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O0 yrBepKaeHHN THIOBbLIX OTPAC/IEBbIX HOPM
TpYAA HAa paboThbi, BLITOMHAEMbIe B OHOIHOTeKAX

B cootBetcTBUH ¢ TiyHKTOM 2 [IpaBmi pa3paboTku M yTBepXAeHHs THIOBBIX
HOpPM TpyZa, YTBEepXAEeHHbIX mnoctaHoBieHueM IlpaButenncrsa Poccuiickoit
Depeparun ot 11.11.2002 Ne 804 (Cobpanme 3axoHomaTeNnbCcTBa PoccMHCKoH
Depeparmu, 2002, Ne 46, c1. 4583), npHUKa3 Bl Ba:
1. VTBepauTh THIIOBEIE OTPAcieBEle HOPMEI TPYAa Ha paboThl, BEINONHAEMbIE
B 6U6IMOTEKAX, COTITACHO MPHITOKEHHIO.
2. KoHTponp 3a HCIONHEHHWEM HACTOALLEr0 [PUKa3a BO3NOXKHTL Ha

3aMeCTHTeNa MuducTpa KynsTypsl Poceniickoit ®eanepanun H.A. Manakoba.

Munuctp B.P.MeznuHckuit
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IIpunoxeHue
K npHKasy MuHHCTEepCTBa KYIIBTYPBI
Poccniickoit denepatiun

orpexalpootar. e 53 ¥

TunoBble OTpac/ieBbie HOPMBI TPYAA HA PadOThI,
BLINOJIHAECMbIC¢ B OHONHROTEKAX

I. BBoauad uacrthb

TunoBble OTpacieBble HOPMBI Tpylda Ha paboThl, BHIIONHSAEMbBIE B
6ubnuoTekax, pa3paboTaHBl B COOTBETCTBHH C IyHKTOM 2 IlpaBun paspaGoTku u
YTBEpXKJEHHS  THHAOBBIX HOPM  TpyHJa, YTBEPXKAEHHBIX  IOCTAHOBIEHHEM
IIpaButenscrBa Poccuiickoit ®epepauun ot 11.11.2002 Ne 804 (CobOpanue
3aKkoHoJaTenscTBa Poccuiickoil Pepepannu, 2002, No 46, cr. 4583), B nemsax
peanusanud nyHkta 4 pasgena V Ilnana meponpusaTtit («OOpoXHON KapTbi»)
«M3MeHeHMs B OTpacisfX COLMAIBLHON cephl, HampaBleHHblE Ha IMOBLIIEHHE
3ppexTHBHOCTH  cdepbl  KYIBTYPBD»,  YTBEP)KAEHHOTO  pacmOpKEeHHEM
IIpaButenscrBa Poccuiickoit ®enepamun ot 28.12.2012 Ne 2606-p (CoGpanue
3akoHomarenscTBa Poccuiickoit ®emepanyu, 2013, Ne 2, ct. 137; 2014, Ne 19,
cT. 2470), 1 npeaHa3Ha4deHHl A (POPMUPOBAHUA OOOCHOBAHHBIX ONTHMAIBHBIX
nmoKaszaTesJel  TPYAOEMKOCTH  BBINONHEHHA  pafoT B rocyNapCTBEHHBIX
(MyHMUMnanbHeIX) 6UONHOTEKAX, OTIpeieNeHUA WTATHOW YHCIEeHHOCTH pabOTHUKOB,
BBIOAYH HOPMHPOBAaHHBIX 3aJaHMii M COOTHOWIEHHH MeXAy IUIAHOBHIMH M

TOTOBOPHBIMU paboTaMu.
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I1. HopmaTHBHasn 9acTh

1. TunoBEle OTpacneBEIe HOPMEBI TPYAA Ha pabOTEI, BEIMONHASMBIC B TOCYAapPCTBEHHBIX
(MyBununatbaex) Oubnuorekax (6e3 HenoABE30BaHHA ABTOMATH3HPOBAHHEIX CHCTEM YIIPABICHUS

MpONECCaMH)

1.1. Komnnexropanue 6ubnuoreutoro Goraa

Tabnuua 1
Ne Equnnua Hopma
w/ HanmexosatHe npouecca, onepaunu. Cocras padorol A BpeMeHH,
MHH.
1 2 3 4
Texymee koMmnekToBaHHe OHONMHOTEYHOTO oHA
IpocemoTp KHHTOH3ATENbCKOR H KHHTOTOPrOBOH
HHGOpPMAIMH:
1 |[mpocmotp KHUTOH3aTeNIbCKOM H KHHTOTOProBOM | OJIHA MO3UIUA 2,0
HHGOOpMaIHH
2 | mpocMoTp HHPopMaLMH 6YKHHHCTHUECKHX ayKIHOHOB OZIHA MO3HLHA 2,0
OnpeneneHue TeMBl H BHAA OOKYMEHTa, MOUIEXALNEro | OXHA MO3HLHA
0T60pY, BHIICHEHHE HEOOXOAUMOCTH MPHOOPETEHUS IS
3 | NOKYMEHTOB, KHHT, MAaTCPHATIOB 5,2
4 |(cTaponedaTHBIX H PYKOMHCHEIX JOKYMEHTOB 10,0
OnpepencHue 3K3EMIUIPHOCTY 3aKa3a; OJiHa MO3HLHA
5 {md noapa3neneHuit 0,89
6 | 1 OHGMHOTEKH B LieJioM 1,6
OdopMaeHne 2axaza; YKa3aHHe K2EMIUIAPHOCTH, CTOMMOCTH | OfIMH 3aKa3
3aKa3a, JaThl
KonuuecTBo 3aKa3aHHBIX Ha3BaHHUi:
7 11-15 40,0
g 116-25 65,0
9 (26-75 196,0
10 176 - 100 261,0
11 |odopMneHHe 3aka3za Ha 3apyDeXKHBIC RAOKYMCHThL OJIUH 82,0
AOKYMEHT
12 (nogroroBka cmHcka JOKYMEHTOB, NpellaracMblX K| OJHO Ha3BaHHE 26,0
MEXKIOYHApONIHOMY KHHrooOMEHy, CBepka CIHCKA C
KaTajioroM
13 [cocTapneHne KapTOMKH ANS KapTOTEKH opraHu3auuii- | OlHa KapToyka 6,0
MAPTHEPOB, YKasaHHe Ha3BaHMA OpraHM3anMii, azapeca,
Ha3BaHHsA 0OMEHUBAaEMBIX JOKYMECHTOB
PaGoTa B aBTOMaTH3UpOBaHHO#H cHcTeme (AC):
14 | BBOA 3aKa3a TEKYLUETO KOMIVIEKTOBAHHSA B §a3y fAaHHEIX AC | 0OHO HasBaHHE 4,6
15 | penakTHpoBaHHe BBEJCHHBIX B 0a3y HAHHBIX CBEeAeHMH 0| OOHO Ha3BaHuUe 2,5
3aKase
16 |BBIBOA HA NPUHTEP AAHHBIX TEKYIUEr0 KOMIUIEKTOBAHHSA, OHHH 1,6
pacrneyarka JOKYMEHT
17 | BeneHue peecTpa NOCTAaBINUKOB B AC ORHA MMOMLUA 83




N Hopma
13 Ennauia
/o HanmenosaHHe mpouecca, onepauun. Coctas padoTsl WM eDexrHs BPE€MEHH,
P
MHH.
1 2 3 4
Beaenue KapTOTEKH TEKYLIETO KOMILIEKTOBAHHS:
18 |cocTapneHNe KapTOuYKH, YKa3aHHe aBTOpa, 3arjiaBHA, | OAHA KApPTOUKa 4.5
BBIXOJHBIX AAHHBIX, PETHCTPALMOHHOTO HOMEpa
19 [nepeHecenne cBemeHHH 0 3akade Ha KAapTOYKM; YKa3aHHE | OOHA KapTOYKa 1,0
3K3EMIUIDHOCTH 3aKa3a, PacNpeAcNicHHE MO CTPYKTYPHBIM
NoApa3AeIeHUAM
20 |moabop kapToukd 10 andaBHTY LIS PACCTAHOBKM B | OZHA KapTOukKa 0.4
KapTOTEKY TeKYIIEro KOMIUIEKTOBaHHA
21 |paccTaHOBKa KapTOukH B andaBuTe ¢QamMuinit apTOpOB, | OOHA KapTOYKA 1,0
3arJlaBiil B KAPTOTEKY TEKYINET0 KOMILIEKTOBAHHA
OdopmiteHHe NTOANUCKH HA NEPHOANYECKHE H3AAHUS:
22 |ppifop Ha3BaHHA NEPHOAMHMCCKUX W3JaHHH IS TOANHCKH O/IHO Ha3BaHHE 2,7
23 | cOop 3adBOK OT NOApasAcieHHii OMONHOTEKW AN NOANHCKH | OAHA 3adBKa L5
Ha NEPHOAUYECKHE HIJAHUA
24 |cBepka pacleyaTKH CIHCKOB  YCJIOBHO  3aKa3aHHBIX | OJHO Ha3BAHHE 1,7
NEPHOAHYECKHX H3OAHHMH ¢ KapTOTekoH 3aKka30B, BHeCeHHE
W3MEHEHHH B pacnevaTKu CIIHCKOB
25 {cBepKka 3aKasa TEKYLUEro rojia Ha NepHOLHYSCKHE H3NAHHA C | OJ{HO Ha3BaHHE 24
MOANMCKOH MpeAbIayIuero roaa A BELABICHHA H3MEHEHHH
B Ha3BaHHAX; BHCCCHUE H3MCHEHUH NaHHBIX
26 |cBepka BBIXOAHBEIX JAHHBIX BHEPBHIE  3aKa3bIBAEMEIX | OJTHO HA3BaHHE 13,5
3apy0esKHbIX NEPUORHYECKHX H3AaHHH c
6ubnuorpadudeckuMi  CpaBOYHHKAMH W JpYTHMH
HHGOPMAIMOHHBIMH HCTOYHHKAMHU
27 {opopMneHRe 3akaza Ha [MOANHCKY; MOACYMET CTOMMOCTH| ORMH 3aKa3 84
NOANHCKH C YYCTOM MAOCTABKH, 3allONHCHHEC KBHTAHLIMH
abOHeMeHTa Ha ICPHOAHYECKOEe H3JaHHE
28 | cocTaBneHHe PpErHCTPALMOHHON KApTOYKH AN KapTOTEKH | 0JHA KapTovKa 45
NePHOTHYCCKUX H3TaHHH
Pabota B aBTOMaTH3HPOBaHHOM pekume (AC):
29 {BBOJ 3aKa3a Ha NEPUOIUYUECKHE H3JAaHHA B 0a3y BaHHEIX 0JHA KapTOYKa 3,5
30 | BBIBOJ Ha 3KpaH PErHCTPaLlMOHHOH KapTOKH, PACTICYaTKa OJlHA KapTO4Ka 1,8
31 {KOppEeKTHpOBKAa 3aKa3a: BHIBOA HAa 3KpaH CHHCKA| OfHO HA3BaHHE 1.8
NECPUOANUYECKHX H3ZaHHH; BHECEHHE H3MEHEHUH
IMoaroroBka AOKYMEHTALMH AU 3aKYTIKH H3JaHHH:
32 |ayknuoHHaA TOKYMEHTALIHA OIHH KOMIIIEKT 480,0
33 | moxyMeHTauuaA 4711 KOTHPOBOK OJHH KOMILIEKT 400,0
34 | noroBop / KOHTpaKT OJAHH KOMIUIEKT 240,0
35 | cocTaBieHHE TEXHHYECKOIO 3aJaHuA JJIA ayKIIHOHA OJJHH KOMILIEKT 240,0
36 {cocTaBneHHe CBOOHBIX TabMHMII M CIOHCKOB H3MAHHH N4 | OJIMH KOMILICKT 360,0

TAMOMXHH, COHpOBO.IlHTCJIbHOﬁ
MOXAYHADOAHOTO NTOYTAMTa

JOKYMEHTAllHU  Jid




N Hopma
o Eaunnuna
o HaunmeHoBaHRAe npouecca, onepannn. Coctas paboTsi H3MeperHs BpeMeEHH,
MHAH.
1 2 3 4
Mepenucka ¢  KHUrOTOPrOBBIMH  OpraHU3ALMAMH M
U3HaTeILCTBAMH, OHONHOTEKAMH, HAPUTCIAMH:
37 [cocrapacHKe, neyaTh TEKCTa MUCBMA (3anpoca, NPETCH3UH), | OOHO MHCEMO 10,2
PETHCTpalys B KHEIC HCXOAMIIHX JOKYMEHTOB (TIOCTAHOBKA
JaTbl, NOPAAKOBOTO HOMeEpa, YyKa3aHHe€ HaWMEHOBAaHHA
OpraHH3alHK, KPaTKO¢ COACPKAHHE THCEMA)
38 |coctaBnenne, Te4ate  ONMAroJapcTBEHHOTO  NHUCHMA,| OXHO MHCHMO 11,0
perucrpaiig b kuure Hapos 6H6AHOTEKH
39 |coctapieHHe, neyaTh MUCHMAa HA NpeABapHTENbHBIH 00CYeT | OOHO NHCEMO 52
H3JaHHH, TOArOTOBJCHHHIX K IPHOOPETCHHIO
40 | opopMmreHHe, OTHpaBKa 3aka3a H3JAIOIINM OpPraHM3allHaM, | ONHH 3aKas 3,1
PACPOCTPAHHUTEIAM
4] |aTpubyHHs M COCTABJIEHHE 3aKNIOUEHHS /IS IKCIEPTHOMH OOHH 360,0
KOMHCCHH NPH [TOKYNKE JOKYMEHTA JOKYMEHT
Hoxommnnexkrosanne 6ubnuoreynoro dhonaa:
42 |nmepenucka ¢ JluccepTallHOHHBIMH COBETAMH: COCTABJICHHE,| OJHA 3asBKa 20,0
Halop TekcTa NHCBMA (3ampoca, NPETCH3HH) B Clyvae
OTCYTCTBHA 00A3aTEIBHOTO IK3EMIUIApa JOKYMEHTA B hoHAe
43 |monydenHe 3adBKM Ha NpHOOPETCHHE JOKYMEHTOB OT| O[HA 3a4BKa 2,6
noApa3aAeIeHUH
44 | cBepka 3asekH ¢ «ba30il JaHHBIX 3aKa3a» OJHO HA3BAHHE 2,0
45 | mpocMOTP KapTOTEKH HEYIOBRNETBOPEHHOrO CIpOCa; aHAIN3 OHH 3,0
OTKa30B JUIA BbIIBICHHSA OTCYTCTBYIOLIUX AOKYMEHTOB JOKYMEHT
46 |coctapicHHe OMOMHorpaduuecKoil  3alHCH;  YKalaHHe | OfHA KapTOuKa 3,6
KOJIHYECTBA 3K3EMILIAPOB M CUTJIOB MOApa3AeneHU
Otfop  3NEKTPOHHBIX  H3JAHMH AN DNEKTPOHHOMH
oubnuorexu (Ob):
47 lothop ¢atina mo cmMcKam npemioxeHuit s b, npoeepka | oaHo HasBaHue 3,0
Ha  AYONETHOCTb, IIPOBCACHHE CBCPKH  3alHCH €
AMEKTPOHHBIM KatanoroM (IK)
48 impoBepka ACTHTHMHOCTH  PasMEIIEHHS  SNEKTPOHHOTO | ONHO HA3BaHHE 10,0
JokymeHTa B Db
Or0op ceTeBbIX yaaneHHbIX pecypcoB (CYP):
49 | npocMoTp KHUTOH3AATEALCKOM )’} KHHTOTOProBO#f | OJHH pecypc 2,0
HH$OpPMaLHH
50 jonpepencHue TEMEL pecypea, COCTaBa, YCNMOBHH 1OCTyna,| ONHH pecype 90,0
CO3JaHHE IEPBHYHON 3AITHCH B MACIOPTE pecypea
51 |opraHy3anus NPOBEACHHUSA TECTOBOTO focTyna k CYP OJIHH pecype 860,0
52 |3anonnHeHHe THCTA TECTHPOBAHHAS OHH pecypc 420,0
53 | BKIMOYeHHe 3a9BKH B ICKTPOHHEIH yKazaTens 3aKaza OJlHa KapTodKa 0,26

Ot0hop aokyMeHTOB H3 OOMEHHBIX (oHAOB 6HOMMOTEK MNA
JAOKOMIIEKTOBAHHA:




N E Hopma
. AHHHLA
o/ HanmenoBanHne nmpouecea, onepanun. Coctae paGoTsl H3MepeRus BpEeMEHH,
MHH.
1 2 3 4
54 | NpOCMOTP CHCKOB, KAPTOTEK, KAaTanoroB OOMEHHBIX (POHIOB | OIHO Ha3BaHHE 3,2
6ubnuorex, o0TOOP HYKHBEIX HAOKYMEHTOB, CBepKa ¢
KaTajjoraMB M KapToTekamMu  CcBoell  OubnuoTtekw;
COCTABJICHHE CMHCKA HAa JOKYMEHTH, OTOOpaHHHIE B
o6MeHHOM GoHIES
KonuyecTBO AOKYMEHTOB, BKJIHOUEHHBIX B CIIHCOK!
5511 3,6
56 12-10 37,4
57 |11-25 87,7
58 126 - 50 197,0
CoctaBneHne OMepaTHBHOIO (Texyiero) naHa
KOMIUIEKTOBAHWS:
59 | onpenecneHne MeponmpuATHI NO GOPMHUPOBAHHI) €RHHOTO| OJMH MNaH 1044,0
onma Ha TeKYLIMil roJ, OTBETCTBEHHBIX HCIIOJHHTENEH,
KOJIMYECTBEHHBIX nokasareneit o0bema donga
(moctynneHue, BRIOBITHE), HCTOUHHKOB MOCTYIUICHHUA, CMETHI
pacxoioB
Odopmienne miaHa KOMIUICKTOBaHHS B Gopme:
60 | rabnun oJna Tabnuna 2,6
61 | xaproTeku OfHA KapTouKa 2,6
Paborta B aBTOMaTH3upoBaHHOM pexuMe (AC):
62 | BBOA MJIaHa KOMIINEKTOBAHUA B a3y JaHHBIX AC OJHH TIaH 1,1
63 | koppekTHpoBKa 0a3bl OaHHBIX;, BBIBOA Ha 3KpaH; BHECEHHE OIHH 1,6
H3IMEHEHHH JOKYMEHT
1.2. [IpueM n yyeT NOCTYMUBIINX ROKYMEHTOB
Tabnuua 2
Ne Enunnua Hopma
HauMenoBaHHe npouecca, onepauuu. Cocras padoThl BpeMEHH,
n/n H3MepeHns
MHR,
2 3 4
Pacnaxoeka / ynakoBka H3JaHUi 0JlHa nayKa 2,5
2 [Pa3bop mOKYMEHTOB MmO BHHAaM, $3bIKaM, HMCTOYHHKAM | OJHO Ha3BAHHE 1,0
NOCTYIUIEHUS
3 | IIpoBepka OTCYTCTBHA OpaKOBAHHBIX 3K3EMILIAPOB OJHH 1,0
IKIEMILIAD
[IpreM ROKYMEHTOB, HOCTYIIHBIIHX C COMPOBOIUTENBHBIM
JOKYMEHTOM:
4 |nmpHeM AOKYMEHTOB IO CONMPOBOAHTENLHEIM MaTepHanaM OJMH 2,8
(JIMCT perucTpalMH, cuer, HaKnaxHad, KOMus Yeka, akT),| 3K3eMILAp

nogbop wux mno amhaBUTY aBTOPOB WM 3arjaBHii,
SKCIEOHUHOHHBIM HOMEpaM, CBEpKa ¢ COMPOBOAUTENLHBIM
JOKYMEHTOM, HpPOCTaBJICeHHE LEHH Ha H3JaHHH, MOACYET
YUCIIa K3EMITSIPOB, O0LEH CTOHMOCTH




Hopma
Ne Eaunnua
HaunmeHoBaHHE npouecca, onepanun. Cocrab padothi BPEMEnH,
n/n H3MeEpPEeHHA
MHH.
1 2 3 4
5 |npuem PYKOTMHCHBIX KHHT, NOCTYITHBIIHX c OJHH 30,0
CONPOBOAUTENBHBIM JOKYMEHTOM JAOKYMEHT
ITpuem auccepraumi:
6 | MOCTYNHBIIMX C COMPOBOANHUTENBHBIM IHCEMOM M3 | OMH JOKYMEHT 21,0
JluccepTanvOHHEIX COBETOB
7 |MOCTYNUBIUMX ¢  CONPOBOMMTENbHBIM  [HCBMOM M3 | OJHH JOKYMEHT 6,6
SKCIICNULHA
8 [mpuem aBropedepaToB muccepTauMii, MOCTYNMHBIDHX ¢ | OOHH JOKYMEHT 1,3
COTMPOBOJUTENLHEIM [THCEMOM H3 SKCIIEIHIHH
Tpuem JOKYMCHTOB, MOCTYMHBINHX 6e3
COTIPOBOAHTENBHEIX JOKYMEHTOB!
9 impoBepka Ha  AyONeTHOCTb, MNpPOBEASHME  OUEHKH | ORUH JOKYMEHT 3,1
JOKYMEHTOB
10 {cocrarieHHe aKTa Ha [IPHEM JJOKYMCHTOB OJHO Ha3BaHHUe 1,0
IlpueM  pyKOMHCHBIX  KHHMI,  mOoCcTynHBmHX  Oe3
COTPOBOAUTENBHBIX JOKYMEHTOB!
11 |coctaBneHne akTa HA TPHEM PYKOIIMCHBIX KHHr H | OBHH AOKYMCHT 0,1
JOKYMEHTOB
12 |npoeepka Ha HanH4gHe ONM3KHX MO BPEMEHH H TeMATHKe| OIHA 3allHCh 10,8
PYKOIMCHBIX KHUr H JokyMeHTOB 8 ¢onmax HUOP no
clyxeGHOMY, anpaBUTHOMY, YYCTHOMY KaTalory
[popencHre SKCTIEPTH3BI H OUCHKH PYKOMHCHBIX KHHUT M | OJWH AOKYMEHT
JOKYMCHTOB!
13 | opauraproit 600,0
14 |mOBBIHEHHOH CIIOXKHOCTH 1200,0
15 |Ha HHOCTpAHHBIX A3BIKAX 1200,0
16 |kaprorpaduyeckoro Matepuana 1200,0
17 {MySBIKANBHOTC COACPHKAHMA 1200,0
18 |pyxomuceil ¢ rpaBlOpaMH K H3OMaTepHaiaMy 1200,0
19 |npoBeaenue nepBHYROH aTpHOYIHH JOKYMEHTOB (peAKHX H | OJHH JOKYMEHT 10,0
HEHHBIX KHHI), oT60p B COOTBETCTBHM ¢ mpoduneMm
KOMILICGKTOBAaHHA M paclipefeneHHe o mnox(poHZaM U
KOJUIEKUMSM
20 )mpocTaHOBKA IUTEMNENs Ha 00OpOTE THTYIBHOrO JIMCTA H OOUH 0,26
Ha | 7-# cTpaHHLE NOKYMEHTa IKIEMILIAP
21 |mpOoCTaHOBKA PErHCTPALHOHHOTO HOMEPA Ha JOKYMEHT OOHH 0,26
IKIEMILIAD
22 [HakneWBaHWe Ha JOKYMEHT METKH JAf YCTpOMCTB OIVH 1,2
paanoYacTOTHOM uaeHTHUKaMU obBexTOB, | IK3IEMILLAD
AKTYaNH3aLHAd METKH
23 | pakneHBaHHE IUTPHX-KOXA HA 0GOPOT THTYNHHOIO JIHCTA H OIUH 0,26
06NI0KKH SK3EMILLIP
24 ) BHeceHHe pa3MeTku o GoHnaM Ha W3aHKe ORHH 0,26

IKICMILIAAP




Hopma
Ne Eanamma
o/n HaumeHoBaHKle nponecca, onepankn. Cocras padoTol a3Mepenus BpPEeMeHH,
MHH.
1 2 3 4
CBepka MOCTYNHBIIAX JOKYMEHTOB ¢  KAapTOTEKOH
TEKYLIETrQ KOMIUIEKTOBAHHA:
25 |nmoHCK KapTOYKH B KAPTOTEKE TEKYILUEro KOMIUIEKTOBAHHA, | ONHA KapTouka 0,52
CBEpKa KapTO4KH ¢ JOKYMEHTOM, BHECCHHE OTMETOK
26 [cocTaBlieHHe CIHCKAa PerHCTPAlHOHHBIX HOMEPOE HOBBIX | OAMH NOKYMEHT 0,36
NOCTYINECHUH JUlS H3TOTOBISHHSA TeYaTHOH KapTOYKH
PaGota B aBTOMaTU3HpOBaHHOH cHcTeMe (AC):
27 |cBepka nmOKYMEHTa ¢ yKazaTelneM 3aKa3aHHBIX H3/aHUM, | OJHO Ha3BaHHUE 3,0
BHECEHHME OTMETOK
28 |mpoeepka Ha myONETHOCTH MOCTYMUBIUMX U3AaHUH B 6aze | OAMH BOKYMEHT 1,6
JaHHBIX AC
29 |perucTpauus HOBBIX MOCTYIUIEHHI B 6a3e gaHHbIX AC ONWH AOKYMEHT 9,1
30 |opueM Y perucTpauus PYKONHCHBIX KHMP, NPOCTaBJICHHE OJIHH 3,6
OTMETKH B  PeTHCTPallHOHHOM  XYpHajde  HOBBIX HOKYMEHT
MOCTYTUIEHHH, KHUTE YY€Ta HOBBIX NOCTYIIEHHH
[IpreM U perucTpailus XyPHAIOB H raser:
31 |monGopka XypHaNOB H ra3eT no ajidaBUTy HasBaHHI, IOHCK | ONHH HOKYMEHT 0,94
PETHCTPAlMOHHON KapTOYKH B KapTOTeKe NOAMHCHBIX
u3JaHuH, OTMETKa HOMepa, JaTsl IONy4YeHHs H3AaHHs
32 |mpocrapieHHe INTEMIIENA Ha KypHae OUH XypHaJ 0,2
33 | mpocTaBNeHKE IITEMOENA Ha Ta3eTe OIlHA Ta2€eTa 0,16
34 | perucTpauMs HOBBIX IOCTYIUICHHI B 6a3e gaHHbIX AC OJIMH JOKYMEHT 2,6
[lpremM ® perucTpallusi CeTEBBIX YAANEHHBIX PECYPCOB
CVYP)B AC:
35 |nmpoBepKa ZOCTYIHOCTH pecypca (IpHeM) OIHH pecype 30,0
36 |odopMaeHHe CONPOBOAMUTENBHOH JOKYMEHTAOHH (aKkT| OAMH pecypc 10,0
npueMa)
37 | BBeACHHE 3aMHCH B peecTp yueta CYP OIHH pecype 4,8
38 |BBeaenue 3amucy B peecTp nacnopros CYP OJHH pecype 3,7
39 [nmoaroroBka ceeaeHuil ana caiita o CYP OJHH pecypc 20,0
AJMHHHCTPHPOBaHHE CETEBLIX YJANEHHBIX pEeCYpCOB B
aBTOMATH3UPOBAHHOM pesknme (AC)
ObpaboTtka 3anucedi and BeaeHHs HHPOPMALMIOHHBIX
MOUCKOBEIX CEPBHCOB:
40 | moxyMeHT OJIHO HA3BAHHE 4,0
41 | naxker/B]] OAHO 10,0
HAHMEHOBAHUE
43 | axTyanuzanns ceeaeHuti o CYP OJIHO Ha3BaHHE 6,0
44 | c6op cTATHCTHKH 0 cocTaBe U 06 ucnos3zopannu CYP OJIHO Ha3BaHHE 0,3
[IppgeM u oOpaboTka 3NEKTPOHHBIX H3IJaHHR s
2nekTpoHHol OHGIHOTEKH B AC:
45 |npopepka KkaudecTsa ¢afinop, pervcrpalua SNEKTPOHHOTO | ONUH AOKYMEHT 9,3

nokymenTa B DK, nepenaga daitnop Ha cepsep

@opMHpOBaHHE AaKTA TepeJayd HOBBIX TMOCTYIJIEHHH B
NpYTHE NOAPa3AeICHH !




Hopma
Ne Eannnua
o/n HanMmeHoBaHHe Apouecca, oncpaunn. Cocras padoTsl H3Mepennn BpeMeHH,
MHH.
1 2 3 4
46 B AC yepe3 mporpaMMy AUCNETUYCPU3ALHMH H3AaHHH OdHH 0,15
IK3EMILLAP
47 |B py4HOM peKHME OJIMH 2,0
IK3EMIAAP
Benenne «KHHIH cyYMMapHOTO yueTay
Pa3bop noxyMeHTOB NoO BHA2M, OTpaciaAM 3HaHUH, A3bIKaM; | OJHA 3aMHCh
MOJICYET YHCNIA JOKYMEHTOB, 3allACh Pe3yJBTATOB NOACHeTa
IO YCTAHOBIEHHOMH dopme B « KHHTY CYMMApHOTO yeTay
KonuyecTBO AOKYMEHTOB B IAPTHH NOCTYIUICHHIA:
48 |1 0,6
49 [2-50 30,8
50 |51-250 150,0
51 |BBOA CTAaTHCTHYECKHX HaHHBIX B 0a3y maHHbIX AC OZHA MAPTHA 3.1
52 | moacyeT MOCTPaHHWYHO 1O MOZMLHAM JAHHHX, NepeHeceHNe | oJHa NO3HUHA 1,6
HTOTOB Ha CIICAYIOLYIO CTPAHHILY
53 |cBepka (PUHAHCOBBIX AOKYMEHTOB OTACHA ¢ (PUHAHCOBBLIMH | OJUH JOKYMCHT 1,46
JOKYMEHTaMH OyXraJaTepHH
54 |odpopMiacHHE COMPOBOAUTENBHBIX IOKYMEHTOB (CUET, | OZWH AOKYMEHT 13,0
HAKJIAJHAsA, aKT) JUid nepesiad B Gyxranteputo
55 |odopmneHne WHBEHTapHOH KHHUTH, HyMEpaLus JIHCTOB,| OJHA CTPAHHLA 0,88
NPOCTARJEHHE HOMEPA B HHBEHTapHOH KHHIe
56 |3anuce OOKYMEHTOB 10 YCTAHOBJIEHHOH (oOpMe B[ OOHH ZOKYMEHT 2,8
HHBESHTApHYIO KHUTY, MPOCTAaBAEHHEe HHBEHTAPHOTO HOMepa
HA JOKYMEHTE
57 |nmpoBeneHHe HMHAMBHAYaIbHOIO Y4€Ta JOKYMEHTa [10| OHHH ZOKYMEHT 1,0
aKTOBOH CHCTeMe, MpocTaB/lieHHe HHBEHTAPHOTO HOMEpa Ha
JOKYMEHTE
58 [nmpoBencHWe HHAMBHAYANTBHOTO Yy4YeTa C INPUMEHEHHEM | OJIHA KapTodka 4,7
YYETHOIO Katanora: cocrapfieHHe OHOInorpadguiecKkoro
OTHCAHHA JOKYMCHTA; YKa3aHHE IIEHB], HHBEHTAPHOIO
HOMepa, roga MOCTYIUICHHS, HOMepa 3anmucH B «KHure
CYMMAapHOTO y4YeTa», 4Hcaa MOCTYNHBLIMX 3K3eMIUISpOB,
HX paclpeAeICHUE N0 NOAPa3AeICHUIAM
59 | puxcupoBaHHE B IKYpHale pETHCTpPalHH KapToueK| OJHA 3aMHCh 0,3
YYETHOT'O KaTajJora HHBEHTAPHOI'O HOMEpPA, HEPBOTO CJIOBA
3arJIaBus
60 |npocTapneHHe HHBEHTAPHOTO HOMEPA Ha JOKYMEHTE OJHH JOKYMEHT 2,6
61 |perucrpauys NaTeHTOB B HYMEPAIIAOHHOM KHHTE OJHH JOKYMEHT 0,3
62 |npueM aKTOB Ha BHIOLIBIIHE HOKYMEHTHI OT CTPYKTYPHBIX ONUH aKT 8,7
noapazdenenyii; sHecenne 3amucd B «KHHre cymmapHoro
yderay (2-1 JacTh); POCTABIEHHE HOMEPA aKTa
Hickiouerne T0KYMEHTaA 110 aKTY H3 YYeTHEIX dopm: OJHH JOKYMEHT
63 |MHBeHTAPHOM KHHTH 1.4
64 | yueTHOrO KaTanora 0,88
65 | olTACH HHBEHTAPHBIX HOMEPOB 1,0




HopMma
Ne Exunnna
HanmenoBanue nponecca, onepanun. Cocras padoThl BpeMEHH,

n/n H3IMCPCHHA

MHH.

1 2 3 4
66 | HexmoYeHHE BRIORIBIINX JOKYMEHTOB U3 0a3bl qaHHbIX AC | OTHH NOKYMEHT 1,0
67 |morameHue  HHBSHTApHOTO HOMEpa M IITEMIENS | OAHH JHOKYMEHT 0,5
HUONHOTEKH HA JOKYMEHTE

68 jnomammMBKa akTOB OJHH aKT 0,26

ITpumedanne: npH paGoTe ¢ JOKYMEHTAMH Ha HHOCTPAaHHBIX S3BIKaX K HODME BPEMEHH
MPHMEHAETCS MOBRIMIAIOIUH ko3¢ uiuenT 1,15,

1.3. bubnuoreuHas 06paborka goKkyMeHTOB. OpraHu3anus U B¢ICHUE KaTaloroB

H3OaHHE, CBepka €€ ¢ OpHITHHAIOM; BHECeHHe
OGHONMHOTEYHBIX OTMETOK

Tabmaua 3
N Hopma
[ HarumeHoBaHHE npollecca, onepauHn. Cocras Enununa
n/n padoTn! H3MepeHHs BpeMCHH,
MHH.
1 2 3 4
PaboTa ¢ meyaTHOH KapTOYKOii:
1 |dopmupoBaHHe KOMIUIEKTA TMEYATHBIX KapToYeK Ha| OOHA KapTo4Ka 1,25
OCHOBE MAIIMHOYHTAEMOM GHOHOrpadHICCKOH 3aITHCH
pa3bop KOMIJIEKTA EYATHBIX KapToYek 0JHA KapTOouKa 0,42
3 |moabop meYaTHBIX Kaprodek N0 ampasury qaMuiMii| OIHA KApTOYKa 0,43
aBTOPOB HIIM 3alJIaBHH A/ PAcCTaHOBKH B cnyxeOHYIO
KapToTeKy
4 |paccTaHOBKA KAapTOUYEK B CIYWEOHYIO KapTOTEKY OJHA KAPTO4YKa 0,96
5 | noafopka neYaTHRIX KapToueK K JOKYMEHTAM OJIHA KapTouKa 0,52
Crepka NOCTYITHBIIHX JOKYMEHTOB C KaTaJIOTaMH:
6 |mpoBepka IO KaTalory MOBTOPHOCTH JIOKYMEHTA;| OJAHA KapTodka 1,9
IEPEHEeCCHNE ¢ KaTAIOXKHOW KaprouxkH OHOMMOTEYHOTO
wndpa, MONHOrO HHAEKCA
7 |nonck B ciayxeOHOM KaTajore cBOJHOrO ONMCAHUA;| OJHA KapTouka 2,6
BHECCHHUE OTMETOK
8 |ojpopmmenne  nevyaTHOH — KapTOYKM,  HAmHMcaHHe| OJAHA KapTodka 0,68
HHBEHTApHOTO HoMepa, Hdpa U Apyrux GHOIHOTEYHBIX
OTMETOK
Tlpunucka gybneTos;
9 |cBepka AOKYMeHTa Ha AyOnmeTHOCTH 1O ClykKeOHOMY,| OOHO Ha3BaHHE 0,94
andaBUTHOMY, YHETHOMY KaTajory
10 |mpumucka  mybmera B KaTtanor:  TPOCTaBIeHHe | OXHO Ha3BaHHE 2,42
HHBEHTApHOTO HOMEpa; MNEpeHeceHHe IWHppa Ha
JOKYMEHT
[IpunHcka MPOACTKAIOUIHXCS U3NAHHH:
11 |moRCK B perucTpalMOHHOH KapTOTeKe KapTO4KH Ha| OAHO Ha3BaHHE 0,84
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Ne HaumenoBanue npomnecca, onepaunu. Cocras EauHunua Bl::hf::::l,
n/n padoThI H3IMEpEeHHH MR
1 2 3 4
12 |moMCK B KaTajnore KapTOYKH; OTMETKA MOCTYMIEHHA| OJHO Ha3BaHUe 3,1

COOTBETCTBYIOLIETO BBIITYCKa; NpoCTaBieHHe

MHBEHTApDHOTC HOMEpa, MM¢pa, BHeCEHHE JpPYTHX

GHOMHOTEYHBIX OTMETOK

dopmHpoBaHde 6ubIHOrpadHIECKo 3aITHCH

CocraBnenne OCHOBHO# Oubmmorpaduyeckodi 3amucH| oAHO Ha3BaHHE

HpH OTCYTCTBHH MEYATHOH KapTOYKH B JOKYMEHTE

{03HaKOMJIEHHE ¢ AOKYMEHTOM; COCTABJCHHE OMHCAHHUA;

BHeCeHHE GHOIHOTEYHOH OTMETKH)

KonuuectBo 3neMEHTOB ONIMCAHUA:
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
18 120-27 9,2
19 |coctaBnenne ocHoBROH OubGnnorpaduueckoll 3amucH ¢ 3,5

MOMOLIBIO MAaKeTa KapTO4YKH, HaNeUaTaHHOIO B KHHTE,

IIPOCMOTD H3AAHHA; CBEPKA C MAKETOM KapTOUKH
20 |coctaBdeHHe A00aBOYHOrO OINKCAHAA K OCHOBHOM| oOJHA KapTouKa 1,9

SubiorpadpHuecKoy 3anucy
21 |o3HakoMneHue c AOKYMEHTOM; COCTaBNCHHE | OJHH JOKYMEHT 3,5

AHAJIMTHYECKOH 3ANHCH
22 |cocTaBiaeHME CCBUIOYHOH KApTOYKH K  OCHOBHON [ oAgHa kaprodka 1,26

onbmorpaduieckoil 3anucu

dopmupoBaHue H6ubnuorpaduyeckoii 3aIHCH

YKOIHCHOH KHHIH

CocraBneHre oCHOBHON Oubnmorpagudeckoil 3anuch| OAHO Ha3BaHHE

(03HaKOMITEHHE ¢ IOKYMEHTOM; COCTABICHUE, OIMUCAHUE,

MPOCTAHOBKA OHOMHOTEUHOH OTMETKH )
23 |cpenneil cnoxkHOCTH 600,100
24 | nNOBHIIEHHOH CNOKHOCTH 1200,0
25 |Ha HHOCTpaHHOM f3BIKE 1200,0
26 | kapTorpaduyeckoro MaTepHaia 1200,0
27 | My3BIKANBEHEOTO CONePKAHMA 1200,0
28 |mopaGoTka ycTapeBmHX 3anuceii, He COOTBETCTRYIOIIHX |  OHHO Ha3BaHHe 300,0

COBPEMEHHBIM apXeorpagpuyeckuM HopMaM: AaTHPOBKA

pyKonucel o BOAAHBIM 3HAKAM; POCHHCH COAEPKAHHS

cOOpHUKOB ~ HENMOCTOAHHOrO  COCTaBa;  BHECEHHE

JOTIONHATEABHBIX CBEICHUH ¢ Y4YeTOM JAOCTH)KEHHH

COBPEMEHHOH HCTOpHOTpatHu

Penaxtupopanue Subnnorpapuueckoit 3anucu:
29 [npoeepka NPaBWIBLHOCTH DJJEMEHTOB 3alMHCH Ha] OJHA KapTOuKa 1,0

Kaproyke
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Ne
n/n

Hanmenosanue nponecca, onepaunn. Cocras
paboThi

Exnnnna
H3MEPECHHN

Hopma
BPEMEHH,
MHH.

2

3

4

30

opopMIIcHHE  KapTOMKH [UiA  IOyONMpoBaHHs  Ha
MHOJKHTEIIHOM —anmnapate; INpocTaBlIcHHE HHIEKCOB,
mnpoB, OUONIHOTEYHBIX TOMETOK, OMNpeAeNeHHe H
yKa3zaHHe THpaka KapToueK

OJHA KapTO1Ka

32

I'pynnosas 06paboTKa JOKYMCHTOB

Or6op  OAHOTHNHBIX  AOKYMEHTOB,  IOIEKAIHX
rpynnoBoi obpaboTke; cocTaBieHHe  obuieit
XapaKTEpPUCTHKH Ha KOMILICKT AOKYMEHTOB

OJHa Tpymnmna
JOKYMEHTOB

KomnuecTBo JOKYMEHTOB B Ipynne:

31

1-9

39,0

32

10- 15

60,0

33

16 - 30

106,0

34

NMpOBEPKAa NMPABHNBHOCTH COCTABJICHHA XapaKTSPHCTHKH
Ha KOMIIJICKT JOKYMCHTOB

OOHA
XapaKTEPHCTHKA

13,0

Pekaranoruzaius (3aMeHa KaTANOXHBIX KAPTOUEK):

35

CBepKa KapTOUKH ¢ JOKYMEHTOM; HCIpaBIeHHE CTaporo
6ubmorpadguueckoro onHucaHHd; COCTABJICHHE HOBOIQ
ONHCAHHY; MepeHeceHHe WHpa, HHBEHTAPHOTO HOMEPA,
OHONHOTEYHBIX TIOMETOK

OIHa KapTOoYKa

174

IToaroToBka K HHACKCHPOBAHHKY TOKYMCHTOE ONA
KaTanorobp:

36

HO,E[GO]J KapTO4dKH K TOKYMCHTY, CBCPKa H BACXKCHHC B
JOKYMCHT

OIHa KapTodKa

0,5

37

O3HAKOMIICHHE ¢ JOKYMEHTOM; YCTaHOBAEHHE TEMATUKH;
paclpeeieHHE N0 OTPACIIAM 3HAHHMS (110 TEMATHKE)

0OAHO Ha3sBaHHE

0,88

38

IPOCMOTP MHOCTPAHHBIX HM3OAHWH, NMEPEBON JAHHEIX Ha
PYCCKUHE A3BIK

OJHO H33BaHHEC

0,37

Cucremarn3auus JOKYMEHTOB!

39

cHCTeMaTH3aUMsd  OOKYMEHTAa €  HCMONb30BAHHEM
HHIEKCOB TEYATHOH KAPTOYKH WIH MakeTa KapTOYKH,
HAaNeYaTaHHOTO B  HM3JAaHHH, O3HAKOMJICHHE C
OOKYMEHTOM, T[IpOBEpPKa COOTBETCTBHA  HHJCKCOB
tabnuoaM knaccHPUKALNKM, NMPUHATHIM B OHONMHOTEKE,
MPOCTaBJICHHE HHACKCA Ha TOKYMEHTe

OJHO Ha3BaHHC

2,6

40

CHCTEMATH3ALMA JOKYMEHTOB NPH OTCYTCTBHH HEYATHOH
KapTOYKH i MaKeTa KapTO4YKH B H3JAHWH; OZHAKOMJICHHE
C JOKYMEHTOM; ONpefeNeHHEe HHACKCA Mo TabnHuaM
KnacCHPHKALHH, NPHHEATHIM B 6ubmoteke;
NpOCTaBicHAE HHACKCA Ha IOKYMEHTE

OJHO HA3BAHHE

4,7

41

onpefeNicHHe aBTOPCKOTO  3HaKa
aBTOPCKHM TabIHLIAM

JOKYMCHTa IIO

0JHO Ha3BaHHE

0,62

4?2

mudpoBKa JOKYMeHTa IpH (OpMAaTHO-HHBEHTAPHOM
paccTaHOBKe: ompeleneHre ¢opMara AOKYMCHTA,
HaNUCaHKeE 1M dpa

0JHO HA3BaHNE

0,42

43

pPCAAKTHPOBAHHE  KJIACCHQHUKAMOHHONO  HMHACKCA;
NpPOBEPKa MPaBHWILHOCTH HHAEKCA, ABTOPCKOTO 3HAKA

OJHO Ha3BaHHC

0,88
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Ne
n/n

HaumeHoBaHHe nponecca, onepanun. Cocrap
padoTbl

Eauuana
H3MEpPEHHA

Hopma
BpeMeHH,
MHH.

2

3

4

44

COCTABIICHHE KapTOYKH andaBUTHO-MPEAMETHOTO
KaTajiora (Ha HOBYIO TEMATHKY); HallHCAHHE HAa KapTOuKe
HHAEKCA, Ha3BaHHA KATANora M KapTOTEKH, B KOTOPBIX
OTpaKalOTCH AOKYMEHTBE;, YKa3aHHE CCBUIKH M OTCHLIKH,
CBAI3H MEXAY OTACNTBEHBIMU pyOpHKaMH

OAHa KapTOovKa

2,0

IlpenmeTH3aus AOKYMEHTOB!

45

NpeAMETH3AUA AOKYMEHTOB ¢ HCIO/Ib30BAHHEM PYOPHK
MEeYaTHOM KAapTOUKH; MpOBEPKA COOTBETCTBHA PYOpPHKH
MEeYATHOM KAPTOUYKH MPeAMETHOMY KaTANOTY

OJIHO Ha3BaHHE

2,6

46

npeAMeTH3anAsd JOKYMEHTOB NMpH OTCYTCTBHH HMeYaTHOH
KapTOYKH; O3HAKOMIIEHHE ¢ ROKYMCHTOM, OMpeAe/ICHHE
pYOpHKH

OOHO Ha3BaHHE

4,6

47

COCTaB/JI€HHE HOBBIX NPEAMETHRIX pYOPHK H NOAPYOpHK;
NepeHeCEeHHE Ha KAPTOUKH CITyskeGHOM KapTOTEKH

OJIHA KapTouka

1,3

48

PEAAKTHPOBAHHE TpPEAMETHOH pyOpHKH; mpoBepxa
NPaBUABHOCTH  NPEAMETHOR  pYGpPHKH, TOYHOCTH
HamHCAHHUS

OZIHA KapTOYKa

0,88

Opranuzanus aadaBHTHOTO KaTaOra:

49

nondopKka KapTouku mo andapuTy Qamunuii aBTOpOB
HJTH 3aTIaBHi JUT PACCTAHOBKH B ai)aBUTHBIA KaTaaor

OZIHA KapTOuYKa

0,36

50

paccTaHOBKa NMPERBAPUTENBHO NOAOGPaHHBIX KapTOUeK B
angaBUTHEIN KaTajor

OJHA KapTOouKa

0,36

51

penaKkTHpOBaHHE @I(paBHTHOTO KaTajgora; INpPOBEpKa
paccTaHOBKH KapTOUeK, MpPaBH/JIBHOCTH JO0ABOYHBIX H
CCBUIOYHBIX KApTOYEK; HCIPABICHHE OLIHGOK

OAHa KapTouka

0,88

52

HaHCAHHEC pazfenuTens And andaBUTHOrO Katanora,
yKazaHHe OYKBBHI, CTIOTa

OOHH pa3iaciInuTelb

0,88

53

pacCTaHOBKa pasfcnuTeNc B andaBHUTHBIH KaTasor:
noaGopka pasacnuTeNcH mo andaBUTy, MOHCK MecTa
pasze/HTeNns, YCTAHOBKA, 3aKpellieHHe CTEPKHS

OJHH pasaACnuTeb

0,36

Opraﬂusauus CHCTEMATHYCCKOI0 Katajuora:

54

noabopKa KapTOYKH MO HHACKCAM, BHYTPH pasjefa 1o
andapury (GaMHIHH aBTOpPOB HMAM 3arfaBHi 48
pacCTAHOBKH B CHCTEMATHUECKHH KaTalor

OJHA KapTo4Ka

0,42

33

paccTaHOBKA NMpeABAPHUTENLHO HOAOOPAHHEIX KapTOYex B
CHCTEMATHYECKHH KaTaunor

ONlHAa KapToYKa

0,42

56

peAaKTHpPOBAHHE CHCTEMATHUECKOTO KATaNIora: poBepKa
NPaBUILHOCTH HAMMOJHCHHSA pPasOenoB KaTanora o
COLEPIKAHMIO, HHACKCALMI H PACCTAHOBKE; HCIPABACHHE
OIITHOOK

OIIHA KapTOYKa

0,88

37

aHAJIM3 CHCTCMATHYECKOTO KaTalnora: HCIpaB/ieHHe
HHACKCOB, BHECCHHE H3MEHCHHH B aipaBHTHBIA KaTanor

OJHA KapTOdKa

5,2

58

HANMCAHHE  pasgenuTens A CHCTEMATHYECKOTo
KaTajnora:  yKasaHHe  HAWMCHOBAHHMA  paslena,
noJapasiesa H APYrux 0TMETOK

OJIHH pa3JeNHuTEND

2,6
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Hopma
Ne Haumenopanne npounecca, onepaun. Coctan Eananna BpeMenH
n/n padornl H3IMEPEHH ?
MHH.
1 2 3 4
59 |paccTanoBKa  pasAcaHTeNed B CHCTEMATHUSCKHH | OJIMH pa3sAeNuTeNb 0,42
Katator; noaGopka NO HWHAEKCAM, TIOHCK MECTa,
YCTAHOBKA, 3aKPEIIEHHE CTEPKHA
OpraHuzanys NpeMETHOTO KaTalora;
60 |nonbopka xapToueKk Mo NpeAMETHBIM pyOpuKaM, BHYTpH | OXHA KapTOouKa 0,42
pyOpHk 1o andaruty damMuIMil ABTOPOB HIH 3arnaBui
61 |paccTaHOBKA HpeABApPUTENBHO NOACOpaHHEIX KAPTOYEK B| ONHA KapToyka 0,42
MpeAMETHBIA KaTanor
62 |pedakTHpOBAHHE I[IPEAMETHOTO KaTalora: mnpobBepKa| OJHA KapTOuKa 1,0
NpPaBHIBHOCTH CCHUIOK, OTCHUIOK, pYOpHK
63 |HanucaHMe Ppa3sfENUTENA QA NPEAMETHONC KAaTalora,| ONHH pa3fciuTENb 23
yKazaHHe pyOpHUKH, OTCHUIKH, CCHUTKH
64 |paccTaHOBKA pa3sfAenHTeNs B IpeAMETHBIH KaTa/or, | ONHH pa3aciaHuTeNDb 0,42
MOUCK MeCTa, YCTaHOBKA, 3aKPEIICHHE CTEPIKHA
OpraHuzauus HyMepalHOHHOIO KaTanora HOPMAaTHBHO-
TEXHUUYECKON TOKYMEHTALIMH:
65 |mombopka KapTo4YKH MO BUJAAM AOKYMEHTOB, YCHOBHBIM | OIHAa KapTouka 4,3
uHppoBEIM 00603HAUCHHAM, alpaBUTY COKPAICHHBIX
Ha3BaHHii CTpaH, NATUHCKOMY ain(aBUTy (MHOCTPaHHBIX
CTAHAAPTOB), MO HOMEpaM NOKYMEHTOB
66 |paccTaHOBKa NpeJBapHTENbHO MOACOPAHHEIX KapTOueK B| OJHA KApTOYKa 0,41
KaTajior
67 |penakTHpoBaHME Karanora (mpOBEpKa TNPABWIBHOCTH | ONHA Kaproyka 3,2
bubnuorpaguuecxux OITHCaHUH, PacCTaHOBKY,
Henpapnedane owWMOOK); BHeceHHE JOTONHEHMH H
M3MEHEHHH B KaTajlor {OTMCHA, 3aMeHa, HM3MCHEHHd,
NpoJJIEHHE CpoKa AeHCTBHS ¢ YKA3aHUEM HCTOYHHKA)
68 |HamMcaHHE U paccTaHOBKa pa3fiesIHTENEH OJIH pa3fICIHTEND 1,3
Oprasuzalus U Be/IeHHE JTEKTPOHHOTO KaTalora;
69 |cBepka mMOCTYNMHBIIMX HOKYMCHTOB Ha AYONETHOCTh B| OJHH JOKYMEHT 1,6
NEKTPOHHOM Katajiore
70 |npunuCcka NPOAOCIKAIOLIMXCA U3NAHUH B DIEKTPOHHOM | OAWH AOKYMEHT 1,6
KaTanore
QopmupoBanue OuOnuorpaduveckoii samMcH A OIHA 3aIMHCh
MEKTPOHHOTO Katanora; BeoA B 0a3y MaHHBIX;
3aM0JIHEHHE COOTBETCTBYIOIIUX NMOMNEH!
71 | BpH HAUYUM MAKETA NEYATHOH KAPTOUKH 0,36
72 | npu OTCYTCTBHM NEYaTHOM KapTOUKH 0,42
73 | cocTaB/leHre AHAJIMTHYeCKOH 3aMHCH 3.5
74 | coctaBneHHe A00ABOYHBIX H CCHUIOYHBIX ONMHCAHKHN OJIHO ONHCaHHE 0,88
75 |penakTHpoBaHue OuOAMorpadgHueckoH 3anHcH B 0ase| OAHO ONMHCaHUE 1,3
JaHHeIX AC; BHECCHHE H3MEHCHUH
76 {BBOO mepeuHA MNpeOMETHHX pyOpuk apudmernko-| oauna pyGpuka 0,36

noruueckHx ycTpoictes (AJIY) k cHcTeMaTHYECKOMY
KaTaJlory ¥ reHepalbHOH CIIPABOYHON KApTOTEKE
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Hopma
Ne HanmenopaHue npoltiecca, onepaunn, Cocras EanHEDA BpeMenn
n/n paGorni H3IMEpEHHA ’
MHH,
1 2 3 4
77 |BHBOM Ha 3Kpan OHONHOTpadUYeCKHX 3anuced OZIHA 3anuch 0,83
78 |penaxTHpopaHue pyOpHK; HAIONHEHHE PA3Ae/oB OJHA 3aliuch 3,0
U3baTHE XapTOUYEK ¥3 KaTaNoros
U3baTHe KapTOYKH Ha HCKIMIOYCHHBIE W3 OHOIHOTEYHOro | OAHA KapTouKa
thoHAA NOKYMEHTBIL:
79 | andaBUTHOIQ KaTajora 0,52
80 |cHcTeMaTHueckoro Karanora 0,56
81 | npeaMerHOro Katajgora 0,56
82 | HymepallHOHHOrO KaTajaora 0,42
83 |uspatve SnOmuorpaduyeckolk 3AMHCH U3 INCKTPOHHOTO OHa 3aMUCh 0,84
Katajora
Texnuueckas o6paboTKa AJOKYMeHTa
HakneuBanne Ha JOKYMEHTE JHCTKA CpoKa BO3BpaTa,| OAMH AOKYMEHT
KapMalllka, SpAbIKa;
84 |nHCTOK CpoKa Bo3BpaTa 0,42
85 | kapmamex 0,42
86 |spbik 0,26
Hanucanue mudpa Ha JOXYMEHTE U SpIbIKe: OJIMH OKYMEHT
87 |na nokymeHTte 0,26
88 | Ha apabike 0,36
89 |nepeHeceHue GOPMATHOIO ¥ CHCTEMATHUYECKOTO INH(POB | OAMH KOKYMEHT 1,6
C KApTOUYKH HA JOKYMEHT
90 {odopmieHne KApTOUKH L1 THPaKHPOBaHHA OJHO HAa3BaHHE 1,0
91 |BHeceHHE HIMCHEHMI B KAPTOUKE MOCTE TAPAKUPOBAHUA | O/IHO Ha3BaHHE 0,42
92 |pacnpeneneHHe KaTalOXKHBIX KapTOYEK Ha HOBBIE| OfHA KapTOYKa 0,42
NOCTYIINEHHA MO CTPYKTYPHBIM MOAPA3fENcHUAM MOCIC
THPAKHUPOBAHHA
93 |3amonHeHHe KHHXKHOTO (QOpMYJdpa: yKazaHHe HQpa,| OIWH KHHKHEIHA 0,88
HHBEHTAPHOTO HOMepa JNOKYMeHTa, (aMHIHH H dbopMynsp
HHHLHAJIOB ABTOPA, €ro Ha3BaHus, LIEHbI, TOAA H3AaHHS
94 [3anofHeHHe¢ KApTOYKH HHOMKAaTOpa Ha JAOKYMEHT,| OAMH HHIHKATOp 0,88
HaNpaBsAEMBbIH B KHHTOXPaHEHHe: yKazaHue
HHBEHTApPHOTO HOMEpa, aBTOpa M 3arfaBHA, WHdpa
pacCTaHOBKH
95 {3aMOJHEHHUE MNEPENATOYHOH BEAOMOCTH Ha MApTHIO| OAHA BEIOMOCTH 0,42
HOBBIX TIOCTYILIEHHH
Pa6ota s AC
BoIBOO Ha KpaH YYeTHEIX $OpM; pacnevarka: oaHa ¢popMa
96 | THCTH! HHAMBHAYANBHOTC Y4eTa ZOKYMEHTOB 0,05
97 |mepemaTtoyHas BeXOMOCTL HOBBIX MOCTYIIEHHH 0,05
98 | kaprouka ¢ OrGnHOrpaduYeckol 3aMHChI0 A/ YUETHOTO 0,05
KaTajnora
99 | karxHBI dopMynap 0,05
100 | kapTouKa HHAKKATOpa 0,05
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ITpaMeyaHKe: K HOPMaM BPEMEHH IPHMEHSIOTCA NMOBHIIAIOIUHE KOy dHUHEHTRI:

- OpH cocTaBlicHHH GuOnuorpaduveckoro OHMCAHWA HAa JOKYMEHT, HA THTYJIBHOM JIHCTE
KOTOPOTO 42CTHYHO OTCYTCTBYIOT AaHHEIE A Subnuorpaduyeckod samie — 1,13;

- npu 6ubmuoreunoit o6paborke: kuHodoTopoHOZOKYMEHTOB — 1,21; HOTHBIX,
KaprorpadM4ecKHX, H30H3JaHHIt — 1,15, crelHaNbHBIX BHIOB HaYYHO-TEXHHUECKOH JINTEpaTYphl 1
JokyMeHTaumy — 1,10;

- npu paboTe ¢ AOKYMEHTaMH Ha HHOCTPAHHBIX fA3bIKAX, NPH OPTAHU3ALMH M BEACHHH
KpaeBeNUECKOTo KaTanora (KapToTeKH) H GHOIHOTEYHOro KaTanora Ha HHOCTPaHHOM A3bIke — 1,15,
Ha A3bIKaX CTpaH A3dH H AdpHkH — 1,5,

1.4. Pabota ¢ gorIOM
1.4.1. PaboTa no npueMy A0KYMEHTOB

Tabmuua 4
Hopma
Ne HaumeHoBaHHe npounecca, onepanan. Cocras Ennnuna BpeMenH,
n/m padoTLI H3IMEPCHHA MHH.
1 2 3 4
[TpueM DOXYMEHTOB B CTPYKTYPHBIX NOAPA3ACTECHAIX
IMpueM AOKYMEHTOB H3 OTAENA KOMIUIEKTOBAHHS, CBEpKa |  OXHA mapTHA
¢ CONPOBOAUTEIbHBIM MATCPHAIOM
KosnyecTBO 9K3EMILIIPOB:
1 (1-25 14.4
2 126-75 37,2
3 |peructpanMs HOBBIX NOCTYIUIEHHN NEPHOIUMECKMX ; OBHH JOKYMEHT 0,26
H3JaHRil, NpoCcTaBicHAE OTMETKH B perHCTpalHOHHOH
KapToTexe
4 |mpoBepka TOAOBOr0 KOMIUICKTa JKYPHanoB M raser Ha OIHH HOMEp 1,0
Ha/IIUNEe HOMEPOB
5 |npoBepka 3anBCH  Ha IICPBOM HOMEpPE I'OJOBOIO OJIHH HOMEDP 5,0
KOMILIeKTa:  IUH(pa, HOMEPOB, OTCYTCTBYIOLIMX
HOMEpPOB, MeCILICB
3anuce HoMepa B Tomorpaduteckyio  OIMHCH, OJUH HOMEP
TIPMIOXKEHHS ¥ CIICHHANBHBIEe BRINYCKH:
Ha PYCCKOM A3bIKE; 1,0
Ha HHOCTPAHHBIX A3BIKaX 2,0
8 |mpocTaBneHHe WTEMNENI CTPYKTYPHOTO NOAPA3AENeHHA ONHH HOMEp 0,26
Ha JOKYMEHTE
IToabop AOKYMEHTOB AJI pacCTaHOBKH B (OHJE:
9 (nogbopxa HNOKYMEHTOB MO  KiacCMHKALMOHHBIM | OJHH JOKYMEHT 0,52
HHJEKCAM, aBTOPCKOMY 3HAKY
10 {moabopxa noxyMeHTOB noO ¢opMaTy, WHBEHTApHBIM | OZHE HOKYMEHT 0,92
HoMepaM, IHdpaM pacCcTaHOBKH
11 |monbopka AOKYMEHTOB 1o an(aBHTY Ha3BaHHH, rojaM,| ONHH AOKYMEHT 0,48
HOMEPaM, PA3[ENaM, IOPSIKOBOMY HOMEpY
12 imombopka CNEOBHAOB  HOPMATHBHO-TEXHHYECKOH | ONUR AOKYMEHT 0,36
HOKYMEHTALMH IO KfhaccaM, MoAKIaccaM, TIpymmam,
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Ne HanmeHoBaHHe npoliecca, onepaunn, Cocras Eauuunira BE:N?::;
n/m padoTnl HIMCPEHHA ’
MUH.
1 2 3 4
NoATpyMNnaM, HHBEHTApHEIM HOMepaMm
Paccradosxa 6ubnnoreyHoro doxaa:
13 |paccranoBka  JOKYMEHTOB  Ha  CTEJUIakaX  B| OJMH JOKYMEHT 0,52
CHCTEMATHYCCKH-apaBHTHOM TIOPSIKE
14 |paccraHOoBKA NOKYMEHTOB Ha cTelllaxax B (OpMaTHO-{ OJHH JOKYMEHT 1,3
WHBCHTAPHOM TNOPAAKE
15 |paccranoBKa JOKYMEHTOB N0 an(aBuTy Ha3BaHHi,| OIOVH KOKYMEHT 0,63
rojlaM, HoMepam, pasjienaM, NOPsAKOBOMY HOMEDY
paccTaHOBKA HOPMATHBHO-TEXHHYECKOH MOKYMCHTAlMH | OJMH JOKYMEHT
A0  KjiaccaM, roaxtaccaMm, TIpynfiaM, [OAIpynnam,
HHBEHTapHBIM HOMEpaM
KonuyectBo JOKYMEHTOB B MoA0OpKe:
16 {1-5 0,52
17 16-10 5,2
18 |11-15 0,88
19 |paccTaHOBKA MOKYMCHTOB Ha CTEJIakax B OPMATHO-| OJHH JOKYMEHT 5,00
CHCTEMATHYECKOM H a(paBUTHOM MopaiKe (NpeAMETOB
H MarepHasioB rpaukn) B BHTpHHax H mkadax ¢
y4eTOM KOMILIEKCHOTO XpaHEHWs pPYKONMHCHBIX H
CTApOITEYaTHBIX KHHI
20 jpaccranoBka JOKYMEHTOB HAa MHKPOHOCHTENAX B| OJWH JOKYMEHT 3,0
HMHBEHTAPHOM H HYMEDALHOHHOM MOPASIKES
NpOBEpKa TPaBHJILHOCTH pAacCTAaHOBKM JOKYMEHTOB B| MaccHB doHAa
OTACNBHEX MaccHBax doHMa
KonuyecTso nposepsaeMbIX AOKYMEHTOB:
21 11-200 26,1
22 1201 - 305 42,0
23 1306 - 400 57,0
24 1401 - 600 88,0
25 |mepememeHKe (nepeseceHHe)  JOKYMEHTOB  Ha 0JHa NoAKa 4,0
cB00OJHBIE MECTA
O¢opmnenne nonowHeIx pasnendtened; HANUCAHUE | OJUH pPa3ICIHTEND
NOJSIOYHBIX pa3fienuTenei:
26 | g CHCTEMATHICCKOH PAcCTaHOBKH QoHpa 3,6
27 | nns popmatHOH paccTaHOBKH (oHzta 2,6
28 | nns andaputHOH paccTaHoBKH POHIA 2,6
29 | ana HymepauHoHHOH paccTaHOBKH (oHaa 2,6

Fpumeuanue: K HOpMaM BPEMEHH NIPUMEHSIOTCS HOBRILIAIONHE KOMDPHIIHEHTHI:
- npu noabope ¥ paccraHoBKe KAHOGOTOPOHOKOKYMEHTOB ~ 1,2;

- HOT, KapTorpagHuyIecKux, H3ou3nanuii - 1,5;

- npu pabote ¢ AOKYMEHTaMH Ha HHOCTPAHHBIX A3bIKax — 1,15;

- Ha A3BIKaX cTpaH A3HH H Adpuku - 2,0
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1.4.2. PaGoTta no coxpaHHOCTH (oHaa

Tabmuua 5
Hopma
Ne HanmenoBsanne npouecca, onepaunu. Cocran Eaunnua BpeMenn,
n/n padoThI H3MepeHHA MHE
1 2 3 4
IIpoeepka Gubnuoreynoro poxaa:
1 |HammcanWe KOHTPONBHOTO TalOHA HA OOKYMEHT: OJHH TAIOH 0,88
yKasaHHe HAa HeM HWHBCHTAPHOTO HOMepa, mmdpa,
daMUIMH, HHHLHAIOB aBTOPA, 3arfaBHA, roja, MecTa
W3/AHHA, UEHE], MECTa XpaHeHHS
2 |MapKupoBKa KOHTPONBHBIX TAJIOHOB: YCTaHOBKa, TIJE OJHH TAIOH 0,26
YYTCH [JBaHHBOE  JOKyMeHT {Y4YETHBIH  Kataor,
HHBEHTAPHas KHHIA); IPOCTABICHHE OMO3ZHABATEIIEHOTO
3HAKa
Hon6opxa KOHTPOJNBEHBIX TATOHOB: OJIHH TANIOH
3 | mo HHBEHTApHBLIM HOMEpaM 0,21
4 | mo andaBuTy haMunuii aBTOPOB HITH 3arTABHIH 0,31
5 [no wiaccHpUKaHOHHOMY HHAEKCY 0,52
6 |cBepka KOHTPONBHEIX TAIOHOB ¢ WHBCHTapHOH KHHIOMH, OJIHH TaJIOH 0,21
OTMETKA NPOBEPKH HA TAJTOHE U B KHUTE
7 |cBepka KOHTPOJNBHBEIX TANOHOB C YYETHHIM HIH OJIMH TaJIOH 0,26
angaBUTHLIM, TOMOTpadHUECKHM KAaTANOraMH, OTMETKA
HA TAJIOHE H B KaTAJIOTe
8 jaHanuz ¢opMBI WHAUBHOYaAbHOTO YYETa; BHIABJICHHE | ORWH JOKYMEHT 1,3
JOKYMEHTOB, HE MPOLIEIINX MPOBEPKY
0 |cocTaBneHHe KapTOYKH Ha AOKYMEHT, H¢ MpOLIENIHi | OAHWH NOKYMEHT 0,83
NPOBEPKY
10 [nmomck IDOKYMEHTOB, He NpPOWEMUHX MNPOBEPKY, MO| OAHH ZOKYMEHT 3,6
Pa3sUYHEIM YYeTHEIM GOpMaM, KapTOTEKaM, XypHAlaM,
KHIDKHBIM [10JIKaM
CoctaBneHHe CMHCKA HENOCTAIOIIHX B (oHAe OJIHH CIHCOK
JOKYMEHTOB
KonuuecTBo JOKYMEHTOB B CITHCKE:
11 |1 0,78
12 {2-10 8,3
13 {11-25 19,3
Or0op TOKYMEHTOB 1151 H3BATHA H3 oHna
[IpocMOTp HOKYMEHTOB Ha MpeAMET H3BATHs U3 (OHMA; OIMH OKYMEHT
14 | HenpodHALHBIX 3,1
15 | ny6neTHBIX 1,6
16 | ycTapeBlIHX MO COAEPHKAHHIO 3.1
17 |BeTxHX 0,88
18 | MamoOKCIONBL3YEMBIX, HEHCTIONB3YEMBIX 2,6
HoarotoBka AOKYMEHTOB K aKTHPOBAHHMIO:
19 |noxbopka AOKYMEHTOB B MAPTHH MO NPHYHHAM H3BATHA, | OAHH JOKYMEHT 0,36
CBEpKa ¢ KHIXKHBIM (OPMYIIpOM
20 |nmoaGopka KHHXHBIX (OpMynspoB Ha JOKYMEHTax B| oAHH dopMynsap 0,42

NopsiAke HHBEHTAPHBIX HOMEPOB, aldaBHTa, YXyPHAIOB -
10 Fo/IaM M HOMEpaM
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Ne
n/n

HaumeHnoBanue npounecca, onepanuu, Cocran
paborbl

Eaunanna
Hsmepeﬂna

Hopma
BPC¢MEHH,
MHH

2

3

4

CocraBieHHe CHUCKA K axkTy BBIOBITHA (mepematu);
noacueT obeil CyMMEL, 0QOpMIEHHE aKTa

OIHWH aKT

KonuuecTBO JOKYMERTOB B CIHCKE:

21

1

0,78

22

2-10

78

23

11-25

19,3

[loaroroBxa JOKYMCHTOR B HCPONLICT.

24

oTOOp AOKYMCHTOB JNI4 TepPeIneTa; posepka COCTOAHUA
BOKYMEHTA; 3aNONHCHHE (CBEpKa) KHHXHOTO GopMyIapa

OJIUH JOKYMEHT

3,4

25

nonfopka  KOMINEKTOB, CBASHIBAHHE B  [AYKH;
oGopMIIeHHE JOKYMEHTOB [T Mepead B Ieperney

ORHH NOKYMCHT

2,6

26

MOArOTOBKA JOKYMEHTOB K BOCCTAHOBIEHHIO: moibop
DOKYMEHTa, SHANOTHYHOTO NOBPSKICHHOMY;
odopMIeHHE 3aKa3a Ha KOMHPOBaHHKe

OIOUH ZOKYMEHT

2,6

27

HpUeM 3aKasa 1oCe KOMHpOBaHHA, NMPOBEPKa KavecTea
KOTHIii, TOAroTOBKA ACKYMECHTA K IepenneTy

OOVH JOKYMCHT

0,83

28

HOpUEM ZOKYMEHTOB M3 MEPEMieTa: CBepKa NOCTYNMHBIINX
H3 mepemieTa JOKYMEHTOB ¢ KHHXXHBIM (OPMYIAPOM;
OpoRepKa  KadecTBa  MEPEINETa;  BOCCTAHOBICHHE
3arfaBMs;, HamucaHue mHpa Ha APNBIKE, KOPELIKEe
JOKYMEHTa

OIMH JOKYMCHT

5,2

TToxuKBeKa ra3eT H TOHKHX XYPHAIOB:

29

onpeneneHue dbopMara, BIOKEHAS KOMIIEKTa XKYPHAIOB
B MAnmKy HYXXHOrO (popmarta, 3aBA3BIBAHVC, BEIHCCEHHE
mudpa, Ha3BaHKA, rofia H3AAHKA, HOMEPa XKYPHAIOB Ha
00IOKKY H KOPEIIOK MankH

OJHa OanKka

13,0

30

packiagka raseT 10 Ha3BaHUAM: IIpPOKaJBIBaHUE,
BIOXCHHE B KapToHHyle  ofnoxky  (nanmky),
NpoLUHYpoBKa; OdopMncHHe 00NMOXKKH (Ha3BaHMeE, Tof,
HOMEp, MecH11)

0OHa narnxa

9.4

Menkuii peMOHT hoHza:

31

NOAKNEeHKa JOKyM€EHTa, KapMAalIKOB, APABIKOB;
BOCCTAHOBIIEHHE 3ariaBuii

OIHA narka

4,2

PecTaBpaliig KOpeIIKoOB:

32

onpenencHiue of6bema paboTe; ymaneHHe CTaporo
KOpeLlUKa, TOATOTOBKa KoneHKkopa (00pe3ka, moakneiika);
npolHBka ©070Ka JOKYMEHTA, TMOAK/EHKA HOBOIo
Kopelllka, pa3MeLIeHHE MTOJ npece

OIHH KOPEMIOK

60

Pectaspauus cTpanun;

33

onpeacneHue obvema paboTel; moaKieika ¢ororpaduif,
KapT, Yeprexeii; BOCCTAHOBJIEHHE HYacTeH CTpaHHLL

OIHa CTpaHHLa
(e1p.)

10

O6ecnbelnHBaHue $OHAA:

34

oGecnbuiuBanne  ¢GoHIA ¢ NMOMOWIBIO  MBUIECOCA;
obecneyeHue pabouero MecTa TeXHHYECKHMH
CpPEACTBaMH; TMPOBCACHHE OOCCHBUIMBaHHA, 3aHOC
TEXHHYCCKHX CPEACTB B MECTA XPAHCHHA

OIJHa MEpOIIONKa

12,0
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N Hopma
] HaumenoBaHue npouecca, onepaunn. Cocras Eannnua
n/n padoTsi H3MEepeHHA BpeMent,
MHH
1 2 3 4
35 |pyunoe ofecupunuBaHue ¢oHna; obecriedyeHue pabodero| OXHa Meponoixa 94
MeCTa TEXHHYECKUMH CPEJICTBAaMH; 3aHOC TEXHHUYESCKHX
CPEACTB B MECTa XPAaHEHUSA
[TpuMeuanue: K HOpMaM BpEMEHH NPHMEHAIOTCA MOBBILIAIOILAE KOIPPULHEHTHL:
- npd pyuHoM oO0eCHbUIHBaHHH (OHJA HOTHBIX, KaprorpadHyecKHux, H3OH3AaHHI,
aucceprauui —1,2;
- pH o0ecnbUTHBaHUHU (POHAA ¢ NOMOILBIO MbUTecoca — 1,3,
1.4.3. Uzyuenne bubnnorednoro Gonaa
Tabnuma 6
Ne H Hopma
. aHMeHOBaHHe npoilecca, onepauun, Cocras Eaunnnna BpeMenH
n/n patoTnI H3MEepeHHs ’
MHH.
1 2 3 4
[MonroropuTensHas patota no H3YUYEHHIO
Oubmuoreunoro goHaa:
! |cocraBnenne  mmaHa  paloTHl MO H3YYEHHIO ONTHH TNaH 214,0
ubnuoreunoro poHaa (dact honaa)
2 |moaroropka HHCTPYMEHTApHS no H3yYeHHIO [  oxHa Tabnuua 6,3
oubnuoreunoro ¢onpga; cocrapneHde TabHMMLBl MO
Pa3JIHYHBIM aCTIEKTaM H3YYEHHA
3 [nmonbopka 6ubnuorpagrueckux nocobuit,| omHo nocobue 20,0
HHG(POPMAIIMOHHBIX CITHCKOB AT MpoBeAcHHA paboThl Mo
H3yueHHI0 6ubHoTEUHOrO PoHAa
4 |MmoATOTOBKA HHCTPYKTaXa I MpPOBeJeHHA paGoT 1o | OAHH HHCTPYKTaX 83,0
H3ydeHHo GubnuoTeunoro gonaa
bubmiorpaduaeckoe usyucHne Snbimorednoro Gonga
OzHakomiieHHe ¢ cofepxaHueM Oubmuorpaguueckoro| omHO nocodue
nocobusa, MHGOPMALHOHHOTO CIHCKA JUIA NPOBEACHHUA
paboThl 1o u3yyeHHo 6UGNHOTEUHOrO doHAA
KonudecTso Ha3BaHHI B MocobUH:
5 11-25 15,7
6 126-50 34,0
7 151-100 68,0
Ceepka KaproukH Karanora ¢ OubmuHorpaduueckHM | ofHa KapTOuka
OMHCaHHEM JOKYMEHTa, YKa3aHHOTO B TOCOOHH;
BHECEHHE OTMETKH O HAIHUHH NOKYMEHTa B hOHAC!
8§ |[angaBHTHBII KaTajgor 0,26
9 |cH¢TeMaTHYeCKHH KaTaaor 0,42
10 [coctarnenne Gubmuorpaduueckoro omMcaHus Ha| OJHa KapTouka 2,6

OTCYTCTBYIOILHE B OHOIHOTEKE NOKYMEHTHI
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Ne Hanmesosanue nponecca, orrepaunan. Cocras EnnHnua B;{:hf:::l’
n/n paboThi H3MEpeHHA ML
1 2 3 4
NMPOCMOTP HANONHEHHS CHCTEMAaTHYECKOrOo KaTajJora B| OJHA KapTOYka
Pa3NU9IHBIX acTeKTax (Mo OTpaciiM 3HaHUA, BHIAM,
rofaM); COINOCTARNCHHE TMOMYYEHHBIX JAHHBIX C
TEMATHKO-THIONOTHYSCKUM (NIePCMEKTHBHEM) MIaHOM
KOMINIEKTOBAHHMSA; YTOUHCHHE, BHECCHHC KOPPEKTHB B
NJ1aH KOMIIIEKTOBAHUA
KonuuecTBo KapTodex B JIIHKE:
11 |1-500 43,0
12 |501 - 1000 85,0
13 11001 - 2000 173,0
CratucTHuecKoe H3ydeHHE OnbnoTeuHoro donza:
14 |3anonHerue craTucTHUeckuX Tabmun (Mo coctamy,| oaHa TabnHna 19,3
IUHAMHKE ¥ CTENEHH HCMONL30BaHUS OHONHOTEUHOrO
($honxa) Ha OCHOBAHKH YUETHOH HOKYMEHTAlluH
15 |pacuer noxasarenci KHUT000ECHCUEHHOCTH, | OJHH NOKa3aTeNb 2,0
0bpalacMOCTH, YUTAEMOCTH
16 |cnyomHON MPOCMOTP MAOKYMEHTOB Ha CTeIaXax,| OAHH JOKYMEHT 0,34
MOACYUET MO KHIDKHBEM (GOpMYyNspaM HIH JIUCTKAM CPOKa
BO3BpPAT2 KOJIMYECTRA KHATOBBAY
17 |mapkMpoBKa  HEHUCTONb3yeMO#l  4acTM (OHAA B| OIWH JOKYMCHT 0,26
3aBHCHMOCTH OT HNpPUYMH, BBI3BABIIHX  HH3KYIO
obpaumaeMocThb
18 {3anomnenue Tabnuubl HHTEHCHBHOCTH HCHONB3OBaHMA| OJHa Tabmuua 50,0
oubnnoreunoro douaa
CoctapneEMe ¥ aHOM3 TabMuMl 1O M3YYEHHIO
6ubnnoreuHoro ¢goHaa
Coctasnenue TabauIpI;
19 {mo  coctaBy,  pasBHTHIO W HCHONL30BaHMIO | OJHA Tabmupa 63,0
6uGnuoreynoro douaa
20 jmo creneHm Hcnons30BaHMA (OHAA B pasNMYHBIX |  OpHa Tabnuuia 68,0
acneKkTax (B OTpacneBoM, MO BHAAM H3AaHHiT)
2] [mo o0beMy HEHCHONB3YeMOl M ManocmpaliuBaeMoil | oxHa TaGnuua 63,0
4acTH (JOHOA M NPHYHHAM €€ HAKOTUICHHS
AHanu3z Tabnuner: oJHa Tabnuua
22 im0 cocTaBy, pasBHTHIO M HCIOAB3OBAHMIO| oznHa TaGmuua 56,0
6ubnuorevnoro ¢poHaa
23 {mo cTemeHH HCMOML30BaHHMA (JOHAA B pasNMuHEIX | oxHa Tabauma 56,0
acnexTax (B OTPaceBOM, MO BHAAM H3AAHUH)
24 ([mo coctTaBy M  BEeNHYMHE HEMCHONB3YeMOH ®| oaHa Tabmuua 60,0
MajocnpairusaemMoli uvactH ¢oHZA M NpHYMHAM ¢e
HaKOIICHUS!
25 |cocTaBleHME ILMaHA MCEpOTPHUATHI H NpEIOKEHHH Mo OJIUH NNaH 161,0

pe3ynbTAaTaM H3yueHUs oHaa
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[Ipameganue: Bpems NpoBeAEHUS HHCTPYKTaXa B HOPMY BPEMEHH HE BXOIUT; NpH paboTe ¢
JOKYMCHTAMM Ha HMHOCTPAHHBIX S3bIKaX K HOPMaM BpEMEHH TNpHMEHSETCA MOBBIIAIOMIHI
ko dunuenst 1,15,

1.5. O6cnyxuBanHie yutTaTeac
1.5.1. Pabora ¢ yutarenem

Tabnuua 7
N H Hopma
] AHMEHOBAHHE Nponecca, onepauuH. Cocras Eannuna
n/n paoThl H3IMEpEeHH: BpeMeHH,
MHH.
1 2 3 4
3anuck yuTareng B GUOIHOTEKY:
1 [npocmotp JIOKYMEHTOB YHTATENS (macnopr,| oaWH YMTaTENH 1,7
YAOCTOBEPEHHE, MOPYYHTENBCTBO); NpOBEpKa HaHuHS
YUYETHO-PETHCTPAlHOHHON KapTOUKH YHTATEN
2 |3anonHeHHe dopMynspa YHUTATECAA, YYETHO- | OOWH YUTATENDb 2,0
PETHCTPANMOHHON KapTOUKH, YATATENRCKOTO OUneTa
3 [O3HaKOMJICHHE YHTATeNnd ¢ TNpaBHJIaMU TONB30BAHHA | OJUH YHTATE/b 5,0
6ubnuoTexol, pacmoigKeHHeM (OHAA, CHpPABOYHBIM
annaparoM
4 |moMCK H  pacCTaHOBKA  YYETHO-PETHCTPalMOHHBIX | ONHA KapTouka 0,26

KapToyek no andasuty dhaMusmii uatarenei
[lepeperncTpatius unTarencit

5 !nouck ¢opMynspa (perHCTpPaUMOHHON  KapTOUKH)| OJHMH YHTATENb 12,0
YHTATENA;, BHECCHUC H3MEHCHHN B HUX M YATATENbCKHN
funer (yTOYHeHHe AHKETHBIX JAHHBIX, HOBOTO
YUTATENbCKOre HOMepa, JaThl epeperucTpalliy)

Januch (nepepeructparius) guTarenei B
ABTOMATH3HPOBAHHOM DEXHME:
6 [HaGop Ha KnaBHaType CBEACHHWH O wuTarene: GaMUiMA,| OIMH YHTATEINB 6,0

HMS, OTYECTBO, XapakTepU3YIOLIME €ro MpH3HAKU
{oOpazoBaHue, COCLHANBHOCTE, HHAY HHpOpMALHS), KOA
7 |OCYUIECTBICHHEC KOHTPOJIA 3a BO3MOXHBIM Halu4HeM : OIHWH YUTATENb 1,0
NMaHHBMIX O YWTATeNle, 3aANMHCABIIMMCH B OUOMMOTEKY
(paHee 3amHcaH, JHLIEH IIPpaBa NOJB30BaHHA)

8 !odopMnenre Koga yHTATENA ¢ KOHTPONBHBIM Pa3pafoM | OAMH YHTATENb 0,52
H CpPOKOM TOJNB30BaHHA YHTATENECKMM OmieroM Ha
OCHOBE BEIAAHHON HHDOpMALHA

O |BbiBegeHHEe Ha MNpPHHTEP CBEACHHH O 3aMMCABLIEMCA| OXUH YHTATESb 1,3
ygTarene B Buae Onanka, Bripe3aHue OaHKa U BKICHKA
€r0 B YHTATENBCKUH Ouner

Pabota gucneryepckoit cnyxObI:

10 {opuem  uurarenecxkoro  TpeGopaHmA;,  npoeepkal oAHO TpeOoBanHe 0,73
NPaBUIBHOCTH 3aMOJIHCHUS TpeOoBaHWii, YTOYHCHHE
MecTa XpaHeHHs JNOKYMEHTOB; OTMETK2 B
OUCTICTYepCKOH  ceTKe, nmepeAaya TpeOOBaHHA B
KHHTOXpaHEeHHe

Boimonnenne Tpefopanuifi  moTpebuTeneil, BhAava
JOKYMEHTOB W3 OCHOBHOT'O KHHIOXPaHCHHA:
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Ne HanmeHopanue npouecca, onepauun. Cocras Eaunuua B‘::ﬁf::;,
n/n padoThl HIMEpeHHA MR
1 2 3 4
11 |nmonyueHue TpeGoBaHuH, perncTpauusd, noadopka ux no) onHo TpeGoBanue 3,0

AppaMm

12 |moMcK AOKYMEHTa, HAHECCHHE OTMETKH Ha TpeboBaHuM, | 04HO TpeGoBaHHE 5,0
KHEXHOM dopMynape, TUCTICTUCPCKOM CeTKE

13 |ycTaHOBNCHHE MeEcCTa HaxXOXKIAEHUWA HeHalAEHHOro | ofHO TpeGoBaHHE 7,0
JOKYMEHTA 1O CMPABOYHLIM KApPTOTEKaM, KaTaJIoraM

14 |Bpimaya SHOKYMEHTa M3 OTAENA  KHUTOXpaHeHHs | OJUH NOKYMEHT 2,0
noTpeSUTENIO; OTMETKA Ha KHHXHOM QopMmynape,

TpebOoBaHHH

15 |npuHATHE AOKYMEHTA OT NOTPeOUTENA; MOUCK KHWKHOTO | OAMH OOKyMEHT 3,0
dopMyiapa, TpeOOBaHH; MoramenHe OTMETKH O BELJAYe
Beilaya KOMINEKTOB JNOKYMEHTOB BO BpPEMEHHOE
MOJIL3OBAHHE MOAPA3AEICHHAM OHONHOTEKH:

16 |odopMaeHHEe 3adBKM Ha KOMILICKT JOKYMEHTOB, OJIHA 3as1BKa 5,0
niepelaBacMbiil B CTPYKTYPHOE NOApa3CeHHE

17 |noabop AOKYMEHTOB B KOMIUICKTBE, HAMHUCAaHUE BTOPOro| OOUH AOKYMEHT 40,0
IK3EeMILLIPA KHIKHOrO GOpMYIIspa (MHAWKATOpa)

Beliada  KOMIDIEKTOB  AOKYMEHTOB;, OTMeTKa Ha| ORWH JOKYMEHT
KHIXKHOM  ¢dopMynape (AHIMKATOPE) ZaTh BLULAYH,

JAAHHBIX HOAPA3JCACHUS, NONTYYAIOWIEro KOMILIEKT

KoaHuecTBO AOKYMEHTOB B KOMIUICKTE!

18 |25 6,8

19 |50 13,5

20 (200 108,0
Honyd4enne KOMIDIEKTOB MOKYMCHTOB OT CTPYKTYPHBIX | OJdH KOMILIEKT
noApasficNCHHH;  MOHCK  KHixkHOro  opMmynapa
(uaauKaTop); norameHHe OTMETKH O BHIIa4e, BIOXKCHHE
€r0 B JOKYMEHT
KoniecTBo AOKYMEHTOB B KOMINIEKTE:

21 |25 6,8

22 |50 13,5

23 200 108
ObcnyxuBaHne YuTaTENCH B YHTATBHOM 3aJ1¢:

24 |npoBeacHME KOHCYNbTAllMH, Oecefpl C YHTAaTeneM Y onHa 5,0
KaTaNloroB, KapToTex, KHHXHBIX TIONOK, | KOHCYJbTalHNd
HHGOPMHUPOBAHHE YHTATEN O HOBBIX MOCTYILICHUAX
Honbop AoKyMeHTOB B MOACOOHOM (POHAC YHTAIBHOTC | OAUH AOKYMEHT
3ana; nepefaya Ha Kadeupy BHIAYH:

25 [mo TpeboBaHHIO YHTATENA 2,0

26 | o YCTHOMY 3ampocy 1,7

27 | o onpeneneHyon TeMe 3.1

MNonGop nokymentoB mno y4eOHoN nporpamMe Ha
OCHOBa#HHHU MaKeTa KOMIIeKTa JOKYMEHTOB,
BBIIABAEMEBIX  CTYACHTaM; noafop YUcOHHKOB [0
dakyneTeTaM, KypcaM, TIpynmmaM; cBepka KHHMKHBIX
(OPMYJNApPOB ¢ HA3BaHWEM KHHUT, HHBCHTAPHBIMH

OJHH KOMIUICKT
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Hopma

Ne HaumeHoBaHHe npouecca, onepanun. CocTas Eaununa BpeMenH,

n/n padoThI H3MEpPCHHA MHEL

1 2 3 4
HOMepaMH
KonuecTso 1OKYMEHTOB B KOMIUIEKTE:

28 [10 2,7

29 (20 5,4

30 |40 10,8

31 |Bplmawa mOKYMEHTa: CBepKa BBIAABAEMOTO JOKYMEHTA C| OIHH JOKYMEHT 2,0
YyUTaTeNbcKUM  TpeGoBaHHEM;, MpOBEpKa  HaNHYHA
CTPaHMI[; BHECCHHE 3alHCH HA  YMTaTEIbCKOM
TpeOOBaHMH (KOHTPONBHOM JIHCTKE); BIOXKEHHE B
YHTATENbCKHI ouner, pacCTaHOBKa, OTMETKA
KHHT'OBbBLIAYH

32 monmyveHH¢ MOKYMEHTa: CBEpKa ero ¢ TpeOoBaHHEM | OIMH AOKYMEHT 2,0
{KOHTPONBHBIM  JIHCTKOM); TNPOBEPKa COXPAaHHOCTH
OOKYMEHTa, HalH4uA CTpaHHL, BHECEHHE OTMETKH O
TIpHEME

33 |momyuyeHue JOKYMEHTa, 3aKazaHHOTO YHUTaTeNeM B OJUH JOKYMEHT 0,5
OTAeNe KHUIOX paHEeHHS

34 [mepenaya nDOKyMeHTa, CHAHHOTO YHTATENEM, B OTHEN| OJUH JOKYMEHT 1,0
KBHTOXpaHenus
OT160p U nepenaya JOKyMEHTOB HAa KONHPOBaHUE! OJIHH JOKYMEHT

35 |orbop MOKYMEHTOR (OTAENBHBIX CTaTei) JUIA MepeAaul | OXHH AOKYMEHT 5,0
HAa MHKpOGHIIBMHPOBAHHE H KONHPOBAHHE

36 [moArOTOBKA AOKYMEHTOB K KOMHPOBAaHHIO, OPOPMIICHHE | OAHH AOKYMEHT 3,0
3aKa3a; perucTpauns B y4eTHbIx Gopmax

37 |monyyenne MEKpoQMIBMA W  KONHH; [POBEpKa ONTUH 3aKa3 3,0
MpPaBHJIBHOCTH BBIMOIHCHHA 3aKa3a
OO0cnykHBaHHE YHTATENEH HAa abOHEMEHTe:

38 |moabop AOKYMEHTOB AN PEKOMEHIAIHHN YHTATEIAM OJUH JOKYMCHT 5,0
Brimaua AOKYMEHTOB HHTATeNio, NOUCK ¢opMynapal OFHH AOKYMEHT
YyHTATENA, YKa3aHHE CPOKa BO3BpaTa, MPOBEpKa HANHYHA
CTpaHAL; 00CayKHBAHHUE:

39 {B3pocibix 2,7

40 | neteit 3,2

41 |mposeacHue Gecenpl ¢ yuTaTENeM, HHGOPMHpPOBAHHE O OJAHH YHTATEND 5,0
HOBBIX MOCTYIUIEHUAX
[Tonyuyenne foKyMEHTA OT YHTATENA, BHCCCHHE OTMETKH | OJMH JOKYMEHT
O NpHeMe; TpOBepKa HaMU4Hs CTPaHHil, BJIOXKEHHE
KHHKHOTO popMynsapa; 00CTyKHBaHHE:

42 | B3pocnbIX 1,8

43 | nereit 50

44 |npopsicHHE CpoKa MNONB30BAHHA MOKYMEHTOM; NOHMCK | oAuH popMynsap 3,0
dopmynapa yuTaTeNnsA; BHECEHHE OTMETKH O MpPOMJICHAH
CpOKa MONBL3OBaHHA
CosfanHe konuil JOKYMEHTOB O 3alIpocaM YHTATENEH:

45 |KoHcynbTamMs uuTaTenedi mno BriGopy mapamMeTpoB OJIHA 5,0
KOMHUPOBaHHA KOHCYJIbTallHs
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Ne HauMenoBanue npoliecca, onepamun. Coctas Eaununa Hopma
n/n paboTnl H3IMEpeHHA BpeMenH,
MHH,
1 2 3 4
46 | cozfanue 3NEKTPOHHOH KONIUH ¢ OpHIHHAaa OflHa CKaH-KONus 0,15
47 |cozpanue SyMaKHOH KOMHH ¢ OPHTHHANA OOHA CTPaHHHA 0,15
48 |co3maHHe KOMHH ¢ MHKPohOpM OJHH Kaap 0,5
49 neyath HyMaXHBIX KOTIHH HOKyMeHTOB U3 Ob OJMH JHCT 0,08
50 | cozaanue INEKTPOHHOH HOTOKONHH ¢ OPHTHHANA OJMH Kajap 5,0
IIprMedaHue: K HOpMaM BPEMEHH NPHMEHSAIOTCA NOBLILIAIOIIHE KODHHIHEHTEL;
- npu o0CIyKABaHHH YuTaTelell KuHodoTrodhoHoZOKyMEeHTaMH — 1,2;
- HOTHBIMH, KapTorpadu4ecKHMH, H30H3gaHusMu — 1,15;
- CTICIHANBHBLIMH BHAAMH HAYYHO-TEXHHYECKOH MUTEPATYPE]l H ROKYMeHTanuu — 1,1;
- ipH padoTe ¢ JOKYMEHTaMH Ha HHOCTPaHHBIX A3kIKax — 1,15;
- ipH pabote ¢ AOKYMCHTaMH Ha A3BIKaxX A3uH U Adpuxu — 1,5.
1.5.2. BHyTperHss pabota
Tabauua 8
N Hopma
1] Haunmenoranue npouecca, onepanun. Cocras Eannuna
n/n paboThi H3IMepeHns BPEMCHH,
MHH.
1 2 3 4
[loaroToBka Kk BELAUE:
1 {pacctanoBka ¢opMynapos umTatenedi (mo c¢pokaM,| omuH Gopmymnap 15,0
HoMepaM, aldaBHTY)
2 inopeeleHHe HTOTOB pabOTHl 3a UpOMIEAWHH JEHB, €XeAHEBHO 92
BHECEHHE 3AIHCH B JHEBHHK
3 |nombop IHOKYMEHTOB IO MNpPENBAPHTENBHBIM 3aKa3aM| ONHH XOKYMEHT 3.0
yuTaTENEH U IJ1aHaM YTCHHS
4 |npocMOTP HOBHX WOCTYIUIGHHH [UIf PEKOMEHTAUWM | OAWH JOKYMEHT 2,0
YHTATENAM
5 | pocMOTp H MOMOMHEHHE KHIDKHBIX BLICTABOK, AIMHMKOB| OJHH AOKYMEHT 3,0
cBo0oAHOrO BHIOOpA KHHF, TEMATHYECKHX IONOK H
CTeIakel
6 |moaroroska pabouero mecra e)XeHEBHO 10,0
Pabora ¢ dopMynapoM yuraTens:
7 |anann3z ¢dopmyngapos yHTaTeACH, BBIBNCHHE | OOMH QopMyap 43
YHTATENHLCKUX HHTEPECOB
8 |cocraBneHHe KapTOUKH MNA KapTOTEKH YHTATEIBCKHX | OfHA KapTOouKa 0,86
HHTEPECOB;  COCTABACHHE  CNHCKA  YHTATeILCKHX
HHTEPECOB
9 |zamuch B popMysadpe UHTATES O pe3yNbTaTaX aHAJIH3A OJHa 3auCch 3,6
YTeHU4 3a oNpedelieHHEIH mepuon
10 [3amuce B AHeBHUKe OnMOMMOTEKAPA O AMHAMHKE YTEHHS M OZIHA 3aNMHCh 9,2

HHTEpeCcax durarens (rpynnsl YyuTarencit)

Pabota ¢ ynTarenaMu, He BOBpATHBIIMMHE JOKYMCHTHI B
CPOK:
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Ne
o/n

HanmenoBanune nponecca, onepannn. Cocras
paboThI

Eanauna
H3MepenHs

Hopma
BpEMEHH,
MHH,

2

3

4

11

NMOUCK GOpMYNAPOB 4MTaTeNned, He BO3BPATHBIIMX
JOKYMEHTH! B CPOK

ONUH GOpMYIIsIp

1,0

12

HAlIHCAaHHE  OTKPBITOK-HalOMHHAHHA ©  BO3BpaTe
JOKYMEHTOB, OTMETKa JaThi  HAllOMHHaHHA Ha

dopmynspe

oluH dopMynap

2,0

13

onoeemeHne (Mo tenedoHy)  uurTarend, — He
BO3BDATHUBINETO MAOKYMEHT B CpPOK, OTMETKAa JaThl
HaNOMHHAHHA B GopMyIIspe

oHH dopMynsp

4,0

ObecnieyeHne KOHTPOMS 33  CpOKaMH  BO3Bpara
JoKyMeHTOB B AC:

14

BHIBOA Ha IpPUHTEDP CIHCKa YHTaTenell H aGOHEHTOB-
3aJJOMKHHKOB

OOHH CITHCOK

0,16

15

COCTABJICHHE CITHCKA 3aJ0JIXXKHHKOB

OAHH CITHCOK

0,16

16

pacneuaTka Ha MPUHTEPE HANOMHHAHHA abOHEHTaM H
YUTaTe/AM O CPOKE BO3BpaTa (aapec, Ha3BaHHS B3ATBIX
JOKYMEHTOR)

OIHH CITHCOK

2,2

17

H3bATHE K3 Oazbl AAHHBIX CBEOEHHH O 3RHATOCTH
BO3BPALICHHBIX JOKYMCHTOB

0AHA 3anHCh

04

Odopmnerine NOMCKa 3aM0KHHKOB Yepes Cy1;

18

KOMHpoBaHHe GOpMYyJNIApa YHTATeN s, YTOUHEHHS aBTOpa,
Ha3BaHHA, HHBEHTAPHOIO HOMepa, LeHbl JOKYMEHTA, HE
BO3BPALICHHOTO B CPOK; MEpedHC/IeHHe TOCHOITHHB! 32
opOopMIIEHHEe HCHMOJHHUTCABHBIX HAAIIHCEH; MepechUTKa
Jena B YL

OIOHH JOKYMCHT

2,7

19

noiayueHue B odopMiieHHe  JOKYMEHTOB  H3
HOTAPHATLHOH  KOHTOPEL  (WIPOCTaBACHHE  HOMEpa
PacueTHOro CHeTa, HOMEpa HCMOJHHTEIBEHOR HANNHCH)

OJMH JOKYMEHT

2,7

20

COCTAaBNCHHE aKTa Ha OINaty 4Yepe3d Cyld YTCpPAaHHBIX
JOKYMCHTOB

OHHH AOKYMCHT

2,7

TipHem AOKYMEHTOB B3aMEH YTEPAHHBIX:

21

MOMCK  YHTaTeNbckoro  QopMynspa;  BHeceHHe
COOTBETCTBYIOIIEH 3amHCH B GOpPMYNsp, TeTpanb ydeTa
KHUT, IPHHATHIX B3aMEH YTePAHHBIX

OIUH JOKYMCHT

3,0

22

NpOCMOTP  JOKYMEHTa,  MpEIaragMoro  B3aMeH
YTEPAHHOTO

OJIHH AOKYMEHT

2,0

Paborta ¢ oTkazamu:

23

YIYCT H Knaccucbm{aum OTKa30B; OTMCTKA HA JHCTKE
YHTATCIBCKOrO TpCﬁOBaHHH NPHYHHEI 0TKAa3a

OIHO TpeGoBaHHE

1,6

24

pacCTatHOBKAa UYHUTATCALCKHX TpeﬁOBaHHﬁ B KapTOTCKE
((H(EX}IOBJICTBOPCHHBII’I CIIpOCy

OOHO TpeGoBaHHe

0,32

25

AHAIN3 OTKA30B, COCTAaBNeHHe CBOJAKH OTKa3OB B
OTpacneBoM paspese (10 MPUYHMHAM OTKa3a H MepaM HX
JIMKBYAALMH U IPEAYNPEKICHNS )

OOHH OTKa3

1,0

26

cocrtapneHre Omubamorpadu4veckoro  ONHCAHHA Ha
AOKYMEHTEI, HMEIole HauOoNbilee YUCIO OTKA30B, H
nepeaaya KapToOUKU B OTAEN KOMIUIEKTOBAHHS

OJTHO
oubnuorpagpuvec-
KO€ OTHCaHHE

2,0
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1.5.3. BuecrauuoHapHoe 00CTyKHBaHHE

Tabmuna 9
Ne EanHuna Hopva
/o HauMeHoBaHHe npouecca, onepaunn. Cocras padoThl KaMepenus BpPEMeHH,
MHH.
1 2 3 4
Opranmzauns OuONHOTEYHBIX INYHKTOB, MNEpPeXBHKHBIX
6ubnuoTek:
1 |sakmoueHue  OOTOBOpa  Mexay  OuOnmMoTekoif ¥ OOUH AOTOBOP 270,0
opraHm3anuei, roe Oymet OCYHIECTBIATECA
BHECTALIHOHAPHOE 00CNYKHBAHHE
opopmieHue popMynapa CHOTHOTEHUHOro NyHKTa OANH opMynap 13,5
3 |odopMmiaeHHe TankH ¢ JOKYMeHTaMM  (OOroBopa, O/lHA Manka 13,5
JOBEPEHHOCTH Ha 1NONydYeHHe KHMr, ¢opMynsapa
6HONHOTEYHOTO MYHKTA, OTYETOBR H APYIHX AOKYMEHTOB)
4 |cocTaBJICHME  CXeMBl  pasMeleHUA  OUOIHOTEUHEIX OfHa cXeMa 126,0
MYHKTOB Ha TEPPHTOPHH ropoja, pafioHa
5 |cocTaBneHue rpaduka oGMeHa JOKYMEHTOB, | OAWH rpaduk 18,0
HAXOAAWMXCS B OHONMOTEUHEIX MYHKTAaX, NMCPEABHAKHBIX
Oubnuorexax
6 |cocrapneHue I1aHa MeTOAHYECKOH MOMOLIH OUH MJaH 46,0
GubnHOTEKAPAM-00IIECTBEHHUKAM
7 |odopMmnerue oO0BABNCHUA O JHAX H 4acaX paboTel| ofHO 0OBABACHHE 12,0
OUGIHOTEYHOTO MYHKTA, epeABHKHOK OHOMHOTEKH
[ToaGop kKOMMNEKTOB HOKYMEHTOB And OUONHOTEYHOTO
HYHKTA, NepeaBHKHON OHOMHOTEKH
IMoadopka kOMILIEKTA IOKYMEHTOB ONHH KOMIIEKT
KonH4ecTBO JOKYMEHTOB B KOMIUIEKTE!
8 [10 15,0
9 (30 45,0
10 100 148,5
11 |Belgaua HOKyMeHTa B OHOMMOTEYHLI MYHKT, OTMETKA B| OJHH NOKYMEHT 2,0
KHIDKHOM GopMyIsipe AaThl BbIIa4YH, HOMepa MYHKTa
12 [3amuce B Qopmymape OHONHOTEUHOro NYHKTa JAaTel 0JHa 3aMHCh 1,0
BLIIAYH  OOKYMEHTOB, KOJHMECTBA  BBLIJAHHEIX H
BO3BPAIUECHHBIX B CTALIHOHAD JOKYMEHTOB
13 |paccTaHoBka KHIKHBIX (OPMYJAPOB B KaproTeKy 3a| OOHH KHIKHEIH 0,4
pazmenureneM  CHIel  OHONHOTEUHOrO  MYHKTA, bopmyasp
nepeBHXKHOH OHONMOTEKH, BHYTpPH T0  andaBuUTy
thamunuii aBTopoB
14 [npuem  moxyMeHTOB M3  OHOIHOTEUHOr0  NYHKTA, | OAMH HOKYMEHT 1,6

nNepeaBrXHON OUONHOTEKH: NpoCTaBieHMEe OTMETKH O
pHeMe; BIOKEeHHE HOpPMYNApa B JOKYMEHT
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1.6. O6cnyxnBaHHe 1o MexOnbIHOTeUHOMY aboHeMenTy (MbA)

Tabnuua 10

HaumMeHoBaHHe npouecca, onepaunn. Cocras paboThl

EanHnua
H3IMepeHus

Hopma
BpEeMeHH,
MHH.

2

3

4

Ob6cnyxupaHue untarencii onbnuorexn no MBA:

perucTpaius unratensd, none3yiomerocd MbA

OJYH YHTATCE

1,35

3aMoJIHEHRE OnaHKa-3akaza,
PErHCTPAHOHHOTO HOMEPA, AAThi

NPOCTABIEHHE

OIHH 3aKa3s

2,2

CBeNeHHH 0O
HCTOUHHKA,

YTOYHCHHC YKa3aHHBIX YHTATCIIEM
3aKazaHHOM  JOKYMCHTC, HCIH 3ampoca,
OTKYJa NMOJTYHYCHBI CBCACHHA

ONHH 38Ka3

1,6

bubmmorpadnueckas aopabotka
OubnuorpagHuecKkUX CBEACHHI:

3aKasa, YTOYHCHHC

O CIIpaBOYHBIM H3JaHHAM

27,0

L

TIPH NMOMOIOH ABTOMATH3INPOBAHHEIX CPEACTB

0,22

NpoBepKa HAMMYAA 3aNPALIMBAEMOr0  AOKYMEHTa B
Oubnuorekax ropona, oGnacTH, peruoHa, B TOM YHCIE MO
CBOIHBIM KaTanoram

OJIAH JOKYMEHT

10,2

HanpasjieHHe O/aHKa-3aKa3a ¢ MPOCTABICHHOH OTMeTKOH
(iutemneneM) «B ropome HeT» B OTpacieBoi,
YHHBEPCANbHBI HEHTp HIH B OHONHOTEKY (Oprad
nHbOpMAaIiMH) N0 JAHHEIM CBOAHBIX KATAIOIOB

ONHH 3aKas

0,27

3aMKMCh CBEACHHH © HampaBneHHU 3akasa no MDBA
(nammenopaHue OGubnuorexky, pnara) Ha 06OpOTHON
CTOpOHE OaHKa 3aKasa

0AHa 3a1HCh

1.4

nomelieHne OnaHka-3akasza B «KapToteky 3ampocos
yurareneif no MbA» 3a pasgenurens «3anpock no MBA,
HanpaslieHHbIE B ApyTUE GRGIHOTEKUY

07HO TpeboBaHue

0,32

10

IpHeM AOKYMEHTa, NpHclaHHoro no MDBA; BekphTue
GaHnepoay, TPOBEpPKa COCTOSHHE NOKYMEHTA, OTMETKa
JaTel TIONY4YEHHs M Ha3BaHHA OHONHOTEKH, BRICTABIICH
AOKYMEHT, WHBEHTApHOTO HOMEPA, CPOKa MONB30BAHHA;
MepecTaHOBKa OnaHka-3aka3a H3 pasaena KapToTexkH
«3anpocsi mwo MBA, HanpaBncHHBE B JIpyrue
oubmorexu» B pasaen «Ilonyyennsie mo MBA u3nanusy

OA¥H JOKYMCHT

3,8

11

H3BCHICHHE YHTATCAd © IIONYyHUCHUH 3alpoliCHHOTO
JOKYMCHTA H CPOKE NMOJB30OBAHHA HM

0AHO H3BCIUICHHE

1,35

12

BHIAYA YHTATENMO NojdyuyeHHbIX no MBA noxymeHTOB B
YHTAJIBHOM  3ane (B cayxeOHOM  [TOMELIEHHU
6ubnuoTeKu); CBEpKA BBIGABAEMOrO  JIOKYMEHTa ¢
OGraHKoOM-3aKa30M; TpOBEpPKAa HAMMYHMS CIPAHHN M
COCTOSAHHA AOKYMEHTA; OTMETKA BHIAYH

OJIH JOKYMEHT

1,0

13

NpHeM JOKYMEHTa OT YNTaTels B YHTAIFHOM 3aJl€; CBEpKa
AOKYMEHTa ¢ 4acTei0  OnaHKa-3akasa, mpoBepka
COXpaHHOCTH AOKYMEHTA; BHECEHHE OTMETKH O NMpHUeEME,;
MOMELICHHE TOKYMEHTA B CIICLIMANIGHO BELACNIEHHOE MECTO
(3aKpuITHI ITKag)

OJIUH JOKYMEHT

0,5
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Ne
o/n

HanMeHoBaHHe mMpolecca, onepanun. Cocras paboTnl

Eaunuua
H3IMEpeHHSA

Hopma
BpeMeHH,
MHH,

2

3

4

14

H3BJICUCHHE OJlaHKa-3aKasa W3  KApPTOTEKH, 3alHCh
cBeneHuli 00 oTmpaBke H3NaHHUA (JaTa, HOMEP MOYTOBOTO
OTHpABICHHA); MEPEeCTAHOBKA JIHCTKA H3  paszena
«[lonyyennele mno MBA  wusnamus» B pasgen
«BosepatlleHras muTepatypar

OJHUH JINCTOK
TpeboBaHUA

1,0

15

MOAMOTOBKA K OTNpaBke JNOKYMEHTOB B OnOmuoTeky-
¢oHOOACKATENL  3aKazHOH  OaHAEpONBIO; YIAKOBKa
faHneponH; B3BCUIMBAHHE €€; HAKICHBAHHEC MapKH (ecnn
HET HEHTPaJH30BaHHOH OIIATBl NMEPECHIIKU); HANHMCAHHUE
afipeca, COCTaB/ICHHE ONUCH

OOVH AOKYMEHT

3,6

16

paboTa ¢ OTKa3aMH

OJHH OTKA3

1,03

17

coobtllenre B OTHEN OOCTYXHBaHHA O MONYYCHHH OTKa3a
(mara, mpryHHa)

OJHH OTKa3

1,35

O6cayxkupanue aboHeHTOB Ho MBA

IlpueM 3axazos.

18

IpH OTCYTCTBHM HOMepa aboHeHTa Ha OiaHKe-3aKase
IpOBEpKa IO KapToTeke aboHeHTOB, aboHHMpyeTcd nH
JaHHag OpraHu3anus

OJHH OTKa3

1,0

19

opranvzanus abOHHpPYeTCd: NpOCTAaBICHHEe HOMEpa Ha
Onanke-3akase; CBEpKa aapeca, Ha3BaHUA OpPraHM3ALMH,
daMunHE OTBETCTBCHHOrO 110 MBA ; BHeCeHHE H3MEHEHHH
B KAPTOYKH

OOHH OTKa3

3,6

20

nepeuuHOe oOpameHre aGoHeHTa B TEKYHIEM TOAY:
NPOCTABICHHE B KAPTOUKE roja 0OpallleHHs, AaThl

OIHH OTKA3

3,6

21

opopMneHEHe  aboHeHTa  (opraHW3auMs paHee HeE
aboHHpOBanach): TNPHCBOCHHE  abOHEHTY  HOMeEpa;
3aMoNHEeHHE KapTOYKH perucrpauHu abonenra MBA wu
pasaenuTeNs (popmynap); yKa3aHHe MOJHOro
HauMCHOBaHWA  OuOmioTexd, MOUYTOBOrO  aupeca,
TeneoHa, ¢aMUITHK, UMEHH, OTYECTBA OTBETCTBEHHOTO
JIALA, JATH OTKPHITHA W HOMepa aboHeHTa

oAUH a0OHEHT

50

22

PacCTaHOBKA PErHCTPanHOHHBIX KapTOUeK B KAPTOTCKY

O0JHA KapTOodKa

0,32

23

opopMAeHHe H3BEIleHHA And aloHEHTa (CTaHmapTHOE
usBCcLICHHe 00  OTKPLITHH  abOHEMEHTAa);  3alpoc
HEAOCTAIOUIMX CBCJEHHH ONs KapTOTEKE THIOBBIM
NHCBMOM

0OHO H3BCLHICHHE

1,6

24

NpoBepKa TPaBHIBHOCTH 3amoNHeHHd OJaHKa-3aKasa,
33JI0/DKSHHOCTH abOHEHTA, MPOCTaBAeHUE Ha 0bopote 1-it
yactu OnaHka-3akaza (CTp. 2) CBOEro IMITEMNENst K AATHI
noaydyeHus 3axaza B pyOpHke «CnyxeOHBIE OTMETKH
fubnuotexapsa» NpH BHIONHEHUH W TEPEHANpPABIEHUH
3aKa3a B CTPOKE «palioHa, ropofia»

0auH O/IaHK-3aKa3

3.8

25

nepefada Ha y4acrToX paboThl ¢ OTKasaMH HENPaBHJILHO
OoQOpPMIICHHBIX  3aKa30oB  (HeT  TMeYaTH, [MOANHCH,
Hepa3bopunBo 0QOpPMICHHEIE, HE Ha A3LIKE OPHIHHAIA) H
3aKa30B a00HEHTOB-3aA0MKHHKOB

OUH OaHK

0,43
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Ne

HauMenoBaHhe npouecca, onepannn. Cocras padoThl

Eannuna
H3MepPeHHA

Hopma
BpeMenn,
MHH.

2

3

4

26

mudporka 3akazoB aloHEHTOB;, mnogbopka ONaHKOB-
3aKa30B MO alaBHTY; NMPOBEPKA HARHYASA JAOKYMEHTA IO
KaTajiory

OJUH 6JaHK

2,7

27

NOArOTOBKa JOKYMEHTA K BELAAYe: CBEpKa JOKYMCHTA C
6naHKOM-3aKa30M; TPOBEPKAa HANMYMA CTPAaHHL M
COCTOSIHHS JOKYMEHTA; TMpPOCTABICHUE HA ONaHKe-3aKase
(muuepoit cTopoHe 1-it ® 3-i wactu crp. 1, 5) mubpos
JOKYMEHTA; YKa3aHHe UHBEHTAPHOTO HOMEpA, KONMUMECTBa
JOKYMEHTOR, [aThl BbIRa4H; Ha 00OPOTHOMH CTOpOHE 2-i
vyactu (CTp. 3) HpocTaBleHHe MTeMNens CHOMHOTEKH ¢
Ha3BaHHEM W TOYTOBBIM aJpecoM, YKa3aHHE CpoKa
BO3BpaTa, BIOXKeHHe 2-H vacTH OnaHka-3aKkaza B
BBINABAeMBE  JOKYMEHT,  TNPOCTABNCHHE  HOMepa
GaHAeponu BHH3Y

OOUH HOKYMEHT

1,4

28

NOCTAHOBKA 3aKa3a Ha o4epeap (B cny4yac 3aHATOCTH
H3JaHHA); aﬁDHCHTy OTNPpaBKa H3BCLUICHHA

ONHH 3aKa3

1,6

29

nepefaya H3JaHHY HAa KOMHpOBaHUE (MPH 3akase Ha
¢ parMeHT H3NAHUA: CTAThA U3 XypHAna, COOpHHKa)

OH4UH 34Ka3

2,7

30

OTMpaBKa JOKYMEHTOB a0OHeHTaM: ynmakosKka GaHOaepony;
B3BeIIHBAHHE; HAKICHBAHHE MAapKH; HalHMCaHHE ajpeca;
COCTABJIEHHE ONHCH

OJIHH JOKYMEHT

2,5

31

PacCTaHORKa ONaHKOB-3aKa30B (1-% YacTh) HAa BHILAHHEIC
JOKYMEHTE! (BBICHAHHEIE) B KapTOTEKy OOCIYXKHBaHHA
aboHEHTOB B pasfaen «BriaaHHble o MBA u3aaHus»

OJTHH KOKYMEHT

0,32

32

6ubnuorpaduueckas JopaboTka HEBBITOJIHEHHBIX
3aKa3oB; YTOuHeHHE Oubauorpaduuecknx CBEJEHHH [0
CIPABOYHBIM H3AAHHSAM

OMIMH JIOKYMEHT

3,2

33

BHIBJICHHE HAIH4HA 3aNpaliHBacMOTO JOKYMEHTa B
6ubnuoTekax ropoga, peruoHa

OOHH JOKYMCHT

10,2

34

oopMNeHNe 3aKaza K MepeHanpaBNeHHIO B APYTHE
6ubnnoTexy; ykasanue Ha 000pOTHOH cTopoHe 1-ii yacTH
Onanka-3akaza  (CTp. 2) TMPHYHHBL W JATHI
nepeHanpasneHua (wremnent «Her B 6ubnuoteke, Her B
GUONHOTEKAX Tropoja...»);0TMETKH O TPOBEPKE MO
CTPABOMHBIM U3AaHUAM, CHIIIB OGHONMHOTEK-
doH0AEpKATENEH 10 CBOTHOMY KATAJIOTY

OJINH 34Ka3

2,7

335

otnmpaeka aGOHEHTY W3BEWICHHR © NepeHanpaBleHUuH
3ampoca ¢ ykasanneM OHOnMBIOTEKN, kKy/a OH OTIPABICH

O4HO HIBCILUICHHE

1,6

36

perucTpalus oOTKasa B YYeTHbIX (opMax; OTIpaBKa
aboHeHTy OnaHka-3akaza (3-10 wvacTh) B CHIyvae
HEBO3MOXKHOCTH BBIMOMHEHHA C OTMETKOH © HpHYHHE
OTKa3a B COOTBETCTBYIONIEH pyOpHKe

OOHH 0TKa3

3,6

37

NpHEM  MOKYMEHTA,  BO3BPAlEHHOTO  a0OHEHTOM;
MONyYeHHe Ha MOoYTe, BCKPHITHE OaHAEPONH; MpOBEPKa
COCTOSHHA JOKYMEHTA; H3BJICUCHHE ONlaHKa-3aKasa H3
KapToTekn obcnyxuBaHus aOOHEHTOB, YKa3zaHWE Ha HEM
OaThl BO3BpaTa AOKYMEHTA, NEPECTAHORKA OnaHKa-3akaza

OAUE HOKYMEHT

32
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Hopma
Ne Eanunna
o/n HaumMeHoBanHe npouecca, onepanuu. Cocras paboTsi H3mMepenns BpeMeHH,
MHH.
1 2 3 4
B pasaen «Bo3BpallicHHAA IHTEpaTypay
38 |obecneyenne KOHTPOJA 3a CpPOKaMR  [OMB30BaHHA| OJHH AOKYMEHT 1,6
OOKYMCHTAMH: BBUIBJACHHE JO/DKHHKOB, HalpaBlcHHE
HanoMAHaHui
Brmonuenue pabotr B AC:
39 [dopmupoanne ©Gasel JgaHHBIX 00 aGoHeHTax mo| OAMH abOHEHT 5.4
cooTBeTcTBYIONIEH (opMe, BBOJ HHPOPMAUMH O HOBOM
aboHEHTe
40 {nomcx B 0Oaze NaHHBIX CBeIeHHH ©0 abOHHpOBaHHH | OAHH aOOHEHT 3,6
OpraHH3al{H; BHECCHHE H3MEHEHUH
41 |BBOA HH(pOPMALIKH O NpHEMe 3aKa30B OT abOHEHTOB OIIMIH 3aKa3 0,27
42 | pBoA HHOPMAIMH O MEPEHANPABNCHUR 3aKa3a, BHIBOA Ha OIMH 3aKa3 1,6
NPHATEP H3BEIUEHHA 0 NIEpEeHaNpPaBICHHH 3aKa3a
43 |BBOA JAHHBIX © TMOCTAHOBKE 3aKasa Ha oOqepens; OJHH 3aKa3 1,6
coobieHne abOHeHTY
44 |permcTpallisi = BHIAAHHBIX  A0OHEHTY  JIOKYMEHTOB,| OJIMH AOKYMEHT 2,7
POCTARACHHE CPOKa BO3BpaTa
45 |ymaneHHe H3 MaCcCHBA JaHHBIX © BO3BDPAICHHOM | OJHH JOKYMEHT 0,16
JOKYMEHTe
46 |obecnieueHHe KOHTPOJIA 2a CPOKAMH BO3BpaTa NOKYMEHTA: | OIMH aGOHCHT 2,7
MOHCK H o7T00p JAaHHBIX B NaMATH MAIIHHBl ©
330JDKHHKAX; BBIBOJ HYXXHOH HH(POpManMH Ha IIPHHTED,
pacneyaTka CIHCKOB ¢ YKa3aHHeM ajgpeca aGoHeHTa
1.7. Maccoras pabora
TaGnnua 11
Ne Ennnnua Hopma
o/n HanmeHnoBanue npouecca, onepauui. Coctag padoThl HEMEDEHHS BPEMCHH,
P
MHH,
1 2 3 4
[foAroToBKa MacCOBBLIX MEPONPHATHIA
OmpesesicHHE TEMBI, COCTaBa Ay ANTOPUH, OTBETCYBEHHOTO ORHO
32 MCPONpHATHE B LENOM; COCTAaBACHHE ([UJaHa| MCPONMpPHATHE

MOATOTOBKH MEPOIIPHATHA, BOMPOCOB A 0OCYXACHHA,
NpPUITIAIeHHE KOHCYNbTAHTOB, JIGKTOpOB, mnoabopxa
DOKYMEHTOB IO TEMe€ MEpOTPUATUSN, OpPraHH3auHs
BEICTABKH  JIHTEpaTyps!,  ansOOMOB;  OMOBEIUEHHE
9BTATENEH O MEPONPHATHH depe3 aQHIuH, NyCIHKaIHA B
neyaTd, N0  pagHo, TENEBHACHHIO,  BbIABACHHE
BBICTYIIAIOIIHX; nevarb " pacHpoCTpaHeHHE
NPHTTIACHTENLHEIX OHIETOB; I[OATOTOBKA MOMEMICHH,
NPOBEACHHE COBCIUAHHA [0 MTOraM TMOATOTOBKH H
MPOBEACHNA MEPONIPHATHA, 0POPMACHHE NPOTOKOJIA:
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Ne Epuuuua Hopwa
. HauMenoBanue nponecca, onepauun. Coctap padorsl uIMepenHs Bp;I:;HH,
1 2 3 4
1 )yATaTensckad KoHdpepeHuua 4900,0
2 | IHTEepaTypHO-XYIO)KCCTBCHHBIA Beuep, Beuep oTpaciiesol 3340,0
KHHTH, AUCTYT
3 |Beuep BOMPOCOB H OTBETOB, YCTHHIK XXYPHAN 2600,0
4 |xny6 no uHTEpecaM 2600,0
5 | nerckuii YTpeHHHUK 3900,0
6 | BUXTOPHHA, KOHKYDPC, HTPA-NyTCIICCTBIE 3900,0
Oprasn3anysg KEHXHBIX BEICTABOK
CocTapicHHE IUIAaHA OpraHuM3alMH M NpOBeleHHA
BBEICTABKH; BRUIBACHHE H 0TOOD NOKYMCHTOB; MOATOTOBKA
COMpPOBOIMTENBHON JOKYMECHTALHH K BLICTABKE; CO3JaHHE
KYHO)KECTBEHHOTO  MpOeKTa,  MOHTaX  BBICTABKH;
opranusaluna HHGOpPMaLHOHHO-pekIamMHONH paboThl mo
NOMYNAPH3aLMH BHICTABKH; IIOABEAEHHE HTOTOB paboThI
TemaTHueckue BBICTABKH 061ecOMOIMOTEUHOTO |  O/THA BRICTABKA
maciuTaba, opraHuzyeMele Ha GoHAax GHONMHOTEKH
Koan4ecTBo 3KCIIOHATOR:
7 11-50 560,0
8 [51-100 1120,0
9 |101 - 200 22400
BeicTaBkd 10 ONpEencNeHHON OTpaciH 3HAHHWN WIH Teme,
OpraHH3yYEeMBEIC:
Ha ¢orae OubaHOTEKH O/IHA BHICTABKA
KonnyecTBo 3KCIIOHATOB:
10 |1-50 310,0
11 |51-100 940.0
12 1101 - 200 1920,0
Ha doHAE oTOCNA 0JIHa BHICTABKA
KonugecTBo 3KCIIORATOB:
13 |1-25 180,0
14 |26 - 50 360,0
15 [51-100 720,0
BBICTZBKH, TMOCBALICHHBIE JKH3HH MW JACATENBHOCTH | O/HA BBICTaBKa
BRIAAIONIHUXCA MIOAEH
Konu4ecTo 3KCIOHATOB:
16 [1-10 470
17 [11-25 110,0
18 [26-50 210,0
BricTaBky Ha MONAKax crennaxeh OIHA BBHICTABKA
KonHyecTBO 3KCNIORATOB!
19 |1-5 25,0
20 |6-10 44.0

BrictaBkd HOBEIX NOCTYTUIeHHH

OH4 BEICTABKA

KonnuecTBO 3KCIIORATOB:
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Ne E Hopma

° AAHALIA

/i HanmeHoBaHue nponecca, oncepanun. Cocras padorsl J3Me BpeMeHH,

penns
MHH.
1 2 3 4

21 {1-25 40,0

22 126-50 72,0

23 (51-100 160,0
Peknama OuOnmoTekH; paloTa N0  NPHBIEYEHUIO
YUTATENICH:

24 |nmoaroroBKa peKJIAMHOTO COOOIIEHHAS B N€YaTh, IO Paguo, | ONHA MyOJHKAIUS, 420,0
TeneBhieHnI0 o pabotre Oubnuoteku, ocobeHHOCTAX | OAHO coollmeHNe
$YHKHHOHHPOBAHUSA Pa3NHYHEBIX NOAPa3ACICHUH,

HOMEHKJIaType YCIIYT, HPEROCTaBAEMBIX OuOnuoTeKoit

25 {NOArOTOBKA [UIaKaTa 0 ACATENbHOCTH OMOnHoTekH (BHIGOP |  OOMH MiIakat 210,0
TEMBI, OlpeleNleHHe CoAepXaHus H (QOpMBI, cAaya B
[1€9aTh)

26 |opranmsaums dKCKYpPCHH; TpHeM U odopMIIeHue 3aiBKH, | OIHA SKCKYpCHS 52,0
YTOYHCHHE TeMbl 3KCKYPCHH H COCTaBa 3KCKYPCAHTOB
Boiasnenue HOTEHUHANLHBIX norpeGurenei
H6UONHOTEYHO-HHPOPMALHOHHEIX YCIYT GHOTHOTEKH:

27 |[upoeMoTtp npecch OJIMH ZOKYMEHT 6,8

28 |[mpocMOTp M aHanU3 AOKYMEHTOB KOHKYPUPYIOIIMX GuUpM | OJMH JOKYMEHT 52,0

29 |BeneHHE KapTOTEKH IOTPEOUTENBCKOTO PRIHKA OIHa KapTOuKa 1,3

30 [BcTpeun c¢  pyxoBoauTeNnsME  ¢upM, OpraHH3aIMiL, OIHO 210,0
NPeATPUATHA MEPOTPHATHE

31 |cbop ¥ MOArOTOBKa MATEpHANOB AN HH(GOPMAUMOHHBLIX |  OauH Oykner 7680,0
Gykneros (001X, N0 OTAEALHOMY POEKTY)

32 |paspaborka pgu3aHHa H Makera HHGPOPMAUMOHHEIX| OJMH OyKNeT 14400,0
OYKIIETOB

33 |ofecnevenne KOHTpOJIA KayecTBa TOTOBBIX |  ORMH Oyxier 20,0
HHGPOPMAIHOHHBIX OYKIICTOB

34 | noaGop cyBeHUPHOH NMPORYKIHH OJHO 1440,0

MEPOTPHATHE
35 |noAroTOBKa Pa3AaTOUHBIX MATEPHAIOB MEPOTIPHATHSA OHO 480,0
MEpOIPHATHE

[Ipumenanse:

- BpeMs OpraHU3alli¥ BEICTABOK JIHTEPATYPHl, MPOBCACHHE MacCOBBIX MEPONPHATHE U
IKCKYPCHil B HOPMY BPEMCHH He BXOJIHT;
- K HOpMaM BpPEMCHH NpPHMEHSIOTCHA NOBBIMIAIOUIHE KOY(QQHUIUEHTH: NPH OpraHu3aLMH
BLIE3XHON BBICTaBKH — 1,1; MpH 3KCTIOHMpOBAHHM Ha BHICTABKE JIMTEPATYpPbl HA WHOCTPaHHBIX
s3piKax ~ 1,6, mpu paboTe ¢ oKyMeHTaMM Ha s3bIKax A3uH B Adprku — 2,0.

1.8. CnipapouHas ¥ HH{pOpMaLHOHHaA paboTa

TaGnuana 12

Hopma
e HaumenoBanue npouecca, onepauun. Coctas padorsl Enuvua BpeMeHH
n/n i ' H3MepeHas p ’

MHH.
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1 2 3 4

YYeT MOCTYNHBIIMX BTOPHYHEBIX JOKYMEHTOB (KapTOYCK)

CyMMapHBIf YYeT KapTO4YCK B XXYPHAIE MOCTYNNEHHH H|  OIHA NapTHA

BHIOBITHA B PETHCTPALIHOHHBIX KapTOTEKax

Ynicno noCTYNHBINMX KAPTOYEK:
1 §1-110 19,0
2 |111-220 63,0
3 1221 -600 160,0
4 |BBIABJCHHE HEBBINMOJHEHHBIX 3aKA30B; COCTaBJleHHe OUH 3aKa3 4,5

3agBKH Ha HCBLITNIONHEHHBIE 3aKa3hbl

Opraruzanus cnpasouno-Oubanorpaduyeckoro annapara

{(CBA)

[lpocMoTp W oTbOp HOKYMEHTOB H3  TEKYHIHX

NOCTYIUSCHHH I7d BKmMoueHH? B CBA, B TOM YHCAE

KpaeBeJ9eCKHil KaTanor:
5 |xuura ORHA KHHUTa 3.2
6 | cOopHUK 0/1Ha CTaThs 2,7
7 | xypHan O/IHA CTaTha 2,7
3 |raszera OJIHA CTATHA 1,6
9 | 6ubauorpaduueckoe nocodue OZHA 3aIIHCh 0,5
10 |meTonMHCE KHMKHEBIX, )KYPHAIBHEIX M Ma3eTHBIX CTaTel OHA 3ATHCE 0,83
11 | npnkByxHbIH OnGanorpadrnyecknii CUcoK OIHA 3aIHCh 0,3

CocTapnenne OuOAHOrpaduUIEcKoH 3aTHCH OJ]Ha 3aluch

KonuuectBo anemMeHTOB GuOnHorpaduveckoi 3anucu:
12 |1-4 3.2
13 15-6 0,5
14 17-9 6,0

CoctaBnesde  aHHOTAllUM, H3YYeHHe  JOKYMEHTa,| OXHA aHHOTAUHs

HANHCAHHE TeKCTa!
15 | aHHOTHpPOBAHHE KHHT 260,0
16 |ansoTHpOBaHHE CTATEH 156,0
17 |ananuTHYeCKas pPOCHUCH JKYPHANLHBIX, Fa2eTHLIX CTarei,| OWH JOKYMEHT 3.8

cGOpHUKOB, Gubanorpaduyeckux nocobuii:

O3HAKOMIICHHE C COACPXAHHECM H3JaHHN;, COCTaBleHHe

FHANUTHYECKOH POCTIHCH

[Ipocmotp AOCTYMHBIINX HH$OPMAHOHHEIX

{BTOpHYHEIX) JOKYMEHTOB H HX OTOOp AN BKIOUCHUS B

CBA (nepeuuHbIii 0160D)

IIpocmorp uHHQOpMalMOHHOTO H3JaHHA (B TOM 4YHC/Ee| OfHA KapTouka

KapTo4yKHh) U 0TOOP U3 HUX AOKYMEHTOB Ul BKTIOUCHHA B

CBA; cucremaru3amus KapTOUSK MO THIAM KaTaIOrOR H

KapToTeK; MpOBEpKa HHAEKCOB; PACCTAHOBKA KAPTOYKH

UYncno kaprouek: '
18 [1-10 18,0
19 {11-100 1650
20 1101 - 300 4900

INpocmotp K orGop kapTouek B CBA ¢ menepio M3BATHA
AJIH NlepeMelleHns (BTOpHYREL 0T60p):




34

Ne
n/n

HaumeHoBaHHe Hpouecca, onepanun. Coctas patoTnl

Enunnua
H3MepeHHA

Hopma
BpeMeHH,
MMH.

2

3

4

21

H3BATHE M3 KATAJOrOB H KAPTOTEK KapToueKk Ha
OOKYMEHTHI, ClNHCaHHble M3  ¢oHAa, OPOCMOTP
KpacBeI4eCKux, 6ubmuorpaduueckux H
¢akTorpadpHIECKUX KapTOTEK, M3bATHE M3 HHX KapTOYeK
Ha JOKYMEHTH!, MOTEpABLOHE WEHHOCTb, MEPEBEACHHE
KapTOYeK B ApXHBHHIE KAapTOTEKH (YHHYTOXEHHE),
BHECEHHME OTMETKH B JKyPHAJIE YHETa U PErHCTPAHOHHOM

KapToTeKe

OJHA KapToiKa

1,5

Opl"aHH3aHH}I l"CHepaJ'leOI‘O CHCTEMATHUYCCKOrQ KaTanora
(TCK):

22

npocMOTp H 0TO0p AOKYMEHTOB JUId BKMoueHus B I'CK;
odOpMITEHHE KapTOUeK

OIHH JOKYMCHT

2,7

23

HanHCaHHe H PacCTAaHOBKA paifeIuTEeIIA

OAHH pa3zacnuTENb

1,7

Pegaktuposarne ['CK:

24

uckmoueHne H3 [CK  kapTrouek Ha JOKYMEHTHL,
YCTapeBIIHX HIH HempoHIIBHBIX, MEpEBEICHUE MHX B
apXMBHYIO YacTh (H3BATHE); ACTATH3ANA pa3AciioB

OJHa KapTo4Ka

L5

25

HAIMHCAHUC HOBBIX pa3,uenme.11eﬁ

OJHH pa3icnHuICIb

1.4

Opraau3alisa KapToTeKH NePCOHaNHIL:

26

ompeneneHHe U COCTaBACHHE NEpedHA JHL, CBEISHHA O
KOTOpBIX  OTP@XAOTCA B Kaproteke,  HPOCMOTP
HHQOPMALMOHHBIX H3JaHHuM, HEPBHYHEIX AO0KYMEHTOB;
oT6Op JOKYMEHTOB AJiS BKJIIOUCHHA B KAPTOTEKY

OAHH DOKYMCHT

1,5

27

TeXHMUECKasd U comep:xarenpHas obpaboTka DOKYMEHTOB
AUl BKJTIOMECHHS B KapTOTEKY; PacCTaHOBKA KapTOYEK MO
antaBHTy paMHIIMH aBTOPOB U N0 BUAAM JOKYMECHTOB

OOHH JOKYMCHT

2,7

28

HaMKCcaHHE U pacCTaHOBKA pa3AenuTenei

OTHH pa3ac/IHTCIb

1,4

Opranusauus $akrorpaduueckoii kaproteku (PK):

29

olnpeleneHue npeaMeTa, o6bexTa 1 OCHOBHBIX TIPH3HAKOB
ana orpaxenus B PK; npocMoTp HOKYMEHTOB H OTOOD
uig BomodeHdd B PK; 3aHecenHe 0To0paHHBIX CBEAEHHH
Ha KapTel HHQOPMALMOHHOrO MACCHBA € BHECEHHEM
COOTBETCTBYIOIIMX OTMETOK B TNOHCKOBEIE MaccHB
(axTorpa)HIecKoi KapTOTEKH

OHH JOKYMEHT

2,7

30

penaktupopanne PK; npoBepka NpaBUIBHOCTH BHECEHHUS
cBeJleHUH M yKa3aHHH 06 HCTOUHHKAX HHOOpMaIHH

OOHH JOKYMCHT

1,6

31

HanHCaHHE H pacCTaHOBKa pasnenmeneﬁ

OIHH pa3slcnuIClb

1,4

OpraHu3anus TEMAaTHYECKHX NMANOK Ta3eTHBIX BHIPE3OK:

32

IIPOCMOTP FAa3CTHRIX BEIPE30K, CHCTCMAaTH3alUNA HX

OJHa BEIPE3KaA

2,5

33

oOpMIIEHHE BBIPE30K U1 XpAHEHHs B TEMATHYCCKHX
ManKax; Kpatkoe ONHCaHHe WCTOYHHKA, HAKJICHBAHHE HA
KAPTOUKH

OHHa BBIPC3Ka

32
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1.8.1. CnpasouHo-0Oubanorpapudeckoe oGcny KuBaHHE

Tabnuua 13

Ne Eannnna Hopwma

/s HaumeHoBaHHE npouecca, onepauun, Coctas padoThl HsMepeRms BpeMeHH,

MHH.

1 2 3 4
Tpuem bubmuorpadpHIECKHX 3aNpoCcoB:

1 |[npueM Oubnuorpaduveckoro zanpoca; YTOUHEHHE TEMBI, OHH 3aIpoc 0,43
HENIEBOr0 M YHTATENHCKOIO HA3HAYEHHs, IONHOTH
HCTOYHHKOB, THIOB, BUAOB H XPOHOJOTHYECKHX PaMOK
3alpOCcOB
Brmonnenue cnpaBok
Brtnonnenne TeMaTH4eCKOM CNpaBKH; Mouck H oTOOp| OAHA CIIpaBKa
JOKYMEHTOB; COCTaBIIEHHE 6utnuorpaduIecKoro
OITHCAHUSA
ITHCEMEHHO; KOJIVMYECTBO HCTOYHUKOB:

2 11 3,0

3 )2-5 15,0

4 16-10 30,0
YCTHO; KOJIHYECTBO HCTOYHUKOE!

5 11 2,0
Brimonuerue anmpecHo-OubGnuorpadmyeckod  CIpaBKH;

YCTAHOBNICHHE HAIMYHA WIH MECTA  HAXOXACHMSA
JAOKYMEHTA HJTH €0 4acTH B (oHae OUbAnOTEKH
ITucEMEHHO;, KOJHYECTBO HCTOYHHKOB!

6 |1 2,0

7 (2-5 12,0

8 (6-10 24,0
VY¢THO; KOMMYECTBO HCTOYHHKOB:

9 il 1,5
Brmonserue yToqHAomeil oubaxorpaduueckoii| omHa cpaBka
CNPaBKH, YCTAHARNMBAIOWIEH H (HM¥) yTouHAKONielH
IeMeRTH.  OmONHorpadHyeckoro ONHCAHHA, KOTOpbie
OTCYTCTBYIOT HIIH HCKAaXEHB! B 3anpoce YuTaTeNs
TIHchMEeHHO; KOTHYECTBO UCTOUHHKOB!

10 |1 2,7

i1 12-5 14.0

12 16-10 27,0
YCTHO; KOMHYECTBO HCTOYHHKOB!

13 11 1,6
BainonsicHue thakrorpaduyecKoi CIIPaBKH,| OAHA CIIpaBKa
YCTAHABNHBaIOWIEH KOHKPETHBIE CBCHCHHA O TEX HIH
HHBIX 00BeKTaxX, COOBITHAX, NMPOLIECCAX, AaTaX
ITHCEMEHHO; KOIIMYECTBO HCTOYHHKOR!

14 {1 2,7

15 (2-5 13,5

16 (6-10 2,7
YCTHO; KONHYECTBO HCTOYHHKOB:

17 |1 1,6
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N
nm

HauMenoBaHue npouecca, onepanan. Cocras patorsi

Enunnua
H3IMepeHHs

HopMa
BpeMeHy,
MHH.

2

3

4

KoHcyneTamua y  chnpaBouyHo-GHOIHOrpadmueckoro
annapara:

18

npoBeAcHHE Oecell © CO3JaHHH M HCHONB30OBAHHH
CIIPABOYHOTO anrapara, mno METOLMKE
Gubnuorpadpuieckoro noHcka

O/HAa
KOHCYNBTallHA

4.2

Bepenne $oHAa BHINOTHEHHEIX CIPABOK:

19

otbop cnpaBku Ansa (POHAA, pA3NOXKEHHE NO MankKaM
{xoHBEpTaM); oOPMIICHHE CIIPABKH

O/IHA CHpaBKa

42

20

COCTABJIEHME  KAPTOUKH /Ul  apXHBa;  YKa3aHHE
MOPAIKOBOrO HOMEPR, TEMEI, HAaThl BEIAAYH; MOCTAHOBKA
KApTOYKH B KAPTOTEKY APXHBA BHIMONHEHHBIX CIIPABOXK

OIHa KapTOUKa

2,7

PaboThl B pexxame AC:

21

dopmuposarne I'CK; BBOog B 6azy  HmaHHBIX
aHAJIMTHYECKOH PpOCHHCH Tra3eTHO-KYPHANBHBIX CTATEH,
¢OOpHHKOB

OJHa KapToYKa

2,0

22

nouck H orOop OHbGnHorpadpmueckux 3amHcedl mno
YCIOBHAM

OZlHA KApTOUKa

2,7

23

BHIBOZ Ha OKpaH OubGanorpaduveckod 3anMcH HIM
OTHCNBHBIX M3 HEE CBEACHHIH; paclieyaTka

OIlHA KapTOuKa

1,6

1.8.2. buGnnorpaguueckoe HHPOPMHPOBAHHE

TaGnuna 14

HauMeHoBanHe nponecca, onepanun. Cocras padoTsi

Eaununa
H3IMEPEHHA

Hopma
BpeMeHH,
MHH.

2

3

4

Brispnenne HHGOPMALMOKHBIX noOTpebHOCTelH
CHEHHATHCTOB METOJIOM aHKETHPOBAHHS:

OnpencneHHe KOHTHHICHTA MoTpefuteneli HHGOpMAalluy;
paspaloTka 3adBOK A ONpPEAENCHAS HHPOPMALHOHHBIX
noTpeGHOCTeH (3anpocoB); pacchUIKa (pPaclpoCTPaHCHHE)
3a4BOK; 00paboTKa MONMYUEHHBIX 3aABOK; COCTABJICHAE Ha
faze mNOAYYEHHBIX JHaHHBIX KapTOTEKd KOHTHHIEHTA
notpebureneit HupopManuM H HX HHPOPMALHOHHBIX
notpeGHoOCTEH (3anpocoB)

OJUH noTpebUTeNn

34,0

Briasnenue HHPOPMALIHOHHBIX noTpebHOCTEH
CNENHANNCTOB HAa OCHOBE AHANIM3a IUIAHOBO-OTYETHOH
JOKYMCHTAILHH!

otop, H3yuUeHUE, aHATH3 OTYCTHLIX JOKYMEHTOB;
dopMHpOBaHHE TEMATHKH CIPAaBOMHO-HHPOPMATMOHHOTO
0OCNyKHBAHHA B PA3HEIX PEKHMAx

OAHH OTYeTHBIH
JOKYMEHT

240

pacnpeseneRHe TEMaTHYECKHX PYOPHK HHGQOPMAHOHHBIX
NOTPEOHOCTEH NHO MOAPa3NCNeHHsAM, YYACTBYIOINHM B
CNPaBoIHO-HHPOPMALUHOHHOM OGCTy)KHBaHHH

OHa pyOprka

2,7

3armoueHHe c a0OHEeHTAMH JOTOBOpA Ha
HHGOPMaHOHHOE 00CTYKHBaHHE:




37

Hopma
Ne Eauanua
o/ Haumenosanne npoiuecca, onepanun, Cocras paborni R BpPEeMeHH,
MHM,
1 2 3 4
4 |aHanM3 JAHHBIX O 3AaUHTEPECOBAHHOCTH A0OHEHTOB B| OJAHH JOTOBOP 2300,0
HHQOPMAUMOHHOM  OOCIYXKWBAHHM H  peXHMax
H30UPATENLHOIO PACIPOCTPAHEHHA W PETPOCIEKTHBHOTO
NOHCKA; 3AKIIOUCHHAE U NEPECMOTP AOroBOpa
GopMupoBaHHe CETH aboHEeHTOB CHCTEMB]
m3bHparebHOro pacrpocTparenis nadgopmanun (UPH):
5 |onpemenesme xonTHHrenta abonenToB cucTeMui MPU; |  oawmn aGonent 34,0
BLIBJICHHE THIIOBBIX M MHAHBHIYATBHBIX 3alPOCOB
abOHEHTOB; H3Y4YCHHE, KIaccHQHKaUui, HHIEKCHPOBAHHE
3alpOCOB; BBEAEHHE JAHHBIX O 3alpocaX B aAPECHYIO
KapTOTEKY
[oaroroBka curHaNbHOIO ONOBeileHUA B cHcteMe HPU
BrusiBiieHHE, TPOCMOTP H 0TOOP MAaTEpHANOB H3 TEKYIIMX | OZTHO OMOBELICHHE
NOCTYIUIEHHI; pacHpeAcicHue OTOOpaHHBEIX MAaTEpPHANOB
U3 TEKYIIHX MOCTYTUICHHN o aGoHeHTaM
KoguecTBO MPOCMOTPEHHBIX JOKYMCHTOB!
6 (1-2 3,0
7 13-4 12,0
8 [5-10 32,0
[ToaroroBka noAOOPOK CHTHAMBHBIX OHOBCUICHHH B
cucreme UPU
3amonHeHne ~ Onadka-3akaz’a Ha  THpPaXHpPOBaHHE; | OJHO ONOBEILEHHE
PECHCTPALKIO MOCTYNHBWINX KOMHH, TIpOBEpKa HX
Ka4eCcTBa H IKIEMILIPHOCTH; 3ar0IHEHHE
CONPOBOAUTENBHOH JOKYMEHTALIMH
KonuueciBo 3a1pocos:
9 {1-2 14,0
10 |3-4 17,0
11 [§-7 21,0
12 [8-10 25,0
[TpocMoTp 1 oTGOP HOKyMeHTOB Ui BBoAAa B AC
[IpocMoTp MaccHBa MOCTYNHBIOMX AOKYMEHTOB; OTOOp| OOHH ZOKYMEHT
OOKYMEHTOB COOTBETCTBYIOLIEH TEMATHKH H BBEACHHE B
Ha3y gaHnex AC
O160p nepBAYHLIX ROKYMEHTOB:
13 [1-50 290,0
O160p BTOPHYHBIX JOKYMEHTOB:
14 |1-50 110,0
15 |monroroBka kapToukw 1t pabounx xaprorek VIPHU OZHO ONHCAHHE 2,7
16 |momroroBka TpadapetoB ¢ KaproukaMH HPU ana oawu tpadaper 14
THPAXUPOBAHHSA
KOppeKTHPOBKA BRIXOAHBIX TAOYNATPAMM:
17 |ocHOBHOH pan OJXHA 3aIHCh 2,7
18 |BcrmoMoraresbHBIN yKa3arelb OJIHA 3ATTHCh 1.6
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Hopma
Ne Ennnnua
w/n HauMenoBanue npouecca, onepaum. Coctas paGors a3Mepents BpeMenH,
MHH,
1 2 3 4
19 |pemaxTHpOBaHHE BHIXONHBIX TabynsarpamMm H othopMICHHE OLHA 3aNmHCh 42
HOKYMEHTOB
20 | paspesxa, pacniedaTka noAGOPOK Ha OT/e/bHbIC ONACAHKE | ORHO ONMCAaHMe 1,6
Koppexraposka cuctemel UPU no pesyasratam aHanmsa
KapT obpaTHO# CBA3H
O6paGoTka M aHanu3 KapTel 0OpaTHOM CBA3U; BHECEHHE OHA KapTa
OUEHKH CHTHAJIBHOIO OIOBCLIEHHS B YUYETHYIO KapTy
aboHeHTa; KOPPEKTHPOBKAa CHCTEMBI Ha OCHOBE aHAIH3a
KapT o6paTHOH CBA3H
KosmuecTBo Kaprt:
21 (1-7 70,0
22 18-10 75,0
23 J11-15 80,0
24 |16-20 85,0
Brigatua JOKyMEHTOB 110 3anpocy:
25 |BeuiBNEHHE K OTOOp HOKYMEHTOB (M31aHHA) MO 3aNpOCy B{ ONUH JOKYMEHT 1.4
cnpaBouHO-HHpOPMAUHOHHOM  ¢oHAe,  ohOopMIEHHE
BBIIAYH JOKYMCHTOR B YCTAHOBICHHOM TTOPAJKS
I'pynnosoe 6ubanorpadudeckoe HHPOpMHpOBaHHE:
26 |dopmupoBaHHe cocTaBa rpynmnel abOHCHTOR OfMH a0OHEHT 720,0
27 |yTrouHeHHe TEMEI, COTIACOBAHHE HCTOYHHKOB 0/IHA TEMA 3,6
HHGOPMALHH, BUIOB JOKYMEHTOB
28 |cocTaBneHHe PETHCTPATHOHHON KapTOYKH O/THa KapTOvKa 1,6
ITonbopka aokyMeHTOB 11 HHOOPMAUK; COCTABICHHE H| OJHA KAapTO4YKa
HANKCAHKE OIOBEUICHHS; OTIIPABKA OMOBEILEHUS; 3AIHCE
B KaPTOYKH WHGOPMALIKH; aHANH3 KapThi 0OpaTHON CBA3M
ITHCcEMEHHO;, KOJIMUECTBO H3N2HHIA:
29 [1-5 12,0
30 |16-10 24,0
YCTHO; XONMHMYECTBO H3INAHHIA:
31 |1-5 12,0
OnepatrBHOe HHQOPMHAPOBAHHE 10 3ANPOCY:
32 |popmupoBanne ceTH aBOHEHTOB, BEIAB/ICHHE THIOBBIX M| OAMH abOHEHT 4.4
HHIHBHIYAJIEHBIX 3alIpOCcOB HOTpeOHTENeH
33 |u3ydcHHE, KNACCHPHKALMA 3AIPOCOB; BBEJIEHHE NaHHEIX O  OAHH 3ampoc 6,3
3aNpocax B aJAPECHYIO KAPTOTEKY
Hanncanne 0630poB H CHpaBoK
Buigenenue u or6op HCcTOUHMKOB; 06pab0oTKa M aHaiN3| OJMH aBTOPCKHIi
OTOOPAHHEIX MJOKYMCHTOB; HAallMcaHde TeKcTa 0030pa {(aBT.) MHCT
(CIIpaBKH); MOATOTOBKA PYKONUCH K NEYaTH
Q630p (cnpaBKa) MO NEPRHYHEIM HCTOYHHKAM:
34 !Ha pyccxoM si3biKe 5400,0
35 [HA HHOCTPAHHOM A3BIKE 7200,0
36 | o630p (cripaBKa) MO BTOPHYHBEIM HCTOYHHKAM 4100,0
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No

HauMeHoBaHme Mpouecca, onepawuu, Coctae paGornst

FEauuuna
H3IMEpeRHs

Hopma
BpPEeMEHH,
MHH.

2

3

4

OpraHusalma ¥ POBEJCHANE YCTHBIX 6UGIHoTpaduyeckux
0630pOB HOBBIX MOCTYIICHU

Orop HOBRIX NOCTYRsAEeHUNH IO 3apaHee OOBABICHHOMN
TEMATHKE; CHUCTEMATH3AUUd HCTOUYHMKOB [0 TEeMaM,
NpOCMOTP W aHAnW3  JOKYMEHTOB;,  Mojabopka
Gubmiorpaguueckdx ONUCAHUE, XPATKMX aHHOTALMH,
pedepatoB Ha OTOOpaHHEIE HCTOYHHMKH; TOATOTOBKA
pykonucH Subanorpadudeckoro 063opa

oa1H 0630p

Konnuecto MPOCMOTPEHHBIX " 0ToOpaHHBIX
JOKYMEHTOB:

37

1-10

400,0

38

11-25

450,0

39

26 - 55

500,0

40

56 - 140

600,0

TloaroroBka GroLIeTEHA HOBBIX NOCTYIUIEHHH

YToyHenue (onpeacneHue) TEMATHYCCKUX PaHUI] TIOKCKa
4 orOopa AOKYMEHTOB; cosmaHde pyOpuxaropa
OronneTeHs; BBIABICHHE U OTOOp AOKYMEHTOB B MAcCHBE
TEKYIIMX TOCTYIUICHHH  HCTOYHMKOB  HH(OpMAaIlHH;
nopGOpKa AHHOTAUH, pedepaToB, HX CHCTEMATH3aLHA

ollHa OroneTeHb

KonnyecTBo BpOCMOTPEHHBIX JOKYMEHTOB:

41

{-37

60,0

42

38-60

90,0

43

61-95

180,0

44

96 - 150

320,0

45

151 - 380

960,0

Opranusanusa 1 npoBeacHue «JIHa uHpopManumy;

46

pRpeficieHne TeMBI;, COCTAaBleHHE T1UlaHa TPOBSACHHA,
BLIABICHHE 1 JOCTABKA AOKYMEHTOB H3 COOTBETCTBYIOUIHX
ofpazacneHuil  6ubnmorexku; nmpocMOTp U oTbop
MOKYMEHTOB; TIpHranieHHe CTCLHATHCTOB-
OHCY/JIPTAHTOB; TOATOTOBKA BRICTABKH  JIHTCpaTYpEH;
NOBEIICHHE  3aHHTEPECOBAHHBIX  OpraHm3alMd Hu
NEOUANKCTOB; OQOpPMIICHHE  BHICTABKH; HallMcaHHe
paTKUX aHHOTALWH; opranusauMs cGopa 3a4BOK Ha
MOKYMEHTB!, WX BBJAYa, KOHCYJIBTHPOBAHHE, ACKYPCTBO
prbnrorpadoB; npoBeeHRe aHAIH3A MEPONPHATHA

OJHO
MEPpOIPHATHE

640,0

Opranuzanunsa n noaroroeka «Jlng 6udbnnorpadpuuy», «JHa
nocobua»:

47

YTOUHECHHE TEMBI; COCTaBNIeHHE Iana; oopMiteHte

BLICTABKH-TIPOCMOTPA; [IOAroToBKa 0630pa; NOATOTOBKA

KOHCY/ISTALHK; COCTAB/ICHHE H HAIMCAHUE OOBAB/ICHHA;

COCTABJ/ICHHE H HAIIHCAHHE NPT IACHTENBHEIX HHCEM, HX

pacchUIKa; NpUIIALICHAE 38HHTEPECOBAHHBIX JHLL [0
AIHO, MO TeNePOHY, IHIHO

0HO
MEepONIPUATHE

1940,0

Opraﬂnsaunﬂ H ONpOBCAOCHAE ((ﬂHH CIIEHHAJIHCTaY




40

HaumeHoBanHe nmponecca, onepanuu, Coctap pabornl

Enunnina
A3MEpEHHN

Hopma
BPEMEnH,
MHH.

2

3

4

Onpenmenenne  TemMbr  «JIlH®  cmeumanHcra» ¢
3aUHTEPCCOBAHHBIMH OpraHu3aLAsAMH, dopMbl
npoBeacHNA (CTaHOHapHasA, Bbie3HAd), OTBETCTBEHHOIO
3a MCpPONpHATHE B  1ICNIOM; COCTABNCHHE ILIaHa
MEPOMpPHATHA,  MporpaMMbl  moHcka #H  oTbopa
HHQOPMAIIHOHHBIX MATEPHAIOB; MOATOTOBKA OTKPLITHIX
NPOCMOTPOB M TEMATHYCCKHX BBICTABOK JNHTEPATYphl MO
cneumaneHocTH, Oubmaorpadmyeckne o030pHI; 3akas
nexuuH, KAROGUIEMa; ONOBEMIEHHE 3aHHTEPECOBAHHBIX
opraHu3auMii; odOpMIEHHE BHICTABKH; OpraHW3aLUsA
JEKYPCTBA Gubnuorpados, KOHCYJbTAHTOB~
CHELHAINCTOB; O0eCneyeHHe BHINAYU H3AAHHHA WIH HX
KONHHA BO BpEMs MEpONPHATHA HIH HEMOCPENCTBEHHO
nociae  Hero;  JCMOHCTpallMd  BBICTaBKH,  aHaiH3
pe3yabTaToB «JIHs cnenuanucTay

OIHO
MCPOTIPHATHE

Yuc/10 CONYTCTBYIOMHX MEPOTIPHATHIA:

48

1-2

1940.0

49

2600,0

50

3500,0

51

3-4
5-6
7-8

4600,0

[MpuMeuanue: BpeMsa npoBemenHs «JHs undopMmannn», «Jus conennamucra», «J[HA
oubnmorpaguu» B HOPMY BPEMEHH HE BXOJIHT.

1.8.3. HudopmanonHas pabota

Tabnuua 15
Ne Enunnia Hopua
o HaunMenoBsanue npouecca, onepamuu. Cocras padoTsI H3Me BpEMEHH,
penns
MHH,
1 2 3 4
[loaroToska nonyaspHeix dubnHOrpaduIeckux nocobuit
BuiGop Temul 10co0ug; BBIABAEHHE B 0TO0p JOKYMEHTOB,
(OpMHEpOBaHHE Ppa3ACHOB NOCOOMA; AaHHOTHPOBAHHE
JOKYMEHTOB; noabopka ¢akrtorpaduueckoro Marepuana,
WULIOCTPALMi;  HAMHCAHHE  TCKCTA,;  COCTABJIIEHHE
BCIIOMOTATCIIBHBIX  YKa3aTencil;  KOHCYNbTAMH Y
CHELMATNCTOER  Ha  pasiH4YHBIX  JTanmax  paboThl
o0CyxXIeHHe  PYKOIIMCH HA  3acefaHHH  HaydHo-
METOAHYECKOrO (peAaKLHOHHOIO) CcoBeTa, JopaboTka
PYKOTIHCH MO 3aMEYAHHAM; C1aYa PYKOMHCH B NMEYaTh:
1 |[cocraBnenne MOMYAAPHOrO Gubnuorpaduiyeckoro | OJHH aBT. JIUCT 13500,0
yKa3aTens, MyTeBOAUTENA, CIPABOYHHKA
2 |moaroToBKka KOMMEHTAapHEB, NpPHMEYAHHH NONYJAPHO-| OIHH aBT. JIHCT 5400,0

NPOCBETHTENBHOrO  XapakTepa,  He
CIENHANBHBIX HCCTIEAOBAHHIN

Tpebyromux




41

HanmeHoBanHe npouecca, onepaunn, Coctas padoTnl

Eannuna
H3IMeEPEHHA

Hopma
BpeMeHH,
MHH.

2

3

4

MOATOTOBKA KOMMEHTapHeB, MPHMEYAHHWH  HAYYHO-
HCCHEeIOBATENBLCKOTO XapaKTepa

OIOHH aBT. JIUCT

10800,0

Tloaroropka PETPOCTIEK THBHEIX Hay4yHO-
BCIOMOTaTeNBHEIX OHOMHOrpadHUIECKUX yKazaTeneil:

BHIOOp TeMbl; CO3JaHHEC aBTOPCKOrO  KOMNEKTHBA;
pa3paboTKa HHCTPYKTHBHO-METONHYECKHE MAaTepHalloB;
BhUiBNieHMe ¥ o100p nHoxyMeHToB; pafora Han
onrGnuorpaguyeckoi 3ATTHCBIO; AHHOTHPOBAHHE,
oubnmuorpaduueckasn [PYNIHPOBKA, COCTABJICHHE
BCTIIOMOI'aTeNbHBIX YKazaTenel; oGCYXACHHE pYKOIMHCH
yKasarels Ha  3aC€JaHHH  HayYHO-METOAUYECKOrO
{pemakuHOHHOIC) coBeTa; AOpaboTKa MO 3aMedaHHAM,
clava PYKOMHCH B Nevarh; COCTABIICHHE
OoubnuorpagH4eckoro  ykasaTens [0  aKTyanbHOM
TEMATHKE ¢ XPOHOJIOTMYECKUM OXBATOM OT 2-X AQ 5-TH
NET ¥ BHHOTALUAMH, MOACHAIOIUMH Ha3BaHHA

OOYH aBT. JIHCT

9720,0

Cocrasnenne  Gubmuorpadsveckoro  ykaszatend mo
KOMILIEKCHEIM H MEXOTPAacleBHIM npobneMam o01iero u
PETHOHAIBHOTO ~ COJCPIKAHUSA ¢ XPOHONOrHYECKUM
oxBaroM | - 2 roma, ¢ AHHOTALHAMH, NOSCHIIOIMMH
HA3BaHHA:

w

Ha PYCCKOM SI3bIKE

9720,0

¢ BKmoueHneM ot 30% no 40% obrema nmybnuxanmii Ha
MHOCTPaHHBIX A3BIKAX

11000,0

COCTaBJICHH¢ AHHOTHpPOBaHHOTO GHOGMHMorpaduvecKoro
yKazarensa MHOT0OTpPAacieBOro COmepKaHHA v
XpOHOJIOTHYECKHM oOXBaToM Jo 100 ner u Oonee,
Tpebylomero  CIIOUIHOIO  MPOCMOTPa  AOKYMEHTOB,
CIOXHHX OHOMMoOrpadyHueCKMx pasbICKaHHH, ydeTa BCEX
nepensaaHuii nyOnukauuii H MX XapaKTepHCTHKM MyTeM
CUYUEHHUS TEKCTOB

OJHH aBT. JIHCT

18800,0

IMoaroToBka aHANMUTHYECKOTO 0030pa

BrmeneHne B 0T00p AOKYMEHTOB [yI 0030pa; NOATOTOBKA
pyOpHkaTopa npeaMera o030pa; M3YYEHHE H OLCHKa
JOKYMEHTOB; CHCTEMATH3AUWA MATCPHANa, COCTABICHHE
TeKCTa aHaTHTHdeckoro oO3opa; oOCyXACHHE PYKOIHCH
Ha 3aCeJaHHH HAyYHO-METOAHYSCKOTrO (peAaKIHOHHOTO)
coBera, AopaboTka o030opa MO 3aMeyaHHsAM; c/la4ya B
neyaTh:

OJMHH aBT. JIHCT

=]

10 PYCCKAM NEPBHYHBIM HCTOUHHKAM

9720,0

no CMEIMAaHbLIM HepBH‘iHBN HCTOYHUKAM

10800,0

Mo HHOCTpaHHBIM NCPBHYHBIM HCTOYHHKAM

12400,0

[oaroToBxa AHATMTHYECKON CIIPABKH:

11

BeuBneHre # 0TOOp JOKYMEHTOB I aHANHTHYECKOH
CNpaBKH, U3Y4YCHHE, aHAIM3, OLCHKA M CHCTeMaTH3alud
HX; COCTABACHHE TEKCTA CIIPABKK

OOHH aBT. NIHCT

5200,0

Ioaroroeka pedepatusHOro 0630pa
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N Hopma
o Exnnnua
aln HaumMeHoBaAHRE Npouecca, onepalui. CocTae paboTLy H3mepenHs BpeMeHH,
MHH,
1 2 3 4
BeiBneHHe H OTOOp AOKYMEHTOB M pe(epaTHBHOrO | OJHH aBT. JIHCT
obzopa, wu3ydeHMe M aHanM3 uUX; pedepupoBaHHe
HCTOYHHKOB, CHCTEMAaTH3alld® TEKCTOB aHHOTALHii;
COCTaBJIEHHE TEKCTa pehepaTHBHOrO 0630pa; 00CYXKACHHES
ofzopa Ha  3acemaHHu Hay4YHO-METOHUECKOTO
(penakuuonuoro) cobera; JopaboTka o63opa  mo
3aMeYaHHAM; CHaYua B N€YaTh:
12 |no pyccKMM MCTOYHHKAM 5200,0
13 |no cMelnanHbIM HCTOYHHKAM 6480,0
14 )00 HHOCTPAaHHBIM HCTOYHHKAM 7300,0
CocTaBlieHue IKCOpecc-HHGOpMAaLtiy;
15 |BbigBNcHUE H 0TOOp MaTepHasia MO TEME, CHCTEMATH3AIHA | OAWH aBT. JIHCT 3840,0
€ro M OATOTOBKA AJI% IEYaTH
CocraBneHune 6ubnuorpadpuveckol 3anucH, aHHOTALHH,
pedepara
Cocrapnenue GuOmHorpadpuueckot 3amucH: H3yYeHHE H OXHa 3anHCh
aHAIN3 JOKYMEHTA; COCTABJICHHE 3arojioBKa ONMCAHHA,
NpOBEpKa 3allHCH, BHECEHHE MCIpPaB/ISHHI
KonnuecTBo 3neMeHTOB OHGIHOrpaPHIecKoro onucaHus;
16 11-4 3,2
17 15-6 5.4
18 |7-9 6,4
CocTasneHue anHOTAUHH; H3YYEHHE U aHAIH3 JOKYMEHTA, | OJHa AHHOTALHS
HAaRHCaHHE TCKCTa aHHOTAlUH:
19 | aHHOTHPOBABHE KHUT 2700
20 | aHHOTHpOBaHKE CTATEH 160,0
21 |cocraBnenue pedepara: WIyueHHE W aHATHI NOKYMEHTA, | OJIMH aBT. JILCT 5920,0
Ha KOTOpBIA cocTaBiiieTcda pedepar; HaMHCAHHE TEKCTa,
BHECEHHE WCTIPABIEHHUIA
AHaTHTHYECKadA POCHHCH JKYPHANBHBIX, Ta3eTHBIX CTATeH,
cOopHUKOB, OHGIHOrpadHIeCKHX mocobuii:
22 |o3HaKOMNEHHE C COACPKAHHMEM H3A4HUA;, COCTABICHHE O/IHA CTATbA 3,6
AHATHTHYECKOTO OMHCAHHA HA CTATHIO
llonnep:ka caiita GuONHOTEKH ¥ OTACNBHLIX MPOCKTOB:
23 |BepcTKa CTpaHHUIl cadTa, pasMEICHHE MOATOTOBNEHHOTO!| OJHH aBT. JIHCT 300
MaTepHasla B COOTBETCYBYIOWIHI pasfen caiita

[IpuMeuanHe: HOpMa BpeMEHH Ha cocTaBleHHe GubnHorpadHuyeckoro nocobus haHa us
pacuera paboTel aBTOPCKOTO KOJUIEKTHBA.
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1.9. Tlepeson v nepepaboTKka NEYATHBIX TEKCTOB ¢ HHOCTPAHHBIX A3LIKOB HA PYCCKHI U ¢
PYCCKOro Ha HHOCTPAHHbBIE A3BIKH

Tabmna 16
Ne EauHuna Hopwma
wn HaumeHoBaHH¢e npouecca, onepauun. Cocras paGoTsl — BpeMeHH,
MHH.
1 2 3 4
TMepeBon TeKCTa ¢ HHOCTPAHHBIX A3BIKOB Ha PYCCKHIA A3BIK
UreHne OpHTHHaNa; aHAIM3 TEKCTa; pa3METKa €ro C|( OJH aBT. JIUCT
BBIABIEHHEM TPYAHBIX TEPMHHOB, TIPaMMaTHYECKMX
KOHCTPYKLUHH, JEeKCHYEeCKHX oO0OpOTOB, UEXOBBIX H
>KaprOHHBIX TEPMHHOB:
1 | nomueni NHCEMEHHEIH 1EPEBO OJIMH aBT. THCT 2580,0
2 |coxpatneHHBI nHcEMeHHBLH nepeBod oT 30% o 50% | oauH aBT. AMCT 1620,0
ofbeMa TEKCTa
3 | BeIOOpOUHEII NHCEMEHHBIH NepeBoj OJMH ABT. JIHCT 1520,0
IlepeBoa TeKCcTa ¢ PYCCKOTO A3BIKA HAa HHOCTPAHHBIE
A3BIKH:
4 | MONMHEIH MHECEMEHHBIH MEPEBO] O/HH 4BT. AHCT 5160,0
Tepmunonormyeckas  pabora  NpH  BEINOJIHCHHH
NUCHMEHHOr0 epeBoja;
5 |oTbICKaHUe OTMEYCHHLIX B OPUTHHANE HEe3HAKOMBIX WIH| OAHMH TEPMHH, 18,1
HEMOHATHBIX TEPMHHOB M COKpailleHHWH B CIOBapHO-|  COKpAlU€HHE
CTIpaBOYHOM JTHTepaType; NMonbOpKa COOTBETCTBYIOIIETO
TEPMHHY DKBHBANEHTA; paciu(poBKa COKpaIeHHs
KoHcynbTalys NepeBoaInKa CO CICHHATHCTAMH:
6 |BHLACHCHHE NpPABHIBHOTO H3/I0XEHHA HacTeH TEKCTa MO ONlHa 36,2
MaNO3HAKOMOH TEMaTHKe; YTOYHEHME COOTBETCTBHA| KOHCY/ILTAlUA
nepeBoja OpHrHHaLy
Cocrasnenne OUOIHOrpagUIeCKOro ONMHCAHHS:
7 )cocraBieHne Gubmuorpadiueckoro ONMCaHWA MEPEBOAA! OJHO OMHCAHWE 60,0
O NAHHBIM, B3ATHIM C TUTYIIBHOTO JHCTA NIEPEBOAA
BrisBienHe omHMOOK M BHECEHHE M3MEHEHWHA B TEKCT
NepeBOda MOCIE MEYATABMSA:
8 |mpoBepka MPaBMALHOCTH PacMOAOKEHHS OTHNEYaTaHHOTO| OJWH aBT. JUCT 200,0
TEKCTa; CBEPKA ¢ PYKOIUCHIO, NIpaBKa
Texnuveckoe oopMiienye Nepesoaos:
9 !BIHCHIBaHHE B TEKCT NEPCBONA CHMBOJOB M BCTAaBOK Ha| OJHO BIIHCHIBaHHE 2,0
HHOCTPAHHOM S3bIKe
10 | BxienBaHHE PHCYHKOB, Tabnul, GopMys OZHa BKIeHKa 3,0
IlepeBon 3aroI0BKOB CTaTei M JOKYMEHTOB:
11 |mepeRon U 3amHCh 3arooBKa OIHH 3ar0NIOBOK 120,0

[TpuMeuanpe:

- HOpPMBI BPEMEHH TPEAYyCMaTPHBAIOT BBEIMONHEHHE NMEPEBOJAOR ¢ HHOCTPAHHOTO A3bIKA HIIH
Ha HHOCTPaHHBIH, KOTOPBIH Yy IEPEBOAYHMKA ABNAETCA OCHOBHBIM (M0 o00pazoBaHHI0 HIH
MPHMEHEHHIO);
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- TIPH BBHINIONIHEHHH MEPeBOAOB € APYIUX A3LIKOB MM HAa OpyrHe MOMHMO OCHOBHOTO K
HOpMaM BPEMEHH MPUMEHASTCS NOBbILIaloMMI Koddduouent 1,1,

1.10. Uccnenoparennckas pabota

Tabmuua 17

Ne

HaunmenoBaHHe mponecca, onepaiun, Cocras padorsl

EnuHuma
H3IMEpeHHA

HopMma
BpeMCHH,
MHH.

2

3

4

PaspaboTka nporpamMMpl  (TEXHHYECKOTO  32aAaHHSA)
HCCIIEAOBAHHA

O6ocHOBaHHE AKTYAThbHOCTH TCMBI, BHIABICHHE M
obocHOBaHHe NMpoOGneMHON CHTyauMH, (GOpMYIHpPOBaHHE
HeaH, 3a7a4 W THNOTE3Bl HCCNIENOBAHHS; HanHCaHHe
TEKCTa

OJIHa MporpamMMa

UccnenoBaHue HOCHT!

OnepaTUBHBIH XapakTep

38250,0

MHJIOTAXHBIN (pa3BeAbIBATENIbHBIH) XapaKkTep

21600,0

PazpaboTia METOAUKH HCCIEAOBAHHA

PaspaGorka  (HalmHCaHHE)  TEKCTa  METOAMYECKHX
OOKYMEHTOB [0  TIPOBOAUMOMY  HCCNEAOBAHHIO,
anpoGaliuy COCTABICHHBIX JOKYMEHTOB; YTOYHCHHE H
JopaboTka METOAHYECKOTO HHCTPYMEHTApH4,
COCTABJICHHE OKOHYATENLHOrO BAPHAHTA AOKYMEHTA!

OHa METOIOHKA

METORMKA  WPOBefCHHA  HCCICHOBaHHs,  HOCAUIETO
OMePATHBHBIH, IMITHPHYECKHH XapakTep

28000,0

METOJMKA  NPOBEACHHS  HCCICAOBAHHA,  HOCSUIETO
MHIOTAXKHBIHN (pasBeAbIBATEIIbHBIIN) XapaKkTep

15600,0

PazpaboTtka uHCTpykiu# mo o6paboTke AOKYMEHTALHH
{HCXOAHBIX JaHHBIX), MONYYEHHOH B XO4€ HCCIICIOBAHN:

OJIHA HHCTPYKUKA

Lh

py4Has obpaboTka

15600,0

ManinnHag 0bpaboTka

20400,0

PaszpafoTka [NpSAIUIaHOBBIX H IUIAHOBBHIX JOKYMCHTOB
NepCIeKTHBHOTO XapaKTepa:

pazpaloTKa  KORUCHHWH  OCHOBHBIX  HANpaBICHHIA
pasBuTHA OHONMHOTEYHOro JieNla B  PErHOHEe Ha
NEePCHeKTHRY

OAHH ABT. JIHCT

13050,0

KOHUenTyalbHoe  ofccrieueHne  Gubamorpadudeckux
H3/IaHHit; 060CHOBaHHE aKTyaJbHOCTH TEMBI,
YHTATCABCKOTO H HENCBOI0 Ha3HAUCHHA MOCO0U#A, €ro
CTPYKTYphl  {CX€MbI),  BBIpabOTKAa  METOOHYECKHX
TPHHIMIOB W PeUICHHH U pacCKPHITHS T€MBI; HAITHCAHHE
TEKCTA

OOHH aBT. JTHCT

11220,0

COCTaBJICHHE HNpOrLosa (IpeAlUIanOBBI  JIOKYMEHT),
CBA3AHHOIO C MEPCICKTUBAMM pPa3sBUTHA OHOIMOTEK;
HanucaHue TEKCTa

OIHH aABT. JIHCT

13050,0
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Ne
n/n

HanMeHoBaHHe nponecca, onepanun. Cocrap paGoThl

Eauanoa
H3MepeHHnd

Hopma
BpeMeHH,
MHH.

2

3

4

10

pa3paboTKa IeNIeRhIX mporpamMM (Ina cetd OubnuoTtex unmn
oHOH OHOGIMOTEKH); AMATHOCTHKA CUTYallHH, BHEIIHUX H
BHYTPCHHHX BJIHAHHH Ha (YHKIMOHHPOBAHUE H PAa3BHTHE
OoubmoTeK {oanoii 6ubnHoTEKN); BbIpaboTKa
PEKOMEHAAINH, DELICHH; HANTNCAHUE TEKCTA

O4HH aBT. NHCT

15200,0

CocTaBlncHHE CBOJHBIX KATANOTOB KHHKHBIX TAaMATHHKOB:

11

paspaboTka mpocreKTa; BBUBNCHHE HAOKYMEHTOB -
KHIDKHBEIX ~ NaMATHHKOB, Hay4yHOe  OIIHCAHHE  HX;
COCTABJIEHHE CTPABOYHOTO aNNapara; HAMMCAHHUE TEKCTA

OOHH aBT. JHCT

18200,0

OpranusauMonHas pabora no NpOBEACHHIO
HCCNIEAOBAHHA:

12

CO3IaHHE HCCICAOBATENRCKOrO KOMACKTHRA; COCTABNEHUE
paboyero I1aHa IPOBCHEHHA HCCneOBaHuA,
COI'NacoBaHHE €ro ¢ HUCHONHHTENAMH, ONpeAcieHHe
wiowagku (6a3pl) MCCNEOOBaHHA, NEPENNCKAa ¢ HHMA,
NpoBelicHHe HHCTPYKTaXeH, CeMHHapoB, COBCLIAHHH,
KOHCY/IbTallHH

OOHO
HCCICOOBaHHE

7140,0

13

Gubnuorpadpuueckas mnpopaboTKa TEMBI HCCICAOBAHHA,
paboTa B apXuBax, U3yYeHHE HOPMATHBHO-TEXHUYECCKOMH
JOKYMEHTalluH, HHpopMalMH o0 aHamorax H HApYTHX
MAaTEepPHAJIOB, OTHOCALINXCS K paspabarsiBaeMoi Teme

OIUH aBT. JINCT

1200,0

(QbpaboTka nony4eHHOH HHOOPMALIHH:

14

cbop u o0paboTka WHPOpPMALKHKM HAa OCHOBE MEPBHYHBIX
WUCXOJHBIX AAHHBIX (CTATHCTHYECKUX JAHHBIX, OTYETOB,
TUIAHOB, CIIPABOK, MAaTCPHAIOB KOMAHIMPOBOK)

OJHH aBT. THCT

7800,0

15

ananus obpaborarHoli HHPOpMALHH

OJHH aBT. JIHCT

5200,0

IMoaroToBKa MaTEPUAIIOB 1O HTOraM Hay4HOH paGoThHI:

16

HalKCaH¥e HAYYHOTO OTYEeTa; TOATOTOBKA PYKOMHCH K
II€YaTH Ha PamTHIHBIX JTanax paboThl

OJWH aBT. THCT

13200,0

17

HaMHCAHHE MPOMEXYTOYHOTO OTUCTa (CﬂpaBKH) 0 Xole
HCCACTOBANHA

O0OHH aBT. THCT

6400,0

IloaroToBKa M HAMUCAHUE TEKCTA CTAaTbH B COOpHMK
Hay4IHBIX TPYZAOB, NpaKTHYecKoe nocobue,
npodecCHOHANBHYK) Tpeccy; MOATOTOBKA PYKOIHMCH K
NeYaTH Ha pa3NHYHbIX 3Tanax paboThl:

18

CTATEA TCOPECTHYCCKOTIO XapaKkTcpa

OOHH aBT. THCT

15200,0

19

CTaTh NPHKIAHOTO, IPAKTHYECKOTO XapaKTepa

OGIUH aBT. THCT

9200,0

20

HallHCaHHe JOKIAa IO MTOTaM HaYYHOI'O HCCIICHOBAHHA,
NOAr0TOBKA PYKOTIHCEH Ha Pa3HYHBIX HTanax paGoTsl

OAHH aBT. JTHCT

6700,0

21

pa3paboTKa peKOMeHAALUH, HHCTPYKIHU MO BHEAPEHHIO
MATEPHATIOB HAYYHOTO UCCIEHOBAHUA; HAMUCAHHE TEKCTa,
MOAFOTORKA PYKOITMCH K MEYaTH Ha paliiyBbIX >Tamax
Ppaborsl

OIHH aBT. NTHCT

14100,0
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[Ipumedanue:

- HOpMa BpeMEHM HAa COCTaBJICHHE NporpaMM, METOAHK,

HcclleqoBaTeNbCKHA KOJUIGKTHB,
- 4achl TPYAO3arpaT pPacnpeleiioTcs MeXay HCNONHHTEIIMH B 3aBHCHMOCTH OT HX
Harpys3kH;
- B TIpOLECC MOATOTOBKH pPYKONMHCH K HEYAaTH BXOJAT: cJada PYKOMHCH HAY4IHOMY
peaakTopy, oGcyRAeHNEe B OTACKE, HAYYHOM COBeTe, NopadoTKa PYKONHCH.

1.11. Metonuueckaa pa6ora

MHCTpYKUMH JaHa Ha

Tabmuna 18

Ne
n/m

HanmeHoBaHHE NPONecca, ONEPALHH,
CoctaB padoThl

Eaunnna
H3Mepenns

Hopma
BpEMEHH,
MHH.

2

3

4

TToAroTOBKA METOHYESCKOTO MOCOOHA, PCKOMCHAAIM i

TpuHUANHANEHO HOBas pa3paboTKa TEMBI:

H3YYEHHE TeMbl, BEIABJICHHE M aHANH3 JOKYMEHTOB MO
TEME, YTOMHEHHE YUTATENbCKOTO M LENEBOro HazHauYeHHs
nocoGHs, peKOMEHZauMi; COCTaBIEHWE MpPOCHEKTa;
HanHCaHHe TeKCTa

ONHH aBT. JIHCT

15300,0

Moandukanus panee paspaboTaHHOH TEMBL:

BBIBIEHHEC W  H3YYEHHE HOBBIX JOKYMEHTOB H
HAKOIUICHHBINH OHONHOTEKAMH ONBIT N0 TeMe nocoOud,
pEeKOMEHJAlluii;  yTO4YHEHHEe  IpOCIeKTa, BHeceHHe
H3MCHEHHH B CTPYKTYPY TE€KCTR2 B COOTBETCTBHH C
JNOCTHXKEHMAMH OMONHOTCYHOH TEOPHH H MPAKTHKH;
MOATOTOBKA PYKOIMUCH K OOCYXJCHHIO; nopaboTka mo
HTOTaM 00CYACHUA

OIHH aBT. JIHCT

8670,0

Pazpaborxa HJOKYMEHRTOB, PeTIaMEHTHPYIOHIHX
JeaTenbHOCTE OHOIHOTEK, NONOXKEHHH, HHCTPYKUHH,
NPOEKTOB IOCTAHOB/ICHUH, YCTAaBOB, 33aKOHOJATENBLHBIX
aKTOB

anHU.Hl'IHaIIbHO HOBaA TCMa.

BBIABJIEHHE, H3YYEHWE M  aHAIM3  JeiCTBYIOMIMX
OOKYMEHTOB MO TEME, HamMCaHHE TEKCTa TMPOeKTa
JOKyMeHTa, o0cyxaeRne, anpobaunda B OUGIHOTEKAX, Ha
3aC¢HaHMH HAYYHO-METOAMYECKOTO coBera; JopaboTka
JAOKYMEHTA; MOJITOTOBKA K YTBEPKAECHHIO

OAHH aBT. NUCT

17340,0

Mozaudukanus panee paspaboTaHHOTO JOKYMEHTA:

aHATN3 M OLCHKA JOKYMEHTa; MOMCK U OT0Op HOBBIX
HCHCTBYIOIIUX  JOKYMEHTOB HO TEME, BHECECHHE
U3MEHEHMA B TEKCT JOKyMeHTa; oO0cyKieHHe Ha
3aceJaHMH HAyYHO-METOOUYECKOro coBeTa; nopabotka no
uToraM obcyKAeHHs; MOATOTOBKA K YTBEPXKIACHUIO

OJHH aBT. JIHCT

7650,0

PaspaGotka yueTHBIX popM, Tabnuu, 0Opa3uos:
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Ne
n/n

HanMeHoBaHHE NPOLECCA, ONEPANHH.
Coctap patotn

Exmunua
W3MepeHns

Hopma
BPEMeEHH,
MHH,

2

3

4

YTOUHEHHE MpeAMeTa, OOBEKTa, CONEKAHHA YYETHOM
dopmbl, Tabnuusl, obpasua;, otGop mokasareneit,
CHCTEMATH3aUMA HX, pa3zpaboTKa MakeTa yueTHOH dopMsl,
tabnuiel, o0pasia; ofcyXAcHHE HA 3accAAHKH HAy4HO-
METOANYCCKOTO COBETA; MOATOTOBKA K YTBEPKACHHIO

OIOHH aBT. THCT

7650,0

CocraBneHue pEKOMeH Jauui no BHE/IPSHUIO
PEIAMCHTHPYIOIMHX JOKYMEHTOB B IPAKTHKY:

pa3paGoTKa METOAUYECKHX PEKOMEHJAalMM, UHCTPYKLUH,
IUIAHOB MO BHEIPEHHI0 HOPMATHBHON JOKYMEHTALIMH;
MOJArOTOBKA PYKONHCH K MEYaTH

OJHH aBT, JUCT

14025,0

[ToarotoBka mUCbMEHHOMR KOHCYJIbTALHK, MECTOQHYCCKOTO
MMHCBEMA:

BEISBIICHHE H aHANU3 JOKYMEHTOB IO TEME; H3YUEHHE H
06001eHHe onbITa paGoThl OUGIHOTEK; HANMCAHHE TEKCTA
KOHCYJbTAUMM, MCTONWYECKOTO MHChMA; MOATOTOBKA K
OOCYKACHHI0O Ha 3aCENaHHH  HAyYHO-METOJHYECKOTO
copeTa;, AopaboTka mo uToramM OOCY)KACHWS; caava B
neyars

OJHH aBT. THCT

8670,0

[MoaroToBka o630pa npestenbHocTH OubaHOTEK MmO
ONpeCTICHHOH TEMATHKE:

YTOUHEHHE TeMBI 0030pa; ONpeJeNcHHE XPOHOJIOTHIECKHX
TpaHHL; BEISABIICHHE IJOKYMEHTOB, OTOOpD, MPOCMOTp H
aHanu3; HallUCcaHHe TEKCTa; MOATOTOBKA PYKOIHMCH K
ofCyKIeHHI0O Ha 3accJaHHd HAYYHO-METOAHYECKOTO
COBETa; J0paboTKa PYKOIHCH MOCHe 06CYKICHHS

OIOHH aBT. MHCT

9180,0

PeuensupoBaune HAY4HBIX, METOIHYECKHUX,
HH)OPMAIOHHBIX MATEPHANIOB:

YTCHHE PeleH3UPYEMOTO MaTepHana; OLEHKA €ro B LIEIOM,
OTHCNBHBIX ~ vacTed,  YCTAHOBJAEHHE  COOTBETCTBHA
YHTATENBCKOMY H IIEJCBOMY HA3HAYCHHIO, HAYYHBIM H
MeToAuYeCKHM TpehoBaHHIM

OAHH aBT. JHCT

783,0

10

HanHuCaHHe pelCH3HH

OJHH aBT. JIHCT

1305,0

[loaroroska NeKuHH, KOHCYJIBTaAUHH

Paspaborka niaHa neKUHH, KOHCYNbTAUMH, MomGopka
MarTepuana, H3yuyeHHe ero, COCTaB/leHHE CIIHCKaA
UTEpaTyps! K TeKUHH, KOHCYIBTAlMM;, HallMCaHue TeKCTa:

OJHA JIEKLHS,
KOHCYNBTAlHsA

11

NEPBHYHARA TEKUIHA

1566,0

12

NOBTOPHAaA NCKUNA, C YYETOM HOBOI'O Marcpuaia

313,2

13

NEpBHYHAA rpyNIeBad KOHCYJIETAITHA

1305,0

14

MOBTOPHAA TIPYNNOBAA KOHCYABTALHUA € YYETOM HOBOTO
MaTepHala '

522,0

15

NpOBEJICHHE YCTHONH HHAMBUAYANBHOR KOHCYABTALUK

OOHZ NCKHuA,
KOHCYJNIETAaHA

16

OTBET HA MACBEMO

OAHO MHCEMO

162,0

IlpoBesieHNE MPAKTHKYMOB, CTRXKHPOBOK
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Ne
n/m

HanmeHoBaHne Npouecca, OnepaunH,
Coctap paGoTsl

Eaunvua
H3IMEpeHUs

Hopma
BpeMeHH,
MHH.

2

3

4

Ipaxtakym (7 - 10 nHe#): onipedeneHue TeMbl, 3a12HNSA,
yIpakHEHHA; COCTaBNCHHE rpadHKa U YTOYHEHHE CPOKH
IPOBEACHUSA 3aHATHI:

OOMH ITPAaKTHKYM

17

TPYNNOBOH NPaKTHKYM

2295,0

18

HHAABHAYAIBHBIH IPaKTHKYM

2160,0

Craxwupoeka (7 - 10 guel): yTOYHCHHE CpPOKOB
MPOBEJEHUS] CT@KHPOBKY; BBUIBIIECHHE JNHTEPATYpPhl 110
HU3yJaeMOMY BOIPOCY; COCTaBNeHHE [pOrpaMMel M
rpaduka CTOXHUPOBKH C YYETOM COCTaRa CHylIaTeneii;
3aKIOYEHHE O MIPOXOXKAECHAH CTAXKUPOBKH;

OHa CTaXHPOBKA

19

TPYNIOBAsA CTAXHPOBKa

2805,0

20

HHEHRBHAYANBHAA CTAXHPOBKaA

23490

IpakTHKa CTYZEHTOB BBICIIHX M CPEAHMX CTELHAIBHBIX
y4eOHEIX 3aBEACHHH:

21

NOATOTOBKA M OPraHU3auus NpakTHKA CTYACHTOB (o 30
nHel); paszpaboTka nnaHa NPaKTHKH, COTTIACOBAHHE €TO ¢
PYKOBOAHTENEM MPAKTHKH (NpeicTaBHTeNeM YueGHOro
3aBeJIEHHA);  COCTaBieHne  rpaduka  DOCEIECHHA
CTPYKTYPHBIX NOApasAeneHuH; opraHu3anus
NPaKTHYECKHX 3aHATHH; MOABEACHHE MTOTOB IPAKTUKH;
COCTABJICHAE XapaKTEPHCTHKY NPAKTHKAHTOB

OJHAa IpaKTHKA

4860,0

I'Ipalc'mqecxne 3AHATHA.

22

NOJArOTOBKA MPAKTHYECKOTO  3aHATHS; COCTAaBNEHHE
3aJaBHA O BBIMONHEHHIO H3Y4aemMoro OGHONHOTEYHOTO
npouecca, KOHTPONBHBIEC BONPOCH], TEMATHYECKHH CIHCOK
JIUTEPATYPHI K 32JaHHIO;, HANTHCAHHE TE3HCOB

OJHO 3aHATHE

1050,0

Cocrapnenve y1eSHOH IporpaMMEI:

23

ompefeNeHHE ~ COCTaBa  CiymiaTeneil;  COCTaBICHHE
TEMATHYCCKOTO IIAHA, YTOYHCHHE MOpPAAKa H3YUCHHS;
ONpefielicHHEe MOCNCHOBATEIBHOCTH H3A0KEHUA TEMEI,
BbIICICHHE OCHOBHBIX BOIPOCOB; COCTAaBJICHHE CIIHCKA
NHTEPATYPhl 110 TEMaM NPOrpaMMbi; HAMHCAHHE TCKCTa;
ofcy’)xneHne TporpaMMbi  Ha  3acefaHHH  Hay4HO-
METOAHYECKOTO COBETA

OOHa IporpaMma

5733,0

Hocemenne 6ubnuorek, BbE3Ab! B KOMAaHAHPOBKH €
UeAb0 HM3ydeHHMa paboThl ¥ OKalaHHd METOIUYECKOH
MOMOLIH:

24

MNOArOTOBK2 K KOMAHIHPOBKE, YTOUHEHHE CPOKOB H LieaH
KOMaHIMPOBKH,  O3HAKOMJIEHHE ¢  HMEIOLIAMHCH
MOKYMEHTAMH W MATepHANIAMH NpPERAbLAYIIHX BBHIE3AOB H
nyOMHKanHif B N€4aTH; COCTABICHUE NPOrpaMMB! (ILIaHA)
KOMAHIRPOBKH

OlHa
KOMaHIHPOBKA

574,2

25

cocTaBneHie HMHPOpMAMOHHOIO OT4YeTa (CIpaBKH) O
npoBe/ieHHOH paboTe: CBeiCHUIT 0 MeCTe BhIe3Ja, LE/sX H
CpoKax KOMAHAHUPOBKH, OODBEKTaX MOCCIICHHA, AHATN3
COCTOAHHA paboTBl MO TEME BhIE3fa, BHIBOABI H
npeanoxeHns B aapec SubmoTexu

OOHH OTYET

1050,0
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Hopma
Ne HanmeHoBaHUe NpoLiecca, ONepamnuy. Enunnua
n/n Cocras paGoTs H3MepeHHs Bpemen,
MHH.
1 2 3 4
26 |cocTaBneHHe aBAHCOBOrO OTHYETA, 3alIOTHEHHE OTIETHOIO OJIHH OTHET 40,0
G1aHKa CO BCEMH TIPUAOKEHHAMH;, CIaYa B GYXTANTEPHIO
27 |moaroroska HHGpOPMALMK MO pe3ybTATaM KOMaHAUPOBKY | 0AHA HHOpMaLns 105,0
{YCTHO) B CEKTOpE, Y 3aBEAYIOILETO OTIAEIOM, Ha HAyUHO-
METOOUYECKOM COBETE, 3aCCAaRHH THPEKIHH
28 |moaroToBka OTYETHOTO MAaTepHaNia IO pe3yJbTaTaM | oaHa HHboOpMaLHa 500,0
KOMaHIUPOBKU 718 pasMeEIlCHHUs Ha caiite
29 |paspaboTka M cocTaBleHHe Y4cOHBIX TUIAHOB M MPOTpaMM | OMH MEHaTHEIRR 1200,0
CHCTEMBI JOHOJNHUTEIIBHOTO npodecCHOHANBHOTO JIHCT
obpazopanus ({110} B oTpacnu
30 [cocraBneHne pabouux nmporpaMM MO BHOBE BBOAHMBIM | OJHH [EYUATHBIR 1800,0
AMCLIMIUTHHAM, aKTyanH3alHsa ASKCTBYIOIHMX IpOrpaMM THCT
31 |pa3paboTka METOAUYECKHX MATEPHANOB MO KOHTPOJIO | OAWH NEYaTHEIH 360,0
3HaHHH OO0YJAIOUIMXCH; COCTABIEHHE JOKYMEHTOB IO JIHCT
MIAHHPOBAHKIO Y4eOHOTO polecca
32 |paspabotka yueOHO-MporpaMMHON JOKYMEHTAUHH 1| ORMH NeYarHbIi 1800,0
npoBeeHns 00pasoBAaTEILHOTO MPOLIECCa, METOAMYECKHX AHCT
pa3paGoToK MO NMPHMEHEHHIO HOBHIX HHOOPMALHOHHBIX
TEXHOJOTHHA B y4eOHOM Nporecce
33 |paspaboTka HOPMATHBHBIX JOKYMEHTOB, | OOHH AOKYMEHT 3600,0
PECTAMEHTHPYIOUIMX  BCE  BHAM  oOpazoBarensHoi
JEATENHHOCTH B 6uGIHoTEKE
34 |cocTaBneHHE W TONrOTOBKA K H3JaHHK Yy4YeOHBIX| ONWH HNEYATHEIH 1800,0
NporpaMM, MOcoOHil, CaMOCTOATENBHO WIH COBMECTHO C JHCT
JPYTHMHU [ToApasAeneHHaMH OHOIHOTEKH
35 |ydacTHe B CHEHHATH3HMPOBAHHBIX COBeTaX OHOMHOTEKH:!  OAMH AOKIAN 2400,0
MOATOTOBKA I71s MpodeccuoHanbHON nedaTH myOanKanuit
H MaTepUanos BHICTYIUIEHHA Ha KOHpepeHIHSX 0JHO co0OmeHue 1200,0
36 |moarotoBka K o0cyxneHur0 yueGHeIx mporpamm JI1O k| oaHo 3acemanue 2400,0
3aceaHHAM Y4eHOro COBeTa
37 |cocTaBneHHe KaIBKYIAHUH LICH Ha [UIATHBIE YCITYTH OJHH JOKYMEHT 120,0
38 [opraHuzauus WIaTHOrO OOYYEeHHs MO MAOTOBOPaM Ha| OJWH AOKYMEHT no gaxty
OKazaHHE  IUIATHBIX  OOpa3’oBaTeNbHBIX YOIy  C 3aTpayeH-
IOPHAHYECKEMH H QHIHYSCKHMH JTHNAMH HOTO.
BPEMECHM
39 {noAroToBKa AOKYMEHTOB K  JIHHCH3HPOBAHHIO H| OJMH HOKYMEHT 12000,0
aKKpeAUTalMH, CBA3aHHBIE ¢ peanu3anuedl OHOIHOTEKOH
obpazopatenbHbIX mporpamm JIO
40 |mOATOTOBKZ MATEPHANOB JUIA 3aHATHH B AWCTAHUHMOHHON | OJWH Yac 3aHATHIl 240,0
dopme
41 |noarotoBka  yueOHBRIX M y4eGHO-METOHNMYECKHX | OJHA MporpaMma 1800,0

MATEpUaNoB JI HMX pa3MelleHHs B UHGOpPMAIIMOHHO-
TENCKOMMYHHKAHOHHOA ceTH «MuTepHeT» H  HX
CBOEBpEMEHHOE 00HOBIEHHE
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Hopma
Ne HanmeHoBaHHE nIpouecca, ONEpalHH. Exunnna
BPEMEHH,
n/n Cocras pabotsl H3MEpEHHA MHH.
1 2 3 4
42 )opranmzagus ydeOHOro npomuecca mana obyvalomuxca Mo | ogHa MporpaMma 42420,0
nporpaMMaM  NpodeCCHOHANBHOA  NEpeNnoATOTOBKH
OMONMHOTEUHBIX KaJpOB: OpraHu3anHs o0pa3oBaTENBHOIO
npouecca, y4eOHO-MeTonwdyeckas paGora, HaydHO-
MeTogHYecKkad pabota
43 )opraHuzanus yuebHOro mponecca anfa o6yyaloluxcd n0o| OZHA MporpaMMa 212100
nporpaMmaM MOBBIICHUA KBATHQHKAUHH OHOIHOTEYHBIX
KaZpoB: opraHusalua ofpasoBarTenbHOro Mpouecca,
yueOHO-MeTOgHYECKad paboTa; HayYHO-METOAHYECKAS
pabota
[Tpumeyanne:

1,15;

- K HOpME BpPEMEHH INpPH COCTABACHHH AOKYMCHTOB, PETIAMEHTHPYIOLIHX JAEATENBHOCTD
pecnyONMKAHCKHX, KPAEBBIX H 00MacTHHIX GHONHOTEK, NPUMEHAETCA MOBLILIAIOMIHAN KO3)HHLUHEHT

-~ BpEMs MNPOBEACHHA JIEKLHMH, KOHCYJABTAUH, TIPAKTHKYMOB, CTaXHPOBOK, TIPAKTHKH,
npeOLIBaHHA B KOMAHZHPOBKE H MpOBeJAeHUA HHGMOPMALHH N0 €€ pe3yabTaTaM B HOPMY BpeMeHH
HE BXO/IHT.

1.12. PaboTE1 HayYHO-OPraHU3AIIMOHHOTO XapaKTepa

Tabnuua 19

Ne

HaunmenoBanse nponecca, onepanin. Cocras paGors!

Eauunua
HIMepenHs

Hopma
BpeMeHH,
MHH.

2

3

4

[oArotoBka W NPOBEACHHE TEOPETHYECKON, HAYYHO-
NPaKTHYECKOH KOH(EPEHINH, TEeMaTHIECKOTO CeMHHApa

OnpeaeneHue cocTaBa OPrKOMHTETA W Y4ACTHUKOB
KOH(epeHIMnA, ceMHHapa; GopMHpPOBaKHE H YTBEPKICHHUE
MPOrpaMMmbl B IPHIIaCHTENbHOTO bunera;
OpraH{3allHOHHBIE MEPONPHATHA (TeKyilas CBA3b C
yJaCTHHKAMH, DacchbUIKa MarepHanoB); MOATOTOBKA K
H3MAHUK TE3UCOB; BBEIpa0OTKA NMpoOSKTa peKOMEHAAIwii;
¢uHAaHCOBO-X03AlICTBEHHOEe 0OfecneueHHe KoH(epeHLMH,
ceMiuHapa (0QOpMiEHHE IUTAaTEXHBIX JHOKYMEHTOB,
BCTpe4a YYacTHHKOB, PpETHUCTpallus, pasMeIleHHe B
FOCTHHHIE); aHANH3 M OLEHKAa paGoTel KoH(pepeHnuw,
ceMUHapa; NOABEACHHE HTOTOB

OAHO
MepOonpHATHE

KonuiecTBo y4acTHHKOB:

et

1-100

5670,0

101 - 150

7560,0

151 - 450

9300,0

IloaroroBka u NpoOBCOCHHE CCMHHApa, METOAHYECKOro
AHA, 3aC€aHHA «KpPYTJAOro CTojan




51

Ne

HanmenoBanne npoliecca, onepaunt, Cocras pabornl

Exunnua
H3MEpPERHA

Hopma
BpeMenH,
MHH.

2

3

4

Onpenenenne YYaCTHHKOB, PYKOBOJMTENS, CPOKOB H
MeCTa MNpPOBEACHHS CEMMHAPA, METOAMUECKOro JHS,
3aCE/IaHUA «KPYIJIOIO CTOJMAY; ONMpeaeneHHe KOHTHHICHTa
YHaCTHHKOB; pa3paboTka nporpammsl; HHGOPMaLHOHHOE
obecneueHde (TeKylas CBSI3b ¢ YYACTHHKAMH, pacchiiKa
MaTepHANOB); BHIpalOTKa MNpOeKTa  pPEeKOMEHMIAIIHMil;
H3JlAHHE€ H  pPacchUika NpOTpaMMBI,  PETHCTPALHS
YYACTHHKOB; aHATH3 H OLEHKa CEMHHApa, METOIHYECKOTo
JHS, 3aCENaHHA «KPYTTIOTO CTOJIay

OJTHO
MEepOTIPHATHE

KonHuecTBO yHaCTHHKOB:

1-50

1570,0

31-160

3980,0

101 - 130

6150,0

~1 NN

151 - 450

§270,0

Hoarorobxa 3acenannii PCAKOJIICTHH .

o0

YTOYHCHHE CpPOKAa M INOBECTKH 3acefaHuq; o1Gop
MaTepHanoB Wit OOCYKAEHHAs H NOATOTOBKA HX IJIA
KOMHPOBAHUS; OHPEAENeHHe ONNOHEHTOB (PEHCH3CHTOR);
ONOBEIICHHE O 3acCllaHHH  WICHOB  PEAKOJINICTHH;
pacchUlKa MATCPHAJIOB MO  JIOBECTKE  3acCE/IaHHS;
odopMnenne NpeNTOKEHHH, BEHICKA3AHHBIX YYAaCTHHKAMH
3aceqaHus

OOHO 3acCIaHne

560,0

Opranusauns  3aceauuii  mpoOneMHBIX  KOMHCCHH,

CQBETOB, TBOPYECKHX KOJJICKTHEORB!

OUPCACNCHUE NOBECTKY JHS H  CPoKa MPOBEACHHUS
3aCC/IaHHA, YTOUHEHHE COCTaBa YYAaCTHHKOB; HOArOTOBKA
JOKYMEHTOB, OpranM3aiiHoOHHLIE MEPONPHUATUA
(omoBelieHHe © 3acefaHuM, nNOAdGOp MaTepHaNOB);
oopMAEHHE MPOTOKONAA U PEILCHNUS

OJHO
MEpOTNpUSTHE

940,0

10

paspaboTka MaKeTa Mpe3eHTALHH ISt MEPOH PUATHA

OHa HpE3CcHTalNus

600,0

11

NoAroTOBKa NPEe3CHTALHH AJIA MCPONIDHATHA

OJIHa JIpE3eHTaLMs

600,0

[Tpumeuanue:

- OpH MNPOBEACHRMH MEPONPHATHA HAa MCKAYHAPORHOM YPOBHC K HOPME BpPEMEHH
NpHMEHSAETCA NOBbIIAoInil ko3 duuuerT 2,0, na Penepancuom yposue — 1,85;
- B HOPMY BpEMEHH HE BXOJAHT BpeMA NPOBCACHHA KOHQEPCHIUMH, CEMHHapa,
METOAMYECKOTO JAHA, 3aCENaHUs «KpYTIOr0 CTOJa» ¥ BpeMs, CBA3AHHOS ¢ H3JAHHEM MATCPHAJIOB
KOH}EPEHIUHH, CeMHHapa.,

1.13. PepakTipoBanue pykonuceit

Tabmua 20
Ne HanmenoBanHe npouecca, ONEPALHHH. Enununa BH:::::;
n/n Cocras pa6oTnl H3MepeHust P ’
MHH.
1 2 3 4
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Ne

HaumeHoBanHE Npouecca, ONepanHH.
Coctas paboThl

Eagunvna
H3MEpPCHHA

Hopma
BPeMeHH,
MHH.

2

3

4

PenaxTHpoBaHHE HAYYHBIX H METOOUUECKHX MATEPHATOB

IMpoBepka H HCNpaBICHHE PYKOMHCH B Ipolecce
MOATOTOBKH €€ K TeHaTH; OOeCTeYeHHe COOTBETCTBHA
TEKCTa HAYYHBIM W AHTEPATYpHbLM TpeGoBaunmM, gopme
H UeJIeBOMY Ha3HAYeHMIO H3JAHHA, COINIacOBaHHe
BHOCHMBIX  HCIPaBJIEeHHH ¢  aBTOpoM; mopaboTka
PYKOTIHCH:

pelakTUpOBaHHe MoOHoOrpaduii, CGOPHHKOB HAYUHBIX
TPYJAOB, HAYYHBIX OTUCTOB, MPAKTHYSCKHX MOCOOHIi

OAHH aBT. THCT

2840,0

peRaKTHPOBaHHE METONHYESCKHX MaTepHajIoB:
HHCTPYKTHBHO-METOAUYECKHX MHCEM, PEKOMEHIAIHIA,
KOHCYJIBTalHH, 0030poB AcATeNLHOCTH OHONMHOTEK

OIHH aBT. JTHCT

2500,0

PENAKTHPOBAHHE  AOKYMEHTOB,  PErIaMEHTHPYHOIIHX
OeATeNBHOCTE  OuONHOTEK:  yCraBoB,  NOJIO)KEHHH,

HHCTPYKIMH

OJHH aBT. JIHCT

2400,0

PEAAKTHPOBaHHE Tabnuy,

bopm, obpazuoB

CTATUCTHYCCKHX YUYCTHBIX

OOHH aBT. JIMCT

1980,0

peBaKkTUpoBaHue MartepuanoB koHbepeHuMit: HOKTaIoB,
co00LIeHHIA :

OIOHH aBT. JTHCT

1050,0

PemaktupoBanue mnomynspHoro OGubmuorpadHuyeckoro
NocoOHS, PETPOCTIEKTUBHBIX HAYYHO-BCIIOMOLATENBHAIX
ykasateneii, 0630posB, Cparok, petheparoB, aHHOTAIIHIA:

PEJAKTHPOBAHHE  MOMYNAPHEIX  OuOMuorpaduuecknx
nocobuii: TEMATHYECKHX 6ubnnorpaduueckmx
azaresneil, CnpaBOYHHKOB

OOHH aBT. JIHCT

2640,0

peJaKTHpOBaHHE PETPOCTICKTHBHEIX
BCMOMOTaTeNBLHBIX YKasaTene

HayuHO-

OHAHH aBT. THCT

2100,0

PECAAKTHPOBAHHE AHAIMTHYSCKHX 0030pOB, CHpaBOK,
aHHOTAUHW, pedepaToB, CBOAHBIX  pedepaTHBHBIX
0630poB, 3Kcapecc-HHpopManui

OOHH aBT. JTHCT

1080,0

peraxTEpoBanue SnbmuorpadH4ecKoi 3anAcH

0OOHA 3aIllTHCE

4,6

10

KOHTPONBHOE peAAKTHPOBaHHE

OHA 3allHCh

6,2

[TpuMeyanne: MpH peJaKTHPOBAHHH CMEIIAHHOrO TEKCTa K HOPME BPEMEHH NMPAMEHAETCH
NOBBIIAWHI kKo3pduumesT 1,1,

1.14. BcnoMoratensHO-TeXHHYeCKas paboTta

Tabmama 21
Ne HanMcHoBaHMe npouecca, onepamyu. Ennnuna Hopma
BpEeMeHH,
n/n Cocras paGorni H3MEPEHHA HH
1 2 3 4

MamuRONUCHBIE paboThI

IMonyueHne opuruHana AN NeYaTaHHA H O3HAKOMJICHHE C
HiM, Habop
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Ne HanMmenosanue npomecca, onepanum. Eanunna Bl:eohf::;
n/n Cocras paGorsi H3MEPEHHSA ’
MHH.
1 2 3 4
[Teuaranue Tekcra 0e3 BepTHKANBHOTO IpadieHns 0flHa CTpanHLa
MAITHHOMHMCHOIO
TEKCTA
Pasmeprb! HHTEpPBAJIOB:
1 12 13,4

2 |15 17,6

3 |1 22,0
Ileyaranue Tekcta Ha Qopmarkax Oe3 BEPTHKANBHOTO | OJfHA CTpaHMIA
rpaduicHHA MALTHHOMHCHOTO

TEKCTA
PazMepsl HHTEPBAJIOB:

4 12 17,6

5 11,5 20,8
[MeyaTaHHe TEKCTa ¢ BEPTHKANBHBIM rpaduicHHEM O/1Ha CTPaHHUA

MAaIuKHOIACHOTO
TEKCTa
Pa3zMepn! HHTEPBAIOB:

6 |2 17,6

7 |1,5 21,0

8 |1 28,0
leuaranne TexcTa HA (opMaTKax ¢ BEPTHKANTBLHBIM | OJHA CTpPAHWLIA
rpadyieHHEM MAaLTHHOMHCHOTO

TEKCTA
Pasmepr1 HHTEpBAIOB:

9 (2 17,6

10 ;1,5 22,0
CunTKa H KODPEKTHPOBKA TEKCTa MOC/IE TIEYaTaHHS Ha
MatIdHKe !

11 |npoBepka NpaBHILHOCTH pacHOACKEHHS OTNIECYATAHHOTO | OJHA CTPAaHHNA 4,4
TEKCTa, CBEpPKA €  PYKOMHCHEIM; KOPPEKTHPORKA| MAIIHHOMMCHOTO
MAHIRHOMHUCHOT'O TEKCTA TEKCTa

12 [cuuTKa, KOPPEKTHPOBKA M BEPCTKA OJlHa CTpaHHUA 4,4

MALIMHOMHCHOTO
TEKCTa

13 |HaxneuBaHue IPaBOK OJIHa NPaBKa 1,4
MamngonucHsle paboTHy, BBITOJIRAEMBIE B
ABTOMRTH3HPOBARHOM DEXUME
Bpoa maTepnana B KOMIIBIOTED: O/IHa CTpaHMIia

14 1Habop TekcTa ¢ AucTa 11,0

15 {naGop Gubauorpadueckoro OMHCAHHA 14,0
Brison Mateprana Ha sKpaH: oZiHa CTpaHuLla

16 !npapka TekcTa Ha KOMITBIOTEPE, BEPCTKA TEKCTa 8,6

17 |penaxtupopanne OuGMorpadHuecKoro omucaHus 2,7

18 [BEIBOA TEKCTA HA MPHHTEP; pacneyaTka OfIHA CTPaHHIA 1,6

19 ‘sriBon dopmM TaONHE HA SKpaH onHa Tabmuna 11,0
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Hopma
Ne HaumenoBanne npouecca, onepauyH. Eausuna
BpeMeEHH,
n/m Coctab padoTsl H3IMEpeHUA -
1 2 3 4
20 | HanmonHeHHe TabNHI COAEPKAHHEM onHa Tabimua 1,6
HacTpoiika TeXHHUeCKOro o0OpYHOBaHHA H TEXHHUECKOE
COMPOBOXJAEHUE MEPOIPHATHIA:
21 |HacTtpoiixa TeXHHYeCKOTre 000PYAOBAHUA RIS NPOBEACHHA OJTHO 120,0
MEpOonpuATHil, B TOM YHCHAE TPAHCIHPYEMBIX MO CETH| MCPONpPUATHE
«HHTepHET
22 | TEXHHUECKOS COMPOBOKACHHE MEPOTIPHATHIH OJTHO 300,0
MEPOTIPHSITHE
23 |mpoeedeHHe ayaAuo / BHAEO3ANMMCH H  (POTOCHEMKH OHO 300,0
MEPOTPHATHH MEpOTIPHATHE
24 |obpabotka ayauo / Bugeo / doToMaTepuanos OIHMH HOCHTEND 420,0
nudbopMaLnu
25 |paspabotka pasnnunsix 0a3 jaaHHbBIX (bJ]) ana BeneHusa onHa BJ1 28800,0
NPOEKTOB
26 |HanmcanKe HHCTPYKIHH TI0 Hcnonb3oBaniio B npoexToB |  OAWH aBT. JIACT 18000,0
27 |rexHuueckas nonaepxkka bl npoekros ofiHA HYHKLMS 4800,0
28 |TecTHpoBaHME HOBEIX CHCTEM W BepcHH mporpaMMHOro | oxHa GyHKOUS 1800,0
obecriedenus / MporpaMMHO-alNapaTHOTO KOMILIEKca,
HCMONME3YEMOTO TP peau3alMH MpoeKToB u pabote
NOApA3AENeHUs
29 TecTHpOBaHHE IpOTPaMMHOTO obecneyenus /| oagna QpyHKUHA 1800,0
MPOrPaAMMHO-ANNApaTHOTO KOMITIEKCA
30 (cocraBmeHHe IUIaHA TECTHPOBAHMA  MPOrPaMMHOTO OIHH IJIaHA 2400,0
obecneucHus / MPorpaMMHQ-aNMmapaTHOro KOMIUICKCA
31 |mpoBepka COOTBETCTBHA pazpabOTaHHOTO NMPOrpaMMHOre| OAHA PYHKUMA 480,0
obecnieuenus / TpOrpaMMHO-aNNapaTHOO KOMILIEKCA
TEXHUYECKOMY 3aJaHHIO
32 |oueHka mporpaMMHOro obecrnedeHus / TNPOTPaAMMHO- OJTHO 25500,0
alNapaTHOTO KOMILIEKCa NpOrpaMMHOE
obecneyeHue
33 |cocraBneHue anropuTMa TECTHPOBAHMA TNPOrPaMMHOTO|{ OOHH alrOPHTM 8400,0
obecrneyeHus / mporpaMMHO-aNNapaTHOro KOMIUIEKCa
34 icosmaHue TECTHPYIOIIETO CKpUNTAa AJAA NpPOBEeAEHHA|  OIMH CKpHOT 6000
Harpy304Horo TECTHPOBAHHSA MPOrpaMMHOTO
obecnedeHus / MporpaMMHO-aNnapaTHoro KOMIUIeKca
35 |mpoBenenHe Harpy3oMHOro TECTHPOBAHMA MPOrPaMMHOTO | OJHO HArpPy30UHOE 480,0
obecneyenns / MporpaMMHO-aNmnapaTHoro KOMIUIEKca TECTHPOBAHUE
36 |oKkcmepTHas OUEHKa MpOrpaMMHOro  ofecneycHus, | OHA IKCMepTH3a 2400,0
HOATOTOBAECHHOTO B IIPYTHX OPraHU3alMAX/ MporpaMMHO-
aNnapaTHOTO KOMILIEKCa
37 |co3maHme airopuTMa KOHBEPTHpoBaHUS pabounx Tabuwu ; onHa otpachs BBK |  2400,0

coneiuoro oSuoanoTeyHoro karanora (bBK)
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Hopma
Ne HanMeHoBaHHE Npoiiecca, oNepaliy. Exnnnuna
BpeMeHH,

n/n Cocras paGortsl HIMEpPeHHS M
1 2 3 4
38 |nanucanwe KoHBepTepa M IpeoOpaszopaHHs pabouux | omHa oTpacis BBK 4800,0

tabmut, BEK B aBTOMarusHpoBaHHYIO HHGOPMAMHOHHYIO

CHCTEMY JUICH3UPOBaHHs OTACABLHEIX BHJOB

aearenbHocTH» (AUC JIOR) (unterpanns OHOMUOTEUHRIX

JaHHBIX)
39 InpeobpazopaHHe METOAHYECKHX JAAHHBIX 3ACKTPOHHOIO OJTHO 1440,0

KaTaIora JUis nepeaadu KOHBEPTHPOBAHHE

IlpuMeuanue: npu HaOope TEKCTa HA KOMINBKOTEPE ¢ JIATHHCKMM IOpH(TOM K HOpMe
BPEMeHH NMpHMEHACTCS NMOBHINAOWMH ko duumenT 1,3.

1.15. PaboTa no oprasu3ailiy Tpyaa i YIPaBICHUIO

Tabnuua 22
Ne Exnunna Hopma
o/n HaumenoBanue npoiiecca, onepanum. Cocras padornl H3Mepennn BpeMeHH,
MMHH.
1 2 3 4
ILrannpoBanue paboTel
Coop, aHanmu3 KHCXOAHOH HWHQOpPMaNUH; ONpPEACNCHHE O[HH NJaHa
OCHOBHBIX 3a7ad roja, yTOYHEHHE CPOKOB BBINONHEHHS
3a0aHui, HanHcaHHe OOBICHHTENABHOM 3AITHCKH;
NOATOTOBKA MpOeKTa IUIaHa K OOCYXIEHHIO Ha BCEX
ypoBHAX, AopaboTka nocie 06CyXIOCHNUS; NpeacTaBieHHe
NjIaHa Ha COTNaCOBARHE H YTBEPXICHUC!
1 |nnana GubmuoTexu 6240,0
2 |nnaHa KOMIUIekca / yIpaBJICHHSA 4800,0
3 |nnaMa otnena, cexTopa 27400
4 | FHAMBHAYANBHOTO IIAHA 370,0
ExxeaHEeBRBIH yueT  paboTHl B CTPYKTYDPHBIX
HOApa3AeIeHUIX !
5 |cratuctHueckuit ydeT 3aMHACABIHNXCH OJIHA 3aI#HCh 2.8
(nepeperucTpUPOBABILIHXCA) YHTaTENEH
6 |[crardcTHYeCKHUH y4eT KHHI'OBBLAAY, TIOCEILEHHH OJIHA 3aITHCh 8,6
7 |yyer uHbopMammoHHO-OHONMHOrpadmueckoil paGorel 1o OIHA 3afKch 2,7
YCTaHOBREHHOI hopMe
8 | Y4E€T BRIMOIHEHHBIX CMIPABOK 0JIHa 3aNHCh 2,7
ExenneBublii  yuyeT — aOOHEHTOB,  HONB3YIOLIMXCS
mporpamMMaMi MBA:
9 [craructHueckuii yaet abGoHeHTOR, monb3yromuxcs MBA OJIHa 3aIliCh 2,7
10 jcraTHcTHYECKHII YYeT MONy4eHHEBIX 3aKa30B, BBLOAHHEBIX OJIHA 32MHCH 9,8
JOKYMEHTOB
11 |cTaTHCTHYCCKHH YyYeT 3aka3o0B, NEpeHarpaBleHHBIX B 0JIHa 3aiHCh 2,7
apyrue OubIHOTEKH
12 [3anuce HBTOroB paGotel B «JlHEeBHHK  paboThI» OJIHA 3ATHCH 3.2

nogpasAcneHns OHbIMOTEKU
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Hopma
Ne Enunuua
Wit HanMeHnoBaHHe npouecca, onepauun. Cocrae patoTsl HIMEpEHHS BpeMeHH,
MMH.
1 2 3 4
13 |unaMBMAYaIBHLI y4eT: €KEHNHEBHOE 3AMOIHEHHE JUCTKAa|  OJHA 3alHCh 15,0
yueTa TPYAO3ATPaT MM AHEBHUKA paboThl OHOMHOTEKADS
Croanpii cTaTUCTHYECKHH yueT mo GuGanoTeke
Uncno yurarenedt, KEUroBLIAAY, MOCEINCHNI; NOABEICHHE 0JIHa 3aIHChH
WUTOFROB CTATHCTHYCCKUX JAHHBIX MO OHONHOTEKE:
14 |mMecan 528.,0
15 |xsapran 7920
16 |[roa 1080,0
CratHcTHuecKui yuet B pexume AC;
17 |BROA CTATHCTHYECKHX AAHHBIX ¢ KOHTPOILHOTO JIHCTA OIWH JHCT 0,16
18 |cBOOHBIA CTAaTHCTHYECKHH yder mo OuOnuoreke (9ucio) oaHa Tabmuina 0,27
ypTareseii, KHUroBbIIad, NOCCIiEHHI)
lNoasencHue HMTONOB CTATHCTHYCCKHX JaHHBIX 1O oAHA Tabauua
oubmoreke:
19 |Mecsan 0,27
20 | xmapran 0,27
21 [rox 0,27
CocTaBneHne OTIETOB:
22 |mpueM NIaHOBO-OTUYETHBIX AOKYMEHTOB OT CTPYKTYPHBIX { OJHH AOKYMEHT 60,0
nogpasacneHuii ¢ TNpoBepKOil  MONMHOTHI  COCTAaBa;
COCTaBJNeEHe CBOANON TabNMHIUBI OCHOBHEIX NOKaszareeit
CocTaBIcHHE ~ AHAJIMTHYECKOrO  OTYeTa: aHam3 OOUH OTHET
IEATENbHOCTH MOApA3IeNeBUd W OHOMUOTEKH, OTMETKA
H3MECHEHHH 3a TOJi, HANMCAHUE TEKCTA, PEACTARACHHE Ha
COTJIaCOBaRUE U YTBEPKACHHE!
23 | or4et GHOMHOTEKM 34 roj 3980,0
24 | oT4er oTHENA, CEKTOPA 33 TOR 1320,0
25 | ”HAHBHAYANBHBIH OTHET 33 rojt 586,0
CocraBneHHe PUHAHCOBBIX OTUYETOR 00 OIIaTe MO BHAAM OAUH OTYeT
TUIATHEIX YCAYT:
26 [3a Mecsu 510,0
27 |3a KBapran 840,0
OT4eT nepen HHTATENAMH H HACCICHHEM:
28 |ompenencHue cpoka MpPOBEJACHHA OTYETA, MOBCCTKH OHA, ONHO 1580,0
ONOBEIICHHE O JIHE OT4YeTa uuTarenei, HAaceneHud,| MEpPONpHATHE
BBIMYCK CTEHra3erhl, 0GopMIICHHE NPOTOKONA, 3aMedaHu i
H TpeIJIOKEHWH 4UTATeNeH, HACCNCHUA, COCTABICHUC
II4HA X peay3alHy
[oAroToBKa NPOH3BOACTECHHBIX COBEHIAHMIH
OnpeneneHne TOBECTKH  JHA, KPyra YYacTHHKOB,| OHO COBELIAHHE
MORTOTOBKA CHpPaBKW, APYTUX MEpONpPHATHHA, OpoeKTa
pElIeHHA,  OIOBEUIEHHE  YYAaCTHHKOB  COBCILIAHHA,
NOATOTOBKA MOMEICHHA:
29 | coBeimanne paboTHHKOB OMOITHOTEKH 320,0
30 | coBernante pabOTHHKOB OTHENA 264.0




37

Hopma
Ne Eaunnua
wn HanmeHoBanue mpouecca, onepauun. Cocras paborbl usMepenus BpeMEnH,
MHH.
1 2 3 4
31 jcoBemaHHe TIO HTOTAM TPHHATHIX pEINCHMHA ¢ 1ENBIO | OIHO COBEIMAHHE 27,0
OLUCHKH HX pe3yNbTaToOB, NMPOH3BOACTBCHHBIE COBCILAHUSA
MO HTOraM roja
32 |onepartHBHOe CoBelaHHe (AN PpEMIEHHA TEKYIIHX | OJHO COBELIAHHE 60,0
NpON3BOACTBEHHBIX 3a,a4)
Opranu3alliOHRO-0NCpaTHBHAS paboTa:
33 | moKyMEHTanbHOE OdopMIcHHe pexxuMa paboTel OTAeNa| OHMH JOKYMEHT 360,0
(cocTanieHHe rpadrka paboThl, OTHYCKOB
34 | ofecnieuenue KOHTpPOJS 3a BEINOJIHEHHEM |  OJHO 3aaHHe 15,0
NPOU3BOACTBEHHOIO 3aaHMA U KAYECTBOM paboThi
35 |obecneucHne KOHTPOJIA 3a HCMOMHECHHEM | OOMH AOKYMEHT 15,0
YOPaBIEHYECKOr0  pellieHHs,  NpUKa3a,  YKa3aHHA
OUPEKTOpA, 3AMECTHTENS JHPEKTOPA, 3aB. OTACIOM
36 |sakmroyeHue, TpOJNJIEHHE Joroeopa ¢  (HPMaMH,| OJIHH JZOrOBOD 8400
NPeANPHATHAMH, OpraHH3anusMH, YaCTHBIMH
NpeANPHHHUMATEIIAMH
37 |cocTaBRCHHS KanbKYJISUHY LeH Ha INIaTHEE YCIYTH OJIMH JOKYMEHT 3340,0
38 |BHIMHCHIBAHHE CUETA, KBHTAHIEH OJIMH JOKYMEHT 13,4
39 [cBepka onnarsl cueToB OJIMH JOKYMEHT 13,8
Jenonpon3BoACTBO:
40 |npueM U perucTpauus BXOIAIIEH KOPPeCIOHAEHIMH OIHH NOKYMEHT 15,0
41 |xonupoBaHHe / CKAHUPOBAHUE AOKYMEHTOR OJIUH JOKYMEHT 15,0
42 |oTnpaBka / noxyuyeHue $HaKcOBEIX KOMHH NOKYMEHTOB OJHH JOKYMEHT 30,0
43 |obecneyeHHe KOHTPOIIA 32 CBOEBPEMEHHBIM HCIIONHEHHEM |  OHH JOKYMEHT 15,0
JAOKYMEHTA
44 |cacTeMaTH3aNMA H MOAUIMBKA HCTIONHEHHAIX NOKYMEHTOB | OJAHH NOKYMEHT 30,0
B COOTBETCTBHH ¢ HOMEHKNATYPOil Aen
Pa6oTa B pexxuMe AC:
45 |peructpauus BXoafAimieii KOppeCHOHASHIMH: OJHA KapTOUKa 15,0
46 |obecrnedeHne KOHTPOJIS 3a HCIIONIHEHHEM JOKYMEHTA: OZIHA 3aITHCh 7.0
BBIBOJL Ha 3Kpad KOHTPONBbHOH KapTOYKH; BBOI B Hee
HH(popMaLIMH 00 HCTIONHEHHH
47 |penieHNE XO3MHCTBEHHBIX BOMPOCOB (Moja4a 3asBOK Ha|  OAWH BOMPOC 30,0
yCTpaHeHHe HeHCpaBHOCTEH pabodux nmoMelenuii, sakas
M ToiydeHHe KaHUCMAPCKHX TOBApOB M JAPYIMX
MaTepHANOB CO CKNajaa)
BaaumopneiicTBue MEXIY CTPYKTYPHBIMH
MOAPA3ACTICHUAMH:
48 |cocTaBieHHE 3ampocoB, TpeboBaHHMII, NOACHHTENBHBIX [ OAHH JOKYMEHT 20,0
3ATHCOK H ClTyxeOHBIX 3a0HCOK
49 (moma4a 3ampocoB, TpeOOBAHHH, MOACHUTENBHBIX 3aNHCOK | OIOVH JOKYMEHT 25,0
H cy)eOHBIX 3alHCOK B NeyaTHOH dopme
50 |moma4a 3anpocoB, TpeGoOBaHMIA, MOACHATENBHBIX 3AITUCOK | OAMH AOKYMCHT 10,0

H cyeOHBIX 3aMACOK B YSNEKTPOHHAOH dopme
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Hopma
Ne Eaunnna
Hanmenosanne npouecca, onepaunn. Cocras patorst BpeMCHH,
n/n H3MEpPEeHHA
MHH,
1 2 3 4
51 |obecmeueHne XOHTPONA 3a MCHOJHEHHEM 3alpOCOB,| OAWH NOKYMEHT 40,0
TpeGOBanHHA, NOACHHTENLHBIX 3aNHCOK M CIyXeOHBIX
3aMHCOK

IpumeuaHue: BpeMs NPOBEACHHMA OTHETA NEPE] YHTATENASMH, HACCICHHEM, COBCUIAHUI B
HOpMY BPEMEHH He BXONUT.

2. Tunosbie OTpaciieBLIe HOPMBI TPYAA Ha PaboTHI, BRIMOTHAEMBIE B TOCYAAPCTBEHHBIX
(MyHHIMDUIBHBIX ) OHONMROTEKAX (HA OCHOBE ABTOMATH3HPOBAHHLIX CHCTEM YIIPABNIEHHS

npoLieccaMn )

2.1. Kommnekropanue GOHI0B

Tabnumna 23
Ne Exnanua Hopwma
Hanmenosanne npouecca, onepauun. Cocras padoTsl BPe€MEHH,
n/n H3MepeHns
MHH.

1 2 3 4

1 |npueM u otbop Anst (OHAOB HOBBIX MOCTYIUICHHH, [ ONUH NOKYMEHT 3,6
AONYUCHHRIX TIO COTPOBOAHTEIBHOMY JOKYMEHTY —

JIKCTY TOCYJAPCTBEHHOM perHCTpaluu
TeXHH4ecKaa 06paboTka JOKYMEHTOB OJHH AOKYMEHT 4,5
3 | BBOR HOKYMeHTOB B 6a3y JaHHbIX (/1) OJHH JOKYMEHT 4,5
2.2. Bubnuorpaduueckoe OMHUCAKHE K HHACKCHPOBAHHE HOKYMEHTOB
Tabnuua 24

Ne Enxunnua Hopma

HaumenoBanHe npouecca, onepannn. Cocras pabors BpeMEeHH,
n/n HIMepeHUus
MHH,

1 2 3 4

1 | dopmuporanne  Subnumorpadmyeckoli  zanHCcH  Ha OJIHA 3aIKCH 18,0
JOKYMEHTHl Ha PpYCcCKOM  sa3blKe  (OmHcarebHas
KaTaJoru3anus)

2 | dopmupoBanue  OubGmHorpadmyeckoil  3amHCH  HA O/IHA 3aITHCh 27,0
JOKYMEHTHl Ha HHOCTPaHHBIX €BpONEHCKHX A3bIKaX H
A3BIKAX ~ HapomoB  Poccun,  KpoMe  pycckoro
(omucaTenbHaA KaTaJIOTH3ALMS )

3 | popMupoBarne  OubGnmorpadmuueckoii  3anHcH  Ha 0JIHa 3a0HChH 60,0
CTapONeUaTHble KHUTH W PYKONMHCH (ONHCATeNbHAA U
coepXKATENbHAS KATANOTH3alMs)

4 |mHHEKCHpOBaHHE JOKYMEHTOB (conepxaTenpHas OIHa 3aNUCh 18.0
KaTajoru3anng) ’
dopMHpOBaBHEe ABTOPHTETHOII 3amucH (HA HMCHA JIMI, 0/IHa 33IACH 30 0
HaHMEHOBAaHHH opraHU3anui) ’

6 | dopmupoBaHHe SAHHLIX B QOHFOBOH 3aMHCH 0JHa 3alMHUChH 5,0
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2.3. PaGoTa ¢ KaranoraMy

Tabmuna 25
Hopma
njjgn Haumenosanue nponecca, onepanyn. Cocras padornl H’jﬁ:::::ﬂ Bp¢MeEHH,
MHH,
1 2 3 4
1 |pasbop KkapToueKk mnd pacCTAHOBKH B aI(aBHTHEIC | OJHA KapTOYKa 0,2
KaTanoru
PenaktHpoBaHHe reHepajbHOTO aNaBHTHOIO KATAIONA; 0/IHa KapToyKka
2 | xaranor - crapsii psan {no 2000 roaa); 1,0
3 | xatanor ~ HoBHIi paf (¢ 2000 roxa), 0,5
4 | KaTaJIor - HHOCTPAHHBIC €BPONEHCKHE A3BIKH K A3BIKH 1,0
HapoaoB PoccHH, KpoMe pyCCKoro
5 | pazbop kaprodek mns pacCTaHOBKM B CHCTEMATHYECKHE | OJHA KapTouka 0,3
KaTaJIOr K
6 | pemaxtHpoBaHMe  ['eHepaJbHOMO  CHCTEMATHYECKOTO | OAHA KapTOYKA 0,5
katanora (I'CK)
7 | pemakTHpOBaHHE OpHIHHA-MakeTa OubGmnorpapudueckux | oJHa KapToyka 0,3
sanuceit (b3) Ha ogHOYACTHHIC JOKYMEHTH
8 | pemakTnpoBaHHe OpHIHHAJI-MakeTa B3 Ha MHOroYacTHBIE | OIHA KapTouka
JOKYMEHTSI 0,45
9 | penakTHpoBaHHE 3amUCell HA ©IUHHIGLI XpaHEHHA B O/THa 3aNKCh 5,4
nporpaMMioe obecneucHHH ([10) no H3BSmICHHAM O
BHECEHHH H3MCHCHMIl B KaTaloOTH, TNOJMYYEHHBIM U3
TeXHONornueckoro otaena (TQ)
Pegaxrupopanne b3  perpoxomsepcmn B TIO OJlHA 3aIHCh
(xoHTpONBHBIE NONA PopMata K TekcTa b3):
10 | penakTHpoBaHHe KOHTPONBHEIX nionel hopMarta 5,4
11 | pemaxtupoBanue Texcra b3 5.4
12 | peaaxTupoBanue OuOnuorpaduueckux szanuceii (b3) B OJIHA 3aIMUCh
11O (pBenenne uaackcoB BBK 8 B3 perpoxoHBepcHu) 5,4
13 | dopmuposanue b3 B [10 ¢ HcnonpioBaHHEM CBONHOIO OIHA 3aMKCh 12,0
Karanora 6ubanorek Poccuu
14 | pepaxtupoBanve B3 Ha MHOro4acTHbIE JOKYMEHTOB B OJHa 3aIUCh 12,0
no
2.4. Pabota ¢ poHzOM
Tabnuna 26
Ne Enunnua Hopma
HaumeHoBanHe nponecca, onepanuu, Cocras paGoThi BpeMeHH,
n/n H3MepeHHns
MHH.
1 2 3 4
IoarotosuteabHas pabota:
1} noaroroeka pabounx Mect oaHo pabouee 5,0
MECTO
2 | nonmyuYeHM¢  JOKYMEHTOB €  BBICTABKM  HOBBIX | oaHa maptus (100 16,0
NOCTYIUIEHHH (IPH YYacTHH 4-X YEJIOBEK) JIOKYMECHTOB)
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N E Hopma
g AHHHIA
a/n HaumenoBanue nponecca, onepamuy. Cocras padoThl UsMepenns BpE€MeHH,
MHH.
1 2 3 4
3 | npHeM HOBBIX MOCTYIUIEHHH B MPOrpaMMe Nepeavyu onHa naptus (100 12,0
JOKYMEHTOB)
O6paboTka HOBBIX HOCTYILIEHHH!
4 | nepBuuHbI pa300p HOBBIX NOCTYIUICHHH onHa maptig (100 26,0
JOKYMEHTOB)
5 | pasbop AOKYMCHTOB Ui ONpEACTieHUs PacCTAaHOBOUHBIX | 0xHA mapti (100 1,0
mAQpos JNOKYMEHTOB)
6 | npenBapUTENbHAR CHCTEMATH3aI A JOKyMenToB | oaHa naptus (100 1,0
rpynnoBoit olpaboTKi IS ONpPeAeNeHHS MONIOYHOTO JOKYMEHTOB)
HHAEKCA
liIugpoBxa ROKYMEHTOB: OJWH AOKYMEHT
7 | c apyms mmdpamu (1- «BHPTYATsHEIH?) 1,0
8 [ 6es wndpa 1,8
9 | mochH 3,6
10 | ROz uMdpa 0,5
Indpoeka AOKYMEHTOB rpymImoBoH o6paboTku: OJUH JOKYMEHT
11 | npensapuTensHas CHCTeMaTH3auus (BBOA  WHASKCA 1,0
oTpacyi 3HaHHA no Tabnmunam BBK B 3K)
12 | meranpuas cHCTeMaTH3auuA (BBOA MOJOYHOrO HHACKCA 1,0
BBK B 2K)
13 | oOpaGoTka AOKYMEHTOB HAa WHOCTPAHHBIX €BPONEHCKUX | OAHMH NOKYMEHT 36
A3BIKAX
14 | oOpaboTka HROKYMEHTOB HA HAllHOHANBHBIX #3BIKAX | OAHH MOKYMEHT 4,5
HapogoB cyOBekTOB Poccuiickoit ®eaepaunu
15 | npueM u oGpabotka noxymMeHnToB X VIII — XTX BB. ONHH ROKYMEHT 8,0
16 | npueM u 06paboTKa OTEYECTBEHHBIX NEPHOMAYCCKHX | OAMH JOKYMEHT 1,8
M3LAHHI M3 3413 TEKYIDMX MCPUOAHUCCKHX H3IaHMH
(3TTIN)
17 {npuem B o0paboTKa HHOCTPAHHBIX NEPHONHUCCKUX | OAHH HOKYMCHT 1.8
u3gauuii uz 3TTIU
18 | nepenmdpoBKa JOKYMEHTOB OJUH JOKYMEHT 27,0
19 [ BBOA Dap-koja Jokymenrta B 2K OJIMH JOKYMEHT 2,6
20 | nepenaya jokyMenToB B Ppouz Subnuorexu (Ph) onHa naptus (100 26,0
JOKYMEHTOB)
O6¢cnyxnpanne ynrareneit 1 aboneHtos B Ob:
21 | BEmonHenne TpebORaHMIA, MOCTYNMHBUINX no | oxHo TpeGoBaHHE 1,0
IEKTPOHHOMY 3aKa3y
22 | B3aUMopacdeT €O CTPYKTYPHBIMHM MHOApa3fencHHaMy | oxHa maptus (100 14,0
OHOIHOTEKH JOKYMEHTOB)
23 | paborta ¢ 3a00KEHHOCTBIO OJHH JOKYMEHT 1,8
CoxpaHHocTh GOHOOB:
24 | noAroTOBKA HNOKYMEHTOB HAa MHKPOQHIGMHpPOBAHHE H | OAHH AOKYMEHT 54
CKAHAPOBaHHE
25 | nepesaya INOKYMEHTOB Ha MHKPOPHIGMHpOBaHHE H | ojHa mapTHi (20 16,0

CKaHHpOBaHHE

JOKYMEHTOB)
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Hopma
Ne Eannuna
e HaumenoBaHue nponecca, onepanun. Coctas paGornl uIMepenns BpeMEHH,
MHH,
1 2 3 4
Cseepka donaa ¢ 3NeKTpoHHBM KaTanoroM (JK): OJHH JOKYMEHT
26 | ooHOYACTHHIE JOKYMEHTOB 1,8
27 | MHOrO4acTHBIC JOKYMCHTOB 3,6
28 [ npoBepKa JOCTYNA K HMEKTPOHHOMY pecypey OfHH JOKYMEHT 5,4
IlepeBoa JMOoKyMeHTOB B LnthpoBoil hopmar:
29 | mpuem / mepemava INEYaTHLIX M3OaHHH M3 OTHENA | ONWH JOKYMEHT 0,9
doRxOACPKATENA 110 ABTOMATH3HPOBAHHOH NporpaMMme
nepeaay
30 {cBepxa [ONYYEHHBIX MOKYMEHTOB ¢ ONEKTPOHHBIM | OIWH JOKYMEHT 3,3
KaTajJoroM M pacnpeneieHHe 3aKiIafox ¢ umeHem daiina
MO MeHaTHbIM OPHTHHATIAM
31 | pacnpeneneHne  medYaTHRIX  JOKYMEHTOB  MEKAY OJHA NapTHA 55,0
oneparopamMu ckanHpoBatus (40 JOKyMEHTOB)
32 | cKaHWPORaHHE MEYATHRIX JOKYMCHTOB B MONHOLBETHOM | OJHA CTpaBHMLA 0,33
peKnMe
33 | komupoBaHHe  OMEpaToOpOM  JNEKTPOHHOH  KOMMH { OJHA JOKYMEHT 30,0
OTCKAHHPOBAHHOTO JJOKYMEHTa Ha CepBep
34 | oOpaboTka 3NEKTPOHHOM KONMHH OTCKAaHHPOBAHHOTO | OJHA CTpaHUNA 2,5
W3AaHAA
35 | xonHpoBaHHE  omepartopoM  oOpaboTKH  TOTOBOHM | OJAHH AOKYMEHT 30,0
3MCKTPOHHOH KOMHH OTCKAHUPOBAHHOTO W3JAHUA C©
paboueii CTaHIMK Ha cepBep
36 | Bepudukanva (mpoBepKa ¢ MOMOLIBLIO AOKA3aTENLCTB) W | ONHH JOKYMEHT 10,0
KOHTPOJIL KadecTBa 00paloTaHHBIX IMEKTPOHHBIX KOTIHH
TEYATHBIX U3AAHUH
37 | pacnosHaBanue Tekcta W cosmaHue IIJ|®D-paiinoB | oauH AOKYMEHT 35,0
INEKTPOHHBIX KONUH NEYaTHHIX U3NAHUMI
38 | xonrpoBanue Pacno3HAHHBIX [I®-pakinos | OAUH JOKYMEHT 6,0
IMEKTPOHHEIX  KOMMH  MEYaTHBRIX  H3MaHHH B
TEXHOJOTHYECKYH) MANKY JUIA JanbHeiIneil 3arpy3ke Ha
cepBep
2.5. OGcnyxupaHue HHOTOPOHUX a0OHEHTOB B LIEHTPE AHCTAHLMOHHOTO 00pasOBaHHA
(IO0) u» MBA
Tabmuuia 27
Ne HanmeHoBaHHe npouecca, onepa C 0 Ennnna oo
o/ , onepamun. Cocras paGoTsl H3MeperHs BpeMeHH,
MHH,
1 2 3 4
1 | noaroroBka pabounx MecT 0xHO paboygee 4,2
MECTO
2 | mpocMOTp 3NEKTPOHHOH IMOYTHl, O3HAaKOMIEHHE ¢ | OAHO coobLIeHHE 26,0
AOCTYNHBIUHMA COOCIEHHUAMA
3 | perucrpaiiisa abOHEHTOB ONMH a0OHEHT 4,5
4 | npuem 3aKa30B 0T aboHEHTOB Hepes OJIMH 33Ka3 2,7
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Hopma
Ne Exunnua
a/n HaumeHoBaHMe npouecca, onepanun. Coctas paboTbI H3MepeHHs BpeMeHH,
MHH.
1 2 3 4
AaBTOMATU3HPOBAHHYI) CHCTEME! MOpTaja YIPAaBACHHA
JIOTIONHHTENBHOTC obcmyXxuBanus (Y J10)
IipoBepka mno 3NEKTPOHHOMY KaTalory HamuuuA | OAHMH AOKYMEHT
JokymeHTa B poHzmax, npocTasnedue wudpa Ha Gnanke
— 3aKaze:
5 { 6e3s SubmuorpadHdeckoii JopaboTku 3,6
6 | c bubnuorpaduueckoii JopaboTkoii 17,0
7 { npHEM HZOKYMEHTOB OT OTACIIOB (POHIOAEpKaTENCH OJTHH peiic 9.0
(u3 ®b)
8 | moaroToBxa H OOPMNEHHE NOKYMEHTOE K BhLIAYE OJIHH TOKYMCHT 2,7
9 | dopMupopaHHe KaJIbKYIAIUH HAa ONNATY YCNYI'H Ha | OJHA CTpaHHLA 1,0
BhIIAYY KOMHH JOKYMEHTa o 3anpocy aboHeHTa
10 | mpoBepka NOCTYILICHASA MIATEXA HO BUAAM OILIATHI O/IHa 3aABKa 1,0
11 | peructpauud BBITAYH JIOKYMEHTOB B | OIHH JOKYMCHT 1,8
ABTOMATH3HPOBAHHOH CHCTEME
12 | otnpaBka 6angeposied onHa bangepons 4.4
13 | cocTapacHHE OMHCH MOATOTOBICHHBIX K OTIPABICHUIO OJTHa 3aMHCh 2,7
GaHgeponent
14 | TpancnopTapopka SaHnepolier B MofApa3AciicHUe OZHA MapTHi 9,0
OTOPABKYU 3aKa3HbIX Oanneponeit
15 | mpHeM HOKYMEHTOB, BO3BpaINeHHbIX aDOHEHTaMH OJMH JOKYMEHT 2,8
16 | paborta ¢ oTKazaMH OIMH OTKa3 2,7
17 | opragu3auus H BeAeHHE KapToTeK 0IHa KapTo4yKa 1,0
fonnn 6nank-
3aKa3
18 | pacneuarka JAHCCEPTALMH W3 DJJIEKTPOHHOH Ga3bl OJIUH JIHCT 1,0
JUCCEepTalHii 110 3aKka3y aDOHEHTa
19 | xoHTpONE 32 NOTallleHHEM 3a0/DKCHHOCTH OJHH abOHEHT 14,0
20 | nonck HEMONYUCHHBIX GaHaeponei ofHa GaHAepOIb 55,0
21 | Bo3Bpar omKGOUHO 3aCNaHHBIX JOKYMEHTOB oAHa OaHAepoib 3.5
22 | cnpaBKH H KOHCYIbTaUH 00 yclOBHAX 0OCTY)KHBaHHA OlIHA 9,0
abOHEHTOB, N0 pab0oTe ABTOMATH3HPOBAHHOM CHCTEMBI | KOHCYNBTALHA
IO u MBA
2.6. CnpaBouHo-6161sorpadHueckoe 0OCnyKuBaHHe
Tabnuna 28
Ne Eounpna Hopma
HaumMeHoBaHMe nponiecca, onepanuu. CocTaB padoThl BpeMEHH,
n/n HIMEpeHRA
MHH,
1 2 3 4
BrinonHeHHe yCTHBIX OUOIHOrpadHUECKHX CIPaBoK:
1 | moaroToBka pabo4ux MeCT €XEHEBHO 13,0
2 | exxeaHeBHEIH CTATHCTHYECKHIH yuer CIPaBOYHO- eXXenHeBHO 13,5

6ubnuorpagpuucckoro obcnmyxHBaHusA yHTaresnch
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Hopma
Ne Enunnia
i HaumenoBanue nponecca, onepannn. Cocrap padoTsl HIMepenus BpPeMCHH,
MHH,
1 2 3 4
3 | u3yuenHe OTPULIATS/IBHBIX OTBETOB Ha OJIHH 13,5
oubnuorpaduyeckue 3anpockl ¢ UENbIO BeIABACHHA Opaka | oTpHUATENbHBIH
OTBeT
4 | npueM 3allpoca Ha BBIMONHEHHE OnGmuorpaduueckoh OJUH 3alpoc 10,0
CIIPABKH
5 | odopmieHHE KOHTPOIHHOIO THCTKA HONB30BATENA ONIUH 1,0
NOAB3OBATEND
6 | remaTHueckad ycTHas Gubnmmorpaguyeckas cnpaBKa O/IHA CTIpAaBKa 17,0
7 | anpecHas ycTHAs cHpaBKa OJIHA CpaBKa 8,0
8 | yroumsoias ycrHas Subnuorpadudeckas cnpaska OJ/IHA CIIpaBKa 18,0
9 | dakrorpaduueckas ycrHas Gubanorpadudeckad clpaBKa 0JTHA CTIPaBKa 15,0
Koncyaprauu:: OftHa
KOHCYNBTalUs
10 | 6bubanorpaduueckas 10,0
11 | opueHTHPYIOMANA 6,0
12 | BcnmoMoraTenbHO-TEXHHYECKas 3,0
13 | 6bubnuorpaduyeckas/ paxrorpaduyeckas cnpapxa 0/IHA CHpaBKa 12,0
BemonHeHue NACHMEHHBIX oubmuorpatpuueckux
CHpPaBOK:
14 |npueM H perscrpauus HNHCBMEHHOrO 3ampoca B ONHH 3anpoc 3,0
OpraHH3aLHOKHHOMH rpynne
15 | nucneryepu3alisg MHCHLMEHHBIX 3anpocoB B rpynne CbO €)KENHEBHO 60,0
16 | perucTpaiusa 3anmpoca B SKypHalE yuyeTa IHCBMEHHBIX 0/IHA 3AMHChH 3,0
cnpasok rpynnsl CbO
IluceMenHas TEMaTHYEeCKas CIIpaBKa:
17 ! TeMaTd4YecKaq crpaBka 1-0i#l CTelleHH CIOXHROCTH: 10 25 OJIHA CIIpaBKa 1200,0
Ha3BaHHUi, ¢ npocMOTpoM  OuOnHorpathuyUecKHx
HCTOYHHUKOB
18 ) TeMaTHUYECKas CHpaBKa 2-0H CTENEHH CIOXHOCTH: CBBILIE OIlHa CIIpaBKa 2900,0
25 Ha3BaHUH, ¢ npocMOTpoM OHOGMHOTpadHuUecKUX H
TEKCTOBBIX HCTOUHHKOB
19 | nuckMeHsas yTouHsomas 6ubimorpadudeckas copaBka OfiHA CIIpaBKa 360,0
20 ) nucbMeHHad agpecHas CIpaBKa OIHA CTIpaBKa 120,0
21 | miceMeHHas daxTorpadHueckas cpaska OJHa CIIpaBKa 360,0
ITHCEMEHHEIC KOHCYIBTALHH: OnHa
KOHCYABTalMS
22 | 6ubnuorpaduieckas 480,0
23 | opHeHTHpYIOWAs 480,0
24 | KOHCYNbTAIMA-KIHIIE 240,0
PeaakTHpoBaHHE BBINONHEHHBIX MHCBMEHHEIX CIIPABOK:
25 | appecHas MUCHMEHHRAs CpapKa OfHA CIpasKa 9,0
TeMmaTHUecKad MHCBMCHHAA CIIPABKA: 0[Ha CIIPaBKa
26 i 1-i cTeneHy CiIOKHOCTH 18,0
27 | 2-Hi cTeneHH CNOXXHOCTH 48,0
28 { yrogusiomlas niuchbMeHHAs Crnpaska OJHA CTIPaBKa 8.0
29 | dakrorpaduyeckas MiCbMeHHas CTpaBKa OJlHa CIIpaBKa 8,0
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N Hopma

[ Eanmnnna

/o Hanmenopanne nponecea, onepanki. Cocras paboTnl H3MepenHs BPEeMEHH,

MHH.
1 2 3 4

30 | permcTpanMa BBITONHEHHON NHCHEMEHHOH CHpaBKH B O/THA 3alHCh 3,0
rpynne cnpasoqHo-0HOMHOrpadmeckoro 0OcnyKHBaHHA
(CBO) B xypHane ydera NHCBMEHHBIX 3aHPOCOB

31 | perucTpailis BBITONMHEHHONH TMCBMEHHON cHpaBKK B 0JIHA 3aIHCh 2,0
opraHusanuoHHol rpynne CHO

32 |odopMnene M TmepeAada / OTIpaBieHHE OTBETA OJIHH 3aMpoc 12,0
3aKA3YHKY
Bupryanenas clipasousas cnyx0a:

33 | supTyanbHas TeMaTHYCCKAs CIIPABKa OfHa CIIpaBKa 18,0

34 | BupTyaneHas anpecHas CnpaBka OfIHAa CIIpaBKa 7,0

35 | BupTyanpHas yTOYHSIOMW2A CIPABKA OJIHa CIIPAaBKa 18,0

36 | BupTyanbHas OpUEHTHpYIOWIAS CIIpaBKa OJHAa CIIPaBKa 6,0

37 | BupTyaneHas dakrorpadHIecKas CripaBka 0JiHa cIipaBKa 15,0

38 | obopMieHHE OTBETA HA 3aNPOC YHTATENST 0JHO ITHCBMO 6,0

39 | momonHenHe apxuBa  BHINOIHEHHBIX ChpaBoK («bassl OINHA CIPaBKa 11,0
3HAHHI» )

40 | ckanmpoBanne goxyMenToB n3 poHaoB CBO mo 3akazam oZHa 3,0
N0Jib30BaTeNei CTpaHHLA
Kosicynprauuu: ogHa

KOHCYJbTalus

41 | 6ubnuorpaduueckas 10,0

42 | opHeHTHPYIOIIAS 10,0

43 | xoHCYNbTALUS-KIHUILIE 5,0

44 | koOpAMHAUMA H  MUCHETYEPH3ALMsl  BBOIONHEHHS |  OJHO IMHCBMO 12,0
BHPTYAIBHBIX CIIPABOK
buGmorpaguieckoe 06yJeHHE ITONAB30BATENCH: OIHa

KOHCYTIbTalMs

43 [ MeToauYecKas 10,0

46 | TemaTHYeCkad 15,0

47 | noarotoBka 6ubmuorpagnueckoro ob3opa / obydatomero | oaHo Meponpusatue  2400,0
MEpONPHATHS no METOIHUKE dopMBpoOBaHUA
6ubnuorpaduyeckoii 3amucH, paboTel ¢ KaTanoraMH, no
METOIHKE 6ubmiorpadmyeckoro ONMHCAHHSA,

GubnmuorpaguuecKUMH HCTOYHUKAMH  (POPMHPOBAHHSA
CITUCKA JINTEpaTyphl K Hay4HOlH paboTe

48 | nposeaeuue OubiHorpaduyeckoro o63opa / ofyvaromero OIHO 60,0
MeponpuaTHs (1o MyHKTY 39) MEPONPUATHE
DKCKypcHH o (onzaM o} CTpPaBOYHO- | OJHA IKCKYPCHA
oubnuorpapuueckomy annapary (CbA) LibC:

49 ) moaroToBka 480,0

50 ) npoBeaeHue 60,0
Benenue cnipaBouHo-0nOmiorpadhueckoro anmnapara:

51 | Benenwe apxMBa BBINIOJHEHHBIX CIIPABOK B MEKTPOHHBIA |  ONHa cnpaBKa 8,0
PEXHM

52 | BBon KapToTEK B Gasy maHHbX (BJ)) OAHa KapTouKa 6,0

Brictapounas paboTa.

OAHA4 BHICTABKA
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Hopma
Ne Enupnnna
HaumenoBauue opouecca, onepannu. Coctas padoTnl BPEMENH,
n/n H3MEpeHHN -
1 2 3 4
53 ! pazpaCoTka ITaHA OPraHU3aIUY H IKCMOHHPOBAHHA 2160,0
TEMATHYECKOH BHICTABKH
54 [ moaroTtoBka  CONPOBORUTEABHON  JOKYMEHTALlHH K 360,0
BEICTABKE, STHKETAXKY
55 [ MOETaX BEICTABKH 480,0
56 | AICMOHTAaX BLICTABKH 2400
57 [cozpanue  adum, OOBABNCHHI, mnporpaMM s 60,0

NPOBCACHHA BRHICTABOK

1,15.

[TpriMeuanue: nmpu paboTe ¢ TOKYMEHTAME Ha HHOCTPaHHBIX €BPONEHCKIX A3BIKAX H A3bIKAX
HapoJoB Pocchl, xpoMe pycckoro, K HOpMaM BPEMERH IPHMEHAETCS NOBBIUAIOMHH K03 HIIHEHT

2.7. HoTHEIE H3MaHUA B 3BYKO3aICH

Tabmina 29
Ne Eaunnna Hopua
HaumenoBanne npouecca, onepanun. Cocras paGorsi BpeMeHN,
n/n H3IMeEpEHUS
MHH.
1 2 3 4
®opMupopaHue OHOMHOrpapHIECKO 3aNKCH:
1 |Ha rpaMMoQOHHBIC MNAACTHHKE (IPaMITACTHHKH) Ha OJIUH JUCK 140,0
PYCCKOM A3bIKE (OMHCATENBHAS KaTANOIH3alHs)
2 |Ba TpaMIVIACTHHKH Ha HHOCTPAHHBIX €BpONEHCKHX OJTHH JTHCK 1800
A3bIKaX M A3bIKAX HApOROB POCCHH, KPOME PYCCKOTO
(onucaTenpHAasA KaTalorH3anud)
3 | Ha ayauoduCKax Ha pPYCCKOM f3blke (OMHMCaTeabHas OJTAH JUCK 160,0
KaTaJ0TKH3a1Hs)
4 | Ha aynHoauckax Ha HHOCTPAHHBIX €BPOUEHCKHX A3BIKAX OIHH AUCK
H sA3bIKaX HaponoB POCCHH, KpOMe pYCCKOTO A3bIKa 220,0
(onucaTenbHad KaTATOTH3AIHA )
5 |Ha numckax ¢opMata aymuodaitzioB (onHcATCAbHAR OHH HCK 4800
KaTaJOrH3alus)
6 | Ha HOTHBHIC W3JAHWA HA PYCCKOM f3BIKC (OMHCATENBHAf | OAKH HOKYMEHT 132,0
KaTaNoru3auus)
7 {HA HOTHBIC H3JaHUA HA HHOCTPAHHBIX CBPORCHCKUX | ONHH AOKYMCHT 140,0
A3HIKAX ¥ A3BIKaX HapoAoB Pocchu, KpoMme pYCCKOro
(onucaTenbHAS KaTATOTH3AlHS)
Cnpasouno-6ubnuorpaduueckoe  obcnykuBaHHe B
YHTAJBHOM 3a11¢
Boinonaenue ycTHoil Gubnuorpadyuteckoid cnpaBku:
8 | mpmeM 3ampoca Ha BEIOJMHEHHE OuGmHorpaduueckoii OJTHH 3anpoc 6,0
CIIPaBKH
9 | TemaTuyeckas ycTHas Gubnnorpaduucckas cnpaska OfIHa CIIPaBKa 20,0
10 | ycTHas agpecHas Subnuorpaduueckas crnpaBka OM{HA CTIpaBKa 12,0
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Ne E Hopma
C ARHUNA
wla HaumeHnoranne npouecca, onepanus. Coctae padoTsl HiMe a BpeMeHH,
peHH
MHH.
1 2 3 4
11 ) yroungiomas yctHas 6Gubnnorpadnueckas cnpaBka OIlHa CIIpaBKa 22,0
12 { dbakrorpaduyeckas ycTHas Gubnnorpadguyeckas CHpaBKa OJiHa CIIPAaBKa 18,0
KoHcynbTauuu: onaa
KOHCYNbTALHA
13 | bunbnHorpaguyeckas 10,0
14 | opueHTHpYIOmANA 3,0
15 | BCIOMOTaTeNBHO - TEXHHYICCKAS 6,0
BeIinonHeHue MMUCBMEHHBIX Ooubnuorpaduueckux
CNpPaBoK:
16 'mpHeM ® perucrpanuf 3anpoca B KHHre yuera| OJHA CTIpaBKa 15,0
NHCBMEHHBIX OHOMHOrpadHYECKHX CpaBOK
17 | u3y4eHHe 3anpoca, yCTAHOBIESHHE UK YTOUHCHHE OJiHa CIIpaBKa 900,0
aeMeHEToB Oubanorpadryeckoii sanucu
Begnenvie cnpaBouno-GuGnuorpadbuyeckoro anmapara:
18 | opopMierne KapTOLKH A KapTOTEK OfHa 16,0
KapToYKa
19 | cosnanue Gubanorpadpuyeckoii sanucH (b3) Ha craTeH Mo OJIHA 3aMHCh 8,0
My3bIKe U3 OKYMEHTOB, HE COOTBETCTRYIOIUHX NPOQHITIO
20 | BeneHHe KapTOTEK ollHa 1,0
KapTouka
2.8. Pabora ¢ swureparypoii no OubnmorekobeneHHIO, OHOIHOrpadOBEnCHHIO H
KHHTOBEACHHIO
Tabmuna 30
Ne Eaunnua Hopma
af HaunmeHoBanue nponecca, onepannu. Cocras pabornl HaMepeuns BpeMeHH,
MRBH,
1 2 3 4
Q0paboTka HOBBIX TMOCTYIUIEHHH B MPOrpaMMHOM
obecnevennu (J10):
1 | npuHeM HOBBIX MOCTYIUIEHHH OTEYECTBEHHBIX AOKYMEHTOB OJIUH 0,5
B TUCMIETHEPCKOU MporpaMMme nepeain JAOKYMEHT
2 jnopueM  HOBBHIX  INIOCTYIUIEHHH HAa  HHOCTPAHHBIX O/IHH 1,0
eBpPOIEHCKHX A3BIKAX M A3bIKaX Hapoaos Poccuu, kpome JAOKYMEHT
PYCCKOro
3 | oopmaenne KapTOYKH Ha HOKYMEHT H2 PYCCKOM F3BIKE OnHa 8.0
VI KaTtanoros H kaprotek obnacre (OBJ1) KapTouka
4 | opopmieHne KapTOUK# Ha JOKYMEHT HAa HHOCTPRHHLIX OflHa 10,0
€BPONEHCKHX A3BIKAX H A3biKax Hapoaos Poccuu, kpoMe KapTouxa
_pYccKoro, And Kataoros H KaproTek ObJI
S | AHaHTHYECKOE ONHcanue foKyMeHToB B [10 0JiHa CTAThs 12,0
ObcnyxuBanue nons30BaTeNch; BHpTyanbHas
cnpasouHas cnyxba:
6 | nprieM GubGnuOrpadHIECKOro 3anpoca YUTaTENa OJTHH 3alipoc 3,0
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N E Hopma
HanmMeHoBaHHe Npoiiecca, onepanun, CocraB padoThl ANHHIEA BpEMEHH,
n/n P ’ H3MepeHHS
MHH.
1 2 3 4
7 | BupTYyaneHasd TeMaTHYECKas CIIpaBKa OJIHA CIpPaBKa 54,0
8 | BupryaneHas agpecHas crpapka OJlHA CITPABKa 18,0
9 | BupTyaneHas yTOYHMIOIIAS CIpaBKa OJIHA CNIpaBKa 26,0
10 | supTyancHas ¢akTorpaduyeckas crpaska O/lHa ClipaBKa 20,0
11 | obopMneHne OTBETA Ha 3aNPOC YHTATENS OJHO MHCBMO 10,0
12 | momosnHeHHEe apXMBa BHIIONHEHHEIX cHpaBoK («basa| ozaHa cmpaBka 10,0
JHAHHID))
13 | eXefHeBHBIH  CTATHCTHYECKHH  ydYeT  CHpaBOYHO- €XEeAHERHO 12,0
OuGmorpagu4Yeckoro o0CIyXKHBAaHHA YUTATENEH
2.9. O6paboTKa ONTHYECKHX KOMIIAKT-JHCKOB B 00pa3oBaTENBHLIX AEKTPOHHBIX pecypeax
(O3P)
Tabmnuma 31
N Eannnua Hopma
o/ HaumenoBaHue npouecca, onepaunn, Cocras padors! HIMepenHs BpeMeH,
MHH,
1 2 3 4
1 | mony4YeHHe H JOCTABKA ONTHYECKHX KOMIMAKT-AHCKOB OJlHa MapTHA 30,0
JOKYMEHTOB
{100 nuckoB)
2 | mpHeM HOBBIX MOCTYIUIEHHH ONTHYECKHX KOMIIaKT- 0JHa NapTHA 60,0
IHCKOB JOKYMEHTOB
(100 mpuckoB)
3 | cyMMapHBIi y4eT KOMIAKT-AHCKOB (110 YCTaHOBIECHHO# OJlHa mapTHA 7,0
dopme) JOKYMEHTOB
4 | yHAMBHAYAJIBHBIH Y4ET KOMIAKT-RHCKOB 0JRa 3alHCh 1,0
5 | Texunyeckad 00paboTKa ONTHYECKUX KOMIAKT-IHCKOB OAHE JOKYMEHT 2,0
6 | mmdpopka fokyMeHToB B Moayae 1O ONMH JOKYMEHT 1,0
2.10. PaboTa ¢ yHTATENAMM
Tabmuua 32
Ne Eannnna Hopwma
a/n HanmeHoBaHHe nponecca, onepanin. Coctap padoTsl HIMepeHHS BpeMeHH,
MHH,
1 2 3 4
3anuchk mosB30BaTeNs B OMOnHoTeky, pabota ¢
YHTATEJIEM B YHTANIEHOM 3a51¢:
1 |moarotoBka  paGouHX  MeCcT  IOJB3OBATCIEH  H oaux TIK 2,0

oOCIYXKHBAIOIIETO TCPCOHANA: MPOBEPKa TEXHHYECKOTO
COCTOSHNWA CETEBOro obecnevyeHus H napka
BBUHCTHTENRHO TeXHHKY, BRnoYcHHE [TK
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Ne
n/n

Haumenoranne nponecca, onepaunn. Coctap paGoThi

Eanuuua
N3MEpPeHNA

Hopma
BpeMenH,
MHH.

-t

2

3

4

TIPUHATHE Mep Mo JmMKBuAauuH cboes B pabote [IK, B
pafoTe ceTH, OTCYTCTBHA JocTyna K Oase JaHHBIX
noxe3oBateieH; HHGOPMHPOBAHHE COOTBETCIBYIOUIMX
cnyx0 o c0oAX; NpOBEpPKA HEHCNPaBHOH TEXHHKH;
¢rKcannsa cOoeB B TETpanu yuera ¢ yKazaHHEM XapakTepa
HEUCMPABHOCTH M BpeMeHH Havana ¢0od; mocie
YCTPaHCHHA HEMONAAKU OTMETKA BpeMEHH e yCTpaHEeHHSs

ofIHE cOoit

10,0

NPOCMOTP JIOKYMEHTOB YHTATENS (macrmopr,
YAOCTOBEPEHHE, MOPYUHTENBCTBO), NPOBepKa HAIHYHA
€THO-PErHCTPAIIHOHHOH KapTOUKH YHTATENS

OJHH YHTATCIIE

3,0

3aMOMHEHHE dopmymsipa YHTaTEN, YyUeTHO-
PErHCTPALIHOHHOMH KapTOUKH, YHTATENBCKOro GHireTa

O0JHH KOMIUICKT

5,0

O3HAKOMJIEHHE 4HMTaTeds ¢ TMpaBHIaMH IOJE30BaHHA
6ubnuoTekoH, pacronoxkeHHeM (OHAA, CIPABOYHBIM
anmapaToM

OAHH YHTATENE

6,0

noadop U paccTaHOBKa MO HOMepaMm GHIETOB, andaBuTy
damunuit uuTaTeneit YYETHO-PEFHCTPAIIHOHHBIX
KApTO4EeK

0JHa XKapToYdka

2,0

OCYUIECTBIICHHE KOHTPONS 3a BO3MOXKHBIM HATHYUEM
JAHHBIX O YHTaTe/le Kak HapyluTene, (NHIIEH MpaBa
NMONL30BAHHA); BEJCHHE (M PETYNApHBIH HPOCMOTD)
KapTOTeKY YHTaTene-HapymuTenei

OJHH YHTaATClb

0,5

[lepeperncTpanus YnTareneii:

moucK  opMyndpa  (pETHCTPALlHOHHON  KapTOYKH)
YHTATENA; BHECCHHE H3MEHEHHH B HHX H B YHTATENbCKHE
Ouneret  (YTOUHGHHE AHKCTHBIX JIAHHBIX, HOBOTO
YUTATENECKOTO HOMepa, JAaThl MEepPeperucTpanuv) ¢
BeIEHHEM KapTOTEKH HayYHBIX TeM H  TeKYIIHX
H3MeHeHHH (MoayUeHUe 3BaHNH, NyOaHKaLuy, Aapsl)

0JHa KapTo4Ka

2,0

3annck (nmepeperucrpanms) ynratenel B
ABTOMATH3HPOBAHHOM PEXHME:

CHEMKA (POTOKAMEPOH AN YHTATEbCKOro Ounera

OIOHH NOCETHTCID

0,5

oOpMICHHE KOAA YUTATENS ¢ KOHTPONBHLIM Pa3paiaoM U
CPOKOM TO/Ib30BAHHS YHTATENCKIM GUIETOM, HA OCHOBE
BbLOAHHOH HHOpMaHK

OOHH NOCETHTENE

0.4

11

BhIJAYa HA TIPHHTEP CBCACHHIH O 3aMACaBIIEMCs YHTATENE
B BHJE YHTATENBCKOrQ OMneTa

OJIHH TIOCETHTEND

0,4

12

Habop Ha KnaBHaType CBelcHHH o uuTartene: daMumud,
UM, OTHECTBO, XapakTECPU3YIOUIHE €ro  MpH3HaKH
{obpasorannue, CTIELUHANBHOCTD), KoJ, HOMeEp
YHTATENHCKOro GHnera; PoTocreMKa

OJHH NMOCCTHTEND

2,0

13

OCYLUECTBJICEHHE KOHTPOJA 332 BO3MOXHBIM HAJIHYHEM
DaHHBIX © YHTaTeNne, 3alpcaBlieMcas B OHOIMOTEKY
(paHee 3anKcaH, JIMIIEH MPaBa MONE30BAHHN)

OIHH NMOCCTHTCIID

2,0

14

0QOpMIIEHHE UYHTATEABCKOrO Ouiera ¢ HOMEPOM H
CPOKOM NOJNB30BAHHA YHTATENLCKUM OHIIETOM Ha OCHOBE
BBIAAHHOI HH(pOpMaLHH

OJIHH OMJIeT

1,0
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Ne
n/n

HanmenoBsaHHe npouecca, onepanun. Cocras padorbi

Exunnna
A3MEPEHHHA

Hopma
BPEMEHH,
MHH.

2

3

4

15

BBIJA4a Ha NIPUHTEP CBEACHUH 0 3anucaBLIeMCs YHTaTENe
NPOBEACHHE PalHO4aCTOTHOM HACHTHOHKALUH
YHTATENECKOTO  OHJleTa;  NPOBEJEHHE  ACHEXHOTO
B3aUMOPAacUeTa ¢ MoNb30BATENIEM YEpes Kaccy

OIHH NOCETHTCNE

5,0

Y nanednas 3amuchb:

ONHH IMOCCTHTCTE

16

CBEpKa  OaHHBIX perncTpauuoHHOM KapTOYKH,
CKAHHPOBaHHBIX KOMHH ¢ TMacmopTa H  APYIUMH
JOKYMEHTaMH MOJb30BaTE/ H TOATBEPKACHHE 3adBKH

2,0

17

opopMiieHHe JOTOBOpa-ohepTHl Ha IIPEAOCTAaBICHHE
JOCTYIa K NMEKTPOHHBIM pecypcaM GHONMHOTEKH

3,0

18

Haﬁop Ha KIaBHATYpe HaHHBIX, A 3aroJIHEHHA
JOTOBOpa, BBIBOA JOTOBOpA HA IIPHHTCD, NOAMHCE NHNA,
JAaKJIIOYaBLICTO JOTOBOD

19

odopMIICHAE BXOJa-BbIXOAA YHTATENS M3 OHONHOTEKH:
CKaHUpOBaHHE MOCTOAHHOrO YHMTAaTENBLCKOro OHNeTa,
BBIlaYa KOHTPOJBHOTO JINCTKA

OOHH NOCETHTEND

2,0

Boimonnerne TpeOoBaHmit monm3oBateNell, BbLAaYa
JOKYMEHTOB H3 CIIeLMATH3HPOBaHHOro donaa:

20

nojydenHe TpeOGOBaHHA Ha JOKYMEHT H3 OCHOBHOTIO
XpaHeHHd, TPOBEPKA  MPABHALHOCTH  3ANONHEHHA
TpeOGOBaHUSA, peTHCTpaLUs

oHo TpeboBanHe

1,0

21

pazGop TpeboBamuii MmO  ApycaM, pacchUIKa MO
NHEBMOTIONTE

0aHO TpeboBanne

10,0

22

nonyucHne TpeOboBaHHS HA JAOKYMEHT, NpOBEpKa
NIPAaBH/IBHOCTH 3aNO/IHCHHA TpeOOBaHHA, pErucTpaid,
nopaGorka TpeOopanms; moabop no wmppaMm B
CTICHHANH3HPOBAHHOM (hOHZIE

0AHO TpeOOBaHHE

10,0

23

NOAroToBKA H 0POPMIICHHE OTKA30B H NEepeHanpaBICHHi;
OTHpaBKa TpeboBaHUi c OTKa3aMH H
nepeHanpaBngeMbIMH TpeGOBAHHAMH

oIHo TpeGoBaHHe

5,0

24

MOHCK JOKyMeHTa B (oHae, oTMeTka Ha TpebGoBaHHH,
KHHXHOM (hopMyJape, AUCTIETYEPCKOM CeTKe

OJHH JOKYMCHT

5,0

25

TPAHCIIOPTHPOBKA / HOCTaBKa M3jaHuAs H3 (QoHZA B
YHTATHHBIN 341

OJTHH JOKYMCHT

8,0

26

TPaHCIOPTHPOBKAa / HOCTaBKa H3AaHUS H3 ¢oHJa B
YHTAILHBIN 3371 {YIAICHHOS XpaHIIHINE)

45,0

27

YCTaHOBKA MECTa HaXOXKACHHUA HEHAlACHHOrO TOKYMEHTa
no GasaM U GaHKaM JAHHBIX, CIPABOYHBIM KAPTOTEKAM,
KaTajoram

OJNH AOKYMCHT

5,0

28

BBIAAMA AOOKYMEHTA H3 CICHMaNH3HpOoBaHHOro ¢onaa
YHUTATSMI0; OTMETKAa HAa KHHXHOM  QopMmyiape /
TpeGoBaHMH; 3amKMCh JOKYMEHTOB B UYHTATENBCKYIO
KapToukH (BKIAAHON NHCT); OTMETKA B KHHIE 3aKa30B,
OTMETKa O BBAAYC B ARTOMATH3HPOBAHHOK CHCTEMe
(M3MCHEHHe CTaryca H3JaHHA) IyTeM CHHTHIBAHHS
IUTPUX-KOJa JOKYMEHTA

OJHH JOKYMCHT

1,5
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Ne
nn

HaamenoBanne npouecca, onepanii. Cocras padorsl

Exnunua
H3MEpeHHA

Hopma
BpeMeHn,
MHH.

2

3

4

29

OpUEM JOKYMEHTA OT YHTATENS; NOUCK KOHTPONLHOIO
JMCTKA  Tone3oBarens,  TpeOoBanHuii;  MpoBepka
COXPAHHOCTH JOKYMEHTA; MOTAICHHE OTMETKM O BBIIAYE
Ha KOHTPOJBHOM JIHCTKE TMOJIb30BaTe/s; IOTallicHHS
BBIJAYH B ABTOMATH3KPOBAHHOW CHCTeMe (U3MCHCHHE
CTATYCA W3JAHMA) MYTeM CYUTBIBAHMSA IITPUX-KOAA
JOKYMEHTa

OJHH JOKYMCHT

1,5

30

BeLIAYA JOKYMEHTA H3 JKCNO3HIMH My3ea KHHTH (MK)
COTPYAHHKY CEKTOpa XpaHCHHA AJA BhLIAYM YHTATelNo,
CHATHE BUTPHHBI ¢ OXpaHEI 110 3BOHKY Ha IyJhT OXPAHEI;
BCKDLITHE BHUTDHHBI, BBIEMKA KHHIH W3 BHTDHHBI
3aKpBITHE BHTPHHEI, MOCTAHOBKA BHTPHUHBI Ha OXpaHy,
duxcanus sp1nayn B «KypHaine BHLAAYH» MATEPHANIOB H3
axcno3uuus MK

OOHdH JOXYMEHT

40,0

31

NpPHHATHE MOKYMCHTa OT YATATENIS; MOHCK 3alMCH B
«XypHane Boiiauu»; MOTalleHHe OTMETKH O BELIAYE;
CHATHE BUTPHHEI ¢ OXPAHBI 110 3BOHKY Ha NYJALT OXPaHBbI,
BCKPBITHE BHTDHHBL; BO3BPAT KHMIH B  BHTPHHY
(MOHTaX); TOCTaHOBKA BUTPHHBI HA OXPAHY

OJHH JOKYMCHT

30,6

32

npueM TpeOoBaHuif oT uyMratened B  HayyHo-
HecneaoBatensekoM  otaene  pykonucein  (HHAOP),
IIpOBEpKa KadyecTBa UX 3aNONHEHHS; POCHHCh B KHUTE
perucrTpauun Tpebopanuii

OIHH pa3 B ICHE

30,0

33

O3HaKOMJICHHe ¢ TpeboBaHHEM, YTOYHEHHE MeCTa
XpaHEHHA 110 TONMOTpapHUYSCKOMY YKAa3aTesnio; BBIEMKa
EAMHHL XpaHeHHs (eA.Xp.) Y3 KapToHa, pa3MELICHHE B
KapTOHE KapTHI-3AMCHHUTENSA; MPOBEpKAa COOTBCICTBHA
mudpa H 3aronoBka Ha oOnokke H B TpeGOBaHHH,
npoBepka U3HYECKOro COCTOAHHA €A.xp.; odopMnenue
JTACTA UCTIONB30BANNA, 3aNI0NIHEHHE KHUTH BBELIAYH

eqUHHLA
XpaHeHHs

3,0

34

ApOBEpKA JHCTAXa €A.XpP. MpH BbIAAYE, YCTAHOBICHHE
HAJIMYHOTO JICTAXKA C 3aMUCRIO B 3aBEPHUTENBHOM JIHCTE
M Ha o0NOXKKe, OTMETKa B 3aBCPUTENLHOM JIHCTE ©
HpOBepKe

OIOHH JHCT

0,2

35

NIPOBEPKA JIMCTAXKA MPH BBIAAYE C MepeohOpMICHHEM
3aBEPUTENBHOTO JIACTA ¢ YKazaHHeM BCeX OCOOCHHOCTENH
XPAHSUIMXCH B €1 XP. JOKYMEHTOB

OOHH HHCT

0,3

36

ApoBepKa JIKCTaXa [OCHE BO3BpallleHWs ¢A.Xp. H3
yutansHoro 3ana (U3) wma or corpymnukos; mas OLI,
tdoro, amsTOrpadoB, KONNEKUHOHHEIX JOKYMEHTOB -
o0s3aTebHA

OIHH JIHCT

0,2

37

HYMEPaUUA ¥ IIepeHyMepaLds JIMCTOB HPH BbIIaYe €1.XP.
A UCHONB3OBAHHA C COCTABJCHHEM pPa3sBePHYTOTO
3aBePHTEJBHONO  JIACTA € BBIHGCGHHEM  BCeX
0c0BeHHOCTEH TOKYMEHTOB

OJIHH JIHCT

0,3
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Hopma
Ne Exnuuia
i HanmenoBaHue nponecca, onepapui. Coctas paGorhl n3Mepennn BpPeMEHH,
MHH.
1 2 3 4
38 | muppoBka obNOKEK en.Xp.; CBEpKa 3arojioBKa ell. Xp. ¢ eHHHIA 2,2
omucho; npocrasieHne wraMmpa HHUOP wu  ero XpaHeHHA
3aMoJIHECHHE
39 | obopMneHue oOmoxek (OT pyKH): pa3IWHOBKA €MHHIA 6,0
MOBEPXHOCTH  OONOXKKU; HanucaHMe Ha 0OnoXxke XpaHeHns
HAUMEHOBaHUA (OHAA, 3ar0JIOBKa €I.Xp., KpaiiHHX HarT,
KONMYECTBA JIMCTOB M JOKYMEHTOB B COOTBETCTBHH C
QIHCBIO
40 ) mpueM W TPAHCTIOPTHPOBKA en.Xp. M3 U3 B XpaHUNHUINE H eIUHHIIA 15,0
u3 xpasniaHia B 43 XpaHeHus
2.11. Bhioaya XOMIUIEKTOB JOKYMEHTOB BO BPEMEHHOE NOJB30BAHHE MOIPA3NECIHCHHIM
6ubnuoTexu
Tabnuna 33
Ne Ennanua Hopma
HaunmeHoBanHe npouecca, onepauu, Cocras patoTnl BpeMeHH,
n/n H3IMEPECHHA
MHH.
1 2 3 4
1 | obopmneHne 3adBKu /akTa Ha KOMILIEKT AOKYMEHTOB, | OIHa 3aiBKa, aKT 30,0
nepeiaBaeMblii B CTPYKTYPHOE MOApasfeilecHHE
2 | mogbop [OOKYMEHTOB B KOMIUIGKTHI, pETHCTpalus | OJHMH KOMIUIEKT 10,0
BBINAHHBIX JJOKYMEHTOB B YYETHBIX (hopMax
3 | BBIAAYAa KOMIUICKTOB JOKYMEHTOB; OTMETKA Ha KHHXHOM | OJHH KOMIUICKT 5,0
¢opMynsape (MHOWKATOpE) JaThl BHJAYM, JaHHBIX
nodpasfiefieHus, MONYYAIOLIEr0 KOMIUIEKT; OTMETKAa B
KHHUTE BBLAAYM NAThl BBIJayH, JAHHBIX MOApa3lcneHud,
MONY4aloLIero KOMINIEKT; OTMETKA B AKTe Nnepenayu
4 | nony4yeHHE KOMILUIEKTOB HNOKYMEHTOB OT CTPYKTYPHBIX | OJMH KOMILIGKT 18,0
noApazieneHuii;  MOMCK  KHIDKHOTO  (opMynsapa
{MHOMKATOPa); MOTAMIeHHE OTMETKH O Bblayde, BIIOXKEHHE
ero B JOKYMEHT; IpoBEpKa, (PH3HUECKOTO COCTOSHHUA,
fiepecyerT JIHCTOB, CBEPKA ¢ AKTOM MepeaYy; NoraleHHe
OTMETKH © BbAaYe B KHHIC BBHIJAUH; M[epejada
JOKYMEHTOB Ha COPOCKY

2.12. ObcnyxuBaHue NONB3OBaTENEH TOKYMEHTAMH B YHTAILHOM 3aj1¢, 3aJ1¢ ¢ THOPHAHBIM
obciy:KuBaHHeM, 3ale MEKTPOHHBIX pecypcoB, 3ane «WATepHeT», 3ame CIeNUaTM3HPOBAHHOTO
otaena. [IpueM 3aka3oB no TenedoHy U3 ropoga

Tabmuna 34
Ne Ennnnna Hopma
of HanmeHOBaHHC Npouecca, onepaiun. Cocrap padoTnl A BPEMCHH,
n H3IMepeHHR
MHH.
1 2 3 4
O6cnykHBaHHe Monp3osarenei OHOIHOTEKH:
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Na
n/n

HanmenonaHnue npouecca, onepauns. Cocras paboTsl

Eauauua
H3IMEPEHHA

Hopma
BpeMeHH,
MHH,

2

3

4

npobeieHHe KOHCYNBTAUHH, Oecelbl ¢ yMTaTeneMm Mo
npaBHiaM OOCHyKHBaHMA B HUTAJbHOM 3ale H
NpefOCTaBASEMBIX  YCHYrax, Mo  HCHOJIb30BAHHIO
cnpaBoyHo-OHOMHOrpaduueckoro anmapara U (OHAOB,
SMEKTPOHHBIX pPeCYpcoB, HH(POPMHPOBAHHE YHTATENd O
HOBBIX MOCTYNIEHHUAX

OJHH YHTATCHnb

3,6

KOoHcynsTalmu no pabore ¢ [IK B untansHOM 3ane, 1o
paboTe B ANCKTPOHHOK OHONHOTEKE

OIHH YHTATCNE

2,0

TIpHEM 3aKa3o0B MOJMb30BaTENEH Ha H3JaHHA H3 OCHOBHOTO
KHHIOXPaHWIHIIA; NPOBEPKA NPABHALHOCTH 3aMONIHEHHS
TpeGOBAHHS; pETHCTpaLKA

OJHH 3aKa3

1,0

NIPHEM 32Ka30B N0 TENeOHY H3 TOPOAa

OIHH 3aKa3

5,0

NOJIydeHHE AOKYMEHTa, 3aKa3aHHOT0 dHTATENEM B
CHECUHANTH3HPOBAHHOM GoRIE / HHTATIBLHOM 3aJ1e

OJIMH JOKYMECHT

0.9

pacCcTaHOBKA HM3JaHHM Ha OpOHENONKaX  YUTANBHOTO
3a5Ma, TMOCTYMMBINMX H3 KHHTOXpaHHNHNA 1O 3aKasaM
none3oBaTenei

OJHH NOKYMCHT

0,4

noadop NOKYMCHTOB Ha OpOHEMONKE, 3aKa3aHHBIX H3
OCHOBHOTO KHHTOXpaHWIMIIA; nepeaadya Ha Kabdeapy
BhLIAYH

OAHH NOKYMCHT

0,47

noaGop AOKYMEHTOB B MOACOOHOM (IOHAE YHTaNbHOTO
3aJ1a; mepeaava Ha KadeaApy BeIadu

OAHH NOKYMCHT

2,0

noaGop ZOKYMEHTA B XPAHEHHH CTCUHANH3MPOBAHHOTO
donna; oTMeTKa Ha TpeOOBaHMH, Repeaaya JOKYMeHTa
Ha Kadeapy BhAAYH

ONUH AOKYMEHT

10,0

10

OtbOpMJICHHC BBLIAHHOI0 JHCKA

OOUH QHCK

5,0

11

PerMcTpans B KOMIBIOTEPHON IporpaMMe, MNpoOCYeT
JIHCTOB H (PH3HYECKOTO COCTOSHUA JOKYMEHTa

OOHH AOKYMCHT

9,0

12

YCTAaHOBKa MECTA HaX0WICHHA HeHaHAEHHOI'0 AOKYMECHTa
[0 COpaBOYHBIM KAapTOTeKaM, KaTajdoram, perucTpauMs
OTKa30B

OJHH JOKYMEHT

22,0

13

noadop HHTATEeNbCKMX KapTO4eK [Uif  BIHCHIBAHHA
AOKYMEHTOB Ha TeKyWHH JeHb; MOANHUCAHHE KApTOYEK Y
38B. OTAENOM O gonycke B orgen HUOP

0JHA KapTOUKa

10,0

14

BBIJaUa ACKYMEHTa YHTATEIIO: CBEpPKa BBLAABAEMOTO
JOKYMEHTa ¢ YHTAaTeABCKUM TpeOOBaHHEM; NpOBepKa
HAMYMUA CTPaHUL / KaApOB MHKPOQHALMA, MUKPOQHLI,
COACPKAHHE KOMNAKT AMCKA, CUMTHIBAHHE WITPHX-KOJA
{npH 3AEKTPOHHOM 3aKaze) B MOAYe «MpKyauus» IK;
OTMETKA KHHTOBBIIAYH Ha KOHTPONBHOM JIMCTKE

OJHH JOKYMCHT

1,8

15

ApHeM JOKYMEHTa OT YHTarens: CBepka €ro ¢
TpeGoBaHHeM  (KOHTPONBHBIM  JINCTKOM), MpOBEpKa
COXPAHHOCTH HOKYMEHTa, HAlM4Hs CTPaHHU / KagpoB
MHUKpPOQHIbMa,  MHKpoQMLI, CcoAepXaHHE  JHCKa,
CYHMTHIBAHHE IUTPHX-KoAa (MPH OJIEKTPOHHOM 3aKase),
BHECEHHE OTMETKY O NMPHEME Ha KOHTPOJILHOM JTIHCTKE

OIOHH OOXYMEHT

1,5
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HopMma
Ne Eaununa
a/n HaumenoBanue nponecca, onepanun. Cocrap paéoThi H3MepeHHn BpeMeHH,
MHH.
1 2 3 4
16 | nepenaya / TpaHCIOPTHPOBKA / HOCTaBKA INOKYMEHTA, | OJMH JOKYMEHT 1,0
COAHHOTO YHTATeNIEM, B CICIHANH3UPOBaHHBM ¢oHO;
OTMETKA O  B3auMopacuere  OOCHYKHBaHHA U
KHHTOXPAHEHHA
17 | BBIICHEHME TIO NOBOAY 3aka3a M TNPOMANEHHE CpOKa OJTHH 3aMpoc 1,0
TONB30BAHAA JOKYMEHTAMA 110 TeNedoHy
13 | BriACHeHMe MO NOBOAY 3aKa3a M MPOAJIEHHE CpoKa OZIFiH 3a1poc 2,0
NONb30BaHHA JOKYMEHTaMH IO 3NCKTPOHHOMH NOYTe
19 | obecnieveHHe KOHTPOAA 3a CpOKaMH  [OJB30BaHHA OJHH 3ampoc 0,8
JOKYMEHTAMH H3 OTHAENA XPaHeHus!
20 | npoianeHue cpoka MNONB30BaHUA JOKYMEHTA: TIOMCK Ha OJHH ACHB 30,0
KapTOYKH; BHECeHHEe OTMETKM O TPOAJEHHH CpoOKa
TI0JIb30BAHHA; TIPOMIEHHE 110 TenedoHy
2] | npoBepKa 3aA0KEHHOCTH YHTAIRHEIX 3al0B OTAEHY | OOMH OOKYMEHT 5,0
XpaHEHUS; CBEPKA NPEXBLABNICHHON 3al0/KEHHOCTH ¢
JIOKYMEHTALIMEH YHTAIBHOrO 3aa
22 | pabota ¢ oOTKa3aMH; KOHTPOJNb CPOKOB MOCTYIJEHHA OJHH OTKa3 0,8
OTKa30B; NpoBepka O0OCHOBAaHHOCTH OTKa3OB; Y4Yer
OTKa30B
Beifaua KOMHH GOKYMEHTA U3 3MEKTponHOH Onbanoreky,
PeaNTH30BaHHON B CHCTEME 3aIUHILEHHOTO NPOCMOTPA, Mo
3aIpocy NoJb30BaTeN:
23 | oopmnecHue 3aKaza HAa KOMUPOBAHHE OJIAH 3apocC 2,0
24 | pacneuaTka JOKYMEHTOB MO 3alIpocaM Noib3oBaTeneh OOHH JUCT 1,0
25 | 3MeKTpOHHOe  KONHpOBaHHe:  MOMCK  JOKYMEHTa, OJIHH 3a1poc 10,0
COXPAHCHHOTO TONB3OBATENieM; MNpoBepka aiina ans
KOTIMPOBAHHA, 3MEKTPOHHOE KOMHPOBaHHE, NpPOBEPKA,
BBIIAYA  HOCHTENIA  MONB3OBATENIO; TO  3anpocy
MOJIb30BATENA — 3allHCh HA ONTHYECKHH KOMNAKT-OMCK
6ubnanorexu
2.13. Buytpennss pabota
Ta6muua 35
Ne Exnnana Hopwma
HawnmenoBanse nponecca, onepaium. Cocras padorbi BpeMeHH,
n/n H3MepeHHR
MHH.
1 2 3 4
[ToaroToBka K BeIgaye JOKYMEHTOR:
1 | mpoBepka OpOHEMONIOK ¢ OTNOXKEHHBIMH JOKYMEHTAMH |  Ha OJHH JeHb 10,0
(Mo HoMepaM YHTATENBCKHX DHIETOB, M0 CPOKaM)
2 | cbpocka nOKYMEHTOB (o cpokam) OJHMH JOKYMEHT 0,2
3 | paccranoBka dopMyngpoB uuTatencii (Mo cpokam, | omuH dopMyap 0.3
HOMepaM, andasury, mudpam); pacCTaHOBKa
KOHTPOJILHBIX JIMCTKOB HOB3OBATENEH 110 HOMEpaM
4 | nomeeneHue wurtoros paGoTH 3a NpolIEAINH#t OeHb; | Ha OOMH JEHb 12,0

BHECEHHE 3aNHCH B AHEBHHK / JIUCTHI ydera
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Hopma
Ne Eannnua
wn HanmeHoBaHHe npouecca, onepauiu, Cocras padoTbi HIMepeHns BpE¢MeHH,
MHH,
1 2 3 4
5 |moabop ROKYMCHTOB MO MNpPEABapUTENbLHLIM 3aKaszaM | OIWH AOKYMEHT 10,0
YHTaTeNleil U M1aHaM YTeHHA
6 | mpocMOTp HOBRIX MOCTYIUIEHWH /A peKOMEHAauMH | ORHH AOKYMEHT 3,0
YUTATENAM
7 | npocMoTp (poBepka APaBHJIBHOCTH PacCTAHOBKM) KHHr |  Ha OOUH JEHB 5,0
OTKPBITOro aocryna B U3
8 | npoBepka HanWuws ONUCEH B YuTanbHOM 3a1e HUOP Ha OJHY HENeMmo 60,0
9 | 3anoNHEHHe JHCTOB 38J0/KEHHOCTH Ha OJHH ACHb 5,0
10 | mpoBepka BBIOAHHEIX H3OAHHIA 10 JACTaM | OJWH JOKYMEHT 1,0
3aA0KEHHOCTH
PaboTa ¢ oTKazaMu:
11 | yder B KJacCH(HKaUUA OTKa30B: OTMETKA Ha JIHCTKE OOUH OTKa3 0,2
YHTATEALCKOrO TpeGOBaHUA MPHYHHE] 0TKa3a
12 | npoBeicHHE MOHMCKA AOKYMEHT4, OTCYTCTBYIOMEro MO | OJMH HOKYMEHT 40,0
HEYCTaHOBJICEHHOH MPHYHHE
13 | paccTaHOBKAa 4YHTATENBCKUX TpeOOBaHMI B KapTOTEKE | OAHa KapToyka 0,3
{HEYAOBIETBOPEHHBIN CIPOCY
14 { aHanu3 OTKa3oB, COCTaBJ€HHE CBOJAKH OTKazop  (no O/THA CBOAKA 16,0
NpHYRHaM OTKA3a M MepaM HX JHKBAZALMH M
OpeayNpEKACHHA)
15 | cocragneHne OmbOnuorpaduueckoro omucasus Ha ! oaua kaprouka 24
JOKYMEHTHI, HMEIOLIHE HauOONblIee YHCIO OTKAa30B;
nepejaya KapTOUKH B OTAEN KOMIUIEKTOBaHUA
16 | cocTaBAeHHe KapTOTEKH OTKa3OB, NMPOBepKa H MOKUCK IO |  oaHa Kaprouka 54,0

donzmy, oTMeTKa B GOPMYJISIPE H B KapTOTEKE OTKA30B 1O
PE3YAbTATAM IIPOBEPKH

2.14. ObcnyxuBanue no MexOuOmroTeunoMy aboHemeHTy (MBA). OOcnmyxupaHue no
MeXAyHapoaHOMY MexOnbaHoTeuHoMy aboHeMeHTy (MMBA)

Tabnuua 36
Hopma
No Eaunnna P
HanmeHoBanne npouecca, onepaunn, Cocras patoThl BpEeMeHH,
n/n N3IMepeHUs
MHH.
1 2 3 4
ITpueM 3aka3oB:
perucrpaus aboHEHTOB B aBTOMATH3HPOBAHHOH CHCTEME OZINH 3aKa3 10,0
2 |npuem 3aka3oB oTf 3apyOexupix abOHEHTOB B OJIAH 3aKa3
aBTOMATU3HPOBAHHOH CHCTEMe: pachiedatka OaHka- 5,0
3aKasa; I POBKa
3 | odopmieHHe 33Ka30B MO NUPKYNAHH OZIHH 3aKa3 3,0
MOIy4YCHHE JOKYMCHTOB; obpabotka B| OHHH JOKYMECHT 5.0
ABTOMATH3RPOBAHHOH CHCTEME ’
5 |pabota ¢ oTkazamMM: H3MEHEHHE CTATyCa B CHCTEME, OLHUH OTKa3
yKazaHMe TNpPUYMHBI OTKa3a, M3BCHIcHHEe aboHeHTa 06 3.0

OTKase
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Hopma
Ne ExnuHuna
o/ HanmeHoBaHHe Ipouccca, onepanui. Cocrap paboThi 3Mepenus BpeMeHY,
MHH.
1 2 3 4
Brigasa nOKyMEHTOB:
otopMIcHHE AOKYMEHTOB K BEIAaYE OAHH NOKYMEHT 50
OTTpaBKa: B3BellWBaHHe OaHjdeposied; HakeHBaHue | omvH GaHAepone
aZipecHOM OJTHKETKH H WITPHUX-KOAA; MpOCTaBIICHHE 7,5
nevareil; ynakoBka
8 |cocraBneHHe MEKIYHAPOAHOTO CMHCKa|  OJHH CIHCOK 6.0
(5 3X3eMIIIAPOB) ’
ohopMiIeHHe TOKYMEHTOB U1 TAMOXHH ONHH TOKYMCHT 50
10 |cocraBnenHe  cnHcka ~ Ha3BaHHH,  OTNPaBISEMBIX [ OJHH CIUCOK 10.0
BOKYMEHTOB ’
11 |pabota ¢ 3a00mMKEHHOCTBIO: cooOmeHHe abDOHEHTY O]  OOHO MHUCBEMO 5.0
3afiepkKe JOKYMeHTa; paboTa ¢ NHCTaMH 3300 KeHHOCTH ’
ObGenyskupande uurtartened nmo MBA (MexcmynapoAnbIH
aboHeMeHT):
12 |npHeM 3aKa3zoB: NpocraBieHHe HOMepa OHOIHOTEKH, Kyda OIHH 3aKa3 5.0
HaIlpaBJIseTCs 3aKa3, HOMEp 3aKa3a, nevarh H1aHKa-3aKasa ’
13 OTIIpaBKa 3aKa30B B MeXKAyHapoAHbIe OHOMHOTEKH OAHH 3aKa3 7,0
14 |pa6ota ¢ oTkazamu OIMH 3aKa3 3,0
15 |monmydyeHHe MOKYMEHTOB [UiA 4YHTaTencH: ogopmicHHe | OAWH AOKYMEHT
KapTOHMKH, KOJHYECTBO MONYHECHHBIX OSK3EMIUIAPOB; 15,0
NPOCTaBCHAES AAThl BO3BpPATa; 3AMOJHCHHE AeKIIapaliH
AN YHTATEA
16 |po3spaT JMOKyMEHTOB H3 U3: mpoBepxka BceX NYHKTOB{ OAWH AOKYMEHT 5.0
AEKJIapauny; nepejaya ROKYMEHTOB Ha OTHPaBKY ’
17 |otnpapka: B3BelIHBaHUEC OavAcponei; HakneWBaHHe | oAuH GaHaepoab
afgpecHOH O3THKeTKH # [LUTPHX-KOJA, MNpPOCTaBleHHe 7.5
nieyareii; ynakoBka
ObcnyxuBaHue untareneii 6ubnuorexn no MBA:
18 | moayueHMe 3aKaza U3 YHTAIBHOTO 3aJ1a OJIHH 3aKa3 3,0
19 | 3amonnenne Onanka-3axaza; NpOCTaBACHHE ONHH OIIaHK 2,0
PErUCTPALHOHHOIO HOMEpa, JATH!
20 | yTouHeHHEe  yKa3zaHHBIX  YdTaTeNeM CBEJEHHH O | OJUH JOKYMEHT 3,0
3aKA3aHHOM JOKYMEHTe, WEeNH 3anpoca, HCTOYHHKA,
OTKYJa NOJYyYeHbI CBEACHHS
21 | 6ubanorpaguyeckas nopadoTka 3akasa; YTOYHEHHS OJIUH 3aKa3 20,0
oubmmorpaguyeckdx CBeIeHHH; YYET MOMYMEHHBIX W
oTpaboTaHHEIX TpeboBaHHIH
22 | mpoBepka HaNH4Hg 3aNpallHBAacMOro IOKYMEHTA B | OJHH JOKYMCHT 8,0
6ubnuorekax ropola, oGRacTH, PerHoHa, CTPaHsbl, MUpA,
B TOM UHCJIE MO CBOAHBIM KaTaaoraM
23 [3aka3 W3maHHg [0 OSACKTPOHHOH MOYTE, 3aMOMHAETCA | OOUH JOKYMEHT 7,0
SJICKTPOHHBIA OIaHK HITH B BHJE TPOH3BOMBHOTO MHCHMA
24 |zanyuch CBGACHMH © HampaBlIcHdM 3akasa no MBA OIHMH 3aKa3 3,0

(nanMeHOBaHHe GHOMMOTEKH,
cTopoHe OaHka-3aKaza

Jata) Ha o0GopoTHOH
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Ne
n/n

Hanmenopanue npouecca, onepanuu. CoctaB padoTsb

Epununa
H3MepeHHA

Hopma
BpPEMEHH,
MHH.

2

3

4

25

noMellleEHe Onanka-3axkasa B «KaproTeky 3ampocop
gutareneli o MDBA» 3a pasaennreneMm «3anpochl M0
MBA, nanpaBieHHEIe B Jpyrue GHONHOTEKH»

ONMH ONaHK

1,0

26

MONY4YeHHE HOKYMEHTA OT uMTaTeNsl B YHTANBHOM 32ale,
CBepka JOKyMeHTa ¢ OJaHKOM 3aKasza, MpOBepKa
COXPAaHHOCTH BOKYMEHTA, BHECEHHE OTMETKH O nepeaye
B COOTBETCTBYIOUIHH OTHEN B KHHIE PErHCTPanHmy;
HOJlydeHHe  JOKYMeHTa, TnpHciaaHHoro mo MBA;
pacrmeyaTka Ganaepons, HpOBepKa COCTOAHUS
JOKYMEHTa, OTMETKa JaThl MONy4YeHHS H HasBRHHA
OubnnoTeKkH, BBICAABIICH HOKYMEHT, HHBEHTAPHOIO
HOMepa, Cpoka MOIB30BAHHSA; NepecTaHoBKa OmaHka-
3aKaza M3 pasjeNia KaproTekn «3ampocel 1o MBA,
HarpapleHHBlE B ApyrHe Oubnuoreku» B pasfaen
«ITomyyennbie no MBA nspanmns»

OJUH JOKYMEHT

5,0

27

BhIaya NONy4eHHBX To MDA d3 unTampHOro 3aia;
CBCpKa BBIABAEMOTO JOKYMCHT2 ¢ OJIAHKOM-3aKa30M;
NPOBEpPKa HANHYHA CTPAHHN H COCTOSHHA HOKYMEHTA,
OTMETKA BELIAYH

OANH JOKYMCHT

1,0

28

nepeaada H3NaHUS MOCNE BO3BpaTa H3 YHTANBHOrO 3ana
Ha MUKpOQHIEMHEpOBaHHE (M/])

0JHO H3TAHHE

5,0

29

BO3BpaT HM3JaHHA Mocle  MHKpodHIBMHpPOBAHHA,
NpOCTaBlICHHE IHuppa M/P

OJHC H3JaHHE

5,0

30

MOATOTOBKA K OTHpPAaBKE AOKYMEHTOB B OHOMHOTEKY-
doHgoAepKaTenpy 3akasBod  GaHIepoNbiO;  YNMaKOBKa
Gannepoid, p3pelliNBaHKe e¢, HaKMeHBaHHe MAapKd (ecln
HET UCHTPANH30BAHHOMN OILIATHI MEPECHUIKH); HANHCAHHE
azipeca, COCTABICHHE ONHCH

OJHH 3aKa3

12,0

31

paboTa ¢ OTKazaMH — HpH NOAYYeHHH oT OHONMHOTEKH-
doHmOAepKaTENd N3IBSHIEHHS 06 0TKale WM 323ACpXKe
BBUIOJIHCHHA 3allpoca; YCTAaHOBKa OJlaHKa 3akasa ¢
yKa3aHHEM TMpPHYMHEBI M JaThl OTKa3a B KaprOTEKY
«Otxassl no MBA»

OJHH 3aKa3

6,0

32

coobeHne B 0TAeN 00CITyKHUBAHHA O MOTYUCHHH OTKA3a
(mara, mpU4HHA)

OAHH OTKa3

2,0

Ob6cnyxnBanre aboHeHTOB o MBA:

33

noxyueHne zakasza: abOHeHT oGpaThica B TEKYLIEM rOOy
BIEPBLIE: IPOCTABNEHHE B KAPTOYKe rofa obpauieHHs,
AATH!

OQJHH OTKa3

0,5

34

odpopmnenre aboHeHTa (OpraHH3auMs paHee He
aboHNpoBanace): perucTpainsg aboHeHTa B
ABTOMATUZMPOBAHHOH CHUCTEME; 3aKMOYEHHE JOTOBOpA;
COTTTacOBAHHE ¢ IOPHIHYECKHM OTACIOM

OJHH abOHEeHT

12,0

35

PACCTAHOBKA PETHCTRAITHOHHLIX KAapTOYCK B KapTOTEKE

OIHA KapTOUKa

8,0

36

JIOCTABKA TpeOoBaHHi B CIENHANAZHPOBAHHBIC POHBI

0ZiHo TpebopaHHe

10,0

37

HOCTABKa H BO3BPAT JOKYMEHTOR B CTIEUHAIH3NPOBAHHBIE
oHABI

OOHH AOKYMCHT

10,0
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Hopma
Ne Eannuna
HauMeHoBause nponecca, onepanuu. Cocrap paGorni BpeMEHH,
n/n H3IMEpPEeHHS
MHH.,
1 2 3 4
38 | umdposka 3akazoB aGOBEHTOB, NOAGOp OaHKOB-3aKa30B OJUH 3aKa3 4.0
no aldpaBHUTy, NPOBEpPKAa HAMMYHA JIOKyMCHTa IO
KATaJiory
39 | ornpaBka noKyMeHTa abOHeHTaM: ymakoska GaHAeposH, OJIMH 3aKaz 12,0
B3BeLIMBaHHe, HAKICHBaHHE MApK{, HanucaHUe aJpeca;
COCTAaBJIEHHEC ONHCH, TPAHCMOPTHPOBKA B TIpYyNIy
OTHPABKH
40 | 6ubnuorpaduueckas  mopaboTka  HEBBINMOAHEHHBIX OJIUH 3aKa3 20,0
3aKa3oB; yTOUHeHHe OubnuorpaduueckHx CBeJeHMit no
CNpABOYHLIM  U3JaHMAM;  Y4&T  YIONYYEHHBIX H
0TpaboTaHHBIX 3aKa30B
2.15. PaBoTa ¢ mocTogHHOI 3Kkcnosuuueil Myses KHUTH
Tabauua 37
Ne Eaunnna Hopma
HanmenoBaHHe nponecca, onepanuu. Coctas paGoTh BpeMeHH,
n/n H3MEpPEHHS
MHH,
1 2 3 4
1 | peaKcno3ulus (KOppPEeKTHPOBKA pa3sfenoB TEMATHKO- | OJHH 3KCIIOHAT 96,0
SKCTIO3MIHOHHOIO TUIaHA, BLIABIEHHE MATEPHAJIOB s
9KCMIOHMPOBAaHHUA, IoAG0p)
2 | 3aMEHA OTAENBHBIX JIKCIIOHATOB MO YCAOBHAM XPAHECHUA OJHH IKCioHaT 80,0
{BBIABIICHHE, OTOOD)
3 | monTax, neMoHTaxK OAWH JKCNOHAT 24,0
4 | aHHOTHPOBAHHE HOBBIX 3KCIIOHATOB OIHH 3KCIIOHAT 12,0
5 | pemakTHpoBaHMe Hu 3aMecHa (nevarb, OGOpMIICHHE) OIMH 3KCNOHAT 18,0

aHHOTAIHH U PKCIUTHKAIMH B 3KCNO3HUHMH

Hpﬂmeqanne: paﬁo*ru ONMUCHIBADT KOMILICKTOBAaHUC,

MaTepHanoB My3es KHATH.

2.16. CnpapoyHaa u HHpopManuoHHas pabota

YHET, COXPAHHOCTE HCKHWXKHEBIX

Tabnnna 38
Hopma
Ne Equnnua p
Hanmenosanne nponecca, onepanuu. Coctap paGornl BpeMeHH,
n/n HIMEpeHHA
MHH,
1 2 3 4
YyeT NoCTYNUBIUKX BTOPHYHBIX JOKYMEHTOB (KapTO4eK):
1 | BBBICHHE HEBBIMOMHCHHBIX 3aKA30B; COCTaBJIEHWE | Ha OAHY HeAemo 840,0
3asBKH Ha HEBBIMOIHEHHBIC 3aKa3hl
Opraausauns cnpaBo4HO-6uONHOrpadguUecKOro
annapara (CbA).
2 | coctaBneHHe Gubnuorpapuueckoi 3anucu OJHH JOKYMEHT 2,3

HpocmoTtp 1 orbop kaprouek B CBA B Lenax M3bATHSA
HJTH NepeMEILeHHA (BTOPHYHBIH 0TOOD).
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Hopma
Ne Eaununa
o/ HaumeHoBanune nponecca, onepauu. Cocras paGornl H3Mepenns BpeMeHH,
MHH.
1 2 3 4
3 |u3pATHE M3 KaTajiorOB M KAPTOTCK KapTOYeK Ha | ONHO HasBaHHe 1,0
IOKYMEHTBI, CHHCaHHBIE W3  GoHma; NPOCMOTP
KpaeBeYeCKHX, 6ubmorpadrueckux H
daxTorpapUecKUX KapTOTEK; UIBATHE H3 HHX KapTOHeK
HA JIOKYMEHTHl, MOTEepABIIHE LEHHOCTb, MNepeBeleHHe
KAPTOYKH B AapXWBHbIE KapTOTeKH (YHHYTOXEHHE);
BHECEHHE OTMETKH B JKYPHAJIC YUETa H PErHCTPALMOHHOMN
KapTOTeKe; H3BATHE H3 KaTANOrOB M KapTOTEK KapTouek
HA JOKYMEHTHI, CIIHCaHHEIe U3 doHAZ
OpraHuzanys KapTOTEKH NEPCOHAIHH H TEMaTHYecKoH
KapTOTCKH:
4 | ompeAeneHME W COCTABIIEHWE MEPEYHs JML, CBEICHWS O | OXHa KapTOTEeKa 15,0
KOTOPBIX  OTPAXalOTCA B KApPTOTEKE;  MPOCMOTP
HHOOPMAIIMOHHEIX H3JaHUH, MEPBUYHBIX HOKYMEHTOB,
oTGOp HOKYMEHTOB JUI# BK/IIOYEHHS B KApTOTEKY,
COCTABNICHHE AHAIMTHYECKOTO AHHOTHPOBAHHOTO
OHONUHorpagpH4IecKkoro oNUCaHuA JOKYMEHTa
5 | mpocraBneHHe KBaNHHUKALMOHHBIX HHAEKCOB, Moabop | OIHA KapTOoTEKa 4,0
KaproyeKk no HHAekcaM (andaBuTy) M paccTaHOBKa
KapToyky B HHGOpPMalWOHHSEII MaccuB
6 | TexnuuecKas U coiepxarentHas o0paboTka JOKYMEHTOB | ONHE JOKYMEHT 3.0
JUIA BKIIOUEHHS B KapTOTEKY; pPacCTaHOBKAa KapTOYKH 110
anpaBuTy (paMHIIHI aBTOPOB H MO BUAAM HOKYMEHTOB
7 | TexHHYeCKOE PpENAaKTHPOBAHHE KapTOTEk: MpOBEPKA | OIHA KapTouka 2,0
COOTBETCTBHA CTPYKTYpBI, CONEPKaHHS B ODOPMIIEHHS
KapToueK B COOTBCTCTBHH ¢ TpeGOBaHHAMM OaHHOM
KapTOTeKH; 3aMEeHa BETXHX KapTo4eK H pasJennTeneii
2.17. DKCcKypCcHOHH25 JedTeNnbHOCTh
Tabnuna 39
Ne Exunnna Hopma
HaumenoBanHe npouecca, onepaunt, Cocras paGoTnl BPEMEHH,
n/n H3IMepeHHA
MHH.
1 2 3 4
DKCKYPCHS 1O SXCTIO3ULMH My3esl KHUTH:
1 | ob3opHas akcKypcua OJIHA AKCKYPCHA 60,0
2 | aKcKypeHs ¢ noAO0poM M MOKa30M KHHI 0JIHa 3KCKypcHs 300,0
2.18. TlpoekT «ARTHINArUATY
Tabnuua 40
Ne Eannnua Hopma
HanMenosanne npouecca, onepamun. Coctap paborni BpeMeHH,
n/n HIMEpeHHA
MHH.
1 2 3 4

OdopmieHne H y4eT JOKYMEHTOB JJI OKA3aHUA YCIYT:
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Ne
n/n

Hanmenopanue nponecca, onepanui. Cocras paborb

Ennuuua
H3MEpeHHS

Hopma
BpeMeHH,
MHH,

2

3

4

MoNy4eHHe H MPOBEPKA A0TOBOPOB, 3aKIIOUEHHBIX C
$H3INUCCKEMH MIAMB, 4YHTaTelIMH OnbnuotekH, no
OKa3aHWIO YCNIYT, CBA3AHHBIX ¢ HCNOJB30BAHHEM
MEKTPOHHBIX pecypcoB (OP) u anexTpoHnbx GHOMOTEK
(3B)

OJMH AOKYMEHT

60,0

BEITPY3Ka peecTpa B3 aBTOMATH3IHPOBAHHOM CHCTEMB! MO
CPOPMHPOBAHHBEIM  AOTOBOPAM,  3aKIIOUYCHHBIM ¢
GU3HYECKUMH JIHDAMH, uYHTaTeAMd OubauoTekH, mno
OKAa3aHHIO YCAYT, CBA3AHHBIX ¢ HCNoNb30BaHHeM DP 1 Db

OJHH peectTp

15,0

CBepKka JMaHHBIX MO MOCTYNHMBIIHM  JOTOBOpaM,
3aK/IFOYCHHBIM ¢ (H3MYCCKMMH JTHIIAMH, YHTATENAMH
OHOMMOTEKH, MO OKAa3aHHIO YCIYr, CBA33aHHBIX C
ucnonb3oaHuem 3P u 3B, ¢ peecTpoM, BHITPYKEHHBIM
W3 aBTOMaTH3HPOBAHHOMN CHCTEMBI

OJlHa CBEpPKa

40,0

npHeM 3asBKH OT IOPHAMHYECKOro JIMHA Ha 3aKiOYeHHe
JOTOBOpa MO  OKAa3aHHID  YCNYr, CBA3AHHBIX ¢
Hcrmonp3oBaHHeMm 3P u Db

OOHH JOKYMECHT

15,0

MOArOTOBKA TEKCTA JIOTOBOPA MO OKA3AHHIO YCJIYT,
CBA3aHHBIX ¢ HCTIONB30BaHHeM DF u Db

ONHH DOKYMCHT

15,0

COTNacoBaHHe JAONOBOPa MO OKA3AHHIO YCJIYT, CBAZAHHBIX
¢ ucnone3osanueMm IP u Db

OIHH JOKYMEHT

300,0

perucTpalisa JOrOBOPa MO OKa3aHHIO YCIYT, CBA3AHHBIX ¢
Hcronb3oBanneM 3P ¥ 36

OOHH DOKYMEHT

60,0

3anoHeHne TpeGoBaHUs Ha ofopMneHHE (HHAHCOBOTO
JOKYMEHTa K A0TOBOPY IO OKa3aHHIO YCYT, CBA3AHHBIX C
HenojiezosanueM JP u Jb6

OIHH AOKYMEHT

30,0

npoBepka OQOPMNEHHOTO (QUHAHCOBOTO MOKYMEHIA K
OOTOBOPY HA  OKAa3aHHE  YyCIyr, CBA3aHHBIX ¢
HenojiezoBanueM JP u 96

OJuH AOKYMEHT

15,0

10

TOAMMCAHHE JOKYMEHTA MO 0KA3aHWIO YCAYT, CBA3AHHBIX
¢ Henone3opauneM 3P u 36

OIHH JOKYMCHT

960,0

11

BHEGCEHHE B peeCIphbl y4eTa NEpBHYHBIX MJAHHEX ©O
AOTOBOPE MO  OKA%aHUIO  YCHAYr, CBA3AHHHIX ¢
Henoas3oBanueM IP u b

OIMH JOKYMCHT

30,0

12

CKaHHPOBaHHE O(POPMIIEHHOTO AOKYMEHTa Ha OKazaHHe
YCIIYT, CBA3aHHBIX C Hcnonb3oBaHueM DP u Db

OJHH AOKYMEHT

30,0

13

OTNPaBKa MO MIEKTPOHHOH MOYTE HOPUAWMECKOMY JIHIY
CKaHAPOBAaHHOH KOMWH AOCKYMEHTAa Ha OKa3aHME YCIYT,
CBA3aHHBIX C HCMONb30BaHHeM DP u Db

OIHO cOOOLEeHne

40,0

14

MOATOTOBKA TEKCTa AOKYMEHT2 O BHECCHHH U3MEHEHHH B
3AKJIOYCHHEI AOTOBOP HA OKAa3aHKe YCIYT, CBA3AHHEIX C
Henonb3soBadueM P n 3b

OOHH JOKYMCHT

60,0

15

MOATOTOBKA TEKCTa EHOBOTO MPEIOAKEHUA HA OKa3aHHE
YCIYT, CBA3aHHBIX ¢ HCIoIb30BaHHeM DP u Ob

OMH JOKYMEHT

60,0

16

MOATOTOBKA TEKCTA AKTA K AOroBopY 06 OKasaHHH YCIYT,
CBA3AHHLIX ¢ HCMONB30BaHHeM DP u Db

OJUH JOKYMCHT

60,0




80

Ne
n/n

Hanmenosanne npoilecca, onepauun. Coctap patoTni

Ennnnna
H3MEpPEHHS

Hopma
BpeMeEHH,
MUH.

2

3

4

17

nNpoBepKa  JAaHHBIX  HAa  ounuMasbHoM  caifte
roCyJapCTBEHHBIX 3aKYMOK O TNPOBEACHHH TOProBoi
3aKYDKH Ha  OKasaHHE  YCJIYT, CBf3aHHBIX €
ucnoab3zopanueM OP u 9b

OJHA 3aKYIIKa

20,0

18

COXpaHeHHEe IOKYMEHTauuH ¢ ojunuansHoro calita
rOCyOAapCTBEHHBIX 3aKYNOK IO OOGBABICHHOH TOPropoi
3aKylKe Ha  OKasaHHe  YCNyr, CBA3AHHBIX C
ucnoas3oBaineM JP 1 Ob

onuy daiin

15,0

19

npoBepka JOKYMEHTALHH TOProBoil 3aKylKH Ha OKa3aHHE
YCIYT, CBS3aHHBIX € HCNOJIb30BaHHeM JP u 3b

OHMH JOKYMEHT

40,0

20

NOATOTOBKA 3adBKM IS y4YacTHd B 0OBABICHHOI
TOProBo#  3aKymke Ha  opuIHATBHOM  caiite
TOCYJApCTBEHHBIX  3aKYMOK MO  OKAa3aHHI  YCIHyT,
CBA3aHHBIX ¢ HCTIONb3oBaHHeM OP u 3B

OIHAa 3a4BKa

150,0

21

BUSHPOBAHHE 3aiBKH B COOTBETCTEBHH C pPEriiaMeHTOM
OHGHOTEKH

OJHH DOKYMCHT

360,0

22

MOATOTOBKA TeKcTa aorosopa mmsa odopmierus mno
OKOHYAHHIO TOProBOil 3aKyTIKH Ha oduHUHANbHOM caiite
TOCYHNApCTBEHHBIX  2aKYMOK MO  OKAZAHMIO  YCHyT,
CBA32HHBIX ¢ HCnonb3oBanneM 3P u 5b

OOHH DOKYMCHT

70,0

23

pasMEUICHHE  3adBKH Ha  OQUUMANBLHOM  caiite

roCyAapcTBEHHBIX 3aKYIIOK

0JHAa 3adBKa

40,0

24

YVYacTHE B TOPrOBO 3aKynmke Ha oQHIMaNbHOM caiiTe
rocyJapCTBEHHBIX 3aKYIIOK IO PEerJaMEHTY 3MeKTPOHHOM
TUIOLHAJKH

OJHa 3aKYIKa

120,0

25

MOATOTOBKA TEKCTOB AOKYMEHTOB B COOTBETCTBHH C
TpeGOBAaHHAMH  pEIIaMEHTA MPOBEACHHUN  TOProBOH
3aKYIKH 0  OKa3aHHK  YCNYr, CBA3AHHBIX C
HcnonszoBanueM 9P u b

OJHH JOKYMCHT

360,0

26

popmuporanune TIaTEKHOr0 AOKyMeHTa B
Oyxrantepckoif  mporpamMMe 1no  TpeGOBaHHIO Ha
ofopmnerne (GHUHAHCOBOTO JOKYMEHTa K JOTOBOPY MO
OKa3aHHIO YCIIYT, CBA3AHHBIX ¢ HCMONB30BaHHeM OP u Db

OJHH DOKYMCHT

30,0

27

BBIBOJ, Ha TMeYaTek H3 OyXraaTepckoil MporpaMMel
cGOpMHPOBAHHOTO MUIATEXHOIO JOKYMEHTA

OAMH JOKYMEHT

7.0

28

nepeaaia NnakeTa MNnaTexHbIX JOKYMCHTOB Ha
NOANMUCAHHE B nyram"epmo

OIHH MaKeT

30,0

29

dopMHUpoBaHHe eXeAHeBHOro otuerta o pabore mo
NpoeKTY W  BBIMONHEHHH  YCNYyr, CBA3aHHBIX €
ucnonas3osanueM 2P u Db

OJHH NOKYMCHT

60,0

30

KOHTPOJb CPOKOB BBIMONHEHHA YCIYT,
HCNoNb30BaHHeM 3P u b

CBA3AHHBIX C

OJdHH JOKYMCHT

30,0

31

KOHTPOJIb HCHONHCHHA (HHAHCOBBIX 00A3aTENBCTB MO
OOrOBOPY Ha  OKasaHHe  YCNyr, CBA3AaHHBIX ¢
Hcnone3oBanueM 3P u 3b

OAHH AOKYMEHT

30,0
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Ne
n/n

HauMenoBaHHe mpouecca, onepanun. Cocras paboTbl

Eanauia
H3IMEpeHHH

Hopma
BpEeMEHH,
MHH,

2

3

4

32

CBEPKA HCMIONHEHHS OOA3aTENBCTE MO  3aKIOYEHHEIM
OOroBOpaM Ha  OKa3aHHe YCIyr, CBS3aHHBIX C
HenonezoBanueM JP u 3B

OOHH JOKYMCHT

60,0

33

KOppeKTHpOBKa JAHHEIX B  peecTpax ydera o6
HCTIOJIHEHHH YCJIOBHH AOTOBOpa MO OKAa3aHHK YCIYT,
CBA3AHHBIX ¢ HCIOJib3oBaHHeM OF 1 OB

OJIHH DOKYMCHT

40,0

34

HalipaBlieHNE IOPUAMYECKOMY JHUY COOOMMEHHA 10
MEKTPOHHOK MouTe 00 MCNONHEHHH YCIOBME JOroBopa
MO OKa3zaHWIO YCITYT, CBA3aHHEIX ¢ MCIONB30BaHueM OP K
b

OJHO COOOMEHHEe

30,0

35

($OpMHpPOBaHUE MaKeTa AOKYMEHTOB JUI HAHpPaBICHHA
OPHAWMECKOMY JIHIY [TOYTOBEIM QTIPABICHUEM

OJHH TIAKET

40,0

36

BblJaYa OpHTHHAJNOB 3aKIIOYEHHA W  KOMIUICKTOB
JOKYMCHTOB 3aKa3YHKaM Ha PYKH

OAHH IOKYMEHT

60,0

37

MOATOTOBKA KOMIUIEKTa JOKYMEHTOB MO JOroBopaM ¢
MONMHOCTBIO BHINOJIHEHHBIMH 0043aTeNbCTBAMH OKA3aHHSA
YCIyr, CBA3AHHBIX ¢ HCNONAb30BaHHeM OP B 32b, ans
nepeaayu B OYXTaITepHIO

OOHH KOMILICKT

60,0

38

COCTABMICHHE  peecTpa  KOMIUISKTOB  JOKYMEHTOB,
XpaHAmuxcs B apxMBe M / HIH NepenaBaeMEIX B
Oyxranrepuio

ONHH peecTp

60,0

39

coctaBicEHe H  obopMIeHHE NanKu

OpPHTHHAJIOB JOKYMCHTORB

APXHBHOM

OJJHa manKa

30,0

40

CO3/JaHHE APXHBHOW JIEKTPOHHOH KOMMH JOKYMEHTOB ¢
TMOJHOCTHIO BEIMONHEHHEIMA 00A3aTCNBCTBAMHE OKa3aHHA
YCIIyr, CBA3aHHBIX C Hcmoje3oBagmeM 3P u OB,
nepenasaeMplX B Gyxrairepuio

OAUH JOKYMEHT

40,0

41

nepefava MOKYMEHTOB B OYXTANTepH0 MO  peecTpy
KOMIUIEKTOB JOKYMEHTOB

ONHH peectp

40,0

42

dopMupoBaHHE OTYETOB O pe3ynbTatax padoTel MO

NPOCKTY OKa3aHUA YCHYT, CBA3aHHBIX ¢ HCNOL30BAHHEM
D3P u 3b

OJUH JOKYMEHT

1200,0

WHpopMalOHHAd  NOAZIEpKKa  MONL3OBaTENed Mo
OKa3aHHIO YCAYI, CBA3AHHBIX ¢ HCMONb30BaHHeM JP H
Jb:

43

TeneOHHEIE KOHCYNBTAUMH NO OKa3aHHIO  YCIYT,
CBA3aHHBIX ¢ Hchmosb3oBanneM DP ®H 3B, ama
FOPHANYECKIX H QH3AYECKHX JINI]

OJIHH 3BOHOK

40,0

44

COCTaBICHHE COOOWEHHE B OTBeT HA BXOAAIIHE
IEKTPOHHBIC TTACEMA N0 OKA3aHHKO YCIYT, CBA3AHHBIX C
ucrnojgs3osanuem 3P u OB

0AHO cooOIIeHHe

180,0

45

GOPMHpPOBAHHE CHHCKa KIHEHTOB JUIS NpOBEACHMSA
MacCOBOH PACCHUIKH MO 3JIEKTPOHROH NOYTE MO MPOSKTY
OKa3aHHs yCaIyr, CBA3aHHEIX ¢ HCNoMb30BanueM DP u Db

OIHa pacCeBUIKa

1920,0

46

NOArOTOBKA [OKYMEHTOB Ui MpPOBEACHHA MaccOBOW
PacChUIKU IO TNPOEKTY OKA3aHHsA YCAYT, CBS3AHHBIX C
Hcnonk3opanueM OP u 36

0JHAa pacCeUiKa

600,0
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No
/m

Hanmenosanue upouecca, onepauun. Coctas paGotsr

Einnuna
H3MEpeHHUS

Hopma
BPEMCHH,
MHMH.

2

3

4

47

MpOBeIECHHE MAacCOBOMH PAcCBUIKH MO NMPOEKTY OKa3aHHA
YCHIYT, CBA3ZAHHBIX € HCMOAb30BaHHeM OP u Ob

OIHa PacchUIKa

90,0

QOcyuecTsieHne YCIyrd MpeaocTasieHusn goctyna Kk 3P
H Ob:

48

PEerHCTpalli® HOBBIX / aKTUBauMA / JEaKTHRAUMA PaHee
paGoTaloIMX OPUAMYSCKHX /[ (QHIHYECKAX NHU B
ABTOMAaTH3HPOBAHHOM CHCTEME

0JHa 3aITHCE

30,0

49

tdhopMUpoOBaHHE coO0IIeHHS NpeACTABHTEIIO
IOPHAUYECKOro AHIA C JAHHBIMH AJIS aKTHBALWH AOCTYNA
k OP u 5b

OOHO COO0LIEHHE

36,0

50

KOHTPONER 32 OKasaHMEM  YCJIYyr, CBA3aHHBIX ¢
AcnomszoBanueM 2P u 3B, Ang  IOpHAMYECKHX W
duspueckux U ¢ P u Db, BKMOYA! MOHHTOPHHT
HapyIUeHHs TPABUJI OKa3aHHS YCIIyT

OZHO
IOpAaHUccKoe /
tusnyeckoe
JIHUO

60,0

51

KOPPCKTHPOBKa JaHHBIX O HPHIHYCCKHX JIHUEX B
anmmammponaﬂuoﬁ CHCTCME

OJIHA 3aNHCh

30,0

52

BHECCHHE H3MCHEHHH B CHHCOK MOPHIMYECKMX JIHU,
pasMCINeHHbIHA Ha CaliTe MPOoeKTa

OIHa 3allHCh

30,0

OcyllecTBACHAe  YCIYTH  TPOBEPKH  TEKCTOBOTO
JOKYMEHTa Ha HATMUHE 3aMMCTBOBAHUH U3 JOKYMEHTOB B
coctaee Db:

53

BHECEHHE B peecTp YueTa NepBHYHEIX JaHHBIX O
MOCTYIHBIIEM AOKYMEHTE Ha OKa3aHHE YCIYTH MPOBEPKU
TEKCTOBOTO AOKYMEHTA Ha HAIHYHE 32UMCTBOBAaBMH W3
IOKYMEHTOB B cocTage Ob

OIUH BOKYMCHT

15,0

54

KOPpPEeKTHPOBKAa JaHHBIX B peecTpe ydera o0 sramax
BBMOJIHEHHA 3aKa3za MO OKAa3aHHI YCNYTH [POBEPKU
TEKCTOBOTO AOKYMCHTA Ha HaJW4HC 3aUMCTBOBAHHN H3
JOKYMEHTOB B cocTage Jb

OIOHH JOKYMCHT

15,0

35

pacnpejiefieHHe JOKYMEHTOB 10 3KCHepTaM Jiis OKa3aHus
YCIYTH MPOBEPKH TEKCTOBOTO JOKYMEHTa Ha HaTHuHe
3aMMCTBOBAaHHH H3 JOKYMEHTOB B coctaBe Ob

OOHH TOKYMCHT

40,0

56

nepejadya JOKYMEHTA JKCMEPTY MUl OKa3aHHA YCHIYTH
OPOBEPKH  TEKCTOBOIO  JOKYMEHTAa HA  HajlH4uHe
3alMCTROBaHHH W3 JOKYMEHTOB B cocTare Ob

OJHH JOKYMCHT

15,0

57

nonyueHne H o0paboTka oKcmeproM AOKYMEHTa Ha
OKa3aHUE YCIYId MpOBEPKH TEKCTOBOTO AOKYMEHTa Ha
HaJIMYHe 32HMCTBOBAHMH H3 IOKYMEHTOB B coctase 3b

OJHH JOKYMCHT

40,0

58

H3YYECHHE IKCIEPTOM CTPYKTYpPHI, COCTaBa, COAEPKAHNA
JOKYMEHTA I OKa3aHHsl YCJIYIH MPOBEPKH TEKCTOBOTO
JOKYMCHTA Ha HANHYHE 3aHMCTBOBAHHH U3 AJOKYMEHTOB B
cocrane Ob

OIUH AOKYMEHT

180,0

59

[IPOBEPKA 3KCMEPTOM OOKYMEHTA Ha HANMYHE MPHEMOB,
NPENITCTBYHOLIMX pacno3HABAHUIO TEKCTA
ABTOMATH3HPOBAHHOH CHCTEMOH ¥ OKAa3aHHIO YCIYTH
MpOBEPKH  TEKCTOBOT¢  JOKYMEHTa Ha  HaAIHYHE
3aUMCTBOBAHUH U3 JOKYMEHTOB B cocTake Db

OAUH AOKYMCHT

180,0
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Hopma
Ne Eaunnua
HaumeHnopauue nponecca, onepanun, Cocras paborni BpeMeHH,
n/n H3MepenHsn
MHH.
1 2 3 4
60 | mpoBeseHHe  3KCUEPTOM  MepBUYMHOH  NPOBEPKH | OJHMH OOKYMEHT 60,0
DOKYMEHTAa ¢ HCHOOJbL30BAHHUEM aBTOMATH3HPOBAHHOH
CHCTEMBL
61 | ofpafoTka oKcepTOM ©OT4YeTa ABTOMATH3HPOBAaHHOH | OJMH JOKYMEHT 480,0
CHCTEMB! O MEPBHYHOH IPOBEPKE NOKYMEHTA ¢ LIEIBIO
MCKITIOYEHHS KOPPEKTHEIX 3aUMCTBOBaHHIH
62 | aHaMU3 3KCNEPTOM HEKOPPEeKTHLHIX 3aHMCTBOBAHMH, | OJHMH JOKYMCHT 600,0
O0HapyXEHHLIX B JOKYMEHTE
63 | apaaM3  cmpaBouHO-OMONMorpaguveckoro — anmapara | OJMH JOKYMEHT 480,0
JOKYMEHTA, BKIIOYash CBEPKY HCTOYHHKOB, YKA3aHHBIX B
CIHCKE JIMTEPATYPH
64 | dopMHpOBaHMe TEKCTa 3KCIEPTHOLO 3aKMIOMCHHS IO | OAUH NOKYMEHT 120,0
HTOTY NpPOBEACHHOH NPOBEPKH JAOKYMEHTA C YYETOM
JAHHBEIX 0THYETA aBTOMATH3IHPOBAHHOH CHCTEMBI
65 | NpoBepKa TEKCTa 3aKNIOYEHHS HA MPEAMET COOTBETCTBHA | OXMH JOKYMEHT 15,0
YCTaHOBNEHHBIM TPeGOBAHWAM K pe3yibTaTy OKa3aHUA “
YCAYTH TPOBEPKU TEKCTOBOIO JOKYMEHTa Ha HalH4He
3aHMCTBOBAHHH M3 JOKYMEHTOB B cocTaBe 3b .
66 | aHamM3 cOAEPXXKAanRHsA Pe3yNbTAaTOB NMPOBEPKH, YKA3aHHEIX | OIUE JOKYMEHT 60,0
B 3aKITIFOYCHIH, KOPPEKTHPOBKa (hOPMYNTHPOBOK
67 | BBIBOA Ha me4aTh HTOroBoH (OpMBI 3aKIMIOYECHHA IO | ONMH AOKYMEHT 15,0
Pe3yNBTaTy NPOBELEeHHON MPOBEPKH JIOKYMEHTA ¢ YYeTOM
JAHHBIX OTYSTa aBTOMaTH3HPOBAHHOM CHCTEMEL
68 | nornucanue 3aKMOYEHHA OJHH JOKYMEHT 240,0
69 | ckanupoBaHHe OOPMIICHHOIO 3aKTIOUCHHAS OIUH AOKYMEHT 30,0
70 | KoppeKTHPOBKa B peecTpax YYeTa AAHHBIX O BBUTOJHEHHH | OJUH JOKYMEHT 40,0
obsaTenscTB 1O HOrOBOPY M  OKA3aHHIO  YCIYTH
NpOBEPKH  TEKCTOBOTO  NOKYMEHTAa Ha  HalMdHe
3aHMCTBOBaHHH W3 ROKYMEHTOB B cocTase Ob
71 | cocTapneHHe AOMONHEHNA K 3aKMIOUCHUIO MO pe3yNbTaTy OJIHO NIUCHMO 120,0
OKa3aHHA MPOBEPKH TEKCTOBONC NOKYMEHTA Ha HATMYHE
3aUMCTBOBAHHHN U3 AOKYMEHTOB B cocTase b
72 | cBop u 00paboTKa CTATHCTHYECKHX AHHBIX [0 MPOEKTaM OIHH 3a1poc 240,0
73 | ¢ ucnonszosanueMm IP u Db
74 | mpoBeAeHne NpOBEPKH KavecTsa Gaiinos B Db OIVH thaiin 40,0
75 | sarpy3ka daiinos A rmovueHHd B 3B ¢ mpocTaHoBKOH o/uH aiin 30,0
MpPH3HaKa JOCTyNa
76 | pezepBHoe KonupoBarue daiinos b ORHO 60,0

KONHPOBAHAC
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2.19. Okaszanue yCAYT YAQNEHHBIM MONB30BATENSM, B TOM YHCIIE YuTaTensM GCHONMOTEKH,
NOCPEACTBOM OHIAHHOBLIX aBTOMAaTH3HPOBaHHBIX ceprHCcOB (ONAC)

Tabauna 41
Ne Enunnna Hopwma
Haumenosauie nponecca, enepanuu. Cocras padornl BpeMeEHH,
n/n H3MepeHus
MIH,
1 2 3 4
1 | TenedpoHHBIC KOHCYNBTAllMH 10 OpPraHH3aLHOHHBIM OJWH 3BOHOK 30,0
BormpocaM oGOpPMIIEHHS H NPeJOCTaBAEHHT YCHIYT uepes
OQiaAC
2 { cocraBneHHe coOOmMEHUI B OTBET HAa 3SACKTPOHHHIC | OJHO COOOWICHHE 180,0
NMHChMa nmonb3opateaeit OnAC
3 | mepeHampakiacHHe coofICHHA B NOApa3neNcHHe, | 0JHO coolilicHHe 15,0
OTBETCTBEHHOC 3a OKa3aHHe KOHKpeTHOM yeayrH B OnAC
4 | KOHTpOJH U 00paboTKa NOIYUECHHBIX 3aKa3oR B OAC OJIHH 3aKa3 20,0
5 | npoepka 3aka3oB B OnAC Ha COOTBETCTBHE MpaBHJIaM OJHH 3aKa3 30,0
NpeROCTAaBJIEHUA yCayr
6 | KOHTPOML 32 MOCTYIUICHUAMH CPEACTB HO ONNaYEHHBIM OIHa yCnyra 60,0
3akasaM B ONAC
7 | xoppektupoBKa cTaTyca 3aKa3a, 3aKphITHE 3aKa30B OJIMH 3aKa3 30,0
8 | moaroToBka aKkTa CBEPKM 32 OTYETHOTO NEPHOA © | OJHH ROKYMEHT 60,0
NOCTYIUIEHNAX CpPeACTB N0 OIUIAYCHHBIM 3aKa3zaM B
OnAC
9 | NOANHCARHE CBOIHBIX OTYETHBIX JOKYMEHTOB OJVH JOKYMEHT 300,0
10 ; bopMupoBaHHe NakeTa NOKYMEHTOB JUIS HampaBJIeHHS OJIMH NaKeT 30,0
MIOYTOBLIM OTIIPABIICHHEM
11 | popMupoBaHHe exXeHEBHOTO OTYETA O HOBBIX 3aKazax H OIHH OTUYET 60,0
BBINOAHEHHH YCIyT B OaAC
12 | popMupOBaHHE HTOTOBBIX OTYETOB O pe3ynbTarax OJIUH OTYET 1500,0
paboTEHl MO MAPOEKTY, © JeTanulauueld NO Kakaoi
OTHEABHON yCayre
Perucrpaliis nons3oBateeii B pe)kHMe OHJIaklH:
13 | npoBepka 3an¥cH Noss3oBarens B Gubmorexy OIHMH 1,0
N0JAb30BaTENb
14 | obpaGotka W BBON GaMHIHK, HMEHH, OTHECTBA OIHH 2,5
NOABL30BaTENA H apeca ero 3NMeKTPOHHOH Io9Th ANCKTPOHHBIH
popmynap
15 | cocraBnenHe IHCBMa ¢ YKa3aHHEM JIOTHHA H OHO 2,5
CTCHEPHPOBAHHOTO CHCTEMOH MNapofd, NPHKPCIUICHHE EKTPOHHOE
HHCTPYKLIHM TIOJb30BAaHMA M OTNpaBka €T0  no THCBEMO
3MEKTPOHHO# NoYTE NMOB30BATEIO
O0cnyxHBaHKE NONB30BATENCH B peXXUMe OHAAKH!
16 | Bbirpy3ka u3 OnAC OTYCTHBIX JaHHBIX 33 ONpeaeNeHHbIH 0JuH (aiin 5,0
nepHOJ BPEMEHH
17 | pa3sMECIICHHE HOBBIX MOCTYNJCHHH JIOKYMEHTOB Ha calite oauH Gaiin 1.5
GuGNHOTeKU:  CO3NAHHE  3arONIOBKa  aHHOTAUHH;
HpHKpenneHue daiinop
18 | pacceinka MO  JNEKTPOHHOH  TOYTE  yAaleHHBIM OAHO 1,5
NONB30BaTeAM HHOOPMALROHHBIX coo0tIeHnH MEKTPOHHOE

TTHCBMO
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Ne Eannunua Hopwma
HanmenoBanne mpouecea, onepauun. CoctaB paGorsl BpeMeHH,
n/n HIMEpeHHn
MHH,
1 2 3 4
19 | vHbOpMANHOHHOE CONPOBOXKACHHE caiiTa, mopTala H OIHO 1,5
CTpaHHN B COLHAINBHBIX COTAX: COITAAHHEC 3arciaoBKa coo0IeHHe

aHHOTALMH; NpUKpenicHue Qakina(or)

3. TunoBele 0TpacneBbic HOPMBI TPYAA Ha PaGOTHI, BHIOJIHACMBIC B CIICLHAIH3HPOBAHHEIX
OubnuoTekax s HHBAIMIOB MO 3PEHHUIO

Hopmel Tpyna paspaboTaHel HAa OCHOBHBIE BHABI  pador,

BBITIOJHACMEIX B

CTICUMATH3HPOBAHHBIX OHONMUOTEKaX XN HHBANMIOB [0 3PEHHIO: KOMIUIEKTOBaHHE H y4eT
oubnuoreunoro ¢onpa; OGHOMHOTEYHad oOpaGoTKa MOKYMCHTOB, OpraHH3allHd H Be[CHHE
KarajoroB, (GopMHpoBaHHe 0a3 AaHHBIX, B TOM 4Hcle 0a3 naHHBIX 3BYKOBBIX (haiino; pabora c
tdoHmoM H obecredeHHE €r0 COXPAaHHOCTH; CTAUHOHApHOE M BHECTALHOHApHOe OGClyXKUBaHHE
MONb30BATENEH; MaccoBad, CUpaBOYHAs U HHPOpMAUHOHHAA padoTa; HAYIHO-METOQMYECKAsd H
PeIAKUHOHRO-A3AATENECKAs paloTa; BEIYCK MAIOTHPAXHEIX H3IaH|i CelHaNBHLIX GOpMaToB.

Tpu pomonHeHUH paboT cnaGoBHASIIMMH K HE3PSYMMH CIELHANHCTaMH  AeHCTBYIOT
BONMPABOYHBIE Ko3bduUMeRTHI: Ana craboBraamux — 1,5; ang mespsaunx — 2,0.

3.1. KoMnuexropaHue 6uGnuoredHoro goHaa

Tabnuua 42
Ne Haunmenonanune mpouecca, onepaunu. Cocras Epnsnna BII;I;E::;,
n/n paboTer HIMEpeHHA MHEL
1 2 3 4
Tekymiee KoMIIexToBaHHe OHONHOTEUHOTO (oHAA:
1 | mpocMOTp  KHHrOM3HATENLCKOW W KHHIOTOProBOH |  OfIHA MO3HIIHA 0,5
HHQOpMAlMH (AHHOTHPOBAHHBEIX IUIAHOB  BBHITYCKa
JIUTCPATYpPBl, [POCICKTOB, CAHTOB H3AATENECTB H
H3TAIOLIHX Opradu3allbi)
2 | ompenencHne TEMBI H BHAA AOKYMEHTA, MOJJICKAIIETO | OXHH HOKYMEHT 6,0
0T6OpY, BBIACHEHHC HeOOXOZHMOCTH TNpHOOPETEHHS,
CBEPKA C 3IEKTPOHHBIM KaTaloroM
QOnpeneneHue IK3eMIUBIPHOCTH 3aKasa: OflHa MO3HLHA
3 | pna nopgpasaenerui 1,0
4 | png GuONHOTEKH B LIETOM 2,0
5 | opopmnerue  3akasa: COCTABJICHHE  JAOTOBOPA, OJUH 3aKa3 45,0
oQOpMIICHHE TIPUIOKEHHS K OTOBOPY;  YKajaHHe
9K3EMIUIAPHOCTH, CTOMMOCTH 3aKa3a; COCTABJIEHHE
TEXHHYECKOTO 33aHHS
6 | moaroToBKa X NpPOBEACHHIC TOProOB: COCTAaBJCHHE OJHa 200,0
cnucka  TpeGoBaHHiT K ydacTHHKaM  KOHKypCa; npoLeaypa
OMOBENIEHHE  YYAaCTHHKOB  KOHKypca O  CpOKe
NpOBeAeHHs; HANHCAHHE, PETHCTPAlHA M DPACCBUIKA
MHCHMa B H3JaTeNIhCTBA H H3JAIOIIHE OPraHH3alHH
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Hopma
Ne Hanmenosanne npouecca, onepanun, Cocras Exunnna Bpemenn
n/n paboThi H3MepeHHA ?
MHH.,
1 2 3 4
PaGoTa B aBTOMaTH3HPOBAHHOM PEXHME:
7 | BBOX 3aKa3a TEKYIIEro KOMIIEKTOBAHHA B 0a3y JaHHBIX | OXHO HA3BaHHE 3,0
aBToMaTusHpoBaHHO#N cHcTeMbl (BJl AC); ykazanue
9K3EMIUIAPHOCTH 3aKa3a, pacnpeaeneHue o
CTPYKTYDHBIM NOJApa3feNleHHIM
8 | penaxrmpoBanue pBemeHHslXx B BJl AC cBemeHuii o | OHO Ha3BaHHE 6,0
3aKa3¢; BBIBOJ HA IKpaH; BHECEHHE H3IMeHEHUH
9 | BeIBOA Ha NPHHTED JaHHBIX TEKyllero | OXHO Ha3BaHHC 1,0
KOMILICKTOBAHHSA; pacleyaTka
BeneHne KapTOTCKH TEKYIIEro KOMIUIEKTOBAHHA;
10 | cocrasneHHe KapTO4KH; YKa3aHHE aBTOpa, 3arjaBHs, | OOHA KapTovka 3.0
BRIXOJHBIX JAHHBIX, HCTOYHHKA KOMIJIEKTOBAHUA
11 | pa3peska H3OATEABCKHX IUIAHOB, pacleyarox Jug | OAHA KapTouka 2,0
KapToTeKH TEKyWero KOMINEKTOBAHHSA, HaKlIeHBaHHE
Ha KaTaNOoXHbIE KApTOYKH
12 | nonGopka kaproyek No andaBHTy; paccTaHoBKa B | OAHA KapTouka 1,0
KapTOTEKY TeKYUIEro KOMIUIEKTOBaHHS
QdopMaenne NOANHCKH Ha NEpHOIHYECKHE H3NAHHUA:
13 | npocMoTp KaTaloroB «Pocneuarn»; otbop { OIOHA MO3ULHA 0,5
NepHOIUYECKHX H3JAHHH VI8 TOANHCKH
14 | c6op 3a%BOX [NA MNOANHCKA OT CTPYKTYPHBIX OIH4 3a%BKA 1,0
NoJpa3aeeHHH
15 | opopmienue 3akaza Ha MOATMCKY; MOACYET CTOUMOCTH OJUH 3aKa3 300,0
MONIHCKH ¢ YYETOM HOCTABKH; COCTABJIEHHE JAOrOBOpa,
0OpMIEHUE TPHITOKEHUS K JOTOBOPY
16 | cocTaBleHHe  perHCTpaUHOHHON  KapTOYKM  JUIA | OJHA KapTouka 6,0
KapTOTeKH  NEPHOAMYMECKHX  H3JaHMi;  yKazaHue
HHAEKCa, rona, NEPHOIHIHOCTH, HCTOYHHKA
NOCTYIUICHHA, CTPYKTYPHOTO MOApa3ne/eHus
PaboTa B aBTOMaTH3IHPOBAHHOM PERUME:
17 | BBOA 3aKa3a Ha nepuoanyeckue uigakius B b1 AC OJ(Ha KapTO4Ka 3,0
18 | koppexTHpOBKa 3aKa3a; BBLIBOA Ha OIKpaH CIMCKa | OJHA MOMpaBKa 0,3
NEPHOARYECKUX H3TAHUH; BHECECHHEC H3MCHEHHI
JoxoMmnnekrosanue 6ubaHoTeyHOro BhoHaA:
19 | mpueM 3adBOK Ha mnpHOOpercHHe HAOKYMEHTOB OT O/1HA 3a9BKa 3,0
CTPYKTYPHBIX NOApa3eseHu
20 | coctamnenue OHOmMorpaduueckoll 3amicH; ykazaHWe | OJHA KapTOdKa 3,0
KOJTHYECTBA 3K3EMIUISPOB H CHIVIOB NIOApa3[eNeHHi
21 [ BKJIKOYEHHE 349BKH B KAPTOTEKY AOKOMIUICKTORAHHS 0JIHA KapTO4Ka 0,3
22 | mpocMOTp KapTOTeKH HEYAOBJICTBOPEHHOTO CIpoca; | OAMH ZOKYMEHT 2,0

aHaIM3 OTKasa U1 BBIIBIEHHA OTCYTCTBYIOLIHX
JOKYMEHTOB; BKJTIOYHTE HX B KapTOTeKy
JOKOMIUIEKTOBAHHSA
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HopMma
Ne HauMeHOBaHHeE nipouecca, onepanun, Cocras Enunnuna
n/n padtoThI H3IMEPEHHA BPEMEHH,
MHH.
1 2 3 4
CocTaBneHue ONEepaTHBHOIO MIaHA KOMIUIEKTOBAHHSA:
23 | ompenmenieHHEe KOJIMYECTBEHHBIX MoKazarened ofnema OJIHH IJIaHa 12000
¢doHAa (MOCTyINERKE, BHIOBEITHE), OTPACIeBOro COCTaBa,
HCTOYHHKOB MOCTYIUICHHA, CMETRI PAaCXOIOB
OdopMIeHHE MIaHA KOMIJIEKTOBaHHA B hopMe:
24 | Tabmmu onHa tabiuna 5,0
25 | xapTOTEKH 0JIHa KapTO4Ka 3,0
PaboTa B aBTOMATU3HPOBAHHOM peXHMe:
26 | BBOZ nnana xommnekropaHus B bJ] AC OIMH TUIaH 30,0~
120,0
27 | xoppektHpoeka BJ/l; BeIBOA Ha 53KpaH; BHECeHHE | OIHa IOMpaBKa 0,3
H3IMEHEHUH
3.2. Ilpuem, BRIOBITHE H YUET JOKYMEHTOB
Tabmuna 43
Ne HanmeHoBaHHe npouecca, omepaunn. Cocran Enxunnoa Hopma
n/n paGoTBI H3MepPeHHs BpeMCHH,
MHH,
1 2 3 4
[TpHeM MOCTYNHBWIHX JOKYMCHTOB:
1 | mpaem AOKYMEHTOB no COMMPOBOAUTENEHBIM OJIHA MApTHA 5,0
IOKyMeHTaM (HaknmajgHad, akt); Noadopka JOKYMEHTOB
no KOMIUIGKTAM, aJ{paBHTY aBTOPOB H 3arfiaBHii,
IKCTEAUIHOHHBIM HOMEpaM; CBEpKa c
COITPOBOAUTENLHBIM NOKYMCHTOM; TMPOCTAaRJICHHE LEeHbI
Ha JOKYMEHTE, TMOACUET YHCia JK3EMIUpOB, o0uyio
CTOUMOCTD
IlpueM  KOKYMEHTOB Oe3 CONPOBOHTENBHBIX
JOKYMEHTOB:
2 | noabopka JHOKYMEHTOB IO KOMIUIGKTaM, andiaBuTy | OLUH JOKYMEHT 10,0
ABTOPOB H 3arjlaBHil; MPOBEJCHHE OLCHKY AOKYMEHTOB
3 | cocraBneHue aKTa Ha OpHEM JOKYMEHTOB OJMH AKT 5,0
4 | NpoCTaBNEHHE WITEMNENA HA THTYJIBHOM JIMCTE H HA 17- | OOHH JOKYMEHT 0,6
i crpaHHue JOKYMeHTa Ha OyMaXXHOM HOCHTeJe,
KaXIoM KOHTeiiHepe «roBOpALLei» KHHIH Ha KacceTax,
KOHTeHHepaXx (IeIln-KapT, ONTHYECKHX M XKECTKHX
IUCKOB
Cpepka HOCTYNMBUIMX HOKYMEHTOB C KapTOTEKOH
TEKYUIErO KOMIUICKTOBAHHUA:
5 |ceepka mocTynmMBLIEro JIOKYMEHTa C KapTOYKOH H3 | OJHA KapTOYKa 1,0

KapTOTEKH TEKYIUETO KOMIIICKTOBaHH A,
KapTO4YKH, BEIMTOJTHCHHE HA KAPTOYKE OTMECTOK

MOHCK
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N Hopma
3 Haunmenosaune npouecca, oncpaunuu. Cocras Eannaua BpeMern
n/n paboTnl HIMepeHus ’
MHH.
1 2 3 4
6 | ycraHOBnEHHe KapTOYKH 3a paspenuTeNs | OJHA KapTOukKa 0,5
«BBINOTHEHHBIE 3aKa3bD»
PaboTa B aBTOMaTH3HPOBAHHOM PEKHME:
7 | cosmanue B BJl AC 3anucu o HOBOH OpraHuWzanUu- OJIHA 3aMHCh 2,0
MOCTABLIHKE
8 | mouck 3amucu B BJ[ «3aka3»; BHeceHHE OTMETOK O OJ/IHA 3aMHCh 0,6
BBIMIONHEHUH 3aKa3a
9 | npoBepka Ha AyONETHOCTH MOCTYNUBINAX JOKYMEHTOB B | OAMH JOKYMEHT 2,0
bJ] AC
10 | perncrpauus HOBbIX nocrymuiennii B b1 AC OJHH JOKYMEHT 3,0
11 | moamncka Ha NMpoae/KaloInecs H3JaHAS; BHIIOJIHEHHE | O/JHO Ha3BaHHE 2,0
B PETHCTPAIIHOHHON KapTouke OHOMHOTEYHBIX OTMETOK
12 | koppextHpoBka 3anuceii B bJl AC; BpIBOA 3amucH Ha | OAHA MOMpaBKa 0,3
9KpaH; BHECCRUE H3MEHCHHH
[IpneM u perHCTparHs SKYPHAIOB U Ta3eT:
13 | nonGopka >kypHanoB M razer no anpaBuTy Ha3BaHWH; | OAMH JAOKYMEHT 1,0
NOUCK pPerHCTPAHOHHOH KapTOYKH B  KapToTeke
TMOAMUCHBIX  NICPHOAMYECKHX  H3laHuw#; oTMeTKa
HOMEpa, AAThHl NOAY4EeHUS JOKYMEHTa
14 | mpoCTaBNEHHE ITEMIENA HA KYPHAIC, Ia3eTe OJMH NOKYMEHT 0,5
PaboTa B aBTOMaTH3HPOBAHHOM PEXHME!
15 | OTMETKA O PErHCTpaLUM NEPUHOAHYSCKHX H3AaHHHA B b]] OJIHA 3alHCh 0,5
AC (HOMep, KOJNHMYECTBO OJK3EMILUIPOB, OTACN
XpaHEHH)
BeieHue KHATH CyMMapHOTO y4eTa:
16 | BHIACNECHME MOKYMEHTOB [0 BHIAM, OTpPAaciaM 3HAHHA, OfHA NMapTHA 10,0
MOACYCT YHCNA JOKYMCHTOB; 3allHCh pE3YJbTaTOB
MOACYMETa MO YCTAHOBNEHHOH ¢hopMe B  KHHre
cymmMapHoro yuyeta (KCV)
17 | moacuer mocrpanmvHo no nosuuusM AaHueix KCVY; | onHa mosmums 2,0
MEpPEeHECeHNE HTOMH Ha CIEeRYIOMYIO CTPAaHHILY
18 | cBepka  PUHAHCOBBIX  JOKYMEHTOB  OTAENa € | OJiHH JOKYMEHT 2,0
GHHAHCOBLIMH AOKYMEHTaMul Syxranrepuu
19 | opopmnenue COMPOBOAUTENBHBIX JOKYMEHTOB | OAMH JOKYMCHT 15,0
(HaxnmaHadA, aKT) ANA NEPEAAYH B OVXTanTepHIO
PaGota B aBTOMATU3HPOBAHHOM PEXKHME:
20 | BBoa crarmcTuueckux AadHelx KCY B BI AC (roa, OIHA TAPTHA 6,0
HoMep KCV, HOMep CONPOBORUTE/IBHOTO AOKYMEHTA,
HCTOYHHK KOMILIEKTOBaHHS, HCTOYHHK
(hHHaHCHPOBaHHS, 4HCIO Ha3BaHHH, 4HCIO
SK3EMILIAPOB, THI H3JaHKM, CyMMa)
21 | pacmeyatka KCVY Ha npuHTEpe OZIHA CTPAHHLA 1,0

BeaeHue HHBEHTAPHOM KHUTH:
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Ne
n/o

HanmeHnopande nponecca, onepanun, Cocras
patoThI

Eaunnna
H3MEpEHHR

Hopma
BpeMeHH,
MHH.

2

3

4

22

opopMIieHHe  HHBEHTAPHOH  KHWUTH,  HyMepauhs
CTPaHHL, IPOCTABICHHE HOMEPA B HHBEHTApHOH KHHTE

OAHa CTPaHHUA

1,0

23

3aNHCh JOKYMEHTOB MO YCTaHOBAEHHOH ¢opme B
HHBEHTapHYIO KHHUrY, BHeceHHe OmOnHorpaduueckux
CcBeCHUH Ha HOBBIe IIOCTYNIEHHSA;, TNPOCTABJICHHE
HHBEHTApPHOTO HoMepa Ha HOKYMEHTE,
UACHTHPHKAIIHOHHOTO {cHCTEeMHOTO) HOMepa
Ha XECTKOM JHCKE

OOHH DOKYMECHT

10,0

PaboTa B aBTOMATH3MPOBAHHOM PEXKUME:;

24

CO3JaHHE 6ubnuorpapuueckoi 3aMHCH HA
NOCTYNMUBIIHA AOKYMEHT B «VIHBeHTapHOH xHuUTe» Bl
AC

OHHH DOKYMEHT

15,0

25

pacneyaTka HHBEHTAPHO! KHUTH Ha IPHHTEPE

QIHa CTpaniia

1,0

BrIObITHE AOKYMEHTOB:

26

COCTaBJICHHC TOOOBOTC IJN&HA HA BI:IGBITHC; YKa3aHue
KBapTtaJja, nonpasacncHu, BHIA JOKYMEHTOB,
KONMHYCCTBO

OJHH IINaH

2160,0

CocTaBneHHE AKTOB CITMCAHHS;

27

npueM (GOpPMYNAPOB, CIIUCKOB BBIOLIBIINX TOKYMEHTOB
OT CTPYKTYPHBIX NOJpa3AeneHui; perucTpanys akta

OIOHH aKT

10,0

28

TIONCK TIO HHBEHTapHOMY HoMepy Gubanorpadudeckoil
3allHCH B 3MICKTPOHHOM  KaTajore;  ONpeleficHUe
koapPHUUHCHTA IICHBI, TOJa TIOCTYIUICHUS H BHECCHHE
IS CIHCaHHA fononHeHu# B OuOnHorpadHdYeckyio
3alHCE

OOHA 3aIlHCE

0,5

29

NPH OTCYTCTBMM 3aNHCH B DJIEKTPOHHOM KaTaJiore
BBEJCHHE BCEX Ans dopmupoBanus
6ubnuorpaduyeckoli 3amucu cBefeHmit ¢ opmynapa
KA U3 CITHCKA aKTa

0JHa 3aiTHCh

3,0

30

BHECEHHE 3AlHCH B aKTe CIIUCAHHA K HHBEHTAPHOMY
HOMEpY IOKYMEHTa HoMepa BHIOBIBIIEH KHATH U3
KOMIUIEKTA penbeHO-TOYEYHOr0 JOKYMEHTA

OAHa 3allHCh

0,2

31

NPOBEPKA WHBCHTAPHBIX HOMEPOB, roja MOCTYIIEHHA,
K03t dHIMEHTA LIEHB! BRIOHIBIIETO JOKYMEHTA

OOHA 3alHuch

3,0

32

pacmeyarka CHUHCKa BHIOBIBLUIMX  HOKYMEHTOB B
anhaBUTHOM MOPAIKE A% VJANCHHA HHBEHTAPHBIX
HOMEPOB M H3BATUA KapTOUEK H3 CHCTEMBI KAPTOYHBIX
KaTanoroe OHOAHOTEXU

OINHa 3aHCh

3,0

33

3anuchk O BHIOBIBLIMX U3 AcHcTBYOMAX GOHIOB
SAGIHOTECKN NOKYMEHTAX B COOTBETCTBYIOUIMX rpadax
2-it qactu KCV (marta, HoMep akrta, KOMHYECTBO, CYMMa,
coAepKaHHe, IPHFIHHE! BEIOBITHSA)

0JHAa 3aIIHCh

3,0

34

HCK/IIOYEHHEe NOKYyMeHTa IO aKTy H3 YYeTHBIX ¢opMm
(MHBEHTApHON KHHIH)

OHMH DOKYMCHT

4,0
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Ne Hanmenosanne nponecca, onepaunn. Cocras Enwxnna Bl::bf::l:
n/m padoTsI H3MePeHUs ?
MHH,
1 2 3 4
35 | moraileHHe HHBEHTAPHOIO  HOMEpa W ITEeMIIeNs | OJWH AOKYMEHT 0,5
OUOITHOTEKH Ha JOKYMEHTE
36 | nomIIMBKa aKTOB OJIUH AKT 0,5

[IpuMeuanue: npu paboTe ¢ JOKYMEHTAMH HAa WHOCTPAHHBIX fA3BIKaX K HOPME BPEMEHH
IMPHMEHAETCHA MoBbIIAIOMUHA koapduunenr 1,2.

3.3. BubmioTeuHaa o6paboTka JOKYMEHTOB

Tabonuua 44

HanMenoBanue nponecea, onepannu. Coctas
paGoTnt

Equnauna
H3MEPEHUS

Hopma
BpPEeMeHH,
MHH.

2

3

4

[IpreM HOKYMEHTOB:

IpUeM HapTHH NOKYMEHTOB; fPOBEPKa
SK3EMIUISPHOCTH MO COMPOBOAMTENBHOMY NOKYMEHTY,
3aIHCh B KHAUTE YUeTa

OJHA HapTHA

5,0

MOJArOTOBKAa OKYMEHTOB K HHACKCHPOBAHHIO H BBOAY B
3NIEKTPOHHBIA KaTanor

OOHH AOKYMECHT

0,7

NPOCMOTP H BBIABICHHE AHANOTHYHBIX H3JaHHK Ha
JPYTHX BHAAX HOCHTENEH B SNICKTPOHHOM KATANOTe

OJHA 3alHCE

0,2

OpOCMOTP  AOKYMSGHTOB  Ha  HHOCTpPAaHHLIX  #
HAIMOHANBHBIX 3BIKAX; MEPEBON RIS ONHCAHHUSA
CBEICHUH Ha PYCCKHI SA3BIK

OdHH JOKYMCHT

30,0

®dopmupoBarne HubIMOrpapHICCKOH 3aHCH

Pexatanornzaums:

CBEpKA KapToMeK ¢ ZOKYMEHTOM; HCHpaB/lEHHE CTaporo
bubnmuorpadguyeckoro ONMHCaHHA; COCTaBIEHHE HOBOTO
ONHCAHHUsA; IlepeHeceHHe I[Hppa, HWHBEHTAPHOTO
HoMepa, OUGNHOTECYHOR NOMETKH

0JHa KapTOo4dKa

7,0

Cucremarisanuns JOKYMCHTOB!

CHCTEMATH3aUUsA  JOKYMEHTOB ¢ HCTOIB30BaHHEM
neyaTHOH KAPTOYKH HMAM aHanora Ha JpyroM BHJE
HOCHTENS; IPOBEPKA COOTBETCTBYS HHACKCOB Tabmnuam
KinaccHpUKallim, NPHHATBIM B oubnuoTeke;
MpOCTaBIeHHE HHAEKCA HA JOKYMEHTE

OAHH AOKYMCHT

2,0
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Ne
/N

HanmeHoBaune npouecea, onepanu. Cocran
paboTbl

Eaununa
H3IMEpPEHHS

Hopma
BpeMeHH,
MHH.

2

3

4

CHCTEMAaTH3aIUs  JOKYMEHTOB MpPH  OTCYTCTBHM
nevaTHOH KapTOYKH WM aHaiora Ha JApyroM BHJE
HOCHTENS; APOCMOTD ITHKETKH u3gaHud,
MpPOCIYLIMBAHNE KACCETHl / JHcKa / (ell-KapThl;
YTeHHE CBEACHHH, HAIACAHHBIE penbedHO-TOYEeUHbIM
mpuToM, AN YTOMHEHWs aBTOpA, HAa3BaHWd,
BEIXOJHBIX  [aHHBIX, CONEPKAHHA; ONpeHeNcHHe
WHJAeKca Mo TabnuuaM KiaccHHKAUHM, NPUHATHIM B
6ubnuorexe, NpocTasicHAe HHAEKCA HA JOKYMEHTE

OJHH JOKYMCHT

10,0

ompejeneHue aBTOPCKOrO 3HAKA JOKYMEHTa 1O
ABTOPCKUM TabnuiaM

OBMH TOKYMEHT

0,2

[poOBEpKA NpaBHILHOCTH 7 HCTIPABICHUE
KIAaCCHQHKAIHOHHOTO KH/EKCAa H ABTOPCKOrO 3HAKA,
YKA3aHHBIX Ha ITHKETKE «roBopslel» KHUrH

OIHH JTOKYMEHT

3,0

10

onpeieNeHle HHACKCOB TPOU3BENCHUH, 3aMCAHHBIX HA
¢new-xapre (o1 4 no 8 HazBaumit), Ana dopMHUpoBaHuA
KaTaNomKAoro mHdpa

OfHa (ren-kapTa

5,0

11

omnpenefeHue ¢opMmara, KojHuecTBa OpailineBckux U
IVTOCKOTICYATHBIX JIHCTOB, XApaKTepa MPUROXEHY,
pesibeHO-TOHEUHBIX ~ M3JaHMH M penbedHO-
rpaduydecknx nocobuii

OAHO HA3BAHHUC

5,0

12

ONMpefeNCHHE  H  TICPEYHCNCHHE  MaTepHANOB,
HCMIONG30BAHHBIX NP CO3NAHHH  TAKTHIBHBIX
PYKOACMBHBIX H3AaHHIl; MepecyeT KOJHYeCTBa CTPAHHIL,
NPUIOKEHUH, BBIABACHHE IPYTHX  XapaKTEPHBIX
0C0OEHHOCTEH JOKYMEHTOB

O0JHO HA3BAHUC

50

13

nepecyeT  OPWIOKEHHH,  BLIABNCHHE  JAPYTHX
XapaKTEpHBIX ocobeHROCTEH TLIOCKOMEYaTHOTO
JAOKYMEHTA

O0AHO Ha3BaHHEC

3,0

TpenmeTH3alus JOKYMEHTOB:

14

NpeiAMETHIAUMA  JOKYMEHTOB  C HCTIOAB30BAHHEM
pYOPHK NEuaTHOM KapTOYKH; MPOBEPKa COOTBETCTBHA
pPYOpHKE eYaTHOH KAPTOUKH MPEAMETHOMY KaTaaory

0JdHO HA3BaHHE

3,0

15

NpeAMETH3aUMs  JOKYMEHTOB  WPH  OTCYTCTBHH
nmevaTHON KapTOUKH, O3HAKOMJIEHHE ¢ AOKYMEHTOM,
onpeaeneHue pyopHksH

0AHO Ha3bBaHHE

6,0

16

COCTaBNEHHE  HOBBIX  NPeIMETHHIX  pPYOPHK H
noApyOpHK; NEpeHEeCeHHE HA KapTOUKH CayxeOHOi
KapTOTEKH

OAHa KapTOvKa

2,0

17

PeNaKTHpOBaHWE TNpeaMeTHOH pyOpuKW; npoBepKa
NpaBUNBHOCTH  NpeaMeTHOH  pyOpHukH, TOYHOCTH
HalHCcaHuA

oAHa KapTo4dKa

1,0

[TpuMeuaHue: K HOpMaM BPEMEHH MPUMEHAIOTCA NOBBILIAIOMHKE KOIPDHUHEHTRL:




Ha KOTOPHIX YACTHYHO OTCYTCTBYIOT HaHHble And GubGmnorpadaueckoi sammucu — 1,2;
- ipu 6uGNHoTeHOMN 00padoTKe HOTHBIX H3anui — 1,5;
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- IIpH COCTABJICHHH OHONHOTpadHUECKOTO OMHCAHHA HA HOKYMEHTE, H2 TUTYJIBLHOM JIHCTE,

- IpH paboTe ¢ AOKYMEHTAMH Ha HHOCTPAHHBIX A3BIKaX — 1,2,

3.4, Oprauusanus 4 BeACHHE KATANOTOB

Tabmuua 45
Ne Haumenopause nponecca, onepaunu. Cocras Eannuna Hopwma
n/n patoThi H3MepeHus BpeMen,
MHH.

1 2 3 4
Oprasyzanus anaBUTHLIX KaTajoroB
{TIOCKOMEYATHBIX KHHT, HOT, TPaMILIaCTHHOK):

1 | monGopka kaprovek mo andaBuTy paMMIHH aBTOpPOB | OfHA KapTOYKa 0,2
HJIH 3arTIaBui VT pacCTaHOBKH

2 | paccTaHOBKA MPEABAPHTENBHO NMOA0OPaHHBIX KapTOUYeK OflHa KapTo4ka 0,3

3 | penmaxTUpOBaHHE KaTanora, MPOBEPKA paccTaHoBkH | ORHA KapTOUKa 0,5
KapTOYeK, NMpaBHIBHOCTH AOOABOUHBIX H CCHUIOYHBIX
KapTOYEK, HCMpapIeHRe omubOK

4 | HamucaHHe pasgenHTENs UM Karanaora, yKasaHHe OIUH 0,6
OyKBHI, c0TA pasJenuTenb

5 | paccramoBxa pazgenuTencii B Katajore; noadopka ONHH 0.3
Pa3sACIHTENd N0 angasUTy; MOUCK MECTA Pa3AcIUTENS; Pa3ACIHTCIB
NPOCTaBJICHHE Pa3fennTeNns

6 | npoBsepka pacCTaHOBKH pasAenuTencii; HCIpaBleHHE OAHH 0,3
OIMO0K pasacanTeNs
OpraHu3aunsg CHCTEMATHYeCKOTO KaTajnora
IIOCKONEYATHBIX KHUT

7 | noaSopka KapTouyek Mo MHACKCaM, BHYTPH pasfiena o | OAHa KapTouKa 0,3
andasury QamMuIui aBTOPOB HIH 3arjJaBHi  Andg
paccTaHOBKH

8 | pacctaHOBKA NpeABAPHTEIbHO MTOAOOPAHHBIX KAPTOUYEK OOHa KapTovka 0,3

9 | pemakTHpoBanMe Katanora, NpoBepKa NpPaBHABHOCTH | OAHZ KapTouka 1,0
HATIONTHEHHS Pa3fieloB KaTanora 10 COAEPXaHHIO,
HHJCKCAIlHH H PAacCTaHOBKE, HCOPABJICHHE OIIHOOK

10 | pexnaccudpukamg Katanora; HCIpaBleHHE HHACKCOB, | OJHA KAPTOUKA 6,0
BHECEHHE HCIIPaBIeHHii B andaBUTHLI KaTayor

11 | HanWcaHne pasdenuTeNs ANA Karanora;, ykasaHHe OIMH 0,5
HAUMEHOBAaHHA  paziefia, Mnogpasfiefia W HHBIX pazIeNUTE b
pasaennreneii

12 ) paccranoBka pazmenutesie B Katauor; mojnbopka mo OJHH 0,3
AHJEKCaM, MOHCK MECTa, MOCTAHOBKA pa3ASIHTeNA PaslICIHTEND

13 { mpoeepka pacCTAaHOBKH pa3fcnUTENSi, HCIpaBlcHHE OJIUH 0,3
OmMHO0K pasfieauaTenb
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N Hopma

e HanmenoBaHue pouecca, onepauHu. Cocran Eannuua

n/m padoThI H3MepeHHsA BpeMent,

MHH.

1 2 3 4
Opranuzauus CHCTEMATHYECKHX KaTanoros
{(«roBOpAIIUX» H penbePHO-TOYSHHBIX KHHUT, KHMT MO
MY3MKEC H HOTHBIM H3MaHHAM penbedHO-TOYEYHOro
lpudTa).

14 | mopGopka kapTouek, 0POpMICHHBIX ABYMA IIPHQTAMK | OJHA KapTOUKa 1,0
(MIOCKONMEYaTHBIM M pENbEPHO-TOYCYHBIM), MO
HHOEKCaM, BHYTPHM pasicia no aidpaBHTY aMuaui
ABTOPOB MJIK 3arjiaBHil JJiA pacCTaHOBKH

15 | paccranoBKa NpeBapyUTeNbHO NOJOOpaHHBIX KapTOodek, | OLHA KapTotHka 4,0
odopMIeHHBIX TBYMA LpHdTaMB

16 | penakTHpoBaHME KaTanora; NPOBEpKa MNpPAaBWIBHOCTH | OAHZ KapTouka 0,5
HaloJIHEHHA pa3fiefioB KaTajiora [0 COAEPKAHHIO,
HHAEKCALIHH M PacCTAHOBKE KapTouyeK, HCIpaBiCHHE
ouboK

17 | pexnaccuHUKaug KaTajora, HCIOpaBleHHe HHIEKCOB, | OAHA KapToykKa 6,0
BHECEHHE HCTIPABNCHU B aNhaBHTHHII KaTajlor

18 | HamHcaHWe pasnenuTeNs ANA  KaTalora;, yKazaHHe OJIHH 1,0
HaHMCHOBAHHUS pa3fiena, NoApasnea pa3acAnTED

19 | paccranoBka pasfenuTenell B Karanore; noadopka mo OIHH 0,3
HHJEKCAM, MTOHCK MECTA, MOCTAHOBKA PasREIIUTENS pasAcIuTEb

20 | mpoBepka pacCTaHOBKH pa3sfeiHTeNei, HCHPABIEHHE OnuH 0,3
oluGoK PasacnuTeNb
Pabora ¢ MaKeTOM IUIOCKONMEHATHOH KaTaNOXHOR
KapTOYKH:

21 | npoyuTeIBaHHE  He3padeMy  pa0OTHHKY  TEKCTa | OJHO Ha3BaHHUE 12,0
TUIOCKONEYaTHOH KapTOuKH

22 | BHECEHHE B MAaKeT IUIOCKOMICYaTHOH KapTouyky | OAHO HasBaHue 12,0
oubmuorpapudeckoif  3anucH  penbeHO-TOUCUHEBIM
mpH$pTOM

23 | nepeHeceHHe AAaHHBIX O Qaiiax ¢ KECTKOro OHCKa Ha ( OAHO Ha3BaHHe 4,0
KaTaI0KHBIE KapTOUYKH

24 | pemakTHpoBaHME 3JIEMEHTOB  Oubnuorpaduueckoi OJIHa 3aMUCh 0,3
3aIHCH, BHITONHEHHOH Peibe()RO-TOUECUHBIM IIIPHPTOM;
HCIpaBACHHE OIHOOK
Oprauu3anus TonorpahHueckoro Katajora:

25 | mombopka kapTOYEK IO CTPYKTYPHBIM MOApPA3ACHECHUAM | OJHa KapTo4dKa 0,2
(oTaenam-hoHAOASPIKATENAM)

20 | noabopKa KapToueK MO HHBEHTAPHBIM HOMEpaM 0/lHa KapToHKa 0,2

27 | paccTaHOBKa NMPEOBAPHTENbHO NOAOOpaHHBIX KapTO4eK O/1Ha KapTouka 0,2

28 | peJakTHpOBAHHE Karajliora; MpOBEpPKA NpPaBHILHOCTH | OAHA KapTOdKa 0,3
paccTaHOBKH KapTOueK K pasaciureneii; HCIPABICHHE
OIUHOKH

29 | HamMcaHWe pasleNMTENd ANA KaTajuora; MOCTaHOBKa OJIHH 0,3

A3ACIMTENA B KaTalior

pasfenuTelh
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Ne
n/o

HanmenoBanue nmpouecca, onepaunn, Cocras
padornl

Eauuaunoa
H3MEpeHns

Hopma
BPEMEHH,
MHH.

2

3

4

H3paTHe M3 KapTOYHBIX KaTanoroB (ajigaBHTHOTO,
CHCTEMATHYECKOTO, TOMOrpadHIecKoro) Kaprouek Ha
HCK/IIOUeHHBIE W3 GHOHOTEUHOTO (OHIA JOKYMEHTHI:

30

PErHCTpalHA dKTa HA CHHCAHHE B KHUI'C yHCTa

OIOHH aKT

3,0

31

MOHCK KapTouKu {OCHOBHOIA, n06aso4HoH);
3a4CPKHBAHAE CIHCHIBAEMOIO HHBEHTAPHOIO HOMEpa,
HHBEHTAPHOI'0 HOMEpa CHHCHIBacMOH KHHTH M3
KOMIUIEKTa penbedHo-ToyeuHore mpudra (PTIL) B
COOTBETCTBYIOIIEM HHBEHTAPHOM HOMEpE; YAAICHHS
KapTOUKH

OJHa KapTOvKa

1,5

32

IOACMET KOJHYCCTBA HIBATHIX KApPTOUCK H3 CHCTCMBI
KaprTO4yHBIX KATAJIOTOB H KapTOTCK, 3aIHCh B KHHTY

yyera

OJHa KapToiKa

0,1

[lepeampecoBKa JOKYMEHTOB:

33

PETHCTPAllHA aKkTa nepeaavy NOKYMCHTA B KHHIC y4CeTa

OIOHH aKkT

3,0

34

OOHCK KapTOoYKH, HCIOPABJICHHE MECTa XpaHCHHA
JOKYMCHTA, BO3BPAICHHC KAPTOYKH B Katalor

0JHa KapTodKa

3,0

Texuanyeckas odpaborka IOKYMECHTOB:

35

HaKIeHBaHHE KapMamIKOB Ha JOKYMEHT Ha OyMaskHOM
HOCHTENIC;, HaNMHCaHHe Ha KapMallke HWHBEHTAPHOTO
HOMepa, MeCTa XpaHeHHHA

OIHH KapMallcK

1,0

36

HalmHcaAHe MHpa Ha o0NOXKKE, TUTYNEHOM JIHCTE
AOKYMeHTa

OOHUH NOKYMCHT

0,8

37

BIOXEHHE
KOHTEHHED

KHHXHOI O

dopMmynsipa B KapMalliek,

oauH opmynsap

0,1

38

npoBepka W HCOpaBicHHE WHQPPAa Ha O3THKETKAX
ayIHOBH3YaNBHEIX JIOKYMEHTOB HA aHAJOrOBBIX H
UH(}POBBIX HOCHTENAX

OIHH JOKYMCHT

0,5

39

COCTABNCHHE  TUIOCKONEYAaTHOM  3THKETKH  Ha
AY[MHOBH3yaNbHBHIE JOKYMEHTH Ha AHAJOIOBEIX H
IHPOBBIX HOCHTENAX; MPOBEPKA 3AMHCH, HCTIPABICHHE
olunGoK; pacneyaTka

OJAHH JOKYMCHT

5,0

40

noabopka TOKYMEHTOB IO MECTY XpaHeHHS; nepenada
JOKYMEHTOB C KaTaIOXKHBIMH KapTouKaMH
H KHH)XHBIMH dopmynspaMu B OTAENEI-
dhoHaoaepHKATEH

OJAHH NOKYMCHT

1,0

41

OTMETKA B  KHHTE
JAOKYMEHTOB

yuera o nepefade  NapTHH

OllHa NNapTHA

3,0

OprasH3aius H BeACHHE ICKTPOHHOTO KaTajlora

®opmuposanue u Beoj B BJ] AC Subnuorpaduyeckux
3anuceii

OJHA 3aITHCE

IMnockoneyaTHBIX H3NAHHIA:

42

NPH OTCYTCTBHH NEYATHOH KapTOYKH ¥ aHANOTHUHEIK
3anKcelt B 37eKTPOHHOM Kartajiore

6,0
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Ne HanmenosaHue nponecca, onepanun. Cocrae Eannnna Hopma
n/n paborsl H3MEpeHHS BpeMend,
MHH.
1 2 3 4
43 | Np¥ HaIMYHHM MEeYaTHOH KapTOUKK WK aHANOTHYHBIX 4,0
3anuCei B ANEKTPOHHOM KaTalore
44 | npH IOMONHMTENBHONH paboTe ¢ aHHOTanMel (MOHCK 15,0
AHHOTAUNH B «AHTEpHETE», PEAAKLINA AHKOTALMH)
PenbedHo-ToueHBIX H3A2HNMI:
45 | Ge3 BBOJIA AHHOTAIHH 4,0
46 | npu JOTOMHATENBHOMN pPaboTe ¢ aHHOTalHEH 15,0
47 | u3jaHMii Ha KacceTax 4,0
48 | m3ganuii HA ONTHYECKHX JUCKAX 5,0
49 | uspanmii Ha Qurem-Kaprax 15,0
50 | ¢ xecTroro mucka 3,5
51 | penvedHo-rpadryecknx nocobuit 7,0
52 | TaKTHALHBIX PYKOACABLHBIX H3IAHHI 25,0
53 | cocTaBneHne aHAMUTHYECKOH 3aMTHCH OJIBA 3aMHCh 5,0
54 | pocnuck coAepkaHud COOPHHKOB, HANEYaTaHHBIX | OJHMH COOPHHMK 25,0
penbedHO-TOUeYHbIM IWpPHPTOM
55 | cocrapienHe qoOaBOYHBIX H CCBITOYHBIX OMTHCAHHIA OHO ONHCAHHE 1,0
56 | penakTHpOBaHHE oubnuorpagHYecKHX  3amHceid; OZIHA 3aNHCh 1,0
MpOBEpKa  MPAaBHIBHOCTH  SJICMCHTOB  3allHCCii;
BHECCHHE H3MEHEHHI
57 | cocrapneHue ¥ BBOA B SNMEKTPOHHBIH KaTador HOBBIX OMHA 3aNMHCh 0,5
pyOpPHK, MOAPYOPHK, HEPCOHANHI
58 | sriBOA OHOMHOrpadHUeckuX 3anucell Ha YIKpaH OJJHa 3aIHCh 15,0
dopMaTHpPOBaHHE H pacleyaTKa KapTOueK H YUETHBIX
thopm
opMaTHpOBaHHE H pacmeyaTka KapTouek: OJIHA KapTOvKa
59 | ocHoBHas na4 andaBUTHOrO KaTanora 2,3 cek.
60 | mobasounad nis andaBHTHOTO KaTauora 1,0
61 | ccputouHas A anaBHTHOTO Karanora 1,0
62 | ang TonorpapuuecKoro Kxarajora 0,7
63 | popMaTHpoBaHHe H pacrevaTka MaKeTa KapTodkH OIHH MaKeT 1,5
(mnockomeyaTHas 3alHCh) JUIA  CHCTEMATHYECKOTO KapTO4KH
KaTaiora «roBOPAWIHX» H  PebePHO-TOUCHHBIX
JIOKYMEHTOB
64 | pacmeuaTka KHIXKHBIX GOopMynsipos oAuH opMynsp 0,2
65 | onpeacaeHHE IKIEMIUIAPHOCTH (MO KOJHYSCTBY KHHT B | OJHO Ha3BaHME 0,7
KOMIUIEKTe) H pacnedaTka GOpMYNAPOB IS H3NAaHHI,
HAMECUYATAHHBIX PelibedHO-TOYEHHbIM HPHGTOM
PeTpocnekTHBHOE MOMOJHEHHE MIEKTPOHHOTO
KATanora;
66 | moHck B andaBHTHOM KaTalore MIOCKOMEYATHBIX KHHT | OAHA KapTouKa 0,2

KapTouku i Beoaa B B AC
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Hopma
Ne HanmeHoBaHnue nponecca, onepauiu. Cocras Ennunna BpeMenn
n/m paboTni H3MEPEeHHSA !
MIEHH,
1 2 3 4
67 | BBON CBeneHHiI ¢ INOCKOTeYaTHON KapTOUKH B | OJHO Ha3BaHHe 2,0
COOTBETCTBYIOIIHE IO OHOMHOrpaUUecKol 3ammucu
B b/l AC
68 ) MOHCK N0 YYETHBIM AOKYMEHTaM H TonorpaduueckoMy | OAHO HA3BAHHE 2,0
KaTanory CBCACHHIA, OTCYTCTBYIOIIHX B
INIOCKONEeYaTHOH  KapTOuKe;  BBOJA  HalJACHHBIX
cBeJleHul B COOTBETCTBYIOILHE nons
oubnuorpadpuueckoit 3anucu B b/l AC
69 | mpoBepka NpaBHIBHOCTH OHGMMorpadHYecKoil 3anncu OHO Ha3BaHHE 0,5
70 | posBpat B an()aBUTHHI KATaNor MJIOCKOMEYATHRIX KHUT | OJHA KapTo4Ka 0,2
OTPabOTAHHOH KApTOUKU
Hsparue Submuorpaduueckoii 3aMUcH u3
AEKTPOHHOTO KaTAJIora;
71 | perucTpanmms axkTa Ha CIWCAHHE JOKYMEHTOB B KHHTE OOWUH aKT 3,0
ydera
72 | nu3mpatue u3 ACKTPOHHOrO KaTasnora OJHa 3aMHCh 3,0
6ubnuorpaduucckux 3amucell Ha HCKMOUCHHBIE H3
6ubnuoTeuHOro GoHIa AOKYMEHTHI
73 | moacder KoOAWMYECTBAa H3BATBIX H3  IEKTPOHHOIO OZHA 3aIHCh 0,1
KaTajlora 3aliceii; 3an1chy B KHUI'Y yYera
3.5. GopmupoBanue 6a3 NaHHEBIX 3BYKOBEIX Galnos
Tabnuua 46
Ne HauMmeHoBaHMe npolleccea, onepaumn, CocTas Eauniua Hopua
n/n paoTns H3MepeHus BpeMEnH,
MHH,
1 2 3 4
KoueprHpoBaHue ayAHOHOKYMEHTOB c
KPUNTO3aLUTONH C JKECTKOrO AMCKa B MPOTpaMMEl 1A
pabOTH ¢ «TOBOPALIMMH KHUIAMH»:
1 | onpeaencHre HanM4yHsA OOKYMEHT2 B NPOrpaMMe JAnd | OAHO HAa3BaHHE 0,05
paboTEl C «rOBOPALIMMH KHHraMH»; W3MEHCHHS
HACTpOeK mporpaMmsl Wi paGoTel € «TOBOPAIIUMH
KHUTAMH»
2 | 3alONHEHHE KOP3UHEI AOKYMEHTaMHU OJHO Ha3BaHUE 0,04
3 | cosnanue TPOMEXYTOYHOM NATKH s oaHa nanka 1,0
KOHBEPTHPOBAHHA
4 | kOHBEpTHpOBaHHe  OTOOPAHHBIX  AOKYMEHTOB B | OAHO Ha3BaHHE 0,03
MPOMEXKYTOUHYI) ITANKY
5 | xoHBepTHpOBaHHE JOKYMEHTOB M3 TPOMEXYTOHHOM | OIHO Ha3BaHHE 0,08
HallkKd B TIPOrpaMMbl Ayid paboThl C «rOBOPAILMMH
KHUTAMH»
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Hopma
Ne HanMeHoBaHHe nponecca, onepannn. Cocrap Exunnua BpeMent
n/n patoTnl H3MEPEeHHA ’
MHH,
1 2 3 4
KoHBepTHpOBanue ayAHOJOKYMEHTOB € ONTHYECKHX
OUCKOB B TporpaMMbl Aas pabGoThl ¢ «TOBODALIEMH
KHHTaM®y
6 | moMCK JOKYMEHTOB B mporpaMMax Ana paboTel ¢ | OMHO HA3BaHHE 0,05
«TOBOPAIIUMH KHHTAMH)
HoaroToBka AOKYMEHTA K KOHBEPTHPOBAHHIO:
7 | KomHpoBaHHE JOKYMEHTA ¢ JHCKA OAMH Yac 0,12
3BYyURHHA
8 | KOHBepTHPOBAHHE  OOKYMCHTA  BCIIOMOTaTclbHOH O/IHH Hac L1
nporpaMmoi 3By4aHHA
9 ) npW OTCYTCTBHM HasBaHHs HOKYMEHTa O3ByuHBanRHe | OAHO Ha3BaHHe 20
Ha3BaHHA CPEACTBAMH
10 | samonHeHne yueTHO# (HOpMBI BBOAHMOro AOKyMeHTa {¢ | OHHO Ha3BaHHE 2,0
y4YeTOM BpeMEHH Ha MOHCK aHHOTauuH B «nurepHeren,
upgekca bBBK B 3nekTpoHHOM  KaTanore) AdA
KOHBEpPTUPOBAaHHA B MpOTpaMMbl Ans  paboThl C
«TOBOPALIHAMH KHHTaMH»
11 | koHBepTHpOBAaHHE B mNpOrpaMMbl AIA  paboTHl ¢ 100 M6 4,1
«TOBOPSLIAMH KHHTAMMY
Konseptupopanue ayIMONOKYMEHTOB c
KPHIITO3AINTOH ¢ caiiTa OpraHu3auMu-IapTHEpa B
nporpaMMs! Ui paboTsl ¢ «COBOPALIMMH KHHTAME»:
12 | ompenencHHe HANHYMA NOKYMEHTa B NporpaMMe OAs | O/HO Ha3BaHHE 0,05
paboThl C «TOBOPAIIAMH KHHTaMH»
13 | ckaunBaHUE JOKYMCHTOB C caiiTa 1 M6 0,2
14 | pazapXxMBHPOBAHHE IOKYMEHTOB 1 M6 0,2
15 | sanmonseHHe yueTHOH (GOpMBEI BBOAHMOIO AOKYMeHTa (¢ | OMAHO HA3BaHHC 0,3
Y4ETOM BpEMEHH HA NMOMCK AHHOTAUMH B «AHTepHETEY,
nHaekca BBK B  oneKTpOHHOM  karaiore) Aand
KOHBCPTHPOBAHMS B NpOrpaMMel s paboTel ¢
«TOBOPAIIMMH KHHTaMH»
16 | xouBepTHpOBAHHE B TNpOrpamMMbl A1 paboThi ¢ 100 M6 4,1
«TOBOPALUIMMH KHHTaMH»
[MoaroroBka cnHMcKa HOBBIX NOCTYIUICHHH (¢dopMar
JOKYMEHTA):
17 | pbirpy3ka katamora mporpamMbl s paGotel ¢ | OAHA BBHIrpY3ka 4,0
«FOBOPALIMMH KHUTaMH»
18 | Boirpyska m3 ¢aiiia JOKYMEHTOB, TOCTYNHBIIHX 3a | OHA BHI'PY3KA 20,0
onpeaeneHHbIH BpeMeHHOH WHTEpBan (Mecqu, KBapTanl,
roA)
19 | ynanenne nuiAnX HHG)OPMAUMOHHBIX TMONeH B CHHCKE OIHH CITHCOK 10,0

HOBBIX MTOCTYTIICHHH

(150-200
Ha3BaHMH)




98

Ne HaumenoBaHHe npoliecca, onepannn. Cocras Exnnnna B:l:hf::;,
n/n paborTsl H3MEpeHHA MEH.
1 2 3 4
20 | konuposaHue daiina uz dopmara BJ] AC B dopmar OJHH CIIHCOK 1,0

OOKYMEHTA
21 | npeobpazoBatue JOKyMeHTa B popMmaTe AOKYMEHTa 1A 40 K6 6,0
foceAYIOMWeEro pa3MellicHus Ha caiite
O3ByunBaHHe CMHCKAa  MOBBIX NoCTyNNeHuH
CHHTE32TOPOM peuH;
22 | BHIrpy3Ka KaTalora mporpamMMmel s paborel ¢ | OOHA BEIFPY3ka 4.0
«TOBOPSLIUMH KHHTaMH»
23 | Buirpyska u3 ¢aiina ¢opmara BJl AC JokyMeHTOB, | oIHa BBIrpy3Ka 20,0
NOCTYNMBIIMX 33 ONPEACNEHHBIA BPEMEHHOH HHTEpBan
(Mecsnl, KBapTal, ro)
24 | ynanenne THIIHUX HWHQPOPMALHOHHBIX MOJEH B CIIHCKE OJIHH CITHCOK 10,0
HOBBIX MOCTYIUIEHHH
25 | xomposanue Qaiina u3 $popmara Bl AC B dopmat (150-200 1,0
JOKYMEHTAa HA3BaHUH)
OJIMH CIHCOK
26 | npeobpasoBaHne JoKyMeHTa B dopMaTe HOKYMEHTa 40 K6 6,0
B popMy, ymoOHYIO Ans O3BYYHBaHHA CHHTE3aTOPOM
peun
27 | pazbuBxka AokyMeHT2 B ¢opMaTe AOKYMEHTa Ha 40 K6 80,0
NPeUI0KEHHS
28 | o3BydMBaHHE OOKYMEHTa B MpOTPaMMe AAs YTCHHA 40 K6 3,0
BCAYX TEKCTOBBIX <haiinor («banaGonkay u gpyrue)
29 | pa3mMeilieHse 03BY4EHHOTO CIIHCKA HOBLIX MOCTYIICHHH OJIHH CITHCOK 15,0
Ha caiite (150-200
Ha3BaHWH)
30 | xoHBEpTHpPOBAHHE O3BYYEHHOTO CIHCKA B NMPOTPAMMBI OJUH CHUCOK 1,0
i pabOTEI ¢ «rOBOPSIHMH KHHTAMH»
3.6. PaGota ¢ ponaom. Pabota mo npreMy A0KYMEHTOB
Tabnuna 47
Ne Hanmenosanue npouecca, onepanun. Cocrap Eaunnua Hopma
n/n paboTel H3MepenHa BpeMenh,
MHH.
1 2 3 4
[lpremM NOKYMEHTOB B CTPYKTYPHBIX NOAPA3AENCHHIX
[TpueM AOKYMCHTOB H3 OTACNA ABTOMATH3HPOBAHHOH OJIHA NapTHIA
00paboTKH MOKYMEHTOB M OpPraHH3aUMH KaTajoros,
CBEPKa C COMPOBOMUTENLHBIM JOKYMEHTOM:
1 | 1-25 sxzemMnnspon 10,0
2 | 2675 sx3eMmIIpoB 30,0
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Hopma
Ne HaunmenosaHue npouecca, onepanun, Cocras Eauuunna Bpemenn,
n/a padoTel H3MepenRns -
1 2 3 4
3 | perHcTpauMs HOBBIX TMOCTYNNCHHH MEPHOAMYCCKHX | OMME JOKYMEHT 0,5
H3JaHHH, MPOCTABACHHE OTMETKH B DETHCTPaLMOHHOH
KapTOTeKe
4 | mpocTaBNeHHE LITEMNENA WIH OTMETKA CTPYKTYPHOrO | OJHH AOKYMEHT 0,5
NoJpasieNeHHs Ha JOKYMEHTe
[ToaGopka NOKYMEHTOB AJ11 pacCTaHOBKH B (POHIE
[logbopka JOKYMEHTOB 110 BUIAM HW3JAHUMN: OHH JOKYMEHT
5 | nmockoneyarHpie u3aHusL 0,07
6 | penbedHo-TOUCURBIC H3IAHHA 0,08
7 | «roBopAmue» KHHTH Ha KacceTax 0,1
8 | W3naHMA HA ONTHYECKUX JHCKAX 0,07
9 | uanauus Ha ueln-Kaprax 0,07
10 | pensedHo-TpadvuecKue nocodus 0,08
11 [ TakTHABHLIC PYKOJENIBHBIE H3AAHHA 0,1
12 | nonfopka KOMIUIEKTOB peNlbe()HO-TONEYHBIX KHHT MO | ONMH KOMILIEKT 2,0
Ha3BaHHAM
13 | monfopxa AOKyMeHTOB MO KiacCHQUKALMOHHLIM | OJHH JOKYMEHT 0.3
HH/IEKCAM, ABTOPCKOMY 3HAKY
Toabopka nepHOAMYECKHX W3JaHHH 10 an(aBUTY | OOUH AOKYMEHT
HAa3BaHHAM, TOAaM, HOMEPaM:
14 | nmnockoneyaTHsle H3AHKA 0,07
15 | penpedHO-TOUECUHBIE H3RAHHUA 0,08
Paccranobpka Subnnoteunoro bonxa
paccTaHOBKa  JOKYMEHTOB Ha  CTEJIAXax B | OXMH AOKYMEHT
CHCTEMAaTHYECKO-AIpaBUTHOM MIOPALIKE:
16 | miocKkone4yaTHbIe H3AAHUA 0,08
17 | penpedHO-TOUCHHBIC H3AAHHA 0,11
1§ | «roBopAuEe» KHUTH HA KaCCeTax 0,1
19 | H3maHMA Ha ONTHYECKHX AHCKaX 0,1
20 | uznanua Ha Quem-KapTax 0,1
21 | peabedHo-rpadudeckre nocodus 0,11
22 | TaKkTHIbHBIE PYKOACTBHEIE H3AAHHN 0,11
PaccraHOBKa nepHOAHYCCKHX W3JaHHH mo andaBHTY | OAUH AOKYMEHT
Ha3BaHWUii, roaaM, HoMepaMm.
23 | maockoneyaTHie H3TAHHA 0,1
24 | peapedHo-TOYEYHBIE HIAAHNSA 0,13
25 | packnanka razer o Ha3BAHHUAM, MPOKAIBIBAHKES AbIPOK, 0JHa MaIKa 10,0

BOKEHHE B KapTOHHYIO  oONokky  (Tanmky),
NPOLIHYPOBKA, 0hOpMIIEHHE OGNOXKU (Ha3BaHHe, Ioj,
HOMeEp, MeCALl)

[IpoBepka NpaBHUNBHOCTH PAcCTAHOBKH AOKYMEHTOB B
OTJCJBHBIX MaccHBax dhoHaA:

MaccHB ¢oHIA
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Ne HauMenosaHue npouecca, onepanuu. Cocras Eannuna B:I::::lan,
n/n paboTnl H3IMepeHHs
MHH.
1 2 3 4
26 | 1-200 nokyMeHTOB 30,0
27 | 201400 noKyMeHTOB 60,0
28 } nepemeiieHHe  (NICpeHeCeHHe)  JOKYMEHTOB  Ha 0JHa TOJIKA 5,0
CBOGOIHBIC MECTA,
OdopmMnenne, HaHCaHUE NMOJIOYHBIX pa3feNHTeNeH: OJHR
pPasACIHTEND
29 | nng cucTeMaTHYecKol paccTaHOBKH (hOHAA 4,0
30 | anst andaBUTHOM paccTaHOBKH QoHIA 3,0
3.7. Pabota ¢ pongom. Pabota mo coxpannoctn dporna
TaGnuua 48
Ne HaumenoBanue nponecca, onepannn. Cocran Enununa B;I:::::;
n/n paboTsl H3MEpeHHR ’
MHH.
1 2 3 4
[Ipoeepka 6ubanoTeunioro GoHA:
1 | HanMcaHWe KOHTPOIABHONO TaNOHA HA HOKYMEHT,; OIHH TAJIOH 2,0
yKazaHHe Ha HeM WHBEHTADHOTO HoMepa, windpa,
$amMHIMK, HHHIHAJIOB aBTOpa, 3arjaBHi, roja, Mecta
M3JaHHA, [IeHbl, MECTAa XpaHeHNs
2 | OTMeTKa © TPOBEpKE MAOKYMEHTA Ha Qopmynape, | OIHH ZOKYMEHT 0,2
KOHTeHHepe, 0010XKe JOKyMeHTa
[Toa6opka KOHTPOJILHBIX TAIOHOB: OJIHH TAJIOH
3 | N0 HHBEHTAPHBIM HOMEpaM 0,8
4 | no andaruty dhaMHIHIE aBTOPOB HJIH 3arjaBHit 0,13
5 | no kmaccHUKAUHOHHOMY HHAEKCY 0,1
6 | CBEpKA KOHTPONBHBIX TAIOHOB ¢ HHBEHTAPHOH KHHTOI; OJUH TAJNOH 0,5
OTMETKA NMPOBESPKH Ha TAJIOHE H B HHBCHTAPHOM KHHIe
7 |cBepka KOHTPONBHBIX TAlOHOB C YYCTHRIM  HJIH OIHMH TajlOH 0,5
andaBUTHBM, TOMOTPapUYECKHM KaTAOraMH; OTMETKA
NpOBEPKH HA TAJIOHE H B KATAIOre
8 |mpocMoTp  QopMBI  HHAWBMAYANBHOTO  YY€Ta, | OAHH AOKYMEHT 0,5
BBIABJICHHE JOKYMEHTOB, HE NPOLUEIIHX NPOBEPKH
9 | cocTaBneHue KapTOYKH Ha AOKYMEHT, HE MPOUWCTINUI | OJUH JOKYMEHT 1,0
NPOBEPKH
10 | momck AoKkyMeHTOB, He MNpOMIeAUINX TNPOBEPKH, TO | OJMH JOKYMEHT 5,0
pa3MYHbIM  YYETHHIM  (QopMaM,  KapTOTEeKaM,
KypHanaM, KHH)KHBIM TTOJIKaM
CoctaBneHne  CIUCKa  HEAOCTAKOUIMX B poHAe OIHH CIHCOK
JOKYMEHTOR:
11 | I noKyMeHT 1,0
12 { 2-10 apokyMeHTOB 10,0
13 | 11-25 gokymMenTOB 22,0
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Ne HaunMenoBaHue npouecca, onepaund. Cocras Enunnua B‘:;f::::'
a/n padoThi H3MCPCHUA R ?
1 2 3 4
Ot6op NOKYMEHTOB IS H3BATHA H3 POoHIa
TTpocMOTp AOKYMEHTOB Ha IIPEIMET K3bATHY H3 oHma: | OnHH NOKYMEHT
14 | HenpodHUIbHBIX 0,7
15 | pybneTHBIX 03
16 | ycrapeBmux no coaepXanHio 0,7
17 | BeTxux 0,2
18 | MaTOHCTIONB3YEMBIX, HEHCTIOMB3YEMBIX 0,5
TToAroTOBKA JOKYMEHTOB K aKTHPOBAHHIO:
19 | nopfopka HOKYMEHTOB B MapTHd NO MNpPUYMHHAM | OJHH JOKYMCHT 0,08
HIBATHSA; CBEPKA ¢ KHHIKHBIM GOpMYIapoM
20 | momGopka KHHAHEIE (QOpPMYIApEI HAa JAOKYMEHTOB B | OIHH (OpPMYISAp 0,07
HOpAAKe  MHBEHTapHBIX  HOMEpOB,  al(aBHTa,
JKYPHANBHBIE ~ 110 TOAAM M HOMEDAM
CocraB/ieHHe COHCKa K axkTy BBIOBITHA (mepenadH), OJIHH aKT
MOACYET OOLIYIO CYMMY, OGOPMIIEHHE aKT:
21 | 1 mokymeHT 1,0
22 | 2-10 noxyMeHTOB 10,0
23 | 11-25 moxyMeHTOB 24,0
ToarotoBka mOKYMEHTOB HA OyMakKHBIX HOCHTEIAX
JUTA NIEPETIETa
Orbop JMOKYMEHTOB [ng [Nepensiera; HpoBepKa | OAMH HOKYMEHT
COCTOAHHE  JMOKYMEHTA;  3anofiHeHHe  (CBepKa)
KHHXKHOTC pOpMyInspa:
24 | nnockonevyaTHBIE JOKYMEHTHI 2.0
25 ) penbelpHO-TOMEYHBIE JOKYMEHTHI 3,0
26 | mopbopka  KOMNNEKTOB,  CBSA3bIBaHHE B NAuKW; | OOHH JOKYMEHT 0,5
0(OpMICHHE JOKYMEHTOB /Ui NICpefayul B NEpeIeT
TloaroToBka K pecTaBpanuH «TOBOPALUMX» KHUI Ha
KacceTaX H XOKYMEHTOB, 3alMCAHHEIX Ha ONTHYECKHX
JHUCKaX:
27 jorbop JOKYMEHTOB JHNf PECTABPAlHH, TPOBEPKA | OOHH JOKYMEHT 3,0
COCTOSHHS  JOKYMEHTa,  3aloJIHeHHEe  (CBEpKa)
KHHMXHOTO GopMynapa
28 | moaroToBKa  MOKYMEHTOB K  BOCCTAHOBJIEHHIO; | OOMH HOKYMEHT 0,5
noabopka AOKYMEHTOB, AHaNOTHYHBIX
NoBpEXIOeHHOMY; O(QOPM/IEHHE JOKYMEHTOB JVid
nepeaadl Ha pECTABPalHIo
PecTappaiipist TAOCKONEYATHBIX W peibedHO-TOYE€UHBIX
IOKYMEHTOB:
29 [ mepenneTHBle paGoOTH OAHH NOKYMEHT 90,0
30 | BoccTaHOBNEHHE OTAENEHBIX MOBPEXAEHHBIX CTPRHHL, | OAHA CTPAHHNA 30,0
HaNneyaTaHHBIX penbedHO-TOUCUHBIM HIpHQTOM
CKAHWUPOBaHHE, PpAcMO3HABAHHE, PCIAKTHPOBAHHE,
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Ne HanmenoBanue npouecca, onepaunn, Cocras Eannnua Hopwma
n/n paGoThl H3MepeHHS BpeMent,
MHH.
1 2 3 4
pacnevaTka Ha GpaliIeBCKOM MPHHTEPE)
31 | Menkuit peMOHT (RHOAKIEHKA HAZOPBAHHBIX CTPaHWL, | ONUH AOKYMEHT 2,0
NeperuIeTa, THTYJIBHBIX JTHCTOB, KapMalllkoB, APJIBIKOR,
3aMeHa IPYKHHHOTO NepervieTa)
Pecrappatius IOKYMEHTOB, 3aMHCAHHBIX Ha
ayAHOKACCETAX:
32 | BoccTaHOBNIEHHE  TIOBPEXKIEHHOTO  AOKYMEHTAa ¢ | OJHa omepalus 50
AHANOTHYHOTG Ha CHelHaNbHOM OGOpPYIOBaHHH B
3aBHCHMOCTH OT TEXHHYECKOFO OCHALUECHHS
33 | Menkuii peMOHT (3aMeHA HEMpaBUWIBHBIX CKJI€EK, | OJHH AOKYMEHT 5,0
noakneHka pakopia, 3THKETOK Ha ¢yTaapax)
BoccTaHoBNEeHHE  yTpaueHHBIX /  MOBpPEKAECHHBIX
JOKYMEHTOB, 3aTHCAHHLIX Ha ONTHYECKHX BHCKAX:
34 | ckaHMpOBaHWE AMCKA CTAHAAPTHBIMHU CPEACTBAMH OJIMH JTACK 2,0
35 | ckaHnpoBaHHe MOBPEXAECHHOTO AWCKa c OJMH JTHCK 20,0
HCTONB30BAaHHEM  CIELHANBHOTO  MPOrPaMMHOIO
o6ecneyeHus
36 | sarpyszka oOpasa 1ucKa B aBToMaTHueckuit nybnuxarop OIUH JHCK 3.0
KpaTHO€ BOCTIPOH3BEIEHUE AUCKOB! OJHH JHCK
37 | TexcroBrle daitnp 0,3
38 | 3ByKOBEIE daiiapl 3,0
39 | eageo daiinbr 6,0
IIpoBepka kauecTBa KONHiA: OJTMH JUCK
40 | TexcroBble daiinel 1,0
41 | sBykoBel€ Qaiiibl 5,0
42 | Buzeo daiian 5,0
[IpreM TOKYMEHTOB MOC/IE PECTABPAIHH:
43 | cBepka mNOCTYHNMBIIMX MAOKYMEHTOB ¢ KHHDKHBIM | OJHH ZOKYMEHT 1,0
dopMyndpoM, IMpOBEPKA  KAdeCcTBA  JOKYMEHTOB,
BOCCTAHOBJICHHE 3arjIaBHA, HanucaHue wmudpa Ha
ApJIBIKE, KOpEIKe JOKYMEHTA
OGecnpUHBaHKE QoHAA:
44 | obecnbutnBaHEe (OHZA ¢ TNOMOIIBIO HBUIECOCA; | OJHA MEPOMOJNKa 15,0
obeceyenne  pabodero  MecTa  TEXHHYECKHMH
CPENCTBAMH:  TNBUICCOCOM, paGOUYHM  CTOTMKOM,
CTPEMAHKOH, BellpoM; TpoBefcHHE O0eCTBLTHBAHMS;
3aHECCHUE TEXHHYECCKUX CPEACTB Ha MECTa XPAHEHHA
45 | pyudoe  ofecneUiHBanHe  ¢onna;  obecneveHHe | OOHA MEPOMOJIKA 10,0

pabouero  Mecra  TEXHHMECKHMH  CpeACTBaMH:
CTPEMAHKOMH, pabouyuM CTOTHKOM, TENICXKKOH, BEAPOM,
TPATNIKAMH,; NPOTHPKA, 3aHECEHHE TEXHHYECKUX CPENCTB
Ha MECTa XpaHCHHA
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3.8. Pabora ¢ ponnom. [leperon zoxyMenTor B urdpooii popmar

Tabmiua 49

Ne HanMeHOBaHHe mponecca, onepanun, CocraB Enuxsua Hopua

n/n paboTbl H3IMEpPEHHA BpeMetH,
MHH.

1 2 3 4
OundpoBka IJOKYMEHTOB, HaneYaTaHHBIX pebedHO-

TOYCYHBIM MIPH(TOM:

1 | ckaHupoBaHHMe M pacNO3HABaHHE peNnpedHO-TOUETHOIC | OAHA CTPAHHLA 2,0
TEKCTa

2 | coxpaHeHu¢ (aiina B TEKCTOBOM dopMaTte oIuH ¢aiin 0,5
PemaxTHpOBaHHe OTCKAHHPOBAHHOrO MaTepHana B | OJHA CTPaHHLA
TEKCTOBOM PCAAKTOPE:

3 | XynoecTBeHHBIH TEKCT 5,0
TeXHHYECKHE H Opyrue cHelHaabhble TeKCTH (HOTHaS 40,0
3aIHCh, MATEMATHKA, MEIHIMHA, XUMH)

OundpoBka ROKYMEHTOB, 3allHCAHHBEIX Ha MarHMTHON
JIeHTE:

5 | nepeBon aHanoroBo# 3anucH B LKdposo dopmar OJHa 3alHCh 6,0

6 | obpaboTka 3amMcu HAa MarHHTHOH JIEHTE HA KaTYILKAXx; OIMH Yac 180,0
pecTaBpalus 3ByKa 3BYYaHHS

7 | obpaboTka 3amucA Ha MarHHTHOH JIEHTE€ Ha Kaccere; OAHH Yac 90,0
pecTaBpanus 3ByKa 3BYYaHHA
Onudporka JOKYMCHTOR, 3aIMHCAHHBIX Ha
TpaMIIaCTHHKAX:

8 | mozroroBka rpaMIIaCTHHKH K 3anucd (pOHOrpaMMEl, OZHA 12,0
yHajleHHe NBUTH ¢ NOBEpXHOCTH TPaMINIACTHHKH, CHATHE | rpaMIIacTHHKA
CTATHIECKOTO EKTPHYECTBA

9 | 3amice toHOrpaMMEI IpaMIlIaCTHHKH c OHa
HCNIONIB30BAHHEM 3BYKOBOI0 pelakTopa (hoHOIpaMMa
OGpaGoTtka 3anHcanHO# HOHOrpaMMBL: 0OHa

¢doHOrpaMMa

10 | mocToAHHOE aMIIMTYAHOE CMELICHHE 50

11 | ymaneHue mIEMUKOB H TOTPECKHBAHHH ¢ IOMOUIBIO 10,0
[IarHHA AaBTOMATHYCCKOrO HAXOXKICHWA H YAANCHHA
NMOJOOHBIX HIETYKOB

12 | yctpaHeHKe QOHOBBIX UYMOB 10,0

13 | ofbecneucnue KaYeCTBCHHOIO K €CTECTBCHHOTO 10,0
3BYYaHHS c HCIONB30BAHHEM JKBaNai3epoB
(rpaduueckoro, naparpadHueCcKoro,

[apaMeTpPHYECKOTO)

14 | HopmanmsaiHg CBOMCTB 3BYKOBOTO MaTepHaia 5.0

15 | nogroroska oGpaboTaHHOH (OHOTpaMMBI K 3amucH Ha oJHA 20,0
IYMICKAX; pa3pe3ka 3BYKOBOro (aiina Ha Tpeku (onorpamma

16 | 3anuce MOATOTOBNEHHOTO ayAauoMaTrepuana Ha AnCK (¢ OIMH JHUCK 12,0

Y4€TOM BO3MOXHOCTH KOHBEPTHPOBaHUSA MaTtepuaia B
popMar ayanodaiina)
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3.9. ObcmyxuBaHue Nonb3oBaTenel

Tabnvna 50
Ne HanmeHoBanue npolecca, onepaunu. Cocras Exnnuna Hopma
n/ie padoTns H3MepeHusn BPEMEHH,
MHH,

1 2 3 4
3anuch nois3oBarenei B 6ubnuoreky:

1 | npocMOTp AOKYMEHTOB  MoNb3oBaTend  (macnopr, OJIHH 2,0
yneHCKHH Ouner, cryaeHdeckuit Ounet, crnpaska o6 | mMone3oBaTeNlb
HHBAJMIHOCTH IO 3pEHHIO), POBEPKA HATHYHSA YHETHO-

PerncTpalliOHHON KapTOUKH NOMB30BaTENd
3anONHEHHE YYETHO-DETMCTPAMOHHEX  JOKYMEHTOR | ONMH (opMynsp
NONL30BATEIIA:

2 OpMyJISp Ha GYMaXKHOM HOCHTENC 5,0

3 | anexrponusli dopMynap 4,0

4 ) perHCTpallHOHHAA KapTOYKa 5,0

5 | TpaHCIIOPTHLIA JIHCT 6,0

6 | norosop odcnyxuBaHUA (2 dK3eMILTIpa) 7,0

7 ) TeTpanb PerHCTPAaLiMH IIONb30BaTeNekH 1,0

8 | osHakoMmeHHE c npaBHiIaMH NONEL30BAHHA OJIMH 20,0
OMOMUOTEKOH, CNpPaBOYHBIM aNMapaToM, HATHYMEM | TONH30BaTEIb
IPYTHX OTAENO0B, NEPEeYHEM NTPeJoCTaBAgeMbIX YCIIyT

9 | paccraHoBKa PeruCTpaHOHHBIX KapTo4eK | OIHA KapTodka 1,0
NoJIp30BaTeNe B KapTOTeKy
IepeperucTpanus nons3oBarenei
ITonck H  BHECCHHE  H3MEHeHMH B YYETHO-

PETHCTPAIIHOHHEIE NOKYMEHTHI MONB30RATE)IA:

10 | dopMysap Ha GymMakHOM HOCHTENIE OIHH (opMyasp 1,0

11 | anextpouHbni hopMyIap OAKH opMyAp 1,0

12 | perucTpanHoHHas Kaproyka 0/IHa KapToika 1,0

13 | TpanCnOpTHBLIH JHCT OIIHH JIHCT 1,0

14 | noroeop o6¢cIyKHBaHHA OJIUH JOTOBOD 1,0

3.10. Cramuonaproe 0OCcHyKuBaHNE NONL30BaTENEH
Tabmuna 51
Ne HaumeHnoBanue nponecca, onepauun, Cocras Enunnua Hopua
n/n paGoToi H3MEPEHHA BPEMEHH,
MHH.

1 2 3 4
O6cnyxxuBande nonb3oBatened B oTACHaX aODOHEMEHTA:
001Iero ¥ HOTHO-MY3BIKANBHOTO!

1 | naHpopMHUpOBaHHE nonb3oBaTenei 0 HOBBIX onHa fecena 5,0

THOCTYITUICHBAX, fecea ¢ noaL30BaTENIEM ¥ BRICTABOK

IMonbopka mokymeHTOR M3 (hoHAA OTACAA ANA BHLAAYH
NONB30BATENIO:
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Ne Haumenosanue npouecca, onepanun. Cocras Ennnua B[];I:Df::::l
n/n paGorni H3MEpeHHA ?
MHH,
1 2 3 4
2 | w3manus, HalevyaTaHHble penbedgHO-TOUeUHBIM | OAHH JIOKYMEHT 3,0
HprGhTOM
3 | «rOBOpALIME» KHUTH M MY3BIKANbHBIE IPOU3BENICHHA Ha | OJUH JIOKYMEHT 3,0
KacceTax
4 | M3naHUA Ha UG POBBIX HOCHTENAX MHPOPMALUH (IHCKH, | OJHH AOKYMEHT 1,0
(nem-KapTrhl ¢ KPHITO3AHTOH )
§ | rpaMnaacTAHKH OJMH JOKYMEHT 1,0
6 | HOTHbIE H3JaHWA (TUTOCKOMEYaTHBle M IO CHCTeME | OIMH AOKYMEHT 2,0
Bpaiinsa)
7 | m3nanns, HanevyaTaHHBIE TUIOCKOMEYATHEIM, B TOM YHCHE | OAWH JAOKYMEHT 1,0
YKPYITHEHHBIM, MIpHPTOM
8 | 3BykoBbie (aiinbl 13 6a3bl AAHHBIX «TOBOPALIHX» KHHT C oauH daitn 15,0
KPHITO3aIUTOH
0 |3amHCh 3BYKOBEIX (aiiloB «rOBOPAINHMX» KHHT ¢ OIMH aiin 10,0
KpHOTO3ALUATOH Ha ¢reL-kapTy TNI0NIB30BaTeNA
¢ MpeaBapHTENbHON MOArOTOBKOH (ouMcTKOM) (ueln-
KapThl NOJIL30BATENS
10 | mpenocTaBncHHe NIOJIB30BATENO HOTHBIX H | OAZYH HOKYMEHT 2,0
MY3bIKATBHLIX JIOKYMEHTOB ANt INpPEABAPHTENIEHOTC
NPOHTPLIBaHHS, IPOCHYIIHBAHHA B MOMELIEHHH OTAela
IlpoBepka AoKyMeHTOR Nniepes Bhbiladyel / npHeMOM Ha | OOHH JOKYMEHT
COOTBETCTBHE H OTCYTCTBHE NedeKTOB:
11 | u3pauns, HaneyaTaHHbIC penbeHO-TOUEYHBIM 1,0
mprdTomM
12 | «roBopAmye» KHUTH H MY3BIKANBHEIE MPOUIBCACHUS HA 3,0
KacceTax
13 | uznanust Ha MHQPOBBIX HOCUTEMAX HHPOpMALH (IHCKH, 1,0
drel-KapTel ¢ KPHITO3AIIHTOMH)
14 | rpamMmnacTHHKH 1,0
15 | HOoTHBRIE WH3AaHHA (MIOCKOMCYATHBIC H MO CHCTEME 1,0
bpafing)
16 | usmanus, HaneyaTaHHEIEC TIOCKOTIE€YAaTHBIM, B TOM YHCIIC 0,8
YKPYNHEHHBIM, IIPHPTOM
17 | BELAAYA JOKYMEHTOB I10JIb30BATeIIO, OTMETKA O BBIZAYE | OMHWH JOKYMCHT 0,7
B KHH)KHOM (popMyIape
(OTMETKA 0 BBLIa4e / MpHEeME JOKYMEHTOR: OJIHH JOKYMEHT
18 | B py4HOM peknMe 1,0
19 | B aBTOMATH3UPOBAHHOM PEIKHME 0,7
20 | [IpmeM HOKYMEHTOB OT MOMAb30BATENsl, NOUCK K BKIAIKA [ OJHH AOKYMEHT 1,0
KHIKHOro dopMynsapa
[TpoaneHne cpoka HOJL30BAHNS JOKYMEHTAMY: OJIMH JOKYMEHT
21 | B py4HOM pe:KHMe 2,0
22 | B aBTOMATH3MPOBAHHOM PEKAME 0,7
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Ne HaumeHoBaHHe nponecca, onepauny. Cocran Enunuua Hopma
/n pabornl H3MepeHHs BpeMenn,
MHH.
1 2 3 4
KoncynsTanus monp3oBarens: OJIHa
KOHCYNbTAIHS
23 | mo paboTe ¢ KAPTOYHBIM KAaTATOTOM 5,0
24 | no paGoTte ¢ MEKTPOHHBIM KATAJIOTOM 7,0
25 | mo sKCruTyaTalMu TH(IOMarHuTO(hOHOB, TH(IOHIEm- 10,0
TUICEPOR
Ot0op u Nepenaya Ha BOCIIPOH3BEACHHE B CNIEMHAILHOM
dopMate ¢PparMEHTOE MIOCKOMEUATHBIX TEKCTOBEIX H
HOTHBIX JOKYMEHTOB (110 3aIIpOCy MONb30BaTENL):
26 |mpuem  3ampoca OT  TONB30BaTeNA, noOAGOpKa | ONHH AOKYMCHT 5,0
JOKYMEHTOB, 0 OopMJIeHHE 3aKa3a
27 | noAroTOBKAa AOKYMEHTA K BOCMPOM3BEACHHIO (MOHCK, | OJHA CTpaHHHa 2,0
jaiagka  ¢parMeHTOB,  OLEHKA  BO3MOXHOCTH
CKaHHPOBaHUA TEKCTa, PYYHOTO Habopa HOTHOI 3amucH
no cucreMe bpaiins)
O6cnyKBauHe MONB30BATCNCH B UHTAABHOM 32JIC:
28 | uHpopMHpOBAHME O HOBBIX HOCTYIUICHUAX; Oecea ¢ oyHa becena 5,0
MONB30BATENEM Y BHICTABOK, TEMATHYECKHX KHHIKHLIX
NOJIOK
[Touck HOKYMEHTOB M0 3ampoCcy MONB30BATENA B | OMHH JOKYMEHT
noaco6HoM Qone:
29 | no BHAAM H3JAHHH 3,0
30 | mo onpeaenenHoi TeMe 40
IipoBepka nOKyMEHTOB nepeX BhlnaucH / MpHEMOM HA | OAMH JOKYMEHT
COOTBETCTBHE H OTCYTCTBHE ACHEKTOB:
31 | u3manus, HanevyaTaHHbIe penbedHO-TOYESHHBIM 1,0
WpHPTOM
32 | «ropopAmHe» KHHIH HA KacceTax 4,0
33 | u3nanng Ha LHQPOBEIX HOCHTENAX HHPOpPMaHH (AHCKH, 1,0
dyien-KapTel)
34 | w3jaHHA, HAaEYaTaHHEIE IOCKOMEYaTHEIM, B TOM YHCIIE 0,8
YKpYTIHEHHBIM WPHPTOM
35 | TaKTHIBLHBIC PYKOACNbHBIC H3/JAHHS 1,0
36 | penmbedHO-rpaduyeckue nocobus 1,0
37 [ BeLIaYa AOKYMEHTOB MOJb30BATENIO0, OTMETKA O BHIAAYE | OMUH AOKYMEHT 0,7
B KHHKHOM hopMynspe
OTMeTKA O BhIaye / NpHEeMe NOKYMEHTOB: OIMH JIOKYMEHT
38 | B pyuHOM pesxume 1,0
39 | B aBTOMATH3HPOBAHHOM PEIKHME 0,7
40 | mpHeM HOKYMEHTOB OT NMOJNB30BATEI, IOHCK H BKIIAJKA | OAMH JOKYMEHT 1,0
KHHXXHOTO dopMynapa
KoHcynbTaums nonp3osatens: OJHa

KOHCYIIBTALUHNA
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Ne HanmenoBaHHe mpouecca, onepannun. CocraB Eannnna BI[;I:»?::::I
n/n paGoThi H3MEPEHHe i
MHH.
1 2 3 4

41 | no pabote ¢ KapTOYHBEIM KaTaJloroM 7,0

42 | no paboTe ¢ NEKTPOHHBIM KaTaJoroM 8,0

43 | mo akcmnyarauMu THQIOMarHHTOGOHOB, THNOIEN- 10,0
TJICEPOB

44 |no oKcnNmyaTalMW AJaNTUBHEIX TUQIOTCXHHYECKHX 20,0
CPEJICTB H MPOrpaMm

45 |mo okcmlyatauMM — KOMOBIOTEPHOH  TEXHHKH H 20,0
HPOrpaMMHOro 00ecTiedeHHs
Pabora ¢ urenom:

46 | npeABapHTeNbHAd 3alHCE MONb3OBATERS K ITELY OJiHa 3aMMUCh 1,0

47 ) nouck, odopMIIeHHEe JOKYMEHT2 AiS  BbIGAud | OAMH JOKYMEHT 5,0
MONE30BATENO

48 | YTeHHE TEeKCTa OHa CTpaHHLIA 5,0

(dopmatr Ad)

49 ) NpoUMUTHIBAHHE TEXHUUYECKOTO H APYTHX CHELHaNBHBIX 1000 3HakoB 6,0
TEKCTOB HA MaTHHTHYIO JICHTY / NH¢pOBBIE HOCHTEIH
Ot160p U nepenaya Ha BOCIPOU3BEASHHE B CIICLIMATBHOM
dopMate ¢parMeHTOB INMOCKOMEYATHHIX AOKYMEHTORB
(o 3anpocy NOMb3OBATENA):

S50 | mpuem  3ampoca  OT  MONB30BATENA, MOA0OPKA | OJHH JOKYMEHT 5,0
JIOKYMEHTOB, 0OpMIICHHE 3aKa3a

5] | noAroToBKa NOKYMEHTa K BOCTIDOH3BEACHHIO OJIHA CTpaHHLA 2,0

3.11. BHecramuoHapHoe o0cnyKHUBaHHE MTONB30BATENCH
TaGnua 52
Ne HaumenoBanne nponecca, onepanun. Cocrap Exnanna Hopwma
n/n paboThi HIMEpPCeHHS BpeMenH,
MHH,

1 2 3 4
HanoMHoe obcnyxypaHie 0Jb30BaTENCH:

1 |npueM 3akasza OT TNONL30BATENL 110 TENEQOHY, OJIHH 3aKa3 4,0
othopMneHHe 3aKaza
[Torck U3 GoHAA KOMIUIEKTA BOKYMEHTOB: O/THH KOMIIJIEKT

2 | u3paHud, HAMeYaTaAHHRIE penbeQHO-TOUSUHBIM 15,0
wpHbTOoM (10-15 KHHI H3 KOMILIEKTA)

3 [ «roBopsaumHEy KHUTH HA KacceTax (5 Ha3BaHuit) 10,0

4 | nm3gaBMd HA LUHQPPOBBIX HOCHTENAX HHGOPMAIHH (THCKH, 6,0
dnew-kaptel) (5 Ha3RaHMI)

S | oTMeTKa 0 Bbiaue KOKYMEHTa B KHWKHOM dopMynspe OJIH JIOKYMEHT 0,7
OrmeTka 0 BbIIaYe / IpHEMe TOKYMEHTOB B GOPMYNSpS | OJMH JOKYMEHT
MOJIb3OBATEIIS:

6 | B pyUHOM pemuMe 1,0
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Ne HaumeHnoBsaHHe npouecca, onepaunai. Cocras EawHnna B:[::::;
n/n paboTel H3MepeHHA ML ?
1 2 3 4
7 | B BBTOMAaTH3HPOBAHHOM peXkHME 0,7
8§ | moAroToBka JOKYMEHTOB K OTIpaBKe; COPTHPOBKA IIO OJIMH 3aKa3 15,0
BHJAM W3 JAHHIL, yNaKoBKa, odopMaeHHE
TPaHCIOPTHOTO JIUCTa, I[OTPY3KA; COrNacoBaHHE ¢
MOJIL30BATENEM 10 TeNe(OHY, JOCTAaBKa 3aKa3a
9 | mpHeM JOKYMEHTOB OT [IOJNIB30BAaTeNd; BBINPY3Ka, OJIMH 3aKa3 8,0
PacnaKoBKa, OUCK H BKJIAAKA KHIDKHOTO (opmyapa
Tposepka ROKYMEHTOB Nepe OTHPaBKOA / ApHEMOM HAa | OJHH ZOKYMEHT
COOTBETCTBHE H OTCYTCTRHE fedekToB:
10 | u3ganus, Hane4yaTaHHbIC pebehHO-TOUCHHBIM 1,0
npudpTOM
11 | «ropopsiIHe» KHHTH Ha KacceTax 6,0
12 | n3aanus Ha UHPPOBLIX HOCHTENAX HHGOpMaLUH (IUCKH, 1,0
dnem-KapThl)
[ponjieHue cpoka MONIb30BAHMSA OKYMCHTaMH: ONH JOKYMCHT
13 | B pyuHOM pexuMe 2,0
14 | B aBTOMAaTH3MPOBAHHOM PEKHAME 0,7
OOcnykupaHHe MONb30BaTeNlel B OHONHOTEUHBIX
IMYHKTAX:
15 | moAroTOBKAa M 3AKMOUYCHHE  LOrOBOpa  MEXAY |  OMUH AOTOBOP 300,0
oubnuorekol W opraHusanuedt, rme  Oyner
OCYLIECTBAATHCSA BHECTALHOHAPHOE 00CTyXHBaHHE
Odopmiicrne GpopMmyigpa GHONHOTEYHOTO MYHKTA: OaHH hopMyasap
16 | B py4HOM pexHMe 7,0
17 | B aBTOMATU3NPOBAHHOM PEKUME 6,0
18 | opopMneHHe DankH ¢ JOKYMEHTaMH  (1OroOBOp, O/IHA fanka 15,0
AOBEPEHHOCTD Ha ITQJIY4EHHE KHHT, OTYCTHI)
19 | cocrapnenne cxembl pasMeuieHHs OHOJNHOTEYHBIX 0JHa CXeMa 120,0
MYHKTOB M0 TEPPUTOPHAM
20 | cocTaBieHHE rpaguka o0MEeHa  JOKYMEHTOB, OOHH rpaduk 20,0
HaxXoAHXCcA B OUOGMHOTEUHBIX ITYHKTaX
21 | cocTaBneHne MIaHa METONHYECKOMN MMOMOTIH OJMH MaHa 60,0
OubmorexapaM-oOuIeCTREHHUKAM
Belaaua JOKYMEHTOB B GHONIHOTEYHEI MYHKT:
INoaroToBka H pacnevaTka CIHCKa JOKYMEHTOR, OMIMH CTHCOK
NpeAHa3HAaYeHHBIX /I  BBIOAYH  OUOIHOTEYHOMY
MyHKTY:
22 | 20 noOKyMEHTOB 30,0
23 [ 40 noxyMeHTOB 60,0
24 | 100 goxymeHTOB 120,0

NonGopka 3 ¢orAa No CHHMCKy / 3asBKE KOMIUIEKTOB
JOKYMEHTOB pa3IH4YHbIX (GOpPMaTOB:

OIVH JOKYMCHT
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Ne HaumenosaHue npouecca, onepauun, Cocras Enunuua Hopwma
n/n patorni H3MepeHus BpeMeHH,
MHH.
1 2 3 4
25 | u3panHs, Hane4yaTaHHpie penbedHO-TOUSUHBIM 3,0
mpUdhTOM
26 | «roBOpsAIIHEe» KHHUTH HA KacceTax 2,0
27 | u3gaHHs Ha HUPOBBLIX HOCHTENAX HHPOPMaLIHH (IHCKH, 1,0
(hnew-xapThl)
28 | m3paHMA, Hane4aTaHHbIE TUIOCKOTICYATHEM, B TOM YHCAS 1,0
YKpYNHEHHBIM IWPHPTOM
CBepka JOKYMEHTOB CO CIIHCKOM / 3afBKOH M MpoOBEpKa | OAHH KOKYMEHT
JOKYMCHTOB TMEpell BblAaYeH Ha COOTBCTCTBHE U
OTCYTCTBHE AePCKTOB:
29 | uznanus, Hane4YaTaHHbIE peAbedHO-TOUCHHBIM 1,0
mpupToM
30 | «roBopAIINe» KHATH HA KAaCCETaX 6,0
31 | uspanus Ha UPOBEIX HOCUTENAX HHOPMAIIHH {IHCKH, 1,0
tem-kapre!)
32 | M34aHKsA, HanleyaTaHHBIC MIOCKONICUATHBIM, B TOM YHCIIC 0,8
YKPYTTHCHHBIM IIPH(PTOM
33 |coptupoBka Mo BMAaM H3JaHMH, OTMETKa O BbIaYe | OFHH AOKYMEHT 1,0
HOKYMEHTA B KHWXKHOM dopMmynspe
OTMeTKa O BBIlaYe JOKYMEHTOB! OJHH JOKYMEHT
34 | B py4HOM pexume 1,0
35 | B aBTOMAaTH3HPOBAHHOM peXHME 0,7
36 | paccraHOBKA KHIDKHBIX GOPMYIAPOB B KapTOTeKy | OAMH GopMynsap 1.0
MHAHKATOpa
37 | noaroToBka AOKYMEHTOB K OTIpaBKe; YIAKOBKA, | OJHH KOMIUIEKT 30,0
COCTaBACHHE ONMUCH, IOrpy3Ka
38 | oTMeTKA 00 OTIpaBKe 3aKa3a B XKypHane PerucTpaiiy OJIHA 3aMHUCh 2,0
39 | onoBenicHue aboHeHTa 06 OTIpaBKe 3aKa3a 0JuH abOHEHT 1,0
[TpreM JOKYMEHTOB M3 OUOIHOTEUHOTO MYHKTA!
40 | pacmaxoBKa MOCBUIKH, COPTHPOBKA JOKYMEHTOB IO | OfHA IMOCHUIKA 3,0
BHJIaM H3JaHHH
[Iposepka BO3BPALICHHBIX LNOKYMEHTOB Ha | OIHH JOKYMEHT
COOTBETCTBHE, KOMIUIEKTHOCTh, OTCYTCTBHE AcheKTOB:
4] | u3manus, HanevyaTaHHbIE penbeQHO-TOUSHHBIM 1,0
wpHdTOM
42 | «rOBOpANINE» KHHTH Ha KacceTax 6,0
43 | H34aHHUA HA UHPOBBIX HOCHTENIX HHMOPMAIIHH (AHCKH, 1,0
dbnem-kapTer)
44 | W34aHHA, HanleYaTaHHBIE UICCKOMEYATHRIM, B TOM YHCIIE 0,8
YKPYTIHEHHBIM IPHGTOM
45 | copTHpOBKAa AOKYMEHTOB 110 BMJaM H3HaHHM, MOHCK H | OOUH AOKYMEHT 1,0

BKJIAJIKA KHIXKHBIX HOpMYAAPOB
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Hopma

Ne HaumenoBaaue npouecca, onepanu, Cocras Eanunna Bpemenn
n/n padoTul H3MepeHns ’
MHH.
1 2 3 4
OT1MeTKa O IpHEME IOKYMEHTOB: OJUH JOKYMEHT
46 { B pyyHOM pexuMe 1,0
47 ) B aBTOMAaTH3HPOBAHHOM PEXKHME 0,7
48 | onopeuieHue a0OHEHTa O MpHEME AOKYMEHTOB OJHH aGOHEHT 1,0
49 | otmeTka 00 0OMeHe NOKYMEHTOB B THCBHHKE OTENA OfIHA 3AITHCE 1,0
3aoyHoe 0OCy A HBAHNE NIOAb3OBaTeNIekH
OdopmneHne AOKYMEHTOB Ha 06CmyKHBaHHE
abOHEHTOBR:
50 | mpuem 3agBku 0T abCHeHTa Ha oOCHyXHBaHHE, OJIHA 3asBKa 5,0
IIOJITOTOBKA [IAaKeTa JOKYMEHTOB K OTIIPABKE
Odopmnenne dopMmyngpa aboHeHTA: OOHH GOpMYIIID
51 | B py4HOM peXKHME 6,0
52 | B ABTOMATH3HPOBAHHOM PEKUME 7.0
Briraua JOKYMEHTOB a00OHEHTAM
IMoaGopka u3 ¢oHaa Mo 3aKasy abOHEHTa JOKYMEHTOB | OIHH JOKYMEHT
PasHYHBIX GOpMaTOB:
53 | usnanus, HaneyaTaHHEBIe penbehHO-TOUEYHBIM 3,0
mpHPpTOM
54 | «roBopslHey» KHHIH HA KacceTax 2,0
55 | n3manusd Ha uHGPOBEIX HOCHTENAX HHGOPMALIMH {THCKH, 1,0
(aeln-KapThl)
56 | u3JaHNs, HANCUAaTAHHBIC IJIOCKONICUYATHLIM, B TOM YHCIIE 1,0
YKPYITHEHHBIM LIPHGTOM
CBepka JOKYMEHTOB €O CHOHCKOM W NIPOBEPKA | OIHH JAOKYMEHT
JIOKYMECHTOB II€pe/l BHAa4YeH Ha COOTBETCTBHE H
OTCYTCTBHE J€heKTOB:
57 | n3ganus, HalleYaTanHble pensedHO-TOUeUHBIM 1,0
mpHGHTOM
58 | «roBopamMe» KHHIH Ha KacceTax 6,0
59 | uznanns Ha LEQPOBHIX HOCHTEAAX HHOpMAUHK (AUCKH, 1,0
¢ureL-xapTeI)
60 | u3nanus, HanevyaTaHHBIC NJIOCKONICYATHBIM, B TOM QHCJIE 0,8
YKPYHHEHHbIM LIPHpTOM
61 | otMeTka 0 BHIZAUE JOKYMEHTa B KHHXHOM $OpMYJIspe OJMH JOKYMEHT 0,7
OrMeTKa O Bblaaue JOKYMEHTOB: OJHH AOKYMEHT
62 | B pyunoM pexume 1,0
63 | B ABTOMATH3HPOBAHHOM PeXKHME 0,7
64 | paccraHoBKa KHHKHBIX GOPMYJIPOB B KaPTOTEKY OJMR (popMyIsp 1,0
65 | noAroToBKa IOKYMEHTOB K OINpABKe; YHAKOBKA, | OJNUH KOMIUIEKT 30,0
COCTaBJIEHHE ONIHCH, HOIPY3Ka
66 | orMeTka 00 OTIIpaBKe 3aKa3a B JKYpHAIE perHCTPallMH OJHA 3allHCh 2,0
67 | onoBemcHUE abOHEHTA 00 OTIPABKE 3aKaza OJIHH aOOHEHT 1,0
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Hopma

Ne HauMenoBanue npouecca, onepauuu. Cocras Eaunnna BpevenH
o/n paoThi HIMEPEHHN ’
MHH.
1 2 3 4
IIpseM AOKYMEHTOB OT a00OHEHTOB;
68 | npHeM ROKYMEHTOB; COPTHPOBKA MOCBLIOK MO ajpecaM, | OfHa MOCHUIKA 2,0
OTMETKA O MIPHEME B XKYpPHAIE PETHCTPAHH
69 | pacnakoBKa TMOCBUIKH, COPTHPOBKAa MNOKYMEHTOB NO | OJH& MTOCHIIKA 3,0
BHAAM H3AaHMH
ITpoeepka BO3BPAILEHHBIX JOKYMEHTOB HA | ONHH AOKYMEHT
COOTBETCTBHE, KOMIUNICKTHOCTh, OTCYTCTBHE Ne(EeKTOR:
70 | uzmanus, HalleyaTaHHEBIC peAbePHO-TOUCUHBIM 1,0
mpHdTOM
71 | «roBOpAOIME» KHHI'H HAa KACCETaX 6,0
72 | H3NaHUA Ha OHQPOBBIX HOCHTENRX HHPOPMALIMK (IHCKH, 1,0
¢nem-xaprpl)
73 | u3nanus, HaneyaTaHHBIE MIOCKONEYAaTHBIM, B TOM YHCIIE 0,8
YKPYTHEHHEIM WIPHPTOM
74 | copTHpOBKA AOKYMEHTOB IO BMJAaM H3ZaHHH, MOMCK H | OJHH JOKYMEHT 1,0
BKJIAJIK@ KHHDKHEIX (POpMYTSPOB
Or™MeTKa 0 IPHEME JOKYMEHTOB: OJHH JOKYMEHT
75 | B pyyHOM peKHME 1,0
76 | B aBTOMATH3HPOBAHHOM PSKUME 0,7
77 | onoeeluieHne abOHEHTA O NIPHEME JOKYMEHTOB 0IMH abOHEHT 1,0
78 | otmeTka 006 OOMeHE JOKYMEHTOB B ZHCBHHKE OTAENA OJTHA 3aNHCh 1,0
3.12. BuytpeHusas pabota
Tabnuua 53
Ne HaumeHogaHHe nponecca, onepauun. Coctap Enunnuna Hopma
nn padoThl H3IMEPEHHA BpeMenH,
MHH,
1 2 3 4
IoaroToBka K BIAAYE:
1 | moaBencHue wWTOroB paboTHl 3a ApoleAIMH NEHbD, €XeIHEBHO 15,0
3aIHCh B THEBHHKE
2 | paccraHOBKa (opMyadpoB Moab3oBaTeledl HO CpoKaM, | OOUMH opMynsp 1,0
1o angaBuTy
3 |{moabopka JOKYMEHTOB IO BHEAM HM3ZaHHH MO | OJHH JOKYMEHT 1,0
NpeIBapHTENbHBIM 3aKa3aM HONb30BaTeNeH
[IpocMOTp HOBBLIX MNOCTYIUIEHHH i PEKOMEHIALHH | OJHH HOKYMCHT
NOAB3OBATEIISM:
4 | razersl 5,0
5 | XYpHQJIBI, HANIEYaTAHHBIC IIOCKOTICYATHRIM IPHPTOM 15,0
6 | KypHanel, HanevyaTaHHpIe PENBEPHO-TOUEUHBIM 5,0
mpHRbTOM
7 | KHHTH, HaneYaTaHHbIC MIOCKONEYaTHRIM MIpH(TOM 5,0
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Ne HanmenoBanne nponecca, onepamun., Cocras Eannnna Hopwma
n/n padoThI H3MEpeHHA BpeMetin,
MHH.
1 2 3 4
8 | xuMrH, HanevyaTaHHBIC PeNbeHO-TOUSYHBIM IPHGHTOM 2,0
9 | ayAMOBHM3yalbHBEIE  H3/I@aHUA HAa  AHANOTOBHIX H 2,0
UG POBEIX HOCHTENSAX
10 | npocMOTp H TMOMOJHECHHE KHHXKHBIX BEICTABOK, MOJIOK H | OJHH JOKYMEHT 5,0
CTeJUTaKeH, OTKPHITEIX Mg CcBoOOAHOrO AOCTYNA
Nob30BaTENeH
11 ) noaroroska pabodero Mecta €XeJHEBHO 15,0
PaboTa ¢ hopMyISpOM NONE30BATENS:
12 | ananmu3  QopMynsgpoB NoJp3oBaTeNedi, BBUBACHHE | OXUH dopMynap 20,0
YHTATEIECKUX HHTEPECOB
13 | 3amuce B ¢opMyndape NOJAb30BaTeNsd O pe3yabTaTax | oduH GopMyssp 3,0
aHANH3a YTCHHA 33 ONPEACNeHHbIH NepHOI
14 | cocTaBlIeHHE KAPTOTEKH UHTATENbCKHX HHTEPECOR OJIHa KapTouKa 3,0
15 | 3anuce B qHEBHHKe OUONMHOTEKapsa 0 JHHAMHKE YTEHHA OJIHA 3aMHCh 2,0
H HHTEpecax MoIbL30BaTeNneHl (rpyunel NoJb30BaTeNeH)
Pabora ¢ mnonp30oBaTe/IAAMH,  HE BO3BPATHBIIHMH
JOKYMEHTH! B CpOK:
16 | mpocMoTp H oTOOp dopMmynapor monpzoBaresieil, He | OAHH GOPMYJIAp 2,0
BO3BPATHBLIHX AOKYMEHTHI B CPOK
UspeuieHHe  moNb3OBaTeNd, HE  BO3BpAaTHBIICTO | OAHH QopMyasp
OOKYMEHTEI B CpPOK; OTMETKAa JarThl HATOMUHAHHA
B HOpPMYNApe NONE30BATENA:
17 | yctHO (110 TenedoHy) 3,0
18 | mucbMeHHO  Yepez  MOYUTOROE  OTHCNEHHE  HIH 3,0
NCKTPOHHYIO MOUTY
19 | ynanenue n3 ©Oa3bi NaHBBIX CBeAcHUH O 3AHATOCTH | OAUH AOKYMEHT 0,7
BO3BPAIICHHBIX JOKYMEHTOB
IipreM JOKYMCHTOR B3aMeH YTePAHHBIX:
20 | npocMOTp H  OUCHKA JOKYMEHTa, IpPEANOKEHHOTO | OJHH AOKYMEHT 3,0
B3aMEH YTEPSIHHOTO
21 i3amuce o  3aMeHe  JIoKyMeHTa B QOpMyiApe | OAMH AOKYMEHT 2,0
TIOJIB30BATENA, B TETPAAH y4YeTa JOKYMERTOB, MPUHATEIX
B3aMEH YTepAHHBIX
Pabota ¢ oTKazaMu:
22 | 3anoNHEeHHE KapTOYKH Ha OTKa3 ¢ yKa3aHHEM IPHYMHEL, | OJHa KapToukKa 4,0
paccTaHOBKA KapTO4YeK B KAPTOTEKY OTKA30B
23 | aHanm3 OTKA30B, NOArOTOBKA CTHCKA Ha OJIHH OTKa3 8,0

JOKOMIJIEKTOBaHHE hoHAa
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3.13. Obcnyxusanue no MexbudmuoreynoMy abonementy (MBA)

Tabnuua 54
Ne HanMeHoBaHKe nponecca, onepanun. CocraB Exnnnna Hopwa
n/n padoTnl H3IMepeHus BpEMEHT,
MHH,
1 2 3 4
ObcnyxuBaHHe  HHAMBHUAYANbHBIX  MOJb30BaTeNei
6udmunorexu no MBA:
1 | perucrpauusa nons3osares, noiassyomerocas MbA OIHH 2,0
NOb30BaTEb
2 | 3amonuenne OaHka-3akaza OJHH 3aKa3 3,0
3 | yTOYHCHHE YKa3aHHBIX IIO/Ib30BATE/EM CBEICHHH © OIMH 3aKa3 2,0
3aKA3aHHOM JOKYMEHTe, UeNIX 3ampoca, HCTOYHHKeE,
OTKYJa [0JIy4eHbl CBEACHHUS
bubmmorpapuyeckas nopaboTKa 3aKa3a; YTOUHEHHE OJIMH 3aKa3
OubMUorpagHIeCKHX CBeACHHH:
MO CNPABOYHBIM H3JaHHAM U3 hoHIa 6a6IHoTekn 10,0
5 | mpu MOMOIIH BHYTPCHHUX H BHEINHHX 0a3 JaHHBIX 5,0
6 | npoBepka HaNMHYHA 3anpaliHBaeMOro JOKYMEHTa B | OIHH ZOKYMEHT 12,0
OuGmoTeKax, B TOM YHCIIE MO CBOJHBIM KaTaloram
7 | 3anHce CBeAeHHH O HampasineHHH 3akasza nmo MBA OIMH 3aKa3 2,0
(HauMeHOBanHEe OMONHOTEKH, JATR); OTNPABKA 3aKasa B
6uOnHOTEKY, HMEIOIYIO 3aNMpallHBaeMbli JOKYMEHT
8 | nepeMemicHHe OnlaHKa-3aKa3a B KapTOTEKY 3allpocoB | ogHo TpeGoBaHue 0,5
none3oBareneht mo MbA 3a pasaenurens «3anpock no
MEBA, HanpaBlieHHEIE B Apyrue OHOIHOTEKNY
9 | npueM mOKYMEHTA, pHCIaHHOro no MbA OJWH IOKYMEHT 4.0
10 | u3BemeHne MONB3OBATENS O NMOJYYCHHH 3aNpOILEHHOrO OJHUH 2,0
JOKYMEHTAa M CPOoKax ero Nofib30BaHus NOJIb30BaTEIh
11 | Belgaya mone3oBaTeNic  MONYyYeHHHIX Mo MDA | OoAHH ROKYMEHT 2,0
JOKYMEHTOB B YHTAIbHOM 3ajle; CBEpKa BHLIABAEMOIO
AOKYMeHTa ¢ OG/IaHKOM-3aKa3OM, TpoBepKa COCTOSHHS
JOKYMEHTA, OTMETKA O BRIZAYeE
12 | npueM A0KyMEHTa OT NMONb30BATeNA; CBepKa NJOKYMEHTA | OJHH AOKYMEHT 1,0
¢ OGnaHkKOM-3aKka3a, NMPOBEPKA COCTOSHMA NOKYMEHTa,
OTMETKAa O pHEME, TOMEINCHHE  JOKYMEHTa B
CHCUHAIBHO BBIASIICHHOE MECTO
13 | usBneuenne GnaHKa-3aka3a M3 KapToTEeKH, OTMETKA 06 OIMH JIKCTOK 1,5
OTHpAaBKe JAOKYMEHTa (faTta, HOMEp HNOYTOBOrO TpeGOBaHUA
OTNpABNCHHUA);, MNepecTaHOBKa JHCTKA H3 pazdena
«[lonyuennsie mno MDBA wu3mauma» B pazjen
«BosppallleHHas AuTepaTypay
14 | moAaroTOBKa IJOKYMEHTOB K OTnpagke B OHGNMHOTEKY OJHH 3aKa3 5,0
tdoHmoAEpKATEND; YMAKOBKA 3akaza, MpPOCTaBIEeHHE
mrtamMna «[loura cmensix», HamucaHWe aapeca,
COCTABACHUE OTTHCH
15 | pabora ¢ oTkazaMu; npu TMONYYEHUHM H3BCIICHUA 00 OJMH 3aKa3 4,0

OTKa3€ HJIH 3aJCpKKE BHIIIOJNHCHHA 3anpoca YKa3aHHC B
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Ne
n/m

HaumenoBanue npouecca, onepanun, Cocras
padorhl

Eauduna
H3MEPCHUSA

Hopma
BpeMeHH,
MHH.

2

3

4

Onanke-3aKa3e Ha 00OPOTHOMH CTOPOHE MPUUMHEI H KATHI
0TKa3a, MEPECTaHOBKA €0 H3 pasjena «3ampoch Mo
MBA, HanpaBieHHBIE B Apyrae OHOAMOTEKH» B pa3jes
«OTkaspl no MBA»; coobuienue B oTAen 0OCNyKHBAHAS
0 INONYYEHHH 0TKa3a {/1aTa, PHYHHA)

O6cnyxupande abonentoB 1o MBA: cBepka 1o
KapToTeke aboHeHTOB HOMepa aboHeHTa Ha OnaHke-
3aKa3e OpraHu3alluu

Opranuzauys aboHupyeTcs:

OBHH 3aKa3

16

NpOCTaBJIeHHE HOMeépa Ha Onadke-3akase, CBEpKa
azapeca, Ha3BaHH% OpraHH3aLlHH, bamunnu
oTBeTCTRCHHOIO 00 MBA (BHeceHMe H3MeHeHHE B
KapTo4KH)

4,0

AOOHEHT 00OpaTHIICA B TEKYIEM FOAY BIEPBHIE!

OIOHH aDCHEHT

17

MpOCTaBJICHHE B KapTouke ropga oOpauleHWs, JaThl,
odopmieHne aGoHEHTa

1,0

OpraHuzauys pasee He abOHHpOBAJIACh:

OJHH ADOHEHT

18

IIPHCBOCHHE a0OHEHTY HOMEpA, 3allOJJHEHHE KapTOYKH
peructpauuu abonenta MBA u Qopmynsp, ykasanue
NOJHOr0 HAMMEHOBAHHS OPraHu3allid, IOYTOBOIO
agpeca, TenedoHa, GaMHIHM, HMEHH, OTHECTBA
OTBSTCTBCHHOrO JHUA, JaThl OTKPBITHS H HOMEpa
aboHenTa

6,0

19

PacCTaHOBKa PErHCTPALIHOHHBIX KAPTOYEK B KAPTOTEKY

QJIHAa KapTo4ika

0,5

20

othopmiieHue H3BenlenHs A aboHeHTa 00 OTKPHITHH
aboHeMeHTa (3alpoc HEAOCTAIOIIAX A KapTOTEKH
cBeAeHu)

OJJHO H3BCIICHUE

2,0

21

npoBCcpKa NPaBHABHOCTH 3allOJTHCHHA OnaHka-3aKasa,
3a10MKEHHOCTH abOHEHTa; NpOCTABIICHHC Ha 060]30'1‘6
Onanka-3aKasa LITaMna i Aarel NOTYUYCHHA 3aKa3a

oluH Onank-3axas

5,0

22

mudpoBka 3aKka3oB aGoHeHTOB; moxbopka GlaHKOB-
3aKa30B Mo andasuTy, MPOBEpKA HANHIHA AOKYMEHTOB
0 KaTalory

OJIHH O1aHK-3aKa3

3,0

23

IIOAroTOBKAa JOKYMEHTA K BBIAAYe; CBEPKA JOKYMEHTA ¢
OmaHKOM-3aK4a30M, MPOBEPKA COCTOSHHS JIOKYMEHTA;
OpOCTaBiICHUE Ha OJanke-3akase umdpa AOKYMEHTa,
HHBEHTApPHOIO HOMEpa, XOJHYIECTBa AOKYMEHTOB, JAATHI
BBIAAYH, INTeMIeasd OHONHOTEKH ¢ Ha3BaHHEM H
MOYTOBBIM  @JPECOM; YKazaHHE CpoKa  BO3BpaTa,
BNOXeHHe  uvacTH  OJlaHKa-3akasa  aboHeHTa B
BHIJABACMBIH  JIOKYMEHT, I@pPOCTaBAECHHE  HOMepa
Sanaepoau

OAHH AOKYMCHT

2,0

24

NOCTAHOBKA 3aKasa Ha OdYepefNb; OTHpaBKa aGOHEHTY
M3BEIIEHHS

OIHH 3aKa3

2,0
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Hopma

Ne HaunmenoBauue npoiecca, onepanun, Coctas Enusnna
n/n paGortnl H3MepenHn BPEMCHH,
MHH.
1 2 3 4
25 | nepenaya H3gaHHA HA KOMMUPOBaHHE OJIHH 3aKa3 3,0
26 | oTnpaBka JOKYMCHTOB alOHCHTaM; YMakoBKa 3aKasa, OJIHH 3aKa3 5,0
npoctapncHue wrammna «IlouTa caensIx», HaMHCaHHWe
ajgpeca, COCTaBJIeHHe OMHCH
27 | paccTaHoBKa OJIaHKOB-3aKa30B Ha BHIZIAHHBIE | OAMH HOKYMEHT 0,5
JIOKYMEHTHI B KapTOTeKy 0O0CNy>KHBaHHA aDOHEHTOB B
pazael «BrlganHele no MBA nzpanus»
28 | mpuHATHE HDOKYMGHTOB, BO3BPAILICHHBIX aOOHeHTaMH; | OAMH BOKYMEHT 4,0
BCKpPBITHE OaHAEPOIH, MPOBEPKA COCTONHUA AOKYMEHTA,
yKa3aHHE Ha OJaHKe-3aKkase JaTel BO3BpaTa AOKYMEHTA,
nepectaHoBKa O1aHKa-3akasa B pasgen «BoszBpaimneHnas
JIHTEpaTYpay
29 | aHanU3 CPOKOB [10/Ib30BAHMA NOKYMEHTOB, BHIABIICHHE | OJHMH JOKYMEHT 2,0
JOJKHHKOB, HANIpABAeHHE HATOMHHAHHUH
30 | pabora ¢ oTKa3aMH: yKa3zaHH¢e B OnaHKe-3aKa3e NPHYHHBI OJAHH OTKa3 4,0
U JaThl 0TKA3a, perucTpauus 0TKasa B YUETHBIX (hopMax;
PaccTAHOBKA JHCTA TpeOOBaHHA B KapTOTEKE OTKAa30B;
OTHpaBKa aGOHCHTY U3BELIEHHS 00 0TKaz¢
3.14, Maccosas pabota
Tabnuua 55
Hopma
Ne HaumeHoBaHHe nponecca, onepaunn. Cocras Eaunnna BpeMens
n/m patoThl H3IMEPEHHT ’
MHH,
1 2 3 4
[loaroTopka MaccoBBIX MEPONPHATHI
OnpeaencHue TEMBI, COCTaBa ayAMTOPHH, OIHO
OTBETCTBEHHOTO 3@  MEDOMPHUATHE B UENOM, | MEPONPHATHE
COCTABIECHHE TMJI@HA MOATOTOBKM  MEPOIPHATHSA,
BOIIPOCOB ilj¢ | obcyxaeHms, NPHIJIALIEHHE
KOHCYJIBTAHTOB, JIEKTOPOB, MoAGOpKa AOKYMEHTOB MO
TEME  MEpONpHATHA,  OPraHH3alliA  BBICTABKH
NHTEpaTyphl,  OMOBELIEHHE  TOJb30BaTenei 0
MEPONPHATHH 4epe3 apilH, KaHaIbI CBA3H; BHIAB/IEHUE
BBICTYHAIOIUMX; MOATOTOBKA MOMEIIEHHs; MPOBCAECHHE
COBCIIAHWA MO HTOTaM [MOATOTOBKH M TMPOBCACHHS
MEPOTIPUATHSL
1 | ynTatenpckas KOHGEepeHIH 4800,0
2 | nuTepaTypHO-XYIOKCCTBEHHBIH Bedyep, Bedep KHUTH, 3600,0
JUCITYT
3 | Beuep BONPOCOB U OTBETOB, YCTHBIH XYpHA 3000,0
4 | xnyb 1o HHTEpecam 3000,0
5 | meTckui YTpEeHHHK 3600,0
6 | BUKTOpHH&, KOHKYPC, HIpa-NIyTeLIECTBHE 3600,0

Opranmaunﬁ KHHXKHBIX BEICTABOK
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Hopma
Ne HanmenoBanue nmpouecca, onepanuy. Cocras Eanxnua
n/n paboTni H3MepPeHHSA PPEMENH,
MHH.
1 2 3 4
CocrapneHue M1aHa OpraHH3alMA M NPOBENEHHA | OJHA BHICTABKA
BBICTAaBKH;  BBIABICHHE W OTOOp  JOKYMEHTOB,
MOATOTOBKA  COMPOBOAMTENBHONH JOKYMEHTALHMH K
BBICTABKE; MOHTAaX  BBICTABKH;  OpraHusauus
HHPOPMALHOHHO-PEKIaMHOM paGoTei no
NONYNAPH3AUUM  BBICTABKHM, TMOJABCACHHE  WTOTOB
paloTsl:
7 | MraHa BHICTABKH 600,0
8 | BHICTABKH MO TOTOBOMY IUIAHY 360,0
O | onepaTHRHBIX BHICTABOK HOBBIX MOCTYIUIEHHH 120,0
Pexnama Oufnuorexu; paboTa 110 TIpHBIEYEHHIO
NOJNb30BATEIICH:
10 ) monroToBka peknaMHOTO coobLIeHWs B CpeAcTBax | oZHO coolIieHHe 300,0
MaccoBoif MHQOpPMaUMH, VIS pasMeilleHHs Ha calite
OuOnHOTEKH, NopTaNie CNenHATBHBIX GHOMHOTEK, Ha
aBTOHH(OpMATOpE 0 pabote OubnuoTeKH,
OCOOCHHOCTAX ¢$YHKIIHOBHPOBAHUS Pa3sAMYHBIX
noApazneIcHui, HOMEHKNIATYpe YCHYT,
NPeaOCTABISAEMBIX OubnuoTexoii, H Rpyro#
HHpOpPMALUH
11 | moaroToBka IUTakata © JACATENBHOCTH OHOMHOTEKH OJHH IJIaKaT 300,0
(BbIGOp TeMBI, ONIpEIENICHHE COACPXKaHuS U GOpMBI)
[Toaroroska Oykneta o GnbimoTexe: oJuH OyKner
12 | oAKH IHCT, ABYXCTOPOHHAS nevaTk (dbopMat Ad) 600,0
13 | nBa nucta u Gonee 1200,0
14 | opranusauus aKkckypcuii no OHONHOTEKE; NpueM H | OXHA SKCKYypCHA 60,0
oopMIICHHE 3afBKH, YTOYHCHHE TeMbl 3KCKYpCHH H
COCTABA DXCKYPCAHTOB
BriseacHue TOTeHUHANBHBIX nons3oBarenei
O6ubIHOTeUHO-HHPOPMALHOHHBIX YC/IYT OHOMMOTEKH:
15 | npocMoTp npecchl H «MHTEpHET)-peCYPCOB OJIMH JOKYMCHT 8,0
16 | c6op H aHanu3 HHGoOpMaLHH | OOHH AOKYMEHT 8,0
0 KOHKYPEHTOCNIOCOOHOCTH GHOMMOTEKH
17 | BeIGHHE KapPTOTEKH NOTPEOHTENLCKOTO PRIHKA OJIHAa KapToyKa 0,3
18 | BcTpeun ¢ npeAcTaBUTENIMH GUpPM, OpraHW3aLHiA, OIHO 120,0
NpeANpUATHH MECPOTIPHATHE
[Tpumeuanue:

- BpEMS NPOBCHCHHA MAcCOBBIX MEpPOMPUATHH, BBLICTABOK JIMTEpaTYphl M 3JKCKypcuil B
HOPMY BPEMEHH He BXOAMUT;

- MPH OPTaHH3aIMH BHIC3AHOH BHICTABKH K HOPDMaM BpEMEHH NMPHMEHAETCS MOBBNUAIOIHM
ko3pdpunuent 1,1.
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3.15. CnpaoyHas W uHQOpPMaUuoHHas padora. OpraHuzanus  CHPaBOYHO-
bubnnorpaduueckoro annapara (CbA)
Tabnuua 56
Ne HaunmenoBanne nponecca, onepauun. Cocran Enunnxa Hopwma
n/n padoThI H3MEpeHUR BpeMeliH,
MHH.
1 2 3 4
IlpocMotp H o0TOOp [MOKYMEHTOB H3 TeKyWHX
NOCTYIUIeHHH A1 BKoyeHns B CBA;
1 | miockoneyaTHsle KHHIH Ha yMa)KHBIX HOCHTEIIX OHA KHUTA 4,0
2 | nnockoneYyaTHLIC KHHIH Ha ONTHYECKHX HOCHTEAX 0IHA KHUTa 6,0
3 | cTaThbH M3 MNOCKONEYaTHHIX COOPHHKOB, XYPHAJIOB 0/IHA CTaThA 3,0
4 ) cTaThH H3 TaseT OJHA CTAThA 2,0
5 | penbedHO-TOUCUHBIC KHHTH OFHA KHHTA 6,0
6 | craThH K3 penbedHO-TOYSHUHBIX COOPHHKOB, XYPHAIIOB OJHA CTATH 4,0
7 | ayAMoBH3yaNnbHBIE HM3[JaHHA Ha AHATOTOBBIX H OJIHA KHHUTA 6,0
UG POBBIX HOCHTEJAX
8 | craThbH H3 3BYKOBBIX COOPHHKOB, XYPHAIOB OJHA CTATHS 5,0
O | 6ubmnorpapuueckue IMNOcOOHsA, BTOM YHCIE HA OIHA 3aITHCh 0,7
ONTHYCCKUX HOCHTENAX
10 | NeTONMHCH KHIDKHBIX, SKYPHATBHBIX H TA3¢THHIX CTATeH OJIHA 3aIlHCh 1,0
11 | npuxHIOKHEE GubIHorpaduUecKue CIMCKH 0JIHA 3aIHCh 0,7
12 | mpocMoTp W 0TOOpP HROKYMEHTOB W3 BHEIHUX BJ| OIlHa CTAThA 6,0
NCPHOAHYECKHX H3JTAHUN i BKmMoueHHs B CBA:
13 | coctapaenue 6udnuorpaduyeckoii 3anucu 0fIHa 3aIlHCh 4,0
CocraBneHHe aHHOTauMil, H3yYeHHe JOKYMCHTA, [ OXHA aHHOTAHUMA
HANUCAHHE TEKCTA:
14 | aHHOTHpOBAaHHE KHHT 120,0
15 | anHoTHpOBaHHE cTaTeH 60,0
16 | ananuTHyeckas pOCMHCh JKYPHAJNBHBIX, Ta3eTHBIX | OAHH JOKYMEHT 4,0
ctateil, cOopHHKOB, OnOmHorpaduueckux mnoco6Hii;
O3HAKOMJICHHE C COREPXKaHMEM H3JAHHs, COCTABICHHE
AHATUTHYECKOH POCIIHCH
17 | cuctematM3anus kaprodek Ha OTOOpaHHEIE JUid | OXJHA KapTouyka 2,0
BKMoyeHUA B CBA JOKYMEHTBI M0 THMAaM KaTaloroB
M KapTOTEK; MPOBEPKAa  HMHAEKCOB,  pacCTAHOBKA
KapTOUKH
Opramisaiis TeMaTHuecknx cnpapoyuHbix BJI:
18 | mpocMoTp, 0T6OP M CHCTEMATH3aAIHS AOKYMEHTOB /U |  OJHH AOKYMEHT 10,0
BKkmoueHHA B B, BROA HHpOpMaLMH
19 | pemaktHpoBanue BII: BHeceHue B GuOmuorpaguyeckyro OJIHA 3aMHCh L0
3amUCh  AOTONHeHHH M H3MEeHeHMid; HCKIoYeHHe
3amyiCH Ha BRIOBIBIIHE JOKYMEHTHI
20 | BBOJ HOBHIX pYOpHK ofHa pyOpHKa 1,0
Opranusauua monHorexcrosex bl
21 { npocMoOTp, OTOOP H NpeAMETH3AaUMA JOKYMCHTOB 14 | OJHH JOKYMEHT 10,0
BKIIOYeHHA B BJ1
Beon B B Oubnuorpaguueckux  3ammcei O(HA 3aIHCh
IIOCKONCYATHEIX H3JAHHH!
22 | IpH HAJTMYHH 3aTTHCH B 3ICKTPOHHOM KAaTaaore 2,0
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N Hopma
L HaunmenoBanne nponecca, onepanun, Coctas Eannnna
n/n patoTni H3MepeHHst Bpenvenn,
MHH,
1 2 3 4
23 | mpu cocrasneHHH HOBo# 6ubanorpagprueckoil 3amicu 6,0
24 impd  JOMONHHTENLHOM MOHCKE HHGOPMAUMH B 10,0
«HHTepHETE?
25 | CKAaHHPOBAHHE TEKCTA AOKYMEHTA ¢ PACMO3HABAHHEM; | OJHA CTpaHHIA 6,0
Hcnpagieune omubox
26 | penaxtapoBanne bJl; BHeceHue B Oubmuorpadrueckyio OZIHA 3aIHCE 1,0
3aUCh  JOMONHEHHH H HM3MeHEHHH; HCKIIOYCHHE
3aMMCcH M TEKCTa H3/IaHiA HA BHIGHIBLINE JOKYMEHTHI
Opraan3auus KapTOTEKH NePCoHaNM:
27 | ompeneneHue H COCTaBNEHHE NEPEUHA JIUII, CBEACHHA O | OOMH JOKYMEHT 20,0
KOTOPBIX OTpaXalOTCA B  KapTOTEKe; MNpocMOTp
HHGOPMAHOHHEIX H3HAHHH u MEPBHYHBIX
JOKYMEHTOB; 0TOOp JNOKYMEHTOB ANl BIUHOMCHHA B
KapTOTeKy
28 | TexHMuecKas 7| cofepxareNbHas o6paboTka | OOMH JOKYMEHT 3,0
JOKYMEHTOB JIJif BKSTIOUCHHA B KAPTOTEKY; paCCTaHOBKA
KapTouek no andasuTy (PAMHIHA aBTOPOB H 1O BHAAM
HOKYMEHTOB
29 | aeTanmzalMsa pasfACiOB; HANMHCAHHE M PacCTAHOBKA OJIMH 2,0
pazaenurenei pasAcHTETb
30 | pedaKTHpOBaHHE KapTOTEKH; BHECEHHE HCIPAaBNEHHH, | OAHH AOKYMEHT 1,0
AOTMONHEeHHH, H3IMEHEHHH
Opraaunzanug pakrorpadHyeckol KapTOTEKH:
31 | ompenenenne npeamera, o0OBEKYA KM OCHOBHBIX | OAMH AOKYMEHT 3,0
NPH3HAKOB JUIA OTpaXXeHHs B KapToTeKe; MPOCMOTD
H OTOOp JOKYMEHTOB [UIl BKNIOUCHHSA B KAPTOTEKY;
3aHECEHHEe OTOoOpaHHBIX CBEACHHH HAa KapTOUKH
HH)OPMALHOHEOIO MacCHBa
32 | peXaKTHPOBAHHE KAPTOTEKH; NMPOBEPKA MNPABHILHOCTH | OJMH JOKYMEHT 20
cBefleHul ¥ ykasaHuil 00 HCTOYHMKaX HH(QOPMALUH;
BHECEH# ¢ HCITPaBICHHH
33 | HamMcaHMe W PAcCTaHOBKA pasaeaIuTeNcH OIMH 2,0
pasAENuTENb
Oprasuzaiysg TEMAaTHIECKHX aNoK Fa3eTHBIX BRIPE30K:
34 | mpocMOTP H CHCTEMATH3AINS Ta3€THHIX BRIPE30K OfHAa BLIpE3Ka 3,0
35 | obopMireHHe BBIpE3OK AN XpaHEHHS B TEMAaTHYeCKHX | OJHA BhIpE3Ka 4,0
MalKax; KpaTKoe OlHCaHHe HCTOYHHKA
3.16.  CupaBoudan H wuH¢popMauHoHHas pabora. CnpaBouyHO-OuOIHMOrpaduueckoe
o0cayxuBaHHE
Tabnuua 57
Hopma
Ne HauMeHnoBaHue npouecca, onepanun. Coctap Ennnanna BpemeHn
n/n pabornr H3IMepeHHs ’
MHH.
1 2 3 4
[Ipnem 6ubinorpadbuydeckux 3anpocoB:
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Ne HanmenoBaHne npoliecea, onepauun, Cocras Ennnuna Hopwa
n/n paGoThl H3MEpeHHSA BpeMeHn,
MHH,
1 2 3 4
1 | mpuem OGubnuorpaduveckoro 3ampoca; YTOUHEHHE OIHH 3a1poc 1,0
TEMBI, HEeNeBOr0c H YHTATEIbCKOre  Ha3HAueHMs,
HOAHOTHI HCTOYHHKOB, THUIIOB, BUJIOB H
XPOHOMOTHYECKHX paMOK 3alpoca
BeInonHeHue cnpasok
Temaruyeckas cnpaBka: MOHCK B OTOOpP AOKYMEHTOB; | OAHA CIIpaBKa
cocTapaenne OHOMHOrpadUIECKOro ONHCAHHU:
2 | nuceMeHHaa cnpaska (110 HCTOYHHKOB) 10,0
3 | yctHas cripapka (1 BCTOYHHK) 2,0
AnpecHo-Oubnuorpaguueckas cripaBka: YCTAHOBIICGHHE |  OJHA CIIPaBKa
HaJIHYHst HIIH MECTOHAXOXICHHA JOKYMEHTa HWIH €ro
yacTH B poHAe GHOMHOTEKH:
4 | nucpMeHHas cnpaBka {1-10 nCTOUHHKOB) 10,0
5 | ycthas cnpaBka {1 HCTOYHHK) 2,0
YTouyHs0ias CApaBKa: YCTAHOBJCEHHWE H YTOUHCHMe |  OfiHa CRpaBKa
2J1eMEHTOB OHOIHOrPadhHYSCKOTO ONHCAHNUA:
6 | nucemennas cnpaBka (1-10 HCTOYHHKOB) 10,0
7 | yerHas cpaBka {1 HCTOYHHK) 2,0
daxrorpadpuueckas CTpaBKa: YCTAHOBJICHHE | OHHA CMpaBKa
KOHKPETHRIX CBeicHHH o coOmTHaAX, oO0beKTax,
NpoHEccax, fAaTax:
8 | nucpmenHas cnpaska (1-10 BcTouHHKOB) 10,0
9 | ycrHas cipaBKa (1 HCTOYHHK) 2,0
CocTapneHHe  TeMaTHUECKHX  OubaHorpadudeckux
CIHCKOB:
10 | mouck, oTOOP H CHCTEMATH3alHA JOKYMEHTOB, | OIRH HOKYMEHT 7,0
cocTaBIcHHe OubnuorpadhHIecKoro onucanus
11 | opopMneHne cnHcka; BLIBOA Ha MPHHTEP, OTHpaBKA MO OJIMH CIIHCOK 16,0
MEKTPOHHOH MMOYTe, KOMUPOBAHME HA CBEMHBIA
HOCHTEb NONb30BATENA
BeneHne (OHAA BLINIONHEHHEIX CIIPABOK:
12 | perucTpauys BEIROJHEHHON COPABKH B XypHaje 0JHa clipapka 2,0
13 { BBON TeMATHYECKOH CIpaBKH B JJNEKTPOHHBIH ApXHB | OJHA CIPAaBKa 2,0
BBIITOJITHEHHBIX CHPaBOK
3.17. Cnparounas u uHpopmauuoHHas pabota. butnuorpaduueckoe nHGopMHpOBaHHEE
Tabnuna 58
Ne HaumeHoBaHue npoliecea, onepaunu. Coctas EauHuua B;le:f::::l
n/n paGoTbl H3IMEepeHHNA !
MHH.
1 2 3 4
Buispnenue HHPOPMAIHOHHBIX noTpebHocTeH
CUCHHANHCTOB METOROM AHKETHPOBaHH !
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No
n/n

HanmenoBaHHe npoiiecca, onepaunt. Cocras
paboThI

Eannnua
H3MepeHHA

Hopma
BpeMeHH,
MHH.

2

3

4

OTIpeIENeHAHE KOHTHHICHTA notpeburenei
HH(opMaruy; paspaboTKa 3aiBOK Ul OINpPEAENEHUS
HHQOPMALMOHHEIX  3allpOCOB;  pacChlIKa  3a4BOK;
obpaboTka MOMYYCHHBLIX 3adBOK; COCTAB/IEHHE Ha
OCHOBE IOJYYEHHBIX JAHHBIX KapTOTEKH KOHTHHICHTA
norpebureneii HHGOPMALHH U MX HH()OPMANHOHHBIX
3aIpOCOB

OAHH

notTpeduTeNs

60,0

3axmoueHne ¢ aboHeHTaMu
HH}pOpMaLHOHHOE OGCTYXHBaHHE!

IOrOBOPOB  Ha

AHATH3 JAHHEIX O 3aHHTEPECOBAHHOCTH abOHEHTOB B
HHOOPMAMOHHOM  OOCNMY)XMBAHHH H  peXHMaXx
H30HpaTeILHOTO pacnpoCTpaHeHUs H
PETPOCTIEKTHBHOTO MOMCKA; 3aKIMIOUYEHHE H TEPECMOTP
AOTOBOPOB

OJIHH AOrOBOD

90,0

CeTH aBOHEHTOB
pacrpocTpaHeHHA

(bopmupoBanne
H30HpaTeILHOTO
(UPHU):

CHCTEMBI
nHpopMaUHH

OTIPEACIICHHE KOHTHHICHTa ab0HEHTOB cHeTeMBl YIPH;
BEISIBNICHHE THHOBBIX H HMHIAMBHAYANbHEIX 3alpOCOB
abOHEHTOB; M3y4eHHe, KIACCHDHKAUUI H MHJAEKCAUHs
3allpocoB; BBOJ JAHHBIX O 3aMpocax B aJpPecHYIO

KapTOTEKy

oMH aboHeHT

60,0

IMoaroToBka CHrHAILHOIO ONOBCIIEHHS B CHCTEME
HPH:

BBIABIIEHHE, TPOCMOTp H OTOOp MAaTepHAIOB W3
TeKYIMX [OCTYIDIEHHH; oTnpaBka HHpOpMAUHH
HOTpeOUTEITIO

OOHO
OTIOBEHICHHE

20,0

rpynnosoe Oubmuorpadnyicckoe nHGOPMHPOBIHHE

dbopMIpOBaHHE COCTABa Py aGOHEHTOB

oOuH aboHERT

10,0

YTOUHEHHE  TeMbl,  COTNacOBaHHE
HHGOPMALKH, BHAOB JOKYMEHTOR

HCTOYHHKOB

OAHA TEMA

20,0

Tlorck MOKYMEHTOB AA HH(OPMAIIUH, COCTABNIEHHE H
OTIpaBK2a ONOBEIICHHS:

OIHO
ONOBCUICHHES

MHCEMEHHO

10,0

YCTHO

10,0

OmnepaTHBHOE HHOOPMHAPOBAHKE IO 3AIPOCY:

topmMHpoBaHHe ceTH aBOHEHTOB; BBIABICHHE THMOBBIX
H HHAMBHIYAJNBHEIX 3aITPOCOB

oM H aboHeHT

5,0

10

H3YYEHHE M KNacCH(PHKAIUH 3aNPOCOB; BBOJ AAHHLIX B
aJIPECHYIO KapPTOTEKY

OJIFH 3aITpOC

7,0

Hanmcanue 0630poB 4 cipabBok

BriaBneHue u ot00p HCTOYHHKOB; 06paboTka H aHaNu3
0T00paHHBIX AOKYMEHTOB; HaNHCaHHe TekcTa o63opa /
CNPaBKH:

OJHH aBT. THCT




121

Ne
n/n

HaumeHosanne npouecca, onepaiun, Coctas
paboThI

EavHALIA
H3MEPCHHA

Hopma
BPeMeHH,
MHH.

2

3

4

11

MQ NCPBHYHLIM HCTOUHHKAM

6000,0

12

1o BTOPHYHLIM HCTOYHHKaM

4200,0

13

Habop ¥ dopMaTHpoBaHHE TeKcTa 0030pa / cpaBKy

OJIHa CTpaHMLA
(1800-2000
3HAKOB)

20,0

Opranuzauns H NIPOBEIEHHE YCTHBIX
dubnuorpadbnyecknx 0030pOB HOBHIX NOCTYIUICHHH

OT100op HOBBIX MOCTYIUICHHH NO 3apaHee 00bABAEHHOH
TEMATHKe; CHCTEMATH3aLMs HCTOMHUKOB IO TEMaM,
NPOCMOTP M AHAAH3  JOKYMEHTOB; MoAGOpKa
6ubnuorpaduyueckux OnMMcaHMi, KpaTKuX AHHOTaLMH,
pedrepaTos Ha oTOOpPaHHBIE HCTOUHWKOB; MOATOTOBKA
pyxonucH Gubsamorpaduueckoro 0630pa; KOMHYECTBO
NPOCMOTPEHHREIX H OTo0PaHBEIX JOKYMEHTOB!

oaun 0630pa

14

A0 50 BoKyMEHTOB

600,0

15

cBbINE 50 JOKYMCHTOB

1800,0

Tloaroroska OIOMICTERA HOBBIX HOCTYHJ'IGHHﬁ

QOupepeeHre TEMAaTHIECKHX IPaHHL MOHCKa H oT6opa
JOKYMEHTOB; co3jaHue pyOpukatopa OGHJIICTEHS;
BBIABACHHE H OTOOpP B MACCHBE TEKYLUHMX MOCTYIIeHHH
HCTOUHHKOB HHQopManun; mnonbopka aHHOTAlHA,
pedepaToB; KOMHUECTBO TPOCMOTPEHHLIX JOKYMEHTOB!

onHa OIONNEeTeHD

16

10 50 BOKYMEHTOB

300,0

17

cBhILIE 50 ZOKYMEHTOB

600,0

IToaroroska TeKymux Sudnnorpadpryeckux nocodui

BoiGop Temsl mocoGuA, BoisBleHHe W OTOOp
IOKYMCHTOB, (GOpPMHpOBaHHEe pa3genoB mnocodud,
aHHOTHPOBaHHE IOKYMEHTOB, noadopka
(akrorpaduyeckoro  Marepuasna,  WIMIOCTpaumi,
COCTABJICHHE TCKCTA, BCIOMOTATENBHBIX YKasaTenei,
KOMNLIOTEPHBII Habop, KOHCY/ALTalluK y
CMCUHANUCTOB HA paslWYHBIX Jranmax  paboThy,
o0cy)aeHne H JopaboTKa IO 3aMEHaHUAM

OAWH aBT. JINCT

18

COCTABICHUE 6ubnnorpaduueckoro ykazartend,
KATaNora, MyTeBORUTENA, CIIPABOUHHKA

15000,0

19

MOATrOTOBKA KOMMEHTapHeB, NPUMCYaHHI
NPOCBETUTENBLCKOTO  XapakTepa, He Tpebyrommux
CIIEHHANLHEIX HCCNEI0BaRHHi

6000,0

20

NMOArOTOBKA KOMMEHTApHeB, TMpHMeYaHHH Hay4dHo-
HCCNEAOBATEALCKOTO XapaKTepa

12000,0

Tonrotoska PETPOCTICKTUBHEIX Hay4Ho-
BCTIOMOTATENbHLIX GHOIMOTpaduIeckux ykazaTeaei:
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Ne
nn

HanmeHnoBanHe npolecca, onepanun. Cocras
paborsl

Exunnua
H3IMEpeHRN

Hopma
BpeMEHH,
MHH.

2

3

4

21

BRIOOp TEMBL, CO34AaHHE aBTOPCKOIO KOJUICKTHBA;
pazpaboTka HHCTPYKTHBHO-METOAUYECKAX
MaTEPHANIOB; BhiABACHHE H 0T6Op NOKyMEHTOB; paboTa
Haj OGubanorpadHyecKOH 3amuchiO; aHHOTHPOBAaHUE;
O6ubnuorpapuyeckas  IPYNNMPOBKA;  COCTABJICHHE
BCMIOMOTATENBHEIX  YKasaTene#l;  KOMMBIOTCPHEIR
Habop; obcykaenne u JopaboTka mo 3aMeYaHuIM

OAHH 4BT.TUCT

10080,0

CocTaBneHHe aHHOTHpoBaHHOro Gudnuorpaduieckoro
wm  Onobubnuorpapnueckoro  ykazarens — no
aKTYaNbHOH TEMATHKE ¢ XPOHOIOTHYECKUM OXBAaTOM OT
2 1o S ner:

OIOHH aBT.JTHCT

22

Ha PYCCKOM A3bIKE

10080,0

23

¢ BxmodeHHeM oT 30% o 40% obbreMa nmyCnukaunmi
Ha MHOCTPAHHBIX S3BIKAX

12600,0

24

COCTaB/IEHHE aHHOTUPOBAHHOTO OuONworpaduueckoro
yKazarens MHOTOOTPACIICBOTO COJIEPKAHMA
¢ XpoHONOrH4YecKHM oxBatoM 10 100 ner, TpeGyromero
CIUIOIIHOTO MPOCMOTPa JOKYMEHTOB, IOUCKA CIOKHBIX
OnOnnorpadHIecKhx H3gauni

OOHH aBT.JTMCT

21000,0

CocraBneHue
Hubnuorpapuyeckux CIHCKOB

PCKOMCHEATCIIBHBIX

BeiBAGHHE cOpoca MoTpeGuTeNcH, ompereneHue
TeMEI, OTOOp HOKYMEHTOB, COCTaBJICHHE OUYEpKa,
KOMIBIOTEPHBIH HaO0p, BHECEHHE UCTIPARJICHHIA;

OJHH CIIHCOK

25

no 10 zanuceit

30,0

26

ceeie 10 zamuceii

30,0

IToaroToBsKa aHAHTHYECKHX 0030poOB

Boinenne u  or0op AOKYMEHTOB, TMOATOTOBKA
pyOpHuxaropa, H3Y4eHHE U OUCHKA NOKYMEHTOB,
CHCTEMAaTH3aLHA MaTepHaia, COCTABJICHHE
AQHAIMTHYECKOro  0030pa, KOMMOBIOTepHBIH Habop,
obcyxaeHUe H AopadoTKa 10 3aMEUARUAM:

OJHH aBT.JTHCT

27

0 N¢PBHYHBIM HCTOYHHKAM Ha PYCCKOM A3LIKE

10080,0

28

110 CMEIIAHNBIM NICPBHYHEBIM BRCTOYHHKAM

12000,0

29

110 NEPBUYHEIM HCTOYHHKAM Ha HHOCTDAHHBIX A3BIKAX

13800,0

CoctabneHue axcnpecc-uHGpopMarn:

30

BBABNEHHEe U oTOOp Marepuana  Io
CHCTEMATH3AIHSL; KOMIBIOTEPHBIH Habop

TEME,

OJHH aBT.JIHCT

4500,0

Cocrasnenne pedepara:

31

HU3y4YEeHHE M aHAIH3 NOKYMEHTA; COCTABMIEHHE TEKCTA
pebepara;  KOMIOBIOTepHBIT  Habop,  BHECeHHE
HCIPaBICHHR

OJHH ABT.JTHCT

6600,0
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3.18. Hayuno-meroauyeckas pabota

Tabnuua 59

HaumeHoBanue npouecca, onepaunn, Cocras
pAtoTH

Ennanna
H3MEpECHHSA

Hopma
BpeMeHH,
MHH.

2

3

4

TIloproroBka MeToau4ecKux NOcobUil, peKoMeHAAIH#:

pa3paGoTKa HOBOM TEMEI, H3YYE€HUE TEMBI, BLIABICHHE
M aHamu3 JOKYMEHTOBR IO TeMe; YHTAaTeNbCKoe H
LENeBOe  HA3HAYeHHe HOcOoOMA,  PEeKOMEHIAlMii;
COCTaBJIcHHE MPOCHEKTA; HATHCAHHE TEKCTa

OJIMH aBT.JTHCT

18000,0

MomudHKauma  paHee  paspaloTaHHOH  TEMBI;
BBIABJIEHHE H H3YYeHHE HOBBIX JOKYMEHTOB H
HakoIUIeHHOro OHONHOTeKaMH ONbITa IO TeMe
nocobud, peKoMeHJalMH; YTOYHEHHe, BHeCeHHe
H3MEHEHUH B CTPYKTYPY H BTEKCT B COOTBETCTBHH ¢
DOCTHIKEHHAMH OHUONHMOTEYHOH TEOpPUH W TNPaKTHKH;
nopaboTka / nepepaboTka TeKcTa

OJJUH aBT JIUCT

10200,0

PaspaboTtka  JOKYMEHTOB, PErAaMEHTHPYIOINX
NEATEALHOCTD OMONMOTEK, MONOKEHUH, WHCTPYKUHI,
NPOEKTOB MOCTAHOBJIEHHH, YCTaBOB, 3aKOHOJATEILHBIX
aKTOB:

paspaboTka HOBOM TeMBI; BBLIABIEHHE, H3YUCHHE,
aHanu3  NCHCTBYIOIIMX  JIOKYMEHTOB IO TeMe;
HanHcaHHe TeKCTa MPOoeKTa NOKYMEHTa; 00CYKACHHE H
ampobatis  DokymeHTa B OubamHoreke;, popaboTka
JOKYMEHTa; IOATOTOBKA K YTBEPKIACHHIO

OAHH aBT.JIHCT

20400,0

momudHKauusg panee pa3paGOTAHHOTO HOKYMEHTa;
aHANH3 H OLICHKA NOKYMEHT2; MOHCK M OTOOpP HOBBIX
OCHCTBYIOIUMX JAOKYMEHTOB II0 TeMe;, BHECEHHE
H3MEHEHHMH B TeKCT JOKYMEHTa; oOCyXIeHue H
JopaboTKa JOKYMEHTA; HOATOTOBKA K YTBEPKACHHIO

OIHH aBT.THCT

9000,0

PaspaboTka y4eTHRIX dopM, Tabmun, 0dpasyos:

yTOYHEHHe NpeaMera, 00b€KTa, CONEPKaHHUA YIEeTHOM
¢opMe1, Tabmuugl, o0pas3na; oT0Op W CHCTEMATH3AINA
noxasarteeii; paspaboTka MakeTa yueTHOH ¢OpMEI,
tabauup,  obpasua;  oOCyKIOeHHEe — JOKYMEHTa,
HNOATOTOBK2 K YTBEPAIECHHIO

OOHH aBT.JIHCT

9000,0

CocTaBneHHe  peKOMEHJAUMili N0  BHEAPCHHIO
perJIaMeHTHPYIOHIHX AOKYMEHTOB B IIPakTHKE:!

paspaboTka METOJIMYECKHX peKOMEeHJalnii,
HHCTPYKIHH, IUIAHOB IO BHEAPEHHIO HOPMAaTHBHOH
JOKYMEHTAlMH; IOATOTOBKA TEKCTA

OOHH aBT,JIMLCT

16500,0

IToaroroeka NHCHMEHHBIX KOHCYNBTalHiH,
METOAHYECKHX TTHCEM:

BEIIBJICHHE H aHAMH3 JOKYMEHTOB IO TeMe; H3YUeHHE
n obobmenue onnira paboThl GHONHOTEK; MOATOTOBKA
TEKCTa; 00CYKIeHHe H AopaboTKa TeKcTa

OAHH ABT.JIHCT

10200,0
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N Hopma
0 HauMenoBaHue mponecca, onepanyn. Coctas Eawuuna
n/n padoTnI H3MepeHus Bpemerm,
MHH.
1 2 3 4
TloaroroBka 00630poB AearebHocTd OubnuoTek Mo
OIpEENEHHOA TEMATHKE:
8 |onpesenenve TeEMB MW XPOHOJNOTHYECKHX [IDAHMIl | OAHH ABT.JIHCT 10800,0
0o030pa; BBLBJCHHE, HNpPOCMOTP, OTGOp H  aHaju3
JOKYMEHTOB 10 TeMme o0030pa; NOATOTOBKAa TeKCTa;
obcyxneHHe U JopaboTKa TEKCTa
Peneusuposanue HaY4HBIX, METOIUIECKHX,
HHPOPMALIHOHHBIX H APYTHX MaTEePHAJIOB:
9 | dyreHHEe peneH3UpyeMOro MarepMana; OUEHKA €ro B | OAHH aBT.JIMCT 900,0
LETIOM, OTHAEJBHEBIX 9acTeid; YCTAHOBJICHHE
COOTBETCTBHA YHTATE/IBCKOMY " HeAeBOMY
HA3SHAYEHHIO, HAYYHBIM H METOIHYCCKHM TPeOOBaHHAM
10 | HamHCaHHE pelIeH3HH OJHH aBT.JIUCT 1500,0
IoaroToBka nekUmi, KOHCYNBTAHI
PazpaboTka miaHa JIEKIHH, KOHCYNbTALHH, NOOOOpKa
JMTEPATYphl, COCTaBeHHE CHHCKA  JIHTEPaTyphl
K NIEKI[MH, KOHCYNBTAllHH, MOATOTOBKA TEKCTA:
11 | nepBUYHAS JEKIHA ONHAa NeKIHs 1800,0
12 | moBTOpHasA JIEKIHA, C YI€TOM HOBOTO MaTepHala OAHAa NEKIUS 360,0
13 | mepBHYHAas rpyNNoOBas KOHCY/IBTALHS OIHa 1500,0
KOHCYBTAlUMs
14 | moBTOpHAA rpyNNoOBas KOHCYJIBTAHKS ¢ YIETOM HOBOTO o/JHa 300,0
MaTepHATa KOHCYJIbTAUHS
15 | yeThas HHAKBHAYAIbHAS KOHCY/IBETAIHA OIHA 600,0
KOHCYJIBTAIHS
[lpoBeaeHHE TPaKTHKYMOB, CTaXXHPOBOK
OnpeaencHue TEMBL, 3a7aHus NpaxTHKYMa,
cTaXHpOBKH (7-10 aHeil), BLIABIEHHE NHTEPATYPHl HO
H3Y9a€MOMY  BOIIPOCY,  COCTABICHHE  rpafHKa
NPOBEACHUSA 3aHATHH, HOATOTOBKA 3aK/IICYCHHA O
NPOX0KICHHH NPAKTHKYMA, CTAXXHPOBKH:
16 | mpakTHKYM (HHAWBHIYANBHBIH, IPYNNoOBOi) OIINH NMPaKTHKYM 2400,0
17 | craxxupopka (MHAMBHIYaNbHad, TPYRNOBaA) OJIHA CTAKHPOBKA 2700,0
[IpakTHKa  CTYACHTOB  BBICIIHX H  CPEOHHX
CHeNHANbHBIX Y4eOHEBIX 3aBeICHHH
18 | moaroToBka M opraHusalus NPAaKTHKH CTYAEHTOB (JO | OAHA IPaKTHKA 5400,0

30 nmeii); paspaboTKa IUTaHAa NPaKTHKH, COrVIACOBaHNE
€r0 C PYKOBOAMTENEM TMNpPaKTHKH; COCTABICHHE
rpadmuka TocCelIeHHsA CTPYKTYPHBIX NOApa3feNeHHii;
OpraHH3al¥aA NPaKTHUECKHBX B3aHATHH; MNoABEACHHE
MTOrOB  TNPAKTHKH, COCTABJICHHE  XapPaKTEPHCTHK
NpPaKTHKAHTOB
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Ne
n/n

HanMmenosanue nponecca, onepanun. Cocras
paboThi

EanHuna
HIMepeHHS

Hopma
BPECMEHH,
MHH.

2

3

4

[loceinenne GuOMHOTEK, BBIE3AB B KOMaHAHPOBKH ©
LUENBI0 H3Y4YeHHA paloThl H OKa3aHHA METOIHYECKOH
TMTOMOLIIH:

19

AOATOTOBKa K KOMaHAHPOBKE; YTOUHCHHE CPOKOB H
nenedl KOMaHAWPOBKH; O3HAKOMIICHHE ¢ JOKYMEHTAMH
H MATEpPHAJIaMH MPEObIIYLINX BBIE3AOB M MyOuHKanui
B NEYATH; COCTABICHUE IUTaHA KOMAaHAHPOBKH

0JHa
KOMAHTHPOBKA

660,0

20

COCTaBJICHHE OTYETa / CIIPaBKH O MPOBEACHHOI paboTe

ONHH OTYCT

1200,0

21

COCTABJIEHHE  aBAHCOBOTQ  OTYETa, 3amONIHCHHE
OTHETHOTO DJIAHKA

OMHH OTYCT

60,0

PaboTa HayuHQ-OPraHH3aHOHHOTO XapaKTepa:

22

NOAYOTOBKA M MPOBEICHHE TEOPETHYECKHX, HayuHO-
NPaKTHYECKHX KOH(EpeHUHi; onpelenenne cocTasa
OPTKOMHTETA W YYacTHHKOB  KOH(epeRuun;
dopMUpoBaHHe 4 YTBEPKACHUE NPOrpaMMEI;
OpTaHH3ALMOHHEIE MEPOTIPHATHA; BRIPabOTKa HMPOEKTa
PEKOMEH AL, (HHAHCOBO-XO3AHCTBEHHOE
obecrieyeHHe; aHATU3 U OLIEHKa paboTel KoH(EpeHLNH;
NOABEICHHE HTOTOB

OJIHO
MEpONpUATHE

6000,0

23

MOATOTOBKA H MPOBEASHHE CEMHHAPOB, KPYTIBIX
CTOJIOB; ONPENECNICHHE COCTaBa YYacTHHKOB, CPOKa H
MEcCTa MPOBEACHHA MEPONpPHATHI; (OpPMHPOBAHHE H
YTBEPKACHHE NpOTpaMMBI; HHPOpPMALHOHHOE
obecrieueHHne; BHIPa0OTKA NpOEKTa PEKOMEHJANNi;
aHAJTN3 H OLEHKa MEPONPHATHI

OLHO
MEpOTPHATHE

3000,0

[Mpumevanne:
- TpH TPOBENCHHH MEPONPHATHH Ha MEXAYHapOOHOM YPOBHE K HOPME BPEMCHH

TpUMeHseTcs nosblnatomuit xoapdunuent 2,0, Ha deaepansHoM yposue — 1,85;
- BpEMA MPOBEJEHHMA JNEKIMH, KOHCYIbTALMH, NPAKTHKYMOB, CTaXKHPOBOK, IMPAKTHK,
npeOhIBaHUA B KOMaHIHPOBKaX, NPOBEAECHHS KOH(pEPEHIIHH, CeMHHApPOB, KPYTTILIX CTONIOB H BPEMA,
CBA3aHHOE C H3IAHHEM MATEPHAIOB KOH(pepeHLuH, CeMHHApOB B HOPMY BPeMEHH HE BXOJAT.

3.19. PepakuuoHHO-H3AATeNbCKasA paboTa

Tabmiua 60
Ne HanmeHoBaHHE Opouecca, onepann. CoctaB Exunnua Hopma
n/n pabothi H3MepeHus BpeMetH,
MHH.
1 2 3 4
TloaroToBuTENLHLIN >TaN:
1 | yqactne B COCTARIECHHH TEMATHHECKOTO OHA TEMA 45,0
(usnarenbckoro) fiaya, fiT1aHa pPacCHUIKH,
COTJIacOBaH{e TeM W3BAHHHA, aBTOpOB / aBTOPCKHX
KOJITEKTHBOB
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Ne
n/n

HaumeHoBaHHe npouecca, onepaunu, Cocras
padoTbI

Eanauna
H3MEpPCHHA

Hopma
BpEeMeHH,
MHH.

-

2

3

4

obcy)XIeHHe ¢ aBTOPOM TeMBHl M XapakTepa
3aKa3BIBAEMOTO MPOH3BEACHHUS, OCHOBHBIX TpeOOBaHHIH,
KOTOPEIM HOJDKHO YIOBNETBOPATH NPOH3BENEHHE H
YCTOBHIH aBTOPCKOTO BOSHAIPAXKIECHHUS

OOHH aBT.NHCT

30,0

OGC)’)K.I[CHHC H YTBCPKICHHC IJIaHaA-TIPOCTICKTa
H3gaHHUA

OJHH ILIaH-
APOCTIEKT

30,0

3aKiIIOYEHHE JOTOBODA-3aKka3a (B CNyyae BHEUIHETO
aBTOpA) MEXY aBTOPOM H OHOAHOTEKOMN ¢ yKazaHHEM
obbeMa ¥ CPOKOB HMOATOTOBKH W CHAYd PYKONHCH B
PEAAKUMOHHBIA OTOEN

OOHH AOTOBOD-
3aKas

20,0

COCTaBJIEHHE HOTOBOpA Ha mepeaavy Oudnuoreke npasa
BOCIIPOM3BOAMUTL  [POH3BCACHUE B BHIOPAHHOM
oubnuotekoi bopmMate

OCAHH DOTOBOP

20,0

O3HAKOMJICHHE c aBTOPCKHM OpPHMTHHANOM
{pyKONHCBIO), MNPHHATHE peHIeHHs O Nepeaade
PYKOIIHCH B MPOH3BOACTBO HIH © HEOOXOAMMOCTH
a0paboTKH

OJHH aBT.NHCT

120,0

cocTaBieHue rpadHKa NpPOXOXKACHHA PYKONHCH B
oTaene

OOHH rpadHk

20,0

PenaknyoHHbIil 3Tan:

OIHH ABT.JJHCT

peIaKIHOHHAs! obpabotka: JHUTEPATYPHOES,
TEXHUYECKOE H  CNEHUANBHOE  PEHAaKTHPOBaHHE
PYKOMHCH, Halop HW/HIM DepenedaTka, MNOArOTOBKA
U3IATENBCKOTO  OpurHHana  (BHIOOp  TEXHONOTHH,
U3TOTOBICHHE 3aKa3a H CO3NIAHHE MAKETA W3IaHHA)

780,0

KOHCTPYKTOPCKO-0QopMHUTENbCKast paboTa:
NPOCKTHPOBAHHE BHJA H3JAHHA H €ro CTPYKTYpHL;
noabopka ¢opMara U Mapku Gymard, GopMara mojoc
M3MAHHA, TAPHUTYp H Kernelh wpudita, onpelencHue
XapakTepa M 4HMcla  WUNOCTpaudii, d¢opmara
opopmicuua, BHAA OONOXKKH WIH  DNepenieTa;
NPOEKTHPOBAHHE BHELITHETO OQOPMIIEHH S H3JAHUS

660,0

10

NPpOM3BOJACTBEHHBIN 23Tan: BeIGOp Ronurpadmyeckoii
Gasel; pacuer NOTPeOHOCTH B MaTcpHajax;
COCTABNEHHE MpEeNBAPHTENBHON KanbKyNALMH 3aKa3a;
ONpeleNecHHE  CTOMMOCTH  H3JaHHusi; paspaloTka
rpapHka MPOXOXKACHHA 3aKa3a HA NOMUrpadHUYecKOM
NPCANPHATHH; 3aKJIIOUEHHE JOTOBOPa ¢ THHOrpadguei

OIOHO H3JAaHHEC

360,0

Penaxmpoaaﬂne HAYYHBIX H MCTOIHYCCKHX
MAaTCpHAJIOB

IlpoBepka H WcHpaBleHHE PYKONHCH B IPOLECCE
MOATOTOBKY €€ K I€YaTH; YCTaHOBKa COOTBETCTBHS
TEKCTA HAYYHBIM H JIMTEPATYPHBIM TpeGOBaHHAM,
dopMe H  UENEBOMY  HA3HAYEHHIO  H3LAHUA,
COTNAcOBAHHE BHOCHMBIX HCHPABICHHH C aBTOPOM,;
A0PabOTKa PYKOMHCH:
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Ne HaunmeHoBaHHe nponecca, onepauud. Cocras Eaunnna B:I::;;,
n/n patoThI H3IMEPEHHS ML
1 2 3 4
11 | penaktupoBaHre MoHorpadmu#i, cOOPHHKOB Hay4HBIX | OIWH aBT.JIHCT 3480,0
TPY/IOB, HAYYHBIX OTYETOB, IPAKTHYECKHUX NOCOGHH
12 | penakTHpoBaHME METOAUYECKHX MaTEPHaNIOB | OMHH aBT.JIHCT 3000,0
(MHCTPYKTHBHO-METOAHYECCKHE HHCBMA,
PEKOMEHTAIHH, KOHCYIbTAllHH, 0030pBI AeATeABHOCTH
6uOIROTEK)
13 | penakTHpoBaHHE JOKYMEHTOB, pETJIAMEHTHPYIOIIKX | OMHMH aBT.JIMCT 2940,0
JACATCIIBHOCTE CTNEHHANbHBIX OubanoTexk A Cnenbix
(ycTaBOB, NNOJNOKEHHH, HHCTPYKIHH)
14 | peAaKTHpOBAHHE CTATHCTHYECKUX TabNMI, YUYETHBIX | OOMH ABTJIMCT 2400,0
OpM, 06pazlos
15 | penaxTHpoBaHHe MaTepHATIOB KOH(epeHIu# | OOMH aBT.JIMCT 1200,0
(moKnagoB, coOOIEHHI)
Penaktupopanue  Oubmuorpapuueckux  nocobwui,
peTPOCHEKTHBHEIX Hay4YHO-BCIIOMOTATEIBHBIX
ykasateneii,  0030poB,  cnpaBok,  pedeparos,
AHHOTALMH:
16 | penaxTupoBaHue  OubGnuorpaduvecknx  mocoOMii | OMMH aBTJIHCT 3000,0
(rematudeckux  Oubnuorpadguueckux  ykasaTenedd,
CIPaBOYHHKOB)
17 | penakTupoBaHHe PETPOCMIEKTHBHEIX HAy4YHO- | OIVH aBT.JIHCT 2280,0
BCIIOMOTaTENEHBIX YKa3aTeneH
18 | pegakTupoBaHHe aHAIMTHYECKHX O0030pOB, CNpPaBOK, | OMAWH aBT.JIMCT 1200,0
aHHOTanuit, pedepatoB, CBOAHBIX pedepaTHBHBIX
0030poB, 3Kcnpecc-AHGOpMaNHi
19 | penaktHpoBanHe OubIHOTpadhUECKHX 3anACEH OJiHA 3a7IHCh 5,0
20 | KOHTPONBHOE PeAAKTHPOBAHHUE OJ{Ha 3allHCh 7,0
MamusonHCHEIE paboTsl, BEINTOJIHAEMBIC B
ABTOMATH3HPOBAHHOM PEIKHME
Habop Ha xoMIIBIOTEpE:
21 | Tekcra ¢ nucra 0JIHa CTpaHHULa 20,0
(1800-2000
3HaKOB)
22 | oubnuorpadudeckoe ONHCAHHE O/IHO ONKCaHHE 5,0
IpaBka Ha KOMIIBIOTEPE, BEPCTKA HA KOMIBIOTEPE:
24 | Tekcra O/IHA CTPaHHLA 10,0
25 | Gubnuorpaduieckoe onUcaHHe OJlHA CTpaHHUA 2,0
26 | BHIBOJ| TEKCTa HA MPUHTED, pacneyaTka OJIHA CTPaHHIA 2,0
27 | sbiBon hopM TA0NHI HA MOHHTOP OJIHA CTPaHHLA 2,0
28 | HanonmHeHnune TabnuL coaePKAHHEM oflHa Tabauua 18,0

[MpuMeyanue: NMpH PeNaKTHPOBAHHH CMEMIAHHONO TEKCTa K HOPME BPEMEHH IPHUMEHAETCA
nosbImariu#i xoagduumeHtT 1,2.
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3.20. [Tepeson u nepepaloTka MEUATHEIX TEKCTOB ¢ HHOCTPAHHBIX S3LIKOB HA PYCCKHMH H €
PYCCKOTO HA HHOCTPAHHbIE S3bIKH

Tabnuna 61
Ne Hanmenosanue npouecca, onepanun. Cocras Eaunnna B;I:bf:::l,
n/n paGoTel HIMEpeHHn MIH.
1 2 3 4
[MepeBon TeKCTa ¢ MHOCTPAHHBIX A3LIKOB HA PYCCKHM
A3BIK
Utenne OpHCHHANA, aHAMW3 TEKCTA, Pa3MeTKa €ro ¢ ONMH aBT.JIHCT
BOUIBJICHHEM TpPYOHBIX TEPMHHOB, TPaMMaTHUYESCKHX
KOHCTPYKIHH, JIEeKCHYECKHX OO0OpOTOB, LEXOBBIX H
WARPOBBIX TEPMWHOB:
1 | nonHwIl NUCHMEHHBIH MEpEeBO 3360,0
2 | coxpameHHslii nucbMedHBIH nepepoa oT 30% mo 50% 3600,0
00beMa TeKeTa
3 | BEIOOPOYHBIH NHCBMEHHBIH NEPEBOA 3120,0
[Teperoa TekcTa ¢ PYCCKOro A3bIK2 Ha HHOCTPAaHHBIE
A3BIKH:
4 | moJHBIH NACLMEHHEIH NEPEBOJ OJHH aBT.JIHCT 3840,0
TepmuHonornyeckas paboTa TNpH  BBIOJIHCHHH
MHCLMEHHOTO NEPEBOA;
5 | nOMCK OTMEUYEHHBIX B OpPHIHH&NC HE3HAKOMBIX HIH | OOMH TEPMHH, 1500,0
HEMOHATHBIX TEPMHHOB H COKpailcHHH B CIOBapHO- OJHO
CTPaBOYHOH nuTEparype; nonGopka COKpailleHHe
COOTBETCTBYHOILIETO TEPMHUHY 9KBHUBAJICHTA,
pacuinppoOBKa COKpaLCHH#H
KoHcynbranuus nepeBoJ4nKa CO CCIHANICTAMH:
6 | BrIACHEHHEe NMPABHABHOrQ H2JOKEHHA JacTed TeKcra no OJIHA 2700,0
MaNO3HaKOMOH TeMaTHKe; YTOYHCHHE COOTBETCTBHA | KOHCYNbTaUHA
MepEBOa OPUTHHANY
Cocraenenne 6nbnnorpapHyeckoro OMACaHu:
7 | cocraBneHue 6ubnuorpadmyeckoro onHCcaHud | OZHO OIHCAHHE 720,60
NEPERCAR
AHanu3 M BHeCEHHE H3MEHEHHH B TEKCT IepeBona
NOCJIe pacneyaTKH:
8 | npoBepka TNPaBUILHOCTH PacIOIIOXKEHAS | ORUH aBT.JIHCT 240,0
OTIECYATAHHOTO TEKCTA; CBEPKA C PYKOMHCHIO; IPABKA
Texnanueckoe odopMilcHIE NEPEBOAOB:
9 | BHeceHHE B TEKCT MEPEBOMA CHMBONOB H BCTaBOK Ha OHO 3,0
HHOCTPAHHOM A3bIKE BIHCHIBAHHE
10 | BHecenue pricynkoB, Tabmin, opMyn OJHa BCTABKA 4,0
TlepeBoa 3aroNIOBKOB CTaTeH H JOKYMEHTOB:
11 | nepeBon U 3allHCH 3aroJIOBKOB OIMH 3aros10BOK 12,0

[Tpumeyannue:

- HOPMBI BPEMEHH NpPeyCMaTPUBAOT BBINOIHEHHE NEPEBOAOB ¢ HHOCTPAHHOTO A3BIKA WIIH
Ha HHOCTPAHHBIH, KOTOPHIH Yy MEpPeBOAYMKA HABAACTCA OCHOBHBIM (MO 00pa3OBaHHIO HIH
[PHMCHCHUIO);
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- MPpH BBITOJHEHHH NEPEBOHOE ¢ APYIHX A3LIKOE HIH Ha ApyrHe, NOMHMO OCHOBHOTO, K

3.21. Pabota no BBIYCKY ManOTHPaXHBIX H3JAHHH CHELMANbHBIX (OpPMATOB

Tabmuua 62
Hopma
Ne HanmenoBanue mpouecca, onepanun. Cocran Eauunua B enl:e}m
n/n patoThi H3IMepeHus p ’
MHH,
1 2 3 4
BocnpouspeaenHe MNIOCKOMEUATHOTO JOKYMEHTa B
penbedHO-ToUeHHOM opMare
Pabota ¢ TeKCTOM MIOCKOMEYaTHOrO AOKYMEHTa Ha
GYMaXHOM HJIH 3J€KTPOHHOM HOCHTENE:
1 | KOMIBIOTEpHHIil Habop TEKCTa BpYIHYIO OJJHa CTpaHHLa 20,0
(18002000
3HAKOB)
2 | ckamMpoBanHe M pacno3HaBaHHE IUTOCKOMeyaTHoro | OAHA CTpAHHLA 4.0
TeKCTa (1800-2000
3HAKOB)
3 |szarpy3zka daiina ¢ MIOCKOMEYATHHIM AOKYMEHTOM B | OHHA CTpaHHLA 0,5
KOMITBIOTEP (1800-2000
3HAKOB)
4 |ureHHe  MNOCKOHEYaTHOTO  TeKCTa W BHeCeHHe | OAHA CTpaHHUA 5,0
HcmpaBicHHH (1800-2000
3HAKOB)
5 | usMeHeHHS TeKCcTa H3 ¢opMaTa HOKyMeHTa B | OHHACTpaHHLA 1,0
9NMECKTPOHHBIH (opMat (1800-2000
3HAKOB)
6 |uyTeHHe  KOHBCPTUPOBAHHOTO  TEKCTa,  BHecenHe | OAHA CTpaHHua 7,0
HCTpaBeHul (18002000
3HAKOB)
7 | npuBedeHHe TEKCTa B COOTBETCTBHE TpaBHJaM IMHCHMa | OJAHA CTPaHHLA 13 muH.
1o cucteMe Bpaiina (26 ¢Tpok x 30 3HaKoB) (1800-2000
3HAKOB)
PaccTaHoBKa MOPAAKOBBIX HOMEPOB CTPaHHULL
8 | B aBTOMATH3HPOBAHHOM peXKHUME OJHa onepands 0,5
9 | nocTpannyras paccTaHOBKA B PYYHOM DEXKHME 0JHA CTPAHULIA 1,0
10 | BeIBOA TekcTa Ha OpaliNeBCKHii MPHHTEP; pacmedaTka OIMH JIACT 2,0
(ABYXCTOPOHHAS)
Pabota ¢ nnockonevwaTHo#i HOTHOM 3aUCHIY:
11 | xoMnetoTepHBId HabOp (¢ NHCTA) HOTHOH 3aMHCH [0 | OXHA CTPAHHIA 40,0
cucteMe bpating Bpyunyio
12 | ckaHUpoBaHHME M pacMO3HaBaHHE Ha CHenHaTbHOM | 0JHA CTPAHHIA 3,0
OpaiiIeBCKOM CKaHepe
TIpoBepka HOTHOH 3aNMCH, BHSCEHHE HCIIPABRJICHHI: OlHAa CTpaHHLA
13 | noTHas 3aMiCh, HAOpaHHAs BPYYHYIO 60,0
14 | HOTHAA 3amMUCE, MOMYUCHHAS CO CKaHepa 20,0
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Np Haumenonsanue npouecca, onepaund. Cocras Eaununa BII;[::::;,
n/n paGoThi HIMEPEeHHA B
1 2 3 4
15 { npuBeaeHHe HOTHOMN 3amHCH B COOTBETCTBHE NpPaBHIaM | OJHA CTPaHMLA 15,0

3aMACH HOT Mo chucTeMe Bpaitna (26 crpok X 32 3naka)
PaccTaHOBKa NOPAAKOBBIX HOMEPOB CTPaHMIL:
16 | B aBTOMATH3HPOBAHHOM PEXHME OHa Onepailng 0,5
17 | nocTpaHU4HAs PAaCCTAHOBKA B PYYHOM peXHMeE OJHa CTpaHHLIA 1,0
18 | BBIROA HOTHOH 3amucH Ha OpaiineBckHit MNPUHTEp; | OJHA CTPaHHIIA 0,7
pacre4yarka
Cozanue mIockoneyaTHod o6noxkn
KoMnbloTepHBIH Ha0Oop TEKCTAa BPYUHYIO! ofHa 00NoXKKa
19 | Tpu sneMenTa ONMKUCaHHS (AaBTOP, 3alABHE, BBIXOAHEIC 3,0
JlaHHBIE)
20 | ueTslpe H Ooiee INEMEHTOB ONMHCAHUS 4,0
21 | cKaHHpOBAHHE K PACIIO3HABAHHE TEKCTA OftHa 0ONOXKKa 3,0
22 | BHeceHue ucnpaenenuii u opmarupoBanue oztHa 00I0KKa 3,0
Tiuzaitt 06I0XKKH: OftHa 00NoXKa
23 | 6e3 MunocTpaLHi 1,0
24 | c punocTpanuamMu 2,0
25 | BEIBOA 0GJIOXKKH Ha MPHHTED, pacHeyaTKa OJHa CTpaHHua 1,0
Cospnanne  janepoit W oOOpOTHOH  CTOpOH
IIOCKONEUATHOTO THTYABHOTO JIHCTA:
26 | XOMDBIOTEPHEIH HA0OP TEKCTA BPYUHYIO OIUH THTYNBHBIH 10,0
JIHCT
27 | cKaHMpOBaHME M PACHO3HABAHMHE TEKCTA OJIAH THTYABHLIH 6,0
JHCT
28 | BHeceHHe HCnpaBNeHHI U POPMATHPOBAHHE OJMH THTYJIBHBIH 6,0
JHCT
29 | paspaboTka Ou3aiina THTYNLHOTO JIHCTA OJIMH THTYTbHBIH 1,0
JIUCT
30 | BEIBOA THTYJILHOTO SIHCTA Ha IIPHHTED OJIHH JIUCT 2,0
Cosnanne nuuesod W oOOpOTHOH CTOPOH penbedHO-
TOYEYHOI'0 THTYNIBHOTO JIHCTA!
31 | koMmBIOTEpHBLE HAGOP TEKCTA BPYUHYIO OHH TATYNBHBIHA 10,0
JIHCT
32 | ckaHHpoBaHMe W pAaclo3HaBaHHe ILIOCKONEeYaTHoro | OAHH THTY/IBHEIH 6,0
TEKCTa JHHCT
33 | BHeCcHHE HCIIPABICHHAH OJHH THTYNbHbIH 6,0
JHCT
34 | usMeHeHHe TekcTa W3  ¢QopMaTa [HOKYMEHTAa B | OXZHA ONEpalus 1,0
HNEKTPOHHBI Qopmar
35 |ureHMe  KOHBEPTHpPOBAHHOTO  TEKCTa;  BHECEHHE | OAHA CTpaHHLA 2,0
HCIIPABICHHH
36 | mpuBemeHHe TEKCTAa B COOTBETCTBHE C TMpaBWJIaMM | ORHA CTpaHHUila 6,0

nuchbma no cucreMe bpaitns (26 crpox X 30 3HAKOB)
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Hopma

Ne HaumenoBanue npouiecea, onepaunu. Cocrap Eannnna BpeMent,
n/n paboTsi H3MEPCHHA MHEL
1 2 3 4
37 | BBIBOA TEKCTA Ha OpaliIeBCKUI MPHHTEP OJHH JIHCT 2,0

BocrpoussecHHe IIOCKONEYaTHOH WILTIOCTPaLiH B
penbedHo-rpahudeckoM Gopmare:
38 [ cKaHUPOBaHUE MNOCKONMEYATHOH HIIAIOCTPAlHH OfHa 1,0
HIUTIOCTPALHS
O0paboTka WLTIOCTPALHH: ofHa
HJUTIOCTpaLHs]
39 | obpaboTKa rOTOBOTO KOHTYpA 10,0
40 | co3znanne HOBOrO KOHTYpa 60,0
41 | popMmaTHpOBAHHE MIOCKONIEYATHOH MILTIOCTPALIMH OlHa 2,0
HAMIOCTpauus
42 | BBIBOZ NNIOCKONCYATHOW HIUTFOCTPALHH HA IPHHTED OaHa 1,0
HIUTIOCTpanys
Ilepepon  nnockoneyaTHOH — WIMIOCTpaLMH  Ha OAHa
_pennedoobpazyromryio dymary: HIAOCTpalna
43 ¢ OZHOKpDATHBIM TNPOMYCKOM H300paXeHus uepes 1,5
HArpeBaTENIbHOE YCTPOHCTBO
44 (¢ ABYKpaTHBIM TPOMYCKOM H300paKeHHA Hepes 3,0
HaArpeBaTeNbHOC YCTPORCTBO
TepenneT ROXYMEHTOB, BOCHPOU3BEACHHBIX pelbedHO-
TOMEYHBIM DIPAPTOM:
45 | naMAEUPOBAHAE OONOXKKH OJiHa 06M0XKa 6,0
46 | pyuHas nucronoabopxa OnHA 2,0
nHcTOnoAdOpKa
47 | jpanbuopka pyqnas OJHH ONOK 0,3
(10 nucToB)
48 | BripapHHBaHME ¥ 0OpE3Ka Kpasi CTpaHHLbI OJlHa OTICpanys 0,3
KpenneHue crparui: OJHH AOKYMEHT
49 | nBYMs CKpENKaM# 0,3
50 | Ha NTACTHKOBOH NpYKHHE 4,0
51 | TepMOKI€eBOE KPETICHHE 6,0
52 lxecTkada KapTOHHas o0NOXKKa ¢  OYMaXHBIMH 60,0
NOKPOBHBIMK CTOPOHKAaMH H NPOINHBHLIMH KOPEIIKaMH
BocnpousBeiieHHe HJIOCKONEYATHOIO JOKYMEHTA B
3BYKOBOM (hopMate
{1pensapurenbHas pabota Hal TEKCTOM: 1000 31axkoB
53 | XyAoXKeCTBEHHBIH TEKCT 5,0
54 | Texuuyeckuii W ApYrHEe  CHCUHANBHBIE  TEKCTBI 10,0
{MaTeMaTHKa, MENLIHHA, XVMHS)
TlpoYnTEIBaHHE TEKCTAa Ha KOMNBIOTEpPE B CTYAUIHBIX 1000 3nakos
YCIIOBHSX CO 3BYKOPEKHCCEPOM:
55 | XyEOXKECTBEHHBIH TEKCT 4,0
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Ne
n/n

HaumenoBanue npouecca, onepauuu. Cocras
patoThl

Eaunnua
H3MEpeHHA

Hopma
BpeMeHH,
MHH.

2

3

4

56

TEXHHYECKMH M  JIpYTHe ChnendanbHbie  TEKCTH

(MaTeMaTHKa, MEAHLIHHA, XUMHS )

57

nepezanuch HAYHTAHHOIO TEKCTa Ha KOMIBIOTEp
(oundpoBka 3BYKa) ¢ AHAIOrOBOTO HCTOYHHMKA B
peaslbHOM BPEMEHH

OMHA JOPOKKa

50,0

58

06pab0TKa HAUHTAHHOTO TEKCTA HAa KOMIBIOTEPE

OJHA AOPOXKKa

1,5

59

KOHTpOJIb 00paboTaHHOH 3allHCH HAa KOMIIBIOTEPE

0JJHA JOPOKKA

50,0

BOCHPOH3B€I[BHH€ O3BYHMCHHOI'O TCKCTA C KOMIIBIOTEPA.!

0JJHa JOpOXKKa

60

Ha KOMIIAKT-KacCeTy B peajlbHOM BpEMEHH

50,0

61

Ha JHCK

10,0

62

My3BIKaNbHO-TaliMepHOE 0DOPMACHHE 3BYKOANHCH

OIHA IOPOIKKA

50,0

KpaTHoe BOCITDOHU3BEIACHHUE O3BYYCHHBIX ITOKYMCHTOB
Ha ayJHOKACCEThL.

63

NOJArOTOBKA  MATepHaloB K
(pacnaxoBka ayHOKAacceT,
a3MarHHIMBaHHE)

BOCIPOH3BEACHUIO
NEpEMOTKa,

OJHa KacceTa

4,0

KpPaTHOE BOCTIPOM3BEAEHHE ayAHO3aMNCEld Ha CTAHIMH
CKOPOCTHOIO AYONHpOBaHUA ayAHOKACCET (KOMIBIOTED
— KacceTa)

OJIHa OTepalu

3,0

65

KpaTHOe  BOCNPOM3BeNcHHe  aydHo3amuced  Ha
cneunansHOM o0opynoBaHHH (KacceTa — KacceTa)
B 32aBHCHMOCTH OT TEXHHYECKOTO OCHAIIEHHA

OJHa omepalug

5,0

66

KpaTHOE  BOCNPOM3BEJCHHE  ay[Ho3anmuced  Ha
CMENHATBHOM 0GOpPYIOBaHHM (KAaTYILIKA — KacceTa)
B 3aBUCHMOCTH OT TEXHHYECKOTO OCHAILCHHA

OJHa orncpalng

5,0

67

MPOBEPKA Ka4E€CTBa KOTIHMH

OTHA KacceTa

5,0

oOpMACHUE AYAMOKACCEY, ONTHYCCKUX JNCKOB H
KOHTEHHEPOB

68

co3JaHue HAeHTH¢HKATOpA, ONPEHENAIOWETO
NPHHALIEKHOCTh  KAacCeTHl K OOKYMEHTY, B
MIOCKOMEYaTHOM H pelbeHO-TOYCYHOM BapHaHTAX;
HaKJIeHBAHHE HA KAacCeTy

OIHH
HAEHTHDHKATOD

3,0

69

co3JlaHHe IUIOCKOMEYaTHOH STUKETKH JIA JOKYMEHTa,
3aNUCaHHOIO Ha ayjauoKaccerax (Habop TEKCTa, BRIBOJA
Ha Opalinesckuil nMpHHTEP, pacmedarka, paspesaHue Ho
330AHHOMY pa3sMepy, HaKJIeHBaHHe Ha KOHTeHHep)

0OHa 3THKCTKA

6,0

70

Co3AaHHe  penbedHO-TOUEUHOM  ITHKETKM  [UIst
NOKYMEHTa, 3alHCaHHOTO Ha aynuoxaccetax (HaGop
TeKCTa, AM3aiiH, BBIBOJ, HAa MpPHHTEp, pacnevyarka,
paspezaHne MO 3aJaHHOMY pasMepy, HAKICHMBaHHE Ha
BHYTPCHHIOIO CTOPOHY KPBILKH KOHTeHHEpa)

0JHa 3THKCTKA

9,0

71

PAacKlagKa ayAHOKacCeT Mo KOMINJICKTaM / KOHTeﬁHepaM

OJIHA ONepalus

1,0

CO3ZaHHe STHKETKH Ha JHCKE!
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Hopma
Ne HaumeHnoBanne mpounecca, onepaunu. Cocras Eannuna BpeMent,
n/n paboThI H3IMEpPEHHA MHE.
1 2 3 4
72 | BBOA B KOMIIBIOTEP OCHOBHEIX CBEJEHUH O AOKYMCHTE | OAUH AOKYMEHT 5.0
_(aBTOp, 3arT1aBHE) B CNICNHANHIHPOBAHHON porpaMMe
73 | BBIBOA H2 MpUHTep ¢ QYHKUHWEH «nevaTs Ha MUCKAx», | OJHA onepauus 2,0
_pacredartka
74 | co3gaHHMe IUIOCKOMEYAaTHOH KOHTEeHHEpHOH ITHKETKHM | OJHA 3THKETKA 8,0
nng MOKYMEHTA, 3alHcaHHore Ha gucke (HaGop Tekcra,
dopMupoBanHe  AW3afiHA, BHBOJA HA  [IPHHTED,
pacrmieyarka, paspe3aHHe MO 3aNaHHOMY pasMepy,
pa3MelleHHe Ha  BHEIIHSH  CTOpPOHe  KpBIWLKH
KOHTelHHepa)
75 | cosmanue penbedHO-TOUCHHOH KORTEMHEPHOH 3THKETKM |  OfHA STHKETKA 10,0
IR JOKYMEHTA, 3alHCaHHOTO Ha aucke (Habop Texcra,
BHIBOZ Ha OpalineBcku¥ TpHHTEp, pacneuarka,
pa3pesaHue Mo 3aJaHHOMY pa3Mepy, pa3sMeLeHHE¢ Ha
BHYTPEHHEH CTOPOHE KPBIIKH KOHTEHHEpa)
ApXuBaUKs 03BYYEHHBIX JOKYMEHTOB:
76 | 06paboTka Marepraia 119 KOHBEPTHPOBAHHSA OJ[HA IOPOKKA 30,0
77 | xonsepTuposaHue ¢aitnos ¢popmara Bl AC B dopmar | OAHA AOPOKKA 6,0
aynHodainor B 3aBHCHMOCTH  OT TEXHHYECKOTO
OCHAICHUS
78 | MepeHoC apxXMBa Ha Cepeep OZHA NOPOKKA 6,0
3.22. ObcnyxuBaHue yJANCHHBIX MOIB30BATENEH
Tabmuua 63
Ne Enunnna Hopma
o/ Haumenosanue npouecea, onepanuu. Coctas pagors) HaMeDeRHs BpeMeHH,
P
MHH.
1 2 3 4
Perucrpaund nose3oBatencii B pexnaMe OHNAlH:
1 | mposepka 3amucHu noJib3oBaTens B OUOMHOTEKY OIUH 2,0
NOAL3OBATENb
2 |obpaGotka ® BBOA (AMMIHH, HMEHH, OTYECTBA OIHH 5,0
NONIB30BATENA H aJipeca ero MEKTPOHHOH NoYTs INMEKTPOHHBIA
dopmynsp
3 |cocraBneHMe nHMCEMAa ¢ yKasaHHEM JIOTHHA H OIIHO 5,0
CTCHCPHPOBAHHOTO CHCTEMOH Mapofis, NpPHKpEeIUleHUe IMEKTPOHHOE
MHCTPYKIMM TMONB30BaHMUA MW OTHpaBka ero Io THCBMO
WIEKTPOHHOH MOYTE MOJIH30BATEINIO
O6cnyxuBaHUe NMOJB3OBATENEH B pexKHMe OHJTAMH:
4 | KOHCYIBTAIlUA MO HCMOML30BAHHIO HHTEpaKTHBHOMt BJ[ OIHA 10,0
«TOBOPALINX>» KHAT ¢ KPUATO3ALIATOM KOHCYNbTALHS
5 | conpoBoXAeHHE BHPTYaIBHOH KHUT'OBBLIIAYH: OJWH 3aKa3 15,0
¢dbopMHpOBaHUe 3aKa3a Ha BUPTYansHOH KHIXKHOIM nonke
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Hopma
Ne Eanauua
/5t HanmenoBanHe npolecca, onepauun, Cocras pabornl HIMEpEHHS BpeMeHH,
MHH.
1 2 3 4
6 | BHIpy3ka U3 AC HOBBIX TIOCTYIUICHHH 328 ONpeacNeHHBIN oauH (aiin B 10,0
nepuon BpemeHn B dopMare PYCMAPK u B BuRe topMate
yKazarens HOBBIX nocTyruieHu# (YHIT) PYCMAPK
oauH (aiin B 12,0
(popmare
YHIIT
7 | pa3sMelLlICHAE HOBBIX ITOCTYIUICHHH AOKYMEHTOB Ha caiite OfuH ¢aiin B 3,0
GuOMHOTEKH: CO3JaHHe  3aroJiOBKa  aHHOTAllHH ¢dopmate
npukperieue daiina (oB) PYCMAPK
onnt daiin B 3,0
tdopmare YHIT
8 |paccelika 1O SMEKTPOHHOM  MOYTE  yARTEHHBIM OOHO 3,0
MONB30BaTeNIM HHGOPMAHH O HOBBIX IOCTYIUIEHHSAX EKTPOHHOE
IOKYMEHTOB HHCBMO
9 | undopMalHOHHOE CONPOBOXICHHE caiita, noprana W | OOHO coolieHHe 3,0

CTpaHHIU B COUHATBHBIX CETAX: CO3MAHHE 3aroJOBKa
aHHoTaruy npuKpennenne daitnoe

4. TunoBsle OTpacneBbie HOPMBI TPyZAa Ha paGoTEl, BBIMONHAEMBIE B JETCKHX, FOHOLIECKAX

6ubnuotekax, B Gubnnortexax HayuHo-uccneaoBaTenbekux HHCTHTYTOB {HMM), ofpazoBarenbHbix

yupexacHuii (€3 HCnonp30BaHHA aBTOMaTH3HPOBAHHBIX CHCTEM
YIIPaBJIEHHA NPOLIECCAMH)

4.1. Kommnexropanue 6nbnuoreyHoro gonza

Tabnnua 64
N Hopma
® HaumeHoBaRNE Npoliecca, ONepalHA. Eannnna
n/n Cocrag paborsI H3MepeHHs BpEeMEnH,
MHH.

1 2 3 4
Texymee xoMnnexroBanne OuGMHOTeuHOTO oHmA:

1 [mpocmoTp  KmuromsgarenbckoR M xuurotoproeoif | (1 mpatic 8000 980.0
HHGOpMALHH HaUMEHOBAHHI)

2 |ycTaHosieHHE TeMbI H BHOA AoKyMeHTa, momiexamero| (1 mpaiic 8000 2.0
0TO0PY; BEUICHEHHE HEOOX0IUMOCTH ITPHOOPETEHHS HAHMEHOBAHHIA )}
OmnpeseneHne K3eMINAPHOCTH 3aKa3a: {1 npaiic 8000

HadMEHOBaHHI1)

3 | s moppasaencHHi 0,5

4 | nnst GHONHOTEXH B LEJIOM 1,0
opopMacHHE  3aKa3a;  yKalaHWe  JK3EMIDIIPHOCTH, OJIUH 3aKa3 1,0
CTOMMOCTH 3aKa3a, AAThl
KonnuecTro 3aKa3aHHBIX HasBaHu:

5 |1-15 15,0

6 |16-25 25,0

7 [26-75 75,0

8 176-100 100,0
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Hopma

Ne HauMeHoBaHHe poLecca, ONEPaLHM, Eaununa BpeMeny

n/n Cocras paGorsl H3IMEpPeHHA ML ’

1 2 3 4

9 lodopmnenne 3axaza Ha  BBIHCKY  3apYOCXKHBIX | OOMH HOKYMEHT 100,0
JOKYMEHTOB

10 [moaroToBka cNHMCKa JOKYMEHTOB, NpelaraeMelX K| omHO HazBaHHe 26,0
MEXAYHAPOOAHOMY KHHTOOOMEHY; CBEpKa CIHHCKA ¢
KaTaJloroM

I1 jcoctaBneHHe XapTOYKH JNid KAPTOTEKH OpraHM3anuii-| OXHA KApTouKa 1,0
MApTHEPOB; yKa3aHHe HA3BaHWA oOpraHuzamuii, aapeca,
Ha3BaHHU OOMEHHBAEMBIX JOKYMEHTOB
Pabora B AC:

12 |BBOX 3aKa3a TEKYLIEro KOMIUIEKTOBaHHMA B Ga3y JaHHBIX OJUH 3aKa3 5,0
AC

13 |pemakTHpoBaHME BBEACHHBIX B §a3zy JaHHBIX CBEIAEHHH O OJIMH 3aKa3 30,0
3aKa3e; BBIBOJ HA 3KpaH; BHECEHHE H3MCHEHHH

14 |BEIBOA HA MPHHTEP JAHHBIX TEKYWIEro KOMIJICKTOBAHHA, OJUH 3aKa3 1,6
acmeyaTka
BeleHHe KapTOTEKH TeKYILETro KOMINIEKTOBAHHA

15 |cocTaBmeHHe KapTOYKH, YKa3aHHWE aBTOpa, 3arjaBHA,| OJHA KapTO4Ka 0,5
BHIXOAHBIX JAHHBIX, HOMEpPA B H3JaTeIbCKOM IIJIaHe

16 |nepenecenue cBeleHHH O 3aKaze Ha KapTOYKH, YKazaHHe | OJHA KapToyka 0,3
IK3eMIIAPHOCTH 3aKasa, pacnpeaeneHne no
CTPYKTYPHBIM NOApa3ae/leHisAM

17 |paspesaHHe H3AATENBCKHX IUIAHOB, pacnedaTka UIA| OJHa KapTouka 1,5
KapTOTEKH TEKYLero KOMIUTEKTOBaHMS, HAKJIEHBaHHE HA
KaTAJIOKHYK) KapTOUKH

18 lnombop xaproukm mo amdaBHTy ANA PacCTAHOBKH B| OAHA KapTOYKa 0,5
KapToTeKy TEKYIIEro KOMIVICKTOBAaHHA

19 |paccraHoBka KapToukH B andaBHTe (GaMHJIHI aBTOPOB,| OAHA KapTOYKa 0,4
3arfaBUii B KAPTOTEKY TEKYLIEro KOMIUICKTOBAHHS
OdopMnenne NoAMUCKH Ha NEPHOSUYECKUE H3TAHUS:

20 [mpocMotp karanmora «Pocnevarm», orGop HasBaHMSA| OXHO Ha3BaHHE 0,8
NEePHOANYECKHX U3AAHWH JUIA NOANHCKH

21 [cOop 3adBKM OT mnoapasfeineHHit OuONMHOTSKH LAs ORHA 3asBKa 1,5
NOANMHCKH Ha NepHOIHYECKHE H3JaHUs

22 |cBepka pacmedaTKH CIHCKOB YCJIOBHO 3aKa3aHHBIX | OXOHO Ha3BaHHE 1,04
NCPHOOMYECKNX H3JaHHH ¢  KapTOTeKoH  3aKkasoB,
BHECEHHE H3MEHEHHS B PAacleuaTKu CIHCKOB

23 |cBepka 3aKasa TeKyLIero rofa Ha nepUoOAVYeCKUe H3LAHKA |  OfHO HA3BAHUE 0,2
C MOANMCKOH MpeABIAYIIero Troja Jf  BEIABACHHA
U3MEHCHHH B Ha3BaHHUSIX; BHECEHHE OTMETOK

24 !cBepka BBIXOAHBIX JAHHBIX BIEPBBIC 3aKa3bIBAEMBIX HA OAUH rojg 80,0
3apyOeKHBIX NEPHOOHYECKHUX H3JaHHH c
O6ubnuorpapuyeckuMi  CIpaBOYHHKAMH H  JAPYTUMH
HHGOPMALIMOHHBIMH HCTOYHHKAMH

25 [odopMieHHe 3aKa3a Ha MOAMHCKY; MOACYET CTOHMOCTH OJMH 3aKa3 30,0

NOANHCKH ¢ YYCTOM OOCTAaBKH, 3anlOJIHEHHE KBHTaHIHH
abOHEMEeHTa Ha NEPHOTHYCCKOE H3JAHHE
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Hopma
Ne HaumeHOBaHNe NMpoLiecca, onepanyu. Eannanua BpeMeny
n/n CocraB paGoTst H3MepCHAS HEL ?
1 2 3 4
26 |cocTaBiieHHE PETHCTPANHOHHOR KapTOuKH JIa KapToTeKH | OJlHa KapToyka 0.5
MepUOAHYECKHX H3AaHMil; NPOCTABJCHHE HA KapTOYKe
HHIEKCA, NONa, NEPHOAHYHOCTH, HCTOYHHKA NOCTYIICHHS
Pabota B AC:
27 | BBox 3aKa3a Ha MepPHOAWYECKHE H3/IAHHS B 6a3y JaHHBIX OIHa XapToYKa 10,0
28 | BLiBOM Ha DKpaH PETHCTPALMOHHOM KAPTOUKH; pacheyaTka | OAHA KapTOUKa 1,0
29 |KOpPpEeKTHPOBKA 3aKa3a: BEIBOJI Ha OJKpaH CIHCKA OIHO 0,3
NEPHOAUYECKUX H3JAHN; BHECCHIHE U3MESHEHUMT HaUMEHOBaHWM
IlepenMcka ¢ KHHTOTOPrOBBIMH  OpPTaHHU3ALHAMH H
H3AATENECTBAMH, OHOIHOTEKAMH:
30 |cocraBnenne, Habop TekcTa nHceMa  (3ampoca,|  OAHO NMHCBMO 60,0
MpeTeH3uH), PperucTpauus B  KHHTE  HCXOIAIIMX
JOKYMeHTOB ([IPOCTaB/ieHHe JaThl, MOPAAKOBOr0 HOMepa,
yKazaHHe  HAHMEHOBAHHS  OpPTaHM3alHH, KpaTKOro
COACPXaHHA MMCbMa)
31 |odopMnenne 3akasa «KHHra — nouroii», OTIpaBka 3axaza OJIFH 3aKa3 3,1
B Mara3uH, 0OMeHHBie GOHIBI
JOKOMITIEKTORAHKE OHONMHOTEUHOTO GOHAA:
32 |monyucHue 3adBKH Ha MNpPHOOPETEHHE IOKYMEHTOB OT|  OZHa 3aiBKa 0,3
noapasaesieHuH,
33 [cocraBneHue Oubnuorpagryeckoii 3amHcH; yKazaHHE| OOHA KApTO4Ka 3,0
KOJIHYECTBA PK3EMIUIAPOB H CHIABI OApasAelICHH)I
34 | prmouetine 3asBKH B KAPTOTEKY JOKOMIUICKTOBAHHA OJHa KapToHUka 0,26
35 |mpocMOTp KApTOTEKH HEYAOBNETBOPEHHOTO CHpOCa; [ OAHH AOKYMEHT 3,0
aHaMu3 OTKAa30B JUId BBIABJIEHHA OTCYTCTBYIOIHX
JOKYMEHTOB, BKIIOUEHHE B KAPTOTEKY AOKOMIAECKTOBAHHUA
Ot16op A0KYMEHTOB H3 0OMEHHBIX GOHAOB GUOMMOTEK A/
JOKOMILIEKTOBAaHHS
IlpocMOTp CIHCKOB, KapTOTEK, KaTAJOrOB OOMCHHBIXK | OAMH JOKYMEHT
dounoB 6ubIHOTEK, OTOOP HYKHBIX JOKYMEHTOB, CBEpPKa
C KaranoraMH M KapTroTekamu cBoell Oubnuotekw;
COCTaBJICHHE CIHUCKA HA JOKYMEHTHI, OTOOpaHHbic B
obmenHOM doRae :
Konuuecteo 10KYMEHTOB, BKIIIOYEHHBIX B CITHCKH:
36 11 5,0
37 12-10 7.8
38 [11-25 16,0
39 126 - 50 32,0
CocraBneHue  omepatMBHOro  (TEKyllero)  IUIaHa
KOMILJICKTOBAHHSL:
40 [onpenencHHe MepONPHATHH MO (OPMHPOBAHHIO €QHHOTO O/IMH NNaHa 480,0

doHma Ha TeKyw i roa, OTBETCTBEHHBIX HCNOMHUTCNEH,
KOJIHYECTBCHHBIX moKazaTeieit obpeMa donma
(mocTymiaenue,  BLIOBITHE),  OTPAcHeBOTC  COCTaBa,
HCTOYHHKOB NOCTYMNICHHA, CMETHI PacX0I0B
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Hopma
Ne HaumeHoBaHHE NpoNecca, ONIEPALTHH, Eaununa
BpeMeHH,
n/n CocTab paoTbt H3MEpeHHA -
1 2 3 4
Odopmnenue aHa KOMIUIEKTOBaHKA B GopMe:
41 [Tabman oaua Tabanua 2,6
42 |kaproTexn OJiHAa KapTo4Ka 2,6
Pabora B AC:
43 |BBOA IL1aHa KOMIUIEKTOBAHKA B 0asy naHHBIX AC OJHH IINaHa 1,1
44 |koppexTHpOBKa 0a3sl JaHHBIX; BEIBOJ HA 2KpaH; BHECEHHE | ONHH ACKYMEHT 30,0
HU3MEHEHHI
4.2. TlpreM 1 yueT NOCTYNUBLIMX JOKYMCHTOB
Tabmuna 65
Ne Enununa Hopma
. HaumenopaHHe nponecea, onepanuu, CocraB paGoThl H3Mepennn BpeMenH,
MMH.
1 2 3 4
[prem n0KYMEHTOB, MOCTYIIUBILMX ¢ CONPOBOAHTENBHBIM
JOKYMEHTOM
[pueM NOKYMEHTOB IO CONPOBOAMTENEHBIM MATCPUANaM |  OAHA MAPTHA
(cuer, HaKNagHaA, KOMMA YcKa, akT), noabopka HX MO
angaBHTy AaBTOPOB MJIH 3arfiaBHii, 3KCHECAHLHOHHBIM
HOMepaM, CBEpKa ¢ CONPOBOJHTENLHEIMH BOKYMEHTaMH,
NpOCTaBfIcHHE NEHB Ha H30aHWH, MOACYEeT YHCHA
AK3EeMILISPOB, O0IEH CTOMMOCTH
Konu4ecTso JOKYMEHTOB B TapTHH:
1 i1 4,0
2 12-50 8,9
3 [51-250 43,3
Iprem JOKYMEHTOB, MOCTYIABIIHX 6e3
CONPOBOIHTENBHBIX JOKYMCHTOB:
4 |noabop ROKYMeHTOB Mo andaBuTy (QpaMHIHIt aBTOPOB WIH | OOHH JOKYMEHT, 3,1
3aryiaBmil; Nposepka Ha AyOGNeTHOCTh; NPOBEIEHHE OLCHKH OJIUH aKT
JOKYMEHTOB; COCTaBJICHHE aKTa Ha pHeM JOKYMEHTOB
Konu4yecTBo 20KYMEHTOB, BKIIOUEHHBIX B aKT:
5 |1 0,36
6 |2-5 2,1
7 [6-10 3,7
8 |mpocranoBka wrreMiena Ha THTYIBHOM JMHCTE M Ha 17-ft} OXHH JOKYMEHT 0,5
CTPAHHLE NOKYMEHTA
CBEPKa TNOCTYNHBIOUX AOKYMCHIOB ¢  KapTOTeKo#
TEKYIIEero KOMILIEKTOBAHHA
9 |nmoMCcK KapTOYKH B KapTOTEKE TCKYIIETO KOMIUIEKTOBAHUA, | OIUH AOKYMEHT 3,0
CBEpPKA KAPTOUKH ¢ JIOKYMEHTOM, BHECCHHE OTMETOK
10 |oTGop nepeoro 3K3eMIUISpa, BIIOXKEHME KAPTOMKH B! OJHH JOKYMEHT 0,5

HOKYMCHT
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Hopma
Ne Eauuuna
HaumeHoBan#e mpouecca, onepauun. Cocras paéoThl BpeMeHH,
n/m H3MepeHHsA
MHH.
1 2 3 4
11 |mocTaHoBKa KapTOukM 3a pasfienurens «BHUMONMHEHHBIE | oAHA KapTOYKa 0,3
3aKa3bl»
Pabora B AC:
12 [npoeepka Ha ayOneTHOCTH MOCTYNHBLIMX H3ZaHUH B §ase| OAHH NOKYMEHT 1,0
JaHHbIX AC
13 | peructpauus HOBEIX mocTynnenuit B Gase nannbx AC ONHH JIOKYMEHT 3,0
IIpueM 1 perncTpanis XypHaJIOB H Ta3eT:
14 |monfop xypHAIOB M razeT no andapHTy Ha3BaHHH, MOMCK | ONHH AOKYMEHT 2,0
PErUCTPAHOHHON KapTOYKH B XapTOTeKe MOAMHCHBIX
H3JaHHI, OTMETKA HOMEPA, NAThI IONYYEHHS H3AAHHS
15 |npocTaHoBKa IITEMNENA HA XKypHase OAIHH XKYDHA 0,1
16 |npocTaHOBKA WITEMNENA Ha rascre OJIHa razera 0,5
Benenne «KHUH cyMMapHOTO yUeTay:
pa3bop MAOKYMEHTOB MO BHAAM, OTPacisM 3HAHHH,| OAWH AOKYMEHT 2,0
A3BIKAM, IOACYET YHCAa AOKYMCHTOB, 3alHCh PE3yILTATOB
NOZICUETA 10 YCTAHOBIEHHOH (POPME B KHATY CYMMapHOTO
yJera
KonuyectBo AOKYMEHTOB B NIapPTHH NOCTYIUICHHIA:
17 11 2,0
18 |2-50 6,8
19 151 -250 42,0
20 |BBOA CTATHCTHYEGCKHX JAHHBIX «KHHIH CyMMapHOTo|  OMHA MapTHA 3,0
yyera» B 6a3y JaHHBIX AC
21 |HmoACYET NMOCTPAHUYHO MO MO3MIMAM JaHHBIX KHHIH| onHa mo3MiuA 3,2
CYMMAapHOTO y4eTa, EPEHECEHHE HTOTOB Ha CNCAYIOLIYIO
CTpaHHLLY
22 |cBepka GMHAHCOBBIX AOKYMEHTOB OT/cHa ¢ PHHAHCOBBIMH [ OJHH JOKYMEHT 5,0
JAOKyMeHTaMH OyXrajiTepHu
23 |ofopmneHue CONPOBOAMTENBHOrO HNOKyMEHTA (Cuer,| OMVWH JOKYMEHT 3,0
HaKNaIHad, aKT) JUIA nepeaavu B GyxranTepuio
24 |odopMneHHE HHBEHTapHOH KHHTH, HyMepallusl JINCTOB,| OJHa CTpaHHUa 0,88
NPOCTaBIeHHE HOMEpPa B HHBEHTAPHOH KHHTC
25 |3amMck JMOKYMEHTOB HO YCTaHOBICHHOH ¢opMe B| OJHH AOKYMCHT 0,88
HHBEHTAPHYIO0 KHWIY, TNPOCTABAEHHE HWHBEHTAPHOTO
HOMepa Ha JOKYMEHTE
26 |nmpoBe¢AeHHE HHAMBHAYANBHOTO Yy4era OOKYMeHTa 0| OIMH HOKYMEHT 3,0
aKTOBOH CHCTEMe, MPOCTABICHHE WHBEHTAPHOTO HOMepa
Ha JOKYMEHTE
27 |OpoBeneHHE HHIMBHAYATBHOTO YYETA C TNPHMCHEHHEM | OJHa KapTOuKa 3,0

YUYETHOTO Katajora; cocTapneHue OnOmuorpaduuieckoro
OIMHCAHHA noxymema, yicazanne OEHRI, HHBCHTapHOFO
HOMepa, rojla MOCTYIUIEHHS, HOMEpa 3aluCH B KHHIE
CYMMapHOI0 y4€Ta, YHCHA MOCTYIHBIUHX 3K3¢MILIPOB,
HX pacTpeiesieHNe Mo MOApa3ACIeHHsM
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Hopma
Ne Eannuna
. HanMeHnoBaHHe mpoulecca, onepaunay. Cocras padoTsl HIMepenEs BpEMEHH,
MHH.
1 2 3 4
28 |3amECE B SKypHaJle PETHCTPAlHMH KApTOYEK YYETHOro OZHA 3aMHUChH 1,0
KAaTaJyora HHBCHTAPHOTO HOMEPa, MEPBOTO CIOBA 3arJIaBHs
29 | npocTaHOBKa HHBEHTAPHOTO HOMEPA HA HOKYMEHTE OIHH XOKYMEHT 2,6
30 |perucTpanus naTeHTOB B HyMEPaUHOHHOM KHHre OIIMH JOKYMEHT 0,3
31 |monyyeHue axTOB Ha BBRIOBIBIIME JOKYMEHTBI OT OJIHH aKT 1,0
CTPYKTYPHBIX MOJAPA3ACACHHH, BHeCEHHE 3anHcH B KHure
CyMMAapHOTO ydeTa (2-1 4acTb), MPOCTABNEHHE HOMEpa
aKTa
32 | McKmOYeHHE JOKYMEHTA 1O aKTy H3 YUeTHHIX GopM OJUH JOKYMEHT 3,0
33 |HckmoucHHE BBIOBLIBIIHX MOKYMEHTOB H3 0a3bl NAHHBIX | OJHH JOKYMEHT 2,0
AC
34 |norameHne UHBEHTAPHOTO HOMEpa M IUTEMNENA | OJHH AOKYMEHT 0,3
OUONHOTEKH HA JIOKYMEHTE
35 |nommmexa akToB OOWH IOKYMEHT 3,0

lpamevanue: npu paGore ¢ DOKYMEHTaMHM HAa HHOCTPAHHBIX fA3BIKAX K HOpPME BpPEMEHH
NpHMEHSeTCA TOBMIaoIHii koaddunuent 1,15.

4.3, bubnnoreunas oOpabotka A0KyMEHTOB. OpraHH3aiHs H BeJICHHE KaTalOros

Tabnuna 66
Ne Exyanua Hopma
HanmeHoBaHHe npouecca, onepanun. Coctas paGoThl BpEMeEHH,
n/n H3MepeHHs
MHH.
1 2 3 4
PaGoTa ¢ meyaTHOH KapToUuKOi:
pa3topka KOMIIEKTA MEYATHEIX KapTOueK ONHA KapTOuKa 0,42
2 |mombopka meYaTHBIX KapTo4eK Mo andaBHTY (aMHIHIi| OOHA KapTodka 0,36
ABTOPOB WJIM 3arfaBHil Ui PaccTAHOBKH B CNyXeOHYyIO
KapTOTEKy
3 | paccTaHOBKa KapTO4eK B CIYXeOHYIO KapTOTEKY OJIHA KapTO4Ka 0,36
noAdOopKa MEYATHLEIX KAPTOUYEK K JOKYMEHTAM OJIHA KapTO4Ka 0,52
CBepka NOCTYNHBIUHX JOKYMEHTOB ¢ KaTANOTaMH:
5 |mpoeepka 1O KATaNnOry MNOBTOPHOCTH JOKYMEHTA,| OfHA KapTOYKa 1.9
fNepeHeCeHHe C KAaTANOXKHOH KapTodku OubHoTeqHOro
imdpa, NOIHOTO HHAEKCa
6 |nmoMck B ciykeOHOM KaTanore CBORHOTO OMMCAHHA,| OIHA KapTO4Ka 2,6
BHECEHHE OTMETOK
7 lodopmuenue neyaTHOH KapTOYKH, HamHucaHue | OJHa KapToyka 0,68
HHBEHTapHOTO HOMepa, Hdpa ¥ HAOH HH(OpMAaLHH
ITpurncka nybaeToB:
8 |cBepka moxyMeHTa Ha JAyOneTHOCTH 0o chnyxeGHOMY| OOHO Ha3BAHHE 0,94
andaBUTHOMY, YH€THOMY KaTajlory
O !npunuceisaHue nay6Giaera B KaTanor: IMpPOCTABIEHHE | OOHO HA3BaHHE 0,84

HHBCHTAPHOI'O HOMECPA, ITCPEHECCHHUE LHH(PP& Ha JOKYMCHT
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HopMma
Ne Ennanuna
HanmeHoBanne npouccea, onepaunn. Cocrap padorsl BpPeMEHH,
n/n M3MepeHns
MHH.
1 2 3 4
ITpynucka MpoROIKAIOIKXCA H3IAHHN;
10 ([moHck B perucTpanHoHHOH KapTOTeKe KapTOYKH Ha! oHO Ha3BaHHe 0,84
H3JaHHe, CBepKa ee ¢ OpHMrHHANOM, BHECEHHE
OUOMHOTEYHBIX OTMETOK
11 |mouck B KaTajgore KapTodyeK, OTMETKAa HOCTYIUICHHA| OJHO Ha3BaHHE 3,1
COOTBETCTBYIOMIETO BHITTYCKA, MpOCTaBNEHNE
HHBEHTApPHOTO HOMepa, MHdpa, BHECCHHE JPYTHX
OUOIHOTEUHBIX OTMETOK
®opmupoBaHue bubinorpadudeckoil 3anucu
Cocrasnenne ocHOBHOH OuGaHOrpadHyecKkoll 3anMHCH MpH |  OAHO Ha3BaHHE
OTCYTCTBHH  NeYaTHOH  KaproykH B JOKYMEHTE
(o3HaKOMJIEHHE ¢ JIOKYMEHTOM, COCTAaBJICHHE ONMHCAHHA,
BHeceHHe OHOJIHOTEYHBIX OTMETOK)
KonuuecTBo »51eMeHTOB OTIHCAHHA:
12 [1-4 0,42
13 |15-6 5,2
14 |7-9 6,2
15 |10-13 7.2
16 j14-19 8,2
17 120-27 9,2
18 |cocraBneHHe ocHOBHOH OHOMHMOrpadHueckoil 3amucH ¢ 20,0
MOMOINBK) MaKeTa KAPTOUKH, HANeYaTaHHOTO B KHHIE;
NPOCMOTP H3JAHHA, CBEpKa C MAaKETOM KAapTOYKH,
BHGCCHHE H3MEHSHH S H QOMOIHEHUS
19 |cocrapneHne pmoGaBOYHONO ONHCaHHA K OCHOBHOH | OOHA KapTOoYKa 1,9
oubnuorpadpHyecKol 3anucH
20 | o3HaKOMJICHHE c JOKYMEHTOM, COCTAaBNEHHE | OOWH JOKYMEHT 10,0
AHATHTHYCCKOH 3anHcH
21 lcocraBmeHHe  CCHUTOYHOH  KAPTOUKH K  OCHOBHOM | OXHA KapTOYKa 0,52
Oubmuorpaduyeckoii 3amucu
PepaxtpoBaHHe 6ubIHOrpadHyuecKkoit 3amucu:
22 |npoBepKa NPAaBHJIBHOCTH NEMEHTOB 3afIHCH Ha KapTOYKe 0JHa Kapro4ka 1,0
23 lodopMaerne  KapTOYKH  And  OyONHPOBaBHA  HA| OOHA KapTOYKa 1,4
MHOHTEIFHOM ~ 3HINapaTte; MpPOCTaBJeHHEe WHIEKCOB,
wHgpoB, OHONHOTEYHBIX MOMETOK, OMNpencieHue H
YKa3aHHe THpaXka KapTo4ek
I'pynimosas 06paboTka JOKYMEHTOB
O1rbop  OJHOTHNHBIX  JOKYMEHTOB,  MOANEKAMUX OJHa rpynna
TPYTIIOBOH obpaboTtke; COCTABNICHHE ofmeii JOXYMEHTOB
XapaKTEPHCTHKH Ha KOMITIEKT JOKYMEHTOB
KOHH‘-ICCTBO JOKYMCHTOB B TPpYNINE:
24 |1-9 39,0
25 |10-15 60,0
26 [16-30 106,0
27 !mpoBepKa NpPaBHIBHOCTH COCTaBIEHHS XapaKTEPUCTHKH oJHa 13,0

Ha KOMIVICKT JOKYMCHTOB

XapaKTepHCTHKA
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Ne
nm

HanMeHoBaHHe Opolecca, onepanun. Cocrap padoThl

Eannsua
H3MEPEHHA

Hopma
BpPEeMEHH,
MHH.

2

3

4

Pexatanoruzausg:

28

CBEpKa KApTOYMKH C JOKYMEHTOM; HCIIPaBJIEHHE CTaporo
OubGnuorpadgHuecKkoro OMHCAHHSA; COCTABJIEHHE HOBOTO
ONUCAHHA;, NEPeHeCCHHe IHpa, HHBCHTAPHOTO HOMEpa,
OUOTHOTEYHBIX MOMETOK

O04HA KapTOodKa

5,7

[MoaroroBka K UHACKCHPOBAHHKY  NOKYMCHTOR  JnAg
KaTanoroB:

29

noabopKa KapTOvKH K JOKYMEHTY, CBEpKA H BIIOWEHHE B
JOKYMEHT

OJHH JOKYMEHT

0,5

30

O3HAKOMJIEHHE ¢ QOKYMEHTOM; YCTAHOBJICHHE TEMATHKH;
paclipeeeHse Mo OTPac/sM 3HaHHS (O TEMATHKE)

OIHO Ha3BaHHE

0,88

31

NPOCMOTP HHOCTPAHHBIX H3JaHHH, MEepeBOl JNAHHBIX Ha
PYCCKHH A35IK

OJHH JOKYMCHT

0,37

CucreMaru3alug JOKYMCHTOB!

32

CHCTEMAaTU3ALIHA JOKYMEHTA ¢ HCIONE30BaHHEM HHAEKCOB
MevaTHOM  KapToukH  HIH  MaKeTa  KapTOuKH,
Hane4yaTaHHOTO B H3ZAaHHH, 03HAKOMIICHHE ¢ TOKYMEHTOM,
npoBepKa COOTBETCTBHA HHAEKCOB Tabnuuam
KiaccupUKaLHH, NPHHATEIM B GHOIHOTEKe, MPOCTABIEHHE
HHAEKCA HA JOKYMEHTE

OIMH TOKYMEHT

2,6

33

CHCTEMATH3aUMA JOKYMCHTOB MPH OTCYTCTBHM NMedYaTHOMN
KapTOYKM ¥ MAKeTa KapTO4YKH B H3TaHHH; O3HAKOMIICHHE C
IOKYMEHTOM, ONpefe/ieHHe UWHACKca 1o Tabnduam
KAacCH(QUKALIAH, MPHHATHIM B 6rOMUOTEKEe, MPOCTABACHHE
HHJEKCA HA JOKYMEHTE

ORHH JOKYMEHT

2,0

34

OIIPEAENIEHHE ABTOPCKOTO 3HaKa AOKYMEHTA M0 ABTOPCKHM
TabmHIAM

OZIMH JAOKYMEHT

0,3

35

mu$posKa AOKYMEHTAa mNpH (OPMATHO HHBEHTAPHOM
PacCTaHOBKe;  OmpefefieHHe  ¢dopMaTa  JIOKYMEHTAa,
HANACaHHe WHdppa

OOHH JCKYMCHT

0,42

36

PEeOaKTHPOBAHHE KﬂaCCH¢HKaHHOHHOF0 HHIOEKCa,
NPOBEPKa NPAaBHIIEHOCTH HHAOEKCA, ABTOPCKOIO 3HaKa

OIWH AOKYMEHT

0,5

37

COCTABIICHHE KapTO4KH anhaBHTHO-IIPE IMETHOTO
KaTanora (Ha HOBYHO TE€MAaTHKY); HalHCaHHE HA KapTOuKe
HHIOCKCA, HA3BAHHE KATaiora W KapTOTEKH, B KOTOPBIX
OTPaXKAOTCA JTOKYMEHTBI, YKAa3aHHE CCHUIKA H OTCBHUIKH,
CBA3E MEXKIY OTACNEHBIMH PYOpHKaMH

OOHA KapToiKa

2,0

[TpeaMeTH3aNMa JOKYMEHTOR:

38

ApeIMETH3ANNA JOKYMEHTOB C HCMOJNB3OBAHHEM pyOpHK
NeYyaTHOH KapTOYKH; TIPOBEPKA COOTBETCTBHA pPYyOpHKH
NEYaTHOH KapTOUYKH NPEIMETHOMY KaTasnory

OOHO Ha3BaHHE

2,6

39

MpeaMeTH3aMHA AOKYMEHTOB IPH OTCYTCTBHH TNEYaTHOM
KapTo4KH; O3HAKOMIIEHHE C IOKYMEHTOM, ONpeleneHue

pyOpHKH

OJHO HA3BAHHC

3,0

40

COCTAB/ICHHE HOBBIX NMpEeAMETHHIX PYOPHK H moapyOpHK;
NEPEHECCHHE Ha KAPTOUKH CITyXKeOHOH KapTOoTexH

OOHa KapTovdka

1,5
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Ne

Haumenosanwe nponecca, onepauan. Coctas paGorni

Eapunna
H3MEpeHHR

Hopma
BpeMEnH,
MHH.

2

3

4

41

peIaKTHpPOBaHHE TMpEeAMETHOH  pyOpHKH, MpOBEpKa
NpaBUNBHOCTE  MPEIMEeTHOH  pyOpHKH,  TOYHOCTB
HamHCaHHus

CHHA KapTo4Ka

5,0

Opraxusanyg andpaBHTHOTO KAaTanora:

42

nonbopKka KapTouky no angasuty ¢paMuaHii aBTOPOB HIIH
3arJaByi JUIS PACCTAHOBKH B AndaBUTHBIN KaTajaor

OHAa KapTo4Ka

0,36

43

pacCTaHOBKa NpPEABAPHTENbHO NOJ00PaHHBIX KapToYeK B
andaBUTHBIH KaTanor

0/Ha KapToyKa

0,36

a4

peNaKTUpOBaHHE aI(aBUTHOTO  KaTalora; HpoOBepKa
PACCTAHOBKH KapTOYeK, MPAaBHILHOCTH A0GABOYHBIX H
CCBUTQUYHBIX KapTOUEK, HCMpaBNeHHE OMHO0K

0[IHA KapToYKa

0,88

45

HamucaHHe pasdeinuTens /Uil angaBHTHOTO KaTalora,
yKasaHHe 6YKBBL, C/Iora

OJHH pa3acInuTeN:

0,88

46

paccTaHoOBKAa pasfieluTens B andaBUTHBIH KaTanor:
noaGopka pasmenHurTeNsi no angaBuTy, MOHCK MeECTa
pa3sfefIuTeI, OCTAHOBKA, 3aKPEIICHHE CTEPXKHS

OHH pa3aciIHTeNb

2,0

OpFaHHBaHH}I CHCTCMATHYCCKOTO KaTajtora.

47

noabopka KapTOYKH IO HHJAEKCAM, BHYTPH pasfena Ho
andapury QaMunuE aBTOPOB WJIH 3arjJaBud  anA
pacCTAHOBKH B CHCTEMAaTHYECKHi KaTanor

OAHa KapTedKa

0,42

48

PacCTAHOBKA NMPEABAPUTENBHO MOAOOPAHHEIX KApTOYEK B
CHCTEMAaTHYECKHH KaTanor

OTHA KapTOodKa

0,42

49

peAaKTHPOBAHHE CHCTEMATHYECKOrO KATajora: MpoBEpKa
NPaBHJILHOCTH HAMOJHEHHUA pa3fiefioB Karanora 1o
COJICPAHHIC, HHJCKCAllHA U paccTaHOBKE, HCIPaBIICHHE
onrubox

OOHAa KapTovKa

0,88

50

pexaccuduKalus CHCTEMATHYECKOTO KaTaaora:
HCOpaBleHHE HHACKCOB, BHECEHHE W3MEHEHHH B
angaBHTHLIH KaTanor

OZIHA KapTOodKa

10,0

51

HamUCaHWe  pasfefurens M CHCTEMAaTHYECKOIo
KaTajora; ykazaHHe HauMeHOBaHHA pasfena, Noapasiesna
H APYrHx pasaeauTeseH

OOHH pasncnuTe/b

1,0

52

paccTaHOBKA pa3feUTCNS B CHCTEMATHUECKHil KaTanor:
non0opka MO HHOEKCAM, MOHCK MECTa, MOCTAHOBKA,
3aKpeILIEHHE CTEPXKHA

OJJUH pazdenuTelb

2,0

OpraHH3auux NpeAMETHOTO KaTajiora.

53

noabopka KapTOYKH MO HpeaMETHBIM pyOpHKaM, BHYTpH
py6puk no andasuty GaMunui arTOPOB HIIH 3arIaBHil

O0Ha KapTo4dkKa

0,42

54

pAaccTaHOBKa MpPEABAapHTENBHO NMOAOOPAHHEIX KapTO4eK B
NPCAMETHEIN KaTanor

O0JHA KapTO4Ka

0,42

55

PENAKTHPOBAHHE MPEOMETHOTO  Karanora: TpoBepka
npasAJIBHOCTH CCHUIOK, OTCBUIOK, PYGPHK

OHa KapToHkKa

1,0

56

HanucaHue pasgenutesl I [PEAMETHOTO Kartajiora,
yKaszaHHe pYOPHKH, OTChUIKH, CCHUIKH

O/IMH pa3/eNATEND

2,3

57

PAcCTaHOBKA pa3/e/IUTEIN B NPEAMETHBLH KATAIOT, MOUCK
MECTA, MOCTAHOBKA, 3aKPEIICHHE CTEPKHS

OJHH pasdcnuTeIIs

2,0
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Hopma
Ne Ennnunna
o/ HaumenoBaHHe npouecca, onepauun. Cocras padoTsl H3MepenHs BpEMEHH,
MHH,
1 2 3 4
OpraHusagus HyMepallHOHHOIO KaTalora HOpMAaTHBHO-
TEXHHYECKOH JOKYMEHTAIMK:
58 [noxbopka KapTO4YKH IO BHAAM JOKYMEHTOB, YCIOBHEIM [ OfIHAa KapTouKa 43
mudpoBeiM  oOo3HaueHUAM, andaBUTY COKpaIleHHBIX
Ha3BaHHH CTpaH, NATHHCKOMY andaBUTY {HHOCTPaHHBIX
CTAHAAPTOB), 110 HOMEpPaM JOKYMEHTOB
59 |paccTaHoBKa MpeABapUTENbHO NMOAOOpaHHBIX KapToueKk Bl OfHA KapTouka 0,41
KaTanor
60 |peaaxTHpoBaHME KaTajora: TMpoBepKa NPaBHABHOCTH | OAMA KapToykKa 2,6
oubnuorpadudeckux OTHCAHWH, PacCTaHOBKH,
HelpaBieHHe  OwWN0OOK; BHECEHHE  JOMOJHEHUA H
W3MeHeHu# B KaTanor (OTMEHa, 3aMEHa, H3MCHEHHA,
NpOAJICHUE CPOKA JEHCTBHA C YKa3aHHEM HCTOUHHKA)
61 |HanMcaHHe M pacCTAHOBKA pasAciHTENR ONHH pasfICNIUTENb 1,3
OprasH3alHa U BeACHHUE MIECKTPOHHOTO KaTauora:
62 |cBepka MOCTYNHMBLOMX JAOKYMEHTOB HA HNYOJETHOCTH B| OAHH ROKYMEHT 1,6
NIEKTPOHHOM KaTalore
63 |npunuceiBaHKe MPOJODKAIOIIUXCA H3NaHHiH B| OAMH JAOKYMEHT 1,6
JMEKTPOHHBIA KaTajaor
®opmupoBanne  Oubnuorpaduveckodt  3amMcH A OZIHA 3aMHCh
MEKTPOHHOIO  Karanora; BBOA B 0aly  JaHHBIX,
3aMOJHEHHE COOTBETCTBYIOLINX NOJEH:
64 | mpu HAUTHYHH MAKeTa MEYaTHONH KapToukH 0,36
65 [npH oTCYTCTBHH meYaTHOH KapTOUKH 0,42
66 | COCTaBJNICHHE aHANTMTHYECKOH 3alHCH 3,5
67 |coctaBncHHE N0OaBOUHBIX H CCHUTOYHBIX OMHCAHHIA OJTHO OTIHCaHHE 0,88
68 |pemakTupoBanme Oubmmorpaguueckoii sanmucH B 6ase| OAHO OMHCaHHE 1,3
AaHHBX AC; BHeCEHHE H3MEHEHHH
69 [BBROD nmepeuHs  mpenMeTHRIX  pyOpuk  AJIY k| onaua pybprka 0,36
CHCTEeMAaTHYECKOMY KaTaJlory H reHepaysHoO#H cnpaBoyHOMH
KapToTeKe
70 |eeIBOA Ha 3KpaH OGubnHorpadguUecKux 3amucei OIlHA 3aNHUCh 0,83
71 | penakTHpOBaHHE pyOpHK, HATIONHEHHE Pa3AciioB O/IHA 3aITHCE 7,5
M3bATHE KapTOYEK U3 KaTaJIOroB
HM3paTHE KAapTOYKH Ha HCK/MIOUEHHBIC H3 OHOMMOTEYHOro| OAHA KapTOuKa
tboHZA KOKYMEHTHI:
72 | andaBHTHOTO KaTaNora 0,42
73 | CHCTEMATHYECKOTO KaTanora 0,36
74 |npenrmetHoro KaTanora 0,36
75 |HyMepauHOHHOrO KaTaiora 0,42
76 |u3baTHe OMOMHOTpapHUECKHE 3alHCH H3 JEKTPOHHOTO 0JIHA 3aMHCh 2,0

Karajiora

Texnnueckas o0paboTKa AOKYMEHTa

HaknenBanHe Ha HOOKYMEHT JIHCTKA CPOKAa BO3BpaTa,
KapMaIika, ApibIKa:

GIAHH JOKYMCHT
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HopMma
Ne Eaunnna
wn Haumenosanue nponecca, onepanuu. Cocras padoThi mIMepenss BpeMeHH,
MHH.
1 2 3 4
77 | MICTOK cpoOKa BO3BpaTa 0,42
78 | kapMaliex 0,42
79 JTBIK 0,26
Hanucanue niigpa Ha JOKYMEHTE H ApPJBIKE: OJIHH JOKYMEHT
80 |Ha HoxyMeHTe 0,26
81 |Ha spusike 0,36
82 |nepenecenne ¢popMaTHOTO M CHCTEMATHYECKOTO IMQpa ¢| OAUH JOKYMEHT 3,0
KapTOYKH HA JOKYMEHT
83 |odopmMmnenue KapTO4YKH g THPAKUPOBAHHA: | OOHO Ha3BaHHE 1,0
ONpefe/eHAE H YKa3aHHE THPaX
84 |xoppexTHpOBKa KapTOUKH MOCIE THPAXKHPOBAHHS OJIHO Ha3BaHHE 0,42
85 |pacmpeneneHue KaTaNOKHBIX KaprToYeK Ha HOBBIE| OAHA Kaproyka 0,42
MOCTYIUICHAA [0 CTPYKTYPHBIM MOApA3JENICHUAM MOCHe
TUPKUPOBAHHS
86 |3zamonneHHe KHWXKHOrO ¢opMynsapa: ykasaHHe wWHQpa,| OXWH KHHKHBIH 0,88
HHBEHTAPHOTO  HOMeEpa  JOKYMeHTa, GaMHIHH | bopmynsp
AHMLHANOB aBTOPa, €10 Ha3BaHyg, IEHSI, FOA W3JAHHSA
87 |zamonHeHHe KapTOYKH HHAOMKATOpPA HAa JAOKYMCHT,| OAHH HHIHKATOD 0,88
HalpaBAsEMEIii B KHHUTOXPaHEHHE: yKazaHHe
HHBCHTAPHOTO HOMEpa, aBTopa H 3arnaeusd, wwHdpa
PaccTaHOBKH
88 |zanonHenue mepemaToOYHOH BEXOMOCTH HA MAPTHIO HOBLIX [ OJAMH HOKYMEHT 0,15
NOCTYTIEHUH
Pabora s AC
BeiBoa Ha 3xpan yueTHbIX $OpM, pacnieuaTka: oana gpopma
89 | A¥CTOB HHIOVBHAYAILHOIO Y4€Ta JOKYMEHTOB 0,05
90 |nmepemarounoil BeAOMOCTH HOBLIX NOCTYIIIEHMH 0,05
91 {xaprouxu ¢ OuOmiorpaduueckoii 3anHuCHIO JUIL YYETHOTO 0,05
KaTanora
92 | xuwxHOrO dopmynsapa 0,05
93 |KxapTOuKH HHAHKATOpa 0,05

IlpuMeuanne; kK HOpMaM BPEMEHH NPUMEHSAIOTCS MOBLIIIAIOIINE KO DHIHESHTHL:

- NIpH COCTaBNCHHH OnGMUorpadHuecKoro ONMHCAHHA HA JOKYMEHT, Ha THTYJNLHOM JIHCTS
KOTOPOro YacTH4YHO OTCYTCTBYIOT NaHHEBIE 1uia Oubnuorpaduueckoii sanucu — 1,13;

- mnpu 6ubmuoreunoit obpaborke: KHHODOTOQOHOAOKYMEHTOB - 1,21; HOTHEIX,
KapTorpapuvecKknX, w3ouzaanmii — 1,15, cennanbHEX BUIOB HAYYHO-TEXHHYECKON JIHTepaTyph! ¥
JoKyMeHTauuH — 1,10,

- npu paboTe ¢ JOKYMEHTAaMH HAa MHOCTPAHHLIX A3BIKAaX, NIPH OpPTraHU3allHd ¥ BEOCHUH
KPaeBeJYECKOro KaTajJora (KapToTeku) U SHONMHOTEYHOro KaTajiora Ha HHOCTPaHHOM A3bIke — 1,15,
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4.4, Pabota ¢ (poHIOM
4.4.1. PaboTa no npueMy AOKYMEHTOB

TaGnuna 67

Ne Enanvua Hopma
HaumenoBanne npouecca, onepauun. Cocrap paborni BpeMeHH,

n/n N3IMeEpeHNs

MHH.
2 3 4

[IpyieM NOXYMEHTOB B CTPYKTYPHBIX MOAPA3ACTHECHHAAX:

2 |npuHeM AOKYMEHTOB M3 OTHEJA KOMIUICKTOBAHHA, CBEPKa C OJHa NnapTHA 90,0
CONPOBOMTENHHEIM MATEPHATIOM

3 [perucrpanMd HOBBIX TOCTYMAECHHH MNEPHOAHYECKHX | ONHH AOKYMEHT 0,4
H3JaHHii, MPOCTAB/ICHHE OTMETKH B pETHCTPAIlHOHHOM
KapTOTEeKe

4 |MpOCTaBNEHHE WITEMIIENA CTPYKTYPHOIO HOAPA3JENEHHA | OAMH ROKYMEHT (0,26
Ha JOKYMEHTE
TMoaGop AOKYMEHTOB I pacCTAHOBKH B OHZE:

5 |monbopka  gokyMeHTOBR N0  KinacCHpHMKaUHOHHBIM | OOHH HOKYMEHT (0,52
HHJIEKCAaM, aBTOPCKOMY 3HaKY

6 |moabopka JOKYMEHTOBR mno ¢opMary, HHBCHTAPHBIM | OAHH AOKYMEHT 0,36
HOMepaM

7 |mopbopka mnepHOAWYECKHX M3jamuii N0  andaBUTy | OXHH KOKYMEHT 0,5
Ha3BaHUAM, I'OJaM, HOMEpaM

8 |moabopxa CIELBHIOB HOPMATHBHO-TEXHUYECKOH | OJHH JOKYMEHT 0,36
JOKYMEHTAHK TMQ KiaccaM, NOJKJIAcCaM, Ipynmnam,
NOATPYNIaM, RHBEHTAPHBIM HOMEPAaM
PaccranoBka 6ubnrorevnoro ¢onpa:

9 |[paccTanoBka JOKYMEHTOB Ha CTEIIKAX B| OAMH JOKYMEHT 0,52
CHCTEMaTHYECKH-a/1paBH THOM NOpAIKe

10 |paccraHoBka DOKYMEHTOB Ha CTennaxkax B (OpMaTHO-| OAHH JAOKYMEHT 1,3
MHBEHTAPHOM MOPSAKE

11 |paccranoBka nNepHOAHYECKHX H3JaHHH N0 anpaBHTY| OIMH JOKYMEHT 0,52
Ha3BaHMi, roJam, HoMepaMm
PaccranoBka HROPMATHBHO-TEXHHYECKOH JOKYMEHTAUHH | OJHH HOKYMEHT
HO KhaccaM, MOJAKIaccaM, TIpynnaM, [OOArpynnam,
HMHBEHTAPHHIM HOMEpam
Konu4vecreo A0KyMEHTOR B noaGopke:

12 |1-5 0,52

13 [6-10 5,2

14 |11-15 0,88
PacctaHoBka JOKYMEHTOB H4 MHKPOHOCHTENAX B| OAHH JOKYMEHT
HHBEHTapHOM H HYMEPAIIHOHHOM [TOpsIKe:

15 |mpoBepka NpaBHJIBHOCTH pPaccTAHOBKH AOKYMEHTOB B| OAHH AOKYMEHT 0,5
OTHENBHBIX MaccuBaX GoHAa

16 |nepenprxeHne (meperecenue) JOKYMEHTOR Ha| OAHH JOKYMEHT 0.4
CBODOAHBIC MECTA

17 |odopmnenue momouHBIX pasgenuTesielf; HallHCaHWe | OJTUH pa3Ae/MTENb 10,0

TIOJIOYHBIX pasfeNHTeNei

IpuMedanue: K HOpMaM BPEMEHH NPHMEHAIOTCA NOBBLINAIOIIHE KOG HUHHEHTHL:
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- IpH NoAGOpe H paccTaHOBKe KHHODOTOPOHOAOKYMEHTOB — 1,2;
- mpu nogGope U pacCcTAHOBKE HOT, KapTorpaduIecKux, H30H3gaHui — 1,5;
- npu pafoTe ¢ JOKYMEHTaMH Ha HHOCTPAaHHBIX A3pIkax — 1,15.

4.4.2. PaboTta no coxpaHHOCTH (poHZa

Tabanna 68
Ne Ennnnna Hopwma
wn HaunmenosaHHe mponecca, onepauun. Cocras padorTsl HIMepenHs BpeMEHH,
MHH
1 2 3 4
IIpoBepka GubaHoTEdHOTO QOHAA:
! {HamHcaHHE KOHTPONBHOTO TANOHA HA JOKYMEHT, YKa3aHHE OJHH TaJIOH 3,0
Ha HEM HHBEHTApHOTO HoMepa, mHdpa, GdaMuIHH,
HHHIHAJIOB aBTOpa, 3arjaBHA, TOJa, MECTa H3aHuf,
LIeHB!, MECTA XpaHEHHSA
2 |MapKHMpOBKa KOHTpPOJIBHBIX TAJIOHOB: YCTaHOBKa, IJe OJIHH TAI0H 8.0
YYTEH  JaHHBIH  JOKYMeHT  (y4YeTHBId  KaTajor,
HHBEHTapHast KHHra), MpOCTABAEHHE OMO3HABATENLHOTO
3HAKa
[Tonbopka KOHTPOJABHBIX TAJIOHOB: OIHH TAJIOH
3 |no HHBEHRTApHBIM HOMEpaM 0,1
4 |no andasuTy damMHIHI aBTOPOB HJH 3arjlaBHi 0,1
S5 [ mo kmaccnpHxanHOHHOMY HHAEKCY .1
6 |cBepxa KOHTPONbHBIX TAMOHOB ¢ HHBCHTApHOH KHHIOMH, OIHH TajIOH 2,0
OTMETKa MPOBEPKH HA TAOHE H B KHHTE
7 |cBepka KOHTPOJIBHBIX TQIOHOB ¢ YYETHBIM HIH OIIHH TaJIOH 3,0
an(apHTHEIM, TONOrPadHIECKHM KATAIOraMHt, OTMETKA Ha
TaJlOHE B B KaTaNore
8 [mpocmorp GopMB HHAWBHUAYANBHOrO YYE€TA, BLIABNCHHE | OMUH JOKYMEHT 3,0
JOOKYMCHTORB, HE MPOIIEAIIRE IPOBEPKH
9 [cocTaBneHHe KapTOYKH Ha HAOKYMEHT, HE MPOCHMHI| OAHH JOKYMEHT 3,0
NPOBEPKH
10 |momck JOKYMEHTOB, He MNpOIISAIIHX HNpPOBEPKY, MO | OJMH JOKYMEHT 20,0
pasiu9HLIM Y4eTHBIM QopMaM, KapToTekaM, XypHalaM,
KHIKHBIM [TOJTIKaM
CocTaBjieHHE CHCKA HEAOCTARONMX B POHIAC AOKYMEHTOB |  OJIHH CITHCOK
KonuuecTBo AOKYMEHTOB B COHCKE!
11 |1 0,78
12 12-10 8,3
13 {11-25 19,3
OT16op ROKYMEHTOB U1 HIBATUS U3 honga
IIpocMOTp FOKYMEHTOB Ha MpeaMET H3BATHA U3 GOHJA! OIHH HOKYMEHT
14 | HempodHNBHBIX 3,1
15 | nyGnerHbix 1,6
16 | ycTapeBIOHX MO COZEPKAHHIO 3,1
17 |Berxux 0,88
18 | ManoHCIONB3yeMbIX, HEHCIONB3YEMBIX 2,6

[Togroroska JOKYMCHTOB K aKTHPROBAHHIO!
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Ne
n/n

Hanmenosanue nponecca, onepanuu, Cocrap paborni

Exuunna
H3MEpPEHHA

Hopma
BpeMeHH,
MHH

2

3

4

19

noaGopka JAOKYMEHTOB B MAapTHH IO NMPHYHHAM H3BLATHA,
CBEpPKa ¢ KHHKHLIM GOpMYyIsIpOM

OJIHH JOKYMEHT

0,36

20

non0opka KHHXKHBIX (OpMynapoB Ha JOKYMEHTHI B
HOpsAAKe HHBEHTAPHBIX HOMEPOB, andaBuTa, XKypHAIE! -
10 rojlaM ¥ HOMEepaM

oaun $hopmynap

0,42

COCTABNCHHE CIHCKAa K AakTy BHOBITHA (mepegavn),
noacuer obme# CyMMEl, OQOPMNEHHE aKTa; MOTALIEHHE
HHBEHTAPHOTO HOMépa H iutemmens OHONMOTEKH Ha
JOKYMEHTE; HOJIHBKA AKTOB

OOHH axT

Komgecrso JOKYMCHTOB B CTTHCKE:!

21

1

0,78

22

2-10

7,8

23

11-25

19,3

IMoaroroska JAOKYMCHTOB B NNCPENJICT:

24

oT00p JAOKYMEHTOB Ajsl MEPEMNCTa; MPOBEPKA COCTOSHHSA
JIOKYMCHTA, 3all0OJTHCHAE (CBEpKa) KHIKHOTO hopMyspa

OJMH JOKYMEHT

3,0

25

noabopka KOMILIEKTOB, CBf3Ka B MadKH;, odopMieHHE
JIOKYMEHTOB I [Iepefiad B NEPEMIIET

O4HH JOKYMCHT

2,6

26

noAroTOBKa JOKYMCHTOB K BOCCTAHOBJICHHRO: H0ﬂ60p
OOKYMEHTA, aHANMOTHYHOI'C MOBPCHICHHOMY, ocbopmnefme
3aKasa Ha KOIMHpOBaHWE

OJHH AOKYMCHT

10,0

27

MpHeM 3akasa NoCiIe KOMHPOBAHHA, MPOBEPKA KavyecTea
KOMHIL; MOArOTOBKA AOKYMEHTA K TePEeRCTy

OIOHH AOKYMEHT

7,0

28

ApHeM HOKYMEHTOB H3 IEperiera; CBepKa NMOCTYIMHBIIHX
H3 MepemieTa AOKYMEHTOB ¢ KHHXKHBIM (dopMynapoM,
NpoBEpKAa  Ka4yeCcTBa  MEPEMNIETa;  BOCCTAHOBACHHE
3arfnaBHA; HaNHCaHde [Hdpa Ha SApABIKE, KOpEIKe
JNOKYMEHTa

OJHH AOKYMCHT

7,0

[TofInHBKa ra3eT H TOHKAX KYPHAJIOB!

29

onpeaeneHde GopMara, BIOKEHHE KOMILIEKTa XypHAIOB
B NanKy HYXHOro (opMara, 3aBA3bLIBAHMC; BBHIHCCCHHE
mudpa, Ha3Bauud, roAa H3AABHA, HOMEPOB XYPHANOB Ha
0OMOXKKY H KODELIOK ITANKH

OJHaA narnkKa

3,0

30

packiafka Tra3erhl N[O  Ha3BaHMAM, MpoKalbiBaHHe,
BIOXCHHE B KapTOHHYIO 000XKKY (11anKy), MPOIIBYPOBKa,
ofpopMnense o6noxku (Ha3BaHue, roji, HOMEP, Mecsl)

OgHa Harka

5,0

Menxuit pemont donpa:

31

noAKieHKa JOKYMCHTA, KapMaillkos,
BOCCTAHOBJICHHE 3arflaBHi H HHOM PEMOHT

APILIKOB,

OJHA NIAIlKa

2,0-5,0

Ob6ecnuiuranye doHpa:

32

ofecnpinupanne  QoHma ¢
ofecnedeHue pabodero
CPEACTBaMH: TBLIECOCOM, paboyum CTOJIMKOM,
CTpEMsHKOH, BeapoM; npoBejeHHe o0ecnbUIMBaHHS,
3aHECEHHE TEXHHYECKHX CPEJICTB B MECTa XpaHEHH

MOMOIIBK)  IIBIIECOCA;
MeCTa TEeXHHYECKHUMH

0AHAa MEPOTTOIKA

12,6
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Hopma
Ne Eannnia
HanMeHOBaHHE npouecca, onepauun. Cocras patoTnl BPeMEHH,
n/n H3MePeHus
MHH
1 2 3 4
33 |pyuHoe obecnbmuBaHHE (oHMa; oOecrnedeHHEe pabodero| oOJHa MEpONojKa 9,4
MECTA TEXHMYECKUMH CPEACTBaMH: CTPpeMAHKOH, pabounmM
CTOJIHKOM, TENEXKOl, BeApoM, TPAMKAMM; INPOTHPKA,
3aHeceHHE TEXHHIECKMX CPECTB B MECTa XPaHCHHA
TIpumeyanne: K HOpMaM BpeMeHH PHMEHAIOTCA NOBBIUAIONINE KOSPOHIHEHTHL:
- IPH py4YHOM 00CCIIBUIMBAHHY (POHAA HOTHEIX, KapTorpabHIecKHX, H3ou3nanuii — 1,2;
- IpH 00EeCHBUIHBAHHH ¢ TOMOLIBIO Nbiiecoca — 1,3.
4.4.3. N3yuenne 6ubnuoreunoro poxHaa
Tabmiua 69
Ne EauHnIA Hopma
HaumenoBanue npouecca, onepaunn, Cocras padorsl BpeMCHH,
n/n H3IMEPeHHA
MHH.
1 2 3 4
IMoaroToruTenbHas paboTa Mo H3YYCHHIO GHONMHOTEYHOTO
donaa:
1 [cocTaBaenue nuaHa paGoTe! IO H3YHeHHIO ONONHOTETHOrO OHKH II71aH 10,0
donaa (9actu poHAa)
2 |nmoaroroBka HHCTPYMEHTapHA no H3Yy4eHHIO {  oAHa TabiHua 10,0
fubmuoreuHoro ¢QoHma; cocTaBaeHHe TalaMIEl MO
pa3IMYHbIM aCMEKTaM H3Y9eHHS
3 |monbopxa 6ubnuorpapuueckux nocobuii,| oaHO mocobue 10,0
HHOOPMALIMOHHBIX CITHCKOB AJIA TMPOBEACHUS paboThl Mo
H3y4YeHHIO OuOmmoTeyHoro gonga
4 |mpoBedcHHE HHCTPYKTaXa INA MpoBeNcHHA paloT MO | OOHH HHCTPYKTAaX 10,0
H3y4eHHIO 6ubHoTeYHOTO HhOHIA
Bubnuorpaduueckoe uzyuchue Snénuoreunoro gouna
Osnakomaenue ¢ colepxaHueM Oubnuorpapuueckoro| oaHo mocobue
nocobus, WHPOPMaNUOHHOTO CNHCKAa AN IPOBSACHHS
paboTel 0 H3yYeHHI0 SubnuoTeynoro poxaa
KosndecTBo HazpaHUH B MOCOOHH:
5 11-25 15,7
6 126-50 34,0
7 151-100 68,0
CBepka KapToyKH Katanora ¢ OubmHorpaduueckuM | oOHa KapTouka
OIINCAHHEM JAOKYMEHTA, YKa3aHHOTO B MOCOOHM; OTMETKA
0 HAJHYHH JOKYMEHTa B (hOHAE:
8 | andaBuTHEL KaTanor 2,0
9 |cHcTeMaTHueckHii Katanor 5.0
10 [cocraeneHune OubnHorpaduueckoro  OMHCaHMA  Ha| OXHa KapTOYKa 2,6

OTCYTCTBYIOWHME B OUbNIHOTEKE ROKYMEHTHL
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Ne
n/n

HanmenosaHue nmpoiecca, onepanny, Cocras paﬁo'l'bl

Eanuuna
HIMEpeHHR

Hopma
BPEMEHH,
MHH.

2

3

4

TIpOoCMOTp HANOJHEHHS CHCTEMATHYECKOTO KaTanora B
PasIUYHBIX actieKTax (1o OTpac/piM 3HAHUA, BHAAM, TOIaM
H OPYTHM acTeKTaM); COMOCTABIEHHE MOJyYeHHBIX
A2HHBIX ¢ TEeMATHKO-THTIONOTHYECKHM (NEePCHEKTHBHBIM)
MAaHOM  KOMIUIGKTOBAHMSA;  YTOUYHEHHE,  BHECEHHe
KODPEKTHB B MNAH KOMIUIEKTOBAHHS

oAra Kaprodka

KonnuecTpo KapTOYCK B AIIHKC.

11

1-500

43,0

12

501 - 1000

85,0

13

1001 - 2000

173,0

Cratuctuyeckoe u3ydyetue 6ubmioreunoro goHma:

14

3allOJIHEHHE CTATHCTHYeCKHX Ta0iuu (1o  COCTaBy,
AWHAMHKE H CTENEeHH HCHONB30BaHHA OHOIHOTEHHOrO
(poHAA) HA OCHOBAHHUM YHETHOH ROKYMEHTAHH

ofiHa TabIuna

10,0

15

pacyet nokasarenecii KHHrooGecneyeHHOCTH,
obpallacMOCTH, YIHTAEMOCTH

O0AHH NMOKA3aTCIlIb

4,0

16

CIUVIOITHO®  MPOCMOTP IJOKYMEHTOB Ha  CTe/akax,
MOACUET MO KHHXHEM GopMynsapaM HIIn JIHCTKaM cpoka
BO3BpaTa KOJIHYECTBAa KHHIOBBLIAY

OIMH AOKYMEHT

0,84

17

MAPKMpOBKa  HeucCmonb3yeMoli vactH ¢QoHma B
3aBHCHMOCTH ~ OT  IPHYHH, BBI3BABIUHX  HH3KYIO
o0panaeMocThb

OJHH AOKYMEHT

0,26

18

3aIfONHEHHE TAGNMLB! HHTEHCHBHOCTH HCIONBE30BaHHUS
HubmroreuHoro PoHaa

OoJHa TaluHLA

50,0

CocTaBicHHe H  aHamm3 TaOMHIY MO0  H3YYEHHIO
onbIHoTEUHOTO doHAA

CocraBneHue TabIuHEL:

19

MO COCTAaBY, PA3BHTHIO U HCHOJIE30BAHHIO GHONMHOTCUHOTO
doHAa

oJHAa TabmHua

63,0

20

N0 CTENCHH HCHONBL30BaHHA (OHAA B  Pa3THUYHBIX
acmexTax (B OTpacieBOM, HO BHJaM H3JaHHH W HHBIM
acTneKTam)

OJHa TabIHuAa

68,0

21

no 00bEMY HEHCIIONb3YeMOR H MANOCIIPAIIHBAEMON YacTH
OHJa H NPHYHHAM €€ HAKOTUICHHS

oJtHa Tabmmna

63,0

AHanu3 TabaHUbBL

22

110 COCTABY, Pa3BHTHIO H HCNONb30BaHUI0 GHONHOTEYHOTO
oHAaa

ozHa TabnHya

56,0

23

10 CTENeHH HCNONb30BaHHA (OHAQ B  PasIHYHBIX
acriekrax (B OTpaciCBOM, MO BHJAAM H3RaHHH H HHEIM
acrieKTam)

oaHa Tabnuna

56,0

24

Imo COCTaBy H BCIIHYHHE HEHCHOAB3YyeMCH H
Manocnpamusaemoﬁ 9acTH (bOHIla H UOpu4yHHaAM €<
HAKOIIICHHA

OJHA TabmHua

60,0

25

COCTABJIEHHE [U1aHa MEpONpHATHH PeaANH3ALHH
TPEANOKEHHH 0 Pe3yNsTaTaM H3yueHHS GoHIA

OJHH IIIIAH

161,0
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ITpumeyanue:

- BpeMA MPOBEACHHUSA HHCTPYKTaXKa B HOPMY BpEMEHH HE BXOIUT;
- npu paboTe ¢ JOKYMEHTaMH Ha HHOCTPAHHBIX A3BIKAX K HOpMaMm BPEMEHH NMPHUMEHACTCH
NOBHINAaOWHIA ko3gduuuent 1,15.

4.5. OfcnyxuBasHe uuTaTENEl
4.5.1, PaGota ¢ unTateneM

TaGmuna 70

Ne
n/n

Haumenosanue npouecca, onepauun. Coctas padorsl

Exnwnna
H3IMEPEHHH

Hopma
BpeMCHH,
MHH.

2

3

4

3anuch unTaTens B OHONNOTEKY:

MPOCMOTY JOKYMEHTOB yHTATENSA (macnopr,
YIOCTOBEPEHHE, IOPYYHTEABCTBO); IIPOBEpKA HAIHYHA
YUETHO-PETHCTPALHOHHON KapTOYKH YHUTATENA; BhLZavua
AHKETEl JiNS 3alOfIHEHUA TONB3OBATENEM C MOAPOGHBIM
MOACHEHUEM MO 3AMOMHSHHIO NONCH

OIHH YHTaATCNb

2,0

3aMONHEHHE dopMmynsapa YHTATENA, y4€eTHO-
PETHCTPALIHOKHOMN KApTOUKHU, YHTATENBLCKOTO GHIIETA

OIIHH YHTATCHb

2,0

O3HAKOMJICHHE YHTATENA C MPaBHIaMH MNONB3OBAHHA
6ubmioTekoi, pacnonoxeHueM ¢OHKA, CIPABOYHBIM
anmaparoM, 3TEKTPOHHBIMH PECYPCaMH  (ayJMOKHHIAMH,
YAATIEHHBIMH Oazamu JaHHEIX, AHUCKAMH,
bunbMorpagueii)

OJHH YHTATCIIb

5,0

nonbopka M paccTaHOBKa mno andasHTy daMmumii
ynTaTeNeH YUSTHO-PErHCTPALIOHHBIC KAPTOUKH

oHa Kaprodka

0,26

IMepeperucTpalius YHTaTENICH:

nouck  ¢opmymsipa  (PETHCTPAHOHHONK  KapTOUKM)
YHTATENA, BHECCHHE M3MCHEHHH B HHX M YHTaTCNbLCKMi
Suner

OJHH YHTATCITb

12,0

3anuck (niepeperucTpaiys) yyTaTenci B

ABTOMATH3HPOBAHHOM DEXHMCE!

Habop Ha KiaBHaType CBedeHMil o uuTartene: damuius,
HMH, OT4YECTBO, XapaKTEPH3YIOIUHE €ro [pH3HAKY
(obpasoBaHKe, CICUHANBROCTD M HHEBIE MPAU3HAKH ), KOJ

OOHH YHTATENb

6,0

KOHTPOJIE 32 BO3MOXXHBIM HallUYHEM NAHHBIX O YHTATENE,
3anMcaBlmieMcss B OMOMMOTEKY (paHee 3amMcaH, JIHLICH
npasa [MoaL30BaHHA)

OJHH YHTaTENb

1,0

odopMIIeHHE KOJa YUTATENA C KOHTPONBHEIM paspsaoM K
CPOKOM MONE3OBaHHA YIRTATENECKAM OHICTOM HA OCHOBE
BbIJaHHOH HHMOpMALIUU

OJHH YHTATCNb

0,52

BEIBO/JI HA ITPUHTCP CBEJICHHH O 3aNHcaBlIeMC YHTAaTeNe B

BuAe OnaHka, BEIpe3aHWe ONaHKa H BKJIEHKa ero B
YHATATCIABCKHE OuNeT

OIHH YHTATCHb

1,3

PaboTta pucnetuepckoli ¢ymObl:

10

IIpHCM YHTATCIARCKOTIO TPGGOBaHHﬂ; IpOBEPKA
ITPABANIBHOCTH  3aIlQNIHCHUA TpCﬁOB&HHﬂ, YTOYHCHHC
MECTAa XpaHCHHA NOKYMCHTOB, OTMETKA B nucne'rqepcxoﬁ

ollHo TpeGoBaHHE

2,0
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Hopma

Ne EauHuOa
o/n HaumenoBanue npouecca, onepanun. Cocras padoThl HIMepenus BpeMeHH,
MHAH.,
1 2 3 4
ceTke, nepeAadya TpeGOBaHHS B KRMTOXpaHEHHE
Brinonnenne  tpeSopannii  motpeburencit, Bbldaya
NOKYMEHTOB U3 OCHOBHOIO KHHIOXpAaHEHUA:
11 |nosyueHue TpeGoBaHMHA, perucTpauns, MoadOpka HX IO | oaHO TpeboBaHMe 3,0
oMdpam
12 [moMCK AOKYMEHTA, OTMETKa Ha TpeDOBaHMH, KHIDKHOM | 0jHO TpeGoBaHHE 5,0
dopMynApe, AHCNeTYePCKOH CeTKe
13 [ycraHoBneHHE  Mecra  HaXOKIEHHA  HeHaiineHHoro | oaHo TpebosaHue 7,0
JIOKYMEHTA IO CHPABOYHbIM KapToTeKaM, KaTalloram
14 |Belaaua  ROKYMEHTa M3  OTACNAa  KHUTOXPAHEHMS | OJIWH JOKYMEHT 2,0
noTpeOuTENIO; OTMETKA Ha KHIDKHOM  ¢opMynspe,
TpeboBaHUL
15 {npugdTHe AOKYMEHTA OT MOTpefUTeNd; NOKUCK KHIDKHOTO | OAHH JOKYMCHT 3,0
dhopMynapa, TpeOOBaHNA, OTAUICHHE OTMETKH O BBIAAYH
Beimada KOMMNEKTOB JOKYMEHTOB BO  BPEMCHHOE
NOJIB30BAHUE MOApa3AcneHAM OHONHOTEKH:
16 |odopmnenne 3agBKM Ha  KOMIUIEKT JOKYMEHTOB, OJHa 3asBKa 5,0
TEPENABACMBIH B CTPYKTYPHOE MOAPa3ACIEHHE
17 |nombop nOXKYMEHTOB B KOMIUICKTBI; HamUCcaHWe BTOPOTO| OAHH NOKYMEHT 40,0
IK3EMILIAPa KHIDKHOIO dopMynsapa (HHAMKATOpa)
Brinaya KOMINEKTOB AOKYMEHTOB, OTMETKA HA KHYKHOM | OJHH AOKYMEHT
dopMynape (MHEMKaTope) JaThl BbiAayd, HAAHHBIX
nopa3AecH) ], NONYYAIOWEro KOMILIEKT
KonnyecTBO JOKYMEHTOB B KOMILICKTE:
18 |25 6.8
19 150 13,5
20 | 200 108,0
TlonyyeHHe KOMILIEKTOB ROKYMEHTOB OT CTPYKTYPHBIX | OIMH KOMIUIEKT
NOApasReIeHHil; MOUCK KHIDKHOrO  (dopMyaspa
(MHAUKaTOpa), MOTAaLlEHUE OTMETKU O BBIAaue, BIOKECHUE
€T0 B JOKYMEHT
KoauuecTBO AOKYMEHTOB B KOMILICKTE;
21 25 6,8
22 |50 13,5
23 1200 108
OO0cnyxuBaHne ynTaTeNe# B IMTATEHOM 3a01¢:
24 {npoeemende KOHCYNbTALMii, Oecem ¢ uyMTATENSMH ¥ onHa 10,0
KaTajloroB, KapTOTEK, KHMKHBIX TTON0K; HHPOPMHUPOBAHHE | KOHCYALTALUA

yHTaTecH O HOBBIX MOCTYNJGHHAX, O pabote
ICKTPOHHOIO KaTaora, CTaHLHY CaMOooOCTy KHBaHUSA, O
paboTe ¢ JJMEKTPOHHBLIMH pecypcaMH yAaleHHbx 0a3
JaHHBIX, 0 BO3MOXHOCTAX paboTel B MUYHOM KaOHHETE Ha
caifte OHOANOTEKH, O MONBE3OBAHNH AETCKOM XOMHBATOM
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Na
o/n

Haunmenosanne npoiecca, onepanun, Cocras padorsl

Eanunna
H3MepeHHs

Hopma
BpEMeEHH,
MH#H,

2

3

4

[TonGop AOKyMeHTOB B MOJACOOHOM ¢onie YHTATLHOrO
3aJ)ia, mepenaya na Kadeapy BLIadu:

OIHMH JOKYMEHT

25

no TpeOOBaHHIO YATATEN

3,0

26

MO YCTHOMY 3aNpocy

3,0

27

no ONpeleNeHHON TeEMe

3,5

[Tonbop nmokymeHTOB mo YyueOHOH mporpamMe Ha
OCHOBaHHH MaKeTa KOMMACKTA AOKYMEHTOB, BHLIABAEMBIX
CTYJICHTaM, noabop yueGHHKOB No dakynbTeTaM, KypecaMm,
rpynnaM; ¢Bepka KHIDKHBIX (POPMYISpPOB C HA3BAaHHEM
KHHT, HHBEHTApHEIMH HOMEpaMH

OJMH KOMITIEKT

KomuyectBo JAOKYMCHTOB B KOMITJICKTE!

28

10

4,0

29

20

3,0

30

40

16,0

31

BBIJAYa JAOKYMEHTA; CBEPKA BBLIABAEMOro JOKYMEHTa C
UHTATENLCKAM — TpeOOBRAHWEM;  NpOBEpKa  HAMHYMA
CTpaHHII; BHECEHHE 3aIMUCH Ha YATATENHCKOM TPeOOBaHHH
(KOHTPOJIBHOM JTHCTKE), BIOXKEHHE B HHTATCALCKHIM
Ouner; pacCTaHOBKa, OTMETKa KHUTOBBIIAYH

OJAHH JOKYMCHT

2,0

Brlada AOKYMEHTOB: CBEPKA BRIIABAEMEBIH JOKYMEHT C
YHTATENBCKAM  TpeOOBaHHMEM; TMPOBCPKA  HATHIHE
CTpaHHL; CKaHHUPOBATh YHTATEMBCKMIH ourner;
CKaHHPOBATH BHINABA€MEIe KHHTH; OTMETKa KHHIOBELIAYY;
OTMETKA CTATHCTHKY MOCEIaeMOCTH

32

NpUHATHE JOKYMEHTa: CBepKa €ro ¢ TpeboBaHHEeM
{(KOHTPOJBHBIM ~ JMCTKOM), HpPOBEPKa  COXPAHHOCTH
HOKYMEHTa, HaNMH4YHA CTPaHHL, BHECEHHE OTMETKH ©
npHeMe

OIMH JAOKYMEHT

2,0

33

NOJNYUCHHE JOKYMEHTA, 3aKa3aHHOT0 YNTATE/IEM B OTACHE
KHHIOXpaHEeHHA

OJHH AOKYMEHT

0,5

34

nepeaadya JOKYMEHTa, CIAHHOIO YHTATCneM, B OTACH
KHHIOXpaHCHHA

OJUH JOKYMEHT

1,0

O10op U Nepeiaya JOKYMEHTOB Ha KOMHPOBaHHE:

35

oTOOp AOKYMEHTOB {(OTACNBHBIX CTATEH) AN Nepeaadl Ha
MHKPO(QHIBMHPOBAHHE H KONTHPOBAHHE

OJHH AOKYMCHT

5,0

36

MOArOTOBKA JAOKYMEHTOB K KOMHPOBaHHIO, OOpMICHHE
3aKa3a, PErUCTPALUs B YIETHBIX hopMax

OIUH JOKYMEHT

3,0

37

MONyYeHHe  MHKpodpWIbMa H  KONHH, TpOBEpKa
NPaBUIIbHOCTH BEIMONHEHH 3aKa3a

OJVH 3akKa3

5,0

QbcmyxHBaHHe YnTaTENel Ha aDOHEMEHTE:!

38

HO}IGOP JAOKYMCHTOB AJIA PECKOMEHOALTHH U TATCIAM

CIOHH HOKYMEHT

5,0

Beimauya JAOKYMEHTOB YHTAaTemO, NOHCK (GOpMynspa
guTaTeN, YKa3aHHe CPOKAa BO3BPATa, NMPOBEpKa HANHYMS
cTpaBul; odcnyXHUBaHHe

OJINH JIOKYMEHT

Beiaate AOKYMEHTOB: CBEPKa BBIAdBAEMOr0 AOKYMEHTA C
YHTATCNBCKHM  TpeQOBaHHEM; MpPOBEpPKa  HATHYHSA
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Hopma
Ne Esunnua
w/n HaumenoBanHe opoiecca, onepannt. Coctap paboTsl I BpeMeHH,
MHH,

1 2 3 4

CTpaHHl; CKaHMpOBaHHe  YMTaTenbckoro  Ounera;

CKaHHpOBaHHE  BbLZABacMOH  KHHIM;  pacledarka

KOHTPOMBHOTC JIHCTKA ¢ YKa3aHHeM cpoKa BO3Bpata H

CNHCKA BBIGAHHBIX KHHUT, OTMETKA KHUMOBHIAuH; OTMETKA

CTATHCTHKH MOCEIACMOCTH:
39 [B3pOCABIX 2,7
40 { neteil 3.2
41 |npoeeneHue Oeceppl ¢ uMTaTeneM, HHPOPMHUPOBAHHE ©) OAHH YHTATENb 5,0

HOBBIX MOCTYTUICHHAX

[Tonydenue HOKyMEHTa OT YUTATENA; BHCCCHHUE OTMETKH O | OIHH AOKYMEHT

npueme, TMpPOBEPKA HAMHYMA CTPAHHL, BIOXCHHE

KHIDKHOTO $opMynspa; 06cnyKnBaHuE;
42 | B3pocanIx 1,8
43 | merei 5,0
44 |nmpojieHMe CpoKa MONL3OBAHHA JOKYMEHTOM; MOMCK| OXHH QOpMYyIsip 3,0

dopMynapa YHTATENA;, BHCCEHHE OTMETKH O TPOISICHHH
CpOKa MONB30BAHHSA

IIpyMeuaHie: K HOpMaM BPeMEHH TPHMEHAIOTCA NOBBIIAIOWINE KO3(POHIHEHTHY:
- IpH 00CIyXMBAHHH YHTaTENeH KHHOpOoTODOROZOKYMEHTaMu — 1,2;
- py 06¢cnyKHBaHUH uHTATENEH HOTHBIMH, KapTorpadHuecKUMHU, H30H3aHuAME — 1,15;

BAIAMH HAy4HO-TEXHHYECKOH

- npH o0CNy)XHBaHMH uHTaTenell CrHenHaIbHBIMH

JHTEepaTypsl H JOKyMeHTaunu — 1,1,
- TIp# paboTe ¢ NOKYMEHTAMH Ha UHOCTPaHHEBIX f3bikax — 1,15,

4.5.2. BuytpeHHas paGota

Tabmumna 71
Ne Eanuuna Hopua
HauMenoBanue npouecca, onepauun, Cocran paGoTni BpeMeHH,
n/n HIMEpCHUSA
MHH.
1 2 3 4
ToproToeka K Belaaye:
1 |paccranoBka dopMmymipoB umrTarenci (Mo cpokaM,| OMHH GopMynap 1,0
HOMéepaM, aa(paBuTy)
2 |paccraHOBKa CAaRHBIX AOKYMEHTOB B (IOHAE OTKPHITOrOo| OJHH AOKYMEHT 2,0
ZOCTYyNa
3 |paccTaHOBKa CHAHHBIX AOKYMEHTOB B (hOHJE OCHOBHOTO| ONMH JOKYMEHT 3,0
XpaHeHHs
4 |moapeneHHe HWTOroB paboOTHl 3a MNpOIWISAUIMH IEHb, €XKEAHEBHO 15,0
BHECEHHUE 3alHCH B JHEBHUK
5 |moabop INOKYMEHTOB MO IpeABAPUTENBHEIM 3aKa3aM| OAHH JOKYMEHT 3,0
YHTATENEH U NMNAHAM YTCHHS
6 !nmpocMOTp HOBBIX TNOCTYIUIEHHH I8 pPEeKOMEHZAUMH | OAUH JOKYMEHT 2,0

YHTATCIIAM
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Ne
nn

HanmenoBanHe npouecca, onepaun. Cocras paboTnl

Eananya
H3IMEpeHHS

Hopma
BpeMeHH,
MHH,

2

3

4

OpPOCMOTP M TIOMONHCHHE KHWKHBIX BHICTABOK, ALIMKOB
cBODOAHOIO BBHIOOpAa KHHr, TEMATHUECKHX MOJIOK H
crefanaxed

OAHH AOKYMECHT

3,0

HOOroTOBKa mﬁoqero MECTA

CKCTHCBHO

16,0

Pa6ora ¢ dopMyIsipoM YHTaTENA:

anamu3 GopMyIapsl UHTaTENSH, BEIIBIEHHE YHTATEIBCKHE
HHTEPECHI

OIHH popMynap

4,3

10

COCTABICHHC KApPTOYKH M4 KapTOTEKH YHTAaTeNBCKHX
HHTEPECOB;  COCTABIEGHHE  CIIHCKA  YHMTATC/IBCKHX
HHTepecOB — | 3anHch

OJTHA KapTOUKa

0,86

1

sanuck B (dopMmynaspax (HHBX ROKYMEHTAX) 0
pe3ysIbTaTax aHaH3a YTeHHA 3a ONpeaeneHHbIN NePHOX

OOHA 3AIMMHCE

3,6

12

3alich B OHEBHHKE OHOMHOTEKApA O QHHAMAKE YTSHWS K
UHTepecax YHTATe (Tpynnsl UHTarenei)

O0OHa 3anHCh

9,2

PaGora ¢ yuTatenamy, He BO3BPATHBLIMMU JOKYMEHTHI B
CpoK:

13

npocMoTp M otbop  opMmynspor  uurarenci, He

BO3BPATHBIIHUX JOKYMEHTEI B CPOK

ouH popmynap

1,0

14

HANMHCAHHE OTKpBITOK-HaIIOMHHaHHﬁ o BO3BpaTC
JOKYMCHTOB; OTMCTKA HATHI HAIIOMHHAHNHA HA ¢opmynslpe

onuH hopmyap

6,0

15

onoeemieHde (Mo  TenedoHy, SNCKTPOHHOH mouTe)
YHTATENd, HE BO3BPATHBIIEro JOKYMEHTH! B CPOK; OTMETKA
JATE! HanoMHHaHKA B GopMymape

OHH OpMYNAp

5,0

KoHtponme 3a cpokaMu BO3BpaTa JOKYMEHTOB B
aBTOMAaTH3HPOBAHHOM pPEXKUME:

16

BHIBOJ| H2a MPHHTEP MO YCMOBHAM CIHCKA YHTATENCH M
abO0HEeHTOB-3a0/IKHHKOB

OJHa 3alHCh

0,16

17

COCTAB/ICHHE CTTHCKA 3800MTXKHHKOB

O0JHA 3a0HCh

0,16

18

pacnevyarka Ha NpUHTepe HaNOMUHaHUA abOHEHTaM H
YUTATENSM O CpPOKe BO3BpaTa (Anpec, Ha3paHUs B3ATHIX
AOKYMEHTOB)

Ofta 3annuceE

2,2

19

H3bATHE M3 0asbl JaHHBIX CBEJECHHHA © 3aHATOCTH
BO3BPAMICHHBIX IOKYMEHTOB

O/HA 3anIHCh

0,4

OdopMneHRe NOHCKA 3aN0HKHUKOB Yepes CyA:

20

CHATHE KOMHH ¢ GOpMyIiApa YHTATENA; YTOUHEHHE aBTOpa,
Ha3BaHHA, HHBEHTAPHOTO HOMEpa, HeHy NOKYMEHTA, He
BO3BPALEHHOrO B CPOK; MEPEYHCNCHHE TOCTIONLIHHB 33
odopMICHHE HCTIONHUTENBHBIX HAAMACEH; nepeaaya fea
B CYA

OJAHH DOKYMCHT

2,7

21

nonyyeHHe U opopmiIeHHE AOKYMEHTOR U3 HOTAPHANLHOM
KOHTOPH! (MPOCTABNIEHHE HOMEP PACUYETHOIO CUeTa, HOMED
HCTIOMHHUTENBHON HAXMUCH)

OIOHUH QOKYMEHT

2,7

22

COCTAB/IEHHE aKTa Ha OIUIaTy dYepe3 CYyA YTepAHHBIX
ROKYMCHTOB (TIPHNOMKEHHE K AKTY - GOPMYyNAD UHMTATENs)

OoUH AOKYMCHT

2,7

IlpyeM JOKYMEHTOB B3aMEH YTEPSHHEIX:
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Hopma
Ne Eannnna
o/ HaumeHoBaHHe nmponecca, onepamnn. Cocras paboTh H3Mepenns BpeMeHH,
MHH.
1 2 3 4
23 |momcK YHTATENBCKOTO dopmynipa; BHECEHHE | OJHH JOKYMEHT 10,0
COOTBETICTBYIONICH 3anucH B dopMmyndp, TeTpans ydera
KHHT, IPHHATHIX B3aMEH YTEPAHHBIX
24 jnmpocMoTp  JOKYMEHTa,  MpPEAsaraeMoro  B3aMEH | OMH JOKYMEHT 2,0
YTEPAHHOTO
Pabora ¢ oTKa3aMH:
25 |yyer m xnaccmduKallis OTKAa30B: OTMETKA Ha JAMCTKE! OAHO TpeGoBaHHE 1,6
YHTATENLCKOrO TpeGoBaHHA MPHYHHY OTKa3a
26 |pacCTaHOBKAa UHMTATEIBCKHX TpeboBaHHii B KapTOTEKy | OOHO TpeOOBAHHE 0,32
«HEYIOBRETBOPEHHEIN CIIPOC
27 aHaNM3 OTKa30B, COCTABICHHE CBOAKH OTKa3oB B OOHH OTKa3 1,0
OTpPacieBOM paspese (M0 NMpHYHHAM OTKA32 M MEpaM HX
JIMKBANALMHE H NIPeayIIpexKIeHUA)
28 |cocraBneHne  6uOmiorpaduyeckoro  OMHCAHHA  Ha OIHO 2,0
JOKYMEHTBI, HMEIOINde HanOoNIbIIee YHCIO OTKa3oB, H; Gubmuorpaduec-
fepeada KapTOuKH B OTAEI KOMIUIEKTOBAHHS KO€ ONIHCAHHE
4.5.3. BuectanuoHapHoe o0CnyXHBaRHE
Tabnuua 72
Hopma
Ne Exmnuna
' HammeHoBarHe npoliecea, onepamin, Cocetas padornr H3MeDeHIS BpeMEHH,
p
MHH.
1 2 3 4
Opraansamya  OMONMOTEUHBIX IYHKTOB, IEPEABHMKHBIX
dubnnorek:
1 [3awmodeHne  moroBopa Mexpy Oubanorexoii ¥®| OAMH AOTOBOP 270,0
OpraHu3alHeii, rae Oyner OCYLIECTBIATECA
BHECTAHOHAPHOE OOCTY)KHBAHHE
odpopMieHne dbopMyitapa OUONHOTETHOrO MMyHKTA ORHH GopMyIsap 13,5
opopmneHne MankH ¢ JOKYMEHTaMH  (ZOroBop, O/lHa Malka 13,5
NOBEPEHHOCTD HA MOMYYEHHE KHHT, (OpMYISpoB
OuOMHOTEYHOTO NYHKTA, OTYETOB)
4 |cocraBneHHe CXeMBl  pasMeUICHHS  OCHOMMOTEUHBIX OJIHa CXeMa 126,0
IYHKTOB Ha TEPPUTOPHH ropoia, paiiona
5 {cocraBneHne rpacrka obMeHa JOKYMEHTOB, |  OJHH rpaduk 18,0
Haxommxcsa B OHOMHOTEHHBIX MYHKTaX, MepeBHKHBIX
OnGunoTexax
6 |cocraBneHne TJIaHa METOIHYECKOH MOMOIIH O/AVH TUIaHa 46,0
OuONNOTEKAPAM-0OILECTBEHHHKAM
7 [odopmnenne oOBABNCHHA O IHAX H dacax paboTwl| oaHO 0OBABNCHHE 12,0

OnONHOTETHOrO ITYHKTA, NePeABHIKHOH OHOMHOTEKH

Tlonbop xommnnekToB AOKyMeHTOB And OHOAHOTeqHOro
NYHKT4, NEPEABKHON OnbnnoTexku

[Tonbopka KOMNNEKTa ZOKYMEHTOR

OJHH KOMIIJICKT

Konnuectso JAOKYMCHTOB B KOMITACKTC!
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Hopma
Ne HanMmeHoBanmne npoiiecea, onepaunn. Cocrap padornl Eausmua BPEMCHH
n‘n ’ ' HIMepeHus i
MEH.
1 2 3 4
g 10 15,0
9 130 45,0
10 1100 148,5
11 |BBlAaua AOKyMeHTa B OWMOMHOTEUHBIH NYHKT, OTMETKA B | ONUH JOKYMEHT 2,0
KHIXKHOM (GOopMynsdpe AaThi BbIAAa4H, HOMEpa MYHKTa
12 3ammch B popmynsp GHONHOTEUHOTO MYHKTA JAaTh! BEIAAYH 0lHa 3aIKCh 1,0
NOKYMCHTOB, KOJIYECTBA BHINAHHEIX W BO3BPAIlleHHBIX B
CTALNOHAP JOKYMEHTOB
13 |paccTaHOBKA XHHXHBIX (OPMYNSApOB B KapTOTeKy 32| OIMH KHIKHBIH 0,4
pasfieluTeNieM  CHIMibi  OMONHOTEHHOro  MYHKTa, dopMyasp
nepeBikHO# OHONMMOTEKH, BHYTPH NO andaBHTY
AMMHJIUH ABTOPOB
14 ‘npreM  NOKYMCHTOB H3  OHONHOTEHHOrO NYHKTa, | OAMH JOKYMEHT 1,6
nepeABKHON OUOMHOTEXH: MpPOCTaBACHHE OTMETKH O
npHeme, BIoxeHHe GopMynspa B AOKYMEHT
4.6. Obcnyxupanne no MexobubmoreunoMy aboneMeHnTy (MBA)
Tabmuna 73
Ne Ennnuna Hopma
Haumenosanue nponecca, onepaunun, Cocrae paéornl BpeMeHH,
nm U3MepeHus
MEH.
1 2 3 4
ObcnyxuBanue untatenci 6ubnuorexkn mo MBA:
perucTpanud YHTaTens, noassyomeroca MbA OIUH YHTATEh 1,35
2 |3amojHeHHue GiaHKa-3aKaza, HpOCTaBICHHE OJHH 3aKa3 2,2
PECHCTPALMOHHOTO HOMEPA, NATHI
3 |yToyHeHHME  YKa3aHHEIX  YHTaTeJIeM  CBEACHHH O OJHH 3aKa3 1,6
3aKa3aHHOM JOKYMEHTE, LEIB 3ampoca, HCTOUYHHKE,
OTKYZa MOJXYYCHEI CBE/IEHHS
Bubnuorpadmyeckas mopaboTka 3aKaza; YTOUHCHHE
OnbHorpadUIeCKHX CBEHECHHIA:
4 |{no ClipaBOYHBIM H3AAHHSM 27,0
S | TpH MOMOLIH aBTOMATH3HPOBAHHBIX CPEACTB 0,22
6 [nIpoBepka HAIM4YHE 3alpallMBacMOro JAOKYMEHTa B| OHHH HOKYMEHT 10,2
dubnnorexax ropona, ob61acTH, perHOHa, B TOM YHCIIE MO
CBOAHBIM KaTaloraM
7 |HanpaBnenne GnaHka-3aKasa ¢ IIPOCTAaBJAEHHOH OTMETKOMH OJMH 3aKa3 0,27
(mremnenem) «B  ropome HeT» B OTpacNCBOM,
YHMBEPCAIBHEIH LIEHTp HWiIH B OubnHoteky (oprad
HH$pOopMallii) MO JaHHBIM CBOAHBIX KaTaJOroB
8 |[3amuce cBeAeHHMH © HampaBnaeHHHM 3akasa no MBA OJHA 3aNHCE 1.4

(HauMcHOBaHHe OUONMHOTEKH,
CTOpoHE 6aaHKa 3aKa3a

para) Ha 0DOpOTHOMH
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Ne
nm

HanMeHoBaHHe nponecca, onepauns. Coctas pabtorns

Eaunauua
H3IMEPCHAA

Hopma
BpEMEHH,
MHEH.

[y

2

3

4

noMemenre Onanka-zakasa B «Kaprorexy 3ampocos
yntateneii mo MBA» 3a pasjmenureneM «3anpochl Mo
MEA, nanpabieHHEIE B qpyrue Onbnnoreku»

onHO TpeGoBaHKE

0,32

10

npHeM OOKYMEHTOB, NMpHcHanHbX 0 MbA; pacnedarka
GapaepoNu, MpOBEpPKa COCTOAHHR JOKYMEHTOB, OTMETKA
JATEl MONYyYeHHd KB Ha3BaHHA OuONMHOTEKH, BEICHABIICH
JAOKYMEHTBI, HHBEHTaPHOTO HOMEpPa, CpOKa MONb30BaHHs,
pasMecTHTh ONaHK-3aKa3 B3 pa3feia KapToTeKn «3anpoch
no MBA, BanpaBneHHsIe B aApyrue Ounbnuoreku» B pasnen
«[lonyuennsle no MbA u3aanuay

OOHH JOKYMCHT

3,8

11

ONOBCIUSHHS YHTATENIA © [IOAYYCHHH 3alpOlICHHOrO
JOKYMEHTA H CPOKE NNOJIE30BAHHA HM

00HO H3BCILICHUS

1,35

12

BELOAYA YWTATENIO NONy4YeHHHX Mo MBA NoxyMeHTOB B
quTAMBHOM  3aMe (B chAyxeOHOM  NOMEIICHHH
O6ubnuorekH); CBEpKAa BBIAABAEMOTO  JOKYMEHTa ¢
OnaHKOM-3aKa30M, MPOBEpKAa HANWYMA CTPAHAL U
COCTOSHHE NOKYMEHTA, OTMETKA BhIIAYH

OJIHH NOKYMECHT

1,0

13

NpHEM LOKYMEHTa OT YUMTATENA B YHTATLHOM 3a)I€; CBEpKa
JOKYMEHTa ¢ 4acThl  ONaHka-3aka3a, MpOBEpKa
COXPaHHOCTH NOKYMEHTA, OTMETKA O NpHeME, NIOMEILICHHE
JOKYMEHTA B CIICIHAILHO BBHIACNCHHOE MECTO (3aKpBITHIN

ukad)

OJIUH JOKYMEHT

0,5

14

H3BlieueHHe ONaHKa-3aka3a H3 KapTOTeKH, 3anHch
cBeacHui 06 oTnpaske H3naHUA (rara, HOMEpP TMOYTOBOTO
OTNPABNCHHA); TMEPECTAHOBKA JIHCTKA W3  pasiena
«[fonywennste mno MDBA  wm3mamma» B paspen
«BosBpaueHHas auTeparypar»

CAHH JHCTOK

TpeOoBaHHuA

1,0

15

NOJrOTOBKa K OTHpaBKe ROKYMEHTOB B OuOMHOTEKY-
doHAOIEpKATEND 3aKa3HO#H  GaHAepoNbly; ymakoBKa
GaHaeponH, B3BENIMBAHHE €€, HaKNeHBaHHE MapkH {(€CiH
HET UEHTPANH30BaHHON OMNaThl MEpeChUIKH), HAMCAHHE
azipeca, COCTABNICHHE ONHCH

OJAHH JOKYMCHT

3,6

16

paboTa ¢ OTKa3aMH;, MpU MNONYYeHHH 0T OuUOIHOTEKH-
douoAEPKATENE H3BCILUCHHE 00 OTKaze HIH 3aJepiKKe
BLITIONHEHHA 3aNpoca: H3BNEYCHHE U3 KapToTeky OraHka-
3aKa3a, yKasaHHe MPHYMBEI K JATH 0TKa3a Ha 0GOpPOTHOM
CTOpPOHE, MepecTaHoBKa U3 pasmena «3anpocsl mo MBA,
HarnpaBieHHble B Opyrue SubmvoTteku» B pasaen «OTkassl
no MbA»

0I0HH OTKa3

1,03

17

cooOeHHe B OTREN OOCIYKHBAHHA O MONYYCHHH OTKA3a
(nata, mpHYyHHA)

OAHH OTKa3

1,35

Obcnyxusanue aGoHeHToB 0 MBA

TIpuem 3axasos:

18

NpH OTCYTCTBHH HOMepa aboHeHTa Ha OnaHke-3aKase
npoBepka Mo KaptoTeke abOHEHTOB, abOHHpyercs nu
AaHHasg OpraHu3alng

OOHH OTKa3

1,0
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Ne

HaumMenoBaHue npouecca, onepaunn. Coctap paboThi

Eaunnna
usMepeHus

Hopma
BPEMeHH,
MHH,

2

3

4

19

oprannsalia aOoHupyercs: MNpOCTaBICHHE HOMEpa Ha
GraHKe-3aKase, CBEpKa aapeca, HA3BaHHA OpraHH3alHH,
dbaMHIMH 0TBETCTBEHHOTO Mo MBA, BHeCeHHe H3MEHEHHH
B KapTO4KH

OOHH OTKA3

3,6

20

neppuynoe ofpawecHue aboHeHTa B TEKyIIeM Tromy:
NpoCTaBJieHle B KAPTOUKE rof OOpalueHns, aary

OAHH OTKa3

3,6

21

opopmicHue aboHeHTa (OpraHH3alMs paHee HE
afoHHpOBaNack): npHcBoeHHe  aOOHCHTY  HOMEpA,
3anoJIHCHHE KapTOuMKH peructpaunn aboHeHta MBA H
pa3aeuTeNns (dopmynsap), YKa3aHHe TOJIHOTO
HauMeHoBaHHa  OuOmmoTexu, mowroBOro  agpeca,
Tenedora, GpaMIIHA, HMEHH, OTYeCTBa OTBETCTBEHHOTO
JIMLIA, AATHl OTKPBITHA H HOMEpA aboHCHTa

OXHH aboHeHT

5,0

22

PacCcTaHOBKa PCrHCTPAlHOHHBIX KAPTOUYCK B KapTOTCKY

OfIHa KapTOUKa

0,32

23

obopMieHHe H3BelleHHs 118 aloHEHTa (CTaHZapTHOE
H3BelleHHe 00 OTKpHITMH  a0oHEMEeHTa);  3ampoc
HEJOCTAIOWMX CBENEHHU INIA KapTOTEKH THIIOBLIM
TTHCBEMOM

OMHO H3BCILUCHHE

1,6

24

npoBepKa TNpaBHIBHOCTH 3anofiHeHHs OnaHKa-3aKasa,
3a00/DKEHHOCTH abOHeHTa, MpocTaBleHHe Ha obopote
1-i 4wacTH OnanKa-3akasa (CTp. 2) CBOCTO WTEMNEAA H
IAaThl MORAY4EHUS 3aKaza B pyOpHke «CnyxeOHEE 0TMETKH
6ubmuoTexaps» NpH BHINOTHEHHM M NICPCHANpaBIICHHH
3aKa3a B CTPOKE «paioH, ropoay

OJUH BMaHK-33aKA3

3.8

25

nepesaya Ha y4acTOK paboThl ¢ OTKa3aMH HENpaBHIBHO
0ohOPMNIEHHBIX ~ 3aK430B M 3aKka3oB  abOHCHTOB-
38JI0JDKHHKOB

oIHH ONaHK

0,43

26

wHdpoBKka 3aKa3oB aboHEHTOB; mnoabopka GraHKOB-
3aKa3oB Mo anidasuTy, NpoBepKa HANHYUA AOKYMEHTA MO
KaTaJjiory

onHH BnaHx

2,7

27

MOATOTOBKAa AOKYMEHTA K BBLIAue: CBEpKA JOKYMEHTa ¢
OnaHKOM-3aKa30M, TPOBEpPKa HAIMMHA CTpaHHIl M
COCTOSIHHA HOKYMEHTA, MPOCTaBjIeHHe Ha ONaHKe-3aKaie
umbpa noxyMeHTa, ykalaHHe MHBCHTAPHOIO HOMeEpa,
KOJIH9eCTBA AOKYMEHTOB, JATHl BBIAAYH; MPOCTABICHHE
mreMnesis OHONHOTEKH ¢ HA3BAHHEM M MOYTOBBIM
aJpecoM, YKa3laHHE CpoKa BO3Bpara, MpOCTaBIICHHE
HOMepa OaHOepoJIH BHU3Y

OFHH JOKYMCHT

1,4

28

MMOCTAHOBKA 3aKa3a Ha o4Yepclb (B CIy4yac 3aHATOCTH
H3LlaHH5[); OTIIPABKA H3BCLUCHHA 3.60HCHIY

OJIHH 38Ka3

1,6

29

nepejada MU3JAHMA HA XONMUPOBaHME (OpH 3aKa3e Ha
dbparMeHT H3AaHKs: CTATHA U3 KypHaa, cOOpPHHKA)

OIHH 3aKa3

2,7

30

OTNpaBKa JOKYMEHTOB aDOHEHTaM: YNmakoBKa OaHIEpOId,
B3BeIIMBAHME, HAKJICHBAHHE MApPKH, HAMMCAHHC aIpeca,
COCTABIICHHE OITHCH

OAWH DOKYMCHT

2,5
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Ne
n/n

Hanmenosanne npouecca, oniepauHH. Cocras padoTol

EauHnna
H3IMCPCHHNA

Hopma
BpeMeHH,
MHH.

2

3

4

31

paccTaHoBKa OnankoB-3aka3oB (1-1 4acTh) HA BLITAHHBIC
JIOKYMEHTOB (BBICTTAHHEIE) B KapTOTEKY OOCHYKHBAHHA
aboHeHTOB B pa3aen «Buiganueie mo MBA n3nauus»

OJAHH NOKYMCHT

0,32

32

6ubnuorpaduyeccka aopaboTka HeBBITOTHEHHBIX
3aKa30B; yTOuHeHHe OuOauorpaduueckux cpeacHHit mo
CMPABOMHBIM H3AaHHAM

OAHH DOKYMCHT

3,2

33

BLIBNICHHE HANMUYHMA 3ANpaillHBaeMOro JAOKYMEHTa B
O6ubnuorekax ropolia, pErHOHa

OJIHH HOKYMEHT

10,2

34

opopMIeHHe 3aKkaza K NEpCHANpapneHHI0O B JApYrue
fubnnorexy; ykasaHue Ha 00OPOTHOI CTOPOHE TPHYHHBI
W JaThl MEpCHANpaBiieHHsA, OTMETKH O TIPOBEpPKe IO
CIPaBOYHBIM H3JaHHUAM, CHIJIBI OubnHoTeK-
dbonoAepx)aTenei No CBOAHOMY KaTasnory

OJHH 3aKa3

2,7

35

oTnipaBka a0OHEHTY M3BEIICHWUA O TMEpeHanpaBicHHH
3anpoca ¢ YKasaHueM OHONHOTCKH, B KOTOPYKO OH
HanpasJieH

ORHO H3BCUICHHC

L6

36

peTHCTpamMs OTKa3a B YYeTHEIX (opMax; OTIpaBka
aboHeHTy OnaHKa-3akasa B cCiyvyae HEBO3MOXHOCTH
BBITOJHEHWA ¢ OTMETKOH © mNpHYHHE OTKa3a B
COOTBETCTBYIONICH pyOpHKE

OAHH OTKa3

3,6

37

NpHEM  JOKYMEHTA,  BO3BPAlUCHHOrO  abOHEHTOM;
Nofy4eHHe Ha MOYTe, pacneyaTtka CaHAepomH, MpoBepKa
COCTOSHHA JOKYMEHTA, H3B/cYeHUe OnaHka-3aKasa U3
KapToTeKy OOCIy:XHBaHUS a0OHEHTOB, YKa3aHHE Ha HEM
AaTHl BO3BpAaTa JOKYMEHTa, MEPECTaHOBKa OnaHka-3akasa
B pasznen «BosBpalieHHan nuTeparypa»

OMH IOKYMEHT

3,2

38

KOHTpONE 3a CpPOKaMH [IONB30BAHHA HOOKYMCHTOB,
BBIABJIICHHE JOIKHNKOB, HAlIpABNCHHC HAmOMHHAHHH

OIOHH JOKYMEHT

1,6

Brinonnenue pabot B AC:

39

dopMupoBaHHe ©0a3bl  JaHHBIX 00 aboHeHTax Imo
cootBercTByIOeH QopMme, BBOA UHOpMALHH © HOBOM
aboHeHre

ONlUH aDOHEHT

5.4

40

nouck B Oase paHHBIX cBeaeHMd 06 aGoHHpOBaHHH
OpraHH3alHK; BHECCHHE H3MEHEHMH

OIHH aGoHEeHT

3,6

41

BBO Hchopmauuu O MMPHEMEC 3aKasoe OT abDOHEHTOB

onuH aDOHEHT

0,27

42

BBOJ HH}POPMAUMH O NIEPEHANPABICHHY 3aKa3a, BRIBOA Ha
TNPHHTEP H3BEUIEHHS O NIepeHanpaBieHUH 3aKasa

ORHH a0OHeHT

1,6

43

BBOJL JIAHHBIX O [IOCTaHOBKE 3aKa3a Ha o4epelsb;
coobieHne aboOHEHTY

OIUH aDOHEHT

1,6

44

perucTpaliis  BBIZAHHBIX ~ AOOHEHTY

NPpOCTABICHHE CPOKA BO3BpaTa

JOKYMEHTOB,

OAHH OOKYMCHT

2,7

45

YAAJNCHHEC N3 MaCcCHBa JAHHBIX O BO3BpPAalllCHHOM
JOKYMEHTE

OAHH DOKYMCHT

0,16

46

KOHTPONE 3a CPOKAMH BO3BpAaTa MOKYMEHTA: MOMCK H
oT0Op NaHHBIX B MaMATH MALUMHEI 0 33J0MKHHKAX, BRIBOA
HY>)KHOM HHOpMayy Ha NPHHTEP, PACTIEYATKA CIIHCKOB C

OJIHH aO0HeHT

2,7
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Hopma
Ne Hanmenosauue nponecca, onepauny. Cocras paborni Faunnma BpeMeHH
n/n ? ’ WIMEpenns ’
MHH.
1 2 3 4
yKa3aHHeM asipeca aboOHEHTa
4.7. Maccogas pabota
Tabmiua 74
Ne Enunnana Hopma
aln HanMetioBanue nponecca, onepauun. CoctaB paGorsi HIMeDeHHs BpeMenH,
p
MHH.
1 2 3 4
Hoaroroska MaccOBBIX MEPONPHATHH
OnpeneneHye TeMbl, COCTaBa ayAHTOPHH, OTBETCTBEHHOTO OIHO
33 MEPOUPHATHE B [ENOM, COCTaBiieHHEe I[IMaHa| MeponpHATHe
NOArOTOBKH MEPOTIPHSATHA, BOMPOCOB A OBCyxmeHus,
NpHIJalleHde KOHCYJNBTAHTOB, JIEKTOPoB, Noubopka
BOKYMGHTOB IO TEME MEPONPHATHA; OpraHu3auus
BHICTABKH  JIMTCpPATYphl,  anb0OMOB;  OMOBEILICHHE
YyHTaTesIell O MEPONPUATHH depe3 adumy, MyONHKalHH B
neyaTH, MO paayuo, TENEBUICHHIO, uepe3 JMIEeKTPOHHYIO
PacCRUIKY,  BbISABICHHE  BBICTYMAIOINMX, TNeyaTk H
pacrpocTpaHeHue NPUIIACHTENBHEBIX GrreToB,
H3TOTOBICHHE  PEKBH3HTOB,  KYKOJI,  JACKOpAIlui,
KOCTIOMOB;  TNOATOTOBKA NOMENICHWA;  MNpPOBeJCHHE
COBEIIAHHS WO HTOTaM TOATOTOBKH W TIPOBEJEHUS
MEpONpHATHH, oQopMIIEHHE MPOTOKONA, COCTaBlieHHe H
OMmyOJHKOBAHHE HTOrOB NPOBEASHHEIX MEPOTIPUATHIA:
1 |uuTaTenbckas KoHDEpCHUHUS 4900,0
2 | nuTepaTypHO-XYAOKECTBEHHLIN Beyep, Beuep OTPacieroi 3340,0
KHHTH, AUCTTYT
3 |Beuep BOMPOCOB M OTBETOB, YCTHBIH JKypHAN 2600,0
4 |xnyb mo uHTEpECAM 2600,0
5 |Aerckui yTpeHHHK 3900,0
6 | BUKTOpHHZ, KOHKYpC, Hrpa-NyTemIeCTBHE 3900,0
7 | BEICTABKH HETCKOTO TBOPUYECTRA 2280,0
8 | nHTEpaTypHO-MO3HABATENLHOre 3aHATHA Ac 30 uyenoBex 1800,0
(rpynmnoBoro)
9 | ypoka TBOpuecTBa (MacTep-Kiacca) 960,0
10 |xomangHO# urpbl-kBecta (cpbime 30 JenoBex) 4800,0
11 {Kkeecta 1ist OfHOHN rpyrmsl 10 3{) yenoBek 2400,0

Opramwamm KHHYKHBIX BBEICTAROK

Cocrapnienne TIUiaHa OPraHmM3allul M TPOBEACHHSA
BBICTABKH; BBIABNEHHE H 0TOOpP HOKYMEHTOB; MOArOTOBKA
COMPOBOAUTENEHON AOKYMEHTAIMH K BHICTABKE; CO3ZIaHUE
XYAOXKECTBEHHOTO  ITPOKYa,  MOHTaX  BEICTABKW,
OpraHM3anis MHGOPMALMOHHO-pEKIaMHON  paboTHl IO
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Hopma
N Hanmenosanne npouecca, onepaunu. Coctas padorni Emmnnua BpeMeHH
n/n ' HIMepeHH ey ?
1 2 3 4
MOMYTSAPH3AUMH BBICTABKH; [IOJBEACHUC HTOTOB PaloThI
Temarnueckue BBICTABKH 06mebHBMHOTeUHOr0 |  O/IHA BBICTABKA
macuTaba, opranu3yeMble Ha PoHaax GubIMOTEKH:
KonuyecTso 2KCnoHATOB:
12 |1-50 560,0
13 {51-100 1120,0
14 (101 - 200 22400
BeicTaBkM 10 onpeaeneHHOH OTpacny 3HaHHI WIH TeMe,
OpraHH3yEMBIE
Ha ¢onne 6ubnuorexn OIHA BEICTABKA
KonnyecTBO 9KCNOHATOB!
15 |1-50 310,0
16 |51-100 940,0
17 1101 - 200 1920,0
Ha ¢onae otnena OJlHa BHICTABKA
KonnuecTBo 3KCNoHaTOB:
18 |1-25 180,0
19 [26-50 360,0
20 [51-100 720,0
BBICTABKH, NOCBAIICHHBIE JKH3HH M ACATENBHOCTH | OAHA BBICTaBKa
BBIAAIOINHXCA JTIOACH («ITEPCOHATHIY)
KonuyecTo 5KCroHATOB:
21 {1-10 47,0
22 {11-25 110,0
23 126-50 2100
BricTaBKM Ha MOJIKaX CTemtaxei OfHa BEICTABKA
Ko/in4ecTBo 9KCHOHATOR:
24 [1-5 25,0
25 [6-10 44.0
BeicTaBKU HOBBIX MOCTYILICHHEA OJIHA BHICTABKA
KoiH49eCTBO SKCIOHATOB:
26 [1-25 40,0
27 [26-50 72,0
28 [51-100 160,0
PaspaboTka u anpobanus nporpaMM 3aHATHH H TPEHHHIOB OZHO
(spIOOp TeMBI, NoAGOP NMUTEPATYpHl, COCTABJICHHE MINIAHA 3aHATHE
3aHATHHA, noabop MaTepmana, aHaNA3 NPOBEACHHBIX
3aHATHH, fopaboTKa):
29 | MaccoBoOe 3aHITHE 3000,0
30 | rpynnosoe 3aHATHE 1500,0
31 |MHIHBHOYANBHOE 120,0
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Hopma
Ne Eannuia
HanMeHoBaHHe Nponecca, onepaunn. Cocrap padornl BpeMeHH,
nn H3IMEpeHuA MEH

1 2 3 4

[TpoBenenue JAHATHA (moaroToBKa, PENETHLIHA, OJTHO
NpOBEACHAE, YOOpKa TOMEILTEHHAA): 3aHATHE

32 |MaccoBoe 3aHATHE 300,0

33 |rpynmoBoe 3aHATHE 210,0

34 |unmHBHAyaNBHOE 90,0

Hrppi-kBecThl  (HTEpaTypHble, NPOPOPHCHTANHOHHBIC, oxHA
TEMATHYECKHE) HIpa-KBecTa

35 |momroroBka HMrphl-kBecTa: BBIGOpP TeMbl, moabop 300,0
NMHTEpaTYpbl, HANHCAaHHE CHEHApHA, H3rOTOBJICHHE
KOCTIOMOB H JieKopalui, mnoabop NpeAMETHOro psza,
COCTAB/ICHAE INONOXKECHAA 00 HIpe-KBECTa; pacChUIKa
NpHrMalleHHl H COHCKA JHTEepaTyphbl, cHop 3aqBOK;
3aKyIIKa MPH30B; OpOPMACHHE H NEYaTh CEpTHHHKATOB H
rpaMoT, [YTEBBIX NHCTOB; OG¢OPMICHHE BBICTABOK
ZeTcKux paboT, paboTa KIOpH KOHKYpCa B paMKaxX KBeCTa,
pPEeTCTHLUMH

36 jnpoBeAcHME:  TOATOTOBKA  IOMEIICHHN  CTaHIMil, 480,0
NPOBECHHE HTPbI-KBECTa, YOOpKa MOMENICHHS

Pexnama Oufnuoreku; pafora no npuUBIEHEHHIO
qUTaTENen:

37 |moaroToBKa peKnaMHOro cooblueHus B medarh, MO paguo, | oaHa nyGnHkauus, 4200
TeNeBHOEHHIO 0 pabote OuOMMOTEKM, OCOGEHHOCTAX | OAHO cooblmeHHe
(YHKUHOHMPOBAHUSA Pa3sTHYHBIX NoApa3neNeHui,
HOMEHKJIaType YCIYT, MpenocTapasteMeIx 6ubnuotekoi

38 |moaroToBka nnakata o ASATCABHOCTH OUOAHOTEKH (BRIOOP |  OAMH Muakar 210,0
TEMBI, ONpPEACNCHHE conepKaHUd M (OpMBI, claya B
Nevyarh)

39 |opranusauma skckypcuil; mpueM H oOpPMICHHE 3a9BKH,| OJHA 3KCKYPCHS 52,0
OYHEHHE TEMBI SKCKYPCHH H COCTaBa YKCKYPCAHTOB

BeLIBIEHHE HOTEHOHAIBHBIX norpedureneii
OubmoTeyHo-HHMOPMALHOKRHBIX Yenyr 6ubnnoTexn:

40 | npocMOTp mpecch OJIUH JOKYMEHT 6,8

41 [npocMOTp M AHANTH3 XOKYMEHTOB KOHKYPHPYIOIIHX (ipM | OAMH JOKYMEHT 52,0

42 | BeneHue KapTOTEKH NOTPEOHTENBCKOTO PhIHKA OJlHA KapTOuKa 1,3

43 |[BcTpeur ¢ pykoBOEHTeNsMH (HPM, OpTaHH3ALHIA, OOHO 210,0
ApEeANPHATHIA MEPOTIDHATHE

Ipumeuanne:

- BpeMA OpraHu3alluM BBICTABOK JHTEPATYpPhl, MPOBEACHHE MACCOBBIX MepONpHATHH U
3KCKYPCHii B HOPMY BPEMEHH HE BXOIMT,

- K HOpMaM BpEMEHH TPHMEHAIOTCS MOBHILIAOINHE KOIPPHUMEHTH: NMPH OpraHH3aLHH
BBHIC3AHOH BHICTaBKH — 1,1; mnpH 3KCNOHHPOBAHHM Ha BBICTABKE IJIMTEPATYPhl HA HHOCTPAHHBIX
A3pIkax — 1,6.



163

4.8. CnpapouHas ¥ HHpOpMalHOHHAA paboTa

Tabauua 75
Ne ExuHuna Hopma
o/ HanMeHOBaHHE mpoliecca, onepannH. Cocras padoThbl H3Mepennn BpeMeHH,
MHH.
1 2 3 4
VYder noCTYNMHUBIIRX BTOPHYHBIX JOKYMECHTOB (KapTOUYeK)
CyMMapHBIli YYET KapTO4YCK B JKYPHAIE MOCTYNICHHH H OAHA NapTus
BBIOBITHSA B pETHCTPAIIHOHHBIX KapTOTEKax
Yncno HOCTYNHBIINX KapTOYeK:
1 |1-110 19,0
2 [111-220 63,0
3 [221-600 160,0
4 |BBIABIECHHE HEBBIMONHEHHBIX 3AKA30B; COCTABICHHE OHIHH 3aKa3 4.5
3a5BKH HA HEBBIIOJIHEHHBIC 3aKa3h!
OpraHu3zalng cpaBo4HO-OHONHOrpagHIECKOro anmnapara
(CBA)
IMpocMotp H  oT6Op HAOKYMEHTOB M3  TEKYIUHX
noctymieHuit ais BmoueHuss B CBA, B TomM wmcne
KpacBEAYCCKHH KATAIIOT:
5 {knura OJ/IHA KHHTa 32
6 | cOOpHHK OIHA CTaThA 2,7
7 [ KypHan OJ{HA CTAThA 2.7
8 {razera Of(HA CTAThA 1,6
9 (| OGubnnorpaguyeckoe mocobHe OJIHA 3aMHCh 0,5
10 [meTonMCH KHMKHBIX, XY PHANBHBIX H Fa3eTHBIX CTATCH OJiHa 3aIlHCh 0,83
11 | nprxamxHBIH Gn6nHorpadguyeckuit CHCOK O/THA 3aMHCh 0,5
CoctarneHue bubnuorpaduueckoii 3anucu 0JlHa 3aIHCh
Kommyectso snementos Oubnmuorpaduuecckoil 3anucu:;
12 /1-4 3,2
13 15-6 0,5
14 |7-9 6,0
CocTaBneHHe  AaHHOTALMH, H3YYCHME  JOKYMEHTA,| OJHA aHHOTALHA
HalHCaHHe TeKCTa:
15 |aHHOTHpPOBAHHE KHHI 260,0
16 |aHHOTHpOBaHHE CTATEH 156,0
17 |ananuTHYeCcKas pOCHHCH XYPHANBHBIX, FA3€THBIX CTaTeil,| ONHH AOKYMEHT 38
COOpHHKOB, GubmHorpagpryeckux nocoOuii:
O3HAKOMJIEHHE C COICPXXKAHHEM M3JAHHS, COCTaBJIEHHE
AHAIHTHYECKOH pOCTIHCH
Ilpocmotp NOCTYHHBITHX HHPOPMALIHOHHBIX
(BTOpHYHBIX) JOKYMEHTOB H OTOOp UX IS BKMIOYCHHS B
cnpaBodHo-OHOInorpaguyeckuii anmapar (NMepBHYHLIA
oTOOp)
IIpocmoTp MH(pOPMAIHOHHBIX HW3AAHWH (B TOM 4HCHe| OOHA KapTouka
KapTo4ki) U 0TOOP H3 HHX JOKYMEHTOB JIIs BKIIIOUCHHSA B
CBA; crucTeMaTH3alHsa KapTodek MO THIAM KaTajloroB H
KapToTeK; NPOBEPKa HHACKCOB, PACCTAHOBKA KAPTOUCK
Yucno xaproyex:
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Ne

HauMenoBanue npouecca, onepaunuu. Cocras paGoThI

Eauauna
H3MEpeHHUsA

Hopma
BpeMeHH,
MWH.

2

3

4

18

1-10

18,0

19

11 - 100

165,0

20

101 - 300

490,0

ItpocMotp U otOop Kaprouek B CBA ¢ nenslo H3bATHS
HJIH NepeMeLIeHAs (BTOpHYHEIE oTOOpD):

21

M3BATHE M3 KaTaloTOB H KapTOTEK KapToueK Ha
OOKYMCHTBI, CNHCaHHBIE W3  (QOHAA;  IPOCMOTP
KpacBeAYECKHUX, OnGmorpadpuuecKux H
¢akTorpaduecKkux KapToTeK, M3BATHE H3 HHX KapTOueK
Ha JOKYMEHTBHI, HOTEPSBIUHE LEHHOCTb, TNEpEBe/ICHHE
KapTOMEK B AapXUBHBIE KapTOTCKH (YHHHUTOXEHHE),
BHECEHHE OTMETOK B JKYPHAJIC YUETa H PETHCTPALHOHHOM
KapTOTEKE

0/IHA KapTOYKa

1,5

Oprann3auns rnaBHo# cnpabBoyHoit kaproteku (ICK):

22

OpOCMOTp H 0TOOp AOKYMEHTOB Ans BkmoueHus B [ CK;
0 opMIIEHHE KAPTOUKH

OJIHH JOKYMEHT

2,7

23

HaImHCaHHC H paCCTaHOBKA pa3ACIHTENA

OJIUH pa3fENHTEND

1,7

Pepaxtupopanue ['CK:

24

ucxmogenne w3 [CK  Kaprogek Ha I0KyMEHTSHI,
yCTapeBlIHe HIH HeNpodHIbLHBIE, MEePEBEOCHHE HX B
apXHBHYIO 9acTh (M3BSTHE); ACTATM3NPOBAHIAE pasAcibl

O4Ha KapToika

5.0

25

HaMHUCaHHe HOBBIX pa3,uenmeneﬁ

OIHE pa3aciIHTEIb

1,4

Opranusanys KapToTeKH NEPCOHaNM:

26

onpepesieHHE M COCTABICHHE TEPEYHA JHIl, CBEACHHS O
KOTOPHIX  OTPAKAIOTCA B KApTOTEKe;  HPOCMOTP
HHGOPMANHOHHBIX H3JAHHM, MEPBHYHBIX HOKYMEHTOB,
0THOp JOKYMEHTOB JUIS1 BKIIOYEHHS B KAPTOTEKY

OIHH AOKYMEHT

10,0

27

TEXHHYeCKas H comepxarensHad oOpaboTka AOKYMEHTOB
AU BIJIIOYEHHS B KApTOTEKY; pacCTAHOBKa KapTO4ex Mo
andaBuTy GpaMAIHK aBTOPOB H NO BHAAM JOKYMEHTOB

OOHH AOKYMCHT

2,7

28

HaNHCaHHe H pacCTaHOBKA pas,uenmeneﬁ

OZIHH Pa3AcAUTENb

1,4

Opranuzaius pakrorpapudecxoit kaprorexu (OK):

29

onpeneneHHe npeaMeTa, o0BeKTa H OCHOBHBIX IIPH3HAKOB
ans orpaxkeHHs B DK; mpocMOTp HOKYMEHTOB U OTGOp
ang BemoueHus B OK; 3aHeceHHne 0TOOpaHHEIX CBeAeHuit
Ha Kapthl HHGOPMALHOHHOIO MAacCHBA ¢ BHCCCHHEM
COOTBETCTBYIOIIHX OTMETOK B HOHCKOBBIH MAaCCHB
daxrorpadhueckoi KAPTOTEKH

OJHH JOKYMCHT

2,7

30

pemaktipoBanne ®K; npoBepka npaBHABHOCTH BHECEHHA
CBE/IEHHH H yKa3aHH# 00 ucToyHukax HHbopManuy

ONIHH AOKYMEHT

1,6

31

HaHCAHHE H PacCTaHoBKa pasaeauTenci

OJHH PasAcIHTEND

1,4

O‘pl"aHHSaJ.lHH TEMATHYCCKHX NAIIOK A3CTHBIX BBIPE30K:

32

NIPOCMOTP ra3eTHBIX BBIPC30K H HX CHCTEMATH3AUHA

'OZIHA BHIpE3Ka

2,5
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Hopma
Ne Enunuua
HauMeHOBAHHE mponecca, onepansn, Cocras padoTsl BPeMeEHH,
n/m HIMEPeHHA
MHH.
1 2 3 4
33 jodopMmnenue BLIPE3OK JUIS XPaHEHUS B TEMATHYECKHX | OJHA BRIPE3Ka 32
NanKax; KpaTKoe ONHCaHHE HCTOYHHKA, HaKJIEeHBaHHE Ha
KapTOYKH
34 |copapku no Teaedouy o AeATenLHOCTH GHONHOTEKH €XeXHEBHO 90,0
(nipenocTaBnaeHHe NMosb3oBaTesiM HHoOpManwH o pabote
OuONMHOTEKN, KPYXKKOB, CTYNHH, NpoBeeHHI KOHLEPTOB;
COCIMHEHHUE ¢ JPYTHUMH MOApa3ACICHUIMY OHOIHOTEKH )
4.8.1. CnpaBouHo-6uGnnorpaduueckoe o6cmyxnBanue
Tabnuua 76
Ne Enunnua Hopma
Haumenosanne nponecea, onepanuu. Coctas padorsi BpeMEeHH,
n/n H3MepeHHA
MHH.
1 2 3 4
ITpuem GubmHorpadHIecKHX 3aIpOCoB:
1 |npreM Gubanorpaduygeckoro 3anpoca; YTOYHEHHE TEMBI,|  OJWH 3alpoc 5,0
HENEBOT0 M  YHTATENIbCKOTO HA3HA4YeHMs, TOJHOTY
HCTOYHHKOB, THIIOB, BHNOB M XPOHOJIOTHYECKHX PaMOK
3apocoB
BoimonHeHHE CPaBoOK
BrmosHeHHe TeMaTHUYeCKO# CTpaBKH, NMOMCK #W OTOOp; OfHA CIIpaBKa
JIOKYMEHTOB; COCTaBJICHHE 6ubnuorpadpuueckoro
ONHCAHUSA
[TucEMeHHO; KOMUYECTBO HCTOYHHKOB;
2 1 3,0
3 |2-5 15,0
4 16-10 30,0
YCTHO; KONTHYECTBO HCTOYHUKOB!
5 11 2,0
BrimonHeHne  aapecHo-OuGmmorpadpuueckoif  CIpaBku;
YVCTAHORJICHHE HAMMYMA HJIM  MeCTa HaXOXJIEHHA
HOKYMEHTA MJIH €0 YacTH B goune OUGIHOTeKH
TTHCBMEHHO, KOJIMYECTBO HCTOYHHKOB,
6 |1 2,0
7 12-5 12,0
g8 |6-10 24,0
Y CTHO; KOMHYECTBO HCTOYHUKOB:
g [l 1,5
Brmonnenue YTOUHAIOUIEH oubnuorpaduueckoii | oaHa cnpaBka
COPABKH, YCTaHaBNUBawouled W (MIAH) YTOUHSIOHICH
neMeHTH  OHOMHOrpaduveckoro ONHCAHHS, KOTODBIE
OTCYTCTBYIOT HJIH HCKa)KCHBI B 3aMIPOCE YUTATENs
[THCEMEHHO; KOJIHYECTBO HCTOYHHKOB:
10 |1 2,7
11 [2-5 14,0
12 [6-10 27,0
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N C 6 Exnnana Hopma

afn HarMenonaHHe mpouecca, onepannu. Coctas padorTnt H3Mepenna Bp::::zl.m,

1 2 3 4
VYCTHO, KOAMYECTBO HCTOYHHKOB:

13 |1 1,6
Brimonnenne daxrorpadHueckoit CNIpPaBKH,{ OMIHA CIIPABKa
YCTAHABIHBAIONIEH KOHKPETHBIE CBEAEHMS © TeX HIIH
HHBIX 00BEKTAX, COOLITHAX, TPOLECeaX, AATaX
ITHCEMEHHO; KOJHYECTBO HCTOUHHKOB:

14 |1 2,7

15 [2-5 13,5

16 |6-10 2,7
YCTHO; KOJMYECTBO HCTOYHHKOB!

17 |1 1,6
KoncynpTanug y  cnpaBouno-OHONHOTpaguyeckoro
anmapara

18 |IlpoBeneHue Gecenpl 00 OpraHH34AUMH H HCTIONB30OBAHHH odHa 10,0
paznUYHBIX YacTed CpaBOYHOrO aimapara, HO METOAHKE | KOHCYNBTalMA
6ubmorpaduyeckoro noucka
Benerue GoHAA BBITOIHEHHBIX CIIPABOK!

19 torbop cnpaBok I1d4 QoHAa, pasnoXKEHHE NO MNankaM| OAHA CTIPaBKa 0,5
(xoHBepTaM); ODOPMIICHHE CHpPABKM (3alHCh B TETPalb
yuera)

20 |cocTaBneHHMe KApTOYKH 11 apXWBa, yKa3aHde | OAHA KapTovka 2,7
NOPANKOBOr0 HOMEPa, TEMbl, HaThl BBIAAYH; YCTAHOBKA
KapTOYKH B KAPTOTEKY ApXHBA BBINOJHEHHBIX CIPABOK
PaGoTsl B pexume AC:

21 |¢opmupoBanue rinaBHoW cnpaso4Ho# kaptoteku (I'CK);| oaHa kaprouka 2,0
BBon B 0Oasy JaHHBIX aHANMTHYeCKOH  pocmHcH
ra’eTHOXYpPHAIBHBIX cTateii, COOPHAKOB

22 |mouck u orGop OubnuorpaduueckHe 3anKCH 1Mo YOIOBAAM | OnHa KapTouka 2,7

23 |splBox Ha oxpaH OuGimorpabHdeckoil 3alMcH WM OAHA KapTOuKa 1,0
OTAENBHBIX CBEIEHHN; pacneyarka

4.8.2. bubnmorpapuyeckoe HHPOPMHPOBaHHE
Tabmuna 77

Ne Epnnmma Hopma
Hanmenopaunne nponecca, onepannn. Coctas paéorn BpeMenH,

n/n HIMEPCHHSR

MHH,

1 2 3 4
BrrBienue HHPOPMALMOHHBIX notpebHocTElH
CMIELHATACTOB METOOM aHXETHPOBAHHSA:

1 lompeaeneHue KOHTAHreHTa moTpeOMTENelt HHopMauuu; | oauH notpeGHTENE 34,0

pa3paboTka 3agBKH U1 ONpefeNeHHsa HHGPOPMaLHOHHBIX
norpebeocTe#t (3anpOCOB); pacChUIKa (PacipoCTPaHMUTh)
3asBKH; 00paboTka MOJTYy4YEeHHBIX 3aiBOK; COCTABICHHE HA
fa3e MNOMYYCHHBIX JAHHBIX KapTOTeKH KOHTHHIEHTA
notpeOutencit uHGopMauMH M MX MHGOPMANHOHHBIX
norpedocTedt (3aNpocoB)
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Ne
n/n

Haumenosanue npouecca, onepauu. Cocras padorbt

Eannuua
H3IMePEeHHHA

Hopma
BpEeMeHH,
MHH.

2

3

4

Brienenue HHG)OPMALHOHHBIX notTpeOHOCTER
CHENHAMUCTOB HA OCHOBE aHANH3a ILIAHOBO-OTYETHOM
AOKYMEHTALBH:

oTOOp, W3yuYeHHE, aHaliH3 OTYETHBIX AOKYMEHTOB H
GOpMHPOBAHHE TEMATHKH CNPAaBOYHO-HHOPOPMALHOHHOTO
00CTY)XKHBAHHA B PAsHBIX PEXKHMAX

OAYH OTYCTHLIN
JIOKYMEHT

24,0

pactpeaciieHre TeMarHueckuX pySpuk nHOOPMALOHHBIX
noTpebHOCTEl NO NoOpasneNeHHsM, YYacTBYIOLIHM B
CrpaBoYHO-HHGPOPMAIIHOHHOM 00CTY)KHBRHHU

oxaHa pyGpHKka

2,7

3aKmoueHHe c aGoHEeHTaMH AOTOBOPA Ha
HHpopMaHOHHOE 00CYKHBAHHE:

AaHaNH3 JAHHBIX O 32UHTEPECOBAHHOCTH AaGOHEHTOB B
uHPOPMAIHOHHOM  OGCAYXXMBEHHH H  POXHMax
H30HpaTEeNbHOTO PACHPOCTPAHEHHS H PETPOCIEKTHBHOIO
MOMCKA; 3aK/II0deHHe H IIepeCMOTP ZOroBopa

OIHH AOroBoOp

2300,0

dopMupOBaHEE CeTH a0OHEHTOB CHCTEMBY
n3buparensHoro pacrnpoctpaneHus uadopmaunn (MPH):

ofpefencHue KOHTHHIeHTa aboHeHToB cHcreMbl HPH;
BBIABJICHHE THNOBBIX M MHOMBHIYAABHBIX 3aPOCOB
aboHeHTOR; H3yueHHe, KiaccuduKalus, HHACKCHPOBaHHE
3allpocoB; BBElEHHE JAHHBIX © 3an0pocaX B afpecHyIo
KapToTeKy

onHu abOHeHT

34,0

[MoaroToBKa CHTHATBHOTO OMOBENICHHs B cueTeme UPHU

BrisBierne, NpocMOTp H 0TOOP MaTepHanos H3 TEKYIIHX
MOCTYIMIEHUH; pacnpelefieHHe OTOOPaHHBIX MATEPHANIOB
H3 TEKYIUMX MOCTYIICHHUI Mo aboHeHTaM

OHHO OTIOBCHIEHHEC

KonnyecTo NpOCMOTPEHHBIX HOKYMEHTOB!

1-2

3,0

-1

3-4

12,0

5-10

32,0

[MoaroroBka noaAGOpPOK CHIHANBLHBIX OMOBCILCHHHK B
cucreme HPH

3amonHenue  OraHKa-3akasa  Ha  THPAXKHPOBAHMUE;
PErHCTpallid  MOCTYNMHBHIMX  KOMMH, mpoBepka HX
Ka4yecTBa il IKIEMILIAPHOCTH; 3aMONHEHNE
COMPOBOANTENBHON NOKYMEHTAIMH

OIHO OTIOBCIHEHHE

KonudecTBo 3anpocoB;

1-2

14,0

10

3-4

17,0

11

5-7

21,0

12

8-10

25,0

IIpocmoTtp u oTOOP KOKyMEHTOB J1s BBOJA B AC

IpocMoTp MaccHBa NOCTYNHBHIMX JOKYMEHTOB; OTOOD
JOKYMEHTOB COOTBETCTBYIOLIEH TEMaTHKH H BBCILCHHE B
6a3y maHHex AC

OJIHH BOKYMEHT

O100p NepBHYHBIX JOKYMEHTOB:
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Hopma
N Eanunna
a/n HaumeHoBaHue npouecca, onepaunn. Coctap padoTnl usmepenns BpeMenH,
MEH.
1 2 3 4
13 |1-350 290,0
Q10op BTOPUYHBIX JOKYMEHTOB!
14 [1-50 110,0
15 |moaroToska kapTouxu uts paGounx kaprorex HPH OJTHQ OMHCAHHAE 2,7
16 moarotoska TpadaperoB ¢ kaproukamu HWPW ans| oauH tpadapet 1.4
THpaKKPOBaHHA
KoppekTHpoBKa BEIXOHBIX TA0ynarpaMum:
17 | oCHOBHOH pan OJIHA 3aANHCH 2,7
18 |BcmoMoraTenbHBIH YKa3aTellb OJIHZ 3aNACH 1,6
19 |penakTupoBaHME BLIXOAHEIX TaOynarpaMM H oopMieHHne OIHa 3aNHCh 4,2
JOKYMEHTOB
20 |mapezanme, pacrnevatka TOAOOPOK HAa  OTACABHEIE| OAHO ORHCAHHE 1,6
OIHCAHUS
Koppextuposka cuctembl IPH 1o pesynsTaTam anasnusa
KapT oOpaTHoH CBA3H
Obpaborka ¥ ananM3 KapThl 00paTHOH CBAZH; BHECEHHE OXHA KapTa
OLUEHKH CHTHANbHOTO ONOBEIEHHS B YHETHYH) KapTy
aboHeHTa; KOpPpeKTHPOBKAa CHCTEMBl HAa OCHOBE aHANK3a
KapT oOpaTHo# CBA3M
KonuyectBo Kapr:
21 |1-7 70,0
22 {8-10 75,0
23 [11-15 80,0
24 |16-20 85,0
Beinaya J0KyMeHTOB MO 3alpocy:
25 |BoiaBneHuEe H OTOOpP AOKYMEHTOB (H3AaHUA) MO 3ApOCy B} OOHH AOKYMEHT 1,4
CNpaBOYHO-HHPOpMaHOHHOM  oHAE,  OOpMIICHHE
BbIady JOKYMEHTOB B YCTAHOBJIEHHOM MOPSAIKE
['pynnopoe 6ubnnorpaguvecxkoe HHGOPMUPOBaHHE:
26 |dopmupoBaHHe cocTaBa rpynn aGOHEHTOB OJHH aDOHEHT 720,0
27 |yTouHeHne TeMB, COTJIACOBAHHE HCTOYHHKOB OJlHa TeMa 3,6
HH(POpPMAIIUH, BHIBI IOKYMEHTOB
28 [cocrasneHne perucTpallHOHHOR KapTOUKK OOHa KapTouKa 1,6
[MoxGopka AOKYMEHTOB JUld KH(OPMAUHH; COCTaBAeHHEe K| OJHA KaprouKa
HAMHCaHHE OTOBEUICHHA, OTHPABKA OMOBECIICHKA; 3AMKChH
B KapTO4KK HHHOPMAIKH; AHAJIN3 KapTh 00paTHOMN CBA3H
T1nCEMEeHHO; KOIHHECTBO H3AAHMMN:
29 |1-5 12,0
30 |16-10 24,0
YCTHO, KOMHYECTRO M3 naHuii:
31 [1-5 12,0
QnepaTHsHOE KHPOPMHPOBAHHE MO 3aNPOCY:
32 | bopMupoBanne ceTH abOHEHTOB, BLIABJACHHE THIOBBIX H| ONWH aDOHCHT 4.4

HHOHBUIYATBHBIX 3aNIPOCOB NMOTpebuTeneit
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Hopma
N Hanmenonanue npounecca, onepanii. Cocras pa6oTst Enummna BpeMenM
n/n ’ ) HIMEPeHHA ?
MEH.
1 2 3 4
33 |usydeHme, KnaccH(UKaIUA 3aNPOCOB; BBCICHHE NaHHEBIX O OJTHH 3anpoc 6,3
3aIpocax B aJIPeCHYIO KapTOTEKY
Hanucanne 0630poB u clIpaBOK
BoiienieHAe H 0TOOp HCTOYHHKOB; o0paboTKa M aHAIM3 | OIMH aBT. JIKCT
oTOOpaHHBIX JOKYMEHTOB, HamlHCaHBE TekcTa o030pa
(cTipaBKH); MOATOTOBKA PYKOTIHCH K NEYaTH
CoctaBnenne o63opa (cnpaBkH) 10  MEPBHYHLIM
HCTOYHHKAM:
34 | Ha pycckoM A3BIKE 3400,0
35 | Ha MHOCTPAHHOM SA3BIKE 7200,0
36 |cocraBnenne o03opa  (COpaBkH) 1O BTOPHUHBIM 4100,0
HCTOYHHKAM
Opranuzanusg ¥ npoBeficHHe YCTHRIX OuOMHorpaduyeckux
0030p0B HOBBIX MOCTYTUICHHIH
IToadopka HOBEIX NOCTYIUICHHIi MO 3apaHee 0OBARICHHOM oJuH 0030p
TEMaTHKe; CHCTEMATH3AlHA HCTOYHHKOB [0 TeMaM,
NpOCMOTP M aHAIHW3  JOKYMeHTOB,  moabopka
Oubnuorpaguyeckux onucaHud, KpaTKHEe aHHOTALHMH,
pedepatet Ha oOTOOpaHHEIE WCTOYHHMKH; TOATOTOBKA
pyxonucu 6ubnuorpaduyeckoro ob3opa
Konnyectso MPOCMOTPEHHBIX H 0TOOpAHHBIX
NOKYMEHTOB:
37 {1-10 400,0
38 j11-25 450,0
39 |26-55 500,0
40 [56- 140 600,0
[ToaroToBka O10NNETEHS HOBBIX NOCTYIUIEHHI
YToyHeHue (onpenescHHe) TCMaTHUECKHX I'paHHI TOUCKa | olHa GIo/ieTeHb
n  orbGopa JOKYMEHTOB; cO3laHHe pyOpHKaTtopa
OronneTens; BLIIBACHUE U OTOOP NOKYMEHTOB B MAacCHBE
TEKYIIHX MOCTYINEHHH  HCTOYHHKOB  HH(pOpPMAIIHH;
noabopka aHHOTalMH, pedepaTsl, CHCTEMATH2aLMA HX
KoM4ecTBO RPOCMOTPEHHBIX JOKYMEHTOB:
41 [1-37 60,0
42 |38 - 60 90,0
43 161-95 180,0
44 (96 - 150 320,0
45 [151-380 960,0

Opranuzans W npopeneHHe Meponpuatas  «JleHb
HHbOpMaHu»:
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Ne
n/n

HanmenoBanne nponecca, onepauun, Coctas padborni

Eannuna
HIMEpeHHAN

Hopma
BpeMeHH,
MHH,

2

3

4

46

ONpe/ieSiEHHE TEMbl; COCTABJICHHE IIaHA IIPOBCACHMS,
BBIBJIEHHE H JIOCTABKA AOKYMEHTOB u3
COOTBETCTBYIOMIMX NOoApa3fesiennil 6ubnuorexn,
NPocMOTp W OTOOP JAOKYMEHTOBR; MOATOTOBKA BBHICTABKH
THTEPATypHl; OMOBELIECHHE 3aHHTEPECOBAHRBIX
OpraHH3aIMii U CNEeUMATHCTOB; O(QOPMIICHHE BHICTABKH;
HAaMHCaHHe KpaTKUX AHHOTAWMH; opragu3auua cbopa
3afBOK HA JOKYMEHTBl, HX BblIaya, KOHCY/bTALMH,
nexyperso  OubnuorpagoB;  NpoBEiCHHE  aHANH3a
MEPOIPUATHA

OTHO
MEpPOTIPHATHE

640,0

OpraHmszaius ©  IOZArOTOBK2 «JIeHB

oubsuorpagun», «Jlear mocoGus»:

MEPOTIPHATHA

47

YTOYHEHHE TEMBI;, COCTaBIEHHE TIUIAHA; O(opMIIeHUE
BBLICTABKH-TIPOCMOTpa; MOAroTOBKa 0030pa; MOArOTOBKA
KOHCYNbTAllHH; COCTaBIE€HHE M HamucanHe OOBABNCHUNY
COCTABNEHHE M HAaNHCAHHE NPHIIACHTENBHLIX ITHCEM,)
pacceliKa HX; MpHrjalleHHE 3adHTEPECOBAHHBIX JHI IO
panmo, no Teneqory, THIHO

OJTHO
MEpOTPUATHE

1940,0

OpraHusanus U HNpOBEACHHE MEPOINPHATHS
CTEIAAIACTAY

«JleHb

Onpenenenne TEMBI c 3aUHTepeCOBAHHbIMH
OpraHu3alMiAMH, (OpMBl TpPOBEACHHA (CTAaLHOHApHad,
BRIE3/(HAfA);  COCTABIGHWE  MaHa  MEPOMpPHUATHIA,
nporpaMMbl IoHCKa H  oT00pa  HHPOPMALHOHHBIX
MaTepHaIoB; MOATOTOBKA OTKPHITEIX IIPOCMOTPOB H
TEMATHYSCKHUX BBICTABOK JIHTEPATYPEL N0 CNICLHANBHOCTH,
oubnuorpadudeckue 0630pr1, 3aKa3 NeKLHi,
KHHODUIEMOB; ONOBEIlEHHE 3aHHTEPECOBAHHBIX
opraHusauuii; odopMneHHe BbICTaBKH;, obecniedeHne
BHIAAYH H3AaHUA WIH UX KOIHR BO BpEMA MEPOTIPHATUA
HIH HEMOCPEJACTBEHHO MOCNe HEro; HEMOHCTpaLua
BBICTABKH; AaHAIN3 Pe3yNbTAaTOB «JIHA CeNHaINCTay

OMHO
MEPOTPUATHE

YHCNIO COMYTCTBYIOHIMX MEPOIIPHSTHI:

48

1-2

1940,0

49

3-4

2600,0

50

3500,0

51

5-6
7-8

4600,0

4.8.3. Nudopmanuonnasn pabora

Tabmuna 78

Na
n/n

HauMeHoBaHHE Nponecca, onepanun, Cocras paGorel

Eananua
HIMCPCHHA

Hopma
BpeMeHH,
MHH.

2

3 P

4 3

TMoaroroeka nonynApHeIX Submuorpaguueckux nocobuit
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Ne

HanMeHoBaHHE Tponecea, onepanuu. CocTas patorol

Enunnna
H3IMEpeHHS

Hopma
BpeMeHH,
MHH.

2

3

4

Beibop TemBbl 110co0HA; BLIABIIEHHE H 0TOOD HOKYMEHTOB,
(GOpMUpPOBRHHE pa3fieNioB  MocoOus; @HHOTHPOBAHHE
IOKyMEHTOB, noaGopka daxtorpaduseckoro marepuana,
WLIOCTpalluii;  HamuCaHWe  TEKCTa;  COCTaBJICHHE
BCMOMOTATE/IBHEIX  yKasaTelneH;  KOHCYNBTALMH Y
CMCUHATHCTOR  HA  Pa’IMYHBIX  Jramax  paborsi;
o0Cy)XeHne pYKONMHCH Ha  3aceflaHNH  Hay4dHO-
Meroauyeckoro (pemakLHOHHOrO) copeTa; aopaboTka
PYKOTIHCH I10 3aMEYaHHAM; CAa4a PYKOIHCH B [1€4aTh:

COCTaBJICHHE MONYJISPHOTO 6ubnuorpagpuyeckoro
yKazaTtessi, MyTeBORHTENsA, CIIPABOYHHKA

OAHH 4BT. IHCT

13500,0

[IOATOTOBKA KOMMEHTApHEB, NPHMEYAHHH TOMyIAPHO-
MPOCBETHTENBHOTO xapakrtepa, HE Tpebyromux
CHERHANBHBIX HCCACAOBAHHH

OAHH aBT. MTHCT

5400,0

MOZrOTOBKA KOMMEHTApHEB, MpUMEYaHHH  Hay4yHO-
HCCIIEJIOBATENIBCKOrO XapakTepa

OIOHH aBT. JHCT

10800,0

[oarotorka PETPOCTIEKTHBHBIX HAY4HO
BCIOMOTaTebHAIX GHONHOTpadHISCKUX YKasaTeeH:

BBIOOp TEMBI, CO3/aHHEC ABTOPCKOTO  KOJUIEKTHBA;
pa3paboTKa MHCTPYKTHBHO-METOAWYECKUX MAaTepHASIOB,
BBABACHHE H OTOOp JOKYMEHTOB; pab0oTa Haa
6ubmorpadpuyeckoii 3alUCBIO; aHHOTHPOBAHHE;
6ubnuorpadpuyeckan IpyNITHPOBKa,; COCTaBACHHE
BCIMIOMOTaTeNFABIX yKa3areneh; 00CYXACHNE PYKOTIHCH
ykasatend Ha  3acelaHHH  HayYHO-METOAHYECKOro
(penakunoHHOIo) coBera; AOpabOTKA IO 3aMEYAHHAM;
clada PYKONHCH B NIeYaTk, COCTABJACHHE
Oubmuorpaduyeckoro  ykasareaa IO aKTyallbHOH
TEMaTHKE ¢ XPOHOJIOTHYECKHM OXBaTOM OT 2-X 10 5-TH
AeT W AHHOTAUWAMHM, HOACHAIOUIMMH  Ha3BaHH;
cocraBicHHe  Oubnuorpapuueckoro  ykasarens 1o
KOMIUIEKCHBIM H MEXOTpacleBbM npobieMam oblliero u
PErHOHANBHOIO  COAEPXKAHHA €  XPOHOJOTHYECKHM
oxpatoM | - 2 roza, ¢ aHHOTAMAMH, MOSACHSIOMHMH
HA3BaHHA:

OJHH aBT. JIHCT

9720,0

L]

Ha PYCCKOM SA3bIKE

OOHH aBT. JHCT

9720,0

¢ srmoyeHneM ot 30% no 40% obvema mybGnukaumit Ha
HHOCTPAHHBIX A3BIKAX

OOHH aBT. AUCT

11000,0

COCTAB/IEHHE AaHHOTHPOBAHHONO OUOMOrpaduUecKoro
yKazarens MHOTOOTPACcIEBOro COZICPKaHHUA c
XpoHoJorHyeckuM oxpatoM a0 100 ner u  OGonee,
TpeOyloImMii  CIAOWIHOTO  MPOCMOTpa  AOKYMEHTOB,
CIIOXHBIX OHO/morpaduuecKux pascICKaHHi, ydera BCeX
nepedsfiaHnii nyomakauui ¥ HX XapaKTEPHCTMKH NMyTeM
CITHYEHHS TEKCTOB

OOHH aBT. JIHCT

11000,0

IoAToTOBKA aHAMMTHYECKOro 0630pa
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Hopma
Ne Eansnna
Haumenosanne npouecca, onepanun. Cocras padornl BpeMEHHN,
n/n H3IMEPCHRA
MHH,
1 2 3 4
BbUABNIEHHE U OTOOP DOKYMEHTOB Ijis 0030pa; MOATOTOBKA | ONHH aBT. JIMCT
pyOpukaropa mnpeaMera o0030pa; H3yUCHHE H OlEHKA
JNOKYMEHTOB; CHCTEMATH3AlHsA MaTepHana; COCTABIIEHHE
TEKCTA aHAIUTUYECKOTO 0030pa; 00CYKOEHHE PYKOMHWCH
Ha 3acelaHHH HAyYHO-METOAMYECKOro (peAaKLMOHHOTO)
coBeTa, AopaGorka o03opa mo 3aMeyaHHAM; claia B
NeYaTh:
8 | 1Mo pycCKUM MEepBHYHBIM HCTOYHHKAM 9720,0
9 |nmo cMelaHHBIM HEPBHYHBIM HCTOYHHKAM 10800,0
10 |10 HHOCTPAHHBLIM NEPBHYHBIM HCTOYHHKAM 12400,0
TloAroToBKa aHATUTHYECKOH CrpaBKu;
11 [BeaBneHHEe B OTOOp INOKYMEHTOB /N AHANMTHYCCKOH [ OBMH 4aBT. MHCT 5200,0
CTpaBKH, M3Y4eHHE, aHaiH3, OHEHKAa H CHCTEMaTH3aLuA
HX; COCTABICHUE TEKCTA CIPABKH
ITogroroeka pedeparusroro 063opa
BeisiBieHHe U OTOOp AOKYMEHTOB ANd pedepaTHBHOrO| OIWH aBT, MHCT
0o030pa, H3yYeHHe H aHamH3 uX; pedepHpoBaHHE
HCTOUHHKOB; CHCTEMATH3alLMA TEKCTOB AHHOTAHHIA;
COCTaBNICHHE TEKCTA pedepaTHBHOTO 0030pa; 06Cy K aeHHE
ofzopa Ha  3acelaHMHU HayYHO-METOAHUECKOTO
(pemaximioHHoro) copera; popabotrka o03opa  mo
3aMEYaHHAM; C/lada B [1€4aTh;
12 | mo pycCKHM HCTOYHHKAM 5200,0
13 |[mo cMelmaHHBIM HCTOYHHKAM 6480,0
14 | o HHOCTPaHHBIM HCTOYHNKAM 7300,0
CocTaBleHHE SKCNpecc-UHPOPMAIRH:
15 |BBIABICHAE H OTOOP MATEPHAIA 110 TEME, CUCTEMATH3alMA [ OMHH aBT. MHCT 3840,0
€ro ¥ NOATOTOBKA AJiA NIEYaTH
CocraBneHne Subnuorpapuueckoif 3amucH, aHHOTALMH,
pedrepara
CocraBnenue OuOGnuorpaduueckoll 3amMcH: H3YYyeHHEe H|  OJHA 3alAChH
AHAJIN3 JOKYMEHTA, COCTaBJIEHHE 3aroioBKa OMHCAHHA,
NpoBepka 3allHCH, BHECEHUE HCTpaBiReHHi
Konnyecrro sneMenton GuGnauorpadHyueckoro OnUCaHHA:
16 {1-4 3,2
17 15-6 54
18 {(7-9 6,4
CocTaBneHye aHHOTAUMH; H3YYCHHE H aHANN3 JOKYMEHTA, | O0JHA AHHOTALHS
HalIHCAHHE TEXCTA aHHOTAHH!
19 |aHHOTHPOBaHHE KHUT 270,0
20 )anHOTHpOBaHHeE cTaTel 160,0
21 [cocTaBneHHe pedepara: HIYYCHHE M aHaIM3 AOKYMEHTA,| OOMH aBT. JIHCT 5920,0
Ha KOTOpEIi cocTaBisercs pedepar, HaMMCAHHE TEKCTa,
BHCCCHHE HCIIPABIICHHIH
22 |ananuTHYECKas POCHHUCE XKYPHAIBHBIX, TA3eTHRIX CTaTell,| omHA PpOCTIHCH 120,0

cOOpHAKOB, OnOnnorpaguyeckux nocobui
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Hopma
Ne HauMecHoBaHMe Hpoiiecca, onepani. CocTap padoTLl Enunmia BpeMeHH
n/n P > onep ) P H3IMCPEHHSN ’
MHH.
1 2 3 4
23 |o3HAaKOM/IEHHE ¢ CONCPKAHHEM H3JIaHHA; COCTABICHHE OJ1HA CTaThd 3,6

QHAJTHTHYCCKONO ONHUCAHNA Ha CTATHIO

MMpumeuaHHe: HOPMa BpeMeHH Ha cocraBieHHe OubGmuorpaduueckoro nocoOHa AaHa M3
pacyera paboThl aRTOPCKOTO KO/UIEKTHBA.

4.9. IlepeBon U nmepepaGoTKa NEYATHBIX TEKCTOB ¢ HHOCTPAHHBIX A3BIKOB HA PYCCKHMH M ¢
PYCCKOTO Ha HHOCTPaHHBIE A3BIKK

Tabnaua 79
Ne Exunnna Hopua
w/n HauMeHoBaHHE NPoLecca, onepanu, CocTaB padoThl w3vepeHns BpeMeHH,
MHH.
1 2 3 4
[NepeBoxR TeKCTa ¢ KHOCTPAHHBIX A3BIKOB HA PYCCKHIA A3BIK
YteHue opuTHHANA, AHAMM3 TEKCTa, Pa3sMETKa €ro C| OJUH aBT. JIHCT
BBIBICHHEM  TPYAHBIX TEPMHHOB, TIpPaMMaTUUECKHX
KOHCTPYKUMH, NEKCHYECKHUX 00OpOTOB, UEXOBBIX H
WAPrOHHBIX TEPMHHOB!
1 | monHbBIi NUCEMEHHBIA NEPSBOA, 1580,0
2 |cokpaicHHBIH NHUCLMeHHBIH nepemox ot 30% mo 50% 1620,0
o0BeMa TeKCTa
3 | BBISOpOUHBIHN MHCBMEHHBIR NEPEBOJ 1520,0
IlepeBon TekcTa ¢ PYCCKOro sI3BIKA Ha HHOCTPAHHBIC
S3BIKH:
4 | NOMHEIH MUCHLMEHHBIH NEPEBOJ, OJIH aBT. AKCT 1980,0
TepmuHonornueckas  pabota  NpH  BEHIOJHCHHH
THCBMEHHOTO NIEPEBOAA;
5 [nmOMCK OTMEYEHHBIX B OpPHTWHANE HE3HAKOMBIX HIM{ OIHH TEPMHH, 18,1
HEMOHATHBIX TEPMHHOB M COKPAIUCHHH B CIOBapHO-|  cOKpaIneHHUE
CHpaBOYHOH JiTeparype; noabopka COOTBETCTBYIOIMX
TEPMIHY SKBUBAICHTOR, paciuBpporka CoKpalileHHH
KoHcynrrauua nepesounKa ¢o CeuHaNucTaMu:
6 |BBICHEHHE MpPaBHIBHOTO M3JIOKEHHA YacTeH TeKcTa Mo onHa 36,2
MaNO3HAKOMOH TEMaTHKe; YTOYHEHHE COOTBETCYBHS| KOHCYIBTalUsA
NCPEROA OPHIRHATY
CocrasneHue 6udbmiorpadgpuueckoro onucaHHs:
7 {cocraBnenue GubnuorpadHuecKoe OMMUCAHHE MEPEBOMIA IO |  OFHO OMHCAHHE 10,8
JaHHBIM, B3ATHIM € THTY/IBHOTO JIHCTA TIepeBoaa
ITpoBepKa v KOppPeKTHPORKA NepeBoaa mocne Habopa:
8 (mpoBepka MPaBHILHOCTH PACTONOXKECHHA OTMEHATAHHOTO | OIMH aBT. JIMCT 200,0
TEKCTA; CBEPKA ¢ PYKOIMCHIO; MpaBKa
TexHuueckoe 0QopMIICHHE NMEPEBOOB.
9 |HamucaHue B TeKcTe MepeBOJA CHMBOJIOB M BCTABOK HA [ ONHO BIMCHIBAHHE 2,0

HHOCTPAHHOM A3BIKC
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Hopma
Ne HaHMmeHoBaHHe upoLecca, onepanni. Cocrap padoThl Enusnua BpeMeHH
L poriecca, omep ’ P H3IMEpPeHHS ’
MHH,
1 2 3 4
10 |ycranoBka pHCYHKOB, Tabnuu, ¢popMyn OJMH 3ICMEHT 3,0
TlepeBoa 3arclOBKOB CTaTel H JOKYMEHTOB:
11 |nmepeBo # 3aIIHCh 3aI0OJOBKA OJIUH 3arojiOBOK 10,8

ITpumeyaHue:

- HOPMBI BPEMCHH NMPEAYCMATPHBAIOT BLINOMHECHHE NEPEBOAOB ¢ HHOCTPAHHOTO A3BIKA HITH
HAa HMHOCTpaHHBIi, KOTOpHIM Yy NepeBOA4HMKA SBISETCA OCHOBHBIM (110 00pasoBaBMIO HAY
IIPUMEHCHHIO),
- OpH BBIMOJHEHHH NEPeROJOB C APYTHUX A3LIKOB HIH HA JAPYIHE MOMHMO OCHOBHOIO K
HOpPMaM BPEMEHH MIPHMeHAeTCA NOBLIIAIIHi kodhduuneHT 1,1.

4.10. VccnepoBarensckas padoTa

Tabauna 80
Hopma
Ne Exunnpa
HaumenoBanue nponecca, onepanuu. Coctas padoTul BpPeMeHH,
/o H3IMEpPeHHus
MHH.
1 2 3 4
PaszpaGorka mporpaMmsl  (TEXHMYECKOI0  3aMaHMA)
HUCCICAOBAHHA
O6ocHOBaHME aKTyalnbHOCTH TEMBI, BLHIABJICHHE M| OJAHA NMporpaMma
060CROBaHHE TPOOACMRONM CHTYaUHH, GOpMYyTHpOBaHHE
HEMH, 3afa4 M THIOTE3Bt MCCACAOBAaHHA, HaIMCaHHE
TEKCTa
Hccenepopatue HOCUT:
1 | mumoTaxHbii (pa3Be/IbIBATENBHBIN) XapaKTep 21600,0
2 |mpuKnagHo# XapakTep 38250,0
Pa3zpaboTKa METOOHKH MCCIICAOBEHHS
Pazpaborka  (HamHcaHme)  TeKCTa  METOAMYECKHX | ONHA METOHMKA
JOKYMEHTOB N0  TNPOBOAMMOMY  HMCCHEJOBAHHIO,
IMIMPHYECKAs anpoOalMa peneBAHTHOCTH COCTaBACHHEIX
JOKYMEHTOB, YTOYHeHHe H JopaloTKa MEeTOAMYeCKOTo
HHCTPYMEHTapH, COCTaBNCHHE OKOHYATENLHOTO
BapuaHTa AOKYMEHTA:
3 |METOmMMKM  TIPOBEACHHA  HCCNEAOBaHMA,  HOCHINEIo 18000,0
NHJIOTAXKHBIH (PA3BEABIBATEIBHEIH) XapaKTep
4 [METOOHKH MNPOBeACHMA  HCCACHOBAHMM,  HOCAMICTO 33000,0
NPUKIRIHOH Xapaxkrep
PaspaboTrka HHCTpYKHHII 1o obpaCoTke AOKYMEHTALMH | OJHA HHCTPYKIMA
(MCXOAHBIX JAHHBIX), MONYYEHHOH B X0Je MCCIeN0BAHUN:
5 |[pyumas o6pabotka 15600,0
6 |mammuuag obpabotia 20400,0
PaspaoTka mnpeannaHOBBIX M WIAHOBBIX JOKYMCHTOB
NePCIEKTHBHOTQ XapaKTepa:
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Ne

HanMenoBaHue npouecca, onepanun. Cocras paborbi

EanHnna
H3MEpPEHHR

Hopma
BpeMeHH,
MHH.

—

2

3

4

OCHOBHBIX
aena B

HaIpaBicHHH}
peruoHe Ha

paspaboTKa  KOHLIETILMH
pa3BUTHA  OUOIHOTEYHOrO
EpPCIEKTHBY

OQIHH aBT. JTHCT

13050,0

KOHLENTyatbHoe  obecneuenne  Gubmmorpaduyecknux
H3NaHHI; obocHoBanHe AKTYAIBHOCTH TEMBI,
YUTATENBCKOE M LENEBOC HAa3HAaUYCHUE Mnocobus, ero
CIpyKTYpnl  (cXembi),  BbipaboTka  METOAHUYECKUX
NPHHLKIOB H PELICHUHR U1 PACKPEITHA TEMBI; HalTHCAHHE
TEKCTA

OAHH aBT. JTHCT

11220,0

COCTaB/EHHE MPOTHO3a, CBA3AHHOTO € NEePCHEKTHBAMH
pasBUTHA OHONHOTEK; HANMCAHKE TEKCTA

OJHH aBT. JTHCT

13050,0

10

paszpabGoTKa LieneBEIX nporpaMM (ang ceTH 6ubnuorek HIH
onHoM GHOMMOTEeKH); IHATHOCTHKA CUTYAIlHH, BHEIHHHX U
BHYTPSHHHX BIMAHHH Ha QYHKUHOHMPOBAHHE H Pa3BUTHE
6ubnmotex (oanoi onbnuorekn); poIpaboTka
PEKOMEHARIUMN, pelieHui; HanHCaHMe TEKCTa

OAHH aBT. THCT

15200,0

CocTaBneHHe CBOAHEBIX KQTAJIOTOB KHH)KHBIX [TaMATHHKOR:

i1

paspaboTka MPOCMEKTa;
KHUXKHBIX ~ [TaMATHHKOB;
CTIPABOYHOIO anfnapara

BBIABJICHHC JOKYMCHTOB -
OINMHCaHH¢ H  COCTABJICHHC

OJHWH aBT. THCT

18200,0

Opraagu3auoHHasg
HCCNIEOBAHHA:

pabora o NpoBeaCHUIO

12

CO3MaHNe HCCIENOBATENRCKOTO KONICKTHRA, COCTABIICHHE
pabouero nnaHa NpOBeACHHA HCCNEAOBAHHUA,
COrjiacoBaHHe €ro ¢ HCHONHUTENAMH; oONpefenenue
mromaaky (6asbl) MCCIEA0BaHMA, MEPCHHCKA C HUMH;
AIPOBEACHHE MHCTPYKTAXEH, CEMHHAPOB, COBeIlaHHi,
KOHCYJIbTaLHi

OIHO
HCCIICA0BaHNEC

71400

13

tubmuorpadpuyeckas npopaboTka TeMB! HCCIECHOBAHHSA,
pafoTa B apxMBaX, H3yYeHHE HOPMAaTHBHO-TEXHHYECKO#H
AOKYMCHTaluH, urpopMaumu o6 amanorax M Jpyrux
MarepHarax, OTHOCRIINXCA K paspabaTeiBacMoif TeMe

OJIMH aBT. JHUCT

1200,0

O6pabotka noayuenHoil nHdopmanuu:

14

cbop u obpaborka HHGOPMALKUK HA OCHOBE [EPBHYHEBIX
HCXOAHBIX HAHHBIX (CTATHCTHYCCKMX HNAHHBIX, OTYETOB,
ILUIAHOB, CNIPaBOK, MAaTEPHAIOB KOMAHAHPOBOK)

OSHH aBT. JHCT

7800,0

15

ananus oOpaboTanHol MH(OPMALIMH; BBIBOABI, peIleHHUA,
POTHO3

OIOHH aBT. THCT

5200,0

IloaroToska MaTepHANOB NO HTOTaM HayYHOH paboTHI:

16

HanucaHWe HAYYHOT0 O0TYeTa, MOATOTOBKA PYKOMHCH K
NeYaTH Ha pas3sAHYHEBIX JTanax paboTs

OHHH aBT, IHCT

13200,0

17

HalHCaHHE TMPOMEKYTOUHOTO OT4eTa (CnpaBKH) O XOAe
HCCIIEJOBAHHA

OOHH aBT. NHCT

6400,0

[oaroroeka B HanucaHHe TeKCTa CTAaTbH B CcOOpHHK
HAyUHBIX TpYLOB, MPaKTHYECKOE nocobue,
NpoQecCHOHANBHYIO MpecCy; MOATOTOBKA PYKOMHCH K
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Hopma
N HaumenoBanwue npouecca, onepa C 0 Enmnua H
o , onepanuu. Cocras paGoTsr . BpeMenH,
MHH.
1 2 3 4
Neuary Ha pas/IMIHBIX 3Tanax paboTsl:
18 |craTha TeopeTHYECKOTO XapaKTepa 15200,0
19 | cTaTha NpHKIATHOTO, NPAaKTHIESCKOTO XapaKTepa 9200,0
20 )HamucaHWe JAOKNaja MO UTOTAM HayYHOTO HCC/ICHOBAHMS; | OJAWH aBT. JIHCT 6700,0
NOAroTOBKE pyKoMHceit Ha pa3IHUBbIX 3Tanax padoTel
21 |paspaboTka pexoMeHAaIHH, HHCTPYKUMN 10 BHECAPCHUIO| OIMH ABT. JIHCT 14100,0

MAaTepHanoB Hay4yHOTO HCCIeN0BAHHS, HAIHCAHHE TEKCTa;
HNOATOTOBKA PYKOMMUCH K IEYaTH Ha pPa3sAHYHBIX ITanax
paboThI

Ipumeyanus:
- HOpPMa BpPEMEHH Ha COCTABACHHE NPOFpamM,

HCC/IEI0BATENLCKHH KOIIEKTHB;
- 4achl TPYIO3aTpaT PacHpeicidioTcad MEXIY HCHOJHHTENIMH B 3aBHCHMOCTH OT HX

Harpy3KH.

4.11. Metoauveckas pabota

METOOMK,

HHCTPYKLMH JjaHa Ha

Tabmina 81
Ne Eaunnua Hopua
/i Haumenosanue npouecea, onepanuu. Coctas padorsl m3Mepein BpEMEHH,
MMH,
1 2 3 4
TloaroToexa METOAHYECKOTO NIOCOOHA, peKoMeRAanui
IlpuHIMIHANBHO HOBAs pa3pabOTKa TeMBL:
1 [m3ydeHHe TeMbl, BBIABIECHHE M AHAIU3 MOKYMCHTOB MO | OIMH aBT. JIUCT 15300,0
TeMe, YTOUHEHHE YMTATENECKOTO H 1IEICBOTO Ha3HAYEHHSA
nocobus, pexoMEHIAUMR; COCTABUCHHE ITPOCIIEKTA;
HAIMACAHHE TEKCTA
Mogaudukanus panee paspaboTanHOR TEMEI.
2 |BBIMBACHHE H  H3YyYeHWe HOBHIX JOKYMEHTOB M| OAMH aBT. ITHCT 8670,0

HakoIUIeHHOro OubMHoTeKaMu onblTa No Teme nocobus,
pekoMeHJalull;  yTOHYHEHHE  MPOCTIEKTa, BHECEHUC
HU3MEHCHNA B CTPYKTYPY H TEeKCT B COOTBETCTBHH €
JOCTHXEHHAMM OHONMMOTEYHOH TEOpHH H IPAKTHKH;
NOAPOTOBKA PYKONHCH K oOcyxumeHHio;, nopaborka mo
HToram obcyKaenns

Paspabotxa KOKYMEHTOB, PErIaMEHTUPYIOMHX
JeaTenbHOCTs  OubiHoTek, MONOKEHUH, WHCTPYKIMIA,
IPOCKTOR MOCTAHOBACHHIH, YCTaBOB, 3aKOHOJATE/BLHBIX
aKTOB

HPHHHHIIH&HBHO HOBaA TEMA.
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Ne
nm

Hanmenopanne nponecca, onepanus. Cocras padorny

Ennnsina
H3MEPECHHA

Hopma
BpeMeHH,
MHH,

2

3

4

BBIIBNIEHHE, H3YUYCHHME H  aHanu3  AeHCTBYIOLIMX
JOKYMEHTOB 10 TeMe, HamucaHHe TeKCTa MpoeKTa
JOKYMEHT2, obcyxachnue, anpoOHpoBaHKe B
onbnuoTekax, Ha 3accAaHMH HAaYYHO-METOAHYECKOTO
coBera, mopaboTKa  AOKYMeHTa; NOAroropka K
YTBEPKACHHIO

OIOHH aBT. THCT

173400

Moaudukauus paHee pa3paboTaHHOIO JOKYMEHTA:

aHau3 K OUEHKA JOKYMEHTA, MOHCK H OTOOp HOBBIX
JCHCTBYIOIIBX  JOKYMGHTOB N0 TEME;  BHECEHME
M3MEHCHHH B TEKCT JOKYMEHTa; OOCY)XACHHE Ha
3aceJaHHH HAYYHO-METOAMYECKOTO COBETa; AopaloTka Mo
HTOraM 0OCY)KACHHUS;, TOATOTOBKA K YTBEPKACHHIO

OJHH aBT. THCT

7650,0

Paspabotka yueTHbIx dopm, Tabnun, o6pasLos:

YTOYHeHHe TMpeaMeta, OOBEKTa, COMCPXKAHHA YYEeTHOM
dopmpl, Tabmuuel, ofpasua; oTbop roKazsarenc,
CHCTEMATH3aLlAs UX; pa3paboTKa MaKeTa YUSTHOM HOpMEI,
Tabnuuel, o6pasia; obcyXIeHHe Ha 3acelaHAM HAYHHO-
METOAMYECKOT'O COBETA; MOATOTOBKA K YTBEKIEHHIO

OJHH aBT. JHCT

7650,0

Cocrabnenue peKOMEeHAALHH no BHEIPEHUIO
perNaMeHTHPYIOIIMX JIOKYMEHTOB B IPAKTHKY:

paspaboTka METONNYECKHX pPCKOMEHAAUN, MHCYPYKUHH,
MJIAHOB MO BHEAPCHHIO HOPMATHBHOH JOKYMEHTALIUU;
NOATOTOBKA PYKOMHUCH K NEYATH

OIHH aBT. JJUCT

14025,0

[oarotoska NuCHLMECHROI KOHCYNBTaUHH, MECTOHHYCCKOT'O
ITHCHBMA.

BBIABMCHHC W aHAIN3 JOKYMEHTOB [0 TeMeE; H3yYeHHE W
oGobinenne oneita paboTsl OHOIHOTEK; HAMMCAHUE TEKCTA
KOHCY/IbTALUH, METOAHYECKOIO NHChMa; MOATOTOBKA K
OOCYKHEHHIO HAa 3ACENAHWH  HAYUHO-METOLHYECKOTO
coBeta, jgopaboTKa II0 HTOraM oOCYKIEHHd; cHada B
neyath

OJIYH aBT. JIUCT

8670,0

[loarotoBka of30pa HeATenbHocTH OHOMHMOTEK TIO
onpenesgeHHoN TEMaTHKe:

YTOUHEHHE TeMBbl 0030pa; ONpeaeIcHAe XPOHOTIOTHIECKHX
TPaHHULIBL;, BEIABIICHUE NOKYMEHTOB, 0TOOP HX, MPOCMOTD H
aHalM3, HANKCAHME TEKCTa; MOATOTOBKAZ PYKOMHCH K
OOCYXOEHHI0 Ha 3acefaHHH HAYYHO-METOLHYECKOro
coBetTa; HopaboTka PYKONUCH nocne o6CyKaeHHS

OJWH aBT. TACT

9180,0

PenensupoBanue HAYYHBIX, METOUUYECKHX,
HHPOPMALMOHHALIX MATEPHATIOB!

YTEHHE PELICH3HPYEMOT0 MaTepHana; olieHKa ero B LIENIOM,
OTACHLHBIX  YacTedl, YCTAHOBNEHWE  COOTBETCTBHA
YUTATCNBECKOMY W LENEBOMY HasHAYCHHIO, HAYYHBIM H
METOINYECKHM TPEOOBaHHAM

OJMH aBT, JHCT

783,0

10

HAIMACAHNE PDCUCH3IHH

OJHH aBT. AHCT

1305,0

[TonroToBKa JeKilyi, KOHCYAbTAIHI
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Ne

HaumeHoBaHHEe Npollecca, onepaunun. Cocras paboTnl

Eaunnua
HIMEpEeHHA

HopMma
BpeMenH,
MHH.

2

3

4

PazpaGorka muaHa Jexnui, KoHcynbTauuib, Hoabopka
Marepuaa, H3YYEeHHe €ro; COCTAaBIEHHC  CIHCKA
JIMTEPATYPHI K JICKUHH, KOHCYABTAIIHH; HAITHCAHHE TEKCTa:

OJHA NCKIW,
KOHCYNbTALUA

11

JICKIIHA

1566,0

12

NEeKNHA, TCMAaTHYCCKAA BCTpeyYa, Beﬁunap, MactTep-Kiacc

90,0

13

NEPBRYHAS TPYNINOBas KOHCYIbTalHs

1305,0

14

MOBTOpHAsA IPYNNOBAd KOHCYMBTAIHA € YYETOM HOBOTO
MaTepHana

522,0

15

ApOBCOCHUC YCTHOﬁ Hmnunyanwoﬁ KOHCYJIETAIlHH

OdHA
KOHCYNETAUNA

50,0

16

OTBET Ha MHCBMO

OJAHO MHCEMO

162,0

MpoBencHre ceMAHAPOB, YUCOHBIX KYPCOB, NPAKTHKYMOB,
CTAXKAPOBOK:

17

ceMHHap, yiMeOHBIi Kype (2-7 nHeit); onpeacicHue TEME,
YTOYHEHUE CPOKH MPOBEICHYS, COCTaBAEHHE NMPOIPaMMEY,
OMOBEIMEHHE YIACTHHKOB H BHICTYTIAIOMIHX

OJWH CEMHHAP,
yueOHBIHA Kype

8400,0

Hpaktuxym (7 - 10 gHei); onpeacneHne TEMEI, 3aJaHHA,
YIOPOKHCHHSA; COCTABJICHHE IpadUK M YTOYHCHHE CPOKH
NPOBSACHHS 3aHATHIH:

OAMH NMPaKTHKYM

18

PYNIOBOH MPAKTHKYM

22950

19

HHAVBHAYARBHBIN MPAKTHKYM

2160,0

CraxupoBka (7 - 10 nueit);
NPOBEACHUA CTAXKHPOBKH; BBIABICHHE JHTEPaTyphl MO
H3Y4YaeMOMY BOMpOCY; COCTABJICHHE TNPOIpaMMEl M
rpadHuKa CTRXKHPOBKH ¢ YYETOM COCTaBa CHyllarenci;
3aKJTIONEHAE O MPOXOXKACHVM CTAKHPOBKH:

YTOUHEHHE CPOKOB

0Ha CTRHPOBKA

20

rPYNIIOBas CTAXHPOBKA

2805,0

21

WHAABAAYAIbHAA CTAXKHPOBKA

2349,0

[MpakTHKa CTYACHTOB BEICIOHX H CPEAHHX CIICHHATBHBIX
y4eOHBIX 3aBeICHAI:

22

AORTOTOBKA H OPraHH3allid MPaKTHKH cTyAeHToB (a0 30
nHeft); paspaboTka MijaHa MPaKTHKH, COTIACOBAHHE €TI0 ¢
PYKOBOJINTE/ICM MPaKTHKK (Ipe/icTaBHTENeM YydeOHoro
3aBe/ICHUA);  COCTamjeHME  rpadHKa  MOCENICHHA
CTPYKTYPHBIX NOAPA3AEEHHUI; OpraHu3auusa
IIPAKTHYECKMX 3aHATAN; MOABCACHHE HTOrOB NPAKTHKH;
COCTABJICHHE XapaKTePUCTHK NPAKTHKAHTOB

O/1Ha MpakKTHKAa

4860,0

[TpakTHYeCKHE 3aHATHS:

23

MOAIOTOBKA  MPaKTUHECKUX  3aHATUH,  COCTaBicHHE
3alaHHA MO BBINIOJIHCHUIO H3Y4acMoro OHUOIHOTEYHOTO
NpoLiecca, KOHTPONBHEIE BOTIPOCH], TEMATHYECKHH CITHCOK
JIMTEpATYPhl K 33JIaHNIO; HaTHCAHHE TE3NCOB

OMHO 3aHATHS

1050,0

CocraBnerte y3eOHOH IIpOrpaMMBbl:




179

Ne
n/n

HaumenoBanue npouecca, onepauin, Cocras paGorsi

Enunna
H3MEpeHHsa

Hopma
BpeMeHH,
MHH.

2

3

4

24

OHpElENCHHE  CcOCTaBa  CAywaTeNeif;  cocTaBlieHHE
TEMATHYECKOrQ IUIAHA, YTOUHEHHe MOpAaKa H3yUeHHA,
OTIPEACNCHHE TOCNEOBATEILHOCTH H3NOXKEHHA TEMBbI,
BbUACIIEHAE OCHOBHBIX BOIPOCOB, COCTAB/ICHHE CHHCKA
AMTEPATYPHl IO TeMaM TPOrpaMMbl; HaHHCAaHHE TEKCTa;
obcy)aeHHe TporpaMMbl  H2  3aCEf@HHH  HAYYHO-
METOJHYECKOrQ COBETA

O/IHa MporpaMMa

57330

ITocemenne 6GHOANOTEK, BBHIE3ABl B KOMAaHZHPOBKH C
LUENbI0 H3yHdeHUA paboThl M OKasaHHs MeToaudeckol
TOMOIIH:

25

HOATOTOBKA K KOMAHIMpOBKe; YTOYHEHHE CPOKOB M LENH
KOMadJUpOBKH,  O3HAKOMJCHHE C  HMEIOIHMHCA
JOKYMEHTaMH H MaTepHalaMH TMPEABLIYIHX BBIC3IOB H
nyOnuKauuit B MeYaTH; COCTABNIEHHE MpOrpaMMEI (T1aHa)
KOMaHIHPOBKH

oAHa
KOMaHIAUPOBKA

574,2

26

COCTaBICHHE¢ HHQPOPMALMOHHOTO oOTHeTa (CIpaBKH) O
npoBeAeHHOH paboTe; 0T9eT BKIMIOYAET: CBSACHHS O MECTE
BBHIE3/d, HEMAX H CPOKax KOMaHIMpOBKH, O0BEKTaxX
NOCEIIICHHA, AHAU3 COCTOAHUA paboThl MO TeMe BHIC3AA,
BBIBOAKI H NIPEATIOKEHHA B apec OHOIHOTEKH

OJHH OTHYET

1050,0

27

COCTaBJICHHE aBaHCOBOro OTYCTa, 38[IONMHCHHE OTYCTHOTIO
OJ1aHKa CO BCEMH TNIPHITOKCHHAMH, Cava B 6yXl"aJITCpPIlO

OIHH OTYET

40,0

28

HOATOTOBKA HHGOPMALIHH 110 pe3YIbTaTaM KOMaHIHPOBKH
(YCTHO) B CEKTOpE, Y 3aBERYIOMIENO OTIAENOM, Ha HaydHO-
METOAHYECKOM COBETE, 3aCERAHHH QHPEKITHH

oaHa HHpopMaLUs

105,0

MOHHTOPHHT  HACATENBHOCTH  JAETCKHX  OubmHoTeK

Poccuiickoil deaepaiinn;

29

COCTaBJIEHHE POPM OTUCTHOCTH

OJHH OTUCT

1200,0

30

pacchutka HHGOPMAUHOHHBIX MHCEM H (OPM OTHETHOCTH
no bl nerckux 6abanotek Poccuiickoit ®eaepaipu

OJHa pacChliKa

45,0

31

cbop (opM OTUETHOCTH, ICKTPOHHBIE H TenedOHHbIE
KOHCYJIBTAIHH 110 BOMIPOCaM 3amoTHEHHA HopM

onuH cbop

120,0

Cocrabnenune Kajlengapa npodeCCHOHANBHBIX
MeponipuaTul  merckux — Oubmmorex  Poccuiickoif
DPenepauni (SKECOAHBIN H €XEKBAPTAIBHBIHA ):

32

COCTABJICHHE H PAcChUIKA HHCl)OpMaIIHOHHbD( MHCEM

eXerofHas u
KBApTAIbHAA

120,0

33

cbop u 06paboTka monyueHHo# wHPOPMaLHH, BHCCEHHE B
KaneHAapb HpodecCHOHANBHBIX MEPOTIPHATHE

CHCTOAHAA H
KBapTajbHaa

1200,0

34

YTOUHEHHE VHOPMALIMH 110 TPOBOAUMBIM MEPOTIPHATHIM

CHETOHHAT H
KBapTaaepHaA

200,0

O030p  nyOnuxanuit
(exxeMecsuHo):

npodecCHOHANLHOR — TpeccH

35

ot0op, MPOCMOTP H aHANH3 CTaTel B XKYPHAIAX

MCCAYHAA

450,0

36

YTCHHC MatrepHala

MCCAYHAR

420,0
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Ne C 6 Ennunna Hopma
/v HanmenosanHe npouecca, onepaunn. Cocras paborn mamepesnn Bp::;f:.m,
1 2 3 4
37 |BanucauMe CTaTHH MeCSTUHas 400,0
38 |cnaua B oTAen pasMemeHHs WHPOpMaLMH Ha caiTe MecsTuHas 10,0
39 |noaroroBka (peNaxTHpPOBaHHE) €XErofHOH CBOAHOM OJIUH OTYeT 18500,0
CTATHCTH4ECKOH  OTYETHOCTH  CHeLHATH3UPOBAHHEIX
6ubnuorek Pocculickoli denepanuu, paboTarommx ¢
MOJIOJEXBIO
40 |ocymecTpicHHE MOHHTOpPHHTa AEATENBHOCTH | 0AHA HHPOpMALHA 105,0
CNELHATH3HPOBAHHBIX ounbnroTek Poccutickoi

Qencpanny, paboTalOMUX ¢ MONOAEKBIO AN BBOAA B
0a3y (eXeMeCHAIHO)

[TpuMeyanue:

- K HOpME BPEMCHH MpPH COCTABJICHHHM NOKYMEHTOB, PErIAMERTHPYIOUIHX NEATEIBHOCTD
pecnyGIMKaHCKHX, KPACBhIX H 0ONACTHBIX OHOIHOTEK, IPHMEHAETCA MOBRIIAIOMMH Koa(dHIMeHT
1,15;

- BpEMA MNPOBCACHHA JICKUHH, KOHCYJILTAUHH, OPAKTHKYMOB, CTaXXKHPOBOK, NPaKTHKH,
Hpeﬁh[BaHHﬂ B KOMAHAHPOBKS H NPOBCICHHUA HH{i)OpMaL[HH II0 €C pesyiabTaraM B HOpMY BpEMCHH
HE BXOJHUT.

4.12. PaboTel Bay4YHO-OPTaHH3ALHOHBOTO XapAKTEDPa

Tabnmia 82

Ne
n/n

HaumenoBanue npouecca, onepauun. Cocras paborsi

Epnunua
H3MeEpeHHA

Hopma
BpeMetn,
MUH,

2

3

4

IloaroToBka W NpoBEAEHHE TeOpeTHYEeCKOH, HayuHo-
NpaKTHYECKOH KOHQEPEeHLHH, TEMAaTHYECKOTO CeMHHapa;
HOHCK MEXIYHApOUHBIX CIIIHAIHCTOB; COMPOBOXKICHHE
MEXIAYHAPOAHBIX CHIEIHAIHCTOB B Ka4ECTBE NEPEBOYHKA;
NHCBMEBHEIH NEPeBOA MH(POPMALHOHHBIX MaTepHaloB ¢
PYCCKOTO HA HHOCTPABHEIE A3LIKH

Onpenencaue COCTaBAa OPTKOMMTETa H  YYacCTHUKOB
KOHQEepeHLMH, ceMHBapa; GOpMHPOBAHHE H YTBEPKICHHE
npoTpaMMBsl " APHUINACHTENBHOIO bunera;
OpraHH3ALMOHHBIE MEPOTIPHATHA; HOArOTOBKA K U3JAHHIO
TE3HCOB; BBIpaboOTKa HpPOEKTa pEKOMEHAALIHI;
{huHaHCOBO-X03dlicTBeHHOE OobecnedyeHHe KoOHpepeHINHH,
CEMMHapa; aHaidH3 W OLEHKa paloTel KOR(epeHIHH,
CEMHHAPa; NOABEACHUE HTOTOB

OMHO
MEPOIIPHATHE

Konnuectno YUACTHHKOB!

—

1-100

5670,0

101 - 150

7560,0

151 - 450

9300,0

[TogroToBka H NpoBeACHHE CEMHHapa, METONHYECKOro
JHA, 3ace/laHusA «KPYIJIOrQ CTonay», BeOHHapa
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Ne
n/n

HanMenoBauure npolecca, onepamun. Cocras paGorhi

Ennnuna
H3MEpEeHHnA

Hopma
BpeMeHH,
MHH.

2

3

4

OnpeneneHue YJacTHHKOB, pPYKOBOAMTENA, JEKTOPOB,
JOKNAmYHKOB, CpPOKa M MeCTa MpPOBENEHHA CEMHHAapa,
METOAUYECKOr0 IHA, 3aCeflaHHfl  «KPYIIOTO  CTOJa»,
BeGHHApa; ONPENCICHHE KOHTHHIEHTA Y4aCTHUKOB;
paspaboTka MporpaMMbl; HHPOpMaNHOHHOE 00ECTICYEHHE;
BbIPaloTKa MpoeKTa peKoMeHJalui; H3JaHHe H pacChUIKa
OPOTPAaMMBl; PErUCTPals  YYACTHHKOB;, TEXHHYECKOE
conpoeoxkneHne BeOHHapa: obccneucHHE INEKTPOHHOH
KOMMYHHKATHBHOHN TUIOLIAAKH, MOATOTOBKA 3EKTPOHHBIX
Ipe3eHIalMi, KOHBEPTHPOBAHHE TMpedeHTanui  Ha
SMEKTPOHHBIE TUIATHOPMBI, OHCTAHUHOHHAsS HacTpoiika
KOMIOBIOTEPHOTO ofopyaoBaHus caywarenet,
NpeABapUTENILHOS TECTHPORAHHE H BEJCHHE BEOHHApa;
aHaMM3 W OIEHKA CEeMHHAapa, METONHYECKOTro MHA,
3acefaHHs «KpYIJIOro ¢10/a», BeOuHapa

OJIHO
MeEpONIpHATHE

Konuvectso YYaCTHUKOB:

1-350

1570,0

51-100

3980,0

101 - 150

6150,0

~3 | SN

151 - 450

8270,0

Tloarotoexa 3ace JaHHH PEIKOJUIETHH:

YyTOYHEHHE CpoKa H TOBECTKH 3acenaHud; oThop
MaTepHaIOB IId O0OCY)KACHHS H TOAroTOBKa MX s
KOMHPOBAHHSA; ONPEAENICHHE ONIMOHCHTOB (PEelCH3CHTOB);
OMOBEINECHHE O 3aCEfIaHMM  YNEHOB  PEeNKOMIErum;
pacCBUIKA  MATEpPHATIOB N0  IOBECTKE  3aCCHAHHA,
odopMieHHe TPEANOXEHHH, BICKA3aHHBIX YYaCTHUKAMHM
3aceflaHHg

OOHO 3aCCAANHE

560,0

Opranuzauna  3acefaHHi  mpoONeMHBIX  KOMMCCHIA,
COBETOB, TBOPYECKHX KOJJICKTHBOB:

onpefencHie TOBECTKH JHY H CPOKOB NpPOBEACHHA
3aCCHana, YTOYHEHHE COCTaBa YYaCTHHKOB, NOATOTOBKA
AOKYMEHTOB, OpraHH3alHOHHEIC MEPOMPUATHA
(omoBemeHHE © 3acefaHHH, noadop MarepHaloB);
0hOPMICHHE NPOTOKONA H PEUICHHS

OIHO
MCPOMPHATHE

940,0

[Tpumeuanne:

- TIpH TNPOBEJCHHH MEPOTPHATHH Ha MEKAYHApOOHOM YPOBHE K HOPME BpPCMEHH
npMeHAeTCA noBblinatouil koxdppunment 2,0; Ha denepanbHOM ypoBhe - 1,85;
- B HOpPMY BpeMEHH HE BXOAMT BpeMsA TNpOBeACHHS KOH(DEpeHLUH, CceMHHapa,
MCTOAHYCCKOrO AHA, 3aCCOAaHHA «KPYIJIOTo CToNa» H BpEMSA, CRBA3AHHOC ¢ H3JaHHEM MaTepHaliOB
KOH()EPEHUHH, CEMHHapa.,
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4.13. PepakTupoBaHHE PYKOIHCEH

Tabnunoa 83
Ne Eaunnna Hopwa
o/ HauMeHnoBanHe mponecca, onepannu. Coctap paborsr wmeperns BpeMeHH,
MHH,
1 2 3 4
PeaakTHpoBaHuie Hay4uHBIX H METOOHYCCKHX MATECPHANOB
IlpoBepka ¥ MCNpaBIeHHE pPYKOMHCH B IIpoLecce
MOTOTOBKH €€ K NMeYaTH; yCTAHOBKa COOTBETCTBHA TEKCTA
HAYYHBIM H JMTEpPaTYpPHEIM TpeboBaHHMAM, ¢opMe H
LHeNeBOMY  HAa3lHAYEHHIO  M3JaHMsA,  COIVIAacOBaHHE
BHOCHMBIX HCIPaBlIEHHH C aBTOpoM; JopaboTka
PYKOITHCH:
1 |penmaktHpoBaHHe MoHorpagui, cOOpPHHKOB HAy4HBIX| OXMH aBT. JINCT 2840,0
TPYAOB, HAYYHBIX OTHYETOB, IPAKTHYECKHX NOcOOHii
2 |pemakTHpOBaHHE METOAHYECKHX MATEpHANIOB: | OIMH aBT. JIHCT 2500,0
HHCTPYKTHBHO-MCTOAMYECKUX ITHCEM, PEKOMCHOALMH,
KOHCYJIbTAUHMH, 00630pOB AeATeNnbHOCTH 6ubniHoTeK
3 |pemakrHpoBaHHE  JOKYMEHTOB,  PETJIaMEHTHPYIOIIMX | OJHH aBT. JIUCT 2400,0
AeATeNbHOCTh  OHOMHOTEK:  YCTaBOB,  IIOJOXCHHUI,
HHCTPYKIHH
4 |pcHAKTHPOBAHHE CTAaTHCTHUECKMX TaOnui, YYETHBIX | OJHWH aBT. JINCT 1980,0
¢dopm, obpasuos
5 |pemakTHpoBaHHEe MAaTepHanoB KoHepeHIWil: AOKI3AOB,| OMOHUH aBT. JIUCT 1050,0
coob1menuii
Pacuingpopka ayanoszanuceii (MaTepuanop KoHpepeHIui,
COBCINAHHUH).
6 |nabop Texcta ¢ ayauodaiina OJIMH aBT. JIUCT 2400,0
peNaKTHPOBaHUE HAGPAHHOrO TEKCTA OJIMH &BT. JIUCT 1200,0
8 KOHTPOJBHOE PENAKTHPOBAHHE OIUH aBT. MHCT 120,0
Penaxtuposanpe momynspaoro  GubGmuorpaduyeckoro
nmocoOudA, PpETPOCHEKTHBHBIX HayYHO-BCIIOMOTAaTeNbHBIX
yKa3sarelei, 0030poB, cpaBok, pedepaTtoB, aHHOTAIMHN:
9 |pemakTupoBaHMe — TONYNApPHBIX  OuUOMHOrpadHUECKHX | ONHH aBT. JIMCT 2640,0
MoCcoOMii: TeMaTHYECKHX fubnuorpaguyeckux
yKa3areneH, CnpaBoyHHKOB
10 |pemakTupoBaHHe PETPOCIIEKTHBHBIX Hay4HO- | OIWH aBT. IUCT 2100,0
BCIIOMOTATEIbHBIX yKasaTene
11 |penakTHpoBaHME aHANHTHUSCKWX 0030poB, CHNpaBOK,| ORMH apBT. JIHCT 1080,0
aHHOTauM#, pedeparoB, CBOZHBIX pedepaTUBHBIX
0630p0B, aKcIpecc-HHpopManuii
12 |pemakTHpobanue GubnHorpaduuecKkoit 3anucu OJJHA 3aITHCh 4,6
13 | koHTpONBLHOE peaKTHPOBaHUE OJIHA 3AIHChH 6,2

[IpuMeyaHue: Npu peJaKTHPOBaHHH CMEIIAHHOrO TEKCTA K HOPME BPEMEHH NPUMEHACTCA
noBHIaOWHi koadduuueHT 1,1.
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4.14. BcnoMoraTenbHO-TeXHHYeckas paboTa

Tabnuua 84
Ne Eanunua Hopma
/i HanmenoBaHHe npoiuecca, onepannn. Cocrap paboThl H3MepeHns BPEMEHH,
MHH,

1 2 3 4

1 |o3HAKOMIEHHE C MATCPHAIOM OJHH JOKYMEHT 10,0

2 | peaakTHpOBAHHE MATEPHANIOB OJIUH JOKYMEHT 12,0

4.15. PaboTa mo opraHH3alli{ TPYAa H YIPaBACHHIO
Tabnuza 85
Ne EauHnna Hopma
i HauMecHOBaHHe nponecca, onepanui. Cocras padoTsl HaMepeHus BPeMeHH,
MHH.

1 2 3 4
[Inanuposanue paboTel
CGop, aHanmu3 WCXOZHON HHGOPMAUUK; ONPEAECNCHHE OAMH MIAH
OCHOBHEBIX 3ala4 Ioja, YTOUHCHHE CPOKOB BBINOJIHEHHA
3afaHuii, HamucaHWe  OOBACHHTENBHOH  3allACKH;

MOATOTOBKA NpOeKTa MnaHa K oOCY)KACHHIO HA BCEX
YPOBHAX, AopaboTka mocne oOcyxACHHA; NpeACTaBieHHe
IJIaHa Ha COTJIaCORAHHE H YTBEPKICHHE:

1 |nnaka 6ubnHOTEKU 6240,0

2 |mnaHa OTAea, CEKTOpa 27400

3 |MHAMBMAYAIEHOTO MJIAHA 370,0
ExxemHeBHBIA  y4eT  paboThl B CIPYKTYPHBIX
NOAPa3ACICHHUX

4 |cTaTHCTHYECKHI y4eT 3aMHCaBIHXCA OIlHA 3aMHCh 2,8
(nepeperuCTPUPOBABIINXCA) YMTATENEH

5 |cTaTHCTHYECKHH y4YeT KHHTOBBIZAY, MOCSIMICHUH OIHA 3aMuCh 8,6
yueT nHpopMalHOHHO-OHOIHOrpadguueckoii paboThl MO|{  ONHA 3aIHCH 2,7
YCTAHOBJIEHHOH (opme

7 |y4eT BLINOJHECHHBIX CIPABOK OJIHA 3aNHCh 2,7
ExenHeBHBI yueT aboHeHTOB, noMp3yomuxcs MBA;

8 jcratHcTHUECKHIt yueT aBOHeHTOB, monb3ylomuxcs MBA OJHA 3aMHCh 2,7
CTATHCTHYECKHI YYeT MOJyJYeHHEIX 3aKa30B, BBLIAHHBIX OJIHA 3aTACh 9.8
AOKYMCHTOB

10 |cratucTHuecKMil ydeT 3aKa3oB, ICPCHANpaBNEHHBIX B 0JIHA 3alHCh 2,7
Apyrie GUOINOTEKN

11 |3amuce wutorHn paGothi B «/lHeBHHK  paGoThI» OJZIHA 3aMHCh 3,2
nojapasaencHus GHOIHOTEKH

12 |uHuBHAYaNbHBIH y4eT: eXeJHEeBHOE 3alONHCHUE JIMCTKA |  OJHA 3alHCh 2,7

y4YeTa TPyA03aTpaT WiH AHeBHHKA paboThl Oubnuorekaps

CBO/JHEIH CTATHCTHYECKHH yUeT mo GUONIHOTEKE

Yucno uuTaTteneil, KHHIMOBBIAAY, MOCEIDEHWH H HHOH
HHGOpMAUHH, NOABENEHHE HTOTOB CTATHCTHYECCKHX

OHHa 3alluCh
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Hopma
Ne Eaununa
o/n HaumenoBanue npounecca, onepanuy, Cocras padoThl H3MepenHa BpeMeHH,
MHH.
1 2 3 4
JAHHLBIX 1o OHOMHOTEKE:
13 |mecan 5280
14 [xBapran 7920
15 rog 1080,0
CraTucTHYecKui y4YeT B pexuMe AC:
16 |BBOJ CTATHCTHHYECKHX AAHHEBIX C KOHTPOJNBLHOTO JIHCTA OJIHH JIKCT 0,16
17 |CBOAHEIN CTATHCTHYECKHI yder mo OuOIHOTEeKe (YHCIO Ha MeCsH 120,0
YHTaTeNRekH, KHUTOBBIOAY, NocelmeHnl H HHOH
HHGOPMALIHH )
[logpeaeHne WTOTOB CTATHCTHYMECKMX JAHHBIX IO Ha MEeCAL
6ubnmoreke:
18 |mecan 0,27
19 [xBapran 0,27
20 |rom 0,27
CocTaB/ieHHE OTYETOB;
21 [npHeM nMIaHOBO-OTYETHBIX AOKYMEHTOB OT CTPYKTYPHBIX | ORHH JNOKYMEHT 13,0
NojpasgeneHud ¢ TPOBEpPKOH MOJHOTBI  COCTaBa;
COCTaBReHHe CBOAHOH TabHIIbI OCHOBHLIX NMOKasareneit
CocraBnenue AHANUTHYECKOTO  OTYETa: AHAN3 OJIUH OTHET
JeATeNbHOCTH ToApasaefcHuii U OHOMHOTEKH, OTMETKa
H3MCHEHHS 33 IOA, HAlTHCAHHE TEKCTa, MPEACTABICHHE Ha
COIVIACOBAHHE H YTBEPKACHHE:
22 |order GUOIHOTEKH 32 ron 3980,0
23 | oT4eT oTACHA, CEKTOPA 3a rojl 1320,0
24 |HHAMBUIYaTbHBIH OTHYET 33 TOJ 5860
CocraBnenue (QpHHAHCOBBIE OTYETOB 00 OMNaTEe HO BHAAM OIIHH OTYET
TUTATHBIX YCIIYT:
25 |3a Mecq 510,0
26 {3a KBapTan 840,0
CocrapneHde oTYETa A4 YATATENECH H HACEICHHS:
27 |onpeneneHue cpoKa NMpOBeJEeHHS OTYETA, NTOBECTKH IHA; OAHO 1580,0
OMOBCIICHHE O JHE OTYeTa 4YHTaTened, HacEeNCHHA;| MEpOIpHATHE
BEITYCK CTEHIa3eThl; oopMIICHHE NPOTOKONA, 3aMEYaHH i
H TpEANOXKCHHH wvHTaTenel, HaceneHHsA, COCTaBRAeHHe
TJ1aHa HX peajTi3alMu
IToaroToBKa NPOH3BOACTBEHHBIX COBCIIAHHA
OnpenencHue MNOBECTKH  JHA, KpYra YYacTHHKOB;| OAHO COBelIaHHe
MOArOTOBKA CNpaBKH, APYruX MEPONpPHATHI, NpoeKTa
PELICHUs;  OMOBCLICHHE  YYAaCTHHKOB  COBEIIAHHA,
NOATOTOBKA MOMELUIEHHA:
28 |coBemanne paboTHIKOB GHONHOTEKH 320,0
29 | coBemanue pabOTHHKOB OTAENA 264,0
30 |coBemmaHWe MO HTOraM MPHHATHIX PEIICHHH ¢ LEAbIO | OAHO COBCHIAHHE 27,0

QLUCHKH HX PE3YJIETATOB, MMPOH3BOACTBCHHEBIC COBCIIAHHA
o HTOTaM roja
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N E Hopma
) AWHHIR
n/n HauMeHoBaHHe npoiecca, onepauun. Cocras padoThl uIMepenns BpeMeEHH,
MHH.
1 2 3 4
31 |omepaTHBHO¢ COBeLIAHHE (AN PpPELICHHSA TEKYIOMX | OAHO COBEIIAHHC 22,0
NPOH3BOACTBEHHBIX 3a]a4)
OpranusaloHHas (onepaTHsHas) pabora:
32 | noxymeHTaNnbHOe OGOpMIEHHE pexkuMa paloTEl OTACHA| ONHH AOKYMEHT 268,0
(cocraBneHue rpaduka pabOTH, OTIYCKOB M JAPYTHX
JIOKYMEHTOB)
33 |obecnieyeHne KOHTPOIIS 3a BBITIOJIHCHHEM |  OJHO 3alaHHE 4,4
NPOU3BOACTBEHHOTO 3aJaHUA H KaYeCTBOM paGoTEI
34 |obecneuenue KOHTPOJIA 3a HCNIOJIHEHHEM | OAHH AOKYMEHT 8.8
YOpaBIeHYECKOro  peleHHd,  NpHKasza,  yKalaHHA
JUPEKTOPA, 3aM. IUPEKTOPa, 3aB. OTACJIOM
35 |zakmioyeHWe, TNpoANeHHe JoroBopa ¢ (UpMaMH,| OJWH AOTOBOP 840,0
NpeNPHATHAMH, OpraHH3alHAMH, YaCTHBIMH
NpeANPHHHUMATEIIMA
36 |cocTaBNCHHE KATBKYJALMH LIEH HA IUTATHBIC YCIYTH OJTHH JOKYMEHT 3340,0
37 |BBIIHCEIBAHHE CYETA, KBHTAHIHH OJHH TOKYMCHT 13,4
38 | cBepka omiaTel CYETOB OJHH JOKYMEHT 13,8
JlenonpoH3BoACTRO:
39 |nmpuem H pervcTpalus BXoadieH KOppecoHAeHUHH OJIMH JOKYMEHT 5,6
40 |obecnieueHNHE KOHTPONA 32 CBOCBPEMECHHEIM HCIIOMHECHHEM |  OAHH AOKYMEHT 5,6
OOKYMEHTa
41 |cHcTeMaTH3aLHA H MOAMHBKA HCIIOIHEHHEIX ACKYMEHTOR [ OAMH JOKYMEHT 5,6
B COOTBETCTBHH C HOMEHKJIATYPOH A€
PaGota B pexume AC:
42 |perucrpauus BXOAALICH KOPPECMOHACHIMM: BBoA B 6a3y| ofHa KapTouka 7,6
OAHHBIX KOHTPOJNBHON KapToukH (ata NOCTYIUICHHS,
HHEEKC JAOKYMEHTAa, KODPECIOHIGHT, Jara, HHIACKC
MOCTYIHBIIErO  AOKYMEHTAa, KpaTKoe COACpKaHHe,
PE30IOLHA, KOMY HalpaBJ/IcH)
43 |ofecneyenHe KOHTPONA 33 HCIONHEHHEM HOKYMEHTa: O/THA 3aIHCh 4,6

BEIBOJ| Ha JKpaH KOHTPONBbHOH KapTOYKH, BBOJ B Hee
HHbopMaln 06 HCIONHEHHHI

[IpuMeyaHne: BpeMsA NMpPOBEACHHA OTYETA NEPEH HUTATENAMH, HACSIICHHEM, COBEIIaHUH B
HOPMY BpEMEHH HE BXOIMT.

4.16. ObcnyxuBaHHe YAAIEeHHBIX NOIB30BaTENeH

Tabnuua 86
Hopma
Ne Eguanua
Haumenosanue npouecca, onepaudi. Cocras patoTsl BpeMenH,
n/n H3MepeHHs
MHH,
1 2 3 4
PerncTpanys nonp30Barenci B pekuMe OHJIARH:
1 | mpoBepka 3amucH nonw3oBatend B SubIHoTeKy OJIHH 1,0
NOJb30BATEND
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Hopma
Ne Ennanna
HaunmenoBaHne nponecca, onepaunu, Cocrap paboTbl BpeMCHH,
n/n HIMEPEHHA
MHH.

1 2 3 4

2 |obpaGorka u BBOA (QaMH/IHH, HMEHH, OTYeCTBa OIHH 2,5
NONB30BATEA U aZipeca ero 3/IeKTPOHHOMH MOYTH ANEKTPOHHBEA

dopmynap

3 | cocraBneHHE¢ THCbMa €  yKa3aHHEM JIOTHHA H OIHO 2,5
CTEHEpHPOBAHHOTO CUCTeMOH Napond, MNpHKpennaeHHe MEKTPOHHOE
HHCTPYKIMH TIONb3OBAaHHA H  OTHpaBKa €ro Mo MHCBMO
MEKTPOHHOM MOYTE MOJNB30BATENIO
Ob6cnyxuBaHHe [TONB30BaTeNeH B PeXHUME OHNTAHH:

4 | KOHCYNABLTAlMs MO WMCHOIL30BAHHIO HHTepakTuBHOH BJ| OJiHa 5,0
KHHUI' KOHCYIbTalUus

5 | compoBOXICHHE BUPTYAJIbHOH KHHTOBBIJAYH: OJHH 3aKaz 7,0
¢dopMEpoBaHMeE 3aKa3a Ha BUPTYANbHOH KHIDKHOI nonxke

6 | Beirpyska u3 AC HOBBIX MOCTYIUIEHHH 3a olpe/ieIeH bl ouH ¢aiin 5,0
NepHOJ BPEMEHH B BHAEC YKa3aTelsd HOBBIX NMOCTYIJIEHHH
(YHID)

7 | pasMelueHre HOBBIX NMOCTYINEHHH NOKYMEHTOB Ha caiite ouH Qaiin 1,5
OubnoteKy: CO3JIaHHE  3arojioBKa  anHOTalMH
NPHKPENJIEHHE (aiina(oB)

8 |pacchiika MO  JMEKTPOHHOH MOYTE  YAAICHHBIM OIHO 1,5
MOJIB30BATENAM HHPOPMAUMK O HOBBIX NOCTYIUIEHHAX INEKTPOHHOE
EOKYMEHTOB TTUCHMO

9 | nudopMaliHOHHOE CONMPOBOXKIEHHE caiTa, NoOprara H OOHO 1,5
CTpaHHL B COUHANBHBIX CETAX: CO3JAAHHE 3arofoBka coOOmeHne
AHHOTALHH NpHKperUicHHe (aiioB
Pabota c calitoM otaena 6ubnnoTeku
Pa6oTa ¢ HOBOCTAMH oTZENA:

10 | moaroToBka Marepuasia K nybnukanun (mpecc-penus, | OAMH NEYATHBINA 1050,0
NOCT-Pesu3, CTaThA) JHCT

11 | pasMmelieHHe HOBOCTH Ha caiiTe OIHA HOBOCTD 10,0

12 | pasMemeHHe HOBOCTH B COLHANBHHIX CETAX OJ/IHA HOBOCTh 10,0

13 | oTipaBKa HOBOCTHOIO COOOIUGHHS JUIA pasMEIICHHA Ha | OJHO cooLIcHHE 10,0
caliTax MapTHEPOB

14 | mopbop MALTIOCTPALHH K HOBOCTH OnHa 5,0

HJUTIOCTPALUs
Pa6ota ¢ potoranepeeii otaena:

15 | doTocremka OJIHa CBEMKA 30,0

16 | noatop dpotorpadmii ofiHa goTorpadus 3,0

17 | obpabotka ¢oTorpaduii ¢ nomowplo rpaduueckoro | oaHa potorpadus 15,0
pENaKTOpa

18 | cosmanne doToranepen ONHA 15,0

doTtoranepes

19 | moGaenenne noanuceti k pororpadusm oJHa ¢potorpapus 2,0

Pabota c NONHOTEKCTOBBIMA MaTepHaIaMH,
oubnHorpaduyueckMMu CHCKAMHA Ha caiite:
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Hopma
N HauMeHoBaHAe MpoUecca, onepanni, Cocras paboThl Eannmma BpeMEHH
n/n p » ontep ’ p H3MEpeHHs i
MHH.
1 2 3 4
20 { popMaTHpOBaHME  MAaTepHANOB AN TyONHKaOWH | OJHH MaTEpHAN 20,0
(nepesox B Apyrue (opMartel, ACNEHHE MaTepuaja Ha
9acTH)
21 | nobaBneHne onuMcaHWs K MarepHainy (aHHOTaUHsA, | OOHH MarcpHan 10,0
KNFoueBEIe ¢oBa) — 1000 35axoB
22 | 3arpy3ka MaTepHaia Ha BHCIIHHH cafT OJHH MaTepHarn 15,0
23 | obHOBNIEeHHE CITHCKA MyOIHKAIMIA COTPYAHHKOB OTAENA OfHA 2,0
6ubmorpaduuec
Kas 3aIlHCh
PepaxtupoBaHue H 0OHOBICHHE HH(POPMALHH Ha caliTe:
24 | peNaKTHPOBAHHE MATCPHANOB 0JIHa 3allHCh 2,0
Cosnanee (GoOpMEI INMEKTPOHHBIX OMPOCOB (3KCmpecc-
Ompoc, OHIAHH aHKETHPOBaHHE):
25 | co3nanue ¥ pa3MEINEHHe BOIIPOCOB Ha calite OIUH BOIPOC 6,0
26 | coznaHMe CTpaHHLUBI OIpoca H fobaBieHHe koza ¢ cafita OJlHa CTpaHHO2 15,0
CoanaHune HOBBIX pa3ZieNiOB Ha caiite:
27 | co3naHue OIMH pa3len 15,0
PenakrapoBaHHe H 0OHOBAEHHe HH(POPMALMOHHOTO
KOHTCHTA Ha cafiTe:
28 | penaxrupopadue crarteil, pa3sMELICHHBIX Ha caiiTe 0JHa HOBOCTb 10,0
29 i monck u or0op HHObOPMAUHH [ pPeAAKTHPOBAHUSA 20,0
craTHCTHYeCKO# BJ
30 | o6HoBneHne 3amuceit B OJIH2 3aIHCh 5,0
31 | BHecenne HOBRIX 3amuce# B B]l 0IHA 3aMHCh 10,0
O6paboTKa NOKYMEHTOB IS 3arPy3KH Ha CaiiT:
32 | pepakTHpoBaHHE H POPMATHPOBAHHE TEKCTA JOKYMECHTA OIHH aBT. JIUCT 60,0
33 | koHBepTHpOBaHHE AOKYMEHTa H3 OXHOro ¢opMaTra B | OAMH JOKYMEHT 10,0
Apyroi popmar
34 | sarpyska Ha BHEIIHHE PECYpCHI OIMH JOKYMEHT 15,0
35 | pasmemmenne Ha caiite ornena OIMH JOKYMEHT 10,0
3anonueHue CTPaHHUIBI OTAECNA B COUHANBHBIX CETAX:
36 | mouck u oTGOP HOBOCTEH Ha BHEIIHUX pecypcax 0IHa HOBOCTb 24,0
37 { cocTaRneHNE aHHOTAIMH K HOBOCTAM OJTHa HOBOCTB 15,0
38 | pasMemenme MocTa Ha CTPaHMIIE OTAENA oJHa HOBOCTH 5,0
4.17. Onpenenenne KHAroobecneYeRHOCTH y4eOHOro NMponecca B 6a3¢ AaHHRIX AC
Tabmana 87
Hopma
Ne HanmeHnoBanue npouecca, onepaiui. Cocrae paGoTnl Equmnia BpeMeHH,
n/n H3IMepEeHHA
MHH.
1 2 3 4
1 | noHck onpeaeneHHON AMCUMILIMEBI y4eOHOro npouecca B | 0gHa AHCUHIUIHHA 1,0
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Hopma
M Exannua
HaumenoBamHe npolecca, onepanun, Cocras pafoThl BpeMeHN,
/i H3MepeHHn
MHH,
1 2 3 4
Moayiae «KHuroobecneyeHHOCTEY
2 | noHck B 0azc AanHEIX AC JOKYMEHTOB, TIOOXOMAINX I | OAKA JUCIHIUIHHA 10,0
BEIOpanHOl QHCUHIMHEI (OCHOBHOH CIHCOK), B PEXHME
HPOCTOrO M PaCIIMPEHHOTO MOUCKA
3 | OpoCcMOTP KaXKAOro NOKYMEHTA IO BCEM MapaMeTpaM IS | OJHH JOKYMEHT 60,0
olnpeacneHus HeoOXOAUMOCTH BK/TIOMCHHS €0 B CIIHCOK,
or0op BHIOpAaHHBIX JAOKYMEHTOB (noGaBneHuWe K
AMEIOIIHMCS TIOJIAM €IEE OMHOTO MOJA « THCLHUIUIHHAY)
4 | npHcOoeAHHEHHE OTOOPAHHBIX HOKYMCHTOB (OCHOBHOH | OllHa AMCLHILIHHA 5,0

cmHcok) B Moayne  «KHuroobecneueHHOCTBE» K
onpeaeaeHHOH JHCLHIIIHHE

5. TunoBsie OTpacAEBLIC HOPMBI TPYAA Ha pabOThl, BEIMOMHACMBIE B ACTCKHX, IOHOWIECKHX
6ubnuotexax, B 6nbnuorexax HUH, obpazoBarenbHbIX yupexaeHUi (Ha OCHOBE
aBTOMATH3HPOBAaHHBIX CHCTEM YNPaBACHHS MPOLIECCAMH)

5.1. KommnnektopaHHe (GoHIOB

Tabauna 88
Ne Exunnua Hopma
Haumenosanne nponecca, onepanun. Cocrar pagorni BPEMCHH,
n/n H3MepeHHs
MHH,
1 2 3 4
1 |npueMm u orbop 1A (POHAOBR HOBEIX HOCTYIUICHHH, | OOHH AOKYMEHT 3,6
NOMYYEHHEIX [0 CONPOBOAMTENLROMY HOKYMEHTY —
JIECTY rOCYAapCTBEHHOM peruCTpantH
2 | TexHuueckasa 06paboTka JOKYMEHTOB OAHH JOKYMEHT 4.5
BBOJ JOKYMEHTOB B 6a3y naHHeix (BJI) OJUH IOKYMEHT 4,5
5.2. BubnuorpadHueckoe ONMCARHE B HHACKCUPOBAHHE ROKYMCHTOB
Tabnuua 89
Ne Envnuna Hopma
w/n HaumeHosanue nponecca, onepanun. Coctas pagoThl - BpeMeHH,
pennn
MHH,
1 2 3 4
1 | popmupoBanue  OuOaHorpaduueckoit  3amucH  Ha OJIHA 3aNHCh 18,0
JOKYMEHTEL Ha  PYCCKOM  sA3BIKe  (ONHCATEAbHAA
KaTanoruzayus)
2 | ¢opmuposanne  OubGamorpaduueckoii  3amHcu  Ha OIHA 3aNHCh 27,0
JOKYMCHTHL HA HMHOCTPAHRBIX €BPONMEHCKHX S3bIKAX H
s3pikax  Hapojoep Poccmiickol  @epepaumu, kpome
PYCCKOTO (OnHCATENbHA KaTAIOTH3alHA )}
3 | HHAEKCHPOBAHHE NOKYMEHRTOB (COACPKATEIbHAS OJTHA 3aMHCh 18,0
KaTajoru3aius)

5.3. Pabota ¢ xaTanoramu
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Tabmuua 90
Ne Ennanna Hopwma
wn HanMeHoBaHHe nponecca, onepalni. Cocras padoTsI H3MepeHns BpeMEHH,
MHH.
1 2 3 4
IMoaroToBuTensHas pabora:
1 |[pasbop kapTodMEeKk JAns pacCTaHOBKH B an(aBHTHRIC | OJHA KapTouyKa
KaTaloru 0,5
PeaKTHPOBaHHE reHEPATBHOTO aNdaBHTHOTO KaTaiora; OfIHA KapTo4Ka
2 | xaranor - crapsiii pan (a0 2000 roaa) 1,0
3 | karanor — oo pax (¢ 2000 rozxa) 0,5
4 | KaTalOr - HHOCTpaHHBIE €BPOMEHCKHE A3BIKH H A3BIKH 1,0
HapogoB PoccHH, KpoMe pyccKoro
5 | pasbop kapTO4YeK IUI1 PacCTAHOBKH B CHCTCMAaTH4YeCKHE | OJHA KapTodKa 0,3
KaTajioru
6 | pemakTHpoBaHHe ['eHepaTbHOIO  CHCTEMAaTHYeCKOIO | OJHA KapTouKa 0,5
katajaora (I'CK)
7 | penakTupoBanMe OpHTHHan-MakeTa B3 Ha OJHOWACTHBIC | OAHA KapTOUKa 0,3
JOKYMEHTOB
8 | pemaxTupoBaHHe opuruHan-Maketa b3 Ha MHorowacTHble [ oxHa KapTO4Ka
JOKYMEHTOB 0,45
9 | penakrupoBanue 3anuceii Ha eAuHMUB! XpaHenus B I10 OfTHA 3AIHCh 54
Mo H3BCIICHHAM O BHECEHWH H3MCHEHHH B KaTAJIOrH,
NOJTYYeHHBIMH U3 TeXHOIorHueckoro otaeaa (TO)
Pepaktupopanue Oubnuorpaduueckux samuceii (b3) OJIHA 3aMHCh
(KOHTpONBHBIE oA hopMata U Teketa B3):
10 | penakTHpOBaHHE KOHTPOJIBHEIX MoJiel dopMaTa 5,4
11 | penakTuposanue Texcra b3 5,4
12 | pemaxtapoBanne Oubmuorpaduuecknx 3amuceif (B3) B OJIHA 3aNHACH
1O (sBenenue nuaekcop BEK B B3) 5.4
13 | popmuporanue b3 B IO ¢ vcnone3oBaHHEM CBOAHOTO OJTHA 3aITHCh 12,0
katanora Poccuiickoit ®egepanuu
14 | pemaxtupoBanue b3 Ha MHoroyacTHble JOKYMeHTHI B [10 OMHA 3aIHCE 12,0
5.4. Pabora ¢ poHmOM
Tabmima 91
Ne H Ennnnna Hopma
o/n | HaHMeHOBaHHE Npoecca, onepauHn. Cocras paGoTbi 3MepeHNs BpeMCHH,
MHH.
1 2 3 4
IloarorosuTenbHas paborta;
1 | noaroroeka pabounx MeCT; opraHuzauusa paGodero | oaHo paGouee 5,0

MeCTa: NOAKTIOYEHHE KoMmbloTepa, Bxod B OPAC,
NpOBEpKA JJICKTPOHHON MMOYTHl, PacchUIKa OTBETOB Ha
3alpOChl; MOATOTOBKA 3ala K pa0oTe: opraHu3aldd
palounx MecT uMTaTenei, aaxHas o6paboTka MOHMTOpa
KOMIIbIOTEpa, CTAHUUH CamMOO0CTyKMBAaHHA, MOHHMTOpA
MEKTPOHHOTO KaTajora, pacCTaHOBKa (pasMelieHHe
KHHXKHOTO MAacCHBa, CIAHHONO TMOCNE MpPEeABIAYILETO
pabouero AHS, HAa MONKAX OTKPHITOr0 JAOCTYNa),

MECTOQ
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Hopma

Ne Eaununa

o/n HanmeHoBaHHe Npoliecca, onepaiui, CocTap paboTnl usMepenns BpPEeMEHH,

MHH.,

1 2 3 4
O3HAKOMJICHHE ¢ IMEPHOOHKOH H ¢ HOBOCTAMH B CETH
«uatepHem

2 | momyuende  JOKYMEHTOB C  BBICTABKH  HOBHIX ; oaHa maprus (100 16,0
HOCTYIUIEHHI (TIPH Y9acTHE 4-X YENIOBEK) JOKYMEHTOB)

3 | mpuem HoBbIX mocTymuieHu# B Ilporpamme mepesaum; | ogHa naprus (100 12,0
CBEpKa HAIWYHS KHHT B [APTHH C CONPOBOOMTCILHBEIM |  JOKYMEHTOB)
JOKYMEHTOM
O6paboTka HOBBIX MOCTYIUIEHHH

4 | IlepBuuHsLi pazbop HOBBIX MOCTYMJIEHMI; pocTapaeHHe | onHa naprus (100 26,0
mMTEMNeNsi Ha TUTYIbHOH H 17 CTpaHHUaxX KHHIH; JOKYMEHTOB}

AKTHBALMA M PEAAKTHPOBAHHE B 3NMCKTPOHHOM KaTajore;
feyaTh HHBEHTApHOTO No M NpHKJIEHBAHHE PagHOMETKH
(eAMHUYHEIC 3K3EMILISPEHI)

5 | Pa3bop moKyMEHTOB JJIA OIPEJENEHHs PacCTaHOBOYHBIX | OAWH JOKYMEHT 1,0
wHGppoB

6 | IlpenBapurensHas CHCTEMATH3AIHS JAOKYMCHTOB | OAHH JOKYMEHT 1,0
rpynnoBoii  o6pabGoTKH And onpeneneHHs HONOYHOTO
HHJCKCA
UIngpoBka ROKYMEHTOB: OOHH JOKYMEHT

7 { ¢ aByMs nm¢pami (1- «<BHPTyaIbHBIH») 1,0

8 | Ges mmdpa 1,8

9 | mocsumel 3,6

10 | sBOA mH(ppa 0,5
HndpoBka ROKYMEHTOB rpynnoBoil 06paboTkn: OJMH JOKYMEHT

11 | mpeapaputensHas cHcTeMaTHzamMa (BBOJ — HMHACKCA 1,0
orpacnd 3HaHHs no tabnuuaM bBK B JK)

12 | meTanpHad CHCTEMATH3ALHA {BBOA INOJOUYHOTO HHAEKCA 1,0
BEK B 3K)

13 | oGpaGoTka NOKYMEHTOB HA WHOCTPRHHBIX €BpPOMEHCKHX | OMHH JOKYMEHT 3,6
A3bIKAX

14 | ofpaoTka AOKYMEHTOB Ha HAUMOHAJBHBIX S3BIKax | OMHH JOKYMEHT 4,5
Hapo 0B cyOBLekTOB Poccuiickoii ®eaepanuu

15 | npuem u obpaboTka JokyMeHTOB X VIII — XIX BE. OJHH JOKYMEHT 8,0

16 | mpreM ¥ o00paboTKa OTEYECTBEHHBIX NEPHORUYECKHX | OJNHH JOKYMEHT 1,8
n3nanui u3 3TITA

17 | mpueM u oO0paGoTKa WHOCTPAHHLIX NEPHOAWYECKHUX | OJMH JOKYMEHT 1,8
m3gannii u3 3TIH

18 | nepemnpoBka JOKYMSHTOB OIMH JOKYMEHT 27,0

19 ! BBOA Oap-koja Aokymenta B OK Of(HH AOKYMEHT 2,6

20 | mepenaya NOoKyMeHTOB Ha Apyca ®b B aucnerdepckolt | oxua naptus (100 26,0
[IporpaMme JIOKYMEHTOB)
Ob6cnyxuBanue untareneii 1 abonenros B Ob:

21 | BomonHeHue TpeboBaHHH, MOCTYITHBIIHX no | ogHo TpeboBaHHE 1,0
IEKTPOHHOMY 3aKa3y

22 [ BzauMopacyer €O CTPYKTYPHBIMH mojpasfeneHdsMH | omHa maptus (100 14,0
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Hopma

Ne Eanmuna
o/ HanmenoBanne mpouecca, onepanui. Cocras paboTnl R BpeMeHH,
MHH.
1 2 3 4
OHONMUOTEKH HOKYMEHTOR)
23 | paoTa ¢ 3aHOIKEHHOCTBIO:! COCTaBleHHe N0 0ase | ONHH AOKYMEHT 1,8
YUTAJIBHOTC 3a/a CIHMCKA 3aJ0/KHHKOB; COCTABJICHHE IO
0aze UeHTpanbHOH Kadenopsl CNHCKAa 3aJ0JDKHHKOB;
BBIIIENIEHUE U3 OOILET0 CMHUCKA 3a0MKHIKOB OUONHOTEKH
3QJOIDKHUKOB; €XEOHEBHBIH KOHTPONb AO/NKHHKOB ¢
HAMOMHUHAHHEM o HeoOX0AUMOCTH BO3BpATa
3a1€PXKaHHBIX KHHT; aHaamu3 3 dexkTUBHOCTH
NpoAENanHONH paboThl
Ofecneuernne COXPaHHOCTH GOHNOB:
24 | moaroToBKa AOKYMEHTOB HAa MHKPOQUIEMHpPOBAHUE H | OAUH JOKYMEHT 54
CKaHHpOBaHHE
25 | mepenada AOKYMEHTOB Ha MHMKpPO(QHJIBMHpPOBaHWE M | oxHa naprus (20 16,0
CKAaHHPOBAHHE JOKYMEHTOB)
Ceepka ¢oHaa ¢ SAEKTPOHHBIM KaTalloroM (IK): OAKUH NOKYMEHT
26 | 0AHOYACTHBIE JOKYMEHTHI 1,8
27 | MHOTOYACTHBIE JOKYMEHTHI 3.6
28 | npoBepka FOCTYNA K BIEKTPOHHOMY PECYPCY OJIMH JOKYMEHT 5,4
5.5. CnparoyHo-61bnHOrpadHueckoe 06CnyXHBaHHE
TaGnuua 92
Ne Epunnua Hopma
ol HaumenoBanue nponecca, onepaunu. Cocras padornt u3MepenHs BpPEMEHH,
MHH.
1 2 3 4
BrinonHeHue yeTHEIX OubnHorpadMuecKHx CIpaBok:
1 | moaAroToBKa pabodyux MecT €KEAHEBHO 13,0
2 | ©KeIHEBHBI{  CTATUCTHYECKHH  y4eT  CMpaBOYHO- e)keJHeBHO 13,5
oubmiorpadpuyeckoro obCcayXHBaHNA YHTATENEH
3 | n3yieHHe OTPHLIATENBHEBIX OTBETOB Ha €XHEAHEBHO 13,5
HbubaHorpadguueckue 3apock! ¢ 1ENbIO BhIABICHHA Opaka
4 | mpuem 3ampoca Ha BBIOJNHCHHe OuGmHorpaduueckoii OIHH 3aNpoc 10,0
CNPABKH
5 | odopmneHre KOHTPONLHOrO JIMCTKA TIONL30BATENA OJIHH 1,0
NoNb30BaTeNb
6 | TemMaTHueckas ycTHas Oubnuorpaduveckas cpaska OJlHA CIIpaBKa 17,0
7 | ampecHas YCTHas CpaBKa OJHA CIpaBKa 8,0
8 | yrouHsiomas yctHad Subnuorpaduueckas cpaska OJIHa CIIpaBKa 18,0
9 | paxvorpabnuecckas ycrHast Oubnuorpaduyueckas cupaBka OJiHa CIIpaBKa 15,0
10 | opeHTHpYIOIAA KOHCYIbTALUS 0JHAa KOHCYJIBTALUA 6,0
11 | 6uGnuorpapuueckas / ¢dakrorpapuueckas CchpaBka MO |  OAHA CIIpPaBKa 12,0
TeneoHy
Bremmonnenue MHCBEMEHHBIX oubmorpaduueCKuX
CMPaBOK:
12 | npueM M perucTpauus INHCBMEHHOIO 3ampoca B OJMH 3aMpoc 3
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Hopma

Ne Enunnua

. HauMeHnoBaHHe npouecca, onepaummn. Coctap padoThl HIMepenns BpeMeHH,

MHH,
1 2 3 4
OpTraHH3alHOHHOH Ipynne

13 | mucneryepu3alig MUChMEHHBIX 3aMpocoB B rpynme ChO XKEAHEBHO 60

14 | perucTpanps 3ampoca B KypHajde y4veTa MHCbMEHHBIX OJIHA 3aITHCh 3
cnpagok rpynnsl CbO
ITnceMeHHAA TEMATHYECKAsA CIIPAaBKa:

15 | TemaTuueckasn cnpaska 1-o#f CTENEHH CIOWHOCTH: 0 25 OZIHA CHpaBKa 1200,0
Ha3BaHHil, ¢ OpocMOTpoM  OHOGIHorpadHYeckux
HCTOYHHKOB

16 | TemaTHuecKas cpaBKa 2-0if CTENEHH CIIOKHOCTH: CBBIINE |  O/HA CTIpaBKa 2900,0
25 HasBaHHH, ¢ mpocMOTpoM OHONHOrpadHUecKHX H
TEKCTOBBIX HCTOYHHKOB

17 | nuceMeHHas yTouHstomas 6ubavorpaduueckas Cipapka OZIHA CIpaBKa 360,0

18 | muckMeHHas afpecHas CrpaBKa OJHa CTpaBKa 120,0

19 | mucbMeHHas daxTorpadpuyeckas cnpaska OJHA CHpaBKa 360,0

20 | nHCbMEHHEIE KOHCYJIbTAIHH: TeMaTH4ecKad OIHa 480,0
KOHCYJIbTALHMS, KOHCYJIbTALHA-KITHLIEe KOHCYJILTALHS
PeaakTHPOBAHHE BBIMONHEHHBIX MHCBMEHHEIX CIIPABOK:

21 | agpecHas muCHbMEHHAs CIIpaBKa OJIHA CIIpaBKa 9,0
TemaTnueckas MACHEMEHHAA CIPABKA: QJHA CTIpaBKa

22 | 1-ii cTeneHH CIOXKHOCTH 18,0

23 | 2-ii creneHy CNOXKHOCTH 48,0

24 | yTouHAIOIAA MHCbMEHHAA CIIPAaBKa OfIHa CIIPABKa 8,0

25 | ¢pakTorpaduyeckas MHCbMEHHANA CIPaBKa OJlHa CTpaBKa 8,0

26 | perucTpanMs BBINIONHCHHOH ITHCBMEHHON CIpPaBKH B OMHA 3AIIHCh 3,0
rpynne CBO B )KypHaJI¢ y4eTa MHCbMEHHBIX 3alPOCOB

27 | permcrpanusi BBITOJHEHHOM NHCbMEHHOH CIpaBKH B OfHA 3aNUCh 2,0
opraHusaunoHHo# rpynne CbO

28 | odopMieHHE M mepenava/oTnpaBleHHE OTBETA OZHH 3anpoc 12,0
3aKa34HKY
BupryancHas cnpapouHas ciyskba.

29 | BUpTYaNbHAA TEMATHUYECKAs CTIPABKa OFHA CrpaBKa 18,0

30 | BupTyanbHas apecHas CIpaBKa OJHa CIIpaBKa 7,0

31 | BupTyanbHas yTounsMmomas cnpaska OJIHA CIPABKa 18,0

32 | BupTyanbHas OPHEHTUPYIOIIAS CIIPABKA OJIHA CTIPaBKa 6,0

33 | odopMnenne oTBETA HA 3AMPOC YHTATENA OJIHO THCHMO 6,0

34 | mononHeHHe apxHBa  BBINOJHEHHBIX cnpaBok («basza | omHa cpaBka 11,0
3HAHWHY)

35 | ckaHupoBaHHe nokyMeHTOB H3 dponzo CbO mo 3akazam ogHa 3,0
NONB30BaTENeH CTpaHHLA
KoHcynbTaumu: OJ(HA KOHCYJIbTAIUS

36 | Meroauveckan 10,0

37 | TemaTHYeCKad 10,0

38 | noxanbras KOOpDAWHAUMA H  JUCTeTYEPH3aLHs OIHO NHCHMO 12,0

BBIMIOJIHEHHS BHPTYAJIBHBIX CIPABOK

bnbnuorpapuueckoe o6yucHue Mojb3opaTeneii

KoHcynpTanmuu:

OOHA KOHCYNLTALHA
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Hopma
e HaunmeHoBaHHe Npoiecca, onepaunn. CocTap padoTsi Exmmnua BpeMeHH
n/n POLECCR, OnepathH. P H3IMEPEHHA P i
MHH.
1 2 3 4
39 | MmeTonu4eckas 10,0
40 | TeMaTHYeCKas 15,0
41 | moaroToBka 6uGnuorpaduyeckoro 063opa Mo MeToAHKE OIHH 0630pa 2400,0
¢opmupoBaHHg OHONMHorpaduyeckoit zanucH, paboThl ¢
KaTajJoraMH,  OuOauHorpapHYecKHMH  HMCTOYHHKaMH
GhOpMHPOBaHHS CITHCKA JIHTEPATYPHI K HayyHoi paboTte
42 | moAroToBKa M mpoBeacHUe Subnuorpaguyeckoro obsopa |  oxuH oH3opa 480,0
no METOAHKe OHONHOTrpagHIeCcKoro ONHCAHAA
43 | mpoBeacHHE SKCKYpCHH MO (OHAaM M CIOPaBOYHO- | OJIHA 3KCKYpCHA 480,0
oubmorpadpuueckoMy ammapaty (CBA) HBC
Benenne cnpaBouHo-GuOMMorpaguyeckoro anmapara:
44 | BeAicHHE apXHBa BBIMOJMHEHHEBIX CTPABOK B 3NCKTPOHHOM |  OZ[HA CIpaBKa 8,0
DEXHME
45 | BBoa kaproTex B BJ] OIHA KApPTOYKa 6,0
BricTapouHas paboTa: OJJHa BEICTABKA
46 | paspaboTka IUIaHA OpTaHW3alWH M SKCIOHHPOBAHHA 2160,0
TEMaTHYECKOH BEICTaBKH
47 | nogroToBKa  COMPOBOJHTENBHOH  HOKYMEHTAUHH K 360,0
BBICTABKE, 3THKETaXKa
48 | MOHT&K BHICTaBKH 480,0
49 | neMoHTaX BLICTABKH 240,0

HapoaoB Poccmiickoii  ®enepanmm,

IIpumMeyanne: npu paboTe ¢ AOKYMEHTaMH HA HHOCTPAHHBIX €BPONICHCKHX A3BIKAX U AZBIKAX

KpOME PYCCKOro,

nopsmaromuit koxpduunent 1,15,

5.6. HoTHBIE M3DaHHA H 3BYKO3aNHCH

K HOpPMaM BpEMEHH MNpPHMEHACTCA

Tabmuna 93
Ne Enunnua Hopma
HanmeHoBanne nponecca, onepanui. Cocrap padornt BPEMeNHH,
n/n H3Mepenus
MHH.
1 2 3 4
GdopMuposanue OubIHOrpadHIeCKOH 3aMHCH:
! | Ha rpaMnnacTHHKH Ha PYCCKOM fA3bIke (OmMHcaTeNbHad OZUH JAUCK 140,0
KaTaJorusauus)
2 |Ha TrpaMIIaCTHHKM Ha HHOCTPaHHBIX CBPOMEHCKHX OJIMH JHCK 180,0
A3BIKAX M fA3BIKax HapoaoB Poccuiickoii ®enepaumu,
KpOMe PYCCKOro (omucarebHas KaTalIorn3alus)
3 |Ha ayaMo KOMIAKT JHCKE Ha pYCCKOM  A3BIKe OIOUH AMCK 160,0
(omucarenbHas KaTaJlory3aiHs)
4 | Ha ayaMO KOMIIAKT AMCKE Ha HHOCTPAHHBIX €BpOMEHCKHX
A3bIKax H s3bIKax HapofoB Poccwmiickoit ®enmepanmm, OJIHH JUCK 220,0
KpOME PYCCKOTO A3bIKA (OMHCATEIbHASA KATATOIU3AUHS)
5 | Ha MY3BIKAILHOM KOMIAKT HHcke (OmHcaTenbHas OOMH OHCK 480,0

KaTaJIOrH3aLs)
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Hopma
Ne Eannnua
al HanMeHOBaHHe niponecca, onepanun, Cocras padorTni s3Mepennn BPE€MCHH,
MHH.
1 2 3 4
6 | Ha HOTHBbIE M3JAHHA HAa PYCCKOM A3bIKEC (OMHCATENbHAs | OAHH AOKYMEHT 132,0
KaTaJgorusanus)
7 |Ha HOTHBIE HW3aHHMA HA HHOCTPAaHHBIX €BPONEHCKUX | OOHH AOKYMEHT 1400
A3blKaX M sA3blKax Hapoaos Poccuiickoil Pemepaumn,
KpOMe pyccKoro (onmucaTelbHas KaTarorn3anus)
CnpapouHo-Oubmuorpaguyeckoe  obciayXHBaHHE B
YHTANBHOM 3aJ1e
Brmnonnenue yctHoii 6ubuorpadguyeckoli ClipaBKu:
8 | npmeMm 3anmpoca Ha BEIMONHEHMe OuGmHorpaduueckoii OJTHH 3anpoc 6,0
CTpaBKH
9 | Temaruveckas ycrHas 6ubnuorpaduvieckas CnpaBxa OJIHH CTIPABKa, 20,0
10 | ycTHas aapecHas oubauorpadguueckas cnpaska OJHH CIIPaBKa 12,0
11 | yrounsawmas yctHas Oubnuorpaduyeckas cnpaBka OZIMH CTIPaBKa 22,0
12 | paxrorpapmaeckas ycrras 6ubnnorpaguyeckas clipaka |  OAMH CIIPaBKa 18,0
Koncynbranuu: OlHa KOHCYJIbTALMA
13 | 6ubnuorpadmueckue 10,0
14 | opHcHTHpYIOLIHE 3,0
15 | BcmoMorarejbHO-TEXHHYECKHE 6,0
Brmonnenne MUCHMEHHBIX oubnuorpaduyeckux
CIpaBoOK:
16 |mpueM ¥ perucTpanus 3anpoca B KHHMre YydeTa | OJfiHa CNpaBKa 15,0
NUChMEHHLIX GHONHOrpaHyecKux cnpaBok
17 | M3ydyeHMe 3ampoca, YCTAHOBJICHHC MWJIH YTOYHCHHE | OJHA CIpaBKa 900,0
3JIeMeHTOB OHOMMOrpadHIeckol 3aMHCH
Bepenue cnpaBouHo-61OMMorpadHuecKoro anmapara;
18 | opopMneHHE KAPTOUKH AN KAPTOTEK ogHa 16,0
KapTovKa
19 | coznanue 6ubmuorpagudeckoii 3anucu (b3) Ha cTaTbu no OJIHA 3aITHCh 3,0
MY3BIKE U3 JOKYMEHTOB, HE COOTBETCTBYIOLIHX MPOGHIIO
M3
20 | BemeHHE KapTOTEK (0)i):¢: 1 1,0
KapTOUKa
3.5.7. Pabora ¢ gurepaTypoii mno OUONHOTEKOBeACHHIO, OuOIMOrpadOBEACHHIO H
KHHIOBEOEHHIO
Tabmaua 94
Ne HanMeHoBaHHe npouecca, onepanun. CocTas pad Equrnia o
a/n s OTIEPALHH. paGoTnl HaMepenus BPEMEHH,
MHH.
1 2 3 4
O6paboTka HOBBIX TNOCTYIUIEHHH B MNpPOrpaMMHOM
obecneyucruH (I10):
1 | mpueM HOBBIX MOCTYIUICHUH OTCYECTBEHHBIX NOKYMEHTOB OJHUH 0,5
B AMCTIETYEPCKOH MpOrpaMMe nepeaun JOKYMEHT
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Hopma
Ne ExnHuna
i HanmeHnoBaHHe npoiecca, onepaunn. Cocras paborni u3Mepenus BpeMEcHH,
MHH,
1 2 3 4
2 | mpueM  HOBBIX MOCTYIUICHHH Ha  HMHOCTPAaHHBIX OMH 1,0
CBPOMEMCKHX A3BIKAX M A3BIKAX HapoaoB Poccuiickoit JOKYMEHT
Denepanun, KpoMme PYCCKOro
3 | obpopMieHHE KAPTOYKH HAa JOKYMEHT Ha PYCCKOM f3bIKE oJHa 8,0
AN  KaTaJoroB WM ODNaCTHBEIX  KapTOTeK ¢ KapTodKa
HCnob3oBaHHeM OUOIHOrpadH4eCKOd 3aMHCH
4 | opopMieHHE KapTOYKH Ha JOKYMEHT Ha HHOCTPaHHBIX onHa 10,0
€BpONECHCKUX A3BIKAX M A3BIKAX HapoaoB Poccuickoii KapTo4yka
Genepauyi, KpoMe pPycCcKOro, i KaTaaoros H
00nacTHBIX KapToTeK c HCTIONE30BAHHEM
6ubmuorpadpHyeckoil 3anucH
S | ananmutH4eckoe onucanue JoKyMEeHTOB B [10 OJ/HA CTaThy 12,0
O6cnyxupaHHe NIONIb30BATENeH,; BHpTYyaJibHAd
crnpapouHas ciyxba.
6 | npuem 6ubmHorpadHUSCKOro 3anpoca YHTATENsA OJIMH 3alpoc 3,0
7 BHpTYanbHag TEMaTHUYSCKas CIipaBxa 0JlHa CripaBka 54,0
8 | BupTYyaybHAsA afpecHas CIPaBKa 0JIHA CTIPABKa 18,0
9 | BUpTYaNbHad YTOUHAIONIAA CIIpaBKa OJlHA CIIPABKa 26,0
10 | pupryanbsHas dakrorpaduyeckas cCrpapka OJIHa CTIPAaBKa 20,0
11 | opopMieHHE OTBETA HA 3AMPOC YHTATESIA OJHO IHCHMO 10,0
12 | nomogHeHHe apxHBa  BEIMOAHeHHBIX cnpaBox («basa | ozHa cpaska 10,0
IHAHMID»)
13 | eeaHEeBHBLIA  CTAaTHCTHYECKHH  yveT  ChpaBoyHo- €XEIHEBHO 12,0
Onbmuorpaguueckoro oOCHYKUBAHUA YHTATENEH
5.8. O6paboTKa ONTHYECCKHUX KOMIakKT-aHcKoB (ODP)
Tabmuna 95
Ne | HanMeHoBaHHe npouecca, onepauui. CocTas padoThl Eannuna Hopma
n/n H3MEPEHHS BpEeMeHN,
MHH.
1 2 3 4
1 | momydYeHHE U JOCTaBKa ONTHYCCKIX KOMIAKT-JHCKOB U3 OHA MAPTHs 30,0
aucnetyepckoi OLIK3 JOKYMEHTOB
(100 auckoB)
2 | npHeM HOBBIX MOCTYIUIEHHE ONTHYECKHX KOMMAKT- O/IHA MAPTHA 60,0
AMCKOB AOKYMEHTOB
(100 auckoBb)
3 [ cyMMapHBIi yyeT KOMIAKT-AMCKOB (IO YCTAHORJIEHHOIM OfIHA MapTys 7,0
popme) _ JOKYMEHTOB
4 | HHAMBMAOYAJbHBIH Y4eT KOMIAKT-THCKOB 0JHa 3a0UCh 1,0
5 | TexHuveckas 06paboTKa ONTHUSCKHX KOMITAKT-AHCKOR ONHH JOKYMEHT 2,0
6 | mmdpoeKa AOKYMEHTOB B MOAYJIE 3K3eMmsipsl [10 OOHH JOKYMEHT 1,0
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5.9. PaboTa ¢ uuTatensaMu

Tabnuma 96

Ne
u/n

HanmeHoBaHHE NpoLecca, onepaunn. CocTas paboTsl

Enpnnua
H3MeEpeHHS

Hopma
BpPEeMEenH,
MHH,

2

3

4

3amuce none3oBatenss B OuOnuorexy, pabora ¢
YHTATENEM:

noarotopka  paboymx  MecT  Honb3oBatenell M
06C/Ty)KHBaIOIIETO TEPCOHANA: MPOBEPKA TEXHHYECKOTO
COCTOSHHA  CETeBOro  ofecrneyeHHA W [Iapka
BRIYHCITHTENBEHOM TeXHUKH, BKoueHHe [1K

onuu [TK

2,0

UpHHATHE Mep 0 nuxBupanuu  ¢Ooes B padote IIK,
pabore ceTH,  OTCYTCTBHA AocTynma k 0ase maHHEIX
noxb3oBaTenedi, WHPOPMHPOBaHHE COOTBETCTBYIOIIHX
cnyx0 o cGodx, mpoBepka HeHCNpaBHOM 0GopyAoBaHHA,
jpuxcauus cOoeB B TerpalH yd4era ¢ yKasaHHEM
XapakTepa HEHCIIPaBHOCTH H BpeMeHH Hayama cod,
nocjide YCTPAaHEHHA HENOJadKM OTMETKA BpEeMEHH ¢&
yCTpaHeHHA

OINH c0oit

10,0

HPOCMOTP AOKYMEHTOR YHTATENA (macnopr,
YAOCTOBEPEHHE, MOPYYHTENBCTBO), NMpPOBEPKA HANHYHA
YYETHO-PErHCTPALIMOHHON KAPTOUKH YHTATESSA

OAHH YHTATCb

3,0

3aM0JIHEHHE dopmyaspa YHTaTENH, Y4ETHO-
PEruCTPallHOHHOH KapTOUKH, YnTaTeNlbckoro 6unera

OOHH KOMILICKT

3,0

O3HAKOMJICHHC YHTAaTe/Md ¢ MPAaBHAaMH MOJIB30BAHHA
OHONMUOTEKOH, pPACTIONOXKEHHEM (OHAA, CHAPABOYHBIM
ANnapaToM

OJHH YHTATCNE

6,0

noaGop U pacCTAHOBKAa MO HOMepaM OHneToB, andaBuTy
dammHit yHuTaTenci YYETHO-PETHCTPALIHOHHBIX
KapToyeK

OJHa KapToiKa

2,0

OCYLIECTBNICHHE KOHTPONA 3a BO3MOXHBIM HAMHYHEM
JAHHBIX O YHTATENC KaK HapyluuTene, (JHmeH Mpasa
NONB30BaHUA); BeOCHHE (H PperynapHei  mpocMoTp)
KAPTOTEKH YMTATE/NeH-HapyIIHTENneH,

ONHH YATATCHE

0,5

[lepeperncrpanus YHTaTENEH:

nouck  GopMyaspa  (perHCTpPalHOHHOH  KapTOUYKH)
YUTATENS, BHECEHHE NIMCHEHUH B HUX U B YHTATENBCKHUX
ounerax (YToyHeHMe AHKCTHBIX JAHHBIX, HOBOTO
YWTATENBCKOrO HOMEpa, MHaThi NepeperucTpaluum) ¢
BCOGHHEM KAapTOTEKH HAy4YHBIX TEM M  TEKYHIHX
M3MEHEHHH (OTyeHne 3BaHKH, nybanKkauunii, Japor)

OJHa KapTodKa

2,0

3anuch (mepeperucrpalius) ypTarene B
ABTOMATH3HPOBAHHOM PEXHME!

cheMKa (OTOKAMEpPON IUIS YMTATENBCKOro Ounera u
BCTaBKa ¢pororpadiu B UNTATENECKHI GHITET

OJIHH MOCETHTEND

2,0

10

odopMNICHHE KOXA YHTATENA ¢ KOHTPOJLHBIM PaspaioM H
CPOKOM NOJIb30BAHUA YHTATENLCKHM OHNeToM, Ha OCHOBE
BBIAAHHOH HHGOpMALHH

OOHH NMOCCTUTENE

0,4
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Ne
n/n

HauMeHOBaHHE NpoIecca, onepamud, Cocras paGoTnl

Eanuuia
H3MepeHH

Hopma
BpeMeHH,
MHH,

2

3

4

11

BBIJIa4a HA NPHHTEP CBSACHHH O 3alHCaBLIEMCH YHTATENE
B BUJIE YUTATENLCKOIO OWIeTa

OAHH NOCCTHTCID

0,4

12

HaOop Ha KNaBHATYpe CBCAEHHH O uMTaTeNne: (haMums,
WM, OTYECTBO, XapaKTCPHIYKOLIHE €ro IPH3HAKU
(obpasopanue, CIICHHANBHOCTS ), Kom, HOMEp
YUTATENBLCKOrO Ounera; poTocremMxa

OAHH NOCCTHTCND

2,0

13

OCYUIECTBJACHHE KOHTPOAA 3a BO3MOXHBIM HaJNHYHEM
JaHHEIX © 4YHTaTeNne, 3anucaBmeMca B Oubamoreky
(paHee 3anucaH, JIMIICH MPaBa NOJE30BAHHA)

OIHH NOCCTUTEND

2,0

14

o(OpMIIEHHE YHTATENBCKOrO OHeTa ¢ HOMEPOM H
CpOKOM HOJBE30BAHHUA YHTATCABCKHM OHJIETOM, HA OCHOBE
BHIIAHHOH HHGOpPMAIHH

OIWH OHIIET

1,0

15

BBIAYa Ha NIPHHTEP CBEICHHIA O 3alNCaBLIIEMC YHTATEE
npoBeeHHe PaaHoOYacTOTHOM HOEHTH)HKALHH
YHTATENBCKOTO  OMJCTa;  NPOBENEHHE  OEHEKHOTO
B3aHMoOpacieTa ¢ [ONB30BaTelleM  uepe3  Kaccy,
yOancHHas 3alHCh; CBEPKA AAHHBIX PETHCTPANHOHHOM
KapTO4KH, KOMHMH ¢ MNacnopra, o(opMieHHe NoroBopa-
otepPTEl HAa NPENOCTaBACHHE AOCTYNIAa K ICKTPOHHBIM
pecypcaM OuOGnmuorexkn, HaGOp Ha KIaBHaType NaHHBIX,
JUIA 3aM0JIHEHHA JOTOBOPA, BHIBOA JAOTOBOPA Ha NMpPHHTED,
NOANHCH JIMHA, 3aKI0YaBIIero J0TOBOp

OAHH I[MOCETHTCID

15,0

16

ojopMeHHe BXOa-BBIXOZA YHTaTeds M3 OGubnnorexu
(IOCTOAHHBIA  YHUTATEALCKHH  Ouner  ckaHHpyercd,
BBLOACTCH KOHTPOJIBHEIN JIACTOK)

OJHH NMOCCTHTEND

2,0

Brinonuenue TpeGoBaHMii  noab3oBaTenei,
JOKYMEHTOB  H3  OCHOBHOTO
CHELMATH3HPOBAHHOTC (oHAA:

BBIAAYA
KHHroxpaHeHus /

17

AoNMydeHHe TpeOOBaHHA HAa HOKYMEHT H3 OCHOBHOTO
XpaHCHHs, TPOBEpKA  MPABHILHOCTH  3allONHEHHS
TpeboBaHHA, PETACTPAITHA

OJIHO TpeOoBaHHe

1,0

18

nojaydeHue TpeOOoBaHHWS Ha  JOKYMEHT, TIpoBEpKa
ApPaBWIBHOCTH 3AMOJIHCHHA TpeOOBaHHA, perucTpauus,
nopaGotka TpeCoBanusa, noabop mo mmdpaM B
CIICHHAH3UPOBAHHOM (QoHze

0AHO TpeboBaHHe

1,0

19

YCTAHOBKA MECTA HAXOXACHHA HeHalIeHHOTO JOKYMEHTA
no Gasam W GaHKaM NaHHEBIX, CHPaBOYHLIM KAapTOTEKaM,
KaTaIoraM

OAMH JOKYMEHT

5,0

20

BHIAYa JOKYMEHTA H3 OTIela KHHPOXpaHeHHd /
cMeUHaNM3HPOBaHHOTO (POHAA YHTATeNO;, OTMETKA Ha
KHIDKHOM (qopMynsipe / TpeboBaH#HM; 3aNUCh JOKYMEHTOB
B YHTATENLCKYIO KapTOuKM (BKNAAHOH NHCT), OTMETKA B
KHHT€ 3aKa30B

OJIUH JIOKYMEHT

1,5

Brigaya HOOKYMEHTa H3 OTAeNa KHUPOXpaHEHHA /
CIIENMAIN3HPOBAHHOTO (HOHAA YHTATENIO:

21

OpHEM JOKYMEHTA OT YNTATe) / IOJIL30BaTeNA

OAHH JOKYMCHT

1,0
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5.10. Brlnaya KOMIIIEKTOB JOKYMEHTOB BO BPEMEHHOE TOJIE3OBAHHE ONPA3ACTICHUSIM

6ubmorexu
Tabnmuna 97
Ne Eananua Hopma
o/n HauMenoBaHHe mponecca, onepanuu., Coctas pabornt usMepenns BpeMEHH,
MHH.
1 2 3 4
1 | obopmncHHe 3a4BKH / akTa HA KOMILIEKT JHOKYMEHTOB, OIHA 3a9BKa, 20,0
nepelaBacMblii B CTPYKTYPHOE MOAPa3ACACHHE OJMH aKT
2 |nopbop IHOKYMEHTOB B KOMIUICKTBI; perHCTPalHs | OOHH KOMIUICKT 10,0
BBIIAHHBIX JOKYMEHTOB B YYETHBIX opMax
3 | Belgava KOMIUIEKTOB HOKYMEHTOB, OTMETKA HA KHIDKHOM | OJIHH KOMIIIEKT 5,0
dopMynape (dHAMKATOpPE) HFaThl BBAAYH, JAHHBIX
NONpa3CEHAH, MONYYalOUIMX KOMIUIEKT OTMETKAa B
KHHI€ BBIAAYM NAThl BLELNAYH, JAHHBIX MOAPA3Ac/CHUH,
MONYYAIOIIHX KOMILIEKT, OTMETKA B AKTE Mepeaadn
4 | nonyyeHHE KOMIUIEKTOB NOKYMEHTOB OT CTPYKTYPHBIX | OJHH KOMILUICKT 18,0

nofpasfiefieHuii;  MOMCK  KHHXHOro  ¢opMyispa
(uHHEKaTOpA), MOTALIEHNE OTMETKH O BBlIAYe, BIO)KEHHE
€ro B AOKYMEHT; IpOBepka, (H3HYECKOro COCTOAHUA,
MepecyeT MCTOB, CBEPKA C AKTOM [epefiayy; oraleHHe
OTMETKH O BbIIAYE B KHHTE BHIAAYH

5.11. ObcnyxuBaHHe nosb3oBaTeell AOKyMEHTaMH B 3alle ¢ THOPUARBIM 00CTYXHBAHHEM,
3aJle MEeKTPOHHBIX pecypcoB, 3ane «lIHTepHeT», 3ale cnenHaNH3HpOBaHHOTO OTAeNna. llpHeM
3aKa30B Mo TestedoHy U3 ropoaa

Tabnuua 98
Ne EanHnna Hopma
o/n HaumenoBanue npounecca, onepaunn. Coctas pabotbt — BpEMeEHH,
P
MHH.
1 2 3 4
1 | npoBeneHHe KOHCYNBTAUMH, Oecennsl ¢ YHTATENEM MO | ONMH YHTATENb 2,0
npapunaM oOCHYXMBAaHHA B 3al€ H NPeNoCTaBIAEMBIX
ycmyrax, 10 METOAMKE TIOHCKAa IO  CIpaBOYHO-
6ubnuorpaguyeckoMy ammapary npH 43, y KaTajioros,
KapToTeK, KHWKHBIX MOMOK, 0 BO3MOXKHOCTAX NMOHCKa H
HCHONB30BAHHUA HIEKTPOHHBIX PeECYpPCOB;
HHGOPMHEPOBAHHE YUTATE/A O HOBBIX NOCTYNJICHUAX
2 | koHcymeTamuu no pabore ¢ IIK B 3ane, mo pabore B | OOMH YHTaTENDb 2,0
MEKTPOHHOH OHONHOTEKE
3 | npHeM 3aKa3oB MOJL30BATENEH HA H3AAHMA H3 OCHOBHOTC OIMH 3aKa3 0,9
KHHIOXpaHHJIHIIA
4 | mony4eHHE NOKYMEHTA, 3aKa3aHHOTC YHTATeNIEM B OTAENE | OAHH JOKYMEHT 0,9
KHHroxpaHeHud / cheluanHzupoBaHHoro ¢onna /
YHTANBHOM 3aJ€ OTAeNa
5 | paccraHoBKa H3maHMH Ha OpOHEMONKAX  YMTANBHOTO | OAMH AOKYMEHT 0,3

3a%a, MOCTYIHBIIMX H3 KHUTOXPaHWIHILA 1O 3aKa3aM
Moae30Barenei
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N Hopma
) Eananna
HaunmenoBanue npouecca, onepauns, Coctas padorbl BPEMEHH,
n/n H3MepeHHs
MHH.
1 2 3 4
6 | moabop AOKYMEHTOB Ha OpOHeNONKe, 3aKa3aHHBIX M3 | OAMH HJOKYMEHT 0,4
OCHOBHOTO KHHMIOXpaHHNHIIA, Mepenada Ha xadeapy
BBIOAYH
7 | nombop NOKYMEHTOB B MOACOOHOM (oHAEe UHUTANLHOTO | OAUH AOKYMEHT 2,0
3ana, nepejaya Ha kageapy BEIAYH
8 | moabop mOKYMEHTAa B XpaHEHHM CIELHANH3HPOBAHHOTO | OJMH ZOKYMEHT 10,0
doHga, oTMeTKa Ha TpeGoBaHHM, mNepefaya NOKYMEHTa
Ha xadeapy BbLIAYH
9 | ycTaHOBKA MECTA HAXOXACHHS HEHalJeHHOro JOKyMeHTa | OJHH ZOKYMEHT 22,0
MO CHpPaBOYHBIM KAPTOTEKaM, KaTaloraM, perHcTpanus
OTKa30B
10 | BBiZaya NOKYMCHTA 4YHTATEMIO: CBepKa BbLIABACMOIQ OOUH 1,8
JOKyMEHTa ¢ YHTaTe/IbCKUM TpeQoBaHHeM, NpoBepka | KOHTPOILHEIH
Halnuyusd CTpaHHl / KaapoB MHUKpoduibMa, MAKpodHII, JIUCTOK
cojfiepaHHe MAHCKA, CUYMThIBAHHE IMITPHX-KoJa (mpH
INMEKTPOHHOM 3aKa3e) B MOAyne «uupkymauus» OIK,
OTMETKa KHHTOBBIAAYY Ha KOHTPOJIbHOM JIHCTKE
11 | mpueM HOKYMeHTA OT JHMTareld:. CBepKa €ro ¢ | OOHH JOKYMEHT 1,0
TpeboBanneM  (KOHTPONBHBIM  JIMCTKOM), IPOBEPKA
€OXPAaHHOCTH NOKYMEHTa, HaJlMYHA CTPaHHLN / KaapoB
MHUKpOQHIBPMA, MHMKpOOHII, COACp)KaHHe  HHCKA,
CHMTHIBAHHE WITPHX-KONAa (MIPH 3JCKTPOHHOM 3aKase),
BHECEHHE OTMETKH O HpHeME Ha KOHTPOJIEHOM JIHCTKE
12 | mepemaya / TpaHCOOPTHPOBKA / OOCTABKA AOKYMEHTA, | OAHH OOKYMEHT 1,0
CAAHHOTO YHTaTesIeM, B OTAEN KHUTOXpaHeHH
13 | BBACHEHME MO MOBOAY 3aKa3la H NPOJICHHE CPOKa OJIHH 3aNpocC 1,0
NONB30BAHAS JOKYMEHTAMH MO TeNeoHy
14 | BBLICHCHHe MO I[IOBOAY 3aKa3a M MpPOANEHHEC CpokKa OJIHH 3ampoc 2,0
NONB30BaHHA JOKYMEHTAMH [0 3MEeKTPOHHOH noyTe
15 | obecmeyeHne KOHTpPOJAA  3a CPOKAMM IONb30BaHHA OJIHH 3ampoc 0,8
JOKYMEHTOB
16 | mpoaneHHe cpoKa TMOJAB3OBAHHA JOKYMCHTOB, IIOHCK | Ha OOUH JCHb 30,0
KapTO4KH, BHECCHHE OTMETKH O MPOJICHHH CpoKa
MONB30BaHMs, MOpoIyieHHe Ho  TeledhoHYy  Cpoka
NONb30BaHHA
5.12. Brytpennsas pabota
Tabnuna 99
Ne Eananua Hopma
HanmeHnoBanue npouecca, onepannd. Cocrab padorsl BpeMeHH,
n/n H3MepeHHs
MHH.
1 2 3 4
IToaroToBKa K BEIAAYE JOKYMEHTOB:.
1 | npoBepka OpPOHENONOK C OTNOMEHHBIMH MOKYMECHTaMM |  Ha ONMR ACHDB 10,0
(1o cpokam}
2 | cOpocka JOKYMEHTOB (10 CPOKaM) OJIHH JOKYMEHT 0,2
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N Hopma
® | Hanmenopanme nponecca, onepamin. CocTaB padoTbl Enurpua BpeMeHH
n/n P » Omep P H3IMepeHHs P ?
MHH.
1 2 3 4
3 | nmoapeneHne HTOrOB M aHaNH3 paboTel 3a MpoINEAINHHA Ha OJUH ACHb 12,0
JeHb, BHECEHHE 3aIIHCH B XYpPHaJIbl CTATHCTHKH
4 | NpoCMOTP HOBBIX TWIOCTYIUICHHH [/ PEKOMECHIALMH | OAMH JOKYMEHT 3,0
YHTATENIM
5 { npocMOTp (IpOBEpKa NMPaBHIBHOCTH PacCTAHOBKH) KHHI HA OJUH JEHb 5,0
_(oHA OCHOBHOTO XpaHEHHS
Iogeepenne Hroros paboTe 3a AEHD:
6 |npoBepka aHKeT H 3amHcelt B 0ase JaHHBIX Ha €XeAHEBHO 60,0
COOTBETCTBHE KOAOB (CEMBH) ACTEH, pOAHTENEH H APYTHX
POJACTBEHHHKOB
7 |mpocMoTp MHGpOpPMAUHH O HOBBIX MEPONPHATHAX, €KCIIHEBHO 40,0
3QHATHAX, KHHXKHBIX BBICTABKaX, CNEKTAKIAX H Tpodce
U1 peKOMEHAALHNH YUTATCIIAM
8 | cHcreMaTH3alMA aHKET MONb30BaTCAeH 3aMHCAHHBIX 32 eXeIHEBHO 15,0
AeHb
5.13. CnpaBounas H HHopMalHoHHas paboTta
Tabnnoa 100
Ne Eannanua Hopma
o/ HaumeHoBaHHe npouecca, onepannH. Cocras paboThi HEMEDeHIS BpeMCEHH,
P
MHH.
1 2 3 4
Yuer NoCTYIHBLIMX BTOPHYHBIX JOKYMEHTOB (KapToyek):
| | BEIABNEHHE HEBBIMOJHEHHBLIX 33Ka30B, COCTABJICHHE | Ha OJHY HEIENMIO 840,0
3aABKH Ha HEBBINOJHEHHbIE 3aKa3bl
Opranuzanus CTIpaBOYHO-OHOTHOrpadHIeCKOro
anmapata (CbA):
2 | cocrapneHHe bubnHorpaduyecKoil 3aHCH OJHH JOKYMEHT 2,3
IIpocmotp u ordop Kaprouek B CBA B Henax H3vATHA
H/IH NIepeMEHICHHS (BTOPHYHBI 0TOO0D):
3 | u3bATHE W3 KaTamoroB M KApTOTEK KapTodeK Ha | OJAHO HA3BaHHE 1,0
JOKYMEHTBI, CNHCaHHBle H3  QoHZa; NpocMOTp
KpaeBeAYECKHX, 6ubnanorpadpuyueckux H
taxrorpadHIecKHX KapTOTeK, H3bIATHE M3 HHX KapTOYKH
Ha JIOKYMEHTBl, IOTEpABLIHE UEHHOCTb, [EPEeBOA
KapTOYKH B apxHBHbIE KapTOTeKH (YHHYTOXEHHE);
BHECCHHE OTMETKH B KypHase y4era H pericTpanHoHHOM
KapTOTeKe; H3BATHE H3 KaTAIOroB H KapTOTEK KapTodek
HA JOKYMCHTBI, CTIMCAHHBIE U3 HOHJAA
OpraHH3allig KapTOTEKH MEpPCOHANHH M TeMAaTHYECKOM
KAPTOTEKH:
4 | onpenencHHe W COCTABJCHHE NEpevHs JIML, CBEACHHA O | OJHA KapToTeka 15,0

KOTOPbIX  OTPAXAKOTCA B  KapTOTEKE, MPOCMOTP
HHQOPMALMOHHBIX H3JAHHH, TMEPBHYHBIX JAOKYMEHTOB,
ot6op HNOKYMEHTOB IUIA BKIIOYEHHA B KapTOTEKY;
COCTABJICHHE AHATHTHYECKOrO AHHOTHPOBAHHOTO
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Hopma
Ne Eamavna
HanmeRoBaHHe npoLecca, onepauun. Coctap paGorbl BpeMeRH,
n/n H3MEpEeHHA
MHH.
1 2 3 4
6ubnorpagHUecKoro ONHCAHHA JOKYMEHTA
5 | mpocrapneHne KBanH(QHKAHMOHHBIX HHAEKCOB, 1oAGOp | OZHA KapTouka 4,0
KapTouek M0 HHAekcaM (andaBATy) H pacCTaHOBKa
KapTOYKH B HH()OPMALHOHHEIH MacCHB
6 | TexHHYeCKas H comepxaTeNbHad 0OpaboTka HOKYMEHTOB | OIMH NOKYMEHT 3,0
IS BIUTIOYEHHS B KapTOTEKY; pacCTaHOBKa KAPTOYKH 1O
andapHTy HhaMHIHI aBTOPOB H MO BHAAM JOKYMEHTOB
7 | TeXHHUECKOE PCHAKTHPOBAHHE KAapTOTEK: IPOBEpPKA | OJHA KapTOdKa 2,0
COOTBETCTBHA CTPYKTYPHI, COACPKAHHS H OGOpMICHHS
KapTOueK B COOTBCTCTBHH ¢ TpeOOBAHHAMH HaHHOM
KapTOTEKH; 3aMeHa BeTXHX KapTouek H pasaenureneit
5.14, DxcKypcHOHHAA ACATEBHOCTE
Tabnuna 101
N HanMeHoBaHRE Npolecea, onepanui. CoctaB paboThl Equnnua BH(I’\‘I:: ;
i [ AHMCHOBAHHE NPONECCa, ONEPAUHH. pabotk H3MepeHHs pemenn,
MHH,
1 2 3 4
1 | skckypeus mo Subnuorexe OJIHA IKCKYPCHA 60,0
2 | yrayOnéHHadg SKCKYPCHA ¢ MCTOAHYCCKHM CORep)KaHHeM | OJHa SKCKYPCHs 300,0
5.15. Tlcuxonoruyeckas noaOepxKa ynrarenei
Tabnuua 102
Ne Exqannna Hopma
o/ HaumeHnoBanHe npouecca, onepanun, Coctas padornl R BpEMeHH,
peRHs
MHH.
1 2 3 4
1 ! DpOBEACHHC TMCHXOMOTMUYCCKUX KOHCYIbTAUMHA 1 AcTeit OJHa 180,0
H POAHTENCH 0 BONIPOCaM Pa3BHTHA H YTEHHsA AeTeH KOHCYJIbTAlHs
I'pyninoBble 3aHATHA U191 pORMTeNelf MO BOMpOCaM |  OJHO 3aHATHE
Pa3sBHTHA H YTCHHS JETCH:
2 | moaroroeka 1080,0
3 | npoBeaeHne 120,0
4 | mpoecCHOHANBHBIC KOHCYJIBTAllHH I MOAPOCTKOB H onHA 180,0
CTapPIICKIAaCCHHKOB KOHCYJIbTAIlHS
5 | npodeccHOHANBHEIC TPEHHHTH M HOAPOCTKOBR H OJIHO 180,0
CTapIIEeKNaCCHHKOB 3aHATHE




