOMWW; OAWMH AOKYMEHT 7,0
NOAroToBKa JOKYMEHTA K nepennety

28 [pvemM [OKYMEHTOB M3 MepenneTa; CcBepka MOCTYNUBLUMX W3 OAUH OOKYMEHT 7,0

nepenneta AOKYMEHTOB C KHWKHbIM hopMynspomM, npoBepka
KayecTBa mnepenfieta; BOCCTAHOBIEHME 3arfaBus; HamucaHue
Lunppa Ha sprbike, KopeLuke JOKYMeHTa

ModLimBKa raseT M TOHKMX XXypHasoB:

29 onpegeneHue dopmarta, BrOXeHWe KOMMMEKTa XypHanoB B nanky| oAHa nanka 3,0
HYy>KHOro hopmara, 3aBs3blBaHWe; BblHECEHWE wWundpa, Ha3BaHus,
roga n3gaHusi, HOMEpOB XXYpPHaIoB Ha OBMOXKY M KOPELUOK Nanku

30 packnagka rasetbl MO Ha3BaHWAM, NpoKanbiBaHWe, BMOXEHWe B|  OgHa nanka 5,0
KapTOHHYIO 0BnoXKy (nanky), NpoLHYpoBKa, odopmieHne obrnoxku
(Ha3BaHue, rog, HoMep, Mecsl)

Menkuii peMoHT dhoHaa:

31 [nogknewvka [OOKYMEHTa, KapMallKoB, SPfblKOB, BOCCTaHOBMEHWE  ofHa narka 2,0-50
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3arnaBu N NHOW PEMOHT

Ob6ecnbinMBaHne doHaa:

32

obecnbinuBaHme (bOHLI,a C noMoubio nbifecoca; obecneveHne
pa6oqero mMecTa TEXHU4YEeCKMMKM cpencrtesamMu: nbljiecocomMm, paGO‘-IVIM
CTOJTMKOM, CTpeMﬂHKOVI, BedpoM; npoBeneHune obecnbinnBaHus,
BaHeceHne TexHn4eCKnx cpegcrtB B MeCTa XpaHeHua

OQHa MeporoJika

12,0

33

pydHoe obecnbinMBaHne oHaa; obecrievyeHne pabodero mecta
TEXHUYECKMMU CPEACTBAMU: CTPEMSIHKOW, paboyMM  CTOMMKOM,
Ternexxkon, BegpoM, TpsAMKamu; NpoTUPKa, 3aHeceHue TeXHUYEeCKMX

cpeacTB B MeCTa XpaHeHuA

O[Ha Meponorsika

9,4

MpumeyaHve: K Hopmam BpeMEHU NPUMEHSAIOTCSA NOBbIWaoLme Ko3aOULNEHTDI:
- Npu py4yHom obecnblinMBaHmMun poHaa HOTHBIX, KapTorpaduyecknx, nsonsgaHum - 1,2;

- Npy obecnbInMBaHMM C MOMOLLLIO Mbiniecoca - 1,3.

4.4.3. N3yyeHne 6ubnmote4Horo doHaa

Tabnuua 69

N n/n

HanmeHoBaHue npouecca, onepauunun. CocraB paGOTbI

EavHnua
N3mMepeHnst

Hopma
BPEMEHW, MVH.

2

3

4

MogroToButensHasa paboTta No n3yvyeHno bubnmoTeyHoro oHaa:

CoCTaBreHne nnaHa paboTbl MO M3yyeHnto GubnmoteyHoro doHaa
(yacTn doHga)

oauH nnaH

10,0

MOArOTOBKA MHCTPYMEHTapPMsS MO M3y4YeHWto GUGnmMoTeuHoro qoHaa;
cocTaBneHve TabnuLibl Mo PasnnyHbIM acnekTaM UsyveHus

ofHa Tabnuua

10,0

nopgbopka  Gubnuorpadmyeckux  nocobun,  NHEGHOPMALMOHHBIX
CNUCKOB ANs npoBedeHunss paboTbl MO M3ydeHuo BmbnnoTeyHoro
boHaa

oaHo nocobue

10,0

NpoBedeHNe WHCTPYKTaxa Ans nposedeHus paboT no U3y4YeHuto
BnbnuvoteyHoro hoHaa

OOVH WHCTPYKTaX

10,0

Bubnuorpaduyeckoe nsyyexHme 6ubnmotevHoro poHga

OsHakomneHne ¢ cogepxaHnem 6ubnuorpaduyeckoro nocobus,
MHOPMALIMOHHOIO crnucka Ans NpoBeAeHust paboTbl N0 U3YYEHWUHD
onbnuroteyHoro doHaa

0AHO nocobue

KonnyecTBo HasBaHUI B nocobuu:

1-25

15,7

26 - 50

34,0

N[O |On

51-100

68,0

CBepKa KapTO4KM KaTarnora cC 6VI6J'II/IOFpa(bI/I‘-IGCKI/IM onncaHnem
AOKYMEeHTa, YKa3aHHOIo B nocobun; oTMeTKa O Hanuunm OOKYMEHTQ

B poHae:

OflHa KapTo4Ka

(o]

andaBuTHbIN KaTanor

2,0

CUCTEMaTUYECKUIA KaTanor

50

cocTaBneHne 6mubnmorpacgmyeckoro onucaHus Ha OTCyTCTBYHOLLME B
PnbnnoTeke JOKYMEHTHI

O[Ha KapTo4ka

2,6

MpOCMOTP HamnosfHeHWs1 cMCTeMaTUYecKoro kKaTarnora B pasfnyHbIX
acrekTax (no oTpacnsiM 3HaHWs, BUaaMm, rogam 1 Apyrum acnektam);
COMOCTaBIIEHNE MOJTyYEeHHbIX AaHHbIX C TEMaTUKO-TUMONOTMYECKUM
(NepcrnekTVBHbIM) MaHOM KOMMJIEKTOBAHUS; YTOYHEHWEe, BHECEHWE
KOPPEKTMB B NMaH KOMNNeKToBaHUs

O[Ha KapTo4ka

KonmyecTBo KapTo4ek B ALLUKE:

11

1-500

43,0

12

501 - 1000

85,0

13

1001 - 2000

173,0
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Cratnctnyeckoe usyyenve 6ubnmorevHoro poHaa:

14 BanonHeHue cTaTUCTMYeckMx Tabnuy (Mo cocTaBy, AuMHamMuke W opHa Tabnmua 10,0
CTENEHN UCMONb30BaHUA 6GMbnmoTeyHoro ¢oHaa) Ha OCHOBAHWUK
Y4ETHOM JOKYMEHTaLmMm

15 |pacyeTr nokasaTtene KHUroobecrneyeHHoCcTn, obpallaeMoCTu,| OAMH NokasaTenb 4,0
HMUTAEMOCTHU

16 [cnNOWHOM MPOCMOTP [OKYMEHTOB Ha CTennaxax, MNOAcCYeT Mo OAWH OOKYMEHT 0,84
KHWKHBIM hOpMyrsipam UM NNCTKaM CPOKa BO3BpaTa KONMYecTBa
KHMroBblgau

17 |mapkvMpoBka Heucrnonb3yemMon 4actu ¢oHda B 3aBMCMMOCTU OT| OAUH OOKYMEHT 0,26
NPWYMH, BbI3BaBLUMX HU3KYIO 06paLlaemMocTb

18 [3anonHeHne Tabnuubl MHTEHCUBHOCTU MCrnonb3oBaHUs| opHa Tabnuvua 50,0
BnbnuroteyHoro hoHaa
CocTtaBneHve n aHanuad Tabnuy Mo u3yvyeHur OmbnmoTeyHoro
boHAa
CocTtaBneHuve Tabnuubi:

19 |no cocTasy, pasBMTUIO U UCNOMbL30BaHMIO BbnnoTevHoro oHaa ofHa Tabnuua 63,0

20 no crteneHn wucnonb3oBaHMs OHAa B pPa3nUyHbIX acnektax (B ogHa Tabnuua 68,0
OTpacnesoMm, N0 BUAaM M3gaHnn 1 MHbIM acnekTam)

21 |no obbemy Hemcnonb3yemon u mMmanocnpalimBaemon Yactm coHaa v ogHa Tabnvua 63,0
NpuYMHaM ee HaKoneHus
AHanu3 Tabnuubl:

22 |no cocTaBy, pa3BUTMIO M UCMONb30BaHMIO 6nubnnoTteyHoro goHaa ogHa Tabnuua 56,0

23 o crteneHn wucnonb3oBaHMs OHOA B pas3nU4HbIX acnektax (B ogHa Tabnmua 56,0
OTpacneBoM, No BUAAM U3AaHUA U UHBIM acnekTam)

24 no cocTaBy W BenM4YMHE HEWUCNONb3yeMOW M MarocrnpalmBaemol| ofHa Tabnuua 60,0
HacTy doHAa U MpUYMHAM ee HaKoMNeHWs

25 [cocTaBneHne nnaHa MeponpusaTUA peanusauun npeanoXeHuin no OAVH nnaH 161,0

pe3yrnbratamMm n3yvyeHus (bOHﬂ,a

MNpumeyaHwue:
- Bpemsi MpoBeAeHNs MHCTPYKTaXka B HOPMY BPEMEHW HE BXOOWT;
- npu paboTe C AOKYMEHTaMM Ha MHOCTPAHHbIX S3blKaX K HOpMam

koacpdpuumeHT 1,15.

4.5. ObcnyxuBaHne yntatenen

4.5.1. PaboTta c yitarenem

BPEMEHU MPUMEHSIETCS MOBbILIAKLLNN

Tabnuua 70

N n/n HanmeHoBaHme npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
N3MEPEHNs]  |[BPEMEHU, MUH.

1 2 3 4
3anuck yntatens B 6ubnmoTteky:

1 |npocmMOTp [OOKYMEHTOB uuTatensd (nNacrnopTt, YOOCTOBEpPEHWe, OAWH YuTaTenb 2,0
MNOpyYnTENBCTBO); MPOBEpPKA HanMyunsl YYETHO-PerncTpauvoHHON
KapTouykM  uuTaTensi; Bblgaya  aHKeTbl  Ans  3amnofiHeHus
nonb3oBaTeneM ¢ Nogpo6HBIM NOSICHEHNEM NO 3aNOSHEHNIO NONEN

2 BanofniHeHwe copmynapa uuTatens, YYeTHO-PerucTpaumoHHOW OAWH yMTaTesNb 2,0
KapTOYKK, YMTaTENLCKOrO bmneta

3 |03HaKOMNEHME yMTaTens ¢ npasBuilaMmn Nonb3oBaHUA GubnuoTekon, oOauH YuTaTenb 5,0
pacnonoxeHnem oHaa, CnpaBOYHbIM annapatoM, 3NEKTPOHHBIMMU
pecypcamu  (aygMokHuUramu, yaaneHHeiMM  GasamMm  OaHHbIX,
anckamu, punsmorpaduen)

4 |nogbopka K paccTtaHoBka no andasuty damMunuin 4yutatenen| ogHa KapToyka 0,26

Elifoéiioaiolépn

www.consultant.ru

iaaaeiay idaaiaay ilaaadeéa




idésac Ieidoeiiosdh Dififiéé 16 30.12.2014 N 2477
"Ta 60aadeadiee oeilalio Todafiéaans 1ol ododa ia daalod, aniieiyaiaa a ae...

A7861aio 18a4iioaasdi Elifideicaiole

Aaoa mdaaidiey: 26.10.2016

Y4ETHO-PErMCTPaALMOHHbBIE KAPTOYKU
[Mepeperncrpaumst YmTaTenemn:
5 pouck opmynapa  (perucTpauMoHHOM  KapTOYkM) — uuTaTens, OAWH YuTaTenb 12,0
BHECEHMNE M3MEHEHUIN B HNX N YATATENbCKUA Bunet
Banucb (nepeperncrtpauusl) uuTatenen B aBTOMaTU3MPOBAHHOM
pexvme:
6 [Habop Ha knaBuaType cBedeHUn O uutatene: damunus, UMs,| OAVH YuTaTenb 6,0
OTYECTBO, XapakTtepusylwme ero npusHakm (obpasoBaHue,
CneumnanbHOCTb N MHbIE NPU3HAKK), KO4
7 KOHTPOMb 3a BO3MOXHbIM HanU4MeM [aHHbIX O uuTaTene, OAWH YuTaTenb 1,0
BanuncaBwemMcss B 6ubnunoteky (paHee 3anucaH, nuweH npasa
NonbL30BaHUsA)
8 |odhopmneHue koga unTaTensi C KOHTPOSbHBIM Pa3psaoM M CPOKOM| OAVH uYuTatenb 0,52
NOMnb30BaHUA 4YuTaTenbCkuM OWMMeToOM Ha OCHOBE  BblOAHHOW
MHopmauum
9 |BbIBOAO, Ha MPUHTEP CBEAEHMI O 3anucaBlleMcs uuTaTene B BUAE OAWH uYuTatenb 1,3
bnaHka, Bblpe3aHue GrnaHka 1 BKNenka ero B YMtatenbckuii bunet
Pa6oTa gucneryepckor cnyxobi:
10 npvem u4uTaTenbckoro TpeboBaHWs; NpOBeEpKa NpPaBUNBLHOCTU OOHO TpeboBaHue 2,0
3anonHeHns TpeboBaHKs, YTOYHEHNE MECTa XpPaHEHWUs! JOKYMEHTOB;
OTMETKa B [AOWCMETYEepCKoM ceTke, nepejava TpeboBaHWs B
KHUrOXpaHeHWe
BbinonHeHne TpeboBaHwui noTpedbuTenen, Bblgava LOKYMEHTOB W3
OCHOBHOTO KHUIOXPaHEeHs:
11 |nony4eHue TpeboBaHWs, permctpaums, nogbopka ux no wmudpam ofHo TpeboBaHue 3,0
12 nonck OoKymMeHTa, oTMeTka Ha TpeboBaHUW, KHWKHOM chopMynsape, ogHo TpeboBaHue 5,0
[AMCNeTYEepPCKON ceTke
13 |ycTaHOBNEHME MecTa HaxOXAEeHUs HeHaWAeHHOro AOKYMeHTa nojogHo TpeboBaHue 7,0
CNpaBOYHbIM KapTOTEKaM, KaTanoram
14 |Bblgada [OOKYMeHTa U3 oTheNnia KHUMoXpaHeHust noTpeduTento; oauH AOKYMEHT 2,0
OTMETKa Ha KHWXKHOM dhopmynspe, TpeboBaHus
15 npvHATME  OOKyMeHTa OT noTpebuTens; MOUCK  KHWXKHOIO| OAMH OOKYMEHT 3,0
bopmynsipa, TpeboBaHUSA; NoralieHne OTMETKM O Bblgauu
Bblgavya KOMMMEKTOB [OOKYMEHTOB BO BPEMEHHOE MOSfib30BaHUE
nogpasgenennsam 6nbnmoTeku:
16 jodbopMneHne 3asBKM Ha KOMMMEKT OOKYMEHTOB, MepedaBaeMbll B ofHa 3asiBka 5,0
CTPYKTYpHOE nogpasgeneHue
17 noabop AOKYMEHTOB B KOMMMEKTbI; HAMMcaHne BTOPOro ak3eMnnspal OAMH AOKYMEHT 40,0
KHVXXHOro popmynsipa (MHamkaTopa)
Bbljaya  KOMMMNEKTOB  JOKYMEHTOB, OTMEeTKa Ha  KHWKHOM| OAMH OOKYMEHT
bopmynsipe (MHOMKaTOpe) AaThbl BblAayun, AaHHbIX NoapasfeneHus,
nony4aroLero KOMnIekT
KonnyectBo JOKYMEHTOB B KOMMMEKTE:
18 25 6,8
19 50 13,5
20 200 108,0
MonyyeHune KOMMMNEKTOB [OKYMEHTOB oT CTPYKTYPHbIX OAWH KOMMMEKT
noapasfeneHnin; MOUCK KHWXKHOro dopmynsipa (MHAMKaTopa),
noralleHne OTMETKM O Bblaye, BIIOXXEHUE ero B JOKYMEHT
KonnyecTBo JOKYMEHTOB B KOMMJIEKTE:
21 225 6,8
22 50 13,5
23 200 108
ObcnyxvBaHve YuTatenem B YuTanbHOM 3ane:
24 [npoBefeHvWe KOHcynbTauun, Oecen € uuTaTeNsMM Yy KaTaroros, odHa 10,0
KapTOTEK, KHVKHbIX MOSOK; MHAOPMMPOBAHME YUTATENEN O HOBbIX KOHCYNbTaumst
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MOCTYNMeHNsiXx, O paboTe SNEeKTPOHHOro KaTtanora, CTaHuuu
camoolGcnyxuBaHus, o paboTe C 3MEeKTPOHHBIMU  pecypcamm
yAaneHHblXx 6a3 OaHHbIX, O BO3MOXHOCTAX paboTbl B JNUYHOM
kabuHeTe Ha canTe GUBNMOTEKN, O NONb30BaHUN OETCKON KOMHATON
MonGop AOKyMEHTOB B MOACOOHOM dpoHAe uuTanbHOro 3ana, OAuH AOKYMEHT
nepefava Ha kadpeapy Bbloayu:

25 |no TpeboBaHuto ymTaTens 3,0
26 |no ycTHOMY 3anpocy 3,0
27 no onpegeneHHon Teme 3,5

Monbop [OKYMEHTOB NO y4ebHOWM NporpamMmme Ha OCHOBaHUWM MakeTal OAWH KOMMIEKT
KOMMNNEKTa [OKYMEHTOB, BblgaBaeMbIX CTydeHTam, noabop
y4eBOHUKOB MO hakynbTeTaM, Kypcam, rpynnam; CBepKa KHWDKHbIX
bopMYNSIPOB C Ha3BaHWEM KHUT, UHBEHTAPHBIMWU HOMEpamu
KonnyecTBo JOKYMEHTOB B KOMMJIEKTE:

28 110 4,0
29 20 8,0
30 40 16,0
31 Bblgadya [OOKyMeHTa: CBepka BbldaBaeMoro [OOKYMEHTa C OAWH OOKYMEHT 20

uMTaTenbCkuM  TpeboBaHMEM; MNpoBepka Hanuuua  CTpaHul;
BHECEHME 3anuMcu Ha 4uTaTenbCKOM TPeGOoBaHWM (KOHTPONbHOM
MUCTKE), BIOXEHWE B YMTaTeNbCKMIn BUMEeT, paccTaHoBKa, OTMETKa
KHUroBblaaum

Bblgaya [OOKYMEHTOB: CBepka BblaBaeMoro [OKyMeHTa G
uMTaTenbCckuM  TpeboBaHMEM; MNpoBepka Hanuuua  CTpaHuu;
CKaHMpoBaTb 4MTaTeNbCKUA OWNEeT, CKaHWpoBaTb BblAaBaeMble
KHUMM; OTMETKA KHUTOBbIZAYM; OTMETKA CTAaTUCTUKM NOCELLAeMOCTHU:;
32 [NpuHATME OOKYMEeHTa: CBepka ero ¢ TpebGoBaHWeM (KOHTPOSbHbIM| OAWMH OOKYMEHT 2,0
IMMCTKOM), MPOBEPKAa COXPaHHOCTM AOKYMEHTa, Hanuuusi CTpaHul,
BHECEHME OTMETKM O Mpueme

33 [nonyyeHne [OOKyMeHTa, 3akasaHHOro 4utateneM B oOTAene OAWH OOKYMEHT 0,5
KHUroXpaHeHwust

34 |nepepava  OOKyMEHTa, COAHHOIO  YuTartenem, B  oTden oauH AOKYMEHT 1,0
KHUroXpaHeHwusi
OT6op 1 nepegaya JOKYMEHTOB Ha KOMMPOBaHME;

35 loTOop AoOKymMeHTOB (OTAENbHbIX CTaTen) pAgna  nepegayn  Ha| OAWH AOKYMEHT 5,0
MUKPOPUIbMUPOBAHME M KOMMPOBaHME

36 |[nogrotoBka [AOKYMEHTOB K KOMMPOBaHWIO, ocopmreHue 3akasa, OAWH AOKYMEHT 3,0
perncTpaums B y4eTHbIX hopmax

37 |[nonyyeHne MuKpodunbMa W KONUKW, MpPOBEpKa MPaBUNbHOCTM|  OAMH 3aKas 5,0

BbINOJIHEHWSA 3aKas3a

O6cnyxunBaHue ynTatenen Ha aboHeMeHTe:
38 |nopbop AOKYMEHTOB Ansi peKoMeHAauum Yyutatensm OOVH OOKYMEHT 50
Bblgaya [JOKYMEHTOB uuTaTtenio, nouck dopmynsapa uutatens,| OAuH OOKYMEHT
yKkazaHue Ccpoka BO3BpaTa, MpOBepKa Hanuuns  CTpaHuL;
o6CcnyxmBaHue

Bblgjaya [OOKYMEHTOB: CBepka BblJ@aBaeMoro [OKyMeHTa G
umMTaTensckuMm  TpeboBaHMEM; nNpoBepka Hanmuyns  CTPaHuL;
CKaHMpOBaHWe YnTaTenbckoro GuneTa; ckaHMpoBaHWE BblaaBaeMown
KHUMY; pacneyaTka KOHTPOMBbHOMO INUCTKA C YKa3aHWEM CPokKa
BO3BpaTa W CM1cKa BblAaHHbIX KHUT; OTMETKA KHUroBbIAa4un; OTMETKa
CTaTUCTVKM NOCELLAEMOCTH:

39 B3pocnbiX 2,7

40 |pmeten 3,2

41 |npoBegeHve 6Gecegpbl C uuTatenem, WHGOPMMPOBAHME O HOBbIX| OOWH YMTaTENb 5,0
NOCTYNNEeHnax

I'Ionyqume OOKYMEHTa OT Yutatend, BHeCceHne OTMETKM O npueme, oguvH JOKYMEHT
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npoBepKa HanuuuMsa CTpaHwuLl, BIIOXEHME KHWXHOro copmynsapa;

o6CnyxmBaHue:
42 [B3pocnbix 1,8
43 |pmeten 5,0
44 |npoaneHue cpoka Mnofb30BaHUA OOKYMEHTOM; MOUCK chopmynsapal oavH dhopmynsp 3,0

MUTaTenNs; BHECEHUE OTMETKMN O NPOANEHNM CpOKa MoJb30BaHWs

INpumeyaHme: K HopmamM BpeMeHU NPUMEHSIIOTCA NoBbILWatoLwmne Ko PULMEHTDI:

- Npy 0BCNyXMBaHUM YnTaTenen KMHooTohOHOAOKYMEHTaMM - 1,2;

- Npu obCcny>XMBaHUW YUTaTeNen HOTHLIMK, KapTorpaduyecknmn, nomsgaHmamm - 1,15;

- Npu 06CNYyXMBaHUKN YMTaTenemn cneumnanbHbiMM BUAAMU Hay4YHO-TEXHUYECKOM nMTepaTypbl U AOKyMEHTauum
-1,1;

- Npy paboTe ¢ JOKyMEHTaMU Ha MHOCTPaHHbIX A3blkax - 1,15.

4.5.2. BHyTpeHHsia paboTa

Tabnuua 71
N n/n HanmeHoBaHne npouecca, onepaunn. CoctaB paboTsl EavHnua Hopma
N3MEPEHNs]  |[BPEMEHU, MUH.

1 2 3 4
[MogroToBka K Bbligaye:

1 |pacctaHoBka opMynsapoB uuTatenen (nNo cpokam, HoMepam, oauH popmyrisip 1,0
andasuTty)

2 |paccTaHoBKa cAaHHbIX JOKYMEHTOB B )OHAE OTKPbITOro AocTyna OOVH JOKYMEHT 2,0

3 |paccTaHoBKa cOaHHbIX JOKYMEHTOB B (pOHAE OCHOBHOIO XpaHeHus OOVH JOKYMEHT 3,0

4 |nopBedeHve MTOroB paboThl 3a NpoLleaLlwnin eHb, BHECEHNE 3amnucK eXXeHEeBHO 15,0
B AHEBHMK

5 |nopbop AOKYMEHTOB NO NpeaBapuTENbHbIM 3aKka3am uuTaternen 1| OAuMH AOKYMEHT 3,0
nnaHam YTeHus

6 |[MPOCMOTP HOBLIX NOCTYMMEHWI ANs1 PEKOMEHOAUNN YnTaTensam OLVH JOKYMEHT 2,0

7 |NPOCMOTP M MOMOSIHEHME KHWXKHBIX BbICTABOK, ALLMKOB CBOOOAHOrO| OAMH AOKYMEHT 3,0
BbIOOpA KHUT, TEMATUYECKUX MOSOK M CTENaXen

8 |nogrotoBka pabo4yero mecta eXegHeBHO 10,0
Pabota ¢ dhopmynapom yntartens:

9 @HanuM3 QopMynapoB uuTaTenewn, BbIIBNEHWE YUTaTenbCKuX OAuH hopmynsap 4,3
MHTEPECOB

10 |cocTaBneHuMe KapTO4YKM ONS KapTOTEKM YMTaTeNbCKMX MHTEPECOB; OOHa KapTouka 0,86
COCTaBMEHNe CNncka YMTaTenbCknx MHTepecos - 1 3anuch

11 Banucb B chopmynsipax (MHbIX JOKYMEHTax) O pesynbTatax aHanusa ofHa 3anvcb 3,6
MTEHMS 3a onpefeneHHbIn nepnoa

12 BBanucb B AHEBHMKE OMBNMoTEKaps 0 AMHAMUKE YTEHUS U MHTepecax| oAHa 3anucb 9,2
HuTaTens (rpynnbl YuTaTenemn)
PaboTa c yMTatensiMu, He BO3BpPaTUBLUMMW LOKYMEHTbI B CPOK:

13 npocmoTp K oT6Op opMynsApoOB 4uTaTenen, He BO3BPaATUBLLMX OOWH POPMYNSp 1,0
[1IOKYMEHTbI B CPOK

14 |HanucaHuMe OTKPbITOK-HAaNoOMWUHaHWA O BO3BpaTe [OOKYMEHTOB;| OAMH hopmMynsp 6,0
OTMETKa AaTbl HANOMWHaHWA Ha dopMynsipe

15 onoBeleHne (Mo TenedoHy, INEKTPOHHOW MO4YTE) uuTaTens, Hel ognH OopMynsip 5,0
BO3BpPATMBLLErO AOKYMEHTbI B CPOK; OTMETKa AaTbl HAMOMUHaHUS B
dopmynsipe
KoHTponb 3a cpokamm BO3BpaTa OOKYMEHTOB B
ABTOMAaTM3NPOBAHHOM PEXMME;

16 |BbIBOA Ha MPUHTEP MO YCIOBUSIM CMMCKa YMiTaTenen n aboHEeHTOB- OfHa 3anuchb 0,16
3200/KHMKOB

17 |cocTaBneHue cnmcka 3aJ0rmKHUKOB ofHa 3anucb 0,16
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18 |pacnevaTtka Ha NpUHTEPE HanNoOMWHAHWS abOHEeHTaM U YnTaTensam o  OAHa 3anucb 2,2
CpoKe Bo3BpaTa (agpec, Ha3BaHus B3ATbIX JOKYMEHTOB)

19 M3bATME M3 Basbl JaHHbIX CBEOEHUA O 3aHATOCTM BO3BpALLEHHbIX| OAHa 3anucb 0,4
MOKYMEHTOB
OdopmneHre noncka 3agoimkHUKOB Yepes cya;

20 cHaTMe «konuu c dopmynspa uuTaTens; YTOYHEeHMe aBTopa, OAWH OOKYMEHT 2,7
Ha3BaHWSA, WHBEHTAPHOrO HOMepa, LUEeHy [OOKyMEeHTa, He
BO3BpALLEHHOTO B  CPOK; MNEepeyYnucrieHMe  TrocrnoLwfvHbl  3a
0dOopMIIEHNE UCMIONHUTENBHBLIX HAANUCEN; Nepedaya aena B cys

21 |nonyyeHune 1 opopMIIEHNE AOKYMEHTOB U3 HOTapUanbHOW KOHTOPbI OAWH AOKYMEHT 2,7
(MpocTaBneHne Homepa pacyeTHOro cyeTa, HOMep MCMONMHUTENBHOW
Hagnucu)

22 |cocTaBneHue akTa Ha onnaTty yepes3 Cyd YTepsiHHbIX OOKYMEHTOB| OAWMH AOKYMEHT 2,7
(NpunoXeHue K akTy - (hopmynsip YntaTens)
[MpremM AOKYMEHTOB B3aMeH YTEPSHHbIX:

23 |nouck 4uMTaTenbckoro opmynsapa; BHECEHME COOTBETCTBYHLLEN OAWMH AOKYMEHT 10,0
Banucu B opmynsap, TeTpadb Yy4yeTa KHUI, MNPUHATBIX B3aMeH
YTEPSHHBIX

24 InpocMOTp JOKYMEHTa, NpeanaraemMoro B3aMeH YTepsHHOro OLVH JOKYMEHT 2,0
PaboTa ¢ oTkasamu:

25 y4eT 1 knaccudukaLmsa o0TKa3oB: OTMETKA Ha JIMCTKE YMTaTeNnbCcKoro 0gHo TpeboBaHme 1,6
TpeboBaHMsa NpUYMHY OTKa3a

26 |paccTaHoBKa YnTaTENbCKMUX TpeboBaHui B KapToTeKy|ogHO TpeboBaHue 0,32
"HeyaoBNeTBOPEHHbIN crpoc”

27 |[aHanuM3 O0TKa3oB, COCTaBfieHME CBOOKM OTKa3oB B OTpacrieBoM,  OAMH OTKas3 1,0
paspese (MO nNpuvynHaMm OTKasa U MepaMm WX JNUKBMZaAUMM U
npegynpexaexHnst)

28 |cocTaBneHue 6ubnuorpadmyeckoro OMUCaHUS Ha [OOKYMEHTHI, OAHO 2,0
nMeromne Hamborbllee 4YMCrO OTKa30B, M Mepegadva KapTodku BOubnmnorpagpuyeck
0TAEN KOMMITEKTOBAHUSA 0€ onncaHune
4.5.3. BHecTauunoHapHoe obecnyxusaHme

Tabnuua 72
N n/n HaumeHoBaHue npouecca, onepauumun. Coctas paboTbl EavHnua Hopma
n3mMepeHnsa BPEMEHU, MUH.

1 2 3 4
OpraHusaums 6ubnmoTeYHbIX NYHKTOB, NepeaBMkHbIX B1UbnmoTek:

1 BaknodeHne goroBopa Mexay bubnuvoTtekon v opraHu3aumen, rgel  oavH SOroBop 270,0
OyOeT ocyLlecTBNATLCA BHECTALMOHApPHOE 06CnyXmBaHue

2 lodopmMneHune dopmynsipa GubNMoTe4HOro NyHKTa OQIMH dhopmynsp 13,5

3 |odopmneHue nankm ¢ OOKyMeHTamu (4OroBop, JOBEPEHHOCTb Ha|  OAHa nanka 13,5
nonyyYeHue KHur, opmMynsipoB OMBNMOTEYHOIO MyHKTa, OTYETOB)

4 |coCcTaBneHWe Cxembl pa3melleHnss OMONMOTEYHBbIX MYHKTOB Hal OAHa cxema 126,0
TeppuTOpUM ropoda, panoHa

5 [coctaBneHne rpacduka oOMeHa [OOKYMEHTOB, Haxogdawmxcs B OOMH rpadouk 18,0
OMGIMOTEYHbIX MYHKTaX, NepeaBmkHbIX bubnmorekax

6 |cocTaBneHue nfaHa MeToaM4Yeckon mnomMowmM Oubnuotekapsam-  oAWH NnaHa 46,0
0OLEeCTBEHHUKAM

7 |odopmrieHne oObABNEHUS O OHAX M Yacax paboTbl GMGNMoTeYHOro0gHO 0ObABIEHNE 12,0
NyHKTa, NepeaBmXHON Gnbnmoteku
Mogbop KOMMNIIEKTOB [LOKYMEHTOB AN OUONMOTEYHOro MyHKTa,
nepeaBmwxHON GubnmoTekn
Mogbopka KOMNIIEKTa JOKYMEHTOB OAVH KOMMNNEKT
KonnyecTBo JOKYMEHTOB B KOMMMEKTE:
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10

15,0

30

45,0

10

100

148,5

11

Bbla4Ya OOKyMeHTa B OMONMOTEYHLIN NYHKT, OTME€TKa B KHWXHOM
(*)opmynﬂpe AaTbl Bbla4yn, HOMepa NyHKTa

OOVIH JIOKYMEHT

2,0

12

3anmcb B d)OpMyJ'IFIp BMBnMoTeYHoro NyHKTa AaTbl BblOa4u
AOKYMEHTOB, KOJin4eCTBa BblAaHHbIX 1 BO3BpaLllEHHbIX B CTalMOHap
HOKYMEHTOB

O[Ha 3anncb

1,0

13

paccTaHOBKA KHWXXHBIX hOPMYMApPOB B KApTOTEKY 3a pasgenuTenem
CUrMbl OMONMOTEYHOro MyHKTa, NEepeaBWKHON OGMBNMOTEKM, BHYTPU
no andgasuTy hamuiMn asTopos

OJVIH KHWXXHbIN
¢popmynsip

0,4

14

npueM [OKYMEHTOB W3 OWONMOTEYHOro nyHKTa, nepenBuKHON
OubnuoTekn: nNpocTaBfeHNE OTMETKM O MpUEME, BIIOXEHMWE

bopmynsipa B JOKYMEHT

OOWH OOKYMEHT

1,6

4.6. ObcnyxusaHne no mexbunbnuoteyHomy aboHemeHTy (MBA)

Tabnuua 73

N n/n

HanmeHoBaHue npouecca, onepauunun. CoctaB pa60TbI

EavHnua
n3mMepeHnst

BPEMEHU, MUNH.

Hopma

2

3

4

O6cnyxnBaHue yntatenen 6ubnmorekun no MBA:

—_

perncTpaums yntatens, nonssyouieroca MBA

OOVH YnTatesnb

1,35

BanonHeHne GnaHka-3akasa, npocTtaBrieHne perncTtpaunoHHOro
HOMeEpa, AaTthbl

OOuH 3aKa3

2,2

YTO4YHEHNE YKa3aHHbIX 4uUTaTenem cBedeHMn O 3aka3aHHOM
\[JOKYMEHTE, LeJin 3anpoca, NCTOYHUKE, OTKyda NnoJiy4eHbl CBeaeHNA

OOduH 3aKa3

1,6

Bubnuorpaduyeckasn AopaboTka 3aKasa; YTOYHEHWE
onbnvorpadnyecknx cBeaeHui:

Nno cnpaBo4YHbIM N3JaHUAM

27,0

npu NOMoLLKM aBTOMATU3NPOBAHHbLIX CpeacTB

0,22

||

MpoBepka Hanuuus 3anpallvBaeMoro AOKyMeHTa B OuGnvoTtekax
ropoaa, obnacTu, permoHa, B TOM Y1crie Mo CBOAHbIM KaTanoram

OOVH OOKYMEHT

10,2

HanpaBneHne OnaHka-3aka3a C  MPOCTABMEHHOMW  OTMETKOW
(wtemnenem) "B ropoge HeT" B OTpacneBoi, YHMBEPCASbHbIN LIEHTP
unn B 6Gubnmoteky (opraH wuHdoOpmauuM) NO OaHHbIM CBOAHbIX
KaTanoros

OJMH 3aKas

0,27

3anncb cBedeHun O HanpaBneHun 3akasa no MBA (HanmeHoBaHue
onbnuoTtekun, faTta) Ha 060POTHOM CTOPOHE GnaHka 3akasa

OAHa 3annucb

1,4

nomelleHne GnaHka-3akasa B "KapToTeky 3anpocoB uutaTenen no
MBA" 3a pasgenutenem "3anpocbl no MBA, HanpaBneHHble B
npyrvue 6ubnuortekmn”

ofHo TpeboBaHue

0,32

10

npvemM OOKYMEHTOB, npucnaHHblix no MBA; pacnevaTtka 6aHgeponu,
npoBepKa COCTOSHUS [OKYMEHTOB, OTMETKa [faTtbl MOMy4YeHus |
HasBaHus OWONMOTEKW, BbICNABLUEN [OKYMEHTbI, WHBEHTAPHOMQ
HOMepa, Cpoka Mofb30BaHUS; Pa3mMecTUTb OnaHk-3akas M3 pasgena
kapTtoTekm "3anpocel no MBA, HanpaBneHHble B Opyrue
bnbnnotekn” B pasgen "MonyyeHHble no MBA nsganns"

OONH OOKYMEHT

3.8

11

onoBeLlleHne 4utatena o nosiydyeHMn 3anpoLleHHOro AOKyMeHTa U
CPOKe MNoJ1b3oBaHNA UM

O[HO M3BeLleHne

1,35

12

BblJada vnTaTento nonyyeHHolx N0 MBA OOKYMEHTOB B YnTanbHOM
Bane (B cnyxebHom nomeweHun  GubnmoTekn);  cBepka
BbldaBaeMoro JoKymMeHTa C GraHKOM-3aka3oM, MpPOBEpKa Hanmyus
CTPaHUL, M COCTOSIHNME AOKYMEHTa, OTMETKa Bblgauu

OOVH OOKYMEHT

1,0

13

npuemM OOKYMeHTa OT u4utatend B YUTalribHOM 3alie; CBepKa

OANH OOKYMEHT

0,5
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MOKyMeHTa C u4acTblo 6naHka-3akasa, nNpoBepka COXPaHHOCTM
IOKyMeHTa, OTMeTka O Mpueme, MOMelleHne [OKYMeHTa B
cneumanbHO BblgeneHHoe MeCTO (3aKpbITbll Wkad)

14

n3sneyeHme OnaHka-3akasa M3 KapTOTeKW, 3anncCb CBeAeHW 00|
OoTrpaBke u3gaHua (gata, HOMEp MOYTOBOrO  OTMPaBIIEHMS);
nepectaHoBKa nUcTKa u3 pasgena "lNMonyyeHHsle no MBA nsgaHus"
B pasgen "BosBpalleHHas nutepatypa”

OOVH NNCTOK
TpeboBaHus

1,0

15

noaroToBka K  OTnpaBke  [JOKYMEHTOB B GubnuoTeky-
boHOoaepxatenb 3akasHol OGaHOeponblo; ynakoBka 6GaHaeponw,
B3BELLMBaAHMWE ee, HakrnemBaHue MapKu (ecnm HeT|
LeHTpanu3oBaHHOW onnaTbl NEepechbinku), HanucaHue apgpeca,
COCTaBMNEHNE ONncK

OOWH OOKYMEHT

3,6

16

pabota ¢ oOTkaszamu; npu  nonydyeHun OT  BUBNMOTEKM-
boHOopepkatens  u3BelweHust 00 oTkase WM 3afepXke
BbINOMHEHNsT 3anpoca: W3BMeYeHue U3 KapToTekn OGnaHka-3akasa,
yKasaHve npuyYuHbl M OaTtbl OTKka3a Ha OOOPOTHOW CTOpOHe,
nepectaHoBka w3 pasgena "3anpocbl o MBA, HanpaBreHHble B
iapyrne 6ubnmotekn" B pasgen "OTkasbl no MBA"

OOWMH OTKa3

1,03

17

coolLieHne B OTAen oOCnyXuBaHWSA O MOMydYeHWU OTkasa (AaTa,
npvynHa)

OOWH OTKa3

1,35

O6cnyxnBaHne aboHeHToB o MBA

Mprnem 3akasos:

18

npu OTCYTCTBUM HOMepa aboHeHTa Ha GnaHke-3akase nNpoBepka Nno
KapToTeke aboHeHTOB, aboHMPYETCs N JaHHas opraHv3auuns

OOWH OTKa3

1,0

19

opraHm3aumst aboHupyeTcsi: MpoCTaBfneHWe HoMepa Ha OnaHke-
3akase, cBepka agpeca, HasBaHMA oOpraHusauuu, amunum
oTBETCTBEHHOrO N0 MBA, BHECEHWE M3MEHEHUIN B KAPTOYKM

OOWH OTKa3

3,6

20

nepenyHOe obpalleHne aboHeHTa B TEKyLLEM roy: NPoCTaBneHne B
KapToyke rog obpalleHus, gaty

OOMH OTKa3

3.6

21

odopmneHne aboHeHTa (opraHuMsauus paHee He aboHupoBanach):
npuceoeHne aboHEHTY HOMepa, 3anofiHeHe KapTouKkn perncrpaumu
aboHeHTa MBA un pasgenutens (copmynsp), ykasaHue MOnHOro
HanmeHoBaHUA OMONMOTEKW, MoYTOoBOrO adpeca, TenedoHa,
hbamMunnum, UMeHu, oT4ecTBa OTBETCTBEHHOIO NuuUa, AaTbl OTKPbITUS
1 HoMepa aboHeHTa

0aVH abOHEeHT

5,0

22

PacCTaHOBKa PErMCTpaUMOHHbIX KAPTOYEK B KAPTOTEKY

OJHa KapTo4ka

0,32

23

ocbopMIieHe U3BELLEHNA Ona aGoHeHTa (CTaHOapTHoe M3BeLLeHue
06 OTKPbITUM aboHeMeHTa); 3amnpoc HedoCTalLWWX CBEAeHWA Anst
KapToTeKku TUMOBLIM NMUCbMOM

OOHO n3BelleHne

1,6

24

nposepka NpaBUIIbHOCTM 3anosiHeHus 6naHka-3akasa,
3a0MMKeHHOCTM aboHeHTa, MpocTaBneHne Ha obopoTte 1-M vyacTu
lbrniaHka-3akasa (CTp. 2) CBOEro wremnensi 1 Aatbl NONy4YeHns 3akasa
B pybpuke "CnyxebHble oTMeTkn BubnmnoTtekapsa” npy BbINOMHEHUN U
nepeHanpaeneH1m 3akasa B CTpoke "panoH, ropog"

OAVH GnaHk-3akas

3,8

25

nepejaya Ha ydyacTok paboTbl C OTKasaMu HenpaBMIIbHO
0hOpMIEHHbIX 32Ka30B M 3aKa30B aGOHEHTOB-3340MMKHVKOB

OAMH OnaHkK

0,43

26

lWndpoBKa 3aka3oB aboHeHTOB; nogbopka 6naHKoB-3aka3oB MO
andasunTy, NpoBEpKa HanNM4Msl JOKYMEHTa No KaTanory

oavH GnaHkK

2,7

27

NOAroTOBKa OOKYMEHTa K Bblgaye: cBepka AOKYMeHTa ¢ GraHKoM-
3aKa3oM, MpoBepKa HanMuus CTpaHUL, U COCTOSIHUA [OOKYMEHTa,
NpocTaBrneHWe Ha GnaHke-3akase LWWpa [OOKYMEHTA, yKasaHue
MHBEHTapHOro HOMepa, KONMYecTBa [OOKYMEHTOB, AaTbl BblAauu;
npocTaeneHve WTemnens GubnMoTekn C Has3BaHWEM WU MOYTOBbIM
aJpecoM, ykasaHWe cpoka Bo3BpaTa, MpOCTaBfeHMe HoMmepa
GaHaeponu BHU3Y

OOUH OOKYMEHT

1,4

28

NOCTAaHOBKa 3aKa3a Ha o4epenb (B cliydae 3aHATOCTU |/|3,an|/|9|);

OOVH 3aKa3

1,6
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OTNpaBKa n3BeLeHns aboHEeHTY

29 [nepepaya u3gaHUs Ha KOMMpoBaHWe (Mpu 3akase Ha dparMeHT|  OOMH 3aka3 2,7
M3gaHus: cTaTbd M3 XypHana, cobopHuka)

30 ptnpaBka OOKyMEHTOB aboHeHTaMm: ynakoBka ©aHOoeponu, OOouH AOKYMEHT 2,5
B3BELUMBaHMWE, HaKeMBaHWe  Mapku, HanucaHne  apjpeca,
COCTaBMNEHNE ONncu

31 |pacctaHoBKa OnaHkoB-3aka3oB (1-9 4acTb) Ha BblOaHHbIE] OAWH AOKYMEHT 0,32
MOKYMEHTOB (BbICINaHHbLIE) B KAPTOTEKY 0O6CNYXMBaHMS abOHEHTOB B
pasgen "BbigaHHble no MBA nsgadng”

32 |oubnuorpadmyeckans  gopaboTka  HEBBLIMOSHEHHbLIX  3aKa30B; OAWH AOKYMEHT 3,2
YTOYHEHMe  OBubnuorpaduyecknx CBeAEeHUM MO  CNpaBOYHbIM
n3gaHusam

33 BblSiBrieHVe Hanuuns 3anpalimBaemMoro AOKyMeHTa B GubnuoTtekax, OOovH AOKYMEHT 10,2
ropoga, permoHa

34 lodopmneHue 3akasa K nepeHanpaBneHuio B apyrme 6ubnmoTeku;  OAuMH 3akas 2,7
ykasaHve Ha  ODOpPOTHOM  CTOPOHE  MPUYUHBI U [aThl
nepeHanpasfeHnsi, OTMETKM O NPOBEPKE MO CMPaBOYHbIM U3LAHUSIM,
curmbl BubnnoTek-hoHJoAepKaTenen No CBOAHOMY KaTanory

35 ppTtnpaBka abOHEHTY M3BELLEHUSI O MNepeHanpaBneHUM 3anpoca C OOHO M3BELLEeHue 1,6
yKkasaHvem 6ubnmoTekn, B KOTOPYHO OH HanpaBfeH

36 peructpaumsi OTkasa B Y4eTHbIX bopmax; oTnpaBka abOHEHTY|  OAWH OTKa3s 3,6
brnaHka-3akasa B criy4yae HEBO3MOXHOCTW BbIMOSIHEHUSA C OTMETKOM
0 NpVYMHE OTKa3a B COOTBETCTBYOLLEN pybpurke

37 Npvem [OOKyMeHTa, BO3BpaLLEHHOro abOHEHTOM; MOoflydYeHWe Hal OOWH AOKYMEHT 3,2
noyte, pacnevyatka 6aHOoeponu, NMpoBepKa COCTOSAHMS OOKYMEHTa,
n3BnedeHme  OnaHka-3akasa M3  KapTOTeKM  0bBCnyXunBaHUS
QOOHEHTOB, YyKasaHMe Ha Hem pJaTbl Bo3BpaTa [OOKYMEHTa,
nepectaHoBka 6naHka-3akasza B  pasgen  "BosepauleHHas
nutepatypa"

38 KOHTpOrb 3a cpokamy MOSfb30BaHMS [LOKYMEHTOB, BbISIBIIEHWE| OOWH AOKYMEHT 1,6
[IOIMKHUKOB, HanpaBneHne HanoMmHaHum
BbinonHeHue pabot B AC:

39 |popmupoBaHue 6a3bl AaHHbIX 06 aboHEeHTax Mo COOTBETCTBYWOLLEN| OAWH aBOHEHT 54
dbopme, BBOA MHpopMaLmm 0 HOBOM aboHeHTe

40 |nouck B Gase gaHHbLIX CBedeHW 00 aboHMpPOBaHUKM opraHuM3auuu; OnuH aGoHEHT 3,6
BHECEHWNE N3MEHEHUN

41 |BBOA MHOPMaLIMM O NpUeMe 3aKa3oB OT aDOHEHTOB OaMH abOHEHT 0,27

42 BBOA MHCbOpMaUUM O NepeHanpaBneHnn 3akasa, BbiBO4 Ha NPUHTEP| OOWH aBOHEHT 1,6
M3BELLEHNsI O NepeHanpaBeHnm 3akasa

43 BBOO [OaHHbLIX O MOCTAHOBKE 3akasa Ha ovepedb; cooblieHue| oauH aboHEeHT 1,6
@BOHEHTY

44 pernctpaumsi BblgaHHbIX AOOHEHTY [OKYMEHTOB, NPOCTAaBMNEHWE OAWH OOKYMEHT 2,7
CpoKa Bo3Bparta

45 lyoaneHuwe n3 Maccusa JaHHbIX O BO3BPALLEHHOM JOKYMEHTe OOVH JOKYMEHT 0,16

46 [KOHTPOMb 3a CpOKamMu BO3BpaTa JOKYMEHTA: NOUCK N OTOOP AaHHbIX| OOUH abOHEHT 2,7
B MaMATN MaLUMHbI O 3aJ0IMKHUKAX, BbIBOA HY>XHON MHopMaumm Ha
NpVHTEp, pacneyvaTka CN1CKOB C yKasdaHneM agpeca aboHeHTa
4.7. MaccoBas paborta

Tabnuua 74
N n/n HaumeHoBaHuWe npouecca, onepaumun. Coctas paboTbl EavHnua Hopma
M3MEPEHUs]  |BPEMEHU, MUH.

1 2 3 4

MoaroToBKa MacCcoBbIX MEPONPUSTUI
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OnpegeneHve TeMmbl, coCTaBa ayauTopuW, OTBETCTBEHHOrO 3a
MeponpusTue B LENOM, COCTaBrieHWe nnaHa noaroToBKY
MEeponpuaTUs,  BOMPOCOB  Ana  obcyXaeHws,  npurnawieHve
KOHCYNbTaHTOB, FEKTOPOB, nodbopka [OOKYMEHTOB MO Teme
MEpONpPUSATUS; OpraHM3auMs BbICTaBKWM nMTeEpaTypbl, anbboMOB;
onoBeLleHne yutatenem O  MeponpuatuM  4Yepes  admium,
nybnukaumm B ned4aTn, NO paguo, TeneBWAEeHW, 4epes
PNEKTPOHHYIO PaccChbIfky; BbIABMEHME BbICTYNAKLWMX; Meyatb W
pacnpocTpaHeHne npurnacuTenbHbIX 6UNeToB, WU3roTOBMEHWE
PEKBU3NTOB, KYKOI, AeKopauui, KOCTIOMOB; MOArOTOBKa MNOMELLEHNS;
nposefeHne coBellaHuss Mno uToram MOArOTOBKM W MPOBEAEHUS
MeponpusaTun,  odopMieHMe  MNpPoOTOKONa,  COCTaBneHne U
onybnnkoBaHWe NTOroB NPOBeAEHHbIX MEPOMPUATUN:

0fHO
MeponpusiTue

HUTaTEIbCKaA KOH(*)epeH Una

4900,0

N|—

MMTEepaTypHO-XYOOXKECTBEHHbIN Beyep, Beyep OTPaCHEeBOW KHUTW,
amcnyT

3340,0

BEeYep BONpPoOCOB 1N OTBETOB, yCTHbIVI XypHarn

2600,0

Kﬂy6 Nno nHTepecam

2600,0

\eTcKnn YTPEHHUK

3900,0

BMKTOPUHA, KOHKYPC, Urpa-nyrtewecresmne

3900,0

BbICTaBKW OETCKOIo TBOpYECTBa

2280,0

(N[O~ |W

MMTepaTypHO-No3HaBaTenbHoOro  3aHaTMsa Ao 30  yenoBek
(rpynnoBoro)

1800,0

YpOKa TBop4YecTBa (MacTep-knacca)

960,0

KoMaHgHoW urpbl-kBecTa (cBblwe 30 YernoBek)

4800,0

11

KBecTa ans ogHou rpynnbl Ao 30 YenoBek

2400,0

OpFaHVI3aLI,VIFI KHW>KHbBIX BbICTaBOK

CocTaBneHue nnaHa oOpraHMsauMuM W NPOBEOEHUS BbICTABKY;
BbIsiBIeHNe M OTOOP [OOKYMEHTOB; MOArOTOBKa COMPOBOAUTESLHON
MOKYMEHTaLUM K BbICTABKE; CO3OaHUE XYyOOXECTBEHHOMO MpPOEKTa;
MOHTaX BbICTaBKW; OpraHusaums  MHGOPMaLMOHHO-pEeKNamMHON
paboTbl No

nonyndapusaunn BblCTaBKu, nogsegeHne NToroe pa60Tb|

'TemaTnyeckne BbICTaBKM 0bwebnbnmoteyHoro MacliTaba,
opraHusyemMble Ha poHaax GubnuoTeku:

OHa BbICTaBKa

KonnyecTBo aKCNoHaToB:

12

1-50

560,0

13

51-100

1120,0

14

101 - 200

2240,0

BbicTaBkn Mo onpe,u,eneHHO|7| oTpacnun 3HaHUA NN Teme,
opraHnsyemble

Ha doHae bubnunotekn

OJHa BbICTaBKa

KonnyecTBo aKCNoHaToB:

15

1-50

310,0

16

51-100

940,0

17

101 - 200

1920,0

Ha cdoHge otaena

OHa BbICTaBKa

KonnyecTBo aKCnoHaToB:

18

1-25

180,0

19

26 - 50

360,0

20

51-100

720,0

BbICTaBkM, MOCBSLLEHHbLIE XU3HWM W AEATENbHOCTU BbIOAOLLMXCS
inogen ("nepcoHanun")

OHa BbICTaBKa

KonnyectBo aKCNoHaToB:

21

1-10

47,0

22

11-25

110,0
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23 26 - 50 210,0
BbiCTaBkM Ha Noskax cTennaxem OfHa BbICTaBKa
KonnyecTBo 3KCMoOHATOB:

24 1-5 25,0

25 6-10 440
BbIiCTaBKM HOBbBIX MOCTYNIEHWI O[Ha BbICTaBKa
KonnyecTBo 3KCNoOHATOB:

26 1-25 40,0

27 26 - 50 72,0

28 51-100 160,0
PaspaboTka 1 anpobaunsi nporpaMm 3aHATUI U TPEHUHIOB (BbIOOP| OQHO 3aHATUE
Tembl, Nogbdop nuUTepaTypbl, COCTaBIIEHME MilaHa 3aHsaTUA, nogdop
MaTepuana, aHanv3 NpoBeAeHHbIX 3aHATUN, gopaboTka):

29 MaccoBoe 3aHATue 3000,0

30 [pynnoBoe 3aHATUE 1500,0

31 mHguemayanbHoe 120,0
[MpoBegoeHne 3aHATUA (NOArOTOBKA, peneTuumsi, NpoBedeHue, OOHO 3aHATUE
ybopka nomeLleHus):

32 |maccoBoe 3aHaTUue 300,0

33 [rpynnoBoe 3aHsaTue 210,0

34 mHaveuayanbHoe 90,0
Nrpbi-kBeCThl (nvTepaTypHble, NpochopMeHTaLNOHHbIE, OAHA Urpa-KBecTa
remaTmyeckme)

35 |nogrotoBka Wrpbl-kBecTa: BbIOOp Tembl, nNogbop nuTepaTypbl, 300,0

HanMcaHue CcueHapusi, M3roTOBMEHME KOCTIOMOB MW AeKopauun,
nogbop npegMeTHOro psga, COCTaBrieHVe MOMOoXeHWs 06 urpe-
KBECTa; paccbinika npurnawieHnin u cnucka nutepatypbl, cbop
3asBOK; 3aKymnka npu3oB; odopMreHuMe 1 nevaTb CepTUdUKaToB U
rpamoT, NyTEBbIX NUCTOB; OMOPMIIEHUE BbICTABOK AETCKMX pabor,
paboTa XXpKn KOHKYpca B paMKkax KBecTa, peneTmumm

36 |[npoBedeHWe: NOAroToBKa MOMELLEHUN CTaHLUMKN, NpoBeAeHUEe Urpbl- 480,0
KBecTa, yoopka nomeLLeHus
Peknama 6mbnmnoteku; paboTa no NpUBIEYEHMIO YMTaTENEN:

37 [nogrotoBka peknamHoro coobuieHnss B nedyatb, MO pajvo,ogHa nybnukauus, 420,0
TeneBUaeHUo o paboTte onbnmoTeku, ocobeHHOoCTAX 0gHO coobLleHne
PYHKLMOHMPOBAHNS pasnu4YHbIX NOApa3fAeNnieHun, HOMEHKNnaType
ycnyr, npegocTaBnsemblx 6ubnmortekon

38 |[nogroTtoBka nnakaTa O AeATenbHOCTM 6ubnmoTekn (BbIGOp TeMbl| OOWH NnakaT 210,0
onpegeneHue cogepxanns u oopmbl, caada B nevatb)

39 opraHmsauus 3KCKypCcui; npmem n opopmneHme 3asiBKn, yTOMHEHNE| ofHa 3KCKypcud 52,0
[TeMbl 3KCKYPCUI 1 COCTaBa 3KCKYPCaHTOB
BbisiBneHue noTeHumnanbHbIX notpebutenen OnbnMoTeYHo-

MHOPMALMOHHBIX ycnyr 6ubnuoTteku:

40 |npocmoTp npecchl OAVH OOKYMEHT 6,8

41 npocMOTp 1 aHann3 AOKYMEHTOB KOHKYPUPYOLMX npM OAVH JOKYMEHT 52,0

42 |BegeHue KapToTekn NoTPebUTENLCKOrO PhiHKa OfHa KapTo4Ka 1,3

43 |BCTpe4m C pykoBoauTensamm pmpm, opraHnsauun, npeanpusaTun ofHoO 210,0

MeponpuaTme

MpumevaHwne:

- BpPEMs OpraHu3aLuu BbICTaBOK IUTepaTtypbl, NPOBeAeHUEe MacCCOBLIX MepOnpUATUA U SKCKYPCUA B HOPMY
BPEMEHW HE BXOAMUT;
- K HOpMaM BpPeMEHW NPUMEHSIIOTCS MOBbILLALLME KO3IMMULMEHTBI: NPU OpraHU3aLymn Bole3OHON BbICTABKY -
1,1; NPpM 3KCMOHNPOBaHUW Ha BbICTABKE NUTEPATYPhLI HA MHOCTPaHHBIX s3bikax - 1,6.

4.8. CnpaBo4Has n nHdopmMaumoHHasa paboTa
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Tabnmua 75

N n/n

HanmeHoBaHue npouecca, onepaumn. Coctae paboTsl

EavHnua
n3mMepeHnsi

Hopma
BPEMEHW, MVH.

2

3

4

Y4eT noCTynnBLUMX BTOPUYHBIX JOKYMEHTOB (KapTOYek)

CyMMapHBIA y4eT KapToYeK B KypHarne MOCTYMnieHWn v BblbbiTus B
PerncTpaLMoHHbIX KapToTekax

ofHa napTtus

Mu1cno NocTynUBLUMX KapTOYek:

1-110

19,0

111 - 220

63,0

221 - 600

160,0

BIWIN[(—~

BblAB1IEHNE HEBbLINMOJIHEHHbLIX 3aKa30B; COCTaBlieHWEe 3adBKU Ha
HEeBbINOJIHEHHbIE 3aKa3bl

O[VH 3aKa3

45

OpraHunsaums cnpaBoyHo-ombnuorpacdmyeckoro annapata (CBA)

MpocMoTp M OTOOP OOKYMEHTOB M3 TEKyLUMX MOCTYNneHunh Ans
BkntoveHuns B CBA, B TOM Yncne kpaeBegyeckMin Katanor:

KHUra

OHa KHuUra

3,2

COOPHMK

OHa CTaTbA

2,7

bKypHan

OHa CTaTbA

2,7

raseta

OHa CTaTbA

1,6

bnbnuorpacduyeckoe nocobue

OoAHa 3annucb

0,5

NeTONMNCb KHMXXHbIX, XYPHallbHbIX U ra3eTHbIX cTaten

OoAHa 3annucb

0,83

Z|alo|m|(~N|o (v

NPUKHWXHBIA Brubnuorpaduyeckunii CnMcok

OoAHa 3annucb

0,5

CocraBneHue 6ubnuorpagmyeckon sanucu

OoAHa 3annucb

KonnyectBo anemeHTOB GubnMorpaduyeckon sanmcu:

12

1-4

3,2

13

5-6

0,5

14

7-9

6,0

CocTtaBneHne aHHoTaumm, n3ydyeHme JoKymMeHTa, HanncaHne Tekcra:

OoJHa aHHOoTauunda

15

A@HHOTUPOBaHUE KHUI

260,0

16

@HHOTMPOBaHWE cTaTemn

156,0

17

@HanuUTU4eckass  POCMUCb  XypHarbHbIX, ra3eTHbIX  CTaTew,
cbopHuKoB, OGubnuorpacpumyecknx nocobuii: 0O3HaKoMMeHue C
coaepXaHMeM U3gaHus, CocTaBneHne aHanMTUYecKon pocnmucu

OAUH OOKYMEHT

3.8

MpocmoTp NOCTYMNUBLLNX MHOPMALIMOHHBIX (BTOPUYHBIX)
NOKYMEHTOB U OTOOpP MX Ans  BKIOYEHUS B CNPaBOYHO-
Bubnrnorpadudeckuii annapar (NepBuYHbIN 0TOOP)

[MpocMoTp MHOPMALMOHHBIX U3aaHUA (B TOM YUCHe KapTouku) u
0TOOp M3 HMX OOKYMEHTOB Ans BkNtoyeHus B CBA; cuctemaTtmnsauus
KapToyek Mo TWMam KaTaroroB M KapTOTeK; MpoBepKa WHOEKCOB,
paccTaHOBKa KapToyek

OHa KapTo4ka

Yuncno KapTo4eK:

18

1-10

18,0

19

11-100

165,0

20

101 - 300

490,0

MpocmoTp m otbop kaptouek B CBA € Uuenblo M3bLATUS WU
nepemeLleHnst (BTOpuYHbIN 0T60p):

21

M3bATME W3 KaTaroroB W KapTOTEK KapTOYeK Ha [JOKYMEHTHI,
CrncaHHble n3 doHaa; NpPOCMOTpP KpaeBea4eckux,
Pnbnuorpadudecknx n dakrorpadnyeckmx KapToTek, U3bATVE U3
HUX KapToYeK Ha OOKYMEHTbI, NoTepsBLUne LIEHHOCTb, NepeBeaeHne
KapToyek B apXvBHble KapTOTEKN (YHUUTOXEHWE); BHECEHNE OTMETOK
B XXYpHane yyeta u permcTpaumMoHHON KapToTeke

O[IHa KapTo4Ka

1,5

OpraHusauus rmasHour cnpasoyHor kaptoteku (FCK):
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Tabnuua 76

22 npocmotp wu oTbop pgokymeHToB Ans  BkmoveHns B [CK;| oguH JOKyMeHT 2,7
odhOpMIEHNE KapTO4KH
23 HanucaHue n paccTaHOBKa pasgenurens OaViH 1,7
pasgenvrenb
Penaktuposanue 'CK:
24 cknoveHne u3z FCK kapTouek Ha OOKYMEHTbl, yCTapeBLUME WIM| OOHa KapTouka 5,0
HenpodunbHble, NepeBedeHne WX B apXUBHYK YacTb (U3bATME);
[jeTanusvupoBaHve pasgensbl
25 HanucaHue HOBbIX pasgenutenen OaViH 1,4
pasgenuTens
OpraHusaums KapToTEKN NePCOHanNu;
26 lonpegeneHve M CoCTaBneHME MEPEYHsT ML, CBEAEHMSI O KOTOPbIX| OAWMH AOKYMEHT 10,0
OTpaXkaloTCa B KapToTeke; MPOCMOTP MHEOPMALMOHHBLIX W34aHUN,
NEepBUYHbIX OOKYMEHTOB, OTOOp [OKYMEHTOB ANS BKMOYEHUS B
KapTOTEKY
27 [rexHu4eckass M copepxaTtenbHas oOpaboTka [OOKYMEHTOB [Ans| OAWH AOKYMEHT 2,7
BKMIOYEHNST B KapTOTEKY; pacCTaHOBKA KapToyeKk Mo andasuTy
dbamMumnuin aBTopoB 1 Mo Buaam JOKYMEHTOB
28 HanucaHue n paccTaHoBKa pasgenurenen OAVH 1,4
pasgenvrenb
OpraHusauns dakrorpaduyeckon kaptotekun (PK):
29 pnpepeneHne npegMeta, OoObekTa U OCHOBHbIX MPU3HAKOB Ans| OAWH OOKYMEHT 2,7
oTpaxkeHnsi B OK; MpocMOTp JOKYMEHTOB M OTOOP 4118 BKITOYEHUS B
PK; 3aHeceHue 0TOBpPaHHbIX cBeaeHuin Ha KapTbl
MH(OPMALIMOHHOIO MaccMBa C BHECEHWEM COOTBETCTBYHOLLMX
OTMETOK B MOMCKOBbIV MaccuB (hakTorpacmnyecKkomn KapToTekn
30 |pepakTnpoBaHune PK; npoBepka NpaBUIbHOCTM BHECEHUSI CBEAEHWUW| OAWMH AOKYMEHT 1,6
M yKasaHui 06 NCTOYHMKaxX nHgdopmaumm
31 |HanucaHue n paccTaHoOBKa pasgenuTenemn OAWH 1,4
pasgenuTens
OpraHusaums TeMaTU4eCKMX NanoK ra3eTHbIX BbIPE30K:
32 |NpocMOTp ras3eTHbIX BbIPE30K M UX cucTemMatmsaums ofjHa Bblpeska 2,5
33 |odopmMneHne BLIPE3OK AN XpPaHEHUA B TeMaTUYeCKMX nankax; OAHa Bbipeska 3,2
KpaTKoe OnMcaHMe UCTOYHMKA, HaKNenBaHNe Ha KapTOYKM
34 |cnpaBku no TenecoHy O  pgedAtenbHOCTM  OMONMOTeKW — eXeaHEBHO 90,0
(MpegocTaBneHMe  nonb3oBaTenam  MHGopmauum o  paboTe
OnbnuoTekn,  KPYKKOB,  CTyOul,  NpPOBeOEHWs  KOHLEepPTOB;
CoegUHEHWE ¢ ApyrMMu nogpasgeneHmsammn 6nbnmoTtekm)
4.8.1. CnpaBo4vHo-6mbnunorpacmyeckoe odcnyxmnBaHue
N n/n HanmeHoBaHne npouecca, onepaunn. CoctaB paboTsl EavHnua Hopma
N3MEPEHNs]  |[BPEMEHU, MUH.
1 2 3 4
Mpuem Gubnunorpadmyeckmx 3anpocos:
1 |npvem Gubnuorpacdmnyeckoro 3anpoca; yToYHEHME TeMbl, LieNieBOro|  OAMH 3anpoc 50
N YATaTENbCKOr0 Ha3HaAYeHus!, MONHOTY UCTOYHMKOB, TMMOB, BUAOB U
XPOHONOrMYECKUX PamMOK 3anpocoB
BbInosiHeHMe cnpaBokK
BbinonHeHne TemaTtu4eckon CrnpaBKu; MOWUCK U OTOOpP OOKYMEHTOB; OAHa crpaBka
cocTaBneHune 6ubnuorpadm4eckoro onmcaHms
[MMCbMEHHO; KONMMYECTBO MCTOYHMKOB:
2 | 3,0
3 2-5 15,0
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4 6-10 30,0
YCTHO; KONTM4ECTBO UCTOYHMKOB:

51 2,0
BbinonHeHue agpecHo-bubnmorpadgpuyeckomn crnpaBkKu;

YCTaHOBIEHNE HaNMNYns UM MEeCcTa HaXOXAEeHNs1 LOKYMEHTA UNn ero
MacTu B oHae GubnmoTtekn
[MMCbMEHHO; KONTMYECTBO UCTOYHMKOB:

6 2,0

7 2-5 12,0

8 Bb-10 24,0
YCTHO; KONTM4ECTBO UCTOYHMKOB:

9 1,5
BbinonHeHne YTOYHSOLLEN oubnurorpacduyeckom crnpaBku, OfHa crnpaBka
yCTaHaBMMBAOLLEN n (nnn) YTOUHSAOLLEN 3NIEMEHTHDI
Pnbnuorpaduyeckoro  onMcaHus, KOTopble OTCYTCTBYOT WK
MCKa)keHbl B 3anpoce yntaTens
[MMCbMEHHO; KONMMYECTBO MCTOYHMKOB:

10 |1 2,7

11 2-5 14,0

12 6-10 27,0
YCTHO; KONTM4ECTBO UCTOYHUKOB:

13 11 1,6
BbinonHeHne dakTorpadu4eckon Cnpasku, YyCTaHasnuealowew oaHa cripaBka
KOHKpPETHblE CBEOEHUsT O TEeX WM WHbIX OobObekTax, cobbITUSX,
npoueccax, gaTax
[MMCbMEHHO; KONNYECTBO NCTOYHUKOB:

14 |1 2,7

15 2-5 13,5

16 6-10 2,7
YCTHO; KONIMYECTBO UCTOYHUKOB:

17 |1 1,6
KoHcynbTaums y cnpaBovHo-6ubnmorpaduyeckoro annapata

18 [poBeaeHune Becenpl 06 opraHn3aumMmn U UCMOML30BAHUN Pa3NNYHbIX ogHa 10,0
MacTen cnpaBOYHOro annapara, no metoauke Gubnunorpaduyeckoro, KoHcymnbTauus
noucka
BeneHve ¢oHAa BbINONHEHHbIX CNPaBOK:

19 lotbop cnpaBok Ans ¢oHaa, pasnoxeHue no nankam (KOHBepTam); oOfHa cnpaska 0,5
odopMIIeHne cnpaBku (3anucb B TeTpadb yyeTa)

20 |cocTaBneHue KapTOuYKM [AONs  apxuBa; ykasaHue MopsaKOBOro ofHa KapTouka 2,7
HOMepa, Tembl, AaTbl BbiayW; YCTAaHOBKA KapTOYKM B KaPTOTEKY|
ApXu1Ba BbINOMHEHHbIX CNPaBOK
PaboTtbl B pexxume AC:

21 (hopmupoBaHue rnaBHon cnpaBoyHor kapToTekn (FCK); BBog B 6a3y] opHa kapTodka 2,0
aHHbIX aHanNMTUYEeCKOW POCMUCU Ta3eTHOXYpPHarbHbIX CcTaTen,

COOpPHMKOB

22 |nouck n otbop bmbnuorpadryecKon 3annucum no ycrioBUsIM OfHa KapToyKa 2,7

23 |BbiBOO Ha 9KpaH O6ubnuorpaduyeckon 3anvMcu WNM OTAEeNbHbIX| OOHa KapTouka 1,0
CBeAEeHWI; pacnedaTtka
4.8.2. bubnuorpadgpuyeckoe MHHOPMUpOBaHNE

Tabnuua 77
N n/n HaumeHoBaHue npouecca, onepaumun. Coctas paboTbl EavHnua Hopma
U3MEepeHNss  |BPEMEHU, MUH.
1 2 3 4
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BhisiBneHne VIH(bOpMaU,MOHHbIX I'IOTpe6HOCTeIZ cneunanncToB
METOAOM aHKEeTUPOBaAHUA:

onpegeneHne KOHTUHreHTa notpebutenen NHdopMaLmu;
paspabotka 3asiBKM Ans onpedeneHus  MHAOPMAaLMOHHbIX
notpebHocTen (3anpocoB); paccbinika (pacnpocTpaHnTb) 3asiBKU;
0OpaboTka Nony4eHHbIX 3asiBOK; COCTaBNEHME Ha Ba3e Nofy4eHHbIX
NaHHbIX KapTOTEKW KOHTUHreHTa notpeburtenen nHpopmaumm n umx
MHOPMALIMOHHBIX NOTPEOHOCTEN (3anpPoCcoB)

OaVH
notpebutens

34,0

BbisiBneHne WHEMOPMALMOHHbBIX MOTPeBbHOCTEN CcneuManucToB Ha
OCHOBE aHarnu3a niIaHoBO-0TYETHOW AOKYMEHTaLuun:

0TOOp, N3y4eHUe, aHanm3 OTYETHbLIX JOKYMEHTOB U (DOPMUPOBaHME
TEMaTUKN CMNPaBOYHO-MHOPMALMOHHOIO 0BCMYXUBAHNUA B pPasHbIX|
pexvmax

OJVH OTYETHbIN
OOKYMEHT

24,0

pacnpefeneHve  TeMaTMYecKUX  pPyopuK  MHADOPMALMOHHbIX
noTpeGHOCTe No noapasaeneHnsM, y4acTBYIOLWMUM B CrpaBOYHO-
MHOPMaLMOHHOM 0BCNYXMUBaHWUK

ofHa pybpuka

2,7

3akntoyeHne ¢ aboHeHTamu pgoroBopa Ha WHGOpPMaLMOHHOE
o6CcnyxmBaHue:

AHanW3  OaHHbIX O  3aMHTepecoBaHHOCTM  abOHEHTOB B
MHOPMALIMOHHOM OBCMYXMBaHUM U pexuMax  u3bupaTensbHOro
pacnpocTpaHeHnst M PETPOCMEKTUBHOTO MOWCKA; 3aKlloyYeHue |
nepecmoTp Aorosopa

OVH O0roBop

2300,0

dopmmpoBaHne cetm abOHEHTOB CUCTEMbI  M30OMpaTenbHOrQ
pacnpocTtpaHenusi uHgpopmauun (MPW):

onpegeneHne KOHTMHreHTa aboHeHToB cuctembl NPW; BbisiBNeHue
TUNOBbLIX W uUHOMBUAOYaANbHbLIX 3anpocoB aGOHeHTOB; n3ydvyeHue,
knaccudukauusl, MHAEKCUPOBaHME 3anpocoB; BBEAEHWE AaHHbIX O
3anpocax B agpecHy0 KapTOTeKy

OANH aboHEeHT

34,0

NoarotoBka curHanbHOro onoselleHust B cucteme MPU

BbisBneHne, npocmotp W OTBoOp MaTepuanoB U3  TeKyLMX
NOCTYNMeHnn; pacnpegeneHne OTobpaHHLIX MaTepuanoB U3
TEKYLUMX NOCTYNIEHUI NO aboHeHTam

OOHO onoBeLleHne

Konnyectso NPOCMOTPEHHbIX JOKYMEHTOB!

(o))

1-2

3,0

~

3-4

12.0

5-10

32,0

MoarotoBka NOAOOPOK CUrHamMbHLIX onoBelleHui B cucteme NMPU

3anonHeHne 6naHka-sakasa Ha TUpPaXMUpOBaHWE; perucTpaums
NOCTYNUBLUNX KOMWIA, MpOBepka WX KayecTBa W IK3EMMNISAPHOCTY;
3anonHeHe ConpoBOANTENBHONW AOKYMEHTaLUn

OOHO OonoBeLleHne

Konnyectso 3anpocoB:

1-2

14,0

10

3-4

17,0

11

5-7

21,0

12

8-10

25,0

MpocmMoTp 1 oTOop AOKYMeHTOB Ans BBoga B AC

MpocMOTp MaccuBa MOCTYMNMBLUMX AOKYMEHTOB; OTGOP AOKYMEHTOB
COOTBETCTBYIOLLEN TEMATVKM U BBeaeHWe B 6a3y gaHHbix AC

OOVIH IOKYMEHT

OT60p NepBMYHBbIX JOKYMEHTOB:

13

1-50

290,0

OT6Op BTOPUYHBIX JOKYMEHTOB:

14

1-50

110,0

15

noAroToBKa KapTouvku Ans paboymx kaptotek MPU

OJHO onncaHune

2,7

16

nogrotoBka TpadapetoB ¢ kKapTovkamn IPU ons TupaxnpoBaHus

oaviH Tpadapet

1,4

KoppekTpoBka BbIXOAHbIX TabynsirpamMm:

17

OHa 3anncb

IOCHOBHOW psag

2,7
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18 |BcnomoraTternbHbIN yKkasaTernb o[Ha 3anucb 1,6
19 |pegakTMpoBaHMe  BbIXOOHbIX — Tabynsarpamm M odopMIIeHWe| ofHa 3anucb 4,2
[1OKYMEHTOB
20 HapesaHue, pacneyaTtka nogbopok Ha OTAeNbHbIE ONMCaHUs OfHO onncaHue 1,6
KoppektupoBka cuctembol MIPU no pesynbratam aHanusa kapT
obpaTHOI CBA3N
ObpaboTka M aHanu3 kapTbl OOpaTHOW CBSI3N; BHECEHME OLEHKW|  OfHa KapTa
CArHanNbHOrO  OMOBELLUEHUS B  YYETHYK  KapTy  aboHeHTa;
KOPPEKTMPOBKA CUCTEMbI Ha8 OCHOBE aHanu3a KapT obpaTHON CBA3K
KonunyecTtso KapT:
21 1-7 70,0
22 8-10 75,0
23 11-15 80,0
24 16 -20 85,0
Bblgadya 4OKYMEHTOB MO 3anpocy:
25 PBbiBreHMe U1 OTOOP [AOKYMEHTOB (M34aHMsi) NO  3anpocy B| OAWH AOKYMEHT 1,4
CMpaBOYHO-MHPOPMALMOHHOM  boHAEe, OdOopMNeHne  Bbiaavy,
MOKYMEHTOB B YCTAHOBIEHHOM NOpsigKe
pynnoBoe 6ubnunorpadmnyeckoe MHpOPMMpPOBaHHME:
26 (dopmupoBaHue coctasa rpynn aboHEeHTOB 0aunH aboHeHT 720,0
27 |yTOMHEHME TeMbl, COrfacoBaHUe WCTOYHWMKOB WMHOpMauuu, Buabl ofHa Tema 3,6
TOKYMEHTOB
28 [cocTaBrneHve permcTpaLmoHHON KapTOYKu OfiHa KapTo4Ka 1,6
MNogobopka [OOKYMEHTOB AN  WHGOPMauuKn; COoCTaBfeHue U1 OfHa KapTodka
HanMcaHve OnoBELUEHWs; OTMpaBKa OMoBELLeHNs; 3annucb B
KapTo4kM MHOpMaLMKY; aHanu3 KapTbl 06paTHON CBSA3K
[TMCbMEHHO; KONMYECTBO U30aHUN:
29 1-5 12,0
30 6-10 24,0
YCTHO; KONMYEeCTBO U3aaHUN:
31 1-5 12,0
OnepaTnBHOE MHPOPMUPOBAHME MO 3anpocy:
32 (opmupoBaHne ceTu abOHEHTOB, BbISIBIIEHWE TUMOBLIX W OAWH aOOHEHT 4.4
MHOVBUAYaNbHbIX 3aNpoCcoB NOTpeduTenen
33 M3yyeHme, knaccudmkaumsi 3anpocoB; BBeAEeHWE [aHHbIX O OAWH 3anpoc 6,3
3anpocax B agpecHyHo KapToTeky
HanncaHne 0630poB 1 cnpaBok
BbisiBneHne n otbop UCTOYHMKOB; 0OpaboTka 1 aHanM3 oToOpaHHbLIX| OAMH aBT. UCT
MOKYMEHTOB; HanucaHue TekcTta ob3opa (cnpaBku); MOAroTOBKa
pyKONUCK K neyatu
CocTaBneHue 063opa (cnpaBku) NO NEPBUYHBIM NCTOYHUKAM:
34 |Ha pyccKoOM si3blke 5400,0
35 Ha MHOCTpaHHOM SA3blKe 7200,0
36 [cocTaBneHve o63opa (cnpaBku) N0 BTOPUYHBIM UCTOYHMKAM 4100,0
OpraHu3auns 1 npoBefdeHne yCTHbIX Bubnunorpadmyeckux 063opoB
HOBbIX MOCTYMNJIEHWI
Mogobopka HOBbBIX MOCTYMMEHUA MO 3apaHee OObABMEHHOW  oduH 0630p
TemaTuke; cucTemMaTvM3aumsi UCTOYHMKOB MO Temam, MPOCMOTP WU
aHanu3 [OOKYMeHTOB; noabopka 6ubnuorpadpmyeckux onucaHun,
KpaTkne aHHoTauum, pecdpepaTbl Ha OTOOPaHHbIE WCTOYHUKM;
noaroToBka pykonucu bubnuorpadmyeckoro o63opa
KonnyecTtBo NpOCMOTPEHHbBIX U OTOBPAHHbBIX JOKYMEHTOB:
37 1-10 400,0
38 [11-25 450,0
39 26 - 55 500,0
40 56 - 140 600,0
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MogroToBka OrnneTeHss HOBbIX NOCTYMNEHNU

YTouHeHWe (onpegeneHne) TeMaTUYecKMxX rpaHunL, nomcka u otbopal ogHa GronneTeHb
MOKYMEHTOB; co3daHue pybpukaTopa OlONNEeTEHs; BbISBNEHUE WU

0TOOp OOKYMEHTOB B MAacCMBE TEKYLLUMX MOCTYMNMEHWUIA UCTOYHUKOB

nHdopmaumm; nogbopka aHHoTaumu, pedepaTtbl, cMcTemaTM3auns

nx

KonnyecTBo NpoCMOTPEHHbIX JOKYMEHTOB:

41 1-37 60,0

42 138 - 60 90,0

43 61 -95 180,0

44 96 - 150 320,0

45 151 - 380 960,0
OpraHunsaums 1 nposegeHne meponpuatua "deHb nHpopmaumm'™;

46 pnpefeneHve TeMbl; COCTaBrieHMe nnaHa npoBefeHus; BbiSBeHUe 0HO 640,0
N [OoCTaBka [AOKYMEHTOB M3 COOTBETCTBYHOLUMX MOApa3deneHn| Meponpuarme
BnbnmnoTekn, NPOCMOTP 1 OTOOP AOKYMEHTOB; NOArOTOBKA BbICTaBKY
nMTepaTypbl; OMOBELLUEHNE 3aMHTEPECOBaHHbIX OpraHusaumi u
cneuManucToB; O0dOopMMeHUe BbICTaBKW;, HamnNUcaHWe KpaTkux
AHHOTaUMI; opraHm3aums cbopa 3asBOK Ha JOKYMEHTbI, UX Bblaaua,

KOHCYmnbTaummK, OeXypcTBo OubnuorpacdoB; nNpoBedeHUe aHanumsa
MeponpusaTus

OpraHusaums 1 noarotoBka MeponpuaTtusa "deHb 6ubnuorpadumn”,
"[eHb nocobusa":

47 |yTOYHEHWe TeMbl; COCTaBrfeHue nnaHa; ogopMMeHne BbICTaBKU- OAHO 1940,0
NpocMoTpa; noArotoBka 0030pa; MOArOTOBKA  KOHCYNbTauuw; Meponpusatve
COCTaBMNeHne 1 HanncaHme obbABNEHMS; COCTaBIIEHME U HAMUCaHNE
npurnacuTeneHbIX nMcem, paccblifka nx; npurmatleHve
3aMHTEpEeCOBaHHbIX NNL, MO pagno, No TenedoHy, MMYHO
Opranusaums 1 nposegeHue meponpusatusa "deHb cneynanucra”

OnpegeneHve Tembl C 3aUHTEPECOBAHHLIMU  OpraHM3auusaMu, 0ofHO
bopMbl  MpoBeaeHns (CTauMoHapHasi, Bble3fHas); COCTaBMEeHWE| Meponpuatme
nnaHa MeponpuUsTUN, nporpamMmbl noucka n  otbopa
MHOPMALIMOHHBIX MaTepManoB; NOArOTOBKA OTKPbITbIX MPOCMOTPOB

M TemMaTU4eCKMX BbICTABOK NUTepaTypbl MO CrneumanbHOCTH,
oubnuorpacdudeckne o00630pbl, 3aka3 nNeKkuMn, KMHOUIbMOB;
OnoBeLleHNne 3auHTEPeCOBaHHbIX  OpraHuvsauun;, odopmreHue

BbICTaBKW; obecneyeHne Bblgavu U3OaHUM UM NX KOMUA BO BPeEMS
MEpPONPUSATUS UMM HENOCPEACTBEHHO MOCME HEro; AeMOHCTpauums

BbICTaBKW; aHanu3 pesynetaTtos "[OHa cneunanucta”

Muncno conyTCTBYHOLLMX MEPONPUATUN:

48 1-2 1940,0

49 3-4 2600,0

50 5-6 3500,0

51 [7-8 4600,0
4.8.3. IHdbopMaumoHHas paboTa

Tabnmua 78
N n/nHanmeHoBaHMe npouecca, onepaunn. Cocta paboTbl EavHnua Hopma
N3MEpPEHNsT  |BPEMEHU, MVH.
1 2 3 4

MogroToBka nonynsipHeix bubnuorpaduryeckux nocobumn

Boibop Tembl nocobus; BbiBNEeHME U OTOOp [OOKYMEHTOB,
bopMupoBaHue pasgernoB Nocobusi; aHHOTMPOBaHME [OKYMEHTOB;
nopgbopka  daktorpadmyeckoro  martepuwana,  UnncTpauun,
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HanucaHWe TeKCTa; COCTaBIieHWEe BCrioMoraTeNbHbIX YKasaTenen;
KOHCynbTauMn y CreuManncToB Ha pasnuyHbiX aTanax paboThbl;
obCcyXOeHNne pykonucuM Ha 3acefaHnuyM  Hay4YHO-MEeToAMYECKOro
(pemakunoHHOro) coBeTa; gopaboTka PYKONMUCKM MO 3aMevaHusiv;
cOAava pykonucu B neyartb:

1 |coctaBneHuMe nonynsipHoro  ©Gubnuorpaduryeckoro  ykasartens, OfWH aBT. IUCT 13500,0
nyTeBOAMTENS], CNPaBOYHUKA

2 |noaroToBka KOMMeHTapues, npumMmeYvaHuni nonynsipHoO- OAWH aBT. NMNCT 5400,0
MPOCBETUTENBHOIO  XapakTtepa, He Tpebylowmx cneunanbHbIX
nccrnegoBaHun

3 |noarotoBka KOMMeHTapues, npuMeYaHuni Hay4HO-| OAMH aBT. NUCT 10800,0

MccrnegoBaTenbCKoro xapakrepa
MogroToska pPeTPOCNEKTUBHBIX Hay4HO BCMOMOraTerbHbIX|
Pnbnrnorpadunyecknx ykasatenem:

4 BbIOOp TeMmbl; cO3haHMe aBTOPCKOrO KONnekTuBa; paspaboTkal oauH aBT. NMUCT 9720,0
MHCTPYKTUBHO-METOOUYECKMX MaTepuaroB; BbisiBNieHMe u oTbop)
NOKYMeHTOB;  pabota Hag  Gubnuvorpadmyeckor  3anuchbio;
AHHOTUpOBaHWe; Gubnuorpaduyeckass rpynnMpoBKa; COCTaBMNEHUE
BCMOMOraTenbHbIX yka3aTtenewn; obcyxaeHue pyKOnmuCK ykasaTtens
Ha 3acefaHuM Hay4yHO-MeTOAuYecKkoro (pegakuMOHHOro) COBETa;
nopabotka NO 3amMevyaHusM; CcOgada pPykonmucuM B Mevarhb;
cocTaBrneHne OGubnuorpaduyeckoro ykasatens Mo akTyarnbHON
TemaTMke C XPOHOMOrM4eckUM OXBaToM OT 2-X A0 5-TM neT
QHHOTaLMAMM, NOACHALLMMMN Ha3BaHus; cocTaBrneHue
bnbnunorpacumyeckoro yKkasaTens no KOMMEKCHbIM "
MexoTpacnesbiM  npobnemam  obwero U permoHanbHoro
copepxXaHus C XpoHonorudeckmm oxsatom 1 - 2 roga, ¢
@HHOTaLMAMM, NOACHAKLLMMN Ha3BaHUS:
Ha pycckoM A3blke OAMH aBT. NUCT 9720,0
c BkmovyeHnem ot 30% po 40% obvema nybnukauuini Hal OAWH aBT. NMUCT 11000,0
MHOCTpaHHbIX A3bIKax
7 (cocTaBrneHne aHHOTMPOBaHHOro 6mbnuorpadmyeckoro ykasartensi OAMH aBT. UCT 11000,0
MHOFOOTPACEBOrO0 COAEPXKAHUA C XPOHOMOMMYECKMM OXBaTOM [0
100 net n 6onee, TpebyOLNIA CNOWHOIO NPOCMOTPA AOKYMEHTOB,
CMNOXHbIX ~ Oubnuorpaduyecknx  pasbiCKaHuMW,  yyeTa  BCeX
nepeusgaHui NybnvmkaumMm M MX XapakTepuCTUKM MYyTEM CINYEHWS
[TEKCTOB

MogroToBka aHanuTMyeckoro ob3opa

BbisBneHne u  oTbOp [AOKYMEHTOB Ans o63opa; noarotoBka| OAMH aBT. MUCT
pybpukaTopa npegmerta o630pa; M3ydyeHue M OueHKa OOKYMEHTOB;
cucTemaTM3auns maTepuana; CocTaBeHne TeKCcTa aHanuTUYecKoro
ob30pa; obcyxgeHune  pykonucu  Ha  3acedaHuMM  HaydHO-
MeToamMYeckoro (pefakumoHHOro) coBeTa, gopaboTka ob3opa no
3aMevaHuaM; cgada B neyatb:

NO PyCCKUM NEPBUYHBIM UCTOYHUKAM 9720,0
No cMeLlaHHbIM NEPBUYHBIM MCTOYHUKAM 10800,0
N0 WHOCTPaHHbLIM NEPBUYHLIM NCTOYHUKAM 12400,0
[MoaroToBKa aHanNUTUYECKOW CnpaBKu:
11 |BbisiBNeHWe 1 OTOOp [OOKYMEHTOB ANl aHanuTMYeCKOW ChnpaBku, OOWH aBT. IUCT 5200,0
M3yyeHve, aHanus, oueHka M cuctemaTmsauus uX; cocTaBfieHue
TekcTa cnpaBku

MogroToBka pedepaTMBHOro o63opa

BbisBneHne n oTtbop [OKYMEHTOB Ans pedepatvBHOro o63opa, OAMH aBT. MUCT
n3yyeHne Kn  aHanm3a  ux;  pedepupoBaHME  MCTOYHUKOB;
cucTemMaTM3aumsi  TEKCTOB  aHHOTaUWMW;  COCTaBfieHMe  TeKcTa
pedepatuBHoro ob63opa; obcyxaeHne ob3opa Ha 3acegaHuu

[e2][¢)]

-
o(om
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Hay4YHO-MeTOoOMn4eCKoro (pe,El,aKLI,VIOHHOFO)
o63opa Nno 3aMeYaHunAaM; caada B rnedvarb.

coBeTa; [pgopaboTka

12

NO PYCCKUM UCTOYHUKaM

5200,0

13

Nno cMelwaHHbIM NCTOYHUKaM

6480,0

14

NO MHOCTPAHHbIM NCTOYHUKaAM

7300,0

CocTaBrneHune akcnpecc-mHdopMaumm:

15

BblABIIEHNE U OT60p maTtepuana no teMme, cucrematmn3aumna ero m
NnoAroToBKa AJjid neyvyatun

OOWH aBT. JINCT

3840,0

CocTaBneHue 6ubnmorpadmyeckoii 3anvMcu, aHHoTauum, pedepara

CoctaBneHue 6ubnuorpacdmnyecKkor 3anvcu: M3yvyeHne U aHanus
[MOKYMEHTa, COCTaBIiEHME 3arosfioBKka OMMCaHusi, NpoBepKa 3anucwy,
BHeCEHWEe ncnpasneHnn

O[Ha 3anncb

KonunyectBo anemeHTOB 6Mbnmorpadnyeckoro onmcaHus:

16

1-4

3,2

17

5-6

54

18

7-9

6,4

CocTtaBneHne aHHoTaUuK; aHanms

HanncaHme TekCcta aHHoTauun.

nsyyeHue wu JOKYMeHTa,

0[Ha aHHoTauusA

19

@HHOTUPOBaHUE KHUI

270,0

20

@HHOTMPOBaHWE cTaTen

160,0

21

COCTaBneHne pedepaTa: M3ydeHMe W aHanu3 [OKYMeHTa, Ha
KOTOpbIN COCTaBnsieTca pedyepaTt, HanucaHue TeKCTa, BHEeCeHue
ncnpasneHumn

OOWH aBT. NUCT

5920,0

22

aHannTn4eckasa pocnucb XYypHarnbHbIX, ra3eTHbIX craren,

c6opHMKOB, Brbnmorpadgmyeckux nocodmm

ofHa pocnuch

120,0

23

O3HaKOMITeHne Cc cogepxxaHnem
@HaJIMTUYECKOro onncaHngd Ha ctaTtbio

n3aaHmAa, COCTaBlieHune

OQHa CTaTbA

3,6

MpumedaHue: HoOpMa BPeMeHU Ha cocTaBneHue Gubnuorpadudeckoro nocobus aaHa w3 pacyeTta paBoThbl
aBTOPCKOro KONneKkTuBea.

4.9. I'IepeBop, n rlepepa60TKa neyvyaTHbIX TEKCTOB C WMHOCTPAHHbIX A3bIKOB Ha pYCCKI/I17I N C PyCCKOro Ha
WHOCTPaHHbIE A3bIKN

Tabnmua 79
N n/n HanmeHoBaHue npouecca, onepaumn. Coctas paboThl EavHnua Hopma
M3MEPEHNs]  |BPEMEHU, MUH.
1 2 3 4
MNepeBof TEKCTA C MHOCTPaHHBIX S3bIKOB HA PYCCKUI A3bIK
YTeHne opurmHana, aHanu3 TeKcTa, pa3MeTka ero C BbIsIBMEHWEM| OAWH aBT. NNCT
TPYOHbIX TEPMWHOB, FpamMaTUHECKUX KOHCTPYKLWA, NEeKCUYeCKMX|
060POTOB, LLEXOBbIX M )KaProHHbLIX TEPMUHOB:
1 |NOnHbIV NUCLMEHHbIVM NepeBoA 1580,0
2 |cokpaleHHbI nucbMmeHHbIi nepesod oT 30% no 50% obvema 1620,0
TekcTa
3 BbIGOPOYHbLIV MUCbMEHHbIV NEPEBOA 1520,0
MNepeBon TEKCTa C PYCCKOro A3blka HAa MHOCTPaHHbIE A3bIKK:
4  |nOnHbIV NMCbMEHHbIN NepeBos OVH aBT. NUCT 1980,0
TepMuHonornyeckass pabota npyv  BbINONIHEHUN  MUCbMEHHOTO
nepesoja:
5 [novck OTMEYeHHbIX B OpUrMHane He3HaAKOMbIX WM HEMOHATHbLIX| OAWH TEPMUH, 18,1
TEPMUHOB W COKpPAaLLEHMI B CrOBapHO-CMPaBOYHOM NWUTepaTtype; CoKpalleHue
nogbopka COOTBETCTBYHOLLMX TEPMUHY 9KBWBAJEHTOB,
paclumdpoBKa COKpaLLeHNn
KoHcynbTaumsa nepesogyvka co cneuyanncramu:
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6 [BbIICHEHWE MpaBUIIbHOMO  U3NIOXEHMS  4YacTel TekcTa Mo ogHa 36,2
Mano3HakoMoOlW TeMaTuKe; YTOYHEHME COOTBETCTBUSA MepeBoda KOHCyNnbTaumst
opurMHany
ICocTtaBneHue 6ubnmnorpadunyeckoro onncaHus:

7 |cocTaBneHue OGubnuorpaduyeckoro oOnucaHus nepeeBoda MOl OAHO onucaHue 10,8
[JaHHbIM, B3STbIM C TUTYNIBHOIO NIMCTa NepeBoja
[MpoBepka 1 KOpPEKTUPOBKa NepeBoda nocrne Habopa:

8 |npoBepka MpPaBWIBHOCTU PACMONIOXKEHUA OTneYyaTaHHOro TEKCTa; OAWH aBT. JIUCT 200,0
CBEpKa C PyKOMMCbIO; NpaBKa
[TexHn4eckoe ohopMieHne nepeBoaoB:

9 |HanucaHne B TeKkcTe nMepeBoda CUMBOMOB W BCTaBOK HA|OOHO BNUCbIBaHME 20
MHOCTPAHHOM $13blKe

10 |ycTaHOBKa pUCYHKOB, Tabnuuy, dopmyn OAVH 9NeMEeHT 3,0
[MepeBoa 3aroNOBKOB CTAaTEN U JOKYMEHTOB:

11 |nepeBof 1 3anvch 3arofioBka OJWH 3aronoBokK 10,8

MpumevaHne:

- HOPMbI BPEMEHMW MpeayCcMaTpMBatoT BbINOMHEHME NEPEBOLOB C MHOCTPAHHOIO S3blKa UMM Ha MHOCTPaHHbIN,
KOTOPbIN y NepeBoaymKka ABnsSeTca OCHOBHbIM (N0 06pa3oBaHmo NN NPUMEHEHUIO);
- NpW BbINOSHEHNM NEPEBOLAOB C APYrMX A3bIKOB UMW Ha ApyrMe MOMMMO OCHOBHOMO K HOpMam BpeMeHu
NPUMEHSIETCS NOBbILAOLWNN KO3 durumeHT 1,1.

4.10. Viccnepgoeartenbckas paboTa

Tabnumua 80
N n/n HanmeHoBaHue npouecca, onepaunn. Coctae paboTbl EonHuua Hopma
N3MEpPEHNs1  |[BPEMEHU, MUH.
1 2 3 4
PaspaboTka nporpammbl (TEXHUYECKOTO 3a4aHus) uccrnegoBaHus
O60CcHOBaHME akTyanbHOCTU TEMbl, BbISIBIeHME M 0DOCHOBaHME OAHA nNporpaMmma
NpoGnemHoln cutyaumm, opmMynmpoBaHue Lenu, 3agad 1 rmnotessb
nccrnenoBaHWst; HaNnMCcCaHWe TekcTa
ccnegoBaHue HOCUT:
1 nunotaxHbIn (pa3sedblBaTenbHbIN) XapakTep 21600,0
2 |npvknagHow xapakrep 38250,0
Pa3paboTka MeToaMKM nccnegoBaHus
PaspaboTka (HanucaHue) TekcTa METOAMYECKMX [OOKYMEHTOB MOl odHa MeToauka
NPOBOAMMOMY nccrnenoBaHuio, amnupuyeckas anpobauus
pPENEBAHTHOCTM  COCTaBIEHHbIX  [JOKYMEHTOB;  YTOYHEHME U
nopabotka  METOAMYECKOrO  WMHCTPYMEHTapusi,  COCTaBlieHue
OKOHYaTENbLHOIro BapuaHTa 4OKYMEHTA:
3 |MeToOMKMm npoBeOeHMs WUCCNedoBaHus, HOCALWEro MUIoTaXHbIN 18000,0
(pa3BeablBaTeNbHLIN) XapakTep
4 |MeToauKM MNpoBeOeHusl uccrenoBaHWA, HOCSALWEro npuknagHown 33000,0
Xapakrep
PaspaboTka MHCTpyKUMIi No o6paboTke AOKYMeHTauuMm (MCXOAOHbIX O4HA MHCTPYKLMSA
[IaHHbIX), NONTYYEHHOW B XO4€E MCCNef0BaHUS:
5 |py4Hasa obpaboTka 15600,0
6 |MawunHHasa obpaboTka 20400,0
PaspaboTka npeannaHoBbIX " NaHoBbIX OOKYMEHTOB
NepcneKkTMBHOIO xapakrepa:
7 |paspaboTka KOHUEMNUUW OCHOBHbIX HamnpaBfeHUN pPas3BUTUS| OOWMH aBT. MNCT 13050,0
BnbMoTeYHOro gena B permoHe Ha NepcnekTnBy
8 [koHuenTyanbHoe obecnedyeHne GubnuMorpadnveckux un3gaHwui; OOWMH aBT. MNCT 11220,0
060CHOBaHME aKTyanbHOCTM TEeMbl, 4YuTaTeNbCKOE W  LEeNeBoe
Elifioéiioaiolépin www.consultant.ru Nodaiesa ég
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HasHayeHWe nocobusi, €ero CTPYKTypbl (Cxembl), BbIpabOTKa
MeToOMYECKMX MNPUHLUMMOB W pELUeHWA [ONsi PackpbITUS TeMbl;
HanvcaHue TekcTa

COCTaBMNeHne MnporHo3a, CBA3aHHOIO C MepcrnekTuBamMu pasBUTUS
OnbnmMoTek; HanncaHne TekcTa

OOWH aBT. JINCT

13050,0

10

pa3paboTka uUeneBbiX NporpaMmm (ana cetM ouMbnmoTek unu ogHoW
OnbnnoTekn); AmarHocTMka CUTyauun, BHELWHWMX W BHYTPEHHUX
BNVSHUA Ha yHKUMOHUPOBaHWE W pasBuTMe bubnmnoTtek (OOHOW
OnbnvoTtekn); BblpaboTka pekoMeHAauuh, pPeLleHW; HanucaHue
TekcTa

OQWH aBT. NTUCT

15200,0

ICocTaBneHne CBOAHbIX KaTanoroB KHMXHbIX NaMSTHUKOB:

11

paspa60TKa npocnekTa; BbldBlieHUWe OOKYMEHTOB - KHWXHbIX
NaMATHUKOB; OnNnCaHue 1 CoCTaBJieHMe CnpaBO4HOro annaparta

OOWH aBT. NUCT

18200,0

OpraHusaunoHHas pabota Nno NpoBeAEHUIO UCCNefoBaHUS:

12

CO3aHne uccnenoBaTenbCKOro KONneKkTnBa; coctaBneHne paboyero
nnaHa npoBedeHMs UCCredoBaHWsl, CorfacoBaHMe €ero ¢
MCMNONMHUTENAMK; onpefeneHne nnowagdkn (6asbl) MccnenoBaHus;
nepenncka C HUMW; MPOBEOEHME WHCTPYKTAXEW, CEMUHapPOB,
COBELLaHNIA, KOHCYNbTaLnii

0fHO
nccnegoBaHue

7140,0

13

onbnuorpaduyeckas npopaboTka Tembl MccnegoBaHusi, paborta B
apxvBax, W3y4YeHWe HOPMaTMBHO-TEXHUYECKOW  [OKYMEHTauuu,
MHopmaumm o6 aHanorax u Apyrux matepuanax, OTHOCALUMXCS K
pa3pabaTbiBaeMon Teme

OOWH aBT. JINCT

1200,0

ObpaboTka nony4eHHoW nHpopmaumu;

14

cbop n obpaboTka MHGPOPMALMM Ha OCHOBE MEPBUYHBLIX UCXOAHbLIX
NaHHbIX (CTATUCTUYECKNX [aHHbIX, OTYETOB, MMAHOB, CMPaBOK,
MaTepuanos KOMaHAMPOBOK)

OOWH aBT. NTUCT

7800,0

15

aHann3 obpaboTaHHOW MHOPMaLUUK; BbIBOAbI, peLLeHUs, MPOrHo3

OOWH aBT. NNUCT

5200,0

MogroToBka MatepumasnoB No UToraMm Hay4yHon paboThbl:

16

HanncaHme Hay4HOro ot4yeTa, NnoArotoBKa pPYKOMUCKM K nedaTtn Ha
Pa3IMYHbIX 3Tanax paGOTbI

OOWH aBT. NUCT

13200,0

17

HanncaHne NPOMEXYTOYHOIo oT4yeTa

nccnegosaHud

(cmpaBkn) 0  xoge

OOWH aBT. NUCT

6400,0

nOﬂFOTOBKa N HanncaHue TeKCTa CTaTb B C60pHVIK HaY4HbIX|
TPYOOB, MpakTMyeckoe nocobue, NpodeccMoHanbHylo npeccy;
NOAroTOBKA PYKOMUCK K NeYaTyt Ha pasnuyHbIX aTanax paboTsl:

18

CTaTba TEOPETUYECKOro XapakTepa

15200,0

19

CTaTbA NPUKNAagHOro, NpakTn4eckoro xapakrepa

9200,0

20

HanucaHme [[OOoKrnaga nno MuUToraMm Hay4HOro wuccnenoBaHUA;
NnoAroToBKa pyKOFIVICGVI Ha pa3JyInyHbIX 3Tanax pa6OTbI

OOWH aBT. NNIUCT

6700,0

21

pa3paboTka  pekomeHOauun, WHCTPYKUMA N0  BHEOPEHUto
MaTepuanoB  Hay4yHOro WCCNedoBaHMS;  HanucaHue  TEeKCTa;

NoAroToBKa PYKOMNUCKU K NeYaTn Ha pa3finydHbIX 3Tanax pa6OTbI

OOWH aBT. NINCT

14100,0

MpumeyaHus:

- HOpMa BpeMeHU Ha CcoCTaBlieHue nporpamMmm, MeTOAUK, VIHCprKLI,VIVI JaHa Ha wuccnepoBaTenbCKUin

KOJSIEKTUB;
- Yacbl Tpyao3aTpaT pacrnpeaensoTcs Mexay UCMOMHUTENSIMU B 3aBUCMMOCTU OT UX Harpysku.

4.11. MeToamyeckas paborta

Tabnuua 81

N n/n

HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl

EavHnua
nM3MepeHns

Hopma
BPEMEHU, MUH.

2

3

4
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MoarotoBka METOAMYECKOro Nocobus, pekomeHaaLmi

anIHLI,VIﬂVIaJ'IbHO HOBaA pa3pa60TKa TEMbI:

n3ydyeHne TeMbl, BbidABlI€EHNE W aHalnM3 OOKYMEHTOB MO TeMe,
YTO4YHEHNEe 4YuTaTteribCkoro u ueneBoro Ha3Ha4dYeHuA noco6us,
peKOMEHﬂaLlVIVI; COCTaBJiEHNE MPOCNEKTA; HaNnnMcaHne Tekcrta

OOWH aBT. JINCT

15300,0

Mogndumkaumsa paHee pa3paboTaHHON TEMBI:

BbISIBIIEHNE W M3YYEHUE HOBbIX [JOKYMEHTOB W HAKOMNEHHOIQ
OnbnmoTtekamm onbiTa MO Teme Nocobusi, pekoMeHaaUN; yTOHHEHWE
npocnekta, BHECEHWE W3MEHEeHUs1 B CTPYKTYpy M TEeKCT B
COOTBETCTBUM C AOCTUKEHUAMU BUBIMOTEYHON TEOPUUN N MPAKTUKK;
MOAroToBKa pykonucu K obcyxaeHuto; gopabotka no  umToram
obcyxaeHus

OOWH aBT. JINCT

8670,0

PaspaboTka [OOKYMEHTOB, perfameHTUpPYoLWMX OedTeNbHOCTh|
BMBNMOTEK, MNONOXEHUA, WHCTPYKUWUA, MPOEKTOB MNOCTaHOBMEHWUN,
YCTaBOB, 3aKOHOAATENbHbIX aKTOB

anHLI,MI'II/laJ'leO HOBaA TemMa.

BblABII€HNE, WU3y4YeHune un aHanus ,D,eVICTByIOU.LMX OOKYMEHTOB MO,
TeMe, HanncaHne TeKCTa NpoeKTa [OOKYMEeHTa, o6cy>|<p,eHl4e,
aﬂpO6VIDOBaHVIe B o6ubnunoTekax, Ha 3acegaHunmn Hay4HO-
MeTOAN4YECKOro coBeTa, ,u,opa60TKa OOKyMeHTa; noarotoBka K
lyTBEPXOEHNK

OOWH aBT. NNIUCT

17340,0

Mogandukaumsa paHee pa3paboTaHHOIO JOKYMEHTA:

aHanM3 1 oLeHKa JOKYMEHTa; MOMCK U OTGOP HOBbIX AeNCTBYHOLLNX
MOKYMEHTOB MO TeMe, BHecCeHWe W3MEHEHWU B TEeKCT OOKYMEHTa;
obcyxOeHne Ha 3acedaHMM  Hay4yHO-METOAMYEcKOro  COBeTa;
nopaboTka no uToram o6CyXaeHUs; MOArOTOBKa K YTBEPXKAEHUIO

OOWH aBT. JINCT

7650,0

PaspaboTka y4eTHbix popm, Tabnumu, obpasuyos:

YTOMHEHME npeaMeTa, O0bekTa, CoAaepXaHusi Y4YeTHOW dopMbl,
Tabnuupl, obpasua; OTOOp nokasaTenen, cucTematudauus ux;
paspabotka MakeTa ydeTHoMm dopmbl, Tabnuubl, 06pa3ua;
obcyxgeHne Ha 3acefaHMM  Hay4yHO-METOAMYECKOro  COBETa3;
NOArOTOBKA K YTBEPXKAEHUIO

OOWH aBT. NMNCT

7650,0

CocTaBneHne pekomeHZauuii Mo BHEAPEHWIO PernamMmeHTUPYoLLX
[JOKYMEHTOB B MPaKTUKY:

pa3paboTka MeToauYecKMX pekoMeHaaLUuin, UHCTPYKLWIA, MNaHoB no
BHEAPEHWUI0 HOPMAaTUBHOM [OKYMeHTauuu; NoArotoBKka PYKOMUCK K
neyatu

OOWH aBT. NNIUCT

14025,0

[MoarotoBKka NUCbLMEHHOM KOHCYyIbTauun, MeTtogn4eckoro nmcbma:

BblABNE€HNE N aHaNMN3 OOKYMEHTOB NO TeMe; nsydeHume 1 00006LeHne
onbITa pa6OTbI OnbnuoTtek; HanmMcaHue TekcTa KOHCYyIbTauuu,
MeTOANYECKOro nnucbmMa; noarotoBka K o6cy>Kp,eHvuo Ha 3aceaaHun
Hay4YHO-MEeTOONYECKOIo CoBETa, p,opa60T|<a no ntoram O6Cy)K,Cl.eHVIFI;
cOava B neyatb

OOWH aBT. NIUCT

8670,0

MogrotoBka o630pa OeATenbHOCTU BUBNMOTEK MO OonpeaeneHHOW
TeMaTuke:

YTOYHEHNE TeMbl 0630pa; onpeaeneHne XPOHOMOTMYECKUX TPaHUL;
BbISIBIIEHNE OOKYMEHTOB, OTOOP MX, MPOCMOTP U aHanu3; HanucaHue,
TEeKCTa; NOAroTOBKa PYKOMMUCK K OOCY>XAEHMWIO Ha 3acefaHumn Hay4Ho-|
MEeTOAMYECKOro coBeTa; AopaboTka pykonucu nocne obcyxaeHus

OQWH aBT. NMNCT

9180,0

PeueH3npoBaHMe Hay4HbIX, METOANYECKUX, WHMOPMALMOHHbIX
MaTepuanos:

HUTeHune peleH3npyemoro martepuana; OoueHKa e€ero B LUenom,
OTAENbHbLIX YacTen, yCTaHOBI1IeHNUe COOTBETCTBUA 4YUTaATENIbCKOMY U
LenesomMmy Ha3dHa4yeHuto, Hay4yHbiIM U METOONYECKUM Tpe6OBaHMﬂM

OOWH aBT. NNUCT

783,0

10

HanncaHmne peueH3nnm

OOWH aBT. JINCT

1305,0

[MogroToBKa NEKUMA, KOHCYNbTaLni
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PaspaGoTka nnaHa NeKuWii, KOHCynbTauui, nogGopka maTtepuana,
M3yyeHWe ero; COCTaBfeHUMEe Chnucka muTepaTypbl K FeKuuu,
KOHCYNnbTaLMK; HanUcaHue TekcTa:

ofHa nekuus,
KOHCYNbTaLusi

11

Inekumna

1566,0

12

nekumnd, TematmnyecKkasd BCTpeYa, Be6VIHap, MacTep-Knacc

90,0

13

nepBnYHada rpynnoBad KOHCyJ1bTauna

1305,0

14

NOBTOPHagd rpynnosagd KOHCyJibTaunAa ¢ y4eTOM HOBOIro Mmarepumana

522,0

15

npoeseneHune YCTHOVI MHB,MBMD,yaHbHOVI KOHCYyInbTauunn

ofHa
KOHCYnbTaLusi

50,0

16

OTBET HA NMNCbMO

0HO MUCbLMO

162,0

MNpoBedeHve cemMuHApOB, Y4YeOHbIX  KypCOB,  MPaKTUKYMOB,
CTKMPOBOK:

17

ceMunHap, Yy4ebHbIi Kypc (2 - 7 [Hen); onpegeneHne Tembl,
YTOUHEHMe cpoka MpOBeOEeHWsi, COCTaBfeHWe  nporpammbl,
onoBelleHne y4aCTHMKOB U BbICTYNAKLWKX

OOVH ceMuHap,
y4ebHbIN Kypc

8400,0

Mpaktukym (7 - 10 pgHen); onpegeneHne Tembl, 3afaHus,
yrpaXHeHus; cocTaBneHue rpaduka W YTOYHEHUME  CPOKOB
NpoBeAeHNs 3aHATUN:

OJVH NPaKTUKyM

18

rpynnoBoy NpakTUKyM

2295,0

19

MHOVBUAYaNbHbIA NPaKTUKYM

2160,0

Ctaxuposka (7 - 10 AHen); yTOYHEHWE CpPOKOB MNpOBeAeHUs
CTaXMPOBKM; BbISIBEHWE NUTEpaTypbl MO WU3y4aeMOMy BOMPOCY;
COCTaBneHune nporpaMmmMbl U rpadonka CTaXKMpOBKM C y4ETOM COCTaBa
cnywiaTernen; 3aknioyeHne 0 NPOXOXAEHNN CTAXKUPOBKU:

OAHa CTaXunpoBKa

20

rpynnoBas CTaXXMpoBKa

2805,0

21

MHaonBnayanbHaa CTaXnpoBKa

2349,0

[MpakTuka CTYAEHTOB BbICWUMX M CPEAHMX cneumanbHbIX Yy4eOHbIX|
3aBeleHUN:

22

NOAroTOBKA W OpraHvM3aumus NpakTuku ctyaeHToB (oo 30 gHen);
pa3paboTka nnaHa NpakTWKK, CorfacoBaHWe ero ¢ pykoBoauTenem
NpakTVkM (npedctaBUTENEM Y4eGHOrO 3aBefeHusl); COCTaBreHue
rpacduka MocellueHUsl CTPYKTYPHbIX MoApasfdesieHuin; opraHusaums
MpPaKTUYECKUX 3aHATUIA; NOABEAEHNE UTOMOB NPAKTUKMW; COCTaBMNEHNE
XapaKTEPUCTUK NPaKTUKAHTOB

O[Ha MnpaKkTuka

4860,0

[MpakTnyeckme 3aHaTuS:

23

NnoAroToBka MpPakTU4YeCKnx 3aH$|TI/II7I; COCTaBlrieHne 3agaHua no
BbIMOSTHEHNIO M3y4aeMoro GubnmMoTeYHOro NPoLecca, KOHTPOSbHbIE
BOMPOCHI, TeMaTn4ecKun CMNCOK nnTepaTtypbl K 3a4aHuIo;
HanvcaHue Te3ncoB

O[HO 3aHsATNe

1050,0

CocraBneHue y4ebHon Nnporpammei:

24

onpeneneHne coctaBa cnyLuaTeneﬁ; COCTaBlieHUe TeMaTU4eCKOoro|
nnaHa, YTO4YHEHne nopsanka N3yvyeHus; onpeaeneHune
nocnegoBaTesibHOCTU  U3NOXEHUA TeMbl, BblaeNneHne OCHOBHbIX
BOMPOCOB; COCTaBrieHMne CrnncKa nutepaTtypbl N0 TeMaM nporpamMmmbl;
HanncaHme TeKCTa, 060y>K,u,eH|/|e nporpamMmmbl Ha 3aceaHnn Hay4YHO-|
MeToan4ecKoro coeeta

oAHa nporpamma

5733,0

MocelwleHne 6GUONMOTEK, Bble3dbl B KOMaHOWPOBKM C  LIENbiO
M3y4eHnss paboThl U OKa3aHUs METOANYECKON NMOMOLLU:

25

MoaroToBka K KOMaHOMPOBKE; YTOYHEHWEe CpPOKOB W Lenu
KOMaHOMPOBKM, O3HAKOMIMIEHME C WMELWUMUCH OOKYMEHTaMu Wt
MaTepvanamu npeapiaylwmx Bble3doB M Nybnukauum B nedvatu;
COCTaBMNeHne nporpamMmbl (nnaHa) KoMaHANPOBKM

ofHa
KOMaHMpOBKa

574,2

26

CoCTaBneHne MHAPOPMaLMOHHOIo oTyeTa (cnpaBku) O NpPoBedeHHOWN
paboTe; OTYeT BKMOYAET: CBeAeHVWs O MecTe Bblesga, Lensax u
CPpOKax KOMaHOWUPOBKU, obbekTax noceweHna, aHann3 COCTOAHUA

pa60Tb| Nno TemMe Bble3da, BbIBOOblI W MNpeanoXeHnda B agpec

OIMH OTYeT

1050,0
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onbnmnotekmn
27 |cocTaBrneHne aBaHCOBOro OoT4yeTa, 3arnofHeHne oTYETHOro GraHka co OOWNH OTYeT 40,0
BCEMU NPUIOXEHNSIMU, cAa4va B Dyxrantepuio
28 [nogrotoBka MHGOPMaLMU NO pesynbTaTaM KOMaHAMPOBKN (YCTHO) B oJHa 105,0
CeKkTope, Yy 3aBedylollero OTAEeNIoM, Ha Hay4YHO-MEeTOAMYECKOM| WHdopmaums
coBeTe, 3acefaHun gupeKkunm
MOHUTOPUHT  OedaATenbHOCTM  AeTcknx  6ubnmotek  Poccuickon
degepauuu;
29 [cocTtaBneHne opM OTYETHOCTU OAVH OTYyeT 1200,0
30 paccbinka MHGOPMAUUOHHBLIX NnceM U dopMm oTvyeTHocTM no B[ ogHa paccbinka 45,0
ineTckux 6ubnuotek Poccunckon ®egepaumm
31 |cbop opm  OTYETHOCTW,  SMEKTPOHHblE U  TenedOHHbIE oaviH cbop 120,0
KOHCYnbTaLMy Mo BOMpPocaM 3anosiHeHNst hopm
CoctaBneHne KaneHgaps npodecCUMOHarnbHbIX — MEpPONPUSATUAN
neTckmx 6ubnmotek Poccuiickon ®egepaummn  (exXerogHbii U
eXXeKBapTanbHbIN):
32 (cocTtaBrneHue 1 paccolnika MHPOPMALMOHHBIX NMUCEM exerogHas u 120,0
KBapTanbHas
33 [cbop un o0b6paboTka nOMy4eHHOW WHGOPMaLMK, BHECEHME B  EXerogHas u 1200,0
KaneHgapb npodeccrnoHanbHbIX MEPONPUATUIA KBapTanbHas
34 |yTO4YHeHWe UHgopmaLmm No NPOBOAUMbIM MEPONPUATUSM exerogHas u 200,0
KBapTarnbHas
O630p nybnmkauun npoeccrmoHansHoM Npecchl (EXXeMeCcaYHo):
35 pTbop, MPOCMOTP M aHanu3 cTaTewn B XypHanax MecsaYvHasi 450,0
36 MTEHMe maTepmana MecsiYHas 420,0
37 HanucaHue cTtaTbn MecsiYHas 400,0
38 [coaya B oTAen pasmeleHns MHdopMaunn Ha canTte MecsiYHas 10,0
39 |nogrotoBka (pefakTupoBaHME) eXeroqHoM CBOAHON CTaTUCTUYECKON OJVH OTYeT 18900,0
OTYETHOCTU  Cneuuanu3nMpoBaHHbIX  OMOnMoTtek  PoccuiAickon
Pepepauunn, paboTaroLmMX C MONOAEXKbIO
40 |ocylecTBneHMe MOHUTOPUHIa AeATENbLHOCTU cneunanuanpoBaHHbIX| oJHa 105,0
onbnuotek Poccuiickon depepaumun, paboTalolmx C MOnoaexbi| WHgopmaums
ansi BBoga B 6a3y (exxemecsyHo)

MNpumeyaHwue:

- K HOpME BpPEMEHW NPWU COCTABMEHUN AOKYMEHTOB, perrnamMeHTUPYOLWNX AeSTeNbHOCTb pecnybrnmMkaHCcKux,
KpaeBbIX N 06nacTHbIX 6MBNMOTEK, NPUMEHAETCS NOBbILWALWMNA KoadhdumumeHT 1,5;

- BpeMsi MpoBeAEeHMsT FeKUMM, KOHCyMnbTauuu, MpPaKTUKYyMOB, CTaXXMPOBOK,

NPaKTUKK, I'Ipe6bIBaHI/IF| B

KOMaHOUPOBKE 1 npoBeaeHnA I/IH¢)OpMaL|,I/II/I no ee pesynbtataMm B HOPMY BpeMeHU He BXOOUT.

4.12. PaboTbl Hay4HO-OpraHM3aLMOHHOro Xxapakrepa

Tabnuua 82
N n/n HaumeHoBaHne npouecca, onepaunn. CoctaB paboThl EavHnua Hopma
n3mMepeHnst BPEMEHU, MVH.
1 2 3 4
[MogrotoBKka M NpoBeOeHUEe TEOPETUHECKOW, HayYHO-MPAKTUYECKOW
KOHdEepEeHUUN, TEMaTUYECKOro CeMuHapa; MOUCK MeXOyHapOOHbIX
CNeLMan1cToB; COMNMPOBOXAEHNE MEXOYHAPOOHbIX CrneuuanuctoB B
KayecTBe NepeBOAYMKA; MUCbMEHHbIM NepeBos MHEGPOPMAaLMOHHbIX
MaTepuarsnoB C PYCCKOrO Ha MHOCTPaHHbIE A3bIKN
OnpeneneHne coctaBa OPrkOMUTETA U YYACTHUKOB KOHhbepeHuuu, OAHO
ceMuHapa; OopMUPOBaHME U  YTBEPXOEHWE nporpammbl U1 Meponpuatme

npurnacuTeribHoro ounerta; OopraHnM3aunoHHble  MeponpUATUA;

NnoAroToBKa K n3gaHno TEe31COB; Bblpa60TKa NPOEKTa|
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pekomMeHnaauuni; hMHAHCOBO-X03ANCTBEHHOE obecneyeHune
KOHbepeHUnn, ceMuHapa; aHanma n oueHka paboTbl KoHepeHunH,
CeEMVHapa; NoABedEHUE NTOTOB

KonnyecTBo y4yacTHMKOB:

1 1-100 5670,0

2 [101-150 7560,0

3 [151-450 9300,0
[MogrotoBKa W nNpoBedeHME CceMuHapa, METOAMYECKOro  [AHS,

Baceganus "kpyrnoro ctona”, BebuHapa

OnpegeneHve y4acTHUKOB, PYKOBOOUTENS, NEKTOPOB, AOKNa4qMKOB, OfHO
Cpoka W MecTa MpOBedeHWs CemMuHapa, MEeTOOMYECKOro [nHH,| Meponpusatve
BacegaHus "kpyrnoro crona”, BebnHapa; onpegeneHne KOHTUHreHTa
Y4aCTHUKOB; paspaboTka nporpamMmmei; NMH(OPMALIMOHHOE,
obecneveHune; BbipaboTka MpoekTa pekoMeHOauun; wusgaHve wu

paccbifika nporpammbl; pPerncTpauusi y4acTHUKOB; TEXHUYECKOE
conpoBoXaeHne BebGuHapa: obecneyeHune 3NEKTPOHHOW
KOMMYHUKaTUBHOW nnoLagku, NOAroToBKa 3NEKTPOHHBIX
npeseHTauuii, KOHBEPTUPOBAHME MNpE3eHTaUMA Ha 3NEKTPOHHbIE
nnatcopmMbl, OMCTaHUMOHHas HacTponka KOMMbIOTEPHOIQ
obopyaoBaHus criylwatenen, npegBapuTeNnibHoe TEeCTMPOBaHWE W

BefeHvne BebuHapa; aHanv3 M OUeHKa CeMuHapa, MeTOAMYECKOrQ

[OHSA, 3aceganus "Kpyrnoro ctona", BebuHapa

KonnyecTBo y4yacTHMKOB:

4 1-50 1570,0

5 1-100 3980,0

6 [101-150 6150,0

7 [151-450 8270,0
[MogrotoBKa 3acegaHnin pegKosnermm:

8 |yTO4HeHMe cpoka M MOBECTKM 3acefaHus; OTOOp maTepuarnoB AJfis| O4HO 3acefaHue 560,0
00CYyXOeHNs M noarotoBka MX AMs KOMMPOBaHWS; onpegeneHune
ONMOHEHTOB (PELEH3EHTOB); OMOBELLEHME O 3acedaHun 4YIeHOB
peakonnerny; paccbifika maTepuarnioB Mo MOBECTKE 3acedaHus;

O(bOpMJ'IeHI/Ie npe,qno>|<eH|/||7|, BblICKa3aHHbIX y4yaCTHUKaMU
BacepaHus

OpraHusaums  3acegaHuini  NpPobnemMHbIX  KOMUCCWUIA,  COBETOB,
[TBOPYECKUX KONMNEKTUBOB:

9 lonpeneneHve MOBECTKM OHA U CPOKOB NpPOBeAeHUs 3acefaHus, OofHO 940,0
YTOYHEHMEe CcOCTaBa  YYaCTHUKOB; MOAFOTOBKA  [AOKYMEHTOB, MeponpusTue
OpraHn3aLMoHHbIE MeponpusaTUs  (OMOBeELLeHME O 3acedaHuw,
nogbop matepranos); opopMIIEHVE NPOTOKONA U peLLEHs

MpumeyaHwue:

- MpU MpOBEOEHWM MEPOMPUSATUA Ha MEeXOyHapoOHOM YpPOBHE K HOPME BpPEMEHU MpPUMEHSIETCS
nosblwatowmmn koadhdpuumeHT 2,0; Ha begepansHom yposHe - 1,85;
- B HOPMYy BpEMEHM He BXOOWUT BpeMSA MNpPOBEAEHWs KOHMEepeHuMn, CeMuHapa, MeTOAMYECKOro [OHs,
3acefaHus "Kpyrnoro ctorna" u Bpems, CBA3aHHOE C U3gaHMeM maTtepuarnoB KoHgepeHumn, ceMmnHapa.

4.13. PegakTnpoBaHue pykonucen

Tabnuua 83
N n/n HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl EaovHuua Hopma
N3MEPEHNS]  |BPEMEHU, MUH.
1 2 3 4

Peﬂ,aKTVIDOBaHI/Ie Hay4HbIX 1 METOOAUYECKUX MaTepmnanoB

I'IpOBepKa N ncnpaserieHne pykonmucu B npouecce noarotoBkn ee K
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neyaTu; ycTaHOBKA COOTBETCTBUSI TEKCTA HAYYHbIM W NMTEpPaTypPHbIM
TpeboBaHuAM, ¢dopmMe UM UENeBOMY HA3HAYEHUO  M3OaHus,
COrnacoBaHne BHOCUMbIX WCMpaBreHni C aBToOpoM; [opaboTka
pykonucu:
1 |pemakTupoBaHue MoHorpacuii, COOPHMKOB Hay4HbIX TPydoB,| OAWH aBT. IUCT 2840,0
Hay4YHbIX OTYETOB, NPAKTUYECKNX MOCOBUN
2 |peOakTUpoBaHWe  MeToaAMYeCKUX  MaTepuarnoB: WHCTPYKTUBHO- OOWH aBT. NUCT 2500,0
METOAMYECKUX MUCEM, PEKOMeHAAUWMn, KOHCyrnbTauui, 0630poB
ineaTensHoCTn 6nbnuoTek
3 |pemakTMpoBaHWE [OOKYMEHTOB, PErfnamMeHTUPYIOLWMX OeATeNbHOCTH OAWMH aBT. MUCT 2400,0
BnbnroTeK: yCcTaBoB, NONOXEHWUN, NHCTPYKLNA
4 |pegakTMpoBaHMe  CTaTUCTMYEeCKUX Tabnuu, y4yeTHbIX  OpM, OAWH aBT. NUCT 1980,0
obpasuos
5 |pepaktupoBaHue Marepuanos KOHbepeHUuiA: [OKnanoB,| oAuH aBT. NNCT 1050,0
coobLeHui
Pacwundgpposka  aygmosanucen  (MatepuanoB  KOHdepeHuun,
COBELLAHNI):
6 Habop TekcTa ¢ ayguocpanna OIMH aBT. NUCT 2400,0
7 |pedakTupoBaHWe HabpaHHOro TekcTa OAWH aBT. JIUCT 1200,0
8 |[koHTpoOmnbHOE pefakTupoBaHue OAWH aBT. JIUCT 120,0
PepaktupoBaHme nonynsipHoro ©Gubnuorpaduyeckoro  nocobus,
PETPOCMNEKTMBHBIX Hay4YHO-BCMOMOraTenbHbIX yka3aTtenen, 0630pos,
CNpaBoK, pedepaToB, aHHOTaALMN:
9 |pemakTMpoBaHue nonynspHbIX Oubnuorpadudecknx nocobwuir] OAMH aBT. MMCT 2640,0
TemaTMyeckmx bubnmorpadunyecknx ykasarenemn, CnpaBo4yHNKOB
10 |pepakTupoBaHue  pPEeTPOCNEKTUMBHLIX  Hay4yHO-BCrOMoOraTenbHblX| OAWH aBT. NMUCT 2100,0
yKasartenemn
11 |pegakTMpoBaHMe aHanUTUYecKMx 0030poB, CMpaBOK, aHHOTALUMW, OAWH aBT. IUCT 1080,0
pedepatoB, CBOAHbIX pedepaTuBHbIX 0630pOB,  3KCMpecc-
MHGOpMaLni
12 |pegakTupoBaHue Gubnuorpadmnyeckon sanncm OfHa 3anucb 4,6
13 |[KOHTpONbHOE peaakTupoBaHue OfHa 3anuchb 6,2

MpumeyaHve: Npu pefakTUPOBaHWM CMELLAHHOTO TeKCTa K Hopme

koadhpuumeHT 1,1.

4.14. BcnomoraTtenbHo-TexHN4Yeckas pabota

BpeMeHN npumMmeHaeTca NOBbILLAKLLNIA

Tabnuua 84
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboThl EavHnua Hopma
n3mMepeHnst BPEMEHU, MVH.
1 2 3 4
1 (03HaKOMMEHWE C MaTepmanom OOVH JOKYMEHT 10,0
2 |pefakTupoBaHWe matepuanos OOVH JOKYMEHT 12,0
4.15. PaboTa no opraHusauuv Tpyaa v ynpasreHuto
Tabnuua 85
N n/n HanmeHoBaHume npouecca, onepaumn. CoctaB paboTbl Eonnuua Hopma
n3mepeHusi BPEMEHU, MVH.
1 2 3 4
[naHupoBaHue paboThbl
Cb6op, aHann3 ucxogHow MHGOPMaUUK; OMNpederieHne OCHOBHbIX — OAMH MNMiaH
3a4ady roga, YTOYHEHWE CPOKOB BbINOMIHEHWSI 3a0aHWN, HanucaHue
Elifioéiioaiolépin www.consultant.ru Nodaiesa ég
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OOBbACHUTENBHOM  3anMCKW; MNOAroToBKa MpoeKkTa nnaHa K
0OCY>KOEHUI0 Ha BCEX YPOBHSX, AopaboTka nocrne OOCYyXAeHWs;
npeacTaBfeHne nnaHa Ha cornacoBaHne N YTBEPXKAEHME:
1 |nnaHa bubnmnoTteku 6240,0
2 |nnaHa otgena, cektopa 2740,0
3 MHOMBUAYanNbLHOro NnaHa 370,0
E>xeqHEBHbIN y4eT paboThbl B CTPYKTYPHBLIX NogpasgeneHusx:
4 |cTaTUCTMYECKMA Y4eT 3anucaBLUMXCS (MepeperucTpMpoBaBLUMXCS) OOHA 3anucb 2,8
MuTaTenemn
5 |cTatucTU4eckuir yYeT KHUroBblga4, noceLleHum 0JHa 3anucb 8,6
6 uer NHpopMaumoHHo-6nbnmnorpadmnyeckon paboThbl no| opHa 3anucb 2,7
yCTaHOBINeHHon doopme
7 _ly4eT BbINOMHEHHbIX CNpaBoK 0JHa 3anucb 2,7
ExxegHeBHbIV y4eT aboHeHTOB, nonb3ywwmxcs MBA:
8 [cTtatmuctuyeckui y4et aboHeHToB, nonbaytowmxes MBA 0JHa 3anucb 2,7
9 |cTaTUCTUYECKUI YYEeT MoSyYeHHbIX 3aKa30B, BblAaHHbLIX JOKYMEHTOB 0JHa 3anucb 9,8
10 [cTatMcTMyecknn y4deT 3aka3oB, MepeHanpasBlieHHbIX B Apyrne| oOfHa 3anuch 2,7
onbnmnotekn
11 Banucb wutorm paboTtel B "[HEBHWK paboTbl" noapasgeneHvs| oaHa 3anucb 3,2
onbnmnotekn
12 MHaMBMAYyanbHbIA yYeT: eXedHEBHOE 3anofHeHue nuCTKa ydveTal OfHa 3anuch 2,7
[TpygosaTpaT unu gHeBHuKa paboTbl 6ubnuoTtekaps
CBOAOHBIN CTAaTUCTUYECKUI YYeT No bubnuoTeke
Hucno yutarenen, KHUroBbi4a4y, NOCELLEHUA N MHOW MHGOPMALMK;  OAHa 3anuchb
nogsegeHne TOroB CTaTUCTUYECKUX AaHHbIX N0 6ubnuoreke:
13 mecsy 528,0
14 ksapTtan 792,0
15 frog 1080,0
CtatncTuyeckumn yyeT B pexmme AC:
16 |BBOA CTATUCTUYECKUX JAHHbIX C KOHTPOMbHOrO NucTa OOWH NUCT 0,16
17 (cBOAHLIA CTATUCTMYECKUA y4YeT no BubnuoTeke (YMCNO YuTaTenewu, Ha mecsL, 120,0
KHWUroBblAay, NOCeLLEeHUN U MHOW MHdopMaLun)
MNoaBeneHne NTOroB CTAaTUCTUYECKUX AaHHbIX No bubnmoTeke: Ha MecsL,
18 mecsy 0,27
19 [kBapTtan 0,27
20 |ron 0,27
CocTaBneHne OT4YeTOoB:
21 npuem Nr1aHOBO-OTYETHLIX  JOKYMEHTOB OT  CTPYKTYPHbIX OAWH OOKYMEHT 13,0
noapasfeneHnin ¢ NpoOBEpPKOM MOMHOTbI COCTaBa; COCTaBIieHUe
CBOAHOW TabnuLbl OCHOBHbLIX NoKasaTenemn
CocTaBneHne aHanUTUYecKoro oTyeTa: aHanu3 [OesTenbHOCTM|  OOWH OTYeT
nogpasgeneHnn n 6ubnuoTekn, OTMeTKa MW3MEHEeHus 3a rof,
HanncaHne TeKkcTa, MNpeacTaBNeHMe Ha  CornacoBaHWe WU
YTBEPXOEHWE:
22 lotyeT bmubnuoTeku 3a roq 3980,0
23 0T4YeT oTAENa, cekTopa 3a rog 1320,0
24 WMHOMBuAyanbHbIA OTYET 3a rog 586,0
CocTaBneHne UHAHCOBLIX OTYETOB 06 onnate no BMAam MNnaTtHblX — OOWH OTYeT
ycnyr:
25 [Ba mecsy, 510,0
26 [Ba kBapTan 840,0
CocTaBneHne otyeTa Asis Yntatenemn n HaceneHus:
27 onpegeneHne cpoka nNpoBedeHWd  OTyeTa, MNOBECTKM  OHS; 0HO 1580,0
OnoBeLleHNne O [HEe OT4yeTa uuTaTenien, HaceneHusi; BbINyCK Meponpuatmue
CTEeHraseTbl; obopMsieHMe NPOTOKOMa, 3aMedaHuin U npearnoXeHun
MUTaTenen, HaceneHus, CoCTaBrneHMe niiaHa ux peanusaumm
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MogrotoBka NpPOon3BOACTBEHHbIX coBeLlaHnmn

Onpe/:l,eneHl/le NOBECTKM [OHA, Kpyra Y4YacCTHUKOB; NOAroTOBKA
cnpaBknK, AOpYyrnx MepOﬂpVIFITVIIZ, NpoOEeKTa pelleHnAa; onoBelleHne
ly4aCTHUKOB COBellaHnd; NoAarotoBka nomMeLlleHn4d:

OJHO coBellaHune

PKpaH KOHTPONbHOW KapTO4KM, BBOA4 B Hee WHdopmaumm 06

MCNOoJIHEHNN

28 |coBellaHne paboTHNKOB BUBNNOTEKN 320,0

29 |coBellaHne pabOTHUKOB OTAeNa 264,0

30 [coBewaHne MO UTOraMm MPUHATBLIX PELUEHUA C LENbl0 OUEHKN WX OOHO coBellaHue 27,0
pes3ynbTaToB, MPON3BOACTBEHHbIE COBELLAHNS MO MToram roga

31 onepatnBHoE coBelyaHue (ans pelleHns TeKyLUMX 0OQHO coBeLlaHne 22,0
NpOM3BOACTBEHHbIX 3a4a4)
OpraHu3aunoHHas (onepaTtusHas) paboTa:

32 |nokymeHTanbHoe  od)opmIieHMe  pexuma  paboTbl  OTAenal oAuH AOKYMEHT 268,0
(coctaBneHue rpadgmka paboTbl, OTNYCKOB U APYrMX AOKYMEHTOB)

33 |obecneveHne KOHTPONs 3a BLINOSIHEHMEM MPOM3BOACTBEHHOIO OAHO 3aJaHue 4.4
3a[aHUsA N Ka4eCTBOM paboThl

34 |obecneveHne KOHTpPONA 3a  WCMOMHEHWEM  YMpaBMEeHYecKkoro OAWMH AOKYMEHT 8,8
pelleHns, npukasa, ykasaHus OMpekTopa, 3aM. AMpeKTopa, 3aB.
oTAENoM

35 BakniouveHue, npogneHue aoroBopa ¢ dmpmamu, npeanpuatusamMu, OOUH JOrOBOp 840,0
OpraHM3aumsiMmn, YacTHbIMU NpeanpuHUMaTENsIMN

36 |cocTaBneHue KanbKynsiumum LieH Ha NnaTtHble yenyru OAVH OOKYMEHT 3340,0

37 BbINUCbIBaHWE cYeTa, KBUTAHLMN OAVH OOKYMEHT 13,4

38 |cBepka onnatbl cHETOB OLVH JOKYMEHT 13,8
[lenonpon3soacTBo:

39 npvem 1 perncTpaums BXogswen KoppecnoHaeHUumnm OLVH JOKYMEHT 5,6

40 lobecneyeHne KOHTPONA 3a CBOEBPEMEHHBIM  UCMNOMHEHWEM| OOWH OOKYMEHT 5,6
JOKYMeHTa

41 |cuctemaTmsaumss M noAWMBKa WUCMOSMHEHHbIX OOKYMEHTOB Bl OOWH OOKYMEHT 5,6
COOTBETCTBMM C HOMEHKATYPOW Aen
Pabota B pexxume AC:

42 pernctpaumsi BXOASLLEN KOPPECMNOHOEHUMM: BBOA4 B 0asy AaHHbIX| OAHa KapTodka 7,6
KOHTPOMbHOW KapTOYKM (daTa MOCTYMIEHWUs, MHOEKC [OOKYMEHTa,
KOPPECMNOHAEHT, AaTa, MHAEKC MOCTYMMBLUErO OOKYMEHTa, KpaTKoe
cogepKaHne, pe3ontoums, KOMy HanpaBrieH)

43 lobecneyeHne KOHTPONS 3a MCMOSTHEHMEM [JOKyMeHTa: BblBO4 Ha| OAHa 3anuch 4,6

MpumeyaHve: BpeMsi NpoBeAeHUst OTYETa Nepes YiTaTensiMu, HacerneHMeM, COBELLAHUA B HOPMY BpPEMEHU

He BXOAWT.

4.16. ObcnyxunBaHvne yganeHHbIX nonb3oBaTenen

Tabnuua 86

N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboTsl EavHnua Hopma
n3mMepeHnst BPEMEHU, MVH.
1 2 3 4
Pernctpaums nonb3oBarenen B peXxmMe OHManH:
1 |npoBepka 3anucu nonb3oBaTens B 6ubnmoreky OAVH 1,0
nonb3oBaTesb
2 |obpabotka u BBOO PamMUIIMM, MMEHM, OTYeCTBa MNofb3oBaTenst 1 OaViH 2,5
afpeca ero areKTPOHHOM NoYTbI 3MNEKTPOHHBIN
dopmynsp
3 |cocTaBneHve nucbMa C yKasaHWem JlorMHa U CreHepupoBaHHOMO OAHO 2,5
CUCTEMOW Naponsl, MPWKPENIEHUEe WHCTPYKUMU MOMNb30BaHWS W  3NEKTPOHHOE
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OTMpaBKa ero N0 9MEeKTPOHHOW NOYTE NOMb30BaTEN nMCcbMO
ObcnyxvnBaHve Nonb30BaTeNen B peXNME OHNAaWH:
4 |[koHCcynbTaLuMs NO UCMOMb30BaHUIO NHTEpPaKTUBHON B KHUr odHa 5,0
KOHCynbTaums
5 |conpoBoxaeHne BUPTyanbHOW  KHUrOBblOaun: (opMMpoBaHWE  OAMH 3akas 7,0
3aKa3a Ha BUPTYyasibHOW KHUXKHOW NOJike
6 [Bbirpyska M3 AC HOBbIX MOCTYMNJIEHUA 3a onpedeneHHbIn nepuodl  OAuvH dhann 5,0
BpeMeHW B BUAE yKasaTens HOBbIx noctynnexnun (YHI)
7 |pasmelleHne HOBbIX MOCTYMNSIEHUMW OOKYMEHTOB Ha calTe| oauH dhann 1,5
PnbnuoTekn: cosgaHve 3arofioBka aHHOTaUUKM  MPUKPENneHne
banna(os)
8 |paccbifika MO 3NEKTPOHHOW MNoYTe yAaneHHbIM MNonb30oBaTensm OfHO 1,5
MHOpMaLMM O HOBbIX MOCTYMNNEHNSAX JOKYMEHTOB 3NEeKTPOHHOEe
NMCbMO
9 MHMOpMaLNOHHOE COMPOBOXAEHWE calTa, mopTana M CTpaHul B|0gHO cooblieHne 1,5
coumanbHbIX CETAX: CO3aaHne 3aronoBKka aHHOTaLMKW NpUKpenneHme
dannos
Pa6oTta c cantom otgena 6ubnuoteku
Pa6oTa c HoBocTaAMUM oTAEena:
10 |nogrotoBka MaTepwana K nybnukauumn (npecc-penus, nocT-penus, oauH neYaTtHbIn 1050,0
cTaTbs) nucr
11 |pasmellleHMe HOBOCTY Ha caunTe OflHa HOBOCTb 10,0
12 |pasmelleHne HOBOCTU B CoLManbHbIX CETAX OfiHa HOBOCTb 10,0
13 joTnpaBka HOBOCTHOIO COOOLLEHMS OIS pasMeLLeHUss Ha calTax 0gHO coobLueHune 10,0
napTHepoB
14 |nogGop MnnCTpaumm K HOBOCTH ogHa 5,0
unncTpaums
PaboTta ¢ dhoToranepeen otgena:
15 [dpoTocbemka oJHa cbeMka 30,0
16 |nogbop doTorpadui ogHa chotorpadums 3,0
17 lobpaboTka poTorpaduii ¢ noMoLbo rpadUYecKoro pegakropa ogHa chotorpadums 15,0
18 (co3paHue oToranepen odHa 15,0
doToranepes
19 |gob6aBneHne nognucen Kk potorpadusam ogHa choTorpadums 2,0
Pabota c monHOTEKCTOBBIMM MaTtepuanamu, bubnuorpadumyeckumm
crnvcKkamu Ha canTe:
20 |dbopmaTupoBaHue MaTepuarnoB aAnsg nyonukauum (nepesof B Apyrve| ogvH matepuarn 20,0
dbopmaThl, JeNeHe matepvana Ha YacTu)
21 |nobaBneHune onucaHusi K Matepuany (aHHOTaUus, KIKOYeBbIe CroBa)| OaWH MaTepuarn 10,0
- 1000 3HakoB
22 [3arpyska maTepuarna Ha BHELHUA cant OAVH MaTepwman 15,0
23 |oOHoBRNEHME cnvcka nNybnMkauum COTpyaHUKOB oTaerna ogHa 2,0
onbnvorpacdumyeck
as 3anucb
PenaktuposaHve n obHoBneHne nHpopmaunm Ha cante:
24 pepakTypoBaHWe mMatepuanos 0fHa 3anvcb 2,0
CosgaHne hopMbl 3NIEKTPOHHbBIX OMPOCOB (3KCMPECC-0npoc, OHMamH
aHKeTUpoBaHue):
25 [cosgaHue u pasMeLleHre BONpoCoB Ha canTe OOMH BOMpoC 6,0
26 [cosgaHue cTpaHuubl onpoca u gobasneHue koga ¢ cavta OfHa cTpaHuua 15,0
CosgaHve HOBbLIX pa3gernos Ha canTe:
27 |cosgaHue OLVH paszgen 15,0
PenaktuposaHme n obHoBNeHWe WMHMOPMALMOHHOINO KOHTEHTa Ha
canTe:
28 |pepakTvpoBaHuWe cTaTen, pa3MeLLEHHbIX Ha canTe 0fjHa HOBOCTb 10,0
29 novck n otbop MHopMauMm ons pegakTMpoBaHMSA CTaTUCTUYECKON 20,0

Elifoéiioaiolépn

www.consultant.ru

iaaaeiay idaaiaay ilaaadeéa



idésac Ieidoeiiosdh Dififiéé 16 30.12.2014 N 2477
"Ta 60aadeadiee oeilalio Todafiéaans 1ol ododa ia daalod, aniieiyaiaa a ae...

Aiesiaio i0dainoaasai Elificeiioaiole
Aaga fitosaiaiey: 26.10.2016

B4
30 ob6HoBneHwe 3anucen bl o[Ha 3anucb 5,0
31 |BHeceHue HoBbIX 3anucen B b1 o[Ha 3anucb 10,0
ObpaboTka JOKYMEHTOB AN 3arpy3Ku Ha CanT:
32 |pegakTnpoBaHune 1 doopMaTUpOBaHUE TEKCTa JOKYMEHTa OAVH aBT. NIUCT 60,0
33 |[koHBepTUpOBaHWE JOKYMEHTa 13 ofHoro oopmMarta B Apyron dopmat OavH AOKYMEHT 10,0
34 |3arpyska Ha BHellHue pecypchbl OOVH JOKYMEHT 15,0
35 |pasmelleHue Ha cante otaena OOVH JOKYMEHT 10,0
3anonHeHne cTpaHuLbl oTAena B colpmarnbHbIX CETAX:
36 novck n oTOop HOBOCTEW Ha BHELLHUX pecypcax OfHa HOBOCTb 24,0
37 |cocTaBneHne aHHOTaLMN K HOBOCTSAM 0Ha HOBOCTb 15,0
38 |pasmelleHne nocta Ha CTpaHuue oTaena 0Ha HOBOCTb 5,0
4.17. OnpegerneHne kHMroobecneyeHHocTn yyebHoro npouecca B 6a3e gaHHbix AC
Tabnuua 87
N n/n HanmeHoBaHume npouecca, onepaumn. CoctaB paboTbl Eonnuua Hopma
n3mepeHusi BPEMEHU, MVH.
1 2 3 4
1 |nouck onpegeneHHoOn AUCUMNMHBI y4ebHOro mpouecca B MOAyrneogHa oUCUMnmMHa 1,0
"KHuroobecnevyeHHOCTL"
2 |jnouck B 6Gase paHHbix AC [OOKYMEHTOB, nOAXOAdAWMX ANdofgHa oucuMnmHa 10,0
BbIOpaHHOW ANCUMNANHBI (OCHOBHOW CMMWCOK), B PEXMME NPOCTOro U
pacLUMPEeHHOro No1cka
3 [pocMmoTp Kaxgoro AOKYyMeHTa Mo BceM napametpam Ans| OAWH AOKYMEHT 60,0
onpedeneHnst HeobXOOAMMOCTU BKIIOYEHUS €ro B CMMUCOK, OTOOp|
BbIOpaHHbIX JOKYMEHTOB (OoOaBneHWe K MMENLMMCs NomnsiM eLle
o4Horo nons "gucuunnuHa")
4 npucoeguHeHMe OTOOpaHHbLIX AOKYMEHTOB (OCHOBHOM CMMCOK) BlogHa AMCLMNNMHA 5,0
Mogyne "KHuroobecnedeHHOCTL" K onpegeneHHon QUCuUnnivHe
5. TunoBble oTpacneBble HOPMbI TpyAa Ha paboThl, BbIMOSHAEMbIE
B JETCKUX, IOHOLLEeckux bubnmotekax, B bubnmotekax HAW,
obpa3soBaTerbHbIX yYpexaeHui (Ha OCHOBE aBTOMATU3UPOBAHHbIX
CMUCTEM yNnpaBrieHns npoleccamm)
5.1. KomnnekroBaHne hoHA0B
Tabnuua 88
N n/n HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl EovHuua Hopma
n3MepeHns BPEMEHU, MUH.
1 2 3 4
1 npvem n otbop Ans OHOOB HOBLIX MOCTYMNSIEHUIA, MOSMYYEHHbIX NO| OAWH OOKYMEHT 3,6
CONPOBOAUTENBHOMY  LOKYMEHTY - JACTY  rOCyOapCTBEHHOW
perncTpauunm
2 [exHudeckas obpaboTka JOKYMEHTOB OOMH JOKYMEHT 4.5
3 BBOA AOKYMEHTOB B 6a3sy gaHHbix (B) OOMH JOKYMEHT 4.5
5.2. bubnnorpaduyeckoe onncaHme n MHOEKCMPOBaHNE OOKYMEHTOB
Tabnuua 89
N n/n HanmeHoBaHune npouecca, onepaumn. Coctae paboThl Eonnuua Hopma
n3mepeHusi BPEMEHU, MVH.
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1 2 3 4
1 dpopmupoBaHne GubnMorpadmnyeckorn 3anncu Ha [OKYMEHTbl Ha| oAHa 3anucb 18,0
pYCCKOM si3blke (onuncaterbHas Katanorusaumsi)
2 |popmupoBaHue OubnmorpadmnyecKkorn 3anncu Ha [OKYMEHTbl Ha| oAHa 3anucb 27,0

MHOCTPaHHLIX EBPOMENCKMX S3blKax U si3blkax HapodoB Poccumnckon
Penepauun, KpomMe pycckoro (onucaTenbHas kaTanornsaums)
3 MHOeKkcuMpoBaHVe JOKYMEHTOB (codepkaTenbHas katanornsaums) 0JHa 3anucb 18,0

5.3. Pabota c kaTtanoramu

Tabnumua 90
N n/n HaumeHoBaHue npouecca, onepaumun. Coctas paboTbl EavHnua Hopma
U3MEepeHNss  |BPEMEHU, MUH.
1 2 3 4
MogrotoButensHaga paboTa:
1 |pa3bop KapToyek s pacCTaHOBKU B andpaBuTHbIE KaTanoru OfiHa KapTo4Ka 0,5
PepnaktnpoBaHue reHepanbHOro and)aBMTHOrO kaTanora: OfiHa KapTo4Ka
2 |katanor - ctapbin psaa (go 2000 roga) 1,0
3 |kaTanor - HoBbIn psaa (¢ 2000 roga) 0,5
4 |kaTanor - WMHOCTpPaHHble €eBpPOMencKkne A3blIKM U A3blkM HAPOAOB 1,0
Poccun, kpome pycckoro
5 |pa3bop kapTo4yek AN pacCTaHOBKU B CUCTEMATUYECKME KaTarnoru OJHa KapToyka 0,3
6 |penaktnpoBaHue eHepanbHoro cuctematudeckoro katanora (FCK) | ogHa kapToyka 0,5
7 |pepaktnpoBaHue opurmHan-maketa b3 Ha ogHOYaCTHbIE JOKYMEHTbI| OHa KapToyka 0,3
8 |pepaktupoBaHne opurmHan-maketa B3 Ha  MHorodacTHble| oAHa KapToudka 0,45
NOKYMEHTbI
9 |pepakTupoBaHne 3anMcen Ha eguHuubl XpaHeHuss B 1O no| opgHa 3anucb 54
N3BELLEHNSIM O BHECEHUUN U3MEHEHMWI B KaTanoru, nony4eHHbIM1 13
rexHonornyeckoro otgena (TO)
PenaktupoBaHme 6ubnuorpadmyeckmx 3anvcen (b3) (KOHTPOmbHbIE  OOHA 3anuch
nons ¢popmarta n tekcta b3):
10 |pegakTMpoBaHWE KOHTPOIbHbLIX nonen goopmara 54
11 |pepgaktupoBaHue Tekcta b3 54
12 pegaktnpoBaHme Oubnuorpaduyecknx 3ammcen (B3) B TO| opgHa 3anucb 54
(BBegeHue nHaekcos 66K B B3)
13 |bopmumporarne B3 B O ¢ ncnonb3oBaHMEM CBOAHOIO KaTanoral| OfHa 3anucb 12,0
Poccuinckon ®egepaumm
14 pegaktnpoBaHue B3 Ha MHoro4acTHble JOKyMeHTbl B 10 0JHa 3anucb 12,0
5.4. Paborta c choHaom
Tabnumua 91
N n/n HaumeHoBaHue npouecca, onepaumun. Coctas paboTbl EavHnua Hopma
U3MEepeHNss  |BPEMEHU, MUH.
1 2 3 4
MogrotoButensHaga paboTa:
1 |nogrotoBka pabounx MecCT; opraHmsaumss pabodero Mecrta: ofHo pabouee 50
noaknoyeHne komnbototepa, Bxog B OPAC, npoBepka aneKTpOHHOM MeCTOo
MoyTLI, pacchlfika OTBETOB Ha 3anpochkl; MOArOTOBKa 3ana k paboTe:
opraHusaums paboumx MecT uuTaTenen, BnaxHas o6paboTka
MOHMTOPA KOMMbIOTEPA, CTaHUMM CaMOOOCMyXXMBAHWUS, MOHUTOPA
PNEKTPOHHOro KaTarfora, paccTaHOBKa (pasMeLleHue KHUXKHOTIO
MaccuBa, COaHHOro nocre npegplayuiero paboyero gHsi, Ha norkax
OTKPBITOrO J4OCTyna), 03HAaKOMJIEHVE C MEPUOAVKON M C HOBOCTSMU B
Elifioéiioaiolépin www.consultant.ru Nodaiesa ég
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cetn "UHTepHeT"
2 nonyyYyeHWe [OKYMEHTOB C BbICTABKM HOBbIX MOCTynneHun (npuviogHa naptus (100 16,0
y4acTum 4-x YenoBek) JOKYMEHTOB)
3 [pvem HoBbIX nocTynneHu B [lporpamme nepefayn; cBepkaogHa naptus (100 12,0
HanM4ns KHUI B NapTUM C CONPOBOANTENbHBIM JOKYMEHTOM OOKYMEHTOB)
O6paboTka HOBbIX NOCTYNIIEHUN
4 [MepBunYHbIN pa3bop HOBLIX MOCTYMNIIEHWUIA; NPOCTaBneHne WwTemnensiogHa naptus (100 26,0
Ha TUTYNBHOW 1 17 CTpaHWLUax KHUMW; akTBaums U pedakTMpoBaHne| [OKYMEHTOB)
B 9NIEKTPOHHOM KaTariore; neyatb MHBeHTapHoro N n npuknensaHue
pagvoMeTKN (eOUHWYHbIE 3K3eMNNsApbl)
5 |Pa3bop AOKYMEHTOB 4115 onpeAeneHns pacCTaHOBOYHbIX LUNKPOB OAVH OOKYMEHT 1,0
6 [lpeoBaputenbHas cucTematTM3aumMs  OOKYMEHTOB  FpynnoBOW OOWH AOKYMEHT 1,0
06paboTkM Ans onpegeneHms NONOYHOro MHAEKCa
LLindpoBKka OKYMEHTOB: OAVH JOKYMEHT
7 [c aByms wndpamu (1 - "BUpTYyanbHbIn") 1,0
8 |bes wudpa 1,8
9 |mochbinbl 3,6
10 |BBOg wudppa 0,5
LLindpoBka 4OKYMEHTOB rpynnoson obpaboTku: OAVH JOKYMEHT
11 |npegBapuTenbHasa cuctemaTusaums (BBO4 MHAEKCA OTpacin 3HaHWSA 1,0
no Tabnuuam 66K B 3K)
12 |getanbHas cuctematusaums (Beog nonoyHoro nHgekca 66K B 3K) 1,0
13 jo6paboTka AOKYMEHTOB HA MHOCTPAHHbLIX EBPOMNENCKNX A3bIKaX OOMH AOKYMEHT 3,6
14 06paboTka [OKYMEHTOB Ha HauMOHanbHbIX $3blkaX HAapO4OB| OAWH AOKYMEHT 4,5
cybbekToB Poccuiickon ®egepaumm
15 |npvem n obpaboTka gokymeHTtoB XVIII - XIX BB. OAVH JOKYMEHT 8,0
16 npvem n obpaboTka OTEYECTBEHHbLIX MNEepPUOANYECKUX U3OAHUN W3] OAMH OOKYMEHT 1,8
3TN
17 npuem n obpaboTka WHOCTPaHHbIX MNEPUOAUNYECKUX W3OAHWA W3 OAWH LOKYMEHT 1,8
3TN
18 |nepewmncpoBKka JOKYMEHTOB OAVH OOKYMEHT 27,0
19 BBog 6ap-koga gokymeHTa B 3K OfVH JOKYMEHT 2,6
20 |nepepava nokyMeHTOB Ha sipyca @b B agucnetyepckon nporpamme  |ogHa naptus (100 26,0
[OKYMEHTOB)
O6cnyxnBaHue ynutatenen n aboHeHTos B Ob:
21 |BblnonHeHne TpeboBaHMIM, NOCTYNUBLLMX NO 3NEKTPOHHOMY 3akasy |oAHo TpeboBaHue 1,0
22 [B3aumopacyeT CO CTPYKTYPHbIMU NoAapasgaeneHnsamMmm ombnmoreku ofHa naptusa (100 14,0
[OKYMEHTOB)
23 |paboTa Cc 3a40MKEHHOCTbIO: CoCTaBneHue no 6ase YiTanbHOro 3anal oavH OOKYMEHT 1,8
CnMcka 3afdOSKHUKOB; COCTaBfieHne no 6Gase ueHTpanbHON
Kadbedpbl crnvcka 3adO/PKHWKOB; BbiAeneHne u3 obLiero cnvcka
3aJ0IDKHUKOB  BMONMOTEKN 3ad0MKHMKOB; €XeOHEBHbIA KOHTPOIb
NOMKHMKOB €  HamoMuHaHnem O HeobxogMMoCcTM BO3BpaTa
3agepKaHHbIX KHUT; aHanm3 adekTMBHOCTM NpoaenaHHon paboThl
ObecneyeHne coxpaHHOCTN POHAOB:
24 [nogroToBka [OKYMEHTOB Ha MUKpOUITbMMpoOBaHMe W OAWNH JOKYMEHT 54
CKaHMpOBaHue
25 [nepegaya AOKYMEHTOB Ha MUKPOUIbMUPOBaHME U CKaHMpoBaHue | ogHa naptus (20 16,0
OOKYMEHTOB)
Ceepka doHaa ¢ aneKkTpoHHbIM katanoroM (3K): OOMH AOKYMEHT
26 (0OHOYaCTHbIE JOKYMEHThI 1,8
27 |MHOrovacTHble JOKYMEHTbI 3,6
28 |npoBepka [OCTyna K 9NeKTPOHHOMY pecypcy OLVH OOKYMEHT 54

5.5. CnpaBo4yHo-6ubnunorpaduyeckoe obcnyxnsaHue
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Tabnuua 92
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
M3MEPEHNs]  |[BPEMEHU, MUH.
1 2 3 4
BbinonHeHne ycTHbIx 6Gubnuorpadmyeckmx cnpaBok:
1 |nogrotoBka pabounx mect eXXeHEeBHO 13,0
2 |eXXegHeBHbIN CTaTUCTUYECKNIA yyet CMpaBOYHO-  €XeAHEBHO 13,5
bnbnrnorpadudeckoro obcnyxmBaHusa YiTaTenen
3 M3yyeHne oTpuUaTeNbHbIX OTBETOB Ha Oubnuorpaduyveckme|  exeaHeBHO 13,5
3anpochbl C Lenblo BbisiBNEHNs1 Opaka
4 |npvem 3anpoca Ha BbINnonHeHue Gubnunorpadguryeckon cnpasku OOMH 3anpoc 10,0
5 lohopmneHne KOHTPOMBHOro IUCTKa nosib3oBaTens OAVH 1,0
nonb3oBaTenb
6 [remaTuyeckas yctHas bubnuorpadudeckas cnpaBka OfHa cnpaska 17,0
7 lagpecHas ycTHas crnpaBka OfHa crnpaska 8,0
8 |yTouvHsioWwas ycTHaa bubnuorpadmyeckas cnpaska OfHa crpaBka 18,0
9 |dakTorpadmyeckas yctHasa bubnmorpadpuyeckasi cnpaska OfHa crpaBka 15,0
10 lopveHTupyoLwas KoHCynbTaums ogHa 6,0
KOHCynbTaumsi
11 Brubnuorpadmyeckas/dakrorpacdpunyeckas cnpaska no TenedoHy OfHa crnpaska 12,0
BbinonHeHne nMcbMeHHbIX Bubnuorpagumyeckmx cnpaBok:
12 |npvem n perucrtpaumsi NMCbMEHHOro 3anpoca B OpraHM3auuoHHONW| — OOWH 3anpoc 3
rpynne
13 |gmMcnetyepusaums NMcbMeHHbIX 3anpocos B rpynne CBO exxegHeBHO 60
14 |peructpauua 3anpoca B >XypHane yyeTa MUCbMEHHbIX CnpaBok O[Ha 3anucb 3
rpynnsl C6O
[MucbMeHHas TemaTmMyeckas cnpaska:
15 [rematudyeckas crnpaBka 1-oi CTeneHn CrnoXHOCTU: 00 25 Ha3BaHWMW, OfHa cnpaBka 1200,0
C NpocMoTpoM Brbnmorpadnyeckmnx MCTOYHMKOB
16 [rematudeckas cnpaBka 2-OM CTENeHW CrOXHOCTU: CBblle 25 ofHa cnpaBka 2900,0
Has3BaHUM, C NPoOCMOTpPOM Oubnuorpacmyeckmx U TEKCTOBbIX
MCTOYHMKOB
17 nucbMeHHasi yToyHsilowas bubnuorpadudeckas cnpaska OfHa cnpaska 360,0
18 [nucbMeHHas agpecHas cnpaBka OfHa cnpaska 120,0
19 [nucbmeHHas caktorpaduyeckas cnpaska OfHa cnpaska 360,0
20 nucbMeHHble KOHCYnbTauumm: TemaTun4yeckas KOHCynbTauus, odHa 480,0
KOHCYNbTaUMsa-KnuLie KOHCynbTaums
PenaktupoBaHue BbINOMHEHHbIX MMCbMEHHbIX CNPaBoK:
21 agpecHasa NMCbMeHHas crnpaBka OfHa cnpaska 9,0
[TemaTnyeckasi NIMCbMEHHas crnpaBKa: OfHa crpaBska
22 [1-n cTeneHn CNnoXHocTn 18,0
23 [2-n cTeneHn CNnoXHoCTn 48,0
24 yToYHSKOWAN NMCbMEHHas cnpaska oflHa cnpaska 8,0
25 (haktorpadumyeckasa nMcbMeHHas crnpaska OfHa cnpaska 8,0
26 |pervctpaunsi BbINONHEHHOW MUCbMEHHOW cnpaBku B rpynne CBO B ogHa 3anuck 3,0
PKypHare yvyeTa NMCbMEHHbIX 3anpocoB
27 peructpaumsa BbIMOSIHEHHOW NUCbMEHHOM crnpaBku Bl OfHa 3anucb 2,0
opraHusaumoHHon rpynne CBO
28 jpcpopmrieHne 1 nepegaya/oTnpaBneHne 0TBeTa 3aKas3ynKy OAVH 3anpoc 12,0
BupTtyanbHas cnpaBodHas cnyxba:
29 |BupTyanbHas TemaTMyeckas cnpaska OfHa cnpaska 18,0
30 |BupTyanbHasg agpecHas cnpaska OfHa cnpaska 7,0
31 |BupTyanbHag yTovHsaoLWas cnpaska OfHa cnpaska 18,0
32 |BupTyanbHas opueHTMpyoLwas cnpaska OfHa cnpaska 6,0
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33 lodbopmieHne oTBETa Ha 3anpoc YnTaTens OAHO NUCbMO 6,0
34 |nononHeHWe apxuBa BbINOMHEHHbIX cnpaBok ("basa 3HaHun") OfHa cnpaska 11,0
35 (ckaHuMpoBaHWe OdokymMeHTOB wu3 doHgoB CBO no 3akasaMm ofHa cTpaHuua 3,0
nonb3oBarenien
KoHcynbTaumm: ofHa
KOHCyInbTauusi
36 |meTtogun4yeckasi 10,0
37 [TemaTtudeckas 10,0
38 [nokanbHas koopauMHaumMa W gucneTdepusaumsl  BbIMNOSIHEHWS| OAHO MUCLMO 12,0
BMpPTyanbHbIX CIPaBOK
Bubnunorpadgmyeckoe obyyeHve nonb3oBartenen
KoHcynbTauuu: ogHa
KOHCynbTaums
39 |meToguyeckas 10,0
40 [rematumdeckas 15,0
41 |nogrotoBka  ©ubnvorpacdmyeckoro  ob3opa no  meToauke|  oauH 0030p 2400,0
opmupoBaHus  Gubnuorpadmyeckon  3anumcn,  paboTel G
Katanoramu, 6ubnuorpaduyeckumm UCTOMHMKaMN HOPMUPOBAaHNS
cnucka nNuTepatypbl K Hay4yHou paboTe
42 |nogrotoBka W npoBefdeHve 6ubnuorpadmyeckoro ob63opa no|  oauH 0630p 480,0
MeToarke Gubnuorpaduryeckoro onnucaHns
43 nposegeHue 3KCKypCUK no doHOam " CrnpaBoOYHO- OfHa 3KCKypcus 480,0
bubnuorpadmnyeckomy annapary (CBA) LIBC
BeneHne cnpaBo4HO-6nbnmorpadguyeckoro annapara:
44 |BegeHne apxmBa BbINOMHEHHbLIX CIPABOK B 3NIEKTPOHHOM peXnme OfHa cnpaeka 8,0
45 BBOAa KapToTek B B[] OfHa KapTouyka 6,0
BbicTaBoYHas paborTa: OfHa BbICTaBKa
46 |paspaboTka nnaHa opraHM3aLUun KU 3KCMOHMPOBAHUS TEMaTUYECKON 2160,0
BbICTaBKU
47 |nogrotoBka  COMPOBOAUTENBHOW  OOKYMEHTauum K  BbICTaBke, 360,0
PTUKETaXa
48 [MOHTa)x BbICTaBKU 480,0
49 |neMOHTa)X BbICTaBKU 240,0

MpumeyaHve: npu paboTe C OOKYMEHTAMW Ha WHOCTPAHHBLIX €BPOMENCKMX SA3blKax U s3blkaX HapodoB
Poccuickon degepaumm, Kpome pycckoro, K HopMaM BpeMeHU NpUMeHsieTCs NoBblaowmnin kosdpduumneHT 1,15.

5.6. HoTHbIE n3gaHusa u 3Byko3anuncu

Tabnumua 93
N n/n HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EanHuua Hopma
n3mepeHusi BPEMEHU, MVH.

1 2 3 4
PopmupoBaHue bubnuorpadumyeckomn sanucu:

1 Ha rpamMnnacTMHKM Ha  pycckoM  A3blke  (onucaTenbHas OAVH OUCK 140,0
KaTtanormsauus)

2 |Ha rpamMnnacTUHKM Ha MHOCTPaHHbLIX €BPOMENCKUX A3blKaxX U SA3blkax OAMH OUCK 180,0
HapogoB Poccuickon ®egepaumn, Kpome pycckoro (onucarternbHas
KaTtanormsauus)

3 Ha ayomo KOMMakT-OUCKE Ha pPYCCKOM £3blke (onucarternbHas OAVH AMUCK 160,0
KaTanorvsaumsi)

4 |Ha aygMo KOMMaKT-AMCKE Ha MHOCTPaHHbIX €BPOMENCKUX A3blkaX U OOVIH OUCK 220,0
a3blkax HapoaoB Poccuiickort ®efepaumum, KpoMe PYCCKOro s3blka
(onucartenbHas katanornsauus)

5 Ha My3blKanbHOM KOMNAaKT-gUCKe (onucartefibHasi Katanornsauyus) OJVIH OUCK 480,0
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Tabnuua 94

6 Ha HOTHble W3OaHWsi Ha PYCCKOM A3blke (onucaTtenbHas) OAWH OOKYMEHT 132,0
KaTanorusaumsi)
7 |Ha HOTHble u3gaHWs Ha WHOCTPaHHbIX E€BPOMNENCKUX A3blkaxX W OAWH AOKYMEHT 140,0
3blkax HapogoB Poccunckon ®depepaumn, KpoMe  PYyCCKOro
(onucartenbHas katanornsauus)
CnpaBo4Ho-6mbnunorpaduryeckoe ob6cnyxmnBaHWe B YNTaNbHOM 3ane
BbinonHeHue yctHom 6ubnmorpadmnyeckor cnpaBku:
8 |npuem 3anpoca Ha BbiNonHeHne Gubnmuorpadmnyeckon cnpaBku OAVH 3anpoc 6,0
9 [ematuyeckas ycTHas bubnuorpaduyeckas cnpaska OfHa cnpaska 20,0
10 lycTHasa agpecHasi bubnuorpaduyeckas cnpaska OfHa crpaBka 12,0
11 |yToyHsAOLWasn ycTHas bubnmorpadmyeckas cnpaska OfHa cnpaska 22,0
12 |dakTorpadmyeckas yctHas bubnvorpadpuyeckas cnpaska OfHa cnpaska 18,0
KoHcynbTauuu: ogHa
KOHCynbTaums
13 |Bubnmnorpadmyeckune 10,0
14 lopueHTupyowue 3,0
15 |BcnomorartenbHO-TEXHUYeCckue 6,0
BbinonHeHne NMcbMeHHbIX 6rubnuorpagmyeckmx cnpaBok:
16 npyem wun peructpauust 3anpoca B KHWre y4vyeTa MNMCbMEHHbIX| OfHa CrnpaBka 15,0
onbnrorpacdumyecknx cnpaBok
17 M3yyeHme 3anpoca, YCTaAHOBMEHWE WM YTOYHEHME JNeMEeHTOB| OfHa crnpaBka 900,0
onbnurorpacdmyeckon sanmcu
BeneHve cnpaBovHO-6nbnmorpagmyeckoro annapara:
18 locbopmneHne KapTodKM st KApTOTEK OfHa KapTo4Ka 16,0
19 |cosgaHne Gubnuorpadudeckon 3anmcn (b3) Ha cTaTtbym No My3blke| OfHa 3anucb 8,0
M3 JOKYMEHTOB, HE COOTBETCTBYKOLLMX npodmnio M3
20 jBegeHvie KapToTek OfiHa KapTo4Ka 1,0
5.7. Pabota c nutepatypon no 6bubnmotekoseaeHuo, 6ubnuorpadoeaeHnio U KHUroBeaeHUo
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboTsl EavHnua Hopma
N3MEPEHNS]  |[BPEMEHU, MUH.
1 2 3 4
ObpaboTka HOBbLIX MOCTYMMEHUA B MporpaMMHOM obecnevyeHnn
(MNO):
1 NnpyeM HOBbIX MOCTYMNSIEHWA OTEYECTBEHHbIX [JOKYMEHTOB B| OAWH OOKYMEHT 0,5
[aMcneTyepckon NporpaMme nepegayv
2 |npvemM HOBbIX MOCTYMNJIEHWNI HA MHOCTPAHHBLIX EBPONENCKMX s3blkaX| OAWH OOKYMEHT 1,0
N a3blkax HapogoB Poccuickon ®egepauun, Kpome pycckoro
3 |ohopmneHne KapTOYKM Ha [OKYMEHT Ha pPYCCKOM 43blke fAndl odHa KapToyka 8,0
KatanoroB M  00nacTHbIX  KapToTeK C  MCMONb30BaHWEM
onbnunorpacdmyeckon sanmcu
4 lochopMneHne KapToUukM Ha OOKYMEHT Ha MHOCTPaHHbIX €BPOMENCKMX, OfHa KapToYka 10,0
A3blkax M s3blkax HapogoB Poccuinickon Pepepaumn, Kpome
pyccKoro, Ans KatanoroB U 06nacTHbIX KAPTOTEK C UCNOMb30BaHNEM
bubnuvorpacdumyeckon sanucu
5 |aHanuTtu4eckoe onucaHue gokymeHToB B 1O OoHa cTaTbs 12,0
ObcnyxvBaHWe nonb3oBaTenen; BUpTYyarnbHas crpaBoyHas cnyxba:
6 |npuem Gubnuorpadguryeckoro sanpoca ymTarens OAVH 3anpoc 3,0
7 |BupTyanbHas TematuMyeckas crnpaska OfjHa crpaska 54,0
8 [BupTyanbHas agpecHas cnpaska OfjHa crpaska 18,0
9 [BupTyanbHasg yTouyHsOLWAs cnpaska OfjHa crpaska 26,0
10 BupTyanbHas dakTorpagmuyeckas cnpaska OfjHa crpaska 20,0
11 lochopmneHve oTBeTa Ha 3anpoc ymTartens OHO NMUCLMO 10,0
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12 |nononHeHue apxmBa BbINOMHEHHbIX cnpaBok ("basa 3HaHun") OfHa cnpaska 10,0
13 exXegHeBHbIN CTaTUCTUYECKNN yyet CMpaBOYHO-  €XeAHEBHO 12,0
bnbnmnorpaduyeckoro obcnyxMBaHusa YiTaTenemn
5.8. O6paboTka onTu4eckmx komnakT-amckos (OIP)
Tabnuua 95
N n/n HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EavHnua Hopma
U3MEpPEHNsT  |BPEMEHU, MVH.
1 2 3 4
1 |nonyyeHnme M JocTaBka  OMTMYECKMX  KOMMAKT-AMCKOB  U3|  ogHa napTtus 30,0
nucnetyepckon OLIKS AokymeHToB (100
OMNCKOB)
2 |npveM HOBbIX NOCTYMNNEHNA ONTUYECKUX KOMMAKT-ANCKOB ofHa napTtus 60,0
nokymeHToB (100
ONCKOB)
3 [CyMMapHbI y4eT KOMNaKT-ANCKOB (MO YCTaHOBIEHHON hopme) ofHa naptus 7,0
LOKYMEHTOB
4 HAMBMAYanNbHbLIA Y4ET KOMMNAKT-AUCKOB oJHa 3anucb 1,0
5 [exHudeckas obpaboTka ONTUYECKMX KOMNAKT-ANCKOB OOWH OOKYMEHT 2,0
6 |umndppoBka JOKYMEHTOB B Moayre ak3emnnsipbl N0 OOVH JOKYMEHT 1,0
5.9. Pabota c uutatensmm
Tabnuua 96
N n/n HanmeHoBaHue npouecca, onepaunn. Coctae paboTbl Eonnuua Hopma
N3MEpPEHNs1  |[BPEMEHU, MUH.
1 2 3 4
Banuck nonb3oBartens B 6ubnunoTteky, paboTta ¢ ymtatenem:
1 |nogrotoBka paboumx MecCT nofb3oBaTener KM OOCMNyXMBAOLLETO oauH MK 2,0
nepcoHana: MpoBepka TEXHUYECKOr0  COCTOSIHUA  CETEBOro
obecnevyeHuns N napka BblYUCINTENBHOW TEXHUKK, BKtoYeHue MK
2 npuvHATMEe mep no nukeupauun cboes B pabote [1K, paboTe cetw, OoavH cbon 10,0
OTCyTCTBMA  gocTyna K  6ase  gaHHbIX  Mofb3oBaTenewu,
MHpOpMMPOBaHNE COOTBETCTBYOLMX Ccrykb o cbosax, nposepka
HencnpaBHoro obopyaoBaHus, ukcaums cboeB B TeTpaam y4yeTta C
yKasaHMeM XxapakTepa HeucrnpaBHOCTM U BpeMeHun Hadvana cbos,
nocne ycTpaHeHWs HeNonagkn OTMeTka BPEMEHW ee YCTPaHeHus
3 [pocMOTp [OOKYMEHTOB uuTatens (macrnopT, YOOCTOBEPEHWE, OAWH YuTaTenb 3,0
Nopy4YnTENBbCTBO), MPOBEPKA HanMunsl YYEeTHO-PerMcTpauvoHHON
KapTOYKM YmTartens
4 [BanonHeHwe opmMynapa uuTatens, Yy4YeTHO-perucTpauuoHHOW OOWH KOMMMEKT 5,0
KapTOYKM, YMTaTenbckoro buneta
5 (p3HakomneHue ymTaTens c npasBunamMu Monb3oBaHUs GUBNMOTEKOW, OAWH YnTaTenb 6,0
pacnonoxeHvem oHaa, CNpaBoYHbIM annapaToMm
6 [nogbop m pacctaHoBKa Mo Homepam Gunetos, andasuTy damunuin ogHa KapToyka 2,0
MUTaTenen Y4eTHO-pErMCTpaUmMOHHbIX KAapTOYeK
7 OCyLleCcTBNEHME KOHTPOMsS 3a BO3MOXHbBIM HanMMyuMem [AaHHbIX O OAWH YnTaTenb 0,5
MUTaTene Kak Hapywurtene (NvweH npaBa Mofb30BaHUs); BeAeHue
(1 perynsipHbln NPOCMOTP) KapTOTEKM YMTaTenen-HapylwmTenen
[MepeperncTpaunsa yntarenen:
8 [ouck opmynapa  (perMcTpauMoHHOM  KapTOdku)  YuTaTens, OfHa KapTodka 2,0
BHECEHME U3MEHEHWNI B HUX U B YNTaTeNbCKMX BuneTtax (yTouHeHue
@HKETHbIX  [aHHbIX, HOBOr0 YMUTATENbCKOr0 HOMepa, [AaTbl
Elifioéiioaiolépin www.consultant.ru Nodaiesa ég
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nepeperncTpaunm) ¢ BeOeHNeM KapTOTEKU HaYYHbIX TEM U TEKYLLMNX
M3MeHeHun (monyyYeHne 3BaHui, nybnvkaumi, 4apos)

Banucb (nepeperucTpaunsi) uyutateneil B aBTOMAaTU3VPOBAHHOM
pexvme:

CbeMKa (OTOKaMepon Ans 4uTaTtenbckoro Ouneta M BCTaBka
oTorpacdmn B YnTaTensckumn bunet

OOWH NMoceTnTeEslb

2,0

10

odpopMIeHne Kofda ymTartens C KOHTPOSibHbIM pas3psgoM U CPOKOM
MONb30BaHUS YUTaTENbCKUM OWNETOM, Ha OCHOBE BblAaHHOW
MHopmaunm

OaWH noceTuTesb

0,4

11

Bblda4ya Ha anHTep CBe,EI,eHI/IVI O 3anucaBlLueMcd 4vuTaTene B BUAOE
MUTaTenbcKoro buneta

OAdWH noceTnTeslb

0,4

12

Habop Ha knaBuMaTtype CBedeHW O uuTaTene: damunus, wums,
OTYECTBO, XapakTtepuaywwme ero npusHakm (obpasoaHue,
cneunanbHOCTL), KOA, HOMEpP YUTaTenNbCKoro bunerta; otockLemka

OAWH noceTnTeslb

2,0

13

OCyLleCTBlIeHNEe KOHTPONA 3a BO3MOXHbIM HannMydnmem AOaHHbIX O
4YuTartene, 3anncaBLiemMcsa B 6I/I6J'II/IOTeKy (paHee 3anuncaH, nuiieH
npasa I'IOﬂb3OBaHI/IF|)

OOdWH NnoceTnTeslb

2,0

14

odbopMreHne uuTatensckoro 6uneta ¢ HOMEPOM U  CPOKOM
Nonb30BaHUSA 4YMTaTenbCKMM OUNETOM, Ha OCHOBE Bbl4AHHON
MHdopMaLn

OaVH bunet

1,0

15

BblJa4ya Ha TMpUHTEP CBEAEHUM O 3anucaBlleMcs 4uTaTtene;
NpoBefdeHNe paguMoyvyacTOTHOW  MAEHTUMUKALMM  YNTATENbCKOrQ
buneTta; NnpoBegeHVe OEHEXHOro B3aMMopacyeTa C nofb3oBaTteneM
Mepes Kaccy; yaaneHHas 3anvcb: CBepka AaHHbIX PErMcTpaumoHHON
KapTo4kK, KOMMKM C nacrnopTa, oopmreHne gorosopa-ogepTbl Ha
npegocTaBneHve JOCTyna K 3NeKTPOHHbLIM pecypcam Bubnmotekw,
Habop Ha knaBwuaType OaHHbIX, ANs 3arnoSIHEHUs] OOroBopa, BbIBO]
[JoroBopa Ha NpuHTEep, NoAnUch nNuua, 3aknyasLlero Aorosop

OOWH NoceTnTeEslb

15,0

16

odopmIieHne Bxoaa-Bbixoda vmutaTtens n3 6ubnmotekn (NOCTOAHHBIN
MUTaTENBbCKUI BUNET CKaHUPYeTCs, BblAAeTCA KOHTPOIbHbIN NNCTOK)

OAWH noceTnTeslb

2,0

BbinonHeHue TpeboBaHuM nonb3oBaTtenen, Bbigavya AOKYMEHTOB U3
IOCHOBHOIO KHMIoXpaHeHusi/cneynanmampoBaHHOro oHaa:

17

nony4yeHune TpeGOBaHI/IFl Ha [OOKYMEHT W3 OCHOBHOIO XpaHeHwuA,
NnpoBepKa NpaBuIibHOCTU 3anoJIHEHUA Tpe6OBaHMﬂ, perncrpauna

opfHo TpeboBaHue

1,0

18

nonyyeHne TpeboOBaHMA Ha [OKYMEHT, NpoBepka MpaBUITbHOCTY
3anonHeHna TpeGoBaHWsA, perucTpauus, gopabotka TpeboBaHus,
noabop no wudpam B cneunanuaMpoBaHHoM doHae

opfHo TpeboBaHue

1,0

19

lyCTaHOBKa MeCTa HaxoXaeHus HeHanaeHHoro OOKyMeHTa no 0asam
1 6aHKaM OaHHbIX, CnpaBO4YHbIM KapTOTEKaM, KaTtasioram

OOVH JOKYMEHT

5,0

20

Bblaava LLOKyMEHTa 3 otaena
KHUroxpaHeHwusi/crneumanmaupoBaHHoro oHga uJuTaTento; oTMeTKa
Ha KHWKHOM opmynspe/TpeboBaHK; 3anncb [OKYMEHTOB B
MUTaTENbCKYI KAapTOYkU (BKNagHOW NUCT), OTMETKA B KHUTe 3aKas3oB

OOVIH JOKYMEHT

1,5

Bblgada OOKyMeHTa n3 oTgena
KHUroxpaHeHusi/cneumanmampoBaHHoro ooHga YnTaTento:

21

npuem JOKYMEHTa OT YuTaTtens/nonb3osarens

OOWH OOKYMEHT

1,0

5.10. Bblgaya KOMNNEKTOB JOKYMEHTOB BO BPEMEHHOE MOMb30BaHNE NogpasgeneHmamMm onbnmoTeku

Tabnuua 97

N n/n

HaumeHoBaHuWe npouecca, onepaumun. CoctaB paboTbl

EavHnua
nM3MepeHns

BpeMEHU, MUNH.

Hopma

2

3

4

ocbopMHeHme 3asBKW/akTa Ha KOMMNNEKT LOOKYMEHTOB,

nepe/:l,aBaeMblﬁ B CTPYKTYpHOE nogpasgerneHune

ofHa 3asBKa,
OOVH aKT

20,0
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n0/:|,6op OOKYMEHTOB B KOMIJIEKTbI;
HOKYMEHTOB B YYE€THbIX cbopmax

pernctpaumna BblAAHHbIX|

OONH KOMMJIEKT

10,0

BblJaya KOMMIIEKTOB JOKYMEHTOB, OTMETKa Ha KHWKHOM chopMyrnisipe
(MHOMKaTope) AaThl Bblgayn, AaHHbLIX NoApasaeneHuin, nonyyaroLwmx
KOMMMEeKT, OTMeTKa B KHWre BbldauuM [JaTtbl Bblgayn, [aHHbIX
nofpasgeneHnii, Nony4YarLmx KOMIMEKT, OTMETKA B aKTe nepegayu

OONH KOMMJIEeKT

5,0

nonyveHvie KOMMNNEKTOB AOKYMEHTOB oT CTPYKTYPHBbIX
nogpasgerneHvin; MOUCK  KHWXKHOro  dopmMmynspa  (MHaukaTopa),
norawieHne OTMETKM O Bblgave, BIOXEHWEe €ro B [OKYMEHT;
npoBepka U3NYECKOro COCTOSAHUS, MepecyeT NUCTOB, CBepka C

AaKTOM nepegayu; noralieHne oTMeTkn O Bblga4ve B KHUre Bblaa4n

ONH KOMMNJIEeKT

18,0

5.11. OGcnyxuBaHue nornb3oBaTenen [AOKYMEeHTaMuM B 3ane C rMbpugHeiM obcnyXuBaHWeMm, 3ane
3NEKTPOHHbIX pecypcos, 3ane "MHTepHeT", 3ane cnewumanuampoBaHHoro otaena. MNMpuem 3akasoB no TenedoHy 13
ropoga

Tabnuua 98
N n/n HanmeHoBaHune npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
N3mMepeHnst BPEMEHU, MVH.
1 2 3 4
1 |npoBeaeHMe KOHCynbTaumu, Oecefbl C yMTaTeneM No npaBuram| OAVH uYuTaTesnb 2,0
oOcnyxmBaHus B 3arne u npegocTaBnsieMblX ycryrax, no MeToAauke

novcka no cnpaBoyHO-6ubnuorpadmyeckomy annapaty npu Y3, |

KaTtanoroB, KapTOTEK, KHWXHbIX MOJSIOK, O BO3MOXHOCTSIX MOMCKa u

MCNONb30BaHWUA  3MEKTPOHHBIX  PECypCcoB;  MHGOPMUPOBaHME

MUTaTENs O HOBbIX MOCTYMMNEHUAX

2 KkoHcynbTaumu no pabote c K B 3ane, no pabote B SNeKTPOHHOW| OAWH YnTaTenb 20
onbnuoTteke

3 |npuem 3akas3oB nonb3oBaTenen Ha uM3gaHUs U3  OCHOBHOMO|  OAMH 3aKas 0,9
KHUroxpaHunuwa

4 |nonyyeHue [OOKyMEeHTa, 3aKa3aHHOro 4utatenem B oTAene| oauH OOKYMEHT 0,9
KHUroxpaHeHusi/cneumManmampoBaHHoro  cdoHga/umtanbHOM — 3ane
oTaena

5 |pacctaHoBka wm3gaHWA Ha OpoHenonikax 4WTanbHOro 3ana, OAWH OOKYMEHT 0,3
NOCTYNMMBLUNX U3 KHUFOXPaHMIIULLIA NO 3aKa3aM Nosb3oBaTenem

6 [nogbop OOKYMEHTOB Ha OpoHenonke, 3aka3aHHbIX M3 OCHOBHOMO| OAWH OOKYMEHT 0,4
KHUroxpaHunuiia, nepegava Ha kadenpy Bblgayu

7 |nogbop MOOKYMeHTOB B noAcobHOM oHAe uuTanbHOro 3ana, OAWMH AOKYMEHT 2,0
nepegaya Ha kadegpy Bblgauu

8 |nogbop [OOKyMeHTa B XpaHeHWWM crneumanuanpoBaHHOro ¢oHaa, OAWMH AOKYMEHT 10,0
OTMETKa Ha TpeboBaHuW, Nepegaya JOKyMeHTa Ha kadeapy Bblgauu

9 |ycTaHOBKA MecCTa HaxoXOeHUst HeHaWOeHHOro [OKYMeHTa Mol OAuMH AOKYMEHT 22,0
CNPaBOYHbIM KapToTeKaM, KaTanoram, permcrTpaums 0Tkason

10 |Bblgada OOKYMEHTa uMTaTento: CBepka Bbl4aBaeMOro JOKYMEHTa ¢ OAVH 1,8

MUTaTeNbCKMM TpeboBaHMEM, NPOBEpKa HanNMuMs CTpPaHWUL/KagpoOB — KOHTPOSIbHbIN

MUKpObUbMa, MUKPOULL, codepXXaHWe [UCKa, CYMTbIBaHUE TNINCTOK

LITPpUX-koAa (Npy aNeKTPOHHOM 3akase) B Mogyrne "umpkynaumsa” 3K,

OTMETKA KHUIoBblAa4n Ha KOHTPOITbHOM JNINCTKE

11 [npuem p[okyMeHTa OT uyuTatend: csepka ero c TpeboBaHWeM| OAMH OOKYMEHT 1,0

(KOHTPONbHLIM  FIUCTKOM), NpPOBepKa COXPaHHOCTM [OOKYMEHTa,

HanuunMsi cTpaHuL/kagpoB MUKpodUunbma, MUKPodULL, cogepXkaHune

MCKa, CYUTbIBaHWE LITPUX-Kod4a (NpW SnEeKTPOHHOM 3akase),

BHECEHME OTMETKM O NPUEME Ha KOHTPOJIbHOM JIUCTKE

12 |nepepava/TpaHCnopTMpOBKa/aAoCcTaBka OOKYMEHTa, COAHHOTO OAWH OOKYMEHT 1,0

MUTaTeneMm, B OTAEN KHUroXpaHeHust
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13 BbIiICHEHME MO MOBOAY 3aka3a M MNpOoA4JIEHVWE CPOKa MOMb30BaHWUS| OAMH 3anpoc 1,0
[JOKYMEHTaMu no TenedoHy
14 BbIiICHEHME MO MOBOAY 3aka3a M MpOAJIEHVWE CPOKa MONb30BaHWUs| OAMH 3anpoc 2,0
[IOKYMEHTaMM MO 3NEKTPOHHOW NnoyTe
15 jobGecneveHne KOHTPONS 32 CPOKAMM NOMb30BaHUSA JOKYMEHTOB OOMH 3anpoc 0,8
16 |npoaneHue cpoka MoMb30BaHUA [OOKYMEHTOB, MOWCK KapTOYKW, Ha OAMH OeHb 30,0
BHECEHME OTMETKM O MPOASIEHMU CPOKa MOMb30BaHWs, NPOATIEHNE
no TenedoHy cpoka Nosb30BaHNS
5.12. BHyTpeHHss paboTa
Tabnuua 99
N n/n HaumeHoBaHue npouecca, onepaumun. Coctas paboTbl EavHnua Hopma
U3MEpEeHNs  |BPEMEHU, MUH.
1 2 3 4
[MogroToBKa K Bblgaye JOKYMEHTOB:
1 |npoBepka GPOHENONOoK C OTNOXEHHBIMU OKYMEHTaMM (N0 Cpokam) Ha OaVH AeHb 10,0
2 [cbpocka JOKYMEHTOB (MO cpokam) OOMH AOKYMEHT 0,2
3 [nogBemeHwe wWTOrOB M aHanua paboTbl 3a Mpolenwunin LeHb, Ha OAUH OeHb 12,0
BHECEHME 3anncu B XXypHarnbl CTaTUCTUKM
4 |npoCMOTpP HOBbIX MOCTYNMNEHW ANA pekoMeHAaLmMn YiTaTensm OfVH JOKYMEHT 3,0
5 |npocmoTp (MpoBepka MPaBUMNBHOCTM PacCTaHOBKW) KHUr ¢oHOal Ha OauH AeHb 50
OCHOBHOTO XpaHeHUs!
MopBeneHve ntoroB paboThl 3a AeHb:
6 [NpoBepka aHKeT u 3anucen B 6ase AaHHbIX HA COOTBETCTBME KOOOB  €XeOHEBHO 60,0
(cembW) geTen, poguTenen 1 4pyrnx poaCcTBEHHUKOB
7 NpocMOTPp WHOPMaUMM O HOBbIX MEPOMPUATUSX, 3aHATUAX,|  €XeOHEBHO 40,0
KHWKHBIX BbICTaBKaX, CMEKTaKMAX W npoyee Ans pekoMeHZauumu
NUTaTeNAM
8 lcuctemaTtmsaumsa aHKeT nonb3oBaTenen, 3annucaHHbIX 3a AeHb exeJHeBHO 15,0
5.13. CnpaBo4yHasi 1 MHpopmaumoHHasa paboTta
Tabnumua 100
N n/n HanmeHoBaHue npouecca, onepaumn. Coctas paboTbl EanHuua Hopma
U3MEpPEHNss  |BPEMEHU, MVH.
1 2 3 4
YYeT nocTynnBLUMX BTOPUYHbLIX JOKYMEHTOB (KapToYek):
1 |BbliIBNEHME HEBBLINOMHEHHbLIX 3aKa30B; COCTaBMEHWE 3asBKW Ha| Ha OJHY Heaernto 840,0
HeBbINOMNHEHHbIE 3aKas3bl
OpraHusauus cnpaBoyHo-6ubnuorpaduyeckoro annapata (CBA):
2 |cocTaBneHue Gubnuorpaduyeckon sanncu OAVH OOKYMEHT 2,3
MpocmoTp u oT6op kaptodek B CBA B Uuensax u3batTMa unm
nepemeLleHnst (BTOpMYHbIN 0TOOP):
3 KM3bsATME K3 KaTanoroB W KapTOTEK KapTOYeK Ha [AOKYMEHThbl,| OAHO Ha3BaHue 1,0
CnvcaHHble n3 donaa; npPoOCMOTp KpaeBea4yeckux,
oubnuorpacdudecknx n dakrorpadMyeckmx KapToTek, U3bATUE U3
HUX KapTOYKM Ha [OOKYMEHTbl, MOTEpsIBLUME LIEHHOCTb, NEpPeBOA
KapTOYKM B apXMBHbIE KapTOTEKUN (YHUUTOXEHME); BHECEHMNE OTMETKM
B JXKypHane yyeTa W PErMCTPauUMOHHOW KapTOTEKe; U3bATME U3
KatanoroB M KapTOTeK KapToyeKk Ha [OOKYMEHTbl, CMUCaHHble U3
doHaa
OpraHnsaums KapToTeKM NepcoHanuni 1 TeMaTn4eckon KapToTeKu:
4 npefeneHne U CocTaBfeHNe MNepeYHs nuL, CBeAeHUs O KOTOpPbIX| ofgHa KapToTeka 15,0
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OTpaXalTcA B KapToTeke; MPOCMOTP MHMOPMAaLMOHHBIX U3OaHuM,
NepBUYHbIX AOKYMEHTOB, OTGOpP AOKYMEHTOB AMNsl BKIOYEHUS B

KapTOTeKy;  COCTaBfE€HWEe  aHanMTUYecKOro  aHHOTUPOBAHHOIMQ
Bnbnrorpadgu4eckoro onMcaHns JOKyMeHTa
5 |npocTtaBneHne KBanuduKauMOHHbIX MHOEKCOB, NOAOOP KapTo4yek Mo| odHa KapToyka 4,0
MHOEeKcam (andasuTy) " paccTaHoBKa KapTO4KK B
MHOPMaLMOHHBLIN MaccuB
6 [TexHuveckass M coaepxartenbHas oOpaboTka [OKYMEHTOB Ans| OAWH AOKYMEHT 3,0
BKMIOYEHNS1 B KapTOTEKY; pacCTaHOBKA KapTOYKM MO andasuTy,
hbamunui aBTopoB M No BMAAM JOKYMEHTOB
7 [TexHU4eckoe pedakTUpOoBaHWE KapTOTEK: MpOBepka COOTBETCTBUS| OAHa KapToyka 2,0
CTPYKTYpPbl, COAEPXaHUS U OPOPMIEHNS KapTOYeK B COOTBETCTBUM C
TpeboBaHMAMU [OaHHOW KapTOTEKWU; 3aMeHa BETXMX KapTodek W
pasgenuTenen
5.14. SKcKypCMOHHas AeAaTenbHOCTb
Tabnuua 101
N n/n HanmeHoBaHue npouecca, onepaunn. CoctaB paboTbl EavHnua Hopma
M3MEPEHNs]  |[BPEMEHU, MUH.
1 2 3 4
1 PKckypcus no 6ubnuoteke OfjHa 3KCKypcus 60,0
2 yrnybreHHas 3KCKYypcus C METOONYECKMM COAEpXaHNEM Of1Ha 3KCKypcus 300,0
5.15. MNMecunxonornyeckasn Nogaepkka uiatatenemn
Tabnuua 102
N n/n HaumeHoBaHue npouecca, onepaumun. Coctas paboTbl EavHnua Hopma
N3MEPEHUS]  |BPEMEHU, MUH.
1 2 3 4
1 |npoBedeHWe MNCUXOMOMMYECKMX KOHCYNbTauuMm Ans  Jeted U ofHa 180,0
poamMTenen Nno BONpocam pasBuUTUS U YTEHNS AeTen KOHCynbTaums
[pynnoBble 3aHATUA ONs poAMTENnen Mno BONpocamMm pasBUTUS U|  OOHO 3aHATME
MTEHUA OeTen:
2 |nogrotoBka 1080,0
3 |npoBefeHue 120,0
4 |npodheccuoHarnbHble KOHCynbTaumm ans noapoCTKOB " ofHa 180,0
CTapLUEKNACCHUKOB KOHCynbTaums
5 |npodeccmoHanbHble TPEHWHIN ans noapocTKOB M OOHO 3aHATUE 180,0
CTapLUEKNACCHUKOB
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