MUHUCTEPCTBO KYJIBTYPbI POCCHUMCKOU ®EJIEPALIUN
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OG yTBep#IeHHH THIOBLIX 0TPAaC/IEBLIX HOPM
TpyAa Ha paboThbl, BEINOJHEMbIC B oubnoTeKax

B cOOTBETCTBUM C IyHKTOM 2 I1paBui pa3pabOTKU U yTBEPKACHHS THIIOBBIX

HOpPM Tpy[a,

yTBEPXKIEHHBIX [OCTAHOBICHUEM ITpaBuTEILCTBA Poccuiickon

®epeparu ot 11.11.2002 Ne 804 (CobpaHue 3aKOHOJATEBCTBA Poccuiickon

®enepanuu, 2002, Ne 46, cr. 4583), npuKa3blBalo:

1. yTBepI[I/ITb THUIIOBBLIE OTPACJIEBBIC HOpMBI TpyJa Ha pa6OTI>I, BBINNOITHACMBIE

B OMOJIMOTEKAX

COrTacHO HPUIIOXEHHUIO.
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2. KOHTpOJIB 3a MCIOJIHEHHEM HaCTOALICTO IIpUKa3a BO3JIOXKUTHL HA

samecTrTeNIs] MUHUCTpA KyJIbTYPhI Poccuiickoit ®enepauun H.A. Marnakosa.
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IIpunoxenne
K Ipuka3zy MuHHCTEPCTBA KYJIbTYPbI
Poccutickon ®enepanuu

OTMJZOM I. Negél{'yfl{

Tunosble oTpacjieBble HOPMBI TPy/Jda Ha padoThl,
BbINOJIHSIEMbI¢ B OHOJIHOTEKAX

1. BBoaHas yacTh

TunoBele OTpaciieBBle HOPMBI TpyJa Ha pPabOTHI, BBHINOJHIEMbIE B
6ubHoTeKax, pa3paboTaHbl B COOTBETCTBUM C IyHKTOM 2 IlpaBmil paspaGoTKu M
YIBEPXKIEHWsS  TUIOBBIX HOPM  Tpylda, YTBEPXKICHHBIX  IOCTaHOBJICHHEM
[TpaBuTensctBa Poccumiickoit ®enmepanun ot 11.11.2002 Ne 804 (Cobpanue
3aKoHOmaTeNbecTBa Poccuiickoit ®eneparum, 2002, Ne 46, cr. 4583), B uensx
peammanuH TyHKTa 4 pasmena V IlnaHa MeponpHsATHE («TOPOXHOH KapTbD»)
«/I3MeHeHusT B OTpaciisix COUWaNbHON cdepbl, HaNpaBIC€HHbIE Ha TOBBIIICHUE
3¢ PEKTUBHOCTU chepsl KYJBTYPBI», YTBEPXKIICHHOIO paciopsKeHuEM
IIpaButensctBa Poccuiickoii ®epepannu ot 28.12.2012 Ne 2606-p (Cobparue
sakoHomaTenbcTBa Poccuiickoit ®epepamnm, 2013, Ne 2, cr. 137; 2014, Ne 19,
cT. 2470), u mpemHasHadeHbl Uil (GOPMHUPOBAHMS OOOCHOBAHHBIX ONTUMAIBHBIX
mokaszarejiell  TPyJOE€MKOCTH  BBINONHEHHs  paboT B TOCYIapCTBEHHBIX
(MyHHILMTATBHBIX) OUOIHOTEKAX, OPENCNCHHS TATHOH YHCICHHOCTH PaOOTHUKOB,
BBIJAYM HOPMHPOBAHHBIX 3aJaHHd M COOTHOLIEHHH MEeXAy IIAHOBHIMH  H

IOTOBOPHBIMU pabOTaMH.
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I1. HopmaruBHas 4acTh
1. TumoBsle 0TpaciieBble HOPMBI TPy/a Ha pabOTHI, BBIOIHAEMBIE B TOCY1aPCTBEHHBIX
(MyHHIMIIANBHBIX) OubnHoTekax (0e3 UCIOJB30BaHKs aBTOMATH3NPOBAHHBIX CHCTEM YIIPABICHUS
IpoIeccamH)
| 1.1. KoMmurektoBanue 6ubnmoreqsoro Gpoxaa
| Ta6muna 1
Ne Enununa Hopma
a/ HaumenoBanue npoiecca, onepanuu. CocraB padoTsbl u3Mepenus BPEeMCHH,
MMH.
1 2 3 4
Tekymee koMIuiekToBaHHEe OHOIMOTEYHOrO oHIA
[IpocMmoTp KHUTOU3ATEIILCKOM u KHUTOTOPTOBOM
nHOpMAIIHH;
1 |mpocMotp KHUTOU3AATEIIbCKOM u KHUTOTOPrOBOI1 | OJIHA ITO3ULIUS 2,0
nHbOopManuu
2 | mpocMoTp HHPOpManuu OYKMHUCTHYECKUX AyKIIMOHOB OJIHA MO3ULIMS 2,0
Omnpenenerre TeMbl W BHOa JOKYMEHTa, MOJUICXKAIIETO | OJHA IO3ULIKS
0T00pY, BBIACHEHHE HEOOXO0AUMOCTH IPHOOPETEHH s JUIS:
3 | TOKYMEHTOB, KHUI', MATEPHAJIOB 5,2
4 | craponeyaTHBIX M PYKONIMCHBIX JOKYMEHTOB 10,0
Omnpepenenye 3K3eMIUIPHOCTH 3aKasa: OJIHA TIO3UIIMS
S | s moppazniencHui 0,89
6 |1 OMOIHOTEKH B IICTIOM 1,6
Odopmienne 3aka3a; ykazaHHe SK3EMIUIIPHOCTH, CTOUMOCTH | OJIUH 3aKa3
3aKaza, JaThbl
KosmyecTBO 3aKka3aHHbIX HA3BAHMI:
7 |1-15 40,0
8 [16-25 65,0
9 126-75 196,0
10 |76 - 100 261,0
11 |odopmieHue 3aka3za Ha 3apyOeKHBIE JJOKYMEHTEI OJIVH 82,0
JIOKYMEHT
12 |moaroToBka CHHCKa JOKYMEHTOB, IIpeularaeMbIX K| OJHO Ha3BaHHC 26,0
MEXIYHAPOAHOMY KHHTOOOMEHY; CBepKa CIHCKa ¢
KaTaJIOrOM
13 |cocraBiieHHe KapTOYKH JUIL KapTOTEKH OpraHU3alMii- | OJHa KapTodka 6,0
[ApTHEPOB; YyKa3zaHME Ha3BaHMs OpraHU3alMi, axpeca,
Ha3BaHUs OOMEHUBAEMBIX JJOKYMEHTOB
PaGora B aBroMarusupoBanHoi cucreMe (AC):
14 | BBOA 3aKa3a TEKyIero KOMIUIEKTOBaHUs B 0a3y naHHbIX AC | 0JJHO Ha3BaHHE 4,6
15 |penakTupoBaHUEe BBEICHHBIX B 0a3y MAHHBIX CBEACHHH O | OJHO Ha3BaHHE 2,5
3aKaze
16 |BBIBOA Ha HPUHTEP JAHHBIX TEKYIIEr0 KOMIUIEKTOBAHUS, OIVH 1,6
pacmedarka JIOKYMEHT
17 |BemeHue peecTpa mocTaBUKOB B AC OJIHA ITO3UIHS 8,3




Hopma
Ne Eannnna
HanMeHnoBaHHue npouecca, onepanun. Cocras paboTbl BpPEMEHH,
n/n H3MepCeHHS
MHH.
1 2 3 4
Beznenue KapTOTEKH TEKYIIETO KOMILICKTOBaHUSA:
18 |cocTaBneHne KapTOYKH, YyKa3aHHE aBTopa, 3arjlaBHs, | OZHA KapTovka 4,5
BBIXOJHBIX JaHHBIX, PETHCTPALIIOHHOIO HOMEpa
19 |nmepeHeceHue CBEJCHUH O 3aKa3e Ha KapTOUKW; YKa3aHWE | OJ(HA KapTOYKa 1,0
SK3EMILIAPHOCTH 3aKa3a, Paclpele/iCHHe MO CTPYKTYPHBIM
OJIpa3/ieeHUsAM
20 |mombop Kaprouku 1O andaBHTy JUISL PACCTAHOBKM B| OJIHA KapTO4Ka 0,4
KapTOTEKY TEKYIIEro KOMIUIEKTOBAHUS
21 |paccTaHoBka Kaprodkd B andasuTe GamuiIMii aBTOPOB, | OJHA KApTOUKa 1,0
3arJaByii B KAPTOTEKY TEKYILEr0 KOMILICKTOBaHHUS
OdopmteHre TOAMUCKH HA IIEPUOANICCKUC HU3TaHMU:
22 | BBIOOD Ha3BaHUs NEPHOJUIECKHUX H3IAHUIM UL TOAMHUCKH OJIHO HAa3BaHUE 2,7
23 |cOop 3asaBOK OT MoIpa3feleHul OHOMMOTEKH AJIS MOJMKMCKH | OJ[HA 3asBKa 1,5
Ha MEPUOJMYECCKHUE M3 IaH¥s
24 |cBepka pacmedaTKd  CHOHCKOB  YCJIOBHO  3aKa3aHHBIX | OJJHO Ha3sBaHHE 1,7
NEPUOIUYECKAX M3IaHUH C KapTOTEKON 3aKa30B, BHECCHHE
U3MEHECHHI B pacneyaTKy CIIMCKOB
25 | cBepKa 3aKa3a TEKyIIero rojia Ha MEpUOAMYECKHE U3aHU C | OJIHO Ha3BAHUC 2,4
TIOITHCKOM TIPeBIIYIIEro ToAa JUIS BBIABICHHS H3MECHCHHI
B Ha3BaHUAX;, BHECCHUE U3MECHEHHH JAHHBIX
26 |cBepKa BBIXOAHBIX JIaHHBIX BIIEPBbIC  3aKa3BIBACMBIX | OJIHO HA3BAHUC 13,5
3apyOexHBIX MIEPUOTUIECKUX U3aHuH c
OoubnuorpadpuyecKUMi  CIOIPaBOYHMKAMH W JPYIMMH
uHGOPMANHOHHBIMH UCTOYHHKAMHU
27 |odopMmieHre 3aKaza Ha IIOANMCKY, IOACYET CTOMMOCTH| OJMH 3aKas3 8.4
MOJNUCKA C Y4Y€TOM JOCTaBKM; 3aHOJIHCHHE KBUTaHIUM
a0oHEeMeHTa Ha MePUOINIECKOE H3IaHne
28 |cocTaBlieHME PETHCTPAIlMOHHOM KapTOYKH JUIs KapTOTEKH | OXHA KapTOvKa 4,5
HEPUOJIMYECKUX H3JaHui
PaGota B aBToMaTH3upoBaHHOM pexume (AC):
29 |BBOA 3aKa3a Ha HEPUOAMYECKUE U31aHUs B 0a3y NaHHBIX OJIHa KapTo4yKa 3,5
30 | BEIBOA Ha SKpaH PETUCTPAlMOHHON KapTOUKH, pacreyaTka 0JTHA KapTO4Ka 1,8
31 |KOppeKTHpOBKa 3akasa: BBIBOA Ha OKpaH  CIIHCKA| OIHO Ha3BaHUE 1,8
HEPHOIMYECKAX W31aHU|; BHECEHHWE W3MCHCHUI
IMoAroToBKa JOKYMEHTAIMY /sl 3aKYIKH M3TaHui:
32 |aykiuoHHAas TOKyMEHTaIUs OJIiH KOMIUIEKT 480,0
33 | noxkyMeHTanus il KOTHPOBOK OJINH KOMILIEKT 400,0
34 | moroBop / KOHTPAKT OJIMH KOMIICKT 240,0
35 | cocTaBieHHE TEXHUUCCKOTO 3aJaHMs VI ayKIMOHa OJIMH KOMIUIEKT 240,0
36 | cocraBiieHHe CBOIHBIX TaONUIl M CIMCKOB HW3JaHUM JUIA | OMH KOMIUICKT 360,0

TaMOXXHH, COHpOBOHHTCJ’IBHOfI
MEXKAYHAPOIHOI0 MOUYTAMTa

JOKYMCHTAIlUH JUIA




Hopma
Ne Exuuuna
HauMeHoBaHHe npouecca, onepamun. Coctas paboThl BpeMEHH,
n/n H3MepeHus
MHH.
1 2 3 4
Ilepenicka ¢  KHUTOTOPIOBBIMH  OpraHU3alldsIMH M
H3/1aTeIbCTBaMK, OMOIMOTEKAMHU, JAPUTCIISIMH:
37 |cocraBiieHHe, MeYaTh TEKCTa MACHMa (3alpoca, IIPETEH3UH), | OIHO MHUCHMO 10,2
pETHCTpaIMsl B KHUI'€ HCXOIIIUX TOKYMEHTOB (IIOCTaHOBKA
JaThl, TOPAAKOBOIO HOMEpa, YKa3aHUC HAMMCHOBaHMS
OpraHM3alyH, KPaTkoe CoAepKaHUue MHChMa)
38 | cocTasiicHUE, me4yare  OJIaroJJapcTBEHHOIO  IHChMA, | OJHO IIHCBMO 11,0
peructpaius B kKuure Jlapos 6uOIHOTEKU
39 | cocTaBneHue, NeyaTh NIMChMA HA MPEIBAPUTEIBHBIA 00CYET | OIHO IMHUCHMO 5,2
U3JaHu, IOATOTOBICHHBIX K HPUOOPETEHHIO
40 | odopmieHHe, OTIpaBKa 3aKa3a M3JAIOIIMM OpraHW3alUsM, | OJMH 3aKa3 3,1
pacnpoCTpaHUTEIIM
41 |arpulyrus ¥ COCTAaBJICHHE 3aKIIOUEHHS Il JKCIEPTHOU OonVH 360,0
KOMFECCHH TIPY TIOKYTIKE JOKyMEHTa JIOKYMEHT
JloxoMIuiekToBanue 6ubnunorednoro gonpa:
42 |nmepemucka ¢ JluccepTalHOHHBIMM COBETAMH: COCTaBJICHHE, | OJHA 3adBKa 20,0
Habop TeKCTa mHChMa (3ampoca, HPETEH3UH) B Cilydae
OTCYTCTBHA 00513aTeIHHOr0 9K3eMILIIpa TOKyMEHTa B (honjie
43 |monydyeHrWe 3asBKH Ha IpHOOpeTeHHe JOKYMEHTOB OT| OJiHA 3asBKa 2,6
IOIpa3AeIICHUM
44 | cBepka 3asBKHU ¢ «ba30# TaHHBIX 3aKa3ay OJTHO Ha3BaHUE 2,0
45 | mpoCMOTp KapTOTEKH HEYJIOBIETBOPEHHOTO CIIPOCa; aHAIH3 OJIuH 3.0
OTKa30B JIs1 BHIABJICHHUS OTCYTCTBYIOIMX TOKYMEHTOB JOKYMEHT
46 |cocTaBiieHue  OuOmuorpaduueckoi  3allMCH;  YKa3aHHE | OJHa KapTodKa 3,6
KOJIMYECTBA YK3EMIUISIPOB W CUIJIOB MOJPa3ICICHHM
OrOop  DNEKTPOHHBIX  HM3JAaHMH  JUId  JJIEKTPOHHOH
6ubmoTexu (Ob):
47 |otbop ¢aiina mo cnuckaMm mpeuloxKeHui Ui Ob, nmpoBepka | 0JJHO Ha3BaHUE 3,0
Ha  OyOneTHOCTh, TMpPOBEACHHE CBEPKM  3allMCH  C
2JIeKTPOHHBIM KatasioroM (OK)
48 |npoBepka JICTHTHMHOCTM  pa3sMEINEHUS  3JIEKTPOHHOI'O | OJJHO HA3BAHHUE 10,0
JIokyMeHTa B Ob
Ot6op cereBbix ynaneHHbIX pecypcoB (CYP):
49 | mpocmoTp KHHTOM3aTeNbCKOM u KHHT'OTOPrOBOM | OJIMH pecype 2,0
nH(popMaIuu
50 |ompemenenne TeMBI pecypca, COCTaBa, YCJIOBHM JOCTYNA, | OIUH PECypC 90,0
CO3/IaHKe MEPBUYHON 3aIlMCH B IIACIIOPTE pecypea
51 | opranu3zanus npoBeJeHHs TecToBOro goctyna K CYP OJIVH pecypc 860,0
52 |3amoJIHEHHE JTUCTa TECTUPOBAHHUS OJIMH pecypc 420,0
53 | BKITIOUEHHUE 3a9BKH B JICKTPOHHBIA yKa3areyIb 3aKasza OJlHa KapTO4Ka 0,26

OT60p HOKYMEHTOB W3 OOMEHHBIX (OHIOB OMOIMOTEK U
JOKOMILIEKTOBAHMS:




Hopma
No Eapnpuna
HaumenoBanue npoiecca, onepanui. Cocras paboThI BpEMEHH,
n/n H3MeEpeHHd
MHH.
1 2 3 4
54 | IPOCMOTp CHMCKOB, KAPTOTEK, KATATOr0B OOMEHHBIX (POHIIOB | OZHO HAa3BaHHE 3,2
Oonbmuorex, OTOOp HYXHBIX JOKYMEHTOB, CBEpKa C
KaTaJjoraMd M KapToTeKamMu  CBoeH  OMOIMOTEKH,
COCTABJICHHME CIIMCKA Ha JOKYMEHTHI, OTOOpaHHBIE B
obMeHHOM doHJe
KonuuyecTBO IOKyMEHTOB, BKIIFOUEHHBIX B CIIUCOK:
55 11 3,6
56 [2-10 37,4
57 [11-25 87,7
58 |26 - 50 197.0
CocrasiieHHE OIIEPaTUBHOIO (Teky1iero) IJIaHa
KOMIIJICKTOBAHHUSI:
59 |onpenenenue MeponpuaTH 10 (GOPMHPOBAHHMIO E€IWHOIO | OJMH IUIAH 1044.,0
donma Ha TeKymMi Trof, OTBETCTBEHHBIX MCIIOJHUTEINCH,
KOJMYECTBEHHBIX roKazaresei o0pema ¢doHIa
(mocTtymieHue, BHIOBITUE), HCTOYHMKOB MOCTYIUICHHS, CMEThL
pacxo10B
OdopmieHne IUIaHa KOMIUIEKTOBaHUS B opme:
60 | Tabmurx oJHa Tabnuia 2,6
61 |kapToTeku OJTHA KapTO4Ka 2,6
Pa6ota B apTroMaTusupoBadHoM pexxume (AC):
62 | BBOJ IUIaHA KOMILIEKTOBaHUs B 6a3y qaHHBIX AC OJIVH IIaH 1,1
63 | koppekTHpOBKa 0a3bl JaHHBIX; BBIBOJ Ha JKpaH; BHECEHHE oAuH 1,6
U3MEHECHUM JIOKYMEHT
1.2. Ilpuem 1 y4eT HOCTYNUBIINX AOKYMCHTOB
Tabmuma 2
Ne Exnanna Hopma
HaumeHoBaHue npomuecca, onepamnn. Cocras paboTel BpeMeHH,
n/n H3MEpPEeHHUs
MMHH.
1 2 3 4
1 |PacmakoBka / yriakoBKa U3JaHHMH OJlHa 11a4Ka 2,5
2 |Pa3bop [MOKYMEHTOB I©O BHJAM, S3bIKaM, HCTOYHHMKaM | OJJHO HA3BaHME 1,0
MTOCTYTIICHUS
3 |IIpoBepka oTCyTCTBHS OpaKOBaHHBIX 3K3EMILISIPOB OVH 1,0
HK3EMILLIP
[IprieM JTOKYMEHTOB, IIOCTYNHBIIHX C COIPOBOAUTEILHBIM
JIOKYMEHTOM:
4 |mpueM JIOKYMEHTOB 110 COIPOBOIMTEJIBHBIM MarepHuajam OMH 2,8
(IACT perucTpanuM, CHYeT, HAKIagHas, KOIMS 4YeKa, aKT),| 9K3eMIULIP

nopbop ®MX 1o andaBATy aBTOPOB MWK  3arjIaBHid,
SKCIEIMIMOHHBIM HOMEpaM, CBEPKa C COIPOBOAMTENILHBIM
JIOKYMEHTOM, MPOCTaBJICHUE Li€HBl HA HM3JaHWH, MOACYET
yuciia DK3EMILIAPOB, 00IEeH CTOUMOCTH




; Hopma
No Epuauna
HauMeHoBaHHe npolecca, onepanun. Coctas paborsl BpeMEHH,
n/n H3MEpEeHHus
MHH.
1 2 3 4
5 |mpuem PYKOIIMCHBIX KHHT, MOCTYIUBIIMX c OJIVH 30,0
COMPOBOTUTENILHBIM JJOKYMEHTOM JIOKYMEHT
[Ipuem muccepraiui:
6 |MOCTyNmMBIIUX C CONpPOBOAUTENHHBIM IHCHMOM M3 | OUH JJOKYMEHT 21,0
JliccepTalmOHHEIX COBETOB
7 |DOCTYHHBIINX C  CONPOBOJUTENBHLIM  ITMCBMOM U3 | OJMH JOKYMEHT 6,6
HKCHETULII
8 |mpumem aBTOpedepaToB aMCcepTalui, MOCTYMMBIIMX €| OJMH JOKYMCHT 1,3
COMPOBOAUTEIILHBIM MICEMOM M3 3KCIEIUIIHN
ITpuem JIOKYMEHTOB, HNOCTYMUBIIMX 6e3
COTIPOBOMTENILHBIX JOKYMEHTOB;
9 |mpoBepka Ha  AyOJNETHOCTb;,  IPOBEJCHHE  OLCHKHU | OJIMH JOKYMEHT 3,1
JOKYMEHTOB
10 |cocTaBiieHHE aKTa Ha IIPUEM JOKYMEHTOB OJIHO Ha3BaHUE 1,0
[TpMeM  pYKONMCHBIX  KHHI,  DOCTynuBImHX  0e3
COIMPOBOJIUTENHHBIX TOKYMEHTOB!
11 |cocTaBieHyrie axra Ha TIPHEM PYKOIHCHBIX KHHT U | OJUH JOKYMEHT 0,1
JIOKYMEHTOB
12 |mpoBepka Ha Hajuuuue OJMH3KMX IO BPEMEHHM H TEMaTUKE | OJHA 3alMCh 10,8
PYKOIMCHBIX KHHT M JoKyMeHToB B (ormax HHOP mo
ciy:xeOHOMY, aJipaBUTHOMY, YUYETHOMY KaTaJlory
IlpoBeieHre 3KCHEPTU3bI W OLEHKH DYKOIHCHBIX KHUT H | OAHH JOKYMEHT
JIOKYMEHTOB!
13 |opamHApHOH 600,0
14 | HOBBIIIICHHOM CITOXKHOCTH 1200,0
15 |Ha UHOCTpaHHBIX A3BIKAX 1200,0
16 |xaprorpaduueckoro marepuasia 1200,0
17 | My3BIK&JIBHOTO COAEPKAHUA 1200,0
18 | pykoruceii ¢ TpaBIOpaMH M ©30MaTepraIaMu 1200,0
19 |mpoBeneHune TIEPBUYHOMN aTPHOYIIVH JOKYMEHTOB (PE/IKHUX H | OMH AOKYMEHT 10,0
IEHHBIX KHHUT), OTOOpP B COOTBETCTBHH C MNpOodHIEM
KOMIUICKTOBAaHHS M pacupefielenve 0o mnoadosmaM u
KOJUIEKITHSIM
20 |mpocTaHOBKa INTEMIENst HAa 000pOTE TUTYJIBHOTO JIMCTA H OVH 0,26
Ha 17-i crpaHulle AOKyMEHTA 9K3EMILIAP
21 |mpocTaHOBKA peruCTPaliOHHOIO HOMEpa Ha HOKYMEHT OJIUH 0,26
IK3EMIUISIP
22 |HakieMBaHME HA JIOKYMEHT METKH Mg YCTPOMCTB OIVH 1,2
pannoYacTOTHOR HICHTU(DUKAITIY O0BEKTOB, | AK3EMILLIP
aKTyaIU3alus METKH
23 |HakJieMBaHME MITPUX-KOJA Ha 00OPOT TUTYJILHOTO JIHCTA U OJIMH 0,26
00JI0XKKH DK3EMILISIP
24 |BHEceHWe pa3MeTKH 10 (POHIAM Ha M3/IaHHC OJluH 0,26

IK3EMITJIAD




Hopma
Ne Enunnna
HaumeHoBanue npouecca, onepanui. Cocras paborTnl BpEMEHH,
n/n H3MepeHns
MMH.
1 2 3 4
CBepka TOCTYNMBIIMX JOKYMEHTOB C  KapTOTEKOH
TEKYIIEro KOMIIEKTOBAHHS:
25 |mOMCK KapTOYKH B KapTOTEKE TEKYINETO KOMILTEKTOBaHMS, | OJHA KapTO4Ka 0,52
CBepKa KapTOYKH C JOKYMEHTOM, BHECEHUE OTMETOK
26 |cocTaBiieHHE CHHCKA PETHCTPAlMOHHBIX HOMEPOB HOBBIX | OMIMH TIOKYMEHT 0,36
TNOCTYIUICHUH JJIsI ©3TOTOBICHHS IIEYaTHOM KaPTOYKH
Pa6Gota B apToMaTH3upoBaHHo# cucteme (AC):
27 |cBepka JOKyMeHTa C yKa3aTeleM 3aKa3aHHbIX MW3JIaHWiA, | OTHO HAa3BaHUC 3,0
BHECEHHE OTMETOK
28 |mpoBepka Ha ayONETHOCTH HOCTYIHBIIMX H3JaHUM B 0ase | OMUH JOKYMEHT 1,6
nauaberx AC
29 | permcTpanus HOBBIX IOCTyILICHHUH B 6a3e nqaHHBIX AC OJIMH JIOKYMEHT 9,1
30 |mpueM W perucrpalisi PyKONUCHBIX KHHI, MPOCTaBJICHHE OJVH 3,6
OTMETKM B  PETHCTPAIMOHHOM  JXKypHale  HOBBIX JIOKYMEHT
NOCTYIUICHHH, KHUT'E YUeTa HOBBIX MOCTYILICHUM
ITpuem ¥ perucTpanus >XypHaIOB M ra3er:
31 |mombopka XKypHAIOB M ra3er Mo andaBuTy Ha3BaHHUM, IOMCK | OJUH JOKYMCHT 0,94
PETHCTPAIIMOHHONW KApTOUKM B KapTOTEKE IIOJIHCHBIX
W3JaHuM, OTMETKA HOMEpa, IaThl TOJIyYEHHUs U3/IaHus
32 | mpocraBneHuUe WITEMIIETS Ha XKypHaie OJIVH JXypHaJl 0,2
33 | mpocTaBiieHHe HITEMIIENs Ha Ta3eTe OJIHa razera 0,16
34 | permcrpanus HOBBIX MOCTyILICHUH B 6aze nannbix AC OJIMH JOKYMEHT 2,6
[lpueM u perucTpamusi CETEBBIX YIAJIEHHBIX pPECYpCOB
(CYP)B AC:
35 | mpoBepka JOCTYIHOCTH pecypca (Ipuem) OJIMH pecypc 30,0
36 |odopmieHHe COIPOBOJWTEILHOH INOKyMEHTalluM (aKT| OJMH pecype 10,0
pHEMA)
37 |BBenenue 3amucu B peectp yuera CYP OJIMH pecypc 4,8
38 |BBenenue zanucu B peecTp nacnopros CYP OJIUH pecype 3,7
39 |moaroroBka cBeaeHwmit Ay caiita o CYP OJIWH pecype 20,0
AJIMHHHCTPHPOBAHUE CETEBBIX YHAJIECHHBIX DECYpCOB B
aBTOMaTHU3HupoBaHHOM pexume (AC)
O6paboTka 3amwcedl. s BeAeHHd HHPOPMANMOHHBIX
ITOMCKOBBIX CEPBUCOB:
40 | TOKyMEHT OJIHO Ha3BaHHWE 4,0
41 |maket/b]1 OIHO 10,0
HAaUMEHOBAHHE
43 | akryanmmsanus ceeenuii o CYP OJIHO Ha3BaHUE 6,0
44 | c60Op CTATHCTUKHM O cocTaBe ¥ 00 ucmosb3oBanuu CYP OJTHO Ha3BaHNE 0,3
[lpuem u o0O0pabOTKa JNEKTPOHHBLIX H3AaHHH  JUIA
DnextporHoi 6udmorexu B AC:
45 |nupoBepka KadectBa (aiiIoB, PErHCTpalMsl SIEKTPOHHOIO | OJMH JOKYMEHT 9,3

nokymenta B DK, mepenaya gpainos Ha cepBep

dopMupoBaHKe aKTa Iepefadd HOBBIX IMOCTYIUICHHH B
JIpyTHUe TOApa3ACICHHUS:




Hopma

Ne EauHuna
Haumenosanue npouecca, onepanuu. Cocras padoThl BpE€MEHHU,
n/n A3MepeHust
MHH.
1 2 3 4
46 |B AC yepe3 mporpaMMy JUCHETYEPU3ALUH M3JaHUH OIH 0,15
9K3EMILIIP
47 |B py4HOM peXUME onuH 2,0
IK3EMILSIP
Benenne «Kuuru cyMMapHOTro y4era»
Pa36op MOKyMEHTOB IO BHJaM, OTpacisM 3HaHMH, A3bIKaM; | OJHA 3aIMHUCh
IOJICYET YHC/IA JOKYMEHTOB, 3allUCh PE3yNbTATOB MIOCUETA
10 yCTaHOBIICHHOM popMe B «KHHMIy CyMMapHOIo y4eTay
KomuecTBO TOKYMEHTOR B IAPTHH ITOCTYIITICHUMN:
48 |1 0,6
49 |12-50 30,8
50 |51 -250 150,0
51 |BBOJ CTATHCTHYECKHUX JAaHHBIX B 0a3y gaHHbIXx AC O/IHa MapTus 3,1
52 |mojcYer MOCTPAHUYHO MO IMO3ULMAM JAHHEIX, IEPCHECEHUE | OJTHA TO3UIH 1,6
HTOTOB Ha CIEAYIOUTYIO CTPaHHUILY
53 |cBepka (MHAHCOBBLIX JOKYMEHTOB OTHeNa ¢ ()HHAHCOBBIMH | OJUH JOKYMEHT 1,46
JIOKyMEHTaMU OYyXTaJITepUu
54 |ohopMmileHHE COMPOBOIMTENBHBIX JOKYMEHTOB  (CYET, | OUH JOKYMEHT 13,0
HaKJIaHas, aKT) JUis iepegad B OyXTaaTepHIo
55 |odpopmiicHHE WHBEHTApHON KHUTHM, HyMeEpalMs JIMCTOB,| OJHA CTpaHUIA 0,88
[IPOCTABJICHIE HOMEPa B MHBEHTAPHOH KHHUIe
56 |3amUch JOKYMEHTOB 10 YCTAHOBICHHOH ¢oOpME B | OJMH JOKYMEHT 2,8
HHBEHTApHYIO KHUTY, IPOCTaBJICHUE MHBEHTAPHOTO HOMEpa
Ha JIOKYMEHTE
57 |npoBeieHHe WHAMBUAYAJIBHOTO y4YeTa JIOKYMEHTa IO | OJHMH JOKYMEHT 1,0
aKTOBOM cHCTeMe, MPOCTaBIICHNE NHBEHTapHOIO HOMEpa Ha
JIOKYMEHTE
58 |mpoBeleHHEe WHIAMBUAYAIBHOTO Yy4YeTa C TPHMEHEHHEM | OJHA KapTOvKa 4,7
YYETHOIO Karajora: cocTaBleHHe Oubnuorpadudeckoro
ONMCaHHg AOKYMEHTA; YyKa3aHWE IEHbI, HMHBEHTAPHOIO
HOMepa, roja HOCTYIUICHHs, HoMepa 3amucH B «Kuwure
CYMMAapHOr0 Y4YeTay, 4Yuclia MOCTYIHBIIMX 3K3EMIUIIPOB,
WX pacrpeiesieHUe 110 NOApa3AcICHUIM
59 | ¢uxcupoBaHHe B OKYpHalIe€ PpErHCTpPAllMM  KapTO4YeK | OJIHA 3aIhCh 0,3
YUETHOTO KaTalora MHBEHTAPHOTO HOMEPA, IEPBOIO CIIOBA
3arjaBus
60 | mpocTaBiieHne MHBEHTApHOTO HOMEpA Ha TOKYMEHTE OJTUH TOKYMEHT 2,6
61 |perucrpanus MaTeHTOB B HyMEPAIMOHHON KHUI'E OJIMH JTIOKYMEHT 0,3
62 |mpmeM akTOB HA BBHIOBIBIIHE JOKYMEHTBI OT CTPYKTYPHBIX OJIH aKT 8,7
nojpazeieHuil; BHeceHne 3anucu B «KHure cymmapHoro
y4deray (2-s 4acTh); IPOCTABICHHE HOMEPA aKTa
HckmroueHne JOKyMEHTA 0 aKTy U3 YYeTHBIX (opM: OJIMH JOKYMEHT
63 | ”HBEHTApHON KHUTHU
64 |ydeTHoro Karajora
65 |omnucy NHBEHTapHBIX HOMEPOB




Hopma

Ne Ennnanna
HaumenoBanue nponuecca, onepanun. Cocrap padoTnl BpeMEHH,
n/m H3MepeHHus
MUH.
1 2 3 4
66 | MCKTIOUCHHE BHIOBIBIIMX JOKYMEHTOB 13 6a3bl 1aHHbIX AC | OJIMH JOKYMEHT 1,0
67 |morameHme  WMHBEHTApHOTO  HOMEpa M INTEMIICI | OJMH JOKYMEHT 0,5
OHOJIMOTEKH Ha JOKYMEHTE
68 | mOAIITHMBKA aKTOB OJINH aKT 0,26

[Ipumeuanue: 1npu paboTe ¢ JNOKYMEHTaMH Ha WHOCTPAHHBIX s3BIKaX K HOPME BPEMEHH

NPUMEHSIETCs TTOBBIIAOMuH ko3pdumuenr 1,15.

1.3. Bubnuoreunas o6paboTka TOKyMeHTOB. OpraHu3anus U BeJCHAE KaTaloros

U3JaHUE, CBEpKa €€ ¢ OpHIMHAlIOM; BHECCHHE
OMOJIMOTEYHBIX OTMETOK

Tabmmna 3
Ne Hanmenopanue npoinecca, onepammn. Cocras Ennauna Hopma
n/m paboTnI H3MepeHus Bpement,
MHH.
1 2 3 4
PaGota ¢ meyaTHON KapTOYKOiA:
1 |dopMmupoBaHMe KOMIUIEKTa II€YaTHBIX KapTOYeK Ha| OJHA KapTO4YKa 1,25
OCHOBE MAIMHOYHTaeMO# OHOIHorpaduuecKoi 3aucH
2 |pa3bop KOMILIEKTA II€YaTHBIX KapTOYCK OJlHa KapTo4Ka 0,42
HoA00p MEYaTHHIX Kaprouek Mo amndaBuTy (amunmii| OIHA KapTOYKa 0,43
ABTOPOB HIIM 3arjIaBHil JUIsi PacCTAaHOBKH B CIyXeOHYIO
KapTOTEKY
4 | paccTaHOBKa KapTOUeK B CIYKEOHYIO KAPTOTEKY OJTHa KapTO4Ka 0,96
5 |mombopka MmeyaTHBIX KapTOYeK K JOKyMCHTaM OJIHA KapTO4Ka 0,52
Caepka MOCTYNHUBIINX JIOKYMEHTOB C KaTaaoraMu:
6 |mpoBepka MO Karajory IOBTOPHOCTH JOKYMCHTa;| OJIHA KapTOYKa 1,9
IEPEHECEHNE C KATAOKHOM KapTOYKH OMOIHOTEYHOTO
g pa, NOJHOIO HHIEKCA
7 |mouck B CiyXeOHOM KaTajJore CBOJHOTO OIMCAHUS; | OJHA KapTo4Ka 2,6
BHECEHUE OTMETOK
8 |obopmiieHne = HedaTHOHM  KapTOYKH, HaIlMCAaHHWE | OJHA KapTo4YKa 0,68
HHBEHTAPHOrO HOMEpa, U(pa ¥ APYTUX OMOIHOTECUHBIX
OTMETOK
[Tpunucka 1y01eToB:
9 |cBepka mOKyMeHTa Ha J{yOJICTHOCTH MO CIyXeOHOMY,| OIHO Ha3BaHHE 0,94
ahaBUTHOMY, YYETHOMY KaTaJlory
10 |mpumucka  gyOinera B KaTajuor:  IPOCTaBIEHHE | OJIHO Ha3BaHHUC 2,42
MHBEHTAPHOTO HOMepa; lepeHeceHHe Imdpa Ha
JIOKYMEHT
Ipumnycka mpoIoIDKAOMUXCs H3/IaHHM!
11 |mouCK B pETrUCTPAllAOHHON KapTOTEKEe KapTOYKH Ha| OJHO Ha3BaHHUC 0,84
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Hopma
Ne Hanmenosanue npomnecca, onepaunn. Cocras Exunnna Bpevenn
n/n padoThI H3MepeHus ’
MMH.
1 2 3 4
12 |momck B Karajnore KapTOYKH; OTMETKA IOCTYIUICHHS | OJHO Ha3BaHUE 3,1
COOTBETCTBYIOILETO BBINTYCKa; IIPOCTABJICHHE
MHBEHTAPHOrO HOMepa, MHuQpa, BHECEHHE APYTHX
OHOJIMOTEYHBIX OTMETOK
dopmupoBaHue OndIMOrpapuIeCKOn 3aUCH
CoctaBicHHE OCHOBHOH OwONIHOrpauUuecKod 3amuCH| OJHO Ha3BaHHE
Npd OTCYTCTBHH II€YaTHOH KapTO4YKH B [IOKYMCHTE
(o3HaKOMJIEHHE C JOKYMEHTOM; COCTABJIEHHE OIMCAHU;
BHECEHHE OMOIMOTEYHON OTMETKH)
KonmruecTBo 37eMEHTOB ONMCaHH:
13 |1-4 0,42
14 15-6 5,2
15 |7-9 6,2
16 |10-13 7,2
17 |14-19 8,2
18 120 -27 9,2
19 |cocraBieHHE OCHOBHOM OMONHOrpaduUecKoi 3amucu ¢ 3,5
[IOMOILBI0O MaKeTa KapTOYKH, HAI€4aTaHHOTO B KHHTE;
TPOCMOTP HM3JaHNs; CBEPKA C MAKETOM KapTOYKH
20 |cocTraBieHHE HOOABOYHOIO OIMMCaHHWs K OCHOBHOM | OJHA KapTodKa 1,9
O6ubMorpadguecKon 3aIUcH
21 | o3HaKoMIeHUE c JIOKYyMEHTOM; COCTaBjICHHE | OJUH JOKYMEHT 3,5
aHAJMTUYECKON 3allUCH
22 |cocTaBieHME CCHUIOYHOM KapTOYKM K OCHOBHOM | OJHA KapTOodKa 1,26
6ubmorpadpuyecKoil 3amacu
®opmupoBaHue oubnuorpaduyueckon 3aMuch
PYKOIIMCHOM KHHUIH
CocraBlieHHE OCHOBHOW OuOMMorpaduyeckod 3anucH| OJHO Ha3BaHHe
(o3HaKOMJIEHHE C JOKYMEHTOM; COCTaBIE€HHE, OMUCAHHE,
IPOCTAHOBKA OHOIHOTEYHON OTMETKH):
23 | cpenHel CI0XKHOCTH 600,100
24 | HOBBIMEHHOH CJIOKHOCTH 1200,0
25 |Ha MHOCTPAaHHOM SI3BIKE 1200,0
26 |kaprorpaduyeckoro Marepuaina 1200,0
27 | My3bIKaIbHOTO COAEPIKAHHUS 1200,0
28 | mopaboTKa yCTapeBIIHX 3alHMCel, HE COOTBETCTBYIOMIUX | OJHO Ha3BaHHE 300,0
COBPEMEHHBIM apXeorpauueckKuM HOpMaM: JaTHPOBKa
PYKOIIMCE# 1O BOJSHBIM 3HAKaM; POCIUCH COACpIKaHUs
COOPHMKOB  HENOCTOSHHOTO  COCTaBa;  BHECCHHE
JIOTIONIHUTENBHEIX CBEJACHHHA C YY€TOM JIOCTHIKCHHMI
COBpEMEHHOM ucropuorpadun
PenaxtupoBanue OubmuorpadguyecKoi samnucu:
29 |mpoBepka TMpPaBWIBHOCTH  DJIEMEHTOB  3aMHCH  HA| OJHA KapTovKa 1,0

KapTOUKe
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HanmeHoBanue nponecca, onepanuu. Cocras
pa6oTsI

Eapnnuna
H3MeEpeHust

Hopma
BpEMeHHU,
MHH.

2

3

4

opopMileHHE  KapTOYKH A1 JXyOJIMpOBaHUS — Ha
MHOXXHTEJLHOM alapare; IPOCTaBICHHE HHIEKCOB,
muppoB, OUOTMOTEYHBIX IIOMETOK, ONPEICIICHHE U
yKa3aHHe THpaxa KapToueK

OJHa KapTOo1Ka

3.2

I'pymmoBast 06paboTKa JOKYMEHTOB

O160p  OAHOTHIHBIX  JIOKYMEHTOB,  IOJUIE)KAIHX
ys) 72108 (0):10)7 1 o0paboTke; COCTaBJICHHE obmmen
XapaKTePUCTUKH Ha KOMILJIEKT JOKYMEHTOB

OJTHA TpyTIa
JIOKYMEHTOB

KoJruecTBO JOKYMEHTOB B IpyIIIE:

31

1-9

39,0

32

10 - 15

60,0

33

16 - 30

106,0

34

IpOBEpPKA TPABUIBHOCTH COCTABJICHUA XapaKTEPHUCTUKH
Ha KOMIUIEKT JOKYMEHTOB

OJIHa
XapaKTepUCTHKA

13,0

Pexartanorusanys (3aMeHa KaTaJTOXKHBIX KapTOUeK):

35

CBEpPKa KapTOYKH C JOKYMEHTOM; HCIIPaBJICHUE CTApOro
OouGmorpagMuecKoro ONUCAHUA; COCTAaBJICHHE HOBOTO
OINMCaHMs; IepeHeceH e MU(pa, THBEHTAPHOTO HOMEPA,
OMOJIMOTEYHBIX NOMETOK

OoJHa KapTO4Ka

17,4

IlogroroBka K HHACKCHPOBAHHIO HOKYMCHTOB JIA
KartaJioToB.

36

noa00p KapTOYKH K JOKYMEHTY, CBEPKA U BIOXCHHE B
JOKYMEHT

0J1Ha KapTO4Ka

0,5

37

03HAKOMJIEHHE C JIOKYMEHTOM; YCTaHOBJIEHHE TEMATHKH,
pacnpezieJicHUE 10 OTPAC/ISIM 3HAHUS (II0 TEMATHKE)

OJJHO Ha3BaHHUC

0,88

38

IIPOCMOTP MHOCTPAaHHBIX H3/[aHMM, NEPEBOJ JNaHHBIX Ha
PYCCKH# S3bIK

OJITHO Ha3BaHUC

0,37

Cucremaruzanus JOKYMCHTOB!

39

CHCTEMATH3alusl  JIOKyMEHTa C  HCIIOJIB30BaHHEM
MHJEKCOB IE€YaTHOM KapTOYKM HIM MAaKeTa KapTO4KH,
HalleyaTaHHOTO B H3JaHWH,  O3HAKOMJIEHHE  C
JOKYMEHTOM, MpOBEpKAa  COOTBETCTBUS  HMHJIEKCOB
TabumaM KiaccuuKanyu, NPUHATEIM B OHONIMOTEKE,
IIPOCTaBJICHNE HHAEKCA HA JOKYMEHTE

OJITHO Ha3BaHUC

2,6

40

CHCTEMATH3alMs JOKYMEHTOB IIPH OTCYTCTBHH II€YaTHOM
KapTOYKH ¥ MaKeTa KapTOUKH B U3/IaHUM; O3HAKOMJICHUC
C JOKYMEHTOM; OIMpejielicHHe HHJEeKca 10 Tadiuiiam
KJTaCCH(UKALINY, IIPUHSITHIM B OunbmoTeke;
OPOCTaBJIEHNUE MHIEKCA Ha JIOKYMEHTE

OJHO Ha3BaHuc

4,7

41

OMpee/icHHe  aBTOPCKOrO  3HaKa
AaBTOPCKHUM TaOJIMLaM

JOKYMCHTa IO

OJHO Ha3BaHUC

0,62

42

mudpoBKa JOKyMeHTa IIpH (OpPMATHO-HHBEHTAPHOM
paccTaHOBKe:  ONperieieHHe  (opmara  JOKYMEHTa,
HanucaHue mudpa

OJHO Ha3BaHHC

0,42

43

PECAAKTUPOBAHUC KJ’[aCCI/Iq)I/IKaIII/IOHHOFO HHJCKCA,
MpoBEepKa NPaBUJIBHOCTH MHACKCA, ABTOPCKOI'O 3HAKaA

OJHO Ha3BaHHUC

0,88
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HanmeHnosanue nponecca, onepamuu. Cocras
paboThbI

Exnnuina
H3MepeHust

Hopma
BpeMeEHH,
MHH.

2

3

4

COCTaBJICHHE  KapTO4YKH anaBUTHO-TIPEAMETHOTO
Karajyiora (Ha HOBYIO TEMATHKY); HAMCAHUE HA KAapTOYKE
HHJEKCa, Ha3BaHHWA KaTaJora M KapTOTEKH, B KOTOPBIX
OTpPAXAIOTCH JOKYMEHTHI; YKa3aHHE CCHLUIKM M OTCBUIKH,
CBSI3U MEX]Y OTAEIbHBIMU PyOpUKaMK

OJlHA KapTOYKa

2,0

[Ipenmernsanus JOKYMEHTOB:

45

IpeIMETU3ANUS JIOKYMEHTOB C UCIIOIb30BaHHEM PYOPHK
NIeYaTHOH KAapTOYKH; TPOBEPKa COOTBETCTBUS PyOpHKH
Ne4YaTHOM KapTOUYKH NPEAMETHOMY KaTajlory

OJHO Ha3BaHHUC

2,6

46

npeMeTH3anus JOKyMEHTOB NIPH OTCYTCTBUM I€YaTHON
KapTOYKH; O3HAKOMJICHHE C JOKYMEHTOM, ONPENEIICHUES
pyOpuKku

OJTHO Ha3BaHUC

4,6

47

COCTaBJICHHE HOBBIX NPEAMETHBIX PyOPHK H MOAPYOpHK;
TIepeHeCECHHE Ha KAPTOUKH CIIy)KeOHOM KapTOTEKH

OJHa KapTO4dKa

1,3

48

pedaKTHpOBaHWE IpPEIMETHOM pyOpHKM; IpOBEpKa
OPaBUJIBHOCTH  IIPSAMETHOH  pYyOpHMKHM,  TOYHOCTH
HAIMCaHUS

OJHa KapTOYKa

0,88

Opranu3anys ayipaBUTHOTO KaTajora:

49

noabopka KapTouku 1o andaBuTy (aMuinii aBTOpPOB
WJIA 3arj1aBuil JUIs pacCTaHOBKY B ai(aBUTHBIA KaTauor

OJlHa KapTOiKa

0,36

50

paccTaHOBKa MPEABAPUTETHHO I0A00OPAaHHEIX KAPTOYEK B
andaBUTHBIA KaTaJlor ,

oHa KapTo4dKa

0,36

51

penakTupoBaHue anaBUTHOIO KaTajora, IpoBepKa
PacCTAHOBKA KapTOUYeK, IPAaBHIIBHOCTH J00AaBOYHBIX H
CCHUIOUHBIX KAPTOUeK; HCIPABICHHE OIHOOK

OJlHa KapTOo4Ka

0,88

52

HAIMCAHME pa3JenuTens il aldaBHTHOIO Karajora,
yKazaHue OYKBBI, CJIOTa

O/IUH pa3acjInuTCiib

0,88

53

paccTaHoBKa pasfenutencdi B andaBHTHBIM KaTasor:
noabopka pasgenuteneit mo andaBHTy, MOHMCK MeCTa
pa3JeanTelIs, YCTAHOBKA, 3aKPEIUICHHUE CTEPIKHS

OovH pasaciuTCIIb

0,36

OpI‘aHH3aIII/I5[ CAUCTCMATHYCCKOT 0 Karajora:

54

noabopKa KapTOUKH 110 MHAEKCaM, BHYTPH pasjielia 1o
andaBuTy QaMuIuid aBTOPOB MM 3arjaBuit Uit
PacCTAaHOBKH B CHCTEMATHUYECKUH KaTalor

OIHa KapTO4YKa

0,42

55

paccTaHOBKa TpeIBAPUTENHHO 10JOOPaHHBIX KapTOYEK B
CHCTEMaTHYECKU KaTajaor

OJTHA KapTO4Ka

0,42

56

peIaKTHPOBAHHE CHCTEMAaTHYECKOTO KaTajlora: IpoBepKa
NpaBUJILHOCTH HAIONHEHUA pa3leloB Karaiora IO
COZIEPXKAHMIO, MHICKCALlUH U PACCTAHOBKE; UCIPABICHUEC
OIIIHOOK

OJiHa KapTOoiKa

0,88

57

aHaJIN3 CHCTEMATHYEeCKOTO KaTajora: HCIpaBICHHS
WHJECKCOB, BHECEHHE H3MCHEHMH B aJI()aBUTHBIN KaTajor

OJHa KapTO4YKa

52

58

HampcaHWue  pa3feluTeNs JUId  CHCTEMaTHYEeCKOIo
Karajora: yKa3aHHe HaMEHOBaHHUA pazzena,
MoJIpasiena U IPYTuX OTMETOK

OIMH pa3acInTCIIb

2,6
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Hopma
Ne Haunmenosanue npouecca, onepanuu. Cocras Enunnna Bpemenn
n/n padoThI H3MepeHHs ’
MHH.
1 2 3 4
59 |paccraHoBka  paszfenMTeNed B CHCTEMATHYECKHM | OTUH Pa3/ICIUTENb 0,42
Katajor: moabopka IO MHJEKCaM, IIOMCK MECTa,
YCTaHOBKA, 3aKPEIJICHUE CTEPIKHS
Opranu3aiys IpeIMETHOIO KaTajiora:
60 |mombopka KapToYeK Mo MPEeAMETHBIM pyOpHKaM, BHYTpH | OJHA KapTOiKa 0,42
pyOpuk 1o andaButy GpaMmINi aBTOPOB MM 3arjIaBHi
61 |paccraHoBKa IIpeABAPUTENFHO NOJOOPAHHBIX KAPTOYEK B | OJIHA KapTOuKa 0,42
MpEeAMETHBIHM KaTanor
62 |penakTHpoBaHHE NPEIMETHOTO KaTajora: IIpOBEpKa| OJHA KapToYKa 1,0
HPABWIHHOCTH CCBUIOK, OTCBUIOK, PYOPHK
63 |HamucaHue pasfeiIMTeNs AT IPEAMETHOIO KaTajora, | OIWH pa3/IeiIuTeNb 2,3
yKa3zaHue pyOpUKH, OTChUIKH, CCBIIKH
64 |paccraHOoBKa pasfenMTENs B IPEAMETHBIM KaTajor, | OMWH pa3ieauTeNnb 0,42
ITOMCK MECTA, YCTAHOBKA, 3aKPEILICHHE CTEPXKHS
Oprapuszanus HyMEpPalHOHHOTO KaTajgora HOPMAaTHBHO-
TEXHUYECKON JTOKYMEHTAIWH:
65 |mombopka KapTOUYKW 1O BHUAAM JOKYMEHTOB, YCJIOBHBIM | OJIHA KapTO4Ka 4,3
HppPOoBEIM 0003HAYECHUSIM, aldaBUTy COKPAIIEHHBIX
Ha3BaHMU CTpaH, JaTHHCKOMY an(aBUTy (MHOCTPaHHBIX
CTaHJIAPTOB), 10 HOMEPaM JTOKYMEHTOB
66 | paccTaHOBKA ITPEeABAPUTENIFHO NOJOOPAHHBIX KAPTOYEK B | OJIHA KapTOUKa 0,41
KaTajor
67 |pemakTHpoBaHHE KaTajgora (IIpoOBEpKa IPABHIILHOCTH | OJIHA KapTO4Ka 3,2
oubmorpadpuueckux OTMCAHUH, paccTaHOBKH;
UCTpaBjicHHe OImMKOOK); BHECEHHE JOIOJHCHWH W
M3MEHEHMH B Karajor (OTMEHa, 3aMEHa, M3MEHEHHs,
OpOJJIEHKE CPOKa NSHCTBHS C YKa3aHUEM HCTOUYHHKA)
68 |HammcaHWE U PacCTaHOBKA pa3iciATENIeH OJIH pa3ACIUTEND 1,3
Oprann3anys 1 BeJICHUE 3JIEKTPOHHOTO KaTajora:
69 |cBepka IOCTYIHBIIMX JOKYMEHTOB Ha AYOJIIETHOCTH B| OJHH JOKYMCHT 1,6
3JIEKTPOHHOM KaTaJlore
70 |mpuMcKa MPOJOJDKAIOMUXCA M3JAHHM B DJICKTPOHHOM | OJHH JTIOKYMEHT 1,6
KaTajore
®opmupoBanne OubOMHorpaduyeckod  3amuMcd LA 0JTHA 3aITHCh
SJIEKTPOHHOTO Karajora; BBOA B 0a3ly JaHHBIX;
3aI0JIHEHHE COOTBETCTBYIOIUX MOJIEH:
71 | npu HAIMYWUK MakeTa MevYaTHOU KapTOYKH 0,36
72 | mpu OTCYTCTBUH HEYAaTHOM KapTOYKH 0,42
73 | cocTaBieHne aHATUTHYECKOH 3alluCH 3,5
74 | coctaBieHue 100aBOYHBIX H CCHUIOUHBIX OTUACAHUA O/IHO OITHCAHHUE 0,88
75 |penakTupoBanue OubIMOrpadudeckoif zamumcu B Oase| OJHO ONMHMCAHHUE 1,3
naHHbsIX AC; BHECEHHE H3MEHEHUH
76 |BBOA IlepedyHs IpPEIMETHBIX pyOpuK apudmeTuKko-| ojHa pyOpuka 0,36

Jorg4eckux ycrpoictB (AJIY) K CHCTEMAaTHYECKOMY
KaTaJIOTy U T'eHepaJbHON CIPABOYHOM KapTOTCKE
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Hopma
Ne HaunmenoBanue npomecca, onepamnn. Cocras Enununna
n/n padoThI H3MEpEeHHs BPEMCHH,
MHH.
1 2 3 4
77 |BBIBOA Ha dKpaH 6uOIMOTpadUUECKUX 3alKcel OJIHA 3aIIUCh 0,83
78 | penakTHpoBaHue PYOPUK; HAIIOIHEHHE Pa3/IENIOB 0JIHA 3aIUCh 3,0
M3bsiTHE KapTOYEK U3 KaTaJIoroB
H3baTHe KapTOYKH Ha MCKIIIOYCHHBIE M3 OMOIHOTEYHOro | OJHA KapTOo4uKa
($hoHIa TOKYMEHTBI:
79 |andapuTHOrO Karajgora 0,52
80 | cucTeMaTHYECKOTO Karajaora 0,56
81 | mpeameTHOrO Karajaora 0,56
82 | HyMepalrmoOHHOIO KaTajaora 0,42
83 |u3bparue OuOMHorpaduyeckoi 3alUCH U3 IJIEKTPOHHOIO OJIHA 3aITUChH 0,84
Karajora
TexHuueckas 06paboTKa JOKYMEHTa
HaxneuBaHue Ha JOKYMEHTE JIUCTKA CpOKa BO3Bpara,| OIMH JOKYMEHT
KapMaIlka, sipibIKa:
84 | mucToK Cpoka BO3BpaTa 0,42
85 |kapmailiek 0,42
86 |spnsIk 0,26
Hanucanue mmdpa Ha JOKYMEHTE H sIPIBIKE: OJIMH JIOKYMEHT
87 |Ha moxymeHte 0,26
88 | Ha spnbike 0,36
89 |mepeneceHue POPMATHOTO H CHCTEMATHUECKOIO IIU(PPOB | OAUH JOKYMEHT 1,6
C KaPTOYKHU Ha JTOKYMEHT
90 |odopmiieHHE KapTOYKH VI THPAKHPOBAHUS OJIHO Ha3BaHHUE 1,0
91 |BHeceHue M3MEHECHUN B KAPTOUKE M10CIE THPAKUPOBAHMSA | OTHO Ha3BaHHE 0,42
92 |pacmpenenenne KaTaloKHBIX KapTO4eK Ha HOBBIC| OJiHA KapTO4Ka 0,42
MOCTYIUICHHSI TT0 CTPYKTYPHBIM ITOAPa3JCICHUSAM I0CTe
THPAKIPOBAHUS
93 |3amosHEHHE KHMXHOrO (opMmyispa: ykazaHue mmdpa,| OJMH KHHXKHBIA 0,88
WHBEHTAPHOTO HOMEpa JOKYMEHTa, (amMuiMH u dhopmytsip
HMHUIMAIOB aBTOpa, €r0 Ha3BaHHUs, LICHBL, TOAa H3IaHus
94 |3amojHeHHWE KapTOYKM HHAMKATOpa Ha JOKYMCHT,| OJUH UHIUKATOP 0,88
HaIPaBisEMBbIH B KHHATOXpaHECHHE:! yKa3aHue
MHBEHTApHOIO HOMEpa, aBTOpa W 3ariaBus, mHpa
paccTaHOBKH
95 |3amosjHeHHe IIEpENATOYHONH BEJAOMOCTH Ha IAPTHIO | OJHA BEIOMOCTH 0,42
HOBBIX NTOCTYIUUICHUN
Pa6ota B AC
BEIBOJ Ha 9KpaH y4eTHBIX (OpM; pacledarka: onHa popma
96 | MUCTHI MHAMBUAYAJILHOTO y4eTa JOKYMEHTOB 0,05
97 |mepenaTo4Has BEAOMOCTb HOBBIX IIOCTYIUICHHH 0,05
98 |kaprouka ¢ OuOIMOTrpahUIeCKON 3aIUCHIO I YYETHOTO 0,05
Karajora
99 | kHXHBIN HOopMYIISIp
100 | kapTouka HHAMKATOpA
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IIpuMeyaHne: K HOpMam BPEMEHH [IPHMEHSIOTCS OBBIMAOIIHE KO3 GUIMCHTBI:

- IIPH COCTaBJICHAH OHOIHOrpaguueckoro ONHCAHWS HA JOKYMCHT, Ha TUTYJBHOM JIHCTE
KOTOPOTO YacTHIHO OTCYTCTBYIOT J@HHBIE [UId GuOmuorpadudeckoit samucu — 1,13;

- mpu O6umbmioTedHoit obpaGorke: KuHopoTohoHOAOKyMEHTOB — 1,21 HOTHBIX,
KapTorpaduyecKux, n3ou3aHuii — 1,15, crenmansHbX BUIOB HAyYHO-TEXHUYECKOH JTHTEPaTyphl H
gokymenraruu — 1,10;

- mpu pabore ¢ JOKYMEHTAMM Ha WHOCTPAaHHBIX A3bIKaX, NMPU OPraHM3allMi ¥ BEICHUH
KpaeBeUeCKOro Karajora (KapToTeku) i GHOIMOTEYHOro KaTaiora Ha HHOCTPAHHOM A3bIKE — 1,15.
Ha g3bIKax cTpaH Azuu U Adpuxu — 1,5.

1.4. Pabora ¢ porzOM
1.4.1. Pabota 1o nmpueMy JOKYMEHTOB

Tabmuna 4
Ne HaunmenoBanue nponecca, onepanun. Cocras Ennanna Hopma
n/n paboThI H3MepEeHMsI BPEeMCTH,
MMH.
1 2 3 4
[IpueM TOKYMEHTOB B CTPYKTYPHBIX IOJPa3IEICHUAX
ITpuem TOKYMEHTOB M3 OT/€/Ia KOMIUIEKTOBAHHS, CBEpKa OJIHA TIApPTUSI
C COMPOBOJUTEIHLHBIM MATEPAATIOM
KomiecTBo 3K3eMIIIAPOB:
1 [1-25 14,4
2 126-75 37,2
3 |perucrpaiiisi HOBBIX IIOCTYIUICHHH TIEPHOJMYECKUX | OJHUH JOKYMEHT 0,26
W3JaHMi, [POCTABJICHHE OTMETKH B PETMCTPAMOHHON
KapTOTEKE
4 |mpoBepka TOZOBOTO KOMIUIEKTA JKYPHAJIOB M ra3eT Ha OJIUH HOMEP 1,0
HaJM4ue HOMEPOB
5 |mpoBepka 3amuMcH ~ HAa IEPBOM HOMEPE TOJOBOIO OJIMH HOMED 5,0
KOMIUIEKTa:  IMHdpa, HOMEPOB,  OTCYTCTBYIOLINX
HOMEPOB, MECSIICB
3ankch  HOMepa B TOHOTpaHUECKylO  OIMCH, OJIUH HOMED
NIPUITOXKEHHS ¥ CICIIMAJIBHBIC BBIILYCKH:
Ha PYCCKOM SI3BIKE; 1,0
Ha HHOCTPaHHBIX S3bIKaX 2,0
IIPOCTARJICHUE IUTEMIIENS. CTPYKTYPHOTO MOJIpa3JICeHUs OJIMH HOMED 0,26
Ha JIOKyMEHTe
[TomOop MOKYMEHTOB Ul paCCTAHOBKH B hoHzE:!
9 |mombopka JOKYMEHTOB IO  KJIaCCH()MKAIMOHHBIM | OJMH JOKYMEHT 0,52
HHJIEKCaM, aBTOPCKOMY 3HAKY
10 |mombopka JOKyMEHTOB II0 (GoOpMaTy, HHBEHTApHBIM | OJUH JOKYMEHT 0,92
HOMEpaM, mudpaM pacCTaHOBKH
11 |{momGopka MOKYMEHTOB IO alaBHTy Ha3BaHWM, roiaam,| OAUH JOKYMCHT 0,48
HOMEpaM, pasjiesiaM, HOPSAKOBOMY HOMEDY
12 |monbopka CITEI[BHJIOB HOPMATUBHO-TEXHUYECKOHN | OIMH JOKYMEHT 0,36
JOKYMEHTAIMK MO KjaccaM, IOAKJIaccaM, TpyInaM,




16

Hopma
Ne HaumenoBaHue npouecca, onepanun. Cocras Exmanna
o/n pa6oThI H3MepeHHs BpeMent,
MMH.
1 2 3 4
HOJTPYyIaM, THBEHTapHBIM HOMEpaM
Paccranoska 6ubaroTeysoro GosHja:
13 |paccraHoBKa  JOKYMEHTOB  Ha  CTe/UlaXax  B| OJMH JOKYMEHT 0,52
CHCTEMATHYECKH-AI(aBUTHOM MOPSJIKE
14 |paccraHOBKa JTOKYMEHTOB Ha CTEIakax B (OPMATHO-| OJMH JOKYMEHT 1,3
HHBECHTapHOM HOPSIKE
15 |paccTaHOoBKa [TOKYMEHTOB MO aiaBUTy Ha3BaHUM,| OJIUH JOKYMEHT 0,63
rojiaM, HoMepaMm, pasJiesiaM, IOPSIIKOBOMY HOMEpY
PaccTaHOBKA HOPMATHBHO-TEXHHYECKOW JOKYMCHTAUWH | OJMH JOKYMEHT
0 KjaccaM, I[oJKiaccaM, TpylnaM, MDOArpymnnam,
HWHBEHTapHBIM HOMEpaM
KonuuecTBO TOKYMEHTOB B ITOJIOOPKE:
16 {1-5 0,52
17 16-10 5,2
18 |11-15 0,88
19 |paccTaHOBKa JOKYMEHTOB Ha CTEIIaXaxX B (OPMATHO-| OJIUH JOKYMEHT 5,00
CHCTEMAaTH4eCKOM M ai(aBUTHOM Hopsake (IIpeaMeToB
¥ MarepuanoB Trpadukd) B BHTPHHAX M LIKapax ¢
yY4ETOM KOMIUICKCHOTO XPAaHEHHS PYKOIMCHBIX H
CTapoNevaTHbIX KHUT
20 |paccTaHOBKa JIOKyMEHTOB Ha MHKPOHOCHTENSAX B| OIHUH JOKYMEHT 3,0
HMHBEHTApHOM ¥ HYMEPAIlHOHHOM HOPSJIKS
IIpoBepKa HpPaBHMILHOCTH PACCTAHOBKH JOKYMEHTOB B| MaccuB ¢poHIa
OTAENbHBIX MaccuBaX ¢oHIa
KonuuecTBo mpoBepsieMbIX JOKYMEHTOB!
21 |1-200 26,1
22 1201 -305 42,0
23 |306 - 400 57,0
24 401 - 600 88,0
25 |mepeMmemienne  (TIEpeHECEHHME)  JOKYMEHTOB  Ha OJIHA IIOJIKA 4,0
CBOOOJIHBIE MECTA
OdopmiieHHE MONOYHBIX Ppa3CNUTENeH; HAIMCAHUE | OOUH Pa3ICIUTENb
IIOJIOYHBIX Pa3ACIHTEIICH: ' '
26 | A1 CHCTEMATHYECKOM pacCTaHOBKH (OHIA 3,6
27 | nna dopMaTHOR paccTaHOBKH QOHIA 2,6
28 | misg andaBUTHOM pacCTaHOBKH QoHIa 2,6
29 | ans HyMepanMoHHOM paccTaHOBKM (ponga 2,6

IIpuMeuaHHe: K HOpMaM BPEMEHH IIPUMCHSIOTCS TIOBBIIAIOIIME KOI(QHIHCHTHL:
- [IpH TIOABOPE U PAcCTaHOBKE KUHODOTOGOHONOKYMEHTOB — 1,2;

- HOT, KapTorpapuyecKux, u3ousganui — 1,5;

- IpH paboTe ¢ JOKYMEHTaMH Ha HHOCTPaHHbIX sA3blkax — 1,15;

- Ha s3pIKax crpad Asuu u Appuku — 2,0.




1.4.2. PaGora 1o coXxpaHHOCTH (poHaa

Tabnuna 5
Ne Haunmenosanue nponecca, onepapun. Cocras Ennnuna Hopma
o/n padoThI H3MepeHHs BpeMCHH,
MMH
1 2 3 4
IMposepka 6ubMoTeUHOrO Pona:
1 |Hamucagde KOHTPOJILHOTO TajOHa Ha JIOKYMEHT: OJIVH TaJIOH 0,88
yKa3aHWE Ha HEM WHBEHTAapHOTO HoMmepa, mudpa,
dbaMuIIMK, WHUIMAIOB aBTOpa, 3arjaBHs, rojxa, Mecra
M3JaHus, IICHBL, MECTa XPaHEHHUs
2 |MapKHpoBKa KOHTpPOJBHBIX TaJOHOB: YCTaHOBKA, TIC OJIMH TAJIOH 0,26
yYTe€H  JaHHBIA  JOKYMEHT  (Y4eTHBIH  Kartajor,
MHBEHTApHas KHUTA); IIPOCTABICHUE ONO3HABATEILHOI'O
3HaKa
IToa6opka KOHTPOIBHBIX TAIOHOB! OJTUH TaJIOH
3 | mo MHBEHTAPHBIM HOMEpAM 0,21
4 | mo andasuty pamMUIMH aBTOPOB WK 3ariIaBui 0,31
5 |mo kraccuprKaOHHOMY HHICKCY 0,52
6 |cBepka KOHTPOJIGHBIX TaJOHOB C MHBEHTApHOH KHUTOH, OJIH TAJIOH 0,21
OTMETKA MPOBEPKU HA TAJIOHE H B KHUIE
7 |cBepka KOHTPOJIBHBIX TAJOHOB ¢ YYETHBIM HIIH OJIMH TAJIOH 0,26
anaBUTHBIM, TOIOTpapUYECKUM KaTajloraMH, OTMETKa
Ha TAJIOHE U B KaTajuore
8 |aHanmu3 GOpMBI HHIUBUAYAIbHOTO Y4YETa; BBIABICHHE | OIUH JOKYMEHT 1,3
JIOKYMEHTOB, He IPOIIEALINX IIPOBEPKY
9 |cocraBiieHHE KapTOYKM Ha MOKYMEHT, HE NPOLICIUIMA | OJMH JOKYMEHT 0,83
IPOBEPKY
10 |mOMCK JIOKYMEHTOB, HE INPOLIEIIUMX IPOBEPKY, IO | OIUH JOKYMEHT 3,6
pasINYHBIM YYeTHBIM (GopMaM, KapToTeKaM, XypHalaM,
KHIDKHBIM T10JIKAM
CocTaBlieHHe  CIOUCKa  HegocTalommx B (GOHAE|  OJHH CITHCOK
JIOKYMEHTOB
KomiuecTBo TOKYMEHTOB B CIIUCKE:
11 |1 0,78
12 |12-10 8,3
13 |11-25 19,3
OT160p JOKYMEHTOB JUIS H3BATHA U3 POHA
IIpocMOTp TOKYMEHTOB Ha IPeIMET H3BATHA W3 QOHa: OJTHH JIOKYMEHT
14 |HenpoduIbHBIX 3,1
15 | nyOneTHbIX 1,6
16 | ycTapeBIIUX MO COJICPIKAHHIIO 3,1
17 |BeTxHX 0,88
18 | MamOMCIIONB3YEMBIX, HEHUCIIONIB3YEMBIX 2,6
[ToaroroBka JOKYMEHTOB K aKTUPOBAHHIO!
19 |moxGopka JJOKYMEHTOB B IAPTHHM IO IIPHYMHAM H3BATHUSA; |  OAMH JOKYMCHT 0,36
CBEPKA C KHIDKHBIM (OpMYJIIPOM
20 |mogbopka KHIKHBEIX (OpPMyYISpPOB Ha JOKYMEHTax B| OMuH GOpMYIsp 0,42

NOpSI/IKE HHBCHTAPHBIX HOMEPOB, aI(aBUTa, JKYPHAIIOB -
110 To/1aM ¥ HOMepaM
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HaumenoBanue nponecca, onepanuu. Cocras
paboTbl

Eannuna
H3MepeHus

Hopma
BpeMEHH,
MHH

2

3

4

CocTaBieHHE CIIMCKA K aKTy BBIOBITHS (Tlepenad);
oJICYeT 00IIeH CyMMBbL; 0QOpMIICHHE aKTa

OJHUH aKT

Koandecto JOKYMCHTOB B CITUCKC!

21

1

0,78

22

2-10

7,8

23

11-25

19,3

IToaroroBka JOKYMEHTOB B IIEPEILIET:

24

0TOOpP AOKYMEHTOB ISl IEPEILIETA; IPOBEPKA COCTOSIHUS
JOKYMEHTA; 3aIl0JIHeHHUE (CBepKa) KHIDKHOI0 popMyIsipa

OJTAH JIOKyMEHT

3,4

25

moa0opKa  KOMIUICKTOB,  CBS3BIBAHHE B IIAYKH;
o(hopMIIeHHE JIOKYMEHTOB JIJIsl TIepe/iauil B IIEPEILIET

OJIMH JIOKYMEHT

2,6

26

IOJAI'OTOBKA JOKYMEHTOB K BOCCTAHOBICHHIO: I10100D
JOKYMEHTA, AHAJIOTHYHOTO [IOBPEXKACHHOMY;
odopMIicHHE 3aKa3a Ha KOUPOBAaHHUE

OJIAH JIOKYMEHT

2,6

27

IpHeM 3aKasa IMociIe KOIMPOBAHHUSA, MPOBEPKA KauecTBa
KOIIHiA, HOJArOTOBKA JOKYMEHTA K IEepeIuIeTy

OJIWH JOKYMCHT

0,83

28

IpUEM JOKYMEHTOB M3 MEpeNieTa: CBEpKa MOCTYIUBIINX
U3 IeperieTa JOKyMEHTOB C KHWD)KHBIM (OpMyIspoM;
mpoBepka  KadyecTBa  MEPEIUIeTa;  BOCCTAHOBJIEHHE
3aryiaBus; HamucaHwe IOU(pa Ha SpPIbIKe, KOPEHIKE
JTOKyMEHTa

OIWH JOKYMCHT

5,2

IlommmBKa ra3zer ¥ TOHKHX JKypHAJIOB:

29

omnpezenenne Gopmara, BIOKEHHE KOMIUIEKTA XyPHAJIOB
B MamnKy HYXHOro (opMmara, 3aBS3bIBAHUE; BBIHECEHHUE
mudpa, Ha3BaHWS, roJa W3IaHUsA, HoMepa XKypPHAJIOB Ha
00JIOKKY B KOPEIIOK MaKH

OJHa IarrKa

13,0

30

packiagka Tra3eT 1O Ha3BaHUAM: IPOKaJbIBAHUE,
BJIOKEHHE B  KaprTOHHYI0O  OONOXKY  (IIamky),
IpOIIHYpOBKa; odopMileHHe O0JI0XKKH (Ha3BaHME, TOJ,
HOMED, MECSIIL)

OJ[HA ITalKa

9,4

Menkuii peMOHT $OHJa:

31

NOJKIEHKAa  JOKYMEHTa,
BOCCTAHOBJICHHE 3arjaBuit

KapMallkoB, SIPJIBIKOB;

OJIHa ITaITKa

4,2

PecTtaBpaniysi KOpEIKoB:

32

ompeneneHde o0bema paboOTHL; yJaJleHHE CTaporo
KOpeIIKa, [IOAT0TOBKa KoJIeHKopa (00pe3Ka, OoKIeHKa);
npoimMBKka O5ioka TOKYMEHTa, IOAKIEHKa HOBOrO
KOpeIlIKa, pa3MeNieHue Mol pecc

OJIUH KOPCHIOK

60

PecraBpanysi cTpaHMi:

33

ompezeneHne obbeMa paboThl;, MoKIIelika GoTorpadui,
KapT, YePTExeit; BOCCTAHOBJICHUE YaCTEH CTPaHMIL

OJIHa CTPaHHUIIA
(ctp.)

10

Ob6ecnbunBanue GpoHa:

34

obecnputiBanue  (oHAA C
obecrieuenre  paboyero  Mecra  TEXHHUECKHMH
CpEICTBAMH; IPOBeJCHWE OOECNBUIMBAHUA;  3aHOC
TEXHHYECKHX CPEJICTB B MECTA XPAHCHUS

IIOMOINBIO bIIecoca;

OJHa MCPOMOJIKa

12,0
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MECTa TEXHHYCCKHMH CPEACTBaMH, 3aHOC TCXHUYCCKHX

CpCACTB B MECTA XPAHCHUS

Ne HaumenoBanue npouecca, onepanun. Cocras Eananna BH:;:S;
n/n paboThI H3MEpeHHs P ’
MHH
1 2 3 4
35 |pyuHoe obecnsumBaHue GoHaa; obecriedyeHre pabodyero | OaHa MEpOIOiKa 9,4

[TpuMeuaHue: K HOPMaM BPEMEHH IPUMEHSIOTCS TOBBIIAIOIHE KO3QPUIMEHTHI:

- npu pydHoM obecmbUtMBaHWK (OHAA HOTHBIX, KapTorpaQuyecKux, H30U3NaHHUM,
Juccepraruit —1,2;
- Ipu obecnbUTMBaHNA (POHMA C TOMOIIBIO MbLIecoca — 1,3.

1.4.3. W3syuenue 6ubimoteyHoro Gpouaa

Ta6nua 6
Hopma
Ne Haumenosanue npouecca, onepanuu. Cocras Ennnauna
/o padoThI H3MepeHHs BpeMenH,
MMH.
1 2 3 4
[loxroroButenbHas pabota o H3YYEHHUIO
6ubmoreunoro Gouaa:
1 |cocrasiieHue njasa  paboTel IO H3YUYCHUIO OJIMH ILJIaH 2140
oubmoreunoro gomnaa (yactu GoHIA)
2 | moAroTOBKA HHCTPYMEHTApUs mno M3yYeHHIO | OJHa Tabauua 6,3
oubmmoreunoro (oHga; cOCTaBIeHHE TaOIMIBI 110
pa3IMYHBIM aclleKTaM M3y4eHUs
3 |monxbopka oubmorpaduueckux nocobuii,| oaHO nocodue 20,0
UH(OPMAITHOHHBIX CITUCKOB JUIS IIPOBEJCHH pabOTHI IO
H3y4JeHHI0 ONOIMOTeYHOro GoHIA
4 |mOAroTOBKA MHCTPYKTaXKa [UIs TMPOBEJICHHS paboT IO | OAMH MHCTPYKTaX 83,0
U3yUdeHHIO OnOIIMoTeYHOr0 (POHIA
bubnuorpaduyeckoe u3ydenue 6ubaoTeYHOr0 HoHIA
O3HaKOMIIEHHE C COfepXXaHheM Oubauorpaduyeckoro| OIHO Iocodue
ocoOus;, HHGOPMAITMOHHOTO CHHCKA U1 MPOBEICHHS
paboTHI 10 H3YUeHUIO OHOINOTEYHOrO poHa
KonuuectBo Ha3BaHMi B TOCOOMH:
5 |1-25 15,7
6 [26-50 34,0
7 |51-100 68,0
Ceepka KapTouku Karajora ¢ OuOmuorpaduyeckum| OJHA KApTOYKa
OIIHCaHWEM JOKYMEHTa, YKa3aHHOTO B II0COOMH;
BHECEHHE OTMETKM O HAIMYMH JOKYMEHTa B (QoHJE:
8 |andapuTHBI KaTaor 0,26
9 |cHcTeMaTHYECKHE KaTAIOT 0,42
10 |cocraBieHne OumOnuorpadguueckoro ONMMCAaHMs Ha| OJIHA KAPTOYKa 2,6
OTCYTCTBYIOIIUE B OMOIHOTEKE TOKYMEHTBI




20

Hopma
Ne Hanmenosanue npouecca, onepanun. Cocras Enunnna
n/n paGoThI H3MepEeHHus Bpemeny,
MMH.
1 2 3 4
NPOCMOTp HATOJIHEHHS CHCTEMATHYECKOro Karajora B| OJJHA KapTOdKa
pa3sIMYHBIX acheKkTax (IO OTpacisaM 3HaHWs, BHJIAM,
rojaMm); COIOCTaBJICHWE MONYYEHHBIX JAHHBIX C
TEMATUKO-THIIOJIOTHYECKMM (TIEPCIIEKTUBHBIM) IUIAHOM
KOMIUIEKTOBAHHS, YTOYHCHHE, BHECEHHE KOPPEKTHB B
IJTAH KOMILIEKTOBaHHs
KosmuecTBO KapTOUeK B SIIUKE:
11 [1-500 43,0
12 |501 - 1000 85,0
13 11001 - 2000 173,0
CrartucTudecKkoe uzydenne 6udmmoTednoro Gona:
14 |3amonmenne craTtucTHYeckHX Tabmun (MO cocTaBy,| OIHa TabiMia 19,3
IUHAMUKE M CTEIEHH MCIOJIb30BaHUs OMOIMOTEYHOrO
¢on/a) HAa OCHOBAHNM YYETHOH JOKYMEHTAIIMH
15 | pacuer foKaszarenei KHUT000€eCIIEUeHHOCTH, | OJINH MOKa3aTelb 2,0
00paIaeMoCTy, YATAEMOCTH
16 |cIulomHOM OPOCMOTP JOKYMEHTOB Ha CTEJUIaXax,| OJUH JIOKYMEHT 0,84
IIOJICUET 10 KHHKHBIM (POpMYJISIpaM KM JIMCTKAM CpoKa
BO3BpaTa KOJIMIECTBA KHUTOBbLIAY
17 |MapkupoBKa  Hemcronp3yeModl dacTd  (oHZa B| OJWH JOKYMCHT 0,26
3aBHCHAMOCTH OT IpPWUYMH, BBI3BABIIUX  HU3KYIO
00paImaeMocCThb
18 |3amonHenue TaGNMIBI WHTEHCUBHOCTH MCIIONL30BaHMA | OJHA Tabiauna 50,0
oubmoTeunoro GoHa
CocraBnedre ¥ aHaou3 Tabmun IO  H3YyYCHUIO
6ubmmoTevHoro GoHaa
CocraBieHne TaOIHIbL:
19 |mo COCTaBYy, Pa3BUTHUIO U UCIIONB30BaHUIO | OfHA TabJuIa 63,0
6ubnroTevnoro pona
20 (mo cremeHu WCIONB30BaHWA (OHZA B Ppa3IMYHBIX |  OjHA Tabiuna 68,0
acnekTax (B OTPacjaeBOM, 0 BUJIaM H3/aHHH)
21 |mo 0OBeMy HeHMCHONB3YyeEMOHW M MAJOCHPalIMBacMoM |  oxHa Tabimua 63,0
yacTd GOH/Ia M TPUUHHAM €€ HAKOIICHUS
AHajn3 TabJIUIBL: oJiHa Tabimna
22 imo COCTaBy, Pa3BUTHIO H WICIIOJIb30BAHUIO | OJiHA TabJIHIA 56,0
6ubnnorevHoro Gpouaa
23 (10 cTemeHH MCIONB30BaHMA (OHAZ B pa3yMYHBIX | OAHA Tabiuua 56,0
acrekTax (B OTPacjeBOM, 110 BUIaM U3aHUH)
24 |mo coctaBy M  BenMYMHe ~HEHCHONb3yemodt M| ojaHa Tabimua 60,0
MaJloclpanMBaeMoil 4dactd (OHZA M IpUYMHAM ¢
HAKOTUJICHUSI
25 |cocTaBieHHME IUIaHA MEPONPHUATHH M IPEUIOKECHHH IO OJIVH IUIaH 161,0

pe3yJibTaTaM H3ydeHus ¢onna
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IIpuMeuanue: BpeMs IPOBE/ICHAs HHCTPYKTaXa B HOPMY BPEMEHH HE BXOJIMT; Py paboTe ¢
JOKYMEHTAMH Ha HHOCTPaHHBIX s3bIKaX K HOPMAaM BPEMEHH TIPHMEHSETCS IIOBBIIAOMMH

ko3¢ ¢punuent 1,15.

1.5. O6¢caayxuBaHue YuTaTesnen
1.5.1. Paborta ¢ untareieMm

Tabnuma 7

HaunmenoBanue nponecca, onepanun. Cocras
padoTbl

Eagununa
H3MepeHus

Hopma
BpEMEHH,
MMHH.

2

3

4

3anuck unTaressi B OMOIHOTEKY:

IIPOCMOTP JOKYMEHTOB quTaTes (macmopr,
yIOCTOBEPEHHE, OPYUUTENILCTBO); IPOBEPKA HaTHYHs
YYETHO-PETHCTPAlHOHHOH KapTOUKH YHTATE IS

OJHH YUTATCJIb

1,7

3aroJIHEHUE bopmymspa YMTATEN, YUYETHO-
PETHCTPAIMOHHOM KapTOYKH, YATATENBCKOIO OrIteTa

OJHUH 9uTaTC]Ib

2,0

O3HAKOMJICHHE YHTaTeNsi C IIpaBMJIaMH IOJIb30BaHHUS
OUONHOTEKOH, pacmoyioxkeHueM (OoHIa, CIPABOYHBIM
annapaToMm

OJJUH YUTATCIIb

5,0

HDOMCK M  pAacCTaHOBKa  yUYETHO-PETHCTPAllHOHHBIX
KapToJeK 1o andaBUTy (paMUIHKA dATaTENEH

OJIHa KapTOvKa

0,26

IlepeperucTparys YaTaTeIeH

nouck  Gopmyinapa (perdCTPAI[MOHHOM  KapTOYKH)
YyHTaTessl; BHECEHHE M3MEHECHUH B HUX M YHTATEJILCKUM
Omrer (yrOUYHEHME  AHKCTHBIX  JIaHHBIX, HOBOIO
UTATENHLCKOTO HOMEDPA, IATHI IepeperuCcTpaliiH)

OJIUH YUTATCJIb

12,0

3anuch (mepeperucTpanus) yuTaTeNeu B
ABTOMATH3UPOBAHHOM PEXXHME:!

Ha0op Ha KJIaBMaType CBeICHuH o umrarene: (pamuius,
HMs, OTYECTBO, XapaKTEpU3YIOIIUE €ro IpPH3HAKU
(o6pasoBan¥ue, CICNHATBHOCTD, HHAs MHGOpMALHs), KO

OJIYH 4YHUTaTC]Ib

6,0

OCYLIECTBJIEHHE KOHTPOJS 3a BO3MOXHBIM HaJIMYHEM
JIAHHBIX O 4YHTaTele, 3alucaBIIMMCI B OHONIHOTEKY
(paHee 3amucaH, JMIICH [IPaBa M0JIb30BAHHSA)

OJIUH YUTATC/Ib

1,0

oopMileHHE KOAA YATATENS C KOHTPOJBLHBIM Pa3psaioM
U CPOKOM IIOJIb30BAaHHs YHUTATEbCKAM OHJIETOM Ha
OCHOBE BBITAaHHON MH(OpMALUH

OJHUH YUTaTCIIb

0,52

BHIBEJICHHE HA TPUHTEP CBEJCHUH O 3alUCcaBIIEMCS
yuTareie B BUAe OjaHKa, BeIpe3aHue OlaHKa U BKICHKa
€ro B YATATEJILCKHI OHIIET

OJUH YUTaTCJIb

1,3

PaGota jaucneTyepcKoil cryX0bl:

10

OpUEM  YHMTATENbCKOrO  TpeOOBaHMsA;,  IPOBEpKa
IPaBUIIBHOCTH 3allOJIHCHUSA TpPEOOBAHWH, YTOYHEHHE
MecTa XpaHEeHUS JOKYMEHTOB; OTMETKa B
JIMCIIETYEPCKOM  CeTke, Ilepeada TpeboBaHUA B
KHHTOXPAHECHUE

onHO TpeboBaHNE

0,73

Bemmonnenne TpeOoBaHWi —MOTpeOHTENEH, BbIIaYa
JOKYMEHTOB M3 OCHOBHOT'O KHHIOXPaHCHHS:
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Hopma

Ne Hanmenopaunue npouecca, onepanun. Cocras Ennnnna

n/n padoThI H3MepeHns BpeMenH,

MMH.
1 2 3 4

11 |momydenne TpeGoBaHMii, perucTparys, MOAOOPKA UX IO | OMHO TpeboBaHHE 3,0
g pam

12 |mOHCK OKyMEHTa, HaHECEHHE OTMETKH Ha TPeOOBaHUH, | OJIHO TpeOOBaHKE 5,0
KHIDKHOM (opmyIispe, JUCTIETYEPCKOM CETKE

13 |ycranopneHme MecTa HaxOXJeHHs HEHaiiJeHHOTO | OHO TpeboBaHUe 7,0
JIOKYMEHTA 10 CIPAaBOYHBIM KapTOTEKaM, KaTajioram

14 |Belmaua JOKYMeHTa W3 OT[eda KHUTOXPAHEHHsS | OJMH JOKYMEHT 2,0
HoTpeOHuTENO; OTMETKAa Ha KHIDKHOM (opmyispe,

TpeGoBaHUN

15 |npuHsaTHE TOKyMEHTa OT MOTPEOHTENS; MOUCK KHUKHOIO | OZMH JOKYMEHT 3,0
dopmysipa, TpeOOBaHN; NOTAHICHUE OTMETKH O BbLIAYC
Beiaya  KOMIUIEKTOB JOKYMEHTOB BO  BPEMEHHOE
IOJIL30BAHKE IOIPa3/IeIeHUSIM OUOIHOTEKH:

16 |odopmieHne 3asBKH Ha KOMIUICKT JOKYMEHTOB, OJiHa 3asBKa 5,0
nepelaBaeMbli B CTPYKTYPHOE IOJpa3AesiCHUue

17 |moafop MOKYMEHTOB B KOMIUIEKTHI, HAIIMCAHWE BTOPOro | OJUH JOKYMEHT 40,0
3K3EMILIAPA KHHKHOTO popMyIspa (MHAMKATOpa)

Beigjaua KOMIUIEKTOB JIOKYMEHTOB; OTMETKA Ha| OJMH JOKYMCHT
KHIOKHOM  (opMylisipe  (MHIMKATope) JaThl BBIIAYH,

J@HHBIX [TOPA3JEJCHHUS, TOTYYAIONIEr0 KOMILIEKT

KommuecTBO IOKYMEHTOB B KOMILJIEKTE:!

18 (25 6,8

19 |50 13,5

20 |200 108,0
IonyuyeHne KOMIUIGKTOB TOKYMEHTOB OT CTPYKTYPHBIX [ OJMH KOMIUIEKT
nojpasfie/l€Hni;  MOMCK  KHIKHOrO  (QopMmynspa
(MBMKATOp); MOTAIllICHHEe OTMETKH O BhIAAa4e, BIOKCHHE
€ro B JOKYMEHT
KommuecTBO IOKYMEHTOB B KOMILIEKTE:!

21 |25 6,8

22 |50 13,5

23 1200 108
O6c¢nyxuBaHue YATATENICH B YUTATIBHOM 3aJIe:

24 |npoBeneHne KOHCYJbTAUMH, OECefbl € UYHTATENEM Y oJiHa 5,0
KaTaJoros, KapTOTeK, KHIDKHBIX IIOJIOK, | KOHCYJIbTallHs
uH(OpMHPOBAHHUE YUTATEIS O HOBBIX IOCTYIUICHHUSX
IToxOop AOKYMEHTOB B HOACOOHOM (OHIE YUTAIBHOrO | OIHH JOKYMEHT
3aja; mepejada Ha Kadeapy BbLIAYH:

25 | 1o TpeOoBaHUIO YUTATENS 2,0

26 | 1o yCTHOMY 3a1pocy 1,7

27 | o ompenencHHON TeMe 3,1

IMoxGop MOKYMEHTOB IO Yy4eOHOH mIporpamMMe Ha
OCHOBAaHUHU MakeTa KOMILIIEKTa JIOKYMEHTOB,
BBIAABAEMBIX  CTyJeHTaMm; Mmoa00op y4eOHHKOB 1O
dakynsTeTaM, KypcaMm, TpynnaMm; CBEpKa KHIKHBIX
GopMyJISIpOB ¢ Ha3BaHMEM KHMI, HHBEHTAPHBIMH

OJUH KOMIIJICKT
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Hopma
Ne HanmeHoBanue npoliecca, onepanum. CoctaB Ennanna BpeMeHE
n/n padoThI H3MEpEeHUs ’
MMH.
1 2 3 4
HOMEpaMu
Kosm4ecTBO JIOKYMEHTOB B KOMILIEKTE:!
28 |10 2,7
29 |20 5,4
30 |40 10,8
31 |Belmaua JOKYMEHTa: CBEpPKa BBIIABAEMOIO JOKYMEHTa C| OIMH JOKYMCHT 2,0
ynTATENLCKUM  TpeOoBaHMEM; IPOBEPKA  HATHYHSA
CTpaHMI[; BHECCHHME 3allCH Ha  YHTATC/IHCKOM
TpeGoBaHuH (KOHTPOIBHOM JIHCTKE); BIOXCHHE B
YUTATEIbCKUN ourner, paccTaHOBKa, OTMETKA
KHUTOBBJIaYH
32 |ponydyeHuwe OKyMEHTa: cBepka €ro ¢ TpeOOBaHHEM | OJMH JOKYMCHT 2,0
(KOHTPOJSBHBIM ~ JIUCTKOM); IPOBEPKA  COXPAaHHOCTH
JOKYMEHTa, HaJMuusi CTPAHHUI], BHECCHHE OTMCTKH O
TpueMe
33 |moinydyeHue JOKYMEHTa, 3aKa3aHHOIO WYMTATeNlEeM B| OAWH JOKYMEHT 0,5
OTJIeNIe KHUTOXPaHEHUs
34 |mepenada JOKYMEHTa, CHAHHOTO YHUTATENEM, B OTHAEN | OAMH JIOKYMCHT 1,0
KHUTOXPaHECHHS
Ot6op u nepenayda JOKyMEHTOB Ha KOIIMPOBAHHUE: OJIMH JOKYMEHT
35 |ot6op MOKYMEHTOB (OTAENbHBIX CTaTed) JJs Mepelnayd | OAWH JOKYMEHT 5,0
Ha MEKpOGIEMUPOBAHNE U KOIUPOBAHHUE
36 |moAroToBKa JOKYMEHTOB K KONHMPOBAHUIO; OQOpMIEHHE | OAMH JOKYMEHT 3,0
3aKa3a; PerucTpais B YIeTHBIX opMax
37 |monyuenme MukpodmiIbMa W KOIMH; IIPOBEpKa OJIMH 3aKa3 5,0
IIPaBUJILHOCTH BHITIOJHEHUS 3aKa3a
OGcnyxuBaHue unTaTeNlell Ha abOHEMEHTE:!
38 | moabop HOKYMEHTOB AJIsi PEKOMEHIAIIHY YHTATEIIIM OJIUH TOKYMEHT 5,0
Belmaya JOKYMEHTOB UHMTAaTeNO, NOUCK Qopmynsapa| OXMH JOKyMCHT
yuTaTes s, YKa3aHHe CPOKa BO3BPATA, MPOBEPKA HAIHIHs
CTpaHuIl; 00CIy)KUBAaHHUE:!
39 |B3pocibIX 2,7
40 | peteit 3,2
41 |mpoBenenne Gecelpl ¢ 4MTaTeNeM, MH(GOPMHMPOBAHUE O| OJMH YUTATENb 5,0
HOBBIX TOCTYIIJICHUSX
[TonydeHne HOKyMEHTA OT YMTATeNsd, BHECEHUE OTMETKH | OHMH JOKYMEHT
0 IpHeMe; IPOBEpKa HAIUYUSA CTPAHMIL;, BJIOKCHHC
KHIDKHOTO (opMyIisipa; 0OCITyKHBAHME:
42 | B3poCHBIX 1,8
43 | merei 5,0
44 |mpoasnenue CpoKa IIOJb30BAHUSI JOKYMCHTOM; IOMCK| OIHH (GOpMYIISp 3,0
dopMyspa UUTaTEINs; BHECEHHE OTMETKU O IPOJUICHUH
CpOKa MO0JIb30BAHMKS
Co3zianve Konmii JOKYMEHTOB IO 3allpOcaM YMTaTelle:
45 |KOHCYNBTAIMs YHTaTeNied 10 BBIOOPY NAPaMETPOB 0JlHa 5,0
KOMTUPOBAHHS KOHCYJIbTAIUs
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Hopma
Ne HanmenoBanue npouecca, onepaunn. Cocras Enunnna
n/n padoThI H3MepeHHs Bpemen,
MMHH.
1 2 3 4
46 |co3gaHHe SIEKTPOHHON KOIUYU C OPUTHHAIA OJlHA CKaH-KOIHs 0,15
47 | coznanpe OyMaXKHOM KOIIHHU C OpUTHHAIA OJIHa CTpaHHIIA 0,15
48 | co3maHme KOMHUU ¢ MUKPO(QOpM OJIVH Kajp 0,5
49 |npeyars OyMaXXHBIX KOMHI JOKYMEHTOB 13 Ob OJIUH JIACT 0,08
50 |co3naHue 3JIeKTPOHHOHN (POTOKOINH C OpUTHHAIIA OJTMH Kajp 5,0
[IprMedanue: K HOpMaM BPEMEHH IPUMEHSIOTCS MOBBIIAIONHE KOO PHIMEHTHL:
- 1ipu 06CITyXKUBaHUHK ynTaTesei kuaodoTohoHoTOKyMeHTaMu — 1,2;
- HOTHLIMH, KapTorpadhuuecKuMHy, H30u31aHusMu — 1,15;
- crienMaIbHBIME BHAAMU HAyYHO-TEXHAUYECKOHN JIMTEPATyphl U JOKyMeHTanuu — 1,1;
- Ipu paboTe ¢ IOKyMEHTaM# Ha HHOCTPAHHBIX sA3bIKax — 1,15;
- 1pu paboTe ¢ JOKyMEHTaMH Ha si3bIkax Azuu 1 Adpuxu — 1,5.
1.5.2. Baytpenusis pabora
Tabnuna 8
Ne HanmeHnoBanue npouecca, onepanuu. Cocras Enunuina Hopma
n/n padoThI H3MeEpEeHHS BpeMEHH,
MHH.
1 2 3 4
IToaroToBka K BbLIAYE:
1 |paccranoBka (GopMysIsipoB uHTarened (O cpokam, | oauH popMyIIsp 15,0
HOoMepaM, asihaBuTy)
2 |mopBemeHuMe WTOroB padbOTHI 3a MPOLIEAIIMN JEHb, €KCTHEBHO 9,2
BHECEHHUE 3alliCU B JHCBHHUK
3 |mombop JOKYMEHTOB IIO IIPEABApPHUTENLHBIM 3aKasaM | OJMH JOKYMEHT 3,0
qATaTeNeN U IIJIaHaM YTCHMS
4 |OpocMOTp HOBBIX MOCTYIUIGHHMHM JJisl PEKOMEHIAIMK | OJMH JOKYMEHT 2,0
yuTaTeNsIM
5 |mpocMOTp ¥ MOMOJHEHHE KHIDKHBIX BBICTABOK, AINMKOB| OJHMH JOKYMEHT 3,0
CBOOOAHOTO BHIOOpa KHHUI, TEMATHYECKHMX IOJIOK H
CTeJUIaXER
6 |moaroroBka pabodyero MecTa €XKETHEBHO 10,0
Pabota ¢ hopMyJIIpOM YUTATEISA: ‘
7 |anamu3 (bopmMynsIpoB yuTaresieH, BBISIBJICHUE | OJMH HOPMYJLP 4,3
YUTATEJILCKUX HHTEPECOB
8 |cocraBieHHME KapTOYKHM IJii KapTOTEKM YMTATENbCKUX | OJiHA KapTovKa 0,86
MHTEPECOB;,  COCTABICHHE  CIHMCKA  YHTATENILCKUX
HHTEPECOB
9 |3anucek B GopMyJIsIpe UUTATEN O pe3ysbTaTax aHalu3a 0JTHA 3aHCh 3,6
YTEHHS 3a OIIPE/ICTICHHBIN IEPUOL
10 |3amuck B AHeBHUKE OMOIHOTEKaps O JUHAMHUKE YTCHUSA H OJTHA 3aITUCH 9,2

UHTEpecax duTatelisl (TpyNibl YNTATEICH)

Pabota ¢ uuTaTeNIIMH, He BO3BPATUBIIUMHU JIOKYMEHTHI B
CDOK:
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HaunmeHoBanue npoiecca, onepanuu. Cocras
pa6oThI

Eauanna
H3MepEeHus

Hopma
BpeMeHH,
MHH.

2

3

4

nOUCK (GOpMYJIApOB 4YHTaTelneH, HE BO3BPATUBIIUX
JIOKYMEHTHI B CPOK

oauH Gopmymsp

1,0

12

HamnmuCaHue OTKpBITOK-HaHOMI/IHaHHﬁ 0 BO3Bpare
TOKYMCHTOB; OTMECTKA JaThbl HaIlIOMHUHaHUA Ha

dbopmynsgpe

onuH HopMyIsp

2,0

13

ONOBEIICHHE (o TenedoHy) yuTarens, HE
BO3BPATHBINETO JIOKYMEHT B CpOK; OTMETKAa JaThl
HAITOMHHAHUSI B GOpMyIsipe

oauH Gopmynsip

4,0

ObecneueHre  KOHTpOJIA 3@ CpOKaMH  BO3Bpara
JIOKyMeHTOB B AC:

14

BBIBOJ] Ha NPHHTEP CIIUCKa yprareneii U abOHEHTOB-
3aJ0JDKHHKOB

OJIUH CIIUCOK

0,16

15

COCTaBJICHHUC CITMCKA 3aJ0JIDKHUKOB

OJHMH CITHCOK

0,16

16

pacrieyaTka Ha TpPHHTEpPE HAIOMHHAHUA a0OHEHTaM M
yWTaTeIAM O CPOKE BO3BpaTa (aapec, Ha3BaHHs B3SATHIX
JIOKYMEHTOB)

OJHH CITHCOK

2,2

17

n3bATHE W3 0a3pl JTaHHBIX CBEeICHUIL O 3aHATOCTHU
BO3BpallICHHBIX JOKYMCHTOB

OJIHa 3aI11icCh

0,4

OdopmIieHne moucka 3a0/DKHIKOB Yepes Cy .

18

KOIHpoBaHue GopMyJisipa YMTaTENs]; YTOUHEHHE aBTOPA,
Ha3BaHUs, HHBEHTAPHOTO HOMEPA, II€HBI JOKYMEHTa, HE
BO3BPAIIICHHOTO B CPOK; IEPEUUCICHUE TOCIIOULIMHEI 32
oopMIIeHHE HCIIOIHUTEILHBIX HAINIHCEH; I1E€PEChUIKA
JieNa B CyJI:

OINH JOKYMCHT

2,7

19

nonyyenue ©u  odopmieHHEe  JOKYMEHTOB M3
HOTApHAILHOM  KOHTOPBI  (IIPOCTaBIEHHE  HOMEpA
PacyYETHOro CYeTa, HOMEepa UCIIOTHUTEIbHON HA/IICH)

OJIWH JOKYMCHT

2,7

20

COCTaBJIEHHE aKTa Ha OIUIaTy dYepe3 Cyl YTEPSHHBIX
JIOKYMEHTOB

OIUH JOKYMCHT

2,7

[IpueM TOKyMEHTOB B3aMEH YTEPSIHHBIX:

21

TIOUCK YUTATEIBCKOTO bopmynspa; BHECEHUE
COOTBETCTBYIOIICH 3amucH B (GopMyssip, TETpaab ydera
KHHT, TPUHSATHIX B3aMEH YTEPAHHBIX

OJIUH JIOKyMEHT

5,0

22

IPOCMOTP  JOKyMEHTa,  HpeUIaracMoro  B3aMeH
YTEPSHHOTO

OJIUH JOKYMCHT

2,0

Pabora ¢ oTkazaMu:

23

yYUeT H KJ'IaCCI/I(l)I/IKaIII/ISI OTKa30B: OTMCTKa Ha JIMCTKS
YUTATCIIBCKOI'O TpC6OBaHI/I5I IPUYIMHEBI OTKa3a

0JIHO TpebGoBaHuE

1,6

24

pacCTaHOBKA YHTATEIBCKUX TPEOOBAHMM B KapTOTEKe
«HEYIOBJIETBOPCHHBIH CITPOCY

OJIHO TpeboBaHue

0,32

25

aHaJM3 OTKAa30B, COCTABJICHUE CBOLKM OTKa3oB B
OTpaciieBoM paspese (10 IpUYMHAM OTKa3a U MEpaM uX
JIMKBUIAIAH 1 TPEAYTIPEKICHHU)

OJHH OTKa3

1,0

26

COCTaBJieHHEe  OUONMMOTpauueckoro  ONMUCaHMsg  Ha
JIOKYMEHTBI, UMEIOLIe HauOoJbHIee YHCIO OTKAa30B, H
nepeiavya KapTO4KY B OT/AE] KOMIUIEKTOBAHUS

OJTHO
oubmuorpaduyec-
KO€ OIHCAHUE

2,0
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1.5.3. BaecrarponapHoe 00CTy)KUBAHUE

Tabmuua 9
Ne Ennnnna Hopua
HaunmenoBanue npouecca, onepanuu. Cocras paéorTnl BpPEMEHH,
n/n H3MepeHns
MMHH.
1 2 3 4
Opranuzanus OWOIMOTEYHBIX IIYHKTOB, ICPESIBHKHBIX
6uOINOTEK:
1 |3akmroueHWe  goroBopa  Mexy  OHOIMOTEKOH M| OIWH JOTOBOD 270,0
opraHu3zanuei, rne Oyner OCYIIECTBIIATHCS
BHECTAIIHOHAPHOE 00CITy)KHUBAHUE
2 | odopmienue popMyspa GHOIHMOTEIHOTO IIyHKTA ouH HopmMyIIsIp 13,5
opopMmiIeHHEe TANKA ¢  JIOKyMEHTamH  (JOroBopa, OJIHA TIaIKa 13,5
JOBEPEHHOCTH Ha [OJNydeHWe KHHT, (opmynspa
OUOIHOTEYHOrO ITyHKTA, OTYETOB M APYTUX JOKYMEHTOB)
4 |cocTaBleHHME€ CX€MBI  pasMellleHHs  OMOIHMOTCYHBIX ojiHa cxeMa 126,0
MYHKTOB Ha TEPPUTOPHH TOPOJQ, paiioHa
5 |cocraBieHue rpaduka obmeHa JIOKyMEHTOB, oJiuH rpaduk 18,0
HaXOAAIMXCS B OMOJIMOTCYHBIX IYHKTAX, IE€PEIBUKHBIX
O6ubnoTekax
6 | COCTaBIICHHE I1aHa METOUYCCKOM MMOMOIITH OJIUH IIaH 46,0
OuOIHOTEKapIM-00IECTBEHHUKAM
7 |odopmienre oOBSBIEHHS O JHSX H 4Yacax paboTHI| O/iHO OOBSBICHHE 12,0
OUOIHOTEYHOrO IIYHKTA, TEPEABMKHON OMOIHOTEKH
[ToxGop KOMILIEKTOB IOKYMEHTOB JUIl OHOIHMOTEYHOTO
MYHKTA, IIepeIBIKHON ONOIMOTEKH
[Toxbopka KOMIUIEKTa AOKYMEHTOB OJIMH KOMILIEKT
KonruecTBO IOKYMEHTOB B KOMILJICKTE:
g |10 15,0
9 |30 45,0
10 |100 148,5
11 |BbImaua AOKyMeHTa B OMONMOTEYHBId IYHKT; OTMETKA B| OJMH JOKYMEHT 2,0
KHIOKHOM (OpMYJIsipe J1aThl BbLIA4d, HOMEpA IYHKTa
12 |3amuce B dopmyisape OUOIHOTEYHOrO IIYHKTa JIAThl OJIHA 3aIIUCh 1,0
BBIJAUYH  JOKYMEHTOB, KOJIMYECTBA  BBUJAHHBIX |
BO3BpAIIICHHBIX B CTAIIMOHAP JOKYMEHTOB
13 |paccraHOBKa KHHKHBIX (GOPMYJSIDOB B KapTOTEKy 3a| OJIWH KHIKHbIHA 0,4
pazzenureieM CHTJIBI OUOIMOTEYHOTO MyHKTA, bopMyIIsp
HepeBHKHOM  OMONIMOTeKH, BHYTpH 1O  aindasuty
¢dammmit aBTOpoOB
14 |npueM  JOKyMeHTOB M3  OHONHMOTEYHOTrO  MyHKTa, | OJHMH AOKYMEHT 1,6

[IEpEBUKHON OMONMOTEKH: IPOCTABJIEHHE OTMETKH O
npueMe; BIOXKEHHE GOpMyJIsipa B JOKYMEHT
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1.6. O6¢cnysxuBanue o MexonoInoTedHoMy aboementy (MBA)

TaGmuma 10

HanmeHnoBaHue npomecca, onepanuu. Cocras paboTnl

Eannnna
H3MepeHus

Hopma
BpEMEHH,
MHH.

2

3

4

O6cnyxuBanue yntarenei onbanorexu no MbA:

pErUCTpalus YnuTaTels, nons3ytomerocs MbA

OJUH YUTaTCJIb

1,35

3all0JIHCHHUEC OnaHka-3akasa,
PErUCTpallMOHHOI0 HOMEPA, JAThl

MIPOCTABIICHUE

OJI¥H 3aKa3

2,2

YTOUYHCHUC YKa3aHHbIX qUuTarciicM cBeAcHUM 0
3aKa3aHHOM JOKYMCHTE, II€JId 3arpoca, HUCTOYHHKA,
OTKYyJa IOJIY4YCHBI CBCICHHU A

OJHH 3aKa3

1,6

buGnmuorpaduueckass nopaboTka  3aKasa,

OubnrorpadguyuecKiux CBEJACHUM:

YTOUHEHHE

IO COPaBOYHBIM U3JAHUIM

27,0

N

Ipy IIOMOIIIA ABTOMATU3UPOBAHHBIX CPCICTB

0,22

NpOBepKa HAIM4Ms 3alpallMBacMoOro JOKyMEHTa B
OuOIIMoTeKax ropojia, 00JIacTH, PETMOHA, B TOM YHCJIC 110
CBOJIHBIM KaTaJIoram

OIHUH JOKYMCHT

10,2

HalnpaBjeHue OJlaHKa-3aKa3a ¢ IPOCTABJICHHOW OTMETKOM
(mremmenieM) «B  ropome  HeT» B OTpPAacieBO,
YHMBEpCAIbHBIM IeHTp Wi B Oubmmoreky (opraH
nH}popManK) N0 JaHHBIM CBOJIHBIX KaTajJoroB

OJIUH 3aKas3s

0,27

3alHCh CBEJECHMHM O HalpaBieHHM 3akaza mo MBA
(HauMeHOBanue OWONHOTEKH, JaTa) Ha OOOPOTHOM
CTOpoHe OJaHKa 3aKa3a

OaHa 3aIllucCh

1,4

noMenienre OnaHka-3akaza B «Kaproreky 3ampocoB
yuratenel o MBA» 3a pazaenurens «3anpocsl mo MbA,
HalpaBJIeHHbIC B Ipyrue 6MOINOTEKH)

oJHO TpeboBaHuE

0,32

10

IpHeM JOKyMeHTa, npuciaHHoro mo MBA; BCkpeiTHE
OaHziepoNid, IIPOBEpPKA COCTOSHHE JOKYMEHTa, OTMETKa
JIaTel IIONyYeHHMs ¥ Ha3BaHUS OMONMOTEKH, BBHICIABINCH
JIOKYMEHT, WHBCHTApHOIO HOMEpA, CpoKa IOJIb30BAHUS;
IepecTaHoBKa OJaHKa-3akaza M3 paszliena KapTOTeKH
«3ampocei 1o MDBA, HampaBJICHHBIE B JIpyrHe
oubnrorexn» B pazaen «llomyuennsie mo MbA usnanus»

OJTUH IOKYMEHT

3.8

11

H3BEIIEHAEC YUTATCISI O IIOJYYCHHH 3alpOIICHHOTO
JOKYMCHTA M CPOKE IIOJIL30BAHUA UM

OJJHO U3BCUICHHUC

1,35

12

BBIJIaYya YMTATEIIO HOJydeHHBIX 0 MBA nokymMeHTOB B
yuTAIRHOM  3ale (B CIHY)KeOHOM  NOMELICHHMH
OubIMOTEKH);, CBepka BBIIABAEMOIO JIOKYMEHTa C
OJIaHKOM-3aKa30M; TPOBEpPKA HaJIM4Yusd CTPAaHWIl H
COCTOSTHHUS JIOKYMEHTa; OTMETKA BELIaYd

OJIUH JIOKYMEHT

1,0

13

TIPHEM JIOKYMEHTa OT YHUTATeNd B YATAILHOM 3ajie; CBEpKa
JOKyMEHTa C 4YacThlo  OJaHKa-3aKkasa, IpoBepka
COXPaHHOCTH JOKYMEHTa; BHECEHHE OTMETKH O IIPHEME;
NIOMENIEHHE JOKYMEHTA B CIEIHAIBHO BBIACICHHOE MECTO
(3axphiThiil mKad)

OUH JOKYMCHT

0,5
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HanmenoBanne npouecca, onepanuu. Cocras paboThI

Eaununa
H3MEpPEeHUs

Hopma
BpeMeHH,
MMH.

2

3

4

u3BJIeYeHne OllaHKa-3aka3a M3 KapTOTEKH, 3alluCh
cBe/leHHH 00 OTIpaBKe HM3[aHus (aTa, HOMEpP IOYTOBOTO
OTHpAaBIEHHUsS); MEPEeCTAHOBKA JIMCTKA W3  pasjena
«ITonyuennsie 1mo MDbA  wum3mamws» B paszen
«Bo3BpaitieHHas JUTEPATYpa»

OJIH JICTOK
TpeGoBaHUA

1,0

15

HOATOTOBKA K OTHpaBKe JOKYMEHTOB B OMONMHOTEKY-
GoHmoNepKaTENh 3aKa3HOH OaHIEpONBIO;  yIAKOBKa
GaHIepo/Hy; B3BENIMBAHHUE €€, HAKICHBAHUE MApKH (ECIH
HeT LEHTPAIH30BAaHHON OIUIATHI NMEPECHUIKH); HalMCaHHe
aJipeca; COCTaBJICHHE ONUCH

OJHH JOKYMCHT

3,6

16

paboTa ¢ OTKa3aMu

OJHUH OTKa3

1,03

17

coo0IIeHNE B OTAET 00CTY>KUBaHUSA O MOJYYCHHH OTKa3za
(maTa, HpUYUHA)

OIUH OTKa3

1,35

O6cnyxuBanue aboHeHTOB 10 MBA

ITpuem 3aka3oB:

18

IpU OTCYTCTBHM HOMepa abOHeHTa Ha OyaHKe-3aKase
mpoBepKa MO KapTOTeKe abOHEHTOB, a0OHHMPYETCs JIH
JIlaHHAst OpraHu3aLus

OJIUH OTKa3

1,0

19

opraumsaiss abOHHpYETCs: IPOCTaBlICHHE HOMepa Ha
OlaHke-3aKase; CBepka ajpeca, Ha3BaHHWS OpraHU3aluH,
damunuu oTBeTcTBeHHOro 10 MBA; BHECEHHE H3MCHEHUH
B KaQpTOUKH

OJHUH OTKa3

3,6

20

neppuyHoe oOpamieHue abOHEHTa B TEKyLIeM TONy:
IPOCTaBJIEHNE B KAPTOUKE Io/ia 0OpaIleHusl, TaThl

OJUH OTKa3

3,6

21

opopmienre aboHeHTa (OpraHusanys  paHee HE
abOHMpOBAIACh):  NPUCBOCHHE  abOHEHTY  HOMEpa;
3aII0JTHEHWE KApTOUKH peructpanuu aboHeHTa MBA u
pa3IenuTens (bopmymsp); yKa3aHHe MIOJIHOTO
HAaMEHOBaHMUS  OWOJHOTEKH,  IOYTOBOIO  ajipeca,
TenedoHa, (HaMuiIMK, UMEHH, OTYECTBA OTBETCTBEHHOI'O
JMIA, AaThl OTKPHITHS U HOMepa aDOHEHTa

oIuH abOHEHT

5,0

22

paccTaHOBKa pErUCTPallMOHHBIX KapTO1iCK B KapTOTCKY

OlHa KapTo4Ka

0,32

23

oopMIieHMEe M3BEIIeHHUs I aboHeHTa (CTaHAapTHOS
u3BelmeHde 00  OTKPHITHH  abOHEMEHTa);  3aIpoc
HEJOCTAIONMX CBEAEHUM JUIsI KApTOTEKHM THITOBBIM
HCHMOM

OJJHO U3BCUICHHUC

1,6

24

NpoBepKa MPaBAIBHOCTH 3alloNHeHMs OnaHka-3akasa,
3a/I0JDKEHHOCTH aOOHEHTa, IIpocTaBieHne Ha obopoTe 1-i
yacTH OnaHka-3axasza (CTp. 2) CBOCIO IUTEMIECNS U JaThl
nonydyeHus 3akaza B pyOpuke «CmoyXeOHbIC OTMETKH
OuMOmoTeKaps» INPH BBHINOJHEHMM M IEPCHANPaBICHUU
3aKas3a B CTPOKE «paioHa, ropoja»

oavH OIaHK-3aKa3

3.8

25

nepejaya Ha yd4acTOK paOOThl ¢ OTKa3aMH HETPABUIBHO
oQOPMIICHHBIX  3aKa30B  (HET  Te4YaTH,  IIOJIUCH,
Hepasz6opurBo 0QOPMIICHHBIE, HE Ha A3bIKE OPUTHHAIA) U
3aKa30B aDOHEHTOB-3a10JDKHUKOB

oIuH OJaHK

0,43




Hanmenosanue npomecca, onepamun. Cocrap paboThI

Eaguauna
H3MepeHus

Hopma
BpEeMEHH,
MHH.

2

3

4

mudpoBKa 3aKa3oB abOHEHTOB; HOAOOpKa OJaHKOB-
3aKa30B 10 axdaBuUTy; MPOBEpKAa HAIMYUA JOKYMEHTA IO
KaTaJjiory

OJIUH OaHK

2,7

27

MOATOTOBKA JOKYMEHTa K BBIJade: CBEPKAa JOKYMEHTa C
OlaHKOM-3aKa30M; IPOBEpKa HaJIM4dsd CTpaHMIl H
COCTOSHHS JIOKYMEHTa; MpOCTaBIeHHE Ha OlaHKe-3aKase
(muuesoit cropore 1-i m 3-it wactu crp. 1, 5) mmdpos
JOKYMEHTa; yKa3aHHe WHBEHTapHOIO HOMEPA, KOJHYCCTBA
NOKYMEHTOB, IaThl BbiIaud; Ha OOOPOTHOH CTOpOHE 2-#
yacTu (cTp. 3) mpocTaBlieHHE INTeMIlens OHOIHMOTEKH ¢
Ha3BaHHEM H [IOYTOBBIM aJpecoM, YKa3aHHE CpoKa
BO3Bpara, BIIOKeHHe 2-f yacTu OnaHKa-3akasa B
BLIIABAEMBI  JIOKYMEHT;  IIPOCTaBICHHE  HOMEpa
OaH/IepoJid BHU3Y

OJIMH IOKyMEHT

1,4

28

[IOCTAaHOBKA 3aKa3a Ha ouepefb (B ciydae 3aHATOCTH
u3Janus); aDOHEHTY OTIIPaBKa H3BEIICHHS

OJIMH 3aKa3

1,6

29

mepenada W3JaHWs Ha KONUpOBaHWE (IIpH 3aKase Ha
dbparMeHT M3AaHus: CTaThs U3 XypHaJa, COOpHUKA)

OJIMH 3aKa3

2,7

30

OTHpaBKa JOKYMEHTOB aOOHEHTaM: YIIaKOBKa OaHIEpOJIH;
B3BEIIMBAHNE, HAKJICHBAHUE MapK{; HAIUCaHME alpeca;
COCTaBJICHUE OITUCH

OJIHH JOKYMCHT

2,5

31

paccraHoBKa OJlaHKOB-3aKa30B (1-1 4acTh) Ha BHIIAHHBIC
JIOKyMEHTHI (BBICJIAHHBIC) B KapTOTEKy OOCILYyKUBaHHA
abonenToB B pa3znen «Beigannsie o MBA u3nanus»

OJUH JOKYMCHT

0,32

32

oubmorpaduueckast nopaboTka HEBBITOJTHEHHBIX
3aKa30B; yTOYHEHHE OMOIHOTrpad)UIeCKUX CBEACHHH IO
CIPaBOYHBIM M3JAHUSIM

OJWH JNOKYMCHT

3,2

33

BbIABJIECHUE HAJIMYUSA 3alpaliiBacMoOro JOKYMEHTa B
6u0IMOTEKaX TOPO/a, PETHOHA

OJIMH JTOKYMEHT

10,2

34

opopMiieHMEe 3aKa3a K IIEPEHANPABICHUIO B IPYTHe
OMONMOTEKH; yKa3aHue Ha 00OPOTHOH cTopoHe 1-i 4acTu
Omanka-3akaza  (CTp. 2) TUpPUYMHBl K JaThl
riepeHarnpasienus (mremnens «Her B 6MOMHMOTEKE, HET B
OubmmoTekax TroOpoja...»);0TMETKH O IIPOBEPKE IO
CIPaBOYHBIM M3JIaHUSAM, CHUTJIBI OnOIMOTEK-
doHoxepKaTenei o CBOJHOMY Karajlory

OJIMH 3aKa3

2,7

35

oTnpaBka aOOHEHTY U3BEHICHUS O IIEPEHAPaBICHUU
3ampoca ¢ ykasaHueM OMOIMOTEKH, KyJia OH OTIIpaBjieH

OJHO HU3BCHICHUC

1,6

36

pErHCTpaldsl OTKa3a B YYeTHbIX (opmax; OTIpaBKa
abonenty OnaHka-3aka3za (3-F0 4YacTb) B  Ciy4ae
HEBO3MOXXHOCTHM BBIITOJIHCHHSI C OTMETKOH O IIpHYHMHE
0TKa3a B COOTBETCTBYIOIIEH pyOpHKe

OIUH OTKa3s

3,6

37

OpHeEM  JOKYMEHTa,  BO3BpAalIEHHOIO  a0OHEHTOM;
LOJIyYeHHEe Ha TOYTe, BCKpBHITHE OaH/EpOJIM; IIPOBEpKa
COCTOSHHMS HOKYMEHTa, H3BJICUCHHE ONaHKa-3aKa3a u3
KapToTeKd 00CTyKHBaHHMs aOOHEHTOB, YKa3aHHE Ha HEM
JIaTel BO3Bpara JOKYMEHTA, IepecTaHOBKa OJaHKa-3aKasa

OJIMH JOKYMEHT

3,2
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No Eaununa Hopma
HaumeHnoBaHue npouecca, onepanuu. CoctaB padoTnl BpeMEHH,
n/n H3MepEeHHus
MHH.
1 2 3 4
B pazzei «Bo3BpallilenHas uteparypay
38 |obecrieueHue KOHTPONISE 3a CpPOKaMH 1OJb30BaHHsI | OIMH JOKYMEHT 1,6
JOKYMEHTaMU: BBIABICHHE JODKHUKOB, HAIMpPaBJICHHUE
HAIIOMUHAaHUMI
Brmonnenue padot B AC:
39 |dopmupoBanue ©Oa3pl JaHHBIX 00 aOOHEHTaX 10| OAMH aDOHEHT 5.4
COOTBETCTBYIOIEH (opMe, BBOJ MHPOpPMAIUH O HOBOM
abOHeHTe
40 |momck B 6Oase JaHHBIX CBejeHUH 00 aOOHHPOBAHWH | OJMH a0OHEHT 3,6
OpraHu3alliy; BHECEHNE H3MEHCHHIA
41 |BBOX MH(OPMAIIUH O IPUEME 3aKa30B OT aDOHEHTOB OJIVH 3aKa3 0,27
42 |BBOJ MH(}pOpPMAINK O TIEPEHANPABICHUH 3aKa3a, BEIBOJ Ha OJIMH 3aKa3 1,6
IIPUHTEP M3BENIECHNUS O IEPEHANPARICHHH 3aKa3a
43 |BBOX JaHHBIX O IIOCTAHOBKE 3aKa3a Ha oOdYepe/ib, OJIMH 3aKa3 1,6
coobnieHre abOHEHTY
44 |peructpanus ~ BBIIAHHBIX  a0OHEHTY  JOKYMEHTOB, | OJIMH JOKYMEHT 2,7
IIpOCTaBIEHUE CpOKa BO3BpaTa
45 |ynajeHMe W3 MaccHBa JAaHHBIX O BO3BPAIEHHOM | OJHMH AOKYMEHT 0,16
JTOKYMEHTE
46 | obecrneyeHne KOHTPOJIS 3a CPOKAMH BO3BpaTa JOKYMEHTA: | OIWH aOOHEHT 2,7
IOMCK ¥ OTOOp JaHHBIX B TAMSATH MAIIAHBI O
3aJI0JDKHHKAX; BBIBOJ HYXXHOH MH(GOpPMAIMH HA TIPHHTED;
pacredarka COHCKOB € YKa3aHHEM azipeca abOHEHTa
1.7. MaccoBas pabota
Tabmuma 11
Ne Ennanna Hopma
HaumeHnoBaHue nponecca, onepanun. CocraB padoTsl BpeMeHH,
n/n H3MepeHus
MHH.
1 2 3 4
IloaroroBka MacCOBBIX MEPOIIPUSTHI
OnpeneneHue TEMBI, COCTaBa ayTATOPHH, OTBETCTBCHHOTO OJTHO
3a MEpOoIpHUsTHE B IIEJIOM; COCTAaBJICHHE IUIAHA| MEpPOIPHUATHE

HOJrOTOBKM MEPONPUSATHS, BOIPOCOB I OOCYXICHHUS;
IPUIJIAIIEHHE KOHCYJBTAHTOB, JICKTOPOB; MOIOOpKa
JOKYMEHTOB II0 TEME€ MEpONpHUSATUS;, OpraHU3aIKI
BBICTABKM  JIUTEpaTyphl,  agb00MOB;  OMNOBEIICHUE
yuTaTeneii 0 MEpONpUATHH depe3 adullu, nyOIuKaluu B
Ie4yaTtd, 10  paguo, TEIEBHUACHUIO,  BBISBJICHUE
BBICTYTIAIOIINX; neyarb " paciipocTpaHeHHe
IPUTTIACUTEILHBIX OWJIETOB; HOJTOTOBKA IIOMEIICHHS,
IPOBEJICHUE COBEIIAHUA [0 HTOraM IOATOTOBKH H
IIPOBEICHUS] MEPOTIPUSTHS, OQOPMIICHUE MPOTOKOJIA:
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Hopma
Ne : Eannauna
HauMmenosaHue npouecca, onepanun. Cocras padoThl BpEeMeHH,
n/n H3MEpEeHHs
MMH.
1 2 3 4
1 |umTarenpckas KOHQEPEHIU 4900,0
2 | mMTepaTypHO-XYI0KECTBEHHBIH BEUep, BEYEP OTPACIIEBOH 3340,0
KHHTH, JUCITYT
3 |Bedep BOIPOCOB M OTBETOB, YCTHBIM XKypHA 2600,0
4 | ki1yb mo uHTEpecam 2600,0
S | JeTckuii yTpeHHHK 3900,0
6 |BHKTOpHHA, KOHKYPC, HTPA-Ily TCIIECTBUE 3900,0
Opranuzanysi KHHKHBIX BBICTABOK
CocraBneHre IUIaHa OpraHU3alMd W IPOBEIACHHS
BLICTABKH; BBIABJICHHE M OTOOp HOKYMEHTOB; IIOATOTOBKA
COITPOBOAMTENILHON JOKYMEHTAIMH K BHICTABKE; CO3MaHHE
XYAOKECTBEHHOTO  IIPOEKTa;  MOHT@X  BBICTaBKH;
opraEusaiys UH()OPMAIMOHHO-PEKIIaAMHON PabOTHI IO
TONY/IAPU3AIIAH BBICTABKY; ITO{BECHHE HTOTOB pabOThI
Temaruueckue BBICTaBKH 00meOnOIMOTEYHOTO |  OJHA BBICTaBKa
Mmacuiraba, opranu3yeMbie Ha GpoHax ONGIHOTEKH
KonuuecTBo 3KCIIOHATOB:
7 |[1-50 560,0
8 151-100 1120,0
9 [101-200 2240,0
BhICTaBKH II0 ONpeAesIeHHON OTpacild 3HaHUM WK TEME,
OpraHu3yeMble:
Ha ¢oHIe OUOIMOTEKH OJIHa BBICTaBKa
KoJmiecTBo 3KCIIOHATOB!
10 |1-50 310,0
11 [51-100 940,0
12 |101 - 200 1920,0
Ha (oHJIe OTaeNA 0JTHA BBICTaBKa
KonndecTBo 3KCIIOHATOB!
13 [1-25 180,0
14 |26 -50 360,0
15 |51-100 720,0
BbICTaBKH, MOCBSINEHHBIE JKH3HH U JICATENbHOCTH | OJHA BLICTaBKa '
BBIIAIOMNHXCS JIIOACH
KoJmyecTBO SKCIIOHATOB:
16 |1-10 47,0
17 |11-25 110,0
18 [26-50 210,0
BrICTaBKH Ha TOJIKaX CTEIUIKER OJIHA BHICTaBKa
KosmiecTBo 3KCIIOHATOB:
19 |1-5 25,0
20 |6-10 44.0

BEICTaBKH HOBBIX MOCTYIICHUH

O/{Ha BBICTaBKa

KoaudgecTBO 3KCITOHATOB:
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Hopma

Ne Enunnuna

HaunmenoBanue npouecca, onepanun. Cocrap paboTnl BpeMeHHU,

n/n H3MEpPEeHUs

MMH.
1 2 3 4

21 |1-25 40,0

22 {26 -50 72,0

23 |51-100 160,0
Pexnama OumOmumoTexu; pabora 1O  IIPUBJICYECHMIO
YUTATENECH:

24 | mOAroTOBKA PEKJIAMHOTO COOOIICHHUS B II€4aTh, IO PaJHo, | OJHA ITyOIHKalU, 420,0
TEJEBHUJICHUIO © pabore OUGIHOTEKH, OCOOEHHOCTSX | OJHO COOOINEHHE
(bYHKIHOHUPOBAHUSA pa3IHYHbIX OJIpa3ieeHuH,

HOMEHKJIATYpE YCIIYT, IPE0CTaBIIeMbIX OHOINOTEKON

25 |mOATOTOBKA IIIAKaTa O JAEATEIBHOCTH OMOIHOTEKH (BBIOOD OJIMH ILTaKaT 210,0
TEMBI, OMpeACICHUE cojepkaHus U (opMbI, claya B
11e4arTh)

26 |opraHm3anus 3KCKYPCHH; IpHeM H O(QOpMIIEHHE 3asiBKH,| OJIHA IKCKYPCHs 52,0
YTOYHEHHE TEMBI SKCKYPCHH B cOCTaBa S9KCKYPCaHTOB
Brisaenenue MOTEHLUAIBHBIX nmorpedurenei
610IHOTEYHO-HH(POPMAIIMOHHBIX YCIyT OUOIMOTEKH:

27 |IpOCMOTP NIPECCHI OIUH JOKYMEHT 6,8

28 |mpOCMOTp M aHaU3 JOKYMEHTOB KOHKYPHPYIOMUX (GUpM OJIUH TOKYMEHT 52,0

29 |BeacHHE KapTOTEKH MOTPEOUTENHCKOTO PEIHKA O/IHa KapTouKa 1,3

30 |BcTpeun ¢ pykoBoAHTensMH (GHPM, OpraHU3allHi, OHO 210,0
TIPEAIPUITHI MEpPONPUSITHE

31 |c6op ¥ MOArOTOBKAa MaTepHaIoB JUIi HH(OOPMAUHOHHBIX OJIUH OYKJIET 7680,0
OyKJ1eToB (00IHKX, 0 OTACIHHOMY IPOEKTY)

32 |paspabGorka u3aifHa W MakeTa WHQOPMANMOHHBIX OJMH OYKJIET 14400,0
OyKJIeTOB

33 |obecneuenue KOHTPOJIA KadecTBa TOTOBBIX ouH Oykier 20,0
uHGOPMAIIMOHHBIX OYKIETOB

34 | mon0op cyBEeHHPHOM NPOYKIHH OJIHO 1440,0

MEpPOTIPUSITHE
35 |mOAroTOBKA pa3AaTOUYHBIX MATCPHATIOB MEPOIIPUATHS OJIHO 480,0
MEpOTIPUSTHE

[Ipnmeuanue:

- BpeMsl OpraHM3alldM BBHICTABOK JIATEPATYPhl, NMPOBEJECHHE MAacCOBBIX MEPONPHSATHH H

3KCKYPCHI B HOPMY BPEMEHH HE BXO/JIHT;
- K HOpPMAaM BPEMEHH TPHMEHSIOTCS IOBBIMAIOMKE KOIPPUUUEHTHL: NPH OpraHu3alluu

BBIE3JHON BBLICTABKH —

a3bIKax — 1,6, npu paboTte ¢ TOKyMeHTaMH Ha si3bIKax Asuu U Adpuku — 2,0.

1.8. CnpaBoyuras u nadopmannoHHas paboTta

1,1; opy SKCIOHMPOBAHWK HA BBICTABKE JIMTEPATYPhl HAa HWHOCTPAHHBIX

Tabmuua 12
Hopma
No Eauaunna P
HauMmenoBauue npouecca, onepanun. Cocras patoTsl BpEMeHH,
n/n H3MepeHus

MHH.
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2

V4eT HOCTYIHUBIINX BTOPHYHBIX JOKYMEHTOB (KapTO4EK)

CyMMapHbIii y4eT KapTodeK B XKypHajle HOCTYIUICHHH H
BBIOBITHSI B PETHCTPAIIMOHHBIX KAPTOTEKAX

O/{Ha IapTHs

Yucio NOCTYIIUBIINX KAapPTOYCK:

1-110

19,0

111 -220

63,0

221 - 600

160,0

BWIN |-

BBIABJICHUE  HEBBIIMOJHCHHBIX  3aKa30B; COCTaBJICHUC
3asiBKY Ha HCBBINMOJHCHHBIC 3aKa3bl

OJIUH 3aKa3

4,5

Opranusaliys CIpaBoOYHO-OHOIHOrpaQMIECKOro anmnapara
(CBA)

IlpocMoTp ® 0TOOp  MOKYMEHTOB M3  TEKyIHUX
nocrymreHnit nas BmodeHus B CBA, B ToM dYHCTe
KpaeBeUeCKHi KaTaJIor:

KHHTa

OJlHA KHHI'a

3,2

cOOpHUK

OJJHa CTaThbA

2,7

KypHaJ

OJHa CTaThAa

2,7

ra3cta

OJHa CTaThs

1,6

O[O |~I]O\| N

oubrorpaduyueckoe nocodbue

OJJHa 3aIUCh

0,5

JIETOIIUCHh KHUKHBIX, )KYPHAJIBHBIX U Ta3€THLIX crateit

OJ{Ha 3a11UCh

0,83

— |
— | @

NPUKHIKHBIN OnOIHOrpaduyecKHi CIIMCOK

OJ{Ha 3aIIiCh

0,5

Cocrasnenne 6ubnuorpaduueckoi 3aucH

OJHa 3allucCh

KonnyecTBo 37eMeHTOB OuOIHorpaduuecKon 3arucH:

12

1-4

3,2

13

5-6

0,5

14

7-9

6,0

CocraBnenue AHHOTAliuu, HU3YUYCHHUC JOKYMCHTA,
HalmuCaHoue TCKCTa.:

OJHa aHHOTaluA

15

AHHOTHPOBAHHUC KHUT

260,0

16

aHHOTHPOBAHME CTATEH

156,0

17

AHAIMTHYECKAS POCIHCH KYPHAIBbHBIX, I'a3€THBIX CTaTeH,
cOOPHUKOB, oubmorpaduueckux mocoOuit:
O3HAKOMJIEHHME C COAEp)KaHHEeM W3JaHUs; COCTaBJICHHE
AHATUTHYECKOHW POCTIMCH

OJIMH JIOKYMEHT

3,8

ITpocmotp HOCTYIUBIIHNX HH(OPMATHOHHBIX
(BTOpHYHBIX) JOKYMEHTOB H HX OTOOD I BKIIIOUCHHUS B
CBA (uepruunbIii 0T60p)

ITpocMoTp HHQPOPMAIMOHHOTO H3JaHUA (B TOM YHCIIE
KapTOYKH) K OTOOP W3 HUX JOKYMEHTOB JI BKJIFOUCHHUS B
CBA; cucreMaTtH3anus KapTO4YeK IO THIIAM KaTaloroB M
KapTOTEK; IPOBEPKa UHIEKCOB; PACCTAHOBKA KAPTOUYKH

OJTHa KapTo4dKa

Umucito KapTodex:

18

1-10

18,0

19

11-100

165,0

20

101 - 300

490,0

IMpocMoTp u oTO0p KapTouek B CBA ¢ menbio U3bsiTHA
WK TIepeMeEIeHus (BTOPHYHBIA 0TOOD):
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HanmenoBanue nponecca, onepanuu. Coctas padoTsl

Enununa
H3MepeHHs

Hopma
BpeMeHH,
MHH.

2

3

4

KaTaJoroB ¥ KapTOTeK KapTo4eK Ha
JOKYMEHTBI, CIHCaHHble W3  (oHZa;  HPOCMOTP
KpaeBeTUeCKHX, oudmuorpaduaeckux u
daxTorpapuyeckux KapTOTEK, U3BATHE W3 HUX KapTO4EK
Ha JOKYMEHTBI, MOTEPSBINHE LEHHOCTh, IEPEBEICHUE
KapToueK B apXUBHBIE KapTOTeKH (YHHUTOXEHHE);
BHECEHHE OTMETKM B JKypHAJIE y4eTa W PETHCTPAMOHHOMN
KapTOTEeKe

H3BATHE M3

OJ/THa KapTO4YKa

1,5

OpraanauHﬂ TCHEPATBHOTO CHCTEMATHUCCKOI'O KaTaliora
(T'CK):

22

OPOCMOTpP M O0TOOp JAoKyMeHTOB mis BimoueHus B [I'CK;
oopmMIIeHHE KapToueK

OJUH JOKYMCHT

2,7

23

HalmMCaHUC U pacCTaHOBKaA pa3/ACIINTCIA

OJUH Pa3saciIuTCiib

1,7

Penaktuposanne I'CK:

24

uckmoueHne w3 ['CK  kaprouek Ha  JIOKYMEHTSBI,
YCTapeBINUX WA HENPOQUILHBIX, NEPEBCACHHE WX B
ApPXMBHYIO 9acTh (M3BATHUE); NETAIU3AIHS pa3/IelIoB

0JTHA KapTOYKa

1,5

25

HaITMCaHUEC HOBBIX pa3nenHTenel71

OOUH PA3ACIIUTCIIb

1.4

Opranuzanys KapTOTEKH IEPCOHAIMIH:

26

OTpEJIENICHUE U COCTABJICHHE IEPEYHs JIUI, CBEACHHUS O
KOTOpBIX  OTpaXkaloTcs B KapTOTeKe;  IPOCMOTP
HHQOPMANMOHHBIX W3JaHUH, TEPBUYHBIX JOKYMEHTOB;
0TOOp JOKYMEHTOB JJIsl BKJIFOUEHHS B KAPTOTEKY

OJWH JJOKYMCHT

1,5

27

TEXHHYECKasl U CoaepkaresbHas oO0paboTka ITOKYMEHTOB
JUTsS. BKJIFOUCHHS B KapTOTEKY; pPacCTaHOBKA KAapTOYEK IO
andaButy hammmii aBTOPOB M 10 BUJAM JOKYMEHTOB

OJIMH JOKYMCHT

2,7

28

HanmuCaHue U pacCTaHOBKa pasz[eJn/ITeneﬁ

OIHH pa3sacianuTeiib

1,4

Opranuzanus ¢pakrorpaduueckoii kaproreku (OK):

29

olpe/ieICHHe MpeaMeTa, 00bEKTa 1 OCHOBHBIX IIPU3HAKOB
s otpaxenus B ®K; mpocMoTp TOKYMEHTOB U OTOOp
Juts BktoueHus B OK; 3aHecenrne 0TOOpPaHHBIX CBEIACHUN
Ha KapThl HWH(OPMAIMOHHOTO MacCHBa C BHECCHHEM
COOTBETCTBYIOIIUX OTMETOK B  ITOMCKOBBI MaccuB
(dakTorpaduuecKoil KapTOTEKH

OJWH JOKYMCHT

2,7

30

penaktupoBanue OK; nposepka NpaBUIBHOCTH BHECEHUS
CBEJICHUH ¥ yKa3aHMi 00 ICTOYHUKAX HH(POpMALUU

OJJUH JOKYMCHT

1,6

31

HalmuCaHUu< U pacCTaHOBKA pa3nenHTene171

OJIUH Ppa3aCIuTCIIb

1,4

OpI‘aHI/ISaIII/ISI TEMATHUYCCKHUX IIAIIOK Ta3CTHBIX BBIPC30K:

32

IIPOCMOTP Ta3€THEIX BEIPE30OK, CHCTEMATU3alua nx

OJIHa BBEIPE3Ka

2,5

33

opopMIICHHE BBIPE30K I XPAHCHHUS B TEMATHYECKUX
Mankax; KpaTkoe ONHMCAaHWE MCTOYHMKA, HAKJIICHBaHUE Ha
KapTOUYKH

OJIHA BHIpE3Ka

3,2
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1.8.1. CnpaBouHo-6ubmHorpaduieckoe 00CIyKUBaHHE

Tabmuna 13

Ne Ennanna Hopma
HaumenoBanue nponecca, onepanun. Cocras padoTsl BpeMEHH,

n/n H3MEpEeHHus
MHH.

1 2 3 4
[Ipuem OubImorpaduuecKknx 3aIpocoB:

1 |mopuem GuGmHOrpadhuIecKoro 3ampoca; YTOYHEHHE TEMBI, OJIMH 3a1poc 0,43
I[EJIEBOT0 MW  YHTATENHCKOTO HA3HAYEHHs, MOJHOTHI
HUCTOYHHMKOB, THIIOB, BHJOB M XPOHOJOTHYECKUX paMOK
3aIpocoB
Brmonnenue copaBok
BrimosiHeHne TeMaTHYeCKON CIpaBKH; MOMCK ¥ OTOOp| O/HA CIIpaBKa
JIOKYMEHTOB; COCTaBJICHUE 6ubnmorpaduuecKoro
ONMCaHM
[T1cbMeHHO; KOJIMYECTBO HCTOYHUKOB:

2 |1 3,0

3 |2-5 15,0

4 16-10 30,0
YCTHO; KOJIMYECTBO HCTOYHHUKOB:

5 11 2,0
BeimoniHeHne — aapecHO-OmOiorpaguyeckod  ClpaBKH;

YCTAHOBJIICHHWE HAIMYMA M MeECTa  HaXOXICHUS
JIOKyMEHTA WK ero 4acTH B GpoHae ONOIHOTEKH
[TMChMEHHO; KOMYECTBO HCTOUHHKOB!

6 |1 2,0

7 |2-5 12,0

8§ |6-10 24,0
YCTHO; KOJIMIECTBO UCTOYHUKOB:

9 |1 1,5
Brimosaenue YTOUYHSFOIIEH Oombnuorpaduueckoii | OJHaA CIpaBKa
CIpPaBKH, YyCTaHaBIMBAIOmIEH ¥ (WIM) YTOYHSIOLIEH
JJIEMEHTHI  OHOIMOrpauieckoro OMHUCAaHUSA, KOTOPBIE
OTCYTCTBYIOT MJIF HCKQXEHBI B 3alIpOCEe YATATEILL
TTuchbMEHHO; KOJIMUECTBO HCTOUHUKOB!

10 |1 2,7

11 |2-5 14,0

12 16-10 27,0
YCTHO; KOJIMTUECTBO HCTOUHHUKOB:

13 |1 1,6
Brimonaenne ¢akrorpadpudeckoit CIPaBKH,| OJIHA CIIpaBKa
yCTaHaBIMBAIOLICH KOHKPETHBIE CBEACHHUS O TEX WIH
HHBIX 00BEKTax, COOBITHAX, MPOIECCAX, NaTax
ITucsMEHHO; KOJMYECTBO HCTOUHUKOB!

14 |1

15 |2-5

16 |16-10
YCTHO; KOJIMYECTBO UICTOYHUKOB!

17 |1
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HaumenoBanune nponecca, onepanuu. Cocras padoThl

Exnnnna
H3MEpeHHUA

Hopma
BpEMEHH,
MUH.

2

3

4

Koncynpramuss y  clpaBo4HO-OHOIHOTpagHueCcKOro

anrmapara:

18

mpoBefieHHe Oeceapl O CO3JaHMM M HCHOJIB30BAHMHU
CIIPaBOYHOTO amnmnapara, o METOJNKE
O6ubnrorpaguuecKoro NOUCKa

OJJHa
KOHCYJIbTalls

4,2

Benenue (1)0H)1a BBHIOJTHCHHBIX CIIPABOK!

19

oTOop cmpaBKkdA JUisi (OHIA, Ppa3JIOKEHHE IO nankKam
(xoHBepTaM); opopmIIeHHE CIIPABKU

OJHa CIIpaBKa

4,2

20

COCTaBJICHHUC KapTO4YKHn JUIA apxuBa, YKa3zaHHuce
HOPAAKOBOI'O HOMEpA, TEMbI, JAaThl BbIAA4YH; IMOCTaHOBKA
KapTO4YKH B KAPTOTCKY apX¥WBa BBITOJIHEHHBIX CIIPABOK

OJHa KapToiKa

2,7

Pa6otsl B pexume AC:

21

dopmupoBanre ['CK; BBog B 0azy  HaHHBIX
AHATUTHYECKOW POCIUCH TI'a3€THO-XKYPHAIBHBIX CTaTeH,
cOOpPHUKOB

OJlHa KapTOdKa

2,0

22

mOMCK H 0TOop Oubimmorpaguveckux 3amuced 1o

YCIIOBHSIM

OJHa KapTO4YKa

2,7

23

BBIBOJ| Ha OJKpaH OuOnMHorpaguueckod 3alucH WIH
OTJICNIbHBIX M3 Hee CBEJICHUI; pacredyarka

OJIHa KapTO4Ka

1,6

1.8.2. bubnmorpaduueckoe nHGOpMUpPOBAHUE

Tabmuua 14

HaunmenoBanue nponecca, onepanun. Coctas padoTsl

Exununa
H3MepCHus

Hopma
BpEMeHH,
MHH.

2

3

4

BrisBnenue HH(OPMAMOHHBIX noTpeOHOCTEN

CIICITMAIINCTOB MCTOOOM aHKCTHPOBAHUSA!

olpejie/iecHre KOHTHHTEHTa IOoTpebuTenedl uHdopMaruu;
pa3paboTKa 3asBOK Ui ONpeelicHUs MH(OPMAIMOHHBIX
noTpebHOCTeH (3ampocoB); pacchUIKa (PacIpOCTPAHEHHE)
3asBOK; 00pabOTKa MOJy4YEHHBIX 3asBOK; COCTABJICHUE Ha
0a3e TOJYYCHHBIX JIaHHBIX KapTOTEKH KOHTHHICHTA
noTpebuTeneii MHGOPMAMKA ¥ HUX HHGOPMAIMOHHBIX
notpeOHOCTEH (3alIPOCOB)

OJIMH MOTpeOuTEND

34,0

BruiBnenue UH(QOPMAITHOHHBIX noTpeOHOCTEH
CIENMATKCTOB Ha OCHOBE aHalii3a IUIAHOBO-OTYETHOH
JOKYMEHTAIUH:

oT0Op, H3yYCHHE, AaHATM3 OTYETHBIX JOKyMEHTOB;
(bopMHUpOBaHKEe TEMATHKH CIPABOYHO-HH(POPMATHOHHOTO
0OCITyKMBAaHHUS B Pa3HBIX PEKAMAX

OJHH OTYETHBIA
JOKYMEHT

24,0

pacrpe/ieJieHrue TeMaTHIeCKUX pyOpuK HHGOPMAIMOHHBIX
moTpebHOCTEd MO MOoJpa3JefieHusIM, Y4YacTBYIOLIIMM B
CIPaBOYHO-HH(GOPMAIIMOHHOM 00CIYKHBAHUU

oJlHa pyOpuKa

2,7

3aKmo4eHne c abOHEeHTaMH JloroBopa Ha

HH}pOpMaMOHHOE 00CTYKIUBAHHE:
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Hopma
Ne Eannuna
HanmeHoBaHHue npollecca, onepanun. Coctap paborbI BpPEMeEHH,
n/n H3MepeHus!
MHH.
1 2 3 4
4 |aHaN@W3 MAaHHBIX O 3aMHTEPECOBAHHOCTH abOHEHTOB B|  OJIUH JOTOBOP 2300,0
HHGOPMALTMOHHOM 00CTyKUBaHUH " pEeXUMAx
U30MPATEIHHOTO PACIIPOCTPAHEHHUS M PETPOCHCKTUBHOTO
DOMCKA; 3aK/IIOYCHHE U IEPECMOTP JOroBopa
dopMupoBaHUE ceTH abOHEHTOB CUCTEMBI
m36uparensHOro pacnpocrpanenus nHdopmannn (MPH):
5 |onpenenenue xonTMHreHTa aboHeHTOB cucTeMbl WPU;| oxuH abOHEHT 34,0
BBIIBIICHHE THIOBBEIX H HHIAUBUIYAILHBIX 3aIllpOCOB
a0OHEHTOB; U3yYeHHE, KIACCUPUKAIHs, HHACKCHPOBAHKE
3aIpOCOB; BBEACHHWE AAHHBIX O 3ampocax B aJPECHYIO
KapTOTEKY
TMoAroToBKa CHTHAIBLHOTO OnoBelneHus B cucteme UPU
BrlsBieHHE, IPOCMOTD ¥ OTOOP MaTEPHANOB U3 TEKYINHX | OAHO ONOBEIICHAE
MOCTYIUIEHHI; paclipe/ie/icHHe OTOOpaHHbIX MaTepuajoB
U3 TEKYIIMX TOCTYIUICHUH 110 aboHeHTaM
Konu4yecTBO IPpOCMOTPEHHBIX JOKYMEHTOB:
6 |1-2 3,0
7 [3-4 12,0
8 |5-10 32,0
[MoaroToBKa NOAOOPOK CHUTHAIBLHBIX ONOBELICHHHA B
cucteme UPU
3amonueHre ~ OJaHKAa-3aKa3a  Ha  TUPAXHPOBAHHUE, | OJHO OMOBCIICHUE
PETUCTPAIMIO TOCTYMUBIIAX KONMH, MpOBepKa HX
Ka4yecTBa 7§ HK3EMIUISIPHOCTH; 3aIMoJIHEHUE
COITPOBOMTENBHON TOKYMEHTAIMH
KommdecTBO 3anpoCcoB:
9 |1-2 14,0
10 |3-4 17,0
11 [5-7 21,0
12 |8-10 25,0
[TpocMOTp 1 OTOOP AOKYMEHTOB s BBoJa B AC
IIpocMOTp MaccWBa MOCTYIHMBLIMX JOKYMEHTOB; OTOOp| OJHH JOKYMEHT
JIOKYMEHTOB COOTBETCTBYIOIIEH TEMaTHKUA H BBEICHUC B
6a3y nanabix AC
OT160p NEepPBUYHBIX JOKYMEHTOB!
13 |1-50 290,0
OT60p BTOPUYHBIX JTOKYMEHTOB!
14 |1-50 110,0
15 |moaroroBxa xapToukw juts pabouux kaprorexk MIPH OJIHO OIMCaHUE 2,7
16 |momrotoBka tpadapeToB ¢ kaproukamm MPH  jmns| onwmH Tpadaper 1,4
THPAKIPOBAHUS
KoppeKTHpoBKa BEIXOJHBIX Ta0yJIATpaMM:
17 |ocHOBHOMH psin OJIHA 3alIACh 2,7
18 | BcmomoraTebHBIN yKa3aTelIhb OJIHA 3aIUCh 1,6
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Hopma
No Eananna
HauMeHoBaHHe npouecca, onepauun. Cocras padoThl BpeMEHH,
n/n H3MEpEeHHSA
MMH.
1 2 3 4
19 |penaxTupoBaHHe BBHIXOAHBIX TaOyIArpaMM H 0GOpMIIEHHE OJIHA 3aIIACh 4,2
JIOKYMEHTOB
20 |paspeska, pacredaTka OAOOPOK Ha OTAEIbHBIC OTUCAHHUS | OJHO OIMCAHHEC 1,6
Koppextuposka cuctemsl IPY 1o pesynbraTam aHau3a
KapT 0OpaTHOH CBA3M
OG6paboTka M aHaTM3 KapThl OOPAaTHOM CBSI3HM; BHECCHHE OJIHa KapTa
OLICHKM CHIHAIBHOTO OIOBEUICHHA B YYETHYIO KapTy
aboHEHTa; KOPPEKTHPOBKAa CUCTEMBI Ha OCHOBE aHaiW3a
KapT oOpaTHO CBS3H
KonmuecTBo Kapr:
21 |1-7 70,0
22 |8-10 75,0
23 |11-15 80,0
24 116 -20 85,0
Beigaga JOKYMEHTOB 110 3a11poCy:
25 |BbIABJICHHE U OTOOP JOKYMEHTOB (WM3/laHMd) 110 3alpocy B | OIMH JOKYMEHT 1,4
crpaBo4yHO-UHGOPMAIIMOHHOM  QoHzZe,  OohopMIeHHE
BbIIa4YH JOKYMCHTOB B YCTAHOBJICHHOM IOPSJIKE
I'pynnosoe 6ubnuorpaguiyeckoe HHOOPMHUPOBAHHUE:
26 | bopMupoBaHue COCTaBa IPYNIbl A00HEHTOB oJIiH aOOHEHT 720,0
27 |yTouHEHHE TEMBI, COTJIACOBAHUE HCTOYHHUKOB oJlHa TeMa 3,6
uHdOopMaInH, BUOB JOKYMEHTOB
28 |cocraBieHNE perucTpaniOHHON KapTOUKH OJlHa KapTo4Ka 1,6
IMoxOopka OKyMEeHTOB Juis HHGOpPMaluy; COCTABJIEHHE U | OJHA KapToyKa
HAIIMCAaHUE OMOBEINEHHUS; OTIPAaBKa ONOBEIIEHUS, 3aIUCh
B KAPTOUYKH MH(OPMALUH; aHATM3 KapThl 00paTHOM CBA3H
ITncbMEeHHO; KOJIMYECTBO M3IaHHMH:
29 |1-5 12,0
30 16-10 24,0
Y CTHO; KOJIMUECTBO H3NAHUM:
31 |1-5 12,0
OneparuBHOe HH(OPMUPOBAHHUE I10 3aAIIPOCY:
32 | popMHupoBaHHe ceTH aGOHEHTOB, BBLABJICHHE THIOBBIX M|  OJMH aDOHEHT 4.4
WHMBHAYAJBHBIX 3aIIpOCOB MOTPeOUTEIEH
33 |u3ydeHue, KIacCHUKaLKA 3alPOCOB; BBEJACHUE TAaHHBIX O OJIUH 3aIlpocC 6,3
3ammpocax B aIpeCHYIO KapTOTEKY
Hanucanue 0630poB U CIIpaBOK
BrisiBlIcHHE M OTOOP HCTOYHHKOB; 0OpabOTKa M aHaJM3 | OIMH aBTOPCKUMH
OTOOpaHHBIX [OKYMEHTOB; HallMcaHWe TeKcTa o0030pa (aBT.) UCT
(cripaBKH); MOATOTOBKA PYKOIHMCH K ITEYaTH
O630p (cnpaBka) MO NepBUYHBIM UCTOYHHUKAM:!
34 |Ha pycCKOM sI3BIKE 5400,0
35 |Ha MHOCTPAHHOM SI3BIKE 7200,0
36 |00630p (cnpaBka) IO BTOPUYHLIM HCTOYHUKAM 4100,0
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Haumenosanue npomecca, onepanuu. Cocras padoTsl

Exnanna
H3MEpEHUA

Hopma
BpEMeEHH,
MHH.

2

3

4

Opranu3sanys ¥ IPOBE/ICHHE YCTHBIX OHOIMOrpaQuIecKux
0630pOB HOBBIX MMOCTYIUICHUH

OT160p HOBBIX IMOCTYIUICHWHA IO 3apaHee OOBABICHHOM
TEMaTHKE;, CHCTEMAaTH3allis WCTOYHHUKOB IO TeMaM,
OpOCMOTP ¥ aHaiW3  JOKYMEHTOB;  mojbopka
OoubnuorpagMuecKix ONHUCAaHMUM, KpPATKUX aHHOTAlWH,
pedeparoB Ha OTOOpaHHBIE MCTOYHHKH, IIOArOTOBKA
pyxonucH 6ubanorpadugeckoro od63opa

oJfiH 0030p

Kommgectso IPOCMOTPEHHBIX u O0TOOpaHHBIX
JIOKYMEHTOB!

37

1-10

400,0

38

11-25

450,0

39

26 - 55

500,0

40

56 - 140

600,0

INoxroroBka GrOJIETEHS HOBBIX HOCTYILICHUM

VYrouneHue (onpejieieHUe) TEMAaTHYECKUX TPAHMIL IIOUCKA
u orbopa JOKYMEHTOB, CO3JlaHME pyOpHKaropa
OIOJUIETEHS; BBHISBJIICHHE U OTOOp JOKYMEHTOB B MacCHBE
TEKYIIWX TOCTYIUICHUH  WCTOYHHKOB  HMH(OpMAalWu;
mo00pKa aHHOTAIMH, peepaToB, X CHCTEMATH3ALHUS

oHa Or0JIETEHD

KoandgectBo NPOCMOTPCHHBIX JOKYMCHTOB!

41

1-37

60,0

)

38 -60

90,0

13

61 -95

180,0

44

96 - 150

320,0

45

151 - 380

960,0

Opraunusanys u popeneHue «JlHs nHpopmanum»:

46

OIpe/IeICHHe TEMBI, COCTAaBJCHHE IJAHA IPOBEIACHHMS,
BBISBJICHHE M JOCTaBKa JOKYMEHTOB U3 COOTBETCTBYIOLIMX
mojpasJeleHnid  OMOMMOTeKH; INPOCMOTp M OTOOp
ITOKYMEHTOB; MpUrJIAIeHAS CICIHATICTOB-
OHCYJIGTAHTOB, [OATOTOBKA BBLICTABKA  JIMTEPATYPHI;
[OBEIICHUE  3aHHTEPECOBAHHBIX  OpraHH3alud  H
HeNUaNNCTOB; OQOPMIICHHE  BBICTABKM;  HAIHMCAHHUE
paTKMX aHHOTAIMii; OpraHu3anust cbopa 3adBOK Ha
MOKYMEHTBI, MX BbIaua, KOHCYJbTHPOBAHHUE, JEKYPCTBO
ouGrorpadoB; IpoBEICHUE aHAIN3A MEPOIPUATHS

OJIHO
MCPOIIPUATHEC

640,0

Opranusanys 1 Toarotoska «Jlas 6ubmuorpadum», «J{Hs
mocoOus»:

47

YTOYHEHHE TEMBI; COCTABICHUE [IaHa; OQOpPMIICHHE
BBICTABKHM-IIPOCMOTPA; TOATOTOBKA 0030pa; MOArOTOBKA
KOHCYJLTAI[MH; COCTABJICHHE U HAIIUCAHUE OOBSBIICHHU,
COCTABJICHUE M HANMMCAHUE TIPUTIIACHTENBHBIX IHCEM, UX
pacchUIKa; IPUTIANICHAE 3aUHTEPECOBAHHBIX JIHII 110
panno, no tesnedony, IMIHO

OJHO
MEPONPUITHE

1940,0

Oprauusanys i npoBeeHre «JIHs cnenuanucTa»
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HaumeHnoBanue npouecca, onepanun. Cocras paboThl

Enqnnumna
H3MEPECHHA

Hopma
BpeMeEHH,
MMH.

2

3

4

Omnpenenenue TEMBI «Jlus CTHICIIHATTACTA) c
3aWHTEPECOBaHHBIMHU OpraHu3alusaMH, ¢dhopMBI
poBeeHus (CTalMOHApHAs, BHIE3IHAsI), OTBETCTBEHHOTO
3a MeEpompuATHE B II€JIOM; COCTaBJICHHE IUIaHa
MEpONPUATHS,, ~ MpOrpaMMBl  Moucka W orbopa
UH(GOPMAIIMOHHBIX MAaTEpPHAJIOB; MOJArOTOBKA OTKPBITBHIX
IPOCMOTPOB ¥ TEMAaTH4ECKUX BBICTABOK JIMTEPATypPhI IO
CHENMATBHOCTH, Oubauorpadpudeckne o0030phL, 3aKa3s
JIEKIHH, KHHO(UIbMA; OIMOBEILCHHE 3aHHTEPECOBAHHBIX
opragmsanuii; OoQOpMIIEHHE BBICTABKM; OpraHM3alfds
JIeXKypcTBa o6ubmorpados, KOHCYJIBTaHTOB-
CIENMATNCTOB; OOeCricUeHHe BBIAYM HM3JAaHHUH KM HX
KOIMI BO BPEMsT MEPONPHUATHS MU HEIOCPEACTBEHHO
[ocile  HEro;  JCMOHCTpalus  BBICTABKH;  aHAU3
pe3yIbTaTOB «JIHS CIenUaIuCTa)

OJTHO
MEPOIPHUATHE

YHCIT0 COMYTCTBYIOMUX MEPOIPUSITHHN:

48

1-2

1940,0

49

2600,0

50

3500,0

51

4
-6
-8

RN RV, RV

4600,0

IIpumeuanne: BpeMs mnpoBemenus «Jus wHQopMmaruu», «JlHa cnenmamucray, «JlHs
oubmuorpadun» B HOpMy BpEMEHU HE BXOIMT.

1.8.3. Undopmannonnas pabota

Tabmuna 15
Ne Ennnuna Hopuma
HanmenoBanue npouecca, onepanui. Cocras padoTnl BpeMeHH,
n/n H3MEpeHust
MMH.
1 2 3 4
IMoAroToBKa MOMYJIAPHBIX OHOIMOTpadHUECKUX TOCOOHH
Bui60op TeMBI oco0us; BBIBICHHE H 0TOOpP JOKYMEHTOB,
dbopMHpOBaHKE  pa3AeioB MOCOOHsS; AaHHOTHPOBAHHME |
JIOKYMEHTOB; Mox0opka ¢akTorpaguyeckoro Marepuana,
WUIIOCTPAIlMi,  HamWCaHWE  TEKCTa;  COCTABJICHHE
BCIIOMOTATENBHBIX  yKa3zareliedl;  KOHCyIbTalUH Y
CHELUAJUCTOB  HAa  pa3zIMYHbIX  JTamax  paboTsl,
o0CYyX/IeHWe  PYKONHCH Ha  3aCeJaHuM  Hay4HO-
METOIMUECKOro (peTakIHOHHOTO) COBETa; JIOpaboTKa
PYKOITHCH 110 3aMEYaHHsIM; clada PYKOIIUCH B IIEYaTh.
1 |cocraBieHue MOTLYJISIPHOTO O6ubHorpagudeckoro| OIUH aBT. JIHUCT 13500,0
yKaszaTes, yTeBOANUTENS], CIPaBOYHHKA
2 |moaroroBka KOMMEHTapueB, INPUMEUYaHHH MOILYJIAPHO-| OIHMH aBT. JIACT 5400,0

IIPOCBETHTEIIHHOTO Xapakrepa, HE TPEOYIOIIIX

CIICIUAILHBIX KCCIIe0BaHNH




Haumenonanue npoiecca, onepanuu. Cocras paboTsl

Exnunna
H3MepeHHus

Hopma
BpeMEHH,
MHUH.

2

3

4

IIOATOTOBKA KOMMCHTApHUCB, HpI/IMC‘laHI/Iﬁ Hay4YHO-
HCCICOOBATCIIBCKOIO XapakTepa

OJHH aBT. JTHUCT

10800,0

[ToarotroBka PETPOCTIEKTUBHBIX Hay4HO-
BCIIOMOTATENbHBIX OMOIHOrpadhMIecKux yKa3aTelen:

BBIOOP TEMBI, CO3/JaHHE AaBTOPCKOTO  KOJIJIEKTHBA;
pa3paboTka HHCTPYKTHBHO-METOAUYECKHE MAaTEpPHAJIOB;
BLIABJIEHHE W OTOOp JOKYMEHTOB; paboTra Haj
o6uborpadpuuecKon 3aIHChHIO; AHHOTHPOBAHUE;
O6ubamorpaduueckas IPYIIIHAPOBKA; COCTaBJICHHUE
BCIIOMOTaTeNIbHBIX yKa3arenel; oOCyXIEHHE PYyKOIHCH
yKasareJqs Ha  3aCEJaHHH  HAy4YHO-METOAHWYECKOrO
(pemakiMoOHHOr0) coBeTa; aopaboTKa IO 3aMEYaHHUsAM;
caaua PYKOIIUCH B nevarh; COCTaBJICHUE
6ubamorpapuueckoro  ykasarend 10  aKTyaJbHOH
TEMATHKE C XPOHOJOIMYECKHM OXBAaToOM OT 2-X 10 5-TH
JIeT ¥ AaHHOTAIMAMH, TOSICHSIOIUMHY Ha3BaHUS

OJHH aBT. JTUCT

9720,0

CocraBinenne  OuOnumorpaguyeckoro  ykasareias IO
KOMIUIEKCHBIM ¥ MEKOTPAC/IEBBIM ITpodiieMaM OOIIero u
PErHOHATIBHOTO ~ COAEPXKAHHMS C  XPOHOJOTHYECKUM
oxBaroM 1 - 2 roja, ¢ aHHOTAIMSAMH, MNOACHIIOIUMU
Ha3BaHUS:

(9]

HA PYCCKOM SI3BIKE

9720,0

¢ BxmouenueM oT 30% 1o 40% ob6beMa myOnukanui Ha
HHOCTPAHHBIX S3bIKaX

11000,0

COCTABJIEHHE AaHHOTHPOBAHHOrO OHOIMOrpaduIecKoro
yKazaTess MHOTOOTPAC/IEBOTIO COZIepXKaHus c
XpoHojioruyeckum oxBaroM Jo 100 ner u OGoree,
TpeOyIomero  CIUIOIIHOTO — IPOCMOTpa  JOKYMEHTOB,
CIIOXHBIX OMOIHOrpaduyuecKux pasbIiCKaHHM#, ydeTa BCeX
Hnepen3Ianuii MyOMuKauid ¥ UX XapaKTEPUCTHKH MyTEM
CJIMYEHUS TEKCTOB

OJITUH aBT. JIUCT

18800,0

ITonroroBka aHAIUTHYECKOIO 0630pa

Bruasiienue u 0T00p TOKYMEHTOB Ui 0030pa; OATOTOBKA
pybpukaropa mpeaMeTa 0030pa; H3yYeHHME H OLEHKA
JOKYMEHTOB; CHCTEMaTH3allisl MaTepuaa; COCTABJICHHUE
TEKCTA AHAIMTHYECKOTO 0030pa; OOCYXACHHE DPYKOIMCH
Ha 3acelaHiM HayYHO-METOJMYECKOTO (PEeAaKLHOHHOIO)
coBera, JopaboTka o030pa IO 3aMEyYaHMAM; cjada B
neyarTh:

OJUH aBT. JIUCT

10 PYCCKHM IIEPBUYHBIM HCTOYHHKAM

9720,0

10 CMCIIAHHBIM NCPBUYHBIM HCTOYHUKAM

10800,0

110 THOCTPAHHBIM EPBUYHBIM HCTOYHHKAM

12400,0

[ToaroroBKa aHAMTHYECKOM CIPABKHU:

BhisBienne W OTOOp /JOKYMEHTOB Ul aHAJIUMTHYECKOH
CIIpABKH, M3y4YeHHWE, aHAJIN3, OLICHKA M CHUCTEMATH3alMs
HX; COCTABIICHHE TEKCTA CIPaBKU

OJIUH aBT. JIUCT

5200,0

IToaroroBka pedeparusHoro od3opa




42

Hopma
Ne Enununna
Hanmenopanue nponecca, onepamun. Cocras paboTnl BpeMEHH,
n/n H3MepeHnst
MHH.
1 2 3 4
BrisiBienre W 0TOOp JOKYMEHTOB I pe(EepaTHBHOIO | OJHH aBT. JIUCT
0o030pa, u3ydeHMe W aHaNM3 UX; pedepupoBaHue
HCTOYHHKOB, CHCTEMaTH3alus TEKCTOB  aHHOTAIHi;
COCTABJIEHHE TEKCTa pedepaTuBHOTO 0030pa; 00CyKIACHHE
0630pa Ha 3aceJaHuu HAyYHO-METOIUYECKOTO
(penakumoHHOTO) coBera; JopaboTka o0030pa IO
3aMEYaHusIM; c/lauya B IIeYaTh:
12 | 1m0 pyccKMM MCTOYHHKAM 5200,0
13 | o cMelanHBEIM HCTOYHHRKAM 6480,0
14 |1mo MHOCTpAaHHBIM UCTOYHHKAM 7300,0
Cocrasienne sKCIpecc-uHGOpMalun:
15 |BbIsIBICHME W OTOOp MarepHala 1o TeME, CHCTEMATH3allks | OJHH aBT. JIACT 3840,0
€ro M MOJI'OTOBKA JUIsl IeUaTH
CocraBienue OuOMMorpaduuecKkod 3alucH, aHHOTAIIHH,
pedepara
CocraBienne OMOMorpadUyuecKod 3amHCH: H3YyYCHHE H OJTHA 3aIIKCh
aHanM3 JTOKYMEHTda; COCTaBJICHHE 3arojIoBKa OIMCaHHs,
IIPOBEpPKa 3aIMCH, BHECCHHE UCIIPABIECHUI
KommuecTBo 31eMeHTOB OMOIMOrpadueckoro OIucaHus:
16 |1-4 3,2
17 15-6 54
18 |7-9 6,4
CocTtaBjieHHe aHHOTAIMW;, U3YICHAE U aHAIU3 JOKYMEHTa, | OJHa aHHOTAIUS
HamMCAaHHE TEKCTA AHHOTAIUH:
19 |aHHOTHpPOBaHME KHHUT 270,0
20 |aHHOTHpOBaHUE CTATEH 160,0
21 |cocraBiacHue pedepara: M3ydeHHE M QHANIM3 JOKYMEHTA, | OJAHH aBT. JIUCT 5920,0
Ha KOTOpBIA cocTaBisercs pedepar; HaMCaHUE TEKCTa,
BHECEHUE MCIIPABICHUN
AHanuTH4ecKas pOCIHCH XypPHAIBHBIX, FA3€THBIX CTATEH,
c60pHHKOB, OHOIHOrpadHUecKuX TOCOOMIA:
22 |03HaKOMJIEHHE C COJEpXAHHEM H3JIaHMs; COCTABIICHHUEC OJlHA CTaThs 3,6
AHAJIUTHYECKOTO ONMCAHMSI HA CTAThIO
[Moanepxka caiita OMONMOTEKH B OTAEIBHBIX IPOCKTOB!
23 |BepcTKa CTPaHUI] CalTa, Pa3MEINEHHE MOJATOTOBICHHOTO | OJMH aBT. JIUCT 300
MaTepuaya B COOTBETCTBYIOIIMI pa3jien caiTa

IIpuMeuanne: HOpMa BPEMEHHM Ha COCTaBleHHe OmOMMOrpaduuecKoro mocobus [aHa us
pacyera paGOTBHI aBTOPCKOTO KOJUIEKTUBA.
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1.9. IlepeBon u mepepaboTKa NEYATHBIX TEKCTOB ¢ MHOCTPAHHBIX SI3BHIKOB HA PYCCKUH U C

PYCCKOIro Ha HHOCTPaHHBIC A3BIKHU

Tabnuna 16
Ne Eannuna Hopuma
Haumenoranue nponecca, onepanun. CocraB padoTbl BpPEMCHH,
n/n H3Mepenust
MHH.
1 2 3 4
[lepeBo TeKCTa ¢ HHOCTPAHHBIX S3BIKOB HA PYCCKHUM A3BIK
Urenue opurvHaga, aHaliu3 TEKCTa; pa3MeTKa €ro C| OJWH aBT. JIUCT
BBIBIICHUEM TPYAHBIX TEPMHHOB, TI'PAMMaTHYECKUX
KOHCTPYKLIHH, JIEKCUYECKMX OOOpOTOB, I[EXOBBIX U
YKaprOHHBIX TEPMHUHOB:
| | nonHbBIA NHCEMEHHEIH IEPEBOA OJIMH aBT. JINCT 2580,0
2 | cokpalneHHBIH TUCEMEHHBIH mepeBoa of 30% mo 50%| oxuH aBT. THCT 1620,0
o0BeEMa TEKCTa
3 | BBIOOPOYHBIN MUCEMEHHBIN IEPEBOT OJIUH aBT. JINCT 1520,0
IlepeBog TekcTa ¢ pPYCCKOTO sI3bIKa HA WHOCTPAaHHBIE
SI3BIKU:
4 | moJsHBI# TUCEMEHHBIN MTEPEBOJ OJIVH aBT. JIUCT 5160,0
TepmuHoOrUeckas pabota  mpu BBLITIOJTHEHUU
MIMCEMEHHOTO TEPEBOIA:
5 |OThICKaHHE OTMEYCHHBIX B OpPUIMHAJIE HE3HAKOMBIX WJIM | OJHWH TEPMHH, 18,1
HEMOHATHBIX TEPMUHOB M COKpAIICHWH B CIIOBapHO- COKpalleHue
CIIPaBOYHOU JHTEpaType; HOA00pPKa COOTBETCTBYIOIIETO
TEPMHUHY KBHBAJICHTA; paCII(POBKA COKPAINCHUS
KoncynpTarus nepeBoaduka co CrieliuaaIncTaMu:
6 |BBLICHEHHE IPaBHJIBLHOTO HM3JI0KCHHS 4YacTEed TeKcTa Mo OoJIHa 36,2
MaJO3HAKOMOU TeMaTuKe, YTOYHEHHE COOTBETCTBHS | KOHCYJIbTAIIUS
HepEBO/Ia OPUTHHALY
Cocrapnenue 6ubnuorpaduueckoro onucaHus:
7 |coctaBieHue OubGIHOTpaPUUECKOrO OMUCAHUS TEPEeBOja| OJHO ONHUCAHUE 60,0
110 JIAaHHBIM, B3SITHIM C THUTYJILHOTO JIUCTA NEPEBOAA
BriBienue ommOOK W BHECCHHME HM3MEHEHUH B TEKCT
NepeBo/ia MOoCye MevaTaHus:
8 |mpoBepka NMpaBMIIBHOCTH pacliOyIOKEHHUs! OTIEYaTaHHOTO | OJMH aBT. JUCT 200,0
TEKCTa; CBEPKa C PYKONUCHIO; MpaBKa
Texauueckoe oopMIICHHE IEPEBOJIOB!
O |BOHCBHIBaHME B TEKCT IEPEBOJA CHMBOJIOB M BCTABOK Ha | OJHO BIIMCHIBAHUE 2,0
WHOCTPAHHOM SI3BIKE
10 |BKJIeHBaHHE PUCYHKOB, TaOIHII, HopmMyT OJ(Ha BKJIciKa 3,0
IlepeBoj 3arojIOBKOB cTaTei U JOKYMEHTOB:
11 |mepeBos U 3alHMCh 3ar0JIOBKa OJIMH 3ar0JIOBOK 120,0

IIpumeuanue:

- HOpPMbBI BpEMEHU TIPCAYCMATPUBAIOT BBIHOJIHCHUC NICPEBOJOB C HHOCTPAHHOIO sA3bIKa UJIN

HAa WHOCTPAHHBIM, KOTOPBI Yy II€PEeBOJYMKA SBJISICTCA OCHOBHBIM (10 0Opa30BaHWIO WIH

MIPUMEHEHHIO);
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- IPH BBLIOJHEHAHW TIEPEBOJIOB C APYTMX A3BIKOB MIIM Ha JPYrHe MOMHMO OCHOBHOTO K
HOpMaM BPEMEHHU MPUMEHsIETCS HOBBIIAomui xoo¢pdunuent 1,1.

1.10. UccnenoBarensckas pabora

Tabmuua 17

HauMeHoBanue npouecca, onepauuu. Cocras paboTsl

Exununna
H3MepeHus

Hopma
BpEeMCHH,
MHH.

2

3

4

Pa3paGoTka TporpaMMbl  (TEXHHYECKOTO  3a/laHuA)
HCCIICOBAHM

O6ocHOBaHHE AaKTYaJIbHOCTH TEMBI, BBIBICHHE H
000CHOBaHKE TPOOIEMHON CHTYalluH, (OpMyIHpOBaHHE
LeNH, 3a7a4 M THIOTE3bl HCCIICIOBAHMSA; HAlHMCaHHE
TEKCTa

0JTHA IIporpaMma

HccaenoBanne HOCHUT:

p—t

OnepaTuBHBIA XapaKkTep

38250,0

IUIOTaKHBIN (pa3Be/IbIBATEIILHBIN ) XapaKTep

21600,0

Pa3pa60TKa MCTOOUKH HCCICIOBAHUA

PazpaboTka  (HamucaHHE)  TEKCTa  METOAMYCCKUX
JOKYMEHTOB [0  IIPOBOJUMOMY  HCCIIEIOBAHHUIO,
anpobaldd COCTABJICHHBIX JOKYMEHTOB; YTOUHEHME H
nopaboTka METOIUYECKOTO HHCTPYMEHTapHs,
COCTaBIICHME OKOHYATEILHOTO BApHAHTa JOKYMEHTA:

OJ/THa MCTOJHKaA

METOJMKa  TMPOBEACHMS  MCCIENOBAaHHSA,  HOCSIIETO
OTIEpaTUBHBIH, SMINPHYECKUIN XapaKTep

28000,0

METOJMKA  TNPOBEIACHHS  HCCICAOBaHHs,  HOCALIErO
MHJIOTAXKHBIH (pa3BebIBATEIbHBIN) XapaKkTep

15600,0

PaspaboTka MHCTpYKIUM 1O 0OpaboTKe JOKYMEHTaLUH
(MCXOJIHBIX JAHHBIX), HOJIYYEHHOM B XOJI€ HCCIICAOBAHUS:

OJHA MHCTPYKIIASL

py4Has 06paboTKa

15600,0

MamMHHas 00paboTka

20400,0

Pa3paboTka IIpeIIUIAHOBBIX M IUIAHOBBIX JOKYMEHTOB
MEPCIEKTHBHOTO Xapakrepa:

pa3paboTKa  KOHIENIIMH  OCHOBHBIX  HallpaBjICHHH
pa3BuTHS  OMONMOTEYHOro Jena B PETHOHE  HA
TIEPCIIEKTUBY

OJIHH aBT. JIUCT

13050,0

KOHIENITyallbHOe ~ ofecreueHre  OuOIHOrpadHIecKux
W3/1aHui; 000CHOBaHHUE aKTyaJlbHOCTH TEMBI,
YUTATENBCKOIO W IEJIEBOTO HAa3HAUEHWs INOCOOMs, €ro
CTpYKTYyphl  (cXembl),  BbIpabOTKa  METOAMYECKHX
IIPUHIMITIOB M PEIICHUHN U PaCKPHITHA TEMBI, HATNCAHUEC
TEKCTa

OJIHH aBT. JIUCT

11220.,0

COCTaBIICHHE TNPOTHO3a (HPENIUIAHOBBIA  JTOKYMEHT),
CBSI3aHHOIO C IEPCIIEKTHBAMU Ppa3BUTHA OHONMOTEK;
HaITUCAaHUE TeKCTa

OJIUH aBT. JIUCT

13050,0
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HammenoBanme npouecca, onepanuu. Coctas padoTsl

Enununna
H3MEpEHHs

Hopma
BpPEMEHH,
MHH.

2

3

4

pa3paboTKa LENeBhIX ITporpaMM (A CETH OMONMOTEK UK
OJHOH OMONMOTEKH); NUarHOCTHKA CUTyallud, BHEHIHUX U
BHYTPEHHHX BIIUSHHNA HAa (YHKIIHOHUPOBAHUE U Pa3BUTHE
6ubmHoTEK (ogHOU OMOIHOTEKM); BBIpaboOTKa
PEKOMEHIAINH, PEIICHHUS; HATMCAHUE TEKCTA

OJIHH aBT. JIUCT

15200,0

CocrasicHue CBOJHBIX KaTaJlOrOB KHUXXHBIX IIaMATHHKOB!

11

pa3pa60TI<a IIPOCIICKTA, BBIABJICHUC JOKYMCHTOB -
KHHUXKHBIX NaMATHHUKOB; Hay4HOC OIIMCaHHUucC HX;
COCTABJICHHC CIIPABOYHOIO alrapara, HamuCaHHuE TEKCTA

OJMH aBT. JIUCT

18200,0

OpranuzanoHHas pabota o IIPOBEJICHHUIO
HCCIICJIOBAHUS:

12

CO3J[aHHE HCCIIEI0BATENHCKOTO KOJIJIEKTUBA; COCTABJICHUE
pabouero IJIaHa [IPOBEACHUS HCCIIe/IOBaHMS,
COTJIACOBAaHME €ro ¢ HCIIOJIHUTEISIMHU; OIpeAeIeHHE
wiomanakd (6a3sl) WccIeOBaHUSA; MEPENHCKAa C HHMHU,
MpOBEACHUE WHCTPYKTaXeH, CEMHHapOB, COBEIaHHIA,
KOHCYJIbTallUit

OJHO
HUCCIICAOBAHUC

7140,0

13

oubnmorpaduueckas mpopaboTka TEMBI HCCIEI0BaHHUS,
paboTa B apxuBax, W3yucHHE HOPMATHBHO-TEXHHYECKOH
JOKYMEHTaIlud, WHpopManuu o0 aHajorax H JpyTrHx
MaTEepPHAIOB, OTHOCSIIMXCS K pa3padaThIBACMON TeMe

OJHMH aBT. JIUCT

1200,0

O6paboTka Moy4eHHONH HHPOPMALIHH:

14

cOop u oOpaboTka MHPOpPMALUU HA OCHOBE IIEPBHYHBIX
UCXOIHBIX JAHHBIX (CTATHCTUYECKHMX JAHHBIX, OTYETOB,
IUIAHOB, CITPABOK, MAaTEPHAIOB KOMaHIMPOBOK)

OJYH aBT. JIUCT

7800,0

15

aHamM3 o0paboTanHo# WHPOpMAIIT

OJIUH aBT. JIUCT

5200,0

[ToaroToBka MaTepHaJIOB TI0 HTOTaM Hay4HOU paboThI:

16

HaImUCaHUE HAYYHOIO OTYETA; IIOJATOTOBKA PYKOIIUCH K
TIICYaTH Ha PA3JINYHBIX 3Talax pa6OTLI

OJIMH aBT. JIUCT

13200,0

17

HaIKCaHHE IPOMEXYTOYHOTO oTdeTa (CIpaBKH) O XOAe
MCCIICIOBAHMSI

OJIUH aBT. JIUCT

6400,0

[TogroTroBka W HamMcaHWE TEKCTa CTAaThd B COOPHUK
HAYYHBIX TPYZOB, IPaKTHYECKOE nocodue,
mpoeCCHOHATEHYIO Mpeccy; MOATOTOBKA PYKOIIUCH K
TIeYaTH Ha Pa3JIMYHBIX 3Tanax paboThL:

18

CTaThA TCOPCTUUCCKOT'O XapaKTCpa

OJIUH aBT. JINCT

15200,0

19

CTaThA MPHUKIATHOI0, IPAKTUICCKOTO XapaKTCpa

OJJHH aBT. JIUCT

9200,0

20

HalHCAHHE JOKJIAJa 10 UTOraM HAyIHOTO MCCJICI0BAHHS;
MOATOTOBKA PYKOMKMCEH Ha pa3IMIHbIX dTarnax paboThl

OJHUH aBT. JIUCT

6700,0

21

paspaboTka peKOMeHAANH, WHCTPYKIHH 10 BHEIPEHUIO
MaTepHAIOB HAyYHOI'O MCCJICIOBAHUST;, HallMCAaHUE TEKCTa;
HOJI'OTOBKA PYKOIIHCH K [€4aTH Ha pa3iM4YHBIX 3Tanax
paboThl

OJHH aBT. JIUCT

14100,0




[Ipumeyanue:

- HOpPMAa BPEMEHH Ha COCTABJICGHHE IIpOTpaMM, METOAMK, WHCTPYKIMA JaHa Ha
HCCIIEIOBATENLCKUH KOJUIEKTHB;

- 4Yackl TPYJO3arpaT paclpelesIOTCSd MEXKIy WCIOJHUTEAMHA B 3aBUCHMOCTH OT HX

HarpysKy;
- B NpOLECC IOArOTOBKM PYKOIHMCH K I€4aTd BXOIAT. Claya PYKOIHMCH HAyIHOMY
pelaKTopy, 00CYKICHHE B OTCTIE, HAYTHOM COBETE, 10PabOTKa PYKOMHCH.

1.11. MeTtoauueckas pabota

Tabnuna 18
Hopma
Ne HaunmeHoBaHHe IpPoHecca, ONepanum. Ennnanna P
BpeMEHH,
n/n Cocras pa6oTnI H3MepeHus
MHH.
1 2 3 4

[ToaroToBKa METOIMYECKOTO OCOOUS, PEKOMEH IAIIMii

[TpuHIMITHATHGHO HOBas pa3paboTKa TEMBI:
1 |u3yueHHe TEMBI, BBISBICHUEC M aHAIM3 JOKYMEHTOB IIO| OJUH aBT. JIUCT 15300,0
TEME, YTOUHEHHE YATATENHCKOrO U LIEJIEBOI0 Ha3HAYECHHUS
MocoOHs, PEKOMEHIALMH; COCTABICHHE  IIPOCIIEKTA,
HanHuCaHUe TEKCTa

Moaudukaius paHee pa3paO0TaHHOM TEMBI:

2 |BBIABIICHHME W  W3y4YEHHWE HOBBIX [JOKYMEHTOB H| OIHMH aBT. JIUCT 8670,0
HaKOIUICHHBIT OMOIMOTEKAMH ONBIT II0 TEME MOCOoOus,
peKOMEHIanuil;  yTOYHEHUE  IPOCIEKTa,  BHECCHHE
W3MEHEHMH B CTPYKTYpy TEKCTa B COOTBETCTBHHM C
JOCTHIKEHUSIMH ~ OMOJTMOTEYHOH TEOpHH M TPAKTHKH;
HOATOTOBKA PYKONUCH K OOCYXICHHIO; IOpaboTKa IO
uToram o0CY>KACHHUS

Pazpabotka JIOKYMEHTOB, perIaMeHTUPYIOLIUX
IEATENHHOCTE OHONUOTEK, TIOJOXKEHUH, MHCTPYKIIUH,
IIPOEKTOB IOCTAHOBJICHUH, YCTABOB, 3aKOHOIATECJILHBIX

aKToB
[IppHIMNIMAIBHO HOBAs TEMa.
3 |BbIABICHHE, W3YYCHHE W  aHAIM3  JCHCTBYIOIIWX | OJMH aBT. JIACT 17340,0

JOKYMEHTOB IO TEME, HaNHUCaHWe TEKCTa MNPOEKTa
JOKyMeHTa, o0cyx/eHue, anpodaius B OubnuoTeKax, Ha
3acelaHMy  HAy4YHO-METOJAMYECKOro COBETa; A0paboTKa
JIOKYMEHTA; OJITOTOBKA K YTBEPXKACHHIO

Moaudukanus panee pa3paboTaHHOIO JOKYMEHTA!

4 |aHamu3 ¥ ONEHKA JOKYMEHTA, MOWCK W OTOOp HOBBIX| OJHH aBT. JIUCT
JNEUCTBYIOIIUX  JOKYMEHTOB II0O  TEME;, BHECEHUC
U3MEHEHHs B TEKCT JOKyMEHTa; OOCYXICHHWE Ha
3ace/[aHiM Hay4YHO-METOMYECKOr0 COBeTa; AopaboTKa o
yroram o0CYKACHHUS; NOATOTOBKA K YTBEPKICHHUIO
Pazpaborka yueTHBIX opM, TabIHL, 00pa3oB:
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HaumeHoBaHHE pouecca, onepanum.
CocraB pa6oTsl

Enqununa
H3MepPEeHUs

Hopma
BpeMeHH,
MHH.

2

3

4

YyTOYHEHHE TIpeaMeTa, OOBEKTa, COACPXKAHUS YUETHOH
dbopmbr, Tabmuubl, obpasna; oTdop mokazareJei,
CHCTEMaTH3aIus uX, pa3paboTka MakeTa yIeTHOH (POpMBI,
Tabmumpl, oOpa3ma; oOCyX/IeHHEe Ha 3acelaHWuM Hay4HO-
METOIUYECKOTO COBETA; MOJI'OTOBKA K YTBEPKICHHIO

OJJUH aBT. JIUCT

7650,0

CocrapneHue pexoMeHanui o BHEJIPECHUIO
perJIaMeHTUPYIONINX JOKYMEHTOB B IPAKTUKY:

pa3paboTka METOJMYECKUX PEKOMEHJAINi, UHCTPYKIIHA,
IJIAHOB II0 BHEIPCHUIO HOPMATHBHOW JOKYMEHTALMH;
MIOJArOTOBKA PYKOIIMCH K II€YaTH

OJWH aBT. JINCT

14025,0

IloaroroBka NUCHbMEHHON KOHCYJIBTAIIUU, METOAUYECKOTO
HHCHEMA:

BBIABJICHHEC M AaHAJIM3 JOKYMEHTOB IO TeMe; M3YUYCHUE U
006001IeHHE OTbITa paboThl OUOIMOTEK; HAITUCAHUE TEKCTA
KOHCYJIBTAITAH, METOJUYECKOTO IHChMa; IOATOTOBKA K
O00CYXJIEHUI0O Ha 3acellaHud HayYHO-MEeTOAUYECKOTO
coBeTa;, JopaboTKa IO HWTOraM OOCYXXIEHHUs; clada B
neyaTh

OJIMH aBT. JIUCT

8670,0

IToarotoBka 0030pa jgedTenbHOCTH OMOTMOTEK IO

OIIPEZICTICHHON TEMaTHKe:!

YTOYHEHHE TeMBI 0030pa; OIpe/ieIeHue XPOHOJIOTHUECKUX
I'PAaHUIl, BBISIBICHHUE JIOKYMEHTOB, OTOOp, MPOCMOTp H
aHaJIN3, HANHUCaHWe TEKCTa; MOJATOTOBKA PYKOIHUCH K
00CYXIIEHHI0O Ha 3acellaHud Hay4YHO-METOJIMYECKOTO
COBETa; TopaboTKa PYKOIIUCH NOCIIE OOCYKACHUS

OJIWUH aBT. JIUCT

9180,0

PenensupoBanue HAy4YHBIX, METO/IUYECKHX,
HH()OPMANTMOHHBIX MaTEPUAJIOB:

YTCHHUC PCIICH3UPYCMOTI0 MaTepuaia, OICHKa €T0 B IICJIOM,
OTACJIBHBIX tIaCTeI‘;I, YCTAHOBJICHHC COOTBETCTBHA
YATATCIBCKOMY H IICICBOMY HA3HAYUYCHHIO, HAYYHLBIM H
MCTOANYCCKHM Tpe6OBaHI/IiIM

OJIMH aBT. JIUCT

783,0

10

HalmuCaHu<c pCUCH3NN

OJIMH aBT. JIACT

1305,0

IloaroroBka JICKIIUH, KOHCYJIbTAllUH

Pa3paboTka IIaHa JIeKIMW, KOHCYJIbTALWH, MOAOOpKa
Marepuajia, W3y4YeHHE €ro; COCTaBJICHUE  CIIHCKa

| IUTCPATYPHI K JICKIIUHA, KOHCYJIbTAIlUN; HAITMCAHNE TCKCTA.

OJIHA JIEKITH,
KOHCYJIbTaIAs

11

NCPBHUYHAA JICKIIUA

1566,0

12

ITOBTOPHAA JICKITKA, ¢ YYETOM HOBOT'O MaTCpraIa

313,2

13

[EepBUYHAS FPYNNOBAsi KOHCYJIBTAIUS

1305,0

14

ITOBTOPHASA T'PYIIIOBas KOHCYNbTAIUs C Y4ETOM HOBOIO
MarepHasa

522,0

15

IMPpOBCACHUC YCTHOﬁ HHHHBHlIyaJIBHOfI KOHCYJIbTallUKX

OJIHA JICKITHS,
KOHCYJIbTaITUs

16

OTBCT Ha IIHCbEMO

OJIHO ITHCBMO

162,0

HpOBeI[eHI/IC NPAKTHKYMOB, CTAXKUPOBOK
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HauMeHoBaHuUe nponecca, Onepanum.
CoctasB paboTni

Eannunna
H3MEPEHUs

Hopma
BpEMEHH,
MHH.

2

3

4

[Ipaktukym (7 - 10 gHeii): onpenencHue TEMBI, 3aJaHuS,
YIPOKHEHHS; COCTaBJICHHE I'paduka U YTOUHEHHUE CPOKHU
NPOBEICHUS 3aHATHII:

OJIUH MPAKTHKYM

17

IPYIIIOBOM HIPAKTHKYM

2295,0

18

HWHWBUIYyIbHBIA IPaKTHKYM

2160,0

Craxupoka (7 - 10 jHe#t): yTOYHEHHE CPOKOB
MIPOBEJICHUS. CTAXKUPOBKHU; BBUIBICHHE JIMTEPATYphl 110
MU3y4aeMOMY BOIPOCY; COCTaBi€HHE IpOTrpaMMbl K
rpaguKa CTOKHUPOBKUM C YYETOM COCTaBa CliyIuarelseit;
3aKJIFOYEHHE O MPOXOKICHIH CTAXHUPOBKH:

OoaHa CTAXXUPOBKa

19

IPYIITOBasi CTA)KUPOBKA

2805,0

20

HHAVBUAYAJIbHAA CTAXKHPOBKA

2349,0

IIpakTvKa CTyJ€HTOB BBICIIMX M CPEIHHX CIELMATIBbHBIX
y4€OHBIX 3aBE/ICHUM:

21

MOATOTOBKA U OpraHu3allvs MpaKTHKH cTyaeHToB (o 30
JIHel); pa3paboTka IJIaHa TPaKTHKU, COIVIACOBAHHUE €ro ¢
PYKOBOJMTENIEM IIPaKTUKHU (IIPEACTaBUTEIEM YUeOHOro
3aBeJICHNUA); COCTaBJICHUE rpaduka MOCEIIECHUS
CTPYKTYPHBIX No/Ipa3JICICHAM; OpraHu3alus
TMPAKTHYCCKUX 3aHITHIA, ITOJBEJICHUE WTOTOB IIPAKTHKH;
COCTaBJICHNE XapaKTEPUCTHUKH IIPAKTUKAHTOB

OJHa TIPAKTHUKA

4860,0

HpaKTI/I‘ICCKI/IC 3aHATHA.

22

IIOATOTOBKa TMIPaKTHICCKOro 3aHATHS, COCTaBJICHUC
3aJaHUA 110 BBIHIOJIHCHHUIO H3YYaCMOT'O OHOIHOTESUHOTO
mponecca, KOHTPOJBHBIC BOIIPOCHI, TEMaTHYCCKUI CIIMCOK
JIATCPATYPEI K 3aJaHHIO; HAITMCAaHUE TC3UCOB

OJJHO 3aHATHC

1050,0

Cocrapienne yaeOHOH IPOrpaMMBblL:

23

ONpeNeICHUE  COCTaBa  CIyIIaTeneil;  COCTaBlICHHE
TEMATHYECKOr0 IUIAHa, YTOYHEHHE NOpaAKa H3yYCHUS;
OTpe/ieIeHre MOCCIOBATEIFHOCTH W3JI0KEHUSI TEMBI,
BBIJICJICHUE OCHOBHBIX BOIIPOCOB; COCTaBJIEHHE CIHCKa
JMTEpaTyphl IO TeMaM IIpOrpaMMbl; HAIMCaHUE TEKCTa;
o0CyXjieHWe TMpPOrpaMMbl HAa  3acelaHUM  HAy4YHO-
METOANIECKOTO COBETA

0JlHa Mporpamma

5733,0

Ilocemenue 6I/I6J'II/IOT€I(, BBIC3IbI B KOMAHAWPOBKH C
HENbIO HU3YYCHUA pa6OTI>I H OKa3aHHA METOIHYCCKOU
TIOMOIITH:

24

MOATOTOBKAa K KOMaHAUPOBKE; YTOUYHEHUE CPOKOB M 1I€JIN
KOMAaHIMPOBKH,  O3HAKOMJICHHE €  HMEIOIUMUCS
JIOKYMEHTaMH W MaTepuataMy HPEIbIIyUIMX BHIE3IOB U
yOJuKanuid B TIe4aTH; COCTaRJICHUE MPOrpaMMbl (TJ1aHa)
KOMaHJMPOBKH

oJHa
KOMaHJIHUPOBKa

574,2

25

cocTapiiecHue WH(QOPMAITMOHHOTO OT4YeTa (CIpaBKU) O
MPOBEJIEHHOM paboTe: cBeIEHUI 0 MECTe BbIE3/a, LIEIAX U
CpPOKax KOMaHJUPOBKH, OOBEKTaX IOCEIIEHUs, aHaIu3
cocTosiHUs paboTel 1O TEeMe Bble3Jla, BBIBOABI U
TIIpEJUIOKEHHS B ajpec OUOIUOTeKH

OJHH OTHYCT

1050,0
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Hopma
Ne HanmeHoBaHHe TIpo1ecca, ONICPAIIHH. Enununa
n/n Cocrtas paborbI H3MepeHus BpeMent,
MHH.
1 2 3 4
26 |cocTaBlieHHE aBaHCOBOTO OTYETA; 3allOJIHEHHUE OTYETHOIO OJIMH OTYET 40,0
6JIaHKa CO BCEMH IIPHIIOKCHISIMH; cllaya B OYXTalITEPHUIO
27 |moaroroska HHGOPMAIMH TIO pe3y/IbTaTaM KOMAHIMPOBKH | O/1HA HHGOpMaLHs 105,0
(YCTHO) B CEKTOpE, Y 3aBEAYIOIIErO OTAC/IOM, Ha HaydHO-
METOIMYECKOM COBETE, 3aCCAAHMH JTUPEKLMH
28 |momrotoska oOTWeTHOrO MaTepHana II0 pPe3yJbTaTaM | O{HA HHpOpMALUS 500,0
KOMAaHIMPOBKH JJIsl pa3MEIICHH: Ha caiTe
29 |pa3paboTka U COCTaB/IeHHE YUEOHBIX IIAHOB U MPOrPaMM |  OIHMH ICHATHBIH 1200,0
CUCTEMBI JIOTIOJTHUTEIBLHOTO 1podecCHOHATIBHOTO JUCT
obpazopanus (II10) B oTpaciu
30 |cocraBreHMe paGouMX NPOrPaMM [0 BHOBH BBOJHMBIM | OJIMH IICYATHBIH 1800,0
JIACIUIUIMHAM, aKTyalIu3alius JeHCTBYIOIUX MPOrpaMM JMCT
31 |paspaGoTka MeTOAMYECKHX MATEpPUAIOB IO KOHTPOJIO | O/MH IIeYaTHBIH 360,0
3HAHMH OOYYalOIKUXCS; COCTaBJICHHE JOKYMEHTOB IIO JIUCT
IUIAHUPOBAHUIO Y4eOHOI0 IIpoLecca
32 |pa3paboTka y4eOHO-IIPOrpaMMHOM JOKYMEHTAIMH JUIS | OZMH IICYaTHBIA 1800,0
NpoBeeHus. 00pa30BaTENbHOTO IPOLECcca, METONUISCKIX JIUCT
pa3paboOTOK 110 MPUMCHEHHIO HOBBIX HH(OPMAIMOHHBIX
TEXHOJOTHH B yd4eOHOM IPOIECCEe
33 |pa3pabotka HOPMaTUBHBIX JIOKYMEHTOB, | OJHH JIOKyMEHT 3600,0
PErNIAMEHTHPYIOIIMX ~ BCE  BHABL  00pa3soBarebHOM
JIEATETHLHOCTH B OUOIHOTEKE
34 |cocraBieHMe M IIOATOTOBKA K W3AAaHUIO YYEOHBIX | OJMH IEYATHBIA 1800,0
nporpaMmm, nocoOmit, CaMOCTOSTENBLHO WM COBMECTHO C JIUCT
JPYTUMH TIOAPa3IeNeHUsIMU OMOIMOTEKH
35 |yuacTHe B ClIENMATA3UPOBAHHBIX COBETaX OHOIMOTEKH: OJTHH JTOKJIaJ 2400,0
HOJTOTOBKA I MPO)eCCHOHANBHOM MeyaTH MyOIuKaImit
1 MaTepUAIOB BHICTYIUICHHUH Ha KOHQEPEHIUAX 0J{HO COOOIIIEHHE 1200,0
36 |moaroToBka k ob6cyxaenuio yuebHpx mporpamm JIIIO k| onHo 3acepaHue 2400,0
3aceqaHusM YUeHOro COBETa
37 |cocTaBieHHe KaIbKYJISLKY [ICH HA IJIATHBIC YCITYTU OJINH IOKYMEHT 120,0
38 |oprammsamus IUIaTHOTO OOY4YEHHMs MO JIOTOBOpaM Ha| OJUH JOKYMEHT o (dakty
OKazaHWe IUIATHBIX  00pasoBaTENBHBIX  YCIYT € 3aTpayeH-
IOPUIWICCKIMHI U (pU3NIECKUMU JIMIAMA HOTO.
BpEMEHHI
39 |moaroroBKa  JOKYMEHTOB K  JIMIICH3HMPOBAHHIO W | OJUH JOKYMCHT 12000,0
aKKpeIWTAIlUK, CBS3aHHBIE C peanu3amued OGMOIHOTCKOH
ob6pasopatenbHbIx nporpamm JAI10
40 |moaroToBKa MaTepHAsoB JUIA 3aHATHH B AUCTAHIMOHHOM | OJIMH Yac 3aHATHH 240,0
dbopme
41 |momroroBka  y4eOHBIX W Yy4eOHO-METOAMYECKHX | OJHA IIpOrpamma 1800,0

MaTCpHaJIOB AJIsT UX DPasMCIICHUA B I/IH(i)OpMaIII/IOHHO-
TeHeKOMMYHHKaHHOHHOfI CETH ((I/IHTepHeT» n HX
CBOCBPECMCHHOC 00OHOBIICHHE
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Hopma
Ne HanmeHoBaHHe mponecca, onepamaH. Exynuna
BpeMEHH,
n/n Cocrtas padoThI H3MepeHus
MHUH.
1 2 3 4
42 |opraamsamus ydeGHOro Imporecca M oOydaroluxcs MO | OJHa mporpamma 42420,0
mporpamMmmaM  npodeccCHOHANbHOM  MEPEIOArOTOBKH
OMOJIMOTEUHBIX KaJpOB: OpraHu3alis 0O0pa3oBaTEILHOTO
nporecca, ydeOHO-MeToAMYeckas paboTa;  Hay4HO-
MeTOIYecKasi paboTa
43 |opranusanus y4eOHOTO Imporecca A o0ydarolHUxcs MO | OJIHa MporpamMma 21210,0

HporpaMMaM IOBBIIIeHHS KBATHGUKAIUKH OUOIMOTEIHBIX

1,15;

KajpoB: oOpraHmzamus o00pa3oBaTeNbHOro Iporecca,
yueOHO-MeTouecKass paboTa; Hay4HO-MCTOIUIECKas
pabota

[Ipumeuanue:

- K HOpME BPEMEHH IIPH COCTABICHUM IOKYMEHTOB, PETJIAMEHTHPYIOIIMX JCATEIBLHOCTD
pecryOTHKAHCKHX, KPaeBbIX U OOIACTHBIX OHOIHOTEK, NPHMEHAETCS MOBBIAKMHMA K03 GUIHCHT

- BpeMs IIPOBEICHHS JIEKIIMH, KOHCYIbTallMd, MPAaKTHKYMOB, CTaXHPOBOK, NPAaKTHKH,
npeObIBaHKs B KOMAHAUPOBKE U IIPOBEIEHUS HHPOPMAIMH 110 ee pe3yJbTaraM B HOPMY BPEMEHH

HE BXOOUT.

1.12. PaGoThl HAy4HO-OPraHA3ALMOHHOr0 XapaKTepa

Tabnumna 19

HaumenoBanue npounecca, onepanun. Coctas padoThI

Epnnuna
H3MepeHns

Hopma
BpeMeHH,
MHH.

2

3

4

IToarotoBka ¥ MPOBEICHHE TEOPETHUECKOHM, HAy4YHO-
NPaKTHIECKOH KOH(PEpEeHIUH, TEMATUYECKOrO CEMUHApa

OmpejnieneHne COCTaBa OPIKOMHMTETa M yYaCTHHKOB
KOH(pepeHIH, ceMUuHapa; (OPMUPOBAHUE M YTBEPIKIACHUE
TIpOrpaMMBbI " MIPUIJIACUTEIBHOIO Ounera;
OpraHu3alldOHHbIC MEpONpHATHA (TeKyllas CBA3b C
yYaCTHHKAMHM, PAacChUIKa MaTepHallOB); IOArOTOBKA K
U3JaHKMIO TE3WCOB; BBHIPAOOTKA NPOEKTa PEKOMEHIAITHIA,
(HHAHCOBO-XO3ICTBEHHOE obecreueHHe KOH(EpEeHIHY,
cemuHapa (oQopMIICHHE IUIATEXHBIX  JTOKYMEHTOB,
BCTpeYa YYAacTHHKOB, PpETHCTpallus, pasMellleHHe B
TOCTMHHMIIE); aHAIW3 W OIEeHKa paboThl KOHQEPEHINH,
CeMMHapa; O/IBEJICHUE UTOTOB

OJIHO
MEPOIPUATHE

Komuuectro Y9aCTHHUKOB!

[—

1-100

5670,0

101 - 150

7560,0

151 - 450

9300,0

HOI[I‘OTOBKa H [POBEICHUC CEMHHaApa, METOAUYICCKOrO
JHs, 3acCHaHusl «KKPYIJoro CToja»




51

HanmenoBanune npouecca, onepaui. Cocras padornl

Eaunnna
H3MepeHust

Hopma
BpEeMeHH,
MMH.

2

3

4

OmnpezienieHre y4aCTHHUKOB, pPYKOBOIHUTENA, CPOKOB H
MECTa MPOBEJCHWS CEMHMHApa, METOJUYECKOro JIHs,
3acelaHrs «KPYTJIOTO CTOJIa»; ONpPEAEICeHHE KOHTHHICHTA
Y4aCTHHKOB; pa3paboTKa IPOrpaMMbl; HH(POPMAIHOHHOE
obecrieyeHue (TeKylas CBA3b C YYaCTHMKaMH, pacChUIKa
MaTepuajioB); BbpaboTKa MPOEKTa  PEKOMEHIALUH;
M3J@HHE W  pacChUlKa MPOTpPaMMBl;  PErHMCTPAIUsS
YYaCTHHKOB; aHAIN3 U OLEHKAa CEMHHApa, METOINYCCKOTO
J(HS, 3aCE€HaHUs] KKPYTJIOTO CTOJIA»

OJTHO
MEPOIIPHATHE

KomnuecTBO yUaCTHHUKOB:

1-50

1570,0

51-100

3980.,0

101 - 150

6150,0

N[N

151 - 450

8270,0

IloaroroBka 3acemanuii PEAKOJUICTHH

YyTOUHEHHE CpOKAa M TOBECTKH 3ace[laHus; OTOOp
MaTepuaioB JUIsl OOCYXKJIEHHA M IIOArOTOBKa HX IS
KOITMPOBAHHKS; OIpE/ie/ieHrHe ONMOHEHTOB (PELEH3EHTOB);
ONIOBEIEHHE O 3acelaHUd WICHOB  PEIKOJUICIVH,
pacChUIKa  MaTepualioB 110  IIOBECTKE  3acelaHwus,;
oopMIleHHE TPEATOKEHUH, BBICKA3aHHBIX YYACTHUKAMH
3aceqaHus

OJHO 3acCC/IaHuC

560,0

Opranm3aiyss  3aceflaHUi  NPOONEMHBIX ~ KOMHCCHIA,
COBETOB, TBOPYECKUX KOJUIEKTUBOB:

ONpeJe/cHAE TIIOBECTKA JHA M CPOKa IPOBEACHHS
3acelaHns, YTOYHCHHE COCTaBa Y4aCTHHKOB; IOJArOTOBKA
JIOKYMEHTOB, OpTraHM3alMOHHBIC MEPOTIPUSATHS
(omoBemeHrWe O 3acefaHMW, IMOAOOP MAaTepUajoB);
odopmIieHIE TPOTOKOJIA H PENICHUS

OJTHO
MEpOTIPUSATHE

940.,0

10

pa3paboTKa MakeTa IPe3CHTALUHY UL MEPOTIPHATUSL

OJHa ITpE3CHTANUA

600,0

11

MOATOTOBKA NPE3CHTANH TSI MCPOIIPHATHA

OoJHa Npe3CHTAIUS

600,0

[Ipumeuanue:

- IpH NPOBEJCHWH MEPONPUATHH Ha MEXIyHapoJHOM YpPOBHE K HOpPME BpPEMCHH
IPEMEHSETCs oBbIaonmii kosdduuuent 2,0, Ha penepansHOM yposHe — 1,85;
- B HOPMy BPEMEHH HE BXOMUT BpeMs IIPOBEJCHHS KOHQEPEHIMH, CeMHHAapa,
METOMYECKOTO JHS, 3aCeIaHus «KPYIJIOrO CTOJIa» U BPEMs, CB3aHHOE C M3JIaHHEeM MaTepuajloB

KoH(pepeHIH, CEMUHapa.

1.13. PenaktrpoBanue pyKOIUCeH

Tabmuna 20
Hopma
Ne HanmeHoBaHue nmpouecca, onepamum. Enununa P
BpEMeHH,
n/n Coctas paboTsl H3MEpeHHus
MHH.
1 2 3 4
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HaumeHoBaHue nponecca, onepauum.
CocraB paboTbl

Enunumna
H3MepeHHs

Hopma
BpEMEHH,
MMH.

2

3

4

PCHaKTI/IpOBaHI/IC Hay4HbIX © METOAUYUCCKUX MaTCpHajloB

[TpoBepka ¥ WCHOpaBICHHE pYKOIHCH B IIpoIecce
HOJArOTOBKM €€ K IIeYaTH; OOECIeUeHHE COOTBETCTBHUS
TEKCTa HAyYHBIM W JIATEpaTypHBIM TpeOoBaHMsM, dopme
M [EJIEBOMY Ha3HAYCHUIO WU3JAHUS, COIJIACOBAHHE
BHOCHMBIX MWCIpaBIEHHH C  aBTOpOM; J0paboTka
PYKOITHCH:

penakTupoBaHne MoOHOrpaduii, COOPHMKOB HAyYIHBIX
TPYJOB, HAYYHBIX OTYETOB, IPAKTHYECKHX IOCOOHH

OJIMH aBT. JIUCT

2840,0

penaKTHPOBaHUE METOTHICCKUX MaTepUaJIOB:
MHCTPYKTUBHO-METOJMYCCKUX THMCEM, PEKOMEHIAlUH,
KOHCYJIbTalHii, 0630pOB AEATEIHHOCTU OHOIHOTEK

OJIUH aBT. JUCT

2500,0

peNakTUpOBaHWE  JOKYMEHTOB,  PETIAMEHTHPYIOLIHX
JIEATENBLHOCT,  OMONMMOTEK:  yCTaBOB,  IIOJIOXKEHUM,
UHCTPYKIMA

OJWH aBT. IUCT

2400,0

pPENAKTUPOBAHHE CTATHCTHYECKHX TaOIMI, YYETHBIX
dhopm, 0Opa3oB

OJHH aBT. JIUCT

1980,0

PENAKTUPOBAHKME MaTepHaloB KOH(GEPEHIMH: JOKJIA/IO0B,
coo0mennit

OJHH aBT. THUCT

1050,0

PenaxtupoBande IOMMyJisIpHOrO  OHOIMOrpadHIecKoro
IOCOOMs, PETPOCHEKTUBHBIX HAyYHO-BCIOMOTaTEIbHBIX
yKasarelei, 0030poB, CIIpaBoOK, pedepaToB, aHHOTALHI:

pelaKkTHpOBaHHEe  MOMYJSIPHBIX  OuGimorpaduueckux
mocobuii: TEMaTHIEeCKUX oubmmorpaduuecKkux
yKa3zaTeJeH, CIpaBOYHHKOB

OJHUH aBT. JIUCT

2640,0

PEAAKTUPOBAHHUEC PETPOCHCKTUBHBIX Hay4YHO-
BCIIOMOI'aTCIIBHBIX yK%aTCHCﬁ

OJHWH aBT. JIUCT

2100,0

pENaKTHPOBaHHE AaHAIMTHYECKHX 0030pOB, CIIPABOK,
aHHOTalUMi, pedeparoB, CBOAHBIX  pedepaTHBHBIX
0030pOB, 3KcTIpecc-HHPOpMAIHH

OJiUH aBT. JIUCT

1080,0

penakTHpoBaHue ONOIHOrpadpuIeCKon 3anucu

O/(Ha 3aIIuCh

4,6

KOHTPOJIbBHOC PCOAAKTUPOBAHUC

0/iHa 3aIl1Ch

6,2

HpI/IMe‘{aHI/ICI IpH peAaKTUPOBAHMM CMEIIAHHOI'O TEKCTa K HOPMC BPCMCHH IIPUMCHACTCA

HoBbIIIaONHA k03¢ ¢umrent 1,1.

1.14. BcnomoratensHO-TeXHIYECKas paboTa

Ta6nuna 21
Hopma
Ne HaumeHoBaHHe¢ nIpolecca, Oepamum. Ennnanna P
BpEMEHH,
n/n Cocrtas pa6oTnI H3MeEpCeHHS
MHMH.
1 2 3 4

MainHonuCHBIE paboTHI

IMonyuyenne opuruHaia 1 Ie4aTaHUsd U O3HAKOMJICHHE C
HHM, Ha0Op
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HanmeHoBaHue Opolecca, ONepauH.
CoctaB pabdoTbl

Eaynnnna
H3MepeHUs

Hopma
BpEeMEHH,
MUH.

2

3

4

[leyaranue TeKcTa 6€3 BEPTHKAIBHOIO rpaduieHus

OJHa CTpaHuna
MalTHHOIINCHOTI'O
TCKCTa

Pa3Mepnl HHTEpBAJIOB:

2

1,5

1

INeuaranne Tekcra Ha (opmaTkax Oe€3 BEPTHKAILHOTO
rpadaeHus

OHa CTpaHuIla
MaIlIHHONIACHOT' O
TCKCTa

Pa3zMepsl HHTEPBAJIOB:

2

1,5

[TeuaTanme TeKCTa ¢ BEPTUKATBHBIM TpadIcHHEM

OHa CTpaHHulla
MAaITUHOIIMCHOr'O
TCKCTa

PasMeprl HHTEPBAIIOB:

2

1,5

1

IleuaTanue TekcTa Ha QopMaTkax C BEPTHKAILHBIM
rpadneHneM

OJHa CTpaHuna
MAaIIAHOIINCHOI'O
TCKCTa

Pasmepn! nHTEpBATIOB!:

2

1,5

CunTKa ¥ KOPPEKTHPOBKA TEKCTa IIOCJE II€YaTaHusd Ha
MAallWHKe:!

IIPOBEpPKa MPAaBIJILHOCTH DPACIOJIOKCHHS OTIEYATaHHOTO
TEKCTa, CBEpKa C  PYKONHCHBIM; KOPPCKTHPOBKA
MAITMHOMIHCHOTO TEKCTA

OJTHa CTpaHulla
MAaITHHOIINCHOI'O
TCKCTa

CUMTKa, KOPPCKTHUPOBKA U BEPCTKA

OJHa CTpaHulla
MaHInHOIIMCHOTO
TCKCTa

HAKJICHBAHHUC IIPABOK

0/1HA MpaBKa

MainpHonHCHBIE paboTsl, BBITIOJIHSEMBIE

aBTOMATU3UPOBAHHOM PCIKUMC

Bson Marepualia B KOMIILIOTEP:

OJ/1Ha CTpaHHIia

Ha0bop TEKCTa C JIUCTa

Habop OubIHOrpadpuUecKoro onucaHus

BriBog MaTcpHaia Ha SKpaH:

OJHa CTpaHulla

IIpaBKa TEKCTa HA KOMIILIOTEPE, BEPCTKA TCKCTA

pefakTHpoBanue 6HOIHOrPahIECKOTO ONMHUCAHKS

BBIBOJ TCKCTA HA IIPUHTEP, pacnedaTKa

0JIHAa CTpaHHIA

BEIBOJ (pOpM TabTUI] HA IKpaH

0JIHa TadJIMIa
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Hopma
Ne HanMeHnoBaHue npouecca, onepanym. Eannuna BpemenH
n/n CocTtaB padoTsl H3MepeHus ’
MMHH.
1 2 3 4
20 |HanoJHeHHE TabauI] COJEPKAHUEM onHa Tabmuna 1,6
Hacrpoiika TeXHHYECKOr0 000pyIOBAHUSA M TEXHHYCCKOC
COITPOBOX/ICHUE MEPOIIPUSTHI:
21 |macTpoiika TEXHHIECKOro 000pyJOBaHMs Ul IPOBEACHUS OJIHO 120,0
MEPOIPHUATHM, B TOM YHCJIE TPAHCIMPYEMBIX IO CETH| MEPONpPUSATHE
«HTEpHETY
22 | TeXHMYECKOE COMPOBOXKACHNE MEPOIIPUITUI OJTHO 300,0
MEPONPUSITHE
23 |mpoBemenue aymuo / BHIEO3AHCH M (POTOCHEMKH OJTHO 300,0
MEPOIIPUITUI MEPOIpHUTHE
24 | obpaboTka ayauo / Buaeo / poTroMaTepHaioB OJINH HOCUTEIb 420,0
nHpOpMaLHU
25 |paspaborka pasnuuHblx 0a3 gaHHbIX (BJl) And BeneHus omgna B/ 28800,0
MIPOEKTOB
26 |BanucaHue MHCTPYKIHH MO UCIIONB30BaHUIO b/ IpOEKTOB |  OJIMH aBT. JIUCT 18000,0
27 | rexumueckas nojyiepxka bl mpoexTos oJiHa QYHKIUS 4800,0
28 |TecTHpoBaHME HOBBIX CHCTEM W BepCHH IPOTPaMMHOrO| oxHa GyHKUMS 1800,0
obecreuenuss / TPOrpaMMHO-aNNApaTHOrO KOMILIEKCa,
ACIONB3YyEMOTO MPM peau3alliil IIPOEKTOB M  paboTe
oJIpa3IeneHUs
29 |TecTupoBaHUE IPOrpaMMHOTO obecrnieueHust /| omHa QyHKIUS 1800,0
IPOrpaMMHO-aIapaTHOr0 KOMILIEKCa
30 |cocTaBieHHe IUIAaHA  TECTUPOBAHUSA  IIPOI'PAMMHOTO OJIVH ILJIaHA 2400,0
obecrieueHus / IPOrpaMMHO-aNNapaTHOrO KOMILIEKCa
31 |mpoBepka COOTBETCTBHS pa3pabOTAHHOTO MPOTPAMMHOIO | OAHA QyHKIHS 480,0
obecrnieuenys / INPOrpaMMHO-ANIIAPATHOrO KOMILIEKCA
TEXHAYCCKOMY 3aJJaHHIO
32 |omeHKka mporpaMMHOro oOeciedeHHss / IIPOrPaMMHO- OJTHO 25500,0
arnmapaTHOrO KOMILIEKCa IPOrpaMMHOE
obecrieyeHue
33 |cocraBiaeHHEe aIrOpUTMa TECTUPOBAHUS IPOTPAMMHOIO | OAUH &ITOPHTM 8400,0
obecredenus / IpOrpaMMHO-AIIIAPAaTHOrO KOMILJICKCa
34 |co3maHHe TECTHPYIOINEro CKpUOTa Jjs IMPOBCACHHUSA OJIMH CKPHUIIT 600,0
Harpy304HOro TECTHPOBAHUSL IPOrPaMMHOTO
obecmeuerus / IpOrpaMMHO-aNNapaTHOI0 KOMILIEKCa
35 |mpoBeleHHE HArPy30YHOIO TECTUPOBAHUSA IPOrpPaMMHOTO | OTHO Harpy304HOE 480,0
obecreyenns / MporpaMMHO-aIapaTHOr0 KOMILJIEKCa TECTHPOBAHUE
36 |okcmepTHas ~ OIEHKA  NIPOTPaMMHOrO  OOECHEYEHHMsl, | OJHA IKCIECPTU3A 2400,0
HOATOTOBJIEHHOIO B JAPYTHX OPraHM3aIusX/ IPOrpaMMHO-
arnmapaTHOro KOMILIeKCa
37 |cos3nanme anropuTMa KOHBEPTHPOBaHMs pabodux Tadiui | oxHa orpacib BBK 2400,0

Gonporo 6ubmoreuHoro karanora (bbK)
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Hopma
Ne HaunMmeHnoBaHHe npolecca, onepamnum. Eannuna
BpeMEHH,
n/n Cocras padoTnl H3MEpeHus
MHH.

1 2 3 4
38 |mammcanme koHBepTepa A npeobpasoBaHus paboumx |onHa orpacib BBK 4800,0

tabmun BBK B aBTOMarM3upoBaHHYI0 HH(GOPMALMOHHYIO

CUCTEMY JIMIIEH3HPOBAHHS OTJIENBHBIX BHJIOB

nearenbaoctHY (AWC JIOJT) (MHTEerpanys 6MOIHOTEYHBIX

JTAHHBIX )
39 |mpeobpa3zoBaHME€ METOAMYECKUX JTAHHBIX 3JIEKTPOHHOIO OJIHO 1440,0

KaTtaJjiora Jyisl mepeadn KOHBEPTHPOBAHHE

[IpuMeyanue: TpH HaGope TeKCTa Ha KOMIBIOTEPE C JIATHHCKHM WIPH(GTOM K HOpMe

BpEMEHH PUMEHSETCs MOBBIIAIOmMuH koaduument 1,3.

1.15. Pabota o opranu3anvy Tpy/ia u yIpaBJICHHUIO

Tabnuna 22
Ne Ennnanna Hopma
HaunmeHnoBanue npomuecca, onepanun. Cocras paboTsl BpeMEHH,
n/n H3MepeHus
MUH.
1 2 3 4
[TnanupoBanue paboThl
C6op, aHanm3z uCXOmHOH uH(pOpManuM; OIpeAe/iCHIEe OJIMH IUIaHA
OCHOBHBIX 3aJ1a4 T0Jia, YTOUHEHHE CPOKOB BBHIIOJIHCHUS
3a1aHui,  HamKcaHue  OODBSICHUTEIIBHOM  3allMCKH;
MOJATOTOBKA IPOCKTa IUIaHa K OOCYXJEHHIO Ha BCEX
YPOBHSX, TOpaboTKa Mocie o0CY)KACHHS; MPEACTaBICHAE
IJJaHA HA COTJIACOBAHUE H YTBEPIKICHHE:
1 |mnana 6uGIHOTEKH 6240,0
2 |mmaHa KoMIUTeKca / yIpaBJIeHUs 4800,0
3 |mnaHa oTaena, CEKTOpa 2740,0
4 | MHIUBHIYATILHOIO IJIaHA 370,0
ExenneBHpii  yder  paboTel B CTPYKTYPHBIX
MTOIpa3ICJICHUAX .
5 |cTaTHCTHYECKHH y4er 3anuCcaBIINXCS OJTHA 3aIHCh 2,8
(mepeperncTpUPOBABIINXCS) YUTATENEN
CTATUCTUYECKHH ydeT KHUTOBBIAY, IOCELICHHM 0JIHa 3aIIMCh 8,6
yueT uH(POPMAIMOHHO-OHOMOrpadguyuecKod paboThl 110 OJIHA 3aMHCh 2,7
yCTaHOBIEHHON dopme
8 | y4eT BBITOTHEHHBIX CIPABOK OJIHA 3aIIUCh 2,7
ExenueBHbii  ydyer ~ aOOHEHTOB,  IIOJIB3YIOLIMXCS
mporpaMMmamu MbBA:
CTATHCTHYECKHH yueT aGOHEHTOB, Hoyb3yromuxcs MbBA OZlHa 3aIUCh 2,7
10 |craTucTHUYECKHMM YYeT TOJYyYEHHBIX 3aKa30B, BBIIAHHBIX OJIHA 3aIIUCh 9,8
JIOKYMEHTOB
11 |craTHcTHYecKuii ydeT 3aKa3oB, II€PCHANPABIICHHbIX B OJHa 3aIIUCh 2,7
Jpyrue OubInOTeKH
12 |3amuchy wurToroB  paborsl B «JlHEBHHK  pabOThI» OJIHA 3aIIUCh 3,2

HOJIpa3ieeHus. ONOIMOTEKH




56

Hopma
No Eaununa
HauMeHoBaHHe npouecca, onepanun. Cocras paboThi BpEeMeHH,
n/n H3MEpeHHs
MHH.
1 2 3 4
13 |MHIUBHAYATHHBINR YUET: €KEIHEBHOE 3allOJIHCHHE JIMCTKA 0JIHA 3aMKCh 15,0
ydeTa TPpyA03aTpar WK JHEeBHHKA paboThl OubanoTeKaps
CBOJHBIN CTATUCTHYECKUHN YUET 10 OMOINOTEKE
Yucio ynTareieii, KHUTOBbIIad, MOCEIICHUM]; IOABEICHHUE OJTHA 3aIHCh
UTOTOB CTATHCTHYECKHUX JAHHBIX 110 OUOIHOTEKE:
14 |Mecs 528.0
15 |xBapran 792,0
16 |ron 1080,0
Craructudecknii yuet B pexume AC:
17 |BBOA CTATHCTHYECKHUX JIAHHBIX C KOHTPOJIBHOIO JIACTA OJIVH JIUCT 0,16
18 |cBommelit craTHcTHUecKW# yder mo 6uOMHOTEKe (YMCIO| OHA TabiMIla 0,27
yuTaTesel, KHUTOBBIIAY, NOCCIICHUN)
[MofBeneHHE MTOTOB CTAaTHCTMYECKHX JIAHHBIX 10| OjHA Tabnuia
OoubmoTeKe:
19 | MecH 0,27
20 |xBaprain 0,27
21 |roxm 0,27
CocTtaBlieHUE OTUETOB:
22 |mpHeM IUIAaHOBO-OTYETHBIX JOKYMEHTOB OT CTPYKTYPHBIX | OJAUH JOKYMEHT 60,0
Hofpa3felieHiii ¢ TIPOBEPKOM  IIOJHOTBI ~ COCTaBa;
COCTABJIEHHE CBOIHOMN TaOJIMIIBI OCHOBHBIX MMOKa3aTesIei
CocraprneHue AHAIUTHYECKOTO oTueTa: aHaIU3 OJTAH OTYET
JIeATEIbHOCTH IOApa3ieicHnid 1 OUOIMOTEKH, OTMETKA
U3MEHEHMH 3a roji, HalMcaHue TEeKCTa, IPEACTaBICHHe Ha
COIJIACOBAHUE W YTBEPKACHHE:
23 jortueT OMOIHMOTEKHU 3a TOJ 3980,0
24 |oT4eT oTHeNa, CEKTOpa 3a I'oj 1320,0
25 | MHAMBUIYAIBHBIN OTUYET 34 Io/J 586,0
Cocrapnenue (pUHAHCOBBIX OTYETOB 00 OILUIATE IO BHIaM OJTMH OTYET
IJIATHBIX YCIIYT:
26 |3a MecHIl 510,0
27 |3a kBapTal 840,0
Ortuer niepen YATATEIISIMH U HACEICHUEM:
28 |ompeneneHue CpoKa IPOBEJEHHMS OTYETA, MMOBECTKU JIHS, OJTHO 1580,0
OMOBEIIEHHE O JHE OTYeTa 4YWTarejed, HAacelIeHUs,| MEPOIPUITHE
BBIIYCK CTEHTa3eThl, 0popMIIEHHE IPOTOKOJIA, 3aMECUaHU i
A MpeNIOXKeHHH duTaTelied, HaceNeHHs, COCTABICHUE
IJIaHA UX pealn3alyu
IToaroroBka MPOU3BOACTBEHHBIX COBEILAHMM
Onpejenende TOBECTKH [JHs, Kpyra yYaCTHHKOB,| OJHO COBELIAHHE
[OArOTOBKA CIIPaBKH, JAPYTHX MEPONPHATHH, IIPOECKTa
pEIIEHUS,  OIOBEIICHHE  YYacTHHKOB  COBEIaHMWS,
HOJrOTOBKA MOMELICHHUS:
29 |coBemanue paboTHUKOB OHOIMOTEKH 320,0
30 |coBemanne pabOTHUKOB OTJIENA 2640
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Hopma
Ne Epnnnna
HauMeHoBaHHe npoiecca, onepanuu. Cocras paboThl BpEMEHH,
n/n H3MepeHus
MMUH.
1 2 3 4
31 |coBemaHue IO WTOraM IPUHATHIX PEHICHHH C IENBIO | OJHO COBCIIAHME 27,0
OLICHKH HX DPE3YJbTATOB, NMPOU3BOJCTBEHHEIE COBCIIAHMS
10 UTOTaM rojia
32 |omepatuBHOE CcOBel[aHWE (A4 PEINCHHMsS TEKYIHX | OJHO COBELIAHHE 60,0
IPOU3BOJICTBEHHBIX 3a/1a4)
Opranu3aioHHO-onepaTuBHas pabora:
33 | moxymenTtanbHoe O(QOpMIICHHE pexuma paboThl OTAeNa| OIUH JAOKYMEHT 360,0
(cocraBnenue rpaduka paboThl, OTIIYCKOB
34 |oGecnieucHue KOHTPOJI 3a BBIIIOJTHEHHEM |  OJHO 3aJaHHuC 15,0
TIPOM3BOJICTBEHHOTO 3a/[aHHUsI H KAYECTBOM PabOThI
35 |obGecnedeHue KOHTPOJIS 3a HCITOJTHEHUEM | OJUH JOKYMEHT 15,0
YOPABICHYECKOTO  pellleHMs,  NpHKasa,  yKasaHHsd
JUPEKTOPA, 3aMECTUTEISL IUPEKTOPA, 3aB. OTICIIOM
36 |3akmoueHme, TpOIEHHe JO0ropopa ¢  (upmamu,| OJHH JOTOBOP 840,0
MPEATPUSATHIMY, OpraHu3aIysaMi, YaCTHBIMHU
MpeIpUHAMATENSIMH
37 |cocTraBieHHe KAIBKYJIALWH [ICH Ha IUIaTHRIE YCIYTH OJIMH JIOKYMEHT 3340,0
38 |BHIIHCBHIBAHHE CUETA, KBUTAHIAHU OJIFH JIOKYMEHT 13,4
39 |cBepka omiaThl CYETOB OJVH JOKYMEHT 13,8
Jlenonpon3BoJaCTBO:
40 |mpueM U perucTpanus BXOIALIEH KOPPECIOHACHIMI OWH JOKYMEHT 15,0
41 |xommpoBaHHue / CKAHUPOBAHHE JJOKYMEHTOB OJIMH TIOKYMEHT 15,0
42 jormpaBka / mony4eHue (aKCOBBIX KOMUM JOKYMEHTOB OJWH JTOKYMEHT 30,0
43 | obecreyeHre KOHTPOJS 32 CBOCBPEMEHHBIM UCIIOHCHUEM |  OJIMH JOKYMEHT 15,0
JIOKYMEHTA
44 |cucremaTu3alnys ¥ IOALIMBKA MCIIONHEHHBIX JOKYMEHTOB | OJHH JIOKYMEHT 30,0
B COOTBETCTBUH C HOMEHKJIATYPO# 1€l
PaGota B pexxume AC:
45 | peructpaiys BXOJAIIEH KOPPECTIOHICHIIUH: OJIHa KapTO4Ka 15,0
46 |obOecrieyeHHe KOHTPOJIS 3a HCHOJHCHHMEM JIOKYMEHTA: 0JIHA 3a1HCh 7,0
BBIBOJI HA JKpaH KOHTPOJIBHOM KapTOYKM; BBOJ B Hee
nHGopMaruy 06 UCIIOIHEHUU
47 |pemeHHe XO3SMUCTBEHHBIX BOIPOCOB (IOAava 3asBOK HAa|  OJHH BOIPOC 30,0 .
yCTpaHeHHe HeUCIPaBHOCTER pabouuX MOMEIICHHH, 3aKa3
M IIONy4eHHE KaHIEISAPCKAX TOBAapoOB W JIPYyrHX
MaTepHaJIOB CO CKIIaJ1a)
Bzaumopeiicteue MEXIY CTPYKTYPHBIMH
IO IPA3ICICHUSIMH:
48 |cocTaBneHHE 3anpocoB, TPeOOBaHMM, IIOSCHUTENBHBIX | OIUH JOKYMEHT 20,0
3aIKUCOK U CIIY)KEOHBIX 3aIUCOK
49 |mogava 3ampocoB, TpeOOBaHMMH, MOSCHUTECIIBHBIX 3aACOK | OJAUH JOKYMEHT 25,0
U CIIyXeOHBIX 3aMMCOK B IEYaTHOH (opme
50 |momaua 3ampocoB, TPeOOBaHUM, NMOSACHUTENBHBIX 3aUCOK | OAHH JIOKYMEHT 10,0

¥ CITyKeOHBIX 3alHCOK B DJIEKTPOHHON (opMe
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Hopma
Ne Ennnuna
HaumeHoBaHHe nponecca, onepanun. CocTas pa6oTbl BpEMeHH,
n/n H3MepeHnst
MHH.
1 2 3 4
51 |obecmeueHHe KOHTPOJS 3a HCIIOMHEHHEM 3allpOCOB, | OJUH JOKYMCHT 40,0

3alIHCOK

TpeGoBaHMH, TOSCHUTENBHBIX 3aMHCOK M  CIy)KEOHBIX

HpI/IMC‘{aHI/IGI BpEMs IIPOBEACHUA OTHETA IICPTH quTareisiMu, HaACCJICHUEM, COBEIaHUN B

HOPMY BpeMEHH HE BXOJMT.

2. TunoBkle OTpacieBbie HOPMBI TPYyZa Ha pabOThl, BEIIOTHACMBIC B TOCYJaPCTBEHHBIX
(MyHHUIMIATbHBIX ) GUOIMOTEKaX (Ha OCHOBE aBTOMATH3HPOBAHHBIX CHCTEM YIIPABICHHU

MPOIECCaMu)

2.1. KommutekroBanue HhoHIOB

Tabmuna 23
Ne Ennnuna Hopua
HaumeHoBaHHe npouecca, onepanun. Coctas padoThbl BpEeMeHHU,
n/m H3MepeHud
MHH.
1 2 3 4
1 |mpuem u otbop s (OHIOB HOBHIX IMOCTYIUICHUH, | OJMH JOKYMEHT 3,6
HOJy4EHHBIX IO CONPOBOAUTENLHOMY JTOKYMEHTY —
JIMCTY TOCYIApPCTBEHHOU PETUCTpaLiA
2 | Texumuyeckas oOpaboTKa JOKYMEHTOB OJIMH JOKYMEHT 4,5
3 | BBOO HOKyMeHTOB B 6a3y maHHbIX (BJI) OIMH JTOKYMEHT 4,5
2.2. bubnuorpadpuyueckoe ONMCAHKUE U MHACKCHPOBAHUE JOKYMEHTOB
Tabnuna 24
Ne Emxunnna Hopma
HauMeHOBaHHE nponecca, onepanun. Cocras paboThl BpPEMCHH,
n/n H3MepeHust
MMH.
1 2 3 4
1 | popmupoBanvie  OubaMorpaguueckod  3amMcH  Ha OJTHA 3aIlUCh 18,0
JOKYMEHTHl Ha  PYCCKOM  s3BIKE  (OmHcATesIbHAs
KaTaJIOr3aus)
2 | dopmupoBanue  OubIMOrpaguueckod  3amMCH  Ha OJIHA 3aIUCh 27,0
JIOKYMEHTBI HAa WHOCTPAHHBIX €BPOTCHCKUX S3bIKaX M
a3plkax ~ HapozoB  Poccun, KpOME  PYCCKOIO
(omucarenpHas KaTATOIM3alus)
3 | popmupoBanre  OmOnmorpaduueckoi  3amucum  Ha OJIHA 3aIHKCh 60,0
CTapoleUaTHble KHATH M PYKONMCH (OmucareibHas |
coziepKaTeibHast KaTaJIOTH3aus)
4 | HHAEKCHPOBaHME JIOKYMEHTOB (comepxaTenbHas 0JIHA 3aIHCh 1.0
KaTaJoru3aius) ’
5 dopmMupoBanue aBTOPHTETHOM 3amucd (Ha MMEHA JHIL, 0JTHA 3aMHCh 30.0
Ha¥MEHOBAHWI OpraHMA3aIyii) ’
6 | popmupoBaHye NaHHBIX B QOHIOBOM 3aMUCH 0JIHA 3aIIUCh 5,0
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2.3. Pabora ¢ karajoramMu

Tabnuna 25
Ne Ennanna Hopma
Hanmenosanue npomnecca, onepanuu. Cocras paboThl BpPEMEHH,
n/n H3MepEeHUs
MHH.
1 2 3 4
1 |pasbop Kaprouek JUIsi PAcCTAHOBKM B alaBUTHBIC | OJHA KapTOYKa 0,2
KaTaJoru
PenaxTupoBaHue reHepaIbHOTO an)aBUTHOTO KaTajora: 0JTHA KapTO4Ka
2 | karayor - crapsii psia (o 2000 roga); 1,0
3 | xaranor — HOBI psy (¢ 2000 rona); 0,5
4 | Karajgor - WHOCTPAHHBIC €BPONEHCKHUE SI3BIKH M S3BIKU 1,0
HaponoB Poccuu, KpoMe pycCcKOro
5 | pa3bop KapTOYeK IS PAacCTaHOBKM B CHCTEMATHYeCKHE | OJHA KapTOdKa 0,3
KaTaJoTu
6 | pemaktupoBanue ['eHepalbHOrO  CHCTEMATHYECKOTO | OJHA KapTOYKa 0,5
karainora (I'CK)
7 | pemakTEpoBaHHe OpHTHHAI-MaKeTa OuOnIHOrpaduyUecKux | OJHa KapTOYKa 0,3
sanuceii (b3) Ha 0THOYACTHBIE JOKYMEHTBI
8 | penakTHpoBaHHe OpUTHHAJI-MakeTa b3 Ha MHOrOYacTHBIC | OJHA KApTOYKa
JIOKYMEHTBI 0,45
9 | penakTHpOBaHUE 3alMCedl Ha CIAMHUIBI XpAaHCHHS B OJ/IHa 3aIUCh 5.4
nporpammuoe obecrieueHun (I10) mo usBemeHUsIM O
BHECEHUM H3MEHCHHH B KarajorW, IIOJIy4YeHHBIM U3
texuoaorudeckoro otaena (TO)
PenaxtupoBanue B3 perpokomsepcum B 11O OJIHA 3aIMHCh
(xoHTpOJNBHBIE Mo GopmaTa u Tekcra b3):
10 | penaxTupoBanyie KOHTPOJBHBIX HONeH popmara 5,4
11 | pexaktupoBanue Tekcra b3 5,4
12 | pemaktupoBanue Oubnmorpadudecknx sammcei (bB3) B OJIHa 3aIHCh
I1O (sBenenue unnekcoB bBK B b3 perpoxonsepcun) 5,4
13 | dopmuposanue b3 B IIO ¢ Mcnonb30BaHHEM CBOJHOTO OJTHA 3aIIUCh 12,0
kartajora oubnuorek Poccuu
14 | penaktupoBanne b3 Ha MHOro4YacTHbIC JOKYMEHTOB B OJiHA 3aIUCh 12,0
110
2.4. Pabota ¢ honnom
Tabmuna 26
Ne Ennauna Hopua
Hanmenosanue npomuecca, onepanuu. Cocras padoTei BpeMeHH,
n/m H3MepEeHus
MHH.
1 2 3 4
IMoaroroBuTenpHas padboTa:
1 | moaroroBka paboOYUX MECT onHO pabouee 5,0
MECTO
2 | monydeHWe  JIOKyMEHTOB  C  BBICTABKM  HOBBIX | oiHa maptus (100 16,0

HOCTyIUIEHHH (IPH Y4aCTHH 4-X 4eJIOBEK)

JIOKYMEHTOB)
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Hopma
Ne Enununa
HaumenoBaHue npouecca, onepanun. Cocras padoTnbl BpeMEHH,
n/n H3MepeHust
MMH.
1 2 3 4
3 | mpueM HOBBIX NIOCTYIUIEHUH B IporpamMMe rnepeaain oxua maptus (100 12,0
JIOKYMEHTOB)
O6paboTKa HOBBIX IOCTYIUICHHH:
4 | mepBuYHBIH pa360p HOBBIX NOCTYIUICHUN oana naptus (100 26,0
JOKYMEHTOB)
5 | pas6op MOKYMeHTOB [uisi ONpEENeH s PACCTaHOBOYHBIX | ofHa maptus (100 1,0
¢ poB JIOKYMEHTOB)
6 | mpeaBapUTEIbHAL cucTeMaTu3alus JIOKyMeHTOB | oxHa naptus (100 1,0
TPYNIIOBO 0OpabOTKH A ONPEIETCHHs IOJOYHOIo JIOKYMEHTOB)
HHJIEKCA
[ITu¢ppoBKa JOKYMEHTOB: OJIMH JJOKYMEHT
7 | ¢ mByms mudpamu (1- «BEPTyaIbHbIH») 1,0
8 | 6e3 mudpa 1,8
9 | IOCBUIBI 3,6
10 | BBOO IMdpa 0,5
[MIndpoBKa JOKYMEHTOB IPyHIIOBOH 00pabOTKH: OJIMH JIOKYMEHT
11 | npenBapuTensHas CHCTeMaTH3alus (BBOJ  HHJIEKCA 1,0
orpacy 3Hanust no tabumnaM bBK B 9K)
12 | nerampHas cucreMarH3anusa (BBOJ IOJOYHOTO HMHJEKCA 1,0
BBK B OK)
13 | 0OpaboTKa JOKYMEHTOB Ha MHOCTPAHHBLIX €BPONCHUCKHX | OIHMH JOKYMEHT 3,6
SI3BIKAX
14 | o6paboTka JOKYMCHTOB HAa HAlMOHAILHBIX S3bIKax | OIMH JOKYMEHT 4,5
Hapo10B cyObekToB Poccuiickoi @eneparyn
15 | mpuem u o6paborka gokymeHtoB X VIII — XIX BB. OIMH JIOKYMEHT 8,0
16 | npueM u o06paboTKa OTEYECTBEHHBIX MEPHOIMYCCKHUX | OAMH JOKYMEHT 1,8
W3JAHUI W3 3@j]a TEKYUIUX IEePHOANYECKUX M3IaHHA
(3TTIN)
17 | npuem u o00paboTKa HMHOCTPAHHBIX IEPUOJMYCCKUX | OJMH JOKYMCHT 1,8
m3nanni u3 3TIH
18 | mepemmdppoBKa JOKYMEHTOB OJIMH JOKYMEHT 27,0
19 | BBox Gap-koza nokymenta B OK OJIUH JJOKYMEHT 2,6
20 | mepemava noKymeHTOB B oH 6ubnuorexu (Ob) onua naptus (100 26,0
JIOKyMEHTOB)
O6cnyxuBanne untatenei 1 abonenTos B Ob:
21 | BemnonHEeHue TpeGOBaHHMIA, MOCTYIIUBIIUX 1o | oaHO TpebGoBaHME 1,0
AJIEKTPOHHOMY 3aKa3y
22 | B3aumopacuer co CTPYKTYpHBIMH IOApas/elcHusMH | onna naptus (100 14,0
OubIMOTEKN JOKYMEHTOB)
23 | pabota ¢ 3a40DKEHHOCTBIO OIWH JOKYMEHT 1,8
CoxpaHHOCTH (DOHJIOB:
24 | mOATOTOBKA JOKYMEHTOB Ha MHUKPO(QHIBMHDOBAHWE H | OAUH JOKYMEHT 5,4
CKaHUPOBAHUE
25 | mepemaua JOKyMEHTOB Ha MHKPOQHIbMHUpOBaHME H | OjHa naprus (20 16,0

CKaHUPOBAHUE

JIOKYMEHTOB)




Hopma
Ne Eannuna
HanmeHnoBaHue nponecca, onepanun. Cocras paboTnl BpEeMeEHH,
n/n H3MepPEeHHUA
MUH.
1 2 3 4
Csepka QoHJIA C 3TeKTPOHHBIM kaTanoroM (9K): OJMH JOKYMEHT
26 | omHOYACTHBIE JOKYMEHTOB 1,8
27 | MHOro4acTHbIE JOKYMEHTOB 3,6
28 | mpoBepka JOCTyHa K JIIEKTPOHHOMY Pecypey OJIUH TOKYMEHT 5,4
ITepeBox NOKYMEHTOB B U(POBOI PopmaT:
29 |npuem / mepedaya IE€YAaTHBIX H3JaHMM M3 OTAeNa | OAMH JOKYMEHT 0,9
doumoaepxarens 0 aBTOMAaTH3HPOBAHHOW IIpOrpaMMme
nepegay
30 | cBepka TONYYEHHBIX JOKYMEHTOB C 3JICKTPOHHBIM | OIMH JOKYMCHT 3,3
KaTaJoroM M pacupeseNieHie 3aKiIaJIok ¢ UMeHeM (Qaiina
TI0 MeYaTHHIM OPUTHHAJIAM
31 | pacnpeneneHue — MEYaTHBIX  JOKYMEHTOB — MEXNYy OJIHa ITapTHsL 55,0
oneparopamu ckaHupoBaHus (40 TOKyMEHTOB)
32 | ckaHupOBaHHE MEYATHHIX JAOKYMEHTOB B IIOJIHOIBETHOM | OJHA CTpaHHIA 0,33
pexXuME
33 | komupoBaHHE  ONEPATOPOM  JJIEKTPOHHOM  KOIUM | OJHA JOKYMEHT 30,0
OTCKaHHPOBAHHOT'O JOKYMEHTA Ha CEPBEP
34 | oO6paboTKa 3JIEKTPOHHOM KONMH OTCKaHMPOBAHHOTO | OJHA CTpaHHIA 2,5
W3 JTaHUs
35 | xonupoBanue ~ omepatopoM  00pabOTKM  TOTOBOW | OXWH HOKYMEHT 30,0
JJIEKTPOHHONW KOMHYM OTCKAHHPOBAHHOIO M3JAHHS C
paboueii cTaHIMH Ha CEPBEP
36 | Bepuuxanus (mpoBepKa ¢ HOMOINBIO J0KA3aTENbCTB) M | OJWH JOKYMEHT 10,0
KOHTPOJIb KayecTBa 0OpabOTaHHBIX 3JIEKTPOHHBIX KOMHi
II€YaTHBIX U3AAHUA
37 | pacnosnaBanue Tekcra H cosgadue I1JIO-dainos | oxMH HOKYMEHT 35,0
DIIEKTPOHHBIX KOUH II€YaTHBIX W3JIaHUi
38 | komupoBaHUE pacno3HaHHBIX [1/1®D-¢aiinos | oAMH JOKYMEHT 6,0
3IICKTPOHHBIX Konui IIeYaTHBIX H3aHUAN B
TEXHOJIOTMYECKYIO ManKy A JAJIbHEHIICH 3arpy3kd Ha
cepBep
2.5. O6CnyKUBaHKHE HHOTOPOJHUX aDOHEHTOB B LICHTPE JUCTAHIIMOHHOTO 00pa3oBaHuUsl
(O J0) u MBA
Tabmuna 27
Ne Enuanna Hopma
Hanmenosanue npouecca, onepanun. Cocras pa6ornl BpeMeEHH,
n/n H3MepeHus
MUH.
1 2 3 4
1 | moaroroBka paboOYMX MECT OJIHO pabouee 4,2
MECTO
2 | mpocMOTp SIEKTPOHHOM  1IOYTHL, O3HAKOMICHHE C | OJHO COOOILICHHE 26,0
HOCTYNUBIIMMH COOOIICHUSIMH
3 | perucrpanms aDOHEHTOB OJIMH aOOHEHT 4,5
4 | npueM 3aKa3oB oT abOHEHTOB yepes OJIMH 3aKa3 2,7
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Hopma
Ne Epunnna
HaumeHoBaHHe npouecca, onepamuu. Cocras paboTnl BpEMEHH,
n/n H3MEpEeHHst
MMH.
1 2 3 4
ABTOMATHU3UPOBAHHYIO CHCTEMBI IOpTala YIPaBJICHHUS
nononauTensHoro obcyxusanus (YJ10)
IlpoBepka 1O 3JIEKTPOHHOMY Karajiory HaJW4us | OJWH JOKYMEHT
JIOKyMeHTa B (poHJax, HpocTaBlIeHHe Mudpa Ha OnaHke
— 3aKase:
5 | 6e3 6ubnmmorpaduueckoit 1opaboTKH 3,6
6 | c 6ubamorpaduveckoi fopabOTKOM 17,0
7 | mpHeM JOKYMEHTOB OT OTAENOB QOHIOAEpKATENEH OJTUH peic 9,0
(u3 ®b)
8 | moaroroBka u oopmiICHUE TOKYMEHTOB K BBIIa4e OJIMH TOKYMEHT 2,7
9 | bopMupoBaHHe KaIBKYJISLMH Ha OILIATY YCIAYTH Ha | OJHA CTPaHHMIA 1,0
BBIIaYy KOIMH JJOKYMEHTA IO 3aIpocy abOHEHTa
10 | mpoBepka MOCTYIUIEHH: IIJIATEXKa 1O BU/IaM OTLIIAThHI OJIHA 3as1BKa 1,0
11 | perucrpauus BBLJIA4H JIOKyMEHTOB B | OJWH JOKYMEHT 1,8
ABTOMATH3UPOBAHHOH CHCTEME
12 | otmpaBka 6anzeposei ojHa 6aHAEpOIIb 4,4
13 | cocraBiaeHue OMHMCH TMOATOTOBIEHHBIX K OTIPABICHHUIO OJIHA 3aIHUCh 2,7
Ganpeponeit
14 | TpancmopTHpoBKa OaHAEPOJIEH B IOJpa3feiieHue OJIHA MTapTHUs 9,0
OTIPaBKH 3aKa3HbIX OaHaepone
15 | nprem HOKYMEHTOB, BO3BPAILCHHBIX a0OHEHTAMH OJIMH JOKYMEHT 2,8
16 | pabota c OTKa3zaMu OJIMH OTKa3 2,7
17 | opraHu3arys 1 BEIEHUE KapTOTCK OJIHa KapTO4yKa 1,0
/omuH OaHK-
3aKa3
18 | pacneuarka JMCCEPTAllMd U3  OJICKTPOHHOH  6a3bl OJIMH JIUCT 1,0
JMccepTanuil o 3axasy aboOHEHTa
19 | KOHTpPOJIb 3a MOTAIIEHUEM 3aM0KEHHOCTH OJuH aOOHEHT 14,0
20 | moMCK HEMOJXYYCHHBIX OaHAepoIei oJiHa OaHJEpOJIb 55,0
21 | Bo3BpaT OMMOOYHO 3aCTaHHBIX JOKYMEHTOB onHa OaHIEpOIb 3,5
22 | cIpaBKM M KOHCYAbTaMu 00 YCIOBHSAX OOCIIyXHBaHUS oJlHA 9,0
abOHEHTOB, MO paboTe AaBTOMATU3MPOBAHHOM CUCTEMBI | KOHCYJIbTAIUA
110 u MBA
2.6. CpaBouHO-61OIHOTpadhHUeCcKOe 00CIIy)KHBAHHE
Tabmuna 28
Ne Eaununa Hopwa
HanmeHnoBanue npomecca, onepamun. Cocrap paboThl BpPEeMEHH,
n/n H3MepeHus
MHH.
1 2 3 4
BEINOIHEHHE YCTHBIX OMOIMOrpaguuecKuX CIPaBoK:
1 | moaroroBka pabo4YMX MECT €XETHEBHO 13,0
2 | eXXEeIHEBHBI CTAaTHCTHYCCKHHA YYET CITPaBOYHO- €XKETHEBHO 13,5

oubmmorpaduyeckoro o0CITyKHBaHHUs YMTaTeaeH
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Hopma
Neo Enununa
HaumMeHoBaHHue npouecca, onepanun. Cocras paéorsl BpEMeEHH,
n/m H3MepeHHd
MMH.
1 2 3 4
3 | U3y4YCHHE OTpHILIATENIbHBIX OTBETOB Ha OIMH 13,5
GubIHOrpadUUECcKHE 3APOCH] C HETBIO BBIABICHUS Opaka | OTpUUATEIBHBIN
OTBET
4 | mpueMm 3ampoca Ha BEHIMOJNHEHHE OHOIMOrpaduUuEcKOM OJIMH 3a1Ipoc 10,0
CIIpaBKHU
5 | obopmieHHE KOHTPOJIBHOTO JIACTKA IIOJIB30BATENS OJIMH 1,0
10JTE30BaTEIh
6 | Temaruueckas ycTHas Oubymorpaduueckas cpaBKa OJIHA CIIPABKa 17,0
7 | anpecHas yCTHas CIpaBKa OJIHA ClIpaBKa 8,0
8 | yrounsromas ycrrast Gubnmorpadudeckas crpaBka OJIHA CIIPaBKa 18,0
9 | paxrorpadudeckas ycTHas 6ubamorpaduueckas crpaBka OJIHA CIPABKa 15,0
Koncynbrauu: onHa
KOHCYJbTaIUs
10 | 6ubmorpadpuyeckas 10,0
11 | opueHTHpYIOAL 6,0
12 | BcrmoMoOrarenbpHO-TEXHUYECKAs 3,0
13 | 6ubnuorpaduyeckas/ paxrorpaduueckas cupabka OJIHA CIIpaBKa 12,0
Brimonaenue MUCHMEHHBIX oubmuorpaduyueckux
CIPaBOK:
14 | mpieM w© perucrpauuss MHUCBMEHHOTO 3ampoca B OJIMH 3aIIpocC 3,0
OpraHH3alOHHON IpyIne
15 | mucneTdepusalms MUCBMEHHBIX 3anpocos B rpynne CbO €)KEIHEBHO 60,0
16 | perucTpammsi 3ampoca B JKypHalle y4deTa MUCHbMEHHBIX OJIHa 3aIIACh 3,0
crpaBok rpynnsl CbO
TTuceMeHHas TeMaTHyecKas CIpaBKa.
17 | Temarmueckas crpaBka 1-0#f CTEIEHM CIIOKHOCTH: 10 25 OJIHA CTIPaBKa 1200,0
Ha3BaHUM, ¢ mpocMoTpoM  Oubimorpaduueckux
HUCTOYHHUKOB
18 | TemaTuueckas crpaBKa 2-Oi CTEIEHH CIIOKHOCTH: CBBIIIC 0JIHa CIIpaBKa 2900,0
25 Ha3BaHMH, ¢ OPOCMOTPOM OHOIHOTpadHUYECKHX H
TEKCTOBBIX HCTOUHUKOB
19 | muceMenHnas yTounsiomas OubimuorpaguiecKas crpaBka 0J/IHa CIIPaBKa 360,0
20 | mucpMEHHAas agpecHasi CIpaBKa OJIHA CIIpaBKa 120,0
21 | mucesMennas dakrorpadudeckas CIpaBKa OJIHa CIIPaBKa 360,0
ITuceMeHHbIE KOHCYJIBTAIIUN: 0JlHa
KOHCYJIbTaIUs
22 | 6ubmmorpadmryeckas 480,0
23 | opueHTHpYOIAL 480,0
24 | KOHCYIbTalUsI-KIIALIE 240,0
PemaktupoBaHue BHITOJHEHHBIX TMCEMEHHBIX COPABOK:
25 | aapecHas NMCHbMECHHAS CIIpPaBKa 0JIHA CIIpaBKa 9,0
TemaTHueckast TUCbMEHHAS CIIPaBKa. OJTHA CITpaBKa
26 | 1-#i cTelieHy CI0KHOCTH 18,0
27 | 2-# cTeneHH CI0XHOCTH 48,0
28 | yrouHstomas IMCbMEHHA CIIPaBKa OJTHA CTIPABKa 8,0
29 | dakrorpaduueckas NMCbMEHHAsA CIIPABKa OJiHa CIpaBKa 8.0
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Hopma

No Eaunnna
HaunmenoBanue npouecca, onepanuu. Cocras padorbl BpEeMeEHH,

n/n H3MeEpEeHHs

MHH.
1 2 3 4

30 | peructpaiusi BBINOJHEHHOM IHCBMEHHOM CIIpaBKH B OJIHA 3aIHCh 3,0
IpyIIe CIPaBOYHO-OUOIHOTPAPHUIESCKOTO 00CITYKUBAHHS
(CBO) B xxypHaje yuera TUCEMEHHBIX 3alIPOCOB

31 | peructpaiidsi BBIOJIHEHHOW NHCHBMEHHOM CIOpaBKH B OJIHA 3aIUCh 2,0
opranuzanuonHoi rpymmne CbO

32 | obopmnenue u mepefadya / OTHOpaBIeHHE OTBETA OJIMH 3aI1poC 12,0
3aKa34unuKy
BupTtyasibHas cipaBoyHas cIyxoa:

33 | BupTyanbHas TeMaTH4YeCKas cpaBKa OJ1Ha CIIpaBKa 18,0

34 | BupTyasbHas apecHas CpaBKa OJIHA CTIPaBKa 7,0

35 | BupTyasibHAs YTOUHSIOIAS CIPABKa OJlHa CIIpaBKa 18,0

36 | BUpTyasbHAs OpHEHTHPYIOLIAs CIIPaBKa 0JIHA CIIPAaBKa 6,0

37 | BuptyanbHas ¢axkTorpaduueckas cupaBka OJIHA CIIpaBKa 15,0

38 | obopmiieHne OTBETA HA 3aPOC YUTATENS OJIHO MUACHMO 6,0

39 | momosiHeHUE apxWBa  BBHIIOIHEHHBIX CHpaBoK («ba3bl OJIHA CIIpaBKa 11,0
3HAHUI»)

40 | ckarmpoBanue NoKyMeHTOB u3 ¢ormoB ChO mo 3akazam oJHa 3,0
110JIb30BaTeIICH cTpaHuIa
Koncynbraruu: OoJIHa

KOHCYJIbTaIUs

41 | 6bubmorpaduyeckas 10,0

42 | opueHTHpYIOIIAL 10,0

43 | KOHCYIBTAIUA-KIIHIIE 5,0

44 | xoopaMHAIMA M JUCHETYEPH3AlUs  BBIIOJHEHUS OJIHO TTUCHEMO 12,0
BHUPTYAJIBHBIX CIIPABOK
bubnmorpadudeckoe o0yueHue noab30BaTENCH: ofHa

KOHCYJIbTaIus

45 | MmeToaudeckas 10,0

46 | Temaruueckas 15,0

47 | moaroroeka oubmorpaduueckoro o63opa / odyqaromero | oguo meponpusatae  2400,0
MEpPOIIPUSATUS o METOJINKE (opmupoBaHHus
oubmuorpadudeckoit 3anucu, paboThl ¢ KaTajlorami, 1o
METOIUKE 6ubmorpaduyeckoro ONMCAaHUA,

OoubnuorpapuuecKUMU HCTOUYHUKAMU  (POPMHPOBAHHUS
CIIMCKAa JIUTEPATyphl K Hay4HOH paboTe

48 | mpoBeaenue oubmorpaduyeckoro 063opa / obydaromiero OJIHO 60,0
MEpOIIPHUATHS (110 IYHKTY 39) MEpPONPUIITHE
DKCKypcuu 110 ¢donam U CIPaBOYHO- | OJIHA SKCKYPCHS
o6ubmmorpaduueckomy annapary (CbA) 1BC:

49 | moaATrOTOBKA 480,0

50 | npoBenenue 60,0
Benenune cnpaBouyHo-6ubanorpaduyeckoro anmnapara:

51 | BemeHHe apXxWBa BBHIMOJIIHEHHBIX COPAaBOK B JEKTPOHHBIA |  OJHA CIpaBKa 8.0
PEeXUM

52 OJ/IHa KapTo4uKa 6,0

BBOJI KapToTeK B 6a3y nanubix (bJ])

BrictaBouHas paboTa:

OJ{Ha BBICTaBKa
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Hopma
Ne Epunnna
HaumenoBanue npouecca, onepanud. Cocras paéorsl BpEMEHH,
n/n H3MepeHus
MHH.
1 2 3 4
53 | paspaboTka IUIaHA OPraHM3allMd M OSKCIIOHHPOBAHMS 2160,0
TEMATHYECKON BBICTABKH
54 | moAroTOBKAa  CONPOBOJAUTENBHOM  JOKYMEHTAlMK K 360,0
BBICTABKE, YTHKETaXY
55 | MOHTaX BBICTABKH 480,0
56 | neMOHTaXX BBICTABKHU 240,0
57 | cosmamue  adwumi, OOBABICHUH, NpOrpaMM  JUIS 60,0

IIPOBECICHUA BHICTABOK

IIpumeuanue: npu paboTe ¢ JOKyMEHTaMH Ha MHOCTPAHHBIX €BPONEHCKUX S3bIKaX U A3BIKAX

Hapoa0B PoccHH, KpoMe PyccKOTo, K HOpMam BPEMEHH TIPHMEHAETCS MOBBIIAROIHA Koo dUIIIEHT

1,15.
2.7. HoTHble U31aHUS U 3BYKO3alHCH
Tabmuna 29
Ne Enununa Hopma
HanmeHnoBaHue npomecca, onepanun. Cocrap paboTsl BpeMeHH,
n/o H3MepeHns
MHH.
1 2 3 4
dopmupoBanue 6ubIorpadUIECKOn 3aucH:
1 |Ha rpaMMOQOHHBIC IUIACTHHKK (TPaMIUIACTHHKH) Ha OJIUH JHCK 140,0
PYCCKOM si3bIKe (omucaTebHas KaTaJoru3amms)
2 |Ha TrpaMIUIaCTHHKM Ha HHOCTPAHHBLIX €BPOIECHCKHX OJIVIH JTUCK 180,0
A3BIKaX M A3BIKaX HapoAoB Poccuu, KpoMe pPyCCKOro
(onmcaTenpHas KaTaloru3aius)
3 |Ha ayauomMckax Ha pPYCCKOM s3bIKE (OIHCaTENbHAs OJINH JIACK 160,0
KaTaJIOTH3alus)
4 | pa ayamomMcKax Ha MHOCTPAHHBIX €BPOIEHCKHX s3bIKax OJTAH JTUCK
¥ s3bKax HapoaoB PoccuM, KpoMe€ PpYyCCKOTO s3bIKa 220,0
(ommcareNibHAs KaTAJIOTH3aIHsA)
5 |Ha ngmckax dopmara ayauodaiiioB (ommcarelbHas OJIWH JUCK 480,0
KaTaJoTH3aIus)
6 | Ha HOTHBIC M3/aHUS HA PYCCKOM S3BIKE (ONMMCcATeNbHasA | OJUH JOKYMEHT 132,0
KaTaJIOTru3alus)
7 | Ha HOTHBIE W3JaHHS Ha HWHOCTPAHHBIX EBPOIEHCKHX | OIMH JIOKyMEHT 140,0
a3BIKaX M A3bIKaX HapoJoB Poccuu, Kpome pyCcCKOro
(onmcaTenpHas KaTTOTH3AIH)
CnpaBouno-6uGnnorpadpuyueckoe  oOCIyXuBaHHE B
YUTAJILHOM 3aJ1¢
Brinonnenne yctHol 6ubauorpapu4ecKoi CripaBKu:
8 | mpueM 3ampoca Ha BBIIOJHEHHWE OHMOMHOrpaguyecKor OJIMH 3a1pocC 6,0
CIpaBKH
9 | TemaTuueckas ycTHas Oubnunorpadudeckas clpaBKa OJiHa CIIpaBKa 20,0
10 | ycTHas agpecHas 6ubmmorpaduyeckas cripaBKa OJIHA CIIPaBKa 12,0
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Hopma
Ne Eaununa
HauMeHoBaHHe nponecca, onepanun. Coctas paboTnl BpEMEHH,
n/n H3MepEeHHUs
MHH.
1 2 3 4
11 | yrounsrommast ycrHas 6ubnuorpadudeckas CpaBka OJIHA CIIpaBKa 22,0
12 | gakrorpaduyeckas yctHas Oubnuorpaduueckas CrpaBka 0JlHa cIIpaBKa 18,0
Koncynpranuu: O
KOHCYJIbTalUs
13 | 6ubmmorpaduyeckas 10,0
14 | opueHTHPYIOMIAS 3,0
15 | BCIOMOTATENILHO - TEXHUYECKAs 6,0
Brmmonnenune MTUChMEHHBIX 6ubmorpaduyecKux
CIIPaBOK:
16 | mpweM ¥ perucTpamus 3amnpoca B KHHIE ydeTa OJ/IHA CIIPaBKa 15,0
MHUCHMEHHEIX OnOMHorpagueckix CrpaBoK
17 | u3ydeHue 3ampoca, yCTaHOBJIEHUE HUIIH YTOYHCHHE OJTHA CTIpaBKa 900,0
9JIEMEHTOB OMOIHOrpaUUECKOr 3aIUCH
Benenne cnpaBouHO-0uOIHOrpadHuecKoro annapara.
18 | opopmiteHNE KAPTOUKH IS KAPTOTEK 0JlHa 16,0
KapTouKa
19 | co3manue 6ubmuorpaduueckoii 3anucu (b3) Ha crarbu Mo OJIHA 3aMKCh 8,0
My3BIKE M3 JOKYMEHTOB, HE COOTBETCTBYIOMIUX IIPOQHIIO
20 | BeZeHHE KapTOTEK oJHa 1,0
KapTOuKa
2.8. Pabora c¢ smreparypoil mo OuOIMOTEKOBeAeHMIO, OHOMMOrpadOBENCHAD U
KHHUTOBEJCHHIO
Tabmma 30
Ne Exunnna Hopwa
Haunmenosanue nponecca, onepamuu. Cocras paboTel BPEMCHH,
n/n H3Mepenus
MMHH.
1 2 3 4
O6paboTka HOBBIX IIOCTYIUIEHHH B IIPOrpaMMHOM
obecneuennu (110):
1 | npueM HOBBIX IOCTYIUICHHN OTE€YECTBEHHBIX TOKYMEHTOB OJInH 0,5
B JUCIIETUECPCKON IpOrpaMMe mepeiaduu JOKYMEHT
2 |OpWeM  HOBBIX  TIOCTYIUICHMH  Ha  MHOCTPaHHBIX OViH 1,0
€BPOIEHCKUX A3BIKAX H sA3bIKaX HaponoB Poccuu, Kpome JIOKYMEHT
PYCCKOTO
3 | obopmileHHEe KApTOUKH Ha JOKYMEHT Ha PYCCKOM S3BIKE oaHa 8,0
JUISL KaTaloros u kaprotek obnacreit (OBJI) KapTo4Ka
4 | opopmiicHHE KapTOUKM HAa JOKYMEHT HAa MHOCTPaHHBIX o/HA 10,0
eBpOIIEHCKUX S3bIKaX W A3bIKax Hapoaos Poccuu, kpome KapToyka
PYCCKOro, Jutsl KaTanoros U kaprorek ObJI
5 | AmamuTnyeckoe omucanue JIokyMmeHTos B [10 OJIHA CTaThsl 12,0
OO0cnyxuBanue TI0JIB30BATENICH; BUPTYyaJIbHAS
CrpaBOYHAasl CIy0a:
6 | mpuem GubNHOrpadUUECKOro 3ampoca YUTaTes OJIVH 3aI1pocC 3,0
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Hopma
Ne Enununa
HaunmenoBanue npouecca, onepanuu. Cocras paboThl BpEeMeHH,
n/n H3MepeHus
MHH.
1 2 3 4
7 | BUpTyaJibHAs TeMaTH4eCcKasl ClIpaBKa OJIHA CTIPaBKa 54,0
8 | BupTyasibHas agpecHas CIpaBKa OJIHA CIIPaBKa 18,0
9 | BupTyasbHas yTOUHSIOAS CIIpPaBKa OJIHA CTIpaBKa 26,0
10 | BupTyaspHas ¢aktorpapuieckas CrpaBKa OJIHA CIIpaBKa 20,0
11 | opopmiieHHe OTBETa HA 3AIPOC YUTATEIIS OJIHO IIHUCHMO 10,0
12 | mononHeHve apxWBa  BBIIOJHEHHBIX cIpaBok («basza OJIHA CIIPaBKa 10,0
3HAHUH )
13 | eXXeOHEBHBIA  CTAaTUCTHYECKUM  yd4eT  CIpaBOYHO- €XKEeTHEBHO 12,0
6ubmiorpaduyeckoro 00CIyKHBAHMs YMTATEIICH
2.9. O6paboTKa ONTHYESCKUX KOMIIAKT-IMCKOB B 00Pa30BaTEIbHBIX 3JICKTPOHHBIX Pecypcax
(O2P)
Tabnumna 31
Ne Enuanna Hopwa
Haumenonanue npoiecca, onepanuu. Cocras paborsl BpeMeH,
n/m H3MepeHus
MUH.
1 2 3 4
1 | nojydeHHUe ¥ JOCTaBKa ONTHYECKUX KOMIIAKT-IHCKOB OJIHA MapTUs 30,0
JIOKYMEHTOB
(100 muckoB)
2 | mpHeM HOBBIX MOCTYIUICHHH ONTHYECKHX KOMITAKT- 0JIHa TTapTHUs 60,0
JTUCKOB JIOKyMEHTOB
(100 nuckoB)
3 | cyMMapHbIif y4eT KOMIAKT-AUCKOB (IO YCTaHOBJIEHHOW OJIHA MMapTus 7,0
dbopme) JIOKYMEHTOB
4 | FHIVBUAYAIbHBINA YY€T KOMIIAKT-JUCKOB OJIHA 3aIIUCh 1,0
5 | TexHudeckas 06paboTka ONTUIECKUX KOMIIAKT-AHCKOB OJIUH JOKYMEHT 2,0
6 | mudposka qoxyMeHTOB B Moayie I10 OJIMH TOKYMEHT 1,0
2.10. Pabora c untarensmMu
Tabmuna 32
Ne Eaunnna Hopma
HaumenoBanue npouecca, onepanuu. Cocras padoTel BpeMeHH,
n/n H3MepeHust
MHH.
1 2 3 4
3aguchk INoNb30Barelis B OumOnmoTexy, pabora ¢
YHTATEJIEM B UATAIIBHOM 3aJIE:
1 | mogroroBka  paboumx  MecT  IOJNB30OBaTelled  H onuH [IK 2,0
00CITyXHUBAIOIIETO MEPCOHANA: MPOBEPKA TEXHHICCKOTO
COCTOSHMS  ceTeBoro  olecrmeueHwss W Iapka
BBIYMCIIMTENILHOM TeXHUKH; BKiFoueHue 11K
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n/n

HaunmenoBanue nponecca, onepanuu. Coctas padoTsl

Eannnna
H3MEepeHus

Hopma
BpPEMEHH,
MHH.

[y

2

3

4

IpHHATHE Mep Mo TuKBHaamuu cOoeB B padore 1K, B
paboTe ceTH, OTCYTCTBHS JOCTyma K 0a3ze JaHHBIX
MOJIb30BaTeNCH; HHPOPMUPOBAHME COOTBETCTBYIOIIMX
ciyx® o c0osx; NpoBepKa HEHUCIPAaBHON TEXHHUKH;
¢ukcanus cO0eB B TETpaad yueTa ¢ yKa3aHHEM XapaKTepa
HEHCIIPAaBHOCTH H BpEeMEHHM Havaina c0os; 11ocie
YCTpaHEeHHsl HEeMOJIaJIKH OTMETKA BPEMEHH €€ YCTpaHEHHS

oIuH cOoit

10,0

IPOCMOTP JIOKYMEHTOB quTaTeNns (macnopr,
yJIOCTOBEpEHHE, MOPYUYHTEIHCTBO), INPOBEPKA HATHUMS
YUETHO-PEruCTPaiiMOHHON KapTOYKU YHTATEIs

OJIMH YHUTaTCJIb

3,0

3aIoIHEHUE ¢dopmyspa YATATEN, Y4YETHO-
PETUCTPAMOHHOMN KAPTOUKH, YATATEIHCKOI0 OMleTa

OJIMH KOMILJICKT

5,0

O3HAKOMJICHHE YHTATeNsi C [paBUJIaMH IOJIb30BaHUS
6mbnoTeKoi, pacrnosoxkeHueMm (OHAA, CIPABOYHBIM
anmnaparoM

OJIMH YUTATCIIb

6,0

moa0op M paccTaHOBKa II0 HOMepaM OWJIeTOB, aln(aBUTY
bammuit yuTaTeieu YYETHO-PETUCTPALUOHHBIX
KapTOUeK

OJlHa KapTOodKa

2,0

OCYIIECTBJIICHHE KOHTPOJS 32 BO3MOXXHBIM HAJIMYHEM
JaHHBIX O 4YWTaTele KaK HapyluuTesne, (JIMIIEH I[pasa
[IOJIb30BAHMA); BeACHHWE (M pPETyJSpHbIA NPOCMOTP)
KapTOTEKU YUTATENCH-HApYIIUTEICH

OJIMH YHUTAaTC/Ib

0,5

Ilepeperucrpanust unTaTeseii:

mouck  ¢opmynspa  (PETHCTPAlMOHHOH  KapTOUKH)
YUTATENIs, BHECCHHE M3MEHEHUH B HUX U B UUTATEJIbCKUE
OwieTbl (YyTOYHEHHE AaHKETHBIX JIaHHBIX, HOBOIO
YUTATENBCKOTO HOMEpa, JaThl IepeperucTpaluu) c
BEJICHUEM KApTOTEKHM HAyYHBIX TEM M  TEKyIIHX
M3MEHEHHH (MoJTyueHue 3BaHui, myOauKanuu, 1apbl)

OJHa KapTo4Ka

2,0

3anuck (nepeperucTpaius) quTaTeNnen B
ABTOMAaTH3UPOBAHHOM pPEXHIMeE:

cheMKa (POTOKaMepo# JUTsS YUTATENbCKOro Ouiera

OJIUH IMTOCCTHUTCIIb

0,5

odopMIICHHE KOJla YATATEISI C KOHTPOJIBHBIM paspsijioM U
CPOKOM TI0JIb30BaHUS YATATEIHCKIUM OWIIETOM, HA OCHOBE
BBIIaHHOW HHGpOPMALIUT

OJIHH ITOCCTUTCIIb

0,4

11

BbIJIa4da Ha TIPUHTCP CBEJCHHUI O 3alMCABUIEMCS YATATEIIC
B BHJIE YUTATEILCKOTO OMIcTa

OJHH IIOCCTUTCIIb

0,4

12

Ha0op Ha KJIaBHAaType CBEJCHHI O umuTareine: ¢amuiud,
UMs, OTYECTBO, XapaKTEepH3YyIOIIMEe €ro IpU3HAKU
(obpazoBanue, CIEIHAILHOCTD), KOJ, HOMED
YUTATEeNLCKOro OmeTa; porocreMKa

OJAUH ITOCCTUTCIIb

2,0

13

OCYUIECTBIICHHE KOHTPOJSI 332 BO3MOXHBIM HAJIHYUEM
JIAHHBIX O uYHWTareje, 3amucaBHieMcs B OUOJIMOTEKY
(panee 3amucaH, JTUIIEH IpaBa MOJIb30BAHMS)

OJIHH IIOCCTHUTCIIb

2,0

14

opopmiieHre uyMTaTENhCKOIO OWJIETa C HOMEPOM H
CPOKOM ITOJIb30BaHHS YHTATCIHCKUM OMJIETOM Ha OCHOBE
BBIIaHHOW WHPOPMALTUT

oJvH OuieT

1,0
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HaunmenoBanue nponecca, onepauui. Coctas padoThl

Eagununa
H3MepeHns

Hopma
BpEMEHH,
MMH.

2

3

4

BbIJIa4a HA [PUHTEP CBEICHUH O 3alMCABHIEMCS YATATENE
IIPOBEICHUE PaIMO4acTOTHOM UACHTAQUKAIIUN
YWTATENLCKOTO  OWiera; TPOBEJCHHE  JECHEXKHOIO
B3aMMOpAacyeTa ¢ MOJIb30BATENIEM Uepe3 Kaccy

OJHH ITIOCECTUTCIIb

5,0

VYnaneHuas 3aluch:

OJJUH IMTOCCTUTCIIL

16

CBCpPKa JaHHBIX peFHCTpaHHOHHOﬁ KapTO4KH,
CKaHUPOBAHHBIX KOIIMA ¢ nacnopra u JpyruMu
JOKYMCHTAMH I10JIb30BATENSI U ITOATBCPKICHUAC 3a4BKH

2,0

17

odopmiieHre JOroBOpa-odepTbl Ha NPEJOCTABIICHHE
JIOCTYIIA K 3JIEKTPOHHBIM pecypcaM OHOINOTEKH

3,0

18

Habop Ha KiIaBHaType [MaHHBIX, JUI1 3allOJIHEHHA
JIOrOBOpPa, BHIBOJ JIOTOBOpa Ha IMPUHTEpP, MOJAMNKCH JIANA,
3aKJTIOYABIIETO IOTOBOP

19

oopMIIeHHE BXO/a-BbIX0/1a YMTATEIS U3 OHOIHOTEKH:
CKaHHPOBAHHE IIOCTOSIHHOTO YHTATENbCKOro OmIeTa,
BbI1a4a KOHTPOJIFHOTO JINCTKA

OJUH ITOCCTHTCIIb

2,0

Bremonnenne TtpeGoBaHUM  ITOJIB30BATENIEH, BbIAAYA
JOKYMEHTOB M3 CIEIHATH3HPOBaHHOIO oHIA:

20

HojydyeHne TpeOoBaHUS Ha JOKYMEHT M3 OCHOBHOTO
XpaHEHHs, [poBepKa IPAaBUIBHOCTH  3AIIOJIHCHHSA
TpeOOBaHMsl, pETUCTPaANUs

OJHO TpeOOoBaHHUE

1,0

21

pa3bop TpeOoBaHMH 1O sApycaM, pacChUIKa IIO
IIHEBMOIIOYTE

0JHO TpeboBaHHE

10,0

22

mojiyueHue TpeOoBaHHMS Ha JOKYMEHT; IIpOBEpPKa
TPAaBAJILHOCTH 3aMOJHEHUs TpeOOBaHMA; PETMCTpAIlvs,
jnopaborka TpeboBanus; mHoxObop Mo mmppam B
CHCIMATH3NPOBAHHOM (oHIe

0JTHO TpeOOBaHUE

10,0

23

OJrOTOBKA U 0popMIICHHE OTKA30B U IIEPCHAIIPABIICHHH;
OTIIpaBKa TpeboBaHM c OTKa3aMH 7§
MepeHaNpaBsIeMbIMUA TPEOOBAHUSIMHI

oJHO TpeboBaHue

5,0

24

HOMCK JOKyMeHTa B (hoHIE, OTMETKAa Ha TpeOOBaHHH,
KHHOKHOM (OpMYJIsIpe, TUCTIETYEPCKON CeTKE

OJHH JOKYMCHT

5,0

25

TPAHCIOPTHPOBKA / JOCTaBKAa H3JaHUS U3 ¢donma B
YUTAJIBHBIN 3aJ1

OOWH JJOKYMCHT

8,0

26

TPaHCIIOPTHPOBKa / JOCTaBKa wW3jaHus K3 GoHIa B
JYHATAIBHBIN 3271 (YAAJICHHOE XPaHHUIIMIIE)

45,0

27

YCTaHOBKA MECTa HaXOXKICHUS HEHAIEHHOI0 JOKyMEHTa
mo 0a3aM M OaHKaM JIAHHBIX, CIIPABOYHBIM KapTOTEKaM,
KaTajxoram

OJIAH JIOKYMEHT

5,0

28

BbIJaya JOKYMEHTA M3 CICHHAIH3UPOBAaHHOTO (oHIa
qUTATENIO; OTMETKAa Ha KHIKHOM (dopmynsape /
TpeOOBaHMHU; 3allUCh JOKYMEHTOB B YMTaTEIbCKYIO
KapTOuKM (BKJIaJHOH JIMCT); OTMETKa B KHHMIC 3aKa30B;
OTMETKAa O BBIAaYe B aABTOMATH3UPOBAHHOM CHCTEME
(Mi3MeHEeHHe cTaryca W3JaHus) IIyTeM CUYMTLIBAHUA
IITPUX-KOJ1a TOKyMEHTa

OJWH JOKYMCHT

1,5
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HauMeHoBanHe npouecca, onepamun. Cocras paboThl

Exununa
H3MEpeHus

Hopma
BpEMEHH,
MHH.

2

3

4

NpuéM JOKYMEHTa OT YMTATellsl; IOMCK KOHTPOJBHOIO
JUCTKa  TOJb30BaTEll, TpeOoBaHMIi; IIpoBepKa
COXPaHHOCTH JAOKYMEHTa; ITOralleHHe OTMETKH O BbIIa4e
Ha KOHTPOJBHOM JIMCTKE IIOJIb30BaTENs; IOrallcHUe
BBIIaYM B aBTOMATM3MPOBAHHOH cHcTeMe (U3MEHEHHE
craTyca W3JaHus) IyTeM CYMTBIBAHUS IITPHX-KOJa
JIOKyMEHTa

OJHUH JOKYMCHT

1,5

30

BBIAYa JOKYMEHTA U3 dKcnosuiuu Myses kuurm (MK)
COTPYIHHKY CEKTOpAa XpaHEHHs Ul BBIIAYM YHTATEIIO;
CHATHE BUTPHHBI C OXPaHbI 10 3BOHKY Ha IyJIbT OXPAHBI;
BCKPHITHE BUTPHHBI; BbIEMKAa KHHMIH M3 BHTPHHB,
3aKpHITHE BHTPHHBL, IIOCTAHOBKA BUTPHUHBI Ha OXpaHY;
¢ukcamus Beigaud B «KypHaie BbIauu» MaTepHaloB U3
skcro3nnre MK

OJIMH JIOKYMEHT

40,0

31

NpPHHATHE JOKYMEHTa OT 4YHTaTessd; IOMCK 3alucH B
«Xypuane BbauM»; IOrameHWe OTMETKH O BBLAAYE;
CHATHE BUTPHHBI C OXPaHbI 10 3BOHKY Ha IIYJIBT OXPaHBI;
BCKPHITHE BHTPHHBI; BO3BpPaT KHHUIH B BHUTPUHY
(MOHTaX); MOCTAHOBKA BUTPUHBI HA OXpaHy

OIHUH JOKYMCHT

30,0

32

npueM TpeboBanuit or umrarened B HayuHo-
HccenoBartenbckoM  otaene  pykomuced  (HHOP),
IOpoBepKa KauecTBa HX 3allOJIHEHHS; POCIHCH B KHHIE
perucrparyy TpeboBaHui

OJWH pa3 B ICHb

30,0

33

O3HAaKOMJICHME ¢ TpeOoBaHWEM, YTOYHCHHE MecTa
XpaHEHHs MO TOmorpaduyecKkoMy yKasarelllo; BbIEMKa
e[IMHUIl XpaHeHHs (€1.Xp.) U3 KapTOHA, pa3sMEIlCHHE B
KapTOHE KapTh-3aMEHUTENs; IPOBEPKA COOTBETCTBUSI
muppa H 3arojoBKa Ha OONOXKE M B TpeOOBaHWU;
IpoBepKa (PU3MYECKOr0 COCTOSIHHA €I.Xp.; opopmileHHe
JIKCTA UCIIOIB30BaHMs, 3AITQJIHCHAE KHUTH BhIIAYM

eAVHULIA
XpaHEeHHUs

3,0

34

HpOBEpKa JHCTaXa €A.Xp. IPU BhIAa4e, yCTAHOBJICHHE
HAJIMYHOIO JIACTaXKa C 3alHCBIO B 3aBEPUTEIILHOM JIUCTE
U Ha OOJOXKE, OTMETKAa B 3aBEPUTEIBHOM JIUCTC O
POBEPKE

OJIMH JIUCT

0,2

35

IIPOBCPKaA JIMCTAXXa HpH BbIAAYC C HepeO(l)OpMIICHI/IeM
3aBCPHTCIIBHOTO JIUCTA € YKa3aHHACM BCCX ocoOcHHOCTEHM
XpaHANMXCA B €1.XP. JOKYMCHTOB

OJIUH JIUCT

0,3

36

IpOBEpKA JIMCTaXa IIOCNE BO3BPAIlEHHMs ©I.Xp. U3
yutanpHoro 3ama (U3) wiu ot corpyanuxos; s OLl,
¢dorto, aBTOrpadoB, KOJUICKIMOHHBIX JOKYMEHTOB —
o0s3aTenpHa

OJIUH JIUCT

0,2

37

HyMepailis U IepeHyMepanus JIUCTOB IPH BbIIaue e11.Xp.
JUIi WCHOOJB30BaHWS C COCTaBJIEHMEM Pa3sBEPHYTOrO
3aBEPHTENIFHOTO  JIICTA  C  BBIHECEHMEM  BCEX
0COOEHHOCTEH JOKYMEHTOB

OJUH JIMCT

0,3
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Hopma
Ne Eapnnmna
HaumenoBanue npouecca, onepanuu. Coctas padboThl BPEeMCHH,
n/n H3MEpPEHHA
MMH.
1 2 3 4
38 | mudporka 06I0KEK €.Xp.; CBEPKA 3arojloBKa €4. Xp. ¢ CAMHULIA 2,2
omucelo; mpocrapienue Imramma HUOP wu  ero XPaHECHHUS
3aroJHEHHE
39 | opopmienne obGnoxek (0T  PYKH):  DPa3JIMHOBKA €UHHULIA 6,0
IOBEPXHOCTH  OOJOXKKH; HalMcaHHe Ha  OOJIOXKe XpaHEeHHs
HauMeHOBaHMA (OHMIA, 3arojioBKa €1.Xp., KpalHMX Jar,
KOJMYECTBA JIMCTOB M JOKYMEHTOB B COOTBETCTBUM C
OIHCHIO
40 | npueM ¥ TPAaHCIOPTHPOBKA eA.Xp. U3 U3 B XpaHunuuie u Diviiziziie 15,0
13 XpaHwiama B U3 XpaHeHUs
2.11. Brimaua KOMILTIEKTOB JOKYMEHTOB BO BPEMEHHOE IIOJIB30BAaHHC IOJPA3JICICHUSIM
O6ubIMoTEKU
Tabmuna 33
Ne Exuanna Hopma
HauMeHoBaHHe npouecca, onepanun. Coctas paboThl BpeMeHH,
n/n H3MepeHus
MHH.
1 2 3 4
1 | obopmieHue 3asBKH /akTa Ha KOMIUIEKT JOKYMEHTOB, | OJHA 3asBKa, aKT 30,0
repe/iaBaeMblid B CTPYKTYPHOE IIOApa3AeICHHE
2 | mogbop JOKYMEHTOB B KOMIUIEKTBI, PETHCTpalus | OJMH KOMIUIEKT 10,0
BBIJJAHHBIX JOKYMEHTOB B YYETHBIX (opMax
3 | BBIZaua KOMIUIEKTOB JIOKYMEHTOB; OTMETKA HA KHIDKHOM | OJMH KOMILJICKT 5,0
dopmysnspe (MHAMKATOpE) HaTbl BbIAAYH, JaHHBIX
NOJpa3AeieHus, IMOIYYaloero KOMIUIEKT, OTMETKa B
KHHI€ BBLIIA4YM JaThl BBIJAYH, JAHHBIX IIOAPa3[eNICHHs,
IIOJIYYAIOIIEro KOMIUIEKT; OTMETKA B AKTe niepe/laun
4 | momyd4eHHe KOMIUIEKTOB JOKYMEHTOB OT CTPYKTYPHBIX | OJHH KOMIUICKT 18,0
HOJpa3felicHuii;  MOMCK  KHIDKHOTO  (dopmyisapa
(MHOMKaTOpA); TIOTAIEHHE OTMETKH O BBIIAYE, BIIOKCHHE
€ro B JOKYMEHT;, MpOBepKa, (U3NYECKOTO COCTOSHHS,
fIepecyeT JIMCTOB, CBEpKa ¢ AKTOM II€peayut; MOTaleHne
OIMETKM O BBIaue B KHHUIE BbIJA4d; IHepeaaya
JIOKYMEHTOB Ha COPOCKY

2.12. O6cnyXuBaHKe TOJIB30BaTENel TOKYMEHTaMH B YUTAJILHOM 3ajl€, 3all€ ¢ TUOPHAHBIM
00CIIy)KHBAHKEM, 3aje JJIEKTPOHHBIX PecypcoB, 3ane «MHTepHET», 3aie CHenuHarTu3dpOBaHHOTO

otaena. [Ipuem 3aka30B no TenedoHy U3 ropoja

Tabnuna 34
Hopma
Ne Enunanna P
Haunmenopauue npouecca, onepamun. Cocras paborel BPEMEHH,
n/n H3MepeHus
MHH.
1 2 3 4

O6c¢yKiBaHUE MOJIE30BATEIIEH OHOMNOTEKH:
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Hanmenosanue nponecca, onepanun. CocraB paborsi

Eannuna
H3MEpEeHust

Hopma
BPEMEHH,
MHH.

2

3

4

IPOBE/ICHHE KOHCYJIbTAI[MH, Oecelbl ¢ YUTATENeEM IO
IpaBWiaM OOCIY)XHMBaHHS B UHTAIbHOM 3al€ |
NpPEeNOCTaBIIEMBIX  yciayraX, II0  HCIIOJb30BAHUIO
crpaBo4HO-OuGMorpaduueckoro amnmapata u (QOHJIOB,
3JEKTPOHHBIX PECYPCOB, MH(GOPMHPOBAHUE YHUTATENS O
HOBBIX TTOCTYTUICHUSX

OJJUH 4YHUTaTCJIb

3,6

KOHCyJbTanuu 1mo padore ¢ IIK B umrameHOM 3aje, 110
paboTe B HJICKTPOHHOU OHOIIHOTEKE

OJIUH YUTAaTCJIb

2,0

IIPHEM 3aKa30B MOJIb30BaTeel Ha U3JaHus U3 OCHOBHOTO
KHHTOXPAHMJINIIA; MPOBEPKa IPaBUIBHOCTH 3AIOJIHEHUS
TpeOOBaHMs; pETHCTpalUs

OJHH 3aKa3

1,0

IpHEM 3aKa30B Mo TeJIeOHY U3 ropoja

OJHWH 3aKa3

5,0

HOJIydeHHe JOKYMEHTa, 3aKa3aHHOIO YHMTaTeleM B
CIEHUATN3NPOBAHHOM (JoH/IE / YUTAILHOM 3ajle

OJWH JOKYMCHT

0,9

paccTaHOBKa M3JaHWH Ha OpOHEIOJKAX  YHTAIBHOTO
3aJla, TMOCTYNMHMBUIMX M3 KHUTOXPAaHWIMIIA IO 3aKa3aM
oan3oBaresci

OIHUH JOKYMCHT

0,4

1o I00p JOKYMEHTOB Ha OpOHENOJKe, 3aKa3aHHBIX U3
OCHOBHOTO KHHTOXPaHWJIHMING, Tiepefadya Ha Kadeapy
BbIJIaYH

OTUH JJOKYMCHT

0,47

noabop JOKYMEHTOB B MOACOOHOM (POHIE UMTANBLHOTO
3ajia; mepeada Ha Kadeapy BbLIAYH

OIIUH JOKYMCHT

2,0

noA00p OKyMEHTa B XPaHCHHH CIELHATH3MPOBAHHOIO
¢douaa; oTMeTka Ha TpeOGOBaHMHU; Iepefada NOKyMEHTa
Ha Kadepy BelAaul

OJHUH JOKYMCHT

10,0

10

o¢opMIIeHHE BEIIAHHOI'O JUCKA

OJHH JHCK

5,0

11

pErUCTpaIisi B KOMIIBIOTEPHOH HpOrpamme, IIpOCUET
JIUCTOB U (PU3UUECKOT0 COCTOSIHKS TOKYMEHTa

OJWH /IOKYMCHT

9,0

12

YCTaHOBKa MECTa HAXOXIACHHUA HEHaAHJIEHHOTO JAOKYMCHTa
IO CIIpaBOYHBIM KapTOTCKaM, KarajioraM, pPCrucTpamnmsi
OTKa30B

OJIMH JIOKYMEHT

22,0

13

noJ00p UMTATENBCKUX KapTO4eK JUli  BIIMCHIBAHUS
JOKYMEHTOB Ha TEKYIIU# J€Hb; NOANUCAHUE KAPTOUCK Y
3aB. oTenoM o gomnycke B otaeil HUOP

0JlHA KapTOYKa

10,0

14

BbIZa4a JOKYMEHTa YHTATENI0: CBEpPKa BBLIABAEMOIO
JOKyMEHTa C YHTATeJIbCKHIM TpeOOBAHMEM; IIPOBEPKA
Hanu4us CTpaHun / KaapoB MuKpodwmibMa, MuKpodum,
COIEpIKaHWe KOMIIAKT JUCKa; CUUTHIBAHWE IUTPUX-KOIA
(LIpH JIEKTPOHHOM 3aKa3e) B MOIyJIe «IUPKyIsanusa» JK;
OTMETKa KHUTOBBIJIaYM Ha KOHTPOJIBHOM JINCTKE

OJIHUH JOKYMCHT

1,8

15

IIpueM JOKyMCHTa OT 4YUTaTels: CBEpKa Cro ¢

TpeGoBaHMeM  (KOHTPONBHBIM  JIUCTKOM), IIPOBEpKa
COXPAHHOCTH JIOKYMEHTA, HAIMYMS CTpaHul / KaJpoB
MUKpOQUIBMa,  MHKpPOQMIL,  COACPKAHHE  JIUCKa,

CUMTLIBAHME INTPHX-Koja (IpU DJIEKTPOHHOM 3aKase),
BHECEHHE OTMETKHU O NPUEME HA KOHTPOJIBHOM JIMCTKE

OJWH JOKYMCHT

1,5
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Hopma
Ne Ennanna
HauMenoBauue npouecca, onepanun. Cocras paboTnl BpPEMeHH,
n/n H3MepeHHUs
MHH.
1 2 3 4
16 | mepemava / TpaHCHOPTHPOBKA / JOCTaBKa JOKYMEHTA, | OIMH TOKYMEHT 1,0
CIAHHOI'O 4YMTATEJIEM, B CHCHHATM3UPOBAHHBIN (OHZI;
OTMETKA O  B3amMopacuere  OOCIyXHBaHHI M
KHUTOXPaHEHUS
17 | BeIsICHEHHE II0 TOBOJY 3aKa3a WU IIPOJUICHHE CpoKa OJMH 3aI1poc 1,0
II0JIb30BaHMs JJOKYMEHTAMH IO TeJIeQOHY ‘
18 | BBIACHEHHE II0 TOBOJYy 3aKa3a U IIPOJIEHHE CpOKa OJIVH 3a1poc 2,0
II0JI30BAHMA IOKYMEHTaMH 110 JIEKTPOHHOM IIOYTe
19 | obecniedyeHne KOHTPONS 3a CPOKAMM  IIOJIB30BAHHS OJIUH 3aIIpoc 0,8
JIOKYMEHTaMH M3 OTAEJIa XPaHEHHUS
20 | mpojuleHHE CpoOKa IOJIb30BaHHA JOKYMEHTa: IIOHCK Ha OJIUH JICHb 30,0
KapTOUYKH; BHECEHHE OTMETKH O IPOJUICHHH CpOKa
HOJIB30BAHMST;, TPOJUICHHE TI0 TeneOHy
21 | mpoBepka 3aJOJKCHHOCTH YHTAIBHBIX 3QJI0B OTHEIY | OJUH JOKYMEHT 5,0
XpaHEHHUs; CBepKa NPEeABABICHHOH 3aJ0/DKEHHOCTH C
JIOKyMEHTaIlHel YUTaIbHOrO 3aJ1a
22 | paboTa ¢ OTKa3aMH; KOHTPOJb CPOKOB MOCTYILICHUS OJIVH OTKa3 0,8
OTKa30B; MpOBepKa OOOCHOBAaHHOCTH OTKAa30B; Y4YeT
OTKa30B
Beliaua KOImuy JOKYMEHTA U3 3JICKTPOHHOM OUOIIMOTEKH,
peaM30BaHHOM B CHCTEME 3alMINEHHOIO IIPOCMOTPA, 110
3anpocy NOJIb30BATEINS:
23 | opopmiienne 3aKa3a HA KOIMPOBAHHE OJIMH 3a11poC 2,0
24 | pacmeyaTka JOKYMEHTOB II0 3aIIpOcaM HOJIb30BaTENeH OJIMH JINCT 1,0
25 | oJIEKTpOHHOE  KONUpPOBaHHME:  IIOMCK  JOKYMCHTAa, OJIMH 3allpocC 10,0
COXpaHEHHOTO II0Jb30BaTeNieM; IIpoBepka (Gaina s
KOIMPOBAHMs, 3JIEKTPOHHOE KOIHMPOBAaHME; IIPOBEPKA,
BBIJaYya  HOCHTENS  IOJb30BATENIO; HO  3ampocy
[IOJIH30BATENIs — 3alUCh HA ONTHUYECKHI KOMIIAKT-JHCK
O6ubmoTeKn
2.13. BayTtpennss pabota
Tabnuna 35
Ne Eananna Hopma
Haumenosanue npouecca, onepanuu. Coctas padoTsl BpEeMeHH,
n/n H3MepeHHus
MHH.
1 2 3 4
[TonroroBka K BblJIaue JOKYMEHTOB:
1 | mpoBepka OpOHEMONOK € OTJIOXKEHHBIMH [JOKYMCHTAMH Ha OJTUH JICHb 10,0
(o HOMEepaM YK TATEILCKUX OUIIETOB, 10 CPOKaM)
2 | cOpocka IOKYMEHTOB (110 CpoKam) OJIMH JIOKYMEHT 0,2
3 | paccranoBka QopMymsipoB uurarenedl (IO cpokam, | OaMH GopMyJIsp 0,3
HOMEpaM, andasury, g pam); paccTaHOBKa
KOHTPOJIBHBIX JJMCTKOB NOJI30BATEICH 110 HOMEPAM
4 | momBeneHue MTOroB pabOThl 3a MNPOWIECAIIUH J€Hb, Ha OJIMH JICHb 12,0

BHCCCHHC 3alIMCH B JTHCBHUK / JIACTBI y4de€Ta
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Hopma
Ne Enununa
Haumenopanue npouecca, onepanun. Cocras paborsl BPEMEHH,
n/n H3MepPECHHUSA
MMH.
1 2 3 4
5 | mogbop MOKYMEHTOB IO IIpEIBAapPUTENBHBIM 3aKa3aM | OJMH JOKYMEHT 10,0
yHTaTes e U IJIaHaM YTEHUs
6 | mIpOoCMOTP HOBBIX IIOCTYIUIEHHH JUIA DPEKOMCHIALMH | OJUH JOKYMEHT 3,0
YUTATENSIM
7 | mpocmoTp (TipoBepKa MPaBWIIBHOCTH PACCTAHOBKM) KHWI | Ha OJMH JCHb 5,0
OTKpHITOro joctymna B U3
8 | nmpoepka Hanuyws onvcedl B unTaibHOM 3a1e HUOP Ha OJHY HEJENIO 60,0
9 | 3amoJIHEHHE JINCTOB 3aJ0JDKCHHOCTH Ha OJIH JICHb 5,0
10 | mpoBepka BBIJIAHHBIX A3JaHUA o JIACTaM | OJUH JOKYMEHT 1,0
3aJI0JDKEHHOCTH
Pabota c oTkazamu:
11 | ygyer m xiaccudukanus OTKa30B: OTMETKa Ha JIMCTKE OJIVH OTKa3 0,2
YUTATENILCKOTO TPeOOBaHMSI IPUUYMHBI OTKa3a
12 | npoBeneHHEe IOUCKA MOKYMEHTA, OTCYTCTBYIOIIErO IO | OJMH JOKYMEHT 40,0
HEYCTAaHOBJICHHON IPUYNHE
13 | paccraHOBKa YHMTATENI,CKUX TPeOOBaHHH B KapTOTEKe | OJHA KapTOuKa 0,3
«HEYIOBJIETBOPEHHBIN CITPOCH
14 | aHanMM3 OTKAa30B, COCTaBJIEHHE CBOAKH OTKa3oB (1O OJIHA CBOJKA 16,0
OpUYMHAM OTKa3a M MepaM HX JIMKBHIAUUH H
HPEXyNPEKACHUS) '
15 | cocraBnenne  OuOMUMOTpaguUecKoro  ONHCAaHHMA  HA | OJHA KapTO4uKa 2,4
JOKYMEHTBI, HMMeEIOIpe HauboJblIee YHCIO OTKa30B;
niepe/iavya KapTOYKH B OTAEN KOMIIIEKTOBAHHUS
16 | cocraBjeHHMEe KapTOTEKH OTKa30B, IIPOBEPKA M HMOMCK IIO | OJIHA KapTOUKa 54,0

¢doHay, oT™MeTKa B GopMyssipe B B KapTOTEKE OTKa30B 110
pe3ysbTaTam NpOBEPKH

2.14. O6cnyxuBande mo MexOubmmoTeuHoMy aboHemeHTY (MBA). Ob6cnyxuBanue MO
MeXIYHapoAHOMY MexOubinoTeunoMy abonementy (MMBA)

Tabnuna 36
Ne EauHuna Hopma
Hanmenosauue nponecca, onepanun. Cocras paborsl BpeMEHH,
n/n H3MEpeHHus
MHH.
1 2 3 4
ITpuem 3aka3oB:
perucTpaiys abOHEHTOB B aBTOMATH3HPOBAHHOW CHCTEME OZIMH 3aKa3 10,0
2 |mpueM 3aka30B 0T 3apyOeXHBIX aOOHEHTOB B OJIMH 3aKa3
AaBTOMATU3UPOBAHHOW CHCTEMe: pacledaTka OnaHKa- 5,0
3aKasa; mu@poBKa
o(opMIICHHE 3aKa30B 110 IUPKYIAUH OZINH 3aKa3 5,0
4 |nmomydyenue JOKYMEHTOB; o6paborka B| OJUH JOKYMEHT 50
ABTOMATH3UPOBAHHOM CHCTEME ’
5 |pabota ¢ oTKa3zaMH: HM3MEHEHME CTaryca B CHCTEME, OJIVH OTKa3
yKa3aHMe NPWYMHBI OTKa3a, H3BelleHue aboneHTa 00 3,0

OTKa3cC
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Hopma
Ne Epnnnna
HaumenoBanue npouecca, onepanuu. Coctas paboTsl BpeMeEHH,
n/n H3MepeHust
MHH.
1 2 3 4
Brigaua 10KyMEHTOB:
odopMIICHHE IOKYMEHTOB K BBLIa4e OMH OKyMCHT 5,0
oTHpaBKa: B3BellWBaHWe OaHIepoyiel; Hak/IeWBaHUE | OIUH OaHIEpPOJb
aIpeCHON DJTHUKETKM M INTPUX-KOAQ; IIPOCTABIICHHE 7,5
rneJaTer; yIaKkoBKa
8 |cocraBneHmne MEXIYHAPOIHOTO CIUCKa|  OJUH CIOUCOK 6.0
(5 sK3eMILISAPOB) ’
9 | odopmieHne TOKyMEHTOB JUIS TAMOXKHH OlMH NOKYMEHT 5,0
10 |cocraBieHdMe  COHCKa  Ha3BaHWM,  OTHPABILIEMBIX|  OJHUH CIIMCOK 10.0
JIOKYMEHTOB ’
11 |pabGoTa C 3aJ0JDKEHHOCTBIO: COOOIIEHHE abOHEHTY O| OJHO IHHCHEMO 5.0
3aJiepiKKe TOKyMEeHTa; paboTa ¢ JINCTAMHU 33J0JDKEHHOCTH ’
Ob6cayxuBanne unrtateneii no MBA (MexnyHapoaHslid
abOHEMEHT):
12 |mpuem 3aKka3oB: MPOCTaBJICHHE HOMepa OHOIHOTEKH, Kyaa OJIH 3aKa3 5.0
HaIlpaBIIAeTCs 3aKa3, HOMEP 3aKa3a; ledarh OnaHKa-3aKas3a ’
13 | oTnpaBka 3aKxa30B B MeKIyHapOAHbBIE OUOIHOTEKH OZIMH 3aKa3 7,0
14 | pa6ota c oTkazamu OJIMH 3aKa3 3,0
15 |monydeHwe JOKYMEHTOB s YHTaTeleld: OQOPMIIEHHE | OJMH JOKYMEHT
KapTOYKH, KOJMYECTBO TOJYYEHHBIX 3K3EMILLAIPOB; 15.0
HOPOCTABJICHHE JaThl BO3BpATa; 3allOJHEHUE IECKJIapaluy
JUTSL YATaTeNs
16 |Bo3Bpar mokymMeHTOB u3 UY3: mpoBepka BcCeX HYHKTOB| OJHH JOKYMEHT 50
JEKJIapaluu; nepeaada JOKyMEHTOB Ha OTIIPaBKy ’
17 |ormpaBka: B3BemMBaHME OaHjepoiiel; HaKJICHBaHHE | OAMH OaHIEPOIL
anpecHOM OSTHUKETKH ¥ IITPUX-KOJAA; IIPOCTaBICHHUE 7,5
TieYaTel; ynakoBKa
O6c¢nyxuBanue yntareneii onbnuorexu no MbA:
18 | monyuyeHue 3axa3a W3 YATAJILHOIO 3aj1a OJIMH 3aKa3 3,0
19 | 3anosnHeHHe OyiaHka-3aKasa; [IPOCTABJICHUE OJIUH OJIaHK 2,0
PErUCTPAIIOHHOTO HOMEPA, AAThl
20 | yrouHeHHEe  yKa3aHHBIX  YHUTAaTeNeM CBEJACHHH O | OJWH JIOKyMEHT 3,0
3aKa3aHHOM JIOKYMEHTE, LM 3alpoca, MCTOYHHKA,
OTKYJIa OJTyYEHBI CBEJCHUS
21 | 6ubnuorpadguveckas aopabOTKa 3aKas3a; YTOYHEHUE OJIMH 3aKa3 20,0
OubmuorpadMIeckux CBEICHUHM; Y4Y€T INOJIYyYEHHBIX H
0TpaboTaHHBIX TPEOOBAHUN
22 | mpoBepKa HaJIM4Ms 3alpallliBaeMOro JOKYMEHTa B | OJHH JOKYMEHT 8,0
OubIHOTEKaX ropojaa, 06yacTv, peruoHa, CTPaHbl, MUPA,
B TOM YHCJIC TI0 CBOJHBIM KaTaJoram
23 |3aka3 M3JaHMs IO DJICKTPOHHOW TMOYTe, 3aAIOJHACTCS | OIMH JOKYMEHT 7,0
3JIEKTPOHHBIN OJJAHK MJIM B BU/I€ MPOU3BOJILHOTO TUChbMa
24 | 3amMch cBeneHudl o HanpaBieHMH 3akaza 1o MDA OJIMH 3aKa3 3.0

(HauMeHOBaHuE OMOIMOTEKH,
cropoHe OJlaHKa-3aKa3a

Jata) Ha OOOpPOTHOM
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HauMeHoBaHHe mponecca, onepanun. Coctas paboTnl

Eannuna
H3MEpeHUs

Hopma
BpeMeEHH,
MMHH.

2

3

4

noMelenre OnaHka-3akaza B «KaproTeKy 3ampocoB
yuratened mo MBA» 3a pasmenuteneM «3anpockl II0
MBA, HanpaBjeHHBIE B JpyTHe OUOIHOTEKH Y

oauH OJIaHK

1,0

26

MOJIyueHHe JOKYMEHTa OT YMTaTejIs B YUTAIHHOM 3aie;
CBEpKa JIOKyMEHTa ¢ OJaHKOM 3akasa, TIpOBepKa
COXPaHHOCTH JJOKYMEHTa, BHECEHME OTMETKH O Ieperade
B COOTBETCTBYIONIMH OTIEN B KHHIE€ PETHCTPAIAN;
NONydeHHe JOKyMeHTa, mpuciaHHoro 1o MBA;
pacneyaTka OGaHaepoy, IIPOBEpPKa COCTOSIHUSA
JOKYMEHTa, OTMETKa JaThl IIOJyYyeHHs M Ha3BaHUA
OMOJIMOTEKH, BBICJIABIIEH JOKYMEHT, HHBEHTAPHOTO
HOMEpPa, CpOKa IIOJb30BaHMS; IIEPECTAaHOBKA OJlaHKa-
3aKaza W3 pasjena KaproTeku «3ampochkl mo MbA,
HalpaBJieHHbIC B Jpyrue OHONMMOTEKM» B  pasfen
«[lonyuennsie no MBA usnanus»

OIUH JJOKYMCHT

5,0

27

BEIZaua TIOJIYYEHHBIX 10 MDA #3 YMTaJBHOrO 3aia;
CBEpKa BBIIABaeMOT0 JOKYMEHTa ¢ OJIaHKOM-3aKa3oM;
[IPOBEpPKAa HAJIMUMs CTPAHUL W COCTOSHHS TOKYMCHTA;
OTMETKA BBIIAYH

OJIUH JIOKYMEHT

1,0

28

nepenaya W3JaHus [0ocIe BO3BpaTa M3 YMTAIBHOTO 3aia
Ha MuKpoduIbMupoBanre (M/d)

OOHO U3TaHUC

5,0

29

BO3BpPAaT  M3[aHHMs  IOCJIE  MHKPOQHIBMHUPOBAHHS,
npocTaBieHne muopa M/§

OJHO H3JJaHHUC

5,0

30

HOJrOTOBKA K OTIPaBKe JIOKYMEHTOB B OHOIHOTEKY-
dboHmomepKaTeNb 3aKa3HOH OaHAEpONbIO;  YIIAKOBKA
OaHIEepoNIy, B3BEIIUBAHNE ee, HAKICHBAHHE MApKH (eCiIH
HET I[EHTPAIM30BaHHOM OIIJIATHI IEPECBUIKH); HAITMCAHHUE
ajipeca, COCTaBJIEHUE OIUCH

OJIMH 3aKa3

12,0

31

paboTa ¢ OTKazaMi — IPU NONTYyYEHHH OT OHOIUOTEKH-
doumoaepKaTeNs U3BEIIEHHS 00 OTKa3e WM 3aICPIKKE
BBIIOJIHEHHS 3alpoca: YCTAaHOBKa OJylaHKa 3aKasa C
yKazaHWeM IpUYMHBl M JaThl OTKasa B KapTOTEKy
«Otkaszpl 1o MBA»

OJIMH 3aKa3

6,0

32

COO6HI€HI/IC B OTICI O6CJIY)KI/IBaHI/Iﬂ O ITOJIYYCHHUH OTKasa |

(mara, npuunHa)

OJJUH OTKa3

2,0

O6cnyxuBanne aboHEHTOB 110 MBA:

33

NOJIyYeHHe 3aKa3a: aDOHEHT 0OpaTHIICA B TEKYIIEM roay
BIEPBBIE: NPOCTaBICHHE B KapTOUKe roja oOpamieHus,
JIaThI

OJHH OTKa3

0,5

34

opopmiienrie aboHeHTa (OpraHu3alus paHee HE
abOHHUPOBAJIACH): perucTparnus aboHeHTa B
ABTOMATH3UPOBAHHOM CHCTEME; 3aKIIOUEHHE JOTOBODA;
COTJIaCOBAHHUE C IOPHUIMUECKHM OTAEIOM

OJIMH a0OHEHT

12,0

35

PacCTaHOBKA PErHCTPANMOHHBIX KapTO4ICK B KapTOTCKC

0J{HA KapTOUKa

8,0

36

JOCTaBKa TpeOOBaHMii B CIICIHAIM3UPOBAHHBIE (POHIBI

oIHO TpebOoBaHME

10,0

37

JOCTaBKa M BO3BPAT JOKYMEHTOB B CHEIIMATU3UPOBAHHbIC
b oB Bl

OJIVH JIOKyMEHT

10,0
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Hopma
Ne Eanauna
HanmeHnoBaHue npouecca, onepanun. Coctap padoThl BpeMEHH,
n/n H3MepeHns
MHH.
1 2 3 4
38 | mudpoBKa 3aka30B aOOHEHTOB, IOJ00P OJaHKOB-3aKa30B OJIVH 3aKa3 4,0
no andaBuTy, TPOBEpKAa HAJIW4YUs TOKYMCHTa IIO
KaTaJIory
39 | ornpaBka NOKyMeHTa abOHEHTaM: YIakoBKa OaHIepoOJIH, OJIMH 3aKa3 12,0
B3BEIIMBaHMWE, HAKJIeMBaHUE MapKu, HallUCaHWE ajpeca;
COCTaBJICHHUE OIMCH, TPAHCHOPTHPOBKA B TIPYIIY
OTIPaBKH
40 | 6ubsuorpadudeckas nopaboTka HEBBITTOJIHCHHBIX OJIMH 3aKa3 20,0
3aKa30B; yTo4YHeHHe OHOIMOrpaduyecKux CBEACHHH 1O
CIpPaBOYHBIM  H3JAHHAM;  y4€T  IOJNYYEHHBIX U
0TpabOoTaHHBIX 3aKa30B
2.15. Pabota ¢ mocToAHHO# 3kcno3uIuel Myses KHATH
Ta6muna 37
Ne Ennanna Hopma
HanmeHoBanue npouecca, onepanun. Cocras pabdoTsl BpEMCHH,
n/n H3MepeHus
MHH.
1 2 3 4
1 | peskcro3unust (KOPPEKTHPOBKA pPa3[e/iOB TEMAaTUKO- | OJHH JKCIOHAT 96,0
9KCIIO3HLMOHHOIO IIJIaHA, BHISIBICHHE MaTEPUAIOB Ui
SKCIIOHHPOBaHHS, T0J100D)
2 | 3aMeHa OTHENBHBIX SKCIIOHATOB II0 YCIOBHMAM XpPaHCHHUS OJIMH 3KCIIOHAT 80,0
(BBLAIBJICHHE, OTOOD)
3 | MOHTaX, JICMOHTAX OJIMH PKCHOHAT 24,0
4 | aHHOTHPOBAaHUE HOBBIX SKCIIOHATOB OJIVH SKCIIOHAT 12,0
5 | penaktupoBande U 3aMeHa (medarb, oQopmIiEHUHE) OJIMH DKCIIOHAT 18,0

aHHOTAIlMA 1 SKCINIMKAIMM B OKCIIO3UIIAHU

[Ipumeyanue: pabOTHI OMUCHIBAIOT KOMILIEKTOBAHHE,

MatepuanioB Myses KHHIH.

2.16. CnpaBounas 1 uHpopMaLoHHas paboTa

y4eT, COXPaHHOCTh HEKHHKHBIX

Tabnuua 38
Hopma
Ne Ennanna P
HaunmenoBaHue nponecca, onepanun. Cocras paboTsl BpeMeHH,
n/n H3MepeHus
MHH.
1 2 3 4
Y4eT NOCTYNHUBINKMX BTOPHYHBIX JJOKYMEHTOB (KapTO4eK):
1 | BBIBJECHHME HEBBIIOJHEHHBIX 3aKa3oB; COCTABJICHHE | Ha OJ[HY HEIEIO 840,0
3asBKY Ha HEBBIIOJHEHHBIE 3aKa3bl
Opranuzanus CIIPaBOYHO-OMOTHOTPadHIECKOTO
anmapara (CbA):
2 | cocraBieHue 6ubMOrpadUECKON 3alUCH OJIWH JIOKYMEHT 2,3

[Tpocmotp u otOop Kaprouek B CBA B mensx uU3bsTHA
YUIH TIEpEMeIIeHust (BTOPUYHBIA 0TOOD):




Hopma

Ne Eananna
HaumenoBanue nponecca, onepanun. CocraB padoTsl BpEeMeHH,
n/n H3MCpCHHUSA
MHH.
1 2 3 4
3 | u3BATHE M3 KATAJIOrOB M KAapTOTEK KapTo4eK Ha | OJHO Ha3BaHHE 1,0
JIOKyMEHTHl, cOUCaHHble U3  (OHIA;  IIPOCMOTP
KpaeBeIUECKHX, oubmuorpaduieckux u
dbaxTorpadUIecKuX KapTOTEK; H3BATHE U3 HHUX KapTOUYeK
Ha JOKYMEHTBl, HOTEpsBIINE ILEHHOCTH, IEPEBEICHUE
KapTOYKH B apXWBHBIE KapTOTeKH (YHHUTOXCHHE),
BHECEHUE OTMETKH B XXypHaJle y4eTa U PerHCTPAllHOHHOM
KapTOTEKe; U3BATHE M3 KaTaIOrOB W KapTOTEK KapTOUEK
Ha JOKYMEHTBI, CHMCAHHEIE U3 (OHJIa
Opranuzanus KapTOTEKH TEPCOHANMHA H TEMATHYECKOM
KapTOTEKH:
4 | ompeneneHne U COCTAaB/ICHHUE MEPEYHS JIMI, CBEJCHHUS O | OJIHA KApTOTEKa 15,0
KOTOPBIX  OTpaXkaloTcsl B KapTOTEKe, MPOCMOTP
MHGOPMAIMOHHBIX HW3JAaHHUH, NEPBUYHBIX JTOKYMEHTOB,
0oTOOp JOKYMEHTOB JUIS BKJIIOUYCHHS B KapTOTEKY;
COCTaBIICHUE aHAJIUTUYECKOTO AHHOTHPOBAHHOTO
6ubmorpahpuvecKoro OnMCaHus JOKYMEHTa
5 | mpocraBieHHe KBAIM(PUKALMOHHBIX HWHACKCOB, MOAOOp | OJiHA KapTOTEKa 4,0
KapTodek Mo HHAekcaM (andaBuTy) ¥ paccTaHOBKa
KAapTOYKH B MH()OPMAIIMOHHBIH MAaCCHB
6 | TexHHMYECKas U cojiepKaTeNbHas 00paboTKa JIOKYMEHTOB | OJHH JJOKYMEHT 3,0
JUISL BKJIFOYEHHS B KapTOTEKY; PacCTaHOBKA KAPTOUKH IO
a1(paBUTy (HaMIIHI aBTOPOB H IO BHJIAM JJOKYMEHTOB
7 | TEXHMYECKOE pENaKTUPOBAaHME KapTOTEK: TIPOBEpKa | OJiHA KapTOYKa 2,0
COOTBETCTBHSL CTPYKTYPBI, COIEPXaHHUSI H OQPOpPMIICHUSI
KapTOYeK B COOTBETCTBHH ¢ TpeOOBaHUSIMH JaHHOU
KApTOTEKH; 3aMEHA BETXUX KapTOUYeK U pa3enuTeneit
2.17. DxckypcruoHHas 1eATeNbHOCTh
Tabnuna 39
Ne Ennnuna Hopuma
HaumeHnoBaHue npoiecca, onepanuna. CoctaB padoThl BpeMEHH,
n/n u3iMepeHnust
MMH,
1 2 3 4
DKCKYpCHS MO IKCIO3UINH My3€es] KHUTH:
1 | o630pHas 3KcKypcus OJIHA DKCKypcHUs 60,0
2 | aKCKypcHs ¢ 1o00POM M TOKA30M KHHT OJIHA DKCKYPCHSI 300,0
2.18. TIpoekT «AHTHILIATHAT»
Tabmuna 40
Ne Ennnuna Hopma
HaunmeHnoBanme npounecca, onepanun. CoctaB padoTsl BpeMEHH,
n/n H3MepeHus
MHH,
1 2 3 4

OdopmileHe U y4eT JOKYMEHTOB JUIsSl OKa3aHHsl YCIIYT:
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HaumeHnoBaHue nponecca, onepanun. Cocras pa6orsl

Engnnnna
H3MepeHus

Hopma
BpeMeEHH,
MMHH.

2

3

4

MOJIYYCHHE W TPOBEpKa JOTOBOPOB, 3aKIIOYEHHBIX C
Gu3MYECKMMH JIUIIAMH, YHTATeNsIMH OMOJIMOTEKH, IIO
OKa3aHHIO YCIyT, CBS3aHHBIX C HCHOJIB30BAHHUEM
JIIEKTPOHHBIX pecypcoB (OP) u 31ekTpoHHBIX OHOIHOTEK
(3b)

OJYH JOKYMCHT

60,0

BBITPY3Ka peecTpa U3 aBTOMATU3MPOBAHHOH CHCTEMBI MO
chOpMHpPOBaHHBIM  JIOTOBOpPAaM,  3aK/IIOYEHHBIM  C
(U3HYECKUMH JIMIIAMH, YHTATeNIsIMH OHOJIMOTEKH, MO
OKa3aHHWIO YCIYT, CBA3aHHBIX ¢ ncnosib3oBanueM OP u Ob

OJIUH peecTp

15,0

CBEpKa JaHHBIX IO  IIOCTYIIHBUIMM  JOTOBOpaM,
3aKJTIOYCHHBIM C (U3MYECKUMHU JIMIAMH, YHTATEISIMH
OHONMOTEKH, IO OKa3aHWI0 YCIYr, CBS3aHHBIX C
ucrons3oBanreM JP u 3b, ¢ peecTpoM, BBIIPY>KEHHBIM
W3 aBTOMATH3UPOBAHHOM CHCTEMBI

OJiHa CBCpKa

40,0

IpHEM 3asBKH OT IOPUMYECKOTO JIMLA Ha 3aKIIOYECHHE
JIOrOBOpa 1O  OKa3aHWIO  YCIYr, CBA3aHHBIX C
ucronszosanueM OP u Db

OAWH JOKYMCHT

15,0

IMOJIOTOBKA TEKCTa JOTOBOpa IO OKa3aHWIO YCIYT,
CBA3aHHBIX ¢ UCIIONb30BaHueM DP u Ob

OJUH JOKYMEHT

15,0

COTJIACOBAHKE J0TOBOPA IO OKA3aHUIO YCIIYT, CBSA3aHHBIX
¢ ucnoys3oBagueM OP u Ob

OIWH JOKYMCHT

300,0

PETHCTPAIKs IOTOBOPA TI0 OKA3aHUIO YCIIYT, CBS3aHHBIX C
ucnojbp3oBanueM OP u Db

OJHUH JOKYMCHT

60,0

3anojHeHHe TpeOoBaHus Ha OQopMIleHHE (MHAHCOBOTO
JOKyMEHTa K JOTOBOPY 10 OKa3aHHIO YCIIYT, CBSI3aHHBIX C
ucnoyb3opanueM JP u Ob

OJHUH JOKYMCHT

30,0

npoBepka OGOpMIICHHOTO (HHAHCOBOTO JOKYMEHTa K
JIOTOBOPY Ha  OKa3aHWe  YCIYI, CBS3aHHBIX C
ucnosb3osanuem DP u Ob

OJIUH JOKYMEHT

15,0

10

ITOJINMHCAHUE JJOKYMEHTA M0 OKa3aHMIO YCIIYT, CBA3AHHbIX
¢ ucroyp3oBanueM DOP u Db

OJIUH TOKYMEHT

960,0

11

BHECEHHC B pEECTpbl ydeTa MEpPBUYHBIX IaHHBIX O
JOTOBOpE 1O  OKa3aHUIO  YCIYI, CBA3aHHBIX C
UcnoJjibzoBanueM OP u Ob

OJIUH JOKYMEHT

30,0

12

CKaHUpOBaHHE O(OPMIIEHHOI'O IOKYMEHTA Ha OKa3aHHE
yCIIyT, CBSA3aHHBIX ¢ HCnob3oBaHueM JP u Ob

OaH JOKYMCHT

30,0

13

OTIIPaBKa TO 3JIEKTPOHHOHM NOYTe IOPUINUECKOMY JIUILY
CKaHHPOBAHHON KOIHMH JIOKYMEHTAa Ha OKa3aHWE YCIyT,
CBA3aHHBIX ¢ UCIob3osanueM OP u Ob

OJIHO COO0IIeHNE

40,0

14

IIOATOTOBKA TEKCTA JOKYMEHTA O BHECCHUH M3MEHEHHH B
3aKJIFOYEHHBIN JIOTOBOP HA OKa3aHHE yCIIYT, CBSI3aHHBIX C
ucroiszosanreM OP u Ob

OJYH JOKYMCHT

60,0

15

IIOI'0OTOBKA TEKCTA IIEHOBOTO IIPE/UIOKEHUS Ha OKa3aHue
yCJIyT, CBSI3aHHBIX ¢ Mcmob3opanueM OP u Ob

OJUH JJOKYMCHT

60,0

16

[IOArOTOBKA TEKCTA aKTa K JIOTOBOpY 00 OKa3aHUU YCIYT,
CBI3aHHBIX ¢ UCIoNb30BanueM OP u Ob

OJTHH JIOKYMEHT

60,0




HanmenoBanue npouecca, onepanuu. Cocras paboThl

Eannnna
H3MEpeHHUs

Hopma
BpEMEHH,
MMH.

2

3

4

MIpOBEpKa JaHHBIX Ha OpHUIHATBHOM cairte
TOCY/apCTBEHHBIX 3aKyMOK O IIPOBEJIEHHH TOProBOA
3aKyIIKA Ha  OKa3aHHE  yCJIyr, CBA3aHHBIX C
ucnoiab3osanneM OP u Ob

OJIHa 3aKyIKa

20,0

18

COXpaHEHHE [OKYMEHTAllMd ¢ OQHIMAIBHOIO cauTa
roCyJapCTBEHHBIX 3aKYIOK II0 OOBABICHHOH TOProBOWM
3aKyllke Ha  OKa3aHHE  yCIyI, CBA3aHHBIX C
ucnonapzoBanueM OP u Db

onuH Qaiin

15,0

19

IpOBEpPKa JTOKYMEHTAIlMX TOPTOBOM 3aKyIIKH HA OKa3aHUe
YCIIYT, CBS3aHHBIX ¢ Heroab3oBanueM OP u Ob

OJIUH JIOKYMEHT

40,0

20

[OJTOTOBKA 3asBKU I y4acTHsi B OOBSBICHHOM
TOProBOM 3aKyIKe Ha OoUIHATEHOM caiite
rOCYJIapCTBEHHBIX ~ 3aKyIOK II0  OKa3aHHIO  YCHyT,
CBA3aHHBIX C HcIIoIb30BanKeM OP u Db

O/[Ha 3asi1BKa

150,0

21

BU3UPOBAHHE 3as(BKH B COOTBETCTBHM C PETIAMEHTOM
OuOIHOTEKU

OJIVH JJOKYMEHT

360,0

22

IOJTOTOBKA TEKCTa JOroBopa [uid OQOPMIEHHUS II0
OKOHYaHMIO TOProBOM 3aKyNmKH Ha O(QHIHUAIBHOM CaWTe
FOCYJIapCTBEHHBIX  3aKyIIOK II0  OKa3aHWIo  yCoyT,
CBA3aHHLIX ¢ Ucnonb3oBanueM DP u Ob

OIWH JOKYMCHT

70,0

23

pasMellleHHe  3asBKM  Ha  OQHIMAIbHOM  caiire

TOCYIapCTBEHHBIX 3aKYIIOK

OJIHA 3asi1BKa

40,0

24

y4acTHE B TOPTOBOM 3aKylKe Ha OQHIHAILHOM CaiTe
rOCYJapCTBEHHBIX 3aKYIOK 110 PErIaMEHTY JJIEKTPOHHOIM
IJIOIIAKH

OJHa 3aKyIIKa

120,0

25

IIOATOTOBKA TEKCTOB JOKYMEHTOB B COOTBETCTBHUU C
TpeGOBaHUSIMKM  perjlaMeHTa IIPOBEJEHUA  TOProOBOH
3aKylIKM 0O  OKa3aHUIO  yCJIyr, CBA3aHHBIX C
ucnoiip3osanreM OP u Ob

OJTUH TOKYMEHT

360,0

26

(bopMHEpOBaHKE IIATE)KHOTO JIOKyMEHTa B
OyxraaTepckoii  mporpamMe 1o  TpeOOBaHHMIO — Ha
opopmiieHrHe (PUHAHCOBOrO TOKYMEHTa K JIOrOBOPY MO
OKa3aHHIO YCIIYT, CBSI3aHHBIX ¢ Henosb3oBaHueM OP u Ob

OOWH JOKYMCHT

30,0

27

BBIBOJI Ha IIeYaTh M3 OYXIaJITepCKOM = IpOrpamMMbl
cOpPMHUPOBAHHOTO ILIATEKHOIO JOKYMEHTA

OJIMH JIOKyMEHT

7,0

28

nepeqada  TakeTa  IUIATEXHBIX  JOKYMEHTOB  Ha
TIOANUCAHUE B OyXTaJITEPHIO

OJIH ITaKET

30,0

29

GopMHpOBaHME €XCIHEBHOr0 oTdeTa O pabore Mo
OpOEKTY ¥  BHIIOJHEHMH YCIOYyI, CBS3aHHBIX C
ucnons3oBanueM DOP u Ob

OJIUH JOKYMCHT

60,0

30

KOHTPOJIb CPOKOB BBIIOJHEHUS YCIYI, CBA3aHHBIX C

ucnonas3osanueM OP u Ob

OJHUH JOKYMCHT

30,0

31

KOHTPOJIb HCIOJHEHWS (UHAHCOBBIX 00A3aTENLCTB IO
JOroBOpy Ha  OKa3aHHe YCIyI, CBS3aHHBIX C
ucrons3oBanueM DOP u Ob

OJIMH JIOKyMEHT

30,0
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HaumenoBanue npounecca, onepanuu. Coctas padoTsl

Eappuna
H3IMepeHus

Hopma
BpEMeHH,
MMH.

2

3

4

CBEpKa HCIOJHEHMS 00s3aTeNbCTB [0 3aKJIIOYEHHBIM
JIOTOBOpaM Ha  OKa3aHHE yCIOyr, CBsI3aHHBIX C
ncnoiab3zosanneMm DP u Db

OJHUH JOKYMCHT

60,0

33

KOPPEKTHpPOBKA JIaHHBIX B  peecTpax ydera 00
HCIIOJIHEHUH YCJIOBHM JAOTrOBOpa MO OKa3aHUIO YCIYT,
CBSI3aHHBIX ¢ UcHoabp30BanueM OP u Ob

OJWH JOKYMCHT

40,0

34

HaIpaBJieHUE OPUJIUYECKOMY JIHIly COOOIIEHHSA IIO
DIIEKTPOHHOU MOYTe 00 MCIOJHEHHH YCIOBUH JOTrOBOpa
MO0 OKA3aHUIO YCIYT, CBSI3aHHBIX C MCIIOJIb30BaHHEM OP 1
9b

OJIHO cOOOIIeHHE

30,0

35

dbopMupoBaHME TakeTa JOKYMEHTOB [UIS HallpaBJICHHSA
IOPUINYECKOMY JIUIYy MOYTOBBIM OTIPABICHHEM

O/IUH IMaKCT

40,0

36

Bbllaya OpHUTIMHAJIOB 3aKJIOYCHHUH M  KOMIUIEKTOB
JOKYMEHTOB 3aKa34iKaM Ha PYKI

OJIMH JOKYMEHT

60,0

37

MOATOTOBKA KOMILIEKTa JOKYMEHTOB IO JOTOBOpaM C
MOJTHOCTHIO BBITIOJTHEHHBIMH 00s3aTe€NbCTBAMY OKA3aHUs
YCIIYT, CBSA3aHHBIX ¢ HcHojb3oBaHueM OP um Db, g
nepeiadun B OyXTraJlTepHIO

OJWH KOMIIJICKT

60,0

38

COCTaBIICHME  peecTpa  KOMIUIEKTOB  JOKYMEHTOB,
XpaHSAIMUXCS B apxvuBe M / HIM IepelaBacMbIX B
OyXraJITepuio

OJIMH PeecTp

60,0

39

cocTaBiieHHE ©  OodopMIICHHE
OPHTHHAIOB IOKYMEHTOB

apXMBHOW  IalnKu

OJlHa TIaIlKa

30,0

40

CO3J[aHHUE apPXWUBHOM INEKTPOHHON KONMHMH JOKYMEHTOB C
HOJIHOCTBIO BBITIOJHEHHBIMU 0053aTeNbCTBAMU OKA3aHHUS
yCIIyr, CBS3aHHBIX C wucnonp3oBaHueM OP u Ob,
Nepe1aBaeMbIX B OyXTaJTepUIO

OOWH JOKYMCHT

40,0

1

nepegada JIOKYMEHTOB B OyXTraaTepuio II0 PpeecTpy
KOMILICKTOB JTOKYMEHTOB

OJIIMH PEecTp

40,0

42

dbopMupoBaHHE OTYETOB O pe3yiapTaraX padOTHl IO
HPOEKTY OKa3aHHUs YCIyT, CBI3aHHBIX C MCHOJIb30BAHUEM
OP u5b

OJWH JOKYMCHT

1200,0

HudopMmaiionHas HOAJEpKKa  IOJIb30BaTesiell 1o
OKa3aHWIO YCIYT, CBS3aHHBIX C HUCIONB30BaHHEM OP n
9b:

43

TeneOHHbIE KOHCYJIBTAllMK 110
CBA3aHHBLIX C HcImonap3oBaHueM OP u  Ob,
FOPUINYECKUX U PU3NYECKIX JIHII

OKa3aHUIO  YCIYT,
JUISt

OJIMH 3BOHOK

40,0

44

COCTaBJIEHHE COOOIIEHHNA B OTBET HA BXOJSIIHE
3NIEKTPOHHBIC THCEMA 10 OKA3aHHIO YCIIYT, CBS3aHHBIX C
ucronszoBanueM OP u Ob

OJIHO coOo0IIEeHne

180,0

45

dbopMUpOBaHHE CHOUCKA KIHUEHTOB [UIA IPOBEICHUS
MAacCcOBOW PacChUIKH 110 JIEKTPOHHOMU IIOYTE IO IPOEKTY
OKa3aHus YCIyT, CBSI3aHHBIX C UcTionb3oBaHueM OP u Ob

OJHa pacChlIKa

1920,0

46

MOJArOTOBKA JOKYMEHTOB JUJIsi TPOBEACHHUS MacCOBOH
pPacChUTKM TO TPOEKTY OKa3aHWs YCHIYT, CBS3aHHBIX C
ucnoip3zosagueMm DP u Db

OJiHa pacChLIIKa

600,0




HaunmenoBanue npouecca, onepanun. Cocrap paéoTsi

Eayuuna
H3MepeHust

Hopma
BpeMEHH,
MHH.

2

3

4

IIPOBEICHAE MAacCCOBOH DPAcCCHUIKH MO TIPOEKTY OKa3aHMA
YCIIYT, CBSI3aHHBIX ¢ Hcnonb3oBanueM OP n Db

OJHa pacChblIKa

90,0

OcyIecTBIEH)E YCIYIH MPeROCTaBleHus JocTyna k OP
u Ob:

48

pervcTpalysi HOBBIX / aKTHBAalMs / JCAKTUBALUS paHee
paboTaionux IOpUANYECKHX / (QH3AYECKAX JIHI[ B
ABTOMATH3UPOBAHHOH CHCTEME

OJHa 3aIIuCh

30,0

49

dbopmupoBanue CO00MIEHHUS MIPEACTaBUTENIO
IOPUIMYECKOTO JIHIA C JaHHBIMH Ul aKTHBAIIMK JOCTYIa
k OP u Ob

OJIHO cOoOoDIIcCHHE

30,0

50

KOHTpOJIb 32 OKa3aHHEeM yCIyr, CBA3aHHBIX C
ucrions3oBanueM OP w OB, sl IOpUIUYECKHX U
¢usmyecknx mun ¢ OP m Ob, BKIOYas MOHHUTOPHHT
HapyUICHUS NPaBIJI OKa3aHUs yCIyr

OJTHO
IOpUIHYECKOE /
buzmIecKoe
JIVIIO

60,0

51

KOPpPEKTHPOBKA JAaHHBIX O IOPHIAUYCCKHX JUnax B
aBTOMaTH3Hp0BaHHOf/'I CHCTCMC

OJHa 33IIUCh

30,0

52

BHECEHHE M3MCHCHHMI B CIIMCOK IOPHAMYCCKUX JIUIL,
pa3sMeIeHHBIN Ha CalTe MIPOCKTa

OJIHa 3a11MCh

30,0

Ocy1iecTBICHHAE YCIIYyTH MIPOBEPKH TEKCTOBOI'O
JIOKyMEHTa Ha HAJIHYHE 3aMMCTBOBAHHM M3 TOKyMCHTOB B
cocrase Ob:

53

BHECEHME B peecTp YydeTa IMEPBHYHBIX [aHHBIX O
TOCTYIIUBINEM JOKYMEHTE Ha OKa3aHUE YCJIYTH MPOBEPKH
TEKCTOBOrO JOKYMEHTa Ha HaJIM4YUE 3aMMCTBOBAaHMH U3
JOKYMEHTOB B cocTase Ob

OIIUH JOKYMEHT

15,0

54

KOPPEKTHPOBKA JIaHHBIX B peecTpe ydera o0 aramax
BBIMIOJIHEHHUST 3aKa3a MO OKAa3aHWIO YCIYTH IPOBEPKH
TEKCTOBOIO JOKYMEHTa Ha HAIMYME 3aMMCTBOBAHHA M3
JIOKYMEHTOB B cocTase Ob

OJINH JIOKYMEHT

15,0

55

pacIpeiesieHde JOKYMEHTOB 110 3KCIIEpTaM JIJIsl OKa3aHUs
YCIIyI'¥ TPOBEPKH TEKCTOBOTO JOKYMEHTa Ha HAJIM4He
3alMCTBOBAaHHI U3 JOKYMEHTOB B cocTase Ob

OIHUH JOKYMCHT

40,0

56

nepegaya JOKYMEHTa SKCIEPTY JUld OKasaHUS YCIYTH
IPOBEPKH  TEKCTOBOI'O  JOKYMEHTa Ha  Halu4due
3aUMCTBOBAHUI M3 JOKYMEHTOB B cocTaBe Ob

OIuH JOKYMCHT

15,0

57

nojy4eHne ¥ o0paboTKa B3KCIEPTOM JOKYMCHTa Ha
OKazaHHE YCIYI'M HPOBEPKH TEKCTOBOTO JIOKYMEHTa Ha
HaJIMYKe 3aMMCTBOBAaHMHN M3 JOKYMEHTOB B cocraBe Ob

OJTHH JOKyMEHT

40,0

58

U3yYEHHE 3KCIEPTOM CTPYKTYpPBI, COCTaBa, COACPKaHUS
JOKYMEHTA JUIS OKa3aHUS YCIYTH HPOBEPKH TEKCTOBOTO
JOKYMEHTA Ha HAJIW4Me 3aMMCTBOBAHHH M3 JIOKYMEHTOB B
cocrase Ob

OJUH JOKYMCHT

180.,0

59

IIPOBEpPKa JKCHEPTOM JOKyMEHTa Ha HAJIA4UC MPUEMOB,
MPEMATCTBYIOIIUX pacIiio3HABaHMIO TEKCTa
aBTOMATH3HPOBAHHOM CHCTEMOM M OKasaHWIO YCIyrd
TIPOBEPKH  TEKCTOBOIO  JIOKyMCHTa Ha  HaJM4ue
3aMMCTBOBAHHM K3 JOKYMEHTOB B cocTaBe Db

OJIUH JOKyMEHT

180,0
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Hopma
Ne Eananna
HanmenoBanue nponecca, onepanun. Cocras padoThl BpeMeHH,
n/n H3MepeHusl
MMH.
1 2 3 4
60 | npoBenenue JKCIIEPTOM MIEPBUYHON IIPOBEPKH | OJIUH AOKYMEHT 60,0
JOKYMEHTa C HCIOJb30BAaHUEM aBTOMATH3UPOBAHHOMN
CHUCTEMBI
61 | o6paboTka »SKCIIEpTOM OTYETa aBTOMATH3HUPOBAHHOHN | OJMH JOKYMEHT 480,0
CHUCTEMBl O TIEPBHYHOW IPOBEPKE JTOKYMEHTa C IEJIBIO
UCKJIIOUEHHUS] KOPPEKTHBIX 3aUMCTBOBAHUI
62 | aHanMM3 3KCIEPTOM HEKOPPEKTHBIX 3aMMCTBOBaHMA, | OJHH JOKYMEHT 600,0
0OHapyXEHHBIX B JOKYMEHTE
63 | amayiu3  crnpaBouHO-OMONIMOrpaduyueckoro  ammapara | OJHH JIOKYMEHT 480,0
JOKYMEHTA, BKIIIOYasl CBEPKY MCTOYHMKOB, YKa3aHHBIX B
CIUCKE JINTepaTyphl
64 | dopMupoBaHHE TEKCTa SKCHEPTHOrO 3aKIIOYEHHS TI0 | OJHMH JOKYMEHT 120,0
UTOTY TIPOBEIICHHOH TPOBEPKH JOKYMEHTa C YYETOM
JTAHHBIX OTYETa aBTOMAaTHU3UPOBAHHOMN CHCTEMBbI
65 | mpoBepka TEKCTa 3aKJIIOYEHHS Ha IPEJAMET COOTBETCTBHUS | OMH JOKYMEHT 15,0
YCTaHOBJICHHBIM TPeOOBaHUAM K PpeE3yJIbTaTy OKa3zaHHUS
YCIYTH IIPOBEPKH TEKCTOBOTO JIOKYMEHTAa HAa HAIHYHE
3aMMCTBOBaHUH M3 TIOKYMEHTOB B cocTaBe Db
66 | aHa)IM3 COAEpXKAHUSA PEe3YIBTATOB MPOBEPKH, YKA3aHHBIX | OJUH JOKYMEHT 60,0
B 3AKJIIOUEHUH, KOPPEKTUPOBKA (POPMYITUPOBOK
67 | BBIBOJ Ha TedaTh HWTOTOBOH (OPMBI 3aKIIOYCHHS 110 | OJUH JOKYMEHT 15,0
pe3ysbTary MPOBEACHHOMN IIPOBEPKHU JOKYMEHTA C YUETOM
JIAHHBIX OTYETa ABTOMATH3WPOBAHHON CHCTEMBI
68 | moamucanue 3aKIFOYCHHS OJIWH JIOKYMCHT 240,0
69 | ckanupoBaHue 0pOPMICHHOTO 3aKITIOYCHHS OJIMH JOKYMCHT 30,0
70 | KOPpEKTHUPOBKA B peecTpax yueTa JaHHBIX O BBHINOJIHEHUH | OJUH JOKYMEHT 40,0
00s13aTENbCTB 10 JOTOBOPY W OKAa3aHHIO  YCIIyTH
IIPOBEPKM  TEKCTOBOTO  JOKyMEHTa Ha  HaJu4ue
3aMMCTBOBAaHMN M3 JOKYMEHTOB B cocTaBe Db
71 | cocTaBieHHE AOIIOJHEHUS K 3aKIIOUEHHIO 110 PE3yJIbTaTy OJHO MUCHEMO 120,0
OKa3aHMs MPOBEPKH TEKCTOBOTO JOKYMEHTa Ha HAJMYKC
3aMMCTBOBaHUH U3 JOKYMEHTOB B cocTase Db
72 | cb6op u 0O6paboTKa CTATUCTHYESCKHUX JAHHBIX 10 MIPOEKTaM OJIMH 3a1poc 240,0
73 | ¢ ucnonp3oBanueM IP u Ob
74 | npoBeneHue MPOBEpKH KauecTBa ¢aitioB B Ob oJuH (ain 40,0
75 | 3arpy3ka ¢aiinoB s BiodeHus: B b ¢ mpocraHoBKO# oJuH (aiin 30,0
IpPH3HAKA JOCTYIa
76 | pe3epBHOE KonupoBaHUe ¢aitnoB Db OJTHO 60,0

KOIHPOBAHHE
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2.19. Oxa3anue yciayr yJaJCHHBIM T0JIb30BATE/ISAM, B TOM YHCIIC YMTATESIM OMOIHOTEKH,
MOCPENCTBOM OHJIAHHOBBIX aBTOMATHU3UPOBaHHBIX cepBHCOB (ONAC)

Tabymma 41
Ne Ennnanna Hopma
HanmenoBanue npouecca, onepamuu. Cocrap padboThbl BpeMeEHH,
n/m u3MepeHusi
MHH.
1 2 3 4
1 | reneoHHBIE KOHCYJIBTAIMM II0 OPraHH3AHOHHBIM OJIMH 3BOHOK 30,0
BoIpocaM OGOPMIICHHS H IPEIOCTaBJICHHUS YCIYI uepes
OnAC
2 | cocTraBieHHE COOOIIEHWH B OTBET HA OJJIEKTPOHHBIC | OJHO COOOINEHUE 180,0
nucbMa nosiszosarenein OnAC
3 | mepeHampapiieHHE€ CcOOOIICHWH B  MmojpasjejeHHE, | OJHO COOOIIEHHE 15,0
OTBETCTBEHHOE 3a 0OKa3aHWe KOHKpeTHO! yeayru B OnAC
4 | KoHTpOJH U 00pabOTKA MONYUESHHBIX 3aKka30B B OnAC OJIMH 3aKa3 20,0
5 | mpoBepka 3axa3oB B OnAC Ha COOTBETCTBHE IpaBHJIaM OJIMH 3aKa3 30,0
IIPEIOCTABJICHUS YCIIYT
6 | KOHTPOJIb 32 TOCTYIUICHHSAMH CPEACTB 10 OILIAYE€HHBIM OJIHA yciIyra 60,0
3akazaMm B OnAC
7 | KOppeKTHpOBKa CTaTyca 3aKasa, 3aKphITHE 3aKa30B OJIMH 3aKa3 30,0
8 | moAroTroBka akTa CBEPKH 3a OTYETHOrO TIEPHONl O | OIUH JOKYMEHT 60,0
IIOCTYIUICHUSIX CPEJICTB 10 OIUIAYCHHBIM 3aKa3aM B
OnAC
9 | moamucaHue CBOJHBIX OTYETHBIX JOKYMEHTOB OJIMH JOKYMEHT 300,0
10 | popMupoBanue mnakeTa AOKYMEHTOB JUIs HalpaBICHHS OJIVH MaKeT 30,0
HOYTOBBIM OTIIPABICHUEM
11 | popMupoBaHHE €XKEIHEBHOIO OTYETA O HOBBIX 3aKa3zaxX H OJIMH OTYET 60,0
BbINOMHEHUH yciayr B OnAC
12 | popMupoBaHHE HTOTOBHIX OTYETOB O pe3yJbTaTax OJIMH OTYET 1500,0
paboThl O TPOEKTYy, C JeTalu3amued Mo Kakmoi
OTAECJIGHOM yCIIyTe
Perucrpanus nosp3oBareneil B pexxuMe OHJIaiH:
13 | npoBepka 3anucu noib3oBaTens B OubInoTeKy OIiiH 1,0
T10JIb30BaTelb
14 | obpaborka © BBOX (daMuIMK, WMEHH, OTYECTBA OVH 2,5
II0JIB30BATENS U ajipeca ero dJEKTPOHHOH ITOYTHI INEKTPOHHBIN
hopmymsp
15 | coctaBneHWe 1MCbMa ¢  yKa3aHHEM JIOTHHA H OJIHO 2,5
CTCHEpHUPOBAHHOIO CHUCTEMON Mapojs, MPUKPEIUICHHE IEKTPOHHOE
HHCTPYKLIMM TOJIb30BaHHS M  OTIpaBKa €ro 1o MTACHEMO
3JIEKTPOHHOHN HOYTE T0JIH30BATEINIO
OO6cyxuBaHu€e MOJIB30BATENCH B peXXUME OHJIAMNH:
16 | Boirpy3ka u3 OnAC oTYETHBIX JTAHHBIX 3a OIPEACIICHHBIN onuH ¢ain 5,0
[eproj BpeMEHU
17 | pasMelleHne HOBBIX NOCTYIUICHUN NTOKYMEHTOB Ha caiTe onuH ¢aiin 1,5
O6ubaMoTEeKM: CO3/laHMe  3aroJioBKa  aHHOTAIlWH;
npHuKpeIUieHne ¢gaiinon
18 | pacchuika IO  JJEKTPOHHOM  II0YTE  YJAJIECHHBIM OHO 1,5
HOJB30BaTEsIM WH(POPMAITHOHHBIX COOOIICHUH 3NIEKTPOHHOE

HUCbMO




Hopma

Ne Exunnna
HanmenoBanue npouecca, onepanun. Cocras padoTbl BpeMeHH,
n/n H3MeEpECHUs
MHH.
1 2 3 4
19 | uHGOpPMAIIMOHHOE CONPOBOXACHUE caiiTa, mopTaja u OJTHO 1,5
CTpaHHUI] B COIHAIBHBIX CETAX: CO3JaHHME 3aroJioBKa coobrmeHne

AHHOTAIlUW; IPHKpeIUIcHre (aiina(oB)

3. Tunorskie OTpaciiCBbIC HOPMEI TPpY/Jia Ha pa60TI>I, BBINNOJIHACMEBIC B CIICIIUAJIM3UPOBAHHBIX

OubIHOTEKAX JJIs1 HHBAJINAOB 110 3pCHHUIO

Hopmbl pa3paboTaHbl Ha OCHOBHBIE

Tpyaa

BHUJIBI

pabor,

BBIIOJHACMBIX B

CIICHUAIIN3UPOBAHHEBIX OubImoTeKax Il AHBAJIMAOB 110 3PCHHUIO: KOMIUICKTOBAHHC H YUYCT

6ubmuoreyHoro ¢oHAaa;

OubnmuoreyHas o00paboTKa JTOKYMEHTOB;

opranu3anudss W BEIACHUC

KaTaJloroB, ¢popMupoBaHue 0a3 JAaHHBIX, B TOM 4uciie 0a3 JaHHBIX 3BYKOBBIX (aitios; paboTa

GOHIOM H 00eCIeUeHHE €ro COXPaHHOCTH; CTAllMOHAPHOE M BHECTAHOHAPHOE OOCIyKWBaHUE
MOJIK30BATENICH; MaccoBas, CIpaBovyHas M WHGpopMalMoHHas paboTa; HaydHO-METOJUYecKas H
pelaKIMOHHO-U3IaTeNIbCKas paboTa; BEITYCK MAJIOTHUPAXKHBIX M3/1aHUH clieNUabHbIX (POpMaTOB.

[Ipy BBIIOJIHEHHH PA0OT CHAOOBUASMIIMMH W HE3PSUYMMH CHEIHAACTAMH JICHCTBYIOT

noTnpaBouHbie K03 PunueHTor: s cnadbopuasnmx — 1,5; ans vespsunx — 2,0.

3.1. KommekroBanue OubmnoTeqHoro ponaa

Tabmuia 42
Hopma
Ne HanmenoBanmne npouecca, onepanun. CocraB Exnnuna
n/n paboTbl H3MEpPEeHUHA BpeMeHt,
MHH.
1 2 3 4
TexyIee kKoMIIeKToBaHHE OUOIHOTEYHOTO QOHIA:
1 | OpocMOTp  KHHIOM3JATeNIbCKOM W KHMUTOTOProBOH |  OAHA MO3ULUA 0,5
uHpopManuy (aHHOTHPOBAaHHBIX IIJIAHOB  BBIIYCKA
JUTEPaTyphl, MPOCIEKTOB, CAHTOB W3IAaTEIbCTB U
H3JTAIOIINX OpraHu3aluii)
2 | ompeneneHre TeMbl U BHAA JOKYMEHTA, MOJIEKAILErO | OJUH JOKYMEHT 6,0
oTOOpY, BBIACHEHHWE HEOOXOMUMOCTH TNpHOOpETEeHUs,
CBEPKA C 3JIEKTPOHHBIM KaTaloromMm
OmnpeneneHue YK3eMIUIIPHOCTH 3aKa3a: OJIHA HO3UIIHS
3 | ans noxpasnenenuit 1,0
4 | ns GHGIHOTEKH B HENOM 2,0
5 | obpopmiieHMEe  3aKaza: COCTaBJIE€HUE  JOrOBOpA, OJIMH 3aKa3 45,0
opopMiIeHHE TPUIOKEHMS K JOIOBOPY; YKa3aHHE
OK3EMIUISIPHOCTH, CTOMMOCTH 3aKa3a; COCTaBJICHUE
TEXHUYECKOTO 3aAaHus
6 | moATOTOBKAa K IIPOBEJCHHUIO TOPIOB: COCTaBJIEHHE OJlHa 200,0
cuucKka  TpeOOBaHMM K yJacTHHKaM  KOHKYpCa; Tporeaypa
ONOBELICHNE  yYaCTHUKOB  KOHKypca O  CpOKe
MIPOBE/ICHUA; HANWMCAHWE, DPETHCTpAalUs M PpPacchUIKa
MKMCbMa B U3/1aTe/IbCTBA U M3AI0IKE OPraHu3alui
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N Hopma
° HaumenoBanue npoiecca, onepanuu. Cocran Ennanna
n/n padoThI H3MepeHHs BPCeMCHH,
MHH.
1 2 3 4
PaboTa B aBTOMaTU3MpPOBAHHOM PEXKHUME:
7 | BBOA 3aKa3a TEKYyIEro KOMIUIEKTOBAHHS B 0a3y JaHHBIX | OJIHO HA3BaHUE 3,0
apromarm3upoBanHoii cucremMbl (BJ AC); ykasanwme
SK3EMILIIPHOCTH 3aKasa, pacnpeaeneHue o
CTPYKTYPHBIM NOAPa3JIEICHUIM
8 | penaxtupoBanue BBeAeHHBIX B BJ[ AC cBemenmii o | OJXHO Ha3BaHHC 6,0
3aKase; BHIBOJI HA 3KpaH; BHECEHNE H3MEHEHMIT
9 | BeIBOX Ha IIPUHTED JIAHHBIX TeKymiero | OJHO Ha3BaHUC 1,0
KOMIUIEKTOBAHUS; pacnevyarka
Benenue KapTOTeKH TEKYIIEro KOMIUIEKTOBAHMS:
10 | cocraBmeHrne KapTOYKH; YKa3aHHE aBTOpa, 3arjlaBhd, | OJHA KapTOuka 3,0
BBIXOJHBIX JJAHHBIX, HCTOYHUKA KOMITJIEKTOBAHHSI
11 | pa3pe3ka uU3AaTENbCKUX IUIAHOB, pacnedyaTok uisg | OAHA KapTovka 2,0
KapTOTEKH TEKYIIero KOMILIEKTOBAHHUS; HaKJICHBAHHE
Ha KaTaJ0XHbIe KAPTOUKU
12 | mogbopka kaprouek 0o aixdaBUTy; pacCcTaHOBKa B | OJHA KapTOUKa 1,0
KapTOTEKY TEKYIIEro KOMIIJICKTOBaHUsI
OdopmieHNE MOAMUCKU HA MEPHOJUUECKHIE U3IaHNUS:
13 | mpocmoTp KaTaJIoroB «Pocniedarny; otOop | OJHA MO3UIUA 0,5
HNEePUOMYECKUX U3JJaHM JUIsl TOANCKHI
14 | cOop 3asBOK Uis TIOAMMCKA OT CTPYKTYPHBIX OJHa 3asBKa 1,0
NOApa3IeIeHUH
15 | opopmiieHre 3aKa3a Ha MOAMKUCKY; MOACYET CTOMMOCTH OJIMH 3aKa3 300,0
MOANHUCKH C YUETOM JOCTaBKH; COCTaBJICHHE JAOrOBOpa,
oopMIIeHIE TPUIIOKEHHUS K IOTOBOPY
16 | cocTapiieHWe  pEruCTPAllIOHHOM  KapTOYKM  JJiA | OJHa KapTodka 6,0
KapTOTeKN  MEpPUOJAMYECKHX  HW3JaHul;  yKa3aHue
WHJIEKCa, roja, NEPUOAUYHOCTH, HUCTOUHHUKA
MOCTYIUICHHSI, CTPYKTYPHOTO NOJIpa3AeIICHIs
PaboTa B aBTOMaTH3UpOBAHHOM PEXIME:!
17 | BBOA 3aka3a Ha nepuogudeckue u3ganus B bJ| AC OJIHA KapTO4Ka 3,0
18 | KoppeKkTHpOBKa 3aKa3a; BBIBOJ Ha OJKpaH CIIHCKA | OJHAa IOMpaBKa 0,3
MIEPHOINYECKIX W3/IJaHNI; BHECEHHE U3BMEHEHNH
JlokomiuiekroBanue 6ubIMoTeUHOr0 QOHAA:
19 | mpuem 3asgBOK Ha MNpUOOpPETEHUE JOKYMEHTOB OT OJ1HA 3asIBKa 3,0
CTPYKTYPHBIX MO/Ipa3fieieHu
20 | cocraBinenne Oubmuorpaduueckoit 3amucu; ykazaHue | OJHA KapTOukKa 3,0
KOJIMUECTBA DK3EMILISIPOB U CUTJIOB MOJpa3 /IeIeHUH
21 | BKJIIOYEHHE 3aBKHU B KAPTOTEKY JOKOMILICKTOBAHUS 0JiHa KapTouKa 0,3
22 | IpocMOTp KapTOTEKH HEYIOBIECTBOPEHHOIO CIIPOCA; | OOUH JOKYMEHT 2,0

aHa/Iu3 OTKa3a JJId  BBIABICHUSA
JAOKYMCHTOB, BKJIIOYHUTH nux B
JOKOMITIJICKTOBaHU A

OTCYTCTBYIOLITUX
KapTOTEKY
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Hopma
Ne Haumenosanue npouecca, onepanun. Cocras Ennnanna BpevenH
o/n padoThI U3MepeHNst ’
MMH.
1 2 3 4
CocTaBjieHHE OIIEPaTUBHOIO MJIAHA KOMIUIEKTOBAHMS:
23 | onpenenieHHe KOJIMYECTBEHHBIX IIOKasaTeled oObeMa OJIMH IJIaHa 1200,0
¢onza (IOCTYIUICHHE, BBIOBITHE), OTPACIIEBOIO COCTABA,
HUCTOYHHUKOB TIOCTYIUIEHHUS, CMEThI PacX010B
Odopmitenne miana KOMILUIEKTOBAHMS B popMe:
24 | Tabmunn oaHa TabnauIiia 5,0
25 | KapTOTEKH OJlHa KapTo4Ka 3,0
PaboTa B aBTOMaTH3MPOBAHHOM PEXKHUME:
26 | BBOJ I1ana komiutekroBanus B bJ[ AC OJIMH IUIaH 30,0 -
120,0
27 | koppektupoBka bJl; BBIBOA Ha DJKpaH; BHECCHHME | OJHA IIOMpaBKa 0,3
W3MEHEHUHR
3.2. Ilpunem, BHIOBITHE B YUET JOKYMEHTOB
Tabmuna 43
Hopma
Ne HaumeHnoBanue npouecca, onepanun. Cocras Ennanna
n/n paboThI H3MEpeHHs Bpemen,
MMH.
1 2 3 4
ITprieM MOCTYNUBIINX TOKYMEHTOB:
1 | npuem JOKYMEHTOB 1o COIIPOBOTUTETILHBIM oJlHa MMapTHs 5,0
JOKyMeHTaM (HaKJajHas, aKT); MoJ00pKa JOKYMEHTOB
M0 KOMILIEKTaM, an(aBUTy aBTOPOB U 3arJlaBHid,
SKCIEAULIMOHHBIM HOMEpaM; CBEpKa c
COIIPOBOJIMTEIFHBIM JTOKYMEHTOM; IIPOCTABIEHHE LCHBI
Ha JIOKYMEHTE, IOJCYET YHCIa 3K3eMIUIIPOB, OOMmyIO
CTOUMOCTh
IMpuem  AOKYMEHTOB ~ 0€3  CONPOBOJUTEIBHBIX
JIOKYMEHTOB:
2 | mogbopka [OKYMEHTOB II0 KOMIUIEKTaM, ajidaBHTy | OIHH JOKYMEHT 10,0
aBTOPOB M 3arjlaBHii; IPOBEACHUE OLIEHKY JOKYMEHTOB
3 | cocraBieHUE aKTa HA IPUEM JOKYMEHTOB OJIVH aKT 5,0
4 | mpocTaBjeHHe NITEMIEN HAa TUTYJIBHOM JIACTE ¥ Ha 17- | OIHUH JOKYMEHT 0,6
i cTpaHulle [OKYyMEHTa Ha OyMaXHOM HOCHTEIE,
Ka&XIOM KOHTEHHEPE «TOBOpSAIIeH» KHUTH Ha KacceTax,
KOHTelHepax (Quien-kapT, ONTHYECKHX M XKECTKHX
JIVICKOB
CBepka TOCTYNHBIIMX JOKYMEHTOB C KapTOTEKOH
TEKYIIET0 KOMILIEKTOBAHHA:
5 | cBepKa TMOCTYIHUBINETO JOKyMEHTa C KapTOYKOM M3 | OJHA KapTOuka 1,0
KapTOTEKH  TEKyHIero  KOMIUIEKTOBAaHMs;  IIOMCK
KapTOYKH, BHIMOJHEHUE HA KAPTOUKE OTMETOK
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Hopma
Ne Hanmenosanue npoiecca, onepanun. Cocras Enuauna BpeMeHH
n/n padoThI H3MepeHHs ’
MHH.
1 2 3 4
6 | yCcTaHOBJICHHE KapTO4YKH 3a pa3fenuTenb | OJHA KapTodKa 0,5
«BoIMmoJIHEHHBIE 3aKa3bI»
PaGora B aBTOMAaTH3MPOBAaHHOM PEXKHME:
7 | cosmanue B BJI AC 3amuch O HOBOH OpraHH3aIlUH- OJIHA 3aIUCh 2,0
MTOCTABIIUKE
8 | mouck szammcu B bJl «3aka3», BHECEHHUE OTMETOK O OJ[HA 3aUCh 0,6
BBINOJIHEHNM 3aKas3a
9 | mpoBepka Ha AyOJIE€THOCTD NIOCTYNMBIINX JOKYMEHTOB B |  OJMH JOKYMEHT 2,0
bJl AC
10 | permcrpanus noBbIx moctymieHui B bJ] AC OJIWH JTOKYMEHT 3,0
11 | moAmucKa Ha MPOJODKAIOINEC M3aHNs; BEIIOJIHEHHE | OJHO Ha3BaHHE 2.0
B PETHCTPAIIMOHHOM KapToyKke OHOIMOTEYHBIX OTMETOK
12 | xoppextupoBka 3anuceit B bJ[ AC; BhIBOI 3amucu Ha | OJIHA MONpaBKa 0,3
9KpaH; BHECCHUE N3MEHEHUHN
Ilpuem u perucTpays >XypHaJoB U ra3er:
13 | mogbopka XypHajIOB U TaseT o andaBUTy HA3BaHHM; | OIHMH JOKYMEHT 1,0
MOMCK PETMCTPAIMOHHOM KapTOYKd B KapTOTEKe
NOANMCHBIX  NEPHOJAMYECKHX  H3JaHUM;  OTMETKa
HOMeEpA, AaTH MOJYyYeHUs] JOKYMEHTa
14 | mpocTaBieHne TEMIIEI Ha XXypHAE, ra3ere OJIMH IOKYMEHT 0,5
PaGora B aBTOMAaTH3WPOBAHHOM PEXHME:
15 | oTMETKa O PEruCTpalUy IEPHOTUUECKUX U3Janui B b1 OJIHA 3aIKCh 0,5
AC (HoMep, KOJIMYECTBO OK3EMIUIIPOB,  OTJIEN
XpaHEHMs])
BeneHnne KHATH CYMMapHOTO y4eTa:
16 | BhImEneHre MTOKYMEHTOB IO BHIAM, OTPAacisiM 3HaHMS, 0JlHa IIapTus 10,0
[OJCUET YHCIa JIOKYMEHTOB; 3allUCh DPE3Y/IbTaTOB
[OJCYETa IO YCTAHOBICHHOW ¢opMe B  KHHUIE
cymmapuoro yuera (KCY)
17 | momcuer mocrpaHMyHO WO mo3uiwsiM JaHHeIX KCVY; | oxHa mo3uums 2,0
IIEPEHECCHHE UTOTH Ha CIEAYIOIYIO CTPAHHMILY
18 | cBepka  (QUHAHCOBBIX  JOKYMEGHTOB  OTHeNa  C | OJMH JOKYMEHT 2,0
(UHAHCOBBIMHU JIOKYMEHTaMH OyXTaITEPUH
19 | opopmiieHEE COIIPOBOIUTENLHBIX JIOKYMCHTOB | OJWH JOKYMEHT 15,0
(HaKmanHast, aKkT) U Nepeiaud B OyXralaTepHio
Pabora B aBTOMaTH3WPOBAHHOM PEXKHUME:!
20 | BBox cratuctuueckux namupix KCY B BJl AC (rox, OJ/IHA MapTud 6,0
momep KCVY, HOMep CONpOBOOUTEIBHOIO TOKYMEHTA,
HCTOYHUK KOMIUICKTOBaHHUA, HUCTOYHUK
(vHAHCHPOBaHUS, YHUCIIO Ha3BaHUH, YHUCIIO
DK3EMILTAPOB, THT W3IaHUH, CyMMa)
21 | pacneuarka KCY Ha npuHTEpE 0JIHa CTPaHHIA 1,0

Benenne WHBEHTApHOM KHUTH:
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HaunMmeHnoBaHue npouecca, onepanun. Cocras
paboTbI

Eaunnnoa
H3MepeHust

Hopma
BpeMeEHH,
MMH.

2

3

4

opopmiieHre  MHBEHTApHOM  KHHMIH;  HyMepauus
CTpPaHMUII, TPOCTABJIECHIE HOMEPA B HHBEHTAPHOM KHHUIE

OJiHa CcTpaHuiia

1,0

23

3aIUCh JOKYMEHTOB IO YCTaHOBJIEGHHOH ¢opMe B
WHBEHTApHYIO KHHUTY; BHeceHHe Oubmuorpaduyeckux
CBeJIEHHH Ha HOBBIE MOCTYIUICHHS; IPOCTABIICHHE
WHBEHTApHOTO HOMeEpa Ha JIOKYMEHTE,
UJICHTH(PHKAIIMOHHOT O (cHCTEMHOTO) HOMEpa
HAa JXECTKOM JHCKE

OJIUH IOKYMEHT

10,0

Pa6oTa B aBTOMaTU3UPOBAHHOM PEXHUME:

24

co3/laHue oubmmorpaduueckoit 3aMnucu Ha
MOCTYHUBIIHUH JOKyMeHT B «VHBeHTapHOH KHHTE» BJI

AC

OJIAH TOKYMEHT

15,0

25

pacrevaTka HHBEHTapHOH KHHTH HA IPUHTEPE

OJHa CTpaHHuIla

1,0

Bri6pITHE TOKYMEHTOB:

26

COCTaBJICHHUEC T'OJOBOro IIJITaHA Ha BBI6BITI/IC; YKa3aHue
KBapralia, nmoapas3JICJIICHHUS, BHUJA AOKYMCHTOB,
KOJIMYCCTBO

OJHH IUIaH

2160,0

CocraBlieHHe aKTOB CIIHCAHM:

27

mpueM QOpMYJISIPOB, CHHCKOB BBIOBIBIINX JOKYMEHTOB
OT CTPYKTYPHBIX OAPA3ICICHUN; PETHCTPAllMs aKTa

OJINH aKT

10,0

28

HOMCK 110 MHBEHTAPHOMY HOMepy OmOnuorpadudeckoi
3alHCH B DJIEKTPOHHOM  Karajore;  ONpPEHEIICHHE
Ko>¢duiKeHTa MeHbl, ToJla NOCTYIUICHHS U BHECECHHE
JUI CIIUCAHHUS JONONHEeHHM B OHOnmorpaduyueckyro
3aMUCh

O/JiHa 3aIlIuCh

0,5

29

OpH OTCYTCTBHH 3alMCH B 3JIEKTPOHHOM KaTajore
BBEJICHUE BCEX JUis (bopMupoOBaHUs
OubnrorpaQMuecKoi 3amucu CBEACHUH ¢ ¢dopmymsapa
WJIM U3 CIIMCKA aKTa

OJHa 3aIH1Ch

3.0

30

BHECEHHUC 3allUCH B aKTe CIHMCAHHUS K HHBCHTApHOMY
HOMEpPY JOKYMEHTa HOMEpa BBIOBIBIIEH KHHMIM H3
KOMIUIEKTa peIhe()HO-TOUETHOTO JOKYMEHTA

OJJHa 3a111uCh

0,2

31

IIPOBEpPKa MHBEHTAPHBIX HOMEPOB, rojia MOCTYIUICHHS,
koa¢dunrenHTa eHbl BEIOBIBIIETO JOKYMEHTA

OJiHa 3aIIiCh

3,0

32

pacmeyarka CHucKa BbIOBIBIINX  JOKYMEHTOB B
aln(aBUTHOM TOPSJIKE JUIS YAQJIEHHA HWHBEHTAPHBIX
HOMEPOB M H3BATHS KapTOUCK M3 CHCTEMBI KapPTOYHBIX
KaTajioros OMOINOTEKH

OJIHa 3aIIiCh

3,0

33

3aIKMCh O BBIOBIBOIMX U3 JIEHCTBYIOIMX (DOHIOB
OMONMMOTEKH AOKYMEHTaX B COOTBETCTBYIOIMX rpadax
2-it vactu KCVY (;1ata, HOMep aKkTa, KOJIMYECTBO, CyMMa,
COJIep)KaHKe, TPHINHB] BEIOBITHS)

OJIHa 3aIIUCh

3,0

34

UCKJIIOUEHHE IOKYMEHTa MO aKTy W3 yYeTHBIX (opM
(MHBEHTApHOU KHWUTH)

OJIMH JIOKYMEHT

4,0
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Ne HaumenoBanue npouecca, onepanuu. Cocras Ennanna Hopma
/i paboThI H3MepeHus Bpement,
MHH.
1 2 3 4
35 | morameHHe HHBEHTApHOIO HOMEpAa M ITEMIENSA | OJUH JOKYMCHT 0,5
OuOIMOTEKH HAa IOKYMEHTE
36 | moamMBKA aKTOB OJIMH aKT 0,5

[Tpumedanue: npu paboTe ¢ AOKYMEHTAMH Ha HMHOCTPAaHHBIX S3bIKaX K HOpME BPEMEHH

NpAMEHsIeTCs TTOBBIIaIHMi ko3ddunuent 1,2.

3.3. bubnmoreuynas o6paboTka JOKYMEHTOB

Tabnuua 44

HaumeHoBaHnue nponecca, onepanuu. Cocras
padoThl

Exunnna
H3MEpeHus

Hopma
BpEMEHH,
MHH.

2

3

4

IlpueM NOKyMEHTOB:

pUeM napTuu JIOKYMEHTOB; IIPOBEpPKaA
IK3EMILIAPHOCTH TIO0 CONPOBOJUTEIBHOMY IOKYMEHTY;
3anKch B KHUIE yUeTa

OJIHa MapTHs

5,0

HOATOTOBKA JOKYMCHTOB K HHIACKCUPOBAHUIO 1 BBOJlY B
BHCKTpOHHBIﬁ KaraJor

OJHUH JOKYMCHT

0,7

IpOCMOTP W BBIABJICHHUC AHAJTOTIHMYHBIX W3JaHU Ha
APYyrux BUax HOCHUTEJICH B 3JICKTPOHHOM KaTaJiore

O/IHa 3aI1uCh

0,2

IPOCMOTP  JOKYMEHTOB  Ha  HMHOCTPAaHHBIX H
HAI[MOHAJIBHBIX SI3bIKaX; IEPEBOJ I  OIMHCaHUS
CBEJICHUN HA PYCCKHUH S3BIK

OJUH JOKYMCHT

30,0

dopmupoBanue OubarorpaguIecKoi 3anUcH

Pexkaranoruzanus:

CBEpKa KapTO4eK ¢ JOKYMEHTOM; HCIPaBIEHHE CTApOro
OnGIMOrpaduIeCKOro ONUCAHHS; COCTABICHHE HOBOIO
OIMCaHUs; HepeHeceHne Immdpa, HHBEHTAPHOTO
HOMepa, OUOIHOTEYHOM IOMETKH

OJHa KapTo4yKa

7,0

CucremMaruzanus JOKYMCHTOB:

cUcTeMaTH3alMsg  JOKYMEHTOB € MCIOJIb30BaHHEM
[€UYaTHOH KapTOYKH WJIM aHajora Ha JPYyroM BHJE
HOCHTEJIS; IPOBEPKA COOTBETCTBHS MHJIEKCOB TaOIHIIaM
KJ1accuukanmm, TIPUHSATHIM B O6mbIIMoTEKE;
MIPOCTABJICHUE WH/IEKCA Ha JOKYMEHTE

OJIUH JJOKYMEHT

2,0
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HanmenoBanue npouecca, onepanun. Cocras
padoThI

Exnnnna
H3MEpeHus!

Hopma
BpEeMEHH,
MMH.

2

3

4

CHCTEMATH3alMs  JOKYMEHTOB IIPM  OTCYTCTBHMH
[IeYaTHOM KapTOYKM WM aHajlora Ha JPYroM BHJE
HOCHUTEJLS; HPOCMOTP THKETKH U3JIaHMS,
IpOCIIyIIMBaHHEe KacceThl / Jucka / (uem-KapTh;
YTeHHE CBEJCHUI, HalMCaHHBIE pPeIbe(HO-TOUECYHBIM
mpudroM, AAS  YTOYHEHHS  aBTOpa, Ha3BaHW,
BBIXOMHBIX  JaHHBIX, COACPXKAHUSA;  OINpPEIACIICHHE
HHAEKCA MO TabiuiaM KiacCH()UKALWH, IPUHATBIM B
OubaHoTEKEe, MPOCTaBICHNE HHACKCA Ha JOKYMEHTE

OJIMH JOKYMEHT

10,0

OIpeJe/icHHEe aBTOPCKOTO 3HaKa JOKYMEHTa IIO
ABTOPCKUM TabJIHLIaM

OJIVH JIOKYMEHT

0,2

ITPOBECPKa IIPaBAJIBHOCTH 51 HCIIPaBJICHUC
KJ'IaCCI/I(l)I/IKaI_II/IOHHOI‘O HHIACKCA H aBTOPCKOTO 3HAKa,
YKa3aHHBIX Ha 3THKCTKE ((I‘OBOpSIIHCfI » KHUT'H

OJIMH JIOKyMEHT

3,0

10

ompeielieHne WHASKCOB IPOM3BEICHHH, 3aATUCAHHbIX Ha
dnenr-kapre (ot 4 1o 8 HazBaHwit), 1 GopMHUPOBAHUA
KaTaJI0XKHOTO mudpa

onHa (em-Kapra

5,0

11

onpenernenue ¢opmara, KonudecTBa OpaijieBCKuX H
IUIOCKONEUATHLIX JIACTOB, XapaKTepa MPHII0KEHHH,
penbedHO-TOUETHBIX W3/1aHui u penbedHO-
rpaduvecKux mocooui

OJTHO Ha3BaHUC

5,0

12

OTpecIICHUE 1%} TIEPEUUCIICHNE MaTepuaos,
HCIIOJNB30BaHHEIX ~ TpPH  CO3JAaHHUM  TAKTWIBHBIX
PYKOIEIbHBIX U3aHNUI1; IepecueT KOJIUYECTBa CTPaHHuIl,
NPUIOKEHUH, BBLIBICHHE  JPYIHMX  XapakTePHBIX
0COOCHHOCTEN TOKYMEHTOB

OJHO HA3BaHUC

5,0

13

nepecueT PHJIOKEHUH, BBHISIBJICHHE JIPYyTUX
XapaKTepHBIX 0COOEHHOCTEN IUIOCKONIEYaTHOTO
JOKYMEHTa

OJHO Ha3BAaHHUC

3,0

[TpeameTH3anus JOKYMEHTOB:

14

IpeaMeTH3aUsl  JOKyMEHTOB  C HCIOJIb30BaHHEM
pyOpHMK TieYyaTHOW KapTOUKH; IPOBEPKA COOTBETCTBHS
pyOpHUKH reUaTHOH KapTOUKH IPEIMETHOMY KaTajiory

OJHO Ha3BaHHUC

3,0

15

IpeaIMeTH3ausl  JOKYMEHTOB  IPH  OTCYTCTBUH
MEYaTHOH KapTOYKW; O3HAKOMJIEHHE C JOKYMEHTOM,
omnpezesieHue pyOpuKH

OJITHO Ha3BaHUC

6,0

16

COCTaBJICHHE  HOBBIX  TpPEIMETHBIX pYOpHK H
HoApyOpHK; IIEpCHECCHHE Ha KapTOYKH CIIyXeOHOH
KapTOTEKU

OJJHa KapTO4Ka

2,0

17

peNaKTUpOBaHWe TpPEeAMETHOH pyOpHKHM; IpOBEpKa
NPaBWIBHOCTH  TPEIMETHOH  pyOpHKM, TOYHOCTH
HAIUCAHM

oJHa KapTodKa

1,0

ITpuMeuaHue: K HOPMaMm BpEMEHH PUMEHSIOTCS IOBBIIAIOMIKE KOG PUuueHTh:
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- IpA COCTaBJICHHU 6I/I6J'II/IOFpa(1)I/I‘-IeCKOFO OIMMCaHns Ha JOKYMECHTE, Ha TUTYJIBHOM JIUCTC,

- Ipu GMOIHOTEUHOM 06paboTKe HOTHBIX M3JaHui — 1,5;

- ipu paboTe ¢ JOKYMEHTaMU Ha MHOCTPAHHBIX s3bIKax — 1,2

3.4. Opranuzanyus v BECHUE KaTaJOroB

Tabnuna 45
Hopma
Ne HanmenoBanue npomnecca, onepauud. Cocras Enmauna
n/m padoThI H3MepeHHs BpeMCrHH,
MHH.

1 2 3 4
Opranuzanus al(aBUTHBIX KaTajJoroB
(TMJIOCKONEYATHBIX KHHT, HOT, TPaMIIIaCTHHOK):

1 | mombopka Kaprouek Ho andaBUTy (QamuIui aBTOPOB | OJHA KapTOYKa 0,2
WUIM 3arjiaBuil 1711 paCCTaHOBKHU

2 | paccTaHOBKa NpeBapUTENIbHO NOA00PaHHEIX KapTOYeK OJIHa KapTOIKa 0,3

3 | pemakrupoBaHHE KaTaJora; IPOBEPKA pPacCTaHOBKM | OJHA KapToUKa 0,5
KapTOyeK, MPaBUIBHOCTH JOOABOYHBIX M CCBUIOYHBIX
KapToYeK, CIpaBIeHHe OMIUOOK

4 | pampcaHWe pasfenuTens I8 Karajora, yKa3aHHE OoVH 0,6
OyKBBI, CJIora pa3lieuTeNb

5 | paccranoBKa pasmenuTeNiel B KaTanore; moabopka OAVH 0,3
pazzaenuTens no ai(aBUTy; IIOMCK MECTa Pa3ICIUTEIsA; paszieJIATeNb
MPOCTABJICHUE PA3ACIHTENS

6 | mpoBepka pacCTaHOBKH pa3feMTENICH; HCTpaBJieHHe OIMH 0,3
oIuoOoK pa3aciIuTeb
opraHu3aius CHCTEMATHYECKOTO Karajora
IJIOCKOITEYATHBIX KHUAT

7 | nombopka KapTodeKk 1O MHIAEKCAaM, BHYTPH pasjiesia 10 | OJHa KapTouKa 0,3
andaButy QGamMwInii aBTOpOB HJIM 3arjlaBHi  JUIs
pacCTaHOBKH

8 | paccranoBKa mpe/BApUTEIBbHO MONO0OPAHHBIX KAPTOUCK OJlHa KapTO1Ka 0,3

9 | pemakTMpOBaHME Karajora; IIPOBEpKa NPaBUILHOCTH | OJHA KapTotdka 1,0
HAIOJHEHHSA pa3ZelIoB Karajora I0 COIEPKAHMIO,
HHJIEKCAIMK ¥ PACCTAHOBKE, HCIPaBJICHUE OLIMOOK

10 | pexnmaccuukamus Karajora; HCIIpaBJICHHE HHICKCOB, | OAHA KapTOtKa 6,0
BHECEHHE HCIIPABJICHUH B aJI()aBUTHBIA KaTaJIor

11 | Hanucanue pa3genuTens AIA  Karajora;, yKasaHue OJIH 0,5
HAaUMEHOBAHHWS  pa3jiena, MNoApasjena W HHBIX pas3ieNnuTenb
pazenuresei

12 | paccranoBka pasfenurenell B KaTanor; moabopka 1o OJH 0,3
HHJEKCaM, IIOMCK MECTa, TOCTAHOBKA pa3icIIuTeIs PpasACIUTCIIb

13 | mpoBepka paccTaHOBKM pa3JIC/IUTENCH, HCIpaBICHHE OIMH 0,3
OHIUOOK pa3aeianuTeiib




93

Hopma
Ne HanmenoBanue npomecca, onepanuu. Cocras Eananna
n/n padoThI H3MepeHHs BpeMent,
MMH.
1 2 3 4
Opranuzanus CHCTEMATHUYECKHUX KaTajoroB
(«roBOPAIIHMX» U PENbe()HO-TOUCUHBIX KHHI, KHHUT IO
My3bIKE M HOTHBIM H3JaHUSM DeJIbe(yHO-TOUEUHOTO
mpudTa):
14 | mopbopka KapToyek, OHOPMICHHBIX ABYMs MpUPTaMH | OJHA KApTOYKa 1,0
(WI0CKOIEYaTHBIM M pesibe(pHO-TOYEUHBIM), 110
HHJEKcaM, BHYTpM pasjeia mo andaButy damuami
ABTOPOB HJIM 3arJIaBHH JJis paCCTAHOBKH
15 | paccTaHOBKa IIpeIBapUTEIHHO OJOOPAHHBIX KapToYeK, | OAHA KapToHKa 4,0
0(OpMIIEHHBIX ABYMsI IpH(TaMH
16 | penakTHpOBaHWE Karajora; [POBEpKa IPaBHIBHOCTH | OAHA KapTOHYKa 0,5
HAIOJIHEHUST pa3/IeNioB KaTtajora IO COAEPIKAHHMIO,
MHAEKCALMH M PAacCTAHOBKE KapTOYEK, HCIPABIICHHE
OmuO0K
17 | pexnaccudukanust Karajora; MUCIpaBICHHE HMHJICKCOB, | OAHA KAapTOHYKa 6,0
BHECEHHE HCNpaBicHUH B an)aBUTHBIHA KaTajior
18 | manucanwe pasgenuTeNs A KaTajora, yKasaHHE OVH 1,0
HauMEHOBaHHS pazjiesa, MoApasjesna pa3eNuTenh
19 | paccranoBka pasienuTeneii B Karajore; nogbopka Io OaH 0,3
HHJSKCaM, TTOMCK MECTA, IIOCTAHOBKA Pa3ICIUTENIS paszieJINTEb
20 | mpoBepka pAcCCTaHOBKM pa3le/IUTEIICH, HCIPABICHUE OIMH 0,3
OMIMOOK Pa3aciIuTElb
PabGora ¢ MakeToM TIUIOCKONIEYaTHOM KAaTaJI0XKHOM
KapTOUKH:
21 | opounThiBaHME ~ He3psdeMy  paOOTHHKY  TEKCTa | OJHO Ha3BaHHE 12,0
IJIOCKOIIEYaTHON KapTOUKU
22 | BHeceHME B MakKeT IUTOCKOIEYAaTHOH KapTouky | OJAHO Ha3BaHHUC 12,0
Oubnuorpaguyeckoil  3amuCH  pelbe@HO-TOYECHHBIM
mpudhTOM
23 | nepeHecenye MaHHBIX O (alnax c KECTKOro AMCKa Ha | OXHO HasBaHMC 4,0
KaTaJI0KHbIE KapTO4YKH
24 | pelakTHpOBaHWe  JJIEMEHTOB = OuOymMorpaduyeckoi OJIHA 3aIIUCh 0,3
3alKCH, BBITIOJHEHHOMN penbe(hHO-TOYECIHBIM LIPHPTOM;
HCIPaBJICHHUE OMMOOK
Opranu3aius Tonorpaguueckoro Karauora:
25 | nogbopka KapTOo4YeK 110 CTPYKTYPHBIM MOJAPa3AC/ICHUSAM | OJHA KapTOdKa 0,2
(ormenam-GhoHIOACPKATENIM)
26 | mogbopka KapToueK 10 MHBEHTapHBIM HOMEpaM OJ/IHa KapTO1IKa 0,2
27 | paccTaHOBKa NPEABAPUTEIbHO NOAOOPAaHHEIX KapPTOUEK OJIHa KapTO1Ka 0,2
28 | pemakTHpoBaHME KaTajora, IPOBEpKa IMPAaBUIBHOCTH | OJHA KApTOYKa 0,3
PacCcTaHOBKM KapTOUEeK M pa3fenuTeNei; UCIPABICHUC
omubdKu
29 | mammcaHWe pa3feNuTeNs IJIA Karajora, OCTaHOBKA OJTHH 0,3
pasfenuTens B KaTajaor pa3ieIuTeNb
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Hanmenosanue npomnecca, onepanun. Cocras
patoThI

Eananna
H3MepeHust

Hopma
BpEMeHH,
MHH.

2

3

4

V3bsTHe M3 KApTOYHBIX Kartajoros (andasuTHOTrO,
CHCTEMATHYECKOr0, Tomorpapuyeckoro) Kaprodek Ha
HCKJIFOUYEHHBIE U3 OMOJIMOTEYHOr0 POHAA JOKYMEHTBL:

30

perucTpanys aKTa Ha CIMCaHHE B KHUIC ydeTa

OJIHH aKT

3,0

31

ITOUCK KapTO4KHU (OCHOBHOM, J00aBOYHOI );
3auepKHBAHUE CIHCHIBAEMOI'O HMHBEHTApHOTO HOMEpa,
WHBEHTAPHOTO HOMepa CIIMCHIBAEMOM KHUTH U3
KOMIUIEKTa penbedHo-Toyeusoro mpupTa (PTHI) B
COOTBETCTBYIOIIEM HMHBEHTAPHOM HOMEpE; yIalicHHe
KapTOUKH

OTHA KapTO4Ka

1,5

32

MO/ICYET KOJUYECTBA H3BATHIX KapTOYEK H3 CHUCTEMBI
KapTOYHBIX KaTalOroB M KapTOTEK; 3aluCh B KHHUTY
ydera

OHa KapTO4YKa

0,1

IlepeaapecoBka JOKYMEHTOB:

33

perucTpanus akTa nepefadd J0KyMCHTd B KHHATC yucTa

OJJUH aKT

3,0

34

IOUCK KapTO4YKH, HCHpaBICHHUE MCCTA XPAaHCHHA
JOKYMCHTA, BO3BpalICHUE KapTOYKH B KaTaJIOT

OJIHa KapTOYKa

3,0

Texauueckas 00paboTKa JOKYMEHTOB:

35

HaKJICUBAHHC KapMalllKOB Ha AOKYMCHT Ha 6YMa)KHOM
HOCHUTEJIC, HamMCaHHUE Ha KapMallKe WHBECHTApHOIO
HOMCpa, MCCTa XPAaHCHUS

OWH KapMalICK

1,0

36

Hanmucanue Imuppa Ha OOJOXKKE, THTYJIBHOM JIUCTE
JIOKYMEHTA

OJHH JOKYMCHT

0,8

37

BJIOJKEHHE
KOHTEHHED

KHHXHOI'O

dbopMmyisipa B KapMallek,

ouH GopMyIIp

0,1

38

IpOBEpKA U HCOpaBlIcHHE INMppa Ha OTHUKETKAX
ay[MOBM3YAIbHBIX JOKyMEHTOB Ha QHAJOrOBBIX U
A POBBIX HOCUTENSX

OMHUH JOKYMCHT

0,5

39

COCTaBJICHUE TJIOCKOIIEYaTHOM STUKETKU Ha
ay/JIMOBHU3yaJIbHBIE JIOKyMEHTBI HA QHAJOTOBBIX U
1H(POBBIX HOCUTEIIX; IPOBEPKA 3alUCH, UCTIPABIICHUE
omuO0K; pacreyarka

OJHH JOKYMCHT

5,0

40

noadopKa JOKYMEHTOB IO MECTY XPaHEHHs, Iepenada
JIOKYMEHTOB C KaTaJ0KHBIMH KapTO4YKaMHu
U KHHKHBIMU dopMysipamMu B OTACHBI-
doH0IEpKATEIH

OJUH JOKYMCHT

1,0

41

OTMCTKA B
JOKYMCHTOB

KHHUTC ydeTa O mepeaayc napTu

0JIHa MapTHs

3,0

Opraﬂnsauna 1 BEJACHHUC JICKTPOHHOI'O KaTaJlora

®opmuposanre 1 BBoa B BJI AC 6ubnauorpapuueckux
3anucen

0O/lHa 3aIliCh

IInockomeyaTHBIX U3JaHHM:

42

npu OTCYTCTBAHN TICYaTHOMU KapTO4YKH W aHaJOIMYIHbIX
3amuceii B AJICKTPOHHOM KaTaJiore

6,0




95

Ne HauMeHnoBanue npounecca, onepanuu. Cocras Enuanna Hopma
n/n padoThI H3MEpeHHS BpeMEHH,
MM
1 2 3 4
43 | py HAJIMYUU TIEYATHOM KapTOYKH MM aHAJIOTMYHBIX 4,0
3almceid B SJIEKTPOHHOM KaTajlore
44 | mpu nomonHMTENLHOH paboTe ¢ aHHOTAUHMEH (IIOMCK 15,0
anHoTanuy B «IHTepHETE Y, peJaKIlts aHHOTAUHN)
PenpedhHO-TOYEUHBIX H3JAHMN:
45 | 6e3 BBO/IA AaHHOTAIHH 4,0
46 | npu mononHMTENHEHOM paboTE ¢ AHHOTALMEN 15,0
47 | m3manmii HA KacceTax 4,0
48 | m3gaHuWii HA ONITHYECKUX TUCKaX 5,0
49 | u3nanmii Ha Quem-KapTax 15,0
50 | c sxecTrOrO JICKA 3,5
51 | penpeduo-rpaduuecKux nocobuii 7,0
52 | TaKTHJIBHBIX PYKOJENbHBIX U3NaHHN 25,0
53 | cocTaBieHHE aHATUTHIECKOU 3aIicH OJTHA 3aIIUCh 5,0
54 | pocuch copepxaHus COOPHUKOB, Hale4aTaHHBIX | OJHH COOPHHK 25,0
penpeHO-TOYSYHBIM MIPH(TOM
55 | cocraBiaeHne JOOABOYHBIX W CCHUIOYHBIX OMUCAHUM OJIHO OIHCAHHUE 1,0
56 | pemakTHpOBaHUE oubamorpaduaeckux 3ammceit; OJIHA 3aIHACh 1,0
NpoBEpKa  MPABUJIBHOCTH  3JIEMEHTOB  3aIlMCeH;
BHECCHHE U3MECHEHMHI
57 | cocTaBjeHHE M BBOJ B 3JICKTPOHHBIA KaTalor HOBBIX OZiHa 3aIHCh 0,5
pyOpuK, TOApYOpHK, HEPCOHAIHH
58 | BeIBOJ OHOIHOTrpadUUECKUX 3aIMCEd Ha DKpaH OJIHa 3aIUCh 15,0
dopmarupoBaHHE W pacrevyarka KapTodeK M yYETHBIX
dopm
dopmaTHpoBaHKE U pacneyaTKa KapTOYeK: OJIHA KapTOuKa
59 | ocHoBHas IS a1aBUTHOIO KaTajiora 2,3 cex.
60 | mobaBouHas ISt a1paBUTHOTO KaTaiora 1,0
61 | ccputouHas Juist aaBUTHOTO KaTalora 1,0
62 | nus TomorpaduyuecKoro Karajaora 0,7
63 | dopMaTUpOBaHWE M pacleyaTKa MakeTa KapTOYKH OJVH MAaKeT 1,5
(mockomevaTHas 3alKCh) UL CHCTEMATHYECKOTO KapTOUYKH
Karajora «rOBOPAIIMXY» W PeIbe(PHO-TOUSHHBIX
JIOKyMEHTOB
64 | pacrieyatka KHIXKHBIX (OpMYyIIspoB OJIUH HOpMYJISIp 0,2
65 | ompeneneHue 3K3EMIUIAPHOCTH (110 KOJIMYECTBY KHHMI B |  OJHO Ha3BaHHUE 0,7
KOMILJIEKTE) W pacredaTka (GopMyJisipoB AJs W3JaHHH,
HAIE€YaTaHHBIX pelibeHO-TOUSYHBIM MIPU(TOM
PerpocniekTuBHOE ITOTIOTHEHHE 3JIEKTPOHHOTO
Karajora:
66 | mouck B aadaBHTHOM KaTalore IJIOCKONEYATHBIX KHMI | OJH& KapTodkKa 0,2

kaptouku Juist BBoga B bJ[ AC
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Ne HaumenoBanue npouecca, onepanun. Cocras Enununa Hopma
n/n paboTpl U3MeEpeHHS BpeMeiH,
MMH.
1 2 3 4
67 | BBOA CBEJCHHH ¢ TMJIOCKONEYAaTHOM KapTOYKH B | OXHO Ha3BaHHE 2,0
COOTBETCTBYIOLIHME MO OMOIHOrpaguyueckoil 3ammcu
B bJl AC
68 | OWCK IO YYETHBIM JOKYMEHTaM U TonorpadgudeckoMy | OAHO Ha3BaHHUC 2,0
KaTajory CBEJICHUH, OTCYTCTBYIOIIUX B
IJIOCKONEYaTHOW  KapTOuKe;  BBOJA  HaWICHHBIX
CBE/ICHUH B COOTBETCTBYIOIINE OJISt
oubnmnorpaduueckoii 3anucu B b/ AC
69 | mpoBepka npaBwIbHOCTH OUOIMOrpaguIEeCKO 3anucH OJIHO Ha3BaHHE 0,5
70 | Bo3BpaT B an¢aBUTHBIA KaTAJIOT IUIOCKOIEYATHBIX KHUI |  OJIHA KapTOuKa 0,2
0TpaboTaHHOI KapTOYKH
N3batue oubuorpaduueckoi 3aMucu u3
3JICKTPOHHOTO KaTaJIora:
71 | perucTpanus akTa Ha CIHUCAHUE JOKYMEHTOB B KHHIE OJIMH aKT 3,0
yuera
72 | n3BATHE W3 3JICKTPOHHOTO KaTajora OJIHA 3aITHCh 3,0
OoubnuorpapuyecKux 3alncedl Ha HCKIIOYEHHBIC M3
6ubIHOTeYHOr0 POHIA NOKYMEHTHI
73 | moAcYeT KOJUYECTBA M3BATHIX M3  JJIEKTPOHHOIO OJ/IHA 3aIUCh 0,1
KaTaJjora 3aImiceil; 3anuch B KHUTY ydJeTa
3.5. ®opmupoBanue 6a3 JaHHBIX 3BYKOBBIX (aiiios
Tabmnma 46
Hopma
Ne Haunmenonanue npoiecca, onepanuu. Cocras Ennauna
/o padoTsl A3MepeHus BpEeMEHH,
MMH.
1 2 3 4
KoneeprupoBanue ayJIH0JIOKYMECHTOB c
KPHIITO3AMIMTON € JKECTKOTO JUCKA B IIPOrPaMMBI JULA
paboTHI ¢ «KrOBOPSIIIMH KHUTAMM»:
1 | onpeneneHne HamM4MsS JOKyMEHTa B IpOrpaMme Jjs | OIHO Ha3BaHHE 0,05
pabOTBl C «TOBODAIIMMH KHHIAMH», H3MEHCHHE
HACTPOEK TMPOTrpaMMbl il paboThl € «TOBOPAIIMMHU
KHHUTaMH»
2 | 3amonHeHne KOP3UHBI TOKYyMEHTaMHU OIHO Ha3BaHHE 0,04
3 | co3maHue MIPOMEXYTO4YHOI ITaIKA JUIst O/THa IallKa 1,0
KOHBEPTHPOBAHUS
4 | KOHBEPTHPOBAaHHE  OTOOPaHHBIX  JOKYMEHTOB B | OJHO Ha3BaHHC 0,03
[IPOMEKYTOYHYIO NAIKY
5 | KOHBEPTHPOBAHHE JOKYMEHTOB U3 IIPOMEXYTOYHOH | OJIHO Ha3BaHHUE 0,08
MAK¥ B [POrpaMMbl Ui paboOTBI C «TOBOPALIMMHU
KHHUTAMH»
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Hopma
Ne Haumenoanue npouecca, onepanuu. Cocras Enmaunna
n/n patoThI H3MepeHus Bpemen,
MHH.
1 2 3 4
KonBepTupoBaHue ayquoJOKyMEHTOB C OIITHYECKHX
JIACKOB B TPOTPaMMBI JJIsi PabOThI € «TOBOPSIIUMHU
KHUTaMU:
6 | moMCK JOKyMEHTOB B mporpammax s paboTel ¢ | OAHO Ha3BaHHE 0,05
«TOBOPSIIIMH KHUTAMHU
IToxroToBka TOKYMEHTa K KOHBEPTHPOBAHUIO:
7 | xonupoBaHMeE TOKYMEHTA C IHUCKA OJIMH Yac 0,12
3BYYaHUSA
8 | KoHBEpTHpOBaHME  JOKYMEHTa  BCIOMOTATEILHON OZIUH 4ac 1,1
IIPOrpamMMoi 3By4aHHA
9 | OpM OTCYTCTBHM Ha3BaHMs IOKYMEHTA O3BydMBaHue | OJHO Ha3BaHME 2,0
Ha3BaHUS CPEACTBAMHU
10 | 3amonHeHue y4eTHO# (HOpMBI BBOJUMOTO AOKyMeHTa (c | OJIHO Ha3BaHUC 2,0
y4eTOM BpEMEHHU Ha MOUCK aHHOTanuu B «HTEpHETEY,
naaekca bBBK B ayekTpoHHOM — Kartaiore) —Juid
KOHBEPTHUPOBaHMWsST B MporpaMmbl sl  paboTsl C
«TOBOPSIIIIAMHA KHATAMH
11 | xoHBEepTHpOBaHHE B TIPOTpaMMbl JJIs paboTHl C 100 M6 4,1
«TOBOPSIINMH KHUTAMU
KousepTupoBanue ayJIUOJOKYMECHTOB c
KPUINITO3AIIMTON € caiita OpraHu3aluu-IIapTHEpa B
TIPOrpaMMEI 71 pabOTHI C «TOBOPSIIUMU KHUTAMHU )
12 | ompeneneHue HaJIMuMsA JOKyMEHTa B IIpOrpaMMe JUIs | OJHO Ha3BaHHE 0,05
paboTHI ¢ «KTOBOPSAIIMMH KHUTAMHU»
13 | ckaunBaHUE JOKYMEHTOB C caiiTa 1 M6 0,2
14 | pasapxuBHpOBaHHE JOKYMEHTOB 1 M6 0,2
15 | 3amoyiHEeHHE y4eTHOM (OpMBI BBOJUMOTO AOKyMeHTa (c | OIHO Ha3BaHWC 0,3
Y4€TOM BpEMEHHU Ha TIOWCK aHHOoTauuu B «HTEpHETEY,
uaAaekca bBBK B anmekTpoHHOM — Karaiore)  uis
KOHBEPTUPOBaHUS B IporpamMmbl s paboTel ¢
«TOBOPSIIIAMHA KHUTAMH»
16 | xOHBepTHpOBaHHE B HpPOrpaMMbI I paboTHl C 100 M6 4,1
«TOBOPSATIIMMY KHUTAMHU»
[ToaroToBka cHucKka HOBBIX TNOCTyIieHuit (popmar
JIOKYMEHTA):
17 | BRIrpy3Ka KaTajiora nporpaMMbl s paboTel ¢ | OJHA BBIIpY3Ka 4,0
«TOBOPSIIIMHA KHUTAMHU»
18 | Beirpy3ka u3 ¢aiina JTOKyMEHTOB, MOCTYNMBIIMX 3a | OJiHA BBI'PYy3Ka 20,0
OIpe/ICIICHHBIN BpEMEHHOW MHTEpBall (MecsIl, KBapTall,
roj)
19 | ynanenwe mumHEX HHGOPMAIHOHHEIX MOIEH B CIIMCKE |  OJMH CIIHCOK 10,0

HOBBIX HOCTYHJ'ICHI/Iﬁ

(150-200
Ha3BaHU)
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Ne Haumenosanue npouecca, onepanun. Cocras Enunnna Hopma
/i padoThI H3MEpeHHs Bpemeti,
MHH.
1 2 3 4
20 | xonupoBauue ¢aitna uz ¢dopmara bl AC B dopmar OAMH CITUCOK 1,0
JIOKYMEHTA
21 | npeobpazoBanue AoKyMeHTa B popMaTe JOKyMEHTA AJIsA 40 K6 6,0
IIOCJIEIYIONIET0 pa3MeIIeHUs Ha caiite
O3ByunBaHue CIHCKa HOBBIX HOCTYTUICHUH
CHHTE3aTOPOM peyu:
22 | BHIFpy3Ka KaTajgora [MporpaMmbl s paborel ¢ | OJAHA BRIFPy3Ka 4,0
«TOBOPSIITAMHA KHUTaMK»
23 | Beirpy3ka u3 (aiima ¢opmara B/ AC  1oKymMeHTOB, | OJHA BBITPY3Ka 20,0
MOCTYNUBIINX 3a ONPEICICHHBI BPEMEHHOM HHTEPBA
(MecsII, KBapTa, o)
24 | ynaneHue JUIIHIX WHQYOPMALMOHHBIX MOJIEH B CIIHCKE OJIH CITHUCOK 10,0
HOBBIX IOCTYIUICHUH
25 | xonmposanue aiina u3 ¢opmara bJ[ AC B popmar (150-200 1,0
JIOKyMCHTa Ha3BaHWUA)
OJTMH CIIUCOK
26 | npeoOpasoBaHHe JOKyMEHTa B (opMare JIOKYMEHTa 40 K6 6,0
B opMy, YAOOHYIO HJsi O3BYYHBaHMS CHHTE3ATOPOM
peun
27 | pasbuBka fokymenTa B QopMare JOKyMEHTa Ha 40 K6 80,0
TPeIOKEHUS
28 | o3ByunBaEHEe IOKyMEHTa B NpOTPaMMe Ui YTCHHS 40 K6 3,0
BCIIyX TEKCTOBBIX (haityio («banabonka» U Ipyrue)
29 | pasMmelneHHe 03BYUYEHHOT'O COMCKA HOBBIX IIOCTYIIEHUI OIUH CIIHCOK 15,0
Ha caiTe (150-200
Ha3BaHUi)
30 | KOHBEpPTUPOBAaHHE O3BYYEHHOI'O CIIMCKA B IIPOTPAMMBI OJIVH CIIUCOK 1,0
JUIst pabOTHI C «TOBOPSIIMMHU KHUTAMH»
3.6. Pabora ¢ ¢ponom. PaboTa 1o npuemMy JOKYMEHTOB
Tabmuua 47
Hopma
Ne HaumenoBanue npoiecca, onepauuu. Cocras Enunnanna
/i paboThI H3MepeHHs Bpemert,
MMH.
1 2 3 4
TlpreM TOKYMEHTOB B CTPYKTYPHBIX HOAPA3ACICHUIX
IIpuemM MOKYMEHTOB M3 OTAENa aBTOMATU3UPOBAHHON OJTHA MAPTHS
00paboTKKM [IOKYMEHTOB M OpraHM3allMH KaTaJloroB,
CBEpKa C CONPOBOAMTENBHBIM JOKYMEHTOM:
1 | 1-25 sx3emIuisapoB
2 | 2675 3K3eMILIAPOB
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Ne HaumenoBanue npouecca, onepauuu. Cocran Ennnuna Hopwa
n/n padoThI H3MepeHUs BpeMCeHH,
MHH.
1 2 3 4
pErucTpanysi HOBBIX TOCTYIUIEHUI NEpUOJNYECKHX | OJUH JOKYMEHT 0,5
U3aHWM, NMPOCTABICHUE OTMETKHM B PETHCTPAllHOHHON
KapTOTEeKe
4 | npocTaBjicHHE MITEMIIENS WIM OTMETKA CTPYKTYpPHOTO | OIWH JIOKYMEHT 0,5
MOJIpa3/ICJICHHS Ha JOKYMEHTE
ITonGopka TOKYMEHTOB JJIsl pacCTaHOBKY B QOHJIE
ITonGopka TOKyMEHTOB IO BUJIaM M3JJaHHIHA: OJIVH JJOKYMEHT
5 | IwIockomeuaATHBIC W3 TAHNS 0,07
6 | penpedHO-TOUCUHBIE H3AAHHS 0,08
7 | «roBOpsIIME» KHUTH HA KacceTax 0,1
8 | W3jaHMS HA ONTHYECKHX JTUCKAX 0,07
9 | n3nanus Ha Quem-kaprax 0,07
10 | penpedHO-Tpaduyueckue mocodus 0,08
11 | TakTUJIbHBIE PYKOJICJIbHBIE U3JAHHS 0,1
12 | mogbopka KOMIDIEKTOB pPelbe(hHO-TOUEUHBIX KHHUT II0 | OJMH KOMIUIEKT 2,0
Ha3BaHUsIM
13 | mogbopka JOKYMEHTOB TO KJIacCH()UKAIMOHHLIM | OJMH JOKYMEHT 0,3
HWHAEKCaM, aBTOPCKOMY 3HAKy
Tlombopka mnepuomuuecKux H3AaHUN 1O andaBUTy | OIUH XOKYMEHT
HA3BaHMSIM, roJiaM, HOMEpaM:
14 | mmockonevyaTHble U3IAHUS 0,07
15 | penbedHO-TOUCHUHDBIE U3TAHUS 0,08
PaccranoBka 6ubmoreunoro gonyia
paccTaHOBKa  JOKyMEHTOB  Ha  CTe/ylakaX B | OJIUH JOKYMEHT
CHCTEMaTHUYECKO-aI()aBUTHOM TOPSIJIKE:
16 | miockolleyaTHBIE H3TaHUA 0,08
17 | penbedHO-TOUECUHBIEC H3TAHUS 0,11
18 | «roBopsIIME» KHUTH Ha KAacCeTax 0,1
19 | u3nanus Ha ONTHYCCKUX JUCKAX 0,1
20 | u3ganus Ha ueni-kaprax 0,1
21 | peasedno-rpaduyeckue nocodrs 0,11
22 | TaKTHJIbHBIE PYKOJEJIbHBIE H3MaHM 0,11
PaccranoBka mepuoguyecKuX H3JaHWi 1O andaBUTy | OIUH JTOKYMEHT
Ha3BaHWi, roJjamM, HOMepam:
23 | IUTOCKOIIeYaTHBIE N31aHus 0,1
24 | penbedHO-TOUCUHBIE U3JAHUS 0,13
25 | packiajka razer 1o Ha3BaHHsM, IPOKaJIBIBAHUE JBIPOK, OJHA IIalKa 10,0

BJIO)KEHHE B  KApTOHHYIO  OOJOXKY  (HamkKy),
MPOIIHYPOBKA, odopmiieHHE 00JI0KKU (Ha3BaHUE, TOMI,
HOMED, MECSIIT)

[TpoBepka MpaBHIILHOCTH PACCTAHOBKH JIOKYMEHTOB B
OTJICIbHBIX MaccuBax (oHJIa:

MaccuB oHaa




100

Ne HaunmenoBanue npoiecca, onepanuu. Cocrap Ennauna Hopma
/i padoThI H3MepeHus ppement,
MH.
1 2 3 4
26 | 1-200 10KyMeHTOB 30,0
27 | 201400 nokyMeHTOB 60,0
28 | mepememenune  (TepeHeceHHE)  JIOKYMEHTOB  Ha O/IHa MOJIKa 5,0
CBOOOJIHBIE MECTa
Odopmitenue, HaNKCaHUE TTOJIOYHBIX pa3/e/uTeNeH: OJIVH
pa3fenuTesnb
29 | g cucTeMaTUYeCKOH pacCcTaHOBKU (OHJIa 4,0
30 | nns andaBUTHO#M paccTaHOBKH (oHOA 3,0
3.7. Pabota ¢ ¢ponnom. Pabora o coxpannoctu dhonma
Tabnuna 48
Ne HaunmenoBanue npouecca, onepanuan. Cocrab Enunnna Hopma
n/n padoThI H3MepeHHs Bpemen,
MMH.
1 2 3 4
IIpoBepka 6ubimoTeuHoro ¢ouaa:
1 | HamucaHWe KOHTPOJNBHOIO TallOHA Ha JIOKYMCHT; OJIMH TAJIOH 2,0
yKa3aHME€ Ha HEM WHBEHTApHOro HoMepa, Immdpa,
(bamMuIMH, WHUIIMATIOB aBTOpa, 3arjiaBus, roja, MecTta
U3JTaHMsl, [ICHBI, MECTa XPaHCHHUS
2 | oTMeTka O TMpoBepKe JOKyMEHTa Ha ¢opMmylspe, | OIMH JOKYMEHT 0,2
KOHTelHepe, 00JI0)KKe JOKYMEHTa
Ilonbopka KOHTPOJHHBIX TAJIOHOB: OJIUH TaJIOH
3 | 1o HHBEHTapHBIM HOMEpam 0,8
4 | mo anpaBUTy hamMHINii ABTOPOB HJIH 3ariaBuil 0,13
5 | mo xiaccuUKAIMOHHOMY HHJIEKCY 0,1
6 | cBepKa KOHTPOJBHBIX TAJIOHOB C HMHBEHTAPHOW KHHUTOM; OJIMH TAJIOH 0,5
OTMETKa IIPOBEPKH Ha TAJIOHE U B MHBEHTAPHOM KHUTE
7 | cBEepKa KOHTPOJIBHBIX T&JIOHOB C YYE€THBIM  HJIH OJIVIH TaJIOH 0,5
andaBUTHBIM, TOTOrpaGpUUECKIM KaTaJloraMK; OTMETKA
IPOBEPKH Ha TAJIOHE U B KATAJIOTe
8 | mpocmoTp dhopmbl WHUBHIYaIBHOTO ydera, | OAMH JOKYMEHT 0,5
BBIBIIEHUE JOKYMEHTOB, HE IPOIIEIIUX [TPOBEPKH
9 | cocTaBneHHE KapTOUKH Ha JOKYMEHT, HE HPOIISAINHHA | OJUH JTOKYMEHT 1,0
IIPOBEPKU
10 | moucKk JOKYMEHTOB, HE MpPOIIEIIIAX HPOBEPKU, IO | OJUH JOKYMEHT 5,0
pasnuYHbBIM  Y4YeTHbIM  ¢opMaM,  KapTOTeKawm,
KypHaJIaM, KHFDKHBIM MOJIKaM
CocTaBieHne  CmHMcKa  HEAOCTAIOMUX B (oHJE OJIUH CIIHCOK
JIOKYMEHTOB:
11 | 1 nokymenr 1,0
12 | 2-10 tokyMeHTOB 10,0
13 | 11-25 noKyMeHTOB 22,0
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Ne HaumenoBanue npomnecca, onepanuu. Cocras Eananna Hopma
/it padoThI H3MepeHus BpeMent,
MMH.
1 2 3 4
OT60p TIOKYMEHTOB I U3bATHS U3 GoHaa
IIpocMOTp JOKYMEHTOB Ha NpeAMeT U3bATUS U3 GOHMIA: | OAMH JOKYMEHT
14 | HepODHUIBHBIX 0,7
15 | nyOneTHbIX 0,3
16 | ycrapeBmux 0o coAepKaHuio 0,7
17 | BeTxux 0,2
18 | Mmajloncnonap3yeMbIX, HEHCIIOJIb3yEMbIX 0,5
IToiroToBKa JOKYMEHTOB K aKTHPOBAHHIO:
19 | nonbopka MAOKYMEHTOB B HapTUW [0 MPUYUHAM | OJHUH JOKYMEHT 0,08
U3BSITHS; CBEpKA C KHHXKHBIM (QOPMYJISIpOM
20 | mopOopka KHIDKHBIE (GOPMYNApbl Ha IOKYMEHTOB B | OAUH (GOpMYJISp 0,07
MOpsITKE ~ WHBEHTAPHBIX  HOMEPOB, andasura,
KYpHAJIbHBIE - TI0 TOJIaM ¥ HOMepaM
CocraBlicHHE CIIMCKa K aKTy BBIOBITHA (IIepenadm), OJIMH aKT
MOJICYET OOIIYI0 CyMMY, O()OpPMIICHHE aKT:
21 | 1 gokymeHnTt 1,0
22 | 2-10 nokyMeHTOB 10,0
23 | 11-25 noxymeHTOB 24,0
[logroroBka [JOKYMEHTOB Ha OyMaXKHbIX HOCHTEJSX
JUIS TIeperuieTa
OT6op JOKYMEHTOB JJsi [epeluieTa; MpoBepka | OJMH JOKYMEHT
COCTOSTHUE  JIOKyMEHTa,  3alojHeHHe  (CBepka)
KHIDKHOTO opMyJispa:
24 | nIockoneYaTHHIE JOKYMEHTHI 2,0
25 | penpedHO-TOYECUHBIE TOKYMEHTHI 3,0
26 | mogbopka  KOMIUIEKTOB,  CBS3BIBAHME B QUKW | OJUH JIOKYMEHT 0,5
odopmMIIeHHEe JOKYMEHTOB JUISI TEPeJadu B EPEIlIeT
[loaroToBka K pecTaBpallid «TOBOPSANIMX» KHUT Ha
KacceTax M JIOKYMEHTOB, 3allTHCAHHBIX Ha ONTHYECKHX
JTUCKaXx:
27 | oTOOp [AOKYMEHTOB JUIsI pecTaBpaliiy, IPOBEPKa | OIWH JOKYMEHT 3,0
COCTOSHUSL ~ JOKYMEHTa,  3amojHeHue  (CBepka)
KHIDKHOTO (hopMyJisipa
28 | moaroroBKa  JOKYMEHTOB K  BOCCTAHOBJICHHMIO; | OJHMH JOKYMEHT 0,5
noxdopka JIOKYMEHTOB, aHAJIOTMYHBIX
TOBPSXKJICHHOMY;,  OGQOpMJICHHE JOKYMEHTOB  JJIS
nepelauyl Ha pecTaBpaliio
PecTaBpanus mimockone4aTHbIX U peabehHO-TOUSHHBIX
JIOKyMEHTOB:
29 | nepemeTHbie pabOTHI OJIUH TOKYMEHT 90,0
30 | BOCCTaHOBJIEHUE OTAC/IBHBIX NMOBPEXIACHHBIX CTPAHUIL, | OJHA CTpaHHIIA 30,0
Halne4YaTaHHbIX penbePHO-TOUCUHBIM mpudrom
(ckaHupoBaHHWe, paclo3HaBaHUE, peAaKTHPOBAHUE,
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Ne HanmeHoBaHue npouecca, onepanuu. Cocran Enununa Hopma
/o padoTHI H3MepeHus BpeMert,
MMH.
1 2 3 4
pacriedyaTka Ha OpaiJICBCKOM IIPUHTEPE)
31 | menkuif peMOHT (MOAKJIEHKAa HAJOPBAaHHBIX CTPAHHIL, | OIUH JOKYMEHT 2,0
IepeIlieTa, TUTYJIBHBIX JTUCTOB, KAPMAIIKOB, SPJIBIKOB,
3aMeHa NPY>XXHUHHOTO MeperieTa)
Pecrapparus JIOKyMEHTOB, 3anMCaHHbBIX Ha
ayJInoKacceTax:
32 | BOCCTAHOBJICHME  TIOBPEXKICHHOIO  JOKYMEHTa C | OJHa omepaunus 5,0
AaHAJIOTHYHOTO HAa CIEHHAILHOM OOOpYyIOBaHMH B
3aBHCHMOCTH OT TEXHHYECKOTO OCHAIIEHUS
33 | MemKHiA PEMOHT (3aMEHa HEINpaBWIBHBIX CKIIEEK, | OIMH JOKYMEHT 5,0
NOJIK/IeHKa paKop/ia, STHKETOK Ha Py Tispax)
BoccranoBiienne  yTpadeHHbIX /  MOBPEXIECHHBIX
JIOKYMEHTOB, 3aITMCAHHBIX HA ONTHUYECKHUX JUCKAX:
34 | ckaHWUpOBaHME AMCKA CTAHIAPTHBIMHU CPEICTBAMHU OJTAH JTIACK 2,0
35 | ckanupoBaHue HOBPEKACHHOIO ZIACKA c OJIMH JMCK 20,0
HCIOJB30BAaHUEM  CIIEIHABHOTO  NPOTrPaMMHOTO
o0ecreYeHUsI
36 | 3arpy3ka oOpa3a Aucka B aBTOMaTHUECKuil Tybnukarop OJIVH JTUCK 3,0
KpatHoe Bocpou3BeieHIE JUCKOB: OJIUH JIUCK
37 | TekcToBEIE (aitibl 0,3
38 | 3ByKOBBIE daiiiinl 3,0
39 | Buzeo daiibl 6,0
ITpoBepka kauecTBa KOIMIA: OJTHH JTUCK
40 | TexcToBBIE (haiibl 1,0
41 | 3ByKOBBIE (hailJibl 5,0
42 | Buzeo ¢aitns 5,0
IlpueM TOKYyMEHTOB MOCIIE pECTaBpaLMN:
43 | cBepka TMOCTYNMBIIMX JOKYMEHTOB C KHIDKHBIM | OJMH JOKYMEHT 1,0
dopMmyaspoMm, TpoBepKa KadecTBa JOKYMEHTOB;
BOCCTaHOBJICHHE 3arjlaBWs, HamucaHue IHmmMdpa Ha
SPJIBIKE, KOPEIIKE TOKYMEHTa
Ob6ecnbuiBanne GOHMAA:
44 | obecnpumBaHne (OHOA C MOMOINBIO IBUIECOCA; | OJHA MEPOIIOJIKA 15,0
obecneuenne  paboyero  Mecra  TEXHHYECKHMH
CpPeACTBaMU:  MBUIECOCOM,  pabOuUM  CTOJIHMKOM,
CTPEMSIHKOM, BEeIpOM; IpPOBEJCHUE OOCCIBUINBAHU;
3aHECCHHE TEXHUYECKUX CPEJCTB HAa MECTa XPaHEHUs!
45 | pyuHoe  oOecnbuinBande  (Qonpa;  obecredeHHe | OJHA MEPOIOJIKA 10,0

pabouero  Mecra  TEXHMYECKHMH  CPEACTBAMMU:
CTPEMSIHKOM, pabouuM CTOJIMKOM, TEIEKKOM, BEAPOM,
TpSIKaMU; IPOTHPKA, 3aHECEHUE TEXHUIECKUX CPE/ICTB
HA MECTa XpaHEHHUs
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3.8. Pabota c ponnom. [lepeBoa qokymeHnToB B nudppoBoii popmar

Tabmuna 49
Ne HaumeHnoBanue npounecca, onepanun. Cocras Emmnuna Hopua
o/n paboTbI H3MepEeHH BpeMeTi,
MHH.

1 2 3 4
OnudpoBka IOKYMEHTOB, HaleYaTaHHBIX peIbedHO-

TOYEYHBIM HIPUPTOM:

1 | ckaHMpoBaHHE M PACIO3HABaHUE PENbE(HO-TOYSHHOTO | OJIHA CTPAHHUIIA 2,0
TEKCTa

2 | coxpaHeHue daiia B TEKCTOBOM Gopmare ouH dain 0,5
PepakTupoBaHMe OTCKaHHPOBAHHOTO Marepuaia B | OJHA CTpaHHIIA
TEKCTOBOM peAaKTope:

3 | XyZ0XeCTBEHHBIH TEKCT 5,0

4 | TexHHYECKHE U JpPYTMe CIEHaTbHBIE TEeKCTHl (HOTHAs 40,0
3anych, MaTEMaTHKA, METUITIHA, XMUS)

OuudpoBka JOKYMEHTOB, 3allMCAaHHBIX HAa MarHHUTHOM
JICHTE:

5 | mepeBoA aHAJIOrOBOM 3amucH B IM(poBoii hopmar 0J1HA 3aIHCh 6,0

6 | oOpaboTka 3anmucu Ha MarHUTHOM JIGHTE Ha KaTYyIIKax; OJIMH 4ac 180,0
pecTaBpalus 3Byka 3BYYaHHUs

7 | oOpaboTka 3amucd Ha MarHUTHOW JICHTE Ha KacceTe; OJIMH 4ac 90,0
pecTaBpalus 3ByKa 3BY4aHUS
Onudporka JIOKYMEHTOB, 3alMCaHHBIX Ha
IpaMIUIaCTUHKAX:

8 | moAroTroBka rpaMIUIaCTMHKH K 3amucH (HOHOTpaMMEI; ofHa 12,0
yJaJICHUE TBUIH ¢ TOBEPXHOCTH I'PAMILJIACTUHKH, CHATHE | I'PaMILIACTHHKA
CTAaTHYECKOTO JICKTPUIECTBA

9 | 3anuck (hoHOTpaMMBI IPAMILIACTUHKH c oJHa
HCHOJIb30BAHHUEM 3BYKOBOTO pEJIaKTOpa toHOrpamMmMa
OO0paboTka 3anucaHHoit poHOrpaMMBI: o/IHa

¢onorpamMma

10 | HOCTOSITHHOE aMIUIMTYIHOE CMEIIICHUE 5,0

11 | ynaneHue menykoB W TIOTPECKMBAHHHA C TIOMOINBIO 10,0
IUIArMHA aBTOMATHYECKOTO HAaXOXICHHS H YHaJCHHS
HOJOOHBIX HIETYKOB

12 | ycrpanenue GhOHOBBIX IITyMOB 10,0

13 | obecrieueHue Ka4eCTBEHHOI' O H €CTECTBEHHOTO 10,0
3ByUYaHUS c UCTIOJIH30BaHHAEM JKBaJlaii3epoB
(rpadmueckoro, naparpaduyeckoro,
apaMeTPUIECKOT0)

14 | HOpMayM3aIys CBOWCTB 3BYKOBOTO MaTepHalia 5,0

15 | mogroroBka obOpaboTaHHOM (DoHOrpaMMBI K 3allMCH Ha oaHa 20,0
JUACKaX; pa3pe3Ka 3BYKOBOTO (aiiyia Ha TPeKH ¢dboHOrpamMma

16 | 3anuch NOATOTOBIEHHOTO ayAuoMarepHaia Ha JHCK (cC OJIUH JUCK 12,0

Y4E€TOM BO3MOXXHOCTH KOHBEPTHPOBaHHUS MaTepHasia B
¢dhopmar ayuodaiina)
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3.9. OGcmyxuBaHKE MOJIb30BaTENEH

Tabmuna 50
Ne HaumeHnoBanue npoiecca, onepanuu. Cocras Enunnna Hopma
n/n padoThI H3MepeHus BpeMCHH,
MHH.
1 2 3 4
3anuch nosp3oBareseil B ONOINOTEKY:
1 | mpocMOTp [JOKYMEHTOB  IOJIb30Barellsl  (MAcIoprT, OJIUH 2,0
WIEHCKUH OuileT, CTyAeH4YecKuid  Ouier, cupaBka o0 NoIb30BarTenb
MHBAJIHJIHOCTH 110 3PEHUIO), TPOBEpKa HAIMYMS YIETHO-
PETHCTPAIIMOHHON KapTOUKH MOJIb30BATEIIS
3anoJHEHAE YYETHO-PETHCTPAllMOHHBIX JOKYMEHTOB | OJMHUH dopmysp
IOJIB30BATEJIs:
2 | dopmyssip Ha GyMaKHOM HOCHTEIIE 5,0
3 | anexTpoHHbIH GopMyIIsp 4,0
4 | peructpalnmoHHasl KApTOUKa 5,0
S | TpaHCHOPTHBIA JIUCT 6,0
6 | moroeop obcnyxuBaHuUs (2 SK3eMILIIPa) 7,0
7 | TeTpaab perucTpalyu mMoJjIb30BaTesen 1,0
8 | o3HakomieHHE c IpaBHJIaMU MIOJIB30BaHHUS OJVH 20,0
OHOIMOTEKOM, CIpPaBOYHBIM aNNapaToM, HAJIM4YUEM | IIOIB30BATE]b
JIPYTHX OTZIEJIOB, IEPEYHEM IIPEIOCTABISIEMBIX YCIYT
9 | paccTaHOBKa PETUCTPaIIOHHBIX KapTO4YeK | OJHa KapToyka 1,0
MOJIb30BATEIICH B KAPTOTEKY
[lepeperucrpanys noas30BaTeIcH
[louck u BHECCHHE W3MEHEHUH B yUETHO-
PETHCTPAIIOHHBIE TOKYMEHTHI II0JIb30BATEIS:
10 | hopmyissp Ha GyMa>KkHOM HOCHUTEIE ouH (opMyIsp 1,0
11 | sanexTpoHHBIA HopMyJIsp ozuH Gopmysp 1,0
12 | perucTpanmOHHAs KapTOUKa OJIHa KapTO1Ka 1,0
13 | TpaHCIOPTHBIMA JUCT OJIMH JIUCT 1,0
14 | noroBop o6CIyKMBaHUS OJIiH IOTOBOP 1,0
3.10. CramuonapHoe 00CTy>KUBaHUE TOJIB30BATENCH
Tabnuua 51
Ne Haunmenopanue npouecca, onepanuu. Cocras Ennmnauna Hopma
n/m padoThI H3MepeHust BpeMEIH,
MHH.,
1 2 3 4
O6cnyxuBaHue TOJb30BaTeNIeH B OTAENaxX aDOHEMEHTa:
00IIero ¥ HOTHO-MY3bIKaJIbHOTO:
1 | uadopMupoBaHue HIOJIB30BATENICH 0 HOBBIX onHa becena 5,0

NOCTYIJICHHUAX 6ecez[a C IMOJIB30BATCJICEM Y BBICTABOK

ITombopka mokyMeHTOB W3 (OHIa OTAeNa Ul BbIIAYH
[IOJIE30BATEIIIO:
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Ne HaumenoBanue npoiuecca, onepanuu. Cocran Enunnna Hopuma
o/n padoThI H3MepeHust BpeMEHH,
MMH.
1 2 3 4
2 | u3nanus, HarleyaTaHHbIC penbehHO-TOUCUHBIM | OJUH JOKYMEHT 3,0
mpupTOM
3 | «roBopsiIIHe» KHUTH U MY3bIKaJIbHBIC IPOU3BEIEHHS HA | OJUH JOKYMEHT 3,0
KacceTax
4 | n3nanus Ha HUQPOBHIX HOCUTENX HHGOPMALKH (OUCKH, | OAMH JOKYMEHT 1,0
¢rem-KapThl C KPHUITO3AITUTOMH)
5 | rPaMIUIACTUHKHU OJIMH JTOKYMEHT 1,0
6 | HOTHBIE wW3daHMsa (IUTOCKOIIEYaTHbE M IO CHCTEME | OJIMH JOKYMEHT 2,0
bpatins)
7 | u3naHus, HarmeYaTaHHBIE IIOCKONICYAaTHBIM, B TOM YKCJIE | OIMH JOKYMCHT 1,0
YKPYIMHEHHBIM, IPUGTOM
8 | 3BykoBBIe (haiisl M3 6a3bl JAHHBIX «TOBOPAIIUX» KHHUT C onuH ¢ain 15,0
KPUNTO3AIIHUTON
0 |3amEch 3BYKOBBIX (palIiOB «TrOBOPAMIMX» KHHI C OJtuH (Qaiin 10,0
KPUNITO3AIIUTON Ha (rem-kapTy TIOJIE30BATETISA
C IPEeIBAPHUTENbHOM ITOATOTOBKOHM (OUHMCTKOM) duem-
KapThl OJIH30BATEIS
10 | mpenocraBneHune TI0JIH30BATEIIO HOTHBIX U | OAWH JOKYMEHT 2,0
MY3BIKQJILHBIX JOKYMEHTOB JUIs IIPEIBapHUTEIBHOIO
[POMTPBIBAHMS, IPOCTYIIMBAHNS B MOMEIIEHUH OTI€Ea
ITpoBepka JOKYMEHTOB Iiepe]| Bblgauell / IpueMoM Ha | OJMH JOKYMEHT
COOTBETCTBUE W OTCYTCTBHE JC(PEKTOB:
11 | m3nanus, Hane4YaTaHHbIC penbeHO-TOYCUHBIM 1,0
mpudTOM
12 | «roBOpsIIKE» KHUTH U MY3bIKQJILHBIE IPOM3BEACHUS HA 3,0
KacceTax
13 | u3ganus Ha HAQPOBBIX HOCUTEILIX HH(HOPMALUH (JIUCKHY, 1,0
dueni-KapThl ¢ KPANTO3AMUTON)
14 | rpaMnIacCTHHKH 1,0
15 | morHele u3AaHMs (TUIOCKOMEYATHBIE M IO CUCTEME 1,0
Bpaiins)
16 | u3nanus, HaneyaTaHHBIC NIOCKOIICYaTHBIM, B TOM YHCIIE 0,8
YKPYITHEHHBIM, DIPAGTOM
17 | BBlHaYa JOKYMEHTOB IOJIB30BATENIO, OTMETKA O BBIJAY€ | OJIMH JOKYMEHT 0,7
B KHHKHOM (QOpMYJIsIpe
OTMeTKa 0 BbIIade / HpUeMe JOKYMEHTOB! OJIMH JOKYMEHT
18 | B pyuHOM pexuMe 1,0
19 | B aBTOMaTH3MPOBAHHOM PEKUME 0,7
20 | Ilpuem JIOKYMEHTOB OT IOJb30BaTENIsl, IOMCK M BKIIA/IKA | OJIMH JOKYMEHT 1,0
KHIDKHOTO (opMyIisapa
IpossieHre cpoka NoNb30BAHUS JOKYMECHTAMMU: OJIHH TOKYMEHT
21 | B py4HOM peXXHUME 2,0
22 | B aBTOMAaTU3UPOBAHHOM PEXKHUME 0,7
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Ne Haunmenosauue npouecca, onepanuu. Cocras Enunnna Hopuma
n/n padoThI H3MepEeHHSs BpemMent,
MMHH.
1 2 3 4
KoHcynbTanus noib30BaTels: 0JlHa
KOHCYJIbTAITHs
23 | mo paboTe ¢ KapTOUHBIM KaTaJIOrOM 5,0
24 | mo paboTe ¢ 3NEKTPOHHBIM KaTaJoroM 7,0
25 | mo akcmyaranuu TU(IOMarHuTOGOHOB, TubIOdIEH- 10,0
IJIeepoB
Ot60p ¥ mepenaya Ha BOCIIPOM3BEACHHUE B ClICHATBHOM
¢dopmare (PparMeHTOB IUIOCKOIEYATHBIX TEKCTOBBIX H
HOTHBIX JJOKYMEHTOB (110 3aIIpoCy N0JIb30BATEIsN):
26 | mpuem  3ampoca  OT  IIOJb30BaTeNisd,  NOAOOpKA | OMUH JOKYMEHT 5,0
JIOKYMEHTOB, O(pOpPMIICHHE 3aKa3a
27 | moaroroska IOKYMEHTa K BOCIIPOM3BEACHHUIO (IOMCK, | OJIHA CTpaHHUIA 2,0
3aKmagka  (parMeHTOB,  OLEHKA  BO3MOXKHOCTH
CKaHWPOBAHMs TEKCTa, PyYHOr0 HabOpa HOTHOH 3aluch
o cucreme bpaiins)
OO6cayXuBaHKe TOJIK30BaTENNCH B UNTAILHOM 3aJI€:
28 | uHQOopMHUpOBaHHE O HOBBIX IOCTYIUIEHHSX; Oecela ¢ onHa becena 5,0
DOJB30BATENEM Y BHICTABOK, TEMAaTUYECKMX KHHXKHBIX
TIOJIOK
ITouck JOKYMEHTOB II0 3ampocy IHOJIB30BaTeNis B | OJUH JOKYMEHT
moicoOHOM (OHAE:
29 | mo BHAaM H3NaHuH 3,0
30 | mo onpenencHHON TEME 4,0
IpoBepka JMOKyMEeHTOB Iiepe]] Bbigadeil / mpueMOM Ha | OJMH JOKYMEHT
COOTBETCTBHE M OTCYTCTBHE JEPEKTOB!
31 | u3ganus, HareyaTaHHbIE penbepHO-TOYEUHBIM 1,0
mpudTOM
32 | «roBopsmue» KHUTH Ha KacceTax 4,0
33 | uzganus Ha (UQPOBBIX HOCUTENSIX HHPOPMAIHH (JHCKH, 1,0
(daenr-kapTei)
34 | u3naHus, HalleYaTaHHEBIC IJTOCKOIIEYaTHBIM, B TOM YHCIIE 0,8
YKPYNHEHHBIM IPA(TOM
35 | TakTHJIbHBIE PYKOJIEIbHBIC U3JAHUS 1,0
36 | penpedHO-rpadudeckue IocoOus 1,0
37 | BBIHAaya JOKYMEHTOB IIOJIB30BATENO, OTMETKA O BBLIAYE | OJ[MH JOKYMEHT 0,7
B KHIDKHOM (opMyJIsipe
OtMeTKa 0 Bhliaue / ipreMe JOKYMEHTOB: OJIUH JIOKYMEHT
38 | B py4HOM pexXUME 1,0
39 | B aBTOMaTH3HPOBAHHOM PEIKUME 0,7
40 | npueM DOKYMEHTOB OT HOJB30BaTesl, IIONCK U BKJIAJKa | OJIMH JOKYMEHT 1,0

KHIDKHOTO opMysipa

KOHch'IBTaIII/ISI IIOJIB30BaTCIIA:

oJHa
KOHCYJIbTAllHus
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Ne Hanmenosanue nponecca, onepauun. Cocras Enununa Hopma
n/n padoThI H3MepeHHs BpeMet,
MMUH.
1 2 3 4
41 | mo paboTe ¢ KapTOYHBIM KaTaJIOTOM 7,0
42 | mo paboTe c 3JeKTPOHHBIM KaTaJIOroM 8,0
43 | mo skciuryaTanmu TH(IOMarHUTOGOHOB, THQIOMIEHI- 10,0
IJICEPOB
44 | mo oSKCIUlyaTalldM aJaliTUBHBIX THQIOTEXHUIECKHX 20,0
CPEJICTB U IPOTrPaMM
45 | mo  JKCIUTyaTallid  KOMOBIOTEPHOM  TEXHHKH U 20,0
MIPOrpaMMHOTI0 00eCcIeUeHuUs
Pabota c urenom:
46 | npenBapuTeNbHAs 3aMUCH I10JIB30BATENS K YTEIY OJIHA 3aIUCh 1,0
47 | mouck, odopmieHHe NOKyMEHTa JUIi  BBIIAYA | OJUH JOKYMEHT 5,0
TI0JIH30BATEIO
48 | yreHHe TEKCTa OJIHA CTPaHHUILIA 5,0
(popmar A4)
49 | NIpOYUTHIBAHUE TEXHUYECKOIO W JPYIHX CICHHATBHBIX 1000 3nakoB 6,0
TEKCTOB Ha MATHHTHYIO JICHTY / TH(POBbIC HOCHTEIHN
Ot16op ¥ nmepenaya Ha BOCIIPOU3BEICHHE B CIICIIMATBHOM
¢dopmare (parMeHTOB IUIOCKONEUYATHHIX TOKYMCHTOB
(1o 3ampocy MoJIb30BATEIS):
50 | mpuem 3ampoca OT  IONb30BaTeNs, IOAOOPKA | OIHH JOKYMEHT 5,0
JIOKYMEHTOB, 0(OpMIICHHE 3aKa3a
51 | moaAroToBKa JOKYMEHTA K BOCIIPOU3BEIACHUIO OJiHa CTpaHuLA 2,0
3.11. BrecranuoHapHoe 00CITy>KHBaHHE HOJIB30BATEIECH
Tabmuma 52
Ne Haumenosanue npounecca, onepanuu. Cocras Enunnna Hopma
n/n padoThI H3MepeHH s BpeMCHH,
MHH.

1 2 3 4
Haomuoe o6¢cmy)iBaHue N0JIb30BATENIEH!

1 |mpmem 3akasa OT TOJB30BaTeNs MO Teneowy, OJIVH 33Ka3 4,0
odopMIICHHE 3aKa3a
ITounck u3 hoHAa KOMIUIEKTa JOKYMEHTOB: OIUH KOMIUIEKT

2 | U3daHu, HarleyaTaHHbIE penbe(hHO-TOYEUHBIM 15,0
mpudTom (10—15 KHHT U3 KOMILIEKTA)

3 | «roBopsIME)» KHUTH Ha KacceTax (5 Ha3BaHMH) 10,0

4 | u3paHus Ha NEQPPOBLIX HOCUTENMX HHGOPMALUH (JUICKH, 6,0
¢rem-kapThl) (5 Ha3BaHUI)

5 | oTMeTKa 0 BhIaue JOKYMEHTA B KHHXKHOM (popmyJispe OJIUH JOKYMEHT 0,7
Ot1MeTKa 0 BhIaue / HpueMe JOKYMEHTOB B (OpMyJApe | OIUH AOKYMEHT
TOJIb30BATEIS:

6 | B pydHOM pEXHUME 1,0
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Ne HaumenoBanue npouecca, onepanuu. Cocras Eannnna Hopma
n/n padoThI H3MEpEeHUs Bpemeni,
MHH.
1 2 3 4
7 | B aBTOMaTH3MpPOBAHHOM PEXKUME 0,7
8 | moAroToBKa JOKYMEHTOB K OTIIPABKE; COPTHPOBKA IIO OJTUH 3aKa3 15,0
BUJAM W3/1aHuH’, yIIaKOBKa, odopMIIeHHE
TPaHCIIOPTHOrO JIMCTA, IIOIPY3Ka; COIVIACOBAaHHE C
I0JIb30BaTEJIEM IO TeIe(OHY, JOCTaBKa 3aKa3a
9 | nopwmeM JOKYMEHTOB OT TMOJIB30BAaTeNsd; BBIIPY3Ka, OJIMH 3aKa3 8,0
pacIaKoBKa, IIOMCK W BKJIaJiKa KHIXKHOrO Gopmyiisipa
IIpoBepka JOKyMEHTOB Tiepejl OTIIPaBKOH / IPHEMOM Ha | OIMH JOKyMCHT
COOTBETCTBHE M OTCYTCTBHE Ne(eKTOB:
10 | uznanus, HaleyaTaHHBIE penbeHO-TOUEUHBIM 1,0
mpudTOoM
11 | «roBOpsIIME» KHUTH Ha KacceTax 6,0
12 | u3panus Ha HEAPOBBIX HOCUTENAX HHOOPMAIHUHY (IUCKH, 1,0
(bnem-KapThl)
ITpoanenue cpoka MoJIb30BaHHUA JOKYMEHTAMM: OJIWH JIOKYMEHT
13 | B py4HOM peKUME 2,0
14 | B aBTOMaTH3UPOBAHHOM PEIKUME 0,7
OGcny)XdBaHHE — TONB30BaTeNiell B OHONMOTEYHBIX
MTyHKTaX:
15 | mogroroBka H  3aKIIOYEHHWE  JOTOBOpa  MEXAY | OJUH JOTOBOP 300,0
OubiMoTeKOH W opraHm3anueii, rae  Oyzer
OCYIIECTRIIATHCS BHECTAIMOHAPHOE O0CIIY)KHBAHUE
Odopmitenue popmyiispa 6UOIMOTEUHOTO MYHKTA. ouH (HopMyJIsIp
16 | B py4HOM pEXUME 7,0
17 | B aBTOMaTU3MPOBAHHOM PEKHUME 6,0
18 | opopmiienne mamkd ¢ JDOKyMEHTaMH  (JOTOBOD, OJIHA TIaIKa 15,0
JIOBEPEHHOCTD Ha MOJYYCHUE KHUT, OTYETHI)
19 | cocrapnenne cxembl pa3MemICHHS OHOIMOTEYHBIX 0JlHA CXeMa 120,0
ITYHKTOB [0 TEPPUTOPUSIM
20 | coctaBneHue rpaduka oOMeHa JIOKYMEHTOB, oxuH rpadux 20,0
HaxOJ(AIMXCA B OMOIMOTEUHBIX TYHKTaX
21 | coctaBneHue IUiaHa METOIHYCCKOM TIOMOIIH OIMH ILIaHa 60,0
O6ubIMOoTEKAPAM-001ECTBCHHUKAM
Brrgaua jokyMeHTOB B OMOIMOTEYHBIM MyHKT:
ITomrotoBka ¥ pacmedaTka CHOUCKa JOKyMEHTOB, OJIUH CITUCOK
npeJHa3HAYeHHBIX JUIA  BHJaYM  OHONIHOTEUHOMY
MYHKTY:
22 | 20 JOKYMEHTOB 30,0
23 | 40 nOKyMEHTOB 60,0
24 | 100 noxymeHTOB 120,0
IToxGopka u3 GoHAa MO cHMCKY / 3asiBKe KOMIUIEKTOB | OJHH JOKYMEHT
JIOKYMEHTOB pa3JInYHbIX (opMaToB:
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Ne HanmenoBanue npounecca, onepanuu. Cocras Enxynanna Hopuma
n/n padoThI H3MepEeHHs BpemMen,
MHH.
1 2 3 4

25 | u3nanus, HaIreyaTaHHbIC pebepHO-TOUECUHBIM 3,0
mpuTOM

26 | «roBOpsIIME» KHUTH Ha KACCETAX 2,0

27 | u3naHus Ha (UQPOBBIX HOCHTEISIX HHPOPMAIUH (JIMCKH, 1,0
(bnem-kapThl)

28 | u3manud, Hane4YaTaHHBIE TUIOCKOIIEYaTHEIM, B TOM YHUCJIC 1,0
YKPYIHEHHBIM MIPU(TOM
CaepKa JIOKyMEHTOB CO CIIUCKOM / 3asBKOH W IIPOBEPKA | OJMH JOKYMEHT
JOKYMEHTOB Iepell BblAaued Ha COOTBETCTBHE U
OTCYTCTBHE NE(EKTOB:

29 | uzpanus, HareyaTaHHbIE perbeHO-TOUECUHBIM 1,0
mpupTOM

30 | «roBopsIIue» KHUTH HA KacceTax 6,0

31 | m3ganus Ha HHQPOBBIX HOCHTENSIX HHYOPMAITUHK (JUCKH, 1,0
¢rem-kapTs)

32 | u3naHus, Hale4YaTaHHEIS IIJIOCKOMEYAaTHBIM, B TOM YHCIIE 0,8
yKPYIMHEHHBIM MpudTOM

33 | COPTHpOBKA MO BHAAM H3JaHMH, OTMETKA O BbIIAY€ | OJMH JOKYMEHT 1,0
JOKYMEHTA B KHIDKHOM (popMyJIsipe
OTMmeTKa 0 BbIIa4€ JOKYMEHTOB! OJIMH JIOKYMEHT

34 | B py4HOM pexXUME 1,0

35 | B aBTOMAaTH3WPOBAaHHOM PEXUME 0,7

36 | paccTaHOBKa KHIDKHBIX (GOPMYIIPOB B KapTOTEKY | OJMH GOPMYISp 1,0
WHIMKaTopa

37 | moaroroBka JOKYMEHTOB K OTIIpaBKe; YIAKOBKA, | OJUH KOMIUIEKT 30,0
COCTaBJICHUE OIVCH, IIOTpy3Ka

38 | orMeTka 06 OTIpaBKeE 3aKa3a B XKypHaAJIC PErUCTPALHH 0JIHA 3alHACh 2,0

39 | onoselenue aboHeHTa 00 OTIIPABKE 3aKasa OJIUH aDOHEHT 1,0
ITprem 1OKyMEHTOB H3 OMOIMOTEYHOrO IIYHKTA!

40 | pacnakoBKa ITOCBUIKHM, COPTHPOBKAa JIOKYMEHTOB IO | O/HA MOCBLIKA 3,0
BUJAM U3JaHUN
[IpoBepka BO3BpAIllEHHbIX JIOKyMEHTOB HAa | OJIMH JIOKyMEHT
COOTBETCTBHE, KOMILIEKTHOCTD, OTCYTCTBHE 1€(EKTOB:

41 | u3ganus, HareyaTaHHBIC penbehHO-TOUEUHBIM 1,0
mpudTomM

42 | «rOoBOpAIIME)» KHUTH Ha KacceTax 6,0

43 | m3nanus Ha MEAPOBHIX HOCUTENSAX HHGOPMAIIUH (JIUCKH, 1,0
(em-kapTh)

44 | ¥U3[laHus, HanieyaTaHHbIE INIOCKOIIEYATHLIM, B TOM YHCIIE 0,8
YKPYIHEHHBIM IIPH(TOM

45 | copTHpOBKa JIOKYMEHTOB IO BHJaM H3JIaHMM, IHOMCK ¥ | OJMH JOKYMEHT 1,0

BKJIaJIKa KHIDKHBIX (OpMYIISpOB
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Ne HaunmenoBanue npounecca, onepanuu. Cocras Ennnunna Hopuma
n/n padoThI H3MepeHns Bpement,
MMHH.
1 2 3 4
OTMeTKa 0 mprueMe JOKYMEHTOB: OJIMH JJOKYMEHT
46 | B py4HOM DEXHNME 1,0
47 | B aBTOMAaTH3UPOBAHHOM PEKUME 0,7
48 | omoBerneHrue aOOHEHTA O IPHUEME JOKYMEHTOB oJIH aDOHEHT 1,0
49 | otMeTka 00 0OMEHE JOKYMEHTOB B JTHEBHUKE OT/IEa OJIHA 3aIIUCh 1,0
3aouHOE 00CTYKHBaHUE TOIb30BATEICH
Odopmnenue JIOKYMEHTOB Ha 00CIIy’)KHBaHHE
aDOHEHTOB:!
50 | mpueM 3asBKkH OT aboOHEHTa Ha OOCIyXHBaHHE, OJIHa 3as1BKa 5,0
MIOATOTOBKA ITaKeTa JOKYMEHTOB K OTIIPaBKe
Odopmienue dopmynspa aboHEHTA: onuH GopMyIIsp
51 | B py4HOM peXHME 6,0
52 | B aBTOMaTH3UPOBAHHOM PEKUME 7,0
BrIaya JOKyMeHTOB a0OHEHTaM
[MogGopka u3 ¢onma no 3akazy abOHEHTA NOKYMEHTOB | OJHUH JOKYMCHT
pa3nuuHbIX PopMaTOB:
53 | mznanus, HalreyaTaHHbIE penbepHO-TOYEUHBIM 3,0
mpupTOM
54 | «roBopsIIME) KHUTH Ha KacceTax 2,0
55 | u3manus Ha UAGPOBHIX HOCUTEINSIX HHPOPMALMH (JHUCKH, 1,0
(bneni-kapThl)
56 | uznaHud, Hale4aTaHHbBIE MJIOCKOIIEYATHBIM, B TOM YHCIE 1,0
YKPYITHEHHBIM TIPHUGTOM
CBepka [TOKYMECHTOB €O  CHOHUCKOM M IIPOBEPKA | OJHUH JOKYMEHT
JOKYMEHTOB Tiepel Bblaueli Ha COOTBETCTBHE H
OTCYTCTBHE JIEHEKTOB:
57 | uznanus, HalrevyaTaHHbIE peibepHO-TOYEUHBIM 1,0
mpudTOM
58 | «roBopsimye» KHUTH HA KacceTax 6,0
59 | u3nanug Ha HEQPOBHIX HOCHTENSX MH(pOpManUy (IHUCKHY, 1,0
¢rem-kapThl) '
60 | u3naHus, HalleYaTaHHBIC INIOCKOIICYATHRIM, B TOM YHCIIE 0,8
YKPYIMHEHHBIM HIPUGTOM
61 | oTMeTKa 0 BbIIadye JOKYMEHTA B KHH)KHOM (opMyJisipe OJIMH TOKYMEHT 0,7
OTMeTKa 0 BEIaue JOKYMEHTOB: OJIMH JAOKYMEHT
62 | B pyuHOM pEXHME 1,0
63 | B aBTOMaTU3UPOBAHHOM PEKUME 0,7
64 | paccTaHOBKa KHIDKHBIX (JOPMYJISIPOB B KAPTOTEKY oJiuH hopMyIIIp 1,0
65 | MOArOTOBKA JOKYMEHTOB K OTIpPABKE;, VYIIAKOBKA, | OJHH KOMILICKT 30,0
COCTaBJICHUE OMUCH, [TOTPY3Ka
66 | oTMeTKa 00 OTIIpaBKe 3aKa3a B )KypHAJIE pETUCTPaIii OJIHA 3aIIUCH 2,0
67 | onoBeienue aboHeHTa 00 OTIPABKE 3aKasa ojuH abOHEHT 1,0
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Ne HaumenoBanue npouecca, onepanun. Cocras Eannuna Hopma
n/n paGoTsl H3MepeHust Bpemen,
MHH.
1 2 3 4
ITprem 1OKyMEHTOB OT AOOHEHTOB:
68 | mpreM JOKYMEHTOB; COPTHPOBKA MIOCBUIOK IO aJpecaM, | OJHa IMOCBhLIKa 2,0
OTMETKA O IPUEME B XKYPHAJIC PETHCTPALIHH
69 | pacmakoBKa TIIOCBUIKH, COPTHPOBKA JOKYMEHTOB IIO | OJIHA IIOCBUIKA 3,0
BHJIaM H3JJaHuH
ITpoBepka BO3BpAIlICHHBIX JIOKYMEHTOB HA | OJUH JOKYMEHT
COOTBETCTBHE, KOMIUIEKTHOCTD, OTCYTCTBHE JE(PEKTOB!
70 | u3panus, HameyaTaHHbIC pebeHO-TOUESUHBIM 1,0
mprdToM
71 | «roBOpsIIIKE» KHUTH HA KacceTax 6,0
72 | u3pauus Ha HEGPOBBIX HOCUTEIISIX HHPOPMAINHU (JUCKH, 1,0
(eni-KapTel)
73 | u3maHug, Halle4aTaHHBIC INIOCKOIIEYATHBIM, B TOM YHCIIE 0,8
YKPYTHEHHBIM MPUPTOM
74 | copTHpOBKa JOKYMEHTOB IO BHMJAM H3JaHWUM, IOMCK U | OIMH JOKYMEHT 1,0
BKJIaJIKa KHIDKHBIX (OpMYJISIpOB
OTMeTKa 0 TpueMe TOKYMEHTOB: OJIUH JIOKYMEHT
75 | B py4HOM pEXMME 1,0
76 | B aBTOMaTH3UPOBAHHOM pEXUME 0,7
77 | omoBenieHre abOHEHTa O IPUEME JOKYMEHTOB 0JTiH a0OHEHT 1,0
78 | oTMeTKa 00 OOMEHe JOKYMEHTOB B JHEBHUKE OT/ENa OJIHA 3aIlUCh 1,0
3.12. Buyrpennss pabota
Tabmuma 53
Ne HauMeHnoBanue npounecca, onepanuu. Cocras Ennnuna Hopua
n/n padoThI H3MepeHus Bpement,
MHH.
1 2 3 4
IToaroToBka K BeLIQYE:
1 | moxBemenue HTOroB pPabOTHl 3a MPOWICHIUINN JEHB, €XXeHEBHO 15,0
3aIliCh B JTHEBHUKE
2 | paccranoBka (OpMYJIIPOB MOJIB30BaTeNe MO CpPoKaM, | OJHMH GopMyIIsp 1,0
1o andaBuUTy
3 | mogbopka JOKYMEHTOB II0 BHAAM H3JaHHWH 110 | OJWH JOKYMEHT 1,0
TIPEABAPHUTEIILHBIM 3aKa3aM MOJIb30BaTeNeH
IIpocMOTp HOBBIX NOCTYIUIEHMH [UIA PEKOMEHIALMH | OJUH JOKYMEHT
M0JIb30BATEIAM:
ra3eThl
5 | »ypHaibl, Hall€UaTAHHbIE IUIOCKONIEUaTHBIM IIPHPTOM
6 | )KypHaIBI, Hare¢yaTaHHBIC peibehHO-TOYEUHBIM
mpudTOM
7 | KHHIM, HalleYaTaHHbIE IUIOCKOMEeYaTHBIM PUGTOM
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Ne HaumeHoBanue nponecca, onepanun. Cocras Eannanna Hopua
n/u paboTsi H3MEpEeHHs BpemMeti,
MHH.
1 2 3 4
8 | KHHUrH, HaneYaTaHHBIE PENLEPHO-TOUCYHBIM MPUPTOM 2,0
9 | aynuoBM3yaJlbHBIC ~ M3/laHMs Ha  aHAJNOTOBBIX H 2,0
UG POBBIX HOCUTEILAX
10 | mpocMOTp ¥ HMONOJIHEHUE KHIKHBIX BBICTABOK, MOJIOK U | OJHMH JOKYMEHT 5,0
CTEJUIAKEH, OTKPBITBIX Ui CBOOOJHOIO JIOCTYIA
M0JIB30BATEIIEH
11 | moaroroBka pabo4ero Mecra €XeTHEBHO 15,0
Pa6oTa ¢ dopMyIisspoM IOJIB30BATEIS:
12 | ananu3  QopMynspoB  Iojib3oBarenei, BBIABICHHE | OXHH QOPMYILIp 20,0
YHTATEILCKUX UHTEPECOB
13 | 3amuce B GopMmynsape MNONB30BaTeNss O pe3ylbTaTax | OXMH pOpMYJp 3,0
aHaIM3a YTEHHUS 33 ONpee/ICHHBINA IEPHOL
14 | cocTaBjeHHE KapTOTEKN YATATEIbCKHX HHTECPSCOB OJIHA KapTo4Ka 3,0
15 | 3anuch B QHEBHHMKE OMOIHOTEKaps O JMHAMMKE YTCHHS OJIHA 3aIACh 2,0
¥ HHTEpecax MoJb30BaTeic (TPyITb! MONb30BATENIEH)
Pabora ¢  10JdB30BaTENsIMH,  HE BO3BPATHBIIMMH
JIOKYMEHTBI B CPOK:
16 | mpocvotp M orT60p (GOPMYISpOB HONB30BaTENeH, HE | OMMH GOPMYISP 2,0
BO3BPATHBIIHNX JOKYMEHTBI B CPOK
WsBemende  MONb30BaTeNs, HE  BO3BPATUBILNETO | OJMH (GOPMYJIAp
JOKYMEHTBI B CpOK; OTMETKa JaThl HallOMHHAHHS
B (hopMyJIsIpe NOJb30BATENS:
17 | ycrro (1o TenedoHy) 3,0
18 | muceMeHHO — Yepe3  MOYTOBOE  OTACACHHE — WK 3,0
9JIEKTPOHHYIO TTOYTY
19 | ynamenme w3 0Ga3bl NaHHBIX CBEJICHUW O 3aHATOCTH | OJHMH JOKYMEHT 0,7
BO3BpAINCHHBIX JTOKYMEHTOB
ITprueM JOKYMEHTOB B3aM€EH YTEPAHHBIX:
20 | mpocMOTp M OIIEHKAa JIOKyMEHTA, TPEUIONKESHHOIO | OJMH JOKYMEHT 3,0
B3aMEH YTEPSIHHOTO
21 |3ammcsy o  3amMeHe  JOKyMeHTa B QOpMyJsipe | OJUH JOKYMEHT 2,0
HOJIL30BATENS, B TETPATH ydeTa JOKYMEHTOB, IIPUHATHIX
B3aMEH YTEPSHHBIX
Pabota c oTkazamu:
22 | 3amonHeHHe KapTOYKH HA OTKA3 ¢ yKa3aHHWEM NMPHYAHBL |  OJHA KapTO4Ka 4,0
paccTaHOBKa KapTOUYeK B KAPTOTEKY OTKA30B
23 | ananu3 OTKAa30B, ITOATOTOBKA crucka Ha OJIMH OTKa3 8.0

JIOKOMIIJIEKTOBaHME (POoHIA
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3.13. O6cayxuBanue 1Mo MexoudiuoTeanomy abonementy (MBA)

Tabmuna 54
Ne HaumenoBanue nponecca, onepanuu. Cocras Enununa Hopuma
n/n padoThI H3MepeHun BpeMEeH,
MHUH.
1 2 3 4
O6cayxuBaHue  WHAMBUIYAIbHBIX  I10JIb30BaTelei
6ubmotexu no MBA:
1 | perucrpargyst MONB30BaTEN, OJIb3Yyomerocs MbA OvH 2,0
T10JIL30BaTellb
2 | 3amonHeHue OJlaHKa-3aKa3a OJUH 3aKa3 3,0
3 | yrouHeHHe YyKa3aHHBIX IIONIB30BATENIEM CBEACHHM O OJIWH 3aKa3 2,0
3aKa3aHHOM JOKYMEHTE, LeJsIX 3alpoca, HCTOYHHUKE,
OTKY]la OJyUEHBI CBEACHUS
bubmuorpaduueckas mopaboTka 3akaza; yTOYHEHHE OJIMH 3aKa3
6ubnHorpadguuecKuX CBEICHUM:
4 | mo cpaBOYHBIM H3JaHUSIM U3 (oHAa OHOINOTEKH 10,0
5 | mpe OMOIIM BHYTPSHHUX ¥ BHEIIHUX 0a3 JaHHBIX 5,0
6 | mpoBepka HaTWYMS 3aIpallMBacMOro JOKYMEHTa B | OJUH JJOKYMEHT 12,0
O6ubMMoTEKaX, B TOM YHCIIE IT0 CBOJAHBIM KaTajioram
7 | 3amuch cBejeHmMit O HampaBlIeHHH 3akaza mo MBA OJIMH 3aKa3 2,0
(HauMeHOBaHWe OHONMHMOTEKU, JaTa); OTIPABKa 3aKa3a B
OMOIMOTEKY, MMEIONTYIO 3allPAlTMBAaEMbIA JOKYMEHT
8 | mepememenne OnaHka-3aKaza B KapTOTEKy 3aIpocoB | OJHO TpeboBaHWe 0,5
nois3oBareieit Mo MBA 3a pazzmenurens «3ampocsl 1Mo
MBA, HaripaBicHHbIC B JpyrHe ONOINOTEKH
9 | mpuem nokymeHTa, npuciaanHoro no MbA OIWH JOKYMEHT 4,0
10 | u3BelIeHHE MOJH30BATENS O MOJIYYEHHMH 3alPOLICHHOTO OIuH 2,0
JIOKYMEHTA U CPOKaX €ro NoJb30BaHUs 0JIH30BATEIb
11 | Bbimaya moyp30BaTeai0  HONyYeHHbBIX 1o MDA | OIMH JOKYMEHT 2,0
JOKYMEHTOB B YMTAJIBHOM 3ajle; CBEPKa BBIIaBacMOIO
JOKYMEHTa ¢ OJIAHKOM-3aKa30M, IPOBEPKA COCTOSHUS
JIOKYMEHTA, OTMETKA O BbLIAYE
12 | mpueM AOKyMEHTa OT [OJIL30BATENs; CBEPKA JOKYMCHTA | OAMH JOKYMEHT 1,0
¢ OnaHkoMm-3aka3za, IIPOBEpKa COCTOSHHUS JOKYMEHTA,
OTMETKA O NpUeMe, [OMEIIeHHue JOKyMeHTa B
CHEIHAILHO BBIJIEJICHHOE MECTO
13 | u3BneueHre OnaHKa-3aKasa M3 KapTOTEKH, OTMETKa 00 OJIH JINCTOK 1,5
OTIIpaBKe JOKYMEHTa (JaTta, HOMEp IIOYTOBOIO TpeOOBaHUA
OTIHpaBJICHNs); TMEpecTaHoBKa JIMCTKAa M3  pasjena
«[loxyuenaste mno MDBA  wm3maHus» B pasgen
«Bo3Bpaniennas aMreparypa»
14 | moaroroBka MIOKYMEHTOB K OTIpaBKE B OHOIMOTEKY OJIMH 3aKa3 5,0
doHOoAepKaTEIb;, YHIAKOBKAa 3aKa3a, IPOCTABJICHHC
mramna  «[loura  ciembix», HaMCaHWE  aJpeca,
COCTAaBJICHUE OIIUCH
15 | pabota ¢ OTKazamu; MpH MOJIYyYCHHH M3BELIEHHS 00 OJIMH 3aKa3 4,0

OTKa3¢ HUJIM 3aJCPXKKE BBIINOJHCHUSA 3aIIpOoCa YKa3aHuC B
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Haumenosanue npouecca, onepanuu. Cocras
padoThI

Eaununa
H3MepeHusi

Hopma
BpEMeHH,
MHH.

2

3

4

OnaHke-3aKaze Ha OOOPOTHON CTOPOHE IPWUYHHBI U JAThI
OTKa3a, IIEPEeCTaHOBKAa €ro M3 pazjiena «3ampochl IO
MBA, nanpaBnenHbie B Jpyrue OHOIMOTEKH» B pasfen
«OTtka3bl o MBA»; coob1enre B OTJIeNl 00CITy)KUBaHUs
0 MOJIYYeHMH OTKa3a (fata, IpruiuHa)

O6cnyxuBanue aboHeHToB 10 MBA: cBepka 10
KaproTeke aOOHEHTOB HOoMepa abOHEHTa Ha OnaHKe-
3aKa3e opraHu3aluu

Opraauzanyst abOHHPYETCs:

OJIMH 3aKa3

16

IIPOCTaBJICHHE HOMepa Ha OjaHKe-3aKa3e, CBEpKa
azpeca, Ha3BaHHSA OpraHM3aIuH, bamuun
oTBeTcTBeHHOro 1Mo MBA (BHeceHHE W3MEHEHMH B
KapTOUKH)

4,0

AGoHEHT 00paTIICs B TEKYIIEM 'Oy BIIEPBBIE:

OIHMH a0OHEHT

17

OPOCTaBJICHHEC B KapTOYKe TroJa OOpalieHus, AaThl,
odopmieHure aboOHEHTa

1,0

Opraanzanus panee He a0OHUPOBAJIACH:

0o/IuH aOOHEHT

18

MpUCBOCHHE abOHEHTY HOMeEpa, 3allQJIHEHUE KapTOYKH
peructpamuu aboHeHTa MBA wm ¢dopmyrisp, ykazaHue
MOJHOTO HAWNM