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Mpukas MunkynbTypel Poccum ot 30.12.2014 N 2477
"O6 yTBEpXXAEHUN TUMOBbIX OTPACNEBbIX HOPM TpyAa Ha paboTsl,
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[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

3apeructpupoaHo B MuHiocte Poccun 12 mas 2015 1. N 37244

MWHUCTEPCTBO KYNbTYPbl POCCUACKON ®EQEPALINU

NMPUKA3
ot 30 nekabps 2014 r. N 2477

OB YTBEPXOEHUM TUNOBbLIX OTPACJIEBbIX HOPM
TPYAA HA PABOTbI, BbINONMHAEMbIE B BUBNTUOTEKAX

B cooTtBeTcTBUM C NyHKTOM 2 [NpaBun pas3paboTku M YTBEPKAEHUS TUMOBLIX HOPM TPyAa, YTBEPXKOEHHbIX
nocraHoBneHnem [llpaeutenbctBa Poccuiickon ®eapepaumm ot 11.11.2002 N 804 (CobpaHue 3akoHogaTenbCcTBa
Poccuiickon ®epepaummn, 2002, N 46, cT. 4583), npukasbiBato:

1. YTBEpaAuTb TUMNOBbIE OTpacneBble HOPMblI Tpyaa Ha paboTbl, BbIMNOMHAEMble B OMGnMoTekax, cornacHo
NPUNOXEHNIO.

2. KoHTponb 3a WUCNOMHEHWEM HAacCTOSLIEro npukasa BO3NOXUTb Ha 3amectutens MuHUCTpa KynbTypbl
Poccwuinckon depgepaumm H.A. Manakosa.

MI/IHI/ICTE)
B.P.MEOVHCKNA

Mpunoxexne

K npukasy MuHucTepcTBa KynbTypbl
Poccwuiickon degepaumm

ot 30 nekabps 2014 r. N 2477

TUNOBbIE OTPACJIEBbIE HOPMbI
TPYOA HA PABOTbI, BbINOJIHAEMbIE B BUBJIMOTEKAX

|. BBogHas 4yacTtb

TunoBble oTpacneBble HOPMbl Tpyda Ha paboTbl, BbiNOMHAEMble B OuGNMoTekax, paspaboTaHbl B
COOTBETCTBMM C NyHKTOM 2 [lpaBun paspaboTkm n YTBEPKAEHUS TUMOBbLIX HOPM TpyAda, YTBEPXOEHHbIX
noctaHoBreHnem [llpasutensctBa Poccuickon ®egepaumm ot 11.11.2002 N 804 (CobpaHue 3akoHogaTenbCcTBa
Poccunckon ®egepauun, 2002, N 46, ct. 4583), B uensax peanusauumn nyHkta 4 pasgena V NnaHa meponpuaTtui
("gopoxHon kapTbl") "M3amMeHeHuMss B oOTpacnsx couuanbHoM cdepbl, HamnpaBneHHble Ha MNOBbILWEHNE
ahbdeKkTMBHOCTU cahepbl KynbTypbl”, yTBEPXOEHHOTO pacnopsbkeHnem lNpasutenscrtBa Poccunckon degepaumm ot
28.12.2012 N 2606-p (CobpaHue 3akoHogatenbctBa Poccuickon ®egepauun, 2013, N 2, c1. 137; 2014, N 19, cT.
2470), v npegHasHaveHbl ANA opMMpOBaHWS OOOCHOBaHHbBIX OMTMMAasbHbIX MOKa3aTenen TpygoeMKOCTU
BbINOMHEHUS paboT B rocygapCTBEHHbIX (MyHMUMMNAnNbHbIX) OMOnMoTekax, onpeneneHns LTaTHOW YUCIEHHOCTH
pabOTHMKOB, Bbl4ayy HOPMUPOBAHHbBIX 3a4aHUN M COOTHOLLEHMIN MeXAyY NiaHOBbIMU U AOrOBOPHbIMK paboTamu.

Il. HopmatmeHas yacTtb
1. TnoBble oTpacneBble HOPMbI TpyAa Ha pPaboThl,
BbINOSHSEMbIE B FOCYAAPCTBEHHbIX (MyHMUUNanbHbIX) GnbnmnoTtekax
(6e3 ucnonb3oBaHUsi aBTOMaTU3NPOBAHHBLIX CUCTEM
ynpaeneHusi npoLieccamm)

1.1. KomnnekrtoBaHue 61MbnmnoteyHoro gooHaa
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[okymeHT npepoctasneH KoHcynsTaHTIoc
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Tabnvua 1
N HavnmeHoBaHue npouecca, onepaumun. Coctas paboTsbl EouvHnua Hopma
n/n nsMmepeHunsi BpeMeHWU,
MWH.
1 2 3 4
TekyLlee KOMNNeKToBaHNe 6MbMoTeyHoro poHaa
MpocMOTp KHUrom3aaTenbCkon U KHUFOTOProBoW MHpopMaLmn:
1 |nNpocMOTpP KHUroM3gaTenbCKOM N KHUrOTOProBon MHOpMaLnn ofHa no3uumsi 2,0
2 | npocMOTp MHopMaLMU BYKMHUCTUYECKMX ayKLIMOHOB OAHa no3vumsa 2,0
OnpegeneHne Tembl M Buaa OOKYMEHTa, nognexawero otbopy,| ogHa nosuvums
BblICHEHME HeobBX0aMMOCTUN NprMobpeTeHns ans:
3 | AOKYMEHTOB, KHUI, MaTepunanos 5,2
4 |cTaponeyaTHbIX U PYKOMUCHBLIX JOKYMEHTOB 10,0
OnpegeneHne aK3eMNNAPHOCTU 3aKasa: ofHa nos3uumsi
5 | ana nogpasgenenunn 0,89
6 |ansa 6ubnmotekn B LLENOM 1,6
OdopmneHve 3akasa; ykasaHMe 9K3EMMMSPHOCTM, CTOMMOCTU OOVH 3akas3
3akasa, gathbl
KonnyecTtBo 3akasaHHbIX Ha3BaHWUA:
7 11-15 40,0
8 [16-25 65,0
9 |26-75 196,0
10 |76 - 100 261,0
11 | odbopmrieHune 3aka3a Ha 3apybexxHble JOKYMEHThI OAVH AOKYMEHT 82,0
12 |nogroTtoBKka crnmcka JOKYMEHTOB, npegnaraembix K| OOHO Ha3BaHue 26,0
MEeXOyHapOAHOMY KHUFOOOMEHY; CBEpKa CnucKa C KaTariorom
13 |cocTaBneHue KapToukM ANS KapTOTEKM OpraHM3aumin-napTHEpPOB;| OAHa KapToyka 6,0
yKasaHme  Ha3BaHus opraHum3auumn, agpeca, Ha3BaHus
0OMeHNBaeMbIX JOKYMEHTOB
Pabota B aBTOMaTuampoBaHHou cucteme (AC):
14 | BBOA 3aka3a TEKyLLEro KomnrekToBaHus B 6a3y gaHHbix AC O[JHO Ha3BaHue 4,6
15 | pepakTnpoBaHUe BBEAEHHbIX B a3y AaHHbLIX CBEAEHUI O 3aKa3e O[JHO Ha3BaHue 2,5
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16

BbIBOA Ha
pacnevarka

NpUHTEP  OaHHbIX  TeKylero KOMMIIEKTOBaHUA;

OOVH OOKYMEHT

1,6

17

BefeHue peecTpa noctaswmkos B AC

OoAHa no3nuna

8,3

Benenuve KapTOTEKN TEKYLLEro KOMMIEeKTOBaHNA:

18

COCTaBliEHMe KapTO4YKK, yKa3aHue aBTopa, 3arnaBud, BbIXOOHbIX
OaHHbIX, perncTpaymMoHHOro HoMmepa

ofHa KapTouka

4,5

19

nepeHeceHMe CBedeHWi O 3aka3e Ha KapToukW; YyKasaHue
9K3EMMNNAPHOCTM  3akas3a, pacnpefdeneHue Mo  CTPYKTYPHbIM
nogpasgeneHusim

ofHa KapTouka

1,0

20

noabop KapTouky no andaeBuTy ONA PacCTaHOBKM B KapTOTEKY
TEKYLLEro KOMMMEKTOBaHWS

ofHa KapTouka

0,4

21

paccTaHOBKa KapTOYkM B andaeute hammnnin aBTopos, 3arniasui
B KApPTOTEKY TeKyLlero KoMnyeKkroBaHua

ofHa KapTouka

1,0

OdbopmneHne nognuckn Ha nepuognyeckne n3gaHms:

22

BblIOOp Ha3BaHMSA NEepUOaNYECKUX 3OaHWI ANS NOAMNUCKA

O[HO Ha3BaHve

2,7

23

cbop 3a\BOK OT nogpasgeneHun GubnuoTekn onst NOANUCKA Ha
nepuoaunyeckne n3gaHms

ofHa 3asBKa

15

24

CBepka pacrieyaTtky CrMCKOB YCITOBHO 3aKa3aHHbIX NepuoanyecKmx
M3O0aHUA C KapTOTEKOW 3aKa3oB, BHECEHME W3MEHEHWUA B
pacneyaTku CrUCKoB

O[HO Ha3BaHve

1,7

25

cBepka 3aKkasa TeKyllero roga Ha nepuoguyeckue usgaHua ¢
MoAMNMCKON npeablaylero roga Ons BbIABMNEHUS W3MEHEHWA B
Ha3BaHWAX; BHECEHWNE U3MEHEHWIA JaHHbIX

O[HO Ha3BaHve

2,4

26

CBepka BbIXOOHbIX AaHHbIX BrepBble 3aKka3blBaeMblX 3apybeskHbIX
NeproanYecKx usgaHuii ¢ Gubnmorpadnyeckumm crnpaBoYHMKaMm
U APYTMMU MHGOPMALMOHHBIMU UCTOYHUKAMM

0[HO Ha3BaHve

13,5

27

odhopMrieHre 3akasa Ha MOAMMUCKY; MOACHET CTOMMOCTM MOAMCKM
C Yy4eTOM [OCTaBKW; 3anofiHeHWe KBUTaHUMM aboHemeHTa Ha
nepuoanyeckoe nsgaHue

OfVH 3aKas

8,4

28

COCTaBMneHue  pPerucTpaLuoHHOMN ans

nepuoanYecKknx nsgaHun

KapTOYKU KapTOTEeKU

oJHa KapTouyka

4,5

PaboTta B aBTOMatuanpoBaHHoOM pexume (AC):

29

BBOJ 3aKa3a Ha nepuoguyeckue nsgaHus B 6asy gaHHbIX

oJHa KapTouyka

3,5

30

BbIBOA, Ha 3KpaH perucTpauMoHHON KapToukK, pacrnedvaTka

oJHa KapTouyka

1,8

31

KOPPEKTUpPOBKa 3aKas3a: BbIBOA Ha 3KpaH Chucka Nnepuoauveckmx
U30aHUN; BHECEHNE N3MEHEHUN

OOHO Ha3BaHMe

1,8

MoaroToBka AOKYMEHTaLMWN ANS 3aKyNKA U3gaHWiA:

KoHcynbTaHTIINIOC
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32 | ayKumoHHasa JoKyMeHTauus OAWH KOMIMIEKT 480,0
33 | 4OKyMeHTauusa ansa KoTMpPOBOK OAWH KOMIMIEKT 400,0
34 | BoroBOpP/KOHTPaKT OOWH KOMNJIEKT 240,0
35 | cocTaBreHve TeXHMYEeCKoro 3agaHus ansa aykumoHa OOWH KOMNJIEKT 240,0
36 |cocTaBneHne CBOAHbLIX TabnuL U CIUCKOB U3OaHWA AN TaMOXHW, | OOWH KOMMMEKT 360,0
COMpOBOAUTENBHOW  AOKYMEHTauum  Ons  MeXayHapoLHOro
noytamTa
Mepenucka c KHUrOTOProBbIMMU opraHusaumnamu "
nsgarenscreamu, Gubnnotekamu, gapuTensamu:
37 |cocTaBneHue, nevyatb TekcTa MMCbMa (3anpoca, MpeTeH3un),| O[HO MUCbMO 10,2
perncTpaumsi B KHAre MCXogsLmnx JOKYMEHTOB (MOCTaHOBKa AaTbl,
NopsiAKOBOrO HOMEpPa, YyKasaHMe HauMEHOBaHWS OpraHusauumn,
KpaTkoe cogepaHue nucbma)
38 |cocTaBneHune, neyatb GnarogapCcTBEHHOrO NUCbMa, perncTpauns B|  O4HO MUCbMO 11,0
kHure [dapos 6ubnumotekn
39 |cocTaBnenne, nedyatb MNMCbMa Ha npeaBapuUTENbHbIM 0DOCYEeT| OAHO MUCbMO 52
N3gaHnn, NOArOoTOBMNEHHbIX K NPUobpeTeHunto
40 |odhopmneHne, OTMpaBka 3akasa W3galWuM  OpraHuM3auusaM, O[WH 3aKkas3s 3,1
pacnpocTpaHuTensam
41 |aTpnbyumss ©n COCTaBIIEHME 3aKIOYEeHUA Ons  3KCNEepTHOMW | OAWH OOKYMEHT 360,0
KOMMCCUM MPU MNOKYMNKe AOKYMEHTa
[lokomnnekroBaHue 6MbnmnoTeyHoro goHaa:
42 |nepenucka ¢ [nccepTaumoHHbIMM COBETaMU; COCTaBneHMe, Habop | oaHa 3asiBka 20,0
TeKkcTa nucbma (3anpoca, MpeTeH3uuM) B Cryvyae OTCYTCTBMS
0ba3aTenbLHOro aK3emMnnspa JOKyMeHTa B ooHae
43 |nonyyeHve 3asBKM Ha nNpuobpeTeHnMe  OOKYMEHTOB  OT| OfHa 3asBka 2,6
nogpasgeneHumn
44 | cBepka 3asBkK ¢ "bason gaHHbIX 3aka3a" 0HO Ha3BaHue 2,0
45 |NpocMOTp KapTOTeKU HeyOOoBNEeTBOPEHHOro Cnpoca; aHanus| oAuH OOKYMEHT 3,0
0TKa30B AN BbIABEHUS OTCYTCTBYIOLUX JOKYMEHTOB
46 | cocTtaBneHve GubnmorpaduyecKkon 3anmcuy; ykasaHue KormmyecTBa| OfHa KapTouka 3,6
3K3eMNAAPOB U CUITOB NnogpasaeneHnin
OT6Op 3NEKTPOHHbIX U3A4aHUIM ANS 3NeKTPOHHOW bubnuoTtekn (OB):
47 |oTbop chamna no cnmckaMm npeanoxeHun ana Ob, npoBepka Ha | OOQHO Ha3BaHWe 3,0
OyOneTHOCTb, MNpPOBEedEHVME CBEPKM 3anucu C  3NEKTPOHHBIM
katanorom (3K)
48 | npoBepka NerMTMMHOCTU pasMeLLeHUs SNEKTPOHHOrO AOKYMEHTa B| OOHO Ha3BaHue 10,0
KOHCY" bTaHTlnI0C www.consultant.ru Crpanvua 5 u3 224
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Ob
OT60p ceTeBbIX yaaneHHbIx pecypcos (CYP):
49 | NpOoCMOTP KHUron3aaTenbLCKON U KHUrOTOProBor UHdopmMaLuum OAVH pecypc 2,0
50 |onpepneneHne Tembl pecypca, CocCTaBa, YCNoBWUM [JOCTyna,| OAOWH pecypc 90,0
co3gaHve NepBUYHOM 3anmncy B NacnopTte pecypca
51 | opraHusauus npoBeneHusa Tectororo goctyna k CYP OAVH pecypc 860,0
52 | 3anonHeHune nucTa TecTMpoBaHUA OAWH pecypc 420,0
53 | BKIOYEHMNE 3asBKM B SNEKTPOHHLIN yKa3aTenb 3akasa OfHa KapTo4ka 0,26
OT6op AOKYMEHTOB w3 OOMEHHbIX GOHAOB OMbNMOTEK Ans
[ OKOMMMEKTOBAHWS:
54 | NpoCMOTP CMUCKOB, KapTOTEK, KaTanoroB OOMEHHbIX (OOHAOB| OAHO Ha3BaHWe 3,2
OmbnmnoTtek, oT6op HYXHbIX OOKYMEHTOB, CBEpKa C kaTtanoramu u
KapToTekamyn cBoeln OubNUOTEKM; COCTaBNEHME CrnmMcka Ha
OOKYMEHTbI, 0TOOpaHHble B 0OMeHHOM hoHAe
KonunyectBo 4OKYMEHTOB, BKMOYEHHbIX B CMIUCOK:
55 |1 3,6
56 [2-10 37,4
57 [11-25 87,7
58 26 - 50 197,0
CocTaBneHue onepaTMBHOIO (TEKYLLLEro) nraHa KOMMeKTOBaHWS:
59 |onpeneneHne meponpuaTn Mo POPMUPOBaAHUIO eauHOro oHaa OAVH MnnaH 1044,0
Ha TEKYLUUWA rod, OTBETCTBEHHbIX UCMOSTHUTENEN, KONMNYECTBEHHbIX
nokasatenem obbema oHga (MocTynreHve,  BbIObITME),
NCTOYHMKOB NMOCTYMNMEHUS, CMEThbl PacxodoB
OdbopmneHne nnaHa KomnnekroBaHus B hopme:
60 |Tabnuu, ogHa Tabnuua 2,6
61 |KapToTeku OfHa KapTo4ka 2,6
PaboTta B aBTOMatuanpoBaHHoM pexume (AC):
62 |BBOA NNaHa KoMMekToBaHus B 6a3y AaHHbIx AC OJWH nnaH 1,1
63 |KoppekTupoBka ©6asbl [aHHbIX; BbIBOA4 Ha 3KpaH; BHECEHWE | OOWH OOKYMEHT 1,6
NU3MeHeHun
1.2. Npuem n y4eT NoCTYNUBLLNX JOKYMEHTOB
Tabnuua 2
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N HavnmeHoBaHue npouecca, onepaumun. Coctas paboTsbl EovHnua Hopma
n/n n3mepeHusi BPEMEHM,
MWH.
1 2 3 4
1 |PacnakoBka/ynakoBka usgaHum ofHa nadka 2,5
2 |Pa3bop AOKyMEHTOB Mo BMAaM, si3blkam, MCTOYHMKAM NOCTYMNMNEHNS | O4HO Ha3BaHWe 1,0
3 |lMpoBepka oTCyTCTBUS BpaKkoBaHHbIX 3K3EMMIISAPOB OAVH 3K3eMnnsap 1,0
Mpuem  [OOKYMEHTOB, MOCTYNUBLUMX C  COMPOBOAUTENbHbLIM
OOKYMEHTOM:
4 |npvem [OOKYMEHTOB MO COMpoBOAMTENbHbIM MaTepuanam (fUCT | OanH IK3eMNNsp 2,8
perncTpaumm, cYeT, HaknagHasi, Konus 4veka, akT), nogdop ux no
andaeButy aBTOPOB MMM 3arfnaBui, 3KCNEAULMOHHBIM HOMepawm,
cBepKka C CONPOBOAUTENbHbIM JOKYMEHTOM, NPOCTaBMNEHUNE LIEHbI
Ha n3gaHun, NOACYET YMCNa SKIEMNNAPOB, OOLLLEN CTOMMOCTH
5 |npueM pyKOMUCHBLIX KHWUF, MOCTYMMBLUMX C COMPOBOAWTENbHBLIM | OAWMH OOKYMEHT 30,0
OOKYMEHTOM
Mpnem guccepTtaumn:
6 |nocTynuBLUNX (o] COMpPOBOANTESbHBLIM NMMCbMOM N3 | OOVH JOKYMEHT 21,0
[nccepTaumoHHbIX COBETOB
7 | NOCTYNUBLUMX C COMPOBOAMTENBHBIM MMCbMOM W13 AKCNeanLMU OOVH OOKYMEHT 6,6
8 |nmpuem  aBTOpedepaToB  AuccepTauui,  NOCTYNUBLUMX  C| OAMH OOKYMEHT 1,3
conpoBoAUTENbHBIM MUCBMOM K3 AKCNeANLIMK
Mpuem [OKYMEHTOB, MOCTYNMBLWIMX 6e3 CconpoBOAUTENbHbIX
OOKYMEHTOB:
9 |npoBepka Ha AyBNeTHOCTb; NPOBEAEHME OLIEHKN AOKYMEHTOB OOVH OOKYMEHT 3,1
10 |cocTaBneHue akTa Ha Nnpuem JOKYMEHTOB 0HO Ha3BaHue 1,0
Mprem pyKOMUCHBLIX KHWUF, MOCTYNMBLUMX ©€3 COnpOBOAUTENbHBIX
OOKYMEHTOB:
11 |cocTaBreHue akTta Ha NpMeM PYKOMUCHBIX KHUAT U JOKYMEHTOB OOVH JOKYMEHT 0,1
12 |npoBepka Ha HanuumMe ONU3KMX MO BPEMEHU U TemaTuke | OJHa 3anucb 10,8
PYKOMUCHBIX KHUT 1 AOKyMeHTOB B dpoHaax HMOP no cnyxebHomy,
andgaBMTHOMY, Y4ETHOMY KaTanory
lMpoBegeHne 3KCMEPTM3bl W OLEHKU  PYKOMUCHBIX  KHWAT U | OOWH OOKYMEHT
OOKYMEHTOB:
13 | opanHapHoun 600,0
KOHCY" bTaHTlnI0C www.consultant.ru Crpanvua 7 u3 224
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14 | NOBbILLEHHOW CIIOXXHOCTU 1200,0
15 | Ha MHOoCTpaHHbIX A3blKax 1200,0
16 |kapTorpadudeckoro matepuana 1200,0
17 | My3blKanbHOro cogepxaHusi 1200,0
18 | pykonucew ¢ rpaslopamMu U nsomaTtepmanamu 1200,0
19 |npoBeaeHne nepBUMYHOW aTpUMOyUMM [OKYMEHTOB (PEOKUX W | OAWMH OOKYMEHT 10,0
LUEHHbIX  KHWr), OTOOp B  COOTBETCTBUM C  npodunem
KOMMIEKTOBaHMA 1 pacnpeaeneHune no nogoHaam v Konnekunsm
20 |npocTaHoBKa LITEMMNeNst Ha 00oOpOTe TUTYNMLHOIO NUCTa U Ha 17- | OQUH 3Kk3eMnnsap 0,26
CTpaHuLe JOKYMeHTa
21 |npocTaHOoBKa perncTpaunmoHHOro Homepa Ha JOKYMEHT OAVH 3K3eMnnsp 0,26
22 |HaknemBaHWe Ha JOKYMEHT MeTKU ANA YCTPOUCTB pagano4acTOTHOM | OAMH 3K3eMnnsp 1,2
naeHTuduKaLnm 06bEKTOB, akTyanusaumsa MeTku
23 |HakneuBaHue LWTpUX-Koga Ha o060pOT TUTYMBHOMO NMUCTa M| OAWH 3K3eMnnsap 0,26
0BnoXKN
24 | BHeceHMe pa3meTkM No oHaaM Ha usgaHune OAWH 3K3eMnnap 0,26
Ceepka MOCTYNMBLUMX [OKYMEHTOB C KapTOTEKOW TeKyLlero
KOMMNEeKTOBaHNS:
25 |NOMCK KapTOYKM B KapTOTEKE TEKYLLEero KOMMSIEKTOBaHWA, CBepka| OgHa KapToudka 0,52
KapTOYKM C JOKYMEHTOM, BHECEHNE OTMETOK
26 |cocTaBneHve cnucka  PermcTpaumoHHbIX  HOMEPOB  HOBbIX | OOVH OOKYMEHT 0,36
NOCTYNMEHUA ANS N3rOTOBMEHUS NEYaTHOM KapTOYKu
Pabota B aBToMaTtusmpoBaHHou cucteme (AC):
27 |cBepka JOKYMEHTa C yKasaTenem 3akasaHHbIX u3gaHui, BHeCeHWe | OOHO HasBaHue 3,0
OTMETOK
28 |npoBepka Ha OyOGnEeTHOCTb MOCTYNUBLUMX M3OaHWA B 6ase OaHHbIX | OOUH OOKYMEHT 1,6
AC
29 | peructpaums HOBbIX NOCTYMneHun B 6ase gaHHbIx AC OQVH AOKYMEHT 9,1
30 |npueM un perncTpaumst pyKornuUCHbIX KHUr, MPOCTaBfieHne OTMETKU B | OAWH OOKYMEHT 3,6
perncTpaumoHHOM >XypHane HOBbIX MOCTYMNMEHUN, KHWUre y4yeTta
HOBbIX MOCTYNMNEHUN
Mprem n peructpaums xxypHarnos U raseT:
31 |nogbopka XypHanoB W rasetr no andaBuTy Ha3BaHWIW, MOWUCK| OOWH OOKYMEHT 0,94
perncTpaumMoHHON KapTOYKM B KapTOTeKke MOAMUCHbBIX W3OaHWui,
OTMeTKa Homepa, AaTbl NONyYeHUsa n3aaHus
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32 |npocTasreHune WTeMnens Ha xypHarne OAWH XXypHan 0,2
33 | npoctaBneHue wTemMnens Ha rasete OfHa raseTta 0,16
34 | peructpaumsi HOBbIX NOCTYNNeHU B 6a3e gaHHbIX AC OOVH OOKYMEHT 2,6
Mprem n pernuctpaumsa cetesblx yaaneHHbix pecypco (CYP) B AC:
35 | npoBepka AOCTYNHOCTU pecypca (Npuem) OAWH pecypc 30,0
36 | ocbopMneHne conpoBoanTENBHOM OKYMEHTaLMM (akT npuema) OOVH pecypc 10,0
37 |BBegeHue 3anucu B peectp ydeta CYP OAVH pecypc 4,8
38 |BBegeHwue 3anucu B peecTp nacrnoptos CYP OAVH pecypc 3,7
39 |noaroToBka cBeageHun gns canta o CYP OAVH pecypc 20,0
AOMVHUCTPUPOBaAHWE  CETEBbIX  YAaneHHbIX  PecypcoB B
aBToMaTun3mMpoBaHHoM pexunme (AC)
O6paboTka 3anucen gns BeAeHUs MHOOPMALMOHHBIX MOUCKOBbIX
CEPBU1COB:
40 | BOKYMEHT 0HO Ha3BaHue 4.0
41 |naket/B[ 0HO 10,0
HavMeHoBaHue
43 | aktyanusauus ceegeHun o CYP 0HO Ha3BaHue 6,0
44 | cbop cTaTUCTMKM 0 cocTaee 1 06 ncnonb3osaHmm CYP 0HO Ha3BaHue 0,3
Mpnem 1 obpaboTka 3NEKTPOHHbIX W3OaHWA NSt ONEeKTPOHHOMN
6ubnuotekn B AC:
45 |npoBepka KayecTBa ((aWnoB, perncTpaums  SMNEKTPOHHOro | OAWH OOKYMEHT 9,3
pokymeHTa B JK, nepegava gannos Ha cepeep
dopmupoBaHMe akTa nepefadyn HOBbIX MOCTYMfEHWA B Opyrve
noapasgenexHus:
46 |B AC yepes nporpamMmmy gucnetyepumaaumm nsgaHin OAWH 3K3EeMMNSIAP 0,15
47 |B py4YHOM pexunme OAWH 3K3EMMNSIAP 2,0
BeneHue "Knuru cymmapHoro yyera"
Pa3bop [OKyMEHTOB NO Buaam, OTpacnsaAM 3HaHWKW, HA3blkaM;| OfHa 3anucb
MOACYET ymcra JOKYMEHTOB, 3anvCb pe3ynbTaToB nogcdeTta no
ycTaHoBneHHoun copme B "KHury cymmapHoro yyeta"”
KonunyectBo JOKYMEHTOB B NapTUM MOCTYNNEHWIA:
48 |1 0,6
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49 |2-50 30,8
50 |51 - 250 150,0
51 |BBOA CTATUCTUYECKMX AaHHbIX B 6a3y gaHHbIx AC ofHa napTtusa 3,1
52 | noacyeT NOCTpaHMYHO MO NO3ULUAM OaHHbIX, NePEHECEeHMe UTOrOB |  OHa NO3MLMS 1,6
Ha criegytoLLyto CTpaHuLy
53 |cBepka (pMHaAHCOBBLIX [OOKYMEHTOB oTAena C (UHAHCOBbIMU | OAWH OOKYMEHT 1,46
OOKyMeHTamu byxrantepum
54 | ocbopMneHne conpoBOAUTENBHbLIX AOKYMEHTOB (CYET, HaknagHas, | OAuH OOKYMEHT 13,0
akKT) Ans nepegayn B byxranteputo
55 |odopmneHne  WMHBEHTApPHOW  KHUMKM,  HyMepauuss  NUCTOB,| OAHa CTpaHuua 0,88
npocTaBreHne HoMepa B UHBEHTAPHOMW KHUre
56 |3anMcb OOKYMEHTOB MO YCTAHOBMEHHON (DOPME B WMHBEHTAPHYHO | OOUH OOKYMEHT 2,8
KHUIY, NPOCTaBfieHNE UHBEHTAPHOrO HOMEpPa Ha JOKYMEHTE
57 |npoBegeHne uHOMBMAOYaNbHOrO yvyeTa AOKYMEHTa MO aKTOBOW | OAWH OOKYMEHT 1,0
cucTeme, NpocTaBreHne MHBEHTapHOro HOMepa Ha JOKyMeHTe
58 |npoBegeHne MHOMBMAOYaNbHOIO yyeTa C NPUMEHEHWEM YYeTHOro| ofHa KapToudka 4,7
Katanora: cocTtaBneHme  Gubnuorpadmnyeckoro  onucaHusi
OOKYMEHTa; yKasaHue LeHbl, WHBEHTapHOro Homepa, roaa
NoCTynneHusl, Homepa 3anucu B "KHure cymmapHoro yyeta", umcna
NMOCTYNUBLLMX 3K3eMnnspos, nx pacnpegeneHve no
nogpasgeneHnsam
59 | ukcmpoBaHmne B KypHane perucrtpaumMmM KapTodek YYeTHOro| ofgHa 3anuch 0,3
KaTtarora MHBEHTapHOro Homepa, NepBoro crnosa 3arrnasusi
60 | npocTaBneHne MHBEHTAPHOIO HOMepa Ha JOKYMEHTe OAWH OOKYMEHT 2,6
61 |perucTpaumsa naTeHTOB B HYMepaunoHHOW KHUre OAVH AOKYMEHT 0,3
62 |npuem akToB Ha BbIObIBIWIME [OOKYMEHTbl OT CTPYKTYPHbIX OAWH aKT 8,7
nogpasgeneHuin; BHeceHme 3anucu B "KHure cymmapHoro yyeta"
(2-9 yacTb); NnpocTaBneHne HoMepa akTa
VcknioveHre OKyMeHTa No akTy U3 yY4eTHbIX (PopM: OAVH AOKYMEHT
63 | MIHBEHTaAPHOWN KHUIK 1,4
64 |ydeTHOro katanora 0,88
65 | onncmn MHBEHTAPHbBIX HOMEPOB 1,0
66 | McknioYeHne BbIObIBLUMX JOKYMEHTOB U3 6a3bl AaHHbIX AC OQVH AOKYMEHT 1,0
67 |noraweHne MHBEHTApHOro HoMepa U WwTemMnens GMbNMoTeKM Ha| OOUH OOKYMEHT 0,5
OOKyMeHTe
68 | noaLumBKa akToB OOWH aKT 0,26
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nosblWwaroLwmnn koadduumeHT 1,15.

1.3. BubnuoteyHasi o6paboTka fJokymeHToB. OpraHu3aums 1 Be4eHve KkaTanoros

I'IpwmeanMe: npu pa60Te C OOKyMeHTaMMn Ha WHOCTPaHHbIX A3blkaXx K HOpME BpeMEHU NpUuMeHAEeTCA

Tabnvua 3
N HaumeHoBaHWe npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHusi BPEMEHM,
MWH.

1 2 3 4
PaboTa c neyaTHON KapTOYKOM:

1 |dopmupoBaHMe KOMMMEKTa MeyaTHbIX KapTOMeK Ha OCHOBE| O[Ha KapTouka 1,25
MaLLMHo4YMTaemon bubnuorpaduryeckon sanucu

2 | pas3bop komnnekTa nevyaTHbIX KapTo4yek ofHa KapTo4ka 0,42

3 | nogbop nevyaTHbIX KapToyek no andgasuty damunuii aBTopoB UNu| ofHa KapTodka 0,43
3arnaBun s pacCTaHOBKM B CITY>KEOHYIO KapTOTEKyY

4 | paccTaHOBKa KapTOYeK B CNY>XeOHY KapTOTeKy OfHa KapTo4ka 0,96

5 |nogbopka neyaTHbIX KapTOYEK K AOKYMEHTaMm ofHa KapToyka 0,52
CBepka NocTynMBLLMX JOKYMEHTOB C KaTarnoramu:

6 |npoBepka MO kaTanory NOBTOPHOCTU OOKYMEHTa; MepeHeceHne C| ofHa KapTouka 1,9
KaTanoXXHOW KapTO4kn BMGnmoTeyHoro wudpa, NOHOro MHAeKca

7 |nouck B cnyxebHOM KaTanore CBOOHOIO OMUCaHWS; BHECEHMEe | ofHa KapTouka 2,6
OTMETOK

8 |odopmrieHne nevaTHOW KapTO4YKM, HanMcaHue WHBEHTAPHOrO | OgHa KapToudka 0,68
HoMepa, Wudpa 1 gpyrmx GubnmnoTeyHbIX OTMETOK
Mpunucka oybneTos:

9 |cBepka [oOKymMeHTa Ha gybmeTHocTb no  cnyxebHomy,| OQHO HasBaHue 0,94
andgaBMTHOMY, y4ETHOMY KaTanory

10 |npunucka pybneta B KaTanor: MPOCTaBfIEHWE WHBEHTAPHOro | OOHO Ha3BaHue 2,42
HOMepa; NepeHeceHne Wwudpa Ha AOKYMEHT
[Mpununcka npoaomKaroLWwmMxcs n3gaHui:

11 |nouck B pPerucTpauuoHHON KapTOTEKe KapTOukM Ha u3gaHue;| ofgHO HasBaHue 0,84
CBepKa ee C OpUrMHamnom; BHeCEHNE BMBNOTEYHBIX OTMETOK

12 |noMck B  KaTanore  KapTOYKM;,  OTMETKa  MOCTYMIIEHWUsI| OOHO Ha3BaHue 31
COOTBETCTBYIOLLErO  BbINycKa; MPOCTABMEHME  WHBEHTapHOro
HOMepa, W1dpa, BHECEHUE APYrMX OMBNIMOTEYHBIX OTMETOK
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dopmmpoBaHue Gubnuorpaduryeckon sanncu
CocraBneHve oOcHoBHOW Gubnuorpaduyeckon 3anucu npu| OLHO Ha3BaHWe
OTCYTCTBMM NEe4YaTHOM KapTOYKM B LOKYMEHTE (O3HaKoOMIIEHWE C
OOKYMEHTOM; COCTaBMEHWE OMUCaHWs; BHECEHME OUONMOTEYHON
OTMETKM)
KonunyecTtBo a1eMeHTOB onncaHus:
13 |1-4 0,42
14 |5-6 5,2
15 |7-9 6,2
16 |10- 13 7,2
17 |14 -19 8,2
18 |20 - 27 9,2
19 |cocTaBneHne OCHOBHOWN GMGNMOrpadnyeckon 3annucu ¢ NOMOLLIbHO 3,5
MakeTa KapTO4KW, HameyaTaHHOro B KHUre; MPOCMOTP W3OaHus;
CcBepKka C MaKeTOM KapTO4Ku
20 | cocTaBneHue pobaBoyHoro onuncaHus K OCHOBHOW | OfHa kapTouyka 1,9
oubnwuorpaduyeckon 3anncu
21 |o3HakoMneHve C [JOKYMEHTOM; COCTaBfeHMe aHanuTU4ecKon | OOUH OOKYMEHT 3,5
3anucu
22 | cocTtaBneHune CCbINIOYHON KapTO4KM K OCHOBHOW | OfHa KapTouyka 1,26
ombnwuorpaduyeckon 3anncu
dopmmpoBaHne 6nbnunorpadnyeckor 3anncu pyKonmcHOM KHUMM
CocraBneHne OCHOBHOW onbnwunorpadguyeckon 3anucu| OAHO HasBaHue
(o3HakomneHne C  OOKYMEHTOM; COCTaBleHuMe, OnucaHue,
NpoCTaHOBKa BMBIMOTEYHON OTMETKN):
23 | cpegHen CrioXHOCTH 600,00
24 | NOBbLILEHHOW CMOXHOCTU 1200,0
25 | Ha MHOCTPaHHOM si3blke 1200,0
26 | kapTorpaduyeckoro matepmana 1200,0
27 | My3blKanbHOro cogepxaHus 1200,0
28 |pgopaboTka  ycTapeBLWMUX  3anucen, He  COOTBETCTBYIOLUMX | OAHO Ha3BaHWe 300,0
COBPEMEHHbIM apxeorpaguyeckim HOpMaM: JaTtnpoBka
pyKonucew no BOASHbIM 3HaKaMm; pPOCMUChb codepaHusi COOPHMKOB
HEMOCTOSIHHOIO COCTaBa; BHECEHUE AOMOSTHUTENbHBLIX CBEAEHUN C
y4eToM AOCTUXEHUIA COBPEMEHHON ncTopmorpaduu
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PepnaktupoBaHune 6ubnuorpadumyeckon sanucu:
29 | npoBepka NpaBuUibHOCTM ANEMEHTOB 3anNuUCK Ha KapTouke OfiHa KapTouyka 1,0
30 |odhopMreHMe KapTodkM AN AyOnupoBaHMS Ha MHOXWUTEINbHOM | OAHAa KapTouka 3,2
annapaTte; NpPOCTaBlEHNE WHOEKCOB, LWKNGHPOB, OGUONNOTEYHbIX
NoMeTOK, onpeaerneHne 1 ykasaHme Tmpaxa kapToyek
pynnoBasi o6paboTka JOKYMEHTOB
OT6Op OAHOTUMHbLIX [AOKYMEHTOB, MOAMEXalMx T[pynrnoBow| ofHa rpynna
06paboTke; cocTaBrneHne oOLLen XapaKTepUCTUKM Ha KOMMMEKT| [OKYMEHTOB
OOKYMEHTOB
KonunuyectBo 4OKYMEHTOB B rpynne:
31 |1-9 39,0
32 |10-15 60,0
33 [16-30 106,0
34 |npoBepka MNpaBWUIILHOCTM COCTaBSIEHUS XapaKTEPUCTUKM  Ha OfHa 13,0
KOMMIEKT LOKYMEHTOB XapakrtepucTuka
PekaTtanormsauus (3ameHa KaTtanoXHbIX KapTo4ek):
35 |cBepka KapTOYMKM C  [OOKYMEHTOM; MWCMpaBfieHWe CTaporo| ogHa KapToudka 17,4
ombnunorpadnyeckoro onmcaHus; CoCTaBeHne HOBOro OMMCcaHus;
nepeHeceHve wndpa, WMHBEHTAPHOrO HOMepa, OMONMOTEYHbIX
NMoMeToK
MogroToBKa K MHAEKCUPOBAHMIO OKYMEHTOB Af1s KaTarnoros:
36 | noabop KapToukM K OKYMEHTY, CBEPKA U BIOXEHNE B LOKYMEHT OfHa KapTo4ka 0,5
37 |o3HakomrieHMe C  [OOKYMEHTOM; YCTaHOBMEHWe TemaTuku; | OOHO HasBaHue 0,88
pacnpegeneHne no otTpacnsam 3HaHus (Mo TemaTtumke)
38 | MpOCMOTP MHOCTPaHHbIX M3OaHWKW, MepeBod AaHHbIX Ha PYCCKWUW | OOHO HasBaHwe 0,37
A3bIK
CucremaTtunsaums JOKYMEHTOB:
39 |cuctematusauma OOKYMEHTa C  UCMONb30BaHWMEM WHOEKCOB | OOHO HasBaHwe 2,6
neyaTHOM KapTOYKM UMM MakeTa KapTOYkW, HanevyaTaHHOro B
N34aHuKn, O3HAKOMIIEHWE C JOKYMEHTOM, NMpoOBEepka COOTBETCTBMS
MHOEKCoB Tabnuuam knaccudukaumm, nNpuHATbIM B GMGnnoTeke,
NpoCTaBrneHne NHAEKCa Ha JOKYMEHTE
40 | cuctemaTtusaums AOKYMEHTOB NMPU OTCYTCTBMM MEYATHOM KapTOYKM | OOHO Ha3BaHWe 4,7
N MakeTa KapTOYKU B M3OaHWM;, O3HAKOMIIEHWE C [OOKYMEHTOM;
onpeaeneHne MHAekca no tabnuuam knaccudukaumm, NpUHSATBIM
B OMOnMoTeke; NpoCcTaBneHne nHaeKca Ha AOKYMeHTe
41 |onpeperieHMe aBTOPCKOrO 3Haka [OOKyMeHTa Mo aBTOPCKUM | OAHO Ha3BaHWe 0,62
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Tabnvuam

42 | wuncppoBka AOKYMEHTa Npn popMaTHO-UHBEHTapHON pacCTaHOBKe: | OAHO Ha3BaHue 0,42
onpegeneHve hopmaTa JOKYMEHTa, HanmcaHue wudpa

43 | pefaktvpoBaHue  KnaccuduKauuoHHOro  MHAEKCa; npoBepka | OfHO Ha3BaHue 0,88
NpaBUIbHOCTU UHOEKCA, aBTOPCKOro 3Haka

44 |cocTaBneHue KapTOYkM andaBuUTHO-MPEeLMETHOro katanora (Ha| opHa KapToyka 2,0
HOBYIO TEMaTUKy); HanmMcaHue Ha KapTouke MHAOEKCa, Ha3BaHusi
Katanora W KapTOTEKW, B KOTOPbIX OTpaXKalTCs [OKYMEHTbI;
yKasaHue CCbiflkKM W OTCbIMKK, CBA3WM MexXay oTAeSbHbIMU
py6pukamun
MpeameTnsaunst AOKYMEHTOB:

45 | npegmeTusauns 4OKYMEHTOB C MCNONb30BaHNEM PYOPUK NeYaTHOW | O4HO Ha3BaHWe 2,6
KapTO4YKM; NpoBepka COOTBETCTBUSA PYOPUKM MeYaTHOM KapTOYKM
npeaMeTHOMY KaTanory

46 |npegmMeTu3auns JOKYMEHTOB MPU OTCYTCTBMM MeYaTHOM KapTOYKM; | O4HO Ha3BaHWe 4,6
O3HaKOMIIEHWNE C AOKYMEHTOM, onpeaeneHne pyopukm

47 |cocTaBneHne HOBbIX NpegMeTHbIX pyodpuk M noapybpuk;| opHa kapToyka 1,3
nepeHeceHne Ha KapToUvKM Cry>XeOHON KapTOTEKM

48 | pegakTMpoBaHMe NpeaMeTHON pybpukM; npoBepka MPaBUNbHOCTU | OfHAa KapTodka 0,88
npeaMeTHon pybpuKnN, TOYHOCTU HaNMCaHWs
OpraHusauns andgaB1MTHOroO kaTanora:

49 |nogbopka KapToukM Mo andasuTy damunun aBTOPOB MMM | OfHA KapTodka 0,36
3arnaBun Ons paccTaHOBKM B andyaBUTHbIN kaTanor

50 |pacctaHoBka npeaBapuTenibHO NodobpaHHbIX  KapTovek B| OgHa KapToudka 0,36
andaBUTHbIN KaTanor

51 | pegaktupoBaHue andaBUTHOrO Katasnora; NpoBepKa PacCTaHOBKM | OOHa KapToudka 0,88
KapToyeKk, MpaBWUibHOCTU LO00ABOYHBLIX W CCbINTOYHbLIX KapTOYeK;
ncnpasreHne ownbok

52 |HanucaHve pasgenutens Ana andaBWTHOrO Kartarora, ykasaHue OOVH 0,88
OykBbI, criora pasgenuTenb

53 |paccTaHoBKa pasgenutenen B andaBWUTHbIA KaTanor: nogbopka OAWH 0,36
pasgenutenen no andaeuTy, MNOUCK MecTa pas3genutens,| pasgenutenb
yCTaHOBKA, 3aKpENJIEHNE CTEPXKHS
OpraHusaumsi cucteMaTUYecKoro kaTtanora:

54 |nogbopka KapTO4KM MO MHOEKCaM, BHYTPW pasgena no andasuTy | ofHa KapTouka 0,42
damunuin  aBTOPOB WM  3arfaBui  AONS1 pacCTaHOBKM B
cucTeEMaTUYECKUI KaTanor

55 |pacctaHoBKka MpedBapuTeNnbHO MNoAobpaHHbIX  KapTovek B| OgHa KapToudka 0,42
cUcTEMATUYECKUI KaTanor
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56 |pepakTMpoBaHMe  cUCTeMaTU4ecKoro  kartarnora: npoBepka | ofHa KapToyka 0,88
NpaBUIIbHOCTU HaNOMHEHWUs1 pas3fdenoB KaTanora fno coaepXaHuto,
WHAEKCALUN U pacCTaHOBKE; UCTIPaBeHNe oGOk
57 |aHanun3 cucTemaTMyeckoro kartanora: WUcnpaBfeHne WHOEKCOB,| ofHa KapTouka 52
BHECEHWE M3MEHEHWU B andaBUTHbIN KaTanor
58 |HanucaHve pasgenuTena  Ans  cucteMaTtuMdecKkoro  kararora: OaVH 2,6
yKasaHue HaMMeHOBaHUA pasaena, Nnogpasgena u opyrmx oTMETOK | pasgenuTens
59 |pacctaHoBka pasgenutenen B cUCTEMaTUMYECKUA  KaTanor: OAWH 0,42
nogbopka Mo uHgekcam, NMOWUCK MecTa, YCTaHOBKAa, 3aKpenneHve| pasgenutenb
CTEPXHS
OpraHusauns npegmeTHOro karanora:
60 |nogbopka KapToyeKk No NpeaMeTHbIM pybpukam, BHyTpM pyBpuK No | OAHa KapTouka 0,42
andaeuty hamunuin aBTopoB Unn 3arnasuin
61 |pacctaHoBKka npenBapuTenbHO NodobpaHHbIX  KapTouyek B| ogHa KapToudka 0,42
npeaMeTHbIN KaTanor
62 | pegakTMpoBaHuMe NpeaMeTHOro KaTanora: NpoBepKa NpaBuUibHOCTN | OgHa KapTodka 1,0
CCbISTIOK, OTChISTOK, pyOpUK
63 |HanucaHuwe pasgenutensa Ana nNpegMeTHOro Karasnora, ykasaHue OOVH 2,3
pyBpUKK, OTChISKN, CCbIMKN pasgenuTenb
64 | paccTaHoBKa pasgenutens B NpeAMeTHbIN KaTanor, MoOUCK MecTa, OOVH 0,42
yCTaHOBKaA, 3aKpensieHne CTepXHs pasgenuTenb
OpraHusauus HyMepaLMOHHOro KaTanora
HOPMAaTUBHO-TEXHUYECKOW AOKYMEHTaLMK:
65 |nogbopka KapTo4kM NO BMAAM JOKYMEHTOB, YCIOBHbLIM LIM(PPOBLIM | OAHAa KapToyka 4,3
obo3HaveHuaAM, andaBuUTy COKpalLEeHHbIX Has3BaHWA  CTpaH,
naTMHCKOMY andaBuTy (MHOCTPaHHbIX CTaHZApPTOB), NO HOMEepam
OOKYMEHTOB
66 |paccTaHoBKa NpeaBapuUTenbHO NOAOOpaHHbIX KAPTOYEK B KaTanor | ogHa KapToudka 0,41
67 | pegakTnpoBaHue KaTanora (npoBepka NpaBUNbLHOCTM | OAHa KapTo4ka 3,2
onbnunorpadu4eckMx onuMcaHui, pacCTaHOBKW;  UCMpaBrieHne
ownbOoK); BHECEHME OOMOMHEHNA U UBMEHEHMI B KaTarnor (OTMeHa,
3aMeHa, U3MEHEHWsl, MPOANEHNE CpoKa OEWCTBUSA C yKasaHWEM
NCTOYHWMKA)
68 | HanucaHne n paccTaHOBKa pasgenurenen OOVH 1,3
pasgenvTenb
OpraHusaums 1 Be4eHne aNeKTPOHHOro Kartanora:
69 |cBepka NOCTYNMMBLUNX JOKYMEHTOB Ha AyONETHOCTb B 3NIEKTPOHHOM | OOWH OOKYMEHT 1,6
KaTanore
70 | npunucka NpodormKaLNXCA N3gaHui B 3NIEKTPOHHOM KaTanore OLVH JOKYMEHT 1,6
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"O6 yTBEpXXAEHUN TUMOBbIX OTPACNEBbIX HOPM TpyAa Ha paboTsl,
BbINOSIHSEMbIE B HML...

[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

dopmupoBaHme Gubnuorpadmyeckon 3anncu Onsa EKTPOHHOro |  OfHa 3anucb
KaTanora; BBoA4 B 6a3y AaHHbIX; 3anofiHEHWE COOTBETCTBYHLLUX
nonen:
71 |npw HanM4MM MakeTa neyaTHON KapTOYKK 0,36
72 |npw OTCYTCTBUM NEeYaTHON KapTOYKU 0,42
73 | cocTaBneHne aHanUTUYeCcKon 3anucu 3,5
74 | cocTaBneHue Ao06aBOYHbIX M CCbINOYHbIX ONUCaHUI OlHO onucaHune 0,88
75 | pegaktupoBaHue bubnuorpaduyeckon sanucu B 6ase aaHHbIXx AC; | ogHO onuncaHue 1,3
BHECEHWE N3MEHEHUI
76 |BBOO MNepeyYHs npegMeTHbIX pyobpuk apudmeTUko-nornvyeckmx | ogHa pyopuka 0,36
yctponcte (AJTY) Kk cuctemaTnyeckomy kartanory u reHepanbHOn
CMpaBOYHON KapTOTEKE
77 |BbIBOA Ha 3kpaH Bubnuorpaduyeckmx sanncemn OfHa 3anuck 0,83
78 | peaaktupoBaHue pyopuk; HanomHeEHE pa3genos OfHa 3anucb 3,0
M3bsaTme kapToyek u3 katanoros
M3baTnE KapTOYKM Ha MCKIOYEHHble M3 GUGnMoTevHoro coHaa| opHa kapTodka
OOKYMEHTBbI:
79 | andaBuTHOroO KaTanora 0,52
80 |cucremaTtudeckoro karanora 0,56
81 |npegmeTHOro katanora 0,56
82 | HymepauMoHHOro Katanora 0,42
83 | n3baATne Gubnuorpadmyeckon 3anmcu U3 SNEKTPOHHOIO KaTanora OfHa 3anucb 0,84
TexHnyeckas obpaboTka JOKYMeEHTa
HaknenBaHve Ha OOKyMeHTe NMCTKa Cpoka BO3BpaTa, kapMallka,| OauvH OAOKYMEHT
ApribIKa;
84 | nncTok cpoka Bo3Bparta 0,42
85 | kapmaluek 0,42
86 |apnblk 0,26
Hanucanue wudpa Ha JOKYMEHTE U SiprbIKe: OOVH JOKYMEHT
87 |Ha pokymeHTe 0,26
88 | Ha apnbike 0,36
89 |nepeHeceHve GOpPMATHOIO M CUCTEMAaTUYECKOro LWKAPOB C| OOUH OOKYMEHT 1,6
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"O6 yTBEpXXAEHUN TUMOBbIX OTPACNEBbIX HOPM TpyAa Ha paboTsl,
BbINOSIHSEMbIE B HML...

[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

KapTO4YKMN Ha OOKYMEHT

90 | ocbopMneHne KapToUKKn A1t TUPaXMPOBaHUS OQHO Ha3BaHue 1,0
91 | BHECEHME U3MEHEHUI B KAPTOYKe nocne TMpaxupoBaHus OHO Ha3BaHue 0,42
92 | pacnpefeneHne KaTanoXHbIX KapTOYEeK Ha HOBble NOCTYMMEHUA No | OAHa KapTodka 0,42

CTPYKTYPHbIM nogpasaeneHnam nocre TmpaxxmposaHmua

93 |3anonHeHWe  KHWKHOro  dopmynspa:  ykasaHve  wndpa,| OAMH KHUDKHbLIN 0,88
WHBEHTapHOro Homepa [AOKyMeHTa, damMunum u MHULManoB dhopmynsp
aBTopa, ero HassaHus, LeHbl, roga n3gaHus

94 |3anonHeHVe KapTOYKM MHAMKATOpa Ha [OKYMEHT, HanpaensieMbli | OAWH MHAUKaTop 0,88
B KHWrOXpaHeHue: ykasaHWe WHBEHTapHOro HoMepa, aBTopa U
3arnasus, Wnpa paccTaHOBKM

95 3anonHexme nepegaTtoyHOM BEAOMOCTM Ha MapTUIO  HOBbIX | O4HA BEAOMOCTb 0,42

MoCTynneHuin

Pa6bota B AC

BbiBOA Ha 3KpaH y4eTHbIX opM; pacnedarka: ogHa dopma
96 | NUCTbl MHAMBMAOYANbHOrO y4yeTa JOKYMEHTOB 0,05
97 | nepegartoyHasi B€4OMOCTb HOBbIX MOCTYMMEHUIN 0,05
98 | kapToyka ¢ Gubnunorpadunyeckon 3anncbto Ansd y4eTHoro Kkatanora 0,05
99 | KHWXHBIN hopmMyrnsp 0,05
100 | kapTo4ka MHAnKaTopa 0,05

MpumeyaHue: K HopMaMm BPEMEHMW NPUMEHSAIOTCA MOBbILIAoLLME KOIPPULNEHTDI:

- NpW cocTaBneHun Gubnuorpagryeckoro oNMcaHna Ha OKYMEHT, Ha TUTYNbHOM JIMCTE KOTOPOro YacTUYHO
OTCYTCTBYIOT AaHHble Ans bubnuorpaduyeckon 3anucum - 1,13;

- npu 6GubnuoteyHom ob6paboTke: KMHOPOTOPOHOAOKYMEHTOB - 1,21; HOTHbIX, KapTorpadu4eckux,
nsomnsganun - 1,15, cneumanbHbIX BUOOB HAYYHO-TEXHUYECKOW NUTepaTypbl U 4OKyMeHTauuu - 1,10;

- npu paboTte C JOKYMEHTaMM Ha WHOCTPaHHbLIX SA3blkax, MPU OpraHuM3auum u BeOeHWM KpaeBegyecKoro
KaTanora (kapToTeku) n 6MbnMoTeYHOro Katanora Ha MHOCTPaHHOM s3blke - 1,15, Ha A3bikax cTpaH A3un n Adpukn
-15.

1.4. Paborta ¢ doHOom

1.4.1. PaboTa no npmemy JOKYMEHTOB

Tabnuuya 4
N HaumeHoBaHue npolecca, onepauun. Coctas paboThbl EnvHuua Hopma
n/n “3MepeHus BpeMeHM!,
MWH.
1 2 3 4
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"O6 yTBEpXXAEHUN TUMOBbIX OTPACNEBbIX HOPM TpyAa Ha paboTsl,
BbINOSIHSEMbIE B HML...

[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

Mprem JOKYMEHTOB B CTPYKTYPHbIX NoApasaeneHnsax
Mpuem [OOKYMEHTOB U3 oOTAena KOMMMEKTOBaHWsS, CBepka C| ofHa napTtus
ConpoBoAUTENbHLIM MaTepuanom
KonnyecTBo 3K3eMnnsipoB:

1 (1-25 14,4

2 |26-75 37,2

3 |pernctpaums HOBbIX MOCTYNNEHUA MEPUOOMNYECKNX U3OAHWUNA, | OOAUH OOKYMEHT 0,26
npocTaBrneHne OTMETKN B PErMCTPaLMOHHOMN KapToTeke

4 |npoBepka rogoBOro KOMMIEKTa XypHaroB W raseT Ha Hanuyue OAVH HOMep 1,0
HOMepOB

5 |nposepka 3anucuM Ha nNepBOM HOMepe roAoBOro KOMMIIeKTa:| OfuH HOMep 5,0
wmndpa, HOMEPOB, OTCYTCTBYIOLLIMX HOMEPOB, MECALIEB
3anucb Homepa B ToOMorpauyeckyo OnNucb, MPUNOXEHUS W OAVH HOMep
cneunanbHbl€ BbIMYCKA:

6 |Ha pycckom s3bike; 1,0

7 | Ha MHOCTpPaHHbIX A3blKax 2,0

8 |npocTaBneHue WTEMNeNs CTPYKTYPHOro nogpasfdeneHnuss Ha| oguvH HoMmep 0,26
OOKYMeHTe
Moabop oOKyMEHTOB Ans pacCTaHOBKM B OOHAE:

9 |nogbopka [OOKYMEHTOB MO KMAcCU(UKALMOHHBIM  MHAEKCaM, | OAWH OOKYMEHT 0,52
aBTOPCKOMY 3HaKy

10 |nogbopka [OKYyMEHTOB MO dopmaTy, MHBEHTApHbIM HOMepaM, | OAVH AOKYMEHT 0,92
Lngpam paccTaHOBKK

11 |nopbopka AOKYMEHTOB MO andasuty Ha3BaHWW, rogam, HoMepam, | OaWH OOKYMEHT 0,48
pasgenam, nopsaKkoBoMYy HOMeEpPY

12 |nopbopka cneLBnaoB HOPMaTUBHO-TEXHUYECKOW JOKYMEHTAUUN MO | OAWH OOKYMEHT 0,36
Knaccam, nogknaccam, rpynnam, noarpynnamM, WHBEHTapHbIM
HoMepam
PaccraHoBka 6ubnunoteyHoro goHaa:

13 | paccTaHoBKa [ OKYMEHTOB Ha cTennaxax B| OOWH OOKYMEHT 0,52
cuctemaTnyeckn-angaBnTHOM Nopsiake

14 |paccraHoBKa OOKYMEHTOB Ha cTennaxax B| OOVH OOKYMEHT 1,3
dopmMaTHO-MHBEHTAPHOM NOPSAKE

15 |paccTaHOBKa [OKYMEHTOB MO andasuTy HasBaHWi, rogam,| OAVH OOKYMEHT 0,63
HoMepaMm, pasgenam, NopsaKoBOMY HOMepPY
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"O6 yTBEpXXAEHUN TUMOBbIX OTPACNEBbIX HOPM TpyAa Ha paboTsl,
BbINOSIHSEMbIE B HML...

[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

paccTaHOBKA  HOPMaTMBHO-TEXHWYECKOW  OOKYMEHTauuMmM Mo | OAWH OOKYMEHT

Knaccam, nogknaccam, rpynnam, noarpynnamM, WHBEHTapHbIM

HoMepam

KonunuyectBo [OKyMeEHTOB B nogbopke:
16 |1-5 0,52
17 [6-10 52
18 |11 -15 0,88
19 |paccTaHoBKa OOKYMEHTOB Ha crtennaxax B| OAWH OOKYMEHT 5,00

dopMaTHO-CUCTEMATUHECKOM " andgaBnTHOM nopsiake

(npegmeToB M MaTepuanoB rpaguku) B BUTPUMHaX K wkadax ¢

Y4YETOM KOMMIIEKCHOIO XPaHEHUS1 PYKOMWUCHBIX U CTaponeyvaTHbIX

KHUT
20 |paccTaHoBKa OOKYMEHTOB Ha MUKPOHOCUTENSX B WHBEHTAPHOM W | OAWH OOKYMEHT 3,0

HyMepaLMOHHOM Nnopsiake

npoBepka NpPaBWUiIbHOCTWM PacCTaHOBKM LOKYMEHTOB B OTAEMbHbIX | MaccuB oHOa

Maccuax poHaa

KonunuyecTteo npoBepsieMbIX JOKYMEHTOB:
21 (1-200 26,1
22 201 - 305 42,0
23 |306 - 400 57,0
24 (401 - 600 88,0
25 | nepemelleHmne (nepeHeceHne) AOKYMEHTOB Ha cBOOOAHbIE MecTa OfHa norka 4,0

OdhopmneHre MNOMOYHbIX pasgenuTenen; HanucaHue MNOoMOYHbIX OOVH

pasgenuTenen: pasgenurenb
26 |ansa cucteMaTtuyeckom paccTaHoOBKM dooHaa 3,6
27 | ansa popmMaTHOM paccTaHOBKM dooHaa 2,6
28 | ansa andaBMTHOW paccTaHOBKKN hoHaa 2,6
29 | ona HyMepaLMoHHOW paccTaHOBKM boHaa 2,6

[NpumMeyaHme: K HopMam BPEMEHN NPUMEHSIOTCA MOBbLILLAOLWLNE KOIPDULMNEHTDI:

- Npu nogbope N paccTaHOBKE KMHO(POTOPOHOOOKYMEHTOB - 1,2;

- HOT, KapTorpaduyeckux, nsonsgaHum - 1,5;

- Npu paboTe ¢ JOKYMEHTaMU Ha UHOCTPaHHLIX A3bikax - 1,15;

- Ha A3blkax cTpaH Asun n Adpuku - 2,0.

1.4.2. Pabota no coxpaHHoOCTK dhoHaa

Tabnuuya 5
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"O6 yTBEpXXAEHUN TUMOBbIX OTPACNEBbIX HOPM TpyAa Ha paboTsl,
BbINOSIHSEMbIE B HML...

[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

N HavnmeHoBaHue npouecca, onepaumun. Coctas paboTsbl EovHnua Hopma
n/n n3mepeHusi BPEMEHM,
MWH.
1 2 3 4
MpoBepka 6GMbnmMoTeyHoro oHaa:
1 |HanucaHMe KOHTPONbHOro TanoHa Ha LOKYMEHT: YKa3aHWe Ha HeM OAVH TanoH 0,88
WHBEHTaApHOro Homepa, wwudpa, hamunum, UHULMANoOB aBTopa,
3arnaBeug, roga, MecTta usgaHus, LieHbl, Mecta XpaHeHusi
2 | MapKnpoBKa KOHTPOSbHbIX TarOHOB: YCTAHOBKA, FAe YYTEH AaHHbIN OAVH TanoH 0,26
OOKYMEHT (YYeTHbIN KaTanor, MHBEHTapHas KHUra); npoctaBrneHue
Ono3HaBaTeslbHOro 3Haka
Moabopka KOHTPOMbHbIX TANOHOB: OAWH TarnoH
3 | No nHBEHTapHbLIM HOMepaMm 0,21
4 | no andasuTy hamunnii aBTOpOB UK 3arnasumn 0,31
5 | no knaccuukayMoOHHOMY MHAEKCY 0,52
6 |cBepka KOHTPOSbHbIX TaNOHOB C WMHBEHTAPHOW KHWUIOW, OTMETKa OAWH TanoH 0,21
NPOBEPKN Ha TarloHE N B KHUre
7 |cBepka KOHTPOSbHbIX TarOHOB C Y4YeTHbIM WKW andaBuTHbIM, OOMH TanoH 0,26
Tonorpaduryeckum KatanoramMmu, OTMeTKa Ha TanoHe 1 B KaTanore
8 |aHanu3  dopmbl WHAMBUOYaNbHOTO  y4eTa; BbISIBNEHNE | OOUH OOKYMEHT 1,3
OOKYMEHTOB, He npoLuewmx NpoBepKy
9 | cocTaBneHne KapToyk/ Ha JOKYMEHT, He NpoLUeaLLMi NPOBEPKY OAVH OOKYMEHT 0,83
10 |noucK OOKYMEHTOB, He rMpoleawunx MPoBepKYy, MO pasnuyHbIM | OAVH OOKYMEHT 3,6
y4YyeTHbIM hopMaM, KapToTekam, KypHanam, KHKHBIM Nofikam
CocTtaBneHuve cnucka HegocTalLWmUx B POHAE JOKYMEHTOB OLVH CMUCOK
KonunyectBo 4OKYMEHTOB B CMUCKE:
11 |1 0,78
12 |2-10 8,3
13 |11-25 19,3
OT60p AOKYMEHTOB AN N3bATUA 13 hoHaa
[MpocMOTp AOKYMEHTOB Ha NpeaMeT U3bsaTus M3 poHaa: OLVH JOKYMEHT
14 | HenpoUIbHbIX 3,1
15 | nybneTHbIx 1,6
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[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

16 |ycTapeBLUMX NO COAep>KaHUIO 31
17 | BeTxux 0,88
18 | manoucnonb3yembix, HEMCNOoNb3yembIX 2,6
lMoaroToBKa AOKYMEHTOB K aKTUPOBaHWIO:
19 |nogbopka AOKYMEHTOB B MapTuM MO MpUYMHaM U3bATUSA; CBepka C| OAWMH OOKYMEHT 0,36
KHWXHBIM (hOpMYyNapom
20 |nopbopKka KHWKHbIX (OPMYNSPOB Ha [AOKyMEHTax B nopsake | oauH hopmynsip 0,42
WHBEHTapHbIX HOMepOoB, andasBuTa, XypHanoB - MO rogam u
HOMepam
CoctaBneHve cnucka K akty BblObITUS (nepegaun); nogcyet OAWH aKT
obuern cymmbl; ohopmneHne akta
KonunyectBo 4OKYMEHTOB B CNUCKe:
21 |1 0,78
22 |2-10 7,8
23 |11-25 19,3
MogroToBka 4OKYMEHTOB B Nepenner:
24 |oTbop [OOKYMEHTOB Ans nepennera; npoBepka COCTOSHWUS | OOUH OOKYMEHT 3,4
OOKYMEHTa; 3anoriHeHue (CBepka) KHWKHoro doopmynsipa
25 |nogbopka KOMMMEKTOB, CBA3blBaHWE B Mayky; ogopMneHne | oauH OOKYMEHT 2,6
OOKYMEHTOB AN nepegaydn B nepennet
26 |NoAroTOBKa AOKYMEHTOB K BOCCT@HOBMEHMIO: Noabop AOKYMEHTa, | OAWH OOKYMEHT 2,6
aHarnorM4yHoro  MoBpEeXOEeHHOMY; OdopMreHMe 3aka3a Ha
KonvpoBaHue
27 |npveM 3akasa nocrie KOnuvpoBaHWS, NpoBepKa KayecTBa KOMWW, | OAWH OOKYMEHT 0,83
noaroToBka AOKYMEHTa K nepenneTty
28 |npveM [OOKYMEHTOB U3 nepenrneTta: cBepka MNOCTYNUBLUMX W3 | OAWH OOKYMEHT 52
nepenneta [OOKYMEHTOB C KHWKHbIM popmMynsapoM; npoBepka
KayecTBa nepenneTa; BOCCTAHOBMEHWE 3arnasud; HanucaHue
Wwndpa Ha Apnblke, KopeLuke A0KYMeHTa
MoaLwwBka raseT 1 TOHKUX XXYPHanoB.:
29 |onpepeneHve copmaTa, BrIOXeHMEe KOMMMeKTa XypHanos B narnky OAHa nanka 13,0
HY>XHOro hopmaTa, 3aBs3blBaHME; BbIHECEHME LLMpa, Ha3BaHUS,
roga u3gaHnsi, HoMmepa >ypHaroB Ha 0OMOXKY M KOPELLIOK Nanku
30 |packnagka raseT MO HasBaHWSAM: NpokarnbiBaHWe, BMOXeHWEe B OofHa nanka 9,4
KapTOHHYl0  06noxky (nanky), MpoLHYypoOBKa; O OopMMeHue
0obnoxkn (HasBaHue, rog, HoOMep, MecsL,)
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[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

Menkuin peMoHT poHaa:

31

nogknenka OOKYMEHTa, KapMallKOB, SAprblkOB; BOCCTaHOBMEHWE
3arnaBsumn

OQHa nanka

4,2

PeCTaBpame KOPELLKOB!:

32

onpegeneHne obbema paboTbl; ydaneHue CTaporo KopeLlka,
noaroTtoBka KoreHkopa (obpeska, noAknenka); npolumBka 6Gnoka
AOKYMEeHTa, NoAKnevika HOBOro KopeLlka, pa3MeLLeHne noa npecc

OVH KOPELLOoK

60

PeCTaBpaLI,Mﬂ CTpaHuL:

33

onpegeneHne obbema paboTbl; noaknenka doTorpaduii, KapT,
YepTexei; BOCCTaHOBIEHNE YacTel CTpaHuL

ofHa cTpaHuua
(cTp.)

10

ObecnbinveaHve goHaa:

34

obecnbinvBaHne oHOa C MOMOLWbI Mbifiecoca; obecneveHne
paboyero MecTa TEXHWYECKMMM CpeactBamu; npoBedeHue
O6eCI'IbIJ'IVIBaHVIF|; 3aHOC TEXHNYECKNX CpeacCTB B MeCTa XpaHeHUA

Oo[Ha Meponorka

12,0

35

pydYHoe obecnbinuBaHne ¢oHaa; obecnedeHne pabodvero mecrta
TEXHNYECKUMU CPEACTBaMM; 3aHOC TEXHUYECKUX CpeacTB B MecTa
XpaHeHus

Oo[Ha mMmeponorka

9,4

MpumeyaHue: K HopMaMm BPEMEHM NPUMEHSAIOTCA MOBbILIAOLLME KOIPPULNEHTDI:
- Npy py4yHOM obecnbinMBaHnmM OHAA HOTHBIX, KapTorpaduyecKkmx, n3omsgaHnn, guccepraumm - 1,2;

- Npu obecnbinMBaHnn ooHaa ¢ NOMOLLbIO Nbifiecoca - 1,3.

1.4.3. N3yyeHune 6GmbnmnoTtedHoro conaa

Tabnuuya 6

n/n

HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl

EavHnua
n3MmepeHust

Hopma
BPEMEHM,
MWH.

2

4

MogroToButenbHas paboTta nNo nayveHuto GubnmorteyHoro oHaa:

COCTaBreHme nnaHa paboTbl NO U3yyYeHuto BMBIMOTEYHOro hoHaa
(4yacTtn oHaa)

OAVH NnaH

214,0

noaroToBKa WHCTPYMEHTapUst MO  U3y4yeHuio OGUGNMOTEYHOro
doHaa; cocTaBneHve Tabnuubl MO pasnUYHbIM - acriekTam
U3y4eHust

ogHa Tabnuua

6,3

nogbopka Gubnuorpaguyecknx nocobun, MHPOPMALMNOHHBLIX
CNUCKOB AN npoBeAeHus paboTbl NO U3y4YeHUro GUbnMoTevHoro

doHaa

ogHo nocobue

20,0

noAroToBka WMHCTPYKTaXa And npoBeneHud pa60T no Mn3y4YeHur

oavH

83,0
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BbINOSIHSEMbIE B HML...

[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

6ubnmnoTeyHoro coHaa WHCTPYKTax
Bubnvorpaduyeckoe nsyveHne 6nbnmorevHoro goHaa
O3HakoMIeHne c coaepxaHneMm OGubnvorpaduyeckoro nocobus,| ogHo nocobue
NMHGOPMAaLIMOHHOIO Crnucka Ans NpoBedeHust paboTbl MO N3yYeHUHo
6ubnuoTteyHoro doHaa
KonunyecTBo Ha3BaHWIN B NOCOOUMU:
5 [1-25 15,7
6 [26-50 34,0
7 |51-100 68,0
Ceepka KkapTouyku kaTanora c OGubnuorpauyeckum OnucaHnem| OAHa KapToyka
OOKYMeHTa, YKa3aHHOro B Nocobun; BHECEHNE OTMETKU O Hanu4mm
[OKyMeHTa B poHAE:!
8 |andaBuTHbIN kKaTanor 0,26
9 |cucrtemaTuyeckun katanor 0,42
10 |cocTaBneHne Gmubnunorpadn4eckoro onnucaHnst Ha OTCYTCTBYHOLLME | OAHA KapToyka 2,6
B GubnumoTeke 4OKYMEHThI
NPOCMOTP HaMOSIHEHNSI CUCTEMATMYECKOrO KaTanora B Pas3fvyHblX | OfHa KapToyka
acrnekTtax (no oTpacnsam 3HaHus, BUAaMm, rogam); CONoCTaBlieHne
NONYYEHHbIX JaHHbIX c TEeMaTUKO-TUMONOMMYECKUM
(mepcnekTMBHbIM) NaHOM KOMMSEKTOBAHMWS; YTOUHEHNE, BHECEHNE
KOPPEKTMB B NS1aH KOMMSIEKTOBAHMS
KonnyecTBo kapTo4ek B sILLMKE:
11 |1-500 43,0
12 |501 - 1000 85,0
13 | 1001 - 2000 173,0
Cratuctnyeckoe usyyenune 6mbnmoreyHoro oHaa:
14 |3anonHeHue cTaTUCTMYecKMx Tabnuy (Mo cocTtaBy, AMHaMuke W | opHa Tabnvua 19,3
CTEMNeHn MCMonb3oBaHMA OGMOBNMOTEYHOro POHAa) Ha OCHOBAHWM
YYETHON JOKYMEHTaLum
15 |pacuyeT nokasaTenien KHUroobecrneyeHHoCTn, 0bpalaemMocCTHy, OOVH 2,0
YUTAEMOCTH nokasaTternb
16 |cnnowHOW npOCMOTP AOKYMEHTOB Ha cTennaxax, fnoAacdeT no| OAvH AOKYMEHT 0,84
KHWKHBIM ¢hopMyrnsipam Unv NMCTkam cpoka BO3BpaTa KonmnyecTtsa
KHUroBblaa4
17 |mapkupoBKa HeucnoribdyeMon 4actu ¢oHAa B 3aBUCUMOCTU OT| OAVH JOKYMEHT 0,26
MPVYYH, BbI3BaBLUMX HU3KYHO obpallaemMocTb
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[okymeHT npepoctasneH KoHcynsTaHTIoc

[ata coxpaHeHus: 01.06.2015

18 |3anonHeHue Tabnuupl WHTEHCUBHOCTU ncnonb3oBaHus | oaHa Tabnuua 50,0
6ubnuoteyHoro doHaa
CocraBneHve u aHanu3 Tabnuy no M3yydeHuro OubnmoTevHoro
doHaa
CocTtaBneHue Tabnuubl:

19 |no cocrtaBy, pasBuUTUIO N UCMONb30BaHUIO BNBIMoTeYHOro hoHaa ofHa Tabnuua 63,0

20 [no cTeneHu Mcnonb3oBaHUS (POHAA B pasnNUyHbIX acrnektax (B| oaHa Tabnuua 68,0
oTpacneBoM, Mo B1uaam U3gaHui)

21 |no o6beMy Hencrnonb3yeMor 1 MarnocnpalumpaemMon Yact ooHga | oaHa Tabnuua 63,0
N NpUYMHaM ee HaKomnneHus
AHanus Tabnuubl: ogHa Tabnuua

22 | no cocTaBy, pa3BUTUIO N NCMOMb30BaHUIO BMBnMoTedYHoro ooHaa ogHa Tabnuua 56,0

23 |no cTeneHn ucnonb3oBaHuA ¢oHAa B pasnuuHbIX acnektax (B| ogHa Tabnuua 56,0
oTpacrneBoM, Mo Bugam U3gaHui)

24 |no cocTaBy U BENUYMHE HEMCMONb3yeMOM M ManocnpalmnBaemMon | ogHa Tabnuua 60,0
yacTu hoHAa U NpUYMHAM €€ HaKoMNSEeHUs

25 |cocTaBnenHne nnaHa MeponpuATUA U NPeasIoKeHUAn  no OAWH nniaH 161,0
pesynbTatam usyvyeHus goHaga

Ha MHOCTPaHHbIX A3blkaX K HOPMaM BPEMEHN MPUMEHSIETCA NOBbILLAKLWMI KoadpdumumeHT 1,15,

MpuMeyaHue: Bpemsi NPOBEAEHNS MHCTPYKTaXKa B HOPMY BPEMEHWU He BXOOMT; Mpu paboTe ¢ AOKyMeHTamu

1.5. O6cnyxnBaHue ymtaTenen

1.5.1. Pabota c yntatenem

Tabnuuya 7
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n N3MepeHnst BPEMEHM,
MU/H.
1 2 3 4
3anuck yntatens B 6ubnmoTexy:
1 |npocmOTp [OOKYMEHTOB u4uTaTensi (nacrnopT, YAOCTOBEPEHME, | OOWH YuTaTenb 1,7
NMOPYYUTENBLCTBO); MPOBEPKA HanuMunsi Y4E€THO-PEerMcTpaumoHHON
KapTOYKM unTaTens
2 |3anonHeHne opmynspa uuTaTens, YYeTHO-PErnMCTPALUOHHOW | OOMH YMTaTenb 2,0
KapTO4KM, YNTaTENbCKOro buneta
3 | o3HakomneHue yuTtaTens c npasunamm Nnonb3oBaHUA | OOWH YMuTaTenb 5,0
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[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

GUBNMOTEKON, pacnonoXeHnem ooHaa, CrpaBoYHbIM annapaTom

MOUCK W pacCTaHOBKa YYETHO-PErmcTpauuoHHbLIX KapToyeK Mo
andasuTy hamunum ymtatenen

OfHa kapTouka

0,26

MepeperncTpauus yitatenemn

nouck copmynsapa (perucTpauuoHHOW KapTOuku) uuTaTens;
BHECEHNE M3MEHEHWI B HUX W YnTaTenbCKun Gunet (YyTouHeHue
A@HKETHbIX [aHHbIX, HOBOrO 4MTaATENbCKOrO HOMepa, pAaThbl
nepepermcTpaumm)

OOWH 4YnTaTenb

12,0

3anucb (nepeperucTpaums) yuMtatenenm B aBTOMaTU3UPOBAHHOM
pexume:

Habop Ha knaBuMaType CBeAEeHUMW O uuTatene: amunus, ums,
OTYECTBO, XapakTepuayluwime ero npu3HakM (obpasoBaHue,
crneynanbHOCTb, UHasa nHopMaums), koa

OOWH 4YnuTaTenb

6,0

OCYLLECTBINEHNE KOHTPOMS 3a BO3MOXHbIM HanMyinem AaHHbIX O
yuTartene, 3anucasllemMcsl B Onbnunorteky (paHee 3anucaH, NvLeH
npaBa Nosib30BaHus)

OOWH 4YnuTaTenb

1,0

odhopmneHre Koga YiTatens ¢ KOHTPOSbHbIM PaspsiaoM U CPOKOM
Monb30BaHWS YMTaTeNbCKMM OMNETOM Ha OCHOBE BblAaHHON
NHpopmaLum

OAVH 4YnTaTelb

0,52

BblBElEHNE HA MPUHTEP CBEAEHMI O 3anMcaBLleMCsl unTaTtene B
Buae GnaHka, Bblpe3aHue GriaHka u BKerka ero B YnTaTesribCKui
ovnet

OAVH 4YnTaTelb

1,3

PaboTa gucneTtyepckon crnyxobi;

10

NpuMeM 4YuTaTenbckoro TpeboBaHWSA; NPOBEPKA MPaBUITbHOCTU
3anonHeHns  TpeboBaHMI,  YTOYHEHME  MecTa  XpaHeHusi
OOKYMEHTOB; OTMeTKka B [AMWCMETYEPCKOW ceTke, nepegaya
TpeboBaHWsA B KHUFOXPaHeHNe

0OHO
TpeboBaHne

0,73

BbinonHenve TpeboBanuii notpebutenen, Bbigaya JOKYMEHTOB M3
OCHOBHOTO KHUTOXPaHEHWS:

11

nony4veHune TpebosaHuin, pernctpaums, nogdopka ux no wmndpam

0OHO
TpeboBaHue

3,0

12

MOWCK AOKYMEHTa, HaHeCEHWE OTMETKM Ha TpeboBaHWM, KHVXHOM
dopmynsape, ANCneT4epCcKon ceTke

0OHO
TpeboBaHue

50

13

yCTaHOBJITIEHUEe MeCTa HaxoxaeHud HeHangeHHOro OOKyMeHTa no
CNpaBOY4YHbIM KapTOoTEeKaM, Katanoram

0oOHO
TpeboBaHue

7,0

14

Bbldaya [OKYMeHTa W3 oThena KHUroxpaHeHusi noTpebuTenio;
OTMeTKa Ha KHWKHOM dpopmMynisipe, TpeboBaHUK

OOVH OOKYMEHT

2,0

15

npuHATUE  OOKYMEeHTa OT I'IOTpSGVITSJ'IFI; NOUCK
cbopmynﬂpa, TpeGOBaHVIFI; noraweHmne OoTMETKM O Bbloa4ye

KHW>KHOIo

OOVH OOKYMEHT

3,0

KoHcynbTaHTIINIOC
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[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

Bblgaya KOMMMEKTOB [OOKYMEHTOB BO BpPEMEHHOEe MOorib30BaHue
noapasgeneHmam oubnuoTteku:

16

ohopMrieHne 3as8BKM Ha KOMMMEKT JOKYMEHTOB, nepenaBaemMblin B
CTPYKTypHOE noapasgaeneHme

O[JHa 3asBKa

5,0

17

nogbop [OOKYMEHTOB B KOMMMEKTbl;  HamucaHue  BTOPOro
aK3emnnsApa KHWKHoro popmMynsipa (MHgukaTopa)

OOVH OOKYMEHT

40,0

Bblgaya KOMNNEKTOB [OOKYMEHTOB; OTMEeTKa Ha  KHWKHOM
dhopmynspe (nHaoukaTope) natbl Bblaauu, OaHHbIX
noapasgeneHus, nonyyarLwero KoMnmnekT

OOVH OOKYMEHT

KonnuyectBo OOKYMEHTOB B KOMMIIEKTE:

18

25

6,8

19

50

13,5

20

200

108,0

Monyyenne KOMMIEKTOB  [AOKYMEHTOB oT CTPYKTYPHbIX
nogpasgeneHnn; Mnouck KHWKHoro copmynsipa (MHOWKaTOP);
noralleHne OTMETKM O BblAaye, BIOXEHNE €ro B JOKYMEHT

OOWH KOMNNEeKT

KonunyecTtso OOKYMEHTOB B KOMIMJIEKTE:

21

25

6,8

22

50

13,5

23

200

108

O6cnyxuBaHue ymtaTenen B YitanbHOM 3are:

24

nposegeHne KOHCynbTauuu, Oecenbl ¢ dnTatenem Y KaTarioros,
KapToTeK, KHWXHbIX MOJIOK, VIHCbOpMI/IpOBaHVIe yyuTatenada O HOBbIX
NOoCTynneHnAx

ofHa
KOHCYnbTauust

50

Mogbop OokymeHTOB B MNOACOOHOM poHOE uuTanbHOro 3ana;
nepenava Ha kadeapy Bblaadu:

OOVH OOKYMEHT

25

no TpeboBaHuo YnTaTens

2,0

26

Mo yCTHOMY 3anpocy

1,7

27

no onpeaeneHHon Teme

3,1

Mogbop [OKYMEHTOB MO y4ebHOM MporpaMme Ha OCHOBaHWU
MakeTa KOMMNeKkTa AOKYMEHTOB, BbldaBaeMbIX CTyAeHTaMm; nogoop
y4ebHUKOB Mo hakynbTeTam, Kypcam, rpynnam; cBepka KHUKHbIX
hopMynsipoB ¢ Ha3BaHNEM KHUT, MHBEHTAPHBLIMU HOMEpPaMM

OWH KOMMNNeKT

KonunyecTtBo OOKYMEHTOB B KOMIMJIEKTE!

28

10

2,7
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[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

29 |20 54

30 |40 10,8

31 |Bbljaya [OOKYMEHTa: CBepka BbldaBaeMoro [AOKYMEHTa C| OAWH OOKYMEHT 2,0
ynTaTenbckum TpeboBaHWEM; MpPOBEPKA HanmuMuns CTpaHuL;

BHECEHME 3anncy Ha u4uTaTenbCkoMm TpeboBaHUKM (KOHTPOSIbHOM
NINCTKE); BNOXEHWE B YNTATENbCKUA BUNeT, pacctaHoBKa, OTMeTKa
KHUIroBblAauu

32 |nony4eHue JOKyMeHTa: cBepka ero ¢ TpeboBaHMeM (KOHTPOSbHLIM | OOUH OOKYMEHT 2,0
FNINCTKOM); NpOBEepKa COXPAHHOCTU OOKYMEHTA, Hannyng cTpaHuu,

BHECEHME OTMETKM O npueme

33 |nonyyeHne [OOKyMEHTa, 3aka3aHHOro uuTtatenem B OTAene| OAWH OOKYMEHT 0,5
KHUroxXpaHeHusa

34 |nepepadya  OOKyMeHTa, CAAHHOrO  4uTaTtenem, B  OTAen | OOVH OOKYMEHT 1,0
KHUroxXpaHeHusa
OT160op 1 nepenava LOKYMEHTOB Ha KONMUPOBAHUE: OAVH AOKYMEHT

35 |oTbop MAOKYMEHTOB (OTAENbHbLIX CTaTel) ANA nepefadn Ha| OAWH OOKYMEHT 5,0
MUKPOOUIBbMUPOBAHNE N KONUPOBAHNE

36 |NoAroToBKa [OOKYMEHTOB K KOMMPOBaHMIO; OOpMIIEHME 3akasa; | OAWH OOKYMEHT 3,0
perncTpaumsi B y4eTHbIX oopmMax

37 |nonyyeHne MuKpodmribMa W KONUW; MNPOBEpKa NpPaBWUIIbHOCTU OAVH 3akas3 5,0
BbIMOMNHEHUs 3aKasa
O6cnyxunBaHue ymtatenen Ha aboHeMeHTe:

38 | noabop AOKYMEHTOB Af1s1 peKOMEeHOaL MM YiTaTensam OAWH OOKYMEHT 5,0
Bblgaya OOKYMEHTOB uuTaTtento, Mouck dopmynsipa uutatens, | OAuH OOKYMEHT
yKasaHMe Cpoka BO3BpaTa, MpoBepka Hanuuust CTpaHuL;
obcnyxuBaHue:

39 | B3pocnbIx 2,7

40 |peten 3.2

41 |npoBeneHue bGeceabl C uMTaTeENEM, MHAOPMMPOBAHME O HOBLIX | OAWH YMTaTesb 5,0
NOCTYMNEHUAX
lMonyyeHne p[OKyMEHTA OT u4uTaTens, BHECEHVMEe OTMETKM O | OAWH OOKYMEHT
npueme; MpOBEPKA HaNMuMsl CTPaHWL; BIIOXKEHUE KHWKHOrO
dopmynspa; obcnyxmBaHue:

42 | B3pOCNbIX 1,8

43 |peten 5,0

44 | npoaneHne cpoka Morfb30BaHWs OOKYMEHTOM; Mouck chopmynsipa | oguH hopmynsap 3,0
yuTaTens; BHeCeHNe OTMETKM O NPOAJIEHUN CPOKa MOMb30BaHUS
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[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

CosfgaHue konuin JOKYMEHTOB MO 3anpocam YntaTtenen:
45 | KOHCynbTauuMs YntaTenen no Belbopy NnapameTpoB KONMMPOBaHMS ofHa 5,0
KOHCynbTauus
46 | cosgaHue anekTPOHHOW Konun ¢ opurHana OfiHa CkaH-konus 0,15
47 | co3gaHue BymakHOI Konum ¢ opurnHana OfHa cTpaHuua 0,15
48 | cosgaHue Konmu ¢ MUMKpodhopm OAWH Kagp 0,5
49 |neyatb GyMaXHbIX KOMWIN 4OKYMEHTOB 13 3b OAVH NuCT 0,08
50 |co3gaHue anekTPOHHOW HOTOKOMUKU C opuUriHana OAVH Kagp 50
MpumeyvaHue: K HopMaM BpeEMEHU NPUMEHSAIOTCSA NOBbILLAOLWNE KOIPDULNEHTDI:
- Npu obCnyXmMBaHUM YntTatenen KNHOPOTOPOHOAOKYMEHTaMM - 1,2;
- HOTHbIMU, KapTorpadu4eckummn, nsomsgaHuamm - 1,15;
- cneyunanbHbIMK BUOAMMW Hay4YHO-TEXHUYECKOW nuTepaTypbl M AOKyMeHTauun - 1,1;
- Npu paboTe ¢ JOKYMEHTaMWU Ha UHOCTPaHHbIX A3blkax - 1,15;
- Npu paboTe ¢ JoKyMeHTamu Ha A3blkax Asun n Adpuky - 1,5.
1.5.2. BHyTpeHHAa paboTa
Tabnuuya 8
N HanmeHoBaHune npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHusi BPEMEHM,
MWH.
1 2 3 4
MNoaroToBka K Bblgade:
1 |pacctaHoBka OPMYNSIPOB uuTatenen (nNo cpokam, Homepam, | oguH chopmynsip 15,0
andgasuTy)
2 |nogBegeHve uTOroB paboTbl 3a Npowedwuni OeHb, BHEeceHue exeHEeBHO 9,2
3anncu B QHEBHUK
3 |nonbop AOKYMEHTOB MO NMpedBapuTENbHbIM 3aka3am yntatenew v | OgvH OOKYMEHT 3,0
nnaHam 4YTeHus
4 | NpOCMOTP HOBbIX MOCTYMNMEHUI AN PEKOMEHOAUUN YnTaTENSAM OOVH JOKYMEHT 2,0
5 | IpoCcMOTP U NOMOMHEHME KHWKHBIX BbICTABOK, SLLMKOB CBOOOAHOIO | OAWH OOKYMEHT 3,0
BblIGOpa KHWI, TEMATUYECKUX MOSIOK U CTEMNaXEN
6 |noagrotoBka pabo4yero mecra eXeHEeBHO 10,0
Pabota c dhopmynsapom untatensi:
7 |aHanu3 ¢opMynapoB uuTaTeEnen, BbISBNEHWE YMTaTENbCKMX | OguH hopmynsap 4,3
WHTEpPeCoB
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[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

8 |cocTaBneHue kapTouku ONS KapTOTEKU YMTaTeNbCKMX MHTEPECOB; | OfHa KapToyka 0,86
COCTaBreHne Crnmcka YnTaTesnibCknux UHTEepecoB
9 |3anucbk B hopmynisipe uMTaTensa o pesynbTaTax aHanmMsa YTeHusi| ofHa 3anucb 3,6
3a onpeferneHHbIn nepuog
10 |3anucb B [AHEBHMKE OMONMoTEKapss O [OMHAMWKE YTEeHMst M| OfgHa 3anucb 9,2
WHTepecax yuTaTens (rpynnbl YyutaTenen)
PaboTa c untaTensiMu, He BO3BPaTMBLUMMWN JOKYMEHTbI B CPOK:
11 |nouck opMynsapoB yYuTaTenen, He BO3BPATUBLUMX OOKYMEHTbl B| oguH chopmynsp 1,0
CpOK
12 |HanucaHue OTKPbITOK-HAaNnoOMMWHaHUN O BO3BpaTe [AOKYMEHTOB;| oguH chopmynsp 2,0
OTMEeTKa AaTbl HAaNOMMHaHUA Ha opmynspe
13 |onoBeweHne (no TenedoOHy) uuTaTensd, He BO3BpPaATUBLLErO | 0gMH hopmynsp 4,0
OOKYMEHT B CPOK; OTMETKa AaTbl HAanoMuHaHus B hopmynsape
ObecneveHne KOHTPONA 3a Cpokamun Bo3BpaTa AOKYMeHTOB B AC:
14 |BbIBOA Ha MPUHTEpP ClMcKa YnTatenen n aboHEeHTOB-3a40IKHMKOB OWH CMUNCOK 0,16
15 | cocTaBneHune cnmcka 3agormKHUKOB OJWH CMMNCOK 0,16
16 |pacneyaTka Ha MPUHTEPE HAMOMMHAHUSA abOHEHTaM U YnTaTensm| OOWH CMMCOK 2,2
0 Cpoke Bo3BpaTa (agpec, Ha3BaHus B3ATbIX 4OKYMEHTOB)
17 |n3batme n3 6asbl gaHHbIX CBEAEHMIN O 3aHATOCTU BO3BPALLEHHbIX O[lHa 3anucb 0,4
OOKYMEHTOB
OdbopmneHne noncka 3agomKHUKOB Yepes cya:
18 |konupoBaHue copMmynsipa uuiTaTens; YyTOYMHEHMe  aBTopa, | OAVH AOKYMEHT 2,7
Ha3BaHWHA, WHBEHTAPHOrO HOMepa, LUeHbl [OOKyMeHTa, He
BO3BpALLEHHOO B CPOK; MnepedvncrieHMe rocCrnowsnHbl  3a
ohopMIeHne UCMONMHUTENBLHbIX HAAMUCEN; Nepeckiyika gena B cya:
19 |nonyvyeHve U1 odopMrieHMe [OOKYMEHTOB U3 HOTapuanbHOW | OAVH OOKYMEHT 2.7
KOHTOpbl (NpOCTaBMeHMe HOMepa pacyeTHOro cyeTta, Homepa
WCMNOMHUTENBHOW Hagnucu)
20 |cocTaBneHwe akTa Ha onnarty yepes cyd yTepsiHHbIX JOKYMEHTOB OQVH AOKYMEHT 2,7
[Mprvem JOKYMEHTOB B3aMeH YTEPSAHHbIX:
21 |nouck uuTaTenbCcKoro popmynsapa; BHECeHUe COOTBETCTBYHOLIEN | OAWH OOKYMEHT 5,0
3anucu B dopMynap, TeTpadb yyeTa KHUr, MPUHATbIX B3aMeH
YTEPSHHbIX
22 | NpocMOTp OOKYMEHTa, npeanaraeMoro B3aMmeH yTepsHHOro OQVH AOKYMEHT 2,0
PaboTa c otkazamu:
23 |yd4eT UM Knaccudpmkaums  OTKa3oB: OTMETKa Ha  NUCTKe OHO 1,6
KoucyanaHTnmoc www.consultant.ru Crpanvua 29 us 224

Hafe)XHafa npaBoBas noaaepxXkKa



Mpukas MunkynbTypel Poccum ot 30.12.2014 N 2477
"O6 yTBEpXXAEHUN TUMOBbIX OTPACNEBbIX HOPM TpyAa Ha paboTsl,
BbINOSIHSEMbIE B HML...

[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

ynTaTenbckoro TpeboBaHMsa NpUYMHLI OTKasa TpeboBaHne
24 | paccTtaHoBKa yuTatenbcknx  TpeboBaHun B KapToTeke OoAHo 0,32
"Heyo0BMeTBOPEHHbLIN cripoc” TpeboBaHue
25 |aHann3 OTKa3oB, COCTaBIIEHME CBOOKM OTKa3oB B OTpaciieBOM OOVH OTKa3 1,0
paspe3e (N0 npuvyMHaM oOTKasa M Mepam WX JNUKBMZAALUN U
npegynpexaeHns)
26 |cocTtaBneHue OMGRIMoOrpadnYeckoro OnMucaHWsi Ha [OOKYMEHTbI, OfHO 2,0
nmetowme Hambonbllee YMCNO OTKa30B, M nepegadva KapTouku B | bmbnvorpaduye
OTAEen KOMMMeKToBaHus CcKoe onucaHue
1.5.3. BHecTaunoHapHoe o6CcrnyxuBaHve
Tabnuuya 9
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHusi BPEMEHMU,
MU/H.
1 2 3 4
OpraHuzaunsa GubnmoTeyHbIX NyHKTOB, NEPEABMKHbLIX OMONMOTEK:
1 |3aknoyeHne gorosopa mexagy 6ubnuoTekon u opraHuMsaumen, rge | OAuH JOroBop 270,0
OyOeT ocyLecTBNATbCS BHECTALMOHApHOE obCcnyxmBaHme
2 | ochopmneHue bopmynsipa GUGNMOTEYHOIO NyHKTa oavH dopmMynsp 13,5
3 | odopmneHune nankm ¢ 4OKyMeHTamu (qoroBopa, 4OBEPEHHOCTU Ha OAHa nanka 13,5
nonyyeHne kHur, popmynsapa 6GUbNMOTEYHOro MyHKTa, OTYETOB U
OPYrMX AOKYMEHTOB)
4 |cocTaBrieHMe CXeMbl pa3MeLleHnss OMOMMOTEYHBIX MYHKTOB Ha oJHa cxema 126,0
TeppuTopun ropoaa, panoHa
5 |cocrtaBnenve rpacumka obmeHa [OOKYMEHTOB, HaxOOAWMWXCA B| oawH rpadumk 18,0
BMBNMOTEYHBIX NYHKTaxX, NepeaBwKHbIX BnbnmoTekax
6 |cocTaBneHue nnaHa MeToan4YecKon MOMOLLIN OJWH nnaH 46,0
OmbnnoTtekapsiM-o0LLECTBEHHUKAM
7 |odopmneHne obbsIBNEHMsSs O AHAX WM 4acax  paboThbl OfHO 12,0
BMBIMOTEYHOrO NyHKTa, NEPEABWKHON BUBNMoTEKM obbaBneHne
Mogbop KOMMMEKTOB OOKYMEHTOB ANnd OGMONMOTEYHOro MnyHKTa,
nepeaBwXHONM BMBNMoTEKN
Mopbopka KommnrekTa LOKYMEHTOB OAWH KOMIMMEKT
KonunyectBo JOKYMEHTOB B KOMMIEKTE:
8 |10 15,0
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9 |30 45,0
10 {100 148,5
11 |Bblgava OOKyMeHTa B OMOGNMOTEYHBLIN MYHKT; OTMETKA B KHWKHOM | OOWH LOKYMEHT 2,0
dopmynsipe gaTbl Bblgayu, HOMepa nyHKTa
12 |3anucb B dopmynsipe OuBNMOTEYHOro MyHKTa AaTbl Bblga4M| OfHa 3anuch 1,0
JOKYMEHTOB, KONMMYeCcTBa BbldaHHbIX W  BO3BPALLEHHbIX B
cTaumoHap JOKYMEHTOB
13 |paccTaHOBKa  KHWXKHbIX  (QOPMYNSPOB B KapTOTEKY 33| OAMH KHWDKHbIN 0,4
pasgenutenem curfbl  GMONMOTEYHOro NyHKTa, nNepenBVKHON dopmynsp
6ubnunoTekn, BHyTpY No andasuTy ammunmn aBTopos
14 |npvemMm [JOKYMEHTOB W3 OMOMMOTEYHOro MyHKTa, NEPEABWXKHOW | OAVH AOKYMEHT 1,6
OmMbnunoTtekn: npocTaBneHNne OTMETKM O nNpUeEME; BIIOXKEHME
dopmynsapa B JOKYMEHT
1.6. O6cnyxmBaHne nNo MexbubnuoteyHomy aboHemeHTy (MBA)
Tabnuya 10
N HanmeHoBaHune npouecca, onepauuun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHusi BPEMEHM,
MWH.
1 2 3 4
O6cnyxunBaHue ymtatenen oubnmortekmn no MBA:
1 |perucTtpauus ymtaTtens, nonbaytowerocs MBA OJVH YnTaTenb 1,35
2 |3anonHeHve O6naHka-3akasa, NPOCTaBIEHNE PErnCcTpPaLMOHHOro OAWH 3aKka3 2,2
HoMmepa, gaThbl
3 |yTOouHeHMe YyKasaHHbIX 4uTaTerieM CBedeHWn O 3aka3aHHOM OJVH 3aKa3 1,6
OOKYMeHTe, LUenuM 3anpoca, WCTOYHWKA, OTKyda MOonyYeHbl
cBefeHus
Bbubnunorpadguyeckas nopaboTka 3akasa; YTOYHEHUNE
ombnunorpadn4eckmx CBeAEHNI:
4 | N0 cnpaBoOYHbIM U3gaHNSAM 27,0
5 |npu nomoLun aBTOMaTU3MPOBAHHbLIX CPEACTB 0,22
6 |nmpoBepka Hanuuus 3anpallMBaemMoro AOKyMeHTa B Oubnuotekax | OgvH OOKYMEHT 10,2
ropoga, obnacTu, perMoHa, B TOM Y1Crie MO CBOAHbLIM KaTanoram
7 |HanpaBneHve 6naHka-3akasa C NPOCTABMIEHHOW OTMETKOW O[VH 3akas 0,27
(wtemnenem) "B ropoge HeT" B OTpacreBOW, YHMBEPCArbHbIN
UeHTp unu B OuBnuoTteky (opraH uHgopMauun) no [aHHbIM
CBOJHbIX KaTanoros
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3anucb cBefeHMn 0 HanpaeneHun 3akasa no MBA (HaumeHoBaHne
6ubnuoTtekn, gata) Ha o06OPOTHONM CTOpOHe BnaHka 3akasa

OfHa 3anuncb

14

nomeLleHne bnaHka-3akasa B "KapToTeky 3anpocoB 4mTatenen no
MBA" 3a pasgenutenb "3anpocel no MBA, HanpaeneHHble B
apyrue oubnuortekn"

oOHO
TpeboBaHne

0,32

10

npueMm OOKyMeHTa, npucrnanHoro no MBA; BckpbiTue 6aHgeponu,
npoBepKka COCTOSIHWE [OKyMEeHTa, OTMeTka AaTtbl MOonyvYeHus u
Ha3BaHus OWMOMMOTEKM, BbICNABLUEA [OOKYMEHT, WHBEHTAPHOrO
HOMepa, Cpoka MNoMnb30BaHWs; nepecTaHoBka OnaHka-zakasa M3
pasgena kaptoTteku "3anpocel no MBA, HanpaeneHHble B Apyrue
6ubnuotekn" B pasgen "lonyyeHHble no MBA n3gaHns"

OOVH OOKYMEHT

3,8

11

n3peleHne 4mntartend o nonyyvyeHun 3anpolleHHOro OOKyMeHTa U
CpoOKe nonb3oBaHuA MM

OQHO n3BelleHne

1,35

12

Bbldaya vnTaTento nony4veHHbix no MBA gOKyMEHTOB B YMTaNibHOM
3ane (B cnyxebHom nomelleHun  6ubnvoTekn);  cBepka
BblAdaBaeMoro JoKymMeHTa ¢ 6naHKOM-3aka3oM; NpoBepka Hanmyus
CTPaHUL, U COCTOSIHUA AOKYMEHTA; OTMETKa Bblgaun

OfVH OOKYMEHT

1,0

13

npMeM [JOKYMEHTa OT u4uTaTens B 4uTanbHOM 3ane; ceepka
OOKYyMEHTa C 4YacTblo OnaHka-zakas3a, MpoBepka COXPaHHOCTU
OOKYMEHTA; BHECEHME OTMETKM O NMPUEME; NOMELLIEHNE AOKYMEHTA
B CneuunanbHO BblaerneHHOe MeCTO (3aKpbITbIn Lkad)

OOWH OOKYMEHT

0,5

14

n3BrneyeHne GnaHka-3akasa M3 KapTOTEKW, 3anucb CBeAeHU 06
OTMpaBKe W3daHWa (gaTa, HOMEpP MOYTOBOrO OTMNPABMEHUSA);
nepectaHoBka nuctka w3 pasgena "lMonydeHHble no MBA
nsganuns" B pasgen "BosepalueHHas nutepartypa”

OOWH NUCTOK
TpeboBaHusi

1,0

15

MoaroToBka K oTnpaBke OOKYMEHTOB B
onbnunoTteky-poHaoaepxkaTenb 3akasHoln GaHOeponblo; yrnakoBka
GaHgeponuv; B3BELMBAHWE €e; HakneuBaHue Mapku (ecnu Het
LEHTpanu3oBaHHOW onnaTtbl MEepPeCbiNkKN); HanucaHue agpeca;
CoCTaBneHue onuncu

OOWH OOKYMEHT

3,6

16

paboTta c oTkaszamu

OOVH OTKa3

1,03

17

coobuieHne B oTAen obcnyxuBaHuWs O MonyvyeHWn oTkasa (gara,
npuynHa)

OOVH OTKa3

1,35

O6cnyxuBanne aboHeHToB No MBA

lNpuem 3akasos:

18

npu OTCYTCTBMM HOMepa aboHeHTa Ha GnaHke-3akase npoBepka no
KapToTeke aboHeHTOB, abOHMpPYETCS NN AaHHasa opraHu3aums

OOVH OTKa3

1,0

19

opraHusaums aboHupyeTcs: npocTaBreHne HoMmepa Ha
OnaHke-3aKa3e; CBepka agpeca, HasBaHus opraHM3auumn, amunum
otBeTcTBeHHOro no MBA; BHeceHne N3MEHEHUI B KapTOYKN

OOWH OTKa3

3,6

20

nepsn4yHoe 06pau.|,eHV|e aboHeHTa B TeKyweM rogy: npocraBsleHne

OOWH OTKa3

3,6
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B KapToyke roga obpallieHus, aaTbl

21

ochopmneHne aboHeHTa (opraHu3auus paHee He aboHMpoBanach):
npuceoeHne  abOHEeHTY  HOMepa;  3anofiHeHWe  KapTouKku
pernctpaumn aboHeHTa MBA wu pasgenutensa (dopmynsp);
yKkaszaHuWe MOfHOro HavMMeHOBaHWs  GubnunoTekn, MOYTOBOro
agpeca, TenedoHa, aMunun, UMeHn, oT4yecTBa OTBETCTBEHHOIO
nvua, gaTbl OTKPbITUA U HOMepa aboHeHTa

OauH abOHEHT

5,0

22

paccTaHOBKa PerMcTpaLuoHHbIX KapTOYEK B KapTOTEKY

ofHa KapTouka

0,32

23

oopmneHve  wusBeweHus ansa aboHeHTa  (CcTaHgapTHoe
nsseleHme o6 OTKPbITUM aboHemeHTa); 3anpoc HeaoCTaloLLMX
CBeAeHWI ANg KapTOTEKN TUMOBbLIM MUCbMOM

OQHO n3BelleHne

1,6

24

nposepka NpaBuIIbHOCTH 3anonHeHns 6naHka-3akasa,
3a00SMKEeHHOCTM aboHeHTa, nNpocTaeneHne Ha obopoTe 1-1 YacTu
OnaHka-3akasa (CTp. 2) cBOero wTemnens v gatbl MnonyveHus
3akasa B pybpuke "CnyxebHble OTMETKM 6ubnuotekapsa" npu
BbIMOMHEHUN W NepeHanpaBrneHMn 3akasa B CTpoke "panoHa,
ropoga"

OOVH
OnaHk-3aka3

3,8

25

nepefada Ha y4yactok paboTbl C OTKa3amMu  HenpaBUIbHO
0bOpMIIEHHbIX 3aka3oB (HET nedyaTtn, MOANUCU, HepasbopymBO
odopMIieHHbIE, HE Ha A3blke OpurMHana) W  3akasoB
aboHeHTOB-3a40MKHNKOB

oauH bnaHk

0,43

26

WwndpoBKa 3aka3oB abOHeHTOB; nogbopka 6GnaHKoB-3aka3oB MO
andasunTy; NpoBeEpKa HaNM4Msa AOKyMeHTa No kartanory

oauH bnaHk

2,7

27

MOAroToBKa [AOKYMEHTa K Bbidade: CBepka [JOKyMeHTa C
6GnaHKoM-3aKka3oM; MNPOBEPKA HanMUuusi CTPaHUL, W  COCTOSIHUS
OOKYMEHTa; npocTaBreHne Ha 6rnaHke-3akase (NMUEBOW CTOpPOHEe
1-n n 3-n vactm ctp. 1, 5) wndpoB [OOKYMEHTA; YyKasaHue
WHBEHTApPHOIrO HOMepa, KONMMYecTBa AOKYMEHTOB, AaThl Bblhauu;
Ha o006opoTHOM cTopoHe 2-n 4actu (cTp. 3) npocTaBneHue
wremnens OWMONMOTEKM C Ha3BaHMEM W MOYTOBLIM a4pPECOM,
yKa3aHue Cpoka BO3BpaTa, BroXeHue 2-m 4Yactu OnaHka-3akasa B
BblAaBaeMbli JOKYMEHT; NPOCTaBMNeHNe HoMepa 6GaHAepOnn BHU3Y

OOWH OOKYMEHT

14

28

MocTaHoBKa 3akasa Ha ovepedb (B Criyvyae 3aHATOCTU u3gaHus);
aboHeHTy oTnpaBKa U3BeLLEHUS

OfVH 3aKas

1,6

29

nepedada msgaHus Ha KonuvpoBaHue (Mpu 3akase Ha dparmMeHT
n3gaHus: cTaTbs U3 XypHarna, cOopHMKa)

OAVH 3aKas

2,7

30

oTnpaBka [OOKYMeHTOB aboHeHTaMm: ynakoBka 6GaHgeponu;
B3BelLMBaHMWE, HaKMeuBaHWe MapKW; HanucaHue anpeca;
cocTaBreHne onucu

OOVH OOKYMEHT

2,5

31

paccTtaHoBka ©OnaHkoB-3aka3oB (1-9 4acTb) Ha BblgaHHble
OOKYMEHTbI (BbICMaHHbIE) B KApTOTEKY OOCNy>XMBaHUs1 abOHEHTOB
B pasgen "BbiaaHHble no MBA nsgaHuns”

OOVH JOKYMEHT

0,32

32

GMGHMOFpa(*)VI‘-IeCKaFI /J,opa60T|<a HEBbINOJTHEHHbIX 3aKa30B,

OOVH OOKYMEHT

3,2
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yTO4YHeHVe 6Gubnuorpaduyecknx ceeaeHui
nsgaHuam

no cnpaBOYHbIM

33

BbiABINEHNE Hann4n4a sarnpaluinsaemMmoro JoKymMmeHTa B GubnunoTtekax
ropoga, permoHa

OOVH OOKYMEHT

10,2

34

odhopmneHve 3akasa K nepeHanpaBneHuo B apyrue 6ubnuorteku;
ykasaHne Ha oOOpOTHOWM CTOpOoHe 1-i YacTu GnaHka-3akasa (CTp.
2) NpuuMHbBl M gaTbl nepeHanpaeneHus (wtemnens "HeT B
6ubnuoTteke, HeT B BubnunoTtekax ropoga..."); OTMETKM O NPOBEPKE
Mo CnNpaBOYHbIM MU3OaHUSAM, curfbl BMbnuMoTek-oHaoaepxaTenen
Mo CBOAHOMY KaTanory

OVH 3aKa3

2,7

35

oTnpaBka aboHEeHTY M3BELLeHUs O MepeHanpasfieHnn 3anpoca C
ykazaHnem 6ubnuoteku, Kkyga oH oTnpasneH

OQHO n3BelleHne

1,6

36

perncTpaumsi otkasa B Y4YeTHbIX ¢opmax; oTnpaBka abOHEHTY
OnaHka-3akaza (3-10 4acTb) B Cny4Yae HEBO3MOXHOCTU
BbIMOSIHEHUSI C OTMETKON O MPUYMHE OTKa3a B COOTBETCTBYHOLLEN
pybpuke

OfVH OTKa3

3,6

37

npuvemM [OOKYMEHTa, BO3BpaLleHHOro aboHEHTOM; MonyyeHue Ha
noyte, BCKpbITME GaHOeponu; npoBepka COCTOSHWUS [OOKYMEHTA;
n3BrneyvyeHne 0OnaHka-3akasa U3  KapTOTEKM  ODCnyXuBaHus
aboHEeHTOB, yKa3aHMe Ha Hem [faTbl Bo3BpaTa [OKYMEHTa,
nepectaHoBka 6naHka-sakasza B pasgen  "BosBpalieHHas
nutepatypa"

OfVH OOKYMEHT

3,2

38

obecneyeHne KOHTPOJ14 3a CpOKaMu Nonb30BaHUA OOKYMEHTaMu:
BbiABIEeHNe OOIMKXHWUKOB, HanpasneHne HaNOMWHaHWI

OOWH JOKYMEHT

1,6

BbinonHeHne pabot B AC:

39

dopmmpoBaHme 0asbl OaHHbIX 006 aboHeHTax no
COOTBETCTBYIOLLEN hOpMe, BBOA MHGOPMALLMM O HOBOM aboHeHTe

OOuH abOHEHT

5,4

40

nouck B 6ase gaHHbIX cBedeHun 06 aboHMpoBaHMM OpraHu3auum;
BHECEHMNE N3MEHEHUIN

OOuH abOHEHT

3,6

41

BBOA MHpOpMaLMK O Mpreme 3aka3oB OT abOHEHTOB

OfVH 3aKas

0,27

42

BBOA MHGoOpMaUMM O MepeHanpaBneHun 3akasa,
MPUHTEP U3BELLIEHMS O NMepeHanpaBneHn 3akasa

BblBOA, Ha

OfVH 3aKas

1,6

43

BBO4 [aHHbIX O MOCTaHOBKE 3aka3a Ha oyepedb; CoobLLeHWe
aboHeHTy

OfVH 3aKas

1,6

44

percTpaumsi BblOaHHbIX aBOHEHTYy [OKYMEHTOB, MpOCTaBrieHue
Cpoka Bo3BpaTa

OOVH OOKYMEHT

2,7

45

yaaneHne n3 Mmaccmea AaHHbIX O BO3BpallEeHHOM OOKYMEHTE

OOVH OOKYMEHT

0,16

46

obecneyeHne KOHTPOJ14 3a CPOKaMun BO3BpaTa AOKYMEHTa: NOUCK n
OT60p OaHHbIX B NaMATU MallnHbl O 3a40JIKHUKaX; BbIBO Hy)KHOI7I
VIH(*)OpMaLI,VIVI Ha MNpuHTEp; pacnedyaTtka CrNMUCKoB C YyKa3aHneM

OauH abOHEHT

2,7
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agpeca aboHeHTa

1.7. MaccoBas pabota

Tabnuya 11

N HaumeHoBaHuWe npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHusi BPEMEHM,
MU/H.

1 2 3 4

MoaroToBka MaccoBbIX MEPONPUATUIA

OnpepenexHne TeMbl, cocTaBa ayAuMTOpWM, OTBETCTBEHHOrO 3a ofHo
MepornpusTMe B LENOM; COCTaBfeHWe nfaHa noaroTOBKW | Mepornpusatue
MEeponpusaTnsa, BOMPOCOB Ans  obcyxaeHws;  npurnawexHve
KOHCYNbTaHTOB, J1EKTOPOB; noabopka [AOKYMEHTOB MO Teme
MEPOMNPUATUSA; OpraHM3aumns BbICTaBKU nuUTepaTypbl, anbbOMOB;
OonoBellleHMe uuTaTenenm o MeponpusaTunm  Yepes  acuwm,
nybnvkaumm B neyatn, No pagvo, TENeBUAEHWIO; BblSIBNEHUE
BbICTYMaLWMX; nevatb W pacnpocTpaHeHne npurnacuTenbHbIX
OuneToB; NOAroToBKa MOMELLEHNs; NpoBedeHMe COBELLaHWs Mo
nutoram nNOArOTOBKU W MPOBEAEHUs MeponpuaTus, odopMrieHve
npoTokona:

1 |umTaTenbckasi KoHpepeHLms 4900,0

2 | nuTepaTypHO-XyOOXKECTBEHHbIA BeYep, BeYep OTPACNEBON KHUIN, 3340,0
auenyT

3 | Bevep BOMNPOCOB N OTBETOB, YCTHbIN XXypHan 2600,0

4 | kny6 no nHTepecam 2600,0

5 | oeTckuin yTpeHHUK 3900,0

6 | BUKTOpWHA, KOHKYPC, Urpa-nyTrewiecrame 3900,0

OpraHmsau,m:l KHWXHbIX BbICTABOK

CocTtaBneHve nnaHa opraHuM3auum W MNpOBEOEHVST BbICTaBKM;
BbIsIBNIEHNE U OTOOP OOKYMEHTOB; MOAFOTOBKA COMPOBOAUTENBHOM
OOKYMEHTAaLMKN K BbICTaBKE; CO3AaHME XYOO0XECTBEHHOMO NMPOEKTa;
MOHTaX BbICTaBKM; OpraHmMsaumsi MHGOPMaLMOHHO-PEKTAMHON
paboTbl MO nonynspuM3auMn BbICTABKW; MOABEOEHUE WTOroB
paboThbl

TemaTtuyeckme BbICTaBkM  0bWebubnmnoTeyHoro  Macwitaba,| oaHa BbicTaBKa
opraHusyemble Ha poHaax bubnuoTekn

Konun4ecTtBo aKCnoHaTOB:

7 |1-50 560,0
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[JokymeHT npegocTasneH KoHcynbTaHTI1oc
[ata coxpaHeHus: 01.06.2015

8 |51-100 1120,0
9 |101-200 2240,0
BbicTaBkM MO  OMpedeneHHoW OTpacnu 3HaHUA WUnu  Teme,
opraHusyemsle:
Ha cboHae GubnmoTekn ofHa BbICTaBka
KonunuyecTBo 3KCNOHATOB:
10 |1-50 310,0
11 |51 - 100 940,0
12 |101 - 200 1920,0
Ha cpoHae oTaena O[Ha BbICTaBKa
KonunyecTtBo 3KCNOHATOB:
13 |1-25 180,0
14 |26 - 50 360,0
15 |51 - 100 720,0
BbICTaVBKVI, MOCBSILLEHHbIE XWU3HU U OEeATEeNbHOCTW BblAAIOLMXCS | OfHA BbiCTaBKa
nogew
KonnyecTtBo 3KCMOHaTOB:
16 {1-10 47,0
17 |11-25 110,0
18 |26 - 50 210,0
BbicTaBkM Ha norikax crennaxen OfjHa BbICTaBKa
KonunyecTtBo 3KCNoHaTOB:
19 |1-5 25,0
20 |6-10 44,0
BbicTaBky HOBbIX MOCTYMNEHUI ofHa BbiCTaBka
KonunyecTtBo 3KCNoHaTOB:
21 |1-25 40,0
22 |26 -50 72,0
23 |51-100 160,0
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[JlokyMeHT npegocTaBneH KoHcynbTaHToc

[ata coxpaHeHus: 01.06.2015

Peknama 6ubnuoteku; pabota no NpMBReYeHUIo YntaTenen:

24 |nogrotoBka peknamHoro cooblieHuss B nedaTtb, MO paguo, oAHa 420,0
TeneBnaeHuo 0 paboTe onbnuoTeku, ocobeHHoCTAX | nybnukauus,
DYHKUMOHNPOBAHUS pPasfuyHbIX noapasgeneHvin, HoMeHknatype ofHo
ycnyr, npegocraBnsieMblx 61ubnmoTtekomn coobLeHre

25 |nogrotoBka nnakata o AesiTernlbHOCTU GubnuoTtekn (BbIGOp TEMbI, | OAMH Nnakat 210,0
onpegeneHne cogepxaHus 1 popmel, caaya B neyatb)

26 |opraHusaumsa  aKcKypcuu; npuem U odopmneHne  3asBKW, | 0OHa 9KCKYpCus 52,0
YTOYHEHUE TeMbI 9KCKYPCUIN U COCTaBa 9KCKYpCaHTOB
BbisiBneHve noTeHumnanbHbIX notpeburtenen
BMBIMOTEYHO-NHDOPMALIMOHHBIX YCryr BubnuoTeku:

27 | npocMOTp npecchl OOVH OOKYMEHT 6,8

28 |npocMoTp 1 aHanu3 AOKYMEHTOB KOHKYPUPYOLWUX (oupm OAWH OOKYMEHT 52,0

29 |BeaeHWe KapTOTEKN NOTPEBUTENLCKOrO PbiHKa OAHa KapTo4ka 1,3

30 | BCTpeun ¢ pykoBoautTenamm ompm, opraHusaunm, npeanpuaTnim OfHO 210,0

mMeponpusaTme

31 | cbop n nogroToBka maTepmanoB A5si UHPOPMaLUMOHHbIX BykneToB| oguH GykneT 7680,0
(obwmx, No OTAENBbHOMY NPOEKTY)

32 | pa3paboTka ansariHa u Mmaketa MHPOPMAaLMOHHbIX OYKIeToB oavH oyknet 14400,0

33 |obecneyeHne KOHTPONS KayecTBa rOTOBbIX WH(OPMAUMOHHLIX | OOWH OykneT 20,0
OykneToB

34 | noabop cyBEHMPHON NPOOYKLMK OfHO 1440,0

mMeponpusaTme

35 |noaroTtoBka pa3gaToyHbIX MaTepManoB MeponpuaTua OAHO 480,0

MeponpusaTme

MNpumeyaHue:

- BpPeMS OpraHu3aumu BbICTaBOK NiMTepaTypbl, MPOBEAEHNE MACCOBbLIX MEPOMNPUATUA N 3KCKYPCUIN B HOPMY
BPEMEHW HE BXOOWT;
- K HOpMaM BPEMEHU NMPUMEHSIOTCS MoBbIWaoLwme KoaULUMEHTBI: MPY OpraH1M3aummn Bble3OHOW BbICTaBKM -
1,1; NpY SKCNOHMPOBAHNM Ha BbICTaBKE NUTEPATYpbl HA MHOCTPAHHBIX s3blkax - 1,6, Mpu paboTe ¢ JOKyMEHTaMM Ha
sa3blkax Asumn n Adpuku - 2,0.

1.8. CnpaBo4yHasi 1 MHopMaLnoHHasi paboTa

Tabnuya 12
N HavnmeHoBaHue npouecca, onepaumun. CoctaB paboTbl EovHuua Hopma
n/n n3MepeHust BPEMEHM,
MWH.
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[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

1 2 3 4
Y4eT NoCTYNMBLUMX BTOPUYHbBIX AOKYMEHTOB (KapTO4ek)
CyMMapHbI y4eT KapToYeK B XXypHane nocTyMneHni 1 BulbbITUA B|  ogHa napTus
PErMcTpaLMOHHLIX KapToTeKax
Yuncno nocTynmBLUMX KapToYek:
1 (1-110 19,0
2 |111-220 63,0
3 [221-600 160,0
4 | BbISIBNEHWE HEBbLIMOMTHEHHbLIX 3aKa3oB; COCTaBfeHMEe 3asiBKM Ha OOVH 3akas3 4,5
HEBbIMOJTHEHHbIE 3aKas3bl
OpraHusauusa cnpaBodHo-6mbnunorpadguyeckoro annapata (CBA)
MpocMOTp M OTOOP AOKYMEHTOB W3 TEeKyLUMX MOCTYNNeHWh Ans
BkrtodeHnsa B CBA, B TOM uncne KpaeBegyeckun kaTanor:
5 |kHura oHa KHura 3,2
6 | cOOpHUK ojgHa ctatbs 2,7
7 |XypHan OfHa cTaTtbs 2,7
8 |raseta oHa cTaTbs 1,6
9 |6ubnuorpaduyeckoe nocobune OfHa 3anucb 0,5
10 | neTonuch KHWXHbIX, XXyPHarbHbIX U ra3eTHbIX cTaTen OfHa 3anucb 0,83
11 | NPUKHWXHBIN BUBMorpauYecknin CnMcok OfHa 3anucb 0,5
CocraBneHne 6ubnunorpaduyeckon 3anncu OfHa 3anucb
KonunuecTtBo anemeHToB Gubnmnorpaduryeckon sanncu:
12 |1-4 3,2
13 |5-6 0,5
14 |7-9 6,0
CocraBneHve aHHoOTauMKu, W3y4YeHMe [OKYMEHTa, HanvcaHue | ogHa aHHoTauus
TekcTa:
15 | aHHOTUpOBaHUE KHWUT 260,0
16 |aHHOTUpOBaHWe cTaTen 156,0
17 |aHanuTuyeckass POCMUCb  KYpPHamnbHbIX, TA3€THbIX CTaTen,| OAWH OOKYMEHT 3,8
cbopHMKOB, OubNMorpadu4eckmx nocobuii: O3HaAKOMMNEHne C
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[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

cogepxaHnem nsgaHuaA; coctaBneHne aHanuMTU4eckon pocnucu

MpocMOTp  NOCTYMMBLWMX  WUHAOPMAUMOHHBIX  (BTOPUYHBIX)
OOKYMEHTOB M ux oTbop anda BknoyeHua B CBA (nepBuuHbIf
oTbop)

MpocMoTp MHPOPMALIMOHHOIO n3aaHns (B TOM YMUCNe KapTo4ku) n
oThOp M3 HUX [OKYMEHTOB Ans  BkoyeHuss B CBA;
cuctemMaTmMsaums KapTodek MO Turnam KaTanoroB U KapToOTek;
npoBepka MHAEKCOB; pacCTaHOBKA KapTOYKM

OfHa kapTouka

Yucno KapTO4ekK:

18

1-10

18,0

19

11 - 100

165,0

20

101 - 300

490,0

MpocmoTp u oTtbop kaptodek B CBA € uenbio uM3bATMA Wnn
nepemeLleHns (BTOPUYHbIA O0TOOP):

21

M3bSTUE W3 KaTanoroB U KapTOTEK KApTOYEeK Ha [OKYMEHTbI,
CNucaHHble n3 doHaa; npocMoTp KpaeBeaYeCKuX,
oubnunorpadunyeckmx 1 dakrorpapuyecknux KapToTek, nsbatne us
HAX  KapTOYeK Ha  [JOKYMEHTbl, MNOTEpsiBLUME  LEHHOCTb,
nepeBeieHNE KapTOYeK B apXWUBHblE KAPTOTEKM (YHUYTOXEHUE);
BHECEHME OTMETKM B >XypHane ydeta W perncTpaumoHHOMN
KapToTeke

ofHa KapToyka

15

OpraHusauus reHepanbHoro cuctemaTnyeckoro katanora (FCK):

22

npocMOTp UK OTOop [AokymeHToB Aansa  BkmodeHus B [CK;

0dopMIIeHNE KapTOoYeK

OOWH OOKYMEHT

2,7

23

HanncaHue n pacctaHoBKa pasgenutens

OAVH
pasgenutens

1,7

Pepaktnpoeanue 'CK:

24

ucknoyeHne n3 NCK kapToyek Ha [OKYMEHTbI, YCTApeBLUUX WK
HenpoUnbHbIX, NepeBedeHne UX B apXMBHYK 4YacTb (U3bATUE);
AeTanu3auus pasgenos

oJHa KapToyka

15

25

HanucaHune HOBbIX pasgenutenen

OAVH
pasgenutens

14

OpraHu3zauust KapToTekn NepcoHanmi:

26

onpeaeneHne U CocTaBrieHNe NepeyHs NL, CBEAEHUS O KOTOPbIX
oTpaxatTcs B KapToTeKke; NMPOCMOTP MHGOPMAaLMOHHBIX U34aHWN,
NepBUYHbIX LOKYMEHTOB; OTOOP [OOKYMEHTOB [Afsi BKMOYEHUS B
KapTOTeKy

OOVH OOKYMEHT

15

27

TEXHNYECKaA W coaepxXaTtelibHad 06p360TKa OOKYMEeHTOB [O51A
BKIMIOYEHNA B KapTOTEKY, paCCTaHOBKa KapToO4ekK Mo aJ'ICbaBVITy

OOVH OOKYMEHT

2,7

KoHcynbTaHTIINIOC
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"O6 yTBEpXXAEHUN TUMOBbIX OTPACNEBbIX HOPM TpyAa Ha paboTsl,
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[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

dhammnuin aBTopoB 1 No BUAaM AOKYMEHTOB
28 |HanucaHue 1 paccTaHoBKa pasgenurenen OAVH 1,4
pasgenuTens
OpraHusauuns dakrorpaduyeckon kaptoteku (PK):
29 |onpepenexHve npegmeTta, OObEKTa U OCHOBHbIX MPWU3HAKOB ANS | OOUH LOKYMEHT 2,7
oTpaxeHus B ®K; npocMOTp AOKYMEHTOB 1 OTOOP ANSA BKIOYEHUS]
B ®K; 3aHeceHMe OTOOpaHHbIX CBEOEHWA Ha  KapTbl
MHOPMALIMOHHOIO MaccmBa C BHECEHMEM COOTBETCTBYIOLLMX
OTMETOK B MOUCKOBbIN MaccuB (hakTorpadnyeckon KapToTeKN
30 |pepaktupoBaHme ®K; nposBepka NpaBUNBHOCTU  BHECEHWS | OOUH OOKYMEHT 1,6
cBedeHun 1 ykasaHuin 06 NCToYHMKax MHopmaLlmm
31 |HanucaHue 1 paccTaHOBKa pasgenurenen OAVH 1,4
pasgenuTenb
OpraHusauns TemaTuyeckmx nanok ra3eTHbIX BblPe3okK:
32 | NpOCMOTP raseTHbIX BbIPe30K, cMcTeMaTmsaumns nx ofHa BbIpe3ka 2,5
33 | ocbopMneHne BbIPE3OK AN XpaHEHMs B TeMaTUYeCcKMxX nankax;| OAHa Bblpeska 3,2
KpaTKoe OnmcaHne UCTOYHUKA, HaKIemBaHne Ha KapToyku
1.8.1. CnpaBoyHo-6ubnuorpaduyeckoe obcnyxumsaHune
Tabnuya 13
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mMepeHnst BPEMEHM,
MWH.
1 2 3 4
Mpnem Gubnuorpadmyecknx 3anpocos:
1 |npuem OGubnuorpacpmyeckoro 3ampoca; YTOYHEHME TeMmbl,| OAMH 3anpoc 0,43
LEeneBoro M 4YMTaTenbCKOro Ha3HaAYeHWUs, MOMHOTbI MCTOYHMKOB,
TMMOB, BUAOB N XPOHOMOrMYECKUX PamMOK 3arnpocoB
BbInonHeHne cnpaBok
BbinonHeHne TemaTUYeCKON CNpaBKkK; MOUCK M OTOOP AOKYMEHTOB; | OfHa CrpaBka
cocTaBrieHme 6ubnmnorpaunyeckoro onMcaHus
[MMCbMEHHO; KONMMYECTBO UCTOYHUKOB:
2 |1 3,0
3 |2-5 15,0
4 16-10 30,0
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[okymeHT npepoctasneH KoHcynsTaHTIoc

[ata coxpaHeHus: 01.06.2015

YCTHO; KONNYECTBO UCTOYHUKOB:

5 |1 2,0
BbinonHeHne agpecHo-6ubnunorpadmnyeckon CnpaBky;
YCTaHOBIMEHME Hanuunsi UM MecTa HaxOXOEHUS LOKYMEHTa Unu
€ro yacTu B poHge 6ubnmnoTeku
MUCbMEHHO; KONMMYeCTBO UCTOYHUKOB:

6 |1 2,0

7 12-5 12,0

8 |6-10 24,0
YCTHO; KONUYECTBO MCTOYHUKOB:

9 |1 15
BbinonHeHne  yTouHsowen — Gubnuorpadmyeckon  cnpaeky, | OfHa cnpaeka
yCTaHaBnmBaroLLen n (vnn) YyTOYHAOLLEN 3NEeMeHThI
onbnunorpadn4eckoro OnNUCaHus, KOTOpble OTCYTCTBYOT WK
NCKaXKeHbl B 3anpoce yntartens
[MMCbMEHHO; KONMMYEeCTBO UCTOYHWKOB:

10 |1 2,7

11 |2-5 14,0

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

13 |1 1,6
BbinonHeHne dakTtorpaduyeckon cripaBku, YyCTaHaBnMBalLWen| oOfHa crpaska
KOHKpPETHble CBEOEHUS O TeX WIM WHbIX OObekTax, CoObITMAX,
npoueccax, garax
[MMCbMEHHO; KONMMYECTBO UCTOYHUKOB:

14 |1 2,7

15 |2-5 13,5

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

17 |1 1,6
KoHcynbTaums y cnpaBoyHo-6ubnunorpacdmyeckoro annapara:

18 |npoBeaeHne Gecenbl O CO34AHMN U UCMOMNB30BAHUM CMPaBOYHOIro ofHa 4,2
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[JlokyMeHT npegocTaBneH KoHcynbTaHToc

[ata coxpaHeHus: 01.06.2015

annapara, No MeToguke 6ubnuorpacmyeckoro noncka

KOHCYyInbTaluna

BeneHue (bOHﬂ,a BbINOJTHEHHbIX CNpPaBOK:

19

oTbop cnpaBku ans ooHAa, pasnoxeHvue No nankam (KoHBepTam);
odopMreHne cripaBku

OHa CcrnpaBka

4,2

20

COCTaBlieHMe KapTOYkn OnAd apxXuBa; YyKa3aHue nopAankoBoro
HOMepa, TeMbl, AaTbl BblAa4N; NOCTAHOBKA KapTOYKU B KapTOTEKY
apxuBa BbINOJTHEHHbIX CNPaBOK

ofHa KapTouka

2,7

PaboTbl B pexxume AC:

21

dopmupoBaHne [CK; BeBog B 6asy [aHHbIX aHanUTU4eCcKon
POCMNUCK ra3eTHO-XypHanbHbIX cTaTen, COOPHMKOB

ofHa KapTouka

2,0

22

nouck n otbop dubnunorpadunyeckmx 3anmcemn no ycroBusam

ofHa KapTouka

2,7

23

BbIBOA, Ha 3KpaH bubnwuorpadmyeckon 3anucu Unu otTaenbHbIX U3
Hee cBeAeHu; pacneyaTka

ofHa KapTouka

1,6

1.8.2. bubnuorpadunyeckoe MHpopMmMpoBaHmne

Tabnuuya 14

n/n

HanmeHoBaHune npouecca, onepauun. CoctaB paboTbl

EavHnua
n3mepeHusi

Hopma
BpPEMEHM,
MWH.

2

4

BbisiBneHve WHGOPMaAUMOHHBLIX MNOTPeBGHOCTEN CcneunanucToB
MEeTOO0M aHKETUPOBAHUS:

onpefeneHne  KOHTUHreHTa  notpebutenen  mHdopMauuu;
pa3paboTka 3asBOK AN onpedeneHust  MHOPMAaLMOHHbIX
notpebHocTEN (3anNpocoB); pacchifika (pacnpocTpaHeHNe) 3asiBOK;
obpaboTka MOMy4YeHHbIX 3asBOK; cocTaBreHne Ha 0Oase
MOMYyYEHHbIX [aHHbIX KapTOTEKM KOHTUHreHTa noTpebutenei
nHdopMaLnM 1 nx MHPOPMALIMOHHBIX NOTPEBHOCTEN (3anpocoB)

OOVH
notpeburens

34,0

BbisiBneHne WHMOPMAaLNOHHBLIX MOTPEOHOCTEN CneuManuMcToB Ha
OCHOBE aHanu3a NnaHoOBO-OTYETHON JOKYMEHTALWN:

oTbOp, U3yyeHve, aHann3 OTYETHbLIX JOKYMEHTOB; (DOPMUPOBaHME
TEMaTVKM CNPaBOYHO-MHGOPMAaLMOHHOIO OGCYKNBAHMS B pa3HbIX
pexumax

OJVH OTYETHbIN
OOKYMEHT

24,0

pacrnipedeneHne  TeMaTU4Yecknx  pyopuk  MHAOPMALMOHHBIX
noTpebHocTeld Mo nogpasdeneHusiM,  y4yacTByOWUM B
CNpaBOYHO-MHGOPMALMOHHOM 0GCIYXMBaHUN

ofHa pybpuika

2,7

3aknioyeHne c aboHeHTaMM [JoroBopa Ha WH(OPMaLMOHHOE
obcnyxuBaHue:
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[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

4 |aHanuM3 [JaHHbIX O  3auHTEpPecoBaHHOCTM  abOHEeHTOB  B| OAMH JOroBOp 2300,0
NHOPMALMOHHOM OOCMYXMBaHUA U pexmnmax u3bmpaTtenbHOro
pacrnpocTpaHeHNss U PETPOCMNEKTUBHOrO MOUCKA; 3aKkmiovyeHne u
nepecmoTp Jorosopa

dopmumpoBaHne cetn aboOHEHTOB cucTembl M3buMpaTenbHOro
pacnpocTpaHeHns nHgpopmauun (UPW):

5 |onpeneneHne KOHTUHreHTa aboHeHToB cuctemsl IPU; BbisiBneHne | oguH aboHeHT 34,0
TUNOBLIX W WHAMBMAYAmNbHBLIX 3anNpPOCOB abOHEHTOB; WU3y4YeHue,
Knaccudukaumusa, MHOEeKCUpoBaHne 3anpocoB; BBeAeHWE OaHHbIX O
3anpocax B afpecHyto KapToTeKy

[NoaroToBka curHanbHOro onoselleHns B cucteme NP

BbisBneHve, npocMoTp M OTOOp MaTepuanoB U3 TeKyLwux OfHO
NoCTYNneHun; pacnpegerneHne OTobpaHHbIX MaTtepuanoB WU3| OnoBelleHue
TEKyLMX NOCTYnreHn no aboHeHTam

KonnyectBo NPOCMOTPEHHBIX JOKYMEHTOB:

6 [1-2 3,0
7 13-4 12,0
8 |5-10 32,0

MoaroTtoBka Nogbopok cUrHanbHbIX OMoBeLLEHMI B cucteme NPU

3anonHeHne 6GnaHka-zakasa Ha TUpaXUpOBaHWE, perucTpauLuio 04Ho
MOCTYMNMBLLMX KOMWiA, MPOBEpPKa MX KayecTBa M 3K3EMMMSPHOCTU; | OnoBeLleHne
3anonHeHne conpoBoanTENbLHON AOKYMEHTaumum

KonunyecTtBo 3anpocos.:

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

MpocmoTp n oTHop AokymeHTOB And Beoga B AC

MpocMoTp MaccuBa NOCTYMNMBLUMX AOKYMEHTOB; OTOOP AOKYMEHTOB | OAMH JOKYMEHT
COOTBETCTBYOLLEV TEMATUKN 1 BBeAeHUe B 6a3dy AaHHbIX AC

OT60p NEPBUYHBIX JOKYMEHTOB:

13 |1-50 290,0

OT60p BTOPUYHBLIX JOKYMEHTOB:

14 {1-50 110,0
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[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

15 |noaroToBKa kapTo4vku Ans pabdouymx kaptoTek P O4HO onucaHue 2,7
16 |noaroTtoBka TpadapeToB ¢ kapToukamu PU ona TupaxupoBaHusa | oguH Tpadapet 14
KoppekTrpoBKka BbIXOOHbLIX TabynarpaMmm:
17 | oCHOBHOW psa o[iHa 3anucb 2,7
18 |BcnomoraTesnbHbIv YKasaTenb oHa 3anucb 1,6
19 |pepakTypoBaHMEe BbIXOAHbIX TabynsrpamMMm UK odopMIleHWe | ofgHa 3anuch 4,2
OOKYMEHTOB
20 | paspeska, pacnedaTka nogbopokK Ha OTAENbHbIE ONUCAHKS OAHO onucaHue 1,6
KoppektupoBka cuctembl VIPU no pesynbtatam aHanusa kapT
obpaTHon cBs3n
O6paboTka n aHanu3 kapTbl 0O6paTHOM CBSA3U; BHECEHUE OLEHKU OofHa kapTa
CUrHanbHOrO  OMOBELUEHN B  YYETHyH KapTy aboHeHTa;
KOPPEKTUPOBKa CUCTEMbI Ha OCHOBE aHanu3a KapT obpaTHom
CBA3N
KonunyecTBo kapT:
21 (1-7 70,0
22 (8-10 75,0
23 [11-15 80,0
24 (16 - 20 85,0
Bblaaya 4okyMeHTOB Mo 3anpocy:
25 |BbisiBIeHMEe W OTOOP [OOKYMEHTOB (M34aHWsl) MO 3anpocy B| OAWH OOKYMEHT 1.4
CNpaBOYHO-UHOPMALMOHHOM  dhoHAE, OMOpMIIeHNe BblOaun
OOKYMEHTOB B YyCTaHOBNEHHOM Mopsiagke
"pynnoBoe 6ubnunorpadunyeckoe NHPOPMUPOBaHHUE:
26 | dopmumpoBaHue coctasa rpynnbl aboHEHTOB OaVH abOoHEeHT 720,0
27 |yTOYHEHWe TeMbl, cornacoBaHne UCTOYHUKOB UH(opmMaLnm, BUa0B ogHa Tema 3,6
OOKYMEHTOB
28 | cocTaBneHne perMcTpaumoHHOM KapToYKn OfHa KapTo4ka 1,6
Mogbopka [OKYMEHTOB pfAnsi WHGOpMauuW; COCTaBMNeHVWE W | OfHa KapToyka
HanMcaHWe OMOBELLEHMS; OTMpaBKa OMOBELLEHMS; 3anucb B
KapTO4KM MHpOpMaLMK; aHanNn3 KapTbl 06paTHOW CBA3N
IMMCbMEHHO; KONMMYECTBO N30aHWUN:
29 (1-5 12,0
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30 [6-10 24,0

YCTHO; KONWUYECTBO M3OaHUN:

31 (1-5 12,0

OnepaTtnBHOe MHMOPMUPOBAHUE MO 3arnpocy:

32 |copmupoBaHMe ceTM abOHEHTOB, BbISIBMEHME TUMOBbIX W | OAWH aBOHEHT 4,4
UHAMBMAYaNbHbIX 3aMPOCOB NoTpeGUTener

33 |uM3yyeHue, Knaccugukauma 3anpocoB; BBedEeHWe [aHHbIX O OAuWH 3anpoc 6,3
3anpocax B afpecHyto KapToTeky

Hanucanuve 0630pOB N cnpaBoOK

BbigaBneHve ©n  0OTOOP WCTOYHUKOB;, 0OpaboTka WM aHanu3 | OguUH aBTOPCKUIA
OTOGpaHHbIX OOKYMEHTOB; HanucaHwe TekcTa ob3opa (cnpasku); (aBT.) nuct
noaroToBKa PyKOMUCK K nevaTu

O630p (cnpaBka) N0 NEPBUYHBIM NCTOYHMKAM:

34 | Ha pyCCKOM SA3blKe 5400,0
35 | Ha MHOCTPaHHOM £i3blke 7200,0
36 | 0630p (cnpaBka) N0 BTOPUYHBIM UCTOYHUKAM 4100,0

OpraHuzauna u npoBedeHne YCTHbIX  Bubnuorpadunyeckmnx
00630pOB HOBbIX MOCTYMIIEHUN

OT160p HOBbLIX MOCTYMNSEHNIA MO 3apaHee OO0BbABNEHHOW TEMATUKE; oavH ob3op
cucTeMaTmMsaums MCTOYHMKOB MO TemMam, MpPOCMOTP M aHanua
OOKYMEHTOB; nogbopka Ombnuorpaduyeckmx onmcaHum, KpaTKmx
aHHoTauun, pedepatoB Ha OTOOpPaHHbIE WUCTOYHWKW; MOLrOTOBKA
pykonucu 6ubnuorpadumyeckoro ob3opa

KonunuyecTBo NpoCMOTPEHHBIX 1 0TOBPAHHBIX [4OKYMEHTOB:

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

MogroToBka GONNETEHS HOBBIX MOCTYNIEHWN

YTOouHeHVe (onpedeneHne) TemaTMyecKMx rpaHuL, Mnoucka W |opHa GonneteHb
oTOopa [OOKYMEHTOB; co3faHve pyOpukatopa OlonneTeHs;
BbisiBNleHMe U OT6Op [JOKYMEHTOB B MacCuBe  TEKyLLUX
MOCTYMNIEHNA WCTOYHUKOB WHGOpPMaumM; nogbopka aHHOTaLuiA,
pedepaTtoB, UX cucTteMaTusaums

KonnyecTtBo n POCMOTPEHHbIX OOKYMEHTOB!:
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[ata coxpaHeHus: 01.06.2015

41

1-37

60,0

42

38 - 60

90,0

43

61-95

180,0

44

96 - 150

320,0

45

151 - 380

960,0

OpraHusauuns 1 nposegeHune "[Ha nHopmaummn™:

46

onpegeneHne  TeMbl;  COCTaBfieHME NNnaHa  MNpOBEefEeHMUs;
BbiSIBIIEHWE W [JOCTaBka [AOKYMEHTOB W3 COOTBETCTBYHOLLMX
noapasgenexHuin 6MbnMoTekn; NpPoOCMOTP M OTOOP [AOKYMEHTOB;
npurnawieHue cneunanncToB-KOHCYNbTaHTOB; noAaroToBKa
BbICTABKM  NUTepaTypbl;  OMOBELUEHVWe  3auHTepPeCOoBaHHbIX
opraHuM3aumMi U chneuuanucToB;  0QOPMIIEHNE  BbICTaBKY;
HanuMcaHWe KpaTKMX aHHOTaUMi; opraHusauusi cbopa 3asiBOK Ha
OOKYMEHTbl, WX Bblgava, KOHCYNbTUpOBaHWE, [OEXYPCTBO
onbnnorpadoB; NpoBeAeHNE aHanM3a MeEpPoONPUATUS

0fHO
mMeponpusiTue

640,0

Opranusauua n nogrotoska "[Hsa 6ubnuorpacpun”, "OHa nocobua":

47

YTOUYHEHWE  TEMBbI; COCTaBfneHne  nnaHa;  odopmreHue
BbICTaBKU-NPOCMOTPA; NnoaroToBka 0630pa; noaroToBka
KOHCyNnbTaUWKW;  COCTaBfE€HWE W  HanucaHue  OObABMEHUS;
COCTaBfiEHME W HanNUcaHue MpUrNacuTEmNbHbIX MUCEM, WX
pacchifika; npurnaweHne 3anHTepPecoBaHHbIX NUL MO paguo, Mo
TenedoHy, NIMYHO

04HO
mMeponpusaTue

1940,0

OpraHnusauus n nposegenune "[Hs cneumanmcra”

Onpenenexve Tembl "[HA cneumanucta" ¢ 3aMHTEPECOBaHHbIMU
opraHusaumsiMm, oopMbl NPOBEAEHMS (CTaLMOHapHasi, Bble3aHas),
OTBETCTBEHHOIO 3a MeponpusiTUE B LIESIOM; COCTaBrfieHMe nnaHa
MEpOoNpuUATUS, NporpamMmbl noucka M otéopa MHPOPMALMOHHBIX
MaTepuanoB; NOAroTOBKA OTKPbITLIX MPOCMOTPOB M TEMaTUYECKMX
BbICTABOK NuTepaTypbl MO cheumanbHocTh, dubnuorpaduyeckme
0030pbI; 3akas nekuum, KMHOUITbMA; onoseLlleHne
3aMHTEpPECOBAHHbIX  OpraHu3auuni;  odopMIIEHME  BbICTaBKMU;
opraHunsaums OexypcTea onbnuorpagos,
KOHCYINbTaHTOB-CNeUnanucToB; obecneyeHne BblgayYvM u3gaHun
UM UX KOMWUA BO BPEMSI MEpPOnpUSTUS WM HenocpenCcTBEHHO
nocrie Hero; 4EMOHCTpaLUMs BbICTaBKWU; aHanu3 pesynstatos "[HA
cneyuanmucra”

04Ho
meponpusaTue

Yucno conyTcTBYHOLUX MEPONPUATUIA:

48

1-2

1940,0

49

3-4

2600,0

50

5-6

3500,0
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[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

51

7-8

4600,0

MpumeyaHune: Bpems nposegeHus "OHs uHdopmaummn”, "OHs cneuymnanucta”, "OHsa 6ubnuorpacmun” B Hopmy
BPEMEHWN He BXOAMUT.

1.8.3. MiHdpopmaumoHHas paboTa

Tabnuua 15

n/n

HaunmeHoBaHue npouecca, onepauuu. CocTtaB pa6OTbI

EanHnuga
n3mepeHusi

Hopma
BPEMEHM,
MWH.

2

4

MogroToBka nonynsapHbIX Gubnuorpadunyecknx nocodui

Bbibop Tembl nocobus; BbigBrieHMe wn  OTO6Op OOKYMEHTOB,
hopmMmrpoBaHue pasaenos NOCOOUSA; aHHOTUPOBAHWE OOKYMEHTOB;
nogbopka  dakTtorpacmyeckoro  martepuana, WnnCTpauui;
HanuMcaHWe TeKCTa; COCTaBMneHue BCroMoraTerbHbIX yKasaTenew;
KOHCyMbTaumMM y CrneuManucToB Ha pasnuyHbIX 3Tanax paboTbl;
obcyxaeHne pykonucu Ha 3acedaHun Hay4yHO-MEeTOAMYECKOro
(pemakuMoHHOro) coeeTa; AopaboTka PyKONMUCKM MO 3aMeYaHusiM;
cAaya pykonvcy B nevarb:

COCTaBneHne nonynspHoro OGubnuorpadgpuyeckoro ykasarens,
nyTeBOAUTENS, CNpaBOYHMKA

OAWH aBT. NTUCT

13500,0

noaroToBka KOMMEHTapueB, npuMeYaHuii
MOMynsIPHO-MPOCBETUTENBHOIO  Xapaktepa, He  TpebyloLmx
cneumanbHbIX UCCreaoBaHuin

OAWH aBT. NMUCT

5400,0

NoAroToBKa KOMMeHTapues, nprMmeYaHmnii
Hay4YHO-MCCnenoBaTenbCKOro Xxapakrepa

OAWH aBT. NMUCT

10800,0

MopgroToBka PETPOCNEKTUBHBIX Hay4YHO-BCMOMOraTesbHbIX
Bubnmorpaduyeckmx ykasatenemn:

BbIOOp TEMbl; CO3O0aHME aBTOPCKOTO KONJIEKTUBA; paspaboTka
WMHCTPYKTUBHO-METOANYECKME MaTepuarnoB; BbisiBNeHWE U OTOOp
OOKymeHTOB; paboTa Hag OGubnuvorpadmyeckon  3anuchblo;
aHHOTMpOBaHUe; Gubnuorpaduyeckas rpynnMpoBKa; CoCTaBreHne
BCMoOMOraTenbHbIX yKkasaTenen; obcyxaeHne pykonucu ykasartens
Ha 3acefaHMM Hay4YHO-METOAMYECKOro (peaakuMOHHOrO) COBETA;
gopaboTka MO 3aMedaHusiM; chada  pykonucu B MevaThb;
coctaBneHne 6Gubnuorpadumyeckoro ykasatens no akTyanbHOW
TEMATUKE C XPOHOMOIMYECKUM OXBaTOM OT 2-X A0 5-T net u
aHHOTaUMUsIMU, NOSICHSAOLUMM Ha3BaHUS

OAWH aBT. NTUCT

9720,0

CocraBneHune 6VI6]'IVIOFpa(*)W~IeCKOFO yKasatena no KOMMJIIEKCHbIM
n MeXxoTpaclieBbiM npoGnemaM obuwero u pernoHanbHOro
cogepxaHumda C XPOHOJNIOTMYECKMM OXBaTOM 1 - 2 ropa, ¢
aHHOTauunAaAMHn, NOACHALWMMN Ha3BaHUA:
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5 | Ha pycckom s3blke 9720,0
6 |c BkmodeHnem ot 30% po 40% ob6bema nybnukauui Ha 11000,0
NHOCTPaHHbIX A3blkax
7 |cocTtaBneHve aHHOTUPOBAHHOIO OMGNMorpadnyeckoro ykasaTtensa| OguH aBT. NINCT 18800,0
MHOrOOTPAacrieBOr0 CoAepXaHUs C XPOHOITOMMYECKMM OXBaToOM [0
100 netr u 6Gonee, TpebyloLWero CMMIOWHONO MPOCMOTPa
OOKYMEHTOB, COXHbIX Oubnmnorpaduyecknx pasbiCKaHui, y4veTa
BCEX NepeusgaHui nybnukaumi M uX XapakTepUCTMKA NyTem
CINNYEHNsT TEKCTOB
MoproToBka aHanUTU4eckoro ob3opa
BbigsBneHve wn oOTOOp [OOKyMeHTOB pAns o63opa; noaroTtoBka| OAWMH aBT. NMUCT
pybpukaTtopa npegmeTa 063opa; nsyvyeHue n oueHka OOKYMEHTOB;
cucTemaTmnsauus MaTepuana; cocTaBneHue TekcTa
aHanuTuyeckoro o63opa; obcyxaeHne pykonucu Ha 3acefaHuu
Hay4YHO-MeTo4MYEeCKOro  (pefakumoHHOro) coBeTa, pAopaboTka
o630pa no 3amevaHuaM; caada B neyatb:
8 | no pycckuM nepBUYHBIM UCTOYHUKAM 9720,0
9 | no cMeLwaHHbIM NepPBUYHBIM UCTOYHUKaM 10800,0
10 | no MHOCTPaHHbLIM NEPBUYHBIM NCTOYHUKAM 12400,0
MoaroToBKa aHaNUTMYECKOW CNpPaBKu:;
11 |BbisiBneHne n otbop LOKYMEHTOB ANS aHanMTUYEeCKOW CnpaBkW, | OOWH aBT. NIUCT 5200,0
n3yyeHune, aHanua, oueHka MU cucTemMaTusauus ux; cocTtaBneHve
TeKcTa crnpaBku
MoaroToBka pedepaTnBHoro o63opa
BbisiBneHne 1 otbop OOKymMeHToB Anda pedoepaTuBHoro ob3opa, | OAuH aBT. NMUCT
M3yyeHne W  aHanuM3 uX; pedepupoBaHNE  WCTOYHMKOB;
cucTemMaTmMsaumusl TEKCTOB  aHHOTauUWW; COCTaBMneHuMe TeKkcTa
pedepatmBHoro o63opa; obcyxaeHne ob3opa Ha 3acegaHum
Hay4yHO-MeToANYECKOro (pedakuMoHHOro) coBeTa; [gopaboTka
0630pa no 3ameyaHusaM; cgada B nevaTb:
12 | no pyCcCKUM MCTOYHUKaM 5200,0
13 | no cMellaHHbIM UCTOYHUKaM 6480,0
14 | No MHOCTPaHHbBIM UCTOYHMKaM 7300,0
CocTtaBneHue akcnpecc-mHopmauum:
15 |BbISBNEHME M OTOOp MaTtepuana no Teme, CUCTeMaTM3aums ero | OAuvH aBT. JIUCT 3840,0
NMoAroToBKa Ans nevyatu
CocraBnenuve Gubnuorpaduyeckon 3anucw, aHHoTauuw,
pedepata
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CocTtaBrneHne 6uGnuorpadnYeckoin 3anucu: usydeHue U aHanms
[IOKYMEeHTa; CoCTaBlieHNe 3arofioBka onmncaHus; NpoBepka 3anucy,
BHECEHMWe UcnpaBreHnii

OfHa 3anuncb

KonunyecTtBo anemeHToOB 6M6nworpacbwquKoro onncaHua:

16

3,2

17

5,4

18

6.4

CocTaBneHne aHHoOTauuu; n3yyeHne wun aHanmi [OOKyMeHTa,
HanncaHme TekCcta aHHOoTauuu:

O[Ha aHHOTauuA

19

aHHOTUpPOBaHMe KHUr

270,0

20

aHHOTMPOBaHWe cTaTemn

160,0

21

CoCTaBrneHne pedepaTta: WU3ydyeHWe W aHanu3 [JOKyMeHTa, Ha
KOTOPbIN COCTaBnAeTCA pedyepart; HanucaHue TEKCTa; BHECeHue
ncnpasneHumn

OOWH aBT. NNUCT

5920,0

AHanuTuMyeckas pPOCMUCb  KypHarbHbIX, Ta3eTHbIX CTaTen,
cbopHuMKoB, Bubnuorpadguryecknx nocobui;

22

O3HakomMIieHne Cc cogepxaHnem n3gaHuna; cocTaBlieHne
aHannTn4eckKoro onncaHnsa Ha ctaTbio

ofHa cTaTbs

3,6

Moppepxka canta GubNMoTekn n oTaenNbHbLIX MPOEKTOB:

23

BEpCcTka CTpaHuL cailTa, pasMeleHve  NoAroTOBIIEHHOIO
MaTepuana B COOTBETCTBYHOLLNA pa3aden canta

OAWH aBT. NMUCT

300

MpumeyaHue: HopMma BpeMeEHM Ha cocTaBneHne oubnuorpaduyeckoro nocobus gaHa vM3 pacdeta paboThbl
ABTOPCKOrO KOSJekTMBa.

1.9. MepeBog 1 nepepaboTka MevyaTHbIX TEKCTOB C MHOCTPAHHbLIX S3bIKOB Ha PYCCKUIA M C PYCCKOro Ha
MHOCTPaHHbIE SA3bIKK

Tabnuuya 16
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eavnuua Hopma
n/n n3MepeHust BPEMEHM,
MUH.
1 2 3 4
lMepeBopn TEKCTA C MHOCTPAHHBIX SA3bIKOB HA PYCCKUN A3bIK
UTteHne opurnHana; aHanua TekcTa; pasMeTka ero C BbisIBIEHWEM | OAWH aBT. JIUCT
TPYAHbIX TEPMWHOB, FPAMMaTUYECKUX KOHCTPYKUMMA, JTIEKCUYECKMX
000pOTOB, LIEXOBbLIX U XXaproHHbIX TEPMUHOB:
1 |NonHbIA NMCbMEHHbIN NEPEBOA OOWH aBT. NUCT 2580,0
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[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

2 |cokpaleHHbln nucbMeHHbIn nepeson oT 30% po 50% obbema| ogwH aBT. NMUCT 1620,0
TeKkcTa

3 | BbIOOPOYHBIN NUCbMEHHbI NepPeBo OAWH aBT. NUCT 1520,0
MepeBopg TeKkCcTa C PyCCKOro s3blka Ha MHOCTPaHHbIE A3bIKN:

4 | NONHbIA NMCbMEHHbIN NepeBos OOWH aBT. NUCT 5160,0
TepmuHonornyeckass pabota npu  BbINOMHEHUM MMCbMEHHOTO
nepesoaa:

5 |OTbiCkaHMEe OTMEYEHHbIX B OpUrMHame He3HaKOMbIX WMAW| OOMH TEPMUH, 18,1
HEMOHATHbIX TEPMUHOB M COKpALLEHWA B CNOBApPHO-CMPaBOYHOWM |  COKpalleHune
nutepartype; nogdopka COOTBETCTBYHOLLENO TEPMUHY SKBUBAIEHTA;
paclmngpoBKa CoKkpaLleHns
KoHcynbTaumsa nepeBogynka co cneumannctamu:

6 |BblAICHEHME MNPaBUINIbHOIO  M3MOXEHMS 4YacTenm TekcTa Mo ogHa 36,2
Mano3HakoMOW TemaTuke, YTOYHEHWEe COOTBETCTBUS MepeBoAa| KOHCynbTauums
opuruHany
CocraeneHune 6ubnuorpadmyeckoro onnMcaHus:

7 |coctaBneHne 6Gubnuorpacuyeckoro onucaHust nepeBoga MO | OA4HO ONUCaHue 60,0
AaHHbIM, B3ATbIM C TUTYNBbHOrO NUCTa nepesoaa
BbisiBneHve owmnbok M BHeCeHMEe M3MEHEHUA B TEKCT nepesoaa
nocne nevaTtaHus:

8 |npoBepka nNpaBWIbHOCTM PACNOSIOKEHNA OTnevaTaHHOro TeKCTa;| OAWH aBT. NUCT 200,0
cBepka C PyKOMUCbIO; NpaBka
TexHn4yeckoe odopMIieHe NeEPEBOLOB:

9 |BnucbiBaHME B TEKCT MepeBoda CMMBOSIOB W BCTaBOK Ha oJHO 2,0
WHOCTPaHHOM S3blke BMMCbIBaHNe

10 | BKNEMBaHWE PUCYHKOB, Tabnuu, opmyn OfHa BKneunka 3,0
[MepeBopg 3aronoBkoB cTaTen U AOKYMEHTOB:

11 |nepeBof 1 3anucb 3arofioBka OJVH 3aronoBOK 120,0

MNpumeyaHue:

- HOPMbl BPEMEHM MpeayCMaTpUBALOT BbINOSIHEHWE NEPEBOAOB C MHOCTPAHHOIO A3bIKa UIN HA MHOCTPAaHHBIN,

KOTOpbIN y NEPEBOAYUKA ABMSETCH OCHOBHBIM (MO 0Opa3oBaHUI0 U MPUMEHEHUIO);

- NpuU BbINONMTHEHUN NepeBOoAOB C APYrnxX A3blkOB UK Ha Apyrme noMmmMMo OCHOBHOINo K HOpMaM BpeMeHU

NPUMEHSIETCA NOBbILLAKLLMIA KO3 uumneHT 1,1.

1.10. Uccnepoeatenbckasa paboTta

Tabnuuya 17

KoHcynbTaHTIINIOC
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N HanmeHoBaHue npouecca, onepaumun. Coctas paboTsbl EouvHnua Hopma
n/n n3mepeHusi BPEMEHM,
MWH.
1 2 3 4
Pa3paboTtka nporpaMmmbl (TEXHUYECKOrO 3aaHus1) UCCreAoBaHMs
O6ocHOBaHWE akTyanbHOCTU TeMbl, BbisiBlieHMe W 0BOCHOBaHMeE | ogHa nporpamma
npobneMHon cutyauun, OpPMynupoBaHMe Lenu, 3agad U
rMnoTesbl UCCNeaoBaHUs; HanMcaHe TekcTa
MccnepoBaHne HOCUT:
1 |OnepaTtuBHLIN XapakTep 38250,0
2 | nunoTaxHbIn (pa3BeablBaTENbHbIN) XapakTep 21600,0
PaspaboTka meTogukn nccnegoBaHus
PaspaboTtka (HanucaHue) TekcTa MEeTOLAMYECKMX [OKYMEHTOB MO | OA4HA MeToAuka
NpoBOAMMOMY  MCCNeaoBaHuo,  anpobauum  COCTaBMEHHbIX
OOKYMEHTOB;  yTOYHeHMe n  gopaboTka  MEeToAMYecKoro
WHCTPYMEHTapusi, COCTaBfEeHME  OKOHYaTerbHOro BapuaHTa
OOKyMeHTa:
3 |mMeToguka NpoBeAEHUst UCCreaoBaHUsl, HOCALEro OnepaTuBHbIN, 28000,0
SMMNUPUYECKNI XapakTep
4 |meTogMka NPOBEAEHUS] WCCMEOOBAHWUA, HOCSLLErO MUIOTaXHbIN 15600,0
(pa3BeabliBaTENbLHBIN) XapaKkTep
PaspaboTka MHCTpyKUUM No obpaboTke JOKyMeHTauum (MCXOOHbIX ofHa
OaHHbIX), NOMy4YEeHHOW B X0A4e UCCreaoBaHus: WHCTPYKLMSA
5 |py4dHasi obpaboTka 15600,0
6 |mMawwnHHas obpaboTka 20400,0
PaspaboTka npeannaHoBbIX n MNaHoBbIX  [AOKYMEHTOB
NepcrneKkTMBHOIO Xxapakrepa:
7 |paspaboTka KOHLUEMNUUM OCHOBHbIX HaMpaBlieHUN pPa3BUTUS | OAWH aBT. NUCT 13050,0
BMBNMOTEYHOrO Aena B permoHe Ha NepCcnekTnay
8 |koHUuenTyanbHoe obecneyeHne Oubnuorpacmyecknx w3gaHun;| OfWH aBT. NUCT 11220,0
0D0OCHOBaHME aKTyanbHOCTU TEMbl, YMTATENbCKOTO M LENeBoro
HasHayeHnss nocobusi, ero CTpPykTypbl (Cxembl), BblpaboTka
METOANYECKMX MPUHLUUMOB M pPELUEHVMN ANs PackpbiTUA TeMmbl;
HarnucaHne TekcTa
9 |cocTaBneHue nporHos3a (NpeannaHoBbIA JOKYMEHT), CBA3AHHOMO C| OOMH aBT. NNCT 13050,0
nepcnekTMBaMu passutus bubnuoTek; HanncaHme TekcTa
10 |paspaboTka LeneBbix Nnporpamm (gns cetm GubnmoTek unu OgHOM | OAWH aBT. NIUCT 15200,0
OMONMoTEKN); AMarHOCTMKa CUTyauuu, BHELHUX W BHYTPEHHMX
KoucyanaHTnmoc www.consultant.ru Crpanvua 51 us 224

Hafe)XHafa npaBoBas noaaepxXkKa



Mpukas MunkynbTypel Poccum ot 30.12.2014 N 2477
"O6 yTBEpXXAEHUN TUMOBbIX OTPACNEBbIX HOPM TpyAa Ha paboTsl,
BbINOSIHSEMbIE B HML...

[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

BMUSAHUIA Ha (YHKUMOHMPOBaHME U pa3BuTMe GMGnuoTtek (oaHown
6ubnnoTtekn); BblpaboTka pekoMeHAauuW, peLueHus; HanucaHue
TekcTa

CocTtaBneHune cBOAHbIX KaTanoroB KHMKHbIX NaMATHUKOB:

11

p33p360TKa NnpocnekKkTa; BbiABNEeHNEe [OOKYMEHTOB - KHUMXKHbIX
NnamMATHUKOB; Hay4dHOe OonuncaHme UuX; COoCTaBlieHue CcnpaBO4YHOIo
annaparta, HanncaHume TeKkcTta

OOWVH aBT.

JINCT

18200,0

OpraHu3aunoHHas paboTa no NpoBeAeHNI0 UCCNEN0BaHNUS:

12

co3daHue  UCCneaoBaTeNnbCKOro  KOMMEeKTMBa,  COoCTaBrieHue
pabo4yero nnaHa nNpoBeAeHns UCCreaoBaHWs, COrfacoBaHmNe ero C
ncnonHuTeENaAMKU; onpedeneHue nnowagkm (6asbl) nccrnenoBaHus;
nepenucka C HUMKW; NPOBELEHME WHCTPYKTaXeW, CeMUHapoB,
COBELLaHNA, KOHCYNbTaUun

ofHO

ncecnegoesaHmne

7140,0

13

oubnuorpaduyeckasn npopabotka TeMbl UccnegosaHus, paborta B
apxumBax, W3y4YyeHWe HOPMAaTUBHO-TEXHUYECKON [OKYMEHTauuw,
nHdopmaumm 06 aHanorax u Apyrux matepuanos, OTHOCALLMXCS K
paspabatbiBaeMol Teme

OAVH aBT.

JNINCT

1200,0

O6paboTka nony4eHHON MHpopMaLNK;

14

cbop n obpaboTka MHpOPMALUN Ha OCHOBE MEPBUYHBIX UCXOOHbIX
OaHHbIX (CTaTUCTUYECKUX [OaHHbIX, OTYETOB, MMaHOB, CMpPaBOK,
MaTtepuanoB KOMaHANPOBOK)

OOVH aBT.

NCT

7800,0

15

aHanma obpaboTaHHON MHopMaLn

OOVH aBT.

NCT

5200,0

MoaroTtoBka maTtepurarnosB nNo UToram Hay4yHon paboTbi:

16

HanMcaHue Hay4yHOro OT4YeTa; MOATrOTOBKA PYKOMMUCK K mevaTu Ha
pasnnyHbIX 3Tanax paboTol

OOVH aBT.

JINCT

13200,0

17

HanMcaHWe MNPOMEXYTOYHOrO oT4yeTa (CMpaBku) O  Xxode
nccnenoBaHus

OOVH aBT.

JINCT

6400,0

MoarotoBka M HamucaHue TeKCTa CTaTbM B COOPHMK Hay4HbIX
TPydoB, MpakTudeckoe mnocobue, NpPodeccuoHarnbHy0 MpPeccy;
MOArOTOBKA PYKOMUCK K MeYaTh Ha pasnuyHbIX aTanax paboTbi:

18

cTaTbsl TEOPETUYECKOro Xapakrepa

OOVH aBT.

JINCT

15200,0

19

cTaTbsl NPUKNagHOro, NPaKTUYEeCKOro Xxapakrepa

OOVH aBT.

JINCT

9200,0

20

HanvMcaHue [Joknaga Mo UToram HayyHOro WCCredoBaHus;
noAroToBKa PYKOMUCEN Ha pasnUYHbIX aTanax paboTbl

OOVH aBT.

JINCT

6700,0

21

pa3paboTka  peKkoMeHgauuu,  MHCTPYKLUMM MO  BHEeOpeHuo
mMaTepuanoB Hay4yHOro WCCNEedOBaHWsl; HamucaHue TeKCTa;
noAroToBKa PYKOMUCHK K NeYaTy Ha pasfuyHbIX aTanax paboTbl

OOVH aBT.

JINCT

14100,0

MNpumeyaHue:

- HOpmMa BpeMeHM Ha COCTaBJieHMne nporpaMmMm, MeTOAUK, VIHCprKLI,VIVI JaHa Ha wuccnenoBaTeribCKun

KoHcynbTaHTIINIOC
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KONIEKTUB;

oTaene, Hay4YHOM coBeTe, AopaboTka PyKOMUCH.

1.11. MeToguyeckasi pabota

- 4acbl Tpyaos3aTpart pacnpenenarnTca Mexay UCNoNHUTenaAmMmn B 3aBUCUMMOCTU OT UX HArpy3KU;
- B nNpouecc NnoAaroToBkM pyKoONUCKU K nevaTtn BXOOAT: caada pPyKOnucu HayvyHOMY penakTtopy, o6cy>|</:|,eHv|e B

Tabnuuya 18

n/n

HaunmeHoBaHue npouecca, onepauuun. Coctas pa6OTbI

EanHnuga
n3mepeHusi

Hopma
BPEMEHM,
MWH.

2

4

MoaroToBka MeToanYeCcKkoro nocobus, pekomergaumnn

MpuHUMNMansHO HoBas pa3paboTka TeMb:

n3yyeHne TeMmbl, BbiABNEeHNEe WU aHaln3 OOKYMEHTOB Mo Teme,
YTO4YHEHMe 4UTaTenbCKoro un LueneBoro Ha3Ha4YeHuda nocobus,
peKOMeH,D.aLWIVI; COCTaBJlieHMe npocnekTa, HanncaHmne TekCTa

OOWH aBT. NNUCT

15300,0

Mogudukaumsa paHee pas3paboTaHHON TEMbI:

BbISIBIEHWE W UW3YyYEeHUE HOBbIX [OOKYMEHTOB W HaKOMMEHHbIN
ovbnuotekamm OnMbLIT NO TeMe nocobusi, pekomeHOauun;
YTOYHEHWE NpoCneKTa, BHECEHNE U3MEHEHUI B CTPYKTYPY TEKCTa B
COOTBETCTBMM C AOCTWXKEHUsSIMWU  OMOMNMOTEYHOM Teopunm U
NpaKkTUKU; MOAroTOBKA PYKOMUCKM K 0bOCyxaeHuio; gopaboTka no
utoram obcyxaeHust

OAWH aBT. NTUCT

8670,0

PaspaboTka [OOKYMEHTOB, PErnameHTUPYIOWMX OeATenNbHOCTb
OMONMOTEK, MOMOXEHWI, WUHCTPYKLUWUA, MPOEKTOB MOCTAaHOBNEHWUNA,
YCTaBOB, 3aKOHOAATENbHbIX aKTOB

anIHU,VII'IVIaJ'I bHO HOBad TemMa:

BbISIBNIEHNE, W3Y4YeHMEe U aHanu3 OEeCTBYHOLUUX LOKYMEHTOB MO
TEMe, HanucaHue TeKcTa npoeKkTa [OKyMeHTa, obcyxaeHue,
anpobauus B 6Gubnmnotekax, Ha 3acegaHum Hay4YHO-METOAMNYECKOTO
coBeTa; fopaboTka fOKYMEHTa; NOArOTOBKA K YTBEPXKAEHNIO

OAWH aBT. NIUCT

17340,0

Moandukaumsa paHee pa3paboTaHHOIO AOKYMEHTa:

aHanu3 n oueHka AOKYMEHTa; MOUCK U OTOOP HOBbIX AEMCTBYHOLLMX
JOKYMEHTOB MO TEME; BHECEHMNE V3MEHEHUSI B TEKCT AOKYMEHTa;
obcyxaeHVe Ha 3acedaHWM Hay4HO-METOAMYECKOTO COBETa;
AopaboTka no ntoram o6CykaeHUsi; MOAroTOBKa K yTBEPXKAEHUIO

OAWH aBT. NTIUCT

7650,0

Pa3paboTka y4eTHbIx doopm, Tabnumy, obpasuos:

YyTOYHEeHVEe npeamMeTa, obbekTa, codep)kaHusi y4eTHON copMbl,
Tabnuubl, obpasua; oTOOp MokasaTeneil, cucTemMaTUsauusa uXx,
pa3paboTka MakeTa Yy4yeTHoW popmbl, Tabnuubl, o06pasua;

OOWH aBT. JINCT

7650,0
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06cy>|<,1:|,eHMe Ha 3acegaHunnm Hay4YHO-MEeTOoOU4YeCKOro CcoBeTa;
noAroToBKa K yTBepXaeHuto

CocTaBrneHue pekoMeHaauui No BHEAPEHUIO PernaMeHTUPYHLLNX
[OKYMEHTOB B MpPaKTUWKy:

6 |paspaboTka MEeTOAMYECKMX pEeKOMeHOAuUWUA, WHCTPYKUWUA, MNaHOB| OOMH aBT. NNCT 14025,0
Nno BHEAPEHVUIO HOPMATMBHOW  OOKYMEHTauuw; noaroTtoBka
pyKonucu K neyatu

NoarotoBka NMCbMEHHOM KOHCYyInbTauun, MeTogmn4eckoro nmucbma:

7 |BbliABNEHME W aHanuM3 [OKYMEHTOB Mo Teme;, W3ydeHne W| oauvH aBT. NUCT 8670,0
o6obuieHre onbiTa paboTbl OMONMOTEK; HanucaHuve TekcTa
KOHCynbTauuu, MeTOoANYEecKoro nucbMma; noaroToBKa K
obcyxaeHnio Ha 3acefaHum  Hay4yHO-MEeTOoOUYEeCKOro COBETa;
nopaboTtka no utoram obCyxaeHus; cgaya B nevatb

MoaroTtoBka o630pa 4eATENbHOCTN BMONMOTEK NO onpeaeneHHon
TeMaTUuke:

8 |yTouHeHMe TeMbl 0030pa; onpeneneHne XpOHONMOrM4YeCcKUxX rpanHunL; | OauH aBT. NUCT 9180,0
BbISIBIIEHWE JOKYMEHTOB, OTOOP, MPOCMOTP M aHanus; HanucaHve
TEeKCTa; MOAroToBKa pyKonucu K obCyxaeHu Ha 3acegaHun
Hay4yHO-MEeTOoAMYECKOro coBeTa; [gopaboTka pykonucu nocne

obcyxaeHus
PeueH3anpoBaHne Hay4HbIX, METOOMYECKMX, WHGOPMALMNOHHBLIX
MaTepwarnos:
9 |4YTeHMe peuUeH3NpyeEMOro MaTtepuana; OueHKa ero B UerioMm,| OAuH aBT. MUCT 783,0

OTAENbHBIX YacTew, YCTaHOBIEHWE COOTBETCTBUS YMTaTENbCKOMY
W UENneBOMY HA3HAYEHWIO, HaydHbIM W  METOAUNYECKUM
TpeboBaHMAM

10 |HanucaHne peueH3nn OOWH aBT. NNCT 1305,0

MoaroTtoBKa NEKUMKU, KOHCYIbTaumMm

PaspaboTka nnaHa nekuuu, KoHCynbTauum, nogbopka matepuana, | ogHa nekuus,
U3yyeHne €ro; COCTaBfIEHWE Chucka nuTepaTypbl K FeKuuu,| KOHCymnbTauusi
KOHCYbTaUMK; HanncaHue Tekcra:

11 | nepBu4yHas nexkums 1566,0
12 | noBTOpHas nekuus, ¢ y4eToM HOBOro MaTepuana 313,2
13 | nepBuYHasa rpynnosas KOHCYNbTaLums 1305,0
14 | noBTOpHas rpynnoBas KOHCYrbTauusa ¢ y4eTOM HOBOro Matepuana 522,0
15 |npoBefeHWe YCTHOM MHAMBUOYaNbHOW KOHCYNbTaLm ofHa nexuusi,
KOHCYnbTauus
16 |oTBET Ha NUCbMO OJHO NMUCbMO 162,0
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I'Ipoae/:l,eHMe NPaKTUKyMOB, CTa>XMPOBOK

Mpaktnkym (7 - 10 pgHen): onpegeneHve Tembl, 3afaHug,
yrnpaxHeHus; cocTaBrieHne rpadumka W YyTOYHEHUE CPOKOB
npoBefeHNs 3aHATUI:

OZVH NPaKTUKyM

17

rpynmnoBoi NPaKkTUKyM

2295,0

18

UHAMBMAYaNbHbIA NPaKTUKYM

2160,0

Craxuposka (7 - 10 AHemn): yTOYHEHME CPOKOB MpOBEeAEHUS
CTaXXUPOBKM; BbISIBIIEHNE NUTepaTypbl MO M3y4yaemMoMy BOMpPOCY;
COCTaBfeHne nporpaMmbl U rpaduka CTaXUMPOBKA C Y4eTOM
cocTaBa cnyliaTenem; 3ako4eHne 0 NPOXOXAEHUN CTaXKMPOBKU:

ofHa
CTaXMpoBKa

19

rpynnoBas CTaxupoBka

2805,0

20

nHamenayanbHaa CTaXXMpoBKa

2349,0

I'IpaKTvn(a CTYAEHTOB BbICLUMX U CpedHUX cneunanbHbIX yHGGHbIX
3aBeeHnin;

21

noaroToBka WM opraHusaumsi npaktmku crtygeHTtoB (oo 30 gHen);
pa3paboTka nraHa NpakTuKKU, cornacoBaHNe ero ¢ pykoBoauTenem
npakTukn (npeacrtaBuTenemM yy4ebHOro 3aBefeHusl); COCTaBNEHUE
rpaduka nocelleHnst CTPYKTYPHbIX NoapasgeneHnid; opraHmsaums
NpakTU4YecKMX  3aHATWA;  NOABEAEHME  WUTOrOB  MPaKTUKK;
COCTaBreHMe XxapakTePUCTUKM NPaKTUKAHTOB

oOHa npakTuka

4860,0

MpakTnyeckme 3aHATUSA:

22

MOAroTOBKA MNPaKTUYECKOro 3aHATMS; COCTaBfieHME 3agaHus no
BbINOJSTHEHWIO n3y4aemoro OMbnmnoTeyHoro npouecca,
KOHTPOSIbHbIE BOMPOCHI, TEMATUYECKMA CMUCOK NuTepaTypbl K
3aaHUI0; HanucaHue Te3ncoB

O[1HO 3aHATUE

1050,0

CocrtaBneHue y4yebHOn NporpaMmmei;

23

onpeaeneHne cocTaBa CryliaTesniei; CoCTaBleHNe TEMaTUYECKOro
nnaHa, YTOYHEHME  rMopsidaka  M3YYeHus;  onpenereHve
MocnenoBaTesibHOCTU U3NOXEHUS TeMbl, BbleneHWe OCHOBHbIX
BOMPOCOB; COCTaBfeHME Chucka nuTepatypbl MO  TeMam
nporpamMmbl; HanucaHwe TekcTa; oOCyaeHue nporpaMMbl Ha
3acegaHuM Hay4YHO-METOAMYECKOro coBeTa

ofiHa nporpaMma

5733,0

MocelleHne 6UGNUOTEK, Bble3dbl B KOMAHAOMPOBKUM C  LIENbHO
n3yyeHusi paboTbl U OKa3aHWUsA METOANYECKON MOMOLLM:

24

noaroToBka K KOMaHOMPOBKE; YTOYHEHME CPOKOB W LEnu
KOMaHOVPOBKWN, O3HAKOMIIEHWE C UMEIOLMMUCS [OKYMEHTaMU U
matepuanamu npeablaylwmnx Bble3goB M Nybnvkauvin B nevatu;
CoCTaBrieHne nporpaMmbl (nnaHa) KoMaH4MPOBKM

ofHa
KOMaHOMpoBKa

574,2

25

cocTaBneHMe  UH(OPMALMOHHOTO  OT4eTa (cnpaBkn) o
npoBeAeHHol paboTe: cBeleHNiA 0 MecTe Bble3aa, Liensax U cpokax

OOWH OTHeT

1050,0
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KOMaHOMPOBKM, 0ObeKTax NoceLleHnsi, aHanma CoCcTosHMSA paboThl
no Teme Bble3aa, BbIBOAbLI U NpeafoXeHusl B agpec 6nbnmoTekm

26 |cocTaBneHne aBaHCOBOrO OTYETA; 3arnofIHeHNE OTYETHOro GnaHka OOWH OTYeT 40,0
CO BCEMMW MPUINOXEHUAMMU; caadva B Gyxrantepuio

27 |nogrotoBka MHOpPMaUMK MO pesynbTaTaMm KOMaHAUPOBKK (YCTHO) oaHa 105,0
B CEKTOpe, y 3aBedylolero oTaerioM, Ha Hay4YHO-MeToAUYecKOM |  MHGopMaLms
coBeTe, 3aceaHun aupekumm

28 |noaroTtoBKa OTYETHOro Martepuana no pesynbtartam KOMaHOUPOBKU OofHa 500,0
0N pasmelleHns Ha canTe MHopmauua

29 |paspabotka W cocTaBneHve Yy4yebHbIX MMaHOB W MporpamMm | OAMH neyaTHbIN 1200,0
CUCTEMbI [OOMNOMHUTENBHOIO MNpPodeccuoHansHOro obpasoBaHUS nuer
(A4ro) B otpacnu

30 |[coctaBneHne pabouymx nporpaMM MO BHOBb  BBOAWMBIM | OAMH MeYaTHbIV 1800,0
aucumnnMHam, akTyanusaunsa encTByoLwmx nporpamMmm ucTt

31 |paspaboTka MeTOOMYECKUX MaTepuanoB MO KOHTPOSIO 3HaHWM | OAMH NeYaTHbIV 360,0
obyyarowmxcs; CocTaBNeHWe [OKYMEHTOB MO MNIaHUPOBAHUIO nuer
y4ebHoro npowecca

32 | paspaboTka y4yebHO-NporpaMmHom OOKyMeHTauum ONs | OO4VH nevaTHbIN 1800,0
npoesefeHns  obpasoBaTenbHOrO  npouecca, METOAUYECKMX nver
pa3paboTok MO  MPUMEHEHUIO  HOBbIX  MHAOPMALMOHHBLIX
TexHonorunn B ydebHOM npolecce

33 | pa3paboTka HOPMAaTMBHbLIX LOKYMEHTOB, PErMaMeHTUPYIOLWNX BCE | OAWH OOKYMEHT 3600,0
BMAbl 0Opa3oBaTenbHON OeATENBHOCTM B BubnmoTeke

34 |cocTaBneHne M nNoAroToBka K M3gaHMIO YYeOHbIX mnporpamm, | OOWH NeYaTHbI 1800,0
nocobun, CcamMoOCTOATENbHO WM COBMECTHO C  ApYrMmu nuct
nogpasgeneHnamm 6ubnmoTekm

35 |yyacTme B chneuManu3vMpoBaHHbIX  coBeTax  OubnuoTeku:| oawH goknag 2400,0
noarotoBka Ans npodeccuoHanbHOM nedatn nybnvkaumm wu oJHO 1200,0
MaTepuanoB BbICTYMMEHUA Ha KOH(epeHLNSIX coobuieHne

36 |nogrotoBka Kk obcyxgeHuo yy4ebHbix nporpamm  AMNO k| ogHO 3acegaHuwe 2400,0
3acegaHnaM YYeHoro coeeta

37 | cocTaBneHune KarbKynauumn LeH Ha nnaTHble yeryrm OQVH AOKYMEHT 120,0

38 |opraHusaumsa nnatHoro obyyeHus MO [OroBopaM Ha oOKa3aHnue | OOWH OOKYMEHT no pakty
nnaTtHbiXx ~ OOpasoBaTenbHbIX  YCIYr C  OPUAMYECKMMM 1 3aTpaveHHor
PU3NYECKMMU NTNLLAMN O BPEMEHMU

39 |noaroTtoBka AOKYMEHTOB K IULIEH3UPOBaHWIO W akkpeauTauuu, | OAvH OOKYMEHT 12000,0
CBsI3aHHble C peanusaumenn OMONMOTeKon obpa3oBaTenbHbIX
nporpamm OO

40 |noAaroToBka MaTepuarnoB Ans 3aHATUN B AUCTaHUWMOHHON dhopMme OVH Yac 240,0

3aHATUN
KoucyanaHTnmoc www.consultant.ru Crpanvua 56 us 224

Hafe)XHafa npaBoBas noaaepxXkKa



Mpukas MunkynbTypel Poccum ot 30.12.2014 N 2477
"O6 yTBEpXXAEHUN TUMOBbIX OTPACNEBbIX HOPM TpyAa Ha paboTsl,
BbINOSIHSEMbIE B HML...

[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

41 | noproTtoBka y4ebHbIX 1 y4eBHO-METOANYECKMX MaTepMarnos Ans ux | ogHa nporpamma 1800,0
pasMelleHuss B WH(POPMaLMOHHO-TENEKOMMYHUKALMOHHOW CeTu
"MHTepHeT" 1 nx cBoeBpemeHHoe 0O6HOBMEHNE

42 |opraHusauusi yd4ebGHoro npouecca Ang obyyawolmxcs Mo | ogHa nporpamMma 42420,0
nporpammamM npoceccuoHanbHON NepenoaroToBKM BUBNMOTeYHbIX
Kagpos: opraHusauus obpaszoBaTenbLHOro npotecca,
y4ebHo-mMeToanYeckasn paboTta; Hay4yHO-MeToan4eckas paboTa

43 |opraHusaums yd4ebHOro npouecca ans  obyyatowmxcss o | ogHa nporpamma 21210,0
nporpaMmam MoBbILWEHUS KBanudukaumm oMbrmMoTeyHbIX Kagpos:
opraHmsauua obpasoBaTenbHOro npotiecca,
y4ebHO-MeTOoamMYeckasn paboTa; Hay4yHo-meToanyeckasi pabota

MpumevaHue:

- K HOPME BPEMEHM MpPU COCTaBMEHUN OOKYMEHTOB, PErMamMeHTUPYOLWNX OEATENbHOCTb pecnybrMKaHCKuX,
KpaeBbIX 1 06NacTHbIX BMBNMOTEK, MPUMEHSETCA NOBbILWAKLWMA Ko3addumumeHT 1,15;

- BpPeEMS MNPOBEAEHMS NEKUMW, KOHCYNnbTauuu, MNPaKTUKYMOB, CTaXWPOBOK, MpaKTUKM, npebbiBaHus B
KOMaHONPOBKE 1 NpoBeaeHna nHopmMaumm no ee pesynbtataMm B HOPMY BPEMEHN HE BXOAUT.

1.12. PaboTbl Hay4YHO-OpraHU3aLUmoHHOro Xxapakrepa

Tabnuuya 19
N HanmeHoBaHune npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHusi BPEMEHM,
MUH.

1 2 3 4

MoaroToBka 1M NpoBefeHNE TEOPETUYECKON, HayYHO-NPaKTUYECKOM

KOHGEepEHLNN, TEMATUYECKOTO CEMMHapa

OnpeneneHne cocTtaBa OPrkOMUTETA U Y4aCTHUKOB KOHGEPEHLNN, OAHO

ceMuHapa; dopmMupoBaHMe U YTBEPXAEHUE Mnporpammbl  W| MeponpusaTmie

npurnacuTenbHoro 6uneta; oOpraHM3auuoOHHbLIE  MEpPONpUATUS

(Tekywas cBs3b C Yy4yaCTHMKaMK, paccbinika MaTepuarnos);

nogrotoBka K  U3gaHWO  Te3ncoB;  BblpaboTka  npoekTa

pekomeHaauunn, MHAHCOBO-X03ANCTBEHHOE obecneyeHune

KOH(epeHunn, cemmHapa (oopmIieHne nraTeXHbIX JOKYMEHTOB,

BCTpEYa YYaCTHWMKOB, PErncrTpauus, pasmelleHne B roCTUHULE);

aHanua 1 oueHka paboTbl KOH(epeHUMn, ceEMUHapa; NoaBeaeHne

NTOroB

KonuyecTtBo y4acTHMKOB:
1 |1-100 5670,0
2 (101 -150 7560,0
3 |[151-450 9300,0

MoarotoBka W NpoBedeHWE CceMuHapa, MeTOAUYECKOro [OHS,

3acefaHus "kpyrnoro ctona"
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Mpukas MunkynbTypel Poccum ot 30.12.2014 N 2477
"O6 yTBEpXXAEHUN TUMOBbIX OTPACNEBbIX HOPM TpyAa Ha paboTsl,
BbINOSIHSEMbIE B HML...

[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

OnpepeneHne y4yacCTHWMKOB, PYKOBOAWTENs,, CPOKOB M MecTa
npoBefeHNsa ceMUHapa, METOAMYECKOro AHSA, 3acedaHns "Kpyrmnoro
cTona"; onpegerneHve KOHTMHIEHTa YYacTHWKOB; pa3paboTka
nporpammsbl; MHdoOpMaunoHHoe obecreyeHne (Tekyllas CBs3b C
yyacTHUKaMW, paccbifika MaTtepuanoB); BblpaboTka npoekTa
pekoMeHAaLumni; u3gaHne M paccblika NporpamMMmbl; pernctpaums
YYaCTHUKOB; aHanu3 M OLeHKka CeMuHapa, MeTOOUYEeCcKOro AHS,
3acepganus "kpyrnoro ctona"

0fHO
mMeponpusiTue

KonunuyectBo Yy4aCTHUKOB!

1-50

1570,0

51-100

3980,0

101 - 150

6150,0

151 - 450

8270,0

MoaroToBka 3aceaaHuin peakonnernu:

YTOYHEHWE CpOKa U MOBECTKM 3acenaHusi; oTbop matepuanos ans
obcyxaeHns M NOAroToBKa WX ANsi KONUPOBaHMS; onpegerneHve
OMMOHEHTOB (PELIEH3EHTOB); OMOBELLEHME O 3acedaHun YreHOB
peaKonnerun; pacchbifika maTtepuanioB Mo MOBECTKE 3acefaHus;
oopMneHe  NPEAnoXeHWun, BbICKA3aHHbIX  Y4aCTHUKaMK
3acefaHus

O[HO 3acefaHune

560,0

OpraHuzauunsa 3acegaHui KOMUCCUM,

TBOPYECKNX KOJITEKTUBOB!

Npo6NeMHbIX COBETOB,

onpegeneHne MoBECTKM [OHS U CpoKa NPOBEAEHWUs 3acedaHus,
YTOMHEHME COCTaBa Y4YaCTHMKOB; MOATOTOBKA  [OKYMEHTOB,
OpraHM3auMoHHbIE MeponpuaTus  (OMoBELLEHVME O 3acedaHuw,
nogbop maTepuanos); opOpMIEHNE NPOTOKOMA N PELUEHMS

04Ho
meponpusaTue

940,0

10

pa3paboTka MakeTa Npe3eHTaunmn ans MepornpusTus

ofHa
npeseHTauus

600,0

11

noaroToBKa rnpeseHTauun ana meponpuaTmna

ofHa
npeseHTauus

600,0

MNpumeyaHue:

- MpU MpoBeOEHUM MEPOMPUATMIA Ha MEeXOyHapOOHOM YPOBHE K HOPME BpPEMEHM MpPUMEHHAETCH
nosblwaroLmmn koadduuneHT 2,0, Ha begepanbHoM yposHe - 1,85;
- B HOPMYy BPEMEHW He BXOOWUT BPEMSsSI MPOBEOEHMSI KOH(EPEHLMW, CEeMUHapa, METOAUYECKOro [AHS,
3acefaHns "Kpyrnoro ctona" n BpeMsi, CBA3aHHOE C U3jaHueM Mmatepuanos KOHepeHLn, cemmnHapa.

1.13. PegaktnposaHue pykonucen

Tabnuuya 20
N HanmeHoBaHwue npouecca, onepaumn. Coctas paboThl EavHnua Hopma
n/n n3MepeHust BPEMEHMU,
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"O6 yTBEpXXAEHUN TUMOBbIX OTPACNEBbIX HOPM TpyAa Ha paboTsl,
BbINOSIHSEMbIE B HML...

[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

MWH.

1 2 3 4
PepaktnpoBaHmne Hay4HbIX U METOLAMYECKUX MaTepuanos
lMpoBepka 1 ucnpaeneHue pykonucu B npouecce NOAroToBKM ee K
neyatn; obecnevyeHne COOTBETCTBUSI TEKCTa Hay4HbIM U
nuTepaTtypHbIM TpeboBaHuaM, opMe U LeneBoMy HasHa4yeHuto
n3gaHusa, corrnacoBaHMe BHOCUMBIX WCMPaBfEHUN C aBTOPOM;
nopaboTka pykonucu:

1 |penaktupoBaHWe MoOHoOrpacuin, COOPHUKOB HayuHbIX TPydoOB,| OOWH aBT. MUCT 2840,0
Hay4YHbIX OTYETOB, NPAKTUYECKMUX NOCobUi

2 | pepaktupoBaHue MeTOANYECKUX mMaTtepwanos: | OAWH aBT. NUCT 2500,0
WHCTPYKTUBHO-METOANYECKNX nucem, pekomeHaauum,
KOHCynbTauun, 0630poB AeATENBHOCTM BMBNMOTEK

3 | pemakTmpoBaHue OOKYMEHTOB, pernaMeHTUPYIOLWMX AeATeNbHOCTb | OAMH aBT. NNCT 2400,0
BubnuoTtek: ycTaBoB, NONOXEHUN, UHCTPYKLNA

4 |pepakTMpoBaHMEe CTaTUCTMYECKMX Tabnuuy, YydeTHbiX OopM,| OAWH aBT. NIUCT 1980,0
obpasuos

5 |pepaktnpoBaHue Martepuanos KOHGEPEHLNIA; [0oKnagos, | OAWH aBT. NUCT 1050,0
coo0LLLeHnn
PepaktnpoBaHne nonynspHoro 6ubnuorpaduyeckoro nocobus,
PEeTPOCNEKTUBHbIX Hay4HO-BCrOMOraTenbHbIX ykasarenen,
00630poB, cnpaBok, pedepaToB, aHHOTaLWN;

6 |penaktMpoBaHMe nonynspHbIX Gubnuorpaduyeckmx nocobuin: | oauH aBT. NMUCT 2640,0
TeMaTnyecknx ombnmorpadmnyecknx ykasaTenen, cnpaBoyHNKOB

7 |pepakTMpoBaHMe pPETPOCMNEKTUBHBIX Hay4HO-BCMOMOraTesnbHbIX | OAVH aBT. NCT 2100,0
yKasaTenen

8 |penakTMpoBaHMe aHanNUTUYECKUX 0G30poB, CNpaBOK, aHHOTAUWW, | OAWH aBT. NMUCT 1080,0
pedepaTos, CBOAHbIX pedepaTUBHbIX 0630poB,
aKkcnpecc-nHopmauunn

9 | penakTtupoBaHue bmbnunorpadn4eckon 3anncu OfHa 3anucb 4,6

10 | KOHTpONbHOE pefakTMpoBaHUe OfHa 3anucb 6,2

MpymeyaHue: npu pedakTUPOBaAHUM CMELLAHHOTO TeKCTa K HOpME BPEMEHM MPUMEHSIETCS MOBbILIALLNA
KoagpumumeHT 1,1,

1.14. BcnomoraTernbHo-TexHMYeckasl paboTa

Tabnuuya 21
N HanmeHoBaHwue npouecca, onepaumn. Coctas paboThl EavHnua Hopma
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[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

n/n N3MepeHust BpeMeHWM,
MWH.
1 2 3 4
MalumnHonucHele paboTbl
Mony4yeHne opurMHana gns nevyaTaHusl U O3HAKOMSIEHUE C HUM,
Habop
MevaTaHune TekcTa 6e3 BepTUKaNbHOro rpacneHns ofHa cTpaHuua
MaLLMHOMWUCHOTO
TekcTa
Pa3smepbl nHTEpBanos:
1 |2 13,4
2 |15 17,6
3 |1 22,0
MeuaTaHne TekcTa Ha hopmaTtkax 6e3 BepTuKanbHOro rpacpneHnsa | ogHa cTpaHuua
MaLLMHOMWUCHOrO
TekcTa
Paamepbl nHTepBanos:
4 |2 17,6
5 |15 20,8
[MeyaTaHne TekcTa C BepTUKanbHbIM rpadrieHnemM ofHa cTpaHuua
MaLLMHOMWUCHOrO
TekcTa
Pasmepbl MHTEpPBAnos:
6 |2 17,6
7 11,5 21,0
8 |1 28,0
[NeyaTaHne TekcTa Ha hopMaTkax Cc BepTMKalbHbIM rpadieHnem OfHa cTpaHuua
MaLLMHOMWUCHOrO
TekcTa
Pasmepbl MHTEpPBAnoB:
9 |2 17,6
10 |1,5 22,0
CumnTKa 1 KOPPEKTUPOBKA TEKCTA MOCE NnevyaTaHns Ha MaLUVHKeE:
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"O6 yTBEpXXAEHUN TUMOBbIX OTPACNEBbIX HOPM TpyAa Ha paboTsl,
BbINOSIHSEMbIE B HML...

[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

11 |npoBepka NPaBUIIbHOCTU PaCnONOXEeHWs OTneYaTtaHHOro TeKCTa,| OAHa CTpaHuua 4,4
cBepKa C PyKOMUCHBIM; KOPPEKTUPOBKA MAaLUMHOMUCHOrO TeKCTa MaLUMHOMMUCHOro
TekcTa
12 | cuuTKa, KOPPEKTMPOBKa 1 BEpPCTKa OfHa cTpaHuua 4,4
MaLUMHOMMUCHOro
TekcTa
13 | HakneuBaHWe NpaBoK ofHa npaska 1,4
MalumnHonucHele paboThl, BbINOMHSAEMbIE B aBTOMATU3NPOBAHHOM
pexume
BBoag maTtepuana B kKOMNbOTEP: OfHa CTpaHuua
14 |Habop TekcTa ¢ nucta 11,0
15 | Habop Bubnmorpadunyeckoro onncaHns 14,0
BbiBOA MaTepmana Ha aKpaH: OfHa CcTpaHuua
16 |npaBKa TekcTa Ha KOMNbIoTepe, BepcTka TekcTa 8,6
17 | pegakTupoBaHue Gubnuorpacdmyeckoro onmcaHus 2,7
18 |BbIBOA TEKCTa Ha NpUHTEP; pacnevaTtka OfHa cTpaHuua 1,6
19 |BbIBOA hopm Tabnuu, Ha 3KpaH ogHa Tabnuua 11,0
20 | HanonHeHue Tabnuy cogepxaHmem ogHa Tabnuua 1,6
HacTpoiika  TexHuyeckoro oOOOpPyAOBaHUA U TEXHUYECKOE
CONPOBOXAEHNE MEPOMPUATUN:
21 |HacTporika TexHuyeckoro obopyaooBaHWst AOns  MpoBeAEHUs] oJHO 120,0
MEpPONPUSATHIA, B TOM YMCne TpaHCcnupyembix no cetn "HtepHeT" MeponpusTme
22 | TEXHUYECKOE COMPOBOXAEHME MEPOMPUATUN OAHO 300,0
MeponpusaTme
23 |npoBefeHve aygmo/Bmageosanucu n oToCbEMKN MEPONPUATUN oJHO 300,0
mMeponpusaTme
24 | obpaboTka aygmo/Buageo/dpotomaTepmanos OJVH HocUTenb 420,0
MHdopMaumu
25 |paspaboTka pa3nuyHbix 6a3 gaHHbIx (BL) ons BegeHns npoekTos oaHa bl 28800,0
26 |HanucaHue UHCTPYKUUn No ncnons3osaHuio B npoekTtos OJWH aBT. NNCT 18000,0
27 | TexHu4eckasa nogaepxka b npoekTos oaHa dyHKuuA 4800,0
28 |TecTnpoBaHMe HOBbIX CUCTEM U BepcuMrM  MNpOrpaMMHOro | ofHa (PyHKLMA 1800,0
obecneyeHnsi/nporpammMHo-annapaTHoro KOMMekKca,
nucnonb3yemMoro npu  peanusauum  MpPoOeKToB U paboTte
noapasgenexHns
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[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

29 |TecTnpoBaHue nporpaMMHOro | ofaHa (pyHKLMSA 1800,0
obecneyeHns/nporpammMHo-annapaTHoOro KoMnsekca

30 |cocTaBneHue nnaHa TECTUPOBAHUA nporpamMmMHoro O4VH NnaH 2400,0
obecneyeHns/nporpammMHoO-annapaTHoro KoMmnsekca

31 |npoBepka COOTBETCTBUA pa3paboTaHHOro NPOrpaMMHOro | ogHa dyHKUUs 480,0
obecneyeHnsi/nporpammMHo-annapaTHoro KOoMnnekca
TEXHUYECKOMY 3afaHunio

32 |oueHka nporpamMmHoro obecneyeHus/nporpamMmmHo-annapaTHoro OAHO 25500,0
KoMMnekca nporpaMmmHoe

obecneyeHne

33 |cocTaBneHue anroputma TECTUPOBAHUA NpPOrpamMMHOro | oguH anroputm 8400,0
obecneyeHnsa/nporpaMmMHoO-annapaTHOro KoMMnekca

34 |co3gaHue TeCTUPYHIOLLIEro CKpunTa Af1s NpoBedeHNa Harpy3oqHOro |  OAWH CKpUnT 600,0
TECTUPOBaHUSA NpPorpaMmMHoro
obecneyeHnsa/nporpaMMHoO-annapaTHOro KoMMnekca

35 |npoBeneHue Harpy3oyHOro  TeCcTUPOBaHUSA NpPorpamMMHoro OAHO 480,0
obecneyeHns/nporpammMHo-annapaTHoOro Komnrekca Harpyso4Hoe

TecTupoBaHue

36 |akcnepTHada OLleHKa nporpaMmmMHoro obecneyeHus, | ogHa 3kcnepTm3a 2400,0
NOArOTOBIEHHOIO B apyrux
opraHm3aumax/nporpaMMHO-annapaTHOro Komrnekca

37 |co3pgaHne anropuTMa  KOHBEPTUPOBaHMA  paboumx Tabnuu| ogHa oTpachb 2400,0
oonbLuoro 6ubnunoTteyHoro katanora (bBK) BBK

38 |HanucaHMe KoHBepTepa Ans npeobpasoBaHusa paboumx Tabnuy| ogHa oTpachb 4800,0
BBK B aBTOMaTM3MpPOBaHHYD  MH(OPMALMOHHYD  CUCTEMY BBK
NUUEH3MpOBaHNA OTAENbHbIX BMAOB geaTtenbHoctn (AUC NOMO)
(nHTErpaumst GUGNNOTEYHbIX OaHHbIX)

39 |npeobpa3oBaHMe METOOMYECKUX OaHHbIX 3NEKTPOHHOro Kartarnora oJHO 1440,0
ans nepegayu KOHBEPTUPOBaHMW

e

MpumeyaHue: npu Habope TekcTa Ha KOMMbIOTEPE C NATUHCKUM LWPUATOM K HOpME BpeMeHU NpUMeHSIeTCs
noBsbILWaoLWwmn koadduumeHT 1,3.

1.15. PaboTa no opraHunsauum Tpyga u ynpasneHuio

Tabnuuya 22
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eavnuua Hopma
n/n n3mepeHusi BpeMeH!,
MWH.
1 2 3 4
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MnaHnpoBaHue paboTbl
C6op, aHanu3 ucxogHow WHdOopMaunK; onpeaeneHne OCHOBHBIX OOVH NnaH
3agay roga, YTOMHEHWE CPOKOB BLINOSIHEHUS 3adaHWN, HanMcaHue
OOBACHUTENBHOM  3anMUCKW; MOArOTOBKA MNpPOeKTa nnaHa K
obCcyXOeHNI0 Ha BCeX YPOBHsIX, JopaboTka nocne ob6cyxaeHus;
npegcTaBneHne nrnaHa Ha CornacoBaHue U YTBEPXKAEHNE:
1 |nnaHa 6ubnunoTteku 6240,0
2 | nnaHa komnnekcal/ynpasneHus 4800,0
3 |nnaHa oTgena, cekTopa 2740,0
4 | nHamBuayarnbHOro nraHa 370,0
E>xxeqHeBHbIN y4eT paboThl B CTPYKTYPHbIX NogpasaeneHumsx:
5 |cratuctnyeckun yveT 3anucaBLumxcs (MepepermcTpyupoBaBLUMXCS)| OAHa 3anucb 2,8
yuTatenemn
6 |CTaTUCTUYECKMIN YYEeT KHUIoBbl4auy, NOCELLEHNI ofHa 3anucb 8,6
7 |yyet NHpopmaLmnoHHO-6ubnuorpadgmyeckomn paboTbl no| opgHa 3anncb 2,7
yCTaHOBMEHHON hopme
8 |y4eT BbINOMHEHHbIX CNpPaBoK OfHa 3anucb 2,7
ExxeqHeBHbI y4yeT abOHEHTOB, NOMb3YHOLWMXCS MporpammMamm
MBA:
9 |cTaTucTuyeckmmn yyet aboHeHTOB, nonb3yowmxca MBA ojHa 3anuvcb 2,7
10 |cTaTUCTMYECKMA  ydeT  MOMyYeHHbIX  3aKasoB, BblAAHHbIX | OA4HAa 3anucb 9,8
OOKYMEHTOB
11 |cTaTUCTMYECKMA Yy4veT 3akas3oB, MepeHanpasrieHHbIX B ApyrMe| OfHa 3anucb 2,7
onbnnotekn
12 |3anucb wuToroB paboTbl B "[IHEBHUK paboTbl" nogpasgeneHusi| oAHa 3anucb 3.2
onbnnotekn
13 |nHaMBuAOyanbHbIN yyYeT: eXeAHEBHOE 3amnofiHEHME NMCTKa ydeTa| ofgHa 3anuch 15,0
Tpygo3aTpaT unu AHeBHMKa paboTbl bubnmnoTtekaps
CBOAHbIV CTATUCTUYECKMI y4ET No BrnbnmoTteke
Yueno untatenen, KHUroBbligad, NMoceLleHnd; nogBegeHne UToroB | ogHa 3anuchb
CTaTUCTMYECKNX OaHHbIX No Gubnuoteke:
14 | mecsu 528,0
15 |kBapTan 792,0
16 |roa 1080,0
KoucyanaHTnmoc www.consultant.ru Crpanvua 63 us 224

Hafe)XHafa npaBoBas noaaepxXkKa



Mpukas MunkynbTypel Poccum ot 30.12.2014 N 2477
"O6 yTBEpXXAEHUN TUMOBbIX OTPACNEBbIX HOPM TpyAa Ha paboTsl,
BbINOSIHSEMbIE B HML...

[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

Cratuctnyeckun yyet B pexxume AC:

17

BBO CTAaTUCTUYECKUX OaHHbIX C KOHTPOJIbHOIO NUCTa

OOWH NMNCT

0,16

18

CBOAHbIN CTAaTUCTUYECKMIA y4eT No BnbnmnoTeke (YMCo YnTaTenen,
KHUroBbl4ay, NoceLleHnin)

ofHa Tabnuua

0,27

NonoBeneHne NToroB CTaTUCTUYECKUX AaHHbIX MO onbnnoTeke:

ofHa Tabnuua

19

mecsL

0,27

20

KBapTan

0,27

21

ron

0,27

CocTtaBrieHne oT4eToB:

22

npvemM  MNaHOBO-OTYETHbIX  AOKYMEHTOB  OT  CTPYKTYPHbIX
nogpasgeneHnin C MpoBEPKON MNOSHOTbI COCTaBa; COCTaBMEHWE
CBOAHON Tabnnubl OCHOBHbLIX NOKa3aTenemn

OfVH OOKYMEHT

60,0

CocTaBrneHne aHanuUTUYecKoro OTyeTa: aHanui AOeaTerbHOCTU
nogpasgeneHnn n Ombnuotekn, OTMETKa M3MEHEHUM 3a rog,
HanuMcaHWe TeKkcTa, MPeACTaBNeHWe Ha CcorfacoBaHue MU
yTBEPXKAEHME:

OAVH OTYeT

23

oT4yeT BMbnmnoTekn 3a ropg,

3980,0

24

OTHeT OoTAena, CeKkrtopa 3a rogj

1320,0

25

MHAOMBMAOYanNbHbIA OTYET 3a rog

586,0

CocTtaBneHne MHaAHCOBbLIX OTYEeTOB 06 onnate no Buaam
nnaTHbIX YCryr:

OfVH oTYeT

26

3a mecs

510,0

27

3a KBapTan

840,0

Otyetr nepen YntatendaMmm n HacerieHneM:

28

onpegeneHne Ccpoka MpPOBEAEHUS OTyeTa, MOBECTKM [OHA,
OonoBellleHMe O [He OoTdyeTa uuTaTernen, HacerneHws, BbiMycK
CTeHraseTbl, 0hopMeHne NPoToKoNa, 3aMevaHnin n NpeaoxXeHnn
yuTaTenew, HaceneHns, CoCTaBeHNe NiaHa ux peanusauum

04HO
mMeponpusaTue

1580,0

[NogrotoBka NpPoOn3BOACTBEHHbIX COBELLLAHUNI

OnpeneneHne MOBECTKM [HS, Kpyra Y4yaCTHMKOB, MOAroTOBKa
CrNpaBKK, OPYrMx MeporpusiTUin, NMPOeKTa PeLUeHUsi, OroBelLeHne
Y4YaCTHMKOB COBELLIaHNs, NOArOTOBKA NOMELLEHUs:

0fHO
coBeLlaHue

29

coBellaHne paboTHUKOB BMBNMoTekn

320,0

30

coBellaHune paGOTHVIKOB oToena

264,0
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31 |coBellaHne NO UTOram MPUHATBIX PELUEeHUA C Lenbl OLEHKN UX oaHO 27,0
pes3ynbTaToB, NPOU3BOACTBEHHbIE COBELLLAHMS NO UToram roga coBellaHne

32 |onepaTuBHOE coselliaHve (ans peLueHus TeKyLnX OoAHo 60,0
NPOn3BOACTBEHHbIX 3a4ay) coBellaHne
OpraHusaunoHHo-onepaTuBHasi pabora:

33 |pokymMeHTanbHoe  odpopMrieHne  pexuma  paboTbl  oTAena| oguvH OOKYMEHT 360,0
(cocTaBneHue rpaguka paboTbl, OTMYCKOB)

34 |obecneyeHne KOHTPOMS 3a BbINOMIHEHMEM MPOM3BOLCTBEHHOMO | OAHO 3agaHue 15,0
3a4aHnsi U Ka4eCcTBOM paboTbl

35 |obecneyeHne KOHTPOMNSA 3@ WCNOSTHEHMEM  YNPaBMEHYECKOrO | OAWH OOKYMEHT 15,0
pelleHns, npukasa, YKalaHus  OUpeKkTopa,  3aMecTutens
OVpeKTopa, 3aB. OTAENOM

36 |3aknyeHne, NpoaneHne aorosopa ¢ oupmMamm, NpeanpuaTMsaMu, | O4uH JOroBop 840,0
opraHun3aumamMmun, 4aCtHbIMU npeanpuHUMaTenamm

37 | cocTaBneHue KanbKynauuu LieH Ha nnaTHble ycryrn OOVH OOKYMEHT 3340,0

38 | BbINUCbIBaHME CYETAa, KBUTAHLIUK OAWH OOKYMEHT 13,4

39 |cBepka onnaTtbl CHETOB OAWH OOKYMEHT 13,8
[enonponssoncTeo:

40 |npuvem un pernctpaums BXOOsLEN KOPPECNOHOEHLMN OOVH OOKYMEHT 15,0

41 | KonMpoBaHWe/CKkaHNpPOBaHNE OOKYMEHTOB OOVH OOKYMEHT 15,0

42 | oTnpaeka/nony4veHme akcoBbIX KOMUIA JOKYMEHTOB OAVH OOKYMEHT 30,0

43 |obecnevyeHne KOHTPONS 3@ CBOEBPEMEHHbIM  WUCMOSIHEHWEM | OAWH OOKYMEHT 15,0
OOKyMeHTa

44 |cucTtematvM3aums M nogwmBKa MUCMOMHEHHbLIX [OOKYMEHTOB B| OAWH OOKYMEHT 30,0
COOTBETCTBMM C HOMEHKIaTypoun gen
Pa6oTa B pexxume AC:

45 | perncTpaumsa BXogsaLen KoppecrnoHaeHUnn: ofHa KapTodka 15,0

46 |obecneyeHne KOHTPONS 3a UCMOMHEHMEM [OKYMEHTA: BbIBO4 HA| OAHA 3anucb 7,0
3KpaH KOHTPOSIbHOM KapTOYkW; BBOA B Hee WHdopmauum o6
ncnonHeHun

47 |pelleHne XO3AWCTBEHHbIX BOMPOCOB (Mogada 3asiBOK Ha| OOMH BOMPOC 30,0
yCTpPaHeHWe HeucnpaBHOCTEN pabouMx MOMELLEHWUN, 3aka3 W
nonyyYyeHne KaHUENApCcKMUX TOBapoB W ApyrMx maTtepuanoB CO
ckraga)
Bsanmopenctene mexay CTpyKTYpPHbIMU NogpasfeneHnamu:
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48 | cocTaBneHue 3anpocoB, TpeboBaHWA, NOSICHUTENbHbIX 3anNUCOK U | OAWH OOKYMEHT 20,0
cny>ebHbIX 3anncok
49 |nopgava 3anpocoB, TPebOBaHWIA, MOSACHUTENbHbLIX 3anMMCOK W | OAWH OOKYMEHT 25,0
cny>ebHbIX 3an1Mcok B neyaTHon dopme
50 |mopgaya 3anpocoB, TpeboBaHWW, MNOSICHUTENbHLIX 3anUCOK W | OOWH LOKYMEHT 10,0
cny>kebHbIX 3an1McoK B 3aneKTpoHHON hopme
51 |obecneyeHne KOHTPOMS 3a UCMOSMIHEHMEM 3anpocoB, TpeboBaHWiA, | OOUH OOKYMEHT 40,0
NOSICHUTENbHbIX 3aMNNCOK U CNY>XeOHbIX 3anMcoK
MpumevaHue: Bpemsi NpoBedeHUs1 OTYeTa Nepes YnmTaTensiMu, HaceneHneM, CoOBELLaHNA B HOPMY BPEMEHM
He BXOOMuT.
2. TvnoBble oTpacneBble HOPMbI TpyAa Ha paboTbl, BbINONHAEMbIE
B rOCyAapCTBEHHbIX (MyHMUMNanbHbIX) GubnuoTtekax (Ha ocHoBe
aBTOMaTU3MPOBAHHLIX CUCTEM YrNpaBreHUsi npoLeccamm)
2.1. KomnnekroBaHne hoHO0B
Tabnuya 23
N HanmeHoBaHune npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHusi BPEMEHM,
MWH.
1 2 3 4
1 |npvem un otbop Ans POHOO0B HOBbLIX MOCTYMNIEHWI, NOMNYYEHHbIX MO | OOUH AOKYMEHT 3,6
CONPOBOANUTENBHOMY  [OOKYMEHTY - JIMCTY rOCYy4apCTBEHHOMN
permcTpaumm
2 | TexHu4eckast 0bpaboTka 4OKYMEHTOB OAVH OOKYMEHT 4,5
3 | BBOA AOKYyMeHTOB B 6a3y aaHHbIX (BL) OOVH OOKYMEHT 4,5
2.2. bubnnorpaduyeckoe onucaHve n MHAEKCUpOBaHME JOKYMEHTOB
Tabnuuya 24
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eavnuua Hopma
n/n n3MepeHunst BPEMEHM,
MWH.
1 2 3 4
1 |dopmupoBaHue OubnMorpadUYeckon 3anmMcyM Ha OOKYMEHTbl Ha| OAHa 3anucb 18,0
PYyCCKOM Si3bIKe (onucaTtenbHasi Katanornsauusi)
2 | dopmupoBaHme Gmnbnmnorpadunyeckon 3anmcyu Ha OOKYMEHTbl Ha| OfHa 3anucb 27,0
WHOCTPaHHbIX EBPOMENCKUX A3blkax M A3blkax HapogoB Poccun,
Kpome pycckoro (onucaTernbHas Katanornsauus)
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3 | dopmupoBaHme Gubnuorpacmyeckon 3anucu Ha cTapornieyaTHble | OfHa 3anucb 60,0
KHUIM 1 pykonucu  (onucaTenbHas W coAepXaTenbHas
KaTanormsauus)
4 | nHoekcupoBaHMe JOKYMEHTOB (codepxaTenbHas kaTtanornsauus) OAHa 3anuck 18,0
5 |dopmupoBaHme aBTOPUTETHOW 3anvcn (Ha WMeHa nuu,| OAHa 3anucb 30,0
HaMMeHOBaHWI opraHn3aumm)
6 | dopmupoBaHMe AaHHbIX B (HOHOOBOW 3anvcu OAHa 3anuck 50
2.3. Paborta c kaTanoramu
Tabnuua 25
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHusi BPEMEHMU,
MWH.
1 2 3 4
1 |pasbop KapToyek Afs pacCTaHOBKM B andyaBuTHbIE KaTanorun ofHa KapToyka 0,2
PepaktupoBaHue reHepanbHOro andgaBuTHOMO Katanora: ofHa KapToyka
2 | karanor - ctapbi psg (oo 2000 roga); 1,0
3 | kartanor - HoBbIN psaa (¢ 2000 roga); 0,5
4 |kaTanor - MHOCTpaHHble €BPOMNEeNCKMEe A3bIKM U HA3blIKM HapO4O0B 1,0
Poccun, kpome pycckoro
5 | pasbop kapToyek Ans pacCcTaHOBK/ B cUCTEMATMYECKUE KaTanorun ofHa KapToyka 0,3
6 |pepaktupoBaHue [eHepanbHOrO CUCTEMATMYECKOro KaTtamora| ofHa KapTouka 0,5
(FCK)
7 | pepakTMpoBaHMe opurMHan-maketa 6ubnunorpadunyeckmx 3anncen | opHa kapTodka 0,3
(B3) Ha ogHOYacCTHbIE OKYMEHTbI
8 |pepaktMpoBaHMe opurMHan-maketa B3 Ha  MHorouyacTtHble | ogHa KapTouka 0,45
OOKYMEHTbI
9 | pegakTMpoBaHMe 3anucen Ha eguHULBlI XPaHEHNst B MporpaMMHoOe | OfHa 3anucb 54
obecneyennn (MO) nNo u3BELLEHUAM O BHECEHUWN W3MEHEHUN B
KaTanoru, Nony4eHHbIM U3 TexHornornyeckoro otgena (TO)
PepaktuposaHme B3 petpokoHBepcun B 1O (KOHTpONbHbIE MOMsi| OOHa 3anuch
dopmarta u tekcta B3):
10 | pegaktTupoBaHWe KOHTPOSbHLIX Nonen popmata 54
11 |pepakTupoBaHue Tekcta b3 54
12 |pepaktnpoBaHue Oubnuorpadpudecknx 3anucen (B3) B TMO| ogHa 3anuck 54
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(sBepgeHue nHagekcos BBK B B3 peTtpokoHBepcun)

13 | bopmumpoBaHmne B3 B MO ¢ Mcnonb3oBaHMEM CBOAHOMO Katarmora| OfHa 3anucb 12,0
6ubnumotek Poccun

14 | pepaktnpoBaHue 63 Ha MHoroyacTHble AokymMeHToB B 10 OAHa 3anuck 12,0

2.4, Paborta ¢ hoHaom

Tabnuua 26
N HaumeHoBaHWe npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHust BpeMeHW!,
MWH.
1 2 3 4
MogroToButenbHas paboTa:
1 |noarotoBka pabounx mect oaHo paboyee 5,0
MecTO
2 |nonyyeHve AOKYMEHTOB C BbICTaBKM HOBbIX MOCTynfieHWn (Npv| ogHa naptms 16,0
y4yacTtum 4-x 4yenoBek) (100
OOKYMEHTOB)
3 | npvem HOBbIX NOCTYNIIEHUI B MporpammMe nepegaydm OAHa napTus 12,0
(200
OOKYMEHTOB)
O6paboTka HOBLIX MOCTYMEHWUIA:
4 | nepBWYHbIA pa3bop HOBLIX MOCTYMNMEHUI OofHa napTus 26,0
(200
OOKYMEHTOB)
5 | pasbop 4OKYMEHTOB AN ONpeAeneHns pacCTaHOBOYHbIX LWNGPOB ofHa napTtusi 1,0
(200
OOKYMEHTOB)
6 |npepBapuTenbHas cuctemaTMsauuMs  OOKYMEHTOB  [pPYMMoOBOW | OAHa napTtud 1,0
00paboTkm Ans onpegeneHnst NONIOMHOro MHOeKca (100
OOKYMEHTOB)
LLndpposka AOKYMEHTOB: OQVH AOKYMEHT
7 | c gBymsa wndpamu (1 - "BUpTyanbHbIA") 1,0
8 |6e3 wudpa 1,8
9 | pocbinbl 3,6
10 |BBOA WKpa 0,5
LLindpoBka LOKYMEHTOB rpynnoBoi oopaboTku: OLVH JOKYMEHT
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11 |npenBaputenbHas cucTtemaTusaumst (BBO4 WHAEKCA OTpacnu 1,0
3HaHus no Tabnvuam BBK B 3K)
12 | petanbHasa cuctematmsauus (BBoa nonoyHoro nHaekca bBK B OK) 1,0
13 |obpaboTka OKYMEHTOB HA MHOCTPaHHbLIX EBPOMNENCKUX A3bIKax OAVH AOKYMEHT 3,6
14 |obpaboTka [AOKYMEHTOB Ha HaUMOHANbHbLIX $A3blkax HapoAoB| OAWH LOKYMEHT 4,5
cybbekToB Poccuiickon depepaumm
15 | npuem n obpaboTka gokymeHToB XVIII - XIX BB. OAVH AOKYMEHT 8,0
16 |npvem n obpaboTka OTEYECTBEHHLIX MEPUOANYECKMX U3A4AHUA U3 | OOWH LOKYMEHT 1,8
3ana TekyLux nepuogunyeckmx nsgaHui (3TMNN)
17 |npvem u 06paboTka WMHOCTPAHHLIX NEPUOAMYECKUX U3OaHWN U3 | OAWH OOKYMEHT 1,8
3TN
18 | nepelumdpoBKa JOKYMEHTOB OAWH OOKYMEHT 27,0
19 |BBOg Gap-koga fokymeHTa B 9K OAWH OOKYMEHT 2,6
20 |nepepaya ooKymMeHTOB B poHa 6ubnmotekm (Pb) OfHa napTus 26,0
(200
OOKYMEHTOB)
O6cnyxunBaHue yntatenen n aboHeHToB B Ob:
21 |BbInonHeHne TpeboBaHWA, NOCTYNMBLLMX NO 3NEKTPOHHOMY 3aKasy ofHo 1,0
TpeboBaHue
22 | B3auMopacyeT CO CTPYKTYPHbIMU noapasgeneHnamm bnonmoteku OAHa napTus 14,0
(200
OOKYMEHTOB)
23 | paboTa ¢ 3a40/MKEHHOCTBIO OAWH OOKYMEHT 1,8
CoxpaHHoCTb OOHAOB:
24 |nogroToBka OOKYMEHTOB Ha MUKpOdUbMUpoOBaHNE WU | OOVH OOKYMEHT 5,4
CKaHMpOBaHue
25 |nepepava OOKYMEHTOB Ha MUKPOUIbMNpOBaHmNE n | ogHa naptumsa (20 16,0
CKaHMpOBaHune OOKYMEHTOB)
Ceepka poHaa ¢ anekTpoHHbIM kaTanorom (3K): OOVH JOKYMEHT
26 |ogHoYacTHble OKYMEHTOB 1,8
27 | MHOro4yacTHble JOKYMEHTOB 3,6
28 |npoBepka OOCTyna K 3NeKTpoHHOMY pecypcy OAWH OOKYMEHT 54
MepeBoa OokyMeHTOB B LindpoBon oopMar:
29 |npuem/nepenaya nevaTHbIX U3gaHun N3 otaena oHgoaepkatens| oguH OOKYMEHT 0,9
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Nno aBTOMaTU3MpPOBaHHOW NporpaMmme nepenad
30 |cBepka MONyYEHHbIX OOKYMEHTOB C SIEKTPOHHLIM KaTarloroM W| OOWH OOKYMEHT 3,3
pacnpefeneHue 3aknagok Cc WUMeHeM pana no neyaTHbIM
opurnHanam
31 |pacnpepeneHne mnedaTHbIX [OOKYMEHTOB MeXdy orepaTopamu| ogHa naptms 55,0
ckaHupoBaHus (40 4OKyMEHTOB)
32 |ckaHMpoBaHWe NevYaTHbIX JOKYMEHTOB B NMOSHOLBETHOM peXume ofjHa cTpaHuua 0,33
33 |KonupoBaHMe onepaTopoM 3F1IEKTPOHHOM KOMUM OTCKAHUPOBAHHOIO | OOWH OOKYMEHT 30,0
OOKyMeHTa Ha cepBep
34 | obpaboTka SNEKTPOHHOM KON OTCKAHMPOBAHHOIO U3gaHUs OfHa CTpaHuua 2,5
35 |KkonupoBaHuMe onepaTtopoM 0O6paboTKM TrOTOBOW 3MEKTPOHHOM | OOUH AOKYMEHT 30,0
KOMuM OTCKaHMPOBAHHOIO M3faHusa ¢ pabo4ven cTaHuMM Ha cepBep
36 |Bepudumkaums (npoBepka C NOMOLLBIO AOKa3aTeNbCTB) U KOHTPOMb | OOUH AOKYMEHT 10,0
KayecTBa 06paboTaHHbIX ANEKTPOHHbIX KONUA NeYaTHbIX N3gaHun
37 |pacnosHaBaHne TekcTa U cosgaHue [NOP-cdarnoB SNEKTPOHHbLIX | OAWH OOKYMEHT 35,0
KOMNWI nevaTHbIX n3gaHum
38 | konupoBaHue pacno3HaHHbiX [MOP-annoB 3NEKTPOHHbLIX KOMWW | OAWH OOKYMEHT 6,0
neyvyaTHbIX M34aHUMN B TEXHOMOMMYECKYK Manky Ansa AarbHenwen
3arpysku Ha cepBep
2.5. O6cnyxnBaHne MHOropogHUX aboHEHTOB B LIEHTPE ANCTaHLUMOHHOro obpasosanua (LLOO) n MBA
Tabnuuya 27
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mMepeHnst BPEMEHM,
MWH.
1 2 3 4
1 |noarotoBka pabounx Mect ofHo pabouee 4,2
MeCTO
2 | NpoCMOTP 3NEKTPOHHOW MOYTbl, O3HAKOMMEHWe C MOCTYMUBLUNMHU OAHO 26,0
COOOLLLeHUAMN cooOLLeHne
3 | pernctpaums aboHEHTOB OOuH abOHEHT 4,5
4 |npvem 3aka3oB OT abOHEHTOB 4epe3 aBTOMaTU3MPOBAHHYHO OfOVH 3akas 2,7
cucTeMy nopTana ynpaBreHuss AOMOMHUTENBHOrO OBCNyXMBaHUS
(YAO)
lMpoBepka MO SMNEKTPOHHOMY KaTarory Hanuyiusi OOKYMeHTa B| OAWH LOKYMEHT
doHaax, npocTtaBneHve Wwudgpa Ha bnaHke-3akase:
5 | 6e3 bubnuorpadunyeckon 4opaboTku 3,6
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6 |c 6ubnmnorpaduryeckon gopaboTkomn 17,0
7 | npuem OOKYMEHTOB OT OoTAenoB doHaoaepxartenen OfAVH perc (13 9,0
Pb)
8 |nogrotoBka n odopmieHe JOKYMEHTOB K Bbigaye OLVH OOKYMEHT 2,7
9 | dopmupoBaHMeE KanbKynsuumM Ha onnaty ycryri Ha Bbigady Konum | ofgHa cTpaHuua 1,0
OOKyMeHTa no 3anpocy aboHeHTa
10 | npoBepka NOCTyNMNeHusa nnaTtexa rno smuaam onnarbl O[lHa 3asBKa 1,0
11 |peructpauusi Bbldayn [OOKYMEHTOB B aBTOMAaTU3UPOBAHHOW | OOWH LOKYMEHT 1,8
cucteme
12 |oTnpaBka 6angeponen opHa 6aHaeponb 4.4
13 | cocTaBneHue onucun NoAroTOBMNEHHbIX K OTNpaBfieHNIO |  OAHa 3anucb 2,7
baHgeponen
14 |TpaHcnopTupoBka 6aHgeponen B nogpasgerneHve  OTnpaBkv |  OfHa napTus 9,0
3aka3Hblx 6aHgeponen
15 | npvemM AOKYMEHTOB, BO3BPAaLLEHHbLIX abOHEHTaMM OAVH AOKYMEHT 2,8
16 |paboTta c oTkaszamu OJVH OTKa3 2,7
17 |opraHusauunsa n BegeHne KapToTek ofHa KapTo4ka 1,0
/oauH
OnaHk-3aka3
18 |pacnevaTtka guccepTaumm U3 aNeKTpPoHHON Ga3sbl anccepTauuin no OOVH NnnCT 1,0
3aka3y aboHeHTa
19 | KOHTpONb 3a noraweHnem 3a40MKEHHOCTH OOuH abOHEHT 14,0
20 |nowuck HemonyYeHHbIX GaHgeponewn oaHa 6aHagepornb 55,0
21 |Bo3BpaT OWMBOYHO 3acnaHHbIX AOKYMEHTOB oaHa 6aHagepornb 3,5
22 |cnpaBKku u KOHCyNnbTauum 06 ycrnoBusix o6cny>kuBaHnst aboHEHTOB, ofHa 9,0
no pabote aBTomaTnsmMpoBaHHom cuctemnol LIOO n MBA KOHCynbTauua
2.6. CnpaBo4yHo-bmbnmorpadguyeckoe obcnyxmBaHme
Tabnuuya 28
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eavnuua Hopma
n/n n3MepeHust BPEMEHM,
MUH.
1 2 3 4
BbinonHeHue ycTHbIX OMbnuorpagmnyeckmx CnpaBok:
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1 |nogrotoBka pabo4mx MecT eXeaHeBHO 13,0
2 | exeOHeBHbIN CTaTUCTMYECKNI ydet exegHeBHO 13,5
crnpaBoYHO-6Mbnmorpaduyeckoro obcnyXnBaHms yutatenen
3 |u3yyeHue oTpuuaTenbHbIX OTBETOB Ha Gubnvorpaduyeckme OAVH 13,5
3anpockl C LEenblo BbiSBIEHNs1 Opaka oTpuLaTenbHbIN
oTBeT
4 | npvem 3anpoca Ha BbIMONHeHne 6ubnuorpadunyeckon cnpaeku OAVH 3anpoc 10,0
5 | odopmneHue KOHTPONbLHOro NUCTKa Nonb3oBaTens OaVH 1,0
nosnb3oBaTenNb
6 | TemaTnyeckasa yctHas Gubnuorpaduyeckasa cnpaeka OfHa cnpaska 17,0
7 |appecHas ycTHas cripaeka OfHa cnpaska 8,0
8 |yTouHsiowan yctHaa bubnuorpadmyeckasa cnpaeka OfHa cnpaska 18,0
9 | dhakTorpacmyeckas yctHaa bubnuorpaduryeckas cnpaska OfHa cnpaeka 15,0
KoHcynbTaumm: ogHa
KOHCynbTauus
10 | Gubnuorpadguyeckas 10,0
11 | opueHTUpytoLLasa 6,0
12 | BcnoMoraTenbHO-TeXHUYecKas 3,0
13 | Gubnuorpadguryeckas/dakrorpacduyeckas cnpaska OfHa crnpaeka 12,0
BbinonHeHne nucbMeHHbIX Gubnuorpadnyecknx cnpaBok:
14 |npvem un permctpaums NMMCbMEHHOro 3anpoca B OpraHn3aLMoHHON |  OAWH 3anpoc 3,0
rpynne
15 | pucnetyepusauns NMCbMEHHbIX 3anpocoB B rpynne CBO exeHEeBHO 60,0
16 |peructpauusa 3anpoca B XypHane yveTa MUCbMEHHbIX CMpPaBOK| OAHa 3anucb 3,0
rpynnsl CBO
MucbmeHHas TemaTuyeckasi cnpaeka:
17 | TemaTnyeckas cnpaBka 1-n CTENEHM CNOXHOCTU: A0 25 HasBaHuKW, | OAHa crnpaBka 1200,0
C NpocmoTpom Bubnmorpadnyeckmnx NCTOYHNKOB
18 |TemaTnyeckass cnpaBka 2-W CTENEeHUM CIIOXKHOCTM: cBblle 25| ofHa cnpaBka 2900,0
Ha3BaHU, C NPOCMOTPOM BubNuorpadMyecknx u TEKCTOBbLIX
NCTOYHUKOB
19 | nnceMeHHas yTouHsoLwas oubnuorpaduyeckasn cnpaska OfHa cripaBka 360,0
20 | nucbMeHHada agpecHasd cripaBka OfHa cripaBka 120,0
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21 |nucbMeHHas dakTorpaduyeckas cnpaska OAHa crnpaska 360,0
MUCbMEHHbIE KOHCYNbTaLUNK: ofHa
KOHCynbTauus
22 | bubnuorpadguyeckas 480,0
23 | opueHTUpytoLas 480,0
24 | KOHCyNnbTauMa-kuwe 240,0

PeﬂaKTMpOBaHMe BbINOJTHEHHbLIX MNCbMEHHbIX CMpaBOK:

25 |agpecHas nMcbMeHHas cnpaska OAHa crnpaska 9,0
TemaTtnyeckasa NMCbMEHHas cripaBka: ofHa cnpaska

26 | 1-1 cTeneHn CrioXXHOCTH 18,0

27 | 2-1 cTENeHn CriOXXHOCTU 48,0

28 | yTouHAOLWaa NnMCbMeHHas crnpaska OoAHa cnpaska 8,0

29 | bakTorpadmyeckasi nMCbMEHHasa cripaeka OfHa cnpaeka 8,0

30 |peructpaums BbINOSIHEHHOM MWCbMEHHOW CMpaBKM B rpynne| ogHa 3anucb 3,0

cnpaBoYyHo-6ubnuorpacdumyeckoro  obenyxmeanns  (CBO) B
XXypHarne ydyeTa NMCbMEHHbIX 3arnpocoB

31 | peructpauusa BbINOJSTHEHHOW NUCbMEHHOM cripaBku B| OfHa 3anucb 2,0
opranusaumoHHom rpynne CBO

32 | ocbopMneHne n nepegada/oTnpasneHme oTBETa 3aKasynky OAWH 3anpoc 12,0

BupTyanbHasa cnpaBoyvHas cnyxba:

33 | BMpTyarnbHasa TemaTnyeckas crnpaska OfHa cnpaBka 18,0
34 | BMpTyanbHasa agpecHas cripaska OfHa cnpaBka 7,0
35 | BMpTyanbHasa yTovHsAoLWasa cnpaska OfHa cnpaBka 18,0
36 |BUpTyarnbHasa opueHTUpYyroLasa crpaska OfHa cnpaBka 6,0
37 | BupTyanbHaga akTorpaduyeckas cnpaska OfHa cnpaBka 15,0
38 | odhopmrieHne OTBETA Ha 3anpoc uMTartend OAHO NUCbMO 6,0
39 |nononHeHne apxuBa BbIMOMHEHHBIX CNpaBokK ("baabl 3HaHun") OfHa cnpaBka 11,0
40 |ckaHvpoBaHue JokymeHToB u3 ¢doHgoB CBO no 3akaszam| ogHa cTpaHuua 3,0

nonb3oBaTenemn

KoHcynbTauum: ogHa

KOHCynbTaums
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41 |6ubnuorpaduyeckas 10,0
42 | opueHTuMpyloLas 10,0
43 | KOHCynbTauns-KnuLwe 5,0
44 |koopOvHauua U aucrnetTyepusaumss BbINOSIHEHWUS BUPTYyalnbHbIX |  OOHO MUCLMO 12,0
cnpaBokK
Bubnuorpaduyeckoe obyyeHne nonb3oBaTenen: ofHa
KOHCynbTauusi
45 | MeToaunyeckas 10,0
46 |TemaTudeckad 15,0
47 |nogrotoBka ombnwuorpaduyeckoro ob3opa/oby4atoLero OfHO 2400,0
MeponpuaTa no Metoauke dopmmupoBaHusa bubnuorpaduyeckon | meponpusatme
3anucu, paboThbl c KaTanoramu, no MeToauKe
Bubnuorpaduyeckoro onucaHus, Bubnuorpaduyeckumm
UCTOYHMKaMM (DOPMUPOBAHUS CnUCKa NuTepaTypbl K Hay4YHOWM
paboTte
48 |nposepneHne ombnunorpaduyeckoro ob3opa/obyyatoLLero OfHO 60,0
mMeponpusaTrs (Mo nyHKTy 39) MeponpusiTue
OKkckypcun  no  oHaam m  crnpaBOYHO-6MBNMorpadmMyeckomy | ogHa SKCKypcusi
annaparty (CBbA) LIBC:
49 |noaroToBKa 480,0
50 |npoBeneHue 60,0
BeneHue cnpaBoyHO-OmMbnunorpaduyeckoro annapaTa:
51 |BeaeHMe apxmBa BbINOMTHEHHbIX CMIPABOK B 3NEKTPOHHbIA PEXUM ofHa cnpaska 8,0
52 |BBOpg KapToTek B 6a3y gaHHbIX (BL) OfHa KapTouka 6,0
BbicTaBoyHas paborta: OfHa BbICTaBKa
53 | pa3paboTka nnaHa opraHn3aLmm U SKCMOHNPOBaAHMSA TEMaTUYECKON 2160,0
BbICTaBKM
54 |noAroTtoBka CONPOBOAUTENBHOW [OOKYMEHTauuMuM K BbICTaBKe, 360,0
ATUKETAXY
55 | MOHTaX BbICTaBKM 480,0
56 | AeMOHTaXx BbICTaBKU 240,0
57 |co3pgaHne acduw, o0O6BbABMEHMW, nNporpaMm AOns MpoBeAeHUst 60,0
BbICTABOK

MpumedvaHue: npu paboTe C OOKYMEHTAMM Ha MHOCTPAHHbIX E€BPOMENCKUX SA3blKax W SA3blkax HapogoB
Poccun, kpoMe pyccKkoro, K HopMam BpeMeHN NPUMEHSIETCA NOBbILLALW M KoadduuneHT 1,15.

KoHcynbTaHTIINIOC
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2.7. HoTHble M3gaHusa 1 3Byko3anucu

Tabnuvua 29
N HavnmeHoBaHue npouecca, onepaumun. Coctas paboTsbl EovHnua Hopma
n/n nsmepeHunsi BpeMeHWU,
MWH.
1 2 3 4
dopmmpoBaHue 6ubnuorpacmyeckon 3anuncu:
1 |Ha rpaMMOMOHHbLIE MMACTUHKM (rpamniacTUHKM) Ha PYCCKOM OAWH ANCK 140,0
A3blke (onucaTtenbHasa kaTanormsaums)
2 |Ha rpamMnnacTUHKM Ha WHOCTPaHHbIX €BPOMENCKUX HA3blkax WU OAWH ANCK 180,0
A3blkax HapogoB Poccuu, Kpome pycckoro  (onucaTtenbHas
KaTanormsauus)
3 |Ha ayamoguckax Ha  pyCCKOM  fA3blke  (onucaTtenbHas OAVH ANCK 160,0
KaTanormsauus)
4 |Ha ayanmoamckax Ha MHOCTPaHHbLIX EBPOMNENCKUX A3blkaxX U A3blKax OOWH AnCK 220,0
HapogoB Poccun, kpome pycckoro s3sblka (onucaTtenbHas
KaTanormsauus)
5 |Ha aunckax dopmaTta ayanodpbannos (onncatenbHas OAVH ANCK 480,0
KaTanormsauus)
6 |Ha HOTHble U3OaHUA Ha pPYCCKOM 43blke (onucaTternbHasd | OAWH OOKYMEHT 132,0
KaTanormsauus)
7 |Ha HOTHble M3JaHWs Ha MHOCTPaHHbIX EBPOMENCKUX A3blkax W | OAWMH OOKYMEHT 140,0
A3blkax HapogoB Poccuu, Kpome pycckoro  (onucaTenbHasi
KaTanormsauus)
CnpaBo4yHo-6ubnuorpaduyeckoe obcnyxvBaHMe B 4YUTaNIbHOM
3ane
BbinonHeHne ycTtHown 6ubnmorpadunyeckorn cnpaeku:
8 |npuem 3anpoca Ha BbINorHeHne bubnuorpadunyeckon cnpaBkm OAWH 3anpoc 6,0
9 |TemaTnyeckas yctHas bubnuorpadumyeckas cnpaska OfHa cnpaBka 20,0
10 |ycTHas agpecHast bubnuorpadumyeckas cnpaska OfHa cnpaBka 12,0
11 |yTouHsitowasa yctHasa bubnuorpaduyeckas cnpaska OfHa cnpaBka 22,0
12 | dpakTorpacmyeckas yctHas bubnuorpadumyeckas cnpaska OfHa cnpaBka 18,0
KoHcynbTauuu: ofHa
KOHCynbTauusi
13 | Gubnunorpadguyeckas 10,0
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14 | opueHTHpYyloLLLas 3,0

15 | BcnomMmoratenbHo-TeXHU4ecKas 6,0
BbinonHeHne NncbMeHHbIX Bubnuorpadgmyeckmx cnpaBok:

16 [npveM W perncTpaums 3anpoca B KHUre y4yeTa [MUCbMEHHbIX| OfHa cnpaska 15,0
Gubnuorpadgmyeckmx cnpaBok

17 |u3yyeHne 3anpoca, YyCTaHOBMEHWE WNN YTOYHEHWe OSrnemMeHTOB| OfHa cnpaska 900,0
Gubnuorpadmyeckon aanucu
BeneHve cnpaBo4Ho-6MBnMorpadgmnyeckoro annaparTa:

18 | opopMmneHme KapTOYKM NS KapToTek OfHa KapTo4ka 16,0

19 | cospaHne bubnuorpaduyeckon 3anucu (b3) Ha cTaTby NO My3blke | OAHA 3anucb 8,0
N3 JOKYMEHTOB, HE COOTBETCTBYIOLLMX NPOGUITHO

20 |BefneHve kapToTek ofHa KapTo4ka 1,0
2.8. Paborta c nutepaTtypou no 6ubnuotekoBegeHuo, bubnuorpadosegeHnto U KHUroBe4eHWIO

Tabnuya 30
N HanmeHoBaHune npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHust BPEMEHM,
MWH.

1 2 3 4
O6paboTka HOBbIX MOCTYMSIEHWA B NpoOrpamMmMHOM obecnevyeHun
(NO):

1 |npvem HOBbIX MOCTYNSIEHUA OTEYECTBEHHbIX [JOKYMEHTOB B| OOWH OOKYMEHT 0,5
AucneTyepckon nporpaMmMe nepegayv

2 | npveM HOBbIX MOCTYNNEHUA Ha UHOCTPAHHbLIX EBPONENCKUX A3bIKax | OAWH JOKYMEHT 1,0
1 a3blkax HapogoB Poccun, kpome pycckoro

3 |ocopmneHne kapToukMm Ha [OOKYMEHT Ha pPYCCKOM 4A3blke And| ofHa KapToyka 8,0
KaTanoroB u kaptoTek obnacten (OBJ1)

4 |odopmrieHMe  KapTOYKM Ha  [JOKYMEHT Ha  WHOCTPaHHbIX | OAHa KapToyka 10,0
€BPOMNENCKUX A3blKax U A3blkax HapogoB Poccum, kpome pyccKoro,
Ans karanoroe n kaptotek OBJI

5 | AHanuTnyeckoe onvcaHue gokymeHToB B 10 oJHa cTaTbs 12,0
O6cnyxuBaHne nonb3oBaTenen; BupTyanbHas  CnpaBoYHast
cnyxba:

6 | npuem Gubnmorpaduryeckoro 3anpoca YitaTens O[VH 3anpoc 3,0

7 |BupTyanbHasa Tematuyeckas cripaBka OfHa cripaBka 54,0
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8 |BupTyanbHasa agpecHas crnpaska OAHa crnpaska 18,0

9 | BMpTyanbHasa yTovHAoLasa crpaska OAHa crpaska 26,0

10 |BupTyanbHasa dakTorpadudeckas crnpaska OAHa crnpaska 20,0

11 |ocbopmrieHne oTBETA Ha 3anpoc YuTaTens OAHO NMUCbMO 10,0

12 | nononHeHve apxmBa BbIMNOMHEHHbLIX cnpaBok ("basa 3HaHuin") OAHa crnpaska 10,0

13 | exxeaHeBHbIN CTaTUCTUYECKN yyeTt exegHeBHO 12,0
cnpaBoYHO-6MbBNMnorpadgmyeckoro obcnyxmBaHua YntatTenen

2.9. ObpaboTka ONTUYECKMX KOMMAKT-AMCKOB B 0Opa3oBaTeNbHLIX 3reKTPOHHLIX pecypcax (O3P)

Tabnuua 31
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mMepeHuns BPEMEH, MUH.
1 2 3 4
1 |nonydeHune n gocTaBka OMTUYECKMX KOMNaKT-ANCKOB OAHa napTus 30,0
AokymeHToB (100
OVCKOB)
2 | npyveMm HOBbIX MNOCTYMIIEHUN ONTUYECKNX KOMMNAKT-OMCKOB OAHa napTus 60,0
AokymeHToB (100
ONCKOB)
3 | cymMapHbI y4eT KOMNaKT-gMCKOB (MO YCTaHOBMNEHHOW dhopme) OfHa napTus 7,0
OOKYMEHTOB
4 | MHOoMBMAOYanbHbIA YYET KOMMAKT-OUCKOB OAHa 3anucb 1,0
5 | TexHu4eckas o6paboTka ONTUYECKMX KOMMAaKT-AMCKOB OOVH OOKYMEHT 2,0
6 | wudpoBka gokymeHTOB B Mmoayne N0 OAVH OOKYMEHT 1,0
2.10. Pabora c yntatenamm
Tabnuuya 32
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eavnuua Hopma
n/n n3MepeHust BPEMEHM,
MUH.
1 2 3 4
3anucb nonb3oBatend B Oubnuoteky, paboTta c uuiTatenem B
YynTanbHOM 3ane:
1 |nogrotoBka paboumx MeCT norfb3oBaTenen M obCnyXMBaloLLEro oavH MK 2,0
nepcoHana: npoBepKa TEXHUYECKOTrO0 COCTOSIHUSI  CEeTEBOro
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obecneyeHuns n napka BbIYMCINUTENBHOW TEXHUKN; BKMtoveHune K

NpUHATUE Mep no nukeuaauum cboes B paboTe IMK, B paboTe ceTtu,
OTCyTCTBMA  gocTyna K 0a3e  [daHHbIX  Monb3oBaTenew;
NMHOPMUPOBaHME COOTBETCTBYIOLMX crnyxb o cbosix; npoBepka
HeucnpaBHOW TexHWKM; dukcaums cboeB B TeTpagu yyeta C
yKaszaHWeM xapakTepa HeuCrnpaBHOCTM U BpeMeHu Hayana cbos;
nocne ycTpaHeHUst Henonagky oTMETKa BPEMEHN ee yCTpaHeHUs

oauH cbol

10,0

NPOCMOTP OOKYMEHTOB 4uTaTend (nacnopT, yoocToBepeHue,
I'IOpy‘-II/ITeJ'IbCTBO), npoBepKa Hann4na y‘-IeTHO-peFI/ICTpaLI.I/IOHHOIZ
KapTO4KM YnTatens

OOWH 4YnTaTenb

3,0

3anonHeHne opmynspa uuTatens, y4deTHO-perncTpaumoHHON
KapTO4KMW, YnTaTenbCckoro buneta

OOWH KOMNNEeKT

5,0

O3HaKOMIleHWe  uuTaTens C  NpaBunamMu  NOMb30BaHUSA
BubnumoTtekon, pacnonoxeHnem oHaa, CrpaBoYHbIM annapaTom

OOWH 4YnuTaTenb

6,0

nogbop w pacctaHoBka Mo Homepam OuneTtoB, andasuty
hamunuin YitaTenemn y4eTHO-permcTpaunoHHbIX KapToyek

ofHa KapTouka

2,0

OCYLLECTBINIEHNE KOHTPOSS 32 BO3MOXHbLIM HanMyinem [AaHHbIX O
yuTaTene Kak Hapywutene (NUweH npaea Nofb30BaHWs); BEAEHNE
(n perynsapHbIN NPOCMOTP) KApPTOTEKN YMTaTeENEn-HapyLumTenen

OAVH 4YnTaTelb

0,5

Mepepernctpauus ymtatenen:

nouck copmynsapa (PerucTpauuoHHOW KapTO4KkW) uuTaTens;
BHECEHWNE N3MEHEHUIN B HUX 1 B YnTaTenbckme bunetsl (YyTOUHEHME
A@HKETHbIX  [aHHbIX, HOBOIO 4WUTATENbCKOrO HOMepa, [AaThbl
nepeperucTpauumn) C BeAEHWEM KAPTOTEKM HAyYHbIX TEM MU
TEKYLLMX U3BMEHEHUN (MONyYeHUe 3BaHUN, Nyonukauun, gapbl)

ofHa KapToyka

2,0

3anuck (nepeperncTpaumsi) uitatenen B aBTOMaTU3MPOBAHHOM
pexumve:

cbeMka oToKaMepon Anst YaTaTenbckoro bunerta

OAVH
noceTuTenb

0,5

10

ochopMIeHre koda YiTaTens ¢ KOHTPOSTbHbIM Pa3psgoM U CPOKOM
Mofb30BaHUS YMTaTENbCKMM OUNETOM, Ha OCHOBE BblOAHHON
MHdopMaLun

OAVH
noceTuTenb

0,4

11

BblJaya Ha NPUHTEpP CBeOEHUI O 3anucaBlleMCcs YiTaTerne B BUAe
yuTaTenbckoro buneta

OAVH
noceTuTenb

0,4

12

Habop Ha KnaBuaType CBEAEHUN O uuTatene: pamunus, uvs,
OTYECTBO, XapakTepusylolime ero npuadHakm (obpasoBaHue,
crneunaneHOCTb), KOA, HOMEp YnTaTenbcKoro buneta; oTtocbemka

OAVH
noceTuTenb

2,0

13

ocyuleCTBlieHNUe KOHTPONA 3a BO3MOXHbIM Hanun4ynem LOaHHbIX O
ynTartene, 3anvmcasliemMca B 6I/I6]'II/IOT€Ky (paHee 3anuncaH, nuieH
npaea I'IOJ'Ib3OBaHVIFI)

oavH
noceTuTenb

2,0
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14 |odopmneHve uutaTenbckoro 6unera € HOMEPOM W CPOKOM oauvH bunet 1,0
Nnonb30BaHUst 4UTaTeNbCkMM OWMETOM Ha OCHOBE BblgaHHOM
nHdopmauum

15 |Bblga4a Ha MpUHTEP CBEOEeHW O 3anucaBlleMcsl uduTaTene, OAVH 50
npoesefeHMe pagnmoyvyacTOTHOW UAEHTUdUKAUMM  YUTaTENbCKOro noceTutens
bunerta; npoeeneHne OEHEXHOoro B3aumopacyeTta C
nonb3oBaTenemM Yyepes Kaccy
YpaaneHHas 3anuchb: OaVH

noceTutens

16 |cBepka [AaHHbIX PErMcTpauMoHHON KapTOYKM, CKaHUPOBAHHbIX 2,0
KOonuMM € nacnopTa W ApYyruMKU LOKYMEHTaMu nonb3oBaTtens wu
noaTeepXxaeHne 3agaBKku

17 |odopmneHne poroBopa-odepTbl Ha MpeaocTaBrieHMe AocTyna K 3,0
3NEKTPOHHbIM pecypcam bubnmnoTeku

18 |Habop Ha knaBuaType AaHHbIX, AN 3arnofHeHUs 4OroBopa, BbiBOS,
J0roBopa Ha NpuHTEp, NoA4NUCL N1La, 3akniovaBLLero 4orosop

19 |odopmneHne  Bxoga-Bbixoga — uutatens  uM3  Gubnuoteku: oavH 2,0
CKaHMpOBaHWEe MOCTOAHHOIO u4uTaTenbckoro 6unerta, Bblgava nocetuTenb
KOHTPOSbHOrO NMcTKa
BbinonHeHne TpeboBaHMI Norb3oBaTenien, Bbigava LOKYMEHTOB
13 cneumanuaMpoBaHHoro oHaa:

20 |nony4eHne TpebOBaHWS Ha OOKYMEHT M3 OCHOBHOMO XpaHeHWs, OAHO 1,0
npoBepKa NpaBuIIbHOCTN 3anosiHeHus TpeboBaHns, permcTpaums TpeboBaHve

21 | pas3bop TpeboBaHMI NO Apycam, paccbifika No NHEBMOMNOYTE OfHO 10,0

TpeboBaHne

22 |nony4yeHne TpebOBaHWs Ha AOKYMEHT; MPOBEpPKa MNpaBWUSIbHOCTM OAHO 10,0
3anonHeHusa TpeboBaHus; pernctpaumsi, gopabotka TpeboBaHus;| TpeboBaHue
nog6op no wudpam B cneumannsMpoBaHHoM ooHae

23 |nogrotoBka W OMOpPMIEHWE OTKA30B W MNepeHanpaBreHnn; OAHO 5,0
oTnpaBka TpeboBaHMM C OTKa3amMM W nepeHanpaBnseMbiMu| TpeboBaHue
TpeboBaHnsiMn

24 |nouck OOKyMeHTa B ¢poHOe, OTMeTKa Ha TpeboBaHMWM, KHWXHOM | OOUH OOKYMEHT 5,0
dopmynsape, ANCneTYepCcKon ceTke

25 | TpaHcnopTUpoBKa/goCTaBKa M3gaHusa u3 poHaa B YMTanbHbIV 3ar OQVH AOKYMEHT 8,0

26 | TpaHCnopTUpOBKa/QOCTaBKa M3daHMs M3 ooHAA B YWTanbHbIA 3arn 45,0
(yOaneHHoe xpaHunuie)

27 |ycTaHOoBKa MeCTa HaxOXOEHWUsl HEHaWOEHHOro [OKYMEHTa Mo| OOWH OOKYMEHT 50
6a3am n 6aHKaM JaHHbIX, CPaBOYHbLIM KapTOTEKaM, KaTanoram

28 |Bblgaya AOKYMEHTa M3 CrneuvanuanpoBaHHOro poHAa 4vTaTento; | OguH OOKYMEHT 15
OTMETKa Ha  KHWKHOM  dopmynsipe/TpeboBaHnM;  3anucb
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JOKYMEHTOB B YMTaTeNbCKyl0 KapTouky (BKMagHOW JINCT); oTMeTKa
B KHWre 3aKasoB; OTMETKa O Bbidaye B aBTOMaTW3VPOBaHHOW
cucteMe (M3MeHeHMe cTaTyca Wu3gaHus) MyTeM CYUUTLIBAHUSA
LUTpMX-KoAa JOKYMEeHTa

29

npueM [JOOKYMEHTa OT uuTaTensi; MOWCK KOHTPOMNBbHOrO NUCTKa
nonb3oBatens, TpeGoBaHWiA; NpoBepka COXPaHHOCTW [OKYMEHTa;
norawleHve OTMETKM O Bblgaye Ha KOHTPONMbHOM  FIUCTKE
nonb3oBaTens; TroraweHVe BblgadM B aBTOMaTU3MPOBaHHOM
cucteMe (M3MeHeHMe cTaTyca Wu3aaHus) MyTeM CYUUTbIBAHUA
LUTpMX-KoAa JOKYMeHTa

OOVH OOKYMEHT

15

30

Bblgava JOKyMeHTa u3 akcnosunummn mysed kHurn (MK) cotpyaHuky
ceKTopa XpaHeHus Ans BblAayn YuTaTento; CHATUE BUTPUHBLI C
OXpaHbl MO 3BOHKY Ha NymnbT OXPaHbl; BCKPbITUE BUTPUHbI; BblEMKa
KHUMM U3 BUTPWHbI; 3aKpblTUE BUTPUHbI; NOCTAHOBKA BUTPWHbLI Ha
oxpaHy; ukcauus sblgayum B "KypHane Bbigaun" matepuanos u3
akcnosuummn MK

OOVH OOKYMEHT

40,0

31

NpUHATME OOKyMEHTa OT 4uTaTens; nouck 3anucu B "KypHane
BbiAaun"; norawleHue OTMETKUM O BbiJaye; CHATUE BUTPUHBI C
OXpaHbl MO 3BOHKY Ha NynbT OXpaHbl; BCKPbITUE BUTPUHBI; BO3BpaT
KHWUM B BUTPUHY (MOHTaX); NOCTAHOBKA BUTPUHbLI HA OXpaHy

OfVH OOKYMEHT

30,0

32

npuem TpeboBaHWIi OT YnTaTenen B HayyHo-uccrnegoBaTenbCKOM
otaene pykonucen (HNOP), npoBepka kadecTBa MX 3arOfIHEHWS;
pPOCNUCb B KHUre permcTpaummn TpeboBaHnn

OOWH pas B AeHb

30,0

33

O3HaKkoMmIieHne ¢ TpeboBaHMEM, YTOYHEHWE MecTa XPaHeHus Mo
TonorpacpMyeckoMy ykasaTento; BbleMka eOuHWL, XpaHeHus (eq.
Xp.) U3 KapTOHa, pa3MelleHMe B KapTOHE KapTbl-3aMeHUTEnNs;
npoBepka COOTBETCTBUSA LWncpa M 3arorioBka Ha obnoxke u B
TpeboBaHMM; npoBepka (PU3NYECKOrO COCTOSHMS end. Xp.;
odhopMIIEHME NUCTA UCNONb30BaHNS, 3amnOfTHEHNE KHUMM Bblgayn

egvHuLa
XpaHeHusi

3,0

34

npoBepka NucTaxa ed. Xp. Npy Bblgade, yCTaHOBMEHWE HarM4YHOro
NMCTaXa C 3anucbio B 3aBEPUTENIbHOM JINUCTE M Ha OBnoXKe,
OoTMeTKa B 3aBEPUTENBHOM JIUCTE O NPOBepKe

OfVH NUCT

0,2

35

npoBepka nucTaxa Mpv Bblgadye C  nepeodopMieHnem
3aBEepUTENbHOrO NWUCTa C  yKasaHMeM BCeX OCOBGEHHOCTEN
XPaHSALLMXCA B efl. XP. AOKYMEHTOB

OOVH NUcT

0,3

36

npoBepka NnucTaxka Mocne BO3BpaLLeHWs ef. Xp. U3 YnTanbHOro
3ana (Y3) wnu ot cotpygHukoB; gna OL, doTto, aBTOorpados,
KONMEKLMOHHBLIX JOKYMEHTOB - 06si3aTenbHa

OOVH NUcT

0,2

37

HymMepauusi U nepeHyMepauusi NMMCTOB Mpu Bblaade ed. Xp. Ans
UCMOSb30BaHUS C COCTaBfIEHWEM Pa3BEPHYTOro 3aBEpPUTENbHOIO
NMCTa C BbIHECEHMEM BCEX OCOBEHHOCTEN [OKYMEHTOB

OOVH NUcT

0,3

38

LWndpoBKa OOIOXEK ed. Xp.; CBepKa 3aronoBka €. Xp. C ONUCHIO;
npocTaeneHue wtamna HAOP u ero 3anonHeHue

eavHULa
XpaHeHus

2,2

39

ocbopMrnieHne oGnNoxek (OT PyKWU): pasfMHOBKA MOBEPXHOCTM

eavHULa

6,0
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OBnOXKN; HanucaHne Ha oOnoXxke HauMMeHoBaHuWst boHaa, XpaHeHust
3aronioBka ef. Xp., KpavHMX gaTt, KonuMyectBa JIUCTOB MU
OOKYMEHTOB B COOTBETCTBUM C OMUCHIO
40 |npuem wn TpaHcnopTuMpoBka ed. xp. u3 Y3 B XxpaHunuvwe n u3 eanHuua 15,0
XxpaHunuwa B Y3 XpaHeHust
2.11. Bblgaya KOMMeKTOB AOKYMEHTOB BO BPEMEHHOE NONb30BaHWe nogpasaeneHusm 6udnmoteku
Tabnuua 33
N HaumeHoBaHWe npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHust BpeMeHw!,
MWH.
1 2 3 4
1 |odopmneHune 3asBKku/akTa Ha KOMMNMEKT OOKYMEHTOB, | OHa 3asBKa, aKT 30,0
nepegaBaeMblil B CTPYKTYPHOE NofpasaeneHune
2 |nogGop [AOKYMEHTOB B KOMMMEKTbl; Perncrpauus BbldaHHbIX | OAWH KOMMNEKT 10,0
OOKYMEHTOB B y4€THbIX hopmMax
3 |Bbldaya KOMMMEKTOB [OOKYMEHTOB; OTMEeTKa Ha  KHWKHOM | OAWH KOMMMEKT 5,0
dopmynspe (vHaunkaTope) aatbl Bblgauu, OaHHbIX
nogpasgeneHns, Monyyawwero KOMMMEKT; OTMeTKa B KHuUre
BblJa4yM AaTbl Bbl4ayun, OaHHbIX NoApasfernieHusi, nony4varoLllero
KOMMIEKT; OTMeTka B AKTe nepegayv
4 | nony4yeHve KOMMMEKTOB  OOKYMEHTOB  OT  CTPYKTYPHbIX | OAWH KOMMMEKT 18,0
nogpasgeneHnn; MOUCK KHWKHOro dopmynspa (MHOukaTopa);
noraweHne OTMETKM O Bblaye, BrOXEHWEe €ero B [OKYMEHT;
npoBepka (PU3NYECKOTO COCTOSHWSA, NepecyeT NMCTOB, CBepka C
AKTOM nepegayu; norawleHme OTMETKM O Bbldaye B KHWUre Bbigauu;
nepegava JOKYMEHTOB Ha COPOCKY
2.12. O6cnyxmBaHMe nonb3oBaTenien [OOKyMeHTamMy B 4uTanbHOM 3arne, 3ane € rMbpugHbim

obcnyXuBaHMeM, 3ane 3NeKTPOHHbIX PecypcoB, 3ane "WHTepHeT", 3ane crneumanuanpoBaHHoro otgena. lNpuem
3aka3oB no TenedoHy 13 ropoga

Tabnuuya 34
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eavnuua Hopma
n/n N3MepeHust BPEMEHM,
MWH.
1 2 3 4
O6cnyxuBaHne nonb3oBaTenen GUGNNOTEKN:
1 |npoBedeHue koHcynbTauun, Gecedbl ¢ YaTaTenem Mo npasBunam | oAWH YMTaTenb 3,6
obCcnyxmMBaHMs B YMTaribHOM 3ane u npeaocTaBnsieMbiX ycryrax,
Mo MCNonb30BaHWIO CNpaBoYHO-OMOGNMorpadmyeckoro annapara u
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(bOH,D,OB, ANEKTPOHHbIX pecypcoB, VIHd)OpMVIpOBaHVIe yyuTatena o
HOBbIX NOCTYNITEHNAX

KOHcynbTaumm no pabote c MK B untanbHom 3ane, no paboTe B
3MNeKTPOHHOW GubnunoTeke

OOWH 4nuTaTesb

2,0

npveM 3aka3oB Monb3oBaTeNiell Ha W3daHus M3  OCHOBHOIO
KHArOXpaHWUuwa;  NpoBepka  MNPaBUMbHOCTM  3aMoSIHEHUS
TpeboBaHus; perucTpauus

OVH 3aKa3

1,0

npvem 3aka3oB Mo TenedgoHy 13 ropoaa

O[VH 3aKa3

5,0

nony4yeHune OOKYMEHTa, 3akKa3aHHOro
cneunanm3npoBaHHOM d.)OHD.e/‘-I nTanbHOM 3ane

YyntTatenem B

OOVH OOKYMEHT

0,9

paccTaHoBKa wu3daHW Ha OpoHenonkax uYuTanbHOro 3ana,
NOCTYNUBLLUUNX U3 KHUFOXpaHuUnuila no 3aka3am nonb3oBaTenemn

OfVH OOKYMEHT

04

noabop OOKYMeHTOB Ha OpoHerornke, 3aka3aHHbIX U3 OCHOBHOIO
KHUroxXpaHunvLia; nepefada Ha kadeapy Bblaayuu

OfVH OOKYMEHT

0,47

noabop [OOKYMEHTOB B MNOACOGHOM (OHAE uYUTanbHOrO 3ana;
nepenava Ha kadeapy Bblgayn

OfVH OOKYMEHT

2,0

nogbop AOKYMEHTa B XpaHEHWU crneuuanu3npoBaHHOrO (oHAa;
oTMeTka Ha TpeboBaHuM; nepepava [OOKyMeHTa Ha kadeapy
Bblaun

OOVH JOKYMEHT

10,0

10

odhopMIeHMe BblgaHHOMO AUCKa

OfVH OuUCK

5,0

11

perucTpaumsi B KOMMbIOTEPHOW MNporpaMmMe, MpPOcYeT JIUCTOB U
h1314ECKOro COCTOSIHMS OKYMEHTa

OOWH OOKYMEHT

9,0

12

YCTaHOBKa MeCTa HaxoXaeHuda HEeHaaeHHoro OOKyMeHTa o
CnpaBOYHbIM KapTOoTEKaM, KaTanoram, permctpauna oTkasoB

OOWH OOKYMEHT

22,0

13

noabop YNTATENBLCKUX KApTOYeK ANS BNMUCLIBAHUS LOKYMEHTOB Ha
TEKYLLWUIA AeHb; NognucaHne KapTodek y 3aB. OTAENOM O JOMycke B
otaen HAOP

oJHa KapToyka

10,0

14

BblJa4a AOKYMEHTa YMTaTENo: CBEPKa BblAaBaeMoOro AoKyMeHTa C
ynTaTenbCKMM TpeboBaHMEM; NPOBepKa HanMuus CTpaHuu/KagpoB
MUKpOOMbMa, MUKpOMLL,  copepXXaHue  KOMMNaKT-AWUCKa,;
CUMTbIBAHUE LUTPUX-KOZ4A (NpW 3MEKTPOHHOM 3akas3e) B Moayne
"unpkynsumsa" OK; oTMeTKa KHUroBblAa4YM Ha KOHTPOSbHOM FUCTKE

OOVH OOKYMEHT

1,8

15

npMemM [JOKyMEHTa OT uuTaTensi: CBepka ero c TpeboBaHueMm
(KOHTPONBbHLIM FIUCTKOM), MNPOBEPKa COXPaHHOCTM [AOKYMEHTA,
Hanmyus CTpaHuu/KagpoB MUKpOgUbMa, MUKpPOGOMLL,
COAEpXaHVe OucKa, CYUTbIBAHME LITpUX-Koda (Mpu SneKTPOHHOM
3aKa3e), BHECEHNE OTMETKM O MPUEME Ha KOHTPOSIbHOM JTUCTKE

OOVH OOKYMEHT

15

16

nepenaya/TpaHCNoOpPTMPOBKa/OOCTaBka  [JOKYMEHTa,
yuTatenem, B CrNeLuanuavMpoBaHHbIN  OOHA;
B3ammopacyeTe 06CNyXMBaAHUS U KHUTOXPaHEHWS

CcOoaHHOoro
OTMeETKa o

OOVH OOKYMEHT

1,0
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17 |BbIICHEHME NO MOBOAY 3aka3a W NPOAfEeHMe cpoka MONb30BaHUsA |  OAWMH 3anpoc 1,0
OOKyMeHTamu no TenedoHy
18 |BbIICHEHME NO MOBOAY 3akasa W MpOAneHWe cpoka MOorb30BaHMs |  OAWMH 3anpoc 2,0
OOKYMEHTaMW MO 3MEKTPOHHOM noyTe
19 |obecneyeHne KOHTPOMS 3a CpoOKaMu MOrb30BaHWUS LOKYMEHTaMW | OOWH 3anpoc 0,8
13 oTaena xpaHeHusi
20 |npoaneHve cpoka MnosSib30BaHUA [OOKyMeHTa: MOWUCK KapTOYKW; | Ha OAWH OeHb 30,0
BHECEHME OTMETKN O MPOoASIEHNM CpPOKa MOMb30BaHWs; NpoafieHne
no TenecoHy
21 |npoBepka 3afOMKEHHOCTM YMTarnbHbIX 3aroB OTAENny XpaHeHWusl;| OOguH OOKYMEHT 5,0
cBepka NpeabsBNEeHHOW 3ad0fMKEHHOCTM C  [OKyMeHTauumen
YnTanbHOro 3ana
22 |pabota c oOTKaszaMu; KOHTPOSlb CPOKOB MOCTYMMEHMSI OTKA30B; OAWH OTKa3 0,8
npoeepka 060CHOBAHHOCTWN OTKA30B; y4eT OTKa30B
Bblgaya Konuu OOKYMEHTa U3  3neKTPOHHOM  6ubnuoTeku,
peanu3oBaHHOW B CUCTEME 3aLlMLLEHHOrO MPOCMOTpPA, MO 3anpocy
nonb3oBaTens:
23 | ocbopMneHne 3akasa Ha KonMpoBaHue OAWH 3anpoc 2,0
24 | pacnevyaTka AOKYMEHTOB MO 3anpocaM norb3oBarenen OAVH NncT 1,0
25 |aneKTpPOHHOEe KOMMpPOBaHME: MOUCK [OKYMEHTa, COXPaHEHHOro| OAWH 3anpoc 10,0
nonb3oBaTenem; npoeepka  danna  4ns KONMUPOBaHUA,
3MEKTPOHHOE  KOMMpOBaHME; MpPOBEpKa, Bblgada HOCUTENS
nonb3oBaTento; MNo 3anpocy nonb3oBaTens - 3anncb Ha
ONTUYECKUIA KOMMAKT-AMUCK BMbnmnoTekn
2.13. BHyTpeHHss1 paboTta
Tabnuuya 35
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n N3MepeHnst BPEMEHM,
MU/H.
1 2 3 4
lMogroToBkKa K Bblgavye JOKYMEHTOB:
1 |npoBepka OpPOHENONOK C OTMIOXKEHHbIMX JOKyMeHTamu (MO| Ha OAVH OeHb 10,0
HOMepaM YnTaTeNbCKUX BUNETOB, NO CPOKaM)
2 | cbpocka JOKYMEHTOB (MO CpoKam) OLVH JOKYMEHT 0,2
3 |pacctaHoBKka opmynapoB uuTaTenen (MO cpokam, Homepawm, | oguH chopmynsap 0,3
andasuTy, wWwucgpam); paccTaHOBKA KOHTPOSbHbLIX  JIMCTKOB
nonb3oBaTenen No Homepam
KOHCY" bTaHTlnI0C www.consultant.ru Crpanvua 83 us 224

Hafe)XHafa npaBoBas noaaepxXkKa



Mpukas MunkynbTypel Poccum ot 30.12.2014 N 2477
"O6 yTBEpXXAEHUN TUMOBbIX OTPACNEBbIX HOPM TpyAa Ha paboTsl,
BbINOSIHSEMbIE B HML...

[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

4 |nopgBedeHve WTOroB paboTbl 3a MNPOLWEAWWNA [eHb, BHECEHME | Ha OOMH OeHb 12,0
3anucu B QHEBHUK/NUCTLI yyeTa

5 |nonGop AOKYMEHTOB MO NpeaBapUTENbHbIM 3aka3am yntatenei v | OguH SOKYMEHT 10,0
nnaHam YTeHus

6 | NpPOCMOTP HOBLIX MNOCTYMMEHUN ANs PEKOMeHAauun ymtaTensam OAVH AOKYMEHT 3,0

7 | npocmoOTp (MpoBepka NpaBUSIbHOCTU PACCTAHOBKM) KHUM OTKPBLITOrO |  Ha OAWH AeHb 50
poctyna B U3

8 |npoBepka Hanuyusa onucen B YitanbHom 3ane HAOP Ha OAHY Heaeno 60,0

9 | 3anonHeHWe NUCTOB 3a40SMKEHHOCTH Ha OOWH OeHb 50

10 | npoBepka BblAaHHbIX U34aHUIN NO NUCTaM 3a0SMKEHHOCTU OOVH OOKYMEHT 1,0
PaboTta ¢ oTkasamu:

11 |y4eT wn Kknaccudukaumss OTKas3oB: OTMEeTKa Ha  NUCTKe OAVH OTKa3 0,2
ynTaTenbckoro TpeboBaHUSA NPUYUHBI OTKasa

12 |npoBegeHue noucka OOKYMEHTa, OTCYTCTBYHOLLErO no| OauH JOKYMEHT 40,0
HEeyCTaHOBMNEHHOW NMpuinHe

13 | paccTaHoBKa YynTaTeNbCKUX TpeboBaHui B KapToTeke | OfHa KapTo4ka 0,3
"Hey[0BMETBOPEHHbIN cnpoc”

14 |aHanu3 OTKa3oB, COCTaBfiEHME CBOAKM OTKa3oB (MO MpUYMHAM O[lHa cBoAkKa 16,0
oTKasa 1 MepaMm Ux NKBMAALUN N NpeaynpexaeHns)

15 |cocTaBneHne O6uMGNMoOrpadnUIeckoro OnucaHus Ha OOKYMEHThI,| OAHa KapToyka 2,4
nmMerwme Hamborbllee 4YMCrO OTKa30B; Mnepedaya KapToykm B
oTAes KOMNNEeKToBaHns

16 |cocTaBrneHne KapTOTEKM OTKa30B, NMpPoOBepka M MOUCK No doHAy,| OAHa KapToyka 54,0
OoTMeTKa B (hopMynsape M B KapToTeke OTKasoB MO pesynbTaram
npoBepKn

2.14. Ob6cnyxuBaHne no mexbubnuoreyHomy aboHemeHTy (MBA). ObcnyxuBaHne No MexgyHapogHOMy
mexobubnuoteyHomy aboHemeHTy (MMBA)

Tabnuuya 36
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eavnuua Hopma
n/n n3MepeHust BPEMEHM,
MWH.
1 2 3 4
lNpuem 3akasos:
1 |peructpaunsi abOHEHTOB B aBTOMaTU3MPOBaHHOW CUCTEME O[VH 3akas 10,0
2 | npuem 3aKa3oB oT 3apyBexHbIX aboHeHTOB B O[VH 3akas3 50
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aBTOMaTM3MPOBAHHOM CcUCTeMe: pacnedatka OnaHka-3akasa;
LWMpoBKa
3 | othopmneHune 3aka3oB Mo LMPKynsaLmmn OVH 3aKa3 5,0
4 |nonyyeHWe [OOKYMEHTOB; o0OpaboTka B aBTOMaTU3UPOBAHHOW | OAWH LOKYMEHT 5,0
cucteme
5 |pabota c oTkazaMu: M3MEHeHMe cTaTyca B CUCTEME, YyKasaHue OAWH OTKa3 3,0
NpUYMHbI 0TKa3a, U3BeLLeHne aboHeHTa 00 OTkase
Bblgava AOKYMEHTOB:
6 |ochopmneHne AOKYMEHTOB K Bblgade OAVH AOKYMEHT 5,0
7 |oTnpaBka: B3BeluMBaHWe OaHOeponen; HaknemBaHue agpecHom | oguH GaHgeponb 7,5
OTUKETKN U LUTPUX-KoAa; NpocTtaBlieHne neaneVl; ynakoBKa
8 |cocTaBneHue mexayHapoaHOro crnvcka (5 ak3emnnisipos) OAWH CMNCOK 6,0
9 | ochopmneHne OKYMEHTOB AN TaMOXHU OOVH OOKYMEHT 5,0
10 | cocTaBneHne cnucka Ha3BaHWIM, OTNPaBsiEMbIX JOKYMEHTOB OJWH CMNCOK 10,0
11 |paboTa C 3ad0/MKEHHOCTbIO: coobLieHne aboHEHTY O 3adepXke| OAHO MUCbMO 5,0
OOKyMeHTa; paboTta ¢ nuctamm 3ag0IMKEHHOCTH
O6cnyxuBaHne  uumtatenen no  MBA  (MexgyHapOAHbIN
aboHeMeHT):
12 |npvemM 3aka3oB: MpPOCTaBreHMe Homepa OubnunoTtekn, Kyaa OAWH 3akas3 5,0
HanpaBnseTcsa 3aka3, HoMep 3akasa; neyaTb bnaHka-3akasa
13 |oTnpaBka 3aka3oB B MexayHapogHble Gubnunoreku OAWH 3aKas3 7,0
14 |paboTta c oTkaszamu OJVH 3aKa3 3,0
15 |nony4eHve OOKYMEHTOB ANS uutatenen: opopMIieHVe KapTOYKW, | OOVH OOKYMEHT 15,0
KONMMYECTBO MOMYYEHHbIX 3K3EeMMMApPOB; MNpOCTaBneHne pAathbl
BO3BpaTa; 3anosfIHeHNe geknapauum ansa ymtartens
16 |BO3BpaT AOKYMEHTOB M3 Y3: npoBepka BCEX MyHKTOB Aeknapauuu; | oavH JOKYMEHT 5,0
nepegava JOKYMEHTOB Ha OTMpaBKy
17 |oTnpaBka: B3BewMBaHMe OaHOeEpOren; HakneMBaHWe anpecHON | oauH 6aHaeponb 7,5
3TUKETKU U LUTPUX-KOAA; NPOCTaBMEHME NeYaTen; ynakoBka
O6cnyxuBanue yntatenen bmubnmotekn no MBA:
18 | nony4eHue 3aka3sa U3 yuMTanbLHoro 3ana OJVH 3aKa3 3,0
19 |3anonHeHne 6naHKa-3akasa; MNpPOCTaBIEHME PErMCTPALMOHHOIO OAWH BnaHkK 2,0
HOoMepa, AaThbl
20 |yTOYHEHME YKa3aHHbIX YuTaTENEM CBEOEHWA O 3aka3aHHOM | OOWH OOKYMEHT 3,0
OOKYMeHTe, LUenuM 3anpoca, WCTOYMHWKA, OTKyda MOMyYeHsl
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cBefeHuda

21

Gubnuorpaduyeckas nopaboTka
Gubnrorpadunyeckmx cBeaeHun;
oTpaboTaHHbIX TpeboBaHMN

3akasa, YTO4YHEHME
yyeT Nony4eHHbIX n

OVH 3aKa3

20,0

22

npoBepka HanuuMs 3anpallnBaemoro AOKyMeHTa B GubnvoTekax
ropoga, obrnactu, pervoHa, CTpaHbl, MuWpa, B TOM 4ucre Mo
CBOAHbLIM KaTanoram

OOVH OOKYMEHT

8,0

23

3aka3 n3gaHuda no SJ'IeKTpOHHOﬁ no4yTe, 3anonHdaeTca SﬂeKTpOHHbIIZ
OnaHK unu B BMae npon3BOSyibHOro nNMcbmMa

OOVH OOKYMEHT

7,0

24

3anncb ceefeHui 0 HanpaeneHum 3akasa no MBA (HanmeHoBaHue
onbnunoTtekn, faTa) Ha 0GOPOTHOM CTOPOHEe GraHka-3akasa

O[VH 3aKa3

3,0

25

nometlleHne bnaHka-3akasa B "KapToTeky 3anpocoB unTaTenemn no
MBA" 3a pasgenutenem "3anpocbl no MBA, HanpaerneHHble B
apyrue 6ubnmotekn"

oauH bnaHk

1,0

26

noryvyeHne OOKyMeHTa OT yuTaTensi B YMTanbHOM 3ane; cBepka
JOKyMeHTa ¢ 6rnaHKoM 3akasa, NpoBepka COXPaHHOCTU JOKYMEHTa,
BHECEHME OTMETKM O nepedaye B COOTBETCTBYHLIMIA OTAEN B
KHUre pernctpauum; nofnyydeHne AoKyMmeHTa, npmucnaHHoro no MBA;
pacneyatka OaHoeponu, nNpoBepKka COCTOSHUS  [JOKYMEHTa,
OTMEeTKa AaTbl NonydeHus n Ha3BaHus GubnvoTeku, BbiCrasLLEN
OOKYMEHT,  MHBEHTApPHOTO  HOMepa, CpoKa  MONb30BaHWS;
nepectaHoBka 6naHka-3akasa 13 pasgena KkaptoTekm "3anpocbl no
MBA, HanpasneHHble B gpyrme 6ubnuotekn" B pasgen
"MonyyenHble no MBA nsgaHumsa”

OfVH OOKYMEHT

5,0

27

Bbldaya nony4veHHbix no MBA u3 uutanbHOro 3ana; cBepka
BblJaBaeMOro JokyMeHTa ¢ 6naHKOM-3aka3oM; NpoBepka Hanuums
CTPaHULL M COCTOSIHWSA [OKYMEHTA; OTMETKA Bbigauun

OOWH OOKYMEHT

1,0

28

nepejada wsgaHus nocne Bo3BpaTa M3 4MTanbHOMO 3ana Ha
MUKpoduneMupoBanHue (m/d)

O[HO u3gaHve

50

29

BO3BPAaT M34aHUsi Nocine MUKPOUIbMUPOBAHUS], NPOCTaBEHNE
wndpa m/dp

O[HO u3gaHue

50

30

noAroToBka K oTrnpaBke OOKYMEHTOB B
GubnunoTteky-onagoaepKaTenb 3aka3Hon OaHOeponbio; yrnakoBka
Gangeponuv, B3BELUMBAHWE €€, HaknemBaHve Mapku (ecnn Het
LEeHTpanu3oBaHHOM onnaTtbl MEepecbinikn); HanucaHue agpeca,
cocTaBrieHne onncu

OfVH 3aKas

12,0

31

paboTa c oTKasamu - npm nonyyeHuu oT
onbnunoTtekn-poHOoAepKaTensa u3BeweHna o6 oTkase unm
3aJepXKke BbINOMHEHMSA 3anpoca: ycTaHoBka OnaHka 3akasa C
yKa3aHMeM NpuYMHbI N AaTbl 0TKasa B kapToTeky "OTkasbl no MBA"

OfVH 3aKas

6,0

32

coobleHre B oTAen obCcrnyxuBaHUsi O MOMyYeHUn oTkasa (gara,
npuynHa)

OOWH OTKa3

2,0

KoHcynbTaHTIINIOC
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O6cnyxuBaHne aboHeHToB No MBA:
33 | nony4deHune 3akasa: aboHeEHT obpaTurcs B TEKYLLEM rody BrepBble: O[LVH OTKa3 0,5
npocTaerneHne B KapTo4ke roga obpalleHus, gathbl
34 |odopMneHne aboHeHTa (opraHM3aums paHee He aboHMpoBanach): | oAuH aboHEHT 12,0
peructpaumMs aboHeHTa B  aBTOMATU3UPOBAHHOM  CUCTEME;
3aKknoyeHne 4oroBopa; cornacoBaHue ¢ pUANYECKUM OTAENOM
35 | paccTaHoBKa perMcTpaLmoOHHbIX KapTOYeK B KapToTEKe OfiHa KapTouyka 8,0
36 |pocTtaBka TpeboBaHWiA B crieumanmanpoBaHHble oHAabI 0fHO 10,0
TpeboBaHve
37 | oocTaBka M BO3BpaT JOKYMEHTOB B Creumanm3mpoBaHHble poHabl | OAWH OOKYMEHT 10,0
38 |wwndpoBka 3aka3oB aboHeHToB, nogbop OnaHKoB-3aka3oB MO OfOVH 3akas 4,0
andaeuTty, NpoBepKa Hanuyusa AoKyMeHTa no Katanory
39 |otnpaBka [gokymMeHTa aboHeHTaMm: ynakoBka ©OaHgeponu, OAWH 3aKkas3s 12,0
B3BELUVBAHWE, HaKMEMBaAHWE MapKW, HanucaHve  agpeca;
COCTaBrieHMe OnucKu, TPaHCNOPTMPOBKAa B Fpymnny OTrnpaBku
40 |6ubnuorpaduyeckasa gopaboTka  HEBBLIMOSIHEHHBIX  3aKa30B; OAVH 3akas 20,0
YTOYHEeHne Oubnunorpadnyecknx CBEAEHWMM MO CNpaBOYHbIM
N3OaHUSAM; y4eT NoSyYeHHbIX 1 OTpaboTaHHbIX 3aKa3oB
2.15. Pabota ¢ nocTosiHHOM 3Kkcno3uumen Myses KHmrm
Tabnuuya 37
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mMepeHnst BPEMEHM,
MWH.
1 2 3 4
1 |peakcnosnuna (koppekTupoBKa pasfnenoB| OAWMH 9KCMoHAT 96,0
TEMAaTMKO-3KCMO3MLMOHHOIO MiaHa, BbIsIBIIEHME MaTepuarnoB Onisi
3KCMOHNPOBaHUA, nogodop)
2 |3ameHa oOTOenbHbIX SKCMNOHATOB MO  YCMNOBWUSIM  XPaHEHWS | OOWH SKCnoHat 80,0
(BbIsiBNEHne, oTbop)
3 | MOHTaX, AeMOoHTax OJWH 3KCnoHaT 24,0
4 | aHHOTUPOBaAHWE HOBbIX IKCMOHATOB OJWH 3KCnoHaT 12,0
5 |pepaktupoBaHve u 3ameHa (nevatb, OPOpMIIEHME) aHHOTaLMM U | OAMH 3KCMOoHAT 18,0
3KCMNUKaUMiA B 3KCNo3nuum
MpumeyvaHue: paboTbl OMUCHIBAIOT KOMMIIEKTOBAHME, YYEeT, COXPAHHOCTb HEKHWXKHbIX MaTepuanoB Myses
KHUTK.
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2.16. CnpaBo4Hasi 1 uHdopmaLMoHHas paboTa

Tabnuua 38

n/n

HaumeHoBaHue npouecca, onepauuun. Coctas pa60TbI

EavHnua
n3mepeHusi

Hopma
BPEMEHM,
MWH.

2

4

YyeT NocTynuBLLMX BTOPUYHBIX JOKYMEHTOB (KapTOYeK):

BbldBl1EHNE HEBbINOJIHEHHbLIX 3aKa30B; COCTaBlieHME 3adABKM Ha
HeBbINOJIHEHHbIE 3aKa3bl

Ha ofHy Hemeno

840,0

OpraHusauus cnpaBovHO-6ubnuorpadudeckoro annaparta (CBA):

cocTtaeneHue bubnuorpadunyeckon sanncu

OfVH OOKYMEHT

2,3

MpocmoTp mn oTGop Kaptodek B CBA B uenax usbatTMa wnu
nepemeLleHns (BTOPUYHbIA O0T6OP):

M3bSTUE W3 KaTanoroB U KapTOTEK KapTOYeK Ha [OKYMEHTbI,
CnucaHHble n3 doHaa; npocMoTp KpaeBea4eckux,
oubnuorpadunyeckmx 1 dakrtorpapuyecknux KapToTek; nsbatne us
HAX  KapTOYeK Ha  [JOKYMEHTbl, MNOTEpsiBUME  LEHHOCTb,
nepeBeieHNEe KapTOYKU B apXMBHblE KApTOTEKM (YHUUTOXEHUE);
BHECEHME OTMETKM B >XypHane ydeta W perncTpaumoHHOMN
KapToTeKke; M3bATME M3 KaTanioroB WM KapTOTEK KapToyek Ha
OOKYMEHTbI, CNCaHHble M3 hoHaa

O[HO Ha3BaHve

1,0

OpraHusauns kKapTOTEKU NepCoHannn N TEMaTu4eckon KapToTEKN:

onpegeneHne U CoCcTaBreHne NepeydHs nuL, CBeAEHUs1 O KOTOPbIX
OTpaXalTcs B KapTOTEKE; MPOCMOTP MHPOPMALIMOHHbBIX U3OaHUNA,
NEPBUYHbIX AOKYMEHTOB, OTOOP OOKYMEHTOB ANS BKMOYEHUS B
KapTOTEKy; COCTaBfiEHME aHanuMTUYEeCKOro aHHOTMPOBaHHOMO
BGumbnmorpadmnyeckoro onucaHns OKyMeHTa

OJHa KapToTeka

15,0

npocTaBfneHne KBanudrKaLMOHHbIX WMHAEKCOB, Noabop KapTouek
no wuvHOekcam (andgaeButy) U  paccTaHOBKA KapTO4YkM B
MHGOPMAaLMNOHHBIN MaccuB

O[Ha KapToTeka

4,0

TEXHMYECKas W cofdepxaTtenbHas obpaboTka AOKYMEHTOB Ans
BKITIOMEHMS B KapTOTEKYy; pacCTaHOBKa KapTovku Mo andasuTy
hamunnin aBTopoB U NO BUOAM JOKYMEHTOB

OOVH OOKYMEHT

3,0

TEXHUYECKOEe peaakTUpoBaHWE KapTOTek: NpoBepka COOTBETCTBUS
CTPYKTYpPbI, COAEPXKaHUSA 1 0POPMITEHNS KAPTOYEK B COOTBETCTBUM
C TpebOOoBaHNSIMN OAHHOW KapTOTEKW; 3aMeHa BETXUX KapTo4vek U
pasgenutenen

oJHa KapTouyka

2,0

2.17. OKCKYPCUOHHas OeATENbHOCTb

Tabnuuya 39
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N HavnmeHoBaHue npouecca, onepaumun. Coctas paboTsbl EovHnua Hopma
n/n n3mepeHusi BPEMEHM,
MWH.
1 2 3 4
OKCKypCUs MO 3KCNO3NLINU MY3ES KHUTA:
1 |ob3opHas aKkcKypcus OfiHa 3KCKypcus 60,0
2 | aKckypcusi ¢ NnoabopoM M MOKa3oM KHUM OfiHa 3KCKypcus 300,0
2.18. MNpoekT "AHTUNNarnat"
Tabnwuuya 40
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHusi BPEMEHMU,
MWH.
1 2 3 4
OdopmneHre n y4eT JOKYMEHTOB 41151 OKa3aHUs yCryr:
1 |nonydeHne n npoBepka AOroBOPOB, 3aKIMHOYEHHbIX C (U3NYECKUMUN | OAVH AOKYMEHT 60,0
nvuamuy,  yutatensamu  6ubnvoTekn, NO  OKa3aHW  YChyr,
CBSI3aHHbIX C MCMNOMb30BaHMEM 31EKTPOHHBIX pecypcoB (OP) u
3NEKTPOHHbIX 6mnbnunotek (Ob)
2 |BbIrpy3ka peecTpa W3 aBTOMaTU3MPOBAHHOW CUCTEMbI MO| OOMH peecTp 15,0
CHOPMUPOBAHHBIM [0roBOpaM, 3aKMYeHHbIM C  PU3NYECKUMU
nvuamuy,  yutatensamu  6ubnvoTekn, MO OKasaHW  YChyr,
CBsI3aHHbIX C ucnonb3oBaHnem AP n 3b
3 |cBepka gaHHbIX NO MOCTYNMBLUMM [0OroBopaM, 3aKrOYeHHbIM C| ofHa cBepka 40,0
dusmdeckMmMmn nuuamu, yutatensamm 6ubnmnoTekn, Nno okasaHuo
yCnyr, CBsA3aHHbIX C ucnonb3oBaHnem 3P u 3b, ¢ peecTpom,
BbIFPY>XKEHHbIM N3 aBTOMaTU3MPOBAHHON CUCTEMBI
4 |npvem 3asiBKA OT HOPUANYECKOrO Nnuua Ha 3akniodeHwe gorosopa | OAWH OOKYMEHT 15,0
MO OKa3aHWIo YCNyr, CBA3aHHbIX C ucrnonb3osaHnem OP n Ob
5 |nogrotoBka TekcTa AOrosBopa MO OKa3aHWIO YCIyr, CBA3aHHbLIX C| OAWH OOKYMEHT 15,0
ncnonb3oBaHunem OP n 3b
6 |cornmacoBaHwe [foroBopa MO OKa3aHW YCMyr, CBA3aHHbIX C| OAWH OOKYMEHT 300,0
ncnonb3oBaHunem OP n 3b
7 |perncrtpauuss LoroBopa MO OKa3aHWK YCMyr, CBA3aHHbIX C| OAWH OOKYMEHT 60,0
ncnonb3oBaHnem 9P n 3b
8 |3anonHeHne TpeboBaHMA Ha odopmIieHNe  (PUHAHCOBOTO | OAWH OOKYMEHT 30,0
OOKYMEeHTa K [OroBopy MO OKa3aHWK YCIyr, CBA3aHHbIX C
KoHcynbraHTlntoc www.consultant.ru Crpanvua 89 u3 224
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ncnonb3oBaHmem AP n 3b

npoeepka 0popMNeHHOro (MHaHCOBOro JOKYMEHTa K JOroBOpY Ha
oKasaHue YCryr, CBsi3aHHbIX C ucnosnb3oBaHnem 9P n 3b

OOVH OOKYMEHT

15,0

10

nognucaHne [JOKyMeHTa MO OKa3aHW YCnyr,
ncnonb3oBaHmem AP n 3b

CBA3aHHbLIX C

OOVH OOKYMEHT

960,0

11

BHECEHME B pPEECTpbl yyeTa NEepBUYHbIX LOaHHbIX O AOroBope Mo
OKa3aHWIo YCnyr, CBA3aHHbIX C Ucnornb3oBaHnem OP n 3b

OOVH OOKYMEHT

30,0

12

CKaHUpOBaHWEe OGOPMMEHHONO AOKYMEHTa Ha OKasaHue YChnyr,
CBS13aHHbIX C Ucnonb3oBaHnem AP u 3b

OOVH OOKYMEHT

30,0

13

OTNpaBka MO  9MNEKTPOHHOW MnouYTe  puUguYeckoMmy  nuuy
CKaHMpOBaHHOVI Konmu ,qoxymeHTa Ha OKa3aHue ycnyr, CBA3aHHbIX
¢ ncnonb3oBaHmem AP un Ob

ofHo
coobuieHne

40,0

14

U3MEHEeHUN B
CBSI3aHHbIX C

NOAroTOBKa TEeKCTa ,qOKyMeHTa O BHeceHuu
3aKMOYEHHbI [OroBOP Ha OKasaHwe yChyr,
ucnonb3osaHmem AP n 3b

OfVH OOKYMEHT

60,0

15

MOAroTOBKa TEKCTa LIeHOBOrO MpearfioKeHWst Ha OKasaHue YCryr,
CBSI3aHHbIX C ucrnonb3oBaHnem 3P 1 3b

OOWH OOKYMEHT

60,0

16

MoAroTOoBKa TEKCTa akTta K [oroBopy 00 oOKasaHuuM yChyr,
CBSI3aHHbIX C ucrnonb3oBaHnem 3P n 3b

OOWH OOKYMEHT

60,0

17

npoBepka AaHHbIX Ha oduuManbHOM canTe rocyaapCTBEHHbIX
3aKynok O MpPOBEAEHMN TOPrOBOW 3aKyMKW Ha OKasaHwe YChyr,
CBSI3aHHbIX C ucrnonb3oBaHnem 3P n 3b

oOHa 3akyrnka

20,0

18

COXpaHeHne OOKyMeHTauum (o] odmumanbHoOro canTa
rocyaapCTBEHHbIX 3aKyMNoOK No OObsIBIEHHOW TOProBOW 3aKyrnke Ha
oKasaHue YCryr, CBsI3aHHbIX C ucnonb3oBaHnem AP n 3b

oavH dann

15,0

19

npoBepka [OOKYMEHTaLUM TOProBOW 3aKyMKW Ha OKa3aHue YCyr,
CBSI3aHHbIX C ucrnonb3oBaHnem 3P n 3b

OOVH OOKYMEHT

40,0

20

noaroToBka 3asBKA ANl ydacTus B OOBSIBNEHHOW TOProBoW
3aKynke Ha oduvuManbHOM caiTe rocygapCTBEHHBIX 3aKyroK Mo
OKa3aHuIo YCIyr, CBA3aHHbIX C Ucrnosb3oBaHnem 3P n Ob

ofHa 3asBKa

150,0

21

BN3npoBaHune 3adaBKN B COOTBETCTBUUN C perfiaMmeHToOM onbnnotekn

OOVH OOKYMEHT

360,0

22

MOAroToBKa TeKcTa AoroBopa Anst ohOpPMIIEHMS MO OKOHYaHWUIO
TOProBoM 3aKkynkm Ha oduuuanbHOM canTe rocyaapCTBEHHbIX
3aKyMnoK MO OKa3aHWI YCHyr, CBA3aHHbIX C MCNONb3oBaHneM 3P u
ob

OOVH OOKYMEHT

70,0

23

pa3mMelleHne 3adBKM Ha OCbVILI,VIaJ'IbHOM cante rocyaapCTBeHHbIX
3aKyrnokK

OHa 3asBKa

40,0

24

yyacTme B TOProBOW 3aKkynke Ha
rocygapCTBEHHbIX  3aKyrok Mo pernaMeHTy
nnowagku

oduumnansHom canTte
ANEKTPOHHOWN

OHa 3aKyrnkKa

120,0

KoHcynbTaHTIINIOC
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25

NMOAroToBKa TEKCTOB LOKYMEHTOB B COOTBETCTBMM C TpeboBaHMAMU
pernameHTa NpoBefeHMs TOProBOW 3aKyMKM MO OKa3aHUK YCIyr,
CBs13aHHbIX C Ucnonb3oBaHmem AP n Ob

OOVH OOKYMEHT

360,0

26

dopmMupoBaHMe nNnaTexHoOro AokymMeHTa B OyxranTepckon
nporpamme no TpeboBaHWMiO Ha odopmreHve HUHAHCOBOrO
OOKyMEHTa K [OroBOpy MO OKa3aHW YCMyr, CBA3AHHbIX C
ucnone3osaHnem 3P n 3b

OOVH OOKYMEHT

30,0

27

BbIBOA Ha  neyatb M3 GyxranTepckomn
CchOPMUPOBAHHOTO MNATEXHOrO JOKYMEHTA

nporpaMmei

OOVH OOKYMEHT

7,0

28

nepegava naketa nnaTeXHbIX [OJOKYMEHTOB Ha nognucaHve B
Oyxrantepuio

OOWVH nakeT

30,0

29

dopMMpoBaHME eXeOHEBHOro oTtyeta O paboTe Mno MNpoekTy U
BbINOMHEHUN YCNYT, CBA3aHHbIX C ucrnonb3osaHnem OP n Ob

OfVH OOKYMEHT

60,0

30

KOHTpOJ‘Ib CpOKOB BbIMNOTHEHUA
ucnonb3oBaHmem AP n 3b

YCRyr,  CBSI3@HHbIX C

OfVH OOKYMEHT

30,0

31

KOHTPOSb MCMOSTHEHUST (DUHAHCOBBLIX 00A3aTenbLCTB Mo 4OroBOpy
Ha OKa3aHue yCnyr, CBsI3aHHbIX C ucrnonb3oBaHnem OP n 3b

OfVH OOKYMEHT

30,0

32

CBepKa MCMorHeHUs 0653aTenbCTB MO 3aKMHYEHHbIM 4OroBopam
Ha OKa3aHWe yCnyr, CBsI3aHHbIX C ucrnonb3oBaHnem OP n 3b

OOVH OOKYMEHT

60,0

33

KOPPEKTUPOBKA [aHHbIX B peecTpax y4vyeta 00 MCMNONHEHUU
YCNOBMIA  [OrOBOpa MO  OKa3aHW  YCMyr, CBSA3aHHbIX C
ncnonb3oBaHnem 9P n Ob

OOVH OOKYMEHT

40,0

34

HanpaBneHne PUANYECKOMY NULY COOOLLEHUS MO 3MEKTPOHHOM
noyte 00 WMCNOMHEHWW YCrOBMW AOroBopa MO OKa3aHWK YChyr,
CBSA3aHHbIX C ncnonb3oBaHnem 3P n 3b

OfHO
cooOLLeHne

30,0

35

dopmMpoBaHME  naketa  OOKYMEHTOB  Afis
IOPUANYECKOMY VLY NMOYTOBLIM OTNPABIIEHNEM

HanpaslieHuA

OOVH nakeT

40,0

36

BblJa4Ya OpUrMHANOB 3aKMOYEeHUN W KOMMIIEKTOB OOKYMEHTOB
3aKa34hkam Ha pyKu

OOVH OOKYMEHT

60,0

37

MOAroTOBKa KOMMIEKTa OOKYMEHTOB MO [AOroBOpaM C MOSIHOCTbLIO
BbIMNONIHEHHLIMW 00513aTENBCTBAaMM OKa3aHWUsi YCNYyr, CBA3AHHbLIX C
ucnone3oBannem 3P n 3b, anga nepegaun B Gyxranteputo

OAWH KOMMNNeKT

60,0

38

COCTaBlEHME pPeecTpa KOMMIEKTOB [OKYMEHTOB, XpaHSILLMXCS B
apxuBe n/unu nepegasaembix B byxranteputo

OQIMH peecTp

60,0

39

COCTaBrfieHMEe U OQIOPMMEHME apXMBHOW Manku OpuUrMHanoB
OOKYMEHTOB

ofHa nanka

30,0

40

CO3[l@aHMe apXWBHOW  3MNEKTPOHHOW  KOMUM  [AOKYMEHTOB C
MOMHOCTLIO BbINOMHEHHLIMU 00513aTENbLCTBAMY OKa3aHusl YChyr,
CBA3aHHbIX C ucrnonb3oBaHvem 3P u 3B, nepenaBaembix B
Oyxrantepuio

OOVH OOKYMEHT

40,0
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41 |nepefaya AOKYMEHTOB B OyxranTeputo MO PeecTpy KOMMIEKTOB| OOMH peecTp 40,0
OOKYMEHTOB

42 | dbopMmupoBaHMe OTYETOB O pesyrbTatax paboTbl NO MNPOEKTY | OAWH OOKYMEHT 1200,0
OoKasaHus YCryr, CBs3aHHbIX C ucnonb3oBaHnem OP n 3b
WHopMaumoHHaa nogaepxkka nonb3oBatenen Mo  OKasaHuio
yCnyr, CBSAI3aHHbIX C Ucnosnb3oBaHunem OGP n 3b:

43 |TenedoHHbIe KOHCYNMbTauMu MO OKa3aHWI0 YCNYr, CBA3AHHbIX C| OAWH 3BOHOK 40,0
ucnonb3oBaHuem OGP n 3b, onsg opuamyecknx n omsmdecknx nuu

44 |cocTaBneHve cooOLleHWA B OTBET Ha BXOASILLME IIEKTPOHHbIE oaHO 180,0
nNMcCbMa MO OKa3aHWK YCMyr, CBA3aHHbIX C UCMNonb3oBaHueM 3P un coobLeHne
ob

45 | hopMupoBaHME cnmucka KIMEHTOB ANS MPOBEAEHUss MacCOBOW | OA4HAa pacchbinka 1920,0
paccChbIfikN MO 3MEKTPOHHOW MOYTE MO MPOEKTY OKal3aHwust yCnyr,
CBSA3aHHbIX C ucnonb3oBaHnem AP n 3b

46 |nogroTtoBka LOKYMEHTOB ANS NPOBEAEHMSI MACCOBOW PacChIfikM MO | OA4HAa pacchbinka 600,0
NPOEKTY OKa3aHWs YCNyr, CBA3aHHbIX C ncnonb3oaHnem 3P n 9b

47 |npoBefeHMe MaCcCOBOW PacCbifikKM MO MPOEKTY OKasaHus YChyr, | OA4Ha paccbinka 90,0
CBSA3aHHbIX C ucnonb3oBaHnem AP n 3b
OcyuiectBneHune ycnyrv npegocraeneHms goctyna k 3P n Ob:

48 | perncrpaums HOBbIX/akTMBauus/geakTMeaumnsa paHee pabortawwmx | ogHa 3anmcb 30,0
HOPUONYECKNX/PN3NHECKNX NNL, B aBTOMATU3NPOBAHHOW cUCTEME

49 | opmupoBaHue coobLLEHNS NPEeACTaBUTESNIO HPUANYECKOrO nuua oJHO 30,0
C AaHHbIMM Ang akTuBaumm goctyna k 9P n 3b cooOLLeHne

50 |KOHTPONb 3a OKa3aHWEM YCIyr, CBA3aHHbIX C UCNOSb3oBaHNeM P OAHO 60,0
n 3b, ana topuanyeckux n dusmyecknx nuy ¢ AP n 3b, Bknovas | ropugndeckoe/d
MOHUTOPWIHI HapyLUEHNs NpaBun okasaHusa ycryr nandeckoe nuuo

51 | KoppeKTnpoBKa JaHHbIX o O PUANYECKNX nmuax B| OOHa 3anucb 30,0
aBTOMaTM3MPOBaAHHOM CUCTEME

52 | BHECeHMEe U3MEHEHUIN B CMUCOK HPUANYECKUX UL, Pa3MELLEHHbIN |  OOHa 3anucb 30,0
Ha canTe NpoeKkTa
OcyuiecTBneHe ycnyrm npoBEPKM TEKCTOBOMO [OKYMEHTa Ha
Hann4yne 3anMCTBOBaHUIN N3 OKYMEHTOB B cocTase Ob:

53 |BHEceHMe B peecTp yyeTa MNEPBUYHLIX OaHHbIX O MNOCTYNMBLUEM | OAWH OOKYMEHT 15,0
JOKYMEHTe Ha oKasaHue YCryrm rnpoBepKU TEKCTOBOro AOKYMeHTa
Ha Hanu4yve 3aMMCTBOBaHWIA M3 JOKYMEHTOB B cocTaBe Ob

54 | KOppeKTUpOBKa AaHHbIX B peecTpe yyeTa 00 aTtanax BbINOMHEHUS | OOUH OOKYMEHT 15,0
3aKasa No OoKasaHWIo YCNyru rnpoBEpPKU TEKCTOBOro JOKYMEHTa Ha
Hann4yne 3anMCcTBOBaHMIN N3 JOKYMEHTOB B cocTaBe Ob

55 | pacnpegeneHne OOKYMEHTOB MO 3KCnepTaM ANA OKasaHwus yCryrn| OAWH OOKYMEHT 40,0
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NPOBEPKN TEKCTOBOIO OOKYMEHTa Ha Hanuyve 3aMMCTBOBaHWIA U3
AOKYMeHTOB B cocTase Ob

56

nepefada OOKyMEHTa 3KCMepTy ANA OKa3aHust yCnyrM MpoBepKu
TEKCTOBOrO  [JOKYMEHTa Ha HanuMuve 3auMCTBOBaHWN K3
AOKYMeHTOB B cocTase Jb

OOVH OOKYMEHT

15,0

57

nonydvyeHne u o6pa60TKa 9KCNepToM [OOKyMeHTa Ha OKa3aHue
ycnyru npoBEpPKU TEKCTOBOIo OOKYMEHTa Ha Hann4yne
3aMMCTBOBaHUN U3 OOKYMEHTOB B COCTaBe ob

OOVH OOKYMEHT

40,0

58

n3yvyeHume 9KCNnepTom CTPYKTYpHbI, COCTaBa, cogepxaHua
OOKYMEeHTa a51d OKa3aHuaA YyCIryrn npoBepkKn TEKCTOBOro AOKyMeEHTa
Ha Hanu4Me 3aMMCTBOBaHUN U3 OOKYMEHTOB B COCTaBe ob

OOVH OOKYMEHT

180,0

59

npoBepka 9SKCNepTOM [OOKYMEHTa Ha Hanuyine npuemos,
NPensATCTBYIOLWMX pacno3HaBaHUO TeKcTa aBTOMaTU3MpPOBaHHON
CUCTEMOW N OKa3aHMWI0 YCNyrn NPOBEPKN TEKCTOBOrO AOKYMEHTa Ha
Hanuyne 3aMMCTBOBaHUI U3 LOKYMEHTOB B cocTaBe Ob

OfVH OOKYMEHT

180,0

60

npoBedeHNE SKCMEPTOM MEPBUYHOM MPOBEPKM [OOKYMEHTa C
NCMONb30BaHMEM aBTOMATU3NPOBAHHOW CUCTEMbI

OfVH OOKYMEHT

60,0

61

obpaboTka 3KCNepToM OT4YeTa aBTOMATU3MPOBAHHOM CUCTEMBI O
MEpPBMYHOM MpPOBEpPKE [OKYMEHTa C LENbl  UCKIHOYEHMUS
KOPPEKTHbIX 3aMMCTBOBaHUI

OOWH OOKYMEHT

480,0

62

aHanums 9KCNepTom 3aMMCTBOBaHUNA,

0GHapYXEHHbIX B [JOKYMEHTE

HEKOPPEKTHBLIX

OOVH OOKYMEHT

600,0

63

aHanua cnpaBoYvHO-6ubnmorpacmnyeckoro annapata OOKYMEHTa,
BKItOYAsi CBEPKY MCTOYHMKOB, YKa3aHHbIX B CMIMCKE NUTEepaTypsl

OOWH OOKYMEHT

480,0

64

dopMMpoBaHME TeKCTa JKCTMEPTHOrO 3aKMYEeHUss Mo UTory
NPOBEAEHHON MPOBEPKM [OOKYMEHTAa C Y4Y4eTOM [aHHbIX OT4yeTa
aBTOMaTU3NPOBAHHOMN CUCTEMDbI

OOWH OOKYMEHT

120,0

65

npoBepka TeKCTa 3aKMlYeHust Ha npeameT COOTBeTCTBUMS
YCTaHOBJEHHbIM TPebOBaHMAM K pe3ynbTaTy oOKa3aHusi ycryru
NPOBEPKN TEKCTOBOIO [OKYMEHTa Ha HanuyvMe 3aMMCTBOBaHMWIA U3
OOKyMeHTOB B cocTaBe Ob

OOVH OOKYMEHT

15,0

66

aHanuM3 codepXaHusi pe3ynbTaToB MPOBEPKM,
3aKITI0YEHNM, KOPPEKTUPOBKA POPMYITMPOBOK

YKa3aHHbIX B

OOVH OOKYMEHT

60,0

67

BbIBO Ha MeyaTb MTOroBoW (POPMbl 3aKIOYEHUs MO pe3yrbTaTy
NPOBEAEHHON MPOBEPKM [AOKYMEHTAa C YYETOM [aHHbIX OT4yeTa
aBTOMaTU3NPOBAHHON CUCTEMbI

OOVH OOKYMEHT

15,0

68

noanncaHne 3akrnr4yeHud

OOVH OOKYMEHT

240,0

69

CKaHnpoBaHne O(*)OpMJ'IeHHOFO 3aKIMro4YeHunsa

OOVH OOKYMEHT

30,0

70

KOPPEKTUPOBKa B peecTpax Yy4deTa [AOaHHbIX O BblINOJIHEHUN
obs3aTenLCTB  NO OOoroBopy M OKa3aHuk YyCrnyrm npoBepKu

OOVH OOKYMEHT

40,0
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TEKCTOBOr0  JOKyMeHTa Ha HanuuvMe 3aMMCTBOBaHUA 13
AOKYMeHTOB B cocTase Jb
71 |cocTaBrieHve [OOMONMHEHUS K 3aK/OYEeHUKO MO pesynbTaty| O4HO NMUCBMO 120,0
OKaszaHus MNPOBEpPKM TEKCTOBOrO AOKYMEeHTa Ha Hanudme
3aMMCTBOBaHWI U3 OKYMEHTOB B cocTaBe Ob
72 |cbop u obpaboTka CTATUCTUYECKMX [OaHHLIX MO MNPOeKTaM C| OfMH 3anpoc 240,0
73 |ncnonb3oBaHnem AP n 3b
74 | npoBegeHne NpoBepku kavecTsa dannos B b oavH damnn 40,0
75 |3arpyska ¢pannos ons BkrodeHusa B b ¢ NpocTaHOBKOW nNpusHaka OAVH hann 30,0
gocTyna
76 | pesepBHOE KonnpoBaHue annos 3b OfHO 60,0
KonupoBaHue

2.19. OkasaHue ycnyr yganeHHblM nonb3oBaTensM, B TOM 4ucre uyutatenam 6mbnmoTteku, nocpeacTsom
OHNaMHOBbLIX aBTOMAaTM3NPOBaHHbIX cepancos (ONAC)

Tabnuuya 41
N HanmeHoBaHune npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHusi BPEMEHM,
MWH.

1 2 3 4

1 |TenedoHHble KOHCynMbTaUMW MO OpraHM3auMOHHBbIM BOMpocam | OOWH 3BOHOK 30,0
odopmreHns u npegocTasneHus yenyr Yepes OnAC

2 |coctaBneHue coobLlieHNA B OTBET Ha 3MEKTPOHHbIE MMUCbMa oJHO 180,0
nonb3oBaTtenen OnAC cooOLLeHne

3 | nepeHanpaBneHne coobLeHnn B nogpasaeneHne, OTBETCTBEHHOE oJHO 15,0
3a okasaHue KoHkpeTHou ycnyrm B OnAC coobLieHne

4 | koHTpOrNb 1 0bpaboTka nonyyYeHHbIX 3aka3os B OnAC OOVH 3akas 20,0

5 |npoBepka 3akazoB B OnAC Ha COOTBETCTBME MpaBuiiam OOVH 3akas 30,0
npegocTaBneHns ycnyr

6 |KOHTpONb 3a MOCTYMMNEeHNaMU CPEACTB NO OMfayYeHHbIM 3aKkasam B| OfHa ycnyra 60,0
OnAC

7 | KOppeKTUpOBKa cTaTyca 3akasa, 3aKpblTUe 3aKkas3oB OAWH 3aKkas3 30,0

8 |nogroTtoBka akTa CBEPKM 3a OTHETHLIN NMepuos O MOCTYNNEeHUsX | OAWH OOKYMEHT 60,0
CcpencTB Mo onrnadeHHbIM 3akasam B OnNAC

9 |noanucaHve CBOAHbLIX OTYETHLIX JOKYMEHTOB OAWH OOKYMEHT 300,0

10 | opMupoBaHMe NakeTa AOKYMEHTOB ANS HanpaBneHUs NoYTOBbIM OOVH nakeTt 30,0
OTMNpaBneHnem
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11 |dopmMupoBaHMe exXedHEBHOro OT4eTa O HOBbIX 3akasax U OAVH OTYyeT 60,0
BblnonHeHun ycnyr B OnAC

12 | popMMpOBaHNE WTOrOBLIX OTYETOB O pe3ynbTatax paboTbl no OAWH oT4eT 1500,0
NPOEeKTY, C AeTanusaumnen no Kaxxaon otaensHoOM ycnyre
Pernctpauuns nonb3oBaTtenemn B pexxume OHNamH:

13 | npoBepka 3anucu nonb3oBaTtens B 6MbnunoTeky OAVH 1,0

nons3oBaTenb

14 | obpaboTka 1 BBOA haMuIIMK, UMEHU, OTYECTBA NOMb30BaTENs U OAVH 2,5

afpeca ero aNeKTPOHHOW MoYTbI 3NEKTPOHHBbIN
dhopmynsap

15 |cocTaBrneHne nucbma C yka3aHWeM FOrMHa U CreHepupoBaHHOMO ofHo 2,5
CUCTEMOWN Naponsl, MNPUKPENSIEHNE MWHCTPYKUMM MNONb3OBaHWS M| 3NEKTPOHHOe
OTMnpaBKa ero no 3feKTPOHHON NoYTe Nofb3oBaTento NMCbMO
O6cnyxuBaHve nonb3oBaTenen B peXXMmMe OHMNamH:

16 |Bbirpyska u3 OnAC oTYeTHbIX AaHHbIX 3a OnpedereHHbIn nepuoa OOVH hann 5,0
BpEMEHHU

17 |pasmMelweHne HOBbIX MOCTYMNfEHUA [OOKYMEHTOB Ha caunTe oavH dann 15
Bubnuotekn: cosgaHue 3arofioBka aHHOoTauuW; npuKpenneHue
annos

18 |paccbinka MO 3MEKTPOHHOW MoYTe yAareHHbIM MNOoNb30oBaTeNsam OfHo 1,5
NMHOPMAaLIMOHHBIX COOOLLLEHNN 3NEKTPOHHOE

nNMCbMO

19 | MHOPMALMOHHOE COMPOBOXAEHNE canTa, noptana U CTpaHul, B OfHO 15
coumanbHbIX  CeTsX: co3gaHve  3arofnioBka  aHHoTaumu; coobLeHne
npukpenneHune garnna(os)

3. TunoBble oTpacneBble HOpMbI TpyAa Ha PaboTbl, BLINOTHAEMbIE
B CMeLnanusnpoBaHHbIX 6MbnnoTekax ans MHBanMaoB Mo 3pEHUI0

Hopmbl Tpyga paspaboTaHbl Ha OCHOBHble BMAbl pPaboT, BbINOMHAEMbIX B  CrleLManu3vpoBaHHbIX
bubnuotekax ONA MHBaNMOOB MO 3PEHUIO: KOMMIIEKTOBaHUE M yyeT 6umbnmoteyHoro doHga; bmbnmoteyHas
obpaboTka OOKYMEHTOB; OpraHu3auus U BedeHue KartanoroB, opmupoBaHve 6a3 gaHHbIX, B TOM yucrne 6a3
OaHHbIX 3BYKOBbIX panrnos; pabota ¢ ¢oHgom u  obecrneyeHMe e€ro COXPaHHOCTW; CTauuMoHapHoe W
BHECTaUMOHapHOE OOCMNyXXuBaHWE Mofb30BaTeNen; MaccoBasi, CrnpaBodyHas WM UHGPOPMAUMOHHas paboTa;
Hay4yHO-MeToAuYeckasi U pedakuUOHHO-M3gaTenbckas paboTa; BbIMYCK ManoTUPaXKHbIX W3OaHUNM crieuunanbHbIX
dopmaToB.

Mpn BbINOMHEHWM paboT cnaboBMOAWMMM U HE3PAYMMK  creunanicTaMmun  OencTBYIOT MOMpaBOYHbIE
KoadppmumeHTbl: Ans cnadosuaawmx - 1,5; ons Hespsauux - 2,0.

3.1. KomnnektoBaHue 6ubnmoTevHoro poHaa

Tabnuuya 42
N HanmeHoBaHwue npouecca, onepaumn. Coctas paboThl EavHnua Hopma
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n/n n3mepeHusi BPEMEHM,
MU/H.
1 2 3 4
TekyLee koMNnekToBaHne 6MbnmoTedHoro oHaa:
1 |NpoCMOTP KHUromsaaTenbCKOM M KHUFOTOProBoOM MHGOpMaLMM| OAHa nosuuud 0,5
(aHHOTUPOBaAHHbLIX NMAHOB BbINyCKa IMTEpaTypbl, MNPOCMEKTOB,
CalTOB M3AaTeNbCTB M U3OAKLLNX OpraHmM3aLmMn)
2 |onpegeneHve TeMbl U Buaa OOKYMeHTa, nognexaiwiero otbopy, | OAuH OOKYMEHT 6,0
BbISICHEHUNE HeobxoaMMocTu npruobpeTeHus, cBepka c
3NEKTPOHHbIM KaTarorom
OnpeaeneHne aK3eMNNsSpPHOCTU 3aKkasa: OAHa no3uums
3 | ana nogpasgenenni 1,0
4 | ans 6ubnunoTekn B LIESIoM 2,0
5 |odopmneHne 3akasa: cocTaBrneHue [orosopa, odopmneHune OAWH 3aKkas3s 45,0
NPUNOXEHNsT K AOroBOpY; YKasaHne 3K3eMMMSPHOCTU, CTOMMOCTU
3aKasa; cocTaBlieHNe TEXHUYECKOro 3aganHns
6 |nogrotoBka K MNpOBEAEHUD TOProB: COCTaBfEeHWe Chnucka| ogHa npoueaypa 200,0
TpeboBaHMI K y4aCTHMKaAM KOHKYpCa; OMOBELLEHME YYaCTHMKOB
KOHKypca O CpOKe TMpOBEAEHWs; HanucaHue, perncTpaumst u
pacchbifika NcbMa B n3gaTtenbCcTBa M u3garoLwme opraHmsaumnm
PaboTa B aBTOMaTU3MPOBAHHOM PEXUME;
7 |BBOO 3akasza TEKyLWEero KOMMMEKTOBaHWss B 6a3dy [OaHHbIX | OQHO Ha3BaHWe 3,0
aBTOMAaTU3MPOBAHHOM CUCTEMBI (64 AC); yKasaHue
3K3EeMMMAPHOCTM 3akas3a, pacnpegerneHne no  CTPYKTYPHbIM
nogpasgeneHnsam
8 |pepaktMpoBaHue BBeAeHHbIX B B[l AC cBegeHun o 3akase; BbiBO4 | OOHO Ha3BaHWe 6,0
Ha 3KpaH; BHECEHNE U3MEHEHUI
9 |BbIBO4 Ha MNPUHTEP [OaHHbIX TEKyLWero KOMMIEKTOBaHUS; | O4HO HasBaHue 1,0
pacnevatka
BefneHve KapTOTEKM TEKYLLLEro KOMMIIEKTOBAHUS:
10 |cocTaBneHuve KapTOYKW; yKasaHWe aBTopa, 3arnaBus, BbIXOOHbIX | OAHA KapToyka 3,0
[JaHHbIX, ICTOYHNKA KOMMITEKTOBAHUS
11 |paspe3ka uM3gaTenbCKUMX MIIAaHOB, pacneyaTok [Of1sl KapTOTEeKU | OAHa KapTodka 2,0
TEKyLLEro KOMMMEKTOBAHWUS; HaKMeMBaHWE Ha KaTanoXHble
KapTO4KM
12 |nopbopka kapTovek MO andaeuTy; pacCTaHOBKa B KapTOTEKy | OfHa KapToyka 1,0
TEKYLLLEro KOMMIIEKTOBaHUS
OdopmneHne nognuckn Ha nepuognyeckne n3gaHus:
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13 |npocmoTp katanoroB "Pocnevatu”; oT6op nepuoguyveckux | OfHa nosvuusi 0,5
n3gaHuin ans nognmcku
14 | cbop 3asBOK A4Ns NOANNCKM OT CTPYKTYPHLIX NOApasaeneHuin OfHa 3asBKa 1,0
15 |ocbopmrieHne 3aka3a Ha nognucky; nogcdeT CTOMMOCTM NOAMUCKU OAVH 3aKas 300,0
C YyYyeTOM [OCTaBKW; COCTaBfieHWe [Jorosopa, odopmreHue
NPUNOXEHNS K OroBOpPY
16 |cocTaBneHue perncTpaumMoHHON  KapTOukM  ANs  KapTOTEKW | OAHa KapTouka 6,0
nepuoanyeckux n3aaHui; ykazaHue nHAekca, roaa,
NepuoanNYHOCTH, NCTOYHMKA NoCTynneHuns, CTPYKTYPHOrO
nogpasgenexHus
PaboTta B aBTOMaTn3MpoBaHHOM peXxume:
17 |BBOA 3aka3a Ha nepuogmyeckune nsgandmsa B b AC OfHa KapTo4ka 3,0
18 | KOppekTUpOBKa 3akasa; BblBO Ha 3KpaH CAMCKa MepuMoaMYecKux | oAdHa nornpaska 0,3
M3aaHWIA; BHECEHNE U3MEHEHNN
[okomnnekroBaHue 6ubnmnoteyHoro goHaa:
19 |npuem 3asBOK Ha nNpuobpeTeHne [OKYMEHTOB OT CTPYKTYPHbIX| OAHa 3asiBka 3,0
nogpasgenenunm
20 | cocTtaBneHnune bubnmorpacmnyeckon 3anncu; ykasaHme KonmdecTBa| ogHa KapToudka 3,0
3K3EeMMNNAPOB U CUMMOB NogpasgeneHni
21 | BKNOYEHME 3a8BKN B KAPTOTEKY JOKOMMIEKTOBaHUS OfHa KapTo4ka 0,3
22 |NpocMOTP KapTOTEeKM HeyaoBMEeTBOPEHHOrO Chnpoca; aHanua| oauvH OOKYMEHT 2,0
OTKa3a 41151 BbIIBIIEHWNSI OTCYTCTBYIOLLUX JOKYMEHTOB; BKITHOUNTb UX
B KApTOTEKY AOKOMMIIEKTOBAHNS
CocTtaBneHuve onepaTMBHOIO NiaHa KOMMIEKTOBaHUS:
23 |onpeneneHne KOMMYECTBEHHBLIX MoKasaTenenm obbema doHaa OJWH nnaH 1200,0
(moctynnenve, BbIObITME), OTpPacreBOro CcocTaBa, MWCTOYHUKOB
MOCTYMIEHUS, CMETbI PacxofoB
OdbopmneHne nnaHa KomnnekroBaHus B hopme:
24 |Tabnuu ogHa Tabnuua 5,0
25 | KkapToTeku OfHa KapTo4ka 3,0
PaboTta B aBTOMaTU3MpoOBaHHOM PEXUME:
26 |BBOA nNnaHa komnnekToBaHusa B B AC OJWH nnaH 30,0-120,0
27 |koppektupoBka B[l; BbIBOA Ha 3KpaH; BHECEHUE U3MEHEHUN ofHa nonpaeka 0,3
3.2. Mpuem, BbIObITUE 1 YYET JOKYMEHTOB
Tabnuuya 43
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[JlokyMeHT npegocTaBneH KoHcynbTaHToc

[ata coxpaHeHus: 01.06.2015

N HanmeHoBaHue npouecca, onepauuun. Coctas paboTbl EovHnua Hopma
n/n n3mepeHusi BPEMEHM,
MWH.
1 2 3 4
Mprem NOCTyNUBLLMX SOKYMEHTOB:
1 |npvemM [JOKYMEHTOB MO  COMNPOBOAUTENMbHBIM  [OKYMEHTaM| OfHa napTtud 50
(HaknagHasn, akT); nogbopka [OOKYMEHTOB MO  KOMMIIEKTaM,
andcaButy aBTOPOB M 3arnaBuiA, I3KCMEOULUMOHHbIM HOMepawm;
cBepka C CONPOBOAUTENbHLIM JOKYMEHTOM; NPOCTaBNEHWNE LiEHbI
Ha JOKYMEHTe, NOACHET YMCra 3K3eMMIAPoB, 0bLLY0 CTOMMOCTb
Mprem gokymeHTOB 6€3 CONPOBOAUTENBHbLIX AOKYMEHTOB!
2 |nogobopka OOKYMEHTOB MO KOMMMekTam, andasBuTy aBTOpPOB W | OAWMH OOKYMEHT 10,0
3arnaBui; NpoBegeHne OLEHKN 4OKYMEHTOB
3 |cocTaBrneHve akTa Ha Npuem LOKYMEHTOB OOWVH aKT 5,0
4 |npocTaBfneHve LWTEMNENss Ha TUTYNIbBHOM §nuUCTe W Ha 17-n| OOWH OOKYMEHT 0,6
CTpaHuue [JOoKymMeHTa Ha OyMaHOM HocuTene, Kaxaom
KOHTENMHepe "roBopsilen” KHUMM Ha KacceTax, KOHTeMHepax
dneLw-kapT, ONTUYECKUX U KECTKMX ANCKOB
Ceepka MOCTYNMBLUMX [OKYMEHTOB C KapTOTEKOW TeKyLlero
KOMMIEKTOBaHMUS:
5 |cBepka MNOCTYNMBLUErO [AOKYMEHTa C KapTOYKOW W3 KapTOTeKku | ofHa KapTouka 1,0
TEKyLLero KOMMIEKTOBaHMSA; MOUCK KapTOYKW, BbIMOMHEHME Ha
KapTo4yKe OTMETOK
6 |ycTaHOBNEeHne KapToYku 3a pasgenutens "BbiNomnHeHHbIE 3aka3bl" | ofHa KapTodka 0,5
PaboTta B aBTOMaTn3MpoBaHHOM pPEXUME:
7 |cospaHue B B[] AC 3anucu 0 HOBOW OpraHn3aLmn-nocTaBLLMKe o[Ha 3anvcb 2,0
8 |nouck 3anucm B BI "3aka3"; BHeceHMEe OTMETOK O BbIMOMHEHWW | OJHa 3anucb 0,6
3aKkasa
9 | npoBepka Ha AybGneTHOCTb NOCTyNMBLLMX AOKyMeHTOB B B[] AC OQVH AOKYMEHT 2,0
10 | perucTtpaums HoBbIxX noctynnenui B B AC OQVH AOKYMEHT 3,0
11 |nognvcka Ha NPOAOIKAOWMECS W34aHUS; BbINOMHEHME B| OOHO Ha3BaHue 2,0
pPerncTpaumnoHHON KapToyYKke OMONNOTEYHBIX OTMETOK
12 |koppektupoBka 3anucern B B[l AC; BbiBOO 3anvMcyM Ha 3KpaH;| OAdHa norpaeBka 0,3
BHECEHWNE N3MEHEHUN
Mpuem n perncTpaums XXypHanoB v ra3er:
13 |nopbopka >XypHamnoB W rasetr no andaeBuTy Ha3BaHWWA; MNOWCK| OAWH OOKYMEHT 1,0
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[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

perncTpaumoHHON KapTOYKM B KapToTeke NOAMUCHBbIX
nepuoanyeckux WusgaHun; OoTMeTKa Homepa, AaTtbl MonyyvyeHus
OOKyMeHTa

14 | npocTaBneHue WTEMNENs Ha XXypHane, rasete OAVH AOKYMEHT 0,5
PaboTta B aBTOMaTU3MpOBaHHOM pPEXUME:;

15 |oTMeTka O perucTpauum nepuoamdeckux usganun B B AC| opgHa 3anucb 0,5
(HOMep, KONMYECTBO 3K3EMMMSPOB, OTAEN XPaHEHUST)
BeneHue KHUrM cymmapHoro yyera:

16 |BblgerneHve OOKYMEHTOB MO Buaam, OTPaclisaM 3HaHWs; NOACHET| ofHa napTud 10,0
ynucrna  OOKYMEHTOB; 3anucb  pe3ynbTaTtoB  noacdetra Mo
yCTaHOBMeHHoW hopme B kKHUre cymmapHoro ydeta (KCY)

17 |noacyeT NocTpaHW4YHO No no3uumam gaHHbix KCY; nepeHeceHue | opHa nosvuus 2,0
NTOrMM Ha CneayoLLyo CTpaHuLy

18 |cBepka (MHAHCOBBIX [AOKYMEHTOB oOTAena € (UHAHCOBbIMU | OA4VH AOKYMEHT 2,0
OOKyMeHTamm Byxrantepum

19 |ocbopmnieHne conpoBoOAUTENbHBLIX OOKYMEHTOB (HaknagHas, akT)| oawvH AOKYMEHT 15,0
Ans nepegayn B byxrantepuio
PaboTa B aBTOMaTU3MPOBAHHOM PEXUME;

20 |BBog ctatuctmyecknx gaHHbix KCY B B[ AC (rog, Homep KCY,| opgHa naptud 6,0
Homep COrMpoBOANTENBHOIO OOKYMEHTa, NUCTOYHUK
KOMMMEKTOBAHUSA, WCTOYHUK (PUHAHCMPOBAHWUS, YMCIO Ha3BaHWN,
YMCIO 3K3EMMMSAPOB, TUM U3OAHUIR, CyMMa)

21 | pacnevaTka KCY Ha npuHTepe OfHa CTpaHuua 1,0
BeneHne MHBEHTaAPHOW KHUIW:

22 |oopMneHne  MHBEHTApHOW  KHUMM;  HymMepauus  CTpaHuu, | odHa cTpaHuua 1,0
npocTaBrneHue HoMepa B UHBEHTAPHOMW KHUre

23 |3anuMcb OOKYMEHTOB MO YCTaHOBMNEHHOW (hOPME B WMHBEHTAPHYIO | OAWH OOKYMEHT 10,0
KHUIY; BHeceHume Oubnmorpadmyecknx CBEOEHUA Ha HOBble
NMOCTYNMEHUsA;  NpoOCTaBfneHWe  WHBEHTApHOro  HOMepa  Ha
OOKYMeHTe, WAEHTU(UKALMOHHOTO (CMCTEMHOr0) HOMepa Ha
XEeCTKOM Jucke
PaboTta B aBTOMaTu3MpoBaHHOM pPEXUME:

24 |co3panne Oubnuorpacpmyeckonm  3anMcM  Ha  MOCTYNUBLUWA | OOWH OOKYMEHT 15,0
OOKymeHT B "MiHBeHTapHon kHure" B AC

25 | pacnevyaTtka MHBEHTApPHOW KHUIW Ha NpUHTEpPE ofHa cTpaHuua 1,0
BbIObITME [OKYMEHTOB:

26 |cocTaBneHne rogoBOro nnaHa Ha BbIObITUE; ykaszaHWe kBapTana, OOWH nnaH 2160,0
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noapasgeneHusa, suaa JOKyMeHTOB, KOJTM4eCTBO

CocTaBneHue akToB CnMcaHus:

27

npuem OPMYrsipOB, CMWCKOB  BbIOLIBLUMX  [JOKYMEHTOB  OT
CTPYKTYPHbIX NMoapasfeneHnin; pernctpaums akta

OOWH aKT

10,0

28

MOWCK NO WHBEHTApPHOMY HoMepy OmGnuorpaduyeckorn 3anucu B
3NEKTPOHHOM KaTarore; onpegeneHue koadpduuneHTa LeHsbl, roga
MOCTYNMEHUs W BHECEHWe [Afis  CnucaHusl [OMOSHEHUA B
Gubnurorpaduyeckyto 3anuncb

OfHa 3anucb

0,5

29

npu OTCYTCTBMWU 3anncX B 3NEKTPOHHOM KaTarnore BBeAEHUe BCeX
anst opMmpoBaHusi Gubnuorpacmnyeckor 3anucu CBELAEHUA C
dopmynapa vnu 13 cnucka akTa

OfHa 3anuncb

3,0

30

BHECEeHue 3anncn B akKTe CnncaHnda K WMHBEHTaApHOMY HOMepy
OOKYMEHTa HOMepa BblObIBLLEN KHUTN n3 KOMMNIeKTa
penbedHO-TO4EYHOro JOKYyMEHTa

ofHa 3anucb

0,2

31

npoeepka WHBEHTaPHbIX HOMEpOB, roga NOCTYNIeHus,
KoadhpmumeHTa LeHbl BbiObIBLLETO AOKYMEHTA

ofHa 3anucb

3,0

32

pacrnevaTtka crucka BbIObIBLUMX [OOKYMEHTOB B andgaBUTHOM
nopsake Ans  yaaneHus WHBEHTapHbIX HOMEpPOB M U3bATUS
KapTo4eK U3 CUCTeMbl KapTOYHbIX KaTarioroB 6mbnmoTteku

ofHa 3anucb

3,0

33

3anucb O BbIOLIBLUMX W3 [encTByowmx ¢oHaoB 6ubnuotekm
OOKyMeHTax B COOTBETCTBYHOLIMX rpadax 2-m yactu KCY (gaTa,
HOMEp akTa, KONMMYecTBO, CyMMa, COAEepXaHue, MPUYUHbI
BbIObITUSA)

ofHa 3anucb

3,0

34

UCKITIOYEHNE LOKYMEHTA MO aKTy U3 y4eTHbIX popM (MHBEHTapPHOM
KHUI)

OOWH OOKYMEHT

4,0

35

noralieHue WHBEHTapHOro HoMepa W LiTemnens GubrnmoTekn Ha
OOKyMEHTE

OOWH OOKYMEHT

0,5

36

noaLinBKa akToB

OOVH aKT

0,5

MpumeyvaHue: npu paboTe C OOKYMEHTAaMU Ha WMHOCTPAHHbIX A3blkaXx K HOPME BPEMEHU MPUMEHSETCSH
NoBbILLAKLWNA KO3 PUUMEHT 1,2.

3.3. bubnroTeyHast 06paboTka JOKYMEHTOB

Tabnuuya 44
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eavnuua Hopma
n/n n3MepeHunst BPEMEHM,
MWH.
1 2 3 4
MpuemM [OKYMEHTOB:
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npuemMm naptmm OOKYMEHTOB; MPOBEpKa 3K3EeMMMAPHOCTKU No
conposoguTesibHOMY OKYMEHTY; 3annucCb B KHUTe y4yeTa

ofHa napTus

5,0

noaroToBka AOOKYMEHTOB K
SHGKTpOHHbIVI KaTanor

MHOEeKCMpoBaHMio U1 BBOAY B

OOVH OOKYMEHT

0,7

NPOCMOTP U BbidBNeHne aHanorn4HbIX n3gaHun Ha apyrmx Buaax
HocuTenen B ONNEKTPOHHOM KaTanore

OfHa 3anuncb

0,2

NPOCMOTP OOKYMEHTOB Ha MHOCTPaHHbIX U HalMOHalbHbIX A3bIKaXx;
nepesoa Ana onncaHuA cBedeHun Ha pyCCKMVI A3bIK

OOVH OOKYMEHT

30,0

dopmurpoBaHue 6ubnuorpadumyeckon sanncu

PekaTtanormnsauus:

CBepka kKapTo4eK C [OKYMEHTOM; WCMpaBliEHWE CTaporo
ombnunorpadmnyeckoro onmcaHus; CocTaBneHne HOBOro OnMMcaHus;
nepeHeceHve Lwundpa, WHBEHTAPHOrO Homepa, OMbnunoTeyHom
NMomMeTKu

ofHa KapTouka

7,0

CVICTeMaTVI3aL|,I/IF| OOKYMEHTOB!

cuctemMaTmMsauuss [OOKYMEHTOB C  UCMOSfb30BaHWEeM NevaTHOMW
KapToOuYKM MMM aHanora Ha [pyroM Buae HOCUTENs; MpoBepka
COOTBETCTBMS MHOEKCOB Tabnuuam knaccudpmkaumm, NpUHATHIM B
OmbnunoTeke; NpocTaBreHne HAeKCa Ha AOKYMEHTe

OOWH OOKYMEHT

2,0

cucTeMaTmsaums AOKYMEHTOB NPW OTCYTCTBUM NEYaTHOW KapTOUKu
WM aHanora Ha ApPYromMm BuAe HOCUTENS; MPOCMOTP STUKETKU
n3gaHusa, npocrylwmBaHue KacceTbl/anckal/dnewl-kapTbl; YTeHue
CBELEHMIN, HaNUCaHHble penbedHO-TOYEYHbIM LWPUdTOM, 4N
YTOMHEHUS] aBTOpa, Ha3BaHWS, BbIXOAHLIX AaHHbIX, COAEpPXKaHWS;
onpegeneHne nHaekca no Tabnuuam knaccugukaumm, NpUHSATHIM
B GubnuoTteke, NnpocTaBrneHne nHaeKkca Ha JOKyMeHTe

OOWH OOKYMEHT

10,0

onpeneneHne aBTOPCKOTO 3Haka [OKYMEHTa MO aBTOPCKUM
Tabnuuam

OOVH OOKYMEHT

0,2

npoBepka MPaBUNBHOCTU U UCMpPaBIEHNE KnacCUPUKALMOHHOIO
MHOEKCA W aBTOPCKOrO 3HakKa, YKa3aHHbIX Ha  3TMKETKe
"roBopsLLEen” KHUMM

OOVH OOKYMEHT

3,0

10

onpegeneHMe  MHOEKCOB  MPOM3BEOEHWUN,  3anmMCaHHbIX  Ha
dnew-kapte (o1 4 po 8 HasBaHun), AN HOPMMPOBAHMSA
KaTanoXxHoro wudpa

ofHa
dnew-kapTta

50

11

onpegeneHune dopmarTa, KonuyecTtea OpanneBcKuX n
nnockoneYyaTHbIX NINCTOB, xapakrepa MPUITOXKEHWI,
penbedHO-TOYEYHbIX U30aHMN U penbedHO-rpaduieckmx nocodui

O[HO Ha3BaHve

50

12

onpeneneHne u nepedncrieHne MaTepuanoB, WUCMNOMNb3OBaHHbIX
Npu co3daHMM TaKTUMbHbIX PYKOAENbHbIX M3OaHuiA; nepecyeT
KonuyecTBa  CTPaHWL, MNPWUIOXKEHWA,  BbIIBIIEHWE  OpPYrux
XapaKkTepHbIX 0COGEHHOCTEN [OKYMEHTOB

OQHO Ha3BaHMe

50

KoHcynbTaHTIINIOC
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13 |nepecyeT MPUNOXEHWUW, BbISIBNEHWE [PYrUX  XapakTepHbIX | OOHO Ha3BaHue 3,0
0CcobeHHOCTEN NocKonevyaTHOro AoKyMeHTa
MpeomeTnsaumsa JOKYMEHTOB:

14 | npeameTunsauma JOKYMEHTOB C UCMOMb30oBaHWEM pyOpuk neyaTHon | O4HO Ha3BaHue 3,0
KapToO4KkW; MpoBepka COOTBETCTBUS PYOpUKM neyaTHOM KapTOuKu
npeaMeTHOMY KaTanory

15 | npegmMeTun3aums AOKYMEHTOB MpU OTCYTCTBUM NeYaTHOM KapTOYKW; | OOHO Ha3BaHue 6,0
03HaKoOMIIEHME C JOKYMEHTOM, onpeaeneHue pyopuku

16 |cocTaBneHve HOBbIX nNpegMeTHbIX pPyopuk 1 nogpybpuk;| opHa kapTodka 2,0
nepeHeceHne Ha KapTO4KM CIyXebHON KapToTeKM

17 |pepakTypoBaHue npeameTHON pyOpuku; nNpoBepka MpaBUIIbHOCTM | OfHAa KapToyka 1,0
npeamMeTHoW pybpuKkn, TOYHOCTU HanNncaHus

MpumeyvaHue: K HopMaM BpeMEHU NPUMEHSAIOTCSA NOBbILLAOLWNE KOIPDULNEHTDI:
- Mpu cocTaBneHun bubnumorpaduyeckoro OnMcCaHWs Ha OOKYMEHTe, Ha TUTYNbHOM FNCTE, Ha KOTOPbIX
YacTMYHO OTCYTCTBYIOT AaHHble Anst bubnunorpaduyeckon 3anuecu - 1,2;

- Npy GMbnmnoTeyHom o6paboTke HOTHbLIX n3gaHun - 1,5;
- Npu paboTe ¢ LOKYMEHTaMM Ha MHOCTPaHHbIX A3blkax - 1,2.

3.4. OpraHunsaumsa 1 BegeHne kaTanoros

Tabnuuya 45
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mMepeHnst BPEMEHM,
MWH.
1 2 3 4
OpraHuzauus andaBuUTHbIX KaTanoroB (MfOCKOMeYaTHbIX KHU,
HOT, rPaMMIacTUHOK):
1 |nogbopka KapToyek Mo andasBuTy QamMunniA aBTOPOB WM | OAHa KapToyka 0,2
3arnaBun onst paccTaHOBKN
2 | paccTaHoBKa npeaBapuTeribHO NogobpaHHbIX KapToYek OfHa KapTo4ka 0,3
3 | pepakTMpoBaHMe KaTtarora; MpoBepKa pacCTaHOBKM KapTo4ek, | ofHa KapTouka 0,5
NpaBUNbHOCTN J06ABOYHbBIX N CCbINIOYHBIX KAPTOYEK, MCNpaBeHne
owmnbok
4 | HanucaHve pasgenuTens Ans Kkaranora, ykasaHue OykBbl, criora OOVH 0,6
pasgenvTenb
5 |pacctaHoBKa pasgenurenen B katanore; nogbopka pasgenurtens OOVH 0,3
no andaeuTy; MOUCK MecTa pasfgenuTensd; npocTaBneHve| pasgenutenbs
pasgenurens
6 |npoBepka paccTaHOBKWU pa3genuTenen; ucnpaeneHne owmnbok OOVH 0,3
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pasgenurernb
opraHusaumsi CUCTEMaTUYECKOro KaTarnora niockonevyaTHbIX KHUr
7 |nopbopka KapToyek Mo MHAeKcam, BHYTPU pasgena no andaeuty | ogHa kapTouka 0,3
damunnin aBTOpoOB UK 3arnaBuii ANg pacCTaHOBKU
8 | paccTaHoBKa npeaBapuTenbHO NogobpaHHbIX KapToyek OfiHa KapTouyka 0,3
9 | penaktMpoBaHue kaTanora; NpoBepka NpPaBWUibHOCTM HaMoOMTHEHUS | OfHAa KapToyka 1,0
pasgenos kaTanora No CogepXKaHuto, MHAEKCaUMM U pacCTaHOBKe,
ncnpaeneHue owmobok
10 | peknaccucpmkauusa kaTtanora; UCnpaBfieHUWE WHAOEKCOB, BHECEHME | OAHA KapToyka 6,0
nucnpasneHuin B andasuTHbIN KaTanor
11 |HanucaHue pasgenuTensa Ansa Katanora; ykasaHue HauMeHOBaHUs OAVH 0,5
pasgena, nogpasgena v UHblX pasgenutenen pasgenurenb
12 |paccTaHoBKa pasgenuTenen B katanor; nogbopka no uHOekcam, OOVH 0,3
NMOMCK MecTa, NOCTaHOBKa pasgenutenst pasgenuTenb
13 | npoBepka pacCTaHOBKM pasfenurenen, ncnpasneHmne ownbok OAVH 0,3
pasgenuTenb
OpraHuzaumnsa cuctematmyeckux katanoroB  ("roopawux” u
penbedHO-TOYEYHbIX KHUF, KHUF NO My3blke U HOTHbIM M34aHusM
penbedHO-TOYEYHOro WpudTa):
14 |nogbopka  KapToyek, OMOPMIIEHHbIX  OBYMsl  LipudTamMu| oOAHa KapToyka 1,0
(nnockoneyaTHbIM U perbedHO-TOYEYHbBIM), NO UHOEKCaM, BHYTPU
pasgena no andaesuTy amMunuii aBTOPOB WM 3arnaBui ans
paccTaHOBKU
15 |paccraHoBka npegsapuTenbHO nogo6paHHbIX KapTouyek, | ogHa KapTodka 4,0
0OpMIEHHbIX ABYMSA WpudTamm
16 |pepakTMpoBaHWe KaTarora; npoBepKka MPaBUITbHOCTM HAMOMHEHWUs | OfHa KapToyka 0,5
pas3fenoB KaTtanora no codepXaHuio, MHOeKCcaumMn U pacCcTaHOBKe
KapToyek, ncnpasrieHne owmbok
17 | peknaccuumkauma KaTanora; ucrnpabfieHne WHOEKCOB, BHECEHMEe | OfHa KapToyka 6,0
ncrnpasneHnin B andaBUTHbIN KaTanor
18 |HanucaHve pasgenuTens Ang katanora; ykasaHve HavMeHOBaHWS OOVH 1,0
pasgena, nogpasgena pasgenvTenb
19 |paccTaHoBKa pasgenuTenen B kartarnore; nogbopka no mHOoeKcam, OOVH 0,3
MOWCK MecTa, MOCTaHOBKA pasfenurens pasgenvTenb
20 | npoBepka pacCTaHOBKM pa3nenuTenen, ncnpaBrieHne owmbok OAWH 0,3
pasgenuTenb
PaboTta ¢ MakeToM NnocKonevyaTHOM KaTanoXHOM KapTOYKU:
21 |npoynTbiBaHME He3pAYeMy pPabOTHMKY TeKCcTa MIIocKonevyaTHOW | O4HO HasBaHue 12,0
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KapTO4KM
22 | BHeceHue B MakeT nnockoneyaTHoOm KapToOYKkW | O4HO Ha3BaHWe 12,0
6ubnuorpadmyeckor 3anncy penbedHO-TOHEYHbIM LLPUGTOM
23 |nepeHeceHve p[aHHbIX O (panmnax C KeCcTkoro pAucka Ha| OAHO HasBaHue 4,0
KaTanoXHble KapTOYKu
24 |pepakTypoBaHuMe  3NeMeHTOB  Oubnuorpadmyeckon  3anucy,| ofHa 3anucb 0,3
BbINOSTHEHHOW  PenbedHO-TOYEYHbIM  LPUTOM; UCMpaBneHne
owmnbok
OpraHusaumns Tonorpaduyeckoro karanora:
25 |nogbopka kapToOdeK MO  CTPYKTYpPHbIM  nogpasgeneHunsM | OfHa KapTouka 0,2
(oTaenam-cboHooLepKaTenam)
26 |nogbopka kapToYeK No MHBEHTAPHbLIM HOMepam OAHa KapTo4ka 0,2
27 |paccTtaHoBKa npeasapuTenbHO NogobpaHHbIX KapToyek OAHa KapTo4ka 0,2
28 | pegaktupoBaHuWe KaTanora; npoBepka NPaBUNbHOCTU PAcCTaHOBKM | OAHa KapToyka 0,3
KapTOYeK 1 pasgenurenen; ncnpaeneHne owmnobkm
29 | HanucaHwe pasgenuTens Ans katanora; NoCTaHOBKa pasgenurend OOVH 0,3
B KaTanor pasgenuTenb
N3baTue n3 KapTOYHbIX KaTanoros (andpaBuTHOrO,
CUCTEMATUYECKOTO, Tonorpadnyeckoro) KapTouyek Ha
NCKITHOYEHHbIE U3 BubnmoTevHoro ooHaa AOKYMEHTbI:
30 | peructpauusa akta Ha crnmMcaHue B KHUre yyeTta OAWH aKT 3,0
31 |mouck KapTOdkM  (OCHOBHOM, [00aBOYHON); 3adepkuBaHME | OgHa KapToudka 15
CMUCbIBAEMOrO WMHBEHTAPHOIO HOMEpa, MHBEHTAPHOMO Homepa
CMUCbIBAEMON KHUIMN N3 KOMMIIEKTA peribedHO-TOUYEYHOro wpudTa
(PTW) B COOTBETCTBYIOLLEM WHBEHTApPHOM HOMEpE; YyaareHue
KapTO4Ku
32 |nogcyeT konMYecTBa M3bATbIX KApTOYEK M3 CUCTEMbl KapTOYHbIX | OAHAa KapTouka 0,1
KaTarnoroB 1 KapTOTEK; 3anuncb B KHUTY yyeTa
MNepeappecoBka OOKYMEHTOB:
33 | perucTpaumsa akta nepegadn OKYMEHTa B KHUre yyeTa OOWH aKT 3,0
34 |MouUCK KapToYKM, WCNpaBrneHue MecTa XpaHeHUs [OOKYMEHTa;| ofHa KapToudka 3,0
BO3BpALLlEHME KapTOYKM B KaTanor
TexHnyeckas 0b6paboTka JOKYMEHTOB:
35 |HaknemBaHMe KapMallKOB Ha AOKYMEHT Ha OyMakHOM HocuTene;| OAuH Kapmallek 1,0
HanucaHne Ha KapMmallKe MHBEHTAPHOIO HOMepa, MecTa XpaHeHus
36 |HanucaHue wudpa Ha 06NOXKE, TUTYNBHOM NINCTE OOKYMEHTA OLVH JOKYMEHT 0,8
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37 |BnoxeHne KHWKHOro bopmynsipa B KapMalleK, KOHTEAHEP onvH chopmynsap 0,1
38 |npoBepka u ucnpaenexHve Wudpa Ha STUKETKAX ayaAnoBU3yarbHbIX | OOUH OOKYMEHT 0,5
OOKYMEHTOB Ha aHaroroBbIX U LIMPOBLIX HOCUTENSIX
39 |cocTaBneHMe MrOCKOMeYaTHOM 3JTUKETKM Ha ayguoBu3yaribHble | OOUH OOKYMEHT 5,0
OOKYMEHTbl Ha aHamnoroBblX M LM(POBLIX HOCUTENSX; MpoBepKa
3anucuy, ucnpaerneHne owmnbok; pacneyaTka
40 | nopbopka OOKYMEHTOB NO MECTY XpaHeHUs; nepefada JOKYMEHTOB | OA4MH OOKYMEHT 1,0
C KaTanOXHbIMW KapTOYKaMW W KHWXKHbIMW opmynsipamu B
oTaenbl-oHaoaepXKaTenu
41 | oTMeTKa B KHWUre y4eTa o nepegave napTum 4OKYMEHTOB ofHa napTusi 3,0
OpraHusauusi 1 BeleHNe 3NeKTPOHHOro KaTanora
dopmumposaHue u Beoa B B[] AC Grubnunorpadunyeckmx sanncen ojHa 3anucb
[nockoneyaTHbIX N3aaHUN:
42 |npu OTCYTCTBUM MEeYaTHOM KapTOYKW WM aHanoOru4yHbIX 3anncen B 6,0
3MEKTPOHHOM KaTanore
43 |npy HanMYuUU NeYaTHOM KapTOYKM UMM aHamnoru4yHbIX 3anucen B 4,0
3MEKTPOHHOM KaTanore
44 | npwn QONONHUTENBHOM paboTe ¢ aHHOTauuen (MOMCK aHHOTaUuN B 15,0
"MiHTepHeTe", peaakums aHHoTaumm)
PenbedHO-ToYEYHbIX N3gaHui;
45 | 6e3 BBOOA aHHOTaALUKU 4.0
46 | npw gononHuTenbHon paboTte ¢ aHHOTauunemn 15,0
47 |mn3gaHun Ha KacceTtax 4,0
48 |mn3gaHMn Ha ONTUYECKUX AncKax 5,0
49 |n3gaHun Ha donel-KapTax 15,0
50 |c xecTKoro gmucka 3,5
51 | penbedHo-rpadn4eckmx nocodum 7,0
52 | TakTUNbHbIX PYKOAEMNbHbLIX U3aHU 25,0
53 | cocTaBneHne aHanMTUYeCcKon 3anucu oJHa 3anucb 5,0
54 | pocnucek coaepxaHud cOOpPHMKOB, HarneyaTaHHbIX | OAWH COOPHUK 25,0
pernbedHO-TOYEYHbBIM PN TOM
55 | cocTaBneHne Ao0aBOYHbIX U CCbINOYHbIX ONUCaHUI O1HO onucaHue 1,0
56 |pepakTMpoBaHuMe  OubnuMorpadu4eckMx  3anucei; npoBepka| ogHa 3anuchb 1,0
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NPaBUITbHOCTU NIEMEHTOB 3anuncein; BHeCeHUe N3MeHeHun
57 |cocTtaBneHMe W BBOL B 3rEKTPOHHbLIN KaTanor HoBbiIX pybpuk,| OfHa 3anucb 0,5
noapyopuk, nepcoHanum
58 | BbIBoA BMGNuorpacunyeckux 3anncen Ha akpaH OAHa 3anuck 15,0
dopmaTtmpoBaHMe U pacnevaTtka KapTovek U y4eTHbIX hopM
dopmaTtmpoBaHue 1 pacnevaTtka KapTovek: OfHa KapTouyka
59 | ocHoBHas Ans andaBUTHOMO KaTanora 2,3 cex.
60 |pob6aBoyHas ansa andaBUTHOrO KaTanora 1,0
61 | ccbinoyHasa onga andaBuTHOrO Katanora 1,0
62 | onsa Tonorpadu4eckoro katanora 0,7
63 | bopmaTtmpoBaHme n pacneyaTka MakeTa KapTO4KM OAWH MakeT 1,5
(nnockoneyaTtHasa 3anucb) AN CUCTEMATUYECKOro  Katarnora KapTOYKM
"rosopsaLwnx" n penbedHO-TOYEYHbIX JOKYMEHTOB
64 | pacneyaTka KHWKHbIX POPMYIsipoB oavH dopmynsp 0,2
65 |onpegeneHue aK3eMnnApHOCTU (MO KONMMYECTBY KHUM B KOMMNNEKTE) | OAHO HasBaHue 0,7
M pacneyaTka (OpPMYNSpoOB AONS  W3OaHUW, HanevaTaHHbIX
penbeHO-TOYEYHBIM PN TOM
PeTpocnekTnBHoe NomnofnHeHne aneKkTPOHHOro Kartanora:
66 |nouck B andaBWTHOM KaTaslore ninockoneyaTHbIX KHUM KapTOuvku | ogHa KapToudka 0,2
ons seoga B b1 AC
67 |BBOA CBEOEHMIN C MIIOCKONEYaTHON KapTOYKM B COOTBETCTBYIOLLUME | OOHO Ha3BaHWe 2,0
nons 6ubnuorpadguyeckon 3anucu B 6 AC
68 |MoucK No y4eTHbIM AOKYMeHTaMm W TonorpaduyeckoMy Kartarory| OAHO HasBaHue 2,0
CcBeeHuIn, OTCYTCTBYIOLLMX B MfOCKONEYaTHON KapTOYKe; BBOA
HangeHHbIX cBegeHun B COOTBETCTBYIOLLME nons
oubnwuorpaduyeckon 3anucu B 61 AC
69 | npoBepka NpaBWUibHOCTM BMbNMorpadn4eckon 3anncu O[HO Ha3BaHwue 0,5
70 |Bo3BpaT B andaBUTHbIA  KaTanor nSIOCKOMEeYaTHbIX  KHWUM| OgHa KapToudka 0,2
0oTpaboTaHHONM KapTOYKM
N3baTne Gubnuorpadmyeckon 3annucu 13 ariekTpoHHOro Kartarora:
71 |pervctpaums akta Ha CnMcaHue AOKYMEHTOB B KHUre y4eTa OOVH aKT 3,0
72 |n3bATNE N3 ANEKTPOHHOrO KaTtanora Gubnuorpaduryeckux 3anucen| OAHa 3anucb 3,0
Ha VCKITIOYEHHbIE U3 BMBNMOTEYHOro (OOHAA AOKYMEHTHI
73 |nogcyeT KonuyecTBa M3bATBHIX M3 3MEKTPOHHOrO Kartanora| OfHa 3anucb 0,1
3anncen; 3an1cb B KHUTY yyeTa
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3.5. ®opmmpoBaHue 6a3 faHHbIX 3BYKOBbIX (hainos

Tabnvua 46
N HavnmeHoBaHue npouecca, onepaumun. Coctas paboTsbl EovHnua Hopma
n/n nsmepeHunsi BpeMeHWU,
MWH.
1 2 3 4
KoHBepTuMpoBaHWe ayAuMOOOKYMEHTOB C  KpPUNTO3aluTon C
XKECTKOro Aucka B nporpammbl Anst paboTbl € "roBOPSILLUMU
KHuramm":
1 |onpepeneHne Hanwyus OOKYMeHTa B nporpamme Ans paboTbl C| OAHO HasBaHue 0,05
"roBopsALWUMN KHUrammn"; M3MEHeHMe HacTpoeKk nporpamMMbl Ans
paboTbl C "roBOpPALLMMM KHUramn"
2 | 3anonHeHue Kop3uHbl JOKyMeHTamMu OAHO Ha3BaHue 0,04
3 | cosgaHue NpomexyTOYHOM nanku Ans KOHBEPTUPOBAHMUS ofHa nanka 1,0
4 | KOHBEPTUPOBaHNE OTOBpPaHHbLIX [LOKYMEHTOB B MPOMEXYTOUYHYI | OOQHO Ha3BaHWe 0,03
nanky
5 |KOHBEpPTMpPOBaHWE [OKYMEHTOB W3 MNPOMEXYTOYHOM Manku B| OOHO Ha3BaHWe 0,08
nporpaMmmbl ans paboTsl ¢ "roBopsAnMmM KHUramm'"
KoHBepTMpoBaHWe ayauoAOKyMEHTOB C OMTUMYECKUX [UCKOB B
nporpaMmmbl ans paboTsl ¢ "roBopsALUMM KHUraMmm'";
6 |nouck OOKYMEHTOB B nporpammax gnsi paboTbl C "roBOpsiLLMMK | OOHO Ha3BaHWe 0,05
KHuramm"
MogroToBka 4OKYMEHTa K KOHBEPTUPOBAHWIO:
7 | konupoBaHWe JOKyMeHTa C Aucka OJWH Yac 0,12
3ByYaHusi
8 | KoHBepTMpOBaHWe AOKYMEeHTa BCroMoraTeribHoOW nporpammMon OAMH Yac 1,1
3ByYaHusi
9 |nMpu OTCYTCTBMM Ha3BaHUSA [AOKYMEHTa O3ByYMBaHWE Ha3BaHWUsi| O4HO Ha3BaHWe 2,0
cpencteamu
10 |3anonHeHue y4eTHOW (HOpMbl BBOAMMOIrO OOKYMEHTa (C y4eTOM| OOHO Ha3BaHue 2,0
BpEMEHM Ha MNouck aHHoTaumm B "WHTepHeTe", nHoekca BBK B
3NEKTPOHHOM KaTarore) Ansi KOHBEPTUPOBaHUSA B MporpaMmbl s
paboTbl C "roBOpALMMN KHUrammu"
11 |KoHBepTUPOBaHME B MNporpaMmbl Ansi paboTbl C "roBOPSLLUMMU 100 M6 4,1
KHuramm"
KoHBepTMpoBaHWe ayagMoOOKYMEHTOB C KpUMTO3aLMTOW C canta
opraHusauuu-napTHepa B nporpaMmel Ansi paboTbl ¢ "roBopAwmnmmn
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KHuramm":
12 |onpepeneHne Hanuuusi 4OKyMeHTa B nporpamme And paboTbl C¢| OOHO Ha3BaHue 0,05
"roBopALNUMUN KHUramm"
13 | ckaumBaHue OOKYMEHTOB C cainTa 1 M6 0,2
14 | pasapxuBupoBaHne JOKYMEHTOB 1 M6 0,2
15 |3anonHeHve y4yeTHOW HOpMbl BBOAMMOIO AOKYMeHTa (C y4eToM| OOHO Ha3BaHue 0,3
BPEMEHM Ha MoOuUCK aHHoTaumum B "UHTepHeTe", mHaoekca BBK B
3NEKTPOHHOM KaTanore) Ans KOHBEPTUPOBaHUSA B NporpaMmbl Ans
paboTbl C "roBOPALLMMM KHUramn"
16 |KOHBepTMpOBaHME B nporpammbl Ans paboTbl € "roBOPSALLMMM 100 M6 4,1
KHuramm"
MogroToBka crnmcka HOBbIX NOCTYNMEHUN (opMaT JOKYMEHTA):
17 |BbIrpy3ka KaTanora nporpaMmmbl Ans paboTbl C "roBoOpsLMMM | OOHA BbIrpy3ka 4,0
KHuramm"
18 |BbIrpyska ns ganna JOKYMEHTOB, NOCTYNUBLLMX 3a ONpeAeneHHbii | OA4Ha BbIrpy3ka 20,0
BPEMEHHOW MHTepBan (Mecsu, KBapTan, rog)
19 |yoaneHue NUWHUX WHEOPMALMOHHBIX MOMEN B CMMCKE HOBbIX | OAMH CMUCOK 10,0
NOCTYNIIEHUN (150 - 200
Ha3BaHUN)
20 | konupoBaHue cavna ns opmarta b1 AC B bopmaTt goKkymeHTa OAVH CMNCOK 1,0
21 |npeobpasoBaHuMe [OOKymMeHTa B dopmate [AOKyMeHTa [nnsi 40 K6 6,0
nocneayoLLero pasmMeLLeHns Ha canTte
O3By4MBaHMe cnncka HOBbIX MOCTYNNEHWNI CUHTE3aTOPOM peyn:
22 |BbIrpy3ka Kkartamora nporpaMmmbl Anst paboTbl C "roBOpsLMMM | OAHA BbIrpy3ka 4,0
KHurammn"
23 |Bbirpy3ka m3 danna cdpopmata B AC gokymeHTOB, MOCTYNMBLUMX | OAHA BbIrpy3Ka 20,0
3a onpegeneHHbIn BpeMEHHON nHTepBan (MecsL, KBapTarn, roa)
24 |ypaneHve nUWHUX WHAOPMAUMOHHLIX MOMen B CrUCKE HOBbIX OJWH CMMNCOK 10,0
NOCTYNMEeHUN
25 |konupoBaHue davina 3 popmata B[] AC B chopmaT goKyMeHTa (150 - 200 1,0
Ha3BaHWI) OAVH
CMMCOK
26 |npeobpa3oBaHne LOKyMeHTa B copmaTe OOKyMeHTa B chopmy, 40 K6 6,0
yOo6HY0 A4St 03BYYMBAHNS] CUHTE3ATOPOM peyn
27 | pa3buBka OOKyMeHTa B oopmaTte JOKYMEHTA Ha NPeanoXeHns 40 Ko 80,0
28 |03ByyMBaHMe [OKyMeHTa B nporpaMmme [Onsd  YTEeHUs BCryX 40 Ko 3,0
TekcToBbIx hannos ("Banabonka" n gpyrue)
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29 |pasmMeLleHne 03BYHEHHOro CNMCKa HOBbLIX MOCTYNMEHWUN Ha canTe OAWH CMUCOK 15,0
(150 - 200
Ha3BaHuWN)

30 |KOHBEPTUPOBaHME O3BYYEHHOIO CMMCKa B Nporpammbl st paboTbl| OAMH CNUCOK 1,0

¢ "roBopsLMMUN KHUramm"

3.6. Pabota c boHgom. PaboTa no npuemy SOKYMEHTOB

Tabnuua 47
N HaumeHoBaHWe npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHusi BPEMEHM,
MWH.

1 2 3 4

Mpnem JOKYMEHTOB B CTPYKTYPHbIX NOApa3AeneHnsix

Mpnem QOKYMEHTOB M3 OTAEna aBTOMaTM3MpOBaHHOM 0BOpaboTkM| oOfgHa napTus

OOKYMEHTOB " opraHusaumm Kartaroros, cBepka c

cornpoBoAnTENbHbIM JOKYMEHTOM:
1 |1 - 25 3sk3emnnsapos 10,0
2 |26 - 75 ak3emnnsposB 30,0
3 |perncTtpauus HOBbIX MOCTYMMEHUA NEepuoaMYEeCcKUX WU3JaHun, | OAWMH OOKYMEHT 0,5

npocTaBrneHne OTMETKM B PpErMcTpaLMoHHON KapToTeke
4 |npocTaBneHve wreMnens unn  oTMmeTKa CTPYKTYPHOrO | OOWH OOKYMEHT 0,5

nogpasgeneHns Ha JOKYMeHTe

Mopbopka AOKYMEHTOB 4S5 pacCTaHOBKM B hoHae

Mopgbopka 4OKYMEHTOB MO BUAAM M3OaHWN: OAVH OOKYMEHT
5 | nnockoneyartHble n3gaHusa 0,07
6 | penbeHO-TOYEYHbIE N3OaHUSA 0,08
7 |"roBopsLmne" KHUMM Ha KacceTax 0,1
8 | M3gaHua Ha ONTUYECKUX guckax 0,07
9 |um3gaHua Ha drewl-kapTax 0,07
10 | penbedHo-rpadunyeckme nocobus 0,08
11 | TakTUNbHbIE pyKOOEmNbHbIE U3AaHNSA 0,1
12 |nopbopka KOMMNMAEKTOB penbeHO-TOUYEYHbIX KHUM MO HA3BaHWAM OQIVH KOMNNEKT 2,0
13 |nopbopka [OKYMEHTOB MO  KNacCU(MKALMOHHBIM  WHAOEKCAM, | OAWH OOKYMEHT 0,3

aBTOPCKOMY 3HaKy
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Mopnbopka nepuvoguyeckux M3gaHui Mo andaBuTy HasBaHUSAM, | OOWH LOKYMEHT

rogam, Homepam:
14 | nnockonevaTHble n3gaHu4a 0,07
15 | penbedHO-ToYeYHbIEe N3faHus 0,08

PaccraHoBka 6ubnuoTteyHoro dooHaa

paccTaHoBKa [OKYMEHTOB Ha cTennaxax B| OOWH OOKYMEHT

cucTemMaTnyecko-andgaBnUTHOM nopsgke:
16 |nnockonevyaTHble n3gaHna 0,08
17 | penbedHO-ToYeYHbIe N3faHus 0,11
18 |"roBopsime" KHUMM Ha kacceTax 0,1
19 |m3pgaHna Ha ONTUYECKMX OUCKaX 0,1
20 |n3gaHns Ha dnel-kapTax 0,1
21 | penbedHo-rpaduyeckme nocobus 0,11
22 | TakTUSbHblEe pYKOAENbHbIE N3gaHus 0,11

PaccraHoBka nepuoguyecknx msgaHui no andaBuTy Ha3BaHWA, | OOAWH OOKYMEHT

rogam, Homepam:
23 | nnockoneyartHble n3gaHusa 0,1
24 | penbedHO-ToYEeYHbIE N3haHus 0,13
25 | packnagka raset no Ha3BaHWAM, NpoKarnbiBaHWe ObIPOK, BIIOXEHUE oHa nanka 10,0

B KapTOHHY OOMoOXKy (Mmanky), NpPOLUHYpOBKa, oOd)opmIieHne

00noxkn (Ha3BaHue, roa, HoMep, MecsL,)

lMpoBepka NpPaBUITbHOCTUM PacCTaHOBKN OOKYMEHTOB B OTAENbHbIX | MaccuB hoHaa

MaccmBax poHaa:
26 |1 - 200 pokymeHTOB 30,0
27 201 - 400 gOKyMEHTOB 60,0
28 |nepemelleHne (nepeHeceHne) JOKYMEHTOB Ha CBOBOAHbIE MecTa ojHa noska 5,0

OdopmneHne, HanncaHne NOMOYHbIX pasaenuTenen: OAWH

pasgenurernb

29 | ansa cucteMaTtMyecKkom paccTaHOBKM dooHaa 4,0
30 |ansa andaBUTHOW paccTaHOBKM poHaa 3,0

3.7. Pabota c poHaom. PaboTa no coxpaHHOCTM dhoHAaa

Tabnuuya 48
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N HavnmeHoBaHue npouecca, onepaumun. Coctas paboTsbl EovHnua Hopma
n/n n3mepeHusi BPEMEHM,
MWH.
1 2 3 4
MpoBepka 6GMbnmMoTeyHoro oHaa:
1 |HanucaHue KOHTPOMBbHOro TarnoHa Ha OOKYMEHT; yKasaHne Ha HeMm OfVH TarnoH 2,0
WHBEHTaApHOro Homepa, wwudpa, hamunum, UHULMaNoOB asTopa,
3arnaBsus, roga, Mecta usgaHus, UeHbl, MecTa XpaHeHus
2 |oTMeTka O npoBepke AOKyMeHTa Ha dopmynsipe, KOHTeWHepe, | OAWMH OOKYMEHT 0,2
0bnoxKe AOKyMeHTa
Moabopka KOHTPOMbHbIX TANOHOB: OAWH TarnoH
3 | No nHBEHTapHbLIM HOMepaMm 0,8
4 | no andasuty hamununin asTOpoB Unu 3arnasum 0,13
5 | no knaccugukaLmMoHHOMY NHAOEKCY 0,1
6 |cBepka KOHTPOMbHbIX TanoOHOB C WHBEHTAPHOW KHUIOMW; OTMeTKa OOMH TanoH 0,5
NPOBEPKN Ha TarloHe U B MHBEHTapPHOW KHUre
7 |cBepka KOHTPOSbHbIX TanOHOB C Y4Ye€THbIM WM andasBUTHbIM, OOMH TanoH 0,5
Tonorpadumyeckum Katanoramu; oTMeTka NPOBEPKU Ha TanoHe U B
KaTanore
8 |nmpocmoTp  bopMbl  MHAMBMAOYANbHOTO  yyeTa, BbISIBEHUE | OAWH OOKYMEHT 0,5
OOKYMEHTOB, He MpoLueLmx NPoBEpPKU
9 | cocTaBneHne KapToykM Ha JOKYMEHT, He NpoLUEeaLLMI MPOBEPKU OOVH OOKYMEHT 1,0
10 |nNovcKk OOKYMEHTOB, He MpOLUeAlnX MpPOBEPKW, MO pasfivyHbIM | OOWH OJOKYMEHT 50
y4YyeTHbIM hopMaM, KapToTekam, XypHarnam, KHKHbIM NMofkam
CocrtaBneHue cnucka HegocTalLWwux B PoHAE JOKYMEHTOB: OLVH CMUCOK
11 |1 QOKyMeHT 1,0
12 |2 - 10 gokymMeHTOB 10,0
13 |11 - 25 gokymMeHTOB 22,0
OT60p AOKYMEHTOB AN N3bATUA 13 hoHaa
[MpocMOTp AOKYMEHTOB Ha NpeaMeT U3bsaTUs 13 poHaa: OOVH JOKYMEHT
14 | HenpoUIbHbIX 0,7
15 | pybneTHbIx 0,3
16 |ycTapeBLUMX NO COAEPXKAHUIO 0,7
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17 | BeTxux 0,2
18 | Mmanoucnonb3yembix, HEUCNOMNb3yeMbIX 0,5
MoaroToBKa AOKYMEHTOB K aKTUPOBaHMIO:
19 |nogbopka AOKYMEHTOB B MapTuM MO MpUYMHaAM U3bATUSA; CBEpKa C| OAWMH OOKYMEHT 0,08
KHWXHBIM (hOpMYyNapom
20 |nopbopka KHWXKHbIX (OPMYNSAPOB Ha [OOKYMEHTbl B Mopsake | oauH hopmynsip 0,07
WHBEHTapPHbIX HOMEpOB, andaBuTa, XypHanbHble - MO rogam u
HoMepam
CocraBneHve cnuicka K akTy BblObITMS (Mepedaun), nogcyet OAVH aKkT
obuen cymmbl, ochopmMmreHne akTa:
21 |1 BOKyMeHT 1,0
22 |2 - 10 pokymeHTOB 10,0
23 |11 - 25 pokymeHTOB 24,0
[MogroToBKa 4OKYMEHTOB Ha ByMakHbIX HOCUTENSAX ANd nepenneTa
OTb6op [OOKYMEHTOB QOns nepenneta; MpoBepKka COCTOSAHWUS | OOUH OOKYMEHT
OOKYMEHTa; 3anorHeHue (CBepka) KHWKHOro dopmynspa:
24 | nnockonevaTHble AOKYMEHTbI 2,0
25 | penbedHO-TOUYEYHbIE AOKYMEHTbI 3,0
26 |nogbopka KOMIMIEKTOB, CBSA3blBaHWE B Mayky; odopMneHne | oauH OOKYMEHT 0,5
OOKYMEHTOB AN nepegaydn B nepennet
MoaroTtoBka K pecTaBpauum "roBopsALMX" KHUAM Ha KacceTax wu
OOKYMEHTOB, 3anucaHHbIX Ha OMTUYECKMUX ANCKaX:
27 |oTbop [OOKYMEHTOB [Nnsi pecTaBpauun, npoBepka COCTOSHUS| OOUH OOKYMEHT 3,0
OOKyMeHTa, 3anorfHeHne (CBepka) KHUKHOro hopmynsipa
28 |noarotoBka  OOKYMEHTOB K BOCCTaHOBMEHUIO; nogbopka | oguH OOKYMEHT 0,5
OOKYMEHTOB,  aHanormyHbIX  MOBPEeXOeHHOMY;  oopMneHune
JOKYMEHTOB ANng nepefadn Ha pectaBpaumio
PecTtaBpauus nnockorneyaTHbIX n penbedHO-TOYEYHbIX
JOKYMEHTOB:
29 | nepenneTHble paboThbl OQVH AOKYMEHT 90,0
30 | BoccTaHoBNEHME OTAENbHbIX NoBpEXOEHHbIX CTpaHwul, | OAHa cTpaHuua 30,0
HanevyaTaHHbIX pernbedHO-TOYEYHbIM WPUATOM (CKaHMpOBaHMWe,
pacno3HaBaHve, pedakTUpoBaHWe, pacrneyaTtka Ha OpanneBCcKom
npuHTEpPE)
31 |Menkun peMOHT (noAknerka HagopPBaHHbLIX CTpaHWL, nepenneTa,| OauH OOKYMEHT 2,0
TUTYNbHbLIX NUCTOB, KapMalLKOB, SPMbIKOB, 3aMeHa MpYyXWHHOro
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nepenneta)

PeCTaBpame OOKYMEHTOB, 3alnncaHHbIX Ha aygunokacceTax:

32

BOCCTaHOBJ1I€HUE NOBpeXAeHHOro AOKyMeHTa C aHarlorm4Horo Ha
cneunanbHOM O60py,EI,OBaHI/II/I B 3aBUCUMMOCTU OT TEXHUYECKOro
OCHaLleHuna

OfHa onepauua

5,0

33

MEnNKMA pPEemMOHT (3amMeHa HenpaBWibHbIX CKMNeek, MoAKnenka
pakopaa, 3TUKETOK Ha pyTnsipax)

OOVH OOKYMEHT

5,0

BoccTtaHoBneHne yTpa‘-IeHHbIX/I'IOBpe)Kp.eHHbIX OOKYMEHTOB,
3annMcaHHbIX Ha ONTU4YEeCKNX ANCKax:

34

CKaHUpoBaHMe gucka ctaHgapTHbIMU cpeacTBamu

OAVH ANCK

2,0

35

CKaHWpOBaHMWE TMOBPEXAEHHOro [Aucka C  UCMONb3oBaHWEM
crnewumanbHOro NporpaMMHoro oGecrneyeHns

OAVH ANCK

20,0

36

3arpyska obpasa gucka B aBTOMaTuyeckuii ayonmkaTop

OAVH ANCK

3,0

KpaTHOe BocnpoussefeHne OUCKOB:

OAVH ANCK

37

TeKCToBble dhannbl

0,3

38

3BYyKOBblE hannbl

3,0

39

Buaeodannbl

6,0

MpoBepka kayecTBa KOMui:

OfVH OuCK

40

TEeKCToBble dhannbl

1,0

41

3BYyKOBblE hannbl

50

42

Buaeodannbl

50

Mprem OOKYMEHTOB Mocre pecTaBpauuu:

43

cBepka MOCTYMUBLUMX [OOKYMEHTOB C KHWKHbIM (DOPMYIISIpOM,
MpoBepka KayecTBa [OKYMEHTOB; BOCCTaAHOBIIEHME 3arnaewis,
HanvcaHue Wwudpa Ha SpIblke, KOPELLIKe OKYMEHTa

OOVH OOKYMEHT

1,0

O6ecnbinuBaHne oHaa:

44

obecnbinvBaHne ¢oHOa C MOMOLLbLI Mbiflecoca; obecnedeHne
paboyero MecTa TEXHUYECKUMW CpeacTBamMu: MblIEeCoCoM,
paboynm  CTONMUKOM, CTPEMSIHKOW, BEeApOM; NpoBedeHue
obecnbinMBaHKs; 3aHeCeHMe TEeXHUYECKUX CpeAcTB Ha MecTa
XpaHeHus

o[Ha mMmeponorka

15,0

45

py4dHOEe obecnbinBaHne CbOHD,a; obecneyeHne paGoqero mMecTa
TEXHNYECKUMN CpeacTBaMu: CTpeMﬂHKOVI, pa60‘-IVIM CTOJTMKOM,
TENEXKON, BeQpOM, TpANKamMn, NpoTnpkKa, 3aHeCeHne TeXHNYECKNX
cpencTB Ha MeCTa XpaHeHus

OQHa meponornka

10,0
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3.8. Pabota c cboHgom. MNepeBog AOKYMEHTOB B LindpoBoi hopmat

Tabnuua 49

N HavnmeHoBaHue npouecca, onepaumun. Cocta paboTbl EouvHnua Hopma

n/n n3mepeHusi BPEMEHM,
MWH.

1 2 3 4
OuncppoBka [OKYMEHTOB, HanedataHHbIX penbedHO-TOYEYHbIM
LwpndToMm:

1 |ckaHMpoBaHWeE 1 pacno3HaBaHMe penbedHO-TOHYEYHOro TekCcTa OfHa cTpaHuua 2,0

2 | coxpaHeHue hanna B TEKCTOBOM ¢hopmare oavH dann 0,5
PepaktnpoBaHne OTCKaHMPOBaAHHOIMO MaTepuana B TEKCTOBOM | OfHa CTpaHuua
penakrope:

3 | XyOOXXeCTBEHHbIN TEKCT 5,0

4 | TexHuyeckme W Apyrve cneumanbHble TEeKCTbl (HOTHAs 3anuchb, 40,0
MaTemaTtuka, MeauumHa, XuMms)

OumncbpoBKka AOKYMEHTOB, 3anMCaHHbIX Ha MarHUTHOW feHTE:

5 | nepeBog aHanoroBou 3anucu B uudposon oopmat OfHa 3anucb 6,0

6 |obpaboTka 3anMcKM Ha MarHMTHOM JeHTe Ha  KaTyulKax; OAVH Yac 180,0
pectaBpaums 3Byka 3ByYaHusi

7 |obpaboTka 3anucyM Ha MarHUTHOM NEHTE Ha KacceTe; pecTaBpaunst OAVH Yac 90,0
3ByKa 3ByYaHust
OumndpoBKka 4OKYMEHTOB, 3annCaHHbIX Ha rpaMnacTUHKax:

8 |nogroTtoBka rpamnnacTUHKM K 3anvcu oHorpammbl; yaaneHue ogHa 12,0
MbifiM C MOBEPXHOCTU T[PaMMMaCTUHKWA, CHATME CTaTUYEeCKOro| rpamniiacTuHka
3neKTpnyecTBa

9 |3anuce oHOrpammbl  FpamMniacTMHKM C  MCMOMb30BaHWEM ofHa
3BYKOBOIO pefakropa doHorpamma
O6paboTka 3anMcaHHONM OHOrpaMmMmbl; ofHa

doHorpamma

10 | nOCTOAHHOE aMNNUTYQHOE CMeLLeHne 5,0

11 |ypaneHue LWeN4YkoB W MOTPECKMBAHUMA C MOMOLLbBIO MrarvHa 10,0
ABTOMATUYECKOIo HaxoXaeHus 1 yaaneHusa nogobHbIX LWenyKoB

12 |ycTpaHeHue (OOHOBbIX LLIYMOB 10,0

13 |obecneyeHne KayeCTBEHHOIO W €CTECTBEHHONO 3BYyYaHUs C 10,0
NCMNOMb30BaHNEM 3KBanan3epoB (rpacbmyeckoro,
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naparpag14eckoro, napameTprU4ecKoro)

14 | HopManu3saums CBOWCTB 3BYKOBOIO Matepwuarna 50

15 |nogrotoBka 06paboTaHHOM (hOHOrpamMmbl K 3anmMcyM Ha AMCKax; oAHa 20,0
pa3peska 3ByKOBOro daina Ha Tpeku doHorpamma

16 |3anucb MOArOTOBIEHHOro ayguMomaTepuana Ha guck (C ydeTom OfVH OucK 12,0
BO3MOXHOCTM  KOHBEPTUPOBaHMS  MaTtepuana B dopmar
ayaunocbanna)

3.9. O6cnyxmBaHue nornb3oBaTernen

Tabnuua 50
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHusi BPEMEHMU,
MWH.

1 2 3 4
3anucbk nonb3oBaTenen B GubnunoTeky:

1 |npocmoTp OOKYMEHTOB Morb3oBatens (MacrnopT, YreHCKun Guner, OAVH 2,0
CTyOeH4yeckun Owunet, cnpaBka 00 MHBaNMOHOCTM MO 3pPEHMI0), | MNOSb3oBaTeSNb
npoBsepka Hanu4uns YYETHO-PEerncTpaumMoHHON KapTo4ku
nonb3oBaTens
3anonHeHune Y4YETHO-PEermcTpaLmoHHbIX OOKYMEHTOB | oguH dhopmynsp
nonb3oBaTens:

2 | popmynsip Ha BymaxkHOM HocuTene 50

3 | aNeKTPOHHLIN hopmynsip 4,0

4 | perncTpaumoHHas KapTodka 5,0

5 |TpaHCnopTHbIN NUCT 6,0

6 | poroBop obcnymBaHus (2 ak3emnnspa) 7,0

7 |TeTpaab perncTtpauumu nonb3oBaTtenen 1,0

8 |o3HakomneHMe C npaBuriaMM  MOMb30BaHMS  OMOBNIMOTEKOWN, OOVH 20,0
CNPaBOYHbLIM annapaToMm, HamuumMem ApYyrux OTAEeNoB, NepeyHeM| Morb3oBaTerb
NpeaoCTaBAsiEMbIX yCAyr

9 |paccTtaHOBKa perMcTpauMoHHbIX KapToYeKk nonb3oBaTefnied B| O4Ha KapToudka 1,0
KapToTeky
Mepepernctpaums nonb3oBaTenemn
lMonuck n BHECEHWE W3MEHEHUN B Y4YETHO-PErMCTPaLMOHHLIE
OOKYMEHTbI Nonb3oBaTens:
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10 | popmMynsp Ha BymakHOM HocuTene oavH dopmynsap 1,0
11 | aneKkTPOHHBIN hopmMynsp oauH hopmynsap 1,0
12 | peructpaumnoHHasi kKapToyka OfiHa KapTouyka 1,0
13 | TpaHCnoOpTHLIA NUCT OAWH NncT 1,0
14 | poroBop obcnyxunBaH1s OAWH [oroBop 1,0
3.10. CTaumoHapHoe obcnyxuBaHne nonb3oBaTenemn
Tabnuua 51
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHusi BPEMEHMU,
MUH.
1 2 3 4
O6cnyxunBaHue nonb3oBartenen B otaenax aboHemeHTa: obuwiero
N HOTHO-MY3bIKarnbHOrO:
1 |vHdopMMpoBaHME nonb3oBaTenied O HOBbLIX MOCTYNfeHusix;| opgHa 6ecepa 50
becena c nonb3oBaTerieM y BbICTABOK
Mopbopka OOKymMeHTOB wu3 oHOa oThaena Aans  Bblgadm
nonb3oBaTento:
2 |un3ganus, HanevaTaHHble perbeHO-TOYEYHbBIM LWPUATOM OAWH OOKYMEHT 3,0
3 | "roeopsawme" KHUrM 1 My3blkarbHble NPON3BEeAEHMS Ha kKacceTax OAVH OOKYMEHT 3,0
4 |u3paHua Ha UMPOBLIX HOCUMTENAX WHopMaumm  (OUCKW, | OOWH OOKYMEHT 1,0
donew-kapTbl C KPUNTO3aLLMUTON)
5 | rpamnnactuHkm OOVH OOKYMEHT 1,0
6 |HOTHbIE n3gaHus (NnockoneyaTHble U No cucteme bpanns) OAVH AOKYMEHT 2,0
7 |v30aHWs, HaneyaTaHHble MIIOCKOMEeYaTHbIM, B TOM  4Yucne| OAVH OOKYMEHT 1,0
YKPYMHEHHbIM, LUPUETOM
8 |3BykoBble pannbl u3 0a3bl [aHHbIX "TOBOPAWMX" KHUF C OAWH chann 15,0
KpMnTo3aLmTomn
9 |3anucb 3BYKOBbLIX (hannoB "roBOPALLMX" KHUI C KPUNTO3aLLMUTON Ha OAWH chann 10,0
drew-kapTy nonb3oBaTtens ¢ npeaBapuUTeribHONW MOL4rOTOBKOW
(ouncTkon) pneLl-kapTbl NONb30BaTENS
10 |npegocTaBrneHMe MOMb30BaTENMO  HOTHBIX M My3blKalNbHbIX | OOAWH OJOKYMEHT 2,0
OOKYMEHTOB ans npeaBapuUTENbLHOro npourpbIBaHus,
NpoCnyLIMBaHUS B NMOMELLEHUMN OTAENa
MpoBepka OOKYMEHTOB nepen Bblgayen/npuemMom Ha| OOWH OOKYMEHT
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COOTBETCTBME N OTCYTCTBUE AeEKTOB:
11 |usgaHuA, HaneyaTaHHble penbeHO-TOYEYHbIM LWPUETOM 1,0
12 | "roBopsilume" KHUMM U My3blKarbHble Mpou3BedeHns Ha KacceTax 3,0
13 |u3gaHma  Ha UMPPOBLIX HOCUTENAX  WMHopMauun  (AUCKK, 1,0
hneL-kapTbl C KPUNTO3ALLUTON)
14 | rpaMnnacTuHKu 1,0
15 | HOTHblEe M3gaHusa (nnockonevaTHble 1 No cucteme bpanns) 1,0
16 |u3gaHusA, HameyaTaHHble nrnockoneyaTHblM, B TOM  4ucrne 0,8
YKPYMHEHHbIM, WpndTOM
17 |Bblga4a [OKYMEHTOB MOMb3oBaTesiio, OTMEeTKa O Bblgaye B| OOWH OOKYMEHT 0,7
KHWXHOM chopmynsipe
OTmeTKa 0 Bblgadve/npueme JOKYMEHTOB: OOVH OOKYMEHT
18 |B py4YyHOM pexume 1,0
19 | B aBTOMaTU3MPOBAHHOM peXUMe 0,7
20 |lNpvem QOKYMEHTOB OT NONb3oBaTenNs, MOWCK M BKagka KHUKHOIO | OOUH AOKYMEHT 1,0
dopmynspa
MpoaneHue cpoka NONb30BaHUA AOKYMEHTaMU: OAVH AOKYMEHT
21 | B py4YHOM pexume 2,0
22 | B aBTOMaTMU3MPOBaAHHOM pexunme 0,7
KoHcynbTaumsa nonb3oBaTtens: oaHa
KOHCyrnbTauua
23 | no paboTe C KapTO4YHbIM KaTarlorom 5,0
24 | no paboTe C 3NeKTPOHHLIM KaTarorom 7,0
25 | no akcnnyatauun TudriomarHMTodoHoB, TUdhiodneL-nneepos 10,0
Otbop wn nepegada Ha BOCMNPOM3BEOEHME B cneumarbHOM
dopmaTe pparMeHTOB MNNOCKOMeYaTHbIX TEKCTOBbIX U HOTHbIX
OOKYyMeHTOB (M0 3anpocy nonb3oBaTens):
26 |npuem 3anpoca OT nonb3oBaTens, nogbopka [OKYMEHTOB,| OOWH OOKYMEHT 5,0
ochopmrieHne 3akasa
27 |nogrotoBka OOKyMEHTa K BOCNpou3BedeHuto (MOUCK, 3akragka| ofgHa cTpaHuua 2,0
dparMeHToB, OLleHKa BO3MOXHOCTM CKaHWPOBAHWSA  TEKCTa,
py4HOro Habopa HOTHOM 3anucu no cucteme bparinsa)
O6cnyxuBaHne nonb3oBaTenen B YuTarnbHOM 3are:
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28 |nHdopmmpoBaHMe O  HOBbIX  nocTynneHusix; ©Gecega c| opHa Gecena 5,0
nonb3oBaTeNneM y BbICTABOK, TEMATUYECKUX KHUXKHbBIX MOMOK
Monck [OKYMEHTOB MO 3anpocy Monb3oBaTens B MOACOOHOM | OAWH LOKYMEHT
doHae:
29 |no Buaam nsgaHum 3,0
30 | no onpeneneHHon Teme 4,0
MpoBepka [ OKYMEHTOB nepen Bblaayen/npuemMom Ha| OAWH OOKYMEHT
COOTBETCTBME M OTCYTCTBME OEGEKTOB:
31 |u3gaHus, HanevyaTaHHble penbedHO-TOYEYHbIM LWPUDPTOM 1,0
32 |"roBopsiLme" KHUrM Ha KkacceTax 4.0
33 [M3gaHMa  Ha UMDPOBLIX HOCUTENSX  WHGOPMaUMU  (OUCKM, 1,0
dnew-kapTbl)
34 |un3paHns, HaneyaTaHHble nfockoneyaTtHbiM, B TOM  4ucne 0,8
YKPYMHEHHbIM WpndTOM
35 | TakTUIbHbIE pYKOAENbHbIE N3aHus 1,0
36 | penbedHo-rpaduyeckme nocobus 1,0
37 |Bblgaya [JOKYMEHTOB [Orb3oBaTerno, OTMeTKa O Bblgaye B| OAWH JOKYMEHT 0,7
KHWXXHOM chopmynsipe
OTmeTKa 0 Bblgadve/npneme OKYMEHTOB: OAVH OOKYMEHT
38 | B py4yHOM pexume 1,0
39 | B aBTOMaTMU3MPOBAHHOM peXnme 0,7
40 |npuvem OOKYMEHTOB OT Norib3oBaTens, MOUCK U BKNadka KHWXHOro | OAWH OOKYMEHT 1,0
dopmynsapa
KoHcynbTaumsa nonb3oBartens: ofHa
KOHCynbTauua
41 |no paboTe ¢ KapTOYHbIM KaTariorom 7,0
42 | no paboTe C 3neKTPOHHbIM KaTariorom 8,0
43 | no akcnnyartauuu TnnomarHUTogoHoB, TUdriodneLl-nneepos 10,0
44 |no aKkcnnyatauuuM afanTuBHBIX TUMMNOTEXHUYECKUX CPeacTB WU 20,0
nporpamm
45 |no akcnnyatauMuM KOMMbIOTEPHOW TEXHUKM W NpOrpamMmMHOro 20,0
obecneyeHns
PaboTta c uteLom:
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46 | npegBapuTenbHasi 3an1cb Nonb3oBaTens K Ytely OfjHa 3anucb 1,0

47 | nouck, odpopmMrieHne AOKYMeHTa Ansi Bblgayy Norb3oBaTernto OLVH JOKYMEHT 5,0

48 |4TeHue TekcTa OfHa cTpaHuua 5,0

(cbopmat A4)

49 | npo4YnTbiBaHME TEXHUYECKOrO U APYrMX chneumanbHbix TekcToB Ha| 1000 3HakoB 6,0
MarHUTHY0 NeHTY/UuMdpoBble HoCUTENU
OTéop u nepegada Ha BocCMpousBedeHWe B crieymanbHOM
dopmate hparmMeHTOB MIockonevaTHbIX 4OKYyMEHTOB (MO 3anpocy
none3oBaTens):

50 |npuem 3anpoca OT nonb3oBaTens, nogbopka [OKYMEHTOB,| OAWH OOKYMEHT 5,0
odopmrieHne 3akasa

51 |nogroTtoBka AOKYMEHTa K BOCMPOU3BELEHNIO OfHa cTpaHuua 2,0
3.11. BHecTaumoHapHoe obcnyxmBaHue nonb3oBaTtenemn

Tabnuuya 52

N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma

n/n n3mepeHusi BPEMEHM,
MWH.

1 2 3 4
HapgomHoe obcnyxunBaHue nonb3oBaTenen:

1 |npvem 3aka3a OT nonb3oBaTens no TtenegoHy, odopmreHne OfOVH 3akas3 4,0
3aKkasa
Mounck ns choHaa KomnnekTa JOKYMEHTOB: OOMVH KOMMIEKT

2 | 1M30aHns, HaneyaTaHHble penbedHOo-To4eYHbIM wpndTom (10 - 15 15,0
KHUI N3 KOMMIekTa)

3 | "roBopswme" kHUrM Ha kacceTax (5 Ha3BaHMN) 10,0

4 |mnsgaHus Ha uupoBbIX HOCUTENAX MHOpMaumu  (GMcku, 6,0
dnew-kapTbl) (5 HasBaHUN)

5 |oTmeTka o Bbigaye JOKYMEHTa B KHKHOM chopMynspe OOVH JOKYMEHT 0,7
OtmeTka © Bblgade/npueMe [OOKYMEHTOB B  dopmynsipe| OOuH OOKYMEHT
nonb3oBaTens:

6 |B py4yHOM pexume 1,0

7 | B aBTOMaTU3MPOBAHHOM peXxume 0,7

8 |nmogrotoBka [OOKYMEHTOB K OTMpPaBKe; COPTUPOBKA MO Buaam O[VH 3akas 15,0
n3gaHun, ynakoBKa, O(OPMIIEHWE  TPaHCMOPTHOMO  JINCTA,
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norpyska; cornacoBaHue C nMofb3oBatenieM Mo TenegoHy,
[OCTaBKa 3aka3sa
9 |npvem [OKYMEHTOB OT MOMb30BaTens; BbIrpy3ka, pacnakoBKa, OAVH 3aka3 8,0
MOWCK M BKNagKa KHWXHOro popmynspa
lMpoBepka  OOKYMEHTOB  nepen  OTMNpPaBKOW/MPUMEMOM  Ha| OAWH OOKYMEHT
COOTBETCTBME M OTCYTCTBME OEGEKTOB:
10 |u3gaHuA, HaneyaTaHHble penbeHO-TOYEYHbIM LWPUETOM 1,0
11 |"roBopsiLme" KHUMM Ha kacceTax 6,0
12 |u3gaHma  Ha UMPPOBLIX HOCUTENAX  WMHopMauun  (AUCKK, 1,0
dnew-kapTbl)
MpoaneHune cpoka Nonb3oBaHUSA JOKYMEHTaMMU: OAVH AOKYMEHT
13 |B py4YyHOM pexume 2,0
14 | B aBTOMaTU3MPOBAHHOM pPEXUME 0,7
O6cnyxunBaHue nonb3oBartenen B OMGNNOTEYHbIX MyHKTaX:
15 |nogrotoBka M 3aKrYeHWe [orosopa mexagy ©OmbnmoTtekon wm| OAWH AOroBoOp 300,0
opraHu3auuen, rge OyaeT OCyLWecTBAATbCA BHeCTalMOHapHoe
obcnyxnsaHue
OdbopmneHne popmynsapa GnbnmnoTeyHoro nyHkTa: oavH dopmMynsp
16 |B py4yHOM pexume 7,0
17 | B aBTOMaTU3MPOBAHHOM peEXUME 6,0
18 |odopmreHne nanku ¢ AOKYMeHTaMu (4OroBop, AOBEPEHHOCTb Ha ofHa nanka 15,0
Nony4YeHne KHWr, OT4EThI)
19 |cocTtaBneHne cxembl pasMelleHust OMBMMOTEYHBbIX MYHKTOB MO oJHa cxema 120,0
TeppuTopUsM
20 |coctaBneHne rpadmka obmeHa [AOKYMEHTOB, HaxogsWMXCs B| OAMH rpadouk 20,0
OMBNMOTEYHBIX NYHKTax
21 |cocTtaBneHune nnaHa MeToan4YecKon MOMOLLIN OJWH nnaH 60,0
OnbnunoTekapsiM-o0LLECTBEHHUKAM
Bblaaya 4OKyMEHTOB B OMGNNOTEYHbIN MYHKT:
MogroToBka M pacnevaTka cnvcka JOKYMEHTOB, NMpeAHa3Ha4YeHHbIX |  OAMH CMUCOK
Ons Bbigayn 6GnbnmoTe4HOMy NyHKTY:
22 |20 pokymeHTOB 30,0
23 |40 pokymeHTOB 60,0
24 | 100 goKymMeHTOB 120,0
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Mopbopka 13 cdoHOa No cnucky/3asBke KOMMIEKTOB LOKYMEHTOB | OAWH LOKYMEHT
pasnuyHbIX OpPMaToB:

25 |n3gaHus, HanevyaTaHHble penbedHO-TOYEYHbIM LWPUDTOM 3,0

26 |"roBopsLme" KHUrM Ha KacceTax 2,0

27 (u3gaHMa Ha UMAPOBLIX  HOCUTENSX  UHGOPMauMn  (OUCKW, 1,0
dnew-kapTbl)

28 |u3gaHund, HanevataHHble nrockornevaTtHblM, B TOM  uucre 1,0
YKPYMHEHHbIM WpndTOM
Ceepka AOKYMEHTOB CO CMMCKOM/3asiBKOM U NpoBepKa LOKYMEHTOB | OOWH OOKYMEHT
nepea Bblgayen Ha COOTBETCTBME U OTCYTCTBME AEGEKTOB:

29 |u3gaHus, HanevyaTaHHble penbedHO-TOYEYHbIM LPUDTOM 1,0

30 |"roBopsiLme" KHUrM Ha KacceTax 6,0

31 (u3gaHMa Ha UMPPOBLIX HOCUTENSX WHGOPMaUMU  (QUCKW, 1,0
dnew-kapTbl)

32 |n3pgaHua, HanevaTaHHble nrocKkonevyaTHbiM, B TOM  4uUcrne 0,8
YKPYNHEHHbIM LLUPUETOM

33 |copTuvpoBKka Mo BMOaam M3gaHWA, OTMETKa O Bblgade AOKYMeHTa B| OOWH OOKYMEHT 1,0
KHWXXHOM chopmyrnsipe
OTmeTKa 0 Bblgayvye JOKYMEHTOB: OAVH OOKYMEHT

34 | B py4HOM pexume 1,0

35 | B aBTOMaTMU3MPOBAHHOM peXnme 0,7

36 | paccTaHoBKa KHIKHbIX (DOPMYNSAPOB B KAPTOTEKY MHAMKATOPA oavH dopmMynsp 1,0

37 |noAroToBka [OOKYMEHTOB K OTNpaBKe; YMNakoBKa, COCTaBMeHWe | OOWH KOMMMEKT 30,0
onucu, norpyska

38 |oTmeTka 06 OTnpaBke 3akasa B XXypHare permcrpaumm OfHa 3anucb 2,0

39 | onoeelleHne aboHeHTa 00 OTnpaBke 3akasa OOuH abOHEHT 1,0
Mprem JOKyMEHTOB M3 BUBNNOTEYHOrO NYHKTA:

40 |pacnakoBka MocCbIfKM, COPTUPOBKA JOKYMEHTOB MO BUAaM U3[aHUW | OfHa nochbinka 3,0
[MpoBepka BO3BpaLlEHHbIX [OOKYMEHTOB Ha COOTBETCTBME, | OAWH OOKYMEHT
KOMMNEKTHOCTb, OTCYTCTBUE OEe(EKTOB:

41 |n3gaHus, HanevaTtaHHble penbegHO-TOYEYHbIM LPUGTOM 1,0

42 |"roBopsilMe" KHUIMN Ha KacceTax 6,0

43 |M3pgaHMs  Ha UNGPOBbLIX  HOCUTENSIX  UHGOPMaUMn  (OUCKW, 1,0
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dnew-kapTbl)
44 |u3gaHng, HanevaTaHHble NNocKomneyaTHbIM, B TOM  4uchne 0,8
YKPYMHEHHbIM LLUPUDTOM
45 | copTupoBKka OOKYMEHTOB MO BuAaM W34aHWMK, MOUCK W BKNagka| OAWH OOKYMEHT 1,0
KHIKHBIX (0OpMYynsipoB
OTmeTKa 0 npueme AOKYMEHTOB: OAVH AOKYMEHT
46 |B py4YHOM pexunme 1,0
47 |B aBTOMaTU3NPOBAHHOM pexume 0,7
48 | onoBelleHMe aboHeHTa 0 NpMeme 4OKYMEHTOB OofVH aboHEeHT 1,0
49 |oTmeTka 06 0OMeHe AOKYMEHTOB B AHEBHMKE OTAENA oHa 3anucb 1,0
3aoyHoe obcnyxuBaHme nonb3oBaTenemn
OdopmneHne ookyMeHTOB Ha obcnyxunsaHme aboHEHTOB:
50 |npuem 3asBku oT aboHeHTa Ha obcnykuBaHWe, NOAroTOBKa Naketa| OAHa 3asiBka 5,0
OOKYMEHTOB K OTnpaBske
OdbopmneHne chopmynsapa aboHeHTa: oavH dopmynsp
51 |B py4yHOM pexume 6,0
52 | B aBTOMaTU3MPOBAHHOM peXnme 7,0
Bblgaya 4OKyMeHTOB aboOHEHTaMm
Mopbopka n3 coHaa no 3akaly aboHeHTa LOKYMEHTOB Pa3fiMyHbIX | OAWH OOKYMEHT
dopmMaToB:
53 | 1M3gaHnd, HanevataHHble penbedHO-TOYEYHbIM LWPUGPTOM 3,0
54 |"roBopsLumne"” KHUMM Ha KacceTax 2,0
55 (m3gaHMa Ha UMDPOBBLIX HOCUTENSX WHGOPMaUMM  (OUCKM, 1,0
donew-kapTbl)
56 |u3gaHus, HaneyaTaHHble MIIOCKOMeYaTHbIM, B TOM  4uche 1,0
YKPYMHEHHbIM LLUPUETOM
CBepka JOKYMEHTOB CO CMMCKOM W MpOBepKa LOKYMEHTOB nepef | OOvH OOKYMEHT
Bblayen Ha COOTBETCTBUE N OTCYTCTBUE AEEKTOB:
57 |nM3gaHund, HanevyataHHble penbedHO-TOYEYHbIM LWPUGTOM 1,0
58 |"roBopsLmne" KHUMM Ha KacceTax 6,0
59 |(u3gaHMa Ha UMPPOBLIX HOCUTENSX  WHGOPMaUMU  (OUCKM, 1,0
dneL-kapTbl)
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60 |mn3gaHus, HaneyaTaHHble nUiockoneyaTtHblM, B TOM  uYuUcrne 0,8
YKPYMHEHHbIM WpndTOM

61 |oTMeTKa O Bbldaye JOKYMEHTa B KHUXKHOM dhopmynspe OAVH AOKYMEHT 0,7
OTmeTKa 0 Bblgaye JOKYMEHTOB: OAVH AOKYMEHT

62 |B py4yHOM pexume 1,0

63 | B aBTOMaTU3MPOBAHHOM pexume 0,7

64 | paccTaHoBKa KHWWKHbIX (OOPMYNSAPOB B KApTOTEKY oavH dopmynsap 1,0

65 |noarotoBka [OOKYMEHTOB K OTNpaBKe; YMNakoBKa, COCTaBfeHWe | OOWH KOMMMeKT 30,0
onucu, norpyska

66 |oTmeTka 06 OTNpaBKe 3akasa B XXypHare permcrpauuu OfHa 3anucb 2,0

67 |onoBelleHne aboHeHTa 06 oTnpaBke 3akasa OoavH aboHeHT 1,0
Mpnem ooKyMeHTOB OT aOOHEHTOB:

68 | nprMemM OOKYMEHTOB; COPTMPOBKA MOCHISIOK NO agpecam, OTMEeTKa O | OfHa Nocblifika 2,0
npuemMe B XXypHarne perncrpaumm

69 | pacnakoBka NOCLISIKK, COPTUPOBKA AOKYMEHTOB MO BMAAM U34aHUA | ofHa Nocbifka 3,0
[MpoBepka BO3BpaLLlEHHbIX OOKYMEHTOB Ha COOTBETCTBME, | OAWH OOKYMEHT
KOMMMNEKTHOCTb, OTCYTCTBUE OEEKTOB:

70 |n3paHns, HanevyaTaHHble perbeHO-TOYEYHbIM LWPUATOM 1,0

71 |"roBopsiLme" KHUrM Ha KacceTax 6,0

72 |n3gaHnss Ha UMPOBBLIX HOCUTENSAX  WMHGOPMauuK  (OUCKM, 1,0
donew-kapTbl)

73 |n30aHua, Hame4vaTaHHble MJ1ocKomne4vaTHbiM, B TOM  4uUcrie 0,8
YKPYMHEHHbIM WpUTOM

74 | copTMpoBKa OOKYMEHTOB MO BuMAaM W30aHUKW, NMOUCK W BKNagka| OAWH OOKYMEHT 1,0
KHWXHbIX (OpMYynspoB
OTmeTKa 0 Npreme JOKYMEHTOB: OAVH OOKYMEHT

75 | B py4YHOM pexume 1,0

76 |B aBTOMaTM3MPOBAHHOM peEXnme 0,7

77 |onoBeLLeHne aboHeHTa O Npueme LOKYMEHTOB OOuH abOHEHT 1,0

78 |oTmeTka 06 0OMeHe JOKYMEHTOB B AHEBHMKE OTAENa O[lHa 3anucb 1,0
3.12. BHyTpeHHsAs paboTta

Tabnuuya 53
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N HavnmeHoBaHue npouecca, onepaumun. Coctas paboTsbl EovHnua Hopma
n/n n3mepeHusi BPEMEHM,
MWH.

1 2 3 4
MoaroToBka Kk Bblgaye:

1 |nopBepeHve utoroB paboThbl 3a npoweglwvn OeHb, 3anucb B exeHeBHO 15,0
OHEBHMKe

2 |pacctaHoBka (hOpMynspoOB nNofb3oBaTeneri Mo Ccpokam, no| oguH popmynsap 1,0
andasuTy

3 |noabopka OOKYMEHTOB MO BuAaM M3gaHui NO NpeaBapuUTenbHbIM | OAWH OOKYMEHT 1,0
3akasam nonb3oBaTenen
MpocmoTp HOBbIX NOCTYNSIEHUN ansa pekomMeHaaunu | oguvH AOKYMEHT
nonb3oBaTensm:

4 |raseThbl 5,0

5 |>kypHanbl, Hane4yaTaHHbIE NIOCKONEeYaTHbIM LWPUgTOM 15,0

6 |XypHanbl, Hane4yaTaHHble penbeHO-TOYEYHbIM LWPUGTOM 5,0

7 | KHWrK, HanevyaTaHHble MIOCKONEeYaTHbIM PN TOM 5,0

8 | KHMIMM, Hane4yaTaHHble penbedHO-TOYEYHbIM LWPUPTOM 2,0

9 |ayaomoBu3yanbHble WM3OaHMS Ha aHanoroBblX WU LMUEPOBbIX 2,0
HocUTensx

10 | NpOCMOTP 1 NOMOSTHEHME KHWKHBIX BbICTABOK, MOMOK 1 CTennaxen, | oavH AOKYMEHT 5,0
OTKPbITLIX ANA cBOOGOAHOro A4OCTyNa nonb3oBarenen

11 |noaroTtoBka pabo4vero mecta exeagHeBHO 15,0
Pabota c dpopmynapom nonb3oBaTens:

12 |aHanu3 opMynsapoB Mornb3oBaTenen, BbIABMEHUE YUTaTeNbCKUX | oguH dhopmynsp 20,0
MHTEpecoB

13 |3anucb B opMynsape nonb3oBaTensd O pesynbTaTax aHanumsa| oguH dopmynsp 3,0
YTEHMS 3a ONpeaereHHbIn nepuos

14 | cocTaBreHne KapTOTEKN YNTATENBCKUX NHTEPECOB OfjHa KapTouyka 3,0

15 |3anucb B [AHEBHMKE OMONMoTEKapss O [OUMHAMWKE YTEHMS M| OgHa 3anucb 2,0
MHTEepecax nornb3oBaTtenen (rpynnbl Nonb3oBaTenen)
Pabota c nomnb3oBaTensmu, He BO3BPATMBLUMMMW OOKYMEHTbI B
CpPOK:

16 |npocmoTp 1 oTbop  dopmynspoB  nonb3oBaTenew,  He| oauH opMmynsip 2,0
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BO3BPaTMBLUNX AOKYMEHTbI B CPOK
V3BeLleHMe nonb3oBaTerns, He BO3BPaTMBLLErO AOKYMEHThI B CPOK; | oanH dopMynsp
OTMeTKa JaTbl HaNnOMMHaHUA B opMynsipe nonb3oBaTens:
17 |ycTHO (no TenedoHy) 3,0
18 | NIMCbMEHHO Yepes NOYTOBOE OTAENEHME UMW INEKTPOHHYHO NOYTY 3,0
19 |ypnaneHue 13 6a3bl faHHbIX CBEAEHWI O 3aHATOCTM BO3BPALLEHHbIX | OOWH LOKYMEHT 0,7
OOKYMEHTOB
Mprem JOKYMEHTOB B3aMeEH YTEPSAHHbIX:
20 |NpoCMOTP M OueHKa [AOKYMEHTa, NpPeafioKeHHOro B3aMeH | OAWH OOKYMEHT 3,0
YTEPSIHHOTO
21 |3anuMcb O 3aMeHe [OOKyMeHTa B dopMynspe nonb3oBaTtens, B| OOWUH AOKYMEHT 2,0
TeTpagmn yyeTa JOKYMEHTOB, NPUHATLIX B3aMEH YTEePSAHHbIX
Pabota c otkaszamu:
22 |3anofiHeHWe KapTOYKM Ha OTKa3d C  yKasaHMeM [MpPUYUHbLL, | OgHa KapTodka 4,0
pacCcTaHOBKa KapTOYEK B KAPTOTEKY OTKa30B
23 |aHanu3 OTKas3oB, MOAroTOBKA CMNUCKa Ha [JOKOMMSIEKTOBaHWE OJVH OTKa3 8,0
doHaa
3.13. O6enyxmBaHne no mexbnbnmnoteyHomy aboHemeHTy (MBA)
Tabnuuya 54
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mMepeHnst BPEMEHM,
MU/H.
1 2 3 4
O6cnyxuBaHne nHAuBMAYanbHbIX nonb3oBatenen 6ubnunortekn no
MBA:
1 |perucTpaumsa nonb3osaTens, nonbaytoweroca MBA OOVH 2,0
nonb3oBaTenb
2 | 3anonHeHue bGnaHka-3akasa OJVH 3aKa3 3,0
3 |yTouHeHMe yKasaHHbIX Mofnb3oBaTenem CBedEeHUM O 3aKa3aHHOM OJVH 3aKa3 2,0
OOKYMeHTe, Uensix 3anpoca, WCTOYHWKE, OTKyga MOMyYeHbl
cBeeHus
bubnunorpadunyeckas nopaboTka 3aKasa; YTOYHEHUNE O[VH 3akas3
Ombnunorpadn4eckmx CBeAEHIA:
4 | no cnpaBOYHbIM M3aaHNsaM 13 poHaa BUbnMoTekn 10,0
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npu noOMoLn BHYTPEHHUX N BHELLHUX 0a3 gaHHbIX

5,0

npoBepKa Halnnyna 3anpallnBaemMoro oKyMeHTa B oubnunoTekax,
B TOM 4ucne no CBOAHbLIM KaTtanoram

OOVH OOKYMEHT

12,0

3anucb cBefeHMn 0 HanpaeneHun 3akasa no MBA (HaumeHoBaHue
6ubnuoTekn, gata); oTrnpaBka 3aka3a B OMOMMOTEKY, MMEOLLYHO
3anpaluvBaemMblin JOKYMEHT

OQWH 3aKa3

2,0

nepemelleHne  OnaHka-3sakasa B KapTOTeKy  3anpocoB
none3oBatener no MBA 3a pasgenutenb "3anpocbl no MBA,
HanpaeneHHble B Apyrue oubnuortekn"

oA4HO
TpeboBaHue

0,5

npvem JoKyMeHTa, npucnaHHoro no MBA

OOVH OOKYMEHT

4,0

10

n3seLleHne nonb3oBaTend [0} nony4vyeHummn
OOKYMeEHTa MU CpOKax ero nornb3oBaHUA

3anpoLIEeHHOro

OAVH
nonb3oBaTenb

2,0

11

Bbldaya nonb3oBaTtento nofyyeHHblX no MBA [OKyMEHTOB B
yuTanbHOM  3ane; CBepka BblJaBaeMoOro [AOKYMEHTa C
©naHKoM-3aKka3oM, MPOBEpPKa COCTOSHUS OOKyMEHTa, OTMEeTKa O
Bbloaye

OfVH OOKYMEHT

2,0

12

npMem [OOKyMeHTa OT Mofb30oBaTens; cBepka [OOKymMeHTa ¢
GnaHkoM-3akasa, MpoBepka COCTOSIHWS [OKYMEHTa, OTMeTka O
npveme, MOMeLLEHNE [OOKYMEHTa B CreumarnbHO BblaerieHHoe
MecTo

OOWH OOKYMEHT

1,0

13

n3BrneyeHne bGrnaHka-3akasa M3 KapTOTekM, OTMEeTKa 06 oTnpaBke
OOKyMeHTa (gaTa, HoMep NOYTOBOro OTNPaBMeHNst); NepecTaHoBKa
nuctka m3 pasgena "lMony4veHHble no MBA wn3gaHua" B pasgen
"BosBpalyeHHas nutepatypa”

OOWH NUCTOK
TpeboBaHusi

15

14

nogrotoBka  AOKYMEHTOB K  OTnpaBke B GubnuoTteky
doHpodepxaTenb; ynakoBka 3akasa, MpocTaBfieHue LTamna
"MouTa cnenbix", HaNMcaHWe agpeca, CocTaBreHNE ONMcn

OfVH 3aKas

50

15

paboTta c OTKasamu; Npu MOfy4YeHUn M3BELLEHMS 06 oTkase unu
3a4epXKKke BbINOMHEHMS 3anpoca yka3aHue B OriaHke-3akase Ha
0DOpPOTHOWM CTOPOHE MPUYMHBI M AaTbl OTKa3a, NepecTtaHoBKa ero
n3 pasgena "3anpocel no MBA, HanpaBneHHble B Apyrue
onbnunotekn" B pasgen "Otkasbl no MBA"; cooblieHne B oTgen
obcnyxuBaHus 0 NOMyYeHnn oTkasa (gata, NpuynHa)

OfVH 3aKas

4,0

O6cnyxuBanne aboHeHTOoB no MBA: cBepka no kapToTeke
aboHeHTOB HoMepa aboHeHTa Ha GraHke-3akase opraHusaumm

OpraHusauns aboHupyeTcs:

OAVH 3aKas

16

npocTaBrieHMe HoMepa Ha OnaHke-3akase, CBepka agpeca,
Ha3BaHWA opraHuMsauun, ddaMmmunmum oTBeTCTBEHHoro no MBA
(BHECEHME N3MEHEHWIA B KAPTOYKW)

4,0

ABOHEHT 06paTVIJ'ICFI B TeKylleM rogy snepsble:

OauH abOHEHT
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17

npocTaBreHne B KapTouyke roga obpalleHus, gatbl, odopmrieHme
aboHeHTa

1,0

OpraHusauua paHee He 360HVIpOBaJ'IaCbZ

OauH abOHEHT

18

npuceoeHne  aboOHeHTY  HOMepa,  3anofiHeHWe  KapTOuKu
pernctpaumn aboHeHTa MBA un dopmynap, ykasaHue MOrHoro
HauMeHOBaHWUSA oOpraHu3auuu, MNo4YTOBOro agpeca, TenedoHa,
damMunun, UMeHW, OT4yecTBa OTBETCTBEHHOrO nuvua, pAathbl
OTKPbITUA U HOMepa aboHeHTa

6,0

19

paccTaHOBKa PermcTpaLuoHHbIX KapTOYeK B KapTOTEKY

ofHa KapTouka

0,5

20

odpopMmneHve  u3BelleHnss gnsi  aboHeHTa 006  OTKpbITUM
aboHeMeHTa (3anpoc HegoCTalLWMX ANs1 KAPTOTEKN CBEAEHUI)

OQHO n3BelleHne

2,0

21

OnaHka-3akasa,
Ha  obopoTe

npoeepka npaBuUnbHOCTH 3anorHeHns
330/MKEHHOCTN  aboHeHTa;  npocTaBneHue
6naHka-3akasa Wwrtamna v aatbl NonyyYeHust 3akasa

OOVH
OnaHk-3aka3s

5,0

22

WndpoBKa 3aka3oB aboHeHTOB; noabopka OGraHKOB-3aka3oB MO
andaeuTty, NpoBepKa Hann4yusa OKyMEHTOB No KaTanory

OOVH
OnaHk-3aka3s

3,0

23

MOAroToBKa [OKYMEHTa K Bbldade; CBepka [JOKyMeHTa C
6naHkoM-3akasom, nposepka COCTOSIHUSA OOKYMEHTA;
npoctaBneHve Ha  OnaHke-3zakase  wudpa  OOKYMEHTa,
WHBEHTApPHOIrO HOMepa, KONMMYecTBa AOKYMEHTOB, AaThl Bbloauw,
wremnens OWMONMOTEKM C Ha3BaHMEM W MOYTOBbIM aApPECOM;
yKkaszaHWe Ccpoka BO3BpaTa; BOXeHWe 4YacTu OnaHka-3akasa
aboHeHTa B BblgaBaeMblil [OOKYMEHT, MNPOCTaBIEHWE HoMepa
b©aHgeponu

OOWH OOKYMEHT

2,0

24

NoCTaHOBKa 3aKa3a Ha ouepeab; OTnpaBka aboHEHTY M3BELLIeHUS

OfVH 3aKas

2,0

25

nepegava n3gaHmM4a Ha KonmnposaHue

OfVH 3aKas

3,0

26

aboHeHTaMm;
"Moyta cnenbix",

oTnpaBka OOKYMEHTOB
npocrtaBnieHne LwTamMmna
COCTaBJieHne onncu

ynakoBKa 3akKasa,
HanmcaHne apgpeca,

OfVH 3aKas

50

27

paccTaHoBka OraHKOB-3aka3OB Ha BblgaHHble [OOKYMEHTbl B
KapToTeKky obcnyxmBaHus aboHeHTOB B pasgen "BbigaHHble no
MBA n3paxnga"

OOVH OOKYMEHT

0,5

28

NPUHATME [OOKYMEHTOB, BO3BpPaLLEHHbIX abOHEHTaMu; BCKpbITUE
Oangeponuv, npoBepka COCTOSIHUSA [OKYMEHTA, YKasaHue Ha
OnaHke-3akase [JaTbl BO3BpaTa [JOKYMEHTa, MNepecTaHOBKa
bnaHka-3akasa B pasgen "BosBpalleHHasa nutepatypa”

OOVH OOKYMEHT

4,0

29

aHanus CpoKoB Nnonb3oBaHUA OOKYMEHTOB, BbiABI1EHNe

OOJMKHUKOB, HanpaslieHne HanoMMHaHWUN

OOVH OOKYMEHT

2,0

30

pa60Ta C OTKa3aMu: yKa3aHue B OGnaHke-3akase NPUYNHbI N OaTbl
OTKa3a; perucrtpaund OTKa3a B YYEeTHbIX cbopmax; paccTaHOBKa
JINCTa TpeGOBaHVIFI B KapTOTEKE OTKa3OB, OTMpaBKa aGOHeHTy

OOWH OTKa3

4,0
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n3BeLleHnsa ob oTkase

3.14. MaccoBasi paborta

Tabnuua 55

N HaumeHoBaHWe npouecca, onepaunn. Coctas paboThbl EavHnua Hopma

n/n n3mepeHusi BPEMEHM,

MUH.

1 2 3 4
MoaroToBKa MaccoBbIX MEPONPUATUI
OnpepeneHve Tembl, COoCTaBa ayauTOpPUKM, OTBETCTBEHHOIO 3a OfHO
MeponpusiTue B  LEMNOM, COCTaBfneHWe nraHa MOAroTOBKM |  MeponpusTue
MEeponpusaTnsa, BOMPOCOB Ans  obcyxaeHwus, npurnaweHve
KOHCYINbTaHTOB, NEKTOpoB, noabopka [OOKYMEHTOB MO TeMme
MeponpuaATUA; opraHusaums BbICTaBKU nuTepaTypbl, ornoBelleHne
nonb3oBaTener O MeponpuaTUM Yepe3 aduin, KaHanbl CBA3W;

BbIiIBNEHWE BbICTYNAOLWMX; NOArOTOBKA NOMELLEHUS; npoBedeHne
COBeLLaHns o uToram NOAroToBKU U NPOBEAEHNS MEPONPUATUS:

1 |umTaTenbckasi KoHpepeHLms 4800,0

2 | nuTepaTypHO-XyOoXKECTBEHHbIN BEYEP, BEYEP KHUIMM, OuCnyT 3600,0

3 | BeYep BOMNPOCOB N OTBETOB, YCTHbIN XXypHan 3000,0

4 | kny6 no nHTepecam 3000,0

5 | peTckun yTpeHHuK 3600,0

6 | BUKTOpPWMHA, KOHKYPC, Urpa-nyteliecTasmne 3600,0
OpraHusaumsi KHKHbIX BbICTABOK
CocraBneHve nnaHa opraHuM3auuMmM W NpoBeAEeHMs BbICTaBKW; | Of4HA BbiCTaBKa
BbISIBIIEHNE U OTOOP JOKYMEHTOB; MOArOTOBKa COMPOBOAUTENBbHOMN
OOKYMEHTauunm K BbICTaBKE; MOHTaX BbICTaBKM;, OpraHnsaums
WHOPMaLNOHHO-PEKNaMHOM paboTbl no  nonynspusaumm
BbICTaBKW; NogBeAEeHNE NTOroB paboThl:

7 |nnaHa BblCTaBKu 600,0

8 | BbICTaBkM MO roTOBOMY MNnaHy 360,0

9 |onepaTuBHbIX BbICTABOK HOBbLIX MOCTYMNMNEHUN 120,0
Peknama 6ubnuoteku; paboTta no NpuBre4YEHUO Nonb3oBaTeNew:

10 |noaroToBka peKknamHOro coobLlleHnss B CpeAacTBax MacCOBOWN OHO 300,0
MHdopMaum1, ona pa3MeLLeHnss Ha canTe OMbnmoTekn, noprane coobLeHne
crneumnaneHbix OuBNMoTek, Ha aBToMHdOpMaTope o paboTte
OMONMoTEKN, OCOBEHHOCTAX  (PYHKLMOHMPOBAHWUS  PasfmYHbIX
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nogpasfeneHun, HOMEeHKnaType  ycnyr, npeaocTaBnseMbiX
6ubnunoTekon, n Apyrov MHPoOpMaLum

11 |noaroToBKka nnakaTa o geaTenbHOCcTM Bubnunotekn (BoIbOp TeMbl, | OOWH Mnakat 300,0
onpegeneHne cogepxaHuns n opmbl)

MogroToBka GykneTa o GubnuoTeke: oauH Byknet
12 |ogwH NUCT, OBYXCTOPOHHASA nevaTb (popmat A4) 600,0
13 |aBa nucrta n bonee 1200,0
14 |opraHmsauus aKcKypcuin no oubnuoteke; npuem M odopmMmIieHWNe | ogHa 3KCKypcust 60,0

3adaBKU, YTOYHEHNE TEMbI SKCKprMﬁ M COCTaBa 3KCKypCaHTOB

BbisiBneHve NOTEHUMAnbHbIX none3oBaTtenen
BMBIMOTEYHO-NHDOPMALIMOHHBIX YCryr BubnuoTeku:

15 | npocmoTp npecchl 1 "MIHTepHeT"-pecypcoB OAWH OOKYMEHT 8,0
16 [cbop W aHanu3 WHMOpMaUUM O  KOHKYPEHTOCNOCOOGHOCTM | OAVH AOKYMEHT 8,0
onbnnotekn
17 |BegeHue kapToTekU NOTPEBUTENBCKOrO PbiHKA ofHa KapToyka 0,3
18 |BCcTpeun ¢ npeacraBuTensaMm rpM, opraH13aLlmin, npeanpuaTun OfHO 120,0
mMeponpusaTme
MpumeyaHue;

- Bpemsl NpoBeAEHUS MACCOBbIX MEPOMPUSITUA, BbICTABOK NUTEPATYPbl U 3KCKYPCUIA B HOPMY BPEMEHU He
BXOOMUT;
- NPV OpraHn3aunmn BblE34HOM BbICTABKM K HOPMaM BPEMEHU MPUMEHSETCS NOBbILLAWMN KoaddumumeHT 1,1.

3.15. CnpaBo4yHas n uHdopmaumnoHHaa paborta. OpraHusaumsi cnpaBoYHO-6Mbnmnorpaduyeckoro annapara
(CBA)

Tabnuuya 56
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n N3MepeHnst BPEMEHM,
MU/H.
1 2 3 4
MpocMOTp M OTOOP AOKYMEHTOB U3 TEKYLUMX MOCTYNIIEHWA Ans
BKkntoyeHusi B CBA:
1 |nnockonevaTHble KHUMM Ha BYMaXKHBIX HOCUTEMNSIX OfHa KHUra 4,0
2 | nnockoneyaTHble KHUMM Ha ONTUYECKUX HOCUTENSAX OfHa KHUra 6,0
3 | cTaTby M3 NOCKONeYaTHbIX COOPHMKOB, XXypHaroB OfHa cTaTbs 3,0
4 | cTaTtbyu U3 raset ofHa cTaTbs 2,0
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5 | penbedHo-ToYEeYHbIE KHUMN OfHa KHura 6,0
6 |cTaTbu U3 penbedHO-TOYEYHbIX COOPHMKOB, XypHaroB OfHa cTaTbs 4,0
7 |ayouoBusyanbHble M34aHUMA  Ha aHanoroBblX U LMUGPOBbIX OfHa KHUra 6,0
HocUTENsAx
8 |cTaTby 13 3BYKOBbIX COOPHMKOB, XypHaroB OfHa cTaTbs 50
9 | 6ubnuorpaduyeckne nocobusi, B TOM 4MCMEe Ha ONTUYECKMX | OAHa 3anucb 0,7
HoCcUTENAX
10 | NeTonucy KHUXKHbIX, XXYpPHarbHbIX U Fra3eTHbIX cTaTen OfHa 3anucb 1,0
11 | npuKHWKHbIE BUBNUOrpacnyeckne Cnncku OAHa 3anuck 0,7
12 |npocmoTp u oTBOp AOKYMEHTOB u3 BHewHux Bl nepuogmyeckux | opHa ctaTbs 6,0
n3ganuni onga skntodeHnsa B CBA:
13 | cocTaBneHne Gubnunorpaduyeckon sanmcu ojHa 3anucb 4.0
CocTaBneHne aHHoOTaUWMWA, WU3YyYeHUe [OOKyMEeHTa, HanucaHue | ogHa aHHoTaums
TekcTa:
14 | aHHOTUpPOBAHUE KHWUT 120,0
15 | aHHOTUpOBaHUe cTaTemn 60,0
16 |aHanuMTuyeckas POCMUCb  XypHamnbHbIX, Tra3eTHbIX CcTaTewn,| OAWH AOKYMEHT 4,0
cbopHuKoB, Oubnunorpaduyecknx nocobun; O3HaKOMIEHNE C
copep)kaHueM n3gaHus, CocTaBeHne aHannTUYEeCKon pocnmncu
17 |cuctemaTusaumst kapTovek Ha oTobpaHHble anga BkntoyeHnst B CBA| oaHa kapToyka 2,0
OOKYMEHTbI N0 TUMaM KaTaroroB U KapToTek; MpoBepKa UHOEKCOB,
paccTaHOBKa KapTOYKU
OpraHusauusa TemaTnyecknx crnpaBoYHbix BL:
18 | npocmoTp, OTOOP M cucTemMaTM3aumnss JOKYMEHTOB OIS BKIOYEHWS | OOWH OJOKYMEHT 10,0
B b1, BBOA, MHGOpMaL MK
19 |pepaktnpoBaHue B[l BHeceHue B Gubnuorpadmyeckyto 3anucb| oOgHa 3anucb 1,0
OOMOSMTHEHNA U U3MEHEHWA; WCKIIOYEHWE 3anvMcy Ha BbiObiBLLME
OOKYMEHTBI
20 |BBOQA HOBbIX PyOpPUK ofHa pybpuika 1,0
OpraHusauns nonHotekcToBbix B/:
21 |npocmoTp, OTOOP U NpegMeTusaums JOKYMEHTOB AN BKITHOYEHUS | OOUH OOKYMEHT 10,0
B B
Beog B B[l Oubnuorpacdmyeckux 3anmMcer nnockornevatHbIX | ogHa 3anuch
U3gaHun:
22 | Npv HanNuMyuMm 3anucu B 3NEKTPOHHOM KaTarore 2,0
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23 | npu cocTaBneHun HoBoM Brbnuorpacunyeckor 3anucu 6,0
24 | npv AONONHUTENBLHOM Noucke uHpopmMaumm B "VIHTepHeTe" 10,0
25 |ckaHuMpoBaHMe  TekcTa  [OKyMeHTa C  pacno3HaBaHWeM;| ofHa cTpaHuua 6,0
ncnpaeneHune owmobok
26 |pepaktupoBaHue B[l; BHeceHne B OuMbGnvorpadmyeckyto 3anucb| OfHa 3anucb 1,0
OOMNONHEHUA N U3MEHEHWUI; UCKINIOYEHME 3annCK N TEKCTa n3gaHnst
Ha BblObIBLUNE OOKYMEHTHI
OpraHusauns kKapToTekU NepcoHanui:
27 |onpegeneHve U cocTaBrieHe NepeyHs nuy, cBefeHUs O KOTOPbIX | OOWH OOKYMEHT 20,0
OTpaxarTcs B KapTOTeke; MPOCMOTP MHAPOPMALIMOHHBIX M3AaHUIA U
NepBUYHbIX OOKYMEHTOB; OTOOP AOKYMEHTOB ANS BKOYEHUS B
KapToTeKy
28 |TexHu4yeckas W copepxaTtenbHasi 0bpaboTka [AOKYMEHTOB AndA| OAWH OOKYMEHT 3,0
BKIMIOYEHUA B KapTOTEKY, pacCTaHOBKa KapToyek Mo andaButy
hamunuin aBTopoB 1 No B1UAaM AOKYMEHTOB
29 | petanusauus pasfenos; HanucaHue " paccTaHoBKa OOVH 2,0
pasgenutenen pasgenurenb
30 | pepakTnpoBaHue KapToTeKu; BHeceHue ncnpaeneHnn, | OauH OOKYMEHT 1,0
JOMOSTHEHUIA, N3MEHEHWUI
Opranusauns dakrorpadmyecKkon KapToTEKN:;
31 |onpeneneHne npeameTta, obbekTa M OCHOBHbIX MPU3HAKOB AMSA | OAWH OOKYMEHT 3,0
OTPaXeHUss B KapToTeke; NPOCMOTP M OTOOP AOKYMEHTOB Afs
BKITIOMEHUSA B KapTOTeKy; 3aHeceHne OTobpaHHbIX CBeOeHWN Ha
KapTO4KkM MHCpOpMaLMOHHOIO Maccuea
32 | peaakTMpoBaHMe KapTOTEKU; NpoBepKa NpaBUITbHOCTU CBEAEHMN U | OAWH OOKYMEHT 2,0
yKa3aHuin 06 UCTOYHMKaxX MHAOPMaLIMKN; BHECEHNE UCTIPaBNEHWN
33 | HanucaHwne n paccTaHOBKa pasgenurenen OOVH 2,0
pasgenuTenb
OpraHusauns TemaTudeckmx nanok ra3eTHbIX BbIPE3OK:
34 | npoCMOTP M cUCTEMaTU3aLUS ra3eTHbIX BbIPE30K OfHa Bblpe3Kka 3,0
35 |odopmMmrieHne BbIPE3OK Ofs1 XpaHEHUst B TeMaTUYeCKUX narnkax;| ofHa Bblpeska 4,0
KpaTKoe OnMcaHne UCTOYHUKA
3.16. CnpaBoyHas 1 nHdopmaumoHHas paboTta. CnpaBoyHo-6ubnuorpadguyeckoe obecnyxmBaHue
Tabnuuya 57
N HaumeHoBaHWe npouecca, onepaumn. Coctas paboThbl EpuvHnua Hopma
n/n n3MepeHusi BPEMEHW,
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MWH.
1 2 3 4
Mpuem Gubnmnorpadmyeckmnx 3anpocos:
1 |npuem 6Gubnuorpadmuyeckoro 3anpoca; YTOYHEHME TeMbl,| OOWH 3anpoc 1,0
LeneBoro M 4YuTaTenbCKoOro HasHa4eHWusl, MOMHOTbl MCTOYHMKOB,
TUMOB, BUAOB M XPOHOMOIMYECKNX paMoK 3anpoca
BbinonHeHne cnpaBok
TemaTunyeckasi cnpaBka: MOUCK 1 0TOOp AOKYMEHTOB; COCTaBreHne | ogHa cnpaska
BGubnmorpadunyecKkoro onMcaHus:
2 | nucbmeHHas cnpaska (1 - 10 NCTOYHMKOB) 10,0
3 |ycTHas cnpaska (1 UCTOYHMUK) 2,0
AppecHo-6ubnuorpacdumyeckas cnpaeka: YCTAHOBIIEHME HaNUuusi| oOfHa cripaBka
nnn MecToHaxoXaeHuna OOKyMeHTa unin ero 4acin B CbOH,EI,e
ombnunoTeku:
4 | nucbmeHHasa cnpaeka (1 - 10 NICTOYHUKOB) 10,0
5 |ycTHasa cnpaBka (1 NCTOYHUK) 2,0
YTOouHAOWasa crnpaBka: YCTAHOBMEHUE W YTOYHEHWE JNeMEHTOB| OfHa crnpaBka
ombnuorpadnyeckoro onncaHus:
6 |nucbmeHHas crnpaska (1 - 10 UCTOYHMKOB) 10,0
7 |ycTHasa cnpaBka (1 NCTOYHUK) 2,0
dakTorpaduyeckass  crnpaBka:  YCTaHOBMEHME  KOHKPETHbIX | OAHa cripaBka
cBefeHMN 0 cobbITUSAX, obbekTax, npoueccax, garax:
8 | nucbmeHHas crnpaska (1-10 MCTOYHMKOB) 10,0
9 |ycTHasa cnpaska (1 UCTOYHMUK) 2,0
CocTaBneHne TeMaTnyecknx omdnmorpamnyecknux CnmckoB:;
10 |nouck, OTOOp W cucTemaTM3auusi [OOKYMEHTOB; COCTaBMneHWe | OAWH OOKYMEHT 7,0
Ombnmnorpadun4eckoro onncaHnsi
11 |odopMneHne cnucka; BbIBO4 Ha MpPUHTEpP, OTNpaBka MO| OOWH CAUCOK 10,0
3MIEKTPOHHOM NOYTEe, KOMUPOBaHME Ha CbEMHbLIA HOCUTENb
none3oBaTens
BeneHune poHOa BLINOMHEHHLIX CMPaBOK:
12 | peructpauus BbINONHEHHOW CNpaBKn B XXypHane OfHa cripaBka 2,0
13 | BBOA TEMATMYECKOWN CNpPaBKW B SMIEKTPOHHBINA apXMB BbIMOMHEHHBIX |  OfHA CnpaBka 2,0
crnpaBokK
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3.17. CnpaBoyHas 1 nHdopmaumoHHas paboTa. bubnuorpadguyeckoe MHpopMnpoBaHme

Tabnuua 58

n/n

HaumeHoBaHue npouecca, onepauuu. CocTtas pa60TbI

EavHnua
n3mepeHusi

Hopma
BPEMEHM,
MWH.

2

4

BbisiBneHne MHGOPMaLMOHHBIX noTpeGHoCTei

MEeTO4OM aHKEeTUPOBaHUA:

cneynanmcToB

onpegeneHne  KOHTWHreHTa  notpebutenen  uMHgopmauuu;
paspaboTka 3asBOK AN onpegeneHvus  MHAOPMaLMOHHbIX
3anpocoB; pacchbinika 3asBOK; 00paboTka MNOSyYEHHbIX 3asBOK;
COCTaBMeHMe Ha OCHOBE MOMYyYeHHbIX [daHHbIX KapTOTeKu
KOHTUHreHTa noTpebuTtenen nHgopmaumm n nx MHPOPMaLMOHHbLIX
3arnpocos

OAVH
notpeburtens

60,0

3aknoyeHne ¢ aboHeHTamMuM [OroBOpPOB Ha WHEMOPMAaLMOHHOE
obcnyxunBaHue;

aHanuM3 JaHHbIX O  3auHTEPEecoBaHHOCTM  abOHEHTOB B
WHOPMALMOHHOM OBGCNY>XMBaHUM K pexumMax u3bupartenbHoro
pacnpocTpaHeHUs U PETPOCMNEKTMBHOIO MOMUCKA; 3akrioueHne u
nepecmoTp AOroBopoB

OOWH [IOroBOp

90,0

dopmmpoBaHne cetu abOHEHTOB CUCTEMbI
pacnpocTpaHeHus uHgpopmauumn (MPW):

n3buparenbHoro

onpeneneHne KOHTUHreHTa aboHeHToB cucteMbl IPU; BhisiBneHne
TUMOBbIX W WMHOMBMAOYamNbHbLIX 3arnpocoB abOHEHTOB; U3ydeHue,
KnaccudmkaumMs M MHAEKcauus 3anpocoB; BBOA [OaHHbIX O
3anpocax B afjpeCHy0 KapTOTeKy

OOuH abOHEHT

60,0

NopgrotoBka curHanbHOro onoeeLleHnsa B cucteme VIPU:

BbISIBIIEHME, MNPOCMOTP UK OTOOP MaTepuanoB U3  TEKyLux
NOCTYNIIEHUI; OTNPaBKa MHGOpMaLMK NoTpeduTento

0fHO
oroBseLleHne

20,0

rpynnoBoe 6ubnuorpadunyeckoe nHPopMmnpoBaHue

¢hopmmpoBaHue coctasa rpynn aboHeHToB

OOuH abOHEHT

10,0

YTO4YHEeHMe TeMbl, cornacosaHne UCTOYHUKOB VIHCbOpMaLI,VIVI, BMnOoB
OOKYMEHTOB

oaHa Tema

20,0

Monck AOKYMEHTOB Ans MHopMauuu, COCTaBleHMEe M OTrpaBka
onoBeLLeHns:

0fHO
ornoBseLleHne

NMNCbMEHHO

10,0

YCTHO

10,0
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OnepaTtnBHoOe MHMOPMUPOBAHUE MO 3arnpocy:

9 |dopmupoBaHMe ceTu aBoOHEHTOB, BbIABMEHME TWUMOBLIX W| OOWH aBOHEHT 5,0
MHOMBMAYAaNbHbIX 3aMpoCcoB

10 |usyyeHue n knaccudukauum 3anpocoB; BBOA AaHHbLIX B apECHY0 | OOWH 3anpoc 7,0
KapToTeky

Hanucanuve 0630pOB N cnpaBoOK

BbisiBneHne un OT60p MCTOYHUKOB; 06p360TKa n aHanm3| oAwvH aBT. NIUCT
OT06paHHbIX OOKYMEHTOB; HanmcaHme TekCTa 063opa/cnpaBKM:

11 | no nepBUYHBIM NCTOYHUKAM 6000,0
12 | no BTOPUYHBIM UCTOYHMKaAM 4200,0
13 |Habop u bopmaTnpoBaHue TekcTa ob3opa/cnpasku ofHa cTpaHuua 20,0
(1800 - 2000
3HaKOB)

OpraHusaumss M npoBedeHWe YCTHbIX  Bubnuorpadumyeckmx
00630pOB HOBbIX MOCTYMIIEHUN

OT160p HOBbLIX MOCTYMMEHNIA MO 3apaHee OOBbABNEHHOW TEMATUKE; oavH ob3op
cucTeMaTmMsaumsl MCTOYHMKOB MO TemMaM, MpPOCMOTP M aHanma
OOKYMEHTOB; nogbopka Ombnuorpadnyeckmx onmcaHum, KpaTKmx
aHHoTauun, pedepaToB Ha OTOOpPaHHbLIE MCTOYHMKOB; NOArOTOBKA
pykonucu onbnuorpaduyeckoro 0630pa; KONN4ecTBO
NMPOCMOTPEHHbIX M OTOBPAHHbIX AOKYMEHTOB:

14 | po 50 oOKyMeHTOB 600,0

15 | cBbiwe 50 4OKYMEHTOB 1800,0

MoarotoBka GronneTeHsa HOBbIX NMOCTYNNEHNN

OnpegeneHve TemaTW4YeCKUX rpaHWL, noucka W oTbopa | oauH BronneTeHb
OOKYMEHTOB; co3faHue pybpukatopa OlnneTeHsi; BbiABMEHNE U
oThop B MaccuMBe  TEKyWMX  MOCTYNNEHWA  UCTOYHWKOB
MHpopmauun; nopbopka aHHoTauun, pedepaToB; KONMUYECTBO
NMPOCMOTPEHHbIX JOKYMEHTOB:

16 |po 50 ookymeHTOB 300,0

17 |cBblwe 50 AOKYMEHTOB 600,0

MogroToBka Tekywmx Gubnuorpadguyeckmx nocobui

Bbibop TemMbl nocobusi, BbisIBeHME W OTOOP [OOKYMEHTOB,| OAWH aBT. IUCT
dhopmMupoBaHme pasaenos nocobusi, aHHOTUPOBaHWE AOKYMEHTOB,
nonbopka dakTtorpadmyeckoro  Martepuana,  WUNnCTpauui,
cocTaBrieHme TeKcTa, BCMoOMoOraTesibHbIX ykasaTtenew,
KOMMbIOTEPHBLIA  Habop, KOHCynbTauuMM Yy ChneuuMannctoB Ha
pasnuyHbiX 3Tanax paboTbl, ob6cyxaeHve U popabotka no
3aMeyvyaHusaMm:
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18

cocTaBrneHnme  GuGnuorpadgmyeckoro  ykasatens, kaTasnora,
nyTeBOAUTENS, CrPpaBOYHMKA

15000,0

19

noaroToBka KOMMEHTapUEB, MPUMEYaHUii MpPOCBETUTENbCKOro
XapakTepa, He TpebyIoLLMX crieluanbHbIX UccrieqoBaHui

6000,0

20

noAroToBKa KOMMEHTapueBs, npmmeanan
Hay4YHO-MUccneanoBaTesibCKOro Xxapakrepa

12000,0

MoproToBka PETPOCMNEKTUBHbIX Hay4HO-BCNoMoraTenbHbIX
Gubnuorpadmyeckmx ykasartene:

21

BbIOOp TeMbl, CO3OaHWe aBTOPCKOrO KOSMeKTuBa; paspaboTka
WHCTPYKTUBHO-METOANYECKMX MaTepuarnoB; BhbiSIBNieHWE M OTOOp
OOKyMeHTOB; pabota Hag 6ubnuorpadumyeckon  3anucolo;
aHHOTMpPOBaHue; bubnuorpadmyeckasa rpynnmpoBKka; COCTaBreHne
BCnomMoraTenbHbIX yKasaTenen; KOMMbIOTEPHbIN Habop;
obcyxaeHne n gopaboTka No 3ameyaHnsim

OOWH aBT. NIUCT

10080,0

CocraBneHve aHHOTMpOBaHHOro  Bubnuorpadwuyeckoro  wnu
Brobumbnmorpadnyeckoro ykasaTens no akTyarbHOW TemaTuke C
XPOHOMNOIMYECKUM OXBaTOM OT 2 A0 5 neT:

OOWH aBT. NNUCT

22

Ha PYCCKOM si3blKe

10080,0

23

c BknoveHnem ot 30% po 40% obbema nybnukaumm Ha
NHOCTpPaHHbIX A3blkax

12600,0

24

COCTaBIIEHME aHHOTMPOBAHHOrO Bmbnunorpaduyeckoro ykasartens
MHOroOOTPacneBoOro CoaepXXaHusi C XPOHONMOTMYECKMM OXBaTOM [0
100 neT, TpebytoLero CniIoWHOro NPOCMOTPa AOKYMEHTOB, NMOMCKa
CNOXHbIX GBubnuorpadunyecknx nsgaHnm

OAWH aBT. NTUCT

21000,0

CocTaBneHne pekomeHgaTenbHbIX Onbnunorpadmyecknx cnmckos

BbisiBneHne cnpoca notpebuTenen, onpegeneHne Tembl, oTOop
OOKYMEHTOB, COCTaBMeHMe oO4epKka, KOMMbITEPHbIN Habop,
BHeECEHME 1CrnpaBneHni:

OfVH CMUCOK

25

no 10 3anucen

30,0

26

cBbille 10 3anucen

30,0

MoarotoBka aHanNUTMYeCcKUX 0630poB

BbisiBneHne un oTGOp [OKYMEHTOB, MoOAroToBka pybpukatopa,
M3y4yeHne N OLeHKa AOKYMEHTOB, CMCTEMaTusauus matepuana,
COCTaBIiEHME aHanuTu4eckoro ob3opa, KOMMbITEPHLIN Habop,
obcyxaeHve n gopaboTka No 3amMevaHUsIM:;

OAWH aBT. NTIUCT

27

no nepBUYHbIM NCTOYHUKAM Ha PYCCKOM A3blKe

10080,0

28

no cMelwaHHbIM NepBUYHbIM NCTOYHUKaM

12000,0

29

no nepBmMyHbIM NCTOYHMKAM Ha MHOCTPAHHbIX A3bIKax

13800,0
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CocTaeneHue aKCnpecc-MHMopMaLmu:

30

BbiSIBNieHME M OTGOp MaTepvana Mo Teme, CUCTEMaTU3auus;
KOMMbOTEPHbIN HAaGop

OOWH aBT. JIUCT

4500,0

CocrtaBneHue pedepara:

31

n3yvyeHne 1 aHanmi OKyMeHTa; COCTaBlieHMe TEeKCTa pe(bepaTa;
KOMI'IbIOTeprIﬁ HaGOp; BHeCceHune MCI'IpaBJ'IeHMﬁ

OOWH aBT. NIUCT

6600,0

3.18. Hay4Ho-meToaunyeckas pabota

Tabnuua 59

n/n

HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl

EavHnuya
n3mepeHusi

Hopma
BpeMeHMH,
MWH.

2

4

MoaroToBKka MeToaNYECKMX NOCOOUIA, peKOMEeHaaLMN;

pa3paboTka HOBOW TEMbI, U3y4EeHWEe TEeMbI, BbIIBIIEHWE M aHanu3
OOKYMEHTOB NO TEME, 4YMTaTenbCKoe W LerneBoe HasHadeHue
nocobusi, pekomeHZauun; COCTaBneHME MpPOCMNEKTa; HanucaHue
TekcTa

OAWH aBT. NTUCT

18000,0

Moaundumkauna paHee paspaboTaHHOW TeMbl; BbIBNEHNE W
N3y4yeHne HOBbIX [OOKYMEHTOB W HAKOMMEHHOro Gubnuotekamm
onbiTa No TeMe Nocobusi, pekoMeHdaLui; YyTOYHEHWE, BHECEHME
M3MEHEHUA B CTPYKTYpy U B TEKCT B COOTBETCTBUM C
OOCTMDKEHNAMM ombnmnoTeyvHom Teopun n NPaKTUKK;
nopaboTtka/nepepaboTka TekcTa

OAWH aBT. NTUCT

10200,0

PaspaboTka [OKYMEHTOB, perfnameHTUpyLWnx AesaTenbHOCTb
OMBNIMOTEK, MONOXEHUN, MHCTPYKUMIA, MPOEKTOB MOCTaHOBIIEHWN,
yCTaBOB, 3aKOHOAATEbHbIX aKTOB:

pa3paboTka HOBOW TeMbl; BbISIBMIEHWE, UW3y4YeHue, aHanma
OENCTBYIOLMX OOKYMEHTOB MO TEME; HamnucaHwe TeKkcTa MpoekTa
OOKyMeHTa; obcyxaeHve 1 anpobaunsi JOKyMeHTa B 6ubnvoTteke;
nopaboTka JOKYMEHTa; NoAroTOBKa K YTBEPXKAEHUNIO

OAWH aBT. NIUCT

20400,0

Moaudukaums paHee pas3paboTaHHOrO [OOKyMEHTa; aHanmMa U
OLieHKa [JOKyMEHTa; MOWCK W OTOOpP HOBbIX [AEMCTBYHOLLMX
JOKYMEHTOB MO TEME; BHECEHME W3MEHEHU B TEKCT AOKYMEHTa;
o6cyxaeHve 1 AopaboTka AOKYMEHTa; NMOAroTOBKa K YyTBEPXKOEHUIO

OAWH aBT. NTIUCT

9000,0

PaspaboTtka y4eTHbIx hopm, Tabnumy, ob6pasuos:

YyTOYHEeHVEe npeamMeTa, obbekTa, cofaepaHus Y4eTHON copMbl,
Tabnuubl, ob6pasua; oTéop M cucTeMaTusauusa rnokasaTtenen;
pa3paboTka MakeTa Yy4yeTHoW popmbl, Tabnuubl, o06pasua;
o6cyxaeHve JOKYMEHTa; MOArOTOBKa K YTBEPXKAEHUIO

OOWH aBT. JINCT

9000,0
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CocTaBneHvne pekomeHgauMn no BHEAPEHUIO pernamMmeHTUpPYoLLnX
OOKYMEHTOB B NpaKTuKe:
6 |paspaboTka MEeTOAMYECKMX pEeKOMEeHOAuUWUA, WHCTPYKUWMA, MNaHOB| OOMH aBT. NNCT 16500,0
Nno BHELAPEHUIO HOPMATUBHOW JOKYMEHTAaLMK; NOAroTOBKa TeKCcTa
MoaroToBKa MMCbMEHHbIX KOHCYIbTaUUi, METOANYECKMUX NMUCEM:
7 |BbliABNEHME W aHanuM3 [OKYMEHTOB Mo Teme;, W3ydeHne Wn| oguvH aBT. NUCT 10200,0
obobLieHne onbiTa paboTbl OMGNMOTEK; NOAroToBKa TEKCTa;
obcyxaeHne n gopaboTtka TekcTa
MoproToBka 0630poOB AesaTenbHOCTN BONMOTEK NO OnpeneneHHoN
TemaTuke:
8 |onpemeneHne TeMbl UM XPOHOMOTMMYECKMX rpaHuy o63opa;| OAWH aBT. NUCT 10800,0
BbISIBNEHWE, NPOCMOTp, OoTO6Op M aHanm3 [OKYMEHTOB MO TeMme
0630pa; nogroToBka TEKCTA; 00CYKaeHUe 1 gopaboTka TekcTa
PeueH3npoBaHne Hay4HbIX, METOOMNYECKUX, MHOPMALMOHHbBIX W
OpYyrux matepuarnos:
9 |4YTeHue peueH3NpyeEMOro MaTtepuana; OueHKa ero B UerioMm,| oAuvH aBT. NUCT 900,0
OTAENbHbIX YacTeln; YCTaHOBMNEHNE COOTBETCTBUSA YMTATENbCKOMY
N UEeneBoMy  Ha3HAYeHW0, HayyHbIM U METOANYECKUM
TpeboBaHMAM
10 | HanucaHne peueH3nn OOWH aBT. NUCT 1500,0
MoaroToBka Nekumi, KOHCYbTauun
PaspaboTka nnaHa nekuuu, KOHCYNnbTaLuK, nogbopka
nuTepaTypbl, COCTaBMNEHWE CMMUCKa IMTepaTypbl K NeKkuuu,
KOHCyIbTauun, MNOAroTOBKa TEKCTA:
11 | nepBu4yHas nekums oJHa nekuusi 1800,0
12 | noBTOpHasa nekuus, ¢ y4eTOM HOBOro MaTepmana oJHa nekuusi 360,0
13 | nepBuYHasa rpynnoBas KOHCYNbTauums ogHa 1500,0
KOHCynbTauusi
14 | noBTOpHas rpynnoBasi KOHCYMbTauusa ¢ y4eTOM HOBOro Matepuana ofHa 300,0
KOHCynbTauusi
15 |ycTHada nHaneBuayanbHas KOHCynNbTauns ogHa 600,0
KOHCynbTauusi
lMpoBeaeHne NPakTUKYMOB, CTaXMPOBOK
OnpegeneHve Tewmbl, 3agaHusa NpakTukyma, ctaxuposku (7 - 10
OHel), BbISIBNIEHME nuTepaTypbl MO  M3y4aemMoMy BOMPOCY,
CoCTaBfeHMe rpaduka MpoBeAEeHNs 3aHAaTUR, NoaroToBKa
3aKIMOYEHNS O MPOXOXKOEHUMN NPAKTUKYMa, CTaXKNPOBKU:
16 | npakTukym (MHOMBUAYaNbHbIA, TPYNMNOBON) OAWH NPaKTUKYM 2400,0
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17 |cTaxvpoBka (MHOUBMAOYarnbHas, rpynnosas) oaHa 2700,0
CTaXupoBkKa

MpakTuka CTYLEHTOB BbICLUMX M CPedHUX cneumnanbHbiX y4ebHbIX
3aBeeHu:

18 |noagrotoBka M opraHusauusa npaktukn ctygeHtoB (oo 30 AHen);| ogHa npakTuka 5400,0
pa3paboTka nnaHa NpakTWKK, CornacoBaHne ero ¢ pykoBoautenem
NpakTuKkW; cocTaerneHne rpaduka MoCeLWeHnss  CTPYKTYPHbIX

nogpasaeneHui; opraHusaums NpaKTUYECKNX 3aHATUI;
noaBedeHNe WTOTOB MpPaKTMKW, COCTaBMEHUE XapaKTepUCTUK
NpaKTUKaHTOB

MocelweHne 6OUBNMOTEK, Bble3dbl B KOMaHOWPOBKM C  LENbo
n3ydeHus paboTbl N OKa3aHUS METOANYECKON MOMOLLM:

19 |nogrotoBka K KOMaHOMPOBKE; YTOYHEHME CPOKOB WU Lenen ogHa 660,0
KOMaHOWUPOBKN; O3HaKOMJ1IeHUe C OOKyMeHTaMun U mMaTtepuanamu KOMaHOUpoBKa
npeabiayLwunx Bble3goB M NybGnuvkauun B neyaTwn; COCTaBneHue
nnaHa KOMaHANPOBKA

20 | cocTaBneHune otyeTa/cnpaBku 0 NpoBeAeHHON paboTe OAVH OTYeT 1200,0

21 | cocTaBreHne aBaHCOBOro oT4yeTa, 3anofiHeHne oT4eTHoro 6naxka OJVH OTYeT 60,0

PaboTa Hay4HO-OpraHM3auNoOHHOIO Xapakrepa:

22 |noaroTtoBka W MpoBedeHne TeopeTUYECKUX, Hay4YHO-MPaKTUYeCcKnx OAHO 6000,0
KOH(bepeHUuiA; onpeaeneHne coctaBa OprkOMMTETa M YHaCTHUKOB |  Meponpusatme
KOH(pepeHunn; opmMupoBaHne © yTBEpXOeHWe nporpaMmel;
OopraHm3aunOHHbIe MEepOonpUATUS; BblpaboTka npoekTa
pekoMeHaauum; (PMHAHCOBO-X03ANCTBEHHOE obecneyeHue;
aHanm3 1 oueHka paboTbl KOHEPEHUMW; NnoaBegeHNE UTOroB

23 |noarotoBka M NpoBedeHWe CeMUMHapoB, KPYIbIX CTOMOB; OAHO 3000,0
onpegerneHne coctaBa Y4YaCTHWMKOB, CpOKa W MecTa npoBedeHus | MeponpusaTue
MeponpusaTun; opmMupoBaHMe W yTBEPXOEHWEe MporpaMmel;
MHopmaumnoHHoe obecneyeHue; BblpaboTka npoekTa
pekomMeHaauun; aHanuns n oueHka MeponpusaTuin

MNpumeyaHue:

- MpU MpoBeOEeHUM MEPOMPUATMIA Ha MeXOyHapoOOHOM YPOBHE K HOPME BpPEMEHM MpPUMEHHAETCH
nosblwaroLmmn koadduuneHT 2,0, Ha begepanbHoM yposHe - 1,85;

- Bpems npoBeOeHWUst NEKUMN, KOHCYNbTauui, MpaKkTUKYMOB, CTaXWPOBOK, MNPaKTUK, npebbiBaHus B
KOMaHOMPOBKax, MPOBEAEHUS KOH(EPEHLMIN, CEMUHAPOB, KPYrMbIX CTOMOB W BPEMS, CBSI3aHHOE C W3OaHWeM
MaTepuanoB KOHEPEHLUA, CEMUHAPOB, B HOPMY BPEMEHW HE BXOASAT.

3.19. PegakumnoHHo-n3gartenbckas pabota

Tabnuuya 60
N HavnmeHoBaHue npouecca, onepaumun. Cocta paboTsbl EovHuua Hopma
n/n n3MepeHust BPEMEHM,
MWH.
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MNogrotoBuUTENbHLIN 3TaM:

y4qyactne B COCTaBliEeHUN TeMaTU4ecKoro (MSD,aTe.I'IbCKOFO) nnaHa,
nraHa pacchblfiky; corfnacoBaHne Tem n3gaHun, aBTOpOB/aBTopCKI/IX
KONIEeKTNBOB

Oo[Ha TemMma

45,0

060y>|<,1:|,eHMe C aBTOpPOM TeMbl U XapaKrtepa 3akKa3bliBaemMoro
npoun3sseneHua, OCHOBHBbIX Tpe6OBaHMl71, KOTOpPbIM  OOJ1IKHO
yAoBNeTBOpPATb npou3segeHue n yCJ'IOBI/IIZ aBTOpPCKOro
BO3HarpaxaeHua

OOWH aBT. JIUCT

30,0

060y>|<,quMe n yTBepXxaeHue ninaHa-npocnekTa n3gaHua

oavH
nnaH-npocnexkT

30,0

3aKkfnyeHne [oroBopa-3akasa (B Cryvae BHELIHEro asTopa)
Mexay aBTOpOM U Gubnuotekon ¢ ykasaHMem obbema n CPOKOB
noAroToBKM U caadn pykonucu B pep,aKLLVIOHHbIVI otaen

OAVH
A0roBop-3akas

20,0

COCTaBneHMe [OoroBopa Ha nepepjadyy OubnuoTeke npasa
BOCMPOM3BOAUTL Npou3BedeHne B BblbpaHHOM BubnuoTekown
dopmaTe

OVH [JOroBop

20,0

03HAKOMIIEHWE C aBTOPCKUM OPUrMHANOM (PyKOMUCHIO), NPUHATUE
pelweHnss O nepedade pykonucu B MNpPOM3BOACTBO UM O
HeobxoammocTn aopaboTku

OAWH aBT. NMUCT

120,0

cocTaBreHune rpaduka NPoXoXaeHUs PyKonucK B oTaene

OAVH rpaduk

20,0

PepakumnoHHbI aTan:

OAWH aBT. NMUCT

pegakumoHHas obpaboTka: nuTepaTypHoe, TEXHUYECKOE U
cneumanbHOe  pedakTMpoBaHWE — pykonucu;  Habop  w/nnm
nepenevartka; MOAroToBKa W34aTenbCKOro opurMHana (Bblbop
TEXHOMOMMW, U3rOTOBIEHME 3aKa3a MU CO3faHne MakeTa usgaHus)

780,0

KOHCTPYKTOPCKO-0ohopMuTenbckasi paboTa: npoeKkTupoBaHne Buaa
n3gaHusa 1M ero CTpyKTypbl; nogbopka dopmara m Mapkm bymaru,
dopmMaTta nMonoc uM3gaHudA, rapHuTyp U Kernem wpudTa,
onpederneHne xapaktepa W u4ucna WnncTpauuin, dopmarta
ochopMneHnsl, BMaa OOMOXKA MM nepenrieTa; MpoeKkTMpoBaHue
BHELLHEro oYopMIeHns N3gaHus

660,0

10

NPOV3BOACTBEHHLIN 3Tan: BblIoop nonurpaduyeckon 6asbl; pacyeT
notpebHoCTM B Martepuanax; CoCTaBfeHue npeaBapuUTENbHON
KanbKynsaumMum  3akasa; onpegernieHMe  CTOMMOCTU  M3[aHus;
paspaboTka rpaduka NpoxXoXAeHWs 3akas3a Ha NonmMrpadoUIeckom
npeanpusTAn; 3aknoveHne gorosopa c Tunorpadumen

O[HO U3gaHue

360,0

Peﬂ,aKTVIpOBaHVIe Hay4HbIX N METOANYECKNX MaTepunarnos

I'IpOBepKa n ncnpasneHne pykonmcu B npouecce noaroToBkM ee K
ne4vyartu, yCTaHOBKa COOTBETCTBUA TEKCTa Hay4HbIM n
mMTepaTypHbIM TpeGOBaHVIFIM, cbopme n uenesomMmy Ha3Ha4YeHUHo
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N3gaHusa; CcornacoBaHWe BHOCUMbLIX WCNPaBfeHnA C aBTOPOM;
AopaboTka pykonumcu:
11 |pepaktupoBaHne MoHorpaguii, COOPHMKOB HayyHbIX TPyAOB,| OOWH aBT. NUCT 3480,0
Hay4HbIX OTYETOB, NPAKTUYECKUX NOCOOUI
12 | pepaktupoBaHue MEeTOAMNYECKNX mMaTtepwanos | OAMWH aBT. NNCT 3000,0
(MHCTPYKTMBHO-METOAMYECKNE nncema, pekomeHaaumm,
KOHCynbTaLummn, 0630pbl AeATENbHOCTM BUBNUOTEK)
13 | pegakTMpoBaHvue OOKYMEHTOB, perrnaMmeHTUpYoWnX AeaTernbHOCTb | OAWH aBT. NUCT 2940,0
cneumanbHbix OMONUOTEK Ana cnenbix (YCTaBOB, MOMOXEHWN,
WHCTPYKLWIA)
14 |pepaktMpoBaHue CTaTUCTMYECKMX Tabnuy, YyyeTHblX ¢OpM, | OAWH aBT. NIUCT 2400,0
obpasuos
15 | pepakTnpoBaHue Martepuanos KOHdepeHLuin (ooknagos, | oAawH aBT. NUCT 1200,0
coobLueHnn)
PepaktnpoBaHue onbnunorpaduyeckmx nocobun,
pPEeTPOCNEKTUBHbIX Hay4HO-BCNoMoraTenbHbIX ykasarenen,
0630poB, cnpaBok, pedepaToB, aHHOTaLWN;
16 |pegaktupoBaHue 6Gubnuorpaduyecknx nocobunm (TemaTMyeckux | OAWMH aBT. NIUCT 3000,0
ombnuorpadunyeckmx ykasaTtenen, cnpaBo4HNKOB)
17 |pepakTnpoBaHMe pPeTPOCMEKTMBHLIX Hay4HO-BCMOMOraTenbHbIX | OAWH aBT. NIUCT 2280,0
yKasaTtenen
18 | pegakTMpoBaHMe aHanNUTUYEeCKUX O0O30pOB, CMPaBOK, aHHOTAUWW, | OOWH aBT. NIUCT 1200,0
pedepatos, CBOLHbIX pedepaTuBHbIX 00630poB,
aKkcnpecc-nHbopmaumin
19 | pegakTupoBaHue drubnunorpaduyeckmx sanmcemn OfHa 3anucb 50
20 | KOHTPOMbHOE pefakTupoBaHue OfHa 3anucb 7,0
MawwwuHonucHele paboTbl, BbINOMHAEMbIE B aBTOMaTU3MPOBaHHOM
pexume
Habop Ha komnbloTepe:
21 | TekcTa c nucTa OfHa cTpaHuua 20,0
(1800 - 2000
3HaKOB)
22 | bubnuorpaduyeckoe onncaHne OHO onucaHue 5,0
[NpaBka Ha KoMnNbOTEPE, BEPCTKA Ha KOMMbIOTEPE:!
24 | TekcTa ofHa cTpaHuua 10,0
25 | bubnuorpaduyeckoe onncaHne ofHa cTpaHuua 2,0
26 | BbIBOA TeKCTa Ha MPUHTEP, pacrnedyaTtka ofHa cTpaHuua 2,0
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27

BbIBOZ (hOpM Tabnuu Ha MOHUTOP

ofHa cTpaHuua

2,0

28

HanonHeHne Tabnuu cogepxaHnem

ofHa Tabnuua

18,0

MpymMmeyaHue: npu pegakTUPOBaAHUM CMELLIAHHOMO TeKCTa K HOPME BPEeMEHU MPUMEHSIETCA MNOBbILIAOLLMIA
KoatppuumeHT 1,2,

3.20. MepeBog n nepepaboTka NevyaTHbIX TEKCTOB C MHOCTPAHHbLIX A3LIKOB Ha PYCCKUA U C PYCCKOro Ha
MHOCTPaHHbIE A3bIKM

Tabnuua 61
N HaumeHoBaHWe npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHusi BPEMEHMU,
MWH.
1 2 3 4
MepeBog TeKCTa C MHOCTPAHHBIX SI3bIKOB Ha PYCCKUIN A3bIK
UTteHne opurmHana, aHanu3 TekcTa, pa3MeTka ero C BbIBIIEHWEM | OAWH aBT. NUCT
TPYAHbIX TEPMWHOB, FPAaMMaTUYECKUX KOHCTPYKUMMN, NEKCUYECKMX
0BOpOTOB, LIEXOBbLIX U XXaHPOBbIX TEPMUHOB:
1 | NOMHbIA NMCbMEHHBIN NEepeBos, 3360,0
2 | cokpaleHHbIn nucbMeHHbin nepeBog oT 30% po 50% obbema 3600,0
TekcTa
3 | BbIOOPOYHbIN NUCbMEHHbIV NEPEBOL 3120,0
[MepeBopn TEKCTa C PYCCKOro si3blka Ha UHOCTPAaHHbIE SA3bIKU:
4 | NONHbIA MMCbMEHHbIN NepeBos OJVH aBT. NUCT 3840,0
TepmuHonornyeckass pabota npu  BbINOAHEHUN MMCbMEHHOTO
nepesoaa:
5 |nouCK OTMEYEHHbIX B OpUrMHamne HE3HaKOMbIX WM HEMOHSITHbIX | OAWH TEPMUH, 1500,0
TEPMUHOB U COKPALLEHWUA B CIOBAPHO-CMPaBOYHOW NMTepaType; ofHoO
nogbopka COOTBETCTBYIOLLENO TEPMUHY 9KBMBAmneHTa, | CoKpaleHne
paclumdpoBka cokpaleHnm
KoHcynbTaums nepesog4mka co crneuuanmncTamu;
6 |BbliICHEHME MNPaBUMNBHOIO  U3NOXEHUS 4YacTen Tekcta no ogHa 2700,0
Mario3HakoMoOW TemaTuKe; YTOYHEHUE COOTBETCTBMS MEepeBOda| KOHCynbTaums
opurnHany
CocTaBneHne 6ubnunorpadunyeckoro onncaHus:
7 | coctaBneHue bubnuorpadnyeckoro onMcaHms nepesoga OJHO onucaHue 720,0
AHanuM3 u BHeceHMe W3MEHEHM B TEKCT MepeBoga nocne
pacnedaTku:
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8 |npoBepka NPaBWIILHOCTM PACMONOXEHUS1 OTNeYaTaHHOro TEKCTa; | OAWH aBT. NIUCT 240,0
cBepka C pyKOMUChbio; NpaBka

TexHndeckoe odopmrieHe NepeBoaoB:

9 |BHeceHMe B TeKCT repesBoja CWUMBOMOB W BCTaBOK Ha OoAHo 3,0
WHOCTPaHHOM AA3blKe BM1CbIBaHNe
10 | BHeceHue p1CcyHKOB, Tabnuu, hopmyn OfHa BCTaBkKa 4,0

I'IepeBo,u. 3arosfioBKOB cTaTen n OOKYMEHTOB!

11 |nepeBof 1 3anucb 3arorioBKOB OVH 3arofiloBoOK 12,0

MpumevaHue:

- HOPMbI BpEMEHW NpeaycMaTpmBaloT BbINONIHEHWE NEPEBOOOB C MHOCTPAHHOIO A3blKa UM Ha UHOCTPaHHbIN,
KOTOPbIN Y NepEBOAUUKA SABMSAETCA OCHOBHbLIM (MO 00pa30BaHUIO UM MPUMEHEHWIO);

- NPW BbINOMHEHUN NEPEBOAOB C OPYrnX A3bIKOB UMW Ha Apyrne, MOMMMO OCHOBHOMO, K HOPMam BpeMEHU
NPUMEHSAETCS NOBbIWaLWnn KoahduLmeHT 1,1.

3.21. PaboTa no BbINycKy ManoTUpaXHbIX U3gaHuin cneuyunanbHbix opmaToB

Tabnuuya 62
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHusi BPEMEHM,
MWH.
1 2 3 4
BocnpounssegeHue nrockoneyaTHoro OOKyMeHTa B
penbedHO-To4e4YHOM hopmaTe
PaboTta Cc TeKCTOM nNrOCKONeYaTtHoro OOKYMeHTa Ha OymaXKHOM
WK 3NEeKTPOHHOM HocuTene:
1 |KOMMbIOTEPHBbIA HABOP TEKCTa BPYUHYIO OfHa cTpaHuua 20,0
(1800 - 2000
3HaKOB)
2 | cCkaHMpOBaHWe 1 pacno3HaBaHWe MIIOCKONEYaTHOro TeKCTa ofHa cTpaHuua 4,0
(1800 - 2000
3HaKOB)
3 |3arpyska danna c nrockoneyaTHbIM JOKYMEHTOM B KOMMbOTEP OfHa cTpaHuua 0,5
(1800 - 2000
3HaKOB)
4 | YTeHue NNocKoneyaTHOro TeKCTa U BHECEHUE VUCMPaBEHNI OofHa cTpaHuua 50
(1800 - 2000
3HaKOB)
5 |M3MeHeHMe TeKkcTa M3 opMaTa [AOKYMEHTa B 3MEKTPOHHbLIV | O4HAa CTpaHuua 1,0
dopmaTt (1800 - 2000
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3HaKoOB)
6 |4YTeHue KOHBEPTUPOBAHHOIO TEKCTA; BHECEHWE UCMPaBNEeHNi OfHa cTpaHuua 7,0
(1800 - 2000
3HaKoB)
7 |npuvBeneHue TekcTa B COOTBETCTBME MpaBunaMm nucbMa Mno| ofHa cTpaHuua 13 MUH.
cucteme bpanns (26 ctpok x 30 3HakoB) (1800 - 2000
3HaKOB)
PaccraHoBka nopsgKkoBbIX HOMEPOB CTPaHWLL:
8 |B aBTOMaTM3MPOBaAHHOM pexume OfHa onepauus 0,5
9 |nocTpaHnyHasa paccTtaHoBKa B Py4YHOM pexume OfHa cTpaHuua 1,0
10 |BbiBOL TekcTa Ha  OpawneBcKMA  NPUHTEP;  pacnedvartka OAWH nncT 2,0
(OBYXCTOPOHHASA)
PaboTa ¢ nnockone4yaTHOW HOTHOM 3anNUCbIO:
11 |koMnblOTEPHBIN Habop (C nucTa) HOTHOW 3amMcKM MO CUCTEME| ofHa CTpaHuua 40,0
Bpanns Bpy4Hyto
12 |ckaHMpOBaHME M pacno3HaBaHWEe Ha creumanbHOM OpanneBcKOM | OAHa CTpaHuua 3,0
ckaHepe
[MpoBepka HOTHOW 3anucu, BHECEHNE NCTPAaBIIEHWI: OfHa CTpaHuua
13 | HOTHaZ 3anucb, HabpaHHas BPY4YHYHO 60,0
14 |HOTHas 3anucb, NOMy4YeHHas Co ckaHepa 20,0
15 |npuBedeHMe HOTHOW 3anucuM B COOTBETCTBME MpaBuIiaMm 3anucu| OfHa CTpaHuua 15,0
HOT no cucteme bpanns (26 cTpok x 32 3Haka)
PaccTaHoBka nopsgKoBbIX HOMEPOB CTPaHWLL;
16 |B aBTOMaTU3MPOBAHHOM pEXUME OfHa onepauus 0,5
17 | noctpaHu4yHasa paccTtaHoBKa B PyYHOM pexume ofHa cTpaHuua 1,0
18 |BbIBOA HOTHOW 3anucK Ha BpanneBCKMN NPUHTEP; pacnevaTka OfHa cTpaHuua 0,7
CosgaHue nnockone4vyaTHon 06noxXKn
KomnbloTepHbIN HAbop TEKCTa BPYYHYIO: ofHa obnoxka
19 | Tpu anemeHTa onucanHus (aBTop, 3arnaBne, BbIXOA4HbIE OAHHbIE) 3,0
20 |4eTblpe 1 bonee 3NeMeHTOB ONMMCaHKs 4,0
21 | ckaHMpoBaHWe N pacno3HaBaHWe TekcTa ofHa obnoxka 3,0
22 | BHECEHME NCnpaBieHni n bopmaTmpoBaHue ofHa obnoxka 3,0
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[un3aiiH 0BnoXKu: ofiHa obnoxka
23 | 6e3 nnnocTtpauui 1,0
24 | c unnocTpaumamm 2,0
25 |BbIBOA OOMNOXKM Ha NPUHTEP; pacneyaTka OfHa cTpaHuua 1,0
Co3gaHne nuueBo M OBOPOTHOWM CTOPOH MIIOCKOMEYaTHOro
TUTYNBHOrO NNCTa:
26 | KOMNbIOTEPHbIA HABOP TEKCTa BPYYHYHO OAVH TUTYMbHbIN 10,0
nuer
27 | ckaHMpOBaHWeE M pacno3HaBaHWe TeKcTa OAVH TUTYMbHbIN 6,0
nuer
28 | BHeCeHUe ucnpasneHun U hopmaTmpoBaHme OOVH TUTYMbHbIN 6,0
nuer
29 | paspaboTka AnsariHa TUTYIbHOrO NncTa OAVH TUTYMbHbIN 1,0
nuer
30 |BbIBOA TUTYNbLHOMO NUCTA Ha NPUHTEP OAWH nncT 2,0
Cosganne nuueBon U 0BOPOTHOM CTOPOH penbedHO-TOYEYHOro
TUTYNBHOIO NUCTa:
31 | KOMMbIOTEPHBbIA HABOP TEKCTA BPYUHYHO OAVH TUTYNbHbIN 10,0
nict
32 | ckaHMpoOBaHMe 1 pacno3HaBaHWe NII0CKoNe4YaTHOro TekcTa OAVH TUTYNbHbIN 6,0
nict
33 | BHECEHME UCnpaBreHni OAVH TUTYNbHbIN 6,0
nict
34 |n3meHeHve TekcTa K3 opmaTta [OOKYMEeHTa B SMNEeKTPOHHbIM | ofHa onepaums 1,0
dopmaTt
35 |4YTeHne KOHBEPTUPOBAHHOIO TEKCTA; BHECEHME UCTNPaBEHN OfHa cTpaHuua 2,0
36 |npuBefeHMe TeKCcTa B COOTBETCTBME C nNpaBufiamMM NMCbMa MO | OAHa cTpaHuua 6,0
cucteme bpains (26 ctpok x 30 3HakoB)
37 | BbIBOA TEKCTa Ha BpanneBCcKU NpUHTEp OAWH NnCT 2,0
BocnpowusseaeHue nrockone4yaTHomn unncTpaumm B
penbedHo-rpadmyeckom opmare:
38 | ckaHMpoOBaHMe NnockoneyYyaTHON unncTpaunm ogHa 1,0
UnnrcTpaums
O6paboTka unnocTpaumm: ogHa
UnnrcTpaums
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39 |obpaboTka roToBOro KOHTypa 10,0
40 | cosgaHne HOBOro KOHTypa 60,0
41 | dhopmaTmpoBaHme nNnockonevyaTHoON UnncTpaumm oAHa 2,0
UnnrcTpaums
42 | BbIBOA NrocKoneYaTHON UNCcTpauum Ha NnpuHTep ofHa 1,0
unnrcTpaums
MepeBog nnockone4yaTHoOM unncTpaumm Ha ofHa
penbedoobpasytoLyto bymary: unncTpaums
43 | c o4HOKpaTHbLIM MPOMYCKOM M300paXeHust Yepes HarpeBaTenbHoe 15
YCTPOWCTBO
44 | c gByKpaTHbIM MPOMYCKOM u3obpaxeHus 4epes HarpeBaTenbHoe 3,0
YCTPOWCTBO
MepenneT AOKYMEHTOB, BOCNPOM3BEAEHHbLIX penbedHO-TOUYEUYHbIM
LWpndTOM:
45 | naMmHMpoBaHMe OBITOXKN ogHa obnoxka 6,0
46 | py4dHas nucrtonogbopka ofHa 2,0
nucronogbopka
47 | hanbLoBKa pyvHas oavH 6nok (10 0,3
nnCTOB)
48 | BblpaBHMBaHWE 1 obpeska Kpasd CcTpaHuLbl ofiHa onepauus 0,3
KpenneHue cTpaHu; OOVH OOKYMEHT
49 | AByMs cKpenkamm 0,3
50 |Ha nnacTUKOBOW NPY>XUHE 4,0
51 | TepMOKneeBoe KpenneHne 6,0
52 |xecTkas KapTOoHHas ob6noxka C OyMaXHbIMM  MOKPOBHBIMMW 60,0
CTOPOHKaMM 1 NPOLUNBHBIMW KOPELLKaMU
BocnpousBegeHne nnockoneyaTtHoOro [JOKYMEHTa B 3BYKOBOM
dopmaTte
MpeaBaputenbHas paboTa Hag TEKCTOM: 1000 3HakoB
53 | Xy#oXeCTBEHHbIN TEKCT 5,0
54 |TexHuyeckuii n Opyrve cneumanbHble TEeKCTbl (MaTemaruka, 10,0
MeguuuHa, XMMusl)
IMpounTbiBaHWE TeKCTa Ha KOMMblOTEPE B CTYAUNHBLIX ycroBusax co| 1000 sHakoB
3BYKOPEXNCCEPOM:
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55 | XyaoXeCTBEHHbIN TEKCT 4,0

56 |TexHu4eckMn u apyrue creuuanbHble TeKCTbl (MaTemMaTuka,
MeauumHa, XuMnst)

57 |nepesanncb HauUTaHHOIO TeKCTa Ha KoOMMbloTep (oumdpoBka| oaHa JOpOXKKa 50,0
3ByKa) C aHarnoroBoro UCTOYHMKa B peasibHOM BpeMeHU

58 |0bpaboTka HAaYMTAHHOrO TEKCTa Ha KOMMNbIOTEPE OfiHa AOpOXKa 1,5

59 |KoHTposb 06paboTaHHOM 3anncKu Ha KOMMbITEpPE OfiHa AOpOXKa 50,0
BocnpousseneHne 03By4EHHOMO TEKCTa C KOMMbOTEPA: OfiHa AOpOXKa

60 |Ha KoMnakT-KacceTy B peanbHOM BpeMeHU 50,0

61 |Ha auck 10,0

62 | My3blKanbHO-TakMepHOEe OPOpPMITEHNE 3BYKO3aNnCH OfiHa AOpOXKa 50,0
KpaTHoe BocCnpou3seaneHune O3BYY€HHbIX OOKYMEHTOB Ha
ayamnokacceThbl:

63 |NoAroToBKa MaTepuanoB K BOCMPOM3BEOEHWMO (pacnakoBka | OAHa kacceTta 4,0
ayamnokacceT, nepemMoTka, pasmarHuinBaHme)

64 |kpaTHoe BOCMpOM3BEAEHNE  ayamnosanucen Ha CTaHuuKn | ogHa ornepaund 3,0
CKOPOCTHOrO AybnunpoBaHus aygumokacceT (KOMMNbTep - KacceTta)

65 |KpaTHOe BOCMPOM3BEAEHME aygMo3anMcen Ha  crneumnanbHOM | ogHa onepaumsi 5,0
obopygoBaHuMn (KacceTa - kKacceta) B 3aBUCMMOCTM  OT
TEXHUYECKOro OCHaLLLeHUs

66 |KpaTHOe BOCMPOM3BEAEHME aygMo3anMcen Ha  crneumnanbHOM | ogHa onepaumsi 5,0
obopygoBaHuMn (kaTyllka - KacceTa) B  3aBUCUMOCTM  OT
TEXHUYECKOro OCHaLLLeHNS

67 | npoBepka KayecTBa Konum OfHa KacceTa 5,0
odhopmMeHre aygnokacceT, ONTUYECKNX ANCKOB U KOHTENHEPOB

68 |cosgaHue wugeHTudukaTopa, onpeaensalero MNpUHaaNeXHOCTb OOVH 3,0
KacceTbl K AOKYMEHTY, B MIIOCKOMEYaTHOM U perbedHO-TOYEYHOM | uaeHTudukaTop
BapuaHTax; HakrnemBaHue Ha KacceTy

69 |cosgaHune nrocKkone4yaTHomn 3TUKETKU ansi JOKyMeHTa, | ofHa aTuKeTka 6,0
3anMcaHHOro0 Ha ayguokacceTax (Habop TekcTa, BbIBO4 Ha
OpavineBckuiA NpUHTEpP, pacnevaTtka, paspe3aHue no 3agaHHOMY
pasMepy, HaKrnemBaHNe Ha KOHTENHep)

70 |cospgaHue penbedHO-TOMEYHOM STUKETKM ANnA  [JOKYMeHTa,| O[Ha 3TUKeTKa 9,0
3anMcaHHOro Ha ayamokacceTax (Habop TekcTa, An3aiH, BbIBOA Ha
NpuvHTEP, pacneyaTtka, paspes3aHue no 3a4aHHOMY pasMmepy,
HaKIenBaHWE Ha BHYTPEHHIOK CTOPOHY KPbILLKU KOHTENHEpPA)

71 |packnagka ayguokacceT No KOMMMeKkTaM/KOHTENHepam OfHa onepauus 1,0
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CO3JaHuNe 3TUKETKM Ha OUCKeE:
72 |BBOO B KOMMbKOTEP OCHOBHbIX CBEAEHWA O OOKYMeHTe (aBTop,| OOWH OOKYMEHT 50
3arnaBuve) B crieLManm3npoBaHHO Nnporpamme
73 | BbIBOA Ha NpuHTEP € dhyHKUMEN "nevaTtb Ha auckax", pacrneyaTka OfHa onepaums 2,0
74 |co3pgaHWe  MIOCKOMEYaTHOW  KOHTEMHEPHOW  3TUKETKM  ANnsA| ofHa aTukeTka 8,0
OOKYMeHTa, 3anucaHHoro Ha aucke (Habop TekcTa, dhopMmnpoBaHue
Ou3anHa, BbIBOL4 Ha nNPUHTEp, pacnedartka, paspesaHue no
3ajaHHOMY pasmepy, pasMeLleHne Ha BHELUHEN CTOPOHE KPbILLIKM
KOHTelHepa)
75 |cospgaHue penbeHO-TOYEYHON KOHTEMHEPHOW STUKETKM [ONdA| OAHa 3TUKeTKa 10,0
OOKYMEHTa, 3anMcaHHOro Ha pgucke (Habop TekcTa, BbIBOL4 Ha
Opannesckuii NpUHTEpP, pacneyaTtka, paspes3aHve no 3agaHHOMY
pasvepy, pasmelleHMe Ha BHYTPEHHEN CTOPOHE  KPbILKU
KOHTelHepa)
ApxuBauusi 03By4E€HHbIX JOKYMEHTOB:
76 | obpaboTka maTepmana ans KOHBEPTUPOBaHUS OAHa AOopOoXKa 30,0
77 |koHBepTuMpoBaHue annos d¢opmata Bl AC B dopmar| ogHa Jopoxka 6,0
ayanocdannos B 3aBUCMMOCTU OT TEXHUYECKOrO OCHALLEHUSI
78 | nepeHoC apxmBa Ha cepBep OfHa OOpOXKa 6,0
3.22. ObcnyxuBaHue yaaneHHbIX Nonb3oBaTenemn
Tabnuuya 63
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mMepeHnst BPEMEHM,
MWH.
1 2 3 4
Pernctpauusa nonb3oBaTenien B peXXnme oHMamH:;
1 |npoBepka 3anucu nonb3oBaTtens B bubnmoreky OoavH 2,0
nonb3oBaTenb
2 |obpaboTka u BBOA haMuUinM, UMEHW, OTYECTBa MONb3OBaTeENS U OOVH 5,0
agpeca ero afIeKTPOHHOM NMoYThI 3MEKTPOHHbIN
dopmynsap
3 |cocTaBneHve nucbMa C yKasaHWEM JOrMHa U CreHepupoBaHHOMO ofHO 50
CUCTEMOWN Naposnsl, MPUKPENIIEHNE MHCTPYKUMM MONb30BaHUS W | 3NEKTPOHHOE
OTMNpaBKa ero no 3f1eKTPOHHON NOYTE NOMb30BaTENO NMUCbMO
O6cnyxuBaHne Nonb3oBaTenen B peXXMMe OHMNalH:
4 | KoHcynbTauuA no MCMNOSb30BaHUIO WHTEPaKTUBHOMN bl ofgHa 10,0
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"roBopALKUX" KHUr C KpMNTO3aLLMUTON KOHCYIbTaums

5 |conpoBoxaeHWe BUPTyaribHOW KHMIOBbl4a4yn: (OPMUPOBaHWNE O[VH 3akas3 15,0
3aKasa Ha BUpTyanbHOW KHUKHOW MOrKe

6 |Bbirpy3ka M3 AC HOBbLIX MOCTYNMNEHWN 3a ONpeferieHHbIn nepuoa| OauH dann B 10,0
BpemeHn B chopmate PYCMAPK u B Buge ykasaTenss HOBbIX dopmate
noctynneHun (YHIT) PYCMAPK

oavH dann B 12,0
dopmarte YHI

7 |pasmelleHne HOBbIX MOCTYMNMEHUN [OKYMEHTOB Ha caute| oauvH dann B 3,0
OMONMOTEKN: CO3OaHWE 3arofioBka aHHOTauuW  NpUKPEnIieHne dopmare
danna (oB) PYCMAPK

oavH dann B 3,0
dopmarte YHI

8 |pacchbinka No 9nMeKTPOHHOW MNoYTe YyAaneHHbIM MNofb30BaTENsM OAHO 3,0
MHdOPMaLMM O HOBbIX MOCTYNNEHUAX OOKYMEHTOB 3NEKTPOHHOE

NUCcbMO

9 | nHopmaLmMOHHOE CONPOBOXAEHME CaliTa, nopTana 1 CTpaHul, B OfHO 3,0
coumanbHbIX ceTax: cosgaHve 3aroroBska aHHoTauum coobLeHne
npukpenneHune annos

4. TunoBkle oTpacneBblie HOPMbI Tpyda Ha paboThl,
BbINOMHSAEMbIE B AETCKUX, IOHOLLECKMX BubnuoTtekax, B Gubnmnortekax
Hay4Ho-uccnegosarenbckux MHcTuTyToB (HU), ob6pasoBaTenbHbIX
yupexaeHui (6e3 ncnonb3oBaHNsi aBTOMaTU3MPOBAHHLIX CUCTEM
ynpaBreHus npoleccamm)
4.1. KomnnekroaHue 6MbnmnoteyHoro gooHaa
Tabnuua 64
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n N3MepeHnst BPEMEHM,
MWH.

1 2 3 4
TekyLee koMnnekToBaHne 6mubnmoreyHoro oHaa:

1 |npocMOTp KHUronsgaTenbCKom U KHUFOTOProBor nHdopmaumm (1 npawc 8000 980.0

HaVMeHOBaHNI)

2 |ycTaHOBMeHMe Tembl U Buaa OOKYMeHTa, nognexauwiero otbopy;| (1 nparic 8000 2.0
BbISICHEHME HEOOX0AMMOCTU NPMObpeTEHNS HaVMEHOBaHNI)
OnpeaeneHne aK3eMNNsIPHOCTU 3aKasa: (1 npawc 8000

HaVMEHOBaHNI)
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3 | Ana nogpasgeneHuni 0,5
4 | nna 6ubnuoTekn B LErom 1,0
odopMreHne 3akasa; YKasaHWe 3IK3EeMMMASPHOCTM, CTOUMMOCTU OAVH 3aKka3 1,0
3akasa, garhbl
KonunyecTtBo 3aka3aHHbIX Ha3BaHWI:
5 |1-15 15,0
6 |16-25 25,0
7 |126-75 75,0
8 |76-100 100,0
9 | ohopmMmneHue 3akasa Ha BbIMUCKY 3apybexHbIX AJOKYMEHTOB OAVH AOKYMEHT 100,0
10 |nogroToBka cnucka OOKYMEHTOB, npegnaraembix K| OOHO Ha3BaHue 26,0
MeXayHapoaHOMY KHUFOOOMEHY; CBEpKa CrMCKa C KaTariorom
11 |cocTaBneHne KapTOYKM LN KapTOTEKM OpraHusauun-napTHEpPOB;| OAHa KapToyka 1,0
yKasaHue Ha3BaHuA opraHmsauum, agpeca, Ha3BaHuA
oBMeHnBaeMbIX JOKYMEHTOB
Pa6ota B AC:
12 |BBOA 3aKa3a TEKyLLEro KOMNNeKToBaHus B 6a3y gaHHbix AC OVH 3aKas 5,0
13 | pegakTupoBaHue BBeAEHHbIX B 6a3y OaHHbIX CBEOEHUN O 3aKase; OJVH 3aKa3 30,0
BbIBOA, Ha 3KpaH; BHECEHWNE U3MEHEHUN
14 |BbiBOA Ha MNpUHTEP [OaHHbIX TEKyLlero KOMMEeKTOBaHUS; OWH 3aKa3 1,6
pacnevaTka
BeEeHNe KapTOTEKN TEKYLLLEro KOMMNNeKToBaHUs
15 |cocTaBneHue KapTouku, ykKasaHWe aBTopa, 3arnaBud, BbIXOOHbLIX | OA4HA KapTo4ka 0,5
JaHHbIX, HOMepa B U3gaTenbCKoM nraHe
16 |nepeHeceHWe cBedeHWA O 3aka3e Ha KapTouku; yKasaHue| OfHa KapToyka 0,3
3K3eMMNAPHOCTM  3akasa, pacnpegeneHve no  CTPYKTYPHbIM
nogpasgeneHnam
17 |paspesaHve wmnsgartesibCKMX MiaHoB, pacnedaTka Ond KapTOTeku | ogHa KapTodka 1,5
TEeKyLlero KOMMMNEKTOBaHWs, HakneumBaHMe Ha  KaTanoXHyHo
KapTOYKM
18 |nopbop kapTouyku no andaBuTy ANS PacCTaHOBKM B KapTOTEKy | OfHa KapToyka 0,5
TeKyLLero KOMMmeKkToBaHus
19 |paccTaHoBKa KapToyku B andasuTe damMunun aBTopoB, 3arnaBun | OAHa KapToyka 0,4
B KapTOTEKY TeKyLLero KOMMmeKToBaHus
OdopmneHre NOANUCKN HA NEPUOANYECKME U3AAHUS:
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20 |npocmoTp kaTanora "Pocneyatn", oT60p Ha3BaHWS NEPUOAMNYECKMX | O4HO Ha3BaHWe 0,8
n3gaHun Ans noanmuckm

21 |cbop 3asBKM OT MogpasferneHun GubnuoTekn Ons NOONMUCKM Ha| OaHa 3asiBka 15
nepuoanyeckue nsgaHus

22 | cBepka pacneyaTku CrUCKOB YCNOBHO 3aka3aHHbIX NepuoanYeckux | 0aHO HasBaHue 1,04
U30aHWA C KapTOTEKOW 3aKka3oB, BHECEHWE W3MEHEHUs B
pacne4vaTtku CruckoB

23 |cBepka 3akasa TeKyllero roga Ha nepuvoauvyeckue u3gaHus ¢ | OAHO HasBaHue 0,2
noanucKon npeablaylwero roga ons BbISIBIEHUA WU3MEHEHW B
Ha3BaHUAX; BHECEHNE OTMETOK

24 |cBepka BbIXOAHbIX AaHHbIX BriepBble 3akasblBaeMbiX 3apybexHbiX | Ha OguH rog 80,0
nepuognyecknx nsgaHum ¢ bubnuorpadmyeckumm cnpaBoYHNKaMu
1 ApyruMmn MHEOPMaLMOHHLIMU UCTOYHUKaMM

25 | ocbopMneHne 3akasa Ha NOAMMUCKY; NOACYET CTOMMOCTU MOAMUCKM OVH 3aKa3 30,0
C y4yeToM [O0CTaBKKW, 3anofiHeHne KBUTaHUuun aboHeMeHTa Ha
nepuoanyeckoe nsgaHme

26 |cocTaBneHwe pPerncTpaumoHHOM  KapTOuKM  Ons  KapTOTEKM | ogHa KapToudka 0,5
nepruoanyecknx M3gaHun; NpocTaBfeHMe Ha KapToyke WHAEKCa,
roga, NepuoanYHOCTM, UCTOYHMKA MOCTYNNEHNS
Pabota B AC:

27 |BBOf 3aKa3a Ha nepuoanyeckue nsgaHus B 6asy gaHHbIX OfHa KapTo4ka 10,0

28 | BbIBOA Ha 3KpaH PermcTpauuoHHON KapTo4kK; pacnevaTka OfHa KapTo4ka 1,0

29 | KOpPPEeKTUPOBKa 3akasa: BbIBOA Ha dKpaH Cnucka nepuoguyeckmx OAHO 0,3
N3gaHun; BHECEHWE U3MEHEHUI HavMeHoBaHue
Mepenuncka ¢ KHUrOTOProBbIMMU opraHmsaumsMmm n
n3gaTtenbcTesamu, OubnnoTekamu:

30 |coctaBneHne, Habop TeKkcTa nmucbMa (3anpoca, MpeTeH3un),| O[HO MMCbMO 60,0
permcTpaums B KHWUIe WCXOOAWMX [OOKYMEHTOB (NpocTaBreHue
JaTtbl,  MOPSOKOBOTO  HOMEpa, YyKa3aHMe  HauMeHOBaHus
opraHm3aumm, KpaTKoro cogepkaHus nucbma)

31 |odopmneHne 3akasa "KHura - noyTon", oTnpaBKa 3akasa B OAWH 3aKa3 3,1
MarasuH, obMeHHble POHAbI
[lokomnnekroBaHne d6ubnmnoTeyHoro doHaa:

32 |nonyyeHne 3asBKM Ha NpuvobpeTeHMe  OOKYMEHTOB OT| OfAHa 3asiBKa 0,3
nogpasaeneHun.

33 |cocTaBneHne Gubnuorpacmyeckon 3anucu; ykasaHne Konuyectsa| OAHa KapTouka 3,0
3K3EMMNSAPOB U CUIMbI MOAPa3aeneHui

34 | BKNOYEHME 3a8BKN B KAPTOTEKY JOKOMINIIEKTOBaHUSA OofHa KapTo4ka 0,26
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35 |NpocMOTP KapTOTEKW HEYAOBMETBOPEHHOrO Crnpoca; aHanua| oAWH OOKYMEHT 3,0
OTKa30B AN BbIAABNEHNS OTCYTCTBYIOLMX JOKYMEHTOB, BKMOUYEHMe
B KapTOTEKY [OKOMMIEKTOBaHMIS

OTO6Op [AOKYMEHTOB M3 OOMEHHbIX OoHOOB Oubnuotek pAns
JOKOMMNIEKTOBAHNS

MpocmoTp cnuckoB, KapTOTEK, KaTarnoroB OOMEHHbIX (POHAOB| OOUH LOKYMEHT
6ubnmnoTek, oTOOP HYXHbIX OOKYMEHTOB, CBEpKa C katarnoramu u
KapToTekamu CcBoel OubnMoTekW; CcocTaBneHMe CchnuMcka Ha
OOKYMEHTbI, 0OTOOpaHHble B 0OMEHHOM dhoHae

KonnuyecTBo OOKYMEHTOB, BKIMHOYEHHbIX B CMUCKU!

36 |1 5,0
37 |2-10 7,8
38 [11-25 16,0
39 [26-50 32,0

CocTaBneHue onepaTMBHOIO (TEKYLLLEro) nraHa KOMMEKTOBaHWS:

40 |onpeaeneHne mMeponpuaTUin No GOPMMPOBAHMIO €AMHOro hoHaa OAVH MnnaH 480,0
Ha TeKyLLUiA rog, OTBETCTBEHHbIX UCTONMHUTENEN, KONMYECTBEHHbIX
nokasatenen obbema oHaga (mocTynneHune,  BblbbITME),
OTpacrneBoro coctaBa, MICTOMHMKOB NMOCTYMNIEHUS, CMETbl PacxodoB

OdbopmneHne nnaHa KomnnekroBaHus B hopme:

41 |Tabnuy ogHa Tabnuua 2,6

42 |KapTOTeKu OfHa KapTo4ka 2,6
Pa6ota B AC:

43 | BBOA NriaHa KomnnekToBaHusa B 6a3y gaHHbix AC OOWH nnaH 1,1

44 KoppeKTMp9BKa 0a3bl [aHHbIX; BbIBOA Ha 9KpaH; BHECEHWe | OOWH OOKYMEHT 30,0
N3MeHeHW

4.2. Mpurem un yyeT NOCTYNUBLUNX AOKYMEHTOB

Tabnuuya 65
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eavnuua Hopma
n/n n3MepeHunst BPEMEHM,
MWH.
1 2 3 4
MpueM  [QOKYMEHTOB, MOCTYNUBLUMX C  COMPOBOAUTENbHBLIM
OOKYMEHTOM
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Mprvem OOKYMEHTOB MO COMPOBOAMTENbHBIM MaTepuanam (cyeT,
HaknagHasi, Konusa Yeka, akT), noabopka ux no andasuTy aBTOPOB
WM 3arnaBuiA,  SKCMEAMUMOHHBIM  HOMepaMm, CcBepka C
conpoBoauTenbHbIMA  AOKYMEHTaMu, MpocTaBleHne LeHbl Ha
nsgaHuM, noAcyeT YMcna sK3eMnnapoBs, obLuei CToMMOoCTH

ofHa napTus

KonnuyecTBo OOKYMEHTOB B NapTUn:

1

4,0

2-50

8,9

51 -250

43,3

Mpuem OOKYMEHTOB, 6es

OOKYMEHTOB!

NoCTynNMUBLUNX conpoeoauTenbHbIX

nogbop [AOOKyMeHTOB no andaesuty Qamunui asToOpPoB uMnn
3arnaBun; npoBepka Ha [[ybNeTHOCTb; NPOBEAEHME OLIEHKU
[JOKYMEHTOB; COCTaBMEHNE aKTa Ha NpMem JOKYMEHTOB

OLVH OOKYMEHT,
OAVH aKT

3,1

KonnuyecTBo OOKYMEHTOB, BKIMHOYEHHbIX B aKT:

0,36

2,1

3,7

MPOCTaHOBKa LUTEMMNENS Ha TUTYNbHOM fMCTe M Ha 17-i cTpaHuLe
AOKYMeHTa

OOWH OOKYMEHT

0,5

cBepka MOCTYMUBLUMX [OKYMEHTOB C
KOMMSEKTOBaHMWS

KapTOTEKOM TEeKyLLEero

MOUCK KapPTO4YKN B KapPTOTEKEe TEeKyLlero KOMMMeKToBaHuA, CBepka
KapTO4KM C JOKYMEHTOM, BHECEHNE OTMETOK

OOWH OOKYMEHT

3,0

10

oT6Op NEPBOro 3K3eMMsApa, BIIOKEHNE KapTOYKN B JOKYMEHT

OOVH OOKYMEHT

0,5

11

NnocTaHOBKa KapTo4kuM 3a pasgenutens "BoinonHeHHble 3akasbl”

oJHa KapToyka

0,3

Pabota B AC:

12

npoBepka Ha OyONeTHOCTb NMOCTYNUBLLUX M3[aHWi B 6a3e AaHHbIX
AC

OOVH OOKYMEHT

1,0

13

permcTpaums HoBbIX NocTynneHni B 6ase gaHHbIx AC

OOVH OOKYMEHT

3,0

Mpyem 1 perucTpaums XXypHarioB 1 raser:

14

I'IOﬂ,GOp XypHanos v raset no aﬂ(baBVITy Ha3BaHWN, MOUCK
peFVICTpaLlMOHHOVI KapTO4kKM B KapToTeke noANMUCHbIX n3gaHun,
OTMETKa HOMepa, aatbl NoNy4eHnd n3gaHua

OOVH OOKYMEHT

2,0

15

NPOCTaHOBKa LWUTeMnend Ha XypHarne

OVH XKypHarn

0,1

KoHcynbTaHTIINIOC
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16 |npocTaHoBKa LUTEMMNENs Ha rasete oAHa raseta 0,5
Begeruve "Knurun cymmapHoro yyeta™
pa3bop [OOKYMEHTOB MO BWAAM, OTPacCnsM 3HaHWWA, $A3blkaM,| OOWH LOKYMEHT 2,0
NOACYET yucna JOKYMEHTOB, 3anucb pesynbTatoB nogcyeTa Mo
yCTaHOBMNEHHOW hopMe B KHUIY CYMMapHOro yyeTta
KonnyecTBo AOKYMEHTOB B MapTUKN NOCTYNNEHWNIA:
17 |1 2,0
18 |2-50 6,8
19 |51 - 250 42,0
20 |BBOA cTaTUCTUYECKUX AaHHbIX "KHurnm cymmapHoro ydeta" B 6asy| opgHa naptums 3,0
JaHHbiX AC
21 |nogcyeT NOCTPaHUYHO MO NO3NUMAM AaHHbIX KHUrM cymmapHoro| ofgHa nosuvums 3,2
yyeTa, NnepeHeceHne NTOroB Ha CrieayoLLylo CTpaHuLy
22 |cBepka (PMHaAHCOBBLIX [OOKYMEHTOB oTdena C (WMHAHCOBbIMU | OAWH OOKYMEHT 5,0
OOKyMmeHTamu byxrantepum
23 | ochbopMneHne conpoBOAMTENBHOIO AOKYMEHTa (CYET, HaknagHas, | OAWH OOKYMEHT 3,0
akT) ons nepegaydn B Gyxranteputo
24 |oopMneHne - MHBEHTAPHOW  KHUMM,  HyMepauusi  JIMCTOB,| OAHa CTpaHuua 0,88
npocTaBrneHne HoMepa B MHBEHTApPHOW KHUre
25 |3anMcb OOKYMEHTOB MO YCTAHOBIIEHHOW (DOPME B WMHBEHTAPHYH | OAWH OOKYMEHT 0,88
KHUry, NpOCTaBIieHne NHBEHTApPHOro HoMepa Ha JOKYMEHTe
26 |npoBegeHne uWHOMBMAOYANbHOrO yveTa AOKYMEHTa MO aKTOBOW | OAWH OOKYMEHT 3,0
cucTeme, NpocTaBreHne MHBEHTapHOro HOMepa Ha JOKyMeHTe
27 |npoBegeHWe MHOMBUAOYanbHOrO yyeTa C NPUMEHEHWEeM YYeTHOro| ofHa KapToudka 3,0
Kartanora; cocTaBreHne  6ubnuorpaduyeckoro  onucaHusi
OOKYMEHTa, yKasaHue LUeHbl, WHBEHTapHOro HomMmepa, roga
MOCTYNEHUA, HOMepa 3annucu B KHUre CyMMapHOro yyeta, yucna
NOCTYNUBLLMX 3K3eMnnspos, nx pacnpegeneHve no
nogpasgeneHnam
28 |3anucb B XXypHane perncrpaumm KapTovek Y4YeTHOro karanora| ofHa 3anucb 1,0
WHBEHTapHOro HoMepa, NepBOro crosa 3arnasus
29 | npocTaHoBKa MHBEHTApPHOro HoMepa Ha JOKYMEHTe OQVH AOKYMEHT 2,6
30 | perucTpaumsa naTeHTOB B HYMepaunoHHOW KHUre OQVH AOKYMEHT 0,3
31 |nonyyeHne akTOB Ha BbIObIBLUME [OOKYMEHTbI OT CTPYKTYPHbIX OfINH aKT 1,0
nogpasgeneHnin, BHeceHue 3anucu B KHure cymmapHoro yyeta
(2-9 yacTb), NpocTaBneHne HoMepa akTa
32 | ncknioveHe OKyMeHTa No akTy U3 yY4eTHbIX opM OAWH OOKYMEHT 3,0
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33 | McKkNoYeHNEe BbIOLIBLUMX JOKYMEHTOB U3 6a3bl gaHHbIX AC OAWH OOKYMEHT 2,0

34 |noraweHne MHBEHTApHOro HoMepa W WTemnens GuMbNMoTekM Ha| OOUH OOKYMEHT 0,3
OOKYMeHTe

35 | nodwmBeka akToB OOVH OOKYMEHT 3,0

MpumeyaHue: npu paboTte C OOKYMEHTaMM Ha WMHOCTPAHHbIX A3blkaX K HOPME BPEMEHW MpUMEHSAETCS
nosblWwaoLwmnn koaduumeHT 1,15.

4.3. bubnuoteyHasn obpaboTka gokyMeHToB. OpraHusaumvs U BeieHe Katanoros

Tabnuua 66
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHusi BPEMEHMU,
MWH.

1 2 3 4
PaboTa ¢ ne4aTHOn KapTOYKOMN:

1 |pasbopka KOMMEeKTa nevyaTHbIX KapToYeK OfHa KapTo4ka 0,42

2 |nogbopka nevyaTHbIX KapToyek Mo andasuTy hamMunuini aBTOPOB | OfHA KapToyka 0,36
WNK 3arnaBvmn Ons pacCTaHoOBKN B CryXebHyto KapToTeKy

3 | paccTaHoBKa KapTOYeEK B CIY>XEOHYHO KapTOTEKY OfHa KapTo4ka 0,36

4 | nogbopka nevyaTHbIX KapToYeK K JOKYMEHTaMm ofHa KapToyka 0,52
Ceepka NocTynMBLLMX JOKYMEHTOB C KaTarnoramu:

5 | npoBepka No katanory NOBTOPHOCTU OOKYMEHTa, MepeHeceHne C| ofHa KapTouka 1,9
KaTanoXXHOM KapTO4Kn BMGNMoTeyHoro wudpa, NosIHOro MHAeKca

6 |nmouck B cnyxebHOM KaTanore CBOOHOIO OMUCaHWsl, BHECEHME | OfHa KapTouka 2,6
OTMETOK

7 |odopmMmrieHne nevaTtHOW KapTO4vKM, HanMcaHWe WHBEHTAPHOrO | OgHa KapToudka 0,68
HoMepa, Wwndpa n NHON NHopMaLUn
Mpunucka oybneTos:

8 |cBepka OoKymMeHTa Ha  OybneTtHocTb no  cnyebHoMy | OAOHO HasBaHue 0,94
andaBnMTHOMY, YY4ETHOMY KaTanory

9 |npunuceiBaHue AybreTa B KaTanor: NPoCTaBfiEHNE MHBEHTAPHOIO | O4HO Ha3BaHWe 0,84
HOMepa, NnepeHeceHne Wwudpa Ha AOKYMEHT
Mpunncka NpoomKaloLWLMXCA N3OaHNNA;

10 |nouck B pPerucTpauuoHHON KapTOTEKe KapTOYKM Ha u3gaHue, | ogHO HasBaHue 0,84
CBepKa ee C OpUrMHanom, BHeCEHNe BMBIMOTEYHBIX OTMETOK
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11 |noMck B  KaTanore KapTodek, OTMeTKa  MOCTYMNSIeHWsi| OOgHO Ha3BaHue 3,1
COOTBETCTBYIOLLEro  BbiNycka, MPOCTaBMEHME  WMHBEHTapPHOro
HoMmepa, Wwudpa, BHECEHNE ApYrMX BUBNNOTEYHbIX OTMETOK
dopmmpoBaHue Gubnuorpaduryeckon 3anncu
CocTtaBneHve OCHOBHOM Owubnvorpaduyeckon 3anMcu Npu| OA4HO Ha3BaHue
OTCYTCTBUM NEYaTHOM KapTOYKM B [OKYMEHTE (O3HAKOMIIEHWE C
OOKYMEHTOM, COCTaBIIEHWE OMnuncaHusl, BHeCeHWe OUBNMOTEYHbIX
OTMETOK)
KonunyecTtBo a11eMeHTOB onncaHus:
12 |1-4 0,42
13 |5-6 5,2
14 |7-9 6,2
15 |10- 13 7,2
16 |14 -19 8,2
17 |20 - 27 9,2
18 |cocTaBneHne OCHOBHOWN GMGNMorpadnyeckon 3anncu ¢ NOMOLLIbHO 20,0
MakeTa KapTO4KW, HameyaTaHHOro B KHUre; MPOCMOTP W34aHus,
CBepka C MaKeTOM KapTO4KW, BHECEHUE U3MEHEHMS 1 AONONHEHMWS
19 |cocTtaBneHune pobaBoyHoro onuncaHus K OCHOBHOW | OfHa kapTouyka 1,9
onbnwuorpaduyeckon 3anncu
20 |o3HakomIieHMe C [OOKYMEHTOM, COCTaBfEHME aHanUTUYECKOW | OAWH OOKYMEHT 10,0
3anucu
21 |cocTtaBneHune CCbINIOYHON KapTO4KM K OCHOBHOW | OfHa KapTouyka 0,52
onbnwuorpaduyeckon 3anncu
PepaktnpoBaHne 6ubnuorpadguyeckon 3anncu:
22 | npoBepkKa NpaBUiibHOCTM 3SIEMEHTOB 3anncK Ha KapToudKe OfHa KapTo4ka 1,0
23 |odopmneHne KapTodkM Ons AyGnupoBaHMS Ha MHOXWUTENbHOM | OAHa KapTouka 1,4
annapaTte; NpPOCTaBfEHNE WHOEKCOB, LWNMPOB, OMOIMOTEYHBIX
NMOMETOK, ONpeaereHne 1 ykasaHne Tupaxa KapToyek
'pynnoBas o6paboTka JOKYMEHTOB
OTOOp OAHOTUMHBLIX [AOKYMEHTOB, MOAMNEXalMX [pPynmnoBow| ofHa rpynna
obpaboTke; cocTaBreHne obLien XapaKTEPUCTUKM Ha KOMMMEKT| OOKYMEHTOB
OOKYMEHTOB
KonunyectBo OKYMEHTOB B rpynne:
24 (1-9 39,0
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25

10-15

60,0

26

16 - 30

106,0

27

nposepka npaBuUiibHOCTU  COCTaBlE€HUA  XapPakKTepUCTUKU Ha
KOMMNNEeKT AJOKYMEHTOB

ofHa
XapaKkTepucTuka

13,0

PekaTtanornsauus:

28

cBepka KapTo4KM C  [JOKYMEHTOM; WCMpaBlieHWEe  CTaporo
GuGnMorpacn4eckoro ONUcaHusl; CoCcTaBIeHNe HOBOTO OMUCaHUS;
nepeHeceHne WMdpa, WHBEHTApPHOrO HOMepa, OMOGNMOTEYHbIX
NoMeToK

ofHa KapTouka

5,7

nO,ElFOTOBKa K MHOEKCMPOBaHUIO OOKYMEHTOB OJ1A KaTanoros:

29

I'IO,EI,60pK3 KapTO4YKM K OOKYMEHTY, CBEepKa U BITOXXeHNe B OOKYMEHT

OfVH OOKYMEHT

0,5

30

O3HaKOMSIEHME C  [OKYMEHTOM; YCTaHOBMEHWE  TEMaTUKU;
pacnpeferneHue no oTpacnsiMm 3HaHus (No TeMaTUKe)

O[HO Ha3BaHve

0,88

31

NMPOCMOTP MHOCTPaHHbIX WU3OaHUA, NEePEeBOA, AaHHbIX Ha PYCCKUN
A3bIK

OfVH OOKYMEHT

0,37

CuctemaTtusaumns OKYMEHTOB:

32

cuctemMaTmMsauuss OOKyMeHTa C  UCMOonb3oBaHWeM  WHOEKCOB
neyaTHOM KapTOYMKM UMM MakeTa KapTOuYKM, HanevyaTaHHOro B
n3gaHuMKn, O3HAKOMIIEHWE C JOKYMEHTOM, NpoBepka COOTBETCTBUS
MHOEKCoB Tabnuuam knaccudukauum, npuHATbIM B OmMbnunoreke,
npocTaereHne NHAeKca Ha OKYMEHTe

OOWH OOKYMEHT

2,6

33

cuctTemMaTMsaumns JOKYMEHTOB Npu OTCYTCTBMM NEYaTHON KapTOYKK
N MakeTa KapTOYKUM B M3QaHWM, O3HAKOMITEHWE C AOKYMEHTOM,
onpeaeneHne MHAekca no Tabnuuam knaccudumkaumm, NpUHSATLIM
B GubnuoTeke, NnpocTaBneHne nHaekca Ha JOKyMeHTe

OOWH OOKYMEHT

2,0

34

onpeneneHne aBTOPCKOTO 3Haka [OKYMEeHTa MO aBTOPCKUM
Tabnuuam

OOVH OOKYMEHT

0,3

35

LWncpoBKa JOKYMeHTa nNpu oopMaTHO MHBEHTapHOW pacCTaHOBKE;
onpegeneHve opmaTa JOKYMeHTa, HanmcaHue wudpa

OOVH OOKYMEHT

0,42

36

penakTMpoBaHMe  KnacCUMUKALMOHHOIO  MHAEKca, npoBepka
NpaBuUbHOCTN MHAEKCa, aBTOPCKOro 3HaKa

OOVH OOKYMEHT

0,5

37

COCTaBMNEHNE KAPTOYKM andaBUTHO-NPEAMETHOro katanora (Ha
HOBYIO TemaTMKy); HanucaHWe Ha KapTO4YKe WHAeKca, HasBaHue
KaTanora W KapTOTEKW, B KOTOPbIX OTpaXKalTCs [OKYMEHTbI,
yKaszaHWe CCbIfIKM W OTCbINKW, CBS3b MeXay OTAenbHbIMU
pybpukamu

oJHa KapTouyka

2,0

MpeameTnsaums AOKYMEHTOB:

38

npeaMeTn3auns JOKYMEHTOB C UCMOMb30BaHneM pybpuk neyaTHom
KapTOYKU; MpOBEpPKa COOTBETCTBMS PYOPUKM NeyaTHOW KapTOuKu

OQHO Ha3BaHMe

2,6
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npegMeTHOMY KaTanory

39 | npeameTnsaunst JOKYMEHTOB NMPU OTCYTCTBUM MEeYaTHON KapToYku; | OOHO Ha3BaHue 3,0
03HaKOMIIEHWNE C AOKYMEHTOM, ONpPELENeHne pyopukm

40 |cocTaBneHve HOBbIX npegMeTHbIX pybpuk u  nogpybpuk;| ogHa kapTouka 15
nepeHeceHne Ha KapTO4Kn CNyXeBHOM KapToTeKn

41 | pepakTMpoBaHuWe NpegMeTHOW pyopuku; MpoBepka NpPaBUIIbHOCTU | O4HA KapTouka 50
NpegMeTHON pyOpUKM, TOYHOCTb HanUcaHms
OpraHusauus andgaB1THOro KaTanora:

42 |nopgbopka KapTodkM Mo andgasuTy amunuiAi aBTOPOB WNWU | OAHA KApTO4Ka 0,36
3arnaBun Ans paccTaHOBKM B andaBUTHbIA KaTanor

43 |paccTaHoBKa npeaBapuTeNnbHO  NOAOOpaHHbIX — KapTOYeK B| OfHa KapTodka 0,36
andasunTHbIN KaTanor

44 | pepaktupoBaHue and)aBUTHOMO Katariora; nNpoBepka pacCTaHOBKM | OfHa KapToyka 0,88
KapTo4ek, npaBUIibHOCTU AOGaBOHHbIX N CCbINTOYHbIX KapTO4ek,
ncnpasneHve owmobok

45 |HanucaHvne pasgenutensa ana andaBUTHOrO katanora, ykasaHue OOVH 0,88
OykBbl, criora pasgenuTenb

46 |pacctaHoBka pasgenutenst B andaBuTHbIM kaTanor: nogbopka OAVH 2,0
pasgenutenda no andasuTy, MNOWCK MecCTa pasgenutens,| pasgenutenb
MoCTaHoBKa, 3aKpenneHne CTepXHs
OpraHusauns cuctemaTU4ecKkoro katanora:

47 |nogbopka KapTovku No MHAEKCaM, BHYTpM pasgena no andasuTy | ofHa kapTodka 0,42
damunun  aBTOpPOB  MNU  3arnaBuMi  Of1s1  PacCTaHOBKM B
cucTemMaTUYEeCKMIn KaTanor

48 |paccTaHoBKa MpeABapuTeNnbHO NOOoGpaHHbIX  KapTOYek B| OfHa KapTodka 0,42
cucTeMaTu4ecKknin katanor

49 |pedaktnpoBaHue  cUCTEMaTUYECKOro Katanora: npoBepKa | OAHa KapTo4ka 0,88
NpaBUbHOCTN HaMOMHEHMS pa3fdenoB Katanora no COAepXKaHuio,
WHAEKCALUN U paccTaHOBKE, UCMpaBneHne owmnbok

50 |peknaccudumkaumss CUCTEMATMYECKOro KaTanora: MWCrpaBfeHne | ogHa kapToudka 10,0
WHOEKCOB, BHECEHUE U3MEHEHUI B andaBUTHbIN KaTanor

51 |HanucaHve pasgenuTend OnNa  cucteMaTtudeckoro Kararora: oavH 1,0
yKa3aHMe HauMeHOBaHMS pasgena, nogpasgena v Opyrvx| pasgenvrenb
pasgenuTenen

52 |pacctaHoBKa pasgenutend B CUCTEMATUYECKMA  KaTanor: OOVH 2,0
nogbopka No uHgekcam, NMOUCK MecTa, MOCTAHOBKA, 3aKpenneHve | pasgenutenb
CTEepPXHS
OpraHu3aunst NnpeaAMEeTHOro Kkartarora:
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53 | nogbGopka kapToykM Mo NpeaMeTHbIM pybpurkam, BHYTpY pyOprK Mo | ofHa kapTodka 0,42
andaeuty hamunuin asTopos UMNn 3arnasuin

54 |paccTaHOBKa npeaBapuUTENbHO  MNOAOOpaHHbLIX  KapToyek B| OA4HAa KapTouka 0,42
npeaMeTHbIN KaTanor

55 | peaaktupoBaHue NpeaMeTHOro KaTanora: npoBepka NpaBuibHOCTM | OfHa KapTouka 1,0
CCbINOK, OTCbINOK, pyopuk

56 |HanucaHve pasgenutenda Ans NpeaMeTHOro Kartanora, ykasaHue OaVH 2,3
pyOpPUKK, OTCBISNKN, CCbIMKK pasgenurenb

57 | pacctaHoBKka pasgenuTtens B NpeaMeTHbIN KaTanor, MoUCK MecTa, OaVH 2,0
NoCTaHOBKa, 3aKpenneHne CTepXKHs pasgenurenb
OpraHnusauums HyMepaLMOHHOro Katanora
HOPMaTUBHO-TEXHUYECKON LOKYMEHTALMN:

58 |nogbopka KapTo4kM MO BUAAM AOKYMEHTOB, YCMOBHbLIM LIM(PPOBLIM | OAHAa KapToyka 4,3
obo3HaveHuaM, andaBuTy COKpaLLEHHbIX Ha3BaHWA  CTpaH,
naTtuHCKOMY andaBuTy (MHOCTPaHHbIX CTaHAapToB), NO HOMepam
OOKYMEHTOB

59 | paccTaHoBKa NpeaBapuUTeNbHO NOAOOPaHHbIX KApTOYEK B KaTanor ofHa KapTo4ka 0,41

60 | pemakTnpoBaHue Katanora: nposepka NPaBUIbHOCTW | OAHa KapTo4ka 2,6
oubnuorpadunyeckMx onuMcaHui, pacCTaHOBKW, WUCMpaBrieHne
OLINBOK; BHECEHNE AOMOMHEHMN N U3MEHEHUI B KaTanor (OTMeHa,
3amMeHa, U3MEHeHWs, NPOAMEHNEe Cpoka OEWCTBUS C yKasaHWeM
NCTOYHMKA)

61 |HanucaHuWe n paccTaHOBKa pasgenurens OOVH 1,3

pasgenurernb

OpraHusauns 1 Be4eHne anekTpoHHOro Karanora:

62 |cBepka NOCTYMMBLUNX JOKYMEHTOB Ha AyONeTHOCTb B NIEKTPOHHOM | OOWH OOKYMEHT 1,6
Katanore

63 |npunucbiBaHWe NPOAOIKAOWNXCA W3AAHUA B SMNEKTPOHHbLIV | OAWH OOKYMEHT 1,6
KaTanor
dopmmpoBaHne Gubnunorpaduyeckorn 3anucu Ons 3NeKTPOHHOro |  OAHa 3anuchb
KaTanora; BBoA4 B 0a3y AaHHbIX; 3anofiHEHME COOTBETCTBYHOLLUX
nonewn:

64 | npy HaNU4YMM MakeTa NeYaTHOWN KapTO4KK 0,36

65 | Npu OTCYTCTBMM NEYATHON KapTOYKM 0,42

66 |cocTaBneHwe aHanUTUYECKOn 3anucu 3,5

67 | cocTaBneHne 06aBOYHbIX N CCbINTOYHbLIX ONUcaHUmn O[JHO ornucaHue 0,88

68 | pegakTupoBaHue bubnuorpaduyeckon 3anucu B 6ase aaHHbIX AC; | ogHO onuncaHue 1,3
BHECEeHWE U3MEHEHNI
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69 |BBOO nepeyHs npeoMeTHbIX pybpuk AJTY Kk cuctematudeckomy | ofHa pybpuka 0,36
KaTanory n reHepanbHON CNPaBoOYHON KapToTeke
70 | BbIBOA Ha 3KpaH Gubnuorpaduryeckmx 3anucemn OflHa 3anucb 0,83
71 | pepakTypoBaHue pyOpuK, HanomnHeHe pas3aenos OflHa 3anucb 7,5
M3baTre kapToyek 13 kaTanoros
M3bATME KapTOYKM Ha WCKIIOYEHHble M3 BMGnuoTeyHoro coHaa| oaHa KapTouka
OOKYMEHTBI:
72 |andaBuTHOro kaTanora 0,42
73 | cucrtemaTmyeckoro katanora 0,36
74 | npegMeTHOro kaTtanora 0,36
75 | HymMepauMOHHOro KaTanora 0,42
76 | n3baTne Gubnuorpadumyecknx 3anncen N3 aNEeKTPOHHOro KaTanora OfHa 3anucb 2,0
TexHundeckast 06paboTka AOKYMEHTa
HaknevBaHve Ha OOKYMEHT NMCTKa Cpoka BO3BpaTa, kapmallka,| oauvH OAOKYMEHT
Apnbika:
77 | INCTOK CpoOKa Bo3BpaTta 0,42
78 | Kapmaluek 0,42
79 |apnbIK 0,26
HanucaHue wudpa Ha JOKYMeHTe U siprblke: OOVH OOKYMEHT
80 |Ha goKyMeHTe 0,26
81 |Ha apnblke 0,36
82 |nepeHeceHue opMaTHOrO W cUCTeMaTUYeCcKoro Lwudpa C| OAWH OOKYMEHT 3,0
KapTOYKM Ha JOKYMEHT
83 |odhopmMmnieHne KapTOYKM ANS TUPaXKMPOBaHMSA: onpedeneHne u| OAHO Ha3BaHue 1,0
yKasaHue Tupaxa
84 | KOpPPEKTUPOBKA KAPTOYKN NOCNE TUPAXMPOBAHUS OAHO Ha3BaHwue 0,42
85 | pacnpegeneHune KaTanoXHbIX KapToYyeKk Ha HOBblE MOCTYMNNEHUA NO| OfHa KapToudka 0,42
CTPYKTYPHbIM MOApa3geneHnsM nocrne TMpaXKMpoBaHWs
86 |3anonHeHMe  KHWKHOro  chopmynsapa:  ykasaHue  wudpa,| OOMH KHUXKHBIN 0,88
WHBEHTApPHOro HoMepa [AOKyMeHTa, amMununm W  MHULMANoB dopmynsap
aBTOpa, €ro Ha3BaHWs, LIEHbI, roga N3gaHust
87 |3anornHeHne KapToYKM MHAMKATOpa Ha AOKYMEHT, HanpaBfsieMbll | OAWH UHOUKATOP 0,88
B KHUIOXpaHEHWe: yKasaHMe WHBEHTAPHOIO HOMepa, aBTopa U
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3arnasug, WwWndpa paccTaHOBKU
88 3anonHexme nepegaToyHOM BEAOMOCTM Ha NapTUIO  HOBLIX | OAWH AOKYMEHT 0,15

NOCTYNMEHUN

Pabota B AC

BbIBOA Ha 3KpaH y4YeTHbIX OopM, pacnedarka: oaHa dopma
89 | nucToB uHAMBMAYArbHOro yvyeTa JOKYMEHTOB 0,05
90 | nepepaToYHOM BEOOMOCTU HOBbIX MOCTYNNEHNN 0,05
91 |kapTo4km ¢ Brbnmorpadunyeckon 3anncblo AN y4eTHOro katanora 0,05
92 | KHMKHOro chopmyrnsapa 0,05
93 | KapTO4KM MHAUKaTOopa 0,05

MpumeyvaHue: K HopMaM BpeMEHU NPUMEHSAOTCSA NOBbILAOLWNE KOIPDULNEHTDI:

- MpU cocTaBneHnn Gubnmnorpaunyeckoro ONUCaHNA Ha AOKYMEHT, Ha TUTYNIbHOM FIUCTE KOTOPOro YacTUYHO
OTCYTCTBYIOT AaHHble Anst Gubnunorpaduyeckon anmcm - 1,13;

- npu 6ubnmotevHom obpaboTke: KMHOPOTOPOHOOOKYMEHTOB - 1,21; HOTHbIX, KapTorpadn4eckmx,
nsomsgaHun - 1,15, cneymnanbHbIX BUOOB HAYYHO-TEXHUYECKOW NUTEpaTypbl U OKyMeHTaumm - 1,10;

- npu pabote C OOKYMEHTaMM Ha WHOCTPaHHbLIX SA3blkax, MPU OpraHuM3auuM u BeOeHWM KpaeBegoyecKoro
katanora (kapToTekun) n GUbNMOTEYHOro KaTanora Ha MHOCTPaHHOM si3bike - 1,15.

4.4, Pabota ¢ oHoom

4.4.1. Pabota no npmemMy AOKYMEHTOB

Tabnuuya 67
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mMepeHnst BPEMEHM,
MU/H.
1 2 3 4
1 |lNpvem gOKYMEHTOB B CTPYKTYPHbIX NOgpa3aeneHusx:
2 |npuem [JOKYMEHTOB W3 OTAena KOMMIEKTOBaHUA, CBepka C| ofHa napTtus 90,0
COMpoOBOAUTENBHLIM MaTepuanom
3 |peructpaums HOBbIX MOCTYNNEHUA Mepuogudecknx usgaHun, | oauH OOKYMEHT 0,4
npocTaBrieHne OTMETKN B PEMMCTPALMOHHON KapToTeKe
4 |npocTaBneHve LWTEMMNens CTPYKTYpPHOro nogpasferneHus  Ha| OAuH OOKYMEHT 0,26
OOKyMeHTe
Mogbop [OKYMEHTOB Ansi pacCTaHOBKU B POHAE:
5 |nogbopka [OOKYMEHTOB MO KlacCUUKALMOHHLIM  MHOEKCaM, | OOVH OOKYMEHT 0,52
ABTOPCKOMY 3HaKy
KoucyanaHTnmoc www.consultant.ru Crpanvua 160 n3 224

Hafe)XHafa npaBoBas noaaepxXkKa



Mpukas MunkynbTypel Poccum ot 30.12.2014 N 2477
"O6 yTBEpXXAEHUN TUMOBbIX OTPACNEBbIX HOPM TpyAa Ha paboTsl,
BbINOSIHSEMbIE B HML...

[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

6 |nonGopka OOKYMEHTOB No doopmaTy, MHBEHTAPHbLIM HOMepam OAVH AOKYMEHT 0,36
7 |nopbopka NEpUOAMYECKMX M3OaHMI MO andaBuUTy Ha3BaHWSIM, | O4WH OOKYMEHT 0,5
rogam, Homepam
8 |nopbopka cneuBraoB HOPMATUBHO-TEXHUYECKOW JOKYMEHTALMM NO | OAWH OOKYMEHT 0,36
Knaccam, nogknaccam, rpynnam, noarpynnamM, WHBEHTapHbIM
HoMepam
PaccraHoBka 6ubnmoteyHoro oHaa:
9 |paccTaHoBKa OOKYMEHTOB Ha cTennaxax B| OAWH OOKYMEHT 0,52
cucTemMaTUyecku-angaBMTHOM Nopsake
10 | paccTtaHoBKa JOKYMEHTOB Ha cTennaxax B| OOVH OOKYMEHT 1,3
hopMaTHO-MHBEHTapHOM Nopsiake
11 |paccTaHoBKa MNEpUOAUNYECKUX wn3daHui No andaBuTy Ha3BaHWK, | O4VH AOKYMEHT 0,52
rogam, Homepam
PacctraHoBka  HOPMAaTMBHO-TEXHMYECKOW  OOKYMEHTauMm Mo | OAWH OOKYMEHT
Knaccam, nogknaccam, rpynnam, noarpynnam, WHBEHTAPHbIM
HOMepam
KonunyecTtBo AOKYyMEHTOB B noabopke:
12 |1-5 0,52
13 |6-10 52
14 |11-15 0,88
PacctaHoBka A4OKYMEHTOB Ha MWKPOHOCUTENSIX B MHBEHTApHOM M| OAWH OOKYMEHT
HyMepaLMOHHOM MOpSAKe:
15 |npoBepka NPaBUNIBHOCTU PACCTAHOBKM OOKYMEHTOB B OTAENbHbLIX | OAWH OAOKYMEHT 0,5
MaccmBax poHaa
16 | nepenBuxeHue (NepeHeceHne) LOKYMEHTOB Ha CBOOOAHbIE MeCcTa | OAWH OOKYMEHT 0,4
17 |odopMneHne MNOMOYHLIX pasgenurTenen; HanmcaHue MnomoYHbIX OAWH 10,0
pasgenutenen pasgenurenb
[NpumMeyaHme: K HopMam BPEMEHN NPUMEHSIOTCA MOBbLILLAOLWLNE KOIPDULMNEHTDI:
- Npu nogbope N paccTaHOBKE KMHO(POTOPOHOOOKYMEHTOB - 1,2;
- Npv nogbope 1 paccTaHOBKE HOT, KapTorpadmyeckux, nsonsgadui - 1,5;
- Npu paboTe ¢ JOKYMEHTaMU Ha MHOCTPaHHbIX A3blkax - 1,15.
4.4.2. Pabota no coxpaHHOCTK hoHaa
Tabnuuya 68
N HaumeHoBaHWe npouecca, onepaumn. Coctas paboThbl EpuvHnua Hopma
n/n n3MepeHusi BpEMEHW,
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MWH.
1 2 3 4
MpoBepka 6GmMbnmMoTeyHoro oHaa:
1 |HanucaHMe KOHTPONbHOro TanoHa Ha LOKYMEHT, YKa3aHWe Ha HeMm OAVH TanoH 3,0
WHBEHTaApHOro Homepa, wwudpa, damunum, UHULMANoOB aBTopa,
3arnaeug, roga, MecTta usgaHus, LieHbl, Mecta XpaHeHusi
2 | MapKknpoBKa KOHTPOSbHbIX TanoOHOB: YCTAHOBKA, FAe yYTEeH AaHHbIN OAVH TanoH 8,0
OOKYMEHT (Y4eTHbIN KaTanor, UHBEHTapHasi KHura), npocTaBrneHmne
Ono3HaBaTesibHOro 3Haka
Moabopka KOHTPOMbHbIX TANOHOB: OJVH TaroH
3 | No nHBEHTapHbLIM HOMepaMm 0,1
4 | no andasuTy hamunnii aBTOpOB UK 3arnaBui 0,1
5 | no knaccugukaLMoHHOMY NHAEKCY 0,1
6 |cBepka KOHTPOSbHbIX TaNMOHOB C WMHBEHTAPHOW KHWUIOW, OTMETKa OAWH TanoH 2,0
NPOBEPKN Ha TarloHE N B KHUre
7 |cBepka KOHTPOSbHbIX TarOHOB C Y4YeTHbIM WKW andasBuTHbIM, OfOVH TarnoH 3,0
Tonorpaduryeckmm KatanoramMmu, OTMETKa Ha TanoHe 1 B kaTanore
8 |nmpocmoTp  pOpMblI  MHAMBUAOYANbHOTO  y4eTa, BbISIBIEHWE | OAWH OOKYMEHT 3,0
OOKYMEHTOB, He MpoLueLmx NPoBEpPKU
9 |cocTaBneHne KapTovkM Ha JOKYMEHT, He NpoLleLni NPoBEPKN OAWH OOKYMEHT 3,0
10 |nouck OOKYMEHTOB, He Mpoweawunx npoBepKy, MO pasfnyHbIM | OOUH OOKYMEHT 20,0
y4YyeTHbIM popMaM, KapToTekam, KypHarnam, KHWKHbIM Nofkam
CocTtaBneHuve cnucka HegocTarLWmUx B POHAE JOKYMEHTOB OLVH CMUCOK
KonunyectBo 4OKYMEHTOB B CMUCKE:
11 |1 0,78
12 |2-10 8,3
13 |11-25 19,3
OT60p OOKYMEHTOB A1 U3bATMA 13 hoHaa
[MpocMOTp AOKYMEHTOB Ha NpeaMeT U3bsaTUs 13 poHaa: OOVH JOKYMEHT
14 | HenpoUIbHbIX 3,1
15 | pybneTHbIx 1,6
16 |ycTapeBLUMX NO COAEPXKaHUIO 3,1
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17 | BeTxux 0,88
18 | manoucnonb3yembix, HEMCNONb3yembIX 2,6
lMoaroToBKa AOKYMEHTOB K aKTUPOBaHWIO:
19 |nogbopka AOKYMEHTOB B MapTuM MO MpUYMHaAM U3bATUSA, CBEpKa C| OAWMH OOKYMEHT 0,36
KHWXHBIM (hOpMYyNapom
20 |nopbopka KHWXKHbIX (OPMYNSAPOB Ha [OOKYMEHTbl B Mopsake | oauH hopmynsip 0,42
WHBEHTapPHbIX HOMepPOB, andasuTa, XypHanbl - M0 rogam wu
HOMepam
COCTaBIEeHMNE CMM1CKa K akTy BblObITUA (Nepegayn), noacyeT obLen OOVH aKT
CYMMbI, OPOpMIIEHNE aKTa; noralleHne WUHBEHTapHOro Homepa u
wtemnens 6ubnmoTekn Ha QOKYMeHTe; NOALUMBKA aKTOB
KonunyectBo 4OKYMEHTOB B CNUCKeE:
21 |1 0,78
22 |2-10 7,8
23 |11-25 19,3
MogroToBka 4OKYMEHTOB B Nnepenner:
24 |oTbop [OOKYMEHTOB ANnd Mepenrieta; npoBepka COCTOSHWUA | OAWH OOKYMEHT 3,0
OOKYMEHTa; 3anoriHeHue (CBepka) KHWKHOro doopmynsipa
25 |nogbopka KOMMMEKTOB, CBs3Ka B Nadkun; opopMreHne JOKYMEHTOB | OOUH AOKYMEHT 2,6
Ona nepegayu B nepenner
26 |NoAroToBKa AOKYMEHTOB K BOCCTAHOBMEHMIO: Noabop AOKYMEHTa, | OAWH OOKYMEHT 10,0
aHanorM4yHoro  MoBpeXOeHHOMYy, OodopMreHMe 3aka3a Ha
KonvpoBaHue
27 |npveM 3akasa nocre KOnuvpoBaHWS, NpoBepKa KayecTBa KOMWK; | OAWH OOKYMEHT 7,0
noaroToBKa AOKYMEHTa K nepenneTty
28 |npveM [OOKYMEHTOB M3 MepenneTta; cBepka MOCTYNUBLUMX W3 | OAWH OOKYMEHT 7,0
nepenneta [OOKYMEHTOB C KHWKHbIM popmMynapoM, npoBepka
KayecTBa nepenneTa; BOCCTAHOBMEHWE 3arfasud; HanucaHue
Wwndpa Ha Apnblke, KopeLuke A0KYMeHTa
MoaLwwBka raseT 1 TOHKUX XXYPHanoB.:
29 |onpepeneHve opmaTa, BrOXeHMe KOMMMEKTa XypHanos B nanky OAHa nanka 3,0
HY>XHOro hopmaTa, 3aBs3blBaHME; BblHECEHME LLMpa, Ha3BaHUS,
roga u3gaHusi, HOMEPOB XXYPHAIioB Ha OBMOXKKY U KOPELLOK Nanku
30 |packnagka raseTbl MO Ha3BaHWUAM, MpoKanbiBaHWe, BMOXeHWe B OofHa nanka 50
KapTOHHYl0  0Bnoxky (nmanky), npoLHypoBKa, oOdopMreHue
0obnoxkn (HasBaHue, rog, HoMep, MecsL,)
Menkuin peMoHT dooHAaa:
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31 |nogknerka OOKyMEHTa, KapMallKoB, SIPfblKOB, BOCCTaHOBIEHWE OAHa nanka 20-5,0
3arnaBuin N UHOW PEMOHT

O6GecnbinueaHve doHaa:

32 |obecnbinMBaHMe oHZa C MOMOLLLIO Mbiriecoca; obecnevyeHue | ogHa Meponornka 12,0
paboyero Mecta TEXHUYECKMMW CPeacTBamMu:  MblIeCOCoM,
pabousMm  CTONMUKOM, CTPEMSIHKOW, BeApOM;  NnpoBefdeHue
obecnbinvBaHKs, 3aHecCeHMe TeXHUYECKUX CpeacTtB B MecTa
XpaHeHus

33 | py4yHoe obGecnbinvBaHWe oHaa; obecredyeHne pabodero mecrta | ogHa Meporoska 9,4
TEXHUYECKUMU CPEACTBAMU: CTPEMSIHKOW, pabouMM CTOMUKOM,
TENEeXKoW, BeApoMm, TPAMKamMu; NPOTUPKa, 3aHECEHUE TEXHUYECKUX
CpencTB B MecTa XpaHeHUs

MpumevaHue: K HopMaM BpeMeEHM NPUMEHSAIOTCSA NOBbILLAOLWNE KOIPDULNEHTDI:
- Npu py4HOM obecnbinuBaHnM OOHAA HOTHbLIX, KapTorpaduyeckmx, nsomsgaHnm - 1,2;
- Npy obecnbinMBaHNN C NOMOLLILIO Nbiriecoca - 1,3.

4.4.3. N3yyeHne BubnmoTeyHoro poHaa

Tabnuuya 69
N HanmeHoBaHune npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHusi BPEMEHM,
MUH.

1 2 3 4
MoarotoButenbHasa paboTa No n3yyeHnto GubnuorteyHoro doHaa:

1 |cocTtaBnenue nnaHa paboTbl MO MU3yyYeHunto GubnmoTevHoro dooHaa OAVH MnnaH 10,0
(4actn cponga)

2 |nogrotoBka WMHCTPYMEHTapus MO u3yyeHuto GubnuotevHoro| opHa Tabrnvua 10,0
doHOa; cocTaefneHne Tabnuubl NO  pasfMYHbIM  acrnekTam
n3yyeHns

3 |nogbopka Oubnuorpaduyecknx nocodbuin, MHPOPMALMNOHHBLIX | OAHO nocobue 10,0
CMUCKOB Ansi npoBefdeHust paboTbl MO M3ydeHuo GubnmnoteyHoro
doHaa

4 | npoBefEHNE WHCTPYKTaXa ANs NpoBedeHus paboT Mo M3yYeHuio OAVH 10,0
OmbnmnoTteyHoro goHaa WHCTPYKTaX
Bubnuorpaduryeckoe nsyyenme 6ubnuotevHoro hoHaa
OsHakomnieHe c¢ cogepxaHnem 6Gubnuorpaduyeckoro nocobusi,| ogHo nocobue
MHGOPMALIMOHHOIO CrMcKa Ans NpoBeAeHus paboTbl MO N3yYeHUHo
OmbnmnoTteyHoro gooHaa
KonunyecTBO Ha3BaHWN B NOCOOUMU:
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5 |1-25 15,7
6 [26-50 34,0
7 |51-100 68,0
Ceepka kapTodkM kaTanora c 6Gubnuorpadmyeckum OnMMcaHWEM | OAHa KapToyka
OOKYMeHTa, YyKasaHHOro B Nocobwun; OTMEeTKa O Hanu4imu
OOKyMeHTa B poHAeE:
8 |andaBuTHbIN kKaTanor 2,0
9 | cucTemaTMyecKuin katanor 5,0
10 |cocTaBneHue 6mMbnMorpadn4eckoro onMcaHns Ha OTCYTCTBYIOLLME | OfHA KapToyka 2,6
B 61MBnvoTeke AOKYMEHTbI
MpocMOTP HaMOMHEHUSI CUCTEMATMYECKOrO KaTanora B pasfuyHbIX | OfHa KapToyka
acnektax (no oOTpacnsM 3HaHus, Bugam, rogam U Opyrum
acrnekTam); conocTtaBneHune Nony4YeHHbIX JaHHbIX c
TEeMaTUKO-TUMONOrMYecKNM (nepcnekT1BHbLIM) nnaHom
KOMMMEKTOBaHUS; YTOYHEHWEe, BHECEeHWe KOpPeKTMB B MnaH
KOMIMMEKTOBaHMS
KonnyecTBo kapTo4ek B SILLMKE:
11 |1-500 43,0
12 | 501 - 1000 85,0
13 | 1001 - 2000 173,0
Cratnctnyeckoe nsyveHme 6ubnmortevHoro hoHaa:
14 |3anonHeHne craTUcTuUdeckux Tabnuy (No cocTaBy, AMHaMMKe M| oAHa Tabnuua 10,0
CTENEHN MCnosb3oBaHMs BUBNMOTEYHOro hoHOA) Ha OCHOBaHWUU
YYETHOMN JOKYMEHTauum
15 |pacuyeT nokasartenen KHUroobecneydeHHOCTH, obpallaemocTy, oavH 4,0
YMTaEMOCTH nokasaTternb
16 |cnnowHoOW npoCMOTP AOKYMEHTOB Ha cTennaxax, MnogacdeT no| OAVH AOKYMEHT 0,84
KHWKHBIM ¢hopMyrsipam Unv NMCTkam Cpoka BO3BpaTa KonmyecTea
KHUroBblaa4
17 |mapkupoBKa HeucnoribdyemMon 4yactu ¢oHAa B 3aBUCUMOCTU OT| OAVH OOKYMEHT 0,26
MPVYYH, BbI3BaBLUMX HU3KYHO obpallaemMocTb
18 | 3anonHeHune Tabnuubl MHTEHCUBHOCTHU ncrnonb3oBaHUsa | ofHa Tabnuua 50,0
OmbnmnoTteyHoro goHaa
CocraBneHve u aHanua Tabnuy no u3ydeHuo OubnmnoTeyHoro
doHaa
CocTaBneHue Tabnuubi:
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19 | no cocTtaBy, pa3B1TUIO U UCNOMb30BaHNIO bMbNMoTeyHoro dhoHaa ogHa Tabnuua 63,0

20 |mo cTeneHn wncnonb3oBaHWst OHAA B pas3nNUyHbIX acnektax (B| ogHa Tabnuua 68,0
oTpacnesoM, No BUAam U3faHun U MHbIM acnekTam)

21 |no ob6bemy Hencnonb3yeMon u manocnpaluMaemon Yyact poHga | ogHa Tabnuua 63,0
N NpUYMHaM ee HakonmneHus

AHanus Tabnuupl:

22 |no cocTaBy, pa3BUTHIO U NCMOMb30BaHMIO BUBNMoTEYHOro hoHaa ofHa Tabnuua 56,0

23 |no cTeneHu uMcCMonb3oBaHUS (POHAA B pasnUyHbIX acrnektax (B| oaHa Tabnuua 56,0
oTpacneBoM, Mo B1uaam U3gaHun 1 NHbIM acrnekTam)

24 |no cocTaBy U BENUYMHE HEUCMONb3yeMOn M ManocnpalinmBaemMon | ogHa Tabnuua 60,0
4yacTtu CbOHp,a M npunvynHam ee HakonmeHua

25 | cocTaBneHwe nnaHa MeponpuATUIA peanusaumm NpeanoXeHuin no OAWH nnaH 161,0
pesynbTatam usyvyeHus gpoHaga

MpumeyaHue:;

- BPEMSI MPOBEAEHUSI MHCTPYKTaXKa B HOPMY BPEMEHMW HE BXOAMT;

- Npn paboTe C JOKYMEHTaMW Ha MHOCTPAHHbLIX A3blkax K HOPMaM BPEMEHU MPUMEHSETCS MOBbILLAOLLUIA
koadppuumeHT 1,15,

4.5. O6cnyxunBaHue yMtaTenen

4.5.1. PaboTta c yntatenem

Tabnwuuya 70
N HanmeHoBaHue npouecca, onepaumun. CoctaB paboTbl EavHnua Hopma
n/n n3mMepeHnst BPEMEHM,
MU/H.
1 2 3 4
3anuck yntatend B 6ubnmoTexy:
1 |npocmoTp [OOKYMEHTOB u4uTaTens (nacnopT, YAOCTOBEPEHWE, | OOWH uuTaTenb 2,0
MOPYYUTENBLCTBO); MPOBEPKA HanMunst y4eTHO-PerncTpaumMoHHON
KapToOukM  uuTaTens; Bbldadya aHkeTbl [AOfs  3arnoSfiHeHUs
nonb3oBaTenemM C MNOAPOOHbIM MOSCHEHMEM MO  3arnOSIHEHUIO
nonen
2 |3anonHeHve dopMynapa 4uTaTens, Y4eTHO-perucTpauuoHHOW | OAWMH YuTaTenb 2,0
KapTO4KM, YNTaTENbCKOro buneta
3 | o3HakomneHue yuTtaTens c npasunamm Nnonb3oBaHUA | OOVH YMuTaTenb 5,0
OmbnunoTtekon, pacnonoxeHmem oHAa, CrpaBOYHbLIM annapaTomMm,
3MNEKTPOHHBIMW pecypcamu (ayguMoKHUraMu, yganeHHbiMu 6asamu
OaHHbIX, AUuCcKaMu, unbmorpadmen)
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nogbopka M pacctaHoBKa Mo andasuTy damunuii ynTatenew
YYETHO-PEermcTpaLMoHHbIE KAapTOYKN

OfHa kapTouka

0,26

MepeperncTpaums YiTaTenei:

nouck dopmynspa (pPerucTpaumMoHHOW  KapTO4Ku)
BHECEHWE U3MEHEHUI B HUX W YMTaTENbCKU bunet

ynTartend,

OOWH 4nuTaTesb

12,0

3anucb (nepeperucTpaums) yuMtatenenm B aBTOMaTU3UPOBAHHOM
pexume:

Habop Ha KnaeuaType CBEAeHW O uuTaTtene: amunusa, ums,
OTYECTBO, XapakTepusyloliMe ero npusHakm (oBpasosaHue,
CcreumanbHOCTb M UHble MPU3HAKK), Ko

OOWH 4YnTaTenb

6,0

KOHTPOJIb 3a BO3MOXHbIM Hann4ymnem [OaHHbIX O 4uTartene,
3anucasliemcs B OmbnunoTteky (paHee 3anucaH, NUWEH npasa
nonb30BaHns)

OOWH 4YnuTaTenb

1,0

ohopMneHre koda YntaTens ¢ KOHTPOSbHbIM Pa3psiaoM U CPOKOM
Nonb30BaHUS uYUTaTenbCkMM OWUMEeToOM Ha OCHOBe BblgaHHOMW
nHdopmauum

OOWH 4YnuTaTenb

0,52

BbIBOJ Ha NPUHTEP CBEAEHWI O 3anucaBLUEMCSsI YiTaTene B BUAE
OnaHka, Bblpe3aHne GnaHka 1 BKrerka ero B Yntatenbckum bunet

OAVH 4YnTaTelb

1,3

PaboTta gucneTtyepckon crnyxobl;

10

npuem uuTaTenbckoro TpeboBaHuWs;
3anoniHeHuss  TpeboBaHUsi,  YTOYHEHue
OOKYMEHTOB; OTMeTka B AMCMeTYepcKoun
TpeboBaHWs B KHArOXpaHeHne

npoBepka MNpPaBUbHOCTM
MecTa  XpaHeHus
ceTke, nepedava

0fOHO
TpeboBaHue

2,0

BbinonHeHne TpeboBaHuin notpebuTtenen, Bolgaya AOKYMEHTOB U3
OCHOBHOTO KHUIOXpaHEHUS:

11

nony4yeHue TpeboBaHus, perncTpaums, nogdopka 1x rno wugpam

0OHO
TpeboBaHue

3,0

12

MOWCK OOKYMEHTa, OTMEeTKa Ha TpeboBaHUW, KHXKHOM POpMyInsipe,
OucneT4epcKon ceTke

0OHO
TpeboBaHue

50

13

yCTaHOBJlTIEHUe MecCTa HaxoxaeHud HeHangeHHOro OOKyMeHTa no
CNpaBOYHbIM KapTOoTEeKaM, KaTanoram

0OHO
TpeboBaHue

7,0

14

Bbldaya [OKYMEHTa W3 oTAena KHUroxpaHeHusi noTpebuTento;
OoTMeTKa Ha KHUXHOM chopmynisipe, TpeboBaHus

OOVH OOKYMEHT

2,0

15

npuHATME  OOKyMeHTa OT I'IOTp66VITeJ'IFI; MOUCK  KHWMXKHOIO

dhopmynsipa, TpeboBaHus; noraweHne OTMETKU O Bblgayu

OOVH OOKYMEHT

3,0

Bblgaya KOMMNEKTOB [AOKYMEHTOB BO BPEMEHHOE MONb30BaHWE
nogpasgeneHnam onbrmoTeku:

16

O(*)OpMJ'IeHVIe 3aABKM Ha KOMMJIEKT OOKYMEHTOB, nepe,u,aBaeMbu?l B
CTPYKTYpHOE noapasgerneHue

O[Ha 3asBKa

50

KoHcynbTaHTIINIOC
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[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

17 |nopgbop [OOKYMEHTOB B  KOMMMEKTbl; HanucaHue BTOPOro| OAWH LOKYMEHT 40,0
aK3emnnApa KHWKHoro popmMynsipa (MHgukaTopa)

Bblgaya KOMNMNEKTOB [AOKYMEHTOB, OTMeTKa Ha KHWKHOM | OAWH OOKYMEHT
dhopmynspe (nHaukaTope) aatbl Bblaauu, OaHHbIX
nogapasgeneHus, nonyyarLwero KoMnnekT

KonnuyectBo OOKYMEHTOB B KOMMIIEKTE:

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

MonyyeHne  KOMMMEKTOB  OOKYMEHTOB  OT  CTPYKTYPHbIX | OAMH KOMMMEKT
nogpasgeneHuin; MOoUCK KHWKHOro opmynsapa  (wHavkatopa),
norawieHne OTMETKM O Bbigaye, BIIOXKEHNE ero B JOKYMEHT

KonnuyecTBo OOKYMEHTOB B KOMMJIEKTE:

21 |25 6,8
22 |50 13,5
23 1200 108

O6cnyxuBaHue ymtaTenen B YitanbHOM 3arne:

24 |npoBegeHne KoHcynbTauun, 6ecen C yvMTaTensMu y KaTanoros, ogHa 10,0
KapTOTEK, KHWXHbLIX MOSIOK; MHPOPMMNPOBaHNE YMTaTENEN O HOBbIX | KOHCYSbTaLms
NOCTynneHusx, o paboTe SNEeKTPOHHOro Kartanora, CTaHuun
camoobcenykuBaHmsi, 0 paboTe C SMEeKTPOHHbIMU pecypcamm
yoaneHHblix 0a3 AdaHHbIX, O BO3MOXHOCTSIX paboTbl B JIMYHOM
kabnHeTe Ha cante OWONMOTEKM, O MOMb30BAHUN [ETCKOMN
KOMHaTOoMn

Monbop OoKymMeHTOB B nogcobHOM (hoHAE u4MTarbHOro 3ana, | OAWMH AOKYMEHT
nepenaya Ha kadeapy Bblgauu:

25 | no TpeboBaHuto ynTaTensi 3,0
26 | Mo ycTHomy 3anpocy 3,0
27 | no onpegeneHHon Teme 3,5

Mon6op AOKYMEHTOB Mo y4yebHOW nporpaMmMe Ha OCHOBAaHWM | OOWH KOMMMEKT
MakeTa KOMMNJeKTa JOKYMEHTOB, BbiAaBaeMbIX CTygeHTam, nogbop
y4eBHMKOB MO oakynbTeTaM, Kypcam, rpynnam; CBepka KHKHbIX
hopMynApOB C Ha3BaHWEM KHUT, MHBEHTaPHbLIMW HOMepamu

KonnyectBo OOKYMEHTOB B KOMIMJIEKTE:

28 |10 4,0
29 |20 8,0
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30 (40 16,0

31 |Bblgaya OOKYMEeHTa: CBepKa BbldaBaeMoro [OOKyMeHTa C| OAUH OOKYMEeHT 2,0
YnTaTenNbCKUM Tpe6OBaHMeM; npoBepKa Hann4ina CTpaHuL;
BHeCeHMe 3anncn Ha 4YnTaTeslbCKOM Tpe6OBaHVIVI (KOHTpOJ'IbHOM
J'IMCTKe), BMOXEHWE B YnTaTENBLCKUIA DUNET; paccTtaHOBKa, OTMEeTKa
KHUroBbliga4in

Bbigava OOKYMEHTOB: CBepKa BblaBaemMoro [OOKyMeHTa C
YnTaTeNbCKUM Tpe6OBaHMeM; npoBepKka Hannyna CTpaHul;
CKaHupoBaTb ynTaTenbCKUn OUneT, CKaHUpoOBaTb BblaaBaeMble

KHUIK; oTMeTKa KHUroBblgauu; oTMeTKa CTaTUCTUKN
noceLaemocTu:
32 |npuvHATME OOKYyMeHTa: cBepka ero ¢ TpeboBaHMem (KOHTPOMbHbIM | OOUH AOKYMEHT 2,0

FINCTKOM), MpOBeEpKa COXPaHHOCTW AOKYMEHTa, Hanuumsi CTpaHuL,
BHECeHWe OTMETKMN O Npueme

33 |nonyyeHne [OOKYMEHTa, 3aka3aHHOro uuTateneMm B OTAene| OAWH OOKYMEHT 0,5
KHUroXpaHeHua

34 |nepegadya OOKyMeHTa, CAAHHOrO  yutaTtenem, B  OTAen | OOVH OOKYMEHT 1,0
KHUroXpaHeHus

OT160p 1 nepegava LOKYMEHTOB Ha KONMUPOBAHUE;

35 |oTbop MAOKYMEHTOB (OTAENbHbLIX CTaTel) ANd nepegadn Ha| OAWH OOKYMEHT 5,0
MUKPOUIbEMUPOBAHNE U KONMUPOBaHUE

36 |MoAroToBKa [OOKYMEHTOB K KOMWPOBaHWMIO, OOPMIIEHME 3akasa, | OAWH OOKYMEHT 3,0
permcTpaums B y4eTHbIX hopmax

37 |nonyyeHve MuKpodubMa M KOMUW, MPOBEPKA MPaBUbHOCTM OAVIH 3aKas3 5,0
BbINOMTHEHUS 3aKa3a

O6cnyxunBaHue ymtatenen Ha aboHeMeHTe:

38 |noabop 4OKYMEHTOB ANS peKOMeHOauun Yntatensam OAVH AOKYMEHT 5,0

Bblgaya gokymMeHTOB uuTaTtento, nouck dopmynsipa uvTaTtens, | OavH AOKYMEHT
yKkasaHMe cpoka BO3BpaTa, MpoBepKka Hanmuuusi CTpaHwuL;
obcnyxuBaHune

Bblgaya [OOKYMEHTOB: CBepka Bbl4aBaeMoro [AOKyMeHTa C
ynTaTenbCkUM  TpeGoBaHWEM; NpOBepka Hanuuus  CTpaHuL;
CKaHMpoBaHue ynTaTeNbCKOro ounerta; CKaHMpoBaHue
BblJaBaeMOW KHUIM; pacriedyaTka KOHTPONbHOTO JiMCTKa C
yKasaHMeM Ccpoka BO3BpaTa M CNuUcka BblAaHHLIX KHUM;, OTMETKa
KHUroBbl4auyu; OTMETKa CTaTUCTUKM NOCELLaeMOCTH:

39 | B3poChnbIX 2,7

40 |peten 3,2

41 |npoBegeHune Gecedbl C 4uTaTenemM, MHPOPMMPOBAHME O HOBBLIX | OOMWH YMTaTeElb 50
NOCTYMNEHUAX
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MonyyeHne [OKyMEHTA OT 4uTaTens;
npvemMe, npoBepka HanuuuMs CTpaHuL,
dopmynsipa; obcnyxmBaHue:

BHeECeHne OTMEeTKM O
BITOXX€HNEe KHWXKXHOro

OOVH OOKYMEHT

yyuTatena; BHeCeHne OTMEeTKM O NpoasieHUn CpoKa Nnofib3oBaHUA

42 | B3pocCnbIX 1,8
43 | peTten 5,0
44 | npoaneHne cpoka Monb3oBaHWS OOKYMEHTOM; Mouck cphopmynspa | oguH popmynsap 3,0

I'Ipmmeanme: K HOpMaM BpeMeHN NPUMEHAOTCA NoBbillakoLline KOS(’.t)CbI/ILLMeHTbIZ

- Npu 0BCNYXMBaHUM YuTaTenemn KMHopoToPoHOAOKYMEHTaMK - 1,2;

- Npy 06CNY>XNBaAHUN YATaTENEN HOTHBIMU, KapTorpaduyeckumn, nomsganHusimm - 1,15;
Hay4YHO-TEXHNYECKOM

- npum 06CJ'Iy)KI/IBaHI/II/I yuTaTenemn cneunanbHbiIMM  BUOaMU

JOKymMeHTauum - 1,1;

- Npu paboTe ¢ 4OKYMEHTaMWU Ha MHOCTPaHHbIX A3blkax - 1,15.

4.5.2. BHyTpeHHsAs paboTa

nuTepartypbl U

Tabnuua 71
N HanmeHoBaHune npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHusi BPEMEHM,
MUH.

1 2 3 4
MNoaroToBka K Bblgade:

1 |pacctaHoBka OPMYNSIPOB uuTatenen (nNo cpokam, Homepam, | oguH chopmynsip 1,0
andaeuty)

2 | paccTaHoBKa caaHHbIX AOKYMEHTOB B DOHAE OTKPbLITOro AocTyna OAVH AOKYMEHT 2,0

3 |paccTaHoBKa cAaHHbIX AOKYMEHTOB B DOHAE OCHOBHOMO XpaHeHUs | OAWH OOKYMEHT 3,0

4 |nopgBegeHne uToroB paboTbl 3a npowenwni AOeHb, BHeceHue exeaHeBHO 15,0
3anncu B JHEBHUK

5 |nogGop AOKYMEHTOB MO NMpeABapuTEnbHbIM 3aka3am untatenewm v | OgvH OOKYMEHT 3,0
nraHam YTeHus

6 | NpPOCMOTP HOBLIX MNOCTYMEHUN AN peKoMeHaauun ymtaTensam OQVH AOKYMEHT 2,0

7 | MPOCMOTP U MOMOMHEHME KHWDKHBIX BbICTABOK, SLLMKOB CBOOOAHOMO | OAWH OOKYMEHT 3,0
BbIOOpa KHUI, TEMaTUYECKNX MOSOK U CTENnaxemn

8 |nogrotoBka pabo4yero mecra eXeHEeBHO 10,0
PaboTa c dhopmynsapom umtatensi:

9 |aHanu3 ¢opMynaApoB uuTaTeENEen, BbISBNEHWE YMTaTENbCKMX | OOMH hopmynsap 4,3
NHTEpPEeCcoB

KoucyanaHTnmoc www.consultant.ru Crpanvua 170 n3 224

Hafe)XHafa npaBoBas noaaepxXkKa



Mpukas MunkynbTypel Poccum ot 30.12.2014 N 2477
"O6 yTBEpXXAEHUN TUMOBbIX OTPACNEBbIX HOPM TpyAa Ha paboTsl,
BbINOSIHSEMbIE B HML...

[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

10 |cocTaBneHne KapTOYKM OMsl KapTOTEKUM YUTaTerbCKUX WMHTEPECOB; | OAHa KapToyka 0,86
COCTaBreHne Cr1cKa YNTaTernbCknux UHTEPECOB - 1 3anuch

11 |3anucb B opmynapax (UMHbIX [OKYMeHTax) O pesynbTatax| ofgHa 3anucb 3,6
aHanu3a YTeHus 3a onpegerneHHbIn nepuog

12 |3anucb B [AHEBHMKE OMONMoTEKapss O [OUMHAMWKE YTEHMS M| OgHa 3anuch 9,2
WHTepecax yuTatens (rpynnbl YutaTenemn)
PaboTa c untaTensiMu, He BO3BPaTMBLUMMWN JOKYMEHTbI B CPOK:

13 |npocmoTp u oT6op hOopMynApOB 4YMTaTenen, He BO3BPATUBLLUMX | OAMH hOpMynsip 1,0
OOKYMEHTbI B CPOK

14 |HanucaHue OTKPbITOK-HAaNnoOMMWHaAHUA O BO3BpaTe [OOKYMEHTOB;| oguH chopmynsp 6,0
OTMEeTKa AaTbl HaNOMUHaHUA Ha oopmynsape

15 |onosewieHne (Mo TenedoHy, SNEKTPOHHOW MOo4YTE) uuTatend, He| oguH hopmynsp 50
BO3BpPATMBLLENO AOKYMEHTbI B CPOK; OTMETKA AaTbl HANMOMUHAHUA B
dopmynspe
KoHTponb 3a cpokamm BO3BpaTta OOKYMEHTOB B
aBTOMaTU3MPOBAHHOM pPEXUME:

16 |BbIBOA Ha MpPUHTEP MO YCMOBUSIM CNUCKa duiTaTenenm u| oAHa 3anucb 0,16
aboHeHTOB-3a40MKHNKOB

17 | cocTtaBneHune cnmcka 3agormKHUKOB ojHa 3anucb 0,16

18 |pacnevaTka Ha MpPUHTEPE HAMOMMHAHUSA abOHEHTaM W YnTaTensaM| OAHa 3anucb 2,2
0 Cpoke Bo3BpaTa (agpec, Ha3BaHust B3ATbIX 4OKYMEHTOB)

19 |u3bATME 13 6Gasbl JaHHbIX CBEAEHWIN O 3aHATOCTM BO3BpALLEHHbIX | O4Ha 3anucb 0,4
OOKYMEHTOB
OdbopmneHne noncka 3agormKHUKOB Yepes cya:

20 |cHATME konuu C dopmMmynsapa uuTaTens; YTOYHEHWe aBTopa, | OAWH OOKYMEHT 2,7
HasBaHMS, WHBEHTApPHOIO HOMepa, LUeHy [JOKyMeHTa, He
BO3BPALLEHHOIO B CPOK; MNEepeyncrnieHve rocrnowfinHbl  3a
ohopMIeHMEe UCTIONHUTENBHbIX HAANWCEN; Nepegada gena B cyq

21 |nonyyeHne ” odOpMIeHMe [OOKYMEHTOB W3 HOTapuanbHOW | OAWH OOKYMEHT 2,7
KOHTOpbl (NPOCTaBfEeHME HOMEepa pac4EeTHOro Cc4eTa, HOMep
WCMNOMHUTENBHOW Hagnucu)

22 |cocTaBneHMe akTa Ha onnaTy 4Yepe3 CyA YTEepPsIHHbIX JOKYMEHTOB | OOWH OOKYMEHT 2,7
(MpunoxeHue K akTy - hopmynap ymTartens)
lMprem [OKYMEHTOB B3aMeH YTEPSIHHbIX:

23 |nouck uuTaTenbCcKoro popmynspa; BHECEHUE COOTBETCTBYHOLIEN | OAWH OOKYMEHT 10,0
3anncn B opMmynsp, TeTpafdb YYeTa KHUM, MPUHATBIX B3aMeH
YTEPSAHHbIX

24 | npocmOTp AOKYMEHTa, NpeanaraemMoro B3aMeH yTEepPSHHOIO OLVH JOKYMEHT 2,0
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Pabota ¢ oTkasamu:

25 |yyeT wu knaccudmkauma  OTKa3oB: OTMETKa Ha  JIUCTKe OoAHo 1,6
ynTaTenbCcKoro TpeboBaHUs NPUYMHY OTKa3a TpeboBaHue

26 |paccTtaHoBKa ynTaTenbCKUX TpeboBaHui B KapToTeKy OAHO 0,32
"Heyo0BMEeTBOPEHHLIN cripoc” TpeboBaHue

27 |aHann3 OTKa3oB, COCTaBrieHMe CBOAKW OTKa3oB B OTpacrieBOM OAVH OTKa3 1,0
paspese (N0 npuvyMHamM oOTKasa M Mepam WX NUKBMAALUN WU
npeaynpexgeHns)

28 |cocraBneHne 6MGNUOrpacnyecKkoro OMNMCaHUsi Ha [OOKYMEHTbI, ofHo 2,0
nuMerolme Haubornbllee YMCNO OTKA30B, M MNepefadva KapToyku B | Gubnvorpaduye
OTAEen KOMMMEeKToOBaHUA CKOe onucaHue

4.5.3. BHecTauuoHapHoe obcrnyxmBaHue

Tabnuua 72
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHusi BPEMEHM,
MUH.

1 2 3 4
OpraHuzaunsa GubnmoTeYHbIX NyHKTOB, NEPEABMKHbLIX OMONMOTEK:

1 |3aknoyeHne gorosopa mexagy 6ubnuoTekon u opraHuMsaumen, rge| OAWH JOroBop 270,0
OyOeT ocyLecTBNATLCS BHECTAUMOHApHOE 06CcnyXmBaHme

2 | oopmneHue bopmynsipa GUGNMOTEYHOIO NYyHKTa oavH dopmMynsp 13,5

3 |odhopmneHne nankm ¢ gOKyMeHTamu (4OroBop, AOBEPEHHOCTb Ha OAHa nanka 13,5
nonyyeHne KHur, popmynapos OMONNOTEYHOro NyHKTa, OTYETOB)

4 |cocTaBneHne Ccxembl pasmelleHus OuBNMOTEYHbIX MYHKTOB Ha oJHa cxema 126,0
TeppuTOopuM ropoaa, panoHa

5 |cocrtaBnenve rpacumka obmeHa [OOKYMEHTOB, HaxOOAWMWXCA B| oawH rpadumk 18,0
OMONMOTEYHBIX MyHKTaX, NepeaBkHbIX Grubnunorekax

6 |cocTtaBneHune nnaHa MeToan4YecKon MOMOLLIN OJWH nnaHa 46,0
onbnmnoTtekapsiM-o0LLECTBEHHUKAM

7 |odopmneHne oObsSIBNEHUss O AHAX W vacax paboTwl OfHO 12,0
BMBIMOTEYHOrO NyHKTa, NEPEABWKHON BUBNMoTEKM obbaBneHne
Mogbop KOMMMEKTOB OOKYMEHTOB And OMONMOTEYHOro MnyHKTa,
nepeaBwxHOM BMBNMOTEKN
Mopbopka KommnrekTa LOKYMEHTOB OAWH KOMIMMEKT
KonunyectBo 4OKYMEHTOB B KOMMMEKTE:
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8 |10 15,0
9 |30 45,0
10 | 100 148,5
11 |Bblgava OOKyMeHTa B OMOGNMOTEYHBLIN MYHKT, OTMETKA B KHWKHOM | OOWH LOKYMEHT 2,0
dopmynsipe gaTbl Bblgayn, HOMepa nyHKTa
12 |3anucb B dopmynsip OuBNMOTEYHOro nyHKTa gaTbl BblgavM| oOgHa 3anuch 1,0
OOKYMEHTOB, KONMMYecTBa BbldaHHbIX W  BO3BpalLEHHbIX B
cTauMoHap AOKYMEHTOB
13 |paccTaHOBKa  KHWXKHbIX  (QOPMYNSIpOB B KapTOTEKy  3a| OOMH KHUXHBIN 0,4
pasgenuTenem curfbl  BMBNMOTEYHOro MyHKTa, nepenBuXHON dopmynsap
BubnunoTekn, BHyTpU No andasuTy pammnmn asTopos
14 |npvem [OOKYMEHTOB U3 OUBNMOTEYHOro nyHKTa, nepenBViKHOW | OAWH AOKYMEHT 1,6
O6ubnmnoTekn: nNpoCTaBreHNe OTMETKM O TpueEME, BIOXEHNEe
dopmynsapa B JOKYMEHT
4.6. O6cnyxmnBaHue no mexoundnmoreyHomy aboHemeHTy (MBA)
Tabnuuya 73
N HanmeHoBaHune npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHusi BPEMEHM,
MWH.
1 2 3 4
O6cnyxunBaHue ymtatenen oubnmortekn no MBA:
1 |perucTtpauus ymtaTtens, nonbaytowerocs MBA OJVH YnTaTenb 1,35
2 |3anonHeHve O6naHka-3akasa, MPOCTaBIEHNE PErucTpaLMOHHOro OAWH 3aKka3 2,2
Homepa, gaThbl
3 |yTouHeHMe YyKasaHHbIX 4uTaTerieM CBedeHWn O 3aka3aHHOM OVH 3aKa3 1,6
OOKYMeHTe, LUenuM 3anpoca, WCTOYHWKE, OTKyda MOomnyYeHbl
cBefeHus
Bbubnunorpaduyeckas popaboTka 3aKkasa; YTOYHEHUNE
ombnmnorpadun4eckmx CBeAEHNI:
4 | N0 cnpaBoOYHbIM U3gaHNSAM 27,0
5 | npu nomoLun aBTOMaTU3MPOBaHHbIX CPEACTB 0,22
6 |npoBepka Hanuuus 3anpallMBaemMoro AOKyMeHTa B Oubnuotekax | OgvH OOKYMEHT 10,2
ropoga, obnacTu, perMoHa, B TOM Yucrie MO CBOAHLIM KaTanoram
7 |HanpaBneHve 6naHka-3akasa C NPOCTABNEHHON OTMETKON O[VH 3akas 0,27
(wtemnenem) "B ropoge HeT" B OTpacneBOW, YHMBEPCArbHbIN
UeHTp unu B OubnuoTteky (opraH uWHgopMauun) no LaHHbIM
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CBOAHbIX KaTanoroB

8 |3anuck cBeaeHuit o HanpaeneHun 3akasa no MBA (HaumeHoBaHue | ofHa 3anucb 1,4
6ubnuoTtekn, gata) Ha 06opoTHON CTOpOoHe BnaHka 3akasa

9 |nomelleHVe GnaHka-3aka3a B "KapToTeky 3anpocoB untartenen no 0AHO 0,32
MBA" 3a pasgenutenem "3anpocbl no MBA, HanpaBneHHble B| TpeboBaHue
apyrue oubnuotekn"

10 |npvem OOKYMEHTOB, npucraHHelx no MBA; pacneyatka| ogwvH OOKYMEHT 3,8
GaHoeponu, npoBepka COCTOSHUS [AOKYMEHTOB, OTMETKa AaTbl
nonyyYyeHuss M HasBaHuUs OWOMMOTEKM, BbICMABLUEN [OKYMEHTbI,
WHBEHTaApHOro HOMepa, Cpoka MOoNb30BaHUS;  pa3MecTUTb
GnaHk-3aka3 u3 pasgena kaptoteknm "3anpocel no  MBA,
HanpaBsrneHHble B Apyrne bubnuotekn" B pasgen "lNonyveHHble no
MBA n3gaHus"

11 |onoBeLlleHne YnutTaTens o Nosiy4eHun 3anpoLLeHHOro AOKYMEHTa U | O4HO U3BELLEeHNe 1,35
CpOKe MoNnb30BaHUs UM

12 |Bblgava YnTaTento nonyyeHHbIx No MBA JOKYMEHTOB B YATANbHOM | OAWH AOKYMEHT 1,0
3ane (B cnyxebHom nomelleHun 6ubnvoTekn);  cBepka
BblJaBaeMoro JokyMeHTa ¢ 6naHKkoM-3aka3oMm, npoBepka Hanuyms
CTPaHUL, N COCTOSIHME [JOKYMEHTa, OTMEeTKa Bblgayu

13 |npvem [oOKymMeHTa OT uuTaTens B 4uTanbHOM 3are; CBepka| OAWH OOKYMEHT 0,5
OOKYyMEHTa C 4YacTblo OnaHka-zakas3a, MpoBepka COXPaHHOCTU
OOKyMEHTa, OTMeTKa O npueme, MOMELLEHNE [OKYMeHTa B
crneumanbHO BblaeneHHoe MecTO (3aKpbIThbil LWKad)

14 |n3BnedeHve GnaHka-3akasa M3 KapTOTEKM, 3anuncb cBedeHun 00| OguH NUCTOK 1,0
oTnpaBke u3gaHMsa (gaTa, HOMEp MO4YTOBOrO oOTnpaeneHus);| TpeboBaHus
nepectaHoBka nuctka w3 pasgena "lMonydeHHble no MBA
nsganuns" B pasgen "BosBpalleHHas nutepatypa”

15 |noarotoBka K oTnpaBke [OKYMEHTOB B| OOWH OOKYMEHT 3,6
GunbnunoTteky-onagoaepKaTenb 3aka3Hon OaHOeponbio; yrnakoBKa
Gangeponuv, B3BELUMBAHWE €e, HakNemBaHve Mapku (ecnn Het
LEHTpanu3oBaHHOW onnaTtbl MEepecbinkn), HanucaHue agpeca,
cocTaBrieHne onuncu

16 |pabota c oTKasamu; npu nonyyeHumn oT OAWH OTKa3 1,03
onbnunoTtekn-poHOoAepKaTensa usBeweHna o6 oTkase uvnm
3a0€epXKKe BbIMOMHEHNUsT 3arnpoca: W3BMEYEeHWE W3 KapTOTeKu
OnaHka-3akasa, ykasaHue Npu4MHbl U AaTtbl OTka3a Ha 06OpOTHOM
CTOpPOHe, nepecTaHoBka w3 pasgena "3anpocbl no MBA,
HanpaBrieHHble B Apyrne 6ubnunotekn" B pazgen "OTkasbl no MBA"

17 |coobuieHne B oTaen obcnyxuBaHMA O MOMyYeHuM oTkasa (gata, OOVH OTKa3 1,35
npuynHa)

O6cnyxuBanne aboHeHToB No MBA

lNpuem 3akasos:
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18

Mpu OTCYTCTBUN HOMEpa aboHeHTa Ha BnaHke-3akase nNpoBepka Mo
kapToTeke aboHeHTOB, aGOHMPYeTCA NN AaHHasi opraHM3auus

OOVH OTKa3

1,0

19

opraHusaums aboHupyeTcs: npocTasneHune HoMmepa Ha
GnaHke-3akase, CBepka agpeca, Ha3BaHus opraHusauum, damunnm
oTBeTcTBEHHOro No MBA, BHeCEHME U3MEHEHWI B KAPTOYKM

OOVH OTKa3

3,6

20

nepeuyHoe obpalleHne aboHeHTa B TeKyLLEM rody: npocTaBneHue
B KapTouyke roa obpalleHus, aaty

OOuH oTKa3

3,6

21

odhopmneHve aboHeHTa (opraHu3aumsa paHee He aboHMpoBanach):
npuceoeHne  abOHEHTY  HOMepa,  3anofiHeHWEe  KapTOuKu
pernctpaumn aboHeHTa MBA wu pasgenutensa (dopmynsp),
yKkaszaHuWe MOSfHOro HavMMEeHOBaHWs  GubnuoTekn, MOYTOBOro
agpeca, TenegoHa, pamunmn, UMeHn, oT4ecTBa OTBETCTBEHHOTO
nvua, gaTbl OTKPLITMSA 1 HOMepa aboHeHTa

OWH abOHEeHT

5,0

22

paccTaHOBKa PErMCTPaLMOHHBIX KapToYeK B KapTOTEKY

ofHa KapTouka

0,32

23

ohopMmneHve  wmsBelleHns ana  aboHeHTa  (CTaHgapTHoe
nsseLleHne o6 OTKpbITUM aboHeMeHTa); 3anpoc HegoCTalLnx
CBG,IJ.GHVIVI ana KapToTekn TunoBbiM NMCbMOM

OQHO n3BelleHne

1,6

24

nposepka NpaBuIIbHOCTH 3anoHeHNs 6naHka-3akasa,
3a[0/MKEHHOCTN aboHeHTa, NpocTaBneHMe Ha obopoTte 1-1 vyactm
OnaHka-3akasa (CTp. 2) CBOero wTemnens v gartbl MnonyveHus
3akasa B pybpuke "CnykebHble OTMETKM 6ubnuotekapsa" npu
BbINOSTHEHUN N NEpPeHanpaBfeHnn 3akasa B CTPOKe "panoH, ropos”

OAVH
OnaHk-3aka3

3,8

25

nepegada Ha y4yacTok paboTbl C OTka3aMu  HenpaBUIIbHO
0dOpMIIEHHbIX 3aKa30B N 3aka3oB abOHEHTOB-3a40IKHMKOB

oauH 6bnaHk

0,43

26

WwndpoBKa 3aka3oB abOHeHTOB; nogbopka 6GnaHKoB-3aka3oB MO
andasuTy, NPOBEPKa HaNM4Msa AOKYMEHTa No kaTanory

oauH 6bnaHk

2,7

27

MOAroToBKa [AOKYMEHTa K Bbldaye: CBepka [JOKyMeHTa C
6GnaHKoM-3aKka3oM, MNPOBEPKA HanMUuusi CTPaHWUL, W COCTOSIHUS
OOKyMEHTa, NpoCcTaBreHne Ha GnaHke-3akase Wwudpa JOKYMEHTa,
yKkasaHWe MHBEHTaApHOrO HOMepa, KONMMYECTBa OOKYMEHTOB, AaTbl
BblJauu; MpocTaBneHune wwTemMnenss Gubnuotekn ¢ HasBaHWeEM W
MoOYTOBLIM 3PECOM, YyKasaHue Cpoka Bo3BpaTta, NpocTaBleHue
Homepa GaHaeponv BHM3Y

OOWH OOKYMEHT

14

28

MocTaHoBKa 3akasa Ha o4yepedb (B criyvyae 3aHATOCTU u3gaHus);
oTnpaBka U3BeLLEeHUs] aBOHEHTY

OfVH 3aKas

1,6

29

nepedada msgaHus Ha KonuvpoBaHue (MpW 3akase Ha parmMeHT
n3gaHus: cTaTbs U3 XypHarna, cOopHMKa)

OAVH 3aKas

2,7

30

OTnpaBka [JOKyMEHTOB aboHeHTam: ynakoBka 6aHgeponu,
B3BELUMBaAHWE, HaKMNeMBaHWE MapKku, HanucaHve aapeca,
cocTaBrieH1e onncu

OOVH OOKYMEHT

2,5

31

paccTaHoBka 6naHkoB-3aka3oB (1-s 4acTb) Ha BblAaHHbIE
OOKYMEHTOB (BbICNaHHbIE) B KapTOTEKy 00CNy>XuBaHUsi abOHEHTOB

OOVH OOKYMEHT

0,32
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B pasgen "BblgaHHblie no MBA n3gaHus"

32

6ubnuorpacpuyeckas gopaboTka  HEBLINOMHEHHbIX  3aKa30B;
YyTOYHEeHMe Gubnvorpaduyeckux cBedeHWn Mo  CrpaBOYHbIM
nsgaHuam

OOVH OOKYMEHT

3,2

33

BbiABNEHNE Hann4n4a sarnpaluimsaemMoro JoKymMmeHTa B GubnunoTtekax
ropoga, permoHa

OOVH OOKYMEHT

10,2

34

odhopmneHve 3akasa K nepeHanpaBneHuo B apyrue 6ubnmoteku;
ykazaHne Ha OOOpOTHOM  CTOPOHE  MpUYMHbLI U AaTbl
nepeHanpaBrneHus, OTMETKM O [MpoBEpPKE MO CrpaBOYHbIM
n3gaHuaMm, curnbl 6ubnuoTtek-cpoHaooepKaTenen No CBOAHOMY
kaTanory

OQVH 3aKa3

2,7

35

oTnpaBka aboOHEeHTY M3BELLeHUs O MepeHanpaBfieHnn 3anpoca ¢
yKkazaHmem 6ubnuoTteku, B KOTOPYIO OH HanpasreH

OQHO n3BelleHne

1,6

36

perMctpaumsi oTkasa B Y4YeTHbIX ¢popMax; oTrnpaBka aboOHEeHTY
6naHka-3akasa B criy4ae HEBO3MOXHOCTW BbINOMHEHUSA C OTMETKON
O NMpu4YMHe OTKasa B COOTBETCTBYHOLLEN pybpuke

OfVH OTKa3

3,6

37

NpMeM [OKYMEHTa, BO3BPALLEHHOTrO abOHEHTOM; MONy4eHne Ha
no4yte, pacnevyatka 6aHaeponu, NPOBEPKA COCTOSIHWS JOKYMEHTA,
n3BrneyeHne 0OnaHka-zakasa U3 KapTOTEKM  ODCnyXuBaHus
aboHEeHTOB, yKa3aHMe Ha Hem p[aTbl Bo3BpaTa [OKYMEHTa,
nepectaHoBka 6naHka-sakasza B pasgen  "BosBpalieHHas
nutepatypa"

OOWH OOKYMEHT

3,2

38

KOHTPOJIb 3a CpPOKaMWh MnoSib30BaHNA [OOKYMEHTOB, BbIABIIEHUE
OOJIKHUKOB, HanpaslieHne HaNoOMWHaHWI

OOVH OOKYMEHT

1,6

BbinonHeHne pabot B AC:

39

dopmmpoBaHme 0asbl OaHHbIX 006 aboHeHTax no
COOTBETCTBYIOLLEN hOpMe, BBOA MHGOPMALIMM O HOBOM aboHeHTe

OOuH abOHEHT

5,4

40

nouck B 6ase gaHHbIX cBedeHun 06 aboHMpoBaHMM OpraHu3auum;
BHECEHMNE N3MEHEHUI

OOuH abOHEHT

3,6

41

BBOA MHpOpMaLMK O Npreme 3aKka3oB OT abOHEHTOB

OOuH abOHEHT

0,27

42

BBOA MWHJoOpMaUMM O nMepeHanpasneHUn 3akasa, BblBOA Ha
NPUHTEP MU3BELLIEHMS O NMepeHanpaBneHn 3akasa

OOuH abOHEHT

1,6

43

BBO4 [aHHbIX O MOCTaHOBKE 3aka3a Ha oyepedb; CoobLLeHWe
aboHeHTy

OJuH abOHEHT

1,6

44

perucTpauusi BblOaHHbIX aBOHEHTYy [OKYMEHTOB, MpOCTaBrieHue
Cpoka Bo3BpaTa

OOVH OOKYMEHT

2,7

45

yaaneHne n3 Mmaccmea AaHHbIX O BO3BpaLlEeHHOM OOKYMEHTE

OOVH OOKYMEHT

0,16

46

KOHTPOJIb 3a CpOKaMu BO3BpaTta [AOOKyMeHTa: MNOUCK U OT60p
OaHHbIX B NaMATU MalWHbl O 3aAO0JmKHUKaX, BbiBOA Hy)KHOVI
VIH(*)OpMaLI,VIVI Ha TMpuHTEep, pacnedyaTtka CrNMUCKOB C YyKa3aHneM

OauH abOHEHT

2,7
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agpeca aboHeHTa

4.7. MaccoBasi paboTta

Tabnuua 74
N HaumeHoBaHuWe npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHusi BPEMEHM,
MWH.

1 2 3 4

MoaroToBKa MaccoBbIX MEPONPUATUI

OnpepeneHve Tembl, COoCTaBa ayauTOpPUKM, OTBETCTBEHHOIO 3a OfHO

MeponpusiTue B  LEMNOM, COCTaBfneHWe nraHa MOAroTOBKM |  MeponpusTue

MEeponpusaTnsa, BOMPOCOB Ans  obcyxaeHws, npurnawexHve

KOHCYINbTaHTOB, NEKTOpoB, noabopka [OKYMEHTOB MO Teme

MEPOMNPUATUSA; OpraHM3aumns BbICTaBKU nuUTepaTypbl, anbbOMOB;

OonoBellleHMe uuTaTenenm o MeponpusaTunm  Yepes  acuwm,

nybnukaumm B nevatn, NO paguo, TenNeBuUAEHWIo, 4epe3

AMNEKTPOHHYIO pPaccChbifiky; BbISIBIEeHME BbICTynawwux; nevatb U

pacnpocTpaHeHne npurnacuTenbHbIX OunNeToB, W3roToBMAEeHUe

PEKBM3UTOB,  KyKOM,  AeKopauui,  KOCTIOMOB;  NOArOTOBKA

NMoMeLLeHNs; NpoBedeHMe COBELLaHUa MO uToram MnoAroToBKM U

npoeeneHus MEepPOoNpUSTIN, odopmrieHne npoTokona,

cocTaBneHme U1 onybnukoBaHMe  WUTOTOB  MPOBEOEHHbIX

MEpPONPUSATUN;
1 |umTaTenbckasi KoHpepeHUms 4900,0
2 | nuTepaTypHO-XyOOXKECTBEHHbIA BeYep, Be4ep OTPACNEBON KHUIN, 3340,0

auenyT
3 | Bevep BOMNPOCOB N OTBETOB, YCTHbIN XXypHan 2600,0
4 | kny6 no nHTepecam 2600,0
5 | oeTckuin yTpeHHUK 3900,0
6 | BUKTOpWHA, KOHKYPC, Urpa-nyTreliecreme 3900,0
7 |BbICTaBKM OETCKOro TBOpYEcTBa 2280,0
8 |nuTepatypHo-nosHaBaTenbHoro 3aHatMa o 30  4enosek 1800,0

(rpynnoBoro)
9 |ypoka TBOpYecCTBa (MacTep-knacca) 960,0
10 |komaHgHowm urpbi-kBecTa (cBbiwe 30 yenosek) 4800,0
11 |kBecTa ansa ogHown rpynnel o 30 Yenosek 2400,0

OpraHusaumsi KHKHbIX BbICTABOK
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CocTaBneHve nnaHa opraHuM3auum W NpoBeaeHVst BbICTaBKK,
BbISIBNIEHWE U OTOOP AOKYMEHTOB; MOArOTOBKA COMNPOBOAUTENBHON
OOKYMEHTaUMKN K BbICTaBKe; CO3faHune XyOoXKEeCTBEHHOro NpoekTa;
MOHTaX BbICTaBKM;, OpraHMsaumsi MHGOPMaLMOHHO-PEKNAMHON
paboTbl No

nonynspusaunm BolCTaBkK; NoasedeHne NToros paboThbl

TemaTtudeckne  BbiCTaBkM  0bLLEONONMOTEYHOrO  MacluTaba,

opraHuayemble Ha hoHaax GubnuoTeku:

O[Ha BbICTaBKa

KonunyecTtBo 3KCnoHaToB:

12

1-50

560,0

13

51-100

1120,0

14

101 - 200

2240,0

BbicTaBkm no  onpegeneHHom
opraHusyemble

oTpacnM 3HaHWM UM Teme,

Ha cdoHae Gmnbnunoteku

O[Ha BbICTaBKa

KonunyecTtBo aKCnoHaToB:

15

1-50

310,0

16

51-100

940,0

17

101 - 200

1920,0

Ha cdoHpe otaoena

O[Ha BbICTaBKa

KonunyecTtBo aKcrnoHaToB:

18

1-25

180,0

19

26 - 50

360,0

20

51 -100

720,0

BbICTaBK/, MOCBSILLEHHbIE XU3HU U OESATENbHOCTU BbIAAIOLLMXCH
nogen ("nepcoHanun”)

O[Ha BbICTaBKa

KonnyecTtBo 3KCNoHaTOB:

21

1-10

47,0

22

11-25

110,0

23

26 - 50

210,0

BbicTaBku Ha nonkax crennaxen

O[Ha BbICTaBKa

Konun4ecTtBo aKCnoHaTOB:

KoHcynbTaHTIINIOC

www.consultant.ru

Hafe)XHafa npaBoBas noaaepxXkKa

Crpanvua 178 n3 224



Mpukas MunkynbTypel Poccum ot 30.12.2014 N 2477
"O6 yTBEpXXAEHUN TUMOBbIX OTPACNEBbIX HOPM TpyAa Ha paboTsl,
BbINOSIHSEMbIE B HML...

[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

24 |1-5 25,0

25 |6-10 44,0
BbiCTaBkM HOBbIX MOCTYMINEHNI O[Ha BbICTaBKa
KonnyecTtBo 3KCnoHaToB:

26 [1-25 40,0

27 |26 -50 72,0

28 |51-100 160,0
Pa3paboTtka n anpobaunsi nporpaMM 3aHATUIA U TPEHMHIOB (BbIOOP | OAHO 3aHATHE
TeMbl, NOA6Op NUTepaTypbl, COCTaBNEHNE NNaHa 3aHsaTun, nogdop
MaTepuana, aHanu3 npoBefeHHbIX 3aHATU, gopaboTka):

29 | MaccoBoe 3aHAaTne 3000,0

30 | rpynnoBoe 3aHATHE 1500,0

31 | mHamBMayanbHoe 120,0
MpoBegeHne 3aHATUS (NOArOoTOBKA, penetuumsi, MNpoBedeHWne, | OAHO 3aHATUE
ybopka nomeLleHuns);

32 | MaccoBoe 3aHATne 300,0

33 | rpynnoBoe 3aHATuE 210,0

34 | HanBuayanbHoe 90,0
Urpbl-kBECTbI (nuTepaTypHble, npocopreHTaUNOHHbIE, ofHa
TemaTtumyeckme) urpa-keecrta

35 |nogrotoBka wurpbl-kBecTa: BblIGOp Tembl, nogbop nuTepaTypsl, 300,0
HanMcaHWe CueHapusi, U3roTOBNEHWE KOCTIOMOB W [AeKopauui,
nogbop npeaMeTHOro psida, COCTaBNeHWe MonoXeHuss 00
Urpe-KBeCTa; pacchifika NpurnaweH1in n cnucka nutepartypsbl, coop
3asBOK; 3aKynka npu3oB; oopMIIEHNE U NeYaTb CepTUdOMKATOB U
rpamMoT, NyTEeBbIX JIUCTOB; OPOPMIIEHNE BbICTAaBOK AETCKMX paborT,
paboTa Xiopu KOHKypca B pamKax KBecTa, peneTnumm

36 |npoBefeHMe: nNOArOTOBKA MOMELLUEHUA CTaHUWA, npoBeneHune 480,0
Urpbl-KBeCTa, yOOpKa NoMeLLeHns
Peknama 61bnuoTekn; paboTta no nNpuBreYeHNIo YnTaTenemn:

37 |noAaroTtoBKa peknamHoro cooblleHnss B nevatb, MO paauo, ogHa 420,0
TeneBnaeHuo o paboTte onbnuoTtekn, ocobeHHoCTAX | nybnukauus,
OYHKUMOHNPOBAHUS pasfiMyHbIX NoapasgeneHvin, HoOMeHKnaTtype OfHO
ycnyr, npegocTaBnsiemMblx 6GubnvoTekomn cooOLLeHne

38 |nogrotoBka nnakata o AeATenbHOCTU GUBNnoTekn (BblGop TeMB, OOVH nnakaTt 210,0
onpeaeneHne cogepxannsi u popmbl, caaya B neyarb)
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39 |opraHusaumsa  9KCKypcwui; npuem U odopmreHne  3asaBKW, | 0OHa 9KCKypCus 52,0
YTOYHEHUE TeMbI 9KCKYPCUIN U COCTaBa 9KCKYpCaHTOB

BbisiBreHve noTeHumnanbHbIX notpeburtenen
6UbNNOTEYHO-MHPOPMALIMOHHBIX YCIyr BUBNMoTeKn:

40 |npocMOTp npecchbl OOVH OOKYMEHT 6,8
41 | NpoCMOTpP U aHanu3 JOKYMEHTOB KOHKYPUPYOLLMX prpM OAWH OOKYMEHT 52,0
42 |BegeHve KapToTeKM NOTPEOUTENBCKOro pbiHKa ofHa KapTouka 1,3
43 | BCTpeUM C pykoBogMTENAMU hUpM, opraHusaumn, npeanpusaTun ofHo 210,0
MeponpusaTue
MpumevaHue:

- BPEMSI OpraHM3auMn BbICTAaBOK NUTEpaTypbl, NPOBEAEHME MACCOBbIX MEPOMPUSITUIA U SKCKYPCUIA B HOPMY
BPEMEHUN HE BXOOMT;

- K HOpMaMm BPEMEHU NMPUMEHSIIOTCS NOBbILIALWME KOS(PDULMEHTLI: NPY OpraHn3aLmmn Bble3gHOW BbICTaBKM -
1,1; NPV 3KCMOHNPOBAHMMN Ha BbICTaBKE NUTEPATYPbl HA MHOCTPaHHbIX A3blkax - 1,6.

4.8. CnpaBo4yHasi 1 MHpopmaLUnoHHasi paboTta

Tabnuuya 75
N HanmeHoBaHune npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHust BPEMEHM,
MWH.
1 2 3 4
Y4yeT NoCTyNMBLUNX BTOPUYHBIX AOKYMEHTOB (KapTo4ek)
CyMmapHbIl y4eT KapToyek B XKypHare nocTynneHun 1 BolbbiTva B|  ogHa naptusi
perncTpaumoHHbIX KapToTekax
Ymncrno NoCcTynMBLLMX KapTOYeK:
1 (1-110 19,0
2 |111-220 63,0
3 |221-600 160,0
4 | BblSIBIIEHME HEBBIMOJSIHEHHbLIX 3aKa3oB; COCTaBJIEHWE 3asBKM Ha OOVH 3aKas 4,5
HEBbIMOJTHEHHbIE 3aKa3bl
OpraHusaums cnpaBo4HO-6mnbnuorpadgudeckoro annapata (CBA)
MpocMOTp M OTOOP AOKYMEHTOB U3 TEKYLUMX MOCTYNIEHUA Ans
BkrtodeHus B CBA, B TOM YMcne KpaeBeg4YeCcKk i Katanor:
5 |KHura OHa KHura 3,2
6 | cOOpHUK OlHa cTaTbs 2,7
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7 |XypHan O[lHa cTaTbsl 2,7
8 |raserta OAHa cTaTtbs 1,6
9 |6ubnuorpaduryeckoe nocobne ofHa 3anucb 0,5
10 | neTonucb KHWXHBIX, XXYPHarbHbIX U ra3eTHbIX cTaTen OAHa 3anuck 0,83
11 | NPUKHWKHBIA BrubnNuorpadmnyeckuii CNMCok OAHa 3anuck 0,5

CocraBneHue bubnuorpacunyeckor 3anucu ofHa 3anucb

KonnyecTtBo anemeHTOB G1bnuorpadnyeckon 3anmcu:
12 |1-4 3,2
13 |5-6 0,5
14 |7-9 6,0

CocTtaBneHve aHHOTaUWMM, W3yYeHWe [OOKyMeHTa, HanvcaHue | ogHa aHHoTauus

TekcTa:
15 | aHHOTUpOBaHUE KHWUT 260,0
16 |aHHOTUpOBaHWE cTaTemn 156,0
17 |aHanuTuyeckas POCMUCb  XypHamnbHbIX, Tra3eTHbIX CcTaTewn,| OAWH AOKYMEHT 3,8

cbopHuKkoB, Oubnunorpaduyeckmx nocobun: O3HaKOMMEHue C

coAepkaHveM n3gaHusl, CocTaBieHne aHannTUYeCKon pocnmncu

MpocmoTp  MOCTYMMBLUMX  MHPOPMAUMOHHBIX  (BTOPUYHBIX)

OOKYMEHTOB n oTbop nx ans BKIOYEHWSA B

cnpaBoYHo-6ubnuorpaduryecknin annapat (NepBUYHbIA 0TOOP)

MpocmMoTp MHOPMALMOHHBLIX M3aaHUA (B TOM YMCIIE KapTOYKM) M| OfHa KapTodka

oThop M3 HMUX [OKyMEHTOB Ans BkoyeHus B CBA;

cucTemMaTM3auus KapTodek Mo Tunam KaTaroroB M KapTOTek;

npoBepKa MHOEKCOB, pacCTaHOBKA KapToyeK

Yuncno kapTouyek:
18 |1-10 18,0
19 |11 - 100 165,0
20 [101 - 300 490,0

MpocmoTp M oTbop kaptouek B CBA € uenbio u3bATUS WUnn

nepemeLleHns (BTOPUYHbIA O0TOOP):
21 |n3bATME K3 KaTarloroB M KapTOTEK KAapTOYeK Ha [JOKYMEHTbl,| OAHa KapTouka 15

CMUCaHHbIE n3 doHaa; npocMoTp KpaeBegyecKmXx,

Bubnuorpaduyeckmx n akrorpaduyecknx KapToTek, U3bAaTneE U3

HAX  KapTOMEeK Ha  [OOKYMEHTbl, MOTepsiBLUME  LEHHOCTb,

nepeBefEHNE KApPTOYEK B apPXUBHbIE KApTOTEKU (YHUYTOXEHUE);
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BHECEHME OTMETOK B XXypHane y4yeta W pernctpauuoHHOn
KapToTeke
OpraHusaumns rmasHon cnpaBoyHou kaptotekn (ITCK):
22 |npocmoTp M oTOOp [AokymeHTOB pAns  BkoyeHnss B [CK;| oguH OOKYMeEHT 2,7
0dhopMIeHNE KapTOYKU
23 |HanucaHue 1 paccTaHOBKa pasgenurens OaVH 1,7
pasgenurens
Pepaktnposanue 'CK:
24 | nckniodeHne n3 CK kapToyek Ha OOKYMEHTbI, yCTapeBLUME UMM | OfHa KapTouka 5,0
HenpodunbHble, NepeBeeHne UX B apXMBHYIO YacTb (M3bATHE);
OeTanuanpoBaHune pasgenbl
25 | HanucaHue HOBbIX pasgenutenemn OOVH 1,4
pasgenurenb
OpraHusauns kKapToTeKU NepCoHanui:
26 |onpegeneHve u cocTaBrieHe NepeyHs nuy, cBefeHNs O KOTOPbIX | O4UH OOKYMEHT 10,0
OTpaxarTcsa B KapTOTEKE; NPOCMOTP MH(OPMAaLMNOHHBIX U3A4aHURA,
NepBUYHbIX JOKYMEHTOB, OTOOP OOKYMEHTOB ANSA BKIIOYEHWS B
KapToTeky
27 |TexHuyeckas u cogepxaTenbHas obpaboTka OOKYMEHTOB Ans| OOUH AOKYMEHT 2,7
BKITIOYEHMS B KapTOTEKy; pacCTaHOBKa KapTodek no andasuty
dhammnnii aBTOpoB 1 NO BUAaM OOKYMEHTOB
28 |HanucaHue 1 paccTaHOBKa pasgenurenen OOVH 1,4
pasgenurernb
OpraHusauua dakrorpadmyeckon kaptoteku (PK):
29 |onpepeneHne npegmeTa, oObekTa U OCHOBHbIX MPU3HaKoB AMsi| OOWH OOKYMEHT 2.7
oTpaxeHus B OK; npocMoTp AOKYMEHTOB 1 OTOOP ANndA BKIIHOYEHUS
B K, 3aHeceHMe oOTOOpaHHbIX CBEOEHMM Ha  KapTbl
WH(OPMALMOHHOIO MaccuMBa C BHECEHUWEM COOTBETCTBYHOLLNX
OTMETOK B MOUCKOBbLIN MaccuB dhakTorpanu4eckon KapToTekm
30 |pepaktupoBaHme ®K; npoBepka NpaBUNBHOCTU  BHECEHWs | OOWH OOKYMEHT 1,6
CBeEeHWIN 1 yKa3aHuin 06 NCToYHMKax MHdopmaLmm
31 | HanucaHwne n pacCTaHOBKa pasgenurenen OOVH 1,4
pasgenurernb
OpraHusaumst TemaTuy4ecKknx Nnanok ra3eTHbIX BbIPE3OK:
32 | NpOCMOTP ra3eTHbIX BbIPE3OK U UX CUCTEMATM3aLMNS OfHa Bblpe3ka 2,5
33 | obopMneHne BbIPE3OK AN XpaHeHUs B TeMaTuUdecKux nankax;| OfHa Bbipeska 3,2
KpaTKoe onvcaHue UCTOYHMKA, HaKnenBaHue Ha KapTo4ku
34 | crnpaBku no TenegoHy O [AedTenbHOCTU ononunoTeku exeaHeBHO 90,0
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(NpenocTaeneHve nonb3oBaTtensM  WHdopmauuum o  paboTe
OUGNMOTEKN,  KPYXKKOB,  CTYAWA, MNPOBEOEHUS  KOHLEepPTOB;
coefvHeHVe ¢ ApyrMN nogpasaeneHusMm 6ubnuoTekn)

4.8.1. CnpaBoyHo-6ubnuorpadcuyeckoe obcnyxmeaHue

Tabnuua 76

N HaumeHoBaHWe npouecca, onepaunn. Coctas paboThbl EavHnua Hopma

n/n n3mepeHust BpeMeHW!,
MWH.

1 2 3 4
Mpnem Gubnumorpacdmyecknx 3anpocos:

1 |npvem Gubnuorpacpmyeckoro 3anpoca; YTOMHEHMe TeMbl,| OAMH 3anpoc 5,0
LeneBoro M 4YUTaTENbCKOrO Ha3HaYeHUsl, MOSTHOTY WMCTOYHUKOB,

TUNOB, BUOOB N XPOHOJNTOMrMYEeCKNX paMoK 3anpocoB

BbinonHeHne cnpaBok

BbINonHeHne TemaTUYeCKon CnpaBkn; NMOUCK M OTOOP QOKYMEHTOB; | OAHa crnpaBka
cocTaBrneHme 6mubnmnorpamnyeckoro onMcaHus

[MMCbMEHHO; KONMMYECTBO NCTOYHUKOB:

2 |1 3,0

3 |2-5 15,0

4 16-10 30,0
YCTHO; KONNYECTBO UCTOYHUKOB:

5 |1 2,0
BbinonHeHne agpecHo-6ubnuorpaduyeckomn crnpaBku;

YCTaHOBMEHME Hanuuns UM MecTa HaxOXOEHUs OOKYMEHTa unu
€ro 4Yactu B ooHae 6ubnmoTekm
[MMCbMEHHO; KONMMYEeCTBO UCTOYHUKOB:

6 |1 2,0

7 12-5 12,0

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

9 |1 15
BbinonHeHnve  yToudHsiowen — Oubnvorpaduyeckon  CrnpaBKku, | OfHa cnpaBka
yCTaHaBMNMBaloLLEN n (nnn) YTOYHSAOLLEN 3MNEeMEHTbI
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GMGHMOFDGC*)W-IGCKOFO OonncaHuda, KOTopble OTCYTCTBYKOT WK
MCKaXXeHbl B 3anpoce Yyntartens

MMCbMEHHO; KONNMYECTBO UCTOYHMKOB:

10

1

2,7

11

2-5

14,0

12

6-10

27,0

YCTHO; KONMYECTBO UCTOYHUKOB:

13

1

1,6

BbinonHeHve pakTtorpadmyeckon Ccrnpaeku, ycTaHaBnuBaloLLen
KOHKpETHble CBEdEHUs O TexX WM WUHbIX 0ObekTax, CobbITUsX,
npoueccax, gartax

ofHa cripaeka

NMMcbMeHHO; KONNMYECTBO UCTOYHMKOB:

14

2,7

15

13,5

16

2,7

YCTHO; KONUYECTBO MCTOYHUKOB:

17

1

1,6

KoHcynbTaumsa y cnpaBo4YHo-6mubnuorpaduryeckoro annapara

18

MpoBepoeHne OGecegbl 00 oOpraHmMsaumMmM W UCMNONb30OBaAHUM
pasnMYHbIX 4YacTel CnpaBoOYHOrO annaparta, Mo MeToauke
ombnunorpaduyeckoro noncka

ofHa
KOHCYNbTaLms

10,0

BeneHune poHOa BLINOMHEHHLIX CNPaBOK:

19

oTbop cnpaBok Ans ooHAa, pasnoXeHue nNo namnkam (KoHBepTam);
odhopMIeHre crnpaskm (3annck B TeTpadb ydeTa)

ofHa cripaBka

0,5

20

COCTaBlieHNne KapTo4YkM AOnAa apxuBa, YyKasaHue nopAankoBoro
HOMepa, TeMbl, AaTtbl BblAa4yu; YCTAaHOBKA KapTOYKW B KapTOTEKY
apXuBa BbINOJIHEHHbIX CNPaBOK

oJHa KapToyka

2,7

PaboTbl B pexxume AC:

21

dopmupoBaHue rnaBHoW cnpaBoyHon kaptoTekn (FCK); BBog B
6a3y [daHHbIX aHanMMTUYeCKOM pPOCMUCK  ra3eTHOXYpPHarbHbIX
cTtaten, cCOOpHUKOB

oJHa KapTouyka

2,0

22

MoUcK 1 oTGop BUGNMOrpaddUYECKOI 3anncK Mo yCrioBUsSIM

OQHa KapTo4ka

2,7

23

BbIBOJ] Ha 9KpaH GubGnuorpaduyeckoit 3anucu WUnu OTAemnbHbIX
cBeleHWiA; pacneyartka

OQHa KapTo4ka

1,0
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4.8.2. bubnvorpadunyeckoe MHOOPMUpPOBaHUE

Tabnuuya 77

N HaumeHoBaHWe npouecca, onepaunn. Coctas paboThbl EovHuua
n/n n3mepeHus

Hopma
BPEMEHM,
MWH.

1 2 3

4

BhisiBneHue MHd.)OpMaLI,MOHHbIX I'IOTpe6HOCTel71 cneunanncToB
MEeTOA4OM aHKeTUpPOBaHUA:

1 |onpepeneHne  KOHTUHreHTa  notpebutenen  nHboOpmauuy; OAVH

paspaboTka 3asBkM AOnNS  onpegeneHvs  MHAPOPMAaLMOHHLIX |  noTpebuTtenb
notpebHocTen (3anpocoB); pacchbifika (pacnpoCTpaHUTb) 3asBKu;
obpaboTka NONMyYeHHbIX 3asBOK; COCTaBneHnme Ha 0Oase
Nnony4YyeHHbIX AOaHHbIX KapTOTEKNM KOHTUHIEeHTa n0Tpe6|/|Tene|7|
NHdopMaLM 1 X MHHPOPMALIMOHHBIX NOTPEeBHOCTEN (3anpocoB)

34,0

BbisiBneHne WHMOPMALMOHHBLIX MOTPEOHOCTEN CneumanucToB Ha
OCHOBE aHan13a nnaHoBO-OTYETHOW LOKYMEHTALMN:

2 |oTbop, Wu3yyeHMe, aHanuM3  OTYETHbIX  [OKYMEHTOB  W| OAWH OTYETHbIN
dhopmurpoBaHue TEMaTVKM CNpaBOYHO-MH(OPMALIMOHHOIO AOKYMEHT
06CcnyKMBaHUS B pasHbIX pexxmmax

24,0

3 |pacnpegeneHne  TematMdeckmx — pyobpuk  MHAOPMALMOHHLIX | ogHa pybpuka
notpebHocTten no nogpasgenennsim, y4acTByHOLUM B
CnpaBoOYHO-NHGPOPMaLIMOHHOM 0BCMYXMBAHUM

2,7

3aknoyeHne ¢ aboHeHTamyn [oroBopa Ha WMHEMOOPMAaLMOHHOE
obcnyxunBaHue;

4 |aHanuM3 fQaHHbIX O  3aMHTEPecoBaHHOCTM  aboOHEeHTOB  B| OOWH AOroBOP
MHDOPMAaLIMOHHOM OBCNYXMBaAHUM U pexumax M3bupaTenbHoro
pacnpocTpaHeHUss M PETPOCMEKTUBHOrO MoWUCKa; 3akmoyeHne U
nepecMoTp AoroBopa

2300,0

dopmmpoBaHne cetn abOHEHTOB CUCTEMbI M3OMpaTENbHOro
pacnpocTtpaHenns nHcpopmauum (UPN):

5 |onpeaenenne KOHTUHreHTa aboHeHTOB cuctembl MPW; BbisiBneHne | oauvH aboOHEHT
TUMOBBLIX W MHOMBMAOYalbHbIX 3anpocoB abOHEHTOB; M3y4deHue,
Knaccudmkaumns, MHOEKCMpOBaHME 3anpocoB; BBeAEHNE AaHHbLIX O
3anpocax B apeCHYI0 KapTOTEKY

34,0

NopgrotoBka curHanbHOro onoeeLleHnsa B cucteme VIPA

BhisiBneHue, NPOCMOTPp WU OT60p mMaTtepuanos u3 TEeKyLKnx OQHO
I'IOCTyI'IJ'ISHVIVI; pacnpepnenexHne OT06paHHbIX maTtepunanos wu3 onoselwjeHne
TeKyLnx I'IOCTyI'I.I'IeHI/II7I no aboHeHTam

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

MoproToBka NOAGOPOK CUrHANbHLIX OMOBeELLeHNI B cucteme VIPA

3anonHeHve 6naHka-3akasa Ha TUPaXWpOBaHWE; pPerncTpaums 04HO
MOCTYMNMBLUMX KOMWiA, MPOBepKa MX KayecTBa W IK3EMMISPHOCTW; |  OMoBeLLeHue
3anonHeHne ConpoBOANUTENBHON AOKYMEHTauum

KonunuyecTtBo 3anpocos:

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

MpocmoTp n oT6op AokymeHTOB Ans BBoga B AC

MpocMoTp MaccuBa NOCTYNMBLLMX LOKYMEHTOB; OTOOP AOKYMEHTOB | OAWH AOKYMEHT
COOTBETCTBYIOLLIEN TEMATMKN N BBeAeHUE B 6a3y AaHHbIX AC

OT160p NEPBUYHDBIX JOKYMEHTOB:

13 |1-50 290,0

OT160p BTOPUYHbBIX JOKYMEHTOB:

14 |1-50 110,0
15 |noaroToBka KapToukM ans paboymx kaptotek IPU 0HO onucaHue 2,7
16 |nogrotoBka TpadapeToB C kapTodkamu MPW ona TupaxupoBaHna | oguH Tpadapet 1,4

KoppekTupoBka BbIXOAHbIX Tabynsrpamm:

17 | ocHOBHOM psAA o[Ha 3anvucb 2,7

18 |BcrnomMoraTenbHbIv YKkasaTenb o[Ha 3anvucb 1,6

19 |pepakTpoBaHMe BbIXOAHbIX TabyndrpamMm 1 odOpMIIEHME | OfHa 3anucb 4,2
OOKYMEHTOB

20 |Hape3aHue, pacnevyaTka NogbopoK Ha OTAENbHbIE ONMMCaHUS OHO onucaHune 1,6

KoppektupoBka cuctembl VIPU no pesynbTatam aHanusa kapTt
obpaTHowm cBA3K

OGpaboTka 1 aHanu3 KapTbl 06paTHON CBSI3W; BHECEHME OLIEHKU ofHa kapTa
CUrHanbHOrO  OMOBELUEeHMsS B  Y4YETHyl0 KapTy abOoHeHTa;
KOPPEKTMPOBKA CUCTEMbI Ha OCHOBE aHanuaa KapT obpaTHoM
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CBA3N

KonunyecTBo Ka pT:

21

1-7

70,0

22

8-10

75,0

23

11-15

80,0

24

16 - 20

85,0

Bblgaya JOKyMEHTOB Mo 3anpocy:

25

BbISIBIIEHNE W OTOOP [OOKYMEHTOB (M34aHMs) MO 3anpocy B
CNpaBoOYHO-MHGPOPMaLMOHHOM  ¢oHAe, odopMreHMe Bbigady
[OKYMEHTOB B YCTAHOBIIEHHOM NOPSAAKE

OOVH OOKYMEHT

1,4

"pynnoBoe 6ubnuorpadunyeckoe MHHOOPMNPOBAHKE:

26

copMUpoBaHmMe cocTasa rpynn aGoHEHTOB

OauH abOHEHT

720,0

27

YTO4YHEHMe TeMbl, cornacoBaHne UCTOYHUKOB VIHq’JOpMaLWIVI, BMAbI
OOKYMEHTOB

ofHa Tema

3,6

28

COCTaBIieHME PErVCTPaLMOHHOW KapTOYKK

ofHa KapToyka

1,6

Mopbopka [OOKYMEHTOB [Ansi MHGOPMAaLMK; COCTaBfeHue U
HanuMcaHWe OMnoBeLLEHMs; OTMpaBka OMOBELLEHMS; 3anucb B
KapTO4KM MHpOPpMaLMK; aHanNu3 kapTbl 06paTHON CBA3N

oJHa KapToyka

lMNrcbMeHHO; KONNMYecTBO N3gaHNI;

29

1-5

12,0

30

6-10

24,0

YCTHO; KONNMYeCcTBO N3aaHNMN:

31

1-5

12,0

OnepaTneHOe MHAOPMMPOBaHME Mo 3anpocy:

32

dopmmpoBaHMe ceTu abOHEHTOB, BbISIBIIEHNWE TUMOBbLIX U
MHOUBMAYASbHBIX 3aNpoCcoB NoTpebutenen

OOuH abOHEHT

4,4

33

M3ydeHue, Krnaccugukaums 3anpocoB; BBeAeHWe [AaHHbIX O
3anpocax B afpecHyto KapToTeKy

OJVH 3anpoc

6,3

HanucaHue 0630poB 1 crnpaBok

BbisiBneHne u© OTOOPp WUCTOMHUKOB, 06paboTka W aHanu3
0TOOpaHHbIX LOKYMEHTOB; HanucaHue Tekcta ob3opa (cnpasku);
MOAroTOBKAa PYKOMUCK K neYaTtu

OOWH aBT. JINCT

CocrtaBneHnue ob63opa (crnpaBku) No NEPBUYHBLIM NCTOYHUKAM:
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34 | Ha pyCCKOM SA3blKe 5400,0
35 | Ha MHOCTpaHHOM A3blKe 7200,0
36 |cocTtaBneHue ob3opa (cnpaBku) N0 BTOPUYHBIM UCTOYHMKAM 4100,0

OpraHusaumsi M npoBedeHWe YCTHbIX  Gubnuorpadumyeckmx

0630pOB HOBbLIX MOCTYNNEHWI

Mopgbopka HOBLIX MNOCTYNNEHWW MO 3apaHee OObSIBNEHHON ofvH 0630p

TemaTuke; cucTeMaTM3auuss UCTOYHWKOB MO Temam, NpPOCMOTP U

aHanu3 OOKYMeHTOB; nogbopka Oubnvorpadmnyecknx OnMcaHui,

KpaTkMe aHHoTauun, pedepaTbl Ha OTOOPaHHbIE WCTOYHUKM;

NoAroToBKa pykonucu Gubnuorpadguyeckoro ob3opa

KonunyecTtBo NMPOCMOTPEHHbIX U OTO6paHHbIX OOKYMEHTOB:
37 [1-10 400,0
38 [11-25 450,0
39 [26-55 500,0
40 |56 - 140 600,0

MoaroTtoBka GroNneTeHsa HOBbIX NOCTYNNEHNN

YTouHeHMe (onpedeneHne) TemMaTU4ecKMx rpaHuL, Moucka W |ogHa GronneTeHb

oTbopa [OOKYMEHTOB; co3daHue pybpukaTopa OronneTexs;

BblfBrieHWe u oTbop [AOKYMEHTOB B MaccumBe  TeKyLux

MOCTYMIIEHUA WCTOYHUKOB MHGOPMaLMK; nogdopka aHHoTauuu,

pedepatbl, cuctemMaTmsaums ux

KonunyectBo NpOCMOTPEHHbIX JOKYMEHTOB:
41 |1-37 60,0
42 |38-60 90,0
43 |61-95 180,0
44 196 - 150 320,0
45 151 - 380 960,0

OpraHnuzauus n npoeegenne meponpuatna "deHb nHdopmaummn™
46 |onpedeneHne  Tembl, COCTaBfieHME nMfaHa npoBeAeHus:; oJHO 640,0

BbISIBIEHWE W [JOCTaBKka [AOKYMEHTOB U3 COOTBETCTBYIOLLMX | Meponpuatme

nogpasgenexHun OvbnmMoTekn, NpoOCMOTP M OTOOP [AOKYMEHTOB;

noAaroToBKa BbICTaBKM nnTepaTypbl; onoBeLlleHne

3aUHTEPECOBAHHbLIX OpPraHu3aLMin 1 crneumanucToB; oopmMreHue

BbICTABKW; HamnucaHue KpaTKMX aHHOTauui; opraHu3aumsi cbopa

3a8BOK Ha [JOKYMEHTbl, MX Bblgaya, KOHCYINbTauuu, OEXYPCTBO

GumbnmorpadoB; NpoBeAeHME aHanu3a MeponpuaTUs
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OpraHusauusa 1 nogrotoBka meponpusatus "deHb 6ubnuvorpadun”,
"[eHb nocobus":

47

YTOYHEHUE  TeMbl; COoCTaBfneHue  nnawa; ochopmneHune
BbICTaBKWU-NPOCMOTPA; noaroToBka 0630pa; noaroToska
KOHCynbTauuKW;  COCTaBfeHWe W  HanucaHue  OObABMEHUS;
COCTaBfeHMe U HarnucaHwe npurnacuTenbHbIX NUCeM, paccblrika
ux; npurnaweHve 3avHTEepecOBaHHbIX nuL no paguo, Mo
TenegoHy, NM4Ho

04HO
mMeponpusiTue

1940,0

OpraHusauuns 1 nposegeHne meponpusatus "deHb cneunanucta”

OnpegeneHve Tembl C 3aMHTEPECOBaHHLIMW  OpraHuM3auusiMu,
dopmbl npoBefeHust (CTauMoHapHas, Bble3gHas); cocTaBlieHue
nnaHa  MeponpusiTUin,  NporpaMmbl  nmoucka U oTbopa
NHOPMAaLIMOHHbIX MaTepunanos; NnoAroToBKa OTKPbITbIX
MPOCMOTPOB U TeMaTUM4eCKUx BbICTABOK nuUTepaTypbl MO
cneumanbHocTK, OGubnuorpaduyeckne o0630pbl, 3aka3 nekuun,
KMHOPMNBMOB; OMOBELLEHNE 3aMHTEPEeCOBaHHbLIX OpraHu3aLuii;
odopMrieHne BbICTaBkM; obecneveHve Bbigaun U3gaHui uUnum mux
KON BO BPEMSI MEPONPUATUSE UMN HENOCPEACTBEHHO MOCHE HEro;
OeMOHCTpaums BbICTaBKM; aHanms pe3ynbLTaTtoB "OHaA
cneumanucrta"

04HO
mMeponpusiTue

Yuncno conyTcTBYHOLMX MEPONPUATUIAL

48

1940,0

49

2600,0

50

3500,0

51

4600,0

4.8.3. NHdopmaumoHHas paboTa

Tabnuuya 78

n/n

HanmeHoBaHwue npouecca, onepaumn. CoctaB paboThbl

Epnnuua
N3MepeHnst

Hopma
BpEMEHW,
MWH.

2

4

MogroToBka nonynspHeIx Gubnuorpaduyecknx nocodum

Bbibop TemMbl nocobus; BbiBrieHME W OTOOP [OKYMEHTOB,
dhopmMMpoBaHue pasaenos NOCOOMS; aHHOTMPOBAHWE OOKYMEHTOB;
nogbopka daktorpacdmyeckoro Martepuana, WnOCTpaUnui;
HanuMcaHWe TEeKCTa; COCTaBMEHME BCMOMOraTerbHbIX yKasaTenew;
KOHCynbTaumMM y CMNeuManucToB Ha pasnuyHbIX 3Tanax paboTbl;
obcyxaeHne PpyKkonucuM Ha 3acedaHum HayYyHO-METOAMYECKOro
(pepakumMoHHOro) coBeTa; gopaboTka PyKONMMCKU MO 3aMeyaHUsM;
cAaya pykonucuy B rnedvarb:
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1 |cocraBneHne nonynapHoro 6ubnuorpaduyeckoro ykasaTens, | OOWH aBT. NUCT 13500,0
nyTeBOANTENS, CpaBOYHMKa
2 |nogrotoBka KOMMeHTapues, npMMeYaHun | oAuH aBT. NUCT 5400,0
NonynspHO-NPOCBETUTENBHOIO  Xapaktepa, He  Tpebyowmx
crneumanbHbIX UccneaoBaHun
3 |nogrotoska KOMMeHTapues, npMMeYaHun | OAuH aBT. NUCT 10800,0
Hay4HO-MCCNeaoBaTernbCKOro xapakrepa
MoarotoBka  PEeTPOCNEKTMBHBIX  HAy4yHO  BCMOMOraTenbHbIX
Gubnuorpaduyeckmx ykasartene:
4 |BblbOp TeMmbl; co3daHWe aBTOPCKOro KOMrekTuBa; paspaboTka| ofuH aBT. NUCT 9720,0
WHCTPYKTUBHO-METOANYECKMX MaTepuanos; BbiSBrEeHNne u otbop
OOKyMeHTOB; pabota Hag 6Gubnuorpadumyeckon  3anucolo;
aHHOTUMpPOBaHue; bubnuorpadmyeckasa rpynnmpoBKka; COCTaBreHne
BCromoraTterbHbIX yKasaTenen, obcy>xgeHme pykonucu ykasarens
Ha 3acefaHWM Hay4yHO-MEeTOAMYECKOro (pedakuMOHHOro) COBeTa;
gopaboTka NO 3amevaHusIM; cAada pykonucu B neyaTb;
cocTaBneHve 6mbnuorpadmyeckoro ykasaTens no akTyanbHOn
TemaTuke C XPOHOMOMMYeCcKUM OXBaTtoM OT 2-X A0 5-Tn neT u
aHHOTaUUsaMN, MOSICHSAOLLMMMU Ha3BaHus; cocTaBreHue
onbnunorpaduyeckoro yKasaTens no KOMMS1EKCHbIM n
MeXoTpacneBbiM  npobnemam  obwero u  pernoHarbHOro
cogepXaHust C XpoHorormyeckmm oxeatom 1 - 2 roga, C
aHHOTaUMSMM, NOSCHSOLLMMUN Ha3BaHUS:
5 |Ha pycckom a3bike OAWH aBT. NIUCT 9720,0
6 |c BkmoyeHnem ot 30% po 40% obbema nybnvkauuin Ha| OAWH aBT. NMUCT 11000,0
WMHOCTPaHHbIX A3blkax
7 |coctaBneHne aHHOTMPOBAHHOIMO GUGNMOrpauyeckoro ykasatens| OAWH aBT. NUCT 11000,0
MHOrOOTPacneBoro coAepXaHus C XPOHOSTOMMYECKMM OXBaToM A0
100 netr wu ©Oonee, TpebyoWwniA CNNOWHOMO MPOCMOTPaA
OOKYMEHTOB, CMOXHbIX Gubnuorpaduyeckux pasbiCKaHun, y4deTa
BCEX MepeusgaHun nybnuvkaumi M UX XapakTepUCTMKA NyTeMm
CNNYEHNS TEKCTOB
MogroToBka aHanuTU4eckoro ob3opa
BbisBnenve u oTOOp [OKYMEHTOB pAns 00630pa; NOAroTOBKa| OAWH aBT. IUCT
pybpukaTopa npegmeTa 0630pa; n3y4yeHne n OLeHKa OOKYMEHTOB;
cucTtemaTmnsauus mMaTepuana; COCTaBneHue TekcTa
aHanuTM4eckoro ob3opa; obCyXgeHne pyKonucu Ha 3acegaHuu
Hay4YHO-METOANYECKOro  (PedakuMOHHOro) coBeTa, [AopaboTka
0630pa no 3ameyvaHusIM; cgada B nevarb:
8 | no pycckuM nepBUYHBIM UCTOYHUKAM 9720,0
9 | No cMeLLaHHbIM NEePBUYHBLIM UCTOYHUKAM 10800,0
10 | Mo MHOCTpaHHbIM NEPBUYHBIM NCTOYHMKAM 12400,0
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lMoaroToBKa aHanNUTUYECKOW CNpaBKu:
11 |BbisiBrieHWe M OTOOP OOKYMEHTOB ANl aHanuMTUYeCKOM CrnpaBkw,| OAWH aBT. NUCT 5200,0
n3yyeHue, aHanums, oLeHKa U cuctemMaTtusaums ux; cocTaBneHue
TeKcTa CnpaBku
MoproToBka pechepaTBHOro o63opa
BbisiBneHve n otbop AOKyMeHTOB Ons pedepaTuBHOro ob3opa,| OAWH aBT. NUCT
u3ydeHme U aHanus ux; pedepuypoBaHNE  UCTOYHUKOB;
cuctemMaTmMsaums TEKCTOB  aHHOTauWW; COCTaBfieHMe TekcTa
pedepaTmBHoro 063opa; obcyxaeHune ob63opa Ha 3acegaHun
Hay4YHO-MeToAuYeckoro (pegakuMoHHOro) coBeTa; [AopaboTka
0630pa No 3aMevaHusIM; caada B nevaTb:
12 | no pyCCKMUM UCTOYHUKaM 5200,0
13 | no cmellaHHbIM UCTOYHMKaM 6480,0
14 | no MHOCTPaHHLIM NCTOYHUKaM 7300,0
CocTaBneHue akcnpecc-nHhopMmaunm:
15 |BbigBNEHME M OTOOp MaTepuana no Teme, cMCTemMaTmM3aums ero u| OAWH aBT. NIUCT 3840,0
noaroToBKa Ans neyaTtu
CocraBneHune oubnwuorpaduyeckon 3anucu, aHHoTauuw,
pecepaTa
CocraBneHne 6ubnunorpadnyeckon 3anucu: U3yYeHne M aHanua| OfHa 3anucb
OOKyMeHTa, CocTaBrneHue 3arofiloBka onucaHus, npoBepka 3anucu,
BHECEHME MCMpaBNeHni
KonunuecTtBo anemeHToB Gubnunorpadmnyeckoro onnmcaHuns:
16 |1-4 3,2
17 |5-6 54
18 |7-9 6,4
CocraBneHve aHHOTaUMKM; WU3yYeHWe W aHanmM3 [OKYMEHTa, | ogHa aHHoTauus
HanMcaHne TekcTa aHHOoTaLuK:
19 | aHHOTUpOBAHUE KHWUT 270,0
20 | aHHOTMpOBaHUWe cTaTen 160,0
21 |coctaBneHne pedepaTa: M3ydeHMe U aHanu3 [OOKYMeHTa, Ha| OAMVH aBT. MUCT 5920,0
KOTOpbIA COCTaBndaeTcs pedyepaT, HanuMcaHue TeKCTa, BHeceHue
ncnpasneHun
22 |aHanuTuyeckas  pPOCMUCb  XypHarbHbIX, [ra3eTHbIX CcTaTel,| ofHa poCnuUChb 120,0
cbopHuMKoB, bubnunorpadguyeckmx nocobum
23 |o3HakoMmIieHMe C  coAepXaHueM  M3[aHus;  cocTaBreHue | ofHa cTaTbd 3,6
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aHannMTn4eckoro onncaHn4a Ha ctaTbio

MpuMevaHne: HopMa BPEMEHU Ha cocTaBreHue Gubnuorpaduyeckoro nocobus AaHa u3 pacyeta paboThbl
aBTOPCKOro KOMeKTuBa.

MHOCTPaHHbIEe A3blKN

4.9, I'IepeBop, n nepepa60TKa ne4vyaTHbIX TEeKCTOB C UHOCTPaHHbIX A3bIKOB Ha pyCCKI/IIZ M C PyCCKOro Ha

Tabnuua 79
N HaumeHoBaHWe npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHust BpeMeHw!,
MU/H.
1 2 3 4
lMepeBon TEKCTa C MHOCTPaHHbIX A3bIKOB HA PYCCKUIN A3bIK
YTteHne opuruHana, aHann3 TeKCTa, pa3MeTKka ero Cc BbidBneHnemM | oAduH aBT. JIUCT
TPYAHbIX TEPMWHOB, FPaMMaTUYECKNX KOHCTPYKLUWMN, FTEKCUYECKNX
0060pOoTOB, LIEXOBbLIX U XXaproHHbIX TEPMUHOB:
1 | NOMHbIA NUCbMEHHbI NEPEBOL, 1580,0
2 | cokpaweHHbI nucbMeHHbin nepeBog oT 30% fo 50% obbema 1620,0
TeKkcTa
3 | BbIOOPOYHBIN NMMCbMEHHbIV NEPEBOL 1520,0
MepeBog TeKCTa C PyCCKOro sidblka Ha MHOCTPaHHbIE A3bIKN:;
4 | NONHbIA MMCbMEHHbIN NepeBos OJVH aBT. NUCT 1980,0
TepmuHonornyeckass pabota npuM  BbINOIHEHUM  MUCbMEHHOIO
nepesoaa:
5 |noncKk OTMEYEHHbIX B OpUrMHane He3HaKOMbIX WKW HEMOHATHbLIX | OO4MH TEPMUH, 18,1
TEPMUHOB W COKpALLEHWA B CNOBAPHO-CNPAaBOYHOW nvTepaType;| COKpalleHue
nogbopka COOTBETCTBYHOLLNX TEPMUHY 3KBMBAIEHTOB,
paclumdpoBka cokpaleHnm
KoHcynbTaumsa nepesog4mka co cneuuanmncramu;
6 |BbliICHEHME MNPaBUMNBHOIO  U3NOXEHUS 4YacTen Tekcta no OfHa 36,2
Mario3HakoMoOW TemaTuKe; YTOYHEHME COOTBETCTBUS MNepeBoAda| KOHCynbTauums
opurnHany
CocTaBneHne 6ubnunorpadunyeckoro onncaHus:
7 |coctaBneHne 6Gubnuorpaduyeckoro onucaHust nepeBoga MO | OAHO ONUCaHue 10,8
OaHHbIM, B3ATbIM C TUTYNBHOIO NICTa NepeBoaa
lMpoBepka 1 KOPPEKTUPOBKA Nepesoaa nocne Habopa:
8 |npoBepka MpaBUNBbHOCTU PAaCMONOXEHUS1 OTrNeYaTaHHOro TEeKCTa; | OAWH aBT. NMUCT 200,0
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CBEpKa C PyKOMMUCbIo; NpaBka

TexHndeckoe odopmrieHme NepeBoaoB:

9 |HanucaHve B TeKCcTe nepeBOAa CUMBOMOB UM BCTABOK Ha OoAHo 2,0
WHOCTPaHHOM AA3blKe BM1CbIBaHNe

10 |ycraHOBKa p1CyHKOB, Tabnuy, dopmyn OAWH dNeMeHT 3,0
lMepeBopn 3aronoBKOB CTaTen U JOKYMEHTOB:

11 | nepeBof 1 3anucb 3arorioBka OJVH 3aronoBOK 10,8

MpumevaHue:

- HOPMbI BpEMEHM NpeaycMaTpmBaloT BbINONIHEHWE NEPEBOOOB C MHOCTPAHHOIO A3blKa UM Ha UHOCTPaHHbIN,
KOTOPbIN Y NEpPEBOAUMKA SBMSAETCA OCHOBHbLIM (MO 00pa3oBaHUIO UM MPUMEHEHUIO);
- MpW BbINOMHEHNM NEPEBOAOB C APYrUX SA3bIKOB UMM Ha Apyrve noMMMO OCHOBHOMO K HOpMam BpeMEHU
NPUMEHSAETCS NOBbIWaLWnn KO3 duLmeHT 1,1.

4.10. Uccnepoeatenbckasa paboTta

Tabnuuya 80
N HanmeHoBaHune npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHusi BPEMEHM,
MUH.
1 2 3 4
PaspaboTtka nporpaMmbl (TEXHUYECKOrO 3afaHuns) UccnegoBaHus
O6ocHoBaHME aKTyanbHOCTM TEMbI, BbisIBNEHNME M ODOCHOBaHWE | ogHa NporpamMmma
npobnemMHonm cuTyaumu, OPMyNMpoOBaHNe Uenn, 3agad MU
rmnoTesbl UCCNEeAOBaHNS; HaNMMCaHUe TekcTa
WcecnepoBaHme HocuT:
1 |nunoTtaxHbli (pa3BeqblBaTENbHbIN) XapakTep 21600,0
2 | npuknagHon xapakrep 38250,0
PaspaboTka meToaoukn nccrnegoBaHus
PaspaboTtka (HanvMcaHue) TekcTa MEeTOAMYECKMX LOKYMEHTOB MO| OA4Ha MeToauka
NpoOBOAMMOMY  WCCNEAOBaHWMIO,  aMnvpuyeckas  anpobaums
pPENEeBaHTHOCTU  COCTABMEHHbIX [JOKYMEHTOB; YTOYHEHUE MU
gopaboTka  METOAMYECKOr0  MHCTPYMEHTapus, COCTaBreHue
OKOHYaTENbHOro BapmnaHTa AOKyMEHTa:
3 |MeTOoOMKM NpoOBEAEHUs1 UCCNeaoBaHUs, HOCALLEro MUIOTaXHbIN 18000,0
(pasBegbiBaTENbBHbIN) XapakTep
4 | MeToauMKM NpPOBEAEHUS WCCredoBaHU, HOCALWEro npuknagHomn 33000,0
XapakTtep
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Pa3paboTka MHCTpYKUMIA NO 0OpaboTke OOKYMEHTaLMM (MCXOAHBIX
OaHHbIX), NONy4YEeHHONW B XOA4€e UCCIeAoBaHus:

ogHa
WHCTPYKLMS

py4Hasi obpaboTka

15600,0

MaLLMHHasi obpaboTka

20400,0

PaspaboTka  npeannaHoBbIX U
nepcnekTMBHOIo XapakTepa:

NnaHoBbIX OOKYMEHTOB

pa3paboTka KOHLEMUMU OCHOBHbIX HanpasBneHuii
GUBNMOTEYHOro Aena B perMoHe Ha nepcnekTuBy

pa3BuTUS

OOWH aBT. NIUCT

13050,0

KoHUenTyanbHoe obecneveHve OGubNuMorpamuyecknx wn3naHun;
060CHOBaH/WEe aKkTyanbHOCTW TeMbl, 4YMTaTenbCKoe W Lenesoe
HasHayeHne nocobusi, ero CTPyKTypbl (Cxembl), BblpaboTka
METOOUYECKMX MPUHLUMMNOB U PELUEeHWA AN PackpbiTUS TEMbI;
HanucaHue TekcTa

OOWH aBT. NIUCT

11220,0

COCTaBfieHMe MpPOrHo3a, CBSA3aHHOrO C MepPCneKkTMBamMu pasBuUTUS
OnbnMoTeK; HanncaHme TekcTa

OOWH aBT. NNUCT

13050,0

10

paspaboTka LeneBbIX nporpamm (ans cetm 6nbnuotek nnm ogHom
OMbnunoTekn); OMarHOCTUKA CUTyauuu, BHELUHUX W BHYTPEHHUX
BNUSAHNA Ha (PYHKUMOHMPOBaAHME U pa3BuTue Gubnmotek (ogHom
onbnunoTtekn); BbipaboTKa peKOMeHAALUWN, PEeLUEHWI; HanucaHue
TekcTa

OAWH aBT. NTUCT

15200,0

CocTaBneHne CBOAHbIX KaTanoroB KHWKHbIX MaMSATHMKOB:

11

pa3paboTka NpOCMeKkTa; BbIIBIIEHWE [OOKYMEHTOB -  KHUDKHbIX
NamsiTHVMKOB; ONM1caHne 1 COCTaBlIeEHNEe CNPaBOYHOro annapara

OAWH aBT. NMUCT

18200,0

OpraHusaumnoHHas paboTa No NpoBeAEHNI0 NCCNEOOBAHNUS:;

12

co3OaHMe  uUccneaoBaTenbCKOro  KOMMEeKTMBA,  COCTaBIieHue
paboyero nnaHa NpoBeneHUs UCCnenoBaHnsl, CornacoBaHMe ero ¢
ncnonHuTensaMu; onpegenexHve nnowankm (6asel) nccnegoBaHus;
nepenncka C HUMKW; NPOBEAEHUE WHCTPYKTaKEWN, CEMWHAPOB,
COBeLLaHNi, KOHCYNbTauum

0fHO
uccnenosaHue

7140,0

13

oubnuorpaduyeckas npopabotka TeMbl UCCnegoBaHus, paboTta B
apxuBax, W3y4YeHne HOPMAaTMBHO-TEXHWYECKOW [OKYMEHTaLuK,
nHdopmaumm 06 aHanorax U Apyrmx MaTepuanax, OTHOCSLLMXCS K
pa3pabaTtbiBaeMol Teme

OAWH aBT. NIUCT

1200,0

O6paboTka nony4yeHHON NHOpMaLmK;

14

cbop n obpaboTka MHpOPMaLUN Ha OCHOBE MEPBUYHBLIX UCXOOHbIX
OaHHbIX (CTaTUCTUYECKUX [OaHHbIX, OTYETOB, MfaHOB, CMpPaBOK,
MaTepuanoB KOMaHAMPOBOK)

OAWH aBT. NTIUCT

7800,0

15

aHanu3 o6paboTaHHON MHOPMAaLMK; BbIBOALI, PELUEHNS, MPOrHO3

OOWH aBT. JINCT

5200,0

lNogroToBka mMaTtepuanoB no nTtoram Haquon pa6OTbIZ

KoHcynbTaHTIINIOC
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16 |HanucaHue Hay4HOro otyeTa; MOArOTOBKA PYKOMWUCKU K nevatu Ha| OAWH aBT. NUCT 13200,0
pa3nuyHbIX aTanax paboTbl

17 |HanucaHue NpPOMEXYTOYHOro oOT4yeTa (CnpaBkM) O xoge| OAWMH aBT. NUCT 6400,0
nccnenoBaHus

MoarotoBKka WM HamucaHWe TeKCTa CTaTbWM B COOPHUK HayYHbIX
TPyAoB, MpakTudeckoe mnocobue, NPodeccHoHanbHy0 MpPeccy;
MOArOTOBKA PYKOMWUCK K NevaT Ha pasnuyHbIX atanax paboTsi:

18 |cTaTbsa TeopeTnyeckoro xapakrepa 15200,0
19 |cTaTbsa NpuKagHoOro, NPakTUYecKoro Xxapakrepa 9200,0
20 |HanucaHWe pOoknaga Mo UuToraM HayyYyHOro MCcriegoBaHwud; | OguvH aBT. NUCT 6700,0

NOAroTOBKa PYKOMUCEN Ha pasnuyHbIX aTanax paboTbl

21 |paspaboTka pekOMeHOauuW, WHCTPYKUUA N0  BHEAPEHWIO | OOWH aBT. NUCT 14100,0
mMaTepuanoB Hay4YHOrO WCCNEAOBaHWs; HamnucaHue TeKCTa;
NMOAroToBKa PYKOMUCHK K MeYaTh Ha pasnnyHblX atanax paboThbl

MpumeyaHus:;

- HOpMa BpPEMEHW Ha COCTaBflEHWE MpPOrpamMMm, METOAMK, MWHCTPYKUMW [aHa Ha WuccrneaoBaTernbCKUn
KONMEKTUB;

- Yacbl Tpygo3aTpaT pacnpenensitoTcst Mexay UCNONMHUTENSIMU B 3aBUCUMOCTU OT MX Harpysku.

4.11. MeTogun4yeckas paboTta

Tabnuuya 81
N HanmeHoBaHue npouecca, onepauuun. CoctaB paboTbl EavHnua Hopma
n/n n3mMepeHnst BPEMEHM,
MU/H.
1 2 3 4
MoaroToBka MeToanyeckoro nocobusi, pekomeHngauun
MprHUMNUanbLHO HoBas pa3paboTka TeMbI:
1 |mn3yyeHue TeMbl, BbISBMEHWE U aHanuM3 [OOKYMEHTOB NO Teme, | OAMH aBT. MUCT 15300,0
YTOYHEHNE YMTATENbCKOrO M LIEMEBOro HasHadeHuss nocobus,
pekoMeHaauun; cocTaBneHne NpocnekTa; HanucaHne Tekcta
Mopgudukaums paHee pa3paboTaHHON TEMbI:
2 |BbliiBNEHWE W W3y4eHMe HOBbIX [OKYMEHTOB W HAKOMIMEHHOro | OAWH aBT. NMUCT 8670,0
ovbnuotekamm onbiTa NO Teme nocobusi, pekomeHaauun;
YTOYHEHNE MPOCMEKTa, BHECEHNE N3MEHEHWS B CTPYKTYPY U TEKCT
B COOTBETCTBMM C [OOCTWXKEHMSIMU OUONMOTEYHOM Teopun U
NpaKkTUKWN; MOArOTOBKa PYKOMUCUM K 0DOCyxaeHuto; gopaboTka no
utoram obcyxgeHus
PaspaboTka [OKYMEHTOB, pErNamMeHTUPYIOLWNX AeATeNnbHOCTb
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GUGNMOTEK, MOMOXEHUA, UHCTPYKUMIA, MPOEKTOB MOCTaHOBIIEHWIA,
yCTaBOB, 3aKOHOAATENbHbIX aKTOB

anIHLI,VII'IVIaJ'I bHO HOBaa TemMa.

3 |BbISIBNEHWE, M3y4YeHVe M aHanu3 AelCTBYLMUX AOKYMEHTOB MO
TeMe, HanucaHue TeKCcTa npoeKkTa [OKyMeHTa, obcyxaeHue,
anpobupoBaHue B ounbnuoTekax, Ha 3acegaHun
Hay4YHO-MEeTOANYECKOro coBeTa; nopaboTka OOKYMEHTA;
MOAroTOBKA K YTBEPKAEHMIO

OOWH aBT. JIUCT

17340,0

Moandukaumsa paHee pa3paboTaHHOIO AOKyMEHTa:

4 | aHanu3 1 oLueHKa LOKYMEHTA; NMOUCK N OTOOP HOBbLIX OEACTBYHOLLNX
OOKYMEHTOB NO TeMe; BHeceHune U3MEHEHUN B TEKCT OOKYMEHTa,
obcyxaeHne Ha 3acefaHuM Hay4YHO-MEeTOAMYECKOro COBeTa;
nopaboTka no utoram ob6CyXaeHus; NoAroToBka K yTBEPXKAEHWIO

OOWH aBT. NIUCT

7650,0

PaspaboTka yyeTHbIx popm, Tabnuu, obpasLoB:

5 |yToyHeHue npeameTta, obbekTa, COAepXaHWUs YYeTHON (POpMbl,
Tabnuubl, obpasua; oTbop nokasatenen, cucTtemaTMsauus WuXx;
paspaboTka MakeTa y4eTHOM dopmbl, Tabnuubl, obpasua;
obcyxgeHve Ha 3acefaHuUM HayyYHO-METOAMYECKOTO COBETa;
NMOAroTOBKA K YTBEPKOEHUIO

OOWH aBT. NNUCT

7650,0

CocTaBrneHue pekoMeHaaumnin No BHEAPEHUIO PErMaMeHTUPYHOLLMX
[OKYMEHTOB B MPaKTUKY:

6 |paspaboTka MEeToANYECKUX PEeKOMEHOALMN, WUHCTPYKUMIA, MNIaHoB
Mo BHEAPEHWIO HOPMAaTUBHOM  OOKyMEHTauWu; MOAroToBKa
PYKOMMUCK K neyaTu

OAWH aBT. NMUCT

14025,0

MoaroToBKka NMCbMEHHON KOHCYyIbTauunn, MetToamnm4eckoro nncbma:

7 |BblsiBNEHME W aHanu3 [OOKYMEHTOB MO TeMe, MW3yYeHue wu
obobueHne onbiTa paboTbl OUONMOTEK; HanMUCaHWe TeKkcTa
KOHCynbTaumu, METOOMYECKOro  MUCbMa; noAroToBKa K
obCy)XOeHMI0 Ha 3acefaHun  HayyYHO-MEeTOAMYECKOro COBETA;
aopaboTka no utoram o6CyXaeHus; caaya B neyatb

OAWH aBT. NMUCT

8670,0

MoaroTtoBka o630pa 4eATenbHOCTN BMOBNMOTEK NO onpedeneHHon
TeMaTuKe:

8 |yTouHeHue TeMbl 0630pa; onpeaerneHne XPOHOMOTMYECKUX TPaHNLL;
BbISIBIIEHWE [OKYMEHTOB, OTOOp WX, MPOCMOTP W aHanus;
HanncaHue TeKCTa; MNOAroTOBKA PYKOMUCU K OBCYyXAeHW Ha
3aceflaHnM Hay4yHO-MeToAMYEeCKOro coBeTa; gopaboTka pykonucu
nocne obcyxaeHus

OAWH aBT. NTUCT

9180,0

PeLI,eH3VIpOBaHVIe Hay4HbIX, MeTOANYECKUX, VIH(*)OpMaLI,VIOHHbIX
MaTepunanos:

9 |JTeHue peueHanpyemoro marepuarna; OoueHka ero B LUeJlioMm,
OTAErbHbIX YacTen, yCTaHOBJ1IEHME COOTBETCTBUA YUTATESIbCKOMY

OOWH aBT. JINCT

783,0
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N uenesomy
TpeboBaHMAM

Ha3Ha4eHwuto, Hay4YHbIM n mMeToan4eckmm

10

HanncaHue peueH3nn

OOWH aBT. JIUCT

1305,0

MoaroToBka Nekumi, KOHCYNbTauun

PaspaboTka nnaHa nekuuii, KOHCynbTauuiA, nogbopka matepuana,
M3yyeHne e€ro, CcocTaBrneHuWe crucka nutepaTypbl K nekuum,
KOHCYMbTaLMK; HanncaHue Tekcra:

ofHa nekums,
KOHCYnbTaLus

11

nexkums

1566,0

12

nekuus, TemaTuyeckas Bctpeda, BebuHap, mactep-knacc

90,0

13

nepBuYHasi rpynmnoBasi KOHCYNbTaLuns

1305,0

14

MOBTOPHas rpynmnoBas KOHCYNbTauus ¢ y4eTOM HOBOro matepuana

522,0

15

nposegeHune yCTHOVI VIH,EI.VIBVI,EI.yGJ'IbHOVI KOHCYynbTauun

ofHa
KOHCYyInbTauuna

50,0

16

OTBEeT Ha NNCbMO

OHO MUCbMO

162,0

MpoBeneHne
CTa)XUPOBOK:

CEMMHapoB, Y4ebHbIX KypcOB, MPaKTUKYMOB,

17

ceMuHap, y4ebHbim kypc (2 - 7 [HeW); onpedeneHne Tewmbl,
YTOMHEHME CpOKa MNPOBEAEHWS, COCTaBMEHWE MPOrpammbl,
OMOBELLEHNE YHACTHUKOB U BbICTYNAOLLNX

OOVH cemMuHap,
y4eOHbIN Kypc

8400,0

Mpaktnkym (7 - 10 pgHen);
yrNpaxHeHUs1; cocTaBneHue
NpoBeaEeHNs 3aHATUN:

onpedeneHne TeMbl, 3agaHus,
rpacdomka W YTOYHEHME CPOKOB

OAVH MPaKTUKyM

18

rpynmnoBor NPaKkTUKyM

2295,0

19

nHonenayanbH bl NPakTuKym

2160,0

Craxuposka (7 - 10 aHemn); yTOYHEHME CPOKOB NpPOBEAEHUS
CTaXWPOBKK; BbISIBNIEHWE NUTepaTypbl MO M3y4yaemoMmy BOMPOCY;
COCTaBIieHMe MnporpamMmbl U rpadgurka CTaXMPOBKA C Y4EeTOM
cocTaBa crnyliaTenem; 3aKiioyeHne O NPOXOXKAEHUN CTaXUPOBKU:

oaHa
CTaXnpoBKa

20

rpynnoBasi CTaxkupoBka

2805,0

21

nHomeBnayanbHaa CTaXMpoBKa

2349,0

MpakTuka CTYLEHTOB BbICLUMX U CPedHMX creumanbHbiX yY4ebHbIX
3aBeeHUN:

22

noAroToBKa W opraHMsaumsl MnpakTukM cTyaeHtoB (oo 30 OHen);
pa3paboTka nnaHa NpaKkTUKKU, CornacoBaHne ero ¢ pykoBoauTenem
npakTuMk1 (npencTaBuTeneM yd4eGHOTO 3aBefeHust); cocTaBreHue
rpaduka NOCeLLEHNS CTPYKTYPHbIX MoApasneneHuii; opraHmsaums
NpakTUYeCcKUX  3aHATUIK;  noABedeHUe  UTOroB  MPaKTUKK;

OHa npakTuka

4860,0
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COCTaBreHMe XapakTePUCTUK NPAKTUKAHTOB
MpakTuyeckne 3aHATUS:

23 |nogrotoBka MpaKTUYECKUX 3aHATUKW; COCTaBneHuWe 3ajaHus Nno| OAHO 3aHAThe 1050,0
BbINOSTHEHWIO n3y4yaemoro 6MBNMoTEYHOrO npovecca,

KOHTPONbHbIE BOMPOCHI, TEMATUYECKMI CMMCOK NuTepaTypbl K
3a[laHu1I0; HanNncaHne Te3ncoB
CocraBneHue y4yebHon nporpaMmbi:

24 |onpeperneHue coctaBa cnyllaTtenen; coctTaBrneHne TeMaTn4eckoro | OgHa nporpamma 5733,0
nnaxa, YTOYHEHUE nopsiaka N3ydeHus; onpegenexue
NnocneaoBaTenbHOCTM U3MNOXEHUSI TEMbl, BbiderieHUe OCHOBHbIX
BOMPOCOB; COCTaBfEHME CMMCKa nuTepaTypbl N0 Temam
nporpaMmmbl; HanucaHue TeKkcTa; OOCYyXOeHWe nporpammbl Ha
3acefaHnn Hay4YHO-MEeTOANYECKOro cCoBeTa
MocelweHne ©OmbnuoTek, Bble3gbl B KOMaHAWPOBKA C  LEMbIO
n3ydeHus paboTbl N OKa3aHUS METOANYECKON MOMOLLM:

25 |nogrotoBka K KOMaHOMPOBKE, YTOYHEHME CPOKOB UM Lenu ofHa 574,2
KOMaHOMPOBKW, O3HAKOMIIEHWE C UMEILWMMUCA OOKYMEHTaMu M| KOMaHAWpOBKa
MaTepuanamu npegbigyLinx Bble3doB W nybnukauun B nedvatu;

COCTaBreHMe NporpaMmmbl (nraHa) KoOMaH4UPOBKM

26 |cocTtaBneHune NHpOpPMaLMOHHOIO oTyeTa (cnpaBkn) o OAVH OT4YeT 1050,0
nposefeHHoON paboTe; OTYET BKMIOYAET. CBEAEHMS O MecCTe
Bble3aa, Lensx U Cpokax KOMaHOWPOBKM, OBbekTax MnoceLleHus,
aHanu3 cocTtosHMA paboTbl No Teme Bble3da, BbIBOAbI U
npeanoxeHus B agpec bnbnunoteku

27 |cocTaBreHne aBaHCOBOro OTYyeTa, 3arnofiHeHne oTYeTHOro GrnaHka OJVH OTYeT 40,0
CO BCEMW MPUNOXKEHUAMN, caadya B Byxrantepuio

28 |noaroTtoBka MHGOPMaLMK No pesynbTaTtaM KOMaHOMPOBKN (YCTHO) ofHa 105,0
B CEKTope, y 3aBefylollero oTAenoM, Ha Hay4yHO-METOAMYECKOM | MHdOopMaums
coBeTe, 3acefaHnn anpexkunm
MOHUTOPUHI  OeATenbHOCTM OEeTCKMX ©Oubnunotek Poccuinckon
depnepaumu:

29 |cocTaBneHne hopm OTYHETHOCTU OAWH OT4eT 1200,0

30 | pacchbinika MHMpOoPMaUMOHHbBIX Nucem un opm otyeTHocTM no Bl | ogHa pacchinka 45,0
neTcknx 6ubnmnotek Poccuiickon ®egepaunm

31 |cbop opmM  OTYETHOCTW, OSIIEKTPOHHbIE U  TenedOHHble oaviH cbop 120,0
KOHCyfbTaLm1 No BONpocam 3anosiHeHWs (OopM
CocraBneHve KarneHgapsi nNpoMecCMOHanbHbIX  MEpPONpUATUN
aetckmx Oubnuotek Poccuiickon Pepepaumun  (eXerogHbii U
eXeKBapTanbHbIN):

32 | cocTaBneHue n paccbifika MHHOOPMaLMOHHbIX NMNCEM exerogHas n 120,0
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KBapTarnbHas
33 [cbop n o06paboTka Mony4YeHHOW WHGOPMaULMKM, BHeceHWe B| exXerogHasi u 1200,0
KaneHgapb NpodeccrMoHanbHbIX MEPONPUATHN KBapTarnbHas
34 |yTovHeHune nHpopmMaLumn No NPOBOAUMBIM MEPOMPUATUAM exerogHasa u 200,0
KBapTarnbHas
0630p nybnukaumii npodeccrmoHanbHOM NPecchl (eXXeMecs4HO):
35 |oTbop, NPOCMOTpP K aHanu3 cTaTen B XXypHanax Mecsa4Has 450,0
36 |4yTeHue matepmana Mecsa4Hasd 420,0
37 | HanucaHwue ctaTtby MecsiyHas 400,0
38 | cnava B oTAEn pasmMeLeHnsa nHopmMaLmMm Ha cante MecsYHas 10,0
39 |noaroToBkKa (pepakTupoBaHue) eXxerogHomn CBOJIHOWM OVH oT4YeT 18900,0
CTaTUCTMYECKOM OTYETHOCTU CneunanuanpoBaHHbIX OMGNMOTEK
Poccuiickon depepaumm, paboTatolmnx ¢ MONOAEXKbHO
40 |ocywecTBneHve MOHUTOPUHIa JeATenbHOCTU ogHa 105,0
cneumanmsmpoBaHHbiXx  Gubnuotek  Poccunckon  depepauun, |  nHdbopmaumst
paboTarLmx ¢ MONoAeXbio Arsi BBoAa B 6a3y (exxemMecsyHo)

MpumeyaHue:;

- K HOPME BPEMEHU NMpPU COCTaBIEHMN OOKYMEHTOB, perfamMeHTUPYOLLNX AeATENbHOCTb pecnybnnKkaHCKuX,
KpaeBbIX 1 06nacTHbIX OMONMOTEK, MPUMEHSIETCA NOBbLILAKLWMIA KO3 dunumeHT 1,5;

- BpemMda npoBeaeHuda nekuuu,

KOHCYNbTaUMK, MNPaKTUKYMOB, CTaXKMPOBOK, MPaKTWKK, MpebbiBaHus B

KOMaHAMPOBKE W MpoBeaeHUst MHopMaLmmM No ee pesynbTataM B HOPMY BPEMEHW HE BXOOWUT.

4.12. PaboTbl Hay4YHO-OpraHM3aLUNoHHOIo Xapakrepa

Tabnuuya 82

n/n

HanmeHoBaHue npouecca, onepauuun. CoctaB paboTbl

Epnnuua
N3MepeHnst

Hopma
BpEMEHW,
MWH.

2

4

MoaroTtoBka 1 NpoBefeHUe TeopeTUYECKOW, Hay4YHO-NPaKTUYeCKon
KOH(pepeHLUMn, TEMATUHECKOTO CEMMHAPA; MOUCK MEXOYHAPOAHBIX
CrneunanncToB; CONPOBOXAEHNE MEXAYHAPOOHbIX CMELNanncToB B
KayecTBe MepeBOauYMKa; MUCbMEHHbIN NepeBos MHPOPMAaLMOHHBIX
MaTepuarnoB C PYCCKOrO Ha MHOCTPAHHbIE SI3bIKK

OnpegneneHne cocTaBa OPrkOMUTETA U YYaCTHUKOB KOH(EPEHLNM,
ceMuHapa; (OopMUpOBaHME U YTBEPXKOEHUEe nporpaMmbl U
npurnacuTenbHoro 6uneTta; opraHW3aUUOHHbIE MepOorpPUATUS;
noaroToBka K  M3daHui0  Te3ucoB, BblpaboTka  MpoekTa
pekomeHaaLuuii; (hVHaHCOBO-X03AMCTBEHHOE obecneyeHune
KOH(EpEeHUMN, CceMuHapa; aHanmM3 U oueHka  paboTbl

ofdHO
mMeponpusiTue
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KOH(bepeHunn, ceEMUHapa; NoaBeaeHNe NTOroB
KonunyecTtBo y4acTHMKOB:

1 |1-100 5670,0

2 |101-150 7560,0

3 [151-450 9300,0
MogroToBKka M NpoOBeAeHME CeMWHapa, METOAUYECKOro [HS,
3aceganus "kpyrnoro ctona", BebuHapa
Onpenenexue YYaCTHUKOB, pykoBoauTens, NEeKTOpOB, OfHO
OOKNMagyMkoB, Cpoka W MecTa MpOBEAEHUss  CeMuHapa,| MeponpusiTue
METOOMYECKOrO AHs, 3acedaHus "Kpyrnoro crtona", BebuHapa;
onpegeneHne KOHTUHIEHTa Y4YacTHUKOB; pa3paboTka nporpammbi;

NMHGOPMaLMOHHOE obecneveHne; BblpaboTka npoekTa
pekomeHaauumn; nsgaHue 1 paccobinika nporpammbl; permcrpaums
YYaCTHUKOB; TEXHUYeckKoe conpoBoXaeHue BebuHapa:
obecneyeHne  INEKTPOHHON  KOMMYHMKATUMBHOW  MMOLLaAKK,
NnoAaroToBKa ONEKTPOHHbIX npe3eHTaqu7|, KOHBEepTUpoBaHne
npe3eHTauuin Ha SNEKTPOHHblIe NNaTdopMbl, LOUCTAHLMOHHAsA
HacTpovka KOMMbIOTEPHOTO  06opyaoBaHMSA cnywaTtenen,
npegBapuTenbHOE TECTMPOBaHME N BefeHMe BebnHapa; aHanus u
OLeHKa ceMuHapa, MEeTOOMYECKOro AHs, 3acefaHusa "Kpyrroro
crtona", BebuHapa

KonnyecTtBo y4aCTHMKOB:

4 |1-50 1570,0

5 |51-100 3980,0

6 [101-150 6150,0

7 |151 - 450 8270,0
lNogroToBka 3acegaHuin pegKonneruu:

8 |yTO4YHEHMe cpoKa u NOBECTKM 3acefaHns; otbop maTtepuanos Ans | O4HO 3acejaHue 560,0
obcyxaeHns M NOAroToBKa WX ANs KONUPOBaHWS; onpegerneHve
OMMOHEHTOB (PELEH3EHTOB); OMOBELLEHME O 3acedaHun YfIeHOB
penkonnernn; paccbifika MatepuarnoB MO MNOBECTKe 3acedaHus;
odopmrieHne NpeanoXxXeHnn, BbICKA3aHHbIX  Y4aCTHUKaMU
3acenaHus
OpraHuzaumns 3acegaHuii  MNpPOONEMHbIX KOMWUCCUKA, COBETOB,

TBOPYECKMX KOJIEKTUBOB:

9 |onpegeneHve MNOBECTKM OHA M CPOKOB MPOBELEHUs 3acefaHus, OHO 940,0
YTOMHEHME COCTaBa Y4YaCTHMKOB; MOQrOTOBKA [OKYMEHTOB,| MeponpusaTue
OpraHM3auMOHHbIE MeponpuaTUst (OMOBELLEHME O 3acedaHuu,
noabop maTepuanos); 0opMIeHME NPOTOKONA N PELLEHNS
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MpumeyaHue:

- Npy nNpoBeAEHUM MEPONPUATUA Ha MeXOyHapOAHOM YpPOBHE K HOpME BpPEMEHU MNpUMEeHaeTcs
nosbilwatoLmin koadpuumeHT 2,0; Ha begepanbHom yposHe - 1,85;

- B HOpPMY BPEMEHW He BXOAUT BpPeMs MNpoBeLEeHUA KOH(epeHuun, ceMuHapa, MEeToOMYECKOro [AHS,
3acefaHus "Kpyrnoro ctona" n BpeMsl, CBA3aHHOE C U3gaHueM Matepuanos KOHdepeHLnn, ceMuHapa.

4.13. PegaktupoBaHune pykonucen

Tabnuua 83
N HaumeHoBaHuWe npouecca, onepauun. Coctae paboTbl EavHnua Hopma
n/n n3mepeHusi BPEMEHM,
MWH.
1 2 3 4
Pe,anTVIpOBaHI/Ie Hay4HbIX N MeTOANYEeCKNX MmaTepmnanos
MpoBepka 1 McnpaBneHne pykonucu B NpoLiecce NoAroToBKM ee K
neyaTu; YCTaHOBKa COOTBETCTBUA TEeKCTa Hay4HbIM n
nuTepaTtypHbIM TpebosaHuaM, bopMe U LeneBoMy HasHavyeHuto
n3gaHus, CcornacoBaHWEe BHOCUMbIX WCMPaBeHWN C aBTOPOM;
nopaboTtka pykonucu:
1 |pemaktupoBaHue MOHorpadun, COOPHUKOB HAy4HbIX TPYAOB,| OOMH aBT. NINCT 2840,0
Hay4HbIX OTYETOB, NPAKTUYECKMX NOcobui
2 | pepaktnpoBaHue METOANYECKUX MaTtepuanos: | OAWH aBT. NUCT 2500,0
WHCTPYKTUBHO-METOANYECKNX nncem, pekomeHZauun,
KOHCynbTauun, 0630poB AeATENbHOCTM BMBNMOTEK
3 | pemakTnpoBaHMe OOKYMEHTOB, pernaMeHTUPYIOLWNX AEATENbHOCTb | OAMH aBT. NCT 2400,0
OMONMoTEK: YCTaBOB, MOMOXEHWIN, MHCTPYKLMUA
4 |pepakTypoBaHWEe CTaTUCTMYECKMX Tabnuuy, YydeTHbiX doopM,| OAWH aBT. NUCT 1980,0
obpasuos
5 |pepaktnpoBaHue MaTepuanos KOHhbepeHuui: [JOKnagoBs, | OOWH aBT. NUCT 1050,0
cooOLLeHnn
Pacwudposka ayguosanucen (matepuanoB  KOHdbepeHuun,
COBELLaHNN):
6 |Habop TekcTa ¢ ayanodanna OJWH aBT. NNCT 2400,0
7 | pepaktMpoBaHMe HabpaHHOro TekcTa OAWH aBT. NIUCT 1200,0
8 | KOHTpONbHOE peaakTupoBaHue OAWH aBT. NIUCT 120,0
PepaktupoBaHme nonynsapHoro 6ubnuorpadgpudeckoro nocobwus,
PETPOCMNEKTUBHBIX Hay4HO-BCMOMOraTenbHbIX ykasarenen,
0630poB, cnpaBokK, pedepaToB, aHHOTALWN:
9 |pepakTMpoBaHvMe NOMynsapHbIX ©Gubnuorpadpudecknx nocodbun:| oguH aBT. NUCT 2640,0
TemaTnyeckmx bubnmorpadunyecknx ykasatenen, CrpaBoYHUKOB
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10 |pepakTMpoBaHME PETPOCNEKTUBHbLIX Hay4YHO-BCMOMOraTesibHbIX | OAWH aBT. NIUCT 2100,0
yKasaTenen

11 | pepakTvpoBaHMe aHanUTUYecKkux oO630pOoB, CMpaBOK, aHHOTaUWW, | OAMH aBT. NUCT 1080,0
pedepatos, CBOAHbIX pedepaTUBHbIX 0630poB,
aKcnpecc-nHpopmaumn

12 | pepaktupoBaHue Gubnuorpaduyeckon sanncu OAHa 3anuck 4,6

13 | KOHTpOmbHOE pefakTpoBaHue OAHa 3anuck 6,2

MpymeyaHue: npu pegakTUPOBaAHUM CMELLAHHOMO TeKCTa K HOPME BPEMEHU MPUMEHSIETCA MNOBbILIAKOLLMIA
koadppuumeHT 1,1,

4.14. BcnomoraternbHo-TexHu4eckasi paboTta

Tabnuuya 84
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHusi BPEMEHMU,
MUH.
1 2 3 4
1 |o3HakommeHne ¢ maTepuanom OAWH OOKYMEHT 10,0
2 | pepakTMpoBaHue maTepuanos OAWH OOKYMEHT 12,0
4.15. PaboTa no opraHusaumm Tpyaa v ynpasreHuio
Tabnuuya 85
N HanmeHoBaHue npouecca, onepauuun. CoctaB paboTbl EavHnua Hopma
n/n n3mMepeHnst BPEMEHM,
MU/H.
1 2 3 4
MnannpoBaHne paboTbl
C6op, aHanu3 mucxogHom MHGOpMaLMK; orpenerieHne OCHOBHbIX OAWH nnaH
3agay roga, YTOYHEHWE CPOKOB BbIMOMHEHUS 3a4aHWN, HanMcaHue
OOBACHMUTENBHOM  3anuCKX; MNOAroToBKa MpoekTa nMnfaHa K
0bCyXOEeHMI0 Ha BCEX YPOBHSX, JopaboTka nocne o6CyXaeHus;
npeacTaBneHne ninaHa Ha CornacoBaHue 1 YTBEPXKAEHNE:
1 |nnaHa bubnunoTtekn 6240,0
2 | nnaHa otgerna, cekrtopa 2740,0
3 |vHAnBMOyanbHOro nnaHa 370,0
E>xeqHeBHbIN y4eT paboTbl B CTPYKTYPHbIX NOAPA3AENeHUsIX:
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4 | cTaTUCTMYECKMI yYeT 3anucaBlUMXCs (NepeperucTpupoBaBLUMXCH)| OAHa 3anuchb 2,8
yuTatenemn

5 |cTaTMCTUYECKMN yYeT KHUroBbl4auy, NnoceLleHunmn ofHa 3anucb 8,6

6 |yyet NHdopmaLMoHHO-6ubnmnorpadmnyeckomn paboTbl no| oAHa 3anucb 2,7

yCTaHOBMNEHHoW hopme

7 | y4eT BbINOMHEHHbIX CrpaBokK o[lHa 3anucb 2,7

E>xeqHeBHbIN y4eT aboHeHTOB, nonb3yowmxcs MBA:

8 | cTtatucTnyeckuin y4et aboHeHTOB, nonb3aytowmxcs MBA OfHa 3anucb 2,7

9 |cTaTUCTUYECKMN  y4YeT  MOMNyYeHHbIX  3aKka3oB,  BblaHHbIX | OfHa 3anucb 9,8
OOKYMEHTOB

10 |cTaTMCTMYECKMA Y4eT 3aka3oB, MNepeHanpaBfeHHbIX B Apyrne| OAHa 3anucb 2,7
onbnnotekn

11 |3anucb wutorn pabotel B "[IHeBHUK paboTbl" noppasgeneHvsi| OAHa 3anucb 3,2
onbnnotekn

12 |nHAMBMAOyanbHbIN yyYeT: exXedHEeBHOe 3anofiHEeHWe NUCTKa yyeTa| ofgHa 3anucb 2,7

TpygosaTpaT unu gHEBHUKa paboTbl GubnunoTtekapsi

CBOAHbIN CTAaTUCTMYECKUIA YYET NO GMBnMoTeke

Yucno untartenemn, KHAroeblgad, NoCELeHNA U MHOW MHopMaumK; |  OfHa 3anucb
noaBedeHne NTOroB CTaTUCTUYECKUX AaHHbIX Mo bubnuoTeke:

13 | mecsu 528,0
14 |keBapTtan 792,0
15 |rog 1080,0

Cratuctnyeckun ydet B pexume AC:

16 |BBOA CTATUCTUYECKUX AAHHbIX C KOHTPOSLHOMO nNucta OOWH NnCT 0,16

17 | cBOAHBIN CTATUCTUYECKMI yYeT No BnbnmoTeke (4MCro YnTaTenen, Ha mecsL, 120,0
KHMIoBbl4auy, NOCELLEHNI U MHON MHGOPMaLIN)

lMogBeneHve UTOroB CTaTUCTUYECKNX AaHHbBIX MO GubnuoTeke: Ha mecsL
18 | mecsu 0,27
19 |kBaptan 0,27
20 |rog 0,27

CocTaBneHne OT4ETOB:

21 |npvem MNaHoBO-OTYETHbIX  AOKYMEHTOB  OT  CTPYKTYPHbIX | OAWH JOKYMEHT 13,0
nogpasdeneHnin C NpoBEPKOM MOMHOTLI COCTaBa; COCTaBliEHME
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CBOAHOM TabnuLbl OCHOBHbLIX Noka3aTtenen
CocTaBrneHne aHanuTU4Yeckoro oT4yeTa: aHanua [OesTenbHOCTU OAWH OT4eT
nogpasgeneHun uM 6ubnuoTekn, OTMEeTKa MW3MEHEeHWs 3a rof,
HanucaHne TeKcTa, nNpeacTaBfieHMe Ha  corfnacoBaHwe U
yTBEPXAEHME:!
22 | oT4yeT BUBNMOTEKM 3a rog 3980,0
23 |oTyeT oTAEena, cekropa 3a rog 1320,0
24 | nHaAnBMAYanbHbIA OTYET 3a ro4 586,0
CocraBneHve @uHaHCOBbLIX OT4eTOoB 06 onnate no Buaam OAWH OT4eT
NnAaTHbIX yCcnyr:
25 |3a mecHl, 510,0
26 |3a kBapTtan 840,0
CocTtaBneHue oT4yeTa ans YmtaTenen n HaceneHus:
27 |onpegeneHve Ccpoka MpoBedeHna oT4veTa, MOBECTKM  OHS; oJHO 1580,0
OMoBELLEHME O [HE OT4yeTa uuTaTenen, HaceneHusl; BbINyCK| MeponpuaTne
CTeHraseTbl; 0hOpMIIEHME NPOTOKONA, 3aMedaHnii N NPEaSIOKEHNN
yuTaTenen, HaceneHusl, COCTaBreHMe NaHa ux peanusaumm
MoaroToBKka NPoON3BOACTBEHHbBIX COBELLLAHUI
OnpeneneHve nNOBECTKM [AHs, Kpyra Y4YacTHMKOB; MNOArOTOBKA OAHO
CrpaBkW, OpYrMx MepornpusiTUi, NPOEKTa PeLUeHUs; OnoBeLLeHne coBelLlaHne
Y4aCTHUKOB COBELLAHWNS; MOArOTOBKA NOMELLLEHWSI:
28 | coBelwaHne paboTHMKOB BMBNMoTeKkn 320,0
29 | coBelaHne paboTHMKOB oTAENa 264,0
30 |coBewaHne NoO UTOram MPUHATBIX PELUEeHUA C LIenblo OLEHKN KX oJHO 27,0
pes3ynbTaToB, MPOU3BOACTBEHHbBIE COBELLLAHMS MO UTOram roga coBelllaHne
31 |onepaTuBHOE coBellaHne (ans pewleHns TeKyLUX oJHO 22,0
NpOM3BOACTBEHHbIX 3afaq) coBelllaHne
OpraHusaumoHHas (onepatmBHas) paboTa:
32 |goKkymMeHTanbHOE  odopMrieHne pexuma paboTbl  oTaena| OguH OOKYMEHT 268,0
(cocTtaBnenue rpaduka paboTbl, OTNYCKOB U APYrMX OOKYMEHTOB)
33 |obecneyeHne KOHTpONsl 3a BbINOMHEHNEM MNPOU3BOACTBEHHONO | OOHO 3agaHue 4.4
3a[laHns U Ka4ecTBOM paboTbl
34 |obecneyeHne KOHTPONSA 3a WCMOSIHEHMEM  YNPAaBMEHYECKOrO | OOUH OOKYMEHT 8,8
peLleHnsl, NpuKasa, ykasaHusl OMpeKTopa, 3aM. OMpeKTopa, 3aB.
oTAenom
35 |3aknoveHne, NpoasieHne gorosopa Cc hupmMamu, NpeanpusatusMmun, | oauH 4oroBop 840,0
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opraHusaumsiMn, YacTHbIMU NpeanpuHUMaTensMm
36 | cocTaBrneHue KanbKynauum LeH Ha nnaTHble ycryru OOVH OOKYMEHT 3340,0
37 | BbINUCbIBaHWE cHeTa, KBUTAHLUUN OOVH OOKYMEHT 13,4
38 |cBepka onnaTtbl CHETOB OAWH OOKYMEHT 13,8
[enonponssoacTeo:
39 | npueM n peructpaumusa BXxogsLlen KoppecrnoHaeHLnm OAVH AOKYMEHT 5,6
40 |obecneyeHne KOHTPONSl 3a CBOEBPEMEHHBLIM  WCMOSIHEHWEM | OLWH OOKYMEHT 5,6
OOKyMeHTa
41 |cuctemaTusaums U nNofluMBKa WCMNOSTHEHHbIX OOKYMEHTOB B | OAWH OOKYMEHT 5,6
COOTBETCTBMM C HOMEHKNATYpOn Aen
Pa6oTa B pexxume AC:
42 | perncrtpaums BXogsLien KoppecnoHaeHUMn: BBog, B ©a3dy OaHHbIX | OfHa KapToyka 7,6
KOHTPOSIbHOW KapTO4YKM (AaTta NOCTYMNEHUs, UHOEKC OOKYMEHTa,
KOppEeCNOHAEHT, AaTa, UHOEKC NOCTYNUBLLEro AOKYMEHTa, KpaTkoe
cogepkaHue, pe3onioLms, KOMy HanpaBeH)
43 | obecneveHne KOHTPONS 3a MCMNOMHEHMEM [OOKyMEHTa: BbIBOA4 Ha| ogHa 3anucb 4,6
3KpaH KOHTPOSIbHOM KapTO4kW, BBOA B Hee uHdopmauum o6
NCMOMNHEHUN
MpumeyaHue: BpeMsi NPoOBEAEHNSI OTYETa Nepes YmTaTensmm, HaceneHnem, CoBeLLaHun B HOPMY BPEMEHM
He BXOauT.
4.16. O6cnyxnBaHne yaaneHHbIX Nofib3oBartenemn
Tabnuuya 86
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n N3MepeHnst BPEMEHM,
MU/H.
1 2 3 4
Pernctpauusa nonb3oBaTenen B peXXnme oHnamH:
1 |npoBepka 3anucu nonb3oBaTtensi B Onbnmoteky OaVH 1,0
nonb3oBaTenb
2 |obpaboTka u BBOA haMuUnnM, MMEHW, OTYECTBa MONb30OBaTENS U OOVH 2,5
agpeca ero 3fIeKTPOHHOM NMoYThI 3MEKTPOHHbIN
dopmynsap
3 |cocTaBneHue nucbma C ykasaHuUeM NOrMHa U creHepmpoBaHHOro OAHO 2,5
CUCTEMOW nNapons, MNpUKpPensieHne WHCTPYKLMU MNOSb30BaHUA WU | 3NEKTPOHHOoe
OoTnpaBKa ero Nno 3N1EKTPOHHON NoYTe NONbL30BaATENO NUCbMO
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O6cnyxuBaHne Nonb3oBaTernen B peXXMme OHMamH:
4 | KOHCyrnbTaumMs MO UCNOMb30BaHNIO UHTEPAKTUBHOW B[ KHUr oAHa 50
KOHCynbTauusi
5 |conpoBoxaeHne BUPTyanbHOM KHUroBblgayun: opmMmpoBaHme OAVH 3aka3 7,0
3aKasa Ha BUpTyanbHOM KHUKHOW MOrKe
6 |Bbirpy3ka n3 AC HOBbIX MOCTYNNEHW 3a onpedeneHHbIn nepuos OAVH hann 5,0
BpeEMeHU B BUAe ykasatens HoBbIx noctynneHui (YHIT)
7 |pasmelleHMe HOBbIX MOCTYMMEHMN [JOKYMEHTOB Ha cante oavH damnn 1,5
OMONMOTEKN: CO3OaHWE 3arofioBka aHHOTauuW  NpUKPEnIieHne
havina(os)
8 |pacchbinka No 9nMeKTPOHHOM NouYTe YyAaneHHbIM Mofb30BaTENsM OfHO 15
MHdOPMaLIMM O HOBbIX MOCTYNNEHUAX OOKYMEHTOB 3NEKTPOHHOE
n1UcbMOo
9 | MHopMaLMOHHOE CONPOBOXAEHME CalTa, nopTana M CTpaHwul, B OfHO 15
coumanbHbIX ceTax: cosfaHue 3aronioBka aHHoTauum coobLieHne
npukpennexne cannos
PaboTta c cantom otaena ubnmotekn
PaboTta c HoBOCTSIMM OoTAEna:
10 |nogroToBka martepuvana K nybnukaumm (npecc-penus, nocT-penus, | OAuH neYaTHbIN 1050,0
cTaTtbs) nuct
11 | pasmeLleHne HOBOCTM Ha cainTe 0Ha HOBOCTb 10,0
12 | paameLLeHne HOBOCTU B COLMAnbHbIX CETSX 0Ha HOBOCTb 10,0
13 |oTnpaBka HOBOCTHOIO COOOLLEHUSA ONS pasMeLLEeHWst Ha canTax oJHO 10,0
napTHEPOB coobLeHne
14 | nog6op wnncTpaunm K HOBOCTH ofHa 5,0
UnnrcTpaums
PaboTa ¢ dpoToranepeen otgena:
15 | poTockeMKa oJHa CbeMKa 30,0
16 |nopbop doTorpadun ofHa 3,0
doTtorpacusa
17 | obpaboTka choTorpacuii ¢ NomMoLLbIo rpacdmnyeckoro pegakropa OfHa 15,0
doTorpacusa
18 | cosgaHune choToranepen ogHa 15,0
doToranepes
19 | pobaBneHne nognucen k dootorpadumsam ogHa 2,0
doTtorpacusa
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Pabota c NOMHOTEKCTOBLIMU MaTepuanamu,
BGubnurorpadmnyeckuMm cnmckammn Ha canTe:
20 | cdopmaTtupoBaHMe MaTtepuanoB Ans nybnukauMu (nepesog B| OQvH MaTepwarn 20,0
apyrvue dpopmaTsl, eneHne matepuana Ha 4yacTtu)
21 |pobaBneHve onucaHWst K Martepuany (aHHOTauus, KroveBble | OguH MaTepuarn 10,0
cnoga) - 1000 3HakoB
22 |3arpyska matepuana Ha BHELIHWA canT OAWH MaTtepuan 15,0
23 | obHoBREHMEe crnncka nybnukaumin coTpyaHUKOB oTaena ofHa 2,0
6ubnworpadcuye
ckas 3anuncb
PepaktupoBaHue n o6HoBreHne MHpopMaLmn Ha canTe:
24 | pegaktupoBaHue mMaTepuanos OfHa 3anuck 2,0
CosgaHne OpMbl  3NEKTPOHHbIX  OMPOCOB  (3KCMpecc-onpoc,
OHNaWnH aHKeTUpoBaHue):
25 | cosgaHune n pasMeLLeHme BOMPOCOB Ha canTe OAWH BOMpOC 6,0
26 | cosgaHue cTpaHuubl onpoca u gobaBneHne koga ¢ canta OfHa cTpaHuua 15,0
CosfgaHne HOBbIX pa3derioB Ha canTe:
27 | cosgaHue OAWH pasgen 15,0
PepaktnpoBaHne n obHoBreHMe MHAPOPMALIMOHHOIO KOHTEHTa Ha
canTe:
28 | pepaktupoBaHue cTaTen, pa3meLLeHHbIX Ha canTe 0Ha HOBOCTb 10,0
29 |moMck wn  OTOOp  MHGOpMaUMM  ANd  penakTMpoBaHMS 20,0
cTaTucTuyeckon b
30 | obHoBREeHMe 3anucen b o[Ha 3anvucb 5,0
31 | BHeceHue HOBbIX 3anucen B b1 o[Ha 3anvucb 10,0
O6paboTka JOKYMEHTOB 411 3arpy3kv Ha CawT:
32 | pegaktupoBaHue u popmaTUpoBaHue TEKCTa JOKYMEHTa OAWH aBT. NIUCT 60,0
33 |KOHBepTMpOBaHWE [OKYMeHTa W3 ofHoro dopmaTta B ApYron | OAWH OOKYMEHT 10,0
dopmat
34 |3arpyska Ha BHeLUHWe pecypchbl OQVH AOKYMEHT 15,0
35 | pasMeLLeHne Ha canTe oTaena OAWH OOKYMEHT 10,0
3anonHeHne cTpaHuubl oTAena B coumnarnbHbIX CETAX:
36 |nownck n oTOop HOBOCTEN Ha BHELLHUX pecypcax 0Ha HOBOCTb 24,0
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37 | cocTaBneHne aHHOTaLUum K HOBOCTAM Oo[lHa HOBOCTb 15,0
38 | pa3mMelLieHne nocTa Ha CTpaHuue otaena 0Ha HOBOCTb 5,0
4.17. OnpegeneHne kKHMroobecnevyeHHoOCTM y4ebHoro npouecca B 6a3e gaHHbix AC
Tabnuua 87
N HaumeHoBaHuWe npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHust BpeMeHW!,
MU/H.
1 2 3 4
1 |nouck onpegeneHHon AuCLMNnHbl y4ebHoro npolecca B Moayrne ogHa 1,0
"KHuroobecne4yeHHoCTb" ancuunnuHa
2 |nomck B Gase pgaHHbix AC [OKYMEHTOB, MOAXOAAWMX ANnd ogHa 10,0
BblIBpaHHOW ANCUMNIMHBI (OCHOBHOW CMMCOK), B PEXUME MPOCTOro|  AucCuunnuHa
N pacLUMPEHHOrO noucka
3 |NpoCcMOTPp Kaxaoro [AOKyMeHTa MO BCeM MapameTpaM Ans| OAWH LOKYMEHT 60,0
onpeneneHMs HeobxoouMOCTM BKIHOYEHUS €ro B CMMCOK, OTOOp
BbIOpPaHHbIX OOKYMEHTOB (f00aBneHne K MMEKLMMCA NoSiaM eLle
oaHoro nons "gucumnnuHa”)
4 |npucoegnHeHne OTOOpaHHbIX AOKYMEHTOB (OCHOBHOM CMMCOK) B ofHa 50
moayne "KHuroobecneyeHHOCTh" K onpeaeneHHon gucumnnmHe aucumnnuHa
5. TunoBble oTpacneBblie HOPMbI TpyAda Ha paboTbl, BbIMNOMHSEMbIE
B JETCKMX, lOHOLLIEeCcKnx bubnunortekax, B ombnmortekax HAN,
obpasoBaTeribHbIX yYpexageHun (Ha OCHOBE aBTOMAaTU3NPOBAHHbIX
CUCTEM yrnpaBneHus npoueccamm)
5.1. KomnnektoBaHne oHO0B
Tabnuuya 88
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n N3MepeHnst BPEMEHM,
MU/H.
1 2 3 4
1 |npvem un otbop ANs POHOO0B HOBbLIX MOCTYNIIEHUA, MOMYYEHHBIX MO | OOUH OOKYMEHT 3,6
COMPOBOAUTENBHOMY  [OOKYMEHTY - JIMCTYy TOCYLAapCTBEHHON
perncrpaumm
2 | TexHu4eckas 06paboTka LOKYMEHTOB OLVH JOKYMEHT 45
3 | BBOA AOKYMEHTOB B 6a3y AaHHbIX (BL) OLVH JOKYMEHT 4,5
5.2. bubnuorpadgpuyeckoe onncaHme N MHOEKCMPOBaHNE JOKYMEHTOB
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Tabnuvua 89
N HavnmeHoBaHue npouecca, onepaumun. Coctas paboTsbl EouvHnua Hopma
n/n n3mepeHust BpEMEHM,
MWH.
1 2 3 4
1 |dopmupoBaHme Oubnuorpacdmyeckor 3anucu Ha AOKYMEHTbl Ha| OfHa 3anucb 18,0
pyCcCKOM fi3blke (onucaTtenbHas KaTanornsaums)
2 |dopmupoBaHMe OGuGnMorpadnyeckon 3anucu Ha OOKYMEHTbl Ha| OfHa 3anucb 27,0
WHOCTPaHHbIX  €BPOMENCKUX  A3blkax W  fA3blkax HapodoB
Poccuickon ®egepauun, KpoOMe PyccKoro (onucarternbHas
KaTanormsauus)
3 | MHOeKcnpoBaHWe AOKYMEHTOB (coaepxaTernbHas Katanorusaums) OfHa 3anuck 18,0
5.3. Pabota c katanoramu
Tabnuuya 90
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHusi BPEMEHM,
MWH.
1 2 3 4
MoarotoButenbHas paboTa:
1 |pas3bop KapToyek Afs pacCTaHOBKM B andyaBuTHbIE KaTanoru ofHa KapToyka 0,5
PenaktupoBaHue reHepanbHOro andgaBUTHOMO Katanora: ofHa KapToyka
2 |kartarnor - ctapbiii pag (go 2000 roga) 1,0
3 |kartanor - HoBbIl psag (c 2000 roga) 0,5
4 |kaTanor - MHOCTpaHHble €BPOMENCKME HA3bIKM U HA3bIKM HapOLOB 1,0
Poccuu, kpome pycckoro
5 | pa3bop KapTo4yek AN pacCTaHOBKM B CUCTEMATMYECKUE KaTanoru OfjHa KapTouyka 0,3
6 |pemaktmpoBaHue [eHepanbHOrO CUCTEMATMYECKOro Kartanora| ogHa kapToudka 0,5
(FCK)
7 |pepaktupoBaHue opurMHan-maketa B3 Ha  ogHouyacTHble | ogHa kapTouka 0,3
OOKYMEHTBI
8 |pepaktupoBaHve opwurMHan-maketa B3 Ha  MHoroyacTHble | ogHa KapTouka 0,45
OOKYMEHTbI
9 |pepakTMpoBaHMe 3anucen Ha efuHuubl xpaHeHuss B 1O no| opgHa 3anucb 54
N3BELLEHUSIM O BHECEHUWN MU3MEHEHMI B KaTasnoru, nory4yeHHbIMU
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n3 TexHonoru4veckoro otaena (TO)
PepaktnpoBaHue Gubnrorpadunyeckmx 3anucen (B3)| opgHa 3anuch
(koHTponbHLIE nonsa dopmaTta u Tekcta B3):
10 | pepakTMpoBaHWE KOHTPOSLHBLIX Nonen dopmara 54
11 |pepaktupoBaHue Tekcta b3 54
12 |pepaktupoBaHue 6Gubnuorpacpudecknx 3anucerr (B3) B T[O| opgHa 3anuch 54
(sBegeHue nHaekcos bBK B B3)
13 | dopmuposanHmne B3 B MO ¢ ucnonb3oBaHMeM CBOOQHOrO kaTanora| oOgHa 3anucb 12,0
Poccuiickon depepaumm
14 | pepaktupoBaHue 63 Ha MHOrovacTHble fOKyMeHThI B [10 OfHa 3anucb 12,0
5.4. Pabota ¢ hoHaom
Tabnuua 91
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHusi BPEMEHM,
MWH.
1 2 3 4
MoarotoButenbHas paboTa:
1 |noarotoBka paboumx MecCT; opraHu3aumnsa paboyero wmecrta:| ogHo pabodee 50
nogkntoveHne komnbtoTepa, Bxoq B OPAC, npoBepka 351eKTPOHHOM MecTOo
noyTbl, paccblfika OTBETOB Ha 3anpocbl; MOAroToBKa 3ana kK
pabote: opraHuMsauuss paboumx MeCT uuTaTenen, BnaxHas
0bpaboTka MOHUTOpA KOMMbIOTEpPA, CTaHLUN CaMOODCYXMBaHWS,
MOHWUTOPA 3NEKTPOHHOIO KaTarora, paccTaHoBka (pasmelleHve
KHIKHOrO MaccuBa, COaHHOro nocre npeablgyLero paboyero gHs,
Ha MorKax OTKPbITOro 4OCTyna), 03HaKOMIIEHME C MEPUOOMKON U C
HoOBOCTAMMW B ceTU "NHTepHeT"
2 |nonyyeHve AOOKYMEHTOB C BbICTaBKM HOBbIX MOCTynfneHWn (Npy| ogHa naptms 16,0
yyactum 4-x 4YerioBek) (200
OOKYMEHTOB)
3 |npvem HoBbIX noctynneHun B [lporpamme nepedayu; cBepka| oOAHa napTud 12,0
HanNM4Yns KHAT B MApTUM C CONPOBOAUTENbHBIM JOKYMEHTOM (200
OOKYMEHTOB)
O6paboTka HOBbIX MOCTYMNNEHWN
4 |MepBuyHbIN  pas3bop HOBbLIX MOCTYMMIEHWA; NPOCTaBMEHME | OfHa NapTusi 26,0
WwTemMnenss Ha TUTYNbHOW M 17 CTpaHMUax KHUMM; akTMBauus U (200
pefakTUPOBaHUE B 3NIEKTPOHHOM KaTarore; nevyaTb UHBEHTAPHOro |  JOKYMEHTOB)
N 1 npuknenBaHne paguoMeTku (€QUHUYHbIE 3K3EMMNNSPbI)
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5 | Pa3bop AOKYMEHTOB ANl OnpeaAeneHns pacCTaHOBOYHbIX LWMPOB | OAWMH OOKYMEHT 1,0
6 |lMpeaBaputenbHas cucTemaTM3aumsi LOKYMEHTOB  TPYMNMoOBOW | O4WH OOKYMEHT 1,0
06paboTkn Ansa onpeaeneHnst NONIOYHOro MHAeKca
LndpoBka LOKYMEHTOB: OLVH OOKYMEHT
7 | c gByms wncpamu (1 - "BUpTyanbHbIA") 1,0
8 |6e3 wudpa 1,8
9 | pochkinbl 3,6
10 |BBOA WKdpa 0,5
Lndposka 4OKYMEHTOB rpynnoBoin obpaboTku: OAVH AOKYMEHT
11 |npepBaputenbHas cucTtemaTusaums (BBO4 WMHAEKCA OTpacnu 1,0
3HaHusa no Tabnuuam BBK B 3K)
12 | petanbHasa cuctematmdauus (BBog nonoyHoro nHaekca bBK B 9K) 1,0
13 | 0bpaboTka AOKYMEHTOB Ha MHOCTPaHHbLIX EBPONENCKNX A3bIKax OAVH AOKYMEHT 3,6
14 |obpaboTka [OOKYMEHTOB Ha HaUMOHambHbIX $3blkax HApPOAOB| OAVH AOKYMEHT 45
cybbekToB Poccuiickon denepaumm
15 | npuem n obpaboTka gokymeHtoB XVIII - XIX BB. OAVH AOKYMEHT 8,0
16 |npuem n obpaboTka OTEYECTBEHHLIX NEPUOANYECKUX U3OAHUA U3 | OO4VH AOKYMEHT 1,8
3TN
17 |npuvem mn obpaboTka MHOCTPaHHbLIX MEPUOLAUYECKUX W3OAHUA U3 | OO4VH AOKYMEHT 1,8
3TN
18 | nepelundpoBKa AOKYMEHTOB OAWH OOKYMEHT 27,0
19 |BBOA Gap-koga gokymeHTa B 9K OAVH OOKYMEHT 2,6
20 |nepepada goKyMeHTOB Ha sipyca ®b B gucneTtyepckor nporpamme OfHa napTus 26,0
(200
OOKYMEHTOB)
O6cnyxuBanne yntaTtenen n aboHeHToB B Pb:
21 |BbINONHeHMe TpeboBaHWMIA, NOCTYNMBLLMX MO 3NEKTPOHHOMY 3aKasy OflHO 1,0
TpeboBaHue
22 |B3ammopacyeT CO CTPYKTYPHbIMU Noapa3geneHnsamm 6nbnmorteku OAHa napTus 14,0
(200
OOKYMEHTOB)
23 |paboTa C 3a40mMKEHHOCTbIO: COCTaBneHve no 0as3e 4YuTanbHOro | OOWH OOKYMEHT 1,8
3ana cnucka 3af0fKHUKOB; COCTaBneHne no 6ase LeHTpanbHOW
Kadpeapbl Cnucka 3adO0rKHMKOB; BbiAeneHve u3 obLuiero cnmcka
3a00JPKHUKOB BMONMOTEKN 3a40MMKHUKOB; €XEeOHEBHbIA KOHTPOSb
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OOIDKHUKOB  C  HanoMMHaHMEM O HeoOXOAMMOCTM BO3BpaTa
3afiepXKaHHbIX  KHWUM;, aHanuid 3gdEKTMBHOCTU  NpoAenaHHon
paboTbl
O6ecne4veHne coxpaHHOCTN HOHOOB:
24 |nNoAroToBKa  AOKYMEHTOB  Ha  MUKpPounbeMupoBaHWE U | OAWH OOKYMEHT 54
CKaHupoBaHue
25 |nepepava OOKYMEHTOB Ha MUKpOUnbMUpoBaHe n | ogHa naptus (20 16,0
CKaHUpoBaHue OOKYMEHTOB)
Ceepka poHAa ¢ 3NeKTPOoHHbIM kaTanorom (3K): OAVH AOKYMEHT
26 |ogHOYaCTHbIE OOKYMEHTHI 1,8
27 | MHOro4yacTHble JOKYMEHTbI 3,6
28 | npoBepka JOCTyna K 9neKTPOHHOMY pecypcy OAWH OOKYMEHT 54
5.5. CnpaBo4Ho-6ubnuorpadguryeckoe obcnyxmsaHue
Tabnuya 92
N HanmeHoBaHune npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHusi BPEMEHM,
MWH.
1 2 3 4
BbinonHeHne yCTHbIX Gubnmnorpadunyeckmx cnpaBok:
1 |noarotoBka pabounx mect exeHEeBHO 13,0
2 | exeOHeBHbIN CTaTUCTUYECKN yyet exefHeBHOo 13,5
crnpaBo4HO-6mbnmorpaduyeckoro obcnyxmBaHms yntarenemn
3 |uM3ydyeHMe oTpuuaTtenbHblX OTBETOB Ha 6Gubnuorpadudeckue exegHeBHO 13,5
3anpochkl C LEenblo BbiABEHNs: Opaka
4 | npuem 3anpoca Ha BbINofiHeHE Brbnmorpacun4eckon cnpasBku OAWH 3anpoc 10,0
5 |odopmrieHne KOHTPOMBbHOMO SICTKA Norb3oBaTens OAWH 1,0
nonb3oBaTenb
6 | TemaTnyeckas yctHas bubnuorpadumyeckas cnpaska OfHa cnpaBka 17,0
7 |appecHas ycTHas cnpaska OfHa cnpaBka 8,0
8 | yTouHsoWas ycTHas bubnmorpaduyeckas cnpaBka OfHa cnpaBka 18,0
9 | dakTorpacduyeckas yctHasa oubnvorpadunyeckas cnpaska ofjHa cnpaBka 15,0
10 | opueHTUpyloLasa KoHCynbTauns ofHa 6,0
KOHCynbTauusi
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11 | 6ubnuorpaduyeckas/cakrorpadunyeckas cnpaeka no ternedoHy OfHa crnpaska 12,0
BbinonHeHne NncbMeHHbIX Gubnuorpadguyeckmx cnpaBok:

12 |npuem v perucTpauusa NMCbMEHHOro 3anpoca B OpraHM3aLUMOHHOW |  OAWH 3anpoc 3
rpynne

13 | gucneTyepusaums NMCbMEHHbIX 3anpocoB B rpynne CBO eXeHeBHO 60

14 |peructpauusa 3anpoca B XypHane ydveta MNUCbMEHHbIX CMpPaBOK| OAHa 3anucb 3
rpynnel CBO
MnucbMeHHas TemaTuyeckas cnpaska:

15 |TemaTtudeckass crnpaBka 1-OM CTeneHuM CrnoXHocTn: Ao 25| opfHa cnpaBska 1200,0
Ha3BaHWUIN, C NPOCMOTPOM BUbNMorpadUeCKNX NCTOYHUKOB

16 |TemaTtudeckasi crnpaBka 2-OM CTENEHW CIrOXHOCTW: CBblle 25| ofHa cnpaska 2900,0
HasBaHWM, C MPOCMOTPOM BUbnMorpadPUYEecKnx n TEKCTOBbIX
NCTOYHMKOB

17 | nncbMeHHas yTouHsoLwas bubnuorpaduryeckasn cnpaska oAHa cnpaska 360,0

18 | nucbMeHHasa agpecHada cnpaska OfHa cnpaska 120,0

19 | nucbMeHHas akTorpadmyeckas crpaBka OfHa cnpaeka 360,0

20 |NUCbMEHHbIE  KOHCyNbTauuu: TemaTuyeckasi  KOHCynbTauums, ogHa 480,0
KOHCyfMbTauus-Kmwe KOHCynbTauus
PepaktupoBaHme BbIMOMHEHHbIX MMCbMEHHbBIX CpaBoK:

21 |agpecHas NMCbMeHHasa cnpaBka OfHa cnpaBka 9,0
TemaTtnyeckas NMMCbMEHHas crnpaBka: ofHa cnpaska

22 | 1-1 cTeneHn CrioXXHOCTU 18,0

23 | 2-1 cTeneHn CrioXXHOCTU 48,0

24 | yTouyHAOLWAaA NMCbMEHHaa crnpaska OfHa crnpaBka 8,0

25 | akTorpadumyeckas NnMCbMeEHHasa cnpaska OfHa cnpaBka 8,0

26 | pervMctpaumsi BbIMOSTHEHHOW NCbMEHHOW cnpasku B rpynne CBO B| opHa 3anucb 3,0
XypHare yyeta NMCbMEHHbIX 3anpoCcoB

27 | peructpauusa BbIMONHEHHOMN NMUCbMEHHOWN cripaBku B| OfHa 3anucb 2,0
opraHm3aumoHHou rpynne CBO

28 |odopmneHune n nepegada/oTnpaBneHne OTBETa 3aKasyunkKy OAWH 3anpoc 12,0
BupTyanbHas cnpaBoyHasi cnyxba:

29 | BUpTyanbHasa TemaTuyeckas cripaska OfHa cripaBka 18,0
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30 |BMpTyanbHasa agpecHas crpaska OfHa cnpaeka 7,0
31 |BMpTyanbHasa yTovHAKLWasa crpaska OAHa crpaska 18,0
32 | BMpTyanbHasa opMeHTUpYyroLLasa crpaska OfHa cnpaeka 6,0
33 | ocbopMneHne oTBeTa Ha 3anpoc YnTaTens OAHO NMUCbMO 6,0
34 | nononHeHne apxuBa BbINOMHEHHbIX cnpasok ("basa 3HaHuin") OAHa crnpaska 11,0
35 |ckaHupoBaHue fOokymeHToB u3 c¢oHgos CBO no 3akasam| ofgHa cTpaHuua 3,0
nonb3oBaTenen
KoHcynbTaumm: oaHa
KOHCynbTauus
36 | meToaunyeckasi 10,0
37 | TemaTunyeckas 10,0
38 |nokanbHag KoopauHauuMs W gucnetyepusaums  BbINOSIHEHUSI |  OOHO MUCBMO 12,0
BMPTyanbHbIX CNpaBoK
Bbubnunorpadguyeckoe obyyeHne nonb3oBaTenen
KoHcynbTaumm: ogHa
KOHCynbTauus
39 | meToanyeckasi 10,0
40 | TemaTnyeckas 15,0
41 |nogrotoBka  OGubnuorpadpuyeckoro ob3opa MO MEeToauKe oavH ob3op 2400,0
dopmumpoBaHMs  Gubnuorpaduveckon  3anmcn, paboTtbl  C
katanoramu, 6ubnuorpadmyecknmm NCToUYHMKaMn OPMNPOBaHNS
crnucka nutepaTypbl K Hay4yHon paboTte
42 |nogrotoBka W npoBedeHne 6Gubnuorpaduyeckoro ob3opa Mo oaviH ob3op 480,0
mMeToauke bubnuorpadunyeckoro onmcaHus
43 |nposeaeHue 3KCKypCcun no doHaam M| odHa 3KCKypcus 480,0
cnpaBo4HO-6mnbnmorpadguydeckomy annapaty (CbA) LUIBC
BeneHue cnpaBoyHO-OMbnunorpaduyeckoro annapaTa:
44 | BegeHve apXxuBa BbINOMHEHHbIX CMPABOK B 3NIEKTPOHHOM peXnme ofjHa cnpaBka 8,0
45 |BBopg kapToTek B B[] OfHa KapTo4ka 6,0
BbicTaBoyHas paboTa: OfjHa BbICTaBKa
46 |pa3paboTka NnaHa opraHn3aumnm 1 3KCNOHMPOBaHNUSI TEMaTUYECKOM 2160,0
BbICTaBKM
47 |nogrotoBka CONPOBOAWUTENBHOW [OOKYMEHTauMuM K BbICTaBKe, 360,0
aTMKeTaxa
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48

MOHTaX BbICTaBKU

480,0

49

AEeMOHTaX BbICTaBKN

240,0

MpumeyaHue: npu paboTe C AOKYMEHTaMW Ha MHOCTPaHHbIX €BPOMENCKMX A3blkaxX W A3blkax HapoOoB
Poccuickon ®egepaumm, Kpome pycckoro, K Hopmam BpeMEHU NPUMEHSAETCS NoBbIWarLWwmn koadduumeHT 1,15.

5.6. HoTHble usgaHus n 3Bykosanucu

Tabnuua 93
N HaumeHoBaHWe npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n/n n3mepeHusi BPEMEHM,
MWH.
1 2 3 4
dopmupoBaHme bubnmorpadmyeckon 3anmncu:
1 |Ha rpamMnnacTMHKM Ha  pYCcCKOM  43blke  (onucaTernbHast OAWH ANCK 140,0
KaTanormsauus)
2 |Ha rpamMnnacTUHKM Ha WHOCTPaHHbIX E€BPOMNENCKUX A3blkax WU OAWH ANCK 180,0
A3blkax HapogoB Poccuinckon Pepepaummn, KpomMe  pycCKOro
(onucaTtenbHasa kaTanornsaumsi)
3 |Ha ayano KoMNakT-OUCKE Ha PYCCKOM 4A3blke (onucaTtenbHas OOWH AnCK 160,0
KaTanormsauus)
4 |Ha aygMo KOMMaKT-AUCKE Ha MHOCTPaHHbLIX €BPOMENCKUX A3blkaxX U OOWH AnCK 220,0
sA3blkax HapogoB Poccuickon denepaunm, KpoMe PYCCKOro sisbika
(onucatenbHasa kaTanornsaumsi)
5 | Ha My3blkanbHOM KOMMakT-gucke (onucaTenbHas Katanorusaums) OOMWH OucK 480,0
6 |Ha HOTHble u3gaHMs Ha pPYCCKOM A3bilke (onucaTenbHas | OAWH OOKYMEHT 132,0
KaTanormsauus)
7 |Ha HOTHbIE M3OaHWS HA MHOCTPaHHbIX EBPOMENCKUX $3blkax W | OAWH OOKYMEHT 140,0
A3blkax HapogoB Poccuickon ®Pegepauun, KpoMe pPyCCKOro
(onucartenbHas KaTanorusaums)
CnpaBo4yHo-6mnbnuorpaduyeckoe obcnyxvBaHMe B 4YUTANIbHOM
3ane
BbinonHeHne ycTHown 6ubnmorpadunyeckorn cnpaeku:
8 |npuem 3anpoca Ha BbINorHeHne bubnuorpadnyeckon cnpaBkm OAWH 3anpoc 6,0
9 |TemaTnyeckas ycTHas bmbnuorpadumyeckas cnpaska OfHa cripaBka 20,0
10 |ycTHas agpecHasi bubnuorpadmyeckasn cnpaska OfHa cripaBka 12,0
11 |yTouHsitowasa ycTHaa bubnuorpaduryeckas cnpaska OfHa cripaBka 22,0
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12 | dakTorpadmnyeckas yctHas bubnmorpaduyeckas cnpaeka OAHa crnpaska 18,0

KoHcynbTauum: oAHa
KOHCynbTauusi

13 | 6ubnuorpacunyeckue 10,0

14 | opueHTUpYyoLLNe 3,0

15 | BcnomoratenbHO-TEXHUYEeCKue 6,0
BbinonHeHne NnnucbMeHHbIX Gubnuorpaduyeckmx cnpaBok:

16 |npvem W perncTpaums 3anpoca B KHUre yyeTa [MUCbMEHHbIX| OfHa cnpaska 15,0
Gubnuorpadguyeckmx cnpaBok

17 |u3yyeHne 3anpoca, YCTaHOBMEHWE WNN YTOYHEHWEe OSreMeHTOB| OfHa cnpaska 900,0
oubnuorpaduyeckon sanncu
BeneHue cnpaBoyHo-6mMbnunorpaduyeckoro annapaTa:

18 | ohopMmreHme KapTOYKM ANns KapToTek OfHa KapTo4ka 16,0

19 | cospaHne Gubnuorpaduyeckon 3anucu (b3) Ha cTaTbm NO My3blke | OAHA 3anucb 8,0
N3 JOKYMEHTOB, HE COOTBETCTBYOLLMX Npodhunio M3

20 |BefgeHve KapToTek OfHa KapTo4ka 1,0
5.7. Pabota c nutepaTtypon no 6ubnmnotekoBegeHuto, 6mbnmnorpadoBeaeHNIO N KHUTOBEOAEHWUIO

Tabnuuya 94
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mMepeHnst BPEMEHM,
MWH.

1 2 3 4
O6paboTka HOBbLIX MOCTYNMEHWN B MporpaMMHOM obecneyeHnu
(NO):

1 |npvemM HOBbIX MOCTYNSIEHUA OTEYECTBEHHbIX [OOKYMEHTOB B| OOWH OOKYMEHT 0,5
AncneTyepckon nporpaMmMe nepegayv

2 | npveM HOBbIX MOCTYMNNEHUA Ha UHOCTPAHHbLIX EBPONENCKUX A3bIKaxX | OAWH OOKYMEHT 1,0
n a3blkax Hapogos Poccuickon ®enepaunm, KpoMe pyccKoro

3 |ocopmMmneHne kapToukM Ha [OOKYMEHT Ha pPYCCKOM 4A3blke AndA| ofHa KapToyka 8,0
KaTanoroB K  0OOMacTHbIX KapTOTeK C  WCMONb30BaHWEM
oubnuorpaduyeckon 3anncu

4 |odopmneHne KapTO4KM Ha [AOKYMEHT Ha  WHOCTPaHHbIX | OfHA KapTo4ka 10,0
€BPONencKkMx A3blkax N s3blkax HapogoB Poccuinckon denepaunn,
KpOME pyCCKOro, Ansi KaTarnoroB W oOONacTHbIX KapTOTeK C
ncnonb3oBaHNeM bubnuorpadguyeckon aanucu
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5 |aHanutnyeckoe onucaHne gokymeHtos B 10O o[Ha cTtaTbs 12,0
O6cnyxuBaHve nonb3oBaTenen; BupTyanbHad  CnpaBoYHas
cnyxoa:
6 | npuem Gubnmorpaduryeckoro 3anpoca YntaTens OAWH 3anpoc 3,0
7 |BUpTyanbHasa TemaTuyeckas cnpaska OAHa crnpaska 54,0
8 |BupTyanbHasa agpecHas crnpaska OAHa crnpaska 18,0
9 |BupTyanbHaga yTOYHAOLWANA cripaska OfHa crnpaska 26,0
10 |BupTyanbHasa dakTorpadudeckas crpaska OAHa crnpaska 20,0
11 |ocbopmrieHne OTBETA Ha 3anpoc YMTaTens OAHO NMUCbMO 10,0
12 | nononHeHve apxmBa BbINOMHEHHbIX crpaBok ("basa 3HaHuin") OofHa cnpaska 10,0
13 | exenHeBHbIN CTaTUCTUYECKNN yyeTt eXXeqHEeBHO 12,0
cnpaBoYHO-6ubnumorpadumyeckoro 06CcnyxmBaHnsa yntatenemn

5.8. ObpaboTka onTuyeckmx komnakT-guckos (OIP)

Tabnuuya 95
N HanmeHoBaHune npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHusi BPEMEHM,
MU/H.
1 2 3 4
1 |nonyyeHne w© [ocCTaBka OMNTUYECKMX  KOMMAKT-OMCKOB U3 | ofHa naptud 30,0
aucnetyepckon OLIK3 AokymeHToB (100
ONCKOB)
2 | npmveMm HOBbIX NOCTYMNIEHUN ONTUYECKUX KOMMNAKT-OMUCKOB OfHa napTus 60,0
aokymenToB (100
OWNCKOB)
3 | cyMMapHbIi y4eT KOMMNaKT-4UCKOB (MO yCTaHOBMNEHHOW hopMe) ofHa napTtug 7,0
OOKYMEHTOB
4 | nHOMBMAYanbHbIA y4eT KOMNaKT-4UCKOB OflHa 3anucb 1,0
5 | TexHu4eckas o6paboTka ONTUYECKMX KOMMAaKT-AMCKOB OOVH JOKYMEHT 2,0
6 |wuncpoBka JOKYMEHTOB B Moayne ak3emnnspsbl MO OQVH AOKYMEHT 1,0
5.9. PaboTta ¢ uMtatensamu
Tabnuuya 96
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eannnuga Hopma
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n/n

n3mepeHna

BpeMeEHMH,
MWH.

2

4

3anucb nonb3oBaTens B 6M6J'II/IOTeKy, pa60Ta C Yyntarenem:

noaroToBKa paGqux MEeCT nonb3oBaTtenen u O6C.|'Iy)KIABaFOLLI,eFO
nepcoHana: npoBepka TEeXHUYEeCKOro CoCToAHMA  CceTeBOoro
obecneyeHns un napka BbIYMCINUTENBHON TEXHUKN, BKMtoveHue K

oauH MK

2,0

npuHATME Mep No nukeugaumm cboee B pabote [K, paboTe ceTu,
OTCYTCTBMS gocTyna K ©0ase [aHHbIX  Monb3oBaTenew,
MHOPMUPOBaHME COOTBETCTBYIOLLMX CrYXO O cbosix, npoBepka
HeucnpaBHoro obopynoBaHus, ukcaums cboeB B TeTpagun yyerta
C yKasaHMeM XapakTepa HeMcnpaBHOCTM U BpeMeHU Hadvana cbos,
rnocne ycTpaHeHus1 Henonagku oTMeTka BpeMeHU ee yCTpaHeHus

OAWH cbom

10,0

NMPOCMOTP AOKYMEHTOB uuTtatens (macnopT, YAOCTOBEpeHue,
MOPYYUTENBLCTBO), MPOBEPKA HanMUyusi Y4eTHO-PErMcTpaLMOHHO
KapTOYKU YuTaTens

OOWH 4YnuTaTenb

3,0

3anonHeHne opmMynsipa uMTaTens,
KapTOYKK, YnTaTernbCcKoro GuneTa

YYETHO-PErMcTpaLoHHOM

OAWNH KOMMNNEeKT

5,0

O3HaKOMIleHWe  uuTaTens C  NpaBuriamMu  NOMb30BaHUSA
ombnunoTtekon, pacnonoxeHnem oHaa, CpaBovHbLIM annapaTtom

OAVH 4YnTaTelb

6,0

nogbop W pacctaHoBka MO Homepam 6GunetoB, andasuty
dammnuii yntTaTenen y4eTHO-permcTpaLnoHHbIX KapTovek

ofHa KapToyka

2,0

OCYLLECTBINIEHNE KOHTPOSS 32 BO3MOXHbLIM HanMynem [AaHHbIX O
yuTaTene Kak Hapywutene (NUweH npaea Nofb30BaHNsA); BEAEHNE
(1 perynsapHbIN NPOCMOTP) KApTOTEKN YMTaTeENEn-HapyLumTenen

OAVH 4YnTaTelb

0,5

Mepepernctpauus ymtatenen:

nouck dpopmynsipa (PerMcTpaumoHHOM  KapTOuku) — uuTaTens,
BHECEHME W3MEHEHMA B HUX M B uuTaTenbCKux Ounertax
(YyTOYHEHME aHKETHbIX OaHHbIX, HOBOrO 4MTaTeNbCKOrO HOMeEpa,
AaTbl nepepervcTpaummn) ¢ BeAeHUEM KapTOTEKM HayyHbIX TeM U
TEKYLLMX U3MEHEHMI (NONy4YeHne 3BaHun, Nybnukauui, 4apoB)

oJHa KapToyka

2,0

3anucb (nepepeructpauumsi) yitatenern B aBTOMATU3UPOBAHHOM
pexumve:

CbeMKa (poTOKaMepon Ansd uuTaTenbCckoro Guneta u BCTaBka
doTorpadum B UMTaTenbCckuii ounet

OAVH
noceTuTenb

2,0

10

ohopMIeHre Koda YnTaTenst C KOHTPOSIbHbIM Pa3psifoM U CPOKOM
Mofnb30BaHUS 4YMTATENbCKMM OUNETOM, Ha OCHOBE BbIOAHHON
MHdopMaLun

OAVH
noceTuTenb

0,4

11

BblAa4a Ha npuHTep CBEeAEeHUN O 3anucaBlUeMCs YnTaTtene B Buae
yuTaTenbckoro buneta

oavH
noceTuTenb

0,4

KoHcynbTaHTIINIOC
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12 |Habop Ha knaBmaType cBeAeHWUN O uyuTatene: hamunusa, ums, OAVH 2,0
OTYECTBO, XapaKTepusylolime ero npusHakM (obpasoBaHue, noceTutens
cneumanbHOCTb), Kod, HOMep YMTaTenbCcKoro buneTa; oTocbemka

13 ocyulecTBlleHne KOHTpPONA 3a BO3MOXHbIM Hanmn4dmnem OaHHbIX O OoavH 2,0
ynTartene, 3anMcaBliemMca B 6I/16.I'II/IOTeKy (paHee 3anuncaH, nuilieH noceTuTtenb
npasa I'IOJ'Ib3OBaHVIF|)

14 |odopmneHve uutaTenbckoro 6unera € HOMEPOM W CPOKOM oavH bunet 1,0
Monb30BaHWA YUTATENbCKMM OUNETOM, Ha OCHOBE BblAaHHON
nHdopmaumnm

15 |Bblga4a Ha MpUHTEP CBEdEeHMW O 3anucaBlUeMCs uuTaTene; OAVH 15,0
npoBedeHne pPaguoyvacTOTHOW WAEHTUMUKaLUM YMTaTENbCKOro| noceTuTenb
bunera; nposefeHne AEHEeXHoro B3anmopacyeTta c

nonb3oBaTenemM Yepes Kaccy; yaaneHHas 3anucb: cBepka AaHHbIX
PErMcTpaumMoHHOW KapTo4vku, KOMMU C nacnopTta, odopmIieHune
JoroBopa-odepTbl Ha NpPefocTaBNeHNe AOCTYMNa K 3MEeKTPOHHbIM
pecypcam 6ubnvoTeks, Habop Ha KnaBuaTtype [AdaHHbIX, AN
3anorfiHeHNss [OroBopa, BbIBOA [O0roBOpa Ha MpUHTEpP, NoAnucb
nvua, 3aKni4vaBLLEro OoroBop

16 |odopmreHne  BXxoga-Bbixoga — uuTaTens n3  6ubnuortekn oavH 2,0
(MOCTOSIHHBIN ~ YMTaTENbCKUN  OUNET CKaHMpyeTCsl, BblaeTcs noceTutens
KOHTPOJTbHbIV FTMCTOK)

BbinonHeHne TpeboBaHMI Norb3oBaTenien, Bbigayvya LOKYMEHTOB
N3 OCHOBHOIO KHUroOXpaHeHusi/creumanmanpoBaHHoro ooHaa:

17 |nony4yeHne TpeboBaHMA Ha [OOKYMEHT U3 OCHOBHOIMO XpaHEHWs, 0ofgHo 1,0
npoBepKa NpaBuIIbHOCTN 3anosiHeHus TpeboBaHns, permcTpaums TpeboBaHve
18 |nony4yeHne TpeboBaHWs Ha OOKYMEHT, MpoBepka MpaBUbHOCTU OfHO 1,0

3anonHeHusa TpeboBaHuda, perncTpaumsi, gopabotka TpeboBaHus,| TpeboBaHue
nog6op no wudpam B cneumannsmposaHHoM oHae

19 |ycTaHOBKa MeCTa HaxOXOeHWs HeHaWOeHHOro [OOKyMeHTa Mo| OAVH AOKYMEHT 5,0
0a3am 1 6aHKkam OaHHbIX, CNPaBOYHbIM KapTOTEKaM, KaTanoram

20 |Bblgava JOKyMeHTa n3 oTaena| oavH OOKYMEHT 1,5
KHUroxpaHeHus/cneunanm3anpoBaHHOro poHaa YnTaTernto; oTMeTka
Ha KHWKHOM bopmynsipe/TpeboBaHnM; 3anucb [AOKYMEHTOB B
YMTaTENbCKYD KapTOYkM (BKMagHOW §WCT), OTMETKa B KHUre
3aKas3oB

Bblgaya AOKYMeHTa u3 otaena
KHUroXpaHeHusi/cneunannampoBaHHOro ooHaa unTaTernio:

21 | npuem goKyMeHTa oT uutaTtens/nornb3oBaTens OOVH OOKYMEHT 1,0

5.10. Bbigaya KomnnekToB OOKYMEHTOB BO BpeMeHHOe MoJib30BaHMe nogpasaerieHnam ombnnoTekn

Tabnuuya 97
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N HanmeHoBaHue npouecca, onepaumun. Coctas paboTsbl EouvHnua Hopma
n/n n3MmepeHunsi BpeMeHWU,
MWH.
1 2 3 4
1 |odopmneHne  3asiBKW/akTa Ha KOMNMEeKT  [JOKYMEHTOB,| OfHa 3asiBKa, 20,0
nepegaBaeMblil B CTPYKTYpHOE nogpasaeneHue OOVH aKT
2 |nogbop [OOKYMEHTOB B KOMMIEKTbl; PEerucTpaumsi BblAaHHbIX | OAWMH KOMMMEKT 10,0
OOKYMEHTOB B Y4€THbIX hopmMax
3 |Bbldaya KOMMMEKTOB [JOKYMEHTOB, OTMeTKa Ha  KHWKHOM | OAWH KOMMMeKT 50
dhopmynspe (nHaoukaTope) aatbl BblAauu, OaHHbIX
noapasgenexHuni, nonyyarroLmx KOMMIeKT, OTMETKa B KHUre Bblgayu
AaTtbl Bbl4ayun, AaHHbIX NogpasaeneHui, NonyvaroLmx KOMNMeKT,
OTMETKa B aKTe nepegauyu
4 | nony4yeHue KOMMMNEeKToB OOKYMEHTOB oT CTPYKTYPHbIX | OAWH KOMMNJIEKT 18,0
noapasgeneHuin; MNOoUCK KHWXKHOro opmynsapa  (uHavkatopa),
rnoraweHne OTMETKM O Bbldaye, BrIOXKEHWEe €ero B [OKYMEHT;
npoBepka MOU3NYECKOTO0 COCTOSHWSA, NepecyeT NMCTOB, CBepka C
aKToM nepepayu; noralleHne OTMETKM O BblAaye B KHUre Bbiaayu

5.11. O6cnyxuBaHue nonb3oBaTenen [OOKYMEHTaMu B 3ane ¢ rmbpuaHbiM  obcnyxuBaHuem, 3ane
3NEKTPOHHbIX Pecypcos, 3ane "MHTepHeT", 3ane cneunanmsmMpoBaHHoro otaena. lNpuem 3aka3oB No TenedoHy 13
ropoaa

Tabnuuya 98
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mMepeHnst BPEMEHM,
MU/H.
1 2 3 4
1 |npoBegeHve KoHcynbTauuu, 6ecefbl ¢ ynTaTenem no npaBunaM | OAWH YuTaTenb 2,0
obcnyxuBaHns B 3are 1 NpegocTaBnsieMblX yCryrax, no MeToguvke
rovcka no cnpaBoyHO-6ubnunorpadudeckomy annaparty npu Y3, y
KaTaroroB, KapTOTEK, KHWKHbLIX MONOK, O BO3MOXHOCTSIX NMoucka u
NCMOMb30BaHNS  3MEKTPOHHbIX  PecypcoB;  WHMOPMMUPOBaHUE
yuTaTens o HOBbIX MOCTYMMEHUAX
2 | koHcynbTauumn no pabote c MK B 3ane, no paboTe B 3NEKTPOHHOM | OOMH YMTaTerb 2,0
onbnuoteke
3 |npuvem 3aka3oB nonb3oBaTeNien Ha u3gaHuss U3  OCHOBHOMO OJVH 3aKa3 0,9
KHUroxXpaHunuia
4 |nonyyeHne [OKyMEHTa, 3aKka3aHHOro u4utatenem B OTAene| oauH LOKYMEHT 0,9
KHUroxpaHeHusi/cneunanmanpoBaHHoro doHaa/ymMTanbHOM 3ane
otaena
5 |paccTtaHoBKa wu3gaHUM Ha OpoHEenonkax uYuTanbHOro 3ana,| OAVH OOKYMEHT 0,3
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MOCTYMMBLLMX M3 KHUFOXPaHWMLLA NO 3aKka3aMm Mnosib3oBaTenem
6 |nonGop OOKYMEHTOB Ha OpoHernornke, 3akasaHHbIX M3 OCHOBHOMO | OAMH OOKYMEHT 0,4
KHUroxpaHunuiia, nepegada Ha kadeqpy Bbigaum
7 |nopbop [OOKYMEHTOB B MNOACOOHOM hoHAe uuTanbHOro 3ana,| OAWH OOKYMEHT 2,0
nepenava Ha kacegpy Bblgaum
8 |nogGop [OKyMEHTa B XpaHeHUWM cneumanvanpoBaHHoro ¢oHaa, | OAvH OOKYMEHT 10,0
oTMeTka Ha TpeboBaHuMM, nepedada [OOKyMeHTa Ha Kadeapy
Bblgayum
9 |ycTaHOBKa MecTa HaxOXOeHWsi HeHaWgeHHOro [OOKyMeHTa Mo| OAWH OOKYMEHT 22,0
CrnpaBOYHbIM KapToTekaM, kaTanoram, permctpaums oTkasos
10 |Bblgava AOKYMeHTa YMTaTento: CBepka BblAaBaeMoro AoKyMeHTa C OAVH 1,8
ynTaTenbckum TpeboBaHMEM, NMpoBepKka HanMuus CTpPaHUL/KagpoB | KOHTPOSbHLINA
MUKpOUIbMa, MUKPOMULL, COAEpXKaHWe [Aucka, CYMTbiBaHWe NNCTOK
WITpUX-Kkoda (Npw 3NeKTPOHHOM 3aka3e) B moayrne "umpkynauus”
OK, oTMeTKa KHUroBbl4a4n Ha KOHTPOINbHOM JTUCTKE
11 |npvemM [OOKYMEHTa OT uuTaTens: cBepka ero ¢ TpeboBaHWeM | O4VH AOKYMEHT 1,0
(KOHTPONbHLIM  FIUCTKOM), NpPOBEpKa COXPaHHOCTM AOKYMEHTA,
Hanuuns CTpaHuu/kagpoB MUKpOUbMa, MuKpodomLL,
copepkaHvue gucka, CYMTbiBaHWe WwTpux-koga (Mpu 9neKTPOHHOM
3aKkase), BHECEHNEe OTMETKM O MpMeMe Ha KOHTPOMbHOM NIUCTKE
12 |nepepava/TpaHCnopTMpOBKa/AOCTaBka  [OOKYMEHTa,  CAAHHOro| OAwH AOKYMEHT 1,0
yutatenem, B oT4en KHUroxpaHeHus
13 |BblICHEHME MO MOBOAY 3aKka3a M MPOASIEHNe CpoKa MONb30BaHMsA |  OOWH 3anpoc 1,0
OOKyMeHTamu no TenedoHy
14 |BblICHEHME MO MOBOAY 3aka3a M MPOAJIeHNe CpoKa MONb30BaHMsA |  OOWH 3anpoc 2,0
OOKYMEeHTaMW MO 3MEeKTPOHHOM noyTe
15 | obecneyeHme KOHTPOISA 3a CpoKamMm NOb30BaHUSA AOKYMEHTOB OfVH 3anpoc 0,8
16 |npoaneHve cpoka Mnonb30BaHWSA [OOKYMEHTOB, MOWUCK KapTOuKM, | Ha OAVH OeHb 30,0
BHECEHME OTMETKU O MPOAJIEHMM CPOKa MOMb30BaHWs, NpoasieHne
no TenedoHy CpoKa Nonb3oBaHNsA
5.12. BHyTpeHHAs paboTta
Tabnuuya 99
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eavnuua Hopma
n/n n3MepeHust BPEMEHM,
MWH.
1 2 3 4
lMogroToBKa K Bblgavye JOKYMEHTOB:
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1 |npoBepka 6pOHENONOK C OTNOXEHHBIMU JOKYMEHTaMu (N0 CpoKkaMm) |  Ha OOUH OeHb 10,0
2 |cbpocka AOKYMEHTOB (MO CpoKam) OAVH AOKYMEHT 0,2
3 |nogBeaeHne uTOroB M aHanua paboTbl 3a NpowealwuiA AeHb, | Ha OAWH OeHb 12,0

BHeCeHue 3anncun B XXypHarllbl CTaTUCTUKN

4 NPOCMOTP HOBbIX I'IOCTyI'IJ'IeHMﬁ ana pekoMmeHgauun Ymtartenam OAOVH OOKYMEHT 3,0

5 |npocMoTp (MpoBepka MNPaBWUMbLHOCTM PacCTAHOBKM) KHUr choHAaa| Ha oguvH AeHb 5,0
OCHOBHOrO XpaHeHus

MNopBeaeHne ntoros paGOTbI 3a OEHb.

6 |npoBepka aHKeT W 3anucen B 06ase AaHHbIX Ha COOTBETCTBUE eXXeqHEeBHO 60,0
KOAOB (CeMbM) AeTen, poguTenen n gpyrux poACTBEHHUKOB

7 |npocMOTP MWH(opMauuMm O HOBbIX MEPONPUATUNAX, 3aHATUSX, exXxegHeBHO 40,0
KHWKHBIX BbICTaBKaX, CMEeKTaknax M npodyee And pekoMeHgaumm
yuTaTtensam

8 |cucTemaTtmsauus aHKeT nonb3oBaTenen, 3anncaHHbIX 3a AeHb exegHeBHO 15,0

5.13. CnpaBoyHas 1 nHdopmaumoHHasa pabota

Tabnuuya 100

N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnua Hopma

n/n n3mMepeHnst BPEMEHM,
MUH.

1 2 3 4

Y4yeT NoCTyNMBLUNX BTOPUYHBIX JOKYMEHTOB (KapTo4ek):

1 |BblsIBNIEHNE HEBLIMOSIHEHHbIX 3aKa30B; COCTaBfEHME 3asiBKM Ha | Ha ogHy Hedesnto 840,0
HEBbIMOJTHEHHbIE 3aKas3bl

OpraHusauus cnpaBo4HO-6nbnnorpadudeckoro annaparta (CBA):

2 | cocTtaBneHune bubnuorpaduyeckon sanmucu OOVH OOKYMEHT 2,3

MpocmoTp n oT6op Kaptodek B CBA B uensx usbaTMa wnm
nepemeLleHns (BTOPUYHbIA O0TOOP):

3 |M3bATME M3 KaTanoroB W KapTOTEK KapTOyeK Ha [OKYMEHTbI, | O4HO HasBaHue 1,0
CMUCaHHbIE n3 doHaa; npocMoTp KpaeBeg4yeckux,
oubnunorpadudeckmx n dakrtorpapnyeckux KapToTek, nsbatne us
HUX KapTOYKM Ha [AOKYMEHTbI, MOTEpPsIBLUME LEHHOCTb, MepeBon
KapTO4KM B apXMBHble KapTOTEKM (YHUUTOXEHWE); BHECEHWE
OTMETKM B >XypHane ydeTa W pPEerucTpaumMOHHOW KapTOTEKE;
N3bATME U3 KaTanoroB M KapTOTEK KAapTOYEK Ha [OOKYMEHTHI,
Cru1caHHble N3 oHga

OpFaHVI3aLI,VIFI KapTOTEKN HepCOHaﬂVIVI N TeMmaTu4eckom KapTOTEeKn:
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4 |onpegeneHne n coctaBrneHne nepeyvHs nuu, cBegeHUs O KOTOPbIX | O4Ha KapToTeka 15,0
OTpaXKalTCs B KapTOTEKe; NPOCMOTP MH(OPMaLMOHHBLIX U3AaHUN,
NEPBUYHBLIX JOKYMEHTOB, OTOOP OOKYMEHTOB ANS BKIMIOYEHUS B
KapTOTEeKy; COCTaBfieHMe aHanUTUYEeCKOro aHHOTUPOBAHHOMO
GumbnumorpadmnyecKkoro onMcaHns LOKyMeHTa
5 | npocTaBneHne KBanuduKauMoHHbIX MHOEKCOB, nogbop KapToyek | ogHa kapTouka 4,0
no wuHaekcam (andaBuTy) W pacCTaHOBKA KapTOYkM B
NMHOPMALIMOHHBIN MaccuB
6 |TexHudeckas W cogepxaTtenbHas o00paboTka [AOKYMEHTOB ANsl| OAWH OOKYMEHT 3,0
BKITIOMEHMSI B KapTOTEKY; pacCTaHOBKa KapToudku Mo andasuty
hamunuin aBTopoB 1 No Buaam 4OKYMEHTOB
7 | TexHu4eckoe pefdakTUpoBaHWE KapTOTEK: MpPOBEepKa COOTBETCTBUSA | OAHAa KapToyka 2,0
CTPYKTYpbI, COAEpPXKaHWs U 0DOPMIEHNST KAPTOYEK B COOTBETCTBMM
C TpeboBaHNsIMN OaHHOW KapTOTEKW; 3aMeHa BETXUX KapTouveK W
pasgenutenen
5.14. DKCKypCHOHHasa [eaTenbHOCTb
Tabnuya 101
N HanmeHoBaHune npouecca, onepauun. CoctaB paboTbl EavHnua Hopma
n/n n3mepeHusi BPEMEHM,
MUH.
1 2 3 4
1 |akckypcus no 6Gubnuoteke OfHa 3KCKypcus 60,0
2 | yrnybneHHasi 3KCKypCcus ¢ METOOAUYECKMM CoAep)KaHNEM OfHa 3KCKypcus 300,0
5.15. MNcuxonorndeckas nogaepxka ymtatenen
Tabnuuya 102
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n N3MepeHnst BPEMEHM,
MU/H.
1 2 3 4
1 |npoBefeHWe MCUXOMOMMYECKUX KOHCYNbTauuMnm Ona  geten wu ogHa 180,0
poauTenen no BONpocam pas3BuUTUS U YTEHUS aeTen KOHCynbTauusi
[pynnoBble 3aHATMA ONA poguTener no BOMpPOCaM PasBUTMS M| OLHO 3aHATME
YTeHus OeTen:
2 | noaroTtoBka 1080,0
3 | npoBeneHue 120,0
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Mpukas MunkynbTypel Poccum ot 30.12.2014 N 2477
"O6 yTBEpXXAEHUN TUMOBbIX OTPACNEBbIX HOPM TpyAa Ha paboTsl,
BbINOSIHSEMbIE B HML...

[okymeHT npepoctasneH KoHcynsTaHTIoc
[ata coxpaHeHus: 01.06.2015

4 | npodeccuoHanbHble  KOHCynbTauuuM  And  MNOAPOCTKOB U oaHa 180,0
CTapLUeKnacCHUKOB KOHCynbTauusi

5 | npodeccnoHansHble TPEHUHIN ansa noapoCTKOB n| ofHo 3aHAaTME 180,0
CTapLUeKNnacCHUKOB
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