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TunoBble oTpac/jieBble HOPMbI TPYAa Ha padoThlI,
BBINOJIHsIeMble B On0inoTeKax

I. BBoauas dacrth

TumoBsle oTpacieBble HOPMBI Tpyda Ha paboOThl, BBINOJHIEMBIE B
OubnuoTrekax, pa3pabOTaHBkl B COOTBETCTBUM C nmyHKToM 2 IlpaBun paspaboTku u
yTBEpXOEHHUS  TUIIOBBIX  HOPM  TPyJa, YTBEPXIEHHBIX  MOCTAHOBJIEHHEM
ITpaBurenscrBa Poccuiickoit Pepepanmu ot 11.11.2002 Ne 804 (Cobpanue
3akoHomarenscTBa Poccutickont @enepauuu, 2002, No 46, ct. 4583), B memsx
peanuzauuy nyHkta 4 pasgena V IlnaHa MeponpusTUd («OOPOXXHOHW KapThD»)
«3MeHeHHsT B OTpacisx COLUMalbHOW cdepbl, HalpaBieHHble Ha MOBbLILIEHUE
3pPEeKTUBHOCTH chepsrl KYJBTYPBI», YTBEPXKIECHHOIO pacrnopshKeHueM
ITpaButenscrBa Poccuiickoit ®epepauvu ot 28.12.2012 Ne 2606-p (Cobpanme
3akoHonarenscTBa Poccuiickoit ®emepamuu, 2013, Ne 2, ct. 137; 2014, No 19,
cr. 2470), u npenHasHaudeHsl st GOPMUPOBAHHS OOOCHOBAHHBIX ONTHMAIBHBIX
mokazaTrenedl  TPYNOEMKOCTH  BBIIONHEHHST  pabOoT B TOCYHapCTBEHHBIX
(MyHULIMTIANBHBIX ) OMONIHOTEKAX, ONPENENEHUS IITATHON YUCIIEHHOCTH PabOTHHKOB,
BBIIAYM HOPMHPOBAHHBLIX 33JaHUM ¥ COOTHOIIEHWH MEXJy I[UIaHOBBIMH H

JIOTOBOPHBIMH pabOTaMHu.



I1. HopmaTusHas 4acThb

1. TunoBeie OTpaciieBbie HOPMBI TPYa Ha paboThI, BHITONHIEMBIE B TOCYAaPCTBEHHBIX
(MyHUIMNANBHEIX) OubnuoTexax (0e3 UCIOIb30BaHUS ABTOMATH3UPOBAHHBIX CHCTEM YIPABIECHUS

[IPOLIECCaMHU )

1.1. KomnnekroBanue 6ubnroreyroro Gponna

Tabnuna 1
Ne Enunnuna Hopwma
HaumenoBanmne npoiecca, onepanuu. Cocrap pa6oTsl BpeMEHH,
o/n H3MepeHus
MHH.
1 2 3 4
Texymee kommnekToBanue 6ubHoTeuHoro Gouma
IIpocmotp KHUTOU30AaTENIBCKOR U KHUATOTOPrOBOM
HHPOPMAITHH:
1 |opocMoTp KHUTOU3JaTENbCKON U KHUTOTOPrOBOM | OHA ITO3UIMSA 2,0
HHGOPMAIIUH
2 | mIpocMOTp HHPOpMAUUK OYKHMHACTHYECKUX ayKIIHOHOB OJiHa MTO3ULAA 2,0
Onpenenenue TemMbl U BHIOa OOKYMEHTA, TIOAJIEXKALIETO | OJIHA O3UIHA
0TOOpYy, BRIICHEHHE HEOOXOAUMOCTH IPHOOPETSHUS [UIS:
3 | HOKYMEHTOB, KHHT, MATEpUATIOB 5,2
4 | cTaponeyaTHBIX ¥ PYKOIMCHBIX TOKYMEHTOB 10,0
OnpeneneHue HK3eMIUISIPHOCTH 3aKasa: O/1Ha MO3ULMA
S | ang noapasaencHun 0,89
6 |nns OuONHOTEKH B LIEIOM 1,6
OdopMmienue 3axasa; yka3aHue 3K3eMILUIIPHOCTH, CTOUMOCTH |  OOMH 3aKa3
3aKa3a, AaThl
KonyyecTBo 3aKka3aHHbIX Ha3BaHUM:
7 1-15 40,0
8 |16-25 65,0
9 {26-75 196,0
10 |76 - 100 261,0
11 | odbopMiIeHHME 3aKa3a Ha 3apyDeXXHBIE JOKYMEHTEI ouH 82,0
JIOKYMEHT
12 |moAroToBka COHCKa OOKYMEHTOB, IIpelUlaraéMbIX K| OJHO Ha3BaHHE 26,0
MEXIYHapOOHOMY KHUrooOMeHy, CBepKa CHHCKa C
KaTaJIoroM
13 |cocTaBneHnHe KapTO4YKHM [UIS KapTOTEKHM OpraHM3allMi- | OfHA KapTovKa 6,0
MapTHEPOB; YyKa3aHWE Ha3BaHWs OpraHu3aldi, azpeca,
Ha3BaHUs OOMEHUBAEMBIX JOKYMEHTOB
Pabota B aBroMaTu3npoBanHoii cucreme (AC):
14 | BBOJ 3aKaza TEKYyLIETO KOMIUIEKTOBaHUS B 0a3y naHabiX AC | 01HO Ha3BaHUE 4,6
15 | penakTupoBaHWE BBEINECHHBIX B 0a3y MaHHBIX CBEJEHWH O | OJHO Ha3BaHUE 2,5
3aKase
16 |BEIBOA Ha MPUHTEP AAHHBLIX TEKYLIEro KOMIIEKTOBAHUS, OVH 1,6
pacneuarka JIOKYMEHT
17 | Benenue peecTpa nocraBukos B AC OJlHa TTO3ULHU 8,3




Ne Eannnna Hopwma 1
Haunmenopanue npouecca, onepauun. Cocras paboThl BpPEMeHH,
n/n H3MepeHHA
MHH.
1 2 3 4
Benenue xapToTeKu TEKYILETO KOMILIEKTOBAHUS:
18 |cocTaBneHWe KapTOYKY, YyKa3aHHME aBTOpa, 3arjiaBys, | OHa KapTouka 4,5
BBIXOJHBIX JaHHBIX, PETHUCTPAIIMOHHOIO HOMEpPa
19 |nmepeHeceHne CBeNEHMH O 3aKka3e Ha KapTOYKHM; yKa3zaHME | OJHA KapTodka 1,0
9K3EMIUIIPHOCTH 3aka3a, paclpefeNeHue MO CTPYKTYPHBIM
NIO/Ipa3fieICHUIM
20 |mopbop xaprouku mno andaBUTy [UIS PAcCCTaHOBKM B| OJHAa KapTOdKa 0,4
KapTOTEKy TEKyIIEro KOMINIEKTOBAHUS
21 |paccraHOBKa KapToykud B andasure (aMmimuii aBTOPOB, | OJHa KapTO4Ka 1,0
3arJIaBMH B KapTOTEKY TEKYIUEr0 KOMILJIEKTOBAHUS
OdopmiieHre MOANUCKH Ha IEPUOINIECKUE U3TAHUS:
22 | BHIOOp Ha3BaHUs MIEPUOUYECKUX U3JIAHUHN I TOAITUCKH OIHO Ha3BaHHE 2,7
23 | cbop 3asBOK OT monpasfencHuil OUONMOTEKU NI TONIUCKY | OJIHA 3asBKa 1,5
Ha IICpUOANYECKHE U3TAHUS
24 |cBepka pacredyaTKH CIMCKOB  YCIOBHO  3aKa3aHHBIX | OHO Ha3BaHUE 1,7
IEPUOAMYECKMX M3NaHUM ¢ KapTOTEKOH 3aKa3oB, BHECCHUE
H3MEHEHH B pacl€4yaTKd CIIUCKOB
25 |cBepka 3aka3za TEeKYIIEero roja Ha IepHOAMYECKUE U3aHUs C | ONHO Ha3BaHUE 2,4
MOANKCKON NMpenbIAyIero rojia i BBIIBICHUS U3MEHEHUHA
B Ha3BaHWAX;, BHECEHUE U3MEHEHHM TaHHBIX
26 |cBepka BBIXOJIHBIX [JAHHBIX BIEPBBIE  3aKa3bIBAEMBIX | ONHO HAa3BaHUE 13,5
3apyOeXHBIX IEPUOIUYECKIX W3IaHAN C
O6ubnuorpaduuecKMMKU  CHPAaBOYHMKAMH W JOPYTHUMH
“HPOPMAaIOHHBIMI UCTOYHUKAMHU
27 |obopminenne 3akaza Ha IIOAMUCKY;, IIOJCYET CTOMMOCTH | OIHH 3aKa3 8,4
HOANMCKHA C Y4YETOM JIOCTaBKHM; 3allOJIHEHWE KBUTAHLIMH
abOHEMEHTa Ha MEPUONUYECKOE H3JaHNe
28 |cocraBieHne pPErMCTPAllMOHHOM KapTOYKM JUIs KapTOTEKH | OJlHA KapTOyKa 4,5
NEPUOAMYECKUX U3TaHUHA
Pabota B aBTOMaTH3MpOBaHHOM pexume (AC):
29 |BBOJ 3aKa3a Ha IePHOJUYECKUE U3LaHUs B 6a3y AaHHBIX OJlHa KapTOyKa 3,5
30 | BBIBOJ Ha 3KpaH PETUCTPALMOHHON KapTOUKH, pacledaTKa OJIHA KapTOYKa 1,8
31 |KOppexTupOBKa 3aKa3a: BBIBOA Ha OKpaH CIHCKa| OJHO Ha3BaHHE 1,8
[NEPUOJIHYECKUX U3/1aHUM; BHECEHHUE U3MEHECHUMN
IlonroroBka MOKYMEHTALMHM AJIs 3aKyIIKY H3TaHUH:
32 | ayKUMOHHAs JOKYMEHTALUS OIH KOMIUIEKT 480,0
33 | noKyMeHTauus AJist KOTUPOBOK OIMH KOMIUIEKT 400,0
34 | 1oroBOp / KOHTPAKT OIIMH KOMIIIEKT 240,0
35 | cocTaByieHHE TEXHUYECKOTO 3adaHus [l ayKIIMOoHAa OJINH KOMILJIEKT 240.,0
36 |cocTtaBlieHme CBOOHBIX TabiIUl W CHMUCKOB M3JAaHMN UL | OOKWH KOMITIEKT 360,0
TAMOXHY,  CONPOBOAUTENLHOM  HOKYMEHTAaUMH OIS J

MEXAYHAPOAHOTO IOYUTaMTa




N Hopma

° Enpnaunna
HaumenoBanne nponecca, onepanuu. Cocran padoThl BpeMeHu,

n/m u3MepeHus

MHH.

1 2 3 4
Ilepenucka ¢  KHUTOTOPTOBBIMM  OpPTraHM3alUSIMH U
M3aTeNbCTBAMHY, OMONHOTEKaMU, AAPUTEISIMHU

37 | cocTaBneHue, nevaTs TEKCTa MUCHMA (3arpoca, MPETEH3UHK),| ONHO NHMCHMO 10,2
perucTpanys B KHUTEC UCXOMAIIUX JTOKYMEHTOB (IIOCTaHOBKA
JaThl, NOPSOKOBOTO HOMEpa, YyKa3aHUE HauMEHOBaHMS
OpraHU3aLKHU, KPATKOE COJIEPKAHUE THCHMA)

38 | cocTaBieHue, neyaTth 6J1aro1apCTBEHHOTO NHCBEMA, | OJHO MUCHEMO 11,0
peructpanys B kaure Jlapos 6ubmuoTexu

39 |cocTaBieHue, NeYaTh MUChMA Ha IPeHBapUTENBHBIM 00CUYeT | OJHO IMHCBMO 5,2
W3aHMH, HOATOTOBJIEHHBIX K IPHOOPETEHUIO

40 |odopmnenne, oTmpaBKa 3aka3a W3NAOIIMM OpPraHU3aIusaM, | OIMH 3aKa3 3,1
pacIpoCTPaHUTEISIM

41 |aTpubylius ¥ COCTaBJICHHE 3aKIIOUCHUsS [UIs 3KCIIEPTHOM OJIH 360,0
KOMHCCHHY IIPY NOKYIIKE JOKYMEHTA JOKYMEHT
JoxomnnexroBanue OubauoTegHoro pouga:

42 |mepenucka ¢ JluccepTalluOHHBIMH COBETAaMU: COCTABIICHHE, | OJHA 3asiBKa 20,0
Habop TexkcTa mnuchMa (3ampoca, NPETEH3WHW) B Clydae
OTCYTCTBHUs 00513aTENBHOTO SK3EMILIIpa JOKYMEHTa B poHae

43 |momyueHWe 3asfBKM Ha INpuHoOpeTenHe [TOKYMEHTOB OT| OJHA 3asBKa 2,6
IIOAPa3AECICHUA

44 | cBepka 3aaBKu C «ba30il JaHHBIX 3aKazay OIHO Ha3BaHUE 2,0

45 |mpocMOTp KapTOTEKH HEYAOBIETBOPEHHOTO CIpPOCA; aHANU3 OJTUH 3,0
OTKa30B JUISI BEIIBIICHUS OTCYTCTBYIOIIMX JOKYMEHTOB JOKYMEHT

46 |coctaBnenue Oubnuorpaguueckod  3amWCH;  yKa3aHHUE | OJ(HA KapTO4Ka 3,6
KOJIMYECTBA 9K3EMILIIPOB ¥ CUIJIOB IOIpa3ACICHUN
OT6op  DNEeKTPOHHBIX  W3JaHWH IS 3NEKTPOHHOH
oubnuorexu (Ob):

47 |otbop ¢aiya no cnouckam npeanoxeHud nnga OB, mpoBepka | OIHO Ha3BaHUE 3,0
Ha  JayONeTHOCTh, IIpOBENEHHE CBEpPKM  3alUCH C
JIEKTPOHHBIM Kartanorom (9K)

48 |mpoBepka  JIETUTMMHOCTH  pa3MEIEHHs  SJIEKTPOHHOIO | OJJHO Ha3BaHHE 10,0
JIOKyMeHTa B Db
Ot60p ceTeBbIx ynaneHHbIX pecypcos (CYP):

49 | mpocMOTp KHUTOU3JAaTeNIbCKOR u KHUTOTOPTOBO# | OJMH pecype 2,0
uHGOpMAIUN

50 |ompeneneHue TeMBl pecypca, COCTaBa, YCJIOBHUM [OCTyma,| OJUH pecypc 90,0
CO3/IaHWe NEPBUYHOMN 3alMCH B IAaCNIOpTe pecypca

51 |opraguzanus mpoBeneHus TecTtoBoro gocryna k CYP OZIVH pecypc 860,0

52 |3amojiHEHUe IMCTa TECTUPOBAHUA OJTUH pecypc 420,0

53 | BKIrOUECHHUE 3a4BKH B JJIEKTPOHHBIN yKaszaTesk 3aKasa O[lHA KapTOYKa 0,26

Ot16op NOXKYMEHTOB U3 OOMEHHBIX (GOHIOB OMOIMOTEK A
JOKOMIUIEKTOBAHUS!




Hopma
Ne Epumanna
HanmenoBanne nponecca, onepanun. Cocrap pa6oTsi BPeMeHH,
n/n u3Mepenust
MHH.
1 2 3 4
54 | IpoCMOTp CHMCKOB, KapTOTEK, KaTAIOrOB 0OOMEHHBIX QOHIOB | OTHO Ha3BaHUE 3,2
6ubnmorex, OoTOOP HYXHBIX JOKYMEHTOB, CBepKa C
KaTaJjoraMM M  KapToTeKaMH  cBoell  OubnmmoTexu;
COCTaBJICHHE CIHCKa Ha JOKYMEHTHI, OTOOpaHHBIE B
oOMeHHOM oHIe
KonuyecTBo 10KYMEHTOB, BKIIFOUEHHBIX B CIIMCOK:
55 |1 3,6
56 12-10 37,4
57 |11 - 25 87,7
58 126 - 50 197,0
CocraBnenue ONEPaTUBHOTO (Texyiiiero) iaHa
KOMIUIEKTOBAHHUS:
59 |ompeneneHue MEpPONPUATHH NO (OPMHUPOBAHHIO EOMHOTO| OIMH IUIaH 1044,0
¢oHma Ha TEKYIWH TOJ, OTBETCTBECHHBIX HCIIOJHUTENCH,
KOJIMYECTBEHHBIX moKazaresneu obnpema donna
(moctymuieHue, BEIOBITHE), HCTOYHUKOB IOCTYIUICHUS, CMETHI
pacxoioB
Odopmrerne maHa KOMIUIEKTOBaH#s B hopMe:
60 | Tabmuiy oIHa Tabaua 2,6
61 |kapToTexu OlHA KapTO4Ka 2,6
Pabora B aBTromMaruzupoanHoM pexxume (AC):
62 | BBOA I1aHa KOMILUTEKTOBaHuUs B 6a3y naHHbIX AC OIIWH ILIaH 1,1
63 | KoppekTHpoBKa 0a3bl JAaHHBIX; BHIBOJ Ha JKpaH, BHECEHUE OZlUH 1,6
U3MEHEHU N JOKYMEHT
1.2. IIpueM ¥ yyeT noCTyNUBINUX NOKYMEHTOB
Tabnuua 2
Ne Eqununa Hopma
n/n HaumenoBanne npouecca, onepanun. Cocras paboTsl EG— BPEMEHH,
MUH.
2 3 4
PacmakoBka / ymakoBka M3JaHui OJlHA TIayKa 2,5
2 |Pa3bop nOKYMEHTOB 0O BHJAM, s3bIKaM, HCTOYHHKAM | OJHO Ha3BaHUE 1,0
NOCTYIUICHUS
3 |IIpoBepka OoTCYTCTBUS OpaKOBaHHBIX 3K3EMILISIPOB OJIUH 1,0
9K3EMIULAP
[IpreM DOKYMEHTOB, HOCTYIHBIIUX C COIPOBOAHUTENHHBIM
JIOKYMEHTOM:
4 |nmpueM NOKYMEHTOB IO COIIPOBOAUTENBHBIM MaTepualiam OJIMH 2,8
(MECT perucTpaldy, CYET, HaKiaaHas, KOIHs 4eKa, akKT),| OK3EMILISP

nonbop wux 1o aidaBUTy aBTOPOB MM  3arjlaBHi,
OKCIEJIMIMOHHBIM HOMEPAM, CBEPKA C CONPOBOAMTENIHLHLIM
JIOKYMEHTOM, TPOCTaBJIEHUE II€Hbl Ha U3JAHUM, [OJACUET
Yyciia 9K3eMILIPOB, 00LIEeH CTOUMOCTH




N HopmaT
0 Enununa
HaumenoBanue npouecca, onepanun. Cocras paboTsl BpeMeHH,
n/n H3MepeHus
MMH.
1 2 3 4
S |mpuem PYKOIIMCHBIX KHWT, TTOCTYTIUBUINX c OJIVH 30,0
COIIPOBOIUTENHHBIM JOKYMEHTOM JIOKYMEHT
[puem muccepranuit:
6 | HOCTYIMBIIHX C CONpPOBOAUTENBHBIM NHUCHMOM U3 | OAUH JOKYMEHT 21,0
J¥ccepTalmoHHEIX COBETOB
7 |IOCTYNHBIUMX C  CONPOBOIMWTENBHBIM  ITHCBMOM U3 | OHH JIOKYMEHT 6,6
SKCIEAUINU
8 |mpueM aBTOpedepaTroB mUCCEPTAMU, MOCTYNUBIINX  C | OJUH JOKYMEHT 1,3
COIIPOBOAMTENBHBIM MUCEMOM U3 KCIEAULINN
[Tpuem JIIOKYMEHTOB, TIOCTYTIHBIIHX 6e3
COIIPOBOTUTENLHBIX NOKYMEHTOB:
9 |mpoBepxka Ha  ayONETHOCTH, TPOBEACHUE  OLEHKH | OAMH JOKYMEHT 3,1
JIOKYMEHTOB
10 |cocTaBnenue akTa Ha IpUeM JOKYMEHTOB OJTHO Ha3BaHUE 1,0
IlpueM  pYKONWCHBIX  KHUT,  IOCTynuBHIMX  Oe3
COIIPOBOJUTENBHBIX JOKYMEHTOR!
11 |cocraBneHwe akTa Ha TIPUEM PYKONMCHBIX KHUT U |OIWUH JOKYMEHT 0,1
IOKYMEHTOB
12 |npoBepka Ha Hamuuue OJU3KUX O BPEMEHM W TEMAaTHKE| OJIHA 3alHCh 10,8
PYKOIUCHBIX KHUI W JHOKymMeHTOB B ¢onaax HWOP mo
CIIy)XeOHOMY, anaBUTHOMY, YUETHOMY KaTajory
IIpoBeneHuEe SKCHEPTU3BI U OIEHKH PYKOIHMCHBIX KHUI U | OJUH JOKYMEHT
JOKYMEHTOB:
13 | opouHapHo 600,0
14 | MOBBIIEHHOH CIIOXXHOCTH 1200,0
15 |Ha HHOCTpAHHBIX SI3BIKAX 1200,0
16 | xaprorpaduueckoro MaTepuaia 1200,0
17 | My3BIKaNBHOTO COAEPKAHHUSL 1200,0
18 | pyxomuceii ¢ rpaBrOpaMu U H30MaTepuaiaMy 1200,0
19 | nmpoBeneHue NepBUUHON aTpHOYIIUN JTOKYMEHTOB (PEAKUX H | ONMH JOKYMEHT 10,0
UEHHBIX KHHUT), OTOOp B COOTBETCTBHMH C IpoduieM
KOMIUIEKTOBaHUS ¥ paclpefelieHue no noadoHIaM H
KOJUIEKIMSIM
20 |mpocTaHOBKA IUTeMIie]s Ha 000pOoTe THUTYIBHOIO JHUCTA U OlUH 0,26
Ha 17-% cTpaHuIe TOKYMEHTa 9K3eMILISP
2] |mpocTaHOBKA pETMCTPALIMOHHOTO HOMEpa Ha JOKYMEHT OIlMH 0,26
OK3EMILILIP
22 |HakleuWBaHWE Ha JOKYMEHT METKH [ YCTPOWCTB OJlMH 1,2
paguoYacTOTHON UAeHTUDUKALUN 0OBEKTOB, |  IK3EMILIIP
aKTyaJIM3alysi METKA
23 |HaxJeuBaHUE LITPUX-KOJA Ha OOOPOT TUTYJIBHOIO JIMCTA U OIMH 0,26
00JT0XKH SK3EMITIAP
24 | BHeceHHE pa3MeTKH 110 GOoHIaM Ha U3JaHUE OJI1H 0.26
DK3EMIUIIP |




Ne Enununa Hopma
HaumeHoBanue nponecca, onepamun. Cocrap padoTsl BpEeMEHH,
n/n A3MepeHus
MHH.
1 2 3 4
CBepka DOCTYNHMBIIMX JOKYMEHTOB C  KapTOTEKOM
TEKYIIETO KOMILTIEKTOBAHMUS:
25 |IOWCK KapTO4YKU B KapTOTEKE TEKYLIEro KOMIUIEKTOBAHMSA, | OJHA KapTOUKa 0,52
CBEpKa KapTOUKH C JOKYMEHTOM, BHECEHHE OTMETOK
26 |coCTaBIECHUE CIIMCKA PETHUCTPAlMOHHBIX HOMEPOB HOBBIX | ONUH JOKYMEHT 0,36
TIOCTYIJICHUH 1 U3TOTOBJIEHHMS IE€YATHOMN KapTOUKHU
Pabota B aBToMaTH3upoBaHHOU cucreme (AC):
27 |cBepKa JOKYMEHTa C yKa3aTelleM 3aKa3aHHBIX W3[aHWH,| OZHO Ha3BaHUE 3,0
BHECEHHE OTMETOK
28 |mposepka Ha AyOJIETHOCTH ITOCTYIIMBIINX M3ZAHUN B Oase | OOMH JOKYMEHT 1,6
nmaHHbIx AC
29 |perucrpauus HOBBIX NOCTyIUIeHUH B 6a3ze nanHex AC OJIUH TOKYMEHT 9,1
30 |mpueM W perucTpanus PYKONMCHBIX KHHUI, IIPOCTaBIECHUE OIUH 3,6
OTMETKM B  PETrUCTPallMOHHOM  JXypHaj€  HOBBIX JOKYMEHT
TIOCTYIUICHHM, KHUI'E Y4€Ta HOBBIX OCTYILIEHUH]
IIpueM u peructpanus >XypHaJIOB U T'a3eT:
31 | mombopka )XypHAaIOB ¥ ra3eT 1o andaBuTy Ha3BaHUH, TOUCK | OUH LOKYMEHT 0,94
PETUCTPALMOHHOM KapTOYK¥ B KapTOTEKE IOAMUCHBIX
M30aHUH, OTMETKA HOMEpPA, JaThl NOIYUEH s H3laHUs
32 | mpocTaBneHuME MITEMIIENS Ha XXypHale OJIMH >KypHAaI 0,2
33 | mpocTaBiIeHHUE IITEMIIENS Ha ra3eTe OJlHA Ta3eTa 0,16
34 |perucTpanus HOBBIX OCTYIUIEHU#H B 6a3e manHbx AC OJH TOKYMEHT 2,6
Ilpwem u permcrTpanus CeTEBBIX YHANCHHBIX pPECYPCOB
(CYP) B AC:
35 | mpoBepKa AOCTYIHOCTH pecypca (Ipuem) OJIVH pecypce 30,0
36 |odopMmiIeHHE CONPOBONUTENHHOM JOKyMEHTAalMu (aKT| OAMH pecypc 10,0
preMa)
37 |BBenenue 3amucu B peectp yuera CYP OJIMH pecype 4,8
38 |BBemeHme 3anucu B peectp nacropros CYP OJIUH pecype 3,7
39 |momroroBka cepeHuit ays caiita o CYP OJIMH pecypc 20,0
AIIMAHHUCTPHPOBAHME CETEBBIX YAAIEHHBIX DECYpPCOB B
aBTOMaTH3UpoBaHHOM pexume (AC)
O6paboTka 3amumced g BeneHUS MHQOPMAUUOHHBIX
MIOMCKOBBIX CEPBUCOB!
40 | nOKyMEHT OHO HA3BAHUE 4,0
41 |maxet/BJI OJTHO 10,0
HAaHMEHOBaHUE
43 | axryanusaunus cenenuii o CYP OHO Ha3BaHue 6,0
44 | cHop cTaTHCTHKH O cocTaBe u 00 ucnonpzoBanuu CYP OIIHO HazBaHue 0,3
Ilppuem u 06paboTka IIEKTPOHHBIX HM3NAHMH  AJIA
OnexTpounoi 6ubnuorexn B AC:
45 |mpoBepka kaudecTBa (haijoB, PErucTpaurs 3JIEKTPOHHOTO | OXUH JOKYMECHT 9,3

noxymenTa B DK, nepenaua ¢aiinoB Ha cepBep

dopMUpOBaHUE aKTa Iepefiadyd HOBBIX IOCTYILICHWH B
JIpyTHe MOApa3aeIICHHUs:




No E Hopma
- AUHHLA
HanmenoBanue npouecca, onepanuu. Cocras padoThI BpEMeHH,
n/n “3MepeHust
MUH.
1 2 3 4
46 |B AC yepe3 mporpaMMmy JUCIIETUYEPH3ANMK H3NaHUH OJUH 0,15
DK3EMILIIP
47 |B py4HOM peKuMe OJIUH 2,0
SK3EMIUIIP
Benenve «Knuru cymmapHoro ygera»
Pa3z6op moxymeHToB 110 BUIaM, OTpacisM 3HaHUM, A3BIKaM; | OJHa 3allUCh
II0/ICUeT YHCIIa JOKYMEHTOB, 3allUCh Pe3yIbTaTOB IOACYETa
10 YCTaHOBNEHHOH dopme B «KHHIy cyMMapHOTo y4eTay
Konu4ecTBO TOKYMEHTOB B IIAPTHH ITOCTYIIICHHHN:
48 |1 0,6
49 12-50 30,8
50 |51-250 150,0
51 |BBOX CTaTUCTHYECKUX MAHHBIX B 0asy maHHBIX AC OJiHA TapTUs 3,1
52 |moAcYeTr NOCTPaHUYHO IO ITO3ULIUAM JaHHBIX, IEPEHECEHHE | OJIHA IO3UIIHS 1,6
UTOTOB Ha CIEAYIOIYIO CTPaHUIY
53 |cBepka QHHAHCOBHIX JIOKYMEHTOB OTHEja C (PWHAHCOBBIMU | ONHMH JOKYMEHT 1,46
JIOKyMEHTaMu OyXrantepuu
54 |odopmieHre CONPOBOMUTENBHBIX JOKYMEHTOB  (CUET, | OOWH JOKYMEHT 13,0
HaKJIaJHas, aKT) I nepenauu B OyXTralTepHIO
55 {obopMieHHe HHBEHTApHOW KHUIHW, HyMepalus JIMCTOB,| OJHA CTpaHHIa 0,88
[IPOCTABJIEHHE HOMEpa B MHBEHTAPHOH KHUTE
56 |3amuch JOKYMEHTOB IO yCTAaHOBIEHHOM ¢Qopme B|OJUH JOKYMEHT 2,8
MHBEHTApHYIO KHUTY, IPOCTaBICHHE HHBEHTAPHOIO HOMEPa
Ha JJOKYMEHTe
57 |npoBeneHHe WHOMBUAYaJbHOTO YydeTa [JOKYMEHTa I10 | OJUH JOKYMEHT 1,0
aKTOBOW cHCTeMe, IIPOCTaBIeHHE NHBEHTAPHOIO HOMEpa Ha
JOKYMEHTE
58 |mpoBeneHMEe WHOWBUAYAILHOTO YyueTa C IPUMEHEHHEM | OJIHA KapTOuKa 4,7
YYETHOTO KaTajlora: COCTaBjieHHe OuOmuorpapuueckoro
ONUCAHUs JOKYMEHTAa; YKa3aHWE ILEHBbl, HHBEHTApHOTO
HOMEpa, roja MOCTyIUIeHdus, Homepa 3amucu B «Kuure
CYMMapHOTO ydYeTay, YHcia MOCTYNHUBUIMX OSK3EMIUISIPOB,
MX pacHpeesieHue o NOApa3acICHUsIM
59 |dbukcupoBaHWe B OKypHaJle pErHCTpalMM  KapTO4Yek | OJiHa 3amuch 0,3
YUETHOTO KaTajora MHBEHTApHOI'O HOMeEpa, IEePBOr0 CIOBa
3ariaBysg
60 | mpocTaBiieHNE MHBEHTAPHOI'O HOMEDPa Ha JIOKYMEHTE OIWH JIOKYMEHT 2,6
61 |perucrpauvs TaTeHTOB B HyMEPAMOHHON KHUTE OJIUH JIOKYMEHT 0,3
62 |mpueM aKTOB Ha BBIOBIBIIME AOKYMEHTHI OT CTPYKTYPHBIX OJINH aKT 8,7
MoJpa3ieNieHuil; BHeceHue 3anucu B «KHure cymmapHoro
yueTay (2-1 4acTh); IPOCTaBICHHE HOMEPA aKTa
Vckimrouenue JOKyMEHTA 110 aKTy U3 YYETHBIX GopM: OJIMH JIOKYMEHT
63 | UHBEHTApHOW KHUTH 1,4
64 |y4eTHOTO KaTasora 0,88
65 |onucy MHBEHTapHbIX HOMEPOB 1,0




Hopma
Ne Epnnunna
HaumenoBanue npouecca, onepanuu. Cocras pa6oTni BpeMeEHH,

n/n H3MepeHHs

MUH.

1 2 3 4
66 | uckiroueHue BHIOBIBITUX JOKYMEHTOB 13 6a3sl JaHHBIX AC | OOMH TOKYMEHT 1,0
67 |moramieHWe ~ WHBEHTAapHOrO  HOMEpa W IITEMIIeNd | OAWH JOKYMEHT 0,5
6ubaMoTeKH Ha TOKYMEHTE

68 | OAIIKBKA aKTOB OJIViH aKT 0,26

[Ipumeyanue: npu padorTe ¢ NOKyMEHTaMK HAa HMHOCTPAHHBIX fA3bIKaX K HOPME BPEMEHU
NpUMEHSETCS MOBBIIIAOIUN Ko3ddunuenT 1,15.

1.3. bubnuoTeunas o6paboTKa JOKyMeHTOB. OpraHu3anys 1 BeeHUE KaTalnoros

Tabnuna 3
Ne HaumenoBanue nponecca, onepauun. Cocrap Ennsnna Hopwma
n/n paboTsI H3MepeHust BpeMEHH,
MMH.

1 2 3 4
PaboTa ¢ megaTHO# KapTOYKOMH:

1 |dopMmupoBaHHe KOMIUIEKTa II€YaTHBIX KapTOYEK Ha| OOHa KapTouka 1,25
OCHOBE MalIHHOYHTaeMO# O6ubmuorpadudecKot 3anucu
pazb0p KOMILIEKTa HeYaTHBIX KapTO4eK O/IHA KapTo4Ka 0,42
noadop MEeYaTHBIX KapToyek o andaBuTy Gamunuii| oxHa KapToyka 0,43
aBTOPOB MM 3arjIaBHil JUIsI PACCTAHOBKH B CITY>KEOHYIO
KapTOTEeKy

4 | paccTaHOBKA KapTOUe€K B CIIYy>KEOHYIO KapTOTEKY 0JlHA KapTOYKa 0,96

5 |monbopka nevaTHBIX KapTOYeK K TOKyMEHTaM O[lHa KapTo4Ka 0,52
Caepka IOCTYNMBIIUX JOKYMEHTOB C KaTaJIOraMHu:

6 |npoBepka [0 KaTajJory TOBTOPHOCTM MJOKYMEHTA;| OJHA KapToyka 1,9
NIEPEHECEHUE C KaTaJOXHOH KapTOUKH OHOIMOTEUHOro
¢ pa, MOJTHOTO MHAEKCA

7 |nmouck B ciaykeOHOM KaTajJore CBOOHOTO ONMCAHUA;| O4Ha KapTodykKa 2,6
BHECEHHE OTMETOK

8 |obopmnenne  meyaTHOM =~ KapTOYKM,  HalKCaHWE| OJHA KapToyka 0,68
MHBEHTapHOI'0 HOMepa, luudpa U Apyrux OuOIHOTEUHbIX
OTMETOK
Ilpunucka ny6nerTos:

9 |cBepka mOKyMeHTa Ha OyOJETHOCTH MO CIy)XK€OHOMY,| OJHO Ha3BaHUE 0,94
an$aBUTHOMY, YIETHOMY KaTajIory

10 |mpunucka  pgybnera B KaTajuor:  IPOCTaBI€HME | OXHO HAa3BaHHE 2,42
WHBEHTAPHOTO HOMepa, NiepeHeceHwe mmmmdpa Ha
JIOKyMEHT
[Tpunucka MpoAOIHKAIOMINXCS U3TaHUH]:

11 |moMCK B pErvCTPallMOHHOM KapTOTEKe KapTOYKM Ha| OIHO Ha3BaHUE 0,84

HW37aHWE, CBEpKa ee ¢
OUOIUOTEYHBIX OTMETOK

OPUTHHAJIOM; BHCCCHUE
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N Hopma
° HaumenoBanue npouecca, onepamun. Cocras Epunnna
n/n paboTni H3MepeHus BpeMerH,
MMH.

1 2 3 4
12 |mowmck B Kartajnore KapTOYKM; OTMETKAa IIOCTYIUIEHHsA| OJHO Ha3BaHHE 3,1

COOTBETCTBYIOIIETO BBITYCKa; IIPOCTABJICHHE

HHBEHTApHOTO HOMepa, uudpa, BHECEHHE JAPYTHX

OMONMOTEYHBIX OTMETOK

®opmupoBanue 6ubIOrpadhuuecKor 3anucu

CocraBnenue OCHOBHOM Oubimorpadmyeckodl 3amMcH| ONHO Ha3BaHUE

IpU OTCYTCTBHM [€YaTHOM KapTOYKH B JOKYMEHTE

(o3HAKOMIIEHHE C HOKYMEHTOM; COCTaBJICHUE ONUCAHHS;

BHECEHNE OMOMHOTEYHON OTMETKH)

KonuuecTBo 371€MEHTOB ONUCAHUSL:
13 |1-4 0,42
14 |[5-6 5,2
15 17-9 6,2
16 [10-13 7,2
17 {14-19 8,2
18 120-27 9,2
19 |cocraBnenue ocHOBHOM OmOmMorpaduyeckoi 3amucu C 3,5

IIOMOIIBI0 MaKeTa KapTOUYKM, Halled4aTaHHOTO B KHHIE;

IPOCMOTP H3JAHHUS; CBEpPKA C MAKETOM KapTOYKH
20 |coctaBneHue 100aBOYHOrO ONHCAHUA K OCHOBHOW | OJHA KapToyka 1,9

OubmorpaguuecKon 3amucK
21 |o3HaKOMJIEHHE c JIOKYMEHTOM; COCTaBJICHHE | OMUH JOKYMEHT 3,5

AHATUTHYECKOHR 3aHCH
22 |cocTaBieH¥E CCBUIOYHOM KapTOYKM K OCHOBHOM | OJHA KapToyka 1,26

dubmuorpaduyeckoif 3anucu

dopmupoBaHue 6ubnuorpaduueckon 3anucH

PYKOIIUCHO! KHHUTH

CocraBnenre OCHOBHOH OuOIMorpaguyeckoy 3amucu| OJIHO Ha3BaHHE

(o3HaKOMIIEHHE C TOKYMEHTOM; COCTABIECHUE, OIHCAHHE,

IpOCTaHOBKA OMONHOTEYHOH OTMETKH):
23 | cpenHe# CroXHOCTH 600,100
24 | MOBBIILIEHHOH CII0KHOCTH 1200,0
25 | Ha MHOCTPAHHOM SI3bIKE 1200,0
26 |xaprorpaduyeckoro Marepuaia 1200,0
277 | My3BIKQJIBHOTO COJEPKaHHUs 1200,0
28 | mopaboTka ycTapeBUIMX 3allUCEH, HE COOTBETCTBYIOUIMX | OIHO Ha3BaHHE 300,0

COBPEMEHHBIM apXeorpadHu4ecKuM HOpMaM: JaTHpPOBKa

pykonuce# o BOASHBIM 3HAKaM; POCIHCH CONEPIKAHMS

COOPHMKOB  HENOCTOSIHHOTO ~ COCTaBa;  BHECEHHE

JOTIOTHUTENBHBIX CBEICHUH C YUETOM [OCTHXKEHMH

COBpPEMEHHOH rcTopuorpadun

PenaktupoBanue Oubarorpaduyeckoi 3anucu:
29 |mpoBepka IPABWILHOCTH  3JIEMEHTOB  3alMCH  Ha| OJiHAa KapTOykKa 1,0

KapTO4Ke
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HaumenoBanue nponecca, onepauun. Cocras
pa6oThI

Epuanna
H3MepeHus

Hopma
BpeMeHH,
MUH.

2

3

4

opopMIIEHHE  KapTOuku JAusi  OyOnupoBaHUs  Ha
MHOXHUTENBHOM aNllapare; INPOCTABIEHUE HHIEKCOB,
mrA$poB, OHUOIMOTEYHBIX IIOMETOK, OIpPEAETEeHUE MU
yKa3aHue THpaxka KapToyek

OJ1Ha KapTOdKa

3,2

I'pynnosast 06paboTka JOKYMEHTOB

Ot6op  OOHOTHNHBIX  JOKYMEHTOB,  IIOUIEXKAUIUX
TpyNIoBOR 00paboTke; COCTaBJICHHE obmeit
XapaKTEPUCTHKH Ha KOMILJIEKT JOKYMEHTOB

OJHa IrpyIia
JOKYMCHTOB

KonuyecTBo OKYMEHTOB B Tpylnne:

31

1-9

39,0

32

10-15

60,0

33

16 -30

106,0

IpOBEPKa IPABUIBHOCTHA COCTABJICHHA XapaKTEPUCTHKH
Ha KOMIUIEKT JOKYMCHTOB

OIHa
XapaKTCpUCTUKA

13,0

Pexatanoru3anus (3aMeHa KaTaJl0XHBIX KapTO4eK):

35

CBEpKa KapTOYKH C NOKYMEHTOM; HCIIPaBIIEHHE CTaporo
6ubnuorpaguuecKoro ONUCaHHsl; COCTaBJIEHHE HOBOIO
ONIMCaHUs; NEpEHECEHNE G pa, HHBEHTapHOI0 HOMEpa,
OUONMMOTEYHEIX TTOMETOK

O0Ha KapTOo4Ka

17,4

IloaroroBka «x HHIOCKCHUPOBAHUIO JOOKYMCHTOB JUIA
KaTaJIOrOB:

36

o100p KapTOYK¥ K JOKYMEHTY, CBEpKa M BIIOXKEHHE B
JOKYMEHT

OliHa XapTouKa

0,5

37

O3HAKOMIJICHUE C HJOKYMEHTOM,; YCTAHOBJICHHE TEMATUKU;
pacipenesieHue 1o oTpaciisiM 3HaHuA (HO TeMaTI/IKe)

OJHO Ha3BaHUC

0,88

38

IPOCMOTP MHOCTPAHHBIX U3JAHHUM, IMEPEBOM NAHHBIX Ha
PYCCKHH SI3BIK

OJHO Ha3BaHWC

0,37

CucreMmaru3amus JOKYMCHTOB:

39

cUCTeMAaTH3alMs  JOKYMEHTa C  HCHOJb30BaHUEM
HWHJIEKCOB II€YaTHOH KapTOYKH MIM MAaKeTa KapTOYKH,
HAll€YaTaHHOTO B  M3[aHWHM,  O3HAKOMJIEHHE  C
NOKYMEHTOM, IIpOBEpKa  COOTBETCTBHSA  HMHIEKCOB
TabnuuaM KiacCHpuKalny, TPUHATEIM B OMOIHOTEKE,
[IPOCTABNICHUE WHEKCA HA TOKYMEHTE

OIHO Ha3BaHHUC

2,6

40

CUCTEMATH3AIUSA JOKYMEHTOB IIPH OTCYTCTBUM IIE€UAaTHOU
KapTOYKH ¥ MaKeTa KapTOYKH B M3IAHUH; O3HAKOMIICHHE
C JOKYMEHTOM; ONpeleNieHHe HHIEKCa Mo Tabnumam
KnaccuuKanuy, TIPUHATHIM B oubIHoTEKE;
MIPOCTABJICHME HHACKCA Ha JOKYMEHTE

OJIHO Ha3BaHUC

4,7

41

ompeneleHUe  aBTOPCKOTO  3HaKa
aBTOPCKUM TaONULIaM

JOKYMEHTA 1o

OHO Ha3BaHNC

0,62

42

WHQpoBKa JOKyMeHTa IIpu (OpMaTHO-HHBEHTAPHOM
paccTaHoBKe:  OIlpeneNeHMe  Qopmara JIOKYMEHTa,
Hanucanue mudpa

OJXHO Ha3BaHHUC

0,42

pEOaKTUpPOBAHULC KJ'IaCCI/I(bI/IKaLII/IOHHOFO HHACKCA,
IIpOBEpKa NPaBUIbHOCTU HHEKCA, aBTOPCKOr'O 3HaKa

OIHO Ha3BaHUE

0,88
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Haumenoranne npouecca, onepaunu. Coctap
padoTni

Ennauna
u3MepeHus

Hopma
BpEeMEHH,
MMH.

i

2

3

4

COCTaBJICHHUE KapTO4YKH aJICpaBI/ITHO-IIpelIMeTHOFO
Kartajora (Ha HOBYIO TGM&TI/IK}’); HalluCaHUu€ Ha KapTOUKE
HHACKCA, Ha3BaHUs KaTajlora W KapTOTEKH, B KOTOPBIX
OTPpAXAarOTCA NOKYMECHTEI; YKa3aHUE€ CCBUIKM U OTCBIUIKH,
CBA3U MEXIY OTACTIBHBIMHA py6pI/IKaMI/I

OZlHA KapTO4Ka

2,0

Hpe}IMeTI/I?:aIlHH JOKYMCHTOB.

45

IpeIMeTH3alus JOKYMEHTOB C HCIIONB30BaHUEM pyOpuK
IIEYaTHON KapTOUKH; IPOBEpKa COOTBETCTBUS PYOpPHKH
MeYaTHOH KapTOYKH IPEAMETHOMY KaTalory

O[HO Ha3BaHHUC

2,6

46

IpeAMEeTH3alis JOKYMEHTOB IPH OTCYTCTBUH ME€YaTHOM
KapTOYKY; O3HAKOMIIEHHE C JOKYMEHTOM, ONpeciiCHHE
pyOpuKu

OTHO Ha3BaHHUEC

4,6

47

COCTaBJICHHE HOBBIX IIPEAMETHHIX pPYOpPHK U NOApYOpHK;
IepEHECCHHE Ha KapTOUYKH CIy)KeOHOM KapTOTEK!

OJIHa KapTO4Ka

1,3

48

pElaKTUpOBaHME TNpeAMETHOW pyOpHKH; mnpoBepka
IpPaBWIBHOCTH  NPEOMETHOM  pyOpHKH, TOYHOCTH
HaIMCaHus

OJlHa KapTOo4Ka

0,88

Opranusanus angaBUTHOIO KaTauora:

49

moadopka KapTouku I10 andaBHTy ¢(aMuiuii aBTOPOB
T 3arJIaBU# 171 pacCTaHOBKY B aJIaBUTHBIN KaTaJlor

OJHa KapTo4Ka

0,36

50

paccTaHOBKa IIPeIBAPUTENBHO 0A0OPAHHBIX KApPTOUEK B
aaBUTHBIN KaTaNor

OAHa KapTOo4dKa

0,36

51

PEOAKTHPOBAHUC a.]'I(baBI/ITHOFO KaTtajiora, IIpOBECpKa
PaCcCTaHOBKH KapTOYCK, MNPaBHUJIBHOCTU 00aBOYHEIX U
CCBIJIOYHBIX KapTO4Y€K; UCIIPDABIICHUE omrOOoK

OJIHa KapTo4kKa

0,88

52

HamgcaHue paszfenuTens Juis andaBUTHOTO KaTajora,
ykasaHue OyKBbI, Clora

OOHH Pa3nCIIUuTCIIb

0,88

53

paccTaHoBKa pasjenuTenedl B an(aBUTHBIM KaTallor:
nonbopka pasgenurened mo andaBuUTy, MIOUCK MecTa
pa3feuTels, yCTAHOBKA, 3aKpeIIeHHE CTEPXKHS

OJHH pa3nciIuTeIb

0,36

Opraﬂnzaunﬁ CHUCTCMATHYCCKOI'O KaTajora:

54

noadopka KapTOYKY IO MHAEKCaM, BHYTPH paszena o
andaBuTy QaMuiIMi aBTOPOB WIM 3arjiaBui  Juis
pPAcCTaHOBKH B CUCTEMATHUYECKUM KaTaJloT

oHa KapTodKa

0,42

55

paccTaHOBKa MpeaBapUTeNsHO NONOOPaHHBIX KapTOYeK B
CHCTEMAaTHUECKHH KaTaJlor

OZiHa KapTo4Ka

0,42

56

pEIaKTUPOBAHUE CUCTEMATHYECKOTO KaTalora: IIpoBepKa
OpPaBUJIBHOCTH HAaIlOJHEHWsS pa3feNioB KaTtajora Io
CONEPXKAHUIO, MHIIEKCAIIMY ¥ PACCTAHOBKE; HCIIPABICHHUE
OIINOO0OK

OJHa KapTo4Ka

0,88

57

aHalM3 CHCTEMATHYECKOro Karajiora: HKCIpaBjIeHue
WHIEKCOB, BHECCHHE U3MEHEHUH B aln(aBUTHRIA KaTajlor

O Ha KapTO4Ka

5,2

58

HallMCaHUe  pa3feNuTens Ul CUCTEMATHYECKOTO
KaTtauora: yKa3zaHue HAaNMEHOBaHUS paznena.
mojipasaesa u Apyrux OTMETOK

OIOWH pa3feInTeIIb

2,6




Hopma
Ne HaumenoBanue npouecca, onepanun. Cocras Eananuna
n/n pa6oThI H3MepeHHs B EMEHH,
MHH.
1 2 3 4
59 |paccraHOBKa  pasgmenuTeNnedl B CUCTEMAaTH4eCKuil | ONUH pa3feiuTeNb 0,42
KaTajor: 1oadOpKa MO HHJAEKcaM, IIOUCK MecTa,
yCTaHOBKa, 3aKpeTl/IEHNe CTEPKHS
Opranuzanys npeaMeTHOro KaTajiora:
60 |mombopxa KapTOYeK II0 MpeMETHEIM pyOpHKaM, BHYTPH | OJHA KapTouKa 0,42
pyOpuk no andasuty GaMUIHA aBTOPOB HIIM 3ariaBHii
61 |paccraHoBKa NpeNBapUTEILHO MOAOOPAaHHBIX KAPTOYEK B| O/IHA KapTOUKa 0,42
IIPEIMETHBIN KaTajuor
62 |pemakTMpoBaHWE TIPEIMETHOTO KaTajora: IIpoBepKa| OJ{Ha KapTOodkKa 1,0
IIPaBUJILHOCTH CCBUIOK, OTCBUIOK, pyOpHK
63 |HamWcaHWE pa3feNMTEeNs JUIL INPEAMETHOIO KaTajiora, | OJIMH pa3fieiIuTenb 2,3
yKazaHue pyOpHKH, OTCBUIKH, CCBUIKH
64 |paccraHOBKa pasfenuTeNss B IPEIMETHBIM KaTajor, | OfHH pa3feluTens 0,42
HNOMCK MECTA, YCTAHOBKA, 3aKPETIEHUE CTEPIKHS
Opranusanys HyMEpalHOHHOIO KaTajora HOpPMAaTHBHO-
TEXHHUYECKON JOKYMEHTAIMH:
65 |moxbopka KapTOYKHM II0 BHAAM JOKYMEHTOB, YCIOBHBIM | OJHA KapTO4Ka 4,3
mubpoBbIM  0003HaYEHUAM, andaBUTY COKPALIEHHBIX
Ha3BaHHWM CTpaH, NaTHHCKOMY an(aBUTy (MHOCTpPAHHBIX
CTaHJ]apTOB), 10 HOMEPAaM JOKYMEHTOB
66 |paccTaHOBKa IIpeBAPUTENBHO HOJ0OpaHHBIX KapTOYEK B| OOHA KapToudkKa 0,41
KaTajor
67 |penakTHpoBaHME KaTajora (IpoBepka IIPaBUJIBHOCTH | OJH& KapTOYKa 3,2
oubnuorpaduyeckux OTIMCaHUM, pPacCTaHOBKY;
WcHpaBieHre OIMOOK); BHECEHHE MOMONHEHWH H
KM3MEHEHHH B KaTanor (OTMEHAa, 3aMEHa, W3MCHEHW,
NIPOJICHHUE CPOKa NEHCTBUS C YKa3aHUEM NCTOYHHKA)
68 |HanucaHWE U pacCTaHOBKA pasfeiuTeneH OJIUH pa3[IEIIUTENb 1,3
Opranuzanus 1 BeACHUE 3IEKTPOHHOTO KaTajora:
69 |cBepka NMOCTYNHMBIIMX AOKYMEHTOB Ha AyOIETHOCTh B| OJUH HOKYMEHT 1,6
3JIEKTPOHHOM KaTajiore
70 |mpunmcka TPOMOIDKAIOMMXCS M3JaHUH B BJIEKTPOHHOM | OJMH JOKYMEHT 1,6
Karajore
@opmupoBanue Oubnuorpadpuyeckoir  3amucu  [UId OJlHA 3aIlUCh
JJIEKTPOHHOTO ~ KaTajnora; BBOA B 0a3ly JaHHBIX;
3aI0JIHEHNe COOTBETCTBYIONIMX NOJIEH:
71 | npy HAJIMYUK MaKeTa I€YaTHON KapTOUKH 0,36
72 | npu OTCYTCTBUM IT€YATHOH KapTOYKH 0,42
73 |cocTaBiieHne aHAJUTUYECKOM 3anucu 3,5
74 | coctaBnenue noOABOYHEIX M CCHIIOYHBIX ONMMCAHUM OJIHO OIHCaHue 0,88
75 | penaktupoBanue Oubnuorpaduueckoi 3amucu B 6ase| OIHO ONMHUCaHWE 1,3
nangeiXx AC; BHECEHHNE U3MEHEHNH
76 |BBOL IepedHs IIPEAMETHHIX pyOpuK apuMeTuko-| oOnHa pyOpuka 0,36

noruueckux ycrporcts (AJIY) x cucTeMaTH4eckomy
KaTaJIOTy U TeHEepaNbHON CIIPaBOUHOM KapTOTEKE
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o H Hopma
0 auMeHOBaHHUe npouecca, onepanuu. CocTan Enpunanna
n/n paboTnl u3MepeHus BpEMEXH,
MUH.
1 2 3 4
77 | BBIBOX Ha 5KpaH Oubnuorpaduyueckux 3amucent OJlHa 3aITUCh 0,83
78 | pemaxTHpoBaHuE pyOpPHK; HANIOJHEHUE Pa3feoB OJiHa 3aIlUCh 3,0
W3paTHE KapTOYEK U3 KaTaIOroB
V3paTHE KapTOYKY Ha UCKITFOYEHHBIE K3 OMOMMOTEeYHOro | OfHa KapTodKa
dOHA NOKYMEHTHI:
79 |an¢aBUTHOTO Kartajgora 0,52
80 |cHcTeMaTHUECKOr0 KaTanora 0,56
81 |mpenmeTHOrO KaTajgora 0,56
82 | HymMepanmoHHOTO KaTajora 0,42
83 | u3bsaTHEe OubOMIMOTrpaduuecKkoi 3alUCH K3 JIEKTPOHHOIO OJ/IHAa 3aITHCh 0,84
KaTajora
Texaugeckas 06paboTka JOKYMEHTa
HakneuBanue Ha JOKYMEHTE JIUCTKAa CpOKa BO3BpaTa,| OIUH HOKYMEHT
KapMaIlka, Spiplka:
84 | 1MCTOK CpOKa BO3BpaTa 0,42
85 | xapmarex 0,42
86 | spibIk 0,26
Hanwucanue mudpa Ha JOKYMEHTE U SpIIbIKE: OJTMH JOKYMEHT
87 |Ha JOKyMeHTe 0,26
88 |Ha spibIKe 0,36
89 |nepenecenue GOPMATHOTO M CUCTEMATHYECKOr0o MUGPOB | OJUH JOKYMEHT 1,6
C KapTOYKH Ha NOKYMEHT
90 | obopmiieHHE KAPTOUKH I THPAKUPOBAHUS OJIHO Ha3BaHHUE 1,0
91 |BHeceHHE W3MEHEHUH B KapTOUYKE NIOCTIE THPAXKUPOBAHUS | ONHO Ha3BaHUE 0,42
92 |pacrmpeneneHue KaTaJOXHBIX KapTO4eK Ha HOBBIE| OJIHA KapTOYKa 0,42
IOCTYIUICHHUS 110 CTPYKTYPHBIM TOAPA3AEJICHUSAM IOCTE
TUPKUAPOBAHUS
93 |3amoNHEHHE KHIKHOTO (opMyssipa: yKa3zaHMe IIUQpa,| OIUH KHHXHBLIA 0,88
WHBEHTAPHOTO HOMepa JOKYMEHTa, G(aMuIMu H dopmymsp
HHHITIAJIOB aBTOpA, €r0 Ha3BaHMUs, IIEHB, F0Jia M3JJaHus
94 |3amonHEHHWE KApTOUKM UWHAWKATOpa Ha JOKYMEHT,| OIMH HHIWKATOp 0,88
HanpaBIseMbIi B KHUTOXpaHEHUE: yKa3aHMe
WHBEHTApHOTO HOMepa, aBTOpa M 3arjaBus, wmbpa
paccTaHOBKY
95 |3amonHeHHe TMepenaTouHOW BEJIOMOCTH Ha MapTHIO| OJIHA BEIOMOCTbH 0,42
HOBBIX NIOCTYIIJICHHH
Pa6otra B AC
BrIBo Ha 9KpaH y4eTHBIX GOpM; pacredarka: onmHa opma
96 | TMCTHI HHAMBUAYAIBHOTO yUeTa JOKYMEHTOB 0,05
97 |mepenaTodHas BEAOMOCTH HOBBIX NOCTYIIEHHH 0,05
98 | kapTouka c 6ubnuorpaduUeckoR 3aIUChIO AN YIETHOTO 0,05
KaTajiora
99 | kHKHBIA QOPMYIIIP 0,05
100 | xapToYKa HHAUKATOpA 0,05
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[Ipumeyanue: KX HOpMaM BPEMEHH [IPUMEHSIIOTCS TTOBBILIAIOMIKE K03 QHIMEHTHL:

- IIpY COCTaBJICHUM OUOMHOTpagUyUecKoro OMUCaHWs Ha NOKyMEHT, Ha THTYIBHOM JIMCTE
KOTOPOT'O YaCTUYHO OTCYTCTBYIOT JaHHbIe s Oubmuorpaduueckoit 3amucu — 1,13;

- npu Oubmuoteynoit obpabortke: kumHoboTOdQOHOMOKYMEHTOB — 1,21; HOTHBIX,
KapTorpapuyeckux, n3ousnanuit — 1,15, cenuanbHpIX BUIOB HAyYHO-TEXHUYECKOM TUTEPATYPhl U
nokymenTauuu — 1,10;

- 1pu paboTe ¢ OOKYMEHTaMM Ha WHOCTPAHHBIX S3BIKAX, IpW OPTraHM3alMM W BEACHHHU

KpaeBeqUeCKOro KaTanora (KapToTekd) 1 OMONUOTEUHOr0 KaTalora Ha NHOCTPAaHHOM f3bike — 1,15,
Ha sI3pIKax cTpaH A3uu u Adpuxu — 1,5.

1.4. PaboTta ¢ pornom
1.4.1. Pabota o npuemy JOKyYMEHTOB

Tabnuna 4
Ne HaumenoBanue npouecca, onepauun. Cocras Ennauna Hopwma
n/n paboThI H3MePEeHHs BP eMEHH,
MMH.
1 2 3 4
[TpueM MOKYMEHTOB B CTPYKTYPHBIX ITOApa3eIEHUAX
IIpueM DOKyMEHTOB M3 OTAEJA KOMIUIEKTOBAHUsA, CBEPKA O[lHA NapTHs
C CONPOBOAMUTENHHLIM MaTepHaIoM
KonnuecTBo 3x3eMIISIPOB:
1 |1-25 14,4
2 126-75 37,2
3 |perucrpaldsi HOBBIX IIOCTYIJICHHH NEPHOAMYECKHX | OJIUH JOKYMEHT 0,26
M3MIaHui, IPOCTABICHUE OTMETKH B PErHCTPAalMOHHOH
KapTOTEKE
4 |mpoBepka rOJOBOTO KOMIIIEKTA >XYPHAJIOB U Ta3eT Ha OI¥H HOMEp 1,0
HaJIi4re HOMEPOB
5 |mpoBepka 3amucu — Ha IIEPBOM HOMEpE TIOAOBOro OJIMH HOMED 5,0
KoMIUIeKTa:  Imudpa, HOMEPOB,  OTCYTCTBYIOIIUX
HOMEPOB, MECALIEB
3amuce  HOMEpa B TONOTpa@UYecKyl0  OIUCH, OJIMH HOMEP
MPUTOXKEHHUS ¥ CIIELIMAIbHBIE BBITYCKH:
Ha PYCCKOM S3BIKE; 1,0
Ha HHOCTPAaHHBIX A3BIKAX 2,0
IPOCTaBJICHUE IITEMIIENS CTPYKTYPHOIO NOApa3AeIeHus OJIVH HOMED 0,26
Ha IOKYMEHTE
ITonbop NOKYMEHTOB I pacCTAHOBKY B QOHIE:
9 |mombopka  HOKYMEHTOB 10  KJIaCCU(QUKaUMOHHBIM | OOWH JOKYMEHT 0,52
UHJIeKCaM, aBTOPCKOMY 3HaKy
10 |mombopka MOKYMEHTOB MO (opMaTy, HHBEHTAPHBIM | ONWH AOKYMEHT 0,92
HOMepaM, udpaM pacCTaHOBKM
11 |mogbopka MOKyMEHTOB MO ai(aBUTy Ha3BaHWM, rofaM, | OIWH JOKYMEHT 0,48
HOMepaM, pasjiesiaM, IOPsAKOBOMY HOMEPY
12 |nonbopka CIIELIBULOB HOPMATHUBHO-TEXHUYECKOM | OIMH LOKYMEHT 0,36
JOKyMEHTalMH [0 KjaccaMm, IOAKIaccaMm, TIpynIaM,




16

Ne Hanmenosanue npounecca, onepauuu. Cocras Ennauna Hopma
n/n padoThI H3MepeHus BpeMent,
MUH.
1 2 3 4
HOArpYyTINaM, HHBEHTapHBIM HOMEpaM
PacctanoBka 6ubnuoreunoro dhona:
13 |pacctaHoBka  OKYMEHTOB Ha  CTeylaxax  B| OJWH JOKYMEHT 0,52
CHCTEMAaTH4YEeCKH-aI()aBUTHOM IOPsIIKE
14 |paccraHOBKa [OKYMEHTOB Ha CTeIakax B (OPMATHO-| OIMH JOKYMEHT 1,3
VHBEHTAPHOM IIOPSIIKE
15 |paccranoBka HOOKYMEHTOB 10 andaBuTy Ha3BaHWUM,| OJUH AOKYMEHT 0,63
rofiaM, HoMepam, pas3jiesiaM, IOPsIKOBOMY HOMepY
paccTaHOBKa HOPMATHBHO-TEXHHYECKOW NOKYMEHTAIMM | ONUH JOKYMEHT
o KjaccaM, IIOAKJiaccaM, TpymmaM, NOATPYIIaM,
HMHBEHTapHBIM HOMEpaM
KonuuecTBo JOKYMEHTOB B NOAOOPKE:
16 [1-5 0,52
17 16-10 5,2
18 |11-15 0,88
19 |paccTaBOBKa NOKYMEHTOB Ha CTelulaxax B opMmaTHO-| OIUH JOKYMEHT 5,00
CHUCTEMAaTHYECKOM M aJiQaBUTHOM Mopsake (IpeaMeToB
¥ MaTepHaloB rpaduky) B BHTPHHAX M Inkadax c
yU4eTOM KOMIUIEKCHOIO XpaHeHWs pYKOIHCHBIX U
CTapOTIEYaTHBIX KHUT
20 |paccTtaHOBKaZ [JOKYMEHTOB Ha MHKDOHOCHUTENSX B| OAUH JOKYMEHT 3,0
MHBEHTAPHOM M HyMEpallMOHHOM IOpSIKe
IIPOBEpKa MpPaBUIIBHOCTH PACCTAHOBKH MNOKYMEHTOB B| MaccuB QOHIa
OTAENBHBIX MaccuBax (oHIA
KoyuecTBo IpoBepseMBIX JOKYMEHTOB!
21 |1-200 26,1
22 1201 -305 42,0
23 306 -400 57,0
24 1401 - 600 88,0
25 |mepemelnieHue (nepenecenue) JIOKYMEHTOB Ha OHa MOJIKa 4,0
cBOOOHBIE MECTa
Odopmiienne NONOYHBIX pa3AeNuTeNel; HalHMCaHUE | ONUH Pa3IeIuTeNhb
TOJIOYHBIX pa3ieNuTeNeH:
26 | U1 cUCTeMaTHYeCKOH paccTaHOBKY QoHIA 3,6
27 | nns dopmatHOM paccTaHOBKY GoHIA 2,6
28 | mis andaBUTHON paccTaHOBKU QoHAA 2,6
29 | nis HyMepalMOHHOH pacCTaHOBKM (GoHAA 2,6

[IpuMeyanye: K HOpMaM BPEMEHHU [IPHMEHSIOTCS OBBITAIOIIME KO3PQUIUEHTEI:
- ipu noab0pe U paccTaHoBKe kuHOPOTOGOHONOKYMEHTOB — 1,2;

- HOT, Kaprorpaduyeckux, U3on3ganui — 1.5;

- ipu paboTe ¢ JOKYMEHTaMU Ha MHOCTPaHHBIX fA3bIKax — 1,15;

- Ha si3bIKax cTpaH Asuu U Adpuxu — 2,0.
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1.4.2. Pabota 1o coxpanHoctu hoHa

Tabmuna 5
Ne HaumenoBanue npouecca, onepanuu. Cocras Enununa Hopwma
n/n paboThI 3MepeHus Bpement,
MHH
1 2 3 4
IIposepka 6ubnuoTednoro gounpa:
1 |BamucaHME KOHTPONBHOIO TAJIOHA HA [JOKYMEHT: OJIH TaJlOH 0,88
yKazaH¥e Ha HEM MHBEHTApHOrO HoMepa, umdpa,
pamunuy, WHHIKMANOB aBTOpa, 3arjlaBHs, ro/a, MecTa
W3JaHHS, HEHbI, MECTA XPAHEHHUS
2 |MapKMpOBKa KOHTPOJIBHBIX TAJIOHOB: YCTaHOBKa, TJI€ OJIVH TaJOH 0,26
y4T€H  JaHHbId  OOKYMEHT  (YYeTHBIH  KaTajor,
WHBEHTapHAas KHUTA); MPOCTABJIEHHE OII03HABATENHLHOTO
3HaKa
IHon6opka KOHTPONIBHEIX TAJIOHOB: OJIUH TaJIOH
3 |10 MHBEHTAPHBIM HOMEpaM 0,21
4 1o andasuty dbaMuIHi aBTOPOB WIIH 3araBuil 0,31
5 | 0o xnaccuQUKaIMOHHOMY HHOEKCY 0,52
6 |cBepka KOHTPOJILHBIX TAJIOHOB ¢ WHBEHTAPHOW KHHIOM, OJ¥H TaJlOH 0,21
OTMETKA IIPOBEPKHY HA TAIOHE U B KHHUTE
7 |cBepka KOHTPOJIBHBIX TAJIOHOB C YYETHBIM  HJIA OJIMH TaJIOH 0,26
a(paBUTHBIM, TONOTpadUUECKUM KaTalOoraMu, OTMETKa
Ha TAJOHE U B KaTaJiore
8 |amamu3 ¢oOpMBl HHIWBUAYATBHOTO YdYeTa;, BBIABICHHE | OIMH HOKYMEHT 1,3
JOKYMEHTOB, HE IPONICALINX IPOBEPKY
9 |cocTaBneHME KapTOUYKH Ha JOKYMEHT, HE NPOUIEANINH | OIMH HOKYMEHT 0,83
IPOBEPKY
10 |moMck [JOKYMEHTOB, HE MpOIIEANIMX NPOBEPKY, IO| ONMH JOKYMEHT 3,6
Pa3NIMYHBIM Y4eTHEIM (opMaM, KapToTeKkaMm, XXypHaliam,
KHIDKHBIM TIOJTKaM
CocraBneHue CHHMCKa  HeAOoCTaromuX B (QoHAE| OIUH CIMCOK
JOKYMEHTOB
KonnuuecTBo TOKYMEHTOB B CITUCKE:
11 11 0,78
12 12-10 8,3
13 {11-25 19,3
OT160p AOKYMEHTOB /I U3BATHS U3 oHAa
[TpocMOTp HOKYMEHTOB Ha IpeAMET U3bTHS U3 GoHOa: OJIMH TOKYMEHT
14 | HenpoUIBHBIX 3,1
15 | ny6netanix 1,6
16 |ycTapeBmIMX IO COOEPHKAHUIO 3,1
17 |Berxux 0,88
18 | MaJIOMCIOIb3YEMBIX, HEUCIIONb3YEMBIX 2,6
[ToaroTosxa JOKYMEHTOB K aKTHPOBAHHUIO:
19 |monbopka ZOKYMEHTOB B TIapTHH 110 IPUYMHAM U3BITHSA, | ONWH JOKYMEHT 0,36
CBEpKa C KHIKHBIM GopMyJIsIpoM
20 {mom0OpKa KHMYKHBIX (OpPMYJISIpOB Ha HOKyMEHTaX B| OIWH GOpMYNAp 0,42

MOPAAKE HHBEHTAPHBIX HOMEPOB, an(baBma, KYpHaJoB -
10 roJJaM ¥ HoOMEpaM
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HauMenoBaHue npouecca, onepauuu. Cocras
paboThl

Exnauna
H3MepeHys

Hopma
BpEMEHH,
MUH

2

3

4

CocraBneHue crucka K akTy BBIOBITUS (IIEpelayn);
nozcyet obeii cyMMbl, 0hOpMIIEHHUE aKTa

OYH aKT

Konuuectpo HOKYMCHTOB B CITHCKC:

21

1

0,78

22

2-10

7,8

23

11-25

19,3

HOI[F OTOBKa JOKYMCHTOB B IICPEIIICT!

24

oTO0p HOKYMEHTOB [JIs IEpPEIIeTa; IpOoBepKa COCTOSHUS
JOKYMEHTa; 3all0JIHeHHE (CBEpKa) KHUXKHOTO GopMyisapa

OJYH OOKYMEHT

3.4

25

non6op1<a KOMILJICKTOB, CBA3BIBAHUC B IIa4KH,
OQOPMIICHI/IC JOKYMCHTOB IJIsI IEPEAAYU B IIEPEILIICT

OOWH JOKYMEHT

2,6

26

MOATOTOBKA JOKYMEHTOB K BOCCT@HOBJIEHMIO: 000D
JOKyMEHTa, AHAJIOTUYHOTO [IOBPEXICHHOMY;
odopMiIeHHe 3aKa3a Ha KOIMPOBaHHE

OVH JOKYMCHT

2,6

27

IIpUEM 3aKasa MOCJI€ KOIIMPOBaHWA, IIPOBEPKA Ka4yeCcTBa
KOIUH, MOATOTOBKA HJOKYMCHTA K IICPCILICTY

OJIHWH NJOKYMCHT

0,83

28

IpueM JIOKYMEHTOB U3 MEepenieTa: CBepKa OCTYIUBIIMX
H3 MeperieTa JOKYMEHTOB C KHIDKHBIM (GOpMYyJSpOM;
IIpOBEpKa  KauecTBa  IIeperiera; BOCCTAHOBJICHHUE
3arfaBus, HamucaHue mudpa Ha SApIBIKE, KOpEUIKE
IOKYMEHTa

OJOHH OOKYMCHT

5,2

[ToamuBKa ra3eT U TOHKMX JKYpHAJIOB!

29

omnpenesenre GopmaTa, BIOXKEHNE KOMIIJIEKTA XypHAJIOB
B IANKy HYXHOro ¢opmara, 3aBs3bIBaHKE; BHIHECEHUE
mu¢pa, Ha3BaHUs, TOfa U3AHUSA, HOMEpa XyYPHAJIOB Ha
00J10XXKY ¥ KOPEIIOK NankKu

OOHa IiallKa

13,0

30

packiazka Ta3eT 10 Ha3BaHUAM: IIPOKAJBIBAHHUE,
BIOXKEHWE B  KapTOHHY  00noxky  (mamky),
MPOLIHYPOBKa; odopmIeHHe 0ONOXKM (Ha3BaHHE, IO,
HOMED, MECsII)

OJIHa I1aliKa

9,4

Menkuii peMOHT onpa:

31

NIOJKJICHKa IOOKYMEHTa, KapMaIlKoB, SIPJIBIKOB;
BOCCTAaHOBJICHHE 3arJIaBUM

OJIHa I1alikKa

4,2

PSCTaBpaI_[PISI KOPEIIKOB!

32

ompenenenue obbeMa pabOTH; yHAIEHHE CTaporo
KOpeIlKa, IIOArOTOBKA KOJIeHKopa (00pe3Ka, NoaKIeHKa);
OpoluMBKa ONoka JOKyMEHTa, IIOJAKIJEHKa HOBOro
KOpEIIKa, pasMeleHre IO, Ipecc

OJWH KOPELIIOK

60

PCCTaBpaHHS{ CTPaHHIT:

33

onpenenenre obbema paGoThl; moakiekka dpoTorpadui,
KapT, YyepTexeli; BOCCTAHOBIECHUE YaCTEH CTPAHHUIL

OHAa CTpaHUIa
(cTp.)

10

O6ecniputiBaHue QOHAA:

obecnprmBanue  (GoHZA C  NOMOWMIBIO  IIBLIECOCA;
obecneyenue pabouero MecTa TEXHUYECKHMH
CpeCTBAMHU; TMPOBEJEHHE  OOECHBIIMBAHKS,  3aHOC
TEXHUYECKUX CPEACTB B MECTa XPAHEHUS

0J1Ha MEPOIICIIKa

12,0
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MECTa TEXHHYECKUMHM CpENCTBAMH; 3aHOC TEXHWYECKUX
CPEJICTB B MECTa XPAHECHUS

Ne HaunmenoBanue npouecca, onepanuu. Coctas Enpnauna Hopua
o/n padoTsI u3MepeHus BPEMERH,
MUH
1 2 3 4
35 |pyuHoe obecnbutnBanue QoHIa; obecrneyeHre paboyero| OmHa MEPOIOJIKa 9,4

ITpumeuanue: K HOpMaM BPEMEHH TPUMEHSIOTCS TTOBBIIAIOIINE KO3 GUIIHEHTHI:

- TpH pyuHOM ofOecnbUIMBaEWM (OHNA HOTHBIX, KapTorpa®MuecKux, W3O0U3JaHUM,
muccepranuit —1,2;

- IIp¥ o6eCNbUIMBaHUU (OH/IA C TIOMOMIBIO Ibuiecoca — 1,3.

1.4.3. N3yuyenue 6ubmuoreunoro Gpouna

OTCYTCTBYIOIINE B OUOITHOTEKE JOKYMEHTBI

Tabmuaua 6
Nt Hopma
] HaunmenoBanue npounecca, onepauuu. Cocras Epuuanna BpeMenH
n/n paboThi H3MepeHHs ’
MHH.
1 2 3 4
INogrorosutensHas pabora 110 U3YUECHHIO
6ubnuoreynoro GoHxpa:
1 |coctasnenue TiaHa paboTel 1o M3YUCHHUIO OIIVH TIIaH 2140
6ubnuoTeynoro goxaa (yactu Goxaa)
2 | moaroroBka HHCTpYMEHTapHs o M3YYEHHUIO | OaHa Tabiuia 6,3
6ubnunoreyHoro (GOHOA, COCTABIEHHE TaONHULBI IO
Pa3JIMYHBIM aCIeKTaM H3y4UCHHS
3 |nmonbopka oubnuorpaduyeckux nocobuit,| onxHO ocobue 20,0
MHPOPMAIMOHHBIX CIIUCKOB JIJIS IPOBENECHUS paboTHI IO
M3ydeHnio OubnmuoreyHoro gosma
4 |mONroTOBKa WHCTPYKTaXa Ui IIpOBeleHWs paboT IO | OOWH HHCTPYKTaX 83,0
u3y4yeHuro OubnuoTeyHoro GoHaa
bubnuorpaduyeckoe uzyuenne dSubnuoTeunHoro Gpouga
OsHakoMlieHHe C comepykaHueM Oubnuorpadudeckoro| ongHO Iocobue
nocobus, MHPOPMAITMOHHOIO CIIMCKA M TPOBENECHMS
paboThI N0 M3yueHHIo 6ubnroredsoro Goxaa
KonnuecTBo Ha3BaHui B TOCOOHM:
5 |1-25 15,7
6 126-50 34,0
7 [51-100 68,0
Ceepka KapTOukM Karajora ¢ OwubnuorpaguyeckuM | OJHA KapTovka
OTIMCAaHWEeM JIOKYMEHTa, YKa3aHHOTO B IOCOOMM;
BHECEHHE OTMETKY O HAJIMYMH JOKYMEHTa B QOHIE:
8 |andaBuTHBIA KaTangor 0,26
9 | cHCcTeMaTHUYECKHi KaTaior 0,42
10 |cocrapneHre Oubmuorpaguyeckoro ONMCAHMA  Ha| OfHa KapTouka 2,6
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N Hopma
° Hanmenopanue npouecca, onepanuu. Cocras Epununa
n/n paGoThI u3MepeHus Bpement,
MMH.
1 2 3 4
IPOCMOTD HAIOJHEHHS CHCTEMAaTH4eCKOro KaTrajora B| OJHa KapTOuKa
pa3NMYHBIX acnekTax (10 OTpacisiM 3HAHUSA, BUIAM,
rofaM); CONOCTaBJICHHE IOJYYCHHBIX HAaHHBEIX C
TEMaTUKO-TUIIOJIOTHYECKUM (MIEPCIEKTUBHBIM) IUIAHOM
KOMIIJIEKTOBaHUA; YTOUHEHHE, BHECEHHE KOPPEKTHB B
IUIaH KOMILJIEKTOBAHUS
KonngecTBo kapTOYeK B sIIHKE:
11 |1-500 43,0
12 |501 - 1000 85,0
13 11001 - 2000 173,0
Cratuctuyeckoe usydenue oudbnuoreqnoro Gouaa:
14 |3anonHeHuWe cTaTUCTHUECKWX Tabmui (MO cocraBy,| OXHa Tabnuia 19,3
JUHAaMHUKE W CTENEeHHM MCIOIb30BaHUA OUOIHMOTEYHOTrO
¢$oHIa) HAa OCHOBAaHUM YUETHON HOKYMEHTAIHK
15 |pacuer rmoxazarejen KHHATOOOECIIEUEeHHOCTH, | OJMH IOKa3aTellb 2,0
00panaeMocTy, YHTaEMOCTH
16 |cniomHOH mPOCMOTP [OKYMEHTOB Ha CTeUiaXaX,| OJUH JOKYMEHT 0,84
[OACYET 10 KHIDKHBIM (OpPMYJIIpaM HIIH TUCTKaM CpOKa
BO3BpaTa KOIWYECTBA KHUTOBBIAAY
17 |MapkMpoBKa HEHCHONB3yeMOW dYacTh ¢GOHAA B| ONUH JOKYMEHT 0,26
32BUCUMOCTH OT TIPUYHH, BBI3BABIIUX  HHU3KYIO
o0pammaeMocThb
18 |s3amonHenne TAONWILEI HHTEHCHBHOCTH MCIIOJL30BaHMA | OnHA Tabmuna 50,0
6ubiuoreysoro Goyaa
CoctaBnenne M aHamM3 TabMMI 1O  H3YYEHHIO
6ubaroreynoro Goyia
CocTtaBiieHue TabIHIBL:
19 |mo COCTaBy, Pa3BUTHIO %4 UCTIONB30BAHUIO | OfHA TabnuIa 63,0
6ubmmoreynoro Qoxaa
20 |mo cTemeHM wuCHONB30BaHHMS (GOHAAa B pa3NUuHBIX | OAHA Tabnuua 68,0
acreKTax (B 0TpaclieBOM, 10 BUJAM W3/1aHui)
21 |mo oOBeMy HEHMCIONB3yeMOH M MaJoClpaliiBaeMod | OJHa Tabnuna 63,0
yacTH QOHIA U NPUUYMHAM €€ HAaKOIUICHHUS
AHamM3 TaONUIIBI: onHa tadiuiua
22 |mo COCTaBy, Pa3BUTHIO 51 UCTIONIG30BAHMUIO | OJHa Tabniuna 56,0
OubinoTeysoro poxsa
23 |mo CTemeHM HCMIONB30BaHMsA (OHNA B pa3NW4HBIX | OJHa Tabnuua 56,0
acIieKTax (B 0TpacieBOM, 10 BUAAM H31aHUH)
24 |mo cocraBy ¥ BENMYMHE HEUCHOIb3yeMoH M| oaHa Tabnuua 60,0
MaJiocpamuBaeMoi uacTh (oOHZAa M IpUYMHAM €€
HAKOILJICHUS
25 |cocTaBneHue IJIaHA MEPOINPUATHH Y NPEVIOXKEHUH IO OIMH TLIaH 161,0

pe3ynbTatam u3yueHus GoHga
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ITpumedanue: BpeMs IpOBENEHUS HHCTPYKTaXa B HOPMY BPEMEHHU HE BXOJUT; IpH paboTe ¢
JOKYMEHTaMH Ha WHOCTpaHHBIX S3BbIKaX K HOpPMAaM BpEMEHH INpUMEHsSeTCS MOBBINIAIOLIUN
kospdunment 1,15.

1.5. O6cnyxuBanue yuTaTenei
1.5.1. Pabota ¢ ynTaTenem

Tabnuua 7

HaumenoBanue npoiecca, onepauun. Cocras
padoThbl

Enpnnnna
“3MepeHus

Hopma
BpeMeHH,
MHH.

2

3

4

3anuck uutarens B OubauoTexy:

IIPOCMOTP OJOKYMEHTOB YUTATCIIA (nacnopT,
YAOCTOBEPEHNE, nopquTenBcho); IIpOBEPKa HAIUYIUA
y‘{CTHO-peFHCTpaHHOHHOﬁ KapTO4YKH YUTATEIA

OIWH YHUTATCIIb

1,7

3aIONHEHUE bopmysipa qUTATeN, y4eTHO-
PEruCTPAIMOHHOM KapTOUKHU, YHTATENILCKOTO OreTa

OIWH YUTATECIb

2,0

O3HAKOMJEHWE YHUTaTelsd C I[paBUlaMH MOJH30BAHUS
OubinoTeKkoH, pacmonoxeHueM (oHAA, CHPaBOYHBIM
anmapaTroM

OIHH YUTATCIIb

5,0

DOMCK ¥  DPAacCTaHOBKA  yYETHO-PETUCTPAI[MOHHBIX
KapToyek 1o andasuty paMuiIni yuTaTenei

OlHa KapTOo4dKa

0,26

Hepeperncrpanm yuTaTenei

nouck ¢opmyisipa (PerHCTPAllMOHHOM  KapTOYKH)
YUTATE/II; BHECCHUE M3MEHEHHUH B HUX M YHTATENbCKUH
Ouner (yrouHeHHME  AaHKETHBIX JAHHBIX, HOBOTO
JUTATETHCKOTO HOMEpa, IaThl IEPEPErUCTPAITHN)

OJWH YUTATCHb

12,0

3anwuch (mepeperucTpartius) yuTarenei B
aBTOMATH3UPOBAHHOM PEXMME!

Habop Ha KJIaBHATYpe CBEINEHHH O uurarene: hamMuius,
UMsI, OTYECTBO, XapaKTEPU3YIOUIHe €ro MpH3HAKU
(obpa3oBanue, CIENUANBHOCTH, HHas UHGOPMAI), KOJ

OJHH YUTATEJIb

6,0

OCYILECTBJIEHME KOHTPOJIS 32 BO3MOXHBIM HalIMyY¥eEM
JaHHBIX O 4YHTaTelle, 3allMcaBIIMMCS B OUOIMOTEKY
(paHee 3anucaH, JMIIEH IpaBa MOIb30BaHUS)

OAVH YUTATCJ/Ib

1,0

odopMIIeHNE KOMA YMTATENS C KOHTPOJIBHBIM DaspsaoM
¥ CpPOKOM TIIOJIb30BAaHMS YHUTAaTeJbCKMM OuneToM Ha
OCHOBE BBIJAHHOH HH(OpMaIMU

OJUH YUTaTCIib

0,52

BBIBECHHE Ha MPUHTEpP CBENEHMH O 3alucaBIIEMCH
yuTaTene B BUOe OnaHka, BeIpe3aHue OnaHka UM BKJIEHKa
€ro B UHTATENbCKUH Ouner

OJWH YUTaTCIb

1,3

PaboTta nucreTdyepckoi iy Ol

10

IpHeM  YMTaTeNbCKOTO  TpeOoBaHMS;,  IIpOBEpKa
IPaBIJIBHOCTH 3allOJHEHMS TpeOOBaHWM, YTOYHEHUE
MecTa XPaHEHHUI TOKYMEHTOB; OTMETKa B
JUCTIETYEPCKOM  ceTke. Iepefada TpebOoBaHUA B
KHUTOXpaHEHHE

oHO TpeOoBaHUE

0,73

Bromonnenue TpeOoBaHUM  moTpebuTened, BhIIaya
JIOKYMEHTOB W3 OCHOBHOI'O KHUTOXPAHEHHMSL:
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Hopma

Ne HaumenoBanue nponecca, onepauuu. Cocrap Eaunnua

n/n paboThI u3MepeHus BpEMCHH,

MHH.
1 2 3 4

11 |monydyenue TpeGoBaHuH, peructpanus, noadopka ux mo | 0xHO TpeboBaHuE 3,0
mudpam

12 |mouck NOKyMEHTa, HAHECEHUE OTMETKM Ha TpeOoBaHUM, | OZHO TpeboBaHUE 5,0
KHUXKHOM QOpMyJisipe, IUCIETUEPCKOH CeTKe

13 |ycTaHOBIEHHE MeCTa HAXOXACHWS HEHAWOEHHOro | OJHO TpeOoBaHUE 7,0
JIOKYMEHTa II0 CIIPaBOYHBIM KapTOTEKaM, KaTajloramM

14 |Bplmaua JOKyMEHTa 13 OTHeNa KHUTOXpaHEHWs| OJHMH NOKYMEHT 2,0
NOTpeOHUTEN0; OTMETKAa Ha KHIDKHOM (GopMyJspe,

TpeboBaHuM

15 |npuHATHE TOKYMEHTA OT NOTPEOUTENS; TOUCK KHIUKHOTO | OJUH HOKYMEHT 3,0
bopMmyngpa, TpeOoBaHMS; IOTallleHHe OTMETKH O BbIIaue
Bhljaua KOMITIEKTOB JOKYMEHTOB BO BPEMEHHOE
10JIb30BaHUE TTOIpa3AeIeHUsIM OHOIHOTEKHU:

16 |obopmnenue 3asBKM Ha KOMIUIEKT JOKYMEHTOB, OHA 3asBKa 5,0
nepeaaBaeMblil B CTPYKTypHOE NOJpa3/ielieHue

17 |nonbop IOKYMEHTOB B KOMIUIEKTHI, HAIUCAHUE BTOPOTO | OAMH JOKYMEHT 40,0
HK3EMIUISIpa KHIKHOTO $GOopMyJIsipa (MHANKATOPa)

Brijaua KOMIUIEKTOB ~ JOKYMEHTOB;, OTMETKa Ha| OIWH JOKYMEHT
KHUXKHOM ¢opMynsape (MHAMKATOpE) JAaThl BBLAAYH,

JIAHHBIX NOApa3[eJICHNs, NOJYJarOIEro KOMIIIEKT

KomuuecTBo TOKyMEHTOB B KOMIJIEKTE:

18 |25 6,8

19 {50 13,5

20 200 108,0
[TonmydyeHne KOMIUIEKTOB JOKYMEHTOB OT CTPYKTYPHBIX | OJHH KOMILUIEKT
NOApa3leNieH|i;  MOMCK  KHIDKHOTO  (opmynspa
(MHIMKATOp); MOTallleHue OTMETKH O BBIJAUE, BIIOXKECHUE
€r0 B JOKYMEHT
KonngecTBO MOKYMEHTOB B KOMILIEKTE:

21 125 6,8

22 50 13,5

23 1200 108
O6cny>)XxuBaHUE YUTATENEH B YUTATIBHOM 3a1€:

24 |mpoBeneHWE KOHCYNbTallUM, Oecenpl C dYUTaTeNleM Yy OJlHA 5,0
KaTaJIOTOB, KapTOTeEK, KHIDKHBIX MOJIOK, | KOHCYIBTALMS
MHPOPMHUPOBAHUE YUTATEINS O HOBBIX MOCTYILIEHUIX
[Tonbop mokymeHTOB B IOACOOHOM (POHIE UMTANBHOIO | OIWH JOKYMEHT
3aja; nepefada Ha Kkadeapy BBIIAYHU:

25 | mo TpeOOBaHUIO YUTATENS 2,0

26 |10 YCTHOMY 3ampocy 1,7

27 | 1o OmpenereHHON TeMe 3,1

[Tonbop HDOKYMEHTOB 10 Yyd4eOHOM IIporpamMme Ha

OCHOBaHMH MakeTa KOMILJIEKTa JIOKYMEHTOB,
BLIIABAEMBIX  CTYAEHTaM; 1oabop y4eOHMKOB 110
dakynpTeTaM, KypcaM, [IpynnaM; CBEpKa KHHKHbIX
QopMynApoB C HA3BAaHMEM KHUT, MHBEHTAPHLIMU

OOUH KOMHIJIEKT
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Hopma

Ne HanmenoBanue nponecca, onepauuu. Cocran Enunnna

n/n paboThI H3MepeHust BPEMEHH,

MMHH.
1 2 3 4
HOMEpaMu
KonuuyecTBo NOKYMEHTOB B KOMIUIEKTE:

28 |10 2,7

29 120 5,4

30 |40 10,8

31 |BBIHaua JOKYMEHTa: CBEpKa BHIIABAEMOI'0 NOKYMEHTA C| ONUH AOKYMEHT 2,0
YUTATENBCKUM  TpeOoBaHWEM; IIPOBEpPKa  HAIHYUSA
CTpaHWIl; BHECEHHME 3allUCH Ha  YUTaTEJIbCKOM
TpeOoBaHUY (KOHTPONBHOM JIUCTKE); BIIOXKEHHE B
YUTATEIBCKUAN Ouner, paccTaHOBKa, OTMETKa
KHUTOBBIIa4U

32 |nomydeHWe NOKYMEHTa: CBEpKa €ro ¢ TpeOOBaHMEM | OIMH JIOKYMEHT 2,0
(KOHTPOJNBHBIM  JIUCTKOM); IIPOBEpPKa COXPaHHOCTH
JNOKYMEHTa, HaIM4YUs CTPAHMI, BHECEHUE OTMETKH O
npuemMe

33 |monydyeHWe JOKYMEHTa, 3aKa3aHHOIO YWTaTeleM B| OAUWH JOKYMEHT 0,5
OTHEeNIe KHUTOXPaHEeHUs

34 |mepemaya [OKYMEHTa, COAHHOTO YUTATEIEM, B OTAEN | OJUH JOKYMEHT 1,0
KHUTOXPAHEHMS
OT160p u nepenaya JOKyMEHTOB Ha KONMPOBAHUE:! OIUH IOKYMEHT

35 |oTbop mOKYMEHTOB (OTAENBHBIX CTaTeH) IUIs Mepefauyl| OIUH JOKYMEHT 5,0
Ha MEKpOQUIEMUPOBaHNE ¥ KONMPOBAHHUE

36 |nmonroToBKa HOKYMEHTOB K KONMPOBaHMIO; OQOPMIIEHUE | OAMH HOKYMEHT 3,0
3aKa3a; perucTpalys B y9eTHHIX hopmax

37 |pmonyuenue MuKpoduIbMa M KONMHM; IIpOBEpKa OJIUH 3aKa3 5,0
IPaBUIILHOCTH BBIIOJIHEHHUS 3aKa3a
Ob6cnyxvBaHye ydTaTesiel Ha aboHeMeHTe:

38 |nmombop MOKYMEHTOB IJI PEKOMEHIAIINH YATATEIIIM OJUH NOKYMEHT 5,0
Beimaua MOKYMEHTOB 4YHTaTeNo, HOMCK ¢opMyispa| OXUH JOKYMEHT
yuTaTens, ykazaHue cpoka BO3BpaTa, IpOBEpKA HaNW4Ms
CTpaHul; OOCITy>KUBaHHE:

39 | B3poCTBIX 2,7

40 | mereit 3,2

41 |mpoBenenre Oecenpbl ¢ 4yuTaTENEM, UHQOPMUPOBAHUE O| OIMH YUTATEND 5,0
HOBBIX TOCTYIJIEHHUSX
[TonyyeHue MOKyMEHTa OT YMTATENs, BHECEHHE OTMETKH | OAMH JOKYMEHT
0 IpueMe; NPOBEpKAa HaNWYUs CTPAaHUL; BIIOXKEHUE
KHIDKHOTO GOpMyJIsipa; 00CITy)KMBaHHUE!

472 | B3pOCTIBIX 1,8

43 | metet 5,0

44 |mpolJieHHE CpOKa IMOJIb30BaHUSI MDOKYMEHTOM; IOMCK| OJMH QOpMYIIAp 3,0
bopMynsapa duTaTens; BHECEHUE OTMETKM O NPOUIEHHUH
CpoKa IOJIb30BaHUS
Co3nanue KONuH JOKYMEHTOB 110 3allpocaM YMTaTeNen:

45 | KOHCYJbTALWst YHTaTeNlel 10 BBIOOPY IapamMeTpoB ollHa 5,0

KOIIUPOBAHUA

KOHCYJIbTauH s
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Ne H Hopma
° auMeHOBaHue nponecca, onepaiun. CocTap Epunnua
o/n pa6oTsl u3MepeHust Bpement,
MHH.
1 2 3 4
46 | cozmaHue NIEKTPOHHOMN KOIIMY ¢ OpUTHHAIA 0[(Ha CKaH-KOITHS 0,15
47 | cozpanue OyMaXXHON KOIIHMU C OpUTHHANA OJlHa CTpaHulla 0,15
48 | cozpanue Konuu ¢ MUKpodopM OJIMH Kaap 0,5
49 | neuyath GYMaXKHBIX KOITUH TOKYMEHTOB H3 Db OJIVH JIUCT 0,08
50 |co3paHue 37eKTpOHHON (OTOKONKHU C OpUTHHATIA OJIMH KaJp 5,0
Ilpumedanue: K HOpMaM BPEMEHH [IPUMEHSIOTCS MOBBIIIAIOIIHNE KOOQPUIEHTHI:
- pu o6CITy>)KUBAaHUU UuTaTeneil kunoporogoHogokymenTamu — 1,2;
- HOTHBIMH, KapTorpadpu4ecKUMH, H30M3AaHusIME — 1,15;
- CIENMAIEHBIMU BUJAMH HAayYHO-TEXHUYECKOH JIUTepaTyphbl 4 JOKyMeHTauuy — 1,1;
- TIpH paboTe ¢ TOKyMEHTaMH Ha HHOCTPAaHHBIX s3bIKax — 1,15;
- IIp paboTe ¢ TOKyMEHTaMHU Ha s3bIKax Asuu 1 Adpuxu — 1,5.
1.5.2. Buytpenuss pabota
Tabmuua 8
Hopma
Ne Haumenosanue nponecca, onepanun. Cocras Eananna
n/n padoThI “3MepeHust BPeMCHH,
MHH.
1 2 3 4
Iloaroropka x Bezave:
1 |paccranoBka ¢opMmynspoB umrartened (mo cpokam,| OIUH GopMyIsp 15,0
HOMEpaM, asidaBuTy)
2 |nmo;BeneHHE MTOTOB paboThl 3a NPOINEAIIHH [IEHB, €XEIHEBHO 9,2
BHECEHHUE 3allUCH B JTHEBHUK
3 |mombop [MOKYMEHTOB IO IIPEIBAPHTENBHBIM 3aKa3aM | OJUH JOKYMEHT 3,0
yuTaTeNed ¥ JaHaM YTEHUS
4 |OpoCMOTp HOBBIX IIOCTYIUIEHMM M pPEKOMEHJAIUU | OOUH HOKYMEHT 2,0
YHTATENSIM
5 |OpOCMOTp M HONONHEHHME KHMXKHBIX BBICTABOK, SIIMKOB| OAMH JOKYMEHT 3,0
cBOOOMHOrO0 BBHIOOpA KHUT, TEMATUYECKUX IIOJNIOK U
CTeJUIaXeH
6 |moaroroska pabodero mecra €XETHEBHO 10,0
Pabota ¢ popmynspoM yuTaTeNs:
7 |ananus dbopMynsapoB YUTATENEH, BEISBJIEHHE | OJUH GOPMYIIAp 43
YUTATENIHCKIX MHTEPECOB
8 |cocTaBleHHME KapTOYKH AN KapTOTEKW 4YHUTATENbCKMX | OIHA KapTOouKa 0,86
MHTEPECOB,  COCTABJIEHHE  CIIMCKA  YHUTATEJIbCKHMX
HHTEPECOB
9 |3amuck B GopMynsape uuTaTENs O pE3ysIbTaTax aHauu3a OJ1Ha 3aIHCh 3,6
YTEHUS 32 OTIPEJICTICHHBIH TePHO
10 |3amucey B AHEBHUKE OMONIHOTEKApsS O AMHAMMKE UTEHUS U QJIHA 3aIIUCh 9.2

MHTepecax YuTaTens (Cpynisl YUTaTesei)

Pabora ¢ yuTaTe s MU, He BO3BPATHBLIMMY TOKYMEHTHI B
CPOK:
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o H Hopma

0 alMEHOBaHHE nponecca, onepanun. CocTas Eauauna

n/n paboThI H3MepeHus BpeMen,

MHH.

1 2 3 4

11 |mouck QopmynspoB uwuTaTenel, HE BO3BPATHUBIIMX | OXUH GOpMYISIp 1,0
JIOKYMEHTE! B CPOK

12 |manucaHue  OTKPHITOK-HAIOMMHABM# O  BO3Bpare| OAMH GOPMYIIp 2,0
OOKYMEHTOB, OTMETKa JaThl HAOMHMHAHUSA  Ha
bopmymspe

13 |omoBemeHue (o tenedoHy) YUTATEs, He | omuH GopMyIsp 4,0
BO3BPATHUBINEI0 JOKYMEHT B CpPOK; OTMETKa [aThl
HanOMMHAaHUA B GopMyJisipe
OOecrieyenure  KOHTpOJII 32 CpPOKaMH  BO3BpaTa
JoKyMeHToB B AC:

14 |BBIBON Ha MpUHTEp CHOUCKA unTaTeNnedt U abOOHEHTOB- OIMH CIMCOK 0,16
33JOJDKHHUKOB

15 |cocTaBnenue cnucka 3aI0KHUKOB OIHH CIHCOK 0,16

16 |pacneuatka Ha IMpHUHTEpe HANOMHHAHHS aOOHEHTaM ¥ OJIMH CIIUCOK 2,2
YuTaTeNsIM O CPOKE BO3BpaTa (azmpec, Ha3BaHUs B3STHIX
JIOKyMEHTOB)

17 |m3bsTMe U3 0a3pl HAHHBIX CBEICHHH O 3aHSITOCTH OJHa 3aIUCh 0,4
BO3BPALICHHBIX JJOKYMEHTOB
Odopmnenue moucka 3aJ0JDKHUKOB YEpe3 Cy I

18 |xommpoBaHue popMynspa UUTATENs; YTOUHEHUE aBTOpa, | OJUH JOKYMEHT 2,7
Ha3BaHUs, UHBEHTAPHOTO HOMEPA, LEHB! AOKYMEHTa, HE
BO3BPAIIEHHOTO B CPOK; IIEPEUUCIIEHUE TOCIIOILINHEI 32
odhopMIIeHHE HCIOMHMTENBHBIX HAANHUCEH; IepechuiKa
JieNa B Cy.:

19 |monyyenne w  odopmieHWE ~ TOKYMEHTOB  HM3| OJMH JOKYMEHT 2,7
HOTapUAIBHON  KOHTOpPHI  (IIPOCTaBIEHHE  HOMEpa
PAacYeTHOro cyYeTa, HOMEpa UCTIOJIHUTEILHON HAIIHUCH)

20 |cocTaBnenye axTa Ha OIUIaTy uepe3 CyHd YTEPAHHBIX | ONMH NOKYMEHT 2,7
JIOKYMEHTOB
ITpueM DOXyMEHTOB B3aMEH yTEPSHHBIX:

21 |nowuck YUTATEIIBCKOTO bopmyspa; BHECEHHE | OAMH IOKYMEHT 5,0
COOTBETCTBYIOIIEH 3amucK B GopMynsip, TeTpaab ydeTa
KHUT, TIPUHSTHIX B3aMEeH YTEPSIHHBIX

22 |mpocMOTp  [JOKYMEHTa,  IpeJlaraéMoro  B3aMeEH | OJUH JOKYMEHT 2,0
YTEPSIHHOIO
Pabota c oTkazamu:

23 |yuer u knaccuuKanMs OTKA30B: OTMETKA Ha JIUCTKE | OHO TpeboBaHME 1,6
YUTATEJICKOTO TpeOOBaHMS IPUUIMHE] OTKA3a

24 |paccTaHOBKA YHTaTENbCKUX TpeOOBaHHMM B KapTOTEKe | OJHO TpeboBaHHUe 0,32
«HEYOBJIETBOPEHHBIN CIIPOC)

25 |a”Hamu3 OTKA30B, COCTaBIEHHE CBOOKM OTKAa30B B OIIMH OTKa3 1,0
OTpacieBoM paspese (110 OpuyYuHaM OTKa3a ¥ MepaM HX
JUKBUOALUY U TPENYIPEKACHNUS)

26 |cocraBnenue OubOnuorpaduyeckoro  ONMCaHUA  Ha OJIHO 2,0
JIOKyMEHTBI, MMEIOIie Haubolblilee YKUCIO 0TKa3oB, W | bubauorpaduyec-

rnepejavdya KapTodkKy B OTIEIT KOMIUIEKTOBAHMS

KO€ OIIMCannec
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1.5.3. BrecTanuonapHoe o6cinyXruBaHue

Tabnuua 9
Ne Epnanna Hopwa
HaumenoBanue npouecca, onepauud. Coctas paéorsl BpEMEHH,
n/n H3MepeHust
MHH.
1 2 3 4
Opranuzauus OUONMOTEUHBIX IYHKTOB, IEPEABHKHBIX
O6ubIMoTEK:
1 |3axnmtoueHde  [IOTOBOpa  MexnAy  OWOMMOTeKOM M| OOMH JOTOBOP 270,0
opraHuzanuei, rre Oynet OCYIIECTBAATHCS
BHECTAIMOHAPHOE 00CIyKUBaHUE
2 |obopmnenue opmynspa GHOTMOTEUHOTO MYHKTA omuH GopMyIIsap 13,5
opopmieHnre mNanku C AOKyYMEHTaMu (ZOTOBOpa, OJlHa IanKa 13,5
IOBEPEHHOCTH Ha TOJNy4eHHE KHUT, (dopMmynspa
6UOIMOTEYHOT O IIYHKTA, OTYETOB M IPYTUX JOKYMEHTOB)
4 |cocraBlieHHE CXEMBl  pa3MeleHus  OMOIMOTEeUHBIX oaHa cxema 126,0
OYHKTOB HA TEPPUTOPHH ropoja, palioHa
5 |cocraBieHue rpaduka obMena JOKYMEHTOB, | OIMH Ipaduk 18,0
HaxXoAsAImmxcsd B OMONMMOTEYHBIX MYHKTAaX, NEpPEIBHXKHBIX
6ubnuoTexax
6 |cocraBnenue nnasa METOQUYECKON IOMOIIX OJIVH IUIaH 46,0
O6ubnnoTeKapsM-00eCTBEHHUKAM
7 |odopmienue oOBABNEHHS O MOHIX M dYacax paboTHI| OAHO OOBABIECHUE 12,0
O6uOIHOTEYHOr0 MYHKTA, EPEIBUKHON OUONUOTEKH
[TonGop KOMIUIEKTOB AOKYMEHTOB Ui OMOJIHOTEYHOTO
IIYHKTA, IepeIBMKHON OUOIHOTeKH
[Tox6opka KOMIJIEKTa JOKYMEHTOB OJIMH KOMILIEKT
KonuuecTBo 10KYMEHTOB B KOMIIJIEKTE:
g |10 15,0
9 |30 45,0
10 {100 148,5
11 |Bbimaya JOKyMeHTa B OMOIMOTEUHBIM IYHKT, OTMETKa B| OAMH HOKYMEHT 2,0
KHIUKHOM (OpMyJIsipe HaThl BbIJaul, HOMEpa NyHKTa
12 |3amuce B dopMynsape OuOIMOTEYHOro IIyHKTa OATHI OJiHA 3aIIUCh 1,0
BHIIaYM  JOKYMEHTOB, KOJMYECTBA  BBIJAHHBIX H
BO3BpAlllEeHHBIX B CTAIlIOHAp JOKYMEHTOB
13 |paccTaHOBKa KHWXHBIX GOpPMYJSIpOB B KapTOTEKY 3a| ONMH KHIKHBIA 0,4
pa3fenuTeneM CMIJIBI 6u6NMOTEYHOTO IyHKTAa, dbopMmysp
NepeNBIDKHOM  OuONMOTEKH, BHYTpH N0  andaBuUTy
GbaMuIKi aBTOPOB
14 |npueM  NOKyMEHTOB W3  OMONMOTEYHOro  IIYHKTa,| OMIMH JOKYMEHT 1,6

NepeIBUKHON OMOMMOTEKH: NPOCTABICHUE OTMETKH O
nIpueMe; BIOXEeHHE GOopMyJIIsipa B JOKYMEHT
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1.6. O6enyxuBanue o Mexdubauoreurnomy abonementy (MBA)

Tabnuna 10

HanmenoBanue npouecca, onepanuu. Cocras padoTsl

Epxpauna
u3MepeHus

Hopma
BpeMeHH,
MHH.

2

3

4

O6cnyxuBanue yurareneit Oubmuorexu mo MBA:

pEerucTpanys YuTarens, nons3yromerocs MbA

OJIMH 4YUTaTClb

1,35

3aII0JIHCHHUEC 6HaHKa-33K833,
PETUCTPAITMOHHOI0 HOMEpA, AaThl

MpOCTaBleHUE

OJWH 3aKa3

2,2

YTOYHCHHUEC YKa3aHHbIX YUTATCIIEM CBEACHUH 0
3aKa3anHOM HOOKYMEHTE, HENIh 3alipoca, HCTOYHHKA,
OTKyJd MOJIYYCHBI CBEOCHUA

OJHH 3aKa3

1,6

bubmorpadpuyeckas nopaboTka
Oubnuorpadudeckux CBEICHHMN:

3aKa3a, YTOYHCHHC

10 CIIPaBOYHBIM H3IaHHAM

27,0

i

IIpY IIOMOIIM aBTOMAaTH3APOBAHHBIX CPEOCTB

0,22

IpOBEpKa HANM4YUs 3aIlpaliiBaeMoOro JOKYMEHTa B
6ubnuorTekax roposaa, ob6IacTH, perHoHa, B TOM YHCIE 110
CBOJHBIM KaTajIoram

OluH NOKYMEHT

10,2

HalnpaslieHHe OJlaHKa-3aKa3a ¢ MIPOCTABIEHHOH OTMETKOM
(wremnenem) «B  ropome HeT» B OTpacieBOH,
YHUBEpCANBHBIM ILeHTp uiIu B Oubmuoreky (oprau
uHGOpMaIHHY) 10 JAHHBIM CBOJHBIX KAaTaJIOrOB

OJHWH 3aKa3

0,27

3alMCh CBEJCHMM O HampaBleHWH 3akaza 1o MBA
(HauMeHOBaHWe Oubnuoreku, pgara) Ha OOOpPOTHOU
cTopoHe O1aHKa 3aKas3a

OJlHa 3allHUCh

1,4

noMemenue 6GnaHka-3akaza B «KapToTeky 3ampocoB
gyutarenei no MbA» 3a paznenurens «3anpocsl no MBA,
HalpaBJICHHEIE B Ipyrue OubIHOTeKH»

0IIHO TpeboBaHue

0,32

10

IpUeM JOKyMEHTa, IpuciadHoro no MDBA; Bckpeitue
OaHnmeponu, IMpOBEpKa COCTOSHUE IOKYMEHTa, OTMETKa
JaTel MOJY4YECHUs W Ha3BaHUS OUONMOTEKH, BEHIC/IABINEH
JOKYMEHT, MHBEHTAapHOTO HOMEpa, CpoKa IOJB30BAHUSA;
nepecTaHOBKa OjaHKa-3aka3a M3 pazlena KapTOTeKH
«3ampocsl 1o MDA, HanpaBrneHHBlE B JIpyrHe
6ubnuorexu» B paznen «llonygenusle no MBA u3nanus»

OJTUH JIOKYMEHT

3,8

11

M3BELICHHUE HUTATCIIA O IIOJYYCHHHU 3alIpOIICHHOIO
JOKYMEHTA X CPOKE HOJIb30OBAHUSA UM

OTHO U3BEUWICHHUC

12

BbIZIada YHUTATENIO MONy4eHHBIX 0 MBA nOKymMeHTOB B
YUTWIBHOM  3aje (B CiIyxeOHOM  IIOMEIIEHUH
OuOIMOTEKM); CBEpKa BBLIABAEMOrO HOKYMEHTa C
OJlaHKOM-3aKa30M; I[pOBepka HaIMuYWs CTPaHuIl U
COCTOSHUSA JOKYMEHTa; OTMETKa BblIauu

OIIWH JOKYMCHT

13

IIpUeM JTOKYMEHTa OT YMTaTelNs B YUTAILHOM 3aJie; CBEpKa
JOKYMEHTa C 4YacThio  OJaHKa-3akasa, IpoBEpKa
COXpPaHHOCTH NOKYMEHTa;, BHECEHHUE OTMETKH O IpPHEME;
IIOMeUIeHre AOKYMEHTA B CIIEIHaIbHO BhIIENIEHHOE MECTO
(3axpbITHI TIKA))

OIWH JOKYMCHT

0,5




28

HaumenoBanue npouecca, onepanuu. Cocras padothl

Eananua
u3MepeHus

Hopma
BpeMeHH,
MHH.

2

3

4

HU3BJIEYCHHE OrnaHka-3akaza U3 KapTOTeKH, 3alluCh
cBeleHUH 00 OTnpaBKe U3JaHUS (JaTa, HOMEpP IOYTOBOTO
OTIpaBICHUA); [EpecTaHOBKa JIMCTKa W3  pasfena
«[lonygennrie 1o MDBA  w3manms» B pasgen
«BoszBpamenHas muTeparypay

OIWH JIACTOK
TpeOOBaHM

1,0

15

IIOArOTOBKA K OTHpaBKE HOKYMEHTOB B OHOIMOTEKY-
¢doHOOAEp)KATENb 3aKa3zHOM OaHIEepONblO;  YIaKOBKa
OaHIeposy; B3BEIIMBaHUE €€; HAKJICUBaHWE MapKU (eciu
HET LICHTPAIU30BAHHOM OMNATHI NMEPECHUIKH); HAUCAHHE
afpeca; COCTABICHUE OIUCH

OIUH AOKYMCHT

3,6

16

pabota ¢ oTKazamu

OJJHH OTKa3

1,03

17

coofmenue B 0Taen 0OCHyXKUBaHUS O MOJYYEHHH OTKa3a
(mara, npuuKHa)

OJHH OTKa3

1,35

O6c¢cnyxuBanue aborentos no MBA

ITpuem 3akazos:

18

Ipud OTCYTCTBUM HOMepa aboHeHTa Ha OnaHke-3akasze
IpoBEpKa IO KapToTeke abOHEHTOB, abOHHMpYeTCs IHU
JaHHas OpraHy3alus

OJWH OTKa3

1,0

19

opraHm3anus abOHUpYETCS: MpOCTaBIEHWE HOMepa Ha
OnaHKe-3aKasze; CBepKa ajapeca, Ha3BaHHWS OPraHU3aIuy,
¢dbamumiu oTBeTcTBeHHOr0 o MBA ; BHEceHUEe N3MEHEHUH
B KapTOYKH

OJIUH OTKAa3

3,6

20

nepBuyHOe oOpamenue abOHEHTa B TEKyIIeM TOAy:
IIPOCTaBJIEHKE B KApTOUKe rofia OOpalieHus, 1aThl

OJIHH OTKa3

3,6

21

odpopmnenue aboHeHTa (OpraHW3anus ~paHee  HE
abOHWpOBaNach):  NPHUCBOEHHE  aOOHEHTY  HOMEpa;
3alloNIHEHWE KapTouku peructpauuu adbonenta MDA u
pas3ienuTens (opmynsp); yKa3aHue [IOJIHOTO
HauMEHOBaHMA  OubnuoTexku, IOYTOBOTO  ajpeca,
tenedona, hamMunauy, UMEHM, OTYECTBA OTBETCTBEHHOTO
KA, JAThl OTKPBITHS X HOMepa abOHEHTa

onuy aboHEHT

5,0

22

pacCTaHOBKA PCTHCTPALTMOHHBIX KapTOUYEK B KapTOTCKY

OJHa KapTOoiKa

0,32

23

odopmieHre wu3BemeHUs s aOOHEHTa (CTaHAApTHOE
u3BeUICHUE 00  OTKpBITUM  abOHEMEHTa);  3ampoc
HEJIOCTAIONMUX CBENCHUH JJI1 KAapTOTEKW THIIOBBIM
MHCBEMOM

OJTHO HU3BCUICHUE

1,6

24

OpoBepkKa MPaBWIBHOCTH 3allONHEHWs OnaHKa-3akasa,
3aJJ0JDKEHHOCTH abOHEHTa, POoCTaBIeHue Ha obopoTe 1-#
yacTy OjlaHka-3akasza (CTp. 2) CBOEro IITEMIENS U JaThl
nonydyenus 3axaza B pyOpuke «CnyxeOHBIE OTMETKH
OubnuoTekapsi» IMpU BBIIOJHEHUA U IIEPEHANPABIEHUH
3aKa3a B CTPOKe «pailioHa, ropojar

onuH OagK-3aKas

3.8

nepefada Ha y4acTok pabOThl ¢ OTKa3aMH HENPaBHILHO
obopMIeHHBIX  3aka30oB  (HET  IleYaTW,  IIOJIMCH,
Hepaz0opurBo 0GOpPMIICHHBIE, HE Ha A3bIKe OPUIMHAlA) U
3aKa30B aDOHEHTOB-3aJ0/DKHUKOB

OJIMH OJaHK
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HanmenoBanue npouecca, onepauun. Cocras paGorsl

Enununa
U3MepeHust

Hopma
BpEMeEHH,
MHUH.

2

3

4

muppoBKa 3axka3oB abOHEHTOB;, NOAOOpKAa OJIAHKOB-
3aKa30B N0 andaBUTy, IpOBepKa HAJIMYUA JOKYMEHTA IO
KaTajory

OIMH OJaHK

2,7

27

IIOATOTOBKa NOKYMEHTa K BBHIFa4Ye: CBEpKa NOKYMEHTa C
OJaHKOM-3aKa30M; HOpOBEpPKa HAIWYUS CTPaHHI W
COCTOSIHMS JOKYMEHTa; MpOCTaBlieHHe Ha OjaHke-3akasze
(muneBo#t cropone 1-i m 3-# wactu crp. 1, 5) mmdppos
JOKYMEHTa; yKa3aHHe MHBEHTApHOI0 HOMepa, KOJIHYEeCTBa
JOKYMEHTOB, NIaThl BBIAA4d, Ha OOOPOTHOM CTOpPOHE 2-if
yact (cTp. 3) IpOCTaBieHUE ILITeMIIeNs OUOIHOTEKH C
Ha3BaHUEM ¥ TIOYTOBBIM a[pecoM, YKa3zaHUe CpoKa
BO3BparTa, BIOXXeHMEe 2-# 4dyactH OnaHka-3akaza B
BBIIaBAaeMBbIl  [NOKYMEHT;  HIpPOCTaBI€HHWE  HOMepa
OaHIepOIIH BHU3Y

OIVH JOKYMCHT

1,4

28

IIOCTaHOBKa 3akKa3a Ha O04YEpeab (B CiIydJa€ 3aHsTOCTH
IfISIIaHI/ISI); aGOHeHTy OTIIpaBKa U3BCUICHUSA

OIWH 3daKa3

1,6

29

nmepenava W3JaHUS Ha KONMpOBaHwe (IpH 3aKkaze Ha
(QparMeHT M3aHus: CTaThs U3 XypHana, COOpHUKa)

OJIUH 3aKa3

2,7

30

OTIIpaBKa NOKYMEHTOB abOHEHTaM: YIIaKOBKa 6aHJ1€p0HI/I;
B3BCIIMBAHHKC, HAKINCHBAHUC MapKW, HaIIMCAHUE aapeca;
COCTAaBJICHUC OITUCH

OZIMH TOKyMEHT

2,5

31

pacCcTaHOBKa OJlaHKOB-3aKa30B (1-1 4acTh) Ha BBIIAHHBIE
JOKYMEHTHl (BBICTAHHBIE) B KapTOTEKy OOCIy>XUBaHUS
aboHeHTOB B pazzen «Brimannsie no MBA n3nanus»

OHH NJOKYMEHT

0,32

bubnuorpaduyeckas nopaboTka HEBBITIOJTHEHHBIX
3aKa30B;, yTo4yHeHHe Oubiamorpaduyeckux CBEAEHUH IO
CIIPaBOYHBIM H3AaHUIM

OOXH OOKYMCHT

3,2

BBUIBJICHUE HAJIMYUS 3alpallliBaéMOro JOKyMEHTa B
6ubIMOTEKAX TOPOJIa, pETHOHA

OIWH NJOKYMCHT

10,2

34

odpopMmneHne 3aka3a K [E€PEHANPABACHUIO B JpYyrUe
OuOMMOTEKH; yKa3aHue Ha 000pOTHOU CTOpoHEe 1-# JacTh
OnaHka-3akaza  (cTp. 2)  OpPHYMHBl KM JATH
nepeHanpannesus (mremnens «Her B Oubnuoreke, HET B
O6ubnuoTekax ropoja...»);0TMETKM O IIpOBepKe IO
CIIPaBOYHBIM W3 [aHUSM, CHIJIBI OuGIOTEK-
bonOAEpKATENEH IO CBOAHOMY KaTaJIory

OJIMH 3aKa3

2,7

oTnpaBka aGOHEHTY HU3BELIEHUS O IepeHallpaBICHUN
3ampoca ¢ yka3zaHueM OMOIMOTEeKH, Ky[a OH OTHpaBleH

OJHO HU3BCIICHUC

1,6

perucrpanvs oOTka3a B YYeTHBIX (opMax; OTIpaBKa
abonenTy OmnaHka-3akaza (3-10 uacTb) B  Cllydae
HEBO3MOXHOCTH BBIIIONIHEHUS C OTMETKOM O IpHUYMHE
0TKa3a B COOTBETCTBYIOLIEH pyOpuKke

OJIMH OTKa3

3,6

IpHeM  OOKYMEHTa,  BO3BPALIEHHOTO  abOHEHTOM;
[IOJIyUeHre Ha TO0YTe, BCKPBITHE OaHMAEpPOJH; IIPOBEPKA
COCTOSIHHMS [OOKYMEHTA, H3BJI€YeHUEe OlaHKa-3aKa3a M3
KapTOTEKH 0OCiayxupaHus aOOHEHTOB, yKa3aHHME Ha HEM
JaThl BO3BpaTa JIOKYMEHTa, NEepecTaHoBKa OlaHKa-3aKasa

OIWH JOKYMCHT

wo
NS}




Ne Eaununa Hopma
HaumenoBanue npouecca, onepanuu. Cocrap pa6orsl BpeMEHH,
n/n A3MepeHus
MMUH,
1 2 3 4
B paznen «BosBpalneHHas maTepaTypan
38 |obecmeueHne KOHTPOJS 3a CpPOKaMM TIOJB30BAaHUS| ONUH JOKYMEHT 1,6
JOKYMEHTaMU: BBIABJICHUE [ODKHUKOB, HaIlpaBlIEHUE
HanOMWHaHUHI
Brmonuenue pabor B AC:
39 |dpopmupoBaHue ©6a3bl OaHHBIX 00 abOHEHTaX 10| OXWH abOHEHT 5,4
COOTBETCTBYIOIIEH (opMe, BBOA HHPOPMAIMH O HOBOM
aboHeHTe
40 |momck B 0Oaze maHHBIX cBefeHWE 00 aboHMpoBaHUM | OIUH aDOHEHT 3,6
OpraHK3alyy; BHECEHUE U3MEHEHUH
4] |BBOX MH(pOpPMALHUK O IIPHEME 3aKa30B OT aDOHEHTOB OJIMH 3aKa3 0,27
42 |BBoO MHGOpMALMHU O NIEPEHANPABIEHUY 3aKa3a, BHIBOJ Ha OJIMH 3aKa3 1,6
IIPUHTEP M3BEHICHHUS O IIepeHallpaBlIeHUH 3aKas3a
43 |BBOH [aHHBIX O IIOCTAHOBKE 3aKa3za Ha Ouepelb; OJTUH 3aKa3 1,6
coobieHue abOHEHTY
44 |perucTtpauus  BBOAHHBIX  aOOHEHTY  JOKYMEHTOB,| OOHMH AOKYMEHT 2,7
IIPOCTABJICHUE CPOKA BO3BpATA
45 |ypaneHWe @3 MacCMBa JAaHHBIX O BO3BPAIEHHOM | OJUH JOKYMEHT 0,16
JIOKyMEHTE
46 |obecneueHne KOHTPOJA 3a CPOKaMM BO3BpaTta NOKYMEHTa:| OOWH abOHEHT 2,7
mOUCK ¥ oTOOp [JaHHBIX B IaMATd MaIMHBI O
3aJOIDKHUKAX; BHIBOJA HYXXHOH WH(OpManUu Ha NpUHTED;
pacrieqatka CIMCKOB C YKa3aHUeM asipeca aboHEeHTa
1.7. Maccogras pabota
Tabnuma 11
Ne Enuauna Hopma
Haumenobanue npouecca, onepauuu. Coctas padoTsl BpeMeHH,
n/n H3MepeHus
MMH.
1 2 3 4
IonroToBka MacCOBBIX MEPONIPHATHIA
OrmpeneneHue TeMBl, COCTaBa ayIUTOPUH, OTBETCTBEHHOIO OJIHO
38 MEpONpHATHE B  UEJOM; COCTaBJICHHE IUIaHa| MEPOIpUsITUE

IIOATOTOBKY MEPOIPUATHUS, BOIIPOCOB I 06C}’)KI[€HI/IH;

NpUTJIAIEHHE KOHCYIBTAHTOB, JIEKTOPOB; IMOAGOpKA
MOKYMEHTOB II0 TEME MEpONpHUATHUS, OpraHH3aIUg
BBICTaBKH  JIMTEpATyphl,  albOOMOB;  OIIOBEIICHHE

YUTATENEH O MEPONPUATHH uepe3 aQullu, myOJUKaAIuK B
meyaTtd, 10  pPajMo,  TENeBUACHWIO,  BBISBJICHHE
BBICTYIIAIOLIMX; neyaTh 7% pacrpocTpaHeHue
IIPUTTIACUTENbHBIX OHIIETOB, IIOATOTOBKA TMOMEICHHUS:
[IDOBEAEHUE COBEILAHMsI 110 MTOraM MOATOTOBKH U
OPOBENEHHMS MEPONIPHUSITUSL, OPOPMIIEHHE TIPOTOKOJIA:




31

Ne Epununa Hopma |
o/ Haumenoranue npouecca, onepauuu. Cocras padoTsl H3MepeREs BpeMeHH,
MHH.
1 2 3 4
1 |uuTarennckas KOHGEpeHIHs 4900,0
2 | IMTEpaTypHO-XYIOXKECTBEHHBIN BeYep, BEUEP OTPACiIEBOH 3340,0
KHHUTH, JUCIYT
3 | Beuep BOIPOCOB ¥ OTBETOB, YCTHBIN XypHAI 2600,0
4 | ximy0 no uHTEpEecaM 2600,0
5 | meTckuil yTpeHHUK 3900,0
6 |BUKTOpHHA, KOHKYPC, UI'Pa-ITyTEHIECTBUE 3900,0
Opraau3anys KHHXKHbBIX BBICTABOK
CocrapneHne IUTaHa OpraEu3alldiyd U [POBEAEHUS
BBICTaBKH; BBLABJIICHUE M OTOOp JOKYMEHTOB; IIOATOTOBKA
COINPOBOUTENBHON NMOKYMEHTAIIUU K BHICTABKE; CO3JAHKE
XYHOXECTBEHHOIO  IIPOEKTa;,  MOHTaX  BBICTABKH;
oprasu3anus HHGOPMAIMOHHO-PEKIaMHOR paboTel 1O
HOMYJISIPU3AIMK BBICTABKY; IIOIBECHUE UTOTOB PabOThI
Temarugeckue BBICTAaBKU 001e6ubIoTeUHOrO | OJ{HA BHICTaBKA
Macmraba, opraansyeMbie Ha GoHIax OubIHOTEKH
KonugecTBo 3KCIIOHATOB:
7 {1-50 560,0
8 |51-100 1120,0
9 {101 -200 2240,0
BBICTaBKY II0 OIpENeNeHHON OTpaciid 3HAaHUN WU TEME,
OpraHu3yeMBble:
Ha doune GubIIoTEKU OJ/lHa BBICTABKa
KonnyecTBo 3KCIIOHATOB:
10 {1-50 310,0
11 |51-100 940,0
12 {101 - 200 1920,0
Ha Qonpme oTHena OIlHa BEICTaBKa
KonnuyecTBo 3KCIIOHATOB!
13 {1-25 180,0
14 {26 -50 360,0
15 |51-100 720,0
BhICTaBKHM, IOCBAINCHHBIE JKM3HW U  [AEATENBHOCTH | OJHA BHICTAaBKA
BBIIAIOIIMXCA JIFOAEH
KonnyecTBo 3KCIIOHATOB:
16 |1-10 47,0
17 |11-25 110,0
18 {26 -50 210,0
BricTaBKE Ha MOJIKAX CTENIaXeH OJlHA BHICTABKA
KonugecTBo 3KCIIOHATOB!
19 11-5 25,0
20 16-10 44,0

BbICTaBKH HOBBIX TOCTYIJICHUH

OIHa BbICTaBKa

KonuyecTBo 3KCIIOHATOR:




Ne Eannnna Hopma |
HaumenoBanne nponecca, onepanun. CoctaB paboThi BpPEMEHH,
n/n H3MepeHus
MMH.
1 2 3 4

21 |1-25 40,0

22 |26 -50 72,0

23 {51-100 160,0
Pexnama Oubnuorexu; paboTa 10  IIPUBIEUEHMIO
YUTATEIIEH:

24 |mOArOTOBKA PEKJIAMHOTO COOOLIEHHUA B MeYaTh, IO Paayo, | OAHA IyONuKaIus, 420,0
TENEBUAEHHI0O O pabore OuOMMOTEKH, OCOOEHHOCTSAX | OAHO COOOIIEHHE
GbyHKIMOBUPOBAHUS Pa3IAYHBIX HOpa3AeIeHHH,

HOMEHKJIAType YCIIYT, IPEAOCTaBNsIeMBIX ONOINOTEKON

25 |mOAroTOBKA IIaKaTa O AEATENbHOCTH OMOMMOTEKH (BBIOOD OJIMH TIIaKaT 210,0
TEMBI, OIpEAENCHHE Cconepxauus ¥ (opMmbl, craya B
1eyarh)

26 |opraHp3anus 3KCKYpCHH; NMpPHEM U O(OPMIICHHE 3aiBKH,| OJHA IKCKYpCHs 52,0
YTOYHEHHE TEMB! SIKCKYPCUH U COCTaBa KCKYPCAHTOB
BriaBienue MOTEHIMATBHBIX noTpebuTenei
6nOIMOTEYHO-HHPOPMALIMOHHBIX YCIyT OMOIHOTEKH:

27 |mpocMOTp NpecCH OJTH JOKYMEHT 6,8

28 |IpOCMOTp M aHANU3 JIOKYMEHTOB KOHKYPUPYIOIIMX PUPM | OIUH NOKYMEHT 52,0

29 |BeneHuE KapTOTEKU NOTPEOUTENHCKOIO PHIHKA OJIHA KapTOyKa 1,3

30 |BcTpeun <C pYKOBOOUTENSIMU (GHUPM, OpraHu3allui, OJTHO 210,0
IpENNPUSITHH MEpONIPHUSITHE

31 |cbop M MOArOTOBKA MaTeprasioB Ui WHGOPMAaLMOHHBIX ofuH OyKIIET 7680,0
OykieToB (0OIIMX, TI0 OTAEIBHOMY ITPOEKTY)

32 |pa3paboTka [gm3afina W MakeTa HH()OPMALUOHHBIX OUH OYKJIET 14400,0
OyKIIETOB

33 |obecneucHue KOHTpPOJIA KayecTBa TOTOBBIX onuH OyKieT 20,0
MH(QOPMaIMOHHBIX OYKIIETOB

34 |nmombop CYBEHHUPHOM IPOAYKLHHU OJIHO 1440,0

MEpOIIpHATHE
35 |moAroTOBKA pa3IaTOYHBIX MAaTEPUATIOB MEPONPHUATHS OJTHO 480,0
MEpONpUSTHE

IIpumeuanue:

- BpE€Ms OpraHHU3alUM BBICTAaBOK JIUTEPATYPhI, IIPOBCACHUC MacCCOBBIX MCpOHpI/IHTI/Iﬁ U
SKCKprI/Iﬁ B HOpMY BpEMEHH HE BXOIHUT;,
- K HOpMaM BPEMCHHU IIPUMEHSIOTCH IOBBIIAOIINAC KOC—)Q)(I)I’ILII/ICHTBIZ Opd OpraHu3amyy
BBIE3JHON BBICTABKU — 1,1; IIpy 3KCHOHMPOBAHHM Ha BBICTABKE JHUTCPATYPBI Ha HHOCTPaHHBIX

A3bIKax — 1,6, mpu paboTe ¢ JOKyMEHTaMu Ha s3bIkax Asuu u Agpuxu — 2,0.

1.8. CripaBounas 1 undopmalmoHHas padbora

Tabmuia 12
Hopma
Ne Ennnuna P
Hanmenosanue npouecca, onepanuu. Cocras padoThbl BpEMeHHU,
n/m H3MepeHHst

MHH.




2

Y4eT NOCTYNHUBLIMX BTOPUUHBIX JOKYMEHTOB (KapTOUEK)

CyMMapHBI# y4eT KapTOuYeK B XypHane NOCTYIUICHUH |
BBIOBITHSI B PETHCTPAIMOHHBIX KapTOTEKax

OlHa NIapTUa

Yucno TTIOCTYIIMBIIUX KapTO4YECK!

1-110

19,0

111 -220

63,0

221 - 600

160,0

BN -

BBIABJICHHWEC  HCBBIIIOJHCHHBIX  3daKa30B; COCTaBJICHUC
3as4BKH Ha HCBBIITOJIHCHHBIC 3aKa3bl

OJHH 3aKa3

4,5

Oprasuzanus cripaBoyHO-6ubIMorpaduUecKoro anmnapara
(ChA)

IIpocMoTp ®  o100Op HOKYMEHTOBR U3  TEKyIIUX
noctyrienut s Brimouenus B CBA, B TomM umcrne
KpaeBeTUECKHUN KaTaJIoT:

KHHUT4d

OJHa KHUra

3,2

cOOpHHUK

OJHa CTaThbi

2,7

KypHaJ

OJHa CTaThAd

2,7

ra3€ra

OJHa CTaThs

1,6

Nelie AN | o g iV

6ubnuorpaduueckoe nocodue

OJHa 3aIIiCh

0,5

JICTOTIUCE KHUXKHBIX, XXYPHAJILHBIX U Ta3€THBIX cTaTeH

OJHa 3aiuCh

0,83

U [V
—_ O

NPUKHIKHBIN Onbnuorpaduyeckuii CHHCOK

O[Ha 3allucCh

0,5

Cocrasnenue dubnmorpadpuyeckoit 3anucu

OIHa 3alTUCh

KonuyectBo 31nemenToB 6ubmHorpaduyeckoi 3anucu:

12

1.4

3,2

13

5-6

0,5

14

7-9

6,0

CocraBnenue dHHOTaluu, H3y4YCHUE OJOKYMEHTA,
HannyCaHnue TEKCTAa.

OlHa agHOTaIus

15

AHHOTHUDPOBaHMEC KHUT

260,0

16

AHHOTHPOBAHUEC crarei

156,0

17

aHAUTHYeCKas POCIHCH XKYpPHATIBHBIX, Ta3€THBIX CTaTeH,
cOOpHUKOB, O6ubnuorpaduaecKux 0COOHIA:
O3HAKOMJIEHHE C COIEep)KaHWeM M3NaHUS, COCTABJCHUE
AHATMTHIECKON POCITUCH

OOUH NTOKYMCHT

3,8

[Ipocmotp MOCTYITHBIIHUX UHGOPMAITMOHHBIX
(BTOpHYHBIX) JOKYMEHTOB U UX OTOOp Ul BKIFOYEHHUS B
CBA (nepeuusslit 0T60p)

[TpocMoTp MHGOPMAMOHHOTO W3AaHUA (B TOM YHCIIE
KapTO4KK) ¥ 0TOOpP U3 HUX JOKYMEHTOB Ul BKIIOUCHHS B
CBA; cuctemaTH3aIis KapTO4eK IO THUIIaM KaTajoroB U
KapTOTEK; IPOBEpKa HHIEKCOB; PACCTAaHOBKA KapTOYKH

OJHAa KapTo4Ka

Yucio KapTouek:

18

1-10

18,0

19

11-100

165,0

20

101 - 300

490,0

[Tpocmotp u otbop kaptoyek B CBA ¢ UeNpiO U3BATUSL
WK TIepeMeleHUs (BTOPUYHBIA 0TOOD):
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HaumenoBanne npouecca, onepanuu. Coctas pa6oTsi

Exuanna
HU3MepeHUsl

Hopma
BpeMeHH,
MHH.

2

3

4

U3BATHE H3 KaTaJloTOB M KapTOTEK KapToueKk Ha
JOKYMEHTBI, COuCaHHble W3  (GOHOA;  [POCMOTP
KpaeBeTYECKHUX, 6ubnuorpaduyeckux "
dbaxrorpaguuecKux KapTOTEK, U3BIATHE U3 HHUX KapTOYEK
Ha JOKYMEHTHI, MOTEpsBUINE HEHHOCTh, IIEPEBEICHUE
KapTO4YeK B apXMBHBIE KAPTOTEKH (YHHYTOXKEHHE);
BHECEHUE OTMETKU B XKypHAJIE y4eTa U PErHCTPallMOHHON
KapTOTEKe

OJlHa KapTOo4Ka

1,5

OpI‘ aHV3alys CHEPAIIBHOI0 CUCTEMATHYCCKOrO Karajuora
(T'CK):

22

IpOCMOTP U OTOOp IOKYMEHTOB Ui BiutoueHus B I'CK;
0o OpMIIEHNE KapTOYeK

OJIMH TOKYMEHT

2,7

23

HalmMCaHUe U pacCTaHOBKa pa3acinuTeIIsd

OJH pa3eInTeIIb

1,7

PenaxtupoBanme I'CK:

24

uckmodesye wu3 ['CK  kapTouek Ha ITOKYMEHTHI,
yCTapeBIIMX WM HENPOQWIBHBIX, TEpEeBE/IeHHE HUX B
ApPXMBHYIO 4acTh (M3BATHE); NeTaIu3alus pa3esioB

OJIHA KapTOo4yKa

1,5

25

HAlIUCaHHUE HOBBIX paznenHTeneﬁ

OOUH PasACIUTEIDb

1,4

Opl" aHu3anvsa KapTOTCKU HepCOHaHHﬁI

26

OonpeneicHue U COCTABJICHUC IICPEYHA JIHUL, CBEOCHMA O
KOTOPBIX OTPAXKAIOTCA B KapTOTEKE; TIPOCMOTP
I/IH(i)OpMaIIPIOHHBIX WU3aHUMH, IIEPBAYHBIX HOOKYMCHTOB,
OT60p JOKYMEHTOB Il BKIIFOYCHHA B KAPTOTCKY

OAWH DOKYMCHT

1,5

27

TEXHUYECKas U CoaeprkarenbHas o06paboTka HOKYMEHTOB
IUI BKIIIOYEHHS B KapTOTEKy; pacCTaHOBKA KapTOYeK IO
andaBuTy baMHIIMi aBTOPOB M II0 BUJAM HOKYMEHTOB

OOHWH JOKYMCHT

2,7

28

Hanycanue 1 paCcCTaHOBKa pa3):erHTeneI71

OJTUH pa3aCIUTEIb

1,4

Opranuzanus gaxrorpadugeckoit kaprotexu (OK):

29

OIIpefieTICHUE TIpeaMeTa, 0OBEKTa B OCHOBHBIX IIPU3HAKOB
s oTpaxeHus B OK; mpocMOTp HOKYMEHTOB M OTOOD
s BkmoueHus B OK; 3aneceHrne 0TOOpaHHBIX CBEACHUM
Ha KapThl WMH(OPMAIMOHHOTO MacCuBa C BHECEHHEM
COOTBETCTBYIOIIMX OTMETOK B IIOMCKOBBIA MAaccHUB
dakrorpapuyeckor KapTOTEKH

OJIAH JOKYMEHT

2,7

30

penaktupoBanue PK; npoBepka NpaBUIbHOCTH BHECEHHUS
CBEJICHUH U yKa3aHMUN 00 HCTOYHUKAX MHQOPMALUK

OJMH JOKYMCHT

1,6

HallMCaHue U paCCTaHOBKA pasnenmeneﬁ

OOWH pa3e/InTEIb

1,4

OpI‘ aHu3alya TEMaTHYCCKUX TMaloK I'a3€THBIX BBIPE3OK:

TIPOCMOTP Ira3€THBIX BBIPE30K, CUCTEMAaTH3alIUA UX

OoaHa BBIPE3Ka

2,5

|UN]
(OS]

odopMieHHE BBIPE3OK U XPAHEHHS B TEMAaTHYECKUX
Iankax; KpaTkoe ONUCaHWe HUCTOYHMKA, HaK/ICUBaHHWE Ha
KapTOUKH

O/lHA BBIPE3Ka

3,2




1.8.1. CnpaBouHno-6ubnuorpaduueckoe o0CIyKuBaHKE

Tabnuua 13

Hopma

Ne Enunnua
HaumenoBanue npouecca, onepanuu. Cocras paboTsl BpEMEHH,

n/n H3MepeHHs

MHH.

1 2 3 4
ITpuem 6ubnuorpaguyuecKux 3anpocos:

1 |npuem 6ubnmorpaduyeckoro 3ampoca; yTOUHEHHE TEMBI, OIIMH 3aTIPOC 0,43
HENIEBOTO M YMUTATENbCKOIO HA3HAUEHHS, IIONHOTEHI
HMCTOYHHUKOB, THUIIOB, BHIOB M XPOHOJOIMYECKHX DPaMOK
3a1poCcoB
BrimosnHeHue cupaBok
BrimonHeHne TeMaTW4YeCKOM CHpaBKW; MOMCK W OTOOp| OJHA CripaBKa
JIOKYMEHTOB; COCTaBJICHHE odubnuorpaduueckoro
OTIMCAHUS
TT1CBEMEHHO; KOJMYECTBO HCTOYHHKOB!

2 |1 3,0

3 12-5 15,0

4 16-10 30,0
Y CTHO; KOJIMYECTBO HCTOYHHKOB:

5 |1 2,0
BrmmonHenue anpecHO-Oubnnorpaguyeckod  COpaBKU;

YCTAaHOBJIEHHE HAIMYM WJIH MeCTa HaXOXIeHHUS
JOKYMEHTA HJIH ero 4acTu B poHae OubamoTexu
ITucpMEHHO; KOTMYECTBO HCTOYHUKOB:

6 |1 2,0

7 12-5 12,0

8§ |6-10 24,0
YCTHO; KONUYECTBO HCTOUHMKOB!

9 |1 1,5
Brmonnenue YTOYHSIOIEH oubnuorpaduueckoil | onHA CIIpaBKa
CIpaBKH, YyCTaHABIMBAIOMEH ¥ (WIM) YTOYHSIOLIEH
3NeMEHTHl OMOIMOrpauuecKkoro ONHcaHUs, KOTOpPHIE
OTCYTCTBYIOT WJIH UCKa)XEHBI B 3aIIpOCE YUTATENS
[TCEMEHHO; KOIHYECTBO HCTOYHHUKOB!

10 |1 2,7

11 {2-5 14,0

12 16-10 27,0
Y CTHO; KOJIMYECTBO MCTOUYHHKOB!

13 |1 1,6
Brimonuaexue daxTorpadhuyeckon CIIpaBKH, | OJIHA CIpaBKa
yCTaHABMUBAIOIIEH KOHKPETHBIE CBEJCHUS O TEX WU
MHBIX 00BEKTAX, COOBITHAX, IPOIECCAX, NaTax
[TucBEMEHHO; KOTMYECTBO HCTOYHUKOB!

14 |1 2,7

15 {2-5 13.5

16 16-10 2,7
VCTHO; KOJIMYECTBO CTOUHMKOB!

17 |1 1,6




36

HaumenoBaHue npouecca, onepannu. Cocras pa6oThi

Envnuna
HU3MepeHHs

Hopma
BpeMeHH,
MHH.

2

3

4

Koncynpranus y  copaBouno-6ubnuorpabuyeckoro
annapara:

18

IpOBeJieHHE Oecefbl O CO3JaHWH W WCIOJIB30BAHHMHU
CTIPaBOYHOTO anmnapara, o METOMIHKE
6ubnuorpaduyeckoro moucKa

o4gHa
KOHCYIIbTaluA

4,2

Benenue pona BHIMONHEHHBIX CIPABOK:

19

oTOOp cHpaBKH I QOHIA, Ppa3IOXKEHHE IO ManKam
(xoHBepTam); oQOpMIECHNE CIPaBKHU

OJiHa CIipaBKa

4,2

20

COCTaBJICHHE KapTO4KH JJIsL apxuBa, YKasaHUue
IIOPAOKOBOI'O HOMEpa, TEMBI, JaThl BbLIJAYH, IIOCTAHOBKA
KapTOYKH B KapTOTEKY apXHBa BbIIOJHCHHBIX CIIPABOK

OIHa KapTOo4Ka

2,7

Pa6ots! B pexxume AC:

21

dopmuposanre I'CK; BBom B  0a3y  IaHHBIX
AHAJIUTUYECKOH POCIUCH Ta3eTHO-)XYPHAIBHBIX CTaTeH,
cOOpHUKOB

OITHA KapTOYKa

2,0

22

noMck u otbop Oubnmorpaduueckux 3amuced IO
YCIOBHSAM

OJHa KapTO4Ka

2,7

BBIBOJ, Ha »3KpaH Oubnuorpadpuueckod 3amucud WU
OTHENBHBIX U3 HEe CBE/ICHUI; pacreyaTka

OlHa KapTo4dKa

1,6

1.8.2. bubnuorpadpuyeckoe vHGOPMUPOBAHUE

Tabnuua 14

HaunmenoBanue npounecca, onepanuu. CocraB padoThl

Engnauna
U3MepeHus

Hopma
BpEMEHH,
MMH,

2

3

4

Brrapnenue HH(GOPMAIMOHHBIX noTpebHOCTEH
CTIELMATMCTOB METOOM aHKETHPOBAHHUSL:

Ollpe/ieNieHre KOHTUHIeHTa noTpeburernedl uupopManuy;
pa3paboTka 3asBOK Ui OHpeaeneHus MHGOPMalMOHHBIX
notpeOHOCTEH (3aIPOCOB); pacChuIKa (paclpoCTpaHEeHuUe)
3asBOK; 00paboTKa MOJYyYEHHBIX 3asgBOK; COCTABJICHHUE HA
fa3e TONYyYeHHBIX [aHHBIX KapTOTEKH KOHTHHICHTa
notpedurenest wHPOpPMAUMH ¥ UX HMHGOPMAIMOHHBIX
noTpebHOCTEH (3anpOCoB)

OJIHH IOTpeOUTENH

34,0

BrisBnenue HH(POPMALIMOHHBIX notpedHOCTEH
COENMATNCTOB Ha OCHOBE aHalIM3a IUIAHOBO-OTYETHOM
JOKYMEHTAllUH:

oTOOp, U3YyYCHHE, aHaTU3 OTYETHBIX JOKYMEHTOB;
bopMHUpOBaHKME TEMATHKU CIPABOYHO-HHPOPMALMOHHOIO
00CIY)XXUBaHUs B PA3HBIX PEXXUMaAX

OJIMH OTYETHBIN
JOKYMEHT

24,0

Lo

pacupenenieHre TeMaTHdecKuX pyOpux HHPOPMaHOHHBIX
noTpebHOCTER TO NOApA3JEIICHUsM, Yy4YacTBYIOIUUM B
CIPaBOYHO-UH(DOPMAITMOHHOM 00CITY)KHBaHUH

onHa pyOpuka

2,7

3akoueHune c aboHeHTaMH JIOrOBOpA Ha
uHDOpMaLKOHHOE 00CTyKUBAHUE:




Hopma
Ne Epunnna
HaunmenoBanue nponecca, onepanuu. Coctas pa6oThi BpeMeHHU,
n/n u3MepeHus
MUH.
1 2 3 4
4 |aHanu3 JAaHHBIX O 3aMHTEPECOBAHHOCTH a0OHEHTOB B| OIUH JIOTOBOP 2300,0
uHGOpMaLLOHHOM 00CIy)XUBaHUH " pexumax
H30UpaTeNbHOIO PACHpPOCTPAaHEHUS M PETPOCHEKTHBHOIO
[IOMCKA; 3aKJIIOYEHNE U IEPECMOTP AOTOBOPA
DopmupoBaHuE ceTH aboHEHTOB CUCTEMBI
u30uparenpHOro pacnpocTpaienus nadopmanuu (MPU):
S |ompenenenue KOHTHHIEHTa aboOHEeHTOB cucTembl VIPU;| onun aboHEHT 34,0
BBIIBJIEHWE THIOBBIX M HHIAUBUAYAIbBHBIX 3allPOCOB
abOOHEHTOB; HU3yueHHeE, KIaccuukanus, HHICKCHPOBAHUE
3allpoCcOB; BBEACHUE JaHHBIX O 3alpocax B aIpecHYIO
KapTOTEKY
ITonrotoBka cUrHAIBHOIO OnoBeuIeHUs B cucteme VIPU
BrlaBnenve, npocMoTp M 0TOOp MaTepHanoB M3 TEKYIUX | OHO OIOBELIECHHUE
MIOCTYIUIEHUH; paclpenesieHHe OTOOpPaHHBIX MaTepUAaJIOB
U3 TEKYIIMX NOCTYIUIEHUH o abOHEHTaM
KonngecTBo MpOCMOTPEHHBIX TOKYMEHTOB!
6 |1-2 3,0
7 |3-4 12,0
8 |5-10 32,0
IlonroroBka mMOAOOPOK CHTHANBHBIX OIOBELIEHHH B
cucreme IPU
3anonHenue ~— OJlaHKa-3aKa3a Ha ~ THPAXHUPOBAHUE; | OJTHO ONIOBELICHHE
pErHCTpanMio IOCTYNMBINMX KOMNMH, INpoOBEpKa HX
KavyecTBa U AK3EMIUISIPHOCTH, 3aroHeHHe
COIIPOBOIUTENbHON NOKYMEHTAUH
KonuuecTBo 3anpocos:
9 |1-2 14,0
10 {3-4 17,0
11 |5-7 21,0
12 [8-10 25,0
ITpocmoTp U oTOOp HOKYMEHTOB /Ui BBoKa B AC
[TpocMoTp MaccuBa HOCTYNMMBIIMX [JOKYMEHTOB; OTOOp| OJAMH JOKYMEHT
JTOKYMEHTOB COOTBETCTBYIOUIEH TEMAaTUKH X BBENCHHE B
6a3y nananx AC
OT160p NEepBUYHBIX JOKYMEHTOB!
13 [1-50 290,0
OT160p BTOPUUHBIX 1OKYMEHTOB:
14 |1-50 110,0
15 |moaroToBka kapTOUKK A pabounx kaprorek MPU OJTHO OIMCaHue 2,7
16 |moarotoska TpadaperoB ¢ kaproukamu WPW  mng| onuu Tpadaper 1,4
THPaKUPOBAHUS
KoppexTiHpoBKa BEIXOJHBIX TaOyIsATrPaMM:
17 |ocuoBHOM psin OJIHa 3aI1Ch 2,7
18 |BCIOMOTATENbHBIN YKA3ATEb OJiHa 3allUCh 1,6
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Ne Epnnuua Hopua W
HanmenoBanue nponecca, onepanuy. CoctaB padorhr BpeMeHH,
n/n N3MepeHus
MHH.
1 2 3 4
19 | pemaxkTupoBaHUE BBIXOAHBIX TaOynarpamMm u ohopmieHue OJIH& 3aIlUCh 4,2
JIOKYMEHTOR
20 |paspeska, pacrieyaTka I0AO0OPOK Ha OT/EBHEIE ONUCAHUS | OIHO ONUCAHHE 1,6
Koppextuposka cucremsl IPU mo pesynbraram anasmsa
KapT oOpaTHOH! cBA3U
ObpaboTka 1 aHanW3 KapThl OOpAaTHOU CBS3U; BHECEHHE oHa KapTa
OLIEHKM CHTHAJIPHOTO OINOBELIECHUS B YUETHYIO KapTy
abOHEHTa; KOPPEKTHPOBKAa CHCTEMBI Ha OCHOBE aHalH3a
KapT oOpaTHOM CBsI3U
KonuyecTBo Kapt:
21 |11-7 70,0
22 |8-10 75,0
23 [11-15 80,0
24 116-20 85,0
Brigaua nokyMeHTOB 110 3ampocy:
25 |BBIABIEHHE U OTOOpP NOKYMEHTOB (M3[aHU) IIO 3aIPOCY B| ONMH JOKYMEHT 1,4
CIIpaBOYHO-HHGOpPMALMOHHOM  GoHme, odopmieHHe
BBIJIa4X JOKYMEHTOB B YCTaHOBJICHHOM NOPSIKE
['pynmoBoe 6ubnuorpadpuueckoe nHGOPMHUPOBAHHE:
26 |bopMupOBaHHE COCTaBa IPYIIIEI a0OHEHTOB OIMH aDOHEHT 720,0
27 |yTouHEeHHE TEMB], COTJIaCOBaHUE HCTOYHUKOB O[IHa TeMa 3,6
uHGOpMalH, BUJIOB JOKYMEHTOB
28 |cocraBieHME PETUCTPALMOHHON KApTOYKH OJlHa KapToukKa 1,6
[Ton6opka ZOKYMEHTOB Uis HHPOPMALIMH; COCTABICHHE U | OJHA KapTOYKa
HalycaHue OIOBEIICHUA; OTIPaBKa ONOBEHICHUS; 3aIlMCh
B KapTOUKK HHQOPMAIUH; aHAIH3 KapThl 00paTHOH CBA3M
ITHCPMEHHO; KOJUYECTBO H3JAHMMU!
29 [1-5 12,0
30 16-10 24,0
Y CTHO; KOJIMYECTBO M3MAHUMH:
31 {1-5 12,0
OnepaTtuBHOE HHPOPMUPOBAHHE IO 3aNPOCY:
32 | popmupoBanue ceTd abDOHEHTOB, BBHUIBICHHE THIOBBIX M| OJWH aOOHEHT 4.4
MHTUBYIYaTBHBIX 3apOCOB NOTpeduTeNneH
33 |u3yueHHe, KIACCH(HUKAIMS 3aIIPOCOB; BBEACHNE JaHHBIX O OJIIMH 3aIpoc 6,3
3armpocax B aipECHYIO KapTOTEeKy
Hanucanue 0030poB ¥ CIIpaBoOK
Brissnenne u oT600Op HCTOUHWKOB, 0OpaboTKa M aHanW3| ONMH aBTOPCKHUM
O0TOOpaHHBIX JOKYMEHTOB; HalHCaHHE TeKcTa ob30pa (aBT.) nUCT
(cripaBKH); NOATOTOBKA PYKOIUCH K IEUATH
O630p (crpaBka) MO IEPBUYHBIM UCTOYHUKAM:
34 |Ha pyCCKOM sI3bIKE 5400,0
35 |Ha UHOCTPAHHOM SI3BIKE 7200,0
36 |0630p (crpaBka) 10 BTOPUYHBIM HCTOUYHHAKEM 4100,0




Haumenopanue nponecca, onepauuu. Coctas pa6orsl

Enpauna
H3MepeHus

Hopma
BpEMeHH,
MHUH.

2

3

4

Opranu3zauys ¥ IPOBEACHUE YCTHEIX OrbIHorpaduueckux
00630POB HOBBIX TOCTYILIECHIIH

O160p HOBBIX TOCTYIUICHHH IO 3apaHee OOBLABICHHOM
TeMaTUKe, CHUCTeMaTH3alMsi HCTOYHHMKOB II0 TeMaMm,
IOPOCMOTP W aHanu3  JOKYMEHTOB;  noabopka
O6ubnuorpaguueckux ONUCAHWH, KpAaTKUX aHHOTALMM,
pedepatoB Ha OTOOpaHHBIE HCTOYHHUKH, [OATOTOBKA
pykonucu 6bubnuorpaduueckoro ob3opa

oJIuH 0630p

KonmuecTBo IIPOCMOTPEHHBIX 174 OTOOpaHHBIX
JOKYMEHTOB:

37

1-10

400,0

38

11-25

450,0

39

26 - 55

500,0

40

56 - 140

600,0

TloaroroBka O10/ITETEHS HOBBIX IIOCTYIIJIGHI/Iﬁ

YTouHeHue (OnpeaeneHye) TeMaTHUeCKUX MPAHHUI] IIOUCKA
¥ orbopa  IOOKYMEHTOB;, CcO3HaHWe pyOpukxaTopa
OronneTeHs; BBIABICHUE U OTOOp NOKYMEHTOB B MacCHBE
TEeKyIIUX TOCTYIUIEHMH HMCTOYHHKOB  uHGOpMAIVM,
noa00pKa aHHOTaIMH, pedepaToB, MX CHCTEMATH3ALHUS

oZiHa OI0NIeTEHR

KonuuecTso IPOCMOTPCHHBIX JOKYMCHTOB!

41

1-37

60,0

42

38 - 60

90,0

43

61 - 95

180,0

44

96 - 150

320,0

45

151 - 380

960,0

Opranuzanus u nposenenue «Ius undopmarmm»:

46

OIIpeNeNIeHUe TEMBI; COCTaBI€HME IUIaHa IIPOBEACHHS;
BBISBJIEHHE W JOCTaBKa JIOKYMEHTOB M3 COOTBETCTBYIOLIMX
rofpasfiesieHull  Oubnmorekw; TPoCcMOTp H - 0TOOp
MOKYMEHTOB; [IpUITIAICHIE CIIEIaIUCTOB-
KOHCYIHTAHTOB; IIOATOTOBKA BBICTABKH JILTEPATYPHI;
OIIOBEIIEHWE  3aMHTEPECOBAHHBIX  OpraHM3aluil |
CIIEIIMATUCTOB;, OGOopMIIeHHE  BBICTaBKH; HAIMCaHHE
KpaTKMX aHHOTAIlWH; opraHu3amus cOopa 3agBOK Ha
MOKYMEHTBI, WX BBbIHa4Ya, KOHCYNBTHPOBAaHUE, AEXKYPCTBO
bubnuorpadoB; NpoBeICHUE aHAIN3a MEPOIIPUATHS

OJTHO
MEpOIIPUSTHE

640,0

Opranuzanus ¥ Toarotoska «J{Hs 6ubdmuorpadum», «/Jus
noCcOOUsI»:

47

yTOYHEHHUE TEMBI, COCTaBJIEHHE IUIaHa; OQOpPMIICHHE
BBICTABKM-ITPOCMOTPA; IOArOTOBKA 0630pa; HOATOTOBKA
KOHCY/BTAIlH; COCTABJICHUE U HAICAHUE OOBIBIICHUS;
COCTaBJICHUE ¥ HAIMCAHUE IPUTTIACUTENBHBIX HCEM, KX
PacChUIKa; IpUIIIallieH e 3aHHTEPECOBAHHBIX JIMLL 110
pamro, o TenepoHy. JUUHO

OJHO
MEPONIPUATHE

1940,0

OpraHmaum{ ¥ IPpOBCIOCHUE ((HHS[ Crreuaiucran»
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HanmenoBanue npouecca, onepaunu. CoctaB padorsi

Eanauna
H3MepeHus

Hopma
BpEMeEHH,
MUH.

2

3

4

Omnpenenenve  TeMbI «Ius  cmenmanmcray ¢
3aUHTEPECOBAHHBIMU OpraHU3aIUsIMY, dopmer
[IPOBENEHUS (CTallOHApHAs, BbI€3[HAS), OTBETCTBEHHOTO
3a MeponpuiaThe B  ILEJIOM; COCTaBJEHHME IIJaHa
MEPOIIPUATHS,  NpOrpaMMBl  IIOMCKa ©  oTbopa
HHQOPMALMOHHBIX MAaTEPHUAIOB; MOATOTOBKA OTKPBITHIX
IPOCMOTPOB M TEMATHYECKUX BBICTABOK JUTEPATYPHl IO
cHenUanbHOCTH, Ombnmorpaduueckue 0030pHI; 3aKa3s
JIEKIMH, KUHOUIbMa; OTOBEIICHUE 3aUHTEePECOBAHHBIX
opraHuzalliif; oQopMIIeHHE BBICTABKH, OpraHu3alysl
IEeXypCTBa 6ubmuorpados, KOHCYJIBTaHTOB-
CHELHUATUCTOB; OOECIeUeHue BhITAUl H3TaHUH WM HX
KONUH BO BpeMsl MEpPONPHATHS WIH HENOCPEICTBEHHO
Iociae  Hero, JOEMOHCTpPalUWs  BBICTaBKU;  aHAIH3
pe3ysbTaToB «JIHs crienpanucTay

OJTHO
MEpOTIPHUITUE

UHCII0 CONYTCTBYIONIMX MEPOTIPUSTHIA:

48

1-2

1940,0

49

2600,0

50

3500,0

51

||

4
~6
~8

4600,0

[Ipumeyanue: Bpems npoBenenus «JJus wHpOpMaumu», «[Hs cuoenmammcray, «JlHs
Submorpaduu» B HOpMY BPEMEHHU HE BXOJUT.

1.8.3. Mudopmanmonnas pabota

Tabmuna 15
Ne Eauauna Hopma
i HaumenoBanue npouecca, onepanuu. Cocras padoTsl 3Mepennn BpeMeEHH,
MUH,
1 2 3 4
IToaroroska momynspHsIx Oubnuorpadgudeckux Nocooui
Bribop Tembl mocobus; BRISIBIEHHE U 0TOOP NOKYMEHTOB,
(GOopMHpOBaHHE pa3leNoB TOCOOHs; aHHOTUPOBAHHUE
JOKYMEHTOB; moabopka ¢akrorpaguueckoro Marepuana,
UJUTIOCTPaUu; HamucaHWe  TEKCTa; COCTaBJICHHE
BCIIOMOTATENIbHBIX ~ YKa3aTeleW;  KOHCYJNbTalUU Y
CTNIEIMATUCTOB ~ HAa  Pa3NUYHBIX  dTamax  paboTel
oOCcy)XaeHHe  pPYKONMCH  Ha  3acelaHWHd  Hay4HO-
METOUYECKOTO (pEeNaKLMOHHOI0) COBETa; JOpaboTKa
PYKOITHCH 110 3aMEUaHUAM; C/laya PyKOIIMCHU B IIEYaTh:
1 |cocraBuenue TOMYJISIPHOTO O6ubnuorpadu4eckoro | OIMH aBT. IUCT 13500,0
yKa3arels, TyTeBOOUTENS, CIPABOYHUKA
2 |HmOArOoTOBKA KOMMEHTApWeB, NpUMEYaHWW MOIYJSPHO-| OJWH aBT. JUCT 5400,0

TIPOCBETUTEIILHOTO XapaxTepa, HE
CHEeUHAILHBIX MCCIeI0BaHUHA

Tpebyromux




4]

HawumenoBanue npouecca, onepanun. Cocras padorsl

Enunnuna
U3MepeHus

Hopma
BpEMEHM,
MUH.

2

3

4

IIOATOTOBKa KOMMCEHTApHUCEB, anMeanm‘/’I HAaYy4HO-
KCCIICAOBATEIBCKOIO XapaKkTepa

OOUH aBT. JTUCT

10800,0

IToproroska PETPOCTIEKTUBHBIX Hay4HO-
BCIIOMOTATENbHBIX OHONIHOrpaQuIeckux yKa3aTelen:

BIOOp TEMBI; CO3AHHME AaBTOPCKOTO  KOJUIEKTHBA,
pa3paboTka HMHCTPYKTHUBHO-METOJMYECKHUE MaTepHasoB;
BBIABICHWME ¥ OTOOp [OKYMEHTOB;, paboTa Hafn
oubnuorpaduyeckoi 3aIUChIO; aHHOTUPOBAHUE;
oubnuorpaduueckas IPYIIHNPOBKA; COCTaBIIEHUE
BCIIOMOTATEIBHEIX YyKa3zarened; oOCyXIeHHEe DPyKONMCH
yKazaTelns Ha  3acefaHMM  HAy4YHO-METOQHYECKOTrO
(pemakuMOHHOTO) coBeTa; nopaboTKa IO 3aMEYaHMsAM,
chada PYKOIIMCH B neyaTh; COCTaBIICHUE
6ubmuorpaduyeckoro  ykasarens [0  aKTyaJlbHOH
TEMaTUKE C XPOHOJOTMYECKHM OXBaToM OT 2-X OO 5-TH
NeT ¥ aHHOTallMsIMHU, NOACHIIOIIMMY Ha3BaHUS

OOWH aBT. JUCT

9720,0

CocraBnenve  Oubmuorpaduyeckoro  ykaszarens IO
KOMIUIEKCHBIM U MEXOTpacieBbIM INpobiemam OOIIEro u
PETHOHAIBHOTO  COIEPXaHUS C  XPOHOJIOTHYECKUM
oxBaToM 1 - 2 ropma, ¢ aHHOTAUUSMHU, NOACHIIOIIAMH
Ha3BaHUA:

Ha PYCCKOM S3BIKE

9720,0

¢ BkmouenueM oT 30% mo 40% obvema mybsmkanuil Ha
WHOCTPAHHBIX SI3BIKAX

11000,0

COCTaB/IEHHE AHHOTHPOBAaHHOTO Oubnuorpaduyeckoro
yKa3aTens MHOTOOTPACIIEBOTO CONEPIKAHUS c
XpoHojiorudeckuM oxBatroM a0 100 ner u Oonee,
TpeOyIOImero  CIUIOMIHOIO  IIPOCMOTpa  JOKyMEHTOB,
CIIOXHBIX OuOnuorpapuyeckux pasblCKaHHM, ydera BCEX
nepeusNaHuil MyOIMKauui ¥ WX XapaKTEpHCTHKH IIyTEM
CIIMYEHHS TEKCTOB

OJuH aBT. JIUCT

18800,0

[ToaroroBka aHanuTHYECKOro 0630pa

Briseienue u 0TOOp JOKYMEHTOB JUIst 0030pa; MOATOTOBKA
pybpukaropa npeaMeTa o030pa; HU3ydeHHE H OIEHKa
JOKYMEHTOB; CHCTEMATH3alUsl MaTepuaia; COCTaBJICHHE
TEKCTA aHANUTUYECKOTO 0030pa; 0OCYXIEHHE PYKOIHUCH
Ha 3aCelaHMM Hay4YHO-METOAMYECKOro (pelaKMOHHOTO)
coBeTta, jgopaboTka 0030pa [0 3aMeyaHMsM; chada B
nevaTh:

OOWH aBT. JIUCT

II0 PYCCKHM IEPBUYHBIM HCTOYHHUKAM

9720,0

\O

110 CMCUIaHHBIM IICPBUYHBIM UCTOYHUKAM

10800,0

10 YHOCTPAHHBIM IIE€PBUYHBIM UCTOTHHUKAM

12400,0

Tloaroroska aHATUTHYECKOH CIIPABKHU:

11

BriaBnenue wu OT60p JOKYMEHTOB [UIA AHATUTUHUECKOU
CIIpaBKHM, M3Y4YCHHUEC, aHANM3, OLCHKA M CHCTEMaTH3alM:d
UX; COCTABJIEHHUE TEKCTA CIIPABKU

OJWH aBT. TUCT

5200,0

[ToaroroBka pedepaTuBHOro 0630pa
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Ne Epnnuna Hopma T
HaumenoBanue npouecca, onepaunn. Cocras padoThbi BpPEMeHH,
n/n M3MEpEHUsA
MUH.
1 2 3 4
Bruisiesue w ot60op NOKYMEHTOB AN pedepaTUBHOIO| OOMH aBT. JIUCT
o030pa, H3y4YeHHE M aHaIW3 uX; pedepupoBaHUE
WCTOYHHUKOB; CHCTEMAaTH3allls TEKCTOB AaHHOTAIWH;
COCTaBJIEHUE TeKcTa pedepaTuBHOTO 0030pa; 00CyXIeHHE
0630pa Ha 3acelaHuu HAYYHO-METOIMUECKOTO
(pemakumoHHOro)  comera; jgopaboTka 0030pa 1O
3aMeYaHusIM; c/laua B 1€YaTh:
12 |10 pyCCKMM HCTOYHHKAM 5200,0
13 |mo cMemaHybIM HCTOYHHKAM 6480,0
14 |0 MHOCTpaHHBIM HCTOUHHKAM 7300,0
CoctaBieHue 3kcnpecc-uHpopManuu:
15 |BBIABIEHUE U OTOOp MaTepuana IO TeMe, CUCTEMATH3alusi | OJAUH aBT. JIUCT 3840,0
€r0 Y IOJITOTOBKA JIs IIeYaTh
CocrtaBnenue Oubnmuorpaduueckoi 3amucH, aHHOTAIWY,
pedepara
CocraBnenue 6ubnuorpaduueckoil 3amucu: HU3yuyeHUE U OIHA 3aIHUCh
aganu3 JOKYMEHTa; COCTaBJICHUE 3arojioBKa ONUCAHUS;
IIPOBEPKA 3alIMCH, BHECCHHE HCITPABICHAH
KonuuectBo anemMeHTOB 6ubIrorpaguueckoro onucasus:
16 |1-4 3,2
17 |5-6 5,4
18 |7-9 6,4
CocTaBnenue agHOTaMK, U3yYEHUE U aHAIK3 JIOKYMEHTa, | OJHA aHHOTalUs
HaNMCaHUE TEKCTa aHHOTAIIUN!
19 | aHHOTHMpOBaHHE KHUT 270,0
20 |aHHOTHpPOBaHUE CTATER 160,0
21 |coctaBnenue pedepara: uU3ydeHHE U aHANM3 AOKYMEHTA,| OIMH aBT. JIUCT 5920,0
Ha KOTODBIA cocTaBisieTcs pedepar; HanmucaHue TEKCTa,
BHECCHUE NCIIPABIICHUM
ABanuTHyeckas poCIUCh XYypHaJIbHBIX, FA3€THBIX CTAaTeH,
cOOpHHUKOB, OuOHorpaduuecKux Nocobu:
22 |03HAKOMJICHWE C COACP)XaHWEM W3JaHMs; COCTaBJICHUE OJlHa CTaThs 3,6
AHAJTHTUYECKOrO ONMCAHMS Ha CTaThIO
IHonnepxka caiita OUONMOTEKH U OTAEIBHBIX IIPOEKTOB:
23 |BepcTKa CTpaHMIl caifTa, pa3sMEILEHHE IIOATOTOBIEHHOIO| OIMH aBT. TUCT 300
MaTepHasia B COOTBETCTBYIOIIUHM pa3zien caifta

[IpuMeuanue: HOpMa BPEMEHM Ha COCTaBieHue OHOMMOrpaguuecKoro mocobus nana w3
pacueTa paboThl aBTOPCKOTO KOJIIEKTHBA.



43

1.9. TlepeBon u mepepaboTKa MEYATHHIX TEKCTOB ¢ WHOCTPAHHBIX SI3BIKOB HA PYCCKMH ¥ C
PyCCKOTO Ha HHOCTPAHHBIE SI3BIKH

Tabnuua 16
Ne Epnnunua Hopma T
HaumenoBanue npouecca, onepapuu. Cocras pa6oTsl BpEeMeHH,
n/n H3MepeHHs
MHH.
1 2 3 4
IlepeBos TeKCTa ¢ MHOCTPAHHLIX A3BIKOB HA PYCCKUMN S3BIK
UreHne opurrHana, aHalu3 TEKCTa; pa3MeTKa €ro C| OJuH aBT. JIACT
BHIABJICHMEM TPYAHBIX TEPMHMHOB, TpPaMMaTHYECKUX
KOHCTPYKIUH, JIEKCHYECKHX OOOpOTOB, IIEXOBBIX H
XaAPrOHHBIX TEPMHUHOB:
1 | HOJIHBIH MMCHMEHHBIH NEPEBO], O[IVH aBT. TUCT 2580,0
2 |coxparieHHBIM TMChMeHHBIM nepesox oT 30% mo 50% | omuH aBT. TUCT 1620,0
00BeMa TeKCTa
3 | BHIOOPOYHBIN MUCHMEHHBIH IEPEBO] OJIUH aBT. JIUCT 1520,0
IlepeBon TekCTa € PYCCKOTO S3bIKA Ha WHOCTPAaHHBIE
SI3BIKH:
4 | nOIHBIA NHCHEMEHHBIN IIEPEBON OJIH aBT. JTUCT 5160,0
TepmuHonOrHUEcKas paborta  1mpu BBHITOJTHEHHUU
IIHCbMEHHOTO IEPEBO/IA:
S |OTBICKaHWE OTMEUYEHHBIX B OpUTHMHAJIE HE3HAKOMBIX HIIU OIMH TEPMHUH, 18,1
HEIOHATHBIX TEPMHUHOB Y COKpAaIICHWH B CJIOBAapHO- COKpalueHue
CIIpaBOYHOM JMTEpaType; MONOOpKa COOTBETCTBYIOLIETO
TEPMHUHY SKBUBAJIEHTA; pacHIM(pOBKaA COKpAIIEHUS]
Koncynpranus nepesoganka co CnerualicTaMu:
6 |BBLICHEHWE IPABMJIBHOTO H3JIOXKEHMS YacTedl Tekcra 1o OJIHa 36,2
MaJO3HAKOMOM TeMaTuKe; YTOYHEHHE COOTBETCTBHUS| KOHCYIbTaLHUA
IepeBOIa OPUTHHATY
Cocrapnenue 6ubnuorpaguyeckoro OIMuCaHus:
7 |coctaBneHue OubmHMOrpaguuUecKoro ONWCaHUSA IEpeBOla| OAHO ONHCAHME 60,0
110 TAHHBIM, B3STHIM C TUTYJIHHOTO JIUCTA IIEPEBOIA
BrisBrnenne omubOK ¥ BHECEHHE H3MEHEHUHW B TEKCT
MepeBoa Iocie NeYaTaHus:
8 |mpoBepka NpaBHIIBHOCTH PACIIONOXEHUS OTIIEYaTAHHOIO| OJMH aBT. IUCT 200,0
TEKCTa; CBepKa C PYKOIKCHIO; IpaBka
TexHuueckoe ohopMIeHUE IIEPEBOJIOB!
9 |BmHCHIBaHWE B TEKCT NEPEBOJA CHMBOJIOB M BCTaBOK Ha| OJHO BIIMCEIBAHUE 2,0
WHOCTPAHHOM SI3BbIKE
10 |BKIEWBaHME PHCYHKOB, TabMuUl, Gopmy OJlHa BKJIEHKa 3,0
[TepeBon 3aroIOBKOB CTaTeH U JOKYMEHTOB:
11 |mepeBon ¥ 3amUCh 3aroj0BKa OLIUH 3aroJIOBOK 120,0

[Tpumeganue:

- HOpMBI BPEMEHU [IPEAYyCMATPHUBAIOT BBINOIHEHHE [EPEBOJOB ¢ HHOCTPAHHOTO S3bIKA UIH
Ha WMHOCTPAaHHBIM, KOTOPHIM Yy T[EPEeBOAYMKA SIBISETCS OCHOBHBIM (10 OOpa3’oBaHHIO HIH
IPYMEHEHHIO);
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- TpY BBHIIOJHEHHWU IIEPEBOJOB C JPYTHX S3BIKOB MM Ha Jpyrue NOMHMO OCHOBHOIO K
HOpMaM BPEMEHH IPUMEHSeTCS MoBhInaromui koahdurment 1,1.

1.10. Uccnenosarenbsckas pabota

Taonuua 17

HanmenoBaHue npouecca, onepanuu. Cocrap paborsi

Ennanna
H3MepeHus

Hopma
BpeMeHU,
MUH.

2

3

4

PaspaboTka  mporpammbl  (TEXHHYECKOrO  3aJaHMs)
HCCIIENOBaHUS

O6ocHOBaHME aKTYalbHOCTH TEMBI, BBIABJIIEHHE M
o0ocHOBaHWEe NPOONIEMHON CHTyalud, QOpMYyIHPOBAHUE
Leiy, 3agad W THUIOTEe3Bl HCCIENOBaHUS;, HaNKMCaHHE
TEKCTa

OHa nporpaMma

Hccnenopanue HOCUT:

OnepaTUBHBIN XapaKTep

38250,0

N | —

HIOTXHBIN (pa3BenIBaTENbHEIN) XapakTep

21600,0

Pa3pa60TKa METOAHMKH HCCIICAOBAHM S

Pazpaborka  (Hamucanme) ~ TEKCTa  METONUYECKHUX
JOKYMEHTOB [0  TPOBOOMMOMY  HCCJIEIOBAaHHUIO,
anpobaluy COCTABJIEHHBIX [OKYMEHTOB; YTOYHEHHE U
nopaboTka METOIUYECKOTO HHCTPYMEHTAPUS,
COCTaBJICHME OKOHYATENHHOr0 BapuaHTa JOKYMEHTa!

oJHa METOOHKAa

METOIOMKA IIPOBCACHUA HCCIICOOBAHN, HOCIIETO
OHepaTHBHBIﬁ, 3MHI/IpI’I‘—ICCKIfIﬁ XapakKTep

28000,0

METOJUKa  IIPOBEAEHHS  MCCIEJOBAHMS,  HOCAIIETO
DHJIOTQXHBIN (pa3BepIBaTEIbHBIN) XapakTep

15600,0

Pa3paboTka MHCTpyKHIuM HO 00pabOTKe IOKyMEHTAlUH
(MCXOIHBIX MAHHBIX), IOJYYEHHOH B X0JI€ HCCIIEIOBAHMS:

OHa HHCTPYKIIUA

py4Has 06paboTka

15600,0

ManHHas 06paboTKa

20400,0

Pa3pa60TKa IpPEANIaHOBBIX M IIIAHOBBIX JOKYMCHTOB
NCPCINCKTUBHOIO XapaKrepa:

pa3paboTKa  KOHIENIMH  OCHOBHBIX  HampaBleHHH
pa3BuTHs  OWONMOTEYHOro JAena B DErHOHE  Ha
NEPCIEKTHBY

OJYH aBT. JIUCT

13050,0

KOHLEOTyalbHOe  ofecrmedeHne  OuOIMOTrpaduuecKux
W3/1aHUM; 000CHOBaHUE aKTyaJbHOCTU TEMBI,
YWTATESBCKOTO ¥ IIEJIEBOTO Ha3HA4YeHHsA NOocoOus, ero
CTpYyKTYpel ~ (CXeMbI),  BBIpabOTKA  METOAMYECKHX
OPUHIMIIOB U peleHUH TS paCKPBITUS TEMBI, HallMCaHHe
TeKcTa

OIUH aBT. JIUCT

11220,0

COCTaBlieHHe Tporuosa (TIPEOIIaHOBBIA  JOKYMEHT),
CBSI3aHHOI'O C TIEPCIIEKTHBAMM pa3BUTHSA OMONMOTEK;
HaTVCaHHe TEKCTA

OIWH aBT. JIUCT

13050,0
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HaumenoBanue npouecca, onepauiny. Cocras pa6oThl

Eamnuna
u3Mepenns

Hopma
BPeMEeHH,
MUH.

2

3

4

pazpaboTKa meneBbIX nporpamMm (I ceT OUONIUOTEK UK
OJTHOW OUOMHOTEKN); THATHOCTHKA CUTYAlMH, BHEIUHUX U
BHYTPEHHUX BIUSHUHN HA QYHKUMOHUPOBAHUE U Pa3BUTHE
oubmuorex (omHoi OHOIHOTEKN ); BbIpabOTKa
PEKOMEH/IAITN Y, PEIICHYS, HATTMCAHUE TEKCTA

OJHH aBT. JIKCT

15200,0

CocTtaBieHue CBOAHBIX KaTalOTOB KHUKHBIX IIaMSITHUKOB:

11

pa3paboTka NpOCHEKTa; BBIABIEHHE NOKYMEHTOB -
KHIDKHBIX ~ [TaMJTHHKOB, HAy4HOE  OIMCaHHE  HX;
COCTaBJIGHHE CIPABOYHOTO alllapara, HalucaHue TeKCTa

OJHH aBT. IUCT

18200,0

Oprasu3anuoHHas pabota o IIPOBENIEHUIO
UCCIIEIOBAHMSL:

12

CO3/1aHNE HCCIIEN0BATENBCKOIO KOIEKTHRA; COCTABJIEHHUE
pabouero nIaHa IPOBENCHUS HCCIIeIOBaHUS,
COIJIACOBAHHE €ro C WCIOJNHUTEISIMH, OINpeleiIeHue
mnomanky (0a3pl) MCClIeNOBaHUSA; INEpENucKa ¢ HHUMU;
IPOBEJCHUE HHCTPYKTaXeH, CeMHHApOB, COBEIAHUH,
KOHCYJIbTaUH

OOHO
HUCCICOOBAHUEC

7140,0

13

Oubnuorpaduyeckas npopaboTKa TeMbl HCCIETOBAHUS,
pabora B apxuBaX, W3yYeHHE HOPMAaTHBHO-TEXHHYECKOH
NOKyMeHTanuy, uvHpopManuu o0 aHamorax u IPYTHX
MaTEpHaJIOB, OTHOCAIIMXCS K pa3pabaTeiBaeMOH TeMe

OJHH aBT. MTUCT

1200,0

0O6paboTtka nonyueHHoU HHGOPMAIINHN:

14

cbop u obpaboTka uHGOPMAUUK HAa OCHOBE NEPBUYHBIX
HCXOOHBIX JAaHHBIX (CTATHCTHYECKMX NaHHBIX, OTYETOB,
IJIAHOB, CIPAaBOK, MaTEPHAIOB KOMaHIMPOBOK)

OOHH aBT. JIUCT

7800,0

15

aHanu3 obpaboTaHHON HHPOPMALIUU

OJHH aBT. JIMCT

5200,0

IToaroToBka MaTeprasoB 110 UTOraM Hay4HOH paboTHI:

16

HallMCaHUE HAYYHOI'O OT4YETa, IIOATOTOBKA PYKOIIUCH K
TICYAaTH Ha pa3JInYHBIX 3Talax pa6OTI>I

OOHWH aBT. IUCT

13200,0

17

HaITUCAaHUEC IMTPOMEXYTOIHOI'O OTYECTa (CIIpaBKI/I) 0 Xome
HCCJICOOBaHUA

OOHH aBT. TUCT

6400,0

[TomroToBka W HamMCAaHWE TEKCTa CTaTbu B COOpPHHUK
HAy4YHBIX TPYHOB, IPaKTHYECKOE nocobwue,
npoeCCHOHANILHYIO IMpeccy; MOArOTOBKA PYKOMHCH K
TIeYaTy Ha pa3NuYHbIX dTanax paboThl:

18

CTaTbiA TCOPETHYCCKOI'O XapaKTepa

OOHH aBT. JIMCT

15200,0

19

CTaThs NPUKIIAOHOT0, IIPAKTHYCCKOT' 0 XapaKTepa

OJuH aBT. JIUCT

9200,0

20

HaIMCaHue MOK/Iaga [0 WTOraM Hay4HOTO MCCIIENOBaHHS;
TIOJITOTOBKA PYKON¥CEH Ha pa3IMyHbIX 3Tanax paboTsl

OIJUH aBT. JIUCT

6700,0

21

pa3paboTka peKOMEHAALMHK, UHCTPYKIUH IO BHEIPEHUIO
MaTepUaJioB HAYYHOI'O HUCCIIEIOBAHNUSA; HallUCAaHHE TEKCTa;
MIOATOTOBKA PYKOMHCH K II€YaTH Ha pasnHU4HBLIX 3Tarax
paboTel

OJWH aBT. JIUCT

14100,0
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[Tpumeuanue:

- HOpMa BpPEMEHH Ha COCTaBJICHME TIporpamMm, METOOUK, HHCpr’KHI/Iﬁ JaHa Ha
HUCCIENOBATENbLCKUH KOJIEKTHUB,

- Yachl TPyHO3aTpaT DPACHpPEmENIIOTCS MEXIY MCIOJHHUTENAMH B 3aBUCHMOCTH OT HX
Harpy3K#;

- B TMpolLEecC IOArOTOBKM PYKOMMCH K II€9aTW BXOIAT: cJada pPYKONHWCH Hay4dHOMY
PENAKTOpy, OOCYKAEHNUE B OTAECNE, HAYYHOM COBETe, opaboTKa PYKOIHUCH.

1.11. Metonuueckas paboTa

Tabnuna 18
Hopma
Ne HaumenoBanue npoilecca, onepauuu. Enpununa p
BpeMeHH,
n/n Cocras paGoTsbl H3MEpEeHMs
MHH.
1 2 3 4

IToaroToBka METOAUYECKOTO [TOCOOUS, PEKOMEHIAIMH

[ IpyHIMINATIEHO HOBast pa3paboTKa TEMBI:

1 |u3ydeHHE TEMbl, BHIABICHHME WU AHAIM3 JOKYMEHTOB I0| OIUWH aBT. JIUCT 15300,0
TeME, YTOYHEHUE YUTATENBCKOIO M LENEBOr0 Ha3HAYCHMSI
nocoOus, pEKOMEHIAIWH; COCTaBIEHHE IIPOCIIEKTA;
HAaNlACaHHE TEKCTa

Mopudukanus pagee pa3paboTaHBOH TEMBL:

2 |BBISIBIGHHE M  M3y4Y€HHE HOBBIX JOKYMEHTOB MU | OIHMH aBT. JIUCT 8670,0
HAKOIUIEHHBIH OHOMHOTEKaMH OIBIT IO TeMe Iocobus,
peKOMEHJanui;  yTOYHEHWE  NPOCIEKTa, BHECEHHE
M3MEHEHUH B CTPYKTYpPY TE€KCTa B COOTBETCTBUU C
NOCTHXEHUSIMH OUOIMOTEUHON TEOPHHM U NPaKTHKY;
MOATOTOBKA PYKOMHMCH K OOCY)XIeHHIO; mopaboTka Io
UTOraM 00CyXIEHUS

PazpaboTka JIOKYMEHTOB, pErIaMeHTHPYIOMHUX
NEeSTENbHOCTE OWMOMMOTEK, TONOXEHUM, WHCTPYKLMH,
[IPOEKTOB IIOCTAHOBJICHHH, YCTaBOB, 3aKOHOAATEIIBHBIX

aKTOB
IIpuHnMnUaneHO HOBAs TEMa:
3 |BBIABJIICHME, H3y4YeHHWE W  aHAIU3  JACHCTBYIOLIMX | OAMH aBT. JIUCT 17340,0

JIOKYMEHTOB II0 TEMe, HaIUCaHWEe TeKcTa IIpOeKTa
JOKyMeHTa, obcyxaenue, anpodamnus B OubiuoTeKax, Ha
3aCelaHiM HayYHO-METOJHYECKOI0 COBETa; HOpaboTKa
JOKYMEHTa; MOATOTOBKA K YTBEPXKIEHHUIO

Monuduxarus paHee pazpaboTaHHOIO JOKYMEHTA:

4 laganu3 W OIEHKAa NOKYMeHTa; IOUCK B OTOOp HOBBIX| OIHMH aBT. IMCT 7650,0
JMEHACTBYIOIIMX  OOKYMEHTOB II0  TEMeE, BHECEHHE
W3MEHEHHMs B TEKCT JIOKyMeHTa; OOCYXIEHHE Ha
3acelaHuH Hay4HO-METOJUYECKOro COBeTa; NopaboTKa Mo
HUTOraM OOCY>XIEHHUsI; TOATOTOBKA K YTBEPXKIECHHUIO

PaspaboTka yueTHbix Hopm, Tabiul, 00pasios:
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Haunmenopanue npomecca, onepanyy.
CocraB padoThl

Epnnnna
H3MepeHus

Hopma W
BpeMeHH,
MUH.

2

3

4

yTOYHEHHE NpenMeTa, OOBEKTa, CONEpPXKaHHs Y4YETHOH
dopmbl, Tabmuier, obpasua; otTbop nokasaTesieH,
cucTeMaTH3anus ux, pa3paboTka MakeTa y4yeTHON GOPMBL,
Tabnuier, obpasua; obcyXIeHWe Ha 3acelaHuM HaydHO-
METOJMUECKOr0 COBETA; IIOATOTOBKA K YTBEP)KICHHIO

OJMH aBT. JIUCT

7650,0

CoctaBnenue peKOMeH AU o BHEIPEHHUIO
peryIaMEHTHPYIOIINX JOKYMEHTOB B IIPAKTHKY:

pa3paboTKa METONMYECKHX PEKOMEHJAIUH, MHCTPYKUMH,
TJIAHOB 110 BHEIPEHHUI0 HOPMATHUBHOM NOKYMEHTALMH;
MTOJIFOTOBKA PYKOIIMCH K IIEYaTH

OJHH aBT. JIUCT

14025,0

IloaroToBxa MUCHEMEHHOMN KOHCYJIbTaU¥K, METOOUYCCKOTO
IuCbMa:

BBIBIICHUE U aHANM3 NOKYMEHTOB IO TE€ME; M3Y4EHHE H
00600menue oneita padboTel OMOINOTEK; HAaNKCaHUEe TEKCTA
KOHCYNBTAlMH, METONMUYECKOTO IHChMa; IOArOTOBKA K
OOCYX/EHMIO Ha 3aceJaHMd HayJHO-METOLHYECKOTrO
coBera; nopaboTka MO HWTOraM OOCYXOEHHS; crada B
neyaTh

OIWH aBT. JIUCT

8670,0

[TomroroBka o0630pa [OeATeNbHOCTH OHONMOTEK MO
OIIPENEIIEHHON TEMAaTHUKE:

YTOYHEHHE TEMBI 0030pa; ONPEAENEHHE XPOHOJIOTHIECKAX
TPaHMIl; BBIABICHUE NOKYMEHTOB, OTOOp, IPOCMOTP H
aHaNM3;, HaMMCAaHWE TEKCTa; IOJArOTOBKA DYKOIMCH K
0OCY)XIEHHI0O Ha 3aCeJaHHM HAYYHO-METOAUYECKOIO
coBeTa; JopaboTKa PYKONUCH TI0ciIe 0OCyKACHHS

OOWH aBT. JJUCT

9180,0

Penensuposanue Hay4HBIX, METOIHYECKHX,
uHGOPMAIMOHHBIX MATEPHAIIOB!

YTCHHUE PCUCH3UPYEMOI'0 MaTE€pHalla; OLICHKA €T0 B IICIIOM,
OTACHIBHBIX JacTeH, YCTAHOBJICHUE COOTBETCTBUA
YUTATCIBCKOMY H UCJIICBOMY HAaA3HA4YCHHIO, HAYYHBIM M
METOINYCCKUM TPCGOBaHI/I}IM

OIHH aBT. JIUCT

783,0

10

HaNMCaHUE PELCH3NN

OJUH aBT. TUCT

1305,0

IloarotoBka JICKITWH, KOHCYJIbTaAllHH

PaspaboTka IlaHa NEKIWH, KOHCYJbTAlMy, Ioabopka
Marepuana, H3y4€HHe €ero; COCTaBJe€HHe  CIIACKa
JIATEPATYPHI K JIEKITHH, KOHCYJIbTAIMH; HANUCAHUE TEKCTA!

OIlHa& JICKIIKA,
KOHCYJIbTAllHsL

11

TICpBUYHAA JICKOUA

1566,0

12

IIOBTOPHAs JIEKHHs, C YUETOM HOBOT'O MaTepHraia

313,2

13

IICePBHAYHAA rpynIoBas KOHCYJIbTallld

1305,0

14

IOBTOpHAs TPYIIOBAas KOHCYNbTAllUs C YUYETOM HOBOIO
MaTepuaia

522,0

15

MIPOBENICHUE YCTHON MHAMBUIYAJIbHOM KOHCYIIbTAllMU

OHa JICKIIUA,
KOHCYJIbTallusl

16

OTBET Ha ITUCBMO

OJHO TTUCBEMO

162,0

HpOBCZ{GHI/Ie IPaKTUKYMOB, CTAXKHUPOBOK
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HanmenoBaHue nipouecca, onepauuu.
CocrtaB pabdoThl

Exuaniia
U3MepeHHus

Hopma
BPeMeHH,
MUH.

2

3

4

Ilpaxtuxym (7 - 10 aHel): onpeneneHue TEMBI, 3aQaHus,
yIPaXXHEHHs; COCTaBleHUe rpaduka ¥ YTOYHEHUE CPOKU
TIPOBEACHNUS 3aHATHH:

OJWH IMPaKTUKYM

17

I'PYIIOBOH IIPAKTHKYM

2295,0

18

I/IH,E(I/IBI/IIIyaJILHHﬁ IPaKTUKYM

2160,0

CraxupoBka (7 - 10 [Hei): yTOYHEHHE CPOKOB
IPOBEACHUS CTa)XUPOBKY; BBIIBJICHUE JUTEPATyphl IIO
H3y4aeMOMY BOIIPOCY; COCTaBJICHHE TPOIPaMMBI H
rpaduKa CTaXUPOBKH C YYETOM COCTaBa CIyIIATENeH;
3aKJIFOYCHHE O IPOXOXKIACHUH CTAXXHUPOBKM:

0JHa CTa>XUpPOBKa

19

IPYIIOBas CTAXUPOBKA

2805,0

20

HHIAVMBUOYyaJIbHAs CTAXHUPOBKA

2349,0

IIpakTuKa CTYIEHTOB BBICIUMX M CPEIHHUX CIECHUANBHBIX
y4eOHBIX 3aBEICHUIA:

21

HOJTrOTOBKA ¥ OpraHu3alis IpaKTHKH CTyneHToB (mo 30
JHER); pazpaboTka IIaHa MPAKTHKH, COIJIaCOBaHME €ro ¢
PYKOBOAUTENEM TpPaKTHKK (MpencTraBuUTeNeM Y4eOHOTO
3aBEICHUA);  COCTaBJieHHMEe  rpauka  IOCEIeHHS
CTPYKTYPHBIX HOJpa3fieeHni; OpraHM3aIHs
IPaKTUYECKUX 3aHATHH; IOJBENCHHE WTOTOB TPAKTHUKH;
COCTaBJICHHE XapaKTEPUCTHKH IPAKTUKAHTOB

OJHa ITpaKTHUKa

4860,0

HpaKTI/I‘-ICCKI/IC 3aHATHA.

22

IIOATOTOBKA  IIPAKTHYCCKOI0 3aHATHA, COCTaBJICHHUC
3afaHus II0 BBIDOJIHCHHUIO H3Y49aceMOI'0 OHONMMOTEYHOTO
Iporecca, KOHTPOJBHEIC BOIIPOCHI, TEMATHYECKUH CIIMCOK
JIATEPATYPHI K 3aJaHUIO, HAITMCAHUE TE3UCOB

OOHO 3aHATHE

1050,0

CocraBnenue yueOHOM IPOrpaMMBI:

23

ONIpelieIeHHe  COCTaBa  ClyluareNleldf;  COCTaBJIECHUE
TEeMATHYECKOTO IIiaHa, YTOYHEHHE IIOps/IKa W3y4YEeHHS;
OIIpefieNieHre IIOCHENOBATENbHOCTH H3JIOKEHUS TEMBL,
BBIIENIEHHE OCHOBHBIX BOIIPOCOB; COCTaBJICHHE CIIHCKa
JIMTEpaTyphl O TeMaM IPOrpaMMBbl; HaIMCaHUE TEeKCTa;
ofcyXneHve TIporpaMMbl Ha 3acefaHUM Hay4dHO-
METOAUYECKOIO COBETA

OfHa ITporpamma

5733,0

[Tocemenue OuOMUOTEX, BHIE3ABI B KOMAHIWPOBKU C
HeNnbl0 H3ydeHHs paboThl U OKa3aHUsi METOAUYECKOH
IOMOUIN:

24

HOJArOTOBKA K KOMAaHAUPOBKE; YTOYHEHUE CPOKOB M LENIH
KOMaHAMPOBKM,  O3HAKOMJIEHME  C  HMMEIONIMMHUCS
OOKYMEHTaM# W MaTephajaMy INPebIAYIIUX BBIE3NOB U
nyOJMKalMi B I€YaTH, COCTaBIIEHHE IIpOrpaMMBbl (T11aHa)
KOMAaHIUPOBKY

oJHa
KOMaHOUPOBKa

574,2

25

cOCTaBlIieHHe HH(OPMAIIMOHHOrO OT4YeTa (CIpaBKU) O
IpOBENECHHON paboTe: CBEACHUH O MECTe BbIE3/A, LEIIX U
CpOKax KOMaHIWPOBKH, OOBEKTaX IIOCEIIECHUs, aHallh3
COCTOsIHMSI paboTBl IO TeMe BbI€3[a, BBIBOABI K
peUIOXKEHUS B aapec OnOIMoTeKn

OOHMH OT4YET

1050,0
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N Hopma
0 Hanmenopanue npouecca, onepanuu. Epusuna
BpEMeEHH,
n/n Cocrtas paboThl H3MepeHust
MHEH.
1 2 3 4
26 |cocTaBlIEHHE aBaHCOBOTO OTYETA, 3aMOJHEHHE OTYETHOrO ONMH OTYET 40,0
61aHKa CO BCEMU IIPMIIOKCHHAMI; CIaua B OYXrajiTepHIO
27 |moaroroBka HHGOPMALIKH 10 pe3ybTaTaM KOMaHIUPOBKH | OJJHA HHGOPMALIXS 105,0
(YCTHO) B CEKTOpE, y 3aBEOYIOLIETO OTHENIOM, Ha HAy4YHO-
METOANYECKOM COBETE, 3aCElaHNy JUPEKITHH
28 |moAroToBka OTYETHOIO MaTepHalia [0 pe3yJsibTaTaM | oaHa HHGOpMALs 500,0
KOMAaHIOUPOBKY [UI Pa3MEUICHUS Ha caiTe
29 |pa3paboTka U COCTaBICHUE y4eOHBIX IJIAHOB M IPOrpaMM | OJIWH IE€YaTHbIH 1200,0
CHCTEMBI JOTIOJTHUTEIHEHOTO PO ECCHOHATIBHOTO JIACT
obpazopanus (JII10) B oTpacnu
30 |cocraBnenme paboyux nporpaMm IIO BHOBb BBOAMMEIM | OJWH NEYaTHBIN 1800,0
JUCHUIUIMHAM, aKTyali3alus JeHCTBYIOIUX IPOrpaMM JUCT
31 |pa3paboTka METOOUYECKUX MATEPHAIOB II0 KOHTPONIO | OJWH NEYaTHHIH 360,0
3HaHHM O0Oy4yarommMxcs; COCTaBJI€HHE HOKYMEHTOB IO JMCT
IUTAHUPOBAHUIO yueOHOr0 Ipolecca
32 |pa3paboTka yueOHO-POTPaMMHON MOKYMEHTALIMK M| OIMH HEeYaTHBIA 1800,0
IIpOBENCHUS 00pa30BaTENHHOIO MPOIECcca, METOINIECKUX JHUCT
pa3paboTOK IO NPHUMEHEHHIO HOBBHIX MH(GOPMAIMOHHBIX
TEXHOJIOTHH B y4eOHOM mporecce
33 |pa3pabotka HOPMAaTUBHBIX IIOKyMEHTOB, | OIHWH JOKYMEHT 3600,0
pErVIaMEHTHUPYIOIIMX  BCce  BHIOBI  0Opa3zoBaTenbHON
JIESTEIbHOCTH B OUONIHOTEKE
34 |cocTaBleHME M TOArOTOBKA K M3JaHWIO y4YeOHBIX | OAUH NEYaTHBIMA 1800,0
IporpaMM, MOCOOU#, CaMOCTOSTENRHO WA COBMECTHO C JIACT
IPYTHMH MTOJIpa3/IeNICHUSIMU ONOIHOTEKH
35 |y4yacTHe B CIENUAIM3UPOBAHHBIX COBETaX OMOTUOTEKH: OIMH JOKJIa 2400,0
HOATOTOBKA AN IpodecCHOHANBHOM reyaTy myOnuKauui
¥ MaTepHaJIOB BRICTYIUICHHH HA KOHQEPEHLUIX OJTHO COOOINEHHE 1200,0
36 |mogroroska kK obcyxnenuro yueOHbIx mporpamm IIO x| omHO 3acenaHue 2400,0
3aceflaHusAM YYEHOTO COBeTa
37 |cocTaBlieHUEe KAIBKYIALNY LIEH Ha IIaTHBIE YCIYTH OIMH DOKYMEHT 120,0
38 |oprammzauys INATHOIO OOy4YeHHs @10 JOTOBOpaM Ha| OJWH JOKYMEHT o dakty
OKa3aHWe  IUIATHBIX  0Opa3oBaTeNbHBIX  YCIyr € 3aTpayeH-
IOPHIUIECKUMU ¥ PU3UUECKUMH JIUHAMHE HOTO.
BpEMEHU
39 |moarotoBka OOKYMEHTOB K  JIMIEH3WUPOBAHMIO M| OJAUH JOKYMEHT 12000,0
aKKpeIWTalluK, CBsA3aHHBIE ¢ peanu3anueil OubIHOTEKOH
obpasoparenpHbIx mporpamm JI10
40 |mOArOTOBKA MATEpPUANIOB I 3aHSTUM B AUCTAHLKOHHOMN | OJIUH Yac 3aHATHHA 240,0
dopme
41 |momroroBka  Y4eOHBIX u yueOHO-METOIUUECKUX | OHA IporpaMmma 1800,0

MaTtepuajioB JIsI HUX pPa3MECIICHUS B HH(l)OpMaIII/IOHHO-
TCHCKOMM}/HI/IKaHI/IOHHOI\/’I CETH <<I/IHT€pH€T>> 51 1508
CBOEBPEMEHHOC OOHOBJIEHHE
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Hopma
Ne HaumenoBanue npouecca, onepauum. Epnnuna
BpEMEHH,
n/n CocrtaB paboTs1 H3MepeHHs
MMHH.
1 2 3 4
42 |opranuzaiys yyebHoro npouecca Ais o0ydaromuxcs 10| OAHA IporpaMMa 42420,0
nporpaMMaM — IpoQdEecCHOHANIBHOM  IEpPENOArOTOBKH
O6ubIMOTEYHBIX KaIpoB: OpraHu3anus oOpa3oBaTEIHLHOTO
npouecca, ydeOHO-meTomudeckas paboTa; HaAydHO-
MeToAnYeECKas paboTa
43 |opranm3anus yuebOHOro mponecca is oOydaroluxcs IO | OIHA mporpamMma 21210,0

IporpaMMaM TOBBIIIECHUS KBATHQUKALUN OHOIHOTEUHBIX
KaapOB: OpraHw3anus oOpa3oBaTeNbHOTO IIpolecca,
yueOHO-MeToMueckas paboTa; HayYHO-METOAMYECKast
pabora

1,15;

[Ipumeuanmne:

- K HOpME BpEMEHUW IpPH COCTABJIECHUU NOKYMEHTOB, PETJIaMEHTUPYIOUIMX AEATEIBHOCTH
pecnybIMKaHCKUX, KPaeBBIX U 00JIAaCTHBIX OUOIMOTEK, IPUMEHSETCS TOBBILIAOINH K03hPumeHT

- BpEMdA MPOBCOCHUS JEKUHH, KOHCYJIbTAIMH, IIPAKTHKYMOB, CTAXHPOBOK, IIPAKTHUKH,
HpeGBIBaHI/IH B KOMaHIXPOBKE MU ITPOBEACHUSA I/IH(bOpMaHI/II/I II0 €€ pe3ylibTaraM B HOPMY BPEMEHH
HE BXOJHUT.

1.12. PaboThl HayYHO-OPTaHU3AIMOHHOTO XapaKTepa

Tabmuna 19

HaumeHoBanue nponecca, onepanum. CocraB padoThl

Eaununa
u3MepeHus

Hopma
BPEMEHH,
MMH.

2

3

4

[TogroToBka ¥ TpPOBENEHHE TEOPETHUUECKOH, HaydHO-
IPaKTHYECKOM KOHGEpeHIMH, TeMaTHYeCKOI0 CEMUHApa

OmpeneneHue cocTaBa OpPrKOMHUTETa M YYaCTHHKOB
KoH(depeHIrn, ceMuHapa; POpMUPOBaHUE B YTBEPKICHHE
IpOrpaMMbl " HPUTTIACUTENBHOIO ounera,
OpraHU3allHOHHBIE MEpONpHATHS (TeKymas CBA3b C
YyYaCTHHKaMH, pacChUIKa MaTepHalioB); HOArOTOBKA K
M3aHUIO TE3UCOB; BHIpAOOTKA IIPOEKTa PEKOMEHAALNH;
(bUHAHCOBO-XO035MCTBEHHOE Obecrneyenue KoHGEpeHIuy,
cemuHapa (odopmieHue IUIATEXXHBIX  JOKYMEHTOB,
BCTpEYA YYACTHHKOB, PETHCTpAIWsi, pasMelleHUe B
TOCTHHMIE), aHAIM3 W OlIEHKa pabOTEl KOHGEpEeHIHUH,
ceMUHapa; MOJBEICHUE HTOTOB

OJIHO
MEpONpHATHE

KonuuectBo Y4aCTHUKOB!

1-100

5670,0

101 - 150

7560,0

W DN —

151 - 450

9300,0

IlogroroBka u IIpOBEAECHUE CEMHUHapa, METOANYCCKOTO
JHA, 3aC€AaHusa «KPYTJIOro CToJIa»
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Hanmenosanue npouecca, onepaunn. Coctas padorsl

Enpnanna
H3MepeHns

Hopma
BPEMEHH,
MHH.

2

3

4

Ompenenenne y4acTHMKOB, PYKOBOJHTENS, CPOKOB K
MecTa TIIPOBEINECHUS CEMHHApa, METOAMYECKOTO JHS,
3acelaHus «KPYIJIOro CTONa; ONpEAeIeHue KOHTHHIEHTA
YYaCTHHKOB; pa3paboTKa NporpaMmbl; HHGOPMALHOHHOE
obecrieuerne (TeKyluas CBs3b C yYaCTHMKaMHM, PacChUIKa
MaTepHaloB); BbIpabOTKa MHPOEKTa PEKOMEHAlWH;
W3JaHWe W  pacChUIKa TPOrpaMMbl;  PErHCTpalys
YYacTHHKOB; aHA/IU3 ¥ OLIEHKA CeMUHApa, METOAMYECKOIO
QHS, 3aCeJaHUs] KKPYTTIOro CToJIay

OJHO
MEPOIIPUATHC

Konnuectno Y4YaCTHHKOB!

1-50

1570,0

51-100

3980,0

101 - 150

6150,0

NN |

151 -450

8270,0

Iloaroroska 3acenanuii PEOKOJUICTHH

YTOYHEHHWE CpOKa M D[OBECTKH 3acelaHHsd; OThop
MaTepHaIOB I OOCY)XIEHHS M IIOArOTOBKA HX JUIA
KOITUPOBAHWS; ONpe/e/IieHHe OMIOHEHTOB (PEeleH3eHTOB);
OTOBEIEHHe O 3aCelaHW| WICHOB  PEAKOJUIETHH;
pacCBUIKa  MaTepHalioB [0 IIOBECTKE  3aCeNaHud,
odopMieHHe NPEUIOKEHUH, BHICKA3aHHBIX yYaCTHUKAMH
3aceNaHus

OOHO 3aCENAHUEC

560,0

Opraguzanus  3aceflaHMi  NPOOJIEMHBIX ~ KOMHUCCHH,
COBETOB, TBOPUECKUX KOJLIEKTHBOB!

ompenesicHAe TIOBECTKM JHS M CpOKa IPOBENEHHS
3aceNaHus, YTOUYHEHHE COCTaBa yYacTHHMKOB; IIOArOTOBKA
JOKYMEHTOB, OpraHM3allMOHHEIE MEPOIPHUITHS
(omoBemeHMe O  3acelaHuW, MOAOOp MaTEPHAaNoB);
odopMIIeHNE TPOTOKOJIA ¥ PeLEeHHS

OIHO
MEpOTIpUATHE

940,0

10

pa3paboTka MakeTa IIpe3eHTaly A MEPOIIPUATHS

OJHa Ipe3eHTaAlNA

600,0

11

IIOATr0TOBKA NPE3CHTAUYN I MEPOIIPUATHA

OJlHa MPEe3eHTALUs]

600,0

IIpumeuanue:

- IpW [POBENEHWH MEpONpHUATHH Ha MEXIyHapOJHOM YpOBHE K HOPME BDPEMEHH

IIpEMEHsETCS NOBbIatonmi koabduuent 2,0, Ha henepanpHoM yposse — 1,85;
- B HOPMY BpEMEHH HE BXOOUT BpEMs IPOBENEHMS KOH(EPEHIMH, CEMHHApa,

METOAMYECKOro IHS, 3aCe/laHusl «KPYIJOro CTOJIa» M BpeMs, CBSI3aHHOE C M3[JaHHEM MaTepualloB
xoHdepeHIuy, ceMUHapa.

1.13. PenaxtupoBaHue pyKOIucen

Ta6numa 20
Hopma
Ne HaumeHoBaHHE npolecca, OnepanuH. Eanauna Bpemenn
b
U3MepeHHs
n/n CocrtaB pa0oThI 3Mep ML
1 2 3 4
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HaumenoBanue npouecca, onepanumu.
Cocrtas pa6oThi

Exnanna
“3MepeHus

Hopma
BpEMeEHH,
MUH.

2

3

4

P CAAKTHPOBaHUC HAYIYHBIX U METOOANYCCKHUX MAaTepHasios

IlpoBepka ¥ wHCHpaBIE€HHE pPYKOIHMCH B [poIecce
IOATOTOBKM €€ K nedaTd; OOeclieueHHe COOTBETCTBUSA
TEKCTa Hay4HBIM U JIUTEPATYPHBIM TpeOoBaHUAM, (hopMme
W 1eleBOMY Ha3HA4YCHUIO U3JlaHWs, COIJIacOBaHUE
BHOCHMBIX  MCIIPaBJIEHMH C  aBTOpoM; mopaboTka
PYKOIIUCH!

pelaKTHpoBaHUE MOHOrpadui, COOPHUKOB HAYYHBIX
TPYAOB, HAyYHBIX OTYETOB, IPAKTUYECKUX TOCOOMH

OJINH aBT. NUCT

2840,0

pelaKTHpOBaHKE METOANYECKUX MaTepUaoB:
HHCTPYKTUBHO-METOJUUCCKIX ITHCEM, pPEKOMEHIalluH,
KOHCYJIbTallH, 0030pOB AESTENBHOCTH OHOIHOTEK

OIHXH aBT. JIUCT

2500,0

pelaKTHpOBaHHE  JOKYMEHTOB,  PErIaMEeHTHUPYIOLIUX
NEATENBHOCTh  OHOMHOTEK:  YCTaBOB,  IIOJOXKEHUH,
HHCTPYKIUH

OOWUH aBT. JIUCT

2400,0

PENaKTHPOBAaHHWE CTAaTUCTHYECKUX TaONul, YYETHBIX
dopM, 06pas3rioB

OJWH aBT. JIUCT

1980,0

peNaKTHpOBaHWE MaTepHATIOB KOHQEpEeHIH#: MTOKIANO0B,
coo0Imenui

OIWH aBT. TUCT

1050,0

PenaktupoBanue momyigpHOro Oubnmorpaduyeckoro
nOoCcOOHsA, PETPOCHEKTUBHBIX Hay4HO-BCIIOMOTATEIbHBIX
yKasarene#, 0630poB, clipaBoK, pedepaToB, aHHOTAIMH:

pENaKTUpOBaHHWE  IONYJMSIPHBIX  OHOmMorpaduuecKux
nocoOui: TEMATUYECKUX Oubnuorpaduyeckux
yKa3zaTeseH, CHpaBOYHHKOB

OWH aBT. TUCT

2640,0

peNaKTHPOBAHKE PETPOCTIEKTHBHBIX Bay4HO-
BCIIOMOTATENILHBIX yKa3aTeei

OOYH aBT. JIUCT

2100,0

PENAKTHPOBaHWE AHANUTHYECKHX 0030pOB, CIIPaBOK,
aHHOTaM#, pedepaToB, CBOAHBIX  pedepaTHBHBIX
0630poB, 3KcIpecc-nHbopManyi

OJHH aBT. JIUCT

1080,0

penakTupoBaHue dubnuorpapuyeckoi 3anucu

OJIHa 3aITiChb

4,6

10

KOHTPOJIBHOC PEAAKTUPOBAHUC

oHa 3anumcCh

6,2

[lpumeuanue: Ipu pefaKTHPOBAHMM CMEIIAHHOTO TEKCTa K HOPME BPEMEHH IIPUMEHSETCS
noBbIHamui ko3dpuuuent 1,1.

1.14. BciomorartensHO-TEXHUUECKas paboTa

Tabnuma 21
Hopma
Ne HaunmenoBaHue npouecca, onepauuH. Enuauna BpeMenn
n/n CocraB paboTnI U3MepeHus ’
MHH.
1 2 3 4

MaruuHonucHble paboThl

[Tony4yenue opuruHana Ui evaTaHus ¥ 03HAKOMJIEHHE C
HUM, Habop
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N H Hopma

0 aHMEHOBaHHe HpoLecca, orepauH. Eaunnna

n/n CocTaB pa6oThi H3MepeHns Bpement,
MHH.

1 2 3 4

ITeuaTanue Texcra 6€3 BEPTUKAITLHOTO TpadiieHus OlHa CTpaHUIA
MaUIMHOIIUCHOTO
TEKCTa
Pasmepr! HHTEPBAJIOB!
1 |2 13,4

2 11,5 17,6

3 11 22,0
Ileuatanme Ttexcra Ha ¢opMarkax 0Oe3 BEPTHKANBHOIO| OJHA CTpaHUIA
rpadenus MAIIUHONUCHOTO

TEKCTa
Pasmepsl HHTEpBAJIOB:

4 12 17,6

5 |1,5 20,8
IJeyaTanue TexcTa C BEPTUKAIBLHBIM I'padieHueM OZHA CTpaHHIa

MAaIIHHOIIUCHOT O
TEKCTa
Pa3mMeps! nHTEpBAJIOB:

6 |2 17,6

7 11,5 21,0

& |1 28,0
Ilevatanue Tekcrta Ha QopMarkax C BEPTHKAJBHBIM | OJHA CTpaHHIA
rpadieHuemM MAIUMHOIIUCHOTO

TEKCTa
Pa3Meph1 HHTEPBAJIOB!

9 |2 17,6

10 11,5 22,0
CunuTka ¥ KOppEKTHUPOBKa TEKCTa IIOCHIE IIeYaTaHHsS Ha
MallKHKE:

11 |mpoBepka IIpaBHJIBHOCTH PACIOJIOXKEHUs OTIIEYATaHHOTO | OJIHA CTPaHMUA 4,4
TEeKCTa, CBEpKAa C  DPYKONHCHBIM; KOPPEKTHPOBKA | MAIIMHOIKCHOTO
MaIIFHONKUCHOrO TEKCTA TEKCTa

12 |cuuTka, KOPpPEKTUPOBKA ¥ BEPCTKA OJlHA CTpaHUlla 4,4

MAallMHOIIMCHOTO
TEKCTa

13 |HaxienBaHye NPaBoOK OJIHAa IIpaBKa 1,4
MamyBonucHsle paboTsl, BBINIOJIHSIEMBIE B
ABTOMaTH3UPOBAHHOM PEXKUME
BBox MaTepuana B KOMIIBIOTED: OlHa CTpaHULA

14 |Habop TexcTa ¢ IucTa 11,0

15 |nabop 6ubauorpaduyecKkoro onucanus 14,0
BriBon MaTepuana Ha 3KpaH: OJlHa CTpaHUIa

16 |mpaBka TeKCTa Ha KOMIIBIOTEPE, BEPCTKA TEKCTA 8,6

17 |pemaktupoBanue OuOIMOrpadhuIecKoro OnucaHusl 2,7

18 |BBIBOA TEKCTA HA IIPUHTED; pacrneyarka OflHa CTpaHUIlA 1,6

19 |BrIBOA POopM TabIUL HA DKpaH onHa Tabiuua 11,0
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Ne H Hopma
0 auMEHOBaHUeE Npouecca, onepaum. Epnanna
n/n Cocras pa6orni u3MepeHHs Bpement,
MHEH.
1 2 3 4
20 |HanosHeHue TaONHUI CoMEPIKaHIEM ojHa Tabnuna 1,6
Hactpoiika TexHudeckoro o0OpYAOBaHKSA U TEXHHUECKOE
COIIPOBOXKACHUE MEPONPUSITHIL:
21 | BacTpolika TeXHU4eCKoro o00pyHOBaHUS IS IPOBEICHUS OZlHO 120,0
MEPONPHUATHH, B TOM YHCIE TPAaHCIUPYEMBIX IO CETH| MEpOIPUATHE
«uTepueT»
22 | TeXHHYECKOE COTIPOBOXKICHUE MEPOTIPUSTHIH OJTHO 300,0
MEPOIPHITHUE
23 |mpoBeneHue aymuo / BuOeo3amucd #  (OTOCHEMKHU OIHO 300,0
MEPONPHATHH MEPOIIPUATHE
24 | obpabotka aynuo / Buneo / horoMaTepraion OJIMH HOCHUTEIb 420,0
MHpOpMaLK
25 |paspaborka paznmuunbix 0a3 masebIX (BJI) mns BemeHus onHa bJ[ 28800,0
IPOEKTOB
26 |HanuCaHMe HHCTPYKIUH IIO UCIIONL30BaHMi0 b/l MpoeKkToB | OIMH aBT. IHCT 18000,0
27 | texHHMYecKas nonaepxka bJI mpoekTos onHa QyHKIUSA 4800,0
28 | TeCTHPOBaHME HOBBIX CHCTEM W BEPCHHl IPOrpaMMHOrO| ojHa GYHKIUA 1800,0
obecneyerHus / NPOrpaMMHO-aNIIapaTHOrO KOMILIEKCa,
HCIONB3YEMOrO IIPH peaau3ali IPOEKTOB U padoTte
[IOIpa3/ieeHUs
29 |TecTHpOBaHUE IIPOrPaMMHOTI0 obecrieueHus /| onnHa byHKUIUA 1800,0
IpPOrpaMMHO-aIapaTHOr0 KOMIIEKCa
30 |cocTaBneHMe IaHAa ~ TECTHPOBAHHSA  IPOrPaMMHOIO OIMH ITaHa 2400,0
obecnedenys / IpOrpaMMHO-aNapaTHOro KOMIUIEKCa
31 |mpoBepka COOTBETCTBHS Pa3pabOTaHHOIrO MPOrpaMMHOTO | OnHA GYHKIHS 480,0
obecrieueHuss / NPOrpaMMHO-aIIIapaTHOTO KOMIUTEKCa
TEXHUYECKOMY 3aJaHHIO
32 |omeHKa IporpaMMHoOro ofecrnedeHuss / IPOTrpaMMHO- OZlHO 25500,0
annapaTHOro KOMILIEKca IpOorpaMMHOe
obecriegenue
33 |cocTraBieHHE aNropuTMa TECTUPOBAaHHS IPOrpPaMMHOIO| OIWH &ITOPUTM 8400,0
obecrieuenus / IpoOrpaMMHO-alIIapaTHOro KOMIUIEKca
34 |co3maHM€ TECTUPYIOIIEr0 CKpHOTa MAJ TPOBEIACHHS |  OJUH CKPHIT 600,0
Harpy304Horo TECTUPOBAHUS IIPOrpaMMHOI0
obecneuenus / mporpaMMHO-aIIIAPaTHOro KOMIIJIEKCa
35 |mpoBelneHHE HAarpy304YHOIO TECTHPOBAHHS IIPOIrPAMMHOIO | OQHO HArpy304HOE 480,0
obecneueHus / IporpaMMHO-aNnapaTHOro KOMIIeKca TECTHPOBaHUE
36 |PKCHepTHas OLIEHKa NPOTPaMMHOTO  OOECHCYEHHs, | ONHE JKCIEPTH3a 2400,0
IOATOTOBJICHHOTO B JPYTMX OpraHu3auusx/ IporpaMMHO-
annapaTHOro KOMIUIEKCa
37 |co3masue aqropuTMa KOHBEPTHPOBaHMs paboumx Tabiun | ofHa oTpacis bbK 2400,0

6ompioro 6ubnuoreynoro katanora (bbK)
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Hopma
Ne Hanmenoranue npouecca, onepauuu. Ennnuna
BpEMeHM,
n/n CocrtaB pa6oThi H3MepeHus
MHH.

1 2 3 4
38 |Hanmcanme KOHBepTepa Ui MpeoOpa3oBaHus paboumx | omHa 0Tpacis bBK 4800,0

tabmuu bBK B aBTOMaTH3MpOBaHHYIO MHOOPMAIMOHHYIO

CHCTEMY JIMLIEH3UPOBAHYS OTIIENbHBIX BHIOB

nestenpHOCTH» (AVIC JIO/T) (uHTerpanys 6ubmuoTeysnIx

JAHHBIX)
39 |mpeoOpazoBaHuE€ METOOUYECKUX AAHHBIX 3JIEKTPOHHOIO OHO 1440,0

Karajora Jjs nepegadu KOHBEPTHPOBaHKE

[Mpumeuanue: mpu HabOpe TEKCTa Ha KOMIIBIOTEPE € JIATHHCKUM IUPUPTOM K HOpME
BpPEMEHHM IIPUMEHSIETCSI TOBBIIIAIOMH Koo duuueHt 1,3.

1.15. Pabora o opranu3aiuu Tpyla ¥ yIpaBIeHUIO

Tabnuna 22
Ne Eannuna Hopwma
HaumenoBanue npouecca, onepanuu. Cocrap paGornI BpeMeHH,
o/n H3MepeHHus
MMH.
1 2 3 4
[InanupoBanye pabOThHI
C6op, aHanmu3 WHCXOOHOM uWHGOpPMALMHK; OIpeNeICHUE OJIUH IIaHa
OCHOBHBIX 3a/lay I'0Jla, YTOYHEHHE CPOKOB BBIIIOJIHEHHS
3aJaHui, HanucaHue  OOBICHUTENBHOM  3allMCKU;
HOArOTOBKA MpOEKTa IUlaHAa K OOCY)XOEHHMIO Ha BCEX
YPOBHAX, AopaboTKa nocie o0CyXAEHUs; MpeICTaBlIeHNe
IUIaHa Ha COIIaCOBAHME U YTBEPXKICHUE:
1 |mnaga 6ubnnoTeKH 6240,0
2 |nmnaHa koMIUlekca / yIpaBleHHs 4800,0
3 |mmaHa oThena, CEKTOpa 2740,0
4 | MHAWBMAYAIHLHOIO NJIaHa 370,0
ExenneBnbIit yuer  paboTHl B CTPYKTYPHBIX
OJpPa3AENCHUAX !
5 |CTaTUCTUYECKUN yder 3aIMCaBIINXCS OlHa 3allUCh 2,8
(epeperucTpUpOBaBLIMXCS) YUNTATENIEH
CTATUCTHYECKUH yUeT KHUTOBBLIAY, ITOCEIEHUMI OJIHa 3aIluCh 8,6
7 |y4der undopmanmoHHO-6uOIMOrpadpudecko paboTHI IO OJHa 3alUCh 2,7
yCTaHOBJIEHHOH opme
8 | ydJeT BBIIOJHEHHBIX CIIPABOK OJIlHA 3allUCh 2,7
ExenHeBHnli  y4eTr ~ a0OHEHTOB,  MOJNB3YIOIIUXCS
nporpammamu MBA:
CTAaTHCTUYECKU yueT abOHEHTOB, Hob3yomuxcs MBA OJIHA 3alUCh 2,7
10 |cTaTUCTHYECKHH YYeT IOJIy4eHHBIX 3aKa30B, BBIIAHHBIX O[IHA 3aIHCh 9,8
JOKYMEHTOB
11 |cTaTUCTHYECKH# ydeT 3aKa3oB, [EPEHANIPaBICHHBIX B OJTHA 3alliCh 2,7
npyrue OubnuoTeKu
12 |3ammcy  wroroB  paboTel B «JIHEBHHK  pabOTBI» OJlHA 3aIHUCh 3,2

noApasaesieHus OubIMOTEKH
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e Hopma
| HaumenoBanme npouecca, ormepanun. Cocras paboThi Epanmua BpEMEHH,
n/n U3MepeHus
MU,
1 2 3 4
13 |MHOMBHIOYaAbHBIH ydeT: €XXEeIHEBHOE 3aIOJIHEHUE JTUCTKA OJIHa 3alliCh 15,0
y4eTa Tpy[03aTpaT Wi JHEBHUKA paboThl bubnuorexaps
CBoOHBIN CTaTUCTHYECKHH yueT 1o Oubmuorexe
Uuco yuraTenei, KHUTOBbIAAY, TIOCEIEHHH; TOIBEAECHNE OJIHa 3aITUCh
HTOI'OB CTATUCTUYECKUX AAHHBIX 10 OMOIMoTeKe:
14 |mecsn 528,0
15 |xBaprain 792,0
16 [roxm 1080,0
Cratuctuuecku#l yuer B pexume AC:
17 |BBOA CTAaTUCTUYECKUX NAHHBIX C KOHTPOIBHOIO JIUCTA OIIYH JIUCT 0,16
18 |cBomHbI cTaTHCTHUeCKWH ydeT mo Oubnmorexe (yucno| onHa Tabnuua 0,27
YUTATENEH, KHUTOBBIAY, TOCELIEHHH)
[TonBenenye HMTOrOB CTATUCTHUECKHMX MHAHHBIX IO| oJHa Tabmuua
bubauoreke:
19 |mMmecsan 0,27
20 |xBapTan 0,27
21 |rom 0,27
CocTaBliIeHHE OTUYETOB:
22 |mpUeM ILIaHOBO-OTYETHBIX AOKYMEHTOB OT CTPYKTYpPHBIX | OJMH HOKYMEHT 60,0
[IOApPAa3ENIEHUA €  IIPOBEPKOM  MOJHOTHI  COCTaBa,
COCTaBJIEHHE CBOJIHOM TaOIHUIIBI OCHOBHBIX NMOKa3aTenei
Coctapnenue AHAJTUTUYECKOTO oTyeTa: aHaIM3 OJIUH OTYET
[eSTENIbHOCTH MOApa3/ielleHud U OHONUOTEKH, OTMETKA
W3MEHEHUH 3a TOjl, HallUCaHHE TEKCTa, IPEICTaBICHUE Ha
COIJIaCOBAaHUE U YTBEPXKICHUE:
23 |oTueT OMONIMOTEKH 34 IO 3980,0
24 | oT4eT oTzeNa, CEKTOpa 3a rof 1320,0
25 | MBEOMBUOYaNbHBIA OTYET 32 TOJ 586,0
CocraBneHue GHUHAHCOBBIX OTYETOB 0O OINare MO BHAAAM OJIUH OTYET
IUTATHBIX YCIYT:
26 |3a Mecsn 510,0
27 |3axBapTan 840,0
OTuer nepes YUTATENSIMHI U HaCEJIEHUEM:
28 |ompezmeneHue Cpoka IPOBEACHMS OTYETa, NMOBECTKH JHA, OJHO 1580,0
ONlOBEIIEHWE O J[HE OTYeTa YWTaTellel, HaceJeHUs,| MEPOIPHATHE
BBIIYCK CTEHra3eThl, 0hOpMIIEHHE IIPOTOKOIIA, 3aMEUaHu
U TPENJIOKEHU#M dYuTaTeNed, HACeJEHUs, COCTaBJICHHUE
IIaHA HX peallh3aiuu
ITonroToBka MpoU3BOACTBEHHBIX COBELIAHMMA
Omnpenenenve IMOBECTKM [OHs, Kpyra Y4acTHMKOB,| OIHO COBELIaHHE
MOATOTOBKA CIpaBK¥, IPYTHUX MEDPOIPHATHE, NIpOeKTa
pEIeHNs,  OIOBEIEHHWE  YYAaCTHHKOB  COBELIAHWS,
IIOATOTOBKA ITOMEITICHUS:
29 |coBemanue pabOTHUKOB OUOIHOTEKH 320,0
30 |cosenranvie pabOTHUKOB OTHENA 264,0
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Ne Enunnua Hopma
Haunmenonanue npouecca, onepauun. Coctas paboTsl BpEMeHH,
n/n “3MepeHus
MHH.
1 2 3 4
31 |coBewjaHWe IO WUTOTaM MPHUHATHIX DEIICHUM C LEIbIO| ONHO COBEIIaHMe 27,0
OLIEHKM MX pE3yJBHTaTOB, IPOMU3BOICTBEHHBIE COBELIAHUS
110 UTOraM roia
32 |omepaTuBHOE COBellaHuWe (AN pelieHds TEKYUIUX | OIHO COBELIAaHHE 60,0
IIPOM3BOJICTBEHHBIX 3a/1a4)
OprasuzalinoOHHO-0NepaTUBHAS paboTa:
33 | moxymeHTanbHOE OQOpMIIeHHE pexuma paboThl OTIeNa| OJUH JOKYMEHT 360,0
(cocTaBnenue rpaduka paboTsl, OTIYCKOB
34 |obecneuenue KOHTPOJIA 3a BBIIIOJIHEHUEM |  OJIHO 3aJlaHue 15,0
IPOM3BOACTBEHHOIO 3aaHusI X KAYeCTBOM PaboThI
35 |obecneuenue KOHTpPOJIS 3a WCIIONHEHUEM | OJIMH NOKYMEHT 15,0
yOpaBIEHYECKOTO  pelIeHus,  IpHKasa,  yKa3aHud
JHUPEKTOPa, 3aMECTHUTEII JUPEKTOPA, 38B. OTAEIOM
36 |3axroyenwe, TpOJUIEHHE JOroBopa ¢  (QUpMamu,| OAMH JOTOBOD 840,0
IPEeNIPUATUIMY, OpraHu3anusIMH, YaCTHBIMH
IpeaNPUHIMATEISIMHA
37 | cocTaBneHue KaJbKYJISIUH 1IeH Ha IUIaTHBIE YCIIyTH OJIUH JOKYMEHT 3340,0
38 |BBHIIHCHIBAHHE CUETA, KBUTAHUHHT OJIMH JIOKYMEHT 13,4
39 |cBepka onyaThl CYETOB OIWH JOKYMEHT 13,8
Henonpou3soacTso:
40 |mpueM M perucTpanys BXOIAIEH KOPPECTIOHAEHIMU OJIMH JOKYMEHT 15,0
41 |xomupoBaHUeE / CKAHUPOBaHUE JOKYMEHTOB ONMH [NOKYMEHT 15,0
42 |oTmpaBka / mony4eHue GakcoBBIX KOIIMHA JOKYMEHTOB OJIMH IOKyMEHT 30,0
43 | obecnieyeHre KOHTPOJIS 3@ CBOCBPEMCHHBIM UCTIONHEHHUEM | OAUH JOKYMEHT 15,0
JOKYMEHTA
44 |cucTeMaTH3alMg M MOOIIWBKA MCIOJHEHHBIX NJOKYMEHTOB | OIWH JOKYMEHT 30,0
B COOTBETCTBUU C HOMEHKJIATYPOH Al
PabGora B pexxume AC:
45 | peructpanys BXOOSIIEN KOPPECTIOHIEH U ! OJTHa KapTOo4Ka 15,0
46 |obecrneyeHue KOHTPOJIS 3a HCIOIHEHHEM OOKYMEHTa: OJIHa 3aIHCh 7,0
BHIBOJ Ha 3KpaH KOHTPOJBHOH KapTOYKH;, BBOA B HeEE
uHpopmanuy 00 UCIIONHEHUH
47 |peueHre XO3SMCTBEHHBIX BONPOCOB (I0jada 3asBOK Ha|  OJWH BOIIPOC 30,0
yCTpaHeHHe HEUCIIPaBHOCTEH pabodnx MOMEIIEHUH, 3aKa3
H TOJIy4EeHHWE KaHIENAPCKMX TOBAapOB M APYTHMX
MaTepHAJIOB CO CKJIa/1a)
BsaumoneiicTBIE MEXTY CTPYKTYPHBIMHU
[0JIpa3ACTICHUSIMH
48 |cocTaBiieHMe 3aIlpOCOB, TpPEeOOBaHMM, MOSCHUTENBHEIX | OOWH JTOKYMEHT 20,0
3aMMMCOK U CIIYXKEOHBIX 3aIIUCOK
49 |momava 3ampocoB, TpeOOBaHMH, NMOSCHUTENBHBIX 3AIKCOK | OJMH JOKYMEHT 25,0
1 CITy>KEOHBIX 3aIMCOK B eYaTHOH dopme
50 |momaua 3ampocoB, TpeOOBAaHMH, MOSICHUTENBHBIX 3aMTHCOK | ONUH JOKYMEHT 10,0

1 CIyXeOHBIX 3alMCOK B 3JIEKTPOHHON dopme
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N Hopma
0 Eaunnna
Hanmenopanmne npouecca, onepanuu. CoctaB padoTsI BpeMeHH,
n/n H3MepeHus
MHH.
1 2 3 4
51 |obecneyeHue KOHTPOJSA 32 MCIIOJHEHHWEM 3allpoCoB, | OIWH AOKYMEHT 40,0

3aIIHCOK

Tpe6OBaHHﬁ, NOACHUTCIIBHBIX 3allUCOK H CHy)K€6HI>IX

[Tpumeuanue: BpeMs TPOBENCHUS OTUETA IEpPEN YHUTATESIMU, HACEIEHHEM, COBEINAHUM B
HOpPMY BPEMEHH HE BXOIUT.

2. TunoBsle oTpacieBble HOPMBI TpyJa Ha pabOoThl, BHIIOIHAEMBIE B FOCY IaPCTBEHHBIX
(MyHHIUIATBLHBIX ) OMONIHOTEKaX (HA OCHOBE aBTOMATH3HPOBAHHBIX CHCTEM YIIPABIICHUS

[IPOLIECCAMH )

2.1. KomnnekroBanue GoHI0B

Tabmuna 23
Ne Enununa Hopma
HaunmenoBanue npouecca, onepauuu. Cocras paéoTni BpeMeHH,
n/n H3MepeHus
MHH.
1 2 3 4
1 |mpuem m or6op 1 (GOHAOB HOBBIX IIOCTYIJICHHH, | OJMH JOKYMEHT 3,6
MOJNYYEHHBIX IO CONPOBOAMTENBHOMY JOKYMEHTY —
JIMCTY TOCYJApCTBEHHOHN peruCTpauyu
2 | TexHnyeckas 00paboTKa JOKYMEHTOB OJIVH TOKYMEHT 4,5
BBOJI JOKYMEHTOB B 6a3y nansbeIX (B1) OJIH HOKYMEHT 4,5
2.2. bubnuorpaduueckoe onucaHue U HHACKCHPOBAHUE NOKYMEHTOB
Tabnuna 24
Ne Enuanua Hopma
HaumeHoBanue npouecca, onepauun. Cocras paborbl BpeMeHH,
n/n H3MEpeHHus1
MMH.
1 2 3 4
1 | dopmupoBanue  Oubimmorpaduyeckod  3amucu  Ha 0JIHa 3aIIHUCh 18,0
JOKYMEHTHI Ha DPYCCKOM  si3pIke  (OnucaTenbHas
KaTaJIOTU3aIHs)
2 | dopmupoBanue  OubGnuorpa@uyUecKod  3amKMCH  Ha OJlHa 3alUCh 27,0
JOKYMEHTBI Ha WHOCTPAaHHBIX EBPONEHCKHUX S3BIKAX M
S3BIKAX HapoIoB Poccun, KpOME  PYCCKOTO
(onucaTenpHas KaTaJoTu3aIusl)
3 | dopmuporanue  OubGnuorpaduyeckodl  zamucu  Ha OJ/IHA 3aIUCh 60,0
CTaporeyaTHble KHHUTW W PYKONHUCH (OoIMcaTenbHas H
CoepKaTeNbHas KaTAIOTH3anus)
4 | WHAEKCHpOBAHHE JIOKYMEHTOB (comepxaTenbHas 0JTHA 3aTUCh 18.0
KaTaJOTH3aLs) ’
5 dopMupoBaHKe ABTOPUTETHOW 3aMKCH (HA WMEHA JHIL, OJlHA 3aTTHCh 30.0
HaVMEHOBAaHUK OpraHU3alui) ’
6 | ¢opmupoBaHue NaHHBIX B (QOHIOBOM 3aTMCH OJIHA 3alUCh 5,0




2.3. Pabora ¢ xarajoramu

Tabnuna 25
Ne Enunnuna Hopwa
Hanmenopanue npouecca, onepauuun. Cocras pa6orsi BpeMeEHH,
n/n U3MepeHust
MHH.
1 2 3 4
1 | pa3sGop KapTodex IS pacCTAaHOBKM B an()aBUTHHIE | OJ(HA KAPTOUYKA 0,2
KaTaJoTu
PenaxtupoBanue reHepansHOTo anaBUTHOrO KaTaaora: OIlHA KapTO4Ka
2 | Karanor - ctapsii psg (no 2000 ropa); 1,0
3 | xaranor — HoBbI# pax (¢ 2000 rona); 0,5
4 | xaTaJor - HMHOCTpPAHHBIE EBPOIEHCKUE SA3BIKH U A3BIKH 1,0
HapozmoB Poccum, KpoMe pyccKoro
5 | pa3bop kapToyex JUI1 PacCTaHOBKM B CHCTEMAaTHUYECKHE | OJHa KapTOuKa 0,3
KaTaIOTH
6 | penakTHpoBaHWE ['eHepambHOTO  CHCTEMATHYECKOro | OJHA KapTO4Ka 0,5
katanora (I'CK)
7 | pelaKTHpOBaHHME OpHIMHal-MakeTa OHOIMorpaguueckux | OJHa KapTodKa 0,3
sanucei (b3) Ha ogHOYACTHBIE NOKYMEHTHI
8 | pelaxTHpOBaHHE OpUTHHANI-MaKeTa b3 Ha MHOrOYacTHBIE | OJHA KapTOYKa
JIOKYMEHTHI 0,45
9 | pemaktupoBaHuEe 3amucedl Ha EOUHHWUBl XPaHEHHWS B OJlHA 3aITUCh 54
nporpammHoe obecneuenun (II0) mo u3BemeHwsM o
BHECEHHM H3MEHEHMH B KaTajor¥, MONyYEHHBIM W3
texgonorudeckoro otaena (TO)
PepaktupoBanue B3  perpokomsepcrm B[O OJiHa 3aITUCh
(KOHTpOJBHEIE TTOJIS opMara U TekcTa b3):
10 | penakTupoBaHye KOHTPOJIBHBIX HOJeH dopmara 54
11 | pepaxtupoBanue Texcra b3 54
12 | penaxtupoBanue Oubnuorpapuueckux 3zamuceir (b3) B OJlHa 3aIlUCh
11O (Benenue nanexcos bBK B B3 perpoxonBepcun) 5,4
13 | popmupoBanue B3 B 11O ¢ mucmonp3oBaHMeM CBOIHOTO OIlHa 3aluCh 12,0
karajora bubnuorex Poccuu
14 | pemaxTupoBanue b3 Ha MHOTOYACTHBIE [OKYMEHTOB B OJIHA 3aIlUCh 12,0
110
2.4. Pabora ¢ pornom
Tabmuna 26