3apeructpmnpoBaHo B MuHiocte Poccum 12 mas 2015 r. N 37244

MWHWUCTEPCTBO KY/IbTYPbl POCCUIACKOWN ®EAEPALUN

MPUKA3
ot 30 geKabpsa 2014 r. N 2477

Ob YTBEPKAEHUN TUNOBbIX OTPACNEBbBIX HOPM
TPYOA HA PABOTbI, BbINMONTHAEMbIE B BUBJTMOTEKAX

B cooTBeTcTBUM € NyHKTOM 2 [MpaBun pa3paboTKn u yTBEepKAEeHUSA TUMOBbIX HOPM TPpyAa, YTBEPKAEHHbIX
noctaHosneHnem lNpasutenbcta Poccuiickonn ®egepaumm ot 11.11.2002 N 804 (CobpaHue 3aKoHOAATENbCTBA
Poccuitckoit ®egepaummn, 2002, N 46, cT. 4583), NnpuKasbiBato:

1. YTBepaMTb TUMOBbIE OTPAC/EBble HOPMbI TPyAa Ha PaboTbl, BbiNOAHAEeMble B BUOGAMOTEKAX, COrNacHO
NPUIOXKEHMUIO.

2. KOHTPO/b 3a UCMONHEHUEM HACTOALWLEro NPWUKasa BO3/IOXUTb Ha 3amectutena MUHUCTPaA KyabTypbl
Poccuiickoit Pegepaunn H.A. Manakosa.

MuHucTp
B.P.MEJWHCKUN

MpunoxkeHune

K NpuKasy MuUHUCTEPCTBA KyAbTypbl
Poccuitckoin ®epepaumm

ot 30 aekabps 2014 r. N 2477

TUNOBbLIE OTPAC/IEBbIE HOPMbI
TPYAA HA PABOTbI, BbINOJIHAEMbIE B BUBJTIUOTEKAX

|. BBOgHaA YacTb

TunoBble OTpacneBble HOPMbl TpyAa Ha paboTbl, BbiNOAHAeMble B 6MOAMOTEKaX, pa3paboTaHbl B
COOTBETCTBMM C MNyHKTOM 2 [paBun paspaboTKM W yTBEPKAEHMA TUMNOBLIX HOPM TPYAad, YTBEPKAEHHbIX
noctaHosneHnem MNpasutenbctea Poccuiickon ®epepaummn ot 11.11.2002 N 804 (CobpaHune 3aKoHOAATENbCTBA
Poccuitckoii ®epepaummn, 2002, N 46, cT. 4583), B uenax peannsaumm nyHkTa 4 pasgena V MNnaHa meponpusaTuis
("nopoxkHoi KapTbl") "M3meHeHMa B oTpacasx couuanbHoi cdepbl, HanpasBAeHHble Ha MOBbllEeHUe
addeKTMBHOCTM cdepbl KyNbTYpbl", yTBEPKAEHHOTO pacnopskeHmem lMNpasutenbctea Poccuinickoit Pepepaunm ot
28.12.2012 N 2606-p (CobpaHue 3akoHogaTenbcTBa Poccuiickolt degepauum, 2013, N 2, c1. 137; 2014, N 19, cT.
2470), n npepHasHayeHbl Ans GOPMUMPOBAHMSA OOOCHOBAHHbLIX OMTUMAJIbHbLIX MOKas3aTenel TPyLOeMKOCTU
BbINOJIHEHUA PAbOT B rocyfapcTBEHHbIX (MyHUUMNANAbHbIX) 6MBAMOTEKAX, onpeaeneHna WTaTHOW YUCAEHHOCTH
pabOoTHMKOB, BblAa4M HOPMUPOBAHHbIX 3343aHUIA U COOTHOLIEHUIA MeXAY NAAHOBbIMU U AOFOBOPHbIMK paboTamu.
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COOEPXAHUE

1. TunoBble oTpac/ieBble HOPMbl TPYAA Ha PaboTbl, BbINONHAEMbIE B FOCYyAapPCTBEHHbIX (MyHUUMNaNbHbIX) 6ubanoteKka (6e3 ucnonbzosaHus
ABTOMATU3UPOBAHHbIX CUCTEM YNPABAEHUA NpoLeccamm)
1.1. KomnneKktoBaHne 6ubanoteyHoro ¢poHaa
1.2. NMpuem 1 yyeT NoCTYNUBLLNX JOKYMEHTOB
1.3. bubnmoTeyHas ob6paboTKa foKymeHTOB. OpraHu3aLms u BegeHMe KaTasoros
1.4. Pabota c poHaOM
1.4.1. PaboTa no npvemy JOKYMEHTOB
1.4.2. PaboTa no coxpaHHocTK dpoHaa
1.4.3. U3yyeHune bubnmoTeyHoro poHaa
1.5. ObcnykuBaHue ynuTatenem
1.5.1. PaboTa c uutatenem
1.5.2. BHyTpeHHsA paboTa
1.5.3. BHecTaumMoHapHoe o6cyKmMBaHMe
1.6. O6cnyKmMBaHMe No MexbubanotTedHomy aboHemeHTy (MBA)
1.7. MaccoBas paboTa
1.8. CnpaBoyHas n MHPopmaumoHHan paboTa
1.8.1. CnpaBoyHo-6mbanorpaduyeckoe obcnyRkmnsaHmne
1.8.2. bubnaunorpaduyeckoe nHbopmmnpoBaHue
1.8.3. UHbopmaumoHHas paboTa
1.9. NMepeBog 1 NepepaboTKa NEYATHBLIX TEKCTOB C MHOCTPAHHbIX A3bIKOB HA PYCCKMI U C PYCCKOTO Ha MHOCTPaHHbIE A3bIKK
1.10. UccnepoBatenbcKas paboTta
1.11. MeToguyeckan pabota
1.12. Pab0Tbl Hay4YHO-OPraHM3aUMOHHOTO XapaKTepa
1.13. PepgaktupoBaHue pykonucen
1.14. BcnomoraTtenibHO-TeXHU4YecKasa paboTa
1.15. PaboTa nNo opraHM3aumm Tpyaa v ynpasaeHuio
2. Tunosble oTpacneBble HOPMbl TPyAa Ha PaboTbl, BbINO/NHAEMble B rocyAapCTBeHHbIX (MyHUUMNAnbHbIX) 6ubanorekax (Ha ocHoBe
ABTOMATU3UPOBAHHbIX CUCTEM YNpaBAeHUA NpoLieccamm)
2.1. KomnnektoBaHue ¢poHAOB
2.2. bubnnorpaduyeckoe onncaHme 1 UHAEKCMPOBAHWNE LOKYMEHTOB
2.3. PaborTa c KaTanoramu
2.4. PaboTa ¢ poHaoM
2.5. O6cnyKMBaHNE MHOTOPOAHUX aBOHEHTOB B LLEHTPe AUCTaHLMOHHOTO 0bpasoBaHua (LLAO) u MBA
2.6. CnpaBoyYHO-6UbAnorpaduueckoe obcnyKmBaHme
2.7. HOTHble U34aHMA 1 3BYKO3anucKu
2.8. PaboTa c antepaTypoii no bubanotekoseneHuto, bubanorpadoseseHUI0 U KHUTOBeAEHUIO
2.9. O6paboTKa ONTUYECKMX KOMMAKT-ANCKOB B 06pa3oBaTe/ibHbIX 3/1EKTPOHHbIX pecypcax (O3P)
2.10. PaboTa c ynTatensmu
2.11. Bblga4ya KOMMNIEKTOB AOKYMEHTOB BO BpeMeHHOe No/ib30BaHMe nogpasaeneHnam 6ubamorexkn
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aBTOMaTU3MPOBaHHbIX cepauncos (ONAC)
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1. TunoBble oTpacneBblie HOPMbI TPyAa Ha PaboTbl, BbiNOJIHAEMbIe B FOCYyA,apCTBEHHbIX (MyHMUMNaNbHbIX) 6ubAnoTeKax
(6e3 ucnonb3oBaHWUA aBTOMATU3MPOBAHHbIX CUCTEM YNPaB/IeHUA Npoueccamm)

1.1. KomnnekTtoBaHue 6ubanorteuHoro ¢poHaa

Tabnvua 1
N HavmeHoBaHuMe npouecca, onepauunun. Coctas paboTbl EanHnua Hopma BpemeHu,
n/n n3mepeHua MWH.
1 2 3 4
TeKkywiee KoMnnekToBaHue 6ubanoteyHoro GpoHaa
MpocMOoTp KHUFOM34aTeNbCKOM U KHUTOTOProBon MHbopmaLuu:
1 | npocmMOTp KHUrOM3[AaTENBCKOW U KHUTOTOProsoli MHbopmMaLumum 0ofiHa no3uuma 2,0
2 | npocmoTp nHdopmaLmm BYKMHUCTUYECKMX ayKLUMOHOB 0fHa nosuuma 2,0
OnpefneneHne Tembl WM BuWAA LOKYMeEHTa, nognexkauiero oTtbopy, BbliCHEHME ofiHa no3uuma
HeobxoaAMmMoCTM NpuobpeTeHns ans:
3 | AOKYMEHTOB, KHUF, MaTepmanos 5,2
4 | cTaponeyaTHbIX Y PYKOMUCHbIX lIOKYMEHTOB 10,0
OnpepeneHune 3K3eMNAAPHOCTM 3aKasa: ofiHa no3uumA
5 | pna noapasgeneHuni 0,89
6 | ana 6ubanoTtekn B uesom 1,6
OdopmneHure 3aKasa; yKasaHUe 3K3eMNAAPHOCTU, CTOMMOCTU 3aKasa, A4aTbl OfMH 3aKas
KonnyectBo 3aKa3aHHbIX Ha3BaHWA:
7 |1-15 40,0
8 |[16-25 65,0
9 [26-75 196,0
10 |76-100 261,0
11 | odopmneHune 3aKasa Ha 3apybekHble LOKYMEHTbI OAVH AOKYMEHT 82,0
12 | noproToBKa CNWCKa [AOKYMEHTOB, MpeasaraemMbiX K MeXAyHapoAHOMY KHUroobmeHy;| OfHO Ha3BaHWe 26,0
CBEpPKa CMM1CKa C KaTasorom
13 |coctaBneHve KapTOYKM [ANA KapTOTEKM OpraHU3aumMi-napTHEpPOB; YKasaHWe HasBaHWA OflHa KapTouKa 6,0
OopraHu3auui, agpeca, HazBaHUA 0bMeHMBaeMbIX JOKYMEHTOB
PaboTa B aBTomMaTusmMposaHHom cucteme (AC):
14 | BBOQA 3aKa3a TeKyL,ero KomnaekToBaHus B 6a3y gaHHbIx AC 04HO Ha3BaHue 4,6
15 | pepakTMpoBaHue BBeAEHHbIX B 633y AaHHbIX CBeAEHMWI O 3aKase OfHO Ha3BaHue 2,5
16 | BbIBOA Ha NPUHTEP AAHHbIX TEKYLLLEro KOMMNNEKTOBAHWUA; pacrnevaTka OfVH LOKYMEHT 1,6
17 |BepeHue peecTpa noctaswmkos B AC ogHa nos3muma 8,3
BepeHve KapTOTEKM TEKYLLErOo KOMMJIEKTOBaHMUA:
18 |cocTaBneHMe  KapTOYKW,  YKasaHMe  aBTOpa, 3ar/iaBuA,  BbIXOAHbIX  AAHHbIX, OflHa KapTouKa 4,5
pervcTpaLmMoHHOro Homepa
19 |nepeHeceHWe cBeAeHUM O 3aKase Ha KapTOYKK; YKa3aHWe 3SK3eMNNAPHOCTM 3aKasa, | OJHa KapTouka 1,0
pacnpegeneHue nNo CTPYKTYPHbIM NOAPasaAeNeHnaAM
20 | noabop KapTouKM No andasBuTy ANA PACCTAHOBKM B KAPTOTEKY TEKYLLLETO KOMMIEKTOBaHMA OflHa KapTouKa 0,4




21 | pacctaHOBKa KapTouyku B andasute Gpamuanini aBTOpoB, 3arfaBuUi B KApTOTEKY TeKyLLero OflHa KapTouKa 1,0
KOMMJIEKTOBaHMA
OdopmneHne NoANUCKN Ha Nepuoanveckne n3gaHma:
22 | BbI6OP HA3BaHMA NEPUOANYECKMX U3AAHUIN ANA NOANUCKK OfHO Ha3BaHue 2,7
23 | cbop 3aABOK OT nogpasgeneHuii 6ubnnoTekn gaa NogNUCKU Ha NepuoanYeckme n3aaHun 0ofiHa 3asBKa 1,5
24 | cBEpKa pacneyaTku CNMCKOB YC/IOBHO 3aKa3aHHbIX NepuUoaMYecKUx U3LaHUN C KApTOTEKOW |  OAHO Ha3BaHWe 1,7
3aKa30B, BHECEHME U3MEHEHUI B pacneyaTku CN1CKoB
25 |cBepKa 3aKas3a TeKylero roga Ha nepuvoamyeckne U3faHuAa C NOAMMCKOW Npeablaylwero| OAHO Ha3BaHue 2,4
roga ANA BblABNEHUA U3MEHEHUW B Ha3BaHUAX; BHECEHUE U3MEHEHWUI AAaHHbIX
26 | cBepKa BbIXOAHbIX AaHHbIX BNepBble 3aKa3blBaeMbIX 3apybeXKHbIX NepuoanyYeckux UsgaHuii |  ogHo Ha3BaHue 13,5
¢ bubanorpadryeckMmm CNPaBoYHUKAMMU U APYTMMU MHOOPMALMOHHBIMM UCTOYHMKAMM
27 |odopmneHue 3aKasa Ha MOAMNWUCKY; MoACYET CTOMMOCTM MOAMUCKM C Y4eTOM [OCTaBKM; O/fMH 3aKas 8,4
3an0/IHeHNe KBUTAHLMM aboHeMeHTa Ha Nepuoanyeckoe usiaHue
28 | cocTaBfieHWe PerncTpaLMoOHHOM KapTOYKM 1A KapTOTEKU NEPUOANYECKUX U3LAHUI 0ofiHa KapTouKa 4,5
Pabota B aBTomatnsmposaHHOM pexkume (AC):
29 | BBOZ 3aKasa Ha nepuoamyeckue usgaHua B 6asy AaHHbIX 0ofiHa KapTouKa 3,5
30 |BbIBOA Ha 3KPaH PErncTpPaLLMOHHOW KapTOYKM, pacneyaTka O/lHa KapTouKa 1,8
31 | KOppPeKTUPOBKA 3aKasa: BblBOA, HAa 3KPAH CNUCKA MNEPUOAUNYECKUX W3[AHWWA; BHECEHWe | OAHO HasBaHWe 1,8
U3MEHEHNN
MoAroToBKa AOKYMEHTALMUW ANA 3aKYNKW U34AHUI:
32 | ayKUMOHHAA AOKYMeHTauna OAMH KOMMNAEKT 480,0
33 | LOKYMEeHTaumA oA KOTUPOBOK OAMH KOMNAEKT 400,0
34 | noroBop/KOHTPAKT OAMH KOMMNAEKT 240,0
35 | cocTaBneHue TeEXHUYECKOro 3a4aHunA ANA ayKUMOoHa OAMH KOMMNAEKT 240,0
36 |cocTaBneHWe CBOAHbIX TabaWL, M CNUCKOB W3AAHUN ONA TaMOXHW, COMPOBOAMUTENBbHOM |  OAMH KOMMNNEKT 360,0
[OKYMEHTaUMW ANA MeXAyHapoAHOro novytamra
Mepenucka € KHWUrOTOProBbIMW OPraHM3aLMAMMW U U3JaTenbctBamu, 6Gubamotekamm,
bapuTenamm:
37 |cocTaBneHue, neyaTb TeKcTa NMCbMA (3anpoca, NpeTeH3uMn), perucTpauua B KHUre OZHO NUCbMO 10,2
UCXOAAWMX  [OKYMEHTOB  (MocTaHOBKa  AaTbl, MOPAAKOBOIO HOMEpPa, YKasaHue
HaMMeHOBaHWA OpraHM3aL MK, KPaTKOE COAEPMKAHME NUCbMa)
38 |cocTaBneHue, neyaTb 6/1arofapCTBEHHOrO MUCbMa, PerucTpauua B KHure [apos O4HO NUCbMO 11,0
61baMoTEKM
39 |cocTaBneHue, Neyatb NUCbMa Ha NpeaBapuUTENbHbIA 0BCYET U3AaHUIN, NOArOTOBAEHHbIX K OZHO NUCbMO 5,2
npuobpeTeHuto
40 |odopmneHue, oTNpaBKa 3aKa3a U34aoWMM OpraHM3aLnam, pacnpoCcTPaHUTENAM O/ZIMH 3aKas3 3,1
41 |atpubyuma M COCTaBNeHWE 3aK/NOYEHUA A[1A IKCNEePTHOM KOMUCCMM NpPU  MOKYNKe | OAWH AOKYMEHT 360,0
LOKYMEHTa
JokomnnekToBaHue 6ubamMoTeyHoro poHaa:
42 | nepenucka c [lMccepTaLMOHHbIMM COBETAaMU: COCTaB/eHMe, Habop TeKCTa nucbma (3anpoca, oJHa 3anaBKa 20,0
npeTeH3nn) B clyyae oTCyTCTBUA 06A3aTeIbHOrO 3K3eMNIApa AOKYMeHTa B GoHAe
43 | nonyyeHue 3aABKM Ha NpUobpeTeHNe AOKYMEHTOB OT NoapasaeneHui oJHa 3anaBKa 2,6
44 | cBepKa 3asaBKM ¢ "ba3ol gaHHbIX 3aKa3a" OJHO Ha3BaHue 2,0




45 | NpocMoTp KapTOTEKUM HeyAOoBNETBOPEHHOrO CMPOCA; aHa/M3 OTKa3oB ANA BbIABAEHUA | OAMH OOKYMEHT 3,0
OTCYTCTBYIOLWMX AOKYMEHTOB
46 | cocTaBneHne 6ubnnorpaduryeckor 3anucK; yKasaHMe KOMYeCcTBa 3K3eMNAAPOB U CUIIOB | OAHA KapTouKa 3,6
nogpasgeneHum
OTHOpP 3NEKTPOHHbIX U34aHUIA ANA SINEKTPOHHOW BubanoTekn (Ib):
47 |otbop dalina no cnuckam npeanoxeHuit ana 3b, nposepka Ha AybneTHOCTb, NpoBeAeHne | OAHO Ha3BaHWe 3,0
CBEPKM 3aMUCK C 3NEKTPOHHBIM KaTanorom (3K)
48 | npoBepKa NermTMMHOCTM pa3meLLeHNA 31IeKTPOHHOro AOoKymeHTa B 3b OfHO Ha3BaHue 10,0
OT60p ceTeBbIX yaaneHHbIx pecypcos (CYP):
49 | NPOCMOTP KHUFOM3AaTeNbCKOM U KHUTOTOProBow MHGopMauum OfMH pecypc 2,0
50 |onpepeneHne Tembl pecypca, cOCTaBa, YC/0BUIM AOCTyNa, CO3AaHMe NEPBUYHOM 3anucu B 04MH pecypc 90,0
nacnopre pecypca
51 | opraHusauma npoBegeHnA TectoBoro goctyna Kk CYP 04MH pecypc 860,0
52 |3anonHeHue nncta TecTMpoBaHmA O4MH pecypc 420,0
53 | BKAKOUYEHME 3aBKM B 3/IEKTPOHHbIN YKa3aTe b 3aKasa O Ha KapTouyKa 0,26
OT60p AOKYMEHTOB M3 06MEHHbIX POHA0B BUBANOTEK A1 AOKOMMNIEKTOBAHUA:
54 | NpOoCMOTpP CNWCKOB, KapTOTeK, KaTanoros obmeHHbix GoHA0B 6UBANOTEK, OTOOP HYMKHbIX | OAHO Ha3BaHWe 3,2
LOKYMEHTOB, CBEpKa C KaTajloraMW WM KapTOTEeKaMu CBOell 6ubAMOTeKW; cocTaB/eHue
CMUCKA HA AOKYMEHTbI, 0TObpaHHble B 0bMeHHOM doHAe
Konunuectso fOKYMEHTOB, BK/IHOYEHHbIX B CIUCOK:
55 |1 3,6
56 (2-10 37,4
57 |11-25 87,7
58 |26-50 197,0
CocTaBneHMe onepaTMBHOIO (TEKyLLEro) naaHa KOMMNIEKTOBaHUSA:
59 |onpeaeneHne meponpuaTuii no GOpMUPOBAHUIO eauMHoro ¢GOHAA Ha TeKywuin rog, OAMH NNaH 1044,0
OTBETCTBEHHbIX  WUCMOJHUTENEN, KOJIMYECTBEHHbIX  MoOKasatener obvema ¢oHAa
(nocTynnexune, BbIBGbITUE), UCTOUHMKOB NOCTYNIEHWUSA, CMETbI PAaCX0408B
OdopmneHne niaHa KOMMNNEKTOBaHUA B dopme:
60 |Tabauy, oaHa Tabaumua 2,6
61 | KapToTeku OJHa KapToyKa 2,6
PaboTa B aBTomatnsmposaHHom pexkume (AC):
62 |BBOA NNaHA KOMMNJIEKTOBaHMA B 6a3y AaHHbIX AC OAMH MnaH 11
63 | KoppeKkTUpoBKa 6a3bl AaHHbIX; BbIBOZ Ha IKPaH; BHECEHME U3MEHEHWUI OfVH OKYMEHT 1,6
1.2. Mpuem 1 yyeT NOCTYNUBLUUX JOKYMEHTOB
Tabnvua 2
N HanmeHoBaHwue npouecca, onepauun. Coctas paboTsbl EamHnua Hopma BpemeHu,
n/n n3mepeHus MWH.
1 2 3 4
1 | PacnakoBKa/ynakoBKa usgaHui Oo4Ha nayka 2,5




2 Pa3bop AOKYMEHTOB MO BMAAM, A3bIKaM, UCTOYHUKAM NOCTYNAEHUA 04HO Ha3BaHue 1,0
3 | MpoBepka oTcyTcTBMA BpakoBaHHbIX 3K3EMNAAPOB OZMH 3K3emnAasAp 1,0
Mpviem fOKYMEHTOB, NOCTYNMBLUMX C CONPOBOANTENbHBIM JOKYMEHTOM:
4 | npuem [OKYMEHTOB MO COMNPOBOAMUTE/IbHbIM MaTepuanam (IUCT PEerucTpaumu, CcYeT, | OAMH 3K3emMnasp 2,8
HakfafHasA, KonuA 4eKa, akT), noabop wux no andaBuUTy aBTOPOB WAWM 3arnasui,
9KCNeAMLMOHHBIM HOMepaM, CBEPKA C COMPOBOAMUTENIbHbIM [AOKYMEHTOM, NPOCTaB/ieHune
LieHbl Ha U34aHUK, MOACYET YMCNA IK3EeMNAAPOB, ObLLel CTOMMOCTH
5 | npvem pyKOMUCHbIX KHUT, NOCTYMUBLUMX C CONPOBOANUTENbHbIM JOKYMEHTOM OAVH AOKYMEHT 30,0
Mpuem guccepTauuii:
6 | nocTynMBLIMX C CONPOBOANTE/IbHBIM MMCbMOM U3 [lnccepTaLMOHHbIX COBETOB OAVH AOKYMEHT 21,0
7 | nocTynMBLIMX C CONPOBOANTENbHBIM MUCbMOM M3 3KCNeAULLUn OAMH AOKYMEHT 6,6
8 | npvem aBTOpedepaToB AMccepTaLuMii, MOCTYNUBLUMX C COMPOBOAMUTENBbHBIM MUCBMOM W3 | OAWH OOKYMEHT 1,3
3Kcneamunm
Mprem fOKYMEHTOB, NOCTYNUBLUNX 63 CONPOBOANTENbHbIX JOKYMEHTOB:
9 | npoBepKa Ha Ay61eTHOCTb; NpoBeAeHME OLLEHKM AOKYMEHTOB OAMVH AOKYMEHT 3,1
10 |cocTaBneHuMe aKTa Ha Npuem AOKYMEHTOB OJHO Ha3BaHwue 1,0
Mprem pyKonNMUCHbIX KHWUF, NOCTYNMBLLUMX 6€3 CONPOBOAUTE/IbHBIX LOKYMEHTOB:
11 |coctaBneHune aKTa Ha NPUEM PYKOMMUCHbBIX KHUT N JOKYMEHTOB OAMH JOKYMEHT 0,1
12 | npoBepKa Ha Hanuune 6AU3KMUX NO BPEMEHM U TEMATUKE PYKOMMUCHBIX KHUT U JOKYMEHTOB B OfHa 3anunco 10,8
doHaax HUOP no cnyxkebHomy, andaBUTHOMY, y4eTHOMY KaTanory
MNposepeHne aKCNepTU3bl M OLEHKN PYKOMUCHBIX KHUT U OKYMEHTOB!: OfVH JOKYMEHT
13 | opauHapHo# 600,0
14 | NOBbILWEHHOM C/IOKHOCTU 1200,0
15 | Ha MHOCTPaAHHbIX A3bIKaX 1200,0
16 |KapTorpaduyeckoro maTtepmana 1200,0
17 | Mmy3blKanbHOTO coaeprKaHua 1200,0
18 | pyKonwuceit c rpaBlopamun 1 n3omatepuanamm 1200,0
19 |npoBepeHve NepBUYHOW aTPUBYLUM AOKYMEHTOB (PEAKUX WM LEHHbIX KHUT), OT6Op B| OAMH AOKYMEHT 10,0
COOTBETCTBUM C nNpoduaem KOMMNEKTOBaHUA W pacnpefeneHne no noadoHAam u
KOoNNeKkumnam
20 | NpoCTaHOBKaA WTemnens Ha 060poTe TUTYNbHOIO ANCTa U Ha 17-1 CTpaHuULEe JOKYMEHTA OAMH 3K3emnaap 0,26
21 | NnpoCTaHOBKa PerMcTpaLyoHHOro HoMepa Ha AOKYMEHT OZIMH 3K3emnAasAp 0,26
22 |HaKkneuBaHWe Ha [OKYMEHT METKW ANA YCTPOWCTB PafMOyacTOTHOM WAEHTUPMKALMKU | OAWMH SK3eMnaAp 1,2
06beKTOB, aKTyasM3auma MeTku
23 | HakneuBaHWe WTPUX-Koaa Ha 060POT TUTYNIbHOTO NUCTa U 0BNOKKK OAMH 3K3emnaap 0,26
24 | BHECEHME pa3MeTKM No GoHAAM Ha U3daHue OAMH 3K3emMnasap 0,26
CBepKa NoCTyNMBLUNX JOKYMEHTOB C KapTOTEKOM TEKYLLLEro KOMMAEKTOBaHMA:
25 | MOMCK KapTOYKM B KapTOTEKe TeKyLLero KOMMNIEeKTOBaHUA, CBEPKA KAPTOUYKN C JOKYMEHTOM, 0/flHa KapTouKa 0,52
BHECeHVe OTMeTOK
26 |cocTaBneHue CrMcKa PerncTpauMoHHbIX HOMEPOB HOBbLIX MOCTYMN/IEHUN ANA U3FOTOBAEHWUA | OAMH JOKYMEHT 0,36

nevyaTHOM KapToO4Ku




PaboTa B aBToMaTusmposaHHom cucteme (AC):

27 | cBepKa AOKYMEHTa C yKasaTeNem 3aKasaHHbIX U34aHWI, BHECEHWE OTMETOK OfHO Ha3BaHue 3,0
28 | npoBepKa Ha Ayb61eTHOCTb NOCTYNUBLINX M3AaHNI B 6a3e aaHHbIX AC OOMH OOKYMEHT 1,6
29 | pernctpauma HOBbIX NOCTyNAeHU B 6a3e AaHHbIx AC OAVH AOKYMEHT 9,1
30 |npuvem M permctpauma PyKOMUCHbIX KHWUT, MPOCTaBAeHWEe OTMETKM B PEerucTpauMoHHOM | OAUH AOKYMEHT 3,6
YKYPHaie HOBbIX NOCTYMN/IEHUIM, KHUI'e y4eTa HOBbIX MOCTYNNEHWUN
Mpuem n pernctpauma KypHanos u raset:
31 | noabopka »KypHasnoB U raset no anpaBuTy Ha3BaHWI, MOUCK PErUCTPALMOHHON KAapTOYKM B | OAMH OAOKYMEHT 0,94
KapToTeKe NOAMUCHbIX U3L4aHNI, OTMETKA HOMepPa, A4aTbl NONyYeHUA U3LaHUA
32 | npocTaBneHue WTeMNens Ha XypHane OOMH XypHan 0,2
33 | npocTtasneHune WwWTemnena Ha rasete opHa raseta 0,16
34 | pernctpauma HOBbIX NOCTyN/eHnI B 6ase AaHHbIx AC OOMH OOKYMEHT 2,6
Mpviem n perucTpaums ceTeBbix yaaneHHbix pecypcos (CYP) B AC:
35 | npoBepKa AOCTYNHOCTU pecypca (npuem) O4MH pecypc 30,0
36 |odopmneHue CONPOBOAUTENbHON AOKYMEHTALMM (aKT Nprema) 04VH pecypc 10,0
37 | BBeaeHue 3anucu B peectp yyeta CYP 04MH pecypc 4,8
38 | BBeaeHue 3anucu B peectp nacnoprtos CYP O4MH pecypc 3,7
39 | noaroToBKa cBeAeHUn ana cavita o CYP OZMH pecypc 20,0
AOMUHUCTPUPOBaHME CETEBbIX YAANEHHbIX PECYPCOB B aBTOMATU3MpPOoBaHHOM pexkume (AC)
O6paboTKa 3anucen ans sefeHUAa MHGOPMALMOHHbBIX MOUCKOBbIX CEPBUCOB:
40 | BOKYMEHT 0AHO Ha3BaHue 4,0
41 | naket/B[ 0AHO 10,0
HavmeHoBaHue
43 | aKkTyanusaumsa ceegeHuii o CYP O4HO Ha3BaHue 6,0
44 | cbop CTaTUCTUKM O cocTase M 06 ucnonbzosaHmm CYP 0AHO HasBaHue 0,3
Mpuem n 06paboTKa 3NEKTPOHHbIX U3AAHWI ANA INEKTPOHHON bubnmoTekn B AC:
45 | npoBepka KayecTBa ¢alinoB, perncTpauma 3NeKTPOHHOro AoKyMeHTa B 3K, nepefada| OAWH SOKYMEHT 9,3
daiinos Ha cepsep
dopmupoBaHMe aKTa Nepesayn HoOBbIX MOCTYMNIEHWUI B Apyrve noapasaeneHus:
46 | B AC yepes nporpammy gucnetyepusaLmn U3gaHuin OAMH 3K3emnaap 0,15
47 | B py4HOM pexxnme OAMH 3K3emnaap 2,0
BepeHue "KHUrM cymmapHoro yyeta"
Pa3bop AOKYMEHTOB MO BMAAM, OTPACAAM 3HAHWM, A3blKaM; NOACYET YNCNa [OKYMEHTOB, ofiHa 3anucb
3anucb pe3y/IbTaToB NoAcyeTa Mo yCTaHOBAEHHOW popme B "KHUry cymmapHoro yyeta"
Konunuectso fOKYMEHTOB B MApTUMN NOCTYN/IEHWUIA:
48 |1 0,6
49 [2-50 30,8
50 |51-250 150,0




51 |BBOA CTAaTUCTMYECKMX AaHHbIX B 633y gaHHbIX AC ofHa naptma 3,1
52 |noacyeT NOCTPaHWYHO MO MO3MUMAM [JaHHbIX, MEpeHeceHWe WTOroB Ha CAeayloLyto ofiHa no3uumA 1,6
CTpaHuuy
53 | cBepka pMHAHCOBBIX LOKYMEHTOB OTAeNa € GMHAHCOBLIMM SOKYMEHTaMMU Byxrantepmm OfVH JOKYMEHT 1,46
54 | odopmneHre CONpoBOAUTENbHLIX AOKYMEHTOB (CYeT, HaknagHadA, akT) AnAa nepegayy B| OAMH AOKYMEHT 13,0
byxranteputo
55 |odopmaeHve WHBEHTApPHOW KHUTM, HyMepauus JIMCTOB, MPOCTaBJeHME HOMepa B ofHa cTpaHuua 0,88
WHBEHTAPHOM KHUre
56 |3anucb AOKYMEHTOB MO YCTAHOB/AEHHON GOpme B WMHBEHTAPHYI KHUTY, MPOCTaBJEHME | OAWH AOKYMEHT 2,8
WHBEHTAPHOro HOMepPa Ha AOKYMEHTE
57 |npoBepeHue WHAMBUAYANBHOrO yyeTa [AOKYMEHTa MO aKTOBOW cCUCTEME, MPOCTaBAEHWE | OAWH AOKYMEHT 1,0
WHBEHTAPHOro HOMepPa Ha AOKYMEHTE
58 | npoBeaeHue MHAMBMAYANbHOrO y4eTa C NMPUMEHEHMEeM YYeTHOrO KaTasiora: cocTaBieHue | OoAHa KapToyka 4,7
61banorpadnyeckoro onMcaHnA JOKYMEHTa; YKa3aHue LeHbl, MHBEHTapHOro HoMepa, roaa
noctynaeHnsa, Homepa 3anucn B "KHure cymmapHoro y4yeta", uymcna NOCTyNUBLUMX
3K3eMMNJIAPOB, UX pacnpeaeneHne No nogpasaeseHuam
59 | PuKcMpoBaHMe B KypHasne perucTpauuu KapToyeK Y4YeTHOro KaTanora WMHBEHTAPHOrO ofHa 3anucb 0,3
HOMepa, NepBOro c/I0Ba 3ariasuna
60 | npocTaBneHME MHBEHTAPHOIrO HOMepPa Ha JOKYMeHTe OOMH AOKYMEHT 2,6
61 |pernctpauma NAaTEHTOB B HYMEPALMOHHOM KHUre OAMH AOKYMEHT 0,3
62 |npvem aKTOB Ha BbIObIBLUME [OKYMEHTbl OT CTPYKTYPHbIX MNOAPasfeseHui; BHeceHue OAMH aKT 8,7
3anucu B "KHure cymmapHoro yyeta" (2-a 4acTb); NpocTaBaeHWe HOMepa aKTa
MckntoueHne AOKYMEHTA NO aKTy M3 yYeTHbIX Gopm: OAVH AOKYMEHT
63 | UHBEHTAPHOM KHUMM 1,4
64 | y4yeTHOro Katasnora 0,88
65 | onucK MHBEHTApHbIX HOMEPOB 1,0
66 | UCKOYEHMeE BbIBbIBLIMX AOKYMEHTOB 13 6a3bl AaHHbIX AC OAVH AOKYMEHT 1,0
67 | noraweHne MHBEHTAPHOTO HOMEpPA U WTemnena 6UbAMOTEKN HA JOKYMEHTe OfVH JOKYMEHT 0,5
68 | noALwmMBKa aKTOB OOMH aKT 0,26
MpumeyaHue: npu paboTe C AOKYMEHTAMM HA MHOCTPAHHbIX A3bIKaX K HOPMe BPeMeHW MPUMEHAETCA NOBbIWAOWMIA KoaddUumeHT
1,15.
1.3. BubnnorteuHas o6paboTKa AOKymeHTOB. OpraH13auua U BeaeHUe KaTasoros
Tabnuua 3
N HaumeHoBaHwue npouecca, onepauun. Coctas paboTbl EanHunua Hopma BpemeHu,
n/n n3MepeHua MWH.
1 2 3 4
PaboTa c ne4yaTHOM KapTOUKOW:
1 |dopmupoBaHMe KOMM/IEKTa MEeYaTHbIX KapTOYeK Ha OCHOBE  MALIMHOYMTAEMOW OflHa KapTouKa 1,25
6ubanorpadpuyeckoit 3anucm
2 | pa3bop KomnneKTa neyaTHbIX KapToyeK OfiHa KapTouKa 0,42
3 | nogbop nedyatHblX KapToyekK no andasuty damuanii aBTOpPOB WAWM 3arnaBuii Ana| ofHA KapTouka 0,43

PaCcCTaHOBKM B C/IYKeBHYI0 KapToTeKy




4 | pacCTaHOBKA KapToOUeK B C/YXKEeOHYI0 KapToTeky OJHa KapTouKa 0,96
5 | nogbopka neyaTHbIX KapTOYEK K AOKYMEHTaM OfHa KapTouKa 0,52
CBepKa NoCTyNMBLUNX OKYMEHTOB C KaTaJloraMu:
6 | npoBepka NO KaTanory NOBTOPHOCTU [AOKYMEHTA; NepeHeceHne C KaTaNoKHOM KapTOuKu 0/ZlHa KapTouKa 1,9
61baMoTeYHoro Wwudpa, NONHOro MHAEKCA
7 NOUCK B cNy*KebHOM KaTasiore CBOAHOMO ONUCaHWA; BHECEHWE OTMETOK OJHa KapTouKa 2,6
8 |odopmneHne MeyaTHON KapTOYKM, HaNMUCaHWME MHBEHTApPHOTO HOMepa, wudpa M Apyrnx | ofHa KapTouKa 0,68
61bNMOTEYHBIX OTMETOK
Mpunucka gybnetos:
9 | cBepKa AOKYMEHTA Ha Ay6NeTHOCTb No cnyKebHomy, andaBUTHOMY, yHETHOMY KaTanory OHO Ha3BaHue 0,94
10 | npunucka gybneTa B KaTanor: NPoCTaB/lieHMe MHBEHTApPHOIO HOMepa; nepeHeceHue wudpa | 0o[HO Ha3BaHWe 2,42
Ha AOKYMEHT
Mpunucka NPoAoKAOLWMXCA N3AAHUNA:
11 |nouck B pernctpaLMOHHOM KapTOTEKE KapTOYKM HA M3LaHWE; CBEPKA ee C OPUTMHAJIOM; 04HO HasBaHue 0,84
BHeceHMe 6UBIMOTEUYHbIX OTMETOK
12 |[nouck B KaTa/sore KapTO4YKW; OTMETKa MNOCTYMJEeHMsAs COOTBETCTBYIOWEro BbiNyCcKa; | OAHO Ha3BaHWe 3,1
NpocTaB/ieHWe MHBEHTAaPHOIO HOMePA, Wrdpa, BHECEHME APYTNX BUBANOTEYHBIX OTMETOK
dopmuposaHme bubanorpaduyeckoi sanucu
CocTaBneHve 0CHOBHOM bubanorpadpuyeckoin 3anmncy Npu oTCYTCTBMM NEeYaTHON KapTOUYKM B | OAHO Ha3BaHUe
DOKYMeHTe (O3HaKOMJIeHMe C [OOKYMEHTOM; COCTaB/IeHME OMNUCaHuA; BHeceHue
6UBNNOTEYHON OTMETKM)
Konunuectso anemMeHTOB onucaHua:
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 |coctaBneHuMe OCHOBHOW 6ubavorpadmyeckor 3anmMcu C MOMOLLbIO MaKeTa KapTOuKM, 3,5
HaneyaTaHHOro B KHWUre; NPOCMOTP U34aHMA; CBEPKA C MAaKETOM KapTOUYKM
20 | cocTtaBneHue f06aBOYHOIO ONUCAHUA K OCHOBHOM Brbaunorpaduyeckoit 3anncm OflHa KapTouyKa 1,9
21 | 03HAaKOM/IeHWE C AOKYMEHTOM; COCTaB/eHNE aHAIMTUYECKOM 3anucu OAMH AOKYMEHT 3,5
22 | cocTaBneHMe CCbIIOYHOM KapTOYKM K OCHOBHOM Brnbmorpaduryeckor 3anucm OflHa KapTouyKa 1,26
dopmunposaHme bnbanorpaduyeckoi 3annucu pyKonmMCHOM KHUTK
CoctaBneHve OCHOBHOW 6ubanorpaduyeckort 3anucu (O3HaKOMAEHME C [AOKYMEHTOM; | OAHO Ha3BaHWe
COCTaB/IeHMe, ONUCaHUe, MPOCTaHOBKa BMBANOTEYHON OTMETKM):
23 | cpegHew CNOXKHOCTU 600,00
24 | NOBbIWEHHOM CNIOMKHOCTH 1200,0
25 | Ha MHOCTpaHHOM A3blKe 1200,0
26 | kKapTorpadmyeckoro matepmana 1200,0
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27 | My3blKaNbHOro coaepXaHuna 1200,0
28 | popaboTka ycTapeBLUMX 3aMMCel, He COOTBETCTBYIOLMX COBPEMEHHbBIM apxeorpapuyeckum | OAHO Ha3BaHWe 300,0
HOpMaMm: O4aTMPOBKA PyKonucell No BOAAHbIM 3HaKaM; POCMUCb COAEPMKaHUA COOPHUKOB
HernoCTOAHHOIO COCTaBa; BHECEHUE AOMO/IHUTENbHbBIX CBEAEHUA C y4eTOM AOCTUNKEHUN
COBpPEMEHHO uctopnorpadum
PepaktupoBaHune 6ubanorpaduyeckort 3anmcu:
29 | npoBepKa NPaBU/IbHOCTM 31EMEHTOB 3aMUCK Ha KapToyKe O/ Ha KapTouKa 1,0
30 |odpopmneHue KapTouku Ana Ay6aAMpPoBaHMA Ha MHOXWUTE/IbHOM annapaTe; NPOCTaBieHWe | OAHa KapTouka 3,2
WHAEKCOoB, WndpoB, 6MBAMOTEUYHBIX NOMETOK, ONpeaeneHne 1 yKasaHue Tpaxa KapTodek
lpynnosas 06paboTKka LOKYMEHTOB
OT60Op OAHOTUMHBIX AOKYMEHTOB, MOAJEXallMX rpynnoBoii obpaboTKe; cocTaBieHWe ofHa rpynna
06Lei XapaKTEPUCTUKN Ha KOMMIEKT JOKYMEHTOB [OKYMEHTOB
Konunyectso fOKYMeHTOB B rpynne:
31 |1-9 39,0
32 |10-15 60,0
33 |16-30 106,0
34 | npoBepKa NPaBUIbHOCTU COCTaBAEHMA XapPaKTEPUCTUKMN HA KOMMIEKT JOKYMEHTOB ofHa 13,0
XapaKTepucTuKa
PekaTanornsaums (3ameHa KaTa/loXKHbIX KapTOYEK):
35 |cBepKa KapTOYKM C JOKYMEHTOM; MCMpaB/ieHMe cTaporo bubnnorpadpuyeckoro onncaHua; | ofHa KapToyka 17,4
COCTaB/eHME HOBOrO OMUCaHWA; nepeHeceHne wudpa, WHBEHTAPHOrO HOMepa,
61M6MOTEYHbIX TOMETOK
MoAroToBKa K MHAEKCMPOBAHUIO OKYMEHTOB A/1A KaTasloroB:
36 | noabop KapTOUKM K JOKYMEHTY, CBEPKA U BNOXKEHUE B JOKYMEHT OfHa KapTouKa 0,5
37 | 03HaKoOM/IeHWe C AOKYMEHTOM; YCTaHOBNEHMEe TeMaTWKW; pacrnpedeneHue no OTpaciAm | OAHO Ha3BaHuWe 0,88
3HaHKA (No TemaTtuke)
38 | IPOCMOTP MHOCTPAHHbIX U3AAHUI, NEPEBOL AAHHbIX Ha PYCCKUM A3bIK OJHO Ha3BaHue 0,37
CucTemaTM3aLmA AOKYMEHTOB:
39 | cucTemaTusauma JOKYMEHTa C UCMO/Ib30BaHMEM MHAEKCOB NeYaTHOM KapTOYKM MAN makeTa | OAHO Ha3BaHWe 2,6
KapTOYKM, HameyaTaHHOro B W34aHWM, O3HAKOMJIEHME C [AOKYMEHTOM, NpoBepKa
COOTBETCTBMA  WMHAEKcoB Tabauuam  Knaccudukaumu, NPUHATBIM - B BMbBAMOTEKe,
npocTaB/ieHne UHAEKCa Ha JOKYMEHTe
40 |cucTemaTv3auMA SOKYMEHTOB MPM OTCYTCTBMM MEYATHOM KapTOUKM M MaKeTa KapTOYKWM B | OAHO HasBaHue 4,7
M34aHUKU; O3HAKOM/JEHWE C [AOKYMEHTOM; onpeaeneHne wuHAekca no Tabauuam
Knaccudukaumm, NpUHATEIM B BubanoTeke; NnpocTaBneHne UHAEKCa Ha AOKYMEHTe
41 |onpeaeneHve aBTOPCKOro 3HaKa AOKYMEHTa Mo aBTOPCKUM Tabanuam OHO Ha3BaHue 0,62
42 | wudpoBKa AOKYMeHTa Npu GOpMaTHO-MHBEHTAPHON paccTaHOBKe: onpeaeneHne dopmaTta| OAHO Ha3BaHWe 0,42
[OOKYMeHTa, HanucaHwue wudpa
43 | pefaKTUpoBaHWe KNacCMPUKALMOHHOTO WHAEKCA; NPOBEpPKa MpPaBM/IbHOCTM WMHAEKCA, | OAHO HasBaHue 0,88
aBTOPCKOrO 3HaKa
44 | cocTaBneHvWe KapTOukM andaBUTHO-NpeAMETHOro Katasora (Ha HOBYHO TemaTuKy); | ofHa KapTouKa 2,0
HanucaHue Ha KapTouKe MHAEKCA, Ha3BaHUA KaTasiora U KapTOTEKM, B KOTOPbIX OTpaKaloTca
[OOKYMEHTbI; YKa3aHWe CCbIJIKU U OTCbIIKK, CBA3U MEXAY OTAe/IbHbIMU pybpuKamm
MpeameTnsauma JOKYMEHTOB:
45 | npegmeTu3auuAa AOKYMEHTOB C MCMOAb30BaHMEM PYyBpMK MeyaTHOW KapTOYKW; MPOBEpPKa | OAHO Ha3BaHue 2,6
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COOTBETCTBMA PyBPUKM NeYaTHON KapTOUKM NpeamMeTHOMY KaTanory

46 |npegmeTv3auMA [OKYMEHTOB NPV OTCYTCTBMM MEYaTHOWM KapTOYKM; O3HAKOM/IEHWe C | OAHO HasBaHue 4,6
OOKYMEHTOM, onpeaesieHne pybpuku

47 |cocTaBfieHMe HOBbIX NpeaMEeTHbIX PybpuK M noapybpuk; mnepeHeceHWe Ha KapTOYKM [ OfHa KapTouka 1,3
cny»ebHol KapToTekn

48 | pefaKTUpoBaHWe NpesmeTHOW pybpuKKM; NpoBepKa MPaBU/IbHOCTU MPeaMeTHON PYBpuUKM, |  oaHa KapTouka 0,88
TOYHOCTW HanMcaHuA
OpraHu3auma andaBuUTHOTO KaTasora:

49 | noabopKa KapTouyku no andasuTy Gamunuii aBTOPOB WM 3arfaBUil A/ PACCTAHOBKM B| OAHA KapTOuKa 0,36
andaBUTHbIN KaTanor

50 | paccTaHoOBKa npeaBapuTenbHO NogobpaHHbIX KapToyeK B andaBUTHbLIN KaTanor OJHa KapTouKa 0,36

51 | pepakTMpoBaHue andaBUTHOrO KaTanora; MPOBEpPKa PacCTaHOBKM KapTOYeK, NPaBUAbHOCTU |  OAHa KapToyka 0,88
[063aBOYHbIX M CCbINOYHBIX KAPTOYEK; UCTPaBAeHNe OLWNBOK

52 | HanucaHue pasgenuTens Ana andaBUTHOrO KaTanora, ykasaHue bykBsbl, ciora OAMH pasgenutenb 0,88

53 | pacctaHoBKa pasgenutenein B andaBUTHbIA KaTanor: nofbopKa pasaenuTeneit no | OAMH pasaenutenb 0,36
andaBuTy, NOUCK MeCTa pasAennTens, yCTaHOBKa, 3aKpenieHne CTepKHA
OpraHu13auma cuctemaTUyecKoro Kartaaora:

54 | nopbopKa KapToukM MO UHAEKcaMm, BHYTPWU pasgena no andasuty damunuii aBTopos UAM |  OAHa KapToyka 0,42
3arn1aBuii 418 PacCTaHOBKM B CUCTEMATUYECKMIA KaTanor

55 | paccTaHoBKa NpeagapuTesibHO NOA06PaHHbIX KAPTOYEK B CUCTEMATUYECKUIA KaTanor OfHa KapTouka 0,42

56 |penaKTMpoBaHWE CUCTEMATMYECKOro KaTasora: MpoBepKa NPaBUbHOCTM HAMONHEHMA |  OAHa KapToyka 0,88
pa3fAenoB KaTanora no COAEPMKaHUI0, MHAEKCALUN U PAacCTaHOBKe; UCMNpaBieHne ownbok

57 |aHanu3 cucTemaTMYecKoro KaTasora: MCrNpaBieHWe WHAEKCOB, BHECEHWEe W3MEHEeHWW B | OofHa KapToyka 5,2
andaBUTHbIN KaTanor

58 |HanucaHue pasgenutena A1A CUCTEMATUUECKOrO KaTasora: yKasaHWe HauMEHOBAaHWA | OAMH pasgenutenb 2,6
pasgena, nogpasaena v Apyrux oTMeToK

59 | pacctaHoBKa pasgenutenei B CUCTEMATUYECKMI KaTanor: nofbopKa No MHAEKCaM, MOUCK | OAUH pasaenutenb 0,42
MecCTa, YCTaHOBKa, 3aKpen/ieHne CTEePKHA
OpraHu3auma npeamMeTHOro KaTtanora:

60 |noabopKa KapToyeKk Mo npeaMeTHbIM PybpuKam, BHYTPU PYOpuK no andasuty damunani OflHa KapTouyKa 0,42
aBTOPOB W/IM 3arnaBui

61 | paccTaHOBKa NpeaBapuTesIbHO NOAO6PAHHbBIX KAPTOYEK B NPEAMETHbIN KaTanor O/jHa KapTouKa 0,42

62 | pepakTMpoBaHME MpPegMETHOro KaTasora: MpoBepKa MpPaBM/IBHOCTU CCbIIOK, OTCbUIOK, | OAHa KapToyka 1,0
py6puK

63 | HanucaHWe pasgenuTens ANA NPegMETHOro KaTaaora, yKasaHue pybpuKu, OTCbIIKK, CCbINKU | OAUH pasaenutenb 2,3

64 | paccTaHOBKa pasfe/nMTena B NpeAMeTHbI KaTasor, MOMCK MecTa, YCTaHOBKA, 3aKpenseHne | OAUH pasgenutens 0,42
CTEPXKHA
OpraHu3auma HymepaLmMoHHOrO KaTanora HOPMaTUBHO-TEXHUYECKOM AOKYMEHTaLMK:

65 |noabopKa KapToOYkM NO BMAAM [OKYMEHTOB, YC/OBHbIM UMOPOBbIM 0603HAYEHUAM, | OAHa KapToyka 4,3
andaBUTy COKPALLEHHbIX Ha3BaHWW CTpaH, /AaTUHCKOMY andasuTy (MHOCTPAHHbIX
CTaHAapTOB), N0 HOMEPAM AOKYMEHTOB

66 | paccTaHoOBKa npeaBapuTenbHO Nog06paHHbIX KAPTOYEK B KaTanor OJHa KapTouKa 0,41

67 | pepakTMpoBaHMe KaTasora (nNpoBepKa MpaBWAbHOCTM BUBAMOTpadUUECKMX ONUCaAHUI, | OAHA KapTouKa 3,2

PaCcCTaHOBKWU; ncnpasaeHune OLLIVI60K),' BHeCceHue ,CI,OI'IO}'IHEHVIﬁ M U3MEHEHWN B KaTanor
(OTMEHa, 3aMeHa, UsMeHeHUA, npoasieHne Cpoka ,ﬂ,eﬁCTBVIﬂ C YKa3zaHunem VICTO‘-IHMKa)
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68 | HanucaHuWe 1 paccTaHOBKA pa3aenuTtenen OAMVH pasgenutens 1,3
OpraHusauma 1 BegeHune 3/1eKTPOHHOr0 KaTanora:
69 | cBEpKa NOCTYNUBLUMX LLOKYMEHTOB Ha Ay6NeTHOCTb B 3NEKTPOHHOM KaTanore OfVH JOKYMEHT 1,6
70 | npMnuMCcKa NpoAoKAOLWMXCA U3LAHUIN B SNEKTPOHHOM KaTasiore OAVH AOKYMEHT 1,6
dopmupoBaHue 6ubaMorpadnyeckon 3anucu s INEKTPOHHOro KaTasnora; BBoA B Hasy ofiHa 3anucb
OAHHbIX; 3aM0/IHEHWE COOTBETCTBYOLLMX NOJEN:
71 | NpM HaAMYMM MaKeTa NevyaTHOM KapTOYKM 0,36
72 | npu OTCYTCTBUM MEYATHOMN KapTOUKHK 0,42
73 | cocTaBneHMe aHaAUTUYECKOM 3anncu 3,5
74 | cocTaBneHune A06aBOYHBIX U CCbIIOYHbIX ONUCAHUM OfHO onucaHue 0,88
75 | pepaktupoBaHue 6ubnnorpaduueckort 3anmcu B 6ase AaHHbIx AC; BHECEHUE U3MEHEHWI O/ZlHO OnuncaHune 1,3
76 |BBOA nNepeyHs npegMeTHbIX PybpuK apudMeTUKOo-orMyecknx ycrtpoicte (ATY) K ofHa pybpuka 0,36
CMCTEMATMYECKOMY KaTasiory U reHepasibHOM CNPaBOYHOM KapToTeKe
77 | BbIBOA Ha 3KpaH bubanorpadpmueckmx sanucem ofiHa 3anucb 0,83
78 | pepakTpoBaHue pybpuk; HanoaHeHWe pa3aenos ofiHa 3anucb 3,0
N3bATME KapTOUeK 13 KaTanoros
MN3bATHE KAPTOUKM Ha UCKAIOUYEHHbIE U3 BUBAMOTEUHOrO POHAA AOKYMEHTDI: 0ofiHa KapTouKa
79 | andasuTHOrO Katasora 0,52
80 |cmcTemaTUyecKoro Katasora 0,56
81 | npegmeTHOro Katanora 0,56
82 | HymepaLuMOHHOrO KaTasora 0,42
83 | u3bATME BUbAMOrpaduyecKkoi 3anncK U3 3NEKTPOHHOTO KaTaaora O0fHa 3anucb 0,84
TexHuuyeckan o6paboTKa fOKYMeHTa
HaknenBaHue Ha fOKYMEHTE IMCTKA CPOKA BO3BPaTa, KapMallKa, Ap/biKa: OfVH JOKYMEHT
84 | NUCTOK CpOKa BO3BpaTa 0,42
85 | Kapmalek 0,42
86 | ApAbIK 0,26
HanucaHwue wundpa Ha JOKYMEHTe U Ap/bIKe: OfVH IOKYMEHT
87 | Ha goKymeHTe 0,26
88 | Ha Aapabike 0,36
89 | nepeHeceHne GOPMATHOIO M CUCTEMATUYECKOTO LWMGPOB C KAPTOUKMU HA JOKYMEHT OfVH LOKYMEHT 1,6
90 | odopmaeHne KapTOUKKN AN TUPAKUPOBAHUA OfHO Ha3BaHue 1,0
91 |BHeceHMe U3MEHEHWIT B KAPTOUKe Mocsie TUPaXKMpPoBaHUA OHO Ha3BaHue 0,42
92 | pacnpegeneHve KaTaNOMXHbIX KapTOYeK Ha HOBble MOCTYMNEHUA MO CTPYKTYPHbIM OJHa KapTouKa 0,42
nogpasaeneHuUAM nocse TMPaXKMpoBaHmA
93 | 3anosiHeHMe KHUXHOro Gopmynapa: yKasaHue wudpa, MHBEHTAPHOrO HOMepa AOKYMEHTA, | OAMH KHUXKHBbIN 0,88
bammamm n MHUUMaNoB aBTopa, ero HasBaHWA, LieHbl, roAa u3aaHua dopmynap
94 | 3anofiHeHMEe KapTOYKM MHAMKATOPA Ha [OKYMEHT, Hanpasifaemblit B KHWUFOXPaHeHWe: | OAWH MHAMKATOp 0,88
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yKa3aHue MHBeHTapHOro Homepa, aBTopa 1 3arnasus, Widpa paccTaHOBKM

95 |3anonHeHue nepeaaToyHON BEAOMOCTM Ha MAPTMIO HOBbIX MOCTYNAEHUM 0o/Ha BeJOMOCTb 0,42
Pabota B AC
BblBOA, Ha 3KpaH y4eTHbIX GOpM; pacneyaTka: ofHa popma
96 | IMCTbl MHAMBUAYANBHOTO yYyeTa 4OKYMEHTOB 0,05
97 | nepeaaToyHasa BeAOMOCTb HOBbIX NOCTYNAEHUM 0,05
98 | KapTouKa ¢ bubanorpadmyeckoit 3anncbio ANA y4eTHOro Kataaora 0,05
99 | KHUXKHbIV dopMynAp 0,05
100 | kapTo4yKa MHAMKaTOpa 0,05

Mp1MMeyaHue: K HOpMam BPEMEHM NMPUMEHSAIOTCA NOBbIWatoLWme KO3GPULMEHTbI:

- NPW COCTaBNAEHUN BUBAMOrpadmUUYecKoro oNMcaHUA Ha SOKYMEHT, Ha TUTY/IbHOM INCTE KOTOPOro YaCTUYHO OTCYTCTBYIOT AaHHble AnA
6ubnuorpaduyeckont sanucm - 1,13;
- Npu 6ubAnoTeYHOM 06paboTKe: KNHOPOTOPOHOLOKYMEHTOB - 1,21; HOTHbIX, KapTorpaduyeckmx, nsonsganuin - 1,15, cneumanbHboix
BMA0B HAayYHO-TEXHUYECKOWN IMTepaTypbl U AOKyMeHTauuu - 1,10;
- Npu paboTe C AOKYMEHTaMM Ha MHOCTPAHHbIX A3bIKAX, NPW OpPraHM3aLMK U BeAEHWW KpaeBeavyecKoro KaTtanora (KapToTeKku) u
61MbnMOTEYHOrO KaTanora Ha MHOCTPaHHOM fi3blKe - 1,15, Ha A3biKax cTpaH A3uu u Adpukm - 1,5.

1.4. Pabota c poHaOoM

1.4.1. PaboTta no npuemy AOKYMEHTOB

Tabnvua 4
N HavmeHoBaHue npouecca, onepauunun. Coctas paboTbl EpmHnua Hopma BpemeHu,
n/n n3mepeHus MUH.
1 2 3 4
Mpuem JOKYMEHTOB B CTPYKTYPHbIX NOApa3aeneHmax
MNpuem p[OKYMEHTOB W3 OTAena KOMMJIEKTOBaHWA, CBEPKAa C COMPOBOAUTE/IbHbIM ofiHa mapTua
maTepuanom
Konunuectso sk3emnnapos:
1 |1-25 14,4
2 |26-75 37,2
3 | peructpaumsa HOBbIX NOCTYMJEHWI MEPUOANYECKUX W34AHUMW, NPOCTaBNEeHME OTMETKM B | OAWH OOKYMEHT 0,26
PerncTpaLnoHHON KapToTeke
4 | npoBepKa rogo0BOro KOMMIEKTA ¥KYPHaN0B U ra3eT Ha HalM4Yne HOMepoB OAMH HOMep 1,0
5 |npoBepka 3anuMcM Ha nNepBOM HOMepe T[OAO0BOr0 KOMMAEeKTa: wudpa, HOMeEpPOB, OfMH HOMep 5,0
OTCYTCTBYIOLLMX HOMEPOB, MecALEeB
3anuncb Homepa B TonorpadnyecKyto ONnCb, NPUIONKEHWUA U CNeLManbHble BbIMYCKU: OfIVH HOMep
6 | Ha pycckom A3blIKe; 1,0
7 Ha MHOCTPAHHbIX A3bIKax 2,0
8 | npocTaBneHue WTeMnena CTPYKTYpPHOro nogpasgeneHuns Ha JOKYMeHTe OfVH HOMep 0,26
Moabop AOKYMEHTOB ANA PacCTaHOBKM B GOHAE:
9 | noabopKa OKYMEHTOB MO KNACCUPUKALMOHHBLIM MHAEKCAM, aBTOPCKOMY 3HaKy OfVH LOKYMEHT 0,52
10 |nopbopka AOKYMEHTOB No popmaTy, MHBEHTAapPHbIM HOMEepaMm, LWndpam pacCcTaHOBKK OfVH [OKYMEHT 0,92
11 |nopbopKa AOKYMEHTOB No andaBuTy Ha3BaHUI, rogam, HOMepPam, pasgenam, NopsLKOBOMY | OAUH LOKYMEHT 0,48
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Homepy

12 |nopbopka cneuBnAOB HOPMATUBHO-TEXHUYECKOW JOKYMEHTALMKN MO KAaccam, NOAKAAcCaM, |  OAUH AOKYMEHT 0,36

rpynnam, noArpynnam, MHBEHTapHbIM HOMepam

PaccTtaHoBKa 6ubanoTeyHoro ¢poHaa:
13 | paccTaHOBKa OKYMEHTOB Ha CTEeNNIaXKaX B CUCTEMATUYECKM-andaBUTHOM NopaaKe OAVH AOKYMEHT 0,52
14 | paccTaHOBKa [OKYMEHTOB Ha CTeNIaXKax B GOPMaTHO-UHBEHTAPHOM nopaaKe OAVH AOKYMEHT 1,3
15 |pacctaHOBKa [AOKYMEHTOB MO andasBuTy HasBaHMKM, rogam, HOMepam, pasgaenam,| OAWH AOKYMEHT 0,63

nopaAKoOBOMY HOMepY

paccTaHOBKa HOPMATUBHO-TEXHUYECKOW AOKYMEHTaLUMM NO Knaccam, MoAKAaccam, rpynnam, |  OAUH AOKYMEHT

noArpynnam, MHBEHTaPHbIM HOMepam

Konunyectso oKymeHTOB B noabopKe:
16 |1-5 0,52
17 |6-10 5,2
18 |11-15 0,88
19 |paccTaHOBKa AOKYMEHTOB Ha CTesfaxax B GOPMaTHO-CUCTEMATUHECKOM M andaBUTHOM | OAWMH AOKYMEHT 5,00

nopagke (nNpeametoB M maTepuanoB rpaduku) B BUTPUHAX M WKadax C yyeTom

KOMMJIEKCHOTO XpPaHEeHUA PYKOMUCHbIX M CTapOneYvaTHbIX KHUT
20 |paccTaHOBKA [OOKYMEHTOB Ha MUKPOHOCUTENAX B WHBEHTAPHOM M HYMEPAUMOHHOM | OAWH AOKYMEHT 3,0

nopagke

nposepKa NPaBUIbHOCTM PACCTAaHOBKM JOKYMEHTOB B OTAE/IbHbIX Maccusax ¢oHaa maccus doHaa

Konnyectso npoBepAemblX AOKYMEHTOB:
21 [1-200 26,1
22 |201-305 42,0
23 |306-400 57,0
24 | 401 - 600 88,0
25 | nepemelleHue (nepeHeceHne) AOKYMEHTOB Ha cBoboAHble mecTa OfHa Nonka 4,0

OdopmneHre NoNoYHbIX pasaenvTeneit; HanMcaHue NoNOYHbIX pasgenuTenei: OAWH pasaenuTenb
26 | AnA cMcTemaTMYeCcKol paccTaHOBKM GpoHAaa 3,6
27 | pna GopmaTHOM paccTaHOBKK dpoHAa 2,6
28 | ana andaBUTHOM paccTaHOBKM poHAA 2,6
29 | gnAa HYMepauMoHHOM pPacCcTaHOBKM poHAa 2,6

MprMmeyaHue: K HOPMam BPEMEHM NMPUMEHAIOTCA NOBbIWaoLMe KOIGPULIMEHTBI:

- npu noabope u pacctaHoBKe KNHOPOTOGOHOLOKYMEHTOB - 1,2;

- HOT, KapTorpadpuyeckmx, usonsgaHui - 1,5;

- npu paboTe ¢ AOKYMEHTaMW Ha MHOCTPaHHbIX A3bIKax - 1,15;

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

1.4.2. Pabota no coxpaHHOCTK $OHAA

Tabnuua 5
N HanmeHoBaHwue npouecca, onepauun. Coctas paboTbl EamHnua Hopma BpemeHu,
n/n n3mepeHus MWH.
1 2 3 4
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MpoBepka 6ubnnoTeyHoro GpoHAa:

1 |HanucaHMe KOHTPOIbHOTO TaOHa Ha AOKYMEHT: yKa3aHMe Ha HEM MHBEHTAapHOro HOMepa, O/ MH TanoH 0,88
wuopa, ¢amuanm, MHMLMANOB aBTOpa, 3araaBuA, roga, MecTa WU3AaHWA, LeHbl, MecTa
XpaHeHua
2 | MapKMpPOBKa KOHTPOJIbHbLIX Ta/IOHOB: YCTAHOBKA, 4Ee YYTEH AAHHbIA LOKYMEHT (YYeTHbli OAMH TanoH 0,26
KaTanor, UHBEHTAPHaA KHUra); NPOCTaB/leHMe OMO3HABATE/IbHOIO 3HaKa
MoabopKa KOHTPObHBIX Ta/IOHOB: OAMH TanoH
3 | N0 MHBEHTAPHbIM HOMEpPam 0,21
4 | no andasuty Gamuaunii aBTOpoB AW 3arnaBui 0,31
5 | no knaccudurKauMoOHHOMY MHAEKCY 0,52
6 | cBEpKa KOHTPOJIbHbIX Ta/IOHOB C MHBEHTApPHOM KHUIOM, OTMETKA MPOBEPKM Ha TaJioHE U B OAMH TanoH 0,21
KHUre
7 |cBepKa KOHTPO/IbHbIX TANOHOB C Yy4yeTHbIM MAM  andaBUTHbIM, Tonorpapuyeckum OAMH TaNoH 0,26
KaTasioramu, OoTMeTKa Ha TaJloHe 1 B KaTanore
8 |aHanu3 ¢opmbl MHAMBMAYANbHOTO Y4eTa; BbiABAEHME [OKYMEHTOB, He npoweAwmnx | OAWUH OOKYMEHT 1,3
npoBepKy
9 | cocTaB/ieHWE KAaPTOUYKM HA AOKYMEHT, HE NPOLIEALWNIA NPOBEPKY OOMH OOKYMEHT 0,83
10 |MoMCK [AOKYMEHTOB, He mnpoleawnx MNPOBEpKy, MO Pas/IMYyHbIM Yy4yeTHbIM ¢Gopmam, | OAUH AOKYMEHT 3,6
KapToTeKaM, }KypHanam, KHUKHbIM NOJIKam
CocTaBneHune cnucka HeJoCTaloWmX B GoHAE JOKYMEHTOB OAMH CMUCOK
Konnuectso fOKYMEHTOB B CriMCKe:
11 |1 0,78
12 |2-10 8,3
13 |11-25 19,3
OT60p AOKYMEHTOB A7 U3BATUA U3 GOHAA
MpocMOoTp AOKYMEHTOB Ha NpeaMeT U3bATUA U3 poHAa: OfVH JOKYMEHT
14 | HenpoduNbHbIX 3,1
15 | aybneTHbIx 1,6
16 |ycTapeBLNX NO COAEPKAHUIO 3,1
17 |BeTxux 0,88
18 | manoucnonb3yemblx, HEUCMNOIb3yeMblX 2,6
MoAroToBKa AOKYMEHTOB K aKTMPOBAaHMIO:
19 | nopbopKa AOKYMEHTOB B NapTUM MO NPUYMHAM U3BATUA; CBEPKA C KHUKHBIM GOpMYyNspom OAMH AOKYMEHT 0,36
20 |nopbopKa KHMKHbIX POPMYNAPOB Ha [AOKYMeHTax B MOPAAKE WMHBEHTAPHbIX HOMepOB, | oawH Gopmynap 0,42
andasuTa, XKypPHANOB - MO rogam U Homepam
CocTtaB/ieHWe cnucka K aKTy BbibbITUA (nepefaum); noacyeT obuieli cymmbl; opopmneHve OAVH aKT
aKTa
Konnyectso JOKYMEHTOB B CNUCKe:
21 |1 0,78
22 |2-10 7,8
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23 |11-25 19,3
MoAroToBKa AOKYMEHTOB B NepenneT:
24 | oTOOp [OKYMEHTOB A/1A NepensieTa; NPOBePKa COCTOAHMA AOKYMEHTa; 3ano/IHeHWe (CBEPKA) |  OAMH [AOKYMEHT 3,4
KHUKHOTo dopmynsapa
25 | noabopKa KOMMNEKTOB, CBA3bIBaHWE B Mayku; odopMaeHMe LOKYMEHTOB ANA Nepesayn B | OAMH AOKYMEHT 2,6
nepennet
26 |NOAroTOBKA [AOKYMEHTOB K BOCCTAHOB/MEHWIO: NOA60P [AOKYMEHTa, aHANOTMYHOMO |  OAMH AOKYMEHT 2,6
nospexaeHHomy; obopmeHne 3aKasa Ha KONMpoBaHue
27 | npuem 3akasa nociae KONMPOBaHMA, MPOBEPKA KayecTBa KOMUM, NOArOTOBKA AOKYMEHTa K| OAWH AOKYMEHT 0,83
nepenserty
28 | npuvem OOKYMEHTOB M3 nepenieTta: CBepKa MOCTYNMBLUMX U3 nepenneta AOKYMEHTOB C| OAMH AOKYMEHT 5,2
KHUKHbIM  GOPMYNAPOM; MPOBEPKA KayecTBa nepenseta; BOCCTAHOB/JEHWE 3arnaBus;
HanucaHue wudpa Ha APabIKe, KOPeLLKe JOKYMEeHTa
MoawmnBKa raset u TOHKUX KyPHaANO0B:
29 |onpeaeneHne ¢GopmaTa, BIOKEHME KOMMIEKTA KYPHA/NOB B MAMKy HYXHOro ¢opmara, ofZiHa nanka 13,0
3aBA3blBaHME; BblHeCeHWe WKndpa, Ha3BaHMA, roda W3L4aHUA, HOMEpPA KYPHANoOB Ha
0610KKY M KOPEeLUOK Nanku
30 |packnazKka raset no Ha3BaHUAM: NPOKa/ibiBaHUE, BJOXKEHME B KAPTOHHYIO 060Ky (Nanky), ofiHa nanka 9,4
NpoLWHypoBKa; odopmaeHne 060K (HazBaHWe, rog, Homep, mecaw,)
Menkuii pemMoHT poHaa:
31 | noAKneliKa AOKYMEHTa, KapMaLLKOB, AIP/IbIKOB; BOCCTAHOB/IEHWE 3ar/1aBui oJHa nanka 4,2
PecTaBpauma KOpeLwKoB.:
32 |onpegeneHne obbema paboTbl; yAaneHWe CTaporo KOpewKa, NOArOTOBKA KONEHKopa | OOMH KOpeLoK 60
(obpeska, nopknelika); npowuBKa 6/0Ka AOKYMEHTa, NOAK/NEMKAa HOBOro KOpeLlKa,
pasmeLLeHue nog npecc
PectaBpaumsa cTpaHuL:
33 | onpegeneHune obbema paboTbl; NoAKNeKa poTorpaduid, KapT, YepTexKenl; BOCCTAHOB/IEHME |  OAHa CTpaHMLUa 10
yacTel cTpaHuL, (cTp.)
ObecnbinmBaHue poHAa:
34 |obecnbiivBaHve ¢oHAA C nNOmoLWbl nNblnecoca; obecrneyeHne paboyero MmecTa | ogHa Meponosnka 12,0
TEXHUYECKMMW CpeacTBaMM; npoBeaeHne obecnblIMBaHWA; 3aHOC TEXHUYECKUX CPeacTB B
MecCTa XpaHeHua
35 |pyyHoe obecnbiivBaHue ¢oHAa; obecneyeHve paboyero MmecTa  TeXHUYECKMMM | OAHa Meponoska 9,4
CpeAcTBaMM; 3aHOC TEXHUYECKUX CPeACTB B MeCTa XpaHeHua
MpymeyaHue: K Hopmam BpeMEHM NPUMEHAIOTCA NoBbIWakowme KoapduLmeHTbI:
- NpU py4Hom obecnblnMBaHUM GOHAA HOTHbIX, KapTorpaduyeckmx, M3ousgaHui, aucceptaumii - 1,2;
- Npu obecnblnBaHUKM GOHAA C MOMOLLbLIO Nblnecoca - 1,3.
1.4.3. U3yueHune 6ubnmoteyHoro poHaa
Tabnuua 6
N HanmeHoBaHwMe npouecca, onepauun. Coctas paboTbl EamHnua Hopma BpemeHu,
n/n n3mepeHus MWH.
1 2 3 4
MNoprotoButenbHasa paboTa no usyyeHunto bubamoTeyHoro poHaa:
1 |coctaBneHue nnaHa paboTbl No M3yyeHuto bubanoteyHoro poHaa (4actn GoHAaa) OAMH nnaH 214,0
2 | NoAroTOBKa MHCTPYMEHTapUA No ulydeHuto bubanoteyHoro poHAa; coctaBneHme Tabaunupl ofHa Tabanua 6,3
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N0 pPas3/IMYHbIM aCneKTam nsyyeHuna

3 |[nogbopka bubnmorpadmyeckux nocobmin, MHPOPMALMOHHBLIX CNUCKOB ANA MPOBeAeHUs ofiHO nocobue 20,0
paboTbl N0 M3yyeHnto bubnmoTeyHoro GoHaa
4 | noAroToBKA MHCTPYKTaXKa Ans nposBeseHus paboT no usyyeHunto bubanotevHoro poHaa OAMH VHCTPYKTAX 83,0
Bubnnorpaduyeckoe nsyyeHune 6ubanoTeyHoro poHaa
O3HaKkomsieHWe C cogepykaHnem 6ubaunorpapuydeckoro nocobus, MHGOPMaLMOHHOIO o4HO nocobue
CNucKa ana nposeaeHuns paboTbl No M3ydeHuto bubanoteyHoro poHaa
Konnyectso Ha3BaHwWii B Nocobuu:
5 |1-25 15,7
6 |26-50 34,0
7 |51-100 68,0
CBepKa KapTOUKM KaTasora ¢ 6ubanorpapmyeckum onvcaHMem LOKYMEHTA, YKA3aHHOro B OJHa KapToyKa
nocobun; BHeCeHWe OTMETKM O HaIMYMK AOKYMeHTa B GoHAe:
8 | andaBuUTHbIN KaTanor 0,26
9 cucTeMaTMYecKuiA KaTanor 0,42
10 |coctaBneHve 6uBAMOrpaduYecKoro OMUCaHUA Ha OTcyTcTByloWwMe B 6OubaMoOTeKe |  ofHa KapToyka 2,6
LOKYMEHTbI
NPOCMOTP HaMOJIHEHUA CUCTEMATMYECKOTO KaTaslora B Pas/IMUHbIX acrneKTax (Mo oTpaciam | OAHa KapTouyKa
3HAHMA, BUAAM, FOLAM); CONOCTaBAEHNE NONYYEHHbIX AAaHHbIX C TEMATUKO-TUNONOTMYECKUM
(nepcnekTMBHLIM) MAAHOM KOMMIEKTOBAHMUA; YTOYHEHWE, BHECEHWE KOPPEKTUB B MaH
KOMMNIEKTOBAHMA
KonmyecTBo KapToyek B ALMKe:
11 |1-500 43,0
12 | 501 - 1000 85,0
13 [1001 - 2000 173,0
CTaTucTnyeckoe nsyyeHme bubamoteyHoro poHaa:
14 |3anonHeHWe CTaTUCTMYECKUX Tabauy, (no coctaBy, AMHAMWKE W CTENEHM UCMO/Jb30BaHUA ogHa Tabanua 19,3
61baMoTeYHOro poHAa) Ha OCHOBAHMM YHETHOM AOKYMEHTaUmUm
15 | pacuyeT nokasaTenen KHUroobecneyeHHOCTU, 06PALLAEMOCTU, YNTAEMOCTH O/ZMH NOKaszaTtenb 2,0
16 |cnioWwHOM NPOCMOTP AOKYMEHTOB Ha CTEANAMAX, NOACHET MO KHUMXKHbIM GOpMYNApam UAn |  OAUH JOKYMEHT 0,84
JINCTKaM CpoKa BO3BpATa KONMYECTBA KHUIOBbIAAY
17 | MapKMpoOBKa HeMcrnonbayemoi Yact GoHAa B 3aBUCMMOCTM OT MPUUMH, BbI3BABLUMX HU3KYIO |  OAWH JOKYMEHT 0,26
obpalaemocTtb
18 |3anonHeHWe TabanLLbl MHTEHCUBHOCTU UCMNOb30BaHUA BubanoteyHoro doHaa ofHa Tabanua 50,0
CocTtaBneHue 1 aHanu3 Tabaul, No usyyeHuno bubaMoTeyHoro poHaa
CocTtaBneHue Tabnunubl:
19 |no cocTtaBy, pa3BUTUIO U UCMOb30BaHUIO BUbAMOTEUHOro PoHaa ofHa Tabanua 63,0
20 |no cTeneHuW MCNoONb30BaHWA GOHAA B PA3/NUYHbLIX acrnekTax (B oTpacnesom, Mo BuAaM oaHa Tabnumua 68,0
n3aaHun)
21 |no obbemy HeMcnonb3yemoi M ManocnpalmBaemon 4actm ¢GoHZa W nNpuyvHam ee ofHa Tabanua 63,0

HaKonaeHua

AHanus Tabaumubi:

oaHa Tabnumua
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22 | No cocTaBy, Pa3BUTUIO M MCMNONb30BAHMIO BUBAMOTEYHOTO HOHAA ofHa Tabnunua 56,0

23 |no cteneHW Mcnosib3oBaHMA GOHAA B PA3/IMUHbLIX acnekTax (B OoTpacnesom, Mo BUAAM ofHa Tabanua 56,0
n3gaHnin)

24 | No cocTaBy U BE/IMYMHE HEMCMONB3YEMOM U ManocnpallnBaemon Yacti poHaa 1 NpuiYnHam ofHa Tabaunua 60,0
ee HaKonneHuns

25 | cocTaBneHue niaHa MeponpuaATUiA U NPeaoXKeHU No pesyibTaTam M3ydyeHusa doHaa OAMH NNaH 161,0

MpuMeyaHue: Bpema NpoBeAEeHUA MHCTPYKTaXKa B HOPMY BPEMEHM He BXOAMWT; Npu paboTe C LOKYMEHTaMM Ha MHOCTPAHHBIX A3bIKaxX K
HOpPMaMm BpeMeHU NMPUMEHAETCA NoBbILatoWMiA KoaddrumeHT 1,15.

1.5. O6cnyxuBaHue yutatenei

1.5.1. Pabota c uutatenem

Tabnvua 7
N HavmeHoBaHue npouecca, onepauunmn. CoctaB paboTbl EamHnua Hopma BpemeHu,
n/n n3mepeHusa MWH.
1 2 3 4
3anucb ynTatens B bubanoTeKy:
1 |npocmoTp AOKYMEHTOB yuTaTens (nacnopT, y40CTOBEPEHME, MOPYYUTENbCTBO); NPOBEPKa |  OOMH YuTaTeNb 1,7
Ha/IMYMA YUETHO-PErCTPALMOHHOM KapTOUKKM YuTaTens
2 |3anonHeHne dopmynsapa uutaTensa, yYeTHO-PerncTpaLMOHHOW KapTOYKM, YMTATeNbCKOTO | OAMH YyuTaTesNb 2,0
6uneta
3 | 03HaKOM/NEeHWe uuTaTena C npaBuMAaMy MNONb30BaHMA 6GUBAMOTEKOM, PACNONOMKEHWEM | OAMH YMTaTenb 5,0
¢doHAa, cnpaBoYHbIM annapaTom
4 | MOMCK M pacCTaHOBKA Y4YETHO-PErMCTPALMOHHbIX KapTodek no andasuty damuanii | oAHa KapTouKa 0,26
yutartenen
Mepeperncrpauma untatenei
5 | nouck popmynapa (perncTpaumMoHHOM KapTOUKM) YMTaTeNs; BHECEHME U3MEHEHWUIN B HUX U |  OAMH YnTaTenb 12,0
YyUTaTeNIbCKUI BUNET (YTOUHEHME aHKETHbIX AaHHbIX, HOBOTO YMTaTENbCKOro HOMepa, AaTbl
nepeperucTpaumm)
3anucb (nepeperncrpauma) yntateseit B aBTOMaTU3MPOBAHHOM PeXUME:
6 | Habop Ha KnaBmaType cBeAeHuii 0 unTatene: Gamuava, UMa, OTYECTBO, XapaKTepusyowme |  OAMH YnTaTenb 6,0
€ero npv3Haku (0bpasoBaHue, cneuuanbHOCTb, MHAA HGOPMALLMSA), KOA,
7 | ocywiectBneHME KOHTPOAA 32 BO3MOMKHbIM Ha/IMYMEM [AHHBIX O YATaTesle, 3aNnCaBLUeMC B |  OZMH yMTaTeNb 1,0
6ubnnoTeKy (paHee 3anucaH, NULIEH NPaBa NoAb30BaHUA)
8 |odbopmneHne Koga uMTaTeNs C KOHTPO/IbHbIM PaspAgOM M CPOKOM MO/b30BaHWA |  OAMH yMTaTenb 0,52
YyuTaTeIbCKUM BUNETOM Ha OCHOBE BblAaHHOW MHbOPMaLLMK
9 |BblBEAEHME Ha NPUHTEP CBEAEHMUI O 3anucaBliemcsa YnTaTene B Buae H6naHKa, Bbipe3aHne |  OAMH yMTaTenb 1,3
61aHKa ¥ BKNelKa ero B YATaTeNIbCKuii bunet
PaboTa ancnetyepckom cnyxobi:
10 |npuem uuTaTenbckoro TpeboBaHWA; NPOBEpPKa MNPABUALHOCTU 3ano/sHeHUs TpeboBaHWK, | ogHO TpeboBaHMe 0,73
YTOUHEHME MeCTa XpaHeHMA AOKYMEHTOB; OTMETKa B AMCMETYEPCKOM CceTKe, mepegadya
TpeboBaHMA B KHUrOXpaHeHUe
BbinonHeHve TpeboBaHWii noTpebuTenell, Bblga4Ya AOKYMEHTOB W3  OCHOBHOIO
KHWUFOXpaHeHUs:
11 | nonyyeHue TpeboBaHMIA, perucTpaums, nogoopka ux no wmndppam 0ofiHO TpeboBaHue 3,0
12 |MOMCK [OKYMeHTa, HaHeceHWe OTMETKM Ha TpeboBaHWUM, KHUKHOM dopmynsape, | ogHo TpeboBaHMe 5,0
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13 | ycTaHOB/NEHME MeCTa HAaXOXAEHUA HEHAWAEHHOTO JOKYMEHTa MO CNPaBOYHbIM KapToTeKam, | ogHo TpebosaHue 7,0
KaTanoram
14 |Bblgaya [OKYMEHTa M3 OTAeNa KHWUFOXpaHeHWA noTpebuTento; OTMETKa Ha KHWXKHOM |  OAMH AOKYMEHT 2,0
dopmynnpe, TpeboBaHUM
15 |npuHATME [OKymeHTa OT noTpebuTens; MNOWUCK KHUXKHOrO dopmynapa, TpeboBaHWsA; | OAWH AOKYMEHT 3,0
noraleHne OTMETKM O Bblgaye
Bblgjaya KOMMNEKTOB [JOKYMEHTOB BO BpeMeHHOe Mo/b30BaHME noApasfenieHnam
6ubnunoteku:
16 |odopmneHne 3aABKM HA KOMIMJEKT [AOKYMEHTOB, MepefaBaembli B CTPYKTypHoe oJHa 3anaBKa 5,0
noapasgeneHve
17 |nopbop AOKYMEHTOB B KOMMNJIEKTbI; HanN1caHWe BTOPOro 3K3eMNAsfpPa KHUKHOTO dopmynapa | OAUH LOKYMEHT 40,0
(MHamMKaTopa)
Bblgaya KOMMNEKTOB LOKYMEHTOB; OTMETKA Ha KHUXHOM dopmynsape (MHAMKaTOpe) AaThl |  OAUH OOKYMEHT
Bbl4AuYN, AaHHbIX NogpasaeneHuna, NoayyatoLWero KOMMNAeKT
KonnyectBo JOKYMEHTOB B KOMMEKTE:
18 (25 6,8
19 |50 13,5
20 |200 108,0
MonyyeHWe KOMNAEKTOB AOKYMEHTOB OT CTPYKTYPHbIX MOAPA3AENeHWUA; MOUCK KHUXKHOIO |  OAMH KOMMAEKT
dopmynapa (MHAMKaTOP); NoraleHne OTMETKM O BblAaye, BAOXKEHWE ero B JOKYMEHT
Konnuectso fOKYMEHTOB B KOMMAEKTE:
21 |25 6,8
22 |50 13,5
23 | 200 108
Ob6cnyKMBaHWe YnTaTesiei B YNTAIbHOM 3ane:
24 | npoBefeHWe KOHCyNbTauuK, becefbl ¢ YUTATENIEM Yy KaTanoros, KAPTOTEK, KHUKHbIX MOJIOK, oAHa 5,0
MHGOPMUPOBaAHME YUTATENA O HOBbIX MOCTYNIEHUAX KOHCynbTauma
Mopbop AokymeHTOB B noacobHom ¢oHAe uYMTanbHOro 3ana; nepepaya Ha Kadeapy | OAWH AOKYMEHT
BblAaun:
25 | no TpeboBaHuto ynTaTens 2,0
26 | no ycTHomy 3anpocy 1,7
27 | no onpeaeneHHou Teme 3,1
Mopbop p[OKymeHTOB MO y4yebHOM nporpamme Ha OCHOBAaHMWM MaKeTa KOMMEKTa | OAMH KOMMAEKT
OOKYMEHTOB, BblgaBaemblx CTyAeHTam; nofbop y4yebHWKOB Mo daKynbTeTam, Kypcam,
rpynnam; cBepKa KHUKHbIX POPMYNAPOB C HA3BaHMEM KHUT, MHBEHTaPHbIMU HOMEpamu
Konnyectso JOKYMEHTOB B KOMMNEKTE:
28 |10 2,7
29 |20 5,4
30 |40 10,8
31 |BblgayYa AOKYMEHTa: CBEpKa BbIAAaBAEMOro AOKYMEHTa C YMTATE/NbCKMM TpeboBaHWEM; | OAMH JOKYMEHT 2,0

npoBepka Haanyma CTpaHul, BHeECeHWe 3annMcnu Ha YUTaTe/IbCKOM Tpe6OBaHVIVI
(KOHTpOﬂbHOM ﬂMCTKe); B/IOXKEHME B UMTATENbCKUW 6VII1€T, PacCTaHOBKa, OTMeTKa
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KHUTOBbIAa4uun

32 | nonyyeHne AOKyYMeHTa: cBepKa ero ¢ TpeboBaHMEM (KOHTPO/IbHbIM JIMCTKOM); NMPOBEPKA | OAMH JOKYMEHT 2,0
COXPaHHOCTU AOKYMEHTA, Ha/IMYMA CTPAHWULL, BHECEHME OTMETKM O Npueme
33 | nonyyeHue OKYMEHTA, 3aKa3aHHOro YnTaTenem B OTAes1e KHUTOXpaHeHuA OfVH JOKYMEHT 0,5
34 | nepefaya AOKYMEHTa, CAAHHOMO YNTaTeNeM, B OTAEN KHUFOXPaHeH A OAVH AOKYMEHT 1,0
OT60p M Nepesava 4OKYMEHTOB HA KONMPOBAHMWeE: OZVH LOKYMEHT
35 |oTbop [OKYMEHTOB (OTAENbHbIX cTaTei) Ana nepefayn Ha MUKPOOUIbMUPOBAHWE W |  OAMH AOKYMEHT 5,0
KONMpoBaHue
36 |NOArOTOBKa AOKYMEHTOB K KOMUPOBaHWIO; 0pOpMIEeHMEe 3aKasa; PerncTpauma B yYeTHbIX | OAMH AOKYMEHT 3,0
dopmax
37 | nonyyeHne mnkpoduabMa 1 KONMU; NPOBEPKA NPaABUAbHOCTM BbINOJIHEHUSA 3aKasa OAMH 3aKa3 5,0
O6cnyKuBaHue yntatenen Ha aboHemeHTe:
38 | noabop AOKYMEHTOB AN1A PeKOMEHAAUMN YMTaTeNs M OfVH [OKYMEHT 5,0
Bbloaya AOKYMEHTOB uuTaTesnto, Nouck bopmynapa umtaTensd, yKasaHMe CPoOKa BO3BpaTa, | OAMH AOKYMEHT
npoBepKa HaMumA CTpaHuL,; obcnyKmBaHue:
39 | B3pocabix 2,7
40 | peten 3,2
41 | npoBepeHue beceapl c UntTatenem, MHHOPMUPOBAHNE O HOBbIX NOCTYMAEHUAX OAMH ynTaTenb 5,0
MonyyeHne AOKymeHTa OT uyuTaTena, BHECEHME OTMETKM O Npueme; NPOBEpKa HanMuuAa | OAUH JOKYMEHT
CTPaHUL,; BAOXKEHUE KHUKHOTO dopmynspa; obcnyKmBaHume:
42 | B3pOCAbIX 1,8
43 | peten 5,0
44 | npofneHVe CPOKa MONb30BaHMA [AOKYMEHTOM; MOUCK dopmynapa uuTaTens; BHeceHue | oauH dopmynap 3,0
OTMETKM 0 NPOASIEHNN CPOKA NOb30BaAHMA
Co3paHune Konuii 4OKYMEHTOB MO 3anpocam YyuTaTenemn:
45 | KOHCyNbTauuAa YnTaTenei No BbIbopy NapameTpoB KONMPOBAHWUA ofHa 5,0
KOHCy/NbTauua
46 | co3paHue 3NeKTPOHHOW KONuM C opurMHana 0fHa CKaH-KonuA 0,15
47 | co3paHue bymaxkHOM Konuu ¢ opurMHana OJHa CTpaHuua 0,15
48 | co3pgaHue Konuu ¢ MMKpodopm OAMH Kaap 0,5
49 | neyatb BymaKHbIX KONWUA JOKYMeHTOB 13 Ib OAVH ANCT 0,08
50 |co3paHue aneKTpoHHOM GOTOKONUK C OpUTrMHana OAMH Kaap 5,0
MpymeyaHue: K Hopmam BpeMEHM NPUMEHAIOTCA NoBbIWakowme KoapduLmeHTbI:
- NpKU 06CNYKUBAHUKN YuTaTeNeh KUHOPOTODOHOAOKYMEHTaMM - 1,2;
- HOTHbIMU, KapTorpaduyeckumu, n3omsgaHnamm - 1,15;
- CNeLManbHbIMU BUAAMM HAYYHO-TEXHUYECKOM IUTepaTypbl U AOKYMeHTaumm - 1,1;
- Npu paboTe ¢ LOKYMEHTaMM HA MHOCTPAHHbIX A3bIKax - 1,15;
- Npu paboTe c 4OKYMeHTamMM Ha a3bikax Asun u Abpukm - 1,5.
1.5.2. BHyTpeHHAA paboTa
Tabnvua 8
N HaumeHoBaHwue npouecca, onepauun. Coctas paboTbl EanHunua Hopma BpemeHu,
n/n n3mepeHua MWH.
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1 2 3 4
MNMoparoToBKa K Bblaave:

1 | pacctaHoBKa ¢popmMynapoB unTaTesei (No cpokam, Homepam, andasuTy) oanH dopmynap 15,0

2 noaseseHne UToros paboTbl 3a NpoLIeAWNi AeHb, BHECEHWE 3aNUCK B HEBHUK exXeHeBHO 9,2

3 | noabop AOKYMEHTOB NO NpeaBapuUTENbHbIM 3aKa3am YuTaTenen U NaaHam YTeHus OfVH JOKYMEHT 3,0

4 | NPOCMOTpP HOBbIX NOCTYNAEHUW AN PEKOMEHAALUN YUTATENAM OAVH AOKYMEHT 2,0

5 |npocMOoTp ¥ MNOMNONHEHWE KHUXKHbIX BbICTABOK, ALMKOB CBO6OAHOrO BbIGOPA KHUT, | OAWMH SOKYMEHT 3,0
TEMATUYECKUX NOJIOK U CTeNNaxemn

6 | nogrotoska pabouyero mecta eXXefHeBHO 10,0
PaboTa ¢ popmynsapom untatens:

7 | aHanu3 popmynapos yuTaTenem, BbiBIEHNE YUTATENIbCKMX MHTEPECOB oanH dopmynap 4,3

8 |cocTaBneHWe KapTOYKM ANA KAPTOTEKM YMTATE/IbCKMX MHTEpecoB; COCTaB/JeHME CMUCKa 0oflHa KapTouKa 0,86
YMTATENIbCKUX MHTEPEeCcoB

9 | 3anucb B popmynspe uuTatens o pesynbTaTax aHaM3a YTeHWUA 3a onpeaesieHHbIN nepuog, ofiHa 3anucb 3,6

10 |3anucb B gHEBHMKe BUBAMOTEKApPA O AMHAMMKE YTEHWUA U MHTepecax yuTatens (rpynnbl ofHa 3anucb 9,2
yutatenemn)
PaboTa c untaTtensamu, He BO3BPATUBLLMMMU LOKYMEHTbI B CPOK:

11 | nouck dopmynapos yntatenel, He BO3BPATUBLUMNX SOKYMEHTbI B CPOK oavH dpopmynsap 1,0

12 | HanucaHuWe OTKPbITOK-HANOMUHAHWUI O BO3BpaTe AOKYMEHTOB; OTMETKA AaTbl HANOMWHaHWA |  oAWUH popmynsap 2,0
Ha dopmynspe

13 | onoselleHure (Mo TenedoHy) unTaTens, He BO3BPATUBLLETO LLOKYMEHT B CPOK; OTMETKa AaTbl |  oaunH dopmynsap 4,0
HanommHaHus B dopmynspe
ObecneyeHne KOHTPOIA 32 CPOKAaMM BO3BpaTa AOKYMeHTOB B AC:

14 |BblBOA Ha NPUHTEP CNUCKA YnTaTeNe U abOHEeHTOB-3340/1KHUKOB OAMH CNUCOK 0,16

15 | cocTtaBneHuMe cnmcka 3a401KHNKOB OAMH CNUCOK 0,16

16 |pacnevyaTKa Ha NPUHTEpe HaNOMWHAHWA aBOHEHTaM M YMTATENAM O CPOKe BO3BpaTa (aspec, OJMH CMUCOK 2,2
Ha3BaHMSA B3ATbIX JOKYMEHTOB)

17 |wn3baTHe 13 6a3bl faHHbIX CBEAEHMUI O 3aHATOCTU BO3BPALLEHHbIX JOKYMEHTOB ofiHa 3anucb 0,4
OdopmneHne NomncKa 3a401KHUKOB Yepes cya;:

18 | KkonupoBaHue bopmynapa YMTaTensa; yToiHeHUe aBTopa, Ha3BaHWA, MHBEHTAPHOIO HOMepa, | OAWH JOKYMEHT 2,7
LLeHbl JOKYMEHTA, He BO3BPALLEHHOrO B CPOK; NepevyncaeHme rocnownnHbl 3a obopmaeHune
WCMONHUTENbHbIX HAAMMUCEN; Nepecblaika Aena B cya;

19 |nonyyeHve M odopmneHUe [AOKYMEHTOB M3 HOTapMasbHOM KOHTOpbl (NpocTaBneHve | OAMH OOKYMEHT 2,7
HOMEpa pacyeTHOro cyeTa, HoMepa UCNONHUTENbHON HAAMUCK)

20 | cocTaBneHue aKTa Ha onnaTy Yepes CyA yTepAHHbIX JOKYMEHTOB OfVH OKYMEHT 2,7
Mpuem [OKYMEHTOB B3aMeH yTePAHHbIX:

21 |noucK uuTatenbckoro ¢opmynspa; BHECEHME COOTBETCTBYHOLLEN 3anucu B Gopmynsap, | OAUH AOKYMEHT 5,0
TeTpasb y4eTa KHUT, MPUHATbIX B3aMeH YTePAHHbIX

22 | npOCMOTP AOKYMEHTa, Npea/iaraemMoro B3aMeH yTepAHHOTo OfVH [OKYMEHT 2,0
Pabota c oTkasamu:

23 | y4eT M KnaccuouKaumsa OTKA30B: OTMETKA Ha JIMCTKE YMTaTeNbCKoro TpeboBaHMA NPUYKMHBI | ogHO TpeboBaHWe 1,6
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OTKa3sa

24 | paccTaHOBKa YMTATE/IbCKUX TpeboBaHMI B KapToTeKe "Heya0BAeTBOPEHHbINM cnipoc” ofiHO TpeboBaHMe 0,32
25 |aHanu3 OTKa3oB, COCTaB/ieHME CBOAKM OTKA30B B OTpac/eBOM pa3pese (Mo npuynHam OAMH OTKas 1,0
OTKas3a U Mmepam MX NINKBUAALMMU U NpeaynpexraeHus)
26 |cocTaBneHne 6ubnanorpaduueckoro OnNUcaHWAa Ha AOKYMEHTbl, Mmelowme Hanbonbluee o4HO 2,0
4YMCNO OTKA30B, M Nepesaya KapPTOUYKM B OTAEN KOMIMIEKTOBAHUSA 6ubnnorpaduyeck
oe onuncaHve
1.5.3. BHecTaumnoHapHoe o6cnyxmBaHue
Tabnvua 9
N HanumeHoBaHwue npouecca, onepauun. Coctas paboTbl EamHnua Hopma BpemeHu,
n/n n3mepeHusa MWH.
1 2 3 4
OpraHusauma 6MbAMoTeYHbIX MYHKTOB, NepeaBUXKHbIX 6UbanoTek:
1 |3aKayeHue gorosopa Mexay bubnnotekoi n opraHusaumen, rae byaeTt ocywecTBaaTbCA OZMH A0roBop 270,0
BHECTaLMOHapHOe 0bcnyKMBaHWe
2 | obopmneHue dopmynsapa BUGAMOTEYHOTO NyHKTa oaunH dopmynap 13,5
3 | odopmneHne nankum c AOKYMEHTaMWM ([0roBopa, AOBEPEHHOCTM Ha MNOJIyYEeHWE KHWT, ofZiHa nanka 13,5
bopmynapa 6UBAMOTEYHOTO NYHKTA, OTYETOB U APYIUX LOKYMEHTOB)
4 | cocTaBneHue cxemMbl pasmeLeHusa BUBIMOTEUYHbIX MYHKTOB Ha TEPPUTOPUMN ropoaa, paioHa 0/ZlHa cxema 126,0
5 |coctaBneHne rpaduka obmeHa AOKYMEHTOB, HAXOAAWMXCA B OMOAMOTEYHbIX MYHKTaX, OZMH rpaduK 18,0
nepeaBuKHbIX bUbANOTEKAX
6 | cocTaBneHuWe nNaaHa METoANYECKOM NoOMOLM BMBIMOTEKapPAM-06LLECTBEHHMKAM OAMH nnaH 46,0
7 | odopmneHne obbABNEHUA O AHAX M Yacax pPaboTbl BUBAMOTEYHOrO NYHKTA, NepeaBuKHON | oAHO 06bABNEHNE 12,0
61baMoTEKM
Moabop KOMNNEKTOB AOKYMEHTOB A1a 6UBANOTEYHOro NyHKTa, NepeaBukHo 6UbanoTekm
MofbopKa KOMMNEKTA AOKYMEHTOB OAMUH KOMMNNEKT
Konnyectso fOKYMEHTOB B KOMMJIEKTE:
8 |10 15,0
9 |30 45,0
10 |100 148,5
11 |Bblgaya [OKYMeHTa B OMOBAMOTEYHbIN MYHKT; OTMETKa B KHWXXHOM dopmynape p[aTbl | OAWH LOKYMEHT 2,0
BblAa4M, HOMepa NyHKTa
12 |3anucb B popmynape HGMBNAMOTEYHOrO MNyHKTA AaTbl BblAAYM [AOKYMEHTOB, KOAMYECTBa 0/Ha 3anucb 1,0
BblAAaHHbIX M BO3BPALLEHHbIX B CTALMOHAP AOKYMEHTOB
13 | paccTaHOBKa KHUXKHbIX GOpMYyNApoB B KapTOTEKy 3a pasfenvtenem curibl BUBANOTEYHOrO |  OAMH KHUMKHbBIV 0,4
NyHKTa, NepeasuKkHoi 6BUBANOTEKM, BHYTPM NO andasuTy Gpammanin aBTopos dopmynsp
14 | npuem JOKYMEHTOB U3 6MBAMOTEUHOrO NYHKTA, NepeaBuKHON BUBANOTEKN: NpocTaBNeHMEe |  OAUH JOKYMEHT 1,6
OTMETKM 0 NpueMe; BNoxKeHne popmynsapa B LOKYMEHT
1.6. O6cnymBaHue no mexb6mbanotreuHomy aboHemeHty (MBA)
Tabnuua 10
N HanmeHoBaHwMe npouecca, onepauun. Coctas paboTbl EamHnua Hopma BpemeHu,
n/n n3mepeHusa MWH.
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1 2 3 4
O6cnyKuBaHue yntatenen bubanorekm no MBA:
1 | perncrtpauma ymtatena, nonv3yruweroca MBA OAMH YnTaTenb 1,35
2 | 3anonHeHue 61aHKa-3aKasa, NpoCTaBAeHME PErMCTPALMOHHOIO HOMEpPa, AaTbl OAMH 3aKa3s 2,2
3 | yTOuHEeHWe yKasaHHbIX YuTaTesieM CBELEHWM O 3aKa3aHHOM [OKYMEHTe, LiesM 3anpoca, O[MVH 33Kas 1,6
WCTOYHMKA, OTKYAa NOJyYeHbl CBEAEHUSA
Bubnunorpadpuryeckan AopaboTKa 3aKasa; yTouHeHne bubanorpadpmyeckmx cBeaeHuin:
4 Nno CNPaBOYHbIM U3LAHUAM 27,0
5 | npv NOMOLLM aBTOMATM3MPOBAHHbIX CPEACTB 0,22
6 |npoBepka HanuMuMA 3anpawmBaemoro AoOKymeHTa B 6ubnuotekax ropopga, obnactu,| OAWH OOKYMEHT 10,2
pernoHa, B TOM Yncae No CBOAHbIM KaTasoram
7 | HanpaBneHue 6naHKa-3akasa C NPOCTaB/IeHHOM OTMETKoM (wTemnenem) "B ropoae Het" B O/ZMH 3aKa3 0,27
OTpac/ieBoOl, YHUBEPCANbHbIN LEHTP WA B 6BubanoTeky (opraH MHGopmaummn) No AaHHbIM
CBOAHbIX KaTaNoros
8 |3anucb cBeaeHWin 0 HanpaBaeHUW 3aKa3a no MBA (HaumeHoBaHMe 6UBAMOTEKN, AaTa) Ha o4Ha 3anucb 1,4
060pOoTHON CTOpPOHEe 61aHKa 3aKasa
9 |nomeweHne 6raHKa-3aKasa B "KapToTeky 3anpocos uuTtaTeneir no MBA" 3a pasgenutens | ogHo TpeboBaHue 0,32
"3anpocbl no MBA, HanpaB/ieHHble B Apyrne 6ubanotexkn"
10 | npuem AoKymeHTa, npucnaHHoro no MBA; BCKpbiTMe 6aHAEPO/M, MPOBEPKA COCTOSHME |  OAWH AOKYMEHT 3,8
LOKYMEHTa, OTMeTKa [AaTbl NOJMyYeHWA U Ha3BaHWA 6MOAMOTEKW, BbiCNABLIEN [LOKYMEHT,
WHBEHTApPHOr0 HOMepa, CPOKa MONb30BaHWA; MepecTaHOBKA O/naHKa-3akasa M3 pasgena
KapToTekn "3anpocbl no MBA, HanpaBneHHble B Apyrne 6ubavMoTekn" B pasgen
"MonyyeHHble no MBA usgaHua"
11 |wu3BeweHMe YuTaTeNs o NoyYeHUn 3anpoLLIEHHOTO LOKYMEHTA U CPOKe NO/Ib30BaHNUA UM 0/ HO n3BelLeHue 1,35
12 |Bblgaya uyMTaTeNto MoaydYeHHbIXx No MBA AOKYMEHTOB B YMTaNbHOM 3ane (B CAyKeBHOM | OAWH AOKYMEHT 1,0
nomelieHMn 6uUBANOTEKM); CBEepKa BbILABAEMOrO [OKYMeHTa ¢ 61aHKOM-3aKa3om;
npoBepKa HaIMumA CTPAHUL, U COCTOAHWUA LOKYMEHTA; OTMETKA BblAaun
13 | npuem JOKYMEHTa OT YuTaTeNsd B YMTANbHOM 3ane; CBEPKA OOKYMEHTA C YacTblo 611aHKa- | OAWH JOKYMEHT 0,5
33Kas3a, MPOBEPKA COXPAHHOCTM [AOKYMEHTA; BHECEHUE OTMETKM O Mpueme; nomelleHue
[OKYMEHTa B CMeLuabHO Bble/IeHHOE MECTO (3aKpbITbii WKad)
14 |wn3BneyeHne 61aHKa-3aKasa M3 KapTOTEKM, 3anucb CBEAEHU 06 oTnpaBKke M3gaHua (aata, OAMH NINCTOK 1,0
HOMeEp NOYTOBOro OTMNPABAEHMA); NepecTaHOBKa ANCTKA M3 pasaena "MonyyeHHble no MBA TpeboBaHusA
nsganua" B pasgen "BosspalleHHas nuTepatypa’
15 |noprotoBKka K OTNpaBKe [OKYMEHTOB B 6MBAMOTeKy-GOHAOAEPIKATENL 3aKA3HOM | OAWH JOKYMEHT 3,6
6aHAeponblo; ynakoBka GaHOeposnv; B3BelMBaHME €e; Hak/ieumBaHuWe Mapku (ecam Het
LLeHTPaNM30BaHHOW ONAaTbl NEPECBIKM); HAaNUCAHUE aApeca; COCTaBNEHUE ONUCH
16 |paboTa c oTKazamm OAMH OTKa3 1,03
17 | coobuieHne B oTAeN 0BCNYKMBAHUA O NOyYEHUMN OTKa3a (faTa, NpUYMHA) OAMH OTKas 1,35
O6cnykmBaHue aboHeHToB No MBA
Mpuem 3aka3os:
18 |npw oTcyTcTBUM HOMepa aboHeHTa Ha 6a1aHKe-3aKkase NpPoBepKa Mo KapToTeke abOHEHTOB, OAMH OTKas 1,0
aboHMpyeTcs M gaHHas opraHM3aumn
19 |opraHusauma aboHuWpyeTca: NpocTaBneHMe Homepa Ha bnaHKe-3akasle; CBepKa agpeca, OAMH OTKas 3,6
Ha3BaHMA opraHusauuun, dbamuamm otseTcTBEHHOro nNo MEBA; BHeceHWe W3MeHeHWl B
KapToOuKM
20 |nepsuyHoe obpauieHne aboHeHTa B TeKyllem roAy: NpoOCTaBAEHME B KapTOuKe roaa OAMH OTKas 3,6

obpaleHua, gatol
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21

odopmneHne aboHeHTa (opraHusauma paHee He aboHMpoBanach): NPUCBOEHUE abOHEHTY
HOMepa; 3ano/IHeHWe KapTOYKKM peructpauuv aboHeHTa MBA v pasgenutens (dopmynsp);
yKa3saHue MoJIHOro HavMeHoBaHuA 6MBAMOTEKM, MOUTOBOrO aapeca, TenedpoHa, bamunuy,
MMEeHM, 0TYEeCTBA OTBETCTBEHHOTO IMLA, AATbl OTKPbITUA U HOMepa aboHeHTa

0ANH aboHeHT

5,0

22

PaCcCTaHOBKa PErmcTpauMOHHbIX KAaPTOY€EK B KaAPTOTEKRY

0fHa KapTouKa

0,32

23

obopmaeHne wusBelleHna paa aboHeHTa (cTaHAapTHoe u3BeweHMe 06 OTKPbLITUM
aboHemeHTa); 3anpoc HeAOCTAOWMX CBEAEHUI ANA KapTOTEKM TUMOBbIM MUCbMOM

0/4HO U3BeLLeHNe

1,6

24

npoBepKka MNPaBUAbHOCTM 3amnofiHeHWA 6/aHKa-3aKasa, 3a40/PKEHHOCTM aboHeHTa,
npocrassieHne Ha obopoTte 1-i1 yacTu 6naHKa-3akasa (CTp. 2) cBoero wremnena v Aatbl
nosyyeHus 3akasa B pybpuke "CnyskebHble OTMETKM 6UbAMOTEeKapa" Npu BbIMOJHEHUN U
nepeHanpaB/ieHMM 3aKa3a B CTpoKe "palioHa, ropoaa"”

OAMH bnaHK-3aKas

3,8

25

rnepefadya Ha y4acTOK paboTbl C OTKasamu HenpaBu/bHO OGOPM/IEHHbIX 3aKa30B (HeT
neyatu, NoAmucH, HepasbopumBo OGOPMNEHHbIE, HE Ha A3blKE OPUTMHANA) M 3aKa3oB
abOHEHTOB-3340/IKHNKOB

OAMNH BnaHk

0,43

26

wnodpoBKa 3aKka3oB aboHeHTOB; noabopKa 6n1aHKOB-3aKa3oB Mo andaBuTy; NPOBEpPKa
Ha/MYMA LOKYMEHTA MO KaTasnory

OAMH BnaHk

2,7

27

NoAroTOBKa AOKYMEHTa K BblJaye: CBepKa AOKYMeHTa c 6/saHKOM-3aKa3om; nposepka
HaZMuMA CTPaHWUL, U COCTOAHUA OOKYMEHTa; NpocTaBieHWe Ha 6GiaHKe-3akase (nuuesow
cTopoHe 1-i u 3-i1 yactu cTp. 1, 5) WwndpoB LOKYMEHTA; yKasaHWe UHBEHTApPHOro HoMepa,
KOMIMYECTBA [AOKYMEHTOB, AaTbl BblAauyM; Ha OBOPOTHOM cTOpoHe 2-i yYactn (cTp. 3)
npocrtassieHve wremnena 6UH6AMOTEKMN C Ha3BaHMEM M MOYTOBLIM afPECOM, YKazaHWe Cpoka
BO3BpaTa, BAOXeHWe 2-i yacTu BnaHKa-3aKas3a B BblAaBaeMblil JOKYMEHT; NpocTaBaeHune
Homepa 6aHaepon BHU3Y

OOUH OOKYMEHT

1,4

28

MOCTaHOBKA 3aKa3a Ha oyepedb (B C/iyyae 3aHATOCTM M34aHWA); abBOHEHTy OTnpaBKa
n3BeLleHna

OfIMH 3aKa3

1,6

29

nepefadya M3gaHWA Ha KonuposaHWe (Npu 3aKase Ha ¢parmMeHT M34aHMA: CTaTba M3
YKypHana, cbopHuKa)

OAVH 3aKa3

2,7

30

OTMpaBKa [AOKyMeHTOB aboHeHTam: ynakoBKa 6aHAepo/iM; B3BeLWMVBAHWE; HaKkneusaHue
MapKu; HanvcaHue agpeca; CocTaBieHue onucu

OOUH OOKYMEHT

2,5

31

pacctaHoBKa 61aHKOB-3aKa3oB (1-A 4acTb) Ha BblAaHHble AOKYMEHTbl (BbiCnaHHble) B
KapToTeKy obcnykuBaHus aboHeHTOB B pa3gen "BbigaHHble no MBA nsgaHua"

OAMH JOKYMEHT

0,32

32

6ubanorpaduyeckan nopaboTka HEBbINONHEHHbIX
6ubnmorpadmyeckmx ceeAeHU NO CNPaBOYHbIM U34AHUAM

3aKa30B.; yTOo4yHeHue

OAMH JOKYMEHT

3,2

33

BblAB/IEHNE HAa/IMYNA 3anpallMBaeMoro JOKyMeHTa B 6ubaMoTeKax ropoga, permoHa

OAMH JOKYMEHT

10,2

34

odopmneHve 3aKasa K nepeHanpasieHuio B apyrue 6MbANOTEKM; yKasaHe Ha 060pOTHOM
cTtopoHe 1-i Yactu 6naHKa-3aKasa (CTp. 2) NpUYMHbI U AaTbl NepeHanpaBaeHus (Wwremnenb
"HeT B 6ubnnoteke, HeT B BbAnoTeKax ropoaa..."); OTMETKM O NPOBEPKE MO CMPaBOYHbIM
n3gaHuam, curibl 6ubnnoTtek-boHAoAepKaTeNe MO CBOAHOMY KaTanory

O4WH 3aKa3

2,7

35

oTnpaBKa aﬁOHeHTy n3BelweHnA o0 nepeHanpas/ieHNN 3anpoca C yKasaHnem 6VI6/’IMOTEKM,
Ky4a OH OTnpas/ieH

OAHO nsBeuleHne

1,6

36

perucTpaums oTkasa B y4eTHbIx Gopmax; oTnpaBKka aboHeHTy 6n1aHKa-3akasa (3-10 yacTb) B
CNly4ae HEBO3MOMHOCTU BbINOAHEHUA C OTMETKOM O MpUYMHe OTKasa B COOTBETCTBYOLLEN
pybpuke

O4WH OTKa3

3,6

37

npuMem [OOKYMeHTa, BO3BpalLleHHOro aboHeHTOM; MojiyyeHMe Ha MouyTe, BCKPbITME
6aHAepoNN; NPOBEpKa COCTOAHMA OOKYMEHTa; u3B/edeHue 61aHKa-3akasa M3 KapTOTEKM
ob6cnyKuBaHNA abOHEHTOB, YKa3aHWe Ha HemM AaTbl BO3BpaTa AOKYMEHTA, NepecTtaHoBKa
6naHKa-3aKka3a B pa3gen "BosBpalueHHaa autepaTypa”

OAMH JOKYMEHT

3,2

38

obecneyeHue KOHTPOA 3@ CPOKaMM MNO/Ib30BaHNA AOKYMEHTaMWU: BblAB/IEeHUE O0/1XKHUKOB,
HanpasneHune HanoOMMWHaHUM

OAMH JOKYMEHT

1,6

BbinonHeHue pabot B AC:

39

dopmupoBaHme 6asbl daHHbIX 06 aboHeHTax MO COOTBETCTBylOWENW ¢opme, BBOS,

OAMH aboHeHT

5,4
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nHbopmaLMm 0 HOBOM aboHeHTe

40 | nowck B 6base AaHHbIX cBeAeHN 06 abOHMPOBAHUM OpPraHN3aLUK; BHECEHUE USMEHEHUN OAMH aboHeHT 3,6
41 |BBOA MHOOPMALMK O NpUEMe 3aKa3oB OT abOHEHTOB O/fMH 3aKas 0,27
42 |BBOA, WHPOPMAUMM O nNepeHanpas/eHUM 3aKasa, BbIBOA HA NPUHTEP W3BELLEHUA O OAMH 3aKa3s 1,6
nepeHanpaB/iieHMM 3aKasa
43 | BBOA AaHHbIX O NOCTAaHOBKE 3aKa3a Ha oyepesb; cooblieHne aboHeHTy OAMH 3aKa3 1,6
44 | peructpaums BblaaHHbIX aDOHEHTY LOKYMEHTOB, NPOCTaBNEHME CPOKA BO3BpaTa OfVH JOKYMEHT 2,7
45 | ypaneHue U3 MaccuBa AaHHbIX O BO3BPALLEHHOM AOKYyMeHTe OAVH AOKYMEHT 0,16
46 | obecneyeHne KOHTPO/A 3a CPOKaMM BO3BPaTa LLOKYMEHTA: NMOUCK U OTOOP AaHHbIX B NAMATU OAMH aboHeHT 2,7
MaLUMHbI O 3aZl0/IKHUKAX; BbIBOA HYXKHOM MHOPMALMM Ha NPUHTEp; pacneyaTKka CrUCKOB C
yKasaHuem agpeca aboHeHTa
1.7. MaccoBas pa6ora
Tabnvua 11
N HanvmeHoBaHuMe npouecca, onepauunun. Coctas paboTbl EanHnua Hopma BpemeHu,
n/n n3mepeHusa MWH.
1 2 3 4
MoAroToBKa MaccoBbIX MepONpPUATUIA
OnpepeneHne Tembl, COCTaBa ayAUTOPUKM, OTBETCTBEHHOrO 3a MEPONpPUATUE B LLEIOM; oAHO
COCTaB/eHMe nnaHa NoAroTOBKM MePONpPUATUA, BONPOCOB ANA obcyKaeHWA; npurnaweHue meponpuaTme
KOHCYNbTAHTOB, /IEKTOPOB; NOAOOPKA AOKYMEHTOB MO TemMe MepOonpUATUA; OpraHu3auuma
BbICTaBKM ANTEPATYpbl, anbbOMOB; OnoBeLLeHMe YuTaTenelt 0 meponpuaTumn yepes adpuwu,
nybankaumMmM B neyaTu, No pagmo, TeNeBUAEHWIO; BbiABAEHME BbICTYNAOLWMX; neyaTb U
pacnpocTpaHeHne NpUrNacuTenbHbix OUNETOB; MNOAroTOBKAa MOMeELLEHMA; npoBeaeHue
COBELLLAHWNA MO MTOram NOATOTOBKM M NPOBEAEHUA MeponpuATUA, 0dopMaEeHNe NPOTOKONA:
1 |uuTaTenbckaa KoHbepeHUMA 4900,0
2 | nMTepaTypHO-XyA0MKECTBEHHbIV BEYEep, BeYep OTPACNEBOW KHUTK, UChyT 3340,0
3 | BEYEp BOMPOCOB M OTBETOB, YCTHbIM KYpHan 2600,0
4 | knyb no nHTEpecam 2600,0
5 | AeTCKUI yTpeHHUK 3900,0
6 | BUKTOpPMHa, KOHKYPC, Urpa-nyTellecTame 3900,0
OpraHu3auma KHUKHbIX BbICTaBOK
CoctaBneHve nnaHa OpraHuW3auMM W MNPOBeAEeHWA BbICTaBKM; BbiABAEHME U OT6OpP
LOKYMEHTOB; MOArOTOBKA COMNPOBOAWUTENbHOW [OOKYMEHTaUMKM K BbICTaBKe; cO3gaHue
XYZL0XKECTBEHHOro NPOEKTa; MOHTA) BbICTAaBKM; OpraHM3aLmsa MHGOPMaLMOHHO-PEKNAMHOM
paboTbl MO NonyaApM3aLmMmn BbICTaBKW; NoABeLEeHNE UTOFOB PaboTbl
TemaTnyeckne BbICTaBKM 06wWwebnbanoTeyHoro macwraba, opraHusyemble Ha ¢GOHOAX | OAHa BbiCTaBKa
61bMoTEKM
Konunuyectso skcnoHaToB:
7 [1-50 560,0
8 |[51-100 1120,0
9 [101-200 2240,0

BbicTaBku no onpep,eneHHof/'l oTpacnu 3HaHUI MAn Teme, opraHusyemole:

Ha doHae 6UbaMoTEKN

O[Ha BbICTaBKa
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Konnyectso sKcnoHaTos:

10 |1-50 310,0
11 |51-100 940,0
12 |101-200 1920,0
Ha doHae oTaena O/Ha BbICTaBKa
Konnuectso skcnoHaTos:
13 |1-25 180,0
14 |26-50 360,0
15 |51-100 720,0
BbICTaBKM, NOCBALLEHHbIE ¥XU3HW U AeATEeNbHOCTU BblAAOLWMXCA Ntoael O/Ha BbICTaBKa
Konunyectso skcnoHaToB:
16 [1-10 47,0
17 |11-25 110,0
18 |26-50 210,0
BbICTaBKM Ha NonKax cTennaxen O/Ha BbICTaBKa
Konunyectso skcnoHaToB:
19 |1-5 25,0
20 |6-10 44,0
BbICTaBKM HOBbIX MOCTYNAEHWUN O/jHa BbICTaBKa
Konunyectso skcnoHaToB:
21 |1-25 40,0
22 |26-50 72,0
23 |51-100 160,0
Peknama 61MbanoTekn; paboTa No NpMBAEYEHUIO YUTaTENEN:
24 | NOArOTOBKAa pPEeKNaMHOro cooblieHna B neyatb, NO paguMo, TenesugeHuto o paboTe | ogHa nybavKaumsa, 420,0
6ubnnotekn,  ocobeHHOCTAX  GYHKUMOHUMPOBAHWUA  Pas3/IMUYHbIX  MOApasfeneHuid, | oaHo coobuieHue
HOMeHKNaType ycayr, npesoctasasembix 6ubnmortexkom
25 | NoAroToBKa MNiakaTa O AeATenbHOCTM 6ubnnoTekn (Bblbop Tembl, onpeaeneHune OAMH NnakaTt 210,0
cofepKaHua u dopmbl, caava B nevaTb)
26 |opraHu3aumMsa 3KCKypcuu; npuem U opopmieHue 3asBKM, YTOYHEHME TeMbl SKCKYPCWUM M| OAHa KCKypcus 52,0
COCTaBa 9KCKYPCaHTOB
BbinBNeHWEe NOTeHUMaNbHbIX MoTpebuTenen OGUBANOTEYHO-UHPOPMALMOHHBIX  yCayr
6ubnunoteku:
27 | NnpoCMOTp npeccol OOMH AOKYMEHT 6,8
28 | NPOCMOTP M aHaNN3 [OKYMEHTOB KOHKYPUPYHOLLUX GUPM OAMH AOKYMEHT 52,0
29 | BeAeHWe KapToTeKn NOTPEBbUTENbCKOTO PbiHKA OJHa KapToyKa 1,3
30 |BCTpeun c pykoBoaUTENAMMU GUPM, OpPraHU3aL M, NPeanpUaTUiA 04HO 210,0
meponpuaTme
31 |cbop v NOAroToBKa MaTepuanos Ana MHGOPMaLMOHHBIX BykneTos (06LWwwX, No oTAeNbHOMY OAMH byknet 7680,0
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npoekTy)

32 | pa3paboTKa AnsaiHa u makeTa MHGOPMALMOHHBIX ByKNeToB OAaMH Byknet 14400,0

33 | obecneyeHne KOHTPOIA Ka4ecTBa roTOBbIX MHOPMALMOHHBIX ByKeToB oAuH byknet 20,0

34 | noabop cyBeHWpPHOM NpoayKunm oaHo 1440,0
meponpuaTme

35 | noaroTtoBKa pa3gaToOYHbIX MaTEPUAIOB MeponpuATUA oaHo 480,0
meponpuaTme

MpumeyaHue:

- BpeMA opraH13aLmu BbICTaBOK INTEPaTypbl, NPOBEAEHNE MACCOBbIX MEPOMPUATUI U IKCKYPCUIA B HOPMY BPEMEHW HE BXOAMUT;
- K HOpMaM BpeMeHU NMPUMEHAIOTCA NOBbILWatoLWme Ko3GGULMEHTbI: NPY OpraHn3aLmMm Bble3gHOM BbICTaBKM - 1,1; Npy 9KCNMOHMPOBaHUK
Ha BbICTABKe /IMTepaTypbl Ha MHOCTPAHHbIX A3blKax - 1,6, Npu paboTe ¢ 4OKYyMeHTaMM Ha A3bikax A3un u Abpukn - 2,0.

1.8. CnpaBoyHasa u MHpopmaLMoHHaA paboTa

Tabnvua 12
N HanvmeHoBaHuMe npouecca, onepauunun. Coctas paboTbl EanHnua Hopma BpemeHu,
n/n n3mepeHusa MWH.
1 2 3 4
YyeT noCTyNUBLLNX BTOPUYHbIX AOKYMEHTOB (KapToyek)
CymMMapHbIA y4eT KapTouyeK B KypHasie MNOCTyn/jeHUA WU BblObITUA B PErMcTpauMOHHbIX ofiHa napTua
KapToTeKax
YMCno NOCTYNUBLLMX KAapTOYEK:
1 (1-110 19,0
2 |111-220 63,0
3 |221-600 160,0
4 | BblfiBNEHME HEBbINOJJIHEHHbIX 3aKa30B; COCTaB/EHME 3aABKM Ha HEBbINOIHEHHbIE 3aKas3bl O[MH 3aKa3 4,5
OpraHu3aums cnpaBoYHo-6ubanorpadpuyeckoro annapara (CBA)
MpocmoTp M 0T6OP JOKYMEHTOB M3 TEKYLUMX NOCTYNAeHUN ans BKAtoveHua B CBA, B Tom
yncne KpaeBeaveckuii KaTanor:
5 KHUra OHa KHUra 3,2
6 | cbopHuK OJHa CTaTbA 2,7
7 | KypHan ofHa cTaTbA 2,7
8 |raseta OJHa CTaTbA 1,6
9 | 6ubnnorpadpuyeckoe nocobue 0/AHa 3anucb 0,5
10 | NeTonucb KHUMKHBbIX, KYPHANbHbIX U Fra3eTHbIX cTaTew 0fHa 3anucb 0,83
11 | NPUKHMKHBIN BUbMorpadmUyeckmii CNCcok ofiHa 3anucb 0,5
CocTtaBneHue 6ubanorpadpuyeckom sanucu 0fiHa 3anucb
Konunyectso anemeHToB 6ubnnorpaduyeckors 3anmcu:
12 (1-4 3,2
13 [5-6 0,5
14 (7-9 6,0

CoctaBneHuve AHHOTaUuMK, n3y4eHme AOKyMeHTa, HanncaHue TeKcTa:

O Ha aHHOTaumMA
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15 |aHHOTMPOBAHUE KHUT 260,0
16 |aHHOTMpOBaHWe cTaTemn 156,0
17 |aHanuUTUYeCcKas POCMUCH KYPHANbHbIX, FAa3eTHbIX cTaTei, COOPHUKOB, BUBAMOrpadUYecknx | OANH LOKYMEHT 3,8
nocobuin: 03HaKOM/IEHWE C cofepKaHMeM U34aHUA; COCTAaBEHME aHAIMTUYECKOW pocnucu
MpocMoTp NOCTYNUBLLUMX MHPOPMALMOHHbLIX (BTOPUYHbLIX) LOKYMEHTOB M UX OTOOp AAA
BK/toueHMA B CBA (nepBuYHbI 0T6OP)
MpocMoTp MHPOPMALMOHHOIO M3gaHuA (B TOM 4YMCae KapTOuKM) M OTOOp M3 HMX | OAHA KapTOuKa
LOKYMEeHTOB ana BkatoueHuna B CBA; cuctematmsauma KapToyeKk MO TUMam KaTasioros M
KapTOTeK; MPOBEpPKAa MHAEKCOB; PAaCCTAHOBKA KapTOUKM
Yucno kapTouek:
18 |1-10 18,0
19 |11-100 165,0
20 |101-300 490,0
MpocmoTp M oTbop KapTouek B CBA € LEeNblo MU3BbATUA WAM NepemeLLeHns (BTOPUYHBIN
oTbop):
21 |u3bATME M3 KATANOrOB M KAPTOTEK KapTOYEK Ha [AOKYMEHTbl, CnucaHHble U3 ¢GOHA3; 0ofiHa KapTouKa 1,5
NPOCMOTpP KpaeBeauvecKkux, bubnmorpadpuuecknx n daktorpadpmyeckmx KapToTek, U3bATUE
M3 HUX KapTOYyeK Ha [AOKYMEHTbl, NOTepABWIME LEHHOCTb, MNepeBeAeHVMe KapToyeK B
apXvMBHble KapTOTEKU (YHUUTOXKEHME); BHECEHWE OTMETKM B KypHase yyeTa W
PerncTpaunoHHOM KapToTeke
OpraHu3auusa reHepasbHOro cucTeMaTuyeckoro Kartanora (MCK):
22 | NpOCMOTp M OTOOP AOKYMEHTOB Ans BKAtoYeHUs B CK; odopmaeHne KapToyek OAVH AOKYMEHT 2,7
23 | HanucaHWe 1 paccTaHOBKa pasaenurens OAMH pasgenutens 1,7
PepaktnposaHue ICK:
24 | uckniovyeHne u3 [CK KapToyeK Ha [AOKYMEHTbI, YCTapeBWWX WAM HenpopUIbHbIX, O/ Ha KapTouKa 1,5
nepesefeHUE UX B aPXMBHYIO YacTb (M3bATUE); AeTaNU3aLMA Pa3aenoB
25 | HanucaHue HOBbIX pasaenuTtenei OAMH pasgenutens 1,4
OpraHu13auma KapToTEKW NepPCoOHaNNNM:
26 |onpepeneHue 1 COCTaB/lIeHNE NePeyHa NnL, CBeeHUA O KOTOPbIX OTPAXKaloTCA B KapTOTEKe; |  OAUH AOKYMEHT 1,5
NPOCMOTP MHPOPMALMOHHBIX U34aHUM, NEPBUYHBIX [OKYMEHTOB; OTOOP AOKYMEHTOB ANA
BKJIIOYEHMA B KapTOTEKY
27 | TexHuuyecKasa u copepraTenbHaa 06paboTKa AOKYMEHTOB ANA BK/AOYEHWA B KApPTOTEKY; | OAMH AOKYMEHT 2,7
paccTaHoBKa KapToyeK no andasuty Gamuanii aBTopos 1 MO BUAAM AOKYMEHTOB
28 | HanuWcaHue M pacCcTaHOBKa pasgenutenei OAMVH pasgenutens 1,4
OpraHusauus paktorpaduyeckoi kKaptoTekun (OK):
29 | onpepeneHue npegmerta, 06beKTa M OCHOBHbIX NPU3HAKOB ANA OTparkeHua B PK; npocmoTp |  OAMH AOKYMEHT 2,7
LOKYMEHTOB M oTbop ana BKAoYeHUs B PK; 3aHeceHMe O0TOOpaHHbIX CBeAEeHUI Ha KapTbl
MHPOPMaLMOHHOIO MaccMBa C BHECEHWEM COOTBETCTBYHOLMX OTMETOK B MOMCKOBBIN MaccuB
daKkTorpacdmyeckoit KaptToTekn
30 |pepaktupoBaHue @K; nposepka NPaBWAbHOCTU BHECEHUSA CBeAEHWUM W YyKasaHUM 06 | OfMH LOKYMEHT 1,6
MCTOYHMKaxX MHpopmaumm
31 | HanucaHWe M pacCcTaHOBKa pasgenutenei OAWH pasaenuTenb 1,4
OpraHusauma TeMmaTUYeCcKMX NanokK raeTHbIX BbIPe30K:
32 | NpoCMOTp raseTHbIX BbIPE30K, CUCTEMATU3ALNA UX oJHa BblpesKa 2,5
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33 |odopmneHve BbIPE3OK A/1A XpPaHEHWA B TemaTMYeCKMX MamnKkax; KpaTKoe onucaHue 0/iHa BbipesKa 3,2
WCTOYHMKA, HaKNenBaHNe Ha KapTOYKM
1.8.1. CnpaBouyHO-6ubnnorpaduueckoe obcny:kusaHme
Tabnvua 13
N HavmeHoBaHMe npouecca, onepauunun. Coctas paboTbl EanHnua Hopma BpemeHu,
n/n n3mepeHus MWH.
1 2 3 4
Mpuem 6ubnnorpadmyeckmnx 3anpocos:
1 |npuem 6ubaMorpaduyeckoro 3anpoca; yYTOYHEHWE TeMbl, LENeBOro M YMTaTeNbCKOro OJ4MH 3anpoc 0,43
Ha3Ha4YeHMA, NONHOTbI UICTOYHMKOB, TUMOB, BUAOB M XPOHO/IOMMUYECKMX PaMOK 3amnpocoB
BbinosHeHWe cnpaBok
BbinosHeHWe TemaTU4ecKoW CnpaBKW; MOUCK W OTOOP [OKYMEHTOB; COCTaB/ieHWe O/lHa crpaBKa
6ubnunorpaduryeckoro onmcaHma
MMCbMEHHO; KOIMYECTBO UCTOYHWUKOB:
2 |1 3,0
3 |2-5 15,0
4 |6-10 30,0
YCTHO; KOZIMYECTBO MCTOYHMKOB:
5 |1 2,0
BbinonHeHWe aapecHo-bubnvorpaduyeckoln CnpaBKkW; YCTaHOBAEHWE HaAN4YMA UM MecTa
HaXoXAeHWA LOKYMEHTA UK ero Yactu B poHae 6ubanoTekn
MCbMEHHO; KONMYECTBO UCTOYHWUKOB:
6 |1 2,0
7 |2-5 12,0
8 |6-10 24,0
YCTHO; KONIMYECTBO UCTOYHUKOB:
9 1 1,5
BbinosHeHWe yTouHAOWeEN 6ubanorpaduyeckon crnpaBku, ycTaHasBausawowen u (Mam) OflHa cripaBKa
YyTOUHAKOWEN 3nemeHTbl Bubnnorpaduyeckoro onucaHuA, KoOTOpble OTCYTCTBYHOT WM
MCKaKeHbl B 3anpoce yntatens
MUCbMEHHO; KONNYECTBO UCTOYHUKOB:
10 |1 2,7
11 (2-5 14,0
12 [6-10 27,0
YCTHO; KONNYECTBO UCTOYHMKOB:
13 |1 1,6
BbinonHeHue dakTorpadpuyeckon CnpasKkK, yCTaHaBANBAOLLEN KOHKPETHbIE CBEAEHUSA O Tex 0/lHa crpaBKa
WU UHbIX 06bEKTaX, COBbITUAX, NpoLeccax, AaTax
MUCbMEHHO; KONNYECTBO UCTOYHUKOB:
14 |1 2,7
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15 (2-5 13,5
16 [6-10 2,7
YCTHO; KOIMYECTBO UCTOYHUKOB:
17 |1 1,6
KoHcynbTaumsa y cnpaBoyHo-6ubanMorpaduyeckoro annapara:
18 |npoBeaeHune 6eceabl 0O CO34aHUM U UCNOIL30BAHMM CNPABOYHOrO annapaTta, N0 MeToauKe ogHa 4,2
6ubnunorpadmyeckoro nomcka KOHCyNbTauus
BeseHue ¢poHAa BbINONHEHHbIX CMPABOK:
19 |oTbop cnpasku ana doHAa, pa3noKeHUe No narnkam (KoHBepTam); opopmieHne CnpasBku O/lHa CrpaBKa 4,2
20 |cocTaB/iieHWe KapToYKM A1A apXmMBa; YKa3aHWe NopALKOBOIO HOMepa, TeMbl, AaTbl BblAaun; | OfHa KapToyka 2,7
NMOCTaHOBKa KAapTOYKM B KAPTOTEKY apXMBa BbINOJHEHHbIX CMPAaBOK
PaboTbl B pexxume AC:
21 | dopmupoBanue I'CK; BBoa B 633y AaHHbIX aHAMTUYECKON POCMMCU Fa3eTHO-KYPHa/IbHbIX |  OAHA KapTOYKa 2,0
cTaTen, COOPHUKOB
22 | noucK u oTbop bubanorpadpuryecknx 3anucen No ycaoBuam 0fHa KapTouKa 2,7
23 |BbIBOA4 Ha 3KpaH bOuMbBAMOrpaduyeckoi 3anucu WMAM OTAENbHbIX U3 Hee CBeAEHWH; | ofHa KapToyka 1,6
pacnevaTKka
1.8.2. bubnuorpadpuueckoe uHpopmmupoBaHue
Tabnvua 14
N HavmeHoBaHue npouecca, onepauunun. Coctas paboTbl EpmHnua Hopma BpemeHu,
n/n n3mepeHus MWH.
1 2 3 4
BobifBneHne MHGOPMALMOHHbIX NOTPEBHOCTEN CNeLManMCcTOB METOAOM aHKETUPOBaAHUA:
1 |onpepeneHve KOHTUHreHTa noTpebuteneit wHPopmaumu; paspaboTka 3aABOK AJA | 0aUH noTpebuTens 34,0
onpegeneHva MHGOPMaLMOHHbIX NOTPeBbHOCTeN (3anpocoB); pacchinka (pacnpocTpaHeHue)
337BOK; 0bOpabOTKa MOJIyYEHHbIX 3aABOK; COCTaBleHWEe Ha 6ase MNOoMyYeHHbIX [AaHHbIX
KapTOTeKM KOHTUHreHTa notpebuteneit wuHbopmaumm u  UX  UHPOPMALMOHHBIX
notpebHocTe (3anpocos)
BbifiBNeHWe MHPOPMALMOHHBIX MOTPEBHOCTEN CNeLnanncToB Ha OCHOBE aHaM3a NAaHOBO-
OTYETHOWM ALOKYMEHTALMK:
2 | oTbop, M3y4YeHWe, aHaNN3 OTYETHbIX AOKYMEHTOB; GOPMMPOBAHME TEMATUKM CNPABOYHO-| OAWMH OTYETHbIN 24,0
MHPOPMALMOHHOIO 06CNYKMBAHUA B PA3HbIX PEXMMAX OOKYMEHT
3 | pacnpegeneHve  TemaTMYeCcKMX  pybpuK  MHOOPMALMOHHbIX  noTpebHocTe  no o4Ha pybpuKa 2,7
noApasaeneHnam, y4acTByHOLMM B CNPaBOYHO-MHPOPMALMOHHOM 06CNYKUBAHUK
3akntoyeHune c aboHeHTamuM AOroBopa Ha MHPOPMALMOHHOEe 0bCNyKNBaHME:
4 | aHanW3 AaHHbIX O 3aMHTEPECOBAHHOCTM abOHEHTOB B MHPOPMALMOHHOM OBCAYKMBAHUU U OAMH AOroBOpP 2300,0
pexmnmax n3bupaTenbHOro pacnpocTpaHeHUsA U PETPOCNEKTUBHOIO NOUCKA; 3aKa0YeHUe U
nepecmoTp A0roBopa
dopmupoBaHne ceTM  abOHEHTOB  cUCTEMbl  M3OBMPATENbHONO  PACNPOCTPAHEHUA
nHpopmauum (UPU):
5 |onpepeneHve KoHTUHreHTa aboHeHTOB cuctembl WPW; BbisBNEeHME TUNOBbIX U OAMH aboHeHT 34,0

WHAMBMAYANbHbIX 3anNpocoB abOHEHTOB; M3yyeHMe, KnaccuduKaLus, MHAEKCMpOoBaHWe
3anpocoB; BBEAEHME AAaHHbIX O 3anNpocax B aAPeCcHY KapToTeky

MoarotoBKa cMrHanbHOro onoseleHua B cucteme NPU
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BblfiBNEHWE, NMPOCMOTP M OTGOP MaTepuanos M3 TEKYLWMX MOCTYN/IeHUI; pacnpeseneHue
0TOBPaHHbIX MaTePMaN0oB U3 TEKYLLMUX NOCTYNAeHUI No aboHeHTam

of4HO onoseleHne

KoamuecTBo NpocMOTpeHHbIX 4OKYMEHTOB:

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

MoaroToBKa NoA60POK CUrHA/bHBIX ONOBELLLEHUI B cucTeme MPU

3anonHeHMe 6/aHKa-3aKasa Ha TUPaXWMPOBaHWE; PEerucTpauuio MNOCTYNUBLIMX KOMWWA, | OAHO ONoBeLleHNe

npoBepKa UX Ka4yecTBa M IK3eMNIAPHOCTU; 3aN0IHEHME CONPOBOAUTENbHOW AOKYMEHTaLUN

Konunuectso 3anpocos:
9 [1-2 14,0
10 (3-4 17,0
11 (5-7 21,0
12 |8-10 25,0

MpocmoTp 1 oTHop AOKYMEHTOB Ans BBoAa B AC

MpocmoTp MaccuBa MNOCTYNMBLUMX AOKYMEHTOB; OTOOP [AOKYMEHTOB COOTBETCTBYHOLEW | OAMH AOKYMEHT

TEMaTUKK 1 BBeAeHUue B 6a3y gaHHbix AC

OT60p NepPBUYHbLIX JOKYMEHTOB:
13 |1-50 290,0

OT60p BTOPUYHBIX LOKYMEHTOB:
14 |1-50 110,0
15 | noaroToBKa KapTO4KM gns paboumx kapTotek UPU OAHO onucaHne 2,7
16 | noaroTtoBkKa TpadapeTos c KapToukamu UPU gns TMpaXKMpoBaHUs oAWH Tpadapet 1,4

KoppeKTupoBKa BbIXOAHbIX Tabyaarpamm:
17 | ocHoBHOM pAag, 0fHa 3anuco 2,7
18 | BcmomoraTesibHbIM YKa3aTenb 0fHa 3anucb 1,6
19 | pegakTMpoBaHue BbIXOAHbIX TabynAarpaMm M opopmaeHne LOKYMEHTOB 0fHa 3anucb 4,2
20 | paspeska, pacneyaTka NoAb6OpPOK Ha OTAE/IbHble ONUCAHUA O/}HO OnuncaHue 1,6

KoppekTupoBsKa cuctembl MPU no pesynbTaTam aHann3a KapTt obpaTHOW cBA3M

O6paboTKa 1 aHanu3 KapTbl 06pPaTHOM CBA3W; BHECEHME OLLEHKM CUTHANbHOIO OMOBeLLEeHNA ofHa KapTa

B YYETHYIO KapTy abOHEHTa; KOPPEKTUPOBKA CUCTEMbI HAa OCHOBE aHanM3a KapT obpaTHoW

cBA3U

Konuyectso KapT:
21 |1-7 70,0
22 |8-10 75,0
23 |11-15 80,0
24 |16-20 85,0

Bblgaua LOKYMEHTOB Mo 3anpocy:
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25

BbIABAEHME U OTOOP AOKYMEHTOB (M34aHWUA) MO 3anpocy B CNPaBoYHO-UHGOPMALLMOHHOM
¢doHae, obopmieHne BblJAauM JOKYMEHTOB B YCTAHOBNIEHHOM NOpPsAAKe

OAMH JOKYMEHT

1,4

Ipynnosoe 6ubnnorpaduyeckoe nHbopmmposaHue:

26

dopmupoBaHMe cocTasa rpynnbl aboHEHTOB

OAMH aboHeHT

720,0

27

yTO4HEeHUe TeMbl, COrnacosaHme MCTOYHUKOB VIHd)OpMaLI,VIVI, BMAOB AOKYMEHTOB

oAHa Tema

3,6

28

COCTaB/IEHUE PErUCTPALMOHHOM KapTOUKK

oAHa KapToyKa

1,6

MofbopKa AOKYMEHTOB ANA WMHPOPMALMKM; COCTaBJAEHWE W HamnWcaHWe OMOBeLLEeHUs;
OTMNPaBKa OMOBELLEHMA; 3aNUCb B KAPTOYKM MHGOPMaLMKM; aHaIM3 KapTbl 06paTHOM CBA3K

0/Ha KapTouKa

NMcbMeHHO; KoanyecTso VI3L|,3HVII‘/'IZ

29

1-5

12,0

30

6-10

24,0

YCTHO; KO/INYECTBO U3AAHWI:

31

1-5

12,0

OnepaTneHoe MHGOPMUPOBAHME MO 3aMpocy:

32

dbopmupoBaHne cet aboHEHTOB, BbifBAIEHWE TUMOBLIX U MHAMBMAYANbHbIX 3amnpocoB
notpebutenen

0AVH aboHeHT

4,4

33

n3yyeHue, KnaccudmKaLma 3anpocos; BBeAEHME AaHHbIX O 3aNpOoCcax B afPecHyo KapToTeky

OfMH 3anpoc

6,3

HanucaHve 0630poB 1 cnpaBokK

BbiagneHne u OT60p UCTOYHUKOB; o6pa60TKa MU aHanus OT06paHHbIX AOKYMEHTOB,
HanncaHue TeKCTa o630pa (Cl'lpaBKM); NnoAroToBKa PYKONUCK K nNeYvaTun

OAMH aBTOPCKMI
(aBT.) nuct

0630p (cnpaBKa) N0 NEPBUYHBIM UCTOYHMKAM:

34

Ha PYCCKOM fA3blKe

5400,0

35

Ha MHOCTPAaHHOM A3blKke

7200,0

36

0630p (cnpaBKa) Mo BTOPUYHBIM UCTOYHUKAM

4100,0

OpraHu3auums 1 nposeaeHne ycTHbIX 6ubanorpaduyecknx 0630poB HOBbIX MOCTYMNAEHUI

OT6op HOBbIX MOCTYyM/AeHW MO 3apaHee O6bBLABAEHHOM TemaTWKe; CUCTEMaTU3aLua
MCTOYHUKOB MO Temam, NPOCMOTP U aHaNu3 LOKYMEeHTOB; nogbopka 6ubanorpaduueckmx
ONUCaHW, KpaTKMX aHHOTauui, pedepaToB Ha OTO6paHHble WMCTOYHWMKM; MOArOTOBKA
pykonucu 6ubnvorpacduyeckoro ob3opa

0AMH 0630p

Konnyectso NPOCMOTPEHHbIX U 0T06paHHbIX AOKYMEHTOB:

37

1-10

400,0

38

11-25

450,0

39

26-55

500,0

40

56 - 140

600,0

NoaroToBKa 6roNNeTeHs HOBbIX I'IOCTyI'IﬂEHMVI

YTouHeHue (onpeaeneHne) TeMaTUHeCcKMX rpaHunL, NoMcKa n oTbopa AOKYMEHTOB; CO3aaHune
pybpukatopa 6tonneTeHs; BbiABAEHME M OTOOP AOKYMEHTOB B MacCMBE TEKYLLMX
NOCTyN/JeHUA WUCTOYHMKOB UMHbOpMauuMM; noabopka aHHoTauui, pedepatos, UX
cucTemaTusauma

oAHa 6tonneteHb

Konnyectso NpoCMOTPEHHbIX JOKYMEHTOB:

41

1-37

60,0
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42 |38-60 90,0
43 |61-95 180,0
44 |96 -150 320,0
45 |151-380 960,0
OpraHusauma 1 npoeegeHue "AHA nHbopmaymm':
46 | onpeaeneHue TeMbl; COCTaBAEHWE NNaHa NPOBeAEeHUA; BbiABEHNE N AOCTaBKa AOKYMEHTOB ogHo 640,0
M3 COOTBETCTBYHOLLMX NoApasaeneHnit Bubnnmoteku; MpPocmoTp M OTOOP [OKYMEHTOB; MeponpuaTme
npurnaweHve  CNeuvannucToB-KOHCY/IbTAHTOB;  MOArOTOBKA  BbICTAaBKM  IUTepaTypbl;
OMNOBELLEHNE 3aMHTEPEeCcOBaHHbIX OpraHM3auMii U CneumManmcTos; opopmaeHNe BbICTABKY;
HanucaHWe KpPaTKMX aHHOTaLMI; opraHusauma cbopa 3asBOK Ha AOKYMEHTbI, UX BblAaya,
KOHCYNbTUPOBAHMWE, AEXKYPCTBO bUBAMOrpados; NnpoBeaeHe aHaM3a MeponNpPUATUSA
OpraHusauus n noarotoska "Ha 6ubnnorpadun”, "OHa nocobusa":
47 |yTOYHEHMEe Tembl; COCTaBAeHWE N/aHa; 0pOpPM/IeHUE BbICTAaBKM-NPOCMOTPA; NOArOTOBKA ogHo 1940,0
0630pa; NOArOTOBKA KOHCYNbTALMW; COCTaBNEeHWE U HanucaHue o6bABNEHUA; coCTaBNeHWe MeponpuaTue
W HanucaHWe NPUINACUTENbHBIX NMUCEM, UX PACCbIIKA; MPUrNalleHUE 3aUHTEPECOBAHHbIX
v no paguo, no tenedoHy, MMYHO
OpraHu3auma n nposegexue "[HA cneynanncta”
Onpegenenune Tembl "[HA cneunanncta" ¢ 3aMHTEPECOBAHHbIMW OpraHM3aLuamm, Gopmbl 04HO
nposeaeHus (CTauMOHapHas, Bble3fHas), OTBETCTBEHHOTO 3a MEPOMPUATUE B LEIOM; MeponpuaTue
COCTaBNEHUE MNJIaHA MEepPONPUATMA, MPOrpaMmbl MOUCKA M OTO6Opa MHPOPMALMOHHBIX
MaTepuranoB; NOAFOTOBKA OTKPLITbIX MPOCMOTPOB U TEMATUYECKMX BbICTAaBOK IUTEPATYPbI NO
cneuunanbHocT, bubamorpadpuyeckne 063opbl; 3aKas NeKLUKU, KNHOGUAbMA; ONOBELLEHNE
3aMHTEPEeCOBaHHbIX OpraHusauuii; odbopmaeHne BbICTAaBKM; OpraHM3auMsa AeXypcTBa
6ubnnorpadoB, KOHCYNbTaHTOB-CMELMANNCTOB; obecneyeHre BblAauu M3LAHUN WAU KX
KOMUIN BO BpPemMs MEPOMPUATUA WU HEMNOCPEACTBEHHO MOCAEe HEro; AeMOHCTPauuA
BbICTaBKM; aHanu3 pesynbTatos "[HA cneymanucra"
Yncno conyTcTBYHOLWMUX MEPONPUATUIA:
48 |1-2 1940,0
49 |3-4 2600,0
50 [5-6 3500,0
51 [7-8 4600,0
MpumeyaHue: Bpemsa nposegerua "OHa uHbopmauun”, "OHa cneymanucrta"”, "OHsa 6ubnnorpadummn” B HOpMy BpEMEHU HE BXOAMT.
1.8.3. UHpopmaumnoHHas pabora
Tabnuua 15
N HanmeHoBaHwue npouecca, onepauun. Coctas paboTbl EamHnua Hopma BpemeHu,
n/n n3mepeHua MWH.
1 2 3 4
MoparoToBKa nonynapHbix bubavorpadmyeckmx nocobui
Bbibop Tembl nocobus; BbiABAEHWE M OT6OP AOKYMeHTOB, GOpMUpOBaHWE pa3fenos
nocobua; aHHOTUPOBaHWE [OKYMEHTOB; nofbopka dakTorpapuyeckoro matepuana,
WANIOCTPAUMIM;  HanMcaHMe  TeKCTa; COCTaB/ieHWe  BCMOMOraTe/bHbIX  yKasaTeneu;
KOHCYNbTaLMM Y CNELMANNCTOB Ha Pas/IMYHbIX 3Tanax paboTbl; obCyKaeHUe pyKonucu Ha
33acejaHnUN Hay4yHO-MeToAMYecKoro (pesakuMOHHOro) coBeTa; AopaboTka pykonucu no
3aMeYaHMAM; ciaya PyKonucy B neyaTb:
1 |coctaBneHue nonynaspHoro 6Gubanorpaduyeckoro ykasartens, nyTeBogmuTeNns, CnpaBoYyHMKa OAMH aBT. INCT 13500,0
2 | NoAroToBKa KOMMEHTapueB, NPUMEYaHW MOMNyNspHO-NPOCBETUTE/IbHOMO XapaKTepa, He | OAMH aBT. IUCT 5400,0
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TpebyloLmx cneymanbHbIX MCCAeL0BaHNIA

3 | noarotoBKa KOMMEHTapMeB, MPMMEYaHMI HayYHO-UCCNeL0BaTENbCKOTO XapaKTepa OAMH aBT. IUCT 10800,0
MNoaroTtoska peTpoCneKTUBHbIX Hay4YHO-BCMOMOTaTeNbHbIX bubnmorpadpuyeckmx
yKasareneu:
4 | BbI6OP TEMbI; CO34aHME aBTOPCKOrO KOINEKTUBA; pa3paboTKa MHCTPYKTUBHO-MEeToANYECKNe OAMH aBT. IUCT 9720,0
MaTepurasnios; BbiABAEHWE M OTOOP JOKYMEHTOB; paboTa Hag 6ubanorpaduyeckoit 3anmcbio;
aHHOTMpOBaHMWe; bubnunorpaduyeckas rpynnMpoBKa; COCTaBJeHWE BCNOMOraTe/bHbIX
yKasaTenei; ob6CyKAeHMe PYyKOMUCM yKasaTena Ha 3acefaHuu HayyHO-MeTOAMYEeCKOoro
(pepaKkuMoHHOro) coBeta; popaboTka MO 3ameyaHMAM; caya pPyKoOMNWcKM B MevaTb;
coctaBneHne  bubanorpaduyeckoro  yKasaTena N0 aKTya/bHOW  TemaTuke C
XPOHONOIMMYECKMM OXBATOM OT 2-X 0 5-Tn neT 1 aHHOTaUMAMM, NOACHAIOLLMMUN Ha3BaHMA
CoctaBneHve 6ubnunorpaduyeckoro ykasaTena MO KOMMJEKCHbIM M MEXOTPacneBbiM
npobaemam o6LWEro U PerMoHaNbHOrO COAEPMKAHWUA C XPOHOOTMYECKMM oxBaTtom 1 - 2
roga, C aHHOTaUMAMM, NOACHAIOLLMMM Ha3BaAHNA:
5 Ha PyCCKOM A3blKe 9720,0
6 | c BkaoyeHnem oT 30% o 40% ob6bema Nyb6AMKaLMIA HA MHOCTPAHHbIX A3bIKAX 11000,0
7 |cocTaBneHne aHHOTMpPOBAHHOrO 6ubaMorpaduyeckoro ykasatens MHOrOOTPAC/IEBOro OAMH aBT. MUCT 18800,0
COAEP!KaHUA C XpOoHoJiorMyeckum oxasatom ao 100 net n 6onee, Tpebyowero cNAOWHOrO
NPOCMOTPa [AOKYMEHTOB, CNOXHbIX OUOAMOrpadMUeckmMx pasbiCKaHWN, YyyeTa BCex
nepensgaHunin nybanKaumun n Ux XapakTePUCTUKM NMyTEM CIMYEHUA TEKCTOB
MoaroToBKa aHannMTUYeckoro ob3opa
BobifiBNieHWe 1 0TOOP [OKYMeHTOB AN 0630pa; No4roToBKa pybpuKaTopa npegmeTta 0630pa; OAMH aBT. AnCT
M3yyeHMe U OLEeHKa [OOKYMEHTOB; CMCTemMaTM3auMA maTepuana; CoCTaBjieHMe TeKcTa
aHanuTMyeckoro o63opa; obcyxaeHMe pyKoNWUCM Ha 3acefaHuu HayYHO-MeTOAMYEeCKOro
(pesakuMoHHOro) coBeTa, fopaboTka 0630pa No 3aMmeyaHUAM; caaya B Neyatb:
8 | MO PyCCKMM NepBUYHbBIM UCTOYHMKAM 9720,0
9 No CMeLaHHbIM NepPBUYHbIM UCTOYHUKAM 10800,0
10 | No MHOCTPaAHHbIM NEPBUYHBIM UCTOYHUKAM 12400,0
MoAroToBKa aHaIMTUYECKOW CNPaBKM:
11 |BbifaBneHue v oTOOP AOKYMEHTOB ANS AHANIMTUYECKOW CNPaBKKU, U3yYeHUe, aHaNU3, OLeHKa OAMH aBT. MUCT 5200,0
M cucTemaTmM3auma ux; CoOCTaBeHME TEKCTa CNPaBKuY
MoaroTtoska pedepaTnsHoro ob3opa
BbifaBneHne 1M oTbop AOKYMeHTOB AnA pedepaTuBHOro ob630pa, M3yyeHWe U aHaNU3 wux; OAMH aBT. AnCT
pedepupoBaHMe UCTOYHMKOB; CMCTEMATM3aALMA TEKCTOB aHHOTALMI; COCTaBleHWe TeKCTa
pedepaTnBHoro o0630pa; obcykaeHMe o630pa Ha 3acefaHUM HAYYHO-METOANYECKOro
(pepaKkuMoHHOro) coBeta; gopaboTka 0630pa No 3aMeYaHUAM; cAava B neyaTb:
12 | N0 pyCCKMM MCTOYHUKAM 5200,0
13 | no cmelaHHbIM UCTOYHMKAM 6480,0
14 | N0 NHOCTPAHHbBIM UCTOYHUKAM 7300,0
CocTtaBneHue skcnpecc-mHbopmaumm:
15 |BblfiBNEHME M OTOOP MmaTepunana No Teme, CUCTEMATU3ALLMA €ro U NOATOTOBKA A/1A NeYaTtu OAMH aBT. IUCT 3840,0
CocTtaBneHue bubamorpadpuyeckon sanncum, aHHoTaumu, pedeparta
CoctaBneHve 6ubnmorpaduyeckort 3anmcu: UsyyeHne U aHanM3 LOKYMEHTA; COCTaBAEHUE ofiHa 3anucb
3aro/10BKa ONMCaHWUA; NPOBEPKA 3aNnUCK, BHECEHWE UCNPaBAEHU
Konnyectso anemeHToB 6ubnnorpacdmyeckoro onncaHma:
16 |1-4 3,2
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17 |5-6 5,4
18 |7-9 6,4
CocTaBneHve aHHOTaUUK; U3yYeHre 1 aHaIn3 JOKYMEHTA, HanMcaHMe TeKCTa aHHoTauun: 0ofHa aHHOTauuA
19 |aHHOTMPOBAHUE KHUT 270,0
20 |aHHOTMpOBaHMe cTaTeM 160,0
21 |cocTtaBneHue pedepaTa: M3yYeHWE W aHaNM3 [OKYMEHTA, Ha KOTOpPbIN COCTaBaseTca OAMH aBT. IUCT 5920,0
pedepaT; HaNnUcaHWe TEKCTa; BHECEHWE UCNPABAEHUI
AHanUTUYECKAA POCMMUCH KYPHabHbIX, Fa3eTHbIX cTaTel, cbopHUKOB, BUbAMOrpapuUeckmx
nocobwui:
22 | 03HaKOMNEHWE C coaepXaHWem M34aHuA; COCTaBAEHME aHAIMTUYECKOro OMnMcaHuA Ha ofHa CcTaTbA 3,6
CTaTbto
MNopnepskKa caiiTa BUHGIMOTEKN U OTAENbHbBIX MPOEKTOB:
23 | BEPCTKA CTPaHWUL, CaliTa, pa3melleHne NoAroTOBNEHHOTO MaTepuana B COOTBETCTBYHOLLMIMA OAMH aBT. AnCT 300
pasaen calita
MpumeyaHue: Hopma BpeEMEHW Ha cocTassieHne bubavorpadumyeckoro nocobus gaHa ns pacyeta paboTbl aBTOPCKOrO KOEKTUBA.
1.9. NepeBoA 1 nepepaboTKa NeYaTHbIX TEKCTOB C MHOCTPAHHbIX A3bIKOB Ha PYCCKUIA U C PYCCKOrO Ha MUHOCTPAHHbIE A3bIKN
Tabnvua 16
N HavmeHoBaHue npouecca, onepauuun. Coctas paboTbl EgmHnua Hopma BpemeHu,
n/n n3mepeHus MUH.
1 2 3 4
MepeBos TeKCTa C MUHOCTPAHHbIX A3bIKOB HA PYCCKUM A3bIK
YTeHne opurnMHana; aHanu3 TEKCTa; pa3mMeTKa ero C BbIABNEHUEM TPYZAHbIX TEPMMUHOB, OZMH aBT. IUCT
rPaMMaTUYECKMX KOHCTPYKL MM, IeKCUYeCKMX 060POTOB, LEEXOBbIX U KAPrOHHbIX TEPMUHOB:
1 NO/IHbIN MMCbMEHHbIV NepeBos, OAMH aBT. MUCT 2580,0
2 | COKpaLeHHbI NMCbMeHHbIN nepesog oT 30% Ao 50% ob6bema TeKkcTa OAMH aBT. MUCT 1620,0
3 | BbIOOPOYHBIV MUCbMEHHbIV NepeBos, OAMH aBT. UCT 1520,0
MepeBof TEKCTa C PYCCKOro A3blKa Ha MHOCTPaHHbIE A3bIKMU:
4 | NONHbIN NUCbMEHHbIN Nepesos OAMH aBT. IUCT 5160,0
TepmuHoNornyeckas pabota npu BbINOJHEHMU MUCbMEHHOTO NepeBoAaa:
5 |OTbiCKaHME OTMEYEHHbIX B OpPUrMHasEe HEe3HAKOMbIX WAM HEMOHATHbIX TEPMUHOB U OfWNH TEPMMUH, 18,1
COKpaLLEeHUI B CIOBAPHO-CNPABOYHONM IMTepaType; NOAO0PKa COOTBETCTBYIOLLENO TEPMUHY COKpalyeHune
3KBMBANEHTA; paclIMPPOBKa COKpaLLEHUSA
KoHcynbTauua nepesogymKka co cneymanmctamu:
6 | BbIACHEHWE MPaBUAbHOIO W3N0MEHUA 4YacTell TeKcTa Mo MaNo3HAaKOMOW TemaTuKe; ofHa 36,2
YTOYHEHWE COOTBETCTBUA NepeBosa OpuUrmHany KOHCyNbTauua
CoctaBneHue 6ubanorpadpuyeckoro onncaHusa:
7 | coctaBneHune 6ubanorpadnyeckoro onuMcaHna nepesoaa No AaHHbIM, B3ATbIM C TUTYIbHOTO |  OAHO ONucaHue 60,0
nncTa nepesoja
BbifiBNieHWEe OWMBOK U BHECEHME M3MEHEHWI B TEKCT NepeBoaa noc/ie nevyaTaHus:
8 | npoBepKa NpaBWU/IbHOCTU PACMO/IOXKEHUA OTMEYATAaHHOrO TEKCTa; CBEpKa C PYKOMUCHIO; OAMH aBT. INCT 200,0

npaska
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TexHuyeckoe opopmaeHune NnepeBosos:

9 | BNUCbIBaHME B TEKCT NepeBOAa CMMBOJIOB M BCTAaBOK HAa MHOCTPAHHOM fA3blKe OfIHO BMMXCbIBaHWE 2,0

10 |Bk/NeuBaHWe pUCYHKOB, Tabauu, dopmyn 0/ZlHa BKNelKa 3,0
MepeBos 3aroN0BKOB CTaTeN U JOKYMEHTOB:

11 | nepeBoA 1 3aNUCb 3aro/I0BKa OAMH 3aronoBOK 120,0

MpumevaHune:

- HOPMbl BPEMeHM NpeaycMaTpMBatoT BbINONHEHME NePeBOA0B C MHOCTPAHHOIO A3bIKA UM Ha MHOCTPAHHbIN, KOTOPbIN Y NepeBoaYMKa
ABNAETCA OCHOBHbIM (N0 06Pa30BaHMIO UK NPUMEHEHMUIO);
- NPV BbINOJIHEHUM NEPEBOAOB C APYrUX A3bIKOB MW Ha ApYrMe MOMUMO OCHOBHOIO K HOPMam BPeMeHU NMPUMEHAETCS NMOBbILIAoLLMIA
koadpoduumeHT 1,1.

1.10. UccnepoBaTtenbcKasa pabota

Tabnvua 17
N HaumeHoBaHuMe npouecca, onepauunun. Coctas paboTbl EanHnua Hopma BpemeHu,
n/n n3mepeHuma MWH.
1 2 3 4
Pa3paboTka nporpammbl (TEXHUYECKOTO 3af,aHUA) UCCNef0BaHNA
O60CHOBaHWE aKTyaNbHOCTU TEMbI, BblABleHNE U 0H6OCHOBaHME MPOBAEMHON CUTyauuu, | ofHa nporpamma
bopmynnpoBaHue Lenu, 3aay U rMnoTesbl UCCNeA0BaHNA; HAaNUCaHWe TeKCTa
UccnepoBaHue HOCUT:
1 | OnepaTuBHbIN xapaKTep 38250,0
2 | nunoTaxKHbIY (pa3seablBaTeNIbHbIN) XapaKkTep 21600,0
Pa3paboTka MeToaMKM nccnenoBaHuUsA
PaspaboTka (HanmucaHue) TeKcTa METOAMYECKMX [OKYMEHTOB MO NPOBOAMMOMY | OAHa METOAMKA
uccnefioBaHuio, anpobaummn  COCTaB/IEHHbIX AOKYMEHTOB; YTOYHeHMe W aopaboTka
METOAMNYECKOTO MHCTPYMEHTAPUA, COCTaBIeHNE OKOHYATeIbHOIO BapnaHTa AOKYMeHTa:
3 | meToaMKa NpoBeaeHUsA UCCNeL0BaHMA, HOCALLEro ONepaTUBHbLINA, SMMUPUYECKMIA XapaKTep 28000,0
4 | meToAMKa nNpoBeAeHMA WCCNef0BaHMA, HOCALLEro NWAOTaXKHbIM (pa3BesblBaTe/bHbIN) 15600,0
XapakTep
Pa3paboTka MHCTPYKLMM No 06paboTKe [OKYMEHTaLMKN (MCXOAHbIX AaHHbIX), MOAYYEHHOW B | O4HA UHCTPYKLMUSA
X0[ie uccnefoBaHuA:
5 | py4Has obpaboTka 15600,0
6 | MawunHHan obpaboTKa 20400,0
Pa3paboTka npeannaHoBbIX M NNAHOBbIX 4OKYMEHTOB NEPCNEeKTUBHOIO XapaKTepa:
7 | pa3paboTka KOHLEeNLMM OCHOBHbIX HanNpaBieHW pa3BuTUA BUBIMOTEYHOro Aena B pernoHe OAMH aBT. NNUCT 13050,0
Ha NepcnekTuBy
8 | KoHuenTyanbHOe obecneveHne GubAMorpadpuyecknx UgaHuii; 060CHOBaHME aKTyalbHOCTU OJMH aBT. AnCT 11220,0
TEeMbl, YMTATENbCKOrO M LENeBoro HasHayeHuAa nocobusa, ero CTPYKTypbl (cxembl),
BbIpabOTKa METOAMYECKUX MPUHLMIMOB U PelleHunit ANA PAacKpbITUA TeMbI; HAaNMCaHWe TeKCTa
9 |coctaBneHue nporHosa (MpeannaHoBbIA [OKYMEHT), CBA3AHHOMO C NepcrnekTMBammu OAMH aBT. INCT 13050,0
pa3BuTUA BUBNNOTEK; HanncaHWe TeKcTa
10 |pa3paboTKa ueneBbIXx nporpamm (4na cetm 6uBAMOTEK WAM OAHON BUBAMOTEKM); OAMH aBT. NCT 15200,0

OMarHOCTUKa CUTyauMW, BHELWHWX M BHYTPEHHUX BAWUAHMI Ha ¢YHKLMOHMPOBaHME W
pa3sutMe 6ubBAMOTEK (oaHOM 6MbAMOTEKM); BbipaboTKa peKomMeHZauUW, peLleHus;
HanucaHue TeKcTa
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CocTtaBneHne CBOAHbIX KaTaioroB KHUXKHbIX MaMATHUKOB:

11 |pa3paboTKa NpPOCMEKTa; BbIABNEHWE [OKYMEHTOB - KHWMKHbIX MAMATHUKOB; HayyHoe | OAMH aBT. AnCT 18200,0
onucaHue ux; CoCTaB/ieHMe CNPaBOYHOro annapaTta; HanMcaHue TeKcTa
OpraHu3aunoHHan paboTa No NpoBeaeHUI0 NCCAe0BaHUA:
12 |co3paHue uccnepoBaTeNIbCKOrO KOMMEKTUBA; COCTaB/ieHWe paboyero niaHa nposegeHun ogHoO 7140,0
nccnefioBaHWA, COrNAacoBaHWE €ro C UCMOAHUTENAMW; onpefeneHwe naowanku (6asbl) uccnepoBaHue
nccnefioBaHWA; nNepennucka ¢ HUMKU; NPoBeAeHME UHCTPYKTAXKENW, CEMUHAPOB, COBELLAHUN,
KOHCyNbTauui
13 | 6ubnnorpacduyeckaa npopaboTka Tembl UCCAeAoBaHWUA, paboTa B apxuBax, M3yyeHue OAMH aBT. ANCT 1200,0
HOPMaTUBHO-TEXHUYECKON  AOKYMEHTaUuW, UHPopmaumm o6 aHanorax U Apyrux
MaTepmranos, OTHOCALLMXCA K pa3pabaTbiBaeMol Teme
O6paboTka NonyyeHHoOU MHPopMaLUN:
14 | cbop 1 obpaboTka MHGOPMaLMM Ha OCHOBE NEPBUYHBIX UCXOAHbIX AAHHbIX (CTaTUCTUYECKUX | OAMH aBT. INCT 7800,0
[LaHHbIX, OTYETOB, NJ1AHOB, CNPABOK, MAaTEPNANOB KOMAHANPOBOK)
15 |aHanu3 obpaboTaHHON MHPOPMaLUK O[MH aBT. IUCT 5200,0
MoAroToBKa maTepuanos No UTOram Hay4yHoW paboTbl:
16 | HanMcaHWe Hay4YHOro oTYeTa; MOArOTOBKA PYKOMMCU K MeYaTh Ha Pas/IMYHbIX 3Tanax paboTbl OAMH aBT. INCT 13200,0
17 | HanucaHve NPOMEXKYTOYHOTO OTYeTa (CNPaBKM) O XoAe UCCeA0BaHMUSA OAMH aBT. AnCT 6400,0
MoAroToBKa M HamMcaHWe TeKCcTa CTaTbM B COOPHUK Hay4yHbIX TPYAOB, MpPAKTUYEcKoe
nocobue, npodeccuoHanbHyl0 npeccy; MNOArOTOBKA PYKONMWUCKM K MeyaTM Ha PasinyHbIX
3Tanax paboTbl:
18 |cTaTba TeOpeTMYECKOoro xapakTepa OAMH aBT. NNCT 15200,0
19 |cTaTbA NPUKNALHOrO, NPAKTUYECKOro XapakKTepa OAMH aBT. NNCT 9200,0
20 |HanucaHue p[oKNafga Mo WMTOraM HayyHOro WMCC/Nef0BaHWA; NOATOTOBKA PyKOMMCEW Ha OAMH aBT. MUCT 6700,0
pa3/iMYHbIX 3Tanax paboTbl
21 |paspaboTKa peKoMeHZauuKu, WHCTPYKLUMM MO BHEAPEHUID MaTepuasioB HayyHOro OAMH aBT. INCT 14100,0

MCCNelOBaHUSA; HaMMCaHWe TeKCTa; NOArOTOBKA PYKOMWCKU K MEeYaT Ha Pas/nyHbIX 3Tanax
paboTbl

MpumeyaHune:

- HOpMa BpemMeHU Ha COCTaB/ieHne Nporpamm, MeToauk, MHCprKLI,VIﬁ AaHa Ha MCCﬂeAOBaTeJ’IbCKMm KO/INEKTUB;

- Y4acbl TPYA03aTpaT pacnpenesatnTca mexay MCNONHUTENAMU B 3aBUCUMOCTU OT UX HArpy3Ku;

- B MPOL,ECC NOATOTOBKM PYKOMMUCHK K NeyaTy BXOAAT: CAa4a PYKONUCU HAyYHOMY peflakTopy, obCyKaeHne B oTAeNe, HayYHOM COBETe,
fopaboTka pykonucu.

1.11. MeToauyecKas pabora

Tabnvua 18
N HanmeHoBaHue npouecca, onepaummn. Coctas paboTbl EanHnua Hopma spemenu,
n/n n3mepeHua MWH.
1 2 3 4
MoAroToBKa MeToAMYECcKoro nocobus, pekomeHaaLmi
MpUHUMNWaNbHO HoBas pa3paboTka Tembl:
1 |v3yyeHue Tembl, BbiABNEHNE U aHANN3 JOKYMEHTOB MO TeMe, YTOYHEHUE YMTaTeNbCKOro U OAMH aBT. INCT 15300,0
LeneBoro HasHayeHua nocobusa, pekomeHAauMi; COCTaBNeHME MPOCMeKTa; HanucaHue
TeKCTa
Moauoukaums paHee pa3paboTaHHON TEMbI:
2 | BblAIBIEHUE M M3y4eHMe HOBbIX JOKYMEHTOB MU HaKOMIEeHHbIN 6BMbanoTekamm onbIT No Teme OAMH aBT. IUCT 8670,0
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nocobus, pekomeHaaLUMIi; YyTOYHEHUE NPOCMEKTa, BHECEHUE U3MEHEHMUI B CTPYKTYPY TEKCTa
B COOTBETCTBUM C AOCTUNKEHWUAMMU OUBNMOTEUHON TeopUM U MPaKTUKK; MNOArOTOBKA
pyKonucu K obcyxaeHuo; AopaboTka No uToram obey:KAeHUA

Pa3paboTka [OKYMEHTOB, perfiameHTUPYIoLWMX AeATeNbHOCTb 6MBMOTEK, MNONOMKEHUN,
WHCTPYKLMI, NPOEKTOB NOCTAaHOBNEHWI, YCTaBOB, 3aKOHOAATE/IbHbIX aKTOB

I‘IpwHu,wnmaano HOBaA Tema:

3 | BbIABNEHUE, U3YYEeHWEe W aHANU3 AEeWCTBYIOWMNX AOKYMEHTOB MO Teme, HanucaHue TeKCcTa OAMH aBT. AnCT 17340,0
npoeKkTa AO0KyMeHTa, obcyxaeHue, anpobauus B 6uBAMOTEKax, Ha 3acefaHuMM HayyHo-
MEeTOAMYECKOro coBeTa; A0paboTKa AOKYMEHTA; NOArOTOBKA K YTBEPKAEHUIO
Moaundukaumsa paHee pa3paboTaHHOro JOKYMEHTa:
4 | aHanM3 U1 oueHKa AOKYMEHTA; NOUCK M OTOOP HOBbIX AENCTBYHOLWMX LOKYMEHTOB MO TEME; OAMH aBT. AnCT 7650,0
BHECEHWE W3MEHEHUA B TEKCT [OKYMEHTa; ObOCYXKAEeHWe Ha 3acefaHuu  HayyHo-
MeToAMYecKoro coseTa; AopaboTka No uToram obcyKaeHWs; NOArOTOBKA K YyTBEPKAEHMIO
Pa3paboTka y4eTHbIX popm, Tabmu, obpasLoB.:
5 |yTouHeHUue npegmeTa, 0OBEKTA, COAEpPKAHUA yyeTHON dopMmbl, Tabnuubl, obpasua; oTbop OAMH aBT. IUCT 7650,0
nokasarteniei, cucTemaTvM3auma uX, paspaboTKa MmakeTa ydyeTHoM ¢Gopmbl, Tabauubl,
obpasua; obcyKaeHWe Ha 3acefaHWM Hay4yHO-METOAMYECKOro COBETa; NOAroTOBKa K
YTBEPKAEHMUIO
CocTaBneHve pekoMeHAaLMI Mo BHEAPEHUIO PErAaMEHTUPYIOLLMX AOKYMEHTOB B MPaKTUKY:
6 |pa3paboTka MeTOAMYECKUX pPEeKOMEHAALMN, WHCTPYKUWA, MNAHOB MO BHEAPEHUIO OAMVH aBT. INCT 14025,0
HOPMaTMBHOM AOKYMEHTALNW; NOAFOTOBKA PYKOMMUCHU K Nevatu
MoaroToBKa NMCbMEHHOM KOHCY/IbTaL MK, METOANYECKOrO NUCbMa:
7 |BblABNEHME W AHANU3 [OKYMEHTOB MO Teme; M3yyeHue M 0606LieHMe onbiTa paboTbl OAMH aBT. MUCT 8670,0
61MbMOTeK; HanMcaHMe TeKCTa KOHCYAbTauuuM, MeTOAMYECKOro MNUCbMa; MOArOTOBKA K
o6CYy)KAEHMI0 Ha 3acefaHUMM HAy4YHO-METOAMYEeCKOro coBeTa; AopaboTka Mo uToram
obcyaeHuA; caava B nevaTb
MNoaroToBka 0630pa AeATeNbHOCTM BUBAMOTEK NO ONpeaeNeHHOM TeMaTUKe:
8 |yTouHeHue Tembl 0630pa; onpefeneHne XPOHONOTMYECKMX [pPaHUL,;  BblABNEHUE OAMH aBT. MUCT 9180,0
LOKYMeHTOB, OTOOp, MPOCMOTP M aHaNAM3; HanMCaHWe TeKCTa; MOArOTOBKA PYKOMWUCU K
ob6CyKAEHMIO Ha 3acefaHMM HaydHO-MeTOoAMYEeCKOro coBeTa; gopaboTka pykonucu nocne
obcyxRaeHus
PeueH3npoBaHue Hay4YHbIX, METOANYECKMX, MHOOPMALMOHHBIX MaTepUanos:
9 |uyTeHWe peueH3MPyeMOro maTepuana; OLEHKa ero B LEeNOM, OTAEeNbHbIX YacTew, OAMH aBT. AUCT 783,0
YCTaHOB/IEHWE COOTBETCTBUA UMTATENIbCKOMY W LLe/IEBOMY Ha3HA4YeHUIO, Hay4yHbIM M
MeToAMYecKknm TpeboBaHUAM
10 |HanucaHue peueH3nu OAMH aBT. MUCT 1305,0
MoparoToBKa NeKUMK, KOHCYAbTaLUM
PaspaboTka nnaHa /feKkuuun, KOHcynbTauuu, noabopka maTepuana, W3yyYeHue ero; OofiHa NleKums,
COCTaBJ/IEHME CMUCKA INTEPATYpPbl K NEKLUUN, KOHCY/IbTaLMK; HanMcaHMe TeKcTa: KOHCyNbTauua
11 | nepBuWYHaA nekuuns 1566,0
12 | noBTOpHaA NeKkumsa, C y4eToM HOBOro MaTepuana 313,2
13 | nepBMYHAA rpynnoBas KOHCy/AbTauma 1305,0
14 | noBTOpHaA rpynnoBas KOHCyAbTaLMA C y4€eTOM HOBOrO MaTepuana 522,0
15 |npoBeaeHWe yCTHOW UHAMBUAYANbHOW KOHCYNbTalum ofiHa fleKums,
KOHCy/NbTauus
16 | oTBeT Ha NMCbMO 04HO NUCbMO 162,0
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MpoBeaeHWe NPAKTUKYMOB, CTaXKMPOBOK

Mpaktkym (7 - 10 aHei): onpeaeneHve Tembl, 3afaHWA, YNPaXKHeHWA; cOCTaB/ieHue
rpadmKa 1 yTOUHEHUE CPOKOB NPOBEAEHNA 3aHATUI:

OOMH NPAKTUKYM

17 | rpynnoBoii NpakTUKym 2295,0

18 | MHAMBMAYaNbHbLIV NPAKTUKYM 2160,0
CraxkmpoBka (7 - 10 gHeW): yTOMHEHME CPOKOB NPOBEAEHMA CTaKUPOBKM; BbIABAEHME | O4HA CTaXKUPOBKA
NINTEpPaTypbl N0 M3y4aeMoMy BOMPOCY; COCTaB/eHNE NPOrpaMmbl U rpaduKa CTa*KUPOBKM C
YYETOM COCTaBa CAyLlaTeNel; 3aKN0HEHNE O NPOXOKAEHNMN CTANKMUPOBKMU:

19 |rpynnoBas CTa*KMpPOBKa 2805,0

20 | MHAMBUMAYaNnbHaA CTaXKMPOBKa 2349,0
MpaKTMKa CTYAEHTOB BbICLLIMX M CPEAHMX CNeLManbHbIX y4ebHbIx 3aBeaeHui:

21 |noAroToBKa M oOpraHusauma nNpakTMKkM ctyaeHTtoB (ao 30 AgHelt); paspaboTka nnaHa OfiHa NpaKTMKa 4860,0
NPaKTUKK, COTNacoBaHWE €ro C PYKOBOAMUTENEM MpPaKTUKKU (npeacTaBuTeniem ydebHOro
3aBefleHun); cocTaBneHuve  rpaduKa  MOCEWEeHUAs  CTPYKTYPHbIX  MNoApasgeneHui;
OpraHM3auMa NpPaKTMYECKUX 3aHATUIN; noaBefeHUe WTOroB MPAKTUKK; COCTaBAeHue
XapaKTepPUCTUKMN NPAKTUKAHTOB
MpaKTnueckne 3aHATUA:

22 | NOAroToBKa NPAKTUYECKOro 3aHATUA; COCTaB/IeHME 33[4aHUA MO BbIMOJHEHUIO U3y4aemoro OJHO 3aHATHE 1050,0
61bamMoTeuHOro npouecca, KOHTPOJ/IbHbIE BONPOCHI, TEMATUYECKUI CMUCOK nuTepaTypbl K
334aHuI0; HanMcaHWe Te3ncos
CocTtaBneHue yuebHol nporpammol:

23 |onpefeneHne cocTaBa CAylaTeneln; COCTaBNeHME TeMATUYEeCKoro nnaHa, YTOYHeHWe | oAHa Nporpamma 5733,0
nopagKa W3yvyeHus; onpeaeneHne MocAefoBaTeNbHOCTU U3NOXKEHMA TeMbl, BblAeNneHune
OCHOBHbIX BOMPOCOB; COCTaBAEHWE CMMUCKa AMTepaTypbl MO TEMaM NPOrpamMbl; HanucaHue
TEKCTa; 06CyKaeHWe NPorpammbl Ha 3aceaHUM HayYHO-METOANYECKOro COBeTa
MoceweHne 6UbAMOTEK, Bble3abl B KOMAaHAMPOBKM C LLeIbl0 U3y4YeHUA paboTbl U OKa3aHUA
MeTOAMYECKOW NOMOLLN:

24 | noAroToBKa K KOMaHAMPOBKE; YTOYHEHME CPOKOB U LeI KOMAHAMPOBKKU, O3HAKOMIEHME C oAHa 574,2
UMEIOWMMUCA AOKYMEHTaMW UM MaTepuanamu npeablaylwimx Bble3foB M nNybaMKaumii B| KOMaHAMPOBKA
neyaTu; cocTaBaeHne Nporpammsl (Na1aHa) KOMaHANPOBKK

25 |cocTaBneHne MHGOPMALMOHHOMO OT4YeTa (CnpaBKM) O MpoBeAeHHOW paboTe: cBeaeHW O OZMH OTYeT 1050,0
MecTe Bble3ga, LUenax U CPOKax KOMaHAMPOBKKU, O6bEKTax NoceleHns, aHan3 COCTOAHUA
paboTbl MO TEMe Bble34a, BbIBOAbI M NpeaioxKeHus B agpec 6ubamoTexu

26 |cocTaBfieHMe aBaHCOBOrO OTYeTa; 3ano/HeHWe oTyeTHoro 6naHka co  Bcemu OfMH OoTyeT 40,0
NPUNOXKEHNAMM; caada B byxranteputo

27 |noarotoBka MWHPOpmaLuuM Mo pesynbTaTam KOMaHAMPOBKWM (YCTHO) B CEKTope, Y | ogHa MHPopmaLms 105,0
3aBefyloLLero oTAe0M, Ha Hay4YHO-MeTOAMYECKOM COBeTe, 3acefaHnn ANpeKLmn

28 | NOAroTOBKa OTYETHOrO MaTtepuana Mo pesynbTaTaM KOMaHAMPOBKM ANA pasMelleHusa Ha | ogHa nHpopmauma 500,0
calite

29 |pas3paboTKka M cocTaBneHue y4yebHbIX NAAHOB M MPOrpamm CUCTEMbl AOMONHWUTENbHOMO | OAMH NeyaTHbIN 1200,0
npodeccroHanbHoro obpasosanua (AMNO) B oTpacan nver

30 |cocTaBneHune paboymx nporpamm Mo BHOBb BBOAMMbIM AUCUMMAMHAM, aKTyanu3auusa | OAMH neyaTHbIn 1800,0
LEeNCTBYIOLLMX NPOrpamm nner

31 | pa3paboTKa MeToaNYECKMX MAaTepmnasioB MO KOHTPOJIIO 3HAHWI 0BYYalOLLMXCA; COCTaBNEHNE |  OAMH NnevaTHbIN 360,0
LOKYMEHTOB MO NJIaHNPOBaHMIo y4ebHoro npouecca nner

32 | pas3paboTKka y4ebHO-NPOrpamMMHON AOKYMEHTaLuuMu Ans nposefeHusa 06pa3soBaTeNbHOrO | OAMH MeyaTHbIN 1800,0

npouecca, MeToAMYEcKUX pa3paboTok Mo
TeXHONOrni B yuebHOM npoLiecce

NPUMEHEHNIO HOBbIX MH¢OpMauMOHHbM

NNCT
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33 | pa3paboTKa HOPMATUBHbLIX AOKYMEHTOB, PErNaMEHTUPYIOLLMX BCE BUAbl 06pa3oBaTeNbHOM |  OAMH AOKYMEHT 3600,0
neAtenbHocTn B Gubnunoteke

34 | cocTaBfieHue 1 NOArOTOBKaA K M34aHUI0 y4ebHbIX MPOrpamm, Nocobuii, CamocToATENbHO UK OAMH NeYyaTHbIn 1800,0
COBMECTHO C ApYrvmMu nogpasaeneHnamm 6ubamorexkn nner

35 |yyactne B crneumanm3npoBaHHbIX coBeTax 6MbAnoTEKM: noAaroToBkKa ONA | oAnH AOKNaa 04HO 2400,0 1200,0
npodeccrnoHanbHOM nevaTv NybAnKaLMiA U MaTEPUANOB BbICTYMN/IEHMI Ha KOHbEepeHLMAX coobuieHune

36 | noAroToBKa K 0bcy:KaeHuto yuebHbix nporpamm AMNO K 3acegaHnsam YYeHoro coseTa 04HO 3acefaHune 2400,0

37 | cocTaBneHue KanbKyaaumm LLeH Ha NaaTHble yeayru OOMH OOKYMEHT 120,0

38 | opraHu3auuMs naaTHOro obyyeHMsa No AOroBopam Ha OKasaHWe NAaTHbIX 06pa3oBaTe/bHbIX | OAMH AOKYMEHT no dakTy
YCAYT C IOPUANYECKUMU U GU3UYECKMMU ANLLEAMU 3aTpayeHHoro

BpeMeHun

39 | noAroToBKa AOKYMEHTOB K JIMLLEH3NPOBAHMIO U aKKpeauTaumm, CBA3aHHbIe C peasiv3aunent | oauH AOKYMEHT 12000,0
6ubnnoTeKkol obpasosaTenbHbIx Nporpamm N0

40 | noAroToBKa MaTepMasnios ANA 3aHATUI B AUCTAHUMOHHON dopme OAMH Yac 3aHATUN 240,0

41 |noarotoBKka Yy4yebHbIX U y4ebHO-METOAMYECKUX MaTepuanoB A8 WX pasmelleHns B | ofHa nporpamma 1800,0
MHPOPMALMOHHO-TEIEKOMMYHUKALMOHHOM ceTn "MHTepHeT" ©n WUX cBOeBpemeHHoe
obHoBNEHNE

42 |opraHusauma yyebHoro npouecca 4na obyyarolmxca No nporpammam nNpodpeccMoHanbHoM | oAHa nporpamma 42420,0
nepenoarotoBkM 6MOAMOTEYHbIX KaApoOB: oOpraHu3aums o6pasoBaTenbHOro mnpouecca,
y4yebHO-MeToanYeckas paboTa; Hay4HO-meToAMYecKan paboTa

43 |opraHusauma yyebHoro npouecca Ana ob6ydyawolMXCA NO NpOorpammam MOBbIWEHUA | oAHa Nporpamma 21210,0

KBaMpuKaumm OGUOAMOTEYHDBIX KagpoB: oOpraHM3aums obpa3oBaTesibHOro npouecca,
y4yebHO-MeToanYeckas paboTa; HayyHO-meToAMYecKan paboTa

MpumeyaHue:

- K HOpMe BPeMEeHM MpPW COCTaBNEHUWU LOKYMEHTOB, PErIaMeHTUPYIOLMX AEATebHOCTb pecrnyb/MKaHCKUX, KpaeBbiX M 061acTHbIX
61MbAnOTEK, NPUMEHAETCA NOBbIWAOWMIN KoadduumenT 1,15;
- Bpems NpPOBeAEHUS NIeKUUN, KOHCYNbTaLMM, NPAKTUKYMOB, CTaXXMPOBOK, NPaKTMKK, NPebbiBaHNA B KOMaHAMPOBKE W NpoBeAeHun
MHPOPMaLMK MO ee pesynbTaTaM B HOPMY BPEMEHM He BXOAMT.

1.12. Pa60Tbl Hay4YHO-OPraHM3aLMOHHOr0 XapaKrepa

Tabnvua 19

N HavmeHoBaHue npouecca, onepauunun. Coctas paboTbl EpmHnua Hopma BpemeHu,
n/n n3mepeHus MUH.
1 2 3 4

MoarotoBKka M npoBeAeHWe TeopPeTMYeCKOM, Hay4yHO-MpPaKTUYEecKoW KoHdepeHuuw,

TeMaTU4YeCcKoro cemmHapa

OnpefeneHne coctaBa OPrkOMWUTETA M YYAacCTHMKOB  KOHdEpeHuun, cemuHapa; 04HO

dbopmupoBaHMe WM yTBEp)KAEHWEe  Nporpammbl W MpurnacutensHoro  buneta; meponpuaTme

OpraHM3auMOoHHbIe MEPONPUATUA (TEKYLLAA CBA3b C YYaCTHMKAMM, PAcCblIKa MaTepuanos);

NMOAroTOBKa K W34aHMIO Te3ucoB; BbIpaboTKa NpoekTa pekomeHZauun; ¢GuHaAHCOBO-

X03AWCTBEHHOE oObecrneyeHne KoHdepeHUMMU, cemUHapa (opopmaeHue nNAaTENKHbIX

LOKYMEHTOB, BCTpeYa YYacCTHWKOB, Peructpauusa, pasmelleHue B roCcTUHULE); aHanu3 u

oueHKa paboTbl KOHdepeHUUn, ceMMHapa; NoaBeLeHne UToros

KonnyecTBo y4acTHUKOB:
1 (1-100 5670,0
2 |101-150 7560,0
3 |151-450 9300,0

MoAroToBKa M NpoBeseHe ceMUHapa, MeTOAMYECKOro AHA, 3aceAaHuns "Kpyraoro ctona"
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OnpegeneHue y4yacTHUKOB, PYKOBOAWTENA, CPOKOB M MeCTa MPOBeAeHMA CemuHapa,
MEeTOAMYECKOTO AHA, 3acefanus "Kpyrnoro ctona"; onpeaeneHne KOHTUHIEHTa YYaCTHUKOB;
pa3paboTka nporpammbl; MHGOPMaLMOHHOe obecneyeHune (TeKyLasn CBA3b C y4aCTHUKaMM,
paccbiika MaTepuanos); BbipaboTKa NPOEKTa PEKOMeHAALMii; WM3[aHWe UM paccblika
NPOrpamMmbl; PErucTpaumsa y4acTHUKOB; aHaNU3 U OLeHKa CeMUHApa, METOAMUYECKOro AHS,
3acegaHun "Kpyrnoro ctona"

o4HO
meponpuaTue

Konnuectso y4acTHMKOB:

4 |1-50 1570,0
5 |[51-100 3980,0
6 |[101-150 6150,0
7 |151-450 8270,0
MoaroToBKa 3acefaHUit peaKoAnernu:
8 |yTouHeHWMe CpoOKa W MOBecTKM 3acefaHus; oTbop maTtepuanos Ana obcyxpeHua W | oAaHo 3acegaHue 560,0
NoAroTOBKa UX AN KONMPOBaHUA; onpeaesieHne ONMNOHEHTOB (PeLeH3eHTOB); ONoBELLEHNE
O 3aCedaHuM YNEeHOB PeaKONJIerMu; pacCbllKa MaTepuasnoB NO MNOBECTKe 3acefaHus;
odopmaeHNe NpeasioKeHNI, BbICKAa3aHHbIX yHaCTHUKAMM 3acefaHus
OpraHusaumsa 3acegaHnin NpobaeMHbIX KOMUCCUI, COBETOB, TBOPYECKUX KOJIJIEKTUBOB:
9 |onpeageneHve nNOBECTKM [OHA W CpOKa NpPoOBeAeHWMA 3acefaHuAa, YTOYHEeHMe CcOocCTaBa ofHO 940,0
YYaCTHUKOB; NOArOTOBKA AOKYMEHTOB, OPraHuW3aLMOHHbIE MeponpuATUA (onoBelLeHne o meponpuatme
3acefaHun, noabop matepranos); opopmMmIeHNe NPOTOKOA U peleHnn
10 | pa3paboTka MaKeTa npe3eHTaunn 414 MeponpuATUs ogHa npeseHTauma 600,0
11 | noAroToBKa NpeseHTaLnmn Ana meponpuatma ogHa npeseHTauma 600,0

MpumevaHune:

- NPV NPOBEAEHUN MEPOMPUATUIA HA MEXAYHAPOAHOM YPOBHE K HOpME BPEMEHU NPUMEHAETCA MoBbiWwalowmin koadouumeHT 2,0, Ha
depepanbHom yposHe - 1,85;
- B HOPMYy BPEeMEHM He BXOAWUT BPeMs MPOBeLEeHUA KOHPEpPeHLMU, ceMMHapa, MeTOAUYECKOro AHSA, 3acefanus "Kpyraoro ctona" m
BpeMs, CBA3aHHOE C U34aHMeM MaTepuasioB KoHbepeHUMM, CeMmHapa.

1.13. PepaktupoBaHue pykonucei

Tabnvua 20
N HavmeHoBaHue npouecca, onepauunun. Coctas paboTbl EpmHnua Hopma BpemeHu,
n/n n3mepeHua MWH.
1 2 3 4
PepaktnpoBaHue Hay4YHbIX M METOANYECKMX MaTepUanos
Mposepka M Ucnpas/ieHMe PyKOMUCK B MpoLecce NMOAroTOBKM ee K nevyaTu; obecneveHune
COOTBETCTBMA TEKCTA Hay4YHbIM W /MTepaTypHbiM TpebosaHuaMm, dopme U LeneBomy
Ha3HaYeHWI0 W3JaHMA, COrNacoBaHWe BHOCUMMbIX MCMPaB/ieHUId € aBTOpoMm; AopaboTka
pykonucu:
1 |pepakTupoBaHve MoOHOrpaduii, COOPHMKOB HAy4HbIX TPYAOB, HAYYHbIX OTYETOB, OAMH aBT. NNUCT 2840,0
NpaKTUYECKNX nocobmin
2 | pepaKTUpOBaHWE MeTOAMYECKUX MaTepuanos: MHCTPYKTUBHO-METOAMYECKUX MUCEM, OfMH aBT. INCT 2500,0
peKkoMeHaaL M, KOHCYNbTaumin, 0630poB AeaTeNbHOCTU BubanoTek
3 | pefaKkTMpoBaHME [AOKYMEHTOB, PernameHTUPYHLWMX AeATenbHOCTb 6ubAnoTek: ycTaBos, OAMH aBT. INCT 2400,0
NONIOXKEHWUN, UHCTPYKLUMIA
4 | pegakTMpoOBaHMe CTAaTUCTUYECKUX Tabauu, yyeTHbIX popm, 06pasuos OAMH aBT. INCT 1980,0
5 | pegaktuposaHue maTepnanos KOHPepeHLM: [JOKNa[0B, COObLEHNI OAMH aBT. INCT 1050,0

PepnakTupoBaHue nonynspHoro 6ubnnorpacduyeckoro nocobums, PeTPoCneKTUBHbIX Hay4HO-
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BCMOMOraTefibHbIX yKasaTtenei, 0630pos, cnpaBok, pedepaTos, aHHOTaLMIA:

6 | pemakTnpoBaHue nonynAapHbIX 6nbanorpaduyeckmx nocobwui: TEMaTUYEeCKNX OAMH aBT. AnCT 2640,0
61banorpaduyHecKkmx ykasatenen, cCnpaBo4HNKOB
7 | pefaKkTMpoOBaHWE PETPOCMNEKTUBHbIX HAY4YHO-BCMOMOTaTeNbHbIX YKa3aTenemn OAMH aBT. AnCT 2100,0
8 | pefaKkTMpoBaHME aHanUTUYecKMXx 0630pOoB, CNPABOK, aHHOTaUMK, pedepaToB, CBOAHbIX OAMH aBT. INCT 1080,0
pedepaTnBHbIX 0630POB, 3KCNpecc-UHbopMaLuit
9 | pemakTupoBaHue 6ubnumorpaduyeckoit 3anucu 0/Ha 3anucb 4,6
10 | KOHTPOJIbHOE pefaKTUpPOBaHue ofiHa 3anucb 6,2
MpumeyaHue: Npu pesakTUPOBAHUN CMELIAHHOIO TEKCTa K HOPME BPEMEHU NMPUMEHAETCA NOBbIWaoWmMi KoadduumeHT 1,1,
1.14. BcnomoraTe/ibHO-TeXHU4YecKas pabora
Tabnvua 21
N HanvmeHoBaHMe npouecca, onepauuun. CoctaB paboTbi EanHnua Hopma BpemeHu,
n/n n3mepeHusa MWH.
1 2 3 4
MalumHonu1cHble paboThbl
MonyyeHne opurMHana Ans nevyaTaHuUa U 0O3HAKOMAEHME C HUM, Habop
MeyaTaHune TeKkcTa 6e3 BEPTUKANbHOIO rpadaeHus 0ofiHa CTpaHuLa
MaLLIMHOMMUCHOTO
TeKcTa
Pasmepbl MHTepBanos:
1 |2 13,4
2 |15 17,6
3 |1 22,0
MeyaTaHWe TeKcTa Ha popmaTKax b6e3 BepTUKanbHOro rpadpaeHus OfiHa CTpaHuLa
MaLUIMHOMMUCHOrO
TeKcTa
Pa3smepbl MHTEepBanos:
4 |2 17,6
5 |15 20,8
MeyaTaHuWe TeKCTa C BEPTUKANbHbIM rpadieHnem OofiHa CTpaHuLa
MaLLMHOMMUCHOTO
TeKcTa
Pasmepbl MHTepBanos.:
6 (2 17,6
7 |15 21,0
8 |1 28,0
MeyaTaHWe TeKcTa Ha dopmaTKax C BepTUKabHbIM rpadieHnem 0fiHa CTpaHuLa
MaLLIMHOMMUCHOTO
TeKcTa
Pasmepbl MHTepBanos:
9 (2 17,6
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10 |1,5 22,0
CunTKa M KOPPEKTUPOBKA TEKCTA NOCae NeYaTaHNAa Ha MaLLUHKe:
11 |npoBepKa MPaBUAbHOCTU PACMOJIOKEHUA OTMEYaATaHHOrO TEKCTa, CBEPKA C PYKOMWUCHbIM; | OAHa cTpaHuua 4,4
KOPPEKTMPOBKa MALIMHOMMUCHOIO TEKCTa MaLLIMHOMMUCHOTO
TeKcTa
12 | cyMTKa, KOPPEKTUPOBKA M BEPCTKA of4Ha CcTpaHuua 4,4
MaLLIMHOMMUCHOTO
TeKcTa
13 | HakneuBaHMe NPaBOK o4Ha npaska 1,4
MawwnHonucHble paboTbl, BbINOAHAEMbIE B aBTOMATU3UPOBAHHOM peXnme
BBoa maTepuana B KOMnbloTep: OfiHa cTpaHuua
14 | Habop TeKcTa c iucTa 11,0
15 | Habop 6Bubnmnorpadpuyeckoro onucaHma 14,0
BbiBOA MaTepmana Ha aKpaH: ofiHa cTpaHuua
16 | npaBKa TeKCTa Ha KOMMbOTEpPe, BEPCTKA TEKCTa 8,6
17 | pepakTvpoBaHue 6ubanorpadpuyeckoro onmcaHus 2,7
18 | BbIBOA TEKCTA HA NPUHTEpP; pacnedaTKka oAHa CTpaHuua 1,6
19 | BbiBOA dOpM Tabauy, Ha 3KpaH ogHa Tabanua 11,0
20 | HanosHeHMWe Tabauy, copepRaHmem ofHa Tabnvua 1,6
HacTtpoiika TexHn4eckoro o60pyaoBaHMA 1 TEXHUYECKOE COMPOBOXKAEHNE MEPONPUATUIA:
21 | HacTpoiKa TexHuyeckoro obopyaoBaHWA O/1s MPOBEAEHMA MEpPONpUATUIA, B TOM 4ucie 04HO 120,0
TpaHcaMpyembix no cet "UHTepHet" meponpuaTme
22 | TEXHUYECKOE COMPOBOXKAEHNE MEPONPUATUI 0ofiHO 300,0
meponpuaTtne
23 | npoBeaeHue ayamo/suaeosanmcu u GoToCLEMKM MEPONPUATUIA 0ofiHO 300,0
meponpuaTme
24 | obpaboTka ayamo/smaeo/dotomatepunanos 0AMH HOCUTENb 420,0
nHpopmauum
25 | pa3paboTKa pa3nnyHbix 6a3 gaHHbIX (B[) ona BeaeHUA NpPoeKkTos oaHa b, 28800,0
26 | HanWcaHWe MHCTPYKLUMIA NO MCNONb30BaHMIo B, npoeKkToB OAMH aBT. NNUCT 18000,0
27 | TexHMueckaa noaaeprkka bl npoektos ofHa PpyHKLMA 4800,0
28 |TecTMpoBaHMe HOBbIX CMCTEM W Bepcuit mporpammHoro obecneyeHuns/nporpammHo- oAHa GyHKLMA 1800,0
annapaTHOro KOMMJEKca, WCMNo/Ab3yemoro npu peanus3auuu  MpoekToB U paboTe
nogpasgeneHusa
29 | TecTMpoBaHue NporpammHoro obecneyeHuns/nporpammHo-annapaTHOro Kommnaekca oAHa GyHKLMA 1800,0
30 |cocTaBneHve nnaHa  TeCTUPOBAHUA nporpammHoro  obecnedyeHuns/nporpaMmHo- OAMH nNnaH 2400,0
annapaTHOro Komnaekca
31 |npoBepKka COOTBETCTBUA pa3paboTaHHOro nporpamMmmHoro obecneyeHns/NpPorpammHo- ofHa GyHKUMA 480,0
annapaTHOro KOMMeKca TEXHUYECKOMY 3a4aHuI0
32 | oueHKa nporpammHoro obecneyeHuns/nporpaMmHo-annapaTHOro KOMMaeKca 04HO 25500,0
nporpammHoe
obecneyeHune
33 |cocTtaBneHue anroputma TeCcTUPOBaHMA MNpOrpammHoro obecneyeHns/nporpaMmHo- | OAWH aNropuUT™ 8400,0
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annapaTtHOro Komnnaekca

34 |co3paHve TeCcTUpYIOLWEro CKpunTa A/ NpoBeAEeHMA HarpysovyHOro TeCcTUpOBaHUA OfMH CKpUNT 600,0
nporpammuoro obecneyeHuns/nporpammHo-annapaTHOro KOMrMaeKca

35 |npoBefeHVe HarpysoyHOro TeCcTUPOBaHMA MporpammHoro obecneyeHus/NPoOrpammHo- | O4HO Harpy3oyHoe 480,0
annapaTHOro Komnaekca TecTMpoBaHue

36 |aKcnepTHasa oOUEHKa NporpaMmHoro obecnevyeHus, MNOATOTOB/AEHHOrO B  APYrMX | O4Ha 3KcnepTu3a 2400,0
OpraHM3aumMax/NporpaMmHo-annapaTHOro KOMMaeKca

37 |co3pmaHuWe anropMTtMa KOHBEPTUPOBaHMA paboumx Tabauy, 6onblworo 6ubamoTeyHoro | ogHa oTpacab BBK 2400,0
KaTtanora (BBK)

38 |HanucaHve  KoHBepTepa  AnA  npeobpasoBaHua  paboumx  Tabauy, ~ BBK B | oaHa oTpacnb BBK 4800,0
aBTOMATU3MPOBAHHYIO MHGOPMALMOHHYIO CUCTEMY JINLLEH3UPOBAHUA OTAENbHLIX BUAOB
peatensHoctu (AUC N10[) (nHTerpaumns 6GMH6NMOTEUHBIX AAHHDBIX)

39 | npeobpaszoBaHMeE METOANYECKUX SAHHbIX 3/IEKTPOHHOIO KaTasiora Ana nepesaym ogHO 1440,0

KOHBEpTMpOBaHMe

MpumeyaHue: npyu Habope TeKCTa Ha KOMMbIOTEPE C NAaTUHCKMM WPUGTOM K HOpme

KoapdpuumeHT 1,3.

1.15. Pa6oTa no opraHM3auumn Tpyaa v ynpasieHUto

BpeMEHN nNpumeHAeTCA I'IOBbILLlaK)LIJ,VII‘;I

LHEeBHUKa paboTbl 6ubnnoTekaps

Tabnvua 22
N HanvmeHoBaHMe npouecca, onepauuun. CoctaB paboTbi EanHnua Hopma BpemeHu,
n/n n3mepeHusa MWH.
1 2 3 4
MnaHnpoBaHue paboTbl
C6op, aHanu3 McxoaHOM MHGOPMALMMK; onpeaeneHne OCHOBHbIX 3a4ay roga, YTOYHeHue OAMH NnaH
CPOKOB BbIMOJIHEHWNSA 334aHUM, HaNUCaHNe OOBbACHUTENbHOWM 3anNUCKKU; NOArOTOBKA NPOEKTa
naaHa K ObBCY)KAEHUIO Ha BCEX YPOBHSAX, A0paboTKa nocne obcyKaeHUs; npeacTaBieHne
N/jiaHa Ha corflacoBaHue 1 yTBepXKaeHue:
1 | nnaHa 6ubnanoTekmn 6240,0
2 nnaHa Komnsekca/ynpasneHus 4800,0
3 naaHa otaena, cektopa 2740,0
4 | tHAMBMAYANbHOIO NAaHa 370,0
ExkefiHeBHbIM y4eT paboTbl B CTPYKTYPHbIX NOAPA3AENEHUAX:
5 | cTaTUCTMUYECKWiA yYeT 3anncaBLLUMXCA (NepeperncTpMpoBaBLUMXCA) YuTaTenein ofiHa 3anucb 2,8
6 | CTaTUCTUYECKUI yYeT KHUToBbIAaY, NoCeLeHunl’ ofiHa 3anucb 8,6
7 | yyeT nHdopmaLmoHHO-6ubanorpaduyeckoi paboTbl No ycTaHoBAEHHOMU dpopme 0ofiHa 3anucb 2,7
8 | yyeT BbIMONHEHHbIX CPaBOK ofiHa 3anucb 2,7
E)KegHeBHbIN yYeT abOHEHTOB, NO/b3YOWMXCSA Nporpammammn MBA:
9 CTAaTUCTUYECKUI yyeT aboHeHTOB, nonb3ytowmxca MBA o4Ha 3anucb 2,7
10 | cTaTUCTUYECKMI yYeT NONYYEHHbIX 3aKa30B, BblAaHHbIX JOKYMEHTOB ofiHa 3anucb 9,8
11 |cTaTUCTUYECKMIA yYeT 3aKa30B, NepeHanpaBieHHbIX B Apyrue 6ubnmorekn 0ofiHa 3anucb 2,7
12 |3anucb utoros paboTbl B "[HeBHUK paboTbl" NnoapasaeneHus 6ubaMoTexkn ofiHa 3anuncb 3,2
13 |unHAMBMAYa/NbHBIN Y4YeT: eXefHEeBHOe 3arofIHeHMe JIMCTKA yyeTa Tpydosatpat uau ofiHa 3anucb 15,0
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CBOAHbIV CTaTUCTMYECKMIA y4ET No BubamoTeke

Yucno umtatenem, KHUroBblAay, NOCELLeHNA; NoABEAEHME UTOMOB CTAaTUCTUYECKUX AaHHbIX
no 6ubnunoteke:

O4Ha 3anncb

14 | mecay, 528,0
15 |kBapTan 792,0
16 |rop 1080,0
CTaTUCTUYECKU yYeT B pexkmume AC:
17 |BBOA CTAaTUCTUYECKUX AAHHbIX C KOHTPO/IbHOrO ANCTA OAMH NNCT 0,16
18 |cBOAHbIA CTAaTUCTMYECKUI y4yeT no 6ubanoTeke (4McNo uuTaTeneld, KHUIoBblZau, oAHa Tabnuvua 0,27
noceuieHui)
MoaseAeHWe UTOroB CTAaTUCTUYECKUX AaHHbIX No bubanoTeke: ofHa Tabaunua
19 | mecay 0,27
20 | kBapTan 0,27
21 |rop 0,27
CocTaBneHue OT4eToB:
22 | npvem NNaHOBO-OTYETHbIX AOKYMEHTOB OT CTPYKTYPHbIX MNOApa3feNeHuii C NpPOBEpPKOM |  OAMH AOKYMEHT 60,0
NONHOTbI COCTaBa; COCTaB/IEHNE CBOAHOM Tab/iMLbl OCHOBHbIX MOKa3aTenemn
CoctaBneHve aHa/NUMTMYECKOro OT4yeTa: aHanu3  AeATeNbHOCTM  NOoApasgeneHvuii  wu OfWH OoTYeT
61MBNMOTEKM, OTMETKA W3MEHEHMW 3a rof, HanuMcaHuWe TeKCTa, NpeAacTaBAeHMe Ha
COrN1acoBaHMeE N yTBEPXKAEHME:!
23 | otyeT BMbAMOTEKM 3@ rog, 3980,0
24 | oTyeT oTAeNa, CEeKTopa 3a rof, 1320,0
25 | MHAMBMAYANbHBIN OTYET 3a ro, 586,0
CocTtaBneHue ¢pUHaHCOBbIX 0T4eTOB 06 OnaaTe No BUAAM NAATHbIX YCAYT: OfVMH OoTYeT
26 |3a mecay, 510,0
27 |3aKBapTan 840,0
OT4yeT nepes UNTaTeNAMMU U HaceNEHNEM:
28 |onpepeneHne CpokKa NpoBefeHWA OTyeTa, NOBECTKM [HA, OMNOBELleHWe O AHe oTyeTa 0ofiHO 1580,0
yuTaTenen, HaceneHusa, BbINYCK CTeHraseTbl, OpOpM/IeHWe MPOTOKONA, 3aMeyaHul WU meponpuaTtne
npeasoXeHuit YntTaTenen, HaceneHus, cCocTaBneHme naaHa ux peanmsauum
MoAroToBKa NPOM3BOACTBEHHbIX COBELLLAHMIA
OnpepeneHne MOBECTKM [OHA, Kpyra YYaCTHMKOB, TMOArOTOBKA CMpaBKW, APYrUx | O[HO coBellaHue
MepONpUATUIA, NPOEKTa pelleHus, ONOBELLEHMEe YYACTHMKOB COBELLaHMA, MOAroTOBKA
nomeLLeHuns:
29 | coBelaHne paboTHUKOB BUBANOTEKM 320,0
30 |coBelaHue paboTHMKOB OTAENA 264,0
31 |coBelwaHWe MO WTOramM MPUHATbIX PELWEHUn C Lenbld OLEHKM WX pe3ynbTaTos, | OAHO COBellaHue 27,0
NPOM3BOACTBEHHbIE COBELLAHMA NO UTOraM roja
32 | onepaTtuBHOE coBeLLaHME (ONA peLleHns TeKYLLMX NPOM3BOACTBEHHbIX 3a4a4) OfIHO coBellaHune 60,0
OpraHu13aLMoHHO-onepaTMBHas pabora:
33 | poKymeHTanbHoe odopmaeHne pexnuma paboTbl otaena (coctasneHue rpaduka paboTbl, | OAMH LOKYMEHT 360,0
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OTNyCKOB)

34 |obecneyeHne KOHTPONA 33 BbINOJHEHMEM MPOU3BOACTBEHHOIO 3aJaHWA U KAYecTBOM OflHO 3afaHne 15,0
paboTbl
35 | obecneyeHne KOHTPONA 33 UCMONHEHMEM YNPABEHYECKOrO peLleHuns, NPMKasa, YKa3aHua | OAMH AOKYMEHT 15,0
OMPEKTOpPa, 3aMecTUTENA AUPEKTOpPA, 3aB. OTAE/I0M
36 |3ak/ilo4eHWe, npojsieHne porosopa ¢ Gupmamu, nNpeanpUATUAMM, OPraHU3aLMUAMMU, OfVIH OrOBOP 840,0
YaCTHbIMM NpeanpUHUMATENAMMU
37 | cocTaBneHue KanbKynaunnM LLeH Ha NAaTHbIe YCayru OfVH JOKYMEHT 3340,0
38 | BbINUCbIBaHWE CYETA, KBUTAHLUN OAVH AOKYMEHT 13,4
39 | cBepKa onnatbl CHETOB OOVH AOKYMEHT 13,8
[enonpoun3BoacTso:
40 | npuem 1 perucTpaumsa BXoasLLen KoppecnoHAeHUUN OOMH OOKYMEHT 15,0
41 | KonupoBaHWe/CcKaHMpPOBaHUE AOKYMEHTOB OAMH AOKYMEHT 15,0
42 | otnpaska/nonyyermne hbakcosbIX KOMNUN JOKYMEHTOB OAVH OOKYMEHT 30,0
43 | obecneyeHne KOHTPONA 3a CBOEBPEMEHHBIM UCMOIHEHUEM AOKYMEHTA OfVH [OKYMEHT 15,0
44 | cucTeMaTM3aumMA U NOALWMBKA UCNONHEHHbIX AOKYMEHTOB B COOTBETCTBUM C HOMEHKNATYPOW |  OAWH AOKYMEHT 30,0
nen
PaboTa B pexxkume AC:
45 | perucrpaums BXoAALwWwen KOppecnoHAeHLUN: OJHa KapToyKa 15,0
46 |obecneyeHue KOHTPONA 3a WCNOJSIHEHWEM [LOKYMEHTA: BblBOL Ha 3KpaH KOHTPOJAbHOWM 0ofiHa 3anucb 7,0
KapTO4KM; BBOA, B Hee MHbOopMaL M 06 UCMONHEHUMN
47 | pelseHne XO3AMUCTBEHHbIX BOMPOCOB (Mogaya 3aABOK HA YCTpaHeHMe HewucnpaBHOCTel OAMH BoMpoC 30,0
pabounx NomeLLEeHNIM, 3aKa3 M NoayYeHMEe KaHLLeNAPCKMX TOBAPOB U APYrMX MaTepuanos co
CKnaga)
B3aumopeictene mexay CTPYKTYPHbIMWU NOAPA3AENEHUAMM:
48 | cocTaBneHue 3anpocoB, TpeboBaHUIM, MOACHUTENbHbIX 3aMUCOK U CYKeBHbIX 3aNnUCOK OAVH AOKYMEHT 20,0
49 |nopgava 3anpocoB, TpeboBaHWI, MNOACHUTENbHbIX 3aNUCOK W CAYXKEOHbIX 3anncoK B| OAWMH AOKYMEHT 25,0
neyaTtHou popme
50 |nomaya 3anpocos, TpebOBaHWI, NOACHWUTENbHbLIX 3aNWCOK M CAYKEBHbIX 3anUCOK B | OAMH AOKYMEHT 10,0
3/IeKTPOHHOM Ppopme
51 |obecneyeHne KOHTPOAA 32 UCMONHEHWEM 3aMPOCOB, TPebOoBaHUIN, NOACHUTENbHbIX 3aNUCOK | OAMH AOKYMEHT 40,0
N cny»KebHbIX 3anNncoK
MpumeyaHue: Bpems NpoBeAeHUA 0TYeTa Nepes, YNTaTeNamm, HaceneHem, COBELLAHNI B HOPMY BPEMEHU He BXOAWT.
2. Tunosble oTpacaeBble HOPMbI TPYAA Ha PaboTbl, BbINOAHAEMbIE B rOCYyAapCTBEHHbIX (MYHULMNANbHbIX) 6ubanoTeKax
(Ha ocHOBe aBTOMATM3UPOBAHHbIX CUCTEM YNPABAEHMUA NPOLEeCcCamm)
2.1. KomnnektoBaHue ¢oHA0B
Tabnvua 23
N HanmeHoBaHwMe npouecca, onepauun. Coctas paboTbl EamHnua Hopma BpemeHu,
n/n n3mepeHus MWH.
1 2 3 4
1 |npuem u otbop anAa GOHAOB HOBbIX MOCTYNAEHWUI, NMONYYEHHbIX MO COMPOBOAUTENBHOMY |  OAMH AOKYMEHT 3,6

OOKYMEHTY - IMCTY roCyAapCTBEHHOW perncrTpaumnm
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2 | TexHMyecKan 06paboTKa JOKYMEHTOB OAVH AOKYMEHT 4,5
3 BBOJ, AOKYMEHTOB B 6a3y AaHHbIX (B/) OOMH OOKYMEHT 4,5
2.2. bubauorpadurueckoe onucaHue U UHAEKCUPOBAHUE AOKYMEHTOB
Tabnuua 24
N HanmeHoBaHwue npouecca, onepauun. Coctas paboTbl EamHnua Hopma BpemeHu,
n/n n3mepeHua MW/H.
1 2 3 4
1 |dopmupoBaHme 6ubanorpaduyeckon 3anmMcu Ha AOKYMEHTbl Ha PYCCKOM  A3blKe O/Ha 3anucb 18,0
(onucaTenbHan KaTanormsayms)
2 | bopmupoBaHue bubanorpadpuyeckon 3anmucu Ha JOKYMEHTbI Ha MHOCTPAHHbIX €BPONENCKUX O/Ha 3anucb 27,0
A3bIKaxX M A3bIKax HapoAoB Poccun, Kpome pyccKkoro (onucatenbHaa KaTanormMsaumsa)
3 | dopmupoBaHue 6ubavorpaduyeckolt 3anucM Ha cTaponeyaTHble KHWIM U pyKonucu 0/Ha 3anucb 60,0
(onuncaTtenbHan 1 copepKaTeNbHanA KaTasornsauua)
4 | HOEeKCMpPOBaHUE AOKYMEHTOB (CofepiKaTe/ibHas KaTanorusaums) ofiHa 3anucb 18,0
5 | dopmupoBaHue aBTOPUTETHON 3anucK (Ha UMeHa ML, HAUMEHOBaHWI OpraHU3aLunii) 0/1Ha 3anucb 30,0
6 | dopmupoBaHue AaHHbIX B POHA0BOM 3anucK 0/Ha 3anucb 5,0
2.3. Pabora c Katanoramu
Tabnvua 25
N HavmeHoBaHue npouecca, onepauunun. Coctas paboTbl EpmHnua Hopma BpemeHu,
n/n n3mepeHus MUH.
1 2 3 4
1 | pasbop KapToveK A4 PacCTaHOBKM B andaBUTHbIE KaTanorm 0/flHa KapTouKa 0,2
PepaktnpoBaHue reHepanbHOro andaBUTHOrO KaTanora: OflHa KapTouKa
2 | KaTanor - cTapbivi pag, (go 2000 roaa); 1,0
3 | kaTtanor - HoBbIN pag (c 2000 roaa); 0,5
4 | KaTanor - UHOCTPaHHbIEe eBPONencKue A3bIKK U A3bIKM HapoaoB Poccum, Kpome pyccKkoro 1,0
5 | pa3bop KapToyek AN pacCTaHOBKM B CUCTEMATUYECKME KaTanoru 0/lHa KapTouKa 0,3
6 | pemakTMpoBaHue FeHepanbHOro cucTemaTuyeckoro Katanora (FCK) OJHa KapTouKa 0,5
7 | peAaKTMpOBaHWe OpWUrMHan-maketTa 6ubnvorpaduueckmx 3anuceit (b3) Ha opHouyacTHble |  OAHA KapTOYKa 0,3
LOKYMEHTbI
8 | pepaKkTMpoBaHMe opuUrmHan-makeTa b3 Ha MHOro4acTHble JOKYMEHTbI O/lHa KapTouKa 0,45
9 | pefakTMpoBaHWe 3anuceil Ha eAMHULBI XpaHEHUA B nporpammHoe obecneveHun (MO) no 0/iHa 3anucb 5,4
M3BELEHNAM O BHECEHUW WU3MEHEHWW B KaTaloru, MOMYYEHHbIM U3 TEXHO/IOTMYECKOro
otaena (TO)
PepaktuposaHue b3 petpokoHBepcun B MO (KOHTpOAbHbIE NOAA popmaTa M TeKcTa b3): 0fHa 3anucb
10 | peaakTMpoBaHWe KOHTPO/IbHBIX Nonel popmara 5,4
11 |pepakTMpoBaHue TekcTa b3 5,4
12 | pepakTupoBaHue 6ubnunorpacduyeckmx sanucein (b3) 8 MO (BBegeHne nHaekcos BBK B B3 ofiHa 3anuncb 5,4
peTpoKoHBEpPCUM)
13 | dopmumposaHue B3 B MO c MCNonb3oBaHNEM CBOAHOIO KaTanora 6ubamorek Poccum 0fHa 3anuco 12,0
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14 | pepaktuposaHue b3 Ha mHOrovacTHble 4oKymeHTOB B [10 0fHa 3anucb 12,0
2.4. Pabora c poHAOM
Tabnvua 26
N HavmeHoBaHuMe npouecca, onepauunun. Coctas paboTbl EanHnua Hopma BpemeHu,
n/n n3mepeHua MWH.
1 2 3 4
MoarotoBuTensbHas pabora:
1 | noaroTtoBKa paboumx mect ofHo paboyee 5,0
MecTo
2 | nonyyeHue fOKYMEHTOB C BbICTAaBKM HOBbIX MOCTYNAEHWUI (MPU y4acTum 4-x YenoBeK) ofHa naptusa (100 16,0
OOKYMEHTOB)
3 NnpWem HOBbIX NOCTYMNJ/IEHUI B Nporpamme nepeaaym ofHa napTtusa (100 12,0
OOKYMEHTOB)
O6paboTKa HOBbIX MOCTYN/IEHWIA:
4 | nepBMYHbIN Pa3bop HOBbLIX NOCTYNNEHUM ofHa napTua (100 26,0
[OOKYMEHTOB)
5 pa3bop AOKYMEHTOB A/1A OnNpeaeNeHns pacCTaHOBOUYHbIX WNpPoB ofHa napTtusa (100 1,0
OOKYMEHTOB)
6 | npepBapuTenbHan cUCTEMATM3ALMA LOKYMEHTOB rpynnoBoi obpaboTku ana onpegenexus | ogHa naptma (100 1,0
NOJIOYHOTO MHAEKCA OOKYMEHTOB)
LLindposKa fLOKYMEHTOB: OfVH [OKYMEHT
7 | casyma wudpamu (1 - "BUpTyanbHbIin") 1,0
8 | 6e3 wnudpa 1,8
9 |pocbinbl 3,6
10 |BBopg wudpa 0,5
LLindposKa OKYMEHTOB rpynnoBoit 06paboTku: OAMVH AOKYMEHT
11 |npeaBapuTenbHas cucTemMatusauma (BBOA MHAEKCA OTPACAN 3HaHWUA No Tabamuam BBK B 3K) 1,0
12 | aetanbHaa cuctematmsaumn (BBoA, Noao4YHOro nHaekca 6BK B 3K) 1,0
13 | 06bpaboTKa JOKYMEHTOB Ha MHOCTPAHHbIX €BPOMNENCKUX A3bIKaxX OfVH IOKYMEHT 3,6
14 |obpaboTKa AOKYMEHTOB Ha HALUMOHANbHbIX A3blKax HapoaoB cybbekToB Poccuiickon | oAWH JOKYMEHT 4,5
Pepepaunu
15 | npuem n obpaboTka gokymeHToB XVIII - XIX BB. OAWNH JOKYMEHT 8,0
16 |[npuem UM 06paboTKa OTEYECTBEHHbIX MepPUOAMYECKUX W34AHWUIA U3 3ana  TeKyWwmX | OAWH LOKYMEHT 1,8
nepuoanYecKux usganuin (3TNun)
17 | npuem n 06paboTKa MHOCTPAHHbIX NePUOAUYECKUX U3aaHni u3 3TMN OAMH AOKYMEHT 1,8
18 | nepewndpoBKa JOKYMEHTOB OOMH AOKYMEHT 27,0
19 |BBOpA 6ap-kKo4a fOKymeHTa B IK OOMH AOKYMEHT 2,6
20 |nepepaya LOKYMeHTOB B poHA Bubnnotekn (PB) opHa naptua (100 26,0
AOKYMEHTOB)
O6cnyKmBaHue yntaTenen n aboHeHTos B Pb:
21 | BbINOSHEeHWe TpeboBaHWUM, NOCTYNUBLLMX MO 3EKTPOHHOMY 3aKasy 0AHO TpeboBaHue 1,0
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22 | B3aMMOpacHeT CO CTPYKTYPHbIMM Noapa3aeneHnamm 6ubamnoTeku opHa naptua (100 14,0
OOKYMEHTOB)
23 | paboTa ¢ 3a40/1KEHHOCTbIO OAMH AOKYMEHT 1,8
CoxpaHHOCTb poHAO0B:
24 | NOAroTOBKA AOKYMEHTOB Ha MUKPOPUIbMUPOBAHME U CKAHUPOBaHME OAVH AOKYMEHT 5,4
25 | nepepfaya LOKYMEHTOB Ha MUKPODUIbMUPOBAHME N CKAHUPOBaHME oZHa naptua (20 16,0
OOKYMEHTOB)
CBepKa GoHAa C 3N1eKTPOHHbIM KaTanorom (3K): OfVH JOKYMEHT
26 | oAHOYACTHbIE AOKYMEHTOB 1,8
27 | MHOro4acTHble JOKYMEHTOB 3,6
28 | npoBepKa A0CTyna K 3aNeKTPOHHOMY pecypcy OAMH AOKYMEHT 5,4
MepeBoa AOKyMeHTOB B LMbpoBOoi dopmarT:
29 | npuem/nepegava neyaTHbIX M3[aHNM n3 otaena boHOoaepKaTens no| OAWH AOKYMEHT 0,9
aBTOMaTU3MPOBAHHOM Nporpamme nepegad
30 |cBepKa NONyYeHHbIX AOKYMEHTOB C 3/1EKTPOHHbIM KaTaNoroM U pacnpegefieHne 3ak1agoKk € | OAUH AOKYMEHT 3,3
nmeHem ¢aiisia No NevyaTHbIM OpUrMHanam
31 |pacnpegeneHne neyaTHbIX [OOKYMEHTOB MeXAy onepaTtopamMu cKaHuMpoBaHus (40 ogHa napTma 55,0
[OOKYMEHTOB)
32 | cCKaHMpOBaAHME NeYaTHbIX 4OKYMEHTOB B NO/IHOLLBETHOM peXMMeE oAHa CTpaHuua 0,33
33 | KonNMpoBaHMe ONepaToOPOM 3/IEKTPOHHOM KOMUKN OTCKAaHMPOBAHHOTO AOKYMEHTA Ha CepBeEp OOVH ALOKYMEHT 30,0
34 | 06paboTKa 3NEKTPOHHOM KOMUM OTCKAHNMPOBAHHOIO N3AaHUA OflHa CTpaHuua 2,5
35 | KonupoBaHMe onepaTopom 06PaBOTKM TOTOBOW 3INEKTPOHHOM KOMUM OTCKAHWMPOBAHHOTMO |  OAMH AOKYMEHT 30,0
n3aaHua ¢ paboyen cTaHLMKU Ha cepsep
36 |BepuomnKauma (NpoBepKa C NOMOLLbIO A0KA3aTEeIbCTB) U KOHTPO/Ib KaYecTBa 06paboTaHHbIX |  OA4MH AOKYMEHT 10,0
3NEKTPOHHbIX KOMUI NeYaTHbIX U34aHUI
37 | pacnosHaBaHue TekcTa u co3ganune MNAP-painoB 3N1eKTPOHHbBIX KONUIN NeYaTHbIX U34aHNIM OfVH JOKYMEHT 35,0
38 | KonupoBaHue pacno3HaHHbix MAP-bakinoB 3NEKTPOHHbLIX KOMWI MeyaTHbIX WM3JaHWWA B | OAMH AOKYMEHT 6,0
TEXHOJIOTMYECKYHO NankKy ANs Aa/ibHenwWwen 3arpy3Ku Ha cepeep
2.5. O6¢cny>KnBaHue MHOropoAHUX abOHEHTOB B LIEHTPE AUCTAaHLLMOHHOro obpa3soBaHua (LLA0) u MBA
Tabnuua 27
N HanmeHoBaHwMe npouecca, onepauun. Coctas paboTbl EamHnua Hopma BpemeHu,
n/n M3MepeHua MWH.
1 2 3 4
1 |noaroTosKa pabounx mect ofHO pabouee 4,2
MecTo
2 | NPOCMOTP 3NEKTPOHHOM NOYTbI, O3HAKOMJIEHWE C MOCTYNMUBLIMMMU COOBLLEHNAMM 0 HO coobuieHmne 26,0
3 | peructpaums aboHeHTOB OAMH aboHeHT 4,5
4 | npuem 3aKa3oB OoT abOHEHTOB Yepe3 aBTOMATU3UPOBAHHYIO CUCTEMY NOpTana ynpaBaeHus OfIMH 3aKas 2,7
LONONHUTENbHOro obcnykmBarua (Y40)
MpoBepKka MO 3NEKTPOHHOMY KaTanory Hanuuua AOKymeHTa B ¢oHAax, NpocTaBneHue | OAWH AOKYMEHT
wuopa Ha bnaHKe-3aKasze:
5 | 6e3 6ubanorpadpuyeckon 4opaboTkm 3,6
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6 | c bubnnorpadpuueckoit nopaboTkoi 17,0
7 | npyem poKymMeHTOB OT 0TAE/N0B poHAoAeprKaTeNel OJAMH peiic (u3 dB) 9,0
8 | nogrotoBka v opopmieHne LOKYMEHTOB K Bblgaye OfVH JOKYMEHT 2,7
9 | popmupoBaHME KaNbKyNAaLMM HA ONAATy YCAYrM Ha BblAayvy KONUM LOKYMEHTA MO 3anpocy | OAHa CTpaHuua 1,0
aboHeHTa
10 |npoBepKa NOCTyn/ieHMA NaaTexa No Bugam onnatbl oJHa 3anaBKa 1,0
11 | pervcTpauma BblAauyn AOKYMEHTOB B aBTOMATU3UPOBAHHOM cucTeme OfVH JOKYMEHT 1,8
12 | oTnpaBka baHaeponei o4Ha baHaeponb 4,4
13 | coctaBneHve onucK NOAroTOB/EHHbIX K OTNpaBaeHuto baHaeponei 0ofiHa 3anucb 2,7
14 |TpaHcnopTUpoBKa baHaeponel B NoapasaenieHne oTNPaBKu 3aKasHbix baHaeponen ofiHa mapTua 9,0
15 | npuem [OKYMEHTOB, BO3BPALLEHHbIX abOHEHTaMK OOMH OOKYMEHT 2,8
16 | paboTa c oTKazamu OAMH OTKa3 2,7
17 | opraHu3auma n BefeHue KapToTek O Ha KapTouyKa 1,0
/oAvH 6naHK-3aKas
18 | pacneyaTka guccepTauum U3 31EKTPOHHON Basbl guccepTaumii No 3akasy aboHeHTa OAMH NUCT 1,0
19 | KOHTPOAb 3a NoraweHnem 3a40/IKEHHOCTH 0AVH aboHeHT 14,0
20 | NOMWCK Henoay4yeHHbIX baHaeponen ofHa baHgeponb 55,0
21 | BO3BpaT OWMOOYHO 3aCNaHHbIX JOKYMEHTOB ofHa baHgeposb 3,5
22 |chnpaBKM UM KOHCynbTaumm 06 ycnosuax obcayxuBaHMs aboHeHTOB, no paboTe ofHa 9,0
aBTOMATU3NPOBaAHHOM cuctembl LAO n MBA KOHCY/bTaLMA
2.6. CnpaBouHo-6ubnnorpadpuueckoe obcayxmsaHue
Tabnuua 28
N HanmeHoBaHwue npouecca, onepauun. Coctas paboTbl EanHnua Hopma BpemeHu,
n/n n3mepeHua MWH.
1 2 3 4
BbinonHeHWe yCTHbIX Bubanorpapuyecknx cnpaBok:
1 |noarotosKa paboumx mect exXeaHeBHO 13,0
2 | eXeOHEBHbIM CTAaTUCTMYECKUIM Yy4yeT CcnpaBoYHO-6mubavorpaduyeckoro obcnyKMBaHUsA eXeZlHEeBHO 13,5
yutaTenen
3 | M3yyeHuMe oTpuLUATE/IbHbIX OTBETOB Ha bMbanorpaduyeckme 3anpochl C LEebio BbiABAEHUA OAMH 13,5
6paka OTpULATENbHbIN
oTBeT
4 | npuem 3anpoca Ha BbINosHeHMe Bubanorpadpuyeckon cnpasku OAMH 3anpoc 10,0
5 | odopmneHne KOHTPONBbHOrO IMCTKA NONb30BaTENA OAMH 1,0
nosb3oBaTenb
6 | Tematnyeckan yctHas 6ubnunorpaduyeckan cnpaska oJHa crnpasKa 17,0
7 | appecHas ycTHaA cnpasKa oJHa crnpasKa 8,0
8 | yTouHsAowWan ycTHaa bubamorpaduyeckan cnpaBka OfiHa crpaBKa 18,0
9 | daKkTorpadmuyeckan yctHaa bubamorpaduyeckas cnpaBka oJHa crnpasKa 15,0

KoHcynbTauum:

opHa
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KOHCY/bTalUuAa

10 | 6ubnunorpaduyeckan 10,0

11 | opueHTMpylOWan 6,0

12 | BcnomoraTesibHO-TEXHUYECKanA 3,0

13 | 6ubanorpaduueckan/daktorpaduueckan cnpaska OflHa crpaBKa 12,0
BbInosHeHWE NUCbMEHHbIX BUbMorpadpuyecknx cnpaBok:

14 | npuem u pernctpauma NMCbMEHHOr0 3anNpoca B OPraHM3auMoHHON rpynne OJ4MH 3anpoc 3,0

15 | gucneTyepmsaumsa NUCbMEHHbIX 3anpocoB B rpynne CBO eXXeHeBHO 60,0

16 |peruncrpauma 3anpoca B XKypHaae yyeTa NMCbMeHHbIX cnpaBok rpynnbl CBO 0fHa 3anuco 3,0
MncbmeHHan TemaTnyeckan cnpasKa:

17 |TemaTuyeckas cnpaBka 1-i cTeneHuM CAOXKHOCTM: A0 25 Has3BaHWI, C MNPOCMOTPOM O/ Ha crnpasBKa 1200,0
6ubnmorpadmyecKkmMx NCTOYHUKOB

18 |TemaTuyecKas cnpaBka 2-i CTEMEeHW C/OMKHOCTWU: CBbiwe 25 Ha3BaHWI, C NPOCMOTPOM O/ Ha crnpaBKa 2900,0
61baMorpadnYecKkmx 1 TEKCTOBbIX UCTOYHUKOB

19 | nMcbMeHHas yTouHAwas bubnmorpaduyeckas cnpaska OofiHa crnpaBkKa 360,0

20 | nMCbmeHHasa aApecHas cnpaBka OofiHa crnpaBkKa 120,0

21 | nMcbmeHHas ¢aKTorpadpuyeckas cnpasKa O/ Ha crnpasBKa 360,0
MncbmeHHble KOHCYyAbTaUNUN: oAHa

KOHCynbTauua

22 | 6ubnunorpaduryeckan 480,0

23 | opueHTUpylOLWAn 480,0

24 | KOHcyIbTaUMA-KIMLWe 240,0
PenakTnpoBaHue BbIMOAHEHHbIX MUCbMEHHbIX CPaBOK:

25 | appecHas NnMCbMeHHan cnpaBkKa OJHa crnpaBKa 9,0
TemaTmyeckan NMCbMeHHas cnpasKa: OflHa cripaBKa

26 | 1-M cTENEHU CNOXKHOCTH 18,0

27 | 2-7 cTeneHn CNOXHOCTH 48,0

28 | yTOYHAOLWAA MMCbMEHHAA CNpaBKa OJHa cripaBKa 8,0

29 | dakTOorpaduyeckas NMCbMeHHas crpasKa oJHa crnpaBKka 8,0

30 |peructpaums BbINONIHEHHOM NMMCbMEHHOW  CMpPaBkM B rpynne  CNpaBOYHO- ofiHa 3anucb 3,0
6ubanorpaduyeckoro obcnykmeaHua (CBO) B xypHane yyeta NMMCbMEHHbIX 3aNpocoB

31 | peructpauua BbINONHEHHOW NUCbMEHHOM CNPaBKW B OpraHn3aLMoHHou rpynne CBO ofiHa 3anucb 2,0

32 | odopmneHue n nepegaya/oTnpasneHne oTBeTa 3aKasumnKy OAMH 3anpoc 12,0
BupTyanbHas cnpaBoyHasa ciyxba:

33 | BUpTyanbHasa TemaTuyeckan cnpasBKka OJHa crnpaBKa 18,0

34 | BupTyanbHasA afpecHan cnpaBKka OfiHa crpaBKa 7,0

35 | BupTyanbHasa yToYHAOLWAA cnpaBKa oJHa crnpasKa 18,0

36 | BUPTyanbHaA OPUEHTUPYIOLLLAA CNPaBKa OJHa crnpaBKa 6,0
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37 | BupTyanbHas ¢akTorpadumyeckas cnpaBka oJHa crnpasKa 15,0
38 | odopmieHuMe oTBETA Ha 3anNpocC YMTaTens 04HO NUCbMO 6,0
39 | nononHeHWe apxmBa BbINOJHEHHbIX CNPaBOK ("ba3bl 3HaHMIA") OflHa crpaBKa 11,0
40 | ckaHMpoBaHUe AoKymeHToB 13 PpoHaoB CBO no 3akazam nosb3osaTenen ofHa cTpaHuua 3,0
KoHcynbTaumm: oAHa
KOHCyNbTaLmA
41 | 6ubnnorpaduyeckas 10,0
42 | opueHTMpytoLWan 10,0
43 | KOHCYAbTaUMA-KAULIE 5,0
44 | KoOpAMHALMA U gUcheTiepu3aLmn BbiNOJHEHWUA BUPTYaIbHbIX CNPaBOK OZLHO MUCbMO 12,0
Bubnunorpadpuyeckoe obydyeHne nonbsosaTtenen: oAHa
KOHCyNbTaLmA
45 | meTogmnyecKas 10,0
46 | TemaTnyecKasn 15,0
47 |nogroTtoBka 6ubanorpaduueckoro o63o0pa/obyyalollero MeponpuATUA MO  METOAMKE 0AHO 2400,0
dopmupoBaHua 6bubnauorpaduyeckoir 3anucu, paboTbl C KaTasoramu, nNo MeToAMKe Mmeponpuatne
6ubnunorpadmyeckoro onucaHusa, bubamorpadmMyeckMmu MUCTOYHMKAMKU GOPMUPOBAHMA
CMUCKA INTepaTypbl K Hay4HoM paboTe
48 | nposeaeHue 6ubanorpaduyeckoro ob63opa/obydatoLiero meponpuaTma (no nyHkTy 39) 0AiHO 60,0
MmeponpuaTme
IKcKypcum no poHAam u cnpaBoyHo-6mubanorpaduyeckomy annapaty (CBA) LIBC: 0/ HA 3KCKypCUua
49 | noprotoBKa 480,0
50 |nposeaeHune 60,0
BefieHue cnpaBo4HO-6MbAMorpapuyeckoro annapara:
51 |BeaeHWe apxvBa BbINOJHEHHbIX CMPABOK B 31IEKTPOHHbIN PEXUM O/lHa CripaBKa 8,0
52 | BBOA KapToTek B 6a3y AaHHbIX (B) 0fHa KapTouKa 6,0
BbicTaBoyHan paboTa: O/lHa BbICTaBKa
53 | pa3paboTKa nnaHa opraHM3aumMmn U SKCMOHNPOBAHNSA TEMATUYECKOW BbICTaBKM 2160,0
54 | NoAroToBKa CONPOBOAMUTENIbHOM AOKYMEHTALMM K BbICTAaBKE, STUKETAXY 360,0
55 | MOHTaX BbICTaBKM 480,0
56 |4eMOHTaK BbICTaBKM 240,0
57 |co3paHue adui, 06bABNEHMI, NPOrpaMm A8 NPOBeAEHUA BbICTaBOK 60,0

MpumeyaHue: npu paboTe C AOKYMEHTaMM HA MHOCTPAHHbIX BPOMEWCKUX A3blKax WM A3blKax HapodoB PoccuM, Kpome pyccKoro, K
HOpMam BpemeHu NPUMeHAETCA NOBbIWaoWMi KoadpduumeHT 1,15.

2.7. HoTHble u3gaHua n 3ByKo3anucu

Tabnuua 29
N HanmeHoBaHwue npouecca, onepaumu. CoctaB paboTbl EamHnua Hopma BpemeHu,
n/n n3mepeHus MWH.
1 2 3 4

dopmunposaHme bubanorpadmyeckoi sanucu:
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1 |Ha rpammodOHHble NNACTMHKM (FPamMnAacTMHKM) Ha PYcCKOM A3blke (onucaTesnbHan OAMVH ANCK 140,0
KaTanorusaums)
2 | Ha rpamMnnacTMHKM Ha MHOCTPAHHbIX EBPOMENCKUX A3blKax M A3blKax Hapoaos Poccuu, OAMVH ANCK 180,0
KpOMme pyccKoro (onucatenbHas KaTanornsaums)
3 Ha ayamMoAamMcKax Ha pyCcCKOM fA3blKe (onuMcaTenibHan KaTanormsaums) OAMH AUNCK 160,0
4 | Ha ayAMoA4MCKax Ha MHOCTPaHHbIX eBPONENCKMX A3bIKax U A3blKax HaponoB Poccun, Kpome OAMH ANCK 220,0
PYCCKOTO A3blKa (OnucaTenbHas KaTanornsaumsa)
5 | Ha gucKkax ¢opmata ayamodaiinos (onmcatenbHas KaTanornsauus) OAMH ANCK 480,0
6 | Ha HOTHblE U34AHWNA HA PYCCKOM A3bIKe (ONuMcaTenbHas KaTanornsaumsa) OAVH AOKYMEHT 132,0
7 | Ha HOTHble M3J4aHMA HA MHOCTPAHHbIX EBPOMENCKUX A3blKax M A3blKax HapopoB Poccun, | oAWH JOKYMEHT 140,0
KpOMme pyccKoro (onucatenbHas KaTanornsaums)
CnpaBo4Ho-6ubanorpaduyeckoe obcnyknBaHne B YUNTabHOM 3a/e
BbinosHeHwWe ycTHOM Bubanorpaduyeckoin cnpasKku:
8 | npvem 3anpoca Ha BbinoaHeHWe 6ubnnorpaduyeckor cnpasku OAMH 3anpoc 6,0
9 | TemaTuueckasa ycTHas bubanorpaduyeckas cnpaeka OZHa crnpaBKa 20,0
10 |ycTHas agpecHas bubanorpadpuyeckas cnpaska OfiHa crpaBKa 12,0
11 |yTouHstowasn ycTHaa bubamorpadumyeckan cnpaBka OZHa crnpaBKa 22,0
12 | dakTorpaduyeckas ycTHaa bubavorpaduueckan cnpaska OofiHa crnpaBkKa 18,0
KoHcynbTaymm: oAHa
KOHCynbTaLmA
13 | 6ubnunorpacduyeckan 10,0
14 | opueHTUpyloWwasn 3,0
15 | BcnomoraTe/sibHO-TEXHUYecKasn 6,0
BbIinosHeHWe NUCbMEeHHbIX Bubanorpadpuyecknx cnpaBok:
16 |npuwem u perncTpauma 3anpoca B KHUre yyeta NMCbMeHHbIX 6Ubanorpadpuyeckmx cnpasok ofiHa crnpaBkKa 15,0
17 | M3y4yeHue 3anpoca, yCTaHOB/IEHNE U/IN YTOYHEHWNE 3n1eMeHTOoB Bubanorpaduyeckomn sanmcum OfiHa crpaBKa 900,0
BefieHue cnpaBoYyHO-6MbAMorpapuyeckoro annapara:
18 | odopmneHune KapToUKM AA KapToTek OflHa KapTouKa 16,0
19 |cospaHue 6ubnunorpaduueckoit 3anucu (b3) Ha cTaTbM MO My3blKe M3 AOKYMEHTOB, He ofiHa 3anucb 8,0
COOTBETCTBYHOLWMX NpodUto
20 |BeaeHue KapToTek OJHa KapTouKa 1,0
2.8. Pabora c nutepartypoii no 6ubanorekosegeHuio, 6ubnnorpagdoseneHn0 U KHUroBeAeHUIO
Tabnuua 30
N HaumeHoBaHwue npouecca, onepauun. Coctas paboTbl EanHunua Hopma BpemeHu,
n/n n3mepeHus MWH.
1 2 3 4
0O6paboTKa HOBbIX MOCTyN/IeHUI B NporpammHom obecneyeHum (MO):
1 |npuem HOBbIX NOCTYNAEHWA OTEYECTBEHHbIX AOKYMEHTOB B AMUCMETYEPCKOM Nporpamme | OAWMH AOKYMEHT 0,5
nepenauu
2 | npvem HOBbIX NOCTYMNEHMI Ha MHOCTPAHHbIX EBPONENCKUX A3bIKaX M A3blKax HAapOLOB | OAMH AOKYMEHT 1,0
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Poccum, Kpome pycckoro

3 | odopmieHne KapTOUKM Ha [AOKYMEHT Ha PYCCKOM A3blKe A/1A KaTasoroB M KapToTeK | OfHa KapTouka 8,0
obnacrteit (OBN)
4 | obopmneHne KapTOUKM Ha AOKYMEHT Ha WMHOCTPAHHbIX €BPOMEMCKUX A3blKax U A3blKax | OAHA KapTouKa 10,0
Hapoagos Poccuun, Kpome pyccKoro, ANnA KaTanoros u Kaptotek ObJ1
5 | AHannTMyeckoe onncaHme gokymeHTos B 10O OJHa CTaTbA 12,0
O6cnyKMBaHMe NoNb30BaTeNEN; BUPTYaibHan CnpaBoYyHas ciyxba:
6 | npuem bubnmorpaduyeckoro 3anpoca ymTtatens OAMH 3anpoc 3,0
7 | BUpPTyanbHaa TemaTUyecKas cnpaBka OofiHa crpaBKa 54,0
8 | BUpTyanbHasa agpecHas cnpasBkKa oJHa crnpasKa 18,0
9 | BUpTyanbHaa yTOYHAIOLLAA CNpaBKa O/ Ha crnpaBKa 26,0
10 |BupTyanbHaa dakTorpaduyeckas cnpaska OofiHa crnpaBkKa 20,0
11 |odopmneHune oTBETa Ha 3aNpocC YnTaTens OAHO NUCbMO 10,0
12 | nononHeHMe apxmBa BbINOJIHEHHbIX CNPaBoK ("'ba3a 3HaHui") ofiHa crnpaBkKa 10,0
13 | e)keAHEBHbIN CTAaTUCTUYECKUA Yy4eT CrnpaBOYHO-6MbAnorpadumyeckoro obcnyRusaHma exenHeBHO 12,0
yutaTenen
2.9. O6paboTKa ONTUYECKUX KOMNAKT-AUCKOB B 06pa3oBaTe/IbHbIX 3/IEKTPOHHbIX pecypcax (O3P)
Tabnmua 31
N HavmeHoBaHue npouecca, onepauunun. Coctas paboTbl EpmHnua Hopma BpemeH, MUH.
n/n n3mepeHua
1 2 3 4
1 | nonyyeHue n gocTaBKa ONTUYECKMX KOMNAKT-ANCKOB ofHa napTuA 30,0
AoKymeHTOB (100
[OMCKOB)
2 | npvMem HOBbIX NOCTYMNAEHMI ONTUYECKUX KOMNAKT-AUCKOB ofHa napTuA 60,0
AOoKymeHTOB (100
[OMCKOB)
3 | cyMMapHbIi y4eT KOMMaKT-AUCKOB (N0 YCTaHOBNEHHOW dopme) 0 Ha NapTuA 7,0
[OKYMEHTOB
4 | nHAMBMAYANbHBIN YYEeT KOMMNaKT-AUCKOB 0ofiHa 3anucb 1,0
5 | TexHnyeckas 0b6paboTKa ONTUYECKMX KOMMAKT-ANCKOB OfVH JOKYMEHT 2,0
6 | wudposka gokymeHTOB B moayne MO OAMH AOKYMEHT 1,0
2.10. Pabora c untatenamu
Tabnuua 32
N HaumeHoBaHwue npouecca, onepauun. Coctas paboTbl EanHunua Hopma BpemeHu,
n/n n3MepeHua MWH.
1 2 3 4
3anucb nosib3oBaTensa B 6ubanoTteky, paboTa ¢ ynTaTesiem B YATasIbHOM 3ane:
1 |nogrotoBKka paboumx MecT nosnb3oBaTeneit u ob6CNYKMBAKOLWEro NepcoHana: npoBepka oavH MK 2,0
TEXHWUYECKOTO0 COCTOSIHMA ceTeBOoro obecneyeHMs WM MNapKa BbIYUCAUTENLHON TEXHUKM;
BKAtoveHume MK
2 | npuHATME mep No Aunkeupaumm cboes B pabote MK, B paboTe ceTn, oTcyTcTBUA AOCTYNa K oAuH cboit 10,0
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6ase [faHHbIX Monb3oBaTesiei; MHGOPMMPOBAHME COOTBETCTBYIOWMX CAYXO O cb6osx;
npoBepKa HeMcnpaBHOW TeXHWKK; duKcauma cboes B TeTPaaM yyYeTa C yKazaHMeM XapaKTepa
HencnpaBHOCTU U BpeMeHW Hayana cbos; nocne yCTpaHeHUs HeNoNagKM OTMETKA BpeMeHU
ee ycTpaHeHus

3 | npocMoTp AOKYMEHTOB umMTaTtena (nacnopT, yAOCTOBEpeHMe, NOpy4yMTeNbCTBO), MPOBEPKA | OAMH YnTaTesb 3,0
Ha/IMYNA YYETHO-PErUCTPALMOHHOM KapTOUKM YnTaTens

4 |3anonHeHne dopmynapa uyuTaTens, YYeTHO-PerMcTPaLMOHHOM KapTOYKKM, YMTATeNbCKOro | OAMH KOMMAEKT 5,0
buneta

5 | 03HaKOmMNEeHWe uuTaTena C npaBuMAaMyM NONMb30BaHMA OUBAMOTEKOM, PACNOOKEHMEM | OAMH YMTaTeNb 6,0
boHAa, cnpaBoYHbIM annapaTom

6 |nopbop u pacctaHoBKa No Homepam 6unetos, andasuty Gamuanii yuTateneit y4yeTHo-| oOAHA KapTouyka 2,0
PEerncTpaunoHHbIX KapToyek

7 | ocywecTBneHre KOHTPOA 33 BO3MOXHbIM Ha/IMYMEM AAHHbIX O YMTATE/e KaK HapylwuTene | OAMH YnTaTenb 0,5
(nMweH npaBa Nonb30BaHUA); BeaeHWE (M PerynspHblii NPOCMOTP) KapTOTEKU YMTaTenei-
HapywuTenen
MNepeperucTpauus yutaTenem:

8 | nouck dopmynsapa (perncTpaumoHHON KapTOUYKKN) UNTATENA; BHECEHNE USMEHEHWUI B HUX M B |  OAHA KapTouKa 2,0
yuTaTesbckne bunetbl (yTOUHEHWE aHKETHbIX AaHHbIX, HOBOFO YATATE/IbCKOTO HOMepa, AaTbl
nepeperucTpaumm) c BeAEHWEM KapTOTEKM Hay4HbIX TeM U  TEKYWWX W3MEHEHWUN
(nonyyeHune 3BaHMI, Nny6aMKaLuK, Aapbl)
3anucb (nepeperncTpauma) yntateneit B aBTOMaTM3MPOBAHHOM peXKMME:

9 | cbemka GoToKamepon Ansa YMTaTenbckoro buneta OZMH noceTuTenb 0,5

10 |odopmneHne Koga uuTaTeNnss C KOHTPOJIbHbIM PaspAgOM WM CPOKOM MNOJIb30BAHMA | OAMH NOCETUTENb 0,4
YnTaTeNIbCKUM BMNETOM, Ha OCHOBE BblAAHHOMN MHbOPMaL MK

11 |Bblgaya Ha NPUHTEP CBEAEHWUI O 3aMMCaBLUEMCA YATaTee B BUAE YMTATENbCKOro buneta OfMH noceTuTenb 0,4

12 |Habop Ha KnaBuaType cBeAEHUN O yuTaTene: Gamuana, UMA, OTYECTBO, XapaKTepusylolme | OA4MH noceTuTenb 2,0
ero npusHaku (obpasoBaHWe, cneuuanbHOCTb), KOZ, HOMep 4uTaTenbCcKoro 6uneta;
doTocbeMKka

13 | ocywecTBnieHWe KOHTPOS 32 BO3SMOMKHbIM Ha/IMYMeM AaHHbIX O YuTaTeNe, 3aNncaBlLeMCA B | OAMH NoceTuTenb 2,0
6ubnnoTeKy (paHee 3anucaH, MULLIEH NPaBa NoAb30BaHUA)

14 | odopmneHune ynTaTeNbCcKoro buneta ¢ HOMEPOM M CPOKOM MO/Ib30BAHWUA YMTATE/IbCKUM oAuH bunet 1,0
61neTom Ha ocHoBe BblAaHHOM MHGOPMaLLUK

15 |Bblgaya Ha NpUHTEP CBEAEHWI O 3anucaBLUeMCA YyuTaTene, NposeseHe PagnMoYvacTOTHOM | OAMH noceTuTenb 5,0
naeHTMGUKaLUMM  YMTaTenbckoro 6uneta; npoBegeHue [EHEXHOro B3auMmopacyeTa ¢
nonb3oBaTesnem Yyepes Kaccy
YpaneHHan 3anuce: OZMH noceTuTenb

16 |cBepKa AaHHbIX PEFUCTPALMOHHOM KapTOUKM, CKAHUPOBAHHbIX KOMKWI € NacnopTa u Apyrumu 2,0
LOKYMEHTaMu Nonb3oBaTeNA U NOATBEPKAEHWNE 3aABKM

17 |odbopmneHune poroBopa-odpepTbl Ha NpeaocTaBAeHUE AOCTYMNa K 3/1eKTPOHHbIM pecypcam 3,0
61baMoTEKM

18 |Habop Ha KnaBuaType AaHHbIX, ANA 3aNONHEHUA AOTOBOPA, BbIBOA AOroBOpa Ha NPUHTEP,
NoANMCb IMLA, 3aKN0YaBLIEro f0roBop

19 |odopmneHne Bxopa-Bbixoga uuTaTena w3 OUBAMOTEKU: CKaHWPOBAHWME MOCTOAHHOIO | OAMH NoceTUTeNb 2,0
YnTaTeNIbCKOro buneTa, BblAaya KOHTPO/IbHOO INCTKA
BbinonHeHue TpeboBaHMIA NOAb30BaTENEN, BblAa4Ya AOKYMEHTOB M3 CreunanmsmpoBaHHOro
doHaa:

20 |nonyyeHue TpeboBaHWUA Ha AOKYMEHT M3 OCHOBHOIO XPaHeHWs, NPOBEpKa MPaBUIbHOCTM | ogHO TpeboBaHWe 1,0

3anosiHeHus TpeboBaHuA, perucTpaums
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21

pa3bop Tpe6oBaHMi1 No Apycam, pacchblaka No NHeBmormnouTe

o4HO TpeboBaHue

10,0

22

nonyyeHve TpeboBaHWA Ha JAOKYMEHT; MPOBEpPKa NPaBUIbHOCTU 3aNOAHeHUA TpeboBaHusA;
perucTpauus, gopaboTka TpeboBaHuaA; nog6op no wudpam B crnewumanmsvposaHHom boHae

opHo TpeboBaHue

10,0

23

NOAroToBKa M OdOpM/eHWe OTKa3oB W MNepeHanpasieHuii; oTnpaBka TpeboBaHWi c
OTKa3amM 1 nepeHanpasnsembiMmm TpeboBaHUAMM

opHo TpeboBaHue

5,0

24

NMOUCK JAOKymMeHTa B ¢oHAe, OTMeTKa Ha TpeboBaHWMM, KHUXKHOM opmynsape,
AMCneTYepcKom ceTke

OOMH BOKYMEHT

5,0

25

TPaHCNOPTUPOBKA/AOCTaBKa U3aaHNA U3 GOHAA B UMTANbHbIN 3aN

OOMH JOKYMEHT

8,0

26

TPaHCMOPTUPOBKA/A0CTaBKa U3aaHnA U3 GOHAA B YUMTA/IbHbIN 3aA (Y4aneHHOe XpaHUAuLEe)

45,0

27

YCTaHOBKA MeCTa HaxoxXaeHuA HeHaleAeHHOFO AOKYMeEHTa no 6azam 1 BaHKam AaHHbIX,
CNPaBOYHbIM KapTOTEKaM, KaTasioram

OOMH JOKYMEHT

5,0

28

Bbl4aya AOKYMEHTa M3 cneumanusvpoBaHHOro ¢oHAa 4YMTaTeNto; OTMETKA Ha KHUKHOM
dopmynape/TpeboBaHMM; 3aNUCb SOKYMEHTOB B YNTATE/IbCKYIO KapTOUKY (BKAALHOM UCT);
OTMeTKa B KHUT'e 3aKa30B; OTMETKa O Bblgaye B aBTOMATU3MPOBAHHOW CUCTEME (M3MEHEHWEe
cTaTyca M3f4aHuaA) NyTem CYMTbIBAHMA LITPUX-KOAA AOKYMEHTA

OOMH JOKYMEHT

15

29

npuMem AOKYMEHTA OT YyMTaTeNs; MOMCK KOHTPONIbHOrO AINCTKA Noab3oBaTens, TpeboBaHuii;
NpoBeEpKa COXPAHHOCTU AOKYMEHTa; MoralleHue OTMETKM O BblAade Ha KOHTPO/IbHOM
JINCTKE NO/Ab30BaTe/ifA; NoraleHne BblAadn B aBTOMAaTU3MPOBAHHOM cUCTEME (M3MEHEHMe
cTaTyca M34aHuWA) NyTeM CYMTbIBAHUA LWTPUX-KOLA SOKYMEHTa

OOMH JOKYMEHT

15

30

BblAa4ya SOKYMEHTa M3 3KCNOo3uuumn mysen KHUrM (MK) coTpyaHUKY CeKTopa XpaHeHua ans
Bbl4AuM YMTATeNO; CHATUE BUTPUHbLI C OXPaHbl MO 3BOHKY Ha My/bT OXPaHbl; BCKPbITUE
BUTPWHbI; BbIEMKA KHUMM U3 BUTPUHDI; 3aKPbITUE BUTPUHDBI; MOCTAHOBKA BUTPUHbI Ha OXPaHy;
duKcaums Bblgaum B "HypHane Bblgaun" matepuanos us skcnosnuum MK

OOUH OOKYMEHT

40,0

31

NMPUHATUE [OKYMEHTa OT uuTaTens; nouck 3anucu B "MypHane Bblgaun'; norawexue
OTMETKM O BblAaye; CHATUE BUTPWUHBI C OXPaHbl MO 3BOHKY HA MyAbT OXpPaHbl; BCKPbITUE
BUTPWHbI; BO3BPAT KHUIM B BUTPUHY (MOHTAK); NOCTaHOBKA BUTPUHbI Ha OXpaHy

OAMH JOKYMEHT

30,0

32

npuem TpeboBaHUI OT uuTaTeneil B HayyHo-uccnesoBaTeNbCKOM OTAeNe pyKonucew
(HWOP), npoBepKa KauecTBa UX 3aN0HEHUA; POCMNCH B KHUTe perncTpaumm tpebosaHumit

OOMH pas3 B AeHb

30,0

33

O3HaKom/eHune ¢ TpeboBaHMeM, YTOYHEHME MecTa XpaHeHua no Tonorpaduyeckomy
yKasaTento; BbleMKa eAuHWL, XpaHeHMs (ed. Xp.) M3 KapToHa, pasmelleHue B KapToHe
KapTbl-3aMeHMTeNA; NPOBEPKa COOTBETCTBMA Wndpa M 3arosoBKa Ha 06GNOKKE U B
TpeboBaHMW; npoBepKa GU3MYECKOTO COCTOSHWMA ed. Xp.; OPOopMNIeHWe /ncTa
MCNONb30BaHWMA, 3aNO/IHEHUE KHUTU BblAa4n

eaAnHULa XpaHeHnA

3,0

34

NpOBepPKa /INCTaxKa en. Xp. Npu Bblgaye, YCTaHOB/IEHUE HA/IMYHOIO /INCTaXa C 3anncbio B
3aBEPUTE/IbHOM NINCTE U Ha 0610%Ke, OTMeTKa B 3aBEPUTE/IbHOM JIUCTE O NPOBEPKE

OAMH NIUCT

0,2

35

npoBepKa NNUCTaXKa Npu Bblaa4e C nepeod)opMﬂeHmeM 3aBEepPUTE/IbHOIO INCTa C YKa3aHnem
BCex ocobeHHocTen XpaHALWMUXCA B e4,. XP. JOKYMEHTOB

OAUH NnCT

0,3

36

npoBepKa /AuCTa)ka Mocie BO3BpalLeHMA ed. Xp. M3 uyuTanbHoro 3ana (Y3) wam ot
cotpyaHukos; ans OL, ¢oTo, aBTorpados, KONNEKUMOHHbIX 4OKYMEHTOB - 06s3aTesibHa

OAUH NncCT

0,2

37

Hymepauuna M nepeHymepauma NUCTOB NpU Bblgade en. Xp. ONA MCNONb30BaHUA C
COCTaB/ieHMemM pPa3BepPHYTOro 3aBepUTE/IbHOrNO INCTa C BblHECEHUMEM BCeX ocobeHHocTel
AOKYMEHTOB

OAUH NncCT

0,3

38

WndpoBKa 0610KeEK ef,. Xp.; CBEPKA 3aro/IoBKa e4,. Xp. C ONUCbIO; NPOCTaB/ieHWe WTamna
HWOP u ero 3anonHeHune

eaAnHULa XpaHeHnA

2,2

39

odopmneHne 0610eK (0T PyKM): pasAMHOBKA MNOBEPXHOCTM OBNOMKKM; HanucaHWe Ha
0610KKe HaumeHoBaHUA GOHAA, 3aro/oBKa eA. Xp., KpaHWUX A4aT, KONMYeCTBa JINCTOB U
[OKYMEHTOB B COOTBETCTBMU C OMNUCHIO

eaAnHULa XpaHeHnA

6,0

40

npuem un TPaHCNOPTMPOBKA ea. Xp. 13 Y3 B XxpaHuauLe 1 us xpaHmamwa s 43

eaAnHULa XpaHeHnA

15,0
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2.11. Bblgaya KOMMNNEKTOB JOKYMEHTOB BO BpeMeHHOe NoJib30BaHUe NnoapasaeneHuam 6ubanorexkm

Tabnvua 33
N HanmeHoBaHue npouecca, onepaummn. Coctas paboTbl EanHnua Hopma spemeHu,
n/n n3mepeHus MWH.
1 2 3 4
1 |odopmneHve 3amBKM/aKTa Ha KOMMAEKT [AOKYMEHTOB, nepeaaBaemblii B CTPYKTYpHOE | OAHa 3aABKa, aKT 30,0
noapasgeneHve
2 |noabop [OKYMEHTOB B KOMM/EKTbl; PErucTpauMsa BblAAHHbIX AOKYMEHTOB B YYETHbIX | OAMH KOMMIEKT 10,0
dopmax
3 | Bblgaya KOMMIEKTOB JOKYMEHTOB; OTMETKA Ha KHUXKHOM dopmynsape (MHAMKaTOpe) AaTbl | OAWMH KOMMIEKT 5,0
Bblayn, AaHHbIX NOAPa3AeNeHNA, NONYyYatoLWero KOMNAEKT; OTMETKA B KHUre Bblgauv Aatbl
BblAa4n, JaHHbIX NOAPA3AeNeHNA, NMONYYaAIOLLEro KOMMNIEKT; OTMeTKa B AKTe nepegayn
4 | nonyyeHne KOMMIEKTOB AOKYMEHTOB OT CTPYKTYPHbIX NOAPA3aeNeHWUi; NOUCK KHUMKHOTO |  OAMH KOMMAEKT 18,0

dopmynapa (MHAMKATOpa); MorawleHne OTMETKU O BblAaye, BNOMKEHME ero B LOKYMEHT;
npoeepka GU3MYECKOTO COCTOAHWUA, MNepecyeT JIUCTOB, CBepKa C AKTOM nepegayu;
noralieHne OTMETKM O BblAaye B KHWre Bbl4auu; nepesaya 4OKYMEHTOB Ha COPOCKY

2.12. O6cnyxu1BaHUe NoNb30BaTeNe AOKYMEHTaMU B UMTaZIbHOM 3ane, 3ane ¢ rubpuaHbim o6cny:KUBaHUEM, 3ane NEeKTPOHHbIX
pecypcos, 3ane "UHTepHeT", 3ane cneuymannsmpoBaHHoro otaena. Mpuem 3aka3os no renedoHy 13 ropoga

Tabnuua 34
N HavmeHoBaHuMe npouecca, onepauunun. Coctas paboTbl EanHnua Hopma BpemeHu,
n/n n3mepeHua MWH.
1 2 3 4
O6cnyKumBaHWe nosb3osaTtenen 6UbAMoTeKu:
1 |npoBeaeHWe KOHcynbTauuu, 6Gecegbl € uyuTaTenem MO MpaBuAam OBCAYXKMBAHMA B| OOMH yMTaTeNb 3,6
YMTaNbHOM 3a/e U NpeaoCTaBAAEMbIX YCayraX, MO WCNONb30BaHUK CNpPaBOYHO-
6ubnuorpaduyeckoro annapata M ¢GOHAOB, INEKTPOHHbIX PecypcoB, UHOPMUPOBaHME
yuTaTeNA o HOBbIX MOCTYNEHUAX
2 | KoHcybTaumm no paborte c MK B YMTanbHOM 3ane, No paboTe B 3NEKTPOHHOM BUbANOTEKE OAMH YnTaTeNb 2,0
3 | npvem 3aKa3oB Nosnb3oBaTenelt Ha M3LaHMA M3 OCHOBHOTO KHUTOXPAHWUAMLLA; NPOBEpPKA O/fMH 3aKas 1,0
NpPaBUAbHOCTM 3aM0HeHUA TpeboBaHUA; perncTpaLms
4 | npuem 3aKa3oBs no TenedoHy 13 ropoaa O/fMH 3aKas 5,0
5 | nonyyenue OOKYMEHTa, 3aKasaHHoOro yuTatenem B Cneunannm3snpoBaHHOM |  OAWH AOKYMEHT 0,9
doHae/unTanbHOM 3ane
6 |pacctaHoBKAa WM34aHWK Ha  OpPOHENnO/NKax YMTaNbHOro  3ana, NOCTYNWMBLWIWX U3 | OAMH OOKYMEHT 0,4
KHUIOXpaHUWLLA NO 3aKa3am nosb3oBaTtenel
7 |nopgbop AOKYMEeHTOB Ha OPOHENOo/sKe, 3aKa3aHHbIX W3 OCHOBHOMO KHWIOXPAaHWAULLA; | OAWH SOKYMEHT 0,47
nepegaya Ha kadeapy Bblgaum
8 | nopbop AOKYyMEeHTOB B NoACO6HOM GOHAE YMTANbHOTO 3a/1a; Nepesada Ha Kadeapy Bblgaum | OAWMH SOKYMEHT 2,0
9 | noabop AOKYMeHTa B XpaHEHWUM CneumannsnpoBaHHoro GoHaa; oTmeTKa Ha TpeboBaHWK; | OAMH JOKYMEHT 10,0
nepegaya AOKyYMeHTa Ha Kadeapy Bblaaun
10 | odopmneHune BbIAAHHOMO ANCKA OAMH ANCK 5,0
11 | peructpauma B KOMMbIOTEPHOW NpOrpamme, NPOCYeT JIMCTOB U GU3MYECKOTOo COCTOSAHMA |  OAWMH AOKYMEHT 9,0
LOKYMeHTa
12 |ycTaHOBKa MecCTa HaXOXAEeHUA HEeHalAeHHOro [AOKYMEHTa MO CrpPaBOYHbIM KapTOTEKaMm, | OAWH AOKYMEHT 22,0
KaTanoram, permcrpaumsa oTkasos
13 |[nopbop 4MTATENbCKMX KapTOYeK A1A BMUCbIBAHWA [OKYMEHTOB HA TEKyWWN AeHb; OJHa KapTouKa 10,0
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noAnucaHue KapToyek y 3aB. OTAeN0M O gonycke B otaen HAOP

14 |Bblgaya [OKYMEHTa uMWTaTeNto: CBepKa BblJAaBAaeMOro [OKYMEHTa C YUTATeNIbCKUM [  OAWH JOKYMEHT 1,8
TpeboBaHMEM; MNPOBEPKa Ha/lMuMA  CTpaHUL/KagpoB  MUKpoduabma, MUKpoduL,
coAepiKaHMe KOMMAKT-AMCKA; CYMTblBaHME LWTPUX-KOZ4A (NpWM SNEKTPOHHOM 3aKase) B
moayne "umpkynauma" 3K; oTMeTKa KHUroBbIAa4M Ha KOHTPOJIbHOM INCTKE
15 |npuem AOKymeHTa OT yuTaTens: cBepka ero c TpeboBaHWeM (KOHTPO/IbHbIM NIUCTKOM), | OAWH LOKYMEHT 1,5
npoBepKa COXPaHHOCTM AOKYMEHTA, Ha/iMumA CTPaHUL/Kaapos MUKpoduibMa, MUKpoduL,
coAepKaHNe [AWCKA, CYMTbIBAHME LWTPUX-KOAA (NpW 3/M1EKTPOHHOM 3aKase), BHeceHue
OTMETKM O NMpMemMe Ha KOHTPO/IbHOM JINCTKe
16 |nepeaaya/TpaHCNOPTMPOBKA/A0CTaBKa OOKYMEHTa, CAQHHOro yutartenem, B| OAMH JOKYMEHT 1,0
CneunanusmMpoBaHHbI GOHA; OTMETKA O B3aMmopacyeTe 06CNYKUBAHWUA U KHUFOXPAaHEHWUsA
17 |BblAICHEHMe NO NOBOAY 3aKa3a M NpoA/jieHne CpPOKa MNOAb30BaHMA [OKYMEHTamu no OJ4MH 3anpoc 1,0
TenepoHy
18 |[BblIICHEHME NO NOBOAY 3aKa3a M NpoAJieHne CpPOKa MO/b30BaHMA [AOKYMEHTamu no O4MH 3anpoc 2,0
3NEeKTPOHHOM noyTe
19 | obecneyeHne KOHTPO/ISA 3a CPOKaMM NOJIb30BAHMA AOKYMEHTAaMM U3 OTAENa XPaHEHUA OJ4MH 3anpoc 0,8
20 |npoaneHWe CpoKa MO/Mb30BaHMA [OKYMEHTa: MOUCK KapTOYKM; BHECEeHMEe OTMETKU O Ha O4MH AeHb 30,0
NpoANeHNM CPpoKa NoNb30BaHWA; NpoaneHue no TenedoHy
21 | npoBepKa 3aA0/IKEHHOCTU YWUTa/bHbIX 3a/10B OTAENY XPAHEHWA; CBEpKA NpeabABNEeHHOM |  OAMH AOKYMEHT 5,0
3310/13KEHHOCTU C AOKYMEHTaLMel YNTANbHOro 3an1a
22 | paboTa Cc OTKA3aMu; KOHTPONb CPOKOB MOCTYMN/EHWA OTKA30B; NpoBepka 060CHOBAHHOCTU OfMH OTKa3 0,8
OTKa30B; y4eT OTKa30B
Bblgaya KonuM [OKYMEHTa W3 3/1EKTPOHHOM OUMBGANMOTEKM, peanM30BaHHOW B cuUcTeme
33LMLLEHHOrO NPOCMOTPA, MO 3anpocy No/sb3oBaTensa:
23 | obopmieHmMe 3aKa3a Ha KONUpPoBaHWe O4MH 3anpoc 2,0
24 | pacneyaTKa 4OKYMEHTOB NO 3aMpocam nojab3oBaTenei OAMH ANCT 1,0
25 | aneKkTpoHHOE KOMMpPOBaAHME: MOUCK AOKYMEHTa, COXPaHEHHOro MoJsib3oBaTenem; NpoBepkKa OAMH 3anpoc 10,0
dalina pnAa KONUPOBaHWA, 3N1EKTPOHHOE KOMWPOBaHWE; MPOBEPKAa, BblAada HoOCUTeNs
nonb3oBaTenNto; MO 3anpocy Mo/Ab30BaTeNs - 3aMUCb HA ONTUYECKUA KOMMNaKT-OUCK
6ubnnoTekn
2.13. BHyTpeHHss paboTta
Tabnuua 35
N HanmeHoBaHwue npouecca, onepauun. Coctas paboTbl EamHnua Hopma BpemeHu,
n/n M3MepeHua MWH.
1 2 3 4
MNoparoToBKa K BblAa4ye AOKYMEHTOB:
1 |npoBepka OpPOHENONOK C OTNAOMEHHbIMW AOKYMeHTamMu (N0 HOMepam YUTaTeNbCKUX Ha O4MH AeHb 10,0
61NeToB, No cpokam)
2 | cbpocka AOKYMEHTOB (MO CpoKam) OAMH AOKYMEHT 0,2
3 |pacctaHoBKa dopmynapoB uutaTener (No cpokam, Homepam, andasuty, wuodpam);| oauH bopmynap 0,3
paccTaHOBKA KOHTPO/IbHbIX IMCTKOB NO/b30BaTe/Iei Mo Homepam
4 | nopBeaeHve MTOrosB paboTbl 33 NpOLWeALNiA AeHb; BHECEHUE 3anuUcu B AHEBHWK/AUCTbI Ha O4MH AeHb 12,0
yyeTa
5 | noabop AOKYMEHTOB NO NpeaBapuUTe/IbHbIM 3aKa3am YMTaTeNnen U NNaHam YTeHuUA OfVH [OKYMEHT 10,0
6 | NPOCMOTp HOBbIX NOCTYNAEHUI A1 PEKOMEHAALMM YMTaTeNAM OfVH LOKYMEHT 3,0
7 | npocmoTp (MpoBepKa NPaBUALHOCTM PACcCTaHOBKM) KHUT OTKPLITOTO A0CTyna B Y3 Ha O4MH AeHb 5,0
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8 | npoBepKa Hannuua onucel B YuTanbHom 3ane HAOP Ha O4HY Heaeno 60,0
9 |3anosiHeHVe AUCTOB 3a0/1IKEHHOCTH Ha OAVH AeHb 5,0
10 |npoBepKa BblAAHHbIX U3[4aHUI MO IMCTAM 3a4,0/IKEHHOCTU OAVH AOKYMEHT 1,0
PaboTa c oTKasamu:
11 |y4eT u Knaccudmkauma OTKa3oB: OTMETKA HA JIMCTKE YMTATENIbCKOFO TPeboBaHUA NPUUUHDI OAMH OTKas 0,2
OTKasa
12 | npoBefeHWe NOUCKA AOKYMEHTA, OTCYTCTBYHOLLErO NO HEYCTAHOBIEHHOW NpUYnHe OAMVH AOKYMEHT 40,0
13 | paccTaHOBKa YyMTaTENbCKUX TPEOOBAHMI B KapTOTEKe "HeyA0BNeTBOPEHHbINM cnpoc” 0/ZlHa KapTouKa 0,3
14 |aHanuM3 O0TKa3oB, COCTaBAEHME CBOAKM OTKA30B (MO MpUUMHAM OTKasa M Mepam Ux 0/Ha CBOAKa 16,0
NIMKBUOALMMN U NpeaynpexKaeHns)
15 |coctaBneHve 6ubanorpaduyeckoro onucaHuA Ha OOKYMEHTbl, MMelolwme Haubonbllee | 0OfHa KapToyka 2,4
4YMUCNO OTKA30B; Nepeaya KApPTOUKM B OTAEN KOMM/IEKTOBAHUS
16 |coctaBneHve KapTOTeKM OTKA30B, NPOBEPKA U NOUCK MO GOoHAY, OTMETKa B Gopmynspe U B | OAHa KapToyka 54,0
KapToTeKe OTKA30B MO pe3y/bTaTaM NpoBepKM
2.14. O6cnykuBaHue no mexbubanotreuHomy aboHemeHTy (MBA). O6cnyKuMBaHME NO MeXAYHAapOAHOMY Mex6ubanoredyHomy
aboHemeHTy (MMBA)
Tabnvua 36
N HavmeHoBaHuMe npouecca, onepauunun. Coctas paboTbl EanHnua Hopma BpemeHu,
n/n n3mepeHusa MWH.
1 2 3 4
Mpuem 3aKka3os:
1 |perucTtpauma aboHEHTOB B aBTOMATU3NPOBAHHOM cucTeEmMe O[MH 33aKas 10,0
2 | npvem 3aka3oB OT 3apyberkHbix abOHEHTOB B aBTOMATU3MPOBAHHOM cUCTeme: pacrneyaTka O[MH 33aKas 5,0
61aHKa-3aKasa; WudposKa
3 | opopmneHue 3aKa3oB No LMPKyAALMM OAMH 3aKas 5,0
4 | nonyyeHue fOKYMEHTOB; 06paboTKa B aBTOMATU3UPOBAHHOM cuUcTeme OOMH JOKYMEHT 5,0
5 | paboTa c 0TKa3amMu: U3MeHEeHMe CTaTyca B CUCTEME, YKa3aHWe NPUYMHbI 0TKa3a, U3BELLEHNe OAMH OTKas 3,0
aboHeHTa 06 oTKase
BblZaya A4OKYMEHTOB:
6 | odopmneHne AOKYMEHTOB K Bblaaye OAMH AOKYMEHT 5,0
7 |oTnpaBKa: B3BelwMBaHMe BaHAeponen; HaKNenBaHUe afpPEecHON 3TUKETKM U WITPUX-KoAa; | oauH GaHaeponb 7,5
NpocTaB/ieHne neyaTemn; yrnakosKa
8 | cocTaBneHne mexayHapoAHOro cnucka (5 aksemnnspos) OZMH CMUCOK 6,0
9 | odopmneHne AOKYMEHTOB ANA TAMOXKHMU OAMH AOKYMEHT 5,0
10 |cocTaBneHue CNUCKA Ha3BaHWUM, OTNPaBAAEMbIX LOKYMEHTOB O/IMH CMINCOK 10,0
11 |paboTa c 3a40/MKEHHOCTbO: cooblieHne aboHEHTYy O 3aJepkKKe AOKymeHTa; paboTta c OZHO NMUCbMO 5,0
INCTaMU 330/IKEHHOCTH
O6cnykmBaHue yntaTenet no MBA (mexayHapoaHblit aboHemeHT):
12 |npuem 3aka3oB: NpocTaBneHMe Homepa BMBAMOTEKM, KyAa HanpaBnseTcAa 3akas, Homep OJMH 33aKas 5,0
3aKasa; nevyatb 6naHKa-3aKasa
13 | oTnpaBKa 3aKa30B B MeXAyHapoaHble bubanotekn OJMH 33aKas 7,0
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14 |paboTa c oTKazamu OAMH 3aKa3 3,0

15 | nonyyeHne AOKYMEHTOB ANA YnTaTesnei: opopmaeHNe KapTOUYKMU, KOJMYECTBO MOJYYEHHbIX |  OAUH JOKYMEHT 15,0
3K3eMNIAPOB; NPOCTaB/eHMe AaTbl BO3BPATA; 3aMO/IHEHNE AeKNapaLmm 418 YuTatens

16 |BO3BpaT AOKYMEHTOB M3 Y3: NpoBepKa BCex MYyHKTOB AeKNapauuu; nepegaya AOKYMEHTOB | OAWH LOKYMEHT 5,0
Ha OTNpaBKy

17 |oTnpaBKa: B3BelwMWBaHWe GaHAeposel; HakNenBaHUE aAPECHOM ITUKETKM U WTPUX-KoAa; | OAWH baHaeponb 7,5
NpocTaB/ieHne neyaTen; ynakosKa
Ob6cnyKuBaHue yntatenet bubanorekm no MBA:

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

19 |3anonHeHWe BnaHKa-3aKasa; NPOCTaBAeHNE PErMCcTPALMOHHOIO HOMEpPa, AaTbl oAuH BnaHK 2,0

20 |yTOYHEHWE YKa3aHHbIX YMTaTeNleM CBEAEHWI O 3aKa3aHHOM [OKYMEHTe, Le/n 3anpoca, | OAVH AOKYMEHT 3,0
WCTOYHMKA, OTKYAA NOJIyYeHbl CBEAEHUSA

21 | 6ubavorpaduyeckas gopaboTKa 3aKkas3a; yTouHeHMe bubnnorpaduryeckmx CBefeHuUn; yyer O/ZMH 3aKa3 20,0
Noly4eHHbIX M 0TpaboTaHHbIX TpeboBaHMi

22 | npoBepKa HanuuuA 3anpalimMBaeMoro JOKyMeHTa B 6ubauvoTekax ropoga, obnactv, | OAMH LOKYMEHT 8,0
pernoHa, CTpaHbl, MMPa, B TOM YACAE MO CBOAHbIM KaTanoram

23 | 3aKa3 mM34aHMA NO 3/IEKTPOHHOM MOYTE, 3aNOJIHAETCA 3/IEKTPOHHbIN BNaHK MAM B BMAE | OAMH AOKYMEHT 7,0
NpPo13B0O/IbHOrO NMCbMA

24 | 3anucb CBeAEHMI O HanpaeaeHMM 3akas3a no MBA (HaumeHoBaHWe 6ubnMoTEKM, AaTa) Ha OAMH 3aKa3 3,0
060pOTHOM CTOPOHE HaHKa-3aKasa

25 | nomeuweHne bnaHka-3aKasa B "KapToTeky 3anpocos untatenei no MBA" 3a pasgenutenem OAMH BnaHk 1,0
"3anpocbl no MBA, HanpaBneHHble B apyrue 6ubnnotekn"

26 | nonyyeHve AOKYMEHTa OT uYMTaTena B YMTANbHOM 3ane; CBepKka AOKYMeHTa € 6M1aHKOM |  OAMH AOKYMEHT 5,0
33Kasa, NpoBepKa COXPAaHHOCTM [OKYMEHTa, BHeceHWe OTMETKM O nepepaye B
COOTBETCTBYIOLWMIN OTAEN B KHUTE PErucTpaLuun; nosyyeHne AOKYMEHTa, MPUCAAHHOIO Nno
MBA; pacneyaTka 6aHAepon, NPOBEPKA COCTOAHUA JOKYMEHTA, OTMETKA AaTbl NONyYeHUA
M  HasBaHWA 6MG/JMOTEKM, BbICNABLUEN [OKYMEHT, WHBEHTAPHOrO HOMepa, CpoKa
NnoNb3oBaHUA; nepecTaHoBKa 6naHKa-3akasa M3 pasgena Kaptoteku "3anpocbl no MBA,
Hanpas/ieHHble B Apyrve 6ubanoTekn" B pasgen "MonyyeHHble no MBA nsgaHus"

27 |BblAaya nojay4vyeHHbIx No MBA M3 YMTanbHOro 3ana; CBepKa BblAAaBAaeMOro AOKYMEHTA C| OAMH AOKYMEHT 1,0
6/1aHKOM-3aKa30M; NPOBEPKa HAIMYMA CTPAHUL, U COCTOAHMUA LOKYMEHTA; OTMETKA BblAaun

28 | nepeaaya uU3gaHWA Noc/ie BO3BPATa U3 YMTAJILHOIO 3a/1a HA MUKpodUnbmuposaHue (m/d) OAHO M3JaHue 5,0

29 | BO3BpAaT M3AaHMA NOCAE MUKPOGUIbMMPOBAHUA, MpocTaBneHve wuopa m/d OfHO U3JaHue 5,0

30 |noAroToBKa K OTNpaBKe [OKYMEHTOB B 6ubaunoTeky-poHAoLepkKaTeNb  3aKasHoOW OJMH 3aKas 12,0
6aHAeponblo; ynakoBka GaHAeponu, B3BEWMWBaAHWE ee, HaKNeuBaHWe MapKu (ecnu Het
LLeHTPaNM30BaHHOW ONAaTbl NEPECHIIKM); HaNUCcaHUe aapeca, COCTaBNEHUE ONUCK

31 |paboTta c oTKazamu - NpPU NoAy4eHUU oT bubnnoTekn-boHAoLEepKaTeNa m3BelweHua ob OJAMH 3aKas 6,0
OTKase WM 33Jep)KKe BbINONHEHUA 3anpoca: ycTaHOBKa 6naHKa 3aKasa C yKasaHWem
NPUYMHbBI U JaTbl OTKasa B KapToTeKy "OTKasbl no MBA"

32 | coobleHune B oTAeN 06CNYKMBAHMA O NONYYEHUMN OTKa3a (AaTta, NpUYmMHa) OAMH OTKas 2,0
O6cnykuBaHue aboHeHTOB No MBA:

33 | nonyyeHue 3aKasa: aboHeHT obpaTuncAa B TeKywem roay BhepBble: MNPOCTaB/ieHVe B OAMH OTKas 0,5
KapTouKe roga obpalleHus, aatbl

34 | opopmneHne aboHeHTa (opraHunsauma paHee He aboHMpPOBanach): perncTpaumns aboHeHTa B OAMH aboHeHT 12,0
aBTOMATU3MPOBAHHOM CUCTEME; 3aK/loOYeHWe [0roBopa; COrAcoBaHME C OPUANYECKUM
oTaenom

35 | pacCcTaHOBKa perucTpaLMOHHbIX KAapTOUeK B KapToTeke 0/ZlHa KapTouKa 8,0
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36 |pocTaBKa TpeboBaHWIA B Cneumann3npoBaHHble poHabl o4HO TpeboBaHue 10,0
37 | pocTaBKa M BO3BPAT AOKYMEHTOB B CNeLyannsmpoBaHHble GoHAObI OfVH [OKYMEHT 10,0
38 | wudposKa 3aKka3oB aboHeHTOB, Noabop 61aHKOB-3aKa30B No andasuTy, MPOBEPKA HANNYUA O/fMH 3aKas 4,0
LOKYMEHTa No KaTasiory
39 |oTnpaBKa [AOKyMeHTa aboHeHTamM: ynakoBKa 6aHAeponu, B3BelMBaHME, HaKieuBaHue OAMH 3aKa3s 12,0
MapKu, HanMcaHue agpeca; CoCTaB/eHMe ONUCK, TPAHCNOPTUPOBKA B FPynny OTNPaBKM
40 |6ubnnorpaduyeckas AopaboTka HEBbIMNOIHEHHbIX 33Kas30B; YyTOUYHEHUe O[AMH 3aKas 20,0
6ubanorpadnyeckmx CBeAEHUM MO  CNPaBOYHbIM  U3LAHMAM; Y4YeT MOJYYEHHbIX U
0TpaboTaHHbIX 3aKa30B
2.15. Pa6oTa c NOCTOAHHOM 3Kcno3uuueit Mysea KHUrm
Tabnuua 37
N HavmeHoBaHue npouecca, onepauunun. Coctas paboTbl EgmHnua Hopma BpemeHu,
n/n n3mepeHusa MWH.
1 2 3 4
1 | peakcnosnuma (KOPPEKTUPOBKA Pa3enoB TEMATUKO-IKCNO3ULMOHHOIO NAaHa, BbiABAEHWE OfMH 3KCnoHaT 96,0
MaTepranoB AaA IKCNOHMPOBaHUA, No460p)
2 | 3ameHa OTAe/IbHbIX IKCMOHATOB MO YC/I0OBUAM XpaHeHUs (BblaBNEHUE, OTOOP) OZMH 3KCnoHaT 80,0
3 MOHTaX, eMOHTaX OAMH 3KCNOHAT 24,0
4 | aHHOTMpPOBaAHME HOBbIX IKCMOHATOB OAMH 3KCMnoHaT 12,0
5 peaakTMpoBaHMe M 3ameHa (neyaTb, OGOPMIEHME) aHHOTauMi W 3KCNAMKAUMn B OAMH 3KCNOHAT 18,0
3KCno3numm
MprmeyaHue: paboTbl ONUCHIBAIOT KOMMIEKTOBAHME, YHET, COXPAHHOCTb HEKHUXKHbIX MaTepranos Mysesa KHUTH.
2.16. CnpaBo4yHasa u MHPoOpMaLMOHHaA paboTa
Tabnuua 38
N HanmeHoBaHwue npouecca, onepauun. Coctas paboTbl EanHnua Hopma BpemeHu,
n/n n3mepeHua MWH.
1 2 3 4
YyeT NoCTYyNUBLLMX BTOPUYHBIX OKYMEHTOB (KapTo4ekK):
1 | BblfABNEHME HEBbINOJJIHEHHbIX 3aKa30B; COCTaB/IEHME 3aABKMN Ha HEBbIMOJIHEHHbIE 3aKa3bl Ha O4HY Heaento 840,0
OpraHu3auua cnpaBoYHO-6ubanorpapuyeckoro annapata (CBA):
2 | coctaBneHue bubanorpaduyeckor sanucu OZVH LOKYMEHT 2,3
MpocmoTp M oTbop KapTodek B CBA B UeNAx U3bATUA UAM NepemelleHus (BTOPUYHbIN
oTbop):
3 | u3bATME M3 KATaNOroB M KapTOTEK KApTOYeK Ha [AOKYMEHTbl, CnucaHHble u3 ¢oHAaa; | oAHO HasBaHue 1,0
NPOCMOTP KpaeBeayeckux, bubavorpapuyeckmx n pakrorpapuyecknux KapToTek; nsbatne
M3 HUX KapTOYeK Ha [OKYMEHTbl, MoTepABLUME LLEHHOCTb, NepeBefeHMEe KapTOYKkU B
apXvMBHble KapTOTEKU (YHUYTOXKEHWE); BHECeHWe OTMETKM B IKypHasie yyeTa W
PEerncTpaLnoHHON KapTOTEKe; U3bATUE U3 KAaTa/NIOrOB U KapTOTEK KapToueK Ha JOKYMEHTbI,
cnucaHHble u3 ¢oHAa
OpraHu13auma KapToTEKW NEPCOHANNMN U TEMATUUECKOM KapTOTEKM:
4 | onpefeneHue U COCTaBNEHNE NEPEYHA NINLL, CBEAEHMNA O KOTOPbIX OTPAXKAIOTCA B KAPTOTEKE; | O4HA KapToTeka 15,0

NPOCMOTP MHPOPMALMOHHBIX U3AAHWUI, NEPBUYHBIX JOKYMEHTOB, OTOOP [OKYMEHTOB ANA
BK/IIOYEHUA B KapTOTEKY;  COCTaB/ieHWe  aHa/MTUYECKOTO  aHHOTMPOBAHHOIO
61banorpadu4eckoro onucaHusa AOKymeHTa
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5 | npocTaBneHune KBannduKauMOHHbIX MHAEKCOB, NoAGOP KapToyeK no uHaekcam (andasuTy) | oaHA KapToTeka 4,0
W PACCTaHOBKA KapTOYKM B MHOOPMALMOHHBIN MaccuB
6 | TexHuyeckas M cogep:katenbHas 0bpaboTKa AOKYMEHTOB A/ BK/AIOYEHMSA B KApTOTEKY; | OAWH SOKYMEHT 3,0
paccTaHOBKA KapTo4Ku No andasuTty damuamii aBTopos U MO BUAAM LOKYMEHTOB
7 | TeXHWYecKoe penaKTUPOBaAHME KAPTOTEK: MPOBEPKA COOTBETCTBUA CTPYKTYPbI, COAEPIKAHUA OfiHa KapTouKa 2,0
N opopMNEeHUA KapToueK B COOTBETCTBUM C TpeboBaHMAMM [OAHHOM KapTOTEKM; 3ameHa
BETXMX KapTOYEK U pasaenmTtenem
2.17. 9KCKYPCUOHHaA AeATe/IbHOCTb
Tabnvua 39
N HavmeHoBaHuMe npouecca, onepauunun. Coctas paboTbl EanHnua Hopma BpemeHu,
n/n n3mepeHus MUH.
1 2 3 4
IKCKYpCHA MO IKCNO3ULUU MY3€ESA KHUTU:
1 | o630opHan aKcKypcua OflHa 3KCKypcumA 60,0
2 | 3KCKypcuAa ¢ Noa60pPOM M NOKA30M KHUT 04Ha 3KCKypcuAa 300,0
2.18. NpoekT "AHTUNANArMaT"
Tabnuua 40
N HavmeHoBaHue npouecca, onepauunun. Coctas paboTbl EamHnua Hopma BpemeHu,
n/n n3mepeHusa MWH.
1 2 3 4
OdopmneHure 1 y4eT LOKYMEHTOB A1 OKa3aHWUA YCAyr:
1 |nonyyeHuwe n NPOBEPKA AOrOBOPOB, 3aK/OYEHHbIX C GUIMYECKUMM IULAMU, YUTATENAMWU |  OAWH AOKYMEHT 60,0
6M6MOTEKM, MO OKA3aHMIO YCAYT, CBA3AHHbIX C MCNO/Ib30BAHMEM 3/1EKTPOHHBIX Pecypcos
(9P) 1 aneKTpoHHbIX BubanoTek (3B)
2 | BbIrpy3Ka peecTtpa U3 aBTOMATU3MPOBAHHOW cMCTEMbl MO CHOPMMPOBAHHBIM AOrOBOPAM, OfVH peecTp 15,0
33K/IIOYEHHBIM C GU3NYECKUMMU NIMLAMK, YnTaTenamu BUBAMOTEKM, MO OKa3aHWIO YCayr,
CBA3aHHbIX C Ucnonb3osaHvem 3P n 3b
3 | cBepKa AaHHbIX MO MOCTYMUBLUMM [0rOBOPaM, 3aKAOYEHHbIM C PUINYECKUMU NLAMM, 0fHa cBepKa 40,0
yutaTenamm 6M6aMOTEKMN, MO OKA3aHMUIO YCAYr, CBA3AHHbIX C Ucnosab3oBaHvem 3P u 3B, ¢
pPeecTpoM, BbIrpy»KeHHbIM U3 aBTOMATU3UPOBAHHOM CUCTEMDbI
4 | npuem 3aABKM OT OPUANYECKOrO /MLLA Ha 3aKK4YeHWe A0roBopa NO OKas3aHUo YCAyr, | OAMH OOKYMEHT 15,0
CBA3aHHbIX C ucnonb3osaHvem 3P n 3b
5 | noarotoBKa TEKCTa JOroBOpPa MO OKAa3aHWUIO YCAYT, CBA3AHHbIX C ucnosab3osaHnem 3P n b OfVH OKYMEHT 15,0
6 | cornacoBaHue AOroBopa No OKa3aHUIo YCAyr, CBA3AHHbIX C UCNob30oBaHMeM 9P n 3b OOVH LLOKYMEHT 300,0
7 | peructpauma 4orosopa N0 OKa3aHMIO YCAYr, CBA3AHHbIX C Ucnosb3oBaHuem 3P un 3b OAMH AOKYMEHT 60,0
8 |3anonHeHve TpeboBaHWA Ha odopmneHMe ¢GUHAHCOBOrO [JOKYMEHTa K [0rosopy Mo | OAWH AOKYMEHT 30,0
OKas3aHWIo YCAyr, CBA3AHHbIX C Ucnosb3oBaHnem 9P u 3b
9 |npoBepka odopmaeHHOro (GUHAHCOBOrO [OKYMEHTA K [AOrOoBOPY Ha OKa3aHWe YCAyr, | OAWH OOKYMEHT 15,0
CBA3aHHbIX C ucnosb3osaHmem 3P n 3b
10 |nognucaHMe JOKYMEHTA NO OKA3aHMUIO YCAYT, CBA3AHHbIX C UCNOAb30oBaHMem 3P n 3b OOMH AOKYMEHT 960,0
11 |BHeceHWe B peecTpbl y4eTa NEPBUYHbBIX AAHHbIX O JOrOBOPE NO OKA3aHWUIO YCAYT, CBA3AHHbIX [  OAWH AOKYMEHT 30,0
¢ ucnonbsosaHmnem 3P n 3b
12 |cKaHuWpoBaHMe OGOPMIEHHOTO [JOKYMEHTAa Ha OKasaHue YC/ayr, CBA3aHHbIX C| OAWH AOKYMEHT 30,0

mcnonb3osaHnem 3P n 3b
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13 | oTnpaBKa NO 3/1€KTPOHHOM NOYTE IOPUAMYECKOMY NNLY CKAHMPOBAHHOW KOMWUU OOKYMEHTa | 04HO cooblieHne 40,0
Ha OKa3aHwue yc/yr, CBA3aHHbIX C ucnonb3osaHnem 3P n 3b

14 | noaroToBKa TeKCTa [AOKYMEHTa O BHECEHUU WU3MEHEHWN B 3aK/OMEHHbIN AOrOBOP Ha | OAWH AOKYMEHT 60,0
OKasaHue ycayr, CBA3aHHbIX C ucnonb3osaHuem 3P n 3b

15 |[noAroToBKa TeKCTa ULEHOBOrO MNPeasioXeHUA Ha OKasaHue YCAyr, CBA3aHHbIX C| OAWH OOKYMEHT 60,0
ncnonb3osaHnem 3P u 3b

16 | noprotoBKa TEKCTa aKTa K forosopy 06 oKasaHUM yCayr, CBA3AHHbIX C UCNOAb30BaHMEM 9P 1 |  oAWH JOKYMEHT 60,0
36

17 |npoBepKa AaHHbIX HAa OQULMANBHOM caWTe FOCYAapPCTBEHHbIX 3aKYMOK O MpOBEAEHUU 0fiHa 3aKynKa 20,0
TOProBOM 3aKYMNKM Ha OKa3aHue yCayr, CBA3AHHbIX C Ucnosb3oBaHvem 9P n 36

18 |coxpaHeHWe [OKYMeHTauuMuM ¢ OodPUUMANbHOrO caWTa roCyAapPCTBEHHbIX 3aKyMmoK no oavH dainn 15,0
06bABNEHHON TOProBOW 3aKynKe Ha OKasaHue YCayr, CBA3AHHbIX C cnoib3oBaHem 3P n 3b

19 |npoBepKka [OKYMeHTauuMW TOProBOW 3aKyNMKM HA OKasaHMe YCAyr, CBA3@HHbIX C| OAWH JOKYMEHT 40,0
ncnonb3osaHnem 3P n 3b

20 | noAroToBKa 3asABKM AJ1A y4acTMA B 06BbABAEHHOM TOProBOM 3aKynKe Ha odpuLMaNbHOM calTe OoJHa 3asaBKa 150,0
rocy4apCTBEHHbIX 3aKYMNOK MO OKa3aHMIo YCAYr, CBA3AHHbIX C ucnosb3osaHnem 3P n 3b

21 | BU3MpOBAHME 3asiBKM B COOTBETCTBUM C PErTAMEHTOM BMBAMOTEKM OOMH AOKYMEHT 360,0

22 | NOArOTOBKa TeKcTa AoroBopa AnA odOpMIEHMA NO OKOHYAHWIO TOProBOM 3aKYNMKM HAa | OAMH AOKYMEHT 70,0
oduuManbHOM CailTe TroCyAapCTBEHHbIX 3aKYMOK MO OKa3aHWK YCAyr, CBA3AHHbIX C
ncnosb3osaHmem 3P 1 3b

23 | pa3melleHMe 3aABKM Ha 0dULMANBHOM CaliTe rocyAapCTBEHHbIX 3aKYNOK ofiHa 3aABKa 40,0

24 |yyacTve B TOProBOM 3aKymKe Ha odUUMANbHOM caliTe roCyAapCTBEHHbIX 3aKyMoK Mo 0oA4Ha 3aKymnKa 120,0
pernameHTy 3/1eKTPOHHOW NAOLLAAKN

25 | noAroToBKa TEKCTOB [OKYMEHTOB B COOTBETCTBMM C TpeboBaHMAMWM pernameHTa | OAMH AOKYMEHT 360,0
npoBeseHUA TOProBOM 3aKyMNKM No OKa3aHWIo YCAYr, CBA3AHHbIX C Ucnoab3oBaHvem IP n 3b

26 | dopmupoBaHME NNATEXHOIO AOKYMEHTa B ByXrantepckoi nporpamme no TpeboBaHWUIO Ha | OAUH AOKYMEHT 30,0
odopmneHne GUHAHCOBOrO AOKYMEHTA K AOrOBOPY MO OKa3aHMIO YCAYr, CBA3AHHbIX C
ncnonb3osaHnem 3P n 3b

27 |BbIBOA Ha neyaTb M3 byxrantepckoh nporpammbl CHOPMUPOBAHHOTO NAATENKHOMO |  OAMH AOKYMEHT 7,0
LOKYMeHTa

28 | nepepaya nakeTa NAaTeXHbIX JOKYMEHTOB Ha nognuncaHue B byxrantepuio OAMH MakeT 30,0

29 | popmupoBaHMe eKeaHEBHOro oT4eTa O paboTe NO MNPOEKTy M BbINOAHEHWW YCAYF, | OAUH LOKYMEHT 60,0
CBA3aHHbIX C ucnosb3osaHmem 3P n 3b

30 | KOHTPO/Ib CPOKOB BbINONHEHMUA YCAYT, CBA3AHHbIX C UCNoab3oBaHMem IP n 3b OAMH AOKYMEHT 30,0

31 | KOHTPONb MCNONHeHUA GUHAHCOBLIX 00A3aTeNbCTB MO [OroBOPYy Ha OKasaHWe YCAyr, | OAMH AOKYMEHT 30,0
CBA3aHHbIX C ucnonb3osaHvem 3P n 3b

32 |cBepKka MCNOAHeHUA 06A3aTeNbCTB MO 3aK/AYEHHbIM [0roBOPamM Ha OKasaHue YCAyr, | OAMH AOKYMEHT 60,0
CBA3aHHbIX C ucnosb3osaHmem 3P n 3b

33 | KOPPEKTUPOBKaA AaHHbIX B peecTpax y4eTta 06 UCNONHEHWM YCOBUIA JOTOBOPA MO OKA3aHUIO | OAMH AOKYMEHT 40,0
YCNYT, CBA3a@HHbIX C ucnoabzosaHvem 3P n 3b

34 | HanpaBNeHWe PUANYECKOMY ANLY COOBLLEHUA NO 3/N1EKTPOHHOM Mnoyte 06 MCNoNHeHMM | oAHO coobuieHune 30,0
YCNOBWUI A0roBOpPa NO OKA3aHWUIO YCAYF, CBA3AHHbIX C UCNonb3oBaHMem P u 36

35 | dopmupoBaHMe MaKeTa AOKYMEHTOB A/1A HAMpaB/ieHUA HOPUAUYECKOMY NIULLY MOYTOBbIM OAMH naket 40,0
oTnpaBieHnEeM

36 |BblAa4ya OPUTMHAMOB 3aK/OYEHUIM U KOMNNEKTOB AOKYMEHTOB 3aKa34ymMKam Ha PyKu OAMH AOKYMEHT 60,0

37 |noArotoBKa KOMMAEKTAa JAOKYMEHTOB MO [OroBOpam C MOJIHOCTbIO  BbIMOIHEHHBIMU | OAUH KOMMAEKT 60,0

06s3aTeIbCTBaMM OKa3aHUA YCAyr, CBA3aHHbIX C UICNO/1b30BaHUNEM 9P n 3b, ana nepegayun s
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byxrantepuio

38 |cocTaBneHne peecTpa KOMMIEKTOB AOKYMEHTOB, XPaHAWMXCA B apxuBe u/man OfVH peecTp 60,0
nepegasaembix B byxrantepuio

39 | cocTasneHue n opopmaeHre apXMBHOM NANKN OPUTMHANOB JOKYMEHTOB ofHa nanka 30,0

40 |co3paHWe apXWBHOW 3/IEKTPOHHOW KOMWUW [AOKYMEHTOB C MOJIHOCTbIO BbINOJIHEHHBIMU | OA4MH OOKYMEHT 40,0
0653aTeNIbCTBaMM OKA3aHMUA YCAYr, CBA3AHHbIX C UCNonb3oBaHWem 3P n 3b, nepesaBaembix
B byxrantepuio

41 | nepefaya AOKYMEHTOB B ByxranTeputo Nno peectpy KOMMNIeKTOB AOKYMEHTOB OfMH peecTp 40,0

42 | bopmmupoBaHME OTYETOB O pesysbTaTax PaboTbl NO MPOEKTY OKa3aHWA YCAYr, CBA3AHHbLIX C| OAMH SOKYMEHT 1200,0
ncnonb3osaHnem 3P u 3b
MHbopmaLmoHHaa noaneprkka nosib3oBaTesield MO  OKAa3aHWK  YCAyr, CBA3AHHbIX C
ncnonb3osaHnem 3P u Ib:

43 | TenedoHHbIe KOHCYNbTaLMM MO OKa3aHUIO YCAYr, CBA3aHHbIX C Mcnoab3oBaHnem 3P u Ib, O4MH 3BOHOK 40,0
ONA 10PUSNYECKUX U PU3NYECKUX L,

44 | cocTaBneHne coobLEeHNI B OTBET Ha BXOAALLME 3/IEKTPOHHbIE MUCbMA MO OKa3aHWto ycayr, | oAHO coobuieHune 180,0
CBA3aHHbIX C Ucnonb3osaHnem 3P n 3b

45 | popmuMpoBaHME CMMCKA KAMEHTOB ANA MPOBEAEHMA MACCOBOM PACCblIKM MO 3/1eKTPOHHOM O/ Ha paccbiiKa 1920,0
noyTe Mo NPOEKTY OKa3aHMA YCAyr, CBA3aHHbIX C ucnosnb3osaHmem 3P 1 3b

46 |nNoAroToBKa AOKYMEHTOB /18 NPOBEAEHWs MACCOBOM PACCbIIKM MO MPOEKTY OKa3aHWs | OfHA paccbliKka 600,0
YCAYT, CBA3AHHbIX C Ucnonb3oBaHmem 3P n 3b

47 |npoBefeHME MacCOBOW pPacCbiIKM MO  NPOEKTYy OKasaHWs YyCAyr, CBA3aHHbIX C| Of4HA paccbliKa 90,0
ncnonb3osaHnem 3P n 3b
OcylectsneHune ycnyru npegoctasneHma goctyna K 3P n 3b:

48 | peructpauma HOBbIX/aKTUBaUuA/aeaKTUBaLMA paHee paboTatoLmx o4Ha 3anucb 30,0
IopUANYECcKMX/PU3nNYECcKMX L, B aBTOMATU3MPOBAHHOW cucTeme

49 | bopmupoBaHue coobLEeHUA NPeacTaBUTENIO OPUAMYECKOro NMLA C AaHHbIMKM  ANA | oAHO coobuieHue 30,0
aKTMBaumm goctyna K 9P n 3b

50 | KOHTPO/Ib 32 OKa3aHMeM yCAayr, CBA3aHHbIX C ucnonb3oBaHnem 3P u 36, ANA OPUANYECKUX U ogHo 60,0
dusnyecknx auu, ¢ 3P 1 3B, BKNOYAA MOHUTOPUHT HapyLIEHWA NPaBU OKa3aHWA ycayr topugmnyeckoe/dpus

nyeckoe Lo

51 | KOPPEKTUMPOBKA AAHHbIX O IOPUAMYECKUX IMLAX B aBTOMATU3MPOBAHHOM cucTeme ofiHa 3anucb 30,0

52 | BHeceHMe U3MEeHEeHWUI B CMUCOK IPUANYECKUX NNL, PA3MELLEHHbIM Ha caliTe NpPoeKTa ofiHa 3anucb 30,0
OcyluecTBneHWe yCyru NpoBepKn TEKCTOBOIO AOKYMEHTa Ha Ha/iuuvMe 3aMMCTBOBAHMUI U3
[OKYMeHTOB B cocTaBe Jb:

53 | BHeceHWe B peecTp yyeTa NepPBUYHbIX AAHHbIX O MOCTYNMBLUEM AOKYMEHTE Ha OKa3aHue | OAMH AOKYMEHT 15,0
YCAYrM NPOBEPKM TEKCTOBOrO AOKYMEHTA Ha Ha/vuMe 3aMMCTBOBAHWI M3 JOKYMEHTOB B
cocrase 3b

54 | KOpPpPEeKTUPOBKa AaHHbIX B peecTpe y4yeTa 06 3Tanax BbIMOAHEHMS 3aKasa MO OKA3aHMUIO | OAMH AOKYMEHT 15,0
YCAYrM NPOBEPKM TEKCTOBOrO AOKYMEHTa Ha Ha/iMuMe 3aMMCTBOBAHWMN M3 AOKYMEHTOB B
cocrase 3b

55 | pacnpepeneHve OOKYMEHTOB MO 3KCMepTam A/1A OKa3aHWA YCAYrM NPOBEPKU TEKCTOBOrO | OAMH AOKYMEHT 40,0
LOKYMEHTa Ha Hannume 3aumMCcTBOBaHUI U3 JOKYMEHTOB B cocTase 3b

56 | nepepaya AOKyMeHTa 3KCNepTy ANA OKa3aHWA YCayryu NpPoOBEPKM TEKCTOBOrO AOKYMEHTAa Ha | OAMH AOKYMeHT 15,0
Ha/Zinyne 3aMMCTBOBAHUM U3 AOKYMEHTOB B cocTase 3b

57 | nonyyeHue n 06paboTKa IKCNEPTOM AOKYMEHTA HA OKa3aHWe yCIyrn NpoBepKM TEKCTOBOIO | OA4MH AOKYMEHT 40,0
OOKYMEHTA Ha HaM4Me 3aMMCTBOBAHMIM U3 OKYMEHTOB B cocTase 3b

58 | M3yyeHMe 3KcnmepTOM CTPYKTYpbl, COCTaBa, COAEPXaHUA AOKYMEHTa ANA OKa3aHWA yCcayru | OAMH AOKYMEHT 180,0
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NPOBEPKN TEKCTOBOIO AOKYMEHTA Ha Hanun4vune 3aMMCTBOBAHUN 13 AOKYMEHTOB B COCTaBe 2b

59 | npoBepKa 3KCNepTom AOKYMEHTa Ha Hanu4yMe NpuMemoB, NPEenATCTBYIOLMX PAacNo3HaBaHUIO |  OAUH AOKYMEHT 180,0
TEKCTa aBTOMATMU3MPOBAHHOW CUCTEMOM UM OKa3aHUK YCAyrM MNPOBEPKU TEKCTOBOro
LOKYMEHTA Ha Ha/lMuMe 3aMMCTBOBAHWUI U3 JOKYMEHTOB B cocTase 3b
60 |npoBeseHMe 3KCNEPTOM MEPBUYHOM MPOBEPKM  AOKYMEHTa C  WCMNOJIb30BaHWEM | OAMH AOKYMEHT 60,0
aBTOMATU3NPOBAHHOM CUCTEMDI
61 |o0b6paboTKa 3KcMepTOm OTYeTa aBTOMATU3MPOBAHHOM CUCTEMbl O MEPBUYHOW MPOBEPKE | OAMH AOKYMEHT 480,0
[OKYMEHTA C LLe/IbH0 UCK/TIOYEHMA KOPPEKTHbIX 3aMMCTBOBAHUN
62 | aHanU3 3KCNEePTOM HEKOPPEKTHbIX 3aMMCTBOBaHWUM, 0BHaPYKEHHbIX B LOKYMEHTe OfWH [OKYMEHT 600,0
63 |aHanu3 cnpaBoYyHO-bMbAMOrpadmueckoro annapata A[OKYMEHTa, BKAOYaA CBEPKY | OAMH OAOKYMEHT 480,0
MCTOYHMKOB, YKa3aHHbIX B CMIUCKe UTepaTypbl
64 | bopmupoBaHME TEKCTa IKCMEPTHOrO 3aK/AOYEHUA MO WUTOry MNPOBEAEHHOM NPOBEPKU | OAUH AOKYMEHT 120,0
LOKYMEHTaA C y4eTOM A@aHHbIX OTYeTa aBTOMATU3MPOBAHHOMN CUCTEMBI
65 | NpoBepKa TEKCTa 3aK/0YeHUA Ha NpeAMeT COOTBETCTBMA YCTAHOB/IEHHbIM TPeBOBaHMAM K |  OAMH AOKYMEHT 15,0
pe3ynbTaTy OKa3aHWA YCAyrn NPOBEPKN TEKCTOBOIO JOKYMEHTA Ha HaZiuMe 3auMCTBOBaHMUM
13 OOKYMeHTOB B cocTase 3b
66 |aHanu3 cogepXaHuA pe3y/abTaTOB NPOBEPKMU, YKA3aHHbIX B 3aK/OYEHUU, KOPPEKTUPOBKA | OAUH AOKYMEHT 60,0
bopmynnpoBok
67 |BbIBOA, Ha NeyaTb UTOroBon GOPMbI 3aKJOYEHUA MO Pe3y/ibTaTy NPOBELAEHHON NPOBEPKU |  OAUH AOKYMEHT 15,0
LOKYMEHTa C y4eTOM AaHHbIX OTYeTa aBTOMATU3MPOBAHHOMN CUCTEMBI
68 | nognucaHue 3aKkNYeHnA OAMH AOKYMEHT 240,0
69 | cKaHMpoBaHWe 0GOPMIEHHOTO 3aKNHOYEHMUA OAMH AOKYMEHT 30,0
70 | KOPPEKTUPOBKa B peecTpax yyeTa AaHHbIX O BbINOAHEHUM 06A3aTeNbCTB MO A0rOBOPY U | OAMH AOKYMEHT 40,0
OKa3aHWIO YC/NYrM MPOBEPKM TEKCTOBOIO [OKYMEHTA Ha Haauyue 3auMCTBOBAHMI U3
LOKYMeHTOB B cocTase 9b
71 |cocTaBneHMe OOMNONHEHUA K 3aK/IOUYEHUIO MO pe3ynbTaTy OKa3aHWA NPOBEPKM TEKCTOBOrO O4HO NUCbMO 120,0
LOKYMEHTa Ha Hannyme 3aumMCcTBOBaHUI U3 JOKYMEHTOB B cocTase 3b
72 | cbop 1 06paboTKa CTAaTUCTUUECKUX AaHHbIX MO NPOEKTaM C Ucnosib3oBaHnem 3P 1 3b O4MH 3anpoc 240,0
73
74 | npoBeaeHMe NPOBepPKK KayecTBa ¢dalinos B b oavH dainn 40,0
75 |3arpy3ka ¢painnos gna BkAoYeHWA B b ¢ NpOCTaHOBKOWM NpM3HaKa focCTyna oavH dainn 30,0
76 | pesepBHOe KonuposaHue daiinos Ib 04HO 60,0
KONUpoBaHne
2.19. OKasaHue ycayr yaaneHHbIM NoNAb30BaTeNIAM, B TOM YUCAe YuTaTensam 6Mb6aMoTeKu, NocpesCcTBOM OHNAMHOBDIX
ABTOMAaTU3UPOBaHHbIX cepsucos (OnAC)
Tabnuua 41
N HaumeHoBaHwMe npouecca, onepauun. Coctas paboTbl EanHunua Hopma BpemeHu,
n/n n3mepeHuma MWH.
1 2 3 4
1 |TenedoHHble KOHCyNAbTaLUMM MO  OPraHWM3aUMOHHbIM  BOMpocam  odpopmneHua w O/ZIVH 3BOHOK 30,0
npegocTasaeHua ycnyr yepes OnAC
2 | cocTaBneHue coobLieHMIt B OTBET Ha 3/IEKTPOHHbIE NCbMa nonb3oBaTenen OnAC 0AHO coobleHmne 180,0
3 | nepeHanpaBneHve coobleHW B nNoapasfenieHue, OTBETCTBEHHOE 3a OKalaHWe | OAHO coobuieHue 15,0
KOHKpeTHoM ycayrmn B OnAC
4 | KOHTPO/Ib U 06PaboTKa NoNyYeHHbIX 3aka3oB B ONAC OOMH 3aKa3s 20,0
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5 | npoBepka 3aka3os B ONAC Ha coOTBeTCTBME NpaBuAam NpesoCcTaBAeHUA yeayr OAMH 3aKa3s 30,0
6 | KOHTPO/Ib 3@ NOCTYN/IEHUAMM CPEACTB NO OMna4YeHHbIM 3aKasam B ONAC 0AHa ycnyra 60,0
7 | KOPPEeKTUPOBKa CTaTyca 3aKasa, 3aKpbITME 3aKa30B O/fMH 3aKas 30,0
8 | noAroTtoBKa aKTa CBEPKWM 3a OTYETHbIA Mepuos O NOCTYMN/IEHUAX CPEACTB MO ONAAYEHHbIM |  OAMH AOKYMEHT 60,0
3akasam B OnAC
9 | nognucaHue cBOAHbIX OTYETHbIX AOKYMEHTOB OAVH AOKYMEHT 300,0
10 | dopmupoBaHMe NakeTa AOKYMEHTOB A1 HanpaBAeHUA NOYTOBbIM OTNPaBAEHNEM OAMH MakeT 30,0
11 | dopmupoBaHMe exxeHEBHOMO OTYETa O HOBbIX 3aKa3ax M BbiNosHeHUK ycayr 8 OnAC OAMH oT4eT 60,0
12 | dopmupoBaHME UTOrOBbLIX OTHYETOB O pe3y/abTaTax PaboTbl MO NPOEKTY, C AeTanusaunei no OfWH OoTyeT 1500,0
KaXKAOoW OTAEeNbHOW ycayre
Pernctpauua nonb3osatenel B pekxMme OHMAANH:
13 | npoBepka 3anucu nonb3oBaTens B 6ubaMoTeKy OAMH 1,0
nosnb3oBaTenb
14 | o6bpaboTka M BBOA, GaMUANUN, UMEHM, OTYECTBA NOJIb30BATENA U afpeca ero 3/1eKTPOHHON OANH 2,5
nouThbl 3N1EKTPOHHbIM
bopmynsip
15 |coctaBneHMe MUCbMA C YKa3aHMEM JIOTMHA M CreHEePUPOBAHHOINO CUCTEMOM MaposiA, | OAHO SNEKTPOHHOE 2,5
NPUKpPenaeHne WHCTPYKUMWU TMONb30BaHMA W OTNPaBKA €ro no 3NeKTPOHHOW nouyTte n1McbMo
nosib3oBaTento
O6cnyKuMBaHWe NONb30BaTENEN B PEKMME OHNANH:
16 | Bbirpyska us OnAC OTYETHbIX AAHHbIX 33 ONpPeAeNeHHbIN Nepruos BpeMeH! oAuH dann 5,0
17 | pa3melLeHne HOBbIX NOCTYNNEHUI OKYMEHTOB Ha caliTe BUBANMOTEKM: CO34aHMe 3aroN0BKa oAanH dann 1,5
aHHOTALMW; NpuKpenieHne ¢pannos
18 |paccbinka NO 3/M1EKTPOHHOM MNoyTe yAaseHHbIM MO0/Ab30BaTENAM  WMHOOPMALMOHHLIX | OAHO 3N1EKTPOHHOE 1,5
coobueHni NUCcbMO
19 |nHbOPMALMOHHOE COMPOBOXAEHWE CailTa, MOpPTana M CTPAHWL, B COUMA/bHBLIX CETAX: | O4HO cooblieHune 1,5

CO3aHue 3aro/sIoBKa aHHOTaUMW; NpuKpenaeHune daiina(os)
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3. TunoBble oTpac/ieBble HOPMbI TPYAA Ha PaboTbl, BbINONIHAEMbIE B CNeLannsMpoBaHHbIX 6U61MOTeKax ANA MHBAIMAO0B MO 3PEHUI0

Hopmbl Tpyaa pa3paboTaHbl Ha OCHOBHble BMAbl PaboT, BbIMOJAHAEMbIX B CreuuanmM3npoBaHHbIX 6UbaMOTEKax 4NA MHBAAWAOB MO
3PEHUI0: KOMMNEKTOBaHWE U y4yeT 6ubanoTeyHoro poHaa; 6ubamMoTedHas o0bpaboTKa AOKYMEHTOB; OpraHM3auuMa M BeAeHWe KaTanoros,
dopmupoBaHme 6a3 AaHHbIX, B TOM Yncie 6a3 gaHHbIX 3BYKOBbIX $aitnos; paboTa ¢ poHAO0M M obecneyeHMe ero COXPaHHOCTH; CTalMOHapHoe
MU BHecTaUMOHapHoe ob6Cay:KMBaHWe Mo/b30BaTeNei; MaccoBas, CMpaBoyHas M MHPOpMaLMOHHaA paboTa; HayyHO-meTogmyeckasa W

penaKkUMOHHO-U3aaTebCkan paboTa; BbIMYCK MasioTUPAXKHbIX M34aHMI cneumanbHbix GopmaTos.

Mpu BbINONHEHUM pPabOT CNAbOBUAALMMM U HE3PAYUMMM CMELMANUCTaMK  OeNCTBYIOT NonpaBoyHble KO3bGOUUMEHTbI: AnA

cnabosngawmx - 1,5; ana Hespaumx - 2,0.

3.1. KomnneKtoBaHue 6ubanorteyHoro ¢poHAa

YKasaHue WuHAeKca, roga, nepuoguyHoCcTn, MUCTOYHMKA NOCTynneHUA, CTPYKTYPHOro

Tabnuua 42
N HanmeHoBaHwue npouecca, onepauun. Coctas paboTbl EamHnua Hopma BpemeHu,
n/n n3mepeHua MWH.
1 2 3 4
Tekyliee KOMNAEKTOBaHWe BUbanoTeyHoro ¢oHaa:
1 | NpoCMOTP KHUroM3AaTeNIbCKOW M KHUFOTOProBoW MHPOPMaLMKM (aHHOTMPOBAHHbLIX MIaHOB ofHa nosnuma 0,5
BbIMYCKa IMTepaTypbl, NPOCMNEKTOB, CAUTOB M34aTENbCTB U U3AAIOLWMX OPraHU3aLMiA)
2 |onpegeneHne TemMbl UM BMAA AOKYMEHTa, NoAJsexawero oTbopy, BbIACHEHWE | OAMH AOKYMEHT 6,0
HeobXoAMMOCTV NPUOBPETEHNA, CBEPKA C INEKTPOHHbBIM KaTalorom
OnpepeneHune sK3eMNIAPHOCTM 3aKasa: ofHa nosnuma
3 | ana noapasgeneHuni 1,0
4 | pna 6ubANOTEKM B LLEIOM 2,0
5 |odopmneHne 3aKkasza: cocTaB/lieHME A0roBopa, 0GOPMIEHUE MPUIOKEHUS K LOrOBOpPY; OOMH 3aKa3 45,0
yKa3aHue 3K3eMnIAPHOCTU, CTOMMOCTU 3aKa3a; COCTaB/IEHNE TEXHNYECKOro 3afaHna
6 | noarotoBka K MNpOBEAEHWIO TOProB: COCTaBAEHME chucka TpeboBaHWI K ydYacTHMKam | ogHa npoueaypa 200,0
KOHKypCa; OMoBelleHMe YY4aCTHMKOB KOHKypca O CpOKe npoBefeHuA; HanucaHue,
pervucTpauma 1 paccbiiika NMCbMa B U34aTeNIbCTBa U U3AatoLmne opraHnsaumm
PaboTa B aBTOMaTU3MpPOBAHHOM peXKUME:
7 |BBOA 3aKasa TeKylLero KOMMNJAEKTOBaHWA B 6a3y AaHHbIX aBTOMATM3MPOBAHHOM CUCTEMbI | OAHO Ha3BaHWe 3,0
(B4 AC); yKasaHMe 3K3eMNAAPHOCTM 3aKasa, pacnpegeneHume Mo  CTPYKTYPHbIM
nogpasgeneHmam
8 | pemakTMpoBaHue BBefeHHbIXx B B AC cBegeHMi O 3aKase; BblBOA Ha 3KPaH; BHeceHMe | OAHO Ha3BaHWe 6,0
N3MEHEeHN
9 | BbIBOA Ha NPUHTEP AQHHbIX TEKYLLETO KOMMNJIEKTOBAHMA; pacrneyaTka Of1HO Ha3BaHue 1,0
BepeHve KapTOTEKM TEKYLLErOo KOMMJIEKTOBaHMWA:
10 |cocTaBneHMe KapTOYKM; YKasaHMe aBTOpa, 3arnaBuA, BbIXOAHbIX AAHHbIX, WMCTOYHUKA 0ofiHa KapToukKa 3,0
KOMMJIEKTOBaHMWA
11 | pa3pesKa usgaTeNbCKMX MNAHOB, pacneyaToK ANA KapTOTEKM TeKyLLero KOMMIEKTOBaHMA; 0ofiHa KapTouKa 2,0
HaK/NIeMBaHWE HA KaTa/I0XKHble KapTOYKK
12 | nopbopKka KapToyeK no andaBuUTy; PaCcCTAaHOBKA B KAPTOTEKY TEKYLLEro KOMMNIEKTOBAHUA 0ofiHa KapTouKa 1,0
OdopmneHre NoANUCKU Ha NepUoauYecKkme n3aaHus:
13 | npocmoTp Katanoros "Pocneyatn"; oT6op nepuoanyecknx sgaHui ana noannucku ofiHa no3muma 0,5
14 | cbop 3a8BOK gNa NOANMCKM OT CTPYKTYPHbIX NoApasaeneHni oJHa 3anaBKa 1,0
15 |odopmneHune 3akasa Ha NOAMWCKY; MOACYET CTOMMOCTM MOAMWUCKM C YY4ETOM [AOCTaBKM; OfIMH 3aKas 300,0
cocTaBaeHune foroBopa, oGopMAeHNE NPUNOKEHUA K JOTOBOPY
16 |coctaBneHve perucTpauMoHHOM KapTOUYKM [AN1A KapTOTEKM NEepUoaMYEcKUX U3LaHui; OfiHa KapTouKa 6,0
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noapasaeneHums

Pabota B dBTOMATU3NPOBAHHOM peXMME:

17 | BBOA 3aKasa Ha nepunoaunyeckme nsganua s b AC O/ Ha KapTouyKa 3,0
18 | KOppeKTMpPOBKa 3aKasa; BbIBOA HA 3KpPaH CMWCKa MepuogMYEecKUX U3LaHWI; BHECEHWe | oAHa nonpaBKa 0,3
M3MEHEHNN
JokomnnektoBaHue 6ub1MoTedHOro GpoHAa:
19 | npuwem 3aABOK Ha NpMobpeTeHne LOKYMEHTOB OT CTPYKTYPHbIX NOApa3aeneHui OofiHa 3aABKa 3,0
20 |cocTaBneHune 6ubanorpaduyeckoit 3anucK; yKkasaHue KoJIM4yecTBa 3K3eMMNIfpoB U CUMIOB OJHa KapTouKa 3,0
nogpasgeneHum
21 | BKAKOYEHME 33aABKU B KapTOTEKY AOKOMMJIEKTOBaHMA OJHa KapToyKa 0,3
22 | NpOCMOTP KapTOTEKM Hey[oBNEeTBOPEHHOro CMpOoCa; aHanuM3 OTKasa [ANA BbIABNEHWA | OAUH AOKYMEHT 2,0
OTCYTCTBYIOLWMX AOKYMEHTOB; BKIOUNTb UX B KAPTOTEKY AOKOMMNEKTOBAHUA
CocTaBneHne onepaTMBHOIO NJaHa KOMMNAEKTOBaHUA:
23 |onpeaeneHne KOAMYECTBEHHbIX MoKasatenei obbema doHaa (noctynneHue, BbibbITUE), OAMH NnaH 1200,0
OTpac/iieBOro cocTaBa, UCTOYHMKOB MOCTYMN/IEHUA, CMETbI PacXo40B
OdopmneHre nnaHa KOMNAeKToBaHUA B dopme:
24 | Tabnuy ofHa Tabaunua 5,0
25 | KapTOoTeku OJHa KapToyKa 3,0
PaboTa B aBTOMaTU3MpPOBAHHOM peXMMe:
26 | BBOA NNaHa KomnnektosaHua 8 b AC OAMH NNaH 30,0-120,0
27 | KoppekTupoBka b/l; BbIBOA HA 9KpaH; BHECEHWE U3MEHEH U oAHa nonpasKa 0,3
3.2. Npuem, BbI6bITUE U YUET AOKYMEHTOB
Tabnuua 43
N HanmeHoBaHwue npouecca, onepauunun. CoctaB paboTbl EanHnua Hopma BpemeHu,
n/n n3mepeHus MUH.
1 2 3 4
Mpuem NocTynMBLUMX OKYMEHTOB:
1 |npvem [LOKYMEHTOB MO COMPOBOAMUTENbHbIM [AOKYMeHTam (HaknafHasA, akKT); noAbopKa ofiHa mapTua 5,0
LOKYMEHTOB MO KOomMieKkTam, andaBuTy aBTOPOB M 3arnaBuii, IKCNeANULNOHHBIM HOMEpaMm;
CBEpKa C CONPOBOAMUTENIbHbIM AOKYMEHTOM; NPOCTaB/IeHNE LeHbl Ha JAOKyMeHTe, nogcyer
4yncna aIK3emnaAapos, 06LLYO CTOMMOCTb
Mpvem nokymeHTOB 6€3 CONPOBOANUTENbHBIX LOKYMEHTOB:
2 | noabopKka AOKYMEHTOB MO KomMiekTam, andaBuTy aBTOPOB M 3arnaBuii; NpoBeAeHue | OAMH AOKYMEHT 10,0
OLeHKM JOKYMEHTOB
3 | cocTaBneHWe aKkTa Ha Npuem AOKYMEHTOB OfMH aKT 5,0
4 | npocTaBneHMe WTeMnens Ha TUTYNIbHOM AucTe M Ha 17- CTpaHuue [OKYMeHTa Ha | OAWH JOKYMEHT 0,6
B6YyMaXKHOM HOCUTENE, KaXKAOM KOHTelHepe "roBopsLLein” KHUMM Ha KacceTax, KOHTelHepax
bneLw-KapT, ONTUYECKUX U KECTKUX OUCKOB
CBepKa NOCTYNMBLUMX AOKYMEHTOB C KAPTOTEKOM TEKYLLEFO KOMMIEKTOBAHUA:
5 | cBepKa nocTynuBLIEro AOKYMEHTa C KapTOYKOM U3 KapTOTEKM TEKYLLEero KOMMNIEKTOBaHUA; OfiHa KapTouKa 1,0
NMOWUCK KapTOYKM, BbINOJIHEHME HAa KapTOYKe OTMETOK
6 | ycTaHOBNEHME KapTOUYKM 3a pa3genntens "BbinosHeHHble 3aKasbl" OfiHa KapTouKa 0,5
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PaboTa B aBTOMaTU3MPOBAHHOM pexuUMe:

7 | co3panue B B, AC 3an1cu 0 HOBOWM OpraHU3aLLMM-NOCTaBLLMKe ofiHa 3anucb 2,0

8 | nouck 3anuck B B/, "3akas"; BHeCceHMe OTMETOK O BbINOJIHEHMM 3aKa3a ofiHa 3anucb 0,6

9 | npoBepka Ha AybAeTHOCTb NOCTYNUBLLMX A0KYMeHTOB B B, AC OAVH AOKYMEHT 2,0

10 | perucTpauymsa HoBbix nocTynneHuii B 6 AC OOMH OOKYMEHT 3,0

11 |noanucKka Ha NpOAO/MKAMOLWMECA U3LAHUSA; BbINOJHEHME B PErUCTPALMOHHON KapTouyKe | OAHO Ha3BaHWe 2,0
6M6MOTEYHbIX OTMETOK

12 | KoppekTupoBka 3anuceli B b, AC; BbIBOA, 3anNncu Ha 3KPaH; BHECEHWE U3MEHEHU 0AHa nonpasKka 0,3
Mpuem n pernctpauma KypHanos u raset:

13 | nopbopka XypHanoB 1 raset no andasuTy Ha3BaHWUI; NOUCK PErUCTPALMOHHON KapTOUYKMU B | OAWH JOKYMEHT 1,0
KapToTeke MOAMUCHbIX MEePUOAMYECKUX W3LaHMI; OTMETKa HOomepa, AaTbl MNOoydYeHus
LOKYMEHTA

14 | npocTaBneHue WTemnena Ha KypHane, rasete OAMH AOKYMEHT 0,5
PaboTa B aBTOMATU3NPOBAHHOM pPEXKUME:

15 |oTmeTKa O peructpaumm nepuoguyeckux wusgavuii B b AC (HOomep, KoO/MYecTBo o4Ha 3anucb 0,5
3K3eMNIAPOB, OTAEN XPaHEHUA)
BepeHue KHUTM cymmapHoro yyera:

16 |BblaeneHne JOKYMEHTOB MO BUAAM, OTPACAAM 3HAHUA; NOACYET YNCNA AOKYMEHTOB; 3aNuncb ogHa napTma 10,0
pe3y/nbTaToB NOZACYeTa Mo YyCTaHOB/EHHOM Ppopme B KHUre cymmapHoro y4yeta (KCY)

17 |noacyeT MOCTPAHUYHO MO MO3MUMAM AaHHbiX KCY; nepeHeceHuMe UTOrM Ha CleayioLLyto o4Ha no3uuma 2,0
CTpaHuuy

18 | cBepKa PUHAHCOBbLIX AOKYMEHTOB OTAENA C PUHAHCOBLIMM JOKYMEHTaMU Byxrantepum OOVH AOKYMEHT 2,0

19 |odopmneHne conpoBoAUTENbHLIX [AOKYMEHTOB (HaKnagHasA, akT) Ana nepejayn B| OAWH LOKYMEHT 15,0
byxrantepuio
PaboTa B aBTOMaTU3MPOBAHHOM pEXKUME:

20 |BBOA CTAaTUCTMUYECKMX AaHHbix KCY B B[ AC (roa, Homep KCY, Homep conpoBoAMTEeNbHOro 0fHa napTma 6,0
LOKYMEHTA, WCTOYHWMK KOMMIEKTOBAHMA, UCTOYHUK GUHAHCUPOBAHMUA, YMUCNO HA3BaHWN,
4YMCNO IK3EMMNAPOB, TUM U3LAHUIN, CYMMA)

21 | pacneyaTka KCY Ha npuHTepe ofHa cTpaHuua 1,0
BefieHne MHBEHTAPHOMN KHUIU:

22 |odopmneHve WHBEHTAPHOW KHWUIM; HyMepauums CTPaHWL, npocTaBleHMe HoMepa B| OZHA CTpaHWua 1,0
WHBEHTAPHOM KHUre

23 |3anuMcb L[OKYMEHTOB MO YCTAHOBAEHHOW ¢Gopme B WHBEHTAPHYH KHWrY; BHECceHWe | OAMH AOKYMEHT 10,0
6ubanorpaduyeckux ceBegeHuii Ha HOBble MNOCTYMAEHUA; MNPOCTAaBNEeHWE WMHBEHTAPHOrO
HOMepa Ha LlOKYMeHTe, NAEHTUOUKALMOHHOIO (CUCTEMHOrO) HOMEpPA Ha KECTKOM JUCKe
PaboTa B aBTOMaTU3MPOBAHHOM pPEKUME:

24 | co3paHve bBubanorpadpuyeckoi 3anmcy Ha NOCTYNUBLUMIA OKYMEHT B "MIHBEHTAapHOM KHUre" |  oauH AOKYMEHT 15,0
b4, AC

25 | pacneyaTKa MHBEHTapPHOM KHUMM Ha NpUHTEpe OofiHa CTpaHuMua 1,0
BbIbbITHE AOKYMEHTOB:

26 |cocTaBneHue roAoBOro NaaHa Ha BblObITUE; yKasaHWe KBapTana, nogpasgesneHvsa, Buaa OAMH NnaH 2160,0

AOKYMEHTOB, KO/In4eCTBO

CocTaBneHue aKToB CUCaHUA:
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27 | npuem GopmMynapoB, CMUCKOB BblObIBLUMX SOKYMEHTOB OT CTPYKTYPHbIX MoApasgeneHuit; OAMH aKT 10,0
pervucTpaumsa akta
28 | NoMCK NO MHBEHTapHOMY Homepy Bubnunorpaduyeckoi 3anncy B 31EKTPOHHOM KaTasore; 0ofiHa 3anucb 0,5
onpegeneHne KoapPpuuMeHTa LUeHbl, roaa NOCTyNJeHUA W BHECEHME ANA ChUCaHWA
[ONONHEHWI B BUbAnorpaduryeckyro 3anmncb
29 | npu OTCYTCTBMM 3aMUCU B 3NEKTPOHHOM KaTasore BBefeHWe Bcex Ana GopmupoBaHus 0fHa 3anuco 3,0
6ubanorpaduyeckont 3anucu ceegeHnit ¢ Gopmynapa UAKM U3 CNMUCKa akTa
30 |BHeceHMe 3anuMcuM B aKTe CAUCaHMA K WHBEHTApHOMY HOMepy [AOKYMeHTa Homepa 0fHa 3anuco 0,2
BblIObIBLUEN KHUIM M3 KOMMNIEKTA penbedHO-TOYEYHOTO JOKYMEHTa
31 |npoBepKa MHBEHTApHbIX HOMEPOB, rofa MOCTYNAeHUA, Ko3bdULMeHTa LeHbl BbiObIBLIErO 0ofiHa 3anucb 3,0
LOKYMEHTa
32 |pacneyaTKa CNWCKa BbIObIBWNX [OKYMEHTOB B andaBUTHOM MoOpsAKe ANA yAaneHus ofiHa 3anucb 3,0
WMHBEHTAPHbIX HOMEPOB U U3bATUA KapTOUYEK U3 CUCTEMBI KAPTOYHbIX KaTanoros 6MbanoTekm
33 |3anMcb O BbIObLIBWKMX W3 AelcTByOWMX GOHAOB 6MBAMOTEKM [OKYMEHTax B 0ofiHa 3anucb 3,0
cooTtBeTcTByOWMX rpadax 2- yactm KCY (paTa, HOMep aKTa, KOAMYECTBO, CYMMa,
cofiep:kaHve, NPULYKNHbI BbIObITUA)
34 | UCKNtOYeHMe LOKYMEHTA NO aKTy U3 y4eTHbIX GOPM (MIHBEHTAPHOM KHUIM) OfVH [OKYMEHT 4,0
35 | noraweHue MHBEHTAPHOIo HoMepa U WTemnens 6MbANOTEKN Ha AOKYMEHTe OOMH OOKYMEHT 0,5
36 | noawwuBKa akToB OAMH aKT 0,5
MpumeyaHue: npu paboTe ¢ LOKYMEHTAMM Ha MHOCTPAHHbIX A3bIKAaX K HOPMeE BPeMEHU NPUMEHAETCA NoBblLatoLWmii KoadduumeHT 1,2.
3.3. bubaunorteuHaa 06paboTKa AOKYMEHTOB
Tabnuua 44
N HanmeHoBaHwue npouecca, onepauun. Coctas paboTbl EanHnua Hopma BpemeHu,
n/n n3mepeHua MWH.
1 2 3 4
Mprem fOKYMEHTOB:
1 |npuem napTMM [OOKYMEHTOB; MPOBEPKa 3IK3EMMAAPHOCTM MO CONPOBOAUTENIbHOMY ofiHa maptua 5,0
LOKYMEHTY; 3anucb B KHUTe yyeTa
2 | NnoAroToBKa AOKYMEHTOB K MHAEKCMPOBAHMIO M BBOAY B 3/1EKTPOHHbIV KaTanor OfVH [OKYMEHT 0,7
3 | npocMOTp W BbIABAEHME aHANOrMYHbIX W34aHWA Ha ApYyrMxX BuAax HocuTenen B 0ofiHa 3anucb 0,2
3/1eKTPOHHOM KaTanore
4 | NnpOCMOTP AOKYMEHTOB Ha MHOCTPAHHbIX M HAaLMOHA/NbHbIX A3blKaX; NepeBos ANA ONUCaHNA |  OAUH JOKYMEHT 30,0
CBEAEHWUI Ha PYCCKUIA A3bIK
dopmunposaHme bubanorpaduyeckoi sanucu
Pekatanorusauma:
5 |cBepKa KapToyek C AOKYMEHTOM; McnpaBaeHue ctaporo 6ubnanorpaduyeckoro onucaHus; 0ofiHa KapTouKa 7,0
COCTaB/IEHME HOBOrO OMUCaHWA; nepeHeceHne wWKbpa, MWHBEHTApPHOTO HOMeEpa,
61M6MOTEUHON NOMETKM
CuctemaTm3aums 4OKYMEHTOB:
6 | cuctematmsauma AOKYMEHTOB C MCMOAb30BaHMEM MNEYATHOM KApTOYKM WAM aHanora Ha| OAWH OOKYMEHT 2,0
OPYrOM BUAE HOCUTENA; NPOBEpKa COOTBETCTBMA MHAEKCOB Tabauuam KnaccuduKaumu,
NPUHATBIM B BUBANOTEKE; NPOCTaBEeHWE MHAEKCA HA LOKYMEHTe
7 | cuctematmsauma JOKYMEHTOB NPW OTCYTCTBUM MEYATHOM KapTOUYKM MM aHasora Ha APYroMm |  OAWH OOKYMEHT 10,0

BUAE HOCWUTENs; MPOCMOTP 3TUKETKU M34aHusA, NPOCAylIMBaHMe KacceTbl/aucka/dnelw-
KapTbl; YTeHWEe CBEAEHWI, HanucaHHble pesbedHO-TOYeUHbIM WPUDTOM, ANA YTOUHEHUA

71




aBTOpa, Ha3BaHWA, BbIXOAHbIX AaHHbIX, COAEPMKaHMSA; onpeaeneHme nHaekca no tabavuam
Knaccudukaumm, NPUHATLIM B BUBIMOTEKE, MPOCTaBNEHNE MHAEKCA HA LOKYMEHTe

TOYHOCTU HanMcCaHUA

8 | onpepgeneHne aBTOPCKOTO 3HaKa AOKYMEHTa Mo aBTOPCKMM Tabamuam OAMH AOKYMEHT 0,2

9 | npoBepka MNPaBWIbHOCTM W WUCNpaBieHUE KNacCUOUKALMOHHOIO WHAEKCA M aBTOPCKOrO |  OAMH OOKYMEHT 3,0
3HAKa, YKa3aHHbIX Ha 3TUKeTKe "rosopAawein” KHUMm

10 |onpeaeneHve NHAEKCOB NPOU3BEAEHMI, 3aNUCaHHbIX HA dnew-KapTe (0T 4 Ao 8 Ha3BaHWiA), | oaHa dreww-KkapTa 5,0
4nA GOPMMPOBAHUA KaTaNoXKHOrO Wudpa

11 |onpeneneHve dopmata, KoamMyecTBa BPaAMNEBCKUX U NAOCKOMNEYaTHbIX IMCTOB, XapakTepa | OAHO Ha3BaHWe 5,0
NPUNOKEHUH, penbedHO-TOUEYHbIX U34aHWNI U penbedHOo-rpaduyecknx nocobmit

12 |onpegeneHve u nepeyncneHme MmaTepmanos, UCMOb30BAHHbIX MPU CO3A4AaHUN TAaKTUbHbLIX | OAHO Ha3BaHWe 5,0
PYKOAENbHbIX U34aHWUI; NepecyeT KONMYECTBA CTPaHUL, MPUNOXKEHUN, BbIABNEHUE APYIUX
XapaKTepHbIX 0COBEHHOCTEeN LOKYMEHTOB

13 | nepecyeT NPUIOKEHWI, BbIABNEHME APYIUX XapaKTEPHbIX 0COBEHHOCTEeN NIOCKONEeYaTHOro | OAHO Ha3BaHWe 3,0
LOKYMeHTa
MpeameTn3aumsa 4OKYMEHTOB:

14 |npeameTv3auma OOKYMEHTOB C MCNO/Ib30BaHMEM PybpUK MeyaTHOM KapTOYKM; NMPOBepKa | OAHO Ha3BaHWe 3,0
COOTBETCTBUA PYBPUKM NEeYaTHOM KapToOUuKM NpeaMETHOMY KaTasiory

15 |npeameTv3auma [OOKYMEHTOB MpPU OTCYTCTBMM MNEYATHOM KAPTOYKWU; O3HAKOMIEHME C | OAHO Ha3BaHWe 6,0
OOKYMEHTOM, onpeaeneHue pybpuku

16 |coctaBneHve HOBbIX NpPeaMETHbIX PYOpUK M MNoApybpWK; MnepeHeceHMe Ha KapTOYKM | ofHa KapToyka 2,0
CNy>KebHOoM KapToTeKn

17 | pepakTvpoBaHue NpegMeTHON pybpUKK; NpoBEpKa MPABWUIbHOCTU NMpPegMeTHON pybpuKKM, |  ofHa KapToyka 1,0

MpumeyaHue: K HOpMaM BpeMeHU NPUMEHAIDTCA NoBbiWaowmne K03¢¢MLI|MGHTbIZ

- NpWU cocTaBaeHUN 6MbANOrpadnYecKoro oNMcaHMA Ha AOKYMEHTE, Ha TUTY/IbHOM JINCTE, HAa KOTOPbIX YaCTUYHO OTCYTCTBYIOT AaHHble
ona 6ubnvnorpaduyeckom sanucu - 1,2;

- Npyn 6MbAMOTEYHON 06PabOTKE HOTHBIX M3AaHWUN - 1,5;
- npm paboTe ¢ AOKYMEHTaMM Ha MHOCTPaHHbIX A3blKax - 1,2.

3.4. OpraHusauma 1 BegeHue Katanoros

3arnasui ANA PacCTaHOBKU

Tabnuua 45
N HanmeHoBaHwue npouecca, onepauun. Coctas paboTbl EanHnua Hopma BpemeHu,
n/n n3mepeHua MWH.

1 2 3 4
OpraHu3auma andaBUTHbIX KaTasoroB (NJI0CKONEeYaTHbIX KHUT, HOT, FPamMnNacTUHOK):

1 |nopbopka KapToyek no andasuty Gamuanii aBTOpPoOB UM 3arNaBuii SNa PacCTaHOBKM 0ofiHa KapToukKa 0,2

2 | paccTaHOBKa npeaBapuTenbHO NogobpaHHbIX KapTovek OflHa KapTouKa 0,3

3 | pefaKTMpOBaHMe KaTanora; NpoBepKa PacCTaHOBKM KapToyeK, NpaBUAbHOCTM A06aBOYHbIX |  OAHA KapTouyKa 0,5
M CCbIZIOYHBIX KapToueK, UcnpaBneHue owmnbok

4 | HanucaHuWe pasaenuTens ANA Katanora, ykasaHue byKkBbl, ciora OAMH pasaenuTenb 0,6

5 | pacctaHoBKa pasgenuteneit B Katanore; nogbopka pasgenntens no andasuTy; NOMCK MecTa | OAUH pasaenutens 0,3
pasaenuTens; NpocTaBieHWe pasgenutens

6 | npoBepKa pacCTaHOBKW pasgenutenei; ucnpasneHme olwmnbok OAWH pasaenuTenb 0,3
OpraHM3auna cMcCTeMaTUYECKOro KaTaora NA0CKoNeYaTHbIX KHUT

7 | nopbopKa KapToyek Mo MHAEKcam, BHYTpU pasgena no andasuTy Gamuanini aBTopos Mam OflHa KapTouKa 0,3
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8 | paccTaHoBKa npeaBapuTENbHO NoA06PaHHbIX KapTovek OfHa KapTouKa 0,3

9 | pefdakTMpoBaHWe KaTanora; NPOBEPKa NPaBU/IbHOCTU HAMONHEHWA Pa3fesoB KaTtasora Mo | OfHa KapTouka 1,0
coflep:KaHuIo, MHAEKCALMU U PacCTaHOBKE, UCMPaBAEHNe OLWNBOK

10 |peknaccudukauma KaTtasnora; WCNpaBAeHWE WHOEKCOB, BHeECeHWEe UCMpaB/JeHWi B| OAHA KapTouyKka 6,0
andaBUTHbIN KaTanor

11 |HanucaHue pasgennTena ONA KaTanora; yKasaHue HaMMeHOBaHWA pasgena, nogpassena u | OauH pasgenutens 0,5
WHbIX pasgenutenei

12 | pacctaHOBKa pasgenuteneit B Katasnor; nogbopKa no MHAEKCaM, MOMCK MecCTa, NOCTaHOBKA | OAUH pasgenutenb 0,3
pasgenutena

13 | npoBepKa paccTaHOBKW pasaenvreniei, ucnpasnieHne owmnbok OAMVH pasgenutens 0,3
OpraHu3aums cucTeMatTmyeckux Katanoros ("roBopawmx” n penbedHO-TOYEYHbIX KHUT, KHUT
Mo My3blKe U HOTHbIM U3AaHWUAM pesibedHO-ToUeUHOro WpudTa):

14 |nopbopka KapToyek, obOPMNEHHbIX ABYMA wWwpudTammu (naockonevyaTHbIM U pesibedpHO- | OAHA KapTouKa 1,0
TOYEYHbIM), MO UHAEKCAM, BHYTPU pa3gena no andasuty pamuanii aBTopoB UAM 3arnaBuii
ONA PacCTaHOBKM

15 | paccTtaHoBKa npeaBapuTebHO NoA06PaHHbIX KapToyek, 0GopMAEHHbIX ABYMA WpUbTamm OfHa KapTouKa 4,0

16 |pepakTMpoBaHMe KaTasora; NpoBepKa MPaBM/IbHOCTU HAMOSHEHUA Pa3fenoB KaTasora No| OAHA KapToyKka 0,5
cofiepyKaHuio, MHAEKCALMM U PacCTaHOBKE KapToyek, cnpaB/ieHne owmnboK

17 |peknaccudukauma Katanora; WCNpaBAeHUME WHAEKCOB, BHECEeHWe UCMpPaB/ieHWW B | OJHa KapToyka 6,0
andaBUTHbIN KaTanor

18 |HanucaHuWe pasgennTens oNA Katanora; ykasaHMe HauMeHOBaHWUA pa3gena, noapasaena OfMH pasaenuTtens 1,0

19 | pacctaHoBKa pasgenvTeneli B Katasore; nogb0opKa no MHAEeKcam, MOMCK MecTa, MOCTAaHOBKA | OAMH pasgenutenb 0,3
pasgenutens

20 | npoBepKa paccTaHOBKM pasgenuTenei, ucnpasaeHne ownbok OAMH pasgenutenb 0,3
PaboTta c MakeTOM NNIOCKONEYaTHOM KaTaNoXKHOM KapTOUKM:

21 | npouynTbiBaHME He3pAYemy PabOTHUKY TEKCTA NJIOCKOMNEYATHOM KapTOUKM OfHO Ha3BaHue 12,0

22 |BHeceHMe B MaKeT MNOCKOMe4YaTHOM KapTouku 6Gubnunorpacduuyeckol 3anucu penbedHo-| O[HO Ha3BaHMe 12,0
TOYEUHbIM WpUPTOM

23 | nepeHeceHWe JaHHbIX O painax C KecTKoro AMCKa Ha KaTaNoXKHble KapTOUKM O/HO Ha3BaHue 4,0

24 | pepaKkTMpoBaHME 3n1emeHToB bubanorpaduyeckon 3anucu, BbINMONHEHHOM penbedHo- ofiHa 3anucb 0,3
TOYeYHbIM WPUGTOM; UCNpaBaeHNe oWwnboK
OpraHu3auua Tonorpaduyeckoro Katanora:

25 | noabopKa KapToyek No CTPYKTYPHbIM NogpasaeneHuam (otaenam-doHaoaepKaTensam) OfHa KapTouKa 0,2

26 | noabopKa KapToYeK No MHBEHTaPHbIM HOMepam OJHa KapToyKa 0,2

27 | paccTaHOBKa npeaBapuTenbHO NogobpaHHbIX KapToyek 0/ZlHa KapTouKa 0,2

28 | pepaKTMpoBaHMe KaTanora; MpoBepKa MPaBUAbHOCTM  PAcCTaHOBKM  KapTouyek M| OfHa KapToyka 0,3
pasgenuteneit; ucnpasneHue owmnbKu

29 | HanwucaHWe pasgenvTens AN KaTanora; NOCTaHOBKa pasAenuTens B KaTanor OAVH pasgenutenb 0,3
M3bATHE U3 KapTOUHbIX KaTanoroB (anpaBUTHOro, CUCTEMATUYECKOTO, Tonorpapuyeckoro)
KapToyeK Ha UCKJIoYeHHble 13 bubanoteyHoro GoHaa AOKYMEHTbI:

30 | perncrpauma akTa Ha CMcaHue B KHUTe yyeTa OOMH aKT 3,0

31 | nouck KapTo4kM (OCHOBHOM, [06ABOYHOW); 3a4epKMBAHWE CMMUCbIBAEMOIO WMHBEHTAPHOrO | O4Ha KapToyka 1,5

HOMepa, MHBEHTApPHOro HOMepa CMUCbIBAEMOM KHUMU U3 KOMM/IEKTa penbedHO-TOYeUHOro
wpmnoTa (PTLU) B COOTBETCTBYIOLLEM MHBEHTAPHOM HOMEpE; YAaNeHME KapTOYKM
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32 | noacyeT KOMYECTBA M3BATHIX KAPTOYEK M3 CUCTEMbl KapTOYHbIX KaTa/foroB M KapToTek; 0/lHa KapTouKa 0,1
3aM1Cb B KHUTY yyeTa
MNepeaapecoBka AOKYMEHTOB:
33 | peructpauma aKTa nepegaym OKYMeEHTa B KHUre yyeTa OAMH aKT 3,0
34 | NOMCK KapTO4YKW, UCMpaBieHWEe MeCTa XpPaHeHWA AOKYMEeHTa; BO3BpalleHWe KapTOuKku B OJHa KapToyKa 3,0
KaTanor
TexHuyeckan 06paboTKa JOKYMEHTOB:
35 | HaK/JlenBaHWe KapMaLLUKOB Ha AOKYMEHT Ha ByMaKHOM HOCUTeNe; HanncaHne Ha KapMallke | OAWMH Kapmaluek 1,0
WHBEHTApPHOro HOMepa, MecTa XpaHeHusa
36 | HanucaHwe wWudpa Ha 06N0KKe, TUTYSIBHOM INCTE JOKYMEHTA OAVH AOKYMEHT 0,8
37 | BNOXKEHUe KHUXKHOIo Gpopmyasapa B KapmalleK, KOHTeHep oaunH dopmynap 0,1
38 |npoBepka W wucnpasieHWe lWudpa Ha 3TUKETKAX ayaMoBU3YyasibHbIX [OKYMEHTOB Ha | OAMH AOKYMEHT 0,5
aHanNoroBbIxX U LMPPOBbLIX HOCUTENAX
39 |cocTaBneHue NAOCKONEYaTHOW STUKETKM Ha ayAMoBMU3YyasibHble AOKYMEHTbl Ha aHANOroBbIX |  OA4MH JOKYMEHT 5,0
1 UMbPOBbLIX HOCUTENAX; MPOBEPKA 3aNnCK, UCNpaBieHne owmnbok; pacnevaTka
40 |noabopka AOKYMEHTOB MO MECTy XPaHeHWA; nepedaya AOKYMEHTOB C KaTallOMHbIMU | OAWH AOKYMEHT 1,0
KapTOYKaMM U KHUKHbIMKU Gopmynapamm B oTaenbl-GoHA0AepKaTENN
41 | oTMeTKa B KHUre y4yeTa 0 nepegaye NapTum AOKYMEHTOB OAHa napTtua 3,0
OpraHu13auua n BegeHue 3/1eKTPOHHOro KaTanora
dopmuposaHme n Beog, B b AC bubnnorpaduyeckmx sanucen ofiHa 3anucb
MnockoneyaTHbIX 3JaHWIA:
42 | npy OTCYTCTBMM NEYATHOMN KAapTOUYKM M aHAZIOMMYHbIX 3aMUCel B 3NEKTPOHHOM KaTanore 6,0
43 | NpW HaNIMYMKM NEYaTHOM KapPTOUKM UK aHAZIOTUYHDBIX 3aNUCEN B 3N1EKTPOHHOM KaTanore 4,0
44 | npu [ONONHUTENbHOWN paboTe ¢ aHHOTaUMen (Mouck aHHoTaumu B "UHTepHeTe", peaakuua 15,0
aHHOTauuK)
PenbedHo-TOUEUHbIX M3aaHWNIA:
45 | 6e3 BBOAA aHHOTaLMUK 4,0
46 | npu pononHUTeNbHOM paboTe ¢ aHHOTaUMeN 15,0
47 | n3gaHUI Ha KacceTax 4,0
48 | n3gaHUIA Ha ONTUYECKUX AUCKAX 5,0
49 | M3pgaHuit Ha dpnew-KapTax 15,0
50 |cKecTKoro Ancka 3,5
51 | penbedHo-rpadpuyeckmx nocobui 7,0
52 | TaKTU/IbHbIX PYKOAE/bHbIX U3AaHUI 25,0
53 | cocTaBneHune aHanUTUYECKOM 3anmcu O/Ha 3anucb 5,0
54 | pocnucb cogeprkaHua COOPHUKOB, HanevyaTaHHbIX peibepHO-TOYEUYHbIM LWPUPTOM 04MH CO0PHMK 25,0
55 | cocTtaBneHune A06aBOYHBIX U CCbIIOYHbIX ONUCAHUI O/ZlHO OnuncaHue 1,0
56 | pepakTvpoBaHue 6ubavorpaduyeckmx 3anuceit; MpoBepKa MNPaBUIBHOCTUM 3/1EMEHTOB O/Ha 3anucb 1,0
3anuceli; BHeCEHUE U3MEHEHUI
57 | cocTtaBneHue v BBOA B 3/1EKTPOHHBIN KaTanor HOBbIX PyOpuK, noapybpuk, nepcoHanui 0/Ha 3anucb 0,5
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58 | BbIBOA BUBAMOrpaduyecKnx sanucei Ha akpaH 0fHa 3anucb 15,0
dopmaTMpoBaHMeE U pacneyaTka KapToveK M y4eTHbIX popm
dopmaTMpoBaHue 1 pacneyaTka KapToyek: 0OfHa KapTouKa
59 | ocHOBHas gns andaBUTHOrO KaTasnora 2,3 cek.
60 | aob6aBoyHasA ansa andaBUTHOrO KaTasnora 1,0
61 |ccblnovHas gns andaBUTHOrO KaTasora 1,0
62 | anAa Tonorpaduyeckoro Katanora 0,7
63 | popmaTupoBaHMe UM pacrneyaTKa MaKeTa KapTOYKM (njocKomeyvaTHasa 3anucb) Ans OAMH MaKeT 1,5
cMCTEMATMYECKOro KaTtasora "rosopawmnx” n penbedHo-ToYeUHbIX AOKYMEHTOB KapTOYKM
64 | pacneyaTKa KHUXHbIX GopmynapoB oavH dopmynsap 0,2
65 |onpefeneHne 3SK3eMNAAPHOCTM (MO KO/JMYECTBY KHUT B KOMIMJIEKTE) WM pacnevyaTka | OAHO Ha3BaHWe 0,7
bopmynapos Ana n3gaHui, HaneyaTaHHbIX pesibedpHO-TOUEUYHbIM LWPUPTOM
PeTpocnekTMBHOE NONONHEHWE 3NEKTPOHHOrO KaTaora:
66 | NoMCK B andaBUTHOM KaTasiore NJ0CKOMNeYaTHbIX KHUM KapTo4ku ans Beoaa B b AC O Ha KapTouyKa 0,2
67 |BBOA  CBEAEHWA C  TMNJIOCKOMEYATHOM  KapTOYKM B COOTBETCTBYHOWME  Nons 04HO HasBaHue 2,0
6ubnunorpaduyeckoit sanucu 8 6 AC
68 | MOMCK MO YYETHbIM AOKYMEHTaM U TonorpadprUyYeckomMy KaTanory CBeeHUM, OTCYTCTBYIOWMX |  OAHO Ha3BaHUe 2,0
B M/IOCKONEYaTHOW KapTO4Ke; BBOJA HAWAEHHbIX CBEAEHWA B COOTBETCTBYHOLWME MNOAA
6ubnuorpaduyeckoit sanucu 8 6 AC
69 | NnpoBepKa NpaBuAbHOCTKU Bubanorpaduyeckon sanncm O/ZlHO Ha3BaHWe 0,5
70 | Bo3BpaT B aNhaBUTHBIN KaTasor NJAOCKOMEYATHbIX KHUT OTPaboTaHHOM KapTOYKM OJHa KapToyKa 0,2
N3bATHE Bubanorpaduyeckon 3anncm 3 aNeKTPOHHOTO KaTaaora:
71 | pernctpauma akTa Ha cNMcaHMe JOKYMEHTOB B KHUTE yyeTa OfIMH aKT 3,0
72 | n3bATUE M3 3NEKTPOHHOro Katanora 6ubavorpaduyeckux s3anucelt Ha WUCKALOYEHHble U3 ofiHa 3anucb 3,0
61bnmoTeyHoro poHaa JOKYMEHTbI
73 | noAcyeT KonnYecTBa U3bATbIX U3 3IEKTPOHHOIO KaTasiora 3anuncei; 3anmncb B KHUTY yyeTa 0ofiHa 3anucb 0,1
3.5. dopmurpoBaHue 6a3 AaHHbIX 3BYKOBbIX ¢aitnos
Tabnuua 46
N HaumeHoBaHwue npouecca, onepauunn. Cocta paboTbl EanHunua Hopma BpemeHu,
n/n n3mepeHuma MWH.
1 2 3 4
KoHBepTMpoBaHME ayaMOA0KYMEHTOB C KPUNTO3AWMTON C KECTKOro AMCKA B MPOrpammbl
OnA paboTbl € "roBOpPALLMMM KHUramu':
1 |onpeaeneHuve HannuMa SOKYMEHTA B nporpamme ana paboTbl ¢ "rosopAwmmM KHuramu"; |  oAHO Ha3BaHWe 0,05
M3MeHeHue HacTpoeK Nporpammel ana paboTbl € "roBOPALLMMU KHUramm"
2 | 3ano/iHeHWe KOP3UHbI OKYMEHTaMM OfHO Ha3BaHue 0,04
3 | co3gaHve NPOMENKYTOUYHOM NanKK A7 KOHBEPTUPOBAHUA ofHa nanka 1,0
4 | KOHBEPTUPOBaAHNE OTOBPAHHbIX AOKYMEHTOB B NPOMEKYTOUHYIO NanKy OflHO Ha3BaHue 0,03
5 | KOHBEPTUPOBAHWE AOKYMEHTOB M3 NMPOMEXKYTOYHOW ManKuM B Nporpammbl Ana pabotbl ¢| OAHO Ha3BaHWe 0,08

"roBopALLMMY KHUramm"

KoHBepTMpOBaHMe ayAMOL0KYMEHTOB C ONTUYECKUX AMCKOB B MpOrpammbl A4n8 paboTsl C
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"roBOpALLMMM KHUTammn'":

6 | NOUCK JOKYMEHTOB B NporpaMmmax anas paboTsl ¢ "'roBopAmMMM KHUFammn'" O/ZHO Ha3BaHWe 0,05
MoAroToBKa AOKYMEHTA K KOHBEPTUPOBAHMIO:
7 | KonupoBaHMe AOKyMEHTa C AMCKa OJMH Yac 3By4yaHus 0,12
8 | KOHBepTUPOBaAHME AOKYMEHTA BCMOMOraTeNbHOM NPOrpaMmmoin OZMH Yac 3By4aHusA 1,1
9 | npu OTCYTCTBMM HA3BaHMA AOKYMEHTa 03BYYMBaHME HA3BaAHUA CPeaCcTBamMM OHO Ha3BaHwue 2,0
10 |3anonHeHWe y4yeTHOW GOpMbl BBOAMMOrO AOKYMEHTa (C y4yeTOM BpemeHM Ha MOMUCK | OAHO Ha3BaHue 2,0
aHHoTaumu B "UHTepHeTe", MHAeKca BEK B a1eKTpoHHOM KaTasnore) g KOHBepPTUPOBaHUA
B Nporpammbl Ans paboTsl ¢ "roBopAWMMM KHUramm'"
11 |KoHBepTMpOBaHWE B Mporpammbl ans paboTbl ¢ "roBopAWMMM KHUramm'" 100 M6 4,1
KoHBepTMpoBaHMeE ayAMO40KYMEHTOB C KPUNTO3ALLMTOM C CailTa opraHM3aummn-napTHepa B
nporpammbl Ans paboTsl ¢ "roBopAWMMMN KHUramm':
12 |onpeneneHve HanMUMA JOKYMEHTa B Nporpamme ans paboTsl ¢ "roBopAwmmm KHuramm'" O/ZLHO Ha3BaHWe 0,05
13 | cKauMBaHWE AOKYMEHTOB C caliTa 1 M6 0,2
14 | paszapxmBMpoBaHMeE AOKYMEHTOB 1 M6 0,2
15 |3anonHeHWe y4yeTHOW ¢OpPMbl BBOAMMOrO [OKYMEHTa (C y4eToM BpemMeHW Ha MOMUCK | OAHO Ha3BaHWe 0,3
aHHoTaumu B "UHTepHeTe", MHAEeKca BEK B an1eKTpoHHOM KaTasnore) oaa KOHBEPTUPOBAHUA
B Nporpammbl Ans paboTsl ¢ "roBopAWMMM KHUramm'"
16 | KOHBEpPTUPOBaHME B Nporpammsbl 4na paboTbl ¢ "roBopAWMMM KHUramm'" 100 M6 4,1
MoAroToBKa CNMCKa HOBbIX MOCTyNAeHUI (GopmaT JOKYMEHTa):
17 | BbIrpy3Ka Katanora nporpammel gas paboTbl ¢ "roBopAwMmMn KHuramm'" 0/fHa BbIrpy3Ka 4,0
18 |Bbirpyska us daina [OKYMEHTOB, MOCTYNMUBLUMX 33 ONpeAeNeHHbI BPpeMeHHOW UHTepBan | ofHa BbIrpy3ka 20,0
(mecau, kBapTan, roa)
19 |yamaneHwe NULWHUX MHOOPMALMOHHDBIX NONEN B CMUCKE HOBbIX NOCTYNAEHUI OAMH cnucok (150 - 10,0
200 Ha3BaHui1)
20 | konupoBaHue daiina n3 popmata bl AC B bopmat fOKyMmeHTa O/IMH CMUCOK 1,0
21 | npeobpasoBaHue AOKYMeHTa B popmaTte AOKYMeEHTa A5 MOCNeAYOWEro pasmeLweHns Ha 40 K6 6,0
canTe
0O3ByYMBaHUE CNUCKA HOBbIX NOCTYNJIEHUI CUHTE3AaTOPOM PeUn:
22 | BbIrpy3Ka KaTanora nporpammbl gna paboTbl ¢ "roBopaLLmMMMN KHUramm" 0/Ha BbIrpy3Ka 4,0
23 |Bbirpy3ka u3 ¢anna ¢opmata b, AC [AOKYMEHTOB, MNOCTYMMBLUMX 33 OMNpeaeseHHbIl 0JHa BbIrpy3Ka 20,0
BPeMeHHOW UHTepBan (mecau, KBapTan, roa)
24 | ypaneHue NUWHUX MHGOPMALMOHHBIX NOJIEN B CMMCKE HOBbIX MOCTYNNEHUM O/IMH CMINCOK 10,0
25 | KonupoBaHue dalina ns popmata b AC B dopmat LOKYMeEHTa (150 - 200 1,0
Ha3BaHWI) oanH
CMUCOK
26 | npeobpa3oBaHue JOKYMeHTa B GopmaTe AOKymeHTa B popmy, yaoOHY0 418 03ByYMBAHUA 40 K6 6,0
CUHTE3aTOPOM peyn
27 | pa3buBKa AOKYMEHTa B popmaTe LOKYMEHTA Ha NPeaoKeHNUn 40 K6 80,0
28 | 03ByuYMBaHME AOKYMEHTA B MPOrpamme A/a YTeHUsA BCAyX TeKcToBbix dainos ("Banabonka" 40 K6 3,0
n apyrue)
29 | pa3melleHne 03BYYEHHOrO CMCKA HOBbIX MOCTYN/IEHUI Ha calTe OAMH crnuncok (150 - 15,0

200 Ha3BaHWi)
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30 |KOHBEPTMPOBAHME O03BYYEHHOIO CMMCKA B Mporpammbl ans paboTbl ¢ "roBopAwmmM OAMH CMUCOK 1,0
KHUramm"
3.6. Pabora ¢ poHaom. PaboTta no npuemy AOKYMEHTOB
Tabnvua 47
N HavmeHoBaHMe npouecca, onepauunun. Coctas paboTbl EanHnua Hopma BpemeHu,
n/n n3mepeHus MWH.
1 2 3 4
Mpuem [OKYMEHTOB B CTPYKTYPHbIX NOAPa3AeNeHUAX
Mpvem [OOKYMEHTOB M3 OTAeNna aBTOMATU3MPOBAHHOM 06pPaboOTKM AOKYMEHTOB W ofiHa napTua
OpraHM3aumMn KaTanoros, CBEPKa C CONPOBOAUTENbHbIM LOKYMEHTOM:
1 |1-2553k3emnnapos 10,0
2 26 - 75 aKksemnnapos 30,0
3 | peructpauua HOBbIX NOCTYMAEHUI MNEPUOANYECKUX W3OAHWUK, NPOCTaBNEeHWEe OTMETKM B | OAWH SOKYMEHT 0,5
PEerucTpaLoHHON KapToTeKe
4 | npocTaB/ieHWe WTeMMNensa Wan OTMeTKa CTPYKTYPHOro NoApasaeneHna Ha JOKyMeHTe OAVH OOKYMEHT 0,5
MoabopKa JOKYMEHTOB A1 PAacCTaHOBKM B poHae
Moabopka 4OKYMEHTOB NO BUAAM U3AAHWNA: OZVH [OKYMEHT
5 NNOCKOMNeYaTHble U3JaHUA 0,07
6 | penbedpHo-ToUYEYHbIE U34aHUSA 0,08
7 | "roBopAwme" KHUIM Ha KacceTax 0,1
8 | M34aHMA HA ONTUYECKUX AUCKAX 0,07
9 | M3paHua Ha dnew-KapTax 0,07
10 | penbedHo-rpadpuyeckmne nocobumsn 0,08
11 |TaKkTUAbHblE pyKOAenbHble N3aHuA 0,1
12 | nopbopKa KOMNNEKTOB pefibedHO-TOYEUHbIX KHUI MO HAa3BaHMAM OfMH KOMNAEKT 2,0
13 |nopbopkKa AOKYMEHTOB MO KAAaCCUPUKALMOHHBIM MHAEKCAM, aBTOPCKOMY 3HaKy OfVH JOKYMEHT 0,3
MoabopKa nepuoanYecknx n3gaHuin no andasuTy Ha3BaHMAM, rogam, HOMepam: OfVH LOKYMEHT
14 | nnocKkoneyaTHble U3gaHusa 0,07
15 | penbedHOo-ToYeYHble U3aaHuA 0,08
PaccTaHoBKa 6MbanoTteyHoro poHaa
paccTaHOBKa AOKYMEHTOB Ha CTeNNaXKax B cMcTeMaTMyecko-andaBuUTHOM nopagke: OfVH JOKYMEHT
16 | nnockone4yaTHble n3gaHma 0,08
17 | penbedHO-TOYEYHbIE N3AaHUA 0,11
18 | "roBopswme" KHUMM Ha KacceTax 0,1
19 | un3gaHUA Ha ONTUYECKUX AUCKAX 0,1
20 |wu3paHuA Ha dnew-KapTax 0,1
21 | penbedHo-rpadmyeckme nocobus 0,11
22 | TaKTUNbHbIE pyKOAebHble U3gaHuA 0,11
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PaccTaHOBKa nepuoamnyeckunx nsgaHuii no andasuTy Ha3BaHui, rogam, Homepam:

OAMH JOKYMEHT

23 | nnocKkoneyvaTHble U3gaHuA 0,1
24 | penbedHO-ToYEYHbIE U3LaHUA 0,13
25 | packnagka raset no HasBaHUAM, MPOKabiBaHWE AbIPOK, BAOXKEHNE B KAPTOHHYIO 0B6I0MKKY oJHa nanka 10,0
(nanKy), npowHypoBKa, opopmaeHne 0610KKM (Ha3BaHMe, ros, HOMep, MecAL,)
MpoBepKa NPaBUIbHOCTU PACCTaHOBKM AOKYMEHTOB B OTAE/bHbIX MaccMBax poHaa: maccus poHaa
26 |1-200 poKkymeHTOB 30,0
27 | 201 - 400 gokymeHTOB 60,0
28 | nepemelyeHue (NepeHeceHne) AOKYMEHTOB Ha cBOBOAHbIE MecTa 0fHa Nonka 5,0
OdopmneHune, HanncaHue NONOYHbIX pasaenuTenei: OfVH pasgenutens
29 | AnA cMcTeMaTMYeCcKOM paccTaHOBKM GpoHAaa 4,0
30 | ana andaBUTHOM paccTaHOBKM doHAa 3,0
3.7. Paborta c poHaom. PaboTa no coxpaHHOCTU poHAA
Tabnuua 48
N HavmeHoBaHue npouecca, onepauunun. Coctas paboTbl EgmHnua Hopma BpemeHu,
n/n n3mepeHus MWH.
1 2 3 4
MpoBepka 6GubAMoOTEUHOrO hoHAa:
1 |HanuMcaHMe KOHTPONbHOIO TAa/IOHA Ha AOKYMEHT; yKa3aHMe Ha HEM MHBEHTapHOro Homepa, O/ MH TanoH 2,0
wuopa, Gamuanm, MHMLMANOB aBTOpa, 3ariaBuA, roga, MecTa M3AaHWA, LeHbl, MecTa
XpaHeHua
2 | oTMeTKa 0 NpoBepKe JOKYMeHTa Ha Gopmynape, KoHTelHepe, 0610XKKe OKYMEHTa OAMVH AOKYMEHT 0,2
MoabopKa KOHTPOIbHbIX Ta/IOHOB: O/ MH TanoH
3 NO WHBEHTAPHbIM HOMepam 0,8
4 | no andasuty bamunuii aBTOpoB UK 3arnaBuii 0,13
5 no KaaccudrKauMOHHOMY MHAEKCY 0,1
6 | cBEpPKa KOHTPObHbIX TalOHOB C MHBEHTAPHOM KHUIOW; OTMETKa NPOBEPKM HA TasioHe U B O/ MH TanoH 0,5
WHBEHTAPHOM KHUre
7 |cBEepKa KOHTPOJ/IbHbIX TANOHOB C YYeTHbIM WAM  andaBUTHbIM, Tonorpapuyeckum O/ MH TanoH 0,5
KaTasioramu; OTMeTKa NPOBEPKKN Ha TaNlOHe U B KaTanore
8 | npocmoTp ¢opmbl MHAMBMAYANLHOTO Yy4yeTa, BblABNEHUE AOKYMEHTOB, He npoleawnx | OAWH SOKYMEHT 0,5
npoBepKun
9 | cocTaBneHne KapTOUKM Ha LLOKYMEHT, He NpoLLeA LNt NPoBEPKM OAMH AOKYMEHT 1,0
10 |NOUCK [OKYMEHTOB, He npoweawnx MNPOBEPKWU, MO Pas3IMYHbIM YyYeTHbIM Gopmam, | OAWH JOKYMEHT 5,0
KapToTeKaM, }KyYpHanam, KHUKHbIM NOJIKam
CocTaBneHue CNUCKa HeAoCTaloWmX B GOHAE [OKYMEHTOB: OZMH CMUCOK
11 |1 pokymeHT 1,0
12 |2 -10 poKymeHTOB 10,0
13 |11 - 25 pokymeHTOB 22,0

OT60p [OKYMEHTOB AN U3bATUA U3 GOHAA
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MpocmoTp LOKYMEHTOB Ha NpeameT U3bATUA U3 GpoHaa:

OAMH JOKYMEHT

14 | HenpodUIbHBIX 0,7
15 | aybneTHbIx 0,3
16 |ycTapeBLNX NO COAEPKAHUIO 0,7
17 | BeTxux 0,2
18 | manoucnonb3yemblx, HEUCMOJIb3yeMblX 0,5
MoaroToBKa AOKYMEHTOB K aKTUPOBaHUIO:
19 |nopbopka AOKYMEHTOB B MApTUM MO NPUYMHAM U3BATUA; CBEPKA C KHUKHBIM GOpMynspom OfVH JOKYMEHT 0,08
20 |noabopKa KHWMKHbIX GOPMYNAPOB Ha AOKYMEHTbl B MOpPAAKE WHBEHTApHbIX HOMEPOB, | OAUH dopmynap 0,07
andasuTa, XKypHanbHble - NO rO4am U HoOMepam
CocTaBneHue CrnucKka K akTy BblbbiTMA (nepeaaun), noacyer obuwein cymmbl, odopmaeHmne OAMH aKT
aKTa:
21 |1 poKymeHT 1,0
22 | 2-10 pokymeHTOB 10,0
23 |11 - 25 poKymeHTOB 24,0
MoAroToBKa AOKYMEHTOB Ha ByMaXKHbIX HOCUTeNAX Ana nepenneTa
OTbop [OKYMEHTOB A/1A Nepenseta; MNPOBEpPKAa COCTOAHUA [OOKYMEHTa; 3amnosiHeHue | OAWH SOKYMEHT
(cBepKa) KHMXKHOro dopmynapa:
24 | nnocKoneyaTHble JOKYMEHTbI 2,0
25 | penbedHO-ToYEeYHbIE LOKYMEHTbI 3,0
26 |noabopKa KOMMNEKTOB, CBA3bIBaHME B MayYku; odOpMAEHME LOKYMEHTOB ANA Nepesayn B | OAMH LOKYMEHT 0,5
nepenset
MoaroToBKa K pectaspauun "roBopAwmMx" KHUT Ha KacceTax U AOKYMEHTOB, 3aMMCaHHbIX Ha
ONTUYECKUX OUCKaX:
27 |oTbop [OKYMEHTOB [ANSA pecTaBpauuu, NPOBEpKA COCTOAHWUA [AOKYMEHTa, 3ano/sIHeHWe | OAMH AOKYMEHT 3,0
(cBepka) KHUKHOTO dopmynsapa
28 | NOAroTOBKAa [OKYMEHTOB K BOCCTAaHOB/EHWIO; NoAbOpKa [AOKYMEHTOB, aHa/JIOFMYHbIX | OAMH AOKYMEHT 0,5
nospexKaeHHOMY; opopMIeHMEe AOKYMEHTOB ANA Nepesayn Ha pecTaBpaLmio
PectaBpauuma naockoneyaTHbIX U penbedHO-TOUEYHbIX JOKYMEHTOB:
29 | nepenneTHble paboTbl OAMH AOKYMEHT 90,0
30 |BOCCTaHOBAEHME OTAENbHbIX NOBPEXAEHHbIX CTPAHWUL, HanevyaTaHHbIX penbedHO-TOUEYHbIM | OAHA CTpaHMLa 30,0
WwpndTom (CKaHMpOBaHWE, pacno3HaBaHWe, PpefaKTUPOBaHME, pacnevaTka Ha bpainesckom
npuHTepe)
31 |MenKui pPemoHT (MoaKnerKa HafopBaHHbLIX CTPaHWLU, MNepensieta, TUTY/AbHbIX JINCTOB, | OAMH AOKYMEHT 2,0
KapMalUKOB, AP/IbIKOB, 3aMeHa NMPYXMHHOTO nepenneTa)
PecTaBpauns 4OKYMEHTOB, 3aNMCaHHbIX Ha ayAMOoKacceTax:
32 | BOCCTaHOBNEHWE TMNOBPEXAEHHOrO [OKYMEHTa C aHa/JorMyHOro Ha CheuuanbHOM |  O4Ha onepauua 5,0
060py0BaHNN B 3aBUCMMOCTM OT TEXHUYECKOTO OCHALLEHUSA
33 | MeNKMin pemMOHT (3ameHa HenpaBW/bHbLIX CKAEEeK, MNOAKNeMKa pPaKopAa, 3TMKETOK Ha | OAMH JOKYMEHT 5,0

byThapax)

BoccTaHoBAEHWE YyTpaueHHbIX/MOBPEXAEHHbIX AOKYMEHTOB, 3anMCaHHbIX Ha OMTUYECKMX
ONCKax:
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34 | cKaHMpOBaHWE ANCKA CTaHAAPTHLIMKU CPeaCcTBaAMM OAMH AUNCK 2,0
35 | ckaHMpoBaHWe NOBPEXAEHHOro AMCKA C UCMOJIb30BaHMEM CreLMasbHOro NpPorpamMmmHoro OAMH ANCK 20,0
obecneyeHun
36 |3arpysKka obpasa ancka B aBTOMaTU4YeCcKuii aybankatop OAMH AUCK 3,0
KpaTHoe BocnpousseaeHme ANCKOB: OAMH ANCK
37 | TeKctoBble palinbl 0,3
38 | 3ByKOBbIE dalinbl 3,0
39 |Buaeodalinol 6,0
MpoBepka KayecTBa KOMuii: OAMH ANCK
40 |TekcToBble dpanbl 1,0
41 |3ByKoBble dainbl 5,0
42 | Buaeoodaiinbl 5,0
Mpuem foKyMeHTOB Nocne pecTaBpaLum:
43 |cBepka MOCTYNUBLUMX [OKYMEHTOB C KHWXHbIM (GOPMYNApOM, NpPOBEpPKa KayectTBa | OAWH OOKYMEHT 1,0
OOKYMEHTOB; BOCCTaHOB/IEHWE 3arfiaBuA, HanucaHve wudpa Ha ApPAbIKe, Kopeluke
LOKYMeHTa
Ob6ecnbinnBaHue doHAa:
44 | obecnbiivBaHne ¢oHOA C  MOMOLWDbI Mbliecoca; obecrnevyeHne paboyero Mecta| OfHA MepPONnosiKa 15,0
TEXHUYECKMMW CpeacTBaMU: MNblNecocom, paboynMm CTONIMKOM, CTPEMAHKOW, BeapoMm;
nposegeHne 06ecnblIMBaHUA; 3aHeCEHME TEXHUYECKUX CPeACTB Ha MecTa XpaHeHua
45 |py4yHoe obecnbiiMBaHne ¢oHAa; obecneyeHne paboyero mecTa  TEXHUYECKMMM | OAHA MepOoroJsiKa 10,0
CpeacTBamMmn: CTPEeMAHKOM, paboumm CTONIMKOM, TENEXKKON, BeAPOM, TPANKaMU; NPOTUPKa,
3aHeceHne TEXHUYECKNX CPeaCTB Ha MeCTa XpaHeHuA
3.8. Pabota c poHaom. MepeBopg, fOKYymMmeHTOB B uudpposoi popmar
Tabnuua 49
N HanmeHoBaHwue npouecca, onepauun. Coctas paboTbl EanHnua Hopma BpemeHu,
n/n n3mepeHus MUH.
1 2 3 4
OundpoBKa JOKYMEHTOB, HanevyaTaHHbIX pe/ibePpHO-ToYEUYHbIM WPUPTOM:
1 | cKaHupoBaHWe M pacno3HaBaHWe pesbedHO-TOYEUHOrO TEKCTa OflHa cTpaHuMua 2,0
2 | coxpaHeHue dalina B TekcToBom dpopmare oavH dain 0,5
PenakTnpoBaHue OTCKaHMPOBAHHOIO MaTepurasna B TEKCTOBOM pefaKTope: OflHa cTpaHuMua
3 XYZL0XEeCTBEHHbIN TEKCT 5,0
4 | TeXHUYecKMe U apyrue cneumanbHble TeKCTbl (HOTHas 3anucb, MaTemaTuKa, MegvumHa, 40,0
XMmuA)
OundpoBKa JOKYMEHTOB, 3aNMCaHHbIX HA MarHUTHOW NeHTe:
5 | nepeBopg aHa/n0OroBoM 3anucu B undposoit popmar 0fiHa 3anucb 6,0
6 | 0b6paboTKa 3aNMCK HAa MAarHUTHOM NIEHTEe Ha KaTyLKax; pectaBpauma 3ByKa OJMH 4ac 3By4aHuA 180,0
7 | 0obpaboTka 3anMCcK Ha MAarHUTHOM NIEHTEe Ha KacceTe; pecTaBpaLma 3ByKa OJMH Yac 3By4YaHuA 90,0

OumndpoBKa LOKYMEHTOB, 3aNMCaHHbIX HA FPAMMAACTUHKaX:
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8 | noArotoBKa rpaMniacTMHKM K 3anucu ¢GOHOrpaMmbl; yAaneHuwe MblM € NOBEPXHOCTU ofgHa 12,0
rPamMnIacTUHKM, CHATME CTAaTUYECKOrO 31EeKTPUYecTBa rpamniacTuHKa
9 |3anucb poHOorpammbl rPaMnIaCTUHKM C UCNOIb30BaHMEM 3BYKOBOrO peaKTopa ofHa poHorpamma
O6paboTka 3anmMcaHHOM GpOHOrPaMmMbl: ofHa poHorpamma
10 |nocToAHHOE amMNAUTyAHOEe CMeLLeHne 5,0
11 |ypaneHue WeENYKOB N NOTPECKMBAHUIA C MOMOLLBIO NarMHa aBTOMATUYECKOTO HaXOXAeHUA 10,0
W yaaneHuns nogobHbIX LWeNyKoB
12 |ycTpaHeHue GOHOBbIX WYMOB 10,0
13 | obecneyeHne KayecTBEHHOrO W eCTECTBEHHOIO 3BYYaHUA C UCMONb30BaHMEM 3KBaNa3epos 10,0
(rpaduueckoro, naparpadpuyeckoro, napameTpmUYecKoro)
14 | Hopmanusaumsa CBOMCTB 3BYKOBOro maTepuana 5,0
15 | noaroToBKa o6paboTaHHOM GOHOrPaMMbl K 3aMMCU Ha AMCKaX; pa3peska 3BykoBoro ¢aina | ogHa oHorpamma 20,0
Ha Tpeku
16 |[3anucb MNOArOTOBNEHHOTO aygvomaTtepuana Ha fAUCK (€ y4eToM  BO3MOMKHOCTU OAMH ANCK 12,0
KOHBEPTMPOBAHMA MaTepuana B opmart ayanodaiina)
3.9. O6¢cnykuBaHue nonb3osartenei
Tabnmua 50
N HaumeHoBaHuMe npouecca, onepauunun. Coctas paboTbl EanHnua Hopma BpemeHu,
n/n n3mepeHua MWH.
1 2 3 4
3anucb nosib3oBaTeneit B 6U6AMOTEKY:
1 |npocmoTp AOKYMEHTOB NoJsib3oBaTena (NacnopT, YNeHCKUI Buner, cTyaeH4Yeckuin buner, OAMH 2,0
cnpaska 06 MHBAaNMAHOCTU MO 3PEHUI0), MPOBEPKA HANMUMA YYETHO-PEerncTpaLMOHHOWN nosnb3oBaTenb
KapTOYKM Nonb3oBaTens
3anonHeHne y4eTHO-PerncTpaLMoHHbIX LOKYMEHTOB N0ONb30BaTENA: oauH dpopmynsap
2 | popmynap Ha bymaxkHOM HocuTene 5,0
3 | aneKTpOoHHbIN dopmynsap 4,0
4 | perncTpauMoHHasa KapToyKa 5,0
5 | TPaHCNOPTHbIN AUCT 6,0
6 | morosop obcny:kmBaHUA (2 ak3emnaapa) 7,0
7 | TeTpagb peructpauumn nosb3osaTenei 1,0
8 | 0O3HaKOmM/NeHMe C npaBuamMu MO/Mb30BaHUA 6UOAMOTEKOW, CMPaBOYHbIM annapaTom, OAMH 20,0
HanMumMem Apyrux oTAeN0B, NepeyHem NpeaocTaBAAEMbIX YCAyr nosnb3oBaTenb
9 | paccTaHOBKA PermcTpaLMOHHbIX KAPTOUYEK Nob30BaTeNEeN B KAPTOTERY OflHa KapTouKa 1,0
Mepeperucrpayma nonb3osaTenei
MoWCK 1 BHECEHWE U3MEHEHUI B YYETHO-PErMCTPALMOHHbIE AOKYMEHTbI NO/Ib30BATENA:
10 | popmynsap Ha BymarkHOM HocuTene oaunH dopmynap 1,0
11 |3neKTpOHHbI dopmynsap oanH dopmynap 1,0
12 | pernctpauMoHHan KapToyka OfiHa KapTouKa 1,0
13 | TpaHCNOpPTHbIN AUCT OAMVH AncT 1,0
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14 | poroBop ob6cnyKMBaHUA O4VH Jorosop 1,0
3.10. CraunoHapHoe obcnyKuBaHue nonb3osBartenei
Tabnvua 51
N HavmeHoBaHuMe npouecca, onepauunun. Coctas paboTbl EanHnua Hopma BpemeHu,
n/n n3mepeHua MWH.
1 2 3 4
O6cnyKmBaHWe Nnonb3oBaTtenel B oTaenax aboHeMeHTa: 06LWero M HOTHO-My3bIKa/IbHOTO:
1 |vHdOopmMpoBaHME MoONb30BaTeNe O HOBbIX MOCTynaeHwsAx; becega c nonb3osaTesem y ofHa becesa 5,0
BbICTAaBOK
MNoabopka fokymeHTOB M3 GOHAA OTAENA A/1A BblAauM NONb30BATENIO:
2 | u3gaHuA, HanevyaTaHHble penbedHO-ToYeYHbIM WpUdTOM OAMH JOKYMEHT 3,0
3 | "roBopAwme" KHUMM 1 My3blKasibHble NPOU3BEAEHNS Ha KacceTax OOMH AOKYMEHT 3,0
4 | n3gaHua Ha UMPPOBbLIX HOCUTENAX MHbOPMaLMK (ANCKK, dNeL-KapTbl C KPUNTO3aLWMTON) OAMH [OKYMEHT 1,0
5 rpamnNacTMHKN OOMH OOKYMEHT 1,0
6 | HOTHble M3gaHuA (N1ockoneyaTHble U No cucteme Bpalina) OfVH [OKYMEHT 2,0
7 | M3paHus, HaneyaTaHHbIe MNOCKONEYaTHbIM, B TOM YMCNE YKPYNHEHHbIM, WpUdTOM OfVH [OKYMEHT 1,0
8 | 3ByKOBble $ansibl U3 6a3bl AaHHbIX "rOBOPALWMX" KHUT C KPMNTO3ALWUTOMN oAuH dann 15,0
9 |[3anucb 3ByKoBbIXx Gainoe 'roBopAwMx" KHUF C KPUNTO3awuTOW Ha new-Kkapty oAuH dann 10,0
nonb3oBaTens ¢ NpeaBapuTeNbHOW NOATOTOBKOM (OYMCTKOM) diew-KapTbl Noib3oBaTens
10 |npepoctaBieHMe  NONb30BATE/ND  HOTHbIX WM My3blKaZbHbIX  [OKYMEHTOB  ANA [ OAWH AOKYMEHT 2,0
npeaBapuUTeNbHOro NPOUTrPbIBaHWA, MPOCAYLWNBAHNA B MOMELLEHUN OTAeNa
MpoBepKa [AOKYMEHTOB nepes Bblgayei/mpuMeMoM Ha COOTBETCTBME W OTCYTCTBME | OAMH SOKYMEHT
nedekTos:
11 |wu3paHuWA, HanevaTaHHble pesibedHO-TOUYEUHbIM LWPUHTOM 1,0
12 |"rosopAwume" KHUITM N My3blKasbHble NPOM3BEAEHNA Ha KacceTax 3,0
13 | n3gaHuA Ha uMdpPoBbIX HOCUTENAX MHGOPMALLMKM (AMCKU, dNeLl-KapTbl C KPUNTO3ALLUTOM) 1,0
14 | rpamnaacTUHKM 1,0
15 |HOTHble U3gaHuA (NaoCKoneyaTHble U No cucteme bpaiins) 1,0
16 | M3paHuA, HanevyaTaHHbIe MNN0CKOMNEYaTHbIM, B TOM YUC/E YKPYMHEHHbIM, WPUPTOM 0,8
17 |Bblgaya LOKYMEHTOB NONb30BaTe/N0, OTMETKA O BblAaye B KHUXKHOM dopmynspe OfVH OKYMEHT 0,7
OTMmeTKa o Bblgaye/npreme fOKYMEHTOB: OfVH LOKYMEHT
18 | B py4yHOM pexumme 1,0
19 |B aBTOMaTU3NPOBAHHOM peEXNME 0,7
20 |Mprem JOKYMEHTOB OT NO/Ib30BaTeNsA, MOUCK U BKNAAKa KHUXHOro dopmynsapa OAMH AOKYMEHT 1,0
MpopgneHve cpoka NoNb30BaHNA OKYMEHTaMMU: OfVH [OKYMEHT
21 | B py4HOM pexmme 2,0
22 | B aBTOMATU3UPOBAHHOM pexunme 0,7

KoHcynbTauma nonb3osatens:

opHa
KOHCY/ibTaums
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23 | no paboTe c KaPTOYHbIM KaTasorom 5,0
24 | no paboTe Cc 3N1EeKTPOHHbIM KaTanorom 7,0
25 | no akcnayaTauumn TMgaomarHutopoHoB, TMdaodaew-nieepos 10,0
Otbop M nepegaya Ha BOCNpou3BefdeHWe B creunanbHom d¢opmate ¢parmeHToB
NI0CKOMNEYaTHbIX TEKCTOBbIX M HOTHbIX 4OKYMEHTOB (N0 3anpocy noab3oBaTens):
26 | npuem 3anpoca oT Noab3oBaTens, NoAbopKa AOKYMEHTOB, obopmaeHHNe 3aKa3a OAVH AOKYMEHT 5,0
27 |nNoOAroTOBKa [OOKYMEHTa K BOCNpou3BeAeHMIO (MOWMCK, 3aKknafKa ¢parmeHTOB, OLEHKa | OfHa cTpaHWuua 2,0
BO3MOYKHOCTM CKAHUPOBAHUSA TEKCTA, Py4HOro Habopa HOTHOM 3anucK no cucteme Bpalina)
O6cnyKmBaHWe NoNb3oBaTenel B YATaIbHOM 3ane:
28 |uHpopmMpoBaHME O HOBbIX MOCTyNAeHuax; becefa € NO/Mb30BaTENEM Y BbICTABOK, ofHa becesa 5,0
TEMATUYECKUX KHUXKHbIX NOJIOK
MoncK JOKYMEHTOB No 3anpocy nNosb3oBaTtens B noacobHom poHae: OAVH OOKYMEHT
29 | no BMAamM M3gaHui 3,0
30 | no onpeaeneHHol Teme 4,0
MpoBepKa [AOKYMEHTOB nepes Bblgayei/mpMemMom Ha COOTBETCTBME M  OTCYTCTBME | OAMH SOKYMEHT
nedekTos:
31 | u3AaHuA, HanevyaTaHHble penbedPHO-TOYEUYHbIM WPUPTOM 1,0
32 | "rosopswume" KHUIMM Ha KacceTax 4,0
33 | u3gaHuAa Ha UMPPOBbIX HOCUTENAX MHPOPMaUUK (ANCKM, DaeLl-KapTbl) 1,0
34 | u3paHUA, HanevyaTaHHble NJA0CKOMNEYaTHbIM, B TOM YMC/IE YKPYNHEHHbIM LWPUGTOM 0,8
35 | TaKTUNbHbIE PYKOAEbHbIE U34aHMA 1,0
36 |penbedHo-rpadmyeckme nocobus 1,0
37 | BblAaya AOKYMEHTOB NO/Ib30BATE/0, OTMETKA O BblAaye B KHUKHOM popmynsape OfVH [OKYMEHT 0,7
OTmeTKa 0 Bblgaye/npreme fOKYMEHTOB: OfVH JOKYMEHT
38 | B py4HOM pexume 1,0
39 | B aBTOMaTU3UPOBAHHOM pexunme 0,7
40 | npvem JOKYMEHTOB OT NO/1b30BaTeNA, MOUCK U BKNAZKA KHUXHOTrO dopmynapa OfVIH JOKYMEHT 1,0
KoHcynbTauua nonb3osartens: ofHa
KOHCynbTauua
41 | no paboTe c KAPTOYHbIM KaTaNorom 7,0
42 | no paboTe C 3NEKTPOHHbLIM KaTasiorom 8,0
43 | no aKcnayaTauum TMGaomMarHuTodpoHoB, Tudnodpaelw-nieepos 10,0
44 | no aKcnayaTauuMm afanTUBHbIX TUPNOTEXHUYECKUX CPEeACTB U NPOrpamm 20,0
45 | no aKcnayaTauum KOMNbIOTEPHOM TEXHUKU M NPOrpaMmHoro obecneveHus 20,0
PaboTa c uteyom:
46 | npeaBapuTenbHas 3annCb NONb30BaTeNA K YTely 0fHa 3anuco 1,0
47 | nouck, obopmaeHne OKYMeHTa ANA BblAa4n NONb30BaATENIO OfVH [OKYMEHT 5,0
48 | 4TeHue TeKcTa ofHa CTpaHuua 5,0

(bopmart A4)
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49 | npoyuTbiBaHME TEXHUYECKOro W  ApYrux CheuuanbHbiX TEKCTOB Ha  MarHUTHyIO 1000 3HaKoB 6,0
NeHTy/umdposble HOCUTENN
Otbop M nepepaya Ha BoOCNpousBefdeHWe B creumanbHom dopmate ¢parmeHToB
nioCKoneYaTHbIX 4OKYMEHTOB (Mo 3anpocy nonb3oBaTens):
50 |npuem 3anpoca oT Nonb3oBaTens, Nnoabopka AOKYMeEHTOB, odopMIEHHNE 3aKa3a OAVH AOKYMEHT 5,0
51 | noAroToBKa AOKYMEHTA K BOCNPOU3BEAEeHUI0 OoAHa CTpaHuua 2,0
3.11. BHecTauuoHapHoe o6cnyKuBaHMe nosb3oBaTtenei
Tabnvua 52
N HanmeHoBaHwue npouecca, onepauun. Coctas paboTbl EamHnua Hopma BpemeHu,
n/n n3mepeHus MWH.
1 2 3 4
HapomHoe obcny»KrMBaHWe Nonb3oBaTeNeN:
1 | npuem 3aKkasa oT nosb3osaTens no TenedoHy, obpopmieHne 3aKasa OMH 3aKa3 4,0
MoncKk u3 poHAa KOMNNEKTA LOKYMEHTOB: OAMH KOMNIEKT
2 M34aHuA, HaneyaTaHHble pesbedHOo-ToueyHbIM WprdTom (10 - 15 KHUT U3 KoMNAEeKTa) 15,0
3 | "roBopswme" KHUrM Ha KacceTax (5 Ha3BaHWi) 10,0
4 | M3gaHunA Ha UMPPOBLIX HOCUTENAX MHbOPMaLMKM (ANCKK, dnew-KapTbl) (5 HazBaHWIA) 6,0
5 | oTmMeTKa 0 BblAaye AOKYMEHTa B KHUKHOM dopmynspe OOMH OOKYMEHT 0,7
OTmeTKa 0 Bblgaye/npueme OKYMEHTOB B GOPMYsipe NoJ/b30BaTeNA: OfVH JOKYMEHT
6 | B pyd4HOM pexxnme 1,0
7 | B @aBTOMaTU3MPOBAHHOM pexunme 0,7
8 | noarotoBka [OOKYMEHTOB K OTNpaBKe; COPTUPOBKA MO BUAAM M3[aHUI, YNAKOBKa, OfIMH 3aKas3 15,0
odopmaeHne TPaAHCMOPTHOrO /IUCTA, MOrpy3Ka; COrnacoBaHMe C Nosb3oBaTenem no
TenedoHy, 4OCTAaBKA 3aKasa
9 | npvem AOKYMEHTOB OT NMO/Ib30BATENSA; BbIrPy3Ka, PacnakoBKa, MOUCK U BKAAZKa KHUXHOIO O/IMH 3aKas3 8,0
dopmynsapa
MpoBepKa AOKYMEHTOB Mepes OTNPaBKOW/MPMEMOM Ha COOTBETCTBME M OTCYTCTBME | OAMH SOKYMEHT
nedekTos:
10 | M3paHuA, HanevyaTaHHble penbedHO-TOUYEYHbIM WpPUdTOM 1,0
11 |'"roBopswme" KHUMM Ha KacceTax 6,0
12 | u3gaHua Ha UMPOBBIX HOCUTENAX MHPOPMALMK (AMCKM, dnewl-KapTbl) 1,0
MpoaneHne cpoKa NONb30BaHUA OKYMEHTaMMU: OfVH LOKYMEHT
13 | B py4HOM pexumme 2,0
14 | B aBTOMATU3UPOBAHHOM peXxume 0,7
O6cnykuBaHue nonb3oBatenei B BUBANOTEYHbIX MYHKTaX:
15 |noarotoBKa M 3ak/toudeHWe AoroBopa mexay 6ubnuotekol u opraHusaumen, rae bypet OfVH [OrOBOP 300,0
OCYLLECTBNATLCA BHECTALMOHApHOe obcnyKmMBaHue
OdopmneHne popmynsapa 6MBNMOTEYHOTO NYHKTA: oaunH dopmynap
16 |B py4yHOM pexumme 7,0
17 | B aBTOMaTU3NPOBAHHOM peEXNME 6,0
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18 | odopmneHune nankm ¢ LOKYMeHTamu (JOroBop, LOBEPEHHOCTb Ha MOYYEHUE KHUT, OTYETbI) oJHa nanka 15,0
19 |coctaBneHue cxemMbl pasmelleHUa 6UBAMOTEYHbBIX MYHKTOB MO TEPPUTOPUAM 0flHa cxema 120,0
20 |cocTasneHue rpadmKa obmeHa JOKYMEHTOB, HAXOAALLMXCA B GUOAMOTEUHbIX NYHKTAX OAMVH rpaduK 20,0
21 |cocTaBieHue NaaHa MeToAMYecKon nomoLum 6ubanotekapam-obLLecTBEHHMKAM OAMH nnaH 60,0
Bblgaya A4OKYMEHTOB B 6MB/IMOTEYHDBIN MYHKT:
MoarotoBKka M pacrneyaTka CMAMCKA LOOKYMEHTOB, MpegHasHayYeHHbIX A8  BblAauu OZMH CMUCOK
61MbNMOTEYHOMY MYHKTY:
22 | 20 poKymeHTOB 30,0
23 |40 poKymeHTOB 60,0
24 | 100 pokymeHTOB 120,0
MopbopKa 13 doHAa NO CNUCKY/3a8BKE KOMNNEKTOB AOKYMEHTOB Pas3NnyHbIX GOPMaToB: OZVH [OKYMEHT
25 | n3aaHusA, HanevyaTaHHble penbePpHO-TOYEUYHbIM WPUPTOM 3,0
26 | "roBopsAwme" KHUIM Ha KacceTax 2,0
27 | u3gaHua Ha UMPPOBbIX HOCUTENAX MHPOPMaLUK (ANCKM, DaeLl-KapTbl) 1,0
28 | U34aHUA, HanevyaTaHHble NJI0CKOMNEeYaTHbIM, B TOM YKUC/E YKPYMHEHHbIM WPUbTOM 1,0
CBepKa AOKYMEHTOB CO CMMCKOM/3asBKOW M MPOBEPKa AOKYMEHTOB nepej BblAadei Ha | OAMH JOKYMEHT
COOTBETCTBUE U OTCYTCTBUE AedEKTOB:
29 | u3paHuA, HanevyaTaHHble penbedHO-ToYeYHbIM WpUbTOM 1,0
30 |"roBopALme" KHUMM Ha KacceTax 6,0
31 | u3gaHuA Ha UMPPOBBIX HOCUTENAX MHPOPMaLUK (ANCKM, daeLl-KapTbl) 1,0
32 | 3AaHuA, HaneyaTaHHbIe MNIOCKONEeYaTHbIM, B TOM YMC/Ie YKPYMHEHHbIM WPUHTOM 0,8
33 | copTMpOBKa NO BMAAM MU3LaHUI, OTMETKA O Bblgauye AOKYMEHTA B KHUKHOM popmynspe OAMVH AOKYMEHT 1,0
OTmeTKa O Bblaaye L OKYMEHTOB: OAMVH AOKYMEHT
34 | B py4HOM pexmme 1,0
35 | B aBTOMaTU3MPOBAHHOM pexunme 0,7
36 | paccTaHOBKa KHUXHbIX GOPMYNAPOB B KAPTOTEKY MHAMKATOPA oavH dopmynap 1,0
37 | noAroToBKa AOKYMEHTOB K OTNPaBKe; YyNaKoBKa, COCTaBNeHNe OMUCHK, NOrpy3Ka OZMH KOMMNEKT 30,0
38 | oTmeTKa 06 oTnpaBKe 3aKasa B XKypHase perucrpauum 0/Ha 3anucb 2,0
39 |onoseleHWe aboHeHTa 06 oTNpaBKe 3aKasa OAMH aboHeHT 1,0
Mpviem [OKYMEHTOB M3 BUBANOTEUHOrO NYHKTa:
40 | pacnakoBKa NOCbINKK, COPTUPOBKA AOKYMEHTOB MO BUAAM M34aHUI 0/1Ha NocblNKa 3,0
MpoBepKka BO3BPALLEHHbIX AOKYMEHTOB Ha COOTBETCTBME, KOMMIEKTHOCTb, OTCYTCTBME | OAMH AOKYMEHT
nedekros:
41 | M3paHusa, HaneyaTaHHble pefibePpHO-ToUEYHbIM WpndTOM 1,0
42 | "roBopswme" KHUMM Ha KacceTax 6,0
43 | M3paHuA Ha LMdpPoBbIX HocUTENAX MHGOPMaLUK (BUCKK, daeLw-KapTbl) 1,0
44 | n3pgaHuA, HaneyaTaHHbIe N0CKONEYaTHbIM, B TOM YMCAE YKPYMHEHHbIM WpUdTOM 0,8
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45 | copTUpOBKa AOKYMEHTOB MO BUAAM U3AaHUIM, MOUCK U BKNAAKA KHUXKHbIX GOpPMYyNAapoB OfVH [LOKYMEHT 1,0
OTmeTKa 0 npueme AOKYMEHTOB: OfVH [OKYMEHT
46 | B py4YHOM pexume 1,0
47 | B aBTOMATM3MPOBAHHOM pexmme 0,7
48 | onoselleHWe aboHeHTa 0 Npveme JOKYMEHTOB OAMH aboHeHT 1,0
49 | oTMmeTKa 06 06MeHe AOKYMEHTOB B AHEBHMKE OTAeNa ofiHa 3anuncb 1,0
3ao4Hoe 0bcyKuBaHMe nosib3osaTesnei
OdopmneHre LOKYMEHTOB Ha 06C/yKMBaHME aBOHEHTOB:
50 |npuem 3anaBKM OT aboHeEHTa Ha 0bCNyKMBaHMe, NOATOTOBKA NaKeTa AOKYMEHTOB K OTrNpaBkKe oJHa 3anaBKa 5,0
Odopmnerne popmynsapa aboHeHTa: oanH dopmynap
51 | B py4HOM pexxume 6,0
52 | B aBTOMaTU3NPOBAHHOM pexnme 7,0
Bblaaya AOKYMEHTOB abOHEHTam
Moabopka us poHAa No 3aKkasy aboHeHTa AOKYMEHTOB Pa3INUHbIX POPMaTOB: OfVH [OKYMEHT
53 | n3paHuA, HaneyaTaHHble penbePHO-TOYEUYHbIM WPUPTOM 3,0
54 | "roBopsAwme" KHUIM Ha KacceTax 2,0
55 | n3aaHua Ha uMbpPOoBbIX HOCUTENAX UHPOPMaLUK (BUCKM, daelu-KapTbl) 1,0
56 | n3paHuA, HanevyaTaHHble NJI0CKONEYaTHbIM, B TOM YMC/E YKPYNHEHHbIM LWPUGTOM 1,0
CBepKa LOKYMEHTOB CO CMUCKOM M NPOBEPKA AOKYMEHTOB nepes, Bblaayeit Ha COOTBETCTBME | OAMH SOKYMEHT
M OTCyTCTBUE AedeKTOB:
57 | u3paHuA, HanevyaTaHHble penbedHO-ToYeUHbIM WPUDTOM 1,0
58 |"rosopsawme" KHUIMM Ha KacceTax 6,0
59 | u3gaHua Ha uMPPOBbIX HoCUTENAX MHPOPMaLUK (ANCKM, dneLl-KapTbl) 1,0
60 | M34aHUA, HAaNeYyaTaHHble NJI0CKONEeYaTHbIM, B TOM YMC/E YKPYNHEHHbIM LWPUGTOM 0,8
61 |oTmeTKa O Bblgaye JOKYMEHTA B KHUXKHOM dopmynspe OfVIH JOKYMEHT 0,7
OTMmeTKa 0 Bblfaye JOKYMEHTOB: OfVH IOKYMEHT
62 | B py4HOM pexume 1,0
63 | B aBTOMATU3MPOBAHHOM pexume 0,7
64 | paccTaHOBKa KHUMXKHbIX GOPMYNAPOB B KAPTOTEKY oaunH dopmynap 1,0
65 | moAroToBKa AOKYMEHTOB K OTNPAaBKe; YNaKOBKa, COCTaB/IEHME ONUCK, NOTPy3Ka OZMH KOMMNIEKT 30,0
66 | oTmeTKa 06 oTnpaBKe 3aKa3a B XKypHa/se perncrpauum ofiHa 3anucb 2,0
67 |onoselweHne aboHeHTa 06 OoTNpaBKe 3aKasa 0ANH aboHeHT 1,0
Mpvem [OKYMEHTOB OT abOHEHTOB:
68 |npvem AOKYMEHTOB; COPTMPOBKA MOCHINOK NO agpecam, OTMETKA O MpPUEMe B KypHase OfiHa NocblKa 2,0
pervcTpaumum
69 | pacnakoBKa MOCbIJIKU, COPTUPOBKA ALOKYMEHTOB NO BUAAM U3AaHUM oJHa NocblnKa 3,0

lMpoBepka BO3BpPaLLEHHbIX [OKYMEHTOB Ha COOTBETCTBME, KOMMJIEKTHOCTb, OTCYTCTBUE

OOMH JOKYMEHT
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nedekros:

70 | u3paHuA, HanevyaTaHHble penbedHO-ToYeYHbIM WpPUbTOM 1,0
71 |"roBopsAwme" KHUIM Ha KacceTax 6,0
72 | u3gaHua Ha uMPPOBbIX HOCUTENAX MHPOPMaUUK (ANCKM, DaeLl-KapTbl) 1,0
73 | U34aHUA, HanevyaTaHHble NJIOCKONEeYaTHbIM, B TOM YMC/Ee YKPYNHEHHbIM LWPUGTOM 0,8
74 | cOPTUPOBKA AOKYMEHTOB NO BUAAM U3AaHUI, NOUCK U BKNAZAKa KHUXHbIX popmynspos OAVH AOKYMEHT 1,0
OTmeTKa 0 npueme AOKYMEHTOB: OZVH LOKYMEHT
75 | B py4HOM pexxume 1,0
76 | B aBTOMaTU3MPOBAHHOM pexunme 0,7
77 |onoseleHne aboHeHTa 0 NpMeme AOKYMEHTOB 0AMH aboHeHT 1,0
78 | oTmeTKa 06 0bMeHe JOKYMEHTOB B AHEBHUKE OTAENa oAHa 3anucb 1,0
3.12. BHyTpeHHAn paboTa
Tabnuua 53
N HavmeHoBaHue npouecca, onepauunun. Coctas paboTbl EamHnua Hopma BpemeHu,
n/n n3mepeHusa MWH.
1 2 3 4
MoaroToBKa K Bblaave:
1 |noaBepeHue ntoros paboTbl 3a NpoLLeAWwnii AeHb, 3aNUCb B AHEBHUKE exefHeBHO 15,0
2 | paccTaHoBKa GopMynapoB Noab30BaTeNEN MO CPOKaM, No andasuty oauH dpopmynsap 1,0
3 | nogbopKa LOKYMEHTOB MO BUAAM M34aHUIM NO NpeABapuTe/IbHbIM 3aKa3am NoJib3oBaTesnei OfVH [OKYMEHT 1,0
MpocMOoTp HOBbIX NOCTYNAEHUI ANA PeKOMEHAAL MU NOb30BaTENAM: OfVH JOKYMEHT
4 rasetbl 5,0
5 | XypHanbl, HaneyaTaHHble NNOCKONEYaTHbIM LPUGTOM 15,0
6 | KypHasbl, HaneyaTaHHble pesbePHO-TOYEYHbIM LWPUGTOM 5,0
7 | KHUTK, HaneYyaTaHHbIe NN0CKOMNEeYaTHbIM WpUbTOM 5,0
8 | KHMIK, HanevyaTaHHble penbedHO-TOYEYHbIM WPUHTOM 2,0
9 |ayavoBu3yanbHble U34aHUA Ha aHANOTOBbIX U UUMPPOBBIX HOCUTENAX 2,0
10 |[NpoCMOTP M MOMOJMIHEHME KHUMKHbLIX BbICTABOK, MOJIOK W CTEANA)KeW, OTKPbITbIX A1A | OAWH LOKYMEHT 5,0
cBoboAHOro AOCTYNa Noab3oBaTenek
11 |noprotosKa paboyero mecra exXeaHeBHO 15,0
Pabota c popmynspom nonb3osatens:
12 |aHanu3 popmynspos NoNb30BaTENEN, BbISBNEHWUE YATATENbCKUX MHTEPECOB oaunH dopmynap 20,0
13 |[3anucb B dopmynspe nonb3oBaTens O pesynbTaTaX aHaAM3a YTeHWA 3a onpeaenieHHbIn | oauH dopmynsap 3,0
nepuog
14 | cocTaBneHMe KapTOTEKU YMTaTeIbCKUX MHTEPECOB OfiHa KapTouKa 3,0
15 |[3anucb B AHeBHMKe 6MBAMOTEKapAa O AMHAMWMKE YTeHMA M MHTepecax no/sb3oBaTesiei 0ofiHa 3anucb 2,0

(rpynnbl nonb3oBartenet)

PaboTa ¢ nonb30BaTeNAMU, HE BO3BPATUBLUMMU AOKYMEHTbI B CPOK!

87




16 |npocmoTp 1 oT60p GopMynspoB Nob3oBaTENEN, HE BO3BPATUBLUMX AOKYMEHTbI B CPOK oanH dopmynap 2,0
M3BelleHne nonb3oBaTens, He BO3BPATUBLUEro [JOKYMEHTbl B CPOK; OTMeTKa Jatbl| oAuH dopmynsap
HanoMWHaHuA B GopmMmynape Nosb3oBaTens:
17 |ycTHO (no TenedoHy) 3,0
18 | NUCbMEHHO Yepes NoYTOBOoE OTAENEHUE NN IIEKTPOHHYIO MOUTY 3,0
19 |yaaneHue 3 6asbl AaHHbIX CBEAEHWIA O 3aHATOCTM BO3BPALLEHHbIX JOKYMEHTOB OAVH AOKYMEHT 0,7
MNpuem fOKYMEHTOB B3aMeH YyTePAHHbIX:
20 | NpOCMOTP 1 OLLeHKa AOKYMEHTA, NPeAN0XeHHOro B3aMeH yTepAHHOro OAVH AOKYMEHT 3,0
21 |3anucb O 3ameHe JOKyMeHTa B dopmynspe nonb3oBaTens, B TeTpaau yyeta AOKYMEHTOB, | OAMH AOKYMEHT 2,0
NPUHATbIX B3aMeH YTePAHHbIX
PaboTa c oTkasamm:
22 | 3an0/IHEHWE KAapTOYKM HA OTKa3 C yKa3aHWEM NPUUUHbBI, PaCCTaHOBKA KAapTOYEK B KapTOTEKY O/lHa KapTouKa 4,0
OTKa3oB
23 | aHanu3 O0TKA30B, NOArOTOBKA CNUCKA Ha JOKOMMIeKTOBaHMe GoHAa OAMH OTKa3 8,0
3.13. O6cny:kuBaHue no mex6ubanoreuHomy aboHemeHty (MBA)
Tabnvua 54
N HavmeHoBaHuMe npouecca, onepauunun. Coctas paboTbl EanHuua Hopma BpemeHu, MUH.
n/n nsmepeHua
1 2 3 4
O6cnyKMBaHUe MHAMBUAYANbHbIX NO/b30BaTeNnel bubamotekn no MBA:
1 |peructpauma nonb3osatens, nosabsytoweroca MBA OAWH 2,0
nosb3oBsaTenb
2 3anonHeHue 61aHKa-3akasa OAMH 3aKas 3,0
3 | yTOuHEeHWe yKa3aHHbIX MNO/b30BaTesleM CBeAEeHMM O 3aKa3aHHOM [OKYMeHTe, Luenax OJMH 3aKa3 2,0
3anpoca, UCTOYHUKE, OTKYa NOAyYeHbl CBEAEHMUA
Bubnunorpadpuyeckan nopaboTKa 3aKasa; yTouHeHUe bubanorpadpmyeckmx ceeseHunm: OJMH 3aKa3
4 | no cnpaBoOYHbIM M34aHUAM U3 doHAA BUBANOTEKM 10,0
5 | npv nomowmM BHYTPEHHMX U BHELIHNX 633 AaHHbIX 5,0
6 | npoBepka HaMYMA 3aNpaLIMBAEMOro JOKYMeHTa B b1ubanoTeKax, B TOM Yuc/e No CBOAHbIM | OAMH AOKYMEHT 12,0
KaTanoram
7 |3anucb cBefeHMIt O HanpaBieHUM 3aKa3a no MBA (HaumeHoBaHve 6MBAMOTEKM, AaTa); OJMH 3aKa3 2,0
OTNpaBKa 3aKa3a B 6MBANOTEKY, MMELOLLYIO 3anpaLlMBaeMblii LOKYMEHT
8 | nepemelieHne 6naHKa-3akasa B KapTOTeKy 3anpocoB nonb3oBateneir no MBA 3a o4Ho 0,5
pasgenuTtenb "3anpocbl no MBA, HanpaB/ieHHble B Apyrine 6ubanorekn” TpeboBaHue
9 | npuem gOKyMeHTa, npucnaHHoro no MBA OAMH AOKYMEHT 4,0
10 |uv3BelleHMe MoONb30OBaTeNA O MOAYYEHUM 3aNPOLIEHHOr0 [JOKYMEHTa W CpOKax ero OAWH 2,0
nosb30BaHuUA nosib3oBatesb
11 |Bblgaya nonb3oBaTento nosydeHHbIXx Mo MBA [OKYMEHTOB B YMTalbHOM 3aje; CBEpKAa | OAWH OOKYMEHT 2,0
BblAaBAaEMOro AOKYMeHTa ¢ 61aHKOM-3aKa30M, NPOBEPKA COCTOSHUA JOKYMEHTa, OTMETKa O
Bbloaye
12 |npuem AOKymeHTa OT MO/Ib30BaTeNs; CBEpKa [AOKYMeHTa C 6/1aHKOM-3aKasa, NpoBepKa | OAMH OOKYMEHT 1,0

COCTOAHMA AOKYMEHTa,
BblaeneHHoe mecto

OTMETKa O npueme, nomeuwieHne [OOKYMeHTa B cCneynanbHoO
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13 |wu3BneyeHne BnaHKa-3aKasa M3 KapTOTEKM, OTMETKA 06 OTNpaBKe AOKYMeHTa (4aTa, HoOmep |  OAMH NIMCTOK 1,5
MOYTOBOrO OTMNPABAEHMUA); NepecTaHOBKA /IMCTKa M3 pasgena "lMonyyeHHuble no MBA TpeboBaHuA
nsganua" B pasgen "BosspalleHHan nuTepatypa’

14 |noprotoBKa OOKYMEHTOB K OTnpaBke B 6ubanoTeky doHAoAeprKaTenb; ynakoBKa 3aKasa, OAMH 3aKa3 5,0
npocrasseHue wrtamna "MouyTa cnenbix", HaNMcaHWe aapeca, COCTaBleHNE ONUCK

15 |paboTa c OTKasamu; Npu NOSy4YeHUU M3BeleHUsA 06 OTKase UM 3a4epXKKe BbINOSHEHUA OAMH 3aKa3 4,0
3anpoca yKasaHuve B 6naHKe-3aka3e Ha OBOPOTHOW CTOPOHE MPUYMHBI M AaTbl OTKasa,
nepecTtaHOBKa ero us pasgena "3anpocbl no MEA, HanpaBneHHble B Apyrne 6ubnmortekn" B
pasgen "OTkasbl no MBA"; cooblieHune B oTaen obcny:KnBaHMa o Nosy4yeHMn oTKasa (aara,
npuynHa)
O6cnykmBaHve aboHeHToB Mo MBA: cBepKa No KapToTeKe aboHEHTOB HOMepa aboHeHTa Ha
61aHKe-3aKase opraHM3auum
OpraHusaums aboHupyeTca: O/MH 3aKa3

16 |npocTaBneHMe Homepa Ha OnaHKe-3aKase, CBepKa ajApeca, Ha3BaHUSA OpraHU3auuu, 4,0
dammnmm otBeTcTBEHHOrO No MBA (BHeceHWe N3MeHEHU B KapTO4KK)
ABOHEHT 0bpaTMACA B TEKYLLEM rogy Bnepsble: OAWNH aboHeHT

17 |npocTtaBneHue B KapTouke roga obpalleHus, aatbl, obopmaeHne aboHeHTa 1,0
OpraHusauma paHee He aboHMpPoOBaNach: OAWNH aboHeHT

18 |npucBoeHne aboHeHTy HOMepa, 3anoJIHEHWE KapTOuYkM pernctpaumm aboHeHTa MBA wu 6,0
bopmynsap, ykazaHMe NOIHOTO HAMMEHOBaHWA OpPraHN3aLMK, MOYTOBOTO agpeca, TenedoHa,
bamuamm, UMeHKn, oT4ecTBa OTBETCTBEHHOTO ML, AaTbl OTKPLITUA U HOMepa aboHeHTa

19 | paccTtaHOBKa perncTpaLmMoHHbIX KAPTOUEK B KAPTOTEKRY OfHa KapTouka 0,5

20 |odopmneHuve n3BeLeHns anA aboHeHTa 06 OTKPbLITUM aboHemMeHTa (3anpoc HeAOCTAOLWMX | O4HO U3BeLLeHue 2,0
O/ KAPTOTEKM CBeAEHUIA)

21 |npoBepKa MpPaBWAbHOCTM 3ano/sHeHWA 6naHKa-3akasa, 3af0/PKEHHOCTU abOHEeHTa; OAMH BnaHK- 5,0
npocraefieHne Ha obopoTe 6aaHKa-3aKa3a WTamna v AaTbl MOJyYeHUs 3aKasa 3aKas

22 |wudpoBKa 3aKa3oB aboHeHTOB; nNopbopka 61aHKOB-3aKa3oB NO andasBuTy, NPOBEPKA OAMH BnaHK- 3,0
HaMuYMA LOKYMEHTOB NO KaTanory 3aKas

23 | noArotoBKa AOKYMEHTA K BblJaye; CBepKa [AOKYMeHTa C 61aHKOM-3aKa3oMm, NpPOBEpKa | OAUH OOKYMEHT 2,0
COCTOAHMA LLOKYMEHTA; NpoCTaB/ieHne Ha baaHKe-3aKkase Wndpa LOKYMEHTA, UHBEHTAPHOIO
HOMEpPa, KOANYEeCTBa SOKYMEHTOB, AaTbl BblAauu, wremnens 6UbANOTEKM C Ha3BaHMEM U
MOYTOBbIM aApPeCcoM; YKasaHWe CPOKa BO3BPaTa; B/IOXKEHME YacTh BnaHKa-3aKka3a aboHeHTa
B BblAaBAaEMbII JOKYMEHT, NPOCTaB/ieHe HOMepa baHaeponm

24 | NoCTaHOBKa 3aKa3a Ha oyepesb; OTNPaBKa aboHEeHTy M3BeLeHUs O/ZMH 3aKa3 2,0

25 | nepegaya M3gaHMA Ha KONMPOBaHUeE OAMH 3aKas 3,0

26 |oTnpaBKa [AOKYMeHTOB aboOHeHTam; ymakoBKa 3aKasa, npoctasneHve wTtamna "lMouyta O[IMH 3aKa3 5,0
cnenbix", HaNUcaHWe agpeca, COCTaBNEHME ONnUcK

27 |paccTaHoBKa 61aHKOB-3aKa30B Ha BblAaHHble [AOKYMEHTbl B KapTOTeKy OOCAYXWMBAHUA | OAWH JOKYMEHT 0,5
aboHeHTOB B pasaen "BbigaHHble no MBA usgaxma"

28 | NpuHATME AOKYMEHTOB, BO3BpalLeHHbIX aboHeHTaMMu; BCKpbITMe 6aHAeposv, NpoBepKa | OAWH LOKYMEHT 4,0
COCTOAHMA [OKYMEHTa, YyKasaHue Ha OnaHKe-3akase [JaTbl BO3BpPaTa [LOKYMEHTa,
nepecTtaHOBKa 6/71aHKa-3aKasa B pasaen "Bo3BpalyeHHasa antepatypa”

29 |aHanM3 CPOKOB MO/Ib30BAHUA [OKYMEHTOB, BbIABJEHUE [O/KHUKOB, HanpaBAeHWe | OAWH JOKYMEHT 2,0
HaNOMMHaHUM

30 |paboTta c OoTKazamu: yKkasaHWe B 61aHKe-3aKase MPUYMHbLI U AaTbl OTKa3a; perucrpauus O4MH OTKas3 4,0

OTKa3a B y4YeTHbIX GopMax; paccTaHOBKa NncTa TpeboBaHUA B KApTOTEKE OTKA30B; OTNpPaBKa
aboHeHTy M3BelLeHMA 06 oTKase
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3.14. MaccoBas pa6ora

Tabnvua 55

N HaumeHoBaHwue npouecca, onepauun. Coctas paboTbl EavHnua Hopma BpemeHu, MUH.

n/n nsmepeHms

1 2 3 4
MoAroToBKa MaccoBbIX MeponpuaTUi
OnpefeneHne Tembl, COCTaBa ayAWUTOPMM, OTBETCTBEHHOTO 3a MepPOnpuATME B LLEJIOM, o4HO
COCTaB/IEHME NNaHA NOArOTOBKM MEPONPUATUA, BONPOCOB ANA OBCYKAEHWA, NpuUriaweHme |  meponpusatne
KOHCYNbTAHTOB, NIEKTOPOB, NoAOOPKA [LOKYMEHTOB MO TEME MEPONPUATUA; OpraHM3auma
BbICTAaBKM /IMTEPATypbl, OMOBELLeHWe No/b3oBaTeneli O MeponpuaTuM 4Yepes aduwm,

KaHanbl CBA3W; BbIABNEHWE BbICTYNAIOWMX; MNOAFOTOBKA MNOMELLEHUA; NpOBeAeHne
COBELLLAHNA MO MTOram NOATOTOBKM M NPOBEAEHUA MEPONPUATUA:

1 |uyuTaTenbckan KoHpepeHuus 4800,0

2 | nIMTepaTypHO-Xy[40XKEeCTBEHHbIV Beyep, Be4yep KHUMM, AUCnyT 3600,0

3 | BEYEp BOMPOCOB 1 OTBETOB, YCTHbIM KYpHan 3000,0

4 | Knyb no MHTepecam 3000,0

5 | AeTCKUi yTpeHHUK 3600,0

6 | BUKTOPWUHA, KOHKYPC, Urpa-nyrewecrsmne 3600,0
OpraHu13auma KHUXKHbIX BbICTaBOK
CoctaBneHve nnaHa OpraHuW3auMM W NPOBeAEHMA BbICTaBKM; BbiABAEHME U OTOOP | OAHa BbICTaBKa
LOKYMEHTOB; NOArOTOBKA COMPOBOAMTENbHOM AOKYMEHTAUWMWM K  BbICTAaBKE; MOHTaX
BbICTaBKM; OpraHMsauusa WHPOPMaLMOHHO-PeKNamMHON paboTbl MO  nonynapusauum
BbICTaBKM; NogBeAeHne UTOros paboTbl:

7 n/iaHa BbICTaBKK 600,0

8 | BbICTaBKM MO roTOBOMY MNJaHy 360,0

9 | onepaTMBHbIX BbICTABOK HOBbIX NMOCTYNIEHWUI 120,0
Peknama 61MbamoTekn; paboTa No NPMBAEUYEHWNIO NOb30BATENEN:

10 | noaroToBKa peKAaMHOro CoobWEeHNs B CPeACTBAX MaccoBon WHpopmauuu, ana ogHo 300,0
pasmMelleHMa Ha cailTe 6ubAMOTEKM, nopTane  cneumanbHbix  6MBAMOTEK, Ha cooblueHune
aBToMHdpopmaTtope o pabote 6UGAMOTEKM, OCOBEHHOCTAX GYHKLUMOHUPOBAHMA PA3INYHBIX
noapasfeneHnin, HOMEHKNaType YCayr, npeaocTaBasemblx 6ubanoTekoin, wn ppyron
MHbopMaLmm

11 |noprotoBKa nfakata o [AeAaTeNbHOCTM 6ubanoTekn (Bblbop Tembl, onpegenexHve OAMH NnakaTt 300,0
coaepKaHua u popmbl)

MoarotoBka bykneTa o 6ubnanoTeke: oAuH Byknet

12 | oAMH NUCT, ABYXCTOPOHHAA nevaTtb (popmat A4) 600,0

13 | aBa nncta n 6onee 1200,0

14 | opraHu3auma aKCKypcuii no 6ubnmoteke; npuem n opopmneHme 3asBKKU, YTOUHEHME TeMbI | OfHA IKCKypCUua 60,0
3KCKYPCUIA U COCTaBa IKCKYPCAHTOB
BbifiBNeHWe noTeHUManbHbIX Mo/ab3oBaTene 6ubaANOTeUHO-MHOOPMALMOHHBIX  YCayr
6MbAnOTEKM:

15 | npocmoTp npeccol u "UHTepHeT"-pecypcos OZMH [OKYMEHT 8,0

16 |cbop 1 aHann3 MHGOPMALMM O KOHKYPEHTOCMOCOBHOCTN BUBMOTEKN OAMH AOKYMEHT 8,0

17 |BeaeHue KapToTeKU NOTPEOBUTENLCKOTO pbIHKa 0fHa KapTouKa 0,3
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18 | BcTpeuun ¢ npeactasutTenamm GMpm, opraHn3aLunin, npeanpuaTni ofHO 120,0
meponpuaTtune
MpumevaHue:
- Bpems NpoBeAeHMA MacCOBbIX MEPONPUATUI, BbICTAaBOK INTEPATYPbI U SKCKYPCUIA B HOPMY BPEMEHU HE BXOAMT;
- NPV OpraHM3aLmn Bble3AHOW BbICTAaBKM K HOPMaM BPEMEHW NPUMEHAETCA NoBblWaowmin koadduumeHT 1,1.
3.15. CnpaBoyHasa U uHpopmaumuoHHas pabora. OpraHusauma cnpasouHo-6ubanorpadpuueckoro annapara (C6A)
Tabnvua 56
N HanmeHoBaHuMe npouecca, onepauymmn. CoctaB paboTbi EanHuua Hopma BpemeHu, MUH.
n/n nsmepeHus
1 2 3 4
MpocmoTp 1 0T6OP AOKYMEHTOB M3 TEKYLLMX MOCTYNAEHUI ana BKAtoueHun B CBA:
1 NJI0CKOMEYaTHbIe KHUIMN Ha BYMaXKHbIX HOCUTENAX O4HA KHUra 4,0
2 | nnockoneyvyaTHble KHUMM Ha ONTUYECKUX HOCUTEeNAX OfiHa KHUra 6,0
3 | cTaTbu M3 NAOCKOMNEYaTHbIX COOPHUKOB, KypPHaNoB ofHa cTaTbA 3,0
4 CcTaTbW U3 raset ofHa cTaTbA 2,0
5 penbedHO-TOUEUYHbIE KHUTK o4Ha KHUra 6,0
6 | cTaTbu U3 penbedHO-TOYEYHbIX COOPHUKOB, KYPHANOB 0fiHa cTaTbA 4,0
7 | ayavoBu3yanbHble U34aHUA HA aHANOTOBbIX M UUMPPOBBIX HOCUTENAX OfiHa KHUra 6,0
8 | cTaTbu M3 3BYKOBbIX COOPHUKOB, }KYpPHaNoB ofiHa cTaTbA 5,0
9 | 6ubnnorpadpuyeckne nocobums, B TOM YMCNE HA ONTUYECKUX HOCUTENAX OfiHa 3anucb 0,7
10 | NEeTonMCU KHUXKHBIX, YKYPHANbHbIX U ra3eTHbIX cTaTel ofiHa 3anucb 1,0
11 | npuKHU¥KHble Bubnaunorpaduryeckmne cnUckn 0ofiHa 3anucb 0,7
12 |npocmotp M 0T6OP [OKYMEHTOB M3 BHelWwHWx B[l nepuoguyeckux u3gaHuin ans ofiHa cTaTbA 6,0
BK/toYeHus B CBA:
13 | coctaBneHue bubanorpadpuyeckon sanncm ofiHa 3anucb 4,0
CocTaBneHue aHHOTALMM, U3yyeHre LOKYMEHTA, HanncaHue TeKcTa: 0fiHa aHHOTauuA
14 | aHHOTUPOBAHWUE KHUT 120,0
15 |aHHOTMpOBaHWe cTaTel 60,0
16 |aHanuTUYecKas POCNUCH XKYPHANbHbIX, FA3eTHbIX CTaTel, COOPHUKOB, Bubanorpadmyecknx | OAMH AOKYMEHT 4,0
nocobuin; O3HaKOMJIEHWE C COAEpPKaHMEM MW3[aHMA, COCTaBNEHME aHaNUTUYECKoW
pocnucu
17 |cucTemaTv3auma KapTouek Ha oTobpaHHble gna BKAtoYeHuAa B CBA fOKYMEHTbI Mo TUNam 0fHa KapToukKa 2,0
KaTa/NoroB M KapTOTeK; NPOBEPKa MHAEKCOB, PACCTaHOBKA KapTOYKM
OpraHusauma TemaTUyYecKmx cnpaBoYHbIxX b/:
18 |npocmoTtp, oT6Op M cUCTeMaTU3auUMA [AOKYMEHTOB AN BKAYeHuA B B[], BBOA | OAMH AOKYMEHT 10,0
MHbopMaLmm
19 |pepakTvpoBaHve B[: BHeceHue B 6bubanorpaduyeckylo 3anucb AOMOJHEHWUA U oJHa 3anucb 1,0
WN3MEHEHWI; UCK/IIOYEHMeEe 3anncK Ha BblObIBLIME AOKYMEHTbI
20 |BBOA HOBbIX PybpUK ofHa pybpurKa 1,0
OpraHusauma NoAHOTEKCTOBbIX b/
21 | npocmoTp, oT6op M NpeameTU3aLmA JOKYMEHTOB AN BKAOYEHUA B B/] OAMH AOKYMEHT 10,0
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Beog, B B} 6ubnnorpadumyeckmnx sanmcei naocKoneyaTHbIX U3LaHuin:

O[Ha 3anuncb

22 | NpY HAaANYMM 3aNUCK B INEKTPOHHOM KaTanore 2,0
23 | npu cocTaB/ieHUn HoBo Bubanorpaduyeckoi sanucu 6,0
24 | npu AONOAHUTENBHOM NoucKke nHdopmaumm B "UHTepHeTe" 10,0
25 | CKaHMPOBaHWe TEKCTA JOKYMEHTa C pacno3HaBaHUEM; UCNPaB/eHNe OLWKBOK 0/Ha CTpaHMUa 6,0
26 |pepaktupoBaHue b[ll; BHeceHue B 6ubanorpaduueckyto 3anucb AOMNONHEHWUA W oJHa 3anucb 1,0
WN3MEHEHWI; UCK/IIOYEHMe 3anNnCK U TEKCTA U34aHMA Ha BblObIBLUME AOKYMEHTI
OpraHu13aums KapToTeKWU NEPCOHANNN:
27 |onpefeneHne W COCTaBAEHME MeEPeYHs /UL, CBEAEHWA O KOTOPbIX OTPaXKatoTcA B | OAWH SOKYMEHT 20,0
KapToTeKke; NPOCMOTP MHOOPMAUMOHHBIX M3OaHUI U MEepPBUYHbIX AOKYMEHTOB; oT6op
LOKYMEHTOB A/11 BK/IIOYEHUSA B KAPTOTEKY
28 | TeXHMYecKan U cogeprkatesibHas 06paboTKa AOKYMEHTOB A/ BK/OYEHUA B KApTOTEKY; | OOUH LOKYMEHT 3,0
paccTaHOBKA KapToyek no andasuty Gpammnanin asBTopos 1 No BUAAM AOKYMEHTOB
29 | geTanvsauma pasfenos; HaNnUcaHWe U paccTaHOBKa pasaenvTenei OAMVH pasfenvTesb 2,0
30 | penaKTMpPOBaHWE KAapTOTEKU; BHECEHUE UCMPABAEHWUN, OMNOAHEHUIA, U3MEHEHUI OZMH JOKYMEHT 1,0
OpraHusauma ¢akTorpaduyecKkom KapToTeKU:
31 |onpeaeneHue npegmeTta, 06BEKTA MU OCHOBHbIX NMPU3HAKOB 417 OTPAXKEHUA B KApTOTEKe; | OAWH SOKYMEHT 3,0
NPOCMOTP U OTOOP AOKYMEHTOB A/ BKAKOYEHUA B KapTOTEKy; 3aHeceHue OTOOPaHHbIX
CBEAEHUIN Ha KapTOYKM MHPOPMALLMOHHOTO MaccuBa
32 | pepaKTUpOBaHWE KapTOTEKW; NPOBEPKA NPABM/bHOCTM CBEAEHWM W yKasaHui 06| oAWH JOKYMEHT 2,0
UCTOYHMKaX MHPOPMaLMK; BHECEHWE UCNPABIEHUN
33 | HanucaHWe M pacCcTaHOBKa pasgenutenei O4MH pasgenutenb 2,0
OpraHu13auma TeMaTMYeCKMX NanoK ra3eTHbIX BbIPEe30K:
34 | NpOCMOTP M CUCTEMATU3ALLMA ra3eTHbIX BbIpe3oK 0/Ha Bblpe3Ka 3,0
35 |odopmneHve BLIPE3OK AN XPaHEHWMA B TeMaTUYECKMX Marnkax; KpaTKoe onucaHue 0/4Ha Bblpe3Ka 4,0
WCTOYHMKA
3.16. CnpaBoyHana u nHopmaumnoHHan pabora. CnpasBouyHo-6ubanorpapuyeckoe obcny>kusaHme
Tabnvua 57
N HanmeHoBaHue npouecca, onepaumun. CoctaB paboTbl EavHuua Hopma BpemeHu, MUH.
n/n nsmepeHus
1 2 3 4
Mpuem 6ubnnorpadmyeckmnx 3anpocos:
1 |npuem 6ubAMOrpaduyeckoro 3anpoca; yTOYHEHWEe Tembl, LEeNeBOro U 4YuMTaTeNbCKOro O/MH 3anpoc 1,0
Ha3Ha4YeHMA, NONHOTbI UICTOYHMKOB, TUMOB, BUAOB M XPOHO/IOTMYECKMX PaMOK 3anpoca
BbinosHeHWe cnpaBok
TemaTuyeckas cnpasKa: MOMCK U OTOOP AOKYMEHTOB; cOCTaB/ieHne bubanorpadpuyeckoro 0/lHa crnpaBKa
onucaHua:
2 | nucbmeHHas cnpaska (1 - 10 ucTouHuKoB) 10,0
3 | ycTHas cnpaBKa (1 MCTOYHMK) 2,0
AppecHo-6nbnnorpaduyeckas cnpaBka: YCTaHOBAEHUE HANMYMA UNN MECTOHAXOXKAEHUA 0/lHa CrpaBKa
LOKYMEHTA UK ero yactu B poHae 6ubanoTteku:
4 | nucbMeHHan cnpasKa (1 - 10 UCTOUYHMKOB) 10,0
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5 | ycTHas cnpaBKa (1 MCTOYHMK) 2,0
YTOUHAIOWAA CMpaBKa: YCTAaHOB/MEHWE W YTOYHEHWe 3nemMeHToB 6ubanorpaduyeckoro 0/lHa crpaBKa
onucaHusa:
6 | nucbMeHHan cnpaska (1 - 10 UCTOYHUKOB) 10,0
7 | ycTHas cnpaBKa (1 MCTOYHMK) 2,0
dakTorpadmyeckans crnpaBKa: YCTaHOB/MEHWE KOHKPETHbIX CBeAEHUN O cobbITUAX, 0ofiHa cnpaBka
obbeKTax, npoueccax, gaTax:
8 | nnucbmeHHasna cnpaska (1-10 UCToOYHMKOB) 10,0
9 |ycTHaA cnpaBKa (1 UCTOYHMK) 2,0
CocTaBneHve TemaTMyeckmx bubamorpadpuyeckmx CnmMcKoB:
10 |nouck, otbop M cucTemaTM3auuMsa [AOKYMEHTOB; cocTaBneHve 6ubnnorpaduyeckoro| OAMH AOKYMEHT 7,0
onucaHua
11 |odopmneHne cnucKa; BbIBOL Ha NPUHTEP, OTNPaBKA MO 3/IEKTPOHHOM MouTe, O MH CNUCOK 10,0
KOMMPOBaHME HAa CbeMHbI HOCUTE/Ib NONb30BaTeNA
BeneHune GpoHAa BbINONHEHHbIX CMPABOK:
12 | perucTpauma BbINOJIHEHHOW CNPABKM B XKypHane ofiHa cnpasBka 2,0
13 | BBOA TEMATMYECKOM CNPABKU B 3/IEKTPOHHbI apXMB BbIMOHEHHbIX CNPABOK 0/ Ha crnpaBKa 2,0
3.17. CnpaBoyHasa u MHpopmaLuMoHHaA paboTta. Bubanorpagpuueckoe MHpopmmuposaHue
Tabnuua 58
N HanmeHoBaHuWe npouecca, onepauymmn. CoctaB paboTbl EanHnua Hopma BpemeHu, MUH.
n/n nsmepeHus
1 2 3 4
BobifBneHne MHGOPMALMOHHbIX NOTPEOHOCTEN CNeLmanncToB MeTo40M aHKETUPOBAHNA:
1 |onpepeneHve KOHTUHreHTa noTpebutenert uHbopmaumu; paspaboTka 3asaBOK AAA | ogMH NoTpebuTtens 60,0
onpegeneHna MHPOPMaLMOHHbIX 3aNpPOCOB; PAcCbliKa 33aABOK; 06paboTKa MONAYyYEHHbIX
337BOK; COCTaB/ieHMEe Ha OCHOBE MOJIYYEeHHbIX [AaHHbIX KAPTOTEKM KOHTUHIEeHTa
notpebuteneit HGopmauum n nux MHGOPMaLMOHHbIX 3aNPOCOB
3akntoyeHne c aboHeHTamMM AOroBOPOB HA MHPOPMaLMOHHOE 06CyKMBaHME:
2 | aHanu3 AaHHbIX O 3aMHTEPECOBAHHOCTU abOHEeHTOB B MHPOPMALMOHHOM 06CNYKMBAHUK OJMH A0roBop 90,0
M pexumax M3bUpaTenbHoro pacnpocTpaHeHMs W PeTPOCMNEKTUBHOIO  MOMCKa;
3aK/Il0YeHMe M NepecMmoTp AOr0BOPOB
dopmupoBaHne cetTn abOHEHTOB cucTeMbl M3BMpPaTENbHOrO  PaACcMpPOCTPaAHEHUA
nHpopmauum (UPU):
3 |onpepeneHve KOHTUMHreHTa aboHeHTOB cuctembl WPW; BbifABAeHWE TUNOBbLIX U OfMH aboHeHT 60,0
WHOMBUAYANbHBIX 3anpocoB abOHEHTOB; M3y4yeHue, KaaccupuKaumsa U MHAeKcauma
3aMNpoCcoB; BBOA, AaHHbIX O 3aMpocax B afpecHyto KapToTeky
MoAroToBKa cMrHanbHOro onoselleHusa B cucteme UPU:
4 | BblfiBNEHME, MPOCMOTP WM OTOOP MaTepuanoB M3 TEKYLMX MOCTYMNAeHWA; OTMNpaBKa | O4HO ONOBeLLeHNe 20,0
MHbopmMaumm notpebutento
rpynnosoe 6ubnunorpadumyeckoe MHbopmmpoBaHue
5 | dopmupoBaHue coctasa rpynn aboHeHTOB O4MH aboHeHT 10,0
6 | yTouHeHue TeMbl, COrnacoBaHne NCTOYHMKOB MHPOPMaLMK, BUAOB AOKYMEHTOB ofHa Tema 20,0

Mouck AOOKYMEHTOB ONA de)opmau,mM, COCTaB/ieHMe N 0TNPaBKa onoBelleHNA:

04HO onoseleHne
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7 NMUCbMEHHO 10,0
8 |ycTHO 10,0
OnepaTnsHoe MHPOPMUPOBAHME NO 3anpocy:
9 | dopmupoBaHue ceTv abOHEHTOB; BbIABNEHWE TUMOBbLIX U UHANBUAYANbHbIX 3aMPOCOB OAUH aboHEeHT 5,0
10 | wusyyeHune n knaccuduKaLmMm 3aNPOCOB; BBOA AAHHbIX B aPECHYIO KapTOTeKy OAMH 3anpoc 7,0
HanucaHve 0630poB 1 cnpasok
BbifaBneHne M oOT6OP MCTOMHWMKOB; 06paboTKa M aHanu3 OTOBPaHHbLIX AOKYMEHTOB; OAMH aBT. IUCT
HanucaHue Tekcta o63opa/cnpasku:
11 | no nepBUYHbLIM UCTOYHUKAM 6000,0
12 | no BTOPUYHbBIM MCTOYHMKAM 4200,0
13 | Habop u popmaTpoBaHue TekcTa 0630pa/cnpasku 0oflHa CTpaHUUa 20,0
(1800 - 2000
3HaKOB)
OpraHu13auma n nposegeHue YCTHbIX 6ubanorpapuryeckmx 0630pos HOBbIX NOCTYNAEHU
OT160op HOBbLIX NOCTYN/AEHMI MO 3apaHee OODBABJEHHON TemaTuKe; CUCTemaTU3aumA 0AMH 0630p
WCTOYHWMKOB MO TeMam, MPOCMOTP M aHaNn3 JOKYMEHTOB; Nnoabopka bubavorpadpuyeckmx
OMUCAHUM, KPATKMX aHHOTauui, pedepatoB Ha OTOOGPAHHbIE MCTOYHWKOB; MOATOTOBKA
pykonucu 6ubanorpadpuyeckoro o63opa; KONMYECTBO MPOCMOTPEHHbIX U OTOBpPaHHbIX
LOKYMEHTOB:
14 | po 50 pokymeHTOB 600,0
15 |cBbiwe 50 fOKymeHTOB 1800,0
MoaroToBKa 6toN1eTEHA HOBbLIX NOCTYNAEHWUIA
OnpefeneHne TemMaTUYeCKMX TFpaHUL, MOUCKA M OoTbopa [OKYMEHTOB; CO3faHue | OAWH bronneTeHb
pybpuKkatopa OtonneTteHsa; BbiABNEHME W OTOOP B MaccuMBe TeKyLMX MOCTYNieHuN
MCTOYHUKOB  MHPopmauuu;  noabopka  aHHoTauuii, pedepaToB;  KOAMYECTBO
NPOCMOTPEHHbIX OKYMEHTOB:
16 |po 50 pokymeHTOB 300,0
17 |csbiwe 50 fOKymeHTOB 600,0
MoaroToBKa TeKyLWMX bubanorpapuryeckmx nocoouit
Bbibop Tembl nocobus, BbiABNEHWE W OTOOP AOKYMEHTOB, GpopmMMpOBaHUE pasaenos OAMH aBT. IUCT
nocobus, aHHOTMPOBaHME [OKYMeEHTOB, noabopka dakTorpapuyeckoro marepuana,
WNNIOCTPALIMIA, COCTaBNeHME TeKCTa, BCMOMOraTe/bHbIX YKasaTesei, KOMMbIOTEPHbIN
Habop, KOHCynbTaLUMW y CMEeLManncToB Ha Pas/IMuHbIX aTanax paboTbl, obcyxaeHue u
AopaboTka No 3amevaHnAM:
18 | coctaBneHve 6ubnnorpadpuyeckoro ykasatens, katanora, NnyTeBoauTeNs, CNpaBoYHMKa 15000,0
19 |noprotoBKa KOMMEHTapWeB, NPMMEYaHUI NPOCBETUTENIbCKOTO XapaKTepa, He TpebyoLmx 6000,0
CneLumanbHbIX NccnefoBaHNM
20 | NoAroToBKa KOMMeEHTapueB, NPUMEYAHNIN HayYHO-UCCNe0BaTEIbCKOrO XapaKTepa 12000,0
MNMoaroTtoska PeTPOCMeKTUBHbIX Hay4HO-BCMOMOraTesIbHbIX 6ubnunorpadpuyeckmx
yKasaTeneu:
21 |BblbOp Tembl, CO34aHME aBTOPCKOTO  KOJINEKTUBA; pa3paboTKa  WMHCTPYKTUBHO- OAMH aBT. NCT 10080,0

MEeTOAMYECKUX  MaTepWasnos; BbiiBNeHWE U OTOOp [AOKYMeHTOB; pabota Hag,
6ubanorpaduyeckoint 3anucblo; aHHOTMPOBaHWeE; 6Gubanorpaduyeckas rpynnUMPoOBKa;
COCTaB/ieHNE BCMOMOraTe/IbHbIX YKasaTesnen; KOMMblOTEPHbIA Habop; obcyxaeHue w
[opaboTKa No 3ameyaHuam

CoctaBneHve aHHOTMpOBaHHOro 6ubaunorpaduyeckoro mam 6uobubanorpaduyeckoro

O4WH aBT. INCT
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YKa3saTtena no aKTyaanoﬁ TemMmaTuKe C XPOHON0rmM4eCKMm oxXBaTom OT 2 0o 5 net:

22 | Ha pyCCKOM A3blKe 10080,0
23 | c BKAtoyeHuem oT 30% go 40% obbema nybaMKaumMii Ha MHOCTPAHHbIX A3blKaxX 12600,0
24 |cocTaBieHWe aHHOTMPOBAHHOTO 6MbAMOrpadUYecKoro yKasaTens MHOrooTpac/ieBoro OAMH aBT. AUCT 21000,0
COAEPKAHUA C XPOHO/MOTMYECKMM oxBaTtom pgo 100 net, Tpebytowero CnaoOWHOro
NPOCMOTPA AOKYMEHTOB, NOMCKA CNOXKHbIX B1banorpadpuyecknx nsgaHni
CocTaBneHue pekomeHaaTebHbIX 6UbAMorpadpuyeckmx CNMcKos
BoiaBneHne cnpoca noTpebutenei, onpepeneHve Tembl, OTOOP AOKYMEHTOB, OZMH CNUCOK
COCTaB/IEHME O4YEPKA, KOMMNbIOTEPHbI Habop, BHECEHWE UCMPaBAEHWIA:
25 | po 10 3anucen 30,0
26 | cBbiwe 10 3anuceit 30,0
MNMoaroToBKa aHanMTUYeCcKnx 0630poB
BbifABneHne u oT6OP AOKYMEHTOB, MOAIrOTOBKA PybpuKaTopa, M3ydYeHMe W OLeHKa OAVH aBT. nCT
LOKYMEHTOB, CMCTEMATM3aumMa MmaTepuana, COCTaB/eHWMEe aHanuTMyeckoro o0630pa,
KOMMbIOTEPHbIN Habop, obcyKaeHUe U opaboTKa Mo 3aMevaHUsaM:
27 | NO NepBUYHbIM UCTOYHMKAM Ha PYCCKOM A3blKe 10080,0
28 | No cmelwaHHbIM NePBUYHbBIM NCTOYHUKAM 12000,0
29 | NO NepBMYHBIM MCTOYHUKAM Ha MHOCTPAHHbIX A3bIKaXx 13800,0
CocTtaBneHue akcnpecc-MHGopmaLmm:
30 |BbiABNEHME M OTOOP MaTepunana Nno Teme, CUCTEMATU3ALMA; KOMMbIOTEPHbI Habop OAMH aBT. INCT 4500,0
CocTtaBneHue pedepara:
31 | wu3yyeHWe M aHaNU3 LOKYMEHTA; COCTaB/eHNe TeKcTa pedepaTa; KOMMNbIOTEPHbIW Habop; OAMH aBT. INCT 6600,0
BHECEHWeE UCNPaBAeHUN
3.18. HayuHo-meToaUuuYecKan paboTa
Tabnuua 59
N HanmeHoBaHue npouecca, onepaymum. CoctaB paboTbl EanHnua Hopma BpemeHu, MuH.
n/n nsmepeHus
1 2 3 4
MoAroToBKa MeToANYECKUX NOCOBUI, peKOMEHAaLMNM:
1 |pa3paboTKa HOBOI TeMbl; U3yYeHWe Tembl, BbIIBNEHWE WU aHANU3 AOKYMEHTOB MO Teme; OfMH aBT. NCT 18000,0
4YUTaTeNIbCKOE U LieseBoe HasHayeHre Nocobus, peKomeHAauNii; CoCcTaBeHne NPoCneKTa;
HanucaHue TeKcTa
2 | moauduKauma paHee pa3paboTaHHON Tembl; BbIBNEHWE U U3yYeHUEe HOBbIX SOKYMEHTOB OAMH aBT. UCT 10200,0
M HaKonieHHoro 6ubanoTeKkamu onbiTa NO Teme Nocobun, peKoMeHAaLMi; yTouHeH e,
BHECEHWE W3MEHEHWW B CTPYKTYpY M B TEKCT B COOTBETCTBMM C AOCTUXKEHMAMM
6MBNNOTEUHOM TEOPUM M NPAKTUKK; AopaboTKa/nepepaboTka TeKkcTa
Pa3paboTKka AOKYMEHTOB, PernameHTUpPYoWUX AeATeNbHOCTb BUBAMOTEK, MONOXKEHUIA,
WHCTPYKLMIA, NPOEKTOB NOCTAHOBNEHWM, YCTAaBOB, 3aKOHOAATE/IbHbIX aKTOB:
3 | pa3paboTka HOBOW TeMbl; BbiiBNEHME, U3y4eHMe, aHAIU3 AEUCTBYIOWMX AOKYMEHTOB Mo OAMH aBT. UCT 20400,0
Teme; HanucaHMe TeKCTa NPOoeKTa AOKYMeHTa; obcyaeHne n anpobauma LOKYMEHTa B
6nbanoTeke; [OpPaboTKa AOKYMEHTA; NOATOTOBKA K YTBEPKAEHWIO
4 | mogudmKauma paHee pa3paboTaHHOro AOKYMEHTA; aHaIM3 U OLEHKA AOKYMEHTa; MOUCK U OAMH aBT. UCT 9000,0

OoT6OP HOBbIX AEWCTBYIOWMX [AOKYMEHTOB MO Teme; BHECEHMEe W3MeHeHWW B TeKCT
OOKYMeHTa; obcy:kaeHne u fopaboTka AOKYMEHTa; NOATOTOBKA K YTBEPKAEHUIO
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Pa3paboTka y4yeTHbix opm, Tabaum, 06pasLoB.:

5 |yTouyHeHue npegmeTa, 06bEKTA, COAeprKaHUA yYeTHoM Gopmbl, Tabanubl, 06pasua; oTbop OZMH aBT. NCT 9000,0
M cucTemaTvsauma nokasaTenei; pas3paboTka MmakeTa ydyeTHoW ¢opmbl, Tabauupl,
06pasua; 0bcyaeHe LOKYMEHTA; NOArOTOBKA K YTBEPKAEHUIO
CocTaBneHne peKoMeHAauMA MO0 BHEAPEHUIO PErnameHTUPYHOLNX [OKYMEHTOB B
npaKkTuke:
6 | pa3paboTka MeTOAMYECKUX PEKOMEHZAUWMW, WHCTPYKUMIA, NNaHOB MO BHEAPEHUIO OfMH aBT. nCT 16500,0
HOPMaTMBHOW AOKYMEHTaUMK; NOArOTOBKA TEKCTA
MoAroToBKa MMCbMEHHbIX KOHCYNbTALMNA, METOAUYECKUX NMUCEM:
7 |BblABNEHME W aHANM3 LOKYMEHTOB MO TEME; MU3ydyeHue U 060buieHne onbiTa paboTbl OAMH aBT. UCT 10200,0
61bNMOTEK; NOATrOTOBKA TEKCTA; 06CyKAeHMe U AopaboTKa TeKcTa
MoarotoBka 0630p0oB AeATENbHOCTY BUBIMOTEK NO ONpeaeneHHoN TemaTuKe:
8 |onpeaeneHue Tembl U XPOHOJIOTMYECKMX rPaHuUL, 0630pa; BbifiBIEHUE, MPOCMOTP, OTHOP U OAMH aBT. INCT 10800,0
aHa/n3 [JOKYMEHTOB Mo Teme 0630pa; MOArOTOBKA TEKCTa; obcy:aeHwe u popaboTka
TEKCTa
PeLeH3npoBaHMe Hay4YHbIX, METOAUYECKUX, MHOOPMALMOHHBIX U APYrMX MaTepUanoB:
9 |4yTeHWe peLEeH3MPYeMOro maTepuana; OLEHKA ero B LEeNOM, OTAe/bHbIX YacTei; OfVH aBT. NCT 900,0
YyCTaHOBJ/IEHWE COOTBETCTBUA YUTATE/IbCKOMY M LLe/IeBOMY Ha3Ha4YeHUIo, Hay4yHbIM W
METOAMNYECKUM TPeboBaHUAM
10 | HanucaHue peueHsumn OAMH aBT. INCT 1500,0
MoaroToBKa NEKLUMIA, KOHCYbTaLMi
Pa3paboTKa nnaHa NeKuumu, KOHCyNbTauuKn, Noa60opKa NMTepaTypbl, COCTaBNeHMe CNUCKA
NUTepaTypbl K NEKLMU, KOHCYIbTaL MK, NOATOTOBKA TEKCTA:
11 | nepBuWYHaA nekuuna o4Ha neKkuma 1800,0
12 | noBTOpPHas NeKuma, C yY4eTOM HOBOIO MaTepuana OofHa neKkuma 360,0
13 | nepBuyHana rpynnoBas KOHCYAbTauna oAHa 1500,0
KOHCyNbTauuA
14 | noBTOpPHaA rpynnoBas KOHCybTaLMA C y4eTOM HOBOrO matepuana ogHa 300,0
KOHCyNbTauuA
15 |ycTHaA nHAMBUAYaNbHAA KOHCYAbTaUMA oAHa 600,0
KOHCyNbTauua
MpoBeneHne NPaKTUKYMOB, CTaXKMPOBOK
OnpeneneHve Tembl, 3afaHUA MNPAKTUKYMa, CTaxXMpoBku (7 - 10 aHeW), BbisBneHWe
NMTepaTypbl MO M3y4aemMoOMy BOMPOCY, COCTaBiAeHMe rpaduka NPoOBEAEHUS 3aHATUN,
NoAroToBKa 3aKNHOYEHUA O MPOXOKAEHUN NPAKTUKYMA, CTaXKMPOBKU:
16 | NpaKTUKym (MHOMBUAYANbHbIN, FPYNMNOBOM) OAMVH NPAKTUKYM 2400,0
17 |cTakupoBKa (MHAMBMAYaNbHaA, rPynnoBsas) OJHa CTaXKMPOBKa 2700,0
MpaKTMKa CTYAEHTOB BbICLIMX M CPEAHMX CNeLManbHbIX y4ebHbIX 3aBeaeHni:
18 |noAarotoBKa M OpraHMsauuMa NpPaKTMKKM cTyaeHToB (go 30 AHeit); pa3paboTka nnaHa 0OJHa NpaKTUKa 5400,0
NPaKTUKK, COrnacoBaHWe ero C pPyKoBoAMTENem MpPaKTUKKU; cocTasieHue rpaduka
NoceleHNA CTPYKTYPHbIX MNOAPA3AeNeHni; opraHM3auma NPaKTUYEeCKUX 3aHATUMN;
nogBseAeHNe NTOrOB NPAKTUKU; COCTaBIEHNE XapaKTEPUCTUK NPAKTUKAHTOB
MoceweHne 6UHMOTEK, Bble3abl B KOMAaHONPOBKM C Lie/Iblo N3y4eHnn paboTbl M OKasaHuA
MEeTOANYECKON MOMOLLM:
19 |noaroToBKa K KOMaHOMPOBKE; YTOYHEHME CPOKOB W LUenell KOMaHAMPOBKM; oAHa 660,0
O3HaKOM/IEHWE C AOKYMEHTaMM U maTepuanammn npeablaywmnx Bblesfos U nybaMKaumii B |  KOMaHAMPOBKa
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nevyaTtu; CoCTaBsieHUe NJ1aHa KOMaHOUPOBKU

20 |cocTaBieHue oTyeTa/cnpaBKu o NposeaeHHoM paboTe O4MVH oTyeT 1200,0
21 |cocTaBieHue aBaHCOBOrO OTYETa, 3aN0/IHEHME OTYETHOro H1aHKa OfMH oTyeT 60,0
PaboTa Hay4HO-OpraHM3aLMOHHOIo XapaKTepa:
22 |NoArOTOBKA W NpOBeAEeHME TeOPeTUYECKUX, HAY4YHO-MPAKTUYECKUX KOHdepeHuni; ofHO 6000,0
onpegeneHve cocTaBa OPrKOMMUTETA WM YYaCTHUKOB KoHbepeHuuu; GpopmupoBaHMe U meponpusaTue
yTBEPXKAEHME NPOrpaMmbl; OpPraHU3auMOHHbIE MEepPOoNpPUATUA; BbIpaboTKa nNpoekTa
pekomeHgaunin; GUHAHCOBO-X03AMCTBEHHOE ObecneyeHue; aHaAM3 U OLEHKa paboTbl
KOHdepeHUMKn; noaBeseHNe UTOTOB
23 | noArotoBKa M NpoBeAeHWEe CeMWHApPOoB, KPYrablX CTO/N0B; oOnpeaeneHne CcoCTaBa o4Ho 3000,0
YYaCTHWKOB, CPOKA M MecTa NpoBeAeHNA MeponpuaTuii; GopmmpoBaHMe U yTBEPKAEHUE meponpusaTue

nporpammsl; MHPopmaumoHHoe obecnedveHune; BblpaboTKa NpoeKTa peKoMeHAaLui;
aHaNNn3 1 OLEHKa MeponpuaTUi

Mpumeyarue:

- NPY NPOBEAEHUN MEPONPUATUIA HA MEXAYHAPOLHOM YPOBHE K HOPMe BPEMEHU NPUMEHAETCA MNOBbIWaWMin KoadduumeHT 2,0, Ha
depepanbHom ypoBHe - 1,85;
- Bpemsa NpoBefeHUA NEeKUMI, KOHCY/IbTauui, NMPaKTUKYMOB, CTa)KMPOBOK, MPaKTUK, NpebbiBaHWA B KOMaHAMPOBKax, MposeAeHuA
KOHdepeHL M, CEeMUHAPOB, KPYI/bIX CTONOB M BPeMsA, CBA3AHHOE C U3JaHMEM MaTepuanos KoHbepeHLM, CEMUHAPOB, B HOPMY BPEMEHU He
BXOAAT.

3.19. PepakuMOHHO-U3gaTeNbCKanA paboTa

Tabnvua 60
N HanmeHoBaHue npouecca, onepauymm. CoctaB paboTbl EanHuua Hopma BpemeHu, MuH.
n/n nsmepeHua

1 2 3 4
MoAroToBUTENbHBINM 3Tan:

1 |yyacTMe B COCTaBAEHUM TemMaTUYECKOro (M34aTenbCKoro) MnaHa, naaHa pPacCbliku; ofiHa Tema 45,0
cornacoBaHue TeM U34aHWUiM, aBTOPOB/aBTOPCKMX KONEKTMBOB

2 | obcyxkaeHWe € aBTOPOM TeMbl M XapaKTepa 3aKa3biBaemMoro NpousBeAeHMs, OCHOBHbIX OAMH aBT. NCT 30,0
TpeboBaHMi, KOTOPbIM AOJIKHO YAOBNETBOPATb NMPOU3BEAEHME U YC/IOBUA aBTOPCKONO
BO3HarpaxkaeHun

3 | obcykAaeHuWe 1 yTBEPKAEHME NIaHa-NPOCNEKTA U34aHNA OAMH NNaH- 30,0

npocnekT

4 |3aKnoyeHMe [OroBopa-3akasa (B C/lyyae BHeWHEro aBToOpa) MeXA4y aBTOPOM W | OAWH AOroBop- 20,0
6ubNMOoTeKON € yKasaHMemM obbema W CPOKOB MOAFOTOBKM M CAAYM PYKOMUCKU B 3aKas
pefaKkUMOHHbBIV oTAen

5 | cocTaBneHue gorosopa Ha nepegavy bubnnoTteke npasa BOCNPOU3BOANUTL NPOM3BEAEHNE O/ZMH A0roBOpP 20,0
B BblbpaHHOM bubvoTekon popmare

6 | 0O3HAaKOM/IeHMEe C aBTOPCKMM OPUTMHANOM (PYKOMUCBIO), NPUHATUE PELEHUA O nepepaye O/AMH aBT. UCT 120,0
pyKONWCK B NPOU3BOACTBO MM O HEOHX0AMMOCTM [OPaboTKM

7 | cocTtaBneHue rpadmKa NPOXOXKAEHUA PYKONUCK B oTaeNe oAuH rpaduk 20,0
PenaKUMOHHBINM 3Tan: O/ MH aBT. IUCT

8 | pepaKuMoHHasa 0bpaboTKa: MMTEPATYPHOE, TEXHUYECKOE U CrelmanbHoe peiakTupoBaHue 780,0
pykonucu; Habop u/man nepeneyaTtka; NOAroTOBKA M34aTENbCKOrO OpurMHana (Bbibop
TEXHO/IOTUK, M3rOTOB/IEHME 3aKa3a U CO34aHNe MaKeTa U3gaHusa)

9 | KOHCTPYKTOPCKO-0dOpMUTENbCKAsA paboTa: NPOEKTUPOBaHWE BUAA M3Z4AaHUA U ero 660,0

CTPYKTYpbl; nogbopka ¢opmaTta M mapku bymarn, dopmarta noaoc U3gaHua, rapHuUTyp u
Kernen wpudTa, onpeseneHme xapaktepa v Ymcna unncTpaumi, dopmata opopmneHums,
BMAA 06/10KKM UK NepenneTa; NPOEKTMPOBaHME BHeLIHero obopmMaeHus nsgaHusa
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10 | npou3BOACTBEHHbIN 3Tan: Bblbop nosurpapuyeckoi 6asbl; pacyeT noTpebHOCTM B 04HO U3gaHue 360,0
maTepuanax; CoCTaBleHWe npenBapuUTe/IbHOM KaNbKyAALMKW 3aKasa; onpeaesneHue
CTOMMOCTU U3JaHWA; pa3paboTka rpaduKa NPOXOXKAEHMA 3aKasa Ha noaurpapuyeckom
npeanpuATUK; 3aKN0YeHMe 40roBopa ¢ Tunorpadueit
PenaKTnpoBaHWe Hay4YHbIX U METOAUYECKMX MATEPUANOB
MpoBepKka U McnpaBaeHME PYKOMWUCKM B NpoLecce MOArOTOBKM ee K neyaTu; yCTaHOBKA
COOTBETCTBMA TEKCTA Hay4YHbIM W AUTepaTypHbim TpeboBaHuam, dopme U LeneBomy
Ha3HaAYeHUIO WU3LaHWA; COrlacoBaHWe BHOCUMbIX MUCMPABAEHUN C aBTOPOM; AopaboTKa
pykonucu:
11 | pepaktmpoBaHue MoHorpadui, CHOPHWMKOB HAyYHbIX TPYAOB, HAYYHbIX OTYETOB, O MH aBT. IUCT 3480,0
NpPaKTUYeCcKnx nocobui
12 | pefakTMpoBaHME METOAMYECKMX MaTepuanoB (MHCTPYKTMBHO-METOAMYECKME MNUCbMA, OAMH aBT. UCT 3000,0
pPeKOMeHAaunK, KOHCybTaummu, 0630pbl AeATeNnbHOCTH 6ubanoTek)
13 |pepakTMpoBaHMe [OKYMEHTOB, PernameHTUpPYoLMX AeATeNbHOCTb  CheLuuanbHbIX OAWH aBT. NCT 2940,0
61bnnoTek gna cnenbix (YCTaBOB, MONOXKEHUA, UHCTPYKLUIA)
14 | pepakTMpOBaHMe CTaTUCTUYECKMX TabauL, y4eTHbIX Gopm, 06pasL,oB OAMH aBT. INCT 2400,0
15 | pepakTMpoBaHMe maTepuanos KoHdepeHUnt (4oKNaa0B, coobLLEeHNI) OAMH aBT. INCT 1200,0
PepakTnpoBsaHune 6ubamorpadpuyecknx nocobuu, PETPOCNEKTUBHbIX Hay4Ho-
BCMOMOraTeNbHbIX YKasaTenei, 0630poB., cnpaBokK, pedepaTos, aHHOTALMN:
16 |pepaktupoBaHue 6ubaunorpaduyecknx nocobuit (TemaTuueckux 6Gubanorpadpuyeckmx OAWH aBT. NCT 3000,0
yKasaTtenen, CnpaBoOYHNKOB)
17 | pefakTMpoBaHWE PETPOCMEKTUBHbIX HAYYHO-BCMOMOraTeIbHbIX YKa3aTenemn OAWH aBT. NCT 2280,0
18 | pefakTMpoBaHWE aHANUTUYECKMX 0630pOB, CNPABOK, aHHOTauui, pedepaTos, CBOAHbIX OAMH aBT. INCT 1200,0
pedepaTnsBHbIXx 0630pOB, 3KCNpecc-uHbopMmau i
19 | pepaktupoBaHue bubnnorpaduyeckmnx sanucem 0/iHa 3anucb 5,0
20 | KOHTPONbHOE pefaKTMpoBaHNe 0oflHa 3anucb 7,0
MawwnHonuncHble paboTbl, BbINOHAEMbIE B aBTOMATU3UPOBAHHOM pexume
Habop Ha KomnbtoTepe:
21 | TekcTa c AncTa ofHa cTpaHuua 20,0
(1800 - 2000
3HaKOB)
22 | bubnunorpadpuueckoe onncaHme 0HO onucaHune 5,0
MpaBKa Ha KOMNbOTEPE, BEPCTKA Ha KOMMbloTEPE:
24 | TekcTa OfHa CTpaHuua 10,0
25 | bubnunorpapuueckoe onncaHme OfiHa CTpaHuLa 2,0
26 |BbIBOA TEKCTA Ha NPUHTEpP, pacnevyaTka OfHa CTpaHuua 2,0
27 | BbiBOA GOPM TabAUL, HA MOHUTOP 0AHa CTpaHMua 2,0
28 | HanonHeHWe TabauL cogeprKaHnem oAHa Tabavua 18,0
MpyvmeyaHue: Npu pefaKTMPOBAHMN CMELLAHHOMO TEKCTA K HOPMe BPeMeHU NPUMEHAETCA NOBbIWAWNN KoadduumenT 1,2.
3.20. NepeBoa 1 nepepaboTKa NeYaTHbIX TEKCTOB C MHOCTPAHHbIX A3bIKOB Ha PYCCKMI M C PYCCKOTO Ha MHOCTPaHHbIE A3bIKN
Tabnuua 61
N HanmeHoBaHue npouecca, onepaumun. CoctaB paboTbl EavHuua Hopma BpemeHu, MUH.
n/n nsmepeHua
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1 2 3 4
MepeBof TeKCcTa C UHOCTPAHHbIX A3bIKOB HA PYCCKUM A3bIK
YTeHne opurmHana, aHanu3 TeKCTa, Pa3mMeTKa ero C BblAB/IEHWEM TPYAHbIX TEPMUHOB, OfMH aBT. NCT
rPAaMMaTUYECKUX KOHCTPYKLMI, NeKCUYECKMX 060POTOB, LLEXOBbIX U }KAaHPOBbIX TEPMUHOB:

1 NOJ/IHbINA NMCbMEHHbIV NepeBos, 3360,0

2 | COKpaleHHbI NMCbMeHHbIN nepesog, oT 30% Ao 50% obbema TeKkcTa 3600,0

3 | BbIBOPOYHBIV NMUCbMEHHbIV NEPeBOS, 3120,0
MepeBof TEKCTA C PYCCKOrO A3blKa Ha MHOCTPaHHbIE A3bIKU:

4 | NONHbIM NMMCbMEHHbIV NepeBos, OAMH aBT. INCT 3840,0
TepmuHoONOrnyeckas pabota npu BbINOJHEHUU MUCbMEHHOTO NepeBoAaa:

5 NMOMUCK OTMEYEHHbIX B OPUTMHaNe HE3HAKOMbIX WM HEMOHATHbLIX TEPMUHOB U COKPALLEHUI OOVH TEPMUH, 1500,0
B C/IOBAapHO-CNPaBOYHOW  AUTepaType; NoAOOPKa  COOTBETCTBYIOLWErO  TEPMWHY | OAHO COKpalleHue
3KBMBANEHTA, PaclMdPOBKA COKPALLEHUIA
KoHcynbTauma nepeBoaumnKa co cneumannuctamu:

6 | BbIACHEHWE NpPaBUIBHOIO MU3/N0MEHUA 4YacTel TeKCcTa MO Masio3HAKOMOM TemMaTUKe; ogHa 2700,0
YTOUYHEHWe COOTBETCTBMA NepeBoaa OpurnHany KOHCyNbTaumA
CocTaBneHue 6ubanorpadpuyeckoro onnucaHus:

7 | coctaBneHune 6ubnnorpacpuryeckoro onucaHMA nepesosa 0AHO onucaHue 720,0
AHann3 1 BHeCEeHWe U3MEHEHUI B TEKCT NepeBoa Noc/ie pacneyvyaTku:

8 | npoBepKa NpaBWIBHOCTU PaCno/IOXKEHUA OTNEeYaTaHHOro TEKCTa; CBepKa C PYKOMUCHIO; OfMH aBT. nCT 240,0
npaska
TexHuyeckoe opopmaeHne nepesosos:

9 | BHeceHMe B TEKCT NepeBoAa CMMBO/IOB U BCTaBOK Ha MHOCTPAaHHOM f3blKe OfHO BMMCbIBaHWE 3,0

10 |BHeceHMWe pUcyHKoB, Tabauw, popmyn OJHa BCTaBKa 4,0
MepeBos 3aro/IOBKOB CTaTe U LOKYMEHTOB:

11 |nepeBopg 1 3anucb 3aro/1I0BKOB OAMH 3aros10BOK 12,0

MpumevaHwue:

- HOPMbI BpeMeHM NpeayCcMaTpPUBatoT BbINOJIHEHME NEPEeBOA0B C MHOCTPAHHOIO A3bIKA MM Ha MHOCTPAHHbIN, KOTOPbIN Yy NepesoAvnKa
ABNAETCA OCHOBHbIM (N0 06pa30BaHMIO UAN NPUMEHEHWIO);
- NPV BbINO/IHEHUW NEPEBOAOB C APYIMX A3bIKOB UM Ha ApYrve, MOMWMO OCHOBHOMO, K HOPMaMm BPEeMEHWN NPUMEHSAETCA MOBbILLAOLWMIA
koadoduumenT 1,1.

3.21. Pa6oTa no BbiNyCKy Ma/sioTUPAXKHbIX U34aHMIA cnelmanbHbiX GdopmaTos

Tabnuua 62
N HaumeHoBaHue npouecca, onepaumu. CoctaB paboTbl EanHuua Hopma BpemeHu, MUH.
n/n n3mepeHuns

1 2 3 4

BocnpowusseseHve N10CKONEYaTHOrO JOKYMEHTa B penbepHO-ToyeyHoOM popmaTe

PaboTta c TeKCTOM NJIOCKONEYaTHOrO [OKYMEeHTa Ha OyMa)KHOM WAM 3NEKTPOHHOM

HocuTene:
1 | KomnbloTEPHbIV HAabOp TEKCTa BPYYHYIO ofHa cTpaHuua 20,0

(1800 - 2000
3HaKoB)
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2 | cKaHMpOBaHMeE U pacno3HaBaHMe NNOCKONEeYaTHOro TEKCTa OfiHa cTpaHuua 4,0
(1800 - 2000
3HaAKoOB)
3 |3arpyska dalina c n1ocKonevyaTHbIM AOKYMEHTOM B KOMMbIOTEP ofHa cTpaHuMua 0,5
(1800 - 2000
3HaKOB)
4 | 4yTeHMe NNOCKONEeYaTHOro TEKCTA U BHECEHUE UCNPaBEHU ofHa cTpaHuua 5,0
(1800 - 2000
3HaKOB)
5 | M3meHeHMe TeKcTa U3 dopmaTa LLOKYMEHTA B 3NIEKTPOHHbIN popmaT ofiHa cTpaHuua 1,0
(1800 - 2000
3HaKOB)
6 |4TeHWe KOHBEPTMPOBAHHOIO TEKCTA; BHECEHWE UCNPABIEHUN ofiHa cTpaHuua 7,0
(1800 - 2000
3HaKoB)
7 | npuBeaeHWe TeKCTa B COOTBETCTBME MPaBUAam NMcbma no cucteme bpaiing (26 ctpok x 30 oAHa CTpaHuua 13 muH.
3HaKoB) (1800 - 2000
3HaKoB)
PaccTtaHoBKa NopAAKOBbIX HOMEPOB CTPAHMULL:
8 | B aBTOMATM3MpPOBAHHOM pexume ojHa onepauusa 0,5
9 | nocTpaHW4YHaA PacCTaHOBKA B PyYHOM pexunme 0fHa CTpaHuua 1,0
10 | BbIBOA TEKCTa Ha BpaiteBCKU NPUHTEP; pacnedyaTka (ABYXCTOPOHHSAA) OAWH ANCT 2,0
PaboTa c nnockoneyaTHOM HOTHOW 3anNMUCbio:
11 | KomnbloTepHbIM Habop (C ancTa) HOTHOM 3anMcK no cucteme bpaiina BpyYHyLO OfiHa CTpaHuLa 40,0
12 | ckaHMpoBaHMeE M pacno3HaBaHWe Ha cneuunanbHOM BpaiNeBcKoM CKaHepe 0ofiHa CTpaHuLa 3,0
MpoBepKa HOTHOM 3aMMUCKU, BHECEHME UCNPABAEHUIA: OofiHa CTpaHULa
13 | HOTHaA 3anucb, HabpaHHan BPYUHYIO 60,0
14 | HOTHaA 3anNMUCb, NOJIYYEHHAA CO CKaHepa 20,0
15 |npuBeaeHWe HOTHOW 3anucK B COOTBETCTBME MPaBMIAM 3aMMCKU HOT No cucteme bpaiins oflHa CTpaHuLa 15,0
(26 cTpok x 32 3HaKa)
PaccTtaHoBKa NopAaAKOBbIX HOMEPOB CTPaHWULY:
16 |B aBTOMaTU3NPOBAHHOM peKnme ojHa onepauusa 0,5
17 | nocTpaHWMYHaA pacCTaHOBKA B PYYHOM pexunme OofiHa CTpaHuLa 1,0
18 |BblIBOA HOTHOM 3aNMcK Ha BpatNeBCKUIN NPUHTEP; pacneyvaTka 0fiHa CTpaHuLa 0,7
Co3aaHune nnockoneyaTHoM 0610KKK
KomnbloTepHbIi Habop TeKcTa BPYUHYIO: ofiHa 06/10%KKa
19 |Tpw anemeHTa onucaHus (aBTop, 3arnasue, BbIXOLHbIE AaHHbIE) 3,0
20 |y4eTblpe 1 6osiee 3nemeHTOB ONmncaHmA 4,0
21 | cKaHMpoOBaHWe N pacrno3HaBaHWe TeKCTa ofZiHa 06/10%KKa 3,0
22 | BHECEHMEe UCnpaBaeHnin u dopmaTMpoBaHue 0o/ZHa 06/10%KKa 3,0
[un3aiiH 0610KKN: ofHa 06/10kKKa
23 | 6e3 nantocTpauni 1,0
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24 | c uanlcTpaumamm 2,0
25 | BbIBOA 06/10KKWN HA NPUHTEpP; pacneyaTka OofiHa CTpaHuLa 1,0
Co3aaHue n1ueBon 1 060pPOTHOM CTOPOH NIOCKONEYATHOro TUTY/IbHOTO JINCTA:
26 | KOMNbIOTEPHbIV Habop TeKCTa BPYUHYIO OAMH TUTY/IbHbIN 10,0
nmct
27 | CKaHMpOBaHMe M pacno3HaBaHMe TeKCTa OAMH TUTY/IbHbIN 6,0
nmct
28 | BHeceHMe ucnpasieHnii u GopmaTMpoBaHue OZMH TUTYNbHbIN 6,0
nmct
29 | pa3paboTKa AM3aliHa TUTYNbHOTO INCTA OZMH TUTYNbHbIN 1,0
nmct
30 |BbIBOA TUTYNBHOMO INCTA HA NPUHTEP OAMUH AnCT 2,0
Co3paHune MnueBon 1 060pPOTHON CTOPOH pPeNbePHO-TOYEYHOTO TUTY/IbHOTO JIUCTA:
31 | KOMNblOTEPHbIN HAabop TEKCTa BPYUHYIO OAMH TUTY/IbHbIN 10,0
et
32 | ckaHMpoBaHWe K pacno3HaBaHMe NA0CKOMNEeYaTHOro TeKcTa OZMH TUTYNbHbIN 6,0
et
33 | BHECeHMe UCNpaBieHNi OAMH TUTYIbHbIN 6,0
et
34 | usmeHeHue TeKCTa U3 popmaTta LOKYMEHTa B 3N1EKTPOHHbIN dopmat ofHa onepauma 1,0
35 | 4YTeHWe KOHBEPTUPOBAHHOIO TEKCTA; BHECEHME UCMPABAEHUI oflHa CTpaHuLa 2,0
36 |npuBeneHWe TeKCTa B COOTBETCTBME C NPaBUIAMM NMMUCbMa MO cucTeme bpains (26 cTpok x 0fHa CTpaHMua 6,0
30 3HaKoB)
37 | BbIBOA TEeKCTa Ha bpalineBcKnit NPUHTEP OAMH NNCT 2,0
BocnpowusseaeHne naockoneyaTHoM UantocTpaymm B penbedHo-rpadpmnyeckom popmare:
38 | cKaHMPOBaHME NAOCKONEYATHOM UANKOCTPALUN ogHa 1,0
nnacTpauma
O6paboTKa nnatocTpaymu: ofHa
nnacTpauma
39 | 06paboTKa roToBOro KOHTypa 10,0
40 | co3paHMe HOBOTO KOHTYpa 60,0
41 | bopmaTnpoBaHMeE NAOCKOMNEYATHOM UANOCTPALNN ogHa 2,0
MAACTpaLmA
42 | BbIBOA, NJIOCKONEYATHOW UANIOCTPALUN HA NPUHTEP ogHa 1,0
MAACTpaLmA
MepeBoa NA0OCKONEeYaTHOM ANOCTPaLLMK Ha penbedoobpasytoLyto bymary: ofHa
UAACTpaLmA
43 | c 0o4HOKpPaTHbIM NPOMYCKOM M306paXKeHNA Yepes HarpesaTeIbHoe YCTPOMCTBO 1,5
44 | c ABYKPATHbIM NPONYCKOM M306parkeHMA Yepes HarpeBaTe/ibHOe YCTPOMCTBO 3,0
MNepenner [OKYMEHTOB, BOCNPOU3BEAEHHbIX pesibedHO-TOUEYHbIM WpUdTOM:
45 | naMUHMpoBaHME 0610XKKN ofZiHa 06/10%KKa 6,0
46 | py4Hasa nuctonoabopKa ofHa 2,0
nuctonoabopka
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47 | danbuoBKa pyyHan oamH 60k (10 0,3
INCTOB)

48 | BblpaBHMBAHME M 0bpe3Ka Kpas CTpaHMULbI ojHa onepauusa 0,3
KpenneHwue cTpaHumu: OAMH AOKYMEHT

49 | gByMA CKpenkamm 0,3

50 | Ha NNacTUKOBOM NPYXKUHE 4,0

51 |TepmoKneeBoe KpenneHune 6,0

52 |’KecTKas KapTOHHasA 06/10}KKa C BYMaXKHbIMWU NOKPOBHbIMU CTOPOHKAMM U MPOLUMBHbIMM 60,0
KopeLKamu
BocnpowusseaeHne nnockone4yaTHOro 4OKyMeHTa B 3B8yKOBOM popmaTte
MpeagapuTenbHan paboTta Hag TEKCTOM: 1000 3HakoB

53 | XyAOXKEeCTBEHHbIN TEKCT 5,0

54 | TEXHUYECKMIA U Apyrue cneumanbHble TEKCTbl (MaTemaTnka, MeauumHa, Xummsa) 10,0
MpoynTbIBaHME TEKCTA HA KOMMbIOTEPE B CTYAUMHbIX YCIOBUAX CO 3BYKOPEKNCCEPOM: 1000 3HakoB

55 | Xy OXKEeCTBEHHbIN TEKCT 4,0

56 | TEXHUYECKUI U Apyrue cneupanbHble TEKCTb (MaTemMaTUKa, MeauLmMHa, XMmus)

57 |nepesanucb HauyMTaHHOrO TeKCTa Ha KoMMbtoTep (ouMdpoBKa 3BYKa) C aHaA/NOroBoro 0flHa J,OPOKKa 50,0
WCTOYHMKA B peasbHOM BpeMeHMU

58 | 06paboTKa HAYMTAHHOIO TEKCTA Ha KoMnNbtoTepe o4Ha AOPOXKKa 1,5

59 | KOHTpo/sb 06paboTaHHOM 3anNncK Ha KoMMbloTepe OflHa [,OPOXKKa 50,0
BocnpownsseaeHne 03By4EHHOrO TEKCTA C KOMMNbIOTEPA: OflHa J,0POXKKa

60 | Ha KOMMaKT-KacceTy B peasibHOM BpeMeHu 50,0

61 |Ha auck 10,0

62 | My3blKaNbHO-TaliMepHOe opopmaeHue 3ByKO3anucu Oo4Ha AOPOXKKA 50,0
KpaTHoe BocnpousseaeHne 03By4eHHbIX JOKYMEHTOB Ha ayAMOKacceTbl:

63 |noAroToBka MaTepuanosB K BOCNPOW3BEAEHWUIO (pacnakoBKa ayAMoOKacceT, MepemoTKa, ofiHa KacceTa 4,0
pa3marHuumsaHue)

64 |KpaTHOoe BOCNpou3BeAeHMEe aygmosanucelt Ha CTaHUMWM CKOPOCTHOro ayb6/avMpoBaHMA | oaHa onepauus 3,0
ayAmoKacceT (KomnbloTep - KacceTa)

65 | KpaTHOoe BOCMpOM3BeLEeHWe ayamosanucert Ha crneunanbHom obopyaoBaHuKM (KacceTa -| oAHa onepauus 5,0
KacceTa) B 3aBUCMMOCTUN OT TEXHUYECKOTO OCHALLEHMA

66 | KpaTHOe Bocnpou3BegeHMe ayauo3anuceit Ha cneumanbHOM 060pyAoBaHMM (KaTywkKa - | oaHa onepauus 5,0
KacceTa) B 3aBUCMMOCTUN OT TEXHUYECKOTO OCHALLEHMA

67 | NpoBepKa KayecTBa KONWUi ofiHa KacceTa 5,0
odopmieHne ayamoKacceT, ONTUHECKUX ANCKOB U KOHTeMHepoB

68 | co3paHue naeHTMdUKaTopa, onpeaenaroLLero NPUHAANEKHOCTb KacCeTbl K AOKYMEHTY, B OAMH 3,0
NJ0CKOMNe4YaTHOM U penibePHO-TOYEYHOM BapMaHTaxX; HaK/IeMBaHWE Ha KacceTy naeHTudukaTop

69 | co3pmaHuWe NAOCKOMe4yaTHOM 3TUKETKM ANA OOKYMEHTA, 3aMMCaHHOro Ha ayauoKacceTtax OflHa 3TUKEeTKa 6,0
(Habop TeKcTa, BbIBOA, Ha BpaieBCKMA NPUHTEP, pacneyaTtka, paspesaHue no 3agaHHomy
pasmepy, HaKnenBaHWe Ha KoHTelHep)

70 | co3paHue penbedHO-TOHEYHOM STUKETKU ANA AOKYMEHTA, 3aNMCaHHOro Ha ayAuMoKacceTax OflHa 3TUKEeTKa 9,0
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(Habop TekcTa, AM3aliH, BbIBOA Ha NpWUHTEP, pacneyaTtka, paspesaHue Mo 3aZaHHOMY
pa3mepy, HaKkNenBaHWe Ha BHYTPEHHIOK CTOPOHY KPbILKKU KOHTelHepa)

71 | packnagka ayAMOKacceT Mo KommnieKktam/KoHTelHepam ojHa onepauusa 1,0
CO3JaHue 3TUKETKM Ha AncKe:
72 |BBOA B KOMMbIOTEP OCHOBHbIX CBEAEHWMI O [OOKymeHTe (aBTop, 3arnasve) B| OAWH SOKYMEHT 5,0
CneunanusMpoBaHHOM Nporpamme
73 | BbIBOA Ha NpuHTep ¢ GyHKUMeEN "nevaTtb Ha guckax", pacneyaTtka o/ZiHa onepauun 2,0
74 | co3paHue NNOCKONEYaTHOW KOHTEMHEPHOW STUKETKU ANA AOKYMEHTa, 3aMMCaHHOro Ha O/ZlHa 3TUKETKA 8,0
oucke (Habop TeKkcTa, ¢opmupoBaHWe AmM3aiiHa, BbIBOA, Ha MNPUHTEP, pacnevaTka,
paspesaHuve No 334aHHOMYy pasmepy, Pa3melleHUMe Ha BHEeWHel CTOPOHEe KPbIWKM
KOHTelHepa)
75 | co3paHue penbepHO-TOUEYHON KOHTEMHEPHOW STUKETKM ANA AOKYMEHTA, 3aNMCaHHOro Ha OflHa 3TUKEeTKa 10,0
oucke (Habop TeKcTa, BbiBOA Ha 6palineBCKMIA MPUHTEP, pacnedyaTtka, paspesaHue no
33aHHOMY pa3mepy, pasmelleHne Ha BHYTPEeHHeN CTOPOHE KPbIWKKN KOHTelHepa)
ApxunBaLUsA 03BYYEHHbIX OKYMEHTOB:
76 | obpaboTka maTepuana ANA KOHBEPTUPOBAHUA O Ha AOPOKKA 30,0
77 | KoHBepTupoBaHue daitnos dopmata B[ AC B popmat aygmocdaitioB B 3aBUCUMOCTU OT |  O4HA AOPOXKKA 6,0
TEXHWUYECKOTo OCHaLLEeHUA
78 | nepeHoOC apxuBa Ha cepsep OfHa JOPOXKKa 6,0
3.22. O6cnyKuBaHUe yaaneHHbIX Nosib3oBatenei
Tabnvua 63
N HaumeHoBaHue npouecca, onepaumu. CoctaB paboTbl EanHuua Hopma BpemeHun, MUH.
n/n nsmepeHua
1 2 3 4
PervcTpauus nonb3oBaTenel B pexxMme OHMAMNH:
1 | npoBepka 3anucu nonb3oBaTens B 6UbAMOTEKY OAMH 2,0
nonb3osaTesb
2 | obpaboTka 1 BBOA GaMUAUKN, UMEHU, OTHECTBA MONb30BATENA U 3Apeca ero 3N1eKTPOHHOM 0AVH 5,0
noyTbl 3NEKTPOHHbIN
dopmynsp
3 | cocTaBneHne nuMcbMa C YKasaHWeM JIOTMHA W CreHepupOBaAHHOINO CUCTEMOM MapoAs, | OAHO 3NEKTPOHHOe 5,0
NPUKpPenaeHne WHCTPYKUMWM MONb30BaHUA M OTNpaBKa ero Mo 3/IeKTPOHHON nouTte nMCbMO
nonb3osaTento
O6cnyKMBaHWE NOMb30BATENIEN B PEKMME OHNANH:
4 | KOHCyNbTauMs MO  MUCMNONb30BAaHWIO WHTepakTMBHOW B '"rosopawmx" KHUr C oAHa 10,0
KpUNTO3aLWmUTOM KOHCYNbTauuA
5 | conpoBoxaeHWe BUPTyanbHOW KHWUroBblgauu: GOpmMMpOBaHME 3aKasa Ha BUPTyasbHOM O/ZMH 3aKa3 15,0
KHUKHOM Monke
6 | Bbirpy3ka m3 AC HOBbIX MOCTYN/JIEHUI 33 onpeAeneHHbl nepuos BpemeHu B dopmaTe oavH daiin B 10,0
PYCMAPK 1 B BUAe yKasaTensa HOBbIX nocTynaeHuni (YHM) dopmate
PYCMAPK
oauH dain B 12,0
dopmate YHIM
7 | pa3smelleHMe HOBbIX MOCTYN/IEHUI [OKYMEHTOB Ha caliTe 6uMbanoTeKku: co3gaHue oaMH dain B 3,0

3aro/I0BKa aHHOTaLUMM NpukpenieHune daiina (os)

dopmate
PYCMAPK
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oauH dain B 3,0
dopmate YHI
paccbiika MO 3N1EKTPOHHOW MoyTe yAaneHHbIM MOoAb30BaTeNAM WMHPOPMALUM O HOBBIX | O4HO INEKTPOHHOE 3,0
NOCTYNNAEHUAX LOKYMEHTOB nNUCbMO
MHPOPMaLMOHHOE COMPOBOMKAEHME CalTa, MOPTaNa M CTPaHWL, B COUMabHbLIX CeTAX: | oAHO cooblieHue 3,0

CO34aHu1e 3aro/ioBKa aHHOTaUMK NpuKpenaeHue dainnos
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4. Tunosble oTpacneBble HOPMbI TPyAA Ha PaboTbl, BbINONHAEMbIE B AETCKMUX, IOHOWECKMX 6MbanoTekax,

B 6MbamnoTeKkax HayuHo-uccnepo0BaTebCckux MHCTUTYToB (HUU), 06pasoBaTenibHbIX yupeKaeHun

(683 UCNo0/Z1ib30BaHUA aBTOMATU3UPOBaAHHbIX CUCTeMyNnpaB/ieHUA npou,eccaMM)

4.1. KomnnekroBaHue 6ubnmnorteuHoro poHga

Tabnvua 64
N HanmeHoBaHuMe npouecca, onepaymun. CoctaB paboTbl EanHuua Hopma BpemeHu, MUH.
n/n nsmepeHus
1 2 3 4
TeKyLwee KoMmnnekToBaHue 6ubanoteyHoro GpoHaa:
1 | NpocMOTp KHMUIoM3[aTeIbCKOM U KHUTOTOProBol MHbopMauun (1 npatic 8000 980.0
HaMMeHOBaHW)
2 |ycTaHOB/eHMe Tembl M BMAA [JAOKYMEHTa, noaJsexaliero otbopy; BbiICHEHUe (1 npatic 8000 2.0
HeobxoAMMOCTM NpuobpeTeHmna HaMMeHOBaHWM)
OnpegeneHune sK3eMNAAPHOCTM 3aKasa: (1 npatic 8000
HaMMeHOBaHWM)
3 | ans nogpaspeneHui 0,5
4 | ana 6UbNNOTEKM B LS OM 1,0
odopmaeHUe 3aKa3a; yKazaHMe 3K3eMNNAPHOCTU, CTOMMOCTM 3aKasa, AaTbl OJMH 3aKa3 1,0
KonnyecTBo 3aKa3aHHbIX Ha3BaHWU:
5 [1-15 15,0
6 [16-25 25,0
7 |26-75 75,0
8 |76-100 100,0
9 | odopmneHue 3aKasa Ha BbIMUCKY 3apyDeKHbIX LOKYMEHTOB OAMVH AOKYMEHT 100,0
10 |noaroTtoBKa CMMCKa [OKYMEHTOB, NpeajaraembiX K MEXAYHapOAHOMY KHWrOOOMeHy;| OAHO Ha3BaHMWe 26,0
CBepKa CMM1CcKa € KaTanorom
11 |cocTaBneHMe KapTOYKWU A5 KapTOTEKM OpraHM3auMi-NnapTHEPOB; YKa3aHWe Ha3BaHWUs O4Ha KapTouKa 1,0
OopraHu3auui, agpeca, HazBaHUA 0bMeHMBaeMbIX OKYMEHTOB
Pabota B AC:
12 |BBOQ 3aKa3a TeKyL,Eero KomnaekToBaHMa B 6a3y gaHHbIx AC OAMH 3aKas 5,0
13 | pepaKkTvpoBaHMe BBeAEHHbIX B 6a3y AaHHbIX CBeAEHUIM O 3aKase; BbIBOA Ha 3JKpaH; OJMH 3aKa3 30,0
BHECEHWE U3MEHEHUI
14 | BbIBOA Ha NPUHTEP AAHHbIX TEKYLLLEro KOMMIEKTOBaHUA; pacrneyaTka OJMH 3aKa3 1,6
BeJeHNe KapTOTEKU TEKYLLEro KOMMIEKTOBaHMA
15 |coctaBneHMe KapTOYKM, yKasaHue aBTOpa, 3arnaBuA, BbIXOAHbIX AAHHbIX, HOMepa B OflHa KapToyKa 0,5
M34aTeNIbCKOM NaHe
16 |nepeHeceHMe CBEAEHUIM O 3aKa3e Ha KapTOYKM; YKa3aHWe 3K3eMNAAPHOCTM 3aKasa, OflHa KapToyKa 0,3
pacnpegeneHue nNo CTPYKTYPHbIM NOAPa3AeNeHNAM
17 |pa3pesaHne M3JaTeNbCKMX  MIAHOB, pacrneyatka [AA  KapTOTeKM  TeKyliero OflHa KapToyKa 1,5
KOMMJIEKTOBaHMA, HaK/IeMBaHNE Ha KaTaNOXHYH KapTOYKM
18 |nopbop KapTouKku no andasuTy AN1A PACCTAHOBKM B KAPTOTEKY TEKYLLEFO KOMMN/IEKTOBAHMA OflHa KapToyKa 0,5
19 | paccTaHOBKa KapToyku B andasute pamuauii aBTOpOB, 3arnaBuii B KApTOTEKY TEKyLLero 0fiHa KapToukKa 0,4

KOMMNNEKTOBaHUA
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OdopmneHune NOANMUCKU Ha NepUoanYEcKMe U3aaHuUA:

20 |npocmoTp KaTanora "Pocneuyatn", oTbop HasBaHWA NEPUOAUMYECKUX W3LAHWUIA ANA | OAHO HasBaHMe 0,8
noAanNuUcKu
21 |cbop 3aABKM OT NoapasaeneHunii bubnnmoTekn ana NOANNCKM Ha NEPUOSMYECKME U3LaHUA OofiHa 3aABKa 1,5
22 | cBEpKa pacneyaTku CNUCKOB YC/IOBHO 3aKa3aHHbIX NEPUOANYECKUX U34aHUI C KapTOTEKOM |  OAHO Ha3BaHue 1,04
3aKa30B, BHECEHME U3MEHEHMA B pacrnevyaTku CUCKoB
23 | cBepKa 3aKasa TeKyLlero roga Ha nepvoauyeckue MsfaHua ¢ NOANUCKOM NpeablayLiero 04HO Ha3BaHue 0,2
rofa 419 BblABAEHUA U3MEHEHUI B HA3BAHUAX; BHECEHUE OTMETOK
24 |cBepKa BbIXOAHbIX [aHHbIX BMepBble 3aKasblBaeMblX 3apyberKHbIX NepuoamYecKnx Ha OAMH rog, 80,0
M34aHUN C 6ubanorpadpuyeckMmm CnpaBoYHUKAMU U APYrUMU  UHGOPMALMOHHBLIMM
MCTOYHMKaMM
25 | odopmneHue 3aKkasa Ha NOAMMUCKY; NOACYET CTOMMOCTM MOAMMUCKM C YY4ETOM AOCTaBKM, OAMH 3aKas 30,0
3ano/IHeHNe KBUTaHLMM aboHemMeHTa Ha nepuoanyeckoe usgaHue
26 |cocTaB/iieHWe PerucTpPauMoHHON KAapTOYKM ANA KapTOTEKM NEepUoSMYEcKUX WU3AaHWui; OfHa KapToykKa 0,5
NpocTaB/ieHNe Ha KapToUKe MHAEKCA, roga, NepUOANYHOCTUN, UCTOYHUKA NOCTYNAEHUA
Pabota B AC:
27 | BBOA 3aKas3a Ha nepuoguyeckue usgaHua B 6asy AaHHbIX O4Ha KapTouKa 10,0
28 | BbIBOA Ha 9KPaH PerncTpaLmoHHON KapTOYKK; pacneyaTka OfHa KapToykKa 1,0
29 | KOPPEKTMPOBKa 3aKasa: BbIBOA Ha 3KPaH CMUCKA MepUOAMYECKUX W3LAHWNA; BHeceHue ofHO 0,3
U3MEHEHNN HavmeHoBaHue
Mepenuncka ¢ KHUrOTOProBbIMKU OPraHM3aLMAMMU U U3aTeNbCTBAMU, BUBANOTEKaMMU:
30 |cocTaBneHue, Habop TeKCTa NUCbma (3ampoca, MPeTeH3WW), PerucTpaums B KHWre OZIHO NMMUCbMO 60,0
NUCXOAAWMX [LOKYMEHTOB (NpocTaBneHve pgaTbl, MNOPALKOBOrO HOMEpPA, YKasaHue
HaMMeHOBaHWA OpraHM3aLUun, KPATKOro COAEPIKAHMA NUCbMA)
31 | odopmneHue 3akasa "KHura - noytoin", oTnpaBKa 3aKasa B MarasuH, obmeHHble GOHAbI OJMH 3aKa3 3,1
[JokomnnektoBaHue 6ubamMoTeyHoro poHAaa:
32 | nonyyeHue 3aABKKU Ha NpuobpeTeHne LOKYMEHTOB OT NOAPA3AENEHUNA. 0ofiHa 3aABKa 0,3
33 | cocTaBneHune 6ubnnorpaduyeckoi 3anncu; ykasaHme KOAMYecTBa IK3EMMAAPOB U CUTAbI OflHa KapToyKa 3,0
noapasaeneHuni
34 | BKNIOYEHME 3aABKM B KAPTOTEKY JOKOMMIEKTOBAHNA OflHa KapToyKa 0,26
35 | npocMoTp KapTOTEKU HEeyAOBNETBOPEHHOrO CMpoca; aHa/M3 OTKAa30B ANA BbIABAEHUA | OAUH OOKYMEHT 3,0
OTCYTCTBYIOLMX AOKYMEHTOB, BK/IIOYEHME B KAPTOTEKY AOKOMMNEKTOBAHNUA
OT60p AOKYMEHTOB M3 06MEHHbIX POHAO0B BUOAMOTEK ANA [OKOMNIEKTOBAHUSA
MpocMOTp CNUCKOB, KapTOTEK, KaTanoros 06meHHbIX GoHA0B BUBANOTEK, OTOOP HYMKHbIX |  OAWH SOKYMEHT
LOKYMEHTOB, CBEPKa C KaTanoramu W KapToTeKamu cBoei 6UbaMOTeKku; cocTaBneHune
CMWCKa Ha JOKYMEHTbI, 0TO6paHHble B 06MeHHOM doHAe
Konnuectso fOKYMEHTOB, BKIIOYEHHbBIX B CTUCKU:
36 |1 5,0
37 |2-10 7,8
38 |11-25 16,0
39 |26-50 32,0
CocTtaBneHue onepaTMBHOIO (TEKYLLEro) naaHa KOMMNIEeKTOBaHUA:
40 |onpepeneHne MeponpuATMA No GOPMUPOBAHUIO eanHOro GOoHAA Ha TeKylWwuh rog, OfVH NnaH 480,0
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OTBETCTBEHHbIX  WCMOAHWUTENEN, KONMYECTBEHHbIX MOKasaTteneit obbema ¢oHaa
(noctynnexve, BbIGbITUE), OTPACNEBOrO COCTaBa, WMCTOYHWKOB MOCTYM/IEHUS, CMETbI
pacxofoB

OdopmneHue niaHa KOMMNNEKTOBaHUA B dopme:

41 |Tabauy oAHa Tabnunua 2,6
42 | KapTOTeku O4Ha KapTouKa 2,6
Pabota B AC:
43 | BBOA NNaHa KOMMNAEKTOBaHMA B 6a3y AaHHbIx AC OAMH NNaH 1,1
44 | KOPPEeKTUPOBKA Ha3bl AaHHbIX; BbIBOA, HA 9KPaH; BHECEHNE N3MEHEHUN OAMH AOKYMEHT 30,0
4.2. NMpuem u yyeT NOCTYNUBLUNX AOKYMEHTOB
Tabnvua 65
N HanmeHoBaHue npouecca, onepauymum. CoctaB paboTbl EanHuua Hopma BpemeHu, MUH.
n/n nsmepeHua
1 2 3 4
Mpuem fOKYMEHTOB, MOCTYMNMBLLUX C CONPOBOANTENbHBIM AOKYMEHTOM
Mpviem 4OKYMEHTOB MO CONPOBOAMTE/IbHbIM MaTepuanam (CYeT, HaKkagHan, Konua Yeka, ofHa napTusa
aKT), nogbopka Mx no andaBMTy aBTOPOB WM 3ariaBWin, SKCNEAULMOHHBIM HOMEpPaMm,
CBepKa C CONPOBOAUTE/IbHbIMM AOKYMEHTaMM, NPOCTaBNeHNe LieHbl Ha U3aaHuum, nogcyet
yncna aK3emnaAapos, obLLein CToMMOoCTH
Konunyectso fOKYMEHTOB B MapTUM:
1 |1 4,0
2 |2-50 8,9
3 [51-250 43,3
Mpvem JOKYMEHTOB, NOCTYNMBLUMX 6€3 CONnpPoBOANTENBHbIX LOKYMEHTOB:
4 | nopbop AOKYMeHTOB no andasuty GpamMuManii aBTOPOB MW 3ariaBuii; NPOBEPKA Ha | OAMH LOKYMEHT, 3,1
nybneTtHocTb; nNpoBeAeHME OLEHKM [OOKYMEHTOB; COCTaB/lieHME aKTa Ha npuvem OfMH aKT
LOKYMEHTOB
Konunuectso fOKYMEHTOB, BK/IHOYEHHbIX B aKT:
5 |1 0,36
6 [2-5 2,1
7 [6-10 3,7
8 | npocTaHOBKa WTemnensa Ha TUTYZIbHOM AncTe U Ha 17- cTpaHuLue JOKyMeHTa OAWNH AOKYMEHT 0,5
CBEpKa NOCTYNMBLUMX AOKYMEHTOB C KAPTOTEKOM TEKYLLEr0 KOMMNIEKTOBAHUA
9 |MNOWCK KapTOYKM B KApPTOTEKE TEKyLlero KOMMJIEKTOBaHMA, CBEpPKA KapTOYKM C | OAMH LOKYMEHT 3,0
[OKYMEHTOM, BHECEHME OTMETOK
10 |oTbop nepBOro aK3emnaApa, BAOXKEHMUE KAPTOUKN B JOKYMEHT OAMH AOKYMEHT 0,5
11 | nocTaHOBKA KAapTOYKM 3a pasgenutens "BbiNosIHEHHble 3aKasbl" OflHa KapToyKa 0,3
Pabota B AC:
12 | npoBsepKa Ha Ay6neTHOCTb NOCTYNMBLUMX U3aaHMI B 6ase gaHHbIX AC OAMH AOKYMEHT 1,0
13 | pernctpayma HOBbIX NOCTYNAeHn B 6ase aaHHbIX AC OAVH AOKYMEHT 3,0
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Mpuyem 1 perncTpaums }KypHaios 1 raser:

14 | nopbop KypHanoB v raset no andaBuUTy Ha3BaHUM, NOUCK PErMCTPALMOHHOMN KapTOUKMU B | OAMH AOKYMEHT 2,0
KapToTeKe NOANUCHbIX U34aHUIA, OTMETKa HOMepa, AaTbl NONYyYeHUA U3LaHUA
15 | npocTaHOBKa WITEeMNeNa Ha }KypHane OAMH KypHan 0,1
16 |npocTaHOBKa WTemMnensa Ha raserte oAHa raseta 0,5
BeaeHue "KHuru cymmapHoro yyeta'":
pa3bop AOKYMEHTOB MO BUAAM, OTPACAAM 3HAHUI, A3bIKAM, MOACHET YNCNA AOKYMEHTOB, | OAWH LOKYMEHT 2,0
3aMuUCb Pe3ynbTaToB NoACHETa NO YCTAHOBAEHHOWN GOpMe B KHUTY CYMMapPHOTo yyeTa
KonnyectBo LOKYMEHTOB B MAPTUM NOCTYNIEHWUN:
17 |1 2,0
18 |2-50 6,8
19 |51-250 42,0
20 |BBOA CTAaTUCTMYECKMX AaHHbIX "KHMIM cymmapHoro yyeTa" B 6a3y gaHHbix AC ofHa napTuA 3,0
21 | noacyeT MOCTPAHUYHO NO MNO3ULMAM AaHHbIX KHMIM CymmapHOro yyeta, nepeHeceHue ofHa nosuuma 3,2
MTOrOB Ha C/leAyIoLLYH0 CTPaHULY
22 | cBepKa pMHAHCOBBIX LOKYMEHTOB OTAeNa € GMHAHCOBLIMM JOKYMEHTaMMK Byxrantepmm OAMH AOKYMEHT 5,0
23 | opopmieHune COMPOBOAMTENBHOTO AOKYMEHTA (CYET, HaKNafHasA, akT) 41A nepegayn B| OAWH AOKYMEHT 3,0
byxranteputo
24 | odpopmneHve WHBEHTAPHOW KHUIK, HyMepauma J/IMCTOB, MpPOCTaBAeHME HOomepa B | OfHa CTpaHuua 0,88
WHBEHTAPHOM KHUre
25 |3anucb OOKYMEHTOB MO YCTAHOBNEHHOW popme B WMHBEHTAPHYIO KHWUTY, MpOCTaBAeHME | OAWH JOKYMEHT 0,88
WHBEHTApPHOro HOMepa Ha JlOKYMeHTe
26 |npoBegeHMe MHAMBUAYANbHOIO yyeTa AOKYMEHTA MO aKTOBOW cMCTEMeE, MpOCTaBAeHMe | OAWH LOKYMEHT 3,0
WHBEHTApPHOro HOMepa Ha AOKYMEHTe
27 | npoBeAeHWe MHAMBUAYAIbHOTO y4yeTa C NMPUMEHEHMEM YYETHOrO KaTanora; cocTaBneHune 0fiHa KapTouka 3,0
6ubanorpaduyeckoro onucaHua AOKYMEHTA, YKasaHMe LeHbl, MHBEHTAapHOro Homepa,
roga nocTynjeHus, HOMepa 3anucu B KHWUIe CYMMapHOro y4yeTa, yYucnia NOCTYNUBLUNX
3K3eMMJIAPOB, UX pacrnpeseneHne no nogpasaeseHmam
28 |3anucb B XKYpHane perncrpaumm KapTouyeK YyYeTHOro KaTasora WHBEHTAPHOro Homepa, OJHa 3anucb 1,0
nepBOro c/10Ba 3arnasus
29 | npocTaHOBKA MHBEHTAPHOrO HOMEpPA Ha AOKYMEHTe OAMH AOKYMEHT 2,6
30 |peructpauma NaTeHTOB B HYMEPALMOHHOM KHure OAMVH AOKYMEHT 0,3
31 |nonyyeHWe aKTOB Ha BblObIBLUME AOKYMEHTbI OT CTPYKTYPHbIX NOAPA3eNeHNIN, BHECEHWE OfVH aKT 1,0
3anucu B KHWUre cymmapHoro yyeTa (2-1 4acTb), NpoCcTaB/ieHMe HOMepa aKkTa
32 | CK/IOYEHME AOKYMEHTA MO aKTy U3 yYETHbIX Gopm OAVH JOKYMEHT 3,0
33 | UckNtoyeHue BblObIBLLUMX AOKYMEHTOB U3 H6a3bl AaHHbIX AC OAMVH AOKYMEHT 2,0
34 | noraweHWe MHBEHTAPHOIO HOMEPA U WTemnens 6UbAMOTEKN HA JOKYMEHTe OAMNH AOKYMEHT 0,3
35 | noawwnBKa akToB OAMVH AOKYMEHT 3,0
MpumeyaHue: npu paboTe C AOKYMEHTAMM HA MHOCTPAHHbIX A3blKax K HOpMe BpeMeHM MPUMEHAETCA MOBbIWAWMI KoabduumneHT
1,15.

4.3. BubnuoteuHas o6paboTka OKyMeHTOB. OpraHM3aumsa U BegeHue KaTanoros

Tabnuua 66
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N HaumeHoBaHue npouecca, onepaumu. CoctaB paboTbl EanHuua Hopma BpemeHu, MUH.
n/n nsmepeHua
1 2 3 4
PaboTa c neyaTHOM KapTOYKONA:
1 | pasbopka KOMNeKTa nevaTHbIX KapToYeK 0Ha KapTouKa 0,42
2 | noabopka neyaTHbiX KapTodyek no andasuty dGamuauiA aBTOPOB MAW 3arnasuin gns 0OfiHa KapToukKa 0,36
PacCTaHOBKM B C/IYXKeBHYI0 KapToTeky
3 | paccTaHOBKA KapTOUYEK B C/IYXKEOHYIO KapToTeKy OfiHa KapToyKa 0,36
4 | nopbopKa NevyaTHbIX KAPTOYEK K LOKYMEHTaM 0fiHa KapToyKa 0,52
CBepKa NOCTYNMBLUNX LOKYMEHTOB C KaTasloramu:
5 | npoBepka Mo Katanory NOBTOPHOCTU AOKYMEHTA, NEPEHECEHME C KaTa/NOKHON KapTOUKM 0fiHa KapToykKa 1,9
6ubnmoTeyHoro wudpa, NOJHOrO MHAEKCA
6 | nOWUCK B cny»KebHOM KaTasiore CBOAHOMO OMUCaHWUA, BHECEHWE OTMETOK 0fiHa KapToykKa 2,6
7 | odopmneHne nevyaTHOW KapTOYKWM, HaMMUCaHWE MHBEHTAPHOro Homepa, wudpa v MHON OfiHa KapToyKa 0,68
MHbopMaLymm
Mpunucka aybnetos:
8 | cBEpKa AOKYMEHTA Ha AyBNeTHOCTb No cnykebHomy andaBUTHOMY, YY4ETHOMY KaTanory OflHO Ha3BaHue 0,94
9 | npunucbiBaHWe gybneTta B KaTasor: NPOCTaB/ieHME MHBEHTAPHOIO HOMEpPA, NEPEHECEeHNEe | OAHO Ha3BaHWe 0,84
Wndpa Ha [OKYMEHT
MpunucKa NPoAoNKAOLMXCA U3LAHNI:
10 | NnouCK B PernucTpauMoHHOM KapTOTEKE KAapTOYKM Ha M3LaHWe, CBEPKa €e C OPUTMHAJIOM, 04HO Ha3BaHue 0,84
BHeceHue 6nb6IMOTEYHbBIX OTMETOK
11 |nouck B KaTasore KapToyeKk, OTMETKa MOCTYMNEeHWA COOTBETCTBYIOLLErO BbIMYCKa, | OAHO Ha3BaHWe 3,1
NnpocTaB/ieHWe MHBEHTAaPHOIO HOMepa, Wrdpa, BHECEHME APYTUX BUBANOTEYHBIX OTMETOK
dopmuposaHue bubnaunorpacduryeckoit 3anucu
CocTaBneHne oCHOBHOM 6ubanorpadmnyeckoin 3anmMcK Npu OTCYTCTBMM NEYATHOM KapTOYKU |  OAHO Ha3BaHWe
B [OOKYMeHTe (O3HaKOMNeHMe C [OKYMEHTOM, COCTaB/eHME OMUCaHUA, BHeceHue
61BNMOTEYHbIX OTMETOK)
Konnuectso anemeHTOB onucaHusa:
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 |coctaBneHve OCHOBHOM 6ubaAMOrpadMUeckoir 3anucu C MOMOLLBbI0O MaKeTa KapTOuKw, 20,0
HaneyaTaHHOro B KHUre; NPOCMOTP M34aHMA, CBEPKA C MAaKETOM KapTOYKW, BHeceHue
M3MEHEHMA N JO0MONHEHUA
19 | coctaBneHue A06aBOYHOrO ONMCAHNA K OCHOBHOM bubanorpapuyeckon 3anmcu O/iHa KapToyKa 1,9
20 | 03HaKOM/IEHME C LOKYMEHTOM, COCTAB/IEHME aHAIMTUYECKOM 3anucu OAMVH AOKYMEHT 10,0
21 | cocTaBneHue CCblIOYHOM KapTOYKM K OCHOBHOM Brubanorpaduyeckor sanucm O/iHa KapToyKa 0,52
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PepakTupoBaHue bubanorpaduyeckoit 3anucu:

22 | npoBepKa NPaBUAbHOCTU 31EMEHTOB 3aMMCK Ha KapTouKe O/lHA KapTOUKa 1,0
23 | opopmneHre KapToOUKM Ana Ay6NMpoBaHUA Ha MHOMKMTE/NbHOM annapaTte; NPocTaBieHne |  OfHA KapTouKa 14
UHOEeKcoB, wWudpos, OMBAMOTEYHbIX MOMETOK, ONpeAeneHMe U yKasaHue Tupaxa
KapTouyek
[pynnoBas 06paboTKa 4OKYMEHTOB
OT60p OAHOTUMHbLIX AOKYMEHTOB, MOAJEXKALLMX FPynnoBok o06paboTke; cocTaBieHWe of4Ha rpynna
06LLel XapaKTePUCTUKM Ha KOMNNEKT LOKYMEHTOB AOKYMEHTOB
KonnyecTBo LOKYMEHTOB B rpynne:
24 |1-9 39,0
25 |10-15 60,0
26 [16-30 106,0
27 | npoBepKa NPaBUAbHOCTU COCTABNEHWNA XapaKTEPUCTUKMN HA KOMMNIEKT AOKYMEHTOB ofHa 13,0
XapaKTepucTuka
PekaTtanorusauusa:
28 | cBEpKA KAPTOUKM C AOKYMEHTOM; UCNPaBieHUe cTaporo bubnmorpadpmyeckoro onncaHus; 0Ha KapToukKa 5,7
COCTaB/IEHME HOBOFO OMUCaHWA; MepeHeceHMe WKdpa, WHBEHTAPHOrO HOMeEpa,
6MBMOTEYHBIX TOMETOK
MoAaroToBKa K MHAEKCUPOBAHUIO OKYMEHTOB AJ/151 KaTa/l0roB:
29 | noabopKa KapTOYKM K LOKYMEHTY, CBEPKA U BNIOXKEHWE B LOKYMEHT OZMH JOKYMEHT 0,5
30 |o3HaKoM/IeHWe C AOKYMEHTOM; YCTAaHOBNEHME TEeMATUKW; pacnpeseneHne no oTpaciam | OAHO Ha3BaHue 0,88
3HaHKA (No TemaTtuke)
31 | IPOCMOTP MHOCTPAHHbIX U3AaHUI, NePeEBOS, AAHHbIX Ha PYCCKUM A3bIK OAWH AOKYMEHT 0,37
CuctemaTm3aums LOKYMEHTOB:
32 |cucTemaTtmsauma OOKYMEHTA C WMCNO/Ib30BaHMEM WHAEKCOB MeYaTHOM KapTOYKM WAW |  OAWH LOKYMEHT 2,6
MaKeTa KapTo4yKM, HaneyaTaHHOro B M34aHWM, O3HAKOM/IEHWE C LOKYMEHTOM, NPOBepKa
COOTBETCTBMA WHAEKCOB Tabnuuam Knaccudukaumm, npuHATBIM B BUBAMOTEKE,
NpoCTaB/ieHNEe MHAEKCA HA JLOKYMEHTE
33 | cucTemaTm3aums SOKYMEHTOB NPWU OTCYTCTBUWM MEYATHOM KAapPTOYKM M MAKeTa KapTOYKM B | OOUH OOKYMEHT 2,0
M34aHUWN; O3HaKOMNEHME C [AOKYMEHTOM, onpegeneHve wHAeKca no Tabauuam
KnaccuoduKaLmm, NPUHATLIM B GMBNMOTEKE, NPOCTaBNeHNE NHAEKCA HA JOKYMEHTe
34 | onpepeneHne aBTOPCKOrO 3HaKa AOKYMEHTa NO aBTOPCKUM Tabaunuam OZIMH OOKYMEHT 0,3
35 |wudpoBKa [OKYMeHTa npu GOPMATHO WHBEHTAPHOM pAcCTaHOBKe; onpeaeneHne | OAWH SOKYMEHT 0,42
bopmaTa LOKYMEHTA, HanucaHue Wuopa
36 |pepakTMpoBaHWe KNacCMPUKALMOHHOIO MHAEKCA; NPOBEpKa NPaBUAbHOCTU WHAEKCa, | OAWMH LOKYMEHT 0,5
aBTOPCKOTrO 3HaKa
37 |cocTtaBneHne KapTouku andaBUTHO-NPEAMETHOrO KaTanora (Ha HOBYK TemMaTWKy);| OZHA KapTouKa 2,0
HanucaHWe Ha KapTouyKe WHAOEKCA, Ha3BaHWe KaTanora M KapTOTEKM, B KOTOPbIX
OTPaA)KaloTCA AOKYMEHTbl, YKa3aHWe CCbIIKM W OTCbINKM, CBA3b MEXAYy OTAe/IbHbIMU
pybpukamm
MpegmeTnsauma 4OKYMEHTOB:
38 | npegmeTUsauLMA AOKYMEHTOB C UCMOb30BaHWEM PyOpPUK NeyaTHOM KapTOUYKM; NPoBEpPKA | OAHO Ha3BaHue 2,6
COOTBETCTBUA PYOPUKM NEYATHOWM KapTOUKM NpeaMeTHOMY KaTanory
39 | npegmeTusaumMa LOKYMEHTOB MpPU OTCYTCTBUM MEYATHOM KapTOYKWM; O3HAKOM/IeHWe C| OAHO Ha3BaHue 3,0

LOKYMEHTOM, onpeaeneHune py6puku
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40 |cocTaB/ieHMEe HOBbIX MPEAMETHbIX PyOpUK M NoapybpuK; mMepeHeceHUMe Ha KapTOuKu 0/iHa KapTouKa 1,5
cny>KebHOoM KapToTeKn

41 | pefakTupoBaHWe NpegMeTHON PyOPUKKM; NPOBEpPKa NPaBUAbHOCTM NPeaMETHON pPybpUKM, 0/lHA KapTO4Ka 5,0
TOYHOCTb HanNMcaHuA
OpraHu3auma andaBUTHOrO KaTanora:

42 |nopbopka KapTouku no andasuty Gamuanii aBTOpOB MM 3arnaBUi ANA PAcCTaHOBKM B |  OAHA KapTOYKa 0,36
andaBUTHbIN KaTanor

43 | paccTaHOBKa NpeaBapuTenbHO NOA06pPaHHbIX KapToyeK B aNdaBUTHbIN KaTanor O/ HAa KapTOuKa 0,36

44 | pepakTupoBaHuMe  andaBUTHOTO  KaTasnora; NpoOBepKa  PACCTAaHOBKM  KApPTOYEK, 0AHa KapTouKa 0,88
NPaBUIbHOCTU J06ABOYHbIX U CCbIIOYHBIX KAPTOYEK, UCNPABAEHUE OLINBOK

45 | HanucaHwue pasgenuTensa ans andaBUTHOTO KaTanora, ykasaHue bykBbl, ciora O4MH pasgenutens 0,88

46 | paccTaHOBKa pasgenuTens B andaBUTHbLIN KaTanor: noabopka pasgenutena no andasuTy, | OAMH passenntens 2,0
NMOWCK MeCTa pa3genutens, NOCTaHOBKA, 3aKpenieHne CTepXKHA
OpraHu13auma cuctemaTU4ecKkoro Kartasaora:

47 | noabopKa KapTOYKM NO MHAEKCAM, BHYTPU pasgena no andasuTy Gamuanii aBTopos Uan OfiHa KapToyKa 0,42
3arnaBuii ANA PaCCTaHOBKM B CMCTEMATUYECKMIM KaTanor

48 | paccTaHOBKa NpeABapuTeNbHO NOA0OPaHHbIX KAPTOYEK B CUCTEMATUYECKMIA KaTanor 0Ha KapToukKa 0,42

49 | pepaKTMpOBaHME CUCTEMATUYECKOro KaTasora: MpoBepKa MNPaBMAbHOCTU HANOJHeHWA O/ HAa KapTOuKa 0,88
pa3fenos KaTanora no coaep:KaHuio, MHAEKCaUMM 1 paccTaHOBKe, UCNpaBaeHne oWwmnboK

50 |peknaccuduKauma CUCTEMATUYECKOrO KaTasora: WCnpaBfeHue WHAEKCOB, BHECeHMe | OfHa KapTouka 10,0
M3MeHeHWI B andaBUTHbIN KaTanor

51 |HanucaHve pas3genutens ANAa CUCTEMATUMUECKOro KaTasnora: yKasaHwe HauMeHOBaHMWA | OAMH pasgenvtesb 1,0
pasgena, noapasgena u Apyrux pasgenvrenei

52 | paccTaHOBKa pasgenutens B CUCTEMATUYECKMIA KaTanor: noabopKa No UHAEKCaM, NOUCK | OAMH pasaenvTesb 2,0
MecCTa, MOCTAHOBKA, 3aKpenieHne CTEPKHA
OpraHu13auua npegMeTHOro Katanora:

53 | noabopka KapToukM MO NpeaMeTHbIM pybpuKam, BHYTPW pybpuK no andasuTy pamununin | ofHa KapTouKa 0,42
aBTOPOB W/IM 3arnaBui

54 | paccTaHOBKa NpeagapuTesibHO NOA06PaHHbBIX KAPTOYEK B NPEAMETHbII KaTanor 0/HA KapTO4Ka 0,42

55 | pepaktupoBaHWe npegMeTHOro KaTasnora: NpoBepKa MPaBU/IbHOCTM CCbIIOK, OTCbINOK, O/lHa KapToOuKa 1,0
pyopuK

56 |HanucaHue pasgenvTena ANA NpeaMeTHOro KaTasora, yKasaHue pybpuKM, OTCbIIKK, | OANH pasgenutesb 2,3
CCbIIKM

57 |paccTaHoBKa pasgenutens B NPeAMETHbIM KaTasor, MOWCK MecTa, MOCTaHOBKa, | OAMNH pasgenuTesb 2,0
3aKpenneHne CTepxHA
OpraHu3auma HymepaLmoHHOro KaTaiora HOPMaTUBHO-TEXHUYECKOM AOKYMEHTaLMK:

58 |nopbopKa KapToukM MO BUAAM [OKYMEHTOB, YC/MOBHbIM LMPPoBbIM 0603HaYEHUAM, O/Ha KapTouKa 4,3
andaBuUTy COKPALLEHHbIX HA3BaHWM CTpaH, JATUHCKOMY andasuTy (MHOCTPAHHBIX
CTaHAapTOB), N0 HOMEPaM AOKYMEHTOB

59 | paccTaHoBKa npeaBapuTenbHO NogobpaHHbIX KAPTOYEK B KaTanor 0fHa KapTouKa 0,41

60 | pepakTMpoBaHMe KaTasora: nposepka NpaBWAbHOCTM 6ubanorpaduueckux onucaHui, O/ Ha KapTouKa 2,6
paccTaHOBKW, Ucnpas/ieHVe OWKNOOK; BHECEHWe AOMOSHEHUN U M3MEHEHUIN B KaTanor
(oTmeHa, 3ameHa, U3MeHeHWA, MPOANEHNE CPOKA AEMCTBUA C YKAa3aHUEM UCTOYHMKA)

61 |HanucaHue 1 paccTaHOBKa pasgenntens OAMVH pasgenvTenb 1,3

OpraHmaau,Ma 1 BeaeHne 3/1IeKTPOHHOro KaTtasora:
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62 | cBepKa NOCTYNMBLUMX JOKYMEHTOB Ha Ay6/1eTHOCTb B 9/1EKTPOHHOM KaTasore OfMH JOKYMEHT 1,6
63 | npuMnucbiBaHMeE NPOAO/IKAIOWMXCA U3AAHWI B 9NEKTPOHHbIV KaTanor OfVH JOKYMEHT 1,6
dopmunposaHme bubnnorpaduyeckoin 3anucn ANA 3NEKTPOHHOTO KaTanora; BBog B 6asy ofiHa 3anucb
AaHHbIX; 3aNoHeHWe COOTBETCTBYIOLLMX NOeN:
64 | NpM HaNWYMKM MaKeTa NeYaTHOWM KapTOYKM 0,36
65 | Npu OTCYTCTBUM NEYATHOMN KapTOUKK 0,42
66 |cocTaBieHMe aHaAUTUYECKOM 3anncu 3,5
67 | coctaBneHune g06aBOUYHbIX U CCbIIOYHbIX ONUCaHUIA 04HO onucaHue 0,88
68 | pepgakTMpoBaHue brubnanorpapuryeckolt 3anncy B 6ase AaHHbIX AC; BHECEHME U3MEHEHUI OZIHO ONMucaHue 1,3
69 |BBOA MepeyHA nNpeAmeTHbIX pybpuK AJTY K cucTeMaTUYeCKOMY KaTasnory U reHepanbHoun ofHa pybpuka 0,36
CNpaBOYHOM KapToTeke
70 | BbIBOA Ha 3KpaH bubnnorpaduyecknx sanvcen ofHa 3anucb 0,83
71 | pepaktTupoBaHue pybpuk, HanosHeHWe pa3genos ofHa 3anucb 7,5
MN3bATHE KapTOYeK 13 KaTasoros
MN3bATHE KaPTOUKM Ha UCKIOUYEHHbIE U3 6UBMOTEYUHOro POHAA AOKYMEHTbI: OfiHa KapToyKa
72 | andaBuTHOro KaTtasora 0,42
73 | cuctemaTMyeckoro Katanora 0,36
74 | npegmeTHOro KaTtanora 0,36
75 | HymepauuoHHOro KaTtanora 0,42
76 | nsbaTne bubanorpaduruecknx sanuceit U3 3NEKTPOHHOIO KaTanora ofiHa 3anucb 2,0
TexHuuyeckan 06paboTka fJOKyMeHTa
HaknenBaHue Ha JOKYMEHT NIMCTKA CPOKa BO3BPaATa, KapMalliKa, Ap/bIKa: OfMH JOKYMEHT
77 | NUCTOK CPOKa BO3BpaTa 0,42
78 | Kapmaluek 0,42
79 | ApAabIK 0,26
HanucaHwue wundpa Ha JOKYMEHTe 1 Ap/bIKe: OZVH JOKYMEHT
80 |Ha goKymeHTe 0,26
81 | Ha apAablke 0,36
82 | nepeHeceHne GOPMATHOrO M CUCTEMATUYECKOTO LWNPPA C KAPTOUKN Ha JOKYMEHT OZVH JOKYMEHT 3,0
83 | odopmneHune KapToOUKM ANA TUPANKMPOBAHMUA: ONpeeseHMe U YKa3aHne TUpaXKa OfIHO Ha3BaHue 1,0
84 | KOPPEKTUPOBKA KAPTOUKM NOCAE TUPAXKMPOBAHUA 0HO Ha3BaHue 0,42
85 | pacnpepeneHne KaTaslOXKHbIX KapToOYeK Ha HOBble MOCTYN/JEHUA MO CTPYKTYPHbIM O/lHa KapTouKa 0,42
noApasaeneHnam nocae TMParKMpPoBaHUa
86 |[3anonHeHuWe KHWXHOro d¢opmynapa: ykasaHuve wWudpa, MWHBEHTAPHOrO HOMepa | OAWH KHUMKHbIN 0,88
AOKYMeHTa, Gamuanmn n MHULMANOB aBTOPa, ero Ha3BaHMWA, LieHbl, roga U3gaHua bopmynap
87 |3anonHeHWe KapTOYKM WMHAMKATOPA Ha AOKYMEHT, HanpaB/iAemblil B KHUTOXpPaHeHWe: | OAWH MHAMKaTOp 0,88
YKa3aHWe MHBEHTapHOro Homepa, aBTopa 1 3arnaeua, Wudpa paccTaHOBKU
88 |3anosiHeHMe nepeaaTovyHOM BEAOMOCTU Ha MAPTUIO HOBbIX MOCTYMN/EHWU OAMVH AOKYMEHT 0,15
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Pabota B AC

BblBOA Ha 3KpaH y4eTHbIX GopM, pacneyaTka: opHa dopma
89 | IMCTOB MHAMBUAYANBHOMO y4yeTa 4OKYMEHTOB 0,05
90 |nepenaToO4YHON BEAOMOCTM HOBbIX NOCTYNAEHUM 0,05
91 | KapTOYKM C BUbAMOrpadrUecKoit 3anncbio A1A YY4ETHOro KaTanora 0,05
92 | KHUXHOro dopmynsapa 0,05
93 | KapTOYKKM UHAMKATOPA 0,05

MpuMmeyaHue: K HOpMam BPEMEHM NPUMEHSAIOTCA NOBbIWaoWme Ko3ddOULMEHTbI:

- NPX COCTaBNAEHUN BUBIMOrpPadUUYEcKOro ONMCaHUA Ha AOKYMEHT, Ha TUTY/IbBHOM INCTE KOTOPOrO YaCTUYHO OTCYTCTBYHOT AaHHble ANA
6ubnuorpaduyeckont sanucm - 1,13;
- Npu 6ubAnoTeyHoM 06paboTKe: KNHOPOTOPOHOLOKYMEHTOB - 1,21; HOTHbIX, KapTorpaduyeckmx, nsonsganuin - 1,15, cneumanbHbix
BMA0B HAayYHO-TEXHUYECKOWN NIMTepaTypbl U AOKyMeHTauuu - 1,10;
- Npu paboTe C AOKYMEHTaMWM Ha MHOCTPAHHbIX A3blKax, NPW OpraHM3aLMK M BEAEHWW KpaeBeAyecKoro KaTtanora (KapToTeku) u
61bAMOTEYHOTO KaTaora Ha MHOCTPAHHOM A3blke - 1,15.

4.4. Pabota c poHAOM

4.4.1. PaboTa no npuemy A0KYMEHTOB

Tabnvua 67
N HanmeHoBaHue npouecca, onepaymun. CoctaB paboTbi EanHuua Hopma BpemeHu, MUH.
n/n nsmepeHua
1 2 3 4
1 | Npuem fOKYMEHTOB B CTPYKTYPHbIX NOAPA3AENEHUAX:
2 |npuvemM [OKYMEHTOB W3 OTAeNna KOMMIEKTOBaHMA, CBEpKa C COMPOBOAMUTENbHbIM ofHa napTuA 90,0
maTepuanom
3 | peructpaums HoOBbIX MOCTYNAEHWA NEPUOSUYECKUX U3LAHWUNA, NPOCTaBNEHUE OTMETKM B | OOMH LOKYMEHT 0,4
PErvcTPaLMoOHHON KapToTeKe
4 | npocTaBieHue WTemnensa CTPYKTYPHOro noapasaeneHna Ha JOKyMeHTe OAMH AOKYMEHT 0,26
MNopbop AOKYMEHTOB A1 PAacCTaHOBKM B GOHAE:
5 | nogbopKa LOKYMEHTOB MO KNACCUPUKALMOHHBIM MHAEKCAM, aBTOPCKOMY 3HaKY OAMH AOKYMEHT 0,52
6 | nogbopKa AoKymeHTOB No GopmaTy, MHBEHTapPHbIM HOMEPam OAMH AOKYMEHT 0,36
7 | nogbopKa nepuogmnyeckmx u3gaHuin no andasuTy Ha3BaHMUAM, rogam, HOmepam OAMNH AOKYMEHT 0,5
8 |nopbopka cneusuMaOB HOPMATUBHO-TEXHMYECKOM  AOKYMEHTAUMW NO  Knaccam, | OOMH LOKYMEHT 0,36
nogKnaccam, rpynnam, nogrpynnam, MHBEHTapHbIM HOMepam
PaccTaHoBKa 6ubnanoTteyHoro poHaa:
9 | paccTaHOBKA AOKYMEHTOB Ha CTe//IaXKax B CUCTEMATUYECKU-anpaBUTHOM NopsaaKe OAMNH AOKYMEHT 0,52
10 |paccTaHOBKa LOKYMEHTOB Ha CTeNNaxax B pOpMaTHO-MHBEHTAPHOM MopsaKe OAMNH AOKYMEHT 1,3
11 | paccTaHOBKa NepUMogmMyeckmx u3gaHuii no andasuTy HasBaHWM, rogam, Homepam OAMH AOKYMEHT 0,52
PaccTtaHOBKa HOPMATUBHO-TEXHUYECKOW [OKYMEHTAUMM MO Kaaccam, MoAKAaccam, | OAWH LOKYMEHT
rpynnam, nogrpynnam, UHBEHTapHbIM HOMepam
KonnyectBo LOKYMEHTOB B nog60pKe:
12 |1-5 0,52
13 |6-10 5,2
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14 |11-15 0,88
PacctaHoBKa [OKYMEHTOB Ha MWKPOHOCUTENAX B WMHBEHTAPHOM M HYMEpPaLMOHHOM | OAMH JOKYMEHT
nopaakKe:
15 |npoBepKa NPaBUIbHOCTM PACcCTAaHOBKM AOKYMEHTOB B OTAEe/bHbIX MaccuBax GoHAa OAMH AOKYMEHT 0,5
16 |nepeagukeHune (nepeHeceHne) [OKYMEHTOB Ha CBOH6OAHbIE MecTa OAMH JOKYMEHT 0,4
17 | obopmneHne NONOYHbIX pa3fenuTenen; HannmcaHMe NONOYHbIX pa3aenutenein O4MH pasgenutens 10,0
MpumeyaHue: K HopMam BpeEMEHU NMPUMEHAIOTCA NOBbIWaWMe KO3GOULMEHTbI:
- Npu nogbope M paccTaHoBKe KNHOGOTOPOHOAOKYMEHTOB - 1,2;
- Npyu nogbope 1 pacCcTaHOBKe HOT, KapTorpaduyecknx, nsonsaanuii - 1,5;
- Npu paboTe ¢ LOKYMEHTAaMM HA MHOCTPAHHbIX A3bIKax - 1,15.
4.4.2. PaboTa no coxpaHHOCTU ¢poHAa
Tabnvua 68
N HanmeHoBaHue npouecca, onepaymun. CoctaB paboTbi EanHuua Hopma BpemeHu, MUH.
n/n nsmepeHua
1 2 3 4
Mposepka 6GubAMoTeyHoro poHaa:
1 |HanucaHWe KOHTPONIBHOFO Ta/sOHA Ha AOKYMEHT, YKasaHMe Ha HeM MWHBEHTapHOro OAMH TanoH 3,0
Homepa, Wwudpa, pamnanm, MHULMANOB aBTOpPa, 3arnaBuA, roga, MecTa U3JaHus, LeHbl,
MecTa XpaHeHua
2 | MapKMpPOBKA KOHTPO/IbHbIX Ta/JIOHOB: YCTAHOBKA, A€ YYTeH AAHHbIN AOKYMEHT (y4eTHbIN OAMH TanoH 8,0
KaTanor, UHBEHTAPHAasA KHWUra), NPOCTaBNEHME ONO3HaBaTENbHOrO 3HaKa
MoabopKa KOHTPOIbHbIX Ta/IOHOB: OAMH TanoH
3 NO MHBEHTApHbIM HOMepPam 0,1
4 | no andasuTty dammaunii aBTOPOB UAW 3arnaBui 0,1
5 | no KnaccudUKaLMOHHOMY MHAEKCY 0,1
6 | cBEpKa KOHTPOAbHbIX Ta/IOHOB C MHBEHTAPHOM KHUTOW, OTMETKAa NPOBEPKN Ha Ta/loHe U B OAMH TaNnoH 2,0
KHUre
7 |cBepKa KOHTPOJIbHbIX Ta/IOHOB C Yy4YeTHbIM WAW andaBUTHbIM, Tonorpaduyecknum OAMH TanoH 3,0
KaTanoramu, OTMeTKa Ha TaJloHe U B KaTasiore
8 | npocmoTtp $opMbl UHAMBUAYANbHOTO yyeTa, BblBNEHWE AOKYMEHTOB, He Mpolwelmnx | OAUH LOKYMEHT 3,0
NpoBEPKM
9 | cocTaBneHue KapToYKM Ha LLOKYMEHT, He NpoLLeALwnii NPoBePKM OAMH AOKYMEHT 3,0
10 | noucK AOKYMEHTOB, He Mpolweawunx NPoBepKy, MO pPasNMYHbIM Yy4yeTHbIM GopmMaM, | OAWH AOKYMEHT 20,0
KapToTeKam, KypHanam, KHUXKHbIM NoJIKam
CocTaBneHue CNUCKa HeJoCTalLWmMX B GOHAE JOKYMEHTOB OZIMH CNUCOK
Konnuectso fOKYMEHTOB B CrMCKe:
11 |1 0,78
12 |2-10 8,3
13 |11-25 19,3
OT60p AOKYMEHTOB ANA U3bATUA U3 HOHAA
MpocMOoTp AOKYMEHTOB Ha NpeaMeT U3bATUA U3 poHAA: OAMH AOKYMEHT
14 | HenpodUAbHBIX 3,1
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15 | aybneTHbix 1,6

16 |ycTapeBLNX NO COAEPKAHUIO 3,1

17 | BeTxux 0,88

18 | manoucnonb3yemblx, HEUCMOJIb3yeMblX 2,6
MoAroToBKa AOKYMEHTOB K aKTUPOBAHMIO:

19 |nopbopka [OKYMEHTOB B NapTMM MO MNPUYMHAM  M3bATMA, CBEPKA C KHUXKHbLIM |  OAMH AOKYMEHT 0,36
dbopmynapom

20 |noabopKa KHWMMKHbIX GOPMYNAPOB HA AOKYMEHTbl B MOPAAKE WMHBEHTAPHLIX HOMEpOB, | oauH dopmynsp 0,42
andaBwuTa, }KypHasbl - N0 rogam M Homepam
COCTaB/IEHME CMUCKA K aKTy BblObITUA (Nepegaun), noacyet obuiein cymmsl, opopmaeHne OAVH aKT
aKTa; MNoralleHWe WHBEHTApPHOTO HOMepa M wWwTemnens 6UBAMOTEKM Ha [OKYMEHTE;
noALwmnBKa akToB
KonnyectBo JOKYMEHTOB B CNMUCKe:

21 |1 0,78

22 |2-10 7,8

23 |11-25 19,3
MNoAroToBKa AOKYMEHTOB B NepenneT:

24 |oTbop [AOKYMEHTOB ANA nepenseta; MPOBepKa COCTOAHUA [AOKYMEHTa; 3anofiHeHue | OAWH JOKYMEHT 3,0
(cBepKa) KHMXHOro dopmynsapa

25 |nopbopKka KOMMIEKTOB, CBA3Ka B Nayku; opopmieHuMe [OKYMEHTOB AAs nepedayn B | OOUH SOKYMEHT 2,6
nepennet

26 |NoAroTOBKAa [JOKYMEHTOB K BOCCTAaHOB/MEHWIO: noAbop [AOKYMEHTa, aHa/NorMYyHOro | OAWH JOKYMEHT 10,0
nospexaeHHoMy, obopmaeHNe 3aKa3a Ha KonMpoBaHue

27 | npvem 3aka3a nocne KONMpoBaHWUA, NPOBEPKa KayecTBa KOMWA; MOATOTOBKA AIOKYMEHTA K | OAWH JOKYMEHT 7,0
nepenserty

28 |npvem OOKYMEHTOB M3 Mnepenseta; CBepKa MOCTYMUBLUMX M3 Mnepensieta JOKYMEHTOB C| OAWH JOKYMEHT 7,0
KHUXHbIM pOpMynspom, NpoBepKa KayecTsa Mepenseta; BOCCTAHOB/MEHWe 3arnasus;
HanucaHue wudpa Ha APAbIKe, KOPeLLKe AOKYMEHTA
MoAwmnBKa raset u TOHKUX KYPHANO0B:

29 |onpegeneHne $opmaTa, BAOXKEHME KOMMIEKTa XYPHANOB B Nanky HyXHoro ¢dopmaTa, 0/Ha nanka 3,0
3aBA3blBaHME; BblHeceHMe wWwudpa, HasBaHMWA, rofa M34aHWUA, HOMEPOB XKYPHANOB Ha
06N103KKY M KOpeLLOK Nanku

30 |packnagka raseTbl MO Ha3BaHMAM, NPOKa/blBaHWE, BJIOXKEHWE B KapPTOHHYI OON0MKKY 0/Ha narnka 5,0
(nanky), npowHypoBkKa, opopmneHne 0610KKM (Ha3BaHWe, ros, HOMep, Mecaw,)
Menkuii pemoHT dpoHAaa:

31 | noakneinka AOKYMEHTa, KAPMaLLKOB, AP/IbIKOB, BOCCTAHOB/IEHWE 3arn1aB1il U MHOW PEMOHT 0/Ha nanka 2,0-5,0
ObecnbinusaHue boHaa:

32 |obecnbiivBaHve ¢oHAA C NoMoOWblO Mbliecoca; obecneyeHne paboyero mecTa| o4Ha Meponosika 12,0
TEXHUYECKUMMU CPeaCcTBaMM: MbLIECOCOM, PaboumMm CTO/IMKOM, CTPEMSAHKOM, BeApOM;
nposeaeHue obecnblIMBaHUA, 3aHECEHME TEXHUYECKUX CPEACTB B MECTa XpaHeHuUs

33 |pydHoe obecnbinvBaHve ¢oHAa; obecneyeHue paboyero MecCTa TEXHUYECKMMM | OAHA MEPOMOJKa 9,4

CPeACTBaMM: CTPEMAHKOM, pabounm CTONMKOM, TENEKKOM, BEAPOM, TPAMKaMU; NPOTUPKA,
3aHeceHne TEXHUYECKMX CPEACTB B MECTa XpPaHeHUsA

MpuMeyaHue: K HOpMam BPEMEHN NPUMEHSAIOTCA NOoBbIWaoWme KoadduumeHTbI:
- NpY py4yHOM obecnbinnBaHMM GOHAA HOTHbBIX, KapTorpadpuyeckmx, u3onsgannii - 1,2;
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-npu obecnblBaHUN € NOMOLLbIO Nblecoca - 1,3.

4.4.3. UsyueHune 6ubnmoteuHoro poHaa

Tabnuua 69
N HaumeHoBaHue npouecca, onepaumu. CoctaB paboTbl EanHnua Hopma BpemeHun, MUH.
n/n nsmepeHua
1 2 3 4
MNMoparotoButenbHasa paboTa no usyyeHuno bubamoTeyHoro poHaa:
1 |coctaBneHue nnaHa paboTbl NO M3yyeHUto BUbAMoTeyHoro poHaa (4actm doHAaa) OAMH NnaH 10,0
2 | NoAroToBKa WMHCTPYMEHTapus no wusyyeHuto 6ubnamoteyHoro d¢oHAa; cocTaBneHue opHa Tabanua 10,0
TabAnubl MO Pa3ANYHBIM aCNeKTam U3yyeHus
3 | nogbopKka bBubamorpadpuyecknx nocobmin, MHGOPMaLMOHHbIX CMIMCKOB A1A NPOBELEeHUA o4HO nocobue 10,0
paboTbl No U3yyeHuto GubanoTeuHoro poHaa
4 | npoBefeHWe UHCTPYKTaXKa Ana nposeeHns paboT no nsyyeHunto bubanoteyHoro poHaa OZMH UHCTPYKTaX 10,0
Bubnunorpadpuryeckoe nsyyeHne bubanoreyHoro dpoHaa
O3HakoM/iIeHMEe C cogeprKaHuem 6ubnuorpaduyeckoro nocobms, MHGOPMaLMOHHOIO 04HO nocobue
CNUCKa Ans nposeaeHua paboTbl No U3yyeHUto BubanoTeyHoro poHaa
Konunuectso Ha3BaHMi B nocobuu:
5 1-25 15,7
6 |26-50 34,0
7 |51-100 68,0
CBepKa KapToOUYKM KaTasora ¢ bubamorpapuyeckum onnucaHnem AOKYMEHTA, YKa3aHHOIo B | OAHa KapToudka
nocobun; OTMETKA O HANNYMKN JOKYMeHTa B poHze:
8 | andaBuUTHbIN KaTanor 2,0
9 | cMcTemaTUYecKuiA KaTanor 5,0
10 |coctaBneHve 6ubnnorpadmyeckoro oOnuUCaHMA Ha OTCYTCTBylOWME B 6MBAMOTEKe | OfHA KapTOuKa 2,6
LOKYMEHTbI
MpoCcMOTp HaNoNHEHMA CUCTEMATUYECKOTO KaTaslora B Pa3/IMYHbIX acnekTax (no oTpacnam |  ofHA KapTouKa
3HaHMA, BMAAM, roAamM M APYrMM acnekTam); COMoCTaB/leHWe MOJYYEHHbIX AAHHbIX C
TEMATUKO-TUMNONIOTMYECKUM (NepCneKTUBHbIM) MNAAHOM KOMM/IEKTOBAHMWA; YTOYHEHUE,
BHECEHWEe KOPPEKTMB B NJ1aH KOMM/IEKTOBAHMUA
KonmyecTso KapToyek B ALWMKE:
11 |1-500 43,0
12 |501 - 1000 85,0
13 | 1001 - 2000 173,0
CTaTucTnyeckoe nsyyeHme bubamoteyHoro poHaa:
14 |3ano/sHeHWe cTaTUCTUYecKUX Tabauw, (No cocTaBy, AMHAMUKE U CTEMNeHM UCNONb30BaHMA ofHa Tabnanua 10,0
61b6MoTeYHOro poHAa) Ha OCHOBAHMM YHETHOM AOKYMEHTaUmUm
15 | pacuyet nokasaTenei KHUroobecne4yeHHOCTU, 06PALLAEMOCTH, YNTAEMOCTH OJ4MH MoKasaTesb 4,0
16 |cnaowWwHOM NPOCMOTP AOKYMEHTOB Ha CTe/aKaX, MoACYET MO KHWMXKHbIM dopmynsapam | OAWH AOKYMEHT 0,84
WU INCTKam CpOKa BO3BpaTa KONMYECTBA KHUIoBbIAAY
17 | MapKMpoBKa Heucnosblyemon Yactm ¢oHAa B 33aBUCMMOCTM OT MPWUYMH, BbI3BABLUMX | OAMH AOKYMEHT 0,26

HM3Kylo 06paLlaemocTb
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18 |3anonHeHue TabanLbl MHTEHCUBHOCTM UCMNOb30BaHUA 6UbanoTeyHoro poHaa oAHa Tabnunua 50,0
CocTaBneHue n aHanus Tabanu, No nsyyeHnto bubamorteyHoro poHaa
CocTtaBneHue Tabnunubl:
19 |no cocTtaBy, pa3BUTUIO U UCNOJIb30BaHUIO BUBAMOTEYHOTO PoHAA opHa Tabanua 63,0
20 |no cTeneHW Mcnosb3oBaHMA GOHAA B Pa3/IMYHbIX acnekTax (B OoTpacieBom, Mo BUAAM ofHa Tabanua 68,0
M34aHUIN U MHbIM acreKkTam)
21 |no obbemy Heucrno/sb3yemoin M ManocnpalimBaemMoin 4actm ¢oHAa W npuyMHam ee ofHa Tabanua 63,0
HaKonieHusA
AHanus Tabaumubl:
22 | No cocTaBy, PasBUTUIO M UCMNOIb30BaHMIO BUbAnoTEYHOTrO HoHAA opHa Tabanua 56,0
23 | no cTeneHW Mcnosb3oBaHMA GOHAA B Pas3/IMYHbIX acnekTax (B OTpacieBom, Mo BUAAM opHa Tabanua 56,0
M34aHUIN U MHbIM acreKkTam)
24 |no cOCTaBy W Be/AMYMHE HEeUCMNosb3yemMon W Manocnpawmsaemon 4actm ¢oHpa w ofHa Tabanua 60,0
npuYMHam ee HakonneHuA
25 | cocTaBneHue NaaHa MeponpuATUIA peannsauumn NpeasioXKeHnn no pesyabTatam U3ydyeHus OAMH NNaH 161,0
¢doHaa
MpumevaHue:
- Bpems NpoBeAeHMA MHCTPYKTaXKa B HOPMY BPEMEHU HE BXOAMT;
- Npu paboTe ¢ LOKYMEHTAaMM HA MHOCTPAHHbIX A3bIKAaX K HOPMaM BPEMEHW NPUMEHAETCA NoBblwatowmii KoadpduumeHT 1,15.
4.5. O6cnyKuBaHue untatenei
4.5.1. Pabora c uutatenem
Tabnvua 70
N HaumeHoBaHue npouecca, onepaumu. CoctaB paboTbl EanHuua Hopma BpemeHun, MUH.
n/n nsmepeHus
1 2 3 4
3anucb untatens B 6ubanoTeky:
1 |npocmoTp AOKYMEHTOB YuTaTeNs (NacnopT, yaoCToBEpPEHMe, NOPYYUTENbCTBO); NPOBEPKa OAMH YnTaTeNb 2,0
Ha/IMYNA YY4ETHO-PErMCTPALLMOHHON KapTOUKM YMTATENSA; BblAAYa AaHKETbl AN 3an0HeHuA
nonb3oBaTesiemM € NoAPO6HbIM NOACHEHWEM MO 3aN0AHEHUIO Noen
2 | 3anonHeHue ¢opmynapa yuTaTens, y4eTHO-PerncTPaLMoOHHOM KapTOUKM, YMTATENbCKOTO |  OAMH uMTaTesb 2,0
buneta
3 | 03HaKOM/NIEeHWe yuTaTens C NpasuaaMM NONb30BAHMA OUMBAMOTEKON, PACMONOXNKEHMEM | OAMH yMTaTeNb 5,0
$OHOa, CNPaBOYHLIM  anMapaToMm, 3/EKTPOHHbIMM  pecypcamu  (ayAMOKHUramu,
yAaneHHbIMM 6a3amu AaHHbIX, AUcKamu, dunbmorpadueit)
4 | nopbopKa M paccTaHoBKa No andasuty Gamuamii yntatenei y4eTHO-perucTpaLMoHHble | OfHa KapTouKa 0,26
KapToOuYKM
Mepeperucrpayma yutatenem:
5 | nouck popmynsapa (perncTpauMoHHOM KapTOYKM) YNTaTeNs, BHECEHUE U3MEHEHUI B HUX U OAMH YnTaTeNb 12,0
yuTaTeNbCKuii bunet
3anuch (nepeperncrpauma) yntatenei B aBTOMaTM3MPOBAHHOM PEXUME:
6 |Habop Ha KnaBMaType cBegeHU O uuTaTene: GamMuaMA, UMMA, OTYECTBO, | OAMH yMTaTeNb 6,0
XapaKkTepusylowue ero npusHaku (06pasosaHue, cneLmanbHOCTb U UHbIE MPU3HAKK), KO4,
7 | KOHTPO/Ib 32 BO3MOMKHbIM Ha/IMYMEM LAaHHbIX O YyuTaTene, 3anucaswemca B 6UH6IMOTEKY |  OAMH uMTaTeNb 1,0

(paHee 3anncaH, neH npasa I'IOI]bSOBaHVIFI)
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8 |odopmneHne Koga uMTATENA C KOHTPOJNIbHBIM PaspALOM M CPOKOM MOJIb30BaHUA OAMH unTaTeNb 0,52
YnTaTeNIbCKMM BMNETOM Ha OCHOBE BblAAHHOM MHGOPMALMK
9 |BblBOA, Ha NpUHTEP CBeAeHMI O 3anucaBLIEeMCs yuTaTene B Buae 6naHKa, BblpesaHue OAMH unTaTeNb 1,3
61aHKa ¥ BKNelKa ero B YATaTeIbCkuii bunet
PaboTa ancnetyepcKom ciyxosi:
10 |npuwem yuTaTenbckoro TpeboBaHMA; NPoBepKa MPaBWUIbHOCTU 3amnofNHeHMsa TpeboBaHuA, | oaHO TpeboBaHue 2,0
YTOYHEHWE MecTa XPaHeHUs AOKYMEHTOB; OTMETKa B AMCMETYEepPCKOWN ceTke, nepenaya
TpeboBaHMA B KHUTOXpPaHeHUe
BbinonHeHue TpeboBaHuli noTpebuTtenelt, Bbigaya [OKYMEHTOB W3  OCHOBHOMO
KHUFOXpaHeHuA:
11 | nonyyeHue TpeboBaHMA, pernctpauma, noabopka ux no Wwuoppam 0ofZHO TpeboBaHue 3,0
12 | nOMCK AOKYMEHTa, OTMEeTKa Ha TpeboBaHWK, KHUKHOM GopMynsape, AUCNEeTYepCKon ceTke | oaHo TpeboBaHue 5,0
13 |ycTaHOB/MEeHME MeCTa HaxXOMAEeHWA HEeHAaWAEeHHOro [OKYMEeHTa NO CMpaBoOYHbIM | OAHO TpeboBaHue 7,0
KapTOTeKam, KaTasoram
14 |Bblgaya [OKYMEHTa M3 OTAeNa KHUIOXpaHeHUA MoTpebuTento; OTMETKA Ha KHWKHOM |  OAMH AOKYMEHT 2,0
dopmynnape, TpeboBaHuA
15 |npuHATME [OKYMeHTa OT MoTpebuTens; MOUCK KHUXKHOro ¢dopmynsapa, TpeboBaHWsA; | OAMH AOKYMEHT 3,0
noraweHne oTMEeTKM O BblAauun
Bblgauya KOMMNEKTOB [AOKYMEHTOB BO BpemMeHHOe MNOo/b30BaHWe noApasaeneHnam
6MbMOTEKM:
16 |odopmneHne 3aABKM Ha KOMMNEKT [OOKYMEHTOB, MepefaBaembli B CTPYKTypHOe 0fHa 3anaBKa 5,0
nogpasgeneHve
17 |nopbop QAOOKYMEHTOB B KOMIJIEKTbl; HanucaHWe BTOPOrOo 3K3eMMAAPa KHUMKHOIO | OAWMH AOKYMEHT 40,0
dopmynsapa (MHAMKaTOpa)
BblZaya KOMNJEKTOB AOKYMEHTOB, OTMETKA Ha KHUXHOM dopmynsape (MHAMKaTope) AaTbl |  OAWMH AOKYMEHT
Bbla4u, AaHHbIX NOAPA3AENEHUA, NONYYAOLWEro KOMNAEKT
Konunuyectso fOKYMEHTOB B KOMMNEKTE:
18 |25 6,8
19 |50 13,5
20 | 200 108,0
MonyyeHne KOMNNEKTOB AOKYMEHTOB OT CTPYKTYPHbIX NOAPAa3AeNeHUN; NOUCK KHUKHOTO | OAWH KOMNAEKT
dopmynapa (MHAMKaTOpa), NoralweHne OTMETKM O BblAaye, BNOXKEHME ero B LOKYMEHT
Konnuyectso fOKYMEHTOB B KOMMNEKTE:
21 |25 6,8
22 |50 13,5
23 | 200 108
O6cnyKMBaHWe YnTaTeNen B YNTaNbHOM 3ane:
24 | npoBegeHME KOHCynbTauui, beces C 4yMTaTeNsMM Yy KaTasloroB, KapTOTEK, KHUMKHbIX oAHa 10,0
nonokK; MHGOPMMpPOBaHME YnTaTeNeld O HOBbIX MOCTYMN/IeHUAX, 0 paboTe 3/1EeKTPOHHOrO KOHCyNbTauus
KaTanora, CTaHUMM CamoobCNyKMBaHUA, O paboTe C 3NEKTPOHHbIMKU pecypcammu
yAaneHHblx 6a3 [AaHHbIX, O BO3MOXHOCTAX pPaboTbl B /JIMYHOM KabuHeTe Ha caWTte
61M6MO0TEKM, O NONIb30BAHWUU AETCKOM KOMHATOM
MNoabop pokymeHTOB B nopcobHom doHAe 4YMTanbHOrO 3ana, nepefadva Ha Kadeapy | OAWH LOKYMEHT
Bblgauu:
25 | no TpeboBaHuto YnTaTeNA 3,0
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26 | no ycTHomy 3anpocy 3,0
27 | no onpeaeneHHol Teme 3,5
MNoabop AOKYMeHTOB NO yd4ebHOW Mporpamme Ha OCHOBAHWM MaKeTa KOMMJEKTa | OAWH KOMNAEKT
LOKYMEHTOB, BblgaBaemMblx CTyfeHTam, noabop yyebHUKOB no dakynbTeTam, Kypcam,
rpynnam; cBepka KHUXHbIX GOPMYNAPOB C Ha3BAHUEM KHUT, UHBEHTAPHbIMW HOMEPaMM
Konunuyectso fOKYMEHTOB B KOMMAEKTE:
28 |10 4,0
29 |20 8,0
30 |40 16,0
31 |BblgayYa AOKYMEHTa: CBEpKAa Bbl4AaBaEeMOro AOKYMEHTa C uMTaTe/lbCKum TpeboBaHWeMm; | OAWMH LOKYMEHT 2,0
npoBepKa HaAMuYMA CTPaHWL; BHECEHME 3anucuM Ha uuTaTesbCcKkom TpeboBaHUM
(KOHTPONbHOM NINCTKE), BIOXKEHME B 4YWUTATENbCKMI OUNET; pPacCTaHOBKA, OTMETKA
KHUTOBbIAAYM
Bblgaya [OKYMEHTOB: CBEpKa BblAAaBAaEMOro AOKYMEHTA C YMTATENbCKUM TpebosaHuem;
npoBepKa Ha/AMuMA CTPAHUL, CKAHWPOBATb YWUTATeNbCKUI  BWNeT; CKaHMPOBATb
BblgaBaeMble KHUMM; OTMETKA KHUTOBbIAQ4YM; OTMETKA CTaTUCTUKMN NOCELLAaeMOCTH:
32 | NpuHATUE AOKYMEHTA: CBEpKa ero ¢ TpeboBaHMeM (KOHTPONbHbIM JMCTKOM), MPOBEPKA | OAWH LOKYMEHT 2,0
COXPaHHOCTU AOKYMEHTA, HaIMYMA CTPAHWULL, BHECEHME OTMETKM O Npueme
33 | nonyvyeHne JOKYMEHTa, 3aKa3aHHOro YnTaTenem B OTAesNe KHUToXpaHeHuA OfMH JOKYMEHT 0,5
34 | nepepfava AOKYMEHTa, COAHHOrO YMTaTeNiemM, B OTAEN KHUTOXPaHeHUA OAMH AOKYMEHT 1,0
OT60p ¥ Nnepesava 4OKYMEHTOB HA KONWPOBAHMWeE:
35 | oTbop OOKYMeHTOB (OTZENbHbIX CTaTei) ANA nepefayn Ha MUKPOOUIbMUPOBaAHWE W | OAWH AOKYMEHT 5,0
KOnNMpoBaHue
36 |NoAroTOBKa JOKYMEHTOB K KONWPOBaHWUIO, opopmMaeHme 3aKasa, PerncTpauma B YHETHbIX |  OAWH JOKYMEHT 3,0
bopmax
37 | nonyyeHve MnKpodMabMa U KONUK, NPOBEPKa NPABWUIbHOCTU BbINONHEHWUA 3aKas3a OJMH 3aKa3 5,0
O6cnyKuBaHWe ynTaTenei Ha aboHemeHTe:
38 | noabop AOKYMEHTOB A1 PEKOMEHAALMU YUTATENSIM OAVH AOKYMEHT 5,0
Bbloaya AOKYMEHTOB YMTaTeNto, NOUCK GOPMYApa YMTaTeNA, YKa3aHMe CPOKa BO3BPaTa, | OAWH JOKYMEHT
npoBepKa HaMumA CTpaHUL,; obcnyKnsaHue
Bblgaya [OKYMEHTOB: CBEPKa BblAABAaEMOro AOKYMEHTa C YMTaTeNbCKMM TpeboBaHMeMm;
npoBepKa HaNMuMA CTPaHWUL,; CKAHMPOBAHME uuTaTenbCKoro 6wunerta; CKaHWpoBaHue
Bbl4aBaeMOM KHUIW; pacneyaTka KOHTPO/IbHOIO JINCTKA C yKa3aHMEeM CPOKa BO3BpaTa v
CMWUCKA BbIAAHHBIX KHWUT; OTMETKA KHUIOBblAa4M; OTMETKA CTaTUCTUKM NOCeLLaeMOoCTH:
39 | B3poCabIx 2,7
40 |peten 3,2
41 | npoBepeHue beceapl c UnTatenem, MUHPOPMMPOBAHME O HOBbIX MOCTYNIEHUAX OfMH uYnTaTenb 5,0
MonyyeHne QOKyMeHTa OT yMTaTeNa; BHECEHWE OTMETKM O Mpueme, NpoBepKa HaAnumA |  OAMH JOKYMEHT
CTPaHUL, BNOXKEHWE KHUXKHOro popmynspa; obcnyusaHume:
42 | B3poCAbIX 1,8
43 | peten 5,0
44 | npoffieHMe CPOKAa MO/Ib30BaHWUA OOKYMEHTOM; NOUCK Gopmynapa uuTatens; BHeceHwe | oAuH dopmynsap 3,0

OTMETKU O NpogneHnUn CpoKa N0Nb30BaHUA

MpumeyaHue: K HOpMam BPEMeHU NPUMEHAIOTCA NOBbILatoLWwme Ko3bPULMEHTbI:
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- NPy 06CNYKMBaAHUM YnTaTenel KUHOGOTOGOHOAOKYMEHTamM - 1,2;
- NPY 0BCNYKMBAHUKN YMTaTENEN HOTHBIMM, KapTorpadpuyeckumu, nsomsgaHumamm - 1,15;

- Npy 06CNYKUBAHUU YMTaTENEN CEeLMaNbHbIMU BUAAMU HAYYHO-TEXHUYECKON IMTEpaTypbl U JOKyMeHTauuu - 1,1;

- Npu paboTe ¢ LOKYMEHTaMM HA MHOCTPAHHbIX A3bIKax - 1,15.

4.5.2. BHyTpeHHAA paboTa

Tabnvua 71
N HaumeHoBaHue npouecca, onepauymu. CoctaB paboTbl EanHuua Hopma BpemeHun, MUH.
n/n nsmepeHms
1 2 3 4
MoaroToBKa K Bblaave:
1 | pacctaHoBKa Gopmynapos ymTaTeneli (No cpokam, Homepam, andasuty) oAnH dopmynsap 1,0
2 | paccTaHOBKa CAQHHbIX JOKYMEHTOB B GOHAE OTKPbITOrO JOCTyna OAMH AOKYMEHT 2,0
3 | paccTaHOBKA CAAHHbIX OKYMEHTOB B GOHAE OCHOBHOTO XpaHeHuA OAMH AOKYMEHT 3,0
4 | nogBeneHue UToros paboTbl 3a NpoLeAWnin AeHb, BHECEHME 3aMUCK B HEBHUK eXxegHeBHO 15,0
5 | noabop AOKYMEHTOB NO NpeaBapuUTeIbHBIM 3aKa3am YMuTaTenen U N1aHam YTeHus OAMH AOKYMEHT 3,0
6 | NPOCMOTP HOBbIX NOCTYNNEHUM ANA PEKOMEHAALMMN YNTATENAM OAMH AOKYMEHT 2,0
7 | npocMOTp M MNONOJIHEHWE KHUMKHbIX BbICTAaBOK, AWWMKOB cBOOOAHOro BblIGOpPa KHUT, | OAMH JOKYMEHT 3,0
TEMaTUYECKUX NOJIOK U CTeNNaxKewn
8 | noarotoBka paboyero mecTa eXxegHeBHO 10,0
PaboTa c popmynspom untatens:
9 | aHanu3 GopmynapoB yMTaTenem, BbiiBNEHNE YATATENbCKMX MHTEPECOB oauH opmynap 4,3
10 |cocTaBneHMe KapTOYKM ONA KapTOTEKUM YUTATe/IbCKMX MHTEPEecoB; COCTaB/leHMEe CrMcKa 0fiHa KapTouyka 0,86
YnTaTeNIbCKUX MHTepecos - 1 3anuch
11 |[3anuce B dopmynspax (MHbIX [AOKYMEHTax) O pe3y/nbTaTax aHa/nuM3a udTeHusa 3a ofiHa 3anucb 3,6
onpeaeneHHbIV nepuog,
12 |3anucb B AHEBHWKe BUBAMOTEKapAa O AMHAMMUKe YTeHWA U MHTepecax umTatena (rpynnbl ofiHa 3anucb 9,2
yutatenen)
Pabota c untatenamm, He BO3BPATUBLUMMMU JOKYMEHTbI B CPOK:
13 | npocmoTp 1 oT60p GOpMYyNApPOB YMTaTENEN, HE BO3BPATUBLLMX JOKYMEHTbI B CPOK oauH dopmynsap 1,0
14 |HanucaHMe OTKPbLITOK-HANOMWHAHWIA O BO3BpaTe [OKYMEHTOB; OTMeTKa AaTbl | 04uH dopmynsap 6,0
HanoOMWHaHMA Ha dopmynsape
15 |onoseweHne (no TenepoHy, 3NEKTPOHHOM MouTe) uuTaTensa, He BO3BpPATMBLLErO | OAUH bopmynap 5,0
LOKYMEHTbI B CPOK; OTMETKa AaTbl HANOMUHaHWA B popmynape
KoHTponb 3a cpokamu BO3BpaTa AOKYMEHTOB B aBTOMaTU3MPOBAHHOM pexume:
16 |BbIBOA Ha MPUHTEP MO YCAOBUAM CMMCKA YNTaTeNell U abOHEHTOB-3340/1XKHUKOB OofiHa 3anucb 0,16
17 | cocTtaBneHume cnMcKa 3a401KHUKOB 0ofHa 3anucb 0,16
18 |pacneyatka Ha NpuWHTEpPe HaNOMMHAHUA abOHEHTam WM YUTaTeNAM O CPOKe BO3BpaTa 0ofiHa 3anucb 2,2
(agpec, Ha3BaHMA B3ATbIX JOKYMEHTOB)
19 |wu3bATMe 13 6a3bl faHHbIX CBeAEHMUIM O 3aHATOCTU BO3BPALLLEHHbIX JOKYMEHTOB 0ofiHa 3anucb 0,4
OdopmneHne NnoncKa 3a40/1KHUKOB Yepes cya;:
20 |cHATME Konuwu c dopmynApa uUTaTeNd; YTOYHEHWE aBTOpa, Ha3BaHWA, WHBEHTAPHOIO | OAWH AOKYMEHT 2,7

HoMepa, LeHy JOKYMeHTa, He BO3BPALLEHHOro B CPOK; MepeyncieHue rocrnoliunHbl 3a
odopmneHve NCNoNHUTENbHBIX HAAMUCE; Nepesaya Aena B cya,
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21 |nonyyeHve u odopmneHve LOKYMEHTOB W3 HOTapuasbHOW KOHTOPbI (MpocTaBneHue | OAWMH SOKYMEHT 2,7
HOMepa PacyeTHOro cyeTa, HOMepP UCMONHUTENbHOM HagNUCK)
22 | cocTaB/ieHWe aKTa Ha onnaTy Yyepes Cyd YTEePAHHbIX AOKYMEHTOB (MPUAOXKEHME K aKTy - | OAWH SOKYMEHT 2,7
bopmynap umtatens)
Mpyvem JOKYMEHTOB B3aMeH yTEPAHHbIX:
23 | NoMCK uuTaTenbcKoro Gopmynsapa; BHECEHWE COOTBETCTBYHOLLEN 3anucu B dopmynap, | OAWH LOKYMEHT 10,0
TETPaAb Y4eTa KHUT, NMPUHATBIX B3AMEH YTEPAHHbIX
24 | NPOCMOTP AOKYMEHTA, Npea/iaraeMoro B3ameH yTepsHHOMo OZMH JOKYMEHT 2,0
PaboTa c oTKasamu:
25 | yyeT v KnaccudumKauma oTKa3oB: OTMETKA HA IMCTKE YNTATE/IbCKOro TpeboBaHUA NPUYUHY | 0AHO TpeboBaHue 1,6
OTKasa
26 | paccTaHOBKa YMTaTE/IbCKUX TPeboBaHMI B KapTOTEKY "Heya0BNeTBOPEHHbIN cnpoc” oAHO TpeboBaHUue 0,32
27 |aHanu3 OTKa30B, COCTaB/IEHWE CBOAKM OTKA30B B OTPAc/NeBOM paspese (No npuymMHam OAMH OTKas3 1,0
OTKas3a U Mepam MX NINKBUAALMM U NpeaynpexraeHuns)
28 | coctaBneHne 6ubnvorpaduyeckoro onuMcaHMA Ha AOKYMEHTbI, MMellwme Hanbonbliee 0ofHO 2,0
YMCNO OTKA30B, M NepeAaya KAapTOUYKM B OTAEN KOMMNJIEKTOBaHUA 6ubnunorpaduyeck
oe onucaHue
4.5.3. BHecTauMoHapHoe ob6cny»KuBaHue
Tabnvua 72
N HanmeHoBaHue npouecca, onepauymm. CoctaB paboTbl EanHuua Hopma BpemeHun, MuH.
n/n nsmepeHua
1 2 3 4
OpraHusaums 6MbANOTEYHbIX MYHKTOB, NepeaBUMKHbIX BUBANOTEK:
1 | 3aK/a4eHue gorosopa mexany 6ubanoTekon n opraHusaumen, rae byaer ocyLecTBAATLCA OAMH A0roBOp 270,0
BHECTaLMOHapHoe 0b6CNyKMBaHUe
2 | odopmneHue dopmynsapa BUBAMOTEYHOTO NyHKTa oANH bopmynsap 13,5
3 | odopmieHne nankM € AOKYMEHTamMW ([0roBop, [AOBEPEHHOCTb HA MOJyYeHWE KHMUT, 0/4Ha nanka 13,5
bopmynapos 6MH6IMOTEHHOTO NYHKTA, OTYETOB)
4 | cocTaBneHve cxembl pasmelLeHusa OUBAMOTEYHbIX MNYHKTOB Ha TeppuTOpuM roposaa, 0fHa cxema 126,0
paioHa
5 |coctaBneHune rpaduka obmeHa AOKYMEHTOB, HAaXOZALMXCA B BUOAMOTEUHbIX MYHKTAX, oAuH rpadumk 18,0
nepeaBuKHbIX bUbAnOTEKAX
6 | cocTaBneHune nnaHa MeToAMYecKol nomoLLm 6ubanoTekapam-obLLecTBEHHMKAM OAMH NnaHa 46,0
7 | odopmneHune o6bABNEHNA O AHAX M Yacax PaboTbl BUBAMOTEUYHOIO NYHKTA, NEPeaBUKHON | 0AHO 0bbABNEHME 12,0
61bMoTEKM
Moabop KOMNNEKTOB [AOKYMEHTOB A41A 6MO/AMOTEYHOro MyHKTa, NepesBUNKHOM
61bMoTEKM
MoabopKa KOMNAEKTa LOKYMEHTOB OAMH KOMMNNEKT
KonnyectBo LOKYMEHTOB B KOMMEKTE:
8 10 15,0
9 (30 45,0
10 [100 148,5
11 |Bblgaya [OKyMeHTa B 6MOAMOTEYHbIN MYHKT, OTMETKa B KHMXHOM dopmynsape AaTtbl | OAMH AOKYMEHT 2,0
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Bbl4a4yn, HOMepa NyHKTa

12 |3anuce B dopmynap 6UMBAMOTEUHOrO MyHKTA AaTbl BblgayuM [AOKYMEHTOB, KO/MYeCTBa o/iHa 3anucb 1,0
BblAaHHbIX M BO3BPALLEHHbIX B CTALMOHAP AOKYMEHTOB
13 |paccTaHOBKa KHWXKHbIX POpMynspoB B  KApTOTeKy 33 pa3fenuTesieM  CUMbl | OOMH KHUXKHBIN 0,4
6MBMOTEYHOrO MyHKTa, NepeaBuKHOM 6ubanoTekn, BHyTpM no andasuty damuauii dopmynap
aBTOpOB
14 |npuem [OOKYMEHTOB M3  6GMOAMOTEYHOrO NYHKTA, MNepeaBuMMKHON  OUOBAMOTEKM: | OAMH AOKYMEHT 1,6
npocTaB/iieHne OTMETKM O NpUeme, BNOXKeHNe GopmMmynspa B LOKYMEHT
4.6. O6cny:kuBaHue no mexx6ubanoreuHomy aboHemeHty (MBA)
Tabnvua 73
N HanmeHoBaHuWe npouecca, onepauymmn. CoctaB paboTbi EanHuua Hopma BpemeHu, MUH.
n/n nsmepeHua
1 2 3 4
O6cnyxuBaHue yntatenen bubnnotekm no MBA:
1 | perncrtpauma ymrtatena, nonvsyruweroca MbA OAMH ynTaTenb 1,35
2 | 3anonHeHue 61aHKa-3aKasa, NPOCTaB/IeHUE PErUCTPALLMOHHOTO HOMepa, AaThl O/AMH 3aKa3 2,2
3 | yTOuYHEHWe yKasaHHbIX YnTaTesieM CBEAEHWI O 3aKa3saHHOM [OKYMEHTe, LLean 3anpoca, O/ZMH 3aKa3 1,6
WCTOYHUKE, OTKYAa NOJyYeHbl CBEAEHUA
Bubnunorpadpuryeckan AopaboTKa 3aKasa; yTouHeHMe brubamorpadmuyeckmx ceeaeHuin:
4 | NO CNPaBOYHbIM U3JAHMAM 27,0
5 npyv NOMOLLM aBTOMATU3NPOBAHHbIX CPeACTB 0,22
6 | npoBepka HanMuMAa 3anpaliMBaeMoOro AOKyMeHTa B 6ubanoTekax ropoga, obnactv, | OAMH LOKYMEHT 10,2
pernoHa, B TOM Yncae No CBOAHbIM KaTasoram
7 | HanpaBneHue bnaHKa-3aKasa Cc NPOCTaB/ieHHOM OTMeTKoM (wTemnenem) "B ropose HeT" B OJMH 3aKa3s 0,27
OTpac/neBoi, yHUBEPCANbHbIW LLeHTP Uan B 6ubnnoTtekry (opraH MHGopmauun) no AaHHbIM
CBOZHbIX KaTaforos
8 |3anucb cBegeHUI 0 HanpasieHUK 3akasa no MBA (HaumeHoBaHMe 6UbAMOTEKM, AaTa) HA 0o4Ha 3anucb 1,4
060pOTHOM cTOpOHe baaHKa 3aKasa
9 |nomeweHne 6naHKa-3akasa B "KapToTeky 3anpocosB uuTaTeneir no MBA" 3a| ogHo TpeboBaHue 0,32
pasgenuntenem "3anpocbl no MBA, Hanpas/ieHHble B Apyrve 6ubanoTekn"
10 |npuem AOKYMEHTOB, NpUCNaHHbIX N0 MBA; pacneyaTka 6aHAeponn, NpoBepKa COCTOAHUA |  OAMH AOKYMEHT 3,8
LOKYMEHTOB, OTMETKa [JaTbl MO/JyYeHUs W  Ha3BaHMA OWBAMOTEKW, BbiCNaBLLEi
LOKYMEHTbI, MHBEHTAapPHOr0 HOMEpPa, CPOKa MO/b30BaHWUA; pa3smecTUTb G/aHK-3aKas u3
pa3gena KaptoTeku "3anpockl no MEA, HanpaeneHHble B gpyrue bubnvotekn" B pasaen
"MonyyeHHble no MBA usgaHua"
11 |onoselweHWe YUTaATENN O NONYYEHMM 3aMPOLIEHHOTO AOKYMEHTA M CPOKE NO/Ib30BAHMA UM | OAHO U3BeLLeHue 1,35
12 |Bblgaya yMTaTeNO NONYyYeHHbIX N0 MBA AOKYMEHTOB B YMTa/NbHOM 3ane (B CAyKeBHOM | OAMH AOKYMEHT 1,0
nomelieHnMn 6MBANOTEKM); CBepKa BblAABAEMOro JOKYMeHTa ¢ 6/1aHKOM-3aKa3om,
NnpoBepKa Ha/IMumA CTPAHUL, U COCTOAHWE AOKYMEHTA, OTMETKA BblAaun
13 | npuem AOKYMEHTa OT YyMTaTeNs B YMTA/NIbHOM 3a/e; CBEPKA JOKYMEHTa C YacTbio 6/1aHKa- | OAMH AOKYMEHT 0,5
3aKasa, NpoBepKa COXPAHHOCTU AOKYMEHTA, OTMETKA O Mpueme, NnomMeLleHMe JOKYMEHTa
B CMeunanbHo BblaeNeHHOe MecTO (3aKpbITbll WwKad)
14 | n3BneyeHne 6a1aHKa-3aKasa M3 KapTOTEKM, 3aNUCb cBegeHMI 06 oTnpaBKe U3gaHua (paTa, OZMH INCTOK 1,0
HOMep MOYTOBOro OTMpPaB/ieHWA); NepecTaHoBKa JIMCTKa U3 pasgena "lonyyeHHble No TpeboBaHuA
MBA nspaHua" B pasgen "BosBpalyeHHas antepatypa”
15 |noprotoBKka K OTNpaBKe [OKYMEHTOB B 6OuMBAMOTEKy-GoHAOAEp)KATeNb 3aKa3HOW | OAMH AOKYMEHT 3,6
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6aH,u,eponbro; ynaKoBKa 6aH,u,eponM, B3BelWlnBaHNE ee, HaKnensaHne Mapku (ecnm HeT
Ll,eHTpaﬂVIBOBaHHOVI onnartbl neperanM), HanncaHue agpeca, coctasieHne onncum

16 |paboTa c oTKasamu; Npu NosayvyeHUn oT BUbAMOTEKN-GOHOOAEPKATENS U3BELLEHUA 06 OAMH OTKa3 1,03
OTKase WM 334epiKKe BbIMOJHEHWA 3anpoca: U3BJAeYEeHWe U3 KapToTekn BaHKa-3aKasa,
YKa3aHWe Npu4YMHbl U AaTbl OTKa3a Ha 0OOPOTHOWM CTOPOHE, MepecTaHOBKA M3 pasgena
"3anpocbkl no MBA, HanpaB/ieHHble B aApyrne 6ubanotekn"” B pasgen "OTkassl no MBA"

17 | coobuweHune B oTaen 0bCNyKMBAHMA O NOJyYeHUM OTKa3a (aaTa, NpuymnHa) OAMH OTKa3 1,35
O6cnykmBaHue aboHeHTOB No MBA
Mpunem 3aKka3o08.:

18 | npwu oTcyTcTBUM HOMepa aboHeHTa Ha baaHKe-3aKa3e NpoBepKa No KapToTeke abOHEHTOB, OAMVH OTKa3 1,0
aboHMpyeTCcs M AaHHas opraHM3auma

19 |opraHusauma aboHupyeTca: NpocTaBieHMe HoMepa Ha BnaHKe-3aKase, CBepKa agpeca, OAMVH OTKa3 3,6
Ha3BaHWA opraHu3aumm, Gbamumanm oTBeTcTBEHHOro nNo MBA, BHeceHVMe W3MEHeHWW B
KapTOYKM

20 |nepBuyHOoe obpalieHWe aboHeHTa B TEKyWem roay: MpPOCTaB/leHME B KapTOYKe roj, OAMVH OTKa3 3,6
obpauweHun, aaty

21 | odopmneHue aboHeHTa (OpraHMsauma paHee He abOHMPOBANACh): NPUCBOEHNE aBOHEHTY OAWNH aboHeHT 5,0
HOMepa, 3aMoJIHEHME KapTOUYKM pernctpauumn aboHeHta MBA u pasgenutens (opmynsp),
YKa3aHWe NoaHOro HauMeHoBaHUA BUBAMOTEKM, NOYTOBOrO agpeca, TenedoHa, pammnanm,
MMEHW, OTY4ECTBa OTBETCTBEHHOIO NMLA, AaTbl OTKPLITUA M HOMepa aboHeHTa

22 | pacCcTaHOBKA PerncTpaLmMoHHbIX KAPTOYEK B KAPTOTEKY O4Ha KapTouKa 0,32

23 |odopmneHve u3BeweHua ana aboHeHTa (cTaHAApTHOE u3BelieHMe 06 OTKPbITUKM | O4HO U3BELLEHUE 1,6
aboHeMeHTa); 3anpoc HELOCTAIOLWMX CBEAEHMUI AN KAPTOTEKM TUMNOBLIM NMUCbMOM

24 | npoBepKa MPaBUIbHOCTM 3amnosiHeHMA O/laHKa-3aKasa, 3af0/KEHHOCTM aboHeHTa, | oauH 61aHK-3aKas3 3,8
npocrasfieHne Ha obopoTe 1-i1 yacTM bnaHKa-3akasa (CTp. 2) cBoero wremnena u Aatbl
nosly4yeHus 3akasa B pybpuke "CnykebHble oTMETKM BubanMoTeKapa" npu BbINOJAHEHUU U
nepeHanpaBneHMM 3aKasa B CTpoKe "paiioH, ropoa"”

25 |nepefaya Ha y4yacToK paboTbl C OTKasaMu HenpaBuabHO OQOPM/IEHHBIX 33aKa3oB M OAMH bnaHK 0,43
3aKa30B abOHEHTOB-3340/1KHNKOB

26 |wundpoBKa 3aKa3zoB aboHeHTOB; NoAbOpKa 61aHKOB-3aKa3oB Mo asdaBuTy, MPOBEpPKA OAMH bnaHK 2,7
Ha/MuYMA AOKYMEHTa No KaTtanory

27 |NoAroTOBKa AOKYMEHTa K Bblfaye: CBEPKa AOKYMeHTa ¢ 61aHKOM-3aKa3om, MpoBepKa | OAWH JOKYMEHT 1,4
Ha/IMuMA CTPaHUL, U COCTOAHUA [OKYMEHTa, NpocTaBieHMe Ha OaHKe-3akase wudpa
OOKYMEHTA, YKa3aHMe MHBEHTapHOro HOMepa, KOJM4yecTBa AOKYMEHTOB, AaTbl BblAauw;
npocrasnieHue wWremnens 6MH6AMOTEKM C Ha3BaHMEM M MOYTOBLIM afPECOM, YKasaHue
CpOKa BO3BpaTa, NpocTaB/ieHne Homepa 6aHAEepPONN BHU3Y

28 | nocTaHOBKa 3aKasa Ha oyepenb (B C/lyyae 3aHATOCTM W34aHWUA); OTNPaBKa M3BeLLeHUs OfMH 3aKa3s 1,6
aboHeHTy

29 |nepepavya M34aHMA Ha KonupoBaHWe (Mpu 3aKase Ha OGparmeHT M3gaHuA: CTaTbd U3 OJMH 3aKa3 2,7
YKypHana, cbopHuKa)

30 |oTnpaBka AOKyMeHTOB aboHeHTaM: ynakoBKa HaHAeponn, B3BEWMWBaAHWE, HaKNenBaHWe | OAWH JOKYMEHT 2,5
MapKu, HanMcaHue agpeca, COCTaBleHMe ONUcK

31 | pacctaHoBKa 6/11aHKOB-3aKa30B (1-A YacTb) Ha BblAAHHblE [LOKYMEHTOB (BbiCNaHHble) B| OAWH AOKYMEHT 0,32
KapToTeky obcnykuBaHus aboHeHTOB B pa3gen "BbigaHHble no MBA nsgaHus"

32 | 6ubnunorpaduryeckan nopaboTka HEBbIMO/HEHHbIX 3aKa3oB; yTOYHEeHWe | OOUH JOKYMEHT 3,2
6ubnnorpadryeckmx cBeAeHU No CNPaBOYHbIM U34AHUAM

33 | BbIABNEHWE HA/MYMA 3aNpallNBaEMOro 4OKyMeHTa B bubanoTekax ropoaa, permoHa OAMVH AOKYMEHT 10,2

34 |odopmneHve 3akasa K nepeHanpaBneHutio B Apyrme 6uMBAMOTEKM; YyKasaHMe Ha OAMH 3aKa3s 2,7

060pOTHOI CTOPOHE MPUUMHBLI U AaTbl NepeHanpas/ieHus, OTMETKU O MpOBepKe Mo
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CMNPaBOYHbIM U34aHUAM, CUIbl BUBAnOTEK-DOHAOAEPKATENEN N0 CBOAHOMY KaTanory

35 | oTnpaBka aboOHEHTY U3BeLLEeHWUA O NepeHanpaBAeHMM 3anpoca € yKazaHuem 6MbanoTekn, | 04HO U3BeLLeHUe 1,6
B KOTOPYIO OH Hanpas/ieH
36 |pernctpauma oTkasa B y4yeTHblx Popmax; oTnpaBKa aboHeHTy 6naHKa-3akasa B cayyae OJMH OTKa3 3,6
HEBO3MOXHOCTU BbIMNONHEHUA C OTMETKOW O MNPUYMHE OTKasa B COOTBETCTBYHOLLEN
pybpuke
37 |npvem [OKYMeHTa, BO3BpaLLEHHOro abOHEHTOM; MOJyYeHWe Ha nouTe, pacneyaTka | OAWH LOKYMEHT 3,2
6aHAeponn, NPoBEPKA COCTOAHMA AOKYMEHTa, u3BneyeHne 61aHKa-3akasa M3 KapToTeKu
o0b6cnyKnBaHna aboHEHTOB, yKasaHWe Ha Hem AaTbl BO3BpaTa AOKYMEHTA, NepectaHoBKa
6naHKa-3akasa B pa3gen "BosBpalleHHaa auTtepaTypa”
38 | KOHTPO/Ib 332 CPOKAMM NONb30BaHWUA AOKYMEHTOB, BbliBJI€eHNE AO/MKHMUKOB, HaNpaBieHue | OAUH AOKYMEHT 1,6
HaNOMWHAHWM
BbinosHeHue pabot B AC:
39 | dopmupoBaHmne 6asbl AaHHbIX 06 aboHeHTax MO COOTBETCTBYHOLEN ¢dopme, BBOZ, OAMH aboHEHT 5,4
MHbOpPMaLMM 0 HOBOM aboHeHTe
40 | nowuck B 6base AaHHbIX cBeAeHN 06 aBOHMPOBAHUKN OpPraHN3aLUK; BHECEHNE U3MEHEHUI OAMH aboHEHT 3,6
41 | BBOA MHOPMALMM O NPUEME 3aKa30B OT abOHEHTOB OAWNH aboHeHT 0,27
42 |BBOA MHOOPMALMM O MNepeHanpasB/eHUM 3aKasa, BblBOA, HA MNPUHTEP M3BELLEHUA O OAMH aboHeHT 1,6
nepeHanpaBneHMM 3aKasa
43 | BBOA AaHHbIX O NOCTAHOBKE 3aKa3a Ha oyepesb; coobLlieHne aboHeHTy OAMH aboHeHT 1,6
44 | perucTpaums BblaaHHbIX aDOHEHTY JIOKYMEHTOB, NPOCTaB/IEHNE CPOKA BO3BpaTa OAWH JOKYMEHT 2,7
45 | ypaneHue U3 MaccuBa AaHHbIX O BO3BPALLEHHOM AOKyMeHTe OAMVH AOKYMEHT 0,16
46 | KOHTPO/Ib 33 CPOKAMM BO3BPATA AOKYMEHTA: NOUCK M OTOOP AAHHbIX B MAMATM MALUUHbI O OAMH aboHeHT 2,7
330/KHMKAX, BbIBOA, HYXHOMW MHOOPMALMU HA NPUHTEP, pacneyaTka CNUCKOB C
yKasaHunem agpeca aboHeHTa
4.7. MaccoBas pabora
Tabnvua 74
N HanumeHoBaHue npouecca, onepaumu. CoctaB paboTbl EanHuua Hopma BpemeHun, MUH.
n/n nsmepeHus
1 2 3 4
MoAroToBKa MaccoBbIX MeponpUATUI
OnpeaeneHne Tembl, COCTaBa ayAUTOPWUW, OTBETCTBEHHOrO 3a MepOonpuATUE B LLEJIOM, ofiHO
COCTaBNEHME MN/aHa MOArOTOBKM  MEpPONpUATMA, BOMPOCOB ANa  0bCyKAeHus, meponpuatue
npurnaleHne KOHCYNbTaHTOB, IEKTOPOB, NOABOPKa AOKYMEHTOB MO TeMe MepPonpuUATUA;
OpraHM3aLmA BbICTaBKM NTepaTypbl, aibOOMOB; ONOBeLLeHME YuTaTeNEN O MEPONPUATUMN
yepes aduwu, nybankaumm B neyaTu, NO Paamo, TENEBUAEHWUIO, Yepe3 3NEKTPOHHYIO
paccbiNKy; BbIABMIEHWE BbICTYNAOWMX; MeYyaTb W PacnpoCTPaHeHWe NPUrNACUTENbHBIX
6MNeToB, W3roTOBNEHME PEKBM3UTOB, KYKOA, AeKopauui, KOCTIOMOB; NOAroTOBKa
nomelleHnsA; MpoBefeHMe COBELWAHMA NO MToram MOArOTOBKM W MNpoBeAeHuA
MeponpuaTuii, odopmneHve npoOTOKOAA, COCTaB/ieHWe W onybanKoBaHWME WTOroB
npoBeAeHHbIX MePONPUATUIA:
1 |uyuTaTenbckan KoHpepeHuus 4900,0
2 | nMTepaTypHO-XYAOXKECTBEHHbIV Beyep, Beyep 0Tpac/ieBOM KHUMM, AUCNyT 3340,0
3 | BEYEp BOMPOCOB 1 OTBETOB, YCTHbIM ¥KYypHan 2600,0
4 | Knyb no MHTepecam 2600,0
5 | BeTCKUI yTPeHHUK 3900,0
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6 | BUKTOPUHA, KOHKYPC, Urpa-nytellecTame 3900,0
7 | BbICTaBKM AETCKOro TBOpYECTBa 2280,0
8 | nuTepaTypHO-No3HaBaTenbHOro 3aHATMA Ao 30 yenosek (rpynnoBoro) 1800,0
9 | ypoka TBOpYecTBa (macTep-kiacca) 960,0
10 | KomaHAHOWM urpbl-KkBecTa (cBbiwe 30 Yenosek) 4800,0
11 | kBecTa ana ogHow rpynnbl go 30 Yenosek 2400,0

OpraHu3auma KHUKHbIX BbICTaBOK

CocTaBneHne nnaHa oOpraHM3auUMM W NPOBeAEHWA BbLICTABKW; BblABAeHWe M OT6Op

OOKYMEHTOB; MOATrOTOBKA COMPOBOAMTE/NIbHOM AOKYMEHTaUMW K BbICTaBKe; Co3faHue

XYOOMKECTBEHHOrO MPOEKTa; MOHTaX BbICTaBKM; OpraHusaumua UHGOPMaLUOHHO-

peknamHol paboTbl No

nonynapu3aLun BbICTaBKU; NoABeAEHNE UTOTOB PaboTbl

TemaTnyeckme BbICTaBKM 06LWebMbnMoTeYHOro macwTaba, opraHuM3yemble Ha (OHAAX [ OAHA BbICTABKA

6ubnunoteku:

Konnuectso skcnoHaTos:
12 |1-50 560,0
13 |51-100 1120,0
14 |101-200 2240,0

BbicTaBKM No onpeaesieHHON 0TPacAN 3HAHWI UK TeMe, OpraHu3yemble

Ha ¢poHae bubnmotekn O/iHa BbICTaBKa

Konunyectso skcnoHaToBs:
15 |1-50 310,0
16 |51-100 940,0
17 |101-200 1920,0

Ha doHpe otpena 0/Ha BbICTaBKa

Konunyectso skcnoHaToB:
18 |1-25 180,0
19 |26-50 360,0
20 |51-100 720,0

BbICTaBKM, NOCBALLEHHbIE XU3HU U AeATeNbHOCTU Bblaatowmxca ntogen ("nepcoHanmnn") 0/iHa BbICTaBKa

Konnuectso skcnoHaToB:
21 |1-10 47,0
22 |11-25 110,0
23 |26-50 210,0

BbICTaBKM Ha NONIKaX CTe/INaxen OfHa BbICTaBKa

Konunyectso skcnoHaToB:
24 |1-5 25,0
25 |6-10 44,0
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BbICTaBKKM HOBbIX I'IOCTYI'II'IEHMI‘;I

O4Ha BbICTaBKa

Konnyectso 3KCMOHaTOB:

26 |1-25 40,0
27 |26-50 72,0
28 |51-100 160,0
PaspaboTka ¥ anpobauma Nporpamm 3aHATUI W TPeHWHroB (Bblbop Tembl, noabop 04HO 3aHATUE
NUTepaTypbl, COCTaB/eHUE MaaHa 3aHATUWA, NoAbop MaTepuana, aHaAn3 NPoBeLEeHHbIX
3aHATUIA, opaboTKa):
29 | maccoBoe 3aHATUE 3000,0
30 |rpynnoBoe 3aHATHE 1500,0
31 |uHgmBMAayanbHoe 120,0
MpoBeaeHWe 3aHATUA (NOArOTOBKA, peneTuLms, NpoBeaeHue, ybopKa nomelleHus): OfHO 3aHATHE
32 | maccoBoe 3aHATME 300,0
33 |rpynnoBoe 3aHATHE 210,0
34 | uHauBUAyanbHoe 90,0
Urpbi-KBecTbl (nUTepaTypHble, NPodOpPUEHTALMOHHbIE, TEMATUYECKUE) 0/Ha Urpa-KBecTa
35 | noAroToBKa Mrpbl-KBecTa: Bblbop Tembl, Nnogbop /AMTepaTypbl, HanucaHWe CcueHapus, 300,0
M3roToBNEHME KOCTIOMOB MW AeKopauuii, nogbop npegmMeTHOro psfa, CoCTaB/eHue
NosIoXKeHUs 06 Urpe-KBecTa; Paccbi/ika NPUTALLEHUI U CIUCKA INTepaTypbl, COOp 3asBOK;
3aKynKa npu3os; opopmieHWe M neyaTb CepTUPMKATOB W rPamoT, MyTEBbIX JIUCTOB;
odopmaeHne BbLICTAaBOK AETCKMX paboT, paboTa KIOpU KOHKypca B pPaMKax KBecTa,
peneTuumm
36 |npoBeaeHMe: MOArOTOBKA MOMELLEHUI CTaHUMI, NpoBeAeHWE Wrpbl-KBecTa, ybopkKa 480,0
nomeLLeHus
Peknama 6ubnmoTeku; paboTa No NpuUBAEYEHUIO YMTaTENEN:
37 |NOAroTOBKAa peKkNamHoro cooblieHusa B neyatb, NO paavo, TenesuaeHwuto o paboTe | ogHa nybanKaums, 420,0
61MbnnMoTekn,  OCOBEHHOCTAX  PYHKLUMOHMPOBAHUA  PaA3/IMYHBIX  NoApPa3LeNeHuld, | oAHO cooblieHne
HOMEHKNAType ycayr, npefocTaBasembix bubavortekomn
38 |noaroToBKa MNjakata o peAtenbHocTM 6ubanotekn (Bblibop Tembl, onpeaeneHue OAMH Nnakat 210,0
cofiepkaHusa u Gopmbl, caaya B Neyats)
39 | opraHu3aumsa 3KCKypcuid; npuem n odopmMneHue 3anaBKM, YTOYHEHME TeMbl IKCKYPCUI M | OfHA IKCKypcua 52,0
COCTaBa 3KCKypCaHTOB
BbifABNeHWe noTeHumanbHbiX noTpebutenen 6GUbANMOTEYHO-UHGOPMALMOHHBIX yCayr
6MbAMOTEKM:
40 | npocmoTp npecchbl OAMVH AOKYMEHT 6,8
41 | npocMOTpP U aHaNU3 JOKYMEHTOB KOHKYPUPYOLWMX dbupm OAMNH AOKYMEHT 52,0
42 | BegeHMe KapToTekn NoTpeburTeIbCcKoro pbiHKa 0fHa KapToukKa 1,3
43 | BcTpeuu c pykoBoautenamm Gupm, opraHuM3aLunn, npeanpuaTmi 0ofHO 210,0
meponpuatue

MpumeyaHue:

- BpEMA OpraH13aLMmn BbICTaBOK INTEPaTypbl, NPOBEeAEHNE MACCOBbIX MEPOMPUATUI U SKCKYPCUI B HOPMY BPEMEHW HE BXOAMT;
- K HOpMaM BpeMeHU MPUMEHAIOTCA NOBbIWAtOLWME KO3OOULMEHTDI: NPY OpraHn3aLmm Bble3gHOM BbICTaBKM - 1,1; NpW 3KCNMOHMPOBAHUK
Ha BbICTaBKe NTepaTypbl Ha MHOCTPaHHbIX A3blKax - 1,6.
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4.8. CnpaBoyHas U HPopMaUMoHHaA paboTa

Tabnvua 75
N HanmeHoBaHue npouecca, onepaumun. CoctaB paboTbl EanHuua Hopma BpemeHu, MUH.
n/n nsmepeHus
1 2 3 4
YyeT noCTynUBLLMX BTOPUYHbIX AOKYMEHTOB (KapToyek)
CyMMmapHbIit y4eT KapTouyeK B KypHane NOCTynneHWi U BblbbITUA B PErncTpaLMOoHHbIX ofHa napTusA
KapToTeKax
Yncno NocTynmBLLMX KapTOYeK:
1 |1-110 19,0
2 |111-220 63,0
3 [221-600 160,0
4 | BblABNIEHWE HEBbINOJIHEHHbIX 3aKa30B; COCTaB/IEHME 3aABKM HA HEBbLIMO/IHEHHbIE 3aKasbl OJMH 3aKa3s 4,5
OpraHu3auua cnpaBoYHO-6ubanorpaduyeckoro annaparta (CBA)
MpocMmoTp 1 0T6OP AOKYMEHTOB U3 TEKYLMX NOCTYNAEHUI ANns BKAoYeHUn B CBA, B TOM
yncne KpaeBeaYeCKU KaTasor:
5 KHUra o4Ha KHUra 3,2
6 | cbopHuK 0fiHa cTaTbA 2,7
7 | XypHan ofHa cTaTbA 2,7
8 raseta ofHa cTaTbA 1,6
9 | 6ubnnorpaduyeckoe nocobune o/lHa 3anucb 0,5
10 | neTonmcb KHWMMKHbIX, }KYPHaNbHbIX M ra3eTHbIX cTaTel 0ofHa 3anucb 0,83
11 | NPUKHWNKHBIN BUBAMOrpadpuyecknin cnucok 0/iHa 3anucb 0,5
CocTtaBneHue 6ubanorpadpuyeckom sanucu 0OflHa 3anucb
Konunyectso anemeHToB 6ubnnorpaduyeckort 3anucu:
12 |1-4 3,2
13 |[5-6 0,5
14 |7-9 6,0
CocTaBneHve aHHOTauuK, U3yyeHme AOKYMeHTa, HanncaHue TeKcTa: OflHa aHHoTaunA
15 |aHHOTMPOBAHWUE KHUT 260,0
16 |aHHOTMpOBaHWe cTaTel 156,0
17 |aHanuTUYecKas POCNUCh XKYPHaNbHbIX, FA3eTHbIX CTaTel, COOPHMKOB, Bubnnorpadmyecknx | OAMH AOKYMEHT 3,8

nocobwi: COCTaB/IeHME aHANUTUYECKOM

pocnucu

O3HaKoOm/ieHne C coaepxaHnem wu3naHusA,

MpocmoTp NOCTYNUBLIMX MHGOPMALMOHHbIX (BTOPUYHBIX) JOKYMEHTOB U OT6OP MX AN
BKNIOYEHUSA B CNPaBOYHO-6Mbanorpaduyeckuii annapart (nepsuyHbIin oT60p)

MpocMoTp MHPOPMALMOHHBIX M3LaHUK (B TOM 4YMCie KapTOuku) M OoT6op U3 HKX
OOKYMEHTOB A/ BKAtoYeHun B CBA; cucTemaTmsaumsa KapToyek Mo TMNam KaTanoros U
KapTOTeK; NPoBepKa MHAEKCOB, PAaCCTaHOBKa KapToyek

OfHa KapTouka

Yucno KapToyek:
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18 |1-10 18,0
19 |11-100 165,0
20 |101-300 490,0
MpocmoTp 1 oTbop KapTouek B CBA C Uenblo M3bATUA UM NepemelleHusa (BTOPUYHbIN
oT6op):
21 |n3bATME U3 KATANOrOB M KapTOTEK KapTOYeK Ha [OKYMEHTbl, CrlucaHHble u3 ¢oHAa; 0AHa KapTouKa 1,5
NPOCMOTP KpaesBeayeckunx, bubnmnorpaduueckmx n dpaktorpadmuyecknx KapToTek, U3baTue
M3 HUX KapTO4yeK Ha [OKYMEHTbl, MOTepABLIME LEHHOCTb, NepeBefeHne KapToyek B
apXUBHbIe KapTOTEKM (YHUUTOMKEHWE); BHECEHME OTMETOK B JKypHase y4yeta W
PerncTpaLnoHHOM KapToTeke
OpraHusauma rnaBHoM cnpaBoYHOM KapToTeku (FCK):
22 | NpoCMOTp 1 OTOOP AOKYMEHTOB AnA BKAtoYeHUA B [CK; odopmaeHne KapTouKm OAMVH AOKYMEHT 2,7
23 | HanucaHWe 1 pacCTaHOBKa pasgenurtens O4MH pasgenurens 1,7
PepaktnposaHue I'CK:
24 | ncknodeHve un3 [CK KapToyeK Ha [OKYMEHTbl, YCTapeBWWE WAM HenpodubHbIe, OJHa KapTouKa 5,0
nepesefeHUE UX B aPXMBHYIO YacTb (M3bATUE); AETANN3UPOBAHME Pa3aeNbl
25 | HanucaHuWe HOBbIX pasaenuTenen O4MH pasgenutenb 1,4
OpraHu3aums KapToTEKW NEePCOHANNNM:
26 |onpeaeneHne W COCTaBNE€HME MNEPeYHs /1L, CBEAEHMA O KOTOPbIX OTPaXKaktTcA B | OAUH AOKYMEHT 10,0
KapToTeKke; MPOCMOTP MHPOPMALMOHHBIX W3AAHWIA, NEPBUYHBbIX AOKYMEHTOB, OT6Op
LOKYMEHTOB ANA BKAOYEHUA B KAPTOTEKY
27 | TEXHMYECKan U cogeprkaTenbHas 0b6paboTKa AOKYMEHTOB A/ BK/AOYEHUA B KapTOTEKY; | OOUH LOKYMEHT 2,7
paccTaHoBKa KapToyeK no andasuty Gamuanii aBTopos 1 Mo BUAAM AOKYMEHTOB
28 | HanucaHuWe U PaccTaHOBKA pasaenuTenen O4MH pasgenutens 1,4
OpraHusauus paktorpaduyeckon KaptoTekun (OK):
29 |onpeaeneHne npeameTa, OO6bEKTa M OCHOBHbIX NPW3HAKOB AN oTparkeHua B OK; | oaWH JOKYMEHT 2,7
NPOCMOTP SOKYMEHTOB U 0TOOP AN1A BKAloUeHUA B DK; 3aHeceHMe oTobpaHHbIX cBeaeHui
Ha KapTbl MHPOPMALMOHHOrO MAcCMBa C BHECEHMEM COOTBETCTBYIOLLMX OTMETOK B
NMOWCKOBbIV Maccus dakTorpaduyeckon KapToTekn
30 |pepaktnpoBaHue @K; nposepka NPaBUIbHOCTM BHECEHWUA CBEAEHUM M yKasaHui 06 | OAWH LOKYMEHT 1,6
WCTOYHMKaxX MHPopMaLumm
31 | HanucaHue M pacCcTaHOBKa pasgenutenei O4MH pasgenuTtenb 1,4
OpraHu3auma TemaTUyYeCcKMX NanokK raeTHbIX BbIPe30K:
32 | npoCMOTp raseTHbIX BbIPE30OK U UX CUCTEMATM3aLMA 0fiHa Bblpe3ka 2,5
33 | odopmneHue BbIpE30OK ANA XPaHEHWMA B TeMaTUYeCcKUX Marnkax; KpaTKoe onucaHue 0fiHa Bblpe3ka 3,2
WCTOYHMKA, HaKNenBaHME Ha KapTOYKK
34 |cnpaBKku no TenedoHy O AeATeNbHOCTM 6UBAMOTEKM (MpenocTaBneHue MoAb30BaTeNAM exeHeBHO 90,0
UHPopmauumn o paboTe OMBAMOTEKM, KPYXKKOB, CTyAMI, NPOBELEHUA KOHLEpTOB;
coeauHeHue ¢ ApyrMMu noapasaeneHmamm 6ubanoTtekm)
4.8.1. CnpaBo4Ho-6ubanorpadpuyeckoe obcnyxmsaHume
Tabnvua 76
N HanmeHoBaHue npouecca, onepaumun. CoctaB paboTbl EanHuua Hopma BpemeHu, MUH.
n/n nsmepeHus
1 2 3 4
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Mpuem 6ubnnorpadmyeckmnx 3anpocos:

1 |npuem 6ubamorpaduyeckoro 3anpoca; YTOYHEHWE Tembl, LEeNeBOro U 4YUTaTeNbCKOro O/ MH 3anpoc 5,0
Ha3Ha4YeHMA, NONHOTY UCTOYHWUKOB, TUNOB, BUAOB M XPOHONOIMYECKMX PAMOK 3aMpocoB
BbinosHeHWe cnpaBok
BbinosHEHWe TemaTMYyecKoW ChnpaBKW; MOUCK M OTOOP [OKYMEHTOB; COCTaB/eHue 0/Ha crnpaBKa
6ubnunorpaduryeckoro onmcaHma
MUCbMEHHO; KONNYECTBO UCTOYHMKOB:
2 |1 3,0
3 |2-5 15,0
4 |6-10 30,0
YCTHO; KONIMYECTBO UCTOYHUKOB:
5 |1 2,0
BbinonHeHWe agpecHo-6Mbanorpaduyeckon cnpaBku; yCTaHOBIEHWE HAaIMUYUA UAN MeCTa
HAXOXAEeHUs LOKYMEHTA UK ero Yactu B doHae BubanoTekn
MUCbMEHHO; KONNYECTBO UCTOYHUKOB:
6 |1 2,0
7 |2-5 12,0
8 |6-10 24,0
YCTHO; KOIMYECTBO UCTOYHUKOB:
9 |1 1,5
BbinosHeHWe yTouHAoWwen 6ubanorpaduyeckoin crnpaBkW, ycTaHaBAMBAlOLWEN WU (Maun) 0/Ha crnpaBKa
YTOYHAIOWEN 3/71eMeHTbl 6ubanorpadprMyeckoro OMMUCaHWA, KOTOpPble OTCYTCTBYHOT WM
WCKaKeHbl B 3aMpoce Yntatens
MUCbMEHHO; KONNYECTBO UCTOYHUKOB:
10 |1 2,7
11 (2-5 14,0
12 [6-10 27,0
YCTHO; KONIMYECTBO UCTOYHUKOB:
13 |1 1,6
BbinonHeHue ¢daKTorpadmyeckolt cnpasKkKM, YCTaHAB/AMBAOWEN KOHKPETHblE CBeAEHMA O 0/Ha crnpaBKa
TEX UM UHbIX 06bEeKTax, cobbITUAX, MpoLLeccax, AaTax
MUCbMEHHO; KONNYECTBO UCTOYHMKOB:
14 |1 2,7
15 (2-5 13,5
16 [6-10 2,7
YCTHO; KOIMYECTBO UCTOYHUKOB:
17 |1 1,6
KoHcynbTaumsa y cnpaBovHo-6ubanorpadpuyeckoro annaparta
18 |MpoBeaeHune 6eceabl 06 opraHM3aLMmK 1 UCNONb30BAaHUMN PA3/INYHBIX YACTen CNPaBOYHOro ofHa 10,0
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annapara, no metoauke 6ubanorpadpuueckoro nomcka

KOHCYyNbTauunAa

BepeHune GoHAA BbINOJHEHHbIX CMPABOK:

19 |otbop cnpaBok ana oHAa, pasnoxKeHue no nankam (KoHBepTam); obopmaeHne cnpaBku OofiHa cnpaBka 0,5
(3anuce B TeTpagb yyeTa)
20 |cocTaB/ieHMe KapTOYKM QA8 apxvBa; YKasaHMe NOpAAKOBOro Homepa, Tembl, AaTbl 0Ha KapTouKa 2,7
Bbl4a4yN; YCTAHOBKA KapTOYKM B KapTOTEKY apXuBa BbINOJIHEHHbIX CNPABOK
PaboTbl B pexkume AC:
21 | dopmupoBaHMe TrNaBHOW cnpaBoyHOW KapToTekn (ICK); BBOog B 6a3y [JaHHbIX | OA4HA KapTouKa 2,0
aHa/NIMTUYECKOW POCNUCK ra3eTHOMXYPHa/IbHbIX CTaTel, COOPHMKOB
22 | noucK u oTbop bmubnanorpaduryeckoit 3anncK No ycaoBUAM O/iHa KapTouyKa 2,7
23 | BbIBOA Ha 3KpaH bubavorpaduyeckon 3anmcu nam oTaebHbIX CBEAEHWUI; pacnedyaTka 0AHa KapTouKa 1,0
4.8.2. bubnunorpaduyeckoe nHpopmuposaHue
Tabnvua 77
N HanmeHoBaHue npouecca, onepaumun. CoctaB paboTbi EanHuua Hopma BpemeHu, MUH.
n/n nsmepeHua
1 2 3 4
BbiaBneHne MHGOPMaUNOHHbBIX NOTPEBHOCTEN CNeunasmcToB MeTo40M aHKETUPOBaHMUA:
1 |onpepeneHve KOHTUHreHTa notpebuteneit uHbopmaumu; paspaboTka 3asaBKU ANaA | ogMH noTpebuTtens 34,0
onpegeneHma MHGOPMaLMOHHbIX NoTpebHOCTeW (3anpocoB); paccblnKka (pacnpocTpaHmTb)
3asABKN; 06pabOTKa MOJIyYEHHbIX 3asABOK; COCTaBAeHWe Ha 6ase nosyyYyeHHbIX AAHHbIX
KapTOTEKM KOHTUHreHTa notpebutener uHbopmaumm u  UX  MHOOPMALMOHHbIX
notpebHocTe (3anpocos)
BbifABneHWe MHOOPMALMOHHBIX MNOTPebHOCTEN CNEeuMannucToB Ha OCHOBE aHanu3a
NAaHOBO-OTYETHOM AOKYMEHTaUUu:
2 | oTbop, M3y4yeHUne, aHaIN3 OTHETHbLIX LLOKYMEHTOB U GOPMMUPOBAHME TEMATUKN CMPABOYHO- | OAMH OTYETHbIN 24,0
MHPOPMALMOHHOIO 06CNYKMBAHUA B PA3HbIX PEXKMMAX OOKYMEHT
3 | pacnpeneneHve  TeMaTUMYeCKUMX PybpuK  MHGOOPMALMOHHBIX  NOTpebHocTen Mo ofHa pybpwuka 2,7
noApasaeneHnaM, y4acTBYHOLLMM B CNPAaBOYHO-MHPOPMALMOHHOM 06CNYKUBAHUK
3aK/o4eHre ¢ aboHeHTammM Jorosopa Ha MHGOPMaLMOHHOE 06CyKMBaHMeE:
4 | aHanM3 AaHHbIX O 3aUHTEPEeCcoBaHHOCTU abOHEHTOB B MHGOPMALMOHHOM OBCNYKMBAHUM OAWH A0roBOp 2300,0
M pexumax u3bupaTenbHoro pPacnpocTpaHeHUAs W PEeTPOCMEKTUBHOTO  MOMCKa;
3aK/II04EHME U MepecMmoTp AOroBopa
dopmupoBaHne cetTn aboHEeHTOB cCUCTEMbl  M3BMpaTenbHOro  pPacnpocTpaHeHus
nHpopmauun (UPU):
5 onpegeneHve KOHTMHreHTa aboHeHTOB cucTembl WPW;  BblsBneHMe TWUMOBbIX MU OAMH aboHeHT 34,0
WHOMBUAYANbHLIX 3anpocoB aboOHEHTOB; M3ydyeHue, KnaccuduKauma, UHAEKCMpOBaHME
3anpocoB; BBeAEHME AAaHHbIX O 3aMpocax B afipeCHYI0 KapTOTeRy
MNoAroToBKa cMrHanbLHOro onoselleHusa B cucteme MPU
BbifiBNeHWe, NPocMOTp M 0TOOP MaTepuanoB M3 TEKYLLMX NOCTYNAEeHWI; pacnpeaeneHune | o4HO onoBelleHne
0TOBpPaHHbIX MaTePMANOB U3 TEKYLLMX NOCTYNAEHUI No aboHeHTam
KonnuyectBo NpocMoTpeHHbIX AOKYMEHTOB:
6 (1-2 3,0
7 (3-4 12,0
8 [5-10 32,0
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MoaroToBKa NOA460POK CUrHANbHbLIX ONOBELLEHWI B cucTeme UPU

3anosHeHvMe 6naHKa-3akasa Ha TUPAXKMPOBAHME; PerucTpauusa NOCTYNUBLUMX KONWUN,
npoBepKka MX KayecTBa M  3K3EMMAAPHOCTW; 3aMO/NHEHWe  COMpPOBOAUTENbHOM
LOKYMEHTaLum

OA4HO onoseuieHune

Konunuectso 3anpocos:

9 [1-2 14,0
10 |3-4 17,0
11 |5-7 21,0
12 |8-10 25,0
MpocmoTp 1 0T60p AOKYMeHTOB AN15 BBoAa B AC
MpocmoTp maccuBa NOCTYMUBLUMX AOKYMEHTOB; OTOOP AOKYMEHTOB COOTBETCTBYIOLLEN | OAMH JOKYMEHT
TEMaTUKK 1 BBeAeHUe B 6a3y gaHHbix AC
OT60p NepBUYHbLIX JOKYMEHTOB:
13 |1-50 290,0
OT60p BTOPUYHbIX JOKYMEHTOB:
14 |1-50 110,0
15 | noaroToBKa KapTO4KM gns paboumx kapTotek UPU O4HO onucaHue 2,7
16 | noaroToBkKa TpadapeToBs c KapToukamu UPU gns TMpaxKMpoBaHUs OAMH TpadapeT 1,4
KoppeKTupoBKa BbIXOAHbIX Tabyaarpamm:
17 | ocHoBHOM pAag, OJHa 3anucb 2,7
18 |BcnomoraTesbHbIN yKasaTenb 0ofHa 3anucb 1,6
19 | peaaktTMpoBaHue BbIXOAHbIX Tabynarpamm n obopmieHne 4OKYMEHTOB OJHa 3anucb 4,2
20 |HapesaHue, pacneyaTka NoAOOPOK Ha OTAe/bHbIe ONUcaHnA 0AHO onucaHune 1,6
KoppekTupoBsKa cuctembl MPU no pesynbTaTam aHanunsa KapTt obpaTHOW cBA3M
O6paboTka W aHanM3 KapTbl O0OpaTHOM CBA3W; BHECEHWE OLEHKM CUTHA/NbHOro OfiHa KapTa
OMOBELLEHNA B YYETHYIO KapTy abOHEeHTa; KOPPEKTUPOBKA CUCTEMbI Ha OCHOBE aHanu3a
KapT obpaTHOM cBA3N
Konunuectso KapT:
21 |1-7 70,0
22 |8-10 75,0
23 |11-15 80,0
24 |16-20 85,0
Bblgava AOKYMEHTOB MO 3anpocy:
25 | BbiABNEHWE M OTHOP JOKYMEHTOB (M34aHMsA) NO 3anpocy B CNPAaBOYHO-MHPOPMALMOHHOM |  OAUH AOKYMEHT 1,4
doHze, obopmneHue Bblgayy LOKYMEHTOB B YCTaHOB/IEHHOM MOpPAAKe
[pynnoBoe 6ubnnorpapuyeckoe MHGoOpMMpoBaHMe:
26 | popmupoBaHue cocTasa rpynn aboHeHTOB O4MH aboHeHT 720,0
27 | yTOYHeHWe TeMmbl, COr/IacoOBaHNE UCTOYHUKOB MHPOPMALMK, BUABI JOKYMEHTOB ofHa Tema 3,6
28 | cocTaBneHne perncTpaLMoHHOM KapToYKM 0/Ha KapTouyka 1,6
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MoabopKa AOKYMEHTOB Ana MHGOPMaLMKM; COCTaBJAEHWE W HamMcaHWe OmMoBeLLeHUs;
OTMNPaBKa OMOBELLEHMA; 3aNUCb B KAPTOYKN MHDOPMaLLMK; aHaNU3 KapTbl 06paTHOM cBA3U

O[4Ha KapTOo4Ka

NMcbMeHHO; KoNn4ecTso VI3,D,3HI417II

29 |1-5 12,0
30 [6-10 24,0
YCTHO; KOINYECTBO U3AAHWI:
31 |1-5 12,0
OnepatusHoe nHGopmMmMpoBaHMe No 3anpocy:
32 | popmupoBaHMe ceT abOHEHTOB, BblIBNEHME TUMOBbIX U WHAMBUAYANbHbLIX 3aNpPOCOB OAMH aboHeHT 4,4
notpebutenei
33 | u3yyeHue, KnaccuduKauma 3anpocos; BBeAEHME A[AHHbIX O 3anpocax B aApPecHylo O/ MH 3anpoc 6,3
KapToTeKy
HanucaHwe 0630poB 1 cnpaBok
BbinBneHne u oT6OP WMCTOYHMKOB; 06paboTKa M aHa/M3 OTOOPAHHBLIX [OKYMEHTOB; OAMH aBT. INCT
HanucaHue TekcTa o63opa (cnpaBKK); NOArOTOBKA PYKOMMUCHU K Nevatu
CocTtaBneHue 0630pa (CNpaBKu) No NEPBUYHBIM UCTOYHMKAM:
34 | Ha pycCKOM A3blKe 5400,0
35 | Ha MHOCTPaHHOM f3blKe 7200,0
36 |cocTaBneHue o0b63opa (cnpaBKu) No BTOPUYHBIM UCTOYHUKAM 4100,0
OpraHu3aums 1 nposegeHue YCTHbIX bubanorpapuyeckmx 0630poB HOBbIX NOCTYMNAEHW
MNopbopKa HOBbIX MOCTYM/IEHUIN MO 3apaHee OOBABNEHHOW TEMATUKe; CUCTEMATU3aLMA 0AMH 0630p
WCTOYHMKOB MO TeMam, MPOCMOTP M aHaM3 SOKYMEHTOB; Nnoabopka bubavorpadpuyeckmx
ONWCaHWM, KpaTKMe aHHOTauuu, pedepaTbl Ha OTOOPAHHbIE WCTOYHWKW; NOATOTOBKA
pykonucu bubnvorpaduyeckoro ob3opa
KonmyectBo NPOCMOTPEHHbIX M OTOBPaHHbIX AOKYMEHTOB:
37 |1-10 400,0
38 |11-25 450,0
39 |[26-55 500,0
40 |56-140 600,0
MoarotoBKa 6tonneTeHA HOBbIX MOCTYNAEHNU
YTouyHeHWe (onpeaeneHne) TemaTUYecKMx rpaHuL, Moucka M oTbopa [OKYMEHTOB; | ofHa 6ronneTeHb
co3faHuve pybpukaTopa OtonneTeHs; BblfiBNeHWEe M OTOOP [OKYMEHTOB B MaccuBe
TEKYLWMUX MOCTYNAEHUI WMCTOYHMKOB MHPOpMaumu; nopdbopKa aHHOTauuu, pedepaThbl,
cucTemaTmsaumsa ux
KonmyectBo NPOCMOTPEHHbIX JOKYMEHTOB:
41 [1-37 60,0
42 |38-60 90,0
43 [61-95 180,0
44 |96 -150 320,0
45 |151-380 960,0

OpraHusauus n nposegexHne meponpuatna "deHb nHdbopmaumm':
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46 |onpegeneHve Tembl; COCTaBleHWe MJaHa MpoBeAeHUA; BblABAEHME W [AO0CTaBKa ogHO 640,0
LOKYMEHTOB M3 COOTBETCTBYIOLWMX MoapasgeneHuii 6ubnnotekn, npocmotp U otbop meponpuatue
OOKYMEHTOB; MOArOTOBKA BbICTaBKM /IUTepaTypbl; OMOBELLeHME 3auHTepecOoBaHHbIX
OpraHusaumi 1 cneunannctos; opopmaeHne BbICTaBKW; HaNMCaAHME KPAaTKMX aHHOTaLMiA;
opraHmsauma cbopa 3aABOK Ha AOKYMEHTbl, MX Bblgaya, KOHCY/NbTauuW, AEKypcTBO
61banorpadoB; NnpoBeseHNe aHaAN3a MePONpPUATUA
OpraHu3auma 1 noaroToska meponpusatua "feHs 6ubanorpadun”, "OeHb nocobua":
47 | yTOYHEHMe Tembl; COCTaBNeHMEe NAaHa; 0pOpMIeHNe BbICTaBKU-MPOCMOTPA; NOATOTOBKA ofHO 1940,0
0630pa; MOAroTOBKA KOHCY/AbTaLMKW; COCTaBJAEHME W HanucaHve 0bObABNEHUS; meponpuatue
COCTaB/IEHME M HANWCaAHWE NPUMNACUTENbHBIX MWUCEM, pPaccblka WX; MpuUrnaweHve
3aUHTEPECOBAHHbBIX /1ML, NO Paguno, No TenedoHy, TMYHO
OpraHusauma 1 npoeeaeHne meponpuatua "deHb cneumnanmncra”
OnpefeneHne TeMbl C 3aMHTEPECOBAHHbIMWM OpraHusaumamu, ¢Gopmbl NpoBeaeHuA ofHO
(cTaumoHapHan, Bble3gHanA); COCTaBNeHWe MNJaHa MeponpPUATUIA, NPOrpaMmbl NOUCKA M meponpuatue
otbopa MHOOPMALMOHHBIX MaTepuasnos; MNOATOTOBKA OTKPbITbIX MNPOCMOTPOB U
TEMATUYECKMX BbICTAaBOK /IMTEPATYpPbI MO CNeuManbHoCcTH, bubanorpadpuyeckne o63opbl,
33aKa3 NeKkuui, KWMHODUNbMOB; OMOBELLEHME  3aUHTEPECOBAHHbIX  OPraHW3auui;
odopmaeHne BbICTaBKW; obecneyeHwe BblAAYM M3LAHUNA MAM UX KOMUIKA BO Bpems
MepOonpuUATUA WAN HenocpeAcTBEHHO MOC/Ae Hero; AeMOHCTPauMA BbICTaBKU; aHanu3
pesynbTatos "[HA cneymanncra”
YMcno conyTCTBYOLLMX MEPONPUATUIA:
48 |1-2 1940,0
49 |3-4 2600,0
50 (5-6 3500,0
51 [7-8 4600,0
4.8.3. UHdpopmaumoHHasa paboTta
Tabnnua 78
N | HaumeHoBaHuWe npouecca, onepaumn. Coctas paboTbl EanHuua Hopma BpemeHun, MUH.
n/n n3mepeHus
1 |2 3 4
MoarotoBKa nonynapHbix 6ubanorpadmyeckmx nocobui
Bbibop Tembl nocobua; BbiABAeHWE W OTOOP AOKYMeHTOB, ¢popmMuMpoBaHME pasaesnos
nocobua; aHHOTMPOBaHWE [AOKYMEHTOB; noabopka ¢aKTorpaduyeckoro martepuana,
WANIOCTPALUMIM;  HanucaHuMe TeKCTa; COCTaBNeHMe BCMOMOraTeNbHbIX — YKasaTenew;
KOHCYNbTaLMM Y CNELMANINCTOB Ha Pa3/IMYHbIX 3Tanax paboTbl; obcyKaeHMe pyKonucu Ha
33acejaHUM Hay4YHO-MeToaMYecKoro (pesakuMoHHOro) coseTa; gopaboTka pyKonucu no
3aMeyaHmnAM; caaya PyKonucu B neyaTb:
1 |coctaBneHue NonNynAapHoOro 6ubanorpapuyeckoro yKasaTtens, nytesoauTens, OAMH aBT. UCT 13500,0
CNpaBOYHUKA
2 | noAroToBKa KOMMEHTApMEB, MPUMEYaHUI NONyASPHO-NPOCBETUTE/IbHOTO XapaKTepa, He OZMH aBT. UCT 5400,0
TpebyroLMX CneLmanbHbIX Uccie0BaHuUMi
3 noAroToBKa KOMMEHTapMeB, MPUMEYaHUI HayYHO-UCCNeA0BaTENIbCKOTO XapaKTepa OAMH aBT. INCT 10800,0
MoAroToBKa  PeTpoOCMEeKTUBHbIX  HAyYHO  BCMOMOraTesbHbIX  6ubavorpapuyeckmx
yKasareneu:
4 |BblbOp Tembl; CO34aHME aBTOPCKOrO KOMIEKTMBA; pa3paboTka  MHCTPYKTUBHO- OAMH aBT. UCT 9720,0

MEeTOAMYECKMX MaTepuasnos; BbiiBAeHME W 0T6op A[OKyMeHToB; paboTa Hag
6ubnumorpadumyeckolt 3anucblo; aHHOTUPOBaHMe; bBubanorpaduyeckas rpynnMPOBKa;
COCTaB/eHMe BCMOMOraTesIbHbIX YKasaTenei; obCyaeHMe PyKonucu ykasatens Ha
3acefaHnUM  HaydyHO-MEeTOAMYECKOro  (pedakuumoHHoro) coseTta; pgopabotka no
3aMevaHuAM; chaya PyKonucu B neyaTb; cocTaBieHue 6ubnuorpaduyeckoro ykasartens
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no aKTyaanon TemaTuke C XPOHOJ/IOTMYeCKMM OXBaTOM OT 2-x po 5-tu netr wu
dHHOTaUuMAMU, NOACHAKWUMMN Ha3BaHUA, COCTaBNeHUE 6M6ﬂMOFpa¢MHECKOI’O YKasatena
N0 KOMNNEKCHbIM N MeXOTpacsieBbiMm np06nemaM 06u.|,ero N PErMoHaNnbHOIo coaep*KaHuA
C XPOHONOrMYeckum oxsatom 1 - 2 roga, ¢ aHHOTauMAMU, NOACHAKLWNMMUN HA3BaAHUA!

5 | Ha pycckom A3blke OAMH aBT. IUCT 9720,0
6 | c BkatoueHnem ot 30% g0 40% obbema nybAnKaLMIA Ha MHOCTPAHHbIX A3bIKAX OAMH aBT. INCT 11000,0
7 |coctaBneHne aHHOTUpPOBAHHOTrO 6ubnnorpadumyeckoro ykasatena MHOrMoOOTPACAEBOro OfMH aBT. nCT 11000,0

coaepKaHua ¢ XpoHonormyeckum oxsatom o 100 net n 6onee, TpebyoWMn CNAOLIHOMO

NPOCMOTPA [AOKYMEHTOB, C/IOXHbIX 6MBAMOrpaduYeckMx pasbiCKaHWA, yyeTa BCex

nepensgaHunii nybanKaumin u UX XapakTePUCTUKM MyTEM CIMYEHUSA TEKCTOB

MoaroToBka aHanAMTUYecKoro o63opa

BbiaBneHne u otbop AOKYMeHTOB AnA o0630pa; noarotoBka pybpukaTopa npeameTa OfMH aBT. nCT

0630pa; M3yyeHMe U OuEeHKa [AOKYMEHTOB; CMCTEMATM3auMA MaTepuana; cocTaB/eHue

TEKCTa aHanuMTMyeckoro o063opa; obcykAeHMe PYKOMUMCU Ha 3acefaHun  HayyHo-

MeToAMYecKoro (peaaKkuMoHHOro) coseTa, fopaboTka 0630pa MO 3amMeyvyaHuAM; caava B

neyatb:
8 | MO PyCCKMM NepBUYHbIM NCTOYHMKAM 9720,0
9 | nO cMeLWwaHHbIM NEPBUYHBIM UCTOYHMKAM 10800,0
10 | MO MHOCTPAHHbIM NEPBUYHbBIM UCTOYHMKAM 12400,0

MoAaroToBKa aHaIMTUYECKOWN CNpPaBKMU:
11 |BbifiBNeHME M OTOOP AOKYMEHTOB AR aHa/IMTUYECKON CNpaBKW, M3yyeHWe, aHanus, OAMH aBT. INCT 5200,0

OLeHKa M cMcTemaTM3auma nx; COCTaBleHne TeKCTa CNpaBKn

MoarotoBka pedepaTmsHoro o63opa

BbifaBneHne 1 oT60p AOKYMeHTOB Ana pedepaTuBHOro ob3opa, U3ydyeHWe M aHanu3 ux; OfMH aBT. NCT

pedepupoBaHMe UCTOYHUKOB; CUCTEMATM3ALMA TEKCTOB aHHOTALMI; COCTaBNEHNE TeKCTa

pedepatnBHoro 063opa; obcyxaeHne ob3opa Ha 3acefaHUM HayyHO-MeTOAMYECKOro

(pesakuMoHHOro) coBeTa; fopaboTka 0630pa NO 3amMeyaHUAM; caada B NeyaTb:
12 | NO PYCCKMM UCTOYHUKaAM 5200,0
13 | NO cMeLaHHbIM UCTOYHMKAM 6480,0
14 | NO MHOCTPAHHBIM UCTOYHMKAM 7300,0

CocTaBneHue aKcnpecc-MHGopmaLmm:
15 |BblfABNEHMeE M OTOOP MaTepmnana No Teme, CUCTEMATU3ALLMA €ro U NOATOTOBKA A/1A NevaTtu OZMH aBT. NCT 3840,0

CocTtaBneHue bubamorpadpuyeckon sanncu, aHHoTauun, pedpepaTta

CocTtaBneHue 6ubanorpaduryeckoit 3anncuK: n3ydeHme 1 aHanm3 JOKYMEHTa, COCTaB/eHne OofiHa 3anucb

3aro/10BKa ONucaHus, NpoBepKa 3anucK, BHeCEHWE UCNPABAEHWUN

Konnyectso anemeHToB 6nbnnorpacdmyeckoro onncaHma:
16 |1-4 3,2
17 |5-6 5,4
18 |7-9 6,4

CocTaBneHve aHHOTaUUK; U3yYeHMe U aHaIN3 JOKYMEHTA, HanMcaHMe TeKCTa aHHOTaLUuK: 0fiHa aHHOoTauuA
19 |aHHOTMPOBAHWE KHUT 270,0
20 |aHHOTMpOBaHMe cTaTeMn 160,0
21 |cocTaBneHue pedepata: M3ydeHME W aHa/IM3 [OKYMEHTa, Ha KOTOpbIM cocTaBiafeTca OAMH aBT. UCT 5920,0

pecbepaT, HanncaHune TeKCTa, BHeECEHUE VICI'IpaBI'IeHl/Iljl
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22 | aHaNUTMYECKan POCMMUCH XKYPHabHbIX, FAa3eTHbIX cTaTel, CbopHUKOB, Bubanorpadpuyecknx oAHa pocnucb 120,0
nocob6ui
23 | 03HAaKOM/IEHWE C COAEepKaHMeM WM3AaHUA; COCTaBAEHWE aHA/IMTUYECKOrO OMUCAHWUA Ha 0ofiHa cTaTbA 3,6
CTaTbto
MpumeyaHue: HOpMa BpeMeHM Ha cocTaBaeHune bubamorpaduyeckoro nocobuma gaHa us pacyeTta paboTbl aBTOPCKOTO KONEKTUBA.
4.9. NepeBog 1 NnepepaboTka NeYaTHbIX TEKCTOB C UHOCTPAHHbIX A3bIKOB HA PYCCKUI U C PYCCKOrO Ha MHOCTPAHHbIE A3bIKU
Tabnvua 79
N HaumeHoBaHue npouecca, onepauymu. CoctaB paboTbl EanHuua Hopma BpemeHu, MUH.
n/n nsmepeHua
1 2 3 4
MepeBof TeKCcTa C UHOCTPaHHbIX A3bIKOB HA PYCCKUM A3bIK
YTeHne opurmMHana, aHanu3 TeKCTa, Pa3mMeTKa ero C BbIABNIEHWMEM TPYAHbIX TEPMUHOB, OAVH aBT. nCT
rPAaMMaTUYECKUX KOHCTPYKLMIN, JIeKCUYeCKMX OBOOpPOTOB, LEXOBbIX U YKAPFrOHHbIX
TEPMWUHOB:
1 | NoAHbIA NUCbMEHHbIV NepeBos, 1580,0
2 | COKpaLeHHbIM NMCbMeHHbIN nepesog oT 30% ao 50% obbema TekcTa 1620,0
3 | BbIGOPOUHbIV NUCbMEHHBIN NepeBos, 1520,0
MepeBof TEKCTa C PYCCKOro A3blKa Ha MHOCTPaHHbIE A3bIKMU:
4 | NONHbIM NMMCbMEHHbIV NepeBos, OAMH aBT. INCT 1980,0
TepmuHONOrMYeckas paboTa nNpu BbINOJHEHMU MUCbMEHHOTO NepeBoAaa:
5 | NOUCK OTMEYEHHbIX B OpUTrMHane He3HAKOMbIX MU HEMOHATHLIX TEPMUHOB U COKpaLLEeHUI OfVIH TEPMWUH, 18,1
B CNOBApPHO-CMPABOYHOM  AuTepaType; nNoAbOpKa  COOTBETCTBYIOWMX  TEPMUHY COKpalleHne
3KBMBANEHTOB, paclMbPOBKaA COKPaLLEHUI
KoHcynbTauua nepesogymka co cneymanmctamu:
6 | BbIACHEHME MPABUILHOTO W3/IOXKEHUA YacTell TEeKCTa MO Masio3HAaKOMOW TeMaTUKe; ofHa 36,2
YyTOYHEHWe COOTBETCTBUA NepeBosa OpurmHany KOHCyNbTauua
CocTaBneHne 6ubanorpadpuyeckoro onncaHus:
7 |coctaBneHne 6ubnuorpaduyeckoro onucaHua nepesoga Mo AaHHbIM, B3ATbIM C| OZHO OnMcaHue 10,8
TUTY/NIbHOTO INCTA NepeBoa
MpoBepKa 1 KOPPEKTMPOBKA NepeBoaa nocne Habopa:
8 | npoBepKa NpaBWJIbHOCTU PaACMNoJIOXKEHNA OTMEeYaTaHHOro TEKCTa; CBepPKa C PYKOMUCHIO; OfMH aBT. NCT 200,0
npaBKa
TexHuyeckoe odpopmaeHne nepeBosoB:
9 | HanucaHuWe B TEKCTE NepeBosa CMMBO/IOB U BCTaBOK HA MHOCTPAHHOM Ai3blKe OfHO BMNUCbIBaHWE 2,0
10 |ycTaHOBKa pUCyHKOB, Tabauu, popmyn OJMH 3NeMeHT 3,0
MepeBof, 3aro/IOBKOB CTaTe U OKYMEHTOB:
11 |nepeBoa U 3anucb 3aros10BKa OfMH 3aro/s10BOK 10,8

MpumeyaHue:

- HOPMbI BPEMEHU NpeasyCcMaTpUBatoT BbINOJIHEHWE NEPEeBOAOB C MHOCTPAHHOIO A3bIKA UAKM HA MHOCTPAHHbIN, KOTOPbIN Y NepeBoAYMKa
ABNAETCA OCHOBHbIM (N0 06Pa30BaHMNI0 UK MPUMEHEHUIO);
- NpW BbINOAHEHWUM NEPEBOAOB C APYrUX A3bIKOB MW HA APYrMe MOMUMO OCHOBHOIO K HOPMam BPEMEHMW NMPUMEHAETCA MOBbILLAOWMIA
koadodumumenT 1,1.
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4.10. UccnepoBaTtenbcKas pabora

Tabnvua 80

N HanmeHoBaHue npouecca, onepaumun. CoctaB paboTbl EavHnua Hopma BpemeHu, MUH.

n/n nsmepeHus

1 2 3 4
PaspaboTka nporpammbl (TEXHUYECKOTO 3a4aHuA) uccnenoBaHmA
O60CHOBaHWE aKTyasbHOCTM TeMbl, BbiABAEHNE U 0b6ocHOBaHME NPobAeMHOM CUTyaumm, | oAHa Nporpamma
bopmynnpoBaHue Lenu, 3aay v runoTesbl UCCNeA0BaHNA; HAaNUCaHWe TEKCTA
MccnepoBaHme HOCUT:

1 | nunoTaxkHbIN (pa3BesblBaTeNbHbIN) XapaKTep 21600,0

2 | NpUKIagHoM XapaKTtep 38250,0
Pa3paboTka MeToaMKM nccnenoBaHuUsA
PaspaboTka (HanucaHuWe) TeKcTa METOOMYECKUX [AOKYMEHTOB MO MNPOBOAMMOMY | O4Ha MeToAuKa
NccNefoBaHUIO, 3MNMpPUYEcKan anpobauna peneBaHTHOCTU COCTABNEHHbIX AOKYMEHTOB;
YTOUYHEHUEe U A0PabOTKa METOANYECKOrO MHCTPYMEHTAPUA, COCTABIEHME OKOHYATEIbHOTO
BapuaHTa fOKYMeHTa:

3 | MeToaMKM NpoBeAeHUA WUCC/efoBaHWUA, HOCAWEro NWOTaXKHbI (pa3BeabiBaTesibHbIN) 18000,0
XapaKTtep

4 | MeToAMKM NPOBEAEHMA UCCNEA0BaHUIA, HOCALLEro NPUKNAAHOMN XapaKTep 33000,0
PaspaboTka MHCTPYKLMIA No 06paboTKe JOKYMEHTALUUKN (MCXOAHbIX AaHHbIX), MOAYYEHHOW | OAHA MHCTPYKUMA
B X0/l UCC/Ie0BaHuA:

5 | py4Has obpaboTka 15600,0

6 | MmaWwKnHHan 0bpaboTKa 20400,0
PaspaboTka npeannaHoBbIX M NNAHOBbIX AOKYMEHTOB NEPCNEKTUBHOIO XapaKTepa:

7 | pa3paboTKa KOHUEMUMM OCHOBHbIX HampasBieHWW pa3BUTUA OBUBAMOTEYHOro gena B OAMH aBT. INCT 13050,0
pernoHe Ha NEPCreKkTUBY

8 | KoHuenTyanbHoe  obecneyeHne  6GubAMOrpaduyeckux  usgaHu;  obocHoBaHWe OAMH aBT. ANCT 11220,0
aKTyaZbHOCTM TeMbl, YMTaTeNbCKoe W LiesieBOe Ha3HayeHne nocobus, ero CTPYKTypsbl
(cxembl), BblpaboTKa METOAMYECKMX MNPUHLMMOB M PeleHMin ONA PacKpbiTUA Tembl;
HanucaHue TeKkcTa

9 | cocTaBneHne NpPOrHo3a, CBA3aHHOrO C NepcrneKTMBamMM pasBuUTUA BUBANOTEK; HanucaHvWe |  OAMH aBT. IUCT 13050,0
TeKcTa

10 |pa3paboTka ueneBblXx nporpamm (ana cetm 6ubAnoTeK MAM oaHOW 6MBAMOTEKM); OAMH aBT. IUCT 15200,0
OMArHOCTUKa CUTyauuK, BHELWHWMX WM BHYTPEHHWUX BAUAHMIU Ha GYHKUMOHMpPOBAHME W
pa3sutMe 6bubanoTek (oaHON 6MBNMOTEKM);, BbLIPABOTKA pPeKOMeHZAUWUN, pPeLueHui;
HanucaHue TeKkcTa
CocTaBneHue CBOAHbIX KaTaoroB KHUXKHbIX MAaMATHUKOB:

11 |pa3paboTKa NPOCNEKTa; BbIABNEHUE [AOKYMEHTOB - KHUMKHbIX NAaMATHUKOB; ONUCaAHWe W | OAMWH aBT. IUCT 18200,0
COCTaB/IeHMe CNPaBOYHOrO annapaTta
OpraHu3aunoHHan paboTa No NpoBeseHUIo NCCAe0BaHUA:

12 | co3paHue uccnenoBaTeNbCKOro KOEKTUBA; cocTaBneHme paboyero naaHa nposeaeHus o4HO 7140,0
NccnefoBaHWA, COracoBaHMe ero C UCNONHUTENs MU, onpeaeneHne naowagku (6asbl) nccnefoBaHue
nccnefoBaHWA; Nepenmcka ¢ HUMK; NPoBeAEeHUEe UHCTPYKTAXKeN, CEMUHAPOB, COBELLaHni,
KOHCyNbTauui

13 | 6ubanorpacduuyeckan npopaboTka Tembl UccnenoBaHMA, paboTa B apxuBax, M3ydyeHue OAMH aBT. UCT 1200,0

HOPMATUBHO-TEXHUYECKON [OOKYMEHTauuu, WHPopmauumn o6 aHanorax W Apyrux
MaTepuanax, OTHOCALMXCA K pa3pabaTbiBaemolt Teme
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O6paboTka nosyyeHHo MHGopMaLnm:

14 |(cbop w o06paboTka WHPOPMALMM Ha OCHOBE MNEPBUYHBIX WCXOAHbIX AAHHbIX OfMH aBT. NCT 7800,0
(cTaTUCTUYECKMX AaHHbIX, OTYETOB, NNAHOB, CNPABOK, MaTepMaoB KOMaHAMPOBOK)
15 |aHanu3 0bpaboTaHHON MHDOPMALMK; BbIBOAbI, PELUEHUSA, MPOrHO3 OfMH aBT. nCT 5200,0
MoAaroToBKa maTepuasnos No UTOram Hay4yHoW paboTbl:
16 |HanucaHMe Hay4yHOro OT4YeTa; NOArOTOBKA PYKOMUCUM K MeYaTM Ha PasUYHbIX 3Tanax OAMH aBT. UCT 13200,0
paboTbl
17 |HanucaHMe NPOMEXYTOYHOrO OTYeTa (CNpPaBKK) O XxoA4e UccnenoBaHUA OfVH aBT. nCT 6400,0
MoAroToBKa M HamuMcaHMe TeKCTa CTaTbM B COOPHWMK HAyyHbIX TPYAOB, NPaKTUYecKoe
nocobue, npodeccmoHanbHyl0 Npeccy; NOATOTOBKA PYKOMWCKM K MeyaTM Ha PasnnyHbIX
3Tanax paboTbl:
18 | cTaTbA TEOpPETUYECKOro xapaKrepa 15200,0
19 |cTaTbA NPUKNALHOrO, NPAKTUYECKOro XapakKTepa 9200,0
20 |HanucaHue OoOKNaga Mo MTOram HayyHOro McCiefoBaHMA; MOArOTOBKAa pPyKonucel Ha OAMH aBT. INCT 6700,0
pa3/iMyHbIX 3Tanax paboTbl
21 |pa3paboTKa peKomeHAauWn, WHCTPYKUMIA MO BHEAPEHUID MaTepuasioB HayyHOro OAMH aBT. INCT 14100,0
Nccnef0BaHNA; HanNucaHMe TeKCTa; MOAroTOBKa PYKOMMUCK K NeYaT Ha pasNnyYHbIX 3Tanax
paboTbl
MpumeyanHua:
- HOPMA BPEMEHU Ha COCTaB/IEHME NPOTPAMM, METOAMK, MHCTPYKUMIA AaHa HA UCCNef0BaTeNbCKUIA KONNEKTUB;
- Yacbl TPYA03aTPaT pacnpesenatoTca Mexay UCMONHUTENAMM B 3aBUCUMOCTM OT UX Harpy3Ku.
4.11. MeTtoguuecKkas pabora
Tabnvua 81
N HanumeHoBaHue npouecca, onepaumu. CoctaB paboTbl EanHuua Hopma BpemeHun, MUH.
n/n nsmepeHus
1 2 3 4
MNoaroToBKa MeToANYECKOro Nocobus, pekomeHaaunim
MpuHLMNWanbHO HoBas pPa3paboTKa Tembl:
1 | wu3y4yeHue TeMbI, BbIABNEHNE M aHANN3 AOKYMEHTOB MO TEME, YTOYHEHUE YNTATEIbCKOTO U OAMH aBT. NCT 15300,0
LeNeBoro HasHayeHua nocobus, pekomeHZauui; cocTaBNeHMEe MNPOCNeKTa; HanucaHue
TeKcTa
MoauounKkaums paHee pa3paboTaHHON TEMbI:
2 | BblABNEHUE U U3yYeHMEe HOBbIX JOKYMEHTOB U HAKOM/JIeHHOro 6ubavoTekamu omnbiTa no OfMH aBT. NCT 8670,0
Teme nocobusn, peKomeHAaLMI; yTOYHEHWE NPOCMNEKTa, BHECEHWE U3MEHEHUSA B CTPYKTYPY
W TEKCT B COOTBETCTBUM C JOCTUNKEHUAMM BUBNNOTEUHOM TEOPUM U NPAKTUKM; NOATOTOBKA
pyKonucK K obeykaeHunto; AopaboTka no utoram obeyKaeHus
Pa3spaboTka [OKYMEHTOB, pPernameHTUpPYLWUX AeATeNbHOCTb BMBANOTEK, NONOXKEHUN,
WMHCTPYKLMIA, NPOEKTOB NOCTAaHOB/IEHWI, YCTAaBOB, 3aKOHOAATE/IbHbIX aKTOB
MpuHUMNUanbHO HoBaA Tema:
3 BbIAAIB/IEHWE, U3YYEHUE U aHa/IM3 AEUCTBYIOLNX AOKYMEHTOB MO TEME, HAMUCaHWE TeKCTa OAMH aBT. INCT 17340,0
npoeKkTa [JOKyMeHTa, obcyxaeHue, anpobupoBaHue B 6MbAMOTEKAx, Ha 3acefdaHuu
Hay4YHO-MeTOAMYECKOro coBeTa; A0paboTKa JOKYMEHTA; NOArOTOBKA K YTBEPKAEHUIO
Moaundukaumsa paHee pa3paboTaHHOro JOKYMeEHTa:
4 | aHaNM3 1 OUEHKA AOKYMEHTA; NOUCK M OTOOP HOBbIX AENCTBYIOWMX LOKYMEHTOB MO TEME; OAMH aBT. INCT 7650,0

BHECEHME W3MEHEHWN B TeKCT OOKYMEHTQ; O6CY)K,EI,EHME Ha 3acefaHUN Hay4yHO-
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mMeToaun4ecKoro coeeTta; ,qopa6on<a no Utoram O6CY)K,CI,eHVIﬂ; noAroToBKa K yTBepPXXAeHUKO

Pa3paboTka yueTHbIx popm, Tabauw, obpasLos.:

YyTOYHEHUe npegMeTa, 06beKTa, CogeprKaHna yyeTHol dopMmsbl, Tabamubl, obpasua; otbop
rnokasaTtefiel, cucTemaTtmsauma Mx; paspaboTKa MaKeTa yyeTHon ¢opmbl, Tabauubl,
obpasua; obecysaeHMe Ha 3acefaHUKM Hay4yHO-MeTOAMYECKOro CcoBeTa; MOAroTOBKa K
YTBEPKAEHWNIO

O4WH aBT. INCT

7650,0

CocTaBneHMe PEKOMEHZAUMI MO BHEAPEHWIO PErnameHTUPYIOLWMX AOKYMEHTOB B
MPaKTUKY:

pa3paboTKa METOAMYECKUX PEKOMEHAALMIA, UHCTPYKLUN,
HOPMAaTUBHOW AOKYMEHTALMW; MOATOTOBKA PYKOMMUCH K NeyaTm

NNaHoOB NO BHeAPEHUKo

O4WH aBT. INCT

14025,0

NoaroToBKa NMCbMEHHOW KOHCyNbTauuun, metoamn4yeckoro nucbma:

BbIIB/IEHWE W AHANN3 [AOKYMEHTOB MO Teme; M3ydeHue U 0606uieHne onbita paboTbl
6UBbNNOTEK; HamucaHWe TeKCTa KOHCYNbTaLuWu, METOAMYECKOrO MUCbMA; MOArOTOBKAa K
obCcyKAEeHUI0 Ha 3acefaHUM Hay4yHO-MeTOAMYEeCKOro coBeTa; AopaboTKka Mo uToram
obcyxaeHun; caaya B nevatb

OAWH aBT. IUCT

8670,0

Moarotoeka 0630pa gesaTeNbHOCTM 6MBAMOTEK NO ONpeaeneHHol TemaThKe:

YyTOYHEeHWe Tembl 0630pa; onpeaeneHne XPOHOJIOTUMYECKUX [paHuUL, BblABAEHUE
LOKYMEHTOB, 0T6OP MX, MPOCMOTP M aHANN3; HanWcaHMe TeKCTa; NOAroTOBKa PYKOMUCKU K
06Cy}KAEHMIO Ha 3acefaHUM HayYHO-METOAMYECKOro CoBeTa; AopaboTKa pykonucu nocne
obcyxkaeHun

O4WH aBT. INCT

9180,0

PeueH3MpoBaHMe HayUYHbIX, METOAMYECKUX, NHOOPMALLMOHHbIX MaTepPUanos:

yTeHMe peLeH3NPYemoro maTepuasna; OLEHKa ero B LeNOM, OTAE/bHbIX 4YacTein,
YCTaHOB/IEHME COOTBETCTBUA UMTAaTE/IbCKOMY W LENEBOMY Ha3HaYeHMWIO, Hay4yHbIM M
MeToAnYecKMM TpeboBaHMAM

O4WH aBT. INCT

783,0

10

HanncaHune peueH3snm

O4WH aBT. INCT

1305,0

MoAroToBKa NeKUMA, KOHCYbTaL M

PaspaboTka nnaHa /feKkuMid, KOHCyAbTauuii, nogbopka MmaTtepuana, W3yyeHue ero;
COCTaBNEHME CMMUCKA INTEPATYPbI K NEKLMKN, KOHCYNbTALMK; HanMCcaHWe TeKCTa:

0fHa nekumsn,
KOHCy/bTaums

11

neKkumsn

1566,0

12

NeKuus, TemaTuyeckan BCTpeya, BebuHap, mactep-Kaacc

90,0

13

nepBuUYHaA rpynnosana KOHCYyAbTauunAa

1305,0

14

NOBTOPHAA rpynnoBanA KOHCY/IbTauuA C y4ETOM HOBOIro matepuana

522,0

15

nposegeHue YCTHOVI MHAMBMAyaﬂbHOVI KOHCYyNbTauumn

ofHa
KOHCy/bTauus

50,0

16

OTBEeT Ha NUCbMO

O4HO NUCbMO

162,0

MpoBeseHMe CEMUHAPOB, YYeBHbIX KYpCOB, NPAKTUKYMOB, CTa*KUPOBOK:

17

ceMuHap, yyebHbIi Kypc (2 - 7 pHei); onpefeneHuMe Tembl, YTOYHEHUE CPOKa
npoBeAeHuUs, COCTaBNEHNE NPOrPamMbl, ONOBELLEHNE YYACTHUKOB M BbICTYNAOLLMX

O MH CEMUHaPp,
yuebHbIl Kypc

8400,0

Mpaktnukym (7 - 10 gHel); onpefeneHve Tembl, 33flaHUsA, YNPAXKHEHWA; COCTaBieHUe
rpaduvKa v yTOYHEHUE CPOKOB NPOBEAEHNA 3aHATUI:

OAUH NPAKTUKYM

18

rpynnoBoM NPaKTUKym

2295,0

19

WHAMBUAYANbHbIV MPAKTUKYM

2160,0

CraxkupoBka (7 - 10 gHei); yTouHeHME CPOKOB MPOBEAEHUA CTaXKMPOBKMW; BblABAEHUE
IMTepaTypbl N0 M3yyaemMoMy BOMPOCY; COCTaB/eHME NMPOrpaMmbl U rpadmKa CTaxKMPOBKM C
YYETOM COCTaBa CAyLiaTesieit; 3aKN0HeHNe O NPOXOXMKAEHUN CTaNKUPOBKM:

O Ha CTa*XMpoBKa
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20 | rpynnoBasn CTa*XMpPOBKa 2805,0
21 | MHAMBUAYaNbHaA CTaXKMPOBKaA 2349,0
MpaKTMKa CTYAEHTOB BbICLUMX U CPEAHMUX CNEeLManbHbIX y4ebHbIX 3aBefeHui:
22 | NoAroToBKa M OpraHu3auma MpakTUKM cTygeHToB (4o 30 aHei); paspaboTka nsaHa OfHa NpakTuKa 4860,0
NPaKTUKK, COrlacoBaHWE ero C pyKoBoamuTenem npakTUKU (npeactaButenem yvyebHoro
3aBefleHnn); cocTaB/ieHWe rpaduKka NOCeWeHUs  CTPYKTYPHbIX MNoApasaeneHui;
OpraHM3auma NPaKTUYECKMX 3aHATUIN; noABeAeHWe WUTOroB MNPAKTUKK; COCTaBleHWe
XapaKTePUCTUK NPAKTUKAHTOB
MpaKTnueckne 3aHATUA:
23 | NOAroTOBKa MPAKTUYECKUX 3aHATUI; COCTaBNEHNE 3aZlaHUA NO BbINOJHEHUIO U3y4aeMoro 04HO 3aHATUE 1050,0
61Mb6MOTEeYHOro NpoLecca, KOHTPO/IbHbIE BOMPOCHI, TEMATUYECKUIA CMNUCOK UTepaTypbl K
334aHVI0; HanMcaHWe Te3ncos
CocTtaBneHue yuebHol nporpammol:
24 | onpepeneHne coCTaBa CAylaTesnei; COCTaB/eHME TEeMaTMYEeCKOro MNjaHa, YTOYHEeHWe | ofHa nporpamma 5733,0
nopagKa u3yyeHus; onpeaeneHne nociefoBaTe/IbHOCTU U3NIOXKEHUA TeMbl, BblgeneHne
OCHOBHbIX BOMPOCOB; COCTaB/AEHWE CMUCKa AuTepaTypbl NO Temam Mporpammbl;
HanucaHuWe TeKcTa; obCyXAeHMe NporpamMmmbl Ha 3acefaHUM HayYHO-METOAMYECKOro
coseTa
MoceweHne 6U6MOTEK, Bble3abl B KOMAHANPOBKM C Lie/Iblo U3y4eHUa paboTbl M OKasaHus
METOAMYECKOW NOMOLLMU:
25 | noAarotoBKa K KOMaHAMPOBKE; YTOYHEHME CPOKOB U LLe/I KOMaHAMPOBKK, O3HAKOMAEHUE oAHa 574,2
C UMEIOLLMMUCA AOKYMEHTAMM U MaTepuanamun npeablaywmx Bole3fos u nybankauuii 8 KOMaHAMpPOBKa
neyaTu; cocTaBleHne NPorpammel (NN1aHa) KOMaHANPOBKK
26 |cocTaBneHve WHGOPMALMOHHOIO oOT4YeTa (cnpaBKWM) O npoBedeHHON paboTe; oTyer OAMH oTyeT 1050,0
BKNIOYAET: CBEAEHMA O MecTe Bble3da, Lensx M CPOoKax KOMaHAMPOBKM, 0O6beKTax
noceLeHns, aHann3 coctoaHUA paboTbl MO Teme Bble3Aa, BbIBOAbI U NPeA/IONKEHUA B
agpec bubanoTekn
27 |cocTaBneHWe aBaHCOBOrO OTYeTa, 3arofiHeHMe OT4eTHoro 6naHka Cco  BCcemw OAMH oTHeT 40,0
NPUNOXKEHUAMM, CAaYa B Byxrantepuio
28 |noAroToBKa MHOOPMALMKM MO pesynbTaTaM KOMAHAMPOBKM (YCTHO) B cekTope, Y | 04HA UHPopmauma 105,0
3aBefyHoLLero oTAe0M, Ha Hay4YHO-MEeTO4AMYECKOM COBeTe, 3aceaHnn ANPEKLUN
MOHUTOPUHT AeATENbHOCTU AeTCKUX BubanoTtek Poccuitickoin depepaumu:
29 | cocTaBneHune Gopm OTHETHOCTHU OAMH OTyeT 1200,0
30 |paccbinka MHOOPMALMOHHBIX NUcem M ¢Gopm OTYETHOCTM no B[ aeTckux 6GMbAMOTEK | oAHa paccbiika 45,0
Poccuiickoit denepaumm
31 |[cbop $opm OTYETHOCTWU, INEKTPOHHblE U TenedoHHble KOHCY/NbTauuKM MO BOMPOCAM o4uH cbop 120,0
3ano/iHeHus popm
CoctaBneHve KaneHgapsa npodeccMoHaNbHbIX MepPOoNpUATUA  AeTCKUX 6ubanoTek
Poccuiickoit depepaumm (exxerogHblit v exkekBapTanbHbIl):
32 | cocTaBneHue un paccblika MHPOPMALIMOHHBIX MUCEM eXerogHasa u 120,0
KBapTasibHas
33 |cbop M o06paboTKa  MoNy4YeHHON  WMHPOPMAUMKM, BHECEHME B  KajeHAapb eXerogHas u 1200,0
npodeccuoHanbHbIX MEPONPUATUI KBapTasibHas
34 | yTouyHeHWe MHGoPMaLUM No NPOBOAMMbBIM MEPONPUATUAM exerogHas u 200,0
KBapTasibHasA
0630p nybaMKaumii npodeccoHanbHOM Npecchl (exxemecadHo):
35 | oTbop, MPOCMOTP M aHaNW3 CTaTel B KypHanax mecAYHanA 450,0
36 |uyTeHWe maTepuana mecAaYHan 420,0
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37 | HanucaHue cTaTbu mecsyHasn 400,0

38 | cmava B oTAEN pasmelyeHns MHGopMaLun Ha caiTe mecAYHas 10,0

39 |noaroToBKa (pepaKTMpoBaHME) eXerogHoMW CBOAHOM CTAaTUCTUYECKON OTYETHOCTU OAMH oTyeT 18900,0
cneumMannsnpoBaHHbIX 6ubanoTek Poccuiickoit depepaumm, paboTatoWwmx C MOIOAEKbIO

40 |ocywecTBNeHMe MOHWUTOPUHIA  OEeATeNbHOCTM  CNeuManusupoBaHHbIX  6ubanoTek | ogHa MHbopmaLms 105,0

Poccuiickoli ®epepaumn, paboTatoLmx C MONOAEKbIO ANA BBOAA B 6a3y (eKeMecsaUHO)

MpumevaHune:

- K HOpMe BpemeHM NPW COCTaBAEHUU AOKYMEHTOB, PErnameHTUPYIOLLMX AeATENbHOCTb pecnyb/MKaHCKUX, KpaeBbix U 061acTHbIX
61bANOTEK, MPUMEHAETCA NOBbIWatoWwmit KoadpouumenT 1,5;
- BpemMs MpPoBEeAEHUA NEKUMU, KOHCY/bTalMmM, NMPaKTUKYMOB, CTa’KMPOBOK, MPAKTUKK, NpebbiBaHMA B KOMaHAMPOBKE M NpoBedeHus
MHPOPMaLMK MO ee pesynbTaTaM B HOPMY BPEMEHM He BXOAUT.

4.12. PaboTbl Hay4YHO-OPraHM3aLMOHHOrO XapaKrepa

Tabnnua 82

N HanmeHoBaHue npouecca, onepauymm. CoctaB paboTbl EanHuua Hopma BpemeHun, MUH.
n/n nsmepeHua
1 2 3 4

MoArotoBKa W npoBeAeHUEe TeOPETUYECKOM, HayyHO-MPaKTUYECKOM KoHbepeHuuu,

TEMATMYECKOr0 CEeMMHApa; MOWCK MEXAYHApPOOHbIX CMeLMannucToB; CONPOBOXAEHUE

MeXAYHapOoAHbIX CNeuuaancTtoB B KayecTBe MNepeBoAYMKa; MUCbMEHHbIN nepeBos,

MHOOPMALMOHHBIX MaTEPMaOB C PYCCKOTO Ha MHOCTPaHHbIE A3bIKK

OnpefeneHne cocTaBa OPrKOMMTETA M YYaCTHUMKOB  KOHdepeHuuu, cemuHapa; oAHO

dbopmupoBaHME M YTBEPKAEHME MNPOrpamMmmbl WM MpuriacuTenbHoro  6uneta; meponpusaThe

OpraHM3auUMOHHbIE MEPONPUATUA; NMOArOTOBKA K M34aHMIO TE3UCOB; BblpaboTKa MpoekTa

pekomeHaaumii; GUHAHCOBO-X03AWCTBEHHOE obecneyeHne KOHdepeHuuK, cemuHapa;

aHaNu3 1 oueHKa paboTbl KOHbEpPEHLMM, CEMUHapa; No4BeAEHUE UTOTOB

Konnyecteo y4acTHMKOB:
1 1-100 5670,0
2 101 - 150 7560,0
3 151-450 9300,0

MoaroToBKa U NpoBeAeHMEe CEMWHapa, METOAUYECKOTO AHSA, 3aceaaHmna "Kpyraoro ctona",

BebuHapa

OnpeneneHve Y4Y4aCTHWKOB, PYKOBOAMTENS, JIEKTOPOB, [OKN3AAYMKOB, CPOKa WM MecTa 04 HO

npoBeAeHNs CeMUHapa, MeTOAMYECKOro AHsA, 3acefaHua "Kpyrnoro ctona", sebuHapa; meponpusaTue

onpefeneHne KOHTMHIeHTa Yy4yacTHMKOB; paspaboTka nporpammbl; MHGOPMaULMOHHOE

obecneyeHune; BbipaboTKa NPOEKTa PEeKOMEHAALMIN; M3daHue U paccbiika NpPorpammbl;

perncTpaumsa y4acTHUMKOB; TEeXHMYECKoe COMpoBOXAeHWe BebuHapa: obecneyeHune

3N1EeKTPOHHOW KOMMYHWKATUBHOM MNOLWAAKMA, MOATOTOBKA 3/1EKTPOHHbIX Mpe3eHTaLui,

KOHBEPTMPOBaHMWE Mpes3eHTaUMit Ha 3N1EKTPOHHble MNaTGOpPMbl, AUCTAHLMOHHAA

HacTpoiika KomnbloTepHoro  obopyaoBaHua caywartenen, npeasaputensHoe

TEeCTMpOBaHUe U BeaeHWe BebUHapa; aHaAW3 U OLEHKA CEMUHApa, METOAMYECKOro AHS,

3acegaHus "Kpyrnoro ctona", sebuHapa

Konnyectso y4acTHMKOB:
4 1-50 1570,0
5 [51-100 3980,0
6 101 - 150 6150,0
7 151 - 450 8270,0

MoAroToBKa 3acefaHuit pefKoanernm:
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YTOUHEHME CPOKA W MOBECTKM 3acefaHus; oT6op maTepuanoB ana obcyXpeHua wu
NOArOTOBKA WX AO/1A KOMUPOBAHWA; oOnpefeneHue OMNMOHEHTOB (peLeH3eHToB);
OnoBelleHWe O 3acefaHuu YNeHOB PeaKOoNNervu; Paccblika MaTepuanos Mo MNOBECTKe
3acefaHun; opopmaeHve NpesnoKeHnM, BbICKa3aHHbIX y4acTHUKaMM 3acefaHunn

0f4HO 3acefaHue

560,0

OpFaHVI3aLI,Mﬂ 33C€,CI|3HMVI I'IpO6l'IeMHbIX KOMVICCMIZ, COBETOB, TBOPYECKUX KONNEKTUBOB:

onpefeneHne MNOBECTKM AHA W CPOKOB MPOBEAEHUA 3acedaHus, YTOYHEeHWe cocTaBa
YYaCTHUKOB; MOATOTOBKA AOKYMEHTOB, OpraHM3aLMOHHbIE MePONpUATUA (onoBeLLeHne o
3acefaHun, nogbop matepmanos); opopmaeHne NPOTOKONA U peLleHns

oaHO
meponpuaTue

940,0

MpumevaHune:

- NPY NPOBEAEHUU MEPONPUATUIA HA MEXAYHAPOAHOM YPOBHE K HOPME BPEMEHWU NPUMEHAETCA NOBbIWAOWMI KoadduumeHT 2,0; Ha
depnepanbHom yposHe - 1,85;

- B HOPMY BpeMeHW He BXOAMT Bpemsa NpoBefeHUs KoHbepeHLun, cemmnHapa, MeTOAMYECKOro AHA, 3acefaHus

BpemaA, CBA3aHHOE C U3gaHNemM maTtepuanos KOHd)epeHLLVIVI, CemMunHapa.

4.13. PepgaKkTnpoBaHue pyKkonucei

'Kpyrnoro ctona" u

Tabnuua 83
N HanmeHoBaHue npouecca, onepauymm. CoctaB paboTbl EanHuua Hopma BpemeHu, MuH.
n/n nsmepeHua
1 2 3 4
PepakTnpoBaHue Hay4HbIX U1 METOANYECKUX MaTepuanos
MpoBepka M McnpaBieHWe PyKOMMcUM B MpoLecce MoAroTOBKM ee K Me4vaTu; YCTaHOBKa
COOTBETCTBMA TEKCTa HAy4YHbIM M NUTepaTypHbiM TpebosaHuam, dopme U uUenesomy
Ha3HaYeHUI0 U3[aHMA, COrNacoBaHWe BHOCMMbIX MCNpaBAeHU ¢ aBTopoMm; AopaboTka
pykonucu:
1 |pepakTupoBaHve MoHoOrpaduin, COOPHMKOB HAYYHbIX TPYAOB, HAYYHbIX OTYETOB, OAMH aBT. INCT 2840,0
NpaKTUYECKNX nocobmi
2 | pesakTMpoBaHME METOAMYECKUX MATepuanoB: WHCTPYKTUBHO-METOAUYECKUX MUCEM, OfMH aBT. nCT 2500,0
pPEKOMEHAALUNN, KOHCYbTauuii, 0630p0B AeATeIbHOCTM BUbAMOTEK
3 | pefaKkTMpoBaHME AOKYMEHTOB, PErNaMeHTUPYIOWMNX AeATeNbHOCTb BUBAMOTEK: YCTaBOB, OfMH aBT. AnCT 2400,0
NONOMKEHWUIN, UHCTPYKL MM
4 | peaakTMpoBaHMe CTAaTUCTUYECKUX TabanL, yueTHbIX dopm, 06pasLLoB OAMH aBT. UCT 1980,0
5 | pemakTMpoBaHMe maTepuanos KOHPepeHUNn: AOKNaL0B, COObLEeHN OAMH aBT. IUCT 1050,0
PacwwndposKa ayamosanucen (matepranos KOHPepeHUM, COBELLLAHNIA):
6 | Habop TekcTa c ayanodaiina OAMH aBT. IUCT 2400,0
7 | pepakTMpoBaHMe HabpaHHOro TeKCTa OAMH aBT. INCT 1200,0
8 | KOHTPO/IbHOE pefaKTMpOoBaHUe OAMH aBT. UCT 120,0
PepaktupoBaHue nonynspHoro 6ubavorpaduyeckoro nocobus, pPeTPOCneKTUBHbIX
Hay4yHO-BCNOMOraTe ibHbIX yKa3aTenei, 0630poB, CNpaBoK, pedepaTos, aHHOTALMNA:
9 | pefakTMpoBaHMe  MONyAApHbIX  6ubanorpadumuecknx  nocobuit:  TeMaTUHeCKUx OfMH aBT. NCT 2640,0
6ubnunorpaduryeckmx ykasartenein, CnpaBoOYHUKOB
10 |penaKkTMpoOBaHMeE PETPOCNEKTUBHbIX HAY4YHO-BCNOMOraTe/IbHbIX yKa3aTenewn OfMH aBT. NCT 2100,0
11 |pepakTMpoBaHMe aHaNUTUYECKMX 0630pOB, CMPABOK, aHHOTAUMM, pedepaToB, CBOAHbLIX OAMH aBT. UCT 1080,0
pedepaTnBHbIX 0630p0B, IKCNpecc-nHGopmaLmit
12 | pepakTMpoBaHue bubanorpadpuyeckon sanncm oJHa 3anucb 4,6
13 | KOHTPONbHOE peaaKTUpPOBaHME 0OJHa 3anucb 6,2

MpuMeyaHue: Npu peaakTUPOBaHMM CMELaHHOTO TEKCTa K HOpMe BpeMeHU NPpUMEHSAETCA NoBbIWatoWwmnin KoadouumeHT 1,1,
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4.14. BcnomoratenbHO-TeXHU4YecKkas pabora

Tabnuua 84
N HaumeHoBaHue npouecca, onepaumu. CoctaB paboTbl EanHuua Hopma BpemeHun, MUH.
n/n nsmepeHms
1 2 3 4
1 | o3HakomneHue c maTepnanom OAMH AOKYMEHT 10,0
2 | pefakTMpoBaHMeE MaTepuanos OAMVH AOKYMEHT 12,0
4.15. PaboTa no opraH13auMm TpyAa 1 ynpasaeHUo
Tabnvua 85
N HanmeHoBaHue npouecca, onepauymun. CoctaB paboTbl EanHuua Hopma BpemeHu, MUH.
n/n nsmepeHua
1 2 3 4
MnaHnpoBaHue paboTbl
C6op, aHanu3 ncxofHoOM nHbopmaLmm; onpeseseHne OCHOBHbIX 33434 roaa, yTouHeHue OAWH NnaH
CPOKOB BbINOMIHEHUA 3afaHWI, HanucaHue OODBACHUTENbHOM 3anUCKK; MNOATOTOBKA
NpoeKTa nnaHa K OOCYyKAEHMIO Ha BCeX YpPOBHAX, nopaboTka nocne obcyKaeHus;
npeacTaBAeHWe NiaHa Ha CorlacoBaHMe U yTBepXKAeHue:
1 | nnaHa 6ubnanoTekmn 6240,0
2 nnaHa otaena, cektopa 2740,0
3 MHAVBUAYANbHOTO NAaHa 370,0
ExkeiHeBHbIM y4eT paboTbl B CTPYKTYPHbIX NOAPa3AeNeHuUsax:
4 | cTaTUCTUYECKUIA YYeT 3anmcaBLIMXca (NepeperncTpMpoBaBLUNXCA) YuTaTenemn ofiHa 3anucb 2,8
5 | cTaTUCTUYECKUI yYeT KHUrOBbIAaY, MOCELLEeHNN 0AHa 3anucb 8,6
6 | y4yeT MHPpopMaALNOHHO-6MBAMOrpadmyecKolt paboTbl MO yCTaHOBEHHON dopme OflHa 3anucb 2,7
7 | y4eT BbINONHEHHbIX CNPaBOK OoJHa 3anucb 2,7
ExkenHeBHbIN yyeT aboHeHTOB, nosb3ytowmxca MBA:
8 CTAaTUCTUYECKUI yyeT aboHeHTOB, nonb3ytowmxca MBA 0ofHa 3anucb 2,7
9 | cTaTUCTUYECKUIA yYeT NONYYEHHbIX 3aKa308, BblAaHHbIX LOKYMEHTOB 0oflHa 3anucb 9,8
10 |cTaTUCTUYECKMIA yYeT 3aKa3oB, NepeHanpaBAeHHbIX B Apyrne 6ubnmoreku OofiHa 3anucb 2,7
11 |3anucb utorm paboTsl B "[HeBHUK paboTbl" noapasgeneHma 6MbaMoTekn ofiHa 3anucb 3,2
12 |vHAMBMAYANbHBIN YYeT: eegHEBHOE 3ano/IHeHWe /IUCTKa yyeTa TpyAos3aTpat wau 0ofiHa 3anucb 2,7
LHEeBHMKa paboTbl bubamMoTekapn
CBOAHbIV CTAaTUCTUYECKUI YUYeT No BubanoTteke
Yucno yutatenen, KHUroBblAay, NOCELLEHUN U UHOM MHbOPMaLMK; NoaBeseHne UTOros OfiHa 3anucb
CTAaTUCTUYECKUX AaHHbIX Mo BubnnoTeke:
13 | mecay 528,0
14 | kBapTan 792,0
15 |rog 1080,0

CTaTUCTUYECKUI yYeT B pexkume AC:
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16 |BBOA CTAaTUCTUYECKUX AAHHbIX C KOHTPO/IbHOrO ANCTA OAMH ANCT 0,16
17 |cCBOAHbLIA CTaTUCTUYECKMI y4yeT no 6ubanoTeke (4MCNO  uuTaTenei, KHUroBbIAAY, Ha mecay, 120,0
noceLeHnin u nHo nHpopmaumm)
MNoaseseHWe UTOrOB CTaTUCTUUECKUX AaHHbIX No bubanoTeke: Ha mecay,
18 | mecay 0,27
19 |kBapTan 0,27
20 |rop 0,27
CocTaBneHune OT4ETOB:
21 |npvem NNaHOBO-OTYETHbIX AOKYMEHTOB OT CTPYKTYPHbIX MOAPA3Ae/NeHUn C NPOBEPKOW | OAWH JOKYMEHT 13,0
NONIHOTbI COCTaBa; COCTaB/eHNE CBOAHOM TabanLLbl OCHOBHbIX NOKa3aTtenen
CocTaBneHve aHaMTUYECKOro OT4yeTa: aHaAu3 [eATeNbHOCTM  NoapasAeneHuin u OAMH oTyeT
61UBNMOTEKM, OTMETKA WM3MEHEeHMA 3a rof, HaMuMCaHWe TeKCTa, NpeAacTaBAeHWe Ha
COr/IaCoOBAHME U YTBEPKAEHME:!
22 | ot4eT 6ubAMOTEKM 33 rog, 3980,0
23 | oTyeT OoTAENA, CEKTOpa 3a rog, 1320,0
24 | UHAMBMAYANbHBIN OTYET 3a roA, 586,0
CocTtaBneHue ¢p1MHaHCOBbIX 0T4eTOB 06 OnaaTe No BUAAM NAATHbIX YCAYT: OAMH oTyeT
25 |3a mecay, 510,0
26 |3akBapTan 840,0
CocTaBneHue oTyeTa A1 ymTatenei u HaceneHus:
27 |onpeaeneHue Cpoka MpoBeneHMA OTyeTa, MOBECTKM [HA; ONOBELleHWEe O AHe oTyeTa 0AHO 1580,0
yuTaTeNen, HaceneHus; BbINYCK CTeHraseTbl; odopmieHUe MPOTOKOMA, 3aMeyaHuin u meponpuatue
npeasoXKeHnit YntTaTenen, HaceneHus, cCocTaBNeHme NaaHa ux peanmsaumm
MoAroToBKa NPOM3BOACTBEHHbIX COBELLAHNI
OnpepeneHve MOBECTKM [HA, Kpyra Y4YacTHMKOB; MNOArOTOBKA CMpaBKW, AOPYrUX | OLHO COBeLiaHue
MEpPOMNpPUATUIA, NPOEKTA pPELLIEHWUs; OMOBELLEHME YYACTHMKOB COBELLAHMA; MOAroTOBKA
nomeLLeHunA:
28 | coBelaHne paboTHUKOB BUBANOTEKM 320,0
29 |coBelaHue paboTHUKOB OTAENA 264,0
30 |coBewWwaHuve MO MTOram MPUHATLIX PEeWeHUn C Lenblo OLEHKM WX pes3ynbTaTos, | OA4HO CoBeLLaHWe 27,0
NPOM3BOACTBEHHbIE COBELLAHMA NO UTOTaM roja
31 |onepaTtuBHOE coBeLLaHME (ONA pelleHns TeKYLLMX NPOM3BOACTBEHHbIX 33/a4) OfIHO coBellaHne 22,0
OpraHu3aumoHHas (onepaTusHas) paborta:
32 | pokymeHTanbHoe odopmaeHue pexkmma paboTbl oTaena (coctaBneHue rpadpuka paboTbl, | OAWH JOKYMEHT 268,0
OTNYCKOB M APYrMX AOKYMEHTOB)
33 |obecneyeHne KOHTPOAA 3a BbINONHEHMEM MPOU3BOACTBEHHOIO 334aHUA U KAYecTBOM OfHO 33afaHune 4,4
paboTbl
34 | obecneyeHne KOHTPOIA 3a UCMONHEHWEM YNPABAEHYECKOTO PeLEeHNA, NPUKa3a, YKasaHua |  OAWH SOKYMEHT 8,8
OMPEKTopa, 3aM. AUPEKTOpPA, 3aB. OTAE/IOM
35 |3ak/ioueHWe, npoasieHve aorosopa ¢ GUpMamu, NpeanpuUATUAMM, OPraHM3aLMaMM, OAWH A0roBop 840,0
YaCTHbIMM NpeanpUHUMATENAMMU
36 | cocCTaB/ieHME KaNbKYAALMMW LLEH HA NAATHbIE YCAYTn OAVH AOKYMEHT 3340,0
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37 | BbINUCbIBaHWE CYETA, KBUTAHLUN OAMVH AOKYMEHT 13,4
38 | cBepKa onnatbl CHETOB OAVH AOKYMEHT 13,8
JenonpoussopacTso:
39 | npuem 1 perucTpaumns BxogAawen KoppecnoHaeHL MM OAMVH AOKYMEHT 5,6
40 | obecneyeHue KOHTPONA 3a CBOEBPEMEHHbBIM UCMOSIHEHUEM AOKYMEHTA OAMNH AOKYMEHT 5,6
41 | cuctemaTtmsaumMa U NOALWMBKA  WUCNONHEHHbIX AOKYMEHTOB B  COOTBETCTBMM C | OAMH AOKYMEHT 5,6
HOMEHKNATYpOI Aen
PaboTta B pexxume AC:
42 | peructpauma BXogalLen KoppecnoHAeHUUN: BBoA, B 6a3y AaHHbIX KOHTPOIbHOW KapTOYKM OflHa KapToyKa 7,6
(4aTa noctynneHua, MHAEKC AOKYMEHTA, KOPPECMNOHAEHT, AaTa, MHAEKC MOCTYNUBLLEro
DOKYMEHTa, KpaTKoe coaeprKaHue, pe3ontounsn, KoMy HamnpasaeH)
43 | obecneyeHe KOHTPO/A 33 MCMOJHEHMEM [OKYMEHTA: BblBOA, Ha 3KPaH KOHTPO/IbHOWM 0fHa 3anucb 4,6
KapTO4KM, BBOA B Hee MHbOopMauumn o6 CnosHeHUNU
MNpumeyaHue: BpeMsa NpoBeAeHUA OTYETA Nepes YUTATENAMU, HAaceIEHMEM, COBELLAHUIN B HOPMY BPEMEHU HE BXOAMT.
4.16. O6cnykmMBaHMe yaaneHHbIX Noab3oBaTenei
Tabnuua 86
N HanmeHoBaHue npouecca, onepauymm. CoctaB paboTbl EanHuua Hopma BpemeHu, MUH.
n/n nsmepeHua
1 2 3 4
Pernctpauna nonb3osatenel B peXkxume OHNANH:
1 | npoBepka 3anucu nonb3oBaTens B 6UbAMOTEKY OAMH 1,0
nosb3oBaTesnb
2 | obpaboTka n BBOA Ppamuamn, UMEHM, OTYECTBA MOJIb30BATE/A U aApPeca ero 31eKTPOHHOM OAMH 2,5
noyTbl 3/1EKTPOHHbIN
dopmynap
3 | cocTaBneHne nuMcbMa C YKasaHWeM JIOTMHA WM CreHepupOBaAHHOINO CUCTEMOM MapoAs, | OAHO 3NEKTPOHHOe 2,5
NPUKpenaeHme WHCTPYKUMW MONb30BaHUA M OTNpPaBKa ero Mo 3/eKTPOHHOW nouyTe n1cbmo
nosb3oBaTento
O6cnyKMBaHWe NoNb3oBaTeNel B peXXMME OHMANH:
4 KOHCY/NbTaUMs MO UCNOIb30BaHUIO MHTEPAKTUBHOMW B/, KHUT oAHa 5,0
KOHCyNbTauua
5 | conpoBoxaeHWe BUPTyanbHOW KHWUroBblgauu: GOpmMMpOBaHME 3aKasa Ha BUPTyasibHOM OfMH 3aKa3s 7,0
KHUKHOM Mnonke
6 | Bbirpyska u3 AC HOBbIX MOCTYN/JEHUI 3a OnpefeseHHblt nepuos BPEMEHU B BUAe oAuH dain 5,0
yKasaTtens HoBbIx nocTynaeHuni (YHN)
7 | pasmelwieHne HOBbIX MOCTYN/IEHUA [OKYMEHTOB Ha caliTe 6MBAMOTEKM: co3AaHue oAuH dainn 1,5
3aro/10BKa aHHOTauuu NpuKkpenneHve dalina(os)
8 | paccbliKa MO 3NEKTPOHHOWM MouyTe yAaNneHHbIM Mosib3oBaTeNAM MHGOPMALMU O HOBbIX | OHO 3NEKTPOHHOE 1,5
NoCTyN/JeHUAX JOKYMEHTOB n1cbMo
9 | MHbOpPMaLMOHHOE COMPOBOXAEHME CaliTa, NOpTasa WM CTPaHWUL, B COLMANbHbLIX CETAX: | OA4HO cooblieHue 1,5
C034aHue 3aro/ioBKa aHHOTaUuMKM NpuKpenaeHue dainnos
PaboTa c caiiTom oTgena 6ubanoteku
PaboTa c HoBOCTAMM OTAENA:
10 |noarotoBKa maTepuana K nybavKkaumm (npecc-penus, NnocT-penmus, cratbs) O/ MH MeYyaTHbIN 1050,0
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NNCT

11 | pasmelleHVe HOBOCTM Ha caiTe 0O4Ha HOBOCTb 10,0
12 | pa3melLeHMe HOBOCTU B COLMA/IbHbIX CETAX 0fiHa HOBOCTb 10,0
13 | oTnpaBKa HOBOCTHOTO COOBLWEHMA ANA Pa3MeLLeHMA Ha caliTax NapTHEPOB Of1HO Co0bLLeHne 10,0
14 | nopbop MNNOCTPALUKM K HOBOCTH o4Ha 5,0
WUAACTpaLma
PaboTa c poToranepeeit otaena:
15 | poTocbemka ofHa CbeMKa 30,0
16 | nopbop dpoTorpadpuit oAHa poTtorpadus 3,0
17 | o6paboTka poTorpaduii c nomoLbto rpadUyecKkoro pegakTopa oAHa poTorpadusa 15,0
18 | co3paHue poToranepen ofHa poToranepesn 15,0
19 | pobaBneHue nognucel Kk potorpadpuam oaHa poTtorpadpusa 2,0
PaboTa c NONHOTEKCTOBLIMUW MaTepuanamu, bubanorpaduyeckumm cnMckamm Ha cavTe:
20 | popmaTupoBaHue matepuanos ans nybamkauum (nepesog B Apyrme popmatbl, geneHne | oAuH matepuan 20,0
maTepurana Ha yactu)
21 | pobaBneHune onucaHMA K maTepuany (aHHoTaums, Katoyesble coBa) - 1000 3HaKoB OAMH MaTepuan 10,0
22 | 3arpy3Kka maTtepuana Ha BHELHWIA canT OAMH maTepuan 15,0
23 | obHOBNEHME CNUCKA NyHAMKALMIA COTPYAHMKOB OTAENA oAHa 2,0
6ubnunorpaduyeck
aA 3anucb
PenaktnposaHue n o6HoBEHUE MHDOPMALMUM Ha caltTe:
24 | pepakTMpOBaHME maTepuanos 0ofiHa 3anucb 2,0
Co3aaHune popMbl 3N1EKTPOHHbIX ONPOCOB (IKCMPECC-0NPOC, OHNANH aHKETUPOBAHME):
25 | co3paHue u pasmeLLeHne BONPOCOB Ha cante 04MH BOMpoC 6,0
26 | co3paHue cTpaHWUUbl onpoca U fobasneHue Koga ¢ caiTa OfHa CTpaHuua 15,0
Co3aaHue HOBbIX pa3genos Ha caiTe:
27 |co3gaHue OAMH pa3aen 15,0
PepaktupoBaHue n o6HoBeHWE MHDOPMALMOHHOIO KOHTEHTa Ha calTe:
28 | pepaKTUpOBaHMe cTaTel, pa3melLeHHbIX Ha caiTe oJHa HOBOCTb 10,0
29 | NOUCK 1 oTHop MHOPMALMM ANs PefaKTUPOBaAHMA CTaTUCTMYECKoM B/, 20,0
30 |obHoBneHue 3anuceit B ofiHa 3anucb 5,0
31 | BHeceHWe HOBbIX 3anucei B B 0/Ha 3anucb 10,0
O6paboTKa AOKYMEHTOB A/1A 3arpy3KM Ha CalT:
32 | pepakTupoBaHue M GopMaTUpPOBAHME TEKCTA AOKYMEHTA OAMH aBT. UCT 60,0
33 | KOHBEPTMpPOBAHME AOKYMEHTa U3 ogHoro dopmata B Apyron dopmat OAMH AOKYMEHT 10,0
34 | 3arpyskKa Ha BHeLHWe pecypcbl OAWH AOKYMEHT 15,0
35 | pasmelleHue Ha caiiTe oTaena OAMVH AOKYMEHT 10,0

3anonHeHue CTpaHULUbl OTAENa B COUMA/IbHbBIX CETAX:
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36 |noucK 1 oT6op HOBOCTEN HA BHELWHMX pecypcax oJHa HOBOCTb 24,0
37 | cocTaBneHue aHHOTALMUM K HOBOCTAM 0/Z1Ha HOBOCTb 15,0
38 | pasmelleHWe NOCTa Ha CTpaHuULe oTAena 0/1Ha HOBOCTb 5,0
4.17. OnpepeneHune KHUroobecneyeHHoOCcTU yuebHoro npouecca B 6ase gaHHbix AC
Tabnvua 87
N HanmeHoBaHwue npouecca, onepauun. Coctas paboTbl EanHuua Hopma BpemeHu, MUH.
n/n nsmepeHus
1 2 3 4
1 | nouck onpegeneHHomn aucumnamHbl yuebHoro npouecca B moayne "KHuroobecneyeHHocTb" ofHa 1,0
AavcumMnanHa
2 nouck B 6Hase paHHbix AC [AOKYMEHTOB, MOAXOAALWMX ANS BblOPAHHOW AMCLMNAUHDI ogHa 10,0
(oCcHOBHOW CMMCOK), B pexXnme NpocToro U pacluMpeHHOro NoucKa avcumMnanHa
3 | npocMOTp KaxKAoro AOKyMeHTa Mo BCem MapameTpam AfA onpeaeneHnsa HeobxoamMmocTv | OAMH AOKYMEHT 60,0
BK/IOYEHUA €ro B CMUCOK, O0T6Op BblBpaHHbIX AOKYMEHTOB (f06aBneHMEe K MMeLWwmMmen
nonam ewe ogHoro noas "gucumnamHa')
4 | npucoefuHeHMe  OTOBpPaHHbIX  [AOKYMEHTOB  (OCHOBHOW  CNMCOK) B mopyne oaHa 5,0
"KHunroobecneyeHHoCTb" K onpeaeneHHon AucumnamHe OUCUMNANHA
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5. TunoBble oTpacneBble HOPMbI TPyAa Ha PaboTbl, BbINONHAEMbIE B 4ETCKUX, OHOLWECKUX 6BubamnoreKkax, B 6ubnmorekax HUN,

06paszoBaTesbHbIX yupeXKaeHii (Ha OCHOBe aBTOMAaTU3MPOBAHHbIX CUCTEM YNpPaB/IeHUA Npoueccamm)

5.1. KomnneKkrosaHue ¢poHA0B

Tabnvua 88
N HavmeHoBaHuMe npouecca, onepauunun. Coctas paboTbl EanHuua Hopma BpemeHun, MUH.
n/n nsmepeHua
1 2 3 4
1 |npuem u otbop OnAa GOHAOB HOBbIX MOCTYMN/IEHWUIA, NMONYYEHHbIX MO CONPOBOAUTENbHOMY | OAWMH SOKYMEHT 3,6
LOKYMEHTY - IUCTY FOCYAapCTBEHHOM perncTpaumm
2 | TexHMyecKan 06paboTKa JOKYMEHTOB OfVH JOKYMEHT 4,5
3 | BBOA AOKYMEHTOB B 6a3y AaHHbIX (B/) OAVH [LOKYMEHT 4,5
5.2. Bubamnorpadpuueckoe onnmcaHme U MHAEKCMPOBAHUE AOKYMEHTOB
Tabnvua 89
N HanvmeHoBaHuMe npouecca, onepauunun. Coctas paboTbl EanHuua Hopma BpemeHu, MUH.
n/n nsmepeHua
1 2 3 4
1 |dopmupoBaHue OGubanvorpapuyeckon 3anucM Ha [AOKYMEHTbl Ha PYCCKOM  A3blKe ofHa 3anucb 18,0
(onncatenbHas KaTanornsayms)
2 | popmunpoBaHue bubnamnorpadmyeckolt 3anmucu Ha JOKYMEHTbl Ha MHOCTPAHHbIX €BPOMENCKUX ofHa 3anucb 27,0
A3blkax M fA3blkax HapogoB Poccuiickoit Peaepaunmn, Kpome pycckoro (onucatenbHas
KaTanorusaumsa)
3 | MHAEKCcMpOBaHUE AOKYMEHTOB (coaepKaTesibHas KaTanornsawms) 0ofiHa 3anucb 18,0
5.3. PaborTa c KaTanoramu
Tabnamua 90
N HanmeHoBaHwue npouecca, onepauun. Coctas paboTbl EanHuua Hopma BpemeHu, MUH.
n/n nsmepeHus
1 2 3 4
MNoaroToButenbHas paboTa:
1 |pa3bop KapToyek AN PacCTaHOBKM B andaBUTHbIE KaTanoru 0fiHa KapToyka 0,5
PenaktnposaHue reHepanbHOro andaBUTHOroO KaTanora: 0flHa KapToukKa
2 | KkaTanor - ctapbiit pag, (go 2000 roaa) 1,0
3 | kaTtanor - HoBbIN pag (c 2000 roaa) 0,5
4 | KaTanor - UHOCTPaHHble eBPONENCKMe A3bIKU U A3bIKM HapoAoB Poccun, Kpome pyccKoro 1,0
5 | pa3bop KapToYeK ANA PacCTaHOBKM B CUCTEMATUUYECKMUE KaTanorm OflHa KapToyKa 0,3
6 | pemakTMpoBaHue FeHepanbHOro cucTemaTuyeckoro Katanora (FCK) 0fHa KapToukKa 0,5
7 | pepakTMpoBaHue opuUrMHan-maketa b3 Ha ogHOYaCcTHbIe AOKYMEHTbI OflHa KapToyKa 0,3
8 | pemakTnpoBaHue opurMHan-maketa b3 Ha MHOro4yacTHble JOKYMEHTbI OflHa KapToyKa 0,45
9 | pefakTMpoBaHue 3anucert Ha eaAMHUUbl XpaHeHuAa B O Mo M3BeLEeHUAM O BHECeHUMU 0ofHa 3anucb 54

M3MEHEeHWI B KaTanoru, NoNy4eHHbIMU U3 TeEXHoNorMYeckoro otaena (TO)

PepaktupoBaHue bubnnorpaduyeckmnx sanucei (b3) (KOHTpobHbIE NoAA GopmaTa 1 TEKCTA
B3):

O[Ha 3anuncb
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10 | pegakTMpoBaHWe KOHTPObHbIX Nonel dopmaTa 5,4
11 |pepakTmpoBaHue TekcTa b3 5,4
12 | peaaktupoBaHune bubanorpadpuueckmnx sanucei (63) 8 NO (BBegeHne nHgekcos 66K B B3) 0fiHa 3anucb 5,4
13 | dopmuposaHme B3 B MO ¢ ucnonb3oBaHMEM CBOAHOIO KaTasnora Poccuiickon ®epepauuu OfiHa 3anucb 12,0
14 | pegakTnpoBaHue b3 Ha MHOro4YacTHble OKyMeHTbI B MO 0OJHa 3anucb 12,0
5.4. Pabota ¢ poHaom
Tabnmua 91
N HanmeHoBaHwue npouecca, onepauun. Coctas paboTbl EanHuua Hopma BpemeHun, MUH.
n/n nsmepeHua
1 2 3 4
MoarotoBuTenbHas pabora:
1 |noarotoBka paboumMx MecT; opraHu3auma paboyero mecTa: MOAK/AOYEHME KOMMbIOTEPa, | OAHO pabouee 5,0
Bxog, B OPAC, npoBepKa 3/1eKTPOHHOW NOYTbI, Paccbl/ika OTBETOB Ha 3anMpocbl; NOATOTOBKA MecTo
3aia K paboTte: opraHusauma pabouynMx MecT yuTaTenei, BnaxkHaas obpaboTKa MOHWUTOpPaA
KOMNblOTepa, CTaHUUW  CamoOobCNYKMBaAHWA, MOHWUTOPA  3/NIEKTPOHHOrO  KaTasora,
paccTaHOBKa (pasMelleHWe KHUXKHOMO MaccuBa, CAAHHOro nocne npeaplayuero paboyero
[OHA, HA MOMKaxX OTKPbITOrO A0CTyNa), 03HAaKOM/IeHWe C NEPUOLMUKON U C HOBOCTAMMU B CETU
"UHTepHeT"
2 | nonyyeHWe LOKYMEHTOB C BbICTaBKM HOBbIX MOCTYN/eHUI (MpU y4acTun 4-X YenoBek) ofHa naptma 16,0
(100
OOKYMEHTOB)
3 | npvem HoBbIX NOCTyn/aeHUn B Mporpamme nepenayu; CBEPKA HANMUMA KHUM B NApPTUM C ofiHa MapTua 12,0
CONpPOBOANTENbHbBIM AOKYMEHTOM (100
AOKYMEHTOB)
O6paboTKa HOBbIX MOCTYNAEHUIA
4 | MNepBUYHbIN pa3bop HOBbIX MOCTYMN/IEHUM; NPOCTABJAEHUE LITEMMNENSs HA TUTYAbHON U 17 0fHa napTma 26,0
CTPaHMLUAX KHUIM; aKTMBALUMA M pefaKTUPOBAHME B 3/IEKTPOHHOM KaTasiore; neyatb (100
MHBEHTapHoro N 1 NpuKkNenBaHMe PagMoMeTKM (eAMHUYHbIE SK3eMNAAPDI) AOKYMEHTOB)
5 Pa3bop AOKYMEHTOB A/1A onpeaeneHns pacCTaHOBOYHbIX WNdpoBs OOMH OOKYMEHT 1,0
6 | NpeaBapuTenbHas cMCTemMaTU3aLMA AOKYMEHTOB rpynnosoi 0b6paboTku ona onpeaeneHuns | oguMH LOKYMEHT 1,0
NOJIOYHOTO MHAEKCA
LUndpposKa LOKYMEHTOB: OfVH LOKYMEHT
7 | c asymsa wundpamu (1 - "BupTyanbHbIin") 1,0
8 | 6e3 wunopa 1,8
9 |pocbinbl 3,6
10 |BBOA WHdpa 0,5
LUndppoBKa LOKYMEHTOB rpynnoBoi 06paboTku: OfVH JOKYMEHT
11 |npeaBapuTenbHasa cucTemMatusauma (BBoA4 MHAEKCA OTPACAU 3HaHUA no Tabamuam BBEK B IK) 1,0
12 | aetanbHaa cuctematmsaumn (BBoA NoA0YHOMO MHAeKca BEK B 3K) 1,0
13 | 0bpaboTKa JOKYMEHTOB Ha MHOCTPAHHbIX €BPOMNENCKUX A3bIKaxX OAMH AOKYMEHT 3,6
14 |o06bpaboTKa [OKYMEHTOB Ha HAUMOHANbHbIX A3blKax HAPOAOB CyO6bEKTOB POCCMICKOM | OAMH JOKYMEHT 4,5
Pepepaunu
15 | npuem n obpaboTKa gokymeHToB XVIII - XIX BB. OOMH OOKYMEHT 8,0
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16 | npuem n 06paboTKa OTeYeCTBEHHbIX NePUoANYECKUX n3ganunii us 3TMNN OAVH AOKYMEHT 1,8
17 | npuem n 06paboTKa MHOCTPAHHbBIX NepUOANYECKUX U3aaHni ns 3TN OOMH OOKYMEHT 1,8
18 | nepewndpoBKa LOKYMEHTOB OOMH AOKYMEHT 27,0
19 |BBOpg 6ap-Koaa AoKymeHTa B IK OAMH AOKYMEHT 2,6
20 | nepepaya LOKYMEHTOB Ha Apyca ©b B AncnetyepcKoi nporpamme ofiHa mapTua 26,0
(100
OOKYMEHTOB)
O6cnyKuBaHue yntateneit 1 aboHeHTos B Ob:
21 | BbINOSHEHWe TpeboBaHWUM, NOCTYNUBLLIMX MO 3NEKTPOHHOMY 3aKa3sy ofHO 1,0
TpeboBaHue
22 | B3aMMOpacHeT CO CTPYKTYPHbIMM Noapa3aeneHmnamm 6ubamnoTteku ofHa naptma 14,0
(100
OOKYMEHTOB)
23 | paboTa C 33L0/IKEHHOCTbIO: coCTaBAeHMe No Ha3e YNTaNbHOro 3ana CNMUCKA 3340/IKHUKOB; | OANH JOKYMEHT 1,8
cocTaBaeHue no H6ase LeHTpanbHOW Kadeapbl CNNCKA 3a4,0/13KHUKOB; BblaeneHue 13 obuero
CMWUCKA 33J0/KHUKOB BMOIMOTEKM 33[0/1KHUKOB; eXefHEBHbIN KOHTPONb LO/IKHUKOB C
HaNOMWHAHMEM O HeObXO04MMOCTU BO3BPATA 3a4EPKAHHbBIX KHUF; aHann3 s3pdeKTMBHOCTU
npoaenaHHon paboTobl
ObecneyeHne coxpaHHOCTU GOHAOB:
24 | NOArOTOBKA ALOKYMEHTOB Ha MUKPODUIbMUPOBAHUE U CKAHUPOBaHWE OfVH [OKYMEHT 5,4
25 | nepepaya LOKYMEHTOB Ha MUKPOGUNbMUPOBAHME U CKAHMPOBAHME ofHa napTua (20 16,0
OOKYMEHTOB)
CepKa $oHAa C 31eKTPOHHbIM KaTanorom (IK): OZVH [LOKYMEHT
26 | 04HOYACTHbIE AOKYMEHTbI 1,8
27 | MHOro4YacTHble JOKYMEHTbI 3,6
28 | npoBepKa AOCTyna K 3/IeKTPOHHOMY pecypcy OOVH AOKYMEHT 5,4
5.5. CnpaBouHo-6ubnnorpadpuueckoe obcayxmsaHue
Tabnvua 92
N HanumeHoBaHwue npouecca, onepaumun. CoctaB paboTbl EanHuua Hopma BpemeHu, MUH.
n/n nsmepeHus
1 2 3 4
BbinonHeHue ycTHbIX Bubanorpadmyeckmnx cnpaBok:
1 |noarotoBKa paboumx mect eXkegHeBHO 13,0
2 | eeOHEBHbIM CTAaTUCTMYECKUIM Yy4yeT cnpaBoYHO-6mubavorpaduyeckoro obcayKMBaHUSA exeaHeBHO 13,5
yutaTenen
3 | M3yyeHuMe oTpuLUATe/IbHbIX OTBETOB Ha bMbanorpaduyeckme 3anpochl € Lebio BblABNEHUA exeHeBHO 13,5
6paka
4 | npuem 3anpoca Ha BbINoJIHeHMEe Bubanorpadpuyeckon cnpasku OAMH 3anpoc 10,0
5 | opopmneHne KOHTPONLHOIO IMCTKA NONb30BaTENA oauvH 1,0
nosib3oBatesb
6 | Tematnyeckan yctHas 6ubnunorpaduyeckan cnpaska 0fHa cnpaskKa 17,0
7 | appecHas ycTHaAa crnpaBkKa OofiHa cnpaBka 8,0
8 | yTouHsowWan ycTHaa bubamorpadpuyeckas cnpaBka 0fHa cnpaskKa 18,0
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9 | dakTorpadmyeckan yctHaa bubamorpaduyeckas cnpaBka 0fHa cnpaskKa 15,0
10 | opueHTUpYoLWan KOHCYIbTauuA of4Ha 6,0
KOHCyNbTauus

11 | 6ubanorpaduueckan/daktorpaduyeckan cnpaska no tenedpoHy OfiHa crpaBkKa 12,0
BbInosHEHWE NUCbMEHHbIX BUbMorpadpuyecknx cnpaBok:

12 | npuem u pernctpauma NMCbMEHHOrO 3aNpoca B OPraHM3aLnMoHHON rpynne OJ4MH 3anpoc 3

13 | gMcneTyepmsaLmsa NUCbMEHHbIX 3anpocoB B rpynne CBO eXxegHeBHO 60

14 | pernctpauma 3anpoca B XKypHasae yyeTa NMCbMeHHbIX cnpaBokK rpynnbl CBO oJHa 3anucb 3
MncbmeHHaa TemaTnyeckas cnpasKa:

15 |TemaTuMyecKas crnpaBKa 1-o/ CTeNeHM CAOXKHOCTU: A0 25 HasBaHMKA, C NPOCMOTPOM | OZHa crnpaBKa 1200,0
6ubnmorpadmyecKkmMx UCTOYHUKOB

16 |TemaTuMyecKas cripaBKa 2-OM CTEMEHW CAOMKHOCTU: CBblle 25 HasBaHMM, C NMPOCMOTPOM | OZAHa CrnpaBKa 2900,0
61bMorpadnyecKkmx U TEKCTOBbIX UCTOYHUKOB

17 | nMcbMeHHas yTouHaAowas bubnmorpaduryeckan cnpaska ofiHa cnpasBka 360,0

18 | nUCbMeHHan agpecHan cnpaska ofHa cnpaska 120,0

19 | nucbmeHHan paKTorpadpuyeckas cnpasKa ofHa cnpaska 360,0

20 | NMCbMEHHbIe KOHCY/IbTaUuMM: TeMaTUYeCKaa KOHCYAbTalMA, KOHCYIbTauUA-KAnLWe ogHa 480,0

KOHCyNbTauua

PenakTnposaHue BbIMOAHEHHbIX MMCbMEHHbIX CPaBOK:

21 |appecHasa NMCbMeHHan cnpaBKa 0fHa cnpaskKa 9,0
TemaTmyeckan NMCbMeHHas cnpasKa: OofiHa crnpaska

22 | 1-7 cTEeNEeHU CNOXKHOCTH 18,0

23 | 2-/ cTeneHn CNOXHOCTH 48,0

24 | yTOouHAOLWAA NMCbMEHHAA CnpaBKa ofiHa crnpaska 8,0

25 | pakTOorpaduyeckas NnMCbMeHHas cnpaBKa 0AHa cnpaskKa 8,0

26 | pernctpauma BbINOAHEHHOW NUCbMEHHON cnpasBku B rpynne CBO B XypHane ydeTa OoJHa 3anucb 3,0
NMUCbMEHHbIX 3aNPOCOB

27 | pernctpauma BbINOJHEHHOW NUCbMEHHOM CNPaBKKX B OpraHn3aLmMoHHou rpynne CBO OofiHa 3anucb 2,0

28 | odopmnieHue 1 nepegaya/oTnpasneHne oTBeTa 3aKasumnKy OAMH 3anpoc 12,0
BupTyanbHas cnpaBoyHasa cayxba:

29 | BUpTyanbHasA TemaTMyecKasa CnpasBKa 0AHa cnpaBskKa 18,0

30 |BMpTyanbHasA agpecHan cnpaBka 0AHa cnpaBskKa 7,0

31 | BUpTYyanbHasA yTOYHAIOLWLAA CNpaBKa 0fHa cnpasKa 18,0

32 | BUpTyanbHaA OpPMEHTMPYIOLLLAA CNpPaBKa 0fHa cnpaBskKa 6,0

33 | obopmieHue oTBETA HA 3anNpoc YMTaTens 04HO NUCbMO 6,0

34 | nononHeHWe apx1Ba BbIMOAHEHHbIX CNPaBokK ("ba3a 3HaHuit") 0/Ha crnpaBKa 11,0

35 | ckaHupoBaHWe foKymeHToB U3 poHAoB CEO no 3akasam nosib3oBaTenen ofHa cTpaHuua 3,0

KoHcynbTaumm:

ogHa
KOHCy/bTauums
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36 | meTtogmyecKkas 10,0
37 |TemaTunyeckasn 10,0
38 | noKasNbHAA KOOPAMHALMA U AUCMETYEPU3ALMA BbINOSHEHUA BUPTYANbHbIX CNPABOK OAHO MUCbMO 12,0
Bubnnorpaduyeckoe obyyeHne nonbaosartenei
KoHcynbTaumm: oAHa
KOHCYNbTauuA
39 | meToanyeckas 10,0
40 | TemaTnyeckasn 15,0
41 |noarotoBKa 6ubnunorpadpuyeckoro 0630pa no MeToguKe dopmupoBaHua oAMH 0630p 2400,0
6ubanorpaduyeckoit 3anmcu, paboTbl ¢ KaTasnoramu, 6MbAMOrPaPUYECKUMU UCTOYHUKAMM
bopmMpoBaHUA CNNCKa INTEPATYpPbl K Hay4yHOW paboTe
42 | noarotoBKa " nposegeHne  bubavorpaduyeckoro  ob3opa no MeToauKe 0oAMH 0630p 480,0
6ubnunorpacduyeckoro onmcaHuma
43 | npoBeAeHMe 3KCKypcum no ¢oHaam U cnpaBoyHo-6bubnmnorpadpuueckomy annapaty (CBA)| ogHa aKcKypcusa 480,0
L5C
BegfieHue cnpaBo4yHO-6Mbanorpaduyeckoro annapara:
44 | BegeHWe apxunBa BbIMOJIHEHHbIX CMPABOK B 3/IEKTPOHHOM pPeXUME Of4Ha cnpaBKa 8,0
45 | BBOpA KapToTek B b, 0Ha KapToukKa 6,0
BbicTaBoyHan paboTa: O/lHa BbICTaBKa
46 | pa3paboTKa niaHa OpraHn3aumm 1 SKCMNOHMPOBAHUS TEMATUYECKOM BbICTaBKM 2160,0
47 | noAroToBKa CONPOBOAUTENIbHOW AOKYMEHTALMN K BbICTaBKe, STUKETaXKa 360,0
48 | MOHTa)X BbICTaBKU 480,0
49 | BEMOHTA) BbICTaBKMU 240,0

MpumeyaHue: npu paboTe ¢ JOKYMEHTaMU Ha MHOCTPAHHbIX eBPONENCKUX A3bIKax U A3blKax Hapogos Poccuiickoi ®epepaumn, Kpome
PYCCKOro, K HOpMam BpeMeHU NPUMEHAETCA NoBblWakowmii KoadduumenT 1,15.

5.6. HoTHble nsgaHua n 3sykosanucu

Tabnuua 93
N HanmeHoBaHue npouecca, onepaummn. Coctas paboTbl EanHnua Hopma BpemeHun, MUH.
n/n nsmepeHus

1 2 3 4
dopmuposaHue bubnnorpaduryeckoit 3anmcu:

1 | Ha rpamnnacTUHKM Ha PYCCKOM A3blKe (onuncaTenbHas Katanornsaums) OfMH ANCK 140,0

2 | Ha rpaMniacTMHKM Ha MHOCTPAHHbIX €BPOMENCKMX A3bIKAX U A3blkax HaponoB Poccuickoi OAVH ANCK 180,0
depepaunm, Kpome pyccKkoro (onucaTtesibHas KaTanornsaums)

3 | Ha ayAMo KOMMAKT-AMCKEe Ha PYCCKOM A3blKe (onucaTenbHas KaTasormsauus) OAVH ANCK 160,0

4 |Ha ayAMO KOMMAKT-AMCKE HA WHOCTPaHHbIX €BPOMNEeNCKUX A3blKax M A3blKax HapogoBs OAMH ANCK 220,0
Poccuiickoin ®egepaunm, Kpome pyccKoro A3blKa (onucatenbHan KaTanorusauus)

5 Ha My3blKalbHOM KOMMNaKT-AMCKe (onucaTesibHan KaTanaormsaums) OAMH AUNCK 480,0

6 | Ha HOTHblE M3JaHUA Ha PYCCKOM A3bIKe (OnMcaTesIbHan KaTanorusaums) OAMVH AOKYMEHT 132,0

7 | Ha HOTHble U34aHMA Ha MHOCTPAHHbIX EBPOMENCKUX A3bIKAX U A3blKax HAapoaoB PoccuicKoM | OAWMH AOKYMEHT 140,0

depepaunm, Kpome pyccKkoro (onucaTtesibHas KaTanormsawms)
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CnpaBouHo-6ubanorpadpuueckoe 06cyKMBaHWE B YUTAILHOM 3ase

BbinosiHeHWe ycTHOM Bubanorpaduyeckon cnpasku:

8 | npvem 3anpoca Ha BbinoaHeHWe 6ubnnorpaduyeckoi cnpaskm O/MH 3anpoc 6,0
9 | Tematuyeckan yctHas 6ubnnorpaduueckan cnpaska 0AHa cnpaskKa 20,0
10 |ycTHaa agpecHasa bubamorpaduyeckasn cnpaska 0/Ha crnpaBKa 12,0
11 |yTouHAOwWan ycTHan bubanorpaduyeckan cnpaska 0AHa cnpaskKa 22,0
12 | dakTorpaduyeckas ycTHan bubamorpadpuyeckan cnpaska 0ofiHa cnpaBka 18,0
KoHcynbTaumm: oAHa
KOHCyNbTaLuA
13 | 6ubnunorpadpuryeckme 10,0
14 | opueHTUpytowme 3,0
15 |BcnomoratenbHO-TEXHUYECKNE 6,0
BbIinosHeHWe NUCbMEHHbIX B1bnorpadpuyecknx cnpaBok:
16 | npuem u pernctpawma 3anpoca B KHUre yyeTa NMCbMeEHHbIX bubanorpaduyeckmnx cnpasok 0AHa cnpaskKa 15,0
17 | wv3y4yeHwue 3aNpoca, yCTaHOB/IEHNE UN YTOYHEHWNE 31eMEHTOB bubanorpaduyeckon 3anucm 0/ Ha crnpaBKa 900,0
BepeHue cnpasoyHo-6MbAMOrpaduyeckoro annapara:
18 | odbopmneHmne KapToUKM ANA KapToTek OfiHa KapToyKa 16,0
19 |cospaHue 6ubnunorpaduyeckor 3anucn (B3) Ha cTaTbM MO My3blke W3 AOKYMEHTOB, He ofiHa 3anucb 8,0
cooTBeTcTByOWMX Npoduato M3
20 |BeaeHue KapToTek 0fHa KapTouKa 1,0
5.7. Paborta c nutepatypoii no 6ubanorekosegeHuio, 6ubnnorpagdoseneH1I0 U KHUroBe4EeHUIO
Tabnvua 94
N HavmeHoBaHue npouecca, onepauunun. Coctas paboTbl EanHnua Hopma BpemeHu, MUH.
n/n n3mepeHus
1 2 3 4
O6paboTKa HOBbIX MOCTyN/IeHMI B NporpammHom obecnedeHum (MO):
1 |npuem HOBbIX MOCTYN/JIEHUN OTEYECTBEHHbIX AOKYMEHTOB B AMCMETYEPCKON Mporpamme | OAMH AOKYMEHT 0,5
nepegauu
2 | npvem HOBbIX NOCTYMNEHMIA Ha WMHOCTPAHHbIX EBPONENCKUX A3bIKaX M A3blKax HApPOAO0B | OAWH JOKYMEHT 1,0
Poccuiickoin depepaumm, Kpome pycckoro
3 | odopmneHne KapTOUKM Ha AOKYMEHT HA PYCCKOM A3blKe A1A KaTaNoroB M O6NACTHbLIX | OfHa KapTo4Ka 8,0
KapTOTeK C UCNo/ib30BaHMeM bubanorpadpuyeckon 3anmcum
4 | obopmneHne KapTOUKM Ha AOKYMEHT Ha WMHOCTPAHHbIX €BPOMENCKUX fA3blKax M A3blKax | OZHA KapTouKa 10,0
Hapoaos Poccuiickoit Pepepaumn, Kpome PyccKoro, AR KaTasoroB U 06NaCTHbIX KapToTeK
C ucnonb3oBaHnem bubavorpaduyeckoi sanucu
5 | aHanuTMyeckoe onucaHue foKymeHTos B 10 ofHa cTaTbA 12,0
O6cnyKMBaHMe NoNb3oBaTeNElN; BUPTYaibHan CnpaBoYHas ciyxba:
6 | npuem bubnmorpaduyeckoro 3anpoca ymTatens O/MH 3anpoc 3,0
7 | BUpTyanbHaa TemaTuyeckan cnpaBka 0fHa cnpaskKa 54,0
8 | BUpTyasbHasA agpecHas cnpaBkKa 0fHa cnpaBskKa 18,0
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9 | BUpTyasbHaA yTOYHAIOLWAA CNpaBKa 0fHa cnpaskKa 26,0
10 | BupTyanbHas pakTorpadpuyeckas cnpasKa 0AHa cnpaBskKa 20,0
11 | odopmneHune oTBETA Ha 3aNpPOC YNTaTeNs OAHO MUCbMO 10,0
12 | nonosHeHWe apxmBa BbINOMHEHHbIX CNPaBOK ("'ba3a 3HaHUi") 0/4Ha crnpaBKa 10,0
13 | ekegHEBHbIM CTAaTUCTUYECKUA Y4YeT CrnpaBOYHO-bMbanorpadumyeckoro obcnyRuBaHmn eXeAHEeBHO 12,0
yutatenen
5.8. 06paboTKa ONTUYECKUX KOMNAKT-AUCKOB (O3P)
Tabnuua 95
N HavmeHoBaHuMe npouecca, onepauunun. Coctas paboTbl EanHuua Hopma BpemeHu, MUH.
n/n nsmepeHua
1 2 3 4
1 | nonyyeHue n AocTaBKa ONTUYECKMX KOMNAKT-AUCKOB U3 aucnetyepckon OLK3 0fHa napTma 30,0
AoKymeHTOB (100
ANCKOB)
2 NpUem HOBbIX MOCTYMN/IEHUI ONTUYECKMX KOMNAKT-ANCKOB 0fHa naptma 60,0
AoKymeHTOB (100
OUCKOB)
3 | cyMMmapHblit y4eT KOMMNAKT-4UCKOB (N0 YCTaHOBNEHHOW dopme) ofHa naptua 7,0
OOKYMEHTOB
4 | MHAMBUAYANbHbIN YYET KOMMAKT-4UCKOB OJHa 3anucb 1,0
5 | TexHnyeckas ob6paboTKa ONTUYECKMX KOMMAKT-ANCKOB OAMVH OOKYMEHT 2,0
6 | wndpoBKa AOKYMEHTOB B Mmogyne sk3emnasapbl N0 OOMH OOKYMEHT 1,0
5.9. PaborTa c untatenamm
Tabnvua 96
N HanmeHoBaHwue npouecca, onepauun. Coctas paboTbl EanHuua Hopma BpemeHun, MUH.
n/n n3mepeHus
1 2 3 4
3anucb nonb3oBaTens B bubamoteky, paboTa c uMTaTenem:
1 |noarotoBKka paboumx mecT nosnb3oBateneit M ob6CAYKMBAKOWEro NepcoHana: nposBepKa oauH MK 2,0
TEXHWYECKOTO0 COCTOAIHUA CeTeBOro obecnevyeHUs W MapKa BbIYUCAUTENBHON TEXHUKM,
BKAtoveHue MK
2 | npuHATME Mep No AnKBugaunm cboes B pabote MK, paboTte cetn, oTcyTCcTBUA J0CTYNa K Hase oAuH cbol 10,0
OaHHbIX nosb3oBaTener, MHGOPMMUPOBAHME COOTBETCTBYIOWMX CNYXKO 0 cboax, npoBepka
HeucnpaBHoro obopyaoBaHuaA, dukcauma cboes B TETPAAM yyeTa C YKasaHWeM XapaKTepa
HEeMCnpPaBHOCTU M BpemeHu Havana cbos, nocne ycTpaHeHUA HenonagKkM OTMEeTKa BpemeHu
ee ycTpaHeHun
3 | npocMoTp AOKYMEHTOB 4mMTaTtena (nacnopT, yAOCTOBEPeHWE, NMOPYyYMTENbCTBO), NPOBEPKA | OOMH YyuTaTeNb 3,0
HaIMYMA YYETHO-PErUCTPALMOHHOM KapTOUYKM YnTaTens
4 |3anonHeHWe dopmynapa 4yuTaTeNs, YYEeTHO-PErMcTPaLMOHHOM KapTOYKWM, YMTATE/IbCKOrO | OAWH KOMNAEKT 5,0
bunera
5 | 03HakomneHWe uuTaTena ¢ NpaBuMAaMM NONb30BaHMA OWBAMOTEKON, PaCMONONKEHWEM | OLMH yuTaTeNb 6,0
doHAa, cnpaBoYHbLIM annapaTom
6 |[noabop u paccTaHoBKa NoO Homepam 6unetos, andaBuTy GamuAnin umTaTesiel yyeTHO-| OZAHa KapToyKa 2,0

PerncTpaumoHHbIX KapToyek
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7 | ocywecTBneHre KOHTPOA 33 BO3MOXKHbIM Ha/lMYMEM AaHHbIX O YMTaTesle KaK Hapywutene | OfMH yuTatenb 0,5
(MMweH npaBa Nonb3oBaHUA); BeAeHWe (M PerynspHblid NPOCMOTP) KapTOTEKU uuTaTenei-
HapywuTenen
MNepeperucTpauus yutaTenem:
8 | nouck dopmynapa (perncTpauMoHHOM KapTOUKMN) YNTaTeNs, BHECEHNE N3MEHEHUIA B HUX U B | OAHa KapTO4Ka 2,0
yuTaTeNIbCKMX Bunetax (YyTOUHEHME AHKETHbIX AaHHbIX, HOBOTO 4YMTaTENbCKOrO HOMEPa,
baTbl nepeperncTpaumm) ¢ BegeHUEM KapTOTEKM Hay4HbIX TEM M TEKYLWMX WU3MEHEHUM
(nonyyeHue 3BaHU, NybaMKauuii, 4apos)
3anucb (nepeperncTpauma) yntateneit B aBTOMaTM3MPOBAHHOM PeXUME:
9 |cbemKka poTOoKamepol A YMTaTeNbCKOro buneTa v BcTaBka ¢poTorpadmm B UMTATENbCKUN | OAMH NOCETUTEND 2,0
6bunet
10 |odopmneHne KoAa uMTaTeNss C KOHTPOJIbHbIM PaspAAOM W CPOKOM NOAb30BaHWUA | OAUH NOCETUTEND 0,4
ynTaTeNIbCKUM BMNETOM, Ha OCHOBE BblAAHHON MHbOPMaL MK
11 |Bblgaya Ha NPUHTEP CBEAEHWUI O 3aMUCaABLUEMCA YATaTele B BUAE YMTaTeNbCKOro buneta OZMH noceTuTenb 0,4
12 | Habop Ha KnaBuaType CBeAEHWUI 0 uMTaTene: Gamuama, MMsa, OTYECTBO, XapaKTepusyowme | ogMH NoceTuTe b 2,0
ero npusHaku (obpasoBaHWe, CNeuManbHOCTb), KOA, HOMEp 4YuUTaTeNbCKoro 6uneta;
doTocbeMKa
13 | ocywecTBieHWe KOHTPOA 32 BO3SMOMKHbIM HaiMuMeM AaHHbIX O YuTaTese, 3anNmncaBlLemca B | O4MH NOCeTUTENb 2,0
61bnnoTeKy (paHee 3anucaH, ANLWEH NpaBa N0/b30BaHUA)
14 | odbopmneHune ynTaTenbCckoro buneta ¢ HOMEPOM M CPOKOM MO/Ib30BAHWUA YMTATE/IbCKUM oauH bunet 1,0
6uneTom, Ha OCHOBe BblAaHHOW MHOPMaLMK
15 |Bblgaya Ha NPUHTEpP CBEAEHWI O 3anUCaBLIEMCA YuTaTene; NPOBEAEHME PAANOYACTOTHOM | O4MH NOCETUTENb 15,0
MAeHTUOMKALMM  YUTATENBCKOrO OuneTa; nNpoBefeHWE [AEHEXHOro B3aMmopacyeTa C
nonb3oBaTesieM Yepes Kaccy; YyAaNeHHas 3anucb: CBepKa [JaHHbIX PerucTpauymoHHoMn
KapTOYKM, KONKKM € nacnopTta, opopmneHme gorosopa-odepTbl Ha NPesoCcTaBAeHMe 4OCTYNA
K 9/IEKTPOHHbIM pecypcam 6ubAMOTEKM, Habop Ha KnaBMaType AaHHbIX, A9 3aNONHeHWA
[,0roBOpPa, BbIBOJ A0rOBOPA Ha NPUHTEP, MOAMNWCH NLLA, 3aK/0YaBLLIEro A0roBop
16 |odopmneHune Bxoaa-BbiIxoda yuTaTens M3 6MH6AMOTEKM (MOCTOAHHBIN YMTATENbCKUIA BUNET | OAUH NoceTUTENb 2,0
CKaHWpPYyeTCA, BblAAeTCA KOHTPO/IbHbIN INCTOK)
BbinonHeHne TpeboBaHWI nosb3oBaTesieid, Bblgavya  AOKYMEHTOB M3  OCHOBHOrO
KHWUroXpaHeHua/cneumann3npoBaHHoro ¢oHAaa:
17 |nonyyeHue TpeboBaHUA Ha AOKYMEHT M3 OCHOBHOIO XpPaHeHWs, NpoBepKa MNpPaBWUIbHOCTU 04HO 1,0
3anosHeHna TpeboBaHUA, perncTpaumn TpeboBaHue
18 | nonyyeHune TpeboBaHMA Ha AOKYMEHT, MPOBEPKA NPaBUAbHOCTU 3ano/HeHuA TpeboBaHus, 04HO 1,0
pernctpauma, fopaboTka TpeboBaHMA, NoA60p No Wndpam B cneLmanmanpoBaHHom ¢oHae TpeboBaHue
19 |ycTaHOBKa MecTa HaXOXAeHWA HeHaNAEeHHOro AOKYMeHTa no 6a3am M 6aHKam [aHHbIX, | OAWMH OOKYMEHT 5,0
CNPaBOYHbIM KapTOTeKaM, KaTasioram
20 |Bblgaya OOKYMEHTA M3 OTAENa KHWUIOXPaHeHWs/Crneumansm3mpoBaHHoro GoHAa YMTaTento; | OAMH SOKYMEHT 1,5
OTMETKa Ha KHWKHOM ¢dopmynape/TpeboBaHMK; 3anncb LOKYMEHTOB B YMTATE/bCKYHO
KapTOYKM (BKNAZHOM NIUCT), OTMETKA B KHUTE 3aKa30B
Bblaya LOKYMEHTa U3 OTAE/1a KHUTOXpaHeHWA/CcneunanmnsnpoBaHHoro poHaa YiTaTento:
21 | npvem SOKyMeHTa OT unTaTens/nonb3osarens OAMH AOKYMEHT 1,0
5.10. Bbigauya KOMNNEKTOB AOKYMEHTOB BO BpeMeHHOoe No/ib30BaHue nogpasaeneHuam 6ubanoreku
Tabnvua 97
N HaumeHoBaHwue npouecca, onepauun. Coctas paboTbl EavHuua Hopma BpemeHu, MUH.
n/n nsmepeHus
1 2 3 4
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1 |odopmneHune 3anBKWM/aKTa Ha KOMMIEKT [OKYMEHTOB, MepefaBaemblii B CTPYKTYpHOe | OAHa 3asABKa, 20,0
nogpasgaenexHuve OAMH aKT

2 |noabop [OOKYMEHTOB B KOMMJ/EKTbl; PErucTpaumsa BblAAHHbIX AOKYMEHTOB B YYETHbIX [ OAMH KOMMIEKT 10,0
bopmax

3 | Bblgaya KOMMIEKTOB JOKYMEHTOB, OTMETKA Ha KHUXHOM dopmynsape (MHAMKATOpE) AaTbl [ OAMH KOMMIEKT 5,0
Bbl4aYM, AaHHbIX NOAPA3AENEHNIA, NONYYAIOWMX KOMIIEKT, OTMETKA B KHUIe BblAauu AaTbl
Bbl4a4M, AaHHbIX NOAPAa3AeNeHMI, NOAYUAOLLMX KOMINIEKT, OTMETKA B aKTe nepeaayn

4 | nony4yeHWe KOMMIEKTOB AOKYMEHTOB OT CTPYKTYPHbIX NOAPAa3AeseHU; MOUCK KHUXKHOTO | OAMH KOMMIEKT 18,0

dopmynapa (MHAMKATOpa), NoraweHne OTMETKU O BblAaye, BIOKEHUE €ro B AOKYMEHT;
npoBepka (U3NYECKOTO COCTOAHMA, MNepecyeT JUCTOB, CBEpPKa C aKTOM nepenayu;
noralieHne OTMETKM O BblAaye B KHWre Bblaauum

5.11. O6cnyxuBaHMe nonb3oBaTeneil AOKYMEHTaMMu B 3ane C rubpuaHbim o6cay:KUBaHMEM, 3ane 3N1EeKTPOHHbIX pPecypcos, 3ane
"UHTepHeT", 3an1e cneymnannsnpoBaHHoOro otaena. Npuem 3aka3os no tenedoHy 13 ropoaa

3ﬂeKTpOHHOl7I noyre

Tabnvua 98
N HavmeHoBaHue npouecca, onepauuun. Coctas paboTbl EanHuua Hopma BpemeHun, MUH.
n/n nsmepeHua
1 2 3 4
1 |npoBeaeHWe KoHCynbTauuu, beceabl ¢ YnTaTesiem NO NpaBuaam OBCAYKMBAHMA B 3aie U | OAMH YMTaTeNb 2,0
npefocTaBAfeMbIX YyCayrax, no MeTOAMKE MOWMCKa Mo CnpaBoOYHO-6bMbAnorpaduyeckomy
annapaty npu Y3, y KaTanoroBs, KapTOTEK, KHUXHbIX NOJIOK, O BO3MOXHOCTAX MOMUCKa U
MCMONb30BaHNA  3NEKTPOHHbIX  pecypcoB; WHPOpMMpoBaHME uuTaTeNs O  HOBbIX
NoCcTynAeHnsaxX
2 | KoHcysbTaumm no paborte c MK B 3ane, no paboTe B 3/1eKTPOHHOW 6UbAnoTeke OAMH YnTaTeNb 2,0
3 | npviem 3aKa30B No/ab30BaTeNel Ha MU34aHMA U3 OCHOBHOMO KHUIOXpPaHWAMLLA O/AMH 3aKa3 0,9
4 | nonyyeHue LOKYMEHTa, 3aKasaHHoro yutatenem B oTaene | oANH LOKYMEHT 0,9
KHWroXpaHeHua/cneLmanu3npoBaHHoro poHaa/umTanbHoOM 3ane otaena
5 |pacctaHoBKa WM34aHW Ha OpPOHENoO/NKax 4MTaNbHOrO 3ana, MOCTYNWMBLIMX W3 | OAMH AOKYMEHT 0,3
KHUIOXpaHUAWLLA NO 3aKa3am nosab3oBaTtenek
6 |nogbop AOKYMEHTOB Ha OpOHENo/IKe, 3aKa3aHHbIX W3 OCHOBHOIMO KHWIOXPaHWAMLLA, | OAMH AOKYMEHT 0,4
nepegaya Ha Kadegpy Bblaaum
7 | noabop AOKYMeHTOB B NOA4COOHOM GOHAE YNTANBbHOIO 3ana, Nepesaya Ha Kadeapy Bblgaun | OAWH AOKYMEHT 2,0
8 | noabop LOKYMEHTa B XpaHEHUW creumanmsnmpoBaHHoro ¢oHAa, OTMETKa Ha TpeboBaHUK, | OA4UH AOKYMEHT 10,0
nepefaya AOKYMeHTa Ha Kabeapy BblAaum
9 |yCTaHOBKA MecTa HAxXOMAEeHWA HeHaWAEHHOro AOKYMEHTa MO CNpaBOYHbIM KAapTOTeKaMm, | OA4MH LAOKYMEHT 22,0
KaTanoram, permctpauma oTkasos
10 |Bblgaya [OKYMEHTa uuTaTento: CBepKa Bbl4aBAaeMOro [OOKYMEHTa C  4YMTaTesIbCKUM 0AMH 1,8
TpeboBaHMeM, MNPOBEPKa Ha/AMuMA  CTPaHUL/KagpoB  MUKPOOUIbMA, MMKPOOULW, | KOHTPO/bHbIN
coflepKaHve [AMCKA, CYMTbiBaHMe WTpUX-Koda (Npu 3N1eKTPOHHOM 3aKase) B moayne JINCTOK
"umprynauma" 9K, oTMeTKa KHUroBbl4auM Ha KOHTPOIbBHOM JINCTKE
11 |npuem [OKYMeHTa OT uyuTaTeNs: cBepKa ero ¢ TpeboBaHWeM (KOHTPONIbHbIM /IMCTKOM), | OAWMH AOKYMEHT 1,0
NpoBepKa COXPAHHOCTM AOKYMEHTA, Ha/IMUMA CTPAHML/KaapoB MMKPOdUIbMa, MUKpOdULL,
coflepkaHve AOMCKa, CYWUTbIBaHWe LWTPUX-KoAa (MpW 3NeKTPOHHOM 3aKase), BHeceHue
OTMETKM O NpUeMe Ha KOHTPOJIbHOM INCTKE
12 | nepesaya/TpaHCNOPTMPOBKA/A0CTaBKA [AOKYMEHTa, CAAHHOTO uuTaTeNem, B OTAeN | OAWH AOKYMEHT 1,0
KHUrOXpaHeHua
13 |BbliCHEHME MO NOBOAY 3aKasa W NpPoAJ/ieHWe CPOKa MNONb30BaHUA [AOKYMEHTaMM MO |  O4MH 3anpoc 1,0
TenepoHy
14 |BblACHEHME MO NOBOAY 3aKasa W NpPoOAJieHWe CPOKa MNONb30BaHUA [AOKYMEHTaMM MO |  O4MH 3anpoc 2,0
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15 | obecneyeHne KOHTPONA 32 CPOKAMM MO/Ib30BAHMA LOKYMEHTOB OA4MH 3anpoc 0,8
16 |npogneHve cpoka NO/Jb30BaHWA [LOKYMEHTOB, MOWCK KapTOYKM, BHECEHME OTMEeTKM O | Ha OAMH AeHb 30,0
NpoAJ/IeHUM CPOKa NoJIb30BaHUA, Npoa/ieHne No TenedpoHy CpoKa Nosb30BaHMA
5.12. BHyTpeHHss paboTta
Tabnavua 99
N HavmeHoBaHuMe npouecca, onepauunun. Coctas paboTbl EanHuua Hopma BpemeHu, MUH.
n/n nsmepeHua
1 2 3 4
MoaroToBKa K BblAa4ye AOKYMEHTOB:
1 | npoBepKa 6POHENONOK C OTNIOKEHHBIMU SOKYMEHTaMM (MO CPOKam) Ha O4VH AeHb 10,0
2 | cObpocKa fOKYMEHTOB (No cpokam) OOMH OOKYMEHT 0,2
3 nogBseAeHNe UTOroB M aHanM3 paboTbl 3a Npolleslmnii AeHb, BHECEHME 3aMUCU B XKypHasbl Ha OAWH AeHb 12,0
CTaTUCTUKM
4 | NpOCMOTP HOBbIX MOCTYMN/EHWUI A1A PEKOMEHAALLMU YNTATENAM OfVH [OKYMEHT 3,0
5 | npocmoTp (NnpoBepKa NPaBWAbHOCTU PACCTaHOBKM) KHUT GOHAA OCHOBHOIO XpaHeHUs Ha O4VH AeHb 5,0
MNoaseneHue utoros paboTbl 3a AeHb:
6 | npoBepka aHKeT M 3anuceli B 6a3e [aHHbIX HA COOTBETCTBME KOLOB (cembu) aeten, exeHeBHO 60,0
poauTenei n Apyrux poacTBEHHUKOB
7 | npocmoTp WHGOPMALMM O HOBbIX MEPONPUATUAX, 3AHATUAX, KHWMKHbIX BbICTABKaX, exeHeBHO 40,0
CNEKTAKNAX U NpoYee A4 peKOMeHAAUUN YuTaTenam
8 | cuctemaTm3auma aHKeT Nonb3oBaTenei, 3anmMcaHHbIX 33 AeHb exeHeBHO 15,0
5.13. CnpaBoyHasa u MHpopmaLMoHHaA paboTa
Tabnamua 100
N HanmeHoBaHwue npouecca, onepauun. Coctas paboTbl EanHuua Hopma BpemeHun, MUH.
n/n nsmepeHua
1 2 3 4
YyeT nocTynmnBLIMX BTOPUYHBIX JOKYMEHTOB (KapToyek):
1 | BblfIBNEHMe HEBbINOJIHEHHbIX 3aKa30B; COCTaB/IEHME 3aABKM HA HEBbLIMOJIHEHHbIE 3aKa3bl Ha O4HY Heaento 840,0
OpraHu3auus cnpaBoYyHo-6ubanorpapuyeckoro annaparta (CBA):
2 | coctaBneHue bubanorpaduueckor sanucu OZVH LOKYMEHT 2,3
MpocmoTp M oTbop KapTouek B CBA B Lenax U3bATUA UKW MNepemelleHus (BTOPUYHBIN
oT6op):
3 | u3bATME M3 KATaNoOroB M KapTOTEK KapTOYeK Ha [AOKYMEHTbl, CMWCaHHble U3 ¢PoHAa; | OAHO Ha3BaHWe 1,0
NPOCMOTpP KpaeBeayeckux, bubnunorpaduueckmx n daktorpadmyeckmx KaptoTek, usbAtTue
M3 HUX KapTOYKM Ha [JOKYMEHTbI, NoTepsBLUME LieHHOCTb, NepeBO KapTOYKM B apXMBHble
KapToOTeKn (YHWUTOXKEHME); BHECEeHMEe OTMETKM B XKypHane y4yeTa W PerncTpaumoHHOM
KapTOTeKe; U3bATME W3 KaTaslofoB M KapTOTEK KAapTOYeK HA AOKYMEHTbl, CUCAHHble U3
¢doHaa
OpraHu3auma KapToTeKM NepcoHanni n TeMaTUHeCKOM KapTOTEKMU:
4 | onpegeneHve 1 COCTaBNEHWE NEPEYHA 1L, CBEAEHMA O KOTOPbIX OTPAXKAKOTCA B KAPTOTEKe; | OAHA KapToTeKa 15,0

NPOCMOTP UHOOPMALMOHHBIX U34AHWUIA, NEPBUYHLIX LOKYMEHTOB, OTGOP LOKYMEHTOB ANA
BK/IOYEHUA B KapTOTEeKy;  COCTaB/eHWe  aHa/UTUYECKOro  aHHOTMPOBAHHOMO
61banorpadu4eckoro onucaHus AOKymeHTa
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5 | npocTaBneHune KBannduUKauMOHHbIX MHAEKCOB, NoAbop KapToyek No nHaekcam (andasuty) | ogHa KapTouKa 4,0
W PACCTaHOBKA KapTOYKM B MHOOPMALMOHHBIN MaccuB
6 | TexHuyeckas u cogep)katenbHas 06paboTKa LOKYMEHTOB A/1A BKAKOYEHUS B KapTOTEKY; | OA4MH LOKYMEHT 3,0
paccTaHOBKA KapTo4Ku No andasuTty damuamii aBTopos U MO BUAAM LOKYMEHTOB
7 | TeXxHWYecKoe penaKTUPOBAHUE KAPTOTEK: MPOBEPKA COOTBETCTBUA CTPYKTYPbI, COAEPXKAHUA | OAHA KapToyKa 2,0
N opopMNEeHUA KapTOYeK B COOTBETCTBUWM C TPebOBaHMAMM AAHHOW KapTOTEKW; 3aMeHa
BETXMX KapTOYEK U pasaenmTtenem
5.14. 9KCKYpCUOHHaA AeATeIbHOCTb
Tabanua 101
N HavmeHoBaHuMe npouecca, onepauunun. Coctas paboTbl EanHuua Hopma BpemeHu, MUH.
n/n nsmepeHms
1 2 3 4
1 |3KcKypcua no 6ubnmoteke OflHa 3KCKypcumA 60,0
2 | yrnybneHHas aKCKypCUA ¢ METOAUYECKUM coaepKaHnem OflHa 3KCKypcumA 300,0
5.15. Ncuxonornyeckas noanep:kka umtatenei
Tabnuua 102
N HanvmeHoBaHuMe npouecca, onepauunun. Coctas paboTbl EanHuua Hopma BpemeHu, MUH.
n/n nsmepeHua
1 2 3 4
1 |npoBegeHWe NCUXONOTUYECKUX KOHCYNbTaUMM AnA AeTell U poguTeneir no BoOnpocam ofHa 180,0
pPa3BUTUA U YTEHUS feTen KOHCyNbTauua
[pynnosble 3aHATUA ANA poguTenei No BONPOCaM PasBUTUA U YTEHUA AeTeN: OfHO 3aHATHE
2 noAaroToBKa 1080,0
3 nposeaeHune 120,0
4 | npodeccroHanbHble KOHCYNbTaUMK ANA NOLPOCTKOB U CTApLLIEKNACCHUKOB ogHa 180,0
KOHCyNbTauua
5 | npodeccrmoHanbHble TPEHUHIM ANA NOAPOCTKOB U CTApLLIEKAACCHUKOB OfHO 3aHATHE 180,0

157




	Par1
	Par23
	Par28
	Par31
	Par37
	Par42
	Par387
	Par389
	Par740
	Par1276
	Par1278
	Par1280
	Par1457
	Par1459
	Par1674
	Par1676
	Par1833
	Par1835
	Par1837
	Par2131
	Par2133
	Par2276
	Par2278
	Par2361
	Par2363
	Par2578
	Par2580
	Par2813
	Par3024
	Par3026
	Par3197
	Par3199
	Par3568
	Par3739
	Par3836
	Par3838
	Par3986
	Par3988
	Par4255
	Par4257
	Par4348
	Par4350
	Par4415
	Par4417
	Par4646
	Par4648
	Par4937
	Par4941
	Par4943
	Par4966
	Par4968
	Par5003
	Par5005
	Par5080
	Par5082
	Par5277
	Par5279
	Par5382
	Par5384
	Par5677
	Par5679
	Par5794
	Par5796
	Par5867
	Par5869
	Par5904
	Par5906
	Par6099
	Par6126
	Par6128
	Par6247
	Par6249
	Par6334
	Par6525
	Par6527
	Par6560
	Par6562
	Par6617
	Par6619
	Par6642
	Par6644
	Par6972
	Par6974
	Par7075
	Par7077
	Par7236
	Par7238
	Par7443
	Par7445
	Par7549
	Par7551
	Par7918
	Par7920
	Par8075
	Par8077
	Par8248
	Par8250
	Par8509
	Par8511
	Par8606
	Par8608
	Par8691
	Par8693
	Par8964
	Par8966
	Par9389
	Par9391
	Par9522
	Par9524
	Par9681
	Par9796
	Par9798
	Par9981
	Par9983
	Par10078
	Par10080
	Par10307
	Par10309
	Par10472
	Par10474
	Par10627
	Par10629
	Par10724
	Par10726
	Par11145
	Par11147
	Par11212
	Par11214
	Par11465
	Par11467
	Par11664
	Par11666
	Par12166
	Par12168
	Par12170
	Par12274
	Par12276
	Par12475
	Par12477
	Par12636
	Par12638
	Par12640
	Par12913
	Par12915
	Par13066
	Par13068
	Par13151
	Par13153
	Par13368
	Par13370
	Par13648
	Par14036
	Par14038
	Par14405
	Par14407
	Par14564
	Par14661
	Par14663
	Par14810
	Par14812
	Par15079
	Par15081
	Par15164
	Par15166
	Par15247
	Par15249
	Par15268
	Par15270
	Par15523
	Par15525
	Par15736
	Par15738
	Par15770
	Par15772
	Par15795
	Par15797
	Par15820
	Par15822
	Par15903
	Par16054
	Par16056
	Par16309
	Par16311
	Par16426
	Par16428
	Par16499
	Par16501
	Par16536
	Par16538
	Par16653
	Par16655
	Par16682
	Par16684
	Par16759
	Par16761
	Par16812
	Par16814
	Par16869
	Par16871
	Par16890
	Par16892

