MUHNCTEPCTBO KYJIbTYPbl POCCUNCKOW ®EOQEPALINA
NMPUKA3
ot 30 gekabps 2014 roga N 2477

O6 yTBEPXKOEHMM TUMNOBbLIX OTPACliEBLIX HOPM Tpyda Ha paboThbl, BbINOMHAEMbIE B
oundnmoTtekax

B cootBeTcTBUM C nyHKTOM 2 [MpaBun pa3paboTku U YTBEKOEHUS TUMOBbLIX
HOpPM _Tpyda, YTBEPXOEeHHbIX nocTtaHoBrieHneM [lpaButensctea Poccumnckon
®enepaummn ot 11.11.2002 N 804 (CobpaHve 3sakoHogaTenbcTBa Poccumrckon
®enepauunu, 2002, N 46, cT.4583),

NpuKa3blBato:

1. YTBEpAuTb TUMNOBbIE OTpacHeBble HOPMbI Tpyaa Ha paboThl, BbIMOSHAEMbIE B
BrnbnnoTekax, cornacHo NPUNOXEHNIO.

2. KOHTpPOJb 3a UCMOSIHEHMEM HACTOSLLErO Npukasa BO3NOXUTb Ha 3aMeCcTUTens
MuHucTpa KynbTypbl Poccunckon ®enepaunn H.A.Manakosa.

MuHucTp
B.P.MeaguHckun

3aperncTpupoBaHo

B MMHucTepcTBe toCcTULMN
Poccuinckon ®egepaumnm
12 maa 2015 ropga,
perncTpaumoHHbi N 37244

NMpunoxeHune. TunoBble oTpacrneBblie HOPMbI
TpyAa Ha paboTbl, BbINONHAEMbIe B
onbnmnotekax

[NpunoxxeHune

K npukasy MMHUCTepcTBa KynbTypbl
Poccuinckon ®egepauunm

ot 30 gekabpst 2014 roga N 2477
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|l. BBoaHas 4yacTtb

TunoBble oOTpacrneBble HOPMbI Tpyda Ha paboTbl, BbIMOMHAEMbIE B
bubnmoTekax, paspaboTtaHbl B COOTBETCTBUM C NMyHKTOM 2 [NpaBun paspaboTku u
YTBEDXKOEHWUS  TUMOBbLIX  HOPM  TpyAaa, YTBEPXKOEHHbLIX NOCTAHOBAEHNEM
[paButensctea Poccuickon Pepepaumm ot 11.11.2002 N 804 (CobpaHue
3akoHogartenoctBa Poccuiickon Pepepaunn, 2002, N 46, c1.4583), B uensax
peanusauun nyHkTa 4 pasgena V [MnaHa meponpuatun  ("OOpoxHOW KapTbl")
"IaMeHeHna B OTpacndx couuvanbHOW cdiepbl, HarnpasfeHHble Ha MOBbILLEHUE
addpekTnBHOCTN  cchepsl KynbTypbl", YTBEPXOEHHOIro pacnopsixeHnem
[paButenbctea Poccunckon Pepepaumm ot 28.12.2012 N 2606-p (CobpaHue
3akoHopatenbctBa Poccunckon depepaumn, 2013, N 2, c1.137; 2014, N 19,
cT.2470), U npegHasHayeHbl Ans opMUpoBaHNS OBOCHOBAHHbLIX OMTUMAasbHbIX
nokasatenem  TPyOOEMKOCTW  BbINOfHEHMS  paboT B rocygapCTBEHHbIX
(MyHMUMNanbHbIX)  OubrmoTekax,  onpegdeneHus  LWTaTHOW  YMCIIEHHOCTM
paboOTHMKOB, BblJayM HOPMUPOBAHHbLIX 33adaHMW W  COOTHOLWIEHUW  Mexay
NNaHOBbLIMWN N AOMOBOPHbLIMK paboTamum.

Il. HopmaTnBHaa yacTtb

1. TunoBble oTpacneBble HOPMbI TpyAa Ha paboTbl, BbINONHAEMbIE B
rocygapcTBeHHbIX (MyHUUMNanbHbIX) 6ubnmotekax (6e3
MCNoJIb30BaHUA aBTOMaTU3MPOBaHHbIX CUCTEM YNpaBreHUsA
npoueccamm)

1.1. KomnnektoBaHue 6ubnmotevHoro oHaa

Tabnuua 1.

Tabnuua 1
N HanmveHoBaHue npouecca, || EanHunuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHUs BPEMEHMN,

MWUH.
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Tekywee KOMMeKToBaHne
6ubnmoteyvHoro coHaa

[MpocMOTp  KHUromsgaTenbCKou un
KHUrOTOProBow MHJpopmMaLmu:

NPOCMOTP  KHUrom3gaTernbCKkoMm W || ogHa no3vuus 2,0
KHUrOTOProBow MHdpopmawmm

NpPOCMOTP MHJpopMaumm || ogHa no3nyms 2,0
BYKMHNCTNYECKMX ayKLMOHOB

OnpegeneHne Tembl U Buaa || ogHa no3nums
OOKYMEHTa, nognexawero otoopy,

BbISICHEHME HeobxoanMoCcTun

nprnobpeTeHnsa ans:

AOKYMEHTOB, KHUI, MaTepuaros 5,2
cTaponedaTtHblX WU PYKOMUCHbIX 10,0
AOKYMEHTOB

Onpegnenexue 9K3eMMNSIAPHOCTN || ogHa NO3nuus

3akasa:

Ans nogpasgeneHnin 0,89
ansa oménmotekn B LLenom 1,6




OdpopMmneHne  3akasa; ykasaHue
9K3eMMMAPHOCTY, CTOMMOCTU
3aKasa, aarhbl

OOWH 3aKa3

KonnyecTBo 3aKkasaHHbIX Ha3BaHWUNA:

1-15

40,0

16-25

65,0

26-75

196,0

10

76-100

261,0

11

odoopMIieHne 3aKka3a Ha 3apyGexHble
[OKYMEHTbI

OOVH
[OKYMEHT

82,0

12

NOAroTOBKa CNMCKa [OOKYMEHTOB,
npegnaraemblX K MexgyHapooHOMY
KHUroobmeHy; cBepka cnucka cC
KaTarnorom

O HO
Ha3BaHue

26,0

13

cocTaBreHue KapTOu4KM ans
KapTOTEKN OpraHn3aunn-napTHepPOB.;
yKasaHue Ha3BaHusa opraHu3auumn,
agpeca, HasBaHUSi OOMEHMBaEMBbIX
AOKYMEHTOB

o[Ha KapTo4Ka

6,0

Pabota B aBTOMaTU3NPOBAHHOW
cucteme (AC):

14

BBOA 3aKkasa TeKyLLEero
KomnrekToBaHna B 6a3y AaHHbIX AC

O HO
Ha3BaHue

4,6




15

pefakTMpoBaHWe BBeOEHHbIX B ©a3sy
JaHHbIX CBEJEHUIN O 3aKase

O HO
Ha3BaHue

2,5

16

BbIBO Ha NMPUHTEP OaHHbIX TEKYLLEro
KOMMJIEKTOBAHUA,; pacneyarTKka

OOVH
[OKYMEHT

1,6

17

BeJeHWe peecTpa MNOCTaBLLMKOB B
AC

ofHa nosuuus

8,3

Benenwue KapTOTEKN
KOMMJIEKTOBaHUS:

TEKYLLEro

18

COCTaBJieHne KapTo4KkKn, YKa3aHue
aBTOpa, 3ariiaBus, BbIXOOHbIX
AaHHbIX, pErmcTpaymnoHHOro HomMepa

o[Ha KapTo4Ka

4,5

19

NnepeHeceHne cBeaeHui o 3akase Ha
KapTO4KW; ykasaHue
3K3EMMNAPHOCTY 3aKasa,
pacrnpeferneHne Mo  CTPYKTYPHbIM
noapasaeneHusiv

o[Ha KapTo4Ka

1,0

20

nogbop KapToyku no andaBuTy Ans
pPacCTaHOBKM B KapTOTEKY TEKYLLEro
KOMMIEKTOBaHUS

o[Ha KapTo4Ka

0,4

21

paccTaHOBKa KapTO4ku B arndpasurte
damurin - aBTOpOB, 3arnaBun B
KapTOTEKy TeKyLlero
KOMMJIEKTOBAHWUSA

o[Ha KapTo4Ka

1,0

OdopmnieHune noanuckn
nepuoanyeckmne N3gaHus:

Ha




22

BblOOp HasBaHUA NepUoaNYECKUX
n3gaHun ons noanucku

O HO
Ha3BaHue

2,7

23

cbop 3asBOK OT nogpasgeneHun
onbnmotekm Ons  nNoANUCKUM  Ha
nepunognyeckne nsgaHns

ofHa 3asBKa

1,5

24

cBepka pacnedarku CMNNUCKOB
YCIOBHO 3aKa3aHHbIX
nepuognyeckmnx n3gaHum C
KapTOTEKOM  3aKa3oB, BHECEHue

N3MEHEHUN B pacne4vyaTtky CrnmMckos

O HO
Ha3BaHue

1,7

25

CBepka 3aKasa TeKylero roga Ha
nepuogmnyeckune n3gaHuns c
NOAMWCKOW Nnpedblaylero roga ans
BbIABMNEHUA U3SMEHEHWI B Ha3BaHUAX;
BHECEHNe N3MeHEeHUN AaHHbIX

O HO
Ha3BaHue

2,4

26

CBepKa BbIXOOHbIX OaHHbIX BrNepBble
3aKa3blBaeMbIxX 3apybexHbIX
nepvognyeckmnx n3gaHum C
b nuorpadmyeckmumm
CrpaBoOYHUKaMK n Apyrmmm
NHEPOPMaL MOHHBIMU UCTOYHUKaMU

O HO
Ha3BaHue

13,5

27

odoopMISieHNe 3akasa Ha NoLMNUCKY;
noacyetr CTOMMOCTM TMOAMUCKU C
y4eTOM  [OCTaBKW;  3arosfiHeHue
KBUTAHLIUM aboHemeHTa Ha
nepnogun4eckoe nsgaHue

OOWH 3aKa3

8,4

28

cocTaBneHue perncTpauOHHOM
KapTO4Ku ans KapToTeKun
nepuoanyecknx n3gaHumn

o[Ha KapTo4Ka

4,5




Pabota B aBTOMaTM3MPOBAHHOM
pexume (AC):

29 BBOL 3aKa3a Ha nepuogundeckue || ogHa kaptodka || 3,5
n3gaHusa B 6asy gaHHbIX
30 BbIBO[, Ha 3KpaH perncTpaumoHHOW || ogHa kaptodka || 1,8
KapToOu4KuW, pacneyartka
31 KOPPEKTUPOBKA 3aKasa: BbIBOA4 Ha || O4QHO 1,8
9KpaH cnmcka nepnoanyeckmnx || HaspaHue
N3gaHun; BHECEHMEe N3MEHEHUN
[MogrotoBKka  OOKyMeHTauum  Ans
3aKynKu U3gaHum:
32 ayKLUMOHHas AOKYMeHTauus OAVH 480,0
KOMMNEKT
33 AOKYMEeHTauus 4519 KOTUPOBOK OAVH 400,0
KOMMNEKT
34 A0roBOp/KOHTPaKT OAWH 240,0
KOMMNEKT
35 COCTaBIieHMEe TEXHUYECKOro 3agaHua || oguH 240,0
Ans ayKumnoHa KOMMNEKT
36 COCTaBfieHMe CBOAHbIX Tabrmy u || oauH 360,0
CMUCKOB M3OaHMA AN  TaMOXHW, || KOMMNEKT

COMpOBOAUTENBHON  AOKYMEHTaL MK
ONS1 MEeXOyHapoa4HOro noyTamTa




[Mepenucka cC KHUrOTOProBbIMMU
opraHusauusiMm n m3gatenscTBamu,
6rnbnnotekamu, gapuUTensMu:

37 cOoCcTaBIieHue, ne4vyarb TekcTa || ogHO NUCbMO 10,2
nMcbMa  (3anpoca,  NpPeTEH3un),
permcTpaumss B KHUIEe UCXOOALLMX
OOKYMEHTOB  (MOCTaHOBKa  Aarthl,
NOPSIAKOBOrO  HOMepa, YyKasaHue
HaUMEHOBaHUS opraHusauum,
KpaTKoe cogepxaHune nucbma)

38 cocTaBfieHue, ne4yartb || 0gHO NUCbMO 11,0
GrarogapCTBEHHOrO nucbma,
peructpaums B KHure  [lapos
onbnnmoTeku

39 COCTaBlieHMe, ne4vyaTtb MNUCbMAa Ha || 04HO NUCbMO 5,2
npeaBapuTesribHbin 06CcYeT nsgaHun,
NoArOTOBMEHHBLIX K NPUOBPETEHMIO

40 odopmneHne, OTnpaBka  3akasa || o4uH 3akas 3,1
N3aaroLLmm opraHusaumnsm,
pacnpocTpaHUTEnNsim

41 aTpubyums n cocTasfieHue || oaviH 360,0
3aKNoYeHns Ans 9KCNEePTHOWN || OOKYMEHT

KOMUCCUK MNMpUn NOKYMNKe AOKYMEHTa

[lokomnnekToBaHne OUBIMOTEYHOrO

dooHaa:




42

nepenucka c¢ [HduccepTayMoOHHBIMK
COBETaMU: cocTaBlieHne, Habop
TekcTa nMcbMa (3anpoca,
NPeTEeH3nUn) B Cly4yae OTCYTCTBUS
obs3aTensHoro aKk3emnnsipa
AOKyMeHTa B (poHae

ofHa 3asBKa

20,0

43

nony4yeHue 3asiBKu Ha npuobpeTeHne
OOKYMEHTOB OT noapasaerneHunm

ofHa 3asBKa

2,6

44

cBepka 3asaBkm c "bason agaHHbIX
3akasa"

O HO
Ha3BaHue

2,0

45

NPOCMOTP KapTOTEKM
Hey0BIETBOPEHHOIO cnpoca;
aHanuM3 OTKasoB AN  BbISIBIEHUS
OTCYTCTBYIOLLMX JOKYMEHTOB

OOVH
[OKYMEHT

3,0

46

cocTaBneHne ©Gubnuorpadmyeckomn
3anncK;  ykasaHue  Komu4yecTBa
9K3eMnsapoB n CUrnoB
noapasgeneHnin

o[Ha KapTo4Ka

3,6

OTOOp 93MEKTPOHHbIX W3OaHUN Ans
9N1eKTPOHHON 6ubnmoTekun (3b):

47

oTbop danna no cnuckam
npeanoxeHnn ans 9b, npoBepka Ha
AyoneTHOCTb, MNPOBELAEHNE CBEPKU
3anMcu C 3MEKTPOHHbIM KaTariorom
(3K)

O HO
Ha3BaHue

3,0

48

npoBepKa
pasMeLLeHus
nokymeHTa B Ob

NErMTUMHOCTM
3NEeKTPOHHOro

O HO
Ha3BaHue

10,0




OT16op CeTeBbIX yOaneHHbIX
pecypcos (CYP):

49 NPOCMOTP  KHUromsgartesibCKou U || OauH pecypc 2,0
KHUrOTOProBown MHdpopmawmm

50 onpeaeneHue TEMbI pecypca, || oauH pecypc 90,0
COoCcTaBa, yCInoBui A0ocCTyna,
cos3gaHne nepBMYHOM 3annucu B
nacnopTte pecypca

51 opraHusaumnsa NpoBeneHnss TeCToBOro || O4uH pecypc 860,0
poctyna k CYP

52 3anosiHeHne nucTa TeCTUpPoBaHNA OLWH pecypc 420,0

53 BKIIOYEHME 3asiBKM B 3NEKTPOHHbIN || ogHa kaptodka || 0,26
yKasaTteslb 3aKkasa
OT60p [OOKYMEHTOB M3 OOMEHHbIX
dooHa 0B oubrnmortek Ans
AOKOMMNIIEKTOBAHUS:

94 NpPOCMOTP CMUCKOB, KapToTek, || ogHo 3,2
KaTarnoros oOMeHHbIX  ¢oHAOOB || Ha3BaHWe

6mbnnoTex, oTbop HY>HbIX
OOKYMEHTOB, CBEpKa C Katasioramm v
KapTOoTekamu CBOen OUBNMoTeku;
COCTaBJieHMEe CNNCKa Ha AOKYMEHTHI,
oTobpaHHbLIe B 06MeHHOM doHae

KonnyecTtBo AOKYMEHTOB,
BKJTIOYEHHbIX B CMUCOK:




55 1 3,6
56 2-10 37,4
57 11-25 87,7
58 26-50 197,0
CocTasneHue onepaTmMBHOIo
(TekyLLero) nraHa KOMMNeKTOBaHUS:
99 onpenerieHne  MepornpuaTun o || oguH nnaH 1044,0
dopMMpOBaHUIO egunHOro doHga Ha
TEeKYLLMI rod, OTBETCTBEHHbIX
ncnonHuTenen, KONMYEeCTBEHHbIX
nokasarenem obbema doHaa
(nocTynneHve, BblObITUE),
MCTOYHMKOB MOCTYNSIEHNS], CMETbI
pacxoqos
OdopmnieHune nnaHa
KOMMMEKTOBaHUSA B hopMe:
60 Tabnuy, ogHa Tabnmua 2,6
61 KapToTeKu OOHa KapTodka || 2,6
Pabota B aBTOMaTM3MPOBAHHOM
pexume (AC):
62 BBOZ MNfaHa KoMMrekToBaHusa B 6a3y || oawH nnaH 1,1

AaHHbIX AC




63 KOPpEKTUpoBKa  ©asbl  OaHHbIX; || OAWH 1,6
BblBOJ ~ Ha  3KpaH;  BHECEHME || AOKYMEHT
N3MEHEHUI

1.2. INpyem 1 y4eT NocTynMBLUMX JOKYMEHTOB

Tabnuua 2.
Tabnuua 2
N HanmveHoBaHune npouecca, || EanHunuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHUs BPEMEHMN,
MWH.
1 2 3 4
1 PacnakoBka/ynakoBka nsgaHum oJHa nayka 2,5
2 Pasbop [oOKymeHTOB MO Bugam, || ogHO Ha3BaHue 1,0
A3blKkaM, UCTOYHMKAM NOCTYMNSIEHNS
3 [poBepka otcytcTBusa || oauH ak3emnnap || 1,0
6 pakoBaHHbIX 3K3EMMNSIAPOB
[Mpyem [OOKYMEHTOB, MOCTYMUBLLNX
C CONPOBOAUTENBHLIM
AOKYMEHTOM:




npuem AOKYMEHTOB no
CONPOBOAUTENMBHLIM  MaTepuanam
(nmcT perncTpaumn, cyer,

HaknagHas, Konus 4eka, akT),
noadop ux no andasvTy aBTOPOB
WNn  3arnaBun, dKcNeguLNOHHBIM
HOMepawMm, cBepka c
CONpoOBOAUTENBHBIM  [JOKYMEHTOM,
NpOCTaBrfieHNe LEHbl Ha M3gaHuu,
noAcyeT 4yucria  9K3eMMnspos,
obLLen CToMMOCTH

OOUH 3K3EeEMIJIAP

2,8

npuem PYKOMUCHbIX KHWUI, || OOGWH LOKYMEHT 30,0
NOCTYNUBLLNX C

conpoBoAUTENbHBIM 4OKYMEHTOM

[Npyem guccepTtaumm:

NOCTYMNUBLUMX C || oOWH OOKYMEHT 21,0
conpoBoAuTENbHBIM MUCbMOM 13

[AnccepTaunoHHbIX COBETOB

NOCTYMUBLLUNX C || oouH OOKYMeHT 6,6
conpoBoAUTENbHBIM MUCbMOM 13

akcneguumu

npuem aBTopedepaTtoB || OAWH OOKYMEHT 1,3

avuccepTtauum,  MOCTYNMBLLUMX — C
conpoBoguTeribHbIM  MUCbMOM U3
akcneguumn

[Mpyem OOKYMEHTOB, MOCTYMMBLUMX
bes CONpoBOAUTENbHbIX
OOKYMEHTOB:




npoBepka Ha AybneTHoCTb;
NpoBeAEeHNE OLLEHKN JOKYMEHTOB

OOWH OOKYMEHT

3,1

10

COCTaBfiEHME aKTa Ha MNpueEM
[OKYMEHTOB

O HO Ha3BaHue

1,0

Mprem PYKOMUCHbIX KHMUT,
MNOCTYNMUBLLNX bes
COMpOBOAUTESNBbHbIX JOKYMEHTOB:

11

COCTaBJieHne akKTa Ha npuem
PYKOMUCHbIX KHUT U OKYMEHTOB

OOVH OOKYMEHT

0,1

12

NpoBepka Ha Hanmuue 6nM3KMx no
BPEMEHN U TEMATUKE PYKOMUCHbIX
KHAr M OOKYMEeHToB B dhoHOax
HUOP no cryxebHomy,
andasnMTHOMY, Y4ETHOMY KaTarnory

OAHa 3aruncb

10,8

ﬂpOBeﬂ,eHl/le 9KCNepTUn3bl N OLLEHKKN
PYKOMUCHbIX KHUT U JOKYMEHTOB:

OOWH OOKYMEHT

13

OpAWHapHON

600,0

14

MOBbILLEHHOW CITIOXHOCTU

1200,0

15

Ha MHOCTPaHHbIX A3blKaxX

1200,0

16

KapTorpadomyeckoro marepuarna

1200,0

17

MYy3blKalibHOro cogepxaHund

1200,0




18

pykonucem C  rpaslopamm U
nsomarepuanamm

1200,0

19

nposeneHue nepBUYHON
aTpnbyLmnn OOKYMEHTOB (pedkux u
LlEeHHbIX KHWT), oTbop B
COOTBETCTBUU C npodurem
KOMMNIEKTOBaHUA 1 pacnpeneneHme
no noadpoHaaM 1 KONNekumsam

OOWH OOKYMEHT

10,0

20

NpOCTaHOBKa LuTemMnens Ha
obopoTe TUTYMBHOrO NMCTa U Ha
17-n cTpaHuLe LOKYMeEHTa

OOUH 3K3eEMIJIAP

0,26

21

NPOCTaHOBKa permcTpaunoHHOro
HOMEepa Ha OOKYMEHT

OAUWH 3K3EeEMIJIAP

0,26

22

HaknenBaHMe Ha AOKYMEHT METKM
ONsi YCTPOWCTB pagno4acToTHON
naeHTuduKaLum OOBbEKTOB,
aKTyanuMsaums MeTku

OOUH 3K3EeEMIJIAP

1,2

23

HaKknemBaHve  LTpUX-Koga  Ha
0B6OpOT  TUTYNBLHOMO fuMcTa U
0B NOXKM

OOUH 3K3EeEMIJIAP

0,26

24

BHECEHMe pasMeTKu no coHaam Ha
nsnaHuve

OOUH 3K3EeMIJIApP

0,26

CBepka nocTynuMBLUMX AOKYMEHTOB
C KapToTeKkomn TeKyLLero
KOMMSIEeKTOBaHUS:




25

NMOUCK KapTO4kKM B  KapToOTeKke
TEeKyLlero KOMnJieKToBaHuaAa, CBepkKa
KapToO4kn C AOKYMEHTOM, BHECEHNE
OTMETOK

o[Ha KapTo4Ka

0,52

26

cocTaBrieHne cnucka
perMcTpaymoHHbIX HOMEPOB HOBbIX
NOCTYMMEeHUn Ans  M3roTOBJIEHUH
ne4yaTHON KapTOYKun

OOVH OOKYMEHT

0,36

Pabota B aBTOMaTU3NPOBAHHOW
cucteme (AC):

27

CBEpKa OOKyMeHTa C YyKazaTelJieM
3aKasaHHbIX M3[aHUK, BHECEHUEe
OTMETOK

OQHO Ha3BaHue

3,0

28

npoBepKa Ha AybneTHoCTb
nocTynmBLMX m3gaHun B 6ase
AaHHbIX AC

OOVH OOKYMEHT

1,6

29

permcTpaumns HOBbIX MOCTYMNEHWU
B Oa3e gaHHbIXx AC

OOWH OOKYMEHT

9,1

30

npueM 1 pernctTpaums pyKornmcHbIX
KHWI, TMpoCTaBfieHne OTMETKU B
peErMcTpaumoOHHOM >XypHare HOBbIX
NOCTYMMEHUN, KHUre y4yeta HOBbIX
NOCTYMMeHnn

OOWH OOKYMEHT

3,6

Mprem n perncTpaums XXypHaros U
raser:




31

noabopka >XypHarioB M raseTr Mo
andgasuTy Ha3BaHWUN, NOUCK
pPErMcTpaumMoOHHON  KapTO4Ykn B
KapToTeke MOAMNUCHBIX W3gaHuNn,
OTMETKa Homepa, AaTbl NOSy4YeHUs
n3gaHus

OOVH OOKYMEHT

0,94

32

NpocTaBneHne
XypHane

wremMnend Ha

OOWH >XypHar

0,2

33

npocTaBneHne
raseTe

wremMnend Ha

ofHa raserta

0,16

34

permcTpaums HOBbIX MOCTYMNEHWUN
B ©0a3e gaHHbIXx AC

OOVH OOKYMEHT

2,6

Mpnem wn pernctpaums ceTeBbIX
yoaneHHbix pecypcoB (CYP) B AC:

35

npoBepka [JOCTYMHOCTU pecypca
(npuem)

OQIVH pecypc

30,0

36

odopMIeHne  ConpoBOAUTENBHON
OOKYyMeHTaumu (akT npuemay)

OQIVH pecypc

10,0

37

BBEZIEHNEe 3anucu B peecTp ydyeTta
CYP

OIVH pecypc

4,8

38

BBEAEHME 3anMcu B  peecTp
nacnoptoB CYP

OQIVH pecypc

3,7

39

noaroToBka cBeAeHun ang canrta o
CYP

OQIVH pecypc

20,0




AOMVHUCTPUPOBaHNE CeTeBbIX

yOaneHHbIX pPecypcoB B
aBTOMaTM3NPOBAHHOM pexvime
(AC)

O6paboTka 3anucen ons BegeHus

NMHEPOPMAaLMOHHbIX NMOUCKOBbIX
CEpPBUCOB:
40 AOKYMEHT OHO Ha3BaHue 4.0
41 naket/b[1 OQHO 10,0
HauMeHOBaHue
43 akTyanmsauunsa ceegeHun o CYP O[HO Ha3BaHue 6,0
44 cbop cTaTucTukm o coctaese u 06 || ogHO HasBaHue 0,3
ncnonb3oBaHum CYP
[Mpyem n obpaboTka 3NEKTPOHHbIX
n3gaHum ans ONEKTPOHHOMN
ounbnmotekn B AC:
45 npoBepka KadecTBa  (panrnos, | OAMH OOKYMEHT 9,3

perncTpaums SIIEKTPOHHOIO
pokymeHta B JK, nepepava
doanroB Ha cepBep

dopmupoBaHMe akTa rnepegayu
HOBbIX TMOCTYMreHun B Opyrve
noapasferneHus:




46 B AC yepes nporpammy || oguH ak3emniap || 0,15
avcrnertyepmsaymm nsgaHum
47 B Py4YHOM pexmme oavH ak3emnnap || 2,0
BeoeHne  "KHurm  cymmapHoro
yyeta"
Pasbop [OKymMeHTOB MO Bugawm, || ogHa 3anuchb
oTpacnsam 3HaHWHN, A3blKaM;
nogcyeT  4yucra  OOKYMEHTOB,
3anucb pesyrnbTaTtoB nogcyera no
ycTaHoBJileHHON dphopme B "KHury
cymMmMapHoro yyeta"
KonmyecTtBO JOKYMEHTOB B napTum
NOCTYMMEHUN:
48 1 0,6
49 2-50 30,8
50 51-250 150,0
51 BBOA CTaTUCTUYECKMX OaHHbIX B || ogHa naptus 3,1
6a3y gaHHbIx AC
52 noacyeTr NOCTPaHN4YHO no || ogHa no3nuus 1,6

MNO3NLUMAM [aHHbIX, MNepeHeceHne
MTOrOB Ha CreayoLLylo CTpaHuLy




53

cBepka (PMHAHCOBbLIX [OOKYMEHTOB
otaena C JoMHaHCOBbIMU
OOKYMeHTamu byxrantepum

OOWH OOKYMEHT

1,46

54

odopMIieHNne  CONPOBOAMUTESbHbIX
OOKYMEHTOB  (CYeT, HaknagHas,
akT) 4na nepegayu B 6yxrantepuro

OOVH OOKYMEHT

13,0

95

ohopMIEHNE WMHBEHTAPHOW KHUIK,
Hymepauus NIMCTOB, NPOCTaBleHne
HOMepa B MHBEHTAPHOW KHUre

ofHa cTpaHuLa

0,88

56

3anuncob A OKYMEHTOB no
YCTaHOBJIEHHOM doopme B
WHBEHTAaPHY KHUIY, NpOCTaBfieHne
WHBEHTApPHOro HomMmepa Ha
AOKYMEeHTEe

OOWH OOKYMEHT

2,8

S7

npoBegeHve NHOMBWOYaNbHOro
ydyeta [OKyMeHTa MO aKTOBOM
cucteme, npocTaBfieHne
WHBEHTAapPHOro HomMmepa Ha
AOKYMEeHTEe

OOVH OOKYMEHT

1,0

58

npoBegeHne NHANBMAYaNbHOIo
yyeTa C MPUMEHEHNEM YYETHOro
KaTanora: cocTaBrieHune
oubnuorpadmyeckoro  onucaHus
OOKYMEHTA; yKasaHue  LieHbl,
NHBEHTAaPHOro HoMepa, roga
MNOCTYNMEHNsi, HOMepa 3anucu B
"Knure cymmapHoro yyeta“, 4ucrna
MNOCTYNUBLLMX  9K3EMMNNApOB,  UX
pacnpeneneHve no
noapasgeneHnam

o[Ha KapTo4Ka

47




59

domKcmpoBaHme B XypHane
perMcTpaumm KapToyeK Y4eTHOro
KaTariora WHBEHTapHOro HoMepa,
NnepBoOro CrioBa 3arnaBus

OAHa 3aruncb

0,3

60

npocTaBneHne MHBEHTapHOro
HOMepa Ha JOKyMEHTe

OOVH OOKYMEHT

2,6

61

permcTpaums naTeHToB B
HyMepaLMOHHOW KHUre

OOWH OOKYMEHT

0,3

62

npMeM akToB Ha BblObiBLLKE
OOKYMEHTbI oT CTPYKTYPHbIX
nogpasaeneHvii; BHecCeHue 3arnvcu
B "KHure cymmapHoro yyera" (2-s
YacTb); NpPOCTaBfeHMe HoMmepa
aKkTa

OOWH aKT

8,7

AcknioyeHne [OKyMeHTa Mo akTy
N3 y4eTHbIX dhopM:

OOVH OOKYMEHT

63

WHBEHTaPHOW KHUIU

1,4

64

YH4E€THOro Karasriora

0,88

65

onncun MHBeHTapHbIX HOMEpPOB

1,0

66

NUCKITtoYEeHne BblObIBLUMX
AOKYMEHTOB 13 6a3bl AaHHbIX AC

OOVH OOKYMEHT

1,0

67

noralleHne MHBEHTAPHOro Homepa
M wremnena OWONMMOTEKM Ha
OOKYMEHTE

OOWH OOKYMEHT

0,5




68 noaLuMBKa akToOB OOWVH aKT 0,26

[MpumedaHune: npu paboTe ¢ OKYMEHTaMM Ha MHOCTPaAHHbIX Si3blkaX K HOpMe
BPEMEHU MPUMEHAETCSA NoBbILAaWmMn KoaddmumeHT 1,15.

1.3. bubnmoteyHaas obOpaboTka p[gokymeHToB. OpraHuMsauna u BedeHue
KaTanoros

Ta6nuua 3.
Tabrvuya 3
N HanmveHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MUH.
1 2 3 4
PaboTa ¢ ne4aTHON KapTO4YKOW:
1 doopmupoBaHue KOMMJieKTa || ogHa KapTo4ka 1,25
nevyaTHbIX KapTO4YeK Ha OCHOBE
MaLLMHOYUTaeMomn
6ubnmorpadmyeckon 3anmucu
2 pa3bop KOMMSieKTa ne4yaTHbIX || ogHa KapTodka 0,42
KapTo4ek
3 noabop neyaTHbIX KapTodek Mo || ogHa KapToudka 0,43
andgasuTy dpamunuin aBTopoB UIu
3armaBunM Onsi  paccTaHOBKU B
cnyxebHyo KapToTeKy




paccTaHoBKa KapTouyek B
cnyxebHyo KapToTeKy

o[Ha KapTo4Ka

0,96

noabopka nevyaTHbIX KapToyek K
OOKYMEHTaMm

o[Ha KapTo4Ka

0,52

Csepka MNOCTYMUBLLNX
AOKYMEHTOB C KaTarioramu:

npoBepka no KaTarnory
NOBTOPHOCTM OOKYMEHTA;
nepeHeceHne C  KaTasioxHOW
KapToukn 6ubnmnmotedHoro wmdpa,
NOSIHOro MHAEKca

o[Ha KapTo4Ka

1,9

MoOUCK B cCnyxebHoOM Kartarore
CBOJHOrO OnNUCaHusl; BHeceHue
OTMETOK

o[Ha KapTo4Ka

2,6

0doopMIIEHNE NMEeYaTHON KapTO4KW,
HanmMcaHue WHBEHTAPHOro
HOMepa, Wwudpa U Opyrux
OB NMMOTEYHBIX OTMETOK

o[Ha KapTo4Ka

0,68

Mpunucka oy6neTos:

cBepka OOKYMEHTa Ha
aybneTHocTb Mo cryxebHomy,
andaBuTHOMY, Y4€THOMY KaTasory

O HO Ha3BaHue

0,94

10

npunucka naybrneta B KaTaror:
npocTaBneHune VHBEHTAapPHOTO
HoMepa; nepeHeceHve wmMdpa Ha
[IOKYMEHT

O HO Ha3BaHue

2,42




[Mpunucka NPOLOSPKAOLLMXCSH
N30aHUN:

11 NOUCK B permcTpaumoHHON || 0QHO Ha3BaHWe 0,84
KapTOTEKe KapTOYKW Ha uU3gaHue;
cCBepka ee C  OpurmHarow;
BHECEHue OMBNMMOTEYHbIX
OTMETOK
12 NOMCK B Kararnore KapToO4KW; || O4HO Ha3BaHue 3,1
OoTMeTKa NOCTYNSIEHNS
COOTBETCTBYHLLEIO BbIMNyCKa;
npocTaBfieHne WHBEHTAPHOro
HOMepa, LWmndgppa, BHECEHME APYrnX
OB NMMOTEYHBIX OTMETOK
dopmmpoBaHue
6ubnmorpadmyeckon 3anmucu
CocTtaBneHue OCHOBHOM || 0A4HO Ha3BaHue
oubnunorpadmyeckon sanncum npu
OTCYTCTBMM MEeYaTHON KapTOYKM B
OOKYMeHTe  (O3HakoMmreHne C
AOKYMEHTOM; coCTaBleHne
ONUCaHUS; BHeEceHue
BB NMOTEYHON OTMETKN)
KonnyecTtBo 3NIEMEHTOB
ONMCaHus:
13 1-4 0,42
14 5-6 52
15 7-9 6,2




16 10-13 7,2
17 14-19 8,2
18 20-27 9,2
19 coCcTaBleHue OCHOBHOM 3,5
Gubnunorpadmyeckon 3anmcm C
NOMOLLLKD  MakeTa  KapTO4KW,
HaneyaTaHHOro B KHUre; NpocMoTp
n3gaHus; CBepka C MaKeToMm
KapTOu4KM
20 cocTaBfeHue Aob6aBoOYHOro || 0gHa KapTodka 1,9
onucaHus K OCHOBHOW
6ubnmorpadmyeckon 3anmucu
21 O3HaKoOMJIeHMe C [OOKYMEHTOM; || O4MH OOKYMEHT 3,5
cocTaBlieHne aHannUTU4ecKkomn
3anucum
22 COCTaBrieHne CCbIJTOMHOM || O4Ha KapToyka 1,26
KapTO4Ku K OCHOBHOW

6ubnmorpadmyeckon 3anmucu

dopmupoBaHune
Bubnmnorpadmyeckon 3anucu
PYKOMUCHOW KHUMM




CocTtaBneHue OCHOBHOW
Bubnmnorpadmyeckon 3anucu
(O3HaKOMNieHne C OOKYMEHTOM;

cocTaBfieHve, onucaxve,
npocTaHoBKa BnbnMoTeyHon
OTMETKM):

OO HO Ha3BaHue

23

cpenHemn CrioKHOCTU

600,00

24

MOBbILLEHHOW CITIOXHOCTU

1200,0

25

Ha NHOCTPAaHHOM A3bIKE

1200,0

26

KapTorpadomyeckoro marepuarna

1200,0

27

MYy3blKalibHOro cogepxaHund

1200,0

28

AopaboTka ycTapeBLUMX 3anucen,
He COOTBETCTBYHOLLUMX
COBPEMEHHbIM
apxeorpaduyeckum HOpMaM:
AatupoBka pykonucen no
BOOSIHbIM 3HaKawm; pOCMUCb
cogepxaHungd COOpHUKOB
HEMNOCTOSIHHOIO COCTaBa;
BHeECeHue AOMONHUTENbHbIX
CBELEHUN C Yy4eTOM LOCTWKEHUN
COBPEMEHHON ncTopuorpagmm

O HO Ha3BaHue

300,0

PenaktupoBaHue
Bubnmorpadmyeckomn 3anunucu:

29

npoBepka NpaBUbHOCTH
3NIEMEHTOB 3anncK Ha KapToudke

o[Ha KapTo4Ka

1,0




30 odbopmrieHne KapTo4yku  Oanga || ogHa kapTo4ka 3,2

AyornmpoBaHnst Ha MHOXUTESTbHOM

annapare; npocTaBlieHne

MHOEKCOB, LuMdopoB,

OMBNMMOTEYHbIX NOMETOK,

onpegeneHne n ykasaHuve Tupaxa

KapTo4ek

[pynnoBas obpaboTka

AOKYMEHTOB

OT60p OOQHOTUMHBLIX OOKYMEHTOB, || OAHa rpynna

noanexawumx rpynnoBon || AOKYMEHTOB

obpaboTKke; cocTaBneHue obLLeEN

XapakTEPUCTUKN Ha  KOMMMEKT

AOKYMEHTOB

KonnyecTBo AOKYMEHTOB B

rpynne:
31 1-9 39,0
32 10-15 60,0
33 16-30 106,0
34 npoBepka NpaBUibHOCTU || oadHa 13,0

COCTaBIIEHMSI XapaKTEPUCTUKM Ha || XapakTepucTuka

KOMIMJIEKT JOKYMEHTOB

Pekatanornsauus (3ameHa
KaTarnoxHbIX KapToYek):




35

CBEpPKa KapTOYKM C LOKYMEHTOM;
ncnpasneHne cTaporo
Bubnunorpadmyeckoro onucaHus;
COCTaBIiEHME HOBOIO OMNUCaHWS;
nepeHeceHune lwmndopa,
NHBEHTapHOro HoMepa,
BUBNMOTEYHBIX NOMETOK

o[Ha KapTo4Ka

17,4

MoarotoBka K WHOEKCUPOBAHMUIO
OOKYMEHTOB A1 KaTaroros:

36

nondop KapTOYKM K OOKYMEHTY,
CBEpKa 1 BIIOXXEHNE B JOKYMEHT

o[Ha KapTo4Ka

0,5

37

O3HaKOMSIeHMe C  [OOKYMEHTOM;
yCTaHOBIEHNe TeMaTuKu;
pacnpegerneHve Mo oTpacram
3HaHus (No TemaTuke)

OQHO Ha3BaHne

0,88

38

NPOCMOTP MHOCTPAHHbIX N34aHUM,
nepeBo [OaHHbIX Ha PYCCKUMN
A3bIK

OQHO Ha3BaHue

0,37

CucTtemaTtusauus OOKYMEHTOB:

39

cuctemMaTmsauma [OOKYMEHTa C
NCMNOfb30BaHNEM NHOEKCOB
NeyaTHOM KapTO4KM WM MakeTta
KapTO4KK,  HamneyaTtaHHoro B
n3gaHuu, O3HaKoOMIleHne c
OOKYMEHTOM, nposepka
COOTBETCTBUA NHOEKCOB
Tabnuuam Kraccudmkaumum,
NPUHATBIM B brnbnmoTteke,
NpocTaBreHne nHaekca Ha
OOKYMEHTE

OQHO Ha3BaHue

2,6




40

cuctemMaTmsaumnsa JOKYMEHTOB Npu
OTCYTCTBMM MEeYaTHON KapTOYKK U
MakeTa KapTouku B uM3gaHuu;
O3HaKOMSIeHME C  [OOKYMEHTOM;
onpegeneHve nHaekca no
Tabnvuam Knaccudmkaumu,
NPUHATBIM B 6rnbnmoTeke;
npocTaBreHne nHaekca Ha
OOKYMEHTE

O HO Ha3BaHue

4,7

41

onpenerieHne aBTOPCKOro 3Haka
OOKYMEHTa no aBTOPCKUM
Tabnvuam

O HO Ha3BaHue

0,62

42

LundppoBKa AOKYMEHTa npu
doopMaTHO-UHBEHTAPHOW

paccTaHOBKe: onpenereHue
doopmaTta AOKYMEeHTa, HanucaHwe

lwndppa

OO HO Ha3BaHue

0,42

43

peoakTupoBaHue
KINacCUMUKaLUMOHHOIO  MHOEKCA;
npoBepka NpaBUIbHOCTH
MHOEKCa, aBTOPCKOro 3Haka

O HO Ha3BaHue

0,88

44

cocTaBrieHne KapTOYKM
andgpaBUTHO-NMPeaMETHOro

Katanora (Ha HOBYI TeMmaTuky);
HanucaHve Ha KapTodKe MHOEKCa,
Ha3BaHWS KaTarnora U KapTOTEKMW,

B KOTOpPbIX oTpaxaroTcs
[OKYMEHTbI; YKa3aHMe CCbINKUA U
OTChIJIKN, CBA3N MeXIy

oTAenNbHbIMK pybprKkamm

o[Ha KapTo4Ka

2,0

MNpeomeTnsaums JOKYMEHTOB:




45

npeamMeTmsaumns OOKYMEHTOB C
MCNOSb30BaHNEM pyb purK
ne4yaTtHoOM KapToO4KW; MNpoBepKa
COOTBETCTBUA PYOPUKN nevaTHOMm
KapTOYKN NpeaMeTHOMY KaTanory

OQHO Ha3BaHue

2,6

46

npeaMeTmnsaums OOKYMEHTOB Mpu
OTCYTCTBMM MNEevYaTHON KapTOuYKMK;
O3HaKOMSIEHME C  [OOKYMEHTOM,
onpegeneHue pyépuku

OQHO Ha3BaHue

4,6

47

COCTaBfIEHNE HOBbIX NPEeAMETHbIX
pyb purK n noapyopuK;
nepeHeceHue Ha KapTOYKM
cny>xebHON KapToTeKu

o[Ha KapTo4Ka

1,3

48

pegakTupoBaHue npeamMmeTHoOn
pybprKku; npoBepka NpaBuiibHOCTU
npeaMeTHOM pPybpuKKM, TOYHOCTU
HanucaHung

o[Ha KapTo4Ka

0,88

Opranunsauus andaBUTHOIO
Karanora:

49

noabopka KapToyku no andasuty
damMuniMn aBTOPOB UNN 3arriaBuUn
ANs pacCTaHOBKU B andaBUTHbLIN
KaTarnor

o[Ha KapTo4Ka

0,36

50

paccTaHoOBKa  npeaBapuUTesbHO
nogo0paHHbIX KapTo4ek B
andgbaBuTHbBIN KaTanor

o[Ha KapTo4Ka

0,36




51

penakTupoBaHne  andaBUTHOIO
KaTanora; npoBepka pacCTaHOBKU
KapTOueK, NpaBUIbHOCTU
000aBOYHbIX M CCbINOYHbIX
KapTo4ek; ncrnpasneHue oLMOoK

o[Ha KapTo4Ka

0,88

52

HanucaHwe pasgenurens  And
andgaBuTHOrO KaTtarora, ykasaHue
OykBblI, criora

OOVH
pasgenuterb

0,88

53

paccTaHOBKa pasgenurtenen B
andaBuTHbIN KaTanor: nogbopka
pasgermtenen no - andasury,
NMOUCK MecTa pasgenurens,
YyCTaHOBKa, 3aKpersieHne CTEepPXHS

OOVH
pasgenuterb

0,36

OpFaHI/ISaLI,I/IFI cncreMatTn4eckoro
Kartarora.:

54

noadopka KapToO4KK No MHOEKCAM,
BHYTPU pasgena no andgasuty
damMuiin aBTOPOB UNN 3arfiaBuUn
ans pacCTaHOBKMU B
cucTemaTudecKuin Kkararor

o[Ha KapTo4Ka

0,42

95

paccTaHoBKa npeaBapuUTeNbHO
noao0paHHbIX KapTo4ek B
cucTemMaTudeckumn karanor

o[Ha KapTo4Ka

0,42

56

peaakTupoBaHue
cCUCTEMAaTUYECKOro Kararora:
npoBepka NpaBUIIbHOCTU
HaMoSfIHEHNA pa3gerioB Kararora
No COAEepPXaHWo, WHOeKcauum u
pacCcTaHOBKE; ncnpaereHue
oLMOOoK

o[Ha KapTo4Ka

0,88




S7

aHanus cucTemMaTmyeckoro
KaTarora: ncnpassieHne
MHOEKCOB, BHECEHNE N3MEHEHWI B
andgbaBuTHbIN KaTanor

o[Ha KapTo4Ka

5,2

58

HanucaHwe pasgenuTens  Ans
cUcTemMaTnyecKoro KaTarora:
ykasaHue HaMeHoBaHusA
pasgena, nogpasgena u Aapyrnx
OTMETOK

OOVH
pasgenutesb

2,6

59

paccTaHOBKa pasgenutenen B
cucTeMaTu4yecKkmm KaTarnor:
nogbopka no WHOEKcaMm, MOUCK
MecTa, YCTaHOBKa, 3aKpensieHune
CTEPXHS

OOVH
pasgenutesb

0,42

Opranunsauus npeamMeTHOro
Karanora:

60

nogbopka KapTo4ek no
npeaMeTHbIM pybpukam, BHYTPU
pybpuk no andgasuty dammnmmn
aBTOpPOB WM 3arnasum

o[Ha KapTo4Ka

0,42

61

paccTaHoBKa  npeaBapuUTesbHO
nogo0paHHbIX KapTo4ek B
npegMeTHbIN KaTaror

o[Ha KapTo4Ka

0,42

62

penakTUpoBaHWe  npeagMeTHOro
KaTarnora: npoBepka
NPaBUITbHOCTU CChIJIOK, OTCbINOK,

pyb purK

o[Ha KapTo4Ka

1,0




63 HanucaHne pasgermTens ansg || oauvH 2,3
NpeaMeTHOro Kartarora, ykasaHue || pasgenvrernb
pYBPUKK, OTCLISIKK, CChISNTKU
64 paccTaHoBKa pasgenutens B || o4uvH 0,42
npegMeTHbIA  KaTarnor, MoucK || pasgenuTerb
MecTa, YCTaHOBKa, 3aKperseHue
CTEPXHS
OpraHusauma  HyMepauWoHHOro
KaTarnora HOPMaTUBHO-
TEXHNYECKOW LOKYMEHTaLUN:
65 nogbopka KapToukM MO Buaam || ogHa KapToudka 4,3
AOKYMEHTOB, YCIIOBHbIM
LMcpoBbIM 0603Ha4YEeHMAM,
andghasuTy COKpaLLeHHbIX
HasBaHWA CTpaH, JfaTUHCKOMY
andpasuty (MHOCTpPaHHbIX
CTaH4apToB), no HOMepaMm
OOKYMEHTOB
66 paccTaHoBKa npeaBapuUTESNbHO || O4Ha KapTodka 0,41
noaobpaHHbIX KapToYeK B Kataror
67 pegakTupoBaHue Karanora || ogHa KapToyka 3,2
(npoBepka NpPaBUITBHOCTU
oubnunorpadmyecknx  onucaHum,
pacCTaHOBKM; ncnpaeneHue
OLWMBOK); BHECEHWNE OOMNOSTHEHN U
N3MEHEHUN B KaTanor (OTMeHa,
3aMeHa, W3MEHEeHUs, npoafieHue
cCpoka [OeucTeus C yKasaHuem
NCTOYHMKA)
68 HanucaHwe n paccTaHoBKa || oauvH 1,3
pasgenurernen pasgenurernb




Opranunsauus n BegeHue
9NEeKTPOHHOro Kararora:

69

cBepka NMoCTYMMBLLMX OOKYMEHTOB
Ha OyOneTHOCTb B 3NEKTPOHHOM
kaTarnore

OOWH OOKYMEHT

1,6

70

npunucka NPOAOIMKAOLLNXCS
N30aHUA B 3NIEKTPOHHOM KaTarore

OOVH OOKYMEHT

1,6

dopmupoBaHune
6ubnunorpadmyeckon 3anucu Ons
SNIEeKTPOHHOrO Kartariora; BBOL4 B
6asy JaHHbIX; 3anornHeHne
COOTBETCTBYHOLLMX MOMen:

OAHa 3aruncb

71

NPy HanmMYuM MakeTa nevyaTHOM
KapTOYKK

0,36

72

npu OTCYTCTBUU ne4yaTHOW
KapTO4KM

0,42

73

cocTaBJsieHune aHanMTU4YecKoun
3anucu

3,5

74

cocTaBneHne Oob6aBOYHbIX U
CCbINTOYHbIX ONUcaHum

O HO onucaHue

0,88

75

peaakTUpoBaHue
oubnunorpadmyeckon 3anmcn B
©ase paHHbix AC; BHeceHue
N3MEHEHUN

O HO onucaHue

1,3




76

BBOO  NepevyHs  npeaMeTHbIX
pyobpuK  apudMeTUKO-IIOrM4eCcKmX
YCTPOWCTB (AJTY) K
cuctemMatMyeckomMmy Kartariory u
reHeparnbHOn CnpaBOYHON
KapToTeke

ofHa pybpuka

0,36

144

BblBOA Ha 9KpaH
Bubnmorpadmyeckmnx sanmcen

OAHa 3aruncb

0,83

78

peoakTupoBaHue pybpuK;
HanosiIHeHne pasaernos

OQHa 3aruncb

3,0

N3baTue KapTo4ek U3 Kartarioroe

N3baTtue KapTO4Ku Ha
NCKIMOYEHHbIE 13 OUONMOTEYHOro
dooHAa OOKYMEHTHI:

o[Ha KapTo4Ka

79

andaBUTHOro KaTarora

0,52

80

cuncreMatTn4ecKoro Kararora

0,56

81

npeamMeTHoOro Kartarora

0,56

82

HyMepauWnOHHOIo Kartarnora

0,42

83

N3bATUE Gubnmorpadmyeckon
3anucu 13 3NEKTPOHHOro KaTarnora

OQHa 3aruncb

0,84

TexHn4yeckas obpaboTka
OOKyMEHTa




HaknemBaHne Ha  OOKyMeHTe
nncTka cpoka BO3BpaTa,
KapMaLlka, sipriblka:

OOVH OOKYMEHT

84 NIMCTOK CPOKa BO3BpaTa 0,42
85 KapMallek 0,42
86 APNbIK 0,26
Hanucanve wmndppa Ha gokymeHTe || OOuH OOKYMEHT
N Aprblke:
87 Ha JOKYMEHTe 0,26
88 Ha Aprbike 0,36
89 nepeHeceHne  ¢opmatHoOro  u || O4WH OOKYMEHT 1,6
cucTtemMaTtudeckoro  wmndpos C
KapTOYKN Ha JOKYMEHT
90 odbopmrieHne KapTo4yku  Onga || ogHo HasBaHue 1,0
TUPAXKMPOBAHMS
91 BHECEHNEe U3MEHEHUU B KapTouyke || O4HO HasBaHue 0,42
nocrie TupaxupoBaHus
92 pacnpegeneHue KaTanoXHblX || ogHa KapToyka 0,42
KapTO4YeK Ha HOBble MOCTYMNeHUs
no CTPYKTYPHbIM
nogpasgeneHnsam nocne

TUPaXXMPOBaHUS




93

3anornHeHne KHUXKHOTO
doopmynapa: ykasaHue  mdpa,
WHBEHTAPHOro HOMepa
AOKYMEHTa, doamunmn n
MHULKMANOoB aBToOpa, ero HasBaHus,
LleHbl, roga usgaHus

OaWVH KHVKHbIN
cpopmynsip

0,88

94

3anosHeHune KapTO4KM
nHOuKaTopa Ha A OKYMEHT,
HanpaBSiAeMbI B KHUTOXPaHEHWE:
yKa3aHue WHBEHTapHOro Homepa,
aBTopa M 3arnasusd, Lwudgpa
pacCcTaHOBKMU

OOMH UHAWKATOopP

0,88

95

3anosfiHeHve nepegaTro4yHomn
BEJOMOCTM Ha MapTUO HOBbIX
NOCTYMMeHnn

ofHa Be4OMOCTb

0,42

Pabota B AC

BbiBO4 Ha 3KpaH ydeTHbIX dhopm;
pacrneyaTka:

ogHa doopma

96

JMCTbl wnHAMBUMAOYAlTbHOINO y4eTa
OOKYMEHTOB

0,05

97

nepegarovyHad Be4OMOCTb HOBbIX
NOCTYMIeHnn

0,05

98

KapTodka ¢ 6ubnmorpadmyeckomn
3anucbto 4Nl Y4eTHOro KaTarora

0,05

99

KHWKHBIN dhopMyriap

0,05




100 KapToyKa nHgukaropa 0,05

[MpumeyaHue: K HOpMaM  BPEMEHM  MNPUMEHSOTCS  MOBblLIAKOWME
KOS pJMLIMEHTbI:

- nNpu cocTaBneHun o6ubnmorpadM4eckoro onMcaHus Ha OOKYMEHT, Ha
TUTYNIBHOM  JIMCTE€  KOTOPOro  YaCTMYHO  OTCYTCTBYKT  JaHHble  Ans
6ubnmorpadmueckon 3anucu - 1,13;

- Npn 6ubnmnoteyHon obpaboTke: KMHOGOTOGOHOAOKYMEHTOB - 1,21; HOTHbIX,
KapTorpadmyeckux, nsonsgaHun - 1,15, cneumnanbHbIX BUOOB HAYyYHO-TEXHUYECKOMN
nMTeparypsbl U gokymeHTauum - 1,10;

- Npn paboTe C AOKYMEHTAMM Ha MHOCTPaHHbIX A3blKax, NPy OpraHusauum u
BeJEeHUN KpaeBedyecKoro kartasnora (KapToTeku) um 6umbrnmoTedHoro karasora Ha
MHOCTPaHHOM f3blke - 1,15, Ha A3blikax cTpaH Asun 1 Adpukn - 1,5.

1.4. Pabota ¢ poHOOM

1.4.1. Pabota no npnemy JOKYMEHTOB

Tabnuua 4.
Tabnuua 4
N HanveHoBaHue npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4

MpueM AOKYMEHTOB B CTPYKTYPHbIX
nogpasaeneHnsax

Mpvem [OOKYMEHTOB wu3 oThena || ogHa napTtus
KOMMMEKToBaHUS, cBepka c
COMPOBOAMUTENBHLIM MaTepuanom




KonmyecTBo 3K3eMnnsapos:

1-25 14,4
26-75 37,2
perMcTpaumst HOBbIX MOCTYMNSIEHUA || OAWH LOKYMEHT 0,26
nepuognyeckmnx n3gaHum,

npocTaBsieHne OTMETKM B

perncTpauoOHHON KapToTeke

npoBepka rogoBOro  KoMnnekra || oguH Homep 1,0
XypHanoB U raseT Ha Hanmyue

HOMEpPOB

npoBepka 3anMcu Ha MepBoM || oguH HOMeEpP 5,0
HOMepe rogoBoro KOMMMeKTa:

lwndppa, HOMEpPOB, OTCYTCTBYHOLLMX

HOMEpPOB, MECSILLEB

3anuncb Homepa B || oAuH HomMep
Tonorpago4ecKyro onncob,

NPUNOXEHUS n cneynarnbHble

BbIMYCKMW:

Ha PYCCKOM 43blKe; 1,0
Ha MHOCTpPAaHHbIX A3blKaX 2,0
npocTasrieHne wremnens || oguH Homep 0,26

CTPYKTYPHOrO noapasgeneHns Ha
OOKYMEHTE




Moabop OOKYMEHTOB ans
paccTaHOBKM B ooHAE:

cTennaxax B doopmaTHo-
WHBEHTAPHOM Nopsaake

9 noagbopka AOKYMEHTOB no | o4WH OOKYMEHT 0,52
KInacCUMUKaUMOHHBIM  MHOEKCaM,
aBTOPCKOMY 3HaKy

10 noadopka AOKYMEHTOB No copmarty, || oguH AOKYMEHT 0,92
WHBEHTAPHbLIM HOMepaMm, Lmdpam
paccTaHOBKMU

11 nogbopka AOKYMEHTOB no | o4WH OOKYMEHT 0,48
andghasuTy Ha3BaHWN, rogam,
HOMepaMm, pasfenam, nopsaKkoBoMy
HOMeEpY

12 noabopka cneusugoB HOPMATUBHO- || O4WH AOKYMEHT 0,36
TEXHNYECKON  OOKYMEeHTauun no
Kraccam, nogkraccam, rpynnam,
noarpynnam, WHBEHTAPHbLIM
HOMepam
PaccTtaHoBKa onbnmoTe4vHoro
dooHaa:

13 paccTaHoBKa [OKYMEHTOB Ha || OOWH OOKYMEHT 0,52
cTennaxax B CUCTEMaTUYeCKu-
andgaBUTHOM nopsiake

14 paccTaHOBKa AOKYMEHTOB Ha | OOWH OOKYMEHT 1,3




15 pacCcTaHOBKa AOKYMEHTOB no | o4WH OOKYMEHT 0,63

andgasuTy Ha3BaHWN, rogam,

HOMepaMm, pasfgenam, nopsigKoBoMy

HOMeEpY

paccTaHoBKa HOPMAaTUBHO- || OAWH OOKYMEHT

TEXHMYECKON [OKyMeHTauum no

Krnaccam, nofgkraccam, rpynnam,

noarpynnam, WHBEHTAPHbLIM

HOMepam

KonnyectBo OOKYMEHTOB B

noabopke:
16 1-5 0,52
17 6-10 5,2
18 11-15 0,88
19 paccTaHoBKa [OKYMEHTOB Ha || OOWH OOKYMEHT 5,00

cTennaxax B doopmaTHo-

cucTemaTuy4eckom n andaBUTHOM

nopsigke (NpeamMeToB U MaTepuaros

rpadmkn) B BUTPUHAX M WKadgax c

YY4ETOM  KOMMJSIEKCHOrO  XpaHeHus

PYKOMUCHBIX N CTaponeYaTHbIX KHUr
20 paccTaHoBKa AOKYMEHTOB Ha || OOWH OOKYMEHT 3,0

MUKPOHOCUTENAX B MHBEHTAPHOM U
HyMepaunOHHOM nopAaake

npoBepka NpaBUIIbHOCTU
pacCTaHOBKM OOKYMEHTOB B
OTAEnNbHbIX MaccmBax ooHaa

MaccuB dooHaa




KonnyecTtso npoBepsemMbIX
AOKYMEHTOB:
21 1-200 26,1
22 201-305 42,0
23 306-400 57,0
24 401-600 88,0
25 nepemMeLLeHmne (nepeHeceHne) || ogHa noska 4,0
AOKYMEHTOB Ha cBODOAHbLIE MecTa
OdopmrnieHne NOSIOYHbIX || OOMH
pasgenurenen; HanucaHve || pasgenutens
NOSOYHbIX pasgenuTene:
26 ans cucTeMmaTnyeckomn 3,6
paccTaHoBKM doHaa
27 ansa  cpopmatHOM  pacCTaHOBKMU 2,6
dooHaa
28 ansa  andgaBUTHOW  pacCTaHOBKMU 2,6
dooHaa
29 Ans HymepauuoHHOW pacCTaHOBKMU 2,6

dooHaa




[MpumeyaHwe: K HOpMaM  BpeMeHW  MNPUMEHSIOTCA  MOoBbialoLme
KOS (pJMLIMEHTbI:

- Npy nogbope 1 paccTaHoBKE KMHOOTO(OHOAOKYMEHTOB - 1,2;

- HOT, KapTorpaduyeckunx, usonsgaHum - 1,5;

- Npn paboTe ¢ JOKYMEHTaMM Ha MHOCTPaHHbIX si3blkax - 1,15;

- Ha a3blkax cTpaH Asun 1 Adpuku - 2,0.

1.4.2. PaboTta no coxpaHHOCTK dooHAa

Tabnwuua 5.
Tabrvuya 5
N HanmveHoBaHue npouecca, || EanHunuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHUs BPEMEHMN,
MWH.
1 2 3 4
[MpoBepka 6ubnnmoTeyHoro doHaa:
1 HannucaHne KOHTPOSIbHOro TaroHa Ha || O4WH TarioH 0,88
OOKYMEHT:  yKasaHMe Ha  HeMm
WHBEHTAPHOIroO  HOoMepa,  wudpa,
doamunnm, NHULMaNoB aBTOpAa,
3armaBua, roga, MecTa Wu3gaHus,
LleHbl, MECTa XpaHEeHNs
2 MapKUPOBKA KOHTPOSIbHbIX TarioHOB: || O4WH TaroH 0,26
YCTaHOBKa, [Oe Y4TeH [OaHHbIN
OOKYMEHT (Y4eTHbIN Karanor,
WHBEHTaApHas KHWra); npocTaBfeHue
orno3HaBaTEeNnbHOro 3Haka
[Moabopka KOHTPOrbHbLIX TaNlOHOB: OAVH TaroH




Nno MHBEHTapHbIM HOMEpPaM

0,21

no andpasuTy gammnmin aBTopos UIu
3arnasun

0,31

No KraccudmkauMoHHOMY UHAOEKCY

0,52

CBepKa KOHTPOJSIbHbIX TalloHOB C
MHBEHTapPHOW KHUrom, OTMeTKa
NPOBEPKN Ha TarloHE U B KHUe

OAWH TaroH

0,21

CBEpPKA KOHTPOSbHbIX TaroHOB C
YYETHBIM Nnm andaBUTHbIM,
Tonorpadm4eckum KaTanoramu,
OTMETKa Ha TarloHe 1 B KaTarnore

OAWH TaroH

0,26

aHanm3 ¢opMbl  MHOMBUAOYAINBHOMO
yyeTa; BbISIBNEHNE OOKYMEHTOB, He
NPOLLEALLNX NPOBEPKY

OOVH
LOKYMEHT

1,3

COCTaBrieHne KapTO4KM Ha
OOKYMEHT, He NpoLUeLUmMi NPOBEpPKY

OOVH
[OKYMEHT

0,83

10

MOUCK [OOKYMEHTOB, He MpoLuesLmnx
NPOBEPKY, MO Pas3fMyHbiM YyYETHbIM
doopmam, KapToTeKkaMm, >KypHaram,
KHWXHbIM MOJiIKam

OOVH
[OKYMEHT

3,6

CocTaBneHne cnucka HegocTarLwmx
B poHOEe OOKYMEHTOB

OAVH CMUCOK

KonunuectBo OOKYMEHTOB B CIMUCKeE:




11

0,78

12 2-10 8,3
13 11-25 19,3
OT60p OOKYMEHTOB ANA U3BATUA U3
dooHaa
[MpOCMOTP AOKYMEHTOB Ha npegmet || ogwH
N3bATUA U3 doHAa: OOKYMEHT
14 HeNPOUITbHbIX 3,1
15 AyBneTHbIX 1,6
16 yCTapeBLUMX MO COAEPXaHUIO 3,1
17 BETXUX 0,88
18 Marioucnornb3yemblX, 2,6
HEMcnonb3yemMblx
MoaroToBka AOKYMEHTOB K
aKTUPOBAHWIO:
19 noadopka OOKYMEHTOB B MapTuM Mo || OAWH 0,36
Apy4MHaM  U3BATUA; CBepka C || AOKYMEHT

KHWKXHBIM (POpMYTsipoOM




20

nogbopka KHWXHbIX OPMYNsSIpoB Ha
OOKYMEHTax B nopsigke
MHBEHTapHbIX HOMEpPOB, andaBuTa,
KypHarioB - Mo rogam 1 Homepam

OOWH
chopmyrsip

0,42

CocTaBrneHne cnucka K  akTy
BolObITUS  (Nepegayun);  nogcuyer
obLen cymmbl; odhopmMIieHVEe akTa

OOWH aKT

KonunuectBo OOKYMEHTOB B ClMUCKeE:

21

0,78

22

2-10

7,8

23

11-25

19,3

MogroToBka [OKYMEHTOB B
nepenner:

24

OTOOp AOKYMEHTOB ONS NepensneTa;
NpoBepKa COCTOSHUS [OOKYMEHTa;
3anonHeHne  (cBepka)  KHWXKHOTO

chopmynisipa

OOVH
LOKYMEHT

3,4

25

nogbopka KOMMNNEeKToB, CBS3blBaAHME
B Mayku; odopMneHne OOKYMEHTOB
AONs nepegayun B nepennet

OOVH
[OKYMEHT

2,6

26

NnoaroToBka OOKYMEHTOB K
BOCCTaHOBJIIEHWUIO: nonbop
AOKYMEHTA, aHanornm4yHoro
NoBpPEXOEeHHOMY;, odbopmrieHne
3aKkasa Ha KonupoBaHue

OOVH
[OKYMEHT

2,6




27

npuemM 3akasa rnocrie KonumpoBaHUS,
nposepka KayecTBa KOMnun,
NnogroToBKa JOKYMEHTa K nepensieTy

OOVH
[OKYMEHT

0,83

28

npuemM [LOOKYMEHTOB W3 Mepensnera:
cBepKa MNocTynuBLUMX U3 MepenreTa
AOKYMEHTOB C KHWKHBIM
doopmynsapoM; rnpoBepKa KayecTsa
nepenrera; BOCCTaHOBJIEHNE
3arnaBus; HanucaHve wudpa Ha
AprbiKe, KopeLlke OKyMeHTa

OOVH
LOKYMEHT

5,2

[MoglumBKa ra3eT M TOHKUX XypHalioB:

29

onpegeneHne dopmara, BIIOXEHNe
KOMMfeKTa JXypHanoB B  nanky
HYXHOrO  dpopmarta, 3aBsi3blBaHUE;
BblHECEHME LWmMdpa, Ha3BaHUA, roga
n3gaHnd, HoMepa KypHanoB Ha
0BMOXKY M KOPELLOK Nnanku

ofHa nanka

13,0

30

packnagka rasetr no Ha3BaHWSM:
npoKanbiBaHve, BrOXeHue B
KapTOHHYO 0BNOXKY (nanky),
NPOLLHYPOBKA; ochopMreHme 06510KKK
(HasBaHwe, rog, Homep, MecsL,)

ofHa nanka

9,4

Mernkun peMoHT dhoHAaa:

31

noaKnenka OOKyMEHTa, KapMallKOB,
APIbIKOB; BOCCTAHOBIIEHME 3arnaBui

ofHa nanka

4,2

PecTaBpauns KOPELLKOB:




32 onpegeneHne obbema  paboThbl; || oauH Kopelwok || 60
yaaneHue cTaporo KOpeLLKa,
NoArotoBka KoreHkopa (obpeska,
NoaKIenka); npoLumBKa 6noka
OOKYMEHTa,  Nogknenka  HOBOro
KOpeLLKa, pasMeLleHne noa npecc
PecTaBpauus cTpaHuu:

33 onpeaeneHne obbema  paboThl; || ogHa 10
nogkrnemka  cpotorpadmn, KapT, || cTpaHuua
YyepTexen; BOCCTaAHOBIIEHNe 4acTten || (CTp.)

CTpaHuy,
Ob6ecnbinvBaHne oHaa:

34 obecnbinMBaHMe ¢goHOa C NOMOLLBHO || ogHa 12,0
nbinecoca; obecne4vyeHne pabouyero || meponosnka
MecTa TEXHUYECKMMU CpPEeACTBAMU;
npoBegeHne obecnbinMBaHns; 3aHOC
TEXHUYECKMX CpeacTB B MecTa
XpaHeHus

35 py4yHoe obecnbinmBaHue oHOa; || ogHa 94
obecrneyeHne  pabodero  MecTa || Meponosika
TEXHUYECKMMM CpPencTBaMu; 3aHOC
TEXHUYECKMX CpeacTtB B MecTa
XpaHeHus

[pumedaHne: K  HOpPMaM  BPEMEHW  MPUMEHSAIOTCA  MOBbILLIAIOLLIME

KOS pJMLIMEHTbI:

- Npu  pyd4HOM obecnbimBaHuUM oHAA HOTHLIX, KapTorpadmyeckumx,

nsousgaHnn, aucceptauyumm - 1,2;
- Npn obecnblnMBaHMM ooHAA C MOMOLLBIO Mblfiecoca - 1,3.

1.4.3. 3yyeHne 6mubnmnotevHoro doHaa

Taonuua 6.



Tabnvua 6

n/n

HanmveHoBaHue npowecca,
onepauun. CoctaB paboThl

Eannnya
N3MepeHUs

Hopma
BPEMEHMN,
MUH.

NogroToBuTenbHas paboTa no
n3ydeHnto GMbnMoTeyHoro oHaa:

cocTaBfieHne nraHa paboTbl Mo
n3ydyeHutio  6GubnmnoTeyHoro poHaa

(4acTtu gooHaa)

OAWH NfiaH

214,0

NOArOTOBKA  MHCTPYMEHTapuss o
n3ydyeHutio  dmnbnmoteyHoro poHAa;
cocTaBleHue Tabnmubl no
pa3nMYHbIM acrnekTam U3yyeHus

ogHa Tabnvua

6,3

noaodopka Brnbnmorpadmyeckmx
nocobwun, NHPOPMaLMOHHbIX
CNNCKOB A51A npoBefeHnss paboTbl
Mo n3yyeHno GubnmortevHoro coHaa

O4HO nocobue

20,0

NnoAroToBKa NHCTPYKTaXxa ans
nposedeHns paboT no U3y4yeHuro
6ubnmoteyvHoro coHaa

OAWH
NHCTPYKTaX

83,0

Bubnunorpadmyeckoe n3yyeHve
6ubnmoteyvHoro coHga




O3HakoMneHne C  copepXaHuem
Bubnmnorpadmyeckoro nocobus,
NHOPMALMOHHOIO  CMKUCKa AN
npoBegeHnss paboTbl MO M3YYEHUHO
BubnmoteyvHoro coHga

O4HO nocobune

KonnyecTBO HasBaHU B NOCODOUMN:

5 1-25 15,7
6 26-50 34,0
7 51-100 68,0
CBepka KapToOukM KaTanora C || ogHa KapToudka
Bubnmnorpadmyeckmum ornvcaHnem
AOKYMEHTa, yKasaHHOro B nocobwuu;
BHECEHME OTMETKM O  Hann4uu
AOKyMeHTa B (poHAe:
8 andaBUTHbBIN KaTarnor 0,26
9 cucTemMaTU4Yeckumn KkaTtaror 0,42
10 cocTaeneHne 6Gubnuorpadmyeckoro || ogHa kapTodka || 2,6

onMCaHus Ha OTCyTCTByHOLME B
B6ubnmnoTeke LOKYMEHTDI




NPOCMOTP HarnosiHeHus
cuctematmyeckoro  Kartanora B
pa3nuMYHbIX acnektax (No oTpacnsm
3HaHuA, BMOAM, rogam);
ConocTaBsieHMe NOMyYeHHbIX JaHHbIX
c TEeMaTMKO-TUMONOrMYECKNM
(NepcrneKkTBHbIM) nnaHom
KOMMSIEeKTOBaHWUS; YTOYHEHNeE,
BHECEHNEe  KOPPeKTMB B  NIiaH
KOMMSEKTOBaHNS

o[Ha KapTo4Ka

KonnyecTso KapTo4ek B ALUUKeE:

11 1-500 43,0
12 501-1000 85,0
13 1001-2000 173,0
CTaTtucTumyeckoe n3yyeHve
B6rnbnnoTevHoro goHaa:
14 3anornHeHne ctaTtucTudeckux Tabnvy || ogHa Tabnvua 19,3
(N0 cocTasy, OMHAMWKE U CTeneHu
NCNOSIb30BaHUA onbnmoTe4vHoro
doHOa) Ha  OCHOBaHUM  yYEeTHOW
AOKYMEHTaLuu
15 pacyeT nokasatenen || oguH 2,0
KHUroobecrne4yeHHoCcTH, nokasaresnb

obpallaeMocTu, YNTaeEMOCTH




16

CMJIOLLUHONM MPOCMOTP OOKYMEHTOB Ha
cTennaxax, MNoAcYeT MO KHWKHBbIM
dopmynapam MM NMCTKaM Cpoka
BO3BpaTa KonmMyecTBa KHUroBblgau

OOVH
[OKYMEHT

0,84

17

MapKuUpoBKa HEUCNOSb3yeMON YacTu
doHOa B 3aBUCUMOCTM OT MPUYNH,
BbI3BaBLLMX HN3KYHO ODOpalLaeMoCTb

OOVH
[OKYMEHT

0,26

18

3anornHeHue Tabnmubl
MHTEHCUBHOCTM NCMONb30BaHUS
6ubnmoteyvHoro coHaa

ogHa Tabnvua

50,0

CocTaBnenHve un aHanm3 Tabnuy, no
n3y4yeHnio 6ubnmoTedHoro goHaa

CocTtaBneHune Tabnmubl:

19

no COCTaBy, pasBUTUIO n
MCMNOJIb30BaHUIO OUMONMOTEYHOro

dooHaa

ogHa Tabnuua

63,0

20

MO CTeneHn cnonb3oBaHns oHaa B
pasnMYHbIX acnekrax (B
oTpacsieBoM, No Buaam U3gaHuin)

ogHa Tabnmua

68,0

21

no obbemy Heucnornb3yemon u
MariocrnpalmsaemMon 4yacTu ¢poHga u
NPUYNHAM ee HaKonseHUs

ogHa Tabnvua

63,0

AHanua Tabnmubl:

ogHa Tabnvua




22 no cocTasy, pa3BUTUIO n || ogHa Tabnmua 56,0
NCNONb30BaHMIO ounbrnmoteyHoro

dooHaa

23 Mo CTeneHu Ucnornb3oBaHns poHaa B || ogHa Tabnuvua 56,0
pasnMYHbIX acnekrax (B
oTpacrieBoM, No Buaam U3gaHuin)

24 no cocTaBy n BennymHe || ogHa tTabnuua 60,0
Hencnosib3yemom n
MariocrnpalmBaemMon 4yacTu ¢poHga u
NpUYMHaM ee HaKoMnJSeHns

25 COCTaBrieHve nraHa MepornpusaTuii U || oguH NnaH 161,0
NpeanoXeHun  nNo  pesynsratam
n3ydeHns ooHaa

[pumeyaHue: BpeMsa NMpoBeAeHUS UHCTPYKTaXa B HOPMY BPEMEHU He BXOLWUT;
npn paboTe C AOKYMEHTaMM Ha WHOCTPaHHbIX A3blKax K HOpMam BpeMEHU
NPUMEHSIETCS NoBbILWALMA KO3ddmumneHT 1,15.

1.5. ObcnyxmBaHue yntartenen

1.5.1. Pabota c yutarenem

Tabnuua 7.

Tabnuua 7
N HanveHoBaHue npouecca, || EanHunuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,

MWUH.




3anucb yuTtaTend B OnbnnoTexy:

NPOCMOTP AOKYMEHTOB u4uTaTens
(nacnoprT, yOOCTOBEPEHME,
NOPY4YUTENBCTBO); nposepka
Hanmnumsa  y4eTHO-PErMCTpPaLOHHON
KapTOYKM yntartens

OOVH YUTaTesib

1,7

3anornHeHve opmynsapa vutaTens,
YYETHO-PErMCTpPaL,MOHHOMN
KapTO4KW, YnTaTenbcKoro buneta

OOWVH YUTaTesib

2,0

O3HaKOMIIEHME yuTartens c
npaBuamm NOfb30BaHMS
B6rnbnmoTekon, pacnonoXxeHnem
doHaa, cnpaBoYHbIM annapaTom

OOWVH YUTaTesib

5,0

MOUCK W pacCTaHOBKa Y4eTHO-
PErMCTpPaLMOHHbIX  KapTodek Mo
andpasuty dpammnuun YntTaTernemn

o[Ha KapTo4Ka

0,26

[Nepepernctpauuns ymtaTenemn

NMOUCK doopmynsipa
(perncTpanMoHHOM KapTO4KWN)
yuTaTens; BHeCeHMe U3MEHEHUN B
HAX W yuTatenbCckui  bunet
(YTOYHEHME  aHKETHbIX  [OaHHbIX,
HOBOrO  YMUTaTENbCKOrO  HOMEPA,
AaTbl nepeperucTpaunm)

OOWVH YUTaTesib

12,0

3annchb (nepeperncTpaund)
yutaTtenenm B aBTOMaTU3MPOBaHHOM
pexumve:




Habop Ha KnaBuaType cBefeHUn O
yutartene: dammnms, NV,
OTYECTBO, XapaKTepuaylLme €ero
NPU3HaKn (obpasoBaHue,
crneuunansHocTb, nHas

NHpopmaums), Kog

OOWVH YUTaTesib

6,0

OCYLLECTBMIEHME  KOHTponsd  3a
BO3MOXHbIM HanmM4Mem LaHHbIX O
yutarene, 3anuncasLlemcs B
6unbnmoteky  (paHee  3anuca,
NVLLEH NpaBa Nonb30BaHus)

OOWVH YUTaTesib

1,0

odopMreHne Koga uuTaTtena
KOHTPOSIbHbLIM Pa3psiaoM U CPOKOM
Nosib30BaHUs YMTaTENbCKUM
OunetoMm Ha OCHOBe BblAaHHON

NMHJpopmMaL mm

OOWVH YUTaTesib

0,52

BblBEAEHNE HA MPUHTEP CBEOEHUN
O 3anucaBlLUeEMCSH YyuTaTene B Buae
GrnaHka, Bblpe3aHMe ©OnaHka wn
BKINeWnKa ero B YmtatenbCckum omnet

OOWNH YUTaTesib

1,3

PaboTta agucnet4yepckom Crnyxobl:

10

NpuemM YmTaTenbCcKoro TpedboBaHus;
npoBepka NpaBUIIbHOCTU
3anosHeHus TpeboBaHun,
YyTOYHEHUNE MecTa XPaHEHWS
AOKYMEHTOB; OoTMeTKa B
ONCMNEeTYEPCKON CeTKe, nepegaya
TpeboBaHMs B KHUTOXpaHEHWE

04HO
TpeboBaHue

0,73

BbinonHeHve TpeboBaHui
notpeburenen, BblOoa4va
AOKYMEHTOB n3 OCHOBHOIo

KHUTOXpaHEHUA:




11

nosnyyeHune TpeboBaHui,
perucTpaumsi, nogdbopka wuX Mo
Lndopam

04HO
TpeboBaHue

3,0

12

MOUCK  OOKYMEHTa, HaHeceHue
OTMETKM Ha TpeboBaHMU, KHUKHOM
doopmynsipe, ANCNETYEPCKON CeTKe

04HO
TpeboBaHue

5,0

13

YyCTaHOBIIEHME MeCTa HaxOXOeHus!
HeHaMdeHHOro  [OKYMeHTa Mo
CNpaBOYHbIM KapToTekam,
KaTanoram

04HO
TpeboBaHue

7,0

14

BblJaya [OKYyMeHTa Wu3 oTtgena
KHUroXpaHeHus notpeburento;
OTMETKA Ha KHWXHOM bopMyrisipe,
TpeboBaHum

OOVH OOKYMEHT

2,0

15

NPUHATUE AOKYMEHTa oT
noTpedbuTens; MOUCK  KHWKHOrO
doopmyrnisipa, TpeboBaHus;
noralleHne oTMETKUN O Bblaaye

OOVH OOKYMEHT

3,0

Bblgada KOMMMEKTOB [OOKYMEHTOB
BO BpeMEHHoe Nnorb3oBaHne
nogpasaeneHnsim 6nubnmMoTeku:

16

ocbopMIneHne 3asiBKM Ha KOMMMEKT
[IOKYMEHTOB, nNepedaBaembli B
CTPYKTYpHOE noapasaeneHue

ofHa 3asBKa

5,0

17

nonbop 4OKYMEHTOB B KOMMJIEKThI;
HannucaHne BTOPOro 3K3eMmnnsipa
KHVDKHOTO doopmynsipa (MHauKaTopa)

OOVH OOKYMEHT

40,0




Bblgada KOMMNNEKToB AOKYMEHTOB; || OAWH OOKYMEHT

OTMETKA Ha KHWKHOM dhopmyndape

(MHOuKaTope) aatbl BblOauyu,

JaHHbIX noapasaeneHus,

nony4yaroLLero KOMneKT

KonnyectBo AOKYMEHTOB B

KOMIMEKTe:
18 25 6,8
19 50 13,5
20 200 108,0

[Mony4eHne KOMMMEKTOB || OAWH KOMMIEKT

OOKYMEHTOB oT CTPYKTYPHbIX

noapasgeneHnin; MNOUCK KHMKHOTO

doopmynsipa (MHOnKaTop);

norawieHne OTMETKM O Bblaave,

BIOXEHWe ero B JOKYMEHT

KonnyectBo OOKYMEHTOB B

KOMIMMEKTe:
21 25 6,8
22 50 13,5
23 200 108




O6cnyxuBaHne yuTaTenen B
YutTanLHoOM 3arne:

24

npoBeaeHne KOHCYrbTaLum,
BGeceabl C ynTaTenem y Kartaroros,
KapTOTEK, KHVDKHbIX MOJIOK,
MHopMUpoBaHME  yutatena o
HOBbIX MNOCTYM/EHNNAX

ogHa
KOHCYmnbTaLus

5,0

Monbop AOKYMEHTOB B NOACOOHOM
dooHAe YnTanbLHOro 3arna; nepegada

Ha Kadpepy Bblaauyu:

OOVH OOKYMEHT

25

no TpeboBaHNO YnTaTEnNs

2,0

26

Mo YCTHOMY 3anpocy

1,7

27

Nno onpeaeneHHon Teme

3,1

Monbop AOKYMEHTOB MNo y4ebHoW
nporpaMMe Ha OCHOBaHWM MakeTa
KOMMMeKTa OOKYMEHTOB,
BblAaBaeMbIX CTydeHTaMm; nogodop
y4eOHMKOB no dakynbeTeTam,
Kypcam, rpyrnnam; CBepka KHWDKHbIX
dopmynpoB C Ha3BaHWEM  KHW,
NHBEHTapHbIMN HOMEpPaMm

OONH KOMIMIEKT

KonunuectBo OOKYMEHTOB B
KOMIMJIEKTe:

28

10

2,7

29

20

5,4




30

40

10,8

31

Bblgaya OOKYMEHTA: cBepka
Bbl4aBaeMOro OOKYyMeHTa c
YuTaTenbCKUM TpeboBaHuewm;
npoBepka  Hamuuus CTpaHuL;
BHECEHMWE 3annUCy Ha YNTaTENbCKOM
TpeboBaHun (KOHTPOSNBLHOM
NUCTKE); BIIOXXEHUE B YNTATESNbCKUN
Ounetr, paccTaHoBKa, OTMeTKa
KHUroBbl4aun

OOVH OOKYMEHT

2,0

32

nonyvyeHne AOKYMEHTA: CBepKa ero
c TpeboBaHMeM  (KOHTPOIbHbIM
NTMCTKOM); NpoOBepKa COXPaHHOCTU
OOKYMEHTA, HanMuusa  CTpaHwl,
BHECEHWE OTMETKU O npueme

OOWH OOKYMEHT

2,0

33

norny4vyeHune OOKYMEHTAQ,
3adKa3aHHOro 4yurartenemMm B oTtaerne
KHUTOXpaHEHUA

OOWH OOKYMEHT

0,5

34

nepegada AOOKyYMEHTa, COaHHOro
Yyntareriem, B otaes1 KHUroxpaHeHumA

OOWH OOKYMEHT

1,0

OT60p 1 nepegavya AOKYMEHTOB Ha
KOMMpOBaHWE:

OOWH OOKYMEHT

35

oTOOp [OOKYMEHTOB (OTAENbHbIX
cTaten) Ons  nepegadym  Ha
MUKPOCMIIbMUPOBaHVe n
KonMpoBaHue

OOVH OOKYMEHT

5,0




36 noaroToBKa [OKYMEHTOB K || OQWH OOKYMEHT 3,0
KOMUPOBAaHWIO; odoopmrieHne
3aKasa; permcTpauusi B YYETHbIX
doopmax
37 noslydeHne MukpodmnbmMa n Konuw; || oauH 3akas 5,0
npoBepka NpaBUIbHOCTU
BbINOSIHEHUS 3aKa3a
Obcny¥uBaHne  yuTatenem  Ha
aboHeMeHTE:
38 nonbop OOKYMEHTOB ansa || oguH AOKYMEHT 5,0
pekoMeHaaunmn YntaTensm
Bolgaya [OOKYMEHTOB 4yuTaTento, || OAWH OOKYMEHT
MOWUCK dopmynsipa  4uTaTens,
yKasaHve cpoka BO3Bpara,
npoBepka Hann4ng CTpaHuu;
obcnyxvMBaHue:
39 B3POCIIbIX 2,7
40 aeten 3,2
41 npoBeaeHne 6ecenbl ¢ YMTaTeneM, || 0auH yMTaTenb 50
NMHJpopMMpoBaHME 0 HOBbIX
NOCTYNSEHNSX
[Mony4eHne OOKYMEHTa OT || OAWH OOKYMEHT
yuTatend, BHECEHME OTMETKM O
npueme; npoBepka Hann4ng
CTpaHuLl,;,  BIOXEHWE  KHWXHOIO
dopmynsipa; obcnyxmBaHue:




42 B3POCSIbIX 1,8
43 neTen 5,0
44 npogsieHne cpoka nosfib30oBaHUA || oauH opmynsap 3,0
OOKYMEHTOM; MOUCK  phopmynsipa
yutaTens; BHECEeHMe OTMETKM O
npoaneHnn cpoka nosib30BaHus
CosgaHne Konui OOKYMEHTOB MO
3anpocam YntaTeneun:
45 KOHCYnbTauyms yuTaTenemn no || ogHa 5,0
BbIGOPY NapamMeTpoB KONUPOBAHWS KOHCYSbTauums
46 co3gaHne 3IeKTPOHHOM Komnunm C || odHa ckan- || 0,15
opurnHana Konusi
47 co3fgaHne OGymaxHon Konum C || ogHa cTpaHuua 0,15
opuriuHana
48 cosgaHune Konmm ¢ MUKpodoopm OOVH Kaap 0,5
49 nevyartb ByMaXKHbIX Konunh || oavH NUCT 0,08
OOKYMEHTOB 13 Ob
50 co3gaHune 3NeKTPOHHOW (poTOoKONUM || OO4WH Kagp 5,0

C opurmHana




[MpumeyaHwe: K HOpMaM  BpeMeHW  MNPUMEHSIOTCA  MOoBbialoLme
KOS pJMLIMEHTbI:

- Npn oBcnyxmMBaHUM YntTaTenen KMHopoTopoHOAOKYMEHTaMK - 1,2;

- HOTHbIMW, KapTorpadguyecknummn, nsomsgaHnamm - 1,15;

- crneuuvarnbHbIMU BUOaMn Hay4YHO-TEXHUYECKOW NinTepaTypbl N JOKYMEHTaUUN -
1,1;

- Npy paboTe ¢ JOKYMEHTaMM Ha MHOCTPaHHbIX s3blkax - 1,15;

- Npy paboTe ¢ 4OKYMEHTamMun Ha a3blkax Asumn n Adpukm - 1,5.

1.5.2. BHyTpeHHas paboTa

Tabnuua 8.
Tabnvua 8
N HanmeHoBaHue npouecca, || EanHunuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4
[NoaroToBKa K Bblaave:
1 paccTaHoBKa doopmynapos || oguH hopMynsp 15,0
yuTaTenen (Mo cpokam, Homepam,
andgasury)
2 nogseAeHne uToros paboTbl 3a || exxegHEBHO 9,2
npoLleLunn JEHb, BHECEHME
3anMcu B JHEBHUK
3 noanbop AOKYMEHTOB no | o4WH OOKYMEHT 3,0
npeaBapuUTeribHbIM 3akasam
yuTaTenen n nnaHam YTeHms




MPOCMOTP HOBbIX MOCTYMNNEHUA AN
pekoMeHaauun YuTaTensam

OOVH OOKYMEHT

2,0

MPOCMOTP W MOMONTHEHNE KHWKHbIX
BbICTaBOK, SALUMKOB CBODOOAHOIO
BbiOOpa KHUI, TEMaTUYECKUX MOJIOK
N cTennaxemn

OOVH OOKYMEHT

3,0

nogrotoeska paboyero mecta

eXXeHEBHO

10,0

Pabota ¢ doopmynapom yntatens:

aHarm3 doopMyrnapoB  yuTarternen,
BbISIBJIEHNE YyuTaTenbCKnX
NHTEpPeCcoB

O4WH dhopMyriap

4,3

COCTaBJieHne KapTO4KKN and
KapToTeKn YUTaTEJIbCKNX
MHTEepecoB,; COCTaBJieHne CIrnCKa
YUTaTESIbCKNX UHTEpECOB

o[Ha KapTo4Ka

0,86

3anucb B opmMmynspe yurtatena o
pesyrnbratax aHanmMsa u4TeHus 3a
onpeaeneHHbIn nepmos,

OAHa 3aruncb

3,6

10

3anucb B OAHEBHUKE Gubnmuotekaps
O OVHaMUKe YTeHUss N mHTepecax
yutatens (rpynnsl Yutatenen)

OQHa 3aruncb

9,2

PaboTta C yutatenamu, He
BO3BPaTUBLLMMWN  OOKYMEHTbl B
CPOK:




11 NOUCK POPMYIIAPOB YuTaTenen, He || oauvH dpopmMyrnap 1,0
BO3BPATMBLUMX JOKYMEHTbI B CPOK
12 HarnMcaHue OTKPbITOK- || OguH chopMynsip 2,0
HanoOMWHaHUN o) BO3BparTe
AOKYMEHTOB; oTMeTKa aaTthbl
HaNnoOMWHaHWS Ha dhopMynsipe
13 OroBeLLeHne (no TenedoHy) || oaunH dopmynsap 4,0
yuTatensa, He  BO3BpPATUBLLEND
OOKYMEHT B CpPOK; OTMeTKa AaTbl
HanoMWHaHWs B dhopMynsipe
Ob6ecneyeHune KOHTpPONS 3a
CpoKkamu BO3BpaTa [OKYMEHTOB B
AC:
14 BbIBOL Ha  TMPUHTEP  CnucKa || O4WH CNMCOK 0,16
yuTarenen n abOoHeHTOB-
3a40IPKHUKOB
15 COCTaBJrieHMe cnmcka 3ago0STKHUKOB OJWVH CMNUCOK 0,16
16 pacnedarka Ha NPUHTEPE || OAMH CNNCOK 2,2
HaNoOMMHaHWS aboHeHTaMm n
yuTatenasM O Cpoke BoO3Bparta
(apgpec, Ha3BaHWS B3ATbIX
[ OKYMEHTOB)
17 n3bATUE n3 0a3sbl JaHHbIX || ogHa 3anucb 0,4

cBegeHun o] 3aHATOCTU
BO3BpaLLEHHbIX JOKYMEHTOB

OdopMnieHne noncka 3ago0rPKHUKOB
Jyepes cya:




18

KonvpoBaHue doopmynsipa
yuTatend; yToOMHeHMe  aBTopa,
Ha3BaHWS, MHBEHTAPHOrO HOMepA,
LeHbl AOKYMEHTa, He
BO3BpALLEHHOIO B CPOK;
nepevyncrieHne rocnouwrimHbl  3a
odoopMIieHne NCMNOSTHUTESTbHbIX
Hagnuceun; nepecoinika gena B cyA;:

OOVH OOKYMEHT

2,7

19

nonyyeHue n odbopmrieHmne
OOKYMEHTOB M3  HOTapuanbHOW
KOHTOpbl (NpocTaBfieHne Homepa
pac4yeTHOro cyerTa, HoMepa
NCMNOMHUTENBbHOW HaaNUcK)

OOVH OOKYMEHT

2,7

20

COCTaBJieHne akKTa Ha onnarty
yepes Cya yTepAHHbIX JOKYMEHTOB

OOVH OOKYMEHT

2,7

[prem AOKYMEHTOB B3aMeH
YTEPSAHHbIX:

21

MOUCK YMTaTENbCKOro (opmynsapa;
BHECEeHue COOTBETCTBYHLLEN
3anmcn B doopmyrnap, TeTpadb
ydyeta KHUI, MNPUHATBbIX B3aMeH
YyTEPSHHbIX

OOVH OOKYMEHT

5,0

22

NPOCMOTP OOKYMEHTA,
npeasiaraeMoro B3aMeH YTEPSIHHOMO

OOWH OOKYMEHT

2,0

PaboTta ¢ oTkasamu:

23

y4yeT M knaccudmkaums OTKa30B:
OTMETKa Ha JIMCTKE YMTaTEeNbCKOro
TpeboBaHUSA NPUYMHbBI OTKa3a

04HO
TpeboBaHue

1,6




24 paccTaHoBKa yuTaTenbCKkux || ogHo 0,32
TpeboBaHui B KapToTeke || TpeboBaHue
"Hey[,0BeTBOPEHHbLIN cripoc”

25 aHanmM3  OTKas3oB, COCTaBfieHWe || OOuH OTKas3 1,0
CBOOKM OTKasoB B OTpacrieBoMm
paspese (Mo npuvyYnMHamM OTKasa W
Mepam nx nMKBUAAL NN n
npeaynpexgeHns)

26 cocTasrneHne bubnunorpaduyeckoro || ogHo 2,0
onucaHus Ha OOKYMEHTHI, || bubnuorpadm-
nMmewwme  Havbonbllee YuUCro || Yeckoe
OTKa30B, M MNepegaya KapToyku B || onucaHue
oTAen KOMMNeKToBaHUSA

1.5.3. BHecTaumoHapHoe obcnyxuBaHmne
Tabnwuua 9.
Tabnvuya 9
N HanveHoBaHue npouecca, || EanHnuya Hopma
n/n onepauun. CoctaB paboThl N3MepeHUs BPEMEHMN,
MWH.

1 2 3 4

Opranunsauus OMBNMMOTEYHbIX

MNYHKTOB, NepeaBMKHbIX BMBNNOTEK:




3aKkrfoyeHne  goroeBopa  Mexay
6nbnnoTekon n opraHmsaumen, rae
bynet OCYLLUECTBIATLCH
BHeCTaLWoHapHOe 0bCnyxmMBaHue

OOWH JOroBOp

270,0

odoopMIieHne doopmynsipa
BMONMOTEYHOro NyHKTa

O4WH dhopMyriap

13,5

odhopMrieHne Nankmn ¢ 4OKYMeHTamu
(noroBopa,  [OOBEPEHHOCTM  Ha
MNOMy4YeEHNE  KHI, dopmynsipa
BMBNMOTEYHOrO MyHKTa, OTYETOB U
OPYrX JOKYMEHTOB)

ofHa nanka

13,5

COCTaBfieHNe CXeMbl pasMeLLeHUs
BMONMMOTEYHbIX MYyHKTOB Ha
TeppuTopun ropoga, pavoHa

ofHa cxema

126,0

cocTaBneHne rpadwmka obmeHa
AOKYMEHTOB, HaxoASALLMXCS B
OMBNMoTEYHbIX MyHKTaX,
nepeaBwxHbIX BUbNMoTekax

OLWH rpadmk

18,0

COCTaBlIEHME NfaHa MeToan4yeckoun
nomoLum Bunbnmnotekapsim-
obLuecTBEeHHNKaM

OAMH NiaH

46,0

odopMIieHne 06 BABMEHUS O OHAX U
yacax paboTbl OUBINMOTEYHOrO
NyHKTa, NepeasmkHoOn OnbnmoTekn

O4HO
ob0bsaABNEeHne

12,0

Monbop KOMNMEKTOB [OOKYMEHTOB
ans 6mnbnmMoTeyYHoro MYHKTA,
nepenBmxHon 6UBNMoTekn




MNoabopka koMnriekTa 4OKYMEHTOB

OONH KOMIMIEKT

KonunuectBo OOKYMEHTOB B
KOMIMJIEKTe:

10

15,0

30

45,0

10

100

148,5

11

Bbla4va [OKyMeHTa B
OMONMMOTEYHBIN NYHKT; OTMETKa B
KHVXXHOM dopmynspe aarbl
BblAa4n, HoMepa NyHKTa

OOWH OOKYMEHT

2,0

12

3anuncb B doopmynsipe
6mnbnmoTeyHoro  NyHKTa  garbl
Bblga4yn [OOKYMEHTOB, KornmdecTBa
BblJAHHbIX M BO3BPALLEHHbIX B
CTaunoHap OJOKYMEHTOB

OQHa 3aruncb

1,0

13

paccTaHOBKa KHUXKHbIX
doopmyrnspoB B KapTOTEKy 3a
pasgenurenem CUMbI
6nbnmMoTeyYHoro NyHKTa,
nepeaBwxHON OUBNNOTEKN, BHYTPU
no andgasuTy hamunmm aBTopoB

OONH KHWXHbIN
cpopmynsip

0,4

14

npuem OOKYMEHTOB n3
6nbnmMoTe4YHoro NyHKTa,
nepenBwxHON oubnoTeku:
NpOoCTaBrieHNe OTMETKM O MPUEME;
BrOXeHue popmyrnsapa B JOKYMEHT

OOVH OOKYMEHT

1,6




1.6. O6cnyxmBaHmne no mexonbnmotredHomy aboHemeHTy (MBA)

Ta6nuua 10.
Tabnumua 10
N HanmveHoBaHue npouecca, || EanHunuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHUs BPEMEHMN,
MUH.

1 2 3 4
O6cnyxuBaHne yuTaTenen
6unbnmotekn no MBA:

1 permcTpaums yutartend, || O4AuH yuiTaTenb 1,35
nonb3ytowerocsd MBA

2 3anornHeHne OnaHka-3akasa, || oauvH 3akas 2,2
NpoCTaBfieHMe  permcTpaunoHHOro
HoMepa, AaThbl

3 YTOYHEHME YKa3aHHbIX 4uTatenem || ogvH 3akas3 1,6
CBeLEeHUN O 3aKa3aHHOM OKYMEHTe,
LenuM 3anpoca, MCTOYHMKA, OTKyda
Nony4YyeHbl CBEAEHUS
Bubnuorpadumyeckas aopaboTka
3aKasa; YyTOYHEHUNE
Bubnmorpadmyecknx ceeneHui:

4 MO CNpPaBOYHbLIM U3OaHNAM 27,0




NPy MOMOLLY aBTOMAaTMU3NPOBAaHHbIX
cpencTs

0,22

NpoBEepKa HanM4ns 3anpalmBaemMoro
OOKYMeHTa B 6ubrnmoTekax ropoaa,
obractu, perMoHa, B TOM 4ucrie no
CBO[HbIM KaTarnoram

OOVH OOKYMEHT

10,2

HanpaBneHne  6naHka-3akasa C
NpocTaBIIeHHON OTMETKON
(wremnenem) "B ropoge Het" B
OTpacrneBoun, yHMBEpPCasibHbIN LLEHTP
nnm B 6mnbnmoTeky (opraH
NHopmaL M) No AaHHbIM CBOLHbIX
KaTarnoros

OOWH 3aKa3

0,27

3annucb CBEOEHMA O HarnpasfieHUK
3akaza no MBA (HaumeHoBaHWe
6ubnmoTtekn, gara) Ha OOOPOTHOM
CTOpoHe 6bnaHKka 3aka3sa

OAHa 3aruncb

1,4

nomMmeLleHue OnaHka-3akasa B
"KapToTeky 3anpocoB uutareneun no
MBA" 3a pasgenuTenb "3anpocbl no
MBA, HanpaBrieHHble B Opyrue
6mnénuotekn”

04HO
TpeboBaHue

0,32




10

npuem [OKYMEHTa, NPUCIaHHOro Mo
MBA; BCKpbITUE 6angeponu,
npoBepka COCTOSIHWE [OOKYMEHTa,
OTMEeTKa daTbl  MOfy4YyeHus u
Has3BaHus BMBNMOTEKW, BbliCNaBLLEN
OOKYMEHT, WHBEHTapPHOro Homepa,
CpoKa Mosfb30BaHUA; nepecTaHoBKa
brnaHka-3akasa n3 pasgena
kKapToTekm "3anpocbl no MBA,
HarnpaBneHHble B Apyrmme
6rnbnmoTtekun" B pasgern
"MonyyeHHblie no MBA nsgaHusa”

OOWH OOKYMEHT

3,8

11

n3BelleHne 4Yumtarternd o nosyvyeHun
3arnpoweHHOro AoKyMmeHTa U CpOKe
NnoJib3o0BaHNA UM

0oQHO
n3BeLleHne

1,35

12

BblJaya 4uTaTento noflyvYeHHbIX Mo
MBA 0OKyMEeHTOB B 4nTansHOM 3are
(B crnyxebHom noMeLLeHnn
6mnbnmoTekun); ceBepka BblAaBaeMoro
OOKYMeHTa ¢  6naHKOM-3akasow;
npoBepka HamuMuusi CTpaHuy W
COCTOSIHUS  OOKYMEHTa; OTMeTKa
BblOa4yn

OOWH OOKYMEHT

1,0

13

NpYeM [OOKYMEHTa OT uuTtaTens B
YyMTanbLHOM 3are; cBepka JOoKyMeHTa
C YacTblo GnaHka-3akasa, NpoBepKa
COXPaHHOCTW [OKYMEHTa; BHECeHue
OTMETKM O npueme; roMmelleHne
LOOKyMeHTa B cneumansHo
BblAENeHHoe MecCTO  (3aKpbiTbli

LuKad)

OOVH OOKYMEHT

0,5




14

n3BnevyeHne  OnaHka-3akasza  u3
KapTOTEKW, 3annucb cBeaeHun o6
oTnpaBke u3gaHua (gara, Homep
NOYTOBOIO OoTnpaBneHns);
nepecTtaHoBKa nMCTKa M3 pasgena
"MonyyeHHble no MBA wmspaHns" B
pasgen "Bo3BpalleHHas
nuteparypa”

OOVH  JIUCTOK
TpeboBaHus

1,0

15

NOAroToBKa K OTMpaBKe LOKYMEHTOB
B BrnbnmoTeky-goHaoaepxaTesb
3akaszHonm 6aHaoepornblo;  ynakoBka
6angeponu; B3BELLUMBaHNE ee;
HaKnemBaHMe Mapku (ecnm Het
LLeHTpanM3oBaHHOW onnarbl
NepechLIsik1);  HanMcaHue apfpeca;
COCTaBfieHme onucu

OOVH OOKYMEHT

3,6

16

paboTta c oTkazamu

OOWH OTKa3

1,03

17

coobLeHe B otaen obcnyxumBaHus
O nonyyeHunm oOTkasa (gara,
npyymHa)

OOWH OTKa3

1,35

O6cnyxumBaHne aboHeHToB No MBA

[prem 3aKkasos:

18

Npu OTCYTCTBUM HOMepa aboHeHTa
Ha OnaHke-3akase npoBepka Mo
KapToTeke aboOHEHTOB, aboHMpyeTCS
W JaHHasi opraHm3aums

OOWH OTKa3

1,0




19

opraHusaums aboHupyeTcs:
npocTasfieHne HoMmepa Ha GraHke-
3aKkase; cBepka agpeca, Ha3BaHUSA
opraHusauuu, doamunmn
otBeTcTBeHHoro no MBA; BHeceHue
N3MEHEHNI B KaPTOYKMN

OOWH OTKa3

3,6

20

nepBu4Hoe obpalleHne aboHeHTa B
TEeKywemMm rogy: NpocTaBrneHne B
KapToudke roga obpalleHusi, oatbl

OOWH OTKa3

3,6

21

odoopMIieHne aboHeHTa
(opraHmnsaums paHee He
aboHupoBarnachb): NpUCBOEHNE
aboHeHTY HOMepa;  3anosfiHeHue
KapTOYKM perucTpaumm aboHeHTa
MBA un pasgenvtens (dopmynsp);
yKasaHue MOfIHOr0 HauMeHOBaHUs
OnbnnoTtekn, MNOYTOBOrO agpeca,
TenedoHa, doamunmu, MMEHMN,
OoT4YecTBa OTBETCTBEHHOrO numua,
AaTbl OTKPbITUSE U HOMEpa aboHEeHTa

OOUH abOHEHT

5,0

22

paccTaHoBKa PerncTpaLoHHbIX
KapTo4eK B KapTOTEeKy

o[Ha KapTo4Ka

0,32

23

odoopmrieHne N3BELLEHUS ans
aboHeHTa (CTaHgapTHOe U3BELLEHME
06 OTKpbITUM aboHeMeHTa); 3anpoc
HegoCcTalLWmX cBegeHun ans
KapTOTEeKU TUNOBbIM NMUCbMOM

0oQHO
n3BeLleHne

1,6




24

npoBepka NPaBUNbHOCTH
3anosiHeHUs braHka-3akasa,
3a0IPKEHHOCTH aboHeHTa,
npocTtaBreHne Ha obopote 1-i
YacTu braHka-3akasa (CTp.2) CBOero
wremMnens M gatbl  NOfyYeHus
3akasza B pybpuke "CnyxebHble
OTMETKMU 6rnbnmoTtekapsa" npu
BbIMONMHEHMM W NepeHanpaBnieHnn
3aKkasa B CTpoke "panioHa, ropoaa”

ognH  GnaHk-
3akas

3,8

25

nepegada Ha ydacTtok paboTbl C
oTKasammu HenpaBubHO
0dbOpMIIEHHbIX 3aKa30B (HET neyaTw,
nognmcu, Hepa3bop4nBo
OoOpMIiEHHbIE, HEe Ha  43blke
opurmHana) M 3akas3oB abOHEHTOB-
3a10/PKHMKOB

OAWH OnaHK

0,43

26

lumdpoBKka  3aka3oB  abBOHEHTOB;
nogbopka  ©GnaHKoOB-3aka3oB MO
andaesnTy;  npoBepka  HanMuus
OOKyMEHTa Mo KaTarnory

OAWH OnaHK

2,7




27

NOArOTOBKA [OKYMEHTA K Bblaaye:
cBepka [OOKymMeHTa C 6naHKom-
3aKasowm; nposepka HanM4ns
CTPaHUL, N COCTOSIHUS [OOKYMEHT3;
npocTaereHne Ha 6naHke-3akase
(MMueBon cTtopoHe 1-M 1 3-1 4acTu
ctp. 1, 5) wnpoB [OOKYMEHTS;
yKasaHne WHBEHTapHOro HoMmepa,
KonMyectBa  [OOKYMEHTOB, AaThl
Bblaa4yn; Ha 0OOPOTHOM CTOPOHE 2-1
yacTu (cTp.3) npocTaBfieHne
LUTEeMnens BnbnmnoTeku C
HasBaHMEM W MOYTOBbLIM afdpPecom,
yKasaHue Ccpoka BO3BparTa,
BMNoOXeHne 2-n YyacTtu bnaHka-3akasa
B BblAaBaeMbIl OOKYMEHT;
npocTasrieHne Homepa OGaHaeponu
BHU3Y

OOWH OOKYMEHT

1,4

28

NOCTaHOBKa 3aKka3a Ha odepedb (B
cnyyae 3aHATOCTU n3gaHus);
aboHeHTY OoTNpaBKka U3BeLLEHUS

OOWH 3aKa3

1,6

29

nepegaya usgaHusa Ha KonvposaHue
(Npu 3aKkase Ha dparMeHT nsgaHus:
CcTaTbs U3 XypHana, COopHMKa)

OOWH 3aKa3

2,7

30

oTnpaBka AOKYMEHTOB abOHeHTaM:
yrnakoBka 6angeponu;
B3BELLMBAHME, HaKNeMBaHNE MapKu;
HanMcaHue agpeca; COoCTaBrieHue
onucu

OOVH OOKYMEHT

2,5

31

paccTaHoBKa OraHkoB-3aka3oB (1-5
YacTb) Ha BblOaHHbIE [OKYMEHTbI
(BbICSTAHHbIE) B KapToTeKy
obcnyxmBaHNa abOHEHTOB B pasfen
"BbliganHble no MBA nsgaHma"

OOWH OOKYMEHT

0,32




32 Bubnmnorpadmyeckas aopaboTka || oauH OOKyMeHT || 3,2
HEBbINOSTHEHHbIX 3aKasos;
YTOYHEHME Brnbnmorpadmyeckmx
cBefeHun no CMpaBOYHbIM
N3gaHNAM
33 BbISIBIIEHNE Hanuyusa || oauH OOKYMEHT 10,2
3anpawmBaemMoro  [JOKyMeHTa B
6ubnmoTtekax ropoga, permoHa
34 odbopmrieHne 3akasa K || o4nH 3akas3 2,7
nepeHanpasneHuto B Apyrme
6rnbnmoTeku; yKasaHve Ha
ODOpPOTHOM CTOpOHE 1-1  4acTu
bnaHka-3akasa (CTp. 2) npuUYnHbLI K
AaTbl nepeHanpaBneHns (Lremnesb
"Her B Oubnuoteke, HeT B
6ubnnotekax ropoga..."); OTMETKMN O
npoBepke no CNpPaBOYHbLIM
n3gaHusIMm, CUMbI oubrnmoTtek-
dooHaoOepxarternien Mo  CBOOHOMY
KaTarnory
35 oTnpaBka abOHEHTY W3BELUEHMS O || OAHO 1,6
nepeHanpasneHnn 3anpoca C || n3BeweHne
yKkaszaHnem Ounbrnmotekn, Kyga OH
oTnpasneH
36 permcTpaumsa oOTka3a B YYeTHbIX || OguH OTKas 3,6

doopmax; oTnpaBka aboHeHTyY
bnaHka-zakasa (3-10 4acTb) B

cny4yae HEBO3MOXHOCTU
BbIMOMHEHUA C OTMETKOM O MpUYUHE
oTKasa B COOTBETCTBYHOLLEN

pybpvike




37

npuem [OOKYMeHTa, BO3BpaLLEHHOrO
aboHEHTOM; MOsfly4YeHMe Ha rnouTe,
BCKpbITUE Oangeponu; npoBepka
COCTOSIHUSI OOKYMEHTA; U3BIieveHne
brnaHka-3akasa n3 KapTOTeKu
obcnyxmBaHus aboHeHTOB,
ykasaHne Ha Hem AaTbl BO3Bparta
OOKYMEHTa, nepectaHoBka 6naHka-
3akasa B pasgen "BosBpalleHHas
nuteparypa”

OOWH OOKYMEHT

3,2

38

obecne4veHune KOHTPOJIA 3a CPOKaMu
NnoJib30BaHUA OOKYMEHTaMMU:
BblABJIEHNE OOJTPKHNKOB,
HanpasrieHne HanNnoOMMHaHW

OOWH OOKYMEHT

1,6

BbinonHeHne pabot B AC:

39

dopmupoBaHne 6asbl OaHHbIX 0O
aboHeHTax MO COOTBETCTBYHOLLEN
dopme, BBOL4 MHAOpMaLMM O HOBOM
aboHeHTe

OOWH abOHEHT

5,4

40

nouck B 6a3e gaHHbIX cBegeHun ob
aboHMpoBaHUK opraHu3auuu;
BHECEHMEe N3MEHEHUN

OOWH abOHEHT

3,6

41

BBOO MHGopmauum O  rpueme
3aKa3oB OT abOHEHTOB

OOWH 3aKa3

0,27

42

BBOA MHJpopmMaL mm 0
nepeHanpaBfieHMn 3akasa, BbIBOA
Ha NPUHTEP N3BeLleHs 0
nepeHanpasneHu1 3akasa

OOWH 3aKa3

1,6




43

BBOA, AaHHbIX O NMOCTAHOBKE 3aKkasa
Ha oyepenb; COOOLLUEHNE abOHEHTY

OOWH 3aKa3

1,6

44

percTpaums BblOaHHbIX abOHEHTY
[IOKYMEHTOB, MNpOCTaBneHne Ccpoka
BO3BpaTa

OOVH OOKYMEHT

2,7

45

yoaneHne u3 maccuBa [OaHHbIX O
BO3BPALLEHHOM AOKYMEHTe

OOWH OOKYMEHT

0,16

46

obecrneyeHne KOHTpoOna 3a cpokamu
BO3BpaTta [OOKyMEHTa: TMOUCK WU
OTOOp JaHHbIX B NAaMATU MaLUMHbI O
3a00SPKHUKAX; BbIBOA HY>KHOW
NMHJpopmaL mm Ha NPUHTEP;
pacrneyaTka CNUCKOB C YyKasaHWeM
agpeca aboHeHTa

OOWH abOHEHT

2,7

1.7. MaccoBasi pabota

Tao6nuua 11.

Tabnmua 11

n/n

HanmveHoBaHune npowecca,
onepauunn. CoctaB paboThl

EanHnya
N3MepeHns

Hopma
BPEMEHMN,
MU/H.

[NoaroTtoBka MaCcCOBbIX
MEpPONpUATUIA




OnpeneneHne Tembl, CcocTaBa
ayamTopun, OTBETCTBEHHOIMO 3a
MeponpusiTue B LLeJIoM;
COCTaBIIEHME naHa MNOAroTOBKU
MEpPONpUATUS, BOMNPOCOB  ASs

obCcyKaeHuns:; npurnaweHue
KOHCYJIbTaHTOB, NEKTOPOB;
noabopka [OOKYMEHTOB MO TeMme
MEePONpPUATUS; opraHusauus
BbICTaBKM nutepatypbl, anbbomMoB;
onoBeLleHne yuTaTenemn o)

MeponpuUATUn yepes adomLn,
nyébnukaumMm B neyartu, No pagvo,

TeneBNaeHuIO; BbISIBJIEHNE
BbICTYNaLLMX; neyartb n
pacrnpocTpaHeHune
npurnacuTenbHbIX 6uneTos;
noaroToBKa NOMELLEHNS;
npoBefeHe COBELLAaHNA MO UToram
No4roTOBKMU n npoBeneHns
MepOonpUATUS, odoopMIieHne
npoToKora:

OOHO
MeponpusiTue

yuTaTenbckaa KoHdepeHuus 4900,0
nTepaTypHO-Xy4OXEeCTBEHHbIN 3340,0
Beyep, BeYyep OTpacrieBON KHUIN,

aucnyt

Be4Yep BOMNPOCOB W  OTBETOB, 2600,0
YCTHbIN XypHar

kny6 no nHrepecam 2600,0
OETCKUU YTPEHHUK 3900,0
BUKTOPUHA, KOHKYpC, urpa- 3900,0

nyTelecTeme




OpFaHI/ISaLI,I/IFI KHMXHbIX BbICTaBOK

CocTaBrieHne nraHa opraHu3auum
n npoBeaeHust BbICTaBKW;
BbIsIBIIEHNE N OTOOP [OOKYMEHTOB;
No4roToBKa COMNpOBOAMNTENBHOM
AOKyMEeHTaumm K BbICTaBKe;
cosfaHue XYA0XECTBEHHOMO
NPOEKTa; MOHTaX  BbICTaBKW;
opraHusaums NHGOPMaLMOHHO-
peKsiaMmHOM paboTbl no
nonynsipusauum BbICTaBKW;
noaBeAeHne UToros paboThl

Tematnyeckue BbICTaBKU
obLwedbunbnmoreyHoro  macliTabda,
opraHusyemble Ha dooHaax
onbnmotekn

O[Ha BbICTaBKa

KonnyecTBO 3KCNOHATOB:

1-50 560,0
51-100 1120,0
101-200 2240,0

BbicTaBku no onpeaeneHHon
oTpacnim  3HaHUA UM TeMe,
OopraHu3yemble:

Ha ¢poHae 6ubnmoTekn

O[Ha BbICTaBKa




KonnyecTBO 3KCNOHATOB:

10 1-50 310,0
11 51-100 940,0
12 101-200 1920,0
Ha dooHae oTaena O[lHa BbICTaBKa
KonnyectBO 3KCNOHATOB:
13 1-25 180,0
14 26-50 360,0
15 51-100 720,0
BbiCTaBKkK, NOCBSALIEHHbIE XU3HU U || OQHaA BbiCTaBKa
AeATeNbHOCTY BblAalOLLMXCS
nogen
KonnyectBO 3KCnoHaTOB:
16 1-10 47,0
17 11-25 110,0




18 26-50 210,0
BbicTaBkK Ha nonkax cTennaxemn O[lHa BbiCTaBKa
KonnyecTBO 9KCMoOHaTOB:

19 1-5 25,0

20 6-10 44,0
BblCTaBKM HOBbIX NOCTYNNEHWUIA OHa BbICTaBKa
KonnyecTBO 9KCMNOHATOB:

21 1-25 40,0

22 26-50 72,0

23 51-100 160,0
Peknama 6ubnmnoteku; paborta no
NPUBIIEYEHUIO YMTaTENEN:

24 noaroToBKa peknamHoro || ogHa 420,0
coobLleHns B nedvatb, No paguvo, || nydnukaums,
TeneBnaeHuto o) paboTte || ogHo
oubnmoTteku, ocobeHHOoCTSAX || coobLieHne
dYHKLIMOHNPOBAHUS pasfNYHbIX
noapasgeneHui, HOMEHKaType
yCIyr, npenocTaBngeMbIX

ounonmoTekon




25

noAroToBKa nnakara 0
aeaTenbHOCTN Bubnuotekn (BbIbop
TeMbl, onpeaeneHme cogepxaHnst u
dopMbl, cCaava B neyarthb)

OO WH NJiakaTt

210,0

26

OpraHusaunsa 3KCKypcuu;, npuem wu
opopMISIEHNE 3aABKW, YTOYHEHWE
TEMbl  OKCKYpCMA U  coOcCTaBa
SKCKypCaHTOB

Of1Ha 3KCKypCust

52,0

BoisiBneHuve NoTeHUManbHbIX
notpeburtenen 6rnbnmoTeyHo-
NHGOPMALMOHHbBIX ycnyr
BnénnoTeku:

27

MPOCMOTP Mpecchl

OOWH OOKYMEHT

6,8

28

NPOCMOTP W aHanM3 [OOKYMEHTOB
KOHKYPVPYIOLLMX covpM

OOWH OOKYMEHT

52,0

29

BeaeHve KapTOTeKu
NoTPebUTENLCKOro pbiHKa

o[Ha KapTo4Ka

1,3

30

BCTPEYN C pyKOBOAUTENSAMU CmpM,
opraHusauun, npegnpuaTumn

OOHO
MeponpusitTue

210,0

31

cbop M nogrotoBka Marepuarnos
Ana  MHGOPMaUMOHHbIX ByKreToB
(0OLmX, Mo oTAENbHOMY NPOEKTY)

oOuvH Byknet

7680,0

32

pa3paboTka au3arvHa W MakeTa
NHGOPMALMOHHbIX OYKNETOB

oOuH Byknet

14400,0




33 obecrneyeHne KOHTpons KadecTBa || oguH Gyknet 20,0
roTOBbIX NMHEPOPMAaLMOHHbIX
bykneTos

34 noadop CyBEHMPHOW NPOAYKLIUM OAHO 1440,0

MeponpusTue

35 noaroToBKa pa3gaToyHbIX || ogHO 480,0

MaTepuanoB MepOnNpUATHUS MeponpusiTme
[MpmevaHme:

- BpemMs opraHuvsauummM BbICTABOK 5MTepaTypbl, MNpOBeAeHMEe MacCCOBbIX
MEPOMPUATUN N IKCKYPCUX B HOPMY BPEMEHU HE BXOOMT;

- K HOpMaM BpPEeMEHWN TMPUMEHAIOTCH noBbIWAWme KodMUMEHTbI: Mpu
opraHusauun Bble3gHOW BbICTaBkuM - 1,1; nNpy SKCNOHMPOBAHMM Ha BbiCTaBKe
nmMTepaTypbl Ha MHOCTPaHHbIX A3blkax - 1,6, Npu paboTe ¢ JOKYyMEHTaMM Ha A3blKax
Asvn n Adpuikn - 2,0.

1.8. CnpaBoyHas n nHcdopmaunoHHasa paboTta

Tabnuua 12.
Tabnumua 12
N HanmveHoBaHue npouecca, || EanHnuya Hopma
n/n onepauunn. Coctas paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4

YyeT nOCTYNUBLUMX  BTOPUYHBLIX
OOKYMEHTOB (KapTo4ek)




CymMMapHbIA  y4eT KapToyek B
KypHarie NocTynneHun 1 BblObITUS B
PEerMcTpaLnoHHbIX KapToTekax

ofHa napTus

Uncno MNOCTYNMMNBLLUMX KapTO4YEeK:

1-110 19,0
111-220 63,0
221-600 160,0
BbISiBINEHME HEBbINONHEHHbIX || OQMH 3aka3 4,5
3aKas30B; COCTaBlfIeHME 3asdABKM Ha

HEeBbINONHEHHbIE 3aKas3bl

Opranunsauus CrpaBO4HO-

Bubnmnorpadmyeckoro annaparta

(CBA)

[MpocmoTp 1 oT6Op OOKYMEHTOB U3

TEeKYLLNX NOCTYNSIEHNI ans

BkmtovyeHna B CBA, B TomM 4ucne

KpaeBeag4yecKkumn KaTaror:

KHUra O[Ha KHura 3,2
COOPHUK OdHa cTaTbs 2,7
XypHan Oo[JHa cTaTbs 2,7
raseTta o[JHa cTaTbs 1,6




9 6ubnmorpadmyeckoe nocobue OfHa 3anucb 0,5
10 NETONUCHb KHWXHBIX, >XypHarnbHbIX N || ogHa 3anucb 0,83
raseTHbIX cTaTen
11 NPUKHWKHBbIN -~ Brubnmorpadmyeckmii || ogHa 3anucb 0,5
CMUCOK
CocTaBneHne oubnuorpadgumyeckon || ogHa 3anucb
3anucu
KonnyecTtso 3M1eMeHTOB
Bubnmorpadmyeckomn 3anunucu:
12 1-4 3,2
13 5-6 0,5
14 7-9 6,0
CocTaBrieHne aHHoTauun, n3yvyeHme || ogHa
AOKYMEHTA, HanMcaHue TekcTa: aHHoTauus
15 aHHOTMPOBAaHWE KHUT 260,0
16 aHHOTUPOBaHME CTaTeEN 156,0




17 aHanuTuyeckas pocnnChb || OAWH OOKYMEHT 3,8

XypHarnbHbIX, raseTHbIX CcTaTen,

cbopHukoB,  BubnMorpadmyecKkmx

nocobun: O3HaKoMrieHue c

cogepxaHnem n3pgaHus;

cocTaBlieHue aHarnMTn4ecKom

pocnucu

[MpocmoTp NOCTYMUBLLUNX

NHJPOPMaLLMOHHbIX (BTOPUYHBIX)

OOKYMEHTOB UM WUX OTOop And

BkmoyeHns B CBA (nepBu4HbIN

oTOO0p)

[MpocmoTp MHJOPMALIMOHHOIO || o4Ha KapToyka

n3gaHus (B TOM YUCNE KapTOYKK) U

OTOOp M3 HUX [OOKYMEHTOB [Afis

BKJTIOYEHMUA B CBA;

cuctemMatmsaumsa  Kaptodek Mo

TMNaM  KaTarioroB W  KapTOTEK;

npoBepKa WHOEKCOB; paccTaHOBKa

KapTO4KM

Uncno kapToyex:
18 1-10 18,0
19 11-100 165,0
20 101-300 490,0

[MpocmoTp n oTbop kapTouek B CBA
c Lernbto N3bATUA Nnm
nepemMeLleHnsi (BTOPUYHbIN OTOOP):




21

N3bATME U3 KaTaroroB U KapToTek
KapTo4ek Ha AOKYMEHTbI,
CnucaHHble n3 oHaa; npPoCcMOoTpP
KpaeBeLg4yecKux,
Bubnmorpadmyeckmx n
doakTorpaguyeckmx KapTOTeK,
N3bATME U3 HUX KapToveK Ha
AOKYMEHTbI, notepsiBLLME
LEeHHOCTb, NepeBedeHne KapToyek
B apXuBHble KapTOTeKu
(YHUYTOXEHUE); BHECEHNE OTMETKU
B XypHare ydyeTta n
perncTpauoOHHON KapToTeke

o[Ha KapTo4Ka

1,5

Opranunsauus reHeparnbHOro
cuctemartmyeckoro katarsora (I"CK):

22

NPOCMOTP U OTOOP AOKYMEHTOB A1
BkrtoveHust B [CK; odhopmneHune
KapTo4ekK

OOWH OOKYMEHT

2,7

23

HanucaHve n paccTaHoBKa
pasgenuTens

OOVH
pasgenuTesb

1,7

PenaktunposaHue ['CK:

24

ncknoveHne m3 CK kaptouek Ha
OOKYMEHTbI,  YCTapeBLUMX  WUIu
HenpouIbHbLIX, NepeBefeHne ux B
apXVBHYIO YyacTb (M3baTme);
aetanusauns pasgernos

o[Ha KapTo4Ka

1,5

25

HarnmcaHme HOBbIX pasnenMTenePl

OOVH
pasgenurerb

1,4




Opranunsauus KapTOTEKN
nepcoHanui:

26 onpeaeneHue n cocTaBrieHve || oguH OOKYMEHT 1,5
nepeyvHsa nuu, cBeaeHnss 0 KOTOPbIX
oTpaxarTcs B KapTOTEKE;
NpPOCMOTP NMHJPOPMaLMOHHbIX
n3gaHun, NEPBUYHbIX [OKYMEHTOB;
OTOOp OOKYMEHTOB AN BKIIHOYEHUS
B KQpTOTEKY
27 TexHM4Yeckaa W copepxartenbHasa || OOWH OOKYMEHT 2,7
obpaboTka AOKYMEHTOB ans
BKMIOYEHNSA B KapTOTeKY;
paccTaHoBKa KapTo4ek no
andgasuTy pamumnmin aBTOpPOB U MO
BMAaM OOKYMEHTOB
28 HanucaHwe n paccTaHoBKa || oauvH 1,4
pasgenurernen pasgenurernb
OpraHusaumsa  dpaktorpagmyeckon
kaptoTeku (PK):
29 onpegeneHue npegmerta, obbekta n || 0guH JOKYMEHT 2,7

OCHOBHBbIX NPU3HaKoB ans
oTpaxeHus B  OK; npocmoTp
AOKYMEHTOB n otbop  Aand
BkrtoyeHnss B PK; 3aHeceHue
OTOOpaHHbLIX CBEOEHUA Ha KapTbl
MH(pOPMALMOHHOIO  MaccuBa C
BHECEHNEM COOTBETCTBYHOLLMX
OTMETOK B TMOWCKOBbLIA MaccuB
doakTorpadom4eckon KapToTekun




30

pegaktupoBaHne @OK; nposepka
NPaBUNbHOCTU BHECEHUSA CBEeAEHUN
M ykaszaHMn 00  MUCTOYHUKAX

MHJpopmMaL mm

OOWH OOKYMEHT

1,6

31

HanucaHwe n paccTaHoBKa
pasgenurernen

OOVH
pasgenuterb

1,4

OpFaHI/ISaLI,I/IFI TemMaTn4eCKmnx narok
rAa3eTHbIX BbIPE3OK:

32

NPOCMOTP  ra3eTHbIX  BbIPE30K,
cuctemaTmsaumns nx

oflHa Bblpe3ka

2,5

33

odoopmrieHne BbIPEe30K angd
XpaHEeHUs1 B TEMATUYECKMX narkax;
KpaTKoe  OonucaHue  UCTOYHMKA,
HaKnenBaHne Ha KapToYKun

oflHa Bblpe3ka

3,2

1.8.1. CnpaBoyHo-6mbnnorpadgmyeckoe obcnyxmBaHmne

Tao6nuua 13.

Tabnumua 13

n/n

HanveHoBaHue npowecca,
onepauunn. CoctaB paboThl

Eannnya
N3MepeHns

Hopma
BPEMEHMN,
MUH.

[puem Bubnmorpadmyeckmx
3anpocoB:




npuem Bubnunorpadmyeckoro
3anpoca; YyTOYHEHUNE TEMbI,
L,eneBsoro n YMTaTEeNbCKOro
Ha3Ha4YeHUs1, NOSIHOTblI MCTOYHMKOB,
TUNOB, BMOOB W XPOHOSOMMYECKUX
paMOK 3anpocoB

OAWH 3anpoc

0,43

BbinonHeHne cnpaBok

BbinonHeHne TemMaTndeckomn
CnpaBKu; MNOUCK n oTbOop
OOKYMEHTOB; COCTaBIieHne
BunbnmorpadmyecKkoro onmcaHus

ofHa cnpaBka

[MMCcbMEHHO; KOJIMYeCcTBO

MCTOYHUKOB:

3,0

2-5

15,0

6-10

30,0

YCTHO; KONIM4E€CTBO UCTOYHUKOB:

2,0

BbinonHeHne agpecHo-
Bubnmnorpadmyeckon CnpaBkWu;
YCTaHOBJIEHNE HanNMuusa uUm MecTta
HaxoXOeHns [OOKyMeHTa WM ero
yacTu B hoHae 6UbnnoTekmn




[MMcbMEHHO; KONMM4YecTBO
NCTOYHWNKOB:

6 1 2,0

7 2-5 12,0

8 6-10 24,0
YCTHO; KONMMYECTBO UCTOYHUKOB:

9 1 1,5
BbinonHeHne YTOYHANOWEN || ogHa crnpaBka
Bubnmnorpadmyeckon CnpaBkM,
yCTaHaBn1BaroLLEN n (1rn)

YTOYHAOLLEN 3N1IEMEHTHI
oubnunorpadmyeckoro  onucaHus,
KOTOpble OTCYTCTBYIOT nnm
NCKaXkeHbl B 3arnpoce 4Yntarens
[NMMcbMEHHO; KONMM4ecTBO
NCTOYHWNKOB:

10 1 2,7

11 2-5 14,0

12 6-10 27,0




YCTHO; KONIM4E€CTBO UCTOYHUKOB:

13 1 1,6
BbinonHeHne  dhakTorpadomyeckon || ogHa crnpaska
CrnpaBKu, yCTaHaBImBatoLLemn
KOHKPETHbIE CBEOEHUS O TeX Wnm
MHbIX obbekTax, cobObITUAX,
npoueccax, garax
[MMCbMEHHO; KONIM4eCcTBO
NCTOYHUKOB:

14 1 2,7

15 2-5 13,5

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

17 1 1,6
KoHcynbTauuns y  CnpaBOYHO-
6ubnmorpadmyeckoro annapara:

18 npoBeneHne becenbl 0 co3gaHun N || ogHa 4,2
NCMONb30BaHUN CNPaBOYHOrO || KOHCYmnbTauus
annapara, no MeToauke

Bubnmorpadmyeckoro nomcka




BeneHne doHOa  BbINOMHEHHbIX

Gubnunorpadmyeckon 3anncm uUnu
OTOENbHbIX M3 Hee CBedeHWul;
pacnevartka

CNpaBOoK:
19 otbop cnpaBkn anad doHaa, || ogHa cnpaeka 4,2
pasnoxeHue no narnkam
(koHBepTam); odpopmrieHue
cnpaBKu
20 cocTaBrieHne KapTO4KM ans || ogHa KapTtodka 2,7
apxuBa; YyKkasaHue MopsigKOBOro
HOMepa, TeMbl, [AaTbl Bblgauu;
NOCTAHOBKA KapTOYKM B KapTOTEKY
apxvBa BbINOSIHEHHbIX CMPaBOK
PaboTbl B pexume AC:
21 dopmmpoBaHune NCK; BBog B 6a3y || ogHa kapTouka 2,0
OaHHbIX aHanMTUYEeCKOM pPOCnUCK
ra3eTHO-XypHasbHbIX cTaTen,
COOpHUKOB
22 NMOUCK n oTOOp || ogHa KapToyka 2,7
oubnunorpadmyecknux 3anucen no
YCIIOBUAM
23 BbIBOA Ha 9KpaH || ogHa KapTo4ka 1,6

1.8.2. bubnmorpadmyeckoe NHopmMmmpoBaHme

Tao6nuua 14.

Tabnumua 14




[OKYMEHTOB; dopmmpoBaHue
TemMaTuKn CnpaBOYHO-
MHGOPMALIMOHHOIO OO CY>XMBaHMS
B pa3HbIX pexumax

[OKYMEHT

N HanmveHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHUs BPEMEHMN,
MU/H.

1 2 3 4
BbisiBneHve NHJPOPMaLLMOHHbIX
noTpebHoCcTEN cneuuanucToB
METOAO0M aHKETMPOBaHUS:

1 onpenerneHve KOHTUHreHTa || oavH 34,0
notpebuTtenen nHcopmaumm; || notTpedbutens
paspaboTka 3as1BOK ans
onpeaerneHns NMHEPOPMAaLMOHHbIX
notpebHocTeEN (3anpocos);
paccblinka (pacnpocTpaHeHue)
3aABOK; 0bOpaboTka nosny4vyeHHbIX
3adBOK; COCTaBrieHne Ha 6ase
MNOMYyYEHHbIX [AaHHbIX KapTOTeKu
KOHTUHIEeHTa notpedutenen
MHdoopmaLmm n nX
NHPOPMALIMOHHBLIX  NOTPEebHOCTEN
(3anpocos)

BbisiBneHve MHJPOPMaLLMOHHbIX
NoTpebHOCTEN CMNeunanucToB Ha
OCHOBE aHanm3sa nyiaHoBO-OTYETHON
AOKYMEHTaLU:
2 OTOOp, U3y4eHne, aHanm3 OTYETHbIX || ogMH OTYeTHbIN || 24,0




pacnpeneneHue TemaTtundeckmx || ogHa pybpuka 2,7
pyo purK NMHEPOPMAaLLMOHHbIX

noTpebHocTEN no

noapasgeneHnsiM, y4yacTByOWLMM B
CnpaBoOYHO-NHJOPMALMOHHOM

obcnyxmBaHun

3aknoyeHne C aboHeHTaMun

goroeBopa  Ha  MHJpopmauWoHHOE

obcnyxmBaHue:

aHanus JaHHbIX O || oanH gorosop 2300,0
3aMHTEepecoBaHHOCTN abOHEHTOB B

NHPOPMaLMOHHOM OB CYXMBaHUN U

pexunmMax n3dupaTenbHoro

pacnpocTpaHeHus n

PETPOCNEKTUBHOIO NounckKa,;

3aKnveHne n nepecMoTp

aorosopa

dopmupoBaHne cetn aboHEeHTOB

CUCTEMbI n3dupaTenbHoro

pacnpocTpaHeHns MHdopMaLmmn

(MPW):

onpeaerneHue KOHTUHreHTa || oauH aboOHeHT 34,0
aboHeHTOoB CUCTEMBI NPU;

BbISIBIIEHNE TUNOBbIX n

NHANBMAYaAIbHbIX 3anpocos

abOHEHTOB; N3ydeHue,

Knaccudmkauusa, WHOeKcMpoBaHue
3anpocoB; BBeAeHWe [OaHHbIX O
3anpocax B afpecHyo KapTOTeKy

[NoaroTtoBka CUrHanbHoro
onoseLleHus B cucteme MPU




BbisiBneHne, npocMoTp un oTbop || ogHo

MaTepuarnos n3 Tekywmx || onoBelLeHne

NOCTYMEHUI; pacnpeneneHue

OTOBOpPaHHbIX Marepuarnos n3

TEKyLMX NOCTYNSIEHNI no

aboHeHTaMm

KonnuecTtso NPOCMOTPEHHbIX

AOKYMEHTOB:
6 1-2 3,0
7 3-4 12,0
8 5-10 32,0

[MoaroToBka NoaboOpoOK CUrHambHbIX

onoseLleHun B cucteme MPU

3anonHeHne 6naHka-3akasa Ha || ogHo

TUPaXXMPOBAHUE; permcTtpaumio || onoselleHne

MNOCTYNUBLLMX KOMWIA, MpOBEPKa WX

KadecTBa U  3K3EMMNAPHOCTY;

3anosfiHeHve CONpPoOBOANUTENTbHOW

AOKYMEHTaL UK

KonnyecTtBo 3anpocos:
9 1-2 14,0
10 3-4 17,0
11 5-7 21,0




12 8-10 25,0
[MpocmoTp n oTBOp [OKYMEHTOB
ans seoga B AC
[MpocMOTp MaccmBa MNOCTYMUBLUMX || OAWH OOKYMEHT
OOKYMEHTOB; OTOOp [OKYMEHTOB
COOTBETCTBYHOLLUEN TEeMaTUKN U
BBeAeHne B 6a3y aaHHbIX AC
OT60p NEPBUYHBIX JOKYMEHTOB:
13 1-50 290,0
OT60p BTOPUYHbBIX 4OKYMEHTOB:
14 1-50 110,0
15 noaroToBKa KapToyku And paboymx || ogHo onucaHue 2,7
kapToTek P
16 noaroToBka TpadpapeToB C || oawH Tpadapet 1,4
KapTo4kamu NPU ans
TUPAXKMPOBAHMS
KoppekTnpoBka BbIXOOHbIX
Tabynarpamm:
17 OCHOBHOW psf O[1Ha 3anuncb 2,7




18

BCromMoraTtesibHbIN yKasaTtersb

OQHa 3aruncb

1,6

19

peaakTupoBaHue BbIXO4HbIX
Tabynarpamm n  odpopmsieHune
AOKYMEHTOB

OQHa 3aruncb

4,2

20

paspeska, pacnedyaTtka nonGopoK
Ha OTAerbHble onucaHns

O HO onucaHue

1,6

KoppektupoBka cuctemsl NP no
pesyrnbTatam aHarvsa KapT
obpaTHOW CBA3M

O6pabotka wn aHanmM3  KapTbl
obpaTHOW CBSI3W; BHECEHME OLLEHKM
CUrHanbHoOro OMOBELLEHWS B
YYETHYIO KapTy aboOHeHTa;
KOppPEeKTMpOBKa CUCTEMDI Ha
OCHOBE aHanmMsa KapT obpaTHomn
CBA3U

ofHa KapTta

KonnyecTBo KapT:

21

1-7

70,0

22

8-10

75,0

23

11-15

80,0

24

16-20

85,0

Bblgava goKyMEHTOB Mo 3anpocy:




25 BbldBeHMe U OTOOpP [OOKYMEHTOB || OAWH OOKYMEHT 1,4
(n3gaHung) no 3anpocy B
CcnpaBoOYHO-NHJOPMALMOHHOM
doHae, odopmrieHMe  Bblgaudu
AOKYMEHTOB B  YCTaHOBJIEHHOM
nopsiake
[pynnosoe 6ubnunorpadmyeckoe
NHJpOpPMMpPOBAHKE:

26 doopMmpoBaHMe cocTaBa rpynnbl || oguH abOHEHT 720,0
abOHEHTOB

27 YTOMHEHWEe TeMbl, cornacosaHve || ogHa Tema 3,6
MCTOYHMKOB WHdopMauun, BUOOB
AOKYMEHTOB

28 cocTaBrieHme permcTpaumoHHON || ogHa KapTo4ka 1,6
KapTOu4KM
Moobopka AOKYMEHTOB ans || ogHa KapTodka
MHdOopMaLMK;  COCTaBreHne 1
HanucaHMe OMOBELLEHUS; OTnpaBKa
OMOBELLEHUS; 3annUCb B KapTO4KK
MHdhopmaLnK; aHanus KapThbl
obpaTHOW CBSA3MN
[MMCbMEHHO; KONMYeCcTBO N3OaHNN:

29 1-5 12,0

30 6-10 24,0




Y CTHO; KONMMYECTBO U3OaHWUMN:

31

12,0

OnepaTnBHOE UHGOPMMPOBAHME MO
3anpocy:

32

dopMmupoBaHne cetu aboHEHTOB,
BblSIBNEHME TUMOBbIX n
NHANBMAYaAIbHbIX 3anpocos
notpedutenen

OOUH abOHEHT

4.4

33

N3yyeHue, KrnaccugukaL s
3anpocoB; BBEAEHWEe [aHHbIX O
3anpocax B afjpeCHYH KapTOTeKy

OAWH 3anpoc

6,3

HanucaHve 0630poB 1 cnpaBok

BbisiBneHne n ot6op UCTOYHUKOB;
obpaboTka M aHanm3 oToBpaHHbIX
OOKYMEHTOB; HanucaHue TeKkcTa
ob3opa (cnpaBku); MOAroTOBKA
PYKOMWCU K NeYaTu

OLWH aBTOPCKUN
(aBT.) nucT

O630p (cnpaBka) MO MNEPBUYHBLIM
NCTOYHUKAM:

34

Ha PyCCKOM f13blke

5400,0

35

Ha NHOCTPAaHHOM A3blKE

7200,0

36

0630p (cnpaBka) MO BTOPUYHBLIM
NCTOYHUKAM

4100,0




Opranunsauus n nposegeHne
YCTHbIX Brnbnmorpadmyeckmx
0630pOB HOBbIX NOCTYMNSIEHUN

OTbop HOBbIX MNOCTYNMEHUA NO
3apaHee 0ObSIBNEHHOM TeMaTuKe;
cucTtemaTusaumss UCTOYHMKOB MO
Temam, npocCMOTP WU  aHanm3

AOKYMEHTOB; nogbopka
Bubnmorpadmieckmnx ornMcaHun,
KpaTKuUX aHHOTauun, pedepaTtoB Ha
oTObpaHHbLIe NCTOYHUKU;
noaroToBka pyKonucu

6ubnmorpadmyeckoro o63opa

O4WH 0630p

KonmyectBo NPOCMOTPEHHBLIX U

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

[MogrotoBka OronneTeHa  HOBbIX
MNOCTYNNEHNU




YTo4HeHne (onpepneneHue)
TEeMaTU4YeCKNX T[pPaHUL, Moucka wu
oTOOpa [OKYMEHTOB; CO34daHune
pybpukaTopa GronneTeHs;
BbisiIBNiEHNE N oT6op AOKYMEHTOB B
MaccumBe TeKylwMX MOCTYMNSeHU
NCTOYHMKOB NHcopmaumm;
nogbopka aHHOTauun, pedeparos,
NX cucTemaTusaums

ogHa
OronneTeHb

KonnuyecTtBo MPOCMOTPEHHbIX

[OKYMEHTOB:
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

OpraHnsauma v nposegeHve "[Hs
NHJpopmaumumn™;




46

onpeaeneHne TeMbl; COCTaBlEHME
nnaHa NpoOBEAEHUS; BbISIBIEHNE W
AocTaBKa OOKYMEHTOB n3
COOTBETCTBYHOLLMX MoapasaeneHuin
ounbnunotekn; npocMoTp u oTbop
OOKYMEHTOB; npurnawleHve
CMNeLnanMCcToB-KOHCYNbTAHTOB;

NOArOTOBKA BbICTABKW NUTEpaTypbl;
OMOBELUEHNE  3aUHTEPECOBAHHbIX
opraHusauuMm u  CneyuanucToB;
odpopMIieHME BbICTABKM; HanncaHme
KpaTKUX aHHOTauuWKn; opraHu3auuns
cbopa 3adABOK Ha [OOKYMEHTbl, MX
BblAaua, KOHCYrbTMpOBaHMe,
AEXYPCTBO 6unbnmnorpados;
NpoBeAEHNE aHanm3a MeponpusTms

OOHO
MeponpusiTue

640,0

OpraHmnsauma un noarotoBka "[Hs

6ubnmorpadmn”, "OHs nocobusa™:

47

YTOYHEHME TEeMbl; COCTaBrieHMe
nnaHa; odopMrneHne BbICTaBKU-
NpocMOTpa; noAarotoBka 0630pa;

noaroToBkKa KOHCYIbTauuu,
COCTaBJieHne 7 HannucaHme
00 bsABNEHUS; COCTaBJieHne 7
HanncaxHme npurnacuTeribHbIX

nMceM, UxX pacchbifika; npurnawlieHue
3aMHTEepecoBaHHbIX 1L MO paguo,
no Tenied)oHy, NIMYHO

OHO
MeponpusiTue

1940,0

OpraHmnsauma v nposegeHne "[Hs
cneuunanucta"




Onpegnenexue TeMbl "[Hs

cneynanucta" C
3anHTepecoBaHHbIMU

opraHusaumnamu, doopMmbl
NnpoBeneHns (CTauunoHapHas,
Bble3Hasl), OTBETCTBEHHOro 3a
MeponpusTne B LLeriom;

COCTaBrieHME MnriaHa MeponpusaTus,
nporpaMmmbl  noucka un otbopa
NMHEPOPMAaLMOHHbIX MaTepuarnos;
NnoaroToBKa OTKPbITbIX MPOCMOTPOB
n TeMaTUYECKNX BbICTaBOK
nMTepaTypbl N0 cneuymanbHOCTH,
6ubnmnorpadmyeckue 0030pbI;
3aKka3s neKkumu, KUHODMNBbMA;
OMNOBELUEHNE  3aNHTEePEeCOBaHHbIX
opraHusauui; odoopmrieHne
BbICTaBKW; OpraHM3auna gexypcTea
6unbnmnorpados, KOHCYIbTaHTOB-
cneumnanucToB; obecrneyeHne
BblJa4yn uU3gaHUn U Mx KOrnmn BO
BpeMS MEPOMNpPUATUS nnn
HEenocpeaCTBEHHO  MOCMe  HEero;
OEMOHCTpaunsa BbICTaBKW, aHanus
pesynbtaTtoB "[HA cneunanucta”

OOHO
MeponpusiTue

Yncno CONYTCTBYHOLLMX

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




[NpumeyaHue: Bpema nposeneHus "[OHa uHGopmauumn”, "[Ha cneuwnanucTa”,
"[Ha 6ubnunorpadmmn" B HOPMY BPEMEHN HE BXOAMUT.

1.8.3. IHpopmaLmoHHas paboTa

Ta6nuua 15.

Tabnuua 15

N HanmveHoBaHue npouecca, || EanHnuya Hopma

n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,

MWH.
1 2 3 4
[MoaroTtoBka NONynNAPHbIX
Bubnmorpadmyecknx nocodui
Bbli6op TemMbl Nocobust; BbISIBIIEHNE U
OTOOp [OKYMEHTOB, POPMMPOBaHUE
pasgenoB nocobus; aHHOTMPOBaHUE
AOKYMEHTOB; noanbopka
doakTorpadmyeckoro mMarepuana,
WUNMIOCTPaUWN;, HanucaHne TeKCTa;
cocTaBrieHne BCNoMoraTenbHbIX
yKkasarenewu; KOHCynbTauum y
cneunanucToB Ha pasfNYHbIX
aTanax paboThl; obcyxaeHne
PYKONMUCW Ha 3acefaHum HaydHo-
MEeTOONYECKOro (peoakuMOHHOrO)
coBeTa; [fgopaboTka pykonucu no
3aMevyaHusIM; cgada pykonucu B
neyarb:
1 cocTaBlieHVe nonynapHoro || oauH asT. inct || 13500,0

Bubnunorpadmyeckoro yKasaTens,
nyTeBoauTENs, CNpaBoOYHMKa




noaroToBKa KOMMeHTapueB, || oguH aBT. fiucT || 5400,0
npuMeYaHumn nonynsapHo-

NPOCBETUTESNBLHOIO XapakTepa, He

TpebyroLmx cneumnanbHbIX

nccnegosaHun

NnoaroToBKa KOMMeHTapueB, || oguH aBT. nmcT || 10800,0
npumMmevaHum Hay4YHO-

nccrnegoBaTesibCkoro xapakrepa

[MoaroTtoBka pPETPOCNEKTUBHBIX

Hay4HO-BCNoMoraTesibHbIX

Brnbnuorpadmyecknx ykasatenem:

BbIGOp TeMbI; co3fgaHne aBToOpcKoro || oauH aBT. et || 9720,0

KONNEeKTuBa; paspaboTka
NHCTPYKTMBHO-METOANYECKME
MaTepuaroB; BbISiBNeHMe un oToop
AOKYMEHTOB; paboTa Hapg,
Bubnmnorpadmyeckon 3anncbHo;
aHHOTUPOBAHWE;
Gubnuorpadmyeckas  rpynnupoBKa;
COCTaBIieHne BCMOMOraTernbHbIX
yKkasartenem; obCyxaeHne pykornucu
yKkasaTtens Ha 3acegaHum HayyYHo-
MEeTOONYECKOro (peoakuMOHHOrO)
coBeTa; AopaboTka no 3amMedaHusIM;
coaya  pykonucum B nevarthb;
cocTaBsneHne Oubnunorpaduyeckoro
yKkasaTtens no akTyanbHOW TemaTtuke
C XPOHOIMOrMYEeCKUM OXBAaTOM OT 2-X
JOo 5T netr wn  aHHoTauusMmu,
MNOSACHSIOLLMMN Ha3BaHUs




CocTtaBrneHne 6ubnuorpadmyeckoro
ykasatens nno KOMMSIEKCHbIM U
MeXoTpacreBbIM npobnemam
obLiero n pPErmMoHarnbHoro
coOepXaHNMa C  XPOHOSOMMYECKNM
oxBaToM 1-2 roga, ¢ aHHOTaLMAMMU,
MNOSICHAOLLWMMN Ha3BaHUS:

Ha PyCCKOM A3blKe 9720,0
¢ BkmoyvyeHnem ot 30% po 40% 11000,0
obbema nyénukaumm Ha

MHOCTPaHHbIX S13blKax

COCTaBrieHne aHHOTUpoBaHHoOro || oguH aBT. nMcT || 18800,0

Bubnunorpadmyeckoro yKasaTens
MHOrOOTPAacsieBOr0 COAepXaHus ¢
XpoHonormdyeckum oxsatom o 100
net n bonee, TpebyoLero
CMNJSIOLLHOrO NPOCMOTPa 4OKYMEHTOB,
CIOXHbIX BGrnbnmorpadmyeckmx
pasblCKaHWi, yyeTta BCEX
nepeuMsgaHun  nyérnvkaunmm u - nx
XapakTEPUCTUKN MNyTEM CINUYEHUS
TEKCTOB

MogroToBka aHanUTMYecKkoro o63opa




BoisiBneHne n otbop AOKYMEHTOB
ans 0030pa; NnoAroToBKa
pybpukatopa npegmera 00630pa;
M3y4eHne ” OuEeHKa [OOKYMEHTOB;

cuctemaTmsauuns MaTepuana;
COCTaBIieHne TekcTa
aHanMTM4YeCKoro 0030pa;
obcyxaeHne pyKonucu Ha
3acedaHnun Hay4yHO-MEeTO4MYECKOoro
(peoakuMOHHOrO) COBETAQ,

aopaboTka ob3opa No 3ameyaHusimv;
coaya B nedvatb:

OOWH aBT. JINCT

8 MO PYCCKUM NePBUYHbLIM UCTOYHUKAM 9720,0
9 no CMELLaHHbIM NnepBUYHBIM 10800,0
MCTOYHUKaM
10 no MHOCTPAaHHbLIM nepBuUYHbLIM 12400,0
MCTOYHUKaM
[NoarotoBka aHannMTU4ecKkomn
CnpaBKMu:
11 BoisiBrneHne n otbop AokymeHTOB || oauH aBT. mcT || 5200,0

ONA  aHanMTUYeckol  CrnpaBKMu,
N3ydyeHne, aHanmms, OleHKa U
cucTeMaTM3aums ux; COCTaBreHue
TEeKcTa CcrnpaBku

[MoaroTtoBka pedepatmBHOro ob3opa




BoisiBneHne n otbop AOKYMEHTOB
ans pedepaTnBHOIO 0630pa,

n3yyeHne n aHanus nx;
pedepnpoBaHne NCTOYHNKOB;
cuctemaTusaums TEKCTOB
aHHOTaLWun; CcocTaBfneHne TeKkcTa
pedepaTUBHOIO 0030pa;

obcyxaeHne ob3opa Ha 3acedaHum
Hay4YHO-MEeTOANYECKOro
(peoakuMOHHOrO) COBETA;
aopaboTka ob3opa No 3ameyaHusimv;
chada B nevarb:

OOWH aBT. JINCT

12 MO PYCCKUM UCTOYHMKAM 5200,0
13 MO CMeLUaHHbIM UCTOYHMKaM 6480,0
14 MO MHOCTPAHHbLIM UCTOYHUKAM 7300,0
CocTasneHue aKcnpecc-
NMHJpopMaLnK:
15 BbldBeHMe n oTbop marepvana no || oauH aBT. mcTt || 3840,0

TeMe, cncreMatm3ayunsd ero 7
noaroToBKa AJid neyvaTtu

CocTtaBrneHne 6ubnunorpadgmyeckon
3anucu, aHHoTaumu, pedepara

CocTtaBrneHne 6ubnunorpadgmyeckon
3anucu:  u3ydeHne U aHanms
OOKYMEHTa; COoCTaBrieHne 3arorioBka
onucaHus; nposepka 3anucu,
BHECEHWe ncnpasrieHni

OQHa 3aruncb




KonnyecTBo 9N1EMEHTOB
6ubnmorpadm4eckoro onncaHus:

16 1-4 3,2
17 5-6 5,4
18 7-9 6,4

CocTaBrneHne aHHoTauuu; nsydeHune || ogHa

W aHanM3 [OOKYMeHTa, HarnucaHue || aHHoTauud

TeKCTa aHHOTaLWu:
19 aHHOTUPOBAaHUE KHUT 270,0
20 aHHOTUPOBaHME CTaTeEN 160,0
21 cocTaBreHve pedepara: usydeHue n || oguH asT. imcT || $920,0

aHarmmM3 [OKYMeHTa, Ha KOTopbin

cocTaBnsieTca pedoepaT; HanucaHue

TEKCTa; BHECEHWe UcnpaBIieHnN

AHanuMTnyeckad pocnucb

XypHanbHbIX, ra3eTHbIX CTaTewn,

CcOOpPHMKOB, Bubnmorpadmyeckmx

nocobun:
22 O3HAKOMJSIEHME C  coAgepXaHuem || ogHa cTaTbs 3,6

n3gaHuA; COCTaBJieHne
aHarmTn4eckoro onmncaHus Ha
CTaTbto




Moooepxka canta O6ubnmoTekn u
OTAEMNbHbLIX NPOEKTOB:

23 BepcTKa CTpaHuL cauta, || oguH aBT. yimcT || 300
pasmeLleHmne NoaroToBfIEHHOIo
mMatepyana B  COOTBETCTBYHOLIMI
pasgen canta

[MpumMedaHmne: HopmMa BPEMEHN Ha COCTaBreHne dubnmorpadmyeckoro nocobus
[aHa U3 pacyeta paboTbl aBTOPCKOro KOsreKkTuaa.

1.9. MNepeBoa 1 nepepaboTka nevyaTHbIX TEKCTOB C MHOCTPAHHbLIX SA3bIKOB Ha
PYCCKUI 1 C PYCCKOrO Ha MHOCTPaHHbIE SA3bIKK

Tab6nuua 16.
Tabnuua 16
N HanveHoBaHue npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHUs BPEMEHMN,
MWH.
1 2 3 4

[NepeBon TeKkCTa C WMHOCTPaHHbLIX
S3bIKOB Ha PYCCKUMN A3bIK

UreHre opurmHana; aHanu3 TekcTa; || OauH aBT. NUCT
pasmeTka €ero C BbISIBNIEHUEM
TPYAOHbIX TEPMMHOB,
rpaMmMaTn4ecKmnx KOHCTPYKLMHX,
NeKCcn4ecKkmx o0OpPOTOB, LIEXOBLIX U
YKapProHHbIX TEPMUNHOB:

1 NOSTHBIN MMCbMEHHLIN NepeBoa OAWH aBT. NUCT 2580,0




COKpaLLEHHbIN NMUCbMEHHbIN || OAWH aBT. NMUCT 1620,0
nepesoq ot 30% Ao 50% obbema

TekcTa

BbIGOPOYHbIN MMCbMEHHbIN || OOWH aBT. JIUCT 1520,0
nepesofq

[NepeBOa TEKCTa C PyCCKOro si3blka

Ha NMHOCTPaHHbIE SA3bIKK:

NOJSTHBIN MMCbMEHHLIN NepeBoa OAWH aBT. NMUCT 5160,0
TepmuHonornyeckass paborta npwu

BbIMOSTHEHUA NMUCbMEHHOIo

nepeeoaa:

OTbICKaHue OTMEYEHHbIX B || oauH TepMmuH, ([ 18,1
opurnuHane HEe3HaKOMbIX Unn || cokpalleHue

HEMOHATHbIX TEPMUHOB n

COKpaLleHuin B CrnoBapHo-

CrpaBO4YHON niteparype;

noaodopka COOTBETCTBYHLLEIO

TEPMUHY 9KBUBAreHTa;

pacLwmgpoBKa CoKpaLLeHUs

KoHcynbTauma nepesogyvnka Cco

cneymnanmcTamu:

BbIICHEHME npaBurbHOro || ogHa 36,2
M3MOXKEHUA YacTeln TeKcTa no || KOHCynbTauus
Mario3HaKoOMOW TeMaTuKe;

YyTOYHEHUNE COOTBETCTBUA

nepesoaa opurmHany




CocTaBrneHne
6ubnmorpadm4eckoro onncaHus:

cocTasrneHne bubnunorpaduyeckoro
onucaHns nepeesoda MO AaHHbIM,
B3ATbIM C  TUTYMbHOrO  nucTa
nepesoaa

O HO onucaHue

60,0

BbisBneHne owmnbok v BHeceHue
M3MEHEHMN B TEKCT nNepeBoaa
nocre nevyartaHus:

npoBepka NPaBUNBEHOCTU
pacnonoXeHns oTnevyaTaHHoro
TEKCTa; CBepKka C PYKOMUCHIO;
npaeka

OOWH aBT. JIUCT

200,0

TexHn4eckoe odbopmrieHne
NnepeBOaOB:

BMnCbiBaHnMe B TEKCT NepeBoda
CMBOJI10B n BCTaBOK Ha
MHOCTPaHHOM A3blKe

O HO
BMMCbIBaHVE

2,0

10

BKIleMBaHMe pPUCYHKOB, Tabnuu,
doopmyn

O[Ha BKIienka

3,0

[lepeBog 3arofioBKOB cTaTen W
AOKYMEHTOB:

11

nepesoa 1 3arimcb 3arosrioBka

O UMH 3arorfioBoK

120,0




[MpumeyaHwe:

- HOPMbI BPEMEHU NMpeaycMaTpuBaloT BbIMOSNHEHME NepeBOOB C MHOCTPAHHOMO
A3blka UM Ha WMHOCTPaHHbINA, KOTOPbIA Yy NepeBoaYnKa sIBASeTCA OCHOBHbIM (MO
06pa3oBaHUIO UMK NPUMEHEHNIO);

- Npyn BbINOMHEHMX NEPEBOAOB C APYrUX A3bIKOB WKW Ha gpyrve nomMuMmo
OCHOBHOIO K HOpMam BpeMEHN NPUMEHSETCS MOoBbILLaLmN KoaddmuneHT 1,1.

1.10. NccnegoBatenbckasa paboTta

Tabnuua 17.
Tabnuua 17
N HanveHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4
PaspaboTka nporpaMmmbl
(TexHu4eckoro 3agaHus)
nccnengoBaHns
O6ocHoBaHue aKTyanbHOCTM || ogHa nporpamma
TeMbl, BbIsiIBNEeHME N 0OOCHOBaHMe
npobremMHom cuTyaumu,
dopMynMpoBaHue Lenn, 3agad u
MnoTe3bl nccnegoBaHus;
HanMcaHue TekcTa
NccnepoBaHue HOCUT:
1 OnepaTtnBHLIN XapakTep 38250,0




NUNoTaXHbIN (pa3BeablBaTerNbHbIN) 21600,0
xapaktep

PaspaboTka METOAVKM

nccrnenoBaHns

PaspaboTka (HanucaHue) TeKcTa || ogHa meTtoguka
MEeToOMYECKUX  [OOKYMEHTOB MO

NpoOBOAMMOMY nccregoBaHuio,

anpobauum COCTaBJIEHHbIX

[ OKYMEHTOB; YTOYHEHVE n

aopaboTka MEeTOONYECKOro

NHCTPYMEHTapus, cocTasrieHue

OKOHYaTerbHOro BapuaHTta

OOKyMeHTa:

MeToauka npoBeaeHns 28000,0
nccrnenoBaHus, HOCSILLEro

onepaTuBHbIN, AMMNPUYECKUN

xapaktep

MeToauka npoBeaeHns 15600,0
nccrnenoBaHus, HOCSILLEro

NUNoTaXHbIN (pa3BeablBaTerNbHbIN)

xapaktep

PaspaboTka NHCTPYKL A no || ogHa

obpaboTke OOKYMEHTauuun || MHCTpyKLKnA

(MCXOOHbIX OaHHbIX), MOMNYyYEeHHOW B

Xo[e uccrneaoBaHus:

py4Hasi obpaboTka 15600,0
MaLMHHaa obpaboTka 20400,0




PaspaboTka npegnnaHoBbIX W
NNaHOBbIX OOKYMEHTOB
NepcnekTMBHOIO XxapakTepa:

pa3paboTka KoHUenuum OCHOBHbIX
HanpaBieHnin pa3BUTUA
6nbnnoTevHoro gena B perMoHe Ha
nepcnekTmnBy

OOWH aBT. JIUCT

13050,0

KOHLenTyansHoe obecneyeHve
Brnbnmorpadmyeckmx n3gaHuni;
0B60CHOBaHWe akTyarbHOCTU TEMBI,
YnuTaTenbCKoro n LerneBoro
Ha3Ha4YeHus nocobus, ero
CTPYKTYpbl (CxeMbl), BblpaboTka
METOAMYECKUX  MNPUHLMMNOB U
peleHnn ANns pPackpbiTUS TeMbl;
HanucaHve TekcTa

OOWH aBT. JIUCT

11220,0

coCcTaBreHue nporHo3a
(NnpegnnaHoBbLIN OOKYMEHT),
CBSI3aHHOIO C  nepcnekTnBamu
pas3BuTus 6MONMOTEK; HanucaHue
TekcTa

OOWH aBT. JINCT

13050,0

10

paspaboTka ueneBblX Nporpamm
(ona cetn GUBNMOTEK UM OLHOM
BrnbnmoTekn); AnarHocTuka
CUTyauun, BHELLHUX U BHYTPEHHMUX
BIMAHUA Ha (PYHKLMOHMPOBaHME W
passutne  6ubnmotek  (ogHowm
BrnbnmoTekn); BblpaboTka
pekoMmeHgauum, peLLeHUs:;
HanMcaHue TekcTa

OOWH aBT. JINCT

15200,0

CocTaBrnieHme CBOAHbIX Kartaroros
KHWKHbIX NaMATHUKOB:




11

paspaboTka NPOCMEKTa;
BbISIBIIEHNE JOKYMEHTOB - KHUDKHbIX
NaMSATHMKOB; HAy4dHOE OnMCaHue
NX; COCTaBNEHME ClMpPaBO4YHOIo
annapara; HanMcaHue TekcTa

OOWH aBT. JIUCT

18200,0

OpraHunsaumoHHaa pabota no
NPOBEAEHNIO NCCNEAOBaAHWS:

12

co3gaHue nccnenoBaTenbCKoro
KONMeKTUBa; cocTaBreHue
paboyero nnaHa  npoBegeHus
nccnegoBaHuUs, COrfacoBaHME ero
C uUcnonHuTensaMn; onpegeneHve
nnowaakn (6asbl) mccnegoBaHus;
nepennucka C HUMK; nNpoBedeHUue
NHCTPYKTaXen, CEMMHapPOB,
COBEeLLaHWIN, KOHCYIbTaLun

O HO
nccnenosaHve

7140,0

13

bubnunorpadmyeckas npopaboTka
TeMbl UccnegoBaHus, pabota B
apxuBax, W3y4YeHMe HOpMaTUBHO-
TEXHNYECKON OOKyMeHTaumu,
nHdopmMaLmm 06 aHanorax n apyrmx
MaTepuarnoB,  OTHOCSALUMXCS K
paspabaTbiBaeMon Teme

OOWH aBT. JINCT

1200,0

O6paboTka NOny4YeHHOW
NHJpopMaLmK:

14

cbop 1 obpaboTka nHhopmauum Ha
OCHOBE  NEPBMYHbIX  WUCXOAHbLIX
OaHHbIX (CTAaTUCTUYECKMX AaHHbIX,
OTYeTOB, NNaHoB, CNpaBOK,
MaTepuanoB KOMaHOMPOBOK)

OOWH aBT. JINCT

7800,0

15

aHanus obpaboTaHHON
NMHJpopmaL mm

OOWH aBT. JINCT

5200,0




[NoaroTtoBka Marepuarnos no
NUToram Hay4yHom paboTbl:

16

HanncaHme Hay4HOro OoT4eTa,
noAroToBKa pPykKorumcu K rneyatn Ha
pa3nM4yHbIX 3Tanax paGOTbI

OOWH aBT. JIUCT

13200,0

17

HanucaHue MPOMEXYTOYHOrO
oTyeTa  (cnpaBkM) O  xoge
nccnenoBaHns

OOWH aBT. JINCT

6400,0

[MogroToBka M HanMCaHWE TeKCTa
ctatbl B COOPHUMK  HaydHbIX
TPpyAoB, NpaKTU4ecKoe nocodue,
nNpodheCccnoHasnbHyo npeccy;
MOArOTOBKA PYKOMUCK K nevatu Ha
pa3nM4YHbIX 3Tanax paboThbi:

18

cTaTbsl TEOPETUYECKOIO XapaKkTepa

OOWH aBT. JIUCT

15200,0

19

cTaThbs NPUKNagHoro,
NPaKTUYECKOro xapakTepa

OOWH aBT. JINCT

9200,0

20

HanucaHwe [okraga no uToram
Hay4YHOro nccreqoBaHns;
nogroToBka pykonucen Ha
pasnMyHbIX aTanax paboTol

OOWH aBT. JINCT

6700,0

21

paspaboTka pekoMmeHgauum,
NHCTPYKLUA no BHEOPEHUIO
MaTepuarnoB Hay4HOro
NCCcneaoBaHnst; HanMcaHue TeKCTa;
MOArOTOBKA PYKOMUCK K nevatu Ha

pa3nM4yHbIX 3Tanax paGOTbI

OOWNH aBT. JINCT

14100,0




[MpumeyaHwe:
- HOpPMa BPEMEHN Ha COCTaBrieHMe MporpamMmm, METOOMK, MHCTPYKLUA OaHa Ha
nccrnenoBartenlbCKUN KOMNeKTUB;
- Yyacbl Tpygo3artpart pacnpenenstorca Mexay UCNOSTHUTENAIMN B 3aBUCUMOCTU
OT MX Harpysku;

B rpouecc noarotoBKkM pPykKONUCKM K Nedatn BXOOAT. cAada PYKOrnucu

Hay4YHOMY pendakTopy, obOcyxOoeHve B OTAene, HaydyHOM CoBeTe, OopaboTka
pyKonucu.

1.11. MeTognyeckasa paboTa

Ta6nuua 18.
Tabnuua 18
N HanmeHoBaHue npouecca, || EanHunuya Hopma
n/n onepauumun. Coctas paboThl N3mMepeHns BPEMEHN, MUH.
1 2 3 4
[NoaroTtoBka MEeToaN4YEeCcKoro
nocobusi, pekomeHaaLuim
[MpyHUMNUansHo HOBas
pa3paboTka TEMbI:
1 n3ydeHne TeMmbl, BbIFBNEHWE W || OOWH aBT. NUCT 15300,0

aHanmM3 [JOKYMEHTOB MO Teme,
YTOYHEHME  YMTaTENbCKOro U
LLeneBoro HasHadyeHust nocobwus,
pekoMeHaauun; coCTaBreHue
NpOCMeKTa; HanucaHue TekcTa

Moaudomkauuns paHee
pa3paboTaHHON TEMbI:




BbISIBIEHNE U W3YYEHNE HOBbIX
OOKYMEHTOB M HaKOMJIEHHbIN
ounbnmotekamm onbIT NO TeEMe
nocobwus, pekoMeHaauun;
YyTOYHEHME MNpPOCMeKTa, BHECEHNE
N3MEHEHUIN B CTPYKTYpPYy TEKCTa B
COOTBETCTBUMN C [OCTWKEHUSAMMU
B6rnbnmoTeyHoOM Teopuu n
NPaKkTWKK; MOArOTOBKA PYKOMUCK
K obcyxaeHuno; gopabotka no
ntoram obcyxaeHus

OOWH aBT. JINCT

8670,0

Paspabotka [OKYMEHTOB,
pernameHTpyoLLNX
NesaATernbHOCTb oubnmorTex,
NONOXXeHUN, NHCTPYKLIUN,
NPOEKTOB NOCTaHOBIEHUN,
yCTaBOB, 3aKkoHoAaTenbHbIX
aKToB

|_|pI/IHLI,I/II'II/IaJ'IbHO HOBad TemMa.

BbISIBNIEHNE, MU3Yy4YEeHMEe N aHanm3
OENCTBYIOLLMX [OOKYMEHTOB O
TeMe, HanncaHue TekcTa NpoekTa

OOKYMEHTa, obcyxaeHue,
anpobauna B Oubnmnotekax, Ha
3acegaHum Hay4HO-
METOANYECKOro COBETa;
aopaboTka AOKYMEHTA;

noAroToBKa K yTBepXaeHuto

OOWH aBT. JIUCT

17340,0

Moaundomkauns paHee
pa3paboTaHHOro AOKYMEHTA:




aHanM3 ” OueHKa [OOKYMEHTa;
NMOUCK n oTOOp HOBbIX
OENCTBYIOWMX AOKYMEHTOB MO
TEME; BHECEHME W3MEHEHUS B
TEKCT [OOKyMeHTa; obcyxaeHne

Ha 3acegaHum Hay4HO-
MEeTO4MNYECKOro COBETa;
aopaboTka no ntoram

obCcyKaeHuns:; NnoAroToBKa K
YTBEPXKOEHNIO

OOWH aBT. JIUCT

7650,0

PaspaboTka y4eTHbIX  dopm,
Tabnmu, obpa3suos:

yTOYHEHME npeaMeTa, O00bekTa,
coaepXaHna y4eTHom  dhopMbl,
Tabnuubl, obpasua; oTbop
nokasartenen, cucrtematusaumusg
nx, paspaboTtka MaketTa y4yeTHOW
dopmbl, Tabnuubl, 06pasua;
obcyxaeHne Ha  3acegaHum
Hay4YHO-METOANYECKOrO COBETAa;
NOArOTOBKA K YTBEPXKAEHMIO

OOWH aBT. JINCT

7650,0

CocTaBneHne pekomMeHgauum no
BHEAPEHUIO  PErfNamMeHTUPYOLLIMX
OOKYMEHTOB B MPaKTUKY:

paspaboTka METOANYECKNX
pekoMeHaauuu, NHCTPYKLIUK,
nriaHoB no BHEOPEHUIO
HOPMaTMBHOM AOKYMEHTaLuu;
NOAroToBKa PyKOMNUCK K neyatu

OOWH aBT. JINCT

14025,0

[NoarotoBka NMUCbMEHHOW
KOHCYrnbTauum,  MeTo4NYEeCKOoro
nucbma:




BblABNEHME n aHanm3
AOKYMEHTOB MO TEME; U3y4EHME U
obobLeHne  onbiTa paboThbl
OubrnMoTek; HanucaHue TeKcTa
KOHCYrbTauum, MeToaudecKoro
NUCbMa; noaroToBka K
obCcyXOoeHno  Ha  3acefaHum
Hay4YHO-METOANYECKOrO COBETAa;
aopaboTka no nToram
obcyxaeHuns; caada B neyartb

OOWH aBT. JIUCT

8670,0

[MogroToBka o630pa
geaTenbHocTn  6ubnmotek no
ornpegeneHHon TemMaTuke:

YTOYHEHUNE TEeMb! 0630pa;
onpeaeneHme  XpPOHONOTMYECKNX
rpaHuL; BbISIBIIEHWE AOKYMEHTOB,
oTbop, nMpPoOCMOTP W aHanus;
HanucaHue TeKcTa; noaroToBkKa
pykonucm K obCyxaeHunto Ha
3acegaHum Hay4HO-
MEeTO4MNYECKOro COBETQ;
aopaboTka  pykonucwu  nocne
obcyxaeHus

OOWH aBT. JIUCT

9180,0

PeueH3npoBaHne Hay4HBbIX,
MEeTOONYECKMX,
NMHEPOPMAaLMOHHbLIX MaTepuarnos:

yTeHue peueH3npyemMoro
Marepuarna; oueHKa ero B Leriom,
OoTAEenNbHbIX yacTen,
yCTaHOBJIEHNE COOTBETCTBUS
yuTaTtenbCKOMy U  LierneBoMy
Ha3Ha4YeHuto, Hay4YHbIM n
MeToAMYECKNM TpeboBaHUAM

OOWH aBT. JINCT

783,0

10

HanmcaHme peueH3nmn

OOWH aBT. JINCT

1305,0




[NoaroTtoBka nekumu,
KOHCYrbTauum

PaspaboTka nnaHa  nekuuwu,

KOHCYnbTauuu, noagbopka
MaTepuana, n3yvyeHue €ero;
CcoCTaBreHne crnmcka
nmTeparypbl K nekuum,
KOHCYrbTaLum; HanucaHme
TeKcTa:

oAHa  nekuwus,
KOHCYNnbTauums

11 nepBu4Haga nekymnd 1566,0

12 MOBTOpHas nekuus, C Y4eToMm 313,2
HOBOro Matepuarna

13 nepBu4Had rpynnosas 1305,0
KOHCYIbTaLus

14 noBTOpHad rpynnosas 522,0
KOHCYNnbTaumMst ¢ y4eTOM HOBOIO
MaTepuana

15 nposegeHne YCTHOW || ogHa  riekuwus,
NHAMBUOYaNbHOM KOHCYbTaLum KOHCYNbTaLus

16 OTBET Ha NNCbMO OJHO NMUCbMO 162,0

[MpoBeneHue
CTaXXMPOBOK

NPakTUKyMOB,




[NpakTuKym (7-10 OHEN):
onpenerieHne Tembl, 3afaHus,
ynpaXXHeHus; cocTaBrieHve
rpadmka u YTOYHEHME CpPOKOB
NpoBeaEeHUs 3aHATUN:

OAWH NPaKTUKyM

17

rpynnoBOn NPakTUKym

2295,0

18

nHamBmuayalibHbl n MNPakKTUKyM

2160,0

CraxupoBka (7-10 OHEN):
YTOYHEHME CpPOKOB MpOBedeHNS
CTaXKNPOBKMU; BbISIBJIEHNE
nTepaTtypbl MO0 M3y4aemomy
BOMpPOCY; cocTaBrieHne
nporpaMmmb n rpadmka
CTaXNPOBKU C Y4eTOM COCTaBa
crnywarernien;  3akniyeHve o
MNPOXOXOEHNN CTaXNPOBKN:

oaHa
CTaXXMpOBKa

19

rpynnoBasi CTaXMpoBKa

2805,0

20

nHamBuayaribHaa CTaXnpoBKa

2349,0

[lpakTvka CTYOEeHTOB BbICLUMX U
cpegHux cneumanbHbIX y4eOHbIX
3aBeeHnn:




21

MNOArOTOBKA W OpraHv3aums
npakTukn ctygeHto (oo 30
OHEN); paspaboTka nnaHa
NPaKkTWKK, COrfacoBaHMe €ero c
pyKoBoguTENeM NPaKTUKK
(NnpeactaBuTenem y4ebHoro
3aBefeHuns); coCTaBleHne
rpadmka noceLleHns
CTPYKTYPHbIX  MOApa3aenieHni;
opraHusaums NPaKTUYECKUX
3aHATUA; NOABEAEHWE  UTOroB
NPaKTUKWY; cocTaBrieHune
XapaKTepUCTMKN NPAKTUKAHTOB

OfHa NpaKTuKa

4860,0

[MpakTnyeckne 3aHATUS:

22

noaroToBkKa NPakKTN4eCcKoro
3adHATNA; COCTaBJieHne 3aaHuA
no BbIMNOJIHEHUIO n3y4aemoro

ounbrnmorte4yHoro npouecca,
KOHTPOSbHbIE BOMNPOCHI,
TemMaTn4eckunn CMNUCOK
nmTepaTypbl K 3aaHuIo;

HanmMcaHme Te3ncoB

O[HO 3aHATUE

1050,0

CocTaBneHue y4yebHoM
NporpamMmb!:




23

onpenereHue cocTasa
cnywarernen; cocTaBneHue
TemMaTu4ecKkoro nnaHa,
YTOYHEHME Mopsidka W3ydeHus;
onpenereHue
nocrnegoBaTeslbHOCTU U3SIOXKEHUS
TeMbl, BblAefleHne OCHOBHbIX
BOMPOCOB; COCTaBlieHMe CrucKa
nmTepaTypsbl no Temam
nporpamMmbl; HanucaHue TeKCTa;
obcyxaeHne  nporpaMmmbl  Ha
3acegaHuu Hay4HO-
METO4MYEeCKOro coseta

ofHa
nporpamma

5733,0

[MNocelweHne 6ubnmotek, Bble3abl
B KOMaHOMPOBKM C  LEbLO
n3ydeHns paboTbl U OKasaHus
MEeTOoANYEeCKON NOMOLLN:

24

NoOAroToBKa K  KOMaHOMPOBKE;
YTOYHEHME CPOKOB WU  Lenm
KOMaHOMPOBKW, O3HaKOMSieHME C
NMEWMMNCS  OOKYMEHTAMU U
MaTepuanamm npeablayLwmx
Bble3goB M nybnvkauun B
neyaru; cocTaBrieHune
nporpaMmmb (nnaHa)
KOMaHLMPOBKMU

ogHa
KOMaHAMpOBKa

574,2

25

cocTaBreHne MH(opMaLMOHHOIO
oT4yeTa (cnpaBKn) O NpoBELAEHHOM
pabote: cBedgeHMW O MecCTe
Bble3da, LuUendx KW cpokax
KOMaHONPOBKMW, obbekTax
NOCELLEHNS, aHann3 COCTOSIHUS
paboTbl MO Teme Bble3aa,
BbIBOAbI N NPeasioXeHnsa B agpec
BnbnmMoTeku

OAVH OTYeT

1050,0




26

COCTaBfieHne aBaHCOBOTO
OoT4eTa; 3aroSfiHEHWE OTYETHOro
61aHKa Co BCEMU NPUINOXKEHUAMU;
chada B byxranteputio

OAVH OTYeT

40,0

27

noarotoBka  MHcopmaumMm  no
pesyneTaTtam KOMaHLMPOBKM
(YCTHO) B CEeKTOopeE, y
3aBefylowero  otgernoMm,  Ha
Hay4YHO-MEeTOOAUYECKOM  COBETE,
3acefaHnv Qupekumm

ogHa

MHJpopMaLms

105,0

28

NnoAroToBKa OTYETHOIo
mMaTepuana no  pesynbratam
KOMaHOMPOBKN AN pasMeLleHus
Ha caunTe

ogHa

NMHJpopMaLms

500,0

29

paspabotka UM  CcOCTaBfeHune
y4ebHbIX MfaHoB M MporpaMmm
CUCTEMDI AOMOSHUTENBHOMO
NpodoeCcCnoHarbHOro
obpasosaHusa ([10) B oTpacnm

OOWH
MCT

neyaTHbIN

1200,0

30

cocTaBfieHne paboymx nporpamm
no BHOBb BBOAUMbIM
AVCLMMIIMHAM, aKkTyanuMsauus
AENCTBYIOLMX NMporpaMmm

OAWH
CT

rneyaTHbIN

1800,0

31

paspaboTka METOANYECKNX
MaTepuaroB MO KOHTPOO 3HAHUN
obyyaroLmxcs; coCcTaBleHne
OOKYMEHTOB MO MNSIaHMPOBAHMIO
y4yebHoro npouecca

OOWH
CT

neyaTHbIN

360,0




32

paspaboTka y4yeOHo-
NPOrpaMMHON LOKYMEHTaUUN Ans
npoBeadeHns 0bpa3oBaTenbLHOro
npovecca, METOONYECKMX
pa3paboTok No  NPUMEHEHUID
HOBbIX NHPOPMALMOHHbIX
TexHororvin B y4ebHoM npouecce

OOWH MneYvYaTHbIN
nmcT

1800,0

33

paspaboTka HOPMaTUBHbIX
AOKYMEHTOB, perfnaMmeHTUpYyoLLMX
BCe Buabl OOpasoBaTenbLHOM
aeaTenbHocTn B bubnmorteke

OOVH OOKYMEHT

3600,0

34

COCTaBMEeHMe W nNOoAroToBka K
N3gaHuio  y4eOHbIX nporpamMmm,
nocodbun, CamMoCTOATENbHO WM
COBMECTHO C Apyrmmm
nogpasaeneHnsamm 6nbnmoTeku

OOWH MneYvYaTHbIN
nmcT

1800,0

35

ydyactue B creumanM3npoBaHHbIX
coBeTax 6rnbnmoTeku:
noaroToBKa ans
npodoeccrnoHarbHom neyartmu
nyénukaumum 1M matepuarnos
BbICTYMMEHNN Ha KOHpepeHLNax

OAVH
OQHO
coobLleHne

Aoknag

2400,0 1200,0

36

NnoAroToBKa K 0B CyKaeHuto
y4eOHbIX nporpamm  AMNO  «
3acenaHnsam Y4yeHoro coBeTa

O4HO 3acenaHune

2400,0

37

COCTaBIIEHME KamnbKynsLUN LIEH
Ha NraTHbIE YCITyru

OOWH OOKYMEHT

120,0

38

opraHM3aumsi NraTHOro O00y4YeHus
Mo [JoroBopamM Ha OKasaHue
NnaTHbIX 06 pa3oBaTenbHbIX yCnyr
C OPUONYECKUMN N N3NYECKNMN
nvuamu

OOVH OOKYMEHT

no dakTy
3aTpa4vyeHHoro
BpEMEHU




39

NoAroToBKa OOKYMEHTOB K
IMLLEH3NPOBAHUIO n
akkpeautTaumm, CBA3aHHble C
peanusaumen Y
obpa3soBaTerbHbIX
ano

oundnmoTekon
nporpaMmm

OOVH OOKYMEHT

12000,0

40

noarotToBKka MaTepuanoB AN
3aHATUN B ANCTaHLMOHHOWN

cdopme

OAWH yac
3aHATUN

240,0

41

NOAroToBKa Yy4ebHbIX N y4ebHo-
MeTogMYeCcKNX Marepuanos AN
NX pa3mMeLLeHns B
MHJpOpMaLLMOHHO-
TeneKoMMYyHUKaL MOHHOM cetn
"IHTepHeT" n nx ceoeBpeMeHHoe
obHoBneHve

ofHa
nporpamma

1800,0

42

opraHu3aumnsa y4ebHoro npouecca
Ans oby4aromxcs no
nporpaMmmam rnpodpeccroHansHoOu
NepenoaroToBkN  BMBIMOTEYHbIX
KaapoB: opraHusauus
obpa3soBaTensLHOro npouecca,
yyebHo-meTogmyeckas paboTa;
Hay4yHO-MeToaundeckasa paboTa

ofHa
nporpamma

42420,0

43

opraHusaumnsa y4ebHoro npouecca
Ans oby4aromxcs no
nporpaMmmam NOBbILLEHMS
KBanudmkaumm  6ubnmoTeYHbIX
KagpoB: opraHu3auus
obpa3soBaTensLHOro npouecca,
yyebHo-meTogmyeckas paboTa;
Hay4yHO-MeToaundeckasa paboTa

ofHa
nporpamma

21210,0




[MpumeyaHwe:

- K HOpPME BpPEMEHW TMpPU COCTaBfIEHUM [OOKYMEHTOB, perriaMeHTUpPYHLLMX
AeATenbHOCTb pecnybriMkaHCKnX, KpaeBblX N 061acTHbIX OUBNMOTEK, NPUMEHSIETCS

noBbILLaroWLMn KoadpdmumneHT 1,15;
- BpemMs TMpOBEOEHUSA JeKLuu,

KOHCYIbTauun, NPaKTUKYMOB, CTaXXMPOBOK,
NPakTUKN, NpebbliBaHMs B KOMaHOMPOBKE M MpoBedeHus WHdopMauun no ee

pe3yrnbTartam B HOpMY BpEMEHUN HE BXOAUT.

1.12. PaboTbl Hay4YHO-OpraHM3aLoOHHOro XxapakTepa

Ta6nuua 19.
Tabnuua 19
N HanmveHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4

TEOPETNYECKOM,

TeMaTn4eCKoro ceMmmHapa

[NogroToBka n nposeneHue

Hay4HoO-

NpaKTU4YEeCKOMn KOHdpepeHLuun,




Onpepenexne cocTaBa
oprkomuTeTa n Y4aCTHUKOB
KOHdpepeHLuun, ceMuHapa;
doopMupoBaHne U yTBepXxaeHue
nporpaMmmbl U NPUrNACUTENbHOMO

ounera; OpraHn3aunoHHbIE
MeponpusaTus (Tekylasa CBs3b C
y4acTHMKaMw, pacchblfka
MaTepuaros); noAroToBKa K
n3gaHUio  Te3ncoB; BblpaboTka
npoekTa pekoMeHaauuy;
JoMHaHCOBO-XO3ANCTBEHHOE

obecrneyeHune KOH(pepeHLuu,
ceMuHapa (odbopmneHne
NNaTeXHbIX OOKYMEHTOB, BCTpe4a
Y4aCTHMKOB, permcTpaums,

pasMeLleHne B rOCTUHNWLIE); aHanm3
N oueHKa paboTbl KOHdepeHLun,
ceMunHapa; nogBegeHne UToros

OOHO
MeponpusiTue

KonunuectBo Y4aCTHUKOB:

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

[NogroToBka n nposeneHue
ceMunHapa, MeTOANYEeCcKOro [AHs,
3acepnaHus "kpyrnoro ctorna"




Onpegnenexue Y4aCTHMKOB,
PYKOBOAUTENS, CPOKOB M MecTa
npoBeaeHus cemMuHapa,
MEeToOMYECKOro [OHsl, 3acedaHus
"Kpyrroro ctosia"; onpegeneHve
KOHTUHIEeHTa YYaCTHUKOB;
paspaboTka nporpamMmmbil;
MHopmaumoHHoe  obecnedeHne
(Tekywas cBA3b C yvacTHMKaMM,

pacchblfika MaTepuaros);
BblpaboTka NnpoeKkTa
pekoMeHaauug; ns3gaHue n
paccblinka nporpamMmmbi;
perMcTpaumss y4acTHUKOB; aHanma
n oLeHKka ceMunHapa,

METOANYECKOro [Hs, 3acefaHus
"Kpyrnoro ctona"

OOHO
MeponpusiTue

KonunuectBo Y4aCTHUKOB:

1-50 1570,0
51-100 3980,0
101-150 6150,0
151-450 8270,0
[NoaroTtoBka 3acenaHum

peakonnernu:




8 YTOMHEHME CpoKa W TMOBECTKU || ogHo 3acepaHue || 560,0
3acegaHusi; otbop marepuanos
Ana obCcyxgeHnsa n nogrotoBka Ux
ONs KOMUPOBaHWS; ornpeaeneHne

OMNMOHEHTOB (peueH3eHToB);
OMnoBeLLeHNe O 3acefaHun YreHoB
peakonnernu; paccbirika
mMaTepuanos no noBecTKe
3acefaHus; odoopMIieHune
NpeanoxeHnn, BblCKa3aHHbIX

y4yaCTHMKaMn 3aceaHnA

Opranunsauus 3acenaHumn
NpoGneMHbIX KOMUCCUINA, COBETOB,
TBOPYECKUX KOMNEKTMBOB:

9 ornpegeneHne nMnoBecTkKM AHA W || o4HO 940,0
cCpoka npoBedeHus 3acefadHus, || meponpusaTue
YTOYHEHME cOCTaBa Y4aCTHMWKOB;
NOAroToBKa AOKYMEHTOB,
OpraHn3auUWoOHHbIE  MEepPOonpUSATUSA
(onoBeLleHne o) 3acegaHuu,

nonbop MaTepuaros);
odbopmrieHmne npoToKona n
peLLEHNS]
10 paspaboTka MakeTa npeseHTauum || ogHa 600,0
Anst MeponpuaTus npeseHTaums
11 noaroToBKka NpeseHTauum Ona || ogHa 600,0
MEPOMNpPUATUS npeseHTaums
[MpumeyaHwe:

- NPV NPOBEAEHUN MEPONPUATUIA HA MEXOYHAaPOL4HOM YPOBHE K HOPME BpeMeHuU
NPUMEHSETCS NnoBbILWaroLmn KoadpdmuneHT 2,0, Ha deaepansHoM ypoBHe - 1,85;

- B HOPMYy BPEMEHU HEe BXOOMUT BpeMsdA MpoBedeHUs KOHJepeHuun, ceMmmHapa,
METOAMYECKOro AHS, 3acefaHus "Kpyrroro ctona" u Bpems, CBA3aHHOE C U3gaHvem
MartepuarnoB KOHJEpPEHL NN, CEMUHapa.



1.13. PepgaktupoBaHue pykonucemn

Ta6bnuua 20.
Tabnuua 20
N HanmeHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4
PepakTunpoBaHue Hay4HbIX n
METOANYECKMNX MaTepmarnon
[poBepka U ncnpasreHne pykonucu
B npouecce nNOAroTOBKM ee K
neyaru; obecne4yeHme cCooTBETCTBUSA
TeKCTa HayyYHbIM W nMTEepaTypHbIM
TpeboBaHusiM, dopMe U LenieBoMy
Ha3Ha4YeHuto n3gaHus,
corracoBaHue BHOCUMbIX
ncnpaBrieHnin ¢ aBTOPOM; AopaboTka
pyKOnucu:
1 pegakTupoBaHue MOHorpadwmu, || oguH aBT. niucT || 2840,0
COOpPHUKOB Hay4HbIX TPyAaos,
Hay4yHbIX OTYETOB, MPaAKTUYECKMX
nocobumn
2 pefakTupoBaHue meToaudeckux || oguH asT. rmcT || 2500,0
MaTepuarnos: NHCTPYKTUBHO-
MEeTOAMNYECKNX nucem,
pekoMeHaauuu, KOHCYrbTauum,

0030poB AeaTensHOCTM BUBNNoTEK




peaakTupoBaHue AOKYMEHTOB,
pernaMmeHTUpyloumx aOeaTenibHOCTb
BmnbnmoTek: ycTaBOB, MNOSIOXEHUN,
NHCTPYKL U

OOWH aBT. JINCT

2400,0

pefakTupoBaHMe  cTaTtucTudeckmx || oawH asT. imcT || 1980,0
Tabnuy, y4eTHbIX hopm, ob6pasLoB

pefakTupoBaHue maTtepvanos || oauH aBT. fimcT || 1050,0
KOHbepeHUnK: JOKIaaoB,

coobLLeHNI

PenaktupoBaHue NONyNsiPHOro

Bubnmnorpadmyeckoro nocobus,

PETPOCMNEKTUBHbIX Hay4HO-

BCMOMOraTesnbHbIX yKasaTernewu,

0o630poB, cCnpaBoOK, pedepaTos,

aHHOTaLUN:

pefakTupoBaHue nonynspHbIX || oauH aBT. iucT || 2640,0
Bubnmnorpadmyeckmnx noco6u:

TemaTtndecknx 6ubnuorpagmyeckmx

yKasaTernem, CrpaBOYHMNKOB

pefakTupoBaHMe peTpocnekTUBHbIX || oguH aBT. imct || 2100,0
Hay4HO-BCNomMoraTesibHbIX

yKasaTenem

pefakTupoBaHue aHarmTmnyecknx || ogwH asT. nmcT || 1080,0
0030poB, CMNpaBOK, aHHOoTaLun,

pedoepartos, CBOAHbIX

pedepaTmBHbIX 0030pPOB, 3KCMAPECC-

NMHJpopmMaL M

peoakTupoBaHue O[Ha 3annucb 4.6

Bubnmorpadmyeckon 3anmucu




10 KOHTPOSIbHOE peaakTupoBaHmne O[Ha 3anunchb 6,2

[pymMmeyaHve: npu pefakTUpoBaHUM CMELLAHHOrO TeKCTa K HOpMe BpEeMEHWU
NPUMEHSETCS NoBbILALMA KO3ddmumneHT 1,1.

1.14. BcnomoraTernbHo-TeXHn4eckasa paborta

Tabnuua 21.
Tabnumua 21
N HanmveHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4

MalumHoNCHbIE PaboTbl

MonyyeHne opurnHana ans

neyataHusi U1 O3HAKOMITEHNE C HUM,

Habop

[MeuaTaHne TekcTa 6e3 || ogHa  cTpaHuua
BEpPTUKanbLHOro rpadneHus MaLLUMHOMNCHOTO

TeKCTa

Pasmepbl MHTEepBaros:

1 2 13,4




1,5 17,6

1 22,0

[leyaTaHne TekcTa Ha dpopmaTkax || ogHa  cTpaHuua
6e3 BepTUKanbHOro rpadoneHus MaLLMHOMUCHOrO
TeKkcTa

Pasmepbl MHTEepBaros:

2 17,6

1,9 20,8

[eyaTaHue TekcTa C BepTuKanbHbIM || ogHa  cTpaHuua
rpachneHnem MaLLMHOMMUCHOrO
TekcTa

Pasmepbl MHTEepBaros:

2 17,6
1,9 21,0
1 28,0

[leyaTaHue TekcTa Ha popmaTkax C || ogHa  cTpaHuua
BepTuKarbHbIM rpadoneHnem MaLLMHOMUCHOro
TeKkcTa




Pasmepbl MHTEepBaros:

9 2 17,6
10 1,5 22,0
Cuntka N KOppPEeKTMpoBKa TeKcTa
nocrie ne4yataHns Ha MaLUMHKe:
11 nposepka npaBUIIbHOCTU || ogHa  cTpaHuua || 4,4
pacnosioXeHs oTrneyaTtaHHoro || MaLUMHOMUCHOro
TEeKCTa, CBEpKa C pPYKOMUCHbLIM; || TekcTa
KOPPEKTUPOBKA MaLUMHOMMUCHOro
TeKkcTa
12 CUMTKa, KOPPEKTUPOBKA N BEPCTKA ogHa  cTpanuua || 4,4
MaLLUMHOMNCHOTO
TeKkcTa
13 HaKrnenBaHue npaBoK OfHa npaBka 1,4
MaLwmHonmncHble paboThbl,
BbIMOSHAEMbIE B
aBTOMaTU3MPOBAHHOM peXnme
Beoa matepuana B KoMrbloTep: OflHa CTpaHuua
14 Habop TekcTa ¢ nMcTa 11,0
15 Habop Bubnunorpadmyeckoro 14,0

onmncaHus




BbiBOO MaTepunarna Ha aKkpaH:

ofHa cTpaHuLa

16 npaBka TEKCTa Ha KOMMbHOTEPE, 8,6
BepCcTKa TekcTa

17 pefakTupoBaHue 2,7
6ubnmorpadmyecKkoro onmcaHus

18 BblBO4  TeKCTa Ha  TMpuHTep; || ogHa cTpaHuua 1,6
pacnedaTka

19 BbIBOA GhopM Tabnuy, Ha aKpaH ofHa Tabnuvua 11,0

20 HanosHeHne Tabnuy, cogepXxaHnem ogHa Tabnvua 1,6
HacTtponka TEXHNYECKOoro
obopyaoBaHMA U TEXHUYeckoe
COMNPOBOXO,EHNE MEPONPUATUN:

21 HacTponka TEXHUYECKOro || ogHo 120,0
obopyaoBaHMA On9  NpoBefeHus || MeponpusTme
MeponpusaTMin, B TOM  Yuche
TpaHCIMpyeMbIX no ceTtu
"MHTepHeT"

22 TEeXHU4YeckKoe COMpoOBOXOEHNE || OOQHO 300,0
MEpPONpUATUIA MeponpuaTme

23 npoBedeHne ayauo/Bugeosanucu u || ogHo 300,0
dPOTOCHEMKM MEPOMNPUATUN MeponpuaTme

24 obpaboTka OAVH HocuTernb || 420,0

ayauo/smaeo/goTomaTtepuanos

NMHJpopmaL mm




25

paspaboTka pasfNYHbIX 6a3
AaHHbix  (BA) ona  BedeHus
NPOEKTOB

oagHa bl

28800,0

26

HanucaHue NHCTPYKL NI no
ncnosb3oBaHuio b1 npoekToB

OOWNH aBT. JINCT

18000,0

27

TexHn4eckas
MPOEKTOB

noggepxka =i

ofHa pyHKLMS

4800,0

28

TECTUPOBAHNE HOBbIX CUCTEM WU
Bepcumn nporpamMmHoro
obecneveHnsa/nporpamMmmMmHo-

annapaTHoro KOoMrekca,
MCNOMb3yeMoro npu peanusauunm
NPOEKTOB 1 paboTe nogpasaesieHns

ofHa pyHKLMS

1800,0

29

TeCTUPOBaHNe NpPOrpaMmMHOro
obecneveHnsa/nporpaMmmMmHo-
annapaTHoro KomMnrnekca

ofHa PyHKLMS

1800,0

30

COCTaBIieHME MIaHa TecTUpPOBaHMUS
NpOrpaMMHOro
obecneveHnsa/nporpamMmmMmHo-
annapaTHoro KomMmnrekca

OAWH NJiaH

2400,0

31

npoBepka COOTBETCTBUA
pa3paboTaHHOro NporpamMmmMHOro
obecne4veHusa/nporpaMmmMmHo-
annapaTHoro KOMMriekca
TEXHUYECKOMY 3aaHNI0

ofHa pyHKLMS

480,0




32 oL eHKa nporpaMmMHOro || ogHo 25500,0
obecneveHnsa/nporpamMmmMmHo- nporpammMmHoe
annapaTHOro Komnriekca obecne4veHune

33 cocTaBrieHme anroputMa || O4uvH anroputm 8400,0
TeCTUpOBaHUS NporpamMmmMHOro
obecneveHnsa/nporpaMmmMmHo-
annapaTHOro Komnriekca

34 co3faHve TeCTUPYIOLEro CcKpunTta || OAuH CKpunT 600,0
Ans NpoBedEeHUa  Harpy304HOro
TeCTUpOBaHUSA NporpaMmmMHOro
obecneveHnsa/nporpamMmmMmHo-
annapaTHOro Komnriekca

35 npoeegeHne Harpy3odHoro || ogHo HarpysoyHoe || 480,0
TeCTUpOBaHUS NpPOrpaMMHOro || TecTUpOBaHue
obecne4veHnsa/nporpamMmmMmHo-
annapaTHOro Komnriekca

36 9KCMNepTHas OuUeHKa nporpamMMHOro || ogHa akcnepTtusa 2400,0
obecrneyeHns, MoAroTOBIIEHHOIO B
ApYyrnx opraHM3aumnax/nporpaMmHo-
annapaTHOro Komnriekca

37 co3faHue anropytMa || ogHa otpacrnb || 2400,0
KOHBEPTUPOBaHUA paboymnx tabmmy || BBK
BonbLuoro 6ubnMoTevHoro katanora
(BBK)

38 HanucaHue KOHBepTepa ans || ogHa oTpacrnb || 4800,0
npeobpasoBaHna pabdoumx Tabnuy || BBEK

BEBK B aBTOMaTU3NPOBAHHYHO
NMHJpOpPMaLMOHHYHO cuctemy
NULLEH3MPOBaHUSA OTAESbHbIX BUOOB
AeATenbHOCTH (AUC non)
(MHTerpaums BMONMMOTEYHbIX
OaHHbIX)




39 npeobpasoBaHune MeToaMn4eckunx || oaHo 1440,0
OaHHbIX 3MEKTPOHHOrO  Katarora || KOHBepTUpPOBaHWE
ans nepegaydn

[MpumeyaHue: npn Habope TeKcTa Ha KOMMbTEpe C NAaTUHCKUM LUPUAITOM K
HOPME BPEMEHU NPUMEHSETCA NOBbILLAKLWLMN KO3hdmumeHT 1,3.

1.15. PaboTta no opraHusauumv Tpyaa v ynpasreHuo

Tabnuua 22.
Tabnuua 22
N HanmeHoBaHme npouecca, onepauun. || EgmHnua Hopma
n/n CocTtaB paboThl N3MEpPEHMS BPEMEHM,
MWH.
1 2 3 4

[TnaHupoBaHue paboThl

Coop, aHanm3 ncxogHowm || oawH nnaH
NHJpopMaLmu; onpeaeneHue
OCHOBHbIX 3adad roga, YTOYHEHME
CPOKOB BbIMOMNMHEHUS 3agaHun,
HanucaHme 00 BACHUTENBHOM
3anucku; NOAroToBKa NPOeKTa MnaHa
K OBCYXOEHMO Ha BCEeX YPOBHSX,
aopabotka nocne  obCcyxaoeHus;
npeacTaBrieHne nraHa Ha
corriacoBaHue n yTBepXaeHue:

1 nraHa oudnmoTekun 6240,0




2 nnaHa Komnnekca/ynpasneHns 4800,0

3 nriaHa otaena, cektopa 2740,0

4 NHOMBWOYaNbHOrO rnraHa 370,0
ExeoHeBHbIN  yd4eT  paboTel B
CTPYKTYPHbIX Nogpa3aenieHnsix:

5 CTaTUCTUYECKUN YYET 3anucaBLUMXCA || O4Ha 3anuchb 2,8
(nepeperncTpmpoBaBLLMXCS)
yuTarenen

6 CTaTUCTUYECKUM YYeT KHUroBblgay, || O4Ha 3anuvchb 8,6
NoceLLeHnn

7 yyet MHJPOPMALIMOHHO- || 04Ha 3anucb 2,7
oubnuorpadmyeckon  pabotbl  NoO
yCTaHOBJIEHHOW (hopme

8 y4eT BbINOSIHEHHbLIX CMPaBOK OfHa 3anunchb 2,7
E>xeqHeBHbIN yyer aboHeHTOB,
nonb3yrowmxca nporpammamu MBA:

9 CTaTUCTMYECKMN y4eT aboHeHTOB, || ogHa 3anucb 2,7
nonb3yowmxcsa MBA

10 CTaTUCTUYECKUM YYEeT MOJSIyYeHHbIX || O4Ha 3anuchb 9,8

3aKa30B, BblaHHbIX JOKYMEHTOB




11

CTaTUCTUYECKUM  Yy4eT  3aKas3os,
nepeHanpaBfieHHbIX B Apyrmme
BrMbnnoTekun

OAHa 3aruncb

2,7

12 3anucb UToroB pabotebl B "[JHEBHMK || O4Ha 3anucChb 3,2
paboTbl" nogpasaeneHuns
onbnmotekn
13 NHOMBMAOYanbHbIN YYeT: exeaHeBHoe || ofHa 3anuchb 15,0
3anoriHeHne nmMcTKa yyeta
TpyaosaTpaT un OHEBHMKA paboTbl
Brnbnnotekaps
CBOAHbIN CTATUCTUYECKUA YYeT no
ounbnunoTeke
Uucno  yurtatenewm, KHUroBblgaY, || ogHa 3anucb
noceweHnn; noaBedeHne  UTOroB
CTaTUCTUMECKUX JaHHbIX no
ounbnmorteke:
14 Mecsiy, 528,0
15 KBapTan 792,0
16 ron 1080,0
CtaTtucTtnyeckun ydet B pexmme AC:
17 BBOL CTaTUCTUYECKMX [OaHHbIX C || OOWH NUCT 0,16

KOHTPOJIbHOIO JINCTAa




18

CBOOHbIA CTaTUCTUYECKUU Y4YeT Mo
6ubnmoteke  (4MCNo  yuTaTenewn,
KHUroBbl4a4, NoceLeHn)

ogHa Tabnuua

0,27

[MogBegeHne UToroB CTaTUCTUHMECKUX
JaHHbIX Mo bubnmoTeke:

ogHa Tabnuua

19

MecsL,

0,27

20

KBapTan

0,27

21

roq

0,27

CocTaBrneHue oT4YeTOB:

22

npuem NSIAHOBO-OTHYETHbIX
OOKYMEHTOB oT CTPYKTYPHbIX
noapasgeneHnin C NpoBEpPKON
NONHOTbI COCTaBa; COCTaBlEHNEe
CBOAHOMN Tabnuubl OCHOBHbIX
nokasarenemn

OOVH OOKYMEHT

60,0

CocTtaBneHue aHanMTU4ecKoro
oTyeTa: aHanma OEeATENbHOCTH
nogpasgeneHMm  n BubnuoTekn,
OTMEeTKa N3MEHEHUN 3a roa,
HanucaHne TeKcTa, npeacTaBreHue
Ha corracoBaHue 1 yTBepXaeHue:

OAVH OTYeT

23

oT4yeT 6ubnuoTekn 3a rog,

3980,0

24

OTHeT oTAes1a, CEeKTOpa 3a roa

1320,0




25

NHOMBUAOYanbHbIN OTYET 3a rog

586,0

CocTaBneHne (MHaAHCOBbLIX OTYETOB
o6 onniate no Bugam nraTHbIX YCIyr:

OAVH OTYeT

26

3a MecslL|

510,0

27

3a KBapTarn

840,0

Otyer nepen  uuTatensamMm  wu
HaceneHnem:

28

onpegeneHne cpoka npoBeaeHus
oT4yeTa, NOBECTKU [OHS, OonoBeLleHue
O [He oT4yeTa YynTateneun, HaceneHus,
BbINMYCK CTeHraseTbl, OdopmMmrieHne
NpoOTOKONa, 3amMeyaHuin n
npeanoxeHun yuTaTenen,
HaceneHusl, cocTaBfieHne nraHa Wux
peanusayum

OOHO
MeponpusiTue

1580,0

[NoaroTtoBka
coBeLLaHN

npon3BoaCTBEHHbIX

OnpeaeneHne noBecTKM OHSA, Kpyra
YYaCTHUKOB, MNOAMOTOBKA CMpaBKMy,
APYrnX MEePONPUATUNA, npoekTa
pELLEHNs, OMOBELLUEHNE Y4aCTHUKOB
coOBeLlaHWUs1, NoAroToBKa NOMELLEHUS:

O HO
coBeLlaHune

29

coBellaHmne paboTHMKOB BMBMOTEKN

320,0

30

coBellaHmne paboTHMKOB oTaena

264,0




31

COBELLU@HME MO WUToraMm nPUHATbIX
peweHnn C Uerbld  OUEHKM KX
pe3ynbLTaTos, NpPoOn3BOACTBEHHbIE
COBeLLaHNS No uToram roga

O HO
coBeLlaHune

27,0

32

orneparueBHoe coBellaHne (ans
peLleHus TEeKYyLLNX
NPOM3BOACTBEHHbIX 3a4a4)

O HO
coBeLlaHune

60,0

OpraHunsannoHHo-onepaTnBHas
pabora:

33

AOKyMEHTarnbHoe odpopmneHme
pexmma paboTbl oTaena
(cocTaBnenne rpadmka paboThl,
OTMNYCKOB)

OOVH OOKYMEHT

360,0

34

obecne4veHne KOHTPONS 3a
BbIMOMIHEHMEM  MPOWN3BOACTBEHHOIO
3a4aHus U Ka4eCcTBOM paboThl

O HO 3agaHue

15,0

35

obecne4veHune KOHTPONS 3a
NCMONHEHNEM ynpaBrieH4YecKoro
PELLEHNS, npukasa, yKasaHus
AVIPEKTOpa, 3aMeCTUTENS ONPEKTOPa,
3aB. OTAENOM

OOWH OOKYMEHT

15,0

36

3aKroveHne, NPoAneHne 4oroBopa C
dvpmamu, npeanpuUaTUaMN,
opraHM3aumsmu, 4YaCTHbIMM
npeanpuHUMaTensMm

OOWH JOroBOp

840,0

37

COCTaBrEHME KalbKynsauuMm LeH Ha
nnaTHbIe yCryrm

OOVH OOKYMEHT

3340,0




38 BbINMUCbIBaAHME cYETa, KBUTaAHLUN OOVH OOKYMEHT 13,4

39 CBEepKa onsarbl CY4ETOB OOWH OOKYMEHT 13,8
[lenonpon3soacTBO:

40 npueM W perncTpauns BXOAAWEW || OOWH OOKYMEHT 15,0
KoppecnoHaEeHL MM

41 KonmnpoBaHue/cKaHnpoBaHue oauH fokymeHTt | 15,0
OOKYMEHTOB

42 oTnpaBka/nony4yeHve drakcoBbIX || oauH gokymeHT || 30,0
KOMUA JOKYMEHTOB

43 obecneyeHne KOHTpPOSIA 3a || oguH OOKYMEHT 15,0
CBOEBPEMEHHbIM NCMONMHEHNEM
OOKYMEHTa

44 cucTemaTmsauus n nogwmeka || oauH gokymeHt || 30,0
NCMONMHEHHbIX OOKYMEHTOB B
COOTBETCTBUN C HOMEHKSIATypon aen
Pabota B pexume AC:

45 perncTpaums BXOOSLWEN || ogHa KapTo4ka 15,0
KoppecnoHOAEHLUI:

46 obecrneyeHne KOHTpPOSIA 3a || ogHa 3anucb 7,0

NCMNONHEeHNEeM OOKYMEHTa: BblBOA Ha
9KpaH KOHTPOSbHOW KapTO4YKW; BBOA
B Hee nHdopmMaL M 06 NCNONMHEHUN




47 peleHne X03SUCTBEHHbIX BOMPOCOB || O4WH BOMPOC 30,0
(nogada 3asiBOK  Ha yCTpaHeHue
HencnpaBHOCTEN pabounx
MOMELLEHUA, 3aka3 W noslydeHne
KaHUendapCcKux ToBapoB W  OpYyrnx
MaTepuarnoB CO ckraga)

Bsaumopgencrteue Mexay
CTPYKTYPHbIMU NogpasaesnieHNsIMI:

48 cocTaBfieHMe 3anpocoB, TpeboBaHun, || ogunH aokymeHTt || 20,0
NOSICHUTENbHbIX 3anucok n
cnyxebHbIX 3anMcok

49 nogada  3anpocoB, TpeboBaHwun, || oauH gokymeHT || 25,0
NOSICHUTENbHbIX 3anuncok n
CnyXebHbIX 3anncok B nNevYaTHon
¢opme

50 nogada 3anpocoB, TpeboBaHwun, || OOMH OOKYMEHT 10,0
NOSICHUTENbHbIX 3anuncok n
CNy>XebHbIX 3annUCoK B 3NIEKTPOHHOWM
¢opme

51 obecnevyenune KOHTpOn4 3a || oguH pokymeHT || 40,0
NUCMOSTHEHNEM 3anpocos,
TpeboBaHun, NOSICHUTENbHbIX

3anuncoK 1 cnykebHbIX 3anncok

I'Ipvlmeanme: BpeMA rnpoBegeHnAa ot4eTa repen dutarendamMum, HacerieHUem,
COBELLAaHUN B HOPMY BpEMEHN HE BXOOUT.

2. TunoBble oTpacneBble HOPMbI TpyAa Ha paboThl, BbINOJSIHAEMbIE B
rocygapcTBeHHbIX (MyHUUMNanbHbIX) 6UbnmMoTekax (Ha ocHoBe
aBTOMaTU3MPOBaHHbIX CUCTEM yrpaBfieHUAa npoLeccamm)



2.1. KomnnektoBaHue ¢poHOoB

Tabnuua 23.
Tabnuua 23
N HanmeHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHUs BPEMEHMN,
MWH.
1 2 3 4
1 npyem n otbop Ans oHOO0B HOBbIX || O4WH 3,6
NOCTYNSEHNN, MNOMYYEHHbIX  NO || AOKYMEHT
CONpoOBOAUTENBHOMY OOKYMEHTY -
nmcTy rocygapCTBEHHOM
permcTpaumm
2 TeXHU4ecKas obpaboTka || oguH 4,5
OOKYMEHTOB OOKYMEHT
3 BBOA [OOKyMeHTOB B 6a3y AaHHbIX || oguH 4,5
(BA) OOKYMEHT

2.2. bubnmorpadgumyeckoe onMcaHne n nHaekcupoBaHne 4OKYMEHTOB

Tabnuua 24.
Tabnuua 24
N HanmveHoBaHue npouecca, || EanHnuya Hopma
n/n onepauun. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.




1 doopmupoBaHue O[lHa 3anucb 18,0
oubnunorpadmyeckon 3anucu  Ha
OOKYMEHTblI Ha pPYCCKOM  s3blKe
(onucaTernbHaga Kkatanormsaumns)

2 doopmupoBaHue O[lHa 3anucb 27,0
oubnunorpadmyeckon 3anucu  Ha
OOKYMEHTbI Ha NHOCTpPaHHbIX

EeBpOMenckux s3blkax W A3blkax
HapogoB Poccun, kpome pycckoro
(onucarenbHas kaTanormsaumns)

3 doopmmpoBaHue O[Ha 3anunchb 60,0
oubnunorpadmyeckon 3anucu  Ha
cTaponeyaTtHble KHUIMM U PYyKONuUcu
(onucaTenbHaa M cogepXxarternbHas
KaTanornsauus)

4 NHOEKCMpPOBaHne AOKYMEHTOB || ofHa 3anucb 18,0
(copepxaternbHas KaTanornsauus)

5 doopmMmpoBaHue aBTOPUTETHOWN || O4Ha 3anncb 30,0
3anucum (Ha MMEHa nuu,
HavMeHOBaHWUN OpraHn3aLinun)

6 doopmMmpoBaHue gaHHbIX B QOHL0BOW || O4Ha 3anuncb 5,0
3anucu

2.3. PaboTa c katanoramu

Taonuua 25.



Tabnuua 25

N HanmeHoBaHue npouecca, || EanHunuya Hopma
n/n onepauun. CoctaB paboThl N3MepeHUs BPEMEHMN,
MUH.

1 2 3 4

1 pa3bop kKapToyeKk Ans pacCTaHOBKW || ogHa kapTodka || 0,2
B andpaBUTHbIE KaTanorm
PepakTunpoBaHue reHepanbHOro || ogHa KkapTodka
andaBUTHOrO KaTarnora:

2 katanor - cTapbli pag (go 2000 1,0
roga);

3 kaTaror - HoBbIn psig (¢ 2000 roga); 0,5

4 Kararnor - WHOCTPaHHbIE 1,0
eBponenckme A3blkM N A3bIKK
HapogoB Poccun, Kpome pyccKoro

) pa3bop KapToyeKk Ansi paccTaHoBKWU || ogHa kapTodyka || 0,3
B CUCTEMaTU4ecKme Katanorm

6 pefoakTupoBaHue [eHepanbHOro || ogHa kaptoyka || 0,5
cuctemarmyeckoro katarsora (I'CK)




pefakTUpoBaHWe oOpurMHan-makeTta
bubnmnorpadmueckux 3anucen (b3)
Ha O4HOYaCTHblE JOKYMEHTbI

o[Ha KapTo4Ka

0,3

penakTMpoBaHWe  OpUrMHan-MakeTta
B3 Ha MHOroyacTHble LOKYMEHTbI

o[Ha KapTo4Ka

0,45

pefakTupoBaHue 3anncemn Ha
eOMHUL bl XpaHEeHUs B MpOorpamMmmMHoOe
obecneveHun (MO) no msBeLLeHNSAM
O BHECEHUN M3MEHEHUI B KaTtaroru,
NOMyYeHHbIM W3 TEXHONOMMYEeCKoro
otaena (TO)

OQHa 3aruncb

5,4

PenaktupoBaHue B3
pPETPOKOHBEPCUN B o
(KOHTpOSbHbIE nona  dopmata WU
TekcTa b3):

OQHa 3aruncb

10

peoakTupoBaHue KOHTPOJSIbHbIX
noneun doopmara

5,4

11

peaoakTupoBaHue Tekcta b3

5,4

12

peaakTupoBaHue
6ubnmnorpadmyeckux 3anvcen (b3) B
MO (BBeapenune nHaekcos bEK B b3
PETPOKOHBEPCUN)

OQHa 3aruncb

5,4

13

dopmupoBaHne B3 B [0 cC
MCMNOJSIb30BaHNEM CBOJHOIO
kaTanora ononuotek Poccum

OQHa 3aruncb

12,0

14

pefakTupoBaHue B3 Ha
MHOroyacTHble AOoKyMeHTOB B [10

O[Ha 3aruncb

12,0




2.4. Pabota ¢ poHOoMm

Tabnuua 26.
Tabnuua 26
N HanmeHoBaHue npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHUs BPEMEHMN,
MWH.
1 2 3 4
[MogroToBuTenbHasa pabora:
1 noarotoska paboymx MecT ogHo pabodee || 5,0
MecTO
2 nony4yeHve OOKYMEHTOB C BbICTaBkM || ogHa  naptusa || 16,0
HOBbIX nocTynneHun (npy yyactum || (100
4-X 4YenoBeK) [OKYMEHTOB)
3 npuemM HOBbIX MOCTynsieHMn B || ogHa  naptusa || 12,0
nporpaMmme nepega4vu (100
[ OKYMEHTOB)
O6paboTKka HOBbIX MOCTYNSIEHUI:
4 NepBUYHBLIN pasbop HOBbIX || ogHa  naptusa || 26,0
NOCTYNNeHnn (100

[OKYMEHTOB)




5 pasbop OOKYMEHTOB ans || ogHa  naptusa || 1,0
onpeneneHuns paccTaHoBouYHbIX || (100
LLMdopoB AOKYMEHTOB)

6 npegBapuTenbHaa cuctematusayma || ogHa naptmsa || 1,0
AOKYMeHTOB rpynnoson obpabotku || (100
ans onpegeneHuns NOSIOMHOMO || 4OKYMEHTOB)
nHaekca
LLIndopoBka JOKYMEHTOB: OOWH OOKYMEHT

7 C  OBywmd wncppamm (1 - 1,0
"BUPTYarnbHbIN")

8 6e3 wrdpa 1,8

9 A0CbISbl 3,6

10 BBOZ, LLmndppa 0,5
LLUndopoBka [OKYMEHTOB rpynrnoBOW || OAWH OJOKYMEHT
0bpaboTKu:

11 npegBapuTeribHad cuctemaTusauus 1,0
(BBOA4 MHAOEKCa OoTpacsivM 3HaHWUS Mo
Tabnmuam BBK B 3K)

12 aeTanbHaa cuctemaTusaumsa (BBof 1,0
nonoyvHoro nHaekca 66K B 3K)

13 obpaboTka OOKYMEHTOB Ha || oguH OoKymeHT | 3,6

MHOCTPaHHbIX eBpOI'IeIZCKI/IX A3blIKax




14 obpaboTka OOKYMEHTOB Ha || oguH OOoKymeHT | 4,5
HaLMOHarnbHbIX 4A3blkax HapogoB
cybbekToB Poccuiickon eaepanmm
15 npyem wn obpaboTka OOKYMEHTOB || OAWH AOKyMeHT || 8,0
XVIII-XIX BB.
16 npvem n obpaboTka OTEYECTBEHHbIX || OAWUH OOKYMEHT 1,8
nepuognyecknx wusgaHm u3 3ana
TeKymMx nepuoanyeckux usgaHum
(3TTN)
17 npyem n obpaboTka MHOCTPAaHHbLIX || OAWH OOKYMEHT 1,8
nepuogmnyecknx nagaHnm ns 3TN
18 nepeLumndpoBKa AOKYMEHTOB OOWH JOKYyMeHT || 27,0
19 BBOA Oap-koga AokymeHTa B 9K OLWH OOKYMEHT 2,6
20 nepegadya [LOKyMeHTOB B doHA || ogHa naptus || 26,0
6ubnmnotekun (Pb) (100
[ OKYMEHTOB)
O6cnyxuBaHne yuTaTenen n
aboHeHTOB B Pb:
21 BbIMOSIHEHME TpeboBaHun, || ogHO 1,0
NOCTYNMBLUMX MO  3SIEKTPOHHOMY || TpeboBaHme
3akasy
22 B3aMMopacyeT CO CTPYKTypHbiMU || ogHa  naptusa || 14,0

nogpasaeneHnsmm 6nbnmoTeku

(100
[OKYMEHTOB)




23 paboTa ¢ 3a40/KEHHOCTbIO oaovH aokymeHTt || 1,8
CoxpaHHOCTb (POHA0B:
24 noaroToBKa AOKYMEHTOB Ha | OOWH OOKYMEHT 54
MUKPOCMIIbMUpPOBaHVe n
CKaHupoBaHue
25 nepenadva OOKYMEHTOB Ha || oagHa naptusa || 16,0
MUKPOCMIIbMUPOBaHVe n il (20
CKaHupoBaHue AOKYMEHTOB)
CBepka @ooHOA C 9MEKTPOHHbIM || OOMH OOKYMEHT
katanorom (3K):
26 O4HOYaCTHble JOKYMEHTOB 1,8
27 MHOro4acTHble JOKYMEHTOB 3,6
28 npoBepka O0CTyna K 3JyIeKTPOHHOMY || oAuH OOKYMeHT || 5,4
pecypcy
[NlepeBon OOKYMEHTOB B LMEpOBOMN
doopmar:
29 npuem/nepenada nevatHbiX || oguH gokymeHt || 0,9
n3gaHum n3 otaena
dooHponepxarend no

aBTOMaTM3MPOBAHHOW  MNporpaMme
nepenad




30

cBepKa NoslydeHHbIX OOKYMEHTOB C
9NEKTPOHHbIM KaTarorom n
pacrnpeneneHve 3aknagaok ¢ UMeHem
doarna rno neyatHbIM OpuUrMHanam

OOVH OOKYMEHT

3,3

31

pacnpegereHve neyaTHbIX
OOKYMEHTOB Mexay ornepaTtopamu
ckaHnpoBaHus (40 JOKYMEHTOB)

ofHa napTus

55,0

32

CKaHVpoBaHue neYyaTHbIX
[OKYMEHTOB B MOJSHOLBETHOM
pexuvie

ofHa cTpaHuLa

0,33

33

KOnMpoBaHue onepaTopom
9NEKTPOHHOMN Konuu
OTCKaHMPOBAHHOIO [OKYMEHTa Ha
cepsep

OOWH OOKYMEHT

30,0

34

obpaboTka  ONEKTPOHHOM  Konuu
OTCKaHMPOBAHHOMO M34aHus

ofHa cTpaHuLa

2,5

35

KonMpoBaHue ornepaTopom
06paboTkM roTOBOM 3JIEKTPOHHOW
KOMMM OTCKaHMPOBAHHOIO M34aHUA C
paboyen cTaHuMM Ha cepBep

OOWH OOKYMEHT

30,0

36

Bepudmkaumns (npoBepka C
NOMOLLIbHO AoKasaTenbCcTB) n
KOHTPOSNb KayecTBa 06paboTaHHbIX
9NIEKTPOHHbIX  KOMWMA  MeYaTHbIX
n3gaHumn

OOWH OOKYMEHT

10,0

37

pacrno3HaBaHWe TeKcTa U co3daHue
MOP-pannioB  9NEKTPOHHbBIX  KOMUiA
neYyaTHbIX U3gaHUI

OOVH OOKYMEHT

35,0




38 KonupoBaHue pacnodHaHHblix [NOP- || ogmH gokymeHT || 6,0
doannos 9NEKTPOHHbIX KOMUK
nevyarHbIX n3gaHum B
TEXHOMOMM4Y€eCKyHo nanky ans
AarbHeuwen 3arpy3ku Ha cepeep

2.5. O6cnyxmBaHMe WHOrOPOAHUX abOHEHTOB B LEHTPE AUCTaHLMWMOHHOIo
obpasoBaHusa (LLAO) n MBA

Tabnuua 27.
Tabnuua 27
N HanmveHoBaHue npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4
1 nogrotoska paboymx MecT ogHo pabouee || 4,2
MEeCTO
2 NPOCMOTP  3NIeKTPOHHOW  MOYTHI, || OO4HO 26,0
O3HaKoMsieHMe C NOoCTynNMBLLMMK || coobLueHne
Ccoo0LLEeHAMHA
3 permctpaumst aboHeHTOB OOWH abOHEHT 4.5
4 npuemMm 3aka3oB OT abOHEHTOB || OOVH 3aKa3 2,7
yepes aBTOMaTM3NPOBAHHYHO
cuctemy noprtana  ynpasrfieHus
AONOSIHUTENBHOIO 06 CNYyXMBaHWUS
(YOO)




[MpoBepka no 9NEKTPOHHOMY
Katanory Hanmyiuma [JOKYMeHTa B
dooHaax, nNpocTasBrieHne Lwmdgpa Ha
6naHke-3akase:

OOVH OOKYMEHT

5 6e3 Bubnmnorpadmyeckon 3,6
AopaboTkm

6 c bubnmnorpadmyeckon gopaboTkon 17,0

7 npuem [OOKYMEHTOB OT oTgesnoB || oguH penc (13 || 9,0
dooHaoaepxarenemn ®b)

8 noaroToBKa n odoopMIieHNe || OAWH OOKYMEHT 2,7
AOKYMEHTOB K Bblgaye

9 doopMupoBaHne KarnbKynsauum Ha || ogHa cTpaHuua 1,0
onsiaty ycryrm Ha Bblgady Kornuu
OOKYMEeHTa Mo 3anpocy aboHeHTa

10 npoBepKa MocTyMnseHNd nraTexa no || ogHa 3asaBka 1,0
Buaam onnaTbl

11 perMcTpaumsa Bblgayn OOKYMEHTOB || OOWH OOKYMEHT 1,8
B aBTOMaTU3NUPOBAHHOW cUCTEME

12 oTnpaska 6aHaeponen oaHa 6aHgepons || 4,4

13 coCcTaBleHne onucun || ogHa 3anucb 2,7

NOArOTOBMIEHHbLIX K OTMNPaBIIEHNIO
6aHgeponen




14 TpaHcnopTupoBka 6aHaeponen B || O4Ha NapTus 9,0
nogpasaeneHue OTnpaBKn
3aKasHbIx 6aHgeponen

15 npuem 0OKYMEHTOB, BO3BPALLEHHbIX || OOWH OOKYMEHT 2,8
aboHeHTamun

16 paboTta c oTkazamu OOWH OTKa3 2,7

17 opraHuMsaumnsa u BegeHne KapToTek ogHa kaptouka || 1,0

/oovH OnaHk-
3akas

18 pacneyarka ancceprauum n3 || oauH nncT 1,0
9NeKTpoHHon 6a3bl gucceprtauui
no 3aka3y aboHeHTa

19 KOHTPOJb 3a noraweHuem || oanH aboHeHT 14,0
3200 PKEHHOCTH

20 MOUCK Henony4YeHHbIX baHaeporen oaHa 6aHgeponb || 55,0

21 BO3BpaT OLWMOOYHO 3acnaHHbiX || ogHa 6aHaepornb || 3,5
AOKYMEHTOB

22 CnpaBKM W  KOHCynbTauum 06 || ogHa 9,0
YCOBUSAX obcnyxmMBaHUa || KOHCynbTaums
abOoHeHTOB, no paboTte
aBTOMaTU3NPOBAHHOM CUCTEMbI
OO n MBA

2.6. CnpaBoyHo-6mbnnorpadgmyeckoe obcnyxumBaHmne




Taonuua 28.

Tabnuua 28
N HaumeHoBaHne npouecca, onepauun. || EognHunua Hopma
n/n || CocTtaB paboThbl N3MEpPEHMS BPEMEHM,
MUH.

1 2 3 4
BbinonHeHne YCTHbIX
Brnbnnorpadmyeckmx CnpaBokK:

1 NnoAroToBka pabo4ymx mect eXXe[JHEBHO 13,0

2 eXeQHEBHbIN  CTaTUCTUYECKUM  Y4eT || exeOHEeBHO 13,5
cnpaBoYHO-6MbnmMorpadm4eckoro
obcnyxMBaHua yntatenemn

3 n3ydeHne otpuuaTenibHblX OTBETOB Ha || OAWH 13,5
6ubnunorpadmyeckne 3anpocbl C LEnbi || oTpuuaTenbHbIn
BbISIBNIeHNs 6paka oTBeT

4 npuemMm  3anpoca Ha  BbIMOSHEHME || O4WH 3anpoc 10,0
Bubnmorpadmyeckon cnpaBku

3} odoopMmnieHMe  KOHTPOIMbHOrO  fmMcTKa || oauH 1,0
nonb3oBaTens nonb3oBaterb

6 TemaTunyeckas yCTHasa || ogHa cnpaBka 17,0
Bubnmorpadmyeckas cnpaska




NMCbMEHHbIX cnpaBok rpynnbl CEO

7 afipecHasq ycTHas crpaBska O[lHa cnpaBka 8,0
8 YTOYHAOLLAS yCTHaqa || ogHa cnpaBka 18,0
6ubnmorpadmyeckas cnpaska
9 doakTorpadmyeckas yCTHaqa || ogHa cnpaBka 15,0
Bubnmorpadmyeckas cnpaska
KoHcynbTauyuu: odHa
KOHCYbTaums
10 || ©Gubnmorpadmyeckas 10,0
11 OPUEHTUPYIOLLASA 6,0
12 || BCcrnomoraTenbHO-TEXHNYECKas 3,0
13 || 6bubnumorpadmyeckasi/cdakTorpadmyeckas || ogHa cnpaska 12,0
cnpaBka
BbinonHeHne NUCbMEHHbIX
6ubnmorpadmyecknx cnpaBok:
14 || nppem wn permcTpaumss MNUCbMEHHOrO || O4WH 3anpoc 3,0
3arnpoca B OpraH13aLoHHOU rpynne
15 || oucneTtyvyepusayms NMUCbMEHHBIX || eXXeaHEBHO 60,0
3anpocos B rpynne CBO
16 || perMcTpaums 3anpoca B XypHare ydyeTta || ofHa 3anucb 3,0




[MMcbMeHHas TemaTndeckas crnpaBkKa.:

17 Tematundeckaa cnpaBka 1-n cTeneHu || ogHa cripaBka 1200,0
CMOXHOCTW: OO0 25 HasBaHun, C
NPOCMOTPOM Bubnmorpadmyeckmx
NCTOYHMKOB
18 Tematundeckasd cnpaBka 2-n CTeneHu || ogHa crpaBka 2900,0
CNOXHOCTU: cCBbllle 25 HasBaHuUN, C
NpoCMOTPOM  Bubnunorpagmyeckmx wu
TEKCTOBbIX UCTOYHMKOB
19 NMUCbMEHHas YyTOYHAOWASA || ogHa crnpaBka 360,0
Bubnmorpadmyeckas cnpaska
20 || nncbMeHHas agpecHas cnpaBka O[lHa cnpaBka 120,0
21 NMCbMeHHas doakTorpadmyeckas || ogHa cripaeka 360,0
cnpaBka
[TMCbMEHHbIE KOHCYbTauum: ofHa
KOHCYbTauus
22 || dubnuorpadmyeckas 480,0
23 || opueHTupyroLLad 480,0
24 || KoHCcynbTauus-KnmLwe 240,0

Peﬂ,aKTI/IpOBaHI/Ie BbIMNOJIHEHHbIX
NMMACbMEHHbIX CrpPaBOK:




25 || appecHasi MMCbMEHHasa cnpaBka O[lHa cnpaBka 9,0
TemaTnyeckas NMCbMEHHasi crnpaBka: ofHa crpaBka
26 1-N CTEeNeHn CroXXHOCTH 18,0
27 || 2-n cTeneHu CrioXXHOCTU 48,0
28 || yTo4HAloLWAA NMCbMeHHas cnpaska ofHa crpaska 8,0
29 || dpakTorpadgmyeckad NMMCbMEHHas || ogHa crnpaska 8,0
cnpaBka
30 || perucTpauus BbIMNOSIHEHHOMN MMCbMEHHOW || O4Ha 3anucb 3,0
cnpaBKu B rpynne CnpaBOYHO-
Bubnmnorpadmyeckoro obcnyxmMBaHus
(CBO) B XypHane ydeTra MUCbMEHHbIX
3anpocos
31 perMcTpaumsi BbINOSIHEHHOW NMUCbMEHHOW || OfHa 3anucb 2,0
CnpaBKM B OpraHU3aunoOHHOM rpynne
CbO
32 || odopmreHne u nepepadva/oTnpasBrieHne || oguH 3anpoc 12,0
OoTBEeTa 3aKa3yuky
BupTyanbHasa cnpaBodHas cnyxbda:
33 || BMpTyanbHasa TemaTtudeckas cripaBka OOHa crpaska 18,0




34 BUPTYyanbHas agpecHasa cnpaska ofHa crnpaska 7,0
35 || BMpTyanbHasa yTOYHSOLWAA cnpaBka OOHa crnpaska 18,0
36 || BMpTyanbHas OpueHTUpYyoLLaa cnpaska OOHa crpaska 6,0
37 || BupTyanbHas doakTorpadmyeckas || ogHa cnpaBka 15,0
crnpaska
38 || odopmreHne  oTBeTa Ha  3anpoc || ogHO NUCbMO 6,0
yuTarend
39 NnorosfiHeHne  apxmea BbIMOSIHEHHbLIX || O4Ha cnpaBKa 11,0
cnpasBok ("ba3bl 3HaHWU")
40 CKaHupoBaHue OOKYMEeHTOB u3 (poHAOB || ogHa cTpaHuua 3,0
CBO no 3akasam nonb3oBaTenemn
KoHcynbTauyuu: oaHa
KOHCYNnbTauus
41 6ubnmorpadmyeckas 10,0
42 || opueHTupyroLada 10,0
43 KOHCYNnbTauusg-Knme 5,0
44 KoopaunHaums n aucnertyepusaumns || o4HO NMMCbMO 12,0

BbINOJIHEHNA BUPTYallbHbIX CrpaBOK




Bubnunorpadmyeckoe oby4yeHne || ogHa
nonb3oBaTenen: KOHCYrbTaums
45 || meTogmnyeckas 10,0
46 || Tematndeckasd 15,0
47 NnoaroToBKa oubnunorpadmyeckoro || ogHo 2400,0
o630pa/obyyaroiero  mMeponpusaTuss no || meponpuaTue
MeToguke doopmmpoBaHnA
6ubnunorpadmyeckon sanmcu, paboTbl C
KaTanoramu, no MeToauKe
Bubnunorpadmuyeckoro onucaHus,
6ubnmnorpadmyecknmm NCTOYHMKaMI
dopMUPOBaHNA CMMCKa uTepaTtypbl K
Hay4Hon paboTe
48 || npoBeneHue oubnunorpadmyeckoro || ogHo 60,0
o630pa/obyyatowero meponpusaTus (nNo || meponpuaTue
NyHKTY 39)
OKCKypcum no doHa4aM W CApaBOYHO- || O4HA 9KCKypCus
bubnmorpadmueckomy annapaty (CBA)
LIBC:
49 || nogrotoBka 480,0
50 || npoBeneHve 60,0
BeneHne CrpaBO4HO-
6ubnmorpadmyeckoro annapara:
51 BeJeHVe apxuBa BbIMOSIHEHHbLIX CNPaBOK || ofHa crnpaBka 8,0

B 3JIEKTPOHHbIN PEXMM




52 BBOA KapToTek B 6a3y gaHHbIX (B/1) O[Ha KapTouyka 6,0

BbicTaBo4vHasg pabora: O[Ha BbICTaBKa

53 paspaboTka nnaHa opraHu3auumn u 2160,0
9KCMOHMPOBAHMS TemMaTn4eCcKom
BbICTaBKM

54 noaroToBKa conpoBoanUTENbLHON 360,0

OOKYMEHTaLU N K BbICTaBKE, 3TUKETaXY

55 MOHTa)X BbICTaBKU 480,0
56 JEMOHTaX BbICTaBKU 240,0
57 || cospaHme admLl, 06 bsABNEHMIA, MPOrpaMm 60,0

OnN4 npoeegeHna BbiICTaBOK

[MpumedaHune: npu paboTe C OOKYMEHTaMW Ha WMHOCTPaHHbIX €BPONENCKNX
A3blkax M A3blkax HapogoB Poccun, KpoMe pycCKoro, K HOpMam BpeMeHU
NpPUMEHSIETCS NoBbILWaLWMN KOaddmuneHT 1,15.

2.7. HoTHble n3gaHus v 3ByKO3anucu

Tab6nuua 29.
Tabnuua 29
N HanmeHoBaHune npouecca, || EanHunuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.




dopmupoBaHune
Bubnmorpadmyeckomn 3anunucu:

Ha  rPaMMOQOHHbIE  MSIACTUHKMK
(rpaMnnacTUHKM)  Ha  PYCCKOM
A3blKe (onucaTenbHas
KaTanornsauus)

OAWH AUCK

140,0

Ha rpamMnsIacTUHKK Ha
MHOCTPaHHbIX €BPONENCKNX A3blKax
N A3blkax HapogoB Poccuun, kpome
pyCcCKOro (onucarenbHas
KaTanornsauus)

OAWH AUCK

180,0

Ha ayanOLMCKax Ha PYCCKOM A3blke
(onucarernbHas Katanorm3aums)

OAWH AUCK

160,0

Ha ayamoauckax Ha MHOCTPaHHbIX
€BpPONEenCcKNX Asblkax U A3blKkax
Hapogos Poccuu, Kpome pyccKoro
A3blKa (onucaTenbHas
KaTanornsauus)

OAWH AUCK

220,0

Ha auckax copmaTta ayauodhanrnos
(onucaTenbHaga Kkatanormsauns)

OAWH AUCK

480,0

Ha HOTHble W3JaHUA Ha PYCCKOM
A3blKe (onucaTenbHasd
KaTanornsauus)

OOVH OOKYMEHT

132,0




Ha HOTHblE n3gaHng Ha
MHOCTPaHHbIX €BPONENCKNX A3blKax
N Aa3blkax HapogoB Poccuun, kpome
pyCcCKOro (onucarenbHas
KaTanornsauus)

OOVH OOKYMEHT

140,0

CnpaBo4Ho-6ubnmorpadmyeckoe
obcnyxBaHne B YnTanbHOM 3ane

BbinonHeHne YCTHOM
Bubnmorpadmyeckon crnpaBKu:

npyem 3anpoca Ha BbIMOMHEHNE
Bubnmorpadmyeckon cnpaBku

OAWH 3anpoc

6,0

TemaTunyeckas yCTHas
Bubnmorpadmyeckas cnpaska

ofHa cnpaBka

20,0

10

yCTHas agpecHas
Bubnmorpadgmueckas cnpaska

ofHa cnpaBka

12,0

11

YTOYHSOLAS yCTHas
bubnmorpadmyeckas cnpaska

ofHa cnpaska

22,0

12

doakTorpadmyeckas yCTHas
Bubnmorpadmyeckas cnpaska

ofHa cnpaBka

18,0

KoHcynbTauum:

ogHa
KOHCYmMnbTaLus

13

6ubnmorpadmyeckas

10,0

14

OpPVEHTUpYHOLLIAS

3,0




15 BCNomMoraTenbHo-TexHn4yeckasa 6,0

BbinonHeHune MUCbMEHHbIX
B6ubnmorpadmyecknx crnpaBok:

16 npuemM M perucTpauus 3anpoca B || ofHa crnpaBka 15,0
KHUre yyeta MNCbMEHHbIX
Bunbnmorpadmyeckmnx cnpaBok

17 n3ydeHne 3anpoca, yCTaHOBIieHue || ofHa crpaBka 900,0
nnn YyTOYHEHUNE 9NEMEHTOB
6ubnmorpadmyeckon 3anmucu

BeneHne CrpaBO4HO-
6ubnmorpadmyeckoro annapara:

18 odoopMIieHne KapTO4Ku Ana || ogHa kapTouyka 16,0
KapToTek

19 co3gaHue oubnunorpadmyeckon || ogHa 3anuchb 8,0
3anucu (b3) Ha cTaTbu No My3bike
n3 AOKYMEHTOB, He

COOTBETCTBYHLLMX NPOMITHO

20 BeeHne KapToTek ofHa KapToyka 1,0

2.8. Pabota c nutepatypon no 6mubnmortekoBeneHuo, 6ubnuorpadoseneHno n
KHUrOBELEHNIO

Tao6nuua 30.

Tabrnvua 30



N HanmveHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MUH.

1 2 3 4
O6paboTka HOBbIX MOCTYNIEHUA B
nporpaMmmHom obecnedeHun (MO):

1 npuem HOBbIX NOCTYMNreHun || oguH 0,5
OTEYECTBEHHbIX  [OOKYMEHTOB B || AOKYMEHT
ANCneT4epCcKon nporpammve
nepenaym

2 NpMeM HOBbIX TMOCTYNSIEeHWA Ha || oawH 1,0
MHOCTPaHHbLIX €BPOMNENCKUX A3blKax || LOKYMEHT
N A3blkax HapopoB Poccun, kpome
pyCCKOro

3 odoOpMIIEHNE KapTOYKM Ha OOKYMEHT || ogHa kaptoyka || 8,0
Ha PYCCKOM $3blke Af1s KaTarioroB u
kapToTek obnacten (OBJT)

4 odoopMIIEHNE KapTOYKM Ha OOKYMEHT || ogHa kaptoyka || 10,0
HA  MHOCTPAHHbIX  €BPONENCKUX
A3blkax U A3blkax HapogoB Poccuum,

KpOME PYCCKOro, ANfid KartasnoroB W
kapToTek OB/
5 AHanuTuyeckoe onucaHue || ogHa cTaTbs 12,0

nokymeHToB B 10




O6cnyxuBaHne nonb3oBaTenen;
BUPTYyarnbHasi cnpaBo4yHas cryxba:

6 npuem Gubnunorpadmyeckoro || oguH 3anpoc 3,0
3anpoca ymtartens

7 BUpTYyarbHas Tematndeckas || ogHa cnpaBka 54,0
cnpaBka

8 BUpTYyarbHas agpecHas cnpaska OfHa crnpaska 18,0

9 BUpPTYaribHas yTOYHAOLWAS cripaBKa OfHa crpaska 26,0

10 BUpTYyarbHas doakTorpadmyeckas || ogHa cripaeka 20,0
cnpaBka

11 odoopMSieHMe OTBeTa Ha 3anpoc || O4HO NUCbMO 10,0
yuTarend

12 NOMNoOSIHEHNE apXxuBa BbINOSHEHHbIX || O4Ha cripaBka 10,0
cnpasok ("basa 3HaHu")

13 eXeQHEBHbIN CTAaTUCTUYECKUA YYeT || exeOHEeBHO 12,0
cnpaBoYHO-6MbnmMorpadm4eckoro
obCcnyxMBaHua yntatenemn

2.9. O6paboTka ONTMYECKMX KOMMNaKT-OQUCKOB B  obpasoBaTerbHbIX

9IIEeKTPOHHbIX pecypcax (O3P)

Tao6nuua 31.

Tabnumua 31



N HanmeHoBaHue npouecca, || EanHnuya Hopma
n/n onepaumun. Coctas paboThl N3MepPEHNs BPEMEH,
MU/H.
1 2 3 4
1 noslydeHne N gocTaBKa ONTUYEeCcKuX || oaHa naptus || 30,0
KOMMNaKT-ANCKOB AOKYMEHTOB
(100 guckoB)
2 npuem HOBbIX NOCTynreHun || ogHa naptus || 60,0
ONTUYECKMX KOMNAKT-AMNCKOB AOKYMEHTOB
(100 guckoB)
3 CYMMapHbI y4eT KOMMaKT-AMUCKOB || ogHa  naptmsa || 7,0
(no ycTaHoBreHHOM chopMme) AOKYMEHTOB
4 nHOVBUOYyanbHbIA y4eT KOMMAaKT- || ogHa 3anuchb 1,0
ANCKOB
5 TexHn4yeckas obpaboTka || OAWH OOKYMEHT 2,0
ONTUYECKMX KOMNAKT-AMNCKOB
6 lwndppoBKa LOKYMEHTOB B MoAayrne || O4WH OOKYMEHT 1,0
Mo

2.10. PaboTta ¢ untatenamm

Tao6nuua 32.

Tabnuua 32




n/n

HanmeHoBaHne npouecca, onepawun.
CocTtaB paboThl

Eannnya
N3MepeHns

Hopma
BPEMEHMN,
MUH.

3anucb nonb3oBartens B OUGNMoTeky,
pabota Cc uuTatenem B 4YuTanbHOM
3ane:

noaroToBka pabo4nx MecCT
nonb3oBartenen u ObBCnyXMBatOLLErO
nepcoHana: npoBepka TEXHUYECKOro
COCTOSIHUA ceTeBoro obecneyeHust u
napka BbIYUCINUTENBHON  TEXHUKW;
BKItoueHume 1K

oauH MK

2,0

NPUHATME Mep Mo nMKkBMaauum cboes
B pabote [1K, B pabote ceTty,
OTCYTCTBUSI gOcTyna K 6ase AaHHbIX
nonb3oBaTternewu; MHdOpMUpOBaHME
COOTBETCTBYHOUMX CNyx0 o0 cbosix;
npoBepKka HEeucnpaBHOW  TEXHUKMU;
dmkcauuna cboeB B TeTpagu yyeta C
yKasaHMeM xapakTepa HEMCNPaBHOCTH
N BpeMEeHN Hayana cbosq; nocne
YCTPaHEHMs1  Hernoragku  OoTMeTKa
BPEMEHUN €€ YCTPaHEHMS

oauH cbon

10,0

NPOCMOTP  [OKYMEHTOB  YuTaTens
(nacnoprT, yAOCTOBEPEHME,
NOPY4YnTENBCTBO), NPOBEPKA HaNM4ns
YYETHO-PEMMCTPALMOHHON  KapTOYKM
yuTartens

OAWH
yutaTenb

3,0




3anornHeHve dopmynsapa uutaTens,
YYETHO-PEMMCTPALMOHHON  KapTOYKW,
yuTaTenbckoro buneta

OAWH
KOMMMNEKT

5,0

O3HaKOMIIEHME yutartens c
npaBuamm NOfb30BaHMS
6rnbnmoTekon, pacrnonoXxeHnem
doHaa, cnpaBoYHbIM annapaTom

OAWH
yutaTenb

6,0

noabop u pacctaHoBKa No Homepam
buneTos, andgasuTy doamunmin
yuTaTenen ydeTHO-perncTpauMOHHbIX
KapTo4yek

o[Ha KapTo4Ka

2,0

OCyLLEeCTBneHne KOHTpOIS 3a
BO3MOXHbIM HanuMyMeM [aHHbIX O
yutatene Kak Hapywutene (nuvieH
NpaBa nNoOMb30BaHWA); BedeHve (K
perynapHbii  MPOCMOTP) KapTOTEKU
yuTaTenen-Hapyumrtenemu

OAWH
yutaTernb

0,5

[Nepepernctpauns ymtaTenem:

nouck cpopmynsipa (permcTparoHHON

KapToO4KK)  vutatens; BHECEeHue
N3MEHEHUA B HUX U B YuTaTeENbCKME
buneTobl (yTOYHEHne aHKEeTHbIX

OaHHbIX,  HOBOIO  YMTaTEeslbCKOro
HOMepa, AaTbl nepeperucTpaymm) c
BeeHNEM KapTOTEKN HayYHbIX TEM U
TEKyWMX  M3MEeHeHWn  (nony4vyeHuve
3BaHW, nybnukauum, gapbl)

o[Ha KapTo4Ka

2,0

3annchb (nepeperncTpaund)
yutatenem B aBTOMATU3NPOBAHHOM
pexumve:




CbeMkKa dooTokamepomn ans
yuTaTenbCcKoro bunerta

OAWH
noceTuTerb

0,5

10

odopMrieHne  Koga uuTaTtena  C
KOHTPOSbHLIM  Pa3psiaoM U CPOKOM
Nosfib30BaHUs YMTaTENbCKUM
OunetoM, Ha OCHOBE BblgaHHOMU

NMHJpopmMaL mm

OOWH
noceTuTerb

0,4

11

BblJa4ya Ha MpUHTEpP CBeOeHurn O
3anucaBllemMcs 4uTaTene B Buae
yutaTenbCcKoro ouneta

OOWH
noceTuTerb

0,4

12

Habop Ha KnaBuaType cBeOeHUMM O
yutaTtene: pamunusa, nmsi, OT4YECTBO,
XapakTepuayloume €ero  Mpu3Haku
(obpasoBaHue, cneumanbHOCTb), Ko,
HOMeEp YyuTaTENbCKOro bunera;
dooTocbeMKa

OAWH
noceTuTerb

2,0

13

OCYLLEeCTBIEeHne KOHTpOss 3a
BO3MOXHbIM HanmM4MeM [aHHbIX O
yutartene, 3anuncasLlemcs B
6mnbnmoTeky (paHee 3anucaH, NULLEH

NpaBa Norb30BaHWs)

OOWH
noceTuTerb

2,0

14

odoopMIIEHNE YnTaTENbLCKOro buneta c
HOMEPOM W CPOKOM MOSfb30BaHUSA
yuTaTenbCkMM 6MNeToM Ha OCHoBE
BblaHHOW MHJpopMaLmMm

oavH bunet

1,0

15

Bblga4a Ha nMpUHTEP CBEeOEHUA O
3anucasLuemcs yutartene,
nposeneHue pagnodacToTHOM
naeHTuuKaLmum YynTaTENbCKOro
buneta; npoBeAeHME  OEHEXHOro
B3aMmopacyeta C nosfib3oBarernem
yepes Kaccy

OOWH
noceTuTerb

5,0




Y ganeHHas 3anuchb:

OOWH
noceTuTerb

16

CBEPKa [OaHHbIX pPEerncTpaLoHHOM
KapTOYKW, CKaAHMPOBAHHbLIX KOMUA C
nacropta v ApPYMMUA [OOKYMEHTamu
nonb3oBaTens W  MNOATBEpXOeHue
3asBKM

2,0

17

odopmMneHne gorosopa-oepTbl Ha
npegocTaBrieHne aocTyna K
9IIEKTPOHHbIM pecypcam BubnmoTekmn

3,0

18

Habop Ha knaBmaTtype AaHHbIX, ANS
3anornHeHus [0roBopa, BbIBOZ,
[0roBopa Ha NpuHTEp, NoAnuch nnua,
3aKnto4aBLLIEro JoroBop

19

odoopMIieHne BXoaa-Bbixoaa YntaTtens
n3 onbnunoTeku: CKaHWpoBaHue
NOCTOSIHHOIO YMTaTeNnbCKOro Gunera,
BblAa4a KOHTPOSbHOro fiMcTKa

OOWH
noceTuTerb

2,0

BbinonHeHne TpeboBaHui
nonb3oBaTernen, Bblgaya LOKYMEHTOB
N3 cneymnannanpoBaHHoro oHaa:

20

nonyyeHne TpeboBaHUS Ha OOKYMEHT
N3 OCHOBHOIO XpaHEeHWsa, NpoBepKa
NpaBUIbHOCTU 3anosiHeHus
TpeboBaHus, permcTpaumns

04HO
TpeboBaHue

1,0

21

pasbop TpeboBaHu NO SApycam,
pacchbifika no NHEBMOMNOYTE

04HO
TpeboBaHue

10,0




22 nony4yeHve TpeboBaHMs Ha LOKYMEHT; || O4HO 10,0
npoBepKa MpaBUbHOCTWN 3anonHeHus || TpeboBaHmne
TpeboBaHus; perncTpaums,
agopaboTka TpeboBaHuda; nogbop no
lwndppam B cneymanmanpoBaHHOM
dooHae

23 noarotoBka 1 odpopmrieHMe OTKasoB U || O4HO 5,0
nepeHanpaBfeHni; oTnpaBka || TpeboBaHue
TpeboBaHui C OoTKaszamu n
nepeHanpaBngemMmbiMy TpeboBaHNSIMA

24 NOUCK OOKyMeHTa B ¢ooHAe, OTMeTKa || oauH 5,0
Ha TpeboBaHUKN, KHWKHOM dopMynsipe, || AOKYMEHT
ANCNETYEPCKON CeTKe

25 TpaHCNopTUPOBKa/AOCTaBka u3gaHua || oguH 8,0
13 ooHAa B YUTarbHbIN 3ar OOKYMEHT

26 TpaHCNOPTUPOBKa/gOCTaBka u3gaHud 45,0
M3 d¢oHaa B uUuUTamnbHbIA  3arn
(yaaneHHoe xpaHunuLie)

27 yCTaHOBKa MecTa HaxoxgeHus || oguH 5,0
HEeHageHHOro JoKyMeHTa rno 6asam 1 || AOKYMEHT

OaHkam JaHHbIX,
KapToTekam, Katarnoram

CMPaBOYHbIM




28

BblOaya OOKYMEHTa n3
cneynanmsnpoBaHHOro doHaa
yuTaTen; OTMETKa Ha  KHWKHOM
dopmynsipe/TpedoBaHum; 3anncb
OOKYMEHTOB B YnTaTENbCKYH
KapTOuKY (BKMNagHOW NUCT); OTMETKa B
KHUre 3akasoB; OTMEeTKa O Bblgade B
aBTOMaTU3NPOBAHHON cucteme
(M3MeHeHMe cTaTyca usgaHus) nyTem
CUUTbIBaAHNSA LUTPUX-KOAA OOKYMEHTa

OOVH
[OKYMEHT

1,5

29

npuemM AOKYMeHTa OT YuTaTens; nouck
KOHTPOSIbHOIO JIMCTKa Monb30BaTens,
TpeboBaHuin; NpoBepKa COXPaHHOCTU
AOKYMEHTa; noralleHne OTMETKU O
Bblda4y€ Ha KOHTPOSIbHOM JIMCTKE
nonb3oBaTterns; noraweHve Bblgayn B
aBTOMaTU3MPOBAHHON cucteme
(M3MeHeHMe cTaTyca usgaHus) nyTem
CUYUTbIBAHNSA LUTPUX-KOAA OOKYMEHTa

OOVH
LOKYMEHT

1,5

30

Bblga4ya [OKYMEHTa M3 3JKCNo3vuuu
mysesa  kHurm  (MK)  coTpygHuky
CeKTopa XpaHeHus Ana  Bblgayu
YuTaTeno; CHATNE BUTPUHBI C OXPaHbI
MO 3BOHKY Ha MNyfbT  OXpaHbl;
BCKPbITVE BUTPUHbBI; BblEMKA KHUMN U3
BUTPUHBI; 3aKkpbiTVe BUTPUHBI;
NMOCTAHOBKa BUTPUHbI Ha OXpaHy;
dmkcaumsa Bbigadn B ")KypHane
Bblgayun" matepuanoB 13 3KCMo3nLum
MK

OOVH
LOKYMEHT

40,0

31

NPUHATUE [OKYMEHTa OT 4uTaTens,
nouck sanucu B "KypHane Bblgayun';
noraweHve OTMETKM O Bblgaye;
CHATME BUTPUHBLI C OXPaHbl NO 3BOHKY
Ha NynbT OXpaHbl; BCKPbITUE BUTPUHDI;
BO3BpaT KHUMM B BUTPUHY (MOHTax);
NOCTaHOBKa BUTPWUHbLI HA OXpaHy

OOVH
LOKYMEHT

30,0




32

npuem TpeboBaHWA OT yuTaTenen B
Hay4Ho-uccnenosartensckom otaerne
pykonuceu (HAOP), nposepka
KayecTBa VX 3aroriHeHus; pocrnuchb B
KHUre permctpauum TpeboBaHun

oOVH pa3
OEeHb

B

30,0

33

O3HakomsrieHMe Cc  TpeboBaHueMm,
YTOYHEHME MeCTa XpaHeHua Mo
Tonorpaguyeckomy yKasarTernto;
BbleMKa eAnHNL, XpaHeHus (eq. Xp.) u3
KapTOHa, pasMelleHne B KapToHe
KapTbl-3aMeHUTENS; nposepka
COOTBETCTBUA LUMppa 1 3arofioBka Ha
obroxke n B TpeboBaHuK; npoBepka
JM3N4ECKOro COCTOSHUA ef.  Xp.;
odopMrieHMe fMcTa MCMNONb30BaHMS,
3anosiHEHNE KHUM Bblgaym

egvHuLa
XpaHeHust

3,0

34

npoBepka nuctaxa efd. Xp. npu
BblJaye, YCTaHOBSIEHME HanN4yHOro
NMCTaxa C 3anucbio B 3aBEPUTENTBHOM
nMcTe M Ha obOnoxke, OTMeTKa B
3aBepuUTENbHOM NUCTE O NPOBEpPKE

OOWH NNCT

0,2

35

NpoBepka nucTtaxa npu Bblgade C
nepeoqopmMmrieHmemM 3aBepuUTENbHOMo
nicTa c yKasaHnem BCEX
OCODEHHOCTEN XpaHALWMXCA B ed. Xp.
OOKYMEHTOB

OOWH NNCT

0,3

36

npoBepka nmcTaxa nocne
BO3BpALLEHNS €4. Xp. U3 YnUTarbHOro
3ana (Y3) unn oT coTpygHMKOB; AN
ou, dooTo, aBTorpagos,
KOMNMEKLMOHHbIX OOKYMEHTOB -
obsizaTenbHa

OOWH NNCT

0,2




37

Hymepauusa 1 nepeHymepaumsi IMCToB
npu Bbloaye en. Xp. ans
MCMOMNb30OBaHUSA C  COCTaBNEHUeM
pa3BEpPHYTOr0 3aBEPUTENBLHOIO NUCTa
C BbIHECEHMEM BCEX OCcOoDeHHOoCcTeNn
OOKYMEHTOB

OOWH NNCT

0,3

38

lundppoBKka 0bBMoXeK en. Xp.; CBepka
3arofioBka €. Xp. C  OMNUCbIO;
npocTtasneHve wramna HAOP wn ero
3anosiHeHune

eguHuLa
XpaHeHust

2,2

39

odoopmneHe obnoxek (OT  PyKW):
pas3fiMHOBKa MNOBEPXHOCTU OOMOXKMU;
HanmMcaHue Ha obnoxke
HauMeHoBaHusA (poHaa, 3arosfioBka ef.
Xp., KpanHUX gaTt, Konm4ecTsa NMcToB
N OOKYMEHTOB B COOTBETCTBUM C
OMnMnCbIo

eguHuua
XpaHeHus!

6,0

40

NpyeM 1 TpaHCNOPTUPOBKA ef. Xp. U3
U3 B XpaHunuLLe n ns xpaHmnuuwa B Y3

egvHuUa
XpaHeHust

15,0

2.11.

Bbigaya KOMMNEKTOB OOKYMEHTOB

nogpasaeneHnsm 6nbnmoTeku

Tao6nuua 33.

Tabrvua 33

BO BpeMeHHoe

noJyib3oBaHMe

n/n

HanmeHoBaHue npowecca,
onepauunn. CoctaB paboThl

Eannnya
N3MepeHUs

Hopma
BPEMEHMN,
MU/H.




1 odopmrieHne  3asdBKW/akTa Ha || ogHa 3asBka, || 30,0

KOMMNEeKT AOKYMEHTOB, || aKT
nepegaBsaemMbli B CTPYKTYpHOeE
noapasgeneHue
2 noadop AOKYMEHTOB B KOMMIIEKTLI; || OAWUH KOMMMEKT 10,0
perncTpaums BblJaHHbIX

[OKYMEHTOB B Y4ETHbIX hopMax

3 BblJaya KOMMSIEKTOB [AOKYMEHTOB; || oauH komnnekT || 5,0
OTMETKA Ha KHWKHOM dhopmyndape
(MHOnKaTope) aaThbl BblOauu,
JaHHbIX noapasaeneHus,
nony4yaroLLero KOMMeKT; OTMeTKa B
KHUre Bblgadn [gaTbl  Bblaauw,
JaHHbIX noapasaeneHus,
nony4yaroLLero KOMMekT; oTMeTKa B
AxkTe nepepaumn

4 nonyvyeHune KOMNrekToB (| oawH komnrekT || 18,0
OOKYMEHTOB  OT  CTPYKTYPHbIX
noapasgeneHnin; MNOUCK KHWKHOTO
dopmynsipa (MHOuKaTopa);
norawleHve OTMETKM O Bblgade,
BIIOXXeHWe ero B [OKYMEHT;
npoBepka qm3nN4eCKoro COCTOAHUSA,
nepecyeT NUCTOB, CBEpPKA C AKTOM
nepefayu; norawleHne OTMETKUM O
BblJaye B KHUre Bblgaudu; nepegaya
AOKYMEHTOB Ha cOpOCKy

2.12. O6cnyxmBaHve nornb3oBaTternen JOKYMEeHTaMn B YuTansHOM 3arie, 3ane C
rmMbpuaHbIM 06 CrnyXMBaHWEM, 3are 3NEeKTPOHHbIX pecypcoB, 3ane "MIHTepHeT", 3ane
cneyunannanpoBaHHoro otaersa. lNpmuem 3aka3oB no TeniedoHy U3 ropoaa

Taonuua 34.

Tabnvua 34



N HanveHoBaHne npouecca, onepauun. || EanHuua Hopma
n/n CocTtaB paboThl N3MEpPEHMS BPEMEHM,
MWH.

1 2 3 4
O6cnyxuBaHne nonb3oBaTenen
ounbnmoTeku:

1 npoBedeHne KoHcynbTauum, ©Gecegbl C || OAWH 3,6

yuTaTenem no npasunam obcnyxmBaHus B || yntatesnb
yuTanbHOM 3ane un npenocTaBngeMbIX
ycnyrax, no WUCMofb30BaHUIO CNpaBOYHO-
Bubnmnorpadmyeckoro annapara n
dooH,0B, 9NEKTPOHHbIX pecypcos,
MHPOPMMPOBAHME YuTaTENS O HOBbIX
NOCTYNSEHNSX

2 KOHCynbTaumm no pabote c¢ [IK B || ogauwH 2,0
yuTanbHOM  3ane, no pabote B || uuTatenb
9NEeKTPOHHON 6MbnnoTeke

3 npueMm 3akas3oB Mofib3oBatenen Ha || oguH 3akas 1,0
n3gaHna M3 OCHOBHOMO KHUIOXpaHUIMLLA;
npoBepka NpPaBUMbHOCTU  3arOSfHEHUS
TpeboBaHus; permcTpaumns

4 npuem 3akasos no TenedoHy 13 ropoga OAWH 3aKa3s 5,0

5 nosiydeHMe  OOKYMEHTa,  3aKas3aHHoro || oauH 0,9
yuTaTenem B  CheunanMsnpoBaHHOM || AOKYMEHT

dooHae/MnTansHoOM 3ane




6 paccTaHOBKa u3gaHuMM Ha OpoHenonkax || oauH 0,4
YuTanbHOro  3ana, MNOCTYNUBLLMX U3 || OOKYMEHT
KHUrOXpaHunuLa no 3aKasam
nonb3oBaTtenen

7 noadbop [OOKYMEHTOB Ha OpoHenorike, || OauH 0,47
3aKa3aHHbIX n3 OCHOBHOrO || AOKYMEHT
KHUrOXpaHunuwia; nepegada Ha kadenpy
Bblgaum

8 noadop AOKYMeHTOB B NogcobHOM ¢poHae || OauH 2,0
YuTanbHOro 3ana; nepegada Ha kadgenpy || OOKYMEHT
Bblgaumn

9 nonbop OOKYMEHTa B XpaHeHun || oauH 10,0
cneymanuampoBaHHoro doHaa; oTMeTKa || OOKYMEHT
Ha TpeboBaHuu; nepefadvya OOKYMEHTa Ha
Kadpepy Bblgayu

10 odoopMIeHne BblgaHHOro AMcKa OOVH OUCK 5,0

11 perncTpaums B KOMMbIOTEPHOW || OAuH 9,0
nporpamme, npocyet NNCTOB N || OOKYMEHT
JoM3N4ECKOro COCTOAHNA LOKYMEHTA

12 yCTaHOBKa MecTa HaxoxgeHus || oguH 22,0
HeHangeHHoro OOKYMEHTa no || OOKYMEHT
CNpaBOYHbLIM  KapTOTeKkaMm, Kartarnorawm,
permcTpaums 0TKasoB

13 noabop uJuTaTenbCKMX KapTodek Ans || ogHa 10,0
BAUCbIBAHUS [OOKYMEHTOB Ha TeKywmih || KapToyka

O€Hb; noanucaHne KapToyek Yy 3aB.
oTaenom o gonycke B otaen HAOP




14

Bblga4ya [OOKYMEHTa u4uTaTtesio: CBepka
BblJaBaeMoro AOKYyMeHTa C
yuTaTtenbCKuM TpeboBaHMEM; NpOBEpPKa
HanNM4na cTpaHuL/KagpoB MUKPOUbMA,
MUKPOJMLL, copepXaHue KOMMaKT-4MCKa;
CUYUTbIBaHWE LUTPUX-KoAa (npw
9NIEKTPOHHOM  3aka3e) B  mMoayne
"umpkynaumna” OK; oTMeTka KHUrosblgayu
Ha KOHTPOJIbHOM JIMCTKE

OOVH
[OKYMEHT

1,8

15

npMeM [OOKyMeHTa OT u4uTaTenda: cBepka
ero ¢ TpeboBaHMeM  (KOHTPOSIbHbLIM
FUCTKOM), npoBepka COXPaHHOCTH
OOKYMEHTa, Hanuyusa  CcTpaHuu/Kagpos
MUKpOMIibMa, MUKPOQMLL, coepkaHne
OUCKa, CuYUTbIBaHWE LWTpux-koga (npu
9JIEKTPOHHOM 3aKase), BHECEHUEe OTMETKM
O NpreMe Ha KOHTPOSTbHOM FIMCTKe

OOVH
OOKYMEHT

1,5

16

nepegadva/TpaHcnopTMpoBKa/gocTaBka
OOKYMEHTa, COaHHOro uyuTaTternem, B
cneunanmavpoBaHHbIA QOHA,; OTMETKa O
B3anmopacyete obcnyxvBaHus n
KHUrOXpaHeHns

OOVH
LOKYMEHT

1,0

17

BbIICHEHME MO MoBody 3akasa MU
npoaneHve Ccpoka MonbL30BaHUA
OOKYMEeHTamu no terneqoHy

OAVH
3anpoc

1,0

18

BblACHEHNE no nosoay 3adKa3a 7
npoaneHne CpoOKa NnoJib30BaHUA
AOOKYMEHTaMu no 3ﬂeKTpOHHOIZ no4yTe

OAVH
3anpoc

2,0

19

obecneyeHne KOHTpONs 3a CpoKamu
NONb30BaHMA OOKYMEeHTaMu u3 oTaena
XpaHeHUs

OAVH
3anpoc

0,8




20 npoasneHve cpoka Nosfib30BaHUA || Ha oauH | 30,0
AOKYMEHTa: MOWUCK KapTO4KKW; BHeceHue || OeHb
OTMETKMU 0 npoasieHnmn cpoka
Nosib30BaHUA; NpoasieHne no teniedoHy

21 npoBepka 3ago0rkeHHOCTU  YuTarbHbIX || O4MH 5,0
3anoB  OTAeny  XpaHeHusl;  CBepKa || AOKYMeHT
npeabABlIEHHON 3a00IMKEHHOCTH C
AOKYMeHTaLumMen YutansHoro 3ana

22 paboTta C OTKasamu; KOHTPOSib CPOKOB || OAWMH OTKa3 0,8
NOCTYMEeHUs OTKas30B; npoBepKa
060CHOBaAHHOCTW OTKA30B; y4eT OTKa30B
Bbigaua Konum OOKYMeHTa n3
9NEKTPOHHOMN oubrnmoTteku,
peann3oBaHHOW B CUCTEME 3aLUMLLEHHOrO
NPOCMOTpPA, MO 3anpocy Nosrb3oBaTens:

23 odbopMIieHne 3aKkasa Ha KonuposaHue OOVH 2,0

3anpoc

24 pacneyatka [OKYMEHTOB MO 3anpocam || OguH JIUCT 1,0
nonb3oBarernemn

25 9NeKTpPoHHOEe KONMUpoBaHue: nouck || oguH 10,0
AOKYMEHTA, COXpaHeHHOoro || 3anpoc

nosfib3oBaTeriemMm; nposepka davna Agns
KONMUPOBaHWUS, 351eKTPOHHOE KOMMPOBAHWE;
npoBepkKa, Bblgaya HoCcUTens
nosib3oBaTerto; rno 3anpocy nosib3oBaTerns
- 3anMcb Ha ONTMYECKUA KOMMAKT-L4UCK
BMbnnoTekun

2.13. BHyTpeHHsas paboTa




Tao6nuua 35.

Tabrvua 35
N HanmveHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4
[MogroToBKa K Bblaavye JOKYMEHTOB:
1 npoBepKa 6 poHenosok C || Ha ogvH aeHb 10,0
OTNOXEHHbIMW  JOKYyMeHTamu  (No
HOMEpaM YuTaTenbCckux 6uneTos, no
Cpokam)
2 cbpocka AOKYMEHTOB (N0 CpoKam) oAVH 0,2
OOKYMEHT
3 paccTaHoBKa doopmyrnsipoB || oauH 0,3
yuTaTenen (No cpokam, Homepawm, || dopmynsp
andasuty, wWMdpam); paccTaHOBKa
KOHTPOSbHbIX NINCTKOB
nonb3oBareren Nno Homepam
4 nogsegeHve WUToroB paboTbl 3a || Ha OaVH A€Hb 12,0
npoLlealwmnn AeHb; BHECEHME 3anuncu
B AHEBHUK/NNCTbI ydeTa
5 nonbop OOKYMEHTOB no || oauH 10,0
npeaBapuUTeribHbIM 3aKkasaMm || OOKyMEHT

yuTaTenen n nnaHam YTeHms




6 NPOCMOTP HOBbIX MOCTYMMeHWn Ans || oguH 3,0
pekoMeHaauum ymtaTensam OOKYMEHT

4 NPOCMOTP (NpoBepKa NPaBUSIbHOCTU || Ha OAWH OEHb 5,0
pacCTaHOBKM) KHUI  OTKPbITOrO
pocTtyna B 43

8 npoBepka Hanmuyumss  onucenm B || Ha oaHy || 60,0
yutanbHom 3ane HAOP Henenwo

9 3anoriHeEHNEe NMCTOB 3340/ PKEHHOCTU Ha OAVH OeHb 5,0

10 npoBepKka BblOaHHbIX W34aHUMA MO || O4WH 1,0
nMcTam 3a00imKEHHOCTH OOKYMEHT
PaboTta c oTkazamu:

11 y4eT UM Knaccugmkauma OTKasoB: || OAWH OTKas 0,2
OTMETKA Ha JIMCTKE 4YuTaTenbCKoro
TpeboBaHus NPUYKHBLI OTKa3a

12 npoBegeHne Mnoucka [OOKYMeHTa, || oauH 40,0
OTCYTCTBYHOLLErO no || AOKYMEHT
HeyCTaHOBJIEHHOW NMpUYnHEe

13 paccTaHOBKa yuTaTenbCKuX || ogHa kaptodka || 0,3
TpeboBaHui B KapToTeke
"Hey[0BEeTBOPEHHbLIN cripoc”

14 aHanus OTKa30B, cocTaBfeHue || oaHa cBogka 16,0
CBOOKM OTKasoB (N0 npu4nHam

oTKasa M MepaMm WX fuvKBugauum u
npeaynpexgeHns)




15

cocTaBfieHne 6Gubnuorpadmyeckoro
ONMCaHUsA Ha AOKYMEHTbI, UMeLLme
Hambornbluee 4yucrno OTKa30B;
nepegaya KapToOdkM B OTAEn
KOMMEKTOBAHNS

o[Ha KapTo4Ka

2,4

16

COCTaBrieHMe KapTOTeKn OTKa30B.,
npoBepka W MNOUCK no doHAy,
oTMeTka B doopmyrspe U B
KapTOTEKe OTKa3oB MO pesyrbratam
NPOBEPKU

o[Ha KapTo4Ka

54,0

2.14.

ObcnyxvBaHne o  MexbubnmoTeyHomy

aboHemeHTy  (MBA).

O6cnyxvBaHme No MexayHapogHoMy MexounbnmoreyHomy aboHemeHty (MMBA)

Ta6nuua 36.
Tabnvua 36
N HanveHoBaHue npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4
[Mprem 3aKkasos:
1 perncTpaums aboHeHTOB B || O4AWH 3akas 10,0

aBTOMaTU3MPOBAHHOW CUCTEME




npyeM 3aka3oB OT 3apybexHbIX
aboHEHTOB B aBTOMAaTM3MPOBAHHOW
cucteme:  pacnedvatka — OGnaHka-
3aKasa; LwmdopoBKa

OOWH 3aKa3

5,0

odbopmrieHne 3aKkasoB no
LMPKYNaLmMm

OOWH 3aKa3

5,0

nonyyeHne OOKYMEHTOB; obpaboTtka
B aBTOMaTU3NPOBaAHHON CUCTEME

OOVH OOKYMEHT

5,0

pabota C oOTKaszamu: W3MEHEHUEe
ctatyca B CUCTEMeE, YyKasaHue
NPUHMHBI oTKasa, n3BeLleHne
aboHeHTa 00 oTkase

OOWH OTKa3

3,0

Bblgaya JOKYMEHTOB:

ochopMneHre JOKYMEHTOB K Bblaaye

OOVH OOKYMEHT

5,0

oTnpaBka: B3BeLUMBaHue
6angeponewu; HaknemBaHve
adpecHON 3TUKETKM W LUTPUX-KOAA;
NpoCTaBneHne neyaTen; ynakoska

OAVH
6angeponb

7,5

COCTaBIeHue MeXayHapOAHOro
cnucka (5 ak3emnnapos)

OAVH CMUCOK

6,0

opopMSiIEHNe  OOKYMEHTOB  Onid
TaMOXHN

OOVH OOKYMEHT

5,0

10

COCTaBlieHne Crnucka Ha3BaHum,
OTrnpaBnsgeMblX JOKYMEHTOB

OAVH CMUCOK

10,0




11

paboTta c 3a0/PKEHHOCTbIO:
coobLieHne aboHEeHTY O 3agepxke
OOKYyMeHTa; pabota C nmuctamu
3a0/PKEHHOCTH

OOHO MUCbMO

5,0

O6cnyxumBanne yutatenen no MBA
(MexgyHapogHbIi aDOHEMEHT):

12

npuemM  3akasoB: NpPoOCTaBreHue
HOMepa oubrnmoTteku, Kyaa
HanpaBndeTcs 3aka3, HOMep 3aKa3sa;
ne4yaTb ONaHka-3akasa

OOWH 3aKa3

5,0

13

oTnpaska 3aKasoB B
MexgyHapoaHble 6MbnMoTekn

OOWH 3aKa3

7,0

14

paboTta c oTkazamu

OOWH 3aKa3

3,0

15

nosnyyeHune [ OKYMEHTOB ans
yuTatenen: oopMIIEHME KapTOYKW,
KOSIM4eCcTBO NOJSTydEeHHbIX
9K3eMnrApoB; MNpoCTaBfieHne AaThbl
BO3BpaTa; 3arnofiHeHne aeknapadum
Ans yurtarend

OOVH OOKYMEHT

15,0

16

BO3BpaT  OOKYMEHTOB 13  Y3:
npoBepka BCEX MYyHKTOB
AeKnapauuv; nepegada OOKYMEHTOB
Ha OTnpaBKy

OOVH OOKYMEHT

5,0

17

oTnpaBka: B3BelLUMBaHue
6angeponewu; HaknemBaHue
adpecHON 3TUKETKM W LUTPUX-KOAA;
NpoCTaBneHne neyaTen; ynakoska

OAVH
6angeponb

7,5




O6cnyxuBaHne yuTaTenen
6mnbnnotekun no MBA:

18

norny4vyeHne 3akKa3a W3 4YuUtalribHOro
3alna

OOWH 3aKa3

3,0

19

3anoJiHeHne OnaHKka-3akasa;
NpocTaBreHne PErMcTPaLMOHHOrO
Homepa, AaTbl

OAWH OnaHK

2,0

20

YTOYHEHME YKa3aHHbIX JuTaTtenem
CBeLEeHUN O 3aKa3aHHOM JOKYMEHTE,
LenuM 3anpoca, WUCTOYHMKA, OTKyga
Nony4YyeHbl CBEAEHNS

OOVH OOKYMEHT

3,0

21

Bubnmnorpadmyeckas aopaboTka
3aKasa; YTOYHEHME
Brnbnmorpadmyeckmx cBefeHun;
y4eT MOoSlyYeHHbIX U OTpaboTaHHbIX
TpeboBaHui

OOWH 3aKa3

20,0

22

NpoBepKa HanM4yusi 3anpalumBaemoro
AOKYyMeHTa B 6BubnmoTtekax ropona,
obracTn, perMoHa, cTpaHbl, Mupa, B
TOM YKMCIe NO CBOAHbLIM KaTarnoram

OOVH OOKYMEHT

8,0

23

3aKka3 u3gaHna No  9JIeKTPOHHOMU
noyTe, 3anosHAETCA 3NEKTPOHHbIN
GrnaHk vnM B BuOE MNPOU3BOSILHOMO
nMcbma

OOVH OOKYMEHT

7,0

24

3anncb CBeOEHUW O HanpaBlieHUn
3akaza no MBA (HavmeHoBaHve
bunbnmoTtekn, garta) Ha 0BOPOTHOW
cTopoHe bnaHka-3akasa

OOWH 3aKa3

3,0




25

nomeLleHne OnaHka-3akasa B
"KapToTeky 3anpocoB yuTtarterneun no
MBA" 3a pasgenutenem "3anpochbl
no MBA, HanpaBreHHble B Apyrve
6mnénmotekn”

OAWH OnaHK

1,0

26

nofny4eHne AOKYMEHTa OT yuTaTens
B  uYuTanbHOM  3arne;  CBepka
OOKyMeHTa C OraHkoMm  3akasa,
NpoBepKa COXPaHHOCTU AOKYMEHTA,
BHECeHMe OTMETKM O nepegadvye B
COOTBETCTBYHOLMIA OTAEN B KHUre
perucTpauum; nony4yeHve
AOKyMeHTa, npucraHHoro no MBA;
pacrneyaTtka 6GaHgeponu, npoBepka
COCTOSIHUSA ~ [OOKYMEHTa, OTMeTKa
AaTtbl  MOMyYeHUMda WM Ha3BaHus
6mnbnmMoTekun, BbiCNaBLLEn JOKYMEHT,
NHBEHTaPHOrO HoMepa, cpoka
NOfb30BaHUS; nepecTaHoBKa
brnaHka-3akasa n3 pasgena
kapToTekm "3anpocbl no MBA,
HarnpaBneHHble B Apymme
6ubnmnotekun" B pasgen "lNMonyvyeHHble
no MBA n3panus"

OOVH OOKYMEHT

5,0

27

Bblgaya nosnydeHHolx no MBA u3
YnTanbHOro 3ana; cBepka
BblJaBaeMoro OOKyMeHTa c
BGriaHKOM-3aKa3oMm; npoBepka
HamMumss CTpaHUL, W  COCTOSIHUA
OOKYMEHTa; OTMEeTKa Bblayun

OOWH OOKYMEHT

1,0

28

nepefada nsgaHus nocrne Bo3Bparta
n3 YUTanbHoOro 3ana Ha
MUKpodmnbMupoBaHne (M/)

OO HO u3gaHve

5,0

29

BO3BpaT n3gaHung nocrie
MUKPOCMITEMUPOBaHKS,
npocTaBrieHne wudpa M/

OQHO u3gaHve

5,0




30

NOAroToBKa K OTrpaBke AOKYMEHTOB
B BrnbnmoTeky-goHaoaepxaTesb
3akaszHoM 6aHOeporblo;  ynakoBKa
6angeponu, B3BELUMBaHNE ee,
HaKknemBaHWe Mapkm (ecrm HeT
LLeHTpanM3oBaHHON onnarbl
NepechIsikn);  HanucaHue agpeca,
COCTaBIIeHMEe Onnucu

OOWH 3aKa3

12,0

31

paboTta c oTkazamu - Npu NoNy4eHun
oT  6ubnuotekun-cpoHagoaepxaTens
n3peLleHnst 06 oTkase Unn 3agepxke
BbIMONMHEHMS1 3anpoca: YycTaHOBKa
GrnaHka 3akasa C  YyKasaHuem
MNPUYKUHBI M AaTbl OTKa3a B KApTOTEKY
"OTka3sbl no MBA"

OOWH 3aKa3

6,0

32

coobLieHe B oTAen obcnyxvMBaHUA
O NornyyYyeHun oTkasa (gata, NpuynHa)

OOWH OTKa3

2,0

O6cnyxuBaHne aboHeHToB No MBA:

33

nonyyeHue 3akasa: aboHeHT
obpatmnca B Tekywem  rogy
BrepBble: NPOCTaBfieHNe B KapToyke
roga obpalleHus, gaThbl

OOWH OTKa3

0,5

34

odoopMIieHne aboHeHTa
(opraHmnsaums paHee He
aboHupoBarnachb): permcTpaums
aboHeHTa B aBTOMAaTM3MPOBAHHOWM
CUCTEME; 3aKfIlo4YeHMe [OOroBopa;
corfacoBaHMe C  HOPUANYECKUM
oT4ENoM

OOWH abOHEHT

12,0




35

paccTaHoBKa PErMcTpaLVOHHbIX
KapTo4ek B KapToTeke

o[Ha KapTo4Ka

8,0

36

aocTaBka TpeboBaHui B
cneymnannavnpoBaHHble oHAbI

04HO
TpeboBaHue

10,0

37

AOCTaBka M BO3BpaT JOKYMEHTOB B
crneumnanmanpoBaHHble oHObI

OOVH OOKYMEHT

10,0

38

lumdpoBKa  3aKka3oB  abOHEHTOB,
noaodop 6raHKoB-3aKka3oB no
andasury, NpoBepka  Hanmnyus
OOKYyMEHTa Mo KaTarnory

OOWH 3aKa3

4,0

39

OoTnpaBka [dOKYMeHTa aboHeHTaM:
ynakoBka 6aHoeponu, B3BeLLMBaHMe,
HaknevBaHWe MapKku, HanucaHue
agpeca; COCTaBleHNne  Onucw,
TpPaHCNOPTMPOBKA B rpyrnny OTNpaBku

OOWH 3aKa3

12,0

40

Bubnmnorpadmyeckas aopaboTka
HEBbIMONHEHHbIX 3aKasos;
YTOYHEHME Brnbnmorpadmyeckmx
cBegeHun no CrpaBOYHbIM
N3O0aHUSAM; YY4E€T MOMYYEHHbIX W
oTpaboTaHHbIX 3aKa3oB

OOWH 3aKa3

20,0

2.15. Pabota ¢ nocTtosiHHOM akcno3suumen Mysesa KHurm

Tao6nuua 37.

Tabnuua 37




N HanmeHoBaHue npouecca, || EanHunuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.

1 2 3 4

1 peakcno3numus (koppeKkTnpoBKa || oauH akcnoHat || 96,0
pasgernos TemaTuKo-
9KCMO3MNLMOHHOIO nnaHa,
BbISiBINIEHME MaTepuarnos ans
9KCNOHMpOBaHUs, nogbop)

2 3aMeHa OTAerbHbIX 3KcrnoHaTtoB no || oavH akcnoHat || 80,0
YCIOBUSIM XpaHEeHUsa (BbISIBIIEHME,
oTOO0p)

3 MOHTaX, JEMOHTax OJVH 3KCrnoHaT 24,0

4 aHHOTMPOBaHME HOBbIX 3KCMOHATOB OJVH 3KCrnoHaT 12,0

5 peaakTMpoBaHWe N 3amMeHa (nevaTb, || OAWH 3aKcrnoHaT 18,0
odhopmrieHue) aHHOoTau WK n
3KCNIMKaLUM B 9KCNO3nL UK

[MpumedaHne: paboTbl ONUCbIBaAOT KOMMSEKTOBAHME, YYEeT, COXPaHHOCTb

HEKHWKHbIX MaTepunarnoB Myses KHur.

2.16. CnpaBoyHas 1 nidopmaunoHHasa paboTta

Tao6nuua 38.

Tabnvua 38




N n/n || HaumeHoBaHne npouecca, || EanHunuya Hopma

onepauunn. CoctaB paboThl N3MEpPEHUS BPEMEHM,
MWH.

1 2 3 4
Y4yeT  MOCTYNMBLUMX  BTOPWUYHBLIX
OOKYMEHTOB (KapTO4eK):

1 BbISIBNIEHME HEBbINOSMHEHHbIX || HaA oaHy (| 840,0
3aKa3oB; COCTaBMEHME 3asiBKM Ha || Hegento
HEBbINOSTHEHHbIE 3aKa3bl
Opranunsauus CrpaBO4HO-

Bubnunorpadmyeckoro annaparta
(CBA):

2 cocTaBneHne 6Gubnuorpadmieckon || oauH 2,3

3anucu OOKYMEHT

[MpocmoTp n otbop kaptovek B CHA
B LenaX U3bATUS UMM NepeMELLEHNS]
(BTOpPWUYHLIN OTHOP):




N3bATUE N3 KaTaroroB M KapToTek
KapTo4ek Ha AOKYMEHTbI,
CnucaHHble 13 oHaa; NPOCMOTP
KpaeBeLg4yecKux,
Brnbnmorpadmyeckmx n
doakTorpaguyeckmx KapToTex;
M3bATUE U3 HUX KapTO4YeK Ha
AOKYMEHTbI, NOTEepABLUME LLEHHOCTb,
nepeBefeHe KapTOYKN B apXUBHbIE
KapTOTeKU (YHUUTOXEHME); BHECEHNE
OTMETKM B XypHarne ydeTa W
perncTpauoOHHON KapToTeke;
N3bATUE N3 KaTarioroB M KapToTek
KapTo4ek Ha AOKYMEHTbI,
crnucaHHble U3 poHaa

O HO
Ha3BaHue

1,0

Opranunsauus KapTOTEKN
nepcoHanuim n TemaTnyecKkom
KapTOTEKMW:

onpegeneHue n cocTaBrieHne
nepeyHs fuy, CBeAEeHUs O KOTOPbIX
OTpaXarlTCH B KapToTeke; NpoCMOTP
NHJPOPMaLLMOHHbIX n3gaHun,
NEPBUYHbLIX  OOKYMEHTOB, OTOOp
OOKYMEHTOB [ONs1  BKIHOYMEHUA B
KapTOTeKY; cocTaBlieHne
aHanMTU4YeCcKoro  aHHOTUPOBAHHOIO
Bubnunorpadmyeckoro onucaHus
AOKYMeEHTa

oaHa
KapToTeka

15,0

NpocTaBlieHne KBanMgmKaLNOHHbIX
MHOekcoB, noadbop KapTodek Mo
nHaexkcam (andpaBuTy) n
paccTaHoBKa KapTO4KM B
MH(POPMAaLLMOHHbLIN MacCcuB

oaHa
KapToTeka

4,0




TEXHMYEeCcKass W coaepxarternbHas
obpaboTka AOKYMEHTOB ans
BKITHOUMEHMS B KapTOTeKY;
pacCcTaHOBKa KapTO4KM No andasuty
damurimn - aBTOpoB M MO  BUAaM
OOKYMEHTOB

OOVH
[OKYMEHT

3,0

TexXHU4eckoe
KapToTeK:

CTPYKTYp®bI,

pefakTupoBaHue
npoBepka COOTBETCTBUSA
coaepxaHung n
odoopmrieHnsd KapToyek B
cooTBeTCcTBUM C  TpeboBaHusIMK
AaHHOM KapTOTEKW; 3aMeHa BeTXUX
KapToO4eK n pasgenurenen

o[Ha KapTo4Ka

2,0

2.17. DKCKYpPCUOHHAsA OeATeNbHOCTb

Taonuua 39.

Tabrvua 39

n/n

HanmveHoBaHune npowecca,
onepauunn. CoctaB paboThl

Eannnya
N3MepeHns

Hopma
BPEMEHMN,
MUH.

SKCKprI/IFI Mno 3Kcno3numnm mysed
KHUIMA:

0630pHasa aKkCcKypcus

ogHa
3KCKypcus

60,0




2

9KCKYpCu4a C I'IO,D,60pOM 1N NOKa3oM
KHUT

ogHa
3KCKypcus

300,0

2.18. lNpoekT "AHTUNMarvat"

Tao6nuua 40.

Tabrvua 40

n/n

HanmeHoBaHne npouecca, onepawun.
CocTtaB paboThl

Eannnya
N3MepeHns

Hopma
BPEMEHMN,
MUH.

OdopmrieHre 1 y4eT OOKYMEHTOB Anis
oKasaHus yCryr:

nofny4yeHne wn npoBepKka [AOroBoOpoOB,
3aKITHO4EHHbIX C dom3n4ecknmm
nauammu, YymtatenaMmm onbnmoTteku, no
OKa3aHW  yCnyr, CBSI3@HHbIX C
NCNOSb30BaHNEM 9NEKTPOHHbIX
pecypcoB (OP) U1  9nEeKTPOHHbIX
bubnmotek (Ob)

OOVH OOKYMEHT

60,0

BbIrpy3Ka peecTpa n3
aBTOMaTU3MPOBAHHOM CUCTEMbI MO
cdhopMMpPOBaHHbLIM [orosopawm,
3aKOYEHHbIM C dom3n4eckumm
niauammn, Yymtatenamm oubnmoteku, no
OKa3aHW  YyCnyr, CBSI3@HHbIX C
ncnonb3osanvem ISP n 9b

O[IVH peecTp

15,0




CBEpKa AaHHbIX MO MOCTYNUBLUMM
[oroBopam, 3aKIMOYEHHbLIM c
dm3nyeckuMn nMuamn, YuTaTenamm
6mnbnmoTekn, MO OKa3aHUK  YCIyr,
CBSA3aHHbIX C Mcnonb3oBaHneM 3P wn
Ob, c peecTpoM, BbIFPYXEHHLIM W3
aBTOMaTU3NPOBAHHOW CUCTEMDbI

ofHa cBepka

40,0

npuem 3asiBKM OT HOpUaN4EeCcKoro nmua
Ha  3akfyeHne  goroBopa Mo
OKa3aHW  YyCnyr, CBSI3@HHbIX C
ncnonb3oBaHmem 9P n 3b

OOWH OOKYMEHT

15,0

noaroToBka TeKCcTa AoroBopa Mo
OKa3aHWK  YyCnyr, CBSI3@HHbIX C
ncnonb3oBaHuem ISP n 9b

OOVH OOKYMEHT

15,0

corrnacoBaHue A0roBopa Nno okasaHuto
YCIyr, CBSI3aHHbIX C UCMOb30BaHNEM
OP n 396

OOVH OOKYMEHT

300,0

permcTpaumns goroBopa Mo OKasaHuHo
YCIyr, CBSI3aHHbIX C UCMOb30BaHNEM
P n 396

OOWH OOKYMEHT

60,0

3anosiHeHne TpeboBaHus Ha
odoopmrieHne domiHaHCOBOro
AOKYMEHTa K [0roBopy MO OKasaHuto
yCnyr, CBA3aHHbIX C UCMNOSIb30BaHNEM
9P n 9b

OOVH OOKYMEHT

30,0

nposepka 0JPOPMIIEHHOIO
JoMHaHCOBOIro [OKYMEHTa K [0roBopy
Ha OKasaHue YCIyr, CBS3aHHbIX C
ncnonb3oBaHnem 9P n 3b

OOVH OOKYMEHT

15,0




10

nognvMcaHve OOKYMEeHTa Mo OKasaHWuto
YCIyr, CBSI3aHHbIX C UCMOMb30BaHNEM
ISP n b

OOWH OOKYMEHT

960,0

11

BHeEceHune B peecTpsbl yyeTa
NepBUYHbIX OaHHbIX O [OroBope Mo
OKa3aHWK  yCnyr, CBSI3@HHbIX C
ncnonb3osaHmem 9P n 3b

OOVH OOKYMEHT

30,0

12

CKaHupoBaHue 0dPOPMIEHHOTO
AOKYMEHTa Ha OKasaHue YChnyr,
CBS13aHHbIX C ucnonb3oBaHnem 3P u
b

OOVH OOKYMEHT

30,0

13

OoTMpaBka MO 3MEKTPOHHOW Mo4Te
IOPUONYECKOMY NNy CKaHWMPOBAHHOM
KONMUM LOKYMEHTa Ha OKasaHue yCnyr,
CBSAI3aHHbIX C Ucnonb3oBaHnem AP un
3b

OfHO
coobLleHne

40,0

14

nogroToBka TeKCTa [OOKYMeHTa o
BHECEHUN U3MEHEHUN B 3aKJTHOYEHHbIN
A0roBsop Ha OKasaHue ycnyr,
CBSA3aHHbIX C ucnonb3oBaHmem AP u
9b

OOVH OOKYMEHT

60,0

15

noaroToBkKa TeKCTa LeHOoBOro
npeayioxkeHna Ha OKa3aHue YCIvyr,
CBS13aHHbIX C ucnonb3oBaHnem 3P u
b

OOVH OOKYMEHT

60,0

16

MOArOTOBKA TEKCTa akTa K OOoroBopy
06 oOKasaHuM YCnyr, CBSA3aHHbIX C
ncnonb3oBaHnem 9P n 3b

OOVH OOKYMEHT

60,0




17

npoBepKa AaHHbIX Ha odwmuManbHOM
cauTe TrocyfapCTBEHHbIX 3aKyrnok O
NpoBeAEHNUN TOProBOM 3aKymnku Ha
OKasaHue ycnyr, CBsiI3aHHbIX C
ncnonb3oBaHnem 9P n 3b

oflHa 3aKynka

20,0

18

COXpaHeHune AOKyMeHTauumn C
odommarnbHoro canTta
rocygapCTBEHHbIX 3aKynokK no
OOBbSBMEHHON TOProBOW 3aKynke Ha
oKasaHme  ycnyr, CBSi3aHHbIX C
ncnonb3osanuem ISP n 9b

O4WH dpauvn

15,0

19

NpoBepka [OOKYMEHTauunm TOProBoWn
3aKyMkM  Ha  OKasaHue  yCyr,
CBSI3@HHbIX C MCMonb3oBaHneM OP u
ob

OOVH OOKYMEHT

40,0

20

NOAroToBKa 3asdBKW AN y4acTusl B
OOBbSABMEHHON TOProBOW 3aKyrnke Ha
odomunansHOM cauvte
rocygapCTBEHHbIX 3aKynokK no
OKasaHuM  YCnyr, CBSI3@aHHbIX C
ncnonb3oBaHnem 9P n 3b

ofHa 3asBKa

150,0

21

BU3NPOBaHME 3asiBKM B COOTBETCTBUU
C perrnameHTom OnbnmoTeku

OOVH OOKYMEHT

360,0

22

nogroToBka TeKcTa [fJorosopa Anis
0dbOpMIIEHNA NO OKOHYaHUKD TOProBoOun
3aKyrnkm Ha odmumanbHoM cauvTte
rocygapCTBEHHbIX 3aKynokK no
OKasaHuM  YCnyr, CBS3@HHbIX C
ncnonb3oBaHnem 3P 1 3b

OOVH OOKYMEHT

70,0

23

pasMeLLeHne 3a8BKU Ha
odomymanbsHOM caute
rocyaapCTBEHHbIX 3aKynoK

ofHa 3asBKa

40,0




24

y4yacTme B TOProBOW 3akyrke Ha
odomunansHOM caute
rocyaapCTBEHHbIX 3aKyrnok no
pernameHTy aneKkTPOHHOW NSoLaaKm

oflHa 3aKynka

120,0

25

NOAroToBKa TEKCTOB [JOKYMEHTOB B
cooTBeTCTBMM C  TpeboBaHuAMMU
pernameHTa npoBedeHUs TOProBOW
3aKyrnkm N0 OKa3aHUK  YCIyT,
CBSA3aHHbIX C Mcnosb3oBaHneMm IP un
b

OOWH OOKYMEHT

360,0

26

doopmmpoBaHue niaTexHoro
AOKYMeEHTa B Byxrantepckomn
nporpamme no TpeboBaHWO  Ha
odoopmrieHne domiHaHCOBOro
AOKYMEHTA K [0roBopy MO OKasaHuto
yCryr, CBA3aHHbIX C UCMNOSIb30BaHUEM
9P n 9b

OOVH OOKYMEHT

30,0

27

BbIBOA4 Ha nevyaTb M3 OyxranTepckomn
nporpamMmbl cdopMmnpoBaHHOIo
NNaTexHOro JOKyMeHTa

OOWH OOKYMEHT

7,0

28

nepegavya naketa NNaTexXHbIX
OOKYMEHTOB Ha  nognucaHne B
Byxranteputo

OOWH NakeT

30,0

29

doopMMpoOBaHNE eXeQHEBHOro oT4veTa
0 paboTe MO NPOEKTY U BbINOSIHEHUN
yCnyr, CBA3aHHbIX C UCMNOSIb30BaHNEM
9P n 9b

OOVH OOKYMEHT

60,0

30

KOHTPOJIb CPOKOB BbIMNOJIHEHUA YCIIVT,
CBs13aHHbIX C ucnonb3oBaHnem 3P u
b

OOWH OOKYMEHT

30,0




31

KOHTPOSb MCMONHEHMST OMHAHCOBbIX
obsa3aTtensCTB MO  [OroBopy Ha
OKasaHue ycnyr, CBSiI3aHHbIX C
ncnonb3osaHmem 9P n 3b

OOVH OOKYMEHT

30,0

32

cBepKa UcnonHeHus obs3arenscTe no
3aKMOYEHHbIM aorosopam Ha
OKasaHue yCnyr, CBSiI3aHHbIX C
ncnonb3osaHmem 9P n 3b

OOVH OOKYMEHT

60,0

33

KOPPEKTUPOBKA AaHHbIX B peecTpax
yyeta 00  WUCMOMHEHUU  YCIIOBUM
JoroBopa MO OKasaHuio  YChyr,
CBSI3@HHbIX C UCnonb3oBaHveM OP u
ob

OOWH OOKYMEHT

40,0

34

HanpaBfieHne pugn4eckomMy nvuy
COOOLLEHMS MO 3NEKTPOHHON noyTe 06
MCMNOSIHEHUN YCIIOBMIA [OroBopa Mo
OKasaHuWl  YCnyr, CBS3@HHbIX C
ncnonb3osaHmem AP n 3b

OQHO
coobLleHne

30,0

35

dopMmpoBaHMe naketa [OOKYMEHTOB
ONS  HanpaeneHust  lopuagnd4eckomy
LY NOYTOBbLIM OTNpPaBreHNEM

OOWH NakeT

40,0

36

BblJa4a OpUIMHaroB 3aKJIOYEHUA U
KOMMJIEKTOB [AOKYMEHTOB 3aKa34yvKkam
Ha pyKu

OOVH OOKYMEHT

60,0




37

NOAroToBKa KOMMSIEKTa [OKYMEHTOB
no  gorosopam C NOSIHOCTbIO
BbINOMHEHHBIMN  0BA3aTEeNbLCTBaAMMU
OKasaHus  ycrnyr, CBSsiI3aHHbIX C
ucronb3osanHvem O3OP un 3b, ang
nepenayu B 6yxrantepuio

OONH KOMIMIEKT

60,0

38

COCTaBfieHNe peecTpa KOMIMJEKTOB
OOKYMEHTOB, XPaHSILLMXCA B apxuBe
n/vnn nepegasaeMblx B 6yxranteputo

OQIVH peecTp

60,0

39

cocTaBrieHue n odoopMIieHune
apXvBHOM nanku OpuUrnHasos
[OKYMEHTOB

ofHa nanka

30,0

40

co3gaHne apxXuBHOM  ONIEKTPOHHOMN
KON  OOKYMEHTOB C  MOSIHOCTbHO
BbIMOSTHEHHbIMU obs3aTenbcTBaMu
OKasaHus  yCrnyr, CBSiI3aHHbIX C
NCNONb30BaHNEM OP n 9b,
nepenasaembix B byxrantepuio

OOVH OOKYMEHT

40,0

41

nepegada OKYMEHTOB B Byxrantepuio
MO peecTpy KOMMSEKTOB JOKYMEHTOB

OQIVH peecTp

40,0

42

doopmmpoBaHue OTYeTOB 0
pesynbTatax paboTbl MO MPOEKTY
OKasaHus  ycrnyr, CBsiI3aHHbIX C
ncnonb3osanvem ISP n 9b

OOVH OOKYMEHT

1200,0

NHdopmaumoHHasg nogaepxka
nosfib3oBaTernien Mo OKas3aHWK YCIyT,
CBSA3aHHbIX C ucnonb3oBaHmem AP u
9b:




43

TenegoHHble KOHCYInbTauum no
OKa3aHW  YyCrnyr, CBSI3@HHbIX C
ucronb3osanHvem OJOP un 3b, anq
topUaANYECKUX U M3NYECKUX NNLL

OOWH 3BOHOK

40,0

44

cOoCTaBleHne coobLUeHn B OTBET Ha
BXOOSLME 3MEKTPOHHbIE MUCbMAa Mo
OKaszaHuW  YCnyr, CBS3a@HHbIX C
ncnonb3osaHmem 9P n 3b

OQHO
coobLleHne

180,0

45

dopMUPOBaHNE CNUCKA KIMEHTOB A1S
npoBeaeHNs1 MacCOBOM PacChIfKK MO
9JIEKTPOHHOW MOYTE MO  MPOEKTY
OKasaHus  ycrnyr, CBSI3aHHbIX C
ncnonb3osaHmem 9P n 3b

OfHa paccblifka

1920,0

46

NnoAroToBKa OOKYMEHTOB ans
npoBeaeHNsT MacCOBOM PacChIfKM MO
NPOEKTY OKa3aHWA YCIyr, CBA3aHHbIX C
ncnonb3osaHmem 9P n 3b

OfHa paccblirka

600,0

47

npoBegeHne MacCOBOW pacChbIfikKK Mo
NPOEKTY OKa3aHUsA yCryr, CBA3aHHbIX C
ncnonb3osaHmem 9P n 3b

OfHa paccblinka

90,0

OcywecTBreHve ycnyrm
npegocTasneHns goctyna kK 9P n 3b:

48

permcTpaums
HOBbIX/aKTMBaLUs/AeakTnBaLus
paHee paboTaroumx
lopuandecknx/dmsandeckmx  nuy, B
aBTOMaTU3MPOBAHHOW CUCTEME

OAHa 3aruncb

30,0




49

dopmupoBaHue COo00LLEHUS
NpeacTaBUTENIO HOPUONYECKOro nuua
C AaHHbIMM O akTMBaL MK 4OCTyna K
9P n 9b

OQHO
coobLleHne

30,0

50

KOHTPOfb 3@  OKa3aHuem  YCIyT,
CBSA3aHHbIX C ucnosb3oBaHeM OP u
Ob, Ana opuandecknx n rManyecKnx
nmy ¢ 9P 1 Ob, BKNoYas MOHUTOPUHT
HapyLeHWs NpaBuIl OKasaHnga ycriyr

oAgHo
topuanveckoe/
dmsnyeckoe
nuo

60,0

51

KOPPEKTUPOBKA AaHHbIX 0
OPUONYECKUX nmugax B
aBTOMaTU3MPOBAHHOW CUCTEME

OQHa 3aruncb

30,0

52

BHECEHNE W3MEHEHMA B  CMUCOK
IOPUANYECKUX NNL, pasMeLLEHHbIN Ha
caunTe npoekTa

OAHa 3aruncb

30,0

OcyllecTBrieHne ycrnyrm npoBepKu
TEKCTOBOrO [OKYMEHTA Ha Hanmuue
3aMMCTBOBaHUN M3 [OOKYMEHTOB B
cocTaBe Jb:

53

BHECEHME B peecTp y4eTa nepBUYHbIX
OaHHbIX O MOCTYMMBLLEM [OOKYMEHTE
Ha  OKasaHue YyCryru MpPOBEPKU
TEKCTOBOMO [OKYMEHTa Ha Hanuiune
3aMMCTBOBaHUN €3 [JOKYMEHTOB B
coctase Ob

OOVH OOKYMEHT

15,0

54

KOPPEKTMpOBKA [OaHHbIX B peecTpe
yyeTa 00 aTanax BbINOSIHEHMS 3aKa3sa
MO OKa3aHUI  YCIyrm  MPOBEPKU
TEKCTOBOrO [OKYMEHTa Ha Hanuiune
3aMMCTBOBaHUN W©3 [JOKYMEHTOB B
coctase Ob

OOVH OOKYMEHT

15,0




95

pacnpegeneHve  OOKYMEHTOB MO
aKcnepTaMm Ana  OKal3aHusa  ycryru
NPOBEPKN TEKCTOBOrO OOKYMEHTaA Ha
HanM4ue 3auMCTBOBaHUN n3
AOKYMEHTOB B cocTaBe Ob

OOVH OOKYMEHT

40,0

56

nepegada OOKYMEHTa 3KChnepTy Ans
oKasaHus ycnyrm NpPOBEPKU
TEKCTOBOMo [OKYMEHTa Ha Hanuiune
3aMMCTBOBaHUN W©3 [JOKYMEHTOB B
coctaBse Ob

OOWH OOKYMEHT

15,0

S7

nonyyeHne n obpaboTka SKCNepTom
OOKYMEHTa Ha OKasaHue ycnyru
NPOBEPKN TEKCTOBOrO OOKYMEHTaA Ha
HanM4me 3aMMCTBOBaHUN n3
AOKYMEHTOB B cocTaBe Ob

OOWH OOKYMEHT

40,0

58

N3ydeHne  IKCMEepPTOM  CTPYKTYpHI,
cocTaBa, coaepxaHust 4OKYMeHTa s
oKasaHus ycnyrm NpPOBEPKU
TEKCTOBOMO [OKYMEHTa Ha Hanuiune
3aMMCTBOBaHUN W©3 [JOKYMEHTOB B
coctaBse Ob

OOVH OOKYMEHT

180,0

59

NpoBepKa 9KCMepToOM [OKYMEHTa Ha
HanmM4ne npuemMoB, MNPENATCTBYOLLMX
pacno3HaBaHUIO TEeKcTa
aBTOMaTU3MPOBAHHOM CUCTEMOW U
OKa3aHuo ycnymm NpPOBEPKN
TEKCTOBOIO [OOKYMEHTa Ha Hanuyue
3aMMCTBOBaHUM U3 [OOKYMEHTOB B
coctaBe Ob

OOVH OOKYMEHT

180,0

60

npoBeaeHne 3KCNepToM MNepPBUHHON
NMPOBEPKU [OKYMEeHTa c
MCMNonb30BaHNEM
aBTOMaTU3MPOBAHHOM CUCTEMBI

OOVH OOKYMEHT

60,0




61

obpaboTka 9KCMNepToMm oTyeTa
aBTOMaTM3NPOBAHHONW CUCTEMbI O
NEPBUYHOM MPOBEPKE AOKYMEHTA C
Lernbl  UCKIMIOYEHUS  KOPPEKTHbIX
3anMCTBOBaHUM

OOVH OOKYMEHT

480,0

62

aHanM3 3KCMepToM  HEKOPPEKTHbIX
3aMMCTBOBaHUA, OOHApPYXEeHHbIX B
LOKYMEHTe

OOVH OOKYMEHT

600,0

63

aHanus CNpaBOYHO-
Bubnunorpadmyeckoro annaparta
AOKYMEHTA, BKItouas CBEpKY
MCTOYHMKOB, YKa3aHHbIX B ClMUCKe
nmTepaTypbl

OOVH OOKYMEHT

480,0

64

dopMUpoBaHMe TeKcTa IKCMEePTHOro
3aKMOYEHUSs MO UTOry MpPOBEAEHHON
MPOBEPKM [OOKYMEHTA C  Yy4eToM
[aHHbIX OTYeTa aBTOMaTU3NPOBaHHON
cUCTEMBI

OOVH OOKYMEHT

120,0

65

NpoBepKka TeKCcTa 3akroyeHust Ha
npegmeT COOTBETCTBUSA
YCT@HOBMEHHbIM  TpeboBaHWsAM K
pesynbTary OKa3aHus ycnyrm
NPOBEPKN TEKCTOBOrO OOKYMEHTaA Ha
Hann4yne 3aMMCTBOBaHUM n3
AOKYMEHTOB B cocTaBe Ob

OOVH OOKYMEHT

15,0

66

aHarm3 cogepXaHus  pesynbTaTtoB
NPOBEPKK, YKa3aHHbIX B 3aKIIHOYEHUN,
KOppeKTMpOoBKa popMySIMpOBOK

OOVH OOKYMEHT

60,0




67

BbIBOL Ha rnevyarb UTOroBou dopMbl
3aKno4eHnd no pesyrnbrarty
NpoBeSEHHON MPOBEPKM OOKYMEHTa C
y4eTOM AaHHbIX oTyeTa
aBTOMaTU3MPOBAHHON CUCTEMBI

OOWH OOKYMEHT

15,0

68

noanmcaHmne 3aKksito4eHnA

OOWH OOKYMEHT

240,0

69

CKaHupoBaHue 0doOPMIEHHOTO
3aKIIIoYeHNd

OOVH OOKYMEHT

30,0

70

KOPPEKTMPOBKA B peecTpax Yy4yeTta
[AaHHbIX O BbINONHEHUN 00A3aTeNnbCTB
MO [OOroBOpYy W OKasaHW YCIyrn
NPOBEPKN TEKCTOBOrO OOKYMEHTaA Ha
HanM4ue 3aMMCTBOBaHUN n3
AOKYMEHTOB B cocTaBe Ob

OOVH OOKYMEHT

40,0

71

COCTaBfeHne AOMOSHEHNS K
3aKIIOYEHMIO MO pe3yrnbTaTy oKasaHus
NPOBEPKN TEKCTOBOrO OOKYMEHTaA Ha
Hanm4ne 3aMMCTBOBaHWUM n3
AOKYMEHTOB B cocTaBe Ob

OO HO NMUCbMO

120,0

72

73

cbop n obpaboTka CTaTUCTUYECKUX
JaHHbIX no npoeKkTam C
ncnonb3oBaHmem 9P n 3b

OAWH 3anpoc

240,0

74

npoBedeHNe NPOBEPKU  KayecTBa
Ganrnos B Ob

O4WH dpauvn

40,0

75

3arpy3ka dannoB Ons BKOYEHUs B
Ob ¢ npocTaHoBKOM  npu3Haka
goctyna

O4WH dpauvn

30,0




76 pe3epBHOe KonupoBaHue dainos Ob OHO 60,0
KonnpoBaHue

2.19. OkasaHue ycnyr yaarneHHbIM MNofb3oBaTensM, B TOM YUCHe YutTaTenam
6mbnmnoTekun, NnocpeCcTBOM OHSTAMHOBbLIX aBTOMaTMU3MpoBaHHbIX cepBrcoB (ONAC)

Tabnuua 41.
Tabnuua 41
N HanmveHoBaHue npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4
1 TeneoHHble  KOHCyMbTauuuM Mo || oguH 3BOHOK 30,0
OpraHn3aLnoHHbIM BOMpocam
0dOpPMIIEHNA N NpeaocTaBneHus
ycnyr Yepe3 OnAC
2 cocTaBneHue cooblueHun B oTBeT || ogHo coobuienme || 180,0
Ha 9NEKTPOHHbIE nucbma
nonb3oBatenen OnAC
3 nepeHanpaerneHne cooblieHnn B || ogHo coobuleHue || 15,0
nogpasgeneHne, OTBETCTBEHHOE
3a OKa3aHue KOHKPEeTHOM ycnyru B
OnAC
4 KOHTPOIb n obpaboTka || oauH 3aka3 20,0
nonyyeHHbIx 3aka3os B ONAC




nposepka 3akazoB B OnAC Ha
COOTBETCTBME npaBunam
NpeaoCcTaBneHns ycryr

OOWH 3aKa3

30,0

KOHTPONMb  3a  MNOCTYMSEHUAMM
cpeacTB Mo Onfla4yeHHbIM 3aKka3am
B OnAC

oAHa ycnyra

60,0

KOPPEKTMPOBKa cTaTyca 3akasa,
3aKpbITVE 3aKa30B

OOWH 3aKa3

30,0

NoOAroToBKa akTa CBEepKM 3a
OTYETHbIV Nepnoa 0 NOCTYMNNEHNAX
cpeacTB Mo Onfia4yeHHbIM 3aKka3am
B OnAC

OOWH OOKYMEHT

60,0

NoONUCaHne CBOAHbIX OTYETHbIX
[OKYMEHTOB

OOVH OOKYMEHT

300,0

10

doopmmpoBaHue naketa
AOKYMEHTOB A58  HarpaslieHus
NOYTOBbLIM OTMNpPaBIIEHNEM

OOWH NakeT

30,0

11

doopmmpoBaHue exxefHeBHOro
oTyeTa O HOBbIX 3aKasax WU
BbInonHeHun ycnyr B OnAC

OAVH OTYeT

60,0

12

dopMUPOBaHNE UTOTOBbIX OTHETOB
O pesynbratax paboTbl NO
NPOeKTy, C [getanu3auven no
KaykOon oTaensHou ycnyre

OAVH OTYeT

1500,0

Pernctpauna nonb3oBatenen B
peXIMe OHJTaWnH:




13 NnpoBepKa 3anucu norb3oBartend B || oauH 1,0
6mnbnnoTeky nosib3oBaTerb

14 obpabotka wn BBOA dhamunuK, || oauH 2,5
MMEHU, OTYECTBa MNofb3oBaTeNs U || 3NEKTPOHHbLIN
agpeca €ro 3s5IeKTPOHHOW MoYThI doopmynsap

15 COCTaBrieHue nucbMa C ykasaHnem || ogHo 2,5
norvHa n CreHepupoBaHHOIO || 9NEKTPOHHOE
CUCTEMOWN naposns, NpuKpenneHue | NMcbMo
NHCTPYKL A Nonb30BaHUS n
OoTrnpaBka ero no 3JIEKTPOHHOW
noyTe nonb3oBaTento
Ob6cnyxuBaHne nonb3oBaTternen B
peXIMe OHJTalnH:

16 Bolrpy3ka n3 OnAC OT4YeTHbIX || OawH chann 5,0
AaHHbIX 3a onpeaeneHHbIn nepuog
BpeMEHMU

17 pa3MeLLeHne HOBbIX MOCTYMSIeHUn || oguH dhavn 1,5
OOKYMEHTOB Ha cante
OnbrnmoTekn: co3gaHue 3arosioBka
aHHoTauuu; npuKpennieHne
doannos

18 pacchblfika rno 9NeKTPOHHOM MnouyTe || ogHOo 1,5
yAaneHHbIM nonb3oBaTensMm || 3MNeKTPOHHOoe
NHCPOPMAaLMOHHbIX COOBLLIEHNI NMCbMO

19 NMHEPOPMAaLMOHHOE CONPOBOXAEHNE || ogHO cooblleHue || 1,5

cauTta, nopTtana W CTpaHuy B
coumarnbHbIX CEeTAX: co3gaHune
3aroroBka aHHOTauuu;

npukpenneHve danna(os)




3. TunoBble oTpacneBblie HOPMbI TPyAa Ha paboTbl, BbINONHAEMbIE B
cneuunanM3npoBaHHbIX OMGNMoTeKax onsi MHBaNMAoOB MO 3PeHUI0

Hopwmbl Tpyaa paspaboTaHbl Ha OCHOBHble BUAbl paboT, BbIMNOSHAEMbIX B
cneunannampoBaHHbIX 6MbnmoTekax Ans UHBaNMAOB MO 3PEHUI0: KOMMIIEKTOBAHME
n yyetr OwumbnmoteyHoro doHaa; 6ubnmotevHas obpaboTka [OOKYMEHTOB;
opraHu3auunsa 1 BegeHue Katanoros, popmmpoBaHne 6a3 AaHHbIX, B TOM Yucre 6as
AaHHbIX 3BYKOBbIX hanrioB; pabota ¢ oHOOM M obecrneyeHne ero COXpaHHOCTMU;
CTauMoHapHOe W BHeCTauMoHapHoe oOOCnyvBaHMEe MNofib30BaTernen; MaccoBas,
cnpaBoYHas 1 NMHGopMaLUMoHHaa paboTa; Hay4YHO-MeToandeckasa U peaakuyMOHHO-
nsparenbckas paboTa; BbiMyCK ManoTUpaXHbIX U3gaHun crneunasnbHbIX popmMaToB.

[Mpy BbINOMHEHMM paboT crnaboBUOALLMMU U HE3PAYUMU  crieunanucTamm
OENCTBYIOT NoOMNpaBoYHble KOI(MUMEHTbI: Ana  crabosugaumx - 1,5, ans
He3ps4nx - 2,0.

3.1. KomnnektoBaHne 6mubnmoreyHoro gooHaa

Tabnuua 42.
Tabnuua 42
N HanmveHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4
Tekyllee KOMMIeKTOBaHue
6ubnmoteyvHoro coHaa:




MPOCMOTP  KHUromsgatenoCkou U
KHUrOTOProBom MHJpopmaL mm
(@HHOTMPOBAHHbLIX MfAHOB BbINyCKa
nuTepaTypbl, MPOCNEKTOB, CaWTOB
n3naTenscTB n n3garoLmx
opraHusaummn)

ofHa nosuuus

0,5

onpegeneHne - Tembl n  Buga
OOKYMEHTa, nognexawero otoopy,
BbISICHEHME HeobxoaMMoCTH
nprnobpeTeHns, cBepka C
SIIEKTPOHHbIM KaTarorom

OOVH
OOKYMEHT

6,0

Onpenenexue 9K3EeMNISAPHOCTM
3aKaasa:

ofHa nosuuus

Ans nogpasgeneHnin

1,0

Ans 6ubnMoTeku B LLenom

2,0

odopMrieHMe 3akasa: CcocTaBrieHune
aorosopa, odoopMIieHNE NPUIOXeHNS
K A0roBopy; yKasaHue
9K3EMMNIISAPHOCTH, CTOMMOCTH
3aKasa; COCTaBfieHMe TeXHUYECKOro
3agaHus

OOWH 3aKa3

45,0

NOAroToBKa K MNPOBEOEHU0 TOProB:
cocTaBfieHne cnmcka TpeboBaHuM K
y4yaCcTHMKaM KOHKypca; OroBeLleHne
YYaCTHUKOB KOHKypca O Cpoke

NpoBeaeHS; HanucaHve,
percTpaumsa U pacchbinika nucbMa B
n3pnarenLcTea n nsparoLpe

opraHusauum

ogHa
npoleaypa

200,0




Pabota B aBTOMaTMU3MPOBAHHOM
pexuve:

BBOA 3aKasa TeKyLLlero
KOMMNNeKToBaHnss B 6a3y [daHHbIX
aBTomaTusnpoBaHHon cuctemsl (B
AC); yKkasaHne 9K3eMMNspHOCTU
3aKkasa, pacrnpeneneHve no
CTPYKTYPHbIM nogpasaeneHnsv

O HO
Ha3BaHue

3,0

pefakTupoBaHMe BBedeHHbIX B B[
AC cBegeHuMn O 3akase; BblBOO Ha
9KpaH; BHECEHNE N3MEHEHUN

O HO
Ha3BaHue

6,0

BbIBO Ha NMPUHTEP OaHHbIX TEKYLLEro
KOMMJIEKTOBAHUA,; pacneyarTKka

O HO
Ha3BaHue

1,0

BeoeHne  kapToTekMm  TeKyLLEro
KOMMMEKTOBaHUS:

10

COCTaBJieHne KapTo4KkKn, YyKa3aHue
aBTOpa, 3arnaBus, BbIXOOHbIX
OaHHbIX, MCTOYHUKA
KOMMJIEKTOBaHUA

o[Ha KapTo4Ka

3,0

11

pa3pe3ka U3gaTenbCKMX MaHoB,
pacnevyaTtok ans KapTOTEKM
TEKYLLEero KOMMMEKTOBaHUS;
HaknensaHve Ha KaTanoxHble
KapTO4YKM

o[Ha KapTo4Ka

2,0

12

noabopka KapToyek Mo andasBuTy;
pacCTaHOBKa B KapTOTEKy TEeKyLUero
KOMMIIEKTOBaHUSA

o[Ha KapTo4Ka

1,0




OdopmrnieHne noanuckn Ha
nepuoanyeckmne n3gaHus:

13

npocMoTp KaTanoros "Pocne4daTtun';
oTbop nepnoanveckux nsgaHun ans
NnoanncKu

ofHa nosuuuns

0,5

14

cbop 3asBOK AOnsa nognucKuM OT
CTPYKTYPHbIX NoApasaeneHnn

ofHa 3asBKa

1,0

15

odoopMISieHNe 3akasa Ha MNOLMUCKY;
noAcyeT CTOMMOCTW MOAMNUCKU C
y4eTOM  [OCTaBKW; COCTaBrieHne
aorosopa, odpopMIIEHNE NPUITOXEHNA
K OoroBopy

OOWH 3aKa3

300,0

16

cocTaBlieHue perncTpauoOHHOM
KapTO4KM ans KapTOTEeKN
nepuoguyecknx WU3gaHun; ykasaHue
nHOgekca, roga, nepuoguvHoOCTH,
MCTOYHUKA NOCTYNIeHns,
CTPYKTYPHOro nogpasaesieHnd

o[Ha KapTo4Ka

6,0

Pabota B aBTOMaTM3MPOBAHHOM
pexumve:

17

BBOO 3akasa Ha nepuogunyeckue
n3nanusa B b AC

o[Ha KapTo4Ka

3,0

18

KOPPEKTUPOBKA 3aKkasa; BblBO4 Ha
9KpaH cnucka nepuoanyeckmnx
n3gaHun; BHECEeHMe N3MEHEHUN

ofHa
nonpaeska

0,3

[lokomnnekToBaHne OUBIMOTEYHOrO

dooHaa:




19 npyem 3asiBOK Ha npuobpeTeHne || oaHa 3asBKa 3,0
AOKYMEHTOB oT CTPYKTYPHbIX
noapasgeneHunin
20 cocTtaBneHne 6ubnmorpadmueckon || ogHa kaptoudka || 3,0
3anucK;  ykasaHue  KonuvecTtBa
9K3eMNIIsipoB n CUrmoB
noapasgeneHnin
21 BKIlOYEHME 3asiBKW B KapToTeKy || ogHa kaptoyka || 0,3
AOKOMMSIEKTOBAHMS
22 NpPOCMOTP KapToTeku || oguH 2,0
HeyO0BNeTBOPEHHOIO cnpoca; || OOKYMEHT
aHanM3 oOTKasa Ans  BbISIBIIEHUS
OTCYTCTBYIOLLMX AOKYMEHTOB;
BKITIOUNUTb nx B KapTOTeKy
AOKOMMNSIEKTOBAHMS
CocTaBneHne onepaTtMBHOrO nraHa
KOMMSIEKTOBAHUS:
23 onpenerneHve KONMMYEeCTBEHHbIX || OgWH nnaH 1200,0
nokasarenem obbema doHaa
(nocTynnexve, BblObITUE),
OTpacneBoro cocTaBa, WUCTOYHMKOB
NOCTYNNEHUS, CMETbI PaCXO40B
OdopmrnieHne nraHa
KOMMMEKTOBaHUSA B hopMe:
24 Tabnuy, ogHa Tabnuua 5,0
25 KapToTeKun ofHa kaptodka || 3,0




Pabota B aBTOMaTM3MPOBAHHOM
pexumve:

26 BBO/J NfaHa KomnnektoBanHusa B b || oawH nnaH 30,0-120,0
AC
27 KoppekTuposka b[l; BbIBOL Ha 3KpaH; || ogHa 0,3
BHECEHNE N3MEHEHNN nonpaska
3.2. [Npuem, BbIObITME U Y4ET JOKYMEHTOB
Tabnuua 43.
Tabnvua 43
N HanmeHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHus BPEMEHMN,
MWH.
1 2 3 4

|_|pI/IeM NOCTYNMBLUMX OOKYMEHTOB!




npuem OOKYMEHTOB no
CONPOBOAUTESbHbBIM OOKYMEHTaMm
(HaknagHas, akT); nogbopka
OOKYMEHTOB no KOMIMMEeKTaMm,

andgasnTy aBTOPOB W  3arfaBuMu,
9KCMeAVLNOHHBIM HOMEepaMm; CBepKa
C COMNpoBOAUTESTbHBIM [LOKYMEHTOM;
NpoCTaBSiIEHNE LeHbl Ha LOKYMEHTe,
nogcyer yucrna - 3K3eMnnsapos,
06LLYt0 CTOMMOCTb

ofHa napTus

5,0

MNprnem [OKYMEHTOB bes
COMpPOBOAUTESNBbHbIX JOKYMEHTOB:

noaodopka OOKYMEHTOB no
Komnnektam, andasBuTty aBTOpPOB U
3arnaBun;  MNpoOBEOEHNE  OLLEHKM
OOKYMEHTOB

OOVH
[OKYMEHT

10,0

COCTaBfiEHME aKTa Ha  MpUeEM
[OKYMEHTOB

OOWH aKT

5,0

npocTaBsieHne LUTeMnens Ha
TUTYNbHOM nmMcTte KW Ha 17-m
CTpaHUUe OOKYMeHTa Ha 6ymaxHoM
HocuTene, KaXXOOM  KOHTenHepe
"roBopsilen” KHUMM Ha KacceTtax,
KOHTENHepax doneL-kapr,
ONTUYECKUX U XKECTKUX JUCKOB

OOVH
[OKYMEHT

0,6

CBepka NocTynUBLLMX LOKYMEHTOB C
KapTOTEeKOMn TeKyLLero
KOMIMJIEKTOBAHUSA:

cBepka MOCTYNUBLLEIO AOKYMEHTa C
KapTOYKOM M3 KapTOTEKM TEKYLLEro
KOMMMEKTOBaAHNS; MOUCK KapTOYKM,
BbIMOJSIHEHNE HA KapTO4YKe OTMETOK

o[Ha KapTo4Ka

1,0




N3MEeHeHun"

6 yCTaHOBIEeHue KapTOYKK 3a || ogHa kapTtoyka || 0,5
pasgenurens "BbINoOnHeHHbIe
3akasbl"
Pabota B aBTOMaTM3MPOBAHHOM
pexumme:

7 co3ganme B B[l AC 3anucm o HoBOWM || ogHa 3anuchb 2,0
OopraHusauun-nocTaBLIMKe

8 nouck 3armmcu B B[] "3akas"; || ogHa 3anucb 0,6
BHECEHME OTMETOK O BbIMNOSIHEHUM
3akasa

9 npoBepka Ha AybneTHoCcTb || ogvH 2,0
nocTynusLLMx aokymeHToB B B[] AC OOKYMEHT

10 perMcTpaumst HOBbIX MOCTYMSEHUA B || OAWH 3,0
O AC AOKYMEHT

11 noanucka Ha npogospkarowmecs || ogHo 2,0
n3gaHns; BbINOSIHEHWE B || Ha3BaHue
perncTpauoOHHON KapTouyke
BUBNMOTEYHBIX OTMETOK

12 KoppekTupoBka 3anucen B B[l AC; || ogHa 0,3
BbIBOL, 3arvCu Ha 3KpaH; BHECeHue || nonpaska

Mprvem u permcTpaums XypHaroB U
raser:




13

noabopka >KypHarnoB M raseTr o
andpasuty Ha3BaHWi; MOUCK
perncTpauMoOHHON KapTOYKK B
KapToTeke NOANUCHBIX
NEepPUOANYECKNX U3LOaHWUA; OTMeTKa
HoMmepa, AaTtbl nony4yeHus
OOKYMEHTa

OOVH
[OKYMEHT

1,0

14

NpocTaBneHve LUTemMnens Ha
XXypHare, raseTe

OOVH
[OKYMEHT

0,5

Pabota B aBTOMaTM3MPOBAHHOM
pexuve:

15

oTMeTKa o] perncTpauum
nepuogmnydecknx msgaHmn B b AC
(HOMep, KONMMYeCTBO 3K3EMMSISPOB,
oTaen XpaHeHus1)

OQHa 3aruncb

0,5

BeneHune kHUMM cymmapHoro yyera:

16

BbleNfleHne OOKYMEHTOB MO Buaawm,
OoTpacnsaM 3HaHWSA; NoacyeT 4yucna
AOKYMEHTOB; 3arnucb pe3yrbTaToB
nogcyerta no ycTtaHoBreHHOU doopme
B KHUre cymmapHoro yyeta (KCY)

ofHa napTus

10,0

17

noacyeT NOCTPaHUYHO MO NO3ULUSM
AaHHbIX KCY; nepeHeceHue WUTOroB
Ha CriegyoLLy0 CTpaHuLy

ofHa nosuuus

2,0

18

cBepka (MHaAHCOBbLIX [OOKYMEHTOB
oTaena C doMiHaHCOBbIMM
OOKYMeHTamu byxrantepum

OOVH
[OKYMEHT

2,0




19 odoopMIieHne CONpoBOAUTENbHbIX || OAWH 15,0
OOKYMEHTOB (HaknagHas, akT) Ansa || AOKYMeHT
nepegayvn B 6yxrantepuio
Pabota B aBTOMaTM3MPOBAHHOM
pexmmve:
20 BBOA, cTatucTuieckux aaHHblx KCY || ogHa naptus 6,0
B Bl AC (rog, Homep KCY, Homep
CONPOBOANTENBHOIO AOKYMEHTA,
NCTOYHUK KOMMEKTOBaHUS,
MCTOYHUK (OMHAHCUPOBAHNA, YUCIIO
Ha3BaHUW, YMCIIO IK3EMMMSAPOB, TUM
n3gaHum, cymma)
21 pacne4vatka KCY Ha npuHTepe oOHa 1,0
CTpaHuua
BeneHne MHBEHTAPHOW KHUIN:
22 OpOpPMJSIEHNE MHBEHTAPHOW KHUIK; || ogHa 1,0
Hymepauus CTpaHuy, NpoCTaBlieHne || cTpaHuua
HOMEpa B MHBEHTAPHOW KHUre
23 3anncb AOKYMEHTOB no || oguH 10,0
YCTaHOBJIEHHOM doopme B || AOKYMEHT

MHBEHTAPHYD  KHWUIY;  BHECEHue
bubnmorpadmyecknx ceegeHun Ha
HOBbIE MOCTYMNSIEHMS; NPOCTaBIEHNE
NHBEHTaPHOro HOMepa Ha
OOKYMEHTe,  MAEHTUGMKALMOHHOIO
(CMCTEMHOro) HOMeEpa Ha >XECTKOM
ancke

Pabota B aBTOMaTM3MPOBAHHOM
pexuve:




24

cosfaHue Grnbnmorpadmyeckon
3anmncu Ha NOCTYNUBLLMA JOKYMEHT B
"uBeHTapHoun kHure" B AC

OOVH
[OKYMEHT

15,0

25

pacneyaTtka WHBEHTapHOM KHUMM Ha
NpuUHTEpE

ofHa
cTpaHuua

1,0

BbiObITVE OOKYMEHTOB:

26

cocTaBfieHMe T[o[oBOro MnraHa Ha
BbiObITUE,  yKaszaHuMe  KBapTana,
nogpasgeneHvs, Buga OOKYMEHTOB,
KONM4ecTBO

OAWH NfiaH

2160,0

CocTaBrneHue akToB CrCaHus:

27

npuem doopmynspos, CMUCKOB
Bbl6 bIBLLUMX [OKYMEHTOB oT
CTPYKTYPHbIX nogpasaeneHum;
perMcTpaums akta

OOWH aKT

10,0

28

MOUCK MO WHBEHTApPHOMY HOMeEpY
oubnuorpadmyeckon  3anucu B
9NEKTPOHHOM Kararnore;
onpegeneHne KoadpdumumneHTa LeHb!,
roga nocTynfeHns U BHeceHue Ans
cnucaHus JOMNONMHEHUN B
B6rnbnnorpadmyeckyto 3anucb

OQHa 3aruncb

0,5

29

npu OTCYTCTBUU 3anvcu B
9NEeKTPOHHOM KaTariore BBefeHue
BCeX ans doopmmpoBaHnA
Bubnmnorpadmyeckon 3anucu
cBefeHun c dopmynsapa unnm o u3
Cnucka akTa

O[Ha 3aruncb

3,0




30

BHECEHMWE 3arnu1cu B aKTe CNUcaHus K
WHBEHTapHOMY HOMepy [OOKyMeHTa
HOMepa BblObIBLUEN  KHUMM U3
KOMMneKTa penbedHO-TO4YEYHOro
OOKYMEHTa

OQHa 3aruncb

0,2

31

npoBepka WHBEHTAPHbLIX HOMEPOB,
roga nocTynsfieHnsa, KoadpuumeHTta
LeHbl BblObIBLLErNO JOKYMEHTA

OQHa 3aruncb

3,0

32

pacne4yatka cnucka  BblObIBLUMX
OOKYMEHTOB B andaBnTHOM nopsiake
ans yaaneHus MHBEHTaPHbIX
HOMEPOB W WU3bATUA KapTOYeK Wu3
CUCTEMbl  KapPTOYHbLIX  KaTranoros
BnbnmMoTeku

OQHa 3aruncb

3,0

33

3annchb o] BblO bIBLUMX n3
aencteyrowmx ¢oHOoB 6MOnMoTeku
OOKYMEHTax B  COOTBETCTBYIOLLMX
rpadgax 2-n yactn KCY (garta, Homep
aKkTa, KONM4ecTBO, cymMma,
coaepxaHue, NpUYKMHbI BblIObITUS)

OQHa 3aruncb

3,0

34

NCKINIOYEHNE OOKYMEHTa MO aKkTy U3
YYETHbIX (POPM (MHBEHTAPHOW KHUIMN)

OOVH
[OKYMEHT

4,0

35

noralleHne WHBEHTapHOro Homepa U
wremnens ounonmoTeku Ha
OOKYMEHTE

OOVH
[OKYMEHT

0,5

36

noaLunBKa akToB

OOWH aKT

0,5

I'Ipl/lmeanme: npu pa60Te C AOKYMEHTaMWn Ha MHOCTPaHHbIX A3blKaxX K HOpMe

BPEMEHU MPUMEHAETCSA NOBbILALWMN KoaddmumeHT 1,2.




3.3. bubnmnoteyHaa obpaboTka JOKYMEHTOB

Tabnuua 44.

Tabnuua 44

N HanmeHoBaHune npouecca, || EanHnuya Hopma

n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,

MW/H.

1 2 3 4
[pyem OOKYMEHTOB:

1 npuem napTum OOKYMEHTOB; || ogHa napTus 5,0
npoBepka 9K3eMMNSIAPHOCTH no
conpoBoaUTENbHOMY O OKYMEHTY;
3anucb B KHUre y4yeTa

2 NnoaroToBKa AOKYMEHTOB K || oguH 0,7
WHOEKCUPOBAHUMIO M BBOAY B || AOKYMEHT
9NEeKTPOHHbIN KaTarnor

3 NPOCMOTP n BbISIBNieHWe || ogHa 3anucb 0,2
aHanorM4yHbIX WM3gaHUA Ha OpYyrux
Buaax HOCUTENEN B 3JIEKTPOHHOM
Karanore

4 NPOCMOTP AOKYMEHTOB Ha || oawH 30,0
MHOCTPAHHbLIX W HaUMOHambHbIX || AOKYMEHT

A3blkax; nepesBod And oOnMcaHus
CBEeLEHUN Ha PYCCKUM A3bIK




dopmmpoBaHue dubnmorpadgmyeckom
3anucu

Pekatanornsauusi:

CBEpKa KapTOYMEeK C [OOKYMEHTOM;
ncnpasneHne cTaporo
Bubnmnorpadmyeckoro OnucaHus;
COCTaBliEHME  HOBOIO  OMUCAHWS;
nepeHeceHne wmdpa, MHBEHTAPHOIO
HomMepa, BUBNMOTEYHON NOMETKM

o[Ha KapTo4Ka

7,0

CuctemaTtnsaumsi 4OKYMEHTOB:

cuctemaTusaums  OOKYMEHTOB  C
NCNOMb30BaHNEM ne4yaTHou
KapTOYKM WNKM aHanora Ha Apyrom
BMae HOoCUTENS; npoBepka
COOTBETCTBUSA MHOEKCOB Tabnmuam
Krnaccudukaumn, NPUHATBIM B
6unbnmnoteke; NpocTaBrneHne MHaekca
Ha JOKYMEHTe

OOVH
[OKYMEHT

2,0

cuctemMatmsaumsa OOKYMEHTOB Mpu
OTCYTCTBMM NEeYaTHOW KapTOYKU Unn
aHarora Ha Opyrom Buae HOCUTEnNs;
NPOCMOTP 9TUKETKM n3gaHus,
npocyLmBaHue
KacceTbl/guckal/doneL-KkapTbl; YTeHne
CBeLEHUN, HarnucaHHble perbedHo-
TOYEYHbIM LUPUPTOM, 415 YTOYHEHUS]
aBToOpa, Ha3BaHWs, BbIXO4HbIX
OaHHbIX, CoAepXaHud; onpeaerieHne
nHaekca no Tabnuuam
Kraccudmkaumm, NPVHATbLIM B
6unbnmnoteke, NpocTaBneHne MHOekca
Ha JOKYMEHTE

OOVH
[OKYMEHT

10,0




nrockKorne4vyaTtHoro JOoKyMeHTa

8 onpenerieHne aBTOPCKOro  3Haka || oguvH 0,2
AOKYMEHTAa Mo aBTOPCKMM Tabnumuam || OOKYMEHT

9 nposepka NpaBUrbHOCTH n || oouH 3,0
ncrnpaBneHne KnaccudmKaLMoHHOro || AOKYMEHT
MHOEKCa W aBTOPCKOro  3Haka,
yKasaHHbIX Ha 9TUKeTKe "roBopsLen”
KHUMN

10 onpeaeneHue nHgekcos || ogHa  donewr || 5,0
Npov3BedEeHUn,  3anucaHHbIX  Ha || KapTa
donew-kapte (oT 4 oo 8 HasBaHui),
ans  popMmnpoBaHns  KaTarioXHOro
lwmdopa

11 onpegeneHne dopmara, Konmyectsa || 04HO 5,0
OpanneBCKMX W  MrocKonevaTHbIX || Has3BaHue
IMCTOB, XapakTepa MNPUIIOXEeHUI,
penbedHO-TOMEYHbIX  M3OaHUu 1
penbedHo-rpadmyeckmx nocobui

12 onpeneneHne U nepedyucneHue (| ogHo 5,0
MaTepuaroB, WCMOMb30BaHHbIX MNpU || Ha3BaHue
CO34aHnN TaKTUIbHbIX PYKOAENbHbIX
n3gaHun;,  nepecyeT  KonmyecTsa
CTpaHuy, NPUIIOXEHUW, BbIABNEHME
APYrMX XapakTepHbIX O0COBEeHHOCTeN
AOKYMEHTOB

13 nepecyeT NPUIIOXKEHUN, BbiABNEHWE || O4HO 3,0
APYrMX XapakTepHbliX OCcobeHHoCcTen || HasBaHue

MNpeomeTnsaums JOKYMEHTOB:




14 npeaoMeTusaumsa  OOKYMEHTOB  C || ogHO
NCNOMb30BaHNEM PYOpUK neyaTHOW || Ha3BaHue
KapTO4KK; NpOBEPKaA COOTBETCTBUA
pyobpuKkun ne4yaTHou KapTO4Ku
npegmeTHOMY KaTarory

3,0

pyOpvKM; npoBepka nNpaBUITbHOCTU
npegMeTHoM  pybpukn,  TOYHOCTU
HanncaHus

15 npegmeTusaums [LOOKYMEHTOB Mpwu || O4HO 6,0
OTCYTCTBMM  MNevYaTHOW  KapTOYKKY; || HasBaHue
O3HaKOMIIieHne C OOKYMEHTOM,
onpegeneHne pyépuku

16 COCTaBfieHMEe HOBbIX nNpeaMeTHbIX || oaHa Kaptodka || 2,0
pybpuK 1 noapyopuk; nepeHeceHue
Ha KapTO4YKN CryXebHOM KapTOTEKN

17 pefakTupoBaHue npegmeTHou || ogHa kaptodka || 1,0

[MpymeyaHne: K  HOpMaM  BPEMEHW  MPUMEHSAIOTCS
KOS pJMLIMEHTDI:

nosblLLIAIOLLME

- Npu cocTaBneHun Owubnmorpadmyeckoro onucaHus Ha [OOKYMeHTe, Ha

TUTYNBHOM  NIUCTE, HA KOTOPbIX YaCTUYHO OTCYTCTBYIOT
Bubnmorpadmyeckon 3anucu - 1,2;

- npu 6nbnmoTevHomn o6 paboTke HOTHLIX n3gaHun - 1,5;

- Npy paboTe ¢ 4OKYMEHTaMM Ha MHOCTPaHHbIX si3blkax - 1,2.

3.4. OpraHunsaunsa n BegeHne Kkatarnoros

OaHHble  Ons

Tab6nuua 45.

Tabnvua 45
N HanmveHoBaHue npouecca, || EanHnuya Hopma
n/n onepauun. CoctaB paboThl N3MepeHns BPEMEHMN,

MWUH.




Opranunsauus andaBuUTHbIX
KaTtanoroB (NfOCKONEYaTHbIX KHM,
HOT, rpamnsiaCTUHOK):

noabopka KapTtoyek no andasuty
damuniMn - aBTOpoOB WNN  3arnasumn
As pacCTaHOBKMU

o[Ha KapTo4Ka

0,2

paccTaHoBKa npeaBapuTenibHO
nogobpaHHbIX KapTOYeK

o[Ha KapTo4Ka

0,3

peaakTupoBaHue KaTarnora;
NpoBepKa pacCTaHOBKU KapTOYeK,
NpaBuUibHOCTU  0OD0ABOYHbLIX U
CCbISTOYHbIX KapTOYeEK,
ncnpasneHne owmb ok

o[Ha KapTo4Ka

0,5

HanucaHve  pasgenutens  And
KaTanora, ykazaHue 6ykBbl, crora

OOVH
pasgenuterb

0,6

paccTaHOBKa pasgenurernen B
Katarnore; nogbopka pasgenurend
no andgaeuty; MNOUCK  MecTa
pasgenvrens; npocTaBsreHue
pasgenurens

OOVH
pasgenuterb

0,3

npoBepKa pacCTaHOBKMU
pasgenutenen; ncnpasneHue
OLMBOK

OOVH
pasgenuterb

0,3

opraHmn3auud cuncreMatTn4eckoro
KaTtarora nriockone4yaTtHbIX KHUr




7 noabopka KapTovyek Mo mHaekcawm, || ogHa kapTodka 0,3
BHYTPM pasgena no andgasuty
damMunMn  aBTOpPOB WM 3arfnaBuUn
A5 pacCTaHOBKMU

8 paccTaHOBKa npegBapuUTeNibHO || O4Ha KapTo4ka 0,3
nogobpaHHbIX KapTOYeK

9 pefakTupoBaHue KaTanora; || ogHa KapTo4ka 1,0
nposepka NpaBuibHOCTU
HanorHeHNa pasfenoB KaTarnora no
coaepxaHuto, nHaexkcauum n
paccTaHoBKe, ncnpasneHue
OLMBOK

10 pekraccudmkaums KaTarora; || ogHa KapTo4ka 6,0
ncrnpaBneHne MHOEKCOB, BHECEHME
ncnpasrieHnin B andgoaBUTHbLIN
KaTarnor

11 HanucaHwe pasgenurens ans || oauH 0,5
KaTarnora; ykazaHve HaumeHoBaHus || pasgenuTernb
pasgena, nogpasgena M UHbIX
pasgenurernen

12 paccTaHoOBKa pasgenvtenen B || oauvH 0,3
KaTtanor; nogbopka Mo wmHAekcaMm, || pasgenuTernb
MNOUCK MecTa, NoCTaHOBKa
pasgenurens

13 npoBepKa pacCTaHOBKM || oOuH 0,3
pasgenurenen, ncnpaeneHne || pasgenurerns

OO oK




Opranunsauus cucTeMaTU4YeCcKmnx
KaTaroros ("roBopAmx" n
penbeHO-TOUYEYHbIX KHUI, KHUM MO
My3blkE WM HOTHbIM  U34aAHUAM
penbedHO-TOYEeYHOro Wwpudra):

14

noabopka kapToyek, odhopMIIEHHbIX
ABYMS Lpudpramm
(nnockonevaTtHbIM U peribedHo-
TOYEYHbIM), MO WMHAEKCaM, BHYTpWU
pasgena no andgasuty damunn
aBTOpPOB WM 3armaBun  Ons
pacCTaHOBKM

o[Ha KapTo4Ka

1,0

15

paccTaHoBKa npenBapuUTesibHO
noao6paHHbIX KapTOu4ex,
OJPOPMJSIEHHBIX ABYMSA LWpUdITamu

o[Ha KapTo4Ka

4,0

16

peaakTpoBaHue KaTarnora;
nposepka NpaBuibHOCTU
HanorHeHNsa pasgenoB KaTarnora no
coaepxaHuio, nHaexkcauum n
paccTaHOBKe KapTOYeK,
ncrnpasneHne owmb ok

o[Ha KapTo4Ka

0,5

17

pekraccudmkaums KaTarora;
ncnpaefieHne MHOEKCOB, BHECEHMe
ncnpasrieHnin B andgaBUTHbLIN
KaTarnor

o[Ha KapTo4Ka

6,0

18

HanucaHwe  pasgenutens  Ans
KaTanora; ykasaHue HanMeHOBaHMWs!
pasgena, nogpasaena

OOVH
pasgenuTerb

1,0

19

paccTaHOBKa pasgenurernen B
KaTanore; nogbopka no mMHOekcam,
NOUCK MecCTa, NnocTaHOBKa
pasgenurens

OOVH
pasgenuterb

0,3




20

npoBepka
pasgenureneu,
oMb oK

pacCcTaHOBKU
ncnpaeneHue

OOVH
pasgenuterb

0,3

PaboTta C
nrockoneyaTHoum
KapTOUYKMW:

MaKeToM
KaTarnoyHow

21

NPOYMTbIBaHME He3psiYemy
pabOoTHMKY TekcTa NrockoneYaTHon
KapTO4KK

OQHO Ha3BaHne

12,0

22

BHECEHMe B MaKeT MJiocKone4yaTHoW
KapTO4KM Gunbnmorpadmyeckon
3anucu peribePHO-TOHYEYHbIM
Lpndprom

OQHO Ha3BaHue

12,0

23

nepeHeceHne gaHHbIX O dhamnax c
KECTKOro AUCKa Ha KaTarioxHble
KapTO4Ku

OQHO Ha3BaHue

4,0

24

peaakTupoBaHue 9IeMEHTOB
Bubnmnorpadmyeckon 3anucum,
BbINOSIHEHHOW peribePHO-TOYEYHbIM
LLPUAOITOM; UcnpaBneHne owmbok

OQHa 3aruncb

0,3

OpraHnsaumna  Tonorpadmy4eckoro
KaTanora:

25

noadopka KapTo4vek no
CTPYKTYPHbIM nogpasaeneHmsam
(oTaenam-doHaoaepKaTensim)

o[Ha KapTo4Ka

0,2




26

noaodopka KapTo4yek no
NHBEHTapPHbLIM HOMEpaMm

o[Ha KapTo4Ka

0,2

27

paccTaHoBKa npeaBapuTenibHO
nogobpaHHbIX KapTOYeK

o[Ha KapTo4Ka

0,2

28

pefakTupoBaHue KaTarora;
npoBepKa NpaBUSTbHOCTU
pacCTaHOBKMU KapTo4ek n
pasgenurenen; ncnpasneHue
ombKm

o[Ha KapTo4Ka

0,3

29

HanucaHve  pasgenutens  And
KaTarnora; NnocTaHOBKa
pasgenuTens B Kataror

OOVH
pasgenurerb

0,3

N3baTne n3 KapToOuHbIX KaTaroroB
(andgaBUTHOrO, CUCTEMATUYECKOrO,
Tonorpacmyeckoro) KapTodek Ha
NUCKIMIOYEHHbIE M3 BUBIMOTEYHOro
dooHAa OOKYMEHTHI:

30

perMcTpauus akTa Ha crnucaHue B
KHUre yyeTta

OOWH aKT

3,0

31

NMOUCK KapTO4KM (OCHOBHOWM,
nobaBo4vHON); 3avepkmBaHue
CNNCbIBAEMOTO WHBEHTAapPHOro
HOMepa, WHBEHTaApHOro Homepa
CMNNCbIBAEMOWN KHUMM U3 KOMIMMEKTa
penbedHO-TOYEYHOro lwpudota
(PTLL) B COOTBETCTBYHOLLEM
WHBEHTApPHOM HOMepe; YyaarneHue
KapTOYKM

o[Ha KapTo4Ka

1,5




32

MOOCYET  KONMMYEecTBa  M3bATbIX
KapTO4eK U3 CUCTEMbl KapTOYHbIX
KaTanoroB M KapTOTeK; 3anncb B
KHUIY y4eTa

o[Ha KapTo4Ka

0,1

[NepeanpecoBka LOKYMEHTOB:

33

permcTpauma  akta  nepegadu
OOKYMEHTa B KHUre yyeTta

OOWH aKT

3,0

34

NMONCK KapTO4KW, ncnpasrieHne
MecCTa XpaHeHund OOKYMEHTAQ,
BO3BpaLleHne KapTO4Kn B KaTtaror

o[Ha KapTo4Ka

3,0

TexHn4yeckas obpaboTka
OOKYMEHTOB:

35

HaknemBaHMe  KapMalKoB  Ha
OOKYMEHT Ha GyMaXHOM HOCWUTErE;
HanucaHue Ha Kapmaluke
MHBEHTAPHOIO  HOMepa, MecTa
XpaHeHust

OAVH KapMaLlleK

1,0

36

HanucaHne wudpa Ha OOnoxke,
TUTYIbHOM NINCTE LOKYMEHTA

OOVH OOKYMEHT

0,8

37

BJIOXXEHME KHWXHOrO dpopmyrndpa B
KapMalleK, KOHTenHep

O4WH dhopMyriap

0,1

38

npoBepka M wucnpasrieHne Lwmdgpa
Ha OTUKEeTKax ayauoBudyarbHbIX
AOKYMEHTOB Ha aHarioroBbiX W
LMPPOBbLIX HOCUTENSAX

OOVH OOKYMEHT

0,5




39

cocTaBlieHnEe nrockone4yaTHoOu
9TUKETKM Ha aygumoBusyaribHble
AOKYMEHTbl Ha aHarioroBbix W
LNPPOBbIX HOCUTENHAX; MNpoBEpKa
3anucu, ucnpaeneHne  owmbok;
pacneyarka

OOWH OOKYMEHT

5,0

40

noabopka [LOKYMEHTOB MO MeCTy
XpaHeHus; nepenadvya 4OKYMEHTOB C
KaTasnoXHbIMn KapTo4yKamu n
KHVKHbBIMIN dopmynsipamm B
oTAenbl-ooHaoaepaTenu

OOWH OOKYMEHT

1,0

41

OTMETKa B KHUre y4vyeta O nepegade
napTum JOKyMEHTOB

o[Ha napTus

3,0

Opranunsauus n BeAeHue
9NEeKTPOHHOro Kararora

dopmupoanne n sesog B b AC
Bubnmorpadmyeckmnx sanmcen

O[Ha 3aruncb

[MnockonevaTHbIX N3gaHun:

42

npwu OTCYTCTBUU ne4yatHou
KapTOYKMN N aHarorm4HbIX 3annucemn B
SIIEKTPOHHOM KaTarore

6,0

43

NPU HanMM4YUM NeYaTHOM KapTOYKK
WM aHarnorMyHbIX  3anucen B
3NEeKTPOHHOM KaTtarore

4,0




44 npy OONOfHUTENbHOW paboTe C 15,0
aHHoTaumen (MOUCK aHHoTauuuM B
"nTepHeTte", peoakuus
aHHOTaLun)
PenbeHo-TOYEYHbIX N34aHnN:
45 0e3 BBOAa aHHOoTaLun 4.0
46 npu AOMNorHUTENbHOM paboTe C 15,0
aHHoTaLnen
47 n3gaHUM Ha KacceTax 4,0
48 N3aaHUN Ha ONTUYECKMUX JUCKaX 5,0
49 n3gaHum Ha dorell-kapTax 15,0
50 C XXeCTKOro aucka 3,5
51 pernbegHo-rpadmyeckmx nocodun 7,0
52 TaKTUIbHbIX PYKOAESbHbIX U3gaHuin 25,0
53 cocTaBfeHue aHanuTu4yeckomn || oaHa 3anucb 5,0
3anucu
54 pocnncb coaepxaHusi COOPHUKOB, || 0AMH COOPHUK 25,0

HanevyaTaHHbIX
TOYEYHbIM LLPUPTOM

penbedHo-




55 COCTaBrieHne n00aBOYHbIX n || oOHO onucaHue 1,0
CCbIJIOMHbIX ONMUCaHU

56 peoakTupoBaHue O[Ha 3annucb 1,0
Bubnmorpadmyeckmx 3anuvcen;
npoBepka NpaBUIbHOCTU
3MeMeHToB  3anucen; BHeceHune
N3MEHEHUN

57 cocTaBneHune n BBO[ B || oaHa 3anucb 0,5
9NEKTPOHHbIN KaTanor HOBbIX
pybpuK, noapybpuk, nepcoHanmim

58 BblBOA Bubnuorpadmyecknx || ogHa 3anucb 15,0
3anncen Ha aKpaH
dopmatupoBaHme U pacnedarka
KapTO4eK N y4ETHbIX hopM
dopmatnpoBaHMe U pacnedartka || ogHa KapToudka
KapTOueK:

59 OCHOBHas Ans andaBUTHOIO 2,3 CeK.
Karanora

60 aobaBodHass AOns andgaBUTHOMO 1,0
Kartanora

61 CCblIJloMHass  gnsa  andbaBUTHOIo 1,0
KaTtanora

62 Ans TonorpadomM4eckoro Kkararora 0,7




63

doopmaTupoBaHMe W© pacnedaTka
MakeTa KapToyku (nrockonevyaTHas
3anucb) AN cUcTemMaTU4ecKoro
KaTanora "rosopsaumx” 1 penbedgHo-
TOYEYHbIX JOKYMEHTOB

oOVH MaKeT
KapTO4YKu

1,5

64

pacneyaTka KHKHbIX bopMynsipoB

O4WH dhopMyriap

0,2

65

onpegeneHne aK3emnnsapHocTn (no
KOSMYECTBY KHWUI B KOMMSEKTE) U
pacne4atka  dopmMmynsgpos  Ans
n3gaHun, HaneyaTaHHbIX
peribepHO-TOYEYHbIM LLIPUJITOM

O HO Ha3BaHue

0,7

PeTpOCI'IeKTI/IBHOG nonorsriHeHune
AJIEKTPOHHOIO KaTtarsiora:

66

nouck B andaBUMTHOM Kartarore
MIMOCKOMEYAaTHbIX KHUI  KapTOYKM
ansa eeoga B b1 AC

o[Ha KapTo4Ka

0,2

67

BBO/J CBEOEHUN C MMockornevyaTHom
KapTO4KN B COOTBETCTBYIOLLME NONS
ounbnunorpadmyeckon 3anucu B B[
AC

O HO Ha3BaHue

2,0

68

MOUCK MO YYETHbIM OOKYMEHTaM WU
Tonorpagm4yeckomy KaTanory
cBegeHun, OTCYTCTBYIOLLMX B
nriockonevyaTHOM KapToudke; BBOA
HaNOEHHbIX cBegeHunn B
COOTBETCTBYyHOLWE noss
oubnunorpadmyeckon 3anucu B B[]
AC

OO HO Ha3BaHue

2,0




69 npoeepka npaBuibHOCTU || O4HO Ha3BaHue 0,5
6ubnmorpadmyeckon 3anmucu

70 BO3BpaT B alngaBUTHbLIA KaTarnor || ogHa KapTodka 0,2
NIOCKone4vaTHbIX KHUI
OTpabOoTaHHOM KapTOYKM
N3baTtue Grnbnmorpadmyeckon
3anucum U3 3NeKTPOHHOro KaTarora:

71 perMcTpaumss akta Ha ChnucaHue || OAuH akT 3,0
OOKYMEHTOB B KHUre y4eTta

72 N3BATUE N3 INIEKTPOHHOrO Kartarsiora || ogHa 3anucb 3,0
bubnmorpadmyecknx 3anucen Ha
NUCKIMIOYEHHbIE M3 BUBIMOTEYHOro
dooHAa OOKYMEHTHI

73 noacyeT Kornm4ecTBa U3bATbIX U3 || 0QHA 3anucb 0,1
9NEKTPOHHOro Kartanora 3anucewu;
3anucb B KHUIY yyeTa

3.5. dopmupoBaHme 6a3 gaHHbIX 3BYKOBbIX GhansioB
Tabnuua 46.
Tabnuua 46
N HanmveHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4




KoHBepTupoBaHue
ayanmogoKYMEHTOB c
KPUATO3aLLMTON C XEeCTKOro Aucka B
nporpamMmmbl  Ona  paboTbl  C
"roBopsALLMMM KHUramm'":

onpegeneHne Hannymus AoKyMeHTa B
nporpamme  Ons paboTbl C
"roBopsAWMMN KHUramun"; n3amMeHeHue
HaCTpOeK nporpamMmmbl A4ns paboTbl ¢
"ropopALLMMU KHUramm'

O HO Ha3BaHue

0,05

3anoJsiHeHne KOpP3nHbl OKYMEHTaMM

O HO Ha3BaHue

0,04

co3fjaHne TMpPOMEXYTOYHOM Marku
ANsi KOHBEPTUPOBAHUS

ofHa nanka

1,0

KOHBEPTMPOBaHME OTOOpaHHbIX
OOKYMEHTOB B  MPOMEXYTOYHYIO
narky

O HO Ha3BaHue

0,03

KOHBEPTUPOBaAHNE [JOKYMEHTOB W3
MPOMEXYTOYHOM nanku B
nporpamMmmbl  Ona  paboTbl  C
"ropopsALLMMU KHUramm'

O HO Ha3BaHue

0,08

KoHBepTupoBaHue
ayaOVOOOKYMEHTOB C  OMNTUYECKMUX
AVCKOB B NMporpammbl s paboTbl €
"roBopsALLMMM KHUramm'":

NMOUCK [OOKYMEHTOB B nporpammax
ana  pabotbl ¢ "roBopsAwMMM
KHUramm"

O HO Ha3BaHue

0,05




[NoaroTtoBka AOKYMEHTa K
KOHBEPTUPOBAHMIO:

7 KOnupoBaHWe LOKYMeHTa C JUCKa OAVH yac || 0,12
3By4aHu4
8 KOHBEepTUpoBaHMe AOKYMeHTa || oauvH yac || 1,1
BCNoMoraTeribHOM NporpaMmmon 3By4aHus
9 npu OTCYTCTBUU Ha3BaHuA || ogHo Ha3BaHue || 2,0
AOKYMEHTa 03BYy4YMBaHWE Ha3BaHWUS
cpencrteBamm
10 3anosiHeHue y4yeTHOM doopmbl || ogHO Ha3BaHue || 2,0
BBOAMMOIO [OKyMeHTa (C y4yeToMm
BPEMEHN Ha [MOWUCK aHHOTauuuM B
"ntepHeTe", wHoekca bBBK B
9NEKTPOHHOM KaTarore) ans
KOHBEPTUPOBAHMSA B  NpPOrpammbl
ana  pabotbl ¢ "roBopsAwMMM
KHUramm"
11 KOHBEPTMPOBaHMe B nporpammbl || 100 M6 4.1

ana  pabotbl ¢ "roBopsAwMMMK
KHUramm"

KoHBepTnpoBaHue

ayamoaoKyMEHTOB C
KpUNTO3aLmTon C cauvTa
opraHu3auumn-napTHepa B

nporpammbl  Ona  paboTbl  C
"roBopsALLMMM KHUrammn'":




12

onpegeneHne Hannyms 4oKyMeHTa B
nporpamme  Ons paboTbl C
"ropopALLMMU KHUramm'

OQHO Ha3BaHue

0,05

13

CKayvBaHue OOKYMEHTOB C caunTa

1 M6

0,2

14

pasapxMBUpOBaHMe JOKYMEHTOB

1 M6

0,2

15

3anosfiHeHve y4yeTHOM doopmbl
BBOAUMMOIO [OKyMeHTa (C yyeToMm
BPEMEHM Ha MOUCK aHHoTauun B
"HtepHeTe", wHoekca bBbBK B
9NEeKTPOHHOM KaTarore) ans
KOHBEPTMPOBaHMUS B  MporpaMmsbl
ana  pabotel ¢ "roBopsAwmMM
KHUramm"

OQHO Ha3BaHue

0,3

16

KOHBEPTMPOBaHME B
ana - pabotbl €
KHuramm"

nporpaMmmbl
"roopALLmMU

100 M6

4,1

[NoaroTtoBka cnucka HOBbIX
NoCTynneHnn (gpopmat JOKyMeHTa):

17

BbIrPy3Ka KaTarora nporpaMmmbl O
paboThl C "roBOpALLMMN KHUramm'"

OAHa BbIrpy3ka

4,0

18

Bbifpy3ka M3 @anrna [OOKYMEHTOB,
NOCTYNUBLLMX 32 OnpeaerieHHbIN
BPEMEHHOM  WHTepBan  (Mecsu,
KBapTan, rog)

OAHa BbIrpy3ka

20,0

19

yoarneHue FINLLIHNX
MHJPOPMALIMOHHbIX MOSien B CNUCKe
HOBbIX MOCTYMNEHWUN

OOVH  CMUCOK
(150-200
Ha3BaHWN)

10,0




20

KonupoBaHue dhanna wu3 dopmaTa
B AC B dpopmaT AOKYMEHTA

OAVH CIMUCOK

1,0

21

npeobpasoBaHne [OOKYMeHTa B
doopmare AOKYMeHTa ans
nocreayrowero  pasMelleHnss  Ha
cauvte

40 K6

6,0

O3By4ynBaHue cnmcka HOBbIX
MNOCTYNSIEHUA CUHTE3aTOPOM PEYMU:

22

BbIrpy3Ka KaTarora rnporpaMmmbl O
paboThbl C "roBOpALWMMN KHUramm'"

OAHa BbIrpy3ka

4,0

23

BbIrpy3ka m3 doamna dopmara bl
AC [OKyMEHTOB, MOCTYMNMBLUMX 3a
onpeaeneHHbIn BPEMEHHON
nHTepBan (Mecsu, KBapTtan, ros)

OAHa BbIrpy3ka

20,0

24

yoarneHue FIALLIHNX
MHJPOPMALIMOHHbIX MOSien B CNUCKe
HOBbIX MOCTYMNEHNU

OAVH CIMUCOK

10,0

25

KonupoBaHue dhanna wu3 dopmaTta
B AC B dpopmaT AOKYMEHTA

(150-200
Ha3BaHWN)
OOMH CMUCOK

1,0

26

npeobpasoBaHne [OOKYMeHTa B
dopmaTte [OOKymeHTa B popmy,
yoobHyro and 03BY4MBaHUA
CUHTE3aTOPOM peyn

40 K6

6,0

27

pa3buBka OoKkymMeHTa B dopmaTte
[IOKYMEHTa Ha NpeasioXeHns

40 K6

80,0




28 03BYy4uMBaHWe OOKYMeHTa B || 40 K6 3,0
nporpaMmme ON9  YTEeHUs  BCRyX
TekcToBbIX ¢hannos ("banabonka" u
Apyrvie)
29 pa3MeLleHne 03BY4YEHHOro cnucka || oguH  cnucok || 15,0
HOBbIX MOCTYMNSIEHNA Ha canTe (150-200
Ha3BaHWN)
30 KOHBEPTUPOBaHME O3BYYEHHOro || O4WH CNMUCOK 1,0
cnucka B nporpaMmmbl anst paboTbl C
"ropopALLMMU KHUramm'
3.6. Pabota ¢ pooHgom. PaboTta no npnemy JOKYMEHTOB
Ta6nuua 47.
Tabnuua 47
N HanmeHoBaHue npouecca, || EanHunuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MUH.
1 2 3 4

MpueM AOKYMEHTOB B CTPYKTYPHbIX
nogpasaeneHnsax




[lpyem [OKYMEHTOB U3 oOThena
aBTOMaTM3NPOBaHHON  00paboTKu
OOKYMEHTOB n opraHusaumm
KaTaroros, cBepka c
CONpOBOAMTENBbHBIM JOKYMEHTOM:

o[Ha napTus

1-25 9K3emMnIApoB 10,0
26-75 9K3emMnisapos 30,0
perMcTpaumss HOBbIX MOCTYMMEHUA || O4WH AOKYMEHT 0,5
nepuognyeckmnx n3gaHumn,

npocTaBlieHne OTMETKM B

perncTpauoOHHON KapToTeke

NpoCTaBfeHne  wremMnens  unmun || oguH AOKYMEHT 0,5
OoTMeTKa CTPYKTYPHOro

noapasaeneHnst Ha JOKyMeHTe

Moobopka AOKYMEHTOB ans

paccTaHOBKU B hoHae

[Monbopka AOKYMEHTOB MO BUAaM || oguvH AOKYMEHT
N30aHUN:

nrockone4yaTHble n3gaHus 0,07
penbedHO-To4YEeYHbIE U3aHNd 0,08
"roBopsiLme” KHUMM Ha KacceTax 0,1
N3aaHna Ha ONTUYECKUX JUCKaX 0,07




9 n3gaHus Ha dorell-kapTax 0,07
10 pernbegHo-rpadmyeckme nocobus 0,08
11 TaKTUIbHbIE PYKOOENbHbIE N3LaHNA 0,1
12 noabopka KOMMMEKTOB penbedHOo- || OAWH KOMMNSEKT 2,0
TOYEYHbIX KHUT NO Ha3BaHMSM
13 noabopka AOKYMEHTOB Nno || O4AWH SOKYMEHT 0,3
KrnaccudmKauMoHHbIM  MHOEKCcaMm,
aBTOPCKOMY 3HaKy
[Monbopka neproanyecknx n3gaHun || oguH AOKYMEHT
no andgasunTy Ha3BaHWAM, rogaw,
HOMeEpaM:
14 nrnockoneyaTHble n3gaHns 0,07
15 peribepHO-TOYEYHbIe U3aaHus 0,08
PaccTtaHoBka BUbNMoTEYHOro
dooHaa
paccTaHOBKa  [OOKYMEHTOB Ha || OOWH OOKYMEHT
cTennaxax B cuUCTeMaTUdecko-
andgbaBUTHOM Mopsiake:
16 nrockoneYyaTHble n3gaHus 0,08
17 peribepHO-TOYEYHbIe U3aaHus 0,11




18 "roBopsiLme” KHUMM Ha KacceTax 0,1
19 n3gaHust Ha oNTUYECKMX AUcKax 0,1
20 n3gaHna Ha doriel-KapTax 0,1
21 penbegHo-rpadmyeckme nocobus 0,11
22 TaKTUNbHbIE pyKoaerbHble U3gaHngd 0,11
PaccTaHoBka nepuoan4ecknx || oguH AOKYMEHT
nsgaHuin no andgasuTty HasBaHWN,
rogam, Homepam:
23 nrockornevyaTHble U3gaHus 0,1
24 peribepHO-TOYEYHbIe U3aaHuns 0,13
25 packriagka raser no HasBaHuaM, || ogHa nanka 10,0
npokanbiBaHWe OblPOK, BrIOXEHWE B
KapTOHHYO 0BNOXKY (nanky),
NPOLLUHYPOBKA, odoopMIieHne
06Ok (HasBaHue, rod, HoOMep,
mMecsL,)
[lpoBepka npaBUIbHOCTK || mMaccuB dpoHaa
paccTaHOBKMU OOKYMEHTOB B
OTAEeNbHbIX MaccuBax doHAa:
26 1-200 goKyMeHTOB 30,0




27 201-400 nokymeHTOB 60,0
28 nepemMeLLeHmne (nepeHeceHne) || ogHa noska 5,0
AOKYMEHTOB Ha cBODOAHbLIE MecTa
OdopmneHue, HanucaHue || oauH
NOSIOYHbIX pasgenuTenen: pasgenutenb
29 ans cucTeMmaTnyeckomn 4,0
paccTaHoBKM hoHaa
30 ans  andaBUTHOM  pacCTaHOBKMU 3,0
dooHaa
3.7. Pabota ¢ cdoHgom. PaboTa no coxpaHHocTu dhoHaa
Ta6nuua 48.
Tabnvua 48
N HaumeHoBaHne npouecca, onepauuun. || EagnHunua Hopma
n/n CocTtaB paboThl N3MEpPEHMS BPEMEHM,
MWH.
1 2 3 4

[MpoBepka 6ubnnoTeyHoro doHaa:




HanMcaHWe KOHTPOSIbHOIO TasioHa Ha
A OKYMEHT; yKasaHue Ha HeM
WHBEHTAapPHOro HOoMepa, lwmndopa,
doamunmn, NHULMaNoB aBTOpAa,
3arnasusi, roga, MecTa Wu3gaHus,
LeHbl, MecTa XpaHeHud

OAWH TaroH

2,0

OTMETKa O MNPOBEpPKEe [OKYMEHTa Ha
doopmynsipe, KOHTenHepe, 0bnoxke
OOKyMEHTa

OOVH
LOKYMEHT

0,2

Moabopka KOHTPOIbHbIX TANOHOB:

OAWH TaroH

Nno MHBEHTapHbIM HOMEpPaM

0,8

no andgasuty amurnm aBTOPOB WU
3arrnasuu

0,13

No KraccudmkauoHHOMY UHOEKCY

0,1

CBepKa KOHTPOSIbHbIX TaroHOB C
WHBEHTapHOW KHUIou; OTMeTKa
NPOBEPKN Ha TariloHe U B MHBEHTAPHOMN
KHUre

OAWH TaroH

0,5

CBepka KOHTPOIbHbIX TarloHOB C
YYETHBIM nnm andgaBUTHbIM,
TonorpadmyecKkmm KaTanoramu;
OTMETKa MPOBEPKM Ha TanoHe n B
kaTarnore

OAWH TaroH

0,5

npocMoTp dopMbl  MHOMBUAYANbHOIO
yyeTa, BbISIBIIEHME [OOKYMEHTOB, He
NpoLLEeALLNX NMPOBEPKU

OOVH
[OKYMEHT

0,5




9 COCTaBfiIeHME KapTO4KM Ha OOKYMEHT, || Oo4auH 1,0
He npoLueLunn NpoBepKu OOKYMEHT
10 MOUCK [OOKYMEHTOB, He npowenwmx || oguH 50
NPOBEPKK, MO Pa3fUYHbIM YYETHbIM || OOKYMEHT
doopmam, KapToTekaMm, XKypHanawm,
KHWXHbIM MOSfKam
CocTaBneHne cnmcka HegocTawlWwmx B || 0gMH CAMCOK
dooHAEe OOKYMEHTOB:
11 1 OOKyMeHT 1,0
12 2-10 OKYyMeHTOB 10,0
13 11-25 goKyMeHTOB 22,0
OT60op OOKYMEHTOB ANA U3bATUS U3
dooHaa
[lfpocMOTP [OOKYMEHTOB Ha npegmeT || oauH
N3bATUA U3 doHAa: AOKYMEHT
14 HeNpPOUITbHbIX 0,7
15 Ay6neTHbIX 0,3
16 yCTapeBLUMX MO COAEPXaHUI0 0,7
17 BETXUX 0,2




18 Marioncnonb3yemblx, 0,5
HeMcnonb3yemMblx
[MogroToBka OOKYMEHTOB K
aKTMPOBaHUIO:
19 noadbopka OOKYMEHTOB B napTuu no || oguH 0,08
Npy4MHaM  MU3bATUSA; CBepka  C || OOKYMEHT
KHWKHBIM (popMynsipom
20 noadopka KHWKHbIX ¢OpMynapoB Ha || oguH 0,07
OOKYMEHTbl B NOpsagKe WMHBEHTapHbIX || chopmynsap
HOMepOoB, andasunTa, XXypHasibHble - N0
rogam n Homepam
CocTaBrieHne cnmcka K akTy BblObITUSA || oguH akT
(nepegaymn), nogcyeT oOLIEN CYMMbl,
odbopMIeHne akTa:
21 1 OOKyMeHT 1,0
22 2-10 oOKYyMeHTOB 10,0
23 11-25 goKymMeHTOB 240
[MogroToBka OOKYMEHTOB Ha
ByMaXkHbIX HOCUTENSX AN1A nepenneTa
OT6op AOKYMEHTOB Ana nepenneta; || oguH
NpoBepKa COCTOAHUSA  OOKYMEHTQ; || OOKYMEHT
3arnorHeHve (cBepka) KHWKHOIO
doopmynspa:




24

nrockoreyvyaTtHble JOKYMEHThI

2,0

25

penbedHO-TOYEYHbIE AOKYMEHTbI

3,0

26

nogbopka KOMMNNeKToB, CBSA3blBaHME B
nadku; odopMreHne OOKYMEHTOB Anis
nepegayv B nepennet

OOVH
[OKYMEHT

0,5

[MoaroTtoBka K pecTaspauum
"ropopAwmMx” KHUI Ha Kaccetax W
[ OKYMEHTOB, 3anMcaHHbIX Ha
ONTUYECKNX OUCKaX:

27

OTOOp AOKYMEHTOB AS19 pecTaBpauuu,
NpoOBEpKa COCTOSIHUSA  OOKYMEHTA,
3arnorsHeHve (cBepka) KHWKHOIO

chopmynisipa

OOVH
LOKYMEHT

3,0

28

noaroToBka AOKYMEHTOB K
BOCCTaHOBJIEHWIO; noaodopka
[ OKYMEHTOB, aHanorn4yHbIX
NoBpEXOEeHHOMY;, odoopmrieHne
AOKYMEHTOB  ONfi9d  nepefjayn  Ha
pecTaBpayuto

OOVH
LOKYMEHT

0,5

PecTtaBpauusi  nnockone4yaTtHbIX W
penbedHO-TOYEYHbIX JOKYMEHTOB:

29

nepenneTHble paboTbl

OOVH
OOKYMEHT

90,0




30

BOCCTaHOBIIEHNE oTAeSNbHbIX
NOBpPEXEHHbIX CTpaHuL,
HaneyaTaHHbIX peribeHO-TOYEYHbIM
Lpudprom (CKaHMpoBaHue,
pacno3HaBaHue, peaakTMpoBaHue,
pacne4yartka Ha BpanneBcKom
NpuHTEpPE)

ofHa
cTpaHuua

30,0

31

MeIKum PEMOHT (noaknenka
HaOoOpBaHHbIX CTpaHul, nepenneTa,
TUTYNbHbIX ~ JIMCTOB,  KapMaLlKOB,
APrbIKOB, 3amMeHa MNPY>KMHHOTO
nepenneTa)

OOVH
[OKYMEHT

2,0

PecTtaBpauus AOKYMEHTOB,
3anucaHHbIX Ha ayamnokacceTax:

32

BOCCTaHOBIIEHNE NOBPEXOEHHOIO
OOKYMEHTa C  aHanormyHoro Ha
cneynanbHOM obopyaoBaHum B
3aBUCMMOCTU oT TEXHUYECKOro
OCHaLLEHUS

ofHa
onepauus

5,0

33

MeSKnN PEMOHT (3ameHa
HenpaBUIbHbIX CKNeek, MNoaKnerka
pakopaa, 3TUKeTOK Ha dyTnsipax)

OOVH
[OKYMEHT

5,0

BoccTaHoBneHne
yTPaY€HHbIX/NOBPEXOEHHbIX
AOKYMEHTOB, 3anncaHHbIX Ha
ONTUYECKUX ANCKaX:

34

CKaHVpoBaHWe AucKa CTaHOapTHbIMU
cpeacTBamu

OAWH AUCK

2,0




35 CKaHMpoBaHMe MOBPEXOEeHHOro Aucka || oauH AUCK 20,0
C MCMNOMb30OBaHMEM cneuunanbHoro
nporpammMmHoro obecneveHus
36 3arpyska obpasa aucka B || oAnH AuUCkK 3,0
aBTOMaTMYECKMn OybnmkaTtop
KpaTHoe Bocnpoun3sseneHne UCKOB: OOWH ANCK
37 TeKkcToBble dhansbl 0,3
38 3BYKOBble (paurbl 3,0
39 Buaeodannol 6,0
[MpoBepka KavyecTBa KOMNUMU: OAOMH OUCK
40 TeKkcToBble dhansbl 1,0
41 3BYKOBble (paurbl 5,0
42 Buaeodansbl 5,0
[Mprem AOKYMEHTOB nocne
pecTaBpauun:
43 cBepka MoCTynMBLUMX OOKYMEHTOB C || OOWH 1,0
KHWKHBIM ~ QOPMYNSIpOM,  NpoBepKa || OOKYMEHT

KayecTBa [OKYMEHTOB;
BOCCTaHOBIIEHNE 3arnaBus,
HanucaHne wndpa Ha  sAprbike,
KOpeLLKe AOKYMeHTa




Ob6ecnbinvBaHne coHaa:

44

obecnbinMBaHne doHOga C MNOMOLLLHO
nbinecoca; obecneyeHne paboyero
MEeCcTa TEeXHU4YECKMMM CcpeacTBaMu:
NblflecocoM, paboymMm  CTOSMKOM,
CTPEMSAHKOW, BeApOM; npoBedeHune
obecnblMBaHuUs; 3aHeceHue
TEXHUYECKMX CpeacTB Ha MecTa
XPaHEHWS

oAHa
mMepororka

15,0

45

pyyHoe  obecnbimBaHne  poHAa;
obecne4veHune pabouyero MecTa

TEXHNYECKNMU cpencTBamum:
CTPEMSIHKOW, pabovynm  CTOMMKOM,
Tenexkon, Be4poM, TpAnkamu;

NnpoTnpKa, 3aHeCeHNe TEXHUYECKNX
cpeacTtB Ha MeCTa XpaHeHUA

oAHa
mMepororka

10,0

3.8. Pabota ¢ ooHaom. NepeBon AOKYMEHTOB B LindpoBon hopmat

Tab6nuua 49.
Tabrvua 49
N HanmveHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4




OuundppoBka AOKYMEHTOB,
HaneyaTaHHbIX pernbegHo-
TOYEYHbIM LLPUPTOM:

CKaHWpOBaHME N pacno3HaBaHue
penbedHO-TOYEYHOro TeKCTa

ofHa cTpaHuLa

2,0

COXpaHeHue dhamna B TEKCTOBOM
doopmare

O4WH dpavn

0,5

PenaktupoBaHue
OTCKaHMpOBaHHOrO Marepuana B
TEKCTOBOM pefaKkTope:

ofHa cTpaHuLa

XyOOXEeCTBEHHDbI N TEKCT

5,0

TEeXHU4YecKkune n Apyrve
cneuunanbHble TeKCTbl (HOTHas
3anucb, mMaTtemartuka, MeguuumHa,
XMMUS)

40,0

OuundppoBka AOKYMEHTOB,
3anncaHHbIX Ha MarHUTHOWN NeHTe:

nepeBod aHaroroBoM 3annucu B
LmdppoBon popmar

OQHa 3aruncb

6,0

obpaboTka 3annucu Ha MarHUTHOM
NEHTE Ha KaTywKax; pecTaBpauus
3ByKa

OOVH yac
3ByYaHus

180,0

obpaboTka 3annucu Ha MarHUTHOM
NEHTE Ha KacceTe; pecTaBpauus
3ByKa

OOVH yac
3ByYaHus

90,0




OuundppoBka AOKYMEHTOB,
3anucaHHbIX Ha rpamMnacTUHKaXx:

8 NOArotToBka rpamMnnacTuHKM K || ogHa 12,0
3anucu doHorpamMmbl; yaaneHue || rpamnnacTuHKa
Nblnn C NOBEPXHOCTU
rpamMniacTUHKN, cCHATUE
CTaTUYECKOro afieKTpuyecTBa
9 3anncb dooHOorpamMmebl || ogHa
rpamMnnacTuUHKN C || cpoHOrpamma
NCMONb30BaHNEM 3BYKOBOIO
pegakropa
Ob6paboTka 3anncaHHon || ogHa
dooHOrpamMmb!: dooHorpamma
10 NOCTOAHHOE amnnuTygHoe 5,0
CMeLleHne
11 yaaneHve LLEeTYKoB n 10,0
NOTPeCcKMBaHun  C NMOMOLLIbHO
nnarvHa aBTOMATU4ECKOro
HaXoXKOeHnst n yaaneHus
NoAoOHbIX LLENYKOB
12 yCTpaHeHue PoHOBbIX LLUYMOB 10,0
13 obecneyeHne KavyeCTBEHHOIO W 10,0

€CTEeCTBEHHOIro 3BYy4YaHu4 C
MCNOSfIb30BaHMEM  9KBasian3epos
(rpadpnyeckoro,
naparpadm4yeckoro,
napameTpun4ecKkoro)




14 HOpMarm3awuus CBOUCTB 3BYKOBOIO 5,0
MaTtepuana
15 NnoAroToBKa obpaboTaHHON || ogHa 20,0
dooHOrpaMmbl K 3annucu Ha auckax; || dpoHorpamma
paspe3ka 3BYKOBOro danna Ha
TpeKun
16 3anncb NOAroTOBMEHHOrO || OAVH AUCK 12,0
ayoumomatepuana Ha aguck (c
y4yeToMm BO3MOXHOCTM
KOHBEPTMPOBaHUS MaTepuana B
dopmat ayauodpanna)
3.9. O6cnyxmBaHMe nonb3oBaTtenen
Ta6nuua 50.
Tabrnvuya 50
N HanmeHoBaHue npouecca, || EanHunuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHWN,
MWH.
1 2 3 4
3anucb norb3oBaTernemn B

6ubnmnoTeky:




NPOCMOTP AOKYMEHTOB
nonb3oBatens (NacnopT, YNEHCKU
bunet, cTygeHyeckun  Gurer,
cnpaBka 06 wmHBaNMAHOCTU MO
3PEHUI0),  MpoBepKa  HanmMyus
YYETHO-PErMCTpPaL,MOHHOMN

KapTO4KM NoNb30oBaTens

OOWH
norib3oBaTerb

2,0

3anosHeHve YyY4ETHO-
PErMCTPaLUOHHBIX  [OKYMEHTOB
nonb3oBaTens:

O4WH dhopMyriap

dopmynsap Ha GymaxHOM HocuTerne

5,0

9NEKTPOHHbIN dhopMyIap

4,0

permcTpaLmnoHHas KapToyka

5,0

TPaHCMNOPTHBLIW JIUCT

6,0

O0roBop obcnyxvBaHus (2
9K3emMnnApa)

7,0

TeTpagb perncTpauum
rnornb3oBaTenen

1,0

O3HaKOMIEeHne ¢ npasunamm
Norib30BaHUS oubrnimotekon,
CNpPaBOYHbLIM annapartom,
HanM4Ynem Apyrnx OT[ErNoB,
nepevyHem npenocTaBngeMbiX

ycnyr

OOWH
nonb3oBaTerb

20,0




9 pacCTaHOBKa  perMcTpauMoHHbIX || ogHa KapToudka 1,0
KapToyek nonb3oBarernemn B
KapTOTEKy
[NepeperncTpauns nonb3oBartesrien
[Mlouck n BHECEHWE WN3MEHEHUU B
YYETHO-PErMCTPaALMOHHbIE
AOKYMEHTbI Nofnb3oBaTens:
10 dopmMynsip Ha ByMaxkHOM HocuTene || oaunH chopmynsap 1,0
11 9NEKTPOHHbIN dhopMyrap O4WH dhopMmyriap 1,0
12 perMcTpaumoHHas KapTodka O[lHa KapTouykKa 1,0
13 TPaHCMNOPTHbLIW JIUCT OOVH NnUCT 1,0
14 A0roBop obcnyxMBaHus OOVH O0roBop 1,0
3.10. CtaumoHapHoe obcrnyxmBaHue nosb3oBaTenem
Ta6nuua 51.
Tabnumua 51
N HanmveHoBaHue npouecca, || EanHunuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MUH.
1 2 3 4




Ob6cnyxuBaHne nonb3oBaTtenen B
otoenax aboHemeHTa: oOwero wu
HOTHO-MY3bIKasbHOrO:

MHdOPMUpPOBaAHNE MONb30BaTENIEN
O HOBbIX MOCTYNneHusix; 6becena c
Nofb30BaTENEM Yy BbICTABOK

ogHa 6becena

5,0

Mon6opka AoKyMeHTOB M3 choHAa
oTaena ans Bblgauu
Nonb30BaTerio:

n3gaHmns, Hane4yaTaHHble
peribepHO-TOYEYHbIM LLIPUJITOM

OOVH OOKYMEHT

3,0

"ropopswme” KHUrM U MysblKarbHble
NPOn3BEAEHNA Ha KacceTax

OOWH OOKYMEHT

3,0

n3gaHua Ha UMJPOBLIX HOCUTENSX
NHopmaumm (aucku, dnew-kapThbl
C KpUnTo3aLmTon)

OOVH OOKYMEHT

1,0

rpaMryiaCTuHKn

OOVH OOKYMEHT

1,0

HOTHblE N3gaHuns (NrocKoneyaTHble
n no cucteme bpanns)

OOVH OOKYMEHT

2,0

n3gaHus, Hane4yaTaHHble
nrockonevyartHbiM, B TOM 4uCIie
YKPYMHEHHbIM, LUPUGITOM

OOVH OOKYMEHT

1,0




3BYyKOBbl€ (hannbl 13 6asbl AaHHbIX
"roBopAWMX" KHUI C KpUNTO3aLLMTON

O4WH dpauvn

15,0

3anuchb 3BYKOBbIX dpanrios
"roBopAWmMX" KHUI C KpUNTO3aLmMTOon
Ha doiew-kapTy nosnb3oBaTens C
npeaBapuUTeNbHON NoLroTOBKOW
(0O4MMCTKON) doneLu-kapThl
nosib3oBaTens

O4WH dpavn

10,0

10

npegocTaBfieHMe  Morb3oBaTento
HOTHbIX " MY3blKarnbHbIX
[10KYyMEHTOB Aans
NpeaBapuUTENbHOMO MPOUTPbIBaHUS,
NPOCNyLUMBaAHUA B MOMELLEHUM
orgena

OOVH OOKYMEHT

2,0

[lpoBepka  OOKYMEHTOB  repen
Bblgayen/npnemom Ha
cooTBeTCTBUE n OTCyTCTBME

NedeKToB:

OOVH OOKYMEHT

11

n3gaHuns, Hane4vyaTaHHble
peribeHO-TOYEYHbIM LLIPUJITOM

1,0

12

"ropopswme” KHUrM n MysblKarbHble
NpPoOu3BEAEHNSA Ha KacceTax

3,0

13

n3gaHua Ha LMJPOBLIX HOCUTENSX
nHopmaumm (aucku, dnew-kapThbl
C KpUnTo3aLmTon)

1,0

14

rpaMryiaCTuHKn

1,0




15

HOTHblE N3gaHuns (NrocKoneyaTHble
n no cucteme bpanns)

1,0

16

n3gaHus, Hane4yaTaHHble
nrockonevyatHbiM, B TOM 4uCrie
YKPYMHEHHbIM, LUPUGITOM

0,8

17

Bblgaya AOKYMEHTOB
nosib3oBaTerto, OTMeTKa O Bblaye
B KHWKHOM hopmyrisipe

OOVH OOKYMEHT

0,7

OTtmeTKa o] Bbloave/npneme
AOKYMEHTOB:

OOVH OOKYMEHT

18

B PY4YHOM pexume

1,0

19

B aBTOMaTun3nMpoBaHHOM pexnve

0,7

20

[prem AOKYMEHTOB oT
nonb3oBaTers, MOUCK W BKriagka
KHWXHOro cpopmynsipa

OOVH OOKYMEHT

1,0

[MpoaneHne cpoka nosib3oBaHNA
AOKYMEHTaMM:

OOVH OOKYMEHT

21

B PY4YHOM pexume

2,0

22

B aBTOMaTtn3npoBaHHOM pexnve

0,7

KOHCy.I'IbTaLI,I/IFI norb30BaTtena.:

ogHa
KOHCYmnbTaLus




23 no paboTe C KapTO4HbIM KaTanorom 5,0
24 no pabote C  9MEKTPOHHbLIM 7,0
KaTasnorom
25 no aKcnnyarauum 10,0
TndpriomarHMTopoHoB, TudrodonerLu-
nneepos
OT1060p n nepenaya Ha
BOCMpou3BeneHne B crnewymnanbHoM
doopmaTte doparMeHTOoB
NfiocKkonevaTHbIX  TEeKCTOBbIX U
HOTHbIX [AOKYMEHTOB (MO 3anpocy
nornb3oBarens):
26 npuem 3arpoca OT nonb3oBaTens, || OOuWH OOKYMEHT 5,0
noanbopka AOKYMEHTOB,
odbopmMrieHne 3akasa
27 noaroToBKa AOKYyMeHTa K || ogHa cTpaHuua 2,0
BOCNPOM3BELEHUNIO (nowmck,
3aKknagka dparMeHToB, OLeHKa
BO3MOXHOCTM CKaHMpOBaHMS
TeKCcTa, py4yHOro Habopa HOTHOW
3anuncu no cucteme bpanns)
ObcnyxuBaHne nosnb3oBaTtenen B
YuTanbHOM 3are:
28 MHJpopMMpoBaHME 0 HOBbIX || ogHa 6ecena 5,0
NOCTYNNEHUSX; becepna C

noJyib3oBareriem \ BbICTaBOK,
TeMaTUn4eCKUX KHMXXHbIX MOJIoOK




[Mouck [OOKYMEHTOB MO 3anpocy
nonb3oBarensd B nogcodoHoOMm

dooHe:

OOVH OOKYMEHT

29 no BUAamM n3gaHum 3,0
30 Nno onpeaeneHHon Teme 4,0
[lpoBepka  OOKYMEHTOB  nepeq || OAWH OOKYMEHT

Bblga4yen/npnemMom Ha
COOTBETCTBUE n OTCyTCTBME
NedeKToB:
31 N30aHus, HanevyaTaHHble 1,0
perbeHO-TOYEYHbIM LLIPUJITOM
32 "roBopsiLme” KHUMM Ha KacceTax 4,0
33 n3gaHna Ha UM@POBbIX HOCUTESAX 1,0
NHpopmaumm (guckun, doneL-kapThbl)
34 n3gaHus, Hane4yaTaHHble 0,8
nrockone4yaTHbiIM, B TOM 4uUcne
YKPYMHEHHbIM LLPUPTOM
35 TaKTUNbHbIE pyKoAerbHble U3gaHnsd 1,0
36 pernbegHo-rpadmyeckme nocobus 1,0
37 Bblga4va AOKYMEHTOB || O4AWH OOKYMEHT 0,7

nosib3oBaTerto, OTMeTKa O Bblaye
B KHWKHOM hopmyrisipe




OTtmeTKa o] Bblagave/npneme
AOKYMEHTOB:

OOWH OOKYMEHT

38 B Py4HOM pexmmve 1,0
39 B aBTOMaTU3NPOBAHHOM peXxmve 0,7
40 npuem AOKYMEHTOB OT || O4MH OOKYMEHT 1,0
nonb3oBaTensi, MOUCK W BKMaaka
KHWKXHOro cpopmynsipa
KoHcynbTaums nonb3oBaTens: oOHa
KOHCYNnbTauus
41 no paboTe C KapTO4HbIM KaTanorom 7,0
42 no pabote C  9MEKTPOHHbLIM 8,0
KaTarnorom
43 no aKcnnyarayum 10,0
TndpriomarHMTodoHOB, TUdiodreLu-
nreepos
44 no aKcnnyatauum  afanTuBHbIX 20,0
TUPNOTEXHUYECKNX  CPEeacTB W
nporpamm
45 Nno aKcnnyarayum KOMMbIOTEPHOM 20,0

TEXHUKU n NpPOrpaMMHOro
obecneyvyeHns

Pabota ¢ 4Yteyom:




46

npeaBapuTenbHas 3anncb
nonb3oBaTens K Yteuy

OQHa 3aruncb

1,0

47

nouck, odopmrieHMe [OOKyMeHTa
AN BblAa4n Nonb30BaTernto

OOVH OOKYMEHT

5,0

48

YTeHUne TeKCTa

ogHa CTpaHuua
(cbopmat A4)

5,0

49

NPOYUTBIBAHNE  TEXHUYECKOTO U
OpYrMX cneumanbHbiX TEKCTOB Ha
MarHUTHyo neHTy/undpoBbie
HOCUTEnm

1000 3HakoB

6,0

OT1060p n nepenaya Ha
BOCNPOM3BEAEHME B CreumnanbHOM
doopmaTte doparMeHTOoB
MII0CKOMNeYaTHbIX OOKYMEHTOB (MO
3anpocy nosb3osaTesns):

50

npuemM 3anpoca OT nofib3oBaTens,
noanbopka AOKYMEHTOB,
odoopmMrieHne 3akasa

OOVH OOKYMEHT

5,0

51

noaroToBkKa OOKYMEHTa K
BOCnpon3seneHnto

ofHa cTpaHuLa

2,0

3.11. BHecTaumoHapHoe obcrnyxvBaHue nosib3oBaTtenemn

Tab6nuua 52.

Tabnuua 52




N HanveHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4
HapgomHoe obcnyxvBaHune
nornb3oBaTeneu:
1 npuemMm 3akasa OT norfb3oBaTend no || oguH 3akas 4,0
TenedoHy, odpopmrieHne 3akasa
[Monck w13 doHOga  KomnnekTta || oguH
AOKYMEHTOB: KOMMIEKT
2 n3gaHus, HanedaTaHHble penbedHo- 15,0
ToYeyHbIM Wwpndptom (10-15 KHUr mn3
KOMMJIEeKTa)
3 "roBopsiLLpe” KHUMMm Ha kaccetax (5 10,0
Ha3BaHWN)
4 n3gaHna Ha UMJPOBbLIX HOCUTESNAX 6,0
nHpopmaumm (guckun, donew-KapThbl)
(5 HasBaHWi)
5 OTMeTKa O Bblgade [OOKyMeHTa B || O4uH 0,7
KHWKHOM chopmMyrnsape OOKYMEHT
OTmeTKa o] Bblgave/npueme || oguH
OOKYMEHTOB B dopmynsipe || AOKYMEHT

NnoJyib3oBaTesid:




B Py4YHOM peXxnme

1,0

B aBTOMaTn3npoBaHHOM pexnve

0,7

NnogroToBKa AOKYMEHTOB K OTMNpPaBKe;
COpPTUPOBKA MO BMAAM W3OaHWUM,
yrnakoBKa, odbopmrieHne
TPAHCMOPTHOrO  JIMCTa, MNOrpy3Ka;
corriacoBaHue C nosib3oBaTerniem rno
TenegoHy, JoCcTaBKa 3akasa

OOWH 3aKa3

15,0

npuem [OKYMEHTOB oT
nosi3oBaTens; BbIrPy3Ka,
pacnakoBka, TMOUCK W BKJlagka
KHWXHOro cpopmynsipa

OOWH 3aKa3

8,0

[lpoBepka AOKYMEHTOB nepen
oTnpaBKoW/NpnemMom Ha
cooTBeTCTBUE n OTCyTCTBME

NedeKToB:

OOVH
[OKYMEHT

10

n3gaHnd, Hane4yaTtaHHble peribedHo-
TOYEYHbIM LLPUPTOM

1,0

11

"rosopsLme” KHUMM Ha KacceTtax

6,0

12

n3gaHns Ha LUEPPOBLIX HOCUTENSIX
nHdopmMaLmm (oucku, neLt-kapTbl)

1,0

[MpogoneHne cpoka  nosfib3oBaHUA
AOKYMEHTaMM:

OOVH
[OKYMEHT

13

B Py4YHOM peXxnme

2,0




14 B aBTOMaTU3NUPOBaHHOM pexmve 0,7
Ob6cnyxuBaHne nonb3oBaTenien B
BMONMOTEYHBIX NYHKTAX:
15 NoaroToBKa WM 3aKknioyYeHne gorosopa || oguH oorosop 300,0
Mexay BGubnmnoTekon n
opraHusauuen, rae bynet
OCYLLUECTBIATLCA BHECTALMOHAPHOE
obcnyxmBaHue
OdopmrnieHne dopmynsipa || OAuH
BMBMOTEYHOro NyHKTA: doopmynsap
16 B Py4HOM pexmme 7,0
17 B aBTOMaTU3NPOBAHHOM peXmme 6,0
18 odoopMISIEHNE Nanku ¢ LOKYMeHTamMu || ofHa narka 15,0
(morosop, AO0BEPEHHOCTb Ha
NOfy4YEHNE KHUT, OTHETHI)
19 COCTaBliIEHME CXEMbl pa3MELLEHUs || ogHa cxema 120,0
BMONMOTEYHbIX MYyHKTOB no
TeppuTopUAM
20 cocTaBneHne rpadwmka obmeHa || oauH rpadmk 20,0

[OKYMEHTOB, Haxo4sALLMXCSA B
BMONMOTEYHBIX MYHKTaX




21

COCTaBfIEHME MnaHa MeToau4YecKkou
nomMoLLn Bunbnmnotekapsim-
obLuecTBEeHHNKaM

OAWH NfiaH

60,0

Bbigaya AOKYMEHTOB B
BMBNOTEYHBIN NYHKT:

[MogrotoBka W pacneyaTka cnucka
OOKYMEHTOB, NpefHasHayYeHHbIX A5
BblAa4n 6MbMoTe4YHOMY MyHKTY:

OAVH CMUCOK

22

20 oOKyMeHTOB

30,0

23

40 0OKyMEHTOB

60,0

24

100 ookymeHTOB

120,0

[MNon6opka n3 doHaa no
CNUCKy/3asnBKe KOMIMJIEKTOB
AOKYMEHTOB pa3fnyHbIX opMaToB:

OOVH
LOKYMEHT

25

n3gaHnd, Hane4vaTtaHHble perbedHo-
TOYEYHbIM LLPUPTOM

3,0

26

"roBopsLme” KHUMM Ha KacceTtax

2,0

27

n3gaHns Ha UNPPOBLIX HOCUTENSIX
nHdopMaLmm (oucku, dneL-kapTbl)

1,0

28

n3gaHus, Hane4yaTaHHble
nrockonevyatHblM, B TOM 4uUcrie
YKPYMHEHHbIM LLpUdTOM

1,0




CBepka AOKYMEHTOB co
CNUCKOM/3as1BKOM n npoBepka
OOKYMEHTOB neped Bblaaden Ha
cooTBeTCTBUE n OTCyTCTBME

NedeKToB:

OOVH
OOKYMEHT

29

n3gaHnd, Hane4yaTtaHHble peribedHo-
TOYEYHbIM LLPUPTOM

1,0

30

"roBopsLme” KHUMM Ha KacceTtax

6,0

31

n3gaHns Ha LNEPPOBLIX HOCUTENSIX
nHdopMaLmm (oucku, dneL-kapTbl)

1,0

32

n3gaHus, Hane4yaTaHHble
nrockonevyatHbiM, B TOM 4uUCrie
YKPYMHEHHbIM LLpUdTOM

0,8

33

COpPTUPOBKA MO BMAAM W3LOaHUM,
OTMEeTKa O Bblgaye [AOOKYMeHTa B
KHWXHOM doopmyrisipe

OOVH
[OKYMEHT

1,0

OTmeTKa o Bblda4ye JOKYMEHTOB!:

OOVH
[OKYMEHT

34

B Py4YHOM peXxnme

1,0

35

B aBTOMaTn3nMpoBaHHOM pexnve

0,7

36

paccTaHOBKAa KHWKHbLIX (DOpPMYyIsSipoB
B KapTOTEKY MHOMKaTopa

OOWH
chopmyrsip

1,0




37

NOAroToBKa [JOKYMEHTOB K OTNPaBKeE;
yrnakoBka, COCTaBNEHUE  ONUCW,
norpyska

OOWH
KOMMMNEKT

30,0

38

oTMeTKka 06 oTnpaBke 3akasa B
XXypHane permcTpaumm

OAHa 3aruncb

2,0

39

onoselleHne aboHeHTa 06 oTnpaBke
3aKkasa

OOWH abOHEHT

1,0

[prem OOKYMEHTOB n3
BMBMOTEYHOro NyHKTA:

40

pacnakoBka MOCbINKK, COPTMPOBKA
OOKYMEHTOB MO B/aaM U3gaHui

o Ha nochbInka

3,0

[MpoBepka
AOKYMEHTOB  Ha
KOMIMJIEKTHOCTb,

nedeKToB:

BO3BpPAaLLEHHbIX
COOTBETCTBME,
oTCyTCTBUE

OOVH
[OKYMEHT

41

n3gaHnd, Hane4yaTtaHHble peribedHo-
TOYEYHbIM LLPUPTOM

1,0

42

"roBopsLme” KHUMM Ha KacceTtax

6,0

43

n3gaHns Ha LUEPOBLIX HOCUTENSX
nHdopmMaLmm (oUcku, neL-kapTbl)

1,0

44

n3gaHus, Hane4yaTaHHble
nrockonevyatHbiM, B TOM 4uUcrie
YKPYMHEHHbIM LLpUdTOM

0,8




45 COpPTUPOBKA OOKYMEHTOB MO Buaam || O4uvH 1,0
n3gaHun, NOUCK M BKNAAKa KHWKHbIX || AOKYMEHT
doopmyrnspos
OTmeTKa O npueme 4OKYMEHTOB: OoAVH

OOKYMEHT

46 B Py4HOM pexume 1,0

47 B aBTOMaTU3NUPOBaHHOM pexmve 0,7

48 onoeeweHne aboHeHTa O npueme || oauH abOHEHT 1,0
OOKYMEHTOB

49 oTMeTKa 06 obMeHe OOKYMEHTOB B || ogHa 3anucb 1,0
AHEBHUKe oTaena
3ao4yHoe obcnyxmBaHue
nonb3oBaTeneun
OdopmnieHne OOKYMEHTOB Ha
obcnyxmBaHne aboOHEHTOB:

50 npuemMm 3asdBKkM OT aboHeHTa Ha || ogHa 3asBKa 5,0
obcnyxvMBaHWe, NoAroToBKa MakeTa
AOKYMEHTOB K OTMNpaBKe
OdopmnieHne popmynsapa aboHeHTa: || OAuH

cpopmynsip
51 B Py4HOM pexume 6,0




52

B aBTOMaTn3npoBaHHOM pexnmve

7,0

Bblgavya 4oKyMeHTOB aboOHeHTam

Monbopka wn3 doHaa no 3akasy
aboOHeHTa [OOKYMEHTOB pPasfiMyHbIX

doopmaToB:

OOVH
[OKYMEHT

53

n3gaHnd, Hane4vaTtaHHble perbedHo-
TOYEYHbIM LLPUPTOM

3,0

54

"roBopsLme” KHUMM Ha KacceTtax

2,0

95

n3gaHns Ha LUEPPOBLIX HOCUTENSIX
nHdopMaLmm (oUcku, neLt-kapTbl)

1,0

56

n3gaHus, Hane4yaTaHHble
nrockonevyatHblM, B TOM 4uUcrie
YKPYMHEHHbIM LLpUdTOM

1,0

CBepka OOKYMEHTOB CO CIMUCKOM U
npoBepka OOKYMEHTOB nepen
BblJa4el Ha COOTBETCTBME WU
OTCyTCTBUE OedeKTOB:

OOVH
LOKYMEHT

S7

n3gaHnd, Hane4yaTtaHHble peribedHo-
TOYEYHbIM LLPUPTOM

1,0

58

"roBopsLme” KHUMM Ha KacceTtax

6,0

59

n3gaHns Ha LUEPPOBLIX HOCUTENSX
nHdopMaLmm (oucku, neL-kapTbl)

1,0




60 n3gaHus, Hane4yaTaHHble 0,8
nriockonevaTHbIM, B TOM 4uUcrie
YKPYMHEHHbIM LLPUPTOM
61 OTMEeTKa O Bblgade [OOKyMeHTa B || O4uH 0,7
KHWKHOM chopmyrnsape OOKYMEHT
OTmeTKa O Bblgavye JOKYMEHTOB: OOWH
OOKYMEHT
62 B Py4HOM pexvmve 1,0
63 B aBTOMaTU3NPOBAHHOM peXxmve 0,7
64 pacCTaHOBKa KHWXHbIX QOPMYIiSipoB || oAuH 1,0
B KapTOTeKy doopmynsap
65 NoaroToBKa AOKYMEHTOB K OTMpaBke; || oauH 30,0
yrakoBKa, COCTaBfieHMe  OnUCWK, || KOMMMEKT
norpyska
66 oTMeTKka 06 oTnpaBke 3akasa B || ogHa 3anucb 2,0
XXypHare permctpauum
67 onoselleHne aboHeHTa 06 oTnpaeke || oanH abOHEHT 1,0
3akasa
[Mpyem OKYyMEHTOB OT abOHEHTOB:
68 npuemM OOKYMEHTOB; COPTUpPOBKa || ogHa nockisika || 2,0

MOCbINOK MO agpecaMm, OTMETKa O
Npueme B XXypHarne permctpawumm




69

pacnakoBka MOCbINKK, COPTMPOBKA
OOKYMEHTOB MO B/AaM U3gaHui

o Ha nocbInka

3,0

[MpoBepka BO3BpPALLEHHbIX
OOKYMEHTOB  Ha  COOTBETCTBUE,
KOMMMEKTHOCTb, OTCyTCTBME

NedeKToB:

OOVH
[OKYMEHT

70

n3gaHnd, Hane4yaTtaHHble peribedHo-
TOYEYHbIM LLPUPTOM

1,0

71

"ropopsLme” KHUMM Ha KacceTtax

6,0

72

n3gaHns Ha LUEPPOBLIX HOCUTENSIX
nHdopmMaLmm (oucku, neLt-kapTbl)

1,0

73

n3gaHus, Hane4yaTaHHble
nrockonevyatHbiM, B TOM 4uUcrie
YKPYMHEHHbIM LLpUdTOM

0,8

74

COpTUpPOBKa OOKYMEHTOB NO BWOaM
n3gaHnun, NOUCK M BKNaAKa KHMKHbIX

doopmyrnsipos

OOVH
[OKYMEHT

1,0

OTmeTKa o npneme JOKYMEHTOB:

OOVH
LOKYMEHT

75

B Py4YHOM peXxnme

1,0

76

B aBTOMaTn3nMpoBaHHOM pexnve

0,7




77 onoeeweHne aboHeHTa O npueme || oanH abOHEHT 1,0
AOKYMEHTOB
78 oTMeTKa 06 obMeHe OOKYMEHTOB B || ogHa 3anucb 1,0
OHEBHMKe oTaena
3.12. BHyTpeHHsas paboTa
Tabnuua 53.
Tabnvuya 53
N HanmveHoBaHue npouecca, || EanHunuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4
[NoarotoBKa K Bblaave:
1 nogsedeHne WuToroB paboTbl 3a || exedHeBHO 15,0
npoweawmn  OeHb, 3annucb B
OHEBHUKE
2 paccTaHoBKa doopmyrnsipoB || oauH 1,0
nosfb3oBaTernieM Mo cpokam, no || dopmynsp
andpasuty
3 noadbopka AOOKYMEHTOB MO Buaam || oauH gokymeHT (| 1,0

n3gaHuM  no  npeaBapuUTESNbHbIM
3akasam rnornb3oBaTenen




[MpoCMOTp HOBbIX MOCTYMNNEHUA Ons
pekoMeHaaLun Nonb3oBaTensiMm:

OOWH OOKYMEHT

4 rasetbl 5,0

3) XypHarbl, Hane4vyaTaHHble 15,0
nnockoneyaTHbIM LPUGTOM

6 XypHarnbl, HaneyaTaHHble 5,0
peribepHO-TOYEYHbIM LLIPUJITOM

7 KHUIN, HaneyaTaHHble 5,0
nnockoneyaTHbIM LPUGTOM

8 KHUMYM, Hane4yaTaHHble penbedHo- 2,0
TOYEYHbIM LLPUPTOM

9 ayauoBu3dyanbHble  uU3gaHua  Ha 2,0
aHaroroBbIX U LMPOBbLIX HOCUTENSIX

10 NPOCMOTP M MOMOJSIHEHNE KHWXHBIX || OaMH AoKymeHT || 5,0
BbICTaBOK, T[OSIOK W CTemnnaxen,
OTKPbITbIX 4519 cBOOOAHOrO AOCTYyNa
nosis3oBarenemn

11 nogrotoska paboyero mecta exeqHeBHO 15,0
Pabota c dhopmMynsipom
nosib3oBaTens:

12 aHanus doopmyrnsipoB || oauH 20,0
nosib3oBaTerneu, BbisiBIieHWe || chopmynsp

YUTaTESIbCKNX UHTEPECOB




13

3anucb B oopmyrnspe nosib3oBaTens
O pesynbrTaTax aHarm3a 4YTeHus 3a
onpenesieHHbIV nepuos

OOWH
chopmyrsip

3,0

14

COCTaBJieHne KapToOTeKu
YUTaTEeSIbCKUX UHTEPECOB

o[Ha KapTo4Ka

3,0

15

3anucb B AHEBHUKE BMBnnoTekaps o
AVHaMUKe YTEeHUst U UMHTepecax
nonb3oBarerneu (rpynnbl
nornb3oBarernen)

OQHa 3aruncb

2,0

Pabota ¢ nonb3oBatensamun, He
BO3BPaTUBLLMMWN AOKYMEHTbI B CPOK:

16

npocMoTp u oOT6op dopMynapos
nosib3oBaTerien, He BO3BPATUBLLNX
AOKYMEHTbI B CPOK

OAWH
chopmyrsip

2,0

N3BelweHne  nosnb3oBaTens, He
BO3BpaTMBLLUErO LOKYMEHTbI B CPOK;
OTMETKa [daTbl HanoMWHaHMUA B
doopmyrnsipe nonb3oBaTens:

OOWH
chopmyrsip

17

YCTHO (No TenecoHy)

3,0

18

NMMACbMEHHO yepes no4yTtoBsoe
oTaeneHune nnn 3N1IEKTPOHHYHO MNOYTY

3,0

19

yaaneHne n3  0Gasbl  OaHHbIX
cBegeHun o] 3aHATOCTU
BO3BpaLLEHHbIX JOKYMEHTOB

OOVH OOKYMEHT

0,7




[prem AOKYMEHTOB B3aMeH
YTEPSHHbIX:

20 NPOCMOTP W OueHKa [OOKYMeHTa, || oauH gokymeHT || 3,0
NpeasioKEHHOro B3aMeH YyTEPSAHHOIo

21 3anMcb O 3aMeHe [OOKyMeHTa B || oguH ookymeHT || 2,0
doopmynspe nonb3oBarens, B
TeTpagun yyeTa AOKYMEHTOB,
NPUHATBIX B3aMEH YTEPSHHbIX
Pabota c oTkasamu:

22 3anofiHeHMe KapTO4YKM Ha OTKa3 C || odHa kaptoudka || 4,0
yKasaHnem MpuymHbl, paccTaHOBKa
KapTOY€eK B KAPTOTEKY OTKA30B

23 aHanu3 oTKal3oB, NOAroTOBKAa CNUCKa || oauH oTKas 8,0
Ha JOKOMMNIeKToBaHme poHaa

3.13. O6cnyxmBaHue no mexbundnnmoreyHomy aboHemeHTy (MBA)
Tabnuua 54.
Tabnuua 54
N HanmeHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4




Ob6cnyxuBaHne uMHOMBMAYaANbHbBIX
nonb3oBarenen OWONMOTEKN MO
MBA:

perucTpaums nonb3oBareng,
nonb3ytowlerocsa MBA

OAWH
nonb3oBaTerb

2,0

3anonHeHne bnaHka-3akasa

OOWH 3aKa3

3,0

YyTOYHEHUNE yKa3aHHbIX
nornb3oBaTenem cBegeHunn o]
3aKaszaHHOM [OOKyMeHTe, Lensix
3anpoca, NCTOYHUKE, oTKyaa
Nony4YyeHbl CBEAEHNS

OOWH 3aKa3

2,0

Bubnuorpadwmyeckaa  gopaboTka
3aKasa; YTOYHEHME
Bubnmorpadmyecknx ceeaeHui:

OOWH 3aKa3

MO CMApPaBOYHLIM U3OAHUSAM U3
dooHaa BubnmoTeku

10,0

NPy  MOMOLLM  BHYTPEHHUX U
BHELLUHMX 6a3 AaHHbIX

5,0

npoBepka HanM4na
3anpalumBaemMoro  JOKyMeHTa B
oubrnmotekax, B TOM u4ucne Tno
CBOAHbIM KaTaroram

OOVH OOKYMEHT

12,0

3anncb CBEOEHUA O HarpasfieHUU
3akaza no MBA (HaumeHoBaHue
6ubnmuotekn, para); oTnpaBka
3akasa B OWBNMOTEKY, WMEIOLLYHO
3anpalumBaembli JOKYMEHT

OOWH 3aKa3

2,0




Nonb30BaTens; cBepka [A0KyMeHTa
c OnaHkoM-3akasa, MpoBepKa
COCTOSIHUA [JOKYMEHTa, OTMETKa O
npveme, NMomMelleHne OOKyMeHTa B
creumnansHo BblgeneHHoe MecTo

8 nepemelleHne 6rnaHka-zakasa B || OOHO 0,5
KapTOTeKy 3anpocoB || TpeboBaHue
nonb3oBatenen no MBA 3a
pasgenutenb "3anpocbl no MBA,

HarnpaBneHHble B Apyrmme
ounbnmortekn"

9 npuem OOKYMeHTa, MPUCIIaHHOro Nno || O4MH OOKYMEHT 4,0
MBA

10 n3BeLleHne nosib3oBaTens o || ognH 2,0
noslydeHun 3anpoLleHHoro || nonb3oBaTesb
AOKYMeHTa n cpokax ero
Norb30BaHUS

11 Bblgada nonb3oBartento || OauMH OOKYMEHT 2,0
nony4eHHbIx o MBA nokymeHTOB B
YyuTanbHOM 3ane; cBepka
BblJaBaeMoro AOKYyMeHTa C
BriaHKOM-3aKa3om, npoBepka
COCTOSIHUS [OKYMEHTa, OTMEeTKa O
Bblga4ve

12 npuem AOKYMEHTa OT || O4MH OOKYMEHT 1,0




13

n3pneyeHme 6OnaHka-zakasa U3
KapToTekn, OoTMeTKa 00 oTnpaBke
OOKYyMeHTa (nara, HOMep
MNOYTOBOIO oTnpaBneHns);
nepecTaHoOBKa fnMCTKa M3 pasgena
"MonyyeHHble no MBA un3gaHusa" B
pasgen "Bo3BpalleHHas
nuteparypa”

OoaVH FIMCTOK
TpeboBaHus

1,5

14

noaroToBKa AOKYMEHTOB K
oTnpaBke B B6ubnmnoTeky
dooHgoaepxaTesns; yrnakoBKa
3aKkasa, npocTaBrieHMe LTaMna
"MouTa crnienbix", HanMcaHue
agpeca, cocTaBrieHne onucu

OOWH 3aKa3

5,0

15

paboTa c oTKasamu; npwv
nony4yeHUn u3BelleHUss 06 oTkase
Nnm 3agepxke BbIMOSTHEHMS
3anpoca YykasaHne B OnaHke-
3akaze Ha O0OOpOTHOM CTOpOHE
NPUYUHBI M pgatbl  0OTKasa,
nepecTtaHoBKka ero wu3 pasgena
"3anpocbl no MBA, HanpaBneHHbIe
B Apyrve 6ubnuotekn" B pasgen
"OT1ka3bl no MBA"; coobllieHne B
oTaen obcnyxmBaHus 0 NoslyYeHnmn
oTKasa (gara, npuymHa)

OOWH 3aKa3

4,0

O6cnyxumBaHne  abOHEHTOB MO
MBA: cBepka nNoO KapTOTeke
aboHeHTOB HomMmepa aboHeHTa Ha
BGnaHke-3akase opraHm3auum

OpraHusauna aboHupyeTcs:

OOWH 3aKa3




16

npocTasrieHne HoMepa Ha GraHke-
3aKkase, CBepka aapeca, Ha3BaHUs
opraHusauun, doamunmn
OTBETCTBEHHOIO no MBA
(BHECEHWNE N3MEHEHNI B KAPTOUKW)

4,0

ABOHEHT obpaTunca B TeKyLeM
rogy BrnepBble:

OOWH abOHEHT

17

NpoCTaBfeHMe B KapTo4yke roga
oOpallueHusi, aatbl, odopmMmrieHne
aboHeHTa

1,0

Opranunsauus paHee He
aboHupoBanach:

OOWH abOHEHT

18

NpuCBOEHNE abOHEHTYy HoMepa,
3anosiHeHune KapTO4KM
permctpaumm aboHeHTa MBA n
dopmynsp,  ykasaHue  MOJHOro
HaMMeHOBaHUS opraHusauuu,
Nno4YTOBOrO agpeca, TernedoHa,
doamunmu, NMEHN, oT4yecTBa
OTBETCTBEHHOrO  fuvua,  gathbl
OTKPbITUSI U HOMepa aboHeHTa

6,0

19

paccTaHoOBKa  PerncTpaLNOHHbIX
KapTo4ek B KapTOTeKy

o[Ha KapTo4Ka

0,5

20

odopMrieHne  U3BELUeHUS — Ond
aboHeHTa 006 OTKPbITUA
aboHeMeHTa (3anpoc
HegocTawwmx Ons  KapTOTEKU
cBegeHun)

OQHO U3BELLEHME

2,0




21

npoBepka NpaBUIbHOCTU
3anosiHeHus bnaHka-3akasa,
3a0IPKEHHOCTH aboHeHTa;
npocTasreHne Ha obopoTe b6naHka-
3akasa wwramna 1 gatbl nony4yeHus
3aKasa

OAVH OnaHk-
3akas

5,0

22

lundpoBKka 3aka3oB abOOHEHTOB;
nogbopka ©GnaHKoB-3aka3oB MO
andaesnTy, npoBepka  HanMuus
OOKYMEHTOB MO KaTarnory

OAWH OnaHk-
3akas

3,0

23

MOArOTOBKA OOKYMEHTA K BblAaJe;
cBepka [OOKymeHTa C 6GnaHkom-
3aKka3oM, MnpoBepka COCTOSAHUS
OOKYMEHTa; npoCTaBfeHne Ha
brnaHke-3akase wmdpa AOKYMEHTA,
MHBEHTapPHOro HoMepa, KonM4ecTea
OOKYMEHTOB, aarbl Bblaauu,
LUTeMnens onbnmoTekn C
Ha3BaHMEM U MOYTOBbLIM aApPecomM;
yKasaHue cpoka BO3BpaTa;
BMOXeHne 4acTum 0OnaHka-3akasa
aboHeHTa B BblJaBaeMbli
OOKYMEHT, MpOCTaBfieHMEe HOMepa
6aHgeponm

OOVH OOKYMEHT

2,0

24

MOCTaHOBKA 3akasa Ha ouepenb;
oTnpaska abOHEHTY n3BeLLeHUS

OOWH 3aKa3

2,0

25

nepenada n3aaHuns Ha
KonvpoBaHue

OOWH 3aKa3

3,0

26

oTnpaBKa AOKYMEHTOB abOHeHTaMm;
ynakoBKa 3akasa, npocTaBrieHne
wramna "MouTa crnienbix",
HanucaHne apgpeca, COoCTaBlieHue
onucm

OOWH 3aKa3

5,0




27

paccTaHoBKa OnaHKOB-3aKa3oB Ha
BblaHHbIe OOKYMEHTbI B
KapTOTeKy obcnyxvBaHus
aboHeHTOB B pa3gen "BblaaHHble
no MBA n3panus"

OOWH OOKYMEHT

0,5

28

NPUHATHE AOKYMEHTOB,
BO3BpaLUEHHbIX aboHeHTaM;
BCKpbITUEe ©GaHaepornu, npoBepka
COCTOSIHUSA [OOKYMEHTa, YyKasaHue
Ha OnaHke-3akase gaTtbl BO3Bparta
OOKYMeHTa, nepectaHoBka bnaHka-
3akasa B pasgen "BosBpalleHHasd
nuteparypa”

OOVH OOKYMEHT

4,0

29

aHanm3 CPOKOB Norb30BaHUS
A OKYMEHTOB, BbISIBNIEHME
JOIMKHMKOB, HanpasrieHne
HaNOMMWHAaHUN

OOVH OOKYMEHT

2,0

30

pabota C oOTKkasamu: ykasaHue B
GnaHke-3akasze npuYUHLI W OaThbl
OoTKasa; peructpaumss oOTKasa B
Y4eTHbIX dopmax; paccTaHoBKa
nucta TpeboBaHUA B KapToTeke
OTKa3oB; oOTnpaBka  abOHeHTy
n3seLleHnsa od otkase

OOWH OTKa3

4,0

3.14. MaccoBasi paboTa

Taonuua 55.

Tabnvua 55




N HanmveHoBaHue npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MW/H.
1 2 3 4
[NoaroTtoBka MaCcCOBbIX
MEpPONpUATUIA
Onpenenexue TEeMbl, cocTaBa || ogHo
ayamTopun,  OTBETCTBEHHOrO  3a || mMepornpusTue
MeponpusTne B L.eriom,
COCTaBMEeHMe TnnaHa noAroTOBKMU
MEpPONpUATUS, BOMpPOCOB ans
obcyxaeHus, npurnaLleHue
KOHCYJSbTaHTOB, NEKTOPOB,
noadbopka [OOKYMEHTOB MO TeMme
MEpPONPUATUS; opraHusauus
BbICTaBKWN NUTepaTypbl, ONOBELLEHNE
nosnb3oBaTternen O  MeponpuaTUm
yepes admwmn, KaHanbl CBSA3W;
BblABNiEHME BbICTYyNatoLuX;
NOAroToBKa NOMELLEHUS;
npoBegeHNEe COBELAHNS MO UToram
NOArOTOBKMU n npoBeaeHs
MEpPONPUATUS:
1 yuTaTenbckaa KoHdepeHuus 4800,0
2 nnTepaTypHO-XyO40XECTBEHHbIN 3600,0
Beyep, Bedep KHUMM, gucnyT
3 Beyep BOMPOCOB U OTBETOB, YCTHbIN 3000,0
XypHarn
4 kny6 no nHrepecam 3000,0




OETCKUU YTPEHHUK

3600,0

BMKTOPWHA, KOHKYpC, nrpa-
nyTewecTeme

3600,0

OpraHmsau,vm KHMXHbIX BbICTaBOK

CocTaBrieHve nnaHa opraHu3auum u
NPOBEOEHNSA BbICTABKW; BbISIBNIEHME
n oTbop AOKYMEHTOB; MOAroToBKa
CONpPOBOAUTENBHON JOKYMEHTAaL NN K
BbICTaBKE,  MOHTaX  BbICTaBKW;
opraHu3auuns NHpopMaL MOHHO-
peKsiaMmHOMn paboTbl no
nonynspusauum BbICTaBKW;
noaBeAeHne UToros paboThi:

O[Ha BblCTaBKa

nraHa BbICTaBKU

600,0

BbICTaBKW MO roTOBOMY rJ1aHy

360,0

onepaTMBHbIX  BbICTAaBOK  HOBbIX
NOCTYMMeHnn

120,0

Peknama 6ubnmotekn; paborta no
NPUBMEYEHNIO NONb30BaTenen:




10

NOArOTOBKA PEKMAaMHOro CooOLLEHMS
B cpencTBax MacCOBOM
nHopmaumm, Ons pasmeLLeHna Ha
caunte BunbnmnoTeku, noprane
cneuunanbHbIX onbnmorex, Ha
aBToMHMopmaTope o) paboTte
BunbnmnoTeku, OCODEHHOCTSAX
doyHKLLMOHMPOBaHUS Pa3NMYHbIX
nogpasaeneHun, HOMEHKaType
YCIyT, NpeaocTaBnAeMbIX
BGubnnoTtekown, n Apyroi

NMHJpopmMaL mm

OQHO
coobLleHne

300,0

11

noAroToBKa nnakaTta 0
aeaTenbHoOCTN 6ubnmotekn (BblGop
TeMbl, onpefeneHve coaepXaHus u

dopmbl)

OOWH NJiakaTt

300,0

[MogroToBka bykneTa o 6ubnunoTteke:

oOuvH Byknet

12

OOWH NCT, ABYXCTOPOHHAS neyaTb
(dbopmat A4)

600,0

13

aBa nucrta u bonee

1200,0

14

opraHusauus 9KCKypCUN no
6unbnmoteke; npuem n odopmreHme
3as1BKW, YTOYHEHNE TEMbI SKCKYPCUN
N cocTaBa 3KCKYPCaHTOB

Of1Ha 3KCKypCust

60,0

BbigasneHue noTeHumanbHbIX
rnonb3oBaTenen OUnBNIMOTEYHO-
NMHEPOPMAaLMOHHbIX ycnyr

OndNMoOTEKMNU:




15 npocMoTp npeccbl U "WHTepHeT"- || oOuH OOKYMEHT 8,0

pecypcoB
16 cbop u aHarm3 wuHdopmaumm o || oaumH gokymeHt || 8,0
KOHKYPEHTOCMOCOOHOCTH
BMbnnoTekun
17 BeLleHne KapTOTeKkn || ogHa KapToyka 0,3

NOTPebUTENLCKOro PbiHKA

18 BCTpe4dun ¢ npencrasutensamm upm, || ogHo 120,0
opraHusauun, npegnpuaTumn MeponpuaTue
[MpumeyaHwe:

- BpemMsa npoBefeHNd MacCCOBbIX MEPOMPUATUN, BbICTABOK IuTepaTypbl U
9KCKYPCUN B HOPMY BPEMEHU HE BXOLMUT;

- NPV opraHM3auuMn BbIE3OHOW BbICTAaBKM K HOPMaM BPEMEHU MNPUMEHHAETCS
noBblLLaoWLMN KoadbdumumneHT 1,1.

3.15. CnpaBo4yHass M uHpopMaunoHHas paboTta. OpraHu3auusi CrnpaBOYHO-
6ubnmnorpadmyeckoro annapata (CBA)

Tab6nuua 56.
Tabnvua 56
N HanmeHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4

[MpocmoTp 1 oT6Op OOKYMEHTOB U3
TEeKyLLNX NOCTYNSIEHNI ans
BKkNtoveHust B CBA:




1 nriockorne4yaTHble KHUMN Ha || ogHa KHUra 4,0
BYyMaXKHbIX HOCUTENSIX

2 nrockoneyaTHble KHUMN Ha || oAHa KHura 6,0
ONTUYECKNX HOCUTENSX

3 cTaTbm n3 nriockornevyaTHbIX || ogHa cTaTbs 3,0
COOPHUKOB, >XypHarnoB

4 cTaTbyu U3 raset Oo[JHa cTaTbs 2,0

) penbedHO-TOYEeYHbIE KHUMN ofdHa KHura 6,0

6 cTatbM n3  penbedHO-TOYEYHbIX || O4Ha cTaTbs 4,0
COOPHUKOB, >XypHarnoB

7 ayouoBu3yanbHble  MU34aHWA  Ha || O4Ha KHura 6,0
aHanoroBbIX n LMpoBbIX
HOCUTENAX

8 CTaTbM W3 3BYKOBbIX COOPHUKOB, || ogHa cTaTbs 5,0
XypHaros

9 oubnunorpadmyeckme nocodbusi, B || ogHa 3anucb 0,7
TOM  4ucne Ha  ONTUYECKUX
HOCUTENAX

10 NETONUCU KHWKHbIX, XypHanbHbIX U || ogHa 3anuchb 1,0

ra3eTHbIX cTaTen




11

NPUKHWKHbIE  Bubnunorpadmyeckune
CMNUCKM

OQHa 3aruncb

0,7

12

NPOCMOTP N OTOOP AOKYMEHTOB U3
BHELLUHUX B nepuognyeckmnx
n3pgaHnn ana sknoveHnsa B CBA:

ofHa cTaTbs

6,0

13

cocTaBfieHne Oubnuorpadmyeckomn
3anucu

OQHa 3aruncb

4,0

CocTaBrieHne aHHoTaLun, n3yvyeHme
OOKYMEHTa, HanucaHue TekcTa:

ofHa
aHHoTauus

14

aHHOTUPOBAHNE KHUT

120,0

15

aHHOTUPOBaHME CTaTeN

60,0

16

aHanMTu4yeckas pPOCMUCb
XypHarnbHbIX, ra3eTHbIX CTaTew,
cbopHukoB,  BubnMorpadmyeckmx
nocobun; O3HaKOMIeHue C
coaepxaHnem n3gaHus,
cOoCcTaBlieHME aHannUTU4ecKkomn
pocnmcu

OOVH OOKYMEHT

4,0

17

cucTtemaTu3auus  KapTodek  Ha
oTobpaHHbIe ans BkmoveHnsa B CbA
AOKYMEHTbI MO TUMam KaTarnoros W
KapTOTEK; npoBepka WHOEKCOB,
pacCcTaHOBKAa KapTO4KK

o[Ha KapTo4Ka

2,0

Opranunsauus TeMaTU4eCcKnx
crnpaBo4HbIX BL:




18

NPOCMOTP, oTbop n
cuctemaTusauus OOKYMEHTOB AJiA
BKIIOMEHUA B b, BBO/,

MHJpopmaL mm

OOWH OOKYMEHT

10,0

19

penaktnposaHve b[l. BHeceHue B
Brnbnuorpadmyeckyto 3anncb
J0rMosIHeEHNN n N3MEHEHWUN;
NCKIIOYEHME 3anncu Ha BblObIBLLKE
AOKYMEHTbI

O[Ha 3aruncb

1,0

20

BBOZ, HOBbIX PyOpUK

ofHa pybpuka

1,0

OpraHnsaumsa nonHotTekcToBbix b/:

21

NpPOCMOTP, OTOOp U NpeamMmeTmnsaund
AOKYMEHTOB A4 BKMoveHna B b1

OOVH OOKYMEHT

10,0

Beog B B[l 6ubnunorpadgmyeckux
3anucen NfocKoneyYaTHbIX U34aHWI:

OQHa 3aruncb

22

npu Hannm4ymm 3anncun B
AJIEKTPOHHOM KaTarore

2,0

23

npu COCTaBfIeHUn HOBOM
Bubnmorpadmyeckon 3anmucu

6,0

24

npy  OOMOMHUTESNTbHOM  MOUCKE
nHdpopmaumm B "HtepHete"

10,0

25

CKaHMpoBaHWe TeKCTa AOKYMEHTa C
pacno3HaBaHUEM; ncnpaereHue
oMb oK

ofHa cTpaHuLa

6,0




26

penaktnposaHve b[l; BHeceHue B
BGubnmorpadmyeckyto 3anncb
[0rMoSIHEHNN n N3MEHEHWUN;
NUCKIOYEHMe 3anMcn Wn  TeKcTa
n3gaHus Ha BblObIBLUME JOKYMEHTbI

OQHa 3aruncb

1,0

Opranunsauus KapTOTEKN
nepcoHanui:

27

onpegereHne U COCTaBrieHWe
nepeyvHa Ny, cBefeHNss O KOTOPbIX
oTpaxarTcH B KapTOTEeKe;
NpPOCMOTP MHJPOPMaLMOHHbIX
n3gaHnin U NepPBUYHbBIX JOKYMEHTOB;
OTOOp OOKYMEHTOB AN BKIIHOYEHUS
B KapTOTEKY

OOWH OOKYMEHT

20,0

28

TEXHMYECKass W cogepxateribHas
obpaboTka OOKYMEHTOB ans
BKJTHOYEHUS B KapTOTEKY;
paccTaHoBKa KapTo4yek no
andgasuTy pamumnmin aBTOpPOB U MO
BMaaM OOKYMEHTOB

OOVH OOKYMEHT

3,0

29

Aetanusaums pasgernos; HanmcaHe
N paccTaHOBKa pasgenurenen

OOVH
pasgenuTersb

2,0

30

pefakTupoBaHue KapTOTeKW;
BHeceHue ncnpasfeHnn,
JOMOSIHEHNW, UBMEHEHUI

OOWH OOKYMEHT

1,0

OpraHusaumsa  daktorpagmyeckon
KapTOTEKMU:




31

onpeaerneHue npeameTa, obbekTa u
OCHOBHBbIX NPU3HaKoOB ans
OTpaXeHus1 B KapTOTEKe; NMPOCMOTP
n oTbop AOKYMEHTOB ans
BKJIIOYEHNS B KAPTOTEKY; 3aHECEHne
OTODOpPaHHbIX CBEAEHMI HA KAPTO4YKK
MHJpOpMaLLMOHHOIO MaccmBea

OOWH OOKYMEHT

3,0

32

pefakTupoBaHue KapTOTeKu;
NpoBepKa NpaBUrbHOCTU CBEAEHUN
MW ykaszaHun 00  MCTOYHUKAX
NHJpopmMaLmu; BHeceHue
ncnpasrieHnin

OOWH OOKYMEHT

2,0

33

HanncaHwe n
pasgenurenen

paccTaHoBKa

OOVH
pasgenuTerb

2,0

OpFaHI/I3aLI,I/IFI TemMaTn4eCKmnx narok
rAa3eTHbIX BbIPE3OK:

34

NpocCMOTP M cucTemarusauus
ra3eTHbIX BbIPe30K

oflHa Bblpe3ka

3,0

35

odoopmrieHne BbIPe30K ans
XpaHEHNs1 B TeMaTUYECKMX narkax;
KpaTKOe onmcaHmne UCTOYHMKA

oflHa Bblpe3ka

4,0

3.16.

CnpaBoyHas 7 NMHpopmaLMoHHas pabora.
6rnbnuorpadmyeckoe obcnyxmBaHne

Taobnuua 57.

Tabnuua 57

CnpaBo4yHo-




n/n

HanveHoBaHue npowecca,
onepauunn. CoctaB paboThl

Eannnya
N3MepeHns

Hopma
BPEMEHMN,
MU/H.

[Mpyem
3anpocos:

Brnbnmorpadmyeckmx

npuem Bubnunorpadmyeckoro
3anpoca; YTOYHEHUNE TEMbI,
L.eneBsoro n YMTaTEeNbCKOro
Ha3Ha4YeHus, NONHOTbl WMCTOYHUKOB,
TUNOB, BWOOB W XPOHOMOrMYECKNX
paMoK 3anpoca

OAWH 3anpoc

1,0

BbinonHeHne cnpaBok

Tematnyeckasi cnpaBka: MOUCK U
oTOOp AOKYMEHTOB; COCTaBrieHMe
6ubnmorpadm4eckoro onncaHus:

ofHa cnpaska

NMCbMEHHas
NCTOYHUKOB)

cnpaska (1-10

10,0

yCTHasa cripaBka (1 UICTOYHUK)

2,0

AnpecHo-6ubnmorpadmyeckas

cnpaBKa: YCTaHOBMEHME Hanudug
NN MECTOHAXOXOEHUSs [OOKYMEHTa
M ero 4acTn B cooHae 6MbnnoTeku:

ofHa cnpaska

NMCbMEHHas
NCTOYHUKOB)

cnpaBka (1-10

10,0




3) yCTHas cnpaBka (1 MCTOYHUK) 2,0
YTouHsawWwas crpaeka: || ogHa cnpaBska
yCTaHOBIIEHNE n YyTOYHEHUNE
9N1eMeHTOB Bubnunorpadmyeckoro
OnucaHus:

6 NMUCbMEHHas crnpaska (1-10 10,0
NCTOYHMKOB)

7 yCTHasqa cripaBka (1 UICTOYHUK) 2,0
dakTorpadmyeckasd crpaska: || ogHa cnpaska
yCTaHOBIIEHNE KOHKPETHbIX
cBeeHUrn O coDbITUAX, ODBEeKTaXx,
npoueccax, garax:

8 NMUCbMEHHas crpaska (1-10 10,0
NCTOYHMKOB)

9 yCTHas cnpaska (1 MCTOYHKK) 2,0
CocTtaBrieHne TemMaTUYEeCKNX
Bunbnmorpadmyecknx CMCKoB:

10 nouck, otbop wn cuctemaTusauus || oauH 7,0
AOKYMEHTOB; cocTaBfieHVe || AOKYMEHT

Bubnmorpadm4ecKkoro onmcaHmus




11

odhopMInieHMe Ccnucka; BbIBOO Ha
NPUHTEP, OTNpaBKa Mo 3IIEKTPOHHOWN
NoyTe, KOMUPOBAHWE Ha CbEMHbIN
HocuTenb nonb3oBaTens

OAWH CNUCOK 10,0

BeneHne ¢doHOa  BbINOMHEHHbIX
CMNpaBoK:

12 perncTpaums BbINOSIHEHHOW CnpaBKu || ogHa crnpaBka 2,0
B XypHare
13 BBOL TemMaTM4YeCcKoM CrpaBkM B || ofgHa cnpaska 2,0
9NEKTPOHHBIN apXUB BbINOSTHEHHbIX
CnpaBoK
3.17. CnpaBodHag UM WHGopmaumoHHass pabota. bubnuorpadmyeckoe
MH(popMMpoBaHMe
Tabnuua 58.
Tabnuua 58
N HanmveHoBaHue npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4
BbisBnexve NHPOPMALMOHHbIX
noTpebHocTEN cneuuanucToB

MeTo4OM aHKETUPOBaAHUA.




onpegeneHue KOHTUHIEHTa
notpeburtenen NHJpopmMaLmu;
paspaboTka 3as1BOK ans
onpegeneHns NHGOPMAaLMOHHbBIX
3anpocos; pacchblfka 3as1BOK;
obpaboTka MOMy4YeHHbIX 3asiBOK;
cocTaBJieHne Ha OCHOBE
MOMyYEeHHbIX  OaHHbIX  KapTOTEKM
KOHTUHIEeHTa notpeburtenen

NMHJpopMaLMM 1 NX MHPOPMALMOHHBIX
3anpocos

Oo4WH
notpebutenb

60,0

3aknoyeHne C aboHeHTaMun
AOroBOpoB Ha  MHAGOpPMaLMOHHOE
obcnyxvBaHue:

aHanus JaHHbIX O || oawnH gorosop 90,0
3aMHTepecoBaHHOCTU abOHEHTOB B

NH(POPMAaLMOHHOM OBCIyXMBaHUN U

pexmnmMax n3dupaTenbHoro

pacrnpocTpaHeHns n

PETPOCMNEKTUBHOIO MOUCKa;

3aKroyeHne n nepecMoTp

A0roBoOpoOB

dopmupoBaHne cetm abOHEHTOB

CUCTEMbI n3dupaTenbHoro

pacnpocTpaHeHns MHdhopmaLnmn

(MPW):

onpeaeneHve KOHTUHreHTa || oguH aboHeHT 60,0
aboHeHTOB cUcTeMmsbl NP,

BblIBNEHMEe TUMOBbIX n

NHANBMAYAlbHbIX 3anpocos

abOHEHTOB; N3yyeHue,

Knaccudmkauuss 1M uHAekcauums
3anpocoB; BBO/A, AaHHbIX O 3anpocax
B a[jPECHYI0 KapTOTEKY




[NoaroTtoBka CUrHanbHoro
onoseLleHust B cucteme NPWU:

BblFBeHMe, MpocMoTp W oTbop || ogHo 20,0
MaTepuarnos n3 Tekywmx || onoBeLlLeHne
MOCTYMNNEHUI; oTnpaBska

NHopmaL M noTpedutento

rpynnoBoe 6ubnmnorpadmyeckoe

MHJpopMMpoBaHMe

doopmmpoBaHne  cocTtaBa  rpynn || oguH abOHEHT 10,0
aboHeHTOB

YTOMHEHWEe TeMbl, corflacoBaHue || ogHa Tema 20,0
MCTOYHMKOB WH(popmMauuu, BUOOB

OOKYMEHTOB

Monck AOKYMEHTOB ansa || ogHo

NHpopmaLmu, cocTaBlieHne n || onoselieHne
OTnpaBKa OMNOBELLEHWS:

NMUCbMEHHO 10,0
YCTHO 10,0
OnepatnBHoe WHOPMUPOBAHME MO

3anpocy:

dopMmupoBaHme cetun abOHEHTOB; || OAUH abOHEHT 5,0

BblABJIEHNE TUNOBbIX 7
nHamBuayaribHblX 3arnpocoB




10

n3yyeHne 7 knaccudmkaumm
3anpocoB; BBOA AaHHbIX B aApPEeCHYI0
KapTOTeKy

OAWH 3anpoc

7,0

HanucaHne 0630poB 1 cnpaeok

BbisiBneHne u oTOOpP WUCTOYHMKOB;
obpaboTka M aHanm3 OoTOOpaHHbIX
OOKYMEHTOB; HanucaHue TeKkcTa
ob30opa/cnpaBku:

OOWH aBT. JINCT

11

no nepBnYHbIM UCTOYHUNKaM

6000,0

12

Nno BTOPUYHbLIM UCTOYHUKaM

4200,0

13

Habop u hopmaTMpoBaHMe TeKcTa

ofHa cTpaHuLa

20,0

ob3opa/cnpaBku (1800-2000
3HaKoB)

OpraHusaumsa n nposegeHne YCTHbIX

Bubnmorpadmyecknx 0630poB HOBbIX

NOCTYMMeHnn

O1bop HOBbLIX MOCTynrieHMA no || oguH o63op

3apaHee O06BbSABNEHHOM TEMaTUKE;
cuctemMaTm3aumss UCTOYHUKOB MO
Temam, TMpocMOTPp W aHanms

AOKYMEHTOB; nogbopka
Bubnmnorpadmyeckmnx ornMcaHun,
KpaTKuUX aHHOTauumn, pedpepatoB Ha
oTobpaHHbIe NCTOYHWNKOB;
noaroToBka pyKonucu
Bubnmnorpadmyeckoro 0030pa;

KOJIN4ECTBO NMPOCMOTPEHHbLIX 7
o100 pPaHHbIX JOKYMEHTOB:




14

0o 50 gokymeHTOB

600,0

15

cBblwe 50 JOKyMeHTOB

1800,0

[MogrotoBka  OronneTeHs HOBbIX
NOCTYMIeHnn

OnpepneneHne TemaTU4ECKMX rpaHunLy
noumcka wn otbopa [AOKYMEHTOB;
cosfaHune pybpukaTtopa 6ronneTeHs;
BblSIBieHME W OTOOP B Maccuee
TEKyWMX MOCTYNNEHNA UCTOYHUKOB
NHpopmaumm; nogbopka aHHOTaL Ui,
pedepaTtos; KOIM4eCcTBO
MPOCMOTPEHHbIX AOKYMEHTOB:

OAVH
OronneTeHb

16

0o 50 gokymeHTOB

300,0

17

cBblwe 50 JOKyMeHTOB

600,0

[NoaroTtoBka TEeKyLLnX
Bubnmorpadmyecknx nocodui

Bbibop TemMbl nocobus, BbISIBIIEHNE U
OTOOp [OKYMEHTOB, POPMMPOBaHUE
pasgenoB nocobus, aHHOTMPOBaHWE

AOKYMEHTOB, noanbopka
doakTorpadmyeckoro mMarepuana,
WNIMCTPaL M, COCTaBlIEHME TEKCTA,
BCMoMOraTesnbHbIX yKkasarenew,
KOMMNbHOTEPHbIN Habop,
KOHCYMbTauum y CneumannuctoB Ha
pa3fnyHbIX aTanax paboThl,

obcyxaeHne un  pgopaborka no
3amMevyaHuAaM:

OOWH aBT. JINCT




18

cocTaBerneHne Oubnunorpaduyeckoro
yKkasaTens, Kkatarnora, nyTeBoauTens,
cnpaBO4YHMKA

15000,0

19

NoAroToBKa KOMMEHTapueB,
npyMmeYvaHni NPOCBETUTENLCKOrO
Xapaktepa, He Tpebyromx
cneumarbHbIX UCCIegoBaHUN

6000,0

20

noaroToBKa KOMMeEHTapues,
npumMeyaHumn Hay4YHO-
nccnegoBaTenbCKoro Xxapakrepa

12000,0

[MoaroTtoBka PETPOCNEKTUBHBIX
Hay4HO-BCNoMoraTesibHbIX
6rnbnuorpadmyeckmx ykasatenem:

21

BbIOOp TEMbI, CO34aHME aBTOPCKOro
KONNEeKTuBa; paspaboTka
NHCTPYKTUBHO-METO4MNYECKNX
MaTepuaros; BblsiIBieHME N OTO6Op
AOKYMEHTOB; paboTta Hapg,
Bubnmnorpadmyeckon 3anncobio;
aHHOTMPOBAHMUE;
Bubnuorpadmyeckas  rpynnupoBKa;
cocTaBrieHne BCNoMoraTenbHbIX
yKasaTtenemn; KoOMMbITEepPHbIM Habop;
obcyxaeHne un  pgopaborka no
3aMevaHnsam

OOWH aBT. JINCT

10080,0

CocTaBsneHue aHHOTMPOBAHHOIO
Bubnmnorpadmyeckoro nnn
Brnobubnmorpadmyeckoro ykasatensd
MO  akTyanbHOW  TemMaTuke C
XPOHOSIOMMYECKMM OXBaTOM OT 2 00 5
neT:

OOWH aBT. JINCT




22

Ha PyCCKOM £13blke

10080,0

23

¢ BkmovyeHnem ot 30% po 40%
obbema ny6nukaummn Ha
NHOCTPaHHbIX SA3blKaxX

12600,0

24

cocTaBrieHne aHHOTUPOBAHHOIO
Bubnmnorpadmyeckoro yKasaTens
MHOrOOTPAcCsieBOr0 COAEpXaHUs C
XpoHonormdyeckum oxsatom o 100
ner, TpebyoLlero CNJIOLLHOro
NpoCMOTpa  OOKYMEHTOB, MoucKa
CIOXHbIX Brnbnmorpadmyeckmx
n3gaHum

OOWH aBT. JINCT

21000,0

CocTaBneHne pekomeHaaTerbHbIX
Bunbnmorpadmyeckmnx CrnMcKos

BoisiBneHne cnpoca noTtpedutenen,
onpeaerneHue TEMbI, oTbop
OOKYMEHTOB, COCTaBIiEHME O4YepkKa,
KOMNbIOTEPHbLIM  Habop, BHeceHne
ncnpaBneHuni:

OAVH CMUCOK

25

no 10 3anucen

30,0

26

cebiwe 10 3anucen

30,0

[MogroToBka aHaNMMTUYECKNX
ob30poB




BoisiBneHne n otbop AOKYMEHTOB,
NOAroTOBKa pybpuKkaTopa, nsyvyeHue
n OLIeHKa OOKYMEHTOB,
cucTemaTusaums MaTepuana,
CcoCTaBreHne aHanMTM4eCcKoro
ob30pa, KOMMNbHTEPHbIN  Habop,
obcyxaeHne u  pgopaborka no
3aMevYaHnsaM:

OOWH aBT. JINCT

27

MO MNEPBMYHBIM UCTOYHMKAM Ha
PYCCKOM i3blke

10080,0

28

no CMelWwaHHbIM nepBn4HbIM
MCTOYHUKaM

12000,0

29

no nepsnv4HbIM UCTOYHUKaAM Ha
MHOCTPaHHbIX A3blKaX

13800,0

CocTasneHue aKcnpecc-
NHJpopMaLmK:

30

BbisiBfieHMe n otbop marepumana no
Teme, cucTemaTmlaums;
KOMIMbIOTEPHbIN HAbopP

OOWH aBT. JINCT

4500,0

CocTaBneHuve pedeparTa:

31

M3ydeHne n aHanmM3 [OOKYMEHTa;
cocTaBreHne TekcTta pedpeparta;
KOMNbIOTEPHbLIM  Habop; BHeceHne
ncnpasrieHnin

OOWH aBT. JIUCT

6600,0

3.18. Hay4Ho-meTogmyeckas pabota

Tao6nuua 59.




Tabnvua 59

N HanmveHoBaHue npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHUs BPEMEHMN,
MUH.
1 2 3 4
MoaroToBka METOANYECKNX
nocobuin, pekomeHaawun:
1 pa3paboTka HOBOW TEMbI; U3y4eHME || OAWMH aBT. NIUCT 18000,0
TEeMbl, BbISIBleHNE W  aHanmu3
AOKYMEHTOB no TEeME;
yuTaTenbckoe n Lenesoe
Ha3Ha4yeHune nocoodwus,
pekoMeHaauunm; cocTaBrieHne
NpOCMeKTa; HanucaHue TekcTa
2 MoandmKaums paHee || o4wWH aBT. IUCT 10200,0
pa3paboTaHHON TeMbl; BbISIBIIEHUE
N U3y4eHME HOBbIX AOKYMEHTOB WU
HaKOMMeHHoro ounbnmoTtekamm
onbiTa no Teme nocobwus,
pekoMeHaauuy; YTOYHEHME,
BHECEHME U3MEHEHUN B CTPYKTYPY U
B TEKCT B COOTBETCTBUM C
JOCTWKEHNAMUN onbnmoTe4vHon
Teopun n NPaKTUKW;
aopaboTka/nepepaboTka TekcTa




Pa3paboTka [OKYMEHTOB,
pernameHTUpyomx OedTernbHOCTb

oubrnmorTex, NMONOXEHUN,
NHCTPYKLIUN, NPOEKTOoB
NOCTaHOBIEHUN, yCTaBOB,

3adKOHOAaTeSIbHbIX aKTOB:

paspaboTka HOBOM TeMmbl; || OOQWH aBT. JIUCT 20400,0
BbIIBIIEHNE,  U3YydeHMe, aHanua

OENCTBYIOWLMX  OOKYMEHTOB MO

Teme; HarnucaHue TekcTa MpoekTa

AOKYMEHTA; obcyxaeHne n

anpobauus OOKYMEHTa B

oubrnmoTteke; aopaboTka

OOKYMEHTAa; NoAroToBKa K

YTBEPXKOEHNIO

mMogmdmkaums paHee || OAWH aBT. IUCT 9000,0
pa3paboTaHHOro AOKYMEHTA;

aHanM3 1 oueHKa JOKYMEHTA; MNOUCK

n otbop HOBLIX AENCTBYHOLLMX

OOKYMEHTOB MO TEME; BHECEHue

M3MEHEHUN B TEKCT [OOKYMEHTA;

obcyxaeHne n aopaboTka

OOKYMEHTA; NoAroToBKa K

YTBEPXKOEHNIO

PaspaboTtka YYEeTHbIX dopm,

Tabnmu, obpa3suos:

yTOYHEHMEe npegmeTa, OObekTa, || ogvH aBT. IUCT 9000,0

coaepxaHna  ydeTHoM  POPMBblI,
Tabnmubl, obpasua; oTbop w
cucrtemaTmsauus nokasarenem;
paspaboTka MakeTa y4eTHOW
dopMbil, Tabnuubl, obpasua;
obcyxaeHne AOKYMEHTA;
MNOArOTOBKA K YTBEPXKAEHMIO




CocTaBneHne pekoMeHgauum no
BHEOPEHUIO pernameHTnpyoLLmMX
OOKYMEHTOB B NpPaKTUKE:

paspaboTka MeToaunveckux || oguH aBT. NMUCT 16500,0
pekoMeHaauunu, NHCTPYKLIUN,

nraHoB no BHEOPEHUIO

HOPMaTMBHOM AOKYMEHTaLuu;

NOAroToBKa TEKCTA

[MogrotoBka NMUCbMEHHbIX

KOHCYnbTauui, MeTOaNYECKNX

nUcem:

BbISIBIIEHWE M aHanu3 [OKYMEHTOB || OAWH aBT. JIUCT 10200,0
no Teme; udydyeHne n obobuieHue

onbITa paboThbl ounbrnmoTek;

NOAroToBKa TeKCTa; obcyxaeHue U

aopaboTka TekcTa

[MogroToBka 0630poB

nesaTenbHoCTU onbnmoTtek no

ornpeaeneHHon TemMaTtuke:

onpenerneHue TEMbI N || oOWH aBT. NMUCT 10800,0

XPOHOMOrMYECKNX rpaHnl, 0630pa;
BblABMIEHME, MNPOCMOTP, OT6Op WU
aHanM3 OOKYMEHTOB MO Teme
0030pa; NnoAroToBKa TEKCTAa;
obcyxaeHne n gopaboTka TekcTa

PeueH3npoBaHne Hay4HBbIX,
METOANYECKNX, NHPOPMALIMOHHLIX Y
ApYyrmx MaTepuarsos:




YyTeHue peLIeH31pyemMoro
mMaTepuana; oLeHKa ero B Leriom,
OTAEerNbHbIX YacTel; yCcTaHOBMeHue
COOTBETCTBUA YUTATENbCKOMY U
LIeNeBOMY Ha3HAYEeHWIo, Hay4YHbIM U
MEeTOANYECKUM TPeBGoBaHNAM

OOWNH aBT. JINCT

900,0

10

HanmcaHme peueH3nmn

OOWH aBT. JINCT

1500,0

[MoaroToBka NneKkuumn, KOHCYnbTawum

PaspaboTka nrada nekyuu,
KOHCYInbTauuu, noanbopka
nuTepaTtypbl, COCTaBrieHME CrnucKa
nmTeparypbl K nekLuum,
KOHCYrbTaL M1, NOAroTOBKa TeKcTa:

11

nepsun4Hasa nekund

OflHa neKkyus

1800,0

12

MOBTOpHAs NeKuusl, C Y4EeTOM
HOBOroO MaTtepuana

OflHa neKkyus

360,0

13

nepBUYHas rpynnoBasi
KOHCYNnbTauums

ogHa
KOHCYmNbTaLus

1500,0

14

NOBTOPHas rpynnoBasi
KOHCYrbTauuss C Y4eTOM HOBOIO
maTtepuana

ogHa
KOHCYmnbTaLus

300,0

15

YCTHad nHamBuayaribHad
KOHCYIbTauunA

ogHa
KOHCYmNbTaLus

600,0

[MpoBeneHue NPaKTUKYMOB,
CTaXXMPOBOK




OnpeneneHne  Tembl, 3agaHus
npakTuKyma, cTaxupoBkn (7-10
OHER), BbISIBIIEHWE nuTepaTypbl MO
n3ydaemMomMy BOMpPOCY, COCTaBrieHne
rpadpuka NpoBedeHust  3aHATUN,

NOAroTOBKa 3aKrto4eHus 0
NPOXOXOEeHUN NpaKkTUKyMma,
CTaXXMPOBKMW:
16 NPaKTUKYM (vHOmBUAOYyanbHbIW, || oauH npakTukym || 2400,0
rpynnoBomu)
17 CTaXvpoBKa (vHOuBMAOyanbHas, || ogHa 2700,0
rpynnosas) CTaXupoBKa
[pakTvka CTYOEHTOB BbICLUMX W
cpedHux cneuunanbHbIX y4eOHbIX
3aBeeHnn:
18 noaroToBKa n opraHusauma || ogHa npakTuka 5400,0

npakTukn ctygeHToB (oo 30 gHen);
paspaboTka nnaHa  NpPakTUKW,

corriacoBaHue ero C
pykoBoauTenem NPaKTUKK;
COCTaBrieHMe rpadmka noceLeHus
CTPYKTYPHbIX noapasgeneHuni;
opraHusaumg NpPaKkTU4ECKnX
3aHATUM; noaBedeHne - UTOroB
NPaKTUKK; cocTaBrieHve

XapaKkTePUCTVK NPaKTUKaAHTOB

[NocelweHne 6ubnmotek, Bble3abl B
KOMaHOWPOBKN C LENbI U3YYeHUs
paboTbl N OKasaHUst METOOMNYECKOMN
MOMOLLM:




19 noaroToBKa K KOMaHOWPpOBKeE; || ogHa 660,0
YTOYHEHME CPOKOB UM  Uenen || KomaHaupoBKa
KOMaHOMPOBKW; O3HAKOMIIEHME C
OOKYMEHTaMM 1M maTepuanamm
npeablayLwmx Bble340B n
ny6nukaummn B neyaTtu;

COoCTaBrieHume nrnaHa KoMaHaANPOBKU

20 COCTaBrfieHMe oT4eTa/crnpaBkn O || OOWH OTYeT 1200,0
nposeaeHHon paboTte

21 COCTaBIIEHME aBaHCOBOro OT4YeTa, || OAWH OTYeT 60,0
3anornHeHne oTyeTHoro 6naHka
Pabota Hay4HO-OpraHu3aLMOHHOrO
Xapaktepa:

22 NnoaroToBKa n nposeaeHne || ogHo 6000,0
TEOPETUYECKMUX, Hay4HoO- || mMeponpusTue
NPaKTUYECKNX KOHdbepeHunn;

onpegerieHne coctasa oprkommreTa
n Y4aCTHUKOB KOHdpepeHuuy;
dopMmupoBaHne n  yTBepXOeHue

nporpaMmmbi; OpraHn3aunoHHbIE
MeponpuaTUs; BblpaboTka npoekTa
pekoMeHaauuy; domiHaHCOBO-
X03SMCTBEHHOE obecneyenue;

aHanus n OLeHKa paboTbl
KOH(pepeHUnK; nogBeneHe UTOros




23 noaroToBKa n nposegeHne || ogHo 3000,0
CeM1HapoB, KpyrblX  CTOSOB; || MeponpusaTmne
onpegeneHne coctaBa y4acTHMKOB,

Cpoka M MecTa NpoBedEHNs
MepOonpuaTU;  OPMUPOBaHNE 1
yTBEPXOEHME nporpamMmbl;
MHOpMaLMOHHOe  obecneyeHue;
BblpaboTka NnpoeKkTa
pEKOMEHJaLUNN; aHanmM3 u OLeHKa
MEpPONpPUATUIA

[MpumeyaHue:

- NpY NPOBEAEHNN MEPONPUATUIA HA MEXOYHAPOAHOM YPOBHE K HOPME BPEMEHM

NPUMEHSETCS noBbILaroLmn KoadpdmuneHT 2,0, Ha deaepansHoM ypoBHe - 1,85;

- BpemMsi MNpOBEedEHMs1 TEKUWA, KOHCYNbTauuh, NPakTUKYMOB, CTaXXUPOBOK,
NpakTuK, NpebbiBaHMSA B KOMaHOWPOBKaX, NPOBEAEHUS KOHEPEHL M, CEMMHAPOB,
KpYyrnblX CTOMOB W Bpemsi, CBS3aHHOE C M3gaHveM MaTepuarioB KOHMepeHL N,

CceMnHapos, B HOpMY BpEMEHN HE BXOOAT.

3.19. PegakuunoHHo-u3gaTensckas pabora

Ta6nuua 60.
Tabrnvua 60
N HanmeHoBaHune npouecca, || EanHunuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4
[NoaroTtoBUTENbHBLIN 3TanM:
1 yqyactue B cCOoCTaBfeHun || ogHa Tema 45,0
TemaTu4eckoro (M3gaTenbCcKoro)
nraHa, nnada paccCbISKu;
cornacoBsaHue TeM n3gaHum,

aBTOPOB/aBTOPCKMX KONNEKTUBOB




obCcyXaeHne C aBTOPOM TEMbl W
xapakTepa 3aKasblBaemoro
npov3BeaeHns, OCHOBHBbIX
TpeboBaHWA,  KOTOPbIM  [OJSDKHO
YOOBMNETBOPATL  MPOM3BEAEHME U
yCnoBui aBTOPCKOro
BO3HarpaxxgeHus

OOWH aBT. JINCT

30,0

obCcyxaeHne 1 yTBepXaeHue nnaHa-
NpocneKkTa nsaaHus

OOVH
npocnekT

nnaH-

30,0

3aKkryeHne  goroBopa-3akasa (B
Cllydae BHeLUHero asTopa) Mexay
aBTOpPOM n ounbnmoTekon C
ykazaHnem obbemMa U CPOKOB
MOArOTOBKM W cOayM pykKonucu B
peaakuMOoHHbBIN oTAen

OOWH [0roBop-
3aKas

20,0

COCTaBfeHne JoroBopa Ha nepegavy
B6rnbnmoTeke Npasa BOCMNPOU3BOAUTb
npou3BeneHne B BblGpaHHOM
6ubnmoTtekon dopmare

OOWH JOroBOp

20,0

O3HaKoOMIeHue c aBTOPCKUM
opuUrMHasnomM (pyKonucblo), NpUHATUE
pelleHna o nepegade pykonucu B
Npon3BOACTBO Nnm 0
HeobXxoaMMOCTM AopPaboTKM

OOWH aBT. JINCT

120,0

cocTaBrneHue rpadmka NpoxXoxaeHus
PYKOMUCK B OTAEene

OLWH rpadmk

20,0

PenakumoHHbIn 3Tan:

OOWH aBT. JINCT




peaakuoHHas obpaborTka:
nMTepaTypHoe,  TEXHWYeckoe W
cneumansHoe peaakTupoBaHue
pyKOMnucw; Habop n/vnm
nepeneyaTka; noAroToBKa
n3gaTenbckoro opuriHana (Bblbop
TEXHOSOorMmn, N3roTOBMEHNE 3aKkasa u
cosfaHve MakeTa nsgaHus)

780,0

KOHCTPYKTOPCKO-0hopMUTEnbCKas
pabota: NpoOeKTMpoBaHME  BuAaA
n3gaHus N ero CTPYKTypbl; nogbopka
doopmata n mapku dymaru, goopmara
NOSioC U3QaHust, rapHUTYpP N Kerneu
lWwpudota, onpenerieHne xapakrepa u
yucna - wnncTpauun,  dopmarta
odoopMIieHns, Buaga oBMNoXkn wnn
nepennera; NPOEKTMPOBaHME
BHELLHEro opopMreHnst sgaHus

660,0

10

NPOM3BOACTBEHHbIA  3Tan: BbIOoOp
nonurpadguyeckon  6asbl;  pacudet
noTpebHOCTH B Marepuanax;
cocTaBlieHue npegBapUTeNibHON
KanbKynauumM 3akasa; onpenerneHue
CTOMMOCTU u3faHus; paspaboTka
rpadomka npoxXoXOoeHns 3aKasa Ha
nonmrpagmy4eckom NpeanpuaTum;

OO HO n3gaHve

360,0

3aKroveHue aorosopa c
Tynorpadmen
PenaktupoBaHue Hay4HbIX n

MeToan4eCKnx MmatepumarnonB




[poBepka 1 McnpaeneHne pPykonucu
B NpoLecce NOArOTOBKM €€ K nevary;
yCTaHOBKa COOTBETCTBMS TeKcTa
Hay4YHbIM n nmTepaTypHbIM
TpeboBaHusaM, dopme U Lenesomy
Ha3Ha4YeHWo M34aHWs; cornacoBaHne
BHOCUMbIX UCMNPaBfIEHUA C aBTOPOM;
AopaboTka pyKonucu:

11 pefakTupoBaHue MoHorpadwmi, || ogvH aBT. imcT || 3480,0
cOopHMKOB Hay4HbIX TPyAos,
Hay4yHbIX OTYETOB, MNpPaKTUYECKUX
nocodum

12 pefakTupoBaHue metoauyeckux || oguH asT. rmct || 3000,0
MaTepuarnos (MHCTPYKTUBHO-
MeToaunyeckme nMcbMma,
pekomMmeHaauuum, KOHCYnbTauuu,
0630pbl AeATenbHOCTN BUBNOTEK)

13 pegakTupoBaHue AOKYMeHTOB, || oauH aBT. rimcT || 2940,0
pernaMmeHTUpyomx OeATeNbHOCTb
cneynanbHbIX oubnmortek Ans
crnenblix  (yCTaBoOB, NOSOXEHUI,
NHCTPYKLNN)

14 pefjakTupoBaHMe  cTaTUCTMYeCKuX (| oauH asT. iucT || 2400,0
Tabnuy, y4eTHbIX popm, ob6pasLoB

15 pefakTupoBaHue matepvanos || oauH aBT. rimcT || 1200,0
KOHdbepeHLnn (noknagos,

COOBLLEHMIN)




PenaktupoBaHuve

Bubnmnorpadmyeckmnx nocobun,
PETPOCNEKTUBHBIX Hay4HO-
BCNoMoraTenbHbIX yKasartenewu,

ob30poB, CnpaBoK, pedepaTos,
aHHOTaLUN:

16

pefakTupoBaHue
Bubnmnorpadmyeckmnx nocobwum
(TemaTudecknx 6ubnmorpadomyecKkmx
ykasaTerien, CnpaBOYHUKOB)

OOWNH aBT. JINCT

3000,0

17

pefakTUpoBaHMEe pPeTPOCNEeKTUBHBIX
Hay4YHO-BCNOMOraTerbHbIX
yKasaTenem

OOWH aBT. JIUCT

2280,0

18

peaakTUpoBaHue aHanMMTU4YEeCKNxX
0030poB, CnNpaBoOK, aHHOTaLMMN,
pedepaTtos, CBOAHbIX
pedepaTmBHbIX 0630pOB, 3KCNpecc-

MHJpopmMaL i

OOWH aBT. JINCT

1200,0

19

peaakTupoBaHue
Bubnmorpadmyeckmnx sanmcen

OQHa 3aruncb

5,0

20

KOHTpPOJIbHOE peaaKkTnpoBaHune

OQHa 3aruncb

7,0

MaLwmHonuncHble paboThbl,
BbINONHAEMbIE B
aBTOMaTU3MPOBAHHOM PEXNME

Habop Ha komnbloTepe:




21 TekcTa c nucTa odHa 20,0
cTpaHuua
(1800-2000
3HaKoB)
22 Bubnmorpadmyeckoe onncaHue OOHO 5,0
onucaHue
[MpaBKka Ha KOMNbIOTEPE, BEPCTKA Ha
KOMMblOTEPE:
24 TekcTa OdHa 10,0
cTpaHuua
25 Bubnmorpadmyeckoe onncaHue oOHa 2,0
CTpaHuua
26 BblBO4  TEKCTa Ha NPUHTEP, || oagHa 2,0
pacnevartka CcTpaHuua
27 BbIBOA, hopM TabnmL, Ha MOHUTOP ofHa 2,0
CcTpaHuua
28 HanosiHeHne Tabnuy, cogepxaHnem ogHa Tabnvua 18,0

[lpymMmeYaHne: npu pefakTUpoBaHUM CMELLAHHOro TeKCTa K HOpPME BpPEeMEHU
NPUMEHSETCS MOBbILALMA KO3dmLUneHT 1,2.

3.20. MNepeBoa n nepepaboTka nevYaTHbIX TEKCTOB C MHOCTPAaHHbIX A3bIKOB Ha
PYCCKWUIA N C PYCCKOro Ha MHOCTPaHHbIE A3bIKK

Tao6nuua 61.

Tabnumua 61



n/n

HanmveHoBaHune npowecca,
onepauunn. CoctaB paboThl

EanHnya
N3MepeHUs

Hopma
BPEMEHMN,
MUH.

[NepeBon TeKkCTa C WMHOCTPaHHbLIX
A3bIKOB Ha PYCCKUMN A3bIK

UreHne opurnHana, aHanms TeKCTa,
pasMeTka €ero C BbISIBIIEHNEM
TPYLHbIX TEPMUHOB,
rpaMmmaTm4eCKmnX KOHCTPYKL,UIA,
nekcmn4ecknx o6opoToB, LLEXOBLIX U
YXaHPOBbIX TEPMNHOB:

OOWH aBT. JINCT

NOJSIHBIN NUCbMEHHBIN NepeBos,

3360,0

COKpaLLEHHbIN NMUCbMEHHbIN
nepesoq ot 30% no 50% obbvema
TeKkcTa

3600,0

BbIOOPOYHbIN MUCbMEHHbIN
nepesoa

3120,0

MepeBoa TeKCTa C PYCCKOro A3bika
Ha MHOCTPaHHbIE A3bIKU:

NOJIHBIN NUCbMEHHBIN NepeBos,

OOWH aBT. JINCT

3840,0




TepmuHonornyeckass paborta npwu
BbIMNOSIHEHUU MMCbMEHHOIO
nepesoja:

MOUCK OTMEYEHHbIX B OpurMHarne
HE3HAKOMbIX MM HEMOHSTHbIX
TEPMMHOB WM COKpaleHun B
CoBapHO-CNpaBOYHOMN
nuTepartype; noaobopka
COOTBETCTBYHLLENO TEPMUHY
9KBUBAsIEHTA, pacLumdopoBKa
COKpaLleHuin

OOVH  TEPMMUH,
ofHO
COKpalLeHue

1500,0

KoHcynbTauma nepesogyvnka Cco
cneynannucTamu:

BbISICHEHME NnpaBUibHOro
N3rNOXeHns1 4acTen TekcTa Mo
Mario3HaKoOMOW TeMaTuKe;
YTOYHEHME COOTBETCTBUS
nepesoga opvrmHary

ogHa
KOHCYmMnbTaLus

2700,0

CocTtaBreHne
6ubnmorpadm4eckoro onncaHus:

cocTasrneHne bubnunorpaduyeckoro
onncaHusa nepesoaa

O HO onucaHue

720,0

AHanM3 n BHeceHne U3MEeHeHun B
TEeKCT nepesoaa rnocne
pacneyarku:

npoBepka NPaBUNBEHOCTU
pacnonoXeHns oTnevyaTaHHoro
TEKCTa; CBEepKa C PYKOMUCHIO;
npaeka

OOWH aBT. JINCT

240,0




TexHn4yeckoe
nepeBoOaoB:

odoopmrieHne

9 BHeECeHMe B TeKCT nepesoda || O4HO 3,0
CUMBOJSIOB n BCTaBOK Ha || BNUCbIBaHWE
MHOCTPAHHOM A3blKe

10 BHeceHue PUCYHKOB, Tabnuu, || ogHa BCTaBKa 4,0
doopmyn
[lepeBog 3arorioBKOB cTaTen W
[ OKYMEHTOB:

11 nepesoa U 3annucb 3arosioBKOB O[VH 3arorioBOK 12,0

[MpumeyaHwe:

- HOPMbl BPEMEHM NPEAYCMaTPUBAIOT BbINOSHEHNE NEPEBOAOB C MHOCTPAHHOIO
A3blka UM Ha MHOCTPAaHHbLIN, KOTOPLIN Yy NepeBoaYMKa SBMSETCs OCHOBHbLIM (MO

06pa3oBaHUIO UK NPUMEHEHNIO);

- NPV BbIMNOMHEHNN MepeBOAOB C APYrMX A3bIKOB WM Ha Opyrve, MOMUMO

OCHOBHOrO, K HOpMam BpeMEHN NPUMEHSETCS MOBbILaLmN KOaddmuneHT 1,1.

3.21. PaboTa no BbiNyCKy ManoTuUpaxHbIX U34aHun crneumnanbHbIX opmaToB

Tabnuua 62.
Tabnuua 62
N HanmveHoBaHue npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4




BocnpounsseneHue
NfoCKoneyYyaTHOro  AOKYMeHTa B
penbedHo-To4e4HOM dopmaTe

Pabota c TEKCTOM
NI0CKOMNeYaTHoOro AOKYMEHTa Ha
BymMarkHOM WM 3NEKTPOHHOM
HocuTene:
KOMMbIOTEPHbIM  Habop  TekcTa || ogHa cTpaHuuya || 20,0
BPYYHYHO (1800-2000

3HaKoB)
CKaHupoBaHMe U1 pacno3HaesaHue || ogHa cTpanuua || 4,0
NocCKoneYyaTHoro TekcTa (1800-2000

3HaKoB)
3arpyska dpavna c nrockoriedyatHolM || ogHa cTpanuua || 0,5
AOKYMEHTOM B KOMMbIOTEP (1800-2000

3HaKoB)
YTEeHWe NfockoneyaTHoro Tekcta n || ogHa cTpanuua || 5,0
BHeCeHue ucnpasnieHum (1800-2000

3HaKoB)
M3MeHeHMe TekcTa u3 dopmata || ogHa cTpanuua || 1,0
AOKYMEHTa B 3NeKTPOHHbIN doopmaTt || (1800-2000

3HaKoB)
YTEHNe KOHBEPTUPOBAHHOIO TEKCTA; || ogHa cTpaHuua || 7,0
BHeCeHue ucnpasnieHum (1800-2000

3HaKoB)




BPYYHYHO

7 npueBeneHve TEeKcTa B || ogHa cTpaHuua || 13 MUH.
cooTBeTcTBME npasuram nmcbma || (1800-2000
no cucteme bpanna (26 ctpok x 30 || 3HaKOB)
3HaKoB)
PaccTtaHoBka NOpsAaKOBbIX
HOMEPOB CTPaHWLL:
8 B aBTOMaTM3NPOBAHHOM pPeXnme ofHa onepauus 0,5
9 NnocTpaHW4yHasi  paccTaHoBKa B || ogHa cTpaHuua 1,0
PY4YHOM pexmme
10 BblBOO4 TeEKCTa Ha OpanneBCKUW || oguH nuCT 2,0
NPUHTEP; pacrnedaTka
(ABYXCTOPOHHSASA)
PaboTta ¢ nnockone4yaTtHOM HOTHOW
3anucbto:
11 KOMNbIOTEPHbLIM Habop (C nucTta) || ogHa cTpaHuua 40,0
HOTHOW 3anmncu no cucteme bpanns
BPY4HYIO
12 CKaHMpOBaHME N pacrno3HaBaHME Ha || OdHa cTpaHuua 3,0
cneynanbHOM BpanneBckom
cKaHepe
[MpoBepka HOTHOWN 3anucu, || ogHa cTpaHuua
BHECeHMe ncrnpasneHui:
13 HOTHas 3anuchb, HabpaHHas 60,0




14

HOTHaa 3anucb, MOMNy4YeHHas Cco
CKaHepa

20,0

15

npuBe4eHne HOTHOM 3anucm B
COOTBETCTBME MpaBuramMm 3anucu
HOT no cucteme bpanna (26 cTpok
x 32 3Haka)

ofHa cTpaHuLa

15,0

PaccTtaHoBka NOpPAOKOBbIX
HOMEPOB CTPaHULL:

16

B aBTOMaTn3nMpoBaHHOM pexnve

oAHa onepauus

0,5

17

NOCTPaHMYHasi  paccTaHoBka B
PYYHOM pexume

ofHa cTpaHuLa

1,0

18

BbIBO[ HOTHOM 3anucm Ha
BpanneBCcKUn NPUHTEP; pacne4vartka

ofHa cTpaHuLa

0,7

CospaHue nrockone4yaTHou
0B IOXKM

KomMmnbloTepHbin  Habop  TekcTa
BPYYHY!O:

ogHa obnoxka

19

TPU 3nemMeHTa onucaHus (aBTop,
3arnaBne, BbIXOA4HbIE JaHHbIE)

3,0

20

yeTblpe W 0Oonee 3nNeMeHTOB
onucaHus

4,0




21 CKaHMpoBaHMe U1 pacno3HaBaHue || ogHa obnoxka 3,0
TekcTa

22 BHECEeHue ncnpasneHnin n || ogHa obnoxka 3,0
doopmaTtunpoBaHme
[1n3arH 0B NOXKN: ogHa obrioxka

23 6e3 nnncTpaunn 1,0

24 C vnncTpaymamm 2,0

25 BblBOO OOMOXKM Ha NPUHTEP; || ogHa cTpaHuua 1,0
pacne4yartka
CosgaHve nuueBont M 0DOPOTHOM
CTOpPOH nrockoneyYyaTHoro
TUTYNBHOIO NNCTA:

26 KOMNbIOTEPHbIM ~ Habop  TekcTa || oauH TuTynbHbIA || 10,0
BPY4HYO mcT

27 CKaHupoBaHMe U1 pacno3HasaHue || oguH TUTYIMbHbIN (| 6,0
TekcTa mcT

28 BHECeHue ncrnpasneHnn n || oguH TUTYNbHbIN || 6,0
doopmaTupoBaHue nmcT

29 paspaboTka Au3anHa TUTYMbHOMO || OAWH TUTYNbHbIK || 1,0

JINCTa

JINCT




30 BbIBO4  TUTYMbHOrO fmMcta Ha || oguH nnucT 2,0
NPUHTEP
CosgaHve nuueBon M 0BOPOTHOM
CTOPOH penbedHO-TOYEYHOro
TUTYNBHOIO NNCTA:

31 KOMNbIOTEPHbIM ~ Habop  TekcTa || oAuH TuTynbHbIA || 10,0
BPY4HYO nmcT

32 CKaHupoBaHMe U1 pacno3HaBaHue || oguH TUTYIMbHbIN || 6,0
NfiocCKonevaTHoro TekcTa nmcT

33 BHeCeHMe ncnpasnieHnm OOWH TUTYINbHbIN || 6,0

nmcT

34 M3MeHeHMe TeKkcTa u3 dopmara || ogHa onepauus 1,0
AOKYMEHTa B 3NIEKTPOHHbIN oopmaT

35 YTEHNEe KOHBEPTUPOBAHHOIO TEKCTA; || O4Ha CTpaHuua 2,0
BHECEHMe ncnpasreHni

36 npueegeHne TekcTa B || ogHa cTpaHuua 6,0
COOTBETCTBUE C npasunamm
nMcbemMa no cucteme bpanna (26
cTpok x 30 3HakoB)

37 BblBOO4 TeEKCTa Ha OpanneBCKUW || oguH nuCT 2,0

NpUHTEP

BocnpounsseneHue
nriockone4yaTHoOM wnnlocTpaumum B
penbedHo-rpadgmyeckom opmare:




38 CKaHMpoBaHue nrnockone4yaTtHon || oaHa 1,0
NNMCTPaL UK NUNNCTpaL s
O6paboTka unncTpaumm: oaHa

NUNNCTpaL s

39 obpaboTka roToBOro KOHTypa 10,0

40 CO3aHne HOBOro KOHTypa 60,0

41 doopmaTupoBaHue nsiocKoneyaTHon || ogHa 2,0
NNMCTPaL UK NNNCTpaLms

42 BbIBO[, nrnockone4yaTtHon || oaHa 1,0
NNMOCTPALUKN HA NPUHTEP NNNCTpaLms
[MNepeBopn nrnockone4yaTtHon || oaHa
NNMCTPaL UK Ha || wnnocTpauus
penbedoobpasytoLlyto bymary:

43 C OLOHOKpPAaTHbIM NPOMNYCKOM 1,5
N306 parkeHns yepes
HarpeBaTtesibHoe YCTPONUCTBO

44 C OBYKpPaTHbIM MPOMyCcKOM 3,0
N306 parkeHns yepes

HarpeBaTtesibHoe YCTPOMUCTBO

[Nepennet AOKYMEHTOB,
BOCMNpOn3BeLEHHbIX pernbegHo-
TOYEYHbIM LLPUPTOM:




45 NaMUHUPOBaHNE 0B OXKN ogHa obrioxka 6,0
46 py4Hasi nuctonogbopka oAHa 2,0
nmctonoadopka
47 dhanbLoBKa py4YHas ognH 6nok (10 || 0,3
IMCTOB)
48 BblpaBHMBaHME © o00Ope3ka Kpas || ogHa onepauus 0,3
CTpaHuUbl
KpenneHue cTpaHuu;: OOVH OOKYMEHT
49 ABYMS CKpernkamu 0,3
50 Ha NS1aCTUKOBOW NMPYXuHe 4,0
51 TepMOKIieeBoe KpenseHme 6,0
52 XeCcTkad KapToHHast obnoxka c 60,0
ByMaXKHbIMU NOKPOBHbIMI
CTOpPOHKaMWU n NPOLLMBHBIMN
KopeLuKkamm
BocnpounsseneHue
NfoCKONeYyaTHOro  AOKYMeHTa B
3BYKOBOM hopmarte
[MpeoBaputenbHas pabota Hag || 1000 3HakoB
TEKCTOM:
53 XYOOXECTBEHHbIN TEKCT 5,0




54

TEXHUYECKUU n Apyrve
cneumarnbHble TEeKCTbl
(MaTematuvka, MeguunHa, XMmMus)

10,0

[MpoynTbiBaHNE TekcTa Ha
KOMMbIOTEPE B CTYOMUMHbIX
YCIOBUSAX CO 3BYKOPEXMNCCEPOM:

1000 3HakoB

95

XyO4OXEeCTBEHHDbI N TEKCT

4,0

56

TEXHUYECKUU n Apyrve
cneuymarnbHble TEeKCTbl
(MaTematvka, MeguunHa, XMmMus)

S7

nepesanucb Ha4YMTaAHHOTO TeKCTa
Ha KomnbloTep (oundpoBka 3ByKa)
C aHarnoroBoro MWCTOYHMKA B
peanbHOM BpeMeHu

ofHa JopoXKa

50,0

58

obpaboTKka Ha4YUMTaHHOrO TEKCTa Ha
KOMMNbOTEPE

OfHa JopoXKa

1,5

59

KOHTPONb 06paboTaHHOM 3anucu Ha
KOMMnblOTEpE

ofHa JopoXKa

50,0

BocnpousseneHve O3BY4YEHHOro
TeKkcTa C KoMnbloTepa:

ofHa JopoXKa

60

Ha KOMMakT-KacceTy B pearibHOM
BpeMeHun

50,0

61

Ha OUCK

10,0




62 My3blKarbHO-TaMepHoe OoOHa OopoXKa 50,0
odoopMIIEHNE 3BYKO3anucu
KpaTtHoe BOCMpousBeneHne
03BYYEHHbIX AOKYMEHTOB Ha
ayamoKkacceTbl:
63 NnoaroToBKa Marepuanos K || ogHa KacceTa 4,0
BOCMpPOn3BeaEHNIO (pacnakoBka
ayamokaccer, nepemMoTkKa,
pasmMarHn4ymBaHue)
64 KpaTHoe BOCNpou3BeaeHne || ogHa ornepaumsd 3,0
ayavosanucen Ha CTaHuMn
CKOPOCTHOTO AyonmpoBaHns
ayauokacceTt (koMmnbtoTEP -
KacceTa)
65 KpaTHoe BOCNpou3BeaeHne || ogHa onepaumsd 5,0
ayguosanucen Ha  cneuymaribHOM
obopynoBaHuM (KacceTa - KacceTa)
B 3aBUCUMOCTW OT TEXHUYECKOro
OCHaLLEeHNS
66 KpaTHoe BOCNpou3BeaeHne || ogHa ornepaumsd 5,0
ayguosanucen Ha  cneymaribHOM
obopynoBaHuM (KaTyLlKa - KacceTa)
B 3aBUCUMOCTU OT TEXHUYECKOro
OCHaLLEeHNS
67 NnpoBepKa KayecTsBa Konum OflHa KacceTa 5,0

odoopmrieHne ayauokaccer,
ONTMYECKNX OUCKOB U KOHTENHEPOB




68

co3faHve noeHTudmkaTopa,
onpenensrowero npuUHagneXxXHoCTb
KacceThbl K OOKYMEHTY, B
nrockone4aTHoM U1 pernbedHo-
TOYEYHOM BapuaHTax; HakrensaHue
Ha KacceTy

OOWH
noeHTudgukaTop

3,0

69

co3faHue nrockoneyaTHomn
9TUKETKM ans OOKYMEHTA,
3anucaHHOro Ha aygmokacceTax
(Habop  TekcTa, BblBOO  Ha
BpanneBcKkun NpUHTEP,
pacrneyaTka, paspesaHue no
3ajaHHOMYy pasMmepy, HakrneuBaHue
Ha KOHTENHeP)

OfHa 3TUKEeTKa

6,0

70

co3faHue penbedHO-TO4YEeYHOMN
3TUKETKU ans AOKYMEHTA,
3anMcaHHOro Ha aygumokacceTtax
(Habop TekcTa, Au3aiH, BbIBOA Ha
NPUHTEpP, pacneyartka, paspesaHue
no 3agaHHOMY pasmepy,
HaKneMBaHWe Ha  BHYTPEHHIOH
CTOPOHY KPbILLKM KOHTENHEpPa)

OfHa 3TUKETKa

9,0

71

packnagka ayguokaccet no
KOMMNeKTaM/KOHTENHepam

oAHa onepauus

1,0

cOo3gaHne 3TUKETKU Ha OUCKE:

72

BBO4 B KOMMbKTEP OCHOBHbIX
cBegeHMnM O [JOKyMeHTe (aBTop,
3arnaBve) B cneumnanMsavpoBaHHOM
nporpamme

OOVH OOKYMEHT

5,0




73

BbIBOL Ha MNPUHTEP C yHKUMEN
"nevaTb Ha guckax", pacnedaTka

oAHa onepauus

2,0

74

co3faHue nrockoneyaTHomn
KOHTEeMHEepPHOMN 9TUKETKN ans
AOKYMEHTa, 3anncaHHOro Ha gucke
(Habop TekcTa, popmupoBaHue
Ov3anHa, BbIBO4 Ha MpUHTEp,
pacne4arka, paspesaHue no
3ajlaHHOMYy pa3smepy, pasmeLleHue
Ha BHEWHEeN CTOPOHE KPbILLKK
KOHTENHepa)

OfHa 3TUKETKa

8,0

75

co3faHue penbedHO-TO4YEeYHOMN
KOHTEeMHEepPHOMN STUKETKN ans
AOKYMEHTA, 3anucaHHOro Ha Aucke
(Habop TeKcTa, BbIBOA Ha
BpanneBcKkun NpUHTEP,
pacrneyaTka, paspesaHue no
3ajaHHOMY pasmepy, pasMeLLeHune
Ha BHYTPEHHEN CTOPOHE KPbILIKK
KOHTENHepa)

OfHa 3TUKETKa

10,0

Apxmaau,vm O3BYYEHHbIX
OOKYMEHTOB:

76

obpaboTka MaTepuana ans
KOHBEPTUPOBAHWS

ofHa JopoXKa

30,0

144

KOHBepTUpoBaHue doannos

dopmata Bl AC B dopmar
ayauodpannos B 3aBMCMMOCTU OT

TeXHNYEeCKOro oCHalleHus

ofHa JopoXKa

6,0

78

NepeHoc apxvBa Ha cepBep

ofHa JopoxKa

6,0




3.22. ObcnyxvBaHue yaarneHHbIX nosnb3oBaTernemn

Tabnuua 63.
Tabnvua 63
N HanmeHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4
Pernctpauna nonb3oBatenen B
peXMe OHJTaWH:
1 npoBepKa 3anucu nosfib3oBartens B || O4vH 2,0
6mMbnnoTeky nosib3oBaTerb
2 obpabotka wn BBOA Chamunun, || oguH 5,0
MMEHN, OTYeCTBa Mosb30BaTeNd M || 3NEKTPOHHbIN
afipeca ero 3/1IeKTPOHHOW NOYThI doopmynap
3 COCTaBJfieHMe NCbMa C yKasaHueM || ogHo 5,0
norvHa n CreHeppoOBaHHOIO || 9NEKTPOHHOE
CUCTEMON Naporns, NpUKpenneHne || NMcbMo

NHCTPYKL UK NosSib30BaHUsA n
OoTrnpaBka ero nmno 3JIEKTPOHHOW
no4yTe Nosib3oBaTento

Ob6cnyxuBaHne nonb3oBarternen B
pPEeXNUME OHJTaunH:




KOHCYrbTaums no MUCrosnb30BaHMo || oaHa 10,0
MHTepakTmeHon Bl "rosopsaumx” || KOHCynbTauud
KHUI C KpUNTO3aLUMTON
COMpoBOXOEHNE BUPTYyaribHOM || OOVH 3aKa3 15,0
KHUroBblga4w: doopmmupoBaHue
3aKa3a Ha BUPTYyarbHOW KHWXHOWU
noske
BbIrpy3Kka n3 AC HoBbIX || ognmH dan B || 10,0
NOCTYMNreHMn 3a onpegeneHHoln || doopmaTe
nepuog BpemeHn B ¢opmaTe || PYCMAPK
PYCMAPK un B BMOe ykasaTens
HoBbIX nocTynnexHun (Y HIT)
ooavH daun B || 12,0
doopmate YHI1
pa3MeLLeHne HOBbIX MOCTyrnsieHun || oauH davn B || 3,0
AOKYMEHTOB Ha caunte || dpopmate
oubrnimotekun: co3ganue 3aronoska || PYCMAPK
aHHoTauuK npuKpensieHne
danna(oB)
oauH dpavn B || 3,0
doopmate YHI1
pacchblifika rno 9NeKTPOHHOM nouyTe || ogHO 3,0
yAaneHHbIM nonb3oBaTensMm || 3MNeKTPoOHHOoe
MHpopMaL mm o) HOBbIX || MNCbMO
NOCTYNNEHNSX JOKYMEHTOB
NMHEPOPMaLMOHHOE CONnpoBOXAEHNE || ogHo coobuleHune || 3,0

cauTta, nopTtana u CTpaHuily B
coumarnbHbIX CeTAX: co3gaHune
3aronoBska aHHoTauun
npuKpenreHve gamnnos




4. TunoBble oTpacrieBble HOPMbI TpyAa Ha paboThl, BbINONHAEMbIe B
AEeTCKUX, HHOLIeCKUX bnbnmnortekax, B 6nbnmorekax Hay4Ho-
nccnepoBartesnibCknx MHctutytoB (HUN), o6paszoBaTenbHbIX
yupexaeHun (6e3 ucnonb3oBaHUA aBTOMaTU3NPOBAHHbLIX CUCTEM
ynpasrieHUs npoueccamm)

4.1. KomnnektoBaHue bubnmotevHoro oHaa

Ta6nuua 64.

Tabnvua 64

N HanmveHoBaHue npouecca, || EanHunuya Hopma

n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,

MWH.

1 2 3 4
Tekywee KOMMeKToBaHne
6rnbnnmoTevHoro goHaa:

1 NpocMOTp KHuromdgatenockon u || (1 npanc 8000 || 980.0
KHUrOTOProBown MHdpopmawmm HaMMeHOBaHWN)

2 ycTaHoBfneHne Tembl M Buga || (1 npanc 8000 || 2.0
OOKYMeHTa, nognexailero otéopy; || HaMmeHoBaHWI)
BbISICHEHME HeobxoaMMoCTH
nprnobpeTeHnd
Onpepenenne  ak3emnnsapHocTn || (1 npanc 8000
3aKkasa: HavMeHOBaHWI)




3 Ans nogpasgeneHnin 0,5
4 ansa oménmotekn B LLenom 1,0
odoopMISieHne 3aKkasa; yKasaHue || Oa4WH 3aka3 1,0
9K3EMMNIISAPHOCTH, CTOMMOCTH
3aKasa, aarthbl
KonnyecTtBo 3aKasaHHbIX
Ha3BaHWUM:
5 1-15 15,0
6 16-25 25,0
7 26-75 75,0
8 76-100 100,0
9 odoopMISIEHNE 3aKa3a Ha BbIMUCKY || OOAWH OOKYMEHT 100,0
3apybexHbIX JOKYMEHTOB
10 nogroToBKka CrvMcka OOKYMEHTOB, || O4HO HasBaHwe 26,0

npeanaraemblX K MexgyHapoaHoOMY
KHUroobMeHy; cBepka crnucka c
KaTanorom




11

cocTaBlieHue KapTOu4KM Ans
KapToTeKkun opraHusauun-
NapTHEPOB; YKasaHWe Ha3BaHUA
opraHuMsauun, agpeca, Has3BaHUS
obMeHnBaeMbIX [OKYMEHTOB

o[Ha KapTo4Ka

1,0

Pabota B AC:

12 BBO/, 3aKkasa TeKyLlero || oguH 3akas 5,0
KOMNrekToBaHna B 6a3y OaHHbIX
AC

13 pefjakTupoBaHMe BBEAEHHbIX B || OOVH 3aKa3 30,0
6a3y OaHHbIX CBeAeHMN O 3aKase;
BblBO4 Ha 9KpaH; BHECEHue
N3MEHEHUN

14 BbIBOL Ha TMPUHTEP  [LaHHbIX || OOVH 3aKa3 1,6
TeKyLLero KOMMEKTOBAHUS;
pacnevartka
BeAEeHNe  KapTOoTeKM  TEKYLUero
KOMMMEKTOBAHUS

15 COCTaBfieHMe KapTOo4KMW, yKasaHue || ogHa KapToyka 0,5
aBTOpa, 3arnaBus,  BbIXOAHbIX
AaHHbIX, HOMepa B U3gaTenbCKOM
nraHe

16 nepeHeceHne cBedeHUn O 3aKase || ofHa KapToudka 0,3

Ha KapTOuKM; yKasaHue
9K3eMMISAPHOCTH 3akasa,
pacnpegeneHne no CTPYKTYPHbIM
nogpasaeneHnam




17

paspesaHue n3gaTenbCKunx
NraHoB, pacne4yarka ans
KapToTeku TeKyLero
KOMMIIEKTOBAHWS, HAKMNenBaHue Ha
KaTanoXxHyH KapTo4KK

o[Ha KapTo4Ka

1,5

18

noadop KapTodku no andaBuTy
AN pacCTaHOBKM B  KapTOTEKY
TEKYLLEro KOMMeKTOBaHNS

o[Ha KapTo4Ka

0,5

19

paccTaHoBKa KapTO4KM B
angasute  amMuMn  aBTOpPOB,
3arnaBunM B KapTOTEKY TeKyLlero
KOMMJIEKTOBAHWUSA

o[Ha KapTo4Ka

0,4

OdopmnieHne noanuckn Ha
nepuoanyeckmne N3gaHus:

20

npocMmoTp KaTanora "PocnedvaTun”,
OTOOp HasBaHUS NEPUOANYECKNX
n3gaHun ONs noAnNuCKn

OQHO Ha3BaHue

0,8

21

cbop 3asBKM OT nogpasgeneHui
onbnmotekn Ona  nNoanuCKM Ha
nepuognyeckne nsgaHns

ofHa 3asBKa

1,5

22

CBepKka  pacrneyartkm  CMUCKOB
YCIOBHO 3aKa3aHHbIX
nepuognyeckmnx n3gaHum C
KapTOTEKOM 3aKa3oB, BHECEHUe
N3MEHEHUS B pacnedaTkuy CrmcKoB

OAHO Ha3BaHne

1,04




23

CBepKa 3akasa TekKyLlero roga Ha
nepuoagnyeckune n3gaHus C
nognucKon npeabigywiero roga
AN BbISBMEHUA WU3MEHEeHUn B
Ha3BaHUAX;, BHECEHNE OTMETOK

O HO Ha3BaHue

0,2

24

cBepka BbIXO4HbIX AaHHbIX
BrepBble 3aKasblBaeMblIX
3apybexHbIx NepuoanNYECKNX
nsgaHunm ¢ Gubnuorpadmyecknmm
CrpaBoOYHUKaMK n Apyrmmm
NHCPOPMaL MOHHBIMW UCTOYHUKaMM

Ha oguVH rof

80,0

25

odoopMIIEHNE 3aKkasa Ha MOAMNUCKY;
noacyeTr CTOMMOCTW NOAMUCKU C
Y4€TOM [OCTaBKW, 3anosfiHeHue
KBUTAHLIUM aboHemeHTa Ha
nepnogn4eckoe nsgaHue

OOWH 3aKa3

30,0

26

COCTaBrieHne  pernctparMoHHON
KapTO4KM ans KapTOTEKN
nepnogmn4eckmnx n3gaHui;
npocTaBfieHne Ha KapTouyke
MHOekca, roga, MNEepPUOLNYHOCTH,
MCTOYHKMKA MOCTYNSIEHNH

o[Ha KapTo4Ka

0,5

Pabota B AC:

27

BBOJ 3aKa3a Ha nepuoandeckue
n3gaHusa B 6asy gaHHbIX

o[Ha KapTo4Ka

10,0

28

BbIBOJ, Ha 3KpaH perncTpaunoHHOM
KapTO4KW; pacrnevarka

o[Ha KapTo4Ka

1,0




29

KOPPEKTUPOBKA 3aKkasa: BbIBO4 Ha
9KpaH Chnucka nepuoanyecKux
n3gaHumn; BHECEHMEe N3MEHEHUN

O HO
HavMeHoBaHue

0,3

[lepenucka C  KHArOTOProBbIMU
opraHusaumnamm n
n3pgaTtenbcTesamMmm, bubnmorekamu:

30

cocTaBrieHue, Habop  TekcTa
nMcbmMa  (3anpoca, npeTeH3un),
permcTpaumnsa B KHUre MCXogsLumx
OOKYMEHTOB (NpOCTaBneHne aarhbl,
NOpPSAKOBONO HOMEpa, YyKasaHue
HaMMeHOBaHMs opraHusauuu,
KpaTKoro cogepkaHusi nucbma)

OLHO NMUCbMO

60,0

31

odopmneHne 3akasa "KHura -
nodyron", oOTnNpaBKka 3aKkasa B
Mara3uH, 0OMeHHbIe (poHAObI

OOWH 3aKa3

3,1

[lokomnnekToBaHue
6mnbnnoTevHoro goHaa:

32

nony4yeHve 3asBKU Ha
npuobpeTeHne [OOKYMEHTOB  OT
nogpasgeneHnin

ofHa 3asBKa

0,3

33

cocTaBrieHne 6ubnuorpadmyeckon
3anucuK; yKasaHue KonumyecTBa
9K3eMnspoB n CUIMbI
noapasgeneHnin

o[Ha KapTo4Ka

3,0

34

BKIMKOMEHNE 3adABKW B KapTOTEKY
OOKOMMJIEeKTOBaHUA

o[Ha KapTo4Ka

0,26




35 NpoCMOTp KapToTeKkn || oauH OOKYMEHT 3,0

HeyO0BEeTBOPEHHOIO cnpoca;

aHanmM3 OTKa30B A5 BbIABIEHUS

OTCYTCTBYIOLLNX AOKYMEHTOB,

BKIHOYEHMe B KapTOTeKy

[ OKOMIMIEKTOBAHNA

OT60p OOKYMEHTOB M3 OBMEHHbIX

dooHa 0B oubrnmortek Ans

[ OKOMIMIEKTOBAHUA

[MpoCMOTP  CAWUCKOB, KapTOTeK, || O4MH OOKYMEHT

KaTanoroB  ObMeHHbIX  ¢oHOO0B

6MbnnoTex, oTbop HY>HbIX

AOKYMEHTOB, CBEpKA C KaTarnoramu

N KapTOTEKamMu CBoen BUBNMoTeku;

coCcTaBreHue cnmcka Ha

AOKYMEHTbI, oTobpaHHbIe B

obmeHHOM doHAae

KonnuyecTBo AOKYMEHTOB,

BKITHFOYEHHbIX B CMUCKMU:
36 1 5,0
37 2-10 7,8
38 11-25 16,0
39 26-50 32,0

CocTtaBneHue onepaTmMBHOIo

(TekyLLero) nnaHa

KOMMJIEKTOBAHUA:




40 onpenesieHne  MeponpuaTuM  No || OAWH nJiaH 480,0
dhopMMpoBaHUO egmMHOro poHaa Ha
TEeKyWMn  rof, OTBETCTBEHHbIX
NCMOSHUTENEN,  KONMMYECTBEHHbIX
nokasatenem obvema  doHaa
(nocTynnexve, BblObITUE),
OTpacsieBoro coctaBa, MICTOYHUKOB
NOCTYNNEHUS, CMETbI PaCXO40B
OdopmneHue nnaHa
KOMMNJieKToBaHNA B oOpMeE:
41 Tabnuy, ogHa Tabnuua 2,6
42 KapTOTeKn O[Ha KapTouyka 2,6
Pabota B AC:
43 BBOA MflaHa KOMMMEKTOBAHUA B || OOWH MnraH 1,1
6a3y gaHHbIx AC
44 KOppekTupoBka ©asbl  faHHbIX; || OOUH OOKYMEHT 30,0
BblBOJ Ha  9KpaH; BHeceHue
N3MEHEHUIN

4.2. lNprem 1 y4eT nocTynmBLUMX JOKYMEHTOB

Tao6nuua 65.

Tabnvua 65




n/n

HanmeHoBaHune npowecca,
onepauunn. Coctas paboThl

Eannnya
N3MepeHus

Hopma
BpeMEHMU,
MWH.

|_|pI/IeM OOKYMEHTOB, MNOCTYMNMUBLUNX C
conposoaunUTEsibHbIM OKYMEHTOM

[Mpuem AOKYMEHTOB no
conpoBoAUTENbHBIM  MaTepuanam
(cyeT, HaknagHasi, Konus Yeka, aKT),
noabopka mx no andgasnty aBTOpPOB
Wnn  3arnaBun, 3KCMNeaULMOHHBbIM
HOMepawMm, cBepka c
conpoBOAUTENbHBIMU AOKYMEHTaMW,
NpOCTaBfieHMEe LEeHbl Ha U3gaHuw,
noAcyeT  YUCla  3K3EeMNIIApOoB,
obLLen cToumMocTH

o[Ha napTus

KonnyecTBo OOKYMEHTOB B NMapTUn:

4,0

2-50

8,9

51-250

43,3

[Mpyem [OKYMEHTOB, MOCTYMNUBLLMX
bes CONpoOBOAUTENBbHbIX
AOKYMEHTOB:




4 noadop AOKYMeHTOB no andasuty || oguH 3,1
damMurin  aBTOPOB UM 3arfiaBuit; || SOKYMEHT,
npoBepka Ha AyoneTHOCTb; || OOMH akT
npoBefeHNe OLEHKU [OOKYMEHTOB;

COCTaBlfieHMe aKTa Ha npuem
AOKYMEHTOB

KonnyecTtBo AOKYMEHTOB,
BKIMOYEHHbIX B aKT:

5 1 0,36

6 2-5 2,1

7 6-10 3,7

8 npocTaHoOBKa Lwremnens Ha || oguH 0,5
TUTYNIbHOM §1mMcTe U Ha  17-n || OOKYMEHT
CTpaHuLe OOKYMeHTa
cBepKa NOCTYNMBLLMX OOKYMEHTOB C
KapTOTEeKOoMn TeKyLLero
KOMMNIEKTOBaHUS

9 MOMCK  KapTOYKM B  KapTOTEKe || oauH 3,0
TEKYLero KOMMJIEKTOBaAHWSA, CBEpKa || AOKYMEHT
KapTO4YKN C LOKYMEHTOM, BHECEHue
OTMETOK

10 oTbop nepBoro aK3emnndapa, || oauH 0,5
BJIOXKEHME KAPTOYKM B JOKYMEHT OOKYMEHT




11 nocTaHoBKa KapTO4Ku 3a || ogHa kapToyka || 0,3
pasgenurens "BbINOnHeHHbIe
3akasbl"

Pabota B AC:

12 nposepka Ha AybneTHocTb || ogvH 1,0
NOCTyNMBLLMX  u3gaHuin B 6ase || OOKYMEHT
AaHHbIX AC

13 perMcTpaums HOBbIX MOCTYMNSIEHUN B || OOWH 3,0
0ase gaHHbIXx AC OOKYMEHT
[pyem 1 pernctpaumsa >XypHasoB U
raser:

14 noadbop KypHaroB W raser no || oguH 2,0
andpasuty Ha3BaHWK, MOUCK || AOKYMEHT
perncTpauOHHON KapTOYKK B
KapTOTEKe TMOAMUCHbLIX  U3JaHuMN,

OTMEeTKa HoMepa, AaTbl Mony4yeHud

n3gaHund
15 NPOCTaHOBKa LUTEMMENA Ha XypHarne || O4WH XXypHan 0,1
16 NpPOCTaHOBKa LUTEMIMENA Ha raseTe o[Ha raserta 0,5

Benenve "Knuru cymmapHoro ydera™




pa3bop [OOKYMEHTOB MO Buaam,
oTpacnam 3HaHWUN, A3blkaMm, NOACHET
yucna AOKYMEHTOB, 3anucb
pe3ynbTaToB nogcyeta no
YCTAQHOBJIEHHON opMe B  KHUIY
CYMMapHOro yyeTa

OOVH
[OKYMEHT

2,0

KonmyecTtBO OOKYMEHTOB B MNapTuu
NOCTYMNEHUN:

17 1 2,0
18 2-50 6,8
19 51-250 42,0
20 BBO[ CTaTUCTUYECKMX  [OaHHbIX || ogHa napTus 3,0
"KHurm cymmapHoro yyeta" B 6asy
AaHHbIX AC
21 NOA4CYET NOCTPAHUYHO MO NO3NUKMAM || ogHa Nno3nums 3,2
AaHHbIX KHUrM cymmapHoro ydyera,
NnepeHeceHne UTOroB Ha CrieyHLLyHo
CTpaHuLy
22 cBepka (pMHAHCOBbLIX [OOKYMEHTOB || OAWH 5,0
otaena C doMHaAHCOBbIMU || AOKYMEHT
AOKYMeHTamu byxrantepum
23 odoopMISIEHNE  COMPOBOAUTESIBHOMO || OAWH 3,0
AOKYMeHTa (cYeT, HaknagHad, akT) || AOKYMEHT

Ana nepegaydn B 6yxrantepuro




24

obopMIEHME WHBEHTAPHOM  KHUIN,
Hymepauusi nMCTOB, NpOCTaBrieHne
HOMepa B MHBEHTAPHOW KHUre

ofHa
cTpaHuLua

0,88

25

3anncb AOKYMEHTOB no
YCTaHOBJIEHHOM doopme B
WHBEHTAPHYK KHWUIY, MNpocTaBrieHne

MHBEHTAapHOIo HoMepa Ha OKyMEHTE

OOVH
[OKYMEHT

0,88

26

npoBegeHve NHOMBWOYaNbHOro
ydyeta [OOKYMEHTa No  aKTOBOW
cucteme, npocTaBfieHne
WHBEHTAPHOIo HoMepa Ha JOKYMEHTe

OOVH
LOKYMEHT

3,0

27

npoBeaeHne NHANBMAYaNbHOMo
yyeta C TMPUMEHEHMEM YYETHOro
KaTanora; cocTaBrieHune
Bubnunorpadmuyeckoro onucaHus
OOKYMEHTA, yKasaHue Li€HBbI,
NHBEHTapHOro HOMepa, roga
MNOCTYNNeHnsi, HOMepa 3anucu B
KHAre CyMMapHOro Yy4yeTta, u4ucna
MOCTYNUBLLMX  OK3EMNNSIPOB,  UX
pacnpegerneHve no
nogpasaeneHmsam

o[Ha KapTo4Ka

3,0

28

3anMcb B JKypHane perncTpaumm
KapToyek YYETHOIO KaTanora
MHBEHTAPHOrO  HOMepa, NepBOro
crnosa 3arnaBus

OAHa 3aruncb

1,0

29

NMPOCTaHOBKa MHBEHTapHOro Homepa
Ha JOKYMEHTe

OOVH
[OKYMEHT

2,6

30

perucTpaums naTeHToB B
HymMepaLOHHOW KHUre

OOVH
[OKYMEHT

0,3




31 nornyyeHne akToB Ha BblObiBLUME || OOWH aKT 1,0
OOKYMEHTbI oT CTPYKTYPHbIX
noapasaeneHnin, BHECEHME 3annucu B
KHure cymmapHoro yyeta (2-5
YacTb), MPOCTaBIIEHNE HOMEpPA aKTa

32 NCKIIOYEeHMe OOKYMeHTa MNo akTy u3 || oguH 3,0
YyYeTHbIX hopm OOKYMEHT

33 NUCKNtoYeHne BblObIBLLMX || OOWH 2,0
AOKYMEHTOB 13 6a3bl AaHHbIX AC OOKYMEHT

34 noraweHme MHBEHTApPHOro HoMepa U || oauH 0,3
LUTeMnens onbnmoTekn Ha || OOKYMEHT
OOKYMEHTE

35 noaLUMBKa aKkToB OAWH 3,0

OOKYMEHT

MNpumedaHue: npyn paboTte ¢ AOKYMEHTaMM Ha MHOCTPaHHbIX S3blKaX K HOpMe

BPEeMEHU NMPUMEHAETCA NoBbILWaoLWmn koaddumumeHT 1,15.

4.3. bubnunoredyHas obpaboTka [OOKYMEHTOB.

Opranmnsauma u BegeHue

KaTanoros
Tab6nuua 66.
Tabnvua 66
N HanmveHoBaHue npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4




PaboTta ¢ ne4aTHON KapTOYKOW:

pa3bopka KoMmmnrekta mneYyaTHbIX
KapTo4ek

o[Ha KapTo4Ka

0,42

noabopka neyaTHbIX KapTovek Mo
andgasuTy amMunun aBTopoB WIn
3armaBunM [OSi9  pacCTaHOBKM B
cnyxebHyo KapToTeKy

o[Ha KapTo4Ka

0,36

paccTaHoBKa KapTouyek B
cryxebHyo KapToTeKy

o[Ha KapTo4Ka

0,36

noabopka ne4yaTHbIX KapTodeKk K
OOKYMEHTaMm

o[Ha KapTo4Ka

0,52

CBepka NoCTYNMBLLNX AOKYMEHTOB
C KaTarnoramu:

npoBepka no KaTarnory
NOBTOPHOCTU AOKYMEHTA,
rnepeHeceHne ¢ KaTarioXXHOW
KapToukn 6ubnmotevHoro wmdpa,
NOSIHOrO MHAEKca

o[Ha KapTo4Ka

1,9

MoOMCK B CIy>keOHOM KaTtanore
CBOHOrO ONUCaHusA, BHECeHVe
OTMETOK

o[Ha KapTo4Ka

2,6

odoopMIIEHNE MeYaTHOW KapTOYKW,
HanMcaHne MHBEHTapPHOro HOMepa,
Lwndppa 1 MHoU nHdopmaLmm

o[Ha KapTo4Ka

0,68




Mpunucka oyb6neTos:

8 cBepka AOKYyMeHTa Ha || 0QHO Ha3BaHue 0,94
aybneTtHocTb MO chnyxebHomy
andpaBuTHOMY, Y4€THOMY KaTasory
9 npunNucbiBaHne aybneta B || ogHO Ha3BaHWe 0,84
Karanor: npocTaBfieHne
WHBEHTAPHOro HoMeEpa,
nepeHeceHue Wwudpa Ha AOKYMEHT
[Mpununcka NPOAOIKAOLLMXCH
N30aHUN:
10 NOUCK B permcTpaumMoHHON || oQHO Ha3BaHWe 0,84
KapTOTEKe KapTOYKU Ha u3gaHue,
cBepka €ee C  OpurnHariom,
BHeceHne 6MbMoTe4YHbIX OTMETOK
11 NMOMCK B Kararnore KapToudek, || ogHO Ha3BaHue 3,1

oTMeTKa MOCTYMNIEHUS
COOTBETCTBYIOLLEIO BbIMyCKa,
NnpocTaBneHve MNHBEHTapHOro

HOoMepa, Wwndpa, BHeCeHe Opyrnx
OMONNOTEYHbIX OTMETOK

dopmupoBaHune
Bubnmorpadmyeckon 3anmucu

CocTtaBreHne OCHOBHOWM
oubnunorpadmyeckon 3sanucu npu
OTCYTCTBUM MEYaATHON KapTOYKWN B
OOKYMeHTe  (O3HaKOMSfieHne C
AOKYMEHTOM, cocTaBrieHune
onncaHus, BHECEHME
BMONMOTEYHBIX OTMETOK)

OQHO Ha3BaHue




KonnyecTtBo 31EMEHTOB
onucaHus:

12 1-4 0,42
13 5-6 52
14 7-9 6,2
15 10-13 7,2
16 14-19 8,2
17 20-27 9,2
18 cocTaBlneHue OCHOBHOM 20,0
oubnunorpadmyeckon 3anmcm C
MOMOLLBbD  MakeTa  KapTO4KW,
HanevyaTaHHOro B KHUre; NPOCMOTP
n3gaHnsa, CBepka C MaKeToM
KapTO4KN, BHECEHNE U3MEHEHUSA U
[ OMONHEHUS
19 cocTaBfeHue Aob6aBoOYHOro || ogHa KapTodka 1,9
onucaHus K OCHOBHOW
6ubnmorpadmyeckon 3anmucu
20 O3HaKOMIieHne C [OOKYMEHTOM, || OOWH OOKYMEHT 10,0

cocTaBJsieHue aHanMTU4ecKoun
3anucu




21 cocTaBfeHue CCbIJTOMHOM || O4Ha KapToyka 0,52
KapTOYKK K OCHOBHOM
Bubnmorpadmyeckon 3anmucu
PenaktupoBaHue
Bubnmorpadmyeckon 3anunucu:
22 nposepka NPaBUrbHOCTU || O4HA KapTouka 1,0
9NEMEHTOB 3annUcKu Ha KapTo4ke
23 odoopMIieHune KapTO4KM Ans || ogHa KapTtodka 1,4
AyonmpoBaHnsi Ha MHOXUTENbHOM
annapare; npocTaBfieHne
MHOEKCOB, LuMdopoB.,
OMBNMOTEYHbIX NOMETOK,
onpegeneHne n ykasaHuve Tupaxa
KapTo4ek
[pynnoBas obpaboTka
AOKYMEHTOB
OT60p OOHOTUNHLIX OOKYMEHTOB, || ogHa rpynna
noanexarwumx rpynnoBon || AOKYMEHTOB
obpaboTke; cocTaBrneHne obuien
XapaKTEPUCTMKN  Ha  KOMMMEKT
OOKYMEHTOB
KonnyecTtBo AOKYMEHTOB B
rpynne:
24 1-9 39,0
25 10-15 60,0




26

16-30

106,0

27

npoBepka NpaBUbHOCTH
COCTaBIEHUS XapaKTEPUCTUKM Ha
KOMMMEKT JOKYMEHTOB

oAHa
XapakTepucTmKa

13,0

PekaTtanornsauus:

28

CBEpKa KapTOYKN C OOKYMEHTOM;
ncnpasneHne cTaporo
Gubnunorpadmyeckoro  onncaHus;
COCTaBIIEHME HOBOIO OMUCAHUS;
nepeHeceHue lwmndopa,
NHBEHTapHOro HoMeEpa,
616 NMOTEYHBIX NOMETOK

o[Ha KapTo4Ka

5,7

MoarotoBka K WHAEKCUPOBAHUIO
OOKYMEHTOB A1 KaTaroros:

29

nogbopKka KapTOYkM K OOKYMEHTY,
CBEpKa 1 BIIOXXEHNE B JOKYMEHT

OOWH OOKYMEHT

0,5

30

O3HaKOMISIeHMe C  [JOKYMEHTOM;
yCTaHOBIEeHNe TemMaTuKu;
pacnpegereHve Mo oTpacnam
3HaHus (No TemaTuke)

O HO Ha3BaHue

0,88

31

MPOCMOTP MHOCTPAHHbLIX M3OaHWUN,
nepeBon AaHHbIX HA PYCCKUN A3bIK

OOWH OOKYMEHT

0,37

CuctemaTnsaumsi 4OKYMEHTOB:




32 cuctemaTtusauua OOKyMeHTa C || OOWH OOKYMEHT 2,6
NCMNOfb30BaHNEM NHOEKCOB
neyaTHOM KapToOuKM WM MakeTa
KapTO4KN, HaneyaTaHHoOro B
n3gaHuu, O3HaKoMrieHue c
OOKYMEHTOM, nposepka
COOTBETCTBUA NHOEKCOB
Tabnvuam Kraccudmkaumu,
NPUHATBIM B bmnbnmoTteke,
npocTaBreHne nHaexkca Ha
OOKYMEHTE
33 cucTemaTu3auus SOKYMEHTOB Mpu || O4WH OOKYMEHT 2,0
OTCYTCTBMM NeYaTHOMN KapTOYKM U
MakeTa KapTOMKM B  U3LaHWM;
O3HaKoOMSieHMe C  [OOKYMEHTOM,
onpegeneHue nHaekca no
Tabnuuam Kraccudmkaumm,
NPUHATBIM B brnbnmoTteke,
NpocTaBreHne nHaekca Ha
OOKYMEHTE
34 onpenerieHne aBTOPCKOro 3Haka || OguH OOKYMEHT 0,3
AOKYMEHTa no aBTOPCKUM
Tabnuuam
35 LundppoBKa AOKYMEHTa npu || O4WH OOKYMEHT 0,42
doopmaTHo WHBEHTapPHOW
pacCTaHOBKE; onpegeneHue
doopmata AOKYMEHTa, HarnucaHue
lwndppa
36 pefoakTupoBaHue OLWH OOKYMEHT 0,5

KINacCUMUKaLUMOHHOIO  WMHOEKCA;
npoBepKa npaBuUbHOCTM UHOEKCA,
aBTOPCKOro 3Haka




37

cocTaBrieHune KapTOYKM
andgbaBUTHO-NMPeaMETHOro
Katanora (Ha HOBYID TeMaTuKy);
HanucaHve Ha KapTodke MHOEeKCa,
Ha3BaHWe KaTariora n KapToTeku, B
KOTOPbIX OTPaxatTCca AOKYMEHTHI,
yKasaHue CCbIfIKUW W  OTCbISIKY,
CBA3b mMexay oTAEeNbHbIMU
pybprkamm

o[Ha KapTo4Ka

2,0

MNpeomeTnsaums JOKYMEHTOB:

38

npeaMeTmsaumns LOOKYMEHTOB C
MCNOSb30BaHNEM pyb purK
ne4yaTtHOM KapTOuYKM;, MpoBepKa
COOTBETCTBUA PYyOpPUKM nedaTHom
KapTOYKN NpeaMeTHOMY KaTanory

OQHO Ha3BaHue

2,6

39

npeamMeTmsaums OOKYMEHTOB Mpu
OTCYTCTBMM MEYaTHOM KapTOYKW;
O3HaKOMSiEHME C [OOKYMEHTOM,
onpegeneHne pyépuku

OQHO Ha3BaHue

3,0

40

COCTaBIIEHNE HOBbIX NPEAMETHbIX
pyb purK n noapyopuK;
nepeHeceHue Ha KapTOUYKM
cry>xebHON KapToTeKU

o[Ha KapTo4Ka

1,5

41

pegakTupoBaHue npeamMmeTHon
pybpurKK; NnpoBepka NpaBusibHOCTU
npeaMeTHON PYOpPUKKN, TOYHOCTb
HanucaHmnsg

o[Ha KapTo4Ka

5,0

Opranunsauus andaBUTHOIO
Karanora:




42

noadopka KapTovku no andaBuTy
damunimn aBTOpoB WUNN  3arnasumn
ANs paccTaHOBKM B arndyaBUTHbIN
KaTarnor

o[Ha KapTo4Ka

0,36

43

paccTaHoBKa npeasapuTesisHO
nogo0paHHbIX KapTo4ek B
andgbaBuTHbIN KaTanor

o[Ha KapTo4Ka

0,36

44

penakTupoBaHue  andaBUTHOIO
KaTanora; NpoBepKa pacCTaHOBKM
KapTOuex, NpaBUNbHOCTU
000aBOYHbIX MU CCbIJTOMHbIX
KapTo4ek, ncrnpasneHue oLMOoK

o[Ha KapTo4Ka

0,88

45

HanucaHwe pasgenvrensa  Ons
andgpaBuUTHOrO Karasiora, ykasaHve
OykBblI, criora

OOVH
pasgenutesb

0,88

46

paccTaHoOBKa  pasgenutend B
andaBuTHbIN KaTanor: noaodopka
pasgenutens no andasunTy, NOUCK
MecTa pasgernurens, nocTaHOBKa,
3aKpensneHne CTepxHA

OOVH
pasgenuterb

2,0

OpFaHI/ISaLI,I/IFI cncreMatn4eckoro
Kartarora.:

47

noabopka KapToYKM NO MHAOEKCaM,
BHYTPM pasgena no andgasuty
damMuniMn aBToOpoB WNN  3arnasumn
ans pacCTaHOBKMU B
cucTemaTuUdecKumn Kkararor

o[Ha KapTo4Ka

0,42




48

paccTaHoBKa npeaBapuUTenbHO
nogo0paHHbIX KapTo4ek B
cucTemMaTudeckum karanor

o[Ha KapTo4Ka

0,42

49

peaakTupoBaHue
cUcTEMaTUYECKOro Kararora:
npoBepka NpaBUIbHOCTU
HaMnosfiHEHNa pasfenoB KaTanora
No coaep)XaHuo, WHOEKcauum wu
paccTaHoBKe, ncnpaeneHue
oLMOOoK

o[Ha KapTo4Ka

0,88

50

pekraccudmkaums
cucTemaTn4ecKoro KaTarora:
ncnpasrieHne NHOEKCOB,
BHeceHue N3MEHEHUIN B
andgbaBuTHbBIN KaTanor

o[Ha KapTo4Ka

10,0

51

HanucaHne pasgenutens  angd
CcUcTeEMaTUYECKOro KaTtanora:
yKa3aHne HauMeHoBaHus pasaena,
nogpasaena n APYyrmnx
pasgenurenen

OOVH
pasgenutesbs

1,0

52

paccTaHOBKa pasgenutens B
cucTemaTuiyeckum KaTanor:
nogbopka NoO WHOEKcaM, MOUCK
MecTa, NMOCTaHOBKa, 3aKkpenrieHne
CTEPXHS

OOVH
pasgenurersb

2,0

Opranunsauus npeamMeTHOro
Karanora:

53

noanbopka KapTOu4KM no
npeaMeTHbIM pybpukam, BHYTpPU
pybpuk no andgasuty damunmi
aBTOpPOB WINM 3arnasum

o[Ha KapTo4Ka

0,42




54 pacCcTaHOBKa npegBapuUTeNibHO || O4Ha KapTo4ka 0,42
noao6paHHbIX KapTo4vek B
NpeaMETHbIN KaTarnor
95 pegakTupoBaHue npegmMeTHoro || ogHa KapTtoyka 1,0
Karanora: npoBepka
NPaBUIbHOCTU CCbISIOK, OTCbISIOK,
py6 purK
56 HanucaHne pasgenutens Anga || oauH 2,3
npegMeTHOro Kartarora, ykasaHue || pasgenuresnb
PYOPUKK, OTCLISIKK, CChISTKU
57 pacCTaHOBKa pasgenmtens B || oauH 2,0
NPeaMETHbIN  KaTarior, MNOWCK || pasgenuTernb
MecCTa, MNOCTaHOBKa, 3aKperreHune
CTEPXKHSA
Opranunsauus HyMepaLMOHHOrO
Katanora HOpPMaTUBHO-
TEXHUYECKOW OOKYMEHTaLNN:
58 nogbopka KapTodKM MO Buaam || ogHa KapTodka 4,3
A OKYMEHTOB, YCJIOBHbIM
LMdpoBbIM 0603HaYEeHMAM,
andghasuTy COKpaLLeHHbIX
Ha3BaHWW CTpaH, JIAaTUHCKOMY
andghasuTy (MHOCTpPaHHbIX
CTaH4apToB), no HOMepaMm
[ OKYMEHTOB
59 paccTaHOBKa npegBapuUTeNibHO || O4Ha KapTo4ka 0,41

I'IOL],OGpaHHbIX KapTo4ekK B KaTtasior




60

peaakTupoBaHue KaTanora:
npoBepka NpaBUIIbHOCTU
oubnumorpadmyeckmux  onmcaHum,
pacCcTaHOBKM, ncnpaeneHue
OLLMOOK; BHECEHME AOMOSTHEHNA U
M3MEHEHUN B KaTtasnor (OTMeHa,
3aMeHa, W3MeHeHud, npoaneHune
Cpoka [eucTBuMs C YyKasaHWeMm
NCTOYHUKA)

o[Ha KapTo4Ka

2,6

61

HanvcaHve n paccTaHoBKa
pasgenuTens

OOVH
pasgenuterb

1,3

Opranunsauus n BeJeHue
9NEKTPOHHOro Kararora:

62

cBepka NOCTYNUBLUMX AOKYMEHTOB
Ha OyOneTHOCTb B 3NEKTPOHHOM
kaTarnore

OOVH OOKYMEHT

1,6

63

npunNUCbiBaHNe NPOLOIMKAKLLMXCSA
N3gaHNN B 3NIEKTPOHHbIN KaTarior

OOWH OOKYMEHT

1,6

dopmupoBaHue
Gubnunorpadmyeckon 3anucu Aans
SNIEKTPOHHOrO KaTtarnora; BBOA B
6asy JaHHbIX; 3anornHeHne
COOTBETCTBYHOLLMX MOMNen:

OQHa 3aruncb

64

NPy HamMYMM MakeTa nevaTHON
KapTOYKK

0,36

65

npu OTCYTCTBUU ne4yaTHoOW
KapTO4KM

0,42




66 cocTaBleHue aHanMTU4ecKkoun 3,5
3anucu
67 cocTaBneHne [gobaBoOYHbIX WU || ogHO onucaHue 0,88
CCbISIOMHbIX ONMUCaHUi
68 pefakTupoBaHue O[HO onucaHue 1,3
ounbnunorpadmyeckon 3anucu B
0ase pgaHHbix AC; BHeceHue
N3MEHEeHNN
69 BBOA nepeyvHs npegMeTHbIX || ogHa pybpuka 0,36
pybpuk AITY K cuctemaTmdeckomy
KaTanory n reHeparnbHOn
CMpaBO4YHOWN KapToTeKe
70 BbIBO[, Ha 9KpaH || ogHa 3anucb 0,83
Bubnmorpadmyeckmnx sanmcen
71 pefakTupoBaHue pybpuK, || ogHa 3anucbh 7,5
HanosiIHeHne pasaernos
N3baTue KapTovek nu3 Katanoros
N3baTtue KapTOu4KM Ha || ogHa KapToyka
NUCKIMOYEHHbIE N3 BUBIMOTEYHOro
dooHAa OOKYMEHTHI:
72 andaBUTHOro KaTarora 0,42
73 cucTeMaTU4ecKoro Kkaranora 0,36
74 npegmeTHOro Kartarora 0,36




75 HyMepaLWoHHOro Kararnora 0,42
76 N3bATUE bubnmorpadmyecknx || ogHa 3anucbh 2,0

3anuncen n3 9NEKTPOHHOIo

KaTarnora

TexHn4yeckas obpaboTka

OOKYMEHTa

HaknenBaHve Ha OKYMEHT fIMCTKa || OAWH OOKYMEHT

Cpoka  BO3BpaTa, Kapmallka,

sapnblka:
77 NIMCTOK CpOKa BO3BpaTa 0,42
78 Kapmallek 0,42
79 APIbIK 0,26

Hanucanve wudopa Ha OOKYMEHTe || OAWH LOKYMEHT

N Aprblke:
80 Ha JOKYMEHTe 0,26
81 Ha Aprbike 0,36
82 nepeHeceHne  opmMatHOro U || OOMH OOKYMEHT 3,0

cuctematudeckoro  wmdpa C
KapTOYKN Ha JOKYMEHT




83

odbopmrieHmne KapTO4Ku ans
TUPaXMPOBaHUS: onpeaeneHne wu
yKasaHue Tupaxa

O HO Ha3BaHue

1,0

84

KOPPEKTUPOBKA KapTOYKWU Mocre
TUPaXNPOBaHWSA

O HO Ha3BaHue

0,42

85

pacnpegeneHue KaTanoXHbIX
KapTo4eK Ha HOBble MOCTYMNNEeHUs
MO CTPYKTYPHbIM NoapasaeneHmsm
nocne TUpaXxupoBaHus

o[Ha KapTo4Ka

0,42

86

3anosiHeHmne KHW)KHOTIO
doopmynspa: ykasaHve wudopa,
MHBEHTAPHOIO HoMepa AOKYMEHTA,
daMmnMM 1 MHUUKManoB aBTopa,
ero  HasBaHus, LUeHbl, roga
n3gaHus

OaWH KHVKHbIN
cpopmynsip

0,88

87

3arnoriHeHne KapTodKku MHAnKaTopa
Ha [OOKYMEHT, HanpasfidemMbi B
KHUrOXpaHeHwue: yKasaHve
WHBEHTApPHOIrO HOMepa, aBTopa U
3arnasus, WwWmdpa pacCTaHOBKU

OOVH UHAWKATOopP

0,88

88

3anosfiHeHve nepegaro4yHomn
BEOOMOCTM Ha MNapTUO HOBbIX
NOCTYMNeHnn

OOWH OOKYMEHT

0,15

Pabota B AC

BbiBO4 Ha aKpaH ydeTHbIX dopmM,
pacrneyaTka:

ogHa dopma




89 NIMCTOB MHAOMBMAYArNbHOMO y4yeta 0,05

AOKYMEHTOB

90 nepegaTtovyHON BeOOMOCTU HOBbLIX 0,05
NOCTYMMeHnn

91 KapToukn ¢ ©6ubnuorpadmyeckon 0,05

3arnncbio A1 y4eTHOro Karasriora

92 KHWXHOro cpopmynsipa 0,05

93 KapTO4Ku nHaMKaTopa 0,05

[MpumeyaHue: K HopMaMm BpeEMEHMU NPUMEHSIOTCA NOoBbILLAKOLLME
KOS pMLIMEHTbI:

- npu cocTaBneHun o6ubnmorpadMyeckoro onMcaHus Ha [OOKYMEHT, Ha
TUTYNIBHOM  JIMCTE€  KOTOPOro  YaCTMYHO  OTCYTCTBYKT  JaHHble  Ans
6ubnmorpadmueckon 3anucu - 1,13;

- Npn 6ubnmoteyHon obpaboTke: KMHOGOTOGPOHOAOKYMEHTOB - 1,21; HOTHbIX,
KapTorpadmyeckux, nsonmsgaHun - 1,15, cneunanbHbIX BUOOB HAYyYHO-TEXHUYECKOMN
nuTeparypsbl 1 gokymeHTtauum - 1,10;

- Npn paboTe C AOKYMEHTAMM Ha MHOCTPaHHbIX A3blKax, NPy opraHusauum u
BeEHUN KpaeBedyecKoro kartasnora (KapToTeku) u 6mbrnmoTedHOoro karasora Ha
MHOCTPAHHOM A3blke - 1,15.

4.4. PaboTta c poHOOM

4.4.1. Pabota no npnemy JOKYMEHTOB

Tabnuua 67.

Tabnuua 67
N HanmveHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHus BPEMEHMN,

MWUH.




MpueM AOKYMEHTOB B CTPYKTYPHbIX
nogpasaeneHusXx:

npuem OOKYMEHTOB U3 OTAena
KOMMJIEKTOBAHUA, CBepKa C
conposoaunTeribHbIM Matepuariom

o[Ha napTus

90,0

perMcTpaumst HOBbIX MOCTYMSIEHUN
nepuognyeckmnx n3gaHum,
npocTaBsieHne OTMETKM B
perncTpauoOHHON KapToTeke

OOWH OOKYMEHT

0,4

npocTaBreHne LUTEeMnens
CTPYKTYPHOrO NoapasgeneHns Ha
OOKYMEHTE

OOVH OOKYMEHT

0,26

Moobop AOKYMEHTOB ans
paccTaHOBKM B ooHAe:

noaodopka AOKYMEHTOB no
KNacCU(UKALMOHHLIM  MHOEKCaM,
aBTOPCKOMY 3HaKy

OOWH OOKYMEHT

0,52

nonbopka A0OKYMeHTOB Mo copmary,
MHBEHTAPHbLIM HOMepaMm

OOVH OOKYMEHT

0,36

nogbopka nepuoanvyecknx nsgaHui
No andgaBuTy Ha3BaHUAM, rogam,
HoMepam

OOWH OOKYMEHT

0,5




8 noabopka cneusugoB HOPMATUBHO- || O4WH AOKYMEHT 0,36
TEXHUYECKOM [OKyMeHTauum no
Kraccam, nogkraccam, rpynnam,
noarpynnam, WHBEHTAPHbLIM
HOMepam
PaccTtaHoBKa onbnmoTe4vHoro
dooHaa:
9 pacCcTaHOBKa AOKYMEHTOB Ha | OOWH OOKYMEHT 0,52
cTennaxax B CUCTEMaTUYECKU-
andgaBUTHOM nopsiake
10 paccTaHoBKa [OKYMEHTOB Ha || OOWH OOKYMEHT 1,3
cTennaxax B doopmaTHo-
WHBEHTapPHOM nopsigke
11 pacCcTaHOBKa nepuoguyeckunx || ogouH SOKYMEHT 0,52
nsgaHuin no andgasuTy HasBaHWN,
rogam, Homepam
PaccTtaHoBKa HOPMAaTUBHO- || OAWH OOKYMEHT
TEXHMYECKON [OKyMeHTauum no
Kraccam, nogkraccam, rpynnam,
noarpynnam, WHBEHTAPHbLIM
HOMepam
KonmnyecTtBo AOKYMEHTOB B
noabopke:
12 1-5 0,52
13 6-10 5,2




14 11-15 0,88
PacctaHoBka  OOKYMEHTOB  Ha || oguH OOKYMEHT
MUKPOHOCUTENSX B MHBEHTAPHOM U
HymMepaLMOHHOM MopsiaKe:

15 nposepka NpPaBUrbHOCTU || OOWH OOKYMEHT 0,5
pacCTaHOBKMU OOKYMEHTOB B
OTAEeNbHbIX MaccmBax ooHaa

16 nepenswxeHve (nepeHeceHne) || OAWH OOKYMEHT 0,4
AOKYMEHTOB Ha cBODBOAHbLIE MecTa

17 odoopMIieHne MOSIOYHbIX || OOWH 10,0
pasgenurenen; HanucaHve || pasgenutens
NOSIOYHbIX pasgenurenen

[pumedaHne: K  HOpMaM  BpPEMEHW  MPUMEHSAOTCA  MNOBbILLAOLLME

KOS pJMLIMEHTDI:
- Npy nogbope 1 paccTaHoBKE KMHOOTO(OHOAOKYMEHTOB - 1,2;
- Nnpu nogbope 1 paccTaHoBKE HOT, KapTorpadmyeckunx, naomsgaHmm - 1,5;
- Npn paboTe ¢ JOKYMEHTaMM Ha MHOCTPaHHbIX s3blkax - 1,15.

4.4.2. PaboTta no coxpaHHocTK dooHAa

Tab6nuua 68.
Tabnvua 68
N HanmeHoBaHune npouecca, || EanHunuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHus BPEMEHMN,
MWH.
1 2 3 4




[MpoBepka 6ubnnoTeyHoro doHaa:

HanMcaHne KOHTPOJSIbLHOro TasioHa Ha
AOKYMEHT, yKasaHMe Ha HeMm
WHBEHTApPHOrO  HOMepa,  wmdpa,
doamunmn, WHULMaNoB aBTOpAa,
3arnasusl, roga, MecTa u3gaHus,
LeHbl, MecTa XpaHeHund

OAWH TaroH

3,0

MapKUPOBKa KOHTPOJSbHbIX TarilOHOB:
YyCTaHOBKA, [Oe Y4YTEeH [aHHbIN
[OKYMEHT (Y4eTHbIV KaTanor,
WMHBEHTApHasi KHWra), npocTaBlieHne
OMO3HaBaTEeNbHOro 3Haka

OAWH TaroH

8,0

NMoabopka KOHTPOIbHbIX TANOHOB:

OAWH TaroH

Nno MHBEHTapHbIM HOMEpPaM

0,1

no andpasuty pammnmin aBTopos UIu
3arnasun

0,1

No KraccudmkauMoHHOMY UHAOEKCY

0,1

CBepKa KOHTPOJSIbHbIX TalloHOB C
WHBEHTapPHOW KHUrom, OTMeTKa
NPOBEPKN Ha TarloHE U B KHUTe

OAWH TaroH

2,0

CBEpPKA KOHTPOIbHbIX TaroHOB C
YYETHBIM Nnm andaBUTHbIM,
Tonorpadm4eckmnm KaTanoramu,
OTMETKa Ha TarloHe 1 B KaTarnore

OAWH TaroH

3,0




8 NPOCMOTP POpPMbl MHAMBUAYANLHOIO || OAWH 3,0
yyeTa, BbISBIEHNE [LOKYMEHTOB, He || OOKYMEHT
npoLlegLunx npoBepKku

9 cocTaBfieHue KapTO4Ku Ha || oawH 3,0
AOKYMEHT, He npoLueLLUmii NpoBEepPKU AOKYMEHT

10 NMOUCK OOKYMEHTOB, He npolweawmx | oguH 20,0
NPOBEPKY, MO Pa3fiMyHbiM YYETHbIM || OOKYMEHT
doopmam, KapToTeKkam, >KypHasram,

KHWKHbIM MOriKam

CocTaBneHme cnucka HegocTalwmx || OAWH CNUCOK
B (poHOEe OOKYMEHTOB

KonmyecTtBo JOKYMEHTOB B CMUCKE:

11 1 0,78

12 2-10 8,3

13 11-25 19,3
OT60p OOKYMEHTOB ANA U3BATUA U3
dooHaa
[MpoCcMOTP OOKYMEHTOB Ha npeamMeT || oauvH
N3bATUA N3 oHaa: AOKYMEHT

14 HeNpPOUITbHbIX 3,1

15 Ay6neTHbIX 1,6




16 yCTapeBLUMX MO COAEPXXaHUIO 3,1
17 BETXNX 0,88
18 Marioucnornb3yemblX, 2,6
HeMcnonb3yemMblx
[MogroToBka OOKYMEHTOB K
aKTMPOBaHUIO:
19 noadopka OOKYMEHTOB B MapTuM Mo || OAWH 0,36
Apy4MHaM  U3bATUA, CBepka C || AOKYMEHT
KHWKHBIM (popMynsipom
20 noadopka KHWXKHbIX hOPMyNApoB Ha || OAWH 0,42
AOKYMEHTbI B NOpsKe MHBEHTapPHbIX (| dopmynap
HOMepoB, andaBuTa, XypHanbl - Mo
rogam 1 Homepam
COCTaBfileHMe Cnucka K  akTy || OOMH akT
BolbbITUS  (Nepegayun), noacuet
obLien cymmbl, OGOpPMSIEHME aKTa;
noraweHne WHBEHTAPHOro Homepa u
LUTEeMnens 6nbnmnoTeku Ha
AOKYMEHTE; NOALUMBKA aKTOB
KonnyecTBO JOKYMEHTOB B CMUCKE:
21 1 0,78
22 2-10 7,8




23 11-25 19,3
[NogroToBKa [ OKYMEHTOB B
nepenner:

24 OTOOp AOKYMEHTOB ONs nepenneta; || ogvH 3,0
npoBepka COCTOSAHUA [OKYMEHTa; || AOKYMEHT
3anonHeHne  (cBepka)  KHWXKHOTO
doopmynsipa

25 nogobopka KOMMMEKTOB, CBsi3ka B || oauH 2,6
nayky; oduopMIieHNne [OOKYMEHTOB || AOKYMEHT
Ans nepenaydu B nepensieT

26 NnoaroToBKa AOKYMEHTOB K || oguH 10,0
BOCCTaHOBJIEHUIO: noaodop || AOKYMEHT
AOKYMEHTa, aHarnornm4yHoro
NoBpeXaeHHOoMY, odoopMIieHne
3aKkasa Ha KonupoBaHue

27 npuemMm 3akasa nocre KonupoBaHwusd, | O4WH 7,0
npoBepka Ka4yecTBa Konun; || OOKYMEHT
NnogroToBKa JOKYMEHTa K nepensieTy

28 npuem [OOKYMEHTOB W3 nepenneta; || oauH 7,0
cBepKa MocTynuBLUMX U3 nepenreTta || JOKYMEHT

A OKYMEHTOB C KHWXHbIM
doopmynsapomM, rnpoBepKa KayecTsa
nepennera; BOCCTaHOBJIIEHNE

3arnaBvsl; HanucaHue wudpa Ha
ApnblKe, KOpeLlKe AOKyMeHTa

[MoglumBKa ra3eT n TOHKUX XypHalrioB:




29

onpegeneHne dopmara, BIIOXeHNe
KOMMMeKTa >XypHanoB B  nanky
HYXHOrO  dpopmarta, 3aBs3blBaHUE;
BblHECEHME Lwmdpa, Ha3BaHUA, roga
n3gaHnd, HOMEPOB >KypHanoB Ha
0BNOXKY M KOPELLOK Nnanku

ofHa nanka

3,0

30

packnagka rasetbl MO Ha3BaHWAM,
npoKanbiBaHve, BrOXeHue B
KapTOHHYO 0BNOXKY (nanky),
NPOLLHYPOBKA, ohopMrieHre 06510XKN
(HasBaHwe, rog, Homep, MecsL,)

ofHa nanka

5,0

Mernkun peMoHT dpoHAaa:

31

nogkrenka OOKYMeHTa, KapMallKoB,
APnbIKOB, BOCCTAHOBIIEHNE 3arfiaBum
N NHOWN PEMOHT

ofHa nanka

2,0-5,0

Ob6ecnbinvBaHne oHaa:

32

obecnbinMBaHMe doHA4a C MOMOLLUBH
nbiniecoca; obecneyeHne paboyero
MecTa TEeXHUYECKUMU CpeacTBaMMu:
NblflecocoM, paboynm  CTOSIMKOM,
CTPEMSAHKOW, BegpoM; MpoBeneHue
obecnbinMBaHus, 3aHeceHve
TEXHUYECKMX CpeacTB B MecTa
XPaHEHWS

oAHa
mMepororika

12,0

33

py4yHoe obecnbinMBaHMe  (oHAa;
obecneveHne  pabodvero  MecTa
TEXHUYECKMMU cpencTBamu:
CTPEMSIHKOW, paboymMMm CTOSMKOM,
TenexKon, BELpOM, TpAnKamu,
NPOTUPKA, 3aHeceHue TeXHUYEeCKuX
cpencTB B MecTa XpaHeHus!

oAHa
meponorika

9,4




[MpymeyaHne: K  HOpMaM  BpPEeMEeHW  MPUMEHAITCH  MNOBbIWAKLLMeE
KOS PJMLIMEHTbI:

- Npy py4HOM obecnbinmBaHun poHOa HOTHbLIX, KapTorpadmyeckux, naonsgaHmm
-1,2;

- Npn obecnblNMBaHMM C NOMOLLBIO Nbifiecoca - 1,3.

4.4.3. 3y4yeHune bubnmotevHoro oHaa

Tabnuua 69.
Tabnvua 69
N HanmeHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHus BPEMEHMN,
MWH.
1 2 3 4
MNogroToBuTenbHas paboTa no
n3ydeHnto GMbnMoTeyHoro oHaa:
1 cocTaBneHne nnaHa paboTbl Mo || oauH NnaH 10,0
n3ydyeHutio  6GubnmnoteyHoro poHaa
(4acTtu doHaa)
2 NOAroToBKa WHCTPYMEHTapua Mo || ogHa Tabnuua 10,0
n3ydyeHutio  dmbrnmoteyHoro poHAa;
cocTaBlneHue Tabnmubl no
pasnMyHbIM acrnekTam U3yy4yeHus
3 nogbopka Gubnunorpadmyeckux || ogHo nocodbue 10,0
nocobwun, NHCPOPMaLMOHHbIX
CNUCKOB [AONA npoBeAeHusi paboThl
Mo n3y4eHno GubrnmortevHoro coHaa




npoBegeHme WHCTPYKTaXa  Ans
nposedeHns paboT no UuU3y4yeHuro
6ubnmoteyvHoro oHga

OOWH
NHCTPYKTaX

10,0

Bubnunorpadmyeckoe n3yyeHve
6ubnmoteyvHoro coHaa

O3HakomneHne C  copepXaHuem
Bubnunorpadmyeckoro nocobus,
NHGOPMALMOHHOIO  CMKUCKa AN
npoBegeHns paboTbl MO M3YYEHUHO
BubnmoteyvHoro coHaa

O4HO nocobune

KonnyecTBO HasBaHu B NOCOOUMN:

1-25 15,7
26-50 34,0
51-100 68,0
CBepka KapToOukM KaTanora C || ogHa KapToudka
Bubnuorpadmyeckmum ornvcaHnem

AOKYMEHTa, yKasaHHOro B nocobwuu;

OTMETKa O HanMymmM [OOKYMeHTa B

dooHe:

andaBUTHbBIN KaTaror 2,0
cucTeMaTudeckumn kartanor 5,0




10

cocTaBrieHne 6ubnuorpadmyeckoro
onMcCaHus Ha OTCyTCTByHOLME B
6ubnmnoTeke LOKYMEHTbI

o[Ha KapTo4Ka

2,6

[MpocmoTp HanosHeHNd
cuctematmyeckoro  Kartanora B
pa3nu4yHbIX acnektax (No oTrpacnsm
3HaHuda, BuMgam, rogamMm U AOpyrum
acnektam); conocTaBneHne
MNOMYYEHHbIX OaHHbIX C TeMaTuKO-
TUNOSMOrMYECKUM  (MEPCNEKTUBHBLIM)
nnaHom KOMMNJIEKTOBaHUS;
YTOYHEHVE, BHECEHWe KOPPEKTUB B
NNaH KOMMNIEKTOBAHUS

o[Ha KapTo4Ka

KonnyecTso KapTo4ek B ALUUKeE:

11

1-500

43,0

12

501-1000

85,0

13

1001-2000

173,0

Cratuctmnyeckoe n3ydeHune
6ubnmoteyvHoro coHaa:

14

3anoriHeHne cTaTUCTUYECKNX Tadbnuu,
(no cocTasy, OMHaMWKE U CTeneHu
NCNONb30BaHNA ounbnmoteyHoro
dooHOa) Ha  OCHOBaHUM  yYEeTHOW
AOKyMEeHTaLmm

ogHa Tabnuua

10,0

15

pacyeTt nokasarernem
KHUroobecrne4yeHHoCTH,
obpallaeMocTu, YNTaEMOCTH

OOWH
nokasarernb

4,0




16

CMJIOLLUHOM MPOCMOTP OOKYMEHTOB Ha
cTennaxax, noAcYeT MO KHWKHBbIM
dopmynapam MM NMCTKaM Cpoka
BO3BpaTa KonmMy4ecTBa KHUroBblgau

OOVH
[OKYMEHT

0,84

17

MapKupoBKa HeUcnosb3yemMon 4yacTu
doHOa B 3aBUCUMMOCTM OT MPUYMH,
BbI3BaBLLMX HU3KYHO ODpalLaeMoCTb

OOVH
[OKYMEHT

0,26

18

3anornHeHne Tabnmubl
NHTEHCUBHOCTM NCMONb30BaHUS
6ubnmoteyvHoro coHaa

ogHa Tabnuua

50,0

CocTaBnenHve n aHanm3 Tabnuy, no
n3y4yeHunio 6ubnmoTedHoro goHaa

CocTaBneHune Tabnuubl:

19

no cocTaBy, pasBUTUIO n
MCNOJSIb30BaHUKO OUMONMOTEYHOro

dooHaa

ogHa Tabnuua

63,0

20

MO CTeneHn Ucnonb3oBaHns oHaa B
pasnMYHbIX acnekrax (B
oTpacrieBoMm, No Bugam u3gaHun u
MHbIM acnekTam)

ogHa Tabnvua

68,0

21

no obbemy Heucnornb3yemon u
MariocrnpalmBaemMon 4YacTu poHga u
NPUYNHAM ee HaKonseHns

ogHa Tabnvua

63,0

AHanua Tabnmubl:




22 no cocTasy, pa3BUTUIO n || ogHa Tabnmua 56,0
NCNONb30BaHMIO ounbnmoreyHoro

dooHaa

23 Mo CTeneHu Ucnornb3oBaHns poHaa B || ogHa Tabnuvua 56,0
pasnMYHbIX acnekrax (B
oTpacrieBoMm, Mo Bugam u3gaHun u
NHbIM acnekTam)

24 no cocTaBy n BenuymHe || ogHa tabnuua 60,0
Hencnosb3yemom n
MarocrnpalmsaemMon YacTu poHga u
NpUYMHaM ee HaKoMnJeHUs

25 COCTaBrieHMe nraHa MeponpuaTui || O4WH NnaH 161,0
peanusauum npeanoxeHum no
pesyrnbTaram u3yvyeHna goHaa

[MpumeyaHwe:

- Bpems MpoBeAeHUst MHCTPYKTaxa B HOPMY BPEMEHU HE BXOAUT;

- Npu paboTe C OOKYMEHTaMM Ha WMHOCTPaHHbIX A3blkax K HOpMam BpeMeEHU
NpPUMEHSETCS NoBbIWaLmn KoadgdmumneHT 1,15.

4.5. Ob6cnyxu1BaHve Yntartenen

4.5.1. PaboTta c yntatenem

Ta6nuua 70.

Tabnuua 70
N HanmveHoBaHue npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,

MWUH.




3anucb YuTaTensa B OnbnnoTexy:

NPOCMOTP [OOKYMEHTOB u4uTaTend
(nacnoprt, yAOCTOBEPEHME,
NOPYy4YUTENBCTBO); nposepka
HarnmM4ns y4eTHO-perncTpaLMoHHON
KapToOuKM  yuTaTens; Bblaava
aHKeTbl and 3anosHeHus
nonb3oBateneM C  NogpoOOHbIM
MNOSICHEHMEM MO 3arOfHEHWIO Nosien

OOWNH YUTaTesib

2,0

3anornHeHve opmynsapa vutaTens,
Y4ETHO-PErncTpaL,MOHHOM
KapTO4YKK, YntTatenbckoro buneta

OOWNH YUTaTesib

2,0

O3HaKOMJIIEHME yutarens c
npaBuamm NOfb30BaHMS
BGrnbnmoTekon, pacnonoXxeHnem
doHOa, cnpaBoYHbIM annapaTom,
SJIEKTPOHHbIMU pecypcamm
(ayanokHuramm, yaaneHHbIMK
0asamm JaHHbIX, ancKamum,
domnbmorpacdcmein)

OOWNH YUTaTesib

5,0

noabopka W paccTaHoBKa Mo
andgasuty amunui - 9YuTaTenemn
YY4ETHO-PEMMCTPALNOHHbIE
KapTO4KM

o[Ha KapTo4Ka

0,26

[Nepepernctpauns ymtaTenem:

NMOUCK doopmynspa
(perncTpanMoHHOM KapTO4KWN)
yutatensi, BHECEHNE M3MEHEHUA B
HUX U YnTaTensckum bunet

OOWNH YUTaTesib

12,0




3annchb (nepeperncTpaund)
yutaTtenen B aBTOMaTM3MPOBaHHOM
pexuve:

Habop Ha KnaBwaType cBefeHUn O
yutartene: dammnms, NV,
OTYECTBO, XapaKkTepuaylLme ero
NpU3HaKn (obpasoBaHue,
cneunansHoOCTb N MHbIE NPU3HaKKN),
Koq,

OOWNH YUTaTesib

6,0

KOHTPOSb 3@ BO3MOXHbIM HannM4mem
AaHHbIX 0 yutarene,
3anucaswemca B Gubnuoteky
(paHee 3anucaH, IuwWeH npasa
NOMb30BaHWs)

OOWNH YUTaTesib

1,0

odopMreHne Koga uuTaTtena cC
KOHTPOSbHbLIM Pa3psigoM U CPOKOM
Nosib30BaHUs YMTaTENbCKUM
OunetoMm Ha OCHOBE BblAaHHON

MHJpopmMaL mm

OOWNH YUTaTeslb

0,52

BbIBO4, Ha TMPUHTEP CBEOEHUA O
3anucaBlleMcHa 4uTatene B Buae
GrnaHka, Bblpe3aHMe ©OnaHka wn
BKNeWnKa ero B YntatenbCckum omnet

OOWNH YUTaTesib

1,3

PaboTta agucnet4yepckom Cryxobl:

10

NpUemM YmTaTenbCcKoro TpedboBaHus;
npoBepka NpaBUIbHOCTU
3anosiHeHus TpeboBaHus,
YyTOYHEHUNE MecTa XPaHEHWS
AOKYMEHTOB; OoTMeTKa B
ONCMNEeTYEpPCKON CeTKe, nepegada
TpeboBaHMs B KHUTOXpaHEHNE

04HO
TpeboBaHue

2,0




BbinonHeHve TpeboBaHui
notpedutenen, BblOoa4va
AOKYMEHTOB n3 OCHOBHOIo
KHUrOXpaHeHUs!:

11

nosny4eHune TpeboBaHus,
perucTpaumsi, noadbopka wuX Mo
Lndopam

04HO
TpeboBaHue

3,0

12

MOUCK [OOKYMEHTa, OTMeTKa Ha
TpeboBaHMN, KHWKHOM dpopmynspe,
ANCNETYEPCKON CeTKe

04HO
TpeboBaHue

5,0

13

yCTaHOBIIEHME MeCTa HaxoXOeHus
HeHaeHHOro  [OKYMeHTa Mo
CNpaBOYHbIM KapToTekam,
KaTanoram

04HO
TpeboBaHue

7,0

14

BblJaya [OKYyMeHTa w3 oTtgena
KHUrOXpaHeHus noTpebuTento;
OTMETKA Ha KHWXHOM hopMyrisipe,
TpeboBaHus

OOVH OOKYMEHT

2,0

15

NPUHATUE AOKYMeEHTa oT
noTpedbuTens; MOUCK  KHWXKHOrO
doopmyrnsipa, TpeboBaHus;
noralleHne oTMETKU O Bblaauu

OOWH OOKYMEHT

3,0

Bblgada KOMMMEKTOB [OOKYMEHTOB
BO BpeMEHHoe norb3oBaHne
nogpasgeneHnsim 6nbnMoTeku:

16

ocbopMIneHne 3asiBKM Ha KOMMMEKT
[IOKYMEHTOB, NepedaBaembli B
CTPYKTYPHOE noapasaeneHue

ofHa 3asBKa

5,0




17 noadop AOKYMEHTOB B KOMMSIEKTLI; || OAWH OOKYMEHT 40,0

HanucaHne BTOPOro JK3emnnsapa

KHWKHOIO ¢popmynspa (MHaukaTopa)

Bblgaya KOMMNSIEKTOB [OOKYMEHTOB, || OOMH OOKYMEHT

OTMETKa Ha KHWKHOM dhopmynsipe

(MHOuKaTope) natbl BblOaun,

JaHHbIX noapasgeneHuns,

NoslydaroLLero KOMsIeKkT

KonnyecTtBO [ OKYMEHTOB B

KOMMIEKTE:;
18 25 6,8
19 50 13,5
20 200 108,0

[MNonyyeHve KOMMNJIEKTOB || OOWH KOMIMNEKT

[ OKYMEHTOB oT CTPYKTYPHbIX

noapasgeneHnin; MNOUCK KHWKHOTO

doopmynsipa (MHOuKaTopa),

norawieHne OTMETKM O Bblaade,

BJIOXXEHME €ro B JOKYMEHT

KonnyecTtBO AOKYMEHTOB B

KOMMIEKTE:
21 25 6,8
22 50 13,5




23

200

108

O6cnyxuBaHne yuTaTenen B

YUTallbHOM 3arie:

24

npoBedeHne KoHcynbTauum, 6eceq
C uuTaTenamum Yy  KaTaroros,
KapTOTeK, KHWKHbIX MOSIOK;
WH(pOpMMpPOBaAHME  yuTaternen o
HOBbIX MOCTYNfeHusIX, O paboTe
9IIEKTPOHHOrO Kartasnora, CTaHuum
camoobcnyxmMBaHusa, o0 pabote C
9JIEKTPOHHbIMM pecypcamm
yaaneHHblx  ©a3  gaHHbIX, O
BO3MOXHOCTSIX paboTbl B JSIMHHOM
kabvHeTe Ha canTe 6MBnMoTeku, o
Nonb3oBaHUN AETCKON KOMHaTOW

ogHa
KOHCYmnbTaLus

10,0

Monbop AOKYMEHTOB B NOACOOHOM
dooHAe YnTanbLHoro 3arna, nepegada

Ha Kadpepy BblOauyu:

OOVH OOKYMEHT

25

no TpeboBaHNo YnTaTens

3,0

26

Mo YCTHOMY 3anpocy

3,0

27

Nno onpeaeneHHon Teme

3,5




Monbop AOKYMEHTOB no y4ebHoW
nporpaMMe Ha OCHOBaHWM MakeTa
KOMMMeKkTa OOKYMEHTOB,
BblAaBaeMbIX CTydeHTam, nogdop
y4eOHMKOB no dakynbeTeTam,
Kypcam, rpyrnnam; CBepka KHWDKHbIX
dopMyrnspoB C Ha3BaHWEM  KHMW,
NHBEHTapHbIMN HOMEpaMn

OONH KOMIMIEKT

KonnyecTtBo [ OKYMEHTOB B

KOMMNJeKTe:
28 10 4,0
29 20 8,0
30 40 16,0
31 BblOa4va AOKYMeHTa: cBepKka || ooWH OOKYMEHT 2,0

BblJaBaemMoro AOKYMeHTa C

yntTaTenbCKnum TpeboBaHuew;

npoBepka HanM4ns CTpaHWL;
BHECEHME 3anucn Ha YMTaTeNlbCKOM
TpeboBaHun (KOHTPONBLHOM
IUCTKE), BIIOXXEHME B YMTaATENbCKUN
Ounet; paccTaHoBKa, OTMeETKa
KHUroBbl4aun

Bblgaya  OOKYMEHTOB:  CBepka
BblaBaeMoro OOKYMEHTa c
YUTaTenbCKUM TpeboBaHueM;
NpoBepka  HamuMuust  CTpaHuL;
CKaHMpOBaTb YnUTaTENbCKUN GUneT;
CKaHMpoBaTb BblAaBaeMble KHUMY;
OTMETKa KHUroBblgayn; oOTMeTKa
CTaTUCTUKN NOCELLAEMOCTMU:




32

NPUHSATME AOKYMEHTA: CBEpPKA €ro C
TpeboBaHnem (KOHTPOSbHBLIM
NTMCTKOM), NpOBEepKa COXPaHHOCTU
OOKYMEHTA, HanuMuusa  CTpaHwl,
BHECEHWE OTMETKU O npueme

OOVH OOKYMEHT

2,0

33

nony4vyeHune OOKYMEHTAQ,
3dKa3aHHOro 4yurartenemMm B oTtaerne
KHUTOXpaHEHUA

OOWH OOKYMEHT

0,5

34

nepegadya AOOKyMEHTa, COaHHOro
Yyntaresiem, B otaes1 KHUroxpaHeHumd

OOVH OOKYMEHT

1,0

OT60p 1 nepegavya AOKYMEHTOB Ha
KOMMpOBaHWe:

35

OoTOOp [OOKYMEHTOB (OTAENbHbIX
cTaten) Ons  nepegadym  Ha
MUKPOCMIIbMUPOBaHVEe n
KonMpoBaHue

OOVH OOKYMEHT

5,0

36

noaroToBka [OKYMEHTOB K
KOMMPOBaHWIO, odbopmrieHne
3aKkasa, permcTpaums B Y4YeTHbIX

doopmax

OOWH OOKYMEHT

3,0

37

nony4yeHne Mukpodmnbma 1 Konuu,
npoBepka NpaBUMbHOCTU
BbIMOSIHEHNS 3aKa3a

OOWH 3aKa3

5,0

ObcnyxuBaHne  yuTatenenm  Ha
aboHeMeHTe:

38

nonbop OOKYMEHTOB ans
pPEKOMEeHOaLUnn YntaTensm

OOWH OOKYMEHT

5,0




Bblgaya [OOKYMEHTOB 4uTaTento,

nouck  copmynsipa  uuTaTens,
yKasaHue cpoka BO3BpaTa,
NpoBepka  HanmMuus CTPaHWL;
obcnyxmBaHue

OOVH OOKYMEHT

Bblgaya  OOKYMEHTOB:  CBepka

BblJaBaeMoro OOKyMEHTa c
YUTaATENbCKUM TpeboBaHmeM;
npoBepka HanM4us CTpaHuL;
CKaHupoBaHue YUTaATENbCKOro
bunera; CKaHMpoBaHue

BblJjaBaeMON KHWUMM; pacnedaTka
KOHTPOMNbHOIO NMUCTKa C yKasaHuem
Cpoka Bo3BpaTa W  Ccnucka
BblaHHbIX KHW; oTMeTKa
KHUroBblOa4M;, OTMETKa CTaTUCTUKM
noceLaemMoCTu:

39 B3pPOCIIbIX 2,7
40 neten 3,2
41 npoBeaeHne 6eceabl ¢ YMTaTeneM, || 0auH yMTaTenb 5,0
MHJpopMMpoBaHME 0 HOBbIX
NOCTYMIEHUSAX
[MNonyyeHve AOKYMeHTa OT || oQWH OOKYMEHT
yuTaTens; BHECEHME OTMETKM O
npueme, npoBepka HanM4us
CTPaHWUL,  BIIOXXEHWE  KHWXHOro
dopmynsipa; obcnyxmBaHue:
42 B3POCSIbIX 1,8




43 aeten 5,0

44 npogsieHne cpoka Mosfib3oBaHuA || oauH dopmynsp 3,0
AOKYMEHTOM; MOUCK  dpopmyrapa
yuTatend; BHECEeHMe OTMETKM O
NpoasiIeHNN CpoKa NosSib30BaHUSA

[MpumeyaHwe: K HOpMaM  BpeMeHW  MNPUMEHSIOTCA  MOBbialLme
KOS pMLIMEHTDI:

- Npn oBcnyxmMBaHUM YntTaTenen KMHooTopoHOAOKYMEHTaMK - 1,2;

- npu  obcnykuBaHUM  yuTaTenenm - HOTHbIMKW,  KapTorpagmyecKumm,
n3onsgaHmamm - 1,15;

- Npy obcnyxmBaHUM YuTaTenen cneymansHbIMU BUgamMu HaydHO-TEXHUYECKOM
nMTeparypsbl U goKymeHTauum - 1,1;

- Npn paboTe ¢ JOKYMEHTaMM Ha MHOCTPaHHbIX si3blkax - 1,15.

4.5.2. BHyTpeHHAA paboTa

Tabnuua 71.
Tabnumua 71
N HanmeHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHUs BPEMEHMN,
MWH.
1 2 3 4
[NoarotoBKa K Bblaave:
1 paccTaHoBKa doopmynapos || oguH hopmMynsp 1,0
yuTaTenen (Mo cpokam, Homepam,
andgasury)




paccTaHOBKa CAaHHbIX JOKYMEHTOB
B (poH4E OTKPbLITOro 4oCcTyna

OOVH OOKYMEHT

2,0

paccTaHOBKa COaHHbIX JOKYMEHTOB
B oOHOEe OCHOBHOIO XpaHeHUs

OOVH OOKYMEHT

3,0

nogsedeHne wuToros paboTbl 3a
npoLleLunn JEHb, BHECEHME
3anncu B OHEBHUK

eXXeHEBHO

15,0

noaodop OOKYMEHTOB no
npeaBapuTenbHbIM 3akasam
yutTaTtenen n naHam YTeHus

OOVH OOKYMEHT

3,0

MPOCMOTP HOBbIX MOCTYNNEHUA Ans
pekoMeHaauun YuTaTensam

OOVH OOKYMEHT

2,0

MNPOCMOTP U MOMOSTHEHNE KHWKHBLIX
BbICTaBOK, SALUMKOB CBODOOAHOIO
BbIOOpa KHUI, TEMaTUYECKUX MOJIOK
N cTennaxemn

OOWH OOKYMEHT

3,0

nogrotoska paboyero mecta

eXXeHEBHO

10,0

Pabota ¢ doopmynapom ymntatens:

aHarm3 doopMyrnapoB yuTarternen,
BblSBJIEHNE YyuTaTenbCKnx
NHTEpPecoB

O4WH dhopMmyrap

4,3




10 cocTaBfeHue KapTO4Ku ans || ogHa KkapTodka 0,86
KapTOTeKu YnuTaTenbCKUX
WHTEPECOB; COCTaBfiEHME Cnucka
yuTaTenbCKMUX WHTepecoB - 1
3anucb
11 3anucb B dopmyndpax (MHbIX || O4Ha 3anucbh 3,6
AOKYMEHTaXx) 0 pesyrnbraTax
aHanvsa YTeHuns 3a onpenesieHHbIN
nepvoa
12 3anucb B OAHEBHUKE Gubnmnotekaps || ogHa 3anuchb 9,2
O AWHAMUWKE YTeHUs1 U MHTepecax
yutatens (rpynnbel Yutarenen)
Pabota ¢  wuutatensamu, He
BO3BPATMBLUMMW  JOKYMEHTblI B
CPOK:
13 npocMoTp M OT6op hopmynsapoB || oguH dopmynap 1,0
yuTaTenen, He  BO3BpaTUBLUMX
AOKYMEHTbI B CPOK
14 HarnuMcaHue OTKPbITOK- || OguH chopMynsp 6,0
HanoOMWHaHUN 0 BO3BparTe
AOKYMEHTOB; OTMeTKa AaTtbl
HaNnoOMWHaHWS Ha dhopMynsipe
15 ornoseLleHne (no TenedoHy, || oauH dopmynap 5,0

3NEKTPOHHON MOYTE) YnTaTtens, He
BO3BPATMBLLENO JOKYMEHTbI B CPOK;
OoTMEeTKa daTbl HarNoOMWHaHUSA B

chopmynisipe




KoHTpornb 3a cpokamu BoO3BpaTa
[10KYMEHTOB B
aBTOMaTU3MPOBAHHOM pPEXUME:

16

BbIBOJ Ha MPUHTEP MO YCIOBUSIM
crnucka 4uTtatener U abOoHEeHTOB-
3a0/MKHUNKOB

OQHa 3aruncb

0,16

17

COCTaBJieHne Crnncka 3agoirkHMKOB

OAHa 3aruncb

0,16

18

pacrnedaTka Ha npuyHTEpE
HaNOMWHaHUSA aboHeHTam n
yuTaTensaM O CpOKe BO3BpaTa
(agpec, Ha3BaHWS B3ATbIX
[OKYMEHTOB)

OQHa 3aruncb

2,2

19

n3bATNE n3 0a3bl JaHHbIX
cBegeHun o] 3aHATOCTU
BO3BpaLLEHHbIX JOKYMEHTOB

OQHa 3aruncb

0,4

OdopMnieHne noncka 3ag0rPKHUKOB
Jyepes cya:

20

CHATME KoM C  dopmyrnapa
yuTaTens;  YyTOMHEeHWe  aBTopa,
Ha3BaHUSl, MHBEHTAPHOrO HOMeEpA,
LeHy AOKYMEHTA, He
BO3BpaLLEHHOro B CPOK;
nepevyncrieHne rocnowrmHbl  3a
odoopMIieHne NCNOSTHUTESbHbIX
Hagnvucewn; nepegadya gerna B cyq

OOVH OOKYMEHT

2,7




21

nonyyeHue n odbopmrieHne
OOKYMEHTOB M3  HOTapuanbHOW
KOHTOpblI (NpocTaBfieHne Homepa
pac4yeTHoro cyerTa, HOMeEp
NCMNONHUTENBbHOW HaaNUcK)

OOVH OOKYMEHT

2,7

22

COCTaBfeHne akTta Ha onnary
yepes cyq YTepsiHHbIX JOKYMEHTOB
(NnpunoxeHne K akTy - popmynsip
yutarens)

OOVH OOKYMEHT

2,7

[prem AOKYMEHTOB B3aMeH
YTEPSAHHbIX:

23

MOUCK YMTaTENbCKOro opmynsapa;
BHECEHue COOTBETCTBYHLLEN
3anmcn B doopmyrnap, TeTpadb
ydyeTa KHUI, MNPUHATBIX B3aMeH
YyTEPSHHbIX

OOVH OOKYMEHT

10,0

24

NPOCMOTP OOKYMEHTA,
npeasiaraeMoro B3aMeH YTEPSIHHOMO

OOWH OOKYMEHT

2,0

PaboTta ¢ oTkasamu:

25

y4yeT M knaccudmkaums OTKa3O0B:
OTMETKa Ha JIMCTKE YMTaTEeNbCKOro
TpeboBaHUA NPUYMHbBI OTKa3a

04HO
TpeboBaHue

1,6

26

paccTaHoBKa YutTaTenbCKux
TpeboBaHui B KapTOTeKy
"Hey,0BEeTBOPEHHbIN cripoc”

04HO
TpeboBaHue

0,32




27

aHanM3  OTKa3oB, COCTaBrieHNe
CBOOKM OTKa3oB B OTpPacreBOM
paspese (Mo npuvyYnMHamM OTKasa W
Mepam nx  NUKBMOALUU n

npeaynpexgeHus)

OOWH OTKa3

1,0

28

cocTaBrieHne bubnmorpadgmyeckoro
onncaHus Ha OOKYMEHTHI,
nMmewwme  Havbornbllee  YUCIo
OTKa30B, M nepefaya KapToukn B
oTAen KOMMNIIEKTOBaHUS

OOHO
6rnbnunorpadm-
Yyeckoe
onuncaHune

2,0

4.5.3. BHecTaumoHapHoe obcnyxuBaHune

Tabnuua 72.

Tabnuua 72

n/n

HanmveHoBaHue npowecca,
onepauunn. CoctaB paboThl

Eannnya
N3MepeHns

Hopma
BPEMEHMN,
MUH.

Opranunsauus OMBNMoTEYHbIX
MNYHKTOB, NepeaBmkKHbIX BMBNNOTEK:

3aKkrfoyeHne  goroeBopa  Mexay
6nbnmnoTekon n opraHmsaumen, rae
bynet OCYLLUECTBIATLCH
BHeCTaLNOoHapHOe 00CnyxMBaHue

OOWH JOroBOp

270,0

odoopMIieHne doopmynspa
BMONMOTEYHOro NyHKTa

O4WH dhopMyrap

13,5




odhopMrieHne Nankmn ¢ 4OKYMeHTamu
(morosop, AO0BEPEHHOCTb Ha
NOfy4eHne  KHUr,  popMynisipoB
BMGMOTEYHOrO NyHKTa, OTYETOB)

ofHa nanka

13,5

COCTaBrieHNe CXeMbl pasMeLLeHUs
BMONMMOTEYHbIX MYyHKTOB Ha
TeppuTopun ropoga, pavoHa

ofHa cxema

126,0

cocTaBneHne rpadmka obmeHa
AOKYMEHTOB, HaxoASALLMXCS B
OMBNMoOTEYHbIX MyHKTaX,
nepeaBwxHbIX BUbNMoTekax

OOWH rpadmk

18,0

COCTaBlEeHME NnaHa MeToan4yeckoun
nomMoLLn Bunbnmnotekapsim-
obLuecTBEHHNKaM

OAWH NriaHa

46,0

odopMIieHne 06 BABMEHUS O OHAX U
yacax paboTbl OUBINMOTEYHOrO
NyHKTa, NepeasmwkHOn OB nmoTekn

O4HO
obbaABNeHue

12,0

Monbop KOMNMEKTOB [OOKYMEHTOB
ans 6mnbnmoTeyHoro MYHKTA,
nepeaBwkHON ONbNMoTekn

Mopb6opka koMnriekTa 4OKYMEHTOB

OONH KOMIMIEKT

KonnyecTtBo
KOMIMJIEKTE:

OOKYMEHTOB B

10

15,0




30

45,0

10

100

148,5

11

Bblava OOKyMeHTa B
OMONMMOTEYHBLIN NYHKT, OTMETKa B
KHVXXHOM dopmynspe aatbl
Bbl4a4n, HoMepa NyHKTa

OOVH OOKYMEHT

2,0

12

3anuncb B doopmynsap
6mnbnmoTedHoro  NyHKTa  garbl
Bbla4yn OOKYMEHTOB, KorndecTBa
BblJAHHbIX M BO3BPALLEHHbIX B
CTauVoHap OOKYMEHTOB

OQHa 3aruncb

1,0

13

paccTaHOBKa KHUXKHBIX
dopmMynspoB B KapTOTEKy 3a
pasgenurenem CUMb
6mnbnmMoTe4YHoro NyHKTa,
nepeaBwxkHON OUBNNOTEKN, BHYTPU
no andgasuTy hamunmnm aBTopoB

OONH KHWXHbIN
cpopmynsip

0,4

14

npuem OOKYMEHTOB n3
6mnbnmMoTeyHoro NyHKTa,
nepenBwwxHON oubnvoTeku:
NpoCTaBfieHne OTMETKM O MpueEMe,
BrOXeHWe popmyrnsapa B JOKYMEHT

OOWH OOKYMEHT

1,6

4.6. O6cnyxmBaHne no mexonbnmoredHomy aboHemeHTy (MBA)

Tao6nuua 73.

Tabnuua 73




N HanmeHoBaHue npouecca, || EanHunuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MUH.
1 2 3 4
O6cnyxuBaHne yuTaTenen
6unbnmotekn no MBA:
1 permcTpaums yutartend, || O4AuH yuiTaTenb 1,35
nonb3yrowerocsd MBA
2 3anornHeHue OnaHka-3akasa, || oauvH 3akas 2,2
NpOCTaBfieHne  perncTpaLMoOHHOro
HoMepa, AaTbl
3 YTOUYHEHWEe YyKa3aHHbIX 4uTatesieM || ogvH 3akas 1,6
CBeLEeHUN O 3aKa3aHHOM OKYMEHTE,
Lenu 3anpoca, MUCTOYHMKE, OTKyaa
Nony4YyeHbl CBEAEHNS
Bubnuorpadmyeckas aopaboTka
3akasa; YyTOYHEHUNE
Bubnmorpadmyecknx ceeaeHui:
4 MO CNpPaBOYHbLIM U3OaHNAM 27,0
5 npy MNOMOLLYM aBTOMAaTU3UPOBAHHBLIX 0,22
cpencTts
6 NpoBepKa Hann4usa 3anpawmsaemoro || oguH gokymeHt || 10,2

AOKYMeHTa B 6ubnmoTekax ropoaa,
obnacTtun, perMoHa, B TOM 4ucre no
CBOAHbIM KaTarnoram




HanpaBneHne  6naHka-3akasa C
NpocTaBIIeHHON OTMETKON
(wremnenem) "B ropoge Het" B
OTpacrneBoun, yHMBEpPCasibHbIN LLEHTP
nnm B 6rnbnmoTeky (opraH
NHopmaL M) No AaHHbIM CBOLHbIX
KaTarnoros

OOWH 3aKa3

0,27

3anncb CBeAEeHMA O HarpasfieHUK
3akaza no MBA (HaumeHoBaHue
6mnbnmoTtekn, gara) Ha 0OOOPOTHOM
cTopoHe 6bnaHka 3akasa

OQHa 3aruncb

1,4

NnomeLleHne OnaHka-3akasa B
"KapToTeky 3anpocoB uyuTareneun no
MBA" 3a pasgenutenem "3anpochbl
no MBA, HanpaeneHHble B Opyrue
6mnénmotekn”

04HO
TpeboBaHue

0,32

10

Npyem OOKYMEHTOB, MPUCHAaHHbIX NO
MBA; pacnedatka  ©aHgeponu,
npoBepKa COCTOSIHUA [OKYMEHTOB,
OTMEeTKa  daTbl  MOfy4YeHus u
Ha3BaHus BMBNMOTEKMW, BbliCNaBLLEN
AOKYMEHTbI, MHBEHTAPHOro HoMmepa,
CpoKa nMonb30BaHus; pasMecTUTb
GraHk-3aka3 M3 pasgena KapToTeku
"3anpocbl no MBA, HanpaBneHHble B
apyrme  6ubnmotekn" B pasgen
"MonyyeHHblie no MBA nsgaHusa”

OOWH OOKYMEHT

3,8

11

ornoseLweHne Yntarernd o rnoJsiy4eHnn
3arnpoweHHoOro AoKyMmeHTa U CpoOKe
NnoJib30BaHNA UM

oQHO
n3BeLleHne

1,35




12

Bblda4a 4yuTaTento MnoslydeHHbIX Mo
MBA 0OKyMeHTOB B 4uTansHOM 3are
(B cnyxebHom noMeLLeHnn
6mnbnmoTekun); ceBepka BblAaBaeMoro
OOKYMeHTa ¢  6naHKOM-3akasom,
npoBepka HamMuua CTpaHuy U
COCTOSIHME [OKyMeHTa, OTMeTKa
Bblauu

OOWH OOKYMEHT

1,0

13

npMeM [JOKyMeHTa OT 4utatens B
YutTanbHOM 3are; cBepka OOKYMeHTa
C YacTbio brnaHka-3akasa, nposepka
COXPaHHOCTWN JOKYMEHTa, OTMETKa O
npvemMe, nomelleHve [OOKYMeHTa B
cneunansHoO BblOENeHHOe MecTo
(3aKpbITbIN LWKad)

OOVH OOKYMEHT

0,5

14

n3prnedeHne  OnaHka-lzakasa  u3
KapTOTEKW, 3annucb cBedeHun o6
oTnpaBke u3gaHua (gara, Homep
NOYTOBOrO OoTnpaBneHns);
nepecTtaHoBKa nMCTKa M3 pasgena
"MonyyeHHble no MBA wmspaHns" B
pasgen "Bos3BpalleHHas
nuteparypa”

OOVH  JIUCTOK
TpeboBaHus

1,0

15

NOAroToBKa K OTMpaBKe LOKYMEHTOB
B BrnbnmoTeky-goHaoaepxaTesb
3akaszHonm 6aHaeponblo;  ynakoBka
Gangeponu, B3BELUMBaHNE ee,
HaKknemBaHve Mapku (ecnm Het
LLeHTpanM3oBaHHON onnarbl
NepechIsik1), HanmcaHue apgpeca,
COCTaBIIEeHME ONnnucu

OOVH OOKYMEHT

3,6




16

pabota c oTkaszamu; Npu NonyyYyeHnn
oT  Bubnunotekn-cgoHaoaepxaTend
n3BeLleHnst 06 oTkase Unn 3agepxke
BbIMOMHEHMS 3anpoca: W3BrevYeHune
n3 KapTOTEeKu braHka-3akasa,
yKasaHue npuymHbl U gaTtbl OTKasa
Ha 00OopOTHON CTOpPOHE,
nepecTaHoBKa n3 pasgena
"3anpocbl Nno MBA, HanpaBneHHble B
apyrme  6ubnmotekn" B pasgen
"OTka3sbl no MBA"

OOWH OTKa3

1,03

17

coobLeHe B otaen obcnyxmBaHus
O nonyyeHunm  oOTkasa (gara,
npyymMHa)

OOWH OTKa3

1,35

O6cnyxuBaHne aboHeHToB No MBA

[Nprem 3aKkasos:

18

Npu OTCYTCTBUM HOMepa aboHeHTa
Ha OnaHke-3akase npoBepka Mo
KapToTeke aboOHEHTOB, aboHMpyeTCS
W JaHHasi opraHm3aums

OOWH OTKa3

1,0

19

opraHusaumg aboHupyeTcs:
npocTasrieHne HoMmepa Ha GraHke-
3aKkase, CBepka agpeca, Ha3BaHUS
opraHusauuu, doamunmn
otBeTcTBeHHoro no MBA, BHeceHue
N3MEHEHNN B KapPTOYKMN

OOWH OTKa3

3,6

20

nepBu4Hoe obpalleHne aboHeHTa B
TeKywem rogy: NpocTaBfeHne B
KapTo4ke rog obpalleHus, naty

OOWH OTKa3

3,6




21

odoopMIieHne aboHeHTa
(opraHmnsaums paHee He
aboHupoBarnachb): NpUCBOEHNE
aboHeHTY HOMepa, 3anosfiHeHue
KapTOYKM perucTpaumm aboHeHTa
MBA un pasgenvtens (dopmynsp),
yKaszaHue MOfiHOr0 HauMeHOBaHUs
OnbnnoTtekn, MnNOYTOBOrO agpeca,
TernedoHa, doamunmn, MMEHMN,
OoT4YecTBa OTBETCTBEHHOrO numua,
AaTbl OTKPbITUSE U HOMEpa aboHEeHTa

OOWH abOHEHT

5,0

22

paccTaHoBKa PerncTpaLoHHbIX
KapTo4ek B KapTOTEeKy

o[Ha KapTo4Ka

0,32

23

odoopmrieHne N3BELLEHUS ans
aboHeHTa (CTaHgapTHOe U3BELLEHME
06 OTKpbITUM aboHeMeHTa); 3anpoc
HeJoCcTakLWmX cBegeHun ans
KapTOTEeKU TUNOBbIM NMUCbMOM

0oQHO
n3BeLleHne

1,6

24

npoBepka NPaBUNbHOCTH
3anosiHEHs braHka-3akasa,
3a10IPKEHHOCTH aboHeHTa,
npocTtaBneHne Ha obopote 1-i
yactn 6naHka-zakasa (cTp. 2)
CBOEro LTemnens n  pgatsl
nony4yeHust 3akasza B pybpuke
"CnyxebHble OTMETKM
6rnbnmoTtekapa" Npu BbIMOMHEHUN Y
nepeHanpaBfieHMn 3akasa B CTpPOKe
"panoH, ropoa"

ognH  OnaHk-
3akas

3,8

25

nepegada Ha ydacTtok paboTbl C
OTKasamu HenpaBUITbHO
O0GPOPMIIEHHbIX 3aKa3oB W 3aKasoB
aboHEeHTOB-3a0IPKHNKOB

OAWH OnaHK

0,43




26

lundpoBKka  3aka3oB  abOHEHTOB;
nonbopka  ©GnaHKoB-3aka3oB MO
andaesnTy, npoBepka  HanMuus
OOKyMEHTa Mo KaTarnory

OAWH OnaHK

2,7

27

MOArOTOBKa [OKYMEHTA K Bblaaye:
cBepka [OOKymeHTa C 6naHKom-
3aKasom, npoBepka HanM4us
CTPaHUL, W COCTOSIHUS AOKYMEHTA,
npocTaereHne Ha 6naHke-3akase
lwundppa AOKYMEHTa, yKasaHue
MHBEHTApHOIrO0 HOMepa, KonMyecTBa
OOKYMEHTOB, aaTthbl Bbloauu;
NpocTaBreHne LUTemMnens
OnbnnmotekM C  HasBaHMEM WU
MOYTOBbIM  adpecoM,  yKasaHue
Cpoka BO3Bpara, npocTaBreHne
Homepa 6aHLepPOrnM BHU3Y

OOVH OOKYMEHT

1,4

28

NOCTaHOBKa 3aKka3a Ha odepedb (B
cnyyae 3aHATOCTU n3gaHus);
oTnpaBKa N3BELLEHNST aDOHEHTY

OOWH 3aKa3

1,6

29

nepegaya usgaHusa Ha KonmposaHue
(Npu 3aKkase Ha dparMeHT nsgaHus:
cTaTbs U3 XypHana, COopHMKa)

OOWH 3aKa3

2,7

30

oTnpaBka AOKYMEHTOB abOHeHTaM:
yrnakoBka 6aHgeponn,
B3BELUMBAHME, HAKIIEMBAHNE MapKW,
HanucaHwe agpeca, CoCTaBfieHue
onncu

OOVH OOKYMEHT

2,5

31

paccTaHoBKa OraHkoB-3aka3oB (1-5
YacTb) Ha BblAaHHblE [OKYMEHTOB
(BbICSIAHHbIE) B KapToTeKy
obcnyxmBaHNa abOHEHTOB B pasfen
"BbliganHble no MBA nsgaHma"

OOVH OOKYMEHT

0,32




32 bubnmnorpadmyeckas aopaboTka || oauH OOKyMeHT || 3,2
HEBbINOSTHEHHbIX 3aKas0B;
YTOYHEHME Brnbnmorpadmyeckmx
cBeeHun no CMpaBO4YHbIM
N3gaHNAM
33 BbISIBIIEHNE Hanuyusa || oauH OOKYMEHT 10,2
3anpawmBaemMoro  JOKyMeHTa B
6ubnmoTtekax ropoga, permoHa
34 odoopmrieHne 3aKkasa K || oOnH 3akas3 2,7
nepeHanpasneHuto B Apyrme
BmnbnmoTeku; yKasaHve Ha
ODOPOTHOM CTOPOHE MPUYUHBLI U
Aatbl nepeHanpasnieHnsi, OTMETKU O
npoBepke no CNpaBOYHbLIM
n3gaHusIMm, CUMbI oubrnmoTtek-
dooHaooepxarternien Mo CBOOHOMY
KaTasnory
35 oTnpaBka abOHEHTY W3BELLEHMS O || OAHO 1,6
nepeHanpasneHnn 3anpoca C || n3BelueHue
yKkaszaHnem O6ubrnmotekn, B KOTOPYHO
OH HanpasreH
36 perMcTpaumsa oOTka3a B YYeTHbIX || oguH OoTKas 3,6

doopmax; oTnpaska aboHeHTyY
bnaHka-3akasa B clny4yae
HEBO3MOXHOCTM  BbIMOSHEHNA  C
OTMETKOM O npuyMHe OTKasa B
COOTBETCTBYHOLLEN PyOpUKe




37

npMeM [OOKYMEHTa, BO3BPAaLLEHHOro
aboHEHTOM; MOsfly4YeHMe Ha rnouTe,
pacnevyatka GaHgeponu, npoBepka
COCTOSIHUSI JOKYMEHTA, U3BMEYeHne
brnaHka-3akasa n3 KapTOTeKu
obcnyxmBaHus aboHeHTOB,
yKkaszaHMe Ha Hem [f[aTbl BO3BpaTa
OOKYMEHTa, nepecTaHoBka OnaHka-
3akasa B pasgen "BosBpalleHHas
nuteparypa”

OOWH OOKYMEHT

3,2

38

KOHTPOSIb 3@ CpoKamMu Mosfib30BaHNS
[ OKYMEHTOB, BbISiIBNIEHME
JOIMKHMKOB, HanpasrieHne
HaNOMMWHAaHUN

OOVH OOKYMEHT

1,6

BbinonHeHne pabot B AC:

39

dopmupoBaHne 6asbl OaHHbIX 0O
aboHeHTax MO COOTBETCTBYHOLLEN
dopme, BBOL4 MHOpMaL MM O HOBOM
aboHeHTe

OOWH abOHEHT

5,4

40

nouck B 6a3e AaHHbIX cBegeHun ob
aboHMpoBaHUK opraHusauuu;
BHECEHMe N3MEHEHUN

OOWH abOHEHT

3,6

41

BBOO MHGopmauum O  rpueme
3aKa3oB OT abOHEHTOB

OOWH abOHEHT

0,27

42

BBOA NMHJpopmMaL mm 0
nepeHanpaBfieHMn 3akKasa, BblBOA
Ha NPUHTEP N3BeLleHs 0
nepeHanpasneHu1 3akasa

OOWH abOHEHT

1,6




43 BBO/ JaHHbIX O MOCTAHOBKE 3akasa || oauMH abOHEeHT 1,6
Ha oyepenb; COOOLLUEHNE abOHEHTY

44 perMcTpaumst BblOaHHbIX abOHEHTY || oguH AOKYMEHT || 2,7
AOKYMEHTOB, MNpPOCTaBlieHNMe CpoKa
BO3Bpara

45 yaaneHue n3 maccvmBa [faHHblX O || oguH gokymeHT || 0,16
BO3BpaLleHHOM [JOKYMEHTE

46 KOHTPOfb 3a Cpokamu BoO3BpaTta || OAWUH abOHEHT 2,7
AOKYMEHTA: Mouck n oTbop AaHHbIX
B NaMATU MalLMHbl O 3a00JDKHUKAX,
BbIBOL HYXHOM WHJpopMaumm Ha
NPUHTEP, pacrneyaTtka CrAUCKOB C
yKkasaHnem agpeca aboHeHTa

4.7. MaccoBas pabota

Tabnuua 74.
Tabnuvua 74
N HanmveHoBaHune npouecca, || EanHunuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BpPEMEHW,
MWH.

1 2 3 4

[NogrotoBka MaCcCOBbIX

MEepPOonpUATUIA




OnpeneneHne  TeMbl, cocTasa
ayamTopun,  OTBETCTBEHHOro  3a

MeponpusiTme B LL.eriom,
COCTaBMeHne nnaHa MnoaroToBKU
MEpPOnNpUATUS, BOMPOCOB ans
obcyxaeHuns, npurnaLleHue
KOHCYJSIbTaHTOB, NEKTOPOB,
noadbopka [OOKYMEHTOB MO TeMme
MEePONPUATUS; opraHusaums
BbICTaBKU nMTepaTypbl, anbObOMOB;
onoBeLleHne yuTaTenemn o)

MeponpuUATUn yepes adomLn,
nybnukauum B nedvatn, No paawo,
TeneBnaeHUIO, Yepes3 IJIEKTPOHHYIO

PaCChISKY; BbISIBIIEHNE
BbICTYNaIOLLYX; nevaTb 7
pacnpocTpaHeHue

NpUrMacuTernbHbIX 6uneTos,

N3roTOBSIEHME PEKBU3UTOB, KYKOS,
Aekopauun, KOCTIOMOB; NOAroToBKa

NOMELLEHNS; npoBegeHve
coBeLlaHus Mo nToram NOAroTOBKU U
nposeaeHus MEepPOMpUATUN,
odoopmrieHne NpoTOKONa,

cocTaeneHne u  onybnukoBaHwe
NTOroB NPOBEeAEHHbIX MEPONPUATUNA:

OOHO
MeponpusiTue

yuTaTenbckaa KoHdepeHuns 4900,0
nTepaTypHO-Xy4OXeCTBEHHbIN 3340,0
Beyep, BeYep OTpacrieBON KHUIN,

aucnyt

Be4yep BOMPOCOB U OTBETOB, YCTHbIN 2600,0
XypHan

kny6 no nHrepecam 2600,0
OETCKUN YTPEHHUK 3900,0




6 BUKTOPUHA, KOHKYpC, urpa- 3900,0
nyTewecTsune

7 BbICTaBKM E€TCKOro TBOpYeCTBa 2280,0

8 nMTEepaTypHO-No3HaBaTeNbHOro 1800,0
3aHATUA o 30 YernoBekK
(rpynnoBoro)

9 ypoKa TBOpYecTBa (MacTep-knacca) 960,0

10 KomMaHaHoW urpbl-kBecTa (cBbliwe 30 4800,0
YernoBek)

11 kBecTa ania ogHom rpynnbl go 30 2400,0

YyerioBek

OpFaHI/ISaLI,I/IFI KHMXHbIX BbICTaBOK

CocTaBrieHve nfaHa opraHusauum mn
NPOBEOEHUS BbICTABKW; BbISIBNIEHME
n otbop OOKYMEHTOB; MOArOTOBKa
COMpPOBOOMTESNBHOM  AOKYMEHTauum
K BbICTaBKE; cosfaHue
XYOOXECTBEHHOIO MPOEeKTa; MOHTaX
BbICTaBKW; opraHusauus
MHJPOPMaLIMOHHO-PEKITAaMHOMN
paboTbl no nonynspusauum
BbICTaBKW; rnoABedeHVe  UTOroB
paboThbl




Tematnyeckue BbICTaBKU
06 LLednbnmoTe4Horo MacLuTaba,
opraHusyemble Ha dooHaax
oundnmoTteku:

O[Ha BblCTaBKa

KonnyecTBo 3KCNOHATOB:

12 1-50 560,0
13 51-100 1120,0
14 101-200 2240,0
BbicTaBku no onpeaeneHHon
oTpacnm 3HaHUN Unn Teme,
opraHu3yemble
Ha dooHae 6ubnmoteku O[Ha BbICTaBKa
KonnyectBO 3KCNOHAaTOB:
15 1-50 310,0
16 51-100 940,0
17 101-200 1920,0
Ha cdoHoe otaena O[lHa BbICTaBKa

KonnyecTBo 3KCNOHATOB:




18 1-25 180,0
19 26-50 360,0
20 51-100 720,0
BbICTaBKkK, MOCBSLUEHHbIE XMU3HU v || oAHa BbiCTaBKa
OEATENbHOCTU BblAAIOLWMXCS Moaen
("nepcoHanun")
KonnyecTBO 3KCNOHAaTOB:
21 1-10 47,0
22 11-25 110,0
23 26-50 210,0
BbicTaBKkuM Ha nonkax ctennaxeu O[lHa BbICTaBKa
KonnyectBO 3KCNOHAaTOB:
24 1-5 25,0
25 6-10 44,0
BbiCTaBKun HOBbIX MOCTYMMEHNI ofHa BbiCTaBKa




KonnyecTBO 3KCNOHATOB:

26 1-25 40,0
27 26-50 72,0
28 51-100 160,0

PaspaboTka n anpobauua || ogHo 3aHaTue

nporpaMMm 3aHATUA W TPEHWUHIOB

(BbIGOp Tembl, nogdop nuTepaTypbl,

cocTaBneHue nraHa  3aHATUN,

noaodop MaTepuana, aHanus

NpOBeAEHHbIX 3aHATUIN, JopaboTKa):
29 MacCOBOe 3aHATHNE 3000,0
30 rpynnoBoe 3aHATHE 1500,0
31 NHOMBMAYyansHoe 120,0

[poBeneHne 3aHATMA (MOLrOTOBKA, || OAHO 3aHATME

penetTvuuns, npoBedeHne, ybopka

noMeLLeHns):
32 MacCOBOe 3aHATHNE 300,0
33 rpynnoBoe 3aHATHE 210,0
34 nHaMBMAayansHoe 90,0




Nrpbl-kBECThI (MMTepaTypHble,
NpPOdropUeHTaLNOHHbIE,
TemaTtundeckume)

ogHa urpa-
KBEecTa

35

NoAroToBKa Urpbl-kBecTa: BbIOOpP
TEeMbl, noaodop nMTepaTypsbl,
HanucaHue cueHapus,
N3roTOBIIEHNE KOCTHOMOB n
aekopauun, nogbop npeamMeTHOro
psaa, cocTaBneHue nosioxeHust o6
nrpe-KBecTa; pacchblfka
npurnaLleHni n crnucka
nuTepaTypbl, cOOp 3asBOK; 3aKynka
Npu3oB; OdopMreHNne U nedyaTtb
cepTUgUKaToB M rpamoT, MyTEBbIX
nmMcToB;  OhopMIiEHME  BbICTaBOK
aeTcknux pabot, pabota xopu
KOHKypca B  paMKax KBeCTa,
peneTnLmm

300,0

36

npoBeaeHue: NnoaroToBKa
NOMELLEHM CTaHUMiK, npoBeaeHne
Urpbl-KBECTa, YOOopKa NOMELLEHNS

480,0

Peknama 6ubnuoteku; pabota no
MNPUBMEYEHUNIO YNTaTeNen:

37

NOAroTOBKa PEKITAMHOrO COOBLLIEHS
B Meyartb, MO paguo, TeneBuaeHuto
0 paboTte BunbnmnoTeku,
OCOBEHHOCTAX  (PYHKLIMOHMPOBAHMWSA
Pa3nNMYHbIX nogpasaeneHnn,
HOMeEHKaType YCIyT,
npegocTaBnaemMbix 6ubnmoTekom

ogHa
ny6nmkauus,
ogHo
coobLleHne

420,0

38

noAroToBKa nnakara 0
aeaTenbHOCTN 6ubnmoTekn (BbIGOP
TeMbl, onpeaeneHne cogepxaHnst u
dopMbl, cAava B neyarthb)

OO WH NJiaKkaTt

210,0




39 opraHusaumna 3KCKypcuu; npuem u || ogHa akckypeus || 52,0
odoopMISieHNe  3asiBKW, YTOYHEHWE
TEMbl  OKCKYpCMA UK cocTaBa
9KCKYpPCaHTOB
BoisiBrenne NOTEeHLManbHbIX
notpeburtenen 6rnbnmoTeyHo-
NHPOPMaLMOHHbIX ycnyr
BmMbnnoTeku:
40 NPOCMOTP Mpecchl OOVH OOKYMEHT 6,8
41 NPOCMOTP W aHanmu3 OOKYMEHTOB || O4WH OOKYMEHT 52,0
KOHKYPVPYIOLMX covpM
42 BeLleHne KapTOTeKkn || ogHa KapToyka 1,3
NoTPebUTENLCKOro PbiHKA
43 BCTpPeYn C pykoBoauTensamu dwmpm, || ogHo 210,0
opraHusauun, npegnpuaTun MeponpuaTme
[MpumeyaHwe:

- BpemMs opraHuvsauummM BbICTABOK 5MTepaTtypbl, MNpOBeAeHMe MacCCOBbIX
MEPOMPUATUN N IKCKYPCUX B HOPMY BPEMEHU HE BXOOMUT;

- K HOpMaM BpEeMeHWN TMPUMEHAIOTCH noBbIWaWpe KoadMUMEHTbI: Mpu
opraHusauun Bble3gHOW BbICTaBku - 1,1; nNpu 3KCNOHMPOBAHUM Ha BbiCTaBKe
nmMTepaTypbl Ha MHOCTPaHHbIX A3blkax - 1,6.

4.8. CnpaBo4yHas 1 MHopmaLmoHHas paboTa

Taobnuua 75.

Tabnuua 75




3dKa30B; COCTaBJieHNe 3adABKW Ha
HEBbIMNOJIHEHHbIE 3aKa3bl

N HanmeHoBaHune npouecca, || EanHunuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4
Y4yeT NOCTYNUBLLMX  BTOPUYHbIX
OOKYMEHTOB (KapTo4ek)
CyMmapHbIn  y4eT KapToyeKk B || O4Ha napTus
XXypHarie NoCTyneH 1 BbIObITUA B
PErMCTPaLMOHHbIX KapToTeKax
Uncno NocTynMBLUMX KapTOYek:
1 1-110 19,0
2 111-220 63,0
3 221-600 160,0
4 BbISIBNIEHME HEBbINONHEHHbIX || OAMH 3aKka3 4.5

Opranunsauus CrnpaBOYHO-
Bubnunorpadmuyeckoro annaparta
(CBA)




[MpocmoTp 1 oT6Op OOKYMEHTOB U3
TEeKyLLNX NOCTYNSIEHNI ans
BkmtovyeHna B CBA, B TomM 4ucne
KpaeBeag4yecKkumn KaTaror:

5 KHUra O[Ha KHura 3,2
6 COOPHUK OOHa cTaTbs 2,7
7 XypHan oJHa cTaTbs 2,7
8 raseta OfHa cTaTbs 1,6
9 6rnbnuorpadmyeckoe nocobue OfHa 3annchb 0,5
10 NEeTONNCb KHWKHBIX, XYPHanbHbIX U || O4Ha 3anucb 0,83

ra3eTHbIX CTaTeN
11 NPUKHWKHBbIM -~ Bubnmorpadmyeckmii || ogHa 3anucb 0,5

CMUCOK

CocTaBneHne oubnuorpadgmyeckon || ogHa 3anucb

3anucu

KonnyecTtBo 3JIEMEHTOB

Bubnmorpadmyeckomn 3anunucu:
12 1-4 3,2
13 5-6 0,5




14 7-9 6,0
CocTaBrieHne aHHoTauun, nsyvyeHme || ogHa
AOKYMEHTA, HanMcaHue TekcTa: aHHoTauwus
15 aHHOTMPOBaHWE KHUT 260,0
16 aHHOTMpOBaHWeE cTaTen 156,0
17 aHanuTuyeckas poCnnUCb || OAWH LOKYMEHT 3,8

XypHamnbHbIX, ra3eTHbIX CTaTew,
cbopHukoB,  BubnMorpadmyecKkmx

nocobun: O3HaKoMrieHue c
coaepxaHnem n3gaHns,
cocTaBneHue aHanMTn4ecKom
pocnucu

[pocmoTp NOCTYMUBLUNX
NMHJPOPMaLLMOHHbIX (BTOPUYHBIX)
OOKYMEHTOB W OTGop ux Ans
BKITOUEHUS] B CrnpaBOYHO-
Grnbnmorpadmyeckunin annapart

(nepBUYHbIN OTOOP)

[MpocmoTp NMHJPOPMaLLMOHHbIX
n3gaHun (B TOM YUCNE KapTOYKK) n
oTOOp M3 HUX [JOKYMEHTOB AJid
BKJTHOYEHMUA B CBA;
cuctematmsaumsa  Kaptodek  no
TMNaM KartanoroB W  KapToTek;
npoBepka WHOEKCOB, pacCTaHOBKa
KapToyek

o[Ha KapTo4Ka

Uncno kapToyex:




18 1-10 18,0
19 11-100 165,0
20 101-300 490,0
[MpocmoTp n oTbop kapTouek B CBA
C Lernbio N3BATUS nnn
nepemMeLLeHnst (BTOPUYHbIN OTOOP):
21 N3bATUE M3 KaTarioroB M KapToTeK || ogHa KapTo4ka 1,5
KapTo4vek Ha OOKYMEHTbI,
cnucaHHble n3 oHaa; npPocMOoTpP
KpaeBeag4yeCcKuX,
Brnbnmorpadmyeckmx n
doakTorpadomyeckmx KapTOTeK,
N3BATUE U3 HUX KaAPTOYEeK Ha
AOKYMEHTbI, noTepsisLLME
LLEHHOCTb, MepeBedeHne KapTodek
B apXxmBHble KapToTeKn
(YHUYTOXEHUE); BHECEHNE OTMETOK
B XypHane ydyeTta n
perncTpauoOHHON KapToTeke
OpraHunsaums rraBHON CnpaBoOYHON
kapTtoTeku (CK):
22 NPOCMOTP U OTOOP OOKYMEHTOB AN || O4WH AOKYMEHT 2,7
BkrtoveHust B [CK; odhopmneHune
KapTO4Ku
23 HanucaHwe n paccTaHoBKa || oauvH 1,7
pasgenurens pasgenurenb

PenaktunposaHue ['CK:




24 ncknoveHme mn3 CK kaptoyek Ha || ogHa KapTodka 5,0
AOKYMEHTbI, ycTapesLume nnm
HenpounbHbIE, NepeBegeHNEe UX B
apXMBHYIO YyacTb (M3BATUE);
aertanu3npoBaHue pasgenbl
25 HanncaHne HOBbIX pasaenuTernien OaWH 1,4
pasgenurernb
Opranunsauus KapTOTEKN
nepcoHanui:
26 onpeageneHue n cocTaBrieHve || oguH OOKYMEHT 10,0
nepeyvHs nuu, cBeaeHnss 0 KOTOPbIX
oTpaXkatoTcd B KapTOTEKE;
NpPOCMOTP MHJPOPMaLMOHHbIX
n3gaHun, NEPBUYHbIX [OKYMEHTOB,
OTOOp OOKYMEHTOB AN BKIIHOYEHUS
B KQpTOTEKY
27 TexHM4Yeckaa W copepxartenbHasa || OOWH OOKYMEHT 2,7
obpaboTka AOKYMEHTOB ans
BKMNIOYEHNSA B KapTOTeKY;
paccTaHoBKa KapTo4vek no
andgasuTy pamunmin aBTOpPoOB U MO
BMaaM OOKYMEHTOB
28 HanucaHwe n paccTaHoBKa || oauvH 1,4
pasgenurernen pasgenurernb

OpraHusaumsa  daktorpagmyeckon
kapTtoTeku (PK):




29

onpeaernexHne npeamMeTa, obbekTa u
OCHOBHBbIX NpU3HaKoB ans
oTpaxeHua B  O®K; npocmoTp
AOKYMEHTOB n otbop  Aand
BkrtoveHns B PK; 3aHeceHue
OTOOpaHHbLIX CBEOAEHWA Ha KapTbl
WH(pOPMALMOHHOIO  MaccuBa C
BHECEHNEM COOTBETCTBYHOLLMX
OTMETOK B TMOWCKOBbLIA MaccuB
doakTorpadom4eckom KapToTekun

OOWH OOKYMEHT

2,7

30

pegaktupoBaHne @OK; nposepka
NPaBUNbHOCTU BHECEHUSA CBEAEHU
N yKkaszaHMn 00  MUCTOYHUKaX

NMHJpopmaL mm

OOVH OOKYMEHT

1,6

31

HanucaHwe n paccTaHoBKa
pasgenurernen

OOVH
pasgenurterb

1,4

OpraHmsau,vm TemMaTn4eCKmnx narok
rA3eTHbIX BbIPE3OK:

32

MPOCMOTP ra3eTHbIX BbIPE30K U UX
cuctemaTusaums

oflHa Bblpe3ka

2,5

33

odoopmrieHne BbIPEe30K angd
XpaHeHUs1 B TEMATUYECKMX narkax;
KpaTKoe  OonucaHue  UCTOYHMKA,
HaKnenBaHne Ha KapToYKun

oflHa Bblpe3ka

3,2

34

cnpaBKu rno TeneqoHy 0

AEeATeNnbHOCTHU oubnmoTekn
(NpegocTaBneHe nosib3oBaTensm
NHpopmavmm 0 paboTe
OMONMMOTEKN,  KPYXKKOB,  CTyOuMW,
npoBeaeHs KOHLLEPTOB;
coegunHeHne C ApYyrMMun

noapasgeneHnsmm 6MbnnoTekn)

eXXeHEBHO

90,0




4.8.1. CnpaBoyHo-6mbnnorpadgmyeckoe obcnyxumBaHne

Tabnuua 76.
Tabnuua 76
N HanmveHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHUs BPEMEHMN,
MWH.
1 2 3 4
[Mpyem Brnbnmorpadmyeckmx
3anpocos:
1 npuem Bubnunorpadmyeckoro || oguH 3anpoc 5,0
3anpoca; YyTOYHEHUNE TEeMbl,
LLeneBoro n YynTaTENbCKOro

Ha3Ha4YeHUs, NOMHOTY MCTOYHMKOB,
TUMOB, BWOOB W XPOHOMOMMYECKUX
paMOK 3arnpocoB

BbinonHeHne cnpaBok

BbinonHeHne TemMmaTu4eckoun
CnpaBKu; MOUCK n oTOOp
[ OKYMEHTOB; cocTaBneHune

Bubnmorpadm4ecKkoro onmcaHmus

ofHa cnpaska

[MncbMEHHO;
NCTOYHUKOB:

KOJIN4EeCTBO




2-5 15,0

6-10 30,0

YCTHO; KONIM4E€CTBO UCTOYHUKOB:

1 2,0
BbinonHeHue afgpecHo-
Bubnunorpadmyeckon CnpaBkW;

YCTaHOBIIEHNE HanMM4mna unm mecta
HaxoXOeHns [OOKyMeHTa WM ero
yacTu B oHae 6UbnnoTekmn

[TnCbMeEHHO; KOnnM4ecTBO

NCTOYHMKOB:

1 2,0
2-5 12,0
6-10 24,0

YCTHO; KONIM4E€CTBO UCTOYHUKOB:




BbinonHeHne yTOYHSAOLWEN

Bubnunorpadmyeckon CnpaBkM,
yCTaHaBn1BaroLLEeN n (1rn)
YTOYHAOLLEN 31EMEHTHI
oubnunorpadmyeckoro  onucaHus,
KOTopble OTCYTCTBYIOT nnm

NCKaXXeHbl B 3aripoce 4yntarend

ofHa cnpaBka

[MMcbMEHHO; KONMM4YecTBO
NCTOYHMKOB:
10 1 2,7
11 2-5 14,0
12 6-10 27,0
YCTHO; KONMM4ecTBO UCTOYHUKOB:
13 1 1,6
BbinonHeHne  dhakTorpadomyeckon || ogHa crnpaska
CrnpaBKu, yCTaHaBmBatoLLemn
KOHKPETHble CBEeOEHNA O Tex Wunu
MHbIX obbekTax, cobbITUAX,
npoueccax, garax
[MMcbMEHHO; KONMM4YecTBO
NCTOYHMUKOB:
14 1 2,7
15 2-5 13,5
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6-10

2,7

YCTHO; KONIM4ECTBO UCTOYHUKOB:

17

1,6

KoHcynbTauma y  cnpaBOYHO-
6ubnmorpadmyeckoro annapara

18

[poBeneHune Oecenbl 00
opraHM3auum 1  UCMNONb30BaHUU
Pa3NMYHbIX YacTem CnpaBO4YHOrO
annapara, no MeToauKe
Bubnmorpadmyeckoro nomcka

ogHa
KOHCYmnbTaLus

10,0

BeneHve doHOa  BbIMNOMHEHHbIX
CMNpaBoK:

19

otbop cnpaBok ana  doHAaa,
pasnoxeHue no nankam
(koHBepTam); odpopmrieHue
cnpasku (3anucb B TeTpadb yyeTa)

ofHa cnpaska

0,5

20

COCTaBJieHne KapTO4KKN a4
apxXmBa, YyKa3aHne nopAaakoBoro
HOMEpa, TeMbl, AOaTbl BblAa4yu;
YCTaHOBKa KapTO4YKM B KapTOTEKY
apxmBa BbIMNOJIHEHHbIX CMPaBOK

o[Ha KapTo4Ka

2,7

PaboTbl B pexume AC:




21 doopmupoBaHue rMaBHOM || ofHa KapToyka 2,0
cnpaBoyHon  Kaptotekn  (ICK);
BBO/, B 6asy JaHHbIX
aHanmMTn4ecKom pocnucu
ra3eTHOXypHasbHbIX cTaren,
COOpHUKOB

22 NMOUCK n oTOOp || ogHa KapToyka 2,7
6ubnunorpadmyeckon 3anmcm  no
YCIOBUAM

23 BbIBOA Ha 9KpaH || ogHa KapTo4ka 1,0
6ubnunorpadmyeckon 3anncm uUnu
OTAENbHLIX CBEAEHWIA; pacneyaTka

4.8.2. bubnmorpadmyeckoe MHgopmMmpoBaHmne
Tabnuua 77.
Tabnuua 77
N HanmeHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHus BPEMEHMN,
MU/H.

1 2 3 4
BbisBnexve NHPOPMaLMOHHbIX
noTpebHocTEN cneuuanucToB

MeTo4OM aHKETUPOBAHUA.




onpeaeneHue KOHTUHIEeHTa
notpeburenen NHJpopMaLmu;
paspaboTka 3as1BKN ans
onpegeneHns  MHPOPMAaLMOHHbIX
notpebHocTeEN (3anpocos);
paccbliika (pacnpocTpaHnTb)

3aaBkN; obpaboTka NosyvYeHHbIX
3a8BOK; CcoOcTaBneHuwe Ha 6ase
NOMYYEHHbIX [AaHHbIX KapTOTeKu
KOHTUHIEHTa notpedutenen
NMHJpopmMaL mm n 74
NHPOPMAaLMOHHBLIX  NOTpeBHOCTEN
(3anpocos)

O4WH
notpebutenb

34,0

BbisiBneHve NMHJPOPMaLLMOHHbIX
noTpebHOCTEN CMeunanucToB Ha
OCHOBEe aHanu3a nrnaHoBO-OTYETHOW
OOKYyMEHTaLnK:

OTOOp, U3y4eHne, aHanm3 OTYETHbIX
OOKYMEHTOB M bOpMUpPOBaHMNE
TEMaTUKK CrnpaBO4HO-
NHAOPMAaLMOHHOIO 06 CRyXMBaHUS
B Pa3HbIX pexmmax

OOWH OTYETHbIN
AOKYMEHT

24,0

pacnpeneneHve TeMaTUYECKNX
pyo purK NMHPOPMAaLMOHHbIX
noTpebHocTEN no
noapasaeneHnsiM, y4yacTByOLMM B
CrnpaBoO4YHO-NHGOPMALMOHHOM
obcnyxmBaHun

ofHa pybpuka

2,7

3aknoyeHne C aboHeHTaMmun
goroeBopa Ha  MHJopMaunoHHOE
obcnyxvBaHue:




aHanus AaHHbIX o)
3aMHTEepecoBaHHOCTN abOHEHTOB B
NHPOPMaLMOHHOM OB CYXMBaHUN U

pexunmMax n3dunpaTenbHoro
pacrnpocTpaHeHns n
PETPOCNEKTUBHOIO NounckKa,;
3aKnoveHne n nepecMoTp
aorosopa

OOWH JOroBOp

2300,0

dopmupoBaHne cetn aboHEeHTOB
CUCTEMBI n3bupaTtenbHoro
pacnpocTpaHeHns MHdbopMaLnmn
(MPW):

onpeaeneHue KOHTUHIEeHTa
aboHeHTOoB CUCTEMBI NPU;
BbIsIBIIEHME TMNOBbIX n
NHANBMAYaAIbHbIX 3anpocos
abOHEHTOB; N3ydeHue,

Knaccudwmkauusa, WHOeKcMpoBaHue
3arnpocoB; BBeAeHWe [OaHHbIX O
3anpocax B afjpeCHyto KapTOTeKy

OOWH abOHEHT

34,0

[NoaroTtoBka CUrHanbHoro
onoseLleHus B cucteme MPU

BbisiBneHne, npocMoTp un oTbop || ogHo

mMaTepuanos n3 TEeKywMx || onoBeLleHne
NOCTYMEHUN; pacnpeneneHue

OTOOpPaHHbIX MaTepuarnos n3

TEKyLMX NOCTYNNeHnn no

aboHeHTam

KonnyecTBo NPOCMOTPEHHbIX

OOKYMEHTOB:

1-2 3,0




7 3-4 12,0
8 5-10 32,0

[MoarotoBka NnogboOpOK CUrHambHbIX

onoselleHun B cucteme P

3anonHeHne 0OnaHka-3akasza Ha || o4HO

TUPaAXNPOBAHME; perncTpaumsi || ornoselleHne

NOCTYMUBLUMX KOMWUI, NpoBepKa WX

KayectBa U 3K3EMISIAPHOCTY;

3anosfiHeHve CONpoOBOAUTENTbHON

AOKyMeHTauum

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

[MpocmoTp n oTBOp [OKYMEHTOB
ans seoga B AC

[MpocMmOTp MaccmBa MNOCTYMUBLUNX
OOKYMEHTOB; OTOOp [OKYMEHTOB
COOTBETCTBYHOLLUEN TeMaTUKN U
BBeAeHne B 6a3y AaHHbIX AC

OOVH OOKYMEHT




OT6Op NEPBUYHBLIX JOKYMEHTOB:

13 1-50 290,0
OT60p BTOPUYHbIX 4OKYMEHTOB:
14 1-50 110,0
15 noaroToBKa KapToyku And paboymx || ogHo onucaHue 2,7
kapToTek PU
16 noaroToBka TpadhapeToB C || oowH Tpadapet 1,4
KapTo4kamu NPU ans
TUPAXKMPOBAHMS
KoppekTupoBka BbIXOOHbIX
Tabynarpamm:
17 OCHOBHOW psf O[1Ha 3anunchb 2,7
18 BCNoMoraTerbHbIN yKa3aTernb O[Ha 3anncb 1,6
19 pegakTupoBaHue BbIXOAHbIX || 0QHa 3anucb 4,2
Tabynarpamm n  odpopmrieHune
[OKYMEHTOB
20 Hape3aHue, pacneyartka noabopok || ogHO onucaHue 1,6

Ha oTAeJibHbl€ ONMcaHunA




KoppektupoBka cuctemsl IPU no
pesyrnbTatam aHarvsa KapT
obpaTHOM CBSA3MK

O6pabotka w©n aHanmM3  KapThbl
obpaTHOW CBSI3W; BHECEHME OLLEHKM

CUrHanbHoOro OMOBELLEHNS B
YYETHYIO KapTy aboHeHTa;
KOppPEeKTMpOBKa CUCTEMDI Ha

OCHOBE aHanmMsa KapT obpaTHom
CBA3N

ofHa KapTa

KonnyecTBo KapT:

21 1-7 70,0

22 8-10 75,0

23 11-15 80,0

24 16-20 85,0
Bblgava goKyMeHTOB Mo 3anpocy:

25 BblgBNeHMe U OTO6Oop [OOKYMEHTOB || OAWH OOKYMEHT 1,4

(M3gaHung) no 3anpocy B
crnpaBoO4YHO-NHJOPMALMOHHOM
doHae, odopmrieHMe  Bblgaudu
OOKYMEHTOB B  YCTaHOBJIEHHOM
nopsigke

pynnoBoe  Gubnmorpadgmyeckoe
NHJpOPMMpPOBAHKE:




26 doopMmpoBaHMe coctaBa  rpynn || oguH abOHEHT 720,0
aboHeHTOB
27 YTOYHEHWEe TeMbl, cornacosaHve || ogHa Tema 3,6
MCTOYHMKOB WHJpopMaumn, Buabl
AOKYMEHTOB
28 cocTaBrieHne permcTpaumMoHHON || ogHa KapTo4ka 1,6
KapTOu4KM
Moobopka OOKYMEHTOB ans || ogHa KapToudka
NMHpopMaLnK; COCTaBMneHne wu
HanMcaHne OnoBeLUeHWs1; OoTnpaBKa
OMNOBELLUEHMS; 3annCb B KapTOYKMK
NHpopMaLnK; aHanma KapThbl
obpaTHOM CBSA3MN
[MMCbMEHHO; KONMYeCcTBO N3OaHUN:
29 1-5 12,0
30 6-10 24,0
YCTHO; KONM4ecTBO N3OaHNNA:
31 1-5 12,0

OnepaTnBHOE UHGOPMUPOBAHME MO
3anpocy:




32

dopmupoBaHne cetu aboHEHTOB,
BblSIBNEHME TUMOBbIX n
NHANBMAYaAIbHbIX 3anpocos
notpedutenen

OOWH abOHEHT

4.4

33

N3yyeHue, KrnaccugukaL s
3anpocoB; BBEAEHWEe [aHHbIX O
3anpocax B afjpeCHYH KapToTeKy

OAWH 3anpoc

6,3

HanucaHne 0630poB 1 cnpaeok

BbisiBneHne n otb0p UCTOYHUKOB;
obpaboTka M aHanm3 oTobpaHHbIX
OOKYMEHTOB; HanucaHume TeKkcTa
ob3opa (cnpaBku); MNOAroToBKa
PYKOMWCU K NeYaTu

OOWH aBT. JIUCT

CocTtaBreHne ob3opa (cnpasku) no
NEePBUYHBLIM NCTOYHUKAM:

34

Ha PyCCKOM $13blke

5400,0

35

Ha NHOCTPAaHHOM A3bIKE

7200,0

36

cocTaBneHne ob3opa (cnpaeku) MNo
BTOPMYHBIM UCTOYHMKAM

4100,0

Opranunsauus n nposegeHne
YCTHbIX Brnbnmorpadmyeckmx
0630pOB HOBbIX NOCTYMNSIEHUN




Moabopka HOBbIX MOCTYMNSIEHWI MO
3apaHee 0ObSBNEHHON TeMaTUKe;
cuctemMaTmsaumns MCTOYHMKOB MO
Temam, TMpoCMOTP W  aHanms
AOKYMEHTOB; nonbopka
Bubnmnorpadmyeckmnx ornMcaHun,
KpaTkue aHHoTauuu, pedepaTbl Ha
oTObBpaHHbIe NCTOYHUKU;
NoAroToBKa pyKonumcu
6ubnmorpadmyeckoro o63opa

OaWH 0630p

KonmyectBo NPOCMOTPEHHBLIX U

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

[MogrotoBka OrONMETeHA  HOBbIX
MNOCTYNNEeHU

YTo4HeHne (onpeneneHue)
TEeMaTU4YeCKNX T[pPaHUL, Moucka wu
oTOOpa [OKYMEHTOB; CO34aHune
pybpukatopa GronneTeHs;
BbisiIBNEHNE N 0TOOp AOKYMEHTOB B
MaccuMBe TeKylwmX MNOCTYMNSeHU
NCTOYHMKOB NHdopmaumu;
nogbopka aHHoTauuu, pedeparthbl,
cuctemMaTmsaumns nx

ogHa
OronneTeHb




KonnyecTtBo MPOCMOTPEHHbIX
[OKYMEHTOB:

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
OpraHusauung n npoBegeHve
mMeponpuaTus "deHb nHgopmaummn'™;
46 ornpegeneHne TEMbl; COCTaBfieHME || O4HO 640,0
NnaHa NPOBEAEHUS; BbISIBIIEHME W || MeponpusaTme

AocTaBKa A OKYMEHTOB n3
COOTBETCTBYHOLLMX MoapasgeneHuin
onbnunotekn, nNpocMoTp u oTbop
AOKYMEHTOB; NOLrOTOBKA BbICTaBKU

nMTeparypsbl; onoseLleHne
3aMHTEepeCcoBaHHbIX OpraHu3auun u
crneynanmcTos; odoopmrieHne

BbICTABKW;, HanucaHue  KpaTKux
aHHoTauun; opraHmsaums cbopa
3a8BOK Ha AOKYMEHTbI, UX Bblgauya,
KOHCYrbTaLum, OEXYPCTBO
6unbnmnorpados; nposegeHne
aHarnmsa MeponpusaTuUs

OpraHusauung n noaroToBKa
MeponpUATUS "[leHb

6ubnmorpadmmn”, "eHb nocobusa":




47

YTOYHEHME TEeMbl; COCTaBrieHne
nnaHa; odopMrieHne BbICTaBKU-
NpocMOTpa; noAarotoBka 0630pa;
noAroToBKa KOHCYnbTauum;
cocTaBrieHue n HanucaHue
00bSABMNEHNA;  COCTaBrfieHMe W
HanucaHue npurnacuTenbHbIX
nMceMm, pacchbifika ux; npurnawieHme
3anMHTepecoBaHHbIX N, MO paawuo,
no Tenied)oHy, NIMYHO

OOHO
MeponpusiTue

1940,0

OpraHusauung n npoBegeHve
mMeponpuaTtus "deHb cneymanmcta”

Onpepenexne TEeMbI c
3anHTepecoBaHHbIMA

opraHusaumnamu, doopMbl
npoBeneHns (CTauunoHapHas,
Bble3gHas); COCTaBrfieHMe nnaHa
MEepPONpUSATUA, NporpamMmmbl MOUCKa
n oTbopa NHPOPMaLMOHHbIX
MaTepuarnos; NOAroTOBKA OTKPbITbIX
NPOCMOTPOB N TeMaTU4YecKux

BbICTaBOK nmTeparypbl no
cneumansHoCTH,
6ubnunorpadmyeckue 0030phl,

3akas nexkuun, KUHOCOMITbMOB;
onoBelleHne  3anHTepecOoBaHHbIX
opraHmsauui; odbopmrieHne
BbICTaBKK; obecrnedyeHne Bblgayun
M3gaHUM UM MX KOMMin BO BPEMS
MEPOMNpPUATUS nnm
HenocpeaCTBEHHO  MOCrfie  HEero;
AEMOHCTpauna BbICTaBKW;, aHanms
pesynbtaTtoB "[HA cneunanucta”

OOHO
MeponpusiTue

Yncno CONYTCTBYHOLLMX
MEPONPUATUIA:




48 1-2 1940,0
49 3-4 2600,0
50 5-6 3500,0
51 7-8 4600,0
4.8.3. 'HpopmaumnoHHas paboTa

Tabnuua 78.

Tabnuua 78
N HanmveHoBaHue npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHUs BPEMEHMN,

MWH.
1 2 3 4
[MogrotoBka NONyNsiPHbIX

Bubnmorpadmyecknx nocodui




Bblibop TemMbl Nocobust; BbISBIIEHNE U
OTOOp [OKYMEHTOB, POPMMPOBaHUE
pasgenos nocobus; aHHOTMPOBaHWE
AOKYMEHTOB; nogbopka
doakTorpadmyeckoro mMarepuana,
WNMIOCTPaLUWN; HamnMCaHne TeKCTa;
cocTaBrieHune BCMoOMOraTesnbHbIX
yKkasarenewu; KOHCynbTauum y
cneunanicToB Ha pa3nnyHbIX
aTanax paboThl; obcyxaeHne
PYKOMMCU Ha 3acedaHnnm Hay4Ho-
MEeTOONYECKOro (peoakuMOHHOrO)
coBeTa; [gopaboTka pykonucu no
3amMedaHusM; chada pykonucu B
neyaTb:

COCTaBrieHne nonynsapHoro || oauH asT. rmcT || 13500,0
Bubnmnorpadmyeckoro yKasaTens,

nyTeBOAUTENS, CMpaBOYHMKA

noaroToBKa KOMMeHTapueB, || oguH aBT. fimcT || 5400,0
npuMeyaHumn nonynsapHo-

NPOCBETUTESNBLHOIO XapakTepa, He

TpebyroLmx cneumnanbHbIX

nccnegosaHun

noaroToBKa KOMMeHTapueB, || oguH aBT. nmcT || 10800,0
npuMeyaHumn Hay4YHO-

nccnegoBaTteribCKOro Xxapakrtepa

[MoaroTtoBka pPETPOCNEKTUBHBIX
Hay4HO-BCnomMoraTesibHbIX
Brnbnuorpadmyecknx ykasatenem:




BbIOOp TeMbl; co3gaHne aBTOPCKOro
KONNEeKTuBa; paspaboTka
NHCTPYKTMBHO-METOANYECKMX
MaTepuaroB; BbISiBNeHMe un oToop
AOKYMEHTOB; paboTta Hapg,
Bubnmnorpadmyeckon 3anncbHo;
aHHOTUPOBAHWE;
Gubnuorpadmyeckas  rpynnupoBKa;
cocTaBreHune BCMOMOraTernbHbIX
yKkasatenem; obCyxaeHne pykonucu
ykasaTtens Ha 3acefaHuuM Hay4yHo-
MEeTOONYECKOro (peoakuMOHHOrO)
coBeTa; AopaboTka no 3amMedaHusIM;
coaya  pykonucm B nevarthb;
cocTaBsneHne Oubnunorpaduyeckoro
yKkasaTtens no akTyanbHOW TemaTtuke
C XPOHOSOrMYEeCKUM OXBaAaTOM OT 2-X
Jo 5-Tm netr wn  aHHoTauusmu,
NOSICHSIOLLMMMN Ha3BaHWS;
cocTaBsneHne Oubnunorpaduyeckoro
ykasatensa Mo KOMMIIEKCHbIM U
MeXoTpacreBbIM npobnemam
obLuero n pPErmMoHanbHoro
coOdepXaHnA C  XPOHONOMMYECKUM
oxBaToM 1-2 roga, C aHHOTaLMAMMU,
MNOSICHAKOLLMMN Ha3BaHWS:

OOWH aBT. JINCT

9720,0

Ha PyCCKOM f13blke

OOWH aBT. JIUCT

9720,0

¢ BkmovyeHnem ot 30% po 40%
obbema nyénukaummn Ha
NHOCTPAaHHbIX SA3blKaXxX

OOWH aBT. JINCT

11000,0




cocTaBIieHne aHHOTUPOBAHHOIO
Bubnmnorpadmyeckoro yKasaTens
MHOrOOTPAcCsIeBOr0 COAEpXaHUs C
XpoHonormdyeckum oxsatom Ao 100
net n 6onee, TPebYOLLMIA CASOLLHOIO
NpoCMOTPa [AOKYMEHTOB, CIIOXHbIX
oubnunorpadmyecknx  pasbliCKaHWN,
ydyeTa BCeX nepensgaHunin
nyénukaumum n mnx XapakTepucTUKn
nyTeM CIMYEHNS TEKCTOB

OOWH aBT. JINCT

11000,0

MoproToBka aHanUTMYeckoro o63opa

BoisiBneHne n otbop AOKYMEHTOB
ans 0030pa; NnoAroToBKa
pybpukatopa npegmera 0630pa;
M3y4eHne u OueHKa [OOKYMEHTOB;
cuctemaTmsauuns MaTepuana;
COCTaBIieHne TekcTa
aHanMTM4YeCcKoro 0030pa;
obcyxaeHne pyKkonuncu Ha
3acedaHnun Hay4yHO-MEeTO4MYECKOro
(peoakuMOHHOrO) COBETAQ,
aopaboTka ob3opa No 3ameyaHusim;
coaya B nedvatb:

OOWH aBT. JIUCT

Mo PyCCK1M nepBmYHbIM NCTOYHUKaM

9720,0

no CcMelWwaHHbIM
MCTOYHUKaM

nepBn4HbIM

10800,0

10

no MHOCTPaHHbLIM
MCTOYHUKaM

nepBn4HbIM

12400,0

[NoarotoBka aHannUTU4ecKkomn

CrnpaBKu:




11

BbISIBIIEHNE W OTOOp [OKYMEHTOB
ONA  aHanMTUYecKkol  CrnpaBKMu,
N3ydyeHne, aHanms, OueHKa U
cucTeMaTM3aums ux; COCTaBreHue
TEeKcTa CcrnpaBku

OOWNH aBT. JIUCT

5200,0

[MoarotoBka pedepatmBHOro od3opa

BoisiBneHne n otbop AOKYMEHTOB
ans pedepaTnBHOIO 0630pa,

n3yyeHne n aHanus nx;
pedeprpoBaHue NCTOYHUNKOB;
cuctemaTusaums TEKCTOB
aHHOTaLWun; CcocTaBfneHne TeKkcTa
pedepaTUBHOIO 0030pa;

obcyxaeHne ob3opa Ha 3acenaHum
Hay4YHO-MEeTOANYECKOro
(peoakuMOHHOro) COBETQ;
aopaboTka ob3opa No 3ameyaHusim;
chada B nevarb:

OOWH aBT. JINCT

12 MO PYCCKUM UCTOYHMKAM 5200,0
13 MO CMeLLaHHbIM UCTOYHMKaM 6480,0
14 MO MHOCTPAHHbLIM UCTOYHUKAM 7300,0
CocTaBsneHue aKcnpecc-
NMHJpopMaLmK:
15 BbldBeHMe n oTbop marepvana no || oauH aBT. mcT || 3840,0

TEeMeE, cncreMaTtmn3ayunsd ero 7
noaroToBKa AJid neyvaTtu




CocTtaBrneHne 6ubnunorpagmyeckon
3anucu, aHHoTaumu, pedepara

CocTtaBrneHne 6ubnunorpadgmyeckon
3anucu:  u3ydeHMe U aHanms
OOKYMEHTa, COCTaBfieHne 3arorioBka
onucaHus, nposepka 3anucu,
BHECeHue ncnpasneHni

O[Ha 3aruncb

KonnyecTso 9N1EMEHTOB
6ubnmorpadm4eckoro onncaHus:

16 1-4 3,2
17 5-6 5,4
18 7-9 6,4
CocTaBrneHne aHHoTauuu; nsydeHue || ogHa
N aHammM3 [OOKYMEHTa, HanucaHue || aHHoTauud
TeKkCcTa aHHOoTauuw:
19 aHHOTUPOBaHWE KHUT 270,0
20 aHHOTMpPOBaHWeE cTaTen 160,0
21 cocTaBreHve pedepara: usydenue n || oguH asT. rimct || $920,0

aHarm3 [OKYMeHTa, Ha KOTopbin
cocTaBnsieTca pedoepaT, HanucaHue
TEKCTa, BHECEHWe UCnpaBIieHUN




22 aHanMTuyeckad pocnucb || ogHa pocnuchb 120,0
XypHarnbHbIX, Tra3eTHbIX CcTaTen,
CcOOpHMKOB, Brnbnmorpadmyeckmx
nocobwum

23 O3HAKOMJSIEHME C  coAepXaHuem || ogHa cTaTbs 3,6
n3gaHns; cocTaBreHne
aHanMTM4YeCcKoro onucaHus Ha
cTaTtblo

[MpumedaHne: HopmMa BPEMEHN Ha COCTaBreHne dubnmorpadmyeckoro nocobus
[aHa U3 pacyeta paboTbl aBTOPCKOro KOsreKkTuaa.

4.9. MNepeBoa W nepepaboTka MevyaTHbIX TEKCTOB C MHOCTPAHHbIX SA3bIKOB Ha
PYCCKUI 1 C PYCCKOrO Ha MHOCTPaHHbIE SA3bIKK

Tabnuua 79.
Tabnumua 79
N HanmeHoBaHue npouecca, || EanHunuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4

[NepeBon TeKkCTa C WMHOCTPaHHbIX
S3bIKOB Ha PYCCKUMN A3bIK

UreHve opurnHana, aHanu3 TekcTa, || OAWH aBT. NUCT
pasmeTka €ero C BbISIBMIEHUEM
TPYAOHbIX TEPMMHOB,
rpaMMaTmy4ecKmnx KOHCTPYKLMHX,
NeKcn4ecknx o0OpPOTOB, LIEXOBLIX U
YKaproHHbIX TEPMNHOB:




NOJIHBIN NMUCbMEHHBIN NepeBos,

1580,0

COKpaLLEHHbIN NMUCbMEHHbIN 1620,0
nepesoq ot 30% no 50% obbvema

TekcTa

BbIOOPOYHbLIN NMUCbMEHHbIN 1520,0
nepeson

[NlepeBon TeKkCcTa C PYCCKOro sisblka

Ha NWHOCTPaHHbIE SA3bIKK:

NOJSTHBIN MMCbMEHHLIN NepeBoa OAWH aBT. NMUCT 1980,0
TepmuHonornyeckass paborta npwu

BbIMONMHEHUN NUCbMEHHOIo

nepesoaa:

NMOMCK OTMEYEHHLIX B opurMHarne || oguvH TepMmuH, ([ 18,1
HE3HAaKOMbIX WM HEMOHATHbLIX || coKpalleHune

TEPMWMHOB W COKpaleHun B

CoBapHO-CNpaBOYHOMN

nuTepartype; noaodopka

COOTBETCTBYHLLUMX TEPMUHY

9KBUBAIEHTOB, pacLumdopoBKa

COKpaLleHuin

KoHcynbTauma nepesogyvnka Cco

cneymnanmcTamu:

BbISICHEHME npaBurbHOro || ogHa 36,2
M3MOXKEHNA YacTelm TeKcTa no || KOHCymnbTauums
Mario3HaKOMOW TeMaTuUKe;

YyTOYHEHUNE COOTBETCTBUA

nepesoda opurnHany




CocTtaBrneHue
6ubnmorpadm4eckoro onncaHus:

cocTasrneHne bubnunorpaduyeckoro
onucaHns nepeesoda MO AaHHbIM,
B3ATbIM C  TUTYMbHOrO  nucTa
nepesoaa

O HO onucaHue

10,8

[lpoBepka n KOppeKTUpoBKa
nepesopa nocrie Habopa:

npoBepka NPaBUNBHOCTU
pacnonoXeHns oTnevyaTaHHoro
TEKCTa; CBEepKa C PYKOMUCHIO;
npaeka

OOWH aBT. JINCT

200,0

TexHn4yeckoe
nepeBoaoB:

odbopmrieHne

HarnMcaHne B TEKCTEe nepeBoda
CMBOJ1OB n BCTaBOK Ha
MHOCTPaHHOM A3blKe

O HO
BMVCbIBaHVE

2,0

10

yCTaHOBKa  PUCYHKOB,  Tabnuu,
copmyrn

OOVH 3NEeMEHT

3,0

[lepeBog 3arofioBKOB cTaTen W
AOKYMEHTOB:

11

nepesoa 1 3armcb 3arosrioBka

O MH 3arorioBokK

10,8




[MpumeyaHwe:

- HOPMbI BPEMEHU NMpeaycMaTpuBaloT BbIMOSNHEHME NepeBOOB C MHOCTPAHHOMO
A3blka UM Ha WMHOCTPaHHbINA, KOTOPbIN Yy NepeBodYnKka sIBSeTCA OCHOBHbIM (MO
06pa3oBaHUIO UK NPUMEHEHNIO);

- Npyn BbINOMHEHMM NEPEBOAOB C APYrUX A3bIKOB WKW Ha gpyrve nomMuMmo
OCHOBHOIO K HOpMam BpPeMEHN NPUMEHSETCS MOBbILaLMN KO3ddmuneHT 1,1.

4.10. Nccnepoatenbckasa paboTta

Ta6bnuua 80.
Tabnvua 80
N HanmveHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4
PaspaboTka nporpaMmmbl
(TexHu4eckoro 3agaHus)
nccnenoBaHns
O6ocHoBaHue aKTyanbHOCTM || ogHa nporpamma
TeMbl, BbIsiIBNEHME N 0OOCHOBaHMe
npobrnemMHom cuTyaumu,
dopMynMpoBaHue Lenn, 3agad u
MnoTe3bl nccnegoBaHus;
HanMcaHue TekcTa
NccnepoBaHue HOCUT:
1 NUNoTaXHbIN (pa3BeablBaTerNbHbIN) 21600,0
XapakTtep




NPUKNagHonM xapaktep

38250,0

PaspaboTka METOAVKMN
nccneaoBaHus

PaspaboTka (HanucaHue) TekcTa
METOOMYECKUX  [OOKYMEHTOB MO

ogHa MeToauKa

NpPOBOOMMOMY nccnegoBaHuio,
amMnupudeckas anpobauuns

peneBaHTHOCTU COCTaBIEHHbIX

OOKYMEHTOB; YTOYHEHME n

aopaboTka MEeTOONYECKOro

NHCTPYMEHTapws, cocTaBrieHne

OKOHYaTEeNbHOro BapuaHTa

OOKYMEHTa:

MeTOaNKN npoBeaeHns 18000,0
nccnegoBaHus, HOCSLLEro

NUNoTaXHbIN (pa3BeablBaTerNbHbIN)

xapakTtep

MeTOaUKN npoBeaeHns 33000,0
nccnegosaHui, HocSLero

NPUKNagHoM xapakTep

PaspaboTka NHCTPYKL I no || ogHa

obpaboTke OOKYMEHTauuun || MHCTpyKLKnA

(MCXOOHbIX OaHHbIX), MOMNYyYEeHHOW B

Xo4e uccneaoBaHus:

py4yHasi obpaboTka 15600,0
MaLMHHaa obpaboTka 20400,0




PaspaboTka npegnnaHoBbIX W
NNaHOBbIX OOKYMEHTOB
NepcnekTMBHOIO XxapakTepa:

pa3paboTka KoHUenuum OCHOBHbIX
HanpasieHni pa3BUTUA
6nbnnoTevHoro gena B perMoHe Ha
nepcnekTmnBy

OOWNH aBT. JINCT

13050,0

KOHLlenTyansHoe obecneyeHve
Brnbnmorpadmyeckmx n3gaHuni;
0B60CHOBaHWe aKkTyarlbHOCTU TEMBI,
yutTatenbckoe n Lernesoe
Ha3HadeHve nocobus, ero
CTPYKTYpbl (CxeMbl), BblpaboTka
METOAMYECKUX  MNPUHLMMNOB U
peleHnn ANns pPackpbiTUS TeMbl;
HanucaHve TekcTa

OOWH aBT. JINCT

11220,0

cocTaBrieHne NpPOrHo3a,
CBSI3aHHOrO C  nepcnekTnBamu
pa3BuTus 6MONMOTEK; HanucaHue
TekcTa

OOWH aBT. JIUCT

13050,0

10

paspaboTka ueneBblX Nporpamm
(ona cetn GUBNMOTEK UM OLHOM
BrnbnmoTekn); AnarHocTuka
CUTyauun, BHELLHUX U BHYTPEHHMUX
BJMAHUA Ha (PYHKLMOHMPOBaHWE W
passutne  6ubnmotek  (ogHowm
6mnbnmoTekn); BblpaboTka
pekoMeHaauuu, peLleHnm;
HanMcaHue TekcTa

OOWH aBT. JINCT

15200,0

CocTaBrnieHme cBOAHbIX Kartarioros
KHWXHbIX NaMATHUKOB:




11

paspaboTka NPOCMEKTa;
BbISIBIIEHNE JOKYMEHTOB - KHUDKHbIX
NaMATHUKOB; onucaHune n
cocTaBrieHune CNPaBO4YHOrO
annapaTta

OOWH aBT. JIUCT

18200,0

OpraHunsaumoHHaa  pabota no
NPOBEAEHNIO NCCNEAOBaAHWS:

12

co3gaHue nccnenoBaTenbCKoro
KONMeKTuBa; cOCTaBreHue
paboyero nnaHa  npoBegeHus
nccnegoBaHuUs, COrfacoBaHMeE €ero
C UcnonHuTensaMn; onpegeneHve
nnowaakn (6asbl) mccnenoBaHus;
nepennucka C HUMK; nNpoBedeHue
NHCTPYKTaXen, CEMMHapPOB,
COBEeLLaHWIN, KOHCYIbTaLun

O HO
nccnemosaHve

7140,0

13

bubnunorpadmyeckas npopaboTka
TeMbl UccrnegoBaHus, pabota B
apxmBax, W3y4YeHMe HOpPMaTUBHO-
TEXHNYECKON OOKyMeHTaumu,
nHdopmMaLmm 06 aHanorax n apyrmx
mMaTepuanax, OTHOCAWMXCA K
paspabaTbiBaeMon Teme

OOWH aBT. JINCT

1200,0

O6paboTka NOny4YeHHOW
NHJpopMaLmK:

14

cbop 1 obpaboTka nHhopmauum Ha
OCHOBE  NEPBMYHbIX  WUCXOAHbLIX
OaHHbIX (CTAaTUCTUYECKMX AaHHbIX,
OTYeTOB, NNaHoB, CNpaBOK,
MaTepuasrnoB KOMaHOMPOBOK)

OOWH aBT. JINCT

7800,0




15

aHanus obpaboTaHHON
NHopmaL 1, BbIBOAbI, PeLleHus,
MNPOrHo3

OOWH aBT. JIUCT

5200,0

[NoarotoBka Marepuarnos no
NUToram Hay4yHom paboTbl:

16

HanncaHme Hay4HOro OoT4eTa,
noAroToBKa PyKornuncu K rnevyatun Ha
pa3nM4yHbIX 3Tanax pa6OTbI

OOWNH aBT. JINCT

13200,0

17

HanucaHue MPOMEXYTOYHOrO
oTyeTa  (cnpaBkM) O  xoge
nccnenoBaHns

OOWH aBT. JIUCT

6400,0

[MogrotoBka M HanMCaHWEe TeKCTa
ctatb B COOPHUMK  HaydHbIX
TPpyAoB, NpaKTU4ECKoe nocodue,
nNpodheccnoHasnbHyo npeccy;
MOArOTOBKA PYKOMUCK K nevatu Ha
pa3nM4YHbIX 3Tanax paboThbi:

18

cTaTbsl TEOPETUYECKOIO XapaKkTepa

15200,0

19

cTaThbs NPUKNagHoro,
NPaKTUYECKOro xapakrepa

9200,0

20

HanucaHwe [okraga no urToram
Hay4YHOro nccreqoBaHns;
noLroToBka pykonucen Ha
pasnMyHbIX aTanax paboTol

OOWH aBT. JINCT

6700,0




21 paspaboTka pekoMmeHgauun, || oauH aBT. nNUCT 14100,0
NHCTPYKL I no BHEOPEHUIO
MaTepuarnos Hay4HOro
nccnegoBaHvst; HanncaHue TeKCTa;
NOAroToBKa PyKOMMCK K nedaTtn Ha
pasnMyHbIX aTanax paboTol

[NpumeyaHus:

- HOpMa BPEMEHN Ha COCTaBrieHMe MporpamMm, METOOMK, MHCTPYKLUUA OaHa Ha
nccrnenoBaTenlbCKUN KOMNeKTUB;

- Yyacbl Tpygo3aTtpart pacnpenenstoTca Mexay UCNOSTHUTENAIMN B 3aBUCUMOCTU
OT MX Harpysku.

4.11. MeTtogmn4yeckasa pabora

Tabnuua 81.
Tabnuua 81
N HanmveHoBaHune npouecca, || EanHunuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHUs BPEMEHMN,
MWH.
1 2 3 4
[NogroToBka MEeToaN4YeCcKoro

nocobusi, pekomeHaawum

[MpuHUMNUansHo HOBas
pa3paboTka TEMbI:




N3ydeHne TeMbl, BbISIBIIEHNE WU
aHanmM3 OOKYMEHTOB MO TeMe,
YyTOYHEHUNE YynTaTeNbCKOro n
LLeneBoro HasHadyeHusi nocobus,
pekoMeHaauunm; coCTaBreHue
NpOCMeKTa; HanucaHue TekcTa

OOWH aBT. JIUCT

15300,0

Moaundomkauuns paHee
pa3paboTaHHON TEMbI:

BbISIBIEHNE W U3Yy4YEHME HOBbIX
OOKYMEHTOB M HaKOMSIEHHOro
oubnuotekamm onbiTa MO  Teme
nocobwus, pekoMeHaauun;
YTOYHEHME MpPOCNEKTa, BHECEHME
N3MEHEHUS B CTPYKTYPY M TEKCT B
COOTBETCTBUN C  [JOCTWKEHUAMMU
BMBNMoTEYHON TEOPUM U MPAKTUKN;
noaroToBka pyKonumcu K
0B CyXOEeHWO; aopaboTka no
ntoram obcyxageHus

OOWH aBT. JINCT

8670,0

Paspabotka [OKYMEHTOB,
perrnameHTUpyoLmx AedaTenbHOCTb
oubnnorTex, NMONOXEHUN,
NHCTPYKLIUN, NPOEKTOoB
MOCTaHOBIEHUIA, yCTaBOB,
3aKoHoaTesbHbIX aKTOB

|_|pI/IHLI,I/II'II/IaJ'IbHO HOBad TemMa.

BbIIBIEHNE, WU3y4YeHMe W aHanua
OENCTBYIOWMX  OOKYMEHTOB MO
Teme, HanucaHue TekcTa NpoekTa
OOKYMEHTa, obcyxaeHue,
anpobupoBaHue B bubnmoTtekax, Ha
3acedaHun Hay4HO-MEeTOONYECKOro
coBeTa; [fopaboTka [OOKYMEHTa;
MOArOTOBKA K YTBEPXKAEHMIO

OOWNH aBT. JINCT

17340,0




Moaundomkaumns paHee
pa3paboTaHHOro AOKYMEHTA:

aHarmmM3 W oueHKa [OOKYMEHTa;
NMOUCK n oTbop HOBbIX
OENCTBYIOLUMX  OOKYMEHTOB MO
Teme, BHECEHNE W3MEHEHUNn B
TEKCT OOKYMeHTa; obCcyxXaeHne Ha
3acefaHnm Hay4YHO-MeTOANYECKOro
coBeTa; pOopaboTka no wuToram
obcyxaeHus:; noAroToBKa K

yTBEPXKOEHMIO

OOWH aBT. JINCT

7650,0

PaspaboTka  y4eTHbIX  popm,
Tabnmu, obpa3suos:

yTOYHEHME npeaMeTa, OObekTa,
coaepXxaHna  y4eTHonm  POpMbl,
Tabnuubl, obpasua; oTbop
nokasarenemn, cuctematusauus ux;
paspaboTka MakeTa  Y4eTHOW
dopMbil, Tabnuubl, obpasua;
obcyxaeHne Ha 3acefaHum
Hay4YHO-METOANYECKOrO  COBETAa;
NOArOTOBKA K YTBEPXKAEHMIO

OOWH aBT. JINCT

7650,0

CocTaBneHne pekomMeHgauum no
BHEAPEHNIO  PerfameHTUpPYLLMX
AOKYMEHTOB B MPaKTUKY:

paspaboTka METOANYECKNX
pekoMeHaauuu, NHCTPYKLIUN,
NnraHoB no BHEOPEHUIO
HOPMaTMBHOM AOKYMEHTaLuu;

noAroToBKa PyKorncu K nevyatu

OOWH aBT. JINCT

14025,0




[NoaroTtoBka NMUCbMEHHOW
KOHCYrbTauuu, MEeTOANYECKOro
nucbma:

BbISIBIIEHNE N aHanu3 OOKYMEHTOB
no Teme; nsydeHne n oboblieHne
onbITa paboThbl ounbnnoTek;
HanucaHue TeKCTa KOHCYnbTauuw,
METOANYECKOro NMMCbMa;
noarotoBka K o06CYXOeHuo Ha
3acedaHnn Hay4YHO-MEeTOONYECKOro
coBeTa; pOopaboTka nNo wuToram
obcyxaeHuns; caada B neyartb

OOWH aBT. JINCT

8670,0

[MoarotoBka 0b63opa AesATENbHOCTH
6ubnmotek NO  onpeaesieHHon
TemaTuke:

YyTOYHEHUNE TeMbl 0630pa;
onpeaeneHue XPOHOSOMMYECKMX
rpaHUL; BbISIBIIEHWE [OOKYMEHTOB,
oTbop KX, NPOCMOTP W aHanus;
HanucaHue TeKcTa; noaroToBka
pyKonucm K  ODOCYXOEeHUo  Ha
3acedaHnn Hay4HO-MEeTOANYECKOro
coBeTa; pgopaboTka  pykonucu
nocre obcyxaeHns

OOWNH aBT. JINCT

9180,0

PeueH3npoBaHne Hay4HbIX,
METOANYECKNX, WHPOPMALMOHHbIX
MaTepuarnos:

YyTeHue peLIeH3pyemMoro
mMaTepuarna; oLeHKa ero B Lierom,
OTAernbHbIX YacTel, ycTaHoBMNeHue
COOTBETCTBUA YUTaTENMbCKOMY U
LleNeBOMY Ha3HaYeHWIo, Hay4YHbIM U
MEeTOANYECKUM TPeBGoBaHNAM

OOWH aBT. JINCT

783,0




10 HarnMcaHue peLeH3nn OJVH aBT. NMNCT 1305,0
[NoaroToBka NeKkuun, KOHCYnNbTawuim
PaspaboTka nraHa nekuuvn, || ogHa neKkuus,
KOHCYInbTauun, noadopka || KOHCynbTauus
mMarepuana, n3yyeHve €ero;
COCTaBlieHMe Crnucka nureparypsbl
K nekuun, KOHCYnbTauuu;
HarnmMcaHue TekcTa:

11 nekyms 1566,0

12 nekumna, TemaTuyeckasi BCTpeya, 90,0
BebuHap, macTep-knacc

13 nepBu4Had rpynnosas 1305,0
KOHCYbTaLus

14 noBTOpHad rpynnoBsas 522,0
KOHCYNnbTaumMsi C Y4eTOM HOBOIO
Martepuana

15 nposegeHve YCTHOW || ogHa 50,0
NHAMBUOYaNbHOM KOHCYbTaLum KOHCYbTaLms

16 OTBET Ha NNCbMO OJHO NMUCbMO 162,0

[poBeaeHne cemMmHapoB, y4ebHbIX
KypcOB, NPaKkTUKYMOB, CTa>XNPOBOK:




17

cemMuHap, Yy4eOHbIn Kypc (2-7
OHen); onpeaernexHue TEeMbI,
YTOYHEHME CpoOKa NpPOBEOEHMS,
cocTaBrieHne nporpamMmmsil,
ornoBelLLgHne YY4aCTHUKOB n
BbICTYNarLWmMX

OOVH ceMuHap,
y4ebHbIN KypC

8400,0

[NpakTuKym (7-10 OHEN);
onpenerieHne  Tembl, 3adaHus,
ynpaXXHeHus; cocTaBrieHne
rpadmka W YTOYHEHME CpPOKOB
NpPoBeOEHUS 3aHATUN:

OAWH NPaKTUKyM

18

rpynnoBOW NPakTUKym

2295,0

19

nHamBmayaribHbl n MNPakKTUKymM

2160,0

CraxupoBka (7-10 OHeN);
YTOYHEHME CPOKOB MNpOBEOEHUS
CTaXUPOBKY; BblsiBNIEHNE
nutepaTtypbl N0 M3y4aemMoMy
BOMPOCY; COCTaBfEHME NporpamMmmbl
N rpadmka CTaXMPOBKU C y4EeTOM
cocTaBa chnyliarternen; 3aKkoyeHme
O MPOXOXKOEHUN CTAKMUPOBKMU:

oaHa
CTaXXMpOBKa

20

rpynnoBasi CTaXMpoBKa

2805,0

21

nHamBuayaribHaa CTaXnpoBKa

2349,0

[lpakTnka CTYyOEHTOB BbICLLUMX W
cpegHux crneumanbHbiX y4ebHbIX
3aBeeHnn:




22 noaroToBKa n opraHuMsauma || ogHa npakTuka 4860,0
npakTuku ctygeHTos (oo 30 gHen);
paspaboTka nnaHa  NpakTuKW,
corracoBaHue ero c
pykoBoguTenem NpPaKTUKK
(NnpeactaBuTenem y4yebHoro
3aBefeHus1); cocTaBrieHne rpadmka
noceLleHus CTPYKTYPHbIX
noapasgeneHuni; opraHusaums
NPaKTUYECKNX 3aHATUN;
nogBedeHMe  UTOrOB  MPaKTUKW;
cocTaBreHne XapaKTePUCTUK
NPaKTUKaHTOB
[NpakTnyeckne 3aHATUS:
23 NnoaroToBKa NPakTU4YECKMX || 0OQHO 3aHATHE 1050,0
3aHATU; COCTaBneHne 3agaHus no
BbINOSTHEHWUIO N3y4aemoro
ounbnmoteyHoro npowecca,
KOHTPOSIbHbIE BOMpPOCHI,
TemMaTU4yeCcKnn CNUCoK nurepaTypbl
K 3a4aHuIo; HanmcaHue Te3ncoB
CocTaBneHue y4yebHou
nporpammbi:
24 onpeaeneHue cocTaBa || ogHa nporpamma || 5733,0
cnywarernen; cocTaBneHue

TEMaTM4YecKoro nraHa, yTOYHEeHue
nopsigka W3ydeHus; onpeneneHue
nocnegoBaTeNbHOCTU  U3NIOXKEHNS
TEMbl, BblENlEHNE  OCHOBHbIX
BOMPOCOB; COCTaBfieHNEe Cnucka
nuTepaTtypbl N0 TEMaM NporpaMmbl;
HanucaHwe TeKcTa; obcyxaeHne
NporpaMmbl Ha 3acegaHun Hay4YHo-
MEeTOANYECKOro cCoBeTa




[MNocelueHne 6ubnmoTek, Bble3abl B
KOMaHOWPOBKM C LENbI U3YYEeHUs
paboTbl N OKa3aHUst METOONYECKOMN
MOMOLL:

25

NOArOTOBKA K  KOMaHOMPOBKE;
YTOYHEHVE  CPOKOB U Lenu
KOMaHOWPOBKW, O3HAKOMSIEHME C
NMELLMMNCA  OOKYMEHTaMn 1"
mMaTepuanamm npeablayLwmx
Bble3oB M nybnukauum B nevartu;
cocTaBsrieHne nporpammbl (nnaHa)
KOMaHOVPOBKU

ogHa
KOMaHAMpPOBKa

574,2

26

cocTaBrnieHne  MHJpopMaLMOHHOIro
oTyeTa (CnpaBku) O MNPOBELEHHOM
paborTe; oTyeT BKITHOYaET:
cBefeHus 0 MecTe Bble3fa, Lensix
N CpOKax KOMaHOMPOBKK, 06 BbEKTaX
NocelweHnsl, aHanmMs COCTOSIHUSA
paboTbl MO TeMe Bble3ga, BbIBOAbI
n NpeanoxeHns B agpec
BMbnnoTekun

OAVH OTYeT

1050,0

27

COCTaBfIEHNE aBaHCOBOMO OTYETa,
3anonHeHne OTYeTHoro GnaHka co
BCEMM TMPUIIOXKEHNsIMK, caa4va B
Byxranteputo

OAVH OTYeT

40,0

28

NOAroTOBKa  mMHGopMaumm Mo
pesynsTartam KOMaHOWPOBKMN
(YCTHO) B CEKTOpe, Yy 3aBeyHoLLEero
oTaernom, Ha Hay4HO-
METOANYECKOM COBETE, 3acedaHnm
ANPEKLINN

ogHa
NMHJpopMaLms

105,0

MOHUTOPUHT [EeATeNnbHOCTU
geTckux owubnmortek Poccumnckon
depepauun:




29

cocTaBrieHne oopM OTYETHOCTU

OAVH OTYeT

1200,0

30

pacchblfika NMHEPOPMAaLMOHHbIX
nncem n opm otyeTHoCcTM no bl
aeTcknx 6ubnmortek Poccuimnckon
depepauymn

ofHa paccblifka

45,0

31

cbop doopm
SIIEKTPOHHbIE U

KOHCYyrbTauum no
3anornHeHnst opm

OTYETHOCTMN,
TernedoHHble
BOMpocam

oaunH cbop

120,0

CocTtaBrneHne KaneHgaps
npodeccuoHanbHbIX MepOonpuUsTUin
pgetcknx oubnmortek Poccuimnckon
depepauymn (exerogHbIn n
eXxekBapTarnbHbIN):

32

COCTaBJieHne 7
I/IHC*)OpMaLI,I/IOHHbIX nmcem

paccblinka

exerogHas
KBapTarnbHas

7

120,0

33

cbop u obpaboTka nosy4eHHon
MHdopMaLLnuK, BHeCceHue B
KaneHaapb npodeecCcnoHarbHbIX
MEpPONpPUATUIA

exerogHas
KBapTarnbHas

7

1200,0

34

yTO4YHEeHue NMHJpopmMaL mm no
NPOBOOMMbIM MEPOMNPUATUSM

exerogHas
KBapTarbHas

"

200,0

O630p ny6rnvkaummn
npodoeccnoHarbHom npecchol
(exxeMecs4Ho):




35 oTbOop, NPOCMOTP U aHanM3 ctaTen || MecsidHas 450,0
B JXypHanax
36 YTeHne matepuana Mecs4YHas 420,0
37 HanucaHwe cTaTbu MecsiYHada 400,0
38 coaya B OTOen  pasMelleHuns || Mecsa4vHas 10,0
MHJpopMaL MM Ha caunTe
39 NnoAroToBKa (pepakTupoBaHue) || oauH oT4yeT 18900,0
exxerogHom CBOAHOMN
CTaTUCTUYECKOMN OTYETHOCTM
cneunann3npoBaHHbIX OUBIMoTeK
Poccuinckon depepauun,
paboTaloLmx C MONOAEXbLIO
40 OCYLLECTBIIEHNE MOHUTOPUHra || ogHa 105,0
OEeATENbHOCTH NHcpopmaL s
cneunannanMpoBaHHbIX OKNBInMoTeK
Poccunckon denepauun,
paboTalolwmx C MONoAexbio AOnd
BBOAA B 6a3y (exeMeCcs4Ho)
[MpumeyaHwe:

noBbILLALWLMA KO3ddumumneHT 1,5;

BpeEMA npoBeaeHnAa nekuuu,

pe3yrnbTatam B HOpMY BpEMEHU HE BXOAUT.

4.12. PaboTbl Hay4HO-OpraHn3aLMOHHOMO XxapakTepa

Tao6nuua 82.

Tabnuua 82

K HOPME BpPEeMEHM Mpu COCTaBMEHUUM [OOKYMEHTOB, perramMmeHTUpPYHLLMX
AeATenbHOCTb pecnybfiMKkaHCKnX, KpaeBblX N 0611acTHbIX OMBNMOTEK, NPUMEHSIETCS

KOHCYIbTauun, NPaKTUKYMOB, CTaXXUPOBOK,
NPakTUKN, NpebblBaHMS B KOMaHOMPOBKE M MpoBedeHus WHdopMauun no ee




N HanmeHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MUH.

1 2 3 4

[NogroToBka n nposeneHue

TEeopeTU4EeCcKon, Hay4yHO-

NpaKTU4YEeCKOMn KOHdpepeHLuun,

TeMaTU4eckoro cemuHapa; MnouckK

MEXOYHapOo4HbIX  CreunanucTos;

CONPOBOXOEHNE MEXOYHAPOLAHbIX

cneynanmcToB B KayecTBe

nepeBoOdYMKa; NMUCbMEHHbI

nepesoa MHJOOPMAaLIMOHHbIX

MaTepuanioB C  PYCCKOro  Ha

MHOCTPaHHbIE S3bIKK

Onpepenexne cocTaBa || ogHo

oprkomuTteTa n YY4aCTHUKOB || MeponpusTme

KOHdpepeHLuun, ceMuHapa;

dopMupoBaHne U yTBepxaeHue
nporpamMmMbl U MPUrfacuUTensHOro

ounera; OpraHn3aunoHHbIE
MEpPONPUATUS; noaroToBka K
n3gaHUio  Te3ncoB; BblpaboTka
npoekTa pekoMeHaauuy;
JoMHaHCOBO-XO3ANCTBEHHOE

obecrneyeHune KOH(pepeHLuu,

CeMMHapa; aHamM3 U OueHKa
paboTbl KOHMepeHL M, ceMUHaPpa;
noaBedeHne UTOroB

KonnuectBo Y4aCTHUKOB:

1-100

5670,0




101-150

7560,0

151-450

9300,0

[NogroToBKa n nposeneHve
ceMumHapa, MeTOAMYEecKOro [AHs,
3acenaHus "Kpyrrioro  cTona",
BebuHapa

Onpegnenexue Y4aCTHMKOB,
pyKoBoguTENS, NEKTOPOB,
OOKNag4MKkoB, Cpoka W MecTa
npoBeaeHs ceMunHapa,
METOAMYECKOro AHs, 3acenaHus
"Kpyrnoro  cTona", BebuHapa;
onpeaerneHue KOHTUHIEeHTa
YY4aCTHUKOB; pa3spaboTka
nNporpamMmmbi; MHpOPMaLMOHHOE
obecneyeHue; BbipaboTka npoekTa
pekoMeHaauuy; n3gaHue n
pacchblinka nporpamMmmbil;
perMcTpaums Y4aCTHUKOB;
TEeXHU4eckoe CONPOBOXOEHNE
BebuHapa: obecrneyeHune
SJIEKTPOHHON  KOMMYHUKaTMBHOW
nnoLwaaKm, noaroToBka
9NEKTPOHHbIX npe3eHTauunn,
KOHBEPTMPOBAaHME Npe3eHTaLnn Ha
9NEKTPOHHbIE nnatopmsl,
ANCTaHLIMOHHas HacTponka

KOMMbIOTEPHOrO obopynoBaHus
cnywatenen,  npegBapuTernbHoe
TeCcTUpoBaHue n BedeHune
BebuMHapa; aHanmmM3 U OUEeHKa
ceMunHapa, MeTOANYEecKOro [AHs,
3acenaHus "Kpyrrioro  cTona",
BebuHapa

OOHO
MeponpusiTue

KonunuectBo Y4aCTHUKOB:




1-50 1570,0
51-100 3980,0
101-150 6150,0
151-450 8270,0
[NoarotoBka 3aceaHum

penKonneriu:

YTOMHEHMEe CpoKa W TMOBECTKU || ogHo 3acepaHue || 560,0

3acegaHusi; otbop marepuanos
Ana obCyxgeHns n nogrotoBka nx
ONs KOMUPOBaHWS; ornpeaeneHne

OMNMOHEHTOB (peueH3eHToB);
OMnoBeLLeHNe O 3acefaHun YreHoB
peakonnernu; paccbirika
mMaTepuanos no noBecTKe
3acefaHus; odoopMIieHne
NpeanoxeHnn, BblCKa3aHHbIX

y4yaCTHMKaMu 3aceaHnA

Opranunsauus 3acegaHumn
NpoGneMHbIX KOMUCCUIA, COBETOB,
TBOPYECKUX KOMNEKTMBOB:




9 onpegeneHne nMnoBecTKM AHA W || O4HO 940,0
CPOKOB nNpoBedeHus 3acefaHus, || meponpusaTue
YyTOYHEHME coOCcTaBa Y4YaCTHMUKOB;
NOAroToBKa AOKYMEHTOB,
OpraHn3auUnoHHbIE  MepOonpuUSaTUS
(onoBeLleHne o) 3acegaHum,

nonbop MaTepuaros);
odbopmrieHne NpOTOKOs1a n
peLLEHNS]

[MpumeyaHwe:

- NPV NPOBEAEHUN MEPONPUATUIA HA MEXOYHAaPOLHOM YPOBHE K HOPME BpeMeHu
NPUMEHSIETCS NnoBbILaroLmn KoaddmuneHT 2,0; Ha degepansHoM ypoBHe - 1,85;

- B HOPMYy BPEMEHU HEe BXOOMUT BpeMsdA MpoBedeHUs KoHJepeHuun, cemmHapa,
METOAMYECKOro AHS, 3acefaHus "Kpyrroro ctona" u Bpems, CBA3aHHOE C U3gaHvem
MaTtepuarnoB KOHJEPEHL NN, CEMUHapa.

4.13. PegaktupoBaHue pyKkonucem

Tab6nuua 83.
Tabnvua 83
N HanmeHoBaHue npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHus BPEMEHMN,
MWH.
1 2 3 4
PepakTunpoBaHue Hay4HbIX n
METOANYECKMNX MaTepmarnon




[MpoBepka 1 ucnpaeneHne pyKkonucu
B npouecce nogrotoBkm ee K
neyaTn; YyCTaHOBKA COOTBETCTBUSA
TEKCTa HayyYHbIM W NUTEPaTYPHbIM
TpeboBaHusM, copme U1 Lenesomy
Ha3Ha4YeHnto n3pgaHus,
corrnacoBaHue BHOCMMbIX
ncnpaBrieHnin ¢ aBTOPOM; AopaboTka
PYKOMUCH:

pegakTupoBaHue MOHorpadwmu, || ogwuH aBT. niucT || 2840,0
COOpHUKOB Hay4HbIX TPyAos,

Hay4yHbIX OTYETOB, MPaAKTUYECKMX

nocoodun

pegakTupoBaHue MeToanyeckmx || oauH aBT. mcT || 2500,0
MaTepuaros: NHCTPYKTUBHO-

MeTOoaNYEeCKNX nucem,

pekoMeHaauunu, KOHCYrbTauun,

0030poB aeAaTenbHOCTM BUBNNoTEK

pegakTupoBaHue AOKyMeHTOB, || oauH aBT. riucT || 2400,0
pernameHTUpyoWnX LedaTeNlbHOCTb

6mnbnmoTek: ycTaBOB, MNOJSIOXEHUN,

NHCTPYKL U

pefakTupoBaHMe  cTaTucTudeckmx || oawH asT. imcT || 1980,0
Tabnuy, y4eTHbIX popm, ob6pasLoB

pegakTupoBaHue mMartepuarnos || oguH asT. fimcT || 1050,0
KOHbepeHUnK: [0OKNagos,

coobLLEeHNI

Paclumdposka ayavosanucen

(MaTepuanos KOH(pepeHLnn,

COBELLaHWI):




Habop TekcTa ¢ aygmodhanna

OOWH aBT. JINCT

2400,0

penakTUpoBaHne HabpaHHOro TekcTa

OOWH aBT. JINCT

1200,0

KOHTpPOJIbHOE peaaKkTnpoBaHune

OOWH aBT. JINCT

120,0

PepaktmnpoBaHue nonynsipHOro
Bubnunorpadmuyeckoro nocobus,
PETPOCMNEKTUBHbBIX Hay4HO-
BCMoMoraTesnbHbIX ykasarenen,
0o630poB, cCnpaBoOK, pedepaTos,
aHHOTaLUN:

peaakTupoBaHue NONyNsiPHbIX
Bubnmnorpadmyeckmnx nocobu:
TemaTtndecknx 6Gubnmorpadmyeckmx
yKasaTerneu, CrpaBOYHMNKOB

OOWH aBT. JINCT

2640,0

10

pefakTupoBaHNe pPeTPOCNEKTUBHBIX
Hay4YHO-BCNoOMOraTerbHbIX
yKasaTenem

OOWH aBT. JINCT

2100,0

11

peaakTupoBaHue aHanMMTU4YEeCKNx
0030poB, CMpaBOK, aHHOTaLun,
pedoepartos, CBOAHbIX
pedepaTmBHbIX 0030pPOB, 3KCMAPECC-

MHJpopmMaL i

OOWNH aBT. JINCT

1080,0

12

peaakTUpoBaHue
Bubnmorpadmyeckon 3anmucu

OQHa 3aruncb

4,6

13

KOHTpPOJIbHOE peaaKkTnpoBaHune

OQHa 3aruncb

6,2




[pymMmeyaHve: npu pefakTUpoBaHUM CMELLAHHOro TeKCTa K HOpPME BpEeMEHWU
NPUMEHSETCS NoBbILALMA KO3ddmumneHT 1,1.

4.14. BcnomoraTernbHO-TexHn4eckasa paborta

Tabnuua 84.
Tabnvua 84
N HanmeHoBaHune npouecca, || EanHunuya Hopma
n/n onepauun. CoctaB paboThl N3MepeHUs BPEMEHMN,
MWH.
1 2 3 4
1 O3HaKOMJSIeHMEe C MaTepuariom oaunH gokymeHt || 10,0
2 pefakTnpoBaHVe MaTepmaros oaunH JokymeHT || 12,0
4.15. PaboTta no opraHusauuuv Tpyaa v ynpasneHuto
Tabnuua 85.
Tabnvua 85
N HanmveHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4
[TnaHupoBaHue paboThl




Coop, aHanus NCXOOHOM
NHJpopMaLmu; onpefeneHue
OCHOBHbIX 3agay roga, YTOYHEHue
CPOKOB BbIMOSTHEHMS 3agaHun,
HanucaHue 06 bACHUTENBHOM
3anuncky; NogroToBka NpoekTa nraHa
K 0BCYyXOEHMIO Ha BCEX YPOBHSIX,
aopabotka nocne  obcyxoeHus;
npeacTasrfeHne nnaHa Ha
corriacoBaHue n yTBepXaeHue:

OAWH NSiaH

nnaHa 6udnuotekmn 6240,0
nraHa otaena, cekropa 2740,0
NHOMBWAYANbHOrOo rnraHa 370,0
ExeoHeBHbIN  yyeT  paboTbl B

CTPYKTYPHbIX NOogpa3aesieHnsix:

CTaTUCTUYECKUWN y4eT 3anmcaBLUMXCA || O4Ha 3anuchb 2,8
(nepeperncTpmpoBaBLLMXCS)

yutareneun

CTaTUCTUYECKUN Yy4deT KHUroBblgay, || O4Ha 3anuchb 8,6
NoceLLeHnn

yyet MHJOPMALIMOHHO- || O4Ha 3anuchb 2,7
oubnunorpadmyeckon paboTtbl  NO

YyCTaHOBJIEHHOW (popme

YYET BbIMOSHEHHbIX CNPaBOK o[Ha 3anncb 2,7




E>xeqHeBHbIN yyer aboOHeHTOB,
nonb3yowmxca MBA:

CTaTUCTUYECKUA y4eT abOHEeHTOB,
nonb3yowmxca MBA

OAHa 3arncb

2,7

CTaTUCTUYECKMN y4eT TMOJTyYEHHbIX
3aKa30B, BblaHHbIX JOKYMEHTOB

OQHa 3aruncb

9,8

10

CTaTUCTUYECKMM  y4eT  3aKasos,
nepeHanpaBfieHHbIX B Apyrme
BMbnnoTekun

OQHa 3aruncb

2,7

11

3anucb utorm pabotbl B "[JHEBHUK
paboTbl" noapasaeneHuns
BrMbnnoTeku

OAHa 3arncb

3,2

12

NHANBMAYANbHbLIN YYET: eXeaHEBHOE
3anorHeHune nmcTKa yyeTa
Tpyao3atpar unM AHEBHMKA paboThbl
6rnbnnotekaps

OQHa 3aruncb

2,7

CBOOHbIN CTaTUCTUYECKUMA Y4eT MO
bubrnmoteke

Uucno  yutatenen, KHUroBsblgau,
NoceweHnn u uHOM WHdopMaLnK;
nogseneHne UTOroB CTaTUCTUYECKUX
JaHHbIX Mo bubnmoTeke:

OQHa 3aruncb

13

MecsL,

528,0

14

KBapTan

792,0




15 ron 1080,0
CtaTtucTtnyeckun ydet B pexmme AC:

16 BBOL CTaTUCTUYECKUX [daHHbIX C || OOWH JMCT 0,16
KOHTPOSbHOro NincTa

17 CBOOHbIM CTATUCTUYECKUA Yy4eT Mo || Ha mecay, 120,0
6ubnmoteke  (YUCNO  yuTaTenewn,
KHUroBblA4a4, MOCEeLeHNn U UHOMN
NHpopmaLmm)
[MogBeneHne UToroB CTaTUCTUHMECKUX || HA MecsL
JaHHbIX Mo bubnmoTeke:

18 MecsL| 0,27

19 KBapTarn 0,27

20 ron 0,27
CocTaBrneHne oT4YeTOB:

21 npuem NSIAHOBO-OTYETHbIX || OOWH OOKYMEHT 13,0
OOKYMEHTOB oT CTPYKTYPHbIX

noapasgeneHunin c NpoBepKOmn
MONMHOTbI COCTaBa, COCTaBlIEHNE
CBOAHOMN Tabnuubl OCHOBHbIX
nokasarenemn




CocTtaBneHue aHanMMTU4ecKoro
oTyera: aHanM3  OesATenbHOCTu
nogpasgeneHMn 1 6ubnumoTekn,
OTMEeTKa  WM3MEeHeHuss  3a  rof,
HanMcaHue TeKcTa, NpeacTaBlieHne
Ha cornacoBaHWe 1 yTBEPXOEHNE:

OAVH OTYeT

22

oT4yeT 6ubnuoTekn 3a rog,

3980,0

23

OTHeT oTAesia, CEeKTOpa 3a roa

1320,0

24

NHOMBUAOYanbHbIN OTYET 3a rog

586,0

CocTaBneHne OMHaAHCOBbLIX OTYETOB
o6 onniate no Bugam nraTHbIX YCIyr:

OAVH OTYeT

25

3a MecslL|

510,0

26

3a KBapTarn

840,0

CocTaBrnieHne ot4yeTa ang yntarenemn
N HaceneHuns:

27

ornpegeneHne cpoka npoBeaeHud
OTYyeTa, NMOBECTKN AHSA; OnoBeLleHue
O AHe oT4yeTa YuTaTernen, HaceneHus;
BbINMYCK CTeHraseTbl; odoopmreHne
NpOTOKONa, 3amevyaHuin n
npeanioxeHumn yuTaTenen,
HaceneHusi, CocTaBrieHne nnaHa Wux
peanusayum

OOHO
MeponpusitTue

1580,0

[NogroToBKa NPOn3BOACTBEHHbIX
coBeLLaHn




OnpegeneHne NOBECTKU OHA, Kpyra
YYaACTHUKOB; MOArOTOBKA CrpaBKW,
APYrnX MEePONPUATUNA, npoekTa
PELLEHUNS; OMOBELLEHME YYaCTHMKOB
CcOBeLlaHWs; NoaroToBKa NOMELLEHUS:

O HO
coBeLlaHune

28

coBellaHmne paboTHMKOB BMBMOTEKN

320,0

29

coBellaHme paboTHMKOB oTaena

264,0

30

COBELLU@HME MO uUTOramM MPUHATLIX
peweHnn C LUeNibio  OUEHKU KX
pe3ynbLTaTos, NpPoOn3BOACTBEHHbIE
COBeLLaHNS No uToram roga

O HO
coBeLlaHune

27,0

31

ornepaTrueBHoe coBellaHne (ans
peLleHus TEeKYyLLNX
NPOM3BOACTBEHHbIX 3a4a4)

O HO
coBeLlaHune

22,0

OpraHunsauunoHHass  (onepaTvBHas)
pabora:

32

AOKyMEeHTarnbHoe odpopmneHme
pexmma paboThbl oTaena
(cocTaBneHne rpadwmka paboThl,
OTMNYCKOB M APYrMX JOKYMEHTOB)

OOWH OOKYMEHT

268,0

33

obecne4veHune KOHTPOS 3a
BbIMOMIHEHMEM  MPOWU3BOACTBEHHOMO
3a4aHus U Ka4yecTBOM paboThl

O HO 3agaHue

4.4




34

obecne4veHune KOHTpPOS 3a
NCMNONHEHNEM ynpaBrieH4YeCcKoro
PELLEHNS, npukasa, yKasaHus
OVIpPEKTOpa, 3aM. AUpeKTopa, 3aB.
oT4Enom

OOWH OOKYMEHT

8,8

35

3aKroveHne, NpoaeHme 4orosopa ¢
dvpmamu, npeanpuUaTMaMi,
opraHuM3aumsmu, 4YaCTHbIMM
npeanpuHUMaTensmMmn

OOWH JOroBOp

840,0

36

COCTaBIIEHME KamnbKyrnsuUM LEH Ha
nnaTHble ycryrm

OOVH OOKYMEHT

3340,0

37

BblMNMMCbIBaHE CHeTa, KBUTaHU N

OOVH OOKYMEHT

13,4

38

CBepKa oryiaTtbl cCHeToB

OOVH OOKYMEHT

13,8

[lenonpon3sBoacTBO:

39

npMemM W perucTpaums BXoasiLLen
KOppecnoHAeHLnn

OOVH OOKYMEHT

5,6

40

obecrneyeHune KOHTPONS 3a
CBOEBPEMEHHbIM NCMOSTHEHMEM
OOKyMEeHTa

OOVH OOKYMEHT

5,6

41

cuncreMatmn3auyud 7 noaLlinBKa
MCNOJIHEHHbIX OOKYMEHTOB B
COOTBETCTBUN C HOMeHK.I'IaTypOIZ aern

OOWH OOKYMEHT

5,6

Pabota B pexume AC:




42 perncTpauus BXOOSLWEN || ogHa KapTo4ka 7,6
KoppecnoHaeHumn: BBog B 6asy
OAHHbIX  KOHTPOSIbHOWM  KapTOYKuU
(nata NOCTYNSEHWS, NHOEKC
OOKYMEHTa, KOppecnoHAeHT, nAarta,
MHOEKC NOCTYNUBLLErO [AOKYMEHTA,
KpaTkoe coaepxaHue, pesonioums,
KOMY HarpaBJieH)

43 obecrneyeHne KOHTpPOSIA 3a || ogHa 3anucb 4.6
NCMNOSIHEHNEM [OKYMEHTA: BbIBOA Ha
9KpaH KOHTPOSbHOM KapTOYKW, BBOA
B HEe MHEpopMaL MM 06 UCNONTHEHUN

I'Ipvlmeanme: BpeMA rnpoBegeHnAa ot4eTa repen dutarendamMm, HacerieHuem,
COBELLaHUN B HOPMY BpEMEHN HE BXOOUT.

4.16. Ob6cnyxunBaHve yaaneHHbIX nonb3oBarenen

Ta6nuua 86.
Tabnvua 86
N HanmeHoBaHue npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHus BPEMEHMN,
MWH.
1 2 3 4
Pernctpauna nonb3oBaTenen B
peXMe OHJTaWnH:
1 npoBepKka 3anucu nosib3oBaTesnia B || oguH 1,0
6mnbnnoteky nosib3oBaTerb




obpabotka v BBOA dhamunun, || oauH 2,5
MMEHWN, OTYECTBA MNOSb3oBaTeNnd U || 3NeKTPOHHbIN

afpeca ero 3/1IeKTPOHHOW NOYThI doopmynsap
COCTaBlieH/e nNucbMa C ykasaHuem || ogHo 2,5
nornHa n CreHepupOBaHHOIO || 3JIEeKTPOHHOE
cucTeMon naposnd, MNpUKpensieHne || NMCbMO

NHCTPYKL A NOfb30BaHUS n

oTrnpaBka ero no 3reKTPOHHOMN

no4yTe Nosib3oBaTento

Ob6cnyxuBaHne nosnb3oBaTtenen B

peXIMe OHJTaWnH:

KOHCYrbTaums Mo WUCNosib3oBaHUKO || ogHa 5,0
NHTepakTuBHOM B KHUr KOHCYmnbTauus
conpoBoOXaeHue BUPTYyarbHOM || OOVH 3aKa3 7,0
KHUrOBbI4a4W: dhopMmpoBaHue

3aKasa Ha BUMPTYanbHOW KHWXHOW

noske

BbIrpy3Ka n3 AC HOBbLIX || oauH dphamn 5,0
MNOCTYNNEHNA 3a onpeaerieHHbIN

nepvoa BpeMeHU B BMae yKkasaTens

HoOBbIX nocTynnexHun (Y HIT)

pasMeLLeHne HOBbIX MNOCTYMMeHUn || oguH dhans 1,5
OOKYMEHTOB Ha canTe 6ubnmoreku:

co3gdaHve 3arofioBka aHHoTauuu

npuKpenneHne ganna(os)

pacchlfika No 39IEKTPOHHOM MoyTe || O4HO 1,5
yAaneHHbIM nosib3oBaTensm || aNeKTpoHHOoe
NHpopmav mm 0 HOBbIX || MMCbMO

NOCTYNNEHNAX OOKYMEHTOB




9 MHJOPMALIMOHHOE COMPOBOXAEHNE || OOQHO 1,5
canTta, noptana wn cTpaHuy B || cooblieHue
coumanbHbiX CeTdax: co3gaHue
3arofioBka aHHoTauun
npuKpenreHve gamnnos
Pabota C canTom otaena
ounbnumorekn
PaboTta ¢ HoBoCTAMU oTaena:

10 noaroToBkKa Marepuana K || oguH neyvatHbin || 1050,0
nybnvkaumm (npecc-penus, nocT- || nucT
penus, cTaTtbs)

11 pa3mMeLleHne HOBOCTU Ha canTe O[lHa HOBOCTb 10,0

12 pasmeLleHmne HOBOCTM B || ogHa HOBOCTb 10,0
coumanbHbIX CeTaX

13 oTnpaBka HOBOCTHOro cooblieHns || ogHo 10,0
Ons  pasMelleHust Ha  cauTtax || coobuieHue
napTHepPoOB

14 noaodop MNMnCcTpaunm K HOBOCTH ofHa 5,0

UnncTpaumns
PaboTta ¢ doToranepeen otaena:
15 dooTocbeEMKa OlHa CbeMKa 30,0




16 noa6op doTtorpadmin oaHa 3,0
dooTorpadoms

17 obpaboTka dooTorpadmi c || ogHa 15,0
NMOMOLLH0 rpadpuyeckoro || dpotorpadms
pefakTopa

18 cosgaHue dootoranepeu oOHa 15,0

dooToranepes

19 pobasrneHne nognucen K || ogHa 2,0
dooTorpadmsm dooTorpadoms
Pabota ¢ NOSIHOTEKCTOBbLIMM
MaTtepuanamu,
oubnunorpadmyeckumm  cnnuckamm
Ha canTe:

20 doopmaTupoBaHve maTtepuarnos ong || oauH matepwvan 20,0
nybnukaumm (nepeson B Apyrve
doopmartbl, AeneHne maTtepuarna Ha
yacTn)

21 pobasrneHne onucaHus K || ognH maTtepuan 10,0
mMaTepuany (aHHoTauus, KnoveBble
crnosa) - 1000 3HakoB

22 3arpyska marepuarnia Ha BHeWHWA || oguH MaTtepwvan 15,0
cauTt

23 obHoBMEHMEe cnucka nybnukauumn || ogHa 2,0
COTPYAHMKOB oTAena 6rnbnuorpadm-

YyecKasd 3arimcb




PenaktupoBaHme un ob6HoBreHMe
MHJpopMaLLMK Ha caunTe:

24 pefakTupoBaHue matepuaros O[lHa 3anuncb 2,0
CosgaHve @opMbl  3NEKTPOHHbIX
ONpoCcoB (3KCNpecc-onpoc, OHManH
aHKeTUpoBaHue):

25 cosgaHune n pas3MeLleHne BonpocoB || oguH BONpocC 6,0
Ha caunTe

26 co3gaHne CTpaHuubl onpoca W || ogHa cTpaHuua 15,0
pobaBrieHune Kkoga c canTa
CosgaHve HOBbIX pas3gernoB  Ha
caure:

27 co3faHue OOVH pasfern 15,0
PepaktnpoBaHne wun o6HoOBMEHWE
MHPOPMALIMOHHOIO  KOHTEHTa Ha
caure:

28 pefakTupoBaHue cTarten, || ogHa HOBOCTb 10,0
pa3MeLleHHbIX Ha canTe

29 nouck n otbop wHopmaumm Ons 20,0
peoakTUpPOBaHUS CTaTUCTUYECKOM
b

30 obHoBneHue 3anucen b O[Ha 3anncb 5,0




31 BHeceHue HOoBbIX 3anucen B bl O[Ha 3anncb 10,0

O6paboTka OOKYMEHTOB ans
3arpysku Ha cauT:

32 pefakTupoBaHue n || oouH aBT. NMUCT 60,0
doopmaTtunpoBaHme TekcTa
AOKYMeHTa

33 KOHBEPTUPOBaHME [OOKYMeHTa Wu3 || OOWH OOKYMEHT 10,0

ofHoro cpopmata B gpyrom oopmat

34 3arpyska Ha BHeLUHVe pecypcehbl OOWH OOKYMEHT 15,0

35 pa3MelleHne Ha canTe oTaena OOWH OOKYMEHT 10,0

3anonHeHne CcTpaHuubl OTAena B
couuanbHbIX CETAX:

36 nouck n otbop HOBOCTEM Ha || ogHa HOBOCTb 24,0
BHELLHMX pecypcax

37 COCTaBrieHne aHHoTauumn K || ogHa HOBOCTb 15,0
HOBOCTSAM

38 pa3MelleHne nocTta Ha CTpaHuue || ogHa HOBOCTb 5,0
otaena

4.17. OnpeneneHve KHUroobecne4eHHOCTH y4ebGHoro npouecca B 6ase AaHHbIX
AC



Tao6nuua 87.

Tabnuua 87

N HanmveHoBaHue npouecca, || EanHnuya Hopma

n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,

MW/H.

1 2 3 4

1 NOUCK onpeaeneHHoOn AOUCUUMNIMHBI || ogHa 1,0
y4ebHOro npouecca B Mogyre || AucuunimHa
"KHuroobecneyeHHocTb"

2 nomck B ©a3e pgaHHbix AC || ogHa 10,0
AOKYMEHTOB, nogxooawmx  Anga || aucumnnuHa
Bbl6paHHON AucumnivHbl (OCHOBHOW
CMUCOK), B pexumMe MpocToro wu
pacLLMPEHHOro Nouncka

3 NPOCMOTP KaXdoro [LOKYMeHTa no || oauH gokymeHT || 60,0
BCEM napameTpam Afs onpeaeneHus
HEOOXOOMMOCTN BKIHOYEHUA €ro B
CMNUCOK, oTbOop BblB6paHHbIX
OOKYMEHTOB (nobasneHue K
NUMELLMMCSH MONAM  €Llle OA4HOro
nons "gucuuninHa“)

4 npucoeavHeHue OoTODOpaHHbIX || oaHa 5,0
OOKYMEHTOB (OCHOBHOM CMWUCOK) B (| AuCUMNMHA

mogyrne "KHhuroobecneyeHHoCTb" K
onpeaeneHHon aucuunnimHe




5. TunoBble oTpacneBblie HOPMbI Tpyaa Ha paboTbl, BbINOJSIHAEMbIE B
AOEeTCKUX, FOHOLeCcKnx bmbnmnortekax, B omobnmorekax HUN,
obpa3oBaTtesibHbIX YyYpexaeHmn (Ha OCHOBe aBTOMaTU3UPOBaHHbIX
CUCTeM ynpaBreHUs npoueccamm)

5.1. KomnnektoBaHve ¢poHL0B

Tabnuua 88.
Tabnvua 88
N HanmeHoBaHue npouecca, || EanHunuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHus BPEMEHMN,
MW/H.
1 2 3 4
1 npyem n otbop Ans oHOO0B HOBbIX || O4WH 3,6
NOCTYNMEHUHN, NOSTy4EeHHbIX Nno || AOKYMEHT
CONPOBOAUTENBHOMY [OOKYMEHTY -
NNCTY rocygapCTBEHHOW
permcTpaumm
2 TeXHU4ecKas obpaboTtka || oguH 4,5
OOKYMEHTOB OOKYMEHT
3 BBOA [OKYyMeHTOB B 6a3y AaHHbIX || oguH 4,5
(BA) OOKYMEHT

5.2. bubnuorpadumyeckoe onmcaHme n MHAeKCMpoBaHme AOKYMEHTOB

Tao6nuua 89.

Tabnvua 89



N HanmeHoBaHue npouecca, || EanHunuya Hopma

n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.

1 2 3 4

1 doopmupoBaHune O[lHa 3anucb 18,0

bubnunorpadmyeckon 3anucu  Ha
OOKYMEHTblI Ha pPYCCKOM  s3blKe
(onucaTernbHaga Kkatanormsauns)

2 doopmupoBaHue O[lHa 3anucb 27,0
bubnuorpadmyeckon 3anucu  Ha
AOKYMEHTbI Ha MHOCTpPaHHbIX

€BPOMNENCKNX A3blKax W  A3blKax
HapogoB Poccuinckon dPenepauun,
KpomMe pycckoro (onmucartenbHas
KaTanornsauus)

3 NHOEKCMpPOBaHne AOKYMEHTOB || OofHa 3anucb 18,0
(copgepxaTternbHas KaTanormsauus)

5.3. Pabota c kaTtanoramu

Ta6nuua 90.
Tabrnvua 90
N HanmveHoBaHue npouecca, || EanHunuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.




2 3 4
[MoarotoButenbHas pabora:

pasbop KapToyek ONa paccTaHoBKWM (| ogHa kaptodyka || 0,5
B andpaBUTHbLIE KaTanorm

PenaktupoBaHue reHepasrnbHOro || ogHa KapTodka
andaBUTHOro KaTarnora:

katanor - cTapbli pag (go 2000 1,0
roga)

KaTaror - HoBbIn psig (¢ 2000 roga) 0,5
Kararnor - WHOCTPaHHbIE 1,0
eBponenckme A3blkM N A3bIKK

HapogoB Poccun, Kpome pyccKoro

pa3bop KapToyeKk Ansi paccTaHoBKWU || ogHa kaptodyka || 0,3
B cMCTeMaTU4eCcKmne Karasnoru

pegakTupoBaHue [eHepanbHOro || ogHa kaptoyka || 0,5
cuctemartmyeckoro katarsora (I'CK)

pefakTupoBaHMe OpurnHan-maketa || ogHa kaptodka || 0,3
B3 Ha ogHOYaCcTHbIE AOKYMEHTbI

pefakTupoBaHME OpurnHan-maketa || ogHa kaptoyka || 0,45

B3 Ha MHOroyacTHble LOKYMEHTbI




9 peoakTnpoBaHue 3anucen Ha || oAHa 3anucb 54
eouHuubl  XpaHeHns B 10 no
N3BELLEHNSM 0 BHECEHUU
N3MEHEHUN B KaTanoru,
NOMNYy4YEHHLIMN N3 TEXHOSIOMMYECKOro
otaena (TO)
PepnaktupoBaHue O[Ha 3anncb
bubnmnorpadmueckux 3anucen (b3)
(KOHTpOSbHbIE nona  dopmata U
TekcTa b3):
10 pefakTupoBaHue KOHTPOJSIbHbIX 5,4
noneun doopmara
11 pefakTnpoBaHue TekcTta b3 5,4
12 pefakTupoBaHue O[lHa 3anucb 5,4
6ubnmnorpadmyeckunx 3anvcen (b3) B
MO (BBeaeHne nHoekcos bBK B B3)
13 dopmupoBaHne B3 B [l1O c || ogHa 3anucb 12,0
NCMNOfb30BaHNEM CBOAHOrO
kaTanora Poccuinckon ®egepauunm
14 pefakTupoBaHue B3 Ha || ogHa 3anuchb 12,0
MHOroYacTHble AOKYMeHTbI B [1O

5.4. Pabota ¢ cooHaom

Tao6nuua 91.

Tabnumua 91




n/n

HanmeHoBaHune npowecca,
onepauunn. CoctaB paboThl

EanHnya
N3MepeHns

Hopma
BPEMEHMN,
MU/H.

[MNoarotoButenbHas pabora:

NnoaroToBKa paboynx MECT;
opraHusaumns  paboyero  MecTa:
NOAKIIOYEHME KOMMNbIOTEPA, BXO4 B
OPAC, npoBepka 9NeKTPOHHOM
MOYTbLl, pacchbifika OTBETOB Ha
3anpocbl; MOAroToBKa 3ana K
paboTe: opraHnsaumnsa pabovmnx mect
yuTatenen, BnaxHas obpaboTka
MOHUTOpPA KOMMbIOTEPA, CTaHLun
camMmoobCcnyxmBaHus, MOHUTOpA
9JIEKTPOHHOIO KaTarora,
paccTaHoBKa (pasmeLLeHne
KHW)XHOro MaccuBa, CAaHHOro nocrie
npeablaywero pabodvero OHA, Ha
nonkax OTKPbITOro aocTyna),
O3HaKOMIleHMe C MNepuoguKkon n C
HoBOCTAMU B ceTu "HTepHeT"

oOHO pabodee
MECTO

5,0

nony4yeHne SOKYMEHTOB C BbICTaBKM
HOBbIX MOCTYNMEHUA (NpU yyYacTum
4-X YenoBeK)

ogHa  napTus
(100
[OKYMEHTOB)

16,0

MPpUemM  HOBbIX MOCTYMMEHUA B
MporpamMme  nepedayun;  cBepka
HanmMuMsA  KHUF B Maptum  C
COMNpOBOAMUTENBHBIM IOKYMEHTOM

ogHa  naptus
(100
[ OKYMEHTOB)

12,0

O6paboTKka HOBbIX MOCTYMNSIEHUN




[NepBUNYHbIN pasbop HOBbIX
NOCTYNSEHWI; npocTaBneHve
lwreMnena Ha TuTynbHoMm w17
CTpaHMUaxX KHWUMKA;, akTmBauma wu
pefakTUpoBaHWE B  3NEKTPOHHOM
KaTarnore; ne4yatb UHBeHTapHoro N un
NpuKnenBaHue pagnoMeTKn
(eANHNYHbIE 3K3EeMNIIAPbI)

ogHa  naptus
(100
[ OKYMEHTOB)

26,0

Pasbop OOKYMEHTOB ans
onpeneneHuns pacCTaHOBOYHbIX
LUMdopoB

OOVH OOKYMEHT

1,0

MNpenBaputenbHas cuctemaTtumsaums
OOKYMEHTOB rpynnoBon o6paboTku
ans  onpegenexHus MOOYHOrO
nHpekca

OOVH OOKYMEHT

1,0

LLIndopoBka JOKYMEHTOB:

OOWH AOKYMEHT

C  OBywmd wncppamm (1 -
"BUPTYarnbHbIN")

1,0

6e3 wrdpa

1,8

OOCbIJbl

3,6

10

BBOA Wmdpa

0,5

LLindopoBka [OKYMEHTOB IpynnoBomn
0bpaboTKu:

OOVH OOKYMEHT




11

npeaBapuTenbHas cuctemartmsauns
(BBOO, MHOEKCa OTpacin 3HaHus Mo
Tabnmuam BBK B 3K)

1,0

12 AeTanbHaa cuctemaTusaumsa (BBoA 1,0
nonoyvHoro nHaekca 66K B 3K)

13 obpaboTka OOKYMEHTOB Ha || OOMH OOKYMEHT 3,6
MHOCTpPaHHbIX €EBPONENCKUX A3bIKaX

14 obpaboTka OOKYMEHTOB Ha || OOMH OOKYMEHT 4.5
HaLMOHarbHbIX A3blkax HapogoB
cybbekToB Poccuiickon deagepanmm

15 npyem wn obpaboTka OOKYMEHTOB || OAWH AOKyMeHT || 8,0
XVIII-XIX BB.

16 npvem n obpaboTka OTEYECTBEHHbIX || OAWH OOKYMEHT 1,8
nepuogmnyecknx ndgaHnn ns 3TN

17 npyem n obpaboTka MHOCTPAHHbLIX || OAWH OOKYMEHT 1,8
nepuogunyecknx nagaHnm ns 3TN

18 nepeLumndpoBKa AOKYMEHTOB OOWH JOKYyMeHT || 27,0

19 BBOA Oap-koaa AokymeHTa B 9K OLWH OOKYMEHT 2,6

20 nepegadya OKYMeHTOB Ha dpyca ®b || ogHa  naptusa || 26,0

B ANCNETYEPCKOM Nporpamme

(100
[ OKYMEHTOB)

O6cnyxuBaHne yuTaTenen n
aboHeHTOB B Pb:




21 BbIMOSIHEHME TpeboBaHun, || ogHO 1,0
NOCTYNMBLUMX MO  3SIEKTPOHHOMY || TpeboBaHme
3akaasy
22 B3aMMopacyeT CO CTPYKTYPHbIMKU || ogHa naptus || 14,0
nogpasaeneHnsmm 6nbnmoTeku (100
AOKYMEHTOB)
23 paboTta c 3a0/PKEHHOCTBIO: || O4WH AOKYMEHT 1,8
cocTaBneHne no 6ase yutanbHOro
3ana cnucka 330/MKHNKOB;
cocTaBrieHne no 6ase LeHTpanbHon
Kadeopbl CcnMcka  3ad0SPKHUKOB;
BblJeneHne wu3 obuwero crnucka
3a00JTKHUKOB oubrnmoTekn
3a00IMKHNKOB; exeHeBHbIN
KOHTPOIb AOIMKHNKOB C
HanNnOMWHAHMEM O HeobXxoaMMOCTH
BO3BpaTa 3agepXXaHHbIX KHW;
aHanu3 90PEKTUBHOCTH
npoaenaHHom paboThl
Ob6ecne4veHne COXPaHHOCTH
dooHO,0B:
24 NnoaroToBKa AOKYMEHTOB Ha | OOWH OOKYMEHT 54
MUKPOCMIIbMUPOBaHVEe n
CKaHMpoBaHue
25 nepenadva AOKYMEHTOB Ha || oagHa naptus || 16,0
MUKPOCMIIbMUPOBaHVEe n |l (20
CKaHMpoBaHue AOKYMEHTOB)

Ceepka doHOa C 9MEKTPOHHbLIM
katanorom (3K):

OOVH OOKYMEHT




26 O4HOYaCTHble JOKYMEHTbI 1,8

27 MHOrO4acTHbl€ JOKYMEHTbI 3,6

28 npoBepka O0CTyna K 3JyIeKTPOHHOMY || oAuH OOKYMeHT || 5,4

pecypcy
5.5. CnpaBoyHo-6mbnnorpagmyeckoe obcnyxumBaHne
Ta6bnuua 92.
Tabnuua 92
N HanveHoBaHne npouecca, onepauun. || EanHuua Hopma
n/n || CocTtas paboThl N3MEpPEHMS BPEMEHM,
MU/H.

1 2 3 4
BbinonHeHne YCTHbIX
Bubnmorpadmyecknx cnpaBok:

1 nogrotoska paboymx MecT exeqHeBHO 13,0

2 eXeQHEBHbIN  CTAaTUCTMYECKUA  Y4eT || exeOHEeBHO 13,5
cnpaBoYHO-6MbnmMorpadm4eckoro
obCcnyxMBaHua yntTatenemn

3 n3ydyeHne oTpulateribHbiX OTBETOB Ha || exeaHEBHO 13,5
6ubnunorpadmyeckne 3anpocbl C LENbIO
BblsiBNieHNs 6paka




4 npuemM  3anpoca Ha  BbIMOSHEHME || O4WH 3anpoc 10,0
Bubnmorpadmyeckon cnpaBku

) 0doOpMIIEHNE  KOHTPOSIbHOrO  JIUCTKa || O4WH 1,0
nonb3oBaTens nonb3oBaterb

6 TemaTunveckas yCTHasa || ogHa cnpaBka 17,0
Bubnmorpadmyeckas cnpaska

7 afipecHasq ycTHas crpaBska ofHa cnpaska || 8,0

8 YTOYHAOLAS yCTHaqa || ogHa cnpaBka 18,0
Bubnmorpadmyeckas cnpaska

9 doakTorpadmyeckas yCTHaqa || ogHa cnpaBka 15,0
Bubnmorpadmueckas cnpaska

10 || opmeHTupyoLasa KOHCYnbTaums ogHa 6,0

KOHCYNnbTauus

11 bmnbnuorpadmueckas/daktorpadguyeckas || ogHa cnpaska || 12,0
cnpaska rno TenegoHy
BbinonHeHne MUCbMEHHbIX
Brnbnuorpadmyeckmx CnpaBokK:

12 npuem w©n perncTpaumsa MNUCbMEHHOMO || OOWH 3anpoc 3
3arnpoca B OpraH13aLoHHOU rpynne

13 ancnetyepusaums NMUCbMEHHBIX || exeaHEBHO 60

3anpocos B rpynne CBO




14 perMcTpaumsa 3anpoca B XypHarne ydeTta || ogHa 3anucb 3
MMCbMEHHbIX cnpaBok rpynnbl CEO
[TMCbMeHHaa TemaTudeckasa crnpaska:
15 Tematndeckad cnpaBka 1-n cTeneHu || ogHa cripaBka 1200,0
CMOXHOCTW: OO0 25 Ha3BaHuMW, C
NPOCMOTPOM BGrnbnmorpadmyeckmx
NCTOYHMKOB
16 Tematndeckasd cnpaBka 2-n CTeneHu || ogHa cripaBka 2900,0
CINOXHOCTW: CBbllle 25 Ha3BaHui, C
NpOCMOTPOM  Bubnuorpadmuyecknx wn
TEKCTOBbIX UCTOYHMKOB
17 NMUCbMEHHas yTOYHAOWASA || ogHa crnpaBka 360,0
Bubnmorpadmyeckas cnpaska
18 NMMCbMEHHas agpecHas crnpaska ofHa cnpaska || 120,0
19 nMcbMeHHas oakTorpadmyeckas crnpaeka || ogHa cnpaska || 360,0
20 NMUCbMEHHbIE KOHCyrnbTauun: || ogHa 480,0
TemaTnyeckas KOHCYnbTauus, || KOHCynbTauus
KOHCYIbTaLusa-KnnLie
PenaktupoBaHue BbIMOSIHEHHbIX
MMCbMEHHbIX CMPaBOK:
21 afipecHasa NMCbMeHHas cripaBka ofHa cnpaska || 9,0




TemaTnyeckasi nMCbMeHHas cnpaBkKa.:

ofHa cnpaBka

22 1-N CTEeNneHn CroXXHOCTH 18,0
23 || 2-1 cTeneHu CroXHoCTun 48,0
24 YTOYHAIOLWAA MMCbMEHHasa crnpaBka OfHa crpaska 8,0
25 || dhakTorpadmyeckasi nIMCbMeHHasa cnpasBka || ogHa cripaska || 8,0
26 perMctpaums BbIMOMHEHHOMW NMUCbMEHHOM || OofHa 3anuchb 3,0
cnpasku B rpynne CBO B xypHane y4eTta
MMCbMEHHbIX 3anpoCcoB
27 perMcTpaumst BbIMONHEHHOMW MUCbMEHHOM || OfHa 3anuchb 2,0
cnpaBKu B opraHusaumoHHon rpynne CBO
28 odopMmIieHne un nepegadva/otnpaeBrieHne || 04uH 3anpoc 12,0
OoTBeTa 3aKa3yuky
BupTtyanbHasa crnpaBoyHas cnyxba:
29 BUpTYyaribHas TemaTuyeckas crnpaska OfHa crpaBka 18,0
30 BUpTYyaribHas agpecHas cnpaska ofHa cnpaska || 7,0
31 BUPTYyanbHas yTOYHSAOLWASA CnpaBka ogHa cnpaeka || 18,0
32 BUpPTYaribHas OpUeHTMPYOLWAs cripaBka ofHa cnpasBka || 6,0




33 odoopMIieHNe OTBETA Ha 3anpoc Yurtatens || O4HO NUCbMO 6,0

34 NonosiHeHne apxuBa BbIMOSIHEHHbIX || O4HAa cnpaBKka 11,0
cnpasok ("basa 3HaHuN")

35 CKaHupoBaHuWe [OOKYMeHTOoB W3 doHOOB || ogHa 3,0
CBO no 3akasam nonb3oBaTenen CTpaHuua
KoHcynbTauyuu: oaHa

KOHCYSbTaLus

36 MeToaun4eckas 10,0

37 TemMaTnyeckas 10,0

38 nokarnbHas KoopaunHaums n || ogHO NUCbMO 12,0
avcnertyepmsaums BbIMOSTHEHUSA
BUPTYyaribHbIX CPaBOK
Bubnunorpadmyeckoe oby4eHne
nonb3oBaTerneun
KoHcynbTauyuu: odHa

KOHCYNnbTaums
39 MeToaunyeckas 10,0
40 TemMaTnyeckas 15,0




41

noaroToBka Bubnuorpadmyeckoro
ob3opa no metoguke OPMUPOBAHUA
bubnunorpadmyeckon 3sanmcu, paboTbl C
KaTarnoramu, Brnbnmorpadmyecknmm
MCTOYHUKaAMN  POPMUPOBAHUA  CciUCKa
nuMTepaTypbl K Hay4yHou paboTe

OaWH 0630p

2400,0

42

NoAroToBka n npoBeaeHne
Bubnmnorpadmuyeckoro ob3opa no
MeToauKe Bubnmnorpadmuyeckoro
OnucaHus

O4WH 0630p

480,0

43

npoBegeHne 9KCKypcunm no doHgam u
cnpaBo4YHO-6Mbnnorpadmyeckomy
annapaty (CBA) LIBC

ogHa
3KCKypcus

480,0

BeneHwne CrnpaBOYHO-
6ubnmorpadmyeckoro annapara:

44

BE4EHNE apXxuBa BbIMNOMHEHHbIX CMPaBOK
B 3JIEKTPOHHOM pexume

ofHa cnpaBka

8,0

45

BBOJ, KapToTek B B[]

oaHa
KapToyka

6,0

BbicTaBo4vHas pabora:

ogHa
BbiCTaBKa

46

paspaboTka NnaHa opraHu3auun u
9KCMNOHNPOBAaHMS TemaTu4eckom
BbICTaBKMN

2160,0

47

noaroToBkKa COI'IpOBO,D,I/ITeJ'IbHOIZ
AOOKYMEHTaU N K BbICTaBKE, 3TUKETaXa

360,0




48 MOHTa) BbICTaBKU 480,0

49 JEMOHTaX BbICTaBKU 240,0

[MpumedaHune: npn paboTe C OOKYMEHTaMW Ha MHOCTPaHHbIX €BPONEnCKnX
A3blkax U A3blkax Hapogos Poccurckon denepaunn, KpoMe pPycCKoro, K Hopmam
BPEMEHU MPUMEHAETCA NoBbILaoWmn koaddmumeHT 1,15.

5.6. HoTHbIE n3gaHusa v 3Byko3anucu

Ta6nuua 93.
Tabnvua 93
N HanmeHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MUH.
1 2 3 4
dopmupoBaHune
Bubnmorpadmyeckomn 3annucu:
1 Ha rpaMniacTUHKM Ha pPYCCKOM || O4WH OAUCK 140,0
A3blKe (onucaTenbHas
KaTanornsauus)
2 Ha rpamMnnacTUHKN Ha || oOAuH OUCK 180,0
MHOCTPaHHbIX EBPOMNENCKUX SA3bIKaX
N a3blkax HapogoB Poccuickon
depepauun, Kpome PYCCKOro
(onucaTernbHaga Katanormsaumns)




Ha ayguMo  KOMNakT-guCKe  Ha
pycCKOM s3blke (onucaTesribHas
KaTanornsauus)

OAWH AUCK

160,0

Ha ayguMo KOMMakT-AUCKe  Ha
MHOCTPaHHbIX EBPOMNENCKNX SA3blKax
N sas3blkax HapogoB Poccuickonm
denepauun, Kpome PYCCKOro
A3blKa (onucaTenbHas
KaTanornsauus)

OAWH AUCK

220,0

Ha My3blKarlbHOM KOMMaKT-OUCKEe
(onucarernbHas Katanorm3aums)

OAWH AUCK

480,0

Ha HOTHble W3JaHUA Ha PYCCKOM
A3blKe (onucaTenbHas
KaTanornsauus)

OOVH OOKYMEHT

132,0

Ha HOTHbIE n3gaHusa Ha
MHOCTPaHHbIX EBPOMNENCKUX SA3bIKaX
N sas3blkax HapogoB Poccuickonm
depepauun, Kpome PYCCKOro
(onucaTernbHaga Kkatanormsawuns)

OOVH OOKYMEHT

140,0

CnpaBo4Ho-6ubnmorpadmyeckoe
obcnyxMBaHne B YnMTanbHOM 3ane

BbinonHeHne YCTHOM
Bubnmorpadmyeckon cnpaBKu:

npyem 3anpoca Ha BbIMOMHEHNE
Bubnmorpadmyeckon cnpaBku

OAWH 3anpoc

6,0

TemaTmyeckas yCTHasl
6ubnmorpadmyeckas cnpaska

ofHa cnpaska

20,0




10 yCTHasd agpecHas || ogHa cnpaBka 12,0
Bubnmorpadmyeckas cnpaska
11 YTOYHAOLLAS yCTHaqa || ogHa cnpaBka 22,0
Bubnmorpadmyeckas cnpaska
12 doakTorpadmyeckas yCTHaqa || ogHa cnpaBka 18,0
Bubnmorpadmyeckas cnpaska
KoHcynbTauyuu: OHa
KOHCYMbTaLms
13 6rnbnuorpadmyeckme 10,0
14 OpUeHTUHpyoLwme 3,0
15 BCnomMoraTesibHO-TEXHUYECKME 6,0
BbinonHeHne NUCbMEHHbIX
Bubnmorpadmyecknx cnpaBok:
16 npuemM M perucTpaumns 3anpoca B || ofHa crnpaBka 15,0
KHUre yyeTta MUCbMEHHbIX
Brnbnuorpadmyeckmx cnpaBok
17 n3ydeHne 3anpoca, yCTaHOBIieHMe || ofHa crpaBka 900,0

nnm YTOYHEHME SINIEMEHTOB
6ubnmorpadmyeckon 3anmucu

BeneHne CrpaBO4HO-
6ubnmorpadmyeckoro annapara:




18 odoopMIieHne KapTO4Ku Ana || ogHa kapTouyka 16,0
KapToTeK

19 co3gaHue oubnunorpadmyeckon || ogHa 3anuchb 8,0
3anucu (b3) Ha cTaTbu No My3bike
n3 OOKYMEHTOB, He
cooTBeTCcTBYHOLWX npodmrio M3

20 BedeHne KapToTek o[Ha KapToyka 1,0

5.7. Pabota ¢ nutepartypon no 6mMbnumotekoBegeHuo, dubnunorpadosegeHuo n
KHUrOBELEHNIO

Tabnuua 94.
Tabnvua 94
N HanmveHoBaHue npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHUs BPEMEHMN,
MWH.

1 2 3 4
O6paboTka HOBbIX MOCTYNIEHUA B
nporpammHom obecnedeHun (MNO):

1 npuem HOBbIX NOCTYMNreHnn || oguH 0,5
OTEYECTBEHHbIX  [OOKYMEHTOB B || AOKYMEHT
ANCNeT4epCKOn nporpammve
nepenaym




NPMEM HOBbIX MOCTYMNSIEHUA Ha
MHOCTPaHHbIX €BPOMNENCKUX S3blKax
N as3blkax HapogoB Poccuickonm
depepaunn, KpoMe pycCcKoro

OOVH
[OKYMEHT

1,0

ochopMIiEHME KapTOYKN HA JOKYMEHT
Ha PYCCKOM £3blKe OS5l KaTanoroB U
06r1acTHbIX KapToTeK C
NCNosnb30BaHNEM
6ubnmorpadmyeckon 3anmucu

o[Ha KapTo4Ka

8,0

odhopMrieHNe KapTOYKN Ha OOKYMEHT
Ha  WHOCTPaHHbIX  E€BPONENCKNX
A3blkax M fA3blkax ~ HapogoB
Poccuinckon ®depepaummn, Kpome
pyccKoro, Ans  KaTtanoroB wu
06r1acTHbIX KapToTeK C
NCMNOfb30BaHNEM
6ubnmorpadmyeckomn 3anmucu

o[Ha KapTo4Ka

10,0

aHanuMTu4eckoe onvcaHue
nokymeHToB B 10

ofHa cTaTbs

12,0

O6cnyxuBaHne nonb3oBaTenen;
BMpTYyanbHasi cnpaBoYHas cnyxoda:

npuem Bubnunorpadmyeckoro
3anpoca ymitartens

OAWH 3anpoc

3,0

BUPTYyarbHas TemaTun4eckas
cnpaska

ofHa cnpaBka

54,0

BUpTYarbHas afgpecHas cnpaeka

ofHa cnpaBka

18,0

BUPTYyaribHad yTOYHAKOLWAA CripaBKa

ofHa cnpaBka

26,0




10 BUpTYyarbHas doakTorpadmyeckas || ogHa cripaeka 20,0
cnpaBka
11 odoopMSieHMe oOTBeTa Ha 3anpoc || O4HO NUCbMO 10,0
yuTarend
12 NOMOSIHEHNE apxuBa BbIMNOSIHEHHbIX || O4HA crnpaBka 10,0
cnpasok ("basa 3HaHuN")
13 eXeQHEBHbIN CTAaTUCTUYECKUA YYeT || exeOHEeBHO 12,0
cnpaBoYHO-6MbnmMorpadmyeckoro
obcnyxmBaHua yntatenemn
5.8. O6paboTka onTnyeckmnx komnakT-gmuckos (OIP)
Ta6nuua 95.
Tabnvua 95
N HanmveHoBaHue npouecca, || EanHunuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHns BPEMEHMN,
MU/H.
1 2 3 4
1 noslydeHne n JocTaBka ONTUYECKMX || oaHa naptusa || 30,0

KOMMNaKT-4UCKOB n3
avcnetyepckon OLIK3

OOKYMEHTOB
(100 guckoB)




2 npuem HOBbIX NOCTynreHun || ogHa naptus || 60,0
ONTUYECKMX KOMNAKT-AMNCKOB AOKYMEHTOB
(100 guckoB)
3 CYMMapHbIX y4eT KOMMaKT-OUCKOB | ogHa  naptua || 7,0
(No ycTaHoBIEeHHOM hopMme) [OKYMEHTOB
4 nHOVBUOYyanbHbIA y4eT KOMMakKT- || ogHa 3anuchb 1,0
ANCKOB
5 TexHn4yeckas obpaboTka || OAWH OOKYMEHT 2,0
ONTUYECKMX KOMNAKT-ANCKOB
6 LMdppoBKa LOKYMEHTOB B MoAayrne || O4uH OOKYMEHT 1,0
ak3emnnspsbl MO
5.9. PaboTa ¢ yntatenamm
Ta6nuua 96.
Tabnvua 96
N HanveHoBaHne npouecca, onepauuun. || EanHunuya Hopma
n/n || CocTtaB paboThbl N3MEpPEHMS BPEMEHM,
MU/H.
1 2 3 4

3anucb nonb3oBatens B OuUbnMoTeky,

paboTa c yntaTtenem:




noaroToBka pabo4nx MecCT
nonb3oBarenen wn  oBCnyXMBatoLLEro
nepcoHana: npoBepka TEXHUYECKOro
COCTOSIHUA ceTeBOro obecneyeHuss u
napka BbIYUCTIUTESTbHON TEeXHUKMW,
BKJItoueHume 1K

oauH MK

2,0

NPpUHATME Mep NO NnMKBMaauum cboeB B
pabote [1K, pabote ceTn, OTCYTCTBUSA
aocTyna Kk 6ase gaHHbIX Nonb3oBaTenen,
nHdopmmnpoBaHme COOTBETCTBYHLUMX
cnyxb o cbosix, NpoBepKka HeUCrnpaBHOro
obopygoBaHuda, dwmkcaums cboeB B
TeTpagu yyeTa C yKasaHMeM XapakTepa
HEMCNpPaBHOCTU 1 BPEMEHN Havana cbos,
nocne ycTpaHEeHUs HEeMnonagkum oTmeTka
BPEMEHUN €€ YCTPaHEHMS

oauH cbon

10,0

NPOCMOTP OOKYMEHTOB yuTarens
(nacnoprt, yOOCTOBEPEHME,
NOpPy4YMTENBCTBO), MNPOBEPKA  Hanmnyus
YY4ETHO-PErNCTpaLMOHHOM KapTOUYKM
yutartens

OAWH
yutaTenb

3,0

3anosiHeHue doopmynsipa yuTartens,
YYETHO-PErMCTpaL,MOHHOMN KapTOuKW,
yuTaTenbckoro buneta

OOWH
KOMMMNEKT

5,0

O3HaKOMIeHMEe u4utaTenss Cc npasunamm
Norb30BaHUS oubrnimotekon,
pacnonoxeHnem doHga, CnpaBOYHbIM
annapaTtom

OOWH
yutaTenb

6,0

nogbop w paccTtaHoBKa MO Homepam
buneTtos, andasnTy aMmnnMin yutTatenemn
YYETHO-PErMCTPALMOHHbLIX KapTOYeK

oaHa
KapToyka

2,0




OCYLLIECTBIIEHNE KOHTPOSIA 32 BO3MOXHbIM
HanMyMeM [aHHbIX O 4uTaTernie Kak
HapywwmTene (nMLweH npaea
NoNnb30BaHUA); BedeHue (N perynspHbIn
NPOCMOTP) KapTOTeKu yuTaTenen-
HapyLmTenemn

OAWH
yutaTenb

0,5

[Nepepernctpauns ymtaTenem:

nouck doopmynsipa  (permcTpauOHHON
KapTOuYKM) yuTaTens, BHeceHue
M3MEHEHUN B HUX W B 4YUTATENbCKUX
buneTtax (YyTOYHEHME aHKETHbIX AaHHbIX,
HOBOMO 4YuUTaTEeNbCKOro HOMepa, [nOarbl
nepeperncTpaumm) C BeJeHeM
KapTOTEKM HayyHbIX TEeM U TEeKyLmX
N3MEeHEeHNN (nony4veHue 3BaHUN,
ny6nvkauun, napos)

oaHa
KapToyka

2,0

3anucb (nepeperncTpaums) yntatenen B
aBTOMaTU3NPOBAHHOM PEXNME:

CbeMka dooTokamepomn ans
yuTaTenbckoro 6uneta M BCTaBka
dhoTorpadmm B ynTaTenbckmm ounet

OOWH
noceTuTerb

2,0

10

odoopmrieHne Koga yuTaTtens C
KOHTPOSIbHbIM ~ pa3psgoM U CPOKOM
NOfb30BaHUSA YUTaTENbLCKMM BUneTom, Ha
OCHOBE Bbl4aHHOW MHGOPMaLUn

OOWH
noceTuTerb

0,4

11

BblJa4ya Ha TMpUHTEP CBedeHUn O
3anucaBllemMcss uutatene B Buae
yutaTenbCcKoro ouneta

OOWH
noceTuTerb

0,4




12

Habop Ha KnaBuvatype CBeOeHUn O
yutatene: damMunma, UMsi, OTYECTBO,
XapakTepuayome ero NPU3HaKn
(obpasoBaHne, creunanbHOCTb), KOA,
HOMeEp YuTaTENbCKOro bunera;
doTocbeMKa

OAWH
noceTuTerb

2,0

13

OCYLLIECTBIIEHNE KOHTPOSIA 3@ BO3MOXHbIM
HalmMYMeM  OaHHbIX O  vuTartere,
3anucasliemMcss B 6uMONMOTEKy (paHee
3anuncaH, NeH npasa Nnosib30BaHNs)

OOWH
noceTuTerb

2,0

14

odopMIieHne uJutatenbckoro 6uneta c
HOMEPOM M  CPOKOM  MOSfb30BaHUSA
yuTaTeNbCKUM OUNETOM, Ha OCHOBE
BblaHHOW MHJpopMaLmm

oavH bunet

1,0

15

Bblda4a Ha MNPUHTEP CBeAEeHUA O
3anucaBslleMcsl 4uTaTtene; npoBeaeHue
paanodacToTHOM noeHTudmkKaumum
yuTatenockoro 6wuneta; npoBegeHue
AEHEXHOro B3aMmMmopacuyeTa C
nosib3oBaTenemM 4Yepes Kaccy; yaaneHHas
3anunch: cBepka JaHHbIX
PEMMCTPALMOHHON KapTOYKW, KONMUU C
nacnopra, odbopmrieHne aorosopa-
odepTbl Ha npegocTaBneHve OCTyna K
9NIEKTPOHHBbIM  pecypcam  BubnmnoTtekn,
Habop Ha KnaBmatype [aHHbIX, A5
3anorHeHMsl OOoroBopa, BbIBOA 40OroBopa
Ha NpUHTEP, Nnoanucb nya,
3aKsiroyaBLLEro 4OroBop

OOWH
noceTuTerb

15,0

16

odpopmneHve Bxoada-Bbixofa YuTtaTens u3
B6rnbnmoTekn (NOCTOAHHBIA YUTATENBCKUIA
bunet CKaHupyeTcs, BblaeTcs
KOHTPOJIbHbIN FIMCTOK)

OOWH
noceTuTerb

2,0




BbinonHeHne TpeboBaHui
nonb3oBarernen, Bblgadya OOKYMEHTOB U3
OCHOBHOIoO
KHUroxpaHeHusi/cnewunanm3npoBaHHOro

dooHaa:

17

nonyyeHne TpeboBaHMsA Ha OOKYMEHT U3
OCHOBHOIO XpaHeHus, npoBepka
NPaBUMBHOCTU 3anoNHeHUss TpeboBaHus,
perucTpauus

04HO
TpeboBaHue

1,0

18

nonyyeHve TpeboOBaHNA Ha [OOKYMEHT,
npoBepka NpPaBUMbHOCTM  3arOfHEHMS
TpeboBaHusa, perncTpauuns, nopaboTka
TpeboBaHuss, nogbop no uwmdpam B
crneumnanm3nposaHHoOM dooHae

04HO
TpeboBaHue

1,0

19

yCcTaHOBKa MecTa HaxoXaeHus
HEeHalldeHHOoro AokymMeHTa no Gasam u
6aHkam [aHHbIX, CnpaBOYHbIM
KapToTekam, KaTanoram

OOVH
LOKYMEHT

5,0

20

Bblava OOKyMeHTa n3 oTgena
KHUroxpaHeHus/cneumannm3npoBaHHOro
doHOa yuTaTento; oTMeTka Ha KHWKHOM
dopmynsipe/TpedoBaHum; 3anncb
OOKYMEHTOB B YMUTATENbCKYHD KapTOYKM
(BKMagHoOW INUCT), OTMEeTKa B KHure
3aKasoB

OOVH
[OKYMEHT

1,5

Bbigaya OOKYMeHTa n3 otaena
KHUroxpaHeHusi/cnewunanm3npoBaHHOro
dooHaa YnTaTento:

21

npuem OOKYMEHTa oT
yuTaTtens/nons3oBarens

OOVH
[OKYMEHT

1,0




5.10. Bblgaya KOMMNEKTOB [JOKYMEHTOB BO BpPEMEHHOe Mofib30BaHue
nogpasaeneHnsm 6nbnmoTeku
Tabnuua 97.
Tabnuua 97
N HanmeHoBaHue npouecca, || EanHunuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHUs BPEMEHMN,
MWH.
1 2 3 4
1 odoopmrieHne  3asdBKu/akTa Ha || ogHa 3asBka, || 20,0
KOMMNEeKT AOKYMEHTOB, || OOWH aKT
nepegaBsaemMbli B CTPYKTYpHOeE
noapasgeneHue
2 noadop AOKYMEHTOB B KOMMSIEKTbI; || OAWUH KOMMMEKT 10,0
perncTpaums BblJaHHbIX
AOKYMEHTOB B Y4ETHbIX hopmMax
3 BblJa4ya KOMMJIEKTOB [OOKYMEHTOB, || oauH komnnekT || 5,0
OTMETKa Ha KHWKHOM dhopmynspe
(MHOuKaTope) naThbl Bblgauu,
JaHHbIX noapasgeneHui,
nosiydaroLLmx KOMMSIEKT, OTMETKa B
KHUre Bblgadyn gaTbl  Bblaaudw,
JaHHbIX noapasgeneHuni,
nosiydaroLLmx KOMMSIEKT, OTMETKa B
aKTe nepegaym




nony4vyeHve KOMMSEKTOB
AOKYMEHTOB oT CTPYKTYPHbIX
noapasgeneHnin; MNOUCK KHWKHOIO
dopmynsipa (MHOukKaTopa),
norawieHne OTMETKM O Bblaade,
BNOXeHNWe ero B  [OKYMEHT;
npoBepka m3n4eckoro CoOCTOSAHNSA,
nepecyeT NMUCTOB, CBEPKa C akTOM
nepegayun; noraweHne OTMETKM O
BblOaye B KHUre Bblaa4vun

OONH KOMIMIEKT

18,0

5.11. ObcnyxmBaHne nornb3oBaTenen OOKyMeHTaMu B 3arne C rmbpuaHbIM

obcnyxmBaHnemMm,

3ane QJIeKTPOHHbLIX pecypcoB, 3arne "WMHTtepHet", 3ane

cneyunanuavpoBaHHoro otaesna. Npmuem 3akasoB no TeriedoHy U3 ropoaa

Tabnuua 98.
Tabnvua 98
N HaumeHoBaHne npouecca, onepauun. || EognHunua Hopma
n/n || Coctas paboThl N3MEpPEHMS BPEMEHM,
MW/H.
1 2 3 4
1 npoBedeHne KoHcynbTauum, 6ecegbl C || OAuWH 2,0
yuTaTenem no npasuriam obCNYyXMBaHUA || YuTaTenb

B 3arne 1 npegocTaBnseMblX ycryrax, no
MEeToOMKE TMoucka no  CMpaBOYHO-
Bubnmorpadmyeckomy annapaty npu Y3,
y KaTaroroB, KapTOTeK, KHVXHbIX MOSOK,
0 BO3MOXHOCTSIX noucka n
NCMONb30BaHUA 3N1IEKTPOHHBLIX PECYPCOB;
NHPOPMUPOBAHME YMUTATENA O HOBbIX
MNOCTYNNEHNsIX




KOHCynbTaumm no pabote ¢ MK B 3ane, || oauH 2,0
no paboTe B 3NeKTpoHHOM BunbnmoTeke yuTartenb

npuem 3akasoB Mofib3oBatenien Ha || ogvH 3akas 0,9
n3gaHnsa N3 OCHOBHOMO KHUrOXpaHUnLa

nosiydeHne [OOKYMEeHTa, 3aKas3aHHoro || oawH 0,9
yutaTenem B oTaene || OOKYMEHT
KHUroxpaHeHusi/cnewnannm3npoBaHHOro

dooHaa/MuTansHOM 3ane otaena

paccTaHoOBKa M3gaHuMi Ha OpoHenonkax || oauH 0,3
YuTanbHOro 3ana, nocTynuMBLWMX W3 || OJOKYMEHT
KHUroXpaHuUnuLa no 3aKasam

nonb3oBaTernen

noadbop [OOKYMEHTOB Ha ©OpoHenorike, || OauH 0,4
3aKa3aHHbIX n3 OCHOBHOIO || AOKYMEHT
KHUrOXpaHunuia, nepegada Ha kadegpy

Bblga4u

noadbop [OOKYMEHTOB B NogcobHOM || oauH 2,0
doHOEe 4yMTanebHOro 3ana, nepedada Ha || OOKYMEHT

Kadpepy Bbloaym

noadbop  OOKYMeHTa B XpaHEeHuM || OAWH 10,0
cneumanM3mpoBaHHoro ¢oHga, oTMeTKa || O4OKYMEHT

Ha TpeboBaHun, Nnepegavya AOKYMEHTa Ha

Kadpepy Bbloayu

yCTaHOBKa MecTa HaxoxgeHus || oguH 22,0
HeHangeHHoro AOKYMEHTa no || OOKYMEHT

CNpaBOYHbIM KapToTekam, Kararoram,
permcTpaumnsa oTkasos




10

BblJaya AOOKYMEHTa 4uTaTeno: CBepka
BblJaBaEMOro AOKYMEHTa C
yuTaTtenbCkuM TpeboBaHMeEM, MpoBepKa
HanNM4us CTpaHuu/Kagpos
MUKpOMIibMa, MUKPOQMLL, copepkaHne
AVCKa, cuyuTbiBaHWe wWTpux-koga (npw
9NIeKTPOHHOM  3aKka3e) B  Moayre
"umpkynaumna” K, oTMeTka KHUroBbIg4a4m
Ha KOHTPOSIbHOM NINCTKE

OOWH
KOHTPOJbHbIN
FNIUCTOK

1,8

11

npuem OOKyMEHTa OT uyuTaTens: cBepka
ero ¢ TpeboBaHMEM (KOHTPOJIbHbLIM
ITUCTKOM), npoBepka  COXPaHHOCTU
OOKYMEHTA, HanuMuusi CTpaHuu/Kagpos
MUKpOMIibMa, MUKPOQMLL, copepkaHne
ANCKA, CYUTbIBaHWE LWTpux-koga (npu
9JIEKTPOHHOM 3akase), BHECeHue
OTMETKM O TMpUEME HA KOHTPOSIbHOM
nmcTke

OOVH
OOKYMEHT

1,0

12

nepegadva/TpaHcnopTMpoBKa/gocTaBka
OOKYMEHTa, COaHHOro uJuTaTtenem, B
oTAEen KHUrOXpaHeHs

OOVH
[OKYMEHT

1,0

13

BbIICHEHME NO noBOAYy 3akasa U
npoaneHve Ccpoka NonbL30BaHUA
OOKYMEeHTamu no ternegoHy

OAWH 3anpoc

1,0

14

BblACHEHME TNO noBoAdy 3akKa3a U
npoaneHne CpoOKa NnoJib30BaHUA
AOOKYMEHTaMu no 3ﬂeKTpOHHOIZ no4yTe

OAWH 3anpoc

2,0

15

obecne4veHune KOHTPOJIA 3a CpOKaMu
Nnosfib30BaHNA OOKYMEHTOB

OAWH 3anpoc

0,8




16

npoaneHune cpoka NONb30BaHs
OOKYMEHTOB, MOUCK KapTOYKW, BHECEHME
OTMETKU 0 npoaneHun cpoka
NONb30BaHMs, NpoaneHne no TenedoHy

CpoKa nornb30BaHus

Ha OOgVH AeHb

30,0

5.12. BHyTpeHHsas paboTa

Tao6nuua 99.

Tabrvua 99

n/n

HanmveHoBaHune npowecca,
onepauunn. CoctaB paboThl

Eannnya
N3MepeHns

Hopma
BPEMEHMN,
MUH.

[MogroTtoBka K Bblgaye OOKYMEHTOB:

nposepka 6 poHenosok c
OTIIOXKEHHbIMW ~ JOKYMEHTaMu  (No
Cpokam)

Ha oOgVH AeHb

10,0

cbpocka JOKYMEHTOB (MO CpoKam)

OOVH OOKYMEHT

0,2

nogBedeHne WToroB U aHanms
paboTbl 3a nNpowenlwun OeHb,
BHECEHME 3anncu B  XXypHanbl
CTaTUCTUKHK

Ha oOgVH AeHb

12,0

MPOCMOTP HOBbIX MOCTYNMEHUA ONs
pekoMeHaauumn YuTaTensam

OOWH OOKYMEHT

3,0




NPOCMOTP (npoBepka
NPaBUNbHOCTU PaCCTAHOBKM) KHUM
dooHAa OCHOBHOIO XpaHeHus

Ha OOVH AeHb

5,0

MNooBenoeHne wuToroB paboTbl 3a
OEHb:

npoBepKa aHKeT M 3anucen B 6ase
OaHHbIX Ha COOTBETCTBME KOOOB
(cembn) peten, poauTenen u
APYrX poLCTBEHHNKOB

eXXeHEBHO

60,0

NPOCMOTP WHGOpMaLIMN O HOBbIX
MEPONPUATUSX, 3aHATUSAX, KHIDKHBIX
BbICTaBKaX, CMNEeKTaknsax MU npodee
AN pekoMeHaauum yutaTensam

eXXeHEBHO

40,0

cucTemaTusauus aHkeT
nonb3oBaTernen, 3anucaHHbIX 3a
NeHb

eXXeHEBHO

15,0

5.13. CnpaBo4Has 1 nHdopmaLnoHHasa paboTta

Taonuua 100.

Tabrvuya 100

n/n

HanmveHoBaHune npowecca,
onepauunn. CoctaB paboThl

Eannnya
N3MepeHns

Hopma
BPEMEHMN,
MUH.




YyeT  NOCTYNUBLLMX  BTOPUHHBLIX
OOKYMEHTOB (KapTOYeK):

BblABJIEHNE HEBbIMNOJIHEHHbIX
3adKa30B; COCTaBJieHne 3adBKUN Ha
HEBbIMOJIHEHHbIE 3aKa3bl

Ha OOHY
Heaeno

840,0

Opranunsauus CrnpaBO4HO-
Bubnunorpadmyeckoro annapara
(CBA):

cocTaBneHne 6ubnuorpadmyeckon
3anucu

OOVH
LOKYMEHT

2,3

[MpocmoTp n ot6op kaptovek B CBA
B LenaX U3bATUS UM NepeMELLEHNS]
(BTOpPWUYHLIN OTHOP):

N3bATME U3 KaTanoroB M KapToTek
KapTo4yek Ha AOKYMEHTbI,
CnucaHHble 13 oHaa; NnPOCMOTP
KpaeBeavecKux,

Bubnmorpadmyeckmx n
doakTorpauyeckmx KapTOTeK,
N3bATUE N3  HUX KAPTOYKM Ha
AOKYMEHTbI, NOTEpsiBLUME LLEHHOCTD,
nepeBod KapTOYKM B  apXMBHble
KapTOTeKU (YHUUTOXEHME); BHECEHNE
OTMETKM B XypHarne y4vyeta W

perncTpauoOHHON KapToTeke;
N3bATUE W3 KaTaroroB U KapTOTEK
KapTo4vek Ha AOKYMEHTHbI,

crnucaHHble U3 poHaa

O HO
Ha3BaHue

1,0




Opranunsauus KapTOTEKN
nepcoHanuin n TemMaTnyecKkom
KapTOTEKMW:

onpegeneHue n cocTaBlieHne
nepeyHs nuy, CBeAEeHUs O KOTOPbIX
OTpaXarloTCH B KapToTeke; NpoCMOTP
NMHJPOPMaLLMOHHbIX n3gaHun,
NEPBUYHbLIX  OOKYMEHTOB, OTOOp
OOKYMEHTOB [ONs1  BKIHOYMEHWA B
KapTOTEKY; cocTaBJieHne
aHanMTU4YeCcKoro  aHHOTUPOBAHHOIO
Bubnmnorpadmyeckoro onucaHus
OOKYMEHTa

oaHa
KapToTeka

15,0

NpocTaBlieHne KBanMgmKaLNOHHbIX
MHOEeKcoB, noabop KapTodek Mo
nHaexkcam (andpaBuTy) n
paccTaHoBKa KapTO4KM B
MHJPOPMaLLMOHHbLIN MacCcuB

o[Ha KapTo4Ka

4,0

TEXHMYECKass W coaepXaTternbHas
obpaboTka AOKYMEHTOB ans
BKITHOUMEHMS B KapTOTeKY;
pacCcTaHOBKa KapTO4KkM No andasuty
damurin - aBTOpoOB M MO  BUAaAM
AOKYMEHTOB

OOVH
[OKYMEHT

3,0

TEeXHU4eckoe pefakTupoBaHue
KapTOTEK: npoBepka COOTBETCTBUS
CTPYKTYpbI, coaepxaHung n
odbopmrieHnsd KapToyek B
cooTBeTCcTBUM C  TpeboBaHus MK
[aHHOM KapTOTEKW; 3aMeHa BeTXUX
KapTo4eK u pasgenurenen

o[Ha KapTo4Ka

2,0

5.14. JKCKYpPCUOHHAast AeATENbHOCTb




Taonuua 101.

Tabnmya 101

N HanmveHoBaHue npouecca, || EanHunuya Hopma
n/n onepauun. CoctaB paboThl N3MepeHns BPEMEHMN,
MWH.
1 2 3 4
1 9KcKypcus no bmubnmnoteke odHa 60,0
9KCKypcus
2 yrnybneHHas SKCKypcus c || ogHa 300,0
METOANYECKNM CoaepPKaHNEM 9KCKypcus
5.15. lNcuxonornyeckas nogaepxka yurarenemn
Tabnuua 102.
Tabrnuua 102
N HanmeHoBaHune npouecca, || EanHnuya Hopma
n/n onepauunn. CoctaB paboThl N3MepeHUs BPEMEHMN,
MWH.
1 2 3 4
1 npoeegeHne ncmxosiormyeckux || ogHa 180,0
KOHCyrnbTauum AOnsg  getem U || KOHCynbTauus

poauTenen no Bonpocam passBuUTud
N YTEeHNS aeTen




[pynnosble 3aHATUA ans
poauTenen no Bonpocam passBuUTngd
N YTEeHNS OeTeNn:

OHO 3aHATHe

NnogpoCTKOB 1 CTapLleKriaCCHMUKOB

2 noaroToBKa 1080,0

3 nposegeHne 120,0

4 npodgpeccuoHarsbHble ofHa 180,0
KOHCYynbTaumMm Ans nogpoCTKOB W || KOHCYNbTauus
CTapLUEKacCHUKOB

) npodpeccunoHarnbHble TPEHUHIM Anga || 0gHO 3aHATHe 180,0

OIEKTPOHHbBIN TEKCT LOKYMEHTa
nogrotosneH 3A0 "Kogekc" n ceepeH no:
OuumanbHbIM HTEPHET-NopTarn
NnpaBoBOW MHJpopMaLMn
www.pravo.gov.ru, 14.05.2015,

N 0001201505140045
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