Mpuka3 MuHucTtepctBa KynbTypbl P® o1 30 gekabps 2014 r. N 2477
"O6 yTBEpXOEeHWM TUMOBBIX OTPacMeBbIX HOPM TpyAa Ha paboTbl, BbiNoMNHAeMble B GubnvoTtekax”

B cootBeTcTBUM C nyHKTOM 2 [MpaBun pa3paboTku 1 yTBepXAeHUA TUNOBbIX HOPM TpyAa, YTBEPXKAEHHbIX
noctaHoBneHuem lNpaButensctea Poccurickon ®epepaumm ot 11.11.2002 N 804 (CobpaHue 3akoHogaTenbCcTBa
Poccuiickon ®egepauum, 2002, N 46, cT. 4583), npukasbiBato:

1. YTBEpAUTb TUMNOBbLIE OTPacfeBble HOPMbl Tpyaa Ha paboTkl, BbINOMHAEMbIE B BubnnoTekax, CorrnacHo
NPUIIOXEHUIO.

2. KoHTpomnb 3a UCMOMHEHNEM HacCTOSLLEro NpukKasa BO3MOXUTb Ha 3amecTutens MuHucTpa KynbTypbl
Poccuiickon ®epepauun H.A. Manakosa.

MwuHucTp B.P. MeauHcknn
3apeructpuposaHo B MuHtocte PP 12 masa 2015 r.
PernctpaunoHHbin N 37244

MpunoxeHue
K npukasy MuHuctepcTBa KynbTypbl P®
ot 30 pekabps 2014 r. N 2477

TunoBble oTpacneBble HOPMbI
TpyAa Ha paboThbl, BbiNOfIHAEMble B 6UGnnoTekax

FAPAHT:

Cm. MeToguyeckue pekomeHAauMM MO BBEOEHUIO HOPMMPOBaHMSA Tpyda B rOCYyAapCTBEHHbIX
(MyHMUMNAnNbHbBIX) yYpexaeHusxX KynbTypbl C yKasdaHusiMM ocobeHHOCTel BBeOEeHWS TUMOBbIX HOPM Tpyda B
BubnunoTtekax, dunsModoHAax, 300napkax, My3esix U OPYrnx OpraHM3aumsax My3enHOro Tvuna, yTBepXXaeHHbIe
nucbMoM MuHkynbTypbl Poccum ot 3 uons 2015 r. N 231-01-39-HM

|. BBogHasi 4acTtb

TuvnoBble oTpacrneBble HOPMblI Tpyaa Ha paboTbl, BbiMONHAeMble B GubnuoTekax, paspaboTaHbl B
COOTBETCTBMU C nyHKTOM 2 [lpaBun paspaboTku u yTBepXOeHUs TUMOBbIX HOPM Tpyda, YTBEepPXOEHHbIX
noctaHoBneHuem lNpasutensctea Poccuiickon ®egepauum ot 11.11.2002 N 804 (CobpaHue 3akoHogaTenbCcTBa
Poccuickon ®egepauun, 2002, N 46, cT. 4583), B Luenax peanu3aunv nyHkTa 4 pasgena V lNnanHa meponpusatui
("mopoxHon kapTbl") "M3meHeHus B OTpacnsax coumanbHOM cdepbl, HanpaBneHHble Ha MOBblLEHNe
appekTnBHOCTM chepbl KyNbTypbl", yTBEPXAEHHOro pacnopsikeHuem lNpasutenscrea Poccuinckon degepauum
ot 28.12.2012 N 2606-p (CobpaHune 3akoHogaTenbcTBa Poccunckon ®enepaumm, 2013, N 2, ct. 137; 2014, N 19,
CT. 2470), n npegHasHayeHbl Ans POpMMPOBaHNS OBOCHOBAaHHbLIX ONTMManbHbIX MoKa3aTenen TPyaoeMKOCTH
BbINOMHEHNs paboT B rocygapCTBEHHbIX (MyHMUUNanbHbIX) 6ubnmoTekax, onpeaeneHuns WTaTHON YMCIIEHHOCTM
paboTHUKOB, BblAa4v HOPMUPOBAHHBLIX 3a4aHWUIN 1 COOTHOLLEHUI MexXAy MaHOBbIMU 1 JOFOBOPHbLIMKU paboTamu.

ll. HopmaTuBHas YacTb

1. TuvnoBble oTpacneBble HOPMblI TpyAa Ha paboTbl, BbINONIHAEMbIE B roCyAapCTBEHHbIX
(MyHMUMNanbHbIX) OubnuoTekax (6e3 MCNONbL30BaHWA aBTOMaTU3MPOBAHHbLIX CUCTEM YynpaBneHusA
npoueccamm)

1.1. KomnnektoBaHue 6ubnunoteyHoro poHaa

Tabnwuua 1
N n/n HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EgnHuua Hopma
n3mepeHuns BpEMEHWU,
MWH.
1 2 3 4
Tekyuwee komnnekTosaHne 6mubnuoteyHoro oHaa
[MpocMOTp KHUronsaaTensCKon U KHUroTOProBon MHopmaunmn:
1 NPOCMOTP KHUronsgaTenbCKo U KHUrOTOProBon MHdopmaLmu ofHa nosuums 2,0
2 NPOCMOTP MHGOpMaLMM BYKMHUCTUHECKNX ayKLMOHOB ofHa nosuums 2,0

Onpegenenve Tembl M Buga QOKyMEHTa, nognexawero otbopy, | ogHa nosmuus
BbliCHEHMe HeobxoaumMocTn npuobpeTeHns Ans:

3 OOKYMEHTOB, KHUI, MaTepuanoB 5,2
4 cTaponeYvaTtHbIX U PYKOMUCHbBIX JOKYMEHTOB 10,0
OnpegeneHve aK3eMNAsipHOCTY 3akasa: ofHa nos3unums
5 Ana nogpasgeneHni 0,89

6 ans 6ubnuoTekn B LEenom 1,6
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OdopmneHune 3akasa; ykasaHue 3IK3EeMMASPHOCTM, CTOMMOCTU
3akasa, Aatbl

OAuH 3akKas

Konn4yecTBo 3aKka3aHHbIX Ha3BaHWI:

7 1-15 40,0
8 16 - 25 65,0
9 26 -75 196,0
10 76 - 100 261,0
11 odopmIieHne 3akasa Ha 3apybexHble JOKYMEHTbI oauH JokymeHT | 82,0
12 noAroToska crnvcka OOKYMEHTOB, npegnaraembix K | ogHO Ha3BaHve | 26,0
MEXAYHapOAHOMY KHUFOOBMEHY; CBEpPKA Cnucka C Katanorom
13 COCTaBIiEHME KapTOUKM A5l KapTOTEKN OpraHM3aunn-napTHEPOB; | ogHa KapTo4ka 6,0
yKasaHue HasBaHMa  OpraHmMsauun, agpeca, HasBaHuSA
0OMeHMBaeMbIX JOKYMEHTOB
PaboTta B aBTomMaTunampoBaHHol cucteme (AC):
14 BBO/ 3aKa3a TeKyLlero koMmnmaektoaHms B 6a3y gaHHbix AC OfHO HasBaHne | 4,6
15 pefakTupoBaHne BBeAEHHbIX B 6a3y AaHHbIX CBeAEeHUN O 3aKka3e | O4HO HasBaHue | 2,5
16 BbIBO4 Ha TMPUHTEP [aHHbIX TEKYLEero KOMMNMEKTOBaHUS; | OAWH OOKYMEHT | 1,6
pacneyaTka
17 BeeHne peecTtpa nocrtaswmkoB B AC oJHa no3nuusa 8,3
BefeHne KapTOTEKM TEKYLLLEro KOMMNNEKTOBAHNS:
18 COCTaBIiEHME KapTO4KW, yKasaHne aBTopa, 3arfnaBusi, BbIXOOHbIX | O4HA KapToyka 4,5
OaHHbIX, PErMcTpaunoHHOro Homepa
19 nepeHeceHne CBEOEHUM O 3aka3e Ha KapTOYkW; YyKasaHue | ogHa KapTouyka 1,0
3K3EeMNISAPHOCTN 3akasa, pacnpegeneHne no CTPYKTYPHbIM
nogpasgeneHuam
20 noabop KapToykn No andaBuTy AMs pacCTAaHOBKW B KapTOTEKY | O4HA KapToyka 0,4
TEKYLLEero KOMMIeKkToBaHms
21 paccTaHoBKa KapToukum B andasute Qamunuin  aBTOPOB, | OAHA KapToyka 1,0
3arnaBui B KAPTOTEKY TEKYLLIErO KOMMNIIEKTOBAHUSA
OdopmneHne NognMckM Ha Nepnoanyeckue n3gaHus:
22 BbIOOP Ha3BaHMA NEPUOANYECKUX M3OAHUN ANS NOANUCKM OJHO Ha3BaHue 2,7
23 cbop 3aaBOK OT noapasgeneHn 6MbnmnoTekn ansg NOANMUCKU Ha | OAHa 3asBKa 15
nepuoanyeckme nsgaHus
24 cBepKa pacne4vaTku CIM1CKOB YCITOBHO 3aKas3aHHbIX | OAHO Ha3BaHWe 1,7
Nepuoanyecknx u3gaHUn C KapTOTEKOW 3aka3oB, BHeCeHue
M3MEHEHNN B pacneyaTku CNnckos
25 CBepKka 3akasa TekylLlero roga Ha nepuoavyeckve usgaHus ¢ | OgHO HasBaHne | 2,4
noanuckon npeablgywiero roga AnNs BbISBMEHUA U3MEHEHWA B
Ha3BaHWUSAX; BHECEHNE N3MEHEHUI AaHHbIX
26 cBepka BbIXOOHbIX  [aHHbIX  BrepBble  3aka3blBaeMblX | OQHO Ha3BaHue 13,5
3apybexHbIX Nepuoanyecknx usgaHui ¢ Gubnuorpadmnyeckumm
CNpaBoOYHUKaAMU 1 APYrUMU MHAOPMALNOHHBIMU UCTOYHUKAMU
27 odopMmIieHne 3akasza Ha noanucky; noacyeT CTOMMOCTW | OAMH 3akas 8,4
noamnnckn C y4eToM [JOCTaBKW; 3arofiHeHWe KBUTaHUUK
aboHeMeHTa Ha NepuoamMYecKoe n3gaHme
28 COCTaBrieHMe pPEerucTpauuoHHOW KapTOYkM AOf19  KapTOTEKW | odHa KapTouka 45
nepuoanyeckmx nsgaHum
Pabota B aBToMaTnsmpoBaHHoM pexume (AC):
29 BBOZA 3aKasa Ha nepuoamnyveckme usganus B 6asy gaHHbIX OfHa KapToyka 3,5
30 BbIBOJ Ha 3KpaH perMcTpaLmMoHHOW KapToYKK, pacnedyaTka OfHa KapTouyka 1,8
31 KOPPEKTUPOBKA 3aKkasa: BblBOA Ha 9KpaH Cnucka Nepuoamnvecknx | OgHo HasBaHue 1,8
M30aHUI; BHECEHNE N3MEHEHUN
[MogroToBKa AOKYMEHTaUUKW ANd 3aKynK1 N3gaHun:
32 ayKUMOHHasa JOKYMeHTaums OJVH KOMIMNEKT 480,0
33 OOKYMeHTauus ons KOTUPOBOK OJVH KOMIMNEKT 400,0
34 O0roBop / KOHTPaKT OJVH KOMIMNEKT 240,0
35 COCTaBIieHe TEXHUYECKOro 3agaHns ansa aykumoHa OJVH KOMIMNEKT 240,0
36 cocTaBfeHMe CBOAHbIX TabnuL, W CNUCKOB MU3OaHWA AN | OOWMH KOMMMEKT 360,0




TaMOXHWU, COI'IpOBO,EI,I/ITGJ'IbHOVI
MeXxayHapogHOoro novrtamTa

AOKYMeHTaLmm ans

Mepenuncka c KHUFOTOProBbIMM opraHmsaumnsimm 7]
msgarenscreamu, bubnuorekamu, gapuTensmu:

37 coCTaBfeHue, neyatb TeKCTa nucbMma (3anpoca, NpeTeH3uu), | 04HO NUCbMO 10,2
peructpaumsi B KHUIe UCXOOALWMX [OOKYMEHTOB (MOCTaHOBKA
AaTtbl, MOpPAOKOBOro HOMepa, YKasaHWe HauMeHOBaHUSA
opraHusauumm, KpaTkoe cogepXaHue nucbma)
38 cocTaBrneHue, neyartb OnarogapCTBEHHOrO niucbma, | 0gHO NMUCbMO 11,0
pervctpauus B kHure [Japos 6ubnunoteku
39 COCTaBrfeHne, neyatb NMMCbMa Ha MpegBapuTenbHbIn 0OCYeT | O4HO MUCBMO 5,2
N34aHUN, MOATOTOBMIEHHbIX K NPMOGpPETEHUIO
40 ohopmIieHne, OTnpaBka 3akasa wusgarowMm opraHusaumsM, | OAuH 3akas 3,1
pacnpocTpaHuTensm
41 aTpubyumss 1 CcOCTaBfeHMe 3akioveHusi [Ons SKCNEepPTHOW | OAWH AOKYMEHT 360,0
KOMUCCUM NPU NOKYMNKe JOKYMEHTa
JdokomnnekToBaHve 6ubnmnotevHoro goHaa:
42 nepenuncka ¢ [uccepTaunMOHHbIMKM COBETaMu: COCTaBrieHve, | ogHa 3asiBka 20,0
Habop TekcTta nucbma (3anpoca, MnNpPeTeH3un) B crnydae
OTCYTCTBMSA 065A3aTEeNbHOr0 3K3emMnngapa AoKyMeHTa B poHae
43 nonydeHve 3asdBkM Ha npuobpeTeHne [OOKYMEHTOB OT | OAHa 3asBka 2,6
nogpasgenexHui
44 cBepka 3asBku ¢ "Ba3on gaHHbIX 3akasa” 0fHO HasBaHue | 2,0
45 NPOCMOTP KapTOTEKM HEYAOBMETBOPEHHOIO CMpoca; aHanu3 | oguH gokymeHTt | 3,0
OTKa30B 41151 BbIABNEHNSA OTCYTCTBYIOLLUNX JOKYMEHTOB
46 COCTaBrneHue ombnnorpaduyeckon 3anucu; yKasaHue | ogHa kapToyka 3,6
KONmnyecTBa 3K3eMNNAPOB U CUINOB nogpasgeneHui
OTOOp SNEeKTPOHHbIX M3OaHWA ONS 3NEeKTPOHHON BMbnMoTekm
(3B):
a7 oT6op haina no cnuckam npeanoxexnunn ans Ob, npoeepka Ha | ogHo HasBaHne | 3,0
AybneTtHocTb, NpoBedeHME CBEPKU 3anucu C 3NEKTPOHHBIM
katanorom (3K)
48 nposepka NerMTMMHOCTU pa3MeLLeHNs SNEeKTPOHHOro AOKYMeHTa | ogHo HasBaHue | 10,0
B 3b
OT160p ceTeBbIX yaaneHHbix pecypcos (CYP):
49 NPOCMOTP KHUrom3gaTenbCKor U KHUTOTOProBon MHGopMaLmu OLVH pecypc 2,0
50 onpefeneHne Tembl pecypca, cocTasa, YCMNoBuW [OCTyNa, | OAWH pecypc 90,0
co3flaHve NepBUYHOW 3anucuK B NacnopTe pecypca
51 opraHusaums nposegeHus Tectosoro goctyna Kk CYP OAWH pecypc 860,0
52 3anosiHeHne nncTa TecTMpoBaHnd OAWH pecypc 420,0
53 BKMNIOYEHMNE 3a8BKM B 9NIEKTPOHHbIN yKa3aTerb 3aKasa OfHa KapToyka 0,26
OTOOp OOKYMEHTOB M3 OOMEHHbIX (oHOOB 6GUONMOTEK Ansi
OOKOMIMEKTOBAHMS:
54 NPOCMOTP CMMCKOB, KapTOTEK, KaTanoroB OOMeEHHbIX (OOHAOB | O4HO Ha3BaHue 3,2
OnbnnoTek, oT6op HYXHbBIX JOKYMEHTOB, CBEpKA C KaTtanoramu un
KapToTekamMn CBOeW OuMONMOTEKW; COCTaBIEHME CnmMcka Ha
AOKYMEHTbI, 0TO6paHHble B 06MeHHOM ¢poHae
KonuyecTtBo JOKYMEHTOB, BKITHOYEHHbIX B CMIUCOK:
55 1 3,6
56 2-10 37,4
57 11-25 87,7
58 26-50 197,0
CocraBneHue onepaTMBHOIO (Tekywyero) nnaHa
KOMMNEKTOBAHWS:
59 onpeaeneHne meponpuaTuii No opMmnpoBaHuo eanHoro oHaa | OAuH nnaH 1044,0

Ha TEeKyLL1N roga, OTBETCTBEHHbIX nucnonHuTenen,
KONMMYeCTBEHHbIX Moka3aTenen obbema cdoHaa (MOCTynneHue,
BblObITUE), UICTOYHUKOB NOCTYNNEHNS, CMETbI PacXoJ0B

OdbopmneHne nnaHa KOMNIIEKToBaHUSA B hopme:




60 Tabnuy ofHa Tabnuua 2,6
61 KapTOTEKN O[Ha KapTo4Kka 2,6
Pabota B aBToMaTnsmposaHHoM pexume (AC):
62 BBOZ NnnaHa KomnnekrosaHus B 6a3y gaHHbix AC OOVH NnaH 1,1
63 KoppekTupoBka 6asbl [aHHbIX; BbIBO4 Ha 3KpaH; BHeECEHWe | O4VH OOKYMEHT 1,6
M3MEHEHNI
1.2. Mpuem 1 y4yeT NOCTYNMBLUMX JOKYMEHTOB
Ta6bnuua 2
N n/n HaunmeHoBaHwue npouecca, onepauun. Coctas paboTbl EaovHnua Hopma
namepeHns BpEMEHM,
MUH.
1 2 3 4
1 PacnakoBka / ynakoBka usgaHum oJHa nayka 2,5
2 Pa3bop [OoKkymMeHTOB nNoO BuAaaM, s3blkaM, WCTOYHMKaAM | ogHO HasaHue | 1,0
NoCTynNeHus
3 lMpoBepka OTCYTCTBMS BpakOBaHHbLIX 3K3EMMJISIPOB oawvH ak3emnngp | 1,0
Mprem [OKYMEHTOB, MOCTYMMBLUMX C COMPOBOAUTENBbHbLIM
OOKYMEHTOM:
4 npvemM LOKYMEHTOB MO COMPOBOAUTENbHLIM MaTtepuanam (nuMcT | oauH ak3emnnsap | 2,8
pervcTpaumu, cHeT, HaknagHas, Konvs 4eka, akT), nogbop mx no
andaBuTy aBTOPOB UMK 3arnasBui, IKCNEeAWLMOHHBIM HOMepamMm,
CBepKa C conpoBoAUTENbHbIM JOKYMEHTOM, NPOCTaBNeHne LeHbl
Ha n3gaHun, NOACYET YMcna 9K3eMnNapoB, obLLEN CTOMMOCTH
5 npuem PYKOMUCHBIX KHWT, MOCTYMMBLUMX C COMpPOBOAMTENbHLIM | 0auH gokymeHT | 30,0
OOKYMEHTOM
MMpuem gncceprauui:
6 NOCTYMUBLLNX c COMNpoBOAUTENbHbIM MACbMOM M3 | OOVH OOKYMEHT 21,0
[nccepTaumoHHbIX COBETOB
7 NOCTYNUBLUUX C CONPOBOAUTENBHLIM MUCbMOM M3 3KCNEeaULMM OAWH OOKYMEHT | 6,6
8 npuem asTopedepatoB  AguccepTauun, MNOCTYNUBLUMX  C | OAMH AOKYMeHT | 1,3
COMpOBOANTENBHBbIM NMMCBMOM U3 3KCNeanumuu
Mprvem [OOKYMEHTOB, MOCTYynMBLIMX 6€3 CconpoBOAUTENBHbIX
OOKYMEHTOB:
9 npoBepka Ha AybGneTHOCTb; MpoBeAEeHNE OLEHKN JOKYMEHTOB O4VH ookyMeHT | 3,1
10 COCTaBJIEHME aKTa Ha NpuYeM JOKYMEHTOB O[HO Ha3BaHue 1,0
Mpuem pyKonMUCHBLIX KHUT, MOCTYNUBLUMX 6€3 CONPOBOANTENBHbIX
OOKYMEHTOB:
11 COCTaBrEHMe aKTa Ha NpueM PYKOMUCHBLIX KHUT 1 JOKYMEHTOB O4VH ookyMeHT | 0,1
12 npoBepka Ha Hanuune ONU3KMX NO BPEMEHU U TemaTuke | odHa 3anucb 10,8
PYKOMUCHBIX KHUIF W JoKymeHToB B ¢oHgax HWOP no
cnyxebHomy, andgaBUTHOMY, Y4ETHOMY KaTanory
lMpoBeneHne akcnepTMsbl W OUEHKM PYKOMUCHBIX KHUT W | OOWUH OOKYMEHT
OOKYMEHTOB:
13 OpANHAPHON 600,0
14 NOBbILLEHHOW CITOXXHOCTU 1200,0
15 Ha MHOCTPAaHHbIX A3blKax 1200,0
16 KapTorpadun4eckoro marepmana 1200,0
17 My3bIKanbHOro cogepxaHus 1200,0
18 pyKOMUCeW ¢ rpaslopamMmum 1 usomaTepmanamm 1200,0
19 npoBedeHNEe NEpPBUYHON aTpubOyumym [OKYMEHTOB (PeOKuX W | OAWH OOKYMEHT 10,0
LUEHHbIX KHWr), oTbop B COOTBETCTBMM C Mpodurnem
KOMMNMEKTOBaHMA W  pacnpegeneHne no nogdoHgam v
KOSINeKUnsm
20 NnpoCTaHOBKa LUTEMMNENSA Ha 000OpOTe TUTYNBHOrO NMUCTa M Ha | oauH 3k3emmnnsap | 0,26
17-1 cTpaHULUEe AOKYMeHTa
21 NPOCTaHOBKA PerMcTpaunMoHHOro HoMmepa Ha JOKYMEHT oawvH ak3emnngp | 0,26
22 HaknemBaHMe Ha  OOKYMEHT MeTKM  Ons  YCTPOWCTB | OAWH ak3emnnsp | 1,2
paguo4acToTHON unaeHTUdMKauun oOBEKTOB, akTyanusaumsi




METKU

23 HaknevBaHue LWTpUX-koga Ha OBOpPOT TUTYNMbHOrO nmMcTa W | oavH ak3emnnap | 0,26
0BnOXKM
24 BHeCeHve pa3MeTkn No oHaam Ha usgaHue oavH ak3emnngp | 0,26
Ceepka MNOCTYNUBLUMX [AOKYMEHTOB C KapTOTEKOW TeKyLlero
KOMMNNEKTOBAHWS:
25 NOUCK KapTOYKM B KAPTOTEKE TEKYLLEro KOMMMEKTOBaHWS, CBEPKa | OHAa KapToyka 0,52
KapTOYKM C JOKYMEHTOM, BHECEHME OTMETOK
26 COCTaBIieHMe CMucKka pPerncTtpaumoHHbIX HOMEPOB HOBbIX | OAWH JOKYMeHT | 0,36
NOCTYNJSIEHUIA AN N3rOTOBIIEHUA MEYaTHOW KapTOYKM
PaboTta B aBToMaTmnsmpoBaHHol cucteme (AC):
27 cBepka [JOKyMeHTa C YKasaTenem 3akasaHHbIX u3gaHun, | ogHo HasBaHuve | 3,0
BHECEHVEe OTMETOK
28 npoBepka Ha [AybneTHOCTb MNOCTYNUBLUMX u3gaHMn B 6ase | oauvH JokymeHT | 1,6
JaHHbix AC
29 perncTpaumst HoBblxX NOCTyNNeHM B 6ase gaHHbIX AC OVH OOKYMEHT 9,1
30 npuem u perncTpauns PyKonmucHbIX KHUI, NpocTaBneHne OTMETKU | OAMH 3,6
B PErnCTpaLMOHHOM XypHarne HOBbIX MOCTYMMEHWUN, KHUre yyeta | AOKYMEHT
HOBbIX MNOCTYMNMEHUN
[Mprem 1 perncTpauus XypHanos 1 rasert:
31 noabopka >KypHanoB W raset no andasBuTy Ha3BaHWW, MOWCK | OAWMH JoKymeHT | 0,94
pPerncTpaumoHHON KapTOYKM B KapTOTEKe MOAMUCHbIX U34aHWMN,
OTMETKa HOMepa, AaTbl NONy4YeHUs U3gaHns
32 npocTaBneHne WTeMNensa Ha xXypHane OAVH XypHan 0,2
33 npocTasfeHne WTEMNeNs Ha raseTe ofHa raseTta 0,16
34 perncTpaums HoBblxX NOCTyNNeHn B 6ase gaHHbix AC OAWNH JOKYMEHT 2,6
Mpuem n peructpaumsa cetesbix yaaneHHolx pecypcos (CYP) B
AC:
35 npoBepka AOCTYNHOCTU pecypca (npuem) OLVH pecypc 30,0
36 0dhopMIIEHNE CONPOBOANTENBHOM AOKYMEHTaUMM (akT npuema) | oauH pecypc 10,0
37 BBeJeHue 3anucu B peecTp yyeta CYP OAVH pecypc 4,8
38 BBeAeHMe 3anncu B peectp nacnoptos CYP OAVH pecypc 3,7
39 noaroToBka ceegeHun ans cavnrta o CYP OAVH pecypc 20,0
AOMUHUCTPUPOBaAHME CETEBbIX YAANEHHbIX PEecypcoB B
aBTomMaTusmposaHHoM pexume (AC)
O6paboTtka 3anucen gnd  BedeHUs  MHAPOPMALMOHHBLIX
NMOWCKOBbIX CEPBUCOB:
40 OOKYMEHT ofHo HasBaHve | 4,0
41 naket/b[} OAHO 10,0
HanMeHoBaHue
43 akTyanusauusa ceegexuii o CYP 0JHO Ha3BaHue 6,0
44 cbop cTaTucTukKM o coctaee 1 06 ncnonssopaHum CYP OJHO Ha3BaHue 0,3
Mprem n o6paboTka 3NEKTPOHHBLIX U3OaHUA Onst ONeKTPOHHON
oubnuotekn B AC:
45 npoeBepka KayecTBa annoB, perucTpaums 3SMNeKTPOHHOro | OAMH OOKYMeHT | 9,3
JokymeHTta B OK, nepefaya pannos Ha cepBep
dopMupoBaHMe akTa nepefadn HOBbIX MOCTYMMEHWUA B Apyrue
nogpasgenexHus:
46 B AC yepes nporpammy ancnetyepusaunm nagaHum oAauH ak3emnnigp | 0,15
47 B PYYHOM pexume OAuH ak3emnnsap | 2,0
Bepgenwne "KHuru cymmapHoro ydyeta"
Pa3bop AOOKYMEHTOB Mo BMaam, OTpacrnsM 3HaHWA, s3blkaM; | OHa 3anucb
noacyeT Yncna OOKYMEHTOB, 3anucb pe3ynbTaToB noacyeTa no
ycTaHoBneHHon popme B "KHury cymmapHoro yvyera"
KonnyecTBO AOKYMEHTOB B NapTWUM NOCTYNIEHUN:
48 1 0,6
49 2-50 30,8
50 51-250 150,0




51 BBOA CTaTUCTMYECKUX AaHHbIX B 6a3y aaHHbix AC OfHa napTus 3,1
52 NoAcYeT MNOCTPaHW4YHO MO MNO3UUMAM AaHHbIX, MNepeHeceHue | ogHa nosunuus 1,6
WTOroB Ha CNeayoLyo CTpaHuLy
53 cBepka (PMHAHCOBLIX [JOKYMEHTOB oOTAena € (PMHAHCOBLIMWU | OAWH AOKYMEHT 1,46
OOKYMeHTamu byxrantepuu
54 odopmneHne COMpPOBOAUTENBHbLIX OOKYMEHTOB (cyet, | oouH OOKYMEHT 13,0
HakragHasi, akT) ans nepegadv B Gyxrantepuio
55 odopMIieHME  WHBEHTAPHOW  KHWUMK, Hymepauusi JIMCTOB, | OdHa cTpaHuua 0,88
npocTaBfneHve HoMepa B MUHBEHTAPHOMW KHUre
56 3anncb JOKYMEHTOB MO YCTAaHOBMNEHHOW (POPMe B MHBEHTAPHYK | OAWH AOKYMEHT | 2,8
KHUrYy, MpOCTaBfeHNne NHBEHTAPHOro HoMepa Ha JOKYMEHTe
57 npoesefeHne NHAMBMAYaNbHOrO yvyeTa JOKyMEeHTa No aKkToBOW | oAuH gokymeHT | 1,0
cucTeme, NPoCTaBfieHne NHBEHTAPHOro HoMepa Ha JOKYMEHTe
58 nposefeHne UHANBMAYaNbHOro yyeta ¢ NpUMEHEHMEM YY4EeTHOro | OfHa KapToyka 4,7
Katanora: cocTaeneHve 6ubnuorpaduyeckoro  OnUcaHus
OOKYMEHTa; YyKasaHue LUeHbl, WHBEHTapHOro Homepa, roja
nocTynrnieHusa, Homepa 3anucn B "KHure cymmapHoro y4yeta',
yucna MoCTYNMBLUMX 3K3EMMMAPOB, WX pacnpejerieHve o
nogpasgeneHuam
59 UKCUpOBaHME B >KypHarne peructpauum KapTOyeK Y4eTHOro | ogHa 3anucb 0,3
KaTasiora MHBEHTapHOro HomMepa, NepBoOro CrioBa 3arnasuvs
60 npocTaBneHne NHBEHTAaPHOro HoMepa Ha AOKYMEHTe OOWH OOKYMEHT | 2,6
61 pervcTpaums NaTeHToB B HyMEPaUMOHHOW KHUre OAVH AokymMeHT | 0,3
62 npMemM akToB Ha BblObIBLWIME [OOKYMEHTbl OT CTPYKTYPHbIX | O4VH aKT 8,7
noapasgeneHun; BHeceHue 3anucu B "KHure cymmapHoro yyeta"
(2-a yacTb); NnpocTaBneHMe HOMepa akTa
McknoyeHne JOKYMeHTa Mo akTy U3 y4eTHbIX hopMm: OOVH OOKYMEHT
63 WHBEHTAPHON KHUN 14
64 Y4eTHOro Karanora 0,88
65 OMNCU NHBEHTAaPHbIX HOMEPOB 1,0
66 UCKIMOYeHME BbIObIBLUMX OKYMEHTOB M3 6a3bl AaHHbIX AC O4VH JokymeHT | 1,0
67 norawieHne MHBEHTAPHOIro HoMepa 1 WwremMnens 6ubnuotekn Ha | oanH gokymeHT | 0,5
OOKYMEHTe
68 noJLUunBKa akToB OJWH aKT 0,26

nosbillatowmm koadpduumneHT 1,15.

1.3. BubnuoTteyHasi o6paboTka AOKyMeHTOB. OpraHusaums u BegeHue KaTanoros

I'Ipumeqalme: npu pa60Te C OOKYMEeHTaMun Ha MHOCTPaHHbIX A3blkaxXx K HOpMe BpEeMeHU NpUMeHAeTCA

Tabnuua 3
N n/n HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
PaboTa c ne4aTtHOW KapTOYKOW:
1 dopmMupoBaHME KOMMNIIEKTa MeyaTHbIX KapToveK Ha OCHOBe | oHa KapTodka 1,25
MaLLMHouYnTaemon bubnuorpadumyeckon sanncu
2 pa3bop KoMMIeKTa neyaTHbIX KapTo4yek O[Ha KapTo4ka 0,42
3 noabop nevaTHbIX KapToyek Mo andasuty damunuii aBTOPOB | O4HA KapToyka 0,43
WM 3arnaBui ANs PacCTaHOBKM B CNY)KEOHYHK KapTOTEKyY
4 paccTaHOBKa KapTOYeK B CNYy)XEeOHYH KapTOTEKy OfHa KapToyka 0,96
5 nogbopKa nevyaTHbIX KApTOYeK K JOKYMEHTaM OfHa KapToykKa 0,52
Ceepka NoCTyNMBLUNX JOKYMEHTOB C KaTanoramu:
6 npoBepka Nno kaTanory NOBTOPHOCTU AOKYMEHTA; NepeHeceHne C | ogHa KapToyka 1,9
KaTanoXHOW KapToykM OubnmoTevyHoro wudpa, MOJHOro
nHaekca
7 MOWCK B CrNyXeOHOM KaTanore CBOOHOrO OMWCaHMWs; BHECEHME | OJHa KapTouka 2,6
OTMETOK
8 opopMIeHne neyvyaTHOW KapTOYKM, HanMCaHWe WHBEHTapHOro | oAHa kapTouka 0,68

HoMepa, Wundpa 1 apyrux BMbnMoTeUHbIX OTMETOK




Mpunucka oybneTos:

9 cBepka [JOOKyMeHTa Ha [AaybneTtHocTb no  cnyxebHomy, | ogHo Ha3saHne | 0,94
andgaBUTHOMY, Y4ETHOMY KaTanory
10 npunucka gybneTta B kaTanor: NpoOCTaBfieHUWE WHBEHTAPHOro | O4HO Ha3BaHue 2,42
HOMepa; nepeHeceHne wugpa Ha AOKYMEHT
Mpynncka NpoaomKarLWNXCs 3gaHumn:
11 NMOUCK B PErnCTpaLMOHHON KapTOTEKe KapTOYKM Ha usgaHue; | ogHo HasBaHue | 0,84
CBEpKa ee C OpuUrMHanom; BHeceHe bubanoTevHbIX OTMETOK
12 MOMCK B  KaTamore KapToukW; OTMeTKa  MOCTynneHus | ogHo HasBaHue | 3,1
COOTBETCTBYIOLLErO BbINYyCKa; MPOCTaBfeHNne WHBEHTaApHOro
HOMepa, Wudpa, BHeECEHNe ApYyrux BubnmnoTevHbIX OTMETOK
dopmMumpoBaHne Gubnunorpadundeckon sanncu
CoctaBneHme OCHOBHOM OGubnuorpacmyeckon 3anucu Mpu | OAHO Ha3BaHWe
OTCYTCTBMM MEeYaTHOW KapTOYKM B AOKYMEHTE (O3HAKOMIIEHNE C
AOKYMEHTOM; COCTaBfIEHME ONNCaHUA; BHECEHME BUbnNnoTeyHon
OTMETKM)
Konu4ecTBo 3NeMEeHTOB 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 COCTaBneHMe OCHOBHOW ©Oubnuorpadmyeckon 3anmcm C 3,5
NMOMOLLBIO MakeTa KapTOYKM, HaneyaTaHHOro B KHUre; npocmoTp
n3gaHusl; CBepKa C MakeToOM KapToYku
20 cocTaBrieHue AobaBoyHOro onucaHus K OCHOBHOW | 0gHa kapTo4ka 1,9
oubnnorpaduyeckon sanncu
21 O3HaKOMINEHWe C [OKYMEHTOM; COCTaBleHWe aHanuTU4eckown | OawWH AOKYMeHT | 3,5
3anucu
22 cocTaBrieHve CCbINOYHOMN KapTo4Ku K OCHOBHOW | OfHa KapTo4kKa 1,26
oubnnorpaduyeckon sanncu
dopmumpoBaHne Gubnuorpadunyeckon 3anncu pyKonmcHOM KHUMM
CoctaBneHme  OCHOBHOW  Gubrnuorpaduyeckon  3anucu | OAHO Ha3BaHue
(o3HakoMmneHne ¢ [OOKYMEHTOM; COCTaBfeHue, OnucaHue,
NpOCTaHOBKa OMGIMOTEYHON OTMETKN):
23 cpegHen CNnoXHOCTH 600,0
24 NOBbILLIEHHOW CMOXHOCTU 1200,0
25 Ha MHOCTPAHHOM A3blKe 1200,0
26 KapTorpadu4eckoro marepmana 1200,0
27 My3bIKanbHOro cogepxaHus 1200,0
28 JopaboTka ycTapeBLUIMX 3anuce, He COOTBETCTBYHLIUX | OOHO Ha3BaHue 300,0
COBpPEMEHHbIM  apxeorpaduyeckum  HopMam:  OaTupoBKa
pykonucen MO BOASAHbIM 3Hakam; pPOCMUCL coAepXaHus
cbopHuKoB HEeMNOCTOSIHHOIO coCTaBa; BHeceHue
OOMOMHUTENbHBIX ~ CBEOEHUMW C  Yy4EeTOM  [OCTWDKEHUN
COBpEeMEHHON nctopuorpaduu
PegaktnpoBaHune 6nbnuorpaduyeckon 3anmcu:
29 npoBepKa NpaBuUbHOCTU ANEMEHTOB 3aMnucy Ha KapToyke OfHa KapTouyka 1,0
30 0POpMIIEHNE KAPTOYKMU NSt AYONMPOBaHUS HA MHOXMWTEIbHOM | OdHa KapTouka 3,2
annaparte; NpocTaBfieHne WHOEKCOB, Wndpos, GBANOTEYHbIX
NOMETOK, ONpeAerneHne 1 ykazaHue Tupaxa KapTovek
pynnoBas o6paboTka JOKYMEHTOB
OT60p OOHOTMMHBLIX [OOKYMEHTOB, MOANEXalliMx rpPynnoBOM | ogHa rpynna
00paboTKe; cocTaBrneHne obLLen XxapakTEPUCTMKN Ha KOMMIIEKT | AOKYMEHTOB
OOKYMEHTOB
Konu4ecTBo AOKYMEHTOB B rpynne:
31 1-9 39,0
32 10-15 60,0




33 16 - 30 106,0
34 nposepka MpaBUIIbHOCTU COCTaBlIEHUA XapaKTepUCTUKU Ha | ogHa 13,0
KOMNMEKT AOKYMEHTOB XapakTtepucTtumka

PekaTanorusauus (3ameHa KaTtanoxHbIX KapToyek):

35 CBepKa KapToO4ykM C [OOKYMEHTOM; WCrpasfieHne CTaporo | ogHa KapTtodka 17,4
oubnunorpacuyeckoro  onucaHwWs;  COCTaBMNEHWE  HOBOIO
OonucaHusa; nepeHeceHne wWNdpa, WHBEHTApPHOINO HoMmepa,
OMBIMOTEYHbIX MOMETOK
[MoAaroToBKa K MHOEKCUPOBAHUIO JOKYMEHTOB Ans KaTanoros:

36 noabop KapToYkM K JOKYMEHTY, CBEpKA M BIOXEHNE B JOKYMEHT | 0gHa KapToyka 0,5

37 O3HaKoMNneHne C [OOKYMEHTOM; YCTaHOBIieHWe TemMaTuKu; | O4HO Ha3BaHue 0,88
pacnpegenieHve no oTpacnsamM 3HaHus (No TeMaTuke)

38 NPOCMOTP MHOCTPaHHbIX M30aHUK, NepeBoq AaHHbIX Ha PYCCKUIW | OAHO Ha3BaHue 0,37
A3bIK
CucremaTtnsaums JOKYMEHTOB:

39 cuctemaTmsaumss OOKyMeHTa C  UCMOMb30BaHMEM WHOEKCOB | OOHO Ha3BaHue | 2,6
nevyaTHOM KapTOYKM UMM MakeTa KapTOYKW, HaneyaTaHHoOro B
usgaHum, O3HaKoMIneHune C  [OOKYMEHTOM, nposepka
COOTBETCTBMS UHOEKCOB Tabnuuam knaccudumkauum, NpuHATLIM
B GubnuoTteke, NpocTaBfneHne MHAEKCa HA JOKYMEHTE

40 cuctemaTmsaumsi  OOKYMEHTOB MNpPW  OTCYTCTBUM MNEeYaTHOW | OAHO Ha3BaHue 4,7
KapTOuKM M MakeTa KapTOYKM B M3OaHWKW; O3HaKOMIEHue C
OOKYMEHTOM,; onpegeneHve nHaekca no Tabnvuyam
knaccudukaumn, npuHaTeiM B 6ubnmoTeke; npocTasneHve
WHOEeKCca Ha JOKYMEHTe

41 ornpegeneHne aBTOPCKOrO 3Haka [JOKyMeHTa Mo aBTOPCKUM | OAHO Ha3BaHue 0,62
Tabnuyam

42 LngpoBka OOKYMeHTa npu dopMaTHO-UHBEHTAPHOW | OOQHO Ha3BaHWe 0,42
pacctaHoBke: ornpefeneHve copmarta JOKyMeHTa, HanucaHue
wndgpa

43 penakTMpOBaHME KnacCUMUKALMOHHOIMO MHAEKCa, MpoBepKka | OAHO HasBaHue 0,88
NpaBuIbHOCTN MHAEKCA, aBTOPCKOro 3HakKa

44 COCTaBfeHMe KapToukn andaBUTHO-NPeAMETHOro Katanora (Ha | ogHa kapToyka 2,0
HOBYIO TEMaTUKY); HanNnUcaHWe Ha KapTOYKe MHAEKCa, Ha3BaHus
KaTanora M KapTOTeKW, B KOTOPbIX OTpaXartTCH AOKYMEHThI;
yKasaHue CCbINKM W OTCbIKW, CBA3WM Mexay oTaenbHbIMU
pybpukamm
MpegmeTnsaunsa JOKYMEHTOB:

45 npegmeTusaumss OOKYMEHTOB C  WCMOMb3oBaHWEM pybpuk | ogHO Ha3BaHue | 2,6
nevyaTHOWM KapTOYKU; NPOBEpPKa COOTBETCTBUS PYOPUMKKN NeYaTHOM
KapTOYKM NpeaMeTHOMY KaTanory

46 npegmeTnsaumss  OOKYMEHTOB NpW  OTCYTCTBUM neyaTHOW | O4HO Ha3BaHue | 4,6
KapTO4KW; 03HAKOMJIEHME C JOKYMEHTOM, onpegenenne pyopuku

a7 COCTaBfieHME HOBbIX MNPEeAMETHbIX Ppyopuk K noAapybpuk; | ogHa kapTodka 1,3
nepeHeceHne Ha KapToYku cnyxebHOM KapToTekn

48 pepakTupoBaHue npeameTHON pyopwku; npoBepkKa | ofgHa KapToyka 0,88
NpaBWUNbHOCTY NPEAMETHON PYOPUKK, TOYHOCTWU HanucaHus
OpraHunsauns angaBUTHOro Katanora:

49 noabopka kapTtodku no andasuTy damMunuii aBTOPOB WM | O4HA KapTouka 0,36
3arnaBui AN paccTaHOBKU B andaBUTHbIN KaTanor

50 paccTaHOBKa MpeaBapuTENbHO NoAoOpaHHbIX KapTodek B | OA4Ha kKapTodka 0,36
andaBuTHbIN KaTanor

51 pepakTupoBaHue andaBuTHOroO KaTanora; npoBepka | ofHa KapToyka 0,88
paccTaHOBKM  KapTo4yek, NpaBUIIbHOCTM  O00aBOYHLIX U
CCbINTOYHbIX KAapTOYEK; ucnpasnexHme ownbok

52 HanucaHwe pasgenurens ansa andaBuTHOMO KaTanora, ykasaHue | OauH 0,88
OykBbI, criora pasgenutens

53 paccTaHOBKa pasgenutenen B andaBuUTHbIA KaTanor: nogbopka | oguH 0,36
pasgenutenen no andasuTy, MNOUCK MecTa pasgenutens, | pasgenurerns




YCTaHOBKa, 3aKpenneHne CTepXHda

OpraHmsau,vm CUCTEMATUYECKOro KaTtanora:

54 noabopka KapToYKM MO UHAEKCaM, BHYTpU pa3gena no andasnuTty | OgHa KapToyka 0,42
damunuii  aBTOPOB UMW  3arnaBuii AN PacCTaHOBKM B
cucTemMaTM4eCKUn Katanor

55 paccTaHoBKa MpeaBapuTenbHO nNoAoOpaHHbIX KapToYeKk B | O4HA KapToyka 0,42
cucTemMaTm4eckun Kkatanor

56 pepakTupoBaHWe  CUCTeMaTM4YecKoro KaTanora: [MpoBepKa | O4Ha KapTo4ka 0,88
NpaBuITbHOCTH HanonHeHus pasgenoB  kartanora no
COAepXaHuIo, WHAEeKcauunm U paccTaHOBKe; UCMpaBrieHue
OLUMBOK

57 aHanua cucTemaTU4eckoro Katanora: UcrnpabfeHue WMHOEKCOB, | oAHa KapTo4ka 5,2
BHECEHVEe U3MEHEHUIN B andaBUTHbLIN KaTanor

58 HanucaHwe pasgenuTens Ang cucTemMaTuyeckoro Kkartanora: | oAouH 2,6
yKasaHue HauMeHOBaHusa pasfjena, nogpasgena W Apyrux | pasgenvtenb
OTMETOK

59 paccTaHOBKa pasgenutene B CUCTEMATMYECKUA KaTamnor: | OguH 0,42
nogbopka No nHaekcam, NOUCK MecTa, yCTaHOBKA, 3akpenreHne | pasgenurenb
CTEPXHS
OpraHusaumst npegMeTHOro Karanora:

60 noabopka KapToyek no nNnpeaMeTHbIM pybpukam, BHYTPW pybpuk | ogHa KapToyka 0,42
no andasuTy (paMmmnun asTopoB UMK 3arnasum

61 paccTaHOBKa MpeaBapuTenbHO nNoAoOpaHHbIX KapTOYeKk B | O4HA KapToyka 0,42
nNpeAMeTHbIN KaTanor

62 pepakTupoBaHue npegmMeTHoOro KaTanora: npoBepka | ogHa KapToyka 1,0
NpaBWUIbHOCTM CCbINOK, OTChINOK, pybpuk

63 HanvcaHwe pasgenurens Ans npegMeTHOro kaTanora, ykasaHve | oauH 2,3
pyOPUKK, OTCBINIKW, CChINKN pasgenutens

64 paccTaHOBKa pasgenutena B MpeaMETHbIM KaTanor, MOucK | OAuH 0,42
MecCTa, YCTaHOBKa, 3aKpenfneHne CTepXHs pasgenutens
OpraHusauus HyMepaLnOHHOro Kkatanora
HOPMaTUBHO-TEXHNYECKON JOKYMEHTaUuu:

65 nogbopka KapTodkM MO BuAaM [JOKYMEHTOB, YCMOBHbIM | OgHA KapTouka 4,3
uncpoBbIM 0003HaYEHMAM, andaBUTy COKpPaLLEHHbIX Ha3BaHWUNA
CTpaH, naTUHCKOMYy andasuTy (MHOCTPaHHbIX CTaHAapToB), MO
HOMepaMm AOKYMEHTOB

66 paccTaHOBKa MpefBapuTenbHO NoA4oOpaHHbIX KapTOYeKk B | O4HA KapToyka 0,41
KaTanor

67 pepakTupoBaHue KaTanora (npoBepka NpPaBuUMNbLHOCTUN | OAHA KapTo4Ka 3,2
Bubnuorpadumyeckmx oOnMcaHun, PpaccTaHOBKW; MWCMpaBreHne
OWMOOK); BHECEHWE [OOMOMHEHUA W W3MEHEeHWW B KaTanor
(oTmMeHa, 3ameHa, M3MEHEeHUsl, NpoAJIEHNe Cpoka OEeNCTBUSA C
yKa3aHWeM UCTOYHMKA)

68 HanucaHWe N paccTaHoBKa pasgenurenen OaVNH 1,3

pasgenutens

OpraHunsauuns 1 BejeHWe 3NeKTPOHHOro Katanora:

69 cBepka MOCTYMMBLUMX [JOKYMEHTOB Ha AybneTtHocTb B | OOWH AOKYyMeHT | 1,6
3NEeKTPOHHOM KaTarnore

70 NpUNUCKa NPOAOIPKALLINXCH U30aHUA B SNEKTPOHHOM KaTanore | oavH AOoKyMeHT | 1,6
dopmupoBaHme bubnmorpadudeckorn 3anmcu s 3NeKTPOHHOMO | 04Ha 3anucb
katanora; BBoA B 6a3y AaHHbIX; 3anofiHEHWE COOTBETCTBYHOLLNX
nonewn:

71 NnpW HaNM4MM MakeTa Ne4yaTHOM KapTOUYKN 0,36

72 npu OTCYTCTBUM NEeYaTHOM KapTOYKU 0,42

73 COCTaBMEeHMEe aHaNUTUYECKON 3anucu 3,5

74 cocTaBneHne 06aBOYHbIX U CChINTOYHbIX ONUCaHUN ogHo onucaHve | 0,88

75 penaktupoBaHne Bubnunorpacudeckon 3anucu B 6ase AaHHbIX | O4HO onucaHwe | 1,3
AC; BHeCeHWe N3MeHeHUn

76 BBOA MepeyvHs npegMeTHbIX pybpuK apugmeTnko- normdeckux | ogHa pybpuka 0,36




ycTponctB (AIY) kK cuctemaTnyeckoMy Katanory n reHepansHOn
CMNpaBO4YHON KapToTEKE
77 BbIBOA Ha 9KpaH bubnuorpaduyeckmx sanmcem ofHa 3anncb 0,83
78 pefakTupoBaHue pybpuK; HanonHeHve pasgenos ofHa 3anncb 3,0
N3baTre kapToyek n3 katanoros
N3bsaTre KapToukM Ha UCKMOYEHHbIE M3 BMbnuoTedHoro ooHaa | ogHa KapTodka
OOKYMEHTbI:
79 andaBuUTHOro Katanora 0,52
80 cucTemMaTM4eckoro kartanora 0,56
81 npegMeTHOro katanora 0,56
82 HyMepaLMOoHHOro KkaTtanora 0,42
83 u3baTME Oubnuorpadmyeckon 3anncu U3  3MNEKTPOHHOro | OAHa 3anuchb 0,84
Katanora
TexHnyeckas obpaboTka JOKYMeHTa
HakneuBaHve Ha JOKyMeHTe NnMcTKa CpoKa Bo3BpaTa, Kapmallka, | OOUH JOKYMEHT
Apnblka:
84 JINCTOK CpOKa Bo3BpaTa 0,42
85 Kapmawlek 0,42
86 APNbIK 0,26
HanucaHnue wndpa Ha JOKYMEHTE U apriblKe: OOVH OOKYMEHT
87 Ha JOKYMEHTE 0,26
88 Ha spJiblke 0,36
89 nepeHeceHve @oOpMaTHOro M cucTeMaTU4eCcKoro LwWUdPoOB C | OAMH OOKYMeHT | 1,6
KapTOYKM Ha JOKYMEHT
90 0dopMIIEHME KAPTOYKN NS TUPaXXNpoBaHUs O[HO Ha3BaHue 1,0
91 BHECEHME N3MEHEHWUI B KAPTOYKE NOCNe TUPAXKNPOBaAHUS O[HO Ha3BaHue 0,42
92 pacnpefeneHne kaTanoXHblX KapTovyek Ha HOBble MOCTYNNEHNs | OHa KapToyka 0,42
Nno CTPYKTYPHbIM NogpasgeneHusM nocne TMpaXXMpoBaHuUs
93 3anonHeHne KHWXHOro dopmyndpa: ykasaHve wudpa, | oaguH  KHWxkHbIA | 0,88
WHBEHTaApHOro HoMmepa [JOoKyMeHTa, daMmunmM 1 WHULMaNnoB | hopmynsp
aBToOpa, ero HaseBaHus, LieHbl, roga nsgaHus
94 3arosiHeHne KapTO4KM vHaukaTtopa Ha OOKYMeHT, | oauH nHamnkatop | 0,88
HanpaBnsieMbli B KHUFOXPaAHEHWE: YyKas3aHWe WHBEHTAPHOro
HOMepa, aBTopa M 3arnasus, Wngpa paccTaHOBKU
95 3anonHeHve nepefaToyHon BeAOMOCTM Ha nNapTMO HOBbIX | ogHa BegomMocTb | 0,42
NOCTYNJIEHUN
Pa6ota B AC
BblBOA Ha 9KpaH y4eTHbIX OpM; pacnevaTka: ofHa dopma
96 NUCTbl MIHONBMAYANbHOro y4eta JOKYMEHTOB 0,05
97 nepegaroyHas BeJOMOCTb HOBbIX NOCTYMNIIEHNI 0,05
98 KapTouka c 6ubnuorpaduyeckor 3anucbld  Ons  Y4eTHOro 0,05
Katanora
99 KHWXHBIW dpopmyrnsp 0,05
100 KapToyKa nHavkaTopa 0,05

MpumeyaHue: K HOpMaM BpeMEHU NPUMEHSAIOTCA MOBbILLAoLWNE KOIPDULNEHTDI:

- Npu cocTaBneHMn oGubnuorpagmyeckoro ONMCaHUs Ha AOKYMEHT, Ha TUTYNIbHOM FMCTE KOTOPOro
YaCTMYHO OTCYTCTBYIOT JaHHble Ansa dubnuorpadwuyeckon anucu - 1,13;

- npu 6ubnuotedHon obpaboTke: KMHOMOTOOHO AOKYMEHTOB - 1,21; HOTHbIX, KapTorpadmyeckux,
nsonsgaHum - 1,15, cneumanbHbIX BUAOB HaYYHO-TEXHUYECKOW NUTEepaTypbl U AoKyMeHTaumn - 1,10;

- Npu paboTe C JOKYMEHTAMU Ha MHOCTPaHHbIX s3blkax, NMPW OpraHn3auMm U BEOEHUN KpaeBea4yecKoro
KaTanora (kapToTeku) u GubnnoTevyHoro katanora Ha MHOCTpaHHOM s3blke - 1,15. Ha s3blkax cTpaH A3uun U
Adpuku - 1,5.

1.4. PaboTta c hoHgoMm
1.4.1. PaboTa no npuemy [OKYMEHTOB

Ta6bnuua 4

N n/n EonnHunua

n3MepeHua

HanmeHoBaHue npouecca, onepaunn. CoctaB paboThl Hopma

BpeMeEHU,




MUH.

2

3

Mpuem JOKYMEHTOB B CTPYKTYPHbIX NogpasgeneHmsax

an/IeM OOKYMEHTOB W13 OoTAena KOMNMEeKTOBaHuA, CBepka C
conpoBoaunTesibHbIM MaTtepunanom

ofHa napTus

Konu4ecTBo 3Kk3eMnnspoB:

=

1-25

14,4

N

26 -75

37,2

perucTpaunsi HOBbIX MOCTYMNEHUA NEPUOLANYECKUX W3LAHUN,
npocTaBrieHne OTMETKU B PermcTpaLoHHON KapToTeke

OAOWH OOKYMEHT

0,26

npoBepKa rogoBoro KOMMieKTa XypHarnoB U raset Ha Hanundune
HOMEpPOB

OOVH HOMEp

1,0

nMpoBepka 3anncu Ha NepBOM HOMeEpe TOAOBOr0 KOMMJeKTa:
LUMdpa, HOMEpPOB, OTCYTCTBYIOLLMX HOMEPOB, MecsLIeB

OOnH HOMEp

50

3anucb Homepa B Tomnorpacuyeckylo OMnucCb, MPUIOXKEHUS ©
cneunanbHble BbIMYCKU:

OOnH HOMep

()]

Ha PYCCKOM A3bIKE;

1,0

Ha MHOCTPAaHHbIX A3blKaX

2,0

npocTaBlieHne LwTeMnenid CTPYKTYPHOro nogpasgeneHna Ha
OOKYyMEHTE

OOnH HOMep

0,26

Moabop AOKYMEHTOB ANs pacCTaHOBKW B hoHae:

nogbopka [OOKYMEHTOB MO KrnacCUgMKaUMOHHBbIM MWHAEKcaM,
aBTOPCKOMY 3HaKy

OOWH OOKYMEHT

0,52

10

noabopka AOKYMEHTOB Mo dopmaTty, MHBEHTapHbIM HOMepam,
wndpam paccTaHOBKM

OOWH OOKYMEHT

0,92

11

nogbopka [OOKYMEHTOB MO andasBuTy HasBaHWW, rogam,
HOMepaM, pasgenam, NopssgKkoBOMYy HOMepY

OAOWH OOKYMEHT

0,48

12

noagbopka crneLsuaoB HOPMATUBHO-TEXHUYECKON OOKYMEeHTauum
Mo knaccam, nogkraccam, rpynnam,
noarpynnam, MHBeHTapHbIM HOMepam

OAOWH OOKYMEHT

0,36

PacctaHoBka 6ubnunorteyvHoro oHaa:

13

paccTaHoBKa [OKYMEHTOB Ha cTennaxax B
cucTeEMaTUYECKU-andaBUTHOM NOpsSaKe

OAOWH OOKYMEHT

0,52

14

paccTaHoBKa [OKYMEHTOB Ha cTennaxax B
dhopmMaTHO-UHBEHTAapHOM MNopsiake

OAOWH OOKYMEHT

13

15

paccTtaHoBKa [OKYMEHTOB MO andasuTy HasBaHWW, ropam,
HOMepaM, pasgernam, NopsgKkoBoMy HOMepy

OOUH OOKYMEHT

0,63

paccTaHOBKa HOpMaTMBHO-TeXHVILIeCKOVI OOKyMeHTauum no
Knaccam, nofkrnaccam, rpynnam, nogrpynnam, MHBEHTAPHbIM
HOMeEpam

OOVH JIOKYMEHT

KonnyectBo OOKYMEHTOB B nop,6op|<e:

16

1-5

0,52

17

6-10

52

18

11-15

0,88

19

paccTaHoBKa JOKYMEHTOB Ha cTennaxax B
dopmaTHo-cucTeMaTMdeckoM 1M andaBUTHOM  MOpsigKe
(NnpeomeToB M MaTepmanoB rpadukn) B BUTPUHAX U LiKadax ¢
Y4E€TOM KOMIMMEKCHOIO XPaHEHUS PYKOMUCHBIX U CTaponeyvyaTHbIX
KHUT

OOVH IOKYMEHT

5,00

20

paccTaHOBKa JOKYMEHTOB Ha MUKPOHOCUTENSIX B MUHBEHTAPHOM U
HyMepaLMOHHOM MopsiaKe

OOVH JOKYMEHT

3,0

npoBepka  MNPaBUIIbHOCTM  pPacCTAHOBKWM  [OOKYMEHTOB B
OTAenNbHbIX MaccuBax (poHaa

Maccus ooHaa

KonunyecTtBo npoBepsieMblX JOKYMEHTOB:

21

1-200

26,1

22

201 - 305

42,0

23

306 - 400

57,0

24

401 - 600

88,0




25 nepemelleHne (nNepeHeceHne) [OOKYMEHTOB Ha CBOOOAHble | ogHa norska 4,0
MecTa
OdbopmneHne nonoYHbIX pasgenutenen; HanmcaHme NosioYHbIX | OAWH
pasgenutenen: pasgenutens
26 AN cucTeMaTu4ecKkon paccTaHoBKM hoHAaa 3,6
27 Ansa (popMaTHOM paccTaHOBKM dhoHAa 2,6
28 Ansa ancgaBUTHOM paccTaHoOBKM poHaa 2,6
29 AN HYMepauVoHHOW pacCTaHOBKU dhoHaa 2,6
MpumMeyaHue: K HOpMaM BpeMEHN NPUMEHSAIOTCA MOBbILLAoLWME KOIPDULNEHTI:
- Mpu nogbope 1 paccTaHOBKE KMHO-, hOTO-, POHOLOKYMEHTOB - 1,2;
- HOT, KapTorpadu4eckumx, nsomsgaHum -1,5;
- Npu paboTe ¢ AOKYMEHTaMu Ha MHOCTPaHHbIX A3blkax - 1,15;
- Ha ga3blkax cTpaH Asun n Adpukn - 2,0.
1.4.2. PaboTa no coxpaHHocTH poHAa
Tabnuua 5
N n/n HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
n3mepeHuns BPEMEHM,
MWH
1 2 3 4
[MpoBepka 6bubnmoTevHoro dhoHaa:
1 HanucaHMe KOHTPOSIbHOro TanioHa Ha JOKYMEHT: yKasaHue Ha | OAWH TanoH 0,88
HEM WHBEHTapHOro Homepa, wwudpa, damunum, MHULUAaNOB
aBTOpa, 3arnasug, roga, Mecta u3gaHus, LeHbl, MeCTa XpaHeHUs
2 MapKMpoBKa KOHTPOMbHbLIX TanoHOB: YCTaHOBKa, rAe YYTeH | OAWH TanoH 0,26
AaHHbIN  OOKYMEHT (YYeTHbIA KaTanor, WHBEHTapHas KHura);
npocTaBfneHne ono3HaBaTENbHOro 3Haka
Mogbopka KOHTPOMbHBIX TANlOHOB: OfVH TanoH
3 Nno MHBEHTAPHbIM HOMEpam 0,21
4 no andgasuTy hamunuim aBTopoB UNu 3arnasum 0,31
5 no KnaccudukaLMOHHOMY UHAOEKCY 0,52
6 cBepka KOHTPOMbHbLIX TaroHOB C UHBEHTApPHOW KHUIOW, OTMETKa | OAWMH TaroH 0,21
NPOBEPKN Ha TaroHe U B KHUre
7 cBepka KOHTPOMbHbIX TarlOHOB C YYeTHbIM UNK andasuTHbIM, | OAWH TarnoH 0,26
Tonorpadpuyeckum Katanoramu, OTMETKa Ha TanoHe W B
Katanore
8 aHanu3  ¢GopMbl  MHAMBUAOYaNbHOIMO  YyyeTa; BblBreHWe | OAWH AOKYMeHT | 1,3
OOKYMEHTOB, He npollelnx NpoBepKy
9 COCTaBEeHMEe KapTOYKM Ha JOKYMEHT, He npoLleiwni NnpoBepky | oavH aokymeHt | 0,83
10 NMOUCK OOKYMEHTOB, He NpOoLUeaLnX NPOBEpPKY, MO pasnU4YHbIM | OAMH OOKYMeHT | 3,6
y4eTHbIM popMam, KapToTekaMm, XXypHanam, KH/XKHbIM Morikam
CocTtaBneHune cnvcka HegocTawLwmx B oHAEe AOKYMEHTOB OLVIH CMUCOK
KonnyecTBo JOKYMEHTOB B CMUCKE:
11 1 0,78
12 2-10 8,3
13 11-25 19,3
OT60p OOKYMEHTOB ANS M3bATUS 13 boHaa
MpocMOTPp AOKYMEHTOB Ha NpPeAMeT N3bATUSA 13 PoHAA: OLVH OOKYMEHT
14 HenpogUIIbHbIX 3,1
15 Ay6neTHbIX 1,6
16 yCTapeBLINX MO COAEPXKaHMIO 3,1
17 BETXUX 0,88
18 Manoucnonb3yemblX, HEMCNOSb3yeMbIX 2,6
[MoaroToBka AOKYMEHTOB K aKTUPOBaHUIO:
19 noabopka JOKYMEHTOB B MapTMKM MO NMpuUYMHaM uU3bsTUS; cBepka | oauH gokymeHT | 0,36
C KHWXKHbIM (pOpMYynsipom
20 noabopKka KHWKHbIX (POPMYMSIPOB Ha [OKYMEHTax B rnopsigke | oavH dopmynsp | 0,42

MHBEHTAPHbIX HOMEpOoB, andaBuTa, XypHanoB - Mo rogam wu




HOMepam

CocTtaBneHue cnucka K akTy BbIObITUA (Nepegayu); nogcyet
obuen cymmbl; obopMreHre akTa

OOVH aKT

KonnyectBo OOKYMEHTOB B CMUCKE:

21 1 0,78

22 2-10 7,8

23 11-25 19,3
lMoaroTtoBka AOKYMEHTOB B Nepenner:

24 OTOOp [AOKYMEHTOB AN nepenneta; npoBepka COCTOSIHUSA | OAWH AOKYMeHT | 3,4
AOKYMEHTa; 3anornHeHue (cBepka) KHUXKHOro hopmynsipa

25 noabopka KOMMMEKTOB, CBA3blBaHWE B Nadvku; odopMmneHve | OguH OOKYMeHT | 2,6
OOKYMEHTOB AN nepefayv B nepennet

26 NMoaroToBKka  [JOKYMEHTOB K  BOCCTaHOBMEHMIO:  nogbop | oauvH OOKYMeHT | 2,6
OOKYMEHTa, aHanorMyHoro noBpexaeHHoMmy; odopmMmieHve
3aKasa Ha KonvpoBaHue

27 npueM 3akasa rnocre KonMpoBaHusi, NPOBEpPKa KayecTBa Konuin, | oanH AokymeHTt | 0,83
noAroToBka AOKYMEHTa K nepenneTy

28 npueM [OOKYMEHTOB W3 MepenneTa: cBepka MOCTYNMBLUMX W3 | OAMH OOKYMEHT | 5,2
nepenneta AOKYMEHTOB C KHWKHbIM QOpPMYNApoOM; npoBepka
KauecTBa nepenneTta, BOCCTaHOBMNEHWE 3arnaBus; HanucaHue
wndgpa Ha sprblke, KOpeLlke JOKYMeHTa
MoalwmnBKa raseT N TOHKUX XXYPHANOB:

29 onpegeneHve dopmarta, BIIOXEHME KOMMMeKTa >XypHanoB B | ogHa nanka 13,0
nanky HyxHoro dopmaTta, 3aBsi3blBaHWe; BblHECEHME Lwndpa,

HasBaHus, roga usgaHus, HOMepa >XypHanoB Ha OBMOXKY K
KOPELLOK Nnanku

30 packnagka raseT no HasBaHWSM: MpokanbiBaHWe, BrOXeHWe B | odHa narka 9,4
KapTOHHYl0 06noxKy (manky), npOLIHYpOBKa; odopmMmieHne
06noXKM (Ha3BaHue, rog, HOMep, Mecsu)

Menkun peMoHT oHaa:

31 nogknenka JOKyMeHTa, KapMallKOB, ApIblKOB; BOCCTAHOBIEHWE | OfHa narka 4,2
3arnasum
PecTaBpaLms KOpeLIKOB:

32 onpegeneHne obbema paboThl; yAaneHue CTaporo Kopellka, | O4UH KOpPELIOK 60
NnoAroToBKa KoreHkopa (obpeska, nogknerka); npowmnska 6noka
OOKYMeHTa, nofknenka HOBOro Kopellka, pasMelleHue nojg
npecc
PecTtaBpauus cTpaHuy;

33 onpegenenne obbema paboTbl; Noaknenka dotorpadun, kapT, | ogHa cTpaHuuya | 10
YyepTexen; BOCCTAHOBIIEHME YAaCTEN CTPaHUL, (cTp.)

Ob6ecnbinmBaHue doHaa:

34 obecnbinuBaHne oHOa C MOMOLbIO Mblniecoca; obecneyeHne | ogHa 12,0
paboyero mecta TEeXHUYECKMMW CpeacTBaMu; MNpoBedeHue | Mepornorika
obecnbinMBaHuA; 3aHOC TEXHWYECKMX CpeactB B MecTa
XpaHeHus

35 pydHoe obecnbinvBaHue oHaa; obecnedeHe paboyero mecta | ogHa 9,4
TEXHUYECKUMWN CPEACTBaMW; 3aHOC TEXHMYECKUX CpeacTB B | Mepornorika

MecTa XpaHeHus

MpumeyaHue: K HopMam BPEMeHU NPUMEHSAIOTCA MOBbILLALLINE KOIPDULMEHTBI:
- NP1 py4HOM o6ecnbinMBaHUN hOHAA HOTHbIX, KapTorpaduieckunx, nsonsaaHui, aucceprauuii -1,2;
- Npu obecnbinMBaHUK oHAA C MOMOLLBIO Mbinecoca -1,3.

1.4.3. U3yuyeHue 6ubnuoteyHoro oHaa

Ta6nuua 6
N n/n HaumeHoBaHwWe npouecca, onepauun. Coctas paboTbl EavHnua Hopma
n3mepeHuns BPEMEHM,
MWH.
1 2 3 4
MogrotoButeneHaa pabota no  wu3yvyeHuro BuBIMOTEYHOro




doHaa:

1 cocTaBneHne nnaHa paboTbl MO M3ydeHuIo OBUBNMOTEeYHOro | oAuH NnaH 2140
doHAa (Yactu doHaa)
2 NOAroToBKa WHCTPYMEHTapus Mo uayyeHuto 6ubnuoTeyHoro | ogHa Tabnuua 6,3
doHOa; cocTaBneHwe Tabnuubl NO  pasnNMYHbIM  acnektam
n3yyeHus
3 nogbopka Oubnuorpadguyecknx nocobuin, MHGPOPMALMOHHLIX | OAHO Nocobue 20,0
CMUCKOB 4118 NpoBeAeHUs paboTbl MO n3yyeHuto 6ubnnoTeyHoro
doHaa
4 NMOAroTOBKa MHCTPYKTaXa Ans npoBefeHns paboT no n3yyYeHuto | OauvH 83,0
onbnmnoTteyvHoro doHaa NHCTPYKTaX
Bubnuorpaduyeckoe nsyveHne bnbnuoreyHoro poHaa
O3sHakomneHue ¢ cogepxaHnem bubnuorpaguyeckoro nocobus, | ogHo nocobue
WHOPMALIMOHHOrO cnucka Ans npoBedeHust paboTbl Mo
n3y4yeHuto bnbnmnoteyHoro doHaa
KonuyecTtBo Ha3BaHWI B Nocobuu:
5 1-25 15,7
6 26 - 50 34,0
7 51-100 68,0
CBepka KapTo4ku kaTanora ¢ 6ubnuorpadmyeckuMm onucaHvem | ogHa KapTouka
OOKYMEHTa, YKa3aHHOro B nocobun; BHeECeHMe OTMETKM O
Hanu4MM JOKyMeHTa B poHae:
8 andaBuUTHbLIN KaTanor 0,26
9 cUcTeEMaTUYECKUIN KaTanor 0,42
10 COCTaBrneHue 6ubnuorpadunyeckoro onucaHus Ha | ogHa kapToyka 2,6
OTCYTCTBYIOLLME B BUBGNMOTEKE JOKYMEHTHI
NPOCMOTP  HaMOSfIHEHMSI  CUCTEMATMYECKOro  KaTamora B | O4Ha KapToyka
pasnuyHbIX acnektax (Mo oTpacnsM 3HaHWs, Bugam, rogam);
ConocTaBreHne NOJTyYEHHbIX OaHHbIX c
TEMaTUKO-TUNONOrMYECKUM (nepcnekTnBHbLIM) nnaHom
KOMMMNEKTOBAHWS; YTOYHEHWe, BHEeCeHMe KOPPEeKTUB B MnaH
KOMMNNEKTOBaHNS
Konu4ecTBo KapToyek B siLLUKE:
11 1-500 43,0
12 501 - 1000 85,0
13 1001 - 2000 173,0
CraTtnctnyeckoe nsyyeHve 6ubnmnotevHoro doHga:
14 3anorfiHeHne CTaTUCTUYECKMX Tabnuy (No coctaBy, AUHaMuKKe U | ogHa Tabnuua 19,3
CTeneHn ucnonb3oBaHusa bubnmnotevHoro ooHaa) Ha OCHOBaHUK
YY4ETHOW JOKYMEeHTaumnm
15 pacyeT nokasaTtenen KHuroobecrneydeHHOCTH, obpallaemMocTu, | oauH 2,0
YNMTAEMOCTHU nokasaTesnb
16 CMNMOLWHON NPOCMOTP AOKYMEHTOB Ha cTennaxax, nogcyeT no | OAWH JOKYMEHT 0,84
KHWXHBIM ~ pOpMynsipaM UM NIUCTKaM  Cpoka  BO3Bparta
KONM4YecTBa KHMrosblgau
17 MapKupoBKa Heuncnonb3yemon yactu ooHga B 3aBUCMMOCTU OT | OAMH AOKyMeHT | 0,26
NPWYMH, BbI3BaBLUNX HU3KYI0 06paLLlaeMocTb
18 3anonHeHue Tabnuubl MHTEHCUBHOCTU ncnonb3oBaHUsa | ogHa Tabnuua 50,0
OnbnmnoTteyvHoro dhoHaa
CocTaBneHve n aHanu3 Tabnuy No M3yyYyeHuto BMBNMoTeYHoro
doHAa
CoctaBneHne Tabnumubi:
19 Nno CcoCTaBy, PasBUTUIO M UCNOMNb30BaHWO OubIMoTeyHoro | ogHa Tabnuua 63,0
doHaa
20 no CTeneHn UCcnonb3oBaHWsa hoHAa B pasnuuHbIX acnektax (B | ogHa Tabnuua 68,0
OoTpacnesoMm, Mo B1AaM U3gaHum)
21 no obbemy Heucrnonb3yemom W ManocnpallivBaemMon 4actu | ogHa Tabnuua 63,0

(bOHﬂ,a N Nnpn4nHaMm ee HakonmneHua

AHanuna Tabnuupl:

ofdHa Tabnuua




pesynbTatam UsyyeHusi poHaa

22 Nno cocTaBy, PasBUTUIO M UCNONb3oBaHWO 6ubnMoTeyHoro | ogHa Tabnuua 56,0
doHaa

23 no CTeneHn UCcnonb3oBaHWsa hoHAa B pasnuyHbIX acnektax (B | ogHa Tabnuvua 56,0
OoTpacnesoMm, No BUAaM U3gaHumn)

24 no cocTaBy n BENnYMHe HencnonbL3yemMon n | ogHa Tabnuua 60,0
MarnocnpalmnsaemMorn YacTu oHAa 1 NpU4MHaM ee HaKoMmneHus

25 COCTaBfieHMe TMJiaHa MeponpuaTm W NpeasiokXeHuM Mo | O4vH nnaH 161,0

1.5. O6cnyxuBaHue yntartesnen

1.5.1. PaboTa c yntatenem

MpumeuaHune: Bpems NPOBEOEHUA WHCTPYKTaka B HOPMY BpEMEHM He BXoauT, npu paboTe c
[OKYMEHTaMM1 Ha MHOCTPaHHbIX S3blkax K HOpMam BpeMeHW NMPUMEeHSIeTCs NoBbiLlatoLLmnii koadpdumumeHT 1,15.

Tabnuua 7
N n/n HaumeHoBaHue npouecca, onepaunmn. Coctas paboThbl EavHnua Hopma
nsmepeHuns BPEMEHMU,
MUH.

1 2 3 4
3anucb Yntatens B GubnuoTteky:

1 NPOCMOTP AOKYMEHTOB 4uTaTensi (nacnopT, YLOCTOBEPEHWE, | OAMH YMTaTenb 1,7
NOpPYYUTENbLCTBO); MPOBEPKa HANNUUSA y4EeTHO-PErMCTPaLNOHHOM
KapTOYKM yutatens

2 3anonHeHne dopmMynsapa uuTaTtens, y4eTHO-perucTpaumMoHHON | OAWMH YnuTaTenb 2,0
KapTO4KW, YnTaTenbckoro buneta

3 O3HaKOMNeHWe uuTaTensas C MpaBunamMu  NONb30BaHUA | OAWMH YnTaTenb 50
BubnuoTtekown, pacnonoxeHnem doHAaa, CrpaBoOYHbLIM
annapaTtom

4 MOUCK M paccTaHOBKa YYETHO-PErucTpaLMOHHbIX KapTo4yeK Mo | OAHa KapTouyka 0,26
andgasuTy amunuin YutTaTtenen
[Mepeperncrpauns ymtatenemn

5 novck copmynsapa (permcTpauMoHHON KapTOYKW) 4uTaTens; | OAMH YMTaTenb 12,0
BHECEHWMEe U3MEHEHWI B HUX U YuTaTenbCckui bunet (yTouHeHve
aHKeTHbIX [OaHHbIX, HOBOrO 4MTaTenbCKOro Homepa, AaTbl
nepepervcrpaumm)
3anuck (nepeperncrpauus) yntatenen B aBToMmaTuampoBaHHOM
pexume:

6 Habop Ha knaBuaType CBeAEeHUIM O yuTaTene: pamunus, UMs, | OAMH YMTaTenb 6,0
OTYECTBO, XapakTepuayllime ero npusHakm (obpasoBaHue,
cneumanbHOCTb, MHas MHpopMauums), Kog

7 OCYLLIeCTBMEHME KOHTPONS 38 BO3MOXHbIM HanNU4MeM AaHHbIX O | OAWH YnuTaTenb 1,0
yuTaTene, 3anucaBwumca B OubnuoTteky (paHee 3anucaH,
nveH npasa Nonb30BaHus)

8 oopMIieHne Koda uuTaTenss C KOHTPOMbHbIM paspsaoM W | OAWH YuTaTenb 0,52
CPOKOM MOfb30BaHWs u4uTaTenbCkum 6OuneTtom Ha OCHOBe
BblAaHHOW UHopmaunm

9 BblBEEHNE Ha NPUHTEP CBEAEHUIN O 3anucaBLLeEMCS YnTaTenie B | OAWH yMTaTenb 1,3
Buae bnaHka, Bbipe3aHue 6riaHka 1 BKerka ero B YNTaTenbCKuin
ouner
PaboTta gncnetyepckom cnyxobi:

10 npyvemM umTatenbckoro TpeboBaHus; npoBepka MpPaBUITbHOCTM | OOHO 0,73
3anonHeHns  TpeboBaHMIW, YTOYHEHMEe MecTa XpaHeHus | TpeboBaHue
AOKYMEHTOB; OTMeTKka B [AMCNEeTYepCKOM CceTke, nepegava
TpeboBaHNsA B KHUFOXpaHEHWe
BbinonHeHue TpeboBaHun notpebutenen, Bbigavya AOKYMEHTOB
13 OCHOBHOIO KHUrOXpaHeHUs:

11 nony4yeHve TpeboBaHunin, perncTpaums, nogbopka mx no wmndpam | 0OgHO 3,0

TpeboBaHue

12 NOUCK [JOKyMEHTa, HaHeceHWe OTMeTkM Ha TpeboBaHun, | 0OgHO 5,0

KHWKHOM hbopmynsipe, AMCNETYEPCKON CeTke TpeboBaHue




13 yCTaHOBMEHNEe MecTa HaxoXAeHUs HeHaAEeHHOro AOKYMeHTa no | ogHo 7,0
CNpaBOYHbIM KapTOTEKaM, KaTtanoram TpeboBaHue

14 Bbldaya AOKYMEHTa U3 OoTAena KHUroxpaHeHus notpeburtento; | ogvH gokymeHT | 2,0
OTMETKa Ha KHWXHOM dhopmynsipe, TpeboBaHuu

15 NPUHATME OOKYMEeHTa OT noTpebutens; MOMCK KHWXHOro | oguH gokymeHT | 3,0
dopmynsipa, TpeboBaHus; noralleHne OTMETKM O Bblgaye
Bblgaya KOMNNeKToB AOKYMEHTOB BO BPEMEHHOE MOorfb3oBaHue
nogpasgeneHnsam 6ubnuoTeku:

16 ohopMIieHNE 3as8BKN Ha KOMMMEKT JOKYMEHTOB, NepejaBaemMblil | OHa 3asBKa 50
B CTPYKTYPHOE noapasgenexHve

17 nogbop [AOKYMEHTOB B KOMMJEKTbl; HanucaHue BTOPOro | OAVMH OOKYMEHT 40,0
aK3emnnsipa KHWXHoro popmynspa (uHgukaTopa)

Bblgaya KOMMMNEKTOB [AOKYMEHTOB; OTMETKA Ha KHWKHOM | OOWUH JOKYMEHT
dopmynspe (vHpukaTope) natbl Bbldaun, OaHHbIX

nogpasgeneHuns, nonyyarLlero KOMNIekT

KonuyecTBo JOKYMEHTOB B KOMMJIEKTE:

18 25 6,8

19 50 13,5

20 200 108,0
lMonyyeHne  KOMMMEKTOB  [AOKYMEHTOB  OT  CTPYKTYPHbIX | OOWH KOMMMEKT
noapasgeneHvun; Mouck KHWKHoro dopmynsapa (MHavkaTop);
noralleHne OTMETKM O Bblgaye, BNOXEHWE ero B JOKYMEHT
KonuyecTtBo JOKYMEHTOB B KOMMJIEKTE:

21 25 6,8

22 50 13,5

23 200 108
Ob6cnyxmBaHne YynutTaTtenen B YaTanbHOM 3ane:

24 npoBeAeHne KoHCynbTauun, 6ecepl ¢ YMTaTenem y kaTanoros, | ogHa 50
KapTOTEK, KHUXKHbIX MOMOK, MHPOPMMPOBAHME YNTATESS O HOBbIX | KOHCYNbTauus
NOCTYNJIEHUAX
Mopbop noKkyMeHTOB B MoAcCOGHOM hoHAE 4YMTanbHOro 3ana; | OgvUH OOKYMEHT
nepegava Ha kadpegpy Bblaavm:

25 no TpeboBaHuio YmTaTens 2,0

26 no YCTHOMY 3anpocy 17

27 no ornpegeneHHon Teme 3,1
Mopbop [OKyMEHTOB MO y4yebHOM MporpaMMe Ha OCHOBaHMM | OOWH KOMMMEKT
MakeTa KOMMNIeKTa [OOKYMEHTOB, BblJaBaeMblX CTydeHTaMm;
noadop y4ebHUKOB No chakynbTeTam, Kypcam, rpynnam; cBepka
KHUXHbIX OpMYNAPOB C HAa3BaHUEM KHUI, UHBEHTaPHbIMU
HoMepamu
KonuyecTtBo JOKYMEHTOB B KOMMIEKTE:

28 10 2,7

29 20 54

30 40 10,8

31 Bbldaya [JOKyMeHTa: CBepka BbldaBaeMoro [JOKYMeHTa C | O4uH OoKyMeHT | 2,0
ynTaTeNbCKkUM TpeboBaHMEM; MNpPOBEpPKA HanMuns CTpaHuL;

BHECEHWE 3anucu Ha YNTaTenbCkoM TpeboBaHUN (KOHTPOSbHOM
NNCTKE); BIIOXEHWE B 4YUTATENbCKUMN OWMeT, paccTaHOBKa,
OTMETKA KHUIOBbI4auM

32 nonydeHne [OOKyMEHTa: CBepka ero ¢ TpeboBaHMeM | OguH JOKyMeHT | 2,0
(KOHTPONbHBLIM JINCTKOM); NMPOBEPKA COXPaHHOCTM AOKYMEHTA,

Hann4nsi CTPaHUL, BHECEHE OTMETKMN O MpUeMe

33 nonyyeHne [OOKYMeHTa, 3aka3aHHOro u4uTartenem B OTAene | oauH gokymeHt | 0,5
KHUroxpaHeHus

34 nepegada [AOKYMeHTa, COaHHOro u4uTtatenem, B OTAen | oAvH gokymeHT | 1,0
KHUroxpaHeHus
OT160p 1 Nepegavya JOKYMEHTOB Ha KOMMPOBaHUE: OAVH OOKYMEHT

35 OoTOOp [OOKYMEHTOB (OTAENbHbIX CTaTen) Ons nepedayu Ha | oauvH AOKyMeHT | 5,0

MMKpOd)I/IJ'IbMI/IpOBaHMe 1 KonmnpoBaHune




36 noaroToBka AOKYMEHTOB K KONUPOBaHWUIO; ocpopmneHne 3akasa; | oguH gokymeHt | 3,0
perncTpaums B y4eTHbIX oopmMax

37 nonyyeHne MukKpodunbMa u KOMuu; npoBepka MpaBMIbHOCTWU | OAMH 3akas 5,0
BbINOMHEHNA 3aKasa
O6cnyxmBaHune yutarenen Ha aboHeMEHTE:

38 nogbop JOKYMEHTOB AN pekoMeHAauumn Yyutatensam O4vH gokymeHT | 5,0
Bblgaya OOKYMEHTOB uuTaTento, NOMCK popmynsipa yntatens, | OguH OOKYMEHT
yKkasaHue cpoka BoO3BpaTa, MpoBepKa HanmuMuusa CcTpaHuL;
obcnyxuBaHue:

39 B3POCSIbIX 2,7

40 jeten 3,2

41 nposegeHne becedbl ¢ ynTatenem, MHPOPMNPOBAHME O HOBLIX | OAMH YMTaTENb 50
NOCTYNIEHUAX
lMonyyeHne [JOKyMeHTa OT 4uTaTens, BHECEeHWe OTMEeTKM O | OOUH JOKYMEHT
npueme; npoBepKa Hanuuusa CTpaHuL; BROXEHUE KHUXHOMo
dopmynspa; obcnyxmBaHue:

42 B3POCSIbIX 1,8

43 peten 5,0

44 npoaneHne cpoka NonNb3oBaHNA JOKYMEHTOM; MOUCK oopMynsapa | oauH copmynsp | 3,0
ynTaTens; BHECEHNE OTMETKU O NPOANEHUM CPOKa NONb30BaHNUS
CosgaHve Konumn JOKYMEHTOB MO 3anpocaM YutaTenen:

45 KOHCynbTaums ynTatenen no Beibopy napameTpoB KONMPOBaHWSA | oaHa 50

KOHCynbTauust
46 cOo3aHune 3NEKTPOHHOW KONUKN C opurnHana ogHa 0,15
CKaH-Kkonusi

47 co3gaHvne ByMaxkHOW KOoMumM C opurmHana ofHa ctpaHuua | 0,15

48 cO34aHue Konmm ¢ MUKPOdopm OAWH Kagp 0,5

49 neyaTb OyMaXKHbIX KOMUM OKyMeHToB 13 Ob OOWH NUCT 0,08

50 CO3aHune INEeKTPOHHOW POTOKOMUKU C OpuUrnHana OAWH Kagp 5,0

MpumeyaHue: K HOpMaM BpeMEHU NPUMEHSAIOTCA MOBbILLaoLWMe KOIPDULNEHTI:
- Npu obcnyxunBaHuM YuTaTenen KNHOOTOPOHOOOKYMEHTaMU - 1,2;
- HOTHbIMK, KapTorpaguyeckummn, nsonsgaHmamm - 1,15;
- cneymnanbHbIMK BUAAMU HAy4YHO-TEXHUYECKOW NUTEpaTypbl U AOKyMeHTauun - 1,1;
- Npu paboTe ¢ AOKYMEHTaMu Ha MHOCTPaHHbIX A3blkax - 1,15;
- Npu paboTe ¢ AoKyMeHTaMu Ha si3blkax A3um n Adpukn - 1,5.
1.5.2. BHyTpeHHsAs paboTa
Tabnuua 8
N n/n HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
nsmepeHuns BPEMEHMU,
MUH.

1 2 3 4
lMogroTtoBKa K Bblgave:

1 pacctaHoBka (POPMYnsApoOB uuTaTenen (No cpokam, Homepam, | oauH popmynsp | 15,0
andasuty)

2 nogseAeHWe UTOroB paboThbl 3a Mpowenwunii OeHb, BHECEHME | eXeLHEBHO 9,2
3anncu B JHEBHUK

3 noabop AOKYMEHTOB MO NpefBapuTErbHbIM 3aKa3am uutatenen | OguvH OOKYMEHT 3,0
W NnaHam YTeHus

4 NPOCMOTP HOBbIX NOCTYMIIEHUI A1 PEKOMEHAAUNN YmTaTensam | OgvH gokyMmeHT | 2,0

5 NMPOCMOTP W TMOMOJSIHEHWE  KHWXKHBIX BbICTABOK, SALWMKOB | OAMH OOKyMeHT | 3,0
cB0OOOAHOro BbIGOPA KHUI, TEMATUYECKMX MOSIOK U CTENaXeN

6 noaroTtoBka paboyero mecra €XeJHEBHO 10,0
PaboTa ¢ popmynspom yntartens:

7 aHanu3 opmMynapoB uuTaTenen, BbISBIEHWE 4YuTaTeNbCKUX | oauH hopmynsap | 4,3
WHTEpeCcoB

8 COCTaBrieHMe  KapTOuKM  Ons  KapTOTeKM  vuTaTeNibCKUX | OdHa KapTouka 0,86
WHTEPECOB; COCTaBMNEHNEe Cnucka YMTaTeNnbCKNX MHTEPECOB

9 3anunck B opMynsape yutatens o pesynbTaTax aHanusa YTeHus | ogHa 3anucb 3,6




3a onpeaeneHHbIn nepuog

10 3annucb B [HEBHWKe OMONMoTekapss O AMHaMMKe YTEeHMs W | ogHa 3anucb 9,2
WHTepecax ymTartens (rpynnbl Yutarenen)
PaboTta ¢ uMtatensamu, He BO3BPATUBLUMMWN JOKYMEHTbI B CPOK:

11 nounck opMynspoB YnTaTenemn, He BO3BpPaTUBLUMX OKYMEHTbI B | oauH chopmynsp | 1,0
CPOK

12 HanMcaHne OTKPbITOK-HANOMWHaHWMI O BO3BpaTe [OKYMEHTOB; | oauH cdopmynsp | 2,0
OTMEeTKa AaTbl HANOMUHAHWNA Ha opmMmynspe

13 onoselleHne (Mo TenedoHy) uuTaTensi, He Bo3BpaTMBLUEro | oguH opmynsp | 4,0
OOKYMEHT B CPOK; OTMeTKa AaThbl HanoMunHaHus B oopMynspe
OGecneyeHre KOHTPONS 3a Cpokamu BO3BpaTa OOKYMEHTOB B
AC:

14 BbIBOO Ha TMpUHTEpP Cnucka uuTtatenen u  abOHEHTOB- | OAMH CMMCOK 0,16
3a[0IMKHMKOB

15 COCTaBMneHune crnmcka 3agomKHUKOB OJWNH CNNUCOK 0,16

16 pacnevatka Ha nNPUHTEPE HarnoMWHaHWsi aboHeHTaM W | OAMH CMUCOK 2,2
ynTaTeENsIM O CpoOKe Bo3BpaTa (agpec, HasBaHWsA B3STbIX
OOKYMEHTOB)

17 M3bATME M3 0asbl [OaHHbIX CBeAEHWW O  3aHATOCTWU | ofHa 3anucb 0,4
BO3BpaLLEHHbIX JOKYMEHTOB
OdbopMneHue noncka 3agomKHMKOB Yepes cya:

18 KonvpoBaHne dopmMmynsipa uuTaTens; yYTOYHEeHWe aBTopa, | O4MH OOKYMEHT | 2,7
Ha3BaHWSA, WHBEHTApPHOro HOMepa, LUeHbl [JOKYMEHTa, He
BO3BpALLEHHOTO B CpPOK; MepeyucneHne rocnoLwnHbl 3a
0POpMIIEHNE UCTMONHUTENBHBLIX HAANMUCEN; Nepechbinka gena B
cya:

19 nonydyeHne u odopmMreHne [OKYMEHTOB M3 HOTapuanbHOW | O4MH OOKYMEHT | 2,7
KOHTOpbI (MpocCTaBneHne HoMmepa pacyeTHOro cyeta, Homepa
WCNONHUTENBHOW HAAN1CK)

20 COCTaBMEeHMe aKkTa Ha onnaTy yepes cyf YTepsHHbIX JOKYMEHTOB | OAWH AOKYMEHT | 2,7
[MprveM AOKYMEHTOB B3aMeH YTEPSHHbIX:

21 NMOWUCK YNTaTenbCKoro opMynsapa; BHECEHNEe COOTBETCTBYOLWEN | OAMH OOKYMeHT | 5,0
3anucu B dhopMyndap, TeTpadb yyeTa KHWUI, MPUHATBLIX B3aMmeH
YTEPSHHbIX

22 NPOCMOTP JOKYMEHTa, NpeanaraeMoro B3amMmeH yTepPSHHOro OOVH OoKyMeHT | 2,0
PaboTta c oTkazamu:

23 yyeT n Knaccudukaumss OTKa3oB: OTMeTKa Ha NUCTKe | OOHO 1,6
ynTaTENLCKOro TpeboBaHMsA NPUYMHBI OTKa3a TpeboBaHne

24 paccTaHOBKa  u4uTaTenbCKMX TpeboBaHMIA B KapToTeke | ogHO 0,32
"HeyQoBNeTBOPEHHbIN cnpoc” TpeboBaHue

25 aHanun3 OTKasoB, COCTaBlieHMe CBOAKW OTKa30B B OTpacrneBOM | OAWMH OTKas 1,0
paspese (MO npuyMHaM OTKasa WU MepaM UuX NMKBMZaAUUU U
npegynpexgeHus)

26 cocTaBneHme 6mbnuorpadmyeckoro onvcaHus Ha OOKYMEHTbI, | OAHO 2,0
nmetomne Hanbonbllee YMCnNo OTKas3oB, U Nepedava kapToyku B | bubnmorpadgpuye
OTAEN KOMMMEKTOBaHMUS CKOe onvcaHue

1.5.3. BHecTaumMoHapHoe obcnyxuBaHue
Tabnuua 9
N n/n HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EaovHnuya Hopma
n3mepeHuns BpPEMEHMU,
MUH.

1 2 3 4
OpraHusauus BUBNNOTEYHBIX MYHKTOB, nepeaBuXHbIX
bubnuorexk:

1 3aknioveHne gorosopa Mexay 6ubnuotekonm u opraHusauunen, | OavH 4OroBop 270,0
roe 6yoeT ocyLecTBASATLCA BHECTALMOHApPHOe 0BCnyXBaHue

2 odopmneHue opmyrnsipa GUbIMoTEYHOro NyHKTa oavH dopmynsp | 13,5

3 0PopMIIeHUe Nanku ¢ AOKYMEHTaMu (40orosopa, AOBEPEHHOCTU | ogHa nanka 13,5




Ha nonyvyeHne kHwr, dopmynsapa OMBAMOTEYHOro MyHKTa,
OTYETOB U APYrMX JOKYMEHTOB)

4 COCTaBneHMe Cxembl pasmelleHns BubnmoTeyHbiX MYHKTOB Ha | ogHa cxema 126,0
TEpPPUTOPUN ropoda, panioHa
5 cocTaBneHue rpaguka obMeHa AOKYMEHTOB, HaxoOAWMUXCA B | OAWH rpaduk 18,0
OMBIMOTEYHbIX NYHKTaxX, NepeaBmKHbIX OMbnmoTekax
6 cocTaBneHue nnaHa MeTogn4YecKon MnOMOLLWM | OAWH NnaH 46,0
OnbnnoTtekapsiM-o0LLEeCTBEHHNKAM
7 odpopmrieHMe OObsIBEHMss O [OHAX W 4vacax paboTbl | 0gHO 12,0
O1ONMOTEYHOro NyHKTa, NepeaBmkHOM OMdNMoTeKu o6bsBNeHne
MonGop KOMMMEKTOB AOKYMEHTOB AN GMOMMOTEYHOro MyHKTa,
nepeaBwxHOM BMBIMOTEKN
Mogbopka KOMMIIEKTa JOKYMEHTOB OAVH KOMNNEeKT
KonuyecTBo JOKYMEHTOB B KOMMJIEKTE:
8 10 15,0
9 30 45,0
10 100 148,5
11 Bblgayva JOKyMeHTa B GUBNMOTEYHbIN NyHKT; OTMETKA B KHWXXKHOM | OAWMH OOKYMeHT | 2,0
dopmynspe gaTbl Bblgadyn, HOMepa NyHKTa
12 3anMcb B dopmynsape 6mbnMoTeyHoro MyHKTa AaTthl BblAauu | ogHa 3anuvcb 1,0
OOKYMEHTOB, KONMMYECTBa BblOaHHbIX W BO3BpALLEHHbIX B
CTaumMoHap JOKYMEHTOB
13 pacCcTaHOBKA  KHWKHbIX  (pOpMyNsapoB B  KapTOTEeKy 3a | OOAMH  KHWHbIA | 0,4
pasgenuTenem curibl GUBNMOTEYHOr0 MNyHKTa, NepeaBukHOW | hopmynsap
BMbnunoTekn, BHyTpM No andasuTy paMmmnnin asTopos
14 npuem OOKYMEHTOB U3 OMBNMOTEYHOro MnyHKTa, NepenBwkHOW | O4VMH OOKYyMeHT | 1,6
OnbnnoTtekn: nNpocTaBneHMe OTMETKM O Mpueme; BIIOXKEHUue
dopmynsipa B JOKYMEHT
1.6. O6cnyxunBaHue no MexobmbnuotreyHomy aboHemeHty (MBA) PO3A
Tabnuua 10
N n/n HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
n3mepeHuns BPEMEHMU,
MUH.
1 2 3 4
O6cnyxuBaHve YmTatenen 6ubnuotekm no MBA:
1 perncTpauns yutarens, nonbsywoueroca MBA OJWNH YnTaTenb 1,35
2 3anonHeHne bnaHka-3akasa, NpoCTaBfieHne pPerncTpauuoHHOro | OAvH 3akas 2,2
Homepa, faTbl
3 YTOUHEHME YKa3aHHbIX uuTaTenem CcBedeHWA O 3aka3aHHOM | OOWH 3aka3s 1,6
OOKYMeHTe, Uenu 3anpoca, WCTOYHMKA, OTKyda MnonydeHbl
cBefeHus
Bubnuorpaduryeckas nopaboTtka 3akasa; YTOYHEHNE
Onbnunorpadmnyeckmx CBe4EHUN:
4 Nno CrpaBOYHbIM U3AaHNAM 27,0
5 npu NOMOLLM aBTOMaTU3NPOBAHHbLIX CPEACTB 0,22
6 npoBepKa HanM4uns 3anpalinBaemMoro JoKyMmeHTa B bubnuotekax | oguH gokymeHTt | 10,2
ropoga, obnacTtu, permoHa, B TOM YMcrie No CBOAHbIM Katanoram
7 HanpaBreHne OnaHka-3akasa C [MPOCTABMIEHHONW OTMETKOW | OAMH 3akas 0,27
(wtemnenem) "B ropoge HeT" B OTpacneBoW, yHMBEpCarbHbIN
LUeHTp unm B OumbGnmoTteky (opraH MHOpmauuMn) No AaHHbIM
CBOZHbIX KaTanoros
8 3anMcb cBedeHWn O  HanpasneHuuM 3akasa no  MBA | ogHa 3anuch 1,4
(HaumeHoBaHVe OuGNUoOTekn, fata) Ha OOOPOTHOM CTOPOHE
BraHka 3akasa
9 nomelleHve bnaHka-zakasa B "KapToTeky 3anpocoB uutatenen | ogHoO 0,32
no MBA" 3a pasgenutens "3anpockl no MBA, HanpasneHHble B | TpeboBaHue
apyrue 6ubnuotekn”
10 npuem AoKymeHTa, npucnanHoro no MBA; BckpbiTve 6aHgepony, | ogvH okyMeHT | 3,8




npoBepka COCTOAHWE AOKYMEHTa, OTMETKa AaTbl NOyyeHus u
Ha3BaHua GUBNUOTEKM, BbICNaBLUEN OOKYMEHT, WHBEHTapHOro
HOMepa, CpoKa MONb30BaHus; NepecTaHoBKa GnaHka-3akasa 13
pasgena kapToteku "3anpocskl no MBA, HanpaBneHHble B Apyrne
onbnnotekn" B pasgen "lMony4veHHble no MBA n3gaHus"

11

n3BeLlleHne YnTartenad o nosiydeHnn 3anpoeHHoOro Ao0KyMmeHTa n
CpOKe noJib3oBaHnA UM

0QHO
n3BellleHne

1,35

12

BblJaya uuTaTento nonyyveHHolx no MBA gokymeHTOB B
yntanbHoM 3ane (B cnyxebHoM nomelleHun OGunbnunoTtekn);
CBepka BblAaBaeMoro AokymMeHTa ¢ 6naHKoM-3aka3oM; NpoBepka
Hanu4umsl CTPaHUL U COCTOSIHUS [OKYMEHTA; OTMETKa Bblaaum

OoOWH OOKYMEHT

1,0

13

npvemM [OOKYMeHTa OT uuiTaTens B 4YMTanbHOM 3arne; CBepka
AOKYMEeHTa € 4YacTblo bnaHka-3akasa, npoBepka COXPaHHOCTU
OOKYMEHTa; BHECeHMe OTMEeTKM O npueme; nomeLleHne
OOKYMEHTa B crieyunarnbHO BblgeneHHoe MECTO (3aKpbIThbiv Lwkad)

OOWH OOKYMEHT

0,5

14

n3BneyeHne bnaHka-3akasa U3 KapTOTeKM, 3anucb ceBeaeHun 0o
OoTNpaBke u3gaHus (gaTa, HOMeEp MOYTOBOrO OTNPAaBIEHUS);
nepectaHoBka nuctka u3 pasgena "lMonydeHHble no MBA
usgaHus" B pasgen "BosspauleHHas nutepartypa”

OoauH JIUCTOK
TpeboBaHus

1,0

15

NnoaroToBka K  OTNpaBke AOKYMEHTOB B Gubnuoteky-
doHaoaepxatenb 3aKkasHomn GaHgeponbio; ynakoBka
f6aHageponu; B3BeWMBaHME ee; HaknemBaHwe Mapku (ecnu Het
LEeHTpanu3oBaHHOW Onnatbl Nepechbisikv); HanucaHue agpeca;
cocTaBfieHne on1cu

OAOWH OOKYMEHT

3,6

16

pa60Ta C OTKa3aMu

OOWH OTKa3

1,03

17

coobueHne B oTaen obcnyxkuBaHusi o nonyyYeHun oTkasa (gata,
npu4mHa)

OOWH OTKa3

1,35

O6cnyxumBaHme aboHeHToB Mo MBA

Mprem 3akasos:

18

npu OTCYTCTBUM HOMepa aboHeHTa Ha GnaHke-3akase NpoBepka
no KapToTeke aboHeHTOB, aGOHMPYETCS M AaHHas opraHusauus

OOWH OTKa3

1,0

19

opraHusaumsi aboHuMpyeTcsa: nNpocTaBfieHMe Homepa Ha
OnaHke-3akase; cBepka afgpeca, HasBaHua OpraHusauuw,
damunum oteetcTBeHHoro no MBA; BHeceHwe n3MeHeHun B
KapTOYKM

OOWH OTKa3

3,6

20

nepeuMyHoe oOpaweHne aboHeHTa B TeKyllem
npocTaBfeHne B KapToyke roga obpalleHus, gathbl

roay:

OOWH OTKa3

3,6

21

odopmneHue aboHeHTa (opraHusaums paHee He
aboHupoBanacb): NpMcBoeHne aboHEHTY HOMepa; 3arnosfiHeHne
KapToukn peructpaumm aboHeHTa MBA wu paspgenutens
(dbopmynisip); ykasaHMe MONHOrO HauMeHoBaHus GUBNMoTEKM,
rnoytoBOro apgpeca, TenedoHa, aMunuu, MMEHM, OoT4yecTBa
OTBETCTBEHHOIO NMLA, AATbl OTKPbITUS U HOMEpa aboHeHTa

OOVH abOHEHT

50

22

PacCTaHOBKa perncTpauMoOHHbIX KapTO4YeK B KapTOTEKY

OHa KapTo4Ka

0,32

23

0(b0pMﬂeHI/Ie nsBelweHns aOns aboHeHTa (CTaHﬂ,apTHoe
n3BeLleHne ob OTKPbITUA a60HemeHTa); 3anpoc HepgocTakwmx
cBefeHnn ans KapTOTEKU TUNOBbLIM MUCbMOM

0QHO
n3BelleHne

1,6

24

npoBepka  MNpPaBWNbHOCTM  3anonHeHust  BnaHka-3akasa,
3aJ0/mKeHHOCTN aboHeHTa, npocTaBneHme Ha obopote 1-n
yacTu OnaHka-3akasa (CTp. 2) cBoero LwTemnens w fgatbl
nonydeHnss 3akasa B pybpuke "CnyxebHble OTMETKU
bumbnuoTtekapa" Npy BbINONIHEHMW U NEpeHanpaBneHMn 3akasa B
CTpoOKe "pavnoHa, ropoga”

OaVH
OnaHk-3aka3s

3,8

25

nepegada Ha y4vactok paboTbl C OTKasamMu HenpaBuIlbHO
0hOpMIIEHHbIX 3aKa3oB (HET mevaTtu, noanucu, Hepasdop4ymBo
OobOpMIIEHHbIE, HE Ha 9A3blke OpurMHana) u 3aKasoB
abOoHEeHTOB-3a40/MKHNKOB

OAWH OnaHkK

0,43

26

wngpoBka 3akazoB aboHeHTOB; noabopka 6GnaHKOB- 3aka3oB Mo
andaBuTy; NpoBepKa HaNN4us 4OKYMEHTa no katanory

oauH GnaHk

2,7




27

NnoAaroToBka [JOKYMEHTa K Bblgade: cCBepka [OKYMeHTa C
OnaHkOM-3aka3oM; MpPOBEpKa Hamnuuusi CTpaHWL, U COCTOSIHUSI
OOKYMeHTa; npocTaBneHne Ha bnaHke-3akase (NMueBon CTOpoHe
1-n n 3-n yactm ctp. 1, 5) WKdpPOB [OKYMEHTA; ykasaHue
WHBEHTapHOro Homepa, KonMyecTBa JOKYMEHTOB, AaTbl BblAauu;
Ha oOOpOTHOM CTOpPOHe 2- 4YacTm (cTp. 3) npocTaBleHue
wremnenss 6ubnMOTEKN C HasBaHMEM U MOYTOBBLIM adpecoM,
yKkasaHue cpoka Bo3Bpara, BrioXeHue 2-1 yacTu GrnaHka-3akasa
B BbldaBaeMblll JOKYMEHT; MpocTaBreHne Homepa GaHaeponu
BHM3Y

OAOWH OOKYMEHT

1,4

28

nocTaHOBKa 3aka3a Ha ovepefpb (B Crlyyae 3aHATOCTU U3L4aHus);
aboHeHTY oTNpaBka U3BeLLEeHUS

OAuH 3akKas

1,6

29

nepegava usgaHusa Ha konvpoBaHue (Npu 3akase Ha dparmMeHT
n3gaHuna: cTatbs U3 XXypHana, cbopHuKa)

OAVH 3aKaas

2,7

30

oTnpaBka AOOKYMEHTOB aboHeHTam: ynaxkoBKa 6aH,qeponM;
B3BelUMBaHMe; HakKneunmBaHme MapkKu; HanncaHne apgpeca;
COCTaBJieHne onmcu

OAOWH OOKYMEHT

2,5

31

pacctaHoBka ©OnaHkoB-3akasoB (1-4 4acTb) Ha BblAaHHblEe
AOKYMEHTbl  (BbICnaHHble) B KapToTeky  obcnyxmBaHus
aboHeHTOB B pasgen "BblgaHHblie no MBA n3gaHus”

OOWH OOKYMEHT

0,32

32

6ubnuorpacuyeckas [gopaboTka HEBBLIMOSIHEHHbIX 3aKa30B;
yTOYHEHMEe Gubnunorpacuyecknx CBEAEHWUI A MO  CrNpaBOYHbIM
n3gaHusm

OOWH OOKYMEHT

3,2

33

BbISIBMIEHWE  HanuumMs  3anpaliMBaemoro
onbnnoTtekax ropoga, permoHa

AOOKyMeHTa B

OOWH OOKYMEHT

10,2

34

odopmMmrieHMe 3akasa K MNepeHanpasfieHuMio B Apyrue
OmbnuoTtekn; ykasaHue Ha OOOPOTHOW CTOpoHe 1 - YacTu
bnaHka-zakasa (CTp. 2) Npu4YMHbI U AaTbl NepeHanpaBneHus
(wtemnens "Hetr B 6Gubnuoteke, Her B 6GubnuoTekax
ropoga...");0TMETKM O NpPOBEPKE MO CMPaBOYHbIM U3AAHUAM,
cumbl 6ubnuoTtek- oHgoaepkaTenemn no CBOAHOMY KaTanory

OJWH 3aKa3

2,7

35

oTnpaska aboHeHTY u3BeLLeHUs O nepeHanpasneHumn 3anpoca ¢
yKkasaHvem 6ubnunoTteku, Kyga oH oTnpasreH

OAHO
n3pelleHne

1,6

36

perMcTpaumsi oTkasa B y4eTHbIX (pOpMax; OTnpaBka aboHeHTY
OnaHka-3akaza (3-t0 4acTb) B Cfny4Yae HEBO3MOXHOCTU
BbIMNOSIHEHWNSI C OTMETKOM O NPUYMHE OTKa3a B COOTBETCTBYIOLLE
pybpuike

OOWH OTKa3

3,6

37

npnemMm OOKyMeHTa, BO3BpaLleHHOro aboHeHTOoM; nony4yeHune Ha
no4yTte, BCKpbITUE 63H,Cl,ep0ﬂl/l; npoBepka COCTOAHUA OOKYMEHTa;
n3BneyYeHne OnaHka-3akasa W3 KapTOTEKN OGCJ’Iy)KVIBaHVIﬂ
abOHEeHTOB, YKa3aHne Ha HeM [fOaTtbl BO3BpaTa [OOKYMEHTa,
nepecrtaHoBKa OnaHka-3akasa

OOVH JJOKYMEHT

3,2

B pasgen "BosBpalleHHas nutepaTtypa”

38

Mofb30BaHus
HanpasneHue

obecneyeHune KOHTPOSS 3a cpokamu
OOKyMeHTamu: BbiiBIeHNe [OJTKHMKOB,
HanoMWHaHUN

OOVH JOKYMEHT

1,6

BbinonHeHue pabot B AC:

39

OaHHbIX 00 aboHeHTax no
BBOA UMHdOpPMaLMM O HOBOM

¢dopmupoBaHme  6asbl
cooTBeTCTBYlOLWEN hopme,
aboHeHTe

OAWH aboHeHT

54

40

nouck B 0ase [JaHHbIX cBedeHun o6
OpraHvnsaummu; BHECEHNE N3MEHEHUN

aboHupoBaHuK

OAWH aboHeHT

3,6

41

BBO/ MHpOpMaLMM O NpreMe 3aKa3oB OT abOHEHTOB

O[IVH 3aKa3

0,27

42

BBOJ MHJOpMaUUM O nepeHanpaeneHuy 3akasa, BbiBO4 Ha
NPUHTEP M3BELLIEHUS O NepeHanpaBrieHn 3akasa

O[IVH 3aKa3

1,6

43

BBOJ [aHHbIX O MOCTAHOBKE 3aka3a Ha ouvepefb; cooblueHue
aboHeHTy

OOuH 3akas

1,6

44

perncrtpauuna BblaHHbIX 360HeHTy OOKYMEHTOB, npocCTaBlieHne
CpOKa Bo3BpaTa

OOUH OOKYMEHT

2,7




45

yaanexHme n3 Mmaccmea gaHHbIX O BO3BpaLWLEeHHOM OOKYMEHTEe

OAVH OOKYMEHT

0,16

46

obecneyeHne KOHTPOIS 3a CpoKamMu Bo3BpaTa AOKYMeEHTa: No1CK
n oTbop AaHHbIX B NamMATU MalUUHbl O 3aJ0JPKHUKaX; BbIBOA
HY>KHOM MHOPMaLUM Ha MNPUHTEpP; pacneyaTtka CrUCKOB C
ykasaHvem agpeca aboHeHTa

0aVH abOHEHT

2,7

1.7. MaccoBas pa6ota ®UNUATbI

Tabnuua 11

N n/n

HanmeHoBaHue npouecca, onepauun. CocrtaB paGOTbI

EovHnua
n3mepeHuns

Hopma
BpEMEHW,
MWH.

2

3

4

lMoaroToBKa MaccoBbIX MepOI'IpVIFITVIVI

OnpegeneHve TeMmbl, cOCTaBa ayaMToOpuK, OTBETCTBEHHOrO 3a
MeponpuaTMe B LENOM; COCTaBneHue nnaHa nogroToBKY
MEpOoNpUATUS, BOMPOCOB ANA OOCYXAeHWs; npurnawieHue
KOHCYNbTaHTOB, NEKTOpoB; nogbopka [AOKYMEHTOB NO TeMme
MEepPONPUATUSA; OpraHn3aums BbICTaBky nutepaTypbl, anb6omoB;
OMNoOBELLEeHNe YuTaTenem o MeponpusaTun 4epes adumwn,
nybnukauum B nedaTtn, No pagmo, TENeBUOEHMWIO; BbisIBNEHWE
BbICTYNaKLWMX; NeyaTb U pacnpocTpaHeHne MNpUrnacuTenbHbIX
6uneToB; NoAroToBKa MOMELLEHMS; NPOBeAeHNEe COBELLaHNs No
uToram NOArOTOBKW U NPOBEAEHMS MeponpusaTus, odopmneHve
npoTokona:

04HO
meponpusiTue

=

YuTaTesibCckad KOH(*)epeH una

4900,0

N

nUTepaTypHO-XyAOXKECTBEHHbI BeYep, Be4vyep OTpacneBou
KHWUMW, gucnyT

3340,0

BeYep BOMNpPOCOB N OTBETOB, yCTHbIl7I XypHan

2600,0

KJ'IY6 Nno MHTepecam

2600,0

OEeTCKUN YTPEHHUK

3900,0

o0~ lw

BUKTOpPUHA, KOHKYPC, Uurpa-nyrewiecrtesme

3900,0

Opl’aHI/I3aLI,VIF| KHWXXHbIX BbICTABOK

CocTtaBneHne nnaHa opraHusauun u MpoBEeAEHUs] BbICTaBKY;
BbISIBIIEHNE n oTbop OOKYMEHTOB; noaroToBKa
CONPOBOANTENLHON [AOKYMEHTauunm K BbICTaBke; CO3[aHue
XYAOXECTBEHHOro MpOeKTa; MOHTaX BbICTaBKW; OpraHusauus
WHOPMALMOHHO-peKnaMHon  paboTbl no  nonynapu3auum
BbICTaBKW; NoABEAEHNE UTOroB paboTbl

TemaTnyeckne BbICTaBKM 00LIEOMONMOTEYHOrO MacliTaba,
opraHusyemble Ha oHaax bMbnmoTekn

OHa BbICTaBKa

KonnyecTtBO 9KCNOHATOB:

1-50

560,0

51-100

1120,0

© |0

101 - 200

2240,0

BbicTaBkn no onpeferneHHon oTpacnu 3HaHUW UM Teme,
opraHusyemsble:

Ha poHae GnbnunoTteku

OfHa BbICTaBKa

KonnyecTtBO 9KCMNOHATOB:

10

1-50

310,0

11

51-100

940,0

12

101 - 200

1920,0

Ha dhoHZe oTaena

OfHa BbICTaBKa

KonnyecTtBO 9KCMNOHATOB:

13

1-25

180,0

14

26 - 50

360,0

15

51-100

720,0

BbicTaBKK, NOCBALEHHbIE XU3HU U OeATENTbHOCTU BblAaloLLUXCH
noaen

OQHa BbICTaBKa

Konn4yecTtBo 3KCNOHATOB:




16 1-10 47,0

17 11-25 110,0

18 26 - 50 210,0
BbICTaBKkKM Ha Nonkax crennaxew OfHa BbICTaBKa
Konu4ecTBo aKCnoHaToB:

19 1-5 25,0

20 6-10 44,0
BbICTaBKM HOBbIX NOCTYNNEHUN OfHa BbICTaBKa
Konu4ecTBo aKCnoHaToB:

21 1-25 40,0

22 26 - 50 72,0

23 51 -100 160,0
Peknama 6nbnuotekun; paboTta N0 NpuMBNEYEHUIO YUTaTENEN:

24 NOAroToBKa peknamHoro cooblieHns B nevartb, NoO paavo, | ogHa 420,0
TeneBugeHuo o  pabote  OubnmoTekn,  OCOBGEHHOCTAX | Nybrmkauwms,
PYHKLMOHMPOBaHUSA pasnu4HbIX nogpasgeneHun, | OgHo
HOMEHKNaType ycnyr, npegocraBnseMbix 6ubnnoTekon coobLieHne

25 NoOAroToBKa Nrakarta o AesiTeNbHOCTN BubnnoTekn (BelGop TeMbI, | OAMH Nnakat 210,0
onpefeneHve cogepxaHusa n QopMel, cgada B nevaTb)

26 opraHuMsaumsa 3KCKypcuu; npuem wun odopmneHne 3asaBkuM, | ogHa akckypcusa | 52,0
YTOYHEHWE TEMbl 9KCKYPCU U COCTaBa SKCKYPCaHTOB
BbisiBneHune noTeHumanbHbIX notpebutenen
O1BNMoTEYHO-MHOPMALIMOHHBIX YCIyr OUONNOTEKN:

27 NPOCMOTP Npecchbl OAWH JOKYMeHT | 6,8

28 NPOCMOTP U aHanM3 AOKYMEHTOB KOHKYPUPYOLINX dorMpMm OAWH gokymeHT | 52,0

29 BeJEHME KapTOTEKN NOTPEOUTENLCKOrO pbiHKA O[Ha KapTo4Ka 1,3

30 BCTPeUM C pykoBoaUTENAMU prpM, opraHusauuin, npeanpuaTnia | ogHo 210,0

Meponpustue

31 cbop ¥ noprotoBka martepuanoB Ans  MHPOPMAUMOHHBLIX | oauH GykneT 7680,0
OykneToB (06LWKX, N0 OTAENLHOMY MPOEKTY)

32 paspaboTka An3anHa 1 MakeTa MHPOPMALIMOHHbLIX BYKNeToB oauH Byknet 14400,0

33 obecneyeHne KOHTPONS KavyecTBa roTOBbIX WMHEOPMAUMOHHBLIX | oauH BykneT 20,0
OykneTos

34 noabop CyBEHUPHOW NPOOYKLMK oQHo 1440,0

MeponpusaTue
35 NOAroTOBKA pas3faToyHbIX Matepuanos MepornpuaTUs OAHO 480,0
MeponpusaTue

MpumeyaHue:

- BpEMS OpraHmn3aLmm BbICTaBOK NIUTepaTypbl, NPOBEAEHNE MAaCCOBbIX MEPOMNPUSITUIA N SKCKYPCUIA B HOPMY
BPEMEHU HE BXOOMUT;

- K HOpMaM BpPEMEHU MPUMEHSIIOTCA MOBbILWAKWNE KOIPDULMEHTLI: NPU OpraHnM3aumMm BblE3OHON
BbICTaBKM - 1,1; MPU 3KCMOHMPOBAHMM Ha BbICTaBKE NUTEPaTypbl HA MHOCTPaHHbIX sA3blkax - 1,6, npu paboTe c

OOKyMeHTaMu Ha s3blkax Asun u Adpukm - 2,0.

1.8. CnpaBo4Has u nidopmaumoHHana pabota UbBO

Ta6bnuua 12
N n/n HanmeHoBaHwMe npouecca, onepauun. Coctas paboTbl EovHnua Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
YYeT NOCTYNMBLUMX BTOPUYHBLIX AOKYMEHTOB (KapTo4ek)
CyMMapHbIN y4eT KapTOYeK B XXypHarne NoCTynneHnn 1 BblObiTUSA | ogHa napTust
B PErMCTPaLMOHHbBIX KapToTekax
Y1cno NoCcTynmMBLUNX KapTOYEK:
1 1-110 19,0
2 111 - 220 63,0
3 221 - 600 160,0
4 BbISIBlIEHNE HEBBINOSIHEHHbIX 3aKa30B; COCTaBNIEHWE 3adBKW Ha | OOWH 3aKas3 4.5




HEBbINOJIHEHHbIE 3aKa3bl

OpraHmzaumsa  cnpaBOYHO-O6MBNMorpaduieckoro
(CBA)

annapara

MpocmoTp 1 oT6Op OOKYMEHTOB M3 TEKYLLMX MOCTYMNNEHUA Ans
BkntoyeHns B CBA, B TOM Yucne kpaeBeayeckuin kKatanor:

5 KHUra ofHa KHura 3,2
6 COOpPHUK ofHa cTaTbs 2,7
7 XypHan o[Ha cTaTbd 2,7
8 raseta ofHa cTaTbs 1,6
9 oubnuorpaduyeckoe nocobue ofHa 3anucb 0,5
10 NEeToNUCb KHWXKHbIX, XXYPHANbHbIX U ra3eTHbIX cTaTen ofHa 3anucb 0,83
11 NPUKHWKHbIN Bubnuorpaduryeckmii CNMcok ofHa 3anncb 0,5
CoctaBneHune 6ubnuorpadunyeckon sanmcu ofHa 3anncb
KonnyectBo anemeHToB 6rbnuorpadmnyeckor sanmcu:
12 1-4 3,2
13 5-6 0,5
14 7-9 6,0
CocTtaBneHve aHHOTaLMK, WU3yYeHUe [OOKYMEHTa, HanucaHue | OgHa aHHOoTauums
TeKkcTa:
15 aHHOTUPOBAHNE KHUT 260,0
16 aHHOTMpPOBaHWE cTaTen 156,0
17 aHanuTu4eckas poOCMUCb >KYpHanbHbIX, raseTHbIX CcTaTen, | o AuH AOKYMeHT | 3,8
cbopHuKkoB, OGMBNMorpadnveckmx nocobun: 03HaKOMIIEHME C
coepXaHMeM U3aHus; CoCTaBreHne aHannTUYeckon pocnmcu
lMpocMOTp  NOCTYMMBLUMX  MH(OPMALMOHHBIX  (BTOPUYHBIX)
OOKYMEHTOB U MX oTOop Ans BkrtodeHus B CBA (nepBuYHbLIN
oTbop)
MpocMoTp MHPOPMALIMOHHOIO M34aHUs (B TOM YUCIEe KapTOYKK) | ogHa KapTodka
n oTbop U3 HWUX [OKYMeHTOB pAns BkoyveHnsa B CBA;
cuctemaTmsaumsi KapTovek Mo Tunam KaTaroroB U KapToOTek;
npoBepka MHAEKCOB; PAaCCTaHOBKA KApPTOYKU
Yucno kapTovek:
18 1-10 18,0
19 11-100 165,0
20 101 -300 490,0
MpocmoTp 1 oTbop kaptoyek B CBA C Uenbio U3bATMS Unu
nepemeLleHus (BTOpMYHbIN oTbop):
21 U3bATUE U3 KaTanoroB UM KapTOTEK KapTo4yek Ha [OOKYMEHTbl, | O4Ha KapTo4ka 1,5
cnucaHHble u3 doHaa; nNpocMoTp KpaeBea4eckux,
bubnuorpadmyeckmx 1 hakrorpaduyecknux kapToTek, u3baTune
M3 HUX KapTOYeK Ha [JOKYMEeHTbl, MOTepsiBlLUME LEHHOCTb,
nepesefeHUe KapTovek B apXUBHbIE KapTOTEKU (YHUUTOXEHUE);
BHeCeHVe OTMEeTKM B >XypHane ydeTta W peructpauuoHHOMn
KapToTeke
OpraHunsaums reHepanebHoro cuctemaTtudeckoro katanora (FCK):
22 npocMoTp KU oTbop [JOKyMeHTOB Ans BkrtodeHus B [CK; | oanH OOKYMEHT 2,7
0dhopMIIeEHUE KapTodek
23 HanucaHne 1 paccTaHoBKa pasgenurtens OaVNH 1,7
pasgenutens
PepaktupoaHue 'CK:
24 ucknoyeHve n3 NCK kapTodek Ha JOKYMEHTbI, yCTapeBLUUX UMK | OgHa KapToyka 1,5
HenpodUIbHbIX, NepeBeAEHNE NX B apXUBHYIO YacTb (U3bATUE);
Aetanunsauus pasgenos
25 HanucaHue HOBbIX pasgenuTenen OaVH 1,4
pasgenutens
OpraHusaums KapToTeKku NepcoHanun:
26 onpegeneHne W COCTaBneHWe mnepeyHsa nuy, ceBefeHus O | OAWH AOKYMeHT | 1,5

KOTOPbIX oTpaxaroTcs B KapToTeKe; MPOCMOTP




WH(POPMALIMOHHBLIX U3AaHWUWA, NEePBUYHBIX LOKYMEHTOB; OT6op
OOKYMEHTOB A5 BKNIOYEHUS B KAPTOTEKY

27 TexHu4yeckas u cogepxartenbHad obpaboTka OOKYMEHTOB AN | OOUH OOKYMEHT 2,7
BKMIOYEHNS B KapTOTEKy; pacCTaHOBKa kapToyek no andasBuTy
dramunui aBTopoB 1 NO BUAAM JOKYMEHTOB

28 HanucaHune N paccTaHoBKa pasgenurenen OaVH 1,4

pasgenutens
Opranunsaums dakrorpadguydeckon kaptoteku (PK):

29 onpegerneHve npegmerta, o6beKTa U OCHOBHbIX MPU3HAKOB ANS | OOUH OOKYMEHT | 2,7
oTpaxeHuss B @PK; npocmoTp [JOKYMEHTOB U OTOOp Ans
BkrtoveHust B OK; 3aHeceHne oTobpaHHbIX CBEOEHWI Ha KapThbl
WH(OPMaLMOHHOIO MaccuBa C BHECEHWEM COOTBETCTBYIOLLMX
OTMETOK B MOMCKOBbIM MaccmB (hakTorpadomyeckon KapToTeKn

30 pepaktupoBaHne OK; npoBepka npaBUMbHOCTU BHECEHWS | OOMH OOKYMeHT | 1,6
CBeJEHWIN 1 yKa3aHui 06 NCTOYHMKAX MHopMaLmm

31 HanMcaHne 1 paccTaHOBKa pasgenurenen OAWH 1,4

pasgenuTenbs
OpraHunsaumsi TeMaTM4eCcKNX Nanok ra3eTHbIX BbIPEe30K:

32 NPOCMOTP ra3eTHbIX BbIPE30K, cMcTemMaTmsaumg nx OofHa Bblpeska 2,5

33 0ohopMIIEHNE BbIPE3OK AN XpaHEHUSA B TEMATUYECKUX Mankax; | oaHa Bblpeska 3,2
KpaTkoe onMcaHne UCTOYHMKA, HaKNenBaHMe Ha KapToYvku

1.8.1. CnpaBoy4HO-6Mbnuorpacdunyeckoe o6cnyxuBaHume
Ta6nuua 13
N n/n HaumeHoBaHue npouecca, onepaunmn. Coctas paboThbl EavHnua Hopma
n3mepeHuns BPEMEHM,
MUH.

1 2 3 4
Mpuem Gnbnuorpadu4ecknx 3anpocos:

1 npvem ©Oubnvorpaduyeckoro 3anpoca; YTOYHEHME TeMbl, | OAWH 3anpoc 0,43
LlerieBoro 1 YynMTaTenbCKoro HasHayeHus, NoMHOTbl UCTOYHMKOB,

TUNOB, BUAOB U XPOHOMNOIMYECKUX pamMoK 3arnpocoB

BblnonHeHWe cnpaBok

BbinonHeHne TemaTtudeckon cnpaBkyM; MOMCK WM OTOOP | OfHa crnpaBka
OOKYMEHTOB; cocTaBrieHne 6ubnuorpagmyeckoro onucaHms

[MMCbMEHHO; KONNYEeCTBO MCTOYHUKOB:

2 1 3,0

3 2-5 15,0

4 6-10 30,0
YCTHO; KONNYECTBO UCTOYHUKOB:

5 1 2,0
BbinonHeHue afpecHo-6mbnuorpadguyeckon crnpaBku;

YCTaHOBIEHUE Hannuus Unmn MecTta HaxoxaeHus JOKyMeHTa nunm
ero Yactu B poHae 6Gnbnuorekm
IMMCbMEHHO; KONMMYECTBO MCTOYHMKOB:

6 1 2,0

7 2-5 12,0

8 6-10 24,0
YCTHO; KOIMYECTBO UCTOYHMKOB:

9 1 15
BbinonHeHue  yTouHsiowen Gubnuorpaduyeckon cnpasku, | OOHa cnpaBka
ycTaHaBnueawwen un  (MM)  YTOYHSIIOWEW  3NEMEHThI
Ovbnnorpadunyeckoro onucaHusi, KOTOpble OTCYTCTBYHOT WUIU
UCKaXKeHbl B 3arnpoce yutarens
[MMCbMEHHO; KONMNYEeCTBO NCTOYHUKOB:

10 1 2,7

11 2-5 14,0

12 6-10 27,0




YCTHO; KONIMYECTBO UCTOYHMKOB:

13 1 1,6
BbinonHeHue akTorpadmyeckor crnpasky, yCTaHaBnuMBaloLLEN | ogHa cnpaBka
KOHKpETHble CBEAEHMS O TEX UNU MHbIX OOBEKTaX, CODBLITUSX,
npoueccax, gaTax
[MMCbMEHHO; KONNYEeCTBO MCTOYHMKOB:

14 1 2,7

15 2-5 13,5

16 6-10 2,7
YCTHO; KONIMYECTBO UCTOYHUKOB:

17 1 1,6
KoHcynbTauusa y cnpaBoyHo-6nbnunorpaduyeckoro annapara:

18 npoeegeHne 6Geceabl O CO30aHMM U UCMOSMb3OBaHUM | OdHA 4,2
CMpaBoOYHOrO annaparta, no MeToauke Oubnuorpadmyeckoro | KOHCynbTaums
noucka
BepgeHve ¢oHAa BbINOMHEHHbIX CNPaBOK:

19 oTOOp cnpaBkn Ansa oHAa, pasfnoXeHne Mno nankam | ogHa crnpaeka 4,2
(koHBEpPTaM); 0dopMIIEHME CNPaBKM

20 COCTaBfEeHMEe KapTOYKW AOns apxuBa; yKaszaHue NOopsaKoBOro | ogHa KapTodka 2,7
HoMepa, TeMbl, AaTbl Bbl4ayn; NOCTAHOBKA KAPTOYKU B KAPTOTEKY
apxvBa BblNONIHEHHbIX CNPaBokK
Pabotbl B pexnme AC:

21 dopmupoBaHue [CK; BBog B 0a3y [OaHHbIX aHaNMTMYECKOW | ogHa kapTouka 2,0
POCNUCK ra3eTHO-XXypHanbHbIX cTaten, COOPHMKOB

22 noucK 1 otbop Brubnmorpaduyecknx 3anucen No ycrioBmsm OfjHa KapToyka 2,7

23 BbIBOA Ha 3KpaH bmubnuorpadmyeckon 3anucu unm oTAenbHbIX U3 | 0OgHa KapToyka 1,6
Hee CBeJeHUN; pacneyaTka

1.8.2. Bubnuorpaduueckoe nHcgopmmpoaHue U0 ®UIUNATbI
Ta6bnuua 14
N n/n HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EaovHnua Hopma
n3mepeHuns BPEMEHM,
MUH.

1 2 3 4
BbissBneHne wHMOPMALMOHHBIX MOTPeBGHOCTEeN CchneunanncToB
METOLO0M aHKETUPOBAHWS:

1 onpefeneHne  KOHTUMHreHTa notpebuTtenen  uHdopmauuu; | OanH 34,0
paspaboTka 3asfBOK [Anis  onpedeneHnss WMHPOOPMAaLUMOHHBIX | NOTpedbuTens
notpebHocTen (3ampocoB); pacchifka (pacnpocTpaHeHue)
3as9BOK; 06paboTKka Nony4yeHHbIX 3a8BOK; COCTaBreHne Ha Gase
MOMyYeHHbIX AaHHbIX KapTOTEKM KOHTMHreHTa noTpebutenen
MHdOpMaLMM U X MHPOPMALMOHHBIX NOTPeBGHOCTEN (3anpocoB)

BbisiBNeHne MHpopMaLMOHHbIX NOTPEOHOCTEN CNeLManncToB Ha
OCHOBE aHamnv3a nnaHoBO-O0TYETHOW JOKYMEHTaUmK:

2 oToop, n3y4veHwue, aHanus OTYETHBbIX OOKYMEHTOB; | OOWH OTYeTHbIN | 24,0
dopMupoBaHMEe  TeMaTUKM  CMpPaBOYHO-MH(POPMALMOHHOIO | AOKYMEHT
obcnyxmBaHMsi B pasHbIX pexmmMax

3 pacnpegeneHve TemaTtuyeckux pybpuk  MHAOPMAUMOHHBLIX | ogHa pybpuka 2,7
notpebHocTem no  nogpasgerneHvsaM,  yyacTBylOWUM B
CNpaBOYHO-MHGOOPMALMOHHOM 06CYKUBAHWUM
BaknioyeHne ¢ aboHeHTamyn [oOroBopa Ha MHgOpMauuoOHHOEe
obcnyxuBaHue:;

4 aHanuM3 [daHHbIX O 3aMHTepecoBaHHOCTM abOHEHTOB B | OAWH AOroBOp 2300,0
VMHOPMALIMOHHOM OBCNYXMBaHUM U pexmMax n3bupaTensHoro
pacnpocTpaHeHus 1 peTPOCNEKTUBHOIO NOUCKa; 3aknioveHue 1
nepecMoTp gorosopa
dopmupoBaHne cetu aboHEHTOB CUCTEMbl U3bupaTenbHOro
pacnpocTpaHeHusa uHgpopmauum (MPU):

5 onpegeneHne KOHTUHreHta aboHeHToB cuctembl WPW; | ognH aboHeHT 34,0




BbISIBIIEHNE TUMOBLIX U MHAMBUAYATbHBLIX 3aNPOCOB abOHEHTOB;
n3ydyeHue,  Knaccudukauusi, UHOEKCUpoBaHME  3amnpocoB;
BBEeZEHVEe OaHHbIX O 3anpocax B aApecHyo KapToTeky

MNoaroToBka curHanbHoOro onoseLleHust B cucteme MPU

BbisiBneHne, npocmoTp u oTOOp MaTepuanoB U3 TEKyLUUX
NOCTYNNEeHUn; pacnpegeneHve oTobpaHHbIX MaTepuarnoB U3
TEKYLLMX NOCTYNMeHun no aboHeHTam

0fHO
ornoseLleHne

Konnyectso NPOCMOTPEHHbLIX JOKYMEHTOB!

»

1-2

3,0

3-4

12,0

5-10

32,0

MoarotoBka NOAGOPOK CUrHanbHLIX OMOBELLEHUA B cCUCTEME
NPU

3anonHeHne bnaHka-3akasa Ha TUpaxunposaHue; perncrpauunto
NOCTYNUBLLUNX Konun, npoBepKa UX KavyecTBa N IK3EMIMJIAPHOCTH;
3anosfiHeHne COﬂpOBOﬂMTeﬂbHOVI OOKyMeHTauun

0QHO
ornoseLleHne

KonnyectBo 3anpocos:

1-2

14,0

10

3-4

17,0

11

5-7

21,0

12

8-10

25,0

MpocmoTp 1 oT6op AoKyMeHTOB Ans BBoga B AC

MpocmoTp MaccuMBa  MOCTYNMBLUMX — OOKYMEHTOB;  oTOop
OOKYMEHTOB COOTBETCTBYIOLLENA TeMaTuku U BBeaeHue B Hasy
naHHbix AC

OOWH OOKYMEHT

OT60p NEPBUYHBIX JOKYMEHTOB:

13

1-50

290,0

OT60p BTOPUYHBIX JOKYMEHTOB:

14

1-50

110,0

15

NoAroToBKa kapTodku ansa paboymnx kaptorek NPU

OAHO onucaHue

2,7

16

noaroToBka  TpadhapeToB C  kapTovkamu
TUPaXMPOBaHUA

NP1 ansa

oauH TpadpapeT

1,4

KoppekTrpoBka BbIXOAHbIX Tabynsrpamm:

17

OCHOBHOW psaf

OoAHa 3anuncb

2,7

18

BCNOMOraTesibHbIN yKasaTtellb

OoAHa 3anuncb

1,6

19

peLaKTUpOBaHWE BbIXOAHbIX TabynsarpamMm u  odopmneHune
[OKYMEHTOB

OAHa 3anuncb

4,2

20

paspeska, pacrneyaTtka nogbopoK Ha OTAEMbHbIE ONUCaHUSE

OAHO onucaHue

1,6

Koppektuposka cuctembl IPU no pesynbtatam aHanusa kapt
obpaTHon cBsA3MK

O6paboTka 1 aHanu3 KapTbl 0OpaTHOW CBSI3W; BHECEHUE OLEHKM
CUrHaNbHOro OrMOBELLEHUS B Y4YETHYH KapTy aboHeHTa;
KOPPEKTMPOBKa CUCTEMbI HA OCHOBE aHanusa kapT oGpaTHOM
CBSI3U

oflHa KapTa

KonnyectBo KapT:

21

1-7

70,0

22

8-10

75,0

23

11-15

80,0

24

16 - 20

85,0

Bblgava OOKYMEHTOB MO 3anpocy:

25

BbiSIBIleHWE M OTOOp [OOKYMEHTOB (M3OaHusa) Mo 3anpocy B
CnpaBoYHO-MH(OPMaLMOHHOM hoHae, OodopMIeHMe Bblaadu
JOKYMEHTOB B YCTAHOBINEHHOM MopsiaKe

OOVH IOKYMEHT

14

pynnoBoe 6ubnuorpaguyeckoe MHPOPMUPOBaHME:

26

dopM1poBaHMe cocTasa rpynnbl aGOHEHTOB

0auH abOHEHT

720,0

27

YTO4YHEHME TeMbl, CcornacoBaHne WCTOYHUKOB I/IH(bOpMaLI,MM,
BMOOB JOKYMEHTOB

OAHa TeMa

3,6

28

COCTaBMneHne perncTpaLyoHHON KapToYKn

0flHa KapTo4ka

1,6




Mopbopka [OKyMEHTOB AnNs MHgOpMauuW; CocTaBrneHve WU
HanMcaHne OMnOBELLEHUs; OTnpaBka OMOBELLEeHMWs; 3anucb B
KapTO4kM nHdopMaLmm; aHanua kapTbl obpaTHON CBA3MN

ofHa KapTouka

NMMCbMEHHO; KONUYEeCTBO U3OaHWUN:

29

1-5

12,0

30

6-10

24,0

YCTHO; KONMYecTBO U3OaHNN:

31

1-5

12,0

OnepaTtnBHoEe MHPOPMUpPOBaHME MO 3anpocy:

32

dopmMupoBaHMe CeTM abOHEHTOB, BbISIBIEHNWE TUMOBLIX W
MHAMBUAYanNbHbIX 3aNpoCcoB NoTpebutenen

0auH abOHEHT

4.4

33

nsyyeHue, KraccuduvKaums 3anpocoB; BBeAEHVME AaHHbIX O
3anpocax B agpecHyr KapToTeky

OOWH 3anpoc

6,3

HanucaHve 0630poB 1 cnpaBok

BbisiBneHne u oTt6op WCTOYHMKOB; 0OpaboTka W aHanus
0TOOpaHHbIX AOKYMEHTOB; HanucaHve Tekcta ob3opa (cnpasku);
MOArOTOBKA PYKOMWUCHM K NeYaTtu

OAWH aBTOPCKMWI
(aBT.) nnuct

0630p (cnpaBka) N0 NEPBUYHLIM UCTOYHUKAM:

34

Ha PYCCKOM A3blKe

5400,0

35

Ha NHOCTPAHHOM A3blKe

7200,0

36

0030p (cnpaBka) No BTOPUYHbLIM MCTOYHUKAM

4100,0

OpraHusaumsi 1 npoBedeHVe YCTHbIX GuGnuorpadmnyeckmx
0630p0OB HOBbIX NMOCTYMEHWI

OTOOp HOBbIX MNOCTYNNIEHUWA NO 3apaHee OObLABNEHHOMN
TemaTuke; cuctemaTnsauuns UCTOYHWKOB MO TeMaM, MPOCMOTP U
aHanu3 AOKyMeHTOB; noabopka bmubnmorpadmnyeckmx onmcaHunm,
KpaTKMx aHHoTauumn, pedepatoB Ha OTOBPaHHbIE WMCTOYHMKY;
noaroToBka pykonucu dubnuorpadumyeckoro o63opa

o4vH 0630p

KonmyecTBo NPOCMOTPEHHBIX U OTOOPaHHbIX OKYMEHTOB:

37

1-10

400,0

38

11-25

450,0

39

26 - 55

500,0

40

56 - 140

600,0

MogroTtoBka GroNneTeHs HOBbIX NOCTYNEHUN

YTouHeHMe (onpefeneHne) TemaTuyeckux rpaHuLl mnoucka wu
oTbopa [OKyMEHTOB; co3gaHue pybpukatopa 6ronneTexs;
BbiIBNIEHNE U OTOOP [OOKYMEHTOB B MaccuBe TeKyLLMX
NOCTYMMEHUA NCTOYHMKOB MHpopmMauum; nogbopka aHHOTaUNN,
pedepaTtoB, X cucteMaTusaums

oaHa
OtonneTeHb

Konnyectso MPOCMOTPEHHbIX 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

OpraHnszaumsa n nposegeHune "OHa nHdopmauun":

46

onpefeneHne TeMbl, COCTaBfieHWe nnaHa nNpPOBEAeHNs;
BbISIBMIEHWE W [OCTaBka [OKYMEHTOB M3 COOTBETCTBYHOLLMX
noapasaeneHuii 6ubnmoTekn; NPOCMOTP M OTOOP AOKYMEHTOB;
npurrnawleHne crneumanucToB- KOHCYNbTaHTOB; MNOArOTOBKA
BbICTaBKU nmnTepaTypbl; onoselleHne 3auHTepeCcoBaHHbIX
opraHuMsaumm K1 cneunanucToB; oOdopMIeHne  BbICTaBKY;
HanucaHWe KpaTKUX aHHOTauui; opraHusaums cbopa 3asiBok Ha
AOKYMEHTbI, WX Bblgaya, KOHCYNbTUpPOBaHWE, [OEXYPCTBO
OnbnnorpadoB; NpoBeAEHNE aHaNM3a MeponpusaTUs

o4Ho
meponpusiTue

640,0

"MHs

Opranmsaumsi 1 nogrotoBka "[OHa 6ubnuorpacpumn”,
nocobusa":

47

YTOYHEHUE  TEMBbI;
BbICTaBKW-NPOCMOTPA;

cocTaBlieHue
noaroToBKa

nnaxa;
0630pa;

ocopmnieHve
noaroToBka

04HO
meponpusiTue

1940,0




KOHCYInbTauuW; COCTaBNeHWEe W HanucaHne OObABNEHNUS;
COCTaBMEHME W HamnucaHue MpUrnacuTenbHbIX MNUCEeM, WX
pacchbinka; npurnalleHme 3aMHTepecoBaHHbIX N, No paguo, no
TenedoHy, NMM4HO

Opranunsaums 1 nposegeHue "OHsa cneunanucrta”

OnpepeneHune Tembl "[HA cneynanucTa” ¢ 3anHTEpPeCcoBaHHbLIMU | O4HO
opraHusaumsiMu, dopmbl npoBefeHus (cTaunoHapHas, | meponpusiTue
Bble3gHas), OTBETCTBEHHOrO 3a MeponpuaTUE B  LESoM;
COCTaBfeHMe nfaHa MeponpusaTus, MporpaMMbl MOUCKa W
oTOopa MH(POPMALMOHHBLIX MaTepuarioB; NOArOTOBKA OTKPbITbIX
NPOCMOTPOB U TeEMaTUYeCKMX BbICTABOK fMTepaTypbl MO
cneuunanbHocTn, dubnuorpaduyeckme 0630pbl; 3aka3d nekuuu,
KMHOUNbMA; OMNOBELLEHNE 3aMHTEPECOBAHHbLIX OpraHu3auui;
odopmneHne BbICTaBKU; opraHusaums aexypcTtea
OnbnnorpadoB, KOHCYNbTAHTOB- cneuuManucToB; obecneveHue
Bbldayn M3OaHUN MMM UX KOMUA BO BPEMS MEPOMNPUSTUS UK
HenocpeacTBEHHO MOCMe Hero; [OeMOHCTpauus BbICTaBKM;
aHanuns pesynbTtatos "[Hsa cneynanucra”

Yncno conyTcTBYHOLWMX MEPONPUATMIA;

48 1-2 1940,0
49 3-4 2600,0
50 5-6 3500,0
51 7-8 4600,0

MpumeuyaHue: Bpems nposedeHns "OHa nHdopmaumun”, "OHsa cneumnanucta", "OHa 6ubnuorpacun” B
HOPMY BPEMEHW He BXOAMT.

1.8.3. UudpopmaumoHHas pabota UBO
Tabnwua 15

N n/n HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
n3mepeHuns BPEMEHM,
MUH.

1 2 3 4

MogroTtoBka nonynsipHbix Gubnunorpaduryeckux nocobummn

Bboibop Tembl nocobus; BbiIBNEHME W OTOOP [AOKYMEHTOB,
dopmupoBaHme pasgenos nocobwus; aHHOTUpoBaHne
OOKYMEHTOB; nogbopka chakTorpaduyeckoro Marepuana,
UNMKCTpaLmi; HanucaHune TeKCTa; cocTaBneHune
BCMOMOraTenbHbIX yKka3aTenen; KOHCynbTauum y cneumanucToB
Ha pasnuuHbIX 3Tanax paboTbl; obCcyxaeHWe pyKonuMcu Ha
3acejaHMM Hay4YHO- METOOUYECKOro (pedakLMOHHOro) COBETa;
JopaboTka pykonucu no 3aamMmeyaHusimM; caada pykonmcu B nevarb:

1 COCTaBfieHne nonynspHoro 6Gubnuorpaduyeckoro ykasaTtens, | oauH aBT. JIUCT 13500,0
nyTeBOANTENS, CNPaBOYHUKA

2 NnoaroToBKa KOMMEHTapueB, npMMeYaHuii | OauH aBT. NIUCT 5400,0
nonynspHoO-NPOCBETUTENBHOIO  Xapaktepa, He TpebyoLmx
cneumanbHbIX UCCneaoBaHNN

3 NnoaroToBKa KOMMEHTapueB, npumMmeYaHum Hay4yHO- | OOMH aBT. NINCT 10800,0
nccrnegoBaTenbCcKoro xapakrepa

HO,D,FOTOBKa PEeTpPOCNEKTUBHbIX Hay4YHO-BCNoMoraTtesibHbIX
onbnunorpadmnyeckmx ykasaTenemn:

4 BbIOOp TeMbl; cO3daHMe aBTOPCKOrO KOMSeEKTUBA; pa3paboTka | O4MH aBT. NUCT 9720,0
WHCTPYKTUBHO-METOANYECKUE MaTepuarnos; BbisiBrieHe 1 oTbop
OOKYMEHTOB; paboTa Hag ©Oubnunorpaduyeckor 3anucbio;
aHHOTUpOBaHWue; Bbubnvorpadunyeckas rpynnupoBKa;
COCTaBfieHMe BCrnoMoraTernbHbIX —ykasaTenewn; ob6CyxaeHune
pykonucu ykasaTens Ha 3acejaHun Hay4yHO-MEeTOAMYECKOro
(pepakumoHHOro) coseta; gopaboTka No 3amevaHusM; caada
pykonucu B neyaTtb; cocTaereHne 6ubnuorpaduydeckoro
yKasatens no akTyarnbHOW TemaTuKe C XPOHOIOrM4eckuM




OXBaTOM OT 2-X A0 5-TM NeT U aHHOTauUsIMMK, MOSACHSAKLUMN
Ha3BaHWs

CocraBneHune onbnuorpadunyeckoro ykasaTens no
KOMMNMEKCHbIM N MeXOoTpacleBbiM np06ne|v|aM O6LIJ,€FO n
PErMoHarnbHOro coaepXaHus ¢ XPOHOMOrMYyecknm oxeatom 1-2
roga, ¢ aHHOTaLMUSIMU, NOSICHAOLWLMMMW Ha3BaHWS:

5 Ha PYCCKOM A3blKe 9720,0
6 c BkntodeHnem ot 30% po 40% obbema nybnukauum Ha 11000,0
WHOCTPaHHbIX f3bIKax
7 cocTaBsfieHne aHHOTMPOBAHHOIO ovbnunorpadguyeckoro | 0auH aBT. NIUCT 18800,0
yKasaTerns MHOrooTpacrieBoro cogepxaHus ¢ XpOHOMNOrMyecknm
oxeaTom o 100 netr u OGonee, Tpebyowero ChAMOLWHOMO
npocMoTpa  OOKYMEHTOB, CHOXHbIX  Gubnunorpaduyeckmx
pasbiCKaHui, y4yeTa BCex MepeumsjaHui nybnukaumm u ux
XapaKTEPUCTUKN MYTEM CITIMYEHUSI TEKCTOB
MoaroToBka aHanuTu4eckoro o63opa
BoisiBrnieHne n otbop [okymeHTOB pAns 00630pa; MOAroToBKa | OAMH aBT. MUCT
pybpukatopa npegmeTa 0030pa; W3y4eHWE U OLEHKa
OOKYMEHTOB; cMCTeMaTmn3auma Mmatepuana; CocTaBeHne Tekcta
aHanuTuyeckoro o63opa; obCcyxaeHne pykonucu Ha 3acegaHum
Hay4yHO-MeToaMYecKoro (pedakuumoHHOro) coseTta, gopaboTka
0630pa No 3ameyvaHusiM; caaya B Neyatb:
8 No PYCCKUM NEPBUYHbLIM UCTOYHUKAM 9720,0
9 Nno CMELLUAHHbIM NEePBUYHbLIM UCTOYHUKAM 10800,0
10 NO MHOCTPAHHbLIM NEePBUYHbLIM UCTOYHUKAM 12400,0
[MoaroToBka aHaANUTUYECKOW CNpaBKU:
11 BbisiBrneHne 1 otbop OKYMEHTOB ANsi aHANUTUYECKOW CrpaBKkK, | OOAMH aBT. IACT 5200,0
u3ydyeHue, aHanms, oueHka 1 cucteMaTtumsauus ux; coctaBneHne
TEKCTa CnpaBku
MogroTtoBka pedepaTmBHOro ob3opa
BeissBneHne 1 otbop JOKYMeHTOB A5 pedepaTuBHoro ob3opa, | OAWH aBT. NUCT
u3ydeHve UM aHanua ux; pedepupoBaHMe  UCTOYHUKOB,;
cuctemaTmsaumss TEKCTOB aHHOTaLUMKW; COCTaBfeHue TekcTa
pedepaTtmBHoro o63opa; obcyxaeHne ob30pa Ha 3acedaHum
Hay4yHO-MeToAMYecKoro (pedakumoHHOro) coseTa; gopaboTka
0030pa No 3amevyaHusaM; caada B nevaTb:
12 Nno PYCCKUM MCTOYHWUKaM 5200,0
13 No CMeLUaHHbIM UCTOYHUKaM 6480,0
14 MO MHOCTPaHHbIM UCTOYHUKaM 7300,0
CocTaBneHue akcnpecc-nHdopmMauuu;
15 BbISIBNEHNE 1 OTOOP MaTepmana no TeMe, cucteMaTtmsauust ero v | O4uH aBT. IACT 3840,0
noaroToBka ans neyatm
CocTtaBneHve 6ubnuorpacdudeckor  3anucu, aHHOTauumMu,
pedepaTa
CoctaBneHue 6nbnmorpaduyeckor 3anncu: n3ydeHne 1 aHanns | ogHa 3anucb
OOKYMEHTa; COCTaBrfieHMe 3arofloBka OnucaHus; MpoBepka
3anncu, BHECEHWE UcnpasneHnn
KonnyecTBo anemeHToB 61bnmorpadun4eckoro onMcaHus:
16 1-4 3,2
17 5-6 54
18 7-9 6,4
CocTtaBneHve aHHOTaUuW; MU3YyYeHWe W aHanu3 [OOKYMeHTa, | O4Ha aHHOoTauus
HanvcaHne TekCTa aHHOTauuu:
19 aHHOTUPOBAHNE KHUT 270,0
20 aHHOTUpPOBaHWE cTaTen 160,0
21 coCTaBneHue pedepara: usydeHue M aHanu3d [OKYMEeHTa, Ha | OAWH aBT. NMUCT 5920,0

KOTOPbI CoCTaBnsieTcs pedepaT; HanmcaHne TeKCTa; BHECEHME
mcnpasfeHnin

AHanuTtnyeckas POCNUCb  XYpHallbHbIX, ra3eTHbIX craten,




cbopHUKoB, Bubnmnorpaduiecknx nocobui:

MaTepuana B COOTBETCTBYIOLNIA pa3gen canta

22 O3HaKOMINEHWEe C COAepXaHueM Wu3daHus; COoCTaBfeHwWe | oaHa cTaTba 3,6
aHanMTU4eCKOro onNncaHnsa Ha CcTaTbio
Mopaepxka carita 6MBNMOTEKN N OTAENBHbIX NPOEKTOB:

23 BepCTka CTpaHuLy canTa, pasMelleHne MoAroTOBMEHHOro | OA4MH aBT. MUCT 300

I'IpumeanMe: HOpmMa BpeMeHWu Ha CcocCTaBlieHune 6VI6J'WIOI'paCbVI‘~IECKOFO nocobuss gaHa um3 pacyeTa

pa60TbI adBTOPCKOro KoJinekTnea.

1.9. MepeBoa n nepepaboTka NeYaTHbIX TEKCTOB C MHOCTPAHHbIX A3bIKOB Ha PYCCKUWA U C PYCCKOro Ha

UHOCTpPAHHbIE A3bIKU

Tabnwuua 16
N n/n HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
namepeHns BpEMEHM,
MWH.

1 2 3 4
lMepeBoa TEKCTA C MHOCTPAHHbIX S13bIKOB Ha PYCCKUIN A3bIK
UTeHne opurmHana; aHanuM3 TeKCTa; pa3MeTka ero C | O4WH aBT. SIUCT
BbIIBIIEHNEM TPYOHbIX TEPMUHOB, rpammMaTmyecKmnx
KOHCTPYKUMI, NEKCMYECKNX OBOpPOTOB, LEXOBbLIX U >KaProHHbIX
TEPMUHOB;

1 NOMHbIN MUCbMEHHbIV NepeBos OAVH aBT. NnUCT 2580,0

2 COKpaLeHHbIN nucbmeHHbIn nepesof oT 30% go 50% obbema | oawH aBT. fIMCT 1620,0
TekcTa

3 BbIGOPOYHbIN MMCbMEHHbIV NEPEBOS OAVH aBT. NnUCT 1520,0
[MepeBog TEKCTA C PYCCKOro A3blka Ha MHOCTPaHHbIE S3bIKM:

4 NOMHbIN MUCbMEHHbIV NepeBos OAVH aBT. NnUCT 5160,0
TepmuHonornyeckasa pabota npy BbINOMHEHUM MUCBMEHHOTO
nepesoga:

5 OTbICKaHME OTMEYEHHbIX B OpuUrnHane He3HaKoOMbIX Wnu | OauH TepmuH, | 18,1
HEMNOHATHLIX TEPMMHOB N COKpALLEHNA B CNIOBApPHO-CMNPaBOYHONM | COKpalleHue
nntepartype; noabopka COOTBETCTBYIOLLEro TEPMUHY
3KBMBANEHTa; paclundpoBKa CoKpaLleHns
KoHcynbTauusa nepesogyvka co cneynanuctamu:

6 BbIICHEHME MpPaBUMbHOIO UM3MOXEHUA 4YacTen TekcTa no | ogHa 36,2
Marno3HakoMoWn TemaTuke; YTOYHEHUEe COOTBETCTBUSA MepeBofa | KOHCynbTauus
opuruHany
CocTtaBneHue 6ubnmorpadmn4eckoro onMcaHus:

7 cocTaBneHne Oubnmorpadguyeckoro onucaHust nepesoga Mo | ogHo onucaHue | 60,0
OaHHbIM, B34TbIM C TUTYNBHOIO NUCTa Nnepesoia
BbisiBrieHne ownbok U BHECEHME U3MEHEHWUI B TEKCT NepesBoaa
nocrne ne4vyataHus:

8 npoBepKa NpaBuIIbHOCTU PACMONIOXEHNA OTneYyaTaHHOIo TEKCTa; | OAWH aBT. NIUCT 200,0
CBepKa C pyKOMuChbHo; NpaBka
TexHu4eckoe ohopMIEHNE NeEPEBOJOB:

9 BNUCbIBaHWE B TEKCT MepeBoJa CUMBOSIOB W BCTaBOK Ha | O4HO 2,0
WHOCTPAHHOM $13blKe BNMCbIBaAHNE

10 BKITEMBaHWE PUCYHKOB, Tabnuu, jopmyn ofjHa BKnewka 3,0
[MepeBo 3arofnoBKOB CTaTeN U JOKYMEHTOB:

11 nepesof 1 3an1cb 3arofioBka oavH 3aronoBok | 120,0

MpumeyaHue:

HOPMbI

BpemMeHn npeagycMaTpmuBaroT BbINOJIHEHUE MepeBOoAOB C WUMHOCTPAHHOINO A3blka WKW Ha

MHOCTPaHHbIW, KOTOPbIM Y NepeBoaYMKka ABMNSETCS OCHOBHbIM (M0 06pa3oBaHMI0 UMW MPUMEHEHUIO);

- Npu BbINONMHEHNN NepeBOOoB C APYIrnX A3blKOB WX Ha gpyrme noMmMmMmo OCHOBHOIO K HOpMaM BpeMeHU

NPUMEHSIETCA NoBbILWaloLWmni KoaddnumneHT 1,1.

1.10. UccnepoBaTtenbckana pabora METOOUCT

Ta6bnuua 17

[ N n/n

| HaumeHoBaHwWe npouecca, onepauun. Coctas paboTbl

| Eavhuua

| Hopma




nsmepeHus

BpeMeHWU,
MWH.

2

3

4

PaspaboTka nporpamMmel (TexHunyeckoro 3agaHus)
nccnenoBaHus

O6ocHoBaHMe akTyanbHOCTU TEMBbI, BbiiBNEHNE U 060CHOBaHue
npobnemHon cutyaumm, ¢opmMmynupoBaHme Uenu, 3agady U
rMnoTesbl UccrefoBaHns; HanucaHne TekcTa

ofHa

nporpamma

ViccnegoBaHue HOCUT:

=

OnepaTVBHEbIN XxapaKkTep

38250,0

NUNOTaXHbI (pa3BegblBaTeNbHbIN) XapakTep

21600,0

Pa3pa60TKa MEeTOANKN nccnegoBaHuA

Pa3paboTka (HanvMcaHue) TekcTa MeTOANYECKUX AOKYMEHTOB Mo
NPOBOAMMOMY  UccredoBaHuio, anpobauuMn  cocTaBreHHbIX
JOKYMEHTOB; yTOYHeHWe U1 pgopaboTka  MeTOAMYECKOro
WHCTPYMEHTapWsl, COCTaBIIEHNE OKOHYaTENbHOro BapuaHTa
JOKyMeHTa:

oQHa MeToauKa

MeToaMKa NpoBeAeHNs NCCref0BaHWs, HOCSALLErO OnepaTBHbIN,
SMMMPUYECKNIA XapaKTep

28000,0

MeToauKka NpOBEAEeHUs UCCNeAoBaHWs, HOCALLEro NUNOTaXKHbIN
(pasBepbiBaTenbHbIN) XapakTep

15600,0

Paspabotka uMHCTpykumMm no obpaboTke  OOKYMeHTauuu
(ncxodHbIX AaHHbIX), NONYYEHHOW B X04€ UCCNeaoBaHus:

OoaHa

MHCTPYKLUS

py4Hasi o6paboTka

15600,0

MalmnHHasi obpaboTka

20400,0

PaspaboTka npegnnaHoBbiX W MMAAHOBbIX  JOKYMEHTOB
NepcneKkTMBHOIO xapakrepa:

pa3paboTka KOHLEMNUMU OCHOBHbIX HamnpaBfeHWn pasBUTUS
BMBnnMoTeYHOro gena B permoHe Ha NepcnekTuBy

OAWH aBT.

NNCT

13050,0

KOHUenTyanbHoe obecneveHne Gubnuorpadunyeckux nsgaHui;
obocHOBaHME aKTyanbHOCTU TeMbl, YNTaTeNbCKOro M LIeneBoro
HasHayeHnss nocobus, ero CTPyKTypbl (Cxembl), BbipaboTka
METOONYECKUX MPUHLUMMNOB W pELUeHu ANs PacKpbiTUA Tembl;
HanncaHue TekcTa

OAWH aBT.

NNCT

11220,0

COoCTaBJieHne nNporHo3a (ﬂpe,D,ﬂJ'IaHOBbM ﬂ,OKyMeHT), CBA3aHHOIo
C nepcnektnsamun pa3Bntmnd 6MbnMoTeK; HanMcaHne TekcTa

OOWH aBT.

JINCT

13050,0

10

paspaboTka uUeneBbix nporpamMm (AN cetn 6GubnuoTek wnm
ogHon 6ubnuoTekM); AuarHocTMKa CUTyauun, BHELHUX W
BHYTPEHHMX BIMAHMN Ha YHKLUMOHMPOBAHWE W pasBUTME
oubnuotek (ogHon 6GmbnuoTekm); BbipaboTka pekoMeHZauuu,
peLleHns; HanncaHve TekcTa

OOWH aBT.

JINCT

15200,0

CoctaBneHune CBOAHbIX KaTanoroB KHM>XXHbIX NaMATHUKOB.

11

pa3paboTka MNpPOCMeKTa; BbISIBIEHNE [OOKYMEHTOB - KHUKHbIX
NaMsiTHUKOB; Hay4YHOe OnMucaHune MX; COCTaBfEeHNe CrpaBO4YHOro
annapaTa; HanucaHue TekcTa

OQVH aBT.

NNCT

18200,0

OpranunsaumoHHas paboTta no NpoBEeAEHMIO UCCNef0BaHMS:

12

co3faHne WCCrefoBaTernbCKoro KOmMMeKTMBa, COCTaBlieHune
paGouero nnaHa NnpoBeaeHUs UCCNeaoBaHNs, CornacoBaHue ero
C  UCMONMHUTENAMW;  onpedeneHve  nnowagku  (6aswbl)
1ccnenoBaHns; nepenucka ¢ HAMK; NpoBeAeHne UHCTPYKTaXeN,
CEeMVHapoB, CoBeLLaHUA, KOHCYNbTaLuii

0fHO

nccneanoBaHue

7140,0

13

oubnunorpaduyeckas npopaboTka TeMbl UCcreaoBaHus, paboTa
B apxuBax, Usy4yeHne HopMaTUBHO-TEXHUYECKOW LOKYMEHTaLUuK,
nHopmaumm o6 aHanorax u Apyrux MaTepuanos, OTHOCSILLIUXCS
K paspabaTbiBaeMol Teme

OOWH aBT.

JINCT

1200,0

O6paboTka nony4YeHHoOn nHpopmaumm:;

14

cbop un obpaboTka wHGOPMaLMM Ha OCHOBE MEPBUYHDBIX
NCXOAHbIX AaHHbIX (CTaTUCTUYECKUX AaHHbIX, OTYETOB, NSAHOB,
CnpaBokK, MaTepuarnoB KOMaHANPOBOK)

OOWH aBT.

ncT

7800,0




15 aHanu3 obpaboTaHHOM UHOpMaLUK OLMVH aBT. NUCT 5200,0
MMogroToBka MaTepmanoB No UTOram Hay4yHon paboTbl:
16 HanucaHve Hay4YHoro oT4yeTa; NoAroTOBKa PYKOMUCHU K NeYyaTn Ha | OAWH aBT. NUCT 13200,0
pasnu4yHbIX 3Tanax paboThbl
17 HanMcaHne MPOMEXYTOYHOro oT4yeTa (cnpaBkuM) O XO4e | OA4MH aBT. MUCT 6400,0
uccrnegoBaHns
lMoarotoBka M HanuMcaHWe TekCcTa cTaTbM B COOPHUK HayYHbIX
TpyooOB, MpakTnyeckoe nocobue, NpodeccuoHarnbHy MNpeccy;
NOAroTOBKa PYKOMMWCM K MeYaTu Ha pasnuyHbiX aTanax paboTbl:
18 CTaTbs TEOPETUYECKOro Xapakrepa OAWH aBT. NNUCT 15200,0
19 CTaTbs NPUKNA4HOIo, NPakTU4ECKOro xapakrepa OAWH aBT. NNUCT 9200,0
20 HanvcaHve [pokrnaga no wuToram Hay4yHOro wuccrieqoBaHWus; | OOWH aBT. NIUCT 6700,0
NOAroTOBKa PYKOMMCEN Ha pasnuyHblX aTanax paboThbl
21 pa3paboTka pekoMeHOauuu, WHCTPYKUMM MO BHEOPEHMWIO | OAMH aBT. UCT 14100,0
MaTepuanoB Hay4yHOro WCCNedoBaHWSA; HanucaHue TeKCTa;
NOAroTOBKa PYKOMMWCKM K MeYaTu Ha pasnuyHbIX aTanax paboThl

MpumeyaHue:

- HOpMa BpEeMEHW Ha CoCTaBfeHue nporpaMmm, MeToOuK, MHCTPYKUMWA OaHa Ha uccrnegoBaTenbCKuin
KONIEKTUB;

- Yacbl TpygosaTpart pacnpeaenaiTcs Mexay UCNoSTHUTENAMM B 3aBUCMMOCTU OT UX Harpysku;

- B NpoL,ecc NOAroTOBKM PYKOMUCK K NevaTu BXOAAT: CAada pyKonucy Hay4yHoOMY pedakTopy, obcyxaeHne

B OTZesle, Hay4YHOM coBeTe, fopaboTka pyKonucy.

1.11. MeTogunyeckas paboTa

Tabnuua 18

N n/n

HanmeHoBaHune npouecca, onepauun. CocraB paGOTbI

EovHnua
n3mepeHuns

Hopma
BpEMEHW,
MWH.

2

3

4

MoAroToBKka MeTOANYECKOro Nocobus, pekoMeHaaLUui

anIHLI,VIﬂVIaﬂbHO HOBasA pa3pa60TKa TEMbI:

n3y4yeHne TeMmbl, BblidBIIEHME U aHallM3 OOKYMEHTOB MO Teme,
YTO4YHEHME 4YUTaTenbCKOro M ueneBoro Ha3Ha4YeHud nocobwus,
peKOMeH,ElaLJ,MVI; COCTaBJ1eHWE NpPOoCreKTa, HanncaHne TekcTa

OOWH aBT. IUCT

15300,0

Moandmkauus paHee pa3paboTaHHON TEMBbI:

BbISIBIIEHNE U W3YYEHWE HOBbIX LOKYMEHTOB WM HAKOMMEHHbIN
oubnuotekamm onblIT MO TemMe nocobus, peKkoMeHOauui;
YTOYHEHMWE NPOCNEKTa, BHECEHUE U3MEHEHWIA B CTPYKTYPY TEKCTA
B COOTBETCTBMU C [OOCTMXKEHUSIMM OMORMOTEYHOW Teopun K
NPaKTUKW; NOArOTOBKA pyKonucu K obcyxaeHuto; gopaboTka no
utoram obcyxgeHus

OOWH aBT. JIUCT

8670,0

PaspaboTka OOKYMEHTOB, pernameHTMpPYILMX AeATENbHOCTb
OMBnMoTEK, NONOXEHNI, NHCTPYKLUIA, MPOEKTOB NOCTAaHOBMNEHUNA,
yCTaBOB, 3aKOHOAATENbHbLIX aKTOB

an/IHLI,VIﬂVIaﬂ bHO HOBaa TeMa:

BbISIBNIEHNE, U3YyYEHNE U aHanuM3 OeNCTBYIOLMX OOKYMEHTOB MO
Teme, HanucaHuMe TeKcTa MpoekTa [OKyMeHTa, oGCyxaeHue,
anpobauus B ounbnunoTekax, Ha 3acefaHum
Hay4YyHO-MeToAMYeckoro  coBeTa; AopaboTka  AOKYMEHTa;
MOAroTOBKA K YTBEPXKAEHUIO

OOWH aBT. IUCT

17340,0

Moavdukaums paHee pa3paboTaHHOro JOKYMeHTa:

aHanM3 W oueHKka [OKYMeHTa; MOWUCK U OTGOpP HOBbIX
[AeCTBYIOLWMNX OOKYMEHTOB MO Teme; BHeceHUe W3MEHEHUs B
TekcT [OKYMEHTa; obcyxaeHne Ha 3acegaHum
Hay4yHO-MeTOAMYecKoro coseTa; [fdopaboTka Mo  uUToram
06CYXXOEHUS; NOArOTOBKA K YTBEPXKAEHUIO

OOWH aBT. IUCT

7650,0

Pa3paboTka y4eTHbIX doopmM, Tabnuy, o6pa3sLoB:

YTOYHEHNe npeameTta, obbekTa, COAepXaHus y4eTHon hopMbl,
Tabnuubl, obpasua; oTbop nokasaTteneun, cucrtemaTusaums wux,

OOWH aBT. JINCT

7650,0




paspabotka MakeTa ydeTHOM dopmbl, Tabnuubl, obpasua;
obcyxaeHne Ha 3acefaHMM Hayy4yHO- METOOMYECKOrO COBETa;
NnoAroToBKa K yTBepXaeHur

CocTaeneHue pekomeHaaLunii no BHeApPEHWIo
pernamMeHTUpPYLLUMX JOKYMEHTOB B MPaKTUKY:

6 pa3paboTka MeTOANYECKUX PEKOMEHAAUMIA, UHCTPYKLWIA, NNIAHOB | OAMH aBT. INCT 14025,0
Nno BHELPEHMIO HOPMAaTMBHOW [OOKYMEHTauuW, MNOAroToBKa
PYKOMUCU K NeyaTu
MogrotToBKa  MUCbMEHHOW  KOHCYNbTauuW, METOANYECKOro
nucbma:
7 BbISIBfIeHWEe W aHanuM3 [JOKYMEHTOB Mo Teme; W3ydeHue W | OOWH aBT. NIUCT 8670,0
0000uweHne onbitTa paboTbl O6MBNMOTEK; HanucaHue TekcTa
KOHCYNbTauun, METOAMYECKOro nucbMa; NoAroToBka K
obCyXOeHU Ha 3acefaHuM HayyHO-METOAMYECKOro COBETa;
gopaboTka no ntoram obcyXaeHus; coada B nevaTb
MoaroToBka ob3opa OEeATEeNbHOCTH 6mbnmoTek no
onpegeneHHon TemMaTuke:
8 YTOYHEHNEe TeMbl 0030pa; onpeaeneHue XPOHOMOrMYEeCcKUX | OAWH aBT. NIUCT 9180,0
rpaHnL; BbIBMEHUE OOKYMEHTOB, OTOOP, MPOCMOTP M aHanms;
HanMcaHne TEeKCTa; MOoAroTOBKA PYKOMUCKU K ODCY)KOEHUIO Ha
3acefjaHMM  Hay4yHO-mMeToau4veckoro  coBeTa;  gopaboTka
pykonuncu nocne obcyxaeHus
PeueH3npoBaHMe Hay4HbIX, METOANYECKNX, MH(POPMALMOHHBLIX
MaTepuasnos:
9 YTeHWe peLeH3MpyeMoro marepuwana; OueHka ero B UerioMm, | OOuH aBT. JINCT 783,0
oTAenbHbIX yacTemn, YCTaHOBIEHME COOTBETCTBUS
YynTaTENbCKOMY W LENEeBOMY Ha3HaYeHW0, Hay4YHbIM U
MEeToAMYECKNM TPeOOBaAHNSAM
10 HanvcaHne peLeH3umn OJWH aBT. NNCT 1305,0
[MoaroToBKa NeKUUK, KOHCYNbTaumum
PaspaboTka nnaHa nekuuu, KOHCynbTauuwn, nopbopka | ogHa  nekuus,
Martepmana, usy4yeHue ero; coctaBfieHWe Crnucka nutepaTypbl K | KOHCYNbTauus
NEKLMM, KOHCYNbTaLUn; HanmcaHme TekcTa:
11 nepBu4Hasg nekums 1566,0
12 NOBTOpPHas NeKkums, ¢ y4eToM HOBOro Matepuana 313,2
13 nepBMYHas rpynnoBasi KOHCYIbTauns 1305,0
14 NOBTOPHAA rpynnoBasi KOHCYMbTauMs C Y4E€TOM HOBOroO 522,0
Martepuana
15 npoBeAeHne YCTHON MHONBMUAYAINbHOW KOHCYbTauum ogHa  neKkuus,
KOHCynbTauust
16 OTBET Ha NNCbMO OJHO NUCbMO 162,0
[MpoBegeHne NPakTMKyMOB, CTaXXUPOBOK
Mpaktukym (7-10 gHen): onpegeneHne Tembl, 3adaHWs, | OAMH NPaKTUKYM
YyNpaXHEeHUs; COCTaBneHue rpaduka W YTOYHEHUE CPOKU
npPoBeAEHNS 3aHATUN:
17 rpynnoBon NPaKTUKymM 2295,0
18 WHAMBMAYaANbHbLIA NPAKTUKYM 2160,0
CraxunpoBka (7 - 10 gHeln): yTOYHEHWE CPOKOB MpoBedeHUs | ofHa
CTaXXMpPOBKW; BbISIBNIeHWE NUTepaTypbl N0 U3y4aeMoMy BOMpPOCY; | CTaXupoBska
CoCTaBneHue nporpaMmmbl M rpaduka CTaXMPOBKU C Yy4eTOM
cocTaBa  cnylwiaTenenm, 3aKM4YeHne 0 MPOXOXOEHUU
CTaXUPOBKMU:
19 rpynnoBas CTaxunpoBka 2805,0
20 VMHAVBMAYaNbHAsA CTaXnpoBKa 2349,0
MpakTnka CTyAEeHTOB BbICLUNX U CPEAHMUX CneLmanbHbIX y4ebHbIX
3aBefeHNN:
21 noaroToBka W opraHusauums npaktuku ctygeHtoB (oo 30 gHen); | ogHa npakTuka 4860,0

paspaboTka nnaHa MpakTWKW, COrfacoBaHWe €ero ¢
pyKOBOAWUTENEM  MNpakTukM  (npegcrasButenem  y4ebHoro




3aBefeHns1); COCTaBreHne rpadguka NoceLleHNs CTPYKTYPHbIX
noapasgeneHun; opraHusauus NPaKTU4YECKNX  3aHATUN;
noaBedeHNEe WUTOrOB MPAaKTMKW, COCTaBIIEHWE XapaKTEepPUCTUKK
NPaKTUKaHTOB

npaKTVI‘-IeCKI/Ie 3aHATUA!

22 NOAroTOBKA MPaKTUYECKOro 3aHATUS; COCTaBfieHMe 3aJaHud Mo | OOHO 3aHATuE 1050,0

BbIMNOSTHEHWIO n3y4aemoro ©mbnmoTeyHoro npotecca,
KOHTPOrbHbIE BOMPOCHI, TEMaTUYECKUA CMUCOK nuTepaTypbl K
3a[aHuI0; HanMcaHve Te3ncos

CocTtaBneHune y4ebHOV Nporpammbl:

23 onpeneneHve cocTaBa cnywarenem; cocTaBrieHme | ogHa 5733,0
TEMaTUYECKOro nraHa, YTOMHeHue nopsaka  Uu3ydeHus; | nporpamma
onpegeneHne  nocredoBaTeNbHOCTU  U3NOXEHUS  TeMbl,

BblJefleHMe OCHOBHbIX BOMPOCOB; COCTaBNEeHWe cnucka
nutepaTypbl MO TemaM nporpamMMbl; HanucaHwe TeKCTa;
obcyxaeHue nporpamMbl Ha 3acefaHum Hay4YHO- METOOUYECKOro
coBeTa

MoceweHne 6GubnNuoTek, Bble3dbl B KOMaHAMPOBKM C LENbHO
n3yvyeHus paboTbl 1 OKa3aHWs METOAMYECKOW MOMOLUU:

24 noarotoBka K KOMaHAOMPOBKE;, YTOYHEHWE CPOKOB W Uenu | ogHa 574,2
KOMaHANPOBKKU, O3HAKOMIEHNE C UMEOLLNMMUCH JOKYMEHTaMU U | KOMaHOUPOBKa
MaTepuanamu npegbiayLimx Bble3goB 1 nybnvkauui B neyatu;

COCTaBleHWE NporpaMmbl (NyiaHa) KOMaHONPOBKM

25 CcoCTaBfneHne  MHGOPMALMOHHOTO  OT4yeTa  (CNpaBkM) O | OOWH OTYeT 1050,0
npoBedeHHOW paboTe: CBedeHWM O MecTe Bble3fa, Lensx u
CpoKax KOMaHOMPOBKW, OObeKkTax MoceleHns, aHanus
COCTOSIHMSA paboTbl MO TEME Bble3[a, BbIBOAbLI U NPeasioKeHNs B
agpec 6nbnuorteku

26 COCTaBlfieHMe aBaHCOBOro OT4YeTa; 3arofiHeHWEe OTYETHOro | OAWH OT4veT 40,0
BraHka co BCeMy NpUNoXeHUsMu; caada B byxrantepuio

27 noaroToBka WHdopmaumm no pesynbTaTtaMm KOMaHAMPOBKU | ofHa 105,0
(ycTHO) B cektope, Yy 3aBedylollero OTAENOM, Ha HayyHo- | MHdopmaums
MeTOANYECKOM COBETE, 3aceaHnn ompeKkumm

28 noarotoBka  OTYETHOro  MaTepuana no  pesynbTtatam | ogHa 500,0
KOMaHAMPOBKKU AN pa3MeLLieHnsa Ha cante WMHpopmaums

29 paspaboTka ¥ cocTaBrneHume y4ebHbIX NMaHOB W nporpaMm | ogvH nevatHbin | 1200,0
CUCTEMBI JOMOMHUTENBHOro npodeccrnoHansHoro obpasoBaHus | NUCT
(4ro) B otpacnu

30 cocTaBneHne pabounx nporpamMm MO BHOBb BBOAMMBIM | OAWH MevaTtHbIn | 1800,0
ANCUMNNnHaM, akTyanusaums 4encTBYOLWMX Nporpamm nnct

31 pa3paboTka MeTOAMYECKUX MaTepuanoB Mo KOHTPOMKO 3HAHWMA | oguMH nedaTHbi | 360,0
oby4yaroLmxcs; cocTaBrneHMe [OOKYMEHTOB MO MaHMPOBAHUIO | NIUCT
y4ebHOoro npouecca

32 paspaboTka y4ebHO-MporpaMmMHON OOKyMeHTauuu ans | oamH nedatHbin | 1800,0
npoBefeHnss oOpas3oBaTenbHOrO Mpouecca, METOAMYECKUX | NUCT
pa3paboTok MO MNPUMEHEHUO  HOBbIX  MHGOPMALMOHHBLIX
TEXHOMorm B y4ebHOM npouecce

33 pa3paboTka HOpPMaTMBHbIX [OOKYMEHTOB, PEernameHTUMpylLmMX | OauH gokymeHT | 3600,0
BCE BMAbl 06pa3oBaTenbHOM AeATENbHOCTN B OnbnnoTteke

34 COCTaBMeHne 1 MoAroToBKa K m3gaHuio y4yebHblX nporpamm, | oavH nevatHbin | 1800,0
nocobun, CcamoCTOATENbHO WM COBMECTHO C  OPYrMMM | JIUCT
nogpasgeneHnsamm 6Gnbnuoteku

35 yyactme B CneunanuanpoBaHHbIX coBeTax OmbnuoTteku: | oauH poknag | 2400.0
noaroToBka Ansi Mpod)eccuoHarnbHOM neyaTun nyonuMkauum u | OgHO 1200.0
MaTepuanos BbICTYNIIEHUN Ha KOHEepPEHLNAX coobuieHue

36 noarotoBka K ob6cyxaeHuo y4vebHbix nporpamm [AOMO k| ogHo 3acegjaHue | 2400,0
3acefaHusaM Y4eHoro coBeTta

37 COCTaBJieHMe KamnbKynauun LieH Ha nnaTtHble ycnyru OAVH gokymMeHT | 120,0

38 opraHusaumsi nnaTHoro oby4vyeHus NO AOroBopamM Ha oKasaHue | OAWH AOKYMEHT | Mo dakTy




nnaTHbIX 06pa3OBaTeJ'IbeIX ycnyr C wopungny4eckmmmn  u“ 3aTpayeHHoro,
(bI/I3VI‘-IeCKI/IMI/I nnuamun BpeMeHun

39 NOAroToBKa AOKYMEHTOB K NUUEH3NPOBaHUI0 U akkpeauTauuu, | OAUH OOKYMEHT 12000,0
CBA3aHHble C peanu3auuen 6ubnmotekon obpasoBaTenbHbIX
nporpamm AMO

40 noAroToBKa MaTepuanoB A 3aHATUIW B ANCTaHUMOHHOW hopme | oanH yac | 240,0
3aHATUN
41 noarotoBka y4ebHbIX U y4eBHO-MEeTOANYECKUX MaTepranoB Ans | ogHa 1800,0

X pasmelleHnss B MH(pOPMaLNOHHO-TENEKOMMYHUKALMOHHOW | MporpaMmma
cetn "MIHTepHeT" n nx cBoeBpeMeHHoe 0OHOBIIEHME

42 opraHusaumsi ydebHoro npouecca pans oOydvarwmuxcs Mo | ogHa 42420,0
nporpammam npogeccuoHarnbHomn nepenoaroToBKW | NporpaMmma
OMONMOTeYHbIX KadpoB: oOpraHusauusi  00pasoBaTeslbHOro
npotiecca, y4yebHo-meTOoaN4ecKas paboTa; Hay4HO-
MeTogudeckas pabota

43 opraHusaumsi ydebHoro npouecca pana obydalowuxcs Mo | ogHa 21210,0
nporpaMmam  MOBbIlIEHUA  kBanudukauum  BuBrmMoTeyHbIX | mporpamma
KagpoB: opraHu3aums obpasoBaTtenbHoro npouecca,
y4yebHO-MmeTognyeckas paborta; Hay4yHo-MeToamnyeckasa paborta

MpumeyaHue:

- K HOpME BpEMEHM TMpu COCTaBMEHUN [OOKYMEHTOB, pPerfnaMeHTUpYLWNX OesTenbHOCTb
pecnybnmMKaHCKNX, KpaeBblX 1 0bnacTHbIX BUbNMoTek, NPUMeHsIeTCA NoBblWaoLWmi koadduuneHT 1,15;

- BpPEMS NPOBEOEHUs NEKLMU, KOHCYMbTaluKu, MPaKTUKYMOB, CTaXWPOBOK, MPaKTUKW, NpebbiBaHusA B
KOMaHOUPOBKE 1 NPOBEAEHUSA MHpOpMaLUm Mo ee pesynbTaTaMm B HOPMY BPEMEHU HE BXOOUT.

1.12. Pa60Tbl Hay4YHO-OpraHn3aunoHHoro xapaktepa METOOUCT

Ta6nuua 19
N n/n HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4

MogroToBKa M MpoBedeHWe  TeOpPeTUYECKOW,  HayyHo-
NPakTU4eCcKOn KOHpepeHUnmn, TeMaTU4EeCKoro ceMmmHapa

OnpepeneHne  coctaBa  OpPrkOMMUTETA UM YYaACTHMKOB | O4HO
KOHdepeHUun, cemumHapa; ¢GopMUMpoBaHME W YTBEPXOEHWE | MeponpudaTue
nporpaMmbl M NpUrnacuTenbHOro 6unerta; opraHuW3alMOHHbIe
MeponpuaTMa  (Tekylasa CBA3b C  y4YaCTHUKAMK, paccblfika
MaTepuanoB); MOArOTOBKA K W34aHWIO Te3WCcOoB; BblpaboTka
npoekTa pekomeHaauumn; (PUHAHCOBO-X03ANCTBEHHOE
obecneyeHve  koHcepeHumMn, cemuHapa  (odopmneHue
NnaTexHblX LOKYMEHTOB, BCTPEYa YYaCTHUKOB, perncrpauus,
pasMelleHMe B TOCTMHUUE); aHanM3 K oueHka paboThbl
KOHdepeHUUn, ceMuHapa; NnoaBefeHne NToroe

Konu4ecTtBo y4aCTHWUKOB:

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

MogroToBka M MNpoBedeHUe ceMunHapa, MeToOMYEecKoro [AHs,
3acegaHus "kpyrnoro ctona”

OnpepeneHne y4acTHMKOB, PYKOBOAMWTENS, CPOKOB U MecCTa | O4HO
nposegeHnaA cemMuHapa, MeToau4vecKoro [AH4, 3acefaHua | meponpudatume
"kKpyrnoro crtona"; onpegeneHne KOHTUHIEeHTa YYaCTHUKOB,;
paspaboTka nporpammbl; UMHGOPMALMOHHOE obecneyeHne
(Tekywiaa cBA3b C YydacTHWKaMu, paccbliika MaTepuanoB);
BblpaboTka npoeKkTa peKkoMeHAauun; u3gaHue W paccbifka
nporpaMmmbl; perucTpaLus Y4aCTHUKOB; aHanuM3 U OLueHKa
CeMUHapa, MeToAMYECKOro aHs, 3acefaHus "kpyrnoro crona”

KonnyectBo Y4aCTHUKOB!

4 1-50 1570,0




5 51-100 3980,0

6 101 - 150 6150,0

7 151 - 450 8270,0
lMoaroToBka 3acefaHunin pegkonnernm:

8 YTOYHEHME CpOKa WM MOBECTKU 3acedaHus; oTbop maTtepuanoB | ogHO 3acegaHuve | 560,0
ana  obcyxaeHusa M noarotoBka MX ANs KOMUPOBaHMS,
onpegeneHne OMMOHEHTOB (PELEH3EHTOB); OMOBELLeHue o
3acejaHvuM 4NEeHOB peakomnneruu; paccbifika MatepuanoB Mo
noBecTke 3acefaHws; odopmreHune NpeanoXeHnn,

BbICKa3aHHbIX y4acTHMKaMu 3acegaHuns
OpraHusauma 3acegaHuii NpobneMHbIX KOMWUCCUIW, COBETOB,
TBOPYECKMX KOMNSEKTUBOB:

9 onpefeneHne NOBEeCTKM OHA U CpOKa NpoBedeHus 3acefaHus, | OOHO 940,0
YTOYHEHWE COCTaBa YYaCTHMKOB; MOATOTOBKA [OKYMEHTOB, | Meponpusitue
OpraHn3auUMoHHbIE MEepornpuaTUS (OMnoBeLLeHNe O 3acedaHuu,
noabop matepumanos); ohopMieHne NpoToKoNa 1 peLleHns

10 paspaboTka MakeTa npeseHTauMmn ons MeponpuaTns ofHa 600,0

npeseHTauus

11 noAroToBKa rnpeseHTaunn ans MeponpuaTus ofHa 600,0

npeseHTauus

MpumeyaHue:
- MpYM NpPOBELAEHUN MEPOMNPUATUN Ha MeXOYHAapOOHOM YPOBHE K HOpME BpPEMEHM MNPUMEHSIETCS

noBbILaoLWwmnn koacduumeHT 2,0, Ha deaepansHOM ypoBHe - 1,85;

- B HOpMY BpeMeHn He BXOOUT BpemMdA npoBeneHudA KOH(bepeHLI,VIVI, CeMunHapa, MeToamnm4ecKkoro AHs,

3acenaHus "Kpyrroro ctona" u Bpemsi, CBi3aHHOe C U3JaHMeM MaTepuanoB KoHdepeHUMn, ceMrHapa.

1.13. PepaktupoBaHue pykonucen UbO

Tabnuua 20

N n/n

HanmeHoBaHune npouecca, onepauun. CoctaB pa6OTbI

EovHnua
n3mepeHuns

Hopma BpemeHn,
MWH.

1

2

3

4

Peﬂ,aKTI/IpOBaHI/Ie Hay4HbIX 1 METOONYECKUX MaTepuarnoB

MpoBepka 1 ucnpaBneHne pykonucu B npoLecce NoaroToBKU ee
K neyaTu; obecrneyeHue COOTBETCTBUS TeKCTa HayyHbIM W
nuTepaTtypHbIM TpeboBaHuaM, opme 1 LieneBoMYy Ha3Ha4YeHuio
n3gaHungd, corrnacoBaHne BHOCUMBbIX I/ICI'IpaBJ'IeHI/II7I C aBTOpPOM;
gopaboTtka pykonucu:

pegakTupoBaHme MoOHorpadguin, COOPHMKOB HayvHbIX TPYOoB,
Hay4YHbIX OTYETOB, NPaKTU4ECKMX nocobui

OOWH aBT. NIUCT

2840,0

pefakTupoBaHue MeTOoANYECKNX MaTepuranos:
WHCTPYKTUBHO-METOANYECKUX nucem, pekomMeHaauuin,
KOHCynbTaumi, 0630poB feAaTenbHOCTM Bubnnortek

OOWH aBT. NIUCT

2500,0

penakTupoBaHue [IOKYMEHTOB, pernameHTUpPYILLIMX
AesTenbHOCTb GUBNNOTEK: YCTAaBOB, MONOXEHWUA, UHCTPYKLIMIA

OOWH aBT. JIUCT

2400,0

penaKTUpOBaHWE CTaATUCTUYECKUX Tabmnuu, Y4YeTHbIX ¢opM,
00pasLoB

OOWH aBT. IUCT

1980,0

penakTupoBaHue
COO0OLLIEeHUI

mMatepuanoB  KOHMepeHUWid: [OoKMaaos,

OOWH aBT. IUCT

1050,0

PenaktupoBaHue nonynspHoro 6ubnvorpaduyeckoro nocodus,
PeTPOCNeKTUBHbIX  Hay4HO-BCMOMOraTesnbHbIX  yKasaTernen,
0630poB, CNpaBoK, pedepaToB, aHHOTaLWIA:

peOakTMpoBaHue MonynsApHbIX Gubnuorpaduyecknx nocobuii:
TeMaTu4eckux Gubnmorpadmyeckmx ykasaresnen, CnpaBo4HMKOB

OOWH aBT. IUCT

2640,0

peaakTupoBaHne peTpoCneKTUBHbIX Hay4YHO-BCNoOMoOraTtesibHbIX
yKasatenemn

OOWH aBT. NIUCT

2100,0

pefakTupoBaHue aHanuTUYecKnx 0630poB, CnpaBoK,
aHHoTauun, pedepatoB, CBOAHbIX pedepaTUBHLIX 0030pPOB,
aKcnpecc-nHpopmaumi

OOWH aBT. JINCT

1080,0

pefakTupoBaHune bnbnunorpadudeckon 3anucu

oJHa 3anuch

4,6




[ 10

| KOHTPOJIbHOE pegakTnpoBaHne

| oaHa 3anvch

| 6,2

KoadppuumeHT 1,1.

1.14. BcnomoratenbHo-TexHM4eckas pabota BCE

I'IpumeanMe: npu pegakTtnpoBaHM CMeLaHHOro TekCta K Hopme BpeMeHu nNpnMeHaeTca NnoBbILLAOLLMIA

Ta6bnuua 21
N n/n HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaouHnua Hopma BpemeHu,
n3mepeHuns MUH.
1 2 3 4
MawwnHonncHble paboThl
lMony4yeHne opurMHana Ansa nevyataHnsa U O3HaKOMITEHUE C HUM,
Habop
MeyaTaHne TekcTa 6e3 BepTUKanbHOro rpadneHms ofHa CTpaHuua
MaLUMHOMUCHOro
TeKcTa
Pa3mepbl MHTEpBanos:
1 2 13,4
2 15 17,6
3 1 22,0
lMeyaTaHne TekcTa Ha opmaTkax ©0e3 BepTUKanbHOro | OgHa CTpaHuua
rpacpnexus MaLUMHOMUCHOro
TeKcTa
Pasmepbl MHTepBanos:
4 2 17,6
5 15 20,8
[MeyaTaHue TekcTa ¢ BepTMKanbHbIM rpadnieHnem ofdHa CcTpaHuua
MaLLMHOMUCHOro
TeKcTa
Pasmepbl MHTepBanos:
6 2 17,6
7 15 21,0
8 1 28,0
lMeyaTaHMe TekcTa Ha opmaTkax C BepTUKarnbHbIM | 0gHa CTpaHuua
rpacgrieHem MaLLMHOMUCHOrO
TeKcTa
Pasmepbl MHTepBanos:
9 2 17,6
10 15 22,0
CumnTKa 1 KOPPEKTUPOBKA TEKCTA NOCNE NevYaTtaHus Ha MaLUUHKeE:;
11 nposepka NpasunbHOCTW PACNOSIOXEHNA OTrneYyaTaHHOro TekcTa, | ogHa cTpaHuua | 4,4
cBepka C PyKOMUCHbIM; KOPPEKTUPOBKA MaLUMHOMMUCHOIO TEKCTa | MaLUUHOMUCHOro
TeKcTa
12 CUMTKa, KOPPEKTUPOBKA U BEPCTKA OdHa cTpaHuua | 4,4
MaLUMHOMMUCHOIo
TEeKcTa
13 HaKnenmsaHue NpaBokK O[Ha npaska 14
MalunHonucHble paboTbl, BbIMOSTHAEMbIE B
aBTOMaTU3MPOBAHHOM peXnme
BBoa maTtepuana B KOMMbOTEP: ofHa cTpaHuua
14 Habop TeKkcTa ¢ nucTa 11,0
15 Habop 6ubnunorpaduryeckoro onnMcaHns 14,0
BblBO4 MaTepurana Ha 9KpaH: ofHa cTpaHuua
16 npaBKa TEKCTa Ha KOMMbOTEPE, BEPCTKA TEKCTA 8,6
17 pefakTupoBaHune brubnunorpaduryeckoro onucaHus 2,7
18 BbIBO/, TEKCTA Ha NPUHTEP; pacnedyarka ofHa cTpaHuua | 1,6
19 BbIBOA hopMm Tabnuuy Ha aKkpaH ofdHa Tabnuua 11,0
20 HanosnHeHne Tabnuy cogepxaHnem ofdHa Tabnuua 1,6
Hactporika TexHu4eckoro oOOpyadoBaHUA U TEXHUYECKoe




COMpOBOXAEHNE MEPONPUATUIA:

21 HacTpomka TexHuyeckoro obopyaoBaHus AN MNpPOBEAEHUs | O4HO 120,0
MEpPONpPUSATUIA, B TOM YnUCIie TpaHcnmMpyeMmblx no cetn "UHTtepHeTt" | meponpudatue
22 TEXHUYECKOE COMPOBOXAEHMNE MEPONPUSATUI OfHO 300,0
MeponpusaTue
23 nposefeHne ayamno / Buaeo3anucu n oToCbEMKU MEPONPUATUIA | O4HO 300,0
MeponpustTue
24 obpaboTka ayano / Buaeo / potomarepumanos OOvH HocuTenb | 420,0
MHdopMaLunmn
25 paspaboTka pas3nuuHbix 06a3 paHHbix (BLO) Ans Begewusa | ogHa B[ 28800,0
NPOEKTOB
26 HanucaHne MHCTPYKLUMA MO ncnonb3oBaHuio b npoekTos OAWH aBT. NNUCT 18000,0
27 TexHuYeckasa nogaepxka bl npoekTos ogHa byHKUmA 4800,0
28 TECTUPOBaHME HOBbLIX CUCTEM W BEPCUKA MNPOrpamMHOrO | ogHa yHKUUS 1800,0
obecneyeHus /' nporpammHo-annapaTHoro Komnnekca,
ucrnonb3yemoro npu peanu3auum nNpoektoB u  pabote
nogpasgenexHus
29 TecTupoBaHue nporpaMmmHoro obecneyeHus / | ogHa dyHKUUS 1800,0
nporpaMMHo-annapaTHoOro Komnsekca
30 COCTaBMeHWe nnaHa TeCTUPOBaHNS NPOrpaMMHOro obecnevyeHns | OauH nnaHa 2400,0
/ nporpamMMHO-annapaTHOro KoMniekca
31 npoBepka COOTBETCTBMS  pa3pabOTaHHOrO  NPOrpaMMHOro | ogHa yHKUUS 480,0
obecneyeHus / nporpaMmHo-annapaTHoro Komnnekca
TEXHUYECKOMY 3a0aHu1I0
32 oueHka NporpaMmHoOro obecneyeHuns / | ogHO 25500,0
nporpaMmMHo-annapaTHoOro Komrnsekca nporpaMmmHoe
obecneyeHune
33 cocTaBfieHMe  anroputMa  TecTUpoBaHUA  MPOrpamMMHOro | OOuH anropuTm 8400,0
obecneyeHus / nporpaMMHO-annapaTHOro KOMMJekca
34 co3gaHune TECTUPYIOLLIETO cKpunTa ansa npoBedeHnst | O4WH CKpUNT 600,0
Harpy3o4yHoro TeCTMpPOBaHUSA MporpaMmmHoro obecneyexus /
nporpaMMHo-annapaTHoOro Komnnekca
35 npoBefeHne Harpy3soyHoOro TeCcTUpOBaHWA  NPOrpaMMHOro | ogHO 480,0
obecneyeHus / nporpaMMHO-annapaTHOro KOMMekca HarpysouHoe
TecTMpoBaHue
36 aKcrnepTHas OLleHKa nporpaMmmHoro obecneveHus, | ogHa 2400,0
noAroTOBIIEHHOIO B apyrmnx opraHusaumsax/ | akcnepTusa
nporpaMmMHoannapaTHOro KoMmnmnekca
37 co3gaHve anropuTma KOHBepTMpoBaHusa pabouux Tabnuy | ogHa  oTtpacnb | 2400,0
BonbLoro 6ubnuoteyHoro katanora (BBK) BBK
38 HanmMcaHne KOHBepTepa Ans npeobpasoBaHusa paboumx Tabnuy | ogHa  oTpacrnb | 4800,0
BBK B aBTOmMaTu3npoBaHHyl0 WHpOpMaumMoHHyo cuctemy | BBK
NLEH3MPOBaHNs OTAENbHbIX BUAOB gesatensHoctn" (AUC NOL)
(MHTerpauust GUGNIMOTEYHBLIX AAHHBIX)
39 npeobpasoBaHne  METOAMYECKUX  OaHHbIX  3NEKTPOHHOro | 04HO 1440,0
KaTanora ons nepefayv KOHBEPTUPOBaH
ne

NpPUMEHsIETCA NoBbiWaLWwmnn koadduumneHT 1,3.

1.15. PaboTta no opraHusauuu Tpyaa u ynpasnenuto METOOAUCT

MpumeyaHue: npu Habope TekcTa Ha KOMMbIOTEPE C MATMHCKMM LIPUETOM K HOPME BpPEMEHM

Ta6bnuua 22
N n/n HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
lMnaHuMpoBaHne paboTbl
C6op, aHanM3 CXo4HoM MHGOpMaLUK; onpeaenieHne OCHOBHBIX | OAMH NiiaHa

3adad  roga, YTOYHEHWe CPOKOB BLIMOMHEHUS  3adaHui,




HanucaHne OBBLACHUTENbHON 3anucku; MNOAroToOBKa MpoeKkTa
nnaHa K oOGCYXOEeHWI0 Ha Bcex YPOBHSAX, AopaboTka nocrne

obcyxaeHus; npeacTaBneHMe nnaHa Ha cornacoBaHue U
YTBEPXKAEHME:
1 nnaHa 6nbnuoTtekn 6240,0
2 nnaHa koMmnnekca / ynpaBneHusi 4800,0
3 nraHa otgena, cekropa 2740,0
4 MHAWBUAYaNbLHOro niaHa 370,0
E>xeqHEBHLIN y4eT paboTbl B CTPYKTYPHBIX Nogpas3aeneHusx;
5 CTaTUCTUYECKUI yyet 3anucaBLUMXCS | ofgHa 3anucb 2,8
(nepeperncTpnpoBaBLUMXCS) YnTaTenemn
6 CTaTUCTMYECKMM YYET KHMIoBbIgauy, NoceLeHunm OfHa 3anncb 8,6
7 yyeT  MHGPOpMaLMOHHO-Onbnmnorpadgpuyeckorr  paboTbl MO | ogHa 3anucb 2,7
YCTaHOBIIEHHOW bopme
8 y4Y€eT BbINOSTHEHHbIX CMPaBOK oHa 3anucb 2,7
ExxegHeBHbLIN ydeT abOHEHTOB, MOSb3YIOLMUXCA NporpaMmamu
MBA:
9 CTaTUCTMYECKN y4eT aboHEHTOB, nonbaywmxcs MBA ojHa 3anucb 2,7
10 CTaTUCTMYECKM  Y4E€T MOJMYYEHHbIX 3aKa3oB, BblJaHHbIX | O4HA 3anuUCb 9,8
OOKYMEHTOB
11 CTaTUCTMYECKMI Y4eT 3aKasoB, MepeHanpaBfeHHbIX B Apyrve | ogHa 3anucb 2,7
onbnuorekn
12 3anucb utoroB paboTel B "[HeBHWK paboTbl" nogpasgeneHvns | ogHa 3anucb 3,2
onbnuotekn
13 WHAMBUAYanNbHbIV yYeT: eXxegHeBHOE 3anofiHeHne NucTka yyeTa | ogHa 3anucb 15,0
TpygosartpaT unv gHeBHMKa paboTbl bubnmoTekaps
CBoAHbIN CTaTUCTUYECKUIA yYeT no bubnunoteke
Uncno uumtaTenen, KHUroBblgad, MOCELLEHU; noaBedeHne | ogHa 3anuch
WMTOroB CTaTUCTUYECKNX AAHHbIX No GubnunoTteke:
14 MecsiL 528,0
15 KBapTan 792,0
16 rog 1080,0
Cratunctnyeckum yyet B pexxume AC:
17 BBO/J CTATUCTUYECKUX JaHHBIX C KOHTPOMNbLHOIO NncTa OAWH NncT 0,16
18 CBOAOHbIN  CTATUCTMYECKUA y4yeT no Oubnuoteke (4mcno | ogHa Tabnuua 0,27
yutarenemn, KHUroBblga4, NOCELLEHUN)
lMogBeneHne TOroB CTaTUCTUYECKUX AAaHHbIX MO bubnuoTeke: ofHa Tabnuua
19 MecsL 0,27
20 KBapTan 0,27
21 rog 0,27
CocTaBneHne OTYETOB:
22 npueM nfaHOBO-OTYETHbIX [AOKYMEHTOB OT  CTPYKTYPHbIX | OAWH OOKYMEHT | 60,0
nogpasgeneHnin ¢ NPoBEPKON MONMHOTbI COCTaBa; COCTaBeHUe
CBOAHOW TabnuLbl OCHOBHLIX NOKasaTenen
CocTtaBneHne aHanUTU4YECKOro oTyeTa: aHanu3 AEeATENbHOCTU | OAWMH OTYET
nogpasgeneHni n O6ubnMoTekn, oTMeTka M3MEHEHUN 3a rof,
HanucaHWe TeKCTa, MNpeAcTaBfneHMe Ha CcornacoBaHne W
yTBEpXaeHue:
23 oT4yeT 6GUBbNMOTEKN 3a rof, 3980,0
24 OTYeT OTAenNa, cekropa 3a rog 1320,0
25 WHOMBMAYaAnNbHbIA OTHET 3a rog 586,0
CocTaBneHne UHAHCOBLIX OTY4EeTOB 00 onnaTe MNo BMAaM | OAMH OTYeT
nnaTHbIX YCryr:
26 3a Mecsl, 510,0
27 3a Keaprtan 840,0
OtyeT nepen YMTaTeENSAMN N HACENEHUEM:
28 onpefeneHne cpoka nMpoBefeHUs OT4yeTa, MOBECTKM [HA, | OOHO 1580,0
OonoBelleHne O fHe OT4yeTa uYuTaTenewn, HaceneHus, BbINyCK | MeponpuaTne




CTeHraseTbl, OQOpPMNIEHME  MPOTOKOMa, 3aMedaHun u
npeasioXeHnn YntaTtenen, HaceneHus, CocTaBrieHne nnaHa ux
peanusauum
lMogrotoBKa NPON3BOACTBEHHbLIX COBELLLAHNN
OnpepgeneHne NOBECTKM [OHA, Kpyra y4aCTHMKOB, MOArOTOBKa | O4HO
CcrnpaBKu, APYrMX MEPONPUATUIA, MPOEKTa PeLLEeHNs, ONoBeELLEHNE | COBELLLaHNe
Y4aCTHMKOB COBELLaHUs1, NOAroTOBKA NOMELLEHMS:
29 coBellaHne paboTHUKOB BUBIMOTEKN 320,0
30 coBelllaHne paboTHUKOB oTaena 264,0
31 coBeLllaHme no utoram NPUHATBLIX PELUEeHU C Lerbio OLEHKN UX | OAHO 27,0
pes3ynbTaTtoB, NPOM3BOACTBEHHbIE COBELLAHUA NO UToram roga coBellaHne
32 ornepaTtuBHoe coBellaHue (ans pelleHnsd TEeKyLWuX | ogHO 60,0
NpPOV3BOACTBEHHBIX 3a4a4) coBellaHne
OpraHunsaunoHHo-onepaTuBHasi paboTa:
33 AOKYMeHTanbHoe odopmMmIieHne pexuma paboTbl oTgena | oauH AokymeHT | 360,0
(cocTaBneHue rpaduka paboTbl, OTNYCKOB
34 obecrneyeHne KOHTPONS 3a BbIMNOSIHEHMEM MPOU3BOACTBEHHOIO | OAHO 3afaHue 15,0
3a[aHusl N Ka4eCcTBOM paboThI
35 obecrneyeHne KOHTPONS 3a WCMOSIHEHWEM YNpaBNeHYecKoro | OAvH AOKYMEHT 15,0
peweHns, npukasa, YykasaHus OupekTopa, 3aMecTuTens
OVpeKTopa, 3aB. OTAEeNIOM
36 3akrnoyeHue, npoaneHue porosopa c dupmamu, | ogMH OOroBOp 840,0
npeanpuaTUaIMu, opraHuMsaumnsamu, YaCTHbIMW
npeanpuHMMmaTensaMm
37 COCTaBJIEHNE KalbKyNALUUKW LIEH HA NNaTHbIE yCnyrn OAWH OOKYMEHT 3340,0
38 BbINMUCbIBaHME cYeTa, KBUTaHLUN OAWH OOKYMEHT 13,4
39 CBepKa onnartbl CHeTOB OAWH JOoKyMeHT | 13,8
[enonpon3BoacTBo:
40 npuem 1 peructpaumsa Bxogsiuen KoppecnoHaeHumm OAVH AoKyMeHT | 15,0
41 KonupoBaHue / ckaHMpoBaHWe JOKYMEHTOB OAWH JOKYMEHT 15,0
42 oTnpaBka / nonyyeHme pakcoBbIX KONUA AOKYMEHTOB oaviH gokymeHT | 30,0
43 obecrneyeHne KOHTPONS 3a CBOEBPEMEHHBIM WCMOSIHEHWEM | OAWH AOKYMEHT 15,0
OOKYMeHTa
44 cuctematmsauus 1 noAwiMBKa WCMOMHEHHbIX [OOKYMEHTOB B | oauH gokymeHT | 30,0
COOTBETCTBMM C HOMEHKMAaTypon aen
Pa6ota B pexxume AC:
45 permcTpaumnsa BXogaswemn KoppecnoHgeHUmMu: O[Ha KapTo4Ka 15,0
46 obecneyeHne KOHTPONS 3a UCMOSIHEHMEM LOKYMEHTA: BbIBOA Ha | 0Ha 3anucb 7,0
3KpaH KOHTPOINbHOW KapTO4ku; BBOA B Hee WHdopmauumm o6
MCNONMHEHUN
47 pelleHne XO3SANCTBEHHbIX BOMPOCOB (nofada 3asiBOK Ha | OAMH BOMpOC 30,0
yCTpaHeHMe HeucnpaBHOCTEN paboymMx MNOMELLEHMN, 3aka3 U
noriydeHve KaHUenapckux TOBapoB W OpYrnx marepuarnosB co
cknaga)
Baaumogencteme Mexay CTPYKTYPHbIMU NogpasgeneHnsMu:
48 COCTaBneHne 3anpocoB, TPebOBaHUN, NOACHUTENbHbLIX 3aMUCOK | OAWH AoKymeHT | 20,0
1 cnyXebHbIX 3anMcoK
49 nogava 3anpocoB, TpeboBaHWI, MNOSICHUTENbHBIX 3anUCOK W | OAVH OOKYMEHT 25,0
cnyxebHbIX 3anNUCoK B MevYaTHow doopme
50 nogava 3anpocoB, TpeboBaHUMN, MNOSCHUTENbHbLIX 3aMUCOK U | OAWH OOKYMEHT 10,0
cnyxebHbIX 3aNUCOK B 3NIEKTPOHHON hopme
51 obecneyeHune KOHTpONA 3a NCMNONHEHNEM 3anpocoB, | OAWH OJOKYMEHT 40,0
TpeboBaHW, NOSACHUTENBHBIX 3ANUCOK U CNY>KEBHbIX 3anncoK

BpeMeHn He BXoOuT.

2,

TunoBble oTpacneBble

HOpPMblI Tpyda Ha paboThbl,

BbiNnoJiIHAeMble B

I'Ipumeanwe: BpeMA npoBegeHnda oT4yeTa nepen 4dumtatendamu, HaceneHuew, CcoBeLLaHun B HOpMY

rocygapcTtBeHHbIX

(MyHUUMNanbHbIX) 6UGNMOTEKax (Ha OCHOBEe aBTOMaTU3MPOBAaHHbLIX CUCTEM YNpaBeHUs npoueccamm)

2.1. KomnnektoBaHue ¢poHgoB OKNO




Tabnuua 23

N n/n HaunmeHoBaHue npouecca, onepauun. Coctas paboTbl EaovHnua Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
1 npvem n otbop Ans POHAOB HOBbLIX MOCTYMMEHUA, NOMYYEHHbIX | OAWH OOKYMEHT | 3,6
no CONPOBOAUTENbHOMY AOKYMEHTY - JIMCTY rocygapCTBEeHHOM
perncTpauum
2 TexHu4eckasi o6paboTka JOKYMEHTOB OOVH OOKYMeHT | 4,5
3 BBOA AOKYMeHTOB B 6a3y AaaHHbix (B1) OOVH OOKYMeHT | 4,5
2.2. Bubnunorpacmueckoe onucaHme u MHAeKCcMpoBaHue gokymeHtoB NBO
Ta6bnuua 24
N n/n HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
nsmepeHuns BPEMEHMU,
MUH.
1 2 3 4
1 dopmmpoBaHue bubnmorpadmyeckon 3anMcu Ha JOKYMEHTbI Ha | odHa 3anucb 18,0
PYCCKOM 513blKe (onucaTenbHas Kkartanormsaums)
2 dopmupoBaHue Gubnmorpaduryeckon 3anmcm Ha JOKYMEHTbl Ha | odHa 3anucb 27,0
WHOCTPaHHbIX €BPOMENCKMX A3blkax M A3blkax HapogoB Poccuuy,
KpOMe pyCCKOro (onucarenbHas katanornsaums)
3 dopmupoBaHme dmbnunorpaduyeckon 3anucum Ha | ogHa 3anucb 60,0
cTaponevaTtHble  KHUMM U pykonucu  (onucaTtenbHass w
cogepxartenbHas katanormsauns)
4 WHOEeKcupoBaHue [OKYMEHTOB (copepxaTenbHas | ogHa 3anucb 18,0
KaTanorusaumsi)
5 dopMupoBaHMe aBTOPUTETHOW 3anuMcyn (Ha wWMeHa nuu, | ogHa 3anucb 30,0
HanMeHOBaHWN opraHu3aLmmn)
6 dopMupoBaHMe JaHHbIX B (POHAOBOW 3anucu ofHa 3anucb 50
2.3. Pa6oTa c katanoramu OKMO
Ta6nuua 25
N n/n HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
n3mepeHuns BPEMEHMU,
MUH.
1 2 3 4
1 pa3bop KapTOYeK AN pacCcTaHOBKU B and)aBUTHbIE KaTanoru ofHa KapToyKa 0,2
PepaktupoBaHue reHepansHOro andasuMTHOrO KaTtanora: ofHa KapToykKa
2 Katanor - ctapbiv pag (go 2000 roga); 1,0
3 KaTanor - HobI paa (¢ 2000 roga); 0,5
4 KaTanor - MHOCTpPaHHble eBPONencKkne A3blkn U A3blkM HapoaoB 1,0
Poccuu, kpome pycckoro
5 pa3bop KapTouek Ans pacCTaHOBKM B CUCTEMaTMYEecKMe | OfgHa KapTouyka 0,3
Karanoru
6 penaktupoBaHne [eHepanbHOrO CUCTEMATMYECKOro Kartasnora | OgHa KapTodka 0,5
(F'CK)
7 pefakTMpoBaHue opurnHan-makeTa ovbnuorpaduyeckmx | ogHa KapToyka 0,3
3anucen (b3) Ha ogHOYaCTHbIE JOKYMEHTbI
8 pefakTMpoBaHMe opurMHan-maketa B3 Ha MHoroyacTHble | 0gHa KapToyka 0,45
OOKYMEHTb!
9 pefakTMpoBaHMe  3anuMcerd Ha  eAuHuUbl  XpaHeHus B | Of4Ha 3anuch 54
nporpaMmmHoe obecneyeHun (MO) No n3BELEHNAM O BHECEHUM
U3MEHeHWn B KaTamnoru, nofnyyYeHHbIM W3 TEXHONOrMYecKoro
otgena (TO)
PepaktuposaHue B3 petpokoHBepcumn B N0 (KOHTpOnbHbIE MONS | oAHa 3anuch
dopmaTa un Tekcta B3):
10 pefakTMpoBaHWe KOHTPOINbHbIX Nonen popmarta 54
11 pefakTupoBaHue Tekcta b3 54




12 penaktupoBaHue 6ubnuorpadguyeckux 3sanucen (b3) B 1O | ogHa 3anuck 5,4
(BBegeHue nHaekcos BBK B B3 petpokoHBepcun)
13 dopmuposaHue b3 B MO ¢ ncnonb3osaHnem CBOAHOrO KaTanora | ogHa 3anucb 12,0
6ubnnotek Poccumn
14 penaktupoBaHne B3 Ha MHoroyacTHble AokymeHToB B 10 ofHa 3anncb 12,0
2.4. Pa6oTta ¢ ¢oongom OKNO ®UITUATIbI
Ta6nuua 26
N n/n HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
n3mepeHuns BPEMEHMU,
MUH.
1 2 3 4
MogroTtoButensHas paboTa:
1 nogrotoeka pabo4ymx Mmect ogHo  pabouee | 5,0
MecTo
2 nony4YyeHne OOKYMEHTOB C BbICTaBKM HOBbIX MOCTYMMeHUn (Mpu | ogHa naptusa | 16,0
yyacTum 4-x YenoBek) (100
[OOKYMEHTOB)
3 npueM HOBLIX MOCTYNMEHNA B NporpamMe nepegadn oAHa naptma | 12,0
(100
OOKYMEHTOB)
O6paboTka HOBbIX NOCTYMEHUN:
4 nepBUYHbIN Ppa3bop HOBLIX MOCTYMNNEHNN ofHa naptus | 26,0
(100
OOKYMEHTOB)
5 pa3bop [OOKYMEHTOB ANns OnpefeneHus pacCTaHOBOYHbLIX | OfHa naptusa | 1,0
wndpos (200
JOKYMEHTOB)
6 npeaBapuTenbHas cucteMaTtusauus [OOKYMEHTOB [pynnoBoOW | ogHa naptusa | 1,0
00paboTkn Ans onpeaeneHns NOIOYHOro NHAeKca (100
JOKYMEHTOB)
LndpoBKka JOKYMEHTOB: OOVH OOKYMEHT
7 C AByms Wwindgpamu (1- "BupTyanbHbIn") 1,0
8 0e3 wndpa 1,8
9 JocCbInbl 3,6
10 BBOJ LWUNgpa 0,5
LLindbpoBka JOKYMEHTOB rpynnoBor 06paboTku: OOVH OOKYMEHT
11 npeaBapuTenbHas cuctemaTtusaumsa (BBOO WHOEKca oTpacnuv 1,0
3HaHusa no Tabnuuam BBK B 3K)
12 JeTanbHasa cuctemaTmsaums (BBog nonoyHoro uHaekca BBK B 1,0
3K)
13 06paboTka JOKYMEHTOB Ha MHOCTPAHHLIX EBPOMNENCKUX A3blKax | OguH AOKYyMeHT | 3,6
14 06paboTka [AOKYMEHTOB Ha HauWMOHanbHbIX SA3blkaX HApPOAOB | OOWH AOKYMEHT | 4,5
cybbekToB Poccunckon ®epepauum
15 npvem u obpaboTtka gokymeHTtoB XVIII - XIX BB. OoAVH aokymeHT | 8,0
16 npuem 1 06paboTka 0OTEeYECTBEHHbLIX NEPUOANYECKNX U3AAHWUIN N3 | OAVH LOKYMEHT 1,8
3ana Tekywmx nepuogmdeckux unsgadun (3Trn)
17 npvem n o6paboTka MHOCTPAHHbIX NEPUOANYECKUX U3OAHUA U3 | OOAWH OOKYMEHT 1,8
3TMu
18 nepewngpoBka JOKYMEHTOB OAWH JOKYMeHT | 27,0
19 BBOA Oap-koga gokymeHta B OK OOWH OOKYMEHT | 2,6
20 nepegava OKYMeEHTOB B (ooHA 6ubnmotekn (Pb) ogHa napTtusa | 26,0
(1200
OOKYMEHTOB)
Ob6cnyxumBaHune yntatenen n aboHeHToB B Pb:
21 BbINONIHEHNE TpeOOoBaHUIM, NOCTYNUBLUMX MO SNEKTPOHHOMY | O4HO 1,0
3akasy TpeboBaHue
22 B3anmmopacyet co CTPYKTYPHbLIMU nogpasgeneHusamMu | ogHa naptusa | 14,0

oudnmoTekn

(100




AOKYMEHTOB)

23 paboTa C 3a40MKEHHOCTbIO OOuH gokymeHT | 1,8
CoxpaHHOCTb OHAOB:

24 noarotoBka [AOKYMEHTOB Ha  MUKPOUNbMWUPOBAHWE U | OOVMH OOKYMEHT | 5,4
CKaHVWpoBaHue

25 nepegadya  OOKYMEHTOB  Ha  MuKpodunbmupoBaHue  u | ogHa naptusa (20 | 16,0
CKaHVWpoBaHue JOKYMEHTOB)
Csepka poHaa ¢ anekTpoHHbIM KaTanorom (3K): OOVH AOKYMEHT

26 OfHo4YacTHble JOKYMEHTOB 1,8

27 MHOro4acTHble JOKYMEHTOB 3,6

28 npoBepKa JoCTyna K 311IeKTPOHHOMY pecypcy OOWH JOKYMeHT | 54
[MepeBog OOKYMEHTOB B UndpoBon dhopmar:

29 npyem / nepefjaya neyaTHbIX  M30aHUW M3 oTAena | oavH gokymeHT | 0,9
doHOoOepxaTena MO  aBTOMAaTU3MPOBAHHOW  MporpaMmme
nepegay

30 cBepka Mony4YeHHbIX JOKYMEHTOB C SMEKTPOHHbIM KaTtanorom v | oavH AOKyMeHT | 3,3
pacnpefeneHne 3aknagok € uMMeHeM anna no neyatHbIM
opurnHanam

31 pacnpegerneHne nevaTHbIX OOKYMEHTOB MeXAy onepaTtopamu | ogHa napTtus 55,0
ckaHupoBaHus (40 OKYMEHTOB)

32 CKaHMpOBaHWe neYyaTHbIX JOKYMEHTOB B NOSIHOLBETHOM peXxuMe | ogHa cTpaHuua 0,33

33 KonupoBaHue ornepaTopom 3NEKTPOHHOM Konuu | ogHa JOKYMEHT 30,0
OTCKaHMPOBAHHOIO JOKYMEHTa Ha cepBeep

34 06paboTKa ANEKTPOHHOW KOMWUM OTCKAHMPOBAHHOTO M34aHWs ofHa cTpaHuvua | 2,5

35 KonupoBaHue onepaTopoM 06paboTknm rOTOBOW 3SMEKTPOHHOMW | oauH JokymeHT | 30,0
KOMMUM OTCKaAHWPOBAHHOrO M3gaHus c paboyenm CcTaHuuM Ha
cepsep

36 Bepudpmkauma (npoBepka C MNOMOLLbIO [[OKa3aTenbCTB) M | oauH JokymeHT | 10,0
KOHTpPOmNMb KayecTBa 0OOpabOTaHHbIX 3MEKTPOHHbLIX  KOMWIA
neYvyaTHbIX N3gaHumn

37 pacno3HaBaHue TekcTa u cosganue MNOAP-cdannos anNekTpoHHbIX | oanH gokymeHT | 35,0
KOMUIN nevaTHbIX N3gaHnmn

38 KonupoBaHue pacnosHaHHbIX [OP-pannos aNeKTPOHHbIX KONWA | OAWH OOKYMEHT | 6,0

neyaTHbIX U30aHUiA B TEXHOMOrMYECKyo Nanky Ans aanbHenLwei
3arpyskv Ha cepsep

2.5.06cnyxMBaHue MHOropoaHUX ab-ToB BLUEHTpeAUCTaHLUOHHOro obpasoBaHua(LUOO)MMBA KX

Ta6bnuua 27
N n/n HaunmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
namepeHns BPEMEHM,
MUH.
1 2 3 4
1 nogrotoeka pabo4ymx Mect ogHo  pabouee | 4,2
MEeCTO
2 NPOCMOTP 3EKTPOHHOMN NOYTbI, 03HAKOMIMNEHWNE C NOCTYNUBLLUMMU | OAHO 26,0
COOOLLIEHNAMMN cooOLLieHne
3 pernctpauns aboHeHTOB OAWH aboHeHT 45
4 npuem 3aka3oB OT abOHEHTOB Yepes OAVH 3aKas 2,7
aBTOMaTU3NPOBAHHYHO CUCTEMbI noprtana yrnpaeneHus
gononHutenbHoro obcnyxueanus (YOO)
lMpoBepka MO SNEKTPOHHOMY KaTamnory Hanuumsi OOKyMEHTa B | OOUH JOKYMEHT
doHJax, NpocTaBneHne Wwndgpa Ha GraHke - 3akase:
5 0e3 6ubnuorpadmyeckon gopaboTkm 3,6
6 ¢ Gubnunorpaduryeckon gopaboTkom 17,0
7 npuemM OOKYMEHTOB OT OTAESI0B hoHAoAepKaTenemn ogvH penc (3 | 9,0
®b)
8 noAroToeka n ohopMneHne JOKYMEHTOB K Bblgadve OAWNH JOKYMEHT 2,7
9 dopmmupoBaHne KanbKynsauMyM Ha onnaTty ycnyru Ha Bblgady | ogHa cTpaHuua 1,0

KOMUW JOKYMEHTa Mo 3anpocy aboHeHTa




10 npoBepKa NOCTYNMEHUs nnaTexa no sugam onnarbl OfHa 3asBKa 1,0
11 perncTpaums Bblgayn [OOKYMEHTOB B aBTOMATU3UPOBAHHOW | OAVMH OOKYMEHT 1,8
cucteme
12 oTnpaBka 6aHaeponen oAHa 4.4
baHgeponb
13 COCTaBlieHMe OnuUcW  MOATrOTOBMNEHHbIX K  OTMpPaBfeHUo | ogHa 3anuchb 2,7
OaHpeponen
14 TpaHcnopTupoBKa OaHgeporen B nogpasgeneHve OTnpaBku | OgHa napTus 9,0
3akasHblx baHgeponen
15 npuem JOKYMEHTOB, BO3BpaLeHHbIX aboHeHTamMm OAWH OOKYMEHT 2,8
16 paboTa c oTkaszamu OJWH OTKa3 2,7
17 opraHusauus 1 BeeHue KapToTek odHa Kaptouka | 1,0
/oavH onaHk-
3akas
18 pacnedaTtka gucceptaumu U3 3NeKTpoHHOW 0a3bl guccepTauui | OAWH NUCT 1,0
no 3akasy aboHeHTa
19 KOHTPOJS1b 3a MnorawleHnemM 3a0/mKEHHOCTHU OAWH aboHeHT 14,0
20 NMouck Henosy4eHHbIX 6GaHgeponemn oaHa 55,0
OaHgeponb
21 BO3BpaT OLIMOOYHO 3acnaHHbIX AOKYMEHTOB ofHa 35
Bangeponb
22 crnpaBkM W KOHCynmbTauuMm 06 ycnosusx obcnyxuBaHus | ogHa 9,0
aboHeHTOB, No pabote aBTOMaTusnpoBaHHoW cuctembl UOO n | KoHCynbTaums
MBA
2.6. CnpaBo4Ho-6Mbnuorpacgmyeckoe obcnyxmBaHme
Ta6nuua 28
N n/n HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EavHnua Hopma
namepeHns BpeEMEHM,
MUH.
1 2 3 4
BbinonHeHue ycTHbIX Gubnunorpadgmyeckmx cnpaBok:
1 noarotoeka pabo4ymx Mect €)XXeJHEBHO 13,0
2 eXeHEeBHbIN CTaTUCTUYECKUI y4yeT | exegHeBHO 13,5
cnpaBoY4HO-OMbGnMorpadmyeckoro obcnyxmBaHust Yutatenemn
3 n3yyeHne oTpuuaTernbHbIX OTBETOB Ha Oubnuorpaduyeckie | oavH 13,5
3anpochl C Lenbio BbisiBNeHNs bpaka oTpuuaTenbHbIN
oTBeT
4 npvem 3anpoca Ha BblNoNHeHNe 6ubnorpadnyecKon cnpaBku OfVH 3anpoc 10,0
5 0PopMIIEHNE KOHTPOSTbHOrO NUCTKa Nonb3oBaTens OOVH 1,0
nonb3oBaTtenb
6 TemMaTnyeckas ycTHast bubnuorpadumyeckas cnpaska O[Ha cnpaska 17,0
7 afpecHas ycTHas cripaska O[Ha cnpaska 8,0
8 YyTOYHsOLWAs ycTHasn bubnuorpadudeckas cnpaska O[Ha cnpaska 18,0
9 dakTorpadmyeckas ycTHast bubnuorpadgumyeckas cnpaska ofHa crpaska 15,0
KoHcynbTauuu: ofHa
KOHCynbTauna
10 bubnuorpadumyeckas 10,0
11 opueHTUpyoLas 6,0
12 BCMNoMoraTenbHO-TeXHU4ecKas 3,0
13 onbnunorpadunyeckas/ dpaktorpacmyeckas cnpaBka OfHa cripaBka 12,0
BbinonHeHne NncbMeHHbIX 6nbnmnorpadnyeckmx cnpaBok:
14 npuem n perncrpaumsi NMUCbLMEHHOro 3anpoca B | O4WH 3anpoc 3,0
OpraHvM3aumoHHON rpynne
15 avncneryepusaumsi NMCbMEHHbIX 3anpocoB B rpynne CbB0 eXegHeBHO 60,0
16 permcTpaumsa 3anpoca B XypHane yyeTa NUCbMEHHbIX CMpaBOK | O4HA 3anucCb 3,0

rpynnel CBO

lMncbMeHHas TeMmaTndeckasa cnpaska:




17 Tematmyeckass cnpaBka 1-oM cTeneHm CcnoxHocTu: [o 25 | ogHa cnpaBka 1200,0
Ha3BaHUN, C NPOCMOTPOM BMBNMorpadn4eCcKUX NCTOYHUKOB
18 Tematumyeckas crpaBka 2-OM CTEMEeHU CMOXHOCTU: CBbile 25 | ogHa cnpaska 2900,0
Ha3BaHUN, C NpocmoTpoMm 6Gubnuorpadumyecknx M TEKCTOBbIX
WUCTOYHUKOB
19 NMCbMEHHAasi YTOYHsoWas bubnuorpaduyeckasl cnpaBka O[Ha cnpaska 360,0
20 NnUCbMEHHasa agpecHas cripaBka O[Ha cnpaska 120,0
21 nucbMeHHas paktorpadumyeckas cnpaBska O[Ha cnpaska 360,0
[MMCbMEHHbIE KOHCYNbTaLMWK: ofHa
KOHCynbTauns
22 onbnnorpaduyeckas 480,0
23 OpUeHTUpYoLLLas 480,0
24 KOHCYNbTauug-Knme 240,0
PepaktvpoBaHue BbINOMHEHHbIX MMCbMEHHbLIX CNPaBOK:
25 ajpecHas nMcbMeHHas crnpaska O[Ha cnpaska 9,0
TemaTnyeckas NnMCbMeHHas cnpaska: ofHa crnpaBka
26 1-11 cTeneHn CroXXHOCTU 18,0
27 2-1 CTENeHn CNoXHOCTU 48,0
28 YTOYHAKLWAA NMMCbMEHHas cripaBka O[Ha cnpaska 8,0
29 dakTorpagmyeckas NMCbMeEHHas cnpaska O[Ha cnpaska 8,0
30 perncTpaums BbIMOMIHEHHOW MWCbMEHHOW CnpaBku B rpynne | ogHa 3anucb 3,0
cnpaBo4HO-Ombnorpadgmnyeckoro  obcnyxmeavma (CbBO) B
XypHane y4eta NUCbMEHHbIX 3anpocoB
31 perncTpauums BbIMOSIHEHHOWN NMMCbMEHHOW  CNpaBKu B | 04Ha 3anuncb 2,0
opraHunsaunoHHon rpynne CB0
32 odhopmIieHne 1 nepedada / oTnpaBneHne OTBETA 3aKa3vmKy O[VH 3anpoc 12,0
BupTyansHas cnpaBoyHas cnyxoa:
33 BUpTyarnbHag TeMaTn4eckas cnpaska O[Ha cnpaska 18,0
34 BUpTyarnbHasg agpecHas crnpaBka O[Ha cnpaska 7,0
35 BUpPTYyarnbHas yToYHAKOLWAs cnpaBka O[Ha cnpaska 18,0
36 BUpPTYyaribHag OpMeHTMpYoLas crnpaska O[Ha cnpaska 6,0
37 BUpTYyanbHasa dakrorpaduyeckas cnpaska O[Ha cnpaska 15,0
38 odopMIieHMEe OTBETA Ha 3anpoc yitatens OAHO NMUCbLMO 6,0
39 nonosfHeH1e apxmBa BbINOMHEHHbIX crnpaBokK ("basbl 3HaHW") OofHa cnpaska 11,0
40 CkaHupoBaHue pfokymeHToB u3 ¢oHgoe CBO no 3akasam | ogHa cTpaHuua 3,0
nosib3oBaTtenien
KoHcynbTauuu: ofHa
KOHCynbTauust
41 onbnunorpaduyeckas 10,0
42 opueHTUpyoLLas 10,0
43 KOHCYnbTaunsa-knuiie 50
44 KOOpAMHaUMS U AucneTyepusaumsi BbIMONTHEHUSA BUPTyarbHbIX | OAHO MUCbMO 12,0
CnpaBoK
Bubnuorpaduryeckoe obyyeHne nonb3oBaTeneu: ofHa
KOHCynbTaumna
45 MeTogmn4veckas 10,0
46 TemaTudeckas 15,0
47 nogrotoBka OGubnuorpaduveckoro o63opa [/ obyvarowero | ogHo 2400,0
MEepOoNpUATHS no MeToauke hopmMupoBaHMsa | MeponpusiTue
oubnuorpadmyeckor 3anucu, paboTbl C kaTtanoramu, no
MeToauke Bubnuorpadmyeckoro onucaHus,
oubnuorpadnyeckMMm UCTOYHMKaMyU (GOPMUPOBAHUSA ChncKa
nuTepaTypbl K Hay4YHon paboTte
48 nposefeHne 6ubnuorpadgudeckoro obsopa / obGyvawuwero | ogHO 60,0
MeponpusaTus (o NyHKTy 39) MeponpusaTue
OKckypcun no oHgam K cnpaBoOYHO-BMBNMorpacuveckoMy | 0Ha 3KCKypcus
annaparty (CBA) LIBC:
49 noAroToBKa 480,0




50 nposegeHne 60,0
BepneHne cnpaBo4vHO-6mMbnuorpadunyeckoro annapara:

51 BeJEHVE apxmBa BbINONTHEHHbIX CNPABOK B 3NEKTPOHHbIV PEXUM | OfHAa cripaBka 8,0

52 BBOA kapToTek B 6a3y aaHHbIx (B[) O[Ha KapTo4Kka 6,0
BbicTaBoyHas paboTa: OfHa BbICTaBKa

53 paspaboTka nnaHa  opraHM3auMm U 3KCMOHMPOBAHMUS 2160,0
TEMaTMYECKOWN BbICTABKM

54 NOAroToBKa COMPOBOAMTENBHOW [AOKYMEHTauMM K BbICTaBke, 360,0
ATUKETaXY

55 MOHTa)X BbICTaBKMN 480,0

56 [OEMOHTaX BbICTaBKU 240,0

57 co3gaHve acduw, 0b6bABMNEeHWr, NporpaMmMm Ans npoBefeHus 60,0

BbICTaBOK

2.7. HoTHble nspgaHua v 3Bykosanucn HET

MpumeyaHue: npu paboTe ¢ JOKYMEHTAMU HA MHOCTPaHHbIX €BPOMENCKUX A3blKax M si3blkax HapodoB
Poccuu, kpome pycckoro, K Hopmam BPEMEHN NPUMEHSIETCA NoBbILWaoLWmnin KoadduumeHT 1,15.

Tabnuua 29
N n/n HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
nsmepeHuns BPEMEHMU,
MUH.
1 2 3 4
PopmuposaHme bubnmorpadunyeckon 3anmcu:
1 Ha rpPaMMOOHHbIE MNACTUHKM (rpamniacTMHKM) Ha PYCCKOM | OAMH OUCK 140,0
A3blke (onucaTtenbHas kaTanornsaums)
2 Ha rpPaMniacTUHKN Ha MHOCTPAHHbIX €BPOMENCKUX f3blkax W | OAWMH OUCK 180,0
Aa3blkax HapogoB Poccun, kpome pycckoro (onucaTtenbHas
Karanormsaums)
3 Ha ayauMoguckax Ha  PYcCKOM  fA3blke  (onucaTenbHas | OAWMH OUCK 160,0
Karanormsaums)
4 Ha ayauMoamcKkax Ha MWHOCTPaHHbIX €BPOMencKMX NA3blkax W | OAMH AUCK 220,0
A3blkax HapoJoB Poccun, kpome pycckoro sAsbika (onucaTenbHas
KaTanormsauus)
5 Ha anckax dopmata ayanodannos (onucatenbHasa | oavH OUCK 480,0
KaTanormsauus)
6 Ha HOTHble W3JaHWA Ha pPYCCKOM 43blke (onucaTternbHas | OAuMH OOKYMEHT 132,0
KaTanormsauus)
7 Ha HOTHble M3[0aHUA Ha WHOCTPAHHbLIX €BPONENCKUX A3blkaX W | OOUH OOKYMEHT 140,0
Aa3blkax HapogoB Poccuu, kpome pycckoro (onucatenbHas
KaTanormsauus)
CnpaBo4HOo-6Mbnmorpadunyeckoe ob6CnyxnBaHMe B YMTaNbHOM
3ane
BbinonHeHue yctHon 6ubnmnorpadnu4eckon cnpaBku:
8 npuvem 3anpoca Ha BbINoNHeHne Gubnuorpadmyeckon cnpaekm OAWH 3anpoc 6,0
9 TemaTtmyeckasl ycTHasi bmbnmorpaduyeckas cnpaska OofHa cnpaska 20,0
10 yCTHas agpecHas bubnuvorpadmyeckas cnpaska ofHa crpaBka 12,0
11 YTOYHSAKOLWAsA yCcTHas bubnuorpadguryeckas cnpaska ofjHa cripaBka 22,0
12 dakTorpadmyeckas yctHasa bubnuorpadumyeckas cnpaeka OofHa cnpaska 18,0
KoHcynbTauyuu: ogHa
KOHCyInbTauusi
13 bubnuorpadumyeckas 10,0
14 opueHTUpyoLas 3,0
15 BCMNOMOraTenbHoO - TeEXHU4yeckas 6,0
BbinonHeHue nucbMeHHbIX 6ubnmorpaduyecknx cnpaBok:
16 npMeM U perncrtpauus 3arnpoca B KHUre y4veta MNUCbMEHHbLIX | OOHa cnpaBka 15,0
Onbnnorpadunyeckmx cnpaBok
17 n3yyeHue 3anpoca, YCTaHOBMEHWEe UnnM yTOYHEHWEe 3fIeMEHTOB | OA4Ha Cnpaska 900,0

onbnnorpadunyeckor 3anncu




BepneHne cnpaBo4vHO-6mMbnuorpadunyeckoro annapara:

18 0POopMIIEHNE KapTOYKM ANg KapTOTEK OfHa KapTouykKa 16,0

19 co3paHve OGubnuorpadmyeckon 3anucn (B3) Ha cTatbum no | ogHa 3anucb 8,0
My3blKe 13 JOKYMEHTOB, HE COOTBETCTBYHOLLMX NPOUII0

20 BedEeHne KapToTek OfHa KapTo4ka 1,0

2.8. PaboTa ¢ nutepaTtypou no bubnuortekoseaeHuto, bunuorpacosegeHuro n knuroeegeHmro OKUO

cnpaBoYHO-6nbnuorpaduryeckoro o6cnyxmBaHms Yntarenemn

Ta6bnuua 30
N n/n HaunmeHoBaHwue npouecca, onepauun. Coctas paboTbl EaovHnua Hopma
n3MepeHus BpEMEHWU,
MWH.
1 2 3 4
O06paboTka HOBbIX MOCTYMNSIEHUA B NPOrpaMMHOM obecrneveHnm
(MO):
1 NpMeM HOBbIX MOCTYMMEHUN OTEYECTBEHHbIX [OKYMEHTOB B | 0AWH JOKymeHT | 0,5
AvcneT4yepcKor NnporpaMmme nepegayu
2 NpMeM HOBbIX MOCTYMMEHUA Ha WHOCTPaHHbIX €BPOMNEWCKMX | OaWH OOKymeHT | 1,0
A3blKax 1 A3blkax HapogoB Poccun, Kpome pyccKoro
3 ohOpMIEHNE KapTOYKM Ha OOKYMEHT Ha PYCCKOM f3blke AN | OOHa kapTodka 8,0
KaTarnoroB u kaptotek obnacten (OBJ)
4 obOpMIEHNE KapTOYKM Ha [AOKYMEHT Ha MHOCTPaHHbIX | OOHa KapTo4ka 10,0
€BpONenckMX #A3blkax U sa3blkax HapogoB Poccuun, kpome
pycckoro, gns katanoros u kaptotek OBJ1
5 AHanuntnyeckoe onucaHme gokymeHTos B [10 OHa cTaThbs 12,0
O6cnyxuBaHMe nonb3oBaTenen; BupTyanbHas CrnpaBoOYHas
cnyxba:
6 npuem Gubnuorpadmyeckoro sanpoca Ynrarens OAWH 3anpoc 3,0
7 BUpTyanbHag TemaTn4eckas cnpaska OofHa cnpaska 54,0
8 BUpTYyarnbHasa agpecHas crnpaska ofjHa cripaBka 18,0
9 BUpTYyanbHas yTovHsaoLWas cnpaska ofjHa cripaBka 26,0
10 BUpTYyanbHasa dakrorpadguyeckas cnpaska ofjHa cripaBka 20,0
11 odhopmIIeHUE OTBETA Ha 3anpoc YuTarens OfHO NMNCBbMO 10,0
12 NnonosiIHeHMe apxvBa BbINOJNIHEHHbIX cnpaBok ("basa 3HaHuin") ofjHa cripaBka 10,0
13 eXeaHeBHbIN CTaTUCTUYECKUN y4yeT | exegHeBHO 12,0

2.9. ObpaboTKka ONTUYECKMX KOMMNAKT-AUCKOB B 06pa3oBaTeNbHbIX 3JIEKTPOHHLIX pecypcax (O3P) OKUO

Ta6nuua 31

N n/n HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma BpemeH,
n3mepeHuns MUH.

1 2 3 4

1 nonyyeHve 1 4ocTtaBka ONTUYECKMUX KOMMNaKT-ANCKOB ofHa naptusa | 30,0
[OKYMEHTOB
(100 guckoB)

2 npuem HOBbIX NOCTYNIEHUN ONTUYECKNX KOMMAKT- AUCKOB ofHa naptus | 60,0
[OKYMEHTOB
(100 guckos)

3 CYMMapHbI y4eT KOMNaKT-4MCKOB (N0 YCTaHOBNEHHOW hopme) | oaHa naptus | 7,0
OOKYMEHTOB

4 WHAMBMAYANbHbIN YY4eT KOMMNaKT-gUCKOB OoJHa 3anucb 1,0

5 TexHn4yeckas 00paboTka ONTUYECKNX KOMMAKT-OUCKOB OAVH OOKYMEHT 2,0

6 wndgpoBka gokymeHToB B mogyrne MO OAVH OOKYMEHT 1,0

2.10. Pa6oTa ¢ untatenamu ®UITUATIbI UBO KX
Ta6bnuua 32

N n/n HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EannHunua Hopma

n3mepeHuns BPEMEHMU,
MUH.
1 2 3 4




3anucb nonb3oBatensd B 6ubnuoteky, pabota ¢ uitaTenem B
yUTanbLHOM 3ane:

noarotoeka pabounx MecT nornb3oBaTtenen u obCnyxmBarwLLero
nepcoHana: npoBepka TEXHUYECKOr0 COCTOSIHUSI CETEBOro
obecrneyeHnst U napka BblYUCIIUTENBHOW TEXHWKW; BKIOYEHWE
MnK

oavH MK

2,0

npuHsATUE Mep no nukemaauum cboes B paboTe MK, B pabote
ceTn, OTCYTCTBMSI OocTyna Kk 06ase gaHHbIX Mosfib3oBaTenemn;
MHCPOPMMPOBaHME COOTBETCTBYIOLLMX CIYXG 0 cbosix; npoBepka
HeucnpaBHOW TeXHWKW; dukcauuss cboeB B TeTpagu yyeTta C
yKasaHueM xapakTtepa HencnpaBHOCTU U BPeMeHW Havana c6os;
nocrne ycTpaHeHUs Henomnaakn OTMEeTKa BpEMEHW e€ yeTpaHeHu st

oAuvH coon

10,0

NPOCMOTP [AOKYMEHTOB 4uTaTens (nacrnopT, YAOCTOBEPEHWe,
NopYyYUTENbLCTBO), NPOBEPKa HANNYNS y4eTHO-PErMCTPALMOHHOM
KapTo4ku YitaTtens

OOWH YnTaTtesnb

3,0

3anonHeHne dopMynspa vuTaTens, y4eTHO-perncTpaunoHHoOn
KapTO4KW, YNTaTeNbCKoro buneTa

OOWMH KOMMNIEeKT

50

O3HaKOMIlEHMe  uuTatens c
BubnuoTtekown, pacrnonoxeHnem
annapaToM

npasunamm
oHAa,

Nonb30BaHus
CMpaBOYHbIM

OOWVH YnTaTtenb

6,0

nogbop M paccrtaHoBka MO Homepam 6GuneToB, andgasBuTy
dhamununin ymTaTenen y4eTHo-perncTpaumoHHbIX KapToyek

OHa KapTo4Ka

2,0

OCYLLECTBIIEHNE KOHTPOMS 3a BO3MOXHbBIM HanMyinem AaHHbIX O
ynTaTene Kak Hapywwutene, (NUWEH MpaBa MoOMb30BaHWsA);
BeAeHue (n perynsipHbIn npocMoTp) KapToTeku
ynTaTenen-HapyLwmTenemn

OOWH YnTaTersb

0,5

lMepeperncrpaums YmTaTenemn:

nouck dopmynsapa (perMcTpaumMoHHON KapToudKM) uuTaTens;
BHECEHWE W3MEHEHWA B HWX W B 4uTaTenbCkMe Ounetsbl
(yTOYHEHME aHKeTHbIX AaHHbIX, HOBOTO YMTaTENbCKOro HOMeEpa,
AaTbl nepeperncTpaumm) ¢ BeAeHneM KapToTeKM Hay4HbIX TeM U
TEKYLLMX M3MEHEHUN (NonyYeHne 3BaHun, nybnvkaumm, gapbl)

OHa KapTo4Ka

2,0

3anuck (nepeperncrpauus) yntatenen B aBToMmaTuampoBaHHOM
pexume:

cbemka hoToKaMepon Ans yitaTenbckoro bunerta

oaVH
noceTuTenb

0,5

10

ohopMIieHNE KOAa uuTaTenst C KOHTPOIMbHbIM pas3psgoMm W
CPOKOM MONb30BaHUSA 4MTaATENbCKMM OUNEeToM, Ha OCHOBE
BblJaHHON MHdOpMaLUK

oaVH
noceTuTenb

0,4

11

Bbla4Ya Ha NpUHTEpP CBEJEHUNn O 3anucaBlUeMCs vuTaTene B
BMAe YMTaTenbckoro buneta

OOVH
nocetTutenb

0,4

12

Habop Ha knaBuaType CBeAeHWN O yuTaTene: damunusa, nws,
OTYECTBO, XapakTepuaylLline ero npusHakm (obpasoBaHue,
crneumnanbHOCTb), KOA, HOMEp  uuTatenbckoro  6unera;
doToChbEMKA

OoOVH
nocetutenb

2,0

13

OCYLLIECTBIEHME KOHTPOSIS 3a BO3MOXHbLIM HanNM4YneM AaHHbIX O
yutartene, 3anucasemMca B 0OMONMOTEKy (paHee 3anucaH,
JIMWEeH npaBa I'IOJ'Ib3OBaHI/I9|)

OoOVH
nocetutenb

2,0

14

ochopmneHne uynTaTenbckoro Gunetra ¢ HOMEPOM W CPOKOM
Nnonb30BaHWs 4YMTaTenbCKMM OuNeToM Ha OCHOBE BblOAaHHOM
WHpopmauum

OoAvH buneTt

1,0

15

Bblja4ya Ha MNpUHTEp CBEAEHUA O 3anucaBLUeMCs uuTaTene
npoBefdeHNe paanoyacTOTHOW UAEHTUDUKALMN YuTaTENbCKOro
Ouneta; npoBedeHWe  [EHEXHOro  B3aumopacyeta C
nosnb3oBaTeneM Yepes kaccy

OOVH
nocetuTernb

50

YaaneHHas 3anuce:

oaVH
noceTuTenb

16

CcBepKa [aHHbIX peFI/ICTpaLI,MOHHOVI KapTO4KN, CKaHMPOBAHHbIX
KOMnn ¢ nacnopta 1M gpyrmmm OOKyMeHTaMu noJib3oBaTtend un

2,0




noATBepXaeHne 3asiBKU

17

odopmreHue gorosopa-oepTsl Ha NpefoCcTaBneHne JocTyna K
3NEKTPOHHbIM pecypcam Gnbnuotekm

3,0

18

Habop Ha knaBuaType [AaHHbIX, AN 3anofiHEHUs [4OroBopa,
BbIBOA, [OroBOpa Ha MpUHTEpP, MNOAMWCb NuLA, 3akio4YaBLUEero
Aorosop

19

OCbOpMJ'IGHI/Ie BXO4a-Bbixoga uuTaTensa w3 Gubnuorteku:
CKaHMpoBaHMe TMOCTOAHHOIoO 4YutaTesibCKkoro O6uneta, Bblgaya
KOHTPOJIbHOIO JINCTKa

OOVH
nocetutenb

2,0

BbinonHeHune Tpe6OBaHVIl7I nosnb3oBaTtesien, Bblgada AOOKYMEHTOB
13 cneunanmn3npoBaHHOro CbOHﬂ,aZ

20

nonyyeHne TpeboBaHWs Ha OOKYMEHT M3 OCHOBHOMO XpaHeHusl,
npoBepka NpPaBUIIbLHOCTY 3anosiHeHus TpeGoBaHus,
perucTpauus

oaHO
TpeboBaHue

1,0

21

pa3bop TpeboBaHWi1 NoO Apycam, paccbisika No MHEBMOMNOYTe

oaHO
TpeboBaHue

10,0

22

nonyyeHne TpeboBaHUA Ha JOKYMEHT; NPOBEpPKa MPaBUbHOCTH
3anosiHeHUsI TpeboBaHus; perncTpauus, nopaboTtka
TpeboBaHus; nogbop no wudpam B cneunanusnpoBaHHOM
doHae

0OHO
TpeboBaHue

10,0

23

noarotoeka u odopMmneHve OTKa3oB M NepeHanpaBreHni;
oTnpaBka TpeboBaHWV C OTKa3amMm U nepeHanpasnsiemMbiMy
TpeboBaHNsIMA

0OHO
TpeboBaHue

50

24

MoucK JOKyMeHTa B dhoHAEe, OTMETKA Ha TpeboBaHUN, KHXKHOM
dopmynsipe, ANCNETYEPCKON CETKE

OOWH OOKYMEHT

50

25

TPpaHCNOPTUPOBKa / pocTaBka M3gaHusl u3 (*)OH,D,a B YnTanbHbIN
3an

OOWH OOKYMEHT

8,0

26

TpaHcnopTupoBKa / gocTaBka u3gaHus u3 oHAa B YMTamnbHbIV
3an (yganeHHoe xpaHunuuie)

45,0

27

YCTaHOBKa MeCTa HaxoXOeHus HEeHaNAEeHHOro LOOKyMeHTa no
0asam 1 6aHKam OaHHbIX, CnpaBOYHbIM KapTOTEKaM, Katasfioram

OOVH JJOKYMEHT

50

28

Bblaya AOKyMeHTa 13 cneunanuampoBaHHoro doHaa ynmtaTento;
OTMeTKa Ha KHWkHOM dopmynspe / TpeboBaHuu; 3anucb
AOKYMEHTOB B YMTaTerbCKyld KapTOYKM (BKMagHOW nUCT);
OoTMeTka B KHWre 3akasoB; OTMeTka O Bbldaye B
aBTOMaTU3MPOBaHHOW cucTeMe (M3MEeHeHue cTaTyca M3gaHus)
NyTeEM CYUTbIBAHMSA LUTPUX-KOAa AOKYMEHTA

OOVH JJOKYMEHT

15

29

Npuém OOKyMeHTa OT YuTaTens; MOMCK KOHTPOMbHOMO NMCTKa
nonb3oBaTtens, TpeboBaHuit; nposepka COXPaHHOCTK
[IOKyMeHTa; noralleHne OTMETKM O BblOaye Ha KOHTPOIbHOM
nncTke nonb3oBaTens; noratleHue Bbldauu B
aBTOMaTM3MPOBaHHOW cucTeMe (M3MeHeHWe cTaTyca usgaHus)
NyTeM CYMTbIBAHUS LUTPUX-KOAA AOKYMEHTA

OOWH OOKYMEHT

15

30

Bbldaya [JOKymMeHTa u3 akcnosuuum Mmysed kHurn (MK)
COTPYOHWKY CEKTOpa XpaHeHus Ans Bblhadu yutaTento; CHATUe
BUTPUHBLI C OXpaHbl MO 3BOHKY Ha MNynbT OXpaHbl; BCKPbITUE
BUTPUHbI; BblEMKa KHWAMM W3 BUTPWHbI; 3aKPbITUE BUTPUHbI;
nocTaHOBKa BUTPUHbI Ha OXpaHry; ukcaums sbigaydm B "XKypHane
Bblgaun" matepuanos u3 akcnosmummn MK

OOVH IOKYMEHT

40,0

31

NPUHATHME OOKYMEHTa OT yuTaTens; nouck 3anucu B "XKypHane
Bblgaym"; norawieHme OTMETKM O Bblgadve; CHSATUE BUTPUHbI C
OXpaHbl MO 3BOHKY Ha MNynbT OXPaHbl; BCKPbITUE BUTPUHBI;
BO3BpaT KHUMM B BUTPWHY (MOHTax); MOCTAHOBKA BUTPWHbI Ha
oxpaHy

OOWH JOKYMEHT

30,0

32

npuem TpeboBaHui oT ynTatenen B HayuHo-
uccneposatensckom otgene pykonucen (HWOP), nposepka
KayecTBa WX 3arofiHeHWsi; POCNUCb B KHUre perncrpauum
TpeboBaHNN

OAVH pas3 B AeHb

30,0

33

O3HaKoMneHune ¢ TpeboBaHueM, YTOYHEHNE MeCTa XpPaHEeHUA no

eJnHnua

3,0




TonorpadmyeckomMy ykasaTenio; BbleMKa eOuHUL, XpaHeHUs
(ea.xp.) n3 KapToHa, pasmeLlleHve B KapToHe
KapTbl-3aMeHuTens; npoBepka COOTBETCTBMA  Wudpa U
3aronoBska Ha obnoxke 1 B TpeboBaHWK; NpoBepKa PrU3N4eCKoro
COCTOSHMA  ef.xp.; OodopmreHne nMcta UCMONb3OBaHMUS,
3anofiHeHWe KHUMM Bblgauu

XpaHeHus

34

npoBepkKa JnCtaxa en.xp. npu Bblaade, YycTaHOBJIIEHWEe
HalmIM4HOro JinCtaxa C 3anncbio B 3aBEPUTEJIbHOM JIUCTE N Ha
00noXKe, OTMETKa B 3aBeEPUTESTIbHOM JINCTE O MNMpPOBEpPKe

OOWH NNCT

0,2

35

nMpoBepka nucTaxa Tpu Bblgade c  nepeodopmMieHnemM
3aBepuUTENbHOrO NWUCTa C YKasaHWeM Bcex ocobeHHocTel
XPaHSALWMXCA B e4.XP. AOKYMEHTOB

OOWH JNTNCT

0,3

36

npoBepka NucTaxa nocrie Bo3BpaLleHus ed.xp. n3 YntanbHOro
3ana (43) wnu ot cotpyaHukos; ana OLU, doto, aBTorpados,
KONMMEKLUMOHHbIX JOKYMEHTOB - 0bs3aTenbHa

OOWH NucT

0,2

37

Hymepauua 1 nepeHymepaumsa NUCTOB MNpu Bbigade ea.xp. Ans
MCMonb30BaHus c cocTaBrneHnem pa3BepHyToro
3aBEpPUTENBHOrO nnUcTa C BbIHECEHMEM Bcex ocobeHHoCTew
OOKYMEHTOB

OOWH NUcT

0,3

38

WwndpoBKa 0bnoxek ea.xp.; cBepka 3arofioBka ef. Xp. C Of1ChIo;
npoctaBneHue wramna HANOP u ero 3anonHeHune

eanHuua
XpaHeHus

2,2

39

ocopmneHne ob6noxek (0T PykW): pasfMHOBKA MOBEPXHOCTU
OONOXKKM; HanuMcaHMe Ha OONOXKe HauMeHoBaHWUA oHaa,
3arofioBka €a.xp., KpalHuxX [aTt, KonuyectBa JIACTOB MU
JOKYMEHTOB B COOTBETCTBMM C OMUCHI0

eouHuLa
XpaHeHus

6,0

40

npuemM M TpaHCNOPTUPOBKA ea.xp. M3 43 B XpaHunuwe n u3
XpaHunuwia B 43

eouHuLa
XpaHeHus

15,0

nogpasfeneHuni; NOUCK KHWXHoro dopmyndapa (nHaukaTopa);
noraweHne OTMETKM O Bblgadve, BIIOXEHWE €ro B [OKYMEHT;
npoBepka, prM3nM4ecKoro COCTOSAHMS, NeEPECYET NIMCTOB, CBEPKAa C
AKTOM nepegayn; norawieHMe OTMETKM O Bbldavye B KHUTe
Bbldaun; nepegaya JOKYMEHTOB Ha COpPOCKyY

2.11. Bblga4ya KOMMNJEKTOB JOK-B BO BpeMeHHOe NoJjib30BaHMe nogpasgeneHusim 6ubnuotekn KX
Ta6bnuua 33
N n/n HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EaovHnua Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
1 odopMreHne 3asdABKM /akTa Ha KOMMMEKT [OKYMEHTOB, | ogHa 3asBka, | 30,0
nepegaBaeMbiil B CTPYKTYPHOE nogpasgeneHue akT
2 noabop [LOOKYMEHTOB B KOMMMEKTbl; PEerucTpaumsi BblOAHHbBIX | OAMH KOMMIEKT 10,0
OOKYMEHTOB B YYE€THbIX hopMax
3 Bbldaya KOMMMEKTOB [OKYMEHTOB; OTMETKA Ha KHWKHOM | OAMH KOMMIIEKT 5,0
dopmynspe (nHankaTope) natbl BblOaun, OaHHbIX
noapasgeneHuns, nosny4awLwero KOMMMEKT; OTMeTKa B KHUre
Bblgayn AaTtbl Bbl4ayn, AaHHbIX nogpasfeneHuns, nosnydaroLwero
KOMMINEKT; oTMeTKa B AKTe nepegayu
4 Nnofny4yeHne  KOMMMEKTOB  [JOKYMEHTOB  OT  CTPYKTYPHbIX | OOWH KOMMMEKT 18,0

2.12. O6GcnyxuBaHuMe nonb3oBaTerien AOOKyMeHTaMu B 4uTanbHOM 3arne,

3ane c¢

rmépuaHbIM

obcnyxmuBaHuem, 3ane 3NEeKTPOHHbIX pecypcoB, 3ane "UHTepHeT", 3ane cneunanM3MpoBaHHOro oTaena.
Mpuem 3aka3oB no TenedoHy U3 ropoaa

NBO PUNTUATbI
Ta6bnuua 34
N n/n HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EannHunua Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4




O6cnyxmBaHve nonb3oBartenen GubnmMoTekun:

nposegeHne KOHCyInbTauunu, 6ece,u,b| C yntartenem no npasunam
OGCJ'Iy)KI/IBaHI/IFl B YMTalbHOM 3ane u npegocraBsndeMblX yenyrax,
Nno MCMNosb30BaHMIO CNpaBO4YHO-6MbNMorpadunyeckoro annapara
1 OOHAOB, 3MEKTPOHHBLIX PECYPCOB, MHOPMUPOBaAHUE YNTATENS
0 HOBbIX MOCTYNIEHUSAX

OOWH YnTaTtenb

3,6

KOHcynbTaumm no pabote c MK B yntansHom 3ane, no paboTe B
3NEKTPOHHON BUbnunoTeke

OOWH YnTaTtersb

2,0

npuem 3akasoB Trofib3oBaTenell Ha W3gaHust M3 OCHOBHOMO
KHArOXpaHunvia;, npoBepka MpaBWIIbHOCTM  3arofiHEeHWs!
TpeboBaHws; pernctpaums

OOWH 3aKa3

1,0

npuem 3akasoB Mo TenedoHy 13 ropoda

OOWH 3aKas3

50

g

nonyyeHune AOOKyMeHTa, 3akKa3aHHOro vYyyutartenem B
cneunann3npoBaHHOM chHp,e / YMTanbHoM 3ane

OOWH OOKYMEHT

0,9

pacCcTaHOBKa n3gaHmn Ha 6p0HenonKax YuTanbHOIro 3ana,
NOCTYNUBLUMNX N3 KHUFOXpaHunuiia no 3aka3am nonb3oBaTenemn

OOWH OOKYMEHT

0,4

noabop AOKyMEHTOB Ha BpoHenornke, 3akasaHHbIX U3 OCHOBHOrO
KHMroxpaHunuiia; nepegava Ha kadpeapy Bblgaym

OOVH OOKYMEHT

0,47

noabop OOKYMEHTOB B MOACOGHOM hoHAe umTanbHOro 3ana;
nepegava Ha kadegpy Bblgaym

OOWH OOKYMEHT

2,0

noaGop OOKYMEHTa B XpaHEHWUM crneuuanmanpoBaHHoro doHaa;
OoTMeTKa Ha TpeboBaHWM; nepedada OOKYMeHTa Ha kadenpy
Bblaauu

OAOWH OOKYMEHT

10,0

10

odhopMIieHNe BblAaHHOMO gucka

OAWH AUCK

50

11

peructpaums B KOMMbIOTEPHOW MporpamMmme, NpocyeT fIMCTOB U
dp13n4eCcKoro COCTOsIHWS JOKYMEHTa

OAOWH OOKYMEHT

9,0

12

yCTaHOBKa MeCTa HaxoXaeHuA HeHanaeHHOro AOOKyMeHTa no
CnpaBOYHbIM KapTOTEKaM, Katasnoram, permcrtpaumnd oTka3oB

OOWH OOKYMEHT

22,0

13

noadop YnTaTenbCKMX KapToYeK AN BMUCbIBAHUS OOKYMEHTOB
Ha TeKylM i OeHb; MOAMUCAHWE KapToveKk y 3aB. OTAENOM O
gonycke B otgen HAOP

OHa KapTo4Ka

10,0

14

Bbldaya AOKYMEHTa YnTaTento: CBepka BblAaBaeMoro JOKyMeHTa
C ynTaTenbCkum TpeboBaHWEM; NMpoBepka Hanuuust cTpaHul /
KagpoB MUKpOUIbMa, MUKPOMULL, coaepXaHue KOMMakT
ANCKa; CuMTbiBaHME LITpUX-koga (Npy 3MEeKTPOHHOM 3akase) B
mogyne "umpkynaums" OK; oTMeTKa KHUroBbl4aun Ha
KOHTPOJSIbHOM JINCTKE

OOVH JJOKYMEHT

1,8

15

npvemMm [OKyMEHTa OT uuTaTens: cBepka ero ¢ TpeboBaHuem
(KOHTPONbHBLIM JIMCTKOM), MPOBEPKA COXPaHHOCTU AOKYMEHTA,
Hanuuus cTpaHuy [/ KagpoB MuKpodunbma, MUKpOMLL,
cofiepXaHue ancka, CYUTbIBaHWE LWTPUX-Koda (Mpun SNeKTPOHHOM
3aKkase), BHECEHNEe OTMETKM O MPUEME Ha KOHTPOIbHOM JIUCTKE

OOUH OOKYMEHT

15

16

nepegada / TpaHCNopTUpOBKa / pocTtaeka LOOKyMeHTa, CAaHHOro
yyuTartenem, B CI'IeLlMaJ'IM3MDOBaHHbIIZ d)OH,D,; OTMeTKa O
B3anmMopacyete 06CJ'Iy)KMBaHI/Iﬂ N KHUTOXpaHEHNA

OOVH IOKYMEHT

1,0

17

BblIACHEHME MO NOBOAY 3aKa3a \ npoarieHne CpoKa Nosfib30BaHUA
OOKYMeHTaMu no Teﬂed)OHy

OJWH 3anpoc

1,0

18

BblIACHEHME MO NOBOAY 3aKa3a \ npoarnieHne CpoKa Nosfib30BaHUA
OOKYMeHTaMu no 3ﬂeKTp0HHOl71 no4yrte

OJWH 3anpoc

2,0

19

obecne4yeHne KOHTPOI1A 3a CPOKaMN NoJyib3oBaHNA OOKYMEHTaMunN
13 oTaena XpaHeHusa

OJWH 3anpoc

0,8

20

npoaneHne cpoka noJib30BaHUA OOKYMeHTa: MNMOUCK KapTOYKW,
BHECEeHMne OTMEeTKU (o} npoaneHun CpoOKa NoNb30BaHUA;
npogneHune no TenedoHy

Ha oOWH AeHb

30,0

21

npoBepka 3aJ0JPKEHHOCTN YNTarbHbIX 3aK10B OTAENY XPaHEeHUs;
CBepka npeabsiBeHHOW 3afO0fMKEeHHOCTU C  [OKYMeHTauumen
YnTanbHOro 3ana

OoOWH OOKYMEHT

50

22

pa6oTa C OTKasaMu; KOHTPOSb CPOKOB MOCTYMNEHUS] OTKa30B;
npoBepka 060CHOBAHHOCTM OTKA30B; y4eT 0TKas3os

OOWH OTKa3

0,8




Bblgaua konuyM [OOKyMEHTa W3  3NeKTPOHHOW 6GubnuoTtekwy,
peanv3oBaHHOMW B CUCTEME 3alUULLEHHOro npocMmoTpa, Mo
3anpocy nosfb3oBaTens:

23 odopMIIeHNe 3aKkasa Ha KonupoBaHue OAWH 3anpoc 2,0

24 pacnevartka JOKYMEHTOB MO 3anpocam nonb3oBartenem OAWH nnct 1,0

25 3ANEKTPOHHOE KOMUPOBAaHWE: MOWUCK OOKYMEHTa, COXPaHEeHHOro | O4uH 3anpoc 10,0
nonb3oBateneMm; npoeepka anna Ona  KONMpoOBaHWS,
3MNEKTPOHHOE KOMUpoBaHWe; MpoBepka, Bblgaya HocuTens
nonb3oBaTento; Mo 3anpocy nornb3oBaTens - 3anucb Ha
ONTMYECKMI KOMNAKT-QUCK B1Mbnnoteku

2.13. BHyTpeHHAA paboTa BCE
Ta6nuua 35
N n/n HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
n3mepeHuns BPEMEHMU,
MUH.

1 2 3 4
[MoaroToBKa K Bblgaye JOKYMEHTOB:

1 npoesepka OPOHENONOK C OTMOXEHHbIMW JOKyMeHTamu (MO | Ha OOUH OeHb 10,0
HOMepaM YuTaTenbcknx buneTos, No cpokam)

2 cbpocka AOKYMEHTOB (N0 Cpokam) OOVH JOKyMeHT | 0,2

3 pacctaHoBka (QOPMYynsApoB uuTaTenen (no cpokam, Homepam, | ogauH dopmynsp | 0,3
andasuty, wudpam); paccTaHOBKA KOHTPOSIbHbLIX INCTKOB
nonb3oBaTenewn No Homepam

4 nogseaeHve uToroB paboTbl 3a npowenwui OeHb; BHECEHWE | Ha OOUH OeHb 12,0
3anncu B AHEBHUK / NNCTbI yyeTa

5 noadop AOKYMEHTOB NO NpeABapuTeNbHbIM 3aka3am yutaTenen | oauvH gokymeHt | 10,0
W NnaHam 4YTeHus

6 NPOCMOTP HOBbIX NOCTYNMEHUN AN peKoMeHAaunn YutaTensam oavH gokymeHT | 3,0

7 npocMoTp (NpoBepka MNpPaBUITbHOCTW  PAaCCTaHOBKW)  KHWUI | HA OOWH OeHb 50
OTKpbITOro goctyna B 43

8 npoBepKa Hanu4nga onncen B YmtansHom 3ane HAOP Ha ogHy Hegenwo | 60,0

9 3anonHeHne NUCTOB 3a40MKEHHOCTHU Ha OOWH OeHb 50

10 npoBepka BblgaHHbIX N34aHWUIA NO NUCTaM 3a40MKEHHOCTHU O4VH JokymeHT | 1,0
PaboTta c oTkazamu:

11 yyeT n Knaccudukaums OTKa3oB: OTMeTKa Ha JMCTKe | OOWH OTKa3 0,2
YnTaTENLCKOro TPeboBaHMA NPUYMHBI OTKa3a

12 npoeegeHne noucka [OOKyMeHTa, OTCYTCTBYIOLIEro No | O4VH OOKYMEHT 40,0
HeyCTaHOBNEHHOW Npu4rHe

13 paccTaHOBKAa  uuTaTenbCkMx TpeboBaHUM B  KapTOTEKe | ogHa KapTouka 0,3
"Hey[oBNEeTBOPEHHbIN cnpoc”

14 aHanu3 oTKa30B, COCTaBleHWe CBOAKM OTKas3oB (MO MpuyMHaMm | ogHa cBOAKa 16,0
0TKas3a 1 MepaMm UX JIMKBMZaLM1 1 npeaynpexnenns)

15 cocTaBneHme 6ubnuorpadmyeckoro onucaHmusi Ha AOKYMEHThI, | ogHa KapToyka 2,4
uMerLne Hamborbliee YMCNOo OTKa30B; Nepedaya KapTovku B
OTAeN KOMMNIEKTOBaHUS

16 COCTaBrieHVe KapTOTeKn OTKa3oB, NpoBepka M nouck no oHAy, | ogHa KapToyka 54,0

oTMeTKa B (hOpPMynsipe U B KapTOTEeKe OTKA30B MO pesyrnbTaTam
MpoBEpPKM

2.14. O6cnyxuBaHMe No MexobnonuoreyHomy aboHemeHTy (MBA). O6cnyxuBaHue No MeXxXayHapoaHOMY

MexbumnbnuoreyHomy aboHemeHty (MMBA) KX

Ta6bnuua 36
N n/n HanmeHoBaHwue npouecca, onepauun. Coctas paboTbl EovHnua Hopma
n3mepeHns BPEMEHM,
MUH.
1 2 3 4
Mprem 3akasos:
1 permctpauns aboHEHTOB B aBTOMAaTM3MPOBaAHHOM CUCTEME OAVH 3aKas3 10,0




2 npuem 3akas3oB oT 3apybexHbIX aboHeHTOB B | OAMH 3aKka3 50
aBTOMaTU3MPOBaHHOW cuCTeMe: pacnedaTtka OGnaHka- 3akasa;
LwngpoBka
3 0hOopMIIEHNE 3aKa30B MO LIMPKYNALMK OAVH 3aKas 5,0
4 nony4YyeHve [AOOKYMEHTOB; obpaboTka B aBTOMaTU3MPOBaHHOW | OAWMH OOKyMeHT | 5,0
cucteme
5 paboTa c oTKazaMu: M3MEHeHue cTaTtyca B cUCTEME, yKa3aHune | oauH OTKa3 3,0
NpWYMHbI 0TKa3a, n3BeLeHne aboHeHTa 0b oTKase
Bblgaya JOKYMEHTOB:
6 ohopmMmIieHne JOKYMEHTOB K Bblgaye O4VH AokyMeHT | 5,0
7 OoTrnpaBka: B3BelMBaHWEe GaHOeponen; HaknenBaHne agpecHon | oauH 7,5
3TUKETKU U LUITPUX-KOAA; NPOCTaBNeHe nevyarten; ynakoska B6angepornb
8 COCTaBleHNe MexgyHapogHoro cnuncka (5 ak3emnnspos) OVH CMUCOK 6,0
9 ohopmMIIEHNE JOKYMEHTOB AN TaMOXHU O4VH OokyMeHT | 5,0
10 COCTaBrEHMe Cnucka Ha3BaHWn, OTnpaBNAeMblX JOKYMEHTOB OAWH CNUCOK 10,0
11 paboTa Cc 3a40IMKEHHOCTbIO: COobLLEeHNne aboOHEHTY O 3afepXKKe | OAHO NMUCbMO 50
JOKyMeHTa; paboTa c iMcTamu 3a0IPKEHHOCTH
O6cnyxuBaHve uutatenen no MBA  (mexgyHapogHbIn
aboHEeMEeHT):
12 npvemM 3aka3oB: MNpoCTaBrneHMe Homepa OubnuoTeku, Kyda | oavH 3akas 50
HanpaBnseTcs 3aka3, HoMep 3akasa; neyatb 6naHka-3akasa
13 OTMpaBKa 3aKka3oB B MexAyHapoaHble bubnmoTeku OOVH 3aKka3 7,0
14 paboTa c oTkazamu OAVH 3aKa3 3,0
15 nonyyeHne [AOKYMEHTOB And  uuTatenen: odopmneHne | oanH JOKYMEHT 15,0
KapTouKw, KOMM4ecTBO NOMy4YeHHbIX 9K3EeMNMSPOB;
npocTaBrneHne gatbl BO3BpaTta; 3anorfHeHvWe deknapauuu Ans
yutarens
16 BO3BpaT [OOKymeHTOB 13 Y3: npoBepka BCex MyHKTOB | OAWH OOKyMeHT | 5,0
Aeknapaumu; nepegadya JOKYMEHTOB Ha OTNpaBKy
17 oTnpaBka: B3BewwMBaHWe BaHOeponen; HaknensaHne agpecHon | oauH 7,5
3TMKETKW U LUTPUX-KOAa; MPOCTaBneHne neyaTen; ynakoska Bangeponb
O6cnyxumBaHue yutarenen 6ubnunotekn no MBA:
18 nonyyeHve 3akasa U3 YyntarnbHoro 3ana OAVH 3aKa3 3,0
19 3anofniHeHne GnaHka-3akasa; NPoCTaBfieHUe PErncTpaumoHHOro | oauH GnaHk 2,0
Homepa, faTbl
20 YTOUHEHME YKa3aHHbIX uuTaTenem CBeJeHWA O 3aka3aHHOM | oauH AokymeHT | 3,0
OOKYMeHTe, Uuenu 3anpoca, WCTOMHMKA, OTKyda nonydeHsbl
cBefeHus
21 oubnunorpadguyeckas aopaboTka 3akasa; yTOYHEeHVe | OAWH 3akas 20,0
oubnuorpadmyeckmx  CBeAEHUN;  YYET  MOMYYEHHbIX U
oTpaboTaHHbIX TpeboBaHU
22 npoBepKa HanMuus 3anpallimMBaeMoro JOKyMeHTa B OnbnmoTtekax | oanH gOKymeHT | 8,0
ropoga, obnactu, permoHa, CTpaHbl, Mupa, B TOM 4ucne Mo
CBOAHbIM KaTanoram
23 3aka3 uM3gaHMa N0 9NEKTPOHHOW  noyTe, 3anofiHAEeTCs | OAWH JOKYMEHT 7,0
9MNEKTPOHHbIN B1aHK UNu B BUAE NPOM3BOMbLHOIO NMcbMa
24 3anMcb cBedeHWn O  HanpasfeHuMM 3akasa no MBA | oauH 3akas 3,0
(HaMmeHoBaHne 6UGNMOTEKN, paTa) Ha OOOPOTHOW CTOPOHE
bnaHka-3akasa
25 nomelleHne bnaHka-3akasa B "KapToTeky 3anpocoB uuTatenen | oavH 6naHk 1,0
no MBA" 3a pasgenutenem "3anpockl no MBA, HanpaBneHHble B
apyrve 6nbnmortekmn"
26 nonyyeHve OOKyMeHTa OT YuTaTens B YMTanbHOM 3ane; cBepka | oauH OokyMeHT | 5,0

OOKymMeHTa C ©OnaHkoM 3akasa, npoBepka COXPaHHOCTU
OOKYMeHTa, BHECEHNE OTMETKN O nepeaaye B COOTBETCTBYIOLLMN
oToen B KHWre  peructpauuu; nornyyvyeHne  OOKyMeHTa,
npucnaHHoro no MBA; pacneyatka ©aHgeponu, nNpoBepKa
COCTOSIHMS JOKYMEHTa, OTMeTKa AaTbl MOMy4YeHUs U HasBaHus
OnbnnoTtekn, BbIiCNaBLIEN OOKYMEHT, WHBEHTAPHOro Homepa,




CpoKa Nnonb30BaHuUs; nepectaHoBka 6naHka- 3akasa u3 pasgena

kaptotekn "Sanpocel no MBA, HanpaBneHHble B Apyrue
ounbnunotekn" B pasgen "lMonyyeHHsle no MBA nsgaxma”
27 Bbldaya nonyyeHHblx nNo MBA w3 uutanbHOro 3ana; cBepka | O4VH OOKYMEHT 1,0
BblJAaBaeMoro [JOKymMeHTa C OraHKoM-3aka3oM; npoBepka
Hanu4nsg CTpaHuL U COCTOAHUA JOKYMEHTa; OTMETKa Bblgayu
28 nepegaya usgaHus nocre Bo3BpaTa M3 YMTanNbHOroO 3ana Ha | O4HO usgaHue 50
MUKpodmnbMmpoBaHne (M/d)
29 BO3BpaT usgaHus nocne MUKpouUnbMMpoOBaHUs, NPOCTaBNeHne | O4HO usgaHune 50
wndpa m/d
30 noarotoBka K OTMpaBKe [OOKYMEHTOB B  OMOMMOTEeKy- | OAMH 3akas 12,0
doHgonepxaTenb 3aKasHou ©aHgeponbio; yrnakoBka
OaHgeponu, B3BeWMBaHWE ee, HaknemBaHue Mapkum (ecnu Het
LeHTpann3oBaHHOW onnaTbl Nepecbinikv); HanucaHve agpeca,
COCTaBMeHne onncu
31 pabota c oOTKasamu - npuM nonyvyeHunm ot 6ubnmoTeku- | oavH 3aka3s 6,0
doHponepxaTena usBelleHnss o6 OTkase wnNn  3agepxke
BbINOMTHEHWUS 3anpoca: yCTaHOBKa GnaHka 3akasa C ykaszaHueM
NpuYMHbI M gaTbl 0TKasa B kapToTeky "OTkasbl no MBA"
32 coobLeHne B otaen obecnyxmBaHMa O NonyYeHnn oTkasa (garta, | OAuH oTKas 2,0
npu4mHa)
O6cnyxmBaHne aboHeHToB No MBA:
33 nonyyeHne 3akas3a: aboOHeHT oOpaTunca B TeKylweMm rogy | oavH OTKa3s 0,5
BMEpBbIE: NPOCTAaBIIEHNE B KAPTOYKEe roga obpalleHns, gathbl
34 odopmneHme aboHeHTa (opraHmsaums paHee He | oanH aboHEeHT 12,0
aboHnpoBanach): perncrpaumsi aboHeHTa B
aBTOMaTU3MPOBAHHOW  CUCTEME;  3aKrMyeHue  JOoroBopa;
cornacoBaHue ¢ puany4eckum oTaenom
35 paccTaHoBKa perMcTpauuoHHbIX KapToYek B KapToTeke ofHa KapToykKa 8,0
36 AocTaBka TpeboBaHUIM B cneumanmampoBaHHble oHAbI oJHO 10,0
TpeboBaHue
37 JOoCTaBka W BO3BpaT [OKYMEHTOB B Creuuann3npoBaHHble | OOUH OOKYMEHT 10,0
doHabI
38 wundpoBka 3aka3oB aboHeHTOB, nMogbop GnaHkoB-3aka3oB MO | OAWH 3aka3s 4,0
andasuTy, NPOBEPKa HANMYns AOKYMEHTA Mo Katanory
39 oTnpaBka [OkymeHTa aboHeHTaMm: ynakoBka 6GaHaeponw, | oauH 3akas 12,0
B3BELUMBAHWE, HaKMeMBaHWEe MapKK, HanucaHwe agpeca;
COCTaBMEHME ON1CKU, TPAHCNOPTMPOBKA B rpynny OTNPaBKu
40 ounbnuorpadmnyeckas gopaboTka HEBLINOMHEHHbIX 3aKa3oB; | OAMH 3akas 20,0
YTOYHEHNE OubnmMorpadmnyeckux CBeAEHUA MO CrPaBOYHbIM
n3gaHusAM; y4ET MNONYYEHHbIX N 0TPabOoTaHHbIX 3aKa30B
2.15. Pa6oTa ¢ noctosiHHOM akcno3uuuen Mysesa kHuru KX
Ta6nuua 37
N n/n HanmeHoBaHwMe npouecca, onepauun. Coctas paboTbl EovHnua Hopma
n3mepeHuns BpPEMEHMU,
MUH.
1 2 3 4
1 peakcnosnyma (koppeKTupoBKa pasgenoB | OO4WH 9KCMNoHaT 96,0
TEMaTUKO-3KCMO3ULIMOHHOIO MNnaHa, BbISIBNEHWE MaTepuarnos
Ansi 9KCNOHMPOBaHus, nogobop)
2 3aMeHa OTAenbHbIX 9KCMOHATOB MO YCMNOBUSIM  XPaHEHUS | OAWMH 3KCMoHaT 80,0
(BbISIBNEHME, 0THOP)
3 MOHTaX, OEMOHTaX OOWH 3KcnoHaTt 24,0
4 aHHOTMPOBaHME HOBbIX 3KCMOHATOB OJVH 9KCrnoHaTt 12,0
5 pefakTupoBaHue 1 3ameHa (neyartb, opopMIeHne) aHHOTaUUM U | O4WH SKCMOoHaT 18,0

SKCMNNKaLMI B SKCNO3ULMK

KHUT .

I'Ipumeanwe: pa60T|=| ONMUCbIBAKT KOMMJIEKTOBaHNE, y4eT, COXPaHHOCTb HEKHWXHbIX MaTtepunarnoB Myse;i




2.16. CnpaBo4Has n uHdopmaLmoHHas pabota UBO

Tabnuua 38
N n/n HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
Y4YeT NoCTynMBLUNX BTOPUYHbLIX JOKYMEHTOB (KapToyek):
1 BbISIBIIEHNE HEBLINOMHEHHbIX 3aKa3oB; COCTaBMeHWe 3asiBKM Ha | Ha oaHy Hegento | 840,0
HEeBbINOMIHEHHbIE 3aKas3bl
OpraHmzaumnsa  cnpaBo4YHO-OMONMorpaduyeckoro  annapara
(CBA):
2 cocTaBneHue bubnuorpadmyeckon sanucu OAWH OOKYMEHT | 2,3
MpocmoTp n otbop kapTodek B CBA B uensx usbatna unm
nepemeLleHus (BTOpunYHbIN oTbop):
3 U3bATME U3 KaTarioroB M KapTOTEK KapTOYeK Ha [OOKYMEHTbl, | OgHO Ha3BaHue | 1,0
cnucaHHble u3 doHaa; NpoCMOTp KpaeBea4eckux,
oubnuorpadmyeckmx 1 cakrorpacduyeckux KapToTek; M3bAaTne
M3 HUX KapToOyeKk Ha [JOKYMEeHTbl, MoTepsBLIME LEHHOCTb,
nepeBefeHNE KapTOYKU B apXMBHbIE KAPTOTEKM (YHUHTOXEHME);
BHeCeHWe OTMEeTKM B >XypHarne ydeta W peructpauuoHHoMn
KapToTeke; U3bATUE M3 KaTaroroB W KapTOTeK KapToyek Ha
OOKYMEHTbI, CrMcaHHble n3 ooHaa
OpraHmsaumsi  KapToTeKM MepcoHanui Un  TeMaTU4ecKomn
KapTOTEKMW:
4 onpegerneHne W CcoCTaBreHWe TnepeyHs nuy, cBefeHus o | ogHa kapTtoteka | 15,0
KOTOPbIX OoTpaXarTcs B KapTOTeKe; nNpoCMOTp
WH(POPMALIMOHHBIX U34aHWUWA, NEPBUYHBIX LOKYMEHTOB, OT6Op
OOKYMEHTOB M5l BKMIOYEHUS B KapTOTEKYy; COCTaBneHue
aHanMTU4eCcKoro  aHHOTUPOBAHHOrO  Gubnuorpaduyeckoro
OnNUcaHusa JOKyMeHTa
5 npocTaBrneHne KkBanmdrKkaLumoHHbIX MHOEKCOB, NoAOOp kKapToyek | ogHa kapToteka | 4,0
no wuHAekcam (andaBuTy) W paccTaHOBKA KapTOukMm B
MHGOPMALIMOHHbBIN MaccuB
6 TexHudeckast U cogepxaTenbHasi obpaboTka OOKYMEHTOB AndA | oguH AokymeHT | 3,0
BKIMIOYEHNS B KapTOTEKy; paccTaHOBKa KapTo4vku Mo andasBuTy
dramunui aBTopoB 1 N0 BUAAM JOKYMEHTOB
7 TexXHuyeckoe pefakTupoBaHue KapToTek: npoeepka | ofHa KapToyka 2,0
COOTBETCTBUS CTPYKTYPbI, COOAEPXKaHUSA U 0OPOPMIIEHNS KAapTOUeK
B COOTBETCTBMM C TpeboBaHMAMM OAHHOW KapTOTEKW; 3aMeHa
BETXMX KAPTOYEK M pasgenurenen
2.17. AkckypcuoHHas gesatenbHoctb PUITUATDbI
Ta6bnuua 39
N n/n HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EaovHnuya Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
OKCKYpCUS MO 3KCMO3MLMM My3€est KHUTU:
1 0630pHas 3KCKypcus ofHa sKckypemsi | 60,0
2 9KCKypCcusi ¢ NnogbopoM M NOKa30M KHUF ofHa akckypems | 300,0
2.18. MpoekT "AHTUNNarnat" HET
Tabnuua 40
N n/n HaumeHoBaHwWe npouecca, onepauun. Coctas paboTbl EavHnua Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
OdhopmneHue n ydeT AOKYMEHTOB A5l OKa3aHus ycnyr:
1 nonyyeHve M npoBepka [OroBOPOB,  3aKMYEHHbIX € | oavH gokymeHT | 60,0




dur3nYecKMMI nuuamu, YmtaTensaMmm 6ubnmoTekn, No OKasaHuKo
YCIyr, CBA3aHHbIX C MCMNOMb30BaHWEM 3MEKTPOHHBLIX PEeCcypcoB
(OP) n anekTpoHHbIX 6ubnnotek OB)

BbIfpy3ka peecTpa W3 aBTOMaTU3NPOBAHHOW CUCTEMbI MO
CHOPMUPOBaHHBLIM AOrOBOpPaM, 3aKMOYEHHBIM C hU3nyeckumm
nvuamy, yuTatensMum  GubnmuoTeku, MO  OKasaHWI  YCRyr,
CBsi3aHHbIX ¢ ucnonb3oBaHvem AP n 3b

O[IMH peecTp

15,0

cBepka AaHHbIX MO MOCTYNMBLUMM AOrOBOpaM, 3aKMioYeHHbIM C
m3nyeckumMn nuuaMu, YiTaTensamm GubnunoTekn, No oKkasaHuio
YCNyr, CBSI3aHHbIX C ucnofib3oBaHmeM 3P n 3B, ¢ peecTpom,
BbIrPY)XK€HHbIM 13 aBTOMaTU3UPOBAHHON CUCTEMbI

OHa CBepkKa

40,0

npvem 3asiBK1 OT IOPUONYECKOrO N Ha 3akryeHme Jorosopa
Nno OKa3aHWIo yCnyr, CBsA3aHHbIX C ucnonb3oBaHnem OP n 36

OOWH OOKYMEHT

15,0

noaroToBka TEKCTa JOroBopa Mo OKa3aHWo YCIyr, CBA3aHHbIX C
ucrnonb3oBaHnem OP n 36

OOWH OOKYMEHT

15,0

cornacoBaHme [oroBopa MO OKa3aHWK YCNyr, CBA3a@HHbIX C
ucrnonb3oBaHnem OP n 36

OOWH OOKYMEHT

300,0

perncTpaums [OroBopa MO OKa3aHWIo YCMyr, CBSA3aHHbIX C
ucrnonb3oBaHnem OP n 36

OAOWH OOKYMEHT

60,0

3anonHeHne TpeboBaHMsa Ha odopmreHMe UHAHCOBOIO
OOKYMEHTa K [O0roBopy MO OKa3aHWK YCNyr, CBA3aHHbIX C
ncnonb3oBaHnem 3P n 3b

OOVH OOKYMEHT

30,0

npoBepka opopMIIEHHOTO (PUHAHCOBOrO AOKYMEHTa K 4OrOBOPY
Ha oKasaHue ycnyr, CBsi3aHHbIX C Ucnonb3oBaHvem 9P n 3b

OOWH OOKYMEHT

15,0

10

noanucaHne OOKYMEHTa MO OKasaHWl YCNyr, CBSA3aHHbIX C
ucnonb3oBaHnem AP n 3b

OOWH OOKYMEHT

960,0

11

BHECEHME B peecTpbl y4eTa NepBUYHbIX JaHHbIX O JOroBOpPE Mo
OKa3aHUWIo ycnyr, cBs3aHHbIX ¢ ncnonssosaHvem 3P u 3b

OOWH OOKYMEHT

30,0

12

CKaHMpOoBaHUe OOPMIIEHHOrO AOKYMEHTa Ha OKasaHwe YCHyr,
CBSI3aHHbIX C Ucrnonb3oBaHnem 9P n 9b

OOVH JJOKYMEHT

30,0

13

oTnpaBka MO 3fIEKTPOHHOW MouYTe
CKaHWPOBaHHOW  KOMWW  JOKYMEHTa
CBs13aHHbIX C Ucrnonb3oBaHnem 9P n 36

ropungn4eckomy  nuuy
Ha OKasaHue Yycnyr,

ofHoO
cooOLLieHne

40,0

14

noaroToBka TEKCTa [OKYMEHTa O BHECEHUM MW3MEHEHUN B
3aK/IOYEHHbI  JOTOBOP Ha OKasaHue YCNyr, CBS3aHHbIX C
ucrnonb3oBaHnem AP n 96

OOUH OOKYMEHT

60,0

15

noAroToBka TEKCTa LeHOBOro NPeasioKeHUs Ha okaszaHue YCIyr,
CBsI3aHHbIX C Ucrnonb3oBaHnem 9P n 36

OOUH OOKYMEHT

60,0

16

noaroToBka TEeKCTa akTa K [JOoroBopy 00 OkasaHuu yCryr,
CBsI3aHHbIX C Ucnonb3oBaHnem 9P n 3b

OOWH OOKYMEHT

60,0

17

npoBepka AaHHbIX Ha OoduMUManbHOM CanlTe rocyLapCTBEHHbIX
3aKynoK O NMPOBEAEHMN TOProBOW 3aKYMKU Ha OKal3aHWe YCHyr,
CBS13aHHbIX C Ucrnonb3oBaHnem 9P n 36

O[1Ha 3aKyrka

20,0

18

COXpaHeHMe  [OKyMeHTauum Cc  oduuManbHOro  canta
rocygapCTBEHHbIX 3aKyrnoK Mo OObsiBNEHHON TOProBOW 3aKyrke
Ha OKa3aHWe ycnyr, CBA3aHHbIX € ucnonb3osaHuem 9P n 3b

oavH chann

15,0

19

npoBepKka AOKYMEHTALUN TOProBOM 3aKyMnku Ha OKasaHwWe YCryr,
CB$13aHHbIX C Ucrnonb3oBaHnem 9P n 3b

OOVH IOKYMEHT

40,0

20

NoAroToBKa 3asiBKM AN ydacTuss B OOBSIBNEHHOW TOProBOK
3aKyrnke Ha oduunanbHOM CalTe rocygapCTBEHHBLIX 3aKynok Mno
OKa3aHMWK YCIyr, CBsA3aHHbIX ¢ ncnons3osaHnem AP 1 b

OHa 3adABKa

150,0

21

BU3MPOBaHWE 3asiBKW B COOTBETCTBMM C pEernameHToMm
oudnmoTekn

OOWH JOKYMEHT

360,0

22

noaroToBka TEKCTa AoroBopa Anst 0POPMIIEHMST MO OKOHYaHMIO
TOProBOM 3aKyrnku Ha ouumanbHOM CalTe rocygapCTBEHHbIX
3aKyMoK MO OKa3aHMWI0 YCNyr, CBA3aHHbIX C ucnonb3oBaHnem ISP
n b

OOVH JOKYMEHT

70,0

23

pasmMelleHre 3asBKM Ha ouLMarnibHOM caiTe rocyaapCTBEeHHbIX
3aKynok

oJHa 3asBKa

40,0




24

yyactTme B TOProBOW 3aKymnke
rocygapCTBEHHbIX  3aKynoK o
nnowagku

Ha oduunanbHOM caunTe
pernameHTy  3neKTPOHHON

oaHa 3akynka

120,0

25

noaroToBka TEKCTOB OOKYMEHTOB B COOTBETCTBUU Cc
Tpe6OBaHI/IFIMVI pernameHTa npoBegeHunda TOpFOBOVI 3aKyrnku no
OKa3aHWK ycnyr, CBA3aHHbLIX C NUCMNOJ1Ib30OBAHNEM OP un 36

OAOUH OOKYMEHT

360,0

26

opMMpOBaHME MNNATEXHOrO [OOKYMeHTa B Oyxrantepckou
nporpamMmme no TpeGoBaHUO Ha odopmrieHne UHAHCOBOrO
AOKYMEHTa K [OOroBOpy MO OKa3aHWK YCMyr, CBSI3aHHbIX C
ncnonb3oBaHnem AP n Ob

OoOWH OOKYMEHT

30,0

27

BbIBO Ha nevyartb n3 6yxranTepCK017|
C(*)OpM MPOBAHHOIO NMiiaTexXHoro JoKyMeHTa

nporpaMmbl

OOWH OOKYMEHT

7,0

28

nepefada naketa nfaTeXHbIX OOKYMEHTOB Ha nognucaHue B
Oyxrantepuio

OOWH NaKkeT

30,0

29

dopMUpoBaHNe exeqHEBHOro oTyeTa O paboTe Mo NPOeKTy u
BbINOMHEHUW YCNYT, CBA3aHHbIX C ucnonb3osanvem OP 1 Ob

OOWH OOKYMEHT

60,0

30

KOHTPONMb  CPOKOB  BbIMOMHEHWUS  YCMyr, CBA3AHHbIX C
ucrnonb3oBaHnem OP n 36

OOWH OOKYMEHT

30,0

31

KOHTPOIb UCNOSNHEHNST (PUHAHCOBBLIX 00513aTENBCTB NO JOrOBOPY
Ha OKa3aHWe ycnyr, CBsA3aHHbIX C ucnonb3osaHunem 9P n 3b

OAOWH OOKYMEHT

30,0

32

CcBepkKa MCronHeHns 06a3aTensCTB NO 3aKMioYeHHbIM A0roBOpam
Ha OKa3aHWe ycnyr, CBsA3aHHbIX C ucnonb3oBaHunem 9P n 3b

OOVH OOKYMEHT

60,0

33

KOPPEKTUPOBKA [aHHbIX B peecTpax ydeta 00 WCMOMHEHWUU
YCNOBUI [OOroBopa MO OKasaHWK YCIMyr, CBS3aHHbIX C
ucnonb3oBaHnem AP n 3b

OAOWH OOKYMEHT

40,0

34

HanpaBeHne PUANYECKOMY NMLY COOOLLIEHUS MO 3MEKTPOHHOM
noyte o0 UCNONTHEHUWN YCNOBWIA OOrOBOpa MO OKa3aHWI0 YCNyr,
CBS13aHHbIX C Ucrnonb3oBaHnem 9P n 3b

ofHO
cooOLLieHne

30,0

35

(bOpMVIpOBaHVIe naketa [OOKYMEeHTOB AO5d
ropngn4eckomMy nmuy noYToBbIM OTNPaBJIEHNEM

HanpasJieHunsa

OOWH NakeT

40,0

36

Bbla4Ya OpuUrmnHaroB 3aKMOYEHNA N KOMMNIIEKTOB OOKYMEHTOB
3aKa34MKkaM Ha pyKu

OOVH JJOKYMEHT

60,0

37

MOAroToBKa KOMMNMEKTa JOKYMEHTOB MO JOrOBOPaM C MOSTHOCTbIO
BbINOMHEHHbIMN 06s3aTenbCTBaMM OKa3aHus YCryr, CBA3aHHbIX
¢ ucnonb3sosaHnem 3P n 3b, ans nepegayv B Gyxrantepuio

OOWH KOMMIIEKT

60,0

38

COCTaBreHne peecTtpa KOMMNEKTOB JOKYMEHTOB, XPaHSLLMXCH B
apxuse u / nnv nepegaBaeMbix B Oyxrantepuio

OAVH peecTp

60,0

39

cocTaBrieHne u odopMneHne apxvBHOW Manku OpurMHaros
AOKYMEHTOB

OAHa nanka

30,0

40

CO3flaHWe apXMBHOW 3rIEKTPOHHOM KOMUW [OOKYMEHTOB C
MOSTHOCTBHO BbIMOJSTHEHHBIMW 06S3aTENBCTBAMM OKa3aHUS yCIyr,
CBsI3aHHbIX C ucnonb3oBaHnem OP n Ob, nepenaBaemMbix B
Oyxranteputo

OOWH OOKYMEHT

40,0

41

nepenadva AOKYMEHTOB B 6yxranTepmo no peecTpy KOMMIeKToB
OOKYMEHTOB

OJVH peecTp

40,0

42

dopMMpoBaHNE OTYETOB O pes3ynbTaTax paboTbl N0 MPOEKTY
oKasaHus ycnyr, CBA3aHHbIX € ucnonb3oBaHvem 3P n Ob

OOVH IOKYMEHT

1200,0

NHdopmaumnoHHaa noggepxkka nonb3oBaTtenen no okasaHuio
YCIyr, CBA3aHHbIX € ucnonb3osaHveMm 3P n Ob:

43

TenedgOoHHbIE KOHCYNbTaLUKM MO OKa3aHWIO YCIyr, CBA3aHHbIX C
ncnonb3oBaHnem OP n 3b, ana topuanyecknx n usndeckmnx
nuu,

OJWNH 3BOHOK

40,0

44

cocTaBneHue coobLLeHNi A B OTBET Ha BXOASALUUE 3MEKTPOHHbIE
nMcbMa Mo OKa3aHWIo YCIyT, CBA3aHHbIX C UcMonb3oBaHueM OP n
Ob

0fHO
coobLleHne

180,0

45

dopmmnpoBaHme cnmcka KIMeHTOB OS1 MPOBEAEHNA MacCOBOM
PacCbIfiKX MO 3MEKTPOHHOM MOoYTe MO MPOEKTY OKa3aHWsA YCIyr,
CBsi3aHHbIX € ucnonb3oBaHnem 3P n 3b

OQHa pacchblfika

1920,0

46

NMOAroToBKa AOKYMEHTOB ANS MPOBEOEHUS MAacCOBOW PacChINKM

OdHa pacchbljika

600,0




Mo NPOEKTY OKa3aHUs yCryr, CBsi3aHHbIX C UCMonb3oBaHem OP 1
Ob

47

npoBefeHne MacCOBOW PacChifku NO NPOEKTY OKaszaHus YCIyr,
CBS13aHHbIX C Ucrnonb3oBaHnem 9P n 36

0[lHa pacchblirka

90,0

OcyulecTBneHuve ycnyru npegoctasnexus goctyna Kk 3P n 9b:

48

peructpaumss HoBbIX / akTueBauus / [eakTMBauus paHee
paboTatowmx  opuaudeckux /  U3MYECKMX Nl B
aBTOMAaTU3MPOBaHHON cUcTeMe

OAHa 3annucb

30,0

49

dopmupoBaHne CcooBLLeHNs npeacTaBuUTeNto  HPUONYECKOro
nvua ¢ JaHHbIMK Ans aktuBauum goctyna kK 9P n Ob

oAHO
cooOLLieHne

30,0

50

KOHTPO/b 3a OKasaHWEM YCIyr, CBA3aHHbIX C UCMOMb30BaHNEM
OP un Ob, gna ropugudecknx n dusmyecknx nuy ¢ AP n 36,
BKITHOYasi MOHUTOPWHT HapyLLEHWS MpaBui oKasaHus ycnyr

0fHO
topuanyeckoe
dumamnyeckoe
nuo

/

60,0

51

KOPPEeKTMPOBKA  OaHHbIX O  IOPUAMYECKMX  fMuax B
aBTOMAaTU3MPOBaHHOW CUCTEME

OHa 3anncb

30,0

52

BHECEHME U3MEHEeHWA B  CNUCOK  IOPUAMYECKUX N,
pasMeLleHHbIV Ha canTe NpoekTa

OAHa 3anuncb

30,0

OcywecTBneHne ycnyrm npoBepKM TEKCTOBOro AOKYMeHTa Ha
Hanvyne 3aMMCcTBOBaHMIN U3 JOKYMEHTOB B cocTase Ob:

53

BHECEHWe B peecTp y4yeTa NepBUYHbIX AaHHbIX O MOCTYMMBLUEM
OOKYMEHTE Ha OKasaHue Ycryru [poBEPKM TEKCTOBOrO
AOKYMEHTa Ha Hanuyine 3auMMCcTBOBaHWMA W3 [OKYMEHTOB B
coctaBe Ob

OAOWH OOKYMEHT

15,0

54

KOPPEKTUpOBKA [OdaHHbIX B peecTpe YydyeTa 006 aTanax
BbIMOSTHEHWNS 3aKa3a Mo OKa3aHWI0 YCIyrn NPOBEPKN TEKCTOBOrO
OOKYMEHTa Ha Hannyve 3auMCTBOBaHWA W3 [OOKYMEHTOB B
coctaBe Ob

OOWH OOKYMEHT

15,0

55

pacnpegeneHve [OOKYMEHTOB MO 3KcnepTtaM [Ansd oKas3aHus
yCnyrm npoBEPKU TEKCTOBOrO [AOKYMEHTa Ha  Hanuuiue
3aUMCTBOBaHUI U3 JOKYMEHTOB B cocTaBe Ob

OOVH JJOKYMEHT

40,0

56

nepenaya JAOKYMEHTa 3KCMepTy ANs oKa3aHWsa YCryru NpoBepku
TEKCTOBOro [OOKyMeHTa Ha Hanhundue 3aMMCTBOBaHUNA 13
AOKYyMeHTOB B cocTaBe Ob

OOVH JIOKYMEHT

15,0

57

nonyyeHne n obpaboTka 3KCNEpPTOM AOKYMEHTa Ha OkasaHue
yCryru npoBepkM TEKCTOBOrO [OKYMEHTa Ha Hanuuve
3aMMCTBOBaHMI 13 JOKYMEHTOB B cocTase Ob

OAOWH OOKYMEHT

40,0

58

nU3ydeHne IKCMepTOM CTPYKTypbl, COCTaBa, CoAepXaHusi
OOKYMEHTa [ns OKa3aHusa YCnyrm MpOBEpKM TEKCTOBOro
OOKYMEHTa Ha Hanuuve 3auMCTBOBaHWA W3 [OOKYMEHTOB B
coctaBe Ob

OOWH OOKYMEHT

180,0

59

npoBepKa J3KCNepToMm [AOOKyMeHTa Ha Hanuydne npuemos,
npenATCTBYHLWNX pacno3HaBaHUIO TEKCTa aBTOMaTVI3I/IpOBaHHOI7|
CUCTEMOW M OKa3aHWUIo YCInyrn npoBepKn TEKCTOBOIo AOKYMEHTa
Ha HanM4ymMe 3aMMCTBOBaHUN U3 OOKYMEHTOB B COCTaBe 9b

OOVH IOKYMEHT

180,0

60

npoBegeHne JIKCNepTom HepBMHHOVI npoBepKM LOOKyMeHTa C
NCNnoJyib30BaHMeEM aBTOMaTVI3I/|pOBaHHOI71 CUCTEMBI

OOVH IOKYMEHT

60,0

61

ob6paboTka aKCnepToM oTYeTa aBTOMAaTM3VMPOBaHHOW CUCTEMbI O
NMepBMYHOW NpPOBEPKE [OOKYMEHTa C LEnbil  UCKIYeHUs
KOPPEKTHbIX 3aMMCTBOBaHUI

OOVH IOKYMEHT

480,0

62

aHanus 3KCMNepToMm HEKOPPEKTHbIX 3aMMCTBOBaHWMN,
06HapYXEHHbIX B JOKYMEHTE

OOVH JOKYMEHT

600,0

63

aHanma cnpaBOYHO-OMONMorpaduyeckoro annapara JOKyMEHTa,
BKI1l04ad CBePKY MCTOYHUKOB, YKa3aHHbIX B CMUCKe NinTepaTypbl

OOWH JOKYMEHT

480,0

64

hopMMpoBaHME TEKCTa IKCMEPTHOrO 3aKIoYeHWst Mo UTOory
NMPOBEAEHHON MPOBEPKM OOKYMEHTa C Yy4eTOM [aHHbIX oT4yeTa
aBTOMaTM3MPOBaHHOW CUCTEMbI

oOWH OOKYMEHT

120,0

65

npoBepKa TeKCTa 3aKnw4yeHunAa Ha npegmMeTr COOTBETCTBUA
YCTaHOBJIEHHbIM Tpe6OBaHI/IF|M K pe3ynbTaTy OKa3aHua ycnyru

oOWH OOKYMEHT

15,0




NPOBEPKN TEKCTOBOIo OOKYyMeHTa Ha Halun4dune 3aMMCTBOBaHUMN
13 JOKyMeHTOB B coctaBe Ob

66 aHanus copepxaHua pes3ynbTaToB MPOBEPKW, YKasaHHbIX B | OOWMH OOKYMEHT 60,0
3aKNIOYEHMU, KOPPEKTUPOBKA POPMYNUPOBOK
67 BbIBOJ, HA NevaTb UTOrOBON (HOPMbI 3aKMOYEHNSA NO pe3ynbTaTy | OAWMH OOKYMEHT 15,0
NPoBeAEHHON MPOBEPKN OOKYMEHTa C y4eTOM [daHHbIX OoTyeTa
aBTOMaTU3MPOBAHHOW CUCTEMBI
68 noanucaHue 3akni4veHust OAVH OOKYMEHT 240,0
69 CKaHMpoBaHmne 0(hOopMIIEHHOIO 3aKNYeHns oavH gokymeHT | 30,0
70 KOPPEKTUPOBKa B peecTpax ydyeTa [aHHbIX O BbIMNONHEHUN | oauH AokymeHT | 40,0
06s3aTensCcTB MO AOrOBOPY W OKas3aHWK YCNyrn MpOBEpPKU
TEKCTOBOrO [OKYMEHTa Ha Hanuuve 3auMCcTBOBaHUWA U3
JOKyMeHTOB B cocTaBe Ob
71 coCTaBfieHNe [OOMNOSIHEHUS K 3akflovyeHuo Mo  pesynbTaTty | 04HO MUCbMO 120,0
oKaszaHus MNPOBEPKM TEKCTOBOrO [JOKYMEHTa Ha Hanuyue
3aMMCTBOBaHUN 13 JOKYMEHTOB B cocTase Ob
72 cbop n obpaboTka CTATUCTMHECKMX AaHHbIX NO NPOEKTaMm C | O4WH 3anpoc 240,0
73 ucnonb3oBaHnem 3P n 3b
74 npoBeeHne NpoBepku kavectsa dannos B b OOVH dhann 40,0
75 3arpyska dannoB Ana BknioyveHns B OB ¢ npoctaHoBkow | oguH dhawn 30,0
npusHaka gocryna
76 pesepBHOe konnpoBaHue annos Ob 0OHO 60,0
KonnpoBaHue

2.19. Oka3aHue ycnyr yaaneHHbIM Nofnb30BaTensaM, B TOM YMucne Yyntatensam 6Mbnmorteku, nocpeacTBOM
OHNaHOBLIX aBTOMaTuU3npoBaHHbIX cepBucoB (OnNAC) UBO ®UITUATLI LOA

Tabnuua 41
N n/n HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
namepeHns BPEMEHM,
MUH.
1 2 3 4
1 TenedoHHble KOHCYNbTalMuM Mo OpraHu3auMoOHHbIM BOMpPOCaM | OOUH 3BOHOK 30,0
odopmIieHus n npegocrtasneHus yenyr yepes OnAC
2 cocTaBneHne cooblleHNA B OTBET Ha SI1eKTPOHHbIe MNUCbMa | OAHO 180,0
nonb3oBaTtenen OnAC cooOLLieHne
3 nepeHanpasneHue coobLLeHun B nogpasgerieHue, | 0gHo 15,0
OTBETCTBEHHOE 3a OKasaHue KoHKpeTHon ycnyrn B OnAC coobLleHne
4 KOHTpOIb 1 06paboTka nonyyeHHbIX 3aka3oB B OnAC O[VH 3aKas 20,0
5 nposepka 3akazoB B OnAC Ha cOOTBETCTBME MpaBuiaM | OAWH 3akas3 30,0
npegocTaBneHns ycnyr
6 KOHTPOSIb 3a MNOCTYNMAEHNAMM CPEeACTB MO ONfayvyeHHbIM 3aKkasam | ofgHa ycnyra 60,0
B OnAC
7 KOPPEKTUPOBKA CTaTyca 3aKasa, 3aKpbiTMe 3aKa3oB OAVH 3aKa3 30,0
8 NoAroTOBKa akTa CBEPKU 3a OTYETHLIW Nepuoa O MOCTYNMEHUSX | OOVH OOKYMEHT 60,0
CpPEeACTB No onnavyeHHbIM 3akaszam B OnAC
9 nognucaHne cBoAHbIX OTYETHbIX JOKYMEHTOB oavH gokymeHt | 300,0
10 dopmMupoBaHMe naketa [OOKYMEHTOB [ANf  HanpasrieHus | OAWH naket 30,0
NMOYTOBbLIM OTNPaBNEHNEM
11 dopmMupoBaHMe eXeOHEeBHOro OTyeTa O HOBbIX 3aka3ax W | OAWH OTveT 60,0
BblinonHeHun ycnyr B8 OnAC
12 opMUpPOBaHME MTOrOBLIX OTYETOB O pesynbTatax paboTbl Mo | OAWH OTYeT 1500,0
NPOEeKTY, C AeTanusaumen no Kaxxgon oTaenbHon ycnyre
Pernctpaunsa nonb3oBatenen B peXXMme OHMamH:
13 npoBepka 3anncy nonb3oBartens B 6nbnmoreky OAvH 1,0
nonb3oBaTtenb
14 obpaboTka n BBO4 haMmnumn, UMeHN, oT4eCTBa NOMb3oBaTENA U | OAWH 2,5
agpeca ero anekTPOHHOW NoYTbI 3IEKTPOHHbIN
opmynsp
15 COCTaBMeHMe NUCbMa C yKazaHUeM NOorMHa U CreHepmpoBaHHOIO | OHO 25




CUCTEMOWN Mapornsl, NPUKpPensieHne UHCTPYKLUUKN MOMb30BaHUSA U | 3NEKTPOHHOEe
OTMpaBKa ero no 31eKTPOHHOW NOYTE MOMb30BaATENHO n“cbMo
Ob6cnyxmBaHWe Nonb3oBaTenemn B peXxvme OHMNawH:

16 Bbirpy3ka 3 OnAC OTYETHbIX JaHHbIX 3a onpeaerieHHbI nepruoa | OavH dann 5,0
BpEMEHU

17 pasMelleHne HOBbIX MOCTYNNEeHWN [OKYMEHTOB Ha cawTe | oauH dann 15
OmbnuoTekn: cosgaHve 3arosioBka aHHOTauuW; MpUKPenseHne
dannos

18 pacchblfika No 3NeKTPOHHOW MoyTe yAaneHHbIM Mornb3oBaTensM | O4HO 15
VMHOPMALMOHHBIX COOBLLEHMI 3NEeKTPOHHOE

NMCLMO

19 MHdOPMaLIMOHHOE CONPOBOXAEHME CaiTa, nopTana u CTpaHuL B | 04HO 1,5
coumanbHbIX  CETAX: CO3[4aHWe  3arofioBka  aHHoTauuu; | cooblieHune
npukpennenune cgarina(os)

3. TunoBble oTpacneBble HOPMbI

TpyAa Ha paboTbl,

oubnuoTtekax ans nHBanuaos. no 3peHnto  HET

BbiNnoJjiHAeéMble B cneunanu3mpoBaHHbIX

Hopmbl Tpyaa paspaboTaHbl Ha OCHOBHble BuAbl paboT, BLIMOMHSEMbIX B CRELManm3npoBaHHbIX

6ubnuotekax AN MHBaANWAOB MO 3PEHUID: KOMMMEKTOBaHWE W yyeT GubnuoteyHoro coHaa; GubnuortevHas
obpaboTka OOKYMEHTOB; OpraHm3auus u BedeHue katanoros, popmupoBaHue 6a3 gaHHbIX, B TOM 4yucne 6a3s

OaHHbIX 3BYKOBbIX (pannos;

pabota c c¢oHOooOM M obecnevyeHue €ro COXPaHHOCTY;

CTaunoHapHoe w”n

BHECTaUunoHapHoe obcnyxmBaHMe Monb3oBaTenen; maccoBasi, CrnpaBoyHasi M MHdopmaunoHHas paboTa;
Hay4HO-MeToaMYecKas U pefakUMOHHO-u3gaTenbckad paboTa; BbiMyCcK ManoTUPaXHbIX M3OaHWI creunanbHbIX
cdopmaTos.

KoadpdbmumeHTbl: anga cnaboengdawmx - 1,5; ona He3psuux - 2,0.

3.1. KomnnekTtoBaHue 6ubnunotevHoro oHpa

anI BbIMOJIHEHUN pa60T cnaboBMasaWNMU 1 He3pAaYnMmn cneumnannctamm ﬂeVICTByPOT nornpaBo4Hble

Ta6bnuua 42
N n/n HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
Tekyllee KoMmnnekToBaHve 6ubnunotevHoro gooHaa:
1 NPOCMOTP KHUromsgaTenbCKoW U KHUIrOTOProBoW WMHdopMauuu | ogHa nosvuums 0,5
(aHHOTUPOBaHHbLIX MMAHOB BbiMyCka NUTEpPaTypbl, MPOCMNEKTOB,
CanToB U34aTenbCTB U N34atoLmMX OpraHm3aumm)
2 onpefeneHne Tembl U BUOa OOKYMEHTa, noanexawiero otoopy, | ogvH ookymeHT | 6,0
BbIICHEHME  HeobxoaMmocTu  npuobpeTeHusl, CBepka C
3NIEKTPOHHbIM KaTanorom
OnpeaeneHne 3K3eMnIsspHOCTM 3aKasa: O[Ha no3nums
3 Ans nogpasgenexHuni 1,0
4 ans 6ubnuoTekn B LEenom 2,0
5 odopmMmneHme 3akasa: CcOCTaBneHue [oroBopa, O0dOpPMIEHME | OAMH 3aKas3 45,0
NPUNOXEHNs K OrOBOPY; yKaszaHue 3K3eMnngapHOCTU, CTOMMOCTHU
3aKkasa; cocTaBneHme TEXHUYECKOro 3agaHus
6 noarotoBka K rMpoBedeHW0 TOProB: COCTaBfieHMe cnucka | ogHa npoueaypa | 200,0
TpeboBaHMi K y4acTHMKaAM KOHKYpCa; OMOBELLEHNE Y4aCTHUKOB
KOHKypCa O CpOKe MpoBefdeHWsi; HanucaHwe, perncrpaums u
paccblika NcbMa B U3gaTenbCcTBa U usgatowime opraHmsaumnm
PaboTa B aBTOMaTn3MpoOBaHHOM PEXMME:
7 BBOA 3akasa TeKyllero KOMMJeKToBaHna B 6a3y [AaHHbIX | O4HO Ha3BaHue 3,0
aBToMaTusmpoBaHHo  cuctembl (B AC); yKkasaHve
3K3eMNIISPHOCTU 3akasa, pacnpejerieHMe no CTPYKTYPHbIM
nogpasgeneHuam
8 penaktupoBaHne BBefdeHHbiXx B Bl AC cBegeHun o 3akase; | 0O4HO Ha3BaHue 6,0
BbIBO/J Ha 9KpaH; BHECEHNE U3MEHEHUN
9 BbIBO4 Ha MpPUHTEP MdaHHbIX TeKylwero KOMMIIEKTOBaHUS; | 04HO Ha3BaHue 1,0

pacnevarka




BeneHue KapTOTEKU TeKYyLLEero KOMnriekroBaHusa:

10 COCTaBlIeHNE KapTO4KW; yKa3aHue aBTopa, 3arfaBusd, BbIXOOHbIX | OOHA KapTo4ka 3,0
OAHHbIX, UICTOYHMKA KOMMNEKTOBaHUS
11 paspeska u3gaTtenbCKMX MMnNaHoB, pacnevyaTtok AN KapTOTEKW | O4Ha KapTo4ka 2,0
TEKYLLero KOMMMEKTOBAHWS; HaKNemBaHMe Ha KaTanoXHble
KapTOYKM
12 nogbopka KapTodek Mo andaBuTy; pacCcTaHOBKa B KapTOTEKy | Of4Ha KapToyka 1,0
TEeKyLero KOMMIeKkToBaHus
OdbopMneHue NogNNCKM Ha Nepnoanyeckme N3gaHuns:
13 npocMoTp kaTanoroB "Pocneudatn"; oTOOp nepuoamnyeckux | ogHa nosvuums 0,5
n3gaHnin ANsa NOAnMCcKu
14 cbop 3asBOK 418 MOANWNCKM OT CTPYKTYPHbIX NogpasgeneHun ofHa 3asBKa 1,0
15 odopmrieHMe 3aka3a Ha MNoAnNUCKY; MoAcyYeT CTOMMOCTM | OAMH 3akas 300,0
noannckn ¢ yd4eToM [JOCTaBKM; COCTaBfeHuMe [Orosopa,
0hopMIIEHNE MPUMNOXEHUS K JOrOBOPY
16 COCTaBfEeHMe perucTpaLMoHHOW KapTOYKM ONs  KapTOTeKu | ofHa KapToyka 6,0
nepuoanyeckux  nsgaHui; yKkasaHue uHaekca, roga,
NEPUOANYHOCTN,  WUCTOYHMKA  MOCTYMMEHUS,  CTPYKTYPHOro
nogpasgenexHusi
PaboTta B aBTOMaTU3MPOBAHHOM pEXUME:
17 BBOZA 3aKasa Ha nepuoanyeckue unsganus B b AC OfHa KapToyka 3,0
18 KOPPEKTUPOBKA 3aKa3a; BbIBOZ Ha 3KpaH Cnmucka Nepuoanyecknx | ogHa nornpaska 0,3
N30aHWUN; BHECEHUE U3MEHEHUN
JdokomnnekToBaHue 6ubnmnotevHoro goHaa:
19 npvem 3asiBOK Ha npuobpeTeHne AOKYMEHTOB OT CTPYKTYPHbIX | O4Ha 3asiBka 3,0
nogpasgenexHui
20 COCTaBrneHue dmbnnorpaduyeckon 3anucu; yKkasaHue | oHa KapToyka 3,0
KONMMYecTBa 3K3EMMNNAPOB U CUIMOB NoApa3geneHumn
21 BKIMOYEHMNE 3asBKMN B KAPTOTEKY JOKOMMNEKTOBAHNUS OfHa KapToyka 0,3
22 NPOCMOTP KapTOTEKW HeyaOoBMeTBOPEHHOro Ccrnpoca; aHanui | oguH JokymeHT | 2,0
OTKasa Ons BbISBMEHUS OTCYTCTBYIOLLMX JOKYMEHTOB; BKMHOUYUTD
WX B KApTOTEKY JOKOMMMEKTOBAHUS
CocTaBneHuve onepaTyMBHOrO MraHa KOMMNNEKTOBaHUS:
23 onpegeneHne KoNUYeCTBEHHbIX MokasaTteneln obbema doHAa | OAMH nnaHa 1200,0
(mocTynneHue, BbIObITME), OTpPacneBOro COCTaBa, MCTOYHUKOB
NOCTYNSIEHUHA, CMETbl pacxoaos
OdbopmneHmre nnaHa KOMNIIeKToBaHUsA B hopme:
24 Tabnuy, ofHa Tabnuua 5,0
25 KapTOTEKN O[Ha KapTo4Ka 3,0
PaboTta B aBTOMaTU3MPOBAHHOM pEXUME:
26 BBO/ NnaHa komnnektoBaHus B b} AC OOVH nnaH 30,0-
120,0
27 KoppekTuposka b[l; BblBog Ha 9KpaH; BHECEHUE N3MEHEHUI ofHa nonpaska | 0,3
3.2. Mpuem, BbIObITUE U YyYET JOKYMEHTOB
Ta6bnuua 43
N n/n HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EaovHnuya Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
[MpremM NocTynMBLUMX JOKYMEHTOB;
1 npuem [OKYMEHTOB MO COMPOBOAUTENbHBIM  [OOKYMEHTaM | ofgHa napTus 50
(HaknagHas, akT); nogbopka [OOKYMEHTOB MO KOMMMEKTaM,
andaBuTy aBTOPOB M 3arnasBuKi, 3KCMEeAWUMOHHbLIM HOMepaMm;
CcBepKa € CoOnpoBOANTENbHBLIM JOKYMEHTOM; NPOCTaBNEHNE LeHbl
Ha JOKYMEHTe, MOACHET YMCra 9K3EMNNAPOB, 06LLYI0 CTOMMOCTb
[Mprem aokymeHTOB 6e3 conpoBOAUTENbHbBIX JOKYMEHTOB:
2 noabopka OOKYMEHTOB MO KOMMNeKkTaM, andgasuTy aBTOpPOB M | oauH AokymeHT | 10,0

3arnaBuim; npoesegeHne oueHKyY JOKYMEHTOB




3 COCTaBJfIeHME aKTa Ha NpuemM JOKYMEHTOB OAMH aKT 5,0

4 npocTaBfneHne LWTeMnens Ha TUTYNbHOM nucte M Ha 17-i | oguH fokymeHT | 0,6
CTpaHuue [dOoKyMeHTa Ha OymMaxHOM HocuTene, Kaxaom
KOHTelHepe "roBopsllen" KHUrM Ha KacceTax, KOHTenHepax
donel-kapT, ONTUYECKUX U XKECTKUX ANCKOB
CBepka MNOCTYNMBLUMX [OKYMEHTOB C KapTOTEKOW TeKyLlero
KOMMNNEKTOBAHUS:

5 cBepka MOCTYNMBLUEro AOKYMEHTa C KapTOYKOW W3 KapTOTeku | oHa KapToyka 1,0
TEeKyLero KOMMMEKTOBaHMS; MOUCK KapTOYKW, BbIMNOMHEHME Ha
KapTOYKe OTMETOK

6 YCTaHOBMEHWE KapToukM 3a pasgenutens "BbINONHeHHblEe | ogHa KapTodka 0,5
3akasbl"
PaboTta B aBTOMaTN3MPOBAHHOM pEXUME:

7 cosgaHve B B[] AC 3anucu o HoOBOWM OpraHn3aumu- NocTaBLMKEe | 0gHa 3anucb 2,0

8 nouck 3anucu B B[] "3aka3"; BHeCeHMe OTMETOK O BbIMOMIHEHUN | OfHa 3anuchb 0,6
3akasa

9 npoBepka Ha gybrneTHOCTb NoCTynuBLIMX AokyMmeHToB B B[] AC OOVH OoKyMeHT | 2,0

10 perncTpaumst Hoeblx noctynnexnuii B b AC oavH gokymeHt | 3,0

11 nognmcka Ha npogorkawlwmecs wusgaHus; BbINOMHEHWE B | ogHO HassaHue | 2,0
pervcTpaumnoHHoOW kapTodke BnbnmMoTeYHbIX OTMETOK

12 KoppekTupoBka 3anucen B B[] AC; BblBO4 3anvcu Ha 9KkpaH; | ogHa nonpaska | 0,3
BHECEHME N3MEHEHUN
[Mprem 1 perncTpauus XypHanos 1 rasert:

13 noabopka >XypHanoB W raset no andasBuTy HasBaHWMW; MOUCK | OAMH AOKyMeHT | 1,0
pPerncTpaumMoHHOM  KapTOYKM B KapTOTEKe  MOAMMUCHbIX
nepnoanyeckux M3gaHum, oTMeTka HOMepa, AaTtbl NOyyYeHust
AOKYMeHTa

14 NnpocTaBreHne LTeMnens Ha XypHane, rasete OAVH AOKYyMeHT | 0,5
PaboTta B aBTOMaTU3MPOBAHHOM pEXUME:

15 oTMeTKa O peructpauuu nepuogudecknx msgaHui B B[] AC | ogHa 3anucb 0,5
(HOMep, KONMYECTBO 3K3EMMMAPOB, OTAEN XPaAHEHMUS)
BegeHne kKHUMM cyMMapHoro yyera:

16 BblJerieHe JOKYMEHTOB MO BuAaMm, oTpacrsmM 3HaHus; NoacyeT | ogHa napTtus 10,0
ynucria [JOKYMEHTOB; 3anucb pesynbTaTtoB noacdeta Mo
yCTaHOBMNEeHHON dhopmMe B kKHUre cymmapHoro yyeta (KCY)

17 noAcyeT NOCTpaHU4HO No no3numam AaHHbix KCY; nepeHeceHue | ogHa nosvums 2,0
WTOMM Ha CneaymroLLyto CTpaHuuy

18 cBepka (pMHaHCOBLIX [OOKYMEHTOB oTAena ¢ (UHAHCOBbIMW | OAMH OOKYMeHT | 2,0
JOKyMeHTaMu Gyxrantepum

19 ohopMIIEHNE CONPOBOAMUTESNbHbBIX AOKYMEHTOB (HaknagHas, akT) | O4uH JOKYMEHT 15,0
ONns nepegayun B Oyxranteputo
PaboTta B aBTOMaTN3MPOBaHHOM pEXUME:

20 BBOA ctatuctmnyeckux gaHHbix KCY B Bl AC (roa, Homep KCY, | ogHa naptus 6,0
Homep CONpPOBOANTENBLHOMO OOKYMeHTa, WUCTOYHUK
KOMMIEKTOBAHNS, CTOYHUK (OUHAHCUPOBAHUS, YMCIIO Ha3BaHUN,
YMCNO IKIEMNSPOB, TUM M3aHWI, CYMMA)

21 pacnevatka KCY Ha npuHTepe OfHa CTpaHuua 1,0
BeneHvne NHBEHTAPHOW KHUTU;

22 OPOpMIIEHNE WHBEHTApPHOW KHWUMM; HyMepauus CTpaHuu, | o4Ha cTpaHuua 1,0
NpocTaBrneHne HoMepa B UHBEHTAPHOW KHUre

23 3anncb JOKYMEHTOB MO YCTaHOBIEHHOW hOpMe B MHBEHTapHYO | oavH AokymeHT | 10,0
KHUIYy; BHeceHne OubnuorpadmyeckMx CBeOEeHVMM Ha HOBble
NOCTYNIEeHUs; MNpPOCTaBNeHMe WHBEHTApHOro HoMepa Ha
AOKYMEHTe, NOEHTUMUKALMOHHOTO (CMCTEMHOrO) HOMepa Ha
XECTKOM ancke
PaboTa B aBTOMaTu3MpoBaHHOM peXumMe:

24 cosfaHve 6ubnuorpadpmyeckon 3anucu  Ha NOCTYNUBLUWMWA | OAWMH JOKyMeHT | 15,0
OokymeHT B "MHBeHTapHou kHure" B AC

25 pacnevaTtka MHBEHTApHOW KHUTM Ha NPUHTEpEe ofHa cTpaHuua 1,0




BbiBbITME JOKYMEHTOB:

26 COCTaBneHMe rogoBoro nraHa Ha BbibbITUE; yka3aHWe KBapTana, | O4vH nnaH 2160,0
nogpasgeneHus, Buga JOKYMEHTOB, KONMYeCTBO

CocTaBrieHne akToB CNcaHus:

27 npuem ¢OpMynsApoB, CMNUCKOB BbIObIBLLUMX [OOKYMEHTOB OT | OOWH aKT 10,0
CTPYKTYPHbIX NoApasaeneHunin; permctpaums akra
28 NMOWCK NO MHBEHTapPHOMY HOMepy Bubnuorpadunyeckon 3anucu B | ogHa 3anuch 0,5

SMEKTPOHHOM KaTanore; onpeaeneHne koadduumeHTa LEeHb,
roga nocTynfeHuss U BHECEHWE AN CMUCaHWUS OOMOSIHEHWUA B
Onbnnorpadunyeckyto 3anucb

29 npv OTCYTCTBUM 3anunCK B 3MNIEKTPOHHOM KaTarore BBeeHMe BCeX | OHa 3anucb 3,0
ansa dpopmunpoBaHusa Gubnuorpadmyeckon 3anmcu cBegeHuin c
dopmynsipa unm U3 cnmcka akra

30 BHECEHME 3anvcu B aKkTe CMNMCaHUsi K MHBEHTApPHOMY HOMEpY | OfHa 3anucb 0,2
[OKYMEHTa HOMepa BbIObIBLUEN KHWUMM M3  KOMMJSeKTa
penbedHO-TOYEYHOro JOKYMEHTa

31 npoBepka WHBEHTapHbIX HOMEpoB, roda  MOCTYMNNeHus, | ogHa 3anuch 3,0
KoadhpmumeHTa UeHbl BbIObIBLUErO JOKYMEHTA
32 pacneyaTtka Cnucka BblObIBLUMX AOKYMEHTOB B andasuTHOM | ogHa 3anucb 3,0

nopaake AOna yganeHna WHBEHTapHbIX HOMEPOB N U3BATUA
KapTo4yekK N3 CUCTEeMbl KapTOYHbIX KaTaJloros onbnmorteku

33 3anncb O BbIObIBLWMX M3 AeNCTBYOLWMX (POHOOB OMOMMOTEKM | ogHa 3anuchb 3,0
OOKYMeHTax B COOTBETCTBYOLWUX rpadax 2-n yactn KCY (gaTa,
HOMEp akTa, KONMYECTBO, CyMMa, CcoAep)XaHue, MpPUYUHbI

BblObITUSA)

34 WCKMOYEHME OOKyMEeHTa MO aKkTy M3  Y4YeTHblX ¢opM | oavH gokymeHT | 4,0
(MHBEHTAPHOW KHWUIN)

35 norawieHne UHBEHTApHOro Homepa u Wwremnens 6udnuoTekn Ha | oguH AokymeHT | 0,5
OOKYMEHTe

36 noJLUunBKa akToB OJWH aKT 0,5

MpumeyaHue: npu paboTe C AOKYMEHTAMM Ha UHOCTPAHHLIX A3blKax K HOPME BPEMEHM MPUMEHSEeTCA
noBbiLaoWmin koadpduumneHT 1,2.

3.3. BubnnoTte4yHas o6paboTka AOKYMEHTOB

Ta6nuua 44
N n/n HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n3mepeHuns BPEMEHM,
MVH.
1 2 3 4
[MpremM JOKYMEHTOB:
1 npuem napTuM [OOKYMEHTOB; MPOBEpPKa 3K3EeMMSIPHOCTM MO | ofgHa NapTus 50
COMpOBOANTENBHOMY AOKYMEHTY; 3anvCh B KHUre y4eTa
2 noarotoBka [AOKYMEHTOB K WHOEKCUMPOBaHUIO W BBOAY B | O4MH JOKYMeHT | 0,7
ANEKTPOHHbLIN KaTanor
3 NPOCMOTP U BbISIBfIEHWE aHaNOrMyHbIX U3gaHnin Ha Apyrux Bugax | ogHa 3anucb 0,2
HOCUTENEN B ANIEKTPOHHOM KaTanore
4 NPOCMOTP [OOKYMEHTOB Ha WHOCTPaHHbIX W HaLMoHanbHbIX | oauH gokymeHT | 30,0
A3blKax; NepeBoa AN onMcaHusa CBeAeHUN Ha PYCCKUMN A3bIK
dopmMumpoBaHmne 6ubnunorpadudeckon sanncu
PekaTanormsauus:
5 cBepka KapToyek C [JOKYMEHTOM; WCnpaBfeHue CTaporo | ofHa KapToyka 7,0
oubnuorpadudeckoro  OnNUcaHus; COCTaBIiEHME  HOBOrO
onucaHud; nepeHeceHne LWKdpa, WHBEHTAPHOrO HOMepa,
O1BNMoTEYHO NOMETKMN
CnctemaTtnsaumns JOKYMEHTOB:
6 cuctemaTmsaumsi OOKYMEHTOB C MCMOMb30BaHMEeM MeyaTHOW | OauH AOoKyMeHT | 2,0
KapTO4KM UNK aHanora Ha gpyroMm Buae HOCUTENs; NpoBepka
COOTBETCTBUSI MHAEKCOB Tabnuuam knaccndumkaumm, NpuHATLIM
B GubnuoTteke; NpocTaBfieHne NHOAEKCA Ha JOKYMEHTe




cuctemMaTmMsaumst  OOKYMEHTOB MpuM  OTCYTCTBMM  NevaTHOM
KapTO4ykM unn aHanora Ha ApyroMm BWAE HOCUTENs; NPOCMOTP
3TUKETKN Wn3JaHusa, npocnylwimBaHue kaccetol / paucka |/
dneL-kapThbl; yTeHue cBeJeHun, HanucaHHble
penbedHO-TOYEeYHbIM  LIPUATOM, ANs  YTOYHEHUS aBTopa,
HasBaHWsl, BbIXOAHbLIX [OaHHbIX, COAEepXXaHus; onpeneneHue
uHOekca no Tabnuuam  knaccudumkaumu, MNPUHATBIM - B
OMbnnoTeke, NPocTaBneHne NHAEKCa Ha JOKYMEHTE

OAOWH OOKYMEHT

10,0

onpegeneHne aBTOPCKOrO 3Haka [OOKYMEHTa MO aBTOPCKUM
Tabnuyam

OOWH OOKYMEHT

0,2

npoBepKa NpaBUIIbHOCTU N UCNpaBrieHne KnaccudmkaumoHHOro
MHOEKCA W aBTOPCKOrO 3HaKa, YKa3aHHbIX Ha 3TUKEeTKe
"roBopsLLen” KHUrn

OoOWH OOKYMEHT

3,0

10

onpedeneHne WHOEKCOB MPOM3BEAEHMN, 3anucaHHbIX Ha
dnew-kapte (o1 4 go 8 HasBaHun), ANS OpPMMPOBaHUS
KaTanoxHoro wundpa

odHa
dnew-kapta

50

11

onpegeneHne  dopmaTta, KonumdectBa  GpanneBcKux U
nnockoneyaTHbIX nnucToB, Xapakrepa NPUNOXEHNN,
penbedHO-TOYEYHbIX U3JaHu W penbedHo-rpaduryeckmx
nocobum

OAHO HasBaHue

50

12

onpederneHne U nepeyvucrieHne Matepuarnos, UCMONb30BaHHbIX
Mpu CO3[aHWMKU TaKTUIbHbLIX PYKOAENbHbIX WM3OaHWNi; nepecyeT
KonnyecTBa CTpaHWL, MPWUMOXKEHWA, BbISIBNEHUE  APYrux
XapaKTepHbIX 0COBeHHOCTEN JOKYMEHTOB

OOHO Ha3BaHMe

50

13

nepecyet I'IpVIJ'IO)KGHI/IVI, BblABIEHME [OpPYrnx XapaKTepHbIX
ocobeHHOoCTEel NIIoCKoNe4YaTHOro OOKyMeHTa

OOHO Ha3BaHMe

3,0

MpeameTnsaumsa JOKYMEHTOB:

14

npeaMeTmsaumns [JOKYMEHTOB C  WCMOMb30BaHWeM pybpuk
nevyaTHOWN KapTOYKW; MPOBEPKA COOTBETCTBUS PyOPUKM nevaTHON
KapTOYKM NpeaMEeTHOMY KaTanory

OQHO Ha3BaHMe

3,0

15

npegmeTusauusi OOKYMEHTOB Mpu  OTCYTCTBUM  MedaTHON
KapTOYKW; 03HAKOMIIEHME C JOKYMEHTOM, onpeaeneHme pyopuku

OAHO HasBaHue

6,0

16

COCTaBriEeHMEe HOBbIX MpPeAMEeTHbIX pPyopuMK U noapyopuk;
nepeHeceHne Ha KapToYkUM cry>keBHOM KapToTekn

ofHa KapTouka

2,0

17

peLakTupoBaHue npegmeTHon pybpuky; npoBepka
NPaBUIIbHOCTM NPeAMETHON PYOPUKM, TOYHOCTM HanncaHus

ofHa KapTouka

1,0

MpumeyvaHme: K HopMam BPEMEHU NMPUMEHSIOTCA NOBbILLAOLWME KOIPDULMEHTDI:

- MpW cocTaBneHnn 6ubnmorpadnYeckoro onucaHus Ha LOKYMEHTEe, Ha TUTYNbHOM JIUCTE, Ha KOTOPbIX
YaCTUYHO OTCYTCTBYIOT AaHHble Anst Gubnuorpaduyeckont 3anmcu - 1,2;

- Npn 6MBnMoTeYHO 00paboTKe HOTHLIX U3gaHu - 1,5;

- Npu paboTe ¢ JOKYMEHTaMM Ha MHOCTPaHHbIX A3blkax - 1,2.

3.4. OpraHusaumsa n BegeHne Katanoros
Ta6bnuua 45

N n/n HanmeHoBaHwMe npouecca, onepauun. Coctas paboTbl EovHnua Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
Opranunsaumsi angaBUTHbIX KaTanoroB (MSIOCKONEYaTHbIX KHWUT,
HOT, rPaMmnIacTUHOK):
1 nogbopka kapTodek Mo andaesuTy daMmunuin aBTOPOB WM | OOHA KapToudka 0,2
3arnaBui ansg paccTaHOBKM
2 paccTaHOBKa NpeaBapuUTenibHO NOAO0OPaHHbIX KapTOYEK OfHa KapToyka 0,3
3 pefakTMpoBaHMWe KaTarora; npoBepka pacCTaHOBKU KapTOYeK, | ogHa KapToudka 0,5
npaBunbHOCTM  JOBABOYHLIX W CCbIMMOYHBIX  KAapTOYeEK,
ucnpaseHme owmnbok
4 HanucaHwe pasgenuTens ans karanora, ykasaHue 6yksbl, cnora | oavH 0,6
pasgenutens
5 paccTtaHoBKa pasgenutenen B KaTanore; nogbopka | oauH 0,3




pasgenutena no andasuTy; MNOUCK MeCTa pasgenutens; | pasgenutens
npocTaBfeHve pasgenurens
6 npoBepka pacCTaHOBKW pasgenutenei; ncnpasneHne owmnbok OoaWH 0,3
pasgenutens
OopraHunsaumsi CuCTeMaTM4eCKOro katanora NiiockonevyaTHbIX KHUM
7 noabopka KapToYeK No MHAeKcaM, BHYTpY pasfaena no andasuTy | ogHa KapTodka 0,3
damunmii aBToOpoB UK 3arnaBunin Ansi pacCTaHOBKK
8 paccTaHOBKa NpefBapuTenbHO NogobpaHHbIX KapTodek oflHa KapToykKa 0,3
9 pefaktupoBaHue Katanora; nposepka NpaBuUMbHOCTU | OJHa KapTo4ka 1,0
HanonHeHMs pa3aenos KaTanora no cogepXaHuio, Haekcauumn u
paccTaHoBKe, ncnpasneHue ownbok
10 peknaccudukaumsa katanora; ucnpasneHne MHAEKCOB, BHECEHME | ofHa KapToudka 6,0
ncnpasneHnin B andaBnTHbIN KaTanor
11 HanucaHue pasgenutens ans Katarnora; yKasaHuve | oguH 0,5
HanMeHoBaHuA pasfgena, nogpasgena u UHbIX pasgenurenen pasgenutens
12 paccTaHOBKa pasfgenuTenewn B Katanor; nogbdopka no uHaekcam, | oavH 0,3
NOWCK MecTa, NOCTaHOBKa pasgenurens pasgenutens
13 npoBepka pacCcTaHOBKWN pasgenuteren, ncnpaBneHne owmnbok OAvH 0,3
pasgenutens
OpraHusaumsa cuctemaTnyeckux katanoroB ("roBopawmx” u
penbeHO-TOYEYHbIX KHUT, KHUT N0 MY3blKe U HOTHBIM U34aHUAM
penbedHO-TOYEYHOro WpudTa):
14 nogbopka kaptodek, O(OPMIEHHbIX ABYyMS  wWpudTamm | 0OgHa KapToyka 1,0
(nnockonevaTHbIM U penbedHO-TOYEYHbIM), MO WHAEKcaM,
BHYTPW pasgerna no andasuty amMmunmin asTopos Unu 3arnasum
AN pacCTaHOBKM
15 paccTaHOBKa  npefBapuTenbHO  MOAoOpaHHbIX — KApTOYeK, | OfHa KapToyka 4,0
0POPMIIEHHbIX ABYMS LWIpUpTamMu
16 pefakTupoBaHue katanora; nposepka NpaBuUMbHOCTU | OdHa KapToyka 0,5
HanonHeHWs pa3aenos KaTanora no cogepXaHuio, Haekcauumn u
paccTaHOBKE KapTo4eK, McnpaBrieHne owmnboK
17 peknaccudukaumsa katanora; ucnpasneHne MHAEKCOB, BHECEHME | ofHa KapTo4yka 6,0
ncnpaefeHnin B andaBUTHbIN KaTanor
18 HanucaHune pasgenutens ansa Katanora; yKasaHuwe | oouH 1,0
HanmeHoBaHuA pasfjena, nogpasgena pasgenutens
19 paccTaHOBKa pasgenutenen B kaTtanore; nogbopka Mo | oguH 0,3
MHOEKCcaM, NOMCK MecTa, MOCTaHOBKA pa3genurens pasgenutens
20 npoBepKa pacCTaHOBKW pasgenutenen, ncnpasneHne owmbok OAVH 0,3
pasgenutens
PaboTa c MakeToM MocKkoneyaTHOM KaTanoXHOW KapTOYKM:
21 NpoYnTbLIBaHNE He3psveMy paboTHUKY TeKCcTa niockoneyaTtHoW | ogHo Ha3BaHue | 12,0
KapTOYKM
22 BHECeHue B MakeT nrockone4yaTHoOn KapTO4KkM | OOHO Ha3BaHue 12,0
Bumbnuorpadmyeckon 3anucu penbeHO-TOYEYHbIM LWPUQTOM
23 nepeHeceHne pfaHHbIX O ¢pannax C XeCTKOro Aucka Ha | ogHO HasBaHue 4,0
KaTanoXHble KapTOYKM
24 pedakTupoBaHMe aneMeHToB OGubnuorpadumyeckon 3anvcu, | ogHa 3anuch 0,3
BbINONTHEHHOW penbedHO-TOYEUYHbIM LWPUATOM; UCnpaBneHne
OLWMBOK
OpraHunsauuns Tonorpaguyeckoro karanora:
25 nogbopka KapTodyek MO  CTPYKTYPHbIM — MOApasfeneHusiM | OfHa KapToyka 0,2
(otoenam-choHgoaepKaTensm)
26 noabopka KapTo4yek Mo MHBEHTApPHbIM HOMepaMm O[Ha KapTo4Ka 0,2
27 paccTaHOBKa NpefBapuTenbHO NogobpaHHbIX KapTodek OflHa KapToyKa 0,2
28 pefakTupoBaHue Kkatanora, nposepka NpaBuIbHOCTW | OfHA KapToyka 0,3
pacCcTaHOBKM KapToYeK 1 pasfenvrenen; ucnpasnexHve owmnbkm
29 HanucaHune pasgenutena  ang Katanora; rnocTtaHoBKa | OAMH 0,3
pasgenuTens B kaTanor pasgenutens
Nsbatme 13 KapTOYHbIX KaTanoros (ancpasuTtHOrO,




cucteMaTuyeckoro, Tonorpaduyeckoro) KapToyek Ha
UCKINIOYEHHbIE 13 BNBnNnoTeyHoro ooHaa AOKYMEHTbI:

30 perncrpauuns akra Ha cnmcaHue B KHUre yyeta OOVH aKT 3,0
31 MOUCK KapTouyknm (OCHOBHOW, [00aBOYHON); 3adepkuBaHMEe | ogHa KapToudka 1,5
CMNNCbIBAEMOr0 WHBEHTAPHOIO HOMEpa, WHBEHTAPHOro Homepa
CMUCbIBAEMOW KHUMM U3 KOMMMeKTa penbedHO-TOYEYHOro
wpudpTa (PTLW) B COOTBETCTBYIOLIEM WMHBEHTAPHOM HOMEPE;
yaaneHne KapToudku
32 noacyeT KONMyecTBa U3bATbIX KAPTOYEK U3 CUCTEMbI KaPTOYHLIX | OfHA KapTodka 0,9
KaTarnoroB 1 KapTOTeK; 3anncb B KHUTY y4eTa
[MepeagpecoBka AOKYMEHTOB:
33 perncrpauusa akrta nepegadun JOKYMEHTa B KHUre yyeta OAVH aKT 3,0
34 NMOWUCK KapTOYKW, UCNpaBfeHve MecTa XpaHeHWs [OOKYMEHTa; | ogHa KapToudka 3,0
BO3BpaLllleHVe KapTO4Kkn B KaTanor
TexHnyeckast 06paboTka JOKYMEHTOB:
35 HaKnenBaHne KapMallKOB Ha JAOKYMEHT Ha OymaXHOM HocuTerne; | oauH kapmaiek | 1,0
HanMcaHne Ha Kapmallke WHBEHTapHOro Homepa, MecTa
XpaHeHus
36 HanucaHwe wndpa Ha 0bnoxke, TUTYNbHOM NIMCTE JOKYMEHTa OAVH AokymMeHT | 0,8
37 BMNOXEHNE KHWXHOIo hopmynsipa B KapmalleK, KOHTENHep oavH copmynsip | 0,1
38 nposepka " ncnpasneHve wundpa Ha 3TUKeTKax | oauH aokymeHt | 0,5
ayanoBM3yarnbHbIX OOKYMEHTOB Ha aHarnoroBblX U LMAPOBLIX
HOCUTENAX
39 COCTaBneHMe MNockoneyaTHOM 3TUKETKM Ha ayamoBM3yanbHble | OOVH OOKYMEHT 5,0
OOKYMEHTbI HAa aHanoroBbIX M LMAPOBbLIX HOCUTENSX; MPOBEPKA
3anucu, ucnpasneHue owmnbok; pacnevartka
40 nogbopka [OKYMEHTOB MO MECTYy XpaHeHus; nepegada | oguH JokymeHT | 1,0
OOKYMEHTOB C KaTanOXHbIMW  KapTouykaMu U KHUXKHBIMU
dopmynsipaMmu B oTaenbl- doHagoAepxaTenu
41 OTMETKa B KHWUre yyeTa o nepegaye napTum JOKYMEHTOB ofHa napTus 3,0
OpraHusauns 1 BegeHne aneKTPOHHOro Katanora
dopmumporanne n Beog B 61 AC 6mubnunorpadunyveckmx 3anucer | ogHa 3anucb
lMnockonevaTHbIX U34aHUN:
42 npu OTCYTCTBUWM NEeYaTHOW KapTOYKU U aHamnornyHblX 3anvcen B 6,0
3NEKTPOHHOM KaTtanore
43 npu HanMuMM NeYaTHOM KapTOYKN UMM aHaSNOrMYHbIX 3anMcen B 4,0
3NEKTPOHHOM KaTtanore
44 npv JOMONHUTENBHON paboTe ¢ aHHOTauueln (MONCK aHHOTaL MK B 15,0
"VIHTepHeTe", pedakumsa aHHoTaLumm)
PenbedHO-TOYEYHbIX U3aHWUNA:
45 6e3 BBOJa aHHOTaLUK 4,0
46 npw AononHUTeNbLHOM paboTe ¢ aHHoTaunewn 15,0
47 M3gaHui Ha KacceTtax 4,0
48 M30aHU Ha ONTUYECKUX OMUCKax 5,0
49 n3gaHun Ha chnelu-kapTax 15,0
50 C )KeCTKOro gmcka 3,5
51 penbedHo-rpadn4eckmx nocobun 7,0
52 TaKTUNbHbIX PYKOAENbHbIX N3aaHum 25,0
53 COCTaBIiEHME aHaNNMTUYECKON 3annucu OfHa 3anncb 5,0
54 pocnuck cofepxaHua cObOopHMKOB, Hane4yaTaHHbIX | 04WH COOPHUK 25,0
penbeHO-TOYEYHbIM LUPUGTOM
55 cocTaBneHne Job6aBoYHbIX U CCbINOYHbIX ONUCaHUI OHO onucaHune 1,0
56 penaktupoBaHne Gubnuorpaduyecknx 3anuMcen; NpoBepKa | ogHa 3anuch 1,0
NpPaBUITbHOCTUN 3MIEMEHTOB 3anucemn; BHECEHNE N3MEHEHUN
57 COCTaBfEHME M BBOJ B 3IIEKTPOHHbIN KaTanor HOBbLIX pybpuk, | ogHa 3anucb 0,5
nogpyopuk, nepcoHanumn
58 BbIBOA, GMGIorpadmyecknx 3anncen Ha aKkpaH OfHa 3anucb 15,0

dopmaTupoBaHue U pacneyaTka KapTovek U y4eTHbIX opM




dopmaTtnposaHune 1 pacneyaTka kapToyek:

ofHa KapTouka

59 OCHOBHas Ans andaBMTHOro KaTanora 2,3 CeK.
60 pobaBoyvHasa Ans andaBMTHOro Katanora 1,0
61 CCbINTOMHasA ans andaBUTHOrO Kartanora 1,0
62 Anga Tonorpagmyeckoro Kkatanora 0,7
63 dopmaTupoBaHue 7] pacnedaTka MakeTa KapTO4ku | OOguH makeT | 1,5
(nnockonevatHaa 3anucb) ANs CUCTEMaTMYECKOro Kartamora | KapTOYKu
"ropopawmx” n penbedHO-ToOYEYHbIX JOKYMEHTOB
64 pacnevarka KHWKHbIX )OpMynsapoB oavH dopmynsp | 0,2
65 onpegeneHne 9K3eMnnspHoCcTU (MO KONMWYECTBY KHUT B | O4HO HasBaHue 0,7
KOMMMekTe) wu pacneyatka OPMyNsapoB Anis  M3gaHun,
HaneyaTaHHbIX perbe@HO-TOYEeYHbIM LLIPUPTOM
PeTpocnekTuBHOE NONonHeHMe SNeKTPOHHOro KaTanora
66 nouck B andaBUTHOM KaTtarore nnockoneyaTHbIX KHUM KApTOYKM | ogHa KapToudka 0,2
ans seoga B b AC
67 BBO[ cBegeHun c nnockone4yaTHoOn KapTO4KM B | 0OQHO Ha3BaHue 2,0
COOTBETCTBYOLLME nons bubnuorpaduyeckon 3anmcu B b AC
68 MOWUCK NO Y4ETHbIM AOKYMEHTaM U Tornorpadu4eckoMy kaTanory | ogHo HassaHue | 2,0
CBeZleHUIN, OTCYTCTBYIOLUX B MMOCKOMNeYaTHON KapTOYKe; BBOA
HangeHHbIX cBefeHui B COOTBETCTBYIOLLME nons
onbnuorpadunyeckon sanucu B b AC
69 npoBepka npaBuibHOCTU Bubnuorpaduyeckon 3anucu ofHo HasBaHve | 0,5
70 BO3BpaT B andaBWTHbIN KaTanor MrAOCKONeYaTHbIX KHWUM | ogHa KapToudka 0,2
0TpaboTaHHOW KapTO4KM
N3bsatne OGubnuorpadmyeckon 3anucu K3 INEKTPOHHOTO
Karanora:
71 perncTpaums akta Ha cnucaHve JOKYMEHTOB B KHUre y4eTa OLVH aKT 3,0
72 U3bATME U3 SMEKTPOHHOrO kKaTanora 6Gubnuorpadumyeckux | ogHa 3anuch 3,0
3anMcen Ha UCKNYEHHbIe 13 BMBIMoTeYHoro oHaa AOKYMEHThI
73 noacyeT KONMMYecTBa MU3BbATbIX W3 SMNEKTPOHHOrO Kartamnora | ogHa 3anucbh 0,1
3anncen; 3anuck B KHUIYy y4yeTa
3.5. ®opmupoBaHue 6a3 AaHHbIX 3BYKOBbIX dpansioB
Tabnuua 46
N n/n HanmeHoBaHwue npouecca, onepauun. CocrtaB padboTbl EovHnua Hopma
n3mepeHuns BPEMEHMU,
MUH.
1 2 3 4
KoHBepTupoBaHMe ayauMOAOKYMEHTOB C KPUMNTO3aWMUTOW C
KeCTKoro Awcka B nporpammbl Ansd pabotbl ¢ "roBopsawmMu
KHUramm":
1 onpefeneHne Hanuyuust JOKyMeHTa B nporpaMmme Ans paboTel ¢ | ogHo Ha3eaHve | 0,05
"roBOpPALLMMN KHUramMn"; N3MeHeHne HacTpoek nporpaMmmel Ans
paboTbl € "roBopALMMUN KHUramm"
2 3anofiHeHNe KOp3nHbl JOKYMEHTamMu1 ofHO HasBaHve | 0,04
3 CcO34aHve NPOMEXYTOYHOW Nanku Ansi KOHBEPTUPOBaHMS OfHa nanka 1,0
4 KOHBEPTUPOBaHME OTOOPaHHbIX AOKYMEHTOB B MPOMEXYTOYHYIO | OgHO Ha3BaHue | 0,03
nanky
5 KOHBEpPTUPOBaHNE [OOKYMEHTOB W3 MPOMEXYTOYHOW nanku B | ogHo HassaHue | 0,08
nporpaMmbl ans paboTbl ¢ "roBopsAWNMN KHUramm"
KoHBepTupoBaHMe ayaMOAOKYMEHTOB C OMTUYECKUMX OUCKOB B
nporpaMmbl ans paboTsl ¢ "roBopAUMU KHUramm'";
6 MOMCK JOKYMEHTOB B nporpammax Ansi pabotbl ¢ "roBopsawumu | ogHo Ha3saHue | 0,05
KHuramm"
[MoaroToBka AOKYMEHTa K KOHBEPTUPOBAHMIO:
7 KonmMpoBaHne JOKYMeEHTa C gucka OaVH yac | 0,12
3ByYaHus
8 KOHBEPTUPOBaHWE JOKYMEHTa BCMOMOraTenbHOW nporpaMmmMon OOMH yac | 1,1

3ByYaHus




9 npu OTCYTCTBUM Ha3BaHUS AOKYMEHTa O3By4YMBaHME Ha3BaHWs | oOHO HasBaHue | 2,0
cpeactsamm
10 3anofiHeHne yyeTHoOW (bopMbl BBOAMMOrO JOKYMEHTa (C y4eToM | ogHo HasBaHue | 2,0
BpPeMeHM Ha nouck aHHoTauum B "HTepHeTe", nHgekca BBK B
9MNEeKTPOHHOM KaTtarore) Ans KOHBEpPTMPOBaHWS B MpPOrpaMmbl
Ans paboThbl ¢ "roBOpALWMMUN KHUraMmn"
11 KOHBEPTUPOBaHWE B nporpammbl ansg pabotbl ¢ "roBopsiwyumu | 100 M6 4,1
KHuramn"
KoHBepTupoBaHue ayanoaoKyMEHTOB C KPUMTO3aLUMTON C canTa
opraHusauuu-napTHepa B nporpammbl  ana  paboTel €
"roBOpALLNMM KHUramm":
12 onpegeneHne HanMyuusa OOKYMeHTa B nNporpamme Ansi paboTbl ¢ | ogHO HasBaHue | 0,05
"roBopsALMMM KHUramm"
13 CKa4yMBaHMe OOKYMEHTOB C canTa 1 M6 0,2
14 pasapxvBMpoBaHMe JOKYMEHTOB 1 M6 0,2
15 3anoriHeHne y4eTHoW opMbl BBOAMMOIO JOKYMeHTa (C y4eTom | ogHo HassaHvue | 0,3
BpEMEHN Ha nouck aHHotauum B "MHTepHeTe", nHgekca bBK B
3NEKTPOHHOM KaTanore) Ang KOHBEPTUPOBaHMS B MpOrpamMmbl
Aans paboTbl ¢ "roBopsAWmMMM KHUramu"
16 KOHBEpPTUpPOBaHMe B nporpammbl Ans pabotsbl ¢ "roopsAwmumu | 100 M6 4,1
KHuramm"
MogroToBka cnmncka HOBbIX MOCTYNSEHW (bopmaTt AOKYMEHTa):
17 BbIrpy3ka KaTtanora nporpammbl Ans paboTbl C "roBopsAWMMM | OAHA BbIrpy3ka 4,0
KHuramm"
18 BblIfpy3ka u3  awna  AOOKYMEHTOB, MOCTYNUBLUMX 33 | OA4Ha BbIrpy3ka 20,0
onpefeneHHbIN BpEMEHHON NHTepBan (Mecsy, KBapTan, roa)
19 yaaneHne IUWHUX MHAOPMALUMNOHHBIX MOSIEM B CMMCKE HOBbLIX | OAWH cnuncok | 10,0
NOCTYNeHU (150-200
Ha3BaHUn)
20 KonuposaHue danna us popmara 6] AC B popmat AOKYMEHTa | OOWH CNUCOK 1,0
21 npeobpasoBaHne [JokyMeHTa B dopmaTte pokymeHta pgansa | 40 Ko 6,0
nocregyouero pasmeLleHns Ha canTe
O3By4rBaHue cnucka HOBbIX NOCTYNIIEHNUA CUHTE3aTOPOM peyn:
22 BbIrpy3ka KaTtanora nporpammbl Ans paboTbl C "roBOPSAWMMM | OAHA BbIFpy3ka 4,0
KHuramn"
23 BbIrpy3ska u3 ganna cdopmata 61 AC JoKyMeHTOB, NOCTYNUBLUUX | OfHa BbIrpy3ka 20,0
3a onpefeneHHbIN BpEMEHHOW MHTepBan (Mecsl, KBapTan, roq)
24 yoaneHue nUWHNX MHAPOPMAaLUNOHHBIX MOMen B CMUCKe HOBbIX | OAWH CMUCOK 10,0
NOCTYNJIEHUN
25 konupoBaHue danna ns popmarta b1 AC B bopmat gokymeHta | (150-200 1,0
Ha3BaHWN) OAMWH
CMMCOK
26 npeobpasoBaHne OOKyMeHTa B ¢hopmarte gokymeHTa B dopmy, | 40 K6 6,0
yOoOHYI0 451 03BYYMBAHUSA CUHTE3aTOPOM peyn
27 pa3buBka JOKyMeHTa B dopmMaTe AOKYMEHTa Ha NpeanoXeHus 40 K6 80,0
28 03By4YMBaHWe [OKyYMeHTa B Mporpamme ans uyTteHus Bcnyx | 40 K6 3,0
TekcToBbIX ¢harnos ("banabonka" n gpyrue)
29 pasmeLlleHre 03BY4EHHOrO CrMcKa HOBbLIX MOCTYNMNEHWU Ha canTe | OAuH cnvcok | 15,0
(150-200
Ha3BaHUN)
30 KOHBEPTUPOBaHME O0O3BYYEHHOrO CrnMcka B nNporpammbl AMs | OOWUH CMIMCOK 1,0
paboTbl ¢ "roBOpSALLMMU KHUrammn"
3.6. PaboTta ¢ poHoom. PaboTa no npmemMy AOKYMEHTOB
Ta6nuua 47
N n/n HaumeHoBaHwWe npouecca, onepauun. Coctas paboTbl EaouHnua Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4




Mpuem JOKYMEHTOB B CTPYKTYPHbIX NogpasgeneHmsax

[Mprem fOKYMEHTOB M3 OTAENa aBTOMaTU3MPOBaHHOM 06paboTkm
AOKYMEHTOB M OpraHuM3auuMuM  KatanoroB, CBepka C
CONPOBOANTENbHBLIM JOKYMEHTOM:

ofHa napTus

1 1 - 25 ak3emnnspos 10,0
2 26 - 75 9Kk3eMnnapos 30,0
3 perncTpaumss HOBbIX MOCTYNMEHUA NEPUOaUYECKUX WU3AaHuK, | oauH JoKymeHT | 0,5

npocTaBfeHne OTMETKN B PErMCTPaLMOHHON KapTOTEKe
4 npoctaeneHne WITEMNENss WNKW  OTMETKa  CTPYKTYPHOro | oavH gokymeHt | 0,5

nogpasgeneHns Ha JOKYMeHTe

Mogbopka OOKYMEHTOB ANS paccTaHOBKKN B doHAe

Mogbopka OOKYMEHTOB MO BUAAM U3OAHWUN; OAWNH JOKYMEHT
5 nnockone4vyaTHble U3gaHuns 0,07
6 penbedHOo-To4eYHbIE U3haHnsa 0,08
7 "roBopsLLMe" KHUMM Ha KacceTax 0,1
8 n3gaHust Ha oNTUYECKUX AnUcKax 0,07
9 n3gaHms Ha cnell-kapTax 0,07
10 penbedHo-rpaguyeckme nocobus 0,08
11 TaKTWUIIbHbIe pyKoAderbHble n3gaHus 0,1
12 noabopka KOMMNIIEKTOB penibedHO-TOYEYHbIX KHUI MO Ha3BaHMsAIM | OOWMH KOMMMEKT 2,0
13 nogbopka [OOKYMEHTOB MO knaccudukauMoOHHbIM MHOEKCaM, | oguH AoKymMeHT | 0,3

aBTOPCKOMY 3HaKy

Mopbopka nepuoanyecknx mM3gaHuin no andaBuTy Ha3BaHWAM, | OOWUH OOKYMEHT

rogam, Homepam:
14 nnockone4vyaTHble U3gaHus 0,07
15 penbedHO-To4eYHbIE U3haHns 0,08

PacctaHoBka 61MbnmnoTeqHoro hoHaa

paccTaHoBKa OOKYMEHTOB Ha cTennaxax B | OOWH JOKYMEHT

cuctemaTndecko-andgaBMTHOM nopsigke:
16 nnockone4vyaTHble U3gaHus 0,08
17 penbedHO-TO4EeYHbIE U3haHNs 0,11
18 "roBopsiLLMe" KHUMM Ha KacceTax 0,1
19 n3gaHust Ha oNTUYECKUX Anckax 0,1
20 n3gaHus Ha dnelu-kapTax 0,1
21 penbedHo-rpaguyeckme nocobus 0,11
22 TaKTUIbHblE pYKOAENbHbIE N3haHnA 0,11

PacctaHoBka nepuoauyecknx nsgaHuim no andasuty Ha3BaHWW, | OOUH OOKYMEHT

rogam, Homepam:
23 nnockorne4vyaTHble U3gaHus 0,1
24 penbedHO-ToO4eYHbIe U3gaHng 0,13
25 packnagka rasetT no Has3BaHWAM, MpoKanbiBaHWe [OblpOK, | O4Ha narika 10,0

BMOXEHNEe B KapTOHHYKW OOMOXKy (nanky), NpOLUHYpPOBKa,

odopmrieHne obnoxkn (HasBaHue, rog, Homep, MecsiL)

lMpoBepka nNpaBUIBHOCTM  PACCTAHOBKM  [OKYMEHTOB B | MaccuB pOHAA

OTAEeNbHbIX MaccmBax oHAaa:;
26 1 - 200 gOKyMEHTOB 30,0
27 201 - 400 gokymeHTOB 60,0
28 nepemMeLlleHme (MepeHeceHne) [OOKYMEHTOB Ha cBoOoAHblIe | ogHa Mnoska 5,0

MecTa

OdopmnieHune, HanMMcaHe NOSOYHbLIX pasgenuTenen: OAVH

pasgenuntenb
29 Ans cucteMaTtn4yeckonm pacctaHoBkM doHaa 4,0
30 Ans andaBUTHOW paccTaHOBKN dhoHOa 3,0
3.7. Pa6orta c poHgom. PaboTa no coxpaHHocTu hoHAa
Ta6nuua 48
N n/n HaumeHoBaHwue npouecca, onepauuun. CoctaB paboTbl EaouHnua Hopma
n3mMepeHns BPEMEHM,




MUH.

1 2 3 4
lMpoBepka 6nbnmoTeyHoro poHaa:
1 HanvcaHne KOHTPOSIbHOIo TarloHa Ha AOKYMEHT; yKasaHue Ha | OAWH TaroH 2,0
HEM WHBEHTApHOro Homepa, wudpa, Pamunuu, MHULMaNoB
aBTopa, 3arnasuvs, roga, Mecra usgaHus, LieHbl, MECTa XpaHeHus
2 OTMETKa O MpoBepke AOKYMeHTa Ha chopmynsipe, KOHTelHepe, | oauMH OOKyMeHT | 0,2
06110XKE JOKYMEHTa
[Mogbopka KOHTPOMbHBIX TAlIOHOB: OAMVH TanoH
3 Nno MHBEHTAPHbIM HOMEpam 0,8
4 no andgasuTy bamunmimn aBTopoB MUn 3arnasumn 0,13
5 no KriaccugukaumoHHOMY MHAOEKCY 0,1
6 CcBepKa KOHTPOMbHbLIX TarlOHOB C MHBEHTAPHOW KHWUrOW; OTMEeTKa | OAWH TaroH 0,5
NPOBEPKN Ha TaroHe U B MIHBEHTAPHOW KHUre
7 CBepKa KOHTPOSbHbIX TarlOHOB C YYeTHbIM UNU andaBuTHbIM, | OAWH TarnoH 0,5
Tonorpaduyecknum kaTanoramu; oTMeTKa NpoBEpKU Ha TarioHe U
B KaTanore
8 npocMoTp OpMbl  MHAMBMAYaNbHOMO y4veTa, BbiiBNEHWE | oAuH JoKymMeHT | 0,5
OOKYMEHTOB, He npolleWwnx NpoBepKn
9 COCTaBMEeHMe KapTOYKM Ha JOKYMEHT, He npowelwuni NpoBepkn | oavH gokymeHT | 1,0
10 NMOUCK OOKYMEHTOB, He NpOoLlUeaLnX MPOBEpPKU, NO pasnuU4YHbIM | OOUH JOKYyMeHT | 5,0
y4eTHbIM hopMam, KapToTeKaMm, XXypHanam, KH/KHbIM Mosikam
CocTtaBneHune cnvucka HegocTawLmx B (poHAEe JOKYMEHTOB: OLVH CMUCOK
11 1 AOKYMeEHT 1,0
12 2 - 10 JOKYyMEHTOB 10,0
13 11 - 25 QOKyMEHTOB 22,0
OT60p JOKYMEHTOB AN N3bATUA 13 POoHAA
[MpocMOTP AOKYMEHTOB Ha NpeaMeT U3bAaTUsa U3 ooHaa: OOVH OOKYMEHT
14 HenpoduUIIbHbIX 0,7
15 OyGneTHbIX 0,3
16 yCTapeBLUNX NO COAEPXKaHUI0 0,7
17 BETXMUX 0,2
18 Manoucrnonb3yemblX, HEMCNOMb3yeMbIX 0,5
[MoaroToBka AOKYMEHTOB K aKTMPOBaHMIO:
19 noabopka AOKYMEHTOB B NapTvmM NO NpUYMHaM U3BbSATUSA; CBepKa C | OAMH AokyMmeHT | 0,08
KHWXHBIM DOPMYNSIPOM
20 noabopka KHWwkHble opMynspbl Ha AOKYMEHTOB B nopsgke | oavH popmynsp | 0,07
WHBEHTAPHbIX HOMEPOB, andasuTa, XypHarbHble - M0 rogam u
Homepam
CocTtaBneHne cnmcka K akTy BblOblITMS (nepegayun), NoAcyeT | OAMH akT
obwyo cymmy, ocbopMIieHME akT:
21 1 OOKYMEHT 1,0
22 2 - 10 JOKyMeHTOB 10,0
23 11 - 25 gOKYMEHTOB 24,0
lMogrotoBka [OKYMEHTOB Ha OyMaXHbIX HOCUTENAX [AOns
nepenneta
OT6op [OKYMEHTOB [N MepenneTa; MpoBepKa COCTOSIHWE | OOWH JOKYMEHT
OOKYMEHTa; 3anofiHeHne (cBepka) KHWXHOro dhopmynspa:
24 NnyiocKkoneyaTHble JOKYMEHTHI 2,0
25 penbedHO-TOYeYHbIE JOKYMEHTbI 3,0
26 noabopka KOMMMEKTOB, CBsA3blBaHME B Nadku; odopmiieHve | oguH AokymeHT | 0,5
OOKYMEHTOB ANs nepejayv B nepennet
MogroToBKa K pecTtaBpauumn "roBopsawmx” KHUF Ha Kaccetax u
OOKYMEHTOB, 3anncaHHbIX Ha ONTUYECKUX ANCKaX:
27 OTOOp [AOKYMEHTOB AnNd pecTaBpauuu, NpoBepka COCTOSHWS | oauH AokymeHT | 3,0
OOKYMeHTa, 3anoniHeHne (cBepka) KHWXHoro doopmynsipa
28 noaroToBka [OOKYMEHTOB K BOCCTaHOBIEHW; noabopka | oguH AokymeHT | 0,5
OOKYMEHTOB, aHarormMyHblX MNOBPEXAEHHOMY; 0dopMIieHue




JOKYMEHTOB ANsl nepefayn Ha pectaBpaumio

PeCTaBpau,vm nrockone4vyaTHbIX n peﬂberHO-TOLIeLIHbIX
OOKYMEHTOB!

29 nepenneTHble paboThbl oauH gokymeHt | 90,0
30 BOCCTaHOBJIEHME OTAeNbHbIX NOBpPEXOEHHbIX CTpaHuL, | o4Ha cTpaHuua 30,0
HaneyaTaHHbIX penbedHO-TOUYEYHbIM WPUATOM (CKaHUPOBaHME,
pacnosHaBaHue, peakTupoBaHue,
pacnedaTtka Ha 6panneBcKOM NpuHTEpPE)
31 MEIKWUIA PEMOHT (NOAKMenka HagopBaHHbIX CTpaHuL, NnepenneTa, | OauH AokyMmeHT | 2,0
TUTYMNbHLIX NIUCTOB, KapMaLLKOB, SIPfbIKOB, 3aMeHa NPYXXUHHOro
nepenneta)
PecTtaBpauuvs JOKYMEHTOB, 3anucaHHbIX Ha ayguokacceTax:
32 BOCCTaHOBIEHWE NOBPEeXAEeHHOro JOKYMEHTa C aHanorm4Horo Ha | ogHa onepaumsa | 5,0
crneunanbHOM 060pyAOBaHNM B 3aBUCMMOCTU OT TEXHUYECKOro
OCHaLleHus
33 MENKUA PEMOHT (3aMeHa HenpaBWIbHbLIX CKIEeeK, MOAKMNeWnka | oauH AokyMmeHT | 5,0
pakopa, 3TUKETOK Ha dyTnspax)
BoccTaHoBneHne yTpadeHHbIX / MOBPEXAEHHBIX [AOKYMEHTOB,
3anNMCaHHbIX Ha ONTUYECKMX ANCKaX:
34 CKaHWpoBaHWe AUCKa cTaHgapTHbIMU cpeacTBamu OAWH AUCK 2,0
35 CKaHMpoOBaHWe MOBPEeXOeHHOro [Aucka C  UCMonb3oBaHMEM | OOVH OAUCK 20,0
cneumanbHOro nporpamMHoro obecnevyeHus
36 3arpy3ka obpasa gucka B aBToMaTudeckum gybnvkarop OOVIH OVUCK 3,0
KpaTHoe BocnponsBeeHne QUCKOB: OOVIH OVUCK
37 TEeKCTOoBble dhannbl 0,3
38 3BYKOBble (pannbl 3,0
39 BMaeo cannbl 6,0
[MpoBepka kayecTBa KONUN: OAWH AUCK
40 TEKCTOBble ¢hannbl 1,0
41 3BYKOBble (pannbl 50
42 B1aeo ansbl 50
[MpremM OOKYMEHTOB MOCNe pecTaBpalum:
43 cBepka MOCTYNUBLUMX OOKYMEHTOB C KHWXKHbIM (DOPMYNsipoM, | OguH gokymeHT | 1,0
npoBepka kadecTBa [OKYMEHTOB; BOCCTaHOBIIEHWE 3arnaBug,
HanMcaHue wundgpa Ha ApNbiKe, KOPELLKE AOKYMEHTa
ObecnbinuBaHve oHaa:
44 obecnbinuBaHne oHAa C NOMOLLbBI Mbiniecoca; obecneyeHne | ogHa 15,0
paboyero mecta TEeXHUYECKMMU CpeAcTBaMu: MbIFIECOCOM, | Meponosika
paboynMm  CTOMMKOM, CTPEMSIHKOW, BeApOM; MNpoOBeAeHMe
obecnbinMBaHUA; 3aHeceHMe TEXHUYECKMX CpPedcTB Ha MecTa
XpaHeHus
45 py4Hoe obecnbinuBaHue oHaa; obecneveHne pabodero mecta | ogHa 10,0
TEXHUYECKUMWN CpeacTBaMu: CTPEMSIHKONW, paboymm CTOMMKOM, | Meponosika
TENexkon, BedpoM, TpsAnkamu, NpoTMpKa, 3aHeceHue
TEXHUYECKNX CPEACTB HA MEeCTa XpaHeHus
3.8. PaboTta ¢ dpoHpgom. MepeBon nokymeHTOoB B uucpposon cpopmat [ALLA
Ta6bnuua 49
N n/n HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EaovHnuya Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
OumndpoBka OOKYMEHTOB, HamneyaTaHHbIX perbedHO-TOYEYHbIM
LIPUPTOM:
1 CKaHMpoBaHMe N pacno3HaBaHue penbedHO-TOYEYHOro TekcTa OofHa CTpaHuua 2,0
2 coxpaHeHue harina B TEKCTOBOM dhopmarte OAVH hann 0,5
PepaktupoBaHve OTCKaHMPOBaAHHOrO Martepuarna B TEKCTOBOM | ofHa CTpaHuua
pegakrope:
3 XYAO0XECTBEHHbIN TEKCT 5,0




4 TEXHUYECKNe 1 gpyrue cneuunanbHble TEKCTbl (HOTHas 3anuch, 40,0
MaTemMaTuka, MeguumnHa, Xumus)

OumndpoBka JOKYMEHTOB, 3anMMCaHHbIX HA MAarHUTHOW NEHTE:

5 nepeBoz aHanorosou 3anucu B Lndgposon popmat ofHa 3anucb 6,0

6 obpaboTka 3anMcM Ha MarHWUTHOW feEeHTEe Ha KaTyllKax; | OauH yac | 180,0
pecTaBpauus 3Byka 3ByYaHusi

7 obpaboTka 3anmMcu Ha MarHUTHOM feEeHTe Ha KacceTe; | OAuH yac | 90,0
pecTaBpauus 3Byka 3ByYaHus
OuudppoBka JOKYMEHTOB, 3aMMCaHHbIX HA FPaMNIaCcTUHKaX:

8 noaroToBka rpamMniiacTUHKM K 3anucu oHorpamMmebl; yaaneHue | ogHa 12,0
Nbifin C MOBEPXHOCTU rpaMniacTUHKN, CHATUE CTaTMYeCKOro | rpamnnacTuHka
aneKkTpuyecTsa

9 3annucb  OHOrpaMmbl  rpamniacTUHKM C  UCMNOMNb30BaHWEM | OAHa
3BYKOBOrO pefakropa doHorpamma
O6paboTka 3anucaHHon poHorpamMMbl: ofHa

doHorpamma

10 NOCTOAHHOE aMMNUTYOHOE CMeLLeHne 5,0

11 yaaneHne LWeNYKoB M MNOTPECKMBAHMKA C MOMOLLBK nfarvHa 10,0
aBTOMATUYECKOr0 HAXOXAEHUA U yaaneHusi Nogo0HbIX LLEenyKoB

12 yCTpaHeHMe OOHOBbLIX LLIYMOB 10,0

13 obecrneyeHne KayeCTBEHHONO M ECTECTBEHHOro 3By4aHusi C 10,0
NCNosb30BaHUEM 3KBanan3epos (rpacbumyeckoro,
naparpadu4eckoro, napameTpmuyecKoro)

14 HOpManu3auus CBOWCTB 3BYKOBOIO Matepwuana 50
15 noarotoska obpaboTaHHON (hOHOrpammbl K 3anvcyu Ha AuCKax; | ogHa 20,0
paspeska 3BYKOBOro parina Ha Tpeku doHorpamma
16 3anMcb NOArOoTOBMEHHOrO ayavomaTepuana Ha Ouck (C yd4eTom | OAWH OUCK 12,0

BO3MOXHOCTU  KOHBEPTMPOBaHWS Martepuana B ¢opmar
aygvodpanna)
3.9. O6cnyxuBaHue nonb3oBaTenen
Tabnuua 50
N n/n HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
n3mepeHuns BPEMEHMU,
MUH.

1 2 3 4
3anuck nonb3oBaTenen B bnbnmoTeky:

1 NPOCMOTP [JOKYMEHTOB MoOMnb3oBaTtens (MacrnopT, YNeHCKWA | oauH 2,0
ounet, cTygeHvyeckuin OumneT, crnpaBka 006 WHBANUOHOCTM MO | NONb30OBaTENb
3peHunto), MpoBepKa  HanuuuMs  Y4eTHO-perucTpaLMoHHOWN
KapTOYKM nonb3oBaTens
3anonHeHue YYETHO-PErUCTPALMOHHBIX OOKYMEHTOB | 0guH chopmyrnsp
nonb3oBaTens:

2 dopmynsp Ha BymaHOM HocuTene 50

3 3NEKTPOHHbLIV dhopmynsip 4,0

4 perncTpaumoHHasa KapTodka 5,0

5 TPaHCNOPTHbLIN JIUCT 6,0

6 aoroeop obcnyxunBaHus (2 ak3emnnsipa) 7,0

7 TeTpagb perncrpaumm nonb3oBartenen 1,0

8 O3HaKOMJIEHME C npaBunaMy MoOfb30BaHUS OMONMOTEKOW, | OAMH 20,0
CMpaBOYHbIM annapaToM, HanM4Inem Opyrux oT4enoB, NEpeyYHeM | Norb3oBaTeNb
npegocTaBnsieMblX ycnyr

9 pacCcTaHOBKa PEervcTpauMoOHHbIX KapTOYeK Monb3oBaTerner B | ogHa KapTodka 1,0
KapToTeky
[Mepeperncrpaums nonb3oBartenemn
[MoMck u BHECeHVWe WU3MEHEeHWN B Y4YeTHO-perncTpauuoHHbIe
OOKYMEHTbI Nofnb3oBaTens:

10 dopmynsip Ha GyMaXHOM HocuTene oavH cpopmynsap | 1,0

11 3NEKTPOHHbIN hopMynsap oavH cpopmynsap | 1,0




12 perucTpaumoHHasa KapTodka OfHa KapTouykKa 1,0
13 TPaHCNOpPTHbIN NUCT OAWH nnct 1,0
14 Aorosop obcnyxmBaHus OAVH forosop 1,0
3.10. CtraumoHapHoe o6cnyxuBaHue nonb3oBaTenen
Ta6bnuua 51
N n/n HaumeHoBaHwue npouecca, onepauun. Coctas paboTbl EaovHnua Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
O6cnyxuBaHve nonb3oBaTenen B oTgenax aboHemeHTa:
06LLEro 1 HOTHO-MY3bIKaIbHOTO;
1 WHOPMUPOBaHME MONb30BaTENEN O HOBbIX MOCTyNNeHusx; | ogHa 6ecena 50
Decefa c nonb3oBaTeneM y BbICTABOK
MonGopka [OokymMeHTOB wu3 poHOoa oTgena Ans  Bbigauu
nonb3oBaTento:
2 n3gaHuns, HanevyaTaHHble penbe@HO-TOYEYHbIM LPUPTOM oavH gokymeHT | 3,0
3 "ropopsilmMe"” KHUrM 1 My3sblKarnbHble NPou3BeAeHUs Ha KacceTax | oavH gokymeHT | 3,0
4 u3gaHua Ha UuMdpOBbIX HOCUTENSAX WHAOPMauMM (OWCKKW, | oauH AokymeHT | 1,0
donew-kapTbl C KPUNTO3aALWMTON)
5 rpamniIacTUHKn OVH OOKYMEHT 1,0
6 HOTHbIE M3JaHusa (nnockonevaTHble 1 no cucteme bpanns) OOVH JokyMeHT | 2,0
7 U3gaHns, HarneyaTaHHble nnockoneyaTHblIM, B TOM 4ucre | oguH JokymeHT | 1,0
YKPYMHEHHbIM, LUIPUTOM
8 3BykoBble annbl u3 6asbl gaHHbIX "roBopAwmMX” KHUM C | oauH dpann 15,0
KpMNTO3aLUMTON
9 3an1cb 3BYKOBbIX (DannoB "roBopsLMX" KHUM C KPUATO3AWMUTON | OAWH hann 10,0
Ha  new-kapTy nonb3oBaTens C  npeaBapuTenbHON
NoAroToBKOW (O4MCTKON) dhneLl- KapTbl NONb3oBaTens
10 npegocTaBrieHMe MoMb30BaTENMO  HOTHbIX W My3blKanbHbIX | OOUH JOKYMEHT | 2,0
OOKYMEHTOB ans npeaBapuTENbHOro NpovrpbiBaHus,
NpoCnyLInBaH1s B MOMELLEHUN oTgena
lMpoBepka [OOKYMEHTOB nepen Bbligaderh /[ MNpUEMOM Ha | OOUH OOKYMEHT
COOTBETCTBME U OTCYTCTBME AedEKTOB:
11 n3gaHus, HanevyaTaHHble penbedHO-TOYEYHbIM LWPUETOM 1,0
12 "ropopsiLmne"” KHUrmM 1 My3sblkarbHble NPOU3BEAEHMS Ha KacceTax 3,0
13 U3gaHna Ha Uu@poBLIX HOCUTENSX WHGOpMauUnnM (OUCKM, 1,0
donel-kapTbl C KPUNTO3ALLMTON)
14 rpamniIacTUHKn 1,0
15 HOTHblEe U3gaHung (nnockoneyaTHble U No cucteme bpanns) 1,0
16 u3gaHusd, HanedataHHble MIocKoneyaTHbIM, B TOM 4uchne 0,8
YKPYMNHEHHbIM, LUIPUTOM
17 Bbldaya [OKYMEHTOB MOMb30oBaTeno, OTMeTKa O Bblgaye B | oAMH OOKyMeHT | 0,7
KHWXXHOM cbopMynsipe
OTmeTKa 0 Bblgade / npuemMe JOKYMEHTOB: OOVH OOKYMEHT
18 B PYYHOM pexume 1,0
19 B aBTOMaTMU3NPOBAHHOM pPeXUME 0,7
20 lMpveM [OOKYMEHTOB OT Monb3oBaTens, MOUCK W BKNagka | oauH AokymeHT | 1,0
KHWXXHOro dhopmynsipa
lMpoaneHve cpoka Nonb3oBaHWs JOKYMEHTaMMu: OOVH OOKYMEHT
21 B PYYHOM pexume 2,0
22 B aBTOMaTMU3NPOBAHHOM PEXUME 0,7
KoHcynbTauusa nonb3oBaTens: ofHa
KOHCynbTauus
23 no paboTe ¢ KAPTOYHbIM KaTasiorom 5,0
24 no paboTe C 3NEKTPOHHbIM KaTasiorom 7,0
25 no aKkcnnyataumm TmgpnoMmarHimTooHoB, TudnogneLw-nneepos 10,0

OTbop ¥ nepegaya Ha BOCMNPOU3BEAEHME B CreuunaribHOM




dopmaTe pparMeHTOB MfOCKoMneyaTHbIX TEKCTOBbIX U HOTHbIX
OOKYMEHTOB (MO 3anpocy nonb3oBaTens):

26 npuem 3anpoca OT nonb3oBaTend, nogdopka [AOKYMEHTOB, | OAuH JOKyMeHT | 5,0
odopmMmnieHne 3akasa
27 noaroToBka OOKyMEHTa K BOCMpOM3BeAeHMIO (MOWUCK, 3aknagka | ogHa cTpaHuua | 2,0
dparmMeHToB, OLUEHKa BO3MOXHOCTU CKaHWPOBAHWSA TeKCTa,
py4YHOro Habopa HOTHOI 3anncu nNo cucteme bpanns)
O6cnyx1BaHWe Nonb3oBaTenen B YATaNbHOM 3are:
28 WHpOpMMpPOBaAHME O HOBbIX MOCTynneHusix; ©Gecega ¢ | ogHa Gecena 5,0
nonb3oBaTeneM y BbICTaBOK, TEMATUYECKUX KHUXHBIX MOMOK
lMouck OOKYMEHTOB MO 3anpocy nonb3oBaTensd B NogcobHOM | OOuH AOKYMEHT
doHae:
29 no Buaam usgaHun 3,0
30 no onpeneneHHon Teme 4,0
lMpoBepka [OOKYMEHTOB nepes Bblgadyen / NpMemMoM Ha | OOUH AOKYMEHT
COOTBETCTBME U OTCYTCTBME AedEKTOB:
31 n3gaHus, HaneyaTaHHble penbedHO-TOYEYHbIM LWPUETOM 1,0
32 "roBopsiLLne" KHUMM Ha KacceTax 4,0
33 u3gaHusa Ha UuMdpOoBbIX HOCUTENAX WHGOPMauMM (Oucku, 1,0
donew-kapThbl)
34 n3gaHus, Hane4yaTaHHble nrockoneyaTtHblIM, B TOM 4ucne 0,8
YKPYMHEHHbIM LUPUTOM
35 TaKTUMbHblE pYKOAENbHbIE N3AaHNA 1,0
36 penbedgHo-rpaduyeckme nocobus 1,0
37 BblJada [JOKYMEHTOB Mosib3oBaTesito, OTMeTka O Bblgaye B | oauH AokymeHT | 0,7
KHWKHOM bopmynsipe
OTmeTKa 0 Bblgade / npueme JOKYMEHTOB: OLVH OOKYMEHT
38 B PY4YHOM pexume 1,0
39 B aBTOMAaTU3MPOBaAHHOM pEXUME 0,7
40 npueM [OOKYMEHTOB OT Mofb3oBaTens, MOUCK W BKNagka | oavH gokymeHt | 1,0
KHWKHOro doopmynsipa
KoHcynbTaumsa nonb3oBaTens: ogHa
KOHCynbTauust
41 no paboTe ¢ KAPTOYHbIM KaTanorom 7,0
42 no paboTte ¢ 3NEeKTPOHHbIM KaTanorom 8,0
43 no aKcnnyarauum TmgnomarHutodoHoB, TudnogneLl-nneepos 10,0
44 no akcnnyaTauum aganTuBHbIX TUIOTEXHUYECKUX CPEeacTB U 20,0
nporpaMm
45 no 3aKcnnyatauun KOMMbIOTEPHOM TEXHUKM W NpOorpaMMHOro 20,0
obecneyeHust
PaboTa ¢ yteyom:
46 npegsapuTernbHas 3anuchb norb3oBaTens K Yteuy OfHa 3anncb 1,0
47 nouck, opopmreHme JOKYMeHTa A5 Bbldayun nonb3oBaTento O4VH OokyMeHT | 5,0
48 yTeHue TekcTa odHa cTpaHuua | 5,0
(dpopmat A4)
49 NPoYnTbIBAHNE TEXHUYECKOrO U APYrnx cneunansHbix TekctoB Ha | 1 000 3HakoB 6,0
MarHUTHY0 NeHTy / uudpoBbIe HocUTENN
OT1bop ¥ nepefa4a Ha BOCNPOM3BEAEHME B CheLManibHOM
dopmaTe parMeHToB NrockoneyaTHbIX [AOKYMEHTOB (Mo
3anpocy nonb3oBaTens):
50 npvemM 3anpoca OT Monb3oBaTtens, nogbopka [OOKYMEHTOB, | OAMH AOKYMeHT | 5,0
odopmsieHne 3akasa
51 noAroToBKa JOKYMEHTa K BOCNpou3BegeHu o OfHa CTpaHuua 2,0
3.11. BHecTaumMoHapHoe o6cnyxuBaHue nonb3oBaTtenen
Ta6bnuua 52
N n/n HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EannHunua Hopma
n3mepeHuns BPEMEHM,




MUH.

1 2 3 4
HagomHoe obcnyxvMBaHne nonb3oBaTenem:

1 npuem 3akasa OT nonb3oBaTensd no TenedoHy, odopmreHve | oauH 3akas3 4,0
3aKkasa
Mounck 13 hoHaa KoMNnekTa JOKYMEHTOB: OLVH KOMNMEKT

2 n3gaHuns, HanevyaTtaHHble penbedHO-To4eYHbIM WpudTom (10-15 15,0
KHUT U3 KOMMNNEKTa)

3 "rosopsmne" kHurn Ha kaccetax (5 Ha3BaHWI) 10,0

4 n3gaHnsa Ha UugpOoBLIX HOCUTENSX WHGOpMauMnM (QUCKM, 6,0
drnew-kapThl) (5 Ha3BaHUN)

5 OTMETKa O Bblgave AOKYMEHTa B KHWXHOM dhopmynspe OAVH OOKYyMeHT | 0,7
OTmeTka O Bblgaye / npvemMe [AOKYMEHTOB B opMynsipe | O4WMH JOKYMEHT
nonb3oBartens:

6 B PY4YHOM pexume 1,0

7 B aBTOMaTMU3NPOBAHHOM pPeXUME 0,7

8 noaroToBka [AOKYMEHTOB K OTMpaBKe; COPTMPOBKA MO BuAaM | OOMH 3aka3 15,0
U3gaHun, ynakoBka, OMOpPMNEeHne TpPaHCNOPTHOro fuCTa,
norpyska; cornacopaHve ¢ nonb3oBaTenemMm Mo TenedgoHy,

JOoCTaBKa 3akasa

9 npuemM OOKYMEHTOB OT MNoNb3oBaTens; BbifPy3Ka, pacnakoBka, | O4MH 3akas3 8,0
NMOWCK 1 BKNagKa KHWKHOro popmynsipa
lMpoBepka [OOKYMEHTOB nepesd OTNpPaBkOM / NPUEMOM Ha | OOUH OOKYMEHT
COOTBETCTBME M OTCYTCTBME AEEKTOB:

10 n3gaHus, HanevyaTaHHble penbeHO-TOYEYHbIM LPUGTOM 1,0

11 "roBopsiLLmne" KHUIM Ha KacceTax 6,0

12 u3gaHua Ha UuMdpOoBbIX HOCUTENAX WHGOPMauMm (Gucku, 1,0
dneL-kapTbl)
lMpoaneHve cpoka Nonb3oBaHWs JOKYMEHTaMMU: OOVH OOKYMEHT

13 B Py4HOM pexume 2,0

14 B aBTOMaTMU3NPOBaAHHOM pexume 0,7
O6cnyx1BaHve nonb3oBartenen B 6MbnnMoTeYHbIX NyHKTax:

15 noaroToBka W 3aknioueHue JoroBopa Mexay Oombnuotekom u | oguH OOroBop 300,0
opraHusauuen, roe O6yaeT oCylecTBNATbCS BHECTALMOHApHOEe
obcnyxmBaHue
OdopmneHue opmynsipa 6MBIMOTEYHOro NyHKTa: OAVH dpopmyrnsp

16 B PY4YHOM pexume 7,0

17 B aBTOMaTU3NPOBAHHOM pexume 6,0

18 odopMeHne nankm ¢ JOKyMeHTamu (4oroBop, 4OBEPEHHOCTb Ha | 0gHa nanka 15,0
NonyyYeHne KHUr, 0TYeThl)

19 COCTaBfIEHNE CXEMbl pas3MeLleHnst BUONMOTEYHbLIX NMYHKTOB MO | OJHA CXeMa 120,0
TEppUTOPUSAM

20 cocTaBneHue rpaguka obmeHa OOKYMEHTOB, HaxoAsiMxcsl B | oauH rpadouk 20,0
OMBNIMOTEYHBIX NYHKTaX

21 cocTaBneHue nnaHa MeToMN4YeCcKon NOMOLLIM | OOMH NNnaHa 60,0
onbnnoTtekapsiM-o00LLEeCTBEHHNKAM
Bblgaya JOKYMEHTOB B BUBNNOTEYHbBIV MYHKT:

MoarotoBka " pacnevaTka cnuvcka OOKYMEHTOB, | OOWH CNUCOK
npefHa3HaYeHHbIX Anst Bblgavym 6ubnnoTeYHoMy MyHKTY:

22 20 ooKyMeHTOB 30,0

23 40 OOKYMeHTOB 60,0

24 100 JOKyMeHTOB 120,0
Mopbopka wn3 coHoa no cnucky / 3asBKe KOMIMIEKTOB | OOUH AOKYMEHT
OOKYMEHTOB pasnuyHbIX (OpMaToB:

25 n3gaHuns, HanevyaTaHHble penbeHO-TOYEYHbIM LLPUGTOM 3,0

26 "roBopsiLLMne" KHUMM Ha KacceTax 2,0

27 U3gaHna Ha Uu@pOBLIX HOCUTENSX WHGOpMauunM (QUCKM, 1,0

dorew-kapThbl)




28 n3gaHus, Hane4yaTaHHble nrockoneyaTtHblM, B TOM 4ucne 1,0
YKPYMHEHHbIM LLUPUTOM
Ceepka [OOKYMEHTOB CO CNUCKOM / 3asdBKOW W MpOBEPKA | OOUH OOKYMEHT
OOKYMEHTOB nepef Bbldayen Ha COOTBETCTBUME U OTCYTCTBUE
OedeKToB:
29 n3gaHus, HaneyaTaHHble penbedHO-TOYEYHbIM LWPUETOM 1,0
30 "roBopsiLmne"” KHUMM Ha KacceTax 6,0
31 M30aHNs Ha UM@POBLIX HOCUTENSIX WHGOpMauMnM (AUCKM, 1,0
dnew-kapThbl)
32 MU3gaHus, Harne4vaTtaHHble [JocKonevyaTHbIM, B TOM 4ucne 0,8
YKPYMHEHHbIM LIPUATOM
33 COpPTMPOBKa MO BMAAM M3[aHUN, OTMETKa O Bblaave JOKYMeHTa B | oAuH gokyMmeHT | 1,0
KHWXHOM cbopMynsipe
OTmeTKa 0 Bbldaye JOKYMEHTOB: OOVH OOKYMEHT
34 B PY4YHOM pexume 1,0
35 B aBTOMaTMU3NPOBAHHOM pPeEXUME 0,7
36 paccTaHoBKa KHWXHbIX (POpMYNApPOB B KApTOTEKY MHAMKAaTOpa oavH dopmynsgp | 1,0
37 NOAroToBKa [AOKYMEHTOB K OTMpaBKe; YnakoBKa, COCTaBfleHWE | OAWH KOMMJIEKT 30,0
onucu, norpyska
38 oTMeTKa 06 OTNpaBKe 3akasa B XXypHarne permcrpaumm ofHa 3anucb 2,0
39 onoselleHne aboHeHTa 06 oTNpaBKe 3akasa OAWH aboHeHT 1,0
[Mpuem JOKYMEHTOB U3 OMGIMOTEYHOro NyHKTa:
40 pacnakoBka MOCbINKW, COPTMPOBKA [JOKYMEHTOB MO Buaam | ofHa rnocblfka 3,0
n3gaHum
lMpoBepka BO3BpALLEHHbIX [OOKYMEHTOB Ha COOTBETCTBME, | OOUH JOKYMEHT
KOMMNEKTHOCTb, OTCYTCTBUE AEe(EKTOB:
41 n3gaHus, HanevaTtaHHble perbe@HO-TOYEeYHbIM LPUPTOM 1,0
42 "roBopsLumne"” KHUMM Ha KacceTax 6,0
43 u3gaHua Ha UuMdpPOBbIX HOCUTENAX WHGOpPMauMm (Gucku, 1,0
dneL-kapTbl)
44 u3gaHus, HanevaTtaHHble MoCKoMneYyaTHbIM, B TOM 4uchne 0,8
YKPYMHEHHBIM LWIPUATOM
45 COPTUPOBKA OOKYMEHTOB MO BUAaAM MU3OaHUW, MOUCK W BKNagka | OAWH OOKYMEHT 1,0
KHUXXHBIX OpMYNsapoB
OTmeTKa 0 NpMemMe AOKYMEHTOB: OAWNH JOKYMEHT
46 B PY4YHOM pexume 1,0
47 B aBTOMaTMU3NPOBaAHHOM peXxume 0,7
48 onoselleHne aboHeHTa 0 NpuemMe JOKYMEHTOB OLVH abOHEHT 1,0
49 oTMeTKa 06 0bMeHe JOKYMEHTOB B AHEBHMKE OTAENa oHa 3anucb 1,0
3aoyHoe obcnyxmnBaHue nonb3oBarenem
OdopmnieHne JOKYMEHTOB Ha 06cnyxmBaHne abOHEHTOB:
50 npuem 3asaBkM OT aboHeHTa Ha oOcnyxuBaHuWe, MOArOTOBKA | OOHa 3asiBKa 5,0
nakeTa JOKYMEHTOB K OTNpaBke
OdbopMneHue dopmynsipa aboHeHTa: O4VH hopmynsp
51 B PYYHOM pexume 6,0
52 B aBTOMaTMU3NPOBaAHHOM pPeEXUME 7,0
Bblgaya JOKYMEHTOB aboHEHTaM
Mopbopka wn3 ¢oHoa no 3akady aboHeHTa [OKYMEHTOB | OOWH AOKYMEHT
pasnu4yHbIX OPMaToOB:
53 n3gaHus, HanevyaTaHHble penbedHO-TOYEYHbIM LWPUETOM 3,0
54 "roBopsiLLMe" KHUMM Ha KacceTax 2,0
55 U3gaHns Ha UudpOoBLIX HOCUTENSX WHMOpMaUUnM (QUCKM, 1,0
dnew-kapThbl)
56 MU3gaHusA, Hane4yaTaHHble nrockone4yaTtHblM, B TOM 4uche 1,0
YKPYMHEHHbIM LLUPUTOM
CBepka JOKYMEHTOB CO CMMCKOM M NpoBepKa JOKYMEHTOB nepep, | OauH JOKYMEHT
Bbldayen Ha COOTBETCTBME N OTCYTCTBUE Ae(PEKTOB:
57 n3gaHusg, HanevyaTaHHble penbeHO-TOYEYHbIM LLPUGTOM 1,0




58 "roBopsiLLMe" KHUMM Ha KacceTax 6,0
59 M3gaHnsa Ha UupOBLIX HOCUTENSX WHGOpMauMnM (QUCKM, 1,0
dnew-kapThbl)
60 MU3gaHus, Hane4yaTtaHHble nrockone4yaTtHblM, B TOM 4ucre 0,8
YKPYMHEHHbIM LLUPUTOM
61 OTMETKA O Bblga4ye AOKYMEHTa B KHWXHOM popmynspe OAWH AOKYyMeHT | 0,7
OTmeTKa 0 Bblja4ye AOKYMEHTOB: OAWNH JOKYMEHT
62 B PY4YHOM pexume 1,0
63 B aBTOMaTU3MPOBaAHHOM peXnme 0,7
64 paccTaHoBKa KHWXHbIX (POPMYNSAPOB B KAPTOTEKY oavH dopmynsp | 1,0
65 NnoaroToBka [OKYMEHTOB K OTMNpaBKe; ynakoBKa, COCTaBreHWe | OOMH KOMMMEKT 30,0
onucu, norpyska
66 oTMeTKa 06 OTMnpaBKe 3akasa B XypHarne perucrpauum ofHa 3anucb 2,0
67 onoselleHne aboHeHTa 06 oTNpaBKe 3akasa OAWH aboHeHT 1,0
[Mpuem JOKYMEHTOB OT abOHEHTOB:
68 npuem JOKYMEHTOB; COPTUPOBKA MOCHLIFIOK NO agpecam, oTMeTKa | ofHa nocblfnka 2,0
0 NpuemMe B XypHane perucrpaumu
69 pacnakoBka MOCbINKW, COPTMPOBKA [JOKYMEHTOB MO Buaam | ofHa rnocblfka 3,0
n3gaHumn
lMpoBepka BO3BpaLLEHHbIX [OOKYMEHTOB Ha COOTBETCTBME, | OOUH JOKYMEHT
KOMMNNEKTHOCTb, OTCYTCTBUE AeEKTOB:
70 n3gaHus, HaneyaTaHHble penbedHO-TOYEYHbIM LWPUETOM 1,0
71 "roBopsiLMne" KHUMM Ha KacceTax 6,0
72 u3gaHusa Ha UuMdpOoBbIX HOCUTENAX WHGOPMauMM (Oucku, 1,0
donel-kapThbl)
73 MU3gaHus, Harne4daTtaHHble nrockorneyaTtHblM, B TOM 4uche 0,8
YKPYMHEHHBIM LWPUATOM
74 COpPTMPOBKa [OKYMEHTOB MO BuAam M3gaHuM, MOUCK W BKNagka | OAVH AOKYMEHT 1,0
KHWKHbIX hOpMynsipoB
OTmeTKa 0 NpMemMe AOKYMEHTOB: OAWNH JOKYMEHT
75 B PY4HOM pexume 1,0
76 B aBTOMAaTU3MPOBaAHHOM pEXMME 0,7
77 onoseLleHne aboHeHTa O Npueme JOKYMEHTOB OoOuVH aboHeHT 1,0
78 oTMeTKa 06 0bMeHe JOKYMEHTOB B AHEBHMKE OTAENa oHa 3anucb 1,0
3.12. BHyTpeHHAA paboTa
Ta6nuuya 53
N n/n HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EaovHnua Hopma
namepeHns BpeEMEHM,
MUH.
1 2 3 4
lMogroTtoBKa K Bblgave:
1 nogsedeHne MToroB paboTbl 3a MPOLEALUn OeHb, 3anucb B | eXeQHEBHO 15,0
OHEBHUKe
2 pacctaHoBka OpPMYNsipoOB Monb3oBaTtenen no cpokam, Mo | oauH cpopmynsap | 1,0
andasuty
3 noabopka JOKYMEHTOB MO BuAam M3gaHuin no npeaBapuTenbHbIM | OAWMH AOKYMeHT | 1,0
3aKkasam nonb3oBareneu
MpocMOTp  HOBLIX  NOCTYNReHUMn  Ans pekoMeHaauuu | OAuH OOKYMEHT
nonb3oBaTensm:
4 rasetbl 5,0
5 XypHanbl, HanevyaTaHHble NI0CKONeYaTHbIM LWPUATOM 15,0
6 XypHansbl, HanevyaTaHHble penbeHO-TOYEYHbIM LLPUATOM 50
7 KHUIM, HaneyaTaHHbIe NfockoneyaTHbIM LWPUQTOM 5,0
8 KHUIW, HaneyaTaHHble penbeHO-ToYeYHbIM LIPUEGPTOM 2,0
9 ayamoBu3yanbHble U30aHUA Ha aHanoroBbiX W UUpPOBbLIX 2,0
HocuTensax
10 NPOCMOTP W MOMONIHEHWE KHWXHbIX BbICTABOK, TMOMOK W | oavH gokymeHT | 5,0




cTenna)ew, OTKpbITbIX A48 cB06OAHOro focTyna nofb3oBaTenen

11 noaroTtoska paboyero mecta eXegHeBHO 15,0
PaboTta ¢ popmynapom nonb3oBatens:

12 aHanus hopmynsipos nonb3oBaTenewn, BbisiBNeHne | oguH dpopmynap | 20,0
YnTaTENbCKUX MHTEPECOB

13 3anucb B opmynsipe nonb3oBaTens O pesynbTatax aHanusa | oguH dopmynsp | 3,0
YTEHUs 3a onpeaeneHHbIn nepuos

14 COCTaBJIEHNE KapTOTEKN YNTaATENBCKUX UHTEPECOB O[Ha KapTo4ka 3,0

15 3annucb B [JHEBHUKE Ombnuotekapa O AWHAMUKE YTEHWs W | O4Ha 3anucb 2,0
WHTepecax nonb3oBaTtenen (rpynnbl Nonb3oBaTenemn)
PaboTta ¢ nonb3oBaTensmu, He BO3BPaTUBLLUMMMW OOKYMEHTbI B
CpOK:

16 npocMoTp U oTOop opMynapoB Nofb3oBaTtenen, He | oguH popmynsap | 2,0
BO3BPaTUBLUNX JOKYMEHTLI B CPOK
M3BelleHne nonb3oBaTens, He BO3BpaTMBLUEro AOKYMEHTbl B | OAWH hopMynsp
CpOK; OTMETKa AaTbl HANOMWHaHMA B (popMynsipe nonb3oBaTens:

17 YCTHO (No TenedoHy) 3,0

18 NUCbMEHHO Yepes NOYTOBOE OTAENEHNE UMW SNTEKTPOHHYIO MOYTY 3,0

19 yoaneHne w13 0Gasbl AdaHHbIX CBEOEHWA O  3aHATOCTWM | OAWMH OOKYMEHT 0,7
BO3BpaLLEHHbIX JOKYMEHTOB
[MprveM JOKYMEHTOB B3aMEH YTEPSHHbIX:

20 NPOCMOTP W OUEHKa [AOKYMeHTa, nNpeasioKeHHOro B3aMeH | oauH JokymeHT | 3,0
YTEPSHHOrO

21 3anMcb O 3amMeHe AOKyMeHTa B (popMynspe nonb3oBaTtens, B | OAWH OOKyMeHT | 2,0
TeTpagm yyetTa JOKYMEHTOB, NPUHSTBLIX B3aMEH YTEPSIHHbIX
Paborta c oTkazamu:

22 3anofiHeHne KapTo4ykM Ha OTka3 C YyKas3aHueM MpUYKHbLL, | OOHAa KapTodka 4,0
paccTaHOBKa KapTOYekK B KAPTOTEKY OTKa30B

23 aHanm3 O0TKa3oB, MOArOTOBKA CMMCKa Ha [LOKOMMSIEKTOBaAHWE | OAMH OTKas3 8,0
doHaa

3.13. O6enyxumBaHue no mexbmbnuotreyHomy aboHemeHTy (MBA)
Ta6bnuua 54
N n/n HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n3mepeHuns BPEMEHM,
MUH.

1 2 3 4
O6cnyxvBaHve UHAMBUAYANbHbIX MONb3oBaTenen 6nbnMoTeku
no MBA:

1 perncTpaums nonb3osaTens, none3ytoweroca MBA OOVH 2,0

nonb3oBaTtenb

2 3anonHeHne bnaHka-3akasa O[JWH 3aKas3s 3,0

3 YTOUYHEHME yKa3aHHbIX Nonb3oBaTeneM CBeAeHU O 3aka3aHHOM | OAVH 3akas3 2,0
OOKYMeHTe, Lensax 3anpoca, WUCTOYHUKe, OTKyaa Mony4veHbl
cBefeHus
Bubnvorpadguyeckas aopaboTka 3akasa; YTOYHEHVEe | OOMH 3aka3
onbnunorpadmnyeckmx CBe4EeHUN:

4 no CnpaBOYHbIM M3gaHusamM 13 poHga GnbnmoTekn 10,0

5 npv MOMOLLUM BHYTPEHHMX U BHELLHUX ©a3 JaHHbIX 5,0

6 npoBepka Hannuus 3anpaliMBaemMoro  [OKyMeHTa B | oAvH gokymeHT | 12,0
OnbnnoTtekax, B TOM YMcrie MO CBOAHbIM KaTanoram

7 3anMcb cBedeHWn O HanpaeneHunm 3akaza no MBA | oauH 3akas 2,0
(HaumeHoBaHVe 6OubnuoTtekn, paTa); OTMpaBka 3akasa B
OnbnnoTeKky, MEKLLYH0 3anpalluBaembli AOKYMEHT

8 nepemelleHme 6GnaHka-zakasa B KapTOTEKy  3anpoCoB | O4HO 0,5
nonb3oBatenen no MBA 3a pasgenutenb "3anpockl no MBA, | TpeboBaHue
HanpaBIieHHble B Apyrve 6mubnmortekn"”

9 npuemM gokyMmeHTa, npucnaHHoro no MBA OAWH JOKYMeHT | 4,0

10 M3BeELLEeHNe nomnb3oBaTens O NOMyYeHUW  3anpoLUEeHHOro | oauH 2,0




OOKYMEHTa M CpOKax ero nosib3oBaHuA

Nnonb30BaTeEsb

11

Bbldaya nonb3oBaTento nony4veHHolx no MBA pokymeHTOB B
yntanbHOM 3ane; CBepka Bbl4aBaeMoro [OOKYMeHTa ¢
©naHKkoM-3aka3oM, NpoBepKa COCTOSHUSA AOKYMEHTa, OTMeTKa O
Bbloaye

OAOWH OOKYMEHT

2,0

12

npuemMm AOOKyMEeHTa OT NoJib30BaTelid; CBepKa [OOKyMeHTa C
OnaHkoM-3akKasa, npoBepkKa COCTOAHUA OOKyMeHTa, OTMETKa O
npunemMe, nomeuieHme OOoKymMeHTa B chneuunarnbHO BblAeNnieHHOe
MeCTO

OoOWH OOKYMEHT

1,0

13

n3BrevyeHne bnaHka-3akasa M3 KapToTekn, oTmeTka o6 oTnpaBke
AOKyMeHTa  (Ooata, HOMep  MOYTOBOrO  OTMNpaBrieHus);
nepectaHoBka nucTka u3 pasgena "lNMonyyeHHble no MBA
nsganung" B pasgen "BosBpalleHHas nutepartypa”

OoaVH NUCTOK
TpeboBaHus

15

14

noarotoBka [JOKYMEHTOB K  OTnpaBke B ©ubnuorteky
doHaoaepxaTenb; ynakoBka 3akasa, MpoCTaBfeHue LwTamna
"MoyTa cnenbIx", HaNMcaHMe agpeca, COCTaBeHne onucu

O[VH 3aKas

50

15

paboTa ¢ oTkasamu; npu Nony4yeHun nsBeLLeHns ob oTkase mnu
3aepKKke BbINOMHEHUsT 3anpoca ykasaHue B GnaHke-3akase Ha
0DOpPOTHOW CTOPOHE NPUYMHBLI U AaTbl OTKa3a, NepecTaHoBKa ero
u3 pasgena "3anpocbl no MBA, HanpaBneHHble B Apyrue
onbnnotekn" B pasgen "OTtkasbl no MBA"; coobuieHne B oTaen
obcnyxmBaHWsi 0 NONy4eHUn oTkasa (gaTa, NpuynHa)

O[VH 3aKas

4,0

O6cnyxuesaHne aboHeHToB no MBA: cBepka Mo kapToTeke
aboHeHTOB HOMepa aboHeHTa Ha GriaHKe- 3aKkase opraHusaumm

OpraHunsaunst aboHupyeTcs:

OJWH 3aKas3

16

npocTaBfieHMe HOMepa Ha OnaHke-3akase, CBepka agpeca,
HasBaHWA opraHusaumm, damunum oTBeTcTBeHHOro no MBA
(BHECEHUE U3MEHEHWI B KAPTOYKM)

4,0

ABOHEHT O6paTVIﬂCFI B TeKyliem rogy Brnepsble:

OAWH aboHeHT

17

npocTaBlieHne B KapTo4yke roga o6pau.|,eH|/|;|, AaThbl,

odopmneHne aboHeHTa

1,0

OpraHunsaums paHee He aboHMpoBanach:

OOVH abOHEHT

18

npucBoeHne aboOHeHTYy HOMepa, 3anofiHEHWE  KapTOYKM
peructpaumm aboHeHTa MBA n dopmynsap, ykasaHue NOfHOro
HaVMEeHOBaHWA opraHusauuu, Mno4yToBOro agpeca, TenedoHa,
damunum, uMeHu, OT4yecTBa OTBETCTBEHHOrO nwuua, pAathbl
OTKpbITMS 1 HOMepa aboHeHTa

6,0

19

paccTaHOBKa PErnCTPaLMOHHbBIX KAPTOYEK B KAPTOTEKY

ofHa KapTouka

0,5

20

odopmrneHne umsBelleHnss p[nss  aboHeHTa 06 OTKpbITUK
aboHeMeHTa (3anpoc HeJoCTarLWmMX ANs KapTOTEKN CBeAEeHNI)

OAHO
n3selleHne

2,0

21

npoBepkKa npaBuUIibHOCTU 3anosiHeHunsa OGnaHka-3akasa,
3a[]0/KEHHOCTM  abOoHeHTa; npocTasBlieHne Ha o6op0Te
OnaHka-3akasa Wwramna u gaTtbl nony4yeHuna 3akasa

OaVH
OnaHk-3akas

50

22

LLII/Id)pOBKa 3aKa3oB abOHEHTOB; no,u,6op|<a OnaHKoB- 3aKa3oB No
aﬂd)aBl/ITy, npoBepKa Halnyma OOKYMEHTOB Mo KaTtanory

OaVH
OnaHk-3akas

3,0

23

MoarotoBka [OKYMEHTa K Bblgaye, cCBepka [OKyMeHTa C
BnaHKoM-3aKka3om, npoBepka COCTOSAHUA OOKYMEHTa;
npocTaBneHne Ha OnaHke-zakase wWudppa [OOKYMEHTa,
MHBEHTAPHOIo HomMepa, Konnyectsa AOKYMEHTOB, AaTbl Bblayn,
wremnena OUONMOTEKN C Ha3BaHWEM U MOYTOBLIM agpecom;
yKkasaHue cpoka BO3BpaTa; BINoXeHue 4Yactu 6naHka-3akasa
aboHeHTa B BblgdaBaeMblll AOKYMEHT, MpOCTaBfeHWe Homepa
OaHgeponu

OOVH IOKYMEHT

2,0

24

NOCTaHOBKA 3aKa3a Ha o4Yepeb, OoTrnpaBka 360HeHTy n3peleHund

O[IVH 3aKa3

2,0

25

nepegava n3gaHma Ha KkonmpoBaHue

OJVH 3aKas

3,0

26

oTnpaBka [OKyMeHTOB aboHeHTaM; ynakoBka  3akasa,
npoctaesneHune wrtamna "lMoyta cnenbix", HanucaHue agpeca,
COCTaBneHne onncu

OJVH 3aKas

50

27

PacCTaHOBKa OnaHKOB-3aKa30B Ha BblaHHbIE OOKYMEHTbl B

OOVH OOKYMEHT

0,5




KapToTeky obcnyxusaHus aboHeHTOB B pasgen "BblgaHHblie no
MBA n3panus"

28 NPUHATME OOKYMEHTOB, BO3BpaLLEHHbIX abOHEHTaMu; BCKpbITME | OOUH JOKYyMEHT | 4,0
OaHgoeponu, npoBepka COCTOSIHWS [AOKYMEHTa, YykasaHue Ha
OnaHke-3akase [aTbl BO3BpaTa [JOKYMeHTa, MepecTaHOBKa
OnaHka-3akasa B pasgen "Bo3BpalleHHast nutepaTypa”

29 aHanuM3 CpOKOB MOMNb30BaHUA  [OOKYMEHTOB, BbISBNEHWe | oauH OOoKyMeHT | 2,0
OOIMKHWKOB, HarnpasneHne HanoMuHaHUN

30 paboTa c oTKazamu: ykasaHue B GriaHke-3akase NpuyvHbl U gaThl | OOMH OTKas 4,0
OTKasa; perucrpaums otkasa B y4YeTHbIX popmax; pacctaHoBKa
nucta TpeboBaHMs B KapTOTeKke OTKa30B; OTNpaBka aboHeHTy
n3BeLleHus 06 oTkase

3.14. MaccoBas pa6oTa
Ta6bnuua 55
N n/n HaumeHoBaHue npouecca, onepaunmn. Coctas paboThbl EavHnua Hopma
namepeHns BPEMEHM,
MUH.

1 2 3 4
[MoaroToBka MaccoBbIX MEPOMPUATUI
OnpepgeneHue Tembl, cocTaBa ayauTopuu, OTBETCTBEHHOrO 3a | O4HO
MepornpusaTMe B LEeNoM, COCTaBfieHMe nraHa noAroTOBKU | Mepornpusatue
MEpPONPUATMS, BOMPOCOB Ans  0ObCYyXOeHus, npurnaweHve
KOHCYNbTaHTOB, FEKTOPOB, MOAGOpKa [OKYMEHTOB MO Teme
MeponpuUsaTUS; opraHusauus BbICTaBKM nutepartypsl,
onoBeLleHne nonb3oBaTenein 0 MeponpusaTMM Yepes aduiun,

KaHanbl CBA3W; BblSBNEHWEe  BbICTYNaKLWUX; MOArOTOBKA
nomeLLeHns; NpoBedeHMEe COoBeLLaHs N0 UToram NOArOoTOBKU U
npoBefeHns MeponpusaTUs:

1 ynTaTenbckas KoHgepeHums 4800,0

2 nuTepaTypHO-XYAOXECTBEHHbIN BeYep, BeYep KHUMM, ancnyT 3600,0

3 BeYyep BOMPOCOB 1 OTBETOB, YCTHbIN XypHan 3000,0

4 knyb no uHTepecam 3000,0

5 OETCKUN YTPEHHUK 3600,0

6 BUKTOPWHA, KOHKYPC, Urpa-nyteLwecreme 3600,0
OpraHunsaumst KHUXKHbIX BbICTaBOK
CocTtaBneHve nnaHa opraHusauMM U MNpoBedeHUs BbICTaBKW; | OOHa BblCTaBka
BbIsiBNEHNE n oTbop OOKYMEHTOB; noaroToska
COMpOBOAUTENIbHON  AOKYMEHTauuMm K BbICTaBKe; MOHTax
BbICTaBKW; opraHu3auus MHAOPMAaLNOHHO-PEKNAaMHON paboTbl
no Nonynsipu3auun BeICTaBKW; NogBegeHNe NToros paboThbl:

7 nyaHa BbICTaBKU 600,0

8 BbICTaBKW MO roTOBOMY NaHy 360,0

9 onepaTuBHbIX BbICTABOK HOBbIX NOCTYNIEHWUA 120,0
Peknama BubnuoTeku; paboTta no npyBReYeHnto
nonb3oBaTenemn:

10 noaroToBka pekriaMHOro coobllieHMst B CpeAcTBax MacCOBOW | O4HO 300,0
UHdopmaLmm1, onsa pa3meLLeHnst Ha canTe bubnuoTekn, noptane | cooblleHne
crneumnanbHblx 6uMGnMoTek, Ha aBTOMHoOpMaTope O paboTte
OmbnuoTekn, 0OCOBEHHOCTAX (PYHKLUMOHMPOBAHUSA Pa3nmYHbIX
nogpasgeneHunii, HOMeEHKNaType ycrnyr, npeaocTaBnsiemMbIxX
OmbnnoTekomn, n gpyron MHpopmaunn

11 NoAroToBKa nnakata o A4esATenbHOCTM 6MbnmMoTekun (BbIGOP TEMBI, | OAMH Nnakat 300,0
onpeferneHue cogepxaHusa 1 opmbl)

MogroTtoBka 6ykneta o 6Gubnuoreke: OoOuH BykneT

12 O[VH NUCT, ABYXCTOPOHHAS neyaTb (popmat A4) 600,0

13 nBa nucrta n bonee 1200,0

14 opraHusaumsi 3KCKypcui no 6mubnuoTeke; npuem u opopmneHmne | ogHa akckypeus | 60,0

3asBKM, YTOYHEHME TEMbI SKCKYPCUI 1 COCTaBa 3KCKYPCaHTOB




BoisiBneHune noTeHuManbHbIX nonb3oBarenem
BMBIMOTEYHO-MHAPOPMALIMOHHBIX YCIyr BUBNNOTEKN:
15 npocMoTp npecchbl 1 "MIHTepHeT "-pecypcos oavH aokymeHt | 8,0
16 cbop M aHanu3 uMHGOPMALUM O KOHKYPEHTOCMOCOOHOCTM | oauH AokymeHT | 8,0
onbnuotekn
17 BeJEHVE KapTOTeKN NOTPpebuTenbCKoro pblHKa OfiHa KapTouykKa 0,3
18 BCTpeum C npeacraButendamu ompm, opraHmsauun, npeanpuaTtui | OgHo 120,0
MeponpusitTue
MpumeuaHue:
- BpEMSs NPOBEeAEHMS MAaCCOBbIX MEPOMPUSATUN, BbICTAaBOK NUTEpPaTypbl U IKCKYPCUIA B HOPMY BPEMEHN HE
BXOAMWT;
- MPU OpraHn3auun BbIE3AHON BbICTABKM K HOPMaM BPEMEHU NPUMEHSAETCS NOBbIWaLWUi KO3 runeHT
1,1.

3.15. CnpaBo4Hasi u wuHdopMaLuMoHHasa pa6oTa. OpraHuzauumsa chnpaBoYHO-6uGNMorpadcuyeckoro
annapata (CBA)

Tabnuua 56
N n/n HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
namepeHns BpeEMEHM,
MUH.
1 2 3 4
lMpocmoTp 1 OTOOP AOKYMEHTOB M3 TEKYLUUX MOCTYMNNEHUA Ans
BkntodeHnsa B CBA:
1 naockoneyaTHble KHUMM Ha ByMaXHbIX HOCUTENSIX ofHa KHura 4,0
2 nrockKoneyartHble KHUMM Ha ONTUYECKNX HOCUTENAX OfHa KHura 6,0
3 CTaTby N3 NIOcKonevaTHbIX COOPHMKOB, XXYpHanoB o[Ha cTtaTb4 3,0
4 cTaTbM U3 rasert o[Ha cTtaTb4 2,0
5 penbedHO-TOYEYHbIE KHUTU OofHa KHura 6,0
6 CTaTbu N3 penbedHO-TOYEYHbIX COOPHUKOB, XXYPHAIIOB OofHa cTaThs 4,0
7 ayanoBm3yarnbHble U30aHUA Ha aHanorosbiX W UUGPOBBLIX | OAHA KHUra 6,0
HocuTensax
8 CTaTby U3 3BYKOBbIX COOPHMKOB, XXypHanoB ofHa cTaTbs 50
9 oubnuorpadgumyeckme nocobus, B TOM 4MCrie Ha OMNTMYECKUX | OAHA 3anucb 0,7
HocuTensax
10 NEeTOoNUCK KHWXHbIX, XXYPHanbHbIX U ra3eTHbIX cTaTen ofHa 3anucb 1,0
11 NPUKHWXKHbIE Bubnunorpaduryeckne cnmckm O[Ha 3anuncb 0,7
12 NpocMoTp 1 oTOOp AOKYMEHTOB U3 BHeLWHUX B[] neproguyecknx | ogHa ctatbs 6,0
n3gaHuin gnsa skntodveHusi B CBA:
13 cocTaBneHue bubnvorpagu4eckon sanucm OfHa 3anuncb 4,0
CocTaBneHve aHHOTaLMWW, U3ydeHWe [OKYMEeHTa, HarnucaHue | ogHa aHHoTauus
TeKkcTa:
14 aHHOTUPOBAHNE KHUT 120,0
15 aHHOTMpPOBaHME cTaTen 60,0
16 aHanuTu4eckasi poCMUCb XXypHambHbIX, ras3eTHbIX CcTaTen, | oauH OOoKyMeHT | 4,0
cbopHuKoB, OMbNMorpaduYeckmx nocobuii; O3HAKOMIIEHME C
cogepXaHnem usgaHus, CoctaBneHne aHanuTUYeckon pocnmcu
17 cuctemaTmsaumsi KapTodek Ha OTOOpaHHbie AN BKIOYEHUSA B | O4HA KapTodka 2,0
CBA poKymMeHTbl MO TWMam KaTanoroB M KapTOTekK; MpoBepka
WHOEKCOB, pacCTaHOBKa KapTOYKM
Opranunsaumsi TeMatmdecknx cnpaBoydHbix B:
18 npocMoTp, OTbop M cucTemMatM3auuss [OOKYMEHTOB [Ofis | OOWUH JOKYMEHT 10,0
BKNtoYeHna B b1, BBog UHGopMaLmnu
19 pepaktupoBaHne B[1: BHeceHue B Gubnunorpaduyeckyto 3anvcb | ogHa 3anvcb 1,0
AOMOSTHEHUN N N3MEHEHWI; UCKIIOYEHME 3anucu Ha BblObiBLLNE
OOKYMEHTHb!
20 BBOZ HOBbIX PyOpUK ofHa pybpuka 1,0
Oprannsaumsi nonHoTekcToBbIX B:
21 npocMoTp, oTOop M NpegmMeTn3auus JOKYMEHTOB AMsl BKIOYEHWS | OAMH AokymeHT | 10,0
B b1




Beog B B[ 6Gubnuorpadudecknx 3sanmcen nnocKonevyaTHbIX
n3gaHun:

OAHa 3annucb

22

npn HaNn4nn 3anncun B 3NIEKTPOHHOM KaTarnore

2,0

23

npu cocTaBneHun HoBon Brubnuorpadurdeckon 3anmcu

6,0

24

npv JONOMNHUTENbHOM Noncke nHgopmaumu B "MIHTepHete"

10,0

25

CKaHWpoOBaHWe TeKkcTa [JOKYMEHTa C  pacrno3HaBaHWEM;
ncnpasneHve ownbok

ofHa cTpaHuua

6,0

26

penaktupoBaHne B[1; BHeceHue B Gubnumorpaduyeckyo 3anmcb
OOMOMHEHUN M WU3MEHEHWI; MWCKIKYEeHWe 3anuMcu W TekcTa
n3gaHus Ha BblObIBLUME OOKYMEHTHI

OAHa 3annucb

1,0

OpraHusaumsi KapToTeKM NePCoHanmin:

27

onpeneneHne wn cocrtaBneHne nepeyHAa nuud, cBedeHuA O
KOTOPbIX OTPaXarTCA B KAPTOTEKE; MPOCMOTP VIHCpOpMaLI,VIOHHbIX
n3gaHun un nepBUYHbIX OOKYMEHTOB; OT60p OOKYMEHTOB A51d
BKITHOYMEHNA B KAPTOTEKY

OOWH OOKYMEHT

20,0

28

TexHW4eckas u copepxaTenbHas obpaboTka AOKYMEHTOB AN
BKIIIOYEHUS] B KapTOTEKY; paccTaHOBKa KapTodek no andasuty
damunnuii aBTOPOB U N0 BUAAM AOKYMEHTOB

OOWH OOKYMEHT

3,0

29

petanusauvs  pasgenos;  HanucaHMe M pacCcTaHoBKa
pasgenutenem

OfMH
pasgenurens

2,0

30

pefakTMpoBaHue KapTOTeKu; BHEceHue ncnpaeneHun,
JOMONTHEHUN, U3MEHEHUN

OOWH OOKYMEHT

1,0

Opranunsauns dakrTorpadn4eckomn KapToTeKu:

31

onpeneneHve npegverta, 00beKkTa N OCHOBHbIX NpM3HaKoB AnA
OTpaxeHna B KapToTeke; NpocMOTp “ OT60p OOKYMEHTOB AOnA
BKITIOMEHNA B KapTOTEKy; 3aHeCeHue OTO6paHHbIX CcBeOeHun Ha
KapTO4KKn I/IHCbOpMaLI,VIOHHOFO MaccumBa

OAOWH OOKYMEHT

3,0

32

pefakTMpoBaHMe KapTOTEKW; MPOBEpPKa NPaBUNbHOCTY CBEAEHWI
M yKkasaHun 00 MWCTOYHMKax WHGOPMaUWK; BHECEHMWE
ncnpasfeHni

OOVH JIOKYMEHT

2,0

33

HanncaHme n pacctaHoBKa paap,enMTeneVl

OoOVH
pasgenvTens

2,0

Opl’aHI/I3aLI,VIF| TeMaTU4ECKMX NanokK ra3eTHbIX BbIPE30K:

34

NMPOCMOTP U cncTteMaTmniaund ra3eTHblX BbIPE3OK

OJHa Bblpe3Ka

3,0

35

OCPOpMJ'IeHI/Ie BbIp€30K OJ1A XpaHeHUA B TEMATUYECKUX Nnankax,
KpaTKoe onncaHne NCTovHunKa

OHa Bblpe3ka

4,0

3.16. CnpaBo4Hasa 1 nHcpopMaumoHHasa paboTta. CnpaBouyHO-6uGnMorpacmnyeckoe obecnyxmBaHue

Tabnuua 57
N n/n HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
n3MepeHus BpEMEHWU,
MWH.

1 2 3 4
Mprem Grnbnmnorpadn4eckmx 3anpocos;

1 npvem 6ubnuorpadudeckoro 3anpoca; YTOYHEHWE TeMbl, | OAMH 3anpoc 1,0
LeNneBoro M YnTaTenbCKOro HasHayeHusi, NOMHOTbHI NCTOYHMKOB,
TMMNOB, BUAOB M XPOHOMOIMYECKNX paMokK 3anpoca
BbInoniHeHWe cnpaBokK
TemaTtunyeckas cnpaBka: mMOMCK U OTOOp [OOKYMEHTOB; | O4HAa cnpaBka
cocTaBneHue 6nbnmorpadnyeckoro onMcaHus:

2 nucbMeHHas cnpaska (1-10 MCTOYHUKOB) 10,0

3 yCTHas cnpaska (1 UCTOYHWK) 2,0
AgpecHo-bubnmorpaduyeckas cnpaeka: yCTaHOBIEHNe | ogHa crpaBka
HanMunsa UM MEeCTOHAxXOXAEHUSA OOKYMEeHTa WUnu ero 4actm B
doHae 6ubnnoTeku:

4 nucbMeHHas cnpaeka (1-10 MCTOYHUKOB) 10,0

5 yCTHas cnpaska (1 UCTOYHWK) 2,0

YTouHsilOLWas cnpaBKka: YCTaHOBMEHWE U YTOYHEHUE ANIEMEHTOB
onbnuorpadmyeckoro onmcaHus:

OAHa cnpaBkKa




6 nucbMeHHas cnpaeka (1-10 MCTOYHUKOB) 10,0

7 yCTHas cnpaska (1 UCTOYHWK) 2,0
dakTorpadmyeckas cnpaBka: YCTAHOBMEHWE  KOHKPETHbIX | OA4Ha cripaBka
cBefeHun o cobbiTusix, obbekTax, npoueccax, gaTax:

8 nucbMeHHas cnpaeka (1-10 MCTOYHUKOB) 10,0

9 yCTHas cnpaska (1 UCTOYHWK) 2,0
CocTaBneHuve TemaTu4eckmx bubnuorpadmyeckmx CNmcKoB:

10 nouck, otbop u cuctemaTusaumsa OOKYMEHTOB; COCTaBfeHue | oauH JOKymeHT | 7,0
onbnuorpadmyeckoro onmcaHuns

11 oopMIeHne CrnuCKa; BbIBOA Ha MNPUHTEpP, OTMpaBka Mo | O4MH CMMCOK 10,0
3MNEKTPOHHOW MoYTe, KOMMpPOBaHWE Ha CbEMHbIN HOCUTEnNb
nonb3oBaTens
BegeHve ¢oHAa BbINOMHEHHbIX CNPaBOK:

12 permctpauns BblMOSHEHHOW CNPaBKM B XXypHarne O[Ha cnpaska 2,0

13 BBOO TEMaTU4YEeCKOW CrpaBkM B  3MEKTPOHHbLIA  apxuB | ofHa crnpaBka 2,0
BbIMOSIHEHHbIX CNPaBoK

3.17. CnpaBo4Hasa 1 nHchopMaumoHHasa paboTta. Bubnuorpaduyeckoe nHcpopmMmmpoBaHue
Tabnuua 58
N n/n HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
nsmepeHuns BPEMEHMU,
MUH.

1 2 3 4
BbisiBneHne wHMOPMaUMOHHBIX NoTpebHOCTENn CchneunanncTos
METOAO0M aHKETUPOBAHWUS:

1 onpedeneHne KOHTMHreHTa notpebutenen wuHdoOpmaumm; | OAWH 60,0
paspaboTka 3afBOK Ans onpegeneHvss MHAPOPMAaLMOHHLIX | noTpebuTens
3anpocoB; pacchbifika 3asBoOK; 06paboTka MOMyYeHHbIX 3aABOK;

COCTaBMEHME Ha OCHOBE MOMYYEHHbIX [OaHHbIX KapTOTEeKu
KOHTUHreHTa notpebutenen NHopmaunm 7 nx
WH(POPMALIMOHHbBIX 3aNpoCcoB

3aknioyeHne ¢ aboHeHTamMyu [OOroBOpOB Ha WHOPMALMOHHOE
obcnyxvBaHue:

2 aHanM3 [aHHblX O 3aMHTEepPecoBaHHOCTM abOHEHTOB B | OAWH LOrOBOP 90,0
VMHOPMALIMOHHOM OOCNYXXUBAHUM U pexmnmax n3dmparternbHOro
pacnpocTpaHeHuUs N PeTPOCNEKTUBHONO MOuCKa; 3akmnoyeHue u
nepecmMoTp JOroBOpPOB
dopmupoBaHme ceTu abOHEHTOB cUCTEMbl U3bMpaTenbHOro
pacnpocTpaHeHus uHgopmauum (MPU):

3 onpegeneHne  KOHTUHreHTa aboHeHTOB cucteMbl WPW; | oguH aboHeHT 60,0
BbISIBNIEHNE TUMOBBLIX M UHOUBMAYaAIbHbIX 3arnpocoB abOHEHTOB;
usyyeHue, knaccudukaums v UHAEKcauus 3anpocoB; BBOL
AaHHbIX O 3anpocax B afpeCcHYH KapTOTeKy
lNogrotroBka cuUrHanbHOro onoselleHusi B cucteme NPU:

4 BbISIBIIEHNE, MNPOCMOTP WM OTOOp MaTrepuanoB W3 TEeKyLWX | OQHO 20,0
NOCTYNNEHU; oTNpaBka MHdopmaumm notpeburento ornoseLleHue
rpynnosoe 6ubnuorpaduyeckoe MHpOpMMpoBaHNe

5 dopMUpoBaHMe cocTaBa rpynn aboHEHTOB OLVH abOHEHT 10,0

6 YTOYHEHWE TeMbl, COrflacoBaHWe WCTOYHUKOB WHGOpMaLmu, | ogHa Tema 20,0
BMOOB JOKYMEHTOB
Monck gokymeHToB Ansa nHdopmauumn, CocTaBneHme 1 oTnpaska | 0gHO
onoBeLleHus: onoseLleHne

7 NUCbMEHHO 10,0

8 YCTHO 10,0
OnepaTtneBHoe MHOPMUpPOBaHME MO 3anpocy:

9 dopmupoBaHme ceTu abOHEHTOB; BbISBMEHME TUMNOBbLIX WU | O4WH aBOHEHT 50
WHAMBMAYaANbHbIX 3aNpoCcoB

10 usydeHve wn knaccudukauum 3anpocoB; BBO4 [AaHHbIX B | OOMH 3anpoc 7,0

a[IpeCHYI0 KapToTEKy




HanucaHune 0630poB 1 cnpaBok

BoisiBrnieHne u otbop wucTOYHMKOB; O0OpaboTka W aHanua
0oTOBpaHHbIX JOKYMEHTOB; HanucaHue Tekcta o63opa / cnpasku:

OOWH aBT. NIUCT

11

no nepBnYHbIM NCTOYHUKAM

6000,0

12

NO BTOPUYHbLIM UCTOYHNKAM

4200,0

13

Habop n dbopmaTupoBaHue Tekcta ob3opa / cnpaeku

ogHa cTpaHuua
(1800-2000
3HaKOB)

20,0

OpraHusaumsi 1 npoBedeHWe YCTHbIX BubnMorpaguyeckmx
0630p0OB HOBbIX NOCTYNIEHWI

OTOOp HOBbIX TMOCTYMMEHMM MO 3apaHee OObsABNEHHON
TemaTuke; cMcTemMaTu3aunst UICTOYHMKOB NO TEMaM, NPOCMOTP U
aHanu3 JoKyMeHTOB; noadopka 6ubnmorpaduyeckmx onucaHui,
KpaTKMX aHHoTauui, pedepaTtoB Ha OTOOpPaHHbIE WCTOYHWKOB,
noaroToBka pykonmcu 6ubnuorpadmyeckoro 0630pa;
KONMYECTBO MPOCMOTPEHHbIX M 0TOBPaHHBLIX 4OKYMEHTOB:

o4vH 0630p

14

80 50 JokyMeHTOoB

600,0

15

cBbiwe 50 JOKyMeHTOoB

1800,0

MogroTtoBka 6rONNETEHA HOBbLIX NOCTYNEHUN

OnpepgeneHne TemaTU4eCKMX T[paHUL, Moucka U oTbopa
AOKYMEHTOB; co3gaHue pybpukatopa 6ionneteHs; BoigBneHe u
OTOOp B MaccuMBe TEKyWUX MOCTYMMEHUN  UCTOYHMKOB
WHpopmaumm; nogbopka aHHoTauuin, pedepaToB; KONMUYECTBO
NPOCMOTPEHHbIX AOKYMEHTOB:

oaVH
OtonneTeHb

16

80 50 JokyMeHTOB

300,0

17

cBbiwe 50 JOKyMeHTOoB

600,0

MogroToBka Tekywmx Gubnuorpaduryecknx nocobummn

Bboibop Tembl nocobusi, BbisIBNEHNME M OTOOP [OOKYMEHTOB,
dopmMupoBaHue pas3genos nocobus, aHHOTMPOBaHWE
OOKYMEHTOB, nopbopka dakTorpadumyeckoro  marepuana,
WNNIOCTPaLMN,  COCTaBMNeHME  TeKcTa,  BCMOMOraTesibHbIX
yKkasatenen, KOMMbIOTEPHbIN  Habop,  KOHCynmbTauun vy
CMeunannucToB Ha pasnuyHbIX 3Tanax paboTbl, obcyxaeHue U
JopaboTka No 3amMmeyaHunsM:

OAOWH aBT. NIUCT

18

cocTaBlieHne 6VI6J'IVIOI'pa(*)VI‘-IeCKOFO yKasartend, Karanora,
nyTeBoanTend, cnpaBoYvYHUKa

15000,0

19

NMoAroToBKa KOMMEHTapueB, NPUMeYaHuii NpPOCBETUTENbCKOro
Xapakrepa, He TpebylLwmx cneumanbHbIX UccrnegoBaHum

6000,0

20

noaroToBka KOMMEHTapues, npumeyaHuin Hay4Ho-
nccnegoBaTenbCKOro xapakrepa

12000,0

HO,D,FOTOBKa pPeTpoCneKTUBHbLIX Hay4HO-BCNoMoraTtesibHbIX
Onbnunorpadmnyecknx ykasaTenemn:

21

BbIOOp TeMbl, CO3aHWe aBTOPCKOro KOMMeKkTuBa; paspaboTka
WHCTPYKTUBHO-METOANYECKNX MaTepuarnos; BbisiBNeHe 1 oTOop
AOKYMeHTOB; paboTa Hag 6ubnuorpaduyeckon  3anucbio;
aHHOTUPOBaHWE; Gubnuorpadguyeckas rpynnMpoBKa;
COCTaBfieHWe BCMoMoraTesfbHblX YykasaTenen; KOMMbTEPHbIN
Habop; obcyxaeHve n gopaboTka No 3ameyvaHnsiM

OOWVH aBT.JINCT

10080,0

CocTraBrneHme aHHOTUpPOBAHHOTO GubGNMorpaduyeckoro unu
6uobudnunorpacnyeckoro ykasartens no akTyanbHoW TemaTuke ¢
XPOHOMOIMYECKMM 0XBaTOM OT 2 Ao 5 ner:

OOWH aBT.JINCT

22

Ha PYCCKOM sA3blKke

10080,0

23

c BknoyeHvem ot 30% po 40% obbema nybnukauunm Ha
WHOCTPaHHbIX s13blKax

12600,0

24

COCTaBrieHne @HHOTUPOBAHHOIO onbnuorpadgu4yeckoro
yKkasaTterns MHOroOTpacneBoro cogepXXaHus ¢ XpOHOIOrMYeCKUM
oxeaTom o 100 net, Tpebyrollero CnfOWHOro MpocMoTpa
OOKYMEHTOB, MOUCKa CNOXHbIX 6Bubnuorpadudecknx nsgaHum

OAVH aBT.JIUCT

21000,0

CocraBneHnue peKkoMeHAaTesNbHbIX onbnnorpadunyeckmx




CMNUCKOB

BbisiBneHune cnpoca notpebutenen, onpegeneHve Tembl, 0TOOp
OOKYMEHTOB, COCTaBMEHWE oO4epKka, KOMMNbIOTEPHbIN Habop,
BHECEHWE UCMNpaBeHUi:

OOWH CMUCOK

25 Ao 10 3anucen 30,0
26 cebiwe 10 3anucen 30,0
[MoaroToBka aHaNUTUYECKMX 0630poB
BbisiBrnieHne n otbop AOKYMEHTOB, MOAroToBKa pybpukatopa, | OOWH aBT.fIUCT
n3yyeHve 1 oueHka AOKYMEHTOB, cuctemMaTusaums martepuana,
COCTaBfieHMe aHanuTu4yeckoro ob3opa, KOMMbHTEPHbIV Habop,
obcyxaeHue 1 gopaboTka no 3aMeyaHusim:
27 Nno nepBMYHbIM UCTOYHMKAM Ha PYCCKOM A3blKe 10080,0
28 No CMELLUAHHbLIM NEePBUYHbLIM UCTOYHUKAM 12000,0
29 Nno nepBnYHbBIM NCTOYHMKAM Ha MHOCTPaHHbIX A3blKax 13800,0
CocTtaBneHue aKcnpecc-mHopmaunm;
30 BbisiBNEeHNne 1 oTtbop MaTepwana no Teme, cucTemaTusauus; | OguH aBT.JIUCT 4500,0
KOMMbIOTEPHBIN Habop
CocTtaBneHue pedepara:
31 N3yyeHune 1 aHann3 JOKYMeHTa; CoOCTaBrfieHne TeKCTa pedpepaTta; | OavH aBT.JINCT 6600,0
KOMMbIOTEPHBIN HAabop; BHECEHWE UCTPaBNEHWI
3.18. Hay4yHo-meTOogM4eckasn paboTta
Ta6bnuua 59
N n/n HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
namepeHns BPEMEHM,
MUH.
1 2 3 4
MogroToBka MeToANYECKMX NOCOBUA, pekoMeHaaunn:
1 pa3paboTka HOBOW TEMbI; U3yYeHWEe TEMbI, BbISIBNIEHWE U aHanu3 | OAWH aBT.NCT 18000,0
OOKYMEHTOB MO Teme; yYuTaTenbCKoe U LerieBoe HasHavyeHue
nocobusl, pekoMeHaaLun; CoCTaBrneHne NPOCMNeKTa; HanMcaHve
TEeKcTa
2 Mogudmkaums paHee pas3paboTaHHOW TeMmbl; BbiIBIIEHWE W | OAWH aBT.NCT 10200,0
N3y4yeHne HOBbIX AOKYMEHTOB M HaKOMeHHoro 6mbnunortekamm
onbiTa No TeMe Nocobusi, peKoMeH4aUUA; yTOYHEHNE, BHECEHUE
U3MEHEeHNA B CTPYKTYpy M B TeKCT B COOTBETCTBUM C
BOCTKEHNAMM OMONIMOTEYHOM Teopun N NPakTUKK; gopaboTka /
nepepaboTka TekcTa
PaspaboTka [OOKYMEHTOB, perfaMmeHTUpYLWnX OeATENbHOCTb
OMBNMoTEK, NONOXEHUIN, MHCTPYKLMIA, NPOEKTOB NMOCTAHOBIEHNN,
YyCTaBOB, 3aKOHOAAaTe bHbIX aKTOB:
3 pa3paboTka HOBOM TEMbl; BbISIBIIEHWE, W3Yy4YeHWe, aHanu3 | OguH aBT.JIUCT 20400,0
OENCTBYIOLWNX AOKYMEHTOB MO TEME; HanncaHue TekcTa NpoekTa
OOKyMeHTa; obcykaeHne 1 anpobauus OOKyMeHTa B
ounbnunoTeke; aopaboTka OOKYMEHTA; NoAaroToBKa K
YTBEPXKOEHMIO
4 Mogudmkaums paHee pa3paboTaHHOrO AOKYMEHTa; aHanu3 u | OAMH aBT.NCT 9000,0
OLEeHKa [JOKYMeHTa; MOUCK W OTOOpP HOBbIX AENCTBYHOLLMX
OOKYMEHTOB N0 TeMe; BHECEHNE U3MEHEHUIN B TEKCT JOKYMEHTA;
obcyxaeHne un  pgopaboTka  [JOKYMeHTa; MoArotoBka K
YTBEPXAEHUIO
PaspaboTka y4yeTHbIx dhopMm, Tabnuu, o6pasLoB:
5 YyTOYHEHWE npeameTta, oObekTa, coaepXaHus y4eTHon opMmbl, | OAWMH aBT.JIUCT 9000,0
Tabnuubl, obpasua; otbop M cucTtemaTusauus nokasaTenew;
paspaboTka MakeTa YyyeTHOW dopmbl, Tabnuubl, obpasua;
0o6CyKaeHne JOKYMEHTa; NoAroTOBKA K YTBEPXKAEHUIO
CocTtaBneHue pekoMeHaaunm no BHeApEeHUI0
pernameHTUPYLNX JOKYMEHTOB B NPAKTUKE:
6 pa3paboTka MeToANYECKMX PEKOMEHOALNN, MHCTPYKLMIA, NNAHOB | OOWH aBT.JINCT 16500,0




Nno BHEOAPEeHU HOpMaTVIBHOIZ OOKYMEeHTauunn; nogrotoBKa TEKCTa

MoarotoBKa NMCbMEHHbIX KOHCyJ'IbTGLI,VIVI, MeToan4eCKnUX nmcem.

7 BbiABMEeHNe W aHanuM3 [OOKYyMEHTOB MO TeMe; W3ydeHue W | OAVH aBT.fINCT 10200,0
obobuieHne onbiTa paboTbl GMOMMOTEK; NOArOTOBKA TEKCTa,
obcyxaeHue n gopaboTtka TekcTa
MogroToBka 0630poB neaTenbHoOCTH onbnuorek no
onpegeneHHon TemaTuke:

8 onpegeneHne Tembl W XPOHOMOTMYECKMX rpaHuy o063opa; | OAuH aBT.JINCT 10800,0
BbISIBIIEHWNE, NMPOCMOTP, OTOOP M aHanM3 OOKYMEHTOB MO Teme
0630pa; NoAaroToBka TekcTa; obcyxaeHve n gopaboTka TekcTa
PeueHsnpoBaHne HayyHbIX, METOOUYECKUX, MHADOPMALMOHHBIX 1
Apyrmx MaTepuanos:

9 yTeHWe peueH3Mpyemoro martepuana; oueHka ero B LuesioMm, | OOuH aBT.JIUCT 900,0
OTAEenNbHbIX yacTen; yCTaHOBreHne COOTBETCTBUSA
ynTaTenbCckoMy W LEeNeBOMY Ha3Ha4eHUIo, HayyYHbiM U
MeToAMYECKMM TpeboBaHNAM

10 HanucaHve peLeH3uun OAVH aBT.NNCT 1500,0
[MoaroToBKa NEKUUN, KOHCYNbTaunmn
PaspaboTtka nnaHa nekuun, KOHCynbTaumu, nogbopka
nutepaTtypbl, COCTaBfEeHUE CrucKka nuTepaTypbl K JeKkuuu,

KOHCYNbTaUMW, MNOArOTOBKA TEKCTA:

11 nepsMYHas nekuus ofjHa nekuus 1800,0

12 NOBTOPHas NeKums, C y4eTOM HOBOro Matepuana ofjHa nekuus 360,0

13 nepBuYHast rpynnoBasi KOHCYNbTauns ofHa 1500,0

KOHCynbTauust

14 NMOBTOPHAsA rpynnoBas KOHCynbTauus C Y4eTOM HOBOrO | ofHa 300,0
Martepvana KOHCynbTauust

15 YyCTHasa nHavMBuayanbHasa KOHCynbTaums ofHa 600,0

KOHCynbTauns
[MpoBegeHne NpakTUKyMoB, CTaXUPOBOK
OnpepgeneHue Tembl, 3afaHNa NpakTUKyma, CTaxupoBku (7-10
OHeln), BbIsIBlieHWe nuTepaTypbl MO U3y4yaemMoMy BOMpPOCY,
cocTaBneHue rpaduka npoBedeHUss 3aHATUIA, MNOAroTOBKa
3aKNIOYEHMS 0 NPOXOXOEHUN NPaKTUKYMa, CTaXKUPOBKU:
16 NPaKTUKyM (MHAMBUAYANbHbLIN, TPYNNOBON) OOVH nNpakTukym | 2400,0
17 CTaxupoBKa (MHOuBMAYanbHas, rpynnosas) ogHa 2700,0
CTaxXupoBka
MpakTuKa CTy4EeHTOB BbICLLMX U CPEAHUX CneumarnbHbIX Y4eOHbIX
3aBeleHUN:

18 noaroToBka W opraHusauus nNpakTuku ctygeHToB (o 30 gHen); | ogHa nNpakTuka 5400,0
paspaboTka nnaHa  MNpakTUKW,  COrfacoBaHMe ero ¢
pykoBoguTenemM nNpakTUKW; cOCTaBrieHWe rpaduka noceLleHns
CTPYKTYPHbIX NOApas3ferieHun; opraHuM3auus  NpakTU4eCcKmx
3aHATUIA; MOABEAEHME  WTOrOB  MPaKTUKWM;  COCTaBlEHWe
XapaKTePUCTUK MPaAKTUKAHTOB
MocelweHne OUONMOTEK, Bble3dbl B KOMAHOVPOBKM C LIENbHO
n3y4YeHnsi paboTbl 1 OKas3aHUst METOANYECKON NOMOLLM:

19 noaroToBka K KOMaHOMPOBKE; YTOYHEHME CPOKOB W Lenen | ogHa 660,0
KOMaHOUPOBKU; O3HAKOMIEHNe C JOKYMEeHTaMu U MaTepuanamMmm | KomaHOupoBKa
npeabiayWwmx Bble3goB M NyGnukauum B nevaTtu; cocTaBlieHue
nnaHa KOMaHaMpOBKM

20 cocTaBneHue oT4yeTa / cnpaBku O NpoBefeHHon paboTte OAWH OTYeT 1200,0

21 COCTaBflEHME aBaHCOBOro OT4YeTa, 3anoSfIHeHWe OTYETHOro | OAWH OTYeT 60,0
OnaHka
PaboTa Hay4yHO-OpraH13aLUuoHHOro Xxapakrepa:

22 NnoaroToBKa 7] npoesegeHve TEOPETUYECKUX, Hay4Ho- | ogHO 6000,0
NPaKTUYEeCKNX KOHdepeHLuiA; onpegeneHue cocTaBsa | MepornpudaTue

OpPrkOMMUTETA M YYACTHUKOB KOH(pepeHuun; hOpMUpOBaHME U
YyTBEPKOAEHNE TMpOorpaMMbl; OpraHU3auMOHHbIE MEepOoNpUATUS;




BblpaboTka npoekrta peKoMeHaaumniA;
PUHAHCOBO-X03ANCTBEHHOE obecneyeHne; aHanM3 W OLeHKa
paboTbl KOH(pepeHUmMn; NnogBeAEHNE UTOIOB

23 noarotoBka W npoBedeHWe CeMUHapOoB, KPYriblX CTOSOB; 3000,0
onpeferneHne cocTaBa y4aCcTHUKOB, CPOKa U MecTa NpoBeAeHNs

MeponpusTUiA; (OPMUPOBaHNE U YTBEPXKAEHWE MpPOrpaMmbl;

ofHO
mMeponpusitue

WHdOpMaUnoHHoe  obecneveHue; BblpaboTka npoekTa
pekoMeHAaUmWi; aHanm3 1 oLeHKa MeponpusaTun
MpumeyaHue:

- NpW NpOBEAEHVMU MEPOMNPUATUA Ha MEXAyHapoOHOM YPOBHE K HOpPME BpEeMEHW MNpUMEHHAETCS
nosbiwaroLwmm koapduumneHT 2,0, Ha degepansHOM ypoBHe - 1,85;

- BpemMsi NpoBeOeHUsa NeKUMN, KOHCYNbTaluh, MNPaKkTUKyMOB, CTaXMPOBOK, MNPaKTUK, npebbiBaHus B
KOMaHOMpOBKax, NpoBeaeHus1 KOH(epeHUnn, CeMUHaApOoB, KPYribiX CTONOB W BPEMs, CBS3aHHOE C M3gaHuem

MaTepuanoB KOHEPEHLMI, CEMMHAPOB B HOPMY BPEMEHU HE BXOOSAT.

3.19. PegakunMoHHO-n3gartenbckas pabora

Tabnuua 60

N n/n

HanmeHoBaHwue npouecca, onepauun. Coctas paboTbl

Eannunua
n3mepeHuns

Hopma
BPEMEHM,
MWH.

2

3

4

MNogrotoBUTENbHBLIN 3TanN:

y4acTtmne B coCTtaBieHUn TeMmaTn4eckoro (M3ﬂaTeJ’IbCKOFO) nnaHa,
nnaHa paccblfiki; corfiacoBaHne TeMm n3gaHun, aBTOpPOB /
ABTOPCKUX KOJIJTIEKTUBOB

OHa TemMa

45,0

obcyxaeHne c aBTOpPOM TeMbl M XapakTepa 3akasblBaeMoro
NpoV3BEedeHWsl, OCHOBHbIX TpebOoBaHWA, KOTOPbIM [OOMKHO
YOOBMETBOPATL  MpPOM3BEdeHWEe U YCIIOBMI  aBTOPCKOro
BO3HarpaxxgeHus

OOWH aBT.JINCT

30,0

obcyxaeHne n yTBepXaeHne nnaHa-npocnekra nsgaHns

oavH
NpocneKT

nnaH-

30,0

3aKnyeHne [Joroeopa-zakasa (B Cry4yae BHeELHero asTopa)
MexXay aBTOpOM M BubnmnoTekon ¢ ykasaHnem obbema u CPoKoB
NnoAroToBKM U caayn pykonmcu B pep,aKLl,I/IOHHbIVI oraen

OMH  [10rOBOP-
3akas

20,0

coCTaBfneHue pforoBopa Ha nepefadyy O6ubnuoteke npasa
BOCMpPOM3BOAUTL MNpou3BeaeHne B BblOpaHHOM OUGIMOTEKON
dopmarte

O[IMH [0TOBOP

20,0

O3HaKoMIieHne C aBTOPCKUM  OpUrMHanoM  (PyKOMnuCbio),
NPUHATME peLLeHnst 0 Nepegaye pykonucu B NPOU3BOACTBO UIN O
HeobxoaMMOCTM AopaboTKM

OOWVH aBT.JINCT

120,0

COCTaBlieHne rpad)MKa NpoxoXxgeHusa pykonmcu B otaerne

OAWH rpaduk

20,0

PepakuunoHHbIn aTan:

OOWH aBT.JINCT

penakunoHHasa o6pa60TKa: nmTepatypHoe, TexHU4ecCKoe W«
cneunarnbHOe penaktunpoBaHUe - PYKOMUCH, Ha6op nvnn
nepenedyaTka, nNoArotoBka wu3aaTesibCKoro opurnHana (Bbl60p
TEXHONOIMNM, N3roTtoBJ1IeHe 3aka3a h co3gaHne MaketTa I/I3JJ,8HMF|)

780,0

KOHCTPYKTOPCKO-odhopMuTenbckas paboTta: nNpoekTupoBaHue
BMAa U34aHUSA M ero CTPYKTypbl; nogbopka cdopmaTta U Mapku
Oymaru, dhopmarta nonoc U3gaHws, rapHUTyp 1 Kernen wpudTa,
onpefeneHne xapakrtepa W 4ucna wnnictpauun, dopmarta
odopMneHns, Buaa obnoxXku nnv nepenneta; NpoeKTupoBaHme
BHELLUHEro 0hopMeHus n3gaHms

660,0

10

NPOM3BOACTBEHHbIV 3Tan: Bblbop nonurpaduydeckon 6asbl;
pac4yet notpebHocTM B MaTtepuanax; cocTaBrieHue
npeaBapuTeNnbHOW  KanbkyndumMuv  3akasa;  onpejeneHuve
CTOMMOCTW U3gaHus; paspaboTka rpaduka npoxoxaeHus 3akasa
Ha nonurpadu4eckom NPeanpusaTMK; 3akrodYeHne [orosopa C
Tunorpadgpuen

0[HO n3gaHve

360,0

Pe,lJ,aKTI/IpOBaHI/Ie Hay4HbIX 1 METOONYECKUX MaTepunanoB




lMpoBepka 1 ucnpasneHne pykonmcu B npoLiecce noarotoBku ee K
neyaTn; YyCTaHOBKa COOTBETCTBUSA TEKCTa HayyHbIM U
nutepaTtypHbiM TpeboBaHusIM, hopMe U LieneBoMy Ha3HaYeHMo
n3gaHus; CornacoBaHWe BHOCUMBIX MCMPaBMEHUN C aBTOPOM;
gopaboTtka pykonucu:

11 pegakTupoBaHne MoHorpaduii, COOPHWKOB Hay4HbIX TPYAOB, | OOWH aBT.JIUCT 3480,0
Hay4YHbIX OTYETOB, NPaKTUYECKMX Nocobui

12 pepakTupoBaHue MeToANYECKNX MaTepuanos | OOuH aBT.JIUCT 3000,0
(MHCTPYKTMBHO-METOAMYECKME nnucema, pekomeHgaumun,
KOHCyInbTaunn, 0030pbl eATENBHOCTU BUBIMOTEK)

13 pepakTupoBaHue OOKYMEHTOB, pernameHTUpyrLWmMX | OOMH aBT.JIUCT 2940,0
AeATenbHOCTb crneumanbHbiX bubnuoTtek ans crenbix (YCTaBoB.,
NONOXEHNN, UHCTPYKLIMIA)

14 pefakTMpoBaHMe CTaTUCTMYECKMX Tabnuud, y4yeTHbIX ¢popM, | OOUH aBT.IUCT 2400,0
obpasuos

15 pefakTupoBaHMe MaTepuanoB  KOHepeHuuri  (Ooknagos, | OAMH aBT.NCT 1200,0
coobLueHnn)
PepaktnpoBaHue 6ubnuorpaduyeckmx nocobun,
PETPOCMNEKTUBHBIX  HAYYHO-BCMOMOraTeNbHbIX  yKas3aTenew,
0030poB, cnpaBok, pedepaToB, aHHOTALWN:

16 pegakTupoBaHme bubnunorpadunyeckux nocobumn (TemaTtnyecknx | OAMH aBT.NCT 3000,0
onbnunorpadmnyeckmx ykasaTtenen, cnpaBoyYHNKOB)

17 pefakTupoBaHue pPeTpPOCHNEKTUBHBIX Hay4yHO-BCNOMOraTesbHbIX | OAWH aBT.JIUCT 2280,0
yKkasarenen

18 penakTupoBaHne aHanUTU4eckux o63opoB, CNpaBok, aHHOTaUMIA, | OOWH aBT.JIUCT 1200,0
pedepaTos, CBOAHbIX pedepaTnBHbIX 0630poB,
aKcnpecc-nHgopmaumi

19 pegakTupoBaHne bubnunorpadudeckmnx sanmcen OfHa 3anuncb 5,0

20 KOHTPOJIbHOE pefaKTpoBaHue OfHa 3anuncb 7,0
MalunHonucHble paboTbl, BbINOSIHAEMbIE B
aBTOMaTU3MPOBAHHOM pEXnMe
HaGop Ha koMnbloTepe:

21 TekcTa ¢ nucrta odHa cTpaHuua | 20,0

(1800-2000
3HaKoB)

22 Bbubnuorpadumyeckoe onvcaHue ofHo onucaHne | 5,0
[MpaBka Ha KOMMbKOTEPE, BEPCTKA Ha KOMMbIOTEpPE:

24 TEeKcTa OfHa CTpaHuua 10,0

25 oubnuorpadunyeckoe onncaHne ofHa cTpaHuya | 2,0

26 BbIBOJ TEKCTA Ha NPUHTEp, pacrneyartka ofHa ctpaHuua | 2,0

27 BblBOA POPM TabnuL, Ha MOHUTOP ofHa ctpaHuuya | 2,0

28 HanosnHeHue Tabnuy cogepXaHmem ofdHa Tabnuua 18,0

MpumeyaHue: Npy peaakTMpoBaHUN CMELLAHHOTO TEKCTA K HOPME BPEMEHMW MPUMEHSIETCS NOBbLILLAIOLLMIA
KoappumumeHT 1,2.

3.20. MNepeBop 1 nepepaboTka NevYaTHbIX TEKCTOB C MHOCTPAHHbIX A3bIKOB Ha PYCCKWM U C PYCCKOro Ha
MHOCTpPaHHbIE A3bIKU

Ta6nuua 61
N n/n HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EaovHnuya Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
lMepeBog TEKCTA C MHOCTPAHHbIX S3bIKOB HA PYCCKUI A3bIK
YTteHune opurnHana, aHanus TekcTa, pasmeTka ero ¢ BbiiBlIeHUEM | OAVH aBT.JINCT
TPYAOHbIX TEPMUHOB, rpaMmmaTUYecKnX KOHCTPYKLMHN,
nekcmyecknx 060poToB, LEXOBLIX N XXaHPOBbIX TEPMUHOB:
1 NOJTHbINA NUCbMEHHbLIV NEPEBOA 3360,0
2 COKpaLLeHHbI nucbMeHHbIM nepesog oT 30% ao 50% obbvema 3600,0
TEKCTa




3 BbIOOPOYHbIN NMCbMEHHBI NEPEBOL 3120,0
[MepeBo TEKCTA C PYCCKOro A3blka Ha MHOCTPAaHHbIE A3bIKK:

4 NONHbIV NUCbMEHHbIV NepeBoa OAWH aBT.NNCT 3840,0
TepmuHonornyeckad paboTta npwu BbIMOMHEHUN MUCBMEHHOrO
nepesoja:

5 NOUCK OTMEYEHHbIX B OpUrMHane He3HakoOMbIX UMW HEMOHATHbIX | oaMH  TepMuH, | 1500,0
TEPMUHOB M COKpALLEHUIN B CIIOBApHO-CNpPaBOYHON nuTepaType; | 0aHO
nogbopka COOTBETCTBYIOLLEro TEPMUHY 3KBMBAneHTa, | cokpalleHue
paclumMdpoBKa CoKpaLleHUin
KoHcynbTauusa nepesogyvka co cneynanucramu:

6 BbIICHEHME MPaBUNBbHOIO WU3MNOXEHWUS YacTenm TekcTa no | ogHa 2700,0
Marno3HakoMoWn TemaTuke; YTOYHEeHMEe COOTBETCTBUSA Nnepesoda | KOHCyrnbTauus
opuruHany
CocTaBneHune 6ubnmorpadmn4eckoro onMcaHus:

7 cocTaBneHne bubnmorpagu4eckoro onMcaHms nepesoaa ofHo onncaxHne | 720,0
AHanns u BHeceHWe U3MEHEeHWW B TeKCT nepeBoga nocne
pacnevarku:

8 nposepka NpaBUNbHOCTU PaCMONIOXEHUSA OTNeYaTaHHOro TEKCTa; | OOUH aBT.fIUCT 240,0
CBepKa C pyKoOnuCblo; npaska
TexHu4eckoe opopMneHne nepesoJos:

9 BHeCeHWe B TeKCT nepeBoda CMMBOMIOB W BCTaBOK Ha | O4HO 3,0
WHOCTPaHHOM $13blKe BMUCbIBaHNE

10 BHECEHWE PUCYHKOB, Tabnuu, opmyn OofjHa BCTaBKa 4,0
[MepeBof 3aronoBKOB CTaTen U JOKYMEHTOB:

11 nepesof 1 3anucb 3aronoBKOB OAVH 3aronosok | 12,0

MpumeyaHue:
- HOpMbl BpEMEHU npeaycmaTpvBaloT BbINOMHEHWE NEPEBOOOB C WHOCTPAHHOrO £3blka MMM Ha

WHOCTPaHHbIN, KOTOPbIN y NepeBoaYMKa ABNSAETCHA OCHOBHbIM (MO 06pa3oBaHUI0 MU MPUMEHEHMID);
- NpV BbINOSIHEHMM NEPEBOAOB C APYrNX A3bIKOB UNKN Ha Apyrue, NOMUMO OCHOBHOTO, K HOPMaM BPEMEHMU
NPUMEHSIETCS NOBbILIAOLWMIA Ko3dhduumeHT 1,1.

3.21. PaboTa no BbINYCKY ManoTUpPaXXHbIX U3gaHUM cneymnanbHbIX hopmaToB

Tabnuua 62
N n/n HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
n3MepeHuns BpEMEHW,
MWH.
1 2 3 4
Bocnpoussenexve naocKone4vyaTHoro AOKYMeHTa B
penbedHo-To4e4YHOM hopmaTe
PaboTta c TekCToM Mrockone4yaTHoro JOKyMeHTa Ha GyMakHOM
WX 3NEKTPOHHOM HOCUTENE:
1 KOMMbIOTEPHBIN HAabop TEKCTa BPYYHYHO ofgHa cTpaHuua | 20,0
(1800-2000
3HaKoB)
2 CKaHMpOBaHMe U pacno3HaBaHWe MII0CKONe4YaTHOro TekcTa ofgHa cTpaHuua | 4,0
(1800-2000
3HaKoB)
3 3arpyska panna c nnockone4aTtHblM JOKYMEHTOM B KOMMbIOTEP | ogHa cTpaHuua | 0,5
(1800-2000
3HaKoB)
4 YTEHWE NITOCKOMNEYaTHOro TEKCTa U BHECEHWE UCTPaBIEHNN ogHa cTpaHuua | 5,0
(1800-2000
3HaKoB)
5 M3MeHeHNe TekcTa u3 dopmarta [OKyMEeHTa B SMEKTPOHHBLIN | ogHa cTpaHuua | 1,0
dopmaTt (1800-2000
3HaKoB)
6 YTeHMe KOHBEPTUPOBAHHOMO TEKCTA; BHECEHWE UCMPaBeHUi ogHa cTpaHuua | 7,0
(1800-2000

3HaKoB)




7 npuBeeHMe TekcTa B COOTBETCTBME MpaBunaMm nucbmMa Mo | ogHa cTpaHuua | 13 MuH.
cucteme bpainng (26 ctpok x 30 3HakoB) (1800-2000
3HaKoB)
PacctaHoBka NnopsiiKOBbIX HOMEPOB CTpaHUL;
8 B aBTOMaTMU3MPOBAHHOM pEXUME ogHa onepauua | 0,5
9 NnocTpaHW4Hasa paccTtaHoBKa B PY4YHOM pexume ofHa cTpaHuua 1,0
10 BbIBOO TeKkcTa Ha Opannesckui nNpuHTEp; pacneyatka | oguH nuct 2,0
(OBYXCTOPOHHSIS)
PaboTa c nnockoneyaTtHoOW HOTHOWM 3anmnChbio:
11 KOMMbIOTEPHBbIA Habop (C nMcTa) HOTHOW 3anuMcyM Mo CUCTEME | ofHa CTpaHuua 40,0
Bpanns Bpy4Hyto
12 CKaHVMpOBaHWe 1 pacno3HaBaHue Ha cneuvansHoM bpalneBckomM | ogHa cTpaHuua | 3,0
CKkaHepe
[MpoBepka HOTHOW 3anNUCK, BHECEHNE UCMPaBIEHUN: ofHa cTpaHuua
13 HOTHasi 3anncb, HabpaHHas BPY4HYHO 60,0
14 HOTHas 3anucb, NONy4eHHasd Cco cKaHepa 20,0
15 npuBefeHne HOTHOMW 3anncu B COOTBETCTBME NpaBuiam 3anucu | ogHa cTpaHuua 15,0
HOT no cucteme bpanns (26 cTpok x 32 3Haka)
PacctaHoBka NopsiIkOBbIX HOMEPOB CTpaHuL;
16 B aBTOMaTMU3NPOBAHHOM pPeEXUME ofHa onepaumsa | 0,5
17 NOCTpPaHM4YyHasa paccTaHOBKa B PY4HOM pexume OfHa cTpaHuua 1,0
18 BbIBOZ HOTHOW 3anucu Ha GpanneBcKknii NPYHTEP; pacneyartka ofHa cTpaHuua | 0,7
CosgaHne nnockonevyaTHon 0610XKKM
KomnbtoTepHbI Habop TekcTa BpYYHYHO: ofHa obrnoxka
19 TPpUY NeMeHTa onucaHus (aBTop, 3arnaBue, BbIXOAHbIE AAHHbIE) 3,0
20 yeTblpe 1 6onee a1EMEHTOB ONUcaHnst 4,0
21 CKaHMpOBaHWe 1 pacrno3HaBaHue TeKkcTa ofHa obrnoxka 3,0
22 BHECEHMWE ncnpasneHnn n gopmaTmpoBaHme ofHa obrnoxka 3,0
[unsanH oBnoXKu: ofHa obrnoxka
23 0e3 unncTpauumn 1,0
24 C UNIKCTpaunaMm 2,0
25 BbIBO, OOJTOXKWN HA MPUHTEP; pacne4yaTka OfHa cTpaHuua 1,0
CospgaHve nuueBo M OOOPOTHOM CTOPOH MJIOCKONEYaTHOro
TUTYMNBHOIO NUCTa:
26 KOMMbIOTEPHBIN HAbop TeKCTa BPYYHYHO OOVH TUTYNbHbIA | 10,0
nuct
27 CKaHupoBaHue N pacno3HaBaHue TekcTa OAVH TUTYnNbHbIA | 6,0
nuct
28 BHeCeHWe vcrnpasneHnin n popmatmposaHune OAVH TUTYnNbHbIA | 6,0
nuct
29 pa3paboTka gu3anHa TUTYNbHOro nincta OAWH TUTYNbHbIA | 1,0
nuct
30 BbIBOA TUTYIBbHOIO NNCTa Ha NPUHTEP OAWH NUcT 2,0
CosgaHue nvueBon n 0060POTHOM CTOPOH peribeHO-TOUYEYHOro
TUTYIbHOTO fUCTA:
31 KOMMbIOTEPHbIA HAbOP TEKCTA BPYYHYHO OAWH TUTYNbHbIA | 10,0
nnct
32 CKaHUpoBaHue U pacno3HaBaHWe NocKone4YaTHoro TekcTa OOVH TUTYNbHbIA | 6,0
nnct
33 BHECEHMEe ncnpasneHnmn OOVH TUTYNbHbIA | 6,0
nnct
34 U3MeHeHne TeKkcTa u3 opmata [AOKYMEHTa B 3MeKTPOHHbIM | oaHa onepauus | 1,0
dopmat
35 YTeHVE KOHBEPTUPOBAHHOIO TEKCTA; BHECEHNE UCMPaBIEHUNA ofHa ctpaHuua | 2,0
36 npuBegeHne TekcTa B COOTBETCTBME C MpasBunamu nucbma no | ogHa ctpaHuua | 6,0
cucteme bpanng (26 cTpok x 30 3HaKoB)
37 BbIBOJ TEKCTA Ha BpanneBCcKuin MpUHTEp OAWH Nuct 2,0

Bocnpomsse,u,eHvle nnockoneyaTHoOM nnnrcTpaunumn B




penbedHo-rpaduyeckom opmare:

38 CKaHupoBaHMe nnockoneyaTHOM unncTpaumnm oAHa 1,0
unncTpaums
O6paboTka unncTpaumm: ogHa
unncTpaums
39 0bpaboTKa roToBOro KOHTYpa 10,0
40 C03[aHne HOBOro KOHTypa 60,0
41 dopmaTupoBaHme nnockoneyaTHoOW UnncTpauum ogHa 2,0
unncTpaums
42 BbIBOZ MNOCKONEYaTHON UNCcTpaumm Ha NpUHTEp oaHa 1,0
unncTpaums
MepeBog nnockoneyaTHoOwM unncTpaumm Ha | ogHa
penbedoobpasyouyio bymary: unncTpaums
43 c OHOKpaTHbIM NpPOMnyckom n3obpaxeHusi yepes 1,5
HarpesaTefnbHOe YCTPOUCTBO
44 C OABYKpaTHbIM NPOMYCKOM N300paxeHus Yepes HarpeBaTesibHOe 3,0
YCTPOWCTBO
Mepennet [OOKYMEHTOB, BOCMNpOU3BeaeHHbIX
penbedHO-TOHEYHbIM LIPUGTOM:
45 namMnHNpoBaHNe 0BJOXKKN ofHa obnoxka 6,0
46 py4Has nuctonogbopka ofHa 2,0
nncrtonogbopka
47 hanbuoBKa pyyHas oguH 6rnok (10 | 0,3
n1cToB)
48 BblpaBHMBaHWE 1 obpeska kpas CTpaHuubl ofHa onepauus | 0,3
KpenneHuve cTpaHuu; OAWNH JOKYMEHT
49 OBYMs CKpenkamu 0,3
50 Ha NNacTUKOBOW MPYXWHe 4,0
51 TEPMOKIIEEBOE KpenneHune 6,0
52 XecTkasi KapTOHHasi obnoxka C OymMaXHbIMW MOKPOBHLIMYU 60,0
CTOPOHKaMU U NPOLUMBHLIMU KOpPELLKaMU
BocnponssegeHne nnockonev4aTHoro AOKyMeHTa B 3BYKOBOM
dopmarte
MpenBaputensHasa pabota Hag TEKCTOM: 1000 3HakoB
53 XYOOXECTBEHHbIN TEKCT 5,0
54 TEXHUYECKMA W Jpyrne crneumarnbHble TeKCTbl (MaTemaTuka, 10,0
MeauumHa, XuMmns)
[MpouynTbiBaHME TEKCTa Ha KOMMblOTEpe B CTyAuMHbIX ycrnosusx | 1000 3Hakos
CO 3BYKOPEXNCCEPOM:
55 XYOOXECTBEHHbIN TEKCT 4,0
56 TEXHUYECKMA WU JApyrne cneumanbHble TeKCTbl (MaTemaTuka,
MeauumHa, Xumns)
57 nepesanucb Ha4yMTaHHOrO TEKCTa Ha KoMmMbloTep (oumdpoBKa | ogHa OOPOXKKa 50,0
3BYKa) C aHanoroBoro UCTOYHWKa B pearilbHOM BpeMEHMU
58 00paboTka HaYMTaHHOIO TEKCTA Ha KOMMblOTEpe O[Ha JOopOoXKa 15
59 KOHTpOSb 06paboTaHHON 3anncu Ha KOMMNbIOTEPE O[Ha JOopOoXKa 50,0
BocnpownssefeHue 03By4EHHOro TEKCTa C KOMMNbIOTEpA: OofHa JopoXKa
60 Ha KOMMaKT-KacceTy B peanbHOM BpeMeHU 50,0
61 Ha AUCK 10,0
62 My3blKanbHO-TanMepHoe 0PopMIIEHUE 3BYKO3aNUCU O[Ha JOopOoXKa 50,0
KpatHoe BocnpousBedeHWe O03BYYEHHbIX [OKYMEHTOB Ha
ayamnokacceThbl:
63 noaroToBka MaTepuanoB K BOCMpOM3BeOeHU0 (pacnakoBka | ofHa KacceTa 4,0
ayamoKacceT, nepemMoTKa, pa3MarHmynBaHue)
64 KpaTHOe BOCNpousBedeHVMe ayauosanuce Ha  cTaHuuu | ogHa onepauusa | 3,0
CKOPOCTHOrO  OyOGnuMpoBaHuWs  ayamokacceT  (KoMmnbkTep -
KacceTta)
65 KpaTHoe BoOCMpou3BedeHWe ayamosanncen Ha cneuuanbHOM | ofgHa onepaums | 5,0




obopynoBaHun (kacceta - Kacceta) B 3aBMCMMOCTU OT
TeXHN4YeCKOoro ocHaleHunsa

66 KpaTHOe BOCMNpou3BeAeHne ayguosanucen Ha crneumansHoM | ogHa onepaums | 5,0
obopynoBaHun (kaTyllka - KacceTa) B 3aBMCUMOCTU OT
TEXHUYECKOro OCHaLLeHus
67 npoBepKa KayecTsa KOnun OfHa KacceTa 5,0
ohopmMIIEHNE ayamoKacceT, ONTUYECKMX UCKOB U KOHTENHEPOB
68 co3faHuve nageHtudmkaropa, onpegensowero NpMHaanexHocTb | OAuNH 3,0
KacceTbl K OOKYMEHTY, B nnockoneyaTHOM n | ngeHtTudukatop
penbegHO-TOME4YHOM BapuaHTax; HakrnemMBaHne Ha KacceTy
69 co3flaHue  nnockoneyaTHOW  3TUKETKM  ONa  OOKYMeHTa, | OHa STUKeTKa 6,0
3anMcaHHOro Ha ayauokaccetax (Habop TekcTa, BbIBO4 Ha
OpanneBckui MpUHTEp, pacneyaTka, pa3pe3aHne no 3agaHHomy
pasMepy, HaKnenBaHWe Ha KOHTEWHep)
70 co3flaHve pernbeHO-ToYeYHOW JTUKETKM AONA  OOKYMeHTa, | OHa 3TUKeTKa 9,0
3anncaHHOro Ha ayguokacceTtax (Habop TekcTa, Au3alH, BbIBOA
Ha NpuHTEp, pacnevartka, paspesaHue No 3agaHHOMY pasmepy,
HaKrnevBaHWe Ha BHYTPEHHIOK CTOPOHY KPbILLIKW KOHTENHepa)
71 packnagka ayamokacceT No KoMNiekTam / KOHTenHepam ofHa onepauus | 1,0
CO3[aHue 3TUKETKM Ha QUCKE:
72 BBOZA B KOMMbHOTEP OCHOBHbIX CBEOEHUN O OOKYMEHTe (aBTOp, | OAUH JOKyMeHT | 5,0
3arnasue) B cneuuanns3MpoBaHHOW nporpamme
73 BbIBOA Ha NpUHTEP € PyHKUMEN "nevaTb Ha guckax", pacneyatka | ogHa onepaums | 2,0
74 co3aHue MIIoCKoMeYaTHOM KOHTEMHEPHOM 3TUKETKM And | OgHa 3TMKeTKa 8,0
OOKYMEHTa, 3anucaHHOro Ha  aucke  (Habop  Tekcra,
dopmupoBaHMe am3ariHa, BbIBOA Ha MpuUHTEp, pacnevarka,
paspesaHue no 3afaHHoOMy pasmepy, pasMmelleHne Ha BHELUHeN
CTOPOHE KpbILIKU KOHTEeHepa)
75 co3gaHue peribedHO-TOYEYHON KOHTEMHEPHOW STUKETKU ANs | O4Ha 3TUKeTKa 10,0
AOKYMEHTa, 3anncaHHOro Ha gucke (Habop TekcTa, BbIBOA Ha
OpanneBckuii MpUHTEP, pacneyaTka, pa3pe3aHne no 3agaHHoMy
pasmvepy, pasMelleHue Ha BHYTPEHHEW CTOPOHEe KPbILUKK
KOHTenHepa)
ApxunBaums 03BYYEHHbIX JOKYMEHTOB:
76 o6paboTka MaTepmana ans KOHBepPTUPOBaHMA ofjHa JOpOoXKa 30,0
77 KoHBepTupoBaHue awvnos dopmata B AC B dopmaT | ogHa JopoxKa 6,0
ayanodannoB B 3aBUCMMOCTU OT TEXHUYECKOIO OCHALLEHUs
78 nepeHoC apxvea Ha cepBep ofjHa JopoXKa 6,0
3.22. O6cnyxuMBaHue yaaneHHbIX Nonb3oBaTenemn
Ta6bnuua 63
N n/n HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHnuya Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
Peructpauunsa nonb3oBatenen B pexxMme OHMaunH:
1 npoBepka 3anncu nonb3oBartens B bubnunorteky OAVH 2,0
nonb3oBaTtenb
2 obpaboTka 1 BBOA4 hamunum, UMeHun, OTYECTBA NOSb30BaTENSA U | OAWH 50
aZipeca ero afneKkTPoHHOW NoYThl ANEKTPOHHbIN
dopmynsp
3 COCTaBfeHne NucbMa € ykazaHueM NornHa u creHepnpoBaHHOIrO | O4HO 50
cucTemMon Mapons, NpuKpenneHne MHCTPYKLUUM NOMb30BaHUSA U | ANEKTPOHHOe
OTnpaBKa ero no 3NeKTPOHHOW NoYTe NoMb30BaTeNto NMCbLMO
Ob6cnyxmBaHWe nonb3oBaTenen B peXXvme OHNawvH:
4 KOHCYnbTaumMss MO  WUCMOMb30BaHWIO  WHTepakTuBHoW B[] | ogHa 10,0
"roBOpALLMNX" KHUI C KPMNTO3ALMUTON KOHCynbTauuna
5 COMpOBOXAEHNE BUPTyanbHOW KHUroBbldauyn: opMUpoBaHWe | OAVH 3akas 15,0

3aKasa Ha BUPTYanbHOW KHWXXHOW NOJKe




6 BbIrpy3ka u3 AC HOBbIX NOCTYNMEHUI 3a onpedeneHHbin nepyog | oavH  dann B | 10,0
BpemeHn B ¢popmate PYCMAPK n B Buge ykasatensi HOBbIX | popmaTe 12,0
noctynnenuni (YHIT) PYCMAPK oguH

dann B
dopmarte YHI

7 pasMelleHne HOBbIX MOCTYMMEHNA [OOKYMEHTOB Ha cante | oguH danvn B | 3.0
OmbnuoTekn: cosgaHve 3arofioBka aHHOTauuW npukpenneHue | popmarte 3.0
anna (oB) PYCMAPK opguH

dann B
dopmarte YHI

8 paccbifika Mo 3MeKTPOHHOW MoYTe yaaneHHbIM MoNb30oBaTensam | O4HO 3,0
UHOPMALIMM O HOBbIX MOCTYMNNEHUAX JOKYMEHTOB 3NEKTPOHHOE

n“cbMo

9 WH(OPMALIMOHHOE CONPOBOXAEeHNE canTa, nopTana u cTpaHuy B | O4HO 3,0

coumanbHbIX  CETAX:  CcO3gaHuWe  3arofnioBka  aHHOTaumu | coobuieHve

npukpenneHne dannos

4. TunoBble oTpacneBble HOPMbI TPyAa Ha PaboTbl, BbINOMHAEMbIE B AEeTCKMX, OHOLLIECKMX BUbnunoTtekax,
B 6mMbnuoTtekax Hay4Ho-uccnegoBatenbckux nHctutytoB (HUWU), obpa3soBatenbHbIx yupexaeHun (6e3

UCnosfib3oBaHUA aBTOMaTU3INPOBaHHbLIX CUCTEM ynpaBlieHus npoueccaMM) HeT

4.1. KomnnektoBaHue 6ubnuoteyHoro cooHaa
Ta6bnuua 64

N n/n HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n3MepeHuns BPEMEHM,
MUH.

1 2 3 4
Tekywee komnnekToBaHve bubnmnoteyHoro doHaa:

1 NPOCMOTP KHUrom3gaTenbCKoM U KHUTOTOProBOM MHGOpMaL MK (1 npanc 8000 | 980.0

HaMMeHOBaHWN)

2 YCTaHOBMEHME TEMbl U BUAa AOKYMEHTa, noanexatiiero otéopy; | (1 npanc 8000 | 2.0
BblSICHEHME HeobX0AUMOCTU NpUobpeTeHNs HanMeHoBaHUI)
OnpeaeneHune aK3eMnIspHOCTU 3aKasa: (1 npanc 8000

HanMeHoBaHUI)

3 Ansa nogpasgeneHui 0,5

4 ans 6ubnuoTekn B LEenom 1,0
oopMIieHne 3aKasa; yKasaHue 9K3eMMNNAPHOCTWU, CTOMMOCTW | OAMH 3akas 1,0
3akasa, gatbl
Konu4ecTBo 3akasaHHbIX Ha3BaHUN:

5 1-15 15,0

6 16-25 25,0

7 26-75 75,0

8 76 - 100 100,0

9 od)opMIIeEHNE 3aKa3a Ha BbINMUCKY 3apyBeXHbIX JOKYMEHTOB OAWH OOKYMEHT 100,0

10 NnoaroToBKa cnucka OOKYMEHTOB, npeasaraemMbix K | 0QHO Ha3BaHue 26,0
MeXOyHapogHOMY KHUrooOMeHY; CBEepKa CMM1CKa C Katanorom

11 COCTaBMeHMe  KapToukuM AN KapToTeKu  opraHu3auun- | ogHa KapTodka 1,0
napTHEpPOB; YyKaszaHWe Ha3BaHuUA opraHusauui, agpeca,

Ha3BaHMs OOMeHMBaEeMbIX JOKYMEHTOB
Pab6orta B AC:

12 BBOZ 3aKa3sa TEKyLero KoMnniekToBaHusl B 6a3y gaHHbix AC O[VH 3aKas 5,0

13 pefakTupoBaHme BBeAEeHHbIX B 6a3y AaHHbIX CBEAEHMIN O 3aKa3e; | OAWH 3akas 30,0
BbIBOA Ha 9KpaH; BHECEHWE U3MEHEHUN

14 BbIBOO Ha MNPUHTEP [JdaHHbIX TEKyLEero KOMMIIEKTOBAHWS; | OOMH 3akas3 1,6
pacnevartka
BeEeHVEe KapTOTEKN TEKYLLIEro KOMNNEKTOBaHNUS

15 COCTaBJIeHNE KapTOYKN, yKa3aHWe aBTopa, 3arfaBungd, BbIXOOHbIX | OQHA KapTodka 0,5
AaHHbIX, HOMepa B U3gaTenbCcKoM NnraHe

16 nepeHeceHne cBedeHMM O 3aKka3e Ha KapTouYKM; yKasaHue | ogHa KapToudka 0,3




3K3EeMMMSAPHOCTU 3aKkasa,
noapasfeneHnsam

pacnpegeneHne Mo CTPYKTYPHbIM

17 paspesaHue nsgatenbCkux NnaHoB, pacnevarka ONnA KapTOTEKW | O4Ha KapTo4ka 1,5
TEKyLLero KOMMMEKTOBAHWS, HaKNemBaHMe Ha KaTaroXHy
KapTOYKM

18 noadop kapTodku no andaBuTy ANS PacCTaHOBKW B KapTOTEKy | Of4Ha KapToyka 0,5
TEeKyLero KOMMIeKkToBaHus

19 paccTaHoBKa KapTodku B andasute damMunui  aBToOpOB, | 0gHa KapToudka 0,4
3arnaBuii B KAPTOTEKY TEKYLLEro KOMNIIEeKTOBaHUA
OdbopMneHue Nognnckn Ha Nepnogn4eckne N3gaHns:

20 NPOCMOTP KaTanora "Pocnevatu", oTbop Ha3BaHWA | OOHO Ha3BaHWe 0,8
nepuoanyeckux U3gaHum Ana nognunckm

21 cbop 3asBkM OT nogpasgeneHnii GubnuoTekn Ans NOANUCKM Ha | oaHa 3asiBka 15
nepvognyeckue nsgaHuns

22 cBepka pacnedaTku CMUCKOB YCINOBHO 3aKasaHHbIX | OHO Ha3BaHwue 1,04
nepuoanyecknx usgaHui C KapTOTEKOW 3akas3oB, BHeceHue
M3MEHEHNs1 B pacneyaTkn CnNncKoB

23 CBepka 3aKkasa TeKyllero roga Ha nepuogudeckue msgaHus C | O4HO HasBaHue 0,2
noanuncKkon npeablgyliero roga Ans BbiABNEHUS U3MEHEHUI B
Ha3BaHUAX; BHECEHNE OTMETOK

24 CcBepKa  BbIXOAHbIX  [daHHbIX  BMEpBble  3akasbiBaeMblX | HA OOUH rof 80,0
3apy0exXHbIX Nepuoguvecknx nsgaHui ¢ bubnmorpadunyeckumm
CNpaBOYHMKAMU 1 OPYTUMM MHPOPMALMOHHBIMU MCTOYHNKAMM

25 odpopMreHne 3akasa Ha MOANUCKY; MOACYET CTOMMOCTM | OOMH 3aKa3s 30,0
noannckn C  y4eToM [OCTaBKW, 3anofiHeHWe  KBUTaHUUU
aboHeMeHTa Ha Nepuoanyeckoe usgaHue

26 COCTaBfEeHMe perucTpaLMoHHOW KapTOukuM AN KapTOTeKkW | oHa KapToyka 0,5
nepnoanyeckux U3gaHun; NpocTaBrieHUe Ha KapTouke MHAEKCa,
roga, NepMoanyHOCTU, UICTOYHMKA MNOCTYNNEHNs
PaboTta B AC:

27 BBOJ 3akasa Ha nepuognyeckme nsgaHusa B 6asy gaHHbIX O[Ha KapTo4Ka 10,0

28 BbIBOJ Ha 3KpaH perucTpaLmMoHHON KapToYkK; pacneyaTka ofHa KapToyKa 1,0

29 KOppPEKTUpOBKa 3aKa3sa: BbIBOA Ha 3KpaH Cnucka nepuogmnyeckux | ogHo 0,3
n3gaHuin; BHECEHNE N3MEHEHUN HauMeHoOBaHWM
Mepenucka C KHUrOTOProBbIMU opraHusaumnsmm "
nsgaTenbcTBaMn, bubnmotekamm:

30 cocTaBneHue, Habop TekcTa nucbma (3anpoca, MpeTeH3uu), | OAHO NUCbMO 60,0
perncTpaumsi B KHUre UCXOASLMX OOKYMEHTOB (NpocTaBreHue
OaTtbl, MOPSAKOBOrO  HOMeEpa, YyKasaHMe HaMMeHOBaHUus
OopraHunsaumm, KpaTkoro CogepxaHus nucbma)

31 odopmneHne 3akasa "KHura - noyton", oTnpaBka 3aka3a B | OAWH 3akas 3,1
MarasuH, 0bMeHHble PoHAbI
HokomnnekToBaHve 6ubnmnotevHoro goHaa:

32 nonyyeHne 3asBKM Ha npuobpeTeHMe [OOKYMEHTOB OT | OoAHa 3asiBka 0,3
nogpasgeneHun.

33 cocTaBrieHve ombnnorpaduyeckon 3anucu; yKasaHuve | ogHa KapToudka 3,0
KONM4yecTBa 3K3eMNNAPOB U CUIMbl NogpasgeneHui

34 BKINIOYEHNE 3a8BKU B KAPTOTEKY AOKOMMNIIEKTOBAHUSA O[Ha KapTo4Ka 0,26

35 NPOCMOTP KapTOTEKM HeyaoBMNeTBOPEHHOro cnpoca; aHanus | oguH gokymeHT | 3,0
OTKa3oB AONA  BbISIBIEHUA  OTCYTCTBYIOLLMX  [JOKYMEHTOB,
BKIMIOYEHNE B KAPTOTEKY JOKOMMNIIEKTOBAHUSA
OT60op [OKYMEHTOB M3 OOMEHHbIX (hoHOOB OUONUOTEK Ans
OOKOMIMMEKTOBaHUS
MpocMOTp CMMCKOB, KapTOTEK, KaTanoroB OOMEHHbIX (POHAOB | OOUH AOKYMEHT
6nbnunotek, oT6Op HY>KHbIX JOKYMEHTOB, CBEPKA C KaTanoramu v
KapToTekamu cBoein OGUBNUOTEKM; cOoCTaBrneHuMe Chnucka Ha
OOKYMEHTbI, 0TobpaHHble B 06MEHHOM ¢hoHae
Konu4ecTBo AOKYMEHTOB, BKITHOYEHHbIX B CMIUCKM:

36 1 50




37 2-10 7.8
38 11-25 16,0
39 26-50 32,0
CoctaBneHue onepaTuBHOIO (TekyLuero) nnaHa
KOMMNNEKTOBAHWS:
40 onpefeneHne MeponpuaTuii No OpPMUPOBaHMIO eANHOro hoHAa | OAMH NnaH 480,0
Ha TEeKyLLUN roa, OTBETCTBEHHbIX ncnonHuTenen,
KONMMYEeCTBEHHbIX Noka3atenen obbema ¢oHaa (nocTynneHwue,
BbIObITME), OTPACcNeBOro cocTaBa, WCTOYHWKOB MOCTYMIIEHWS,
CMeTbl pacxogoB
OdbopMreHue nnaHa KOMMIEKTOBaHWSA B OpPME:
41 Tabnuy, ofdHa Tabnuua 2,6
42 KapTOTEKN O[Ha KapTo4Ka 2,6
Pabota B AC:
43 BBOJ NiiaHa KOMNNeKToBaHusl B 6a3y gaHHbix AC OAWH NnaH 1,1
44 KoppekTupoBka 6a3sbl AaHHbIX; BbIBOO, Ha 9KpaH; BHECEHME | OOWH JOKYMEHT 30,0
M3MEHEHNI
4.2. MpuemM 1 y4yeT NOCTYNUBLUMX JOKYMEHTOB
Ta6nuua 65
N n/n HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
Mpvem [OKyMEHTOB, MOCTYNMBLUMX C COMPOBOAUTENBHBIM
OOKYMEHTOM
[Mprem OOKYyMEHTOB MO CONPOBOAUTENbHBIM Matepuanam (CHeT, | ogHa napTus
HaknagHasi, Konus 4eka, akT), nogbopka ux no andasuTy
aBTOPOB UMW 3arnaBui, SKCNEAMLMOHHBIM HOMEpaM, CBepka C
COMpPOBOAUTENBHLIMU OOKYMEHTaMMK, MNPOCTaBfEeHWE LEHbl Ha
n3gaHuK, NOACHET YMcna 3K3eMNIsipoB, obLLIEN CTOMMOCTHU
KonuyecTBo JOKYMEHTOB B NapTuu:
1 1 4,0
2 2-50 8,9
3 51 - 250 43,3
Mpuem [OOKYMEHTOB, MOCTYNUBLUMX ©€3 COoMpoBOAUTENBHbIX
OOKYMEHTOB:
4 noadbop OOKYMeHTOB Mo andaBuTy (amunuin aBTOPOB WM | OAWMH OOKYMeHT, | 3,1
3arnaBun; MpoBepka Ha Q[yObneTHOCTb; MPOBEAEHWE OLEHKM | OOWH aKT
OOKYMEHTOB; COCTaBIIEHUE aKTa Ha NpUEM JOKYMEHTOB
KonuyecTBo JOKYMEHTOB, BKITKOYEHHbIX B aKT:
5 1 0,36
6 2-5 2,1
7 6-10 3,7
8 nNpocTaHoBKa LWTeMNensa Ha TUTYNbHOM nucte M Ha 17- | OOUH OOKYMEHT 0,5
CTpaHuue JOKYyMeHTa
cBepka MNOCTYMMBLUMX [OOKYMEHTOB C KapTOTEKOW TeKyLlero
KOMMNNEKTOBAHNS
9 MOWCK KAapPTOYKUN B KAPTOTEKE TEKYLLLEro KOMMIIEKTOBAHWS, CBepKa | oauH JokyMeHT | 3,0
KapTOYKM C JOKYMEHTOM, BHECEHME OTMETOK
10 0TOOp NEPBOro 3K3EMNNSAPA, BIOXKEHNE KAPTOYKM B JOKYMEHT oAvH gokymeHT | 0,5
11 NoCTaHOBKAa KapToYKuM 3a pasgenutens "BbinonHeHHbIe 3akasbl” | ogHa KapTodka 0,3
Pa6oTta B AC:
12 npoeepka Ha AyOGnNeTHOCTb MOCTYNUBLUMX WU3OaHWA B ©0ase | OguH JOKYMEHT 1,0
JaHHbiX AC
13 perncTpaumst HoBblX NOCTyNNeHn B 6ase gaHHbIXx AC OAWNH JOKYMEHT 3,0
[MpreM 1 perncTpauus XypHanos 1 rasert:
14 nogbop XypHanoB W rasetr no andaBuTy Ha3BaHWW, MOMUCK | OOWUH JOKYMEHT 2,0




perncTpaumoHHO KapTOYKM B KapTOoTeke NOAMUCHbIX U3OaHun,
OTMeTKa HoMepa, A4aTbl NONyYeHUs1 N30aHns

15 NPOCTaHOBKa LUTEMNENS Ha XypHane OAVH XypHan 0,1
16 NpPOCTaHOBKa LUTEMNENs Ha raserte ofHa raseta 0,5
BegeHnue "KHurn cymmapHoro ydeta':
pas3bop OOKYMEHTOB NO BMAaMm, OTpacrsM 3HaHUW, S3blkam, | OAMH AOKyMeHT | 2,0
nofAcyeT Yucra AOKYMEHTOB, 3anucb pesyrnbTaTtoB nogcyerta no
YCTaHOBMNEHHON hOpME B KHUIY CYMMapHOro yvyeTa
Konu4ecTBo 4OKYMEHTOB B MapTUWM NOCTYNNEHUN:
17 1 2,0
18 2-50 6,8
19 51 - 250 42,0
20 BBOJ CTATUCTMYECKMX AaHHbIX "KHurm cymmapHoro yveta" B 6a3y | ogHa naptus 3,0
JaHHbix AC
21 noAcyeT NOCTPaHMYHO MO NO3MLUMAM AaHHbIX KHUMM cyMMapHOro | ogHa nosvuums 3,2
yyeTa, nepeHeceHne UTOroB Ha criefyLy CTpaHuuy
22 cBepka (pMHaHCOBLIX [OOKYMEHTOB oTaena ¢ d¢MHaHCOBbIMW | OAMH OOKYMeHT | 5,0
JOKyMeHTaMmu Gyxrantepum
23 odopmreHue COMpOBOAUTENBHOIO OOKyMeHTa (cuet, | oguH pokymeHT | 3,0
HakragHasi, akT) ans nepegayv B byxrantepuio
24 0POpMIIEHNE  WHBEHTAPHOW  KHUIMKM, HyMepauus JfUCTOB, | O4HA CTpaHuua 0,88
NpocTaBneHne HoMepa B UHBEHTaPHOW KHUre
25 3anMcb AOKYMEHTOB MO YCTaHOBNEHHON DOPME B MHBEHTAPHYIO | OAWH OOKYMEHT 0,88
KHUrY, MPOCTaBlieHNE NHBEHTAPHOro HoOMepa Ha JOKYMEHTe
26 npoBedeHne VMHOUBMAYaNbHOro yyeTta AOKYMEHTa MO akTOBOW | OAMH AOKYMEHT 3,0
cucTeme, NPoOCTaBlieHWe MHBEHTApHOro HOMepa Ha JOKYMEHTe
27 npoBeAeHne UHANBMAYarnbLHOro y4yeTa ¢ NpUMeHeHneM y4eTHOro | ogHa KapTodka 3,0
Katanora; cocTaBneHne Oubnuorpaduyeckoro  onucaHus
OOKYMEeHTa, YyKasaHue LUeHbl, WHBEeHTapHOro Homepa, roja
NOCTYNIIEHUs, HOMepa 3anucu B KHUre CyMMapHoro y4eTa, ynucna
MOCTYNUBLUUX  3K3EMMNSAPOB, ux  pacnpegeneHue  no
nogpasgeneHunsam
28 3anncb B XXypHarne permcrpauumn KapTodyeKk y4eTHOro katanora | ofHa 3anucb 1,0
WHBEHTapHOro HoMepa, NepBOro crosa 3arnasus
29 NPOCTaHOBKa MHBEHTAPHOro HoMepa Ha JOKYMEHTe OOVH OOKYMEHT | 2,6
30 perncTpaumns naTeHToB B HyMepauWUoHHOW KHUre OAWH OOKYMEHT 0,3
31 Nnofny4yeHNe akToB Ha BbIObIBLUME [OKYMEHTbI OT CTPYKTYPHbIX | O4MH aKT 1,0
nogpasgeneHunii, BHeceHne 3anucu B KHure cymmapHoro yyeta
(2-2 yacTb), NpocTaBneHne HoMepa akTa
32 UCKINIOYEeHEe JOKYMEHTa No akTy U3 y4eTHbIX (popMm OAWH OOKYMEHT 3,0
33 UCKIMOYeHWE BbIObIBLUMX OKYMEHTOB M3 6a3bl gaHHbIX AC O4VH ookymeHT | 2,0
34 norawieHne UHBEHTAPHOIro HomMepa v Wremnenst GubnmoTekn Ha | oguH AokymeHT | 0,3
OOKYMEHTEe
35 nojLmnBKa akToB OAWH OOKYMEHT 3,0

noBbILaoWwnn koappuumeHT 1,15.

4.3. BubnnorteyHas obpaboTka gokymeHTOB. OpraHusauusi u BeaeHue Katanoros

ﬂpumeanMe: npu pa60Te C OOKYMEeHTaMM Ha MHOCTPaHHbIX A3blkaxX K HOpME BpPEeMEeHU NMPpUMEHAETCA

Ta6bnuua 66
N n/n HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EaovHnuya Hopma
n3mepeHuns BPEMEHM,
MUH.

1 2 3 4
PaboTta c neyaTHOW KapTO4KOW:;

1 pa3bopka KOMMNIEKTa nevaTHbIX KapToyek OfHa KapToyka 0,42

2 noabopka nevaTHbIX kKapTo4vek no andasuTy hammnuin aBTOPoOB | ogHa KapToudka 0,36
U1 3arnaBui AN pacCTaHOBKM B CNY>XEBHYIO KapTOTEKY

3 paccTaHOBKa KapToyek B cnyXebHYH KapToTeky OfHa KapTo4ka 0,36

4 noabopka nevyaTHbIX KAapTOYeK K JOKYMEHTaM ofHa KapTo4ka 0,52




CBepKa NOCTYNUBLUMX OOKYMEHTOB C KaTtaloramu:

5 npoBepkKa No Katanory NoBTOPHOCTU JOKYMEHTa, NepeHeceHne C | ogHa KapTodka 19
KaTanoXHOW KapToykM ©OubnuoTtedHoro wudpa, MOMAHOro
nHaekca
6 nouck B cnyxebHOM kaTanore CBOOHOIO ONMCaHWS, BHECEHME | ofHa KapToudka 2,6
OTMETOK
7 oPopMIIEHNE MNevyaTHOW KapTOYKW, HanucaHue WHBEHTapHOro | oAHa KapToyka 0,68
HoMepa, Wudpa 1 NHOWM MHdopMaLnn
Mpunucka oy6neTos:
8 cBepka OOKyMeHTa Ha pgybneTtHocTb NO  crnyXebHOMy | O4HO Ha3BaHue 0,94
andaBUTHOMY, Y4EeTHOMY KaTanory
9 npuynucbiBaHve  gybneta B Katanor: npocTtaeBneHue | ogHo HassaHue | 0,84
WHBEHTapHOro HoMepa, NepeHeceHne Wwugpa Ha JOKYMEHT
[Mpunucka NpogomKarLLmMXcs U3gaHum:
10 NMOUCK B PErMcTpaunoHHON KapTOTEKE KapTOYKM Ha u3gaHue, | o4HO Ha3BaHue 0,84
CBEpKa ee C OpuUrMHanom, BHeceHve BubnanoTevHbIX OTMETOK
11 MOMCK B  KaTanore KapTtoyek, OTMeTka MOCTYMNNeHns | o4HO Ha3BaHue 3,1
COOTBETCTBYIOLLLErO BbIMyCcKa, MNPOCTaBMEHNE WHBEHTapPHOro
HOMepa, Wudpa, BHeCceHne Apyrmx bubnmotevHbiXx OTMETOK
PopmuposaHue bubnuorpaduryeckon sanncu
CocTtaBneHve OCHOBHOM ©Oubnuorpadu4eckorn 3anucuM npu | O4HO Ha3BaHue
OTCYTCTBMM NEYaTHON KapTOYKN B AOKYMEHTE (O3HAKOMIEHME C
OOKYMEHTOM, COCTaBIIEHNE ONMUCaHUs, BHECEHNE BNBNNOTEUYHBbIX
OTMETOK)
Konu4yecTtBo 3NEMEHTOB 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 COCTaBneHMe OCHOBHOW Gubnuorpadudeckor 3anmMcm C 20,0
MOMOLLIbIO MaKeTa KapTOUKM, HarneyaTaHHOro B KHUre; NpocMoTp
n3gaHung, cBepka C MakeToM KapTOYKW, BHECEHWE U3MEHEHUs U
OONOMNHeHUs
19 cocTaBneHue [obaBoyvHoro onucaHus K OCHOBHOW | 0gHa KapTouka 1,9
oubnnorpadunyveckor sanncu
20 O3HaKOMINEeHWe C [JOKYMEHTOM, COCTaBfeHue aHanuTUYecKoW | O4VH OOKYMEHT 10,0
3anucu
21 cocTaBsfieHne CCbIJTOMHON KapTO4Ku K OCHOBHOW | 0gHa KapTouka 0,52
oubnuorpadunyeckor sanncu
PepaktupoBaHune 6ubnmnorpadgpuyeckon sanmncu:
22 npoBepka NpaBUNbLHOCTY 3NIEMEHTOB 3aNUCK Ha KapTo4dke OflHa KapToyKa 1,0
23 odhopMIeHNe KapToukmM Ans AyonMpoBaHUsS Ha MHOXWTENbHOM | O4HA KapTouka 14
annaparte; MpoCTaBfeHNe WHOEKCOB, LWMAPOB, BMBIMOTEYHbIX
NOMETOK, onpeaeneHue 1 ykasaHne Tmpaxa KapTodek
pynnoBas o6paboTka JOKYMEHTOB
OTOOp OOHOTUMHBLIX OOKYMEHTOB, MNOANEXALUX T[PYNnoBOn | ogHa rpynna
0bpaboTke; cocTaBneHne OOLLEN XapakTEPUCTUKMA Ha KOMMIMEKT | JOKYMEHTOB
OOKYMEHTOB
Konu4ecTBo JOKYMEHTOB B rpynne;
24 1-9 39,0
25 10-15 60,0
26 16 - 30 106,0
27 npoBepka MpPaBUMbHOCTU COCTaBMEHUS XapaKTepUCTUKM Ha | ogHa 13,0
KOMMNEKT JOKYMEHTOB XapakTepucTunka
PekaTanornsauus:
28 CBepKa KapTOYKM C [OKYMEHTOM; WCNpasfeHuve CTaporo | ofHa KapToyka 5,7




oubnuorpaduyeckoro  onucaHus; coCTaBrieHve HOBOTO
ONUCaHud; nepeHeceHMe LWungpa, WHBEHTAPHOrO HOMepa,
61BNMoTEeYHbIX NOMETOK

MogroToBKa K MHOEKCMPOBAHNKD OOKYMEHTOB AOJ14 KaTalloroB:

29 noabopka KapTOYKM K [OOKYMEHTY, CBepKa W BRNOXeHWe B | OOUH JOKYMEHT 0,5
OOKYMEHT

30 O3HaKkoMNneHue C [OKYMEHTOM; YCTaHOBNEeHWe TemaTuKu, | OAHO Ha3BaHue 0,88
pacnpegeneHve no oTpacnsamM 3HaHus (No TeMaTuke)

31 NPOCMOTP MHOCTPaHHbIX U34aHu, nepeBon AaHHbIX HA PYCCKUIW | OOVH OOKYMEHT 0,37
A3bIK
CuctemaTtnsaums JOKYMEHTOB:

32 cuctemaTmsaumss OOKYMEHTa C  UCNONb30BaHWEM WHOEKCOB | OAMH OOKYMEHT | 2,6
nevyaTHOW KapTOYKM WM MakeTa KapTOYKM, HanevyaTaHHoOro B
usgaHum, O3HaKoMneHwune C  [OKYMEHTOM, nposepka
COOTBETCTBMA MHAEKCOB Tabnuuam knaccudumkaumm, NpUHATbIM
B GubnuoTteke, NpocTaBrneHne NHAEKCa Ha JOKYMEHTe

33 cuctemaTmsaums  OOKYMEHTOB MNpu  OTCYTCTBMM  NeyvaTHOMW | OauH JokymeHT | 2,0
KapTOMKM W MakeTa KapTOYKM B U30aHWMW; O3HaAKOMIEHWE C
OOKYMEHTOM, onpegeneHue MHaekca no Tabnuuam
Kknaccudukaumn, MpuHATBIM B Gubnuoteke, npoctaBneHue
WMHAEKCa Ha JOKYMEHTe

34 onpefeneHve aBTOPCKOrO 3HaKa [AOKYMEHTa MO aBTOPCKUM | OOAWH OOKYMEHT 0,3
Tabnuyam

35 WwngpoBka  OOKYMEHTa npu  (opmMaTHO  WHBEHTAPHOW | O4MH AOKYMEHT 0,42
pacctaHoBKke; onpeaeneHve dopmarta OOKYMeHTa, HanucaHue
wngpa

36 pefakTupoBaHue KnaccuduKauMOHHOro WHAEKca; npoBepka | oauH gokymeHT | 0,5
NpaBuIbHOCTN MHAEKCA, aBTOPCKOro 3HakKa

37 COCTaBrfeHne KapTouku andaBuTHO-NPeaMETHOro katanora (Ha | ogHa KapToyka 2,0
HOBYIO TeMaTUKY); HanucaHue Ha KapTouyke MHOeKca, Ha3BaHue
Katanora M KapTOTeKW, B KOTOPbIX OTpaXalTCs [OOKYMEHTHI,
yKasaHue CCbIIKM U OTCbIfKK, CBA3b MexXay OTAeSbHbIMU
py6pukamm
MpegmeTnsaunsa JOKYMEHTOB:

38 npegMeTusauMs [OOKYMEHTOB C  MCnonb3oBaHuem pybpuk | OgHO Ha3BaHue 2,6
neyvyaTHOWM KapTOYKKM; NPOBEpPKa COOTBETCTBUSA PYOPUKN NeYaTHOM
KapTOYKM NpeaMeTHOMY KaTanory

39 npegmMeTnsaums  OOKYMEHTOB MpuM  OTCYTCTBUM  MeyaTHOW | O4HO HasBaHue 3,0
KapTOYKM; O3HAKOMJIEHNE C JOKYMEHTOM, onpeaenexHne pybpukm

40 COCTaBfneHne HOBbIX MpeaMeTHbIX pybpuk u  noapybpuk; | ogHa KapTouka 1,5
nepeHeceHne Ha KapToYvku cnyxebHOM KapToTeku

41 pepakTupoBaHue npeameTHON pyopuKY; nposepka | ofgHa KapToyka 5,0
NpaBWUIbHOCTb NPEeAMETHOW PYGPUKM, TOYHOCTb HanucaHms
OpraHunsauns angaBUTHOro Katanora:

42 noabopka KapTodkM no andasuty amMunuini aBTOPOB WIM | OfHA KapToyka 0,36
3arnaBui AN paccTaHOBKU B andaBUTHbIN KaTanor

43 paccTaHoBKa npeaBapuTenbHO MNodobpaHHbIX KapTodek B | ogHa KapToudka 0,36
andaBuTHbIN KaTanor

44 pepakTupoBaHue andasuTHOro KaTanora; npoBepKa | ofHa KapToyka 0,88
paccTaHOBKM  KapTo4yek, MpaBWUMbHOCTM  A006aBOYHBLIX U
CCbINOYHbIX KapTOYeK, ucnpaenexHme ownbok

45 HanvcaHwe pasgenurens Ans andaBuTHOro Katanora, ykasaHve | oouH 0,88
OykBbI, criora pasgenutens

46 paccTaHoBKa pasgenuTens B andaBWUTHLIN KaTanor: nogbopka | oguH 2,0
pasgenutena no andasuTy, MNOUCK MecTa pasgenuTtens, | pasgenutens
NOCTaHOBKA, 3aKpenneHne CTepXHS
OpraHusaums cuctemMaTMyeckoro karanora:

a7 noabopkKa KapTOYKM MO MHAEKCaM, BHYTPUY pasfdena no andgasuTy | ogHa KapTodka 0,42

damunmMii  aBTOPOB MW 3arnaBuUi AN pacCTaHOBKM B




cUcTeMaTUYeCcKu kaTanor

48 paccTaHoBKa npeaBapuTenbHO NodobpaHHbIX KapTodek B | ogHa KapToudka 0,42
cucTemMaTM4eCKUmn Katanor

49 pepakTupoBaHMe CUCTEMATUYECKOro  KaTarora: npoBepKa | O4Ha KapToyka 0,88
npaBuIbHOCTU HanoJsiHeHus pasgenos KaTanora no
CoepXaHuIo, WHOeKcauum U paccTaHOBKe, ucnpasneHune
OLUMBOK

50 peknaccugukaums cMcTeMaTMYecKoro KaTarnora: MchnpaBfieHue | ogHa KapToudka 10,0
WHOEKCOB, BHECEHNE N3MEHEHUI B andaBUTHbIA KaTanor

51 HanucaHwe pasgenuTens Ans cucteMaTudecKkoro karanora: | oAuH 1,0
yKasaHue HauMeHoBaHWs pasgena, nogpasgena u Apyrux | pasgenvtenb
pasgenutenen

52 pacctaHoBKa pasgenutens B CUCTEMaTUYecKun KaTtamnor: | oAouH 2,0
noabopka nNo nHAekcam, NoOUCK MecTa, MOCTaHOBKa, 3aKpenfeHve | pasgenutenb
CTEPXHS
OpraHusaumst npegMeTHOro Karanora:

53 noabopka KapTo4kuM No npeameTHbIM pybpukam, BHYTpM pybpuK | OgHa kapToyka 0,42
no andasuTy (paMmnun asTopoB UNu 3arnasun

54 paccTaHoBKa npeaBapuTenbHO NodobpaHHbIX KapTodek B | ogHa KapToudka 0,42
nNpeAMEeTHbIN KaTanor

55 pepakTupoBaHue npegMeTHoro KaTanora: npoBepKa | ogHa KapToyka 1,0
NPaBUITbHOCTU CChINIOK, OTCHINOK, PyOpuK

56 HanvcaHue pasgenuTens ana npegMeTHOro kararora, ykasaHve | OauH 2,3
pyOpPVKK, OTCbIMKK, CChINKM pasgenutens

57 paccTaHOBKa pasgenurens B MNPegMEeTHbIW KaTanor, MOWCK | OAMH 2,0
MeCTa, NOCTaHOBKA, 3aKpensieHne CTEPXHS pasgenutens
OpraHusauus HyMepaLMOHHOro Katanora
HOPMaTUBHO-TEXHNYECKON JOKYMEHTauuu:

58 noabopka KapTOYdkM MO  BuMAaM [OOKYMEHTOB, YCIMOBHbIM | OfHaA KapToyka 4,3
uncppoBbiM 0603HaYEHNSIM, andaBUTy CoKpaLLeHHbIX Ha3BaHWN
CTpaH, naTUHCKOMY andaBuTy (MHOCTPaHHbIX CTaHOapToB), MO
HOoMepam JOKYMEHTOB

59 paccTaHoBKa npeABapuTenbHO nodobpaHHbIX KapTodek B | ogHa KapToudka 0,41
Katanor

60 pefakTupoBaHue katanora: nposepka NpaBuUMbHOCTU | OdHa KapToyka 2,6
bubnuorpaduyeckmx OMNMCaHUM, pacCTaHOBKW, WCNpaBneHue
owmnbok; BHECEeHWe [OOMONHEHUM W W3MEHeHMW B KaTanor
(oTmMeHa, 3amMeHa, U3MEHeHUs, NPOANeEHNe Cpoka OEeNCTBUSA C
yKa3aHWeM UCTOYHMKA)

61 HanucaHve n pacctaHoBKa pasgenurens OAVH 1,3

pasgenutens

Opranunsauusi 1 BegeHune 3NeKTPOHHOro Kartanora:

62 cBepka MOCTYNMBLUMX [OKYMEHTOB Ha AybneTHOCTb B | OAWH OOKYMEHT 1,6
3NEeKTPOHHOM KaTtanore

63 NPUMNUCbIBaHNE NPOAOIMKAIOWNXCA U3AaHUMA B  SMNEKTPOHHbIN | OOUH OOKYMEHT 1,6
Katanor
dopmupoBaHme bubnuorpacuryeckon 3annucu anst SNeKTPOHHOro | ogHa 3anucb
KaTanora; BBog B 6a3y AaHHbIX; 3anofIHEHNE COOTBETCTBYHOLLNX
nonewn:

64 NnpW HaNM4MM MakeTa Ne4yaTHOM KapTOUYKN 0,36

65 npu OTCYTCTBUM NEeYaTHOM KapTOYKU 0,42

66 COCTaBfeHMe aHaNnUTUYECKON 3anucu 3,5

67 cocTaBneHne o6aBoOYHbIX U CCbINOYHbIX ONMUCaHUI OJHO onucaHune 0,88

68 pefakTupoBaHue Bubnuorpadudeckon 3anvcu B 6ase AaHHbIX | OgHO onucaHne | 1,3
AC; BHeCeHWe N3MeHeHun

69 BBOA NepeyHs npeameTHbix pybpuk AJTY k cuctematuyeckomy | ogHa pybpuka 0,36
KaTanory n reHeparnbHOV CNpaBOYHOM KapToTeKe

70 BbIBOA Ha 9KpaH bubnuorpaduyeckmx sanucen ofHa 3anncb 0,83

71 pefakTupoBaHue pybpuK, HanonHeHve pasgenos OofHa 3anucb 7,5




N3baTre kapToyvek n3 katanoros
M3bsaTre KapTOYKM Ha UCKITKOYEHHble N3 bBubnmnoteyHoro ooHaa | ogHa KapToudka
OOKYMEHTb!:
72 andaBuUTHOro Katanora 0,42
73 cucTemMaTnyeckoro Kartanora 0,36
74 npegMeTHoOro katanora 0,36
75 HyMepaLMOoHHOro KkaTtanora 0,42
76 usbaTMe Oubnmorpadudeckon 3anucuM U3 SMNEKTPOHHOro | ogHa 3anucb 2,0
Katanora
TexHuveckas obpaboTka JOKyMeHTa
HaknevBaHve Ha OOKYMEHT NncTKa Cpoka BO3BpaTa, Kapmallka, | OOuH AOKYMEHT
Apnblka:
77 JINCTOK CpOKa Bo3BpaTa 0,42
78 Kapmawlek 0,42
79 APNbIK 0,26
HanucaHnue wudpa Ha JOKYMEHTE U apriblKe: OOVH OOKYMEHT
80 Ha JOKYMEHTE 0,26
81 Ha spJiblke 0,36
82 nepeHeceHve dopmaTHOro U cucTtemaTudeckoro wudpa c | oguH gokymeHT | 3,0
KapTOYKM Ha JOKYMEHT
83 OhOpMIIEHNE KapTOUKU ANA TUpaXUpoBaHUA: onpefereHue u | O4HO HasBaHue 1,0
yKasaHue Tupax
84 KOPPEKTUPOBKA KAPTOYKM MOCe TUPaXXUPOBaHUSA O[HO Ha3BaHue 0,42
85 pacnpefeneHne KaTanoXHbIX KapTodek Ha HOBble MOCTYNMNEeHUs | ogHa KapToudka 0,42
Nno CTPYKTYPHbIM NogpasgeneHusM nocne TMpaXXMpoBaHuUs
86 3anosfiHEHNE  KHWXKHOrO  cpopmynspa: ykasaHve  wudpa, | OAUH  KHWKHbIM | 0,88
WHBEHTaApHOro HOMepa [AOKYMeHTa, amMunMu U WHULManoB | chopmynsp
aBTOpa, ero HasBaHus, LeHbl, roga nsgaHus
87 3anornHeHue KapTO4Ku nHauKaTopa Ha OOKYMeHT, | oaunH nHaukaTop | 0,88
HanpasnsemMbld B KHUFOXpaHeHWe: YyKa3aHue WHBEHTApPHOro
HoMepa, aBTopa U 3arnasus, LWmdpa pacCcTaHOBKU
88 3anonHeHve nepegaTovyHOW BEAOMOCTUM Ha MapTUMIO HOBLIX | OAMH AOoKyMeHT | 0,15
NOCTYNJIEHUN
Pa6ota B AC
BblBOA Ha 9KpaH y4eTHbIX opM, pacnedaTka: ofHa dopma
89 NNCTOB MHANBMAYANbBHOrO y4eta JOKYMEHTOB 0,05
90 nepegaTtoyHON BEAOMOCTU HOBbIX NOCTYNNEHWUI 0,05
91 KapToOukM C Gubnuorpacmyeckon 3anucbio Onsi  Y4ETHOro 0,05
Katanora
92 KHWXHOro dhopmyrnsipa 0,05
93 KapTOYKM MHAMKaTopa 0,05

MpumeyaHue: K HOpMaM BPEMEHU MPUMEHSIIOTCS MOBbILLAOLWME KOIDDULNEHTI:

- Npu cocTaBneHun oGubnuorpacpmyeckoro OnMUMCaHWs Ha LOKYMEHT, Ha TUTYSIbBHOM JMCTE KOTOPOro
YaCTMYHO OTCYTCTBYIOT JaHHble Ansa dbubnuorpaduyeckon anucu - 1,13;

- npu 6mbnunoTteyHon obpaboTke: KMHOOTOOHOLOKYMEHTOB - 1,21; HOTHbIX, KapTorpaduyeckux,
nsomsganun - 1,15, cneumnanbHbiX BUOOB HAy4YHO-TEXHUYECKOW NUTepaTypbl U JoKyMmeHTauum - 1,10;

- Npu paboTe C JOKYMEHTAMU Ha MHOCTPaHHbIX si3blkax, NMPW OpraHu3auMnM U BEAEHUN KpaeBea4yecKoro
KaTanora (kapToTeku) n 6UBNMOTEYHOro KaTanora Ha MHOCTPaHHOM a3blke - 1,15.

4.4. PaboTa c hoHaOM
4.4.1. PaboTa no npuemy AOKYMEHTOB
Tabnuua 67

N n/n HanmeHoBaHwue npouecca, onepauun. Coctas paboTbl EovHnua Hopma
n3mepeHns BPEMEHM,
MUH.
1 2 3 4
1 [MprveM AOKYMEHTOB B CTPYKTYPHbIX NOApa3geneHusx:
2 npueM [OKYMEHTOB W3 OTAena KOMMNIEeKTOBaHWSA, CBepka C | ofHa naptus 90,0




conpoBoaunTesibHbIM Matepunanom

3 perncTpaums HOBbIX MOCTYNMNEHUA nepuoaudecknx usgaHui, | oguH gokymeHTt | 0,4
npocTaBrneHne OTMETKMN B PErMCTPALIMOHHON KapToTeke
4 NpOCTaBreHne LwWTemMnens CTPYKTYPHOro noapasgesieHnss Ha | OAWH OOKYMEHT 0,26
OOKYMeEHTe
Mopbop AOKYMEHTOB AN pacCTaHOBKM B (poHAe:
5 nogbopka [OOKYMEHTOB MO KnaccuduKaLMOHHbIM MHOEKCaM, | OOUH OOKYMEHT 0,52
aBTOPCKOMY 3HaKy
6 nogbopka 4OKYMEHTOB Mo popMaTy, MHBEHTAPHLIM HOMepaMm oavH gokymeHT | 0,36
7 noabopka NepmoanMyeckmx M3gaHui no andaBuTy HassBaHWAM, | OAMH AOKyMeHT | 0,5
rogam, Homepam
8 noabopka cneuByMaoB HOPMATMBHO-TEXHUYECKON AOKYMEHTauMmu | oavH JokymeHT | 0,36
no Knaccam, nogknaccam, rpynnam, nogrpynnam, MHBEHTapHbIM
Homepam
PaccTtaHoBka 6GubnmnorteyvHoro doHga:
9 paccTaHoBKa OOKYMEHTOB Ha crennaxax B | OOAWH JOKYMEHT 0,52
cucTtemaTnyecku-angasMTHOM Nopsake
10 paccTaHoBKa OOKYMEHTOB Ha cTennaxax B | OOAWH JOKYMEHT 1,3
dopMaTHO-MHBEHTapHOM Nopsake
11 paccTaHOBKa NepMoanYecKkuX MagaHnin No andaBuTy Ha3BaHWN, | OOVH AOKYMEHT 0,52
rogam, Homepam
PacctaHoBka HOPMAaTUBHO-TEXHMYECKOW OOKYMEHTaUMW MO | OOUH OOKYMEHT
Knaccam, nogkraccam, rpynnam, noarpynnam, WHBEHTapHbIM
Homepam
KonnyecTBo JOKYMEHTOB B NOAOOPKE:
12 1-5 0,52
13 6-10 5,2
14 11-15 0,88
PaccTaHoBKa AOKYMEHTOB Ha MUKPOHOCUTENSX B UHBEHTAPHOM U | OOUH OOKYMEHT
HyYMepauMOHHOM nopsaake:
15 npoBepKa NpPaBuIbHOCTM PAaCCTaHOBKM JOKYMEHTOB B OTAENbHbIX | oAuMH AokymeHT | 0,5
Maccusax (poHaa
16 nepegsmxeHne (nepeHeceHve) AOKYMEHTOB Ha cBobogHble | 0auH AokymeHT | 0,4
MecTa
17 odopMIieHME NOMOYHLIX pasaenuTenein; HanncaHue MNosIOMHbIX | OAWH 10,0
pasgenutenem pasgenutens
MpumeyaHue: K HOpMaM BpeEMEHN NPUMEHSIOTCA MOBbILLAoLWME KOIPDULNEHTBI:
- Npu nogbope 1 paccTaHOBKE KMHOPOTOPOHOAOKYMEHTOB - 1,2;
- Npu nogbope 1 paccTaHOBKE HOT, KapTorpaduyeckmx, ndonsgaHuim - 1,5;
- Npu paboTe ¢ AOKYMEHTaMu Ha MHOCTPaHHbIX A3blkax - 1,15.
4.4.2. PaboTta no coxpaHHOCTK ¢hoHaa
Ta6bnuua 68
N n/n HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EaovHnuya Hopma
n3mepeHuns BPEMEHM,
MWH
1 2 3 4
IMpoBepka 6MbnmoTevHoro dhoHaa:
1 HanMcaHne KOHTPOSbHOrO TaroHa Ha [OKYMEHT, ykasaHue Ha | OAMH TanoH 3,0
HEM WHBEHTapHOro Homepa, wudpa, amunuu, NHULMaNoB
aBTopa, 3arnasuvs, roga, MecTa usgaHus, UeHbl, Mecta XpaHeHusi
2 MapKMpoBKa KOHTPOIbHbLIX TanoHOB: YCTaHOBKa, rAe YYTEH | OOMH TanoH 8,0
OaHHbIN  JOKYMEHT (YYeTHbI KaTanor, WHBEHTapHas KHura),
npocTaBneHe ono3HaBaTeNbHOro 3Haka
[Mopbopka KOHTPOIbHbIX TarnoHOB: OfVH TanoH
3 Nno MHBEHTapHbIM HOMepam 0,1
4 no andgasuTy hamunuim aBTopoB UNu 3arnasum 0,1
5 no KnaccuukaumoHHOMY UHOEKCY 0,1
6 CBepKa KOHTPOMNbHbIX TAJIOHOB C MHBEHTAPHOMW KHWUrOW, OTMEeTKa | OAMH TanoH 2,0




NPOBEPKN Ha TalioOHE U B KHUre

7 CcBepKa KOHTPOSbHbIX TarnoHOB C yYeTHbIM UNu andgaBuTHbIM, | OAWH TanoH 3,0
Tonorpadpmyecknm kaTanoramu, OTMETKa Ha TarloHe 1 B KaTasore
8 npocMoTp (POpPMbl  MHAMBMAYANbLHOrO y4eTa, BbiABNEHWe | oauH gokymeHT | 3,0
JOKYMEHTOB, He npolleLme npoBepKku
9 COCTaBMEHME KapTOYKM Ha JOKYMEHT, He NpoLwlelWwunii NpoBEPKU | OAVH OOKYMEHT 3,0
10 NOUCK OOKYMEHTOB, He npollealwnx npoBepKy, Mo pasnuyHbIM | OAUH OOKYMEHT 20,0
YYETHbIM popMam, KapToTekaMm, XypHanam, KHUXKHbIM Nofkam
CocTtaBneHune cnvcka HegocTawLwmx B QoHAEe AOKYMEHTOB OfVH CMUCOK
Konu4ecTBo JOKYMEHTOB B CMUCKE:
11 1 0,78
12 2-10 8,3
13 11-25 19,3
OT60p JOKYMEHTOB ANS M3bsATUS 13 hoHaa
[MpoCcMOTPp AOKYMEHTOB Ha NpeaMeT n3bAaTua n3 doHaa: OOVH OOKYMEHT
14 HenpodUIbHbIX 3,1
15 AyoneTHbIX 1,6
16 yCTapeBLNX N0 CoaePXaHUIo 3,1
17 BETXMX 0,88
18 MaJsioncnosnb3yemblX, HEMCNOJIb3yeMbIX 2,6
[MoaroToBka AOKYMEHTOB K aKTUPOBaHUIO:
19 noabopka 4OKYMEHTOB B MapTWM MO NPUYNHAM U3bSATUS, CBEPKA C | OOWUH JOKYMEHT 0,36
KHWXHbIM hopMynsipoM
20 noabopka KHWKHbIX (OPMYNsSIpOB Ha [OOKYMEHTbl B nopsiake | oauH dopmynsip | 0,42
WHBEHTapHbIX HOMepPOoB, andasuTa, XypHanbl - No rogam u
Homepam
COCTaBfeEHME CcMnucKa K akTy BbIObITUSA (Nepegayun), MoACYET | OAWH aKT
obLweln cymmbl, opOpMIIEHNE aKTa; NoralleHne WUHBEHTapHOro
HOMepa M WwTemnens OuMbNMOTEeKM Ha AOKYMEHTE; NOALUMBKA
aKToB
KonnyecTBoO JOKYMEHTOB B CMUCKE:
21 1 0,78
22 2-10 7,8
23 11-25 19,3
lMogroToBKa AOKYMEHTOB B Nepensier:
24 oTbOp [OOKYMEHTOB [ANd nepenneta; npoBepKka COCTOSHWUS | OAWH OOKYMEHT 3,0
AOKYMEHTa; 3anornHeHue (cBepka) KHUXKHOro hopmynsipa
25 noabopka KOMMMEKTOB, CBA3ka B Madvkn; odopMmreHne | OAWMH JOKYMEHT 2,6
JOKYMEHTOB 4S8 nepefayu B nepensiet
26 noarotoBka  [OOKYMEHTOB K  BOCCTAHOBMEHUIO:  Noabop | OOvH OOKYMEHT 10,0
OOKYMEHTa, aHanorM4yHoro noBpexaeHHoMy, odopmeHme
3aKasa Ha KonvpoBaHue
27 npuem 3akasa nocre KonupoBaHus, NpoBepka KayecTsBa Konui; | oguH JokymeHT | 7,0
noAroToBka AOKYMEHTa K nepenneTy
28 npuem [OOKYMEHTOB M3 nepenrneTta; cBepka MOCTYNUBLUMX W3 | OAMH OOKyMeHT | 7,0
nepenneta AOKYMEHTOB C KHWXHbIM (hOPMYyrnsipoM, MpoBepka
KauecTBa nepenneTta; BOCCTAHOBIEHWE 3arnaBus; HanucaHue
Lwndgpa Ha saprblke, Kopelluke JOKYMeHTa
MoalmnBKa raseT 1 TOHKUX XXYPHanoB:
29 onpefeneHne dopmaTa, BMOXEHME KOMMMeKTa XypHanoB B | OA4Ha narka 3,0
nanky HyXHoro c¢opmarta, 3aBsi3blBaHuE; BblHECeHMe Luungpa,
Ha3BaHWsA, roga M3gaHusi, HOMEPOB >XYPHANOB Ha OOMOXKY U
KOpEeLLOK narnku
30 packnagka raseTbl Mo Ha3BaHWAM, MpoKasnbiBaHMe, BIIOXKEHWEe B | ogHa nanka 5,0
KapTOHHYKO 00noxky (manky), MpPOLIHYpPOBKa, odopMneHne
00noXku (Ha3BaHue, rog, Homep, Mecsil)
Menkun peMoHT ¢poHaa:
31 nogkrnerka AOKyMeHTa, KapMallKoB, SpSiblkoB, BOCCTAHOBIEHWE | 0gHa nanka 2,0-5,0




3arnaBsun U MHON PEMOHT

O6ecnbinmBaHue doHaa:

32 obecnbinuBaHe ¢oHaa ¢ NOoMoLLbIO Nbinecoca; obecneyeHwe | ogHa mepononka | 12,0
paboyero Mecta TEeXHWYECKMMU CpPeAcTBamu: MblfIECOCOM,
paboynMmMm  CTONMUKOM, CTPEMSIHKOW, BedpoM; MpoBeAdeHmne
obecnbiNMBaHUA, 3aHeceHne TEeXHUYECKUX cpeacTB B MecTa
XpaHeHus
33 py4Hoe obecnbinuBaHue doHaa; obecneyeHne paboyero mecta | ogHa meponornka | 9,4
TEXHUYECKUMWN CpeacTBaMu: CTPEMSHKON, paboynmm CTOMMKOM,
TENexKon, BedpoM, Tpsnkamu;  NpOTUpKa,  3aHeceHue
TEXHUYECKNX CPEACTB B MECTa XpaHEeHUs
MpumeyaHue: K HOpMaM BpEMEHU NPUMEHSIIOTCS NOBbILIAOLLME KOIDPULNEHTBI:
- NP py4HOM obecnbinMBaHMM oHAA HOTHBIX, KAapTorpaduYecknx, n3onsgaHum - 1,2;
- Npu obecnbinMBaHMM C NOMOLLBIO Nblnecoca - 1,3.
4.4.3. U3yuyeHune 6ubnuoteyHoro doHaa
Ta6bnuua 69
N n/n HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n3mepeHuns BPEMEHM,
MWH.
1 2 3 4
MoarotoButeneHaa pabota MO M3y4yeHUO OBUBIMOTEYHOro
doHaa:
1 cocTaBfneHne nnaHa paboTbl MO U3y4yeHWo OWMBMMOTEYHOro | OAWH NnaH 10,0
doHaa (4actu doHaa)
2 NOAroTOBKa WHCTPYMEHTapuUsi MO M3ydeHuto OubnuoteyHoro | ogHa tabnuvua 10,0
doHAa; cocTaBneHne Tabnuubl MO pas3nUYHbIM - acnekTam
N3y4yeHus
3 nogbopka 6ubnmorpadunyeckmx nocobur, NHGHOPMALUMOHHLIX | 0gHO nocobue 10,0
CMUCKOB A8 NpoBeAeHUs paboTbl N0 U3y4yeHnto OMbnmMoTeyHoro
doHaa
4 NpoBeAEHNE UHCTPYKTaxa Ans npoBeAeHus paboT No N3yyYyeHuto | OauH 10,0
BumbnuoTteyHoro poHaa WHCTPYKTaxX
Bubnnorpaduyeckoe n3yveHne 6mbnmoreyHoro poHaa
O3sHakomneHue ¢ cogepxaHnem bubnuorpaduyeckoro nocobus, | ogHo nocobue
WMHOPMALMOHHOIO Cnucka pAns  npoBedeHnss paboTbl Mo
n3yyeHnto bubnuoteyHoro oHaa
KonuyectBo Ha3BaHumn B nocobum:
5 1-25 15,7
6 26 - 50 34,0
7 51-100 68,0
CBepka kapTo4ku kaTanora ¢ bubnuorpaduyeckum onucaHMem | OfHa KapToyka
AOKYMEHTa, YKa3aHHOro B Mocobuu; OTMeTka O Hanuiuu
AOKYMeHTa B poHae:
8 angaBuTHbIN KaTanor 2,0
9 cucTtemaTndecknin katanor 50
10 COCTaBreHue 6ubnnorpadunyeckoro onucaHus Ha | ogHa kapToyka 2,6
OTCYTCTBYKOLLNE B BUBNNOTEKE JOKYMEHTbI
MpocMOTp  HamonHeHMs1  CUCTEMATUYECKOro katarora B | OOHa kapTouka
pas3nuyHbIX acrnektax (No oTpacnsiM 3HaHWs, Bugam, rogam u
APYrMM acrnektam); COMOCTaBMEHUE MOMyYeHHbIX [AHHbIX C
TEMaTUKO-TUMOSOrMYECKUM (nepcnekTnBHbLIM) nnaHom
KOMMIEKTOBAHUS; YTOYHEHME, BHECEHWE KOPPEKTMB B MnaH
KOMMJIEKTOBAHUS
Konu4ecTBo KapToyek B siLLKKE:
11 1-500 43,0
12 501 - 1000 85,0
13 1001 - 2000 173,0

Crartuctmnyeckoe nsyvyeHue bubnuoreyHoro oHaa:




14 3anorfHeHe cTaTUCTUYecKMx Tabnuy (no coctaBy, AMHAMUKE M | ogHa Tabnuua 10,0
CTeneHn ucnonb3oBaHns GubnnmotTeyHoro oHaa) Ha OCHOBAHUM
YYEeTHOW AOKYMEHTaUUn

15 pacyeT nokasaTenem kHuroobecnevyeHHocTn, obpallaemocTu, | oouH 4,0
YMTaeMOCTH nokasartesb

16 CMNSIOWHON NPOCMOTP AOKYMEHTOB Ha CTennaxax, noacyeT no | OAWH JOKYMEHT 0,84
KHWKHBbIM  bopmynsapaMm  wmnu  nucTtkam  cpoka Bo3BpaTta
KONM4ecTBa KHUroBblga4

17 MapKMpOBKa HEUCMNOSb3yeMOWN YacTu poHaa B 3aBUCUMOCTU OT | O4VH AOKYMEHT 0,26
NPWYMH, BbI3BaBLUNX HU3KYI0 06paLLlaeMocTb

18 3anofiHeHue Tabnuubl MHTEHCUBHOCTU ncnonb3oBaHUsa | ogHa Tabnuua 50,0
OnbnmnoTteyvHoro doHaa
CocTaBneHve 1 aHanua Tabnuy no mayvyeHutro GmMBIMoTEeYHOro
doHaa
CocTtaBneHune Tabnuupl:

19 no COCTaBy, Pa3BUTUIO M CNONb30BaHN0 6MGMoTedHoro poHaa | ogHa Tabnuua 63,0

20 no cTeneHn Mcnonb3oBaHMsa oHAa B pas3fnuyHbiX acnektax (B | ogHa tabnuvua 68,0
OTpacneBoM, No BMAaM 13gaHui U MHbIM acnektam)

21 no obbemy Heucnonb3yemMonm w MmarnocnpawmBaemMon 4actu | ogHa Tabnuvua 63,0
doHOAa U NPUYUHAM e€e HaKONeHUs
AHanuna Tabnuupl:

22 no CoCTaBy, Pa3BUTUIO U MCNONb30BaHMO bubnnotevHoro poHga | ogHa Tabnuvua 56,0

23 no cTeneHn Ucnonb30BaHMsa oHAa B pa3nuyHbiX acnekrax (B | ogHa tabnuvua 56,0
OTpacneBoM, No BUAaM n3gaHui U MHbIM acnektam)

24 Mo COCTaBy W BENMYMHE HENCMONb3YEMOM U ManocnpawmMBaeMon | ogHa tabnuvua 60,0
yacTu poHAa M NpUYMHAM €€ HaKoMMIeHus

25 COCTaBfeHne nrnaHa MeponpuATU peanu3auun NpPearioXeHun | OAuH nnaH 161,0
no pesynsTatam M3yyeHus ooHga

MpumeyaHue:
- BpEMS NPOBEAEHMSA UHCTPYKTaXa B HOPMY BPEMEHU HE BXOOMUT;
- Npu paboTe ¢ JOKYMEHTaMM Ha MHOCTPaHHbIX si3blkax K HOPMaM BPEMEHMW NPUMEHSETCSI NOBbILLALLMNA

KoadppuumeHT - 1,15.

4.5. O6cnyxnBaHue yuTaTenemn

4.5.1. PaboTa c umtatenem

Taobnuua 70

N n/n

HanmeHoBaHwue npouecca, onepauun. CoctaB paboTsl

EavHnuya
namepeHns

Hopma
BPEMEHMU,
MUH.

2

3

4

3anuck yntaTtensi B GubnmoTeky:

NPOCMOTP [AOOKYMEHTOB 4YUTaTend (nacrlopT, yOoocToBepeHue,
ﬂOpy‘-IVITeJ'IbCTBO); npoBepKa Hann4mna y‘-IeTHO-peFI/ICTpaLI,MOHHOVI
KapToO4kn 4utatend; Bblgad4a aHKeTbl And  3anofiHeHusA
nonb3oBaTtenemMm cC ﬂO,EI,pO6HbIM NoACHEeHMeM nMno 3anoJyiHeHUto
noneu

OOWH YnTaTersnb

2,0

3anonHeHne GopMynsipa uYuTaTens, y4eTHO-PerncTpaunoHHOM
KapTOYKM, YnTaTenbckoro buneta

OOWH YnTaTtesnb

2,0

O3HaKoOMIeHMe yuTatens cC
bumbnuoTtekon, pacnonoxeHnem doHaa, CMpaBOYHbIM
annapaTtoM,  9MeKTPOHHbIMM  pecypcamu  (ayguOKHUramu,
yaanéHHbeiMy 6a3amu gaHHbIX, guckamu, dunbmorpaduen)

npasunamu noJib30BaHUA

OOWH YnTaTtesnb

50

nogbopka u paccTaHoBka no andaeuty damunuin yntarenemn
YY4ETHO-PErMCTPaLMOHHbIE KAPTOYKM

ofHa KapTouka

0,26

[Mepeperncrpaums YuTaTenemn:

nouck dopmynspa (permcTpauuoHHOW KapTO4kKU) uuTaTtens,
BHECEHME U3MEHEHUIN B HUX U YnTaTENbCKUI bunet

OOVH YnTaTersb

12,0

3anuck (nepeperncrpaumsi) yutaTenen B aBTOMaTu3MpoBaHHOM




pexume:

6 Habop Ha knaBuatype cBedeHW O uyuTaTene: hamunusg, Ums, | OOMH YUTaTernb 6,0
OTYEeCTBO, XapakTepusylline ero npusHakum (obpasoBaHue,

CcneumanbHOCTb U UHbIE MPU3HaKK), Koa

7 KOHTPOMNb 3@ BO3MOXHbIM HanNUYMeM [daHHbIX O uuTaTtene, | O4MH YnTaTenb 1,0
3anucaBliemca B 6ubnunoTteky (paHee 3anucaH, nvleH npasa
Nnonb30BaHNs)

8 odopMreHne koda uuTaTens C KOHTPOJSIbHbIM pPa3psaoM MW | OAMH YMTaTenb 0,52
CPOKOM MOMb30BaHUs YMTaTeNbCKMM OuUNeTtom Ha OcHoBe
BblJaHHON MHdOpMaLUK

9 BbIBOA Ha NPUHTEP CBEAEHMWI O 3anMcaBLLEMCS YuTaTene B BUAe | OAVH yMTaTenb 1,3
OnaHka, Bbipe3aHve OnaHKka ¥ BKNeWka ero B 4YuTaTenbCKui
ouner
PaboTta ancnet4yepckon cnyxobi:

10 npvemM 4uTaTtenbckoro TpeboBaHusl; MpoBepka MNPaBUIIBHOCTU | O4HO 2,0
3anonHeHnss TpeboBaHusA, YTOYHEHWEe MecTa XpaHeHusa | TpeboBaHue
OOKYMEHTOB; OTMETKa B AMCNETYEPCKOM
ceTke, nepegaya TpeboBaHMsa B KHUTOXpaHeHne
BeinonHeHue tpeboBaHuin notpebutenen, Bolgava AOKYMEHTOB
13 OCHOBHOIO KHUrOXpaHeHus:

11 nonyyeHve TpeboBaHns, permctpaums, nogbopka ux no wmndpam | 0gHO 3,0

TpeboBaHue

12 MOMCK [OKyMeHTa, oOTMeTka Ha TpeboBaHWMKM, KHWKHOM | OQHO 50
dopmynspe, AUCneT4epcKon ceTke TpebosaHue

13 YCTaHOBIEHNE MEeCTa HaXOXAEeHNA HEHaNOEeHHOro JOKYMEHTa No | O4HO 7,0
CMpaBOYHbIM KApPTOTEKaM, KaTtanoram TpeboBaHne

14 BblJavya OOKYMeHTa u3 oTgena KHUroxpaHeHust notpeburtento; | ogmH aokymeHT | 2,0
OTMETKa Ha KHWKHOM cpopmynsipe, TpeboBaHus

15 NPUHATME [OKYMEHTA OT nOoTpebuTensd; nouck KHWXKHOro | oguH AokymeHT | 3,0
dopmynsipa, TpeboBaHus; noraieHme OTMETKM O Bblgaym
Bblgaya kOMNNEKTOB OOKYMEHTOB BO BPEMEHHOE MONb30BaHUe
nogpasgeneHnsam 6ubnmoTeku:

16 odhopMIeHNe 3asBKN Ha KOMMNIEKT LOKYMEHTOB, NepeaBaemblli | 0Ha 3asiBka 50
B CTPYKTYPHOE nogpasgeneHue

17 noadbop [OOKYMEHTOB B KOMMIEKTb; HanucaHuWe BTOPOro | OAWH JOKYMEHT 40,0
3K3eMnnspa KHUXHOro popmynspa (MHavkaTopa)

Bbigaya KOMNMEKTOB [OOKYMEHTOB, OTMETKA Ha KHWKHOM | OOUH AOKYMEHT
dopmynspe (nHankaTope) aarbl Bblaauu, OaHHbIX

nogpasgeneHus, Nony4yarLlero KOMNIeKT

KonuyecTtBo JOKYMEHTOB B KOMMJIEKTE:

18 25 6,8

19 50 13,5

20 200 108,0
lMonyyeHne  KOMMMEKTOB  OOKYMEHTOB  OT  CTPYKTYPHbIX | OOWH KOMMMEKT
nogpasgeneHun; MoUCK KHWXKHOro chopmynspa (nHavkatopa),
noralleHne OTMETKM O Bblgaye, BIOXXEHME ero B AOKYMEHT
KonuyecTtBo JOKYMEHTOB B KOMIMJIEKTE;

21 25 6,8

22 50 13,5

23 200 108
O6cnyxmBaHne YnuTaTenen B YaTarbHOM 3ane;

24 npoBefeHne KOHCcynbTauun, 6eceq ¢ YitaTensamMm y Katanoros, | ogHa 10,0
KapTOTEK, KHWKHbIX MONOK; WH(POPMUPOBAHUE YMTaTENEN O | KOHCYrNbTauust

HOBbIX MOCTYMMeHusX, O paboTe SNEeKTPOHHOro Kartanora,
CTaHuMM camoobcnyxmBaHus, o paboTe C 9MNeKTPOHHbIMU
pecypcamu yaaneHHbIX 6a3 AaHHbIX, O BO3MOXHOCTSX paboThbl B
NIM4YHOM KabuHeTe Ha canTe OWONUOTEKM, O MNONb30BaHUMU
JEeTCKOW KOMHaToMn

Moobop AOKYMEHTOB B MOACOGHOM hoHAE YWUTanbHOro 3ana,

OAuH OOKYMEHT




nepegava Ha kadegpy Bblgaum:

25 no TpeboBaHUIO YnTaTens 3,0

26 no YCTHOMY 3anpocy 3,0

27 no onpegeneHHon Teme 3,5
Mopbop pokymeHTOB Mo yyebHOW nporpamMme Ha OCHOBaHMMU | OOWH KOMMMEKT
MakeTa KOMMMeKTa [OKYMEHTOB, BblaBaeMblX CTyAeHTaM,
noabop yd4ebHkoB NoO akynbTeTaMm, Kypcam, rpynmnam; cBepka
KHWXHBIX (OPMYNSPOB C Ha3BaHWEM KHUM, WHBEHTapHbIMU
HoMepamu
KonuyecTBo JOKYMEHTOB B KOMMJIEKTE:

28 10 4,0

29 20 8,0

30 40 16,0

31 Bbldaya [OKYMEHTa: cBepka BblJaBaemMoro [JOKyMeHTa C | oguH JokymeHT | 2,0
ynTaTenbCkUM TpeboBaHMEM; NpOBEpKa HanuuuMs CTpaHuL;

BHECEHME 3anucu Ha YnTaTenbckoMm TpeboBaHUM (KOHTPOSIbHOM
NNCTKE), BIIOXEHWE B 4uTaTenbCkui OUNeT; paccTaHoBKa,
OTMETKa KHUroBblgaum

Bblgaya [OOKYMEHTOB: cCBepka BbldaBaeMbll [OOKYMEHT C
yntatenbCckum TpeboBaHMEM; NpOBEpKa HanuuMe CTpaHuL;
CKaHMpoBaTb YMTaTenbCKMM BUNeT; cKaHMpoBaTb Bbl4aBaeMble
KHUIU; oTMeTKa KHUroBblgavy; oTMeTKa CTaTUCTUKY
noceLaemMocTu:

32 NPUHATME AOKYMEHTa: CBepKa ero ¢ TpeboBaHneM (KOHTPOSbHbLIM | OAWMH JOKYMEHT 2,0
NNCTKOM), MpOBEpPKA COXPAHHOCTW  OOKYMEHTa, Hanuyus
CTpaHuL, BHECEHNE OTMETKU O Npueme

33 nonyyeHve [OOKYMEHTa, 3aka3aHHOro u4utatenem B oTgene | oguH gokymeHT | 0,5
KHUroxpaHeHus

34 nepegadya [OOKYMeHTa, CAaHHOro uyutatenem, B oTgen | oguH gokymeHT | 1,0
KHUroxpaHeHus
OT160p 1 Nepegayvya JOKYMEHTOB Ha KOMMPOBaHUE:

35 oTOOp [OKYMEHTOB (OTAENbHbLIX CTaTen) Ana nepefadn Ha | oauH JoKymeHT | 5,0
MUKPOMNbMUPOBaHNE 1 KONMPOBaHUE

36 noaroToBka JOKYMEHTOB K KOMMpOBaHWO, oopMreHue 3akasa, | oguH gokymeHT | 3,0
perncTpaums B y4eTHbIX oopmMax

37 nonyyeHve Mukpodunbma u Konuu, MpoBepka NpaBUNbHOCTU | OOMH 3akas3 50
BbINONIHEHUA 3aKasa
O6cnyxvBaHWe ymMTatenen Ha aboHeEMEHTE:

38 noabop JOKYMEHTOB AN peKOMEHAALMN YuTaTensam OOVH ookyMeHT | 5,0

Bblgaya OOKYMeEHTOB uuTaTernto, nouck dopmynspa yutatens, | oguH JOKYMEHT
yKkasaHue cpoka BO3BpaTa, MpoBepka Hanuuusa CTpaHuL;
obcnyxmBaHue
BbigaTe OOKYMEHTOB: CBepka BblAaBaeMoro [AOKYMeHTa ¢
ynTaTenbCckum TpeboBaHMEM; NpoBepKa Hanuuus CTpaHuL;
CKaHWpoBaHue YnTaTENbCKOrO buneTa; CKaHMpoBaHue
BblJABaeMOW KHWMKW; pacnedatka KOHTPOSMbHOro fncTka C
yKasaHMeM cpoka BO3BpaTa U CrnUcKa BblAaHHbIX KHUM;, OTMEeTKa
KHUroBblga4yum; OTMeTKa CTaTUCTMKU NoceLlaeMocTu:

39 B3pPOCIIbIX 2,7

40 jeten 3,2

41 npoBegeHne beceabl ¢ YTaTenem, MHPOPMUPOBAHUE O HOBLIX | OAMH YMTaTENb 50
NOCTYNIEHUAX
[MonyyeHne p[oKyMeHTa OT uuTaTens; BHECEeHUWe OTMETKM O | OOUH JOKYMEHT
npueme, npoBepka Hanuuus CTpaHuL, BIIOXEHUE KHWKHOro
dopmynspa; obcnyxumsaHue:

42 B3POCIbIX 1,8

43 nerten 5,0

44 npoaneHune cpoka Nonb3oBaHUsa AOKYMEHTOM; nouck dopmynsapa | oguH opmynsp | 3,0

yuTartena, BHeCeHMe OTMETKU O NpoaneHnn cpoka nosfib3oBaHNA




I'IpumeanMe: K HOpMam BpeMEHU NPUMEHATCA NMoBblLLaoLWne KOS(*)Q)VILWIGHTI:IZ

- Npu 06CcNyXMBaHMK YnTaTenen KWHOPOTOOHOAOKYMEHTaMu - 1,2;
- Mpu oBCNyXnBaHUW YnTaTeNen HOTHLIMU, KapTorpadu4eckumu, nsonsgaHmavm - 1,15;
npu oOCMNyXMBaHWM uYuTaTenen cneuvanbHbIMM BUMAAMM Hay4YHO-TEXHUYECKON

JokymeHTauum - 1,1;
- Npu paboTe ¢ JOKYMEHTaMM Ha MHOCTPaHHbIX si3blkax - 1,15.

4.5.2. BHyTpeHHAA paboTa

nuTepaTypbl U

Ta6bnuua 71
N n/n HaunmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
lMoaroToBka K Bblgave:
1 pacctaHoBka QOPMYyrnsipoB uuTatenen (Mo cpokam, HomepaMm, | oamH dopmynsap | 1,0
andasuty)
2 paccTaHOBKa CAaHHbIX JOKYMEHTOB B DOHAE OTKPbITOro OCTyna | oguH gokymeHT | 2,0
3 paccTaHOBKa CAaHHbIX [AOKYMEHTOB B (OOHOE OCHOBHOrO | oguH gokymeHT | 3,0
XpaHeHus
4 noasegeHve UToros paboTbl 3a npoweawnin OeHb, BHECEHWE | eXeQHEBHO 15,0
3anncu B JHEBHUK
5 noadop AOKYMEHTOB Mo npeABapuTenbHbIM 3akasdam ymTatenen | OAuMH JOKYMEHT 3,0
W NnaHam 4YTeHus
6 NPOCMOTP HOBbIX NOCTYNMIEHUN A8 peKOMeHAaunn YutaTensam OOVH OokyMeHT | 2,0
7 NPOCMOTP W MOMOSIHEHUE KHWXHBLIX BbICTABOK, SALMKOB | oAuH JokymMeHT | 3,0
cB060gHOro BbIGopa KHU, TEMATUYECKMX NMOSOK U CTENNAXEN
8 noaroToBka paboyero mecra €)XeJHEBHO 10,0
Pabota c popmynspom yutartens:
9 aHanua dQopMynapbl uuTaTenen, BbISBMEHWE JuTaTenbckue | oauH dopmynsp | 4,3
UHTEepechl
10 COCTaBflIEHNEe  KapTO4ykM ASI9  KapTOTeKu  yuTaTesIbCKUX | OOHa KapToudka 0,86
WHTEpPEeCOB; COCTaBMeHne Cnucka YMTaTenbCKUX MHTepecos - 1
3anucb
11 3anucb B dopmynapax (MHbIX AOKYMeHTax) O pesynbTaTax | ogHa 3anucb 3,6
aHanusa YTeHus 3a onpeferneHHbli nepuog
12 3anMcb B [HEBHUKe OuMbOnuotekaps O AWHAMUKE YTEHMSI W | ogHa 3amnucb 9,2
WHTepecax ynTartens (rpynnbl Yutarenen)
PaboTta ¢ uMtatensmu, He BO3BPATMBLUMMWN JOKYMEHTbI B CPOK:
13 npocMoTp u oTbop hbopMynsapoB untatenemn, He Bo3BpaTUBLUUX | oguH dhopmynsp | 1,0
OOKYMEHTbI B CPOK
14 HanMcaHne OTKPbITOK-HaNOMUHAHWA O BO3BpaTe [OOKYMEHTOB; | oAuH dopmynsp | 6,0
OTMETKa AaTbl HANOMUHAHNA Ha opmynsipe
15 onoseLleHne (No TenedoHy, AMEKTPOHHOW NoYTe) untaTtens, He | oguH dopmynsp | 5,0
BO3BpPaTUBLLETO AOKYMEHThI B CPOK; OTMETKA AaTbl HANOMUHAHUS
B hbopmynspe
KoHTponb 3a cpokamu BO3BpaTa [OKYMEHTOB B
aBTOMaTU3MPOBAHHOM pEXUME:
16 BbIBOO Ha MpuUHTEp MO YCMNoBMAM CNMCKa 4uTaTenem u | ogHa 3anucbh 0,16
abOHEHTOB-3a40/MKHUKOB
17 cocTaBfneHune crnmcka 3agomkHUKOB o[Ha 3annucb 0,16
18 pacneyatka Ha MpUHTEpPe HanoMuHaHus aboHeHTaM W | ogHa 3anucb 2,2
ynTaTtensMm O Cpoke Bo3BpaTa (agpec, HasBaHUsA B3ATbIX
OOKYMEHTOB)
19 n3bATME N3 6a3bl JaHHbIX CBEAEHWI O 3aHATOCTU BO3BPALLEHHbLIX | OHA 3anucb 0,4
OOKYMEHTOB
OdhopmneHune noncka 3afomKHNKOB Yepes cya:
20 CHATME Konuu C dopmynsdpa uuTaTens; yToOdHeHue aBTopa, | OAWH AOKYMeHT | 2,7
Ha3BaHWS, WHBEHTApHOrO HOMepa, UeHY [JOKyMeHTa, He
BO3BPALLEHHOrO B CPOK; MNEepeyUcrieHMe rocnownuHbl  3a




0dopMIIEHUE UCNOMHUTENbHbBIX HAANUCEN; Nepefada gena B cya

21 nonydyeHne un odgopmneHne [OKYMEHTOB W3 HOTapuanbHOW | OOUH OOKYMEHT 2,7
KOHTOpPbI (NpOCTaBrneHMe HOMep pacyeTHOro cyeTa, Homep
WCNONMHUTENBHON HagN1cK)

22 COCTaBJIEHMEe aKTa Ha onnaTy Yyepes cyq YTEPSHHbIX JOKYMEHTOB | OAWH JOKYMEHT 2,7
(MpunoXeHue K akTy - bopmynsap yutarens)
[MpreM JOKYMEHTOB B3aMeEH YTEPSHHbIX:

23 NOUCK YMTaTENbCKOro opMyrnsipa; BHECEHNE COOTBETCTBYIOWEN | OOVH AOKYMEHT 10,0
3anucu B popMynap, TeTpadb yveTa KHUM, NPUHATbIX B3aMeH
YTEPSHHbIX

24 NPOCMOTP JOKYMEHTa, NpeanaraeMoro B3ameH yTepsiHHOro OAVH OOKYMEHT 2,0
PaboTta c oTkazamu:

25 yyeT n Knaccuduvkaumsi OTKa3oB: OTMETKa Ha NUCTKE | O4HO 1,6
YnTaTENBCKOro TPeboBaHMA NPUYMHY OTKa3a TpeboBaHne

26 paccTaHOBKa  4uTaTenbCkux  TpeboBaHMI B KapTOTEKY | OQHO 0,32
"HeyOoBneTBOPEHHbIN cnpoc” TpeboBaHue

27 aHanua oTKa3oB, COCTaBfleHWe CBOAKM OTKA30B B OTPacneBOM | OAMH OTKas 1,0
paspe3e (MO MpuMYMHaM OTKasa M MepaMm WX NMKBMZauuM u
npegynpexagexHus)

28 cocTtaBneHme Gubnuorpacmyeckoro onnMCcaHna Ha [OKYMEHTbl, | O4HO 2,0
nmetomne HanbonbLlee YNCO OTKA30B, U Nepefada KapTodkm B | Gubnuorpadguye
OTAEeN KOMNIIEKTOBAHUSA CKOe onvcaHue

4.5.3. BHecTaunoHapHoe obcnyxxuBaHue
Ta6bnuua 72
N n/n HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
namepeHns BPEMEHM,
MUH.

1 2 3 4
OpraHusauus BMBNMOTEYHBIX MYHKTOB, nepeaBuXHbIX
onbnuoTtexk:

1 3aKnyeHMe gorosopa Mexay ubnuoTekonm v opraHusauuen, | oavH SOroBop 270,0
roe 6ygeT ocywecTBNATLCS BHECTAUMOHAapHoe obcnyxmBaHue

2 odopMneHune dopmynsipa 6ubINOTEYHOIO MyHKTa oavH dopmynsap | 13,5

3 odopmMIieHne nanky ¢ JoOKyMeHTamu (40oroBop, A0OBEPEHHOCTb Ha | OAHa narnka 13,5
nony4YyeHne KHur, opmynsapos 6nbnmoTe4HoOro NyHKTa, 0TYETOB)

4 COCTaBfIEHNE CXEMbl pasMeLleHust BUBNMOTEYHbIX MYHKTOB Ha | OJHA CXxeMa 126,0
TeppuTopun ropoga, panoHa

5 cocTaBneHue rpaguka obmeHa OOKYMEHTOB, HaxoAsiMxcs B | oauH rpadouk 18,0
OMBNMOTEYHbIX NYHKTaX, NepeaBWKHbIX BubnvoTekax

6 cocTaBneHue nnaHa MeToMN4YeCcKon NMOMOLLM | OOMH NnaH 46,0
OnbnnoTtekapsiM-o0LLEeCTBEHHNKAM

7 odopMmneHne obbsABNEHMS O OHAX W 4Yacax paboTbl | OAHO 12,0
©O1bNMOTEYHOro NyHKTa, NepeaBmkHON OndnnoTeku o6bsaABNeHne
Mopbop KOMNMEKTOB AOKYMEHTOB AN GuBNMOTEYHOro MyHKTa,
nepeaBwKHOM BMBIMOTEKN
Mopbopka KoMNNekTa JOKYMEHTOB OLVIH KOMMNJIEKT
KonnyecTBO AOKYMEHTOB B KOMMMEKTE:

8 10 15,0

9 30 45,0

10 100 148,5

11 Bbldaya JOKyMeHTa B OMONMOTEYHbINA MYHKT, OTMETKA B KHWKHOM | OOWUH JOKYMEHT 2,0
dopmynspe gaTbl Bblgayu, HOMepa nyHKTa

12 3annucb B copmynsp OMBNMOTEYHOro nyHKTa AdaTtbl Bblgadu | O4Ha 3anucb 1,0
OOKYMEHTOB, KONMMYecTBa BblAaHHbIX W BO3BPAaLUEHHbIX B
CcTauuoHap OJOKYMEHTOB

13 paccTaHOBKa  KHWXHbIX  (OPMYNSipOB B KapTOTeKy 3a | oAMH  KHWXHbIA | 0,4
pasgenutenem curibl 6MBNMOTEYHOro NyHKTa, NepeaBUXHOM | chopmynsp

BMbnnoTekn, BHyTpM No andasuTy paMmiimin asTopos




14

npuem [OKYMEHTOB M3 OGUOMMOTEYHOro MNyHKTa, nepenBuikHOMN
OubnunoTtekun: npocTaBneHMe OTMETKM O npueme, BIIOXEeHue
dopmynsipa B JOKYMEHT

OAOWH OOKYMEHT

1,6

4.6. O6cnyxuBaHue no mexounonmoreyHomy aboHemeHnty (MBA)

Tabnwuua 73

N n/n

HanmeHoBaHune npouecca, onepauun. CocrtaB paGOTbI

EovHnua
n3mepeHuns

Hopma
BpEMEHWU,
MWH.

2

3

4

O6cnyxumBaHne yntarenen 6ubnunotekm no MBA:

=

permctpaumsa ymtarens, nonob3yrouwerocs MBA

OOWH YnTaTesb

1,35

3anofiHeHne GnaHka-3akasa, npocTaBlieHne perncrtpaymoHHoOro
HOMeEpa, AaTtbl

OOWH 3aKa3

2,2

YTO4YHEHMNE YKa3aHHbIX 4YuUTaTesliem CBEAEHUN O 3akKa3aHHOM
OOKyMeHTe, uenn 3anpoca, WCTOYHUKE, OTKyaa nosyYeHbl
cBeaeHnA

OJWH 3aKa3

1,6

Bubnuorpaduryeckas aopaboTka
onbnuorpadmnyeckmx cBe4eHUN:

3aKas3a, YTO4YHEHNE

Nno cnpaBOYHbIM U3gaHNAM

27,0

npu nomMoLn aBToMaTu3nMpoBaHHbIX CpeacTB

0,22

npoBepka Hanuyve 3anpalinBaeMoro JOKyMeHTa B bubnunoTtekax
ropoga, obrnacTtu, permoHa, B TOM YMcre no CBOAHbIM KaTasoram

OOWH OOKYMEHT

10,2

HanpaBneHne 6naHka-zakasa C MPOCTaBfEHHON OTMETKOM
(wtemnenem) "B ropoge HeT" B OTpacneBow, yHVUBEpCarnbHbIN
ueHTp unm B 6ubnunoteky (opraH uHdopmaumm) No AaHHbIM
CBOAHbIX KaTanoros

O[VH 3aKas

0,27

3annucbL  cBefeHun o HarnpaeneHun 3akasza no  MBA
(HanmeHoBaHue 6ubnuoTekn, gata) Ha OBOPOTHOW CTOPOHE
OnaHka 3akasa

OAHa 3anuncb

1,4

nometleHve 6naHka-3akasa B "KapToTeky 3anpocoB yuTaTenem
no MBA" 3a pasgenutenem "3anpocbkl no MBA, HanpasneHHble B
apyrve 6nbnmortekmn”

oaHO
TpeboBaHue

0,32

10

npuem [OOKyMeHTOB, npucnaHHblx no MBA; pacnevatka
OaHgeponu, npoBepka COCTOSIHUS OOKYMEHTOB, OTMeTka Aathbl
Nnony4YyeHnss U HasBaHWsi BMONMOTEKN, BbICNaBLUEA OOKYMEHTHI,
WHBEHTApHOroO HOMepa, Cpoka MONnb30BaHWs; pPas3MecTUTb
OnaHk-3aka3 wu3 pasgena kaptotekum "3anpocbl no MBA,
HanpaereHHble B Apyrue 6ubnuotekn" B pasgen "lonyyeHHbie
no MBA vn3ganua"

OOVH JJOKYMEHT

3,8

11

onoeelleHne YynutTartena o noslydeHnn 3anpoLleHHOro AoKyMeHTa
1 CPOKe NnoJib3oBaHNA UM

ofHO
n3selleHne

1,35

12

Bbldaya uutateno nonyyeHHblx no MBA pgokymeHTOB B
ynTanbHOM 3ane (B cnyxebHoM nomelleHun 6ubnnoTekn);
CBepka BblJaBaemMoro JokyMeHTa ¢ 6riaHKoM-3aka3om, npoBepka
HanW4uns cTpaHuL, U COCTOsIHWE AOKYMEHTa, OTMETKa Bblgauu

OOWH JOKYMEHT

1,0

13

npMemM [JOKYMeHTa OT u4uTatens B 4uTanbHOM 3arne; CBepka
OOKYMEHTa C 4acTblo GraHka-zakasa, npoBepka COXPaHHOCTU
OOKYMEHTa, OTMeTka O npueme, MOMELLEHNE [OKYMEHTa B
chneumanbHO BblgeneHHOe MeCTO (3aKpbIThbIN LKadg)

OOVH IOKYMEHT

0,5

14

n3BrevyeHne GnaHka-3akasa U3 KapToTeku, 3anncb ceegeHun oo
OTNpaBke W3gaHWs (daTa, HOMEpP MOYTOBOrO OTMNPaBMeHus);
nepectaHoBka nucTka u3 pasgena "lMonyyeHHble no MBA
nsganuns" B pasgen "BosspalueHHas nutepartypa”

oaVH FINCTOK
TpeboBaHus

1,0

15

noarotoBka K OTMNpaBKe [OOKYMEHTOB B GubnuvoTteky-
doHaoaepxatenb 3aKkasHom GaHaepornbto; ynakoBKa
OaHpeponu, B3BeLWUMBaHME €e, HaknenBaHne Mapku (ecrnu Het
LeHTpanu3oBaHHOW omnnaTbl MEepechbinik1), HanMcaHue agpeca,
COCTaBliEHME OMUCK

OoOWH OOKYMEHT

3,6




16

pabota Cc oOTkazamu; npu nonydyeHun o1 OBuBNMoTEeKn-
doHoooepxatena wusBelleHns o6 oTkase WM 3agepxKke
BbINOMHEHNS 3anpoca: MW3BnevYeHMe U3 KapToTekum OnaHka-
3aKkasa, ykasaHuMe Mpu4YMHbl U JdaTbl OTKa3a Ha o6OpOTHOM
CTOpOHe, MnepecTaHoBka W3 pasgena "3anpocbl no MBA,
HanpaeBreHHble B Apyrne 6ubnuotekn" B pasgen "OTkasbl No
MBA"

OOWH OTKa3

1,03

17

coobLieHne B oTaen obcnyxunBaHus 0 Nofy4yeHMn otkasa (aara,
npu4mHa)

OOWH OTKa3

1,35

O6cnyxmBaHne aboHeHToB Mo MBA

Mprem 3akasos:

18

npn OTCYyTCTBUMN HOMEpa aboHeHTa Ha bnaHke-3akase npoBepkKa
MO KapTOTEKE abOHEHTOB, aGOHMpyeTCﬂ J1IM JaHHaA opraHun3auuna

OOWH OTKa3

1,0

19

opraHusauus  aboHMpyeTcs: npocTaBneHMe Homepa Ha
ObnaHke-3akase, cCBepka agpeca, HasBaHUA oOpraHusauuw,
amunum oteseTctBeHHOro no MBA, BHeceHue u3MeHeHul B
KapTOYKM

OOWH OTKa3

3,6

20

nepsuMyHoe obpalleHne aboHeHTa B TekylWem  rogy:
npocTaBleHNe B KAPToYKe rog obpalleHus, gaTy

OOWH OTKa3

3,6

21

odopmneHne aboHeHTa (opraHusaums paHee He
aboHupoBanacb): npucBoeHne aboHeHTYy HOMepa, 3anofiHeHWe
KapToukn peructpaumm aboHeHTa MBA 1 pasgenutens
(dbopmynsp), ykasaHuMe MOSIHOrO HauMMeHOBaHWst Gubnunoteku,
noYToBOrO agpeca, TenedoHa, damunimu, UMeHW, OoT4vecTBa
OTBETCTBEHHOIO NMLA, AATbl OTKPbITUSE U HOMEpPa aboHeEHTa

OOVH abOHEHT

50

22

PacCTaHOBKa PErMCTpaunOHHbIX KapTO4YEK B KAPTOTEKY

OHa KapTo4Ka

0,32

23

OQ)OpMJ'IeHI/Ie n3BeleHna aOns  aboHeHTa (CTaHﬂ,apTHOG
n3BeLleHne ob OTKPbITUN a60HemeHTa); 3anpoc HegocTarLwmx
cBegeHun ans KapTOTEKN TUMOBbIM NMMCbMOM

0QHO
n3BelleHne

1,6

24

nposepka NpaBUIIbHOCTWM  3anofiHeHUs 6naHka-3akasa,
3agormkeHHoCcTn aboHeHTa, NpocTaBneHne Ha obopoTe 1-11 yacTu
OnaHka-3akasa (CTp. 2) CBOEro wtemnens U aatbl Nony4yeHus
3akasa B pybpuke "CnyxebHble OTMeTkM GubnmoTekapsa" npu
BbINOMHEHUN W NepeHanpasBneHuuM 3akKkasa B CTPOKe "pawioH,
ropog"

oaviH
OnaHk-3akas

3,8

25

nepegada Ha y4vacTtok paboTbl C OTKasaMu HernpaBWUIbHO
0OOPMIIEHHBIX 3aKa30B U 3aKa30B abOHEHTOB- 3a40JKHUKOB

oAVH GnaHkK

0,43

26

wndpoBka 3aka3oB aboHeHToB; nogbopka 6naHkoB- 3aKka3oB Mo
andasuTy, NPOBEpKa HaNU4mns JOKyMeHTa Mo katanory

oAVH GnaHkK

2,7

27

MOAroToBKa [OKyMEHTa K Bbidade: CBepka [JOKyMeHTa C
6naHKkoM-3aka3om, MpoBepka HanmMuusa CTPaHWL, U COCTOSHUS
AOKyMeHTa, npocTaBneHme Ha 0OnaHke-zakase wwwudpa
AOKYMEHTa, YyKasaHue WHBEHTapHOro HoMmepa, Konuyectsa
AOKYMEHTOB, AaTbl  Bbldayu; NpPOCTaBrfieHVWe  LTemnens
OMbnuoTekn C HasBaHMEM M MOYTOBbLIM aApecoM, yKa3aHue
Cpoka Bo3BpaTa, NnpocTasneHne Homepa 6aHaeponv BHU3y

OOVH JOKYMEHT

14

28

MoCTaHOBKa 3aka3a Ha oyepefb (B Criyyae 3aHSTOCTU M3aaHus);
OTrNpaBKa U3BeLleHnss aGoHEeHTY

O[IVH 3aKa3

1,6

29

nepefada usgaHus Ha KonvpoBaHue (Mpu 3akas3e Ha parMeHT
n3gaHus: cTaTbs U3 XypHana, cbopHuka)

O[IVH 3aKa3

2,7

30

oTnpaBka [JOKyMeHTOB aboHeHTaMm: ynakoBka GaHaeponu,
B3BELLUMBAHWE, HakneuBaHWe Mapku, HanucaHue agpeca,
COCTaBIIeHMEe OMUcK

OOWH JOKYMEHT

2,5

31

pacctaHoBka 6naHkoB-3aka3oB (1-A 4acTb) Ha BblAaHHbIE
OOKYMEHTOB  (BbICnaHHble) B KapToTeky obcnyxuBaHus
aboHeHTOB B pa3gen "BbigaHHble no MBA nsganmsa”

OOVH JOKYMEHT

0,32

32

onbnuorpadguyeckas pgopaboTka HEBbLINOMHEHHbIX 3aKa30B;
YTOUYHEHNe OGubnuorpaduyeckux cBefeHUA No  CnpaBOYHbIM
M3gaHusam

OOUH OOKYMEHT

3,2




33 BbIABMEHNE  HanuyuMa  3anpalivMBaemMoro  JOKYMeHTa B | OAMH AOKYMEHT 10,2
onbnuoTtekax ropoga, permoHa
34 odopmMmIieHue 3akasa Kk nepeHanpaBneHuto B Apyrue 6ubnmoTekn; | oavH 3akas 2,7
ykasaHne Ha oOOpOTHOW CTOpPOHE MpPUYMHBI K AaTbl
nepeHanpasneHns, OTMETKM O npoBepke Mo CrhpaBoOYHbIM
nsgaHusam, curnbl bubnunotek- oHgogepkaTenen No CBOAHOMY
Katanory
35 oTrnpaBka abOHEHTY M3BELLEHMS O NepeHanpaBneHun 3anpoca c | OAHO 1,6
ykasaHvem 6ubnnoTeky, B KOTOPYHO OH HanpasfeH n3BeLleHne
36 peructpaumsi oTkasa B y4eTHbIX hopmax; oTnpaBka abOHEHTY | OAOMH OTkas 3,6
OnaHka-3akaza B Ccry4yae HEBO3MOXHOCTW BbINOMHEHNS C
OTMETKOW O NPUYNHE OTKa3a B COOTBETCTBYHOLLEN pybOpuke
37 npvemM AOKYMEHTa, BO3BpaLLleHHOro aboHEHTOM; MOMyYeHne Ha | OAMH JOKYMeHT | 3,2
noyte, pacnevatka GaHgeponu, nNpoBepka  COCTOSHUSA
OOKYMeHTa, u3BfneyeHme OnaHka-zakasa U3  KapTOTEKU
obcnyxumBaHnsi aboHEHTOB, ykasaHMe Ha HeM JaTtbl BO3BpaTta
OOKYMeHTa, nepecTaHoBka OnaHka-daka3a B pasgen
"BosBpaleHHas nutepatypa"
38 KOHTPOMNb 3a CpOKaMu MNONIb30OBaHWSA AOKYMEHTOB, BbISIBNEHWE | OOMH OOKYMeHT | 1,6
OOIMKHUKOB, HanpaBfieHNne HaNnOMUHaHUN
BbinonHeHue pabot B AC:
39 dopmupoBaHme  6a3bl  gaHHbIX 00 — aboHeHTax  No | 0AuMH abOHEHT 54
cooTBeTCTBYylOWEN (popme, BBOA WHGOpMaUUMM O HOBOM
aboHeHTe
40 novck B 6a3e gaHHbIX cBeeHun 06 aboHNpoOBaHMKM opraHn3aumm; | oanMH aboHeHT 3,6
BHeCEeHVe U3MEHEHUN
41 BBOA MHGOpPMaLMKN O NpUeMe 3aKa3oB OT abOHEHTOB OAWH aboHeHT 0,27
42 BBOO MWH(popMauum O nepeHanpaBneHun 3akasa, BbIBOL, Ha | OAMH abOHEeHT 1,6
NPUHTEP M3BELLEHUS O NepeHanpaBrneHnmn 3akasa
43 BBOJ [aHHbIX O MOCTaHOBKE 3aka3a Ha ouvepenpb; coobuieHue | oanH aboHEeHT 1,6
aboHeHTyY
44 pervctpaumsi BbldaHHbIX abOHEHTY JOKYMEHTOB, NPOCTaBMeHWEe | OAWMH JOKYMEHT | 2,7
CpOKa Bo3Bparta
45 yhaneHve n3 Maccuea AaHHbIX 0 BO3BpaLLeHHOM JOKYMEHTe OAWH JOKYMEHT 0,16
46 KOHTPOmNb 3a CpoKaMu BO3BpaTa [AOKYMEHTa: Mouck u otbop | oguH abOHEHT 2,7
OaHHbIX B MaMATM MalMHbl O 3a40JPKHUKAX, BbIBOL, HYXXHOW
WHpopMaLmMM Ha MNpUHTEpP, pacrneyaTka CMMCKOB C yKaszaHWeM
agpeca aboHeHTa
4.7. MaccoBas paboTa
Tabnuua 74
N n/n HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EaovHnuya Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
[MoaroToBKka MaccoBbIX MEPOMPUATUIA
OnpepgeneHue Tembl, cocTaBa ayauTopuu, OTBETCTBEHHOro 3a | O4HO
MeponpusaTMe B LIeNoM, COCTaBfeHuMe nnaHa MOAroTOBKM | Meponpuatue

MEpOoNpUATUS, BOMPOCOB Ans  00CYXXAEeHUs, npurnawieHve
KOHCYNbTaHTOB, NEKTOpoB, noabopka AOKYMEHTOB MO Teme
MEpONPUATUS; OpraHM3auus BbICTaBKU nNuTepaTypbl, anb60MOB;
OnoBeLleHne uyuTaTenem o MeponpuaTUn 4Yepes aduin,
nybnukauum B nedaTn, MO pagwo, TeneBuMAEHWIO, 4Yepe3
3MNEKTPOHHYIO PAacChbIfKy; BbIABMEHWE BbICTYNawLMX; nevyatb u
pacnpocTpaHeHve npurnacutenbHblX OGUNEeToB, W3rOTOBMEHWE

PEKBM3UTOB, KyKOMn, [JeKopauui, KOCTIOMOB; MNOArOTOBKa
MOMeLLieHNsT; NpoBedeHe COBELLaHUsi Mo UToram MoAroTOBKU U
NpoBedeHUss  MeponpusaTuii,  odopMreHMe  MNPOTOKOonNa,
COCTaBfeHMe U onyGnvKoBaHWe  WTOrOB  MpPOBedeHHbIX




MEpPONPUATUIA:

1 yntTatenbckas KoHepeHUns 4900,0
2 nuTepaTypHO-XYAOXECTBEHHbIN BeYyep, Beyep OTpacneBon 3340,0
KHUrW, gucnyT
3 BeYep BOMPOCOB 1 OTBETOB, YCTHbIV XypHan 2600,0
4 knyb no uHTepecam 2600,0
5 OETCKUN YTPEHHUK 3900,0
6 BUKTOPWMHA, KOHKYPC, Urpa-nytewecreme 3900,0
7 BbICTaBKM JE€TCKOro TBOpYecTBa 2280,0
8 nutepaTypHo-no3HaBaTeneHoro 3aHatTma ago 30 4enoBsek 1800,0
(rpynnoBoro)
9 ypoka TBOpYecTBa (MacTep-knacca) 960,0
10 KOMaHAHoOW urpbl-kBecTa (cBbiwe 30 Yyenosek) 4800,0
11 KBecTa ans ogHow rpynnbl Ao 30 yenosek 2400,0
OpraHunsaumsi KHWKHbIX BbICTaBOK
CocTaBneHve nnaHa opraHusaumm v NpoBEAEHMST BbICTABKM;
BblsiBNEHne n oTbop [OOKYMEHTOB; noaroToBka
COMpOBOAUTENBHON OOKYMEHTauuu K BbICTaBke; co3gaHue
XYOOXECTBEHHOro MpOeKTa; MOHTaX BbICTaBKW; OpraHusauus
WHOPMaLMOHHO-peKNaMHon  paboTel MNO  nonynspusaumm
BbICTaBKW; NOABELEHNE UTOTOB paboThl
TemaTtuyeckne BbICTaBkM 06LWebmbnMoTeyHoro macwTaba, | ogHa BbicTaBka
opraHusyemble Ha oHaax bubnuorteku:
Konu4ecTBo 9KCNoOHATOB:
12 1-50 560,0
13 51-100 1120,0
14 101 - 200 2240,0
BbicTaBkn no onpegeneHHOW OTpacnvM 3HaHUM unu Teme,
opraHusyemble
Ha doHnge 6ubnmotekm OfHa BbICTaBKka
KonnyecTtBo 3KCNOHATOB:
15 1-50 310,0
16 51-100 940,0
17 101 - 200 1920,0
Ha ¢poHge oTaoena OfHa BbICTaBKka
KonnyecTtBo 3KCNOHATOB:
18 1-25 180,0
19 26 - 50 360,0
20 51-100 720,0
BbicTaBKkK, NOCBALLEHHbBIE XXWU3HU U OEATENBbHOCTU BbIAAIOLWNXCSA | OOHA BbiCTaBKa
nogen ("nepcoxHanun”)
KonnyecTBO 3KCNOHATOB:
21 1-10 47,0
22 11-25 110,0
23 26 - 50 210,0
BbICTaBKkM Ha nosikax cTennaxen OfHa BbICTaBKa
KonnyecTBO 3KCNOHATOB:
24 1-5 25,0
25 6-10 44,0
BbICTaBKM HOBbIX MNOCTYMNJIEHUN OfHa BbICTaBKa
KonnyecTBO 3KCNOHATOB:
26 1-25 40,0
27 26 - 50 72,0
28 51-100 160,0

Paspabotka u anpobaumsi nporpaMmm 3aHATUA U TPEHWUHTOB
(BbIOOp Tembl, nogbop nuTepaTypbl, COCTaBMEHWE MraHa
3aHATMIA, Nogbop MaTepuana, aHanu3 NPOBEAEHHbIX 3aHATUN,
gopaboTka):

0[HO 3aHATUE




29 MacCcoOBOE€ 3aHATNE 3000,0

30 rpynnoBoe 3aHATue 1500,0

31 VMHAMBMAYaNbHOe 120,0

lMpoBeneHne 3aHATMA (NOAroToBKa, peneTuuns, NpoBedeHue, | OOHO 3aHATue
ybopka nomeLLeHns):

32 MaccoBOe€ 3aHsATHE 300,0
33 rpynnoBoe 3aHATue 210,0
34 VMHAMBMAYaNbHOEe 90,0
Urpbi-kBeCTbl (nuTepaTypHble, npocopueHTaLnoHHbIe, | OaHa
TEMaTnyeckmne) urpa-ksecrta
35 noaroToBka Wrpbl-kBecTa: BbIOOp TeMbl, nogbop nuTepartypbl, 300,0

HanvcaHue cLeHapusi, U3roTOBMIEHWE KOCTIOMOB W [AeKopauui,
noabop mnpegMEeTHOro psida, COCTaBMiEHWE TOMoXeHuss 00
Urpe-KBecTa; pacchbifika NpurnawleHnii U cnucka nutepaTtypsbl,
c6op 3asBOK; 3aKkynka npu3oB; odopMIIEHNe W neyaTb
cepTMdUKaTOB W T[pamMoT, MNyTeBbIX JINCTOB; oOdopMIieHne
BbICTABOK [ETCKMX paboT, paboTa XIopW KOHKypca B pamKax
KBeCTa, peneTuumm

36 npoBedeHne: MoaroToBka MNOMELLEHU CTaHuMW, npoBedeHune 480,0
Urpbl-kBeCTa, ybopka noMeLleHms

Peknama 6nbnuotekun; paboTta no NpMBNeYeHUIo YutaTenen:

37 NMOAroToBKa peknamHoro coobuweHus B nedvaTb, NO paavo, | ogHa 420,0
TeneBugeHuo o  pabote  GUGNMOTEKM, 0ocobeHHOoCTAX | nybnukaums,
PYHKLMOHMPOBaHUSA pasnuyHbIX nogpasgeneHun, | OgHo
HOMeHKNaType ycnyr, npegocraBnsgemMbix 6ubnnorekon coobLueHne

38 noAroToBka nrakara o AesiTenbHOCT! 6MbGnnoTekn (BbIBOP TEMbI, | OOWH Nnakat 210,0
onpegeneHve cogepxaHusa n QopMel, cgada B nevaTb)

39 opraHusaumsi 3KCKypCcwuil; npuveM U odopmMmIieHne 3asBKW, | ogHa akckypems | 52,0
YTOYHEHWE TeMbl 9KCKYPCUI U COCTaBa 3KCKYPCaHTOB
BbisiBneHune noTeHumManbHbIX notpebutenen
OMBIMOTEYHO-MHAOPMALMOHHBIX YCIyr GMBNNOTEKN:

40 NPOCMOTP Npecchl OAWH OOKYMEHT 6,8

41 NPOCMOTP U aHanun3 AOKYMEHTOB KOHKYpUPYOLWUX doupm OAWH OOKYMEHT 52,0

42 BeJEHNE KapTOTEKN NOTPEOUTENLCKOrO pbiHKA O[Ha KapTo4Ka 1,3

43 BCTPeYM C pykoBoaUTENAMU PUPM, OpraHm3auuin, NnpeanpuaTnin | ogHO 210,0

MeponpusaTme
MpumeyaHue:

- BpEMSI OpraHu3aLum BeICTaBOK NUTepaTypbl, NPOBEAEHUE MACCOBbLIX MEPOMPUATUI 1 AKCKYPCUIA B HOPMY
BPEMEHU HE BXOAMT;

- K HOpPMaM BpEMEHU MPUMEHSIIOTCS MOBbILAOWNE KOIDMDULNEHTBI: NPU OpraHM3auun Bble3HOW
BbICTaBKkW - 1,1; Npy SKCMOHNPOBAHMM Ha BbICTABKE NMTepaTypbl HA MHOCTPaHHbIX s3blkax - 1,6.

4.8. CnpaBo4Has n uicopmaumoHHas paboTta

Tabnuua 75
N n/n HanmeHoBaHwme npouecca, onepauun. CoctaB paboTbl EaovHnuya Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4

YYeT NnocTynuBLIMX BTOPUYHBIX JOKYMEHTOB (KapTo4ek)

CyMMaprIIZ y4eT KapTO4ekK B XypHane I'IOCTyI'IJ'IeHI/IIZ 1 BblObITUSA | oaHa napTua
B PErmcTpaumoHHbIX KapTOoTEeKax

Yucno NOCTYNMUBLUMNX KapTO4eK:

1 1-110 19,0
2 111 - 220 63,0
3 221 - 600 160,0
4 BbISIBIIEHNE HEBbLINONHEHHbIX 3aKa30oB; COCTaBlEHUE 3asBKM Ha | OAMH 3aKa3 4,5

HEBbINOJIHEHHbLIE 3aKa3bl

OpraHusaumss  cnpaBouyHO-bubnuorpachuyeckoro  annaparta
(CBA)




MpocmoTp 1 OTOOP AOKYMEHTOB M3 TEKYLUUX MOCTYMNNEeHUA Ans
BkntoyeHns B CBA, B ToM Yucne kpaeBegyeckuin kKatanor:

5 KHUra ofHa KHura 3,2
6 COOPHUK ofHa cTaTbs 2,7
7 XypHan o[Ha cTaTb4 2,7
8 raseta ofHa cTaTbs 1,6
9 bubnuorpaduyeckoe nocobue ofHa 3anucb 0,5
10 NEeToNUCb KHWXKHbIX, XXYPHANbHbIX U ra3eTHbIX cTaTen ofHa 3anucb 0,83
11 NPUKHWXHbIN Bubnuorpaduryeckmii CNMcok ofHa 3anncb 0,5
CocTtaBneHune 6ubnuorpadunyeckon sanmcu ofHa 3anncb
KonuyecTtBo anemeHToB GMbnuorpadmyeckon 3anmcu:
12 1-4 3,2
13 5-6 0,5
14 7-9 6,0
CocTtaBneHve aHHOTaLMM, u3ydeHue [OOKYMEHTa, HanuMcaHue | ogHa aHHOoTauus
TEeKcTa:
15 aHHOTNPOBAHWNE KHUT 260,0
16 aHHOTUPOBaHWe cTaTen 156,0
17 aHanuMTU4eckass poOCMUCb XXypHarbHbIX, [Fa3eTHbIX CTaTen, | O4MH OOKYMeHT | 3,8
cbopHuKoB, OMbNMorpaduYeckmx nocobuin: O3HAKOMIIEHME C
coepXaHMeM U3aHusl, CoCTaBleHne aHanUTUYeCcKon pocnmncu
lMpocMOTp  MOCTYNUBLUMX  MHAOPMALMOHHBLIX  (BTOPUYHBIX)
OOKYMEHTOB " oTbop nx ans BKIMOYEHNS B
cnpaBoYHO-6nbnunorpadudeckmin annapar (NepBUYHLIN 0TOOP)
MpocMOoTp MHGOPMALIMOHHBIX M3AaHUI (B TOM YMCTIE KAPTOYKU) 1 | OOHa KapTo4ka
oTboOp M3 HUX [JOKYMeHToB Ans  BkoyeHuss B CBA;
cuctemaTmsaumsi KapTodek MO TUMam KaTaroroB M KapToTek;
npoBepKa MHAEKCOB, pacCTaHOBKa KapTo4yek
Yucno kapTovek:
18 1-10 18,0
19 11-100 165,0
20 101 - 300 490,0
Mpocmotp mn otbop kaptouek B CBA C uenbl M3bATUS UK
nepemeLleHus (BTOpuMYHbIN oTbop):
21 U3bATUE U3 KaTanoroB W KapTOTEK KapToyeK Ha AOKYMEHTbl, | ofgHa KapToyka 1,5
cnucaHHble n3 doHaa; npocMoTp KpaeBen4yeckux,
bubnuorpaduyeckmx u dakTorpadmyeckmx KapToTek, usbAaTue
M3 HUX KapTOYeK Ha [OOKYMEHTbl, MOTEepsBLUME LEHHOCTb,
nepesefeHne KapTodeK B apXmMBHbIE KapTOTEKU (YHUUTOXEHUE);
BHeCeHWe OTMETOK B XypHane ydyeta W pernctpauuoHHOMn
KapToTeke
OpraHunsaumns rnaBHon cnpasoyvHor kapToteku (FCK):
22 npocmMotp u otbop pokymeHtoB Ansa BkntouveHuss B [CK; | oguH OOKYMEHT 2,7
0POpMIIEHNE KapTOYKM
23 HanucaHne n paccTaHoBKa pasgenuTend OaVNH 1,7
pasgenutens
PegaktupoBaHue 'CK:
24 uckntodeHve us NCK kapToyek Ha JOKYMEHTbI, yCTapeBLUne Unu | ogHa KapTodka 50
HenpodunbHbIEe, NEPEBEAEHNE NX B aPXUBHYIO YacTb (M3bATUE);
AeTannsMpoBaHue pasgensi
25 HanucaHue HOBbIX pasgenuTenen OaVH 1,4
pasgenuTenb
OpraHunsaumnsi KapToTEKU NEPCOHAaNNNn:
26 onpegeneHne W CcocTaBfieHMe TMnepeyvHs nuvu, CBedeHWd O | OAWH JOKYMEHT 10,0
KOTOPbIX OTPaXalTcs B KapTOTEKe; MPOCMOTP UHPOPMALIMOHHBLIX
N34aHuN, MNEepPBUYHBIX OOKYMEHTOB, OTOOp [OOKYMEHTOB AnA
BKIMIOYEHWNS B KAPTOTEKY
27 TexHuyeckass u cogepxarenoHasd obpaboTka OOKYMEHTOB ANS | OAWH OOKYMEHT | 2,7

BKITIOYMEHNA B KapTOTEKY, pacCTaHOBKaA KapTo4yekK no aJ'I(baBI/ITy




damunui aBTopoB 1 N0 BUAAM AOKYMEHTOB

28

HanncaHme n pacCtaHoBKa pasnenMTeneVl

OVH
pasgenvTens

1,4

Opranusaums dakrorpaduydeckon kaptoteku (PK):

29

onpegeneHne npegmeTa, o6bEKTA U OCHOBHbIX MPU3HAKOB AN
oTpaxeHns B @DK; npocmMoTp [OOKYMEHTOB M OTOop Ans
BkrtoveHuss B PK; saHeceHne oTobpaHHbIX CBEAEHUIN Ha KapThbl
WHOPMALIMOHHOIO MaccuBa C BHECEHMEM COOTBETCTBYIOLLUX
OTMETOK B MOMCKOBbI MaccmB (hakTorpadomyeckon KapToTekn

OAOWH OOKYMEHT

2,7

30

pegaktnpoBaHme ®K; npoBepka nNpaBUNBHOCTW BHECEHWS
CBELEHUN N yKa3zaHui 06 MCTOYHMKaX MHdopMaLmm

OoOWH OOKYMEHT

1,6

31

HanncaHme n pacctaHoBKa pasuenMTeneVl

OOVH
pasgenvTens

14

Opl’aHVI3aLI,VIF| TeMaTU4YECKMX NanokK ra3eTHbIX BbIPE30K:

32

NMPOCMOTP ra3eTHbIX BbIPE30K N UX cucrteMatmiaumd

OHa Bblpe3Ka

2,5

33

o¢>opMJ'|eH|/|e BbIp€30K OJ1A XpaHEHUA B TEMATUYECKUX Marnkax;
KpaTKoe onncaHne NCTovHnKa, HaknenBaHme Ha KapTo4ku

OHa Bblpe3Ka

3,2

34

cnpaBkm Mo TenedoHy O AedATenbHoCcTM  BGubnmoTekm
(NnpegoctaBneHne nomnb3oBatensM uMHopmauunm o paboTte
OMbnuoTekn, KPYXKKOB, CTyaWW, MpPOBEdEHUS KOHLepTOB;
coefuHeHne ¢ ApyrMMu nogpasgeneHnsamm ubnmnortekm)

eXegHeBHO

90,0

4.8.1. CnpaBo4HO-6ubnuorpaduyeckoe obcnyxmpaHue

Tabnwuua 76

N n/n

HanmeHoBaHue npouecca, onepauun. Coctas paboTbl

Eannunua
n3mepeHuns

Hopma
BPEMEHM,
MWH.

2

3

4

Mprem GUBnMorpadYecknx 3anpocos:

npuem GuGnuorpacuyeckoro 3anpoca; YTOYHEHWE TeMbl,
LieneBoro U 4ynMtaTenbCkoro Ha3Ha4YeHusl, NofHOTY UCTOYHMKOB,
TUMOB, BUAOB U XPOHOIOrMYECKMX paMOoK 3anpocoB

OOWH 3anpoc

50

BbinonHeHne cnpaBokK

BbinonHeHne TemaTuU4eckon cnpaBKku; NOUCK ” 0T60p
OOKYMEHTOB; COCTaBJieHue 6VI6J'IVIOI'pa(*)I/I‘-IeCKOFO onncaHuAa

O[Ha cnpaBkKa

MMCbMEHHO; KONTMYECTBO MCTOYHNKOB:

N

1

3,0

2-5

15,0

6-10

30,0

YCTHO; KONIMYECTBO UCTOYHMKOB:

1

2,0

BbinonHeHue agpecHo-6ubnmorpadunyeckon crnpaeku;
YCT@HOBIEHNE HANNYUS UMM MecTa HaXOXOEHUS AOKYMEHTa UIu
ero Yactu B poHae 6Gnbnuorekm

MMCbMEHHO; KONTIMYECTBO MCTOYHUKOB:

(o2}

1

2,0

2-5

12,0

6-10

24,0

YCTHO; KONMMYECTBO UCTOYHUKOB:

1

15

BbinonHeHne  yTouHsowen Gubnuorpadmyeckon  crnpasku,
ycTaHaBnveawwen un  (Mnn)  yTOYHSIOWEN  3feMeHTbl
Ovbnunorpadunyeckoro onucaHusi, KOTOpble OTCYTCTBYIOT WU
MCKaXXeHbl B 3ampoce yuTtarens

O[lHa cripaBkKa

[MMCbMEHHO; KONMYEeCTBO NCTOYHUKOB:

10

1

2,7

11

2-5

14,0

12

6-10

27,0




YCTHO; KONIMYECTBO UCTOYHMKOB:

13 1 1,6
BbinonHeHue dakTorpadumyeckon cnpasku, ycTaHaBnNuBalOLWEn | ogHa crnpaska
KOHKpPETHble CBeAEeHUsI O TeX UNU UHbIX OBbekTax, CobbITuAX,
npoueccax, gaTax
[MMCbMEHHO; KONMYECTBO MCTOYHUKOB:

14 1 2,7

15 2-5 13,5

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

17 1 1,6
KoHcynbTauusa y cnpaBoyHo-6nbnunorpaduyeckoro annapaTa

18 MpoBepeHne 6Geceobl 06 opraHu3auum U MCMOMb30BaHUKU | OaHA 10,0
pasnuuYHbIX YacTer CrnpaBOYHOro annapara, no MeToAuKe | KOHCyrnbTauus
onbnnorpaduyeckoro nomncka
BepgeHve ¢oHAa BbINOMHEHHbIX CNPaBOK:

19 oTbop cnpaBok Ana doHOa, pasfiokeHMe Mo narnkam | ogHa cripaBka 0,5
(koHBepTaM); opopMneHne cnpaBkn (3annck B TeTpadb yyeTa)

20 COCTaBfeHMe KapTouku [Ofs apxvBa; YyKasaHwe MOpPsAKOBOro | oHa KapToyka 2,7
HOoMepa, TeMbl, AaTbl BblAauyn; YCTAHOBKA KapTOYKN B KApPTOTEKY
apxvBa BblNONIHEHHbIX CNPaBokK
Pabotbl B pexnme AC:

21 dopmMmmpoBaHue rnaBHou crnpaBo4Hon kapToTeku (ITCK); BBog B | ogHa KapTouka 2,0
0a3y OaHHbIX aHanmUTUYECKOM POCMUCKU TFa3eTHO-XYpPHanbHbIX
cTaTeu, COOPHMKOB

22 nouck 1 otbop Bubnuorpaduyeckune 3anmcu nNo ycrioBmsIm OfjHa KapToyka 2,7

23 BblBOA4 Ha 3kpaH Gubnuorpadumyeckon s3anucy unu OTAENbHbIX | O4HA KapToyka 1,0
CBeJeHUn; pacneyaTka

4.8.2. Buonuorpacpuyeckoe nHcpopMmupoBaHue
Tabnuua 77
N n/n HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n3MepeHuns BPEMEHM,
MUH.

1 2 3 4
BbisiBneHne uHMOPMaUMOHHBIX NOTpebHOCTEN CchneunanncToB
METOA0M aHKETUPOBaHUS:

1 onpegeneHne KOHTMHreHTa noTpebutenen  uWHdopmauun; | oanH 34,0
paspaboTka 3asBKM AnNs onpegeneHvs  MHAOPMAaLMOHHLIX | NoTpebuTens
notpebHocTEN (3anNpoCcoB); pacchbifika (pacnpoCcTpaHUTb) 3asiBKY;
o6paboTka nony4veHHbIX 3asiBOK; COCTaBrneHwe Ha 6ase
NMOMyYEHHbIX [OaHHbIX KapTOTEKU KOHTMHreHTa noTpebutenen
MHGOopMaLMM 1 NX MHADOPMALIMOHHBLIX NOTpebHOCTEN (3anpocoB)

BbissBneHne nHgopmMaumnoHHbIX NOTpebHOCTeN cneumnanmcToB Ha
OCHOBE aHamnu3a nnaHoBO-O0TYETHOW JOKYMEHTauumm:

2 oTOOp, WU3y4yeHMe, aHammM3 OTYETHbIX [JOKYMEHTOB W | OOAMH OTYeTHbIA | 24,0
dopMMpoBaHMe  TemMaTukMm  CNpaBOYHO-MH(OPMALMOHHOIO | AOKYMEHT
06CNyXMBaHWS B pasHbIX pexMmMax

3 pacnpegeneHve TemMaTUyeckmx pyopuk MHAOPMAaLMOHHBLIX | ogHa pybpuka 2,7
notpebHoctem no  nogpasgeneHnsM,  yyacTBylOWUM B
CNpaBOYHO-MHPOPMALIMOHHOM OBCTYXMBAHUU
3aknioyeHne ¢ aboHeHTamym QoroBopa Ha WHPOPMALMOHHOE
obcnyxvBaHuve:

4 aHanuM3 [daHHbIX O 3auHTEPecoBaHHOCTM abOHEeHTOB B | OAMH OOroBOp 2300,0

I/IH(*)OpMaLI,I/IOHHOM O6CJ'Iy)KMBaHI/1I/1 N pexmnmMmax |/|36|/|paTen|=Horo
pacnpocTpaHeHnAa N peTpoCneKTUBHOINO NOUCKa; 3aKr4veHune u
nepecMoTp gorosopa

dopmumpoBaHne cetu aboHEHTOB cucTeMbl u3bUpaTernbHOro
pacnpocTpaHeHusa uHgpopmauum (MPU):




5 onpegeneHne  KOHTUHreHta aboHeHToB cuctembl  WPW; | oanH aboHEHT 34,0
BbIsiIBNEHNE TUNOBbIX U UHAUBMAYaAlbHbIX 3arnpocoB aboOHEHTOB;
udyyeHue, Knaccudukaums, UWHOEKCMpOBaHWEe  3anpocoB;
BBeJEeHWe JaHHbIX O 3anpocax B aJpecHYo KapToTeky
[MoaroToBka curHanbHoOro onoselleHus B cucteme VIPU
BeisiBneHne, npocmoTp M oTbop matepuanoB W3 TEKyLMUX | OQHO
NOCTYNMEHU; pacnpegeneHne oTobpaHHbIX MaTepuanoB W3 | OnoBelleHune
TEKYLLMX NOCTYNfeHun no aboHeHTam
Konu4ecTBo NpOCMOTPEHHbLIX JOKYMEHTOB:
6 1-2 3,0
7 3-4 12,0
8 5-10 32,0
MogrotoBka NoABOPOK CUrHAmNbHbLIX OMOBELLEHWUA B CUCTEME
nPU
3anonHeHne GnaHka-3akasa Ha TUpaXUpOBaHWE; PerncTpaumst | OaHO
NOCTYNUBLLUX KOMWA, NPOBEpPKa UX Ka4yecTBa U 3K3EMMNSPHOCTY; | ornoBeLleHne
3anofnHeHe ConpoBOAUTENBHON JOKYMEHTaUun
Konu4yectBo 3anpocos:
9 1-2 14,0
10 3-4 17,0
11 5-7 210
12 8-10 25,0
MpocmoTp 1 oT60op AOKyMEHTOB ans Beoga B AC
MpocmoTp  MaccMBa  MOCTYNMBLUMX — JOKYMEHTOB;  OTOOP | OOWH OOKYMEHT
AOKYMEHTOB COOTBETCTBYIOLLEV TeMaTukm U BBedeHue B Hasy
naHHbix AC
OT60p NEpPBUYHBIX AOKYMEHTOB:
13 1-50 290,0
OT60p BTOPUYHBIX JOKYMEHTOB:
14 1-50 110,0
15 noaroToBka KapTouvku ans paboymx kaptotek MPU OHO onucaHune 2,7
16 nogrotoeka  TpadpapetoB c¢  kaptoukamm  UVIPU  ans | oguH Tpadpaper | 1,4
TUPAXMPOBaAHUS
KoppekTupoBka BbIXOAHbIX Tabynsarpamm:
17 OCHOBHOW psaf o[lHa 3anuncb 2,7
18 BCMomoraTternbHbI yKasaTerb OfHa 3anncb 1,6
19 pefakTupoBaHMe BbIXOAHbIX Tabynarpamm u  odopmneHve | ogHa 3anuch 4,2
OOKYMEHTOB
20 Hapes3aHue, pacnevaTtka NnoabopoK Ha OTAENbHbIE ONUCAHUS OfHO onucaHue 1,6
Koppektuposka cuctembl PV no pesynbTatam aHanusa kapT
obpaTHoW cBS3n
O6paboTka 1 aHanu3 KapTbl 06paTHON CBA3W; BHECEHME OLEHKM | OfHa KapTa
CUrHanbHOro OMOBELUEHUsT B  YYETHYW KapTy aboHeHTa;
KOPPEKTUPOBKA CUCTEMbI Ha OCHOBE aHanuM3a KapT obpaTHOM
CBSA3U
KonuyecTtso KkapT:
21 1-7 70,0
22 8-10 75,0
23 11-15 80,0
24 16 - 20 85,0
Bblgaya JOKYMEHTOB MO 3anpocy:
25 BbISIBIIEHNE W OTOOpP [OOKYMEHTOB (M34aHMs) MO 3anpocy B | OAMH AOKyMeHT | 1,4
CnpaBoYHO-NHGOPMaLMOHHOM oHAe, OdopMMeHMe Bbigadvy
OOKYMEHTOB B YCTAHOBMNEHHOM Mopsake
pynnoBoe 6ubnuorpadgpuyeckoe MHHPOPMUPOBaAHME:
26 dopmMupoBaHuMe cocTasa rpynn aboHeHToB O4VH aboHeHT 720,0
27 YTOYHEHWE TeMbl, COrfacoBaHuMe WCTOYHUKOB WHpopmaumu, | ogHa Tema 3,6

BUObl JOKYMEHTOB




28 COCTaBIIEHME PErnCTPaLMOHHON KAapTOYKN OoJHa KapTo4ka 1,6
Mopbopka [OKYyMEHTOB And wHGOpMauuu; COCTaBfneHME W | ogHa kapTouka
HanMcaHne OMnoOBEeLLEHUS; OTnpaBKa OMOBELUEHWs; 3anncb B
KapTOYKM MHOpMaLUK; aHann3 kapTel 0BpaTHON CBA3K
[MMCbMEHHO; KONNYEeCTBO U3OaHWN:

29 1-5 12,0

30 6-10 24,0
YCTHO; KONNMYECTBO U3aaHNN:

31 1-5 12,0
OnepaTtnBHoEe MHPOPMUpPOBaHME MO 3anpocy:

32 dopmupoBaHme ceTu abOHEHTOB, BbISIBMEHME TUMOBbLIX W | OAWH aOOHEHT 4.4
MHAMBUAYaNbHbIX 3aNpocoB NoTpebuTenen

33 usydeHue, Knaccudukauuma 3anpocoB; BBeAeHWEe [AaHHbIX O | OAMH 3anpoc 6,3
3anpocax B agpecHyH KapToTeky
HanncaHne 0630poB 1 cnpaBok
BoisBneHne wu otbop MCTOYHMKOB; 0OpaboTka w aHanu3 | OguH aBT. NUCT
O0TODOpaHHbIX JOKYMEHTOB; HanMcaHue Tekcta ob3opa (cnpasku);
noAroToBKa PyKOMUCK K neyaTu
CocTtaBneHue 063opa (cnpaBku) No NEPBUYHBIM UCTOYHUKAM:

34 Ha PYCCKOM A3blKe 5400,0

35 Ha MHOCTPAHHOM SA3blKe 7200,0

36 cocTaBneHne o63opa (crnpaBku) N0 BTOPUYHBIM UCTOYHUKAM 4100,0
OpraHusauma u npoBefdeHMe YCTHbIX Bubnunorpadudecknx
0630p0B HOBbIX MNOCTYMJIEHUN
MonGopka HOBBIX MOCTYMNNEHMW MO 3apaHee OObBLSBNEHHOW | O4MH 0030p
TemaTtuke; cuctemaTusaumsa UCTOYHMKOB NO TEMaMm, NPOCMOTP U
aHanu3 JoKyMeHToB; nogbopka Gubnuorpagunyeckmx onmcaHum,

KpaTkue aHHoTauuu, pedyepatbl Ha OTOOPaHHbIE WCTOYHUKM;
noaroToBka pykonucu dubnuorpadumyeckoro o63opa
KonnyecTBo NPOCMOTPEHHBIX 1 OTOBPaHHbBIX JOKYMEHTOB:

37 1-10 400,0

38 11-25 450,0

39 26 - 55 500,0

40 56 - 140 600,0
MogroTtoBka 6GrONNETEHA HOBbLIX NOCTYNEHUN
YTouHeHMe (onpegeneHne) TemMaTUYeCKMX [paHuL, Mnoucka W | ogHa
oTOopa [OOKYMEHTOB; co3gaHue pybpukatopa OGwonneTeHs; | OonneTeHb
BbisiBNEeHNe u oTbop [OOKYMEHTOB B MacCuMBE TEKYLLMX
NOCTYMMEHUA UCTOYHMKOB MHAOpMaLMu; nogbopka aHHOTauUumM,
pedepaTthbl, cucteMartmsaumsa nux
KonuyecTtBo NpoCcMOTPEHHbIX 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
OpraHunzauus " nposegeHne MeponpusaTns "[eHb
MHdopMauunn":

46 onpefeneHve TeMbl; COCTaBfieHMe nraHa npoBedeHus; | 0OHO 640,0
BbiiBNEeHWe 1 [ocTaBka [JOKYMEHTOB M3 COOTBETCTBYIOLMX | Meponpuatue

noapasaeneHuii Gubnuotekn, NPOCcMoTp 1 oT6OP OOKYMEHTOB;
noAaroToBkKa BbICTaBKU nnTepaTtypbl; onoseLlleHne
3anHTepeCcOoBaHHbIX OpFaHI/I3aLLVII7I 7] cneunarnincTos,;
obopMneHne BbICTABKW; HamMcaHWE KpaTKUX aHHOTaLWNA;
opraHu3aums cbopa 3asaBOK Ha [OKYMEHTbl, WX Bblhava,
KOHCymnbTauun,  OeXypcTBo  ©OubnmorpacdoB; npoBeaeHue
aHanu3a MeponpusaTusi

Opranusaums n noaroToBKa MeponpusaTns "MeHb

onbnuorpacdumn", "eHb nocobusa":




47

YTOYHEHNE  TeMbl; COCTaBneHwe nnaHa; odopmMmneHune
BbICTaBKM-NPOCMOTpa;  MOAroToBka  0630pa;  MOAroToBKa
KOHCYnbTauWW; COCTaBfeHne U1 HanucaHue ObbaBNeHus;
COCTaBIEHNE U HaMMCaHWe NpurnacuTenbHbIX MMCEM, paccbifika
UX; NpuUrnmalleHne 3avHTEepPecOoBaHHbIX IvL MO paguo, no
TenedoHy, NM4Ho

oOHO
MeponpustTue

1940,0

Opranunsaumsi 1 npoBegeHne meponpusaTtus "[eHb cneumanmcra”

OnpepgeneHne TeMbl C 3aMHTEPECOBAHHLIMWU OpraHM3aumsiMu,
dopmMbl NpoBeAeHMs (CTaunoHapHas, Bble3fgHas); CoCTaBneHne
nnaHa MeponpusaTuiA, MporpamMbl  nMoucka UM oTbopa
WH(POPMALUMOHHBLIX  MaTepuarioB;  MOArOTOBKA  OTKPbITbIX
NPOCMOTPOB U TemMaTU4eCKMX BbICTABOK nNUTepaTypbl MO
cneuunanbHocTn, ubnuorpaduyeckne o0630pbl, 3akas nexkuun,
KMHOMITbMOB; OMOBELLEHME 3aMHTEPECOBAHHbLIX OpraHun3aLuui;
odhopmIieHne BbICTaBkK; obecneyeHne Bblgayn n3gaHum unm mx
KOMWIA BO BpEMS MEpPONpUSTMS UMW HEMOCPEACTBEHHO Mocre
Hero; AeMOHCTpauus BbICTaBKW; aHamu3 pesynbTatoB "[HA
cneyuanucra”

04HO
mMeponpusitue

Yncno conyTcTBYHOLWMX MEPONPUATUIA:

48

1-2

1940,0

49

3-4

2600,0

50

5-6

3500,0

51

7-8

4600,0

4.8.3. UHcpopmaumoHHan paboTa

Tabnwuua 78

N n/n

HanmeHoBaHune npouecca, onepauun. CocraB pa6OTbI

EovHnua
n3mepeHuns

Hopma
BpEMEHW,
MWH.

2

3

4

MoaroToBka nonynsipHbIX 6Mbnmorpadgmyecknx nocodui

Beibop Tembl nocobus; BbisiBNEeHME M OTOOP [AOKYMEHTOB,
dopmMupoBaHue pas3genos nocobwus; aHHOTMPOBaHWE
OOKYMEHTOB; nogbopka  dakrorpacmyeckoro  maTepuana,
UNNICTpaLmin; HanvcaHue TeKCTa; cocTaBneHune
BCMOMOraTenbHbIX yKka3aTernen; KOHCynbTaluum y creLmanucToB
Ha pas3nuuHbIX 3Tanax paboTbl; 006CYXOEHUEe PyKonucu Ha
3acefaHMM Hay4yHO- METOOMYECKOro (peAaKkLMOHHOr0) COBETa;
JopaboTka pykonucu no 3ameYvaHunsiM; caada pykonvcu B neyvaTsb:

cocTaBneHue nonynsipHoro 6Gubnuorpaduyeckoro ykasaTens,
nyTeBoauTens, cnpaBoYHUKa

OOWH aBT. NIUCT

13500,0

noaroToBka KOMMEeHTapues, npwmeanvu?l
nonynAaApHoO-rnpoCBeTUTENIbHOIO  Xapakrtepa, He Tpe6yrou.|,|/|x
cneumnanbHbIX UCCreaoBaHni

OOWH aBT. IUCT

5400,0

noaroToBka KOMMEHTapueB, npmmeanMPl Hay4HO-
NnccnenoBaTesibCKOro Xxapakrepa

OOWH aBT. JIUCT

10800,0

MoaroToBka PETPOCMEKTUBHBLIX HAy4HO BCMOMOraTefbHbIX
Oumbnuorpadmyeckmx ykasatenem:

BbIOOp TeMbl; co3gaHWe aBTOPCKOro KONNeKkTuBa; paspaboTka
WHCTPYKTUBHO-METOANYECKUX MaTepuarnoB; BbisiBNeHe 1 oTOop
OOKyMeHTOB; pabota Hap Oubnvorpadmyeckon 3anucbio;
aHHOTUpOBaHWe; Gubnuorpadumyeckas rpynnupoBKa;
COCTaBneHMe BCMoMoraTenbHbIX YyKkasaTenen; obcyxaeHune
pYyKOMUCKU yKasaTens Ha 3acedaHuuM Hay4dHO-MEeTOLMYECKOro
(pemakuMoHHOro) coseTa; gopaboTka MO 3aMevaHusM; caada
pykonucu B nevyaTb; coOCTaBrneHue 6ubnuorpaduyeckoro
ykasaTend Mo akTyanbHOW TemaTuke C XPOHOMNOrMYEeCKUM
O0XBaTOM OT 2-X A0 5-TM NeT W aHHOoTaUUSIMKM, MOSICHSIOLLIMMMN
Ha3BaHus; cocTaBneHwe 6Gubnuorpaduyeckoro ykasartens no

OOWH aBT. IUCT

9720,0




KOMMMNEKCHbIM W MeXoTpacneBbiM npobnemam obuero u
pernoHanbHOro coaep)KaHus C XPOHOMOrnM4yeckum oxsaTom 1-2
roga, ¢ aHHOTaUMUsIMU, NOSICHAOLLMMWN Ha3BaHNS:

5 Ha PYCCKOM A3blke OAVH aBT. NUCT 9720,0
6 ¢ BkmoyeHnem ot 30% po 40% obbema nybnukauum Ha | OAWMH aBT. NMUCT 11000,0
WHOCTPaHHbIX f3blKax
7 cocTaBslieHne aHHOTUPOBaAHHOIO ombnunorpadguyeckoro | oAuH aBT. NIUCT 11000,0
yKasaTerns MHOrooTpacrieBoro CoAepXaHus ¢ XpOHONOrM4YecKum
oxeaTom pgo 100 netr wn Oonee, TpebywWMA CMAMOLWHOMO
npocMoTpa  [AOKYMEHTOB,  CIOXHbIX  Gubnuorpaduydecknx
pasbiCKaHui, y4yeTa Bcex nepeusgaHun nybnvkaumim u unx
XapaKTepPUCTUKN NYTEM CNINYEHUS TEKCTOB
MogroTtoBka aHanmTuyeckoro ob3opa
BbISIBIIEHNE W OTOOpP AOKYMEHTOB Ansi ob3opa; nogrotoBka | OAMH aBT. INCT
pybpukatopa npegmeTa o0030pa; uM3ydeHMe U OueHKa
AOKYMEHTOB; cuctemaTu3auns Matepvarna; cocTaBneHue TekcTa
aHanuTu4eckoro o63opa; obcyxaeHne pykonucu Ha 3acegaHum
Hay4yHO-MeToAMYecKoro (pedakuMoHHOro) coBeTa, dopaboTka
0030pa No 3amevyaHunsM; cgada B nevaTb:
8 Nno PYCCKUM MEPBUYHbIM UCTOYHUKEM 9720,0
9 Nno CMeLUaHHbIM NepBUYHLIM NCTOYHUKaM 10800,0
10 No MHOCTPaHHbLIM NEPBUYHLIM NCTOYHUKAM 12400,0
MogroToBka aHaNMTUYECKOW CNPaBKK:
11 BblSIBNieHNe 1 0TOOP AOKYMEHTOB A7 aHanUTUYECKON CrpaBKK, | OAMH aBT. NNCT 5200,0
u3ydyeHue, aHanms, oueHka n cuctemaTmsaums nx; coctaBneHme
TEeKCTa CnpaBku
MogroTtoBka pedepaTmBHOro ob3opa
BeisiBneHne n otbop fOKyMeHTOB Ansi pecbepatvBHOro ob3opa, | O4UH aBT. NUCT
u3ydeHvne uU aHanms ux; pedeprpoBaHne UCTOYHUKOB;
cuctemMaTmsaumsi TEKCTOB aHHOTaUWiA; COCTaBneHue TekcTa
pedepatmBHoro ob3opa; obcyxaeHne ob3opa Ha 3acefaHum
Hay4yHO-MeToAMYEeCcKoro (pefakuMoHHOro) coBeTa; AopaboTka
0030pa No 3amevyaHusM; cgada B nevaTb:
12 Nno PyCCKUM MCTOYHWUKaM 5200,0
13 No CMeLUaHHbIM UCTOYHMKaM 6480,0
14 MO MHOCTPaHHbIM UCTOYHUKaM 7300,0
CocTtaBneHue aKcnpecc-mHgopmaunm:
15 BbISIBIIeHNe 1 0TOOp MaTepuarna no Teme, cuctemMaTusaums ero v | OAvH aBT. NNCT 3840,0
NnoAroToBKa Ans neyatu
CocTtaBneHve OGubnuorpacgmyeckon  3anucu, aHHOTaLuM,
pedepaTa
CoctaBneHue 6nbnumorpadunyeckor 3anucu: N3y4yeHne n aHanua | ogHa 3anvcb
AOKYMEHTa, COCTaBIieHWe 3arofioBka OMuCcaHusi, MpoBepkKa
3anncu, BHECEHWE UCMpaBeHnin
KonnyecTBo anemeHToB 61bnmorpadnyeckoro onMcaHus:
16 1-4 3,2
17 5-6 54
18 7-9 6,4
CoctaBneHme aHHOTaUUW; W3y4eHWe W aHanu3 [OKyMEeHTa, | OgHa aHHoTaums
HanMcaHne TekCTa aHHOTauuu:
19 aHHOTUPOBAHNE KHUT 270,0
20 aHHOTMpPOBaHME cTaTen 160,0
21 cocTaBneHue pedeparta: M3ydyeHWe W aHanua [OKyMeHTa, Ha | OAWH aBT. NUCT 5920,0
KOTOpbIN cocTaBnsieTca pedepar, HanncaHwe TekcTa, BHECEHUe
mcnpasfeHnin
22 aHanuTu4eckasi poOCMUCb XXYpHambHbIX, ras3eTHbIX CTaTel, | O4Ha POCNUCH 120,0
cbopHuKoB, Brubnunorpadguyeckmx nocobum
23 O3HaKoMmNneHve C COoAepXaHuem W3[aHusi; COoCTaBlieHue | odHa cTaTbs 3,6

aHaNMMTU4YEeCKOro onncaHna Ha ctaTtbio




I'IpumeanMe: HOpmMa BpeMeHW Ha CcocCTaBlieHune 6VI6J'WIOI'paCbVI‘~IECKOFO nocobuss gaHa u3 pacyeTa

paBoThl aBTOPCKOrO KOMMEKTUBA.

4.9. MNepeBon 1 nepepaboTka NevyaTHbIX TEKCTOB C MHOCTPAHHbLIX A3bIKOB Ha PYCCKUM U C PYCCKOro Ha

UHOCTpPAHHbIE A3bIKU

Tabnuua 79
N n/n HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
namepeHns BpEMEHM,
MUH.

1 2 3 4
lMepeBod TEKCTA C MHOCTPAHHbIX 13bIKOB Ha PYCCKUIN A3bIK
YTeHne opurmHana, aHanmsa TekcTa, pa3MeTKka ero C BblABIEHNEM | OAWH aBT. NINCT
TPYAHbIX TEPMUHOB, rpaMmmaTUyeCcKnx KOHCTPYKLMN,
nekcnyecknx o6opoToB, LIEXOBBIX U )KAPTrOHHbLIX TEPMUHOB:

1 NOMHbIN MUCbMEHHbIV NepeBos 1580,0

2 COKpaLleHHbIN nNucbMeHHbIn nepesod ot 30% go 50% obbvema 1620,0
TekcTa

3 BbIGOPOYHbIN MMCbMEHHbIV NEPEBOS 1520,0
[MepeBog TEKCTA C PYCCKOro A3blka Ha MHOCTPAHHbIE A3bIKK:

4 NOMHbIN MUCbMEHHbIV NepeBos OAVH aBT. nUCT 1980,0
TepmuHonornyeckad paboTta npwu BbIMOMHEHUN MUCBMEHHOTO
nepesoga:

5 NMOUCK OTMEYEHHbIX B OPUTMHArne HEe3HaKOMbIX UMW HEMOHATHbLIX | OAMH  TepMuH, | 18,1
TEPMUHOB M COKpALLEHUIN B CITIOBAPHO-CNPaBOYHON nuTepaType; | CokpalleHune
nogbopka COOTBETCTBYIOLLNX TEPMUHY 3KBMBANEHTOB,
paclumMdpoBKa CoKpaLleHUn
KoHcynbTaumsa nepeBogymka co cneynanmcramu:

6 BbISCHEHME MPaBUNBbHOIO WU3MNOXEHWUS 4YacTenm TekcTa no | ogHa 36,2
Marno3HakoMoWn TemaTuke; YTOYHEeHMe COOTBETCTBUSA nepesoa | KOHCyrnbTauus
opuruHany
CocTaBneHue 6ubnmorpadmn4eckoro onMcaHus:

7 cocTaBneHne Oubnuorpaduyeckoe onuncaHne mnepesoga Mo | OAHO ONUcaHue 10,8
OaHHbIM, B34TbIM C TUTYNBLHOIO NUCTa Nnepesoia
lMpoBepka 1 KOPPEKTUPOBKA NepeBoaa nocrne Habopa:

8 npoBepKa NpaBUiIbHOCTU PacnofoXeHUs oTneYaTaHHOro TeKCTa; | oAMH aBT. NINCT 200,0
CBepKa C pyKonucChblo; npaska
TexHn4yeckoe opopmMmIieHMe NEPEBOAOB:

9 HanucaHne B TEKCTe MepeBoda CUMBOSIOB M BCTaBOK Ha | O4HO 2,0
MHOCTPaHHOM 513blKe BNUCbIBaAHNE

10 YyCTaHOBKA PUCYHKOB, Tabnuu, doopmyn OJWNH 3fIeMeHT 3,0
[MepeBof 3aronoBKoOB cTaTen U JOKYMEHTOB:

11 nepesof 1 3an1cb 3arofiloBka oavH 3aronosok | 10,8

MpumeyaHue:

HOPMbI

BpeMeHn npeagycMaTpmBaroT BbINOJIHEHUE MepeBOAOB C WMHOCTPAHHOIO A3blka WM Ha

MHOCTPaHHbIWA, KOTOPbIN Y NepeBoaYMKa ABMSETCS OCHOBHbLIM (M0 06pa3oBaHMi0 UM MPUMEHEHMIO);

- Npu BbINONMHEHNN NepeBOOOoB C ApYrnxX A3blKOB WX Ha gpyrme noMmMMo OCHOBHOIO K HOpMaM BpeMeHU

NpUMeHsieTcs NoBbILWaLWwmin KoadduuneHT 1,1.

4.10. UccnepgoBartenbcKkasa paboTa

Ta6nuua 80
N n/n HanmeHoBaHwue npouecca, onepauun. Coctas paboTbl EovHnua Hopma
n3mepeHusi BPEMEHM,
MUH.
1 2 3 4
PaspaboTka nporpamMmmsl (TexHuyeckoro 3apaHus)
nccnenoBaHus

O6ocHoBaHVe akTyanbHOCTU TeMbl, BbiIBIieHWMe U 060CHOBaHne
npobneMHoi cutyaumu, OpMynMpoBaHMe Lenu, 3adad u
rMnoTesbl MCCreaoBaHNs; HanMcaHne TekcTa

oAHa nporpamma




WccnegoBaHne HOCUT:

=

NUNOTaXHbIN (pa3BeabiBaTenbHbIN) Xapakrep

21600,0

NPUKNagHoOW xapakTtep

38250,0

PaspaboTka MeTogukn nccrnegoBaHust

PaspaboTka (HanncaHue) Tekcta METOOUYECKUX AOKYMEHTOB MO
NpPoOBOAMMOMY  MCCNeaoBaHWIO, amnupuyeckas anpobauus
peneBaHTHOCTU COCTaBJiIieHHbIX [OOKYMEHTOB; YTO4YHEeHne W«
AopaboTka MEeTOAMYECKOr0 MWHCTPYMEHTapusl, COCTaBreHune
OKOHYaTEeNbHOro BapvaHTa JoKYMeHTa:

OQHa MeToaunKa

METOAMUKN MPOBEAEHUS UCCIEef0BaHMs, HOCSALLErO NMUMOTaXHbIN
(pasBegplBaTENbHbIN) XapakTep

18000,0

METOAMKN MPOBEAEHUs UCCREAOBaHMWA, HOCSLLEro MpUKNagHom
Xapakrep

33000,0

PaspaGoTka WHCTPYKUUA nNo  06paboTke  [AOKyMeHTauuu
(McxoOHbIX AaHHBIX), NOMYyYeHHOW B Xo4e UccrneaoBaHus:

oOHa

MHCTPYKLMS

(&)]

pydHasi o6paboTka

15600,0

MallnHHasi obpaboTka

20400,0

Pa3pa60TKa npenniaHoBbIX n NaHOBbIX AOOKYMEHTOB
NepCrnekKTnBHOIroO Xxapakrepa:

pa3paboTka KOHLEMNLWUU OCHOBHbLIX HanpaBlieHWA pas3BUTUS
BMbnnoTe4HOro gena B permoHe Ha NepcnekTney

OOWH aBT.

JINCT

13050,0

KOHUenTyanbHoe obecneveHne Gubnuorpaduyeckmx msgaHun;
060CHOBaHME aKkTyanbHOCTU TeMbl, YMTaTenbCKoe U LeneBoe
HasHayeHne nocobus, ero CTPyKTypbl (Cxembl), BbipaboTka
METOANYECKMX MPUHLUMMOB N PELUeHUA ANS PackpbliTUS TeMbl;
HanucaHwne TeKkcTa

OAWH aBT.

NNCT

11220,0

COCTaBfeHWe NporHo3a, CBSA3aHHOroO C NepPCrneKkTMBaMu pasBuTus
onbnunoTek; HanncaHme TekcTa

OAWH aBT.

NNCT

13050,0

10

paspaboTka UeneBbIXx nporpamm (Ans cetu O6ubnumotek unu
oOHON OWBNMOTEKM); AMarHocTMka CUTyauuu, BHELWIHMX U
BHYTPEHHUX BIUAHWA Ha (YHKUMOHMPOBAHME W pas3BuTUE
oubnuotek (ogHon 6GMONUOTEKN); BbipaboTKa pekoMeHOauun,
peLleHWI; HanncaHne TekcTa

OOWH aBT.

JINCT

15200,0

CocTaBneHne CBOAHbIX KaTanoroB KHWKHbIX NaMATHUKOB:

11

pa3pa60TKa NpOCNeKkTa; BbiABNEHNE [OOKYMEHTOB - KHUXKHbIX
NaMATHUKOB; OnncaHne n cocTtaBJieHne CnpaBoO4YHOro annaparta

OOWH aBT.

JINCT

18200,0

Opl’aHI/I3aLI,VIOHHaFI pa60Ta Nno npoBeaeHno nccriegoBaHnA:

12

co3daHne uccnegoBaTenbCKOrO  KOMMEKTWBA; COCTaBreHune
paboyero nnaHa NpoBeAeHUs UCCNeA0BaHUA, CornacoBaHue ero
C ucnonHuTenamu;  onpegenenHve  nnowagkn  (6a3bl)
nuccrnegoBaHus; nepenncka ¢ HUMU; NMPOBEAEHNE MHCTPYKTaXew,
CeMMHapoB, COBELLaHNNA, KOHCYNbTaunm

0QHO

nccnenosaHune

7140,0

13

ovbnunorpaduyeckasn npopaboTka Tembl UccrefoBaHust, pabota
B apxmBax, U3y4yeHne HOpMaTUBHO-TEXHNYECKON AOKYMEeHTaunun,
nHdopmaumm o6 aHanorax v gpyrMx matepuanax, OTHOCSALLMXCS
K pa3pabaTbiBaeMoii Teme

OQVH aBT.

NNCT

1200,0

O6paboTka nony4eHHoW MHpopMaumu:

14

c6op M o06paboTka MHGOPMaUWM Ha OCHOBE MNepBUYHbLIX
MCXOAHbIX AaHHbIX (CTATUCTMYECKUX AaHHbIX, OTYETOB, MaHOB,
CrnpaBoK, MaTepuasnios KOMaHOUPOBOK)

OOWH aBT.

JINCT

7800,0

15

aHanu3 o06paboTaHHOW WH(OPMaLIUM;, BbIBOAbI, pPeLIeHUs,
NporHo3

OOWH aBT.

JNINCT

5200,0

MogroToBka mMaTtepuanoB no nTtoram HaquOVI pa6OTbII

16

HanncaHme Hay4Horo ot4yeTa, nNnoAroToBka pykKonucu K neyaTtn Ha
Pa3fIMYHbIX 3Tanax pa6OTbI

OOWH aBT.

JINCT

13200,0

17

HanvMcaHue NpPOMEXYTOYHOro oT4yeTa (cmpaBku) O Xode
nccrenoBaHus

OJWH aBT.

NNCT

6400,0

MogroToBka M HanUcaHWe TEKCTa CTaTbW B COOPHMK Hay4HbIX
TPYAOB, MpakTudeckoe nocobue, MpodeccroHanbHy Mnpeccy;




noAroToBKa PyKOMnucuK K

nevyaTu Ha pa3sIMYHbIX 3Tanax pa6OTbIZ

18 CTaTbsl TEOPETUYECKOro Xapakrepa 15200,0
19 CTaTbsl NPUKNA4HOIo, NPaKTUYECKOro Xxapakrepa 9200,0
20 HanucaHve p[oknaga no wuToraMm Hay4yHOro uccrenoBaHus; | OAMH aBT. NUCT 6700,0
noAroToBKa PyKONUCcen Ha pasnunyHbIxX atanax paboTsl
21 paspaboTka pekoMeHAauuW, WHCTPYKUMW NO BHEOPEHUIO | OO4MH aBT. MUCT 14100,0
MaTepuanoB Hay4HOro WCCNeaoBaHWs; HanucaHue TeKCTa,;
NOAroTOBKa PYKOMMWCM K MeYaTu Ha pasnnyHblx aTanax paboThbl
MpumeyaHus:
- HOpMa BpEeMEeHW Ha CcocTaBfeHue nporpaMmm, MeToOuK, MHCTPYKUMWA OaHa Ha uccrefoBaTenbCKuin
KONNEKTUB;

4.11. MeTogunyeckas paboTa

Tabnuua 81

- 4acbl Tpygo3aTtpaTt pacnpenenarnTca Mexay NCNoJfIHNTeNnAaAMn B 3aBUCUMOCTU OT UX Harpy3ku.

N n/n

HanmeHoBaHune npouecca, onepauun. CocrtaB paGOTbI

EovHnua
n3mepeHuns

Hopma
BPEMEHM,
MWH.

2

3

4

MogroToBka METOAMYECKOro NOCOBUS, pekoMeHgaunm

MpuHUMNUansHO HoBas paspaboTka TeMbI:

n3yvyeHne Tembl, BbidBrneHne n aHannu3 AOOKYMEHTOB MNo Teme,
YTOYHEHMEe 4YuTaTesnbCKkoro 1 ueneBoro HasHa4veHuA nocobwus,
peKOMeHﬂaLLMVI; COCTaBJieHMe npocnekTa; HanncaHme Tekcrta

OAWH aBT. NMUCT

15300,0

Mogandmkauusa paHee pa3paboTaHHON TEMBbI:

BbIiIBNEHNE N WU3Yy4YEHME HOBbIX OOKYMEHTOB M HaKOMMEHHOro
ovbnunotekamm onbiTa NO TeMe Mocobusi, peKkoMeHaauui;
YTOYHEHUE NPOCMEKTa, BHECEHWE W3MEHEHUSI B CTPYKTYpY W
TEKCT B COOTBETCTBUM C JOCTMKEHUSAMM OUBIMOTEUHO TEOPUM U
NpaKkTWKKN; NOArOTOBKAa PYKOMWUCK K 0OCyXaeHuo; gopaboTka no
utoram obcyxgeHus

OAWH aBT. NIUCT

8670,0

Pa3pa60TKa LOOKYMEHTOB, pernameHTupyrnLmnx OeATellbHOCTb
O1bnnoTek, NoNoXeHUN, VIHCprKLI,VIVI, NPOEKTOB NOCTaHOBMEHUN,
YCTaBOB, 3aKOHO4aTelIbHbIX akTOB

npl/IHLl,l/Iﬂl/Iaﬂ bHO HOBada TeMa:

BbISIBMIEHNE, U3YYEHUE W aHANWU3 OENCTBYIOLNX AOKYMEHTOB MO
Teme, HanucaHue TeKkCcTa NpoekTa [AOKyMeHTa, obcyxaeHue,
anpobupoBaHue B oubnmoTekax, Ha 3acegaHum
Hay4yHO-MEeTOAMYEeCKOro  coBeTa;  AopaboTka  [OKYMEHTa;
NnoAroToBKa K yTBepXaeHur

OOWH aBT. IUCT

17340,0

Mogaundmkaumnsa paHee pa3paboTaHHOIro JOKYMEHTa:

aHanuM3 ¥ oueHKka [OOKyMeHTa; MOWCK W oTGop HOBBIX
AeNCTBYIOLWUX [OKYMEHTOB MO TeMe, BHECeHWe W3MeHeHWli B
TekcT [OKYMEHTa; obcyxaeHne Ha 3acegaHum
HayyHO-MeToaMYeckoro coseTa; QgopaboTka Mo uTOram
06CcyXaeHUs; NOAroToBKa K YTBEPXKAEHMI0

OOWH aBT. NIUCT

7650,0

PaspaboTka y4yeTHbIx dhopMm, Tabnuu, o6pasLoB:

yTOo4YHeHMe npeameTa, obbekTa, cogepKaHus y4eTHoW opMbl,
Tabnuubl, obpasua; oTbop nokasaTenen, cuctemaTmaauus Uux;
paspaboTka MakeTa y4yeTHOM dopmbl, Tabnuubl, obpasua;
obcyxaeHne Ha 3acedaHuMn Hay4yHO-MEeTOAMYECKOro COBEeTa;
MOArOTOBKA K YTBEPXKOEHUIO

OOWH aBT. JIUCT

7650,0

CocraBsneHue pekomeHaaL it rno BHeApPEHIo
pernamMeHTUpPYLLMX JOKYMEHTOB B MPaKTUKY:

paspaboTka METOANYECKUX pEKOMEHALMI, UHCTPYKLUMIA, NITaHOB
Mo BHEAPEHWI0 HOPMAaTMBHOW [OKYMEHTauuu; MOATrOTOBKa
pYKOMWCK K neyaTtu

OOWH aBT. JINCT

14025,0

MoAroToBka  MWCbMEHHOW  KOHCYMbTaUUW,  MeTOAMYECKOro




nmcbma:

7 BbIiBNEHNe W aHanua [JOKYMEHTOB MO TeMme; MU3y4YeHwe U | OAMH aBT. NUCT 8670,0
obobuwieHne onbiTa paboTbl OMBNMOTEK; HanMcaHue TekcTa
KOHCynbTauun, METOAMYECKOrO0  MNUCbMa; MNOAroTOBKA K
OOCYyXOEHUI0 Ha 3acefaHnM Hay4yHO-MEeTOAMYECKOro COBETa;
gopaboTtka no utoram obCcyxgeHusi; coada B nevarb
MoprotoBka 0630pa [eATenbHOCTH onbnunoTek no
onpegeneHHon TemaTuke:

8 YTOYHEHNEe Tembl 00630pa; onpefeneHne XPOHOSOrMYECKUX | OAWH aBT. JIUCT 9180,0
rpaHuupbl; BbISIBNIEHWE [OOKYMEHTOB, OTOOp MX, MPOCMOTP M
aHanus; HanucaHwe TeKcTa; NoAroToBKa  pykonucu K
OOCYXOEHUI0 Ha 3acefaHnyM Hay4yHO-MEeTOAMYECKOro COBETa;

JopaboTka pykonucu nocne obcyxaeHus
PeueH3npoBaHne HayyHbIX, METOANYECKUX, MHEDOPMALIMOHHBIX
MaTepuanos:

9 YyTeHne peLeH3MpyemMoro marepuana; oueHka ero B LUenoMm, | OAWH aBT. NUCT 783,0
OTAENbHbIX yacren, yCTaHOBMEeHne COOTBETCTBUS
ynTaTtenbCkoOMy W LEMNeBOMY Ha3HaA4YeHWIO, HayyYHbIM U
MeToAMYECKMM TpeboBaHNAM

10 HanucaHne peLeH3uun OAVH aBT. NUCT 1305,0
[MoaroToBKa NEKUUN, KOHCYNbTaunmn
Paspabotka nnaHa  nekuwin, KOHCynbTauun, noabopka | ogHa  nekuums,
mMaTepuana, usydeHue ero; CocTaBrieHue cnucka nutepaTtypbl K | KOHCyrnbTauus
NeKLuMmn, KOHCYNbTauun; HanMcaHme TekcTa:

11 nekuusi 1566,0

12 nekums, TemaTuyeckas BcTpeya, BeOnHap, MacTep-kKnacc 90,0

13 nepeBMYHas rpynnoBas KOHCYbTauus 1305,0

14 NOBTOPHAsA rpynnoBas KOHCynbTauusa C Yy4eTOM HOBOIO 522,0
MaTepuana

15 nposefeHne YCTHOM MHOMBMAYaNbHOW KOHCYNbTauuu oaHa 50,0

KOHCYynbTauns

16 OTBET Ha NUCbMO OJHO NMUCbMO 162,0
lMpoBegeHWe ceMUMHApPOB, Y4eOHbIX KypcoB, MNPaKTUKYMOB,
CTaXVpPOBOK:

17 ceMuHap, YydeOHbIi Kypc (2-7 pQHen); onpegeneHve Tewmbl, | oAuH cemuHap, | 8400,0
YTOYHEHUE CPOKM NPOBEAEHWs, COCTaBliEHME Nporpammbl, | y4eOHbIV Kypc
OnoBeLleHNEe Y4aCTHUKOB W BbICTYNALLNX
Mpaktnkym (7-10 pgHewn); onpegeneHve Tembl, 3adaHus, | OOUH MPaKTUKYM
YNpaXHeHUs; CcocTaBneHne rpadmk U  YTOYHEHUE CPOKMU
NpoBeAEHUS 3aHATUN:

18 rpynnoBoOn NPaKkTUKyM 2295,0

19 WHOMBMAYaANbHbLIA NPAKTUKYM 2160,0
CraxupoBka (7 - 10 gHen); yTOYHeHME CpOKOB MpoBedeHWs | ogHa
CTaXXMPOBKM; BbISIBNIEHNE NUTEpaTypbl MO U3y4aeMoMy BOMPOCY; | CTaXMpPOBKa
COCTaBneHne nporpaMmbl U rpaduka CTaXMPOBKA C Yy4ETOM
cocTaBa  cnywartenen;  3akfnwyeHne O  MPOXOXAeHUU
CTaXVPOBKMU:

20 rpynnoBas CTaxunpoBka 2805,0

21 WHAVBMAYaNbHAsA CTaXnpoBKa 2349,0
MpaKTuKa CTYyQEeHTOB BbICLLMX U CPEAHUX CnielmarnbHbIX Y4eOHbIX
3aBeieHUN:

22 noaroToBka W opraHusauust npakTuku ctygeHToB (go 30 gHen); | ogHa nNpakTuka 4860,0

paspaboTka nNnaHa NpakTVMKWM,  cornacoBaHMe ero c
pykoBoauTenem  npakTuku  (NpeactaButenem  y4eBHOro
3aBefeHuns); CocTaBreHMe rpadmka MoCELEHNs CTPYKTYPHbIX
noapasfeneHnii;  opraHuMsauusi  NpakTUYeCKUX  3aHSATUI;
noABefdeHVe WTOTOB TpPaKTWKW; COCTaBleHVe XapaKTepucTuk
MPaKTUKaHTOB

[MpakTnyeckme 3aHATUS:




23 noaroToBka MPaKTUYECKMX 3aHATUWA; COCTaBneHue 3adaHusi Mo | OOHO 3aHsTue 1050,0

BbINOMHEHNIO n3y4yaemoro BGubnuoteyHoro npouecca,
KOHTPOIbHbIE BOMPOCHI, TEMATUYECKUIN CMNUCOK nuTepaTypbl K
3a[aHuI0; HanMcaHve Te3ncos

CocTtaBneHune y4ebHOV Nporpammbl:

24 onpeneneHve cocTtaBsa cnywarenem; cocTasfieHne | ogHa nporpamma | 5733,0
TEMaTUYECKOro nraHa, YTOYHeHWe nopsgka  UsydeHus;
onpegeneHne  nocnegoBaTeribHOCTU  U3MNOXEHUS  TeMbl,

BbldeneHve OCHOBHbIX BOMPOCOB; COCTaBfeHMe  Chucka
niutepaTtypbl MO TemMaMm MporpaMmmbl; HanucaHue TeKCTa;
o6CyxaeHne nporpamMmmbl Ha 3acefaHun Hay4HO-MEeTOANYECKOrO
coBseTa

MoceweHne ©OMBNMOTEK, Bble3abl B KOMaHAWPOBKM C LENbLo
n3yvyeHus paboTbl 1 OKa3aHUs METOAMYECKOW MOMOLUM:

25 noarotoBka K KOMaHOMPOBKE; YTOYHEHWEe CpOKOB W Uenu | ogHa 574,2
KOMaHONPOBKKU, O3HAKOMIIEHUE C MMEKLLMMNCA AOKYMEHTaMMN U | KOMaHOUPOBKA
MaTtepuanamu npegbigyLimx Bele3goB U nybnvkauum B nevatu;

COCTaBneHne nporpaMmbl (nnaHa) KOMaHANPOBKM

26 cocTaBneHme  MHGOPMALMOHHOrO  otyeTa  (cnpaBku) O | OAWH OTYeT 1050,0
npoBedeHHOW paboTe; OTYET BKIOYaET: CBEAEHUs O MecTe
Bble3aa, Lensix U CPpoKax KOMaHAMPOBKM, 0ObEKTax NnoceLleHus,
aHanmMa cocTosHMsA paboTbl MO Teme Bble3ga, BbIBOObI U
npeanoXxeHnsa B agpec 6nbnmnorteku

27 COCTaBIIEHME aBaHCOBOro OTYyeTa, 3anoSfiHeHWe OTYETHOro | OAWH OTYeT 40,0
OnaHka co BceMy NpPUNOXeHUsaMY, cgada B byxrantepuio

28 nogrotoeka WHdopmaumMm no pesynbTaTtamM KOMaHOWMPOBKWU | ofgHa 105,0
(ycTHO) B ceKTope, y 3aBefylLero OTAEefoM, Ha HayyHo- | MHpopMauus
MeTOANYECKOM COBETE, 3aceaHnn gmpekumm
MoOHUTOPUHF gesTenbHOCTU AeTckux 6Bubnuotek Poccuinckon
degepauymu;

29 cocTasrieHme (oopM OTHETHOCTHU OAWH oTyeT 1200,0

30 pacchblrika MHOpMaLMOHHBLIX nnucem 1 popm otdyeTHOCTU no Bl | ogHa pacceinka | 45,0
aetckux 6ubnuotek Poccuickon Pegepavmm

31 cbop opmM OTYETHOCTM, INEKTPOHHbIE U TenedoHHbIe | OauH cOop 120,0
KOHCYNbTaUuu No Bonpocam 3anonHeHus dhopm
CocTtaBneHne kaneHgapsi nNpodeCCUOHanbHbIX MeponpuUATUI
petckux 6ubnuotek Poccunckon Pepepaumm (exerogHoli U
eXeKBapTalibHbIN):

32 COCTaBrieHne 1 paccblyika MHPOPMaLMOHHbIX NNCEM exerogHas n| 120,0

KBapTanbHas

33 cbop n obOpaboTka MNOMNy4YeHHOW WHGOPMaLMK, BHECEHME B | exerogHas n | 1200,0
KaneHgapb npodeccuoHanbHbIX MeponpuUATUi KBapTanbHas

34 YTOUYHEHWE MHOoPMaLUKU MO MPOBOAUMBIM MEPONPUATUAM exerogHas n | 200,0

KBapTanbHas
0630p nybnmkaumn npodeccuoHanbHON Npecchl (eXXeMeCcaYHo):

35 0oT6Op, NPOCMOTP U aHanu3 cTaTen B XXypHanax MecsYHas 450,0

36 YyTeHWe maTtepuana MecsYHas 420,0

37 HanucaHwe ctaTbu MecsavHas 400,0

38 chada B oTAen pasMmelleHns MHpopMaunn Ha canTte Mecsa4YHas 10,0

39 noaroToBKa (pepaktupoBaHue) eXerogHom CBOOHOW | OOVH OTYeT 18900,0
CTATUCTUYECKON OTHETHOCTU CrneumanmanpoBaHHbIX BnbnmoTek
Poccuiickon Pegepauuun, paboTtarolmx ¢ MONoaEXbHo

40 OCyLlecTBreHne MOHUTOPWHra JeaTtenbHOCTU | ogHa 105,0
crneunanuanpoBaHHbiX 6ubnunotek Poccuiickon ®depepaunu, | nHdDopMaums
paboTarLmx C MONTOAEXbLI0 ANa BBOAA B 6asy (eXXemecs4Ho)

MpumeyaHue:
- K HOpMe BpemMeHW npu COCTaBNEHWW [OOKYMEHTOB, perfaMeHTUpylwmux OesaTernbHOCTb

pecnybrMKaHCKNX, KpaeBblX U 06nacTHbIX GubnuoTek, NpUMeHsaeTCcsa nosbiwaoLwmi koadduuneHT 1,15;
- BpeMs NPOBEAEHUs NeKUMM, KOHCYNbTauuu, MPakTUKYMOB, CTaXXMPOBOK, NPaKTWKW, npebbiBaHus B




KOMaHOMPOBKE 1 NpoBeAeHNs MHOpMaL MK No ee pesynbTatam B HOPMY BPEMEHU HE BXOOUT.
4.12. Pa6oTbl Hay4HO-OpraHM3aLMOHHOrO XxapakTepa
Tabnuua 82

N n/n HanmeHoBaHue npouecca, onepaumu. Coctas paboTsl EovHnua
N3MepeHus

Hopma
BpEMEHWU,
MWH.

1 2 3

4

MoaroToBka M MNpoBedeHME  TEOPETUYECKOW,  Hay4Ho-
NpakTU4ecKkon KOHMEPEHLIMN, TEMATUYECKOTO CeMUHapa; NMouck
MeXayHapOoaHbIX cneunanuncTos; COMNpoBOXAEHNE
MeXAYHapOAHbIX CMeuuanucTtoB B KavyecTBe MepeBOAYUKa;
NMUCbMEHHBLIN  NepeBof  MH(OPMALMOHHBLIX  MaTepuanoe C
PYCCKOrO Ha MHOCTPaHHbIE A3bIKK

OnpegeneHne  coctaBa  OprkOMuMTeTa U YYaCTHMKOB | OAQHO

KOHepeHuunn, cemuHapa; (opmMupoBaHne u yTBepxXaeHue | MmeponpuaTue
nporpaMmbl U MNpurnacuTensHOro 6uneta; OpraHu3auMoHHblE
MEepOonpuATULA; NOAroTOBKA K M3OaHWIO Te3ncoB; BbipaboTka
npoekTa pekomeHaaumm; (PUHAHCOBO-X03ANCTBEHHOE
obecneyeHne KoHdpepeHUUM, CeMuHapa; aHanu3 W OLeHKa
paboTbl KOHEPEHLMKN, CEMMHapPa; NOABEAEHNE UTOTOB

Konnyectso Y4YaCTHUKOB:

=

1-100

5670,0

N

101 - 150

7560,0

3 151 - 450

9300,0

MogrotoBka M MpOBEAEHME CEeMUHapa, MEeTOAMYECKOro [AHS,
3acegaHus "kpyrnoro ctona", BebuHapa

Onpegenexne YYaCTHUKOB, pyKoBOAUTENS, NeKTopoB, | 04HO
JOKNaJ4yMKoB, Cpoka W MecTa MpOBEAEHUA CeMuHapa, | Meponpusitue
MEeTOAMYECKOro OHS, 3acedaHus "Kpyrnoro ctona", BebuHapa;
onpegernexHue KOHTUHreHTa Y4YaCTHUKOB; pa3paboTka
nporpaMmmbl;  MHGOPMaLUMOHHOEe obecneyeHne; BbipaboTka
npoekTa pekoMeHAauuh; u3gaHue M paccbifika nporpamMmel;
perncTpaumsi  y4acTHWMKOB; TEXHMYECKOE  COMpPOBOXAEHME
BebmHapa: obecneyeHne 3NEKTPOHHOW  KOMMYHMKATUBHOM
nnoLwaaku, noaroToBka 3NEKTPOHHbIX npeseHTauun,
KOHBEPTUPOBAHWE MpPe3eHTauni Ha 3NEeKTPOHHbIE NNaTdopMbl,
OVCTaHUMOHHAsA HacTpoMKa KOMMbOTEPHOro obopynoBaHUs
cnywartenen, npeaBapuTenbHOE TecTUpoBaHWE W BedeHue
BeOMHapa; aHanu3 M OueHKa ceMuHapa, MeToOUYEecKOro AHs,
3acefanus "kpyrnoro crtona”, BebuHapa

KonnyectBo Y4aCTHUKOB!

1-50

1570,0

51-100

3980,0

101 - 150

6150,0

~N (oo~

151 - 450

8270,0

MoaroToBKa 3acefaHWin peaKonneruu:

8 YTOYHEHUE CpOKa M MOBECTKM 3acefaHusi; oTbop maTepuanoB | ogHO 3acefaHue
ana  obcyxgeHuss M noprotoBka WX AN KOMUPOBAHUS;
onpegerneHne OMMOHEHTOB (PELEH3EHTOB); OrMoOBELleHNe O
3aceflaHNM YNIEHOB pEeaKONNerMun; pacchliika MaTepuanos Mo
NnoBecTke 3acefaHus; ochopmneHue NpeanoXeHnn,
BbICKa3aHHbIX y4aCTHUKaMn 3acegaHua

560,0

OpraHunsaumst 3acefaHuin nNpobGneMHbIX KOMWUCCWUIA, COBETOB,
TBOPYECKMX KONSIEKTUBOB:

9 onpeaeneHne NOBECTKM OHSI U CPOKOB NPOBEAEHMS 3acefaHusi, | OQHO
YTOYHEHWE COCTaBa Y4YaCTHWKOB; MNOATOTOBKA [OKYMEHTOB, | MeponpusiTue
OpraHn3auMoHHble MeponpusaTMS (OMOBELLEHME O 3acefaHuu,
noabop maTepmnanos); opopMneHne NPOToOKONa 1 peLleHus

940,0




MpumeyaHue:
- MpuM NpPOBEAEHUU MEPONPUATUN Ha MeXOyHapoOHOM YPOBHE K HOpME BpPEMEHM MNpUMEHSIETCS

nosbiwatrowmm koapdpuuneHT 2,0; Ha degepanbHOM ypoBHe - 1,85;

- B HOpMY BpeMeHun He BXOOUT BpeMA MnpoBeaeHuA KOHd)EpEHU,VIVI, ceMunHapa, MeToan4deckoro AH4,

3acenaHus "Kpyrroro ctona" u Bpemsi, CBi3aHHOe C U3JaHMeM MaTepuanoB KoHepeHLUMn, CeEMMHapa.

4.13. PegakTupoBaHue pykonucen

Tabnuua 83
N n/n HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
n3mepeHuns BPEMEHMU,
MUH.
1 2 3 4
PegakTnpoBaHue HayYHbIX 1 METOAMYECKMX MaTepuanos
lMpoBepka n ncnpasneHne pykonucu B npouecce NoAroToBku ee K
neyatu; YyCTaHOBKa COOTBETCTBMS TeKCTa HayyYHbIM U
nuTepaTtypHbiM TpeboBaHusAM, hopme 1 LeneBoMy HasHaYeHuo
n3gaHus, cornacoBaHWe BHOCUMbIX MCMPaBMEHUA C aBTOPOM;
gopaboTtka pykonucu:
1 pegakTupoBaHme MoOHorpaduii, COOPHUKOB Hay4HbIX TPyAoB, | OAMH aBT. NMUCT 2840,0
Hay4YHbIX OTYETOB, NPaKTUYECKMX nocobui
2 pefaktupoBaHue MeTOANYECKNX Marepuarnos: | OAMH aBT. NUCT 2500,0
WHCTPYKTUBHO-METOANYECKMX nncem, pekoMeHaaunm,
KOHCYInbTaLnin, 00630poB AeATENbHOCTN BUBIMOTEK
3 pepakTupoBaHue OOKYMEHTOB, pernaMmeHTUpyroLWnX | OOMH aBT. JINCT 2400,0
geaTenbHoCcTb BUBNMOTEK: YCTaBOB, MONMOXEHWUA, UHCTPYKLUIA
4 penakTMpoBaHWe CTaTUCTUYECKUX Tabnuu, Y4YeTHbIX ¢opM, | o4MH aBT. MUCT 1980,0
006pasuoB
5 peLakTMpOBaHME  MaTepuanoB  KOHMEepeHUWin:  OOKMagos, | O4MH aBT. NUCT 1050,0
CcoO0OLLIeHUI
PacwwndppoBka ayauosanucen (maTepuanoB KoHdepeHuun,
COBELLaHNI):
6 Habop TekcTa c ayguodanna OOVH aBT. NnCT 2400,0
7 pegakTupoBaHme HabpaHHOro TekcTa OAWH aBT. NUCT 1200,0
8 KOHTPOJSIbHOE pefaKTMpoBaHue OAWH aBT. NUCT 120,0
PepaktupoBaHne nonynsapHoro dubnuorpadgpuyeckoro nocobus,
PETPOCNEKTUBHBIX  HAy4yHO-BCMOMOraTernbHbIX  yKasaTenew,
0630poB, CcrnpaBok, pedepaToB, aHHOTALWN:
9 pefakTupoBaHMe NonynspHbiX Gubnuorpaduyeckux nocobui: | oavH aBT. NUCT 2640,0
TeMaTnyeckmx bmbnmorpadmyecknx ykasarenen, CnpaBoYHUKOB
10 pefakTMpoBaHMe PeTPOCMNEKTUMBHbIX Hay4yHO-BCMOMOraTellbHbIX | OOMH aBT. IUCT 2100,0
yKasarteneun
11 pefakTupoBaHMe aHanuTM4Yeckux 0630poB, CNpaBok, aHHOTaUWA, | OAMH aBT. NNCT 1080,0
pecepaTos, CBOAHbIX pedepaTnBHbIX 0630poB,
aKcnpecc-nHgopmaumii
12 penakTupoBaHue brubnunorpadudeckon sanncu OfHa 3anncb 4,6
13 KOHTPOJIbHOE pefaKTnpoBaHue OfHa 3anncb 6,2

KoadppuumeHT 1,1.

4.14. BcnomMmoraTtenbHO-TeXHU4Yeckas pabora

I'IpumeanMe: npun pegakrmpoBaHM CMeLaHHOro Tekcta K HopmMme BpeMeHU npuMmeHaeTca NoBbILLIAKOLLNIA

Ta6bnuua 84
N n/n HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
1 O3HaKOMJIEHUEe C MaTepuanom OAWNH JOKYMEHT 10,0
2 pefakTMpoBaHMe maTtepuanos OAWNH JOKYMEHT 12,0

KoagppuumeHT 1,1.

I'Ipumeanwe: npu pegakTtnpoBaHMm CMeLllaHHOro TeKCta K Hopme BpeMeHu npnmMeHaeTca NoBbILLAKLWLMNA




4.15. Pa6oTa no opraHusauum Tpyga 1 ynpaBrieHUI0

Ta6bnuua 85
N n/n HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
n3mMepeHns BPEMEHM,
MUH.
1 2 3 4
lMnaHupoBaHue paboTsl
C6op, aHann3 ncxogHom nHdopmauum; onpeaeneHne OCHOBHbIX | OA4MH nnaH
3ajady  roga, YTOYHEHME CpPOKOB  BbINOMHEHUS  3agaHui,
HanucaHne OObBbACHUTENbHOM 3anuckW; MOAroTOBKAa NpoekTa
nnaHa kK obcyxaeHWo Ha BCex YpOBHAX, gopaboTka nocne
obcyxaeHus; npeacTaBrneHve nMnaHa Ha cornacosaHve u
YTBEPXKAEHME:
1 nnaHa 6ubnuoTtekn 6240,0
2 nraHa otgena, cekropa 2740,0
3 MHAWBUAYANbHOro niaHa 370,0
E>xeqHEBHLIN y4eT paboTbl B CTPYKTYPHbIX NogpasaeneHusx:
4 CTaTUCTUYECKUN yyer 3anuncaBLUMXCH | odHa 3anuchb 2,8
(nepeperncTpnpoBaBLLMXCS) YnTaTenemn
5 CTaTUCTMYECKMI YYET KHMIOBbIgAuY, NoceLeHnmn Oo[Ha 3anncb 8,6
6 yyeT  nHdopMaUMOHHO-Onbnnorpadguyveckorr  paboTbl  NO | ogHa 3anuch 2,7
YCTaHOBIIEHHOW bopme
7 y4€eT BbINOSTHEHHbIX CMPaBOK oHa 3anucb 2,7
ExxeqHeBHLIN y4eT aboHeHTOoB, nonbaytowmxcss MBA:
8 CTaTUCTMYECKN y4eT aboHEHTOB, nonbaywmxcs MBA oJHa 3anucb 2,7
9 CTaTUCTMYECKMI  ydeT  MNOSyYEeHHbIX 3aKa3oB, Bbl4aHHbIX | O4HA 3anuUCb 9,8
OOKYMEHTOB
10 CTaTUCTMYECKNA Yy4eT 3aka3oB, MepeHanpaBfeHHbIX B Apyrne | odHa 3anucb 2,7
onbnuoTeku
11 3anucb mutorm pabotbl B "[HEBHWK paboTbl" nogpasgeneHus | ogHa 3anucb 3,2
onénmnoTekun
12 WHOMBMAYANbHLIN YYeT: exxeHeBHOe 3anosiHeHMe NUCTKa yyYeTa | ofgHa 3anucb 2,7
TpygosaTtpaT unv gHeBHuKa paboTbl bubnmoTekaps
CBoAHbIN CTaTUCTUYECKUIA yYeT no bubnunoteke
Yucno uyutatenen, KHUroBblga4y, MOCELEHMA WU WMHOW | OAOHA 3anucb
WHpopmaunn; NoaBegeHNE NTOrOB CTAaTUCTUYECKMX
JaHHbIX No bubnunoTeke:
13 MecsiL 528,0
14 KBapTan 792,0
15 rog 1080,0
Cratnctnyeckum ydet B pexxume AC:
16 BBOZ CTaTUCTUYECKNX OAHHBIX C KOHTPOJIbHOIO NncTa OAWH NucT 0,16
17 CBOAHbIA  CTATMUCTMYECKMA y4eT no OubnmoTteke (4Mcno | Ha mecsy 120,0
ynTaTeneun, KHUroBbigay, NoceLweHin U MHOM MHopMaLumn)
lMogBeneHne UTOroB CTaTUCTUYECKUX AAHHbIX MO bubnuoTeke: Ha mecsl,
18 MecsL 0,27
19 KBapTan 0,27
20 rog, 0,27
CocTaBneHne OTYETOB:
21 npuem MnIaHOBO-OTYETHbIX [AOKYMEHTOB OT  CTPYKTYPHbIX | OOWUH JOKYMEHT 13,0
nogpasaeneHnii ¢ NPoBEpKON MOMHOTLI COCTaBa; CoCTaBlneHune
CBO/JJHOW TabnuLbl OCHOBHbIX NokasaTenen
CocTaBneHne aHanUTUYeCKOro oTyeTa: aHanu3 AesATeNnbHOCTU | OAWUH OTYEeT
nogpasgeneHnn n 6mbnmotekn, oTMEeTKa WM3MEHEHMs 3a rog,
HanucaHWe TeKkcTa, npeacTaBfieHNe Ha corfacoBaHue wu
yTBEpXAEHe:
22 ot4yeT 6MbnnoTekn 3a rog 3980,0
23 OTYeT OTAeNa, cekropa 3a rog 1320,0




24 WHOMBMAYaANbHbIA OTYET 3a rog 586,0

CocTaBneHne UHAHCOBbLIX OTY4eTOB 00 onnate no Buaam | OOMH OTYeT
nnaTHbIX YCNVT:

25 3a mecsy, 510,0

26 3a kBapTan 840,0
CocTaBneHuve oT4yeTa Ans Yntatenen u HaceneHus:

27 onpefeneHne cpoka nMpoBedeHnd oTyeTa, MOBECTKA [HS; | O4HO 1580,0

OrnoBelleHne O AHe oT4yeTa uuTatenen, HaceneHus; BbIMYCK | MeponpuatTne
CTEeHra3eThbl; OCbOpMJ'IeHVIe NpoOTOKONAa, 3amevaHumn n
I'IpeﬂJ'I0>KEHI/Il7I ynTaTenen, HaceneHusi, CoCTaBreHme nnaHa mnx
peann3aumn

MogroToBka Nnpon3BOACTBEHHbIX coBeLaHumn

OnpeueneHMe NOBECTKN [OHA, Kpyra y4aCTHWKOB; MoArotoBka | O4HO
cnpaBku, Apyrnx MeporlpVIFITVIVI, NPpOEKTa pelleHnad; onoeselleHne | copellaHne
Y4aCTHUKOB COBeELLlaHUA; NogroToBKa nomMmeLlleHna:

28 coBellaHne paboTHUKOB BMBIMOTEKN 320,0

29 coBelllaHne paboTHUKOB oTaena 264,0

30 COBeLLaHMe MO UTOoram MPUHATBIX PELLUEHUI C LIENbI0 OLEHKN NX | OAHO 27,0
pe3ynbTaTtoB, NPOM3BOACTBEHHbIE COBELLAHUSA NO UTOoram roga coBellaHne

31 onepaTuBHoe coBellaHue (ans peLleHnd TeKyLWwmx | OgHO 22,0
Npon3BOACTBEHHBIX 3a4a4) coBellaHne
OpraHu3aunoHHas (onepatusBHas) pabora:

32 AOKYMEeHTanbHoe odopMmreHne pexuma paboTbl oTAena | oavH AOKyMeHT | 268,0
(cocTtaBneHuve rpacurka paboTbl, OTNYCKOB U APYIMX JOKYMEHTOB)

33 obecrneyeHne KOHTPONSA 3a BbIMOMTHEHMEM NPOU3BOACTBEHHOMO | O4HO 3agaHue 4.4
3a4aHvsa 1 Ka4ecTBOM paboThl

34 obecrneyeHne KOHTPOMNS 3a MWCMOMHEHWEM YNpaBreHYecKoro | OAVH OOKYMEHT 8,8
peleHuns, Npukasa, ykasaHusa AupekTopa, 3am. upekTopa, 3aB.
oTaenom

35 3akrnoyeHue, npoaneHune porosopa c dmpmamu, | oauvH JOroBop 840,0
npeanpuaTMaMu, opraHusaumamu, YaCTHbIMU
npegnpMHMuMmaTenamMm

36 COCTaBJIEHME KalbKyNAUUKU LieH Ha nnaTtHble YCnyru OAWH OOKYMEHT 3340,0

37 BbINMCbIBaHWE cYeTa, KBUTaHLUN OAWH OOKYMEHT 13,4

38 CBepkKa onnaTbl CHETOB OAWH OOKYMEHT 13,8
[enonpon3BoacTBO:

39 npueM 1 pernctpaums BXxogswen KoppecnoHaeHumnm OOVH OOKYMEHT 5,6

40 obecneyeHve KOHTPONSA 3a CBOEBPEMEHHLIM WCMOSTHEHWEM | OAWH OOKYMEHT 5,6
OOKYMeHTa

41 cuctemaTmsaumss U MOALUMBKA MWCMOMHEHHbIX [OOKYMEHTOB B | OOWMH OOKYMEHT 5,6

COOTBETCTBUN C HOMeHKﬂaTyPOIZ aen

Pa6ota B pexxume AC:

42 perucTpaums Bxoasilein KoppecnoHaeHUUW: BBOA B 6asy AaHHbIX | odHa KapTouyka 7,6
KOHTPONbHOM KapTo4kK (daTa NocTynneHus, MHAEKC AOKYMEHTa,
KOPPECMOHAEHT, [OaTa, MWHAEKC MNOCTYMMBLIEro [AOKYMEHTa,
KpaTkoe codepxaHue, pesontoLms, KoMy HanpasneH)

43 obecrneyeHne KOHTPOISA 3a UCMOSIHEHMEM JOKYMEHTA: BbIBOA, HA | OA4Ha 3anuch 4.6
9KpaH KOHTPOSbHOM KapTO4YkW, BBOL B Hee wuHGopmauum 06
MCNONTHEHUM

I'IpumeanMe: BpeMA npoBegeHnda oT4yeTa nepen 4dutartendamu, HaceneHuew, coBellaHun B HOpMY
BpeMeHn He BXoOuT.

4.16. ObcnyxuBaHue yaarneHHbIX nNonb3oBaTenen

Tabnuua 86
N n/n HaumeHoBaHwMe npouecca, onepauun. Coctas paboTbl EauHnua Hopma
n3mepeHuns BPEMEHM,
MWH.
1 2 3 4
Perncrpaumns nonb3oBaTenien B peXXvme OHMNavH:




1 npoBepka 3anucu nonb3oBaTens B bubnmnorteky OoaWH 1,0
nonb3oBaTtenb
2 obpaboTka n BBOA4 hamunmm, UMeHW, OT4ECTBa NoNb3oBaTens U | OAuH 2,5
agpeca ero aneKkTPOHHOW NoYTbI 3IEKTPOHHbIN
dopmynsp
3 COCTaBreHne Nucbma ¢ yKkasaHueM NornHa u creHepmpoBaHHOro | O4HO 25
cucTemMon napons, NpuKpenneHne MHCTPYKUUM NOMb30BaHUA U | 3NEKTPOHHOE
OTnpaBKa ero rno 3NeKTPOHHOW NoYTE MOosib30BaTeNo NMCLMO
O6cnyxvMBaHve Nonb3oBaTenen B peXnMe OHNanH:
4 KOHCYINbTaunsi N0 UCNONb30BaHUIO NHTEpPaKTUBHOW B KHur ofHa 50
KOHCynbTauns
5 COMPOBOXAEHNE BUPTyanbHOW KHUroBblgdauyn: opMuUpoBaHWe | OAWH 3akas 7,0
3aKasa Ha BUPTyanbHOW KHWXHOW Nosike
6 Bbirpy3ka n3 AC HOBLIX MOCTYNSIEHWIA 3@ ONpeaerieHHbI nepuon, | oguH cain 5,0
BPEMEHM B BUAE yKasartens HoBbix noctynneHun (YHIT)
7 pasMelleHne HOBbIX MOCTYMSIEHWN [OOKYMEHTOB Ha canTe | oguH dann 15
bubnuoTtekn: cosgaHve 3arofnoBka aHHOTaUMM MpUKpenneHve
davina(oB)
8 pacchbinika no 3MeKTPOHHOW NoyTe yaaneHHbIM Monb3oBaTensM | O4HO 15
WHOpMaLIMM O HOBbIX MOCTYMNNIEHNAX JOKYMEHTOB 3NEKTPOHHOE
NMCbMO
9 WHOPMaLIMOHHOE CONPOBOXAEHME caliTa, nopTana U CTpaHuy, B | O4HO 15
coumarnbHbIX  CeTAX:  CO3OaHWe  3arofioBka  aHHoTaumm | coobLieHue
npukpenneHme gannos
PaboTa c cantom otaena 6ubnumorteku
PaboTta c HoBocTsiMM oTdena:
10 noarotToBka martepuana K nybnukaumm  (nMpecc-penus, | ogMH nedvaTHein | 1050,0
NnoCT-penus, ctaTbs) nnct
11 pa3MeLleHne HOBOCTU Ha cainTe 0JHa HOBOCTb 10,0
12 pasmelleHne HOBOCTU B coUMalibHbIX CETAX 0JHa HOBOCTb 10,0
13 OoTnpaBka HOBOCTHOIO COOOLIEHNsI ANs pasMelleHns Ha canTax | OgHO 10,0
napTHeposB coobLieHne
14 nogbop nnncTpaummn K HOBOCTU oaHa 5,0
unncTpaums
PaboTa c poToranepeen otgena:
15 doToCcbeEMKA oJHa CbeMkKa 30,0
16 noabop cdoTtorpadcuii ogHa 3,0
doTorpadgus
17 obpaboTka cdoTorpacuii ¢ noMoLLbo rpaduyeckoro pegakropa | ogHa 15,0
doTorpadgus
18 cosfaHue doToranepen ogHa 15,0
doToranepes
19 nobaeneHne nognucen k goTtorpacduam ogHa 2,0
doTorpadums
PaboTta c NOJSTHOTEKCTOBBIMU MaTtepuanamu,
OnbnunorpadunyeckMmm cnMckamm Ha cawTe:
20 dopmaTtupoBaHne MartepuanoB Ans nybnukaumm (nepeeog B | oauH matepuan | 20,0
apyrue cpopmarthbl, JeneHne maTepuana Ha YyacTtu)
21 pobaBneHne onucaHus Kk matepuany (aHHoTauus, KrodeBble | ogvH matepuan | 10,0
cnosa) - 1000 3HakoB
22 3arpyska matepvana Ha BHELHWUW canT oavH matepuwan | 15,0
23 0oOHOBNEeHMe cnucka nyonukaumm COTpYAHMKOB OTAeNa ogHa 2,0
oubnuorpaduye
ckas 3anucb
PepaktupoBaHue 1 o6HoBNeHne nHdopmMaLmm Ha canTte:
24 pefakTupoBaHue maTepuanos ofHa 3anucb 2,0
Co3paHne opMbl 3MEKTPOHHBLIX OMPOCOB (3KCMpecc- omnpoc,
OHITalH aHKeTMpPOBaHMWe):
25 CcOo3[laHve 1 pasmellleHre BOMNpOCoB Ha canTe OLVH BOMpOC 6,0




26 co3faHve CTpaHuulbl onpoca u gobasneHue koga ¢ canta ofHa CTpaHuua 15,0
Co3paHune HOBbIX pa3genos Ha cauTe:
27 cosgaHue OAWH pasgen 15,0
PepaktupoBaHne n obHoBneHne MHPOPMALIMOHHOIO KOHTEHTa
Ha canTe:
28 pefakTMpoBaHuWe cTaTen, pa3MeLleHHbIX Ha canTe OfiHa HOBOCTb 10,0
29 nouck wn otbop wuHdoOpmauun  Ona  penakTMpoBaHUs 20,0
cratuctudeckon b
30 obHoBneHune 3anuncen bl O/[JHa 3anncb 5,0
31 BHeCeHMe HOBbIX 3anucen B b} OfHa 3anncb 10,0
O6paboTka JOKYMEHTOB AMsl 3arpy3kv Ha CauT:
32 pefakTMpoBaHune 1 opMaTUpoBaHme TeKCTa AOKYMEHTA OAWH aBT. NUCT 60,0
33 KOHBEPTUPOBaHWE AOKYMEeHTa W3 OJHOro dopmatra B APYron | OOUH OOKYMEHT 10,0
dopmat
34 3arpyska Ha BHeLIHMe pecypchbl OVH OOKYMEHT 15,0
35 pa3MeLleHMe Ha canTe oTaena OVH OOKYMEHT 10,0
3anonHeHne cTpaHuUbl OTAeNa B couMarnbHbIX CEeTAX:
36 NMOMCK 1N OTOOP HOBOCTEW Ha BHELLHUX pecypcax O[Ha HOBOCTb 24,0
37 COCTaBneHne aHHoTauun K HOBOCTSAM 0JHa HOBOCTb 15,0
38 pasmelleHne nocTa Ha cTpaHuue otaena 0Ha HOBOCTb 5,0
4.17. OnpegeneHue KHUroobecne4yeHHOCTM y4ebHOro npouecca B 6ase gaHHbix AC
Ta6nuua 87
N n/n HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
namepeHns BPEMEHM,
MUH.
1 2 3 4
1 MOWCK ONpedeneHHOW AUCUUMNAMHBI y4ebHOoro npouecca B | ogHa 1,0
mogyrne "KnuroobecneyeHHocTb" aucuunnuHa
2 novck B 0a3e pAaHHbiXx AC [OKYMEHTOB, MOOXOAALWMX Ans | ogHa 10,0
BblOpaHHOW AnCUMNIUHBI  (OCHOBHOW CMWCOK), B peXume | AUCUMNIvHa
NPOCTOro 1 pacLUMPEHHOro noucka
3 NPOCMOTP KaXx[oro [OKYMEeHTa MO BCeM mnapameTtpaMm Ans | oAuvH AOKYMEHT 60,0
onpegeneHna HeobxoaANMOCTU BKITHOYEHUS €ro B CUCOK, 0T6op
BbIOpaHHbIX AOKYMEHTOB (goGaBneHne K MMERLMMCS Monsm
ele ogHoro nonga "gucumnnumHa”)
4 npucoegnHeHne oTobpaHHbIX JOKYMEHTOB (OCHOBHOW CMUCOK) B | oaHa 50
mogyne "KnuroobecneyeHHOCTb" K onpegeneHHon ANCUMNIMHE | AUCUMNInHA

5. TunoBble oTpacneBbie HOPMbI TpyAa Ha paboThl, BbINOSIHAEMbIe B e TCKUX, OHOLUECKUX BubnuoTtekax,
B 6ubnuotekax HWWU, obpasoBaTenbHbIX y4ypexaeHMW (Ha OCHOBe aBTOMAaTU3UPOBAaHHbLIX CUCTEM

ynpaBneHus npoLeccammn)HeTb

HET

5.1. KomnnekroBaHue hoHOOB

Ta6bnuua 88
N n/n HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EaovHnuya Hopma
n3mepeHuns BPEMEHM,
MWH.
1 2 3 4
1 npvem n otToop Ans POHOO0B HOBbIX MOCTYMNIEHWI, NOMYYEHHbLIX | OAWH OOKYMEHT | 3,6
Nno COMpPOBOAMTENBHOMY LAOKYMEHTY - NUCTY rocygapCTBEHHOM
pervctpaumm
2 TexHu4eckasi 06paboTka JOKYMEHTOB OOVH JOKYyMeHT | 4,5
3 BBOJ JOKYMeHTOB B 6a3y gaHHbix (B) OOVH OOKYMEHT 4,5
5.2. Bubnuorpadmyeckoe onucaHue u MHAEKCUMpPOBaHUE AOKYMEHTOB
Ta6nuua 89
N n/n HaumeHoBaHwMe npouecca, onepauun. Coctas paboTbl EaouHnua Hopma
nsmepeHuns BPEMEHM,




MUH.

1 2 3 4
1 dopmupoBaHme bubnmorpadgumyeckon 3annucum Ha AOKYMEHTbl Ha | O4Ha 3anucb 18,0
PYCCKOM £13blKe (onucaTenbHas Katanormsauyus)
2 dopmupoBaHme Gubnmorpagmyeckon 3anucm Ha AOKYMEHTbl Ha | O4Ha 3anucb 27,0
WHOCTPaHHbIX €BPONENCKUX $3blkax W A3blkax HapoaoB
Poccuiickon ®epepauun, KpoMe pycckoro (onucaTenbHas
KaTanorusaumsi)
3 VHOEKCMpoBaHue OOKYMEHTOB (copgepxaTenbHas | ogHa 3anucb 18,0
KaTanorusaumsi)
5.3. Pabota c katanoramu
Ta6nuua 90
N n/n HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
nsmepeHuns BPEMEHMU,
MUH.
1 2 3 4
MogroTtoBuTensHasa paboTa:
1 pa3bop KapTOYeK AN pacCTaHOBKU B andpaBUTHbIE KaTanoru ofHa KapToykKa 0,5
PepaktupoBaHue reHepanbHoro andgaBUTHOrO Katanora: ofHa KapToykKa
2 katanor - ctapbiv pag (go 2000 roga) 1,0
3 katanor - HoBbIn psa (¢ 2000 roga) 0,5
4 KaTanor - MHOCTPaHHbIE €BPONENCKNEe A3bIKU U SA3bIKM HAPOAOB 1,0
Poccuwn, kpome pycckoro
5 pa3bop KapToyek [Ans pacCTaHOBKM B cucTeMaTtuMdeckue | ogHa KapTodka 0,3
Karanoru
6 pefaktupoBaHue [eHepanbHOro CUCTEMAaTUYECKOro KaTtamnora | ogHa KapTodka 0,5
(F'CK)
7 pegakTupoBaHme opurmHan-maketa B3 Ha opHovacTHble | OfHa KapToyka 0,3
OOKYMEHTOB
8 pefaktupoBaHue opurMHan-maketra b3  Ha MHoroyacTHble | ogHa KapToudka 0,45
OOKYMEHTOB
9 pefakTMpoBaHWe 3anucer Ha eguHuubl xpaHeHust B MO no | ogHa 3anuch 54
U3BELLEHUAM O BHECEHUMN U3MEHEHWI B KaTanoru, nonyy4yeHHbIMu
13 TexHonornyeckoro otaena (TO)
PepaktmnpoBaHue B6mbnnorpadunieckmx 3anucen (B3) | ogHa 3anuck
(koHTponbHbIE Nong dopmaTa u Tekcta B3):
10 pefakTMpOBaHME KOHTPOSIbHbLIX NOofen popmata 54
11 pefakTupoBaHue Tekcta b3 5,4
12 pefakTupoBaHme Gubnuorpadgpuyeckmx 3anucen (B3) B O | ogHa 3anuch 5,4
(BBegenue nHaekcos 66K B B3)
13 dopmuposarmne B3 B MO ¢ ncnonb3oBaHMeM CBOOHOMO Katanora | ogHa 3anuchb 12,0
Poccunckon ®egepaumm
14 penaktupoBaHne B3 Ha MHoroyacTHble JOoKyMeHThI B 10O oJHa 3anucb 12,0
5.4. PaboTta ¢ choHgom
Ta6bnuua 91
N n/n HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EaovHnuya Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
MoaroToBuTenbHasa pabora:;
1 nogrotoBka paboumx MecCT; opraHusauusa pabodero mecta: | ogHo  pabouee | 5,0

nogkntoyeHne komnbtotepa, Bxogq B OPAC, npoBepka
SMNEeKTPOHHOW  MOYThbl, paccbifika OTBETOB Ha  3anpochl;
noarotoBka 3ana kK paboTe: opraHusauuss paboumx mecT
ynTaTenen, BnaxHaa ob6paboTka MOHMTOpPA KOMMbIOTEPA,
CTaHuMM  caMooOCnyXMBaHWS,,  MOHUTOPA  3NEKTPOHHOrO
Katanora, paccTaHoBka (pa3MeLleHMe KHWXHOrO MaccuBa,

MeCTO




CAaHHOro nocrne npegbigywero pabodero AHA, Ha nonkax
OTKPbLITOro [OCTyna), O3HAKOMIIEHWEe C NepuoauMkon u cC
HoBOCTsIMU B ceTu "UHTepHeT"

2 nony4YyeHne OOKYMEHTOB C BbICTaBKW HOBbIX MOCTYNMAEHUA (Mpu | ogHa naptusa | 16,0
y4yacTtume 4-X YenoBek) (100
OOKYMEHTOB)
3 npuem HOBLIX NOCTynreHun B [lporpamme nepegayun; cBepka | ogHa naptusa | 12,0
HanNU4ns KHUr B NapTuu C CONpoBOANTENbHBIM AOKYMEHTOM (1200
OOKYMEHTOB)
O06paboTka HOBbIX NOCTYNJIEHWUN
4 MepBuYHbIM pa3bop HOBbLIX MOCTYNIEHWA; MNPOCTaBMNEeHUe | ogHa naptusa | 26,0
WwTemMnenst Ha TUTYNbHOW M 17 cTpaHuuax KHUrM; aktmuBaums u | (100
pefaktMpoBaHue B 3IEKTPOHHOM KaTtanore; neyatb | JOKYMEHTOB)
uHBeHTapHoro N © npuknemBaHue pagvoMeTKn (eAVHUYHbIE
3K3emnnspsbl)
5 Pa3bop [OKymMEeHTOB [Ans OfnpederneHns pacCTaHOBOYHbIX | OAMH AokyMeHT | 1,0
wndpos
6 MpenoBaputensHas cucTemaTMsaums LOOKYMEHTOB rpynmnoBON | OAuH AOKyMeHT | 1,0
0bpaboTkm ansa onpegeneHns NonoYHoro nHaekca
LLindbpoBka JOKYMEHTOB: OAVH JOKYMEHT
7 C AByms windppamm (1- "BupTtyansHbIn") 1,0
8 6e3 wncpa 1,8
9 OOCbINbI 3,6
10 BBOJ Lindpa 0,5
LLindbpoBka JOKYMEHTOB rpynnosor 06paboTku: OAVH JOKYMEHT
11 npeaBapuTenbHas cuctematu3aums (BBOL MHOEKCa oTpacnu 1,0
3HaHusa no Tabnuuam BBK B 3K)
12 AeTtanbHasa cuctemaTtusaumna (BBog nonovHoro nHaekca bBBK B 1,0
3K)
13 06paboTka AOKYMEHTOB Ha MHOCTPAHHBLIX EBPOMNENCKUX A3bIKax OOVH OOKYMeHT | 3,6
14 0o6paboTka [OOKYMEHTOB Ha HauMOHamnbHbIX $A3blkax HapoOAOB | OAWMH OOKYMeHT | 4,5
cybbekToB Poccuiickon Pegepaumm
15 npvem n obpaboTka gokymeHTtoB XVIII - XIX BB. OOVH OOKYMEHT 8,0
16 npvem n obpaboTka 0TEYECTBEHHbLIX MEPUOANYECKMX U3OAHUA U3 | OAMH OOKYMeHT | 1,8
31U
17 npvem 1 obpaboTka MHOCTPaHHbLIX NEPUOOUNYECKUX U3OAHWMA M3 | OOMH OOKYMeHT | 1,8
3TMu
18 nepeLngpoBka JOKYMEHTOB OAWH OOKYMEHT 27,0
19 BBog 6ap-koga gokymeHTa B 9K OAWH OOKYMEHT 2,6
20 nepegadya [[OKyMeHTOB Ha spyca ®b B gucnertdyepckon | ogHa naptma | 26,0
nporpamme (100
OOKYMEHTOB)
O6cnyxumBaHune yntarenen n aboHeHToB B Pb:
21 BbINOMHEHNe TpeboBaHWi, NOCTYNMBLUMX MO 3NEKTPOHHOMY | OA4HO 1,0
3akasy TpeboBaHue
22 B3ammMmopacyeT co CTPYKTYPHbIMU nogpasgeneHvsamm | ogHa naptusa | 14,0
onbnnotekn (100
OOKYMEHTOB)
23 paboTa ¢ 3a40MMKEHHOCTbIO; COCTaBMeHne nNo 6ase YMTanbHOro | OOUH JOKYMEHT 1,8
3ana cnvcka 3agoJKHMKOB; cocTaBrneHune no 6ase LeHTpansHON
kacdbedpbl cnucka 3ad0/PKHUKOB; BblAeneHne 13 obLiero cnmcka
33a00/KHUKOB ~ OMOMMOTEKM  3aJ0MMKHUKOB,  €XeOHEBHbIN
KOHTPOIMb [OOMMKHMKOB C HanoMWHaHMEM O HeOOXOAMMOCTU
BO3BpaTa 3afjepXaHHblX KHUr, aHanuM3  3deKTUBHOCTU
npogenaHHon paboThbl
ObecneyeHre coXpaHHOCTH (POHAOB:
24 noaroToBka  [JOKYMEHTOB Ha  MUKpPO(bMnbMUpOBaHWE U | OOMH OOKYMeHT | 5,4
CKaHupoBaHue
25 nepegadya  OOKYMEHTOB  Ha  MUKpodunbmupoBaHue U1 | ogHa naptwus (20 | 16,0




CKaHVWpoBaHue

AOKYMEHTOB)

Caepka ¢poHaa ¢ anekTpoHHbIM kaTtanorom (OK):

OAVH OOKYMEHT

26 OfHOYaCTHble JOKYMEHTbI 1,8
27 MHOro4acTHbl€ JOKYMEHTbI 3,6
28 npoBepKa 4oCTyna K 311IeKTPOHHOMY pecypcy OAWNH JOKYMEHT 54
5.5. CnpaBo4Ho-6ubnuorpacgmyeckoe obcnyxmBaHme
Tabnuua 92
N n/n HaunmeHoBaHwue npouecca, onepauun. Coctas paboTbl EaovHnua Hopma
n3amMepeHns BpEMEHM,
MUH.
1 2 3 4
BbinonHeHue ycTHbIXx Gubnunorpagmyeckmx cnpaBok:
1 noarotoeka pabo4ymx Mect €)XeJHEBHO 13,0
2 eXeHEeBHbIN CTaTUCTUYECKUN yyeT | exegHeBHO 13,5
crnpaBoY4HO-OMbGnmMorpadmyeckoro obcnyxmBaHust YutaTenemn
3 n3yyeHne oTpuLaTenbHbIX OTBETOB Ha Oubnuvorpaduyeckne | exegHEBHO 13,5
3anpochl C Lenbio BbisiBNeHns bpaka
4 npvem 3anpoca Ha BblNonHeHne 6ubnmorpadmnyeckorn cnpaBku OfVH 3anpoc 10,0
5 0POpMIIEHNE KOHTPOSTLHOrO NIUCTKA Nonb3oBaTens OOVH 1,0
nonb3oBaTtenb
6 TemaTtmyeckasl ycTHast bubnuorpadudeckas cnpapka O[Ha cnpaska 17,0
7 ajpecHas ycTHagd cripaBka O[Ha cnpaska 8,0
8 YyTOYHSAKLWAsA ycTHas bubnuorpaduyeckas cnpaeka O[Ha cnpaska 18,0
9 dakTorpadmyeckas ycTHasi bubnuorpagumyeckas cnpaska ofHa crnpaBka 15,0
10 OpPUEHTUPYIOLLLAA KOHCYNbTaums oAHa 6,0
KOHCynbTauns
11 oubnuorpaduveckass / akTorpadudeckass cnpaeBka Mo | ogHa cripaBka 12,0
TenedoHy
BbinonHeHne nncbMeHHbIX Bubnmnorpadnyeckmx cnpaBok:
12 npuem " peructpaumna NMUCbMEHHOrO 3anpoca B | OAMH 3anpoc 3
OpraHn3aunoHHON rpynne
13 avcneTyepmnsaumns NnMCbMeHHbIX 3anpocos B rpynne CBO exeHeBHO 60
14 perucTpaumsa 3anpoca B XypHane y4veTa MUCbMEHHbIX CMpaBoK | ofHa 3anucb 3
rpynnel CBO
lMncbMeHHas TeMaTndeckasa cnpaska:
15 TemaTuyeckass crpaBka 1-OM CTeneHnm CroXHocTu: [o 25 | ogHa crnpaBska 1200,0
Ha3BaHWIN, C NPOCMOTPOM Bnbnmorpadn4ecknx NCTOYHUKOB
16 TemaTuyeckas crnpaBka 2-OM CTEMeHW CNOXHOCTU: cBblle 25 | ogHa crnpaska 2900,0
Ha3BaHWN, C MPOCMOTPOM OBubBnuorpadmyeckmx M TEKCTOBbIX
MCTOYHMKOB
17 nMcbMEeHHas yToYHsWwas 6ubnuorpadguyeckas cnpaska O[Ha cnpaska 360,0
18 nUCbMeHHasa agpecHas crpaska O[Ha cnpaska 120,0
19 nucbMeHHas dhaktorpadunyeckas cnpaBka O[Ha cnpaska 360,0
20 NMUCbMEHHbIE KOHCyNnbTauuu: TemaTuyeckass KOHCcynbTauus, | ogHa 480,0
KOHCYNbTauns-knuie KOHCynbTauus
PefnaktvpoBaHue BbINOMHEHHbIX MMCbMEHHbIX CMPaBOK:
21 ajpecHasi NMcbMeHHas crnpaska O[Ha cnpaska 9,0
TemaTnyeckas NMCbMeHHas cnpaska: ofHa crpaska
22 1-11 cTeneHn CrnoXXHOCTU 18,0
23 2-1 CTENeHU CNoXHOCTU 48,0
24 YTOYHAKLWAs NMCbMEHHas cripaBka O[Ha cnpaska 8,0
25 dakTorpaguyeckas NMCbMEHHas cnpaska O[Ha cnpaska 8,0
26 perncTpawums BbINOMHEHHOW NMCbMeHHON cnpasku B rpynne CBO | ogHa 3anuck 3,0
B XXYpHane yyeTa NUCbMEHHbIX 3anpocoB
27 perucTpauus BbINOSTHEHHOW NMUCbMEHHOW  CrpaBku B | 04Ha 3anucb 2,0
opraHusaunoHHon rpynne CBO
28 odopmrieHne n nepegaya/otTnpaBneHne 0TBeTa 3akasdnky OJVH 3anpoc 12,0




BupTyanbHas cnpaBoyHas cnyxba:

29 BUpTyarnbHag TemMaTudeckas cnpaska ofHa cnpaska 18,0
30 BUpTYyarnbHas agpecHas crnpaBka OfHa cnpaska 7,0
31 BUpTYyanbHas yTovHsaoLWas cnpaska ofHa cripaska 18,0
32 BUpPTYyarnbHas OpMEHTMPYOLWas crpaBka ofHa cnpaska 6,0
33 odopMIieHMe OTBETA Ha 3anpoc yitarens OAHO NMUCbMO 6,0
34 NonosIHEHME apxvBa BbINONHEHHbIX cnpaBok ("basa 3HaHun") ofHa cripaska 11,0
35 CkaHupoBaHue [OKyMeHTOB u3 d¢oHgoB CBO no 3akasam | ogHa cTpaHuua 3,0
nonb3oBaTenemn
KoHcynbTaumm: ofHa
KOHCynbTauus
36 MeToamnyeckas 10,0
37 TemaTudeckas 10,0
38 nokarnbHas KoopavHauua n gucnetyepmusaums  BbINOMHEHUS | OOHO MUCbMO 12,0
BUPTYarbHbIX CNpPaBOK
Bubnuorpadunyeckoe oby4eHne nonb3oBaTenemn
KoHcynbTauuu: ofHa
KOHCynbTauns
39 meToaudveckas 10,0
40 TemaTudeckas 15,0
41 nogrotoBka Oubnuorpacumyeckoro o63opa no metoauke | oguH ob63opa 2400,0
dopmupoBaHus  bubnuorpacmyeckon  3anucu, paboTbl €
KaTanoramu, Gubnuorpadmyeckumm UCTOYHMKaMU
dOpMMpPOBaHUS Crmcka NMTepaTypbl K Hay4YHow paboTte
42 noarotoBka M npoBedeHne Oubnuorpadgpuyeckoro ob3opa no | oguH ob63opa 480,0
mMeToauke 6nbnmorpadunyeckoro onmcaHus
43 nposefeHne 3KCKypCUn no doHaam n | ogHa akckypcusa | 480,0
cnpaBoY4HO-6ubnmorpadmyeckomy annapaty (CBA) LIBC
BepgeHwne cnpaBo4vHO-6ubnmorpadmyeckoro annapara:
44 BeJEHVEe apxuBa BbINOMIHEHHLIX CMNPaBOK B 3MEKTPOHHOM | OfHa cnpaska 8,0
pexume
45 BBOA KapToTek B Bl OfjHa KapToyka 6,0
BbicTaBoyHas paboTa: OfHa BbICTaBKa
46 paspaboTka nnaHa  opraHusauuu M 3KCMOHMPOBAHUSA 2160,0
TEMaTMYECKOW BbICTABKM
47 noaroToBka COMPOBOAUTENBHON [AOKYMEHTauuu K BbICTaBKe, 360,0
3TUKETaXxa
48 MOHTa) BbICTABKMU 480,0
49 [OEMOHTaX BbICTaBKU 240,0

MpumeyaHue: npu pabote ¢ JOKYMEHTAMM Ha MHOCTPAHHbIX EBPOMENCKUX A3bIKaxX U A3blkax HapodoB
Poccuiickon ®efepauum, KpoMe pycckoro, K HopMaM BpeMeHU NpUMeEHSsIeTCs NoBblLaroLLmMn koadguumeHT 1,15.

5.6. HoTHbIe nagaHusa 1 3BykKo3anucu
Ta6nuua 93

N n/n HanmeHoBaHwMe npouecca, onepauun. CocTtaB paboTbl EovHnua Hopma
n3mepeHns BpEMEHM,
MUH.

1 2 3 4
dopmMumpoBaHmne bubnunorpadunyeckon sanncu:

1 Ha rpamnnacTUHKM Ha pPYCCKOM £3blke (onucaTenbHas | OOuH OUCK 140,0
KaTanormsauus)

2 Ha rpamMniacTUHKU Ha WMHOCTPaHHbLIX E€BPOMENCKUX NA3blkax W | O4uMH AUCK 180,0
A3blkax HapopoB Poccuiickon depepaumm, KpomMe pPYCCKOro
(onucatenbHas kaTanornsaums)

3 Ha ayguMo KOMMAaKT OMCKE Ha PYCCKOM s3blke (onmucaTenbHasi | OguH QUCK 160,0
KaTanormsauus)

4 Ha aygMo KOMNakT AMCKEe Ha MHOCTPaHHbIX eBPOMNENCKUX A3blkax | oauH AUCK 220,0
n ga3blkax HapogoB Poccuiickorn ®epepauun, Kpome pyccKoro
A3blka (onucartenbHas kaTanornsaumsi)




5 Ha My3blKanbHOM KoMnakT aucke (onucatenbHasa | OAWMH ANCK 480,0
Karanormsauus)
6 Ha HOTHble W3[aHWS Ha pPYCCKOM A3blke (onucaTternbHas | OAWMH JOKYMEHT 132,0
Karanormsauus)
7 Ha HOTHble M34aHMS Ha MHOCTPAaHHbIX €BPOMENCKUX A3blKax W | OOUH OOKYMEHT 140,0
Aa3blkax HapogoB Poccuiickon degepauuun, KpoMe pPYyCCKOro
(onucatenbHas kaTanornsaums)
CnpaBo4Ho-6ubnuorpaduyeckoe obcnyxmpaHue B YUTArIbHOM
3ane
BbinonHeHue ycTHon 6ubnmorpadmyeckon cnpaBku;
8 npvem 3anpoca Ha BblNonHeHne 6ubnmorpadmnyeckor cnpaBku OfMVH 3anpoc 6,0
9 TemaTtmyeckasl ycTHast bmbnmorpadgudeckas cnpaeka OfHa cnpaska 20,0
10 YCTHasa agpecHasi bubnuorpaduyeckas cnpaeka OfHa cnpaska 12,0
11 YTOYHSAKLWAsA ycTHas bubnvorpaduyeckas cnpaeka O[Ha cnpaska 22,0
12 dakTorpadmnyeckas yctHas bubnuorpadumyeckas cnpaska O[Ha cnpaska 18,0
KoHcynbTauuu: ofHa
KOHCynbTauns
13 onbnunorpaduyeckume 10,0
14 OpUEHTUpPYOLLNE 3,0
15 BCMoMorateflbHO-TEXHUYECKNE 6,0
BbinonHeHne nucbMeHHbIX Gnbnmorpaduyecknx cnpaBok:
16 npvem u perncrtpauus 3anpoca B KHUre yyeTa MUCbMEHHbIX | O4Ha crnpaska 15,0
onbnnorpadunveckmx cnpaBok
17 M3y4yeHue 3anpoca, yCTaHOBJIEHNE WM YyTOYHEHWE 3IIEMEHTOB | O[Ha crpaska 900,0
dnbnunorpaduyeckon sanncu
BepgeHne cnpaBo4vHO-6ubnvorpadgmyeckoro annapara:
18 odhopMIIEHNE KapTOYKM N8 KapToTek OfHa KapTouyka 16,0
19 co3gaHvne 6Gubnuorpadpuyeckon 3sanucu (B3) Ha cTaTbu NO | ogHa 3anucb 8,0
My3blKe U3 JOKYMEHTOB, HE COOTBETCTBYIOLNX Npodunto M3
20 BefeH1e KapToTek OfHa KapTouyka 1,0
5.7. PaboTta c nuTtepartypoi no 6ubnuotekoBeageHuo, bubnuorpacoBeaeHN0 U KHArOBeAEHUIO
Ta6bnuua 94
N n/n HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EaovHnua Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
O6paboTka HOBbIX NOCTYMNNEHWN B MPOrpaMMHOM obecneyeHum
(MO):
1 npPMeM HOBbIX MOCTYMMEHUN OTEYECTBEHHbIX [OOKYMEHTOB B | oouH JokyMeHT | 0,5
ancneTyepckon nporpamme nepefaydu
2 npueM HOBbIX MOCTYMNMEHUA Ha WHOCTPaHHbIX €eBpOnenckux | oauH gokymeHT | 1,0
A3blkax M 43blkax HapogoB Poccuiickon depepauum, Kpome
pycckoro
3 oPopMIIeHNEe KapTOYKM Ha [OOKYMEHT Ha PYCCKOM f3blke ANg | O4Ha KapToyka 8,0
KatanoroB W 0OMacTHbIX KapTOTEK C  WCMONb30BaHUEM
oubnuorpadunyeckor sanncu
4 opopMIieHne KapTouKM Ha [OKYMEHT Ha WHOCTpaHHbIX | O4Ha KapToyka 10,0
€BpOrnencknx A3blkax U  A3blkax HapodoB  Poccuiickon
denepaumm, KpoMe pyCcCKOro, Afisl KatanoroB M 06racTHbIX
KapTOTEK C MCMonb30BaHMeM bubnuorpadmyeckon sanucu
5 aHanuTu4eckoe onncaHne aokymeHToB B MO ofHa ctaTbs 12,0
O6GcnyxuBaHve Monb3oBaTenen; BUpPTyanbHas CrnpaBOYHas
cnyxoa:
6 npuem Gubnuorpadmyeckoro 3anpoca Ymrarens OLVH 3anpoc 3,0
7 BUpTYyasibHad TeMaTuyeckas cripaBska OfHa cnpaska 54,0
8 BUpTyarnbHas agpecHas cnpaBka OfHa cnpaska 18,0
9 BUpPTYasbHas yTOYHSAKOLWAs cnpaBka OfHa cnpaska 26,0




10 BUpTYyanbHasa gakrorpaduyeckas cnpaska ofHa cnpaska 20,0
11 0dopMIIeHNe OTBETA Ha 3anpoc YuTarens OAHO NNCLMO 10,0
12 nonosfHeHMe apxmea BbINOMNHEHHbIX crnpaBok ("basa 3HaHun") ofHa cnpaska 10,0
13 €Xe[HEBHbIN CTaTUCTMYECKNIA y4yeT | exegHeBHO 12,0
cnpaBoYHO-6nbnuorpaduryeckoro o6cnyxmBaHus Yntatenem
5.8. ObpaboTka onTuyeckmx komnakt-guckos (O3P)
Ta6bnuua 95
N n/n HaunmeHoBaHwue npouecca, onepauun. Coctas paboTbl EaovHnua Hopma
n3MepeHuns BpEMEHWU,
MWH.
1 2 3 4
1 nornyyeHne © [OCTaBKka ONTUYECKMX KOMMAaKT-OUCKOB W3 | oAHa naptusa | 30,0
ancnetyepckon OLIK3 [OKYMEHTOB
(100 gnckoB)
2 NpYeM HOBbIX MOCTYNJIEHNIA ONTUYECKUX KOMMNAKT- ANCKOB ogHa naptusa | 60,0
OOKYMEHTOB
(100 gnckoB)
3 CYMMapHbIA y4eT KOMMNAaKT-AUCKOB (MO YCTaHOBMEHHOM hopMe) ogHa naptua | 7,0
OOKYMEHTOB
4 WHAMBUAYANbHbIA y4eT KOMMNAaKT-AUCKOB ofHa 3anucb 1,0
5 TexHnyeckas 0bpaboTka ONTUYECKNX KOMMAKT-OUCKOB OAWH OOKYMEHT 2,0
6 LWndpoBKa AOKYMEHTOB B MoAyrne ak3emnnspbl MO OAVH fokymMeHT | 1,0
5.9. Pabora ¢ uutatensamm
Ta6bnuua 96
N n/n HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n3MepeHuns BPEMEHM,
MWH.
1 2 3 4
3anuck nonb3osaTens B 6ubnuoTeky, paboTta c ymtarenem:
1 noarotoeka pabounx mecT nonb3oBatenen n obecnyxueatowero | oauH MK 2,0
nepcoHana: npoBepka TEXHUYECKOro COCTOSHUSA CeTeBOro
obecneyeHs 1 NapKa BbIMUCIIUTENBHOM TEXHMKN, BKNoYeHne MK
2 NnpuHSTME Mep No nukeuaaumm cboes B pabote MK, paboTe ceTn, | oguH cbon 10,0
OTCyTCTBMA JocTyna Kk 0ase [gaHHbIX nonb3oBaTenew,
MHOPMUPOBaHME COOTBETCTBYOLWNX CNyXb 0 cbosx, npoBepka
HewvcnpaBHoM 06opyaoBaHus, pmkcauusi cboeB B TeTpaam ydeTa
C YyKasaHWeM XxapakTepa HEeucrnpaBHOCTM M BpeMEeHW Havana
cbos, nocne ycTpaHeHMs1 Henonagku OTMeTKa BpPEMEHM €€
yCTpaHeHus
3 NPOCMOTP [OOKYMEHTOB 4uTaTtens (macrnopT, YOOCTOBEpPEHME, | OO4MH YnTaTerb 3,0
NopyYnTENbCTBO), MPOBEPKA HaNM4ms y4eTHO-PErmcTpaLmoHHON
KapTOYKM Yntarens
4 3anonHeHne dopmynspa Yutatens, y4eTHO-PerucTpaunMoHHOM | OAWMH KOMMSEKT 5,0
KapTOYKM, YnTaTenbckoro buneta
5 O3HaKoMneHue 4utTatena C  npasBunaMy  NoOrib30BaHUA | OOWH YuTaTesb 6,0
bunbnuoTtekon, pacrnonoxeHnem doHAaa, CMpaBOYHbIM
annapaTtom
6 nogbop w pacctaHoBka MNo HomepaM OuneToB, andasBuTy | OfHa KapToyka 2,0
damMunnii YTaTenemn y4eTHO-perncTpaLMoHHbIX KapToyek
7 OCYLLECTBIIEHNE KOHTPOMS 3a BO3MOXHbIM HaNM4YMEM OaHHbIX O | OAMH YMTaTenb 0,5
yuTaTene kak HapywwuTene, (NUWeH npaBa MOMb30BaHMWSA);
BeaeHne (n perynspHbiv npocMoTp) KapToTeKM
yuTaTenen-HapywmTenen.
MMepeperncTpaumns yutarenemn:
8 nouck opmynapa (perucTpaumoHHOW KapTouku) YuTaTens, | O4Ha KapToyka 2,0

BHECEHME W3MEHEHMA B HUX W B 4nUTaTENbCKUX Ounetax
(yTO‘-IHeHVIe aHKEeTHbIX OaHHbIX, HOBOIo YntatesibCKoro Homepa,




AaTbl nepeperncTpaumm) ¢ BeAeHUeM KapTOTEKN Hay4YHbIX TEM U
TEKYLLMX M3BMEHEHUI (NoNyYeHne 3BaHuin, nybnvkauumn, gapos)

3anuck (nepeperncrpaumsl) ymtaTenen B aBTOMaTu3MpoBaHHOM
pexume:

9 cbemka hoTokamepon Onsa uYuTaTenbckoro Gumneta M BcTaBka | OAWH 2,0
doTorpadumn B YuTaTenbCckum ounet noceTurenb

10 odopmMmrieHne Koga uuTaTtensa C KOHTPOSfbHbIM pas3psgoM U | OAWH 0,4
CPOKOM MONb30BaHUSA 4uTaTenbCkMM OuneTom, Ha OCHOBE | MOCeTUTElb
BblJaHHON MHdOpMaLUK

11 BblJadya Ha MpUHTEP CBEAEHWN O 3anucasBlUEMCS YuTaTene B | oauH 0,4
BMAE YuTaTenbckoro bunerta noceTutenbs

12 Habop Ha KnaBuaType CBedeHW O uutartene: daMmunus, UMs, | OOMH 2,0
OTYECTBO, XapaKTepusywlwme ero npusHakm (obpasoBaHue, | MOcCeTUTENb
crneunanbHOCTb), KOA, HOMep  uyuTaTenbckoro  Gunera;
doToChEMKA

13 OCYLLIECTBMNEHME KOHTPOSA 3a BO3MOXHbLIM Hann4ynemMm OaHHbIX O | OOvH 2,0
yutatene, 3anucaBwemca B 6OubnuoTeky (paHee 3anucaH, | NOCETUTENb
NVWeH npaea Nonb30BaHWs)

14 odhopMreHne yuTaTenbckoro bunera ¢ HOMEPOM W CPOKOM | oavH bunet 1,0
Nnonb30BaHUsl YMTaTENbCKMM OMNETOM, Ha OCHOBE BblAAHHOM
UHdopmaumm

15 Bbldaya Ha MpuHTEp CBEAEHMA O 3anucasBlUEMCHA 4duTaTtene | oauH 15,0
npoeBefeHne pagnoyvacToTHOW MAeHTUdUKaLMM YUTaTenbCKOro | noceTutens
bunera; npoBefeHMe  OEeHeXHoro  B3aumopacyeTra C
nonb3oBaTenem 4epes Kaccy; yAaneHHas 3anucb: CBepka
OaHHbIX  PerncTpauuoHHOW KapToOyku, KonMuu C nacnopTa,
odopmrieHue gorosopa-odepTbl HA NpeaocTaBneHne gocTyna K
SMNEeKTPOHHbIM pecypcam 6ubnuoTekn, Habop Ha knaeBuaTtype
AaHHbIX, ONA 3anofHeHus [JorosBopa, BbIBOA AOroBopa Ha
NPUHTEP, NOANUCh N1UA, 3aKyasLLero JoroBop

16 odhopmneHne BxoAa-Bbixoga uutatens u3  dubnuoTteku | oauH 2,0
(MOCTOSAHHBIA  YnTaTENbCKUA OUNET CKaHMPYeTCs, BbIOAETCs | NoceTUTenb
KOHTPOMbHbIN JIMCTOK)
BbinonHeHue TpeboBaHuii nonb3oBaTenew, Bolaadya AOKYMEHTOB
13 OCHOBHOIO KHUroxpaHeHus / cneumann3npoBaHHoOro oHaa:

17 nonyyeHne TpeboBaHUSA Ha OOKYMEHT M3 OCHOBHOMO XpaHeHus, | O4HO 1,0
npoBepka NPaBUIbHOCTU 3aNoNIHEHWsI TpeboBaHus, perncrTpaums | TpebosaHue

18 nonyyeHne TpeboBaHMa Ha OOKYMEHT, NpoOBepKa NPaBUNbHOCTM | O4HO 1,0
3anonHeHuns TpeboBaHus, peructpauus, popaboTka | TpeboBaHne
TpeboBaHua, nogbop no wudppam B creunann3MpoBaHHOM
doHae

19 yCTaHOBKa MeCTa HaXxOXAeHWUsl HeHaWAeHHOro AOKYMeHTa Mo | oAuH JokyMeHT | 5,0
0asam 1 6aHkaM JaHHbIX, CNPaBOYHbIM KAPTOTEKAM, Katanoram

20 Bblgava JOKyMeHTa n3 oTAena KHUrOXpaHeHUs / | oovH OOKYMEHT 1,5
cneumanuM3mpoBaHHOro poHaa YnTaTento; oTMeTKa Ha KHDKHOM
dopmynspe / TpeboBaHuK; 3aNnCb JOKYMEHTOB B YNTATENbCKYHO
KapTOYKM (BKIMAgHOM JIUCT), OTMETKa B KHUTe 3aKa30B
Bblgaya  gokymeHTa m3 otgena KHUroxpaHenua  /
cneynanusvpoBaHHoro dooHga yMtartento:

21 npuém JOKYMEHTa OT Yntarens / nonb3oBaTens OAWNH JOKYMEHT 1,0

5.10. Bbigaya KOMNNEKTOB JOKYMEHTOB BO BPEMEHHOE Nosib30BaHWe nogpasaeneHusiMm 6MébnmoTeku

Ta6bnuua 97
N n/n HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EaovHnuya Hopma
n3mepeHuns BPEMEHMU,
MUH.

1 2 3 4

1 odpopmIieHMe 3asBKM [/ akTa Ha KOMMJEKT [OOKYMEHTOB, | OAHa 3asgBka, | 20,0
nepegaBaeMbll B CTPYKTYPHOE noapasaeneHue OAWH aKT




2 noabop AOOKYMEHTOB B KOMMMEKTbI; perncrpauns BblAaHHbIX | OOWUH KOMMMEKT 10,0
OOKYMEHTOB B Y4eTHbIX hopmax

3 BblJja4a KOMMMEKTOB [JOKYMEHTOB, OTMETKa Ha KHWKXHOM | OOMH KOMMMEKT 5,0
dopmynspe (nHankaTope) natbl BblOauu, OaHHbIX
nogpasgenieHnid, nonyvarwLmnx KOMMEKT OTMeTKa B KHure
Bbl4aun AaTbl Bbldayu, AaHHbIX NogpasfeneHnin, nosyyarowmx
KOMMNJIEKT, OTMETKA B aKTe nepegayv

4 noriyyeHne  KOMMSEKTOB  AOKYMEHTOB  OT  CTPYKTYPHbIX | OOMH KOMMMEKT 18,0

noapasfenieHnii; Mouck KHkHoro dopmynspa (MHaukatopa),
noralieHue OTMETKM O Bblgaye, BIIOXKEHWE €ro B [OKYMEHT;
npoBepka, P13NYECKOro COCTOSIHUSA, NEPECYET NNCTOB, CBEPKA C
aKTOM nepeaayn; noralleHme OTMETKM O Bblaaye B KHUre BblAaum

5.11. OGcnyxuBaHue nonb3oBaTefien AOKYMEeHTamMu B 3ane € ruopuagHbiM obcnyxuBaHuem, 3ane
3NIeKTPOHHbIX pecypcoB, 3ane "WUHTepHeT", 3ane cneuuanusupoBaHHoro otaena. lNpuem 3akasoB no
TenecdoHy U3 ropoaa

Tabnuua 98
N n/n HaumeHoBaHue npouecca, onepaunn. Coctas paboTbl EavHnua Hopma
n3mepeHuns BpEMEHW,
MWH.

1 2 3 4

1 npoBegeHne KoHcynbTauun, 6ecedbl ¢ YaTaTenem no npasunam | OAWH ynTaTenb 2,0
obcnyxvBaHus B 3ane MW npegocTaBnseMblX Yycnyrax, no
MeToguke  moucka Mo CrnpaBoYHO-6MGnuorpadmyeckomy
annapaTy npu Y3, y KaTanoroB, KapTOTeK, KHWXHbIX MOSOK, O
BO3MOXHOCTSIX  MOWCKA W  UCMOSMb30BAHUA  3NEKTPOHHbIX
pecypcoB; UHHOPMUPOBAHME YMTATENS O HOBbIX NOCTYMIEHNUSIX

2 KOHcynbTaumu no pabote c MK B 3ane, no paboTe B aNEKTPOHHON | OAWMH YnTaTenb 2,0
bubnuorteke

3 npuem 3aka3oB MoOnb3oBaTernen Ha usgaHuss U3 OCHOBHOrO | OAMH 3akas3 0,9
KHUroxpaHunuiia

4 nonyyeHve [OOKYMEHTa, 3aka3aHHOro u4utatenem B oOTAene | oauH fokymeHTt | 0,9
KHUroxpaHeHus / cneunanusmpoBaHHOro dgoHaa / 4utanbHOM
3ane orgena

5 paccTaHOBKa M34aHUMM Ha OpoHenomkax 4uTanbHOro 3ana, | OOWUH OOKYMEHT 0,3
NOCTYNUBLUUX U3 KHUFOXpaHMIu1La no 3aKkasam nonb3osaTenem

6 noabop A4OKyMEeHTOB Ha BpoHenorke, 3aka3aHHbIX N3 OCHOBHOMO | OAMH AOKyMeHT | 0,4
KHUroxpaHunuwa, nepefgaya Ha kadpeapy Bbigaym

7 noabop OOKyMEHTOB B MoACOOHOM (hOHAE uWTanbHOro 3ana, | OAWMH JOKYMEHT 2,0
nepegava Ha kacdeapy Bblgayu

8 noaGop OOKYMEeHTa B XpaHeHuu creumanuampoBaHHoro doHaa, | oavH gokymeHt | 10,0
oTMeTKa Ha TpeboBaHuM, nepedaya AOKyMeHTa Ha kadeapy
Bblga4u

9 yCTaHoBKa MecTa HaxoXOeHuUsi HeHaWdeHHOro AOKYyMeHTa MO | OAMH JOKYMeHT | 22,0
CMpaBOYHbIM KapToTeKaM, KaTtanoram, permcTpaums oTkasos

10 BblJayva JOKYMEHTa unTaTenio: cBepka Bbl4aBaemMoro JOKyMeHTa | OAuH 1,8
C uuTaTenbCkum TpeboBaHWeM, MpoBepKa Hanuuus CTpaHuy / | KOHTPOJSbHbIN
KagpoB  MUKpodunbMa, MUKpodML, coaepxaHwe AucKa, | FIMCTOK
CYUTbIBaHUE LWITPUX-KoAa (NpW ANEKTPOHHOM 3aka3e) B Mopayne
"unpkynaumsa" 3K, OTMeTKa KHMIoBblAAyM Ha KOHTPOSIbHOM
nncTke

11 npvemMm OOKyMEHTa OT uuTaTtens: cBepka ero ¢ TpeboBaHuem | oguH gokymeHT | 1,0
(KOHTPONbHBLIM JIMCTKOM), MPOBEpPKa COXPAaHHOCTU [OKYMEHTA,
Hanuuus cTpaHuy / KagpoB MMKpOWUIIbMa, MUKPOGULL,
cofepxaHue aucka, CHMTbIBaHUE LITPUX-Koaa (Npu 9NeKTPOHHOM
3aKkase), BHECEHNEe OTMETKM O MPUEME Ha KOHTPOIMbHOM MUCTKE

12 nepegava / TpaHCNOPTUPOBKa / AOCTaBKa AOKYMEHTa, CAAHHOro | OAMH AokyMeHT | 1,0
yuTaTenem, B OTAEN KHUrOXpaHeHUs

13 BbIAICHEHWE MO NOoBOAY 3aKasa W MpoAreHne cpoka Nonb3oBaHns | 04MH 3anpoc 1,0




AOKYMEeHTaMu no TenedoHy

14 BbIICHEHWE MO NOBOAY 3aKasa M NpoAneHne cpoka Nonb30BaHns | OA4MH 3anpoc 2,0
OOKYMEHTaMM Mo 3NEKTPOHHON NoyTe
15 obecneyeHre KOHTPOMs 32 CpOKaMuM NONb30BaHNA JOKYMEHTOB OAWH 3anpoc 0,8
16 npoasieHne cpoka Mnonb3oBaHUA OOKYMEHTOB, MOWUCK KapTO4YKW, | Ha OOuH OeHb 30,0
BHECeHVe OTMEeTKM O TMpOAMNEHNM CpoKa MNONb30BaHWS,
npoaneHune no TenedoHy cpoka nonb3oBaHUsA
5.12. BHyTpeHHssa paboTa
Tabnuua 99
N n/n HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
n3mepeHuns BPEMEHMU,
MUH.
1 2 3 4
lMoaroToBKa K Bblaye JOKYMEHTOB:
1 npoBepka OpOHENONMOK C OTMIOXEHHbIMW [OKyMEHTaMu (Mo | Ha oaWH OeHb 10,0
cpokam)
2 cbpocka AOKYMEHTOB (M0 cpokam) oAvH gokymeHT | 0,2
3 noaBefeHe WUTOroB M aHanu3 paboTbl 3a MpOLIeAWniA OeHb, | Ha OaWH OeHb 12,0
BHECEHME 3anncu B XXypHanbl CTaTUCTUKU
4 NPOCMOTP HOBbIX NOCTYNIIEHUN A8 peKOMeHAaunn YutaTensam oavH gokymeHT | 3,0
5 npocmoTp (MpoBepka NPaBUITbHOCTU PaCCTaHOBKM) KHUI POHAA | Ha oAWH AeHb 50
OCHOBHOIO XpaHeHus
MoaBegeHue ntoros paboThl 3a AEHb:
6 npoBepka aHkeT u 3anucen B 6ase AaHHbIX HA COOTBETCTBME | €XEeQHEBHO 60,0
KOOoB (CeMbW) AeTen, poauTtenen n gpyrmx poacTBEHHUKOB
7 NPOCMOTP MH(OPMAaLUN O HOBbIX MEPOMPUATUSX, 3AHATUAX, | EXeLHEBHO 40,0
KHWXXHBIX BbICTaBKax, CMEKTaKMAX M npoyee Ans pekoMeHaaumm
yntarensm
8 cucTtemaTmsaums aHkeT nosib3oBaTenen 3anmcaHHbIX 3a eHb eXxeaHeBHO 15,0
5.13. CnpaBo4Hasa 1 uHcpopMmaLMoHHas paboTa
Ta6nuua 100
N n/n HaumeHoBaHue npouecca, onepauun. Coctas paboTbl EavHnua Hopma
n3mepeHuns BPEMEHMU,
MUH.
1 2 3 4
Y4YeT NoCTYNUBLUMX BTOPUYHBLIX AOKYMEHTOB (KapToyek):
1 BblsiBNIeHNe HEBLINONHEHHbIX 3aKa30B; COCTaBfeHUe 3asiBKM Ha | Ha ogHy Hefento | 840,0
HEBbINONHEHHbIE 3aKasbl
OpraHusaums  cnpaBo4vHO-OMGnMorpacdmyeckoro  annapara
(CBA):
2 cocTtaBneHue bubnvorpaduyeckon sanmicu OOVH OOKYMeHT | 2,3
MpocmoTp n oTbop kaptouek B CBA B uensx mnabatna unu
nepemeLleHust (BTOPNYHLIN 0TOOP):
3 U3bsATME M3 KaTanoroB W KapTOTeK KapToyeK Ha [OOKYMEHTbl, | O4HO Ha3BaHue 1,0
crnucaHHble n3 doHaa; npocMoTp KpaeBegyeckuXx,
oubnuorpadumyeckmx u daktorpadmyeckmx kapToTek, usbATue
M3 HUX KaApPTOYKM Ha [OOKYMEHThbl, MOTEPSABLUME LEHHOCTb,
nepeBos KapTOYKM B apPXMBHbIE KapTOTEKU (YHUUTOXEHUE);
BHECEHNE OTMETKM B XXypHane y4yeta W perncTtpauuoHHOM
KapTOTeKe; MU3bATUE W3 KaTanoroB M KapTOTEK KapTO4yeK Ha
OOKYMEHThI, CrMcaHHble n3 ooHaa
OpraHmsaumss  KapTOTEKM nepcoHanum ©n  TemMaTu4eckoun
KapTOTEeKM:
4 onpeferneHne U COCTaBMeHME nepeyvHs nuu, cBedeHuss O | ogHa kaptoteka | 15,0

KOTOPbIX OTPaXarTCA B KAPTOTEKE; MPOCMOTP I/IHd)OpMaLI,MOHHbIX
n3gaHun, NepBUYHbIX [OOKYMEHTOB, OT60p OOKYMEeHTOB And
BKIMKOYMEHNA B KAapTOTEKy; COCTaBlieHUe aHalnTu4ecKkoro




aAHHOTUPOBAHHOIO

Bnbnuorpadunyeckoro onvcaHns JOKyMeHTa

5 npocTaBneHne KBanupukaumoHHbIX MHOEKCOB, NOAOO0P KapToYeK | ogHa KapTodka 4,0
no wuvHAekcam (andaBWTy) KW paccTaHOBKA KapTO4YkM B
WHOPMALIMOHHBLIN Maccus
6 TexXHu4Yeckas u cogepxaTtenoHas obpaboTka AOKYMEHTOB ANS | OAWH AOKYMEHT 3,0
BKIMIOYEHNS B KapTOTEKy; pacCTaHOBKa KapTOYKM No andasuTy
damunuim aBTopoB 1 NO BUAaAM JOKYMEHTOB
7 TexXHn4yeckoe pefakTupoBaHue KapToTek: nposepka | ogHa KapToyka 2,0
COOTBETCTBUS CTPYKTYPbI, COAepXaHUsa 1 ohOpMITEHUSA KapToyek
B COOTBETCTBUM C TpeDOBaHWSIMWM OaHHOW KapTOTEKW; 3aMeHa
BETXMX KQpTOYEK M pasgenurenen
5.14. KCKYypCHMOHHas AeATeNbHOCTb
Ta6nuua 101
N n/n HanmeHoBaHwMe npouecca, onepauun. CoctaB paboTbl EovHnua Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
1 3KCKypcus no 6ubnmoteke ofHa aKckypems | 60,0
2 yrnybnéHHasi 3KCKypcusi C MeTOOUYECKUM CoepaHnem ofHa aKkckypems | 300,0
5.15. Ncnxonornyeckas nognepkka umrartenen
Ta6nuua 102
N n/n HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl EavHnua Hopma
n3mepeHuns BPEMEHM,
MUH.
1 2 3 4
1 npoBefeHne MNCUXOMNOrnMYeckux KOHCynbTauuMm Ana geterd u | ogHa 180,0
poauTenen No Bonpocam pasBuUTUSA 1 YTeHUS eTen KOHCynbTauns
pynnoBble 3aHATUA ONs poauTenen No BonpocamM pasBUTUSA U | OOHO 3aHATUE
YTEeHUs JeTen:
2 NnoaroToBka 1080,0
3 nposejeHne 120,0
4 npodeccuoHanbHble  KOHCYMbTauuu  Ans  NoapoCTKOB W | ofHa 180,0
CTapLleKknacCHUKOB KOHCynbTauus
5 npodeccuoHarbHble TPEHUHIN ang NoApPOCTKOB W | OOHO 3aHATUE 180,0

CTapLleKknaccHKoB
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